YTBEPXIEHA
pemenneM TeppuropuanbHO

n30HUpaTeIbHOM KOMHCCHH
ot 30 uronsg 2020 roga Ne 2-4

WHCTPYKIUS 1O JEJIOIPOU3BOICTBY
B TEPPUTOPUAJIBHON U3BUPATEJBHON KOMUCCHHU Ne 37

1. O0ume moJI0KeHus

1.1. UucTpyKiua 1o JeNOnpou3BOACTBY B TeppuUTOpHAIbHON H30MpATENbHON
komuccun Ne 37 (mamee — WHCTpyKIusl) yCTaHAaBIMBACT TOPSAOK PabOTHI
C JOKYMEHTaMHM, OCHOBHbIE TMpaBW/Ia WX TMOJATOTOBKM U  O(OpMIECHUS
B TeppuropuansHoii m3buparenpHO komuccun Ne 37 (mamee — TeppuTopuanmbHas
KOMUCCHSA).

[Topsimok paboOThl C 3IEKTPOHHBIMH JOKYMEHTAMH, TOKYMEHTaMHU IO BEJIECHUIO
KaJIpOBOTO JIEJIONPOU3BOJICTBA ONIPENEIAETCS OTACIbHBIMU HHCTPYKIMSIMHU.

Nuctpykiuss ~ pazpaborana Ha  ocHoBaHuM  DejepaibHBIX  3aKOHOB
«O0 OCHOBHBIX TapaHTHsIX H30MpaTeIbHBIX TIPaB M IMpaBa Ha  ydacTHe
B pedepennyme rpaxknaan Poccuiickoit ®enpepanun», «O0 apXMBHOM Jienie
B Poccuiickoit ®enepanun», «O TOpsIKe paccMOTpeHHUs OOpalieHud TpakaaH
Poccuiickoit deneparumny, 3akonoB Caunkrt-IlerepOypra, [IpaBun genonpousBoacTBa B
(benepalibHBIX OpraHax HCIOJHUTEIBHOM BIIACTH, YTBEPXKIACHHBIX IMOCTAHOBJICHUEM
[TpaButensctBa Poccuiickoit @enepauun ot 15 urons 2009 roga Ne 477, ¢ yuerom
MeTroanueckux peKoMeHJaluui Mo pa3paboTke MHCTPYKUUU IO AEIONPOU3BOJACTBY B
(denepaibHbIX ~ OpPraHax MUCIOJHUTEIBHONM  BJACTH, YTBEPKICHHBIX IMPUKA30M
®denepanbHOTO apXuBHOTO areHTcTBa OT 23 nexadps 2009 roga Ne 76, mocTaHOBIICHUIM
n uHbiX HopMaTtuBHBIX akTOB [[UK Poccuu, Cankrt-lIleTepOyprckoit m3OHpatenbHOM
KOMMCCHUH, perjaMeHTa TeppuTopHanbHOM KomMuccHH, ¢ ucnoib3oBanueM ['OCTa
P 7.0.8-2013 «CHUBUJ. [enonmpom3BOACTBO ©  apXUBHOE J€J0. |epMHHBI
u onpenenenusi», ['OCTa P 7.0.97-2016 «CUBU]. YuubunupoBaHHBIE CHCTEMbI
NOoKyMeHTaluu. Opraun3alMoOHHO-PaCIOPSAAUTENbHAS JOKYMEHTALIH.

PaGota ¢ gokymeHTamu, coAepKamlMMU HWHMOpPMAIUIO OTPAHUYCHHOTO
pacupoCTpaHEHusl,  OCYIIECTBISIETCA B COOTBETCTBUM  C  [OCTAHOBJIEHUEM
[IpaButenscTtBa Poccuiickoit @Depepanuun ot 3 HOsOps 1994 roma Ne 1233
«O06 ytBepxkaenuu [lomoxxkeHust 0 TOpsiIKE OOpaleHus: co Ciy)keOHOW MHpOpMaIe
OTPaHUYEHHOr0 PACTIPOCTPAHEHMS B (pefepalbHbIX OpraHax MCHOJHUTEIBLHOW BIACTH,
YIOJHOMOYEHHOM OpraHe yOpaBJeHHs MCIOJb30BAaHUEM aTOMHOM DSHEPruu U
YIOJHOMOYEHHOM OpraHe [0 KOCMHYECKOW JeATeIbHOCTH», 3a HCKIIOUYEHUEM
JOKYMEHTOB, COJIEpXKAIllUX CBEJeHUA 00 u30upaTensX, y4acTHHKax pedepeHayma,
oOpamaromuxcs B  paMkax (YHKIIMOHUpOBaHUA [ OCylIapCTBEHHON  CHCTEMBI
peructpanuu (ydera) wu30uparened, ydacTHHMKOB pedepeHnyma B Poccuiickoit
denepanuum.
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1.2. llpaBuna odopmiaeHUsT [TOKYMEHTOB M TOPSAIOK paboThl C HUMH,
NpelyCMOTpeHHbIE  HacTosimed — MHCTpykiumed,  o0si3aTeNbHBI IS 4YJICHOB
TepputopranbHOl KOMHUCCHHU U TOCYAApPCTBEHHBIX I'PAXKIAHCKUX CIIyKAlIUX arrapara
TeppuropuaibHOli KOMHCCUHM (fajiee — TpaKIAaHCKUE CIIyXKallue), a TaKkKe JIHII,
IPUBJIEKAEMBIX M0 IPAXKIAHCKO-TIPABOBBIM JIOTOBOPAM.

1.3. PaOoTHMKH, TOCTYNUBIIKME HA TOCYJAPCTBEHHYIO TPAXKIAHCKYIO CIYKOy
B ammapaT TeppuTopualbHOM KOMUCCHU, TOJKHBI ObITh O3HAKOMIICHBI O] MOAIHUCH
C TEKCTOM Hacrtosmen MacTpykuuu.

1.4. Benennie nenonpou3BoicTBa TeppuTOpHAIbHON KOMHUCCHUU OCYIIECTBISET
npejacenarenb TeppuTOpUaIbHOW KOMUCCHUM WIIM TPAXIAHCKHUM CIIyXaIlWi anmnapara
TepputopranbHONM KOMUCCHH B COOTBETCTBUH CO CBOUM JIOJKHOCTHBIM PETIIAMEHTOM.

1.5. B ciiydyae yxona B OTIIYCK, Bbl€3/1a B KOMaHIUPOBKY, OOJIE€3HU, YBOJbHEHUS
WCIIOJIHUTENSL TOKYMEHTOB IPEACENaTeNb 1 eppUTOPHAIbHON KOMUCCUU JAET yKa3aHUe
IepeaTh HEUCIIOJIHEHHBIE TOKYMEHTBI IPYTOMY HCIIOJIHUTEIIO.

1.6. lenompon3BoactB0 B TeppuTOpHANBbHON KOMHCCHH  OCYIIECTBISIETCS
C MWCIOJIb30BAHMEM IIPOTrPAaMMHOIO H3ACIHs «/leno» moacucTeMbl aBTOMAaTH3ALUU
aIMUHHUCTPATUBHON IEATEIBHOCTU ['0CyIapCTBEHHOW aBTOMATU3UPOBAHHOW CHUCTEMBI
Poccuiickoit  ®Deneparun  «BbIOOpB», BXOJAIIEH B  COCTaB  CIEIHUAIBHOTO
nporpammHuoro ooecrnieuenus (nanee — [ JIEJIO).

Hoctyn x IIM JIEJIO ocymiecTBisieTcss B COOTBETCTBUM C PeriameHToM
UCIIOJIb30BaHUsl ~ HMH(OPMALIMOHHBIX  PECYpCOB  KOMIUIEKCA  aBTOMAaTHU3allH
TeppuTtopuanbHO u3buparensHoil Komuccuu (manee — KCA THUK) mo mpukasy
npeacenarens TeppuTopranibHOW KOMUCCHUN.

Pabora ¢ pgokymeHTamu TeppuTopHanibHOM  KOMHUCCHM  OCHOBBIBACTCS
Ha MPUHLMIE OJHOKPATHOW PETUCTPALUH TOKYMEHTA.

1.7.1IM HEJIO npenoctaBisieT BO3MOXHOCTb pPabOTaTh € 3JIEKTPOHHBIMU
oOpa3llaMM JOKYMEHTOB M JJIEKTPOHHBIMU JIOKYMEHTaMH, OCYLIECTBISTH B 0a3ze
JAHHBIX AaBTOMATU3UPOBAHHBIA IIOMCK JIOKYMEHTOB II0 PA3JIUYHBIM KPUTEPUSIM,
OpPraHU30BbIBATH KOHTPOJIb UCIIOJIHEHUSA JOKYMEHTOB U MOPYYEHUH, a TAKKE I0JIy4aTh
CTaTUCTUYECKUE OTYETHI 10 JOKYMEHTO000pOTYy B TeppuTopranbHONH KOMUCCHH.

1.8. UncTpykius yTBepkaaercs penieHnemM TeppuTtopuanbHOi KOMUCCHU.

1.9. B UncTpyKUIMK UCTIONB3YIOTCS CIIEAYIOIINUE TOHSITHS:

OlaHK JOKyMEHTa — Ha0Op pPEKBU3UTOB, WIACHTUPDHUIIMPYIOMUX aBTOpa
Oo(pUIMATEHOTO MHCbMEHHOTO JIOKYMEHTA;

BHYTPEHHUM JOKYMEHT — JOKYMEHT, I[OATOTOBJICHHBIN B TeppuUTOpHAIbHOU
KOMMCCHH, HE BBIXOJSIINMI 32 €€ MPEIEIbI;

BXOJAIIMN JOKYMEHT — JIOKYMEHT, IIOCTYIMBLIMK B TepputopuaibHyro
KOMMCCHIO;

JIEJI0 — COBOKYIHOCTh JTOKYMEHTOB WJIM OTAEIbHBIN JTOKYMEHT, OTHOCSIIUECS K
OJIHOMY BOIIPOCY WJIM YYaCTKY AESATEIbHOCTH, TIOMEIIEHHBIE B OTACIbHYIO O0JI0KKY;

JIEJIONPOU3BOCTBO — JACSATENBHOCTh, OOecneunBaronas co3ianie o(QUIMaIbHbIX
JOKYMEHTOB M OpTaHU3aIUI0 Pa0OTHI C HUMU;

JOKJIaJ{Hasl 3allMCKa — BHYTPEHHUM IOKYMEHT, aJpPECOBAHHBIN BBIIIECTOSIIEMY
JNOJDKHOCTHOMY JIMIy OT HIJKECTOSAIIErO0 JOJDKHOCTHOTO JIMIA M COJAEpIKaIuu
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00CTOATENHHOE W3JI0’)KEHHE KaKoT0-JI00 BOIIpOCa c BBIBOJIAMU
Y MPEJIOKECHUSIMU COCTaBUTEIIS,

JOKYMEHT — O(UIMATIBHBINA TOKYMEHT, CO3[IJaHHbII TrOCYJapCTBEHHBIM OpPTaHOM,
OpraHoM MECTHOI'O0 CaMOYIpPABJICHHS, HIOPUAUYECKUM WIA (DUINYECKUM JTUIOM,
O(pOpMJICHHBI B YCTAHOBJICHHOM TIOPSAJKE U BKJIIOYEHHBIH B JIOKYMEHTOOOOPOT
TeppuropuaibHON KOMUCCHUH;

JTOKyMEHTUpOBaHHEe — (ukcanus WHDOpMAIMU HA MaTepUaNbHBIX HOCUTEISNX
B YCTAHOBJIEHHOM IOPSIIKE;

JIOKyMEHTOOOOpPOT — JBMXKEHUE JIOKYMEHTOB C MOMEHTa WX CO3[aHUs WU
MOJYYEHUS 10 3aBEPIICHUS UCITOTHECHUS UIIN OTIPABJICHUS;

nyOnuKaT JOKYMEHTa — TIOBTOPHBIA JK3EMIULIp TOJJIWHHUKA JOKYMEHTA,
MMEIOIINN IOPUANYECKYIO CHITY;
3aBEpEHHAas KOMUS — KONUA JOKYMEHTAa, HAa KOTOPOM B COOTBETCTBUH

C YCTaHOBJICHHBIM MOPSJIKOM MPOCTABJISIIOT HEOOXOUMbIE PEKBU3UTHI, TIPUAAIOLINE e
IOPUIUYECKYIO CUITY;

UCXOISIINI JOKYMEHT — JOKYMEHT, OTHpaBisieMblid u3 TeppuTOopuanbHOU
KOMUCCHU;
KOHTPOJb  WCHOJHEHUS  JIOKYMEHTOB  —  COBOKYIIHOCTb  JICHCTBHIA,

00ecIeynBarIIMX CBOEBPEMEHHOE UCTIONHEHNE JOKYMEHTOB;

KOIUSA JIOKYMEHTa — JOKYMEHT, IMOJIHOCTHIO BOCHPOHM3BOIAIIUN HH(OpMAIUIO
IOJJIMHHUKA U €r0 BHEIIHUE ITPU3HAKU, HE UMEIOLUN FOPUIUYECKON CUIIBI,

HOMEHKJIATYypa A1 — CUCTEMAaTU3UPOBAHHBIN II€PEYEHb HAMMEHOBAHUU JIEI,
3aBOJIUMBIX B TeppuTOopuanbHOW KOMHCCUH, C YKA3aHUEM CpPOKOB HX XpaHECHHS,
0(OPMIICHHBIN B yCTAaHOBJIEHHOM TOPSIKE;

HOPMATUBHBIE JOKYMEHTbI — COBOKYIHOCTh HMHCTPYKTUBHBIX MAaTEPHUAJOB,
PAaCCUMTAHHBIX Ha MOCTOSIHHOE WJIM MHOTOKPATHOE JIEMCTBUE M COACPKAIIMX KaKue-
1100 HOPMBI, TTpaBUiia, IPEANUCAHNUS;

opopmiieHHME JOKYMEHTa — TPOCTABICHUE HEOOXOIUMBIX  PEKBHU3UTOB,
YCTaHOBJICHHBIX IPABUJIAMH JOKYMEHTUPOBAHUS,

MUCBMEHHOE O0OpallleHne TpakJIaHWHA — HANpPaBJICHHOE B TOCYAapCTBEHHBIN
Oprad, OpraH MECTHOTO CaMOYIIPABJIEHUS WIH JODKHOCTHOMY JMIY HHUCBMEHHOE
MpPEIOKCHHE, 3asBJICHUE WIIH JKajo0a;

MUCbMO — OOOOIIEHHOE HAa3BaHWE PA3NMYHBIX IO COACPKAHUIO JTOKYMEHTOB,
CITyaIlliX CPEACTBOM OOIICHUS MEXITYy OpraHU3alUSIMU, TPaKIaHAMH;

MOJIJTMHHUK JIOKYMEHTA — NEPBbIM WA €AMHCTBEHHBIN SK3EMILISIP TOKYMEHTA;

MOPYYEHUE — JOKYMEHT, MPEANKUCHIBAIOIIMKA BBIMOJHEHUE TEX WM MHBIX
3aJaHuM;
perucrpaiMonHas kaprodyka ngokymeHTta (manee — PK) — perucrpanmnonHo-

yuyeTHass ¢opma, B TOM YHCIE B D3JIEKTPOHHOM BHUJE, HMCIOJIb3yemasl i 3alucu
CBEJACHUM O JOKYMEHTE B LEJSIX yd4eTra, IIOUCKAa WU KOHTPOJII, CO3JaBaeMas IpHU
perucrpauuu JoKyMeHTa ¢ ucnodibzoBanuem 11U JIEJIO;
perucrpanus JOKYMEHTa — IPUCBOCHUE JOKYMEHTY PErMCTpaliMOHHOIO HOMEpa
Y BHECEHHE CBEJICHUI O JOKYMEHTE B PErHCTPAIMOHHO-YUYETHYIO (hopMmy;
perucTpaudoHHas  ¢opmMa —  CHCT€Ma  pPETUCTPallid,  HCHOJIb3yeMas
B TeppUTOpHAIBHON KOMUCCHHU MTPU PETUCTPALIMH TOKYMEHTOB (KypHan);



4

PEKBU3UT JOKYMEHTa — O0OsI3aTelIbHBIA JIEMEHT O(GOpMIICHUS OQPHUITUATHHOTO
JIOKYMEHTA;

CUCTEMa DJIEKTPOHHOTO JOKYMEHTO00OpoTa — UHGOPMAIMOHHAS CHCTEMA,
oOecrieunBaomias coOOp JOKYMEHTOB (BKJIIOYEHHUE JOKYMEHTOB B CHCTEMY), HX
00paboTKy, yrpaBlieHUE JOKYMEHTaMU U IOCTYII K HUM;

CKaHHPOBaHUE JOKYMEHTa — MOJIyYeHHE dJIEKTPOHHOT0 00pa3a JOKYMEHTa;

CPOK HCIIOJIHEHHS TOKyMEHTa — CPOK, YCTAaHOBJICHHbII HOPMATUBHBIM MPABOBBIM
aKTOM,  OpPraHU3alMOHHO-PACIIOPSIUTEIbHBIM  JOKYMEHTOM,  yKa3aHUSMU [0
UCIIOJIHEHUIO IOKYMEHTA WUJIU TIOPYyUYCHUEM;

YKa3aHUsI 10 UCIOIHEHUIO JIOKYMEHTa — PEKBU3UT, COCTOSIIMNA U3 HAJMNKUCU HA
JOKyMEHTE WJIM Ha OTIASIBHOM JINCTC YCTAHOBJICHHOW (OPMBI, CACIIaHHOU
JOJKHOCTHBIM JIUIIOM;

y4eT JOKYMEHTOB — (hukcanus (paxta moiydeHus: JOKyMEHTOB 0€3 MpOCTaBICHUS
Ha HUX PErUCTPAIMOHHBIX IITAMIIOB;

dbopmMupoBaHUue Jena — TPYNIUPOBAHUE HCIOJHEHHBIX JIOKYMEHTOB B JI€JIO
B COOTBETCTBUHU C HOMEHKJIATYpOH J€]1 U CUCTEMATHU3alUsl IOKYMEHTOB BHYTPH JI€71a;

HKCHEPTU3a LIEHHOCTH ITOKYMEHTOB — HW3YYEHHUE JOKYMEHTOB HAa OCHOBAHUU
KPUTEpPUEB UX LIEHHOCTU B LENAX ONPENIEICHHUS CPOKOB XPAaHEHUS JOKYMEHTOB U
oTOO0pa UX JJiA JaTbHEHIIero XpaHeHusl WM YHUYTOKEHUS,

AJIEKTPOHHBIN JOKYMEHT — JIOKYMEHT, B KOTOpPOM HMH(OpMaIus MpejcTaBicHa B
ANEKTPOHHO-1IMGPOBOI Popme;

AJMIEKTPOHHBI  00pa3  JIOKyMEHTa — OJJICKTPOHHAsE KOMHUS  JOKYMEHTa,
M3rOTOBJICHHASI HA OyMaXHOM HOCHUTEJNE.

2. llpuem, perucTpauus ¥ MPOXO0xKJAeHHUE MOCTYNAKINUX JOKYMEHTOB

2.1. loxymentsl B TeppuropuanbHyl0 KOMHCCHIO JIOCTAaBIIAIOTCS  dYepes
OTJ/ICJICHHE CBsI3U (MOYTOM, Tenerpadom), GeabaIberepckoi Uiv CrerualibHON CBS3bBIO,
HApPOYHBIM WJIM TEpPEJarTCs Ha JIMYHOM MNpPUEME TpaxkIaH MpPeaceaaTeto
TepputopuanibHON KOMUCCHH.

JIoOKyMeHTBI MOTYT MOCTyNarhb B TeppUTOpPUATBbHYIO KOMHUCCHUIO M0 KaHajlam
cBs3u ['ocymapCTBEHHOM aBTOMATHU3UPOBAaHHOW cucteMbl Poccuiickon @enepaunu
«Bw160pBy cpenctBamu  dnektporHor moutkl [IW JIEJIO, depe3 odunuansHyro
AIIEKTPOHHYIO TTOYTY, TI0 (PAKCUMUIILHOM CBSI3H.

2.2. llpuem, mepBuuHas o0pabOTKa ©W  pErUCTparusi  MOCTYIMAIOIINX
JOKYMEHTOB MPOU3BOAATCA  MpenacenareyieM TeppUTOpUaIbHOM  KOMHUCCUHM — WIH
OTBETCTBEHHBIM 3a BeaeHue nenornpousBojctBa ¢ [IM JIEJIO exegHeBHO B 4Yachl
paboTel TeppuTOpUATILHOM KOMHUCCHU, KPOME BBIXOJHBIX M HEPaOOUMX Mpa3THUYHBIX
JTHEH.

B mnepuon moAroTOBKM W TPOBEACHUS H30MpATENbHBIX KaMIAHUM TOPSIOK
MOJIYyYEeHUs] U PETUCTPAIMM JOKYMEHTOB IIOCJ€ OKOHYaHHMS pabodero JHS,
B BBIXOJIHbIE W Hepabouue Npa3gHUYHbIE IHHU, YCTAHABIMBAETCS IIpelcenaTeraemM
TepputopuaibHON KOMUCCHH.
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OOparmienus, Kacaloolluecs HapylIeHUH U30UpaTelbHBIX MpaB  TpaxaaH
B MEPHUOJ TMOATOTOBKH U MPOBEICHUS BBIOOPOB M pPePEpeHIYMOB, PETUCTPUPYIOTCS
B JICHb IIOCTYIUIEHUS B TeppUTOpHATIBbHYI0 KOMUCCUIO WM Ha CIEAYIOLUN pabouuii
JICHb.

Perucrpanyst IOKYMEHTOB OCYLIECTBISIETCS B COOTBETCTBUM CO CpPOKaMHU
U TOPSAJKOM, YCTAHOBJICHHBIX B COOTBETCTBUU C 3aKOHOAATEIbCTBOM O BBIOOpax
U pedepeHymax Juisi pacCCMOTPEHUSI 0OpaIIeHUH.

2.3. [locTynuBimme  JTOKYMEHTBl  MOAPA3NCISAIOTCS HAa  PErHCTPUPYEMbIE
1 He nojytexanue peructparuu B [1W JIEJIO (mpunosxenue Ne 1).

24.1Ipn  BCKpPBITUM KOHBEPTOB, TMOCTYMAIOUUX  (EIbIBETEPCKON WU
CHEUUaIbHOM CBA3BIO, [0 IIOYTE, MPOBEPSAETCA MPABWIBHOCTh aJpPECOBAHMS,
KOMIUIEKTHOCTh W LIEJIOCTHOCTh JOKYMEHTOB, HaJu4Hhe NPHIOKEHHUH, CBepseTcs
COOTBETCTBME MX HOMEPOB YYETHbIM HOMEpaM, YKa3aHHbIM Ha KOHBEpTax.
HenpaBunbsHo aJIpecOBaHHbIE u OIIKOOYHO BJIO’KEHHBIE JIOKYMEHTBI
HE PETUCTPUPYIOTCS, MEPEChUIAIOTCS IO HA3HAYEHWI0 WM  BO3BPAILAIOTCS
OTIIPABUTEIIIO.

2.5. Ecniu mpu BCKpBITUM KOHBEPTa OOHAPYKEHO OTCYTCTBHE IOKYMEHTOB MJIU MX
OTJEJBHBIX JINCTOB, NPUJIOKECHHUN, IOBPEKICHUE JITOKYMEHTOB WM HECOOTBETCTBUE
HOMEPOB  JIOKYMEHTOB HOMEpAaM, YKa3aHHbBIM Ha KOHBEpPTE, IIpPeAcCeNaTeiaeM
TepputopranbHO KOMHCCHM WJIM OTBETCTBEHHBIM 3a BEACHHUE JCIIONPOU3BOJACTBA
COCTaBIISICTCSl aKT YCTAHOBJICHHOW ()OPMBI B JIBYX 3K3eMIuisipax (mpuiioxenue Ne 2).
OnaMH 3K3eMIUISIp aKTa MOCHUIAETCS OTIPABUTEN0, IPYrod MpHOOIIAeTcsl K MPUHSATHIM
JOKYMEHTaM.

Ha o000poTHOI CcTOpOHE MOCHEAHEro JIMCTa TOBPEXKIECHHOTO JIOKYMEHTa
B IIPaBOM HIKHEM YTIJy JeJaeTcsi oTMeTKa «J[OKyMeHT MmojyyeH B MOBPEKIECHHOM
BUJIEN.

2.6. KoHBepTHI OT MOCTYMUBIIUX JOKYMEHTOB HE YHUYTOKAIOTCS B Cydae, €Clu
TOJIBKO TI0 HUM MOKHO YCTaHOBUTbH aJIpeC OTIPABUTENS, AATy OTHPABKU U MOIYUECHUS
JOKYMEHTOB, €CJIM OHU COAEP’KAT JTOKYMEHTBI, KOTOpPBhIE MOCTYNWIM H3-3a IPENEIIOB
tepputopun Poccuiickoit ®eneparui, W3 CyAO0B, CJIEACTBEHHBIX OPraHoB, JHOO
JIOTOBOPBI, NPETEH3UH, UCKOBBIE 3asBJICHUS, JOKYMEHTBI, CBA3aHHBIE C Pa3MELICHUEM
3aKa30B Ha IIOCTaBKM TOBApOB, BBINOJHEHHUE pabOT, OKa3aHWE YCIyr JUIs
roCyJAapCTBEHHBIX HYXK.

2.7. ITaketbl ¢ moMeTKOW «JIMYHO» YUUTHIBAIOTCS MO MAKETHOMY KYypHAILy
Y TIEpeIatoTCs aJipecaTaM B 3aKPHITOM BUJIE N0 MTOAMKCH.

2.8. Ilpu peructpanuu nocrynusiuero aokymentra B PK oOs3aTenbHO BBOASTCS
CJIEIYIOLIME PEKBU3UTHI: BUJ JOKYMEHTa, €ro MCXOJSALIMHA HOMEP M Jara, JaHHBIE O
KoppecrnonyienTe (aapecante) (dbamuins, UMs, OTYECTBO (U3UYECKOrO JIMIA WIH
Ha3BaHUE OpraHU3allMM, MECTOHAXOXKICHUE OTIPABUTENA), a TaKXKe KpaTKoe
colepKaHUEe  JOKYMEHTa, KOJIUYECTBO JUCTOB OCHOBHOT'O JOKyMEHTa
Y JIUCTOB MPUJIOKEHUS, KOJTUYECTBO IK3EMILISIPOB.

PeructpallMOHHBIA IITaMII € YKa3aHUEM BXOJSLIETO0 HOMEpA, AaThl, BPEMEHH
(mpu HEOOXOAMMOCTH) PErHCTPAIMK MIPOCTABISETCS, KaK MPABUIIO, B IPABOM BEPXHEM
yIiy JHIEBOM CTOPOHBI NEPBOrO JIMCTa 3apErUCTPUPOBAHHOIO JoKymeHTa. [lpu
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HEOOXOMMOCTH YKa3bIBACTCS BpEeMs peTUCTpaIuu (4ackl 1 MUHYTHI). Ha mpuioxeHnmn
MPOCTABJISECTCS BXOIAIINN HOMEP JOKYMEHTA, K KOTOPOMY OHO OTHOCHUTCS.

Ha konuu noxkymeHTa BXoagmui HoMmep, aaTta, @.M.O., moanucs U J0IKHOCTh
JULA TPUHABLIETO JOKYMEHT, IPOCTABISECTCS B MPABOM BEPXHEM YIIy JIMLEBON
CTOPOHBI IIEPBOTO JIUCTA.

HyMmepanuss mNOCTyNMBIIMX JIOKYMEHTOB  OCYIIECTBISIETCS B IpeAesax
KQJICHIAPHOTO roja.

[Ipu peructpauun npokymenta B [ [JEJIO, sBisiomerocs OTBETOM
Ha UCXOISIIMI TOKYMEHT WM MPHUCIAHHOIO B JONOJHEHUE K PaHEe HAIPaBICHHOMY
nokyMmeHty, B PK nenaercs cooTBeTCTBYIOIIAs CChUIKA (CBSI3KA).

K mOBTOpHBIM JOKYMEHTaM TMpPUKIAJbIBACTCS HWHPOpMAIMs O paHee
MOCTYNUBIIAX JOKYMEHTAX M pPE3ylbTarax HMX MCIOJIHECHUS, KOTOpas IepenaeTcs
OTBETCTBEHHOMY 3a €r0 UCITOJITHEHHUE.

[locne peructpanuu JTOKYMEHTa Ha OYMa)KHOM HOCHUTEJIE OH MOXET OBbITh
orckanupoBaH, a 3ateM Kk PK B I JIEJIO moxeT ObITh MPUCOEANHEH 3IEKTPOHHBIN
o0pa3 JOKyMEHTa U MPUIIOKeHUs K Hemy B popmarte .pdf.

2.9. 3aperucTpupoBaHHbIE  JIOKYMEHTBl ~ pacCMaTpPHUBAIOTCS  IpejceaaresieM
TeppuropragbHOM KOMHUCCHUH, 3aT€M IOCIE IMEPEHECEHUs YKa3aHWUS MO HCIOJHEHUIO
nokymeHnta B PK (B ciyuae peructpauuu gokymenta B I[IM JIEJIO) mnepenatorcs
HCIIOJIHUTEIISAM O/ TIOAIHUCh.

2.10. UcnionHeHHbIE JOKYMEHTHI CIHMCHIBAIOTCS B JIEJNO  MpejceaaresieM
TeppuTopragbHON KOMUCCHH U TTIOMEIIAIOTCS B JIEJI0 B COOTBETCTBUH C HOMEHKJIATYPOU
nen TeppuTopruaibHOM KOMUCCHH.

3. OcHoBHbIE TPeOOBAHUSI K MOATOTOBKE M 0(pOPMJIEHII0 JOKYMEHTOB

3.1. JlokymeHTsl  oQOpMIISIOTCSI HA  OJlaHKax  YCTaHOBIEHHOW  (OPMBI,
U3TOTOBIICHHBIX KOMITBIOTEPHBIM CIIOCOOOM (TipritoskeHue Ne 3).

B TepputopuanibHOM KOMUCCUM MOTYT OBITh YCTAHOBJIEHBI CIEIYIOLINE BUJIbI
0JIaHKOB:

OJIaHK MPOTOKOJIA 3acenanus TeppuropuanbHoi komuccun (puitoskenue Ne 3.1);

OnaHk perrenust TepputopuanbHOi Komuccuu (mpuioxenne Ne 3.2);

OlaHK TmpuKaza mpeacenaTesss TeppuTOpHaIbHOW KOMUCCHUU (TMPUIIOKEHUE
Ne 3.3);

OnaHk nmucbMa TeppuTopranbHOi Komuccuu (puaoxenue Ne 3.4).

3.2.Ha Omankax pgokymeHTtoB momemaercs repd  Cankt-IlerepOypra
B coorBeTcTBUM ¢ 3akoHOM Cankt-IlerepObypra «O neragbHOM  ONUCAHUU
opumanbHbIXx cuMBosIoB CaHkT-IleTepOypra u nopsiike ux UCIOIb30BAHUS.

3.3. KoHTposb 3a MpaBUIBLHBIM HCIIOJIB30BAaHUEM OJIAHKOB U MX COOTBETCTBHUEM
YCTaHOBJICHHBIM OOpa3liaM OCYLIECTBISIETCS MpPEeICeaTeNeM WM OTBETCTBEHHBIM 3a
BEJICHUE JIEIONPOU3BOCTBA.

3.4. JlokyMeHTbI 0pOpMIISIIOTCA B COOTBETCTBUU ¢ TpeOOBAHUIMU K JOKYMEHTAM,
U3TOTOBIIIEMBIM C TOMOIIBIO TE€YATAIOIMIUX YCTPOMCTB U K ¢aijgaM TEeKCTOBBIX
TOKyMeHTOB (miprutoskeHne Ne 4)
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3.5. [Ipn moaroroBke u OGOPMIECHUH JOKYMEHTOB YJIEHBI TeppUTOpUATBHON
KOMHCCHH U TPaKJIaHCKHE Cy’Kalue anmapara TeppuTopuaibHOW KOMUCCUH, a TAaKKe
JMIa, TPUBJIEKAEMble I0 TPa)JIaHCKO-IIPABOBBIM JOrOBOpaM, JOJIKHBI COOJIIO/IATh
npaBuiia 0pOpMIIEHUS! PEKBU3UTOB IOKYMEHTOB, U3JI0’KEHHBIE HIKE.

3.5.1. /lata noxkymeHTa.

JlaToli JIOKyMeHTa SBISIETCS Jara €ro IOJIUCaHus, yTBepxkaeHus. JlaToi
IPOTOKOJIA SIBJISETCA JaTa 3ace/laHus, a aKTa — J1aTa COOBITHUS.

JlaToli OKyMEHTa, W3JIaHHOTO COBMECTHO JABYMsI M 0oJjiee OpraHu3alusimi,
ABJIIETCS 1aTa OoJiee MO3JHEN MOANHCH.

Hlaty nokymenTta odopmisitoT apaOckuMu LUdpaMu B TOCIEI0BATEIBHOCTH:
JIeHb Mecsia, Mecsl, roa. JleHb mecsima U Mecsl OoQOpMISIOTCS IBYMS HapaMmu
apaOckux 1UGp, pa3AeieHHBIMU TOYKOW, TOJ — YeThIpbMs apaOCKkumu Iudpamu,
HaIpumep:

17.01.2011
JlomyckaeTcst cJIoBeCHO-ITU(POBOM crtocod opopMIIeHHS AaThl, HAPUMED:
17 auBaps 2011 r.

3.5.2. PerucTtpannoHHbIi HOMeEP T0KYMEHTA.

JI1st BXOASIIIMX U UCXOJAIIUX JOKYMEHTOB — 3TO MHAEKC JI€Ia 10 HOMEHKIIATYPE
1, 4epe3 KOCYIO YePTY, NOPAIKOBBIA HOMEDP TOKYMEHTA.

PeructpauoHHBIE HOMEpP JOKYMEHTAa, H3AAHHOTO COBMECTHO, COCTOMT U3
pa3lleJI€HHBIX  KOCOM  4YepTOM  PETUCTPAMOHHBIX  HOMEPOB,  IPUCBOEHHBIX
OpraHu3alisIMU — aBTOpPaMU JOKYMEHTA U PACIIOJOKEHHBIX B IOCJIEI0BATEIBHOCTH,
COOTBETCTBYIOIIEH 0003HAUEHHIO HAMMEHOBAHUU OpraHU3alMil B 3ar0JIOBOYHOM YacTH
JOKYMEHTA.

3.5.3. Ccbliika Ha HCXOASIIIMI HOMEP M ATy JOKyMEHTA.

Ccblika Ha HCXOASAUIMM  PErMCTPAlMOHHBIA HOMEpP M ATy JOKYMEHTa
BKJIIOYAETCSI B COCTaB pPEKBU3UTOB OjaHka mnuchbMa. CcbUlka Ha HMCXOJSIIUN
PETUCTPAllMOHHBI HOMEP W JaTy JOKYMEHTa IIPOCTABIIIETCS HCIIOJHUTENEM IIPH
IIOATrOTOBKE NMCbMa-OTBETA.

3.5.4. Anpecar.

PexkBu3uT «Anpecar» pacnosiaraeTcsi B IpaBOM BEPXHEM YTIIy.

JIOKyMEHTBI aApecylOTCs B OpraHM3allid, UX CTPYKTYPHBIE IOApa3[AEICHUs,
JOJHKHOCTHBIM JIMIIAM WJIM TpakJaHaMm MpHU OTBETe Ha uX oOpaiueHus. HaumeHoBanue
OpPraHM3alMU U CTPYKTYPHOTI'O MOAPA3AEICHNs YKa3bIBAIOTCS B UMEHUTEIBHOM IT1aJIEKE,
Hanpumep:

[IpaBuTenscTBO CTaBPOMOJIBCKOTO Kpast
IIpaBoBoe yrpaBieHue

Ecnm noxkyMeHT aznpecyeTrcs TOJKHOCTHOMY JIMIY, HAMMEHOBAHHME OpraHU3alun
YKa3bIBa€TCsl B UMEHUTEIIBHOM MaJeXKe, a TOJDKHOCTh U (pamuiust — B aarenbHoM. [lpu
ATOM MHMIIMAJIBI YKa3bIBAIOTCS Mocie GaMUInu, Hapumep:

IIpaBuTenbCTBO
MypmaHckoit obnactu



3aBeayroleMy OTAEIOM
AnekcannpoBy A.B.

Ecnu n1okyMeHT ajipecyeTcsi pyKOBOJIUTEIIO OPTaHU3aIMU UM €T0 3aMECTUTEITIO,
HAaUMEHOBaHWE OpraHU3allUM JOJKHO BXOJWTH B HAUMEHOBAHHE JTOJDKHOCTH aJipecaTa,
HaInpumep:

3amecTtuTento aupektopa Beepoccuiickoro
HAy4YHO-UCCIIEeI0BATEIHCKOIO HHCTUTYTA
JIOKYMEHTOBE/ICHUS 1 apXUBHOTO Jlelia

3umuny B.C.

Ecniu  nmokymeHT ajapecyercss OpraHu3alli, CHaudajlla yKa3bIBaeTcs €€
HalMEHOBAHUE, 3aTEM MMOYTOBBIN aApec, HAIpUMED:
[lenTpanbHas n3duparenbHass KOMUCCHUS
Poccniickon @enepanun
b. Uepkacckuii nep., 1. 9, Mocksa, 109012

JlomyckaeTcsi IEHTPUPOBATh KXY CTPOKY pEKBU3HUTA «Ajpecar» IO
OTHOUIIEHUIO K CAaMOM JUTMHHOM CTPOKE.

JlommyckaeTcsi ~ UCHoOJIb30BaTh  OQUIMATIBHO  TPUHSATHIE  COKpAICHHBIC
HAaMMEHOBAaHMSI OPTraHOB TOCYJApPCTBEHHOW BJIACTU, MECTHOTO CaMOYIPaBIICHUS,
OpraHu3alyi.

[ToutoBBINi aapec yKa3bIBaeTCS B  IOCIIEIOBATEIBLHOCTH, YCTaHOBJICHHOU
[IpaBumaMu  OKka3aHUS YCIYr TIOYTOBOM  CBSI3W, YTBEPKACHHBIMA  IIPHKA30M
MunkomcBsizn Poccun ot 31 wrons 2014 roma Ne 234 «OO0 yTBEpKISHUU TPABHII
OKa3aHUs yCIYT TTOYTOBOMN CBS3M.

Ecnmu mokyMeHT OTHpaBisieTcsl B HECKOJIBKO OJHOPOIHBIX TOCYIAapPCTBEHHBIX
OpraHOB WJIM OpPTaHMU3aLINM, UX CIEIyeT YKa3blBaTh 0000IIEHHO, HAITPUMED:

[Ipencenarensm y4acTKOBBIX KOMUCCUN

JIoOKyMEeHT He JOJKEH cojaepxkaTh OoJjiee yeThipex aapecaTtoB. CIIOBO «KOTHS
repes BTOPbIM, TPETbUM, YETBEPTHIM aAPECATOM HE YKa3bIBACTCH.

[Tpu HampaBieHNN JOKyMEHTa O0Jee YeM B YETHIPE apeca COCTABIISCTCS CITUCOK
pacchUIKA  ycTaHOBIACHHON (opmbl (npunoxkenne Ne 5), KOTOpBI MOAMUCHIBACTCS
npeacenareneM TeppuTopuanIbHOW KOMUCCHUHU.

[Ipu anmpecoBaHMM AOKyMEHTa (PU3MUECKOMY JIMIly BHauaje YKa3bIBaHOTCS
(haMuIKs ¥ MHULMAJIBI TIOJTyYaTess, 3aTeM ITOYTOBBIN ajipec, HalpuMep:

Areeoii A.11.
yi. KocmonaBTos, 1. 42, r. [lonsicaeso,
Kemeponckas obacts, 652560
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3.5.5. I'pu¢ yrBepxeHust AOKyMeHTA.

JIOKyMEHT yTBEPKAAETCS AOJLKHOCTHBIM JIMIIOM WJIM CIICLUAJIBbHO W3aBa€MbIM
JIOKYMEHTOM.

[Ipn yTBEep)KIEHUM JOKYMEHTa JIOJDKHOCTHBIM JIMIIOM TpU(] yTBEpKIACHUS
noJpkeH coctosTh u3 ciioBa Y TBEPXKJIAO 6e3 kaBbIuek U 3arjiaBHbIMU OyKBaMU U Ha
CIeAyIoIIel CTpOKe — HAaWMMEHOBaHWE JOJDKHOCTH, TMOAMHUCH, MHUIIUAIBI U (pamMuaus
JIvIla, YTBEPAUBIIETO IOKYMEHT, J1aTa YTBEPKICHUS, HAIIPUMED:

YTBEPXIAIO
[Ipencenarens TeppuroprnanbHoOU

n3ouparenbHo komuccun No
JIMYHas 1IMoAInCh WHUIINAJIBI, (1)aMI/IJH/I$I

Jlata

[Ipn yTBEpXKACHUM TOKYMEHTA PELICHHUEM, IPOTOKOJIOM, Tpu( yTBEPKICHUS
cocroutr wu3 ciuoBa YTBEPXJIEH (YTBEPXIEHA, VYTBEPXJIEHbI wunu
YTBEPXJIEHO) ©6e3 kaBblueK W  3arjaBHbIMU  OyKBaMH, HaWMEHOBAHUS
YTBEPAKIAIOIIETO JOKYMEHTA B TBOPUTEIIBHOM MaJIeKe, €r0 AaThl © HOMEPA, HAIlPUMEp:

YTBEPX/IEH
pewienueM TepputopuanbHOU
n30uparenbHoi kKomuccuu Ne.
ot 15 ¢enpanst 2011 r. Ne 28- 5

['pud yTBepkmeHus pacnojiaraloT B TPABOM BEpPXHEM YTy JIOKYMEHTA.
B rpude yrBepxkaeHUs M0mMycKaeTcs IEHTPUPOBATH AJIEMEHTHl OTHOCHTEIBHO CaMOM
JUTMHHOM CTPOKH.

3.5.6. Yka3aHus M0 MCTOJHEHUIO TOKYMEHTAa (Pe30.IIoIusi).

VYKkazaHuss 1O UCHOJHEHHUIO JOKYMEHTa MOTYT OBITh HamuCaHbl OT PYKHU
npejacenareneM TeppUTOpUAIbHOW KOMHMCCHMM Ha TMOJJIMHHUKE JOKyMEHTa Ha
CBOOOJHOM OT TEKCTa MecTe WM O(OpPMIIEHBI Ha OTAEIbHOM JucTe (gopmara A 6
(105x147), npwiIoKEHHOM K JOKYMEHTY. YKa3aHus IO HCIOJHEHUIO JOKYMEHTa
BKJIFOYAIOT (paMUJIMU U WHULIMAJBI UCTIOJIHUTEIIEH, PU HEOOXOIUMOCTH — COJIEp>KaHue

MIOPYYEHHUS, CPOK UCHOJIHEHHUS, IIOAIIUCH PYKOBOAUTENS U 1aTy, HAIIPpUMEP:
Cuzony A.IO.
I'puropseBy B.C.

[Ipoury paccMoTpeTs U JaTh OTBET
k 15.02.2011

JIngyHasg moanuch
[ara

3.5.7. 3aroJioBOK K TEKCTY JOKYMeHTa (HAaUMEHOBaHUeE JOKYMEHTA).

3aroyioBOK K TEKCTy JOKYMEHTa JOJDKEH KpaTKO M TOYHO PacKpbIBATh €ro
coJepkaHue M ObIThb COIJIaCOBaH C HAMMEHOBAHMEM BHJA JIOKYMEHTA. 3aroJIoBOK
MOJKET OTBEYATh HA BOIIPOCHI:
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«0 yeM (0 KoM)?», Harmpumep:

IIpukas
O co3nanun DKCIEPTHON KOMUCCHH

«4ero (kKoro)?», Hanpumep:

JIOJ>KHOCTHOM perjiaMeHT
BEYLIEro CIeHUaTUCTa

3aroJ0BOK COCTaBIISIETCS JTULOM, TOTOBSIIIMM IIPOEKT JOKYMEHTA.

3arosoBOK, COCTOSIIMA W3 JABYX W OoJiee CTPOK, IeYaTaeTcss dYepe3 OJUH
MEKCTPOYHBIM HHTEpBaj, TOYKAa B KOHIIE 3arojloBKa HE CTABUTCA. 3arojOBOK
pacriojaraeTcsi Ha IE€pBOM JIUCTE HaJ TEKCTOM JIOKYMEHTa IO IEHTPY, a IpHu
0hOpMIICHUHU TTUChbMa — OT TPAHUIIBI JIEBOTO TOJISL.

3.5.8. TekeT 10KyMeHTA.

TekcT nmokymeHTa OQOpPMISIOT B BHJIE€ CBS3HOTO TEKCTa, TaONMIBI WU
COEIMHEHUS 3THX CTPYKTYP.

TexkcTt  JOKyMEHTa  JOJDKEH  M3JIaraThCd  KpaTKO W SICHO,  OBIThb
apryMEHTUPOBAHHBIM,  OO€cleunBaTh TOYHOE W  OJHO3HAYHOE  BOCHPUSITHE
coJiepkalieicss B Hem HHGOpMaIIIH.

TekcT JOKyMEeHTa [IOJKEH, KaK IMpaBWIO, COCTOSATh M3 [JIBYX YacTeu.
B nepBoil yacTu yka3bIBalOTCS NPUYHHBI, OCHOBAHUS, LIEIM COCTABJIEHUS JOKYMEHTA,
BO BTOPOM — pEIIEHUs, BEIBOJIBI, MPOCKOBI, TPETIOKEHHS, PEKOMEH/IAIINH.

TekcT TOKyMEeHTa MOXKET COACPKATh TOJBKO 3aKIIOYUTEILHYIO YaCTh (Hapumep,
MpUKa3 — PACHOPSAIUTEIIBHYI0 4YacTh 0€3 KOHCTATHPYIONICH, MUChMO, 3asBICHUE —
npocb0y 0€3 MOSICHEHHUS).

B TekcTe moKkyMeHTa, MOATrOTOBJICHHOTO HA OCHOBAaHUHU 3aKOHOJATEJIbHBIX, MHBIX
HOPMATHBHBIX MPABOBBIX aKTOB, W3JaHHBIX OpraHamMu Biacth W ynpasieHus, UK
Poccun, Cankr-IlerepOyprckoil u30upaTenbHOM KOMHCCHUEH, paHee U3JaHHBIX
TepputopuallbHOM KOMHMCCHEW, YKa3bIBA€TCSd HAUMEHOBAHME BHJIA JOKYMEHTA,
HaMEHOBAaHWE OpraHa, W3/aBIIETO JOKYMEHT, JaTa MPUHATHS WIA YTBEPKACHUS
JOKYMEHTa, €ro pEerucTpallMOHHBIII HOMEp, a TakKXke 3aroJioBOK JOKYMEHTa,
3aKJIIOYEHHBIN B KABBIYKH.

TekcThl JMOKYMEHTOB OOJNBIIOTO 00bEMa MOTYT JCIUThCS Ha  pasjelsbl,

MO/IPa3/IeIbl U MYHKTHI, KOTOPhIE HYMEPYIOTCS apabckumu 1udpamMu, HalpuMmep:
1. Paznen
1.1. Ilonpaznen
1.1.1. ITynkr

AG3aripl BHYTpH ITYHKTOB HE HYMEPYIOTCS.

B nuceMax ucnons3yroT cieayromnme GopMbl U3T0KEHUS:

ot 1-ro numa mMHOkecTBeHHOro yucia («[IpocuMm HampaButh MHOOPMALIHIO...»,
«Hamnpasinsiem Ha 3aKJIIOUYEHUE TTPOEKT...» U JIp.);

or 3-ro guna enuHcTBeHHoro uyucia («TepputopuanbHas KOMHUCCHUS
HE CUUTAET BO3MOXHBIM...», «TeppuropraiibHas KOMUCCUS TpeajaraeT paccMOTPETh
BO3MOXHOCTb...»).



11

I'padpr u cTpoku TAOMUIBI JOJDKHBI WMETh 3aroJIOBKH, BBIPAKCHHBIC
CYIIIECTBUTEILHBIM B UMEHHUTEIHLHOM Tazaexe. [loazaromoBku rpad M CTPOK TOJDKHBI
OBITH COTJIACOBAaHBI C 3arojoBkamu. Ecim Tabnwiy meuyaTaroT OoJjiee 4yeM Ha OJHOU
cTpaHuIle, rpadpl TaOMUIBI JODKHBI OBITh MPOHYMEPOBAaHBI W Ha CIEAYIONINX
CTpaHUIaX JOJKHBI OBITh HarleuaTaHbl TOJLKO HOMEpa 3TUX rpad.

3.5.9. OT™MeTKa 0 HAJIMYMH NPUITOKEHHIA.

OTMeTka O HAJIWYUU TMPWIOKEHUW pacroiaraeTcsi OT TPaHULBI JEBOTO MOJIS
MOCTIE TEKCTa Mepe]T MO IMUCKIO.

Ecin ngoKyMeHT WMeeT TpHWIOKEHHWs, Ha3BaHHBIE B TEKCTE, OTMETKa 00 HX

Hauau# 0hopMIISIETCSI IO cieayromen Gopme:
[Tpunoxxenue: Ha 15 1. B 3 3K3.

Ecmu JOKYMCHT MMCCT IIPHUJIIOKCHHA, HC HA3BAHHBIC B TCKCTC, X HAMMCHOBAHUA
HCO6XOI[I/IMO MNCPCUYUCIINTD ITIOCJIC TCKCTa JOKYMCHTA IICPCA IIOAIIMCBIO C YKA3aHHUCM
KOJIMYCCTBA JIMCTOB B KAKIOM IIPUIIOKCHHUHU U KOJIMYCCTBA 3K3CMILIAPOB, IIPH HAJITUYHNH
HECKOJIBKHUX HpI/IJ'IO)KGHI/Iﬁ HNX HYMCPYIOT, HAIIpUMCP:

[Tpunoxenue: 1. Tlonoxenue 00 sKCrIepTHOM KOMHccHH Ha 15 1. B 1 9K3.

2. Ilpumepnas HoOMeHKIaTypa nen Ha 14 1. B 1 9Kk3.

Ecnu npusnoxxeHust cOpoIIOpoBaHbl, TO KOJIMYECTBO JIUCTOB HE YKa3bIBAETCS.
Ecnu npuiio)xeHne HalpasisIeTCs HE BO BCE YKa3aHHBIEC B JOKYMEHTE aJpeca, TO

OTMETKa O HAJIMYMU MPUIIOKEHUs 0hopMIIsIeTCs TIo cleayrolien Gpopme:
[Ipunoxenue: Ha 20 1. B 3 9K3. TOJIBKO B MEPBBIN ajpec.

Ecnmn K [OOKyMeHTy mpwiaraercs JApyrol JOKYMEHT, TAaKXKE€ HWMEHOLINN
MPWIOKEHUE, TO OTMETKAa O HAJUYUKM TPWIOKEHUS OQOPMIIAECTCS CIEIYIOIUM
obpazom:

[Ipunoxenue: nuceMo  IlerponaBnoBck-Kamuarckoil  ropoackoil  TeppUTOpHAIBHON
komuccuu ot 15.11.2010 Ne 01-21/450 m mpuioxkeHHne K HEMy, BCEro Ha
12 n.

B pemenusx M mpukazax CBEACHHUS O HAIWYUU NPUIOKCHUN YKa3bIBAKOTCS
B TekcTe. Hanpumep:

«Pa3zpabotatb u MPEJICTaBUTh MIPOEKT 1aHa 1o dopwme, yKa3aHHOM
B IIpri10>keHnu Ne 1.

Ecnu B NOKYMCHTC, K KOTOpOMY OTHOCHUTCA IMPHUIIOKCHHC, OHO
HC YTBCPKAACTCA, a IIPOCTO COACPIKUTCA CChbUIIKA Ha HCTO, TO B IIPAaBOM BCPXHCM YITY

YKa3bIBA€TCs, K KAKOMY PEIICHUIO (IMPUKa3y) NIPUIOKEHHE OTHOCUTCS, HAPUMED:
[Ipunoxxenue
K pemieHut0 TeppuTopuanbHOM
n30upaTenbHoit kKomuccun Ne
ot 11 suBaps 2011 r. Ne 11-5

[Ipunoxenue
K NpUKa3y npencenarens TeppuropruaabHOR
n3buparenbHOi Komuccun No
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ot 15 mapta 2010 r. Ne 27

[lpy HaTMUMK HECKONBKUX TPWIOKEHUH OHU HYMEPYIOTCS, Hampumep,
npunoxenue Ne 1, npunoxxenue Ne 2 u tak nanee.

3.5.10. IToanmuck AOJKHOCTHOIO JIHUIIA.

B coctaB moammcu BXONAT: HAaUMEHOBAaHHE JODKHOCTH JIMIA, TIOJITHCABIIETO
JOKYMEHT, €ro JM4YHAas MOJIUCh, KOTOpas oQOpMISETCS CHHUMH WIH YCPHBIMH
YepHUIaMu, pacimudpoBKa MOAMUCH (MHUITAAIIBI, PaMUITHs).

Ecimn moxymeHT odopmisiercss Ha Onanke TeppuTopuaibHOW KOMHCCHUH, TO
PEKBHU3HUT BKIIIOYACT HAMMEHOBAaHWE JOJHKHOCTH JIMIIA, MOJMHCHIBAIOIIETO TOKYMEHT,
€T0 JINYHYIO MOAMHKCH, PAacIUGPOBKY MOANUCH (MHULIAAJBI U (aMIIINIO), HAIIPUMED:

Hpeﬂcez(aTenL JIJM4YHas 1IIoAIucCh HWHHUIIUAJIBI, q)aMI/IJ'II/IH

Ecnin [0MKHOCTHOE I5MIIO, MOANMHCH KOTOPOTO 3aroTOBJIEHA HA MPOEKTE
JOKYMEHTa, OTCYTCTBYET, TO JOKYMEHT IMOJAMMUCHIBAECT €T0 3aMECTUTEIb WIIM HHOE JIUIIO,
UCTIONHSIONIEE ero 00s3aHHOCTH. [Ipu 3TOM 00s3aTenbHO YKa3bIBAIOTCS (haKTHUecKas
JTOJHKHOCTh WA, MTOAMHCABIIIETO JIOKYMEHT, u ero bamums.
He nomyckaercs moAamuchIBaTh MOKYMEHTHI C TPEIJIOTOM «3a» WM MPOCTABICHHEM
KOCOH YepThI Mepe]] HAMMEHOBAHUEM JTOJKHOCTH.

Ecnmu gokymeHT odopmisieTcs He Ha OJlaHKE, TO PEKBU3UT COJCPKUT IOITHOE
HAaWMEHOBAaHUE JOJDKHOCTH JIMIA, TOJAMUCABIIETO JIOKYMEHT, €r0 JIMYHYIO MOJAMHKCH,
pactdpoBKy moanucy (MHUIMANB U hamunuio). Hampumep:

3amecTuTeNb npeaceaaTens
TeppuropuaibHON W30HpaTETHHOMN
koMuccuu No JIMYHAas MOANKCH WHUIHABI, pamMunus

[Ipn mnonamucaHuu JOKyMEHTAa HECKOJIBKUMM JIOJDKHOCTHBIMHM JIMIIAMH  HX
MOAIMCH PACTIOJIaraloTCsl OJHA O APYroil B MOCIEAOBATEILHOCTH, COOTBETCTBYIOLIEH
3aHUMAaeMOM JTI0JXKHOCTH, HAlIpUMED:

Hpe,Z[CCIlaTCHB JJUYHasdA noAInrucChb HWHHUIIUAJIBI, q)aMI/IJ'II/IH

['maBHBI OyxTantep JINYHAS TOAMUCH WHUIAAIIBI, (GaMUTUs

B moxyMeHTe, MOArOTOBIEHHOM KOMHUCCHEW, MMOANMCH PACIIONIAraloTCs OJHA MO
npyroid. IlepBbIM yKka3bpIBaeTCs MpeacenaTeab KOMUCCHH, a (PaMUJIUU YICHOB KOMUCCUU
pacnosiaratotcs B anipaBUTHOM nopsiake. Hanmpumep:

Hpe,Z[CCIlaTCHB KOMUCCHH JJU4YHasdA MnoAnrucChb HWHUIIUAIBI, (I)aMI/IJ'II/ISI

YreHpl KOMHCCUH JIUYHad nNoAnucCh HWHHUIIUAIBI, (I)aMI/I.HI/ISI
JIMYHas 1nmoanuchb WHUIUAJBbI, (1)aMI/IJ'II/I$I
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Ecnu 1OKymMeHT COCTaBIIEH Kak mpuiaraéMasi K OCHOBHOMY JIOKYMEHTY CIPaBKa
Wi THGOPMAIIHSI, TO OH MOAMUCHIBACTCS COCTABHBIIINM €TO JIMIIOM.

3.5.11. I'pud cornacoBanus.

I'pud cornmacoBanuss cocTouT wu3 cioBa COIJIACOBAHO 0e3 KaBbIu€K
M 3arjaBHbIMM  OyKBamMHM, HAWMEHOBAaHUA JOJDKHOCTH JIMIA, C  KOTOPBIM
COTJIaCOBBIBACTCS JOKYMEHT (BKJIIOYasi HAaMMEHOBAHUE OpraHU3allid), €ro JIMYHOU
NOJANUCH, pACIIMPPOBKU MOANMKUCH (MHULMATBI, (aMUIUs) U JaThl COIJIACOBAHMS,
HaIpumep:

COT'JTACOBAHO
3amecTUTeNb IJ1aBbl AAMUHUCTPALITI
Kpacnocennckoro paitona Cankr-IlerepOypra

JUYHAS TTOAIUCH WHUITUAITBI, (paMuiTus
JlaTa

Ecnu cornacoBaHue OCYIIECTBISIETCS MPOTOKOJIOM, IHUCbMOM WM JIPYTUM
JIOKYMEHTOM, TO COTJIACOBaHUE OPOPMIISIETCS CIAEAYIOITUM 00pa3oMm:

COI'’TACOBAHO
MIPOTOKOJI 3aceqaHus
aTTECTALIMOHHON KOMHUCCUU
Tepputopuanshoit u3dbupaTensHoil komuccuu Ne
ot 05 deBpamst 2011 r. Ne 16
WJIN:
COI''TACOBAHO
nucbMo PocapxuBa
ot 05 mapta 2011 r. Ne 4-15/46

I'pud cornacoBanusi pacnojaraercs Moj pekBuzutoM «lloamuce» B JeBOM
HIDKHEM T0JIe JOKYMEHTA.

3.5.12. Buza.

BHyTpenHee coriiacoBaHue TpPOEKTa JIOKyMEHTa OoQOopMIIseTcsl  BU3O0il.
Buza BkioyaeT MOANUCH BU3HMPYIOUIETO, paclIMppOBKY MOANUCH (MHULUAIBL,
bamunusg) W Jary, NOpU  HEOOXOJUMOCTH MOXKET ObITh yKa3aHa JOJDKHOCTH
BU3UPYIOLIET0, HAIPUMED:

[Ipencenarens TeppuropuanbHOM H30UpPATENEHON KOMUCCUN

JIUYHAs MOANHUCH WHULIAAITBI, paMuTus
JlaTa

[Tpu HanMuMy 3amMedaHuii K TOKYMEHTY BU3a 0(hOPMIIIETCS CICAYIOIINM 00pa3oMm:
3ameuanus MpUIararoTcs
[Ipencenarens TeppuropuanbHO H30MPATETHLHON KOMUCCHUT

JIMYHas MOJIMKUCh WHUIUANBI, pamMuus
Jara
3aMeuaHus n3J1araroTcs Ha OTACJIBHOM JIUCTEC, [NOAIINCBIBAKOTCSA

U IpujIararoTCsa K 10KyMCHTY.
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Jlonyckaercst NOJIMCTHOE BUBMPOBAHUE JOKYMEHTOB U NPUJIOKEHUN K HUM.

Ecnn nmomMHHMK JOKyYMEHTa OCTAaeTCsl B TeppUTOPHUAIIBHOW KOMHCCHM, BU3bI
IPOCTABJISIFOTCS] B HU)KHEW 4acTU OOOPOTHOM CTOPOHBI MOCJEIHErO JINCTA MMOAJIMHHUKA
JOKYyMEHTA.

JInst OKyMEHTa, NOJJIMHHUK KOTOPOrO OTHPABISIOT W3 TEPPUTOPHAIBHOU
KOMHUCCHH, BHU3bl IPOCTABJISIOTCA B HW)KHEM YacTH JIMUEBOM CTOPOHBI IIOCJIEIHETO
JIMCTA KOIIMU OTIIPABIISIEMOI0 JOKYMEHTA.

3.5.13. OrTHCK nIeYaTH.

[TeyaTsh 3aBepseT MOMJIMHHOCTH TOJIMCH JOHKHOCTHOTO JIMIIA Ha JOKYMCHTaX,
YIOCTOBEPSIONMINX MPETyCMOTPEHHBIE TIPABOBBIMHA aKTaMH TIOJTHOMOYHS JOJDKHOCTHBIX
a1 Wi UKCUpyromux (HakThl, CBI3aHHBIC ¢ ((MHAHCOBBIMU CPEIICTBAMHM, a TaKXKe Ha
MHBIX JOKYMEHTaX, MIPeIyCMaTPUBAOIINX 3aBEPECHUE TTOJIMHHOMN IO IITHCH.

Ileyats cTaBUTCA Ha CBOOOJHOM OT TEKCTa MECTE, HE 3axBaTbiBas JIMYHOU
MOAINCHA JODKHOCTHOrO jwmifa. Ileyats MOXKET 3aXBaTbIBaTh 4YacTh HAWUMEHOBAHMUSA
TOJDKHOCTH JIUTIA, TIOIITACABIIIETO TOKYMEHT.

B noxyMeHTax, mOJATrOTOBJICHHBIX HA OCHOBE YHU(PHUIIMPOBAHHBIX (opM, IeyaTh
CTaBHUTCS B MECTE, 0003HAUCHHOM OTMETKON «MID» miau uHbIM 00pazom.

3.5.14. OT™MeTKa 0 3aBepeHUM KONMUU.

Jl1st 3aBepeHs] COOTBETCTBUS KOMUU JIOKYMEHTA IMOJUIMHHUKY HUXKE PEKBU3HTA
«Iloamuck» MPOCTaBISIETCS OTMETKA O 3aBEPEHHM KOIWU — 3aBEPUTENIbHAST HAIIUCh
«BepHo» nnu «Komust BepHa», AOMHKHOCTH JIMIIA, 3aBEPUBIIETO KOIMHUIO, €r0 JTUYHAsS
MOJMKCH, paciTudpOBKa MOAMKCH U J]aTa 3aBEPEHUS, HAI[PUMED:

BepHao

IIpencenarens TeppuropuanbHOU
n30upaTenbHOM KOoMHCCHH Ne

JINYHAs MOAMHUCH WHULAAIBI, pamMuius
JlaTa

[lpy HEOOXOMUMOCTH TPH 3aBEPCHHHM KOMHMHM JOKYMEHTAa MOXET OBITh
NPOCTABJICHO BpeMs 3aBepeHHs (HampuMmep, MPU 3aBEPEHUH KOIMUH MPOTOKOJIOB 00
UTOTax TOJIOCOBAHMS).

Ecnu konusi JOKyMEHTa M3rOTaBIMBACTCS Ha HECKOIBKHX JIUCTAX, TO 3aBEPACTCS
Ka@XIbI JIUCT JOKyMEHTa JIM0O JOKYMEHT IMPOIIMBAETCS W Ha MECTE MPOIINBKH
CTaBHUTBHCS 3aBepuTelIbHAsA Haanmuch «BepHo» mau «Komus BepHa», HODKHOCTH JIUIIA,
3aBEPHBILIETO KOIMHUIO, €T0 JUYHAS MOAMKCH, paciindpoBKa MOINKCH U 1aTa 3aBePEHHS .

[Ipu mepechlIKe KOMUU JOKyMEHTa B APyrHe OpPraHU3alliM WM BbIJadye ee Ha
PYKH 3aBepHTEIbHAass HAAMHCh yIOCTOBEpseTcs medaThio  «TeppuropuanbHas
u3bupaTenbHas komuccus Ne  » aubo0 mpH Hamuumy medaTtbio « TeppuTopraibHast
u3bupaTenbHas komuccust No | JI71st TOKYMEHTOB)

3.5.15. OTMeTKAa 00 UCIIOJTHUTEJIC.
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OTtmeTka 00 UWCHOMHUTENE BKIOYAET B ce0s HHULUANBI U (QaMHIUIO
WCIIOJTHATENSI JTOKYMEHTa, M HOMEpP €ro ciy)keOHoro TenedoHa C KOJOM pPETrHoOHA.
OtMeTKy 00 MCHOJIHUTENE pacrojiaraloT Ha JIMIEBOM WJIM, TP OTCYTCTBUM MECTa, Ha
000pOTHOI CTOpPOHE MOCIEAHETO JIMCTA IOKYMEHTa B JIEBOM HIKHEM YTy pa3MepoM
mpudTa 10 MyHKTOB, HAIIPUMED:
3y6apes B.JI.

(499) 356-85-31

3.5.16. OT™MeTKa 00 HCIIOJIHEHUM TOKYMEHTA.

OtmeTka 00 UCMOJHEHMM JOKYMEHTa U HampaBlIeHUHM €ro B JENO
BKJIIOYAET CIEAYIOIINE JAaHHBIC: KpaTKuUe CBEJIEHUsS 00 MCIOJHEHUHU JOKyMeHTa (IpH
OTCYTCTBUM  JIOKYMEHTa,  CBUJCTEIBCTBYIOHIETO 00  HCIOJIHEHUH),  JIaTy
¥ HOMEp HMEIOIIETrocsl JOKyMeHTa 00 uCHoiHeHHH, cioBa «B memo», Homep nena,
B KOTOpoM OyAeT XpaHWTbCA JOKYMEHT, JaTy, TOJINUCh IMpeaceaaTens
TepputopuanbHON KOMHUCCHH.

4. Opranmn3anus pa6oThbl ¢ HCXOAAIMMU (OTHPABJISIEMbIMHU) JOKYMEHTAMU

4.1. Ucxonsaume TOKyMEHTHI MeyaTaloTcsd Ha OJaHKax YCTaHOBJIEHHOW (hOpMbI
1 0(pOPMJISIFOTCS] B COOTBETCTBHH C MOJIOXKEHUAMH HacTosmell MHCTpyKmu.

4.2. OtmpaBka JOKyMEHTOB W3 TeppUTOpHanbHOW KOMHCCHUU OCYIIECTBIISAETCS
(denpaberepckoi WM CHEUUabHON CBSI3bI0, MOYTOM, MO Tenerpady, KaHaiam CBA3U
I'AC «Beibops», 1T JIEJIO, kananam QaxkcuMHIBHOM CBs3M, ceTh WHTepHET uiu
HapOYHBIM.

4.3. TIlpu odopmieHNN MHUCEM M TEJIEeTpaMM HCIOJHHUTENb YKa3bIBaeT MOJHBIN
MOYTOBBIN (BKJIFOYAsI MHJIEKC) aIpeC OPraHU3aluy WK FPaKIaHUHA.

4.4. Vcxonaue TNUChbMa  HAIpaBISIIOTCS 32 MOJANHUCBHIO  IMpejacenaTelis
TeppuropruanbHOM KOMHMCCUH, B €ro OTCYTCTBHE€ — 3@ IOAIMUCBI0 3aMECTUTENs
nmpeacenarenss WIM HMHOIO 4ieHa TeppuUTOpHaIbHOM KOMHUCCHM, HCIIOJIHSIOLIETO
00s13aHHOCTH TIpejiceaTelis, Ha OJaHKe MUChMA.

4.5. Ilonnucannplie ucbkMa u Tenerpammbl peructpupytores B [T JAEJIO wnun
KypHae.

Ecnu ornpaBisieMblil TOKYMEHT SIBJISIETCS OTBETOM Ha BXOJSAIIMNA JOKYMEHT,
HE00X0AMMO MPUOOUIUTH MOJJUHHUK BXOSIIET0 JTOKYMEHTa K KOIHMHU OTIPABISIEMOTO
JIOKYMEHTAa, OCTAIOLIEHCS B JETIE.

4.6. JlIokyMeHTaM TPUCBAaMBAETCS HUCXOIAIIMNA HOMEp, KOTOPBIM COCTOUT
U3 MHAEKCAa Jella MO0 HOMEHKIAType A€l W MOPAAKOBOTO HOMEpa JTOKYMEHTa,
pa3geNeHHbIX KOCOM uepTou. Mcexomsmmii HOMEp YKa3bIBaeTCs TaKKE Ha KOMNUU
NOKyMEHTa, oOcTrampmencs B  ngene. Hymepanus  MCXOAIIMX — JOKYMEHTOB
OCYILECTBIISIETCS B MPEIEIax KAJIEHIapHOT O roja.

[Ipu perucTpauuum HCXOIAUIETO JOKYMEHTa B pErucTpaloHHON dopme
00s13aTEIHPHO YKA3bIBAIOTCS CIIEAYIONIME PEKBU3UTHI: JaHHbIE 00 ampecate (pamunms,
UMs, OTYECTBO (PU3MYECKOro JIMIA WIM Ha3BaHUE OPraHW3allid, MECTOHAXOXIACHHE
MoJIyyateisis), a TaKXKe KpaTKoe COAECpKAHUE JOKYMEHTAa, KOJIMYECTBO JIMCTOB
OCHOBHOTI'O IOKYMEHTA U JIMCTOB IPUJIOKEHHUS, KOJIUYECTBO IK3EMILIIPOB, UCIIOJHUTEND
JOKYMEHTa, €r0 COUCIIOJIHUTEIH, a TAKKE KEM OH IOJINCAH.
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4.7. loxymentsl mo BompocaMm (GopMupoBaHUS TeppUTOpHATBEHON KOMHUCCHH
U OCYIIECTBIICHUS €€ (PUHAHCHPOBAHUSA, HATPAXKACHUS M TOOIIPEHHUS UWICHOB U
paboTHUKOB ammapata TeppuTopuasbHOM KOMHCCHHM, B 00S3aTE€IBHOM MOPSAKE
HaIPaBIIAIOTCA HAPOUHBIM.

Wuble noKyMeHThI MOTYT ObITh oTopamieHsl no cpexactBam [ JIEJIO wnwm
NOYTOM IO yKa3aHUIo npeacenarens TeppuropuaibHON KOMUCCHUH.

4.8. 1o xaHanaM (pakCUMHUIILHOM CBSI3U IOKYMEHTHI MEepeAatoTCss OTBETCTBEHHBIM
3a BEJICHUE JEJIONPOU3BOICTBA MOCIIE UX PETUCTPALIHH.

4.9. Ilpu oTnpaBke TenerpaMMmbl Oojiee 4eM B 4eThIpe aapeca oQopMIsieTcs
MO/UVIMHHUK, KONWA M JBa JK3EMIUIApa MOJINUCAHHOIO CIHCKAa  PacChUIKU
C yKa3aHWEM TOJIHBIX MOYTOBBIX (BKJIFOYAsl TTOYTOBBIN MHAEKC) ampecoB. Ha Tenerpad
MepealoTCs MOMJIMHHUK C OJHHM JK3EMIUBIPOM CIIMCKa PACCBUIKA W KOIMHS
TeJerpaMMbl, KOTOpas C OTMETKOM O IepeAade TelerpaMMbl  BO3BpAILAETCS
B TeppuTopHalibHYI0 KOMUCCHIO U BMECTE CO BTOPBIM 3K3EMILISIPOM CIIHUCKA PACCHUIKU
MOJIIIMBAETCS B JIETO.

4.10. Tlpu oTmpaBke muchMa 0oJjiee YeM B YEThIPE ajpeca COCTABIISIETCS] CIUCOK
pPacChUIKM YCTaHOBJIEHHOW (opmbl (mpunoxenue Ne 5), KOTOpPbIA MOANMCHIBAETCS
IIpecenaTeeM, B €ro OTCYTCTBUE — 3aMECTUTENIEM MPEICEAATENS] NI UHBIM WICHOM
TepputopuanbHOM ~ KOMHUCCHHM,  HCIOJHAIOIIMM  OOS3aHHOCTH  MpeicenaTes
TepputopnaneHoii  komuccuu. Ilocie  perucrpauud  MHUCBMO — TUPAXKHUPYETCS
B HEOOXOJUMOM KOJIMYECTBE U OTIIPABIISETCS.

Ecnu nuceMo win TenerpaMma HarpasisieTcsi He Oosiee 4eM B uYeThIpe ajpeca,
TO MOJIMUCHIBAECTCS KAXKIbIN IK3EMILISIP.

4.11. OrnpaBka JOKYMEHTOB TMPOU3BOJUTCA €XKEIHEBHO B Yachl palOThI
TeppuTopruanbHON KOMUCCUU, KPOME BBIXOJHBIX M HEPAOOUMX MPa3AHUYHBIX JTHEH.

[Topsinok OTHpaBKH HUCXOMASIIMX AOKYMEHTOB IOCJE€ OKOHYaHUs paboyero JHs,
B BBIXOJHbIE U Hepabouwe Mpa3AHUYHbIE JHH, B TEPUOJ  IMOATOTOBKHU
M TpOBEIEHUsS U30MpaTeIbHBIX KaMIIAHWM  yCTaHABIMBAETCA  IpelcenaTeaemM
TepputopualibHOM KOMUCCHH.

4.12. JIokyMeHTBI C OTMETKOW O CpOYHOCTH JOcTaBkH «Becbma cpouHo»
u  «CpouHo» OQOPMIISIIOTCS HE3aMEAJIUTENIbHO, OTHPABISAIOTCA IO  KaHajlaM
dakcummnbHOU cBsizu, [TU JIEJIO nnu HapOodHBIM.

4.13. JIokyMeHTBI, HampaBlsieMble TpaxJaaHaM TI0 JOMAIIHeMy aJpecy,
OTIPABIISIFOTCS Y€pe3 MOUYTOBOE OT/IEJIECHUE CBSA3H, KaK IMPABUJIIO, 3aKa3HbIMH ITHCbMaMHU.

4.14. JlokyMeHThI, TepeaaBaeMble 1O KaHajlaM  (DakCUMUIBHOM  CBS3H,
PETUCTPUPYIOTCS B IOPSJIKE, YCTAHOBICHHOM JJIsl HICXOASIINX JOKYMEHTOB.

4.15. Ucxopsmue JOKYMEHTBI, O(OpMIICHHBIE C HapylleHWeM TpeOOoBaHUM
NHcTpykuuu, K OTHpaBKE HE NPUHUMAIOTCS M BO3BPAILAIOTCS HCIOIHUTENSM Ha
nopabotky. KoppecnoHaeHusi Hecly>)KeOHOro XapakTepa, B TOM YHCIE JMYHAs
KOPPECTIOHIEHIIUS, K OTIPABKE HE TPUHUMAETCS.

4.16. Konmuu HMCXOIAUIMX JOKYMEHTOB TOMEHIAIOTCS B J€JI0 B COOTBETCTBUU
C HOMEHKJIATYpOu aen TeppuTOpraIbHOM KOMUCCHH.

5. Oco0enHoCTH PadoOTHI ¢ OOpalIEeHUSIMH TPAKAAH
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5.1. Opranuzamust paboThl ¢ OOpalIeHWsIMU TpaXXIaH OCYIIECTBISICTCS
B COOTBETCTBHM C pa3zjienoM 2 Hacrosmen HWMHCTpykimum ¢ yderoM OCOOEHHOCTE,
yKa3aHHbBIX B JAHHOM pa3Jielie.

5.2. [lucbmeHHbIe OOpalieHuss TpakJaaH (anee — oOpallleHHs), MOCTYIHUBIINE
B TeppuropuanbHyt0  KOMHUCCHIO,  PETUCTPUPYIOTCS  C  HUCIOJIb30BAHUEM
PErUCTPAllMOHHBIX (POPM OTAENBHO OT APYIMX BHUAOB JOKYMEHTOB HE MO3JHEE TpeX
JHEN ¢ MOMeHTa noctymienus. O0palieHus1, Kacaroluecs HapyleHU n30upaTesbHbIX
npaB TpaxiaH B MEPUOJ MOATOTOBKM U TMPOBEACHUS BBHIOOPOB U pePEepeHIyMOB,
PETUCTPUPYIOTCA B JAEHb IMOCTYIUIEHUA B TeppUTOPHAIIBHYI0 KOMHCCHUIO WM Ha
cleAyIoIMi pabounii 1E€Hb.

5.3. [Ipu BCKpBITUU KOHBEPTOB MPOBEPSETCA HaIM4UME BceX BiokeHui. Konsepr
0053aTENBHO COXPAHSAETCS.

OOpamieHusi, cojaepkamye B agpecHOM  4YacTh  MOMETKy  «JIuuHO»,
paccMaTpUBaIOTCS B 00IIEM MOPSIIKE B COOTBETCTBUU ¢ MHCTpyKITHEH.

[Ipu  perucrpanun IIOBTOPHBIX OOpaieHuit UM IIPUCBAUBACTCS
OUYEepEeTHOM PErucTpalMOHHBIA HOMEpP, B PErHMCTPAllMOHHON (popme aenaercss OTMETKa
«IToBTOpHOY.

Ecin OOpamieHne nmocTynuiio OT KOJUIEKTHBA Tpak[gaH, TO MpPH PETUCTpALUU
B PETUCTPALMOHHON (hopMe cTaBUTCS OTMETKA «KOoJIeKTUBHOEY.

5.4. PeructpaninoHHbIN MITaMII, COCTOAIIUN U3 TOPSAIKOBOr0 HOMepa oOpalieHus
U J1aThl pErUCTpalM, CTABUTCS, KaK MPaBUJIO, HAa MepBoM Jincte OOpalleHus B IpaBoM
BEPXHEM YTy WIH Ha CBOOOJHOM OT TEKCTa MECTE.

Hymepamus noctynuBmmx — OOpallleHHid — OCYIIECTBISIETCST B Mpeaenax
KaJIEHIAPHOTO roja.

5.5. 3apeructpupoBannbie  OOpallleHUsT paccMaTpUBAIOTCS  TpejceaaTeIeM
TepputopranbHON KOMHMCCHH, 3aT€M MOCJE MEPEHECEHUs YKa3aHHUsS MO HUCIHOJIHEHHUIO
JOKYMEHTa B PETUCTPALIMOHHBIE (DOPMBI IEPENAOTCS UCHOJHUTESAM MO/ MOAHCH.

5.6. OOpamienusi, aapecoBaHHbIE WieHaAM TeppUTOpPHAIBHON  KOMHCCHH,
PETHCTPUPYIOTCS. B YCTAHOBJIEHHOM MOPSAAKE, JOKJIAABIBAIOTCS IPEICEIATENIO
TeppuTopranbHON KOMHCCHM, 3aT€M IIOCIE IEPEHECEHUs YKa3aHMs 110 HCIIOJHEHHIO
JOKYMEHTA B pErUCTPAllMOHHbIE (POPMBI IEPEJAIOTCS UCTIOTHUTENSAM O] OIHUCH.

OOparieHus paccMaTpUBAIOTCSI B COOTBETCTBUM C YKa3aHUSIMHU IO HCIIOJHEHUIO
JOKyMEHTa mpejaceaarens TeppuTOpHabHON KOMHUCCUU B MOPSAKE, YCTaHOBIEHHOM
3aKOHOaTeNbCTBOM Poccuiickon Penepannu.

5.7. OOparieHus, coaepkaliie BOIPOCHI, PEHIEHHE KOTOPbIX HE OTHOCHUTCS
K KoMIeTeHIMu TeppuTopuanbHOl KOMHUCCUH, MAOKIAJbIBAIOTCS MpeaceaaTeto
TeppuTopranbHO KOMHCCHUM W 1O €ro YyKa3aHUI0 MO MCIHOJHEHUIO JOKYyMEHTa
B TEYEHHE CEMHM KaJCHJIApPHBIX JHEW CcO [JHA pErucTpaluud HamnpaBlSIOTCS
C COIPOBOJUTEIBHBIM MHCHMOM 3a €ro MOANUCHI0O B COOTBETCTBYIOIIMK OpraH WM
COOTBETCTBYIOIIEMY JOJKHOCTHOMY JIMIlY, K KOMIIETEHIMHU KOTOPBIX OTHOCHUTCS
pelieHre TmocTaBieHHbIX B OOpalieHuu BOIPOCOB, C YBEAOMIIEHMEM TpaklaH,
HanpasuBiIux OOpamenus, o nepeaapecanuu OOpamenuii. B compoBoautensHOM
MUChME OrOBAPMBAETCS MOPSAAOK HallpaBieHus oTBeTa aBTopy OOpalieHus.

Ecniu pemenune mnocraBneHHbIX B OOpamieHusx BOMPOCOB  OTHOCUTCS
K KOMIIETEHIIMN HECKOJIBKUX I'OCYIapCTBEHHBIX OPraHOB WJIU JIOJKHOCTHBIX JIUL, KOS
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OOpaieHrs B TEYCHHE CEMHU KaJeHAAPHBIX THEH CO JHS PETUCTPAIlMU HApPaBIISETCS
B COOTBETCTBYIOLIME OPTaHbl UJIM COOTBETCTBYIOIIUM JOJKHOCTHBIM JIUIIAM.

5.8. 3ampeniaercs HaIIpPaBIIATh OO6paienue Ha paccMOTpeHHe
B TOCYAApCTBEHHBI OpraH, OpraH MECTHOIO CaMOYNpPaBJIECHUS WIH JOJKHOCTHOMY
JUIly,  pelmieHue WM JelctBue  (Oe3NeicTBHME)  KOTOPBIX  oOKamyercs,
3a MCKIIOUEHUEM CJIy4aeB, YKa3aHHBIX B IIYHKTE 6 ctatbu 75 denepaibHOro 3aKOHA
«O0 OCHOBHBIX TrapaHTHsIX M30MpPATENbHBIX MPaB U MpaBa HA ydyacTHe B pedepeHayMe
rpaxaan Poccuiickoint Denepannumn.

5.9.Eciu B COOTBETCTBMM C 3alpeToM, YKa3aHHbIM B  MOApa3jelie
5.8 UWHCTpyKuMH, HEBO3MOXHO HampaBuTh (OOpallleHHE Ha pPacCMOTpPEHHUE
B TOCYJApCTBEHHBIM OpraH, OpraH MECTHOTO CaMOYIPAaBJICHUSI WU JIOJKHOCTHOMY
JUIy, B KOMIIETEHIIMIO KOTOPBIX BXOJUT PEIICHUE MOCTaBICHHBIX B OOpalleHuu
BoIpocoB, OOpalieHue BO3BpallacTCs TPaKIAHUHY C Pa3bsICHEHHEM €ro IpaBa
00’KaJloBaTh COOTBETCTBYIOIIEE PEIICHWE WU JCHCTBHE B YCTAHOBJICHHOM TMOPSIKE
B CyJI€.

5.10. OGpamienusi,  MOCTYNMBIIKME B  TeppUTOPHAIBHYIO  KOMHCCHIO,
paccMaTpHUBaOTCS B CPOKH, YCTAHOBIIEHHbIE NToApazaenamMu 8.5 u 8.6 MHCTpyKUuHH.

B mepuon mnoAroToBKM U TMPOBEACHHUS BBIOOPOB U  pedepeHIyMOB CpPOKHU
paccmoTpenust OOpaInieHuil yCTaHaBIMBAIOTCS B COOTBETCTBUM C 3aKOHOJATEIHCTBOM
Poccuiickoit @eaepannu o BeIOOpax u pedepeHaymax.

Ecnu HeoO6Xxoamumo mpoasiuTh Cpok paccMoTpenust OOparieHus, UCTIOTHUTENb He
MO3/IHEE YEM 3a TPU JHS 10 UCTEUEHUS CpOKa MOATOTOBKHM OTBETA MPEACTABIISECT HA UMS
npeacenatens TepputopuaabHOM KOMUCCHM JOKJIAIHYIO 3alUCKY C OOBSICHEHUEM, MO
KakoOW MPUYMHE HEBO3MOXKHO JaTh OTBET B YCTAHOBJICHHBIM CpPOK. MakcumanbHOE
MpoJiIeHHe cpoka paccmoTperus: O0parienus coctapisieT 30 KaJleHAapHbBIX THEH.

3asBUTENI0 HAMPABJISIETCS YBEIOMJICHUE O MPOJICHUH CPOKAa PACCMOTPEHHUS €ro
O6pamieHusl.

OOparnieHusi, Ha KOTOpbIE€ JAIOTCS MPOMEKYTOUHBIE OTBETHI, C KOHTPOJIS
HE CHUMAIOTCS.

511.B ciy4ae MOCTYIUICHUS B TepputopualibHyIO KOMUCCHIO
B YCTAHOBJIEHHOM MOPSJKE 3ampoca TrOCyIapCTBEHHOIO OpraHa, OpraHa MECTHOIO
CaMOYTIpaBJieHUsT WJIM JIOJDKHOCTHOTO JuIa, paccMarpuBapommx OOparieHue,
JOKYMEHTBl ¥  MaTepuaybl, HeoOXomuMmble st paccmorpenuss OOpareHus,
MPEJICTABJISAIOTCS B TeUeHUE 15 KalleHaapHbIX THEH.

5.12. OtBet Ha OOpailieHre, B KOTOPOM HE yKa3aHbl (aMUJIUs TPAKJAHUHA U €T
MOYTOBBIM aJpec WM aJapec DJICKTPOHHOW IOYTHhI, MO KOTOPOMY JOJDKEH OBITh
HalpaBJICH OTBET, HEe AaeTcs. Takoe OOpallleHre CIUCHIBACTCS B IO MpeIceaaTesieM
TepputopuansHoii komuccuu. B ciyudae ecau B OOpallleHUU ColepIKarcs CBEACHUS
O TOArOTaBJIMBAEMOM, COBEPIIAEMOM WJIM COBEPIIECHHOM IPOTUBOIPABHOM JESHUH,
a TaKXke O JIMIEe, €ro IOJrOoTaBIMBAIOIIEM, COBEPIIAIOIIEM WA COBEPIIUBIIEM,
oOpallleHle TOJIC)KUT HAMPABJICHUIO B TOCYJAPCTBEHHBIM OpraH B COOTBETCTBHUH C €T0
KOMITETEHIIUEH.

Ecmm Texcr OOpamienuss He mToamaeTcs NpoYTeHHIo, oTBeT Ha OOpamieHue
HE JlaeTcsi Y OHO HE  TMOMJIEKUT  HANpaBlI€HUID HAa  PAaCCMOTPEHHE
B TOCYJApCTBEHHBI OpraH, OpraH MECTHOTO CaMOYIPAaBJICHUSI WU JOJKHOCTHOMY
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JUIYy B COOTBETCTBHM C MX KOMIIETEHILIMEH, O UeM B TEUEHHE CEMHU KaJCHIApHBIX THEH
co paHsa peructpauuu OOpamieHuss cooOl@aercs TpaxAaHUHY, HalpaBUBLIEMY
Oo6paienue (eciu ero pamMuiIKs ¥ MOYTOBBIN apec MOJAAIOTCS TPOUYTEHUIO).

5.13. O6paieHus, B KOTOPBIX COJACPKATCS HEIEH3YPHBIE MO0 OCKOPOUTEIbHBIE
BBIPAKEHUSI, YTPO3bI JKU3HU, 3OPOBbI0 M MMYIIECTBY AOKHOCTHOIO JIMIA, a TAKXKe
YJICHOB €r0 CEMbHU, OCTal0TCA 0€3 OTBETa MO CYLIECTBY MOCTABJICHHBIX B HEM BOIIPOCOB,
a 3asBUTEJISIM COOOIAETCS O HEAOMYCTUMOCTH 3JI0yIOTPEOICHUSI TIPABOM.

5.14. O6paienne, B KOTOpOM OOkaiyeTcs cyjneOHOoe pellieHue, B TeYEeHUE CEeMU
KaJIeHJapHbIX JHEH CO JHS PErucTpallid BO3BPAIIACTCS IPAKIAHUHY, HAIIPaBUBIIEMY
oOpaiieHue, ¢ pa3bICHEHHEM MOPsAKa 00KajJoBaHUs JAHHOTO CYAEOHOrO pEelIeHHUS.

5.15. Ecim B OOpaiieHnu COOEp>KUTCS BONPOC, Ha KOTOPBIA TIpakIaHUHY
HEOJHOKpaTHO (1Ba pa3a u 0Oojee) JaBaMCh NMUCbMEHHBIE OTBETHI IO CYIIECTBY
B CBS3M C paHee HampaBiieHHbIMU OOpamienusmMu, U npu 3toM B OOpaunieHuun
HE MPUBOJATCS HOBBIE JOBOJbI U OOCTOSTENBCTBA, TO MEPENUCKA MO JAHHOMY BOIIPOCY
C TPaXJIAaHUHOM IMPEKPALIAETCs, O YEM EMY HAIPABIISIETCS YBEAOMIICHHUE.

5.16. JluuHbli mpueM TpaKJaH BeIETCsA IMpejaceaareyieM TeppuTopraibHON
KOMHCCHH.

Nudopmanus o nopsake npuema rpaxxiaaH pazMeniaercss Ha UH(QOpPMaliOHHOM
CTeHJIe U opuuuanbHOM caiite TeppuTopuanbHOM KOMHUCCUM B HH(POPMAIMOHHO-
TEJIEeKOMMYHUKAaLIMOHHON ceTh MHTepHeT.

[Tpu TMyHOM NpHEMe TpakJaHUH NPEIbSIBISET JOKYMEHT, YAOCTOBEPAIOIIUNA €ro
JMYHOCTb.

Benenne JMYHOro TmpueMa TpaxaaH MOXKET CONPOBOXKIATHCS — AyAHO-
Y BUJIC03aIMChIO, O YEM IPakIaHe YBEIOMIIAIOTCS O Hayaia npueMa.

5.17. Bo Bpems mpuemMa TpaxaaH BEIETCA >KypHal ydera, B KOTOPbIA BHOCSITCS
JaHHBIE O TPaKIAHWHE, KpaTKOe COJAEpX)aHue OOpalleHHs, pe3yJbTaT €ro
PacCMOTPEHHSI, a TAKXKE JOJKHOCTb U (PaMUIIHS JIULA, TPOBOISALIETO TPUEM.

Ecnu uznoxennsie B yctTHoM OOpanieHuu (pakTbl He TPeOyIOT JOMOTHUTEIbHON
poBepKU, oTBEeT Ha OOpalleHue ¢ corjiacus rpaXJaaHWMHAa MOXET ObIThb JJaH YCTHO
B XOJI¢ JIMYHOTO TpuUeMa, O 4YeM JeJlaeTcsl 3alKch B JKypHaje ydera. B ocrambHBIX
cllydasx JaeTcsl MUCbMEHHBIM OTBET IO CYIIECTBY IOCTaBlIeHHBIX B OOparieHun
BOITPOCOB.

B xozme nuyHOro mpuemMa rpakJaHHUHY MOXET ObITh OTKa3aHO B JajbHelIieM
pacCMOTpeHMH OOpalieHus, €cild €My paHee ObUl JlaH OTBET IO CYIIECTBY
nocTaBieHHbIX B OOpallleHny BOIIPOCOB.

B cnyuyae rpy0Ooro, arpecCMBHOrO MOBEACHUS TPa)kJIaHUHA MPUEM MOKET ObITh
npekpamied. [Ipy HEOOXOOUMOCTHM MOXKET OBbITh BbI3BAH COTPYJIHUK OXPaHBI.
Nudopmanus o moBeIeHUH IPaKJaHUHA OTPAYXKAETCS B KYypHAJIE yUeTa.

5.18. [lepenannsie Ha npueme OOpalIeHUs] PETUCTPUPYIOTCS C UCIIOIb30BAHUEM
PErHCTPAallMOHHBIX (POPM U PacCMaTPUBAIOTCA B MOPSAKE, YCTAHOBIEHHOM HAaCTOSIIUM
pazziesoMm.

6. Oco0enHOCTH PadOTHI € JOKYMEHTAMH, COACPKALIUMHU CJIYKeOHYI0
HHPOPMALMI0 OTPAHUYEHHOT0 PACIIPOCTPAHEHH (B TOM 4YHcJIe CBeleHus 00
u30upaTessix, ydacTHUKax pedepeHayma, 00palal0IIMuUCcH B paMKax
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¢pynkunonupoBanus I'ocyjapcTBeHHOM CHCTEMBI perucTpauuu (yuera)
u3duparesieil, yuactunukon pedepenayma B Poccuiickoii @enepanun)

6.1. OcobenHoct pabOTBl € JIOKYMEHTaMH, COJEpKAIlUMH  CITY>KCOHYIO
MH(POPMAIUIO OTPAHUYEHHOTO PACIIPOCTPAHEHUS.

6.1.1. K cnyxebHOM mHOpMALIMK OTPAHUYEHHOTO PACTIPOCTPAHEHUS] OTHOCHUTCS
HECEKpeTHass WH(poOpMalus, HE3aBUCUMO OT BHJA €€ HOCUTENs, OrpaHUYEHUs Ha
pacnpoCTpaHEHUE KOTOPOM yCTAHaBIMBAIOTCA 3aKOHOJATENbCTBOM Poccuiickoi
@enepanyy, pemIeHUSIMU  (IOCTAHOBJIEHUSIMH)  BBILIECTOSIIMX  M30MpaTEIbHBIX
KOMMCCHH.

6.1.2. Heo6x0aMMOCTh MPOCTaBICHUS MOMETKH « /7151 ciry>keOHOTr0 MOIb30BaHMSD)
(manee — «/ICII») Ha qOKyMEHTaX U U3AAHUIX, COAEPKALIUX CITY>)KEOHYI0 HHPOPMALIUIO
OTPaHUYEHHOT0 PACIpPOCTPAHEHUs, ONpeneNsieTcs mpeacenareneM TeppuTopralbHON
KOMHUCCHH, MTOANKUCHIBAIOIINM WA YTBEPKIAIOIIUM JOKYMEHT.

JIOJDKHOCTHBIE — JIMIIA, NPUHSABIIME peleHue 00 OTHECEHUH CIYXKeOHOM
uHbOpMalMu K pa3psaay OrPaHUYEHHOIO pacHpOCTpaHEHUs, HECYT MEPCOHAIbHYIO
OTBETCTBEHHOCTbH 32 000CHOBAaHHOCTh IPUHATOTO PELICHHUS.

6.1.3. Ilometka «ICII» 1 HOMep 3K3eMILIsIpa MPOCTABISAIOTCA B IIPABOM BEPXHEM
yIJIy NEpBOM CTpaHMIBI JAOKYMEHTa (B cilyyae HEOOXOJUMOCTH — U €ro IpOeKTa),
COJIEpKaIIEero CIy)KeOHYI0 MH(QOpPMAIMI0 OrPAaHUYEHHOIO paclpOCTpaHEHUs, Ha
O00JOXKE M TUTYJIBHOM JIMCT€ M3JaHMs, a TakkKe Ha TEepBOM CTpaHHUIlE
CONPOBOAMTENIBHOIO MTHCbMA K TAKUM JOKYMEHTaM.

6.1.4. Pabota ¢ MJOKYMEHTaMH, COJAEpXaIIUMH CITy)KeOHYyI0 HWHOOpMAITHIO
OTPaHUYEHHOI0 PACIPOCTPAHEHHUs, B TOM YHUCJIE€ HMX MpPUEM, YYeT (perucrparusi),
OCYUIECTBJISIETCS. B TMOPSAKE, YCTAHOBJIEHHOM [IJIi HECEKPETHBIX JOKYMEHTOB,
C Yy4YeToM OCOOEHHOCTEH, HW3JIOKEHHBIX B HacTosdmeMm pazaene. I[lpu sTom
K PErUCTPallMOHHOMY HOMEpPY JOKyMeHTa go0aBiusercs nomeTka «JCIDy».

6.1.5. loxymentsl ¢ momeTkoit «J{CII» peructpupyrorcs (yIUTHIBAIOTCS) BMECTE
C JIPYTHMMH HECEKPETHBIMH JOKYMEHTaMHU. B perucrpanmoHHOW KapTOYKe TOKyMEHTa
npousBoauTCs 3anuch «CID».

6.1.6. CxanupoBanue, KOIHPOBAHUE (THpaXKupoOBaHUE) JIOKYMEHTOB
¢ nomerkord «/CII», mpou3BOAWUTCS HUCHOJHUTENEM JIOKYMEHTa C IHCbMEHHOIO
paspenieHus: npenacenarens TeppuTopuanbHOW KOMHCCHH, MPU 3TOM OCYLIECTBISETCS
Y4YeT KaXKJI0r0 3K3eMIUISIpa YKa3aHHbBIX JOKYMEHTOB.

6.1.7. lokymentsl ¢ nometkoi «JICID» mepenatorcst uinenam TeppuropuanbHOH
KOMHUCCUM U TPAXKIAHCKUM CIyXKalllUM anmnapara TeppUTOpUaIbHOW KOMHCCHH TOJ]
MOJIHKC.

6.1.8. Hokymentsl ¢ mnometkod «JICII» HampaBisioTcss B Apyrue OpraHbl
M opraHu3aluu opraHamu (denepanbHOW  (QenbIberepckol  CBSI3M,  CIYKO0H
CHenuaibHOM CBsi3W MO0 HApOYHBIM. 3amlpeliaercs nepeaaBaTh JIOKYMEHTHI
¢ mnometkor «JICID» mno He3anuMIIEHHBIM KaHajlaM KOMIIBIOTEPHO-MOJIEMHOM
U (GaKCUMUIIBHOW CBSA3H.

JoxymenTsl ¢ momeTkoi «JICII» pacchuiaroTCsi HECKOJIBKHUM aJipecaTtaM COTJIACHO
CIUCKY PacChUIKM, B KOTOPOM HAIPOTHB KaXKJIOT0O ajpecara MPOCTABISETCS HOMEP
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AK3EMIUISIpa  OTOpaBisieMOro JokyMeHTa. CHUCOK pPacChUIKM  MOAMMUCHIBACTCS
HCHIOJIHUTENIEM U IpeaceaaresieMm TepputopruaibHO KOMUCCHUMU.

6.1.9. Ucnionnennsle okyMeHThl ¢ mometkoil «JCII» dopmupyrorcs B aena
B COOTBETCTBUM C HOMEHKJIATypoil Aen. B mpaBom BepxHeM yrily OOJIOKKHU [ieia,
B KOTOPOE IOMENIEHBI TAKUE IOKYMEHTHI, MpocTaBiigeTcs momerka «JCID».

6.1.10. Toxkymentsl ¢ mometkoit «ICID» xpaHsaTcs B 3akpbIBaroIuXcs MKadax.

6.1.11. YHuuTO)KE€HHE €N, JOKYMEHTOB M wu3fgaHuid ¢ mnomeTkon «JICII»,
YTPATUBIIMX CBOE MPAKTUYECKOE 3HAYEHUE W HE HMEIOIHUX HCTOPUYECKOU
U Hay4YHOW I[IEHHOCTH, MPOU3BOJUTCS MO aKTy YCTAHOBJIEHHOW (HOpMBI C yKazaHHEM
HOMEPOB K3eMILIsIpoB (mpuinoxenue Ne 13). B yuetHbIx dopmax memaercsi OTMETKA 00
YHHUUTOKEHUHU CO CCBUJIKOM HA COOTBETCTBYIOIINN aKT.

6.1.12. Pemenne o cHatun mnometrkn «JICID» ¢ mokymeHTa mNpHHMMAET
JOJKHOCTHOE JIMIIO, OAMKUCABIIEE UM YTBEPIUBILIEE JOKYMEHT.

Cuastue nometrkn «JICII» ¢ mnpucimanHoro B TeppuTOpHaIbHYH0 KOMHUCCHIO
JOKYMEHTa MOXET ObITh MPOU3BEICHO TOJIBKO IO COIJIACOBAHMIO C OpraHHU3alueH,
HalpaBUBIIEH JOKYMEHT.

Cusatue nometkun «JCID» ¢ gokyMeHTa TIPOM3BOJIUTCS OTBETCTBEHHBIM
3a BEICHHUE JEJIONPOU3BOJCTBA HA OCHOBAHUU MHCHMEHHOTO YKa3aHUs JOJIKHOCTHOTO
nuua, npuHsaBLIero takoe pemeHue. [Ipu cuarun nometrku «CII» Ha goxkymeHTax u
Jenax, a TAKKE B PErUCTPAMOHHON KAPTOYKE JIETAI0TCS COOTBETCTBYIOIINE OTMETKH.

O custun nometku «CID» yBemomisiroTcs BCe aJpecarbl, KOTOPbIM JOKYMEHT
HaIpaBJIsICs, MO0 OpraHu3aIus, €ro HalpaBUBIIAs.

6.1.13. B cinydae yTpatsl 1ei, TOKYMEHTOB WiaW u3naHuii ¢ moMetkour «JICIT»
auO0 pas3riiallieHusl colepiKalleiicss B HUX HMH(POpMAlMM Ha3HAdaeTcs Ciay:KeOHas
MPOBEpPKa, O pe3yJbTaTax KOTOPOM JOKIaAbIBaeTcs Ipeacenarento TeppuropualibHON
KOMHCCHH.

O6 yrpare gen u gokyMeHToB ¢ mnometrkoil «JICID» cocraBisiercs axr,
Ha OCHOBaHHUM KOTOPOTO JIENAI0TCS COOTBETCTBYIOIINE OTMETKHU B YUETHBIX (pOopMax.

6.2. Pabota ¢ JOKyMEHTamMH, COJEpXallluMHU CBeAcHUsS 00 u30mparensx,
y4acTHHKax pedepeHayma, oOpallalommMucs B  pamMKax (DYyHKIIMOHUPOBAHUS
locynapcTBeHHOl cuctembl peructpanuu  (ydera) wus0upareneil, Y4aCTHUKOB
pedepenayma B Poccuiickoit deneparuu.

6.2.1. K nmoxymeHTaM, coaep aiuM CBeJeHUsT 00 H30uparensx, y4acTHHUKAX
pedepenayma, oOpamamImUMAUCT B paMkax (yHKIIMOHUPOBaHHS [ ocymapcTBEeHHOU
CUCTEMBI peructpanuu (ydera) uzdbuparenei, yaacTHUKoB pedepenayma B Poccuiickoit
denepaluy, OTHOCATCS JOKYMEHTBI, MOCTyIAIMe B TeppUTOpHATbHYI0 KOMHUCCHIO
OT HCMOJHUTEIbHBIX OpraHoB rocyaapcTBeHHou Biactu Cankt-IleTepOypra,
TEPPUTOPUAIBHBIX OpPraHoB  (elnepaabHbIX OPraHOB HCIOJHUTEIBHOM  BIIACTH,
lentpanbHoii  u30buparenbHoM  komuccun  Poccuiickoit  ®denpepanuun, OI'KY
«DenepanbHblil IeHTp nHGOpMaTH3auu npu LleHTpanbHOM N30UpaTeIbHOM KOMUCCUU
Poccuiickoii  ®@enepanun», Cankr-IlerepOyprckoit  u30uparenbHOM  KOMHCCHUH,
n30UpaTeNbHBIX KOMHUCCHU  BHYTPHUTOPOICKAX  MYHHIIMIAIBHBIX  OOpa3oBaHUU
Cankr-IleTepOypra, CUCTEMHBIX  QJMHUHUCTPATOPOB  KOMILIEKCOB CpEICTB
aBTOMaru3anuu [ ocygapCTBEHHOM aBTOMAaTU3MPOBAaHHOM cucTeMbl Poccuiickon
Oenepatin  «BpiOopb»  (masee — HCTOYHMKM HH(QOpPMAIMH), HaAIMpaBlIeMbIe
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n30UpaTeIbHOM KOMHCCHUEH WCTOYHMKAM WH(OpMAINMKA, a TakXke JOKYMEHTHI,
MepecbUIaeMble  MEXAY KOMIUIEKCAaMH CPEJCTB aBTOMAaTU3AIMU TEPPUTOPHUATBHBIX
n3ouparenbHblx  komuccuid B Cankt-lIlerepOypre (manee — KCA  THK),
Cankrt-IletepOyprckoii  u3bupatenbHoit komuccuer (manee — KCA HUKCP®D)
u llenTpanbHoit u3bupatenbHOl komuccueit Poccuiickoit denepanun (nanee — KCA
[IMK Poccur) B paMKax peajau3alldd Leiacii u 3amad [oCyIapCTBEHHON CHCTEMBI
peructpauuu (yuyera) wu3Ouparened, y4yacTHUKOB pedeperayma B Poccuiickoi
denepanum.

JlokyMeHTBI MOTYT O(OPMIIATHCS Kak Ha OYMa)KHBIX, TaK M HA MAITMHOYNTAEMBbIX
HOCHUTEJISIX.

6.2.2. Pabota ¢ [OOKyMEHTaMH, COJEp)KallUMH CBeleHusT 00 u30uparemsx,
YYAaCTHHKAX pedepeHayma, A0HKHA OCYHIECTBIATHCA ¢ y4eToM HOpM DenepanbHOro
3akoHa oT 27 mronsg 2006 roga Ne 152-®3 «O mepcoHaIbHBIX JTaHHBIX», [lomokeHMs
00 0COOEHHOCTSIX O0OpaOOTKM TMEpPCOHAJBHBIX JAHHBIX, OCYIIECTBIsIEMOU 0€3
UCIIOJIb30BAaHUSI ~ CPEJICTB  aBTOMATH3ALMM,  YTBEPKIECHHOTO  IOCTAHOBJIECHUEM
IIpaButensctBa Poccuiickoit ®enepanuu ot 15 centsiops 2008 roma Ne 687,
[Tonoxenuss o TocymapcTBeHHOM cucTeMe perucrtpanuu (ydera) wusouparene,
yuyacTHUKOB  pedepenayma B Poccuiickoit ~ deneparuu,  yTBEP>KIESHHOTO
nocraHoBiaeaneM [[UK Poccun ot 6 HosiOpst 1997 roma Ne 134/973-11, PernamenTa
UCIIOJIb30BaHUsl TMOJCUCTEMBbl «Peructp wuzouparened, y4acTHUKOB pedepeHayMar
['ocynmapcTBeHHONW ~ aBTOMAaTH3WpOBaHHOM  cucteMbl  Poccuiickon  Depepanuu
«Bw160pBY, yTBepxKAcHHOTO MocTtaHoBiIeHUeM [[UK Poccum ot 26 mapra 2014 roga
Ne 223/1437-6, Tlonoxenus 00  oOecriedeHun  Oe30macHOCTH — WH(OpMAaIUH
B l'ocymapcTBeHHOW aBTOMAaTU3WpOBaHHOM cucteme Poccuiickoit ®Denepaiuu
«Bw10ope1», yTBep)kaeHHoro mocraHoBieHneM [[MK  Poccum ot 23 mrons 2003
roma 19/137-4.

6.2.3. JlokymeHTHI, coaepkamue CcBeAeHUs o0 u30uparensx, YJacTHHKaX
pedepernymMa 1omKkHBI 00padaThIBaTHCS B peKUME KOH(PUACHIINATBHOCTH.

6.2.4. Peructpanito U XpaHEHUE JOKYMEHTOB, COJIEp)KAIlUX CBEICHUS 00
n30upaTensix, yuacTHUKaxX pedepeHayma, MOCTYMaIMX 0T UCTOYHUKOB WH(MOpMAITUU
M HampaBlIIeMbIX WM, OCYIIECTBISIIOT TpaXkIaHCKUE CIy)Kalue amnmapara
TepputopualbHON KOMHUCCHH.

6.2.5. Cucok JMil, YyHOJHOMOYEHHBIX MOJy4YaTh OT MCTOYHHKOB WH(pOpMaIUU
U TiepefaBaTh UM JIOKYMEHTHI, COJEpKallie CBEICHUS 00 M30upaTeNsiX, YIaCTHHKAX
pedepenayMa, yTBepKIaeTcs MPUKa3oM npeacenatens TeppuTopuanbHO KOMUCCHH.

6.2.6. [lonyunB OT MCTOYHMKA HH(OpPMALMU JOKYMEHT Ha OyMa)XHOM Ju0O
MalIMHOYUTAEMOM HOCHUTENE, COJAEpXKAIMU CBeleHUs 00 M30upaTensX, y4aCTHUKAX
pedepenaymMa, COTpyIHUK anmapara TeppUTOpUalibHOW KOMHMCCHM, OTBEUYAIOIIMA 3a
JETOMPOU3BOACTBO, MpOCcTaBisAeT NOMETKY «JICID»:

Ha OyMaXHOM HOCHUTEJE€ - B TPaBOM BEPXHEM YIJIy TEpBOH CTpPaHUIIBI
JOKYMEHTa;

Ha MAlIMHOYMTAEMOM HOCHUTENE - B MPABOM BEPXHEW YACTH MAIIMHOYUTAEMOIO

HOCUTENS] THPOPMAIIHH.
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[Tometka  «/JICII»  mpocraBisiercd  Takke  Ha  NHEPBOM  CTPAHMIIE
COTIPOBOAMTENILHOTO MHUCHhMa K JOKYMEHTaM, COACPIKaIUM CBEICHUS 00 M30MpaTensx,
y4acTHHUKaX pedepeHayma.

6.2.7. Bce nOKyMeHTHI, cojiepkaliue CBeAcHUs 00 H30Mparesnsx, y4aCTHHKAxX
pedepenayMa, U CONPOBOIUTENbHBIE TUChMA K HUM MPHU UX MOJYYSHHUH JIMOO OTIPaBKE
PETUCTPUPYIOTCS COTPYAHUKOM armapara TeppuTopruaibHOl KOMUCCUHU, OTBEYAIOIIUM
3a  JeJONPOM3BOACTBO B  OTACIBHOM KypHajie 1o ¢GopMme, YCTaHOBICHHON
COOTBETCTBYIOIIMM TPABOBBIM aKTOM TepputopuanbHoii kKomuccuu. Ilpu sTom
K PErHCTPAllMOHHOMY MHJEKCY JOKyMeHTa o0assieTcst mometka «JJCIDy».

6.2.8. CommpoBouTeIbHBIE  MUCbMAa K  MAIIMHOYMTAEMBIM  HOCHUTETISIM,
comepKallluM HW3MEHEHHUS pErHOoHANbHBIX (parmeHToB Perumcrtpa wusbmparenei,
VYaCTHHKOB  pedepeHaymMa  pEeTUCTPUPYIOTCS  OTBETCTBCHHBIM  3a  BEICHUC
JETONPOU3BOACTBA B TeppUTOpUAIBHON KOMHCCUU. [Ipy 3TOM Ha CONMPOBOAUTEIHLHOM
MHCHhME Y MAIIMHOYUTAEMOM HOCHUTEIIE MpocTaBisieTcs nmomeTtka «JCID».

MamuHounTaeMble  HOCUTENH, COJEp)Kalllie W3MEHECHHS  PETHMOHAIBHBIX
¢dbparmenToB Peructpa uzOupateneil, yuacTHUKOB pedepeHayMa, COMPOBOJUTEIbHBIC
MMCbMa K HHUM JIOCTABISIIOTCS B TeppUTOPHAIIBHYI0O KOMHCCHIO IOCPEICTBOM
3alUIIEHHBIX CEePTU(GUIMPOBAHHBIMU  CPEJCTBAMU  KPUNTOTpaUuUecKo  3aluThl
TeJeKOMMyHUKaMOHHbIX ~ KaHaloB ['AC  «BwiOopbe», opranamu ¢denepanbHON
benpabperepckoi CBA3M JIMO0 HAPOUHBIM.

6.2.9. JlokyMeHTBI, colepkaliue CBeAeHHs 00 wu30uparensiax, Y4aCTHUKAX
pedbepernyma, Ha OyMaXHBIX JHOO MAIIMHOYHUTAEMBIX HOCHUTEIAX XPaHSATCS
B ced(dax wiM B HAAECKHO 3alMPAEMbIX M OINeYaThiBaeMbIX IIKadax (SIUKaXx,
XPaHWINIAX ).

[To wcTeueHWM cpoka XpaHEHUS M PACCMOTPCHHUS Ha JKCIIEPTHOW KOMHUCCHU
TepputopranbHON KOMHCCHHM yKa3aHHBIC JOKYMEHTHI YHHYTOXAKOTCS TI0 aKTy
(mpunoxenne Ne 13).

6.2.10. lTokyMeHTBI, coaepKalme CBeAeHHs 00 u30uparensiX, yJacTHHKaxX
pedepenayMa, nepeaaroTcsi COTpyAHUKaM TeppuTopuanbHON KOMUCCUU TIOJT TTOATHCH.

[lepenaua JOKYMEHTOB, COAEpKAlIUX CBEACHHS 00 M30MpaTensx, y4aCTHHUKaX
pedepenayma, oT OJTHOTO paboTHHKa IPyroMy OCYIIECTBIISIETCSA
C pazpemieHusi Tpencenarenss TeppuUTOpUaTbHOM KOMHUCCHU WM JIWIA, €ro
3aMeIalouIero.

JIokyMeHTBI,  cofep)Kamue  CBelAeHuss 00  um30mparensx, ydacTHHUKaX
pedepeHayMa, THPKUPYIOTCA €  THUCHBMEHHOTO  pa3pelieHus  MpeceaaTess
TeppuToprasbHOM KOMHUCCUM WM JIALA, €r0 3aMELIAIOMIEro. YYeT TUPAXKUPYEMbIX
JOKYMEHTOB OCYIIECTBISIETCS MO3K3eMIUIsipHO. Ha o00opoTe mocnemHero mucra
KOKJIOTO SK3EeMIUIApa HCIIOTHUTENb JOJKEH YKa3aTh KOJMYECTBO OTIEYATAHHBIX
AK3EMILISPOB, CBOIO (DAMUIIMIO M TaTy TUPAKUPOBAHUS JOKYMECHTOB.

6.2.11.0 dakrax  yTpaThl  JIOKYMEHTOB, COIEpKAIUX  CBEACHUS
00 wu3OupaTensx, ydacTHHKaxX pedepeHmyma, aubO0 pasriamieHust cojepxKaniencs
B HHUX UWH(OpPMAIMU CTAaBUTCS B W3BECTHOCTh TIpeJacenareib eppuTopuambHOM
KOMUCCHH WIH JIUI0, ero 3ameniaromee. [Ipeacenarens umm auio, ero 3aMemiaoliee,
Ha3HA4YaeT KOMHUCCUIO IJISi pacCleIOBaHUSI OOCTOSITENHCTB YTPaThl WM pa3TIIaIlicHUs.
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Pe3ynbTaTel MPOBEPKM NOKIIAIABIBAIOTCSA NPEACENATENI0 TeppUTOPHAIBbHON KOMUCCHH
WM JIALY, €70 3aMEIIAOIIEMY.

7. IloaroroBka, opopmJjieHUE, BHIMIYCK, Y4eT JOKYMEHTOB, PACCMATPHBaeMbIX HA
3aceqaHusAX TeppuUTOPHAITBLHON KOMUCCHHA

7.1. ®opMupoBaHUe NMPOEKTA MOBECTKHU JAHA 3acenanusi TeppuropuajibHoii
KOMHCCHH.

7.1.1. IlpoexT TmOBECTKM JHA 3acefaHust TeppUTOpUAIBHON  KOMUCCUU
dbopmupyeTcss  mpeacemareneM  (cekperapeM) — TeppHUTOpHANBHOW  KOMHCCHH
B CPOKH, YCTAHOBJICHHBIE PETIAMEHTOM TeppHUTOpHAIbHONM KOMHCCUHM, HA OCHOBaHUU
IJIaHOB paboThl M pemieHUud TeppuTopranbHOl KOMUCCUH, MOPYYEHUN TMpencenaTens
TepputopranbHOM KOMHCCHHM, IMOCTYNMBIINX JOKYMEHTOB M, IIOCJIE COINIACOBAHUS
¢ mnpexacenareneM TeppUTOpHMAIbHOM KOMHMCCHH, IOIIMCBIBAETCS  CEKPETAPEM
TepputopuanbHON KOMHUCCHH.

7.1.2. Unensl TeppUTOpHATBHOM KOMHUCCHM BIIpaBe IMpPEIJIOKUTh BHECTU
B IPOEKT IIOBECTKM [Hs 3aCENaHHs BOIIPOCHI, B TOM 4YHUCIE, HE IPELyCMOTPECHHBIC
IUIaHaMU paboThl U pPelIeHUs MU TeppUTOPHATIbBHON KOMUCCHM, MIPU YCIOBUHM HAJIUYMS
IIOATOTOBJIEHHBIX 110 3TOMY BOIIPOCY JTOKYMEHTOB.

JlaHHBIE BOIIPOCHI  BKJIIOYAKOTCA B IIPOEKT IIOBECTKH [JHA 3acelaHusd
TepputopuaibHOW KOMHCCHM TIpM MUCBMEHHOM oOpamieHud (B TOM  YHCIE
HAMpaBJICHHOTO IO CPEACTBAM 3JCKTPOHHOM IMOYTHI) wWieHa TeppUTOpUATBbHOM
KOMHMCCUM TI0 HMHMIMATHBE KOTOPOTO BOIIPOC BBIHOCHUTCS HA 3aceJaHue, Ha HUMs
npeacenarens TeppuTOpUAIBHOM KOMHMCCHUM, B KOTOPOM YKa3bIBa€TCS Ha3BaHUE
BOINPOCA, JOKJIAAYMK W Jara I[epeladyd IOArOTOBICHHOTO IIPOEKTAa PEUICHUs
B COOTBETCTBHM C IyHKTOM 7.2 MHCTpyKIIMM M MaTepHaIOB K HEMY CEKPETAPIO
TeppuTopuanbHON KOMHUCCHH.

7.1.3. CornacoBanHblii ¢ TmpencedareneM TeppUTOPHAILHON  KOMHCCHU
M TOANMVCAHHBIA ceKkperapeM TeppuTopuaibHOW KOMHUCCHM IPOEKT MOBECTKUA JHS
3acenaHuss TeppUTOPUAIBHONM KOMHUCCHH THUPAKUPYETCS [UISl PACCBUIKM  YJI€HaM
TepputopualibHOM KOMHUCCHH.

[TpoexkT moBecTku AHS 3aceqaHusl W30MpPATETbHOM KOMHCCHM pa3MEIlaeTcsi Ha
ouImaILHOM caiite n30MpaTeTbHON KOMHCCUU B uH(OPMAITMOHHO-
TEJIEKOMMYHUKAMOHHOMN ceTtu VHTepHeT.

7.2. IlonroToBKa [JOKYMEHTOB 10 BONPOCAM, BKJIYEHHbBIM B THPOEKT
NOBECTKHU AHA 3acegaHusl TeppuTOpHAIbHOI KOMHUCCHM.

7.2.1. IokyMeHTbl TIO BONPOCAaM, BKJIIOUEHHBIM B TPOEKT TOBECTKH JHS
3aceaHus TeppuUTOpHAIbHOW KOMHUCCUM, TOTOBATCS 4YIE€HaMU TeppUTOpHaIbHOU
KOMMCCHH, 3a KOTOPBIMH 3aKpPEIIEHbI COOTBETCTBYIOLIME HAMPABICHUS IEATEIBHOCTH,
C MPUBJIEYEHUEM, B Cllydae HEOOXOJUMOCTH, paOOTHUKOB amnmnaparta TeppuTopuanibHON
KOMMCCHUU U JPYTUX CHEHUANCTOB.

7.2.2. TlpeacraBnsgeMble K PACCMOTPEHHUIO JOKYMEHTHI JIOJDKHBI BKJIIOYATh
O3arjaBJCHHbI MPOEKT pEHIeHUs C MPUOOIIEHHBIMA K HEMY MOUIMHHUKAMU
JOKYMEHTOB, MOCIIYKUBIINX OCHOBAHUEM [UIl PACCMOTPEHMs BOIIPOCAa HA 3aCEIaHUU
TepputopuanbHoil KOMUCCHH, TUOO MPOEKT MUCHhMA, MOAJEKAIIETO COTJIAaCOBAHUIO HA
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3aceaHuu TeppuropuanbHOU KOMHCCHH, IpU HEO0OXOMMOCTH —
MOSICHUTEIIBbHYIO 3aMUCKY [0 PacCMaTpUBAEMOMY BOTIPOCY.

7.2.3. IIpoekThl JOKyMEHTOB (BKJIIOYAs MPUIOKCHHUSA), MPEACTABIACMBIC IS
paccMOTpeHHsT Ha  3acelaHuu  TeppUTOpUaIbHOW  KOMHUCCHUH,  BHU3HUPYIOTCS
UCIIOTHUTENEM, W  4IE€HOM TeppuTOpuanbHON  KOMHCCUH, OTBETCTBEHHBIMU
3a MOJITOTOBKY JOKYMEHTA.

[IpoekThl JAOKYMEHTOB (BKJIIOYasi MPUIIOKEHHSI), COJEpXKAIlUe BOMPOCHI
(uHaHCUpOBaHUs BHIOOPOB, 0OeCIeUeHUs NESITEIbHOCTU T eppuTOpruaibHOM KOMUCCHH,
OoOy4eHHs] OpraHMU3aTOpOB BHIOOPOB W YYAaCTHUKOB M30MPATENHHOTO Ipoliecca,
B 00s3aTE€TLHOM TOPSAKE BU3UPYIOTCS TJaBHBIM OyXraatepoM TeppHTOpHabHON
KOMHCCHHU.

Bu3sbl mpocTaBisIOTCS B KOHIIE TEKCTAa MPOEKTa perieHus Jubo Ha 000pOTHOMU
CTOpPOHE TIOCJEAHEro JIMCTa TPOEKTa JOKyMEHTa (BKJIOYas MPUIIOKEHUS) MO
ycraHoBiIeHHOU (opme (mpuitoskeHue Ne 6). Kakaplid JTUCT MPUIIOKCHHUS BHU3UPYETCS
ucrnoigHuTeneM. Buza mpocrtaBisieTcss B NMPaBOM HIDKHEM YTy Ha CBOOOJHOM TMOJie
CTpaHMIIBI TTOCJI€ TEKCTA TUOO Ha 0OOPOTHON CTOPOHE.

7.2.4. [IpoekThl JTOKYMEHTOB JJIS BHU3WPOBAHUS JOJKHBI TPEJCTaBIATHCSA
B CPOKH, YCTAaHOBJICHHBIE PETJIaAMEHTOM TeppUTOPUAIIBHON KOMUCCHH.

7.2.5. Uctionautens  oOecreuynBaeT  KOMIUIEKTHOCTh  BCEX  JIOKYMEHTOB,
0003HAaYEHHBIX KaK B MMPOEKTE PEIICHNUs, TaK U B MPUJIOKEHUAX K HEMY.

7.2.6. [locne mpocMoTpa, a B HEOOXOJMMBIX CIy4dasiX — BHECEHHs TOIPABOK,
cekperapb TeppuTopuasbHONM KOMHUCCHU HA TOJATOTOBJICHHBIX U OGOPMIICHHBIX IS
pacCMOTpEHHs] Ha 3aCE€IaHuM NPOEKTaX JOKYMEHTOB JejaeT OTMeTky «Ha
3ace/laHue», CTAaBUT MOJIUCH U 1IaTy W TepellaeT BeCh KOMIUIEKT JOKYMEHTOB
OTBETCTBEHHOMY 3a BEJICHHE JIEJOMPOU3BOJCTBA (3a MOJATOTOBKY 3acelaHus) s
TUPAKUPOBAHUS.

7.2.7. Ilpoextsl pemenuit Komuccunm u Apyrue HEoOXOIUMbIE MaTepUabl
npeaocTaBisitoTcss uiaeHam Komwuccuun He Tmo3aHee, 4YeM 3a JBa pabouyux JHS
1o 3acenanusi Komuccnuu, a B MICKIIFOUUTENBHBIX CIIy4asix — HE MO3/IHEe 4eM 3a | yac 1o
Hauyaia 3acenanusa Komuccun.

7.2.8. OTBETCTBEHHBIN 3a BEJEHHE JIEITONMPOU3BOJICTBA (ITOJATOTOBKY 3acedaHus)
KOMIUIEKTYET MaIKU ¢ JOKYMEHTAMU, OJIEXKAIUMH PaCCMOTPEHHIO, B COOTBETCTBUU C
MIPOEKTOM MOBECTKH JIHS 3aceiaHusi TeppuTopraibHONM KOMUCCUU U Pa3/iaeT UX YJ€HaM
TepputopuanibHOU KOMMCCHH, B CPOK, YCTaHOBJIEHHBIN pETJIaMEHTOM
TepputopralibHOM KOMUCCHMU.

Ecmn unen TepputopranbHOM KOMHUCCUM HAXOJIMUTCA B OTIYCKE, KOMAaHIUPOBKE
WM OTCYTCTBYET Mo OOJIe3HHW, MpeaHa3HaYeHHas /IS HEero mnamka ¢ JOKyMEHTaMu
OCTaeTCs 0 €ro BO3BpAICHUS Y OTBETCTBEHHOTO 3a BEICHHUE JCJIONPOM3BOJCTBA (32
MOATOTOBKY 3ace/IaHusl).

Unenam TeppuTOpHAIIBHOM KOMHUCCUHA C MPAaBOM COBELIATEIBHOIO Iojo0ca
W JUIaM, TIPUTJIANICHHBIM Ha 3aceJaHue, COOTBETCTBYIOIIUE MaTepUalibl MEepeaatoTCs
Mepel Ha4auoM 3aceqaHusl.

7.2.9. Ilepen HayasioM 3aceTaHusi OTBETCTBEHHBIN 3a BEJIEHUE JISJIOMPON3BO/ICTBA
(3a MOJrOTOBKY 3acefaHus) PErUCTPUPYET MPUTIIALICHHBIX HA 3aC€JaHue JIUII, CIIUCOK
KOTOPBIX MPEJICTABISICTCA MpeAceaarento TeppuTopuaibHOM KOMUCCUH.
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7.2.10. Ha 3acemanun TepputropuanbHOW KOMHUCCHH BEOETCS  MPOTOKOJI
Y MOYKET MPOU3BOJUTHCS ayAUO03aINCh (BUAECO3aNKUCh). B ciryyae mpousBoacTBa ayauo-
wii  (BUAEO) 3amMcH WieHbl TeppUTOPHAIbBHOM KOMHUCCHMM M IIPUIJIAlllCHHBIE
YBEIOMIISIFOTCS] 00 3TOM /10 OOBSIBICHUS TIOBECTKH JIHS 3aCElaHusl.

7.3. Beinyck JTOKYMEHTOB, paccMOTPEHHbIX Ha 3acelaHUM
TeppuTopuajJibHOM KOMUCCHH.

7.3.1. JlokyMeHTBI, pacCCMOTPEHHbIE Ha 3aceanuu TeppuropruaibHOW KOMUCCHH,
B Cllydae, €Clid B XO/I€ 3aCE€JaHusl BHOCUINCh U3MEHEHMSI, JODKHBI ObITh TOPaOOTaHBI,
a 3aTeM IOANMCAaHbI, 3apETUCTPUPOBAHBI U PA30CIIaHBbl.

7.3.2. Cpok n0pabOTKH TOKyMEHTOB HE JOJDKEH MPEBBIIIATh TPEeX pabouynx JHen
MocCJie THA 3acelaHus, eCIl WHOM CPOK He ompefesieH (eepaibHbIM 3aKOHOM U (HJIH)
3akOoHOM cyObekTa Poccuiickoit ®enepanuu, periiameHToM TeppuUTOpHATBHON
KOMHCCHUH WUJIM HE OTOBOPEH Ha 3aCE/IaHUU.

7.3.3. IIpn nopaboTKe MOKyMEHTa UCIIOJHUTENh BHOCUT B TEKCT COTJIACOBAaHHBIC
B XOJ€ 3acenaHus W3MEHEHMsA. B cimydae npuuATHS TeppUTOpHaIbHOM KOMUCCHEW
pelieHruss O HEOOXOAMMOCTH KOHTPOJS 3a BBIIOJHEHHEM PELIEHUS €ro TEeKCT
JOTIOJIHAETCS IIYHKTOM, B KOTOPOM HAa3HA4aroTCs JIMLA, OTBETCTBEHHBIE 32 HCIIOJIHEHUE,
U B Cllydae He0OXOJUMOCTHU ONPEIEIIAETCS CPOK UCIIOTHEHUS.

[Tpu HEoOXOAMMOCTH, B CIy4ya€ BHECEHHUS B JOKYMEHT COIJIACOBAHHBIX Ha
3aCelaHNM M3MEHEHHH, OH BU3HMPYETCS y WICHOB TeppUTOPHAIIBHOM KOMMCCHH,
BHECILIMX Ha 3aCE€JaHUU COOTBETCTBYIOIME NIPEIIOKECHHUS.

Busbl mpocraBistoTcss Ha OOOPOTHOM CTOPOHE MOCHEIHEro JIMCTa JOKyMEHTa
(pereHus, IPUIIOKEHMS) TI0 YCTaHOBJICHHOH (opme (mprtoskenne Ne 6).

7.3.4. VicnonHUTENh CIEIUT 33 KOMIUIEKTHOCTHIO MPUIIATa€MbIX K PEIICHUIO
JOKYMEHTOB M pacrnoyiaraéT HX B TOW TOCIEJOBATENIbHOCTH, B KOTOPOW OHHU
YIOMHUHAIOTCS B TEKCTE.

7.3.5. Ecnu Bompockl, cofiepKaiuecs B pelieHnd TeppuTopruaibHON KOMHUCCHH,
KacarTCsl JESATEIbHOCTA OJHOW WM HECKOJBKHX CTOPOHHHMX OpraHW3alui,
K JIOKYMEHTY IPHJIaraeTcs JUCT COIVIACOBAHMS, B KOTOPOM YKa3bIBAETCSI HAMMEHOBAHUE
OpraHu3alyy, JOJKHOCTb, MHULIMAIBI M (aMUJIMs JOJKHOCTHOTO JIMIA, C KOTOPBIM
3TOT JOKYMEHT COIVIACOBAH, U CTABUTCS €r0 JINYHAS NOJIHNCH.

CornacoBaHue MOXET OQOPMIISITbCS Ha TOCIHEAHEM JIUCTE  peIleHus
TepputopualibHOM KOMHUCCHH.

7.3.6. K odopmnenHoMy s TOANUCAHUS pEHICHUIO TeppUTOpHATBHON
KOMUCCHUM UCIOJIHUTENb MpHUJIaraeT OT4eT O pa3MEIIeHUH PelleHHs] Ha Oo(UIMalbHOM
caire TeppuUTOpPHAIBbHOW KOMMCCHM M PACCBUIKE II0 COOTBETCTBYIOLIMM ajpecaram,
KOTOPBIM HAampaBiseTcsl pelieHrue u3duparenbHol komuccun (panee — OTtyer)
(mpmtoxxenue Ne 7).

B Ortuer BKIIOYAIOTCS JOJDKHOCTHBIE JHIAa (OpraHU3aluu), KOTOpble OyayT
3a/IeUCTBOBaHbl B  peaM3allMi  TMPUHATOTO JOKYMEHTa WM  JIOJDKHBI  OBITh
MPOUH(POPMHUPOBAHBI O €r0 COAEPKAHUU U KOTOPHIM 3TOT JIOKYMEHT JOJDKEH OBITh
pasocnas.

OT4yer MOANUCHIBAETCS HUCIHOJHUTEIEM U YTBEPXKIAETCA IMpeAcenareseM
TeppuropuaabHON KOMHUCCHH.
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7.3.7. ObopmieHHBIII KOMIUIEKT JTOKYMEHTOB (perieHue, 00O03HAYCHHBIC
B €ro TeKcTe npwiokeHus, OTYeT) HCHOJHUTENb MEPEAacT OTBETCTBEHHOMY
3a BEJIEHUE JIEJIONPOM3BOJACTBAa (32 MOJATOTOBKY 3acelaHus) Uil IPOBEPKU
IPaBUJIBHOCTH O(OPMIIEHUSI JOKYMEHTOB M IOCJEIYIOIIET0 HX IPEACTaBICHUS Ha
HOJINCH MPEACEAATEIO U CEKpeTapro TeppUTOpranbHO KOMUCCHM.

7.3.8. Pemienue IIOANMCBIBACTCS npeacesaTenem U CEeKpeTapeM
TepputopualibHOM KOMUCCHHU.

Ecim Ha 3acemannn TeppuTopmanbHOM KOMHCCHH —IPEACEAATENIbCTBOBAI
3aMECTUTEIIb npeacenarens TeppuropransHOii KOMHCCHH, CEKpeTapb
TepputopranbHOW KOMHMCCHUM WJIM OJWH W3 WICHOB |eppUTOPUATIBHON KOMHUCCHH
C TTpaBOM pEIIAIOLIEr0 TIoJIOca, a TakKe €CIIM  IIOJHOMOYHMS  CeKpeTraps
TepputopranbHOW KOMHCCHM OCYIIECTBJISI OAWH W3 YWICHOB TeppUTOPHAIBHOU
KOMHMCCUH C TMPABOM DPEMIAIOLIETO0 T0J0Ca, TO MOAMUCHA B NIPOTOKOJE, HA PEIICHHUH
0(hOPMIISIIOTCS CIIETYIOINM 00pa3oMm:

«3aMmecTuTenp npencenareyss TeppUTOPUAIIBHOM KOMHMCCUW» — B ClIy4ae
BPEMEHHOT'0 OTCYTCTBUA Npeacenareis TeppuropruaibHON KOMUCCHUH;

«Mcnionustronii 00s13aHHOCTH TpezcenaTens TeppuTopruaabHO KOMUCCUNY —IIpU
Hanuuuu peuieHust Cankt-IletepOyprekoiil n30upaTenbHOM KOMUCCUU O BO3JIOXKEHUU Ha
OJIHOTO M3 4JIEHOB TeppuUTOpHAIbHOM KOMMCCHUM C IIPaBOM PEILIAIOLIEr0 IoJIoca
IIOJTHOMOYHMH Ipencenareis TeppuropruaibHON KOMUCCHUM;

«IIpencenarenbCTBYIOIIMKM  HA 3aceNaHUuU TeppUTOPUAIIBHOW KOMHUCCHW» -
B Cllyda€ BPEMEHHOIO OTCYTCTBUSA IIpEICENaTeisd, 3aMECTUTENs IpPeacenarelis
TepputopuansHoii ~ kKomuccu, oTcyTcTBUs — pemenuss  Cankrt-IlerepOyprekoit
n30UpaTenbHOM KOMHCCHM O BO3JI0KEHHMUM HA OJHOTO M3 WIECHOB TeppUTOpHaNbHOU
KOMHCCMM C  TPaBOM  pEIIAIOIIETO  IroJIoca  NOJHOMOYMK — NpEelcenaTess
TepputopnanbHO KOMHUCCHM M IIPM  HaJMYWMU pelIEeHHs TeppUTOpUaIbHOU
M30UpaTEeIbHOM KOMUCCHUH,

«Mcnonusomuid  0053aHHOCTU  CeKpeTapsi TeppUTOpUANIbHOW KOMHUCCUN») —
B Cllyyae HaJIM4YUs pelieHus TeppuropruanbHOM KOMUCCUN O BO3JI0KEHUHU HA OJHOTO U3
YJI€HOB TeppuUTOPHAIIBHOW KOMHCCHUHU C IIPABOM PEHIAIOMIETO TOJI0Ca IMOJTHOMOYMH
cekperaps TepputopruaibHOM KOMUCCHUMU.

«Cexkperapp 3acefanus TeppuTopHasbHON KOMUCCUU» — B CIIy4ae BPEMEHHOIO
OTCYTCTBHSI CEKpeTapsi M30UpaTeibHOM KOMHCCMM W TpU HAIUYUU  PEHICHUS
n30UpaTeTbHOM KOMHUCCHH.

7.3.9.Tlocne  moamucaHusi  pelICHUST  PETUCTPUPYIOTCS  TpejceaaTeaeM
(OTBETCTBEHHBIM 3a BEJACHHE JEJIONMPOM3BOJACTBA) TeppuTOpUaIbHON KOMHUCCUU
C HCIOJB30BaHMEM perucrpauumoHHo ¢opmel. Ha nokymentax u  Ortuere
MIPOCTABIIIETCS PETUCTPALIMOHHBIA HOMED.

7.3.10. Pemenuss HyMmepyloTCcs B XPOHOJOTHYECKOH TOCIIEN0BATEIbHOCTU
B IIpelesiax cpoka nosHomouud TeppuropuanpHor komuccuu. Homep perieHus
COCTOMT W3 HOMEpa MPOTOKOJA M TMOPSAIKOBOTO HOMEpA pELICHHS, pa3AeICHHBIX
aeducom, Hanpumep: 1-5.

7.3.11. Yxa3aHHbIe BHIIIE PEKBU3UTHI BHOCSTCS B PETUCTPAIMOHHYIO (OpMY.

7.3.12. Pa3pemienie  Ha  THUPaXUPOBAaHHWE JOKYMEHTOB B  HEOOXOAMMOM
KOJIMYECTBE  JaeT IpeAcenarens [eppUTOpUAIbHOM  KOMHCCUHU. JIOKYMEHTBI
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TUPAXUPYIOTCS OTBETCTBEHHBIM 32 BEJIEHHWE JEJONPOU3BOACTBA (3a MOJATOTOBKY
3acelaHrs) B COOTBETCTBUU ¢ OTUYETOM, Ha KaXI0M KONUU JOKYMEHTA MPOCTABISETCS
ne4arb, YAOCTOBEPSIOIIAs IOANMCH IIpeacenarens TeppuTOpHaTIbHON KOMHUCCUU
u cekperaps TeppuropraabHOi KOMUCCUH (0€3 BOCIIPOU3BEACHUS MOANKUCEN).

7.3.13. Konmuss  pemienuss ~ TeppuTOpUaIbHOM  KOMHUCCHM  HAINpaBISETCS
rpaXJaHWHy B cilyyae, eciau ero oOpamieHue B TeppUTOpHAIbHYIO KOMHCCHIO
NOCJIY>KWJIO OCHOBAaHUEM JIJII pACCMOTPEHUS BOIPOCA HA 3acelaHnu TeppuTOpraIbHOU
KOMUCCHU.

7.4. OdopMienne npoTokoJia 3acenanns TeppuTropuajbHOi KOMUCCHH.

7.4.1. Tlpotokon 3acemanusi TeppuropuaibHOW KOMHCCHH OQOpPMIISIETCS Ha
OJlaHKE B CPOK, YCTAHOBJICHHBIN PErIaMEHTOM TeppUTOpHUATbHON KOMHCCHHU.

7.4.2. TIpoTokon 3acenanusi MOKET O(pOpPMITATHCS B TIOJTHOM MJIM KPaTKO# dopMe.

7.4.3. Tekct mpoTokona 3acenaHusi TeppuTOpuaTbHOW KOMHCCHH COCTOHT U3
JIBYX 4aCTE€ — BBOJIHOM U OCHOBHOM.

7.4.4.B BBOJHOM YacTH NPOTOKOJA YKa3bIBAlOTCA (aMmidg W WHULUAIbI
npeceaaTeabCTBYOMmeEro (npeacenarens TeppUTopHaTbHOM KOMUCCHH, 3aMECTUTEINb
npexacenarens TeppuTOpHATIBHON KOMHUCCUH, CEKpeTaphb TeppuToprasbHOl KOMUCCHHN)
U TOPUCYTCTBYIOIIMX Ha 3aceJaHUM: 3aMECTUTEN Mpeacenarens TeppuTopHalbHON
KOMHCCHH, CEKpeTaps TeppUTOPHAIBHONW KOMHMCCHM M YJIEHOB TeppUTOpHAIIBHON
KOMHCCHH, B TOM YHCJIE C MPABOM COBELIATEIBHOIO I0JIOCa U JIML, IPUIJIALICHHBIX HA
3aceaHue, B ajl(paBUTHOM MOPSIKE.

Honyckaercss  odopMieHHE  MPUCYTCTBYIOIIMX  OTAEIbHBIM  CIIHCKOM
C yKazaHueM UHULHAIOB, Gamuauii u  JgomkHocTedl. CHUCOK  MpujiaraeTcs
K MPOTOKOJTY 3aceIaHMUsl.

Hanpumep:

[IpencenarenscTBOBA: [Ipencenarens TeppuropuanbHoOil H30HUpaTENbHOM
komuccuu Ne . @.1.0.

[IpucyrcrBoBanu:

3amecTuTeNb Mpece aTeNs ®.1.0.

TepputopuansHoil H30UpaTenbHOM
komuccenu Ne

Unensl TepputopuanbHoit nzouparensuoin  O©.1.0.
komuccuu Ne_

Unensl TepputopuanbHoit nzdouparensuoit  O©.1.0.
koMuccuu Ne_ ¢ IpaBOM COBELIATEILHOTO
rosuoca

[Ipurnamennsie ®.1.0.
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7.4.5. [loBecTKa HS BKJIFOYAETCS] B BBOJHYIO YacTh MPOTOKOIA. OHA COCTOUT U3
MEPEUHCIIEHNs BOIIPOCOB, KOTOpPbIE OOCYXXIAlOTCS Ha 3aceJaHud, M 3aKpeIUIsieT
MOCJIEIOBATEIBHOCTD UX O0CYXKJIEHUS U (PaMIIINK TOKJIATUYMKOB (BBICTYHAIOUTUX ).

Kaxx1p1ii Bompoc MoBeCTKHM JTHA 3acellaHus HymepyeTcs apaOckoil 1mudpoii, ero
HauMeHoBaHue GopMmyaupyloT ¢ npemiora «O» umum «O06». [lo KaxaoMy TYHKTY
yKa3blBaeTCsl JOKJIAMUuK U ¢dopma MpeAacTaBiIeHUss Bompoca (JOKJIal, OTYeT,
cooO1eHue, uHpopmarus).

7.4.6. OcHOBHasg 4YacTh MPOTOKOJIAa COACPKUT CTOJIBKO PAa3JeioB, CKOJIBKO
IMYHKTOB BKJIFOYEHO B MOBECTKY JHA. B COOTBETCTBHM C HEM pa3aeibl HyMEpPYIOTCS.

Kaxapiii pazaen cocrout u3 Tpex uvacteit: «CIIYIIAJIN», «BBICTYITUIINY,
«TeppuropuansHas uzbuparenbHas komuccust Noe  pemuiay, KOTOpbIE MMeYaTaroTcs
OT FPAHMIIBI JIEBOTO MOJIA.

B wactu «CJIYIHAJIM» kpaTKo H37maraercsi TEKCT BBICTYIUJICHHS JOKJIATUUKa.
Nuummanel 1 pamMuins JOKIaAYMKa MEYaTatoTCsl ¢ KPACHOM CTPOKU B POJUTEIIHBHOM
nmaje)xe. 3anuch JIOKJIAa H3JaracTcsi OT TPEThEro JIMIA €IWHCTBEHHOI'O 4YHCIA U
OTHIEsIeTCS OT (PaMUIIHH THPE.

Ecnu TekcT noknana npuiiaraercs K MpoTOKOIY, TO UCIIOIb3yeTcs cebhlika « Teker
TOKJIaJ1a IPUIIAraeTcs.

B vactu « BBICTYIINJIN» nepedyucnsitoTcsl BRICTYNAOIIME U aBTOPBI BOIIPOCOB.
Nuunmansl w  ¢gamMuians BBICTYNAIONIETO TE€YAaTalOTCS C KPAaCHOM CTPOKU B
MMEHUTEIbHOM  maaexke. Kparkas  3amuch  BBICTYIUIEHHSI [0 CYIIECTBY
paccMaTprBaEMOTo BoOIpoca (MO0 PEIICHUIO MPEACEeNaTebCTBYIONIET0) U3/1araercs OT
TPETHErOo JHIa €AMHCTBEHHOTO YHCTIA.

Ecnu TekcT BBICTYIUIEHUSI MpPUJIAraeTcsl K MPOTOKOIY, TO UCIOJIb3YETCS CChLIKA
«TeKcT BBICTYIIICHUS TIPUIIAraeTCs.

B uactu «Teppurtopuanphas wuzbupaTtenbHas komuccus Ne 37  pernuia:y
OTpaXaeTcsi MPHUHATOE pEIIEHHE MO0 O0OCYXIAaeMOMY BOINPOCY U  PE3yJbTaThbl
rOJIOCOBAHMS.

Conepxanue 0co0Oro MHEHHS, BBICKA3aHHOTO BO BpeMs OOCYXICHUS,
3alUChIBAETCSI B TEKCTE€ IMPOTOKOJA IIOCIE COOTBETCTBYIOLIETO PEIICHHUS WIH
odopmiseTcs Ha OTJEJIBHOM JIUCTE U MOMEIIAETCS IOCIE COOTBETCTBYIOLIETO PELICHHUS.

7.4.7. Ilporokon 3acenanus TeppUTOpUATIBHOW KOMMCCUU  MOJINKMCHIBACTCS
npeacenareneM  TepputropuanbHOM  KOMHUCCHMM (WM TPEACEAaTEIbCTBYIOIINM)
u cekperapeM TeppuropuasibHON Komuccuu (4ieHoM TeppuTopuaibHOM KOMMCCHH,
MCIIOJIHSIBIIMM OOSI3aHHOCTHU cekpeTapsi TeppuTopHaibHONM KOMUCCUU, UM CEKpeTapeM
3acenanus TeppUTOpUATbHOW KOMHCCHH).

7.4.8. TIpoTokobI 3acelaHui HYMEPYIOTCS B XPOHOJIOTUYECKOM
II0CJIEIOBATEIBLHOCTH B IIpEeIax CpoKa NOJTHOMOYUN TeppUTOpUAIIBHON KOMUCCUMU.

7.4.9. [Iporokonsl 3acenanuii TeppUTOpUATIBHON KOMHUCCUH, MPUOOILIEHHBIE K
HUM PEIICHUS] BMECTE ¢ MaTepuaIaMu, MOCTYKUBIIUMH OCHOBAHUEM JJISI UX TIPUHSTHUS,
0COOBIMH MHEHMSIMU YJICHOB TeppUTOPHAIIBHOM KOMHUCCHUM XPaHATCA y Mpeacenaresns
TeppuTopuanbHOlt KOMUCCHH, a 3aTeM, 0()OPMIIECHHBIE B COOTBETCTBHH C TPEOOBAHUSIMU
NHcTpykiuu, nepeaatoTcst B apXuB.
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8. Odopmienne npuka3oB npeacenarens TeppuropuanbHOi KOMUCCUH

8.1. [Ipuka3 mpencenarens TeppUTOpUambHOM KOMHUCCHM IO OCHOBHOM
ACSTENIbHOCTY M JIMYHOMY cocTaBy (manee-llpuka3) odopmisercs Ha OnaHke
yCTaHOBJCHHOU (hopMeI (Tiprtoskerne Ne 3.3).

8.2. Tekct [Ipuka3za COCTOMT, KakK MPaBUJIO, U3 KOHCTATUPYIOLIEH
Y PaCIOPSAUTEIBLHON YacTEN U JOJKEH UMETH 3ar0J0BOK.

8.3. B xoHcTaTtupyromel 4acTH HM3/araloTcs LEIH M 3a7add MPEANHUCHIBAEMBIX
nevicteuii. Eciin ocHoBaHueM Kk u3paHuro [Ipukasa siBisieTcsi HOpMaTUBHBIN IPABOBOU
aKT WIH PacCoOpSAUTEIbHBIA JOKYMEHT, TO B KOHCTATUPYIOIIEH YaCTH YKa3bIBAIOTCS €r0O
Ha3BaHHUE, 1aTa, HOMEP, 3ar0JI0BOK.

8.4. B pacnopsauTensHOM 4acTH coAepkKaTcsl MEePeUnucIeHUe MPEeANUChIBAEMbIX
aercTBuid, cpoku U ucnonHutenu. [ynkrsl [Ipukaza HymepyroTcs apabckumMu nuppamu
C TOYKOH M HE UMEIOT 3ar0JIOBKOB.

8.5. Ecnu Ilpuka3 n3MeHsier, OTMEHSIET WK JOTOJHSIET paHee u3nanubiii [Ipuka3
WJIM €r0 OTAEIBHBIE TyHKTHI, TO 3TO OroBapuBaeTcs B TekcTe IIpukasa.

8.6. B mocnemHeM mMyHKTE pacmopsIUTENbHON YacTH, TpHU HEOOXOJMMOCTH,
YKa3bIBAETCS JTOJKHOCTHOE T, Ha KOTOpPOE BO3JIAraeTCs
KOHTpOJIb 32 ucnoyiHeHueM IIpukasa.

8.7.1lpu wHamuumm npuioxeHnt k Ilpukazy B  TekcTe Ha  HHX
00513aTEIBHO JIEIAETCS CChLIKA.

8.8. Ecniu B [Ilpukase cojaepxkarcs BONpPOCHl (DUHAHCHPOBAHMS BBHIOOPOB,
o0ecnieyeHus  JAeATeNbHOCTH  TeppUTOpHANBbHOM  KOMHUCCHM,  JKCIUTyaTalllH
U Ppa3BUTHS CPEACTB  aBTOMAaTU3alMW, OOy4YeHUS OpraHu3aTopoB  BHIOOPOB
Y YYaCTHMKOB M30MpaTENIbHOTO MpoIiecca, TO OH BU3UPYETCs Y TJIaBHOTO OyXranrepa.

Busbel mpocraBistoTcss Ha 000pOTHOM cTopoHe mocnenHero nucra Ilpukasa,
NPUIOKEHHS K HEMY TI0 yCTaHOBJICHHOM (hopme (mpunoskernue Ne 6).

8.9.Ilocme  mommucanus  Ilpwkaspl  PErUCTPHUPYIOTCA  TpeaceaaTeNIeM
(OTBETCTBEHHBIM 3a BEACHHE JEJIONMPOM3BOJACTBA) TeppuTOpUaIbHON KOMHUCCUU
C HCIIOJIb30BAaHUEM PErUCTPallMOHHON (opmbl (KypHal) W (QopMUPYIOTCS B Jena
B COOTBETCTBHMM C HOMEHKIATYpou Jen TeppUTOpHalbHOW KOMHCCHUM BMECTE
C IOKYMEHTaMH, MOCITYXKUBIIMMHU OCHOBaHUEM i u3nanus [Ipukasa.

8.10. [IpukazaM  mnpucBaMBalOTCS  PErUCTpallMOHHBbICE HOMEpa B Mpefenax
KaJICHJApHOTO rojia.

8.11. Konmu IIprka3oB 3aBepsitOTCS MEYaThIO.

8.12. Ilpuka3pl BMecCTe C JOKYMEHTaMH, MOCITY>KMBLUIUMH OCHOBAHHUEM IJISI UX
W3JIaHUs, XpAHATCS y npezacenaress (OTBETCTBEHHOTO 32 BEICHUE JEJIONPOU3BOICTBA),
a 3areM, OoQOpMJIEHHBIE B COOTBETCTBUM C HacTosieid MHcTpykmueit, nmepenaroTcs
B apXMB.

9. KOHTpOJIb UCTIOJIHEHUSI JIOKYMEHTOB U NMOPYYeHH i

9.1. KoHTpOJI1O UCTIOTHEHUS TOJIJIeXkKAT:
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IIOPYYEHHUsI, COAEPKAIIMECH B IIOCTAHOBJIEHUSAX M Apyrux nokymenrax LUK
Poccun,  Cankr-lletepOyprckoii  m30upaTenbHOM  KOMHCCHHM, B  PCIICHUSIX
TepputopralibHOM KOMUCCHMU;

- mopyueHus, conepxkammecs B Ilpukazax npencenarens TepputopuanibHOU
KOMHCCHU;

- MUCbMEHHbBIE MIOPYUYECHUS IpeacenaTens TeppuTopuaibHOW KOMUCCHH;

- BXOJMIIME JOKYMEHTbI, B TOM YHCJI€ NMHCbMEHHBIE OOpAaIleHUs T'pakIaH,
yKa3aHHble B llepedHe moiexammx KOHTPOJIIO JIOKYMEHTOB C YKa3aHUEM CpPOKOB
ucrnoysiHenus (mpuioxeHue Ne 8), B COOTBETCTBUU C YKa3aHUSIMU IO HCIIOJIHEHHIO
NOKYMEHTA npenacenareis TeppuTopuanbHOM KOMUCCHUH;

- HCXOJIAIINE TOKYMEHTHI, TPEOYIOIINe OTBETA;

- TOpYYEHHs, COJEp)KAIMECS B MPOTOKOJAX 3aceqaHuil TeppuropuanbHOU
KOMMCCHU;

- IUTaHBI MEPOITPUATHH.

9.2. KoHTponh ~ WCTHOJMHEHUS  JOKYMEHTOB, VKa3aHHBIX B  IOApa3jeie
8.1 HacTosmen MHCTpyKINM (32 HCKIIIOUEHUEM HCXOIAIIUX JOKYMEHTOB), IO CYILIECTBY
3aTPOHYTBIX B HHUX BOIPOCOB OCYILECTBIIIET Mpelacenaresb TeppuTopraIbHON
KOMMCCHHU.

9.3. KoHTpoib HCIIOJIHEHUS MCXONAIIMX JOKYMEHTOB, B TOM 4HCIE 3a
CBOEBPEMEHHOCTBIO ITOJIyYEHHsI OTBETOB Ha 3ampochl TeppUTOpUaIbHONM KOMUCCHH,
OCYIIECTBISIOT PAOOTHUKH, OTBETCTBEHHBIE 32 TIOJTOTOBKY JJAHHBIX IOKYMEHTOB.

9.4.Cpoku  WUCHOJHEHHUS  TOPYYEHUH,  COACP)KAIIUXCS B  PEIICHUSX
TeppuropnansHoii komuccuu, llpukasax nmpencenarens TeppuropuaabHON KOMHUCCHH,
IMACBbMEHHBIX NOPYYEHUW mpencenarens TeppUTOpUaIbHOM KOMUCCHH ONPENEIISIIOTCA
ATUMH TOKYMEHTaMHU.

9.5. JIoKyMEeHT MOIC)KUT UCTIOTHEHUIO B TeueHne 30 KaleHJapHbBIX JHEH cO THS
€ro pEerucTpauuy, 3a HCKIIOYEHHEM CIIy4aeB, MPELYCMOTPEHHBIX MOJAPa3aeiIoM
9.6 nacrosmero pasuena.

Ecnu nocneanuit AeHh UCTIOJIHEHUS IOKYMEHTA MPUXOIUTCS Ha HEpaOOUuil JIeHb,
TO OH MOJUIEKUT UCIIOJIHEHHUIO B MIPEILIECTBYIOMUN eMy pabounii JeHb.

JokymenTsl ¢ mnomeTtkamu «BeceMa cpouHO», «CpOYHO» HCHOJHSIOTCS
B TPEXJHEBHBIA CPOK, JOKYMEHTBI C MOMETKON «OmnepaTuBHO» — B JIECSATHUIHEBHBIM
CPOK CO JIHsI YKa3aHUS 110 UCIIOJHEHUIO.

Ecnum mnocnegHuii J1€Hb HCIIOJHEHHsS JOKYMEHTa, COJEpKALIEro IOMETKY
O CpPOYHOCTH MWCHOJHEHUS, MPUXOJUTCS Ha HEpadOuuWid JI€Hb, TO OH MOMJIEKHUT
WCTIOJTHEHUIO B CIEAYIONTUHN 32 HUM pabouuii 1eHb.

9.6. Cpoku VCIIOJTHEHUS BXOJISIIINX JOKYMEHTOB YCTaHOBJIEHBI
B npuitoxkeHun Ne 8.

OOpaieHuss 1o  BOmpocaMm  BBIOOPOB U pedepeHaAyMOB, MOCTYIUBIINE
B TMEpUOJl M30MpaTeIbHOM KaMIIaHWM, HCIOJHSIOTCS B CpPOKH, YCTAHOBJICHHbBIE
®enepanbHbIM 3aKOHOM «O0 OCHOBHBIX TrapaHTHSIX M30MpaTEIbHBIX MpaB U MpaBa Ha
yuactue B pepepenayme rpaxnan Poccuiickoit @eneparum.

9.7. OTBETCTBEHHOCTD 3a CBOEBPEMEHHOE " IIOJIHOE BHECEHUE
B PErHUCTpallMOHHYI0  ¢opMmy (KypHal) CpPOKOB HCIHOJHEHHS  JOKYMEHTOB
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¥ UH()OpPMALIMK O COCTOSIHUM UCTIOTHEHHS TOKYMEHTOB, KOHTPOJIb CPOKOB UCHIOTHEHHS
JOKYMEHTOB BO3J1aratoTcsl Ha OTBETCTBEHHOTO 3a BEAEHUE AEIONPON3BOACTBA.

9.8. B miaHax MepoNnpHUATHI, YTBEP)KJICHHBIX pPEHICHUSIMH TeppUTOpHaibHON
KOMHCCHUH, TPUKA3aMH Tpejicenaresisa TeppuTopruanbHOl KOMUCCUH, CPOKU UCITOTHEHUS
OTJIEJIbHBIX MMyHKTOB MOTYT ObITh MOCTABJICHBI HA KOHTPOJIb.

9.9.1lpu HeoOXONUMOCTHM MPOMJICHUS CPOKa  HCIOIHEHUS  JIOKyMEHTa
OTBETCTBEHHBIN 3a WMCIOJHEHUE HE IO3JHEE YEeM 3a TPU JHA 10 WCTEUYEHHS CPOKa
UCIIOTHEHUA JOKYMEHTAa MpPEACTaBIIET HAa HUMs Mpenacenarens TeppuTopHalbHOM
KOMHUCCHHU JOKJIQIHYIO 3alUCKY C MOTUBUPOBAHHOM MIPOCHOOH O €ro MpoJIJICHUH.

9.10. JlokyMEeHT cYHMTaeTCs HCIOJIHEHHBIM W CHHMAETCS C KOHTPOJS TMOCIe
pelleHrsT BCeX TIOCTaBJICHHBIX B HEM BOMPOCOB, COOOIIECHUS PE3yJIbTAaTOB
PacCMOTPEHHUSI BCEM 3aMHTEPECOBAHHBIM JIMLIAM.

9.11. OcHOBaHUSAMH TSI CHATHUS JOKYMEHTA C KOHTPOJIS SIBJISIFOTCS:

pelieHue TeppuropuanbHO KOMUCCHH, IpuKas npeacenarens
TepputopranbHON KOMUCCUH T10 PE3YIbTATaM MCIOJHEHUS JOKYMEHTA,

OTBET Ha BXOALIUN JOKYMEHT I10 CYLIECTBY;

[OJlyYE€HUE OTBETa OT OpPraHM3allUid, B KOTOpBIE JOKYMEHT ObLI HampaBiieH IS
PacCMOTPEHHUS 110 CYLIECTBY ITIOCTABJICHHBIX B HEM BOIIPOCOB U OTBETA 3asiBUTEIIIO;

HampaBJieHUE oOOpallleHuss B JpyrHe OpraHu3aluu Ui PacCMOTPEHHs IO
CYLIECTBY MOCTaBJICHHBIX B HEM BOIPOCOB M MOCIEAYIOLIET0 HH(POPMHUPOBAHUS aBTOpa
0 pe3yJIbTaTax pacCMOTPEHUS,

BH3a MpejcenaTens Ha JoKkymeHTe «B neno», «CHATb ¢ KOHTPOJIS».

9.12. JlokyMEHT HE CUMTAETCS UCTIOTHEHHBIM U OCTACTCsI Ha KOHTPOJIE:

€CJIM OH HAIPABIISIETCS B APYTME OPraHbl WM OPraHU3alUU C LEIbIO MOJYyYCHUS
TepputopuanbHoii komuccue uHboOpMalUM, HEOOXOAMMOUM IJii PacCMOTPEHUs IO
CYLIECTBY TIOCTaBJIEHHBIX B JIOKyMEHTE BOIpocoB. B ciyyae HeoOX0IMMOCTH
TepputopuanbHas KomuccHsi THGOPMHUPYET 00 ITOM aBTOpa IOKYMEHTA;

€CJIM OH HAlpaBJISAETCS B IPYrHe OPraHbl WM OPTaHU3aLNN I PACCMOTPEHUS 110
CYILIECTBY IIOCTABJICHHBIX B HEM BOIPOCOB M OTBETA 3aABUTEII0 C IOCIECAYIOLIUM
uH(popMUpoBaHUEeM TeppUTOpUATBHON KOMUCCHH O PE3yJIbTaTax UCIOIHEHNUS;

€CJIM Ha HEM HE CTOUT OTMETKa Ipeacenarens TeppuToOpUalbHOM KOMHUCCUU
O MPUHSTUU UCTIOTHEHUS.

10. 3roroB/iecHHE U MCMOJIHL30BAHME MeYaTeil U IITAMIIOB

10.1. Inst ynocToBepeHUs MOAJMHHOCTU JTIOKYMEHTOB WJIM COOTBETCTBHSI KOMUI
JOKYMEHTOB TMOJJIMHHUKAM, TIPOCTaBICHUS OTMETOK O TOJYYEHHH, PErucTpanuu
JOKYMEHTOB B TeppuTOpHuanbHON KOMUCCHUU UCTIONB3YIOTCS FepOOBbIE U IPYTUE MeYaTH
Y IITAMIIBI.

10.2. WsrotoBieHue mneyaTed W IITAMIIOB OCYIIECTBIISIETCS M0 YKa3aHUIO
npeacenarens TepputopraibHON KOMUCCHUU.

10.3. I'epboBasi  meuatrp  mpocrtaBigercs  Ha  [lodeTHbIX  rpamorax
U OnaromapHoOCTsX, (PUHAHCOBBIX JOKYMEHTaX TeppUTOpUANIbHOW  KOMHCCHH,
rapaHTUWHBIX MHCbMaX, JOTOBOpPAax, TIOCYIAapCTBEHHBIX KOHTPAaKTax W B JPYTHX
MIPEAYCMOTPEHHBIX 3aKOHOAATEIBCTBOM CIyYasiX.



33

10.4. Ha pacchutiaeMblx KOMUAX pelleHud TeppuTopuaibHOW KOMHCCHUH,
npuKaszax npeacenaress TeppuTOpUaIbHOM KOMHUCCUM, HA NAKETaX IpPU OTIPaBKE
JOKYMEHTOB, TpU O(OPMIECHUU JOKYMEHTOB Ha IIPUEM TOBAapHO-MaTEpUaTIbHBIX
LEHHOCTEW, Ha BHOC ¥ BBIHOC TOBAPHO-MATEPHAIBHBIX LIEHHOCTEH, HAa HaKJIAJHBIX
IPOCTaBIISIETCA M€YaTh C HAANUCKIO: « TeppuTopuaibHas n3duparenbHas kKomuccust Ne
37.» WIM OpU HAIMYMM TeyaThb C Haanuchio: «TeppuropuanbHas u30upareiabHas
komuccust Ne 37. It JOKyMEHTOBY»

10.5. IleyaTn ¥ wTaMObl NOJJIEKAT PETUCTPALMM B OTACIBHOM KypHale ydyeTa
negared u  mramnoB. lledvatm w  mTammel  BBIAAKOTCA  [IOA  NOANMCH
B JKypHaJIe yyera medared u mramnoB. Ha xyprane mpocrasnsercsa nomerka « /s
CIIy>k€OHOTO MOJIB30BaHU, €T0 JIUCTHI HyMEPYIOTCS, MPOIIKUBAIOTCS U OTI€UAThIBAIOTCS.

10.6. Ileyatn ® 1ITaMOBl JOJKHBI XPAHUTHCS B HANEKHO 3aKPHIBAEMBIX
Y OlleYaThIBa€MbIX B Hepabouee BpeMs cer(ax nin MeTANIMYECKUX MmKadax.

10.7. Ilpeacenatens TeppuTOpHaAIbHON KOMHCCHHU OCYIIECTBISIET KOHTPOJb 3a
MPaBUJILHOCTBIO XPaHEHHUS U UCIIOIb30BAHUS MT€YaTe U IITAMIIOB.

10.8. Ilpumeninye B HErOAHOCTh IMEYaTH M ILITAMIbl YHUYTOXKAIOTCSI, O YEM
COCTABJISIETCS aKT, & B KypHAJIE y4eTa IeyaTeil U ITaMIIOB CTAaBUTCS COOTBETCTBYIOLIAs
OTMETKA.

YHUYTOKEHHE IIPOU3BOAMTCS IIOCIE YTBEPXKACHMS aKTa MpeAceaaTesieM
TepputopranbHOi KOMUCCUHM. METaINIMYECKHUE TIEYaTH YHUUYTOXKAKTCS ITyTEM IOJHOTO
CHWIMBAHUS TEKCTA WM ONWJIMBAHUSA JBYMS NEPEKPECTHBIMHU JUHUSAMH, KaydyKOBBIC
II€YaTH Y IITAMIIbl Pa3pe3ar0TCs HA MEJIKME YaCTU UM CKUTAKOTCS.

11. ®dopMupoBaHme e U nepeaaya ux B apxuB

11.1. CocTaB/ieHue U YTBepKAeHHE HOMEHKJIATYPBbI JIeJl.

Homenknatypa pgen mnpenHa3HaueHa g (OPMHUPOBAHUS — MCIIOJHEHHBIX
JOKYMEHTOB B JIeJia, CACTEMATU3allMK U y4YeTa JIeJl, ONPENeNICHUs CPOKOB UX XPaHEHUS
M SBJISIETCS.  OCHOBOM  JJIi  COCTaBJEHUS  ONUCEH  Jel  MOCTOSIHHOTO
u BpemeHHoro (10 neT u 6osee) XxpaHeHUsl.

B HOMeHKIaTypy Jesn BKJIIOYAKOTCS 3aroJOBKM JIeJI, OTpa)karollue BCe
JOKYMEHTUpPYEMbIE y4yacTKh paldoTbl TeppuTOopHambHOW KOMHUCCHH, B TOM YHUCIE
JIMYHBIE JIeJ1a, CIPABOYHBIC U YUETHBIE KAPTOTEKHU U IPYTHe YUETHbIE (POPMBI.

3aroyioBOK Jefa JOJDKEH YETKO OTpa)kaTb OCHOBHOE COJAEpP’KaHWE W COCTaB
nokyMeHToB. He nomyckaercs ynorpebiieHne HEeKOppPEKTHBIX (POPMYIHPOBOK, BBOJAHBIX
CJIOB M CJIOJKHBIX 0OOPOTOB.

[Ipy  cocraBieHMM  HOMEHKJIATyphl  Je€d  CJIeAyeT  PpPYKOBOICTBOBATHCA
periiaMeHToM TeppuTopuaibHOM KOMHUCCHM, llepedHeM THIIOBBIX YIPABICHYECKUX
apXMBHBIX JOKYMEHTOB, 00pa3yIOIIUXCs B MPOLECCE NEATEIbHOCTH TOCYAapCTBEHHBIX
OpraHoB, OpPraHOB MECTHOI'O CaMOYMPAaBIICHHUS W OpraHU3alllii, C yKa3aHUEM CPOKOB
XpaHEeHMsI, YTBEP)KIEHHBIM  TMpuKazoM DenepasbHOTO  apXMBHOTO  areHTCTBA
or 20 nmexabpss 2019 roma Ne 236 (mamee — IlepedeHn), mopsakaMu XpaHEHUS
M Tepeflaud B apXWBBl JIOKYMEHTOB, CBSI3aHHBIX C TOJTOTOBKOM M MPOBEIECHHUEM
BbI0OpOB, yTBepkAeHHbIMU LUK Poccun u Cankr-IletepOyprckoit n3dupaTenbHOR
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KOMMCCHUEN, HOMEHKJIATYpaMHU Je1 TeppuTOpHaIbHON KOMHUCCUU 34 IIPEAIIECTBYIOIINE
TOJIBL.

[Ipy MNOArOTOBKE HOMEHKIATYPHl AEN HA MPEICTOAINA KaJCHIApHBIA TOJ
HEO0OXO0/IUMO YUUTHIBATH XapaKTEP BHIOOPOB, MPOBOJUMBIX B MPEACTOSIIEM TOJTY.

Homenkmarypa nen  TeppuTopralbHOM  KOMHUCCHM  HAa  NPEACTOALIUA
KAJICHIAPHBIA TOJ COCTaBISIETCS B IOCIEIHEM KBapTaje TEKYIIEero roja,
COTJIACOBBIBAETCSL C CEKpeTapeM TeppuTopHanibHON KOMHCCUHM, PACCMATPUBAETCA HA
3aceaHun OKCIIEPTHOM KOMHUCCHHM TeppUTOpPHAIIBHOM KOMHMCCHHM IO 3KCIEPTHU3E
[IEHHOCTH  JokymeHTOB  (manmee —  OK)  yTBepkmaercs  mpejacenareiem
TepputopuanbHOil KOMHCCHH, coTJacoBbIBaeTcs ¢ cekperapem Cankrt-IlerepOyprckoit
M30UpaTeIbHOM KOMHCCHMU W BBOJUTCS B JIeWCTBUE ¢ | sTHBaps CJlEAYIONIEro roja
(mpuoxenue Ne 9).

[Ipy MmOArOTOBKE HOMEHKIATYPBHI JAEN HA MPEACTOSAIIMNA KaJEeHAAPHBIM TIOJ
HEO0OXOJMMO YUYHUTHIBATH XapaKTep BHIOOPOB, TPOBOJUMBIX B MPEICTOSIIEM TOIY.

B cnydae BO3HMKHOBEHHsS B TEYEHHE TOJA HOBBIX JIEJI, OHM JIONOJHHUTEIHLHO
BHOCATCS B YTBEP)KICHHYI0 HOMEHKIATypy Jel II0 YKa3aHUIO IIpeaceaarelis
TeppuropuansHon KOMMCCUU nocjue COTJIACOBAHUA c CEeKpeTapeM
Canxkrt-IletepOyprckoit n306upaTeIbHOM KOMUCCHH.

Ilo OKOHYaHMU KAJIEHIAPHOIO roja B KOHIIE HOMEHKJATYPhI JEJ COCTABIISAETCS
UTOTOBAsl 3alMCh O KOJUYECTBE 3aBEJICHHBIX JIe] (TOMOB, YacTeil), OTJAENBbHO MO AejaM
IIOCTOSIHHOI'O ¥ BPEMEHHOI'O XPaHEHHUS.

Cpok XpaHEHHs [TOKYMEHTOB YKa3bIBAE€TCSI B HOMEHKJIAType JeNl CO CCBUIKOH
Ha crarbio [lepeunsa. Cpok XpaHeHHsI TOKYMEHTOB, HE YKa3aHHBIX B TaHHOM llepeune,
ycranaBiauBaerca OIIK mo cormacoBanmio ¢ Cankr-IlerepOyprckoil nzOuparenbHON
KOMMCCHEN.

Hcuncnenne cpoKOB XpaHEHUS! JOKYMEHTOB, 3aKOHUYEHHBIX JEJIONPONU3BOIACTBOM
B TEKYILIEM TOly, HAaUMHAETCA ¢ | SSHBaps CIEIYIOLIETO roja.

11.2. OopmiieHne  JOKYMEHTOB, 3aKOHYEHHBIX €JONPOU3BOACTBOM,
(¢opmupoBanue U Tekyuiee XxpaHeHue 1ej1 B TeppuropuajibHOM KOMHUCCHH.

3aKOHYECHHBIE JEI0NPOU3BOACTBOM JOKYMEHTBI oopmIIAIOTCS
B COOTBETCTBMM C TpebOoBaHMsIMM Hactosuledl MHCTpyKuuu, CIHUCHIBAIOTCS
npeacenareneM TeppuTOpuaIbHOM KOMHUCCHM B n1eno0. [Ipu 3TOM B HMDKHEW YacTu
JIMIIEBOM CTOPOHBI NMEPBOTO JINCTA JOKYMEHTa Ha CBOOOJHOM OT TEKCTa MECTE CTaBUTCS
OTMETKa O €ero HCIOJHEHUU, pacUIM(ppOBbIBACTCS MOAMNKHCH IpeacenaTesis
TepputopranbHOl KOMHCCHM, YKa3bIBAETCSI HOMEp J€JIa N0 HOMEHKJIAType W Jara
criucanus. [Ipu HE0OXOAUMOCTH OTMETKa 00 MCIOJHEHUM MOXKET OBITh CliejlaHa Ha
000pOTHOI CTOPOHE MEPBOTO JHUCTA JOKYMEHTA. B perucrpannonnyio Gopmy BHOCUTCS
OTMETKAa O CIHUCAaHWM JIOKYMEHTa B JI€JI0 C YKAa3aHHEM HOMepa Jerna COTJIAaCHO
HOMEHKJIAType Jedl.

WcnonHenHble  AOKYMEHThI  (OpPMHpYIOTCS B  Jella B  COOTBETCTBUU
C YTBEPKJICHHOW HOMEHKJIATYPOU JIET.

Jleno cuuTaeTcs 3aBEIEHHBIM C MOMEHTAa BKJIIOYEHUS B HErO IEPBOIO
VICIIOJTHEHHOTO JJOKYMEHTA.

[Tpu popmupoBanuu nena MpPoBEpsSETCS NMPAaBUIBHOCTh OTHECEHHUS JOKYMEHTOB
B JIaHHO€ JIeJI0, KadyecTBO O(POPMIIEHHS M KOMIUIEKTHOCTb JOKYMEHTOB, HaJIU4YHUe
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MOJIMUCEH, BU3, PETUCTPAIMOHHBIX HOMEPOB, CIPABOK WM OTMETOK OO0 HWCIIOJIHCHHH,
CIIMCaHWM B JIeJ0 U Apyrux. HempaBuiabHO odopMIIEHHBIE TOKYMEHTHI JOKHBI OBITH
100(hOPMIIEHBI, & 3aT€M ITOMEIICHBI B JIEJIO.

He pomyckaercss nomenieHue B JE€I0 JOKYMEHTOB, COJIEpKAHUE KOTOPBIX
HE COOTBETCTBYET 3aroJIOBKY JIENa.

[Tpu popMupoBanuu 11 COOTIOAAIOTCS CIEAYIONIME TPEOOBAHUS:

JIOKYMEHTBI TIOCTOSIHHOTO U BPEMEHHOro XpaHeHus (OpMHUpYIOTCS B Jeia
Pa3leIbHO;

B JIeJIO BKJIIOYAIOTCA TOJBKO WCIOJHEHHBIE, TMPABWIBHO O(OpMIICHHBIC
JIOKYMEHTBI B COOTBETCTBUU C 3ar0JIOBKaMU JIe]1 B HOMEHKIIATYPE;

BCE JIOKYMEHTBI, OTHOCSIIIHECS K PEIIEHUI0 OJHOTO BOIpoca, (popMUpyroTcs B
oHO neno. B ciayyae ecnu moabopka TOKYMEHTOB MO OJHOMY BOIPOCY HACUUTHIBAET
6oiee 100 1uCcTOB, OHA MOXKET OBITH BBHIJICJIEHA B CAMOCTOSITEILHOE JIEIIO;

JOKYMEHTBI, TOJIEkKAIINE BO3BPATY, B J€JI0 HE TOMEIIAOTCS;

B JIeJI0O TIOMEIIAETCS TOJIbKO OJMH DJK3EMIUIAP JOKYMEHTa, UYEPHOBHUKHU
Y BapUaHTHI IPOCKTOB JOKYMEHTOB B JI€JI0 HE MOIIMBAIOTCS (32 UCKIIOYEHUEM TEX, Ha
KOTOPBIX UMEIOTCSI BU3bI, YKa3aHUS MO HCIOJHEHHUIO JTOKYMEHTOB M JPYTrM€ OTMETKH,
JIOTIOJTHSFOIIME TIEPBBIN SK3EMILISIP);

B JEJO BKIIOYAIOTCS, KakK IPaBUIIO, JOKYMEHTHI OJIHOIO KAJIEHJApHOIO Tojia
(MCKITIOUEHHUE COCTABJISIOT JIMYHBIE U MIEPEXOISIINE Jea);

KOKJI0€ JeJ0 HE JODKHO mpeBbimaTh 250 JMCTOB, mpu OosblieM oObeMe
JIOKYMEHTOB B JieJie (hOPMHUPYETCSI HECKOJIBKO TOMOB (4acTeil).

[Ipn BriIrOYeHUM B €70 (aKCOrpaMMbl JIETAETCS €€ KCEpPOKOMHMs, KOoTopas
nogmuBaercss B neno. IlogmnHHUK (akcorpaMMbl YHUUTOXKAETCS C MPOCTaBICHUEM
OTMETKH 00 YHUUYTOKEHUU HA KCEPOKOIHH.

B ciaydae HeEoOXOAMMOCTH JOKYMEHTHI MO OJHOMY W TOMY JK€ BOIIPOCY, HO
C Pa3JIMYHBIM CPOKOM XpaHEHUs, MOTYT HaXOJAUTHCSA B OJTHOM JieJie O KOHIIA TEKYIIEro
rojia Wid JI0 3aBEpIICHUs] UCIOJHEHUS JOKYMEHTA, a 3aTeM IepedOopMUpPOBLIBAIOTCS B
Jiesa MOCTOSIHHOTO U BPEMEHHOTO XPaHEHHSI.

B nemo BKIIOYAIOTCA BCE JOKYMEHTHI IO KOHKPETHOMY BOIIPOCY BMECTE
C MPUJIOKECHUSIMHU, YKa3aHHBIMU B TEKCTE JOKYMEHTA, IPU OTCYTCTBUU IPUIIOKECHH,
YKa3aHHBIX B TEKCTE JIOKYMEHTA, HCTIOJTHUTENb 00sI3aH C/IeNaTh 3alliCh Ha JOKYMEHTE 00
HX MECTOHAXOKJECHUHU.

JIOKyMEHTBI BHYTpHU Ji€Jla paclojiaratoTcs B XPOHOJOTMYECKON WM BOIPOCHO-
JIOTUYECKOM MOCIe0BATETbHOCTH UM UX COUYETAHUU.

HopmatuBHbIe u OpraHU3aIMOHHO-PACTIOPSIUTETHHBIE JIOKYMEHTBI
C OTHOCSIIUMUCS K HUM IPWIOKECHUSIMU TPYIIIUPYIOTCS B Jieja M0 BUJaM JOKYMEHTOB
Y TI0 XpPOHOJIOTHUHU.

IIpoTokonsl 3acenanuii TeppuTOpUaIbHONM KOMHUCCHUU PACIIOIararoTcs B Jeje 10
XpOHOJIOTMM B TOpPSAJIKE BO3pacTaHusi HOMEpPOB. JIOKyMEHTBHI K 3aceIaHuIo
TeppuTopuaibHO KOMHCCHH MOMEMIAIOTCS MOCIE COOTBETCTBYIOLIETO MPOTOKOJIA.

[TonoxxeHusi, UHCTPYKIINH, YTBEPKACHHBIE PACHOPAIUTEIIBHBIMU JOKYMEHTAMH,
SABJISIIOTCSL  TPUWIOKEHUSIMU K HHUM M TPYIIHUPYIOTCS BMECTE C YKa3aHHBIMU
JIOKYMEHTaMH.
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[InaHoBass W OTYETHAasT NOKyYMEHTALUs HE3aBUCHMO OT JAaThl €€ COCTABJICHUSA
BKJIIOYAETCS B JIEJIO TOTO rojia, K KOTOPOMY OHA OTHOCHUTCHI.

B nene «llepenucka» ucxoasimuii (OTBETHBIN) JOKYMEHT MOMEUIAETCS IOCIE
Bxojsmero. Ilpm  BO30OHOBIEHMM  MEPENUCKA IO  BOMNPOCY, HayaBIIEHCS
B IpeablAyIleM TOAy, JOKYMEHTBl BKJIIOYAKOTCA B JEJIO TEKYLIEro roaa
M YKa3blBacTCs HMHJEKC TOro Jela II0 HOMEHKJIAType el IpeAblayLIero roja,
B KOTOPOM HaxOJATCs MPEAIECTBYIOINE JOKYMEHTHI 110 ITOMY BOIIPOCY.

OOparmieHus rpaxgaH M JOKYMEHTBI IO HMX PACCMOTPEHHUIO (POPMHUPYIOTCS
B otrhenbHble nena. Kaxaoe oOpamieHne U BCe JOKYMEHTBI IO €r0 PAcCMOTPEHUIO
COCTaBISIIOT B JeJie CaMOCTOSATENbHYIO TPYIIy W pacrnojaraiorcsi B andaBUTHOM
MOpsJIKE TIO MEPBBIM OyKBaM (aMUIINA aBTOPOB OOpAaILIEHUIA.

B nmemax, Haxomsmmxcsi B JEJIONPOU3BOJCTBE, AOKYMEHTHI TEKYIIEro TIOJa
pacronararoTcs 1o XpOHOJOTHHM CHU3Y-BBEPX IO Mepe NocTyruieHus. [Ipu noaroroske
K C/lau€ B apXuB JieJla ¢ JIOKYMEHTaMU MOCTOSHHOTO U BpeMmeHHoro (10 net u Goee)
XpaHEeHHs] TepepOPMUPOBBIBAIOTCA B OOpAaTHOM MOPSJIKE: JOKYMEHT, MOCTYHUBLIUN
B KaJICHJApHOM TOJy MOCIEIHHM, JOJDKEH OBbITh BHU3Y Jiela, a MHEepPBbIA JOKYMEHT
KQJICHIAPHOI'0 I'ojla — BBEPXY, IIEPBBIM.

Jena ¢ MOMEHTa UX 3aBEJCHUA U JO IEpeladyd B apXUB WU YHUYTOKCHUSA
B CBSI3M C UCTEUYEHHUEM CPOKOB XpaHEHMsI HaXOJATCs y Ipejceaarens (OTBETCTBEHHOIO
3a BEJICHME JIEJIONPOU3BOACTBA) TeppuTopruaibHON KOMUCCHH.

IIpoTokoJsibl  3acenaHuii, peleHus TeppUTOPUAIIBHOM KOMHMCCUH, CIIMCKHU
[IPUIJIALLIEHHBIX, MPWJIaraeéMble K IPOTOKONY, MOMJIMHHBIE OK3EMIUIAPHl PELICHUN
C COOTBETCTBYIOIIMMHU NPWIOKEHHUSIMHU, NPOTOKOJBHBIE ITOPYYEHHUS, TOKYMEHTBHI,
IOCTYKMBIIME  OCHOBAHMEM  JUII  PAacCMOTPEHHs  BOIpoca HA  3acelaHuu
TeppuTopuanbHOi KOMHCCHM, pacliu(@pOBaHHAs ayAHO3alUCh 3aceqaHus (mpu ee
HaJU4MH), CIOUCKH PACCBUIKM pEIIEHUWH [0 TMepeAayd B apXUB HaXOIATCA
y mpencenatens (OTBETCTBEHHOTO 3a BEJIEHHUE AEJIONPOU3BOACTBA) TeppuTopuanbHOU
KOMMCCHHU.

3a COXpPaHHOCTb JIOKYMEHTOB M J€J1 OTBETCTBEHHOCTb HECET Ipeiceaareiib
TeppuropralbHOM KOMHUCCMHM M OTBETCTBEHHBIM 3a BEJCHHE JECIONPOU3BOACTBA
B TepputopuanbHONW KOMUCCHUMU.

Jlena nomKHBI HAXOAUTHCA B paboyeil KOMHATE WM B CHEIHATBHO OTBEJCHHOM
I 9TOM 1IeNTM TOMELIEHUH U XPaHUThCS B 3alUPAIOIIUXCs MKadax, MPpeJoXPaHIIOMUX
JOKYMEHTBI OT IbUIA U BO3IEUCTBHSI COJIHEYHOT'O CBETA.

B nensax obOecrieueHus onepaTUBHOTO MOKMCKA JOKYMEHTOB Jiefla PachojlararoTcs
B COOTBETCTBUM C HOMEHKJIATYPOM J€JI, KOIUSA KOTOPOM NMOMELIAETCs Ha BHYTPEHHEU
CTOpOHE JBEPIIBI ITKada.

Ha xopemikax 000xeK Jena yKa3bIBaloTCA UHIEKCHI JeJ1 10 HOMEHKJIaType JAell.

[ena, Haxoasumecs Ha TEKyLEM XpaHEHNH, Iojsexar yuery. Ilepen nepenayeit
JOKYMEHTOB B apXHUB MPOBOJIUTCS MPOBEPKA HAJUYMUSA U COCTOSIHUSA TOKYMEHTOB W JIEJ
B LEJSAX YCTAaHOBJICHHS (PAKTUYECKOTO HAIMYUS J€1 U COOTBETCTBHUSI MX KOJUYECTBY,
YUCIALEMYCS 10 HOMEHKIAType Jedl.

[IpoBepka HanMuusi W COCTOSIHHUA JOKYMEHTOB W JI€Jl IPOBOAUTCSA IpHU
IIEPEMEILICHNH JIE]I, BO3BpATe JEN, CMEHE npeaceaarens TeppuropuaabHON KOMACCHUM.
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[IpoBepka mHpoBOAMTCA MYTEM CBEPKM  CTaTed  HOMEHKJIATyphl  Jeil
C OIMCAHHUEM JIeN Ha O0JOXKe, a (PU3NUecKoe COCTOSIHUE JIEN OMpEeAeIsaeTCs MyTeM HX
BU3YaJbHOTO  MpocMoTpa. Bce  oOHapyKeHHbIE  HENOCTaTKH  (DUKCUPYIOTCS
B AKTE€ IIPOBEPKU HAJIMYUSA U COCTOSIHHUS JIEIL.

B ciiydae yrpaThl 1OKYMEHTOB U JIe] IPOBOJIUTCS CIYKEOHOE pacciieloBaHuE, 10
pe3yJapTaraM KOTOpPOrO JIMII0O, BHUHOBHOE B YTpare, HECET OTBETCTBEHHOCTH
B YCTAHOBJICHHOM IOPSIIKE.

Ecnu oTnenbHble JOKYMEHTBI, YK€ BKIIOUEHHBIE B JI€J0, BPEMEHHO TpeOyroTcs
Uit paboThl, OHM MOTYT OBITh BBIJIAaHBI M3 Ji€Jla, a HA MX MECTO BKJIAJILIBAETCS JIUCT-
3aMECTUTEND C YKA3aHUEM, KOI'1a, KOMY M Ha KaKOM CPOK BBIIAH JIOKYMEHT.

11.3. DkcnepTu3a HEHHOCTH JOKYMEHTOB.

DKcnepTu3a LEHHOCTH JOKYMEHTOB INPOBOAMUTCS ISl YCTAHOBJIEHUS HAy4YHOW,
HUCTOPUYECKOW M  MPAKTHYECKOW 3HAYMMOCTH JIOKYMEHTOB, OOpa30BaBLIMXCS
B IIpoLEcCe NEATENbHOCTH TeppUTOPHAILHON KOMHMCCHH, C LEJIbI0 OTOOpa WX s
JANbHENIIEro XpaHEeHUs! WIH YHUUTOKEHUS.

OKcnepTh3a  LEHHOCTM  JIOKYMEHTOB  INPOBOAMTCS  IPU  COCTaBICHUU
HOMEHKJIATYphI JIell, B Ipolecce GOpMUPOBaHUS J1€], IPU MOATOTOBKE JIe1 K Iepeaayde
B apXMB.

JInst  pacCMOTpEHHsT NIPOEKTOB  HOPMAaTHUBHO-METOAUYECKUX  JOKYMEHTOB
II0 BOIIPOCaM JEJIONPOU3BOACTBA M APXMBHOIO JI€JIa, OIUCEW [l ITOCTOSHHOIO
u BpeMeHHoro (10 et u Oosiee) XpaHEeHUs, aKTOB Ha YHUUTOKEHUE JIEN U TOKYMEHTOB,
HE UMEIOLIMX HAYYHOU [IEHHOCTH M MPAKTUYECKOTO 3HAYECHMSI, IPUKA30M IpEACEeaaTes
TeppuTopuaabHO KOMHCCHM CO3/1aeTcs dKcepTHas komuccus (nanee — 9K).

B ee QpyHKUMU BXOOUT Takke pacCMOTPEHHE M OJ00pEHUE HOMEHKIATYpPhI el
TeppuTopranbHONM KOMUCCHM.

B cocraB OK BkmtouaroTCcs wieHbl TeppUTOPUATIBHON KOMHUCCUU, TPAKIAHCKUE
ciayamue anmnaparta TepputopuanbHOoil Komuccuu, wieHbl CaHkT-IletepOyprcekoit
n30UpaTenbHOM KOMHMCCHMM WM CcOTpyaHukM anmapara Cankr-lletepOyprekoit
n30UpaTeIbHOM KOMHUCCHH (110 COTJIACOBAHUIO).

[Tpu mpoBeneHUM SKCHEPTU3bl LIEHHOCTH JOKYMEHTOB OCYIIECTBISIETCS OTOOp
JIeJT TIOCTOSTHHOTO U BpeMeHHOTO (10 et u 6onee) xpaHeHus, OTOOP /1e71 ¢ BpEMEHHBIMU
CpPOKaMH XpAaHEHHMs, NOMJIEXKAIIUX XPAHEHUIO, BBIICICHUE K YHHUYTOXEHHUIO JIe] 3a
NpeAbIAYIINE TOAbl, CPOKH XPAaHEHHsS KOTOPBIX, UCTEKIU. [Ipn 3TOM OJHOBPEMEHHO
IIPOBEPSIIOTCS KA4€CTBO M IMOJHOTA HOMEHKJIATYpPbI €N, NMPABUIBHOCTh ONPEIEICHUS
CPOKOB XpaHEHUS JIETI.

OKCIepTr3a LEHHOCTH JOKYMEHTOB OCYIIECTBISECTCS MYTEM IOJUCTHOIO
npocmotpa nen. He pgomyckaercs oTOOp JOKYMEHTOB ISl XPAHEHUs  WJU
K YHHUTOXXEHHUIO TOJIBKO HA OCHOBAHUH 3arOJIOBKOB JIEI.

JIOKyMeHTBI, yTpaTHUBIIME MPAKTUUYECKOE 3HAYEHWE MW HE UMEIOIIne
UCTOPUYECKOW WJIM HAy4YHOM ILIEHHOCTH, MO HCTEUYEHUM YCTAHOBJIIEHHBIX CPOKOB
XPaHEHUsI MOJJIeKAT YHUUTOXKEHUIO 110 aKTy.

AKTBI O BBIACJIICHHH K YHUYTOXEHHUIO A€l U JOKYMEHTOB pacCMaTpUBAIOTCS Ha
3acenanusx DK OJHOBPEMEHHO C ONMUCAMHM JI€]. Y HUUTOXKEHUE J€1 U JOKYMEHTOB JI0
YTBEPKIACHHUSI AKTOB 3aIPEIIACTCA.
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[To pe3ynpraraMm 3KCHIEPTU3bI LIEHHOCTH IOKYMEHTOB OTBETCTBEHHBIM 3a BEJCHUE
JIEJIONPOU3BOACTBA €KETOJIHO COCTABJISIOTCS CBOAHBIE OINHUCH JEJI MOCTOSHHOTO
u BpeMeHHoro (10 net u Oosee) xpanenus (mpuioxkenus Ne 10, 11) u mo nuyHOMYy
coctaBy (mpuiioxeHue No 12), a Takke akThl O BBIICJICHUM K YHUYTOXKCHHUIO JIEJ, HE
HOISKAIINX XpaHeHuto (mpuioxkernue Ne 13).

Onucu aen MoCTOSHHOro U BpeMeHHoro (10 ser u GoJiee) XpaHEHUs, a TaKkKe
aKTbl O BBIJICJICHUM K YHUYTOXKEHUIO OTUX Jen paccMarpuBaiores Ha OK
U YTBEpXKIAI0TCA MpejcenareneM TeppuTopruaabHOM KOMUCCHH.

[Ipy yHUYTOXXEHHUU JIOKYMEHTOB CO CpPOKOM XpaHeHusi «Jlo MuHOBaHUs
HaJT00HOCTHY, «1 TOm», «3 roman, «5 jer» cocraBisercs akT (mpwiokenne Ne 14),
KOTOPBII MOJNUCHIBAETCS HE MEHEE YEM JABYMsl 4ieHamHu TeppUTOpHaIbHON KOMHUCCHUU
U yTBEpXKAaeTcs npezacenareneM TeppuTopuanbHO KOMUCCHU.

YepHOBUKM M PYKONHCH  MOJArOTaBIMBAEMBIX  JIOKYMEHTOB,  KOIHMH
MH(QOPMAIIMOHHBIX M JIPyTUX  MarepuasioB, HE  MOJIEKAUIMX  BKIIOYEHHIO
B HOMEHKJATypy JeJl, 10 MUHOBaHMM B HUX HAJOOHOCTM MOTYT YHHUYTOXATbCS 0€3
COCTAaBJICHUS aKTa.

bpomropoBka 1€ NPOU3BOAUTCS TOJBKO TIOCIE THPOBEACHUS HKCIEPTHU3BI
LIEHHOCTH JOKYMEHTOB.

11.4. Odopmiienue aeJ.

Jena, moanexaiiue rnepeaade Ha XpaHEHUE B apXUB, JOJKHBI OBITh O(OPMIICHBI
COOTBETCTBYIOLIUM 00pa3oM.

Odopmienue aena BKIIOYAET B ce0s MPOBEPKY CHUCTEMATH3alMU JTOKYMEHTOB
BHYTpPH JI€J1a, HyMEpalHIO JUCTOB, COCTABJICHUE BHYTPEHHEW OMUCH JOKYMEHTOB JieJia
(mpunoxkeame Ne 15), mnmcra-zaBeputens pAenma (mpunoxkenue Ne 16), odopmieHue
PEKBU3UTOB 00JIOKKH, MOJIIUBKY (MIEpEIUICTCHUE) Aeia.

B 3aBHCMMOCTHM OT CpPOKOB XpaHEHHUs MPOBOAUTCS IOJHOE WM YacCTUYHOE
odopMIIEHHE JEI.

Hena BpemenHoro (10 10 JieT BKIIOYUTENBHO) XpaHEHUSI OAJIEKAT YACTUYHOMY
o OpMIIEHHUIO: TOIyCKaeTCsl JINCTHI Jieja HE HyMEpOBaTh, 3aBEpUTEIbHbIC HAAMHUCH HE
COCTaBJIATH. [Ipy 3TOM JOKYMEHTHI IOMYCKAETCS XPAaHUTh B MaNKaX-CKOPOCIIUBATENSX,
MSATKHX 00JIOKKaX.

Jlena TOCTOSSHHOTO XpaHEHUs NoJJIekaT NoiaHoMy odopmienuto. IlomHoe
odopmiieHHE Jena npeaycMaTpUBaeT MPOBEPKY CHUCTEMAaTU3alluu JOKYMEHTOB BHYTpPU
7iena, MPaBUILHOCTH X 0OpMIICHUS (HAJTMYHe HEOOXOIUMBIX MOAMKCEH, BU3, OTMETOK
O perucTpalud M UCHOJHEHUH, NPUIIOKEHHI), HYyMepalHio JUCTOB, COCTaBJICHUE
BHYTPEHHEl ONUCH JIOKYMEHTOB JieJla, COCTaBJIEHWE JIUCTa-3aBEpUTENs e,
oopMIIEHUE PEKBU3UTOB OOJI0KKH, MOJIIMBKY (TIEpeIyIeTEHUE) Aena.

O06noxka jaena opopmisieTcss TI0 ycTaHOBIIEHHOU (Gopme (mpuiioxkeHue Ne 17).
CBeneHusi Ha OOJIOKKY TMEPEHOCSATCA M3 HOMEHKIATYpbl JIe C YTOYHEHHSIMH,
OTpaXaroluMU (PaKTUIECKUN COCTAB MOMEIIEHHBIX B JIEJI0 IOKYMEHTOB.

OOnoxKa Jena HaJMUCHIBAETCS YEPHBIMU CBETOCTOMKMMHU  YEpHUJIAMU,
pazbopunBo, ©0e3 cokpamenuid. Jlomyckaercs odopmiieHHEe OOJIOXKKH  Jela
C UCIOJIb30BAaHUEM KOMITBIOTEPHON TEXHHKHU.

Ha oOnoxke Jnena  yKasplBalOTCS  CIEAYIOIIME PEKBU3WUTHI:  HA3BAHHE
TepputopranbHOl KOMHCCUH, JE€JIONPOU3BOJACTBEHHbIN HOMeEp (MHAEKC) [ena,
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3aroJIOBOK Jiena, JaTta Jiejaa (ToMa, 4acTh), KOJIMYECTBO JINCTOB B JEJE, CPOK XPAHEHUS
Jena.

PexkBu3uThl, npocraBisieMble Ha OOJOXKKE Jena, OQOPMIIIOTCS CIETyHOIIUM
obpazom:

Ha3BaHue TeppuTOpHaIbHOM KOMMCCHUM YKa3bIBa€TC B COOTBETCTBHM C
perlameHToM  TeppuropuanbHOM — komuccuu. llpy  nM3MeHeHuM — Ha3BaHUA
TepputopranbHON KOMHCCHH B TEYEHUE NIEPUOJIA, OXBATHIBAEMOI0 JOKYMEHTaMU JIea,
Ha 00JIOKKE K CTApOMY Ha3BaHHUIO NIPUIUCHIBAETCS HOBOE;

JIEJIONPOU3BOJCTBEHHBI HOMEp (MHAEKC) JAefa — HpocTaBisiercd LuppoBoe
o00o3HaueHne (MHIEKC) JeJa [0 HOMEHKIAType Jell U YKa3blBae€TCsi HOMEp Toma
(dacTn);

3arojoBOK (HAaMMEHOBAHUE) Jeja TEPEHOCUTCS U3 HOMEHKIATYphl el
(B HEOOXOIUMBIX CIIy4asiX B 3ar0JIOBOK BHOCSITCSI YTOUHEHUS);

JaTta Jejia — Ha OOJIOKKE JleJa YKa3bIBalOTCs JBE JAThl, KOTOpPbIE HA3bIBAIOTCS
KpallHUMH JaTaMd U COOTBETCTBYIOT T'OJy 3aBEACHUS M OKOHYAaHMs Jena. HavanbHas
JaTa — 3TO JjaTa CaMOr'0 PaHHEro, a KOHEYHas J1aTa — JaTa caMoro MO3IHEro JTOKyMEHTa
B fiene. [Ipu 3TOM y4HUTBIBalOTCS J1aThl BXOASIINX U UCXOASIINX JOKYMEHTOB (B Cilydae
UX OTCYTCTBHS — JaThl PErHUCTPAlMM JOKYMEHTOB), M HE YUUTHIBAIOTCS J1aThl CIIMCAHUS
JOKYMEHTOB B JI€JIO, YKa3aHUU IO HCIIOJIHEHUIO JOKYMEHTOB, OTMETOK HMCIOJHUTENS
(32 MCKJIIOUEHHEM CIIyuyaeB, KOTJa Ha JOKYMEHTaX HEe HMMEETCs APYTrux JaT, Kpome
NEPEYUCIICHHBIX).

[Tpu HanucaHuy KpaltHUX J1aT Ha 0OJIOXKKaX el MOCTOSHHOTO XpaHeHMsI YHUCIIO U
roJl IpOCTaBISAIOTCS apadckumu mudpamu. Ha 0050kKax ea BpeMEHHOrO XpaHEHUs
YKa3bIBAE€TCS TOJIBKO TO/I.

Ha 0050Kax e, COCTOAIIMX U3 HECKOJbKMX TOMOB (4acTeil), MpOCTABIISIIOTCSA
KpaifHue AaThl KaXA0r0 ToMa (4acTH).

KonuvecTBO NpOHYMEpOBAaHHBIX B JeEJ€ JIMCTOB IIPOCTABIAETCS C JIMCTa-
3aBEpUTENS Jea.

Cpok XpaHeHHUsI IEPEHOCUTCS Ha 00JIOKKY JieNa U3 HOMEHKIaTypsl Aen. Ha nenax
IIOCTOSIHHOTO XpaHeHus numetcs: «IIocTossHHOY.

Ha xopemke nena yka3bIBarOTCS 3aroJIOBOK J€N1a, FOJT J€JIa U TOM JIeNa.

B nensx obecrieyeHHs] COXPaHHOCTH W 3aKpEIJICHHs MOpsiAKa pPacroyioKeHUs
JOKYMEHTOB, BKJIIFOUEHHBIX B JIEJI0, BCE JIUCThI, KDOME YUCTBIX, JTUCTA-3aBEPUTENS 1A
U JIUCTOB BHYTPEHHEH OMUCH HYMEPYIOTCS B Pa3BEpHYTOM BUJE apaOCKuMu Iuppamu
BAJIOBOM HyMmeparueil. Yuctble nTUCThl U3 Jena u3biMaroTcs (0e3 MOBpexAeHUs
LEJIOCTHOCTU JeJla) U YHUUTOXaroTca. JIMCTBI HyMepyroTCsi NMPOCTBIM KapaHIAIlIoM,
CBEpXY BHHU3 B BO3pACTaIOIIEM IMOpPSAKE HOMEpPOB, HauumHas ¢ mnepsoro. Ludpsr
MPOCTABJISIIOTCS B IPABOM BEPXHEM YIiy Jincta. HyMepanus 1IBETHBIMU KapaHialiamu,
YepHUJIAaMU U HyMEPATOpaMu HE JI0IyCKAETCH.

JlokyMeHTbl ¢ COOCTBEHHOW HyMepalMed JUCTOB, B TOM YHCIE MeYaTHbIC
U3J1aHUsI, HYMEPYIOTCSA B OOILEM MOPSAKE WM COXPAHSIOT COOCTBEHHYIO HyMeEpaluio,
€CJIM OHA COOTBETCTBYET MOPSIKOBOMY PACHOJIOKEHHIO JINCTOB B JIENE.

CrnoxxeHnblil ucT 6osbmoro ¢popmara (A2, A3) pa3BopaunBaeTCss U HyMepyeTCs
B MPaBOM yacTH BepxHero moiis jgucta. [Ipu 3Tom muct moboro gopmata, MOAMINTHINA
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3a OJMH Kpah, HyMEpyeTcsi KaK OJWH JMUCT, a JHUCT, CJIOXEHHbIA W TMOJIIWATHINA
3a CepenvHY, MTOUIEKUT NEPEIMBKE U HYyMEPYETCS KaK OJIMH JIUCT.

Ecnu B gene ecTh KOHBEPT C BIIOKEHHUSIMU, TO CHaudalla HyMEpyeTCs KOHBEpT,
a 3aTeM OYEpEIHBIM HOMEPOM KAKJI0€ BIIOKEHUE.

®dortorpadur u Apyrue WIUIIOCTPATHBHBIE MaTepuaidbl HYMEpPYIOTCS Ha
000pOTHOI CTOPOHE B JIEBOM BEPXHEM YTIIy.

JIucT ¢ HarIyxo HakJIEEeHHBIMH JOKYMEHTaMH (BbIpe3kaMu, (ororpadusimm)
HyMEpYyeTCcsl KaK OJMH JUCT. EcaM K JOKYMEHTY NOJKJIEEHbl OJHUM KpaeM Apyrue
JTOKYMEHTBI (BCTaBKHU TEKCTa, IEPEBOIbI), TO KaXAbIHA JTUCT HyMEPYETCs OTIAEIBHO.

[IpunoxxeHue K 1emy, COCTABISIONIEE OTAEIbHBIN TOM, HYMEPYETCS OTAEIBHO.

[Ipy HanmMuuM OTHAENBHBIX ONIMOOK B HyMEpaluu JIMCTOB B JieJlax MpHU
MOATOTOBKE HMX K CJa4e B apXWB JOIYyCKAeTCs YNOTPEOJIEHHE JIUTEPHBIX
(c OyKBEHHBIMH JIOTIOJTHEHUSIMU ) HOMEPOB JIUCTOB.

B nmemax TDOCTOSIHHOTO XpaHEHWs JUIsl Yy4deTa U IIOHMCKa JOKYMEHTOB
B Hayase Jelia MOXKET TIOMEIIAThCSl BHYTPEHHSIs OnuCh (puiioxenne Ne 13).

JIucTel BHYTPEHHEN ONMCH HYMEPYIOTCSI OTAEIBHO.

Kaxxnoe neno 3akaHYMBaeTCsl JIMCTOM-3aBEPUTENIEM YCTAHOBICHHOW (POPMBI
(mpunokerue Ne 16).

B nucre-3aBeputene nena nudpaMd M OPOMUCHIO yKaszbiBaeTcs (aKTHUECKOE
KOJINYECTBO JIUCTOB B JIAHHOM JI€JIE€, a TAK)KE HAIMYWE JUTEPHBIX M TMPOMYIICHHBIX
HOMEpPOB JIMCTOB, KOJIMYECTBO JINCTOB BHYTPEHHEHM ONKWCH W HAJIW4YHUE Cpeau
JIOKYyMEHTOB Ta3eT, KHUT, OpOIIIOp, YepTexel, hotorpaduit, puCyHKOB U T.J., CTABUTCS
JaTta v MoANUCh pabOTHUKA, C(hOPMUPOBABILETO JIET0, U YKA3BIBAETCS €0 JIOJKHOCTD,
uHULManel U ¢pamunus. Ecam KoaM4ecTBO JIMCTOB B Ji€Nie€ U3MEHSETCS, 3aBEpUTEIbHAsS
HAJI[IACh COCTABJISAETCS BHOBb.

[Ipy moAroToBke Aen K MOAIIMBKE (MEperieTy) MpoBepseTCsl MPaBUILHOCTh MX
dbopmupoBanus, OGMOpPMIIEHHS, METAUIMYECKUE CKPEIUIEHUs U3  JOKYMEHTOB
YAAQISIOTCS.

JIOKyMEHTBI TOAIIUBAIOTCS TaKUM 00pa3oM, 4YTOOBI MOXXHO OBLIO CBOOOIHO
MIPOYUTATH TEKCT KAXKAOTO JOKYMEHTA, BU3bl U YKa3aHHUS 110 UCIIOJHEHUIO TOKYMEHTA.

11.5. Ilepenaua nes1 B apxXuB.

Ilepenaua aen MOCTOSSHHOTO XpAaHEHHsS B apXvB TeppUTOPUATIBHOW KOMHCCUHU
OCYILECTBIISIETCA MOEAUHUYHO MO YTBepkJIeHHbIM OIIK omucsaMm [en mOCTOSTHHOTO
XpaHEHUS.

[Ipuem nokymMeHTOB Ha TmocTtosiHHOe xpaHeHue B Caskt-IletepOyprckyto
n30UpaTeNbHYI0 KOMHCCHIO O(OpMIISIETCS aKTOM MpueMa-Tiepeayud JIOKYMEHTOB
(mpuitoxxkenue Ne 18).

B apxuB Cankt-IlerepOyprckoil nM30MpaTtebHOM KOMHCCHHU B COOTBETCTBUU
C HOMEHKJAaTypou Jen TeppUTOpualbHOW KOMHUCCHHM Ha IIOCTOSSHHOE XpaHEHUe
MepEIArOTC:

JUYHOE JIENI0 Tmpencenarens TeppuTopuaibHOM KOMHCCUU B CIIy4ae OKOHYaHUS
CpOKa TIOJHOMOYMWA WM OCBOOOXAEHHUS OT JOJDKHOCTH JO MCTEYCHHsI CpOKa
MMOJIHOMOYH;

JUYHOE JIeJI0 TOCYAApPCTBEHHOIO TPaXAAHCKOTO  CIIy’Kallero — ammapara
TepputopuanbHO KOMHUCCHU B CIIy4ae €ro yBOJbHEHHS C TOCYAapCTBEHHOM CITYXKOBbI;
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JIOKyMEHTBI TTOCTOSTHHOTO W BpemeHHoro (10 ner m Goiiee) CpOKOB XpaHCHHUS
B cllydae peopranuzaiuu (JiukBuaanuu) TepputopuaibHON KOMUCCHUHU.

[Ipn mnepemaye nen Ha BCEX OK3EMIUIAPAX OIKCH JEJI TPOTUB KaxKIOTo
BKJIFOUEHHOTO B Hee jiena B rpade «IIpuMeuanue» cTaBUTCS OTMETKA O HAIUYUU JIeTa.
B koHIle KaXIoro sK3eMIulsgpa OMUCH Jed YKa3bIBalOTCs LudpaMyd U MPOIMHUCHIO
KOJIMYECTBO (PAKTUYECKU MPUHATHIX (MIepeAaHHbIX) B apXUB JIeJl, UHUIIUAJIBI U (PaMUIUU
JIUL, OCYIIECTBIISIOIINX MTPUEM-TIEpEIady eI, CTaBATCA UX MOANUCH U JaTa.

[Ipu mnpueme nen mnpoBepseTcs MNpaBUILHOCTH uX odopmieHud. [lena,
o(OopMJICHHBIE C HAPYUICHUEM IpaBUJi, YCTAHOBJICHHBIX VHCTpyKIIMEH, BO3BPAILIAIOTCS
B TeppuTopranbHyr0 KOMUCCHUIO C YKAa3aHUEM HEJIOCTATKOB ISl UX YCTPAHEHHS.

W30upatenpHas JOKyMEHTaUusi XpaHUTCS B TeppuTOpHanbHON KOMHUCCHH
B coorBeTcTBUM C [lopsaakoM XpaHeHwus, nepeaayd B AaApPXUB M YHUYTOXKCHUS
JIOKYMEHTAIINH, CBS3aHHOM C MOJTOTOBKOM M MPOBEJACHUEM BBHIOOPOB U pedepeHTIyMOB
B Cankr-lletepOypre,  yrBepkaeHHbiM  pemeHueM  Cankrt-lletepOyprekoit
n30uparesbHOM KoMmuccuu, [lopsiakoM XpaHeHUs U Mepeladyd B apXHUBbI JTOKYMEHTOB,
CBSI3aHHBIX C TIOJATOTOBKON M TpoBeaeHueM BbIOOpoB IIpesumenta P®, Ilopsakom
XpaHEHUsT MW I[epedayd B AapXWBbl JIOKYMEHTOB, CBSI3aHHBIX C MOATOTOBKOH
U TpoBeneHueMm BbIOOpoB  genytatoB [ocymapctBenHoit  ymer DPC PO,
YTBEPAKIACHHBIMU COOTBETCTBYIOIIUMU nocTtaHoBieHusiMu LIUK PO.

11.6. Ilopsaaok padoThI € 3JIEKTPOHHBIMH JOKYMEHTAMH.

HcnonHeHHbIe  JJIEKTPOHHBIE  JOKYMEHTBI  CHCTEMATH3HMPYIOTCA B JIela
B COOTBETCTBUM C HOMEHKIAarypod Jgen TeppuropuasnibHo komuccuu. llpu
COCTABJICHUM HOMEHKJIATypbl 1€ B 3aroJOBOK Ji€la BKIIIOYAECTCS YKa3aHHE
«ONEKTPOHHBIE JOKYMEHTBD».

Cpoku XpaHEHHS DJIEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CPOKAM XPaHCHUS
AQHAJIOTUYHBIX JJOKYMEHTOB Ha OyMa)KHOM HOCHUTEJIE.

DKcnepTh3a LEHHOCTU 3JIEKTPOHHBIX JTOKYMEHTOB OCYIIECTBIISIETCS B 0OIIEM
MOPSIIKE, YCTAHOBIIEHHOM JIJ1s1 TOKYMEHTOB Ha OymakHOM HocuTene. [locne ncreuenus
CpOKa, YCTAHOBIICHHOTO JIJIsI XPAHEHUS AJIEKTPOHHBIX /i€ (9JIEKTPOHHBIX IOKYMEHTOB),
Ha OCHOBAHMWU AKTA O BBIACICHUU UX K YHUYTOKEHUIO, YTBEPKICHHOIO IIPECENATENIEM
TepputopuanbHOll KOMHUCCHM, YKa3aHHbIE DJJICKTPOHHbIE Jiefa  (RJIEKTPOHHBIC
JIOKYMEHTBI) TIO/IJIEKAT YHUUTOKEHUIO.

DONEeKTPOHHbIE JTOKYMEHTHI MOCTOSTHHOTO XPAaHEHHMs MMEepeNaloTcsi Ha apXHBHOE
XpaHEHHEe TI0 oOmucsIM ¢ OGOpPMIICHHEM aKTa TMpueMa-rnepeayn JJICKTPOHHBIX
JOKYMEHTOB.

12. OTBeTCTBEHHOCTH

12.1. Ynensl TeppuTopuanbHO KOMHCCUHM U TPAXKIAHCKUE CIYyXKaIUe arrapara
TeppuTopruanbHON KOMHCCHHM HECYT NEPCOHAIBHYI0 OTBETCTBEHHOCTDH 32 COOJIIO/ICHHE
TpeboBaHuil HacToserd MHCTPYKIIMU, COXPAHHOCTh HAXOIAIIUXCS Y HUX JOKYMEHTOB.

12.2. OTBETCTBEHHOCTh 32 OpraHU3AIMIO JCJIONPOU3BOICTBA B TeppuTOpraibHOi
KOMHUCCHH, BHEJIPEHUE  aBTOMATU3HPOBAHHBIX  (KOMIBIOTEPHBIX)  TEXHOJIOTUH
MOJTOTOBKA M 00pabOTKH JOKYMEHTOB, OOECHeUYeHHE COXPAaHHOCTH JIOKYMEHTOB
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U Tepenadyy HMX B apXuB, KOHTPOJb 3a COOJIOJCHHEM TpeOOBaHUN HACTOSIICH
NHcTpykium HeceT npeacenarens TeppuTopruatbHON KOMUCCHUM.
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[Ipunoxenne Ne 1
K IHCTpyKIIMK 1O J€TI0NIPOU3BOACTBY
B TeppuropuansHoii u3duparenbHoit komuccuu Ne 37
B Cankr-IlerepOypre

HNEPEYEHD
JOKYMEHTOB, He IOVIeKALUX PerucTpanumn

Coo011eHus 0 3acCeIaHusAX, COBEIIAHUAX U MIOBECTKAX JIHA.

Y4eOHbIe TPOTPaMMBI, TITAHBI.

PexiramHbIe N3BEIICHMS, TUTAKATHI (32 NCKIIFOUCHUEM aruTalliOHHBIX ).
[To3mpaBuTEBHBIC TMCHMA U TEIETPAMMBI.

[TpurnacurenbHbIC OUIICTHI.

byxranTepckue JOKyMEHTHI.

[leyaTHbie U3MaHUS.

OnepatuBHass uHbOpMalus, Mocrynatomas mno kKadaiam cBsizu [TAC
«BbIOOPHIY.
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[Tpunoxenne Ne 2
K MHCTpyKIIMU 110 1eJ10TIPOU3BOICTBY

B TeppuropuansHoii nu3dbuparenbHoit komuccuu Ne 37
B Cankr-IlerepOypre

AKT

MI)I, HIOKCIIOAIIM CAaBIINCCA

COCTaBUJIM aKT O TOM, YTO « » 20 I. IIPU BCKPBITUU
ITaKeTa
B HEM HE OKa3aJIOCh

Hacrosmuii aktT cocTaBiieH B ABYX DK3EMIUISAPaXx.

Iommucnu:
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[Tpunoxenne Ne 3
K MHCTpYyKIIMU MO A€7I0IPOU3BOJICTBY
B TeppuropuansHoii u3dbupareabHoit komuccuu Ne 37
B Cankrt-IlerepOypre

®opMbl 0JIAaHKOB, HCII0JIb3yEeMbIX B H30HPaTEJIbHOM KOMUCCHH



ITpunoxxenne Ne 3.1

TEPPUTOPHUAJIBHAS USBUPATEJBHAS KOMUCCHUSA Ne 37

HPOTOKOJ 3ACEJAHUA

20 ron Ne

Cankr-IleTepOypr
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[Tpunoxenne Ne 3.2

TEPPUTOPUAJIBHASA U3BUPATEJIBHAS KOMUCCHUSA Ne 37

PEINIEHUE

20 roJ Ne

Cankr-IletepOypr
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[Tpunoxenne Ne 3.3

TEPPUTOPUAJIBHAS U3BUPATEJILHASI KOMUCCHSI Ne 37
NPEJACEJIATEJD

IHNPUKA3

20 roj Ne

Cankr-lleTepOypr
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TEPPUTOPUAJIBHASA
MN3BUPATEJIbBHASLI KOMUCCHUS Ne 37
CAHKT-IIETEPBYPT

ApcenanbHas Hao., 1. 13/1, ka6. 7, Cankr-IletepOypr, 195009
Ten. (812) , @axc (812)
http://www:.tik37.spbik.spb.ru
OKIIO 44448109; OI'PH 1207800070356;
VHH/KIIIT 7804670495/780401001

No
Ha Ne oT

ITpunoxxenne Ne 3.4
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[Ipunoxenne Ne 4
K MHCTpyKIIMHK IO 1E€N10IIPOU3BOICTBY
B TeppuropuansHoii nu3dupareabHoit komuccuu Ne 37 B
Cankr-IletepOypre

TpeﬁoBaHnﬂ K JOKYMECHTaM, H3roToBJsI€EMBIM C MOMOIIIbIO
nevyaTarniux YCTpOﬁCTB, HK (l)aﬁﬂaM TEKCTOBLIX TOKYMEHTOB

1. Texctsl mOKyMeHTOB Ha Oyankax c¢opmara A4 nedararorcs yepe3 1 -
1,5 MeXCTpOUHBIX UHTEPBAJIA.

2. TexkcTbl MOKYMEHTOB, MOJTOTaBIMBAEMBIX K THUIOTPadCKOMY H3/IaHHUIO,
NeYaTaroTCs Yepe3 JiBa MEKCTPOUHBIX MHTEPBAIA.

3. Ha3Banue BuJa JOKYMEHTA MeYaTAETCS IPOMKUCHBIMU OYKBaMHU.

4. Ecnu 3aroioBoK K TeKCTy mpeBbimaeT 150 3HakoB (5 CTpOK), JOMyCKaeTCs
MPOJIEBATH €0 A0 TPAHUIIBI TPABOro MoJisl. Todyka B KOHIIE 3ar0JIOBKa HE CTABUTCS.

5. PacummgpoBka mnoamucu B pekBuszure  «lloammcep» — mewartaetcs
HAa YypOBHE TOCJIENHEH CTPOKM HaWMEHOBAHHS JOJDKHOCTH C HCIOJIh30BAaHHEM
komOuHanmu kinasum Shift — Ctrl — IIpoden mexay nHUIIMATaMA U aMUITHCH.

6. Co3manue, ¢opMaTupoBaHWe€ U BBIBOJ Ha TedaTh JOKYMEHTOB
POU3BOMSTCS HAa KOMIIBIOTEpaX C MCIOJb30BAHUEM TEKCTOBOTO IIpolleccopa
MS Word. BaeapeHue dJIEKTPOHHBIX TaOJHI, CO3JAaHHBIX B  TaOJIMYHBIX
npoieccopax, B gokyMeHTbl MS Word ne pgomyckaercsa. Jlomyckaercs, mpu
HEOOXOIUMOCTH, co3/aHue, ¢GOpMAaTUPOBAHWE U BHIBOJ Ha TMedarh TaOIuIl
OCpeCTBOM TabiuuHoro nporeccopa MS Excel.

7. Tlpu  QopmaTupoBaHUM  JTOKYMEHTOB  OOS3aTEIBHO  HMCIOJIb3YETCS
BKJIFOYEHHAS! KHOTIKA [« } 9TOOBI BU/IETh Ha DKPaHE BCE CITyKEOHBIE CUMBOJIBI,

8. Ilpu dbopmaTupoOBaHMH TEKCTA JOKYMEHTOB MCIOIB3YETCS CTHIIb, KOTOPBIHA
UMEET CIICAYIOIIUE TTapaMeTphI:

o Ilpudr TimesNewRomanCyr
e Pa3smep 14 myHKTOB
e Orctyn clieBa 0cm
cripaBa 0 cMm
e UnuTepBan nepen 0 myHKTOB
rnocje 0 myHKTOB
e  MeXCTPOUHBIM UHTEPBAI OAWHAPHBIN, [IOJYTOPHBIN
e Ilepmas cTpoka orcTymn Ha 1,25 cm
e BripaBHuBaHue 0 [IUPUHE
9. Ilpu ¢dopmaTupoBanuu TaOIUI] HEOOXOAUMO COOMIOAATH CIEAYIOIINE
TpeOOBaAHMUS:

TabnMiia Bcerna JAOJKHA HMMETh Ha3BaHHWE, KOTOPOE  BbIPaBHUBAETCS
110 IIPABOMY II0JIIO TOKYMEHTA,;

TabJIMIa BEIPABHUBAETCS IO LIEHTPY JIUCTA;

3aroJIOBKU CTOJIOLIOB U CTPOK BBIPABHUBAIOTCS IO LIEHTPY SUYCHKY;
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JTAHHBIC B STYEMKAX TaOJIUITHI BHIPABHUBAIOTCSI CBEPXY 10 JICBOMY Kpalo;

IpOAODKEHHE TaOJIMIbI HA HOBOM JINCTE BCET/Ia HAaYMHAETCS C 3aroJIOBKOB €€
cTOJIONOB (WJIM HOMEPOB Tpad B ciydae, eciau Tpadsl TaOJUIBI HA TEPBOM JIUCTE
IPOHYMEPOBAHHI),

CTPOKM TaOJUIBI TEPEHOCATCS Ha HOBBIM JUCT JOKYMEHTa HCKIIOYUTEIHHO
TICJTUKOM;

IIMPUHA ¥ BHICOTA TAOJIHUIIBI HE JOJDKHBI MIPEBBIIIATH pa3MephI MOJIeH JOKYMEHTA.

10. Pa3mepsbl moneit JOKyMeHTa JT0JKHBI UMETh CIICIYIOIINE TapaMeTph:

® BepxHee 2,0cm

®  HIDKHEE 2,0 cm

® JICBOC 2,0 cM (Ha TOKyMeHTax CpokoM xpaHeHus cBbimie 10 ner — 3,0

CM)

® [IpaBoe 1,0 cm

OT Kpast 10 KOJIOHTUTYJIA:

®  BEpPXHEro 1,25 cm

®  HIDKHETO 1,25 cm

11. TIpu moAroTOBKE JOKYMEHTOB MCIOJB3YIOT CIACAYIOIINE PEKBU3UTHI:
e repb cyobekTa Poccuiickoit denepanuu;
¢ HaWMEHOBAaHHE M30MPATEIHLHOW KOMHUCCHH,
e HaWMEHOBAHHE JOJLKHOCTHOIO JINIIA;
®  CIpaBOYHBIC CBEJICHHS 00 OpraHU3allnu;
e HaWMCHOBAaHHEC BUA JIOKYMCHTA;
e  JaTa JOKYMCHTA,;
®  PETUCTPALMOHHBIA HOMEpP JTOKYMCHTA;
®  CCHUIKA Ha UCXOJAIINI pErUCTPAIMOHHBIA HOMEp U AaTy JOKYMEHTA,
e ajpecar;
e r1pud yTBEPKIACHHS TOKYMEHTA;
®  3aroJIOBOK K TEKCTY JOKYMEHTA,;
®  yKa3aHWJ 10 UCIIOJIHEHUIO JJOKYMEHTA;
® OTMETKa O KOHTPOJIC;
®  TCKCT JOKYMCHTAa,
e OTMETKA O HaJMYHUH IIPUIIOKCHUS;
®  IIOJIIHCH;
e rpud cormacoBaHUs JOKYMEHTa;

® BU3a;
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®  TICYaTh;
e OoTMeTKa 00 MCITOJIHUTEIIC;

®  UJIEHTU(DUKATOP INEKTPOHHON KOMUU JOKYMEHTA.

12. PexBu3uThl (KpoMe€ TEKCTa JOKyMEHTa M ajpecara), COCTOSIINC
U3 HECKOJIBKUX CTPOK, IEYATAIOT CO CIACAYIOIUMH MapaMeTpaMu:

o Ilpudr TimesNewRomanCyr

e Pasmep 14 nyHkTOB

e Orcryn clieBa 0cm
crpaBa 0cm

e HurepBan  mepen 0 myHKTOB
nocJe 0 myHKTOB

e  MeXCTPOUHBIM UHTEPBAI OJAUHAPHBIN
e  OrcTyn NEpBOM CTPOKA ~ HET
e BripaBHuBaHue 10 LEHTPY

13. PexBH3UT «AnpecaTy MedyaTaroT CO CICTYIONTUMHU TapaMeTPaMH:

o Ilpudr TimesNewRomanCyr

e Pa3smep 14 nyHkTOB

e Orctyn cieBa 12 cm
crpaBa 0cm

e UnurepBan nepexn 0 myHKTOB
ocie 0 MyHKTOB

e  MeXCTPOUHBIM UHTEPBAT OJAWHAPHBIN

e  OrcTyn nepBoM CTPOKA ~ HET

e BrIpaBHHBaHUE 10 JIEBOMY Kparo0 WIH LEHTPYETCS OTHOCHUTEIIBHO
CaMOM JJIMHHOM CTPOKHM.

Ecnu coctaBHble wyacTu pekBU3UTOB «Axpecaty, «['pud yrBepxkaeHus
nokymeHTa», «['pud cormacoBanusi qokymeHTa», «OTMETKA O HAIMYUU TPUIIOKEHUS
HE YMENIAIOTCS Ha OJTHOW CTPOKE, TO pa3pbiB CTPOKU B HY’)KHOM MECTE MPOU3BOJIUTCS C
MIOMOIIIBI0 CUMBOJIa «Pa3pbIB cTpokm» (komOuHaIus kinasui Shift — Enter), manpumep:

COI''TACOBAHO
IIpencenarens komuTeTa
MMYIIECTBEHHBIX OTHOIIICHUMN

Cankr-IleTepOypra

A.H. NBanoB

14. TTpu odopmiieHMH JOKYMEHTOB Ha JIByX W 0OoJjiee CTpaHHUIlaX BTOpas U
MOCTIEAYIONINE CTPAHMIIBI JIOJDKHBI OBITh MPOHYMEpoBaHbL. Homepa cTpaHulg
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MPOCTABJISIOT MOCEPEUHE BEPXHETO MOJIs JINCTa apabckuMu nudpamu 0e3 BCAKHX
3HAKOB MPETHUHAHMUS.
Ecnu 1oKyMeHT uMeeT NMPUIIOKEHUE, TO OHO IeYaTaeTcsi C HOBOW CTPaHMIIBI.

15. JInst BBISBICHUSI U HMCHPABJICHHUS BO3MOXKHBIX OIIMOOK B TPABOINKCAHUU
B c(hOpMUPOBAHHBIX (paiiiaXx PEKOMEHIYETCS OCYIIECTBISTh MPOBEPKY JOKYMEHTOB,
UCIIOJIb3YsI CUCTEMBI TPOBEPKH MPABOMUCAHMUS.

16. Kaxaplii JTOKYMEHT CO BCEMH MPUIIOKEHUSIMH K HEMYy I[OMENaloT
B OTJAENbHBIN (haiin (ecii MPUIIOKEHUS CO3JIaHbl OJHUM MpoleccopoMm). BuyTpu
¢aiina cam TOKYMEHT U Ka)K[0€ MPUI0KEHUE TOMEIIAIOT B OTJIEIbHBIEC Pa3JeIbl.

17. Bce pexkBU3WUTHI AOKYMEHTAa OTIEISAIOT JIPYr OT Apyra OJHOM IyCTOU
CTpOKOH, oOpaszyemoii cumBosioM abO3ama (§ — wmaBuma Enter). B Ttekcte
HE JIOJDKHO BCTpeUyaThbesi 00Jiee IBYyX CUMBOJIOB a03alia moAps/I.

18. He momyckaercsi mucaTh CJIOBa C pa3psiAKOW, BCTaBISAS MPOOEIBI MEXITY
OyKBaMHU B CIIOBax, 3a MCKIIOUYCHHUEM CJIOBA «PEIINJIay B PEHICHUSX W MPOTOKOJIAX
3acenaHuii U30uparenbHOM Komuccud. He nmomyckaercs MCHOib30BaHHE MPOOEIIOB
Juist 00pa3oBaHMs a03alHOrO OTCTyna (KpacHOW CTPOKM) WM MYCTHIX CTpOoK. B
TEKCT€ HE JOJKHO BCTpeyaThCs moapsa Oornee OJHOTO CcHUMBOJIa Tpolerna.
Paznenenue naunuanoB u ¢damMuiauu, cuMBojia Ne W 4Yucia, MOPSAKOBOTO HOMEpA
CTaThH, YaCTH, MYHKTAa WJIM MOJIYHKTA MPAaBOBOIO aKTa, YUCJIa MecsIa U Ha3BaHUs
Mecslla, 4YHclia Tofa M CJOBa «roj», JIOOBIX YHUCIOBBIX 3HAYEHUHW U €JIMHUIL
U3MEpPEHUs JellaeTcd C HCIOJIb30BaHUEM Hepa3JeuMoro mpobena (codeTraHue
kiaasui Shift — Ctrl — ITpo6en).

19. He nmomyckaeTrcs BKJIHOYATh B TEKCT JOKYMEHTa Pa3ieiUTEIIbHBIC JTHHHH,
COCTaBJICHHBIE U3 IIEMOYEK CUMBOJIOB (*, =, -, — U 1Ip.).

20. He pomyckaeTcs HWCHONB30BaHME B PYCCKHX CJIOBaX CXOJHBIX IIO
HavepTaHuio JatuHckux OykB (A, a, B, C, ¢, E, e, H, K, M, O, 0,P, p, 1, X, X, y).

21. He npomyckaeTcsi WCMOJL30BaHWE CHUMBONA Talymsamuu (—) IS
oOpa3oBaHus ab3allHOTO OTCTyMa (KPaCHOM CTPOKHM) WM MYCThIX CTPOK. AO3alHbIN
OTCTYI yCTaHaBIMBaIOT B MeHIO DopmaT/AG3all Wi ¢ TOMOIIBI0 BEPXHETrO JBUKKA
Ha TOPU30HTAJIBLHOMU JINHENKE.

22. He noryckaeTcst HCTIOJIb30BaHUE CUMBOJIA «-» IS 0003HAYCHUS MEpEeHOCa.
BmecTo Hero cremyer WCMoib30BaTh CHMBOJI MSTKOTO TMepeHoca (KOMOWHAIUS
knasuin Ctrl — «-»).

23. JInsg wHamucaHus PUMCKHX IU(P MODKHBI HMCIOJIB30BATHCS 3arjiaBHBIC
O0ykBbl atuHckoro andasuta (I, V, X, C, D, L, M). HUcnons3oBaHue aJis 3TOH 1eH
pycckuX OyKB M apabCKux 1udp HE TOMyCKaeTCs.

24. Bmecto OykBbl «E» m0mkHa ynoTpebOnsaTecs OykBa «E» (kpome HMeH
COOCTBEHHBIX TPH HAJTUYIHMH TTOTBEPIKIAFOIINX JOKYMEHTOB).

25. PexBusnutel «HanMeHOBaHME BHIa TOKYMEHTa» JIOJDKHBI OBITh BBIPOBHEHBI
no 1eHtpy. He nomyckaeTcss HMCIONBb30BaHME CHUMBOJIA a03ana Ajisl MpephIBAaHUS
CTPOKH B TIPOM3BOJIEHOM MECTE, JUIS 3TOTO CIIEIYyeT MPUMEHATH CHMBOJI pa3phiBa
cTpoku (komOuHarus kinasum Shift — Enter).



[Ipunoxenne Ne 5

K MHCTpyKIIMU 110 1eT0NPOU3BOICTBY
B TeppuropuansHoi nu3dbupareabHoit komuccuu Ne 37

B Cankrt-IlerepOypre

Cnucok PACCBIJIKHA UCXOAAIINX JOKYMEHTOB

Ne HaumenoBanue oprana . .
IlosHbIii IOYTOBBIN agpec
n/n (opranm3zaumu)
[Ipencenarens

TepputopuanbHoii n36uparenbHo Komuccun Ne 37

Ucnomaurens

«

»

20 1.




CornacoBaHue MpoEKTa:

J1OJDKHOCTB

(mata)
J1OJDKHOCTB

(mata)
JIOJDKHOCTB

(mata)
HNcnonnuTens:
J1OJIDKHOCTB

(mata)
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[Tpunoxenne Ne 6
K MHCTpyKIIMU 110 1eT0NPOU3BOICTBY
B TeppuropuansHoi nu3dbupareabHoit komuccuu Ne 37
B Cankr-IlerepOypre

WHUIMAIBI, paMuus

(moxmuce)

WHULMABI, (haMUIUs
(moamuce)

HWHHUIIUAJIbI, (baMI/IJ]I/IH
(moamucek)

HWHHUIIUAJIbI, (baMI/IJ'II/ISI
(monmuce)
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[Ipunoxenne Ne 7
K MHCTpYKLIMU TTO 1€TONPOU3BOJCTBY
B TeppuropuansHoi nu3dbupareabHoit komuccuu Ne 37
B Cankr-IlerepOypre
YTBEPXIAIO
[Ipencenarens TeppuropuanbHoii kKomuccuu Ne

HWHHUINAJIBI, (baMI/IJ'II/IH

(noonucy)

« » 20 I.

OT14er 0 pa3melnenuu pemieHuii TeppuropuaabHOil H30UpPaTEJIbHOH KOMUCCHH Ne
37
caiite www.tik37.spbik.spb.ru,
B pasjene «JOKyMeHThI» H pacchliIKe 10 COOTBETCTBYIOIIUM aJpecaTaM

3acenanue No OT « » roaa
No No pemrenust Agnpec pa3MmenieHus, aapecar pacChblUIKU Jara
n/n THUK pa3MenieHus,
pacchbUIKH
1
2
3

Ucnomuurens:




[Tpunoxenne Ne 8
K MHCTpYyKIIMU O A€7I0IPOU3BOJICTBY
B TeppurtopuansHoii n3dbuparenbHoit komuccuu Ne 37
B Cankrt-IlerepOypre

HEPEYEHD

NOoAJICKAIIUX KOHTPOJJII0 JOKYMECHTOB C YKa3aHHEM CPOKOB HCIIOJIHCHHUSA

1. ®epnepanbHble KOHCTUTYLHOHHBIE 3aKOHBI, (enepalibHble 3aKOHbI
Poccuiickon denepannu — COriIaCHO YKa3aHHOMY B HUX CPOKY.

2.  Ykasml [Ipesunenta Poccuiickoit deneparinu — COracHO yKa3aHHOMY
B HUX CPOKY.

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

4. llocranoBnenusa, pacnopsbkenust — IIpaButensctBa  Poccuiickoii
®denepanuu — COIIACHO YKA3aHHOMY B HUX CPOKY.

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

6. IlocranoBnenus 3akoHoparenbHoro CobOpanust Cankt-lIletepOypra —
COIJIaCHO YKa3aHHOMY B HHUX CPOKY.

7. TlocranoBnenusi IlpaButennctBa Cankrt-IlerepOypra — coriacHo
yKa3aHHOMY B HUX CPOKY.
8.  Pacnopsikenuss ['yOepnatopa Cankt-IlerepOypra —  COIJIaCHO

YKa3aHHOMY B HUX CPOKY.

9. [Ilapnamentckme 3ampockl Comera @enmepanun DeaepaabHOTO
CoOpanust Poccuiickoit ®enepaunu, ['ocymapcrBenHorn Jlymbl denepaibHOro
CoOpanust Poccuiickoii denepanuu — He mo3gHee yeM yepe3 15 KalleHJapHbIX
JHEH CO JHS MOJYYEHUs MapIaMEHTCKOro 3ampoca WM B MHOM yCTaHOBJICHHBIN
cooTBeTcTBYIOIIEH manaro PeaepanvHoro CobOpanust Poccuiickoit denepannu
CPOK.

10. 3ampocer unenoB Cosera @enepammu DenepanbHoro CoOpanHus
Poccuiickon ®enepaunu, nenyratoB locynapctBenHon Jlymbl DenepanbHOTO
CoOpanust Poccuiickori deneparuun — He mo3aHee dem uepe3 30 KalleHTapHBIX
JTHEW CO JTHS €r0 IMOJyYEHHUs WM B HTHOM COTJIAaCOBAHHBIM C MHHUIMATOPOM 3arpoca
CPOK.

11. OGpamenust uneHoB CoBeta Deneparuun denepanproro CoOpaHus
Poccuniickonn ®enepanuu, nenyratoB locymapctBeHHou Jlymel PenepanbHOTO
CoOpanus Poccuiickoit  ®enepanuu 1O  BOMpocaM, CBS3aHHBIM C  HX
NeATEIbHOCThIO, — Oe3oTyiaraTesibHO (a2 MpU  HEOOXOAMMOCTH MOJMYYEHUs
JOTIOJTHUTENBHBIX MaTE€pUaloB — HE Mo3aHee yeM uepe3 30 KaleHAApHBIX JHEU
CO JTHSI TTOJTy4eHUs] OOpaIeHUs]).

12. Oo6pamenus JEMyTaTOB 3aKOHOIATEIBHOTO CoOpanus
Cankr-lIletepOypra — B CpOK,  YCTAHOBJEHHBIM  3aKOHOJATEIHCTBOM
Cankr-IletepOypra.
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13. Tlucema u3 Aamunuctpanuu llpesunenta Poccuiickoit ®eneparum,
IIpaButenscTBa Poccuiickoit @enepaunu, Koncturymmonnoro Cyaa Poccuiickoit
Oenepannu, BepxoBHoro Cyna Pocculickoii @enepanuu, ['eHepanbHOU
npokypatypbl Poccuiickoit ®deneparnuu, agmunuctpanuu ['yoepHaropa CaHKT-
[lerepOypra — B COOTBETCTBMM C YyKa3aHUSAMH II0 HCIOJIHEHHUIO JOKYMEHTa
npeacenarens TeppUTOpUAILHON KOMHUCCHH, €CJIM B HUX HE YKa3aH CpPOK, — HE
no3aHee yeM uepe3 30 KaJieHAapHbIX THEH.

14. Tlpotect npokypopa — He mo3aHee yeM yepe3 10 KkaleHJapHbIX JHEH.

15. TIlpeacraBneHue npokypopa — He no3anee yeM yepe3 30 KaJleHIapHbIX
JTHEM.

16. OOpamienus rpaxkigaH MO BOIpocaM BBIOOPOB U pedepeHayMOB —
10 30 KaJIeHIapHBIX JHEU, a MOCTYNUBIINE B IEPUO M30UpATEIbHON KaMIIaHUU —
B cooTBeTcTBUU ¢ DenepanbHbIM  3aKOHOM «OO OCHOBHBIX TrapaHTHUAX
n30upaTeNbHBIX TIPaB M IpaBa Ha ydacTue B pedepenayme rpaxaan Poccuiickoit
Denepanumny.

17. Tlepecwuika oOpallleHUN Tpask[aH, COJIEpPKAIUX BOMPOCHI, pEUICHUE
KOTOPBIX HE OTHOCUTCS K KOMIETEHIHMH [eppUTOpHAIbHOM KOMHUCCHH,
OCYILECTBIISIETCS B TECUCHUE CEMU KaJICHAAPHBIX JHEH.

18. OOpamenuss cpeACTB MaccoBol  uHGOpPMaMK IO  BOMPOCaAM
npenocTaBiieHuss MHOpMAIMU — ceMb KajeHAapHbIX nHed. Eciu TpebGyemblie
CBEJICHUSI HE MOTYT OBITh MPEJOCTABIEHbI B YKa3aHHBIA CPOK, TO JIOMYCKAETCs
OTCpOYKAa B MPEIOCTABJICHUU 3ampaiiBaeMoil uHOpMalMu C BpYYEHHEM B
TPEXJAHEBHBI CPOK CO JHS TMOJYy4YeHUs MUCbMEHHOIro 3ampoca HHGOpMaIUU
yBEJIOMJICHUSI 00 OTCPOYKE MPEACTABUTEINIIO PEaKIMU, B KOTOPOM YKa3bIBAHOTCS
MpUYMHA OTCPOYKH, JaTra, K KOTOpPOM OyleT mIpeaocTaBieHa 3alpaliuBacmasi
uHpopMarus, MOTKHOCTHOE JIMIIO, YCTAaHOBHUBILEE OTCPOYKY, JaTa MPUHSITHUS
pernieHust 00 OTCpOUKe.

19. 3anpoc rocyaapcTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYIpaBICHUS
WIM JOHKHOCTHOTO JIMIA, PacCMaTPHUBAIONIETO OOpallleHue TrpakIaHuHA,
JIOKyMEHTBl U MaTepuaibl, HEOOXOJUMbIE JJII PACCMOTPEHHS OOpalleHuUs,
NPEAOCTABISAIOTCS B TeUeHHWE 15 JHeH, 3a HCKIIYEHUEM JOKYMEHTOB U
MaTepUaioB, B KOTOPBIX COAEPIKATCS CBEICHUS, COCTABIIAIOLINE FOCYIAPCTBEHHYIO
WIM  HWHYIO OXpaHseMyio deaepalibHbIM 3aKOHOM TalHy, W JJs KOTOPBIX
YCTAHOBJICH O0COOBIN MOPSIOK MPETOCTABICHHUS.
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[Tpunoxenne Ne 9
Kk MHCTpyKINU 10 1eonpon3BOACTBY
B TeppurtopuansHoii n3duparenbHoit komuccuu Ne 37
B Cankrt-IlerepOypre

YTBEPXJAIO

IIpencenarens TeppuropuaibHOU
u30upareiabHOl KomMuccuu No

IOAIMUCH pacmn(prBKa OAIMUCH

20 T
HOMEHKJIATYPA JAEJI
TeppuropuaJbHOi H30UpPaTEIbLHON KOMUCCHU N2 Ha 20 rojg
Vinexc Kon-Bo Cpoxk xpaHeHus aena
;[Ia 3aronoBok siena nen (TOMOB, (Toma, yacTu) [Ipumeuanue
a (Toma, yacT) vacreii) 1 Ne crareii 1o mepeuHio
1 2 3 4 3)
Hazpanwue pazgena
HaumeHnoBaHMe JOIKHOCTH COCTaBUTEIS [Toxnuce PacmmgpoBka
HOMEHKJIATypbl MOJUCHU
[ara
COI'JTACOBAHO COTI'JTACOBAHO
IIporoxon DK Cexperapp Cankr-IlerepOyprckoit
or No n30upareabHOU KOMUCCUH

Ioanucs paciudpoBKa MoJmucu



60

[Tponomxkenne mpunoxxernst Ne 9

Wrorosas 3anmuch 0 KaTeropusix U KOJIMYECTBE /1€, 3aBE/ICHHBIX B roay B
TeppuropranbHON N30UpaTETHLHON KOMUCCUU Ne

B ToMm uncne

ITo cpokam xpaHeHus Bcero HepexoAIIIX C OTMETKOM
«OIIK»
1 2 3 4
ITocTtossHHOTO

Bpemennoro (cBeie 10 ner)

Bpemennoro (0 10 et BKIIOYUTEIBHO)

HNTOI'O:

HaumeHoBaHue NOKHOCTH COCTaBUTENS IToanuce PacmncprBKa
HOMCHKIJIaTYypPbI IoAIInCHu

ara
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[punoxenne Ne 10
Kk MHCTpyKINU 10 1eonpon3BOACTBY
B TeppurtopuansHoii n3duparenbHoit komuccuu Ne 37
B Cankrt-IlerepOypre

Teppuropuanbnas komuccust No_ YTBEPXIAIO
OINCE N [Ipencenarens
R — TeppuropuanbHoii Komuccuu Ne
JIeJ TIOCTOSTHHOTO XPaHEHUSI -
3a rong IMoamuce PacmmdpoBka nomnucu
Jara
No Wnnekc Kpaitnue | Koin-Bo
3aroyioBOK Jiea [Ipumeuanue

/11 nena JaThI JUCTOB

1 2 3 4 5 6

B nannbIN pazaen onvucu BHECEHO

c Ne

JUTEPHBIC HOMEpA:

o Ne

(yughpamu u nponucwio)

, B TOM YHCJIE:

MMPOMYyHICHHBIC HOMCPA:

HanMmenoBaHue TODKHOCTH COCTABUTENS

OITMCHU

JlaTa

COI''TACOBAHO
ITpoToxon DK

OoT

IToamuce Pacmm¢poBka noanucu

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

oT Ne




TeppuropuanbHas komuccus Ne

OIINCD Ne
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[Ipunoxenne Ne 11
Kk MHCTpYyKIIMU MO A€T0IPOU3BOJICTBY
B TeppurtopuansHoii n3duparenbHoit komuccuu Ne 37
B Cankrt-IlerepOypre

YTBEPXJAIO

[Ipencenarens
TepputopranbHoil KoMuccun No

nen BpemerHoro (10 et u 6osee) XxpaHeHus

3a roxa Tloamuce PacmmdpoBka moamucu
Jara
Ne Nunexe Kpaiinne | Kon-Bo Cpok
3aroyioBOK ziea [Ipumeuanue
/11 nena JIAThI JIUCTOB XpaHEHUS
1 2 3 4 5 6 7

B nannbIN pazaen onvucu BHECEHO

(yughpamu u nponucwvio)

¢ Ne o Ne , B TOM YHCJIE:
JUTEPHBIE HOMEPA:
IIPOIYLIEHHBIE HOMEpA!
HanmMeHoBaHME TOIKHOCTH COCTaBUTENS [Toanuce PacimmdpoBka noanucu
OINCH
Jara
COI''TACOBAHO COI''TACOBAHO
ITporoxon DK Cexkperapp Cankr-IletepOyprekoit

oT Ne

n30MpaTeTbHON KOMUCCHU

©.N.0.




TeppuropuanbHas komuccust Ne

OITUCD Ne

Je]1 110 JINYHOMY COCTaBYy
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[punoxenne Ne 12
Kk MHCTpyKINU 10 1eonpon3BOACTBY
B TeppurtopuansHoii n3duparenbHoit komuccuu Ne 37
B Cankrt-IlerepOypre

YTBEPXIAIO

[Ipencenarens
TepputopuanbHoit komuccuu No

3a roj Tloanuce PacmmdpoBka nomnucu
Jara
Ne WNunexc Kpaitnue | Kou-Bo Cpok
3aroinoBok aeiia HpI/IMe‘laHI/IC
/1 Jciia AaThbl JIMCTOB XPaHCHUA
1 2 3 4 5) 6 7

B nanHb1i pa3nen onvucu BHECEHO

(yughpamu u nponucsio)

¢ Ne mo Ne , B TOM 4HCJIE:
JUTEpHBIE HOMEpa!
MPOIYIIEHHbIE HOMEpA!
HaumeHoBaHMe JOMKHOCTH COCTaBUTENS [Tonmuce PacimdpoBka nmoanucu
OTIHCH
JlaTa
COI''TACOBAHO COI''TACOBAHO
[TpoTokon DK [Iporokon LleHTpanbHOI 3KCIIEPTHO-
MIPOBEPOYHON METOIUYECKONH KOMUCCUU
ApxuHoro komuteta Cankt-IlerepOypra
oT No oT No
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[punoxenne Ne 13
Kk MHCTpyKINU 10 1eonpon3BOACTBY
B TeppurtopuansHoii n3duparenbHoit komuccuu Ne 37
B Cankrt-IlerepOypre

YTBEPXJIAIO
Teppurtopuansuas komuccust Ne 37 a
AKT
[Ipencenarens
No Teppuropuansnoii komuccuu Ne 37
(mMecmo cocmagnens) MOJINCh PacmmmdpoBka
noaIucu

Jlata
(0) BBIACJICHUU K YHUYTOKCHUIO JTOKYMEHTOB,
HE IOMJICKAIUX XPAHCHHUIO

Ha ocnoBanun IlepeyHss THUNOBBIX YIpPaBJIEHYECKUX  APXMBHBIX JOKYMEHTOB,
00pa3ylonMxcsi B IPOLECCE IEATEIbHOCTH TOCYIapCTBEHHBIX OPraHOB, OPIaHOB MECTHOIO
caMOyIIpaBJIEeHUs] U OpraHu3alluii, ¢ yKa3aHHEM CpPOKOB XpaHEHHUs M HOMEHKIATypbl [ell
TeppuropuansHoii u3duparenbHOi Komuccuu Ne 37 oroOpaHbl K YHHYTOXKCHHIO Kak

HEC HMCIOIIUC HaquO-HCTOpHHeCKOﬁ HEHHOCTH HW YTPAaTUBIIHWC IIPAKTUYCCKOC 3HAYUYCHUC
JOKYMCHTEIL.

3aroJIoBoK Aciia I/IHI[eKC AcJia 110
N . Cpoku xpaHeHHUs
Ne WJIY TPYIIIOBOM Kpaiinue HOMEHKJIAType Koin-BO . | Ilpume-
H HOMCpaA CTaTCU
/1 3aroJIOBOK JaThl HJIM HOMEp Acjia Cha. Xp. YaHHC
0 TIEPEYHIO
JOKYMCHTOB II0 OIT1UCHU
1 2 3 4 5 6 7
Hrtoro: eln. Xp. 3a roabl
(yughpamu u nponucwro)
Onucu ACI TOCTOSAHHOI'O XpaHCHUSA 3a ToAbl YTBEPKIACHEI, I10 JIMYHOMY COCTaBy
cornacoBanbl ¢ DK  Cankr-IlerepOyprckoit n3dupareiabHOl KOMUCCHU
(IPOTOKOJ OT « » r. Ne )
(HaumeHnosanue QOIAHCHOCTIU TUYA, NPOBOOUBULE20 IKCNEPMUSY YEHHOCTU OOKYMEHMO8)
(noonucv) (unuyuansl, pamunus)

Jara
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[Iponomxenue npunoxenus Ne 14

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

BECOM KI' CIaHbl B

Ha nepepaboTKy MO MPUEMOCAATOYHON HAKIIATHOW OT

HanmeHoBaHKe JOKHOCTH JINIIA,
CHABIIETO JOKYMEHTBI

JlaTa Tloonuce

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

JIOKYMEHTBI

Mara Hoonuce

(HaumeHo8anUe Opeanu3ayu)

Ne

(Oama)

Pacwughposka noonucu

Pacwugposka noonucu
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[Ipunoxenne Ne 14

Kk MHCTpYyKIIMU MO A€T0IPOU3BOJICTBY
B TeppurtopuansHoii n3duparenbHoit komuccuu Ne 37
B Cankrt-IlerepOypre

Teppuropuanbhas uzdbuparensHas komuccust Ne 37

AKT
20 r. Ne

MeCTO COCTaBJIICHUS

OO0 yHHYTOKEeHUH JOKYMEHTOB
€ OTPAHMYEHHBIM CPOKOM

XpaHEHUs

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

Ha ocnoBanun Ilepeuns

YTBEPXJAIO

[Ipencenarens
TepputopuanbHO U30UpaTENHHOM
xomuccuu Ne 37

IToamnuch

paciuppoBKa MOAMUCH

Jara

THUIIOBBIX  YIIPABJICHUYCCKUX APXHUBHBIX HJOKYMCHTOB,

06p213y}OH_[I/IXCSI B IIpoHecce ACATCIbHOCTH TI'OCYAAPCTBCHHBIX OpPraHOB, OPraHOB MCECTHOI'O

CaMOYITPaBJICHUS M OpraHU3aLHUi,
TepputopuaibHONW W30UpaTEIHHOM
UMEIOIINE HAyYHO-HUCTOPUUYECKOMN

JAOKYMCHTHI.

IIPAaKTHYECKOE

C yKa3aHHEM CPOKOB XPaHEHUS M HOMCHKJIATYPHI eI
komuccun Ne 37 0TOOpaHbl K YHHUYTOXKEHHUIO KakK He

OCHHOCTH W  YTpAaTHUBUINC 3HA4YCHUC

3aroJyoBoK siena Wnpekc nena mo -
No WIN T nn(f[Boﬁ Kpaiinue HOJI:\[/[eHK?IaT e Koo Cpoxu xpanexus IIpume-
- py p P eI Xp. ¥ HoMepa crareit P
/m 3aroJI0BOK JIaThI WM HOMEp Jienia 110 TIepeUHIo YaHue
JIOKYMEHTOB 10 ONKCH (1uCTOB) P
1 2 3 4 5 6 7
Hroro ea.xp. (JIuCToB) 3a ToJl
(1),

(dpamu, TPONHCHIO)

Becom KT CAaHBI B Ha
(HanMEeHOBaHME OPraHN3AIIH)
nepepaboTKy 1Mo MPUEeMO-CIaTOYHOW HAKIIaTHOU OT Ne
(MM yHUYTOXKEHBI TyTeM U3MeNb4YeHUs (IIpeAUpOBaHUs) Ha CIIEIUATN3UPOBAHHOM
00opyoBaHUH 0€3 BO3MOKHOCTH BOCCTAHOBJICHUS ).
Jara BpEMA
COI''TACOBAHO COI''TACOBAHO
ITporokon OK Cekperaps Cankr-IlerepOyprekoit
n30MpaTenbHOM KOMUCCUU
®.1.0.
oT Ne
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[Ipunoxenne Ne 15

K MHCTpyKINU 10 1eonpon3BOACTBY
B TeppurtopuansHoii n3dbuparenbHoit komuccuu Ne 37
B Cankrt-IlerepOypre

BHYTPEHHA OIIUCH

JOKYMEHTOB Jiesia Ne

Ne Nunexe Hara Howmepa
3aroJIoBOK JIOKyMEHTa [Ipumeuanue
I/l | JAOKYMEHTa | JOKyMEHTa JIMCTOB JieJ1a
1 2 3 4 ) 6
Hroro: JIOKYMEHTOB

(mdpaMu 1 TPOMUCHIO)

KomnunuectBo nuctoB BHYTpeHHeﬁ OITMCHU

HanmenoBanmne JOJDKHOCTH JIUIa,
COCTaBUBIICTO BHYTPCHHIOKO OITUCH

JIOKYMEHTOB JIeJia

JlaTa

(mpaMu 1 IPOTHCHIO)

IToamuce

Pacmndposka mogmucu
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[punoxenne Ne 16
Kk MHCTpyKINU 10 1eonpon3BOACTBY
B TeppurtopuansHoii n3duparenbHoit komuccuu Ne 37
B Cankrt-IlerepOypre

JIMCT-3ABEPUTEJIb JJTEJIA Ne

B neno noammTo 1 mpoHyMEpOBaHO TucToB(a),
(mmpaMu 1 IPOIHCHIO)

B TOM YHCJIC:

JIMTCPHBIC HOMECpPA JINCTOB

MIPOITYIIICHHBIE HOMEPA JINCTOB

+ JIMCTOB BHYTpCHHCﬁ OITNCH

Oco6eHHOCTH (PU3NYECKOTO COCTOSTHUS U Homepa
dbopMupoBaHHsI J1ena JUCTOB
1 2

HanmeHoBaHue J0IKHOCTH

IMomammce Pacudposka noanucu

ara
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[Ipunoxenne Ne 17
Kk MHCTpYyKIIMU MO A€T0IPOU3BOJICTBY
B TeppurtopuansHoii n3duparenbHoit komuccuu Ne 37
B Cankrt-IlerepOypre

TEPPUTOPUAJIBHAS U3BUPATEJIBHASA KOMUCCHUSA Ne 37
CAHKT-IIETEPBYPT

JIEJO Ne

(3a201060K dena, mom dena)

(kpaiinue oamot)

Ha JIUCT
D. Ne
Om. Ne
A Ne

XpaHUTH



YTBEPXKJAIO
[Ipencenarens
TepputopuanbHOit
n3oupatensHol Komuccun Ne37

MOANUCH  PacIIU(pOBKa IMOIIHCH
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[punoxenne Ne 18
Kk MHCTpyKINU 10 1eonpon3BOACTBY
B TeppurtopuansHoii n3duparenbHoit komuccuu Ne 37
B Cankrt-IlerepOypre

YTBEPXKJIALIO
[Ipencenarens
Cankr-IlerepOyprckoit
n30UpaTenbHO KOMUCCUT

MOZMNCH PACIIU(POBKA HOAITUCH

Hara [Teuats Hara [Teuars
AKT Ne
npueMa-nepeaadu
APXUBHBIX TOKYMEHTOB Ha
XpaHeHHe
(ocnosanue nepeoauu)
(nazsanue nepedasaemozo gponoa)
TeppuropuaabHas u3ouparteabHasi KOMUCCHS Ne 37 B JU1Le
craia, a
JlOomKHOCTD, (haMuITIsI, HHUTTAAITBI
Cankr-IlerepOyprekas n3duparebHas KOMHUCCHS B I

JomxHOCTB, (haMUITHsl, HHAIHAIIBI

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

Ne n/n Hasganue, Homep onucu KomnuectBo KommuectBo | IIpumeuanue
JK3EMILISIPOB el. Xp.
OIUCH
1 2 3 4 5
Hroro npunsATO en.Xp.

[Tepenauy nmpoussenu:

JIOJIKHOCTB ITognuce Pacmm¢poBka  J{omKHOCTD Ionmucy  Pacmmdpoka

Hara

®oHay mpucBoeH Ne

Jara

HN3meHeHus B YUYCTHBIC NOKYMCHTBI BHCCCHBI

JIOMKHOCTH

Hara

[Toamuce Pacmmdposka
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[Tpunoxxenue Ne 19
K MHCTpyKLIUH 110 A€IONPOU3BOACTBY

B TeppuropuanbHoit n306uparenbHoi komuccuu Ne 37

B CankT-IlerepOypre

dopma perucTpaOHHOI0 KYPHAJIA BXOASIINX JOKYMEHTOB

Hara | Peructpan | Koppecn | Home | Comep | Pezon | Mcnonn | Cpok Otmer | Ho
MOJIy4d | HOHHBIN OHJICHT p ¥ |KaHWE | IOUUs | UTEIb ucnon | ka o0 | mep
€Hus | HoMep JaTta HEHUs | UCIIOJH | JAel
JIOKYM E€HUU a
€HTa
(I)OpMa PETrUHCTPAINMOHHOIO KYPpHaAJa HCXOAAIIUX TOKYMEHTOB
[ara Peructpammmonn | Anpeca | Kparkoe Kto Ucnonuuren | Homep
OTMPABJICHH | I HOMEP T COZIEpXKaHU | IIOANHUCA | b nena c
s e 1 KOIHen
JIOKyMEHTa JIOKYMEHTa | JIOKYMEH HCXOJISIIET
T 0
JIOKyMEHTA




