TEPPUTOPUAJIBHASA NU3BUPATEJIBHASL KOMUCCHUSA Ne 40
PEIIEHUE

05 aBrycra 2026 roaa Ne 12-10
Cankr-IletepOypr

OO0 MHCTPYKIUH 110 AeJI0NPOU3BOACTBY
B TeppuropuajbHoii n3dupareabHoi komuccuu Ne 40

B coorBerctBunm ¢ pemenueM Cankr-IlerepOyprckoit n30HMparenbHOM
komuccun ot 31 wurons 2026 roma Ne 188-10 «O TumoBoil HHCTpYKUIUU
M0 JEJONMPOU3BOACTBY B TEPPUTOPUATILHOW M30MpaTEIbHON KOMHUCCHUU B
Cankr-IletepOypre», TeppuropuanbHas wu3z0uparenbHas komuccuss Ne 40
pemuaa:

1. YTBepauTh MHCTPYKLIHIO IO JEJIONPOU3BOJACTBY B TeppuTopuanbHON
u3OuparenbHoi komuccun Ne 40 CcOrylacCHO MNPUIIOKEHUI0, K HACTOSILEMY
pELIEHHUIO.

2. Omny0OnukoBaTh HACTOfAIEE pelieHne Ha caiite TeppuTopuanbHON
nu3buparenpHoil komuccun Ne 40 B mH(pOpMaAIMOHHO-TEIEKOMMYHUKAITMOHHON
cetu «MHTEpHETY.

3. Ilpu3Hate  yTpaTHBIIMM CWIy  pemieHue  TeppuropuanbHON
u3ouparenbHoi komuccun Ne 40 ot 13 utons 2020 roga Ne 2-8 «O06 uHCTpyKUMU
10 JICJIONPOU3BOICTBY B TepputopuanbHoi n3duparenbHoit komuccuu Ne 40 .

4. KoHTpoiab 3a WCHOJHEHHEM HACTOSIIET0 PELIECHUS BO3JIOKUTH
Ha Tpencenarens TepputopuanbHOW — m30MparenbHOM Komuccuu  Ne 40
A.M. Mopo3oBy.

IIpencenarens TepputopuanbHOMN
n30upatenbHoi komuccuu Ne 40 A. . Mopo3oBa

Cexkpertaps TeppuropuanbHO
n3ouparenbHoit komuccuu Ne 40 E.T'. Tanuypa



YTBEPXJIEHA

peuieHuem TepputopuanbHOit
m3bupartenpbHOM Komuccun Ne 40
ot 05 aBrycra 2026 roga Ne 12-9

TUIIOBASA HHCTPYKLUA .
1O AEJOIMIPON3BOJACTBY B TEPPUTOPUAJIBHOU
U3EUPATEJIBHON KOMHUCCHUU B CAHKT-IETEPBYPTE

1. O01mue moJ10sKeHuA

1.1. UaCcTpyKUIMs 1o NEJNONPOU3BOACTBY B TeppuropnanbHOi
u30uparenbHor komuccuu Ne 40 (manee — IHCTpyKLHMsI) YCTaHABIMBAET MOPSAIOK
paboThl C JTOKyMEHTaMH, OCHOBHbIE NpaBHUJia MX MOATOTOBKU U OQPOPMIIECHHUS
B TepputopuasibHOU U3oupaTenbHoil komuccun Ne 40 (nanee — TeppuTopUaIbHas
KOMHUCCHS).

TeppuropuanbHas KOMHCCHS BIIPABE YTBEPKIATh TUIIOBBIE
W/WIUM  TpUMEPHbIE MHCTPYKLUMU MO JI€JONMPOU3BOJACTBY JUISI y4aCTKOBBIX
n30MpaTeIbHBIX KOMUCCHUH.

1.2. UncTpykuus pa3paboTaHa Ha OCHOBaHUU (enepanbHBIX 3aKOHOB
ot 12 utons 2002 roga Ne 67-®3 «O06 0OCHOBHBIX FapaHTUSIX U30MPATEIbHBIX MPAB
W TpaBa Ha ydactue B pedepenayme rpaxman Poccuiickoit deneparumn
(nanee — @enepalibHbI 3aKOH 00 OCHOBHBIX TapaHTHsIX HM30MpaTeIbHBIX MpaB),
or 22 oktsa6ps 2004 roma Ne 125-d3 «O6 apxuBHoMm jnene B Poccuiickoit
denepanuny, 3akoHoB CaHkT-IleTepOypra, mOCTaHOBICHHUN U HHBIX HOPMATHUBHBIX
akToB LlenTpanbHoli n3buparensHoi komuccuu Poccuiickoit @enepannn (nanee —
MUK Poccun), Cankrt-IlerepOyprckoit m30upaTebHOW KOMHCCHH, pPErIaMeHTa
TEPPUTOPUAIBHON  KOMHCCUM, C  MCIIOJIb30BaHUMEM [pukazoB Pocapxusa
or 22 mas 2019 roma Ne 71 «O6 yrtBepxnaenuu IIpaBun aenonpou3BOACTBa
B TOCYJAapCTBEHHBIX  OpraHax, OpraHax MECTHOIO  CaMOYNPAaBIICHUSD,
or 25 npexabps 2020 roma Ne 199 «O6 ytBepxkaeHUM MeTOAMYECKUX
peKOMeHJalui Mo  pa3paboTKe  MHCTPYKUUH MO  JAEIONPOU3BOACTBY
B TOCYJAapCTBEHHBIX  OpraHax, OpraHax MECTHOIO  CaMOYNPAaBIICHUD,

ot 31 uronst 2023 roga Ne 77 «O6 yTBepxkaeHuu [IpaBun opranuzanuy XpaHeHus,
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KOMIUICKTOBAHH:A, Y4YC€Ta MW HCIIOJIB30BaAHUSA JTOKYMCHTOB ‘ApXHBHOFO (bOHHa

Poccuiickoit denepaiii U Apyrux apXUBHBIX JOKYMEHTOB B TOCYAapCTBEHHBIX
opraHax, OpraHax MECTHOTO  CaMOYINpAaBJIEHUS UM  OpPraHU3ALMIXY,
I'OCT P 7.0.97-2025 «Haumonanenbiii cranaapt Poccuiickoit ®enepanumu.
Cucrema cranHaapToB 10 HH(pOpManUU, OUOIMOTEYHOMY U H3JATEIHCKOMY
neny.  OpraHu3alMOHHO-paclopsIWTENbHass  JOKymeHTauus.  TpeOoBaHus
K odopmiieHuro nokyMeHToB», ['OCT P 7.0.8-2025 «HanuonanbHbIii cTaHAApT
Poccuiickoii denepanun. Cucrema cTaHaapToB 10 HHGOpMaLMU, OMOTUOTEYHOMY
U H3JaTeNbCKOMY Jeily. Jlenonmpou3BOACTBO W AapXUBHOE Je70. TepMHHBI
Y ONIPEICIICHUS.

Pabota ¢ gokymeHTamu, coaepKalulUMU HWH(POpPMALUIO OrpaHUYEHHOIO
pacnpoCTpaHEHUsl, OCYUIECTBISIETCSI B COOTBETCTBUM C IIOCTAHOBJICHUEM
[IpaButensctBa Poccuiickoit ®denepamuu ot 03 Hos06ps 1994 roma Ne 1233
«O06 ytBepxaeHuu llonoxkeHuss o0 TOpsSAKE OOpaIlleHHs CO  CIIyKeOHOM
uHpopMalMell OrpaHUYEHHOIO0 pacHpOCTpaHEHUs B (eaepajpHBIX OpraHax
VCITOJIHUTENIbHOM BJIACTH, YIIOJJHOMOYEHHOM OPraHe yIpaBJieHUs UCIIOJIb30BaHUEM
aTOMHOW HEPrUU U YIOJIHOMOYEHHOM OpraHe M0 KOCMHYECKOW AESITeNIbHOCTHY,
3a UCKJIIOYEHHEM JOKYMEHTOB, COJEpXalluX CcBeleHus o0 u3duparemsx,
y4acTHUKaxX pedepeHayma, oOpamjarommxcs B paMkax (yHKIIMOHUPOBAHUS
['ocymapcTBeHHOM cuCTeMBbl peructpanuu (ydera) wu3Oupartesneil, y4acTHUKOB
pedepennyma B Poccutickoit deneparum.

1.3. ITonoxxenust UHCTpyKUMH pacpOCTPAHSIIOTCA HA OpPraHUu3aluio padoThl
C TOKYMEHTaMH HE3aBUCHUMO OT BHJIA HOCHUTEIA, B TOM YHCIIE C JIEKTPOHHBIMU
JIOKyMEHTaMH, BKIJIOYasl TOJTOTOBKY, PEruCTpPaldio, MPOXOXKIEHUE, XpaHEHUE
Y UCIIOJIb30BaHUE JJOKYMEHTOB.

[Tonoxxennss MHCTPYKIIMK HE paclpOCTPaHSIOTCS Ha OPraHU3alui0 paboThI
C JOKYMEHTaMH, COJEpP)KAIUMHU CBEJEHUS, COCTaBISIOIINE TOCYAapCTBEHHYIO
TalHy.

TpeboBanus WHCTpykiuu Kk padore ¢ (UHAHCOBOM, B TOM YHUCIE
OyXrajJTepcKkoll JOKYMEHTAllMel paclpOCTPaHAIOTCS Ha JaHHbIE JOKYMEHTHI
B YacTH OOLIMX MPUHIUIOB PaOOTHl C HUMHU, a TAKKE OPraHU3alUU TEKYLIETO

XpaHCHUsA AOKYMCHTOB MW IIOATOTOBKM HX K IEpEAadYC Ha apXHMBHOC XPaHCHHUC,
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C y4yeToM OCOOCHHOCTEH  OIODKETHOTO  3aKOHOMATENbCTBA,  HACTOSIICH

Nuctpykiuu, nabix HopMatuBHBIX akToB IIMK Poccum, Cankrt-IletepOyprckoit
n30upaTeabHON KOMUCCHH, TEPPUTOPUATHHON KOMHUCCHH.

PaboTa ¢ JOKyMeHTamMHu IO OpraHU3alyy 3aKylOK TOBAapoB, pabOT U yCIIyT
ocymiecTBisieTcss ¢ ydetom @DenepanbHoro 3akoHa oT S5 ampens 2013 rona
Ne 44-03 «O koHTpakTHOM cucteMe B cepe 3aKymok TOBapoB, paboOT, yciayr
JUIs 00€CTIeueHUs] TOCYJAapCTBEHHBIX W MYHMIMIAIBHBIX HyX1». OcoGeHHoCTH
OpraHu3ali JOKYMEHTOOOOPOTa, OTHOCAIIETOCS K OpraHu3alud 3aKyHoK
TOBapoOB, padOT U YCIyT, MpaBUia MOATOTOBKU U 0(OPMIICHHS TAKUX JIOKYMEHTOB,
a TaKXke MOpAJoK padoTbl ¢ HUMHM MOTYT JOMNOJHUTEIBHO YCTaHABIMBATHCS
COOTBETCTBYIOLUMHU HOPMAaTUBHBIMU aKTaMHU UK Poccun,
Cankr-IlerepOypreckoil n30upaTeabHOW KOMHUCCHH, TEPPUTOPHATIBHON KOMHUCCHUH,
IIpUKa3aMHU MpecenaTeliss TEppUTOPUaAIbHON KOMUCCHUH.

1.4. IIpaBuna noAroTOBKM U OQPOPMIIEHUSI TOKYMEHTOB M MOPAJIOK padOThI
C HUMH, HpenycMoTpeHHble WMHcTpykinueil, o0s3arenbHbl sl YICHOB
TEPPUTOPUAIIBHOM KOMHUCCHHM W TOCYJAPCTBEHHBIX TPAXKIAHCKUX CIIYKAIIUX
anmnapara TEppUTOPUAIBHON KOMHUCCHUU (Jlajiee — rpakJIaHCKue CIy>Kalllue) U JuL,
3aMElAIoINX JOJDKHOCTH, HE SBIAIOIIMECSH JOJDKHOCTSAMU TIOCYAAapCTBEHHOU
IPaKJAHCKOM CIIyKObI, a TAaK)K€ JIMI], MPUBJIEKAEMbIX 0 TI'PaXIaHCKO-IPABOBBIM
JIOTOBOPAaM.

1.5. Benenue JETOTTPOU3BOACTBA TEPPUTOPUATBHOMN KOMHMCCHUH
OCYILECTBIISIET MPENCENATENIb TEPPUTOPUAIBHOW KOMMCCUU WM Tpa)KAaHCKUI
CIIY’KalllMi anmnapara TEPPUTOPUAIBHOW KOMHCCHM, HAa KOTOPOIO BO3JIOXKEHA
GyHKUMST BeIEHUsA JEJIONPOM3BOJACTBA B COOTBETCTBUM C  JOJHKHOCTHBIM
peraamMeHToM  (Janee — paOOTHUK — amnmapara, OTBETCTBEHHBIM 3a  BEJACHHE
JIeJIONIPOU3BOICTBA).

1.6. PaboTHUKM  ammapaTa,  IOCTYIHMBIIME  HAa  TOCYJAapCTBEHHYIO
rpaxaanckyto ciayxOy Cankt-IlerepOypra B ammapar TeppUTOPHAIBLHON
KOMHUCCHH, TUOO HA JIOJDKHOCTH, HE SIBJIAIOIIMECS AOHKHOCTSAMHU rOCY/1apCTBEHHON
IPKIAHCKOM CIIyKObl, a TakKe TIpakJaHe, IMPHUBJIEKAEMbIe MO T'PaKIAHCKO-

IIPpaBOBBIM JO0T'OBOpaM, JOJIZKHBI OBITH 03HAKOMJICHBI moa mnoAamnucb € TCKCTOM
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NHcTpykuum ~ paOOTHUKOM — ammapara,  OTBETCTBEHHBIM 32  BEJICHHUE

JEJIONPOU3BOJICTBA.

1.7.B cinyyae yxoga B OTHYCK, BbI€3la B KOMaHJIUPOBKY, OOJI€3HH,
YBOJIbHEHUS! ~ HMCIHOJHUTENS  JOKYMEHTOB  HEUCIIOJHEHHbIE  JOKYMEHTBI
[0 MOPYYEHUIO MpEACEaaTeNsl TEPPUTOPUATIBHON KOMUCCUU TIEPEAAIOTCS APYTOMY
VICIIOJIHUTEITIO.

1.8. 1enonpous3BOACTBO B TEPPUTOPUATBHOM KOMHUCCHH OCYILECTBIISIETCS
CpEICTBAaMH TOJICUCTEMBI JIOKyMEHTOOOOpOTa H  YINpPaBICHUS MHUPPOBHIM
KOHTEHTOM ['0CynapCTBEHHOM aBTOMAaTU3MPOBAaHHOM cuCTeMbl Poccuiickon
deneparuun «Beibope»  (manee — [1J]), a Takke C HCIOIB30BAaHUEM JPYTHUX
PErHCTPAlMOHHO-YYETHBIX (OopM  (KapTOYHOM WM KYPHAJbHOM CHCTEMBI
pErucTpanuy JOKyMEHTOB).

Pabota B I1J] MOXET OCYHIECTBISATHCA KaK B 3aKPBHITOM KOHTYpE, JOCTYM
K KOTOPOMY 4YJ€HaM TEpPPUTOPUAIBHOM KOMHUCCHMM M paOOTHHKaM armapara
TEPPUTOPUAIBHONM KOMMCCUM IIPEIOCTABIAETCS B COOTBETCTBHM C IPHUKA30M
npeacenaTens TePPUTOPUAIBHON KOMHUCCUH, TaK U B OTKPBITOM KOHTYPE, TOCTYIl
K KOTOPOMY IPENOCTAaBISAETCS B COOTBETCTBUM C pacrnopstkeHueM llpencenarens
MUK Poccun, nopmaruBHbiMH akTamMu Caskt-lleTepOyprckoit m3OupaTenbHON
komuccuu 1o cornacopanuto ¢ I{HAK Poccun.

B 3akpbiToM KOHTYpe mnpeaycMoTpeHa oOpaboTKa MEePCOHANBHBIX JTaHHBIX
Y MHOM KOH(UAEHIIMATbHON HHPOpMAITUH.

JoxymenTsl, coaepxamuecs B 1], MoryT ObITh mOANKMCAHBI 3JIEKTPOHHOU
MOANMUCHIO JTOJKHOCTHOTO JIMLA.

Pabota ¢ [OKyMeHTaMu TEppUTOPUATIBHOM KOMHUCCHHU OCHOBBIBAETCA
Ha MPUHILNIE OJTHOKPATHOW PErUCTpalii JOKYMEHTA.

1.9. MHCcTpyKIIMSt W W3MEHEHUsT B HEE YTBEPKIAIOTCS  PEIICHHEM
TEPPUTOPUAIIBHOM KOMHUCCUHM Tiocsie coryiacoBanust ¢ Caskr-IletepOyprekoit
n30UpaTeTbHOM KOMUCCHEH.

1.10. B MHCTpyKIIMY UCTIONB3YIOTCS CIAEAYIOINE TEPMUHBI U ONIPEACIICHUS:

OJIaHK JIOKYMEHTA; DJIEKTPOHHBIM 111a0JIOH OJaHKa JOKyMEHTa — JIUCT
OyMarn WU DJICKTPOHHBIA IMAOJOH C PEKBU3UTAMH, HACHTHUPUIIUPYIOIIMMH

aBTOpa 0(1)I/IIII/IaJII>HOI“O AOKYMCHTA, pacCIiOJOXCHHBIMU B OIPCACICHHOM IMOPAAKE,
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BHYTPEHHHMM OKYMEHT — JOKYMEHT, ITOArOTOBJICHHBIA B TEPPUTOPUAIBHOU

KOMHUCCHH, HE BBIXOSIINM 3a €€ Ipeebl;

BXOJSIIIUNA JIOKYMEHT — JJOKYMEHT, TOCTYIUBIIUA B TEPPUTOPUATBHYIO
KOMUCCHIO;

(2JIEKTpOHHOE)  J1e7I0 — PU3MYECKH  000COOJIGHHAass WM JIOTUYECKH
OTIpe/IeICHHAs] €IUHUIA KJIacCU(PUKAIUA U CUCTEMATHU3AIMK B TOKYMEHTAIHLHOM
dboHme TeppUTOPUATBHOM KOMHCCHH, BKIIIOYAIONIAsl JOKYMEHT WM COBOKYITHOCTD
JIOKYMEHTOB, OTHOCSIIIUXCSI K OJHOMY BOIPOCY HJIM YYacTKy JE€ATEIbHOCTH,
MMEIOIIUX OJIMHAKOBBIN CPOK XPAHCHUS;

JIEJIONIPOU3BOICTBO — COBOKYITHOCTh MPOIECCOB PabOThl C JOKYMEHTaMH,
BKJIOYas JIOKYMEHTHUPOBaHUE, JOKYMEHTOOOOpPOT, ONEpaTUBHOE XpaHEHUE
Y UCIIOJIb30BaHUE JOKYMEHTOB B JICSITEIbHOCTU TEPPUTOPUATIBHON KOMUCCHUU;

JOKYMEHT — 3a)UKCUpOBaHHAs Ha HOcCUTENe HMH(OpMaIUsi C PEKBU3UTAMHU
W/WJIA METaIaHHBIMU, TIO3BOJISIIOIIMMU €€ UISHTU(PUIIUPOBATD;

JOKYMEHTAIbHBIA  (DOHJ — COBOKYITHOCTh JTOKYMEHTOB, OOpa3youxcs
B JICATEIIbHOCTH U30MpaTEIbHON KOMUCCHH;

JTOKYMEHTHUPOBAHUE — CTaJAUS KU3HEHHOTO IUKJIAa JOKYMEHTa, Ha KOTOpOM
OCYIIECTBJISICTCS 3alMUCh HH(OpPMAIMU C PEKBU3UTAMH W/WIW METaJlaHHBIMU
Ha HOCHUTEJIE TT0 YCTAaHOBJICHHBIM ITpaBUjiaM B YCTAaHOBJICHHOU (opme;

JIOKyMEHTOOOOPOT — ABUKEHUE IOKYMEHTOB B TEPPUTOPUATILHON KOMHUCCHH
C MOMEHTa HX CO3JIaHMsl WJIM TIOJIYYEHUs] [0 3aBEPLICHUS] HCIOJHECHUS
WJIU OTIPABKH;

nyOnMuKaT JTOKYMEHTa — MOBTOPHBIA HJK3EMIUIAP TMOJJIMHHUKA JOKYMEHTA,
CO3/IaBa€MBIi1 C I1€JIbI0 3aMEHbI TTOJIMHHUKA;

KU3HEHHBIH [HMKJI JIOKYMEHTa — COBOKYIHOCTh CTaJHMil CyIIECTBOBAHUS
JIOKyMEHTa (JOKyMEHTHUPOBAaHHOW HWH(pOpMAIUM), HAUYWHAA C €ro (ee) co3maHus
JI0 YHUUTOXKEHUS,

3aBEpPEHHAs] KOIMS — KOMUS JIOKYMEHTa, Ha KOTOpPOW B COOTBETCTBUU
C YCTAaHOBJICHHBIM TMOPSJIKOM TPOCTaBJICHbl PEKBU3UTHI, OOECIEUNBAIOIINE
€€ IOPUIUYECKYIO CUTTY;

HACXOJAIIMN JOKYMEHT — JOKYMEHT, OTHPABIIEMBbIA W3 TEPPUTOPHUATBHOU

KOMHCCHUH,
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KOHTPOJIb HUCIIOJIHCHH A JOKYMCHTOB — COBOKYITHOCTb I[@ﬁCTBHfI,

00eCreunBaOIINX CBOEBPEMEHHOE UCTIOJTHEHUE JOKYMEHTOB;

KOIIMS TOKYMEHTA — TOKYMEHT, ITOJTHOCTBIO BOCIIPOU3BOISIINI
uHGOPMAIIMIO MOJTMHHUKA M BCE €0 BHEUTHHE MPU3HAKU WJIH UX YaCTh;

HOMEHKJIATypa JI€] — JOKYMEHT, COAEpKalluil CHCTEMAaTHU3UPOBAHHBIN
[IEpEYEHb 3aroJOBKOB JI€J, CO3/aBa€MbIX B TEPPUTOPUAIBHOM KOMHCCHUH,
C YKa3aHHEM CPOKOB UX XpaHEHHs, OPOPMIICHHBII B yCTAHOBJICHHOM IMOPSIKE;

HOPMAaTUBHBIE JOKYMEHTBI — COBOKYITHOCTh HMHCTPYKTHUBHBIX MAaTE€pUAJIOB,
PACCUMTAHHBIX Ha IOCTOSHHOE WJIM MHOTOKPATHOE ACHMCTBHE M COAEPKAIINUX
KaKhe-I1u00 HOPMBI, IIPaBUiIa, PEANUCAHUS;

HOCHUTENb (JOKYMEHTUPOBAHHOW) HWH(GOPMAIMU — MaTepUAIbHBIA OOBEKT,
UCIOJIb3YEMBIN I (PUKCAllMU U XpaHEHUs IOKyMEHTUPOBAaHHON MH(pOpMAIUH;

oOpamienue B ¢GopMe  DJIEKTPOHHOIO  JOKyMEHTa — oOpallleHue,
NOCTyINuUBILEE B (OpPME 3IEKTPOHHOIO JOKYMEHTa C MCIOJIb30BAHUEM CTPAHHULIBI
opurmanbHoro  caiita  Cankt-IlerepOyprckoit  M30MpareIbHONM  KOMHCCUHU
B HMH(POPMALMOHHO-TEIEKOMMYHUKAIMOHHOW cethu «MHTepHeT» (nanee - ceTh
WNHuTepHeT), npeHa3HaueHHOM NIl HalpaBiieHus OOpalleHUil B TeppUTOpUATIbHBIE
KOMUCCUU;

OTMETKa 00 3JEKTPOHHOW MOAMHMCH — PEKBU3UT 3JIEKTPOHHOTO JOKYMEHTA,
IIOATBEPKAAIOIINN €r0 OANMCAHNE DJIEKTPOHHOM MTOAIUCHIO;

obUIHAIBHBIA JOKYMEHT — JOKYMEHT, KOTOpPBIA CO37aeTcs, 3aBepseTcs,
BBIJIAETCA B YCTAHOBJICHHOM 3aKOHOM WJIM MHBIM HOPMAaTUBHBIM aKTOM MOPSJIKE
OpraHoOM TOCYJapCTBEHHOW BJIACTH, MHBIM I'OCYJAapCTBEHHBIM OpPraHOM, OPraHOM
MECTHOTO CaMOYIPABJICHUS WM HMHOM  YIIOJHOMOYEHHOM OpraHu3aluen,
YIIOJITHOMOYEHHBIM JIOJKHOCTHBIM JIMLIOM U YAOCTOBEPSET IOPUANYECKNA 3HAYNMBbIE
(haKThI,

oopMiieHUE JOKYMEHTa — POCTaBJIECHUE Ha JOKYMEHTE HEOO0XO0IUMBIX
PEKBU3UTOB,;

oOpalnieHre B NMUCbMEHHOW (popme — HampaBlIEHHbIE B TOCYJapCTBEHHBIM
OpraH, OpraH MECTHOTO CaMOYNpaBJIE€HUS WM  JOHDKHOCTHOMY  JIMILY

B MTUCbMEHHOU (hOopMe MPEITIOKEHUE, 3asIBICHIE WU Kano0a;
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MMCHMO — 0000IIEHHOE HAa3BaHUE PA3IMYHBIX 10 COAECPKAHUIO JOKYMEHTOB,

CIIyalIUX CPEJACTBOM OOIICHHS MEX]Y OPraHU3alUIMHU, TPAKIAHAMU;

MO/UVIMHHUK ~ JTOKYMEHTa — IIEPBbIA  WJIM  €AWUHCTBEHHBIM  3K3EMILISP
JIOKYMEHTA;

NOPYYEHUE — JOKYMEHT, MPEINUCHIBAIOIINN BBINOJHEHUE TEX WA HHBIX
3aJIaHUH;

pEerucTpallMOHHO-y4YeTHass Kaprouka gokymeHTa (nanee —PYK)— dopma,
UCIIOJIb3yeMasi ISl 3aliCH CBEICHWA O JOKYMEHTE B LEISIX ydeTa, IOHCKa
Y KOHTPOJIS, CO3aBaeMasi IpU pETUCTPALIMK TOKYMEHTa ¢ ucnojib3oBanuem 11/1;

pETUCTpallMOHHO-y4€eTHast (opMa — CUCTEMa PEruCTpalu, HCIOJIb3yeMas
B TEPPUTOPHAIBHOM KOMHCCHM Mpu perucrpauuu gokymeHtoB (IIJ[, xapTouku
WJIU KypHa);

perucTpauusi JOKyMEHTa — 3allUCh  YYETHBIX JaHHbIX (METaJaHHbBIX)
O JOKYMEHTE IO YCTaHOBJICHHOW (opme, ¢ukcupyromas ¢GakT ero Co3aaHus,
OTIIPABJICHUS WM IIOJYYEHUsS, U INPUCBOCHHUE €MY PErMCTPAallMOHHOTO HOMEpa
U JaThl;

PEKBU3UT JOKYMEHTAa — CTPYKTYpHass 4YacTb M JJIEMEHT O(OopMIeHUs
JOKYMEHTa, CIy)Xallud i1 WACHTUQUKAUU JOKyMEHTa M cojepxaliencs
B JOKyMEHTE UH(POPMALIHH;

CHUCTEMa JJIEKTPOHHOI'O JOKYMEHTO0OOpOTa — MH(OpPMAalMOHHAs CHUCTEMA,
00ecreynBaoIasl )KU3HEHHBIM LUK JOKYMEHTOB 1O HMX Nepexoia Ha CTaJuio
ApPXMBHOIO XPAHEHUS WJIM YHUUTOXKEHUS;

CKaHUPOBAHKE JOKYMEHTa — OJyUYEHHUE JIEKTPOHHOTO 00pa3a TOKYMEHTa;

CiykeOHasi 3amnucKa — BHYyTPEHHUM JOKYMEHT, aJpEeCOBAaHHBIM OJHOMY
JOJDKHOCTHOMY JIALY TEPPUTOPUATBHOW KOMUCCHU JAPYTUM JOJKHOCTHBIM JIMIIOM
TEPPUTOPUAIBHON KOMHCCHUM U  COAEpXaluid OOCTOSTENbHOE H3JI0KEHUE
KaKoro-J1100 BOMpOca C BBIBOJIAMU U MTPEATIOKEHUSIMU COCTABUTEIIS;

CPOK HCIIOJHEHUS JOKYMEHTAa — CPOK, YCTAaHOBJIEHHBIH HOPMATHBHBIM
MIPABOBBIM AKTOM, OPraHU3alMOHHO-PACTIOPAIUTENBHBIM JOKYMEHTOM, YKa3aHUSIMU

110 UCITOJIHCHUIO JOKYMCHTA UJIU ITIOPYUYCHUCM,



9
YKa3zaHuA 110 UCIIOJJHCHUIO JOKYMCHTA — PCKBU3MHT, COCTO)II_HI/Iﬁ U3 HAaAIIMCH

Ha JOKYMEHTE WJIM Ha OTICIBHOM JIHCTE YCTaHOBIEHHOW (OPMBI, CIEITaHHOM
JOJDKHOCTHBIM JIUIIOM;

y4eT  JOKYMEHTOB — (pukcaruss  ¢akra  TOJyYCHHs  JOKYMEHTOB
0e3 MpoCTaBIICHUSI HA HUX PETUCTPAIMOHHBIX IITAMIIOB;

dbopmupoBaHre  (DJIEKTPOHHOIO)  JieJia — TPYNIIUPOBAHUE  JTOKYMEHTOB
B (3JIEKTPOHHOE) JIEJI0 M UX CHCTEMAaTHU3aIIHS;

DKCIIEPTH3a IIEHHOCTH JOKYMEHTOB — JCSATEIBHOCTh 110 YCTAaHOBIICHUIO
CPOKOB XpaHEHHUs JIOKYMEHTOB, OTOOpa UX HJs apXWBHOTO XPaHCHUS
WIN YHUYTOXXEHUS, BBISIBJICHUIO OCO0O I[EHHBIX U YHHUKAJIbHBIX JOKYMEHTOB
HAa OCHOBaHWM TpeOOBaHWK HOPMATHBHBIX IIPABOBBIX aKTOB W KPHUTCPUCB
HKCIIEPTU3BI IEHHOCTH JIOKYMEHTOB;

AJIEKTPOHHAS MOAMUCH — UHPOpPMAIIUA B AJIEKTPOHHOU (dopme, TpeOOBaHMS
KOTOPOH YCTAHOBJICHBI HOPMATHBHO, TIPEIHA3HAYCHHAS [JIS  TIOJITHCAHUS,
corjacoBaHus (BUBMPOBAHUS) U YTBEPKIEHUS AIEKTPOHHBIX TOKYMEHTOB;

AIIEKTPOHHBIN JIOKYMEHT — TOKyMEHTHUPOBaHHASI uHbOopMarIms,
MIPEICTABIICHHAS B DJICKTPOHHOU (hopMme;

ANIEKTPOHHBIN JTOKYMEHTOOOOPOT — TOKYMEHTOOOOPOT C HCIOIh30BAaHUEM
aBTOMATU3UPOBAHHON WH(POPMAIIMOHHOW CHUCTEMBI (CHCTEMBI D3JIEKTPOHHOTO
JTIOKYMEHTO000pOTa);

ANEKTPOHHBIH  00pa3  JOKyMEHTa — dJICKTPOHHAs  KOMHUS  JOKYyMEHTAa,
W3TOTOBJICHHAS] HA OyMaKHOM HOCHTEJIC;

ANIEKTPOHHBIM  MIA0JIOH  OJIaHKa  JOKyMEHTa — CM. TEPMHUH  «OJIaHK

JOKYMCHTa».

2. Ilpuem, perucTpauusi ¥ MPOXoxKJAeHHUE MOCTYNAKIINX JOKYMEHTOB

2.1. IokyMeHTBl B TEPPUTOPUATIBHYIO KOMHCCUIO JOCTABIIFOTCA 4Yepe3
oTNeNieHUe CBsi3M  (MOYTOM, TenerpadHOM CBS3BbIO), OpraHamu (QeaepaabHOU
benpaberepckol  CBsI3U, CHEIUAIbHOW CBS3bIO, HAPOYHBIM WM TEPEaloTCs
Ha JUYHOM IPUEME TPAK/IAH.

JIOKyMEHTBI MOTYT IIOCTYIIaTh B TEPPUTOPUAIBHYI0 KOMUCCHIO CPEICTBAMU

I, dakcumMunabHON CBS3BIO, DJIEKTPOHHOM mouToM B cetn MHTepHer



10
(mpenHa3HAauY€HA UCKIIOYUTEIBHO ISl CIYKEOHOM KOpPPECHOHJEHIIUH), Yepes

pazmen  «OnekTpoHHas (Gopma  oOpaiieHHs» Ha  OQUIMAIBHOM  cailTe
Cankrt-IletepOyprckoit  m3OupaTenpbHOM  KOMHCCHMH B cetm  VIHTepHer,
npeIHa3HaYeHHBIN A7 HalpaBlIeHUs 0OpalieHH B TEPPUTOPUATHHYIO KOMUCCHIO.

2.2.Ilpuem, mnepBuUYHas o00paboTKa W PETUCTpalMs MNOCTYHArOIIUX
JOKYMEHTOB TPOU3BOJATCS TMpelcenaTeneM (CEeKpeTapeM) TeppUTOPHAIbHON
KOMUCCUM WM  pabOOTHUKOM  ammapaTra, OTBETCTBEHHBIM 32  BEJACHUE
JIEJONPOU3BOACTBA ¢ Hcnoib3oBaHueM I1/], m1ubo KypHaTIbHON perucTpauiuoHHO-
yaetHOH  (opmbl  (mpmnoxkeHue Ne 1)  exemHeBHO B 4Yachl  pabOTHI
TEPPUTOPUATBHON KOMUCCHH, KPOME BBIXOAHBIX U HEPAOOUUX MPa3THUYHBIX JTHEH.

[lopsimok TOJSy4eHHs] W PErHCTpaldy JOKYMEHTOB IIOCJIE€ OKOHYaHUs
paboyero 1Hs, B BBIXOJAHbIE M HepaOouue Mpa3JHUYHBIE [HU, B IMEPUOJ
NOJrOTOBKM U MPOBENEHUS W30UpaTeNbHBIX KAMIIAHUW  yCTaHaBJIMBAETCA
npeacenareaeM TEePPUTOPHAIBHOM KOMHMCCHHM JIHMOO OMNpEeNeisieTcss peneHueM
TEPPUTOPUAIIBHON KOMHCCHH.

2.3. [loctynuBmne JOOKYMEHTBI NOAPA3ACISAIOTCS HA PETUCTPUPYEMBbIE
W He noanexamue peructpauuu. llepedeHb TOKYMEHTOB, HE MOIJEKAIIUX
pEerucTpanuu, ONpeaeseH B IpUiaoxeHnn Ne 2.

2.4. 1Ipy BCKpBITUM KOHBEPTOB, JOCTABICHHBIX oOpraHamu (denepaibHOU
denbaberepckoil  CBA3M, CHEIHUAIbHOM CBA3bIO, IO TMOYTE€ WJIA HApOYHBIM
MPOBEPSAIOTCS MPaBUIBHOCTh AJIPECOBaHUSA, KOMIUIEKTHOCTh U UEIOCTHOCTh
JOKYMEHTOB, HAJIWYUE MPWIOKEHUH, CBEPSETCS COOTBETCTBUE HUX HOMEPOB
YYETHBIM HOMEpaM, YKa3aHHbIM Ha KOHBepTax. HemnpaBuiabHO aJpecOBaHHbBIE
U OIMOOYHO BIIO)KEHHBIE JTOKYMEHThl HE PETUCTPUPYIOTCS, IEePEChUIa0TCs
10 HA3HAYEHUIO WJIM BO3BPALIAIOTCS OTIPABUTEIIO.

2.5. Ecnu npu BCKPBITUM KOHBEpTa OOHAapY>KEHO OTCYTCTBHE JOKYMEHTOB
WIM WX OTACNbHBIX JIUCTOB, MPWIOKEHUN, TOBPEXKICHUE JOKYMEHTOB
VI HECOOTBETCTBHE HOMEPOB JOKYMEHTOB HOMEpaM, YKa3aHHBIM Ha KOHBEpTE,
npejaceaaTeneM (CekpeTapeM) TEePPUTOPUATIBHOM KOMHUCCHM WIM PAOOTHUKOM
anmapara, OTBETCTBEHHBIM 3a BEJIEHHUE JEJIONPOU3BOACTBA COCTABIISAETCS aKT

YCTaHOBJIEHHOW  (opMBI B JBYX JK3eMmIusipax  (mpuiokenme — No 3).
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OnouH SK3eMIUTAp aKTa TOCHUIACTCS OTIPABUTENIO, JAPYyrod MpHUOOIIaeTcs

K IIPUHATHIM JOKYMEHTaM.

Ha 000poTHO! CTOpOHE MOCHEIHEr0 JIMCTAa MOBPEKIECHHOIO JIOKYMEHTa
B MPABOM HIKHEM YTIy J€JaeTCs OTMETKA «/[OKyMEHT MoJiydeH B TOBPEKICHHOM
BUJIEY.

2.6. KonBepThl OT MOCTYMUBIIMX JTOKYMEHTOB HE YHUUYTOXKAIOTCA B CIIydae,
€CIM TOJIbKO MO HHM MOKHO YCTAHOBHTH AJIpEC OTIIPABHUTEIS, ATy OTIPABKU
Y TIOJyYEeHHsI TOKYMEHTOB, €CJIM OHHM COAEPKAT JOKYMEHTBI, KOTOPbIE MOCTYIHIIN
n3-3a npeaenoB teppuropun Poccuiickon denepanuu, U3 CyJa0B, CICICTBEHHBIX
OpraHoB, JMOO JIOTOBOPHI, TPETEH3UH, UCKOBBIC 3asBJICHUS, JIOKYMEHTHI,
CBS3aHHBIE C Pa3MEILEHUEM 3aKa30B HA MOCTAaBKM TOBAPOB, BBINOJHEHUE PalOT,
OKa3aHue yCIYT JUIsl TOCYJapPCTBEHHBIX HYXI.

2.7. ITaketbl ¢ momeTkoW «JIMYHO» TepenaroTcs aapecaraM B 3aKpbITOM
BU/I€ 11O/ TTO/THCK.

2.8.IIpu peructpaimu NOCTYNUBIIETO JOKYMEHTa B PETUCTPALIMOHHO-
y4eTHOU (opMe o00s3aTeIbHO BBOJSATCS CIEAYIOUIME PEKBU3UTHI: MCXOIALIUAN
HOMEp JOKyMEHTa W JaTa, JaHHble O KoppecnoHaeHTe (aapecante) (hamumus,
UMs, OTYEeCTBO (MpWU HamU4uM) (U3NYECKOro JIMIa WM HauMEHOBAaHHE
OpraHu3allii), KpaTKOe COJAEpX aHUE JOKYMEHTa, a TakXe KOJIMYECTBO JIMCTOB
OCHOBHOTO JOKYMEHTAa W JINCTOB MPWJIOKEHHS, KOJIUYECTBO AK3EMILISIPOB, BUJ
noctaBkd. I[lpum  peructpauuu  BXOISIIEr0 JOKYMEHTAa JI€JAaeTCsl  CBA3KA
C UCXOASIINM JIOKYMEHTOM Ha KOTOPBII 1aeTcs OTBET (€CIM TAKOBOW UMEETCH ).

IIpu ocymectBiieHun peructpauuu cpeacrtsamu [IJ] Ha nuneBo cTopoHe
NEPBOr0 JIUCTA 3aPErMCTPUPOBAHHOTO JOKYMEHTa Ha OYMa)KHOM HOCHTEIIE,
KaK MPaBWIO, B IPAaBOM HM>KHEM YIUIy MPOCTABIISIIOTCS PETUCTPALIMOHHBIA HOMEP
U J1aTa, a TAaKXKe IITPUX-KOJ C YKa3aHUEM HAaUMEHOBAHMS OpraHU3alUU.

Ecnu mpocrtaBieHue perucTpallioOHHONO HOMEpa 3aTpyJIHAET IMPOYTECHUE
TEKCTa JOKYMEHTa, B TaKOM CiIy4yae BXOISUIMHA HOMEpP NPOCTABISAETCSA
B CBOOOJHOM OT TEKCTa YIJIy Ha JIMIIEBOM CTOPOHE MEPBOr0 JIMCTA JIOKYMEHTA,
a MTPUX-KOJI MMPOCTABISAETCS MPU HATMUYUKM TEXHUYECKON BO3MOKHOCTH.

[Ipr ocCymiecTBI€HMH PETUCTPALMU B JIPYTOW PETrUCTPALMOHHO-YUYETHOU

dbopMe pEerucTpalMOHHBIN IITaMIl € YyKa3aHUEM BXOJAIIErO0 HOMEpa, JaThl
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perucrpanv NpOCTABJIACTCS, KaK IIPaBWJIO, B IIPABOM HUWKHCM YTIIY J'IHHGBOfI

CTOPOHBI MIEPBOTO JIUCTA 3aPETUCTPUPOBAHHOTO JOKyMeHTa. [Ipu HeoOxoauMocTu
YKa3bIBAE€TCSI BPEMSI PErHCTpalluu (4achbl U MUHYTHI), a TaKXE€ BXOMSIIMN HOMEP
JOKyMEHTA Ha MPUIIOKEHUH.

Ha xonuu noxkyMeHTa BXOJSAIIANA HOMEP MPOCTABIIAETCS B MIPABOM HIM>KHEM
yIIIy JTULEBOW CTOPOHBI IIEPBOTO JIUCTA.

Hymepanuss nocTynuBmIMX JTOKYMEHTOB OCYLIECTBIIIETCS B IIpeAesax
KaJIEHJAPHOIO ro/1a.

K moBTOpHBIM JOKyMEHTaM MpUKIAAbIBaeTCS HHPOpMAIMs O paHee
MOCTYNUBIINUX JTOKYMEHTaX U PE3yJibTaTax MX UCIOJIHEHUS, KOTOpas MepeaacTcs
OTBETCTBEHHOMY 3a HCIOJHEHUE.

[Ipu peructpanuu JoKymMeHTa Ha OymaxkHoM Hocutene B I[1J] o moxer
ObITh OTCKaHMpPOBaH, a 3aTeM K PYK MoxkeT ObITh MPUCOSAMHEH AJIEKTPOHHBIH
o0Opa3 JOKyMeHTa 1 MPUJIOKEHUA K HeMy B (popmare pdf.

ITocne peructpaunn cpeactBamu IIJ mocTynmuBIIErOo  3JEKTPOHHOIO
JIOKYMEHTa, B TOM YHUCJI€ W3 BBIIIECTOSIIEH U MHOM M30UpaTeIbHOM KOMHUCCHUH,
OH MOXeET OBbITh pacrneyaTaH Mpu He0OXOIMMOCTH.

2.9. 3apeructpupoBaHHblE JOKYMEHTHl PAacCMATPUBAIOTCS MpeaceaaTeIeM
TEPPUTOPUAIBHOM  KOMHUCCHUHM,  3aT€éM  TIOoClie  TIEPEHECEHHUs]  yKa3aHus
[0 HUCHOJHEHUIO JOKYMEHTa B PErucTpallMOHHO-YYETHYI0 (opMy MepenarTcs
VCITOJIHUTEIISIM.

IIpu peructpaumu noxkymeHtoB B IIJ[ paccmoTpenue mnpencenarenem
TEPPUTOPUAIIBHOM KOMHUCCHUU JOKYMEHTOB M HAMNPABJICHUE HMX HUCIOIHUTEIAM
B DJIEKTPOHHOM BHJI€ MOET OCYHIECTBIAThCS cpeactBamu I1J1 6e3 opopmuenus
KOIIUM Ha OyMa)KHOM HOCHTEJIE.

2.10. UcnionHEeHHbIE TOKYMEHTHI CIHCBIBAIOTCS B JEJ0 IMpeaceaaTeaeM
TEPPUTOPUAIBHOM KOMHMCCHM M TIOMEIIAIOTCS B JEI0 B  COOTBETCTBUU

C HOMEHKJIATYpPOU JI€]1 TEPPUTOPUAIIBHON KOMUCCHH.

3. OcHOBHbIE TPeOOBAHUSA K NMOATOTOBKE U 0)OPMIIEHHIO IOKYMEHTOB

3.1. JIOKyMEeHTBI,  cO3/laBa€Mble B  TEPPUTOPUAIILHOW  KOMHUCCHH,

opopmisitoTcsi Ha OJlaHKaxX, Ha CTaHAAPTHBIX Juctax Oymaru ¢dopmara A4
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(210 x 297 mm) umu AS (148 x 210 mM) 00 B BUE JIEKTPOHHBIX JOKYMEHTOB

U JIOJDKHBI UMETh YCTaHOBJICHHBIN COCTaB PEKBU3UTOB.

3.2. JlokyMeHTbl O(OpPMIISIIOTCS. HAa MPOJOJIbHBIX JUOO YTIOBBIX OJIaHKax
YCTaHOBJICHHOW (DOPMBI, HM3TOTOBJICHHBIX THUIOTPA(PCKUM WU KOMITBIOTEPHBIM
criocobom (mpusoxenue Ne 4).

B TteppuropuanbHO KOMHCCHU MOTYT OBITh YCTAaHOBIJICHBI CIEAYIOIIHE
BUbI OJTAHKOB:

OJIaHK MTPOTOKOJIA 3aCEAaHNS TEPPUTOPUATHLHON KOMUCCHH;

OJIaHK pelIeHus] TEPPUTOPHATIEHON KOMUCCHUH;

0JIaHK MpUKa3a MpejacenaTess TEPPUTOPUATIbLHON KOMUCCHU;

0JIaHK MHChbMa TEPPUTOPUATIEHON KOMUCCHUHU.

3.3.IIpu moaroTtoBke MOOKYMEHTOB ¢ mpuMeHeHueM IIJ] ucnonb3yrorcs
AJIEKTPOHHBIE  MIA0JOHBI  OJAHKOB  JOKYMEHTOB, KOTOPBbI€  pPaBHO3HAUHBI
U UJCHTUYHBI 110 COCTaBY PEKBU3UTOB, MOPAJIKY UX PACIIONIOXKEHUS U TapHUTYpaM
mpudTa OJaHKaM TOKYMEHTOB Ha OyMa)KHOM HOCUTETIE.

3.4. lokyMeHTBl O0GOPMIISIIOTCST B COOTBETCTBUU ¢ TpeOoBaHUIMU
K JOKYMEHTaM, U3TOTOBJIIEMBIM C TOMOILBIO IT€YATAIOIIUX YCTPOICTB, U K (haiiaam
TEKCTOBBIX JIOKYMEHTOB (mpuiioxkeHue Ne 5).

3.5. Ilpu moarotoBke U O(QOPMIIEHUHU AOKYMEHTOB JOJKHBI COOIIOATHCS
npaBuia opOpMIICHUS PEKBU3UTOB, U3JI0KEHHBIE HIKE.

3.5.1. Ha Onankax noxkymeHToB mnomemaerca repo Cankr-IlerepOypra.
[Topsinok U3rOTOBJICHHUS, MCIIOJIb30BaHUS U XpaHEHHUs 0JIaHKOB
c BocmpousBenennem repba Cankr-IlerepOypra ycranaBnuBaeTrcss 3aKOHOM
Cankrt-IlerepOypra ot 23 anpens 2003 roma Ne 165-23 «O netajibHOM ONKHCaHUU
odurmanbHeIXx cuMBOJIOB CaHKT-IleTepOypra u mopsiaKe uX UCIOIb30BAHUS.

KoHTposb 3a mpaBuiIbHBIM HCTIOIB30BAHHEM OJIAHKOB M MX COOTBETCTBUEM
YCTaHOBJICHHBIM 00pa3liaM OCYIIECTBISIETCSl MpeaceaaTesieM TEepPUTOPHATbHON
KOMHUCCUM U pabOOTHUKOM  ammapara, OTBETCTBEHHBIM 32  BEJCHUE
JIEI0MPOU3BOICTRA.

3.5.2. HaumeHoBaHue n30upaTeabHON KOMUCCHUHU.

HanmvenoBanne wu30upaTeNbHOW KOMHUCCHUU YKa3bIBAaeTCs Ha OJIaHKaX

B COOTBETCTBUU C pemieHneM CankT-IleTepOyprckoii n3dupareaIbHO KOMUCCHH.
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3.5.3. CpaBouHbIe AJaHHbBIE 00 U30UpATENHLHON KOMHUCCHUH.

CnpaBoyHble JaHHBIE O TEPPUTOPUAIBHOW KOMHMCCHUHM  YKa3bIBaIOTCS
B OJIaHKax MHUCEM, HAIIpUMEp:

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

3.5.4. HaumeHOBaHME BUIA JOKYMEHTA.

HaumenoBanue Buaa JOKYMEHTa yKa3blBaeTCsi Ha BceX OJIaHKax
U3/1aBa€MbIX JIOKYMEHTOB (IIPOTOKOJI, PELICHHUE U T.1.), 3d UCKIIOUEHUEM MHCEM.

3.5.5. lata 1OKyMeHTa.

JlaTol TOKyMEHTa SIBJIETCS Jara €ro NOANMCAHWs, yTBep:kKacHus. [larton
IPOTOKOJIA SIBJSIETCS AaTa 3aceAaHus, a aKTa — JaTa COOBITHS.

JIOKYMEHTBI, U3JJaHHbIE JBYMs WK 00Jiee OpraHu3alusIMHU, JOHKHBI UMETh
OIHY (eauHyl0) JaTy, COOTBETCTBYIOILYIO Jare MOANHUCAHHUS JOKyMEHTa
NOCJIETHUM JOJDKHOCTHBIM JIMLIOM.

Haty nokymenTta ohopMIIOT apabCckumu 1udpaMu B IOCIE0BATEIBHOCTH:
JeHb Mecsua, mecsl, rof. [JeHp mecsaua m mecsan opopMIISIIOTCS IByMs MapamMu

apa0ckux nudp, pa3aeeHHbIMA TOYKOM, TOJl — YeThIphbMS apabckuMu 1udpamu,

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

3.5.6. PeructpanoHHbII HOMEP JOKYMEHTA.

JIist BXOIAIIUX W HUCXOIAIIUX JOKYMEHTOB, OOpaIlleHUN — MHACKC Jeia
10 HOMEHKJIATYPE U, U€PE3 KOCYIO YEPTY, NOPSAAKOBBIA HOMED IOKYMEHTA.

PerucrpauiioHHbli HOMEP MNOKYMEHTA, H3JaHHOTO COBMECTHO, COCTOMT
W3 PpAa3JCJICHHbIX KOCOM 4YEpPTOM PErMCTPALMOHHBIX HOMEPOB, MNPUCBOCHHBIX
OpraHu3alUsAMU — ABTOPaAMU JIOKYMEHTA 51 PACITIOJIOKEHHBIX
B  IOCJEA0BATEIbHOCTH, COOTBETCTBYIOIIEH OOO3HAYEHUI0 HAMMEHOBaHUM

OpraHu3alyvi B 3aroJOBOYHOM YaCTHU TIOKYMEHTA.
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3.5.7. Ccblnka Ha PErHCTPAlMOHHBIA HOMEpP M JaTy M[OCTYIUBLIETO

JIOKYMEHTA.

Ccbulka Ha pErucTpPaIlMOHHBIM HOMEpP M JaTy MOCTYNHBIIETO JOKYMEHTa
BKJIIOYAETCSI B COCTaB PEKBU3UTOB OyiaHka mucbMa. (CchbUlKa MPOCTaBIISETCS
UCIIOJIHUTEIIEM TIPU MOJrOTOBKE MUChMa-OTBETA.

3.5.8. Mecto coctaBieHus (U3AaHusA) JOKYMEHTA.

Mecro cocraBienus (M3[aHMs) JIOKYMEHTa yKa3blBaeTcsi Ha OJlaHKe
KOHKPETHOTO BHJIa JOKYMEHTa. B OiaHkax muceM CBEJEHUS O MECTE CO3JaHUs
JTOKYMEHTa coJIepKaTcs B PEKBU3HTE «CnpaBoyHbIe JTAaHHBIC
00 n30MpaTEIbHON KOMUCCHI.

[Tpu mpOAOTBLHOM PACIIONIOKEHUH PEKBU3UTOB OJIaHKa MECTO COCTaBJICHHS
WIM U3JaHUs JOKYMEHTa YKa3bIBAa€TCS B CEpPEAMHE CTPOKU MEXKIy J1aToi
U PErUCTPAllMOHHBIM HOMEpPOM JOKYMEHTa, a MpHU YIJIOBOM PAaCIOJIOKEHUU
PEKBU3HUTOB — IO JaTOW M PETUCTPALIMOHHBIM HOMEPOM JOKYMEHTa, OT Kpas
JIEBOTO MOJIS.

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

IIpocraBnsercs Ha JNOKYMEHTaXx, COZEpIKAILNX uH(popmaruio
OTPAaHUYEHHOI'0 PACIPOCTPAHEHUS, KACAIOLIYIOCS JEATEIbHOCTH OpraHu3alluy,
OTpaHWYEHUS HA  PACHpPOCTpAHEHHE  KOTOPOHM  JUKTYIOTCA  CIIy»eOHOM
HEOOXOJMMOCThIO, a TakKKe IIOCTYNHUBIIAS B TEPPUTOPUATBHYIO KOMHCCHIO
HECEKpeTHass HWHQoOpMaIMs, AOCTYl K KOTOPOH OTpaHHMYEeH B COOTBETCTBUU
¢ ¢enepanbHBIMU 3aKOHAMM.

[TomeTka HaA JOKyMEHTaX, COJEpKAIIMX HWH(OpPMAIUIO OrpaHUYCHHOTO
pacrpocTpaHeHus, uMeeT BuJ «Jis ciyxedHoro nons3zoBanus» (aaiuee - J1CII).

[TomeTka mpoCTaBISETCS B BEPXHEM TPABOM YIUIy JIUIEBOH CTOPOHBI
MEPBOTO JINCTA JOKyMEHTA OT TPAaHUIIBI BEPXHETO MOJIS.

3.5.10. Anpecar.

PexBu3uT «ApecaTy pacnoiaraeTcsi Clpana MmoJi peKBU3UTaMu OJIaHKa.

JIOKYMEHTBI aIpeCyIOTCsI B OpTaHHU3aIllH, UX CTPYKTypHBIE MOIpa3esieHus,
JNOJKHOCTHBIM JIMIIAM WJIM TpaXkJaHaM TMpH OTBETe Ha HX OOpalleHus.
HanMeHoBaHMsI opraHu3allMid M CTPYKTYPHOTO TOAPA3AEICHUS YKa3bIBAIOTCS

B UMCHUTCIIbHOM IIaJACKE, HAIIPUMCP:
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Anmunuctpanus LlenTpanbHoro paiiona
Cankr-IlerepOypra
KOpuanueckuii otaen

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

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

Anmunuctpanus L{enTpaibHOTO paiioHa
Cankr-IleTepOypra
HavansHuky oOmiero oraena

NBanosy H.II.

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

3aMecTuTelo aupekTopa Beepoccuiickoro
Hay4YHO-UCCJIEI0BATEIBCKOTO HHCTUTYTA
JIOKYMEHTOBEICHUS U apXUBHOTIO JIea

Cwmupnosy ILIL

Ecnu  pgokymeHT ajpecyercss oOpraHu3aluy, CHayajga YKa3bIBaeTcs

€e HaMMEHOBaHUE, 3aTEM MTOYTOBBIN aipec, HapUMep:

[{enTpanbHas n3duparenbHass KOMUCCHS
Poccutickon ®enepanuu

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

Jlomyckaercsi ILEHTPUPOBAaTh KAXKIYIO CTPOKY PEKBU3HTA «Anpecar»
10 OTHOIIECHHIO K CAMOW JNIMHHOM CTPOKE.

JlommyckaeTcsi  WCHONb30BaTh  O(PUIIMAIBHO TPUHSTHIE  COKpAIEHHBIC
HANMMEHOBAHUSI OPraHOB TOCYJAapCTBEHHOM BJIACTH, MECTHOIO CaMOYIIPaBJICHUS,
OpraHu3aluu.

[TouToBBI1 anpec yKa3bIBa€TCsl B MOCIEAOBATEIBHOCTH, YCTAHOBJIECHHOU
[IpaBunamu OKa3zaHUsI YCIYr TIOYTOBOM CBSI3M, YTBEPKIACHHBIMU IPUKA30M

MunucrepcTBa IU(PPOBOTO PpPa3BUTHs, CBSI3M U MAacCCOBBIX KOMMYHHUKaIU
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Poccuiickoit @enepaunn ot 17 anpens 2023 roga Ne 382 «O0 yTBepkIeHHH

HpaBI/IJI OKa3aHusAg yCJIyr IIOYTOBOM CBSI3U».
Ecmn JAOKYMCHT OTIIPABJICTCA B HCCKOJILKO OAHOPOAHBIX I'OCYAapCTBCHHBIX

OpraHOB WJIM OPTaHU3ALMI, UX CIEIYET YKa3blBaTh 000OIIEHHO, HAIPUMED:

HpeI[CCI[aTCJ'ISIM Y4aCTKOBBIX KOMHMCCHH

JIOKyMEeHT HE [IOJDKeH coJiepkKaTh 0OoJiee  YeThIpeX  aJpecaTroB.
CI10BO «KOTHs» MEPEA BTOPHIM, TPETHUM, YETBEPTHIM aJPECATOM HE YKA3bIBACTCA.

[Ipu HampaBieHUU AOKyMEHTa 0Oojiee 4eM B YETHIPE ajJipeca COCTaBJISICTCS
CIIUCOK PACCBUIKM YCTAHOBJICHHOW Qopmbl (mpuiokeHue Ne 6), KOTOpPBIH
MOJIHUCHIBACTCS MPEACEIATENEM TEPPUTOPUATIBHON KOMUCCHH.

[Ipu anpecoBanuu JOKyMeHTa (PU3UYECKOMY JIMIy BHA4ajle yKa3bIBAIOTCS
dbaMuIisa ¥ HTHULHAJIBI TTOJTy4YaTeIsl, 3aTeM IIOYTOBBIN ajipec, HalpuMep:

®omuueny I1.1.
MockoBckuii nip., oM 135, kB. 10,

Cankr-IletepOypr,
190005

[Ipu oTmpaBke MUcbMa MO AJIEKTPOHHON MOYTE WM MO (PaKCUMUIBHOU CBSI3U
(6e3 MOCBUIKM 1O TOYTE) MOYTOBBIN ajapec He yKkasbiBaeTcs. [Ipu HEoOX0oAMMOCTH
MOXXET OBITh YyKa3aH aJpec DdJIEKTPOHHOM mouThl (HoMmep Tenedona/dakca),
HaIpuMep:

MWUHHCTEPCTBO FOCTUIIUU
Poccniickont @enepanun
mail@minjust.ru

3.5.11. I'pud yTBEepkaeHUsI JOKyMEHTA.

JIOKyMEHT = yTBEpXAaeTcsi JODKHOCTHBIM JIMIIOM WU CHEIUAIBHO
W3]1aBaCMbIM JIOKyMEHTOM.

[Ipu yTBepkIeHUH MTOKYMEHTa JOJDKHOCTHBIM JIMIIOM TPHU( yTBEPKICHUS
noikeH coctoATh u3 cinoa Y TBEPKJIAIO Ge3 kaBbiuek v mpONMUCHBIMU OyKBaMu
U Ha  CIeAyIollell  CTpOKE — HAMMEHOBAaHWE  JOJDKHOCTH,  TOJIIHUCH,
(mpu odopmieHnn Ha OyMaXHOM HOCUTEJIE), WHHUIMAIBI W (QamMuwius JuIa,

YTBCPAUBLICTO JOKYMCHT, JaTd YTBCPKACHNA.
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['pud yTBepkIaeHHs pacroyiiaratoT B MPaBOM BEPXHEM YTy MEPBOrO JIMCTA

NOoKyMeHTa. B rpude yTBepKIeHUsS OMyCKAETCA IIEHTPUPOBATh AIIEMEHTbI

OTHOCHUTEIIBHO CaMOW JNIMHHOM CTPOKH, HAITPUMED:

YTBEPXJAIO
npeaceaaresb TeppuTopruaibHOU
u30upatenbHor komuccuu Ne 6

IIoAITNCH HMHHUIIHUAJIbI, Q)aMHHI/ISI
Jara

[Ipu yTBEp)KIEHUHU NOKYMEHTA MOCTAHOBJIECHUEM, MPOTOKOJIOM, PEIICHUEM,
pacriopsbkeHneM  rpud  yTBepkiaeHus cocrour wu3 cinoBa YTBEPXJIEH
(YVTBEPXIEHA, VYTBEPXJIEHbI wmu VYTBEPXJIEHO) 06e3 kaBbluek
M T[PONUCHBIMM OyKBaMH, HAWMEHOBAHUSA YTBEPXKIAIONIETO JIOKYMEHTa

B TBOPHUTCIBHOM ITaJICIKC, CI'O IAaThl U HOMCPA, HAIIPHUMCDP:

YTBEPXJIEH
peuenueM TepputopranbHOU

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

3.5.12. Yka3zaHus 10 UCTIOJHEHUIO TOKYMEHTA (PE30IOLHS).

VYKkazaHus MO HCIOMHEHUIO JTOKYMEHTa MOTYT OBbITh HAmUCaHbl OT PYKHU
npeacenareyaeM TEePppPUTOPUATIbHOM KOMHUCCHM Ha MOMJIMHHHUKE JIOKYMEHTa
Ha CBOOOJHOM OT TEKCTa MECT€ WM OPOpPMIICHBI Ha OTAEIBbHOM JucTe popmara
A6 (105 x 147 mm), IpWIOKEHHOM K JTOKYMEHTY. YKa3aHUs MO HCIOJHEHHIO
JIOKyMEHTA BKJIFOUAIOT bamunuu " VHULAAJIBI UCITOJIHUTENIEH,
Ipyu HEOOXOAMMOCTU — COJIEP)KAaHUE MOPYUYEHUSI, CPOK MCHOJHEHUS, IOIUCH
(npu odopmileHUH HA OYMa)KHOM HOCHTEJIE) PYKOBOJIUTENS U 1aTy, HAIPUMeED:

CuzoBy A.1O.
I'puropresy B.C.

IIpomry paccMOTpeTh U JaTh OTBET
k 14.02.2025
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MOJIHKCH
JaTta
VYKa3zaHus 1O HWCIOJHEHHIO JTOKYMEHTa TAaKX€ MOTYT OBITb O(OpPMIICHBI
c wucnonb3oBanueM IIJI ¢ mnpuMeHEHHEM »BIIEKTPOHHBIX IIA0JOHOB OJIAHKOB
JIOKYMEHTOB.
3.5.13. 3aroyioBOK K TEKCTY JIOKYMEHTa (HAUMEHOBaHUE JOKYMEHTA).
3aroyioBOK K TEKCTYy JOKYMEHTa JIOJDKEH KpaTKo M TOYHO PacKphIBaTh
€ro Ccojep)kaHhe M ObITh COIVIACOBAaH C HAaWMEHOBAHMEM BHJIA JIOKYMEHTA.
3aroJ0BOK MOKET OTBEYATh HA BOIIPOCHL:
«0 9eM (0 KoM)?», HarpuMep:
Pacnopskenune — O co3ganun DKCIEPTHOW KOMUCCHH;
«4ero (Koro)?», HanmpuMep:
JIOJDKHOCTHOM PETIIaMEHT BEIYIETO CIELUAINCTA;

AKT 00 YHHUUYTOKCHUN JOKYMCHTOB C HCTCKINMMHA CPOKAMH XPAHCHUSI.

3aroJ0BOK COCTaBIISIETCS JTULOM, TOTOBSIIIIAM MPOEKT JOKYMEHTA.

3aroyioBOK, COCTOSIIIMI W3 JABYX M 0oJiee CTPOK, MEYaTaeTCs yepe3 OJuH
MEXKCTPOUHBIM MHTEpPBaJ, TOYKA B KOHIE 3aroJioBKa HE CTAaBUTCA. 3arojOBOK
pacroJjiaraeTcss Ha IEpBOM JIMCT€ HAJ TEKCTOM JIOKyMEHTa MO LEHTPY,
a Ipy oPOPMIICHUH TTUCbMa — OT TPAHMIIbI JIEBOT'O MOJIS.

3.5.14. TekcT nOKyMeHTa.

Texcr nokymeHnta oGOPMIISIOT B BHUAE CBSI3HOTO TEKCTa, TaOIUIIBI
WJIA COCIMHEHUS ITUX CTPYKTYP.

Texcr gokymMeHTa JIODKEH  M3JIaraTbCsd Kparko U SCHO, OBbITh
apryMEHTHUPOBAHHBIM, OOECIeYnuBaTh TOYHOE U OJIHO3HAYHOE BOCIPHUATHE
coJieprKalleiicsi B HeM UH(pOpMaIuu.

TekcT HOKyMEHTa [OJDKEH, KaK MPaBWIIO, COCTOSTh M3 JBYX 4YacTeH.
B nepBoii YacTuM yKas3pIBalOTCS NPUYUHBI, OCHOBAHUA, ILIEJIM COCTABJICHUSA
JIOKyMEHTa, BO  BTOPOW — PEIIEHUS, BBIBOJABI, MPOCHOBI, MPEITIOKEHUS,
PEKOMEH 1AL U.

TekcT HOKyMEHTa MOXET COAEPKAThb TOJBKO 3aKIIOUYUTEIBHYI0 YacTh
(HampuMep, pacmopsHKEeHUE — PaCOPAIUTENBHYI0 YacTh 0€3 KOHCTATHPYIOIIEH,

MMCHhMO, 3asBJICHUE — MPOCHOY 0€3 MOSICHEHMS).
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B Ttekcte HOKYMCHTA, IMOATOTOBJICHHOI'O Ha OCHOBAHHWH 3aKOHOIAATCJIIbHBIX,

VWHBIX HOPMATUBHBIX IIPaBOBBIX AKTOB, W3JAHHBIX OpraHaMU TIOCYIapCTBEHHOMN
Bnactu u ynpasiaeHus, [{UK Poccum, Cankr-IlerepOyprckoil m3z0OuparenbHON
KOMHMCCUEH, paHEEe M3JaHHBIX TEPPUTOPUAIBHOM KOMMCCHUEHN, YKA3bIBAIOTCS
HAaMMEHOBAaHHE BHUJAA JOKYMEHTA, HAUMEHOBAHHWE OpraHa, M3JaBILIEro JTOKYMEHT,
JaTa MPUHATUS WIM YTBEPKICHUS JTOKYMEHTa, €ro PErucCTpalMOHHBIA HOMeEp,
a TaKXe 3aroJIOBOK JOKYMEHTA, 3aKJIIOUEHHBIN B KaBBIYKU.

[Tpu ynotpebnenun B TeKcTe (HaMUIIUI JIUIl HHULIHAJIBI YKa3bIBAIOTCS TIOCTIE
bamunuu.

TexcThl OKyMEHTOB OO0JbLIOrO OOBEMa MOTYT JAEIUTHCS Ha pasJiensbl,
NO/IPa3/IeIbl U MyHKTHI, KOTOPBIE HYMEPYIOTCS apaOCKUMu 1 pamMu, HalpuMep:

1. Paznen
1.1. Iloppaznen
1.1.1. ITynkr

A03a11pl BHYTpHU ITyHKTOB HE HyMEPYIOTCSL.

B nuchmax ucnonb3yroT ciaeayomue (popMbl U3I0KEHUS:

or l-ro muma MHOXecTBeHHoro uymcna («[Ipocum  HampaBuUTh
uHpopMaruio...», «Harmpasisiem Ha 3aKiIIOU€HUE TPOEKT...» U Jp.);

OT 3-ro Juua E€JUHCTBEHHOIO 4Yucia («TeppUTOpHANbHAs KOMHUCCHS
HE CYMTaeT BO3MOXHBIM...», «TEPPUTOPHAIBbHAS KOMHUCCHS Mpejaraer
PacCMOTPETh BO3MOKHOCTb...»).

I'padpr 1 cTpoku TaAOMMLBI JOJKHBI MMETh 3arojOBKH, BbIPA)KEHHbBIE
CYLIECTBUTENIbHBIM B HMEHUTENIbHOM majexe. Ilom3aronoBku rpad M CTpok
JOJIKHBI OBITh COTJIACOBAHBI C 3ar0JIOBKAMH.

Ecnu tabnuiy meuaTtatroT Oosiee yeM Ha OJHOW CTpaHUIIE HA CIIETYIOIIMX
CTpaHUIaX MOTYT OBITh Hame4aTaHbl 3aroJOBKHU Ipad WM UX HOMeEpa (B ciyyae,
eciu rpadpl TaOIUIBI HA IEPBOM JIUCTE TPOHYMEPOBAHBI).

3.5.15. OTmMeTKa O HaTMYUKU NPUIIOKEHUH.

OTMeTKa 0 HAJIMYMU MPUIIOKEHUN pacroiaraercs OT rpaHullbl JIEBOTO MOJIs
MOCJI€ TEKCTA Mepe] MOAMUCHIO.

CnoBO «IPHIIOKEHHE» NEYATAETCS] B €JUHCTBEHHOM WM MHO>KECTBEHHOM

YHCJIC B COOTBETCTBHH C KOJITMYECCTBOM HpI/IJIO)KeHI/II\/’I.
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Ecin AOKYMCHT MMCCT [MPHIIOKCHUC, HA3BAHHOC B TCKCTC, OTMCTKA

0 ero HaJmM4uu opopmiIsieTcs o cleayrolen Gopme:

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

Ecin JOKYMCHT HMMCCT IIPHIIOKCHUC, HC HA3BAHHOC B TCKCTC, HJIN CCIIU
HpI/IJ'IO)KeHI/Iﬁ HECKOJIbKO, MX HAWMMCHOBaHHA HeO6XOI[I/IMO NEPCUNUCIINTL I10CJIC
TCKCTAa NOKYMCHTaA IICPCH IMOAINUCHIO C YKA3aHUCM KOJHYCCTBA JIUCTOB B KAXKXIOM
IMPHUIIOKCHUH U KOJIMYCCTBA OK3CMINLIAPOB, ITPU HAJTUINHN HCCKOJIBKUX HpI/IJ'IO)KeHI/Iﬁ

UX HyMEPYIOT, HAIIpUMEp:

[Mpunoxenusi: 1. Ilonoxenue o0 DxcnepTHOM KoMuccuu Ha 15 1. B 1 9K3.

2. IlpumepHas HOMeHKIaTypa fen Ha 14 1. B 1 3k3.

Ecim  npuiokeHuss — cOpOLIIOPOBaHbI, TO  KOJIMYECTBO  JIMCTOB
HE YKa3bIBaCTCs.
Ecnn nmpuiokeHne HampaBisieTCsl HE BO BCE YKa3aHHbIE B JIOKYMEHTE

aJpcca, TO OTMCTKA O HAJIMYHH ITPHUIIOKCHUA O(l)OpMJUICTCH 110 CJIGIIYI'OIIIGIZ ¢)OpM€2

[Tpunoxenue: Ha 20 1. B 3 5K3. TOIBKO B MIEPBBIN aapec.

Ecimn kK HOKyMeHTy mpwiaraercs Ipyrov JOKYMEHT, TaKXe HWMEIOLIUN
MPUJIOKEHUE, TO OTMETKA O HAJIUYUU MPUIIOKEHUS O(POopMIIIeTCS CIeAYIOIUM

obOpazom:

[Tpunoxenue: mnuceMo Cankt-lIleTepOyprckoii  U30MpaTeTbHONM  KOMHUCCUU
or 15.11.2024 Ne 01-18/450 w mnpusoxxeHue K HEMY, BCETO
Ha 15 7.

Ecnu mpunoxenuem sBiseTcsi 000COOJIEHHBIN AJIEKTPOHHBIH HOCHUTENb
(KOMIaKT-IUCK, usb-¢ien-HakonuTeab W Jp.), TO OTMETKa O HaJu4HUH

IPUIIOKEHUS 0POPMIIIETCS CIIELYOIIUM 00pa3oMm:

[Tpunoxenue: CD B 1 3k3.

I[Ipu »TOoM Ha Hocutene (BkiIauabiie (KOHBEPTE)), YKa3bIBAHOTCS

HaMMCHOBAHHA JOKYMCHTOB, 3allMCAHHBIX HaA HOCUTCIIb, NJIM UMCHA (baﬁHOB.
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B pemenusix n npukasax CBEICHHS O HAJIUYUHU NPUIIOKEHUN YKA3bIBAIOTCS

B TCKCTC, HAIIPUMCEDP:

«Pa3paboTtatb M mpeACTaBUTH MPOEKT IulaHa Mo ¢opMe, YyKa3aHHOM
B npuiiokeHuu Ne 1»
105

«...JICAaeTCs 3aIUCh B KypHAJ YCTaHOBICHHOUW GopMBbI (TIpuiiokeHue Ne 2).»

Ecim B JoOKyMmeHTe, K  KOTOPOMY  OTHOCUTCA  NPHUIIOKECHHE,
OHO HE YTBEP)KJIAETCS, @ IPOCTO COJAEPKUTCS CChIIIKA HA HETO, TO Ha MIEPBOM JIUCTE
NPUJIOKEHUSI B TPABOM BEPXHEM VYIIIy YKa3bIBACTCA, K KaKOMY PEIICHUIO
(mpuKa3zy) NPUIOKEHNUE OTHOCUTCS, @ CTPOKUA MOTYT IIEHTPOBATHCS OTHOCUTEIHHO
CaMOM JUIMHHOM CTPOKH, HAIIPUMED:

IIpunoxenue
K [IPUKa3y Mpeaceaaresns
TeppuropuanbHoi U30UpPATEIBHOM
komuccuu Ne 6
ot 14 mapra 2025 1. Ne 27-pn
[Ipy HaTMYMM HECKOJIBKUX MPHUIOKEHUN OHU HYMEPYIOTCS, HalpuMmep,

npusnioxkenue Ne 1, mpunioxkenue Ne 2 1 Tak janee.

3.5.16. IToanuce.

B cocraB moamwcu  BXOAAT: HAaMMEHOBAHHWE JIOJDKHOCTH  JIWIIA,
HOJIUCAaBUIETO  JOKYMEHT, €ro COOCTBEHHOpYyYHasi [MOANHUCh, KOTOpas
oopmiisieTcss CHHMMH WM YEPHBIMH YEepHUIAMH, pacIIM(PpOBKa TOIIUCH
(MHUIMANBI, (aMUITHS).

Ecnn nmoxymeHT odopmisiercs Ha OJlaHKE TEPPUTOPUATBLHOM KOMHCCHH,
TO PEKBU3UT BKIIOUAET HAUMEHOBAHHME JIOJDKHOCTH JUIA, TMOIHCHIBAIOINIETO
JIOKYMEHT, €r0 COOCTBEHHOPYUYHYIO MOANKCH, PaCIIU(PPOBKY MOAMUCH (MHUIIUAIIBI

U (haMUIUI0), HAIPUMED:

[Ipencenarens IIOJIITUCH WHULHABI, (DaMUITHS

Ecnu pomxHOCTHOE JHIIO, MOANUCH KOTOPOTO 3aroTOBJIEHA HA IPOEKTE
JIOKYMEHTa, OTCYTCTBYET, TO JOKYMEHT IOJIKCHIBACT €r0 3aMECTUTEIb WJIU UHOE
JUI0, WMCTOJHSOMEee ero o0s3aHHOCTH. [Ipu 3TOM 0053aTeNbHO YKa3bIBAKOTCS

(I)aI(TI/I‘—IeCKaH NOJDKHOCTL JIMIIA, IIOAIMMCABIICTO JOKYMCHT, MU CIrO (1)aMI/IJ'II/I${.
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He AOITyCKaCTCA IIOAIIMCHIBATb JAOKYMCHTBI C MpcaJIoOroM «3an

WM MPOCTABJICHUEM KOCOU YepThl Mepe/i HAMMEHOBAHUEM JIOJKHOCTH.

Ecnu nokymeHT odopmiisercss He Ha OJaHKe, TO PEKBU3UT COACPKUT IMOTHOE
HaMMEHOBaHUE TOJKHOCTH auna, HOJMKCABIIETO JIOKYMEHT,
€ro COOCTBEHHOPYYHYIO  MOJAMHUCH, pacliuPpoBKY MOANHCH  (MHUIIUAIIBI

1 (hamMuIInIo), HaIpUMep:

[Ipencenarenp
TepputopuanbHOl U30UPATEIHLHON KOMUCCHUU
Ne 6 MOANKUCH WHHUITHAIIBI, (PaMUITHS

HpI/I IMOAIMHUCAHNHN OJOKYMCHTA HCCKOJBKHMH JOJIZKHOCTHBIMHU JIMIIAMHU
HUX TIIOAIIMCHU pacrojararorcsa oJaHa I10A4 I[perﬁ B IIOCJICAOBATCIBHOCTH,

COOTBETCTBYIOIICH 3aHMMaeMOM JOJKHOCTH, HAIIPUMED:

HpeI[CCIIaTGJIB IIOAIINCH HMHHUIIHUAJIbI, (baMI/IJ'IHH

['maBHbIN OyxTrantep MOJIMHKCH WHUIMAJIBI, (haMUIIns

I[Ipy mnoanucaHuM JOKYMEHTa HECKOJbKAMHU JIMIAMH, 3aHUMArOIMMHU

PaBHBIC JOJDKHOCTH, 1%0,¢ o AIInMCH paciojiararoT Ha OJHOM YPOBHC,

Hanpumep:
HavanpHuk mpaBoBoro otnena Hauannauk
OPraHU3aIMOHHO-METOAUYECKOTO
oTaena
MONUCHh UHUITUAIBI, (pamMuus MOAMUCh WHULMABI, (haMIITHS

B mokymeHTe, moAroTOBJIEHHOM KOMUCCHUEHN, MOANMUCH PACIIONIAratTCs OJHA
nof aApyroi. IlepBeIM yKa3bIBaeTCs Mpejcenaresib KOMUCCUH, a paMUITMU YJICHOB

KOMHUCCHUHU PACIoJIaratoTcs B aj)aBUTHOM TMOPSIIKE, HATIPUMED:

Hpeacez[aTenb KOMHUCCHUH IIOAIINCH HWHUIIKAJIbI, (1)aMI/IJ'II/I$I
YJieHbI KOMHUCCUH IIOAIINCH HWHHUIIUAJIbI, (baMI/IJ'H/IH
IIOAIINCH HWHUIIKAJIbI, (baMI/IJ'II/IH

IIOAIINCH HMHHUIIHUAJIbI, q)aMI/IJII/I}I
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Ecnu noKyMeHT cocTaBle€H Kak mpuiaraeMas K OCHOBHOMY JOKYMEHTY
cupaBka uiu  uHbopmaius, TO OH O0QGOopMIIAeTCS B  COOTBETCTBHUHU
¢ myHKTOM 3.5.15, a BMECTO MOANMCH MOJ TEKCTOM JOKYMEHTa, KaK IPaBUIIO,
yKa3bIBaeTCs (haMUIusl, UMsI, OTYECTBO UCTIOTHUTEIIS.

3.5.17. OtmeTKa 00 AJIEKTPOHHOM MOMKCH.

[IpocraBnsieTcss Ha BU3yaIu3UPOBAHHOM 3JIEKTPOHHOM JOKYMEHTE B MECTE
pacnoyioKEHUs COOCTBEHHOPYYHOUM TMOJIMUCH JOKHOCTHOTO JIMIA B JOKYMEHTE

Ha 6YMa)KHOM HOCHUTCIJIC, HAIIPUMCDP:

Hpeﬂceﬂa”[eﬂ}, AOKYMEHT NOANUCAH
o npPOCTOM NoANUCHLIO
TeppuropuanbHoi
n30MpaTENbHOM KOMUCCHH NO 6 | XYBQCT/PIZL7BQ+0+6LTHNQPOMVDVUYS= N.B. Upununa

[feicreutenen:bes cpoka aencreuns
Bnapeneu:UpvHuHa UHra ButanbesHa

DneMEeHThl OTMETKH 00 AJIEKTPOHHON MOJMUCHU JTOJKHBI OBITH BUIMMBIMU
Y YUTAEMbIMU MPU OTOOPAKEHUU JTOKYMEHTA B HATYPaJIbHOM pa3Mepe.

DJIEMEHThl OTMETKU 00 3JIEKTPOHHOM MOJMKUCH HE JOJIKHBI IEPEKPHIBATHCS
WJIM HAKJIAIBIBAThCS APYT Ha Apyra.

DJIeMEHThl OTMETKH 00 3JEKTPOHHOM MOJMHUCH HE JOJKHBI MEPEKPHIBAThH
DJIEMEHTBl TEKCTa JOKyMEHTa U JPYyTue OTMETKH 00 DIIEKTPOHHON MOIMUCH
(pY HATTMYUN).

B cnydae, ecnm 2neKTpOHHAs MOANUCH COAEPKUT METKY JOBEPEHHOTO
BPEMEHHU, OTMETKa 00 JJIEKTPOHHON MOMAMHUCH JIOJDKHA 0053aTeNbHO BKIIOYATh
uH(pOpMaAIMI0O O JaTeé M BPEMEHM TOJINUCAHUS JOKYMEHTA JIJIEKTPOHHOMN
MOAIUCHI0. BHENIHNI BUJ METKU JOBEPEHHOTO BPEMEHU U BHELIHHUU BUJ IPOCTOM
AIIEKTPOHHOM MOJNUCH YCTAaHABIMBAETCSl JIOKAJIbHBIMH HOPMATHUBHBIMH aKTaMU
WJIM 10 COTJIAIIEHUIO CTOPOH JOKYMEHTO000pOoTA.

3.5.18. I'pud cormacoBaHus.

I'pud cornacoBanust coctout u3 cioBa COI'JTACOBAHO 06e3 kaBbluek
Y TIPONMKUCHBIMU OyKBaMH, HAUMEHOBAHUSI JIOJHDKHOCTH JIMIIa, KOTOPBIM COTJIacOBaH
JOKyMEHT (BKJIFOYasi HAaWMEHOBAHHWE OpTraHU3allMH), €ro COOCTBEHHOPYYHOU
noAnucy (mpu odopMIICHUH Ha OyMa)XKHOM HOCUTEJIE), pacIIM(POBKHU TMOAMUCH

(vHUIMANBI, (PaMUJTHS) U IaThl COTJIACOBAHMUS, HAIIPUMED:
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COI'JTACOBAHO
Cexkpertaps TepputopuanbHOM
u30upatenbHo komuccuu Ne 6
MOANKCH WHHUITHAIIBI, (PaMUITHS
nara

Ecan  cornmacoBaHue OCYHICCTBIACTCA  IIPOTOKOJIOM HWJIM  ITHCBMOM,
TO COTJIaCOBaHHC Oq)OpMJISIGTCH CICAYOIHNM 06p330M:

COI''TACOBAHO
MIPOTOKOJIOM 3aCEIaHus
aTTECTAIMOHHON KOMHUCCUHU
TepputopuaibHON U30UPATEITHHOM

komuccuu Ne 6
ot 14 ¢espans 2025 . Ne 16

WJIN:
COI'JTACOBAHO
nuceMoM PocapxuBa
ot 05 mapra 2025 r. Ne 4-15/46

I'pud cornmacoBaHusi NOKyMEHTa B 3aBUCUMOCTHM OT BHJAA JOKYMEHTa
1 0COOCHHOCTEH ero 0(hopMIIECHUS MOXKET MPOCTABIIATHCS:

Ha IMEpPBOM JIMCTE JOKYMEHTa B JIEBOM BEpPXHEM YIJIy Ha ypoBHE rpuda
YTBEP>KJICHUSI UJTM TI0JT HAMMEHOBAHUEM JIOKYMEHTA OJIMKE K HUKHEMY TI0JIIO;

Ha TIOCJIEJHEM JINCTE JOKYMEHTA MOl TEKCTOM;

Ha JINCTE COIIACOBAHUS, SABJISIFOUIEMCSI HEOThEMJIEMOM YaCThIO JOKYMEHTA.

3.5.19. Buza.

BHyTpeHHee cornacoBaHue NpoeKTa T0KyMEHTa 0(OpMIISIETCSI BU3OM.

CornacoBanue NpPOEKTa JAOKYMEHTA MOKET OCYUIECTBISTHCS CpPEICTBAMU
[TA. Ilpu cormacoBaHMM NpOEKTa JTOKyMEHTa Ha OyMa)XHOM HOCHUTENE BH3a
BKJIIOYAET TMOJNUCH BHU3UPYIOLIEro, paciiMpoBKYy MOANUCH (MHUILIAAJIBL,
bamuwius) W AaTy, OpU HEOOXOIUMOCTH MOXET ObITh YyKazaHa JO0KHOCTh

BU3UPYIOILEr0, HAPUMED:

Cexperapp TepputopruaibHON
n3buparenbHoi komuccuu Ne 6
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IIOAIINCh HMHHUIIHWAJIbI, (I)aMI/IJ'H/IH

Jara

[Ipn Hanmuuu 3aMe4aHWii K JOKYMEHTY BH3a O(OpMIIsIeTcs CleAyIOMUM
oOpazom:

3amMevaHus IIpUIararoTCsA

Cekpertapp TeppuropuaibHON
n30upaTebHOM KoMuccuu Ne 6

IMOAIINCH HMHHUIIHWAJIBI, q)aMI/IJII/ISI

Jara

3aMeyaHusl HW3JaraloTcsd Ha  OTIEIbHOM  JIMCTE, MOJIIMHCHIBAIOTCS
U TIPUJIaratoTcs K JOKYMEHTY.

JlomyckaeTcsi HOJIMCTHOE BU3UPOBAHUE JOKYMEHTOB U MPUIIOKEHUN K HUM.

Ecnu noayIMHHUK JOKYMEHTA OCTAETCsl B TEPPUTOPUATLHON KOMUCCUH, BU3bI
MPOCTABIISAIOTCS B HIDKHEM YacTH OOOpPOTHOM CTOPOHBI MOCIEIHErO JIUCTa
MOJITMHHUKA IOKYMEHTA.

JIns moKyMeHTa, MOJJMHHUK KOTOPOTO OTIPABISIOT U3 TEPPUTOPUATIBLHOU
KOMMCCHUH, BU3bI MIPOCTABIISIOTCSA B HUXKHEW YaCTH JIMIEBOM CTOPOHBI TTOCJIEIHETO
JIMCTa KOIUM OTIPABIIIEMOI0 IOKyMEHTA.

3.5.20. ITeyats.

Ileyats  3aBepse€T  MNOMJMHHOCTH  MOANWUCH  JOKHOCTHOTO  JIMIIA
Ha JIOKYMEHTax, YJIOCTOBEPSIONIMX MPEAYyCMOTPEHHbIC IPAaBOBBIMU aKTaMHU
MOJTHOMOYHUS  JIOJDKHOCTHBIX —JIMIT WU (DUKCUPYIOMUX (DAKThI, CBs3aHHBIC
c (GUHAHCOBBHIMHM  CpEICTBAMHM, a TaKkKe Ha  HMHBIX  JIOKYMEHTaXx,
npeayCcMaTPUBAIOIIUX 3aBEPEHUE TTOJTMHHOM MTOIIHCH.

Ileyate cTaBuTCcd HA CBOOOJHOM OT TEKCTa MECTE, HE 3axBaThbIBas
COOCTBEHHOPYYHOUN TOMAMKUCH JODKHOCTHOTO JuIa. [ledaTh MOXKeT 3aXxBaThIBaTh
4acTh HAUMEHOBAHUSI IOJKHOCTH JIMI[A, TIOAMKUCABIIETO JIOKYMEHT.

B nmoxymeHTax, MOATOTOBIICHHBIX Ha OCHOBE YHUGDHUIIMPOBAHHBIX (HOpM,

nevyaTh CTAaBUTCS B MecTe, 0003HaueHHOM O0TMeTKOM « MID» mim uHbIM 00pazom.
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3.5.21. OT™meTKa 0 3aBEpEHUHN KOIIUH.

Jlist  3aBepeHHs] COOTBETCTBUSI KOMHM JOKYMEHTA TMOJIJUHHUKY HIKE
pekBuzuta «lloamuce» mpocCTaBiAeTCS OTMETKA O 3aBEPEHUU  KOMUU —
3aBepuTEeIbHAs HaANUCh «BepHO», MOMKHOCTH JMIA, 3aBEPHUBIIETO KOIHIO,
ero COOCTBEHHOpYYHAas MOJINUCH, pacudpoBKa MOJIUCH

Y JlaTa 3aBEPEHUsI, HAIIPUMED:
Bephno
[Ipencenarens TEppUTOPUAITBHON KOMUCCHU
MOJIHUCH WHULM AN, (haMUIIHs
nara

Jlomyckaercst 3aBepATh NOKYMEHTBI OTMETKOW «BepHO» mnpocTaBieHuEM
mramMna ¢ yKa3aHWeM  JIOJDKHOCTM — JIMI[A,  3aBEPHUBIIET0  KOIMIO,
€ro COOCTBEHHOPYYHO! MOJIUCH, pacIIU(PPOBKY MOJMUCH U JAThl 3aBEPEHUSI.

B  caywasx, nOpeayCMOTpPEHHBIX  3aKOHOAATENbCTBOM  Poccuiickon
®enepaun 0 BbIOOpax M pedepeHayMax, IpHU 3aBEpEHUH KOIUU JIOKyMEHTa
TaK)K€ IMPOCTABJISIETCS BPEMS 3aBEPEHHUSI.

[Ipu mepecblIke KONMUHU JOKYMEHTa B JPYrM€ OpraHW3allid WU BblAaude
€€ Ha pyKH 3aBEPUTEIIbHAs HAIIUCh yA0CTOBEPSETCS COOTBETCTBYIOIIEH MT€YATHIO.

JIMCTBI MHOTOCTPAaHWUYHBIX KOMUN HYMEPYIOTCS, OTMETKa O 3aBEpPEHHUH
KOIMW  JIOTIOJHSETCS  yKa3aHWeM  KOJIMYecTBa JHUCTOB komuu  «Bcero
B KONWM __ JINCTOB». Ha KOMMSAX MHOTOCTPAHMYHBIX JOKYMEHTOB OTMETKA
O 3aBEpEHHMM KOMMM TMPOCTABIAETCS HA  KaXIOM JIUCTE JOKyMEHTa
WIM Ha TOCIEAHEM JIUCTE MPOLIMTOr0 WM CKPEIJICHHOTO HHBIM 00pa3zoMm
JIOKYMEHTA.

3.5.22. OTmeTKa 00 UCTIOTHUTEIIE.

OtMmeTka 00 WCHOSHUTENE BKJIIOYAeT B ceOst (haMuiinio, UM U OTYECTBO
(MpyY HaTUYKMM) UCTIOIHUTENS JIOKYMEHTAa U HOMEp €ro ciy:keOHoro teiedoHa
C KOJOM pervoHa (B cllydyae HaIlpaBJICHHs JIOKyMEHTa B aJipec U30MpaTeiabHbIX
KOMHUCCHII MOXET YyKa3blBaTbcsl HoMep ciyxeOHoro Ttenedpona ATCB).

OTMeTKy 00 MCIIOJIHUTENIE PACIONIaraloT Ha JUIEBON MU, TIPU OTCYTCTBUU MECTA,
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Ha OOOPOTHOI CTOPOHE MOCIEIHEro JUCTa JOKYMEHTa B JIEBOM HIDKHEM YIIIy

mpudToM 10 MyHKTOB, HAIIPUMED:

3yb6apes Bragnmup Uibnd
(812) 356-85-31

3.5.23. OTmeTKa 00 HCTIOTHEHUH JTOKYMEHTA.

OTMerka 00 HCMONHEHUH JIOKYMEHTAa M HAMpaBlIEHUU €ro B JEN0
MOTYT BKJIIOYAeT CJEIYIONIME MJaHHbIC: KpaTKUE CBEACHUSA OO0 HCIOIHEHUU
JIOKyMEHTA (NP OTCYTCTBUHU JTOKYMEHTA, CBUIECTEIbCTBYIOIIET0 00 MCIOJIHEHHH),
JaTy X1 HOMEP MMEIOIIETOCs TOKyMeHTa 00 MCIOJIHeHHH, cioBa «B neno», Homep
Jiena, B KOTOpOM OyJIeT XpaHUThCS JOKYMEHT, AaTy, NOANUCh (pu odopMiIeHUU
Ha OyMa)>XHOM HOCHUTEJIE) IpeceAaTeNsl TEPPUTOPUATLHON KOMUCCHH.

3.5.24. Unentudukatop 31eKTPOHHON KOMHH TOKYMEHTa (KOJIOHTHUTYII).

Nnentudukatop (Mms ¢aiiga Ha MAIIMHOYUTAEMOM HOCHUTEIE) 3JIEKTPOHHOM
KOIUU JOKYMEHTa (KOJOHTHUTYJ) MOXKET MPOCTABJIATHCS B JICBOM YIIIy HIXKHETO
NOJISL K&KJI0M CTPAHUIIBI JOKYMEHTA MPUPTOM 8 TyHKTOB, HAIIPUMED:

K0305298

3.5.25 Wtpux-xoxa (QR-komx) fOKyMeHTa.
[Ipy wucnonp30BaHMM ITPUX-KOAA, €r0o CIEeAyeT pa3MellaTb B MPaBOM
HIDKHEM yIUIly TepBoro Jjucrta. Ecim mecta HEOOCTATOYHO, JIOMYCKAaeTcs

pa3MeleHre B MPaBOM BEPXHEM YTIIy WM Ha APYTOM CBOOOJIHOM MECTE.

4. Opranu3anusi padoTbl ¢ HCXOAAIIMMHU (OTHPABJISIEMbBIMU)
TOKYMEHTAMU

4.1. Pabota ¢ oTmpaBiasieMbIMH (MCXOIAIIMMHU) W3 TEPPUTOPUATIBLHOM
KOMHCCUU JOKYMEHTAMH BKJIOYAE€T HUX PETUCTPALMIO, NPOBEPKY MPABUIBHOCTHU
odopMIICHHS, B TOM YHCJIE€ HAJIUYHME MOJIHOTO aJpeca W e€ro TOYHOCTh, HaJu4due
NOJIMHHOW moAnUcH (AJIsI 3JIEKTPOHHOTO JOKYMEHTa — MPOBEPKA TMOJJIUHHOCTH
AJIEKTPOHHON TOJIMUCH), JPYTUX HEOOXOAMMBIX D3JIEMEHTOB O(OpMIICHUS,
YKa3aHHbBIX PUIOKEHUM, U OTIIPABKY.

4.2. Ucxonsmme MOKYMEHTHI TedaTalTcss Ha OJaHKax YCTaHOBJICHHOM
dbopmbl, OQOPMIISIIOTCST B COOTBETCTBUM C  TOJIOKEHUSIMU ~ WHCTpyKIIMH

u peructpupytores B [1J] unu aApyrux perucTpalimoOHHO-YYEeTHBIX (hopMax.
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4.3. OtnpaBka JOKYMEHTOB u3 TEPPUTOPHATBHON KOMHUCCUU

OCYUIECTBJISIETCS OpraHamu (eaepaibHON (PeNbIberepcko WM  CHeluaIbHOU
CBSI3U, TMOYTOBOM, TenerpadHoil CBs3bl0, cpenactBamu [IJI, mo kaHamam
(akCUMUIIBHON CBSI3H, HJIEKTPOHHON MOYTON B C€TH VIHTEpHET U HAPOUHBIM.

4.4. ITpu opopMieHUU OTHPABISIEMBIX (MCXOISAIINX) MHCEM, B TOM YHUCIE
IIpU NOJATOTOBKE MPOEKTOB nuceM cpeactBamu IIJ[, u TenerpamMm HCIOJIHHUTENb
yKa3bIBa€T TMOJHBIA TMOYTOBBIM (BKJIOYash UWHIEKC) aJpec OpraHu3aluu
WJIM TPaKIaHHUHA.

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

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

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

IIpn perucrpanuu HUCXOIAIIErO0 JOKYMEHTAa B PErUCTPALMOHHO-YUYETHOM
dbopme 00s3aTeNIBPHO YKA3bIBAIOTCS CIEAYIONIME PEKBU3UTHI: JaHHBIE 00 ajapecaTe
(pamummst, umsi, oT4eCTBO (TP HATUYHH) (HU3NIECKOTO JINIIA WM HAMMEHOBAHHE
OpraHu3alliy, KpaTKOE€ COJAEpXKAaHUE JOKYMEHTAa, HCIIOJHUTENb JIOKYMEHTa,
€ro COMCITOJIHUTENHU, KEM OH MOJINUCAH, a TAK)KE KOJIMYECTBO JIUCTOB OCHOBHOTO

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

[Ipu  perucTpauuu  HUCXOASIIET0O  JOKyMEHTa  JellaeTcsi  CBsI3Ka

C BXOJSIIIIUM JOKYMEHTOM Ha KOTOPBII TaeTCsl OTBET (€CIU TAKOBOM UMEETCH).
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4.7. OTnpaBka UCXOAAIMIMX JTOKYMEHTOB cpeactBamu I1J] ocymectBisercs

JIUIIOM, UMEIOIITUM J0CcTyM K padote ¢ [1/1.

WNHble NOKYMEHTBI MOTYT OBITh OTIPaBICHBI OpraHamu (emepaabHOM
dbenpaperepckoll WM CHENUAIbHOW CBS3M WM TIOYTOM TI0  YKa3aHUIO
npeaceaaTens TEPPUTOPUATIBHON KOMUCCHUU.

4.8. Ins nepenaun ucxojsmero gokymenta I/ umu snekTpoHHONW mouTon
B cetd MHTepHET OTHpaBisieMbld JOKYMEHT O(OpMIISIETCSS B COOTBETCTBHUU
¢ TpeboBaHusiMU MHCTpYKIUU.

B cnyuae peructpanuu nokymenta B I1/] Tekct qokymenTa B ¢opmare docx
win xIsx wiM 3MeKTpoHHBIA 00pa3 gokymeHTa B (opmarte pdf (mpu Hanmuuuu
CKaHHUPYIOUIEr0 YCTPOMCTBA) MPUCOEAMUHSIETCS K PErUCTPALMOHHON KapTOUKe
Y OCYLIECTBJISIETCS €r0 OTIPABKA.

IIpyu mnoaroroBke MAOKyMEHTOB cpeiactBamu IIJ[ ¢ wucnonbs3oBaHueM
AJIEKTPOHHON MOJMUCHU TOCHE MOANUCAHUS JOKYMEHTBHl MOTYT aBTOMAaTHYECKHU
peructpupoBatbcsi U HampabisaThess B LK Poccumn, @I npu LUK Poccun,
PHOUT npu LUK Poccun, Cankr-IleTrepOyprckyro n3OupaTenbHy0 KOMHUCCHIO,
uHble K30UpaTenbHble KoMUccUM —CcyOBekToB  Poccuiickoiri  denepauuu,
TEPPUTOPHUATBHBIE KOMUCCHH.

4.9. ITpu oTmpaBke TeaerpaMMmbl 0OJiee 4eM B YeThIpe aapeca 0hopMIIIeTCs
NOJJINHHUK, KOMUS MW JIBa OHK3EMIUIApa MOJNHCAHHOTO CIUCKA PAaCChUIKU
C VyKa3aHHEM TIOJHBIX TMOYTOBBIX (BKJIOYAs TOYTOBBIM WHJIEKC) aJpecoB.
Ha Tenerpad nepenaroTcs MOAJIUMHHUK C OJHUM 3K3EMIUIIPOM CIHCKA PACCHUIKU
M KONMsl TellerTpaMMBbl, KOTOpas C OTMETKOW O Mepenade TelerpaMMbl
BO3BPAILAETCS B TEPPUTOPUATIbHYIO KOMUCCHIO U BMECTE CO BTOPBIM IK3EMILISIPOM
CIIMCKA PACCHUIKU MOAIINBAETCS B ACIIO.

4.10. Ilpu ormpaBke muchMa OoJjiee YeM B YETBHIPE ajpeca COCTABISCTCS
CIIMCOK pAaCChUIKM YCTaHOBJIEHHOW (opmbl (mpuinoxkenue Ne 6), KOTOpPbIH
MOJNKCHIBAETCS MPENCENATEIEM, B €0 OTCYTCTBUE — 3aMECTUTENEM MPEACENAATENS
WM WHBIM YJIECHOM TEPPUTOPUAIBHOW KOMHUCCHUM, HUCTOJHSIONIUM OO0S3aHHOCTH
npeacenaTens TeppUTOpuanbHON Komuccuu. Ilocne peructpaumm mOUCBMO

TUPAKUPYCTCA B HCO6XOI[I/IMOM KOJIMYCCTBC M OTIIPABJIACTCA. HpI/I IIOATOTOBKC,
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COrjiaCoOBaHMn M IOAIIMCAHUU IMHCEM CpPpCIACTBAMU HI[ CIIMCOK PACCBUIIKM TAKXKC

roroButcs cpeacreamu [1/1.

Ecnu nuceMo wnu TenerpamMma HampaBiisieTcsi HE 0ojiee 4eM B 4YEThIpe
azpeca, TO MOAIMUCHIBACTCS KAXKABIN IK3EMILISIP.

4.11. OTnpaBka JOKYMEHTOB IPOU3BOAMUTCS €XKEIHEBHO B 4Yachl PabOThI
TEPPUTOPHATBHON KOMHUCCHH, KPOME BBIXOHBIX U HEPAOOUHNX MPA3THUIHBIX JTHEH.

OTmpaBka HCXOIAIIUMX JTOKYMEHTOB TMOCJIE OKOHYaHUs pabodero Hf,
B BBIXOJHbIE M Hepabouue Mpa3qHUYHBIE JHU, B TMEPHUOJ] MOJTOTOBKHU
U TpPOBEACHUS U30UpaATEIbHBIX KaMIIAaHUM OCYIIECTBISICTCS MO YKa3aHUIO
npejacenaress TEPPUTOPUATBHONM KOMUCCHUU JIUOO B COOTBETCTBUHU C PEIICHHUEM
TEPPUTOPUAITBHON KOMHUCCHH.

4.12. JIoKkyMEHTBI C OTMETKOM O CPOYHOCTH I0CTaBKH «BecpMa cpodHO»
u «CpouHo» 0hOpMIISIOTCS HE3aMEMJIUTEIbHO, MOTYT OTHPABIATHCS CPEACTBAMU
[1/], mo xaHamaMm (akKCUMUIIBHOW CBSA3H, DJEKTPOHHOM MouTod B cetu MHTepHer,
HApPOYHBIM W/WIH MEepeaBaThCs B OTIET (EeNbIbErepCKO K CIICIUAIbHOMN CBS3H
JUISL TOCTAaBKM B TIEPBYIO OYEpeb B COOTBETCTBHM C TpaUKOM MapIIpyTOB
benbanerepeil.

4.13. JlokyMeHTbI 0€3 OTMETOK OQOpPMISIOTCS IO Mepe MOCTYIUICHUS
U MOTYT OTIpaBiAThCs cpeacTBamu [1J] w/unu mepegaBathCcsi B OTAEN J1OCTaBKU
dbenbaberepckoll WM CHCIUAIBHOW CBSI3M, TJ€ OTIPaBKAa OCYIIECTBIISIETCS
B COOTBETCTBUU C I'PAPUKOM BBITIOJHEHUS MAPIIPYTOB B ONTUMAaJIbHBIE CPOKH.

4.14. JlIokyMEHTBI, HampaBJsIEMbIE TpaXJaHaM TI0 TOYTOBOMY aJapecy,
yKa3aHHOMY UMU B OOpallleHUH, OTIIPABISIOTCS Yepe3 MOYTOBOE OTICJICHUE CBSI3U
MPOCTHIMHU TTOYTOBBIMU OTIIPABIICHUSIMU WJTU 3aKa3HBIMU MTUCbMaMHU.

4.15. JlokyMeHTBI, TiepenaBacMble TIO0 KaHallaM (aKCUMIUIBHOW CBSI3H,
PETUCTPUPYIOTCS B MOPSAJKE, YCTAHOBICHHOM JJISI UCXOSIIUX JOKYMEHTOB.

4.16. Ucxopsmiue JOKyMEHTHI, 0()OpMIICHHBIE C HapyIICeHHEM TpeOOoBaHUM
NHcTpyKIMu, K OTHOpaBKE HE NPUHUMAIOTCA W BO3BPALAIOTCS HMCIOJTHUTEISM
Ha JopaboTky. KoppecnonaeH1us HeCaIy>keOHOro Xapakrepa, B TOM YUCJIe JTUYHAas

KOPPECIOHACHINA, K OTIIPABKC HC IPUHHUMACTCA.
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4.17. Komuu uCXOAAIUX JTOKYMEHTOB, O(OpPMIEHHBIX Ha OyMakKHOM

HOCHUTCIJIC, IIOMCHIAIOTCA B JACJIO0O B COOTBCTCTBUU C HOMCHKH&TYPOﬁ pi(SA) |

TEPPUTOPUAITBHON KOMUCCHH.

5. Oco0enHOCTH PadOTHI € JJIEKTPOHHBIMHU JOKYMEHTAMU
(ocymecTBiieHue pa6oThl ¢ jokymenTamu B I1/1)

5.1. DneKTpOHHbIE JAOKYMEHTHI SIBISIOTCS O(PUIHUAIBHBIMU JOKYMEHTaMHU.
DneKTpOoHHBIE JOKYMEHTHI CO3J1al0TCs, 00padaThiBatoTcs U Xpausarces B [1]1.

5.2. DNEeKTPOHHBI JOKYMEHT JOJDKEH ObITb 0(GOpMIIEH 10 OOIIUM
npaBWJaM  JICJIONPOM3BOJICTBA W HUMETh  PEKBU3HUTHI,  YCTAHOBJICHHbBIC
JUTSl aHAJIOTMYHOTO JJOKYMEHTa Ha OyMa)KHOM HOCHUTEJE.

5.3.B TeppurtopuambHOM  KOMHUCCHUM  HCHOJB3YIKOTCS  JJIEKTPOHHBIC
JOKYMEHTBI, a TaKXe DJICKTPOHHbIE 0Opa3bl JOKYMEHTOB, IIOJIYYCHHbBIC
B pe3yJIbTaTe CKAHUPOBAHUS JOKYMEHTOB Ha OYMa)KHOM HOCHUTEJIE M XPaHSIIHECS
B I1JI.

5.4. lns TDOATBEpKACHUS TMOJJIMHHOCTUA IpU TMeperade dSICKTPOHHBIX
JIOKYMEHTOB B JIpyrH€ TOCYJapCTBEHHBIE OpraHbl, OpraHbl MyOJIUYHOU BIACTU
dbenepanpuoit Tepputopun «CUpUyC», OpraHbl MECTHOIO CaMOYIPABJICHUS,
OpraHM3alvsIM M TPaXKJIaHaM JOKYMEHTHI 3aBEPSIOTCS AJIEKTPOHHON MOAMHUCHIO
JIOJDKHOCTHOTO JIUIA TEPPUTOPUATIBLHOM KOMHCCHM, TOAMUCABIIETO JIOKYMEHT,
B cootBeTcTBUM ¢ DenepanbHbiM 3akoHOM oT 06 ampenst 2011 roma Ne 63-D3
«O0 >7IeKTPOHHOM TTOITHACHY.

5.5.1Tpu 00OpaboTke, pacCMOTPEHUU, COIVIACOBAHUU U TOANUCAHUU
AJIEKTPOHHBIX JOKYMEHTOB B [IJ[ BO BHYyTpeHHEM JOKyMEHTOOOOPOTE MOTYT
WCIIOJB30BaThCA  CIMOCOOBI  TMOATBEPXKACHUS  JEHUCTBUH C  DJIEKTPOHHBIMU
JOKYMEHTaMH, TPH KOTOPBIX OJEKTPOHHAs TMOJMNHUCh HE HCIOJIB3YETCH.
Nnentudukanms TOJDKHOCTHOTO JIMIAa MPOW3BOAUTCS IO €ro y4YeTHOM 3amucH
B IIJI 1nubGo MOXET WCHOJIb30BAaThCSl TMPOCTas JJICKTPOHHAsT  TOAIMUCH.
Takke mpocTasi SIEKTPOHHAS MOJIMKUCh MOKET MCHOJIb30BATHCS MPH HAMPABICHUU
anekTpoHHbIX JokyMeHTOB B [IMK Poccuu, ®IUM npu UK Poccun, PLHOUT

npu I[IUK Poccuu, Cankr-IlerepOyprckyto u30upaTeabHy0  KOMHCCHIO,



33
n30upaTebHbIC KOMHUCCHUH cyOBeKTOB Poccuiickoit Oenepanuu,

TEPPUTOPHUAIBHBIE KOMUCCHH.

5.6. CocraBienue, opOpMIICHHE U COTJIACOBAaHHE IMPOEKTOB AJIEKTPOHHBIX
JIOKYMEHTOB ~ OCYILIECTBJISIETCS. 1O OOIIMM TpaBujiaM JeJIONpPOU3BOJICTBA,
YCTAaHOBJICHHBIM B OTHOIIECHHWU AHAJIOTMYHBIX JIOKYMEHTOB Ha OyMa)KHOM
HOCHTEIE.

5.7. llepeyeHb NTOKYMEHTOB, CO3[1aBa€MbIX, XPaHHUMBIX M HCIOJIb3YEMBIX
UCKITIOUUTETLHO B (OpME  DJIEKTPOHHBIX  JIOKYMEHTOB,  OMpPEIeIseTCs
HOMEHKJIATYPOU JIE]T.

5.8.1lpueM u oOTHpaBKa »3JIEKTPOHHBIX JIOKYMEHTOB OCYILECTBISIOTCS
JOJDKHOCTHBIM  JIMIIOM, HMEIOIUM JocTyn K padore c¢ IIJ[, Takxke Moxer
OCYILECTBIISITECA aBTOMATUYECKasi OTIPABKA JIOKYMEHTOB, MOJANMKUCAHHBIX MMPOCTOM
anekTpoHHOM  moamuchto  cpeactBamu  [IJI B MUK  Poccum, OIU
npu I[MUK Poccun, PIHOUT npu UK Poccuu, Cankr-IlerepOyprekyto
n30MpaTebHYI0 KOMHCCHIO, U30UpaTelibHbIe KOMUCCUU CyOBeKTOB Poccuiickoit
depnepaluu, TEPPUTOPUATIEHBIC KOMUCCHUHU.

5.9.1lpu mnonydyeHun ->aeKTpOoHHBIX JokymeHToB u3 [IHUK Poccun,
O mpu MUK Poccuun, PLHOUT npu LUK Poccum, Cankr-IletepOyprckoit
M30UpaTEeIbHOM KOMHCCUHU, M30MpaTeIbHbIX KOMHUCCHM CcyOBekToB Poccuiickoi
Qenepaliiv, TEPPUTOPHUAIBHBIX  KOMHUCCHM, IOJNHCAHHBIX  3JEKTPOHHOMU
MOAMUCHI0, OCYIIECTBIIACTCS TPOBEPKA JCHCTBUTEIBHOCTH 3JIEKTPOHHOM MOITUCH
cpenctBamu [1]1.

5.10. [Ipu BKJIIOYEHHH 3JIEKTPOHHBIX MOKymMeHTOB B IIJ[ dopmupytorcs
PErUCTPallMOHHO-YUETHBIC JaHHBIE O JIOKYMEHTE, 00eCleunBarolue yrnpaBieHue
JIOKYMEHTOM, B TOM YHCII€ €ro MOUCK, JOCTYH K IOKYMEHTY, KOHTPOJIb, XpPaHEHUE
U ucIojb30Banue (mpuioxenue Ne 7).

5.11.Tlpu  mepenaye  TOCTYNUBIIUX  DJEKTPOHHBIX  JOKYMEHTOB
Ha pacCMOTPEHUE, HANpPaBJICHUU DJIECKTPOHHBIX JOKYMEHTOB HCIOJIHUTENSM,
OTHPABKE U XPAHEHUU JJICKTPOHHBIX JOKYMEHTOB BMECTE C HHMHU NEpeaaroTcs
(HampaBIISIOTCS, XPAHATCS) UX PETUCTPALIMOHHBIC JJAHHBIC.

5.12. EnuHuneit ydera 3J€KTPOHHOTO JIOKYMEHTA SIBIISIETCSI AJIEKTPOHHBIN

JIOKYMEHT, 3aperucTpupoBanHbii B [1/1.
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DONEeKTpOHHBIE JOKYMEHTBHI, HMEIOIIME NPWIOKEHUS, PETHUCTPUPYIOTCS

Y YUYUTBIBAIOTCS KAaK OJIMH IOKYMEHT.

5.13. DnexTpoHHBIE JOKYMEHTHI (OPMUPYIOTCA B JieJa B COOTBETCTBHUH
C HOMEHKJIaTypO#l JeJl TEpPUTOPUATIBHON KOMUCCHUU U UHIEKCUPYIOTCS B MOPSAKE,
YCTAaHOBJICHHOM B OTHOILIEHUU JEJI, COCTABJICHHBIX U3 JIOKYMEHTOB Ha OyMa>KHOM
HOCHTEJIE.

IIpr cocTaBiieHMM HOMEHKJIATYPBI J€J YKa3bIBA€TCSA, YTO JEJIO0 BEHETCSA
B DJICKTPOHHOW (opMe, 4YTO OTMEYaeTcsi B 3arojioBKe Jeia wid B Tpade
«ITpumeuanuey», Hanpumep:

[ToctanoBnenust llentpanpHOl u30MpaTenbHOM Komuccuu Poccuiickoii
Oenepanuu. Konnn. D1eKTpOHHBIE JOKYMEHTHI.

5.14. D5IeKTpOHHBIE  TOKYMEHTBHI IIOCIE€ WX HCIHOJIHEHHS IIOZJIEKAT
XpPaHEHHIO B YCTAHOBJICHHOM IIOPSIKE B TEUYEHHE CPOKOB, MPEAYCMOTPEHHBIX
JUTSL aHAJIOTMYHBIX TOKYMEHTOB Ha OyMa)KHOM HOCHUTEJIE.

5.15. Mecto XpaHEHHsI DJJIEKTPOHHBIX JIOKYMEHTOB JIO0 HUX II€peladu
Ha apXMBHOE XpPaHEHUE, BHJI HOCUTEJEH, HA KOTOPBIX OHHM XpaHATCA, (OpMaThl
UX TIOCTOSHHOTO M JIOJTOBPEMEHHOI'O XPAaHEHHUsS ONPENEISIOTCS C Y4YeTOM
UCIIOJIB3YEMBIX B  TEPPUTOPUATIBHOM KOMMCCHUM  IPOTPAMMHO-TEXHHYECKHX
CPEICTB, HOPMATHUBHBIX AaKTOB M METOJAMYECKMX JOKYMEeHTOB Pocapxusa,
ApxuBHoro komureta Cankt-IlerepOypra.

5.16. OkcnepTH3a LEHHOCTH JJIEKTPOHHBIX JOKYMEHTOB OCYIIECTBISIETCS
B 00IlEM MOpSAKE, YCTAHOBJIEHHOM B OTHOILIEHWU JOKYMEHTOB Ha OyMa)KHOM
HOCHTEJIE.

5.17.1locne  wucTedyeHUss  CpPOKa, YCTAHOBJIEHHOTO JUISl  XPaHEHMS
AIIEKTPOHHBIX J€NI (3JEKTPOHHBIX JOKYMEHTOB), OHHM MOJJIEXKAT YHUYTOKEHHUIO
C COCTaBJICHUEM aKTa YCTaHOBJIEHHOU (opmbl (mpuioxkenue Ne 16).

5.18. DJIeKTpOHHBIE AOKYMEHTHI, MOJJICKAIINE JIUTEIIbHOMY XPaHECHUIO,
NEepealoTCsl Ha apXMBHOE XpaHEHHUE MO OMUCAM C O(POPMIICHHEM aKTa IpHuemMa-

nepeaadun 3JICKTPOHHBIX TOKYMCHTOB Ha apXHMBHOC XpaHCHHUC.

6. OcobenHOCTH PadOTHI ¢ OOPAIIEHUAMY TPAKIAH.
Opranuzanus JUYHOTO NMPHeMa rPakaaH
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6.1. Opranuzamusi paboTel ¢ OOpaICHUSAMHU TPaXIaH OCYIIECTBISICTCS

B COOTBETCTBUU C pazzaesioM 2 MHCTpyKIHMH ¢ y4eTOM OCOOCHHOCTEH, YKa3aHHbIX
B JJAaHHOM pa3Jelie.

6.2. OOpatieHus: B TEPPUTOPUAIBHYI0 KOMUCCHUIO MOTYT ObITh HalpaBJICHBI
B IIUCbMEHHOMU (hopMme, a Takke B popMe AIEKTPOHHOTO JOKYMEHTA.

6.3. O6pameane B (opmMe DOIEKTPOHHOTO JOKYMEHTa HaIpaBIsACTCS
C HCIOJb30BaHHWEM CTpaHuilbl oduimanbHoro caita Cankt-IleTepOyprekoit
n30upaTeabHON KOMHUCCUU B ceTH MHTepHeT, mpelHa3HauYeHHON ISl HalpaBJICHUS
oOpamieHrii B TEPPUTOPUATBHYIO KOMHUCCHIO (j1ayee — 3JeKTpoHHass Qopma
oOpareHui).

Hanpasnenue  oOpamenuit B ¢dopMe  BJIEKTPOHHOIO  JIOKYMEHTa
B TEPPUTOPUAIBHYIO KOMHUCCHUIO OCYIIECTBIISIETCS IOCJIE  MPOXOKIACHUS
3asiBUTENEM MJICHTU(DUKAIMKM U ayTeHTU(UKAIMU TIOCPEIACTBOM (eaepalbHOi
rocy1apCTBEHHON HMHPOpMAIIMOHHOM cucTembl «EnnHas cuctema uaeHTUdUKauu
u ayTeHTHGUKAMK B HHPpACTpyKType, obecrneuuBaronieii uHOOpMAIMOHHO-
TEXHOJIOTUYECKOE B3aUMOJEHCTBHE HWH(POPMAIIMOHHBIX CHUCTEM, HCIOJIb3YEMbIX
JUISL TIPEIOCTABJICHUSI TOCYAapPCTBEHHBIX U MYHUIIMIATBHBIX YCIYT B 2JIEKTPOHHOU
dbopme.

OnexkTpoHHas ¢opma oOpallleHuH AO0JDKHA MpeaycMaTpuBaTh 3alOJIHEHHE
ajpeca SJICKTPOHHOW TMOYTHI, HAa KOTOPBIA JIOJDKEH OBITh HANpaBi€H OTBET
Ha o0pallleHre, CIeUaIbHOro MOJIs JUIsl BBOJIA TEKCTA OOpAaIlEHUs], COIePKAILIETO
€ro CyTb, BO3MOXXHOCTb MPUJIOKEHUS IOKYMEHTOB U MAaTEPUAJIOB B AJIEKTPOHHOM
dbopme, MOATBEPKIAIOMINX JOBOJBI OOpAIIEHNs, & TAK)KE MOXKET MPEeyCcMaTpUBaTh
BO3MOXXHOCTh  yYKa3aHHsI JIOMOJHUTENBHBIX CBEICHUM, YTOUHSIOIIUX CYTh
oOpareHus.

6.4. Conepxamiriecsi B HalpaBJICHHBIX B (pOpMe SJIECKTPOHHOTO JTOKYMEHTa
oOpallleHUsIX CBEJICHMS, a TaKXKe IMpuiaraeMble MaTepuaibl (MpU HAJTUYUH)
BBogsiTcs B [IJ[ nmbo B gpyrue peructpalmoHHO-y4deTHble (opmbl. BBon
CBEJICHUH, COJEPKAIIMXCS B HANpPaBJICHHBIX B (OpME SJIEKTPOHHOIO JOKYMEHTa
oOpalieHusIX, MPUJIaraéMblX MaTE€pUaJOB M MX PErHCTpalUs OCYIIECTBISIOTCS
HE TO3[HEe TpeX pabouyux JHEW CO JHS HampaBleHUs OOpalleHus, a B MEPUOJ

IMPOBCACHUSA COOTBCTCTBYIOIIIHUX I/I?>6I/IpaT€JIBHBIX KaMHaHHﬁ, KaMIIaHUU
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pebepeHaymMa 1O BOMpOCaM TMOATOTOBKM H TPOBEACHHS OSTUX BBIOOPOB,

pedepenayma 1o OOpalleHHMsM,  HalpaBI€HHbIM /10  YCTaHOBJIECHHUS
TEPPUTOPUATBHON KOMHCCHEHW WTOTOB TOJIOCOBAHUS, ONPEACTCHHUS pPEe3yJIbTaTOB
BBIOOPOB, pedepeHaymMa —B JIeHb HalpaBieHHUs OOpalleHusi JuO0 He TMO3JHee
CIIEQyIOIero paboyero JHA B  COOTBETCTBUM C  IpadUKOM  paboOThI
TEPPUTOPUATBHON KOMUCCHH, C YIETOM CPOKOB PaCCMOTPEHUSI COOTBETCTBYIOIINX
oOpallleHull, YCTaHOBJIEHHBIX 3aKOHOAATEIbCTBOM O BBIOOpax U pedepeHayMax.
Peructparus o6paiiieHuil, HapaBJIEHHBIX B TEPPUTOPHATIbHBIE KOMUCCUU B (hopMe
AIIEKTPOHHOTO JIOKYMEHTa, MOET OCYIIECTBISATHCS C UCHoiab30BaHueM [1]]
au00 ¢ HCHOJb30BAaHUEM JAPYTHX PErUCTpallMOHHO-y4eTHhIX ¢opM. [locne
OCYIIECTBICHUS yKa3aHHBIX JEHCTBUH OOpaIleHHe CUWUTAETCS MOCTYMHUBIINM
B TEPPUTOPHAIIBHYIO0 KOMHUCCHIO.

OOpamieHuss B MUCbMEHHOW (opMe, MOCTYNHUBIIUME B TEPPUTOPUAIBHYIO
KOMHUCCHIO, PETHCTPUPYIOTCA TpejacenaTesieM (CeKpeTapeM) TeppUTOpUaIbHON
KOMUCCHUM WM  pabOOTHUKOM  ammapaTa, OTBETCTBEHHBIM 32  BEJACHHUE
JIeJIONPOU3BOACTBAa ¢ ucnosib3oBanueM I[IJ] nmubo ¢ wHcmonab30BaHHEM APYTrHX
pPETUCTPALIMOHHO-YUETHBIX (QOpM HE To3AHee Tpex paboumx 1HEH co [HSA
NOCTYIUIEHUs OOpalieHus, a B T[EpUoJ MPOBEIEHUS COOTBETCTBYIOIIUX
n30UpaTeabHBIX  KaMIaHWW, KaMmmaHud pedepeHnymMa A0  YCTaHOBICHUS
TEPPUTOPUAIBHON KOMHCCHEW HTOTOB TOJIOCOBAHUS, OINpPEAETCHUS pPe3yJbTaToOB
BBIOOPOB, pedepeHaymMa —B JeHb IMOCTYIUICHHS OOpaimieHusi JTub0 He TMOo3IHee
CIeIyIoEero padovero HA B COOTBETCTBHM € TpaduUKOM pabOThl KOMHUCCHH,
C YYETOM CPOKOB PAaCCMOTPEHMsI COOTBETCTBYIOIIMX OOpAILEHHUH, YCTAHOBICHHBIX
3aKOHOJaTEIBCTBOM O BbIOOpax U pedepeHaymax.

OOparienusi, MOCTYNUBUINE B TEPPUTOPUAIBHYI0 KOMHCCHIO, MOTYT
pPEruCTPUPOBATHCSI B YCTAHOBIICHHBIE BBIILIE CPOKH OTIEIBHO OT APYTHMX BHIOB
JIOKYMEHTOB.

6.5. B cnydae peructpamuu oOpamieHuss B I1J[, MODKHOCTHBIM JIHIIOM,
UMEIOIINM T0cTyn K pabote ¢ I1][, 3amomHsaroTCss He0OX0UMBIE TIOJST BO BKIIAIKE
«O0pamenue» I1J[ B 3aBUCUMOCTH OT MMeroueics UHPopMaluu B OOpalieHUH

HE TO3qHEe Tpex paboumx JHEW €O JHS pPErucTparuu  oOpalieHHs
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B TEPPUTOPUATHLHOM KOMHUCCHHM M B TEUYEHHE OJHOTO pabdodero AHS CO JHS

MOCTYIJIEHUs1 0OpalieHus o0 BOIpocaM MPOBOAUMBIX U30MpaTENIbHbIX KaMITaHUH.

6.6. Ilpr BCKpBITUM KOHBEPTOB, COAEpX AIIMX OOpamieHUs B MUCBMEHHOMN
dbopme, TpoBepseTCcS HaTM4Me Bcex BiokeHuWd. KoHBepT 00s3aTennHO
COXpaHSIETCHI.

OOpamennss B TUCBMEHHOW QopMe, colep)kamue B aAPEeCHON YacTu
NOMETKY «JIuyHO», paccmaTpuBalOTCI B OOLIEM TMOPSIKE B COOTBETCTBUU
¢ UucTpykumei.

[Ipu  peructpanuu  MHOBTOPHBIX  OOpamIeHUd UM  IPUCBAUBAETCA
OYEPETHOM PEruCTPAlMOHHBII HOMEp, B PETUCTPALMOHHO-yYETHOU ¢opme
nemaercsi ormetka «lloBropHOo», a mpu ucnonb3oBanuu 1] ocymectBusiercs
cBsa3biBaHue ¢ PYK mno mnepBuyHbBIM oOOpamieHusiM, OpU HEOOXOAUMOCTH
opopmiieHuss Ha OyMa)XHOM HOCUTEIE K OOpAIleHUI0 IPUKIAIbIBAIOTCS
nonoopannuble PYK no nepBruyHBIM 00pallieHUsIM.

Ecnu obpanienne nocTynusao OT KOJUIEKTUBA TPaKIaH, TO MPU perucTpanuu
B PErHCTPALlMOHHO-YUETHOU (popme cTaBUTCS OTMETKA «KOIEKTUBHOE.

6.7. Ilpu ocymecTBieHun peructpanuu cpeactsamu [IJ] Ha nmneBoi
CTOPOHE TMEPBOr0 JIMCTa 3apEerUCTPUPOBAHHOTO JOKyMEHTa Ha OyMa)KHOM
HOCUTENE, KaK TMpaBWiIO, B IIPAaBOM HWXKHEM YLy  [POCTABISETCSA
PEerucTpallMOHHBIN HOMEP M Jara, a TakXkKe IITPUX-KOX C YyKa3aHUEeM
HaNMEHOBAHHUsI OpraHU3alyu.

Ecnn mpocTtaBieHrne perucTpalMOHHOIO HOMEpPA 3aTPyAHSET MPOYTEHHUE
TEKCTa JOKYMEHTa, B TaKOM ClIy4yae BXOIALIMH HOMEP NPOCTABIAETCS
B CBOOOJHOM OT TEKCTa YIJIy Ha JIMIEBOM CTOPOHE MEPBOr0 JIUCTA JIOKYMEHTA,
a IITPUX-KOJ ITPOCTABIAETCS PU HAIMYUHU TEXHUYECKON BO3MOKHOCTH.

[Ipr ocCymiecTBI€HMH PETUCTPALMU B JPYTOW PETrUCTPALMOHHO-YUYETHOU
dbopMe pEerucTpalMoOHHBIA IITAMII, COCTOSLIMH W3 MOPSAKOBOrO HOMEpa
oOpallleHus] W JaThl PErucTpalu, CTaBUTCSA, KaK IMPaBWJIO, Ha MEPBOM JIUCTE
oOpalieHus B IpaBOM HMKHEM YTJIy WJIM Ha CBOOOJIHOM OT TEKCTa MECTE.

Hymepanusi mocTynuBIIMX —OOpalieHud OCYIIECTBIsIETCS B IIpenenax

KaJICHAAPHOI'O roaa.
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6.8. 3aperucTpupoBaHHbIC OOpaIEHUS PACCMATPHUBAIOTCS B COOTBETCTBHUU

C MOPSAJKOM, ONpEeeIeHHBIM pa3ieiaoM 2 MHcTpyKIuu.

6.9. OOpanieHusi, aJApeCOBaHHbIE WICHAM TEPPUTOPUATIBLHON KOMHUCCHUH,
PETHCTPUPYIOTCS, AOKIAJBIBAIOTCS U NEPENAIOTCS B COOTBETCTBUU C MOPSAIKOM,
yCTaHOBJIEHHBIM HCTpyKIIHEN.

OOpamienuss  paccMaTpUBaIOTCS B COOTBETCTBHM C  yKa3aHUSIMHU
0 UCIHOJHEHUIO JOKYMEHTa Tpelcenareiss TEepPUTOPUATIBHON KOMHCCHH
B IIOPSAJIKE, YCTAHOBJIICHHOM 3aKOHOJATeNbCTBOM Poccurickon denepanuu.

6.10. OOpaienus, coaepskalire BOMpPOCkl, PEIICHUE KOTOPhIX HE OTHOCUTCS
K KOMIIETCHIIMM TEPPUTOPUAIBHOW KOMHCCHH, IOKJIAJBIBAIOTCS NPEICEHATENIO
TEPPUTOPUAIBHON KOMHUCCHHM W TIO €ro YKa3aHUIO M0 HMCIHOJHEHUIO JTOKYMEHTa
B CpPOKHM, YCTAaHOBJICHHbIE 3aKOHOJATEILCTBOM O BbIOOpax U pedepeHaymax,
HaIIpaBJISAIOTCA C  CONPOBOAMTENIBHBIM  INHCBMOM 332 €0  IOJIHCHIO
B COOTBETCTBYIOIIMI OpraH WM COOTBETCTBYIOLIEMY JIOJKHOCTHOMY JIMILY,
K KOMIIETEHIMU KOTOPBIX OTHOCHUTCS PELICHHE IMOCTaBJICHHBIX B OOpallleHuu
BOIIPOCOB, C  YyBEAOMJIEHMEM  TIpaxJaH,  HaOpaBUBIIUMX  oOpaunieHus,
0 Tmepeaapecanuu oOpanieHuid. B compoBOAUTENILHOM MHUCHhME OrOBAapPUBACTCS
NOPSZIOK HAMPaBJICHUs OTBETa aBTOPY OOpalleHusl.

Ecnu  pemieHue mMOCTaBIEHHBIX B OOpalleHUMM BOIPOCOB OTHOCHUTCH
K KOMIIETEHIIMM HECKOJIBKUX TOCYJAapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O
CaMOYIIPABJIEHUSI WJIM COOTBETCTBYIOIIMX JIOJKHOCTHBIX JIMI, KONUS OOpalleHus
HalpaBJsieTCsI B COOTBETCTBYIOIIME  OpraHbl WM  COOTBETCTBYIOLIUM
JOJKHOCTHBIM JIMIIaM B CPOKH, YCTAHOBJIEHHBIE 3aKOHOAATEIBCTBOM O BBIOOpax
u pedepeHaymax.

6.11. 3anpemaercss ~ HampaBisATh ~ OOpalieHWEe  HAa  PACCMOTPEHUE
B FOCYJapCTBEHHBIN OpPraH, OpraH MECTHOTO CaMOYIPABIIEHUS WU JOJKHOCTHOMY
JUIly, peuieHue WM - JedctBue  (0e3eicTBHE)  KOTOPBIX — OOXaimyercs,
32 MCKJIOYEHUEM CIIy4yaeB, YKa3aHHbIX B NYHKTe 6 crtateu 75 DenepabHOro
3aKOHa 00 OCHOBHBIX FapaHTHsIX U30UpATEIbHBIX IPAB.

6.12. Ecin B COOTBETCTBUHM C 3alpeTOM, YKa3aHHbIM B mojpaszaene 6.11
WHCTpyKUMK, HEBO3MOXKHO  HAaNpaBUTh  OOpalleHHe Ha  PacCMOTpEHUE

B FOCYI[&pCTBCHHBIﬁ opraH, opradH MECTHOI'O CaMOYIIpaBJICHHA NJIK JOJDKHOCTHOMY
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JiMny, B KOMIICTCHIHWIO KOTOPBLIX BXOAWUT PCIICHUC IMOCTABJICHHBIX B 06paI_HeHI/II/I

BOIIPOCOB, OOpaIieHre BO3BpallaeTCsl TPaXJAaHUHY C Pa3bsICHEHWEM €ro IpaBa
00aJloBaTh COOTBETCTBYIOIIEE pEIICHWE WM JACWCTBUE B YCTAaHOBIEHHOM
NOPSJIKE B CY/I.

6.13. OOpaiieHusi, TOCTYIUBIIME B  TEPPUTOPUATBHYI0  KOMHCCHIO,
paccMaTpHUBAIOTCS B CPOKH, YCTAHOBJIEHHBIE 3aKOHOJATENIBCTBOM O BbIOOpax
u pedepeHayMax, ¢ y4eToM OCOOCHHOCTEW, yKa3aHHBIX B mnoppazgenax 10.5
u 10.6 Muctpykumn.

Ecniu  HeoOXoaMMo  MpOUIMTH  CPOK  PAacCMOTpEeHHs]  oOpalieHus,
VCIIOJIHUTEb HE IIO3/IHEE YEM 3a OAMH JACHb JO MCTEUYEHHs CPOKA IOJITOTOBKH
OTBETa MPEICTABISET NpEAceNaTent0 OObICHEHHE, [0 KaKOW MpUYUHE
HEBO3MOKHO JaTh OTBET B YCTAHOBJICHHBIM CpPOK. MakcuManbHOE IPOJJICHUE
CpOKa UCHOJHEHMsI 0OpaIleHHsl HE JOJKHO MPEBBIIIATh YCTAHOBJIEHHBIX 3aKOHOM
CPOKOB pacCMOTpPEHHMsI OOpaIleHHUS.

3asiBUTENIO HAMPABIECTCA YBEAOMIIEHUE O MPOJJICHUN CPOKA pacCMOTPEHUS
ero ooparieHusl.

OOpaieHus, Ha KOTOpbIE AAIOTCS MPOMEKYTOUHBIE OTBETHI, C KOHTPOJIS
HE CHUMAIOTCS.

6.14.B ciaydyae [OCTyIUIEHHs B TEPPUTOPHAIBHYIO  KOMHUCCHIO
B YCTaHOBJICHHOM IOPSAJIKE 3aIpoca rocyAapCTBEHHOIO OpPraHa, opraHa MECTHOTO
CaMOYIIpaBJI€HUs WIA JOJHDKHOCTHOIO JIMIIA, paccMaTpUBArOIIMX oOpaiieHue,
JOKYMEHTbl W Marepuaibl, HEOOXOJIMMBbIE I PAacCMOTpPEHHUs OOpalieHus,
MPEJICTABISAIOTCS B CPOK, YKa3aHHBIM B 3alIpOCE WJIM MHOM CPOK, YCTAHOBJICHHBIN
JEHCTBYIOIMM 3aKOHOIATEIbCTBOM.

6.15. B oOpamennu J0MKHBI OBITh YKa3aHbl (paMUIHs, UMs, OTYECTBO (IIPU
HAJIMYUM) 3asBUTENs (A7 3asBUTEIICH, HE SIBISIIOIIMXCS (GU3NYECKUMU JIMLAMU, —
HaMMeHOBaHue). B oOpaieHnn B NMHUCbMEHHOW QopMe IOJKEH ObITh yKa3aH
MOYTOBBIN a/ipec, MO0 KOTOPOMY JOJDKEH ObITh HAlpaBlieH OTBET Ha oOpalleHue,
TAaKXK€ JOJDKHBI  COJIEpXKAThCS  JIMYHAs MOAMNMCH 3asBUTENS WM JIMIA,
YIOJIHOMOUYEHHOTO JIEWCTBOBATh OT €r0 MMEHH, M JaTa MOAMUCAHUS OOpalleHus.

B oOpamenun B Gopme AIEKTPOHHOTO JOKYMEHTA JOJKEH OBITh YKa3aH aJipec
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AIIEKTPOHHOM TOYTHl, MO KOTOPOMY JOJDKEH OBITh HampaBlI€H OTBET

Ha oOpalleHue.

Ecnmn B oOpamenun He ykazanbl (Gamwims 3asBUTENs (I 3asBUTEIS,
HE SBJISIONIETOCS (PU3NYSCKUM JIMIIOM, — HANMEHOBAHHE) WK aJIpec, TI0 KOTOPOMY
JOJDKEH OBITh HampaBlIeH OTBET Ha OOpallleHue, OTBET Ha Takoe OOpalleHue
HEe Jaercsa. Takoe oOpalieHHe CHUChIBAeTCS B JICNIO  IIpejacenareiemM
TEPPUTOPUATBHON KOMHUCCHH.

Ecmm B oOpameHun copepkaTcs CBEIACHUS O TIOJATOTaBIMBACMOM,
COBEpPIIACMOM WJIA COBEPIICHHOM TMPECTyIUICHHH, a Takke O JIHIIE,
€ro TMOJrOTABJIMBAIONIEM, COBEPIIAIONIEM WM COBEPIIUBIIEM, OOpaIieHue
TIO/IJIC)KUT HATPABJICHUIO B TIPABOOXPAHUTEIILHBIC OPTaHBbl.

Ecnu Texcr oOpainieHus HE MOJJACTCS MPOUYTEHUIO WA HE TMO3BOJISET
ONpENENUTh CyTh OOpallleHus, OTBET Ha Takoe oOpalleHHe He JaeTcs,
0 9YeM B TCUEHHE CEMH KaJICHIAPHBIX JHEH IMOCie AHS MOCTYIUICHUS OOpalIeHUs
YBEJIOMIISIETCSI 3asBUTEJIb B Cydae, €CJIM B OOpallleHUH MOANAIOTCS MPOUYTECHHUIO
bamunus 3asBUTENS (IS 3asBUTEINS, HE SBISIOMErocs (U3UYECKUM JTUIIOM, —
HAaMMCHOBAaHHWE) M aJIpeC, IO KOTOPOMY JOJDKEH OBITh HamNpaBJICH OTBET
Ha oOparieHue.

He sBmsiercss  oOpamieHueM  TEKCT, COJEepXkalluid  Mo3JpaBiieHUE,
COOOJIC3HOBAHUE WJIM OIIEHKY JEeATEIbHOCTM W HE COOTBETCTBYIOIIHMA
TpeOOBaHMM, TIPEIBABIsIeMbIM DeiepaTbHBIM 3aKOHOM 00 OCHOBHBIX TapaHTHSIX
n30MpaTeNbHBIX TIPaB, M TPEOOBAHUSAM K 3ampocy WHPOPMAIHMH, MPEAbIBIIEMbBIM
denepanbHbiM 3ak0HOM 0T 9 peBpans 2009 roga Ne 8-D3 «O6 obecneyeHun
J0CTyIa K WH(pOpMaIuu 0 JAeATEIbHOCTH TOCYIapCTBEHHBIX OPTaHOB M OPTaHOB
MECTHOTO CaMOYTIPABICHUS.

6.16. OOpaiiennsi, B  KOTOPBIX  COJEp)KAaTCsd  HEIEH3YpHbIE  JHOO
OCKOpOUTENbHBIC BBIPAKCHUS, Yrpo3bl KU3HHU, 3JI0POBBI0 M HMYIICCTBY
JIOJDKHOCTHOTO JIMIa WM HWHBIX JIMI[, OCTalTCS 0€3 OTBeTa MO CYIIECTBY
MTOCTABJICHHBIX B HUX BOTIPOCOB, a  3asBUTCIIM cooOrmIaeTcs
0 HEJIOTYCTUMOCTH 3JI0YIIOTPEOICHUS TTPABOM.

6.17. OGpaiienne, B KOTOPOM OOKaIyeTcsi Cy/e0HOe pelieHue, B TeYCHUE

CCMH KaJICHAAPHBIX ,HHGﬁ CO JHA PpPErucTpalvh BO3BpalllaCTCAa TI'paXIaHHHY,
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HanpaBuBIIEMYy oOOpallleHue, C pa3bsCHEHHEM MOpsAKa 00KajJOBaHUS JaHHOTO

Cy/1€OHOTO peIlIeHHUS.

6.18. Eciiu B 00OpallieHuu COJIEpPKUTCS BOMPOC, HA KOTOPBIM 3asIBUTEIIO
HEOJHOKPATHO JABAJIUCh MUCHMEHHBIE OTBETHI MO CYLIECTBY B CBSI3M C paHEe
HaIpaBJIeHHbIMU OOpaIICHUSIMU, U TIPU 3TOM B OOpaIllEHUU HE MIPUBOMASITCS HOBbIC
JIOBOABI U OOCTOSATENHCTBA, TO MEPEMUCKA MO JAHHOMY BOIPOCY C 3asgBUTEIEM
MOKET OBITh MpEeKpallieHa ¢ YBeJIOMIICHUEM 00 3TOM 3asBUTEJIS.

Ecnu ot 3asBuTens, ¢ KOTOPhIM Mepenucka OblIa MpeKpallieHa, MoCTynaeT
ouepeHOe OOpaIleHre MO0 TOMY JK€ BONPOCY, TO MHUCHMEHHBI OTBET Ha HETO
MO>KET HE JJaBaThCsl, a CaMO OOpallleHUe HaNpaBIseTCs B JEO.

6.19. OOpailieHnsi, HamnpaBJICHHbBIE B  TEPPUTOPUATBHYIO  KOMHCCHIO
C HCIOJIb30BaHUEM DJIEKTPOHHOW (OpMBbI  OOpallleHu#, PEeTUCTPUPYIOTCS
U pacCMaTpHUBAIOTCA B YCTAaHOBJIIGHHOM Mopsijake. OTBEThl Ha Takue OOpalieHHs
HaIpaBJISIIOTCS B (OpPME AIEKTPOHHBIX JTOKYMEHTOB, MOAMUCAHHBIX 3JEKTPOHHOM
MOJMKCHIO, MO0 B (OpME AJIEKTPOHHBIX 00pa3oB JAOKYMEHTOB B ¢opmare pdf
Mo  ajgpecaM  JBJEKTPOHHOM  TMOYTHI,  YKa3aHHBIM B OOpalleHUHU.

OOpamieHusi TpaxkaaH, TOCTYNUBIIME Ha aJpec JJICKTPOHHOM MOUYTHI
TEPPUTOPUAIIBHOM  KOMHUCCHUH, HE  PETUCTPUPYIOTCS B COOTBETCTBUU
¢ denepanbHbiM 3ak0HOM OT 28 nekadpst 2024 roma Ne 547-03 «O BHeceHUU
u3MeHeHuit B @DenepanbHbii 3akoH «O TOpSAIKE PACCMOTPEHMsI OOpaIeHUui
rpaxkaaH Poccuiickon denepannm.

OOpamieHusi TpaxkJaH, MOCTYNHUBIIME B TEPPUTOPUAIBHYIO KOMHUCCHUIO
n3 LUK Poccuu, peructpupyrorcs ¢ ucnonb3oBanuem IIJI oTanensHO OT apyrux
BUJIOB JIOKYMEHTOB.

6.20. B cmywae ecnam 3ampammBaemas uHGOpManus — OmMyOJIMKOBaHA
B CpeACTBaX MaccoBoiM uH(popmaruu JmbO0 pasMemieHa B ceTu IHTepHer,
TeppUTOpUAIbHAST KOMUCCHS B OTBETE Ha 3alPOC MOKET OIPAHUYHUTHLCS YKa3aHUEM
Ha3BaHUs, JaThl BHIXOJIa U HOMEpa CPEICTBA MacCOBOM HMH(POPMAIINH, B KOTOPOM
onmyOJMKOBaHa 3ampaiidBaeMas WHQOpMAIUS CO CCBUIKOM (aapec CTpaHUIIbI)
Ha HHQOpMAaITUIO, pa3MEIIeHHYI0 B ceTu VIHTepHeT.

6.21. Ilpu peructpamuu ob6pamenus B I[IJI mo wuroram paccMoTpeHHs

06paHlCHI/IH JOJIZKHOCTHBIMH JIMIIaMH, OTBCTCTBCHHBIMHU 3a BBOA U o6pa60TKy
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unpopmaruu B I1/1, Bo Bkiagke «O0pamenuey [1/] 3anonusercs none «[Ipunstsie

MEphI», & TaKKe BHOCSATCSA CBEACHHUS O pe3ysbTaTaXx pacCMOTPEHHs OOpalieHus
B Osioke «Bompocb» B TedeHHE Tpex padouux JHEH CO JHS PacCMOTPEHHS
oOpallleHus 1 B TEYEHHE OAHOro paboyero AHS Juis OOpalleHUil Mo BOMpocam
MIPOBOJIUMBIX U30UpATEIBHBIX KAMITAHH.

6.22. JIuuHbplii TIpueM rpaxiaH MO BOMPOCAM, BXOJSIINM B KOMIIETEHIIUIO
TEPPUTOPUAIIBHOM  KOMHUCCHM,  SBISIOIICHCS TOCYJApCTBEHHBIM  OPTaHOM,
OCYULIECTBIISIETCS npenacenaTeaemM TEPPUTOPUATBHON KOMUCCHH,
0 NPEIBAPUTEIBHON 3amucH MO TrpaduKy, YTBEPKICHHOMY IIpe/cenaTeaemM
TEPPUTOPUAIBHOM KOMHCCUU W peructpupyercs B JKypHaie ydera mnpuema
rpaxjaH (mpunoxxenue Ne 8.1).

Nudopmarnus 0 MOPSAKE npuemMa rpaXkJ1aH pazmeniaercs
Ha UHGOOPMAIITMOHHOM CTEHJIE TePPUTOPUATIEHON KOMUCCHUHU.

[To mpuObITUM Ha JUYHBIA TPUEM TpaXAaHUH MPETBIBISIET TOKYMEHT,
YAOCTOBEPSIOIINI €r0 JUYHOCTb.

Benenne nuyHOro mnpuema TrpaxIaH MOXKET CONPOBOXKIATHCA AyJaUO-
Y BUJIC03AIMCHIO, O YEM IpakJIaHe YBEIOMIISIOTCS 0 Havyaia mpueMa.

6.23. KpaTkoe coaepkaHue YCTHOrO oOpalieHus, JOJDKHOCTh W (haMuIHs
JUIA, OCYIIECTBISIIOUIETO MPHUEM, pElIeHUE, MPUHATOE MO0 YCTHOMY OOpalIeHUIO
3aHOCUTCS B KapPTOUKY JINYHOTO MpUeMa rpaxaanuna (mpuioxenue Ne 8.2).

B xome nuyHOro mnpuema 3asBUTEIEM TaKKE€ MOKET OBbITh MOAaHO
oOpamieHre B MNUCbMEHHOW (opMe, Ha KOTOpOE [aeTcs IMUCbMEHHBIA OTBET
B CPOKH, YCTAaHOBJICHHBIE ISl PACCMOTPEHHSI COOTBETCTBYIOIIUX OOPAIICHHM.

Ecnmn o6cToaTenbecTBa, N3I0)KEHHBIE B YCTHOM OOpaIeHUuH B XO/1€ JTUYHOIO
npuema, TpeOYyIOT MPOBEPKH, Ha TaKoe OOpalleHHue MAeTCs MUCHbMEHHBIM OTBET
B CPOKH, YCTAaHOBJICHHBIC JIJISl PACCMOTPEHUSI COOTBETCTBYIOIIUX OOPAIICHH.

B xoze nu4HOrO npuema 3asiBUTENIO MOXKET ObITh OTKA3aHO B JalbHEHIIeM
paccMOTpEeHHH OOpallleHusi, €CIu €My paHee ObLUT JlaH OTBET IO CYLIECTBY
MOCTaBJICHHBIX B 00paIleHUH BOPOCOB.

B ciiyuae rpy0oro, arpeccuBHOTO MOBEACHHUS 3aIBUTEINS IPUEM MOXKET OBITH

npekpamieH. [Ipu HEOOXOIMMOCTH MOKET OBITh BBI3BAH COTPYIHUK OXPaHbI
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WIM TPaBOOXPAHUTEIbHBIX oOpraHoB. MHdopmamus o mnoBeAeHUM 3asBUTENS

OTpa)aeTcs B )KypHaJe ydera.
6.24. Ilepenannple Ha JUYHOM IpueMe oOpallleHus B MUCbMEHHOU Qopme
PETUCTPUPYIOTCA U PACCMATPUBAIOTCS B YCTAHOBJIEHHOM JUISI COOTBETCTBYIOIINX

oOpalleHui MmopsiaKe.

7. Oco0eHHOCTH PadOTHI C JOKYMEHTAMHU, COAEPKALNIUMH CJIYKeOHYI0
HH(OPMALMIO OTPAHNYEHHOT0 PACTIPOCTPAHEHUS
(c momeTkoi «/lJ1s1 ¢cJ1y:Ke0HOT0 MOJIHL30BAHUS»)

7.1. OcobeHHOCTH PabOThl C JOKyMEHTaMH, COJEPKAIIUMH CIY>KEOHYIO
MH(pOpMAIINIO OTPAHUYEHHOTO PAaCIPOCTPAHCHUSI.

7.1.1. K cayxeOHOi uH(MOpMAUMU OrPaHUYEHHOTO PaCIPOCTPAHEHUS
OTHOCUTCSI HECEKpeTHas WH(pOpMallus, HE3aBUCMMO OT BHJA €€ HOCUTES,
OTPAaHUYCHMSI HA PACHPOCTPAHCHUE KOTOPOM JUKTYIOTCSI €€ CIIy»KeOHO
HEO0OXOTUMOCTBIO.

7.1.2. HeobxomumocTh  mpocTaBiieHUs ToMeTkn  «[ns  cmykeOHOTO
nonb3oBaHus» (nanee — «JICI») Ha nOOKyMEHTaX W U3JIaHUSX, COAEpKallNX
CIIyeOHYI0 HH(OpPMAIIMIO OTPAHUYECHHOTO PACIPOCTPAHEHUS, OIPEACISICTCS
npejceaaTeaeM TEPPUTOPUATHHOM KOMHCCHH, MOAMUCHIBAIOIIUM
WJIU YTBEPKAAIOIIUM IOKYMEHT.

JIOMKHOCTHBIC JIMIlA, TPUHSBIIME pEIIeHHEe 00 OTHECEHUHU CIIyKEOHOU
uH(popMaIKU K pa3psay OrpaHUUYEHHOTO PAaCTPOCTPAHEHUsI, HECYT MEPCOHAIBHYIO
OTBETCTBEHHOCTH 32 000OCHOBAHHOCTH MPUHSATOTO PEIICHUS.

7.1.3. ITometka «JICII» m HOMep SK3eMIuIsipa NPOCTABISIOTCS B MPABOM
BEpXHEM YIUIy TMEepBOM CTpaHUIBI JOKyMEHTa (B Ciydyae HEOOXOJIMMOCTH —
U €ro TMpOEKTa), COACPKAIIEro CIyXeOHyI0 HH(POpPMAIMI0O OTPAHUYECHHOTO
pacrpocTpaHeHusi, Ha 00JIO)KKE M TUTYJILHOM JIUCTE W3JaHUs, a TaK)Ke Ha MepBOU
CTpPaHUIIE COMPOBOJUTEIBLHOIO MUChbMA K TaKUM JOKymeHTaM. lIpu moaroroBke
nokymenta cpencrBamu I1J] momerka «JICID» mpoctaBisieTcss Ha 3JI€KTPOHHOM

mabyioHe OJlaHKa JOKYMEHTA.
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7.1.4. PaGoTta ¢ MOKyMEHTaMH, COAEpPKAIlMMH CIY>KEOHYI0 HH(OPMALIUIO

OTPaHMYEHHOI'0 PACTIPOCTPAHECHMSI, B TOM UYHUCIE UX MpUEM, YUeT (perucrpaius),
OCYILECTBIISIETCS B TOPSAIKE, YCTAHOBIECHHOM JUII HECEKPETHBIX JOKYMEHTOB,
C y4yeToM OCOOCHHOCTEH, H3JO0KEHHbIX B HacrosuieMm paszaene. llpu stom
K PEruCcTpallMOHHOMY HOMEpPY JOKyMeHTa no0aBisiercs: momeTka «JJCII».

7.1.5. Hokymentsl ¢ nometkoi «JICII» peructpupyrorcst (YUUTBHIBAIOTCA)
BMECTE C JAPYTMMH HECEKPETHBIMH JIOKYMEHTaMH. B perucrpanmoHHO-y4EeTHOU
dbopme npousBoautcs 3amuch «[CID».

7.1.6. CkanupoBaHue, KONUPOBAHHE  (THPAXKUPOBAHHE)  JTIOKYMEHTOB
c nometkoi «JICII», a Takke pa3MelieHre Ux Mpu ocyliecTBieHnu padboTsl B 11]]
IIPOU3BOMTCS TpenacenarenaeM (CeKperapeM) TEppUTOPUATIbEHON KOMHCCHH JIHOO
pabOTHMKOM anmapaTa, OTBETCTBEHHBIM 32 BEJIEHUE JEJIONPOU3BOICTBA
C MX IHACBMEHHOI'O pa3pelICHHs, IPU ITOM OCYIUECTBIIIETCA Y4YeT Ka)Zoro
DK3EMIUIIPA YKA3aHHBIX JOKYMEHTOB.

7.1.7. lokymentel ¢ moMetrkoit «JICI» Ha OyMaXHOM HOCHTENE
nepenarTes noa noanuck. [Ipym HampaBieHHH TOKYMEHTOB ¢ moMeTkon «JICID»
cpeactBamu [IJI B PYK mnpocraBnsiercss COOTBETCTBYIOWIMK YPOBEHb JIOCTYyIlA
K JIOKYMEHTY.

7.1.8. lokymenTel ¢ nometrkon «/ICII» HampaBistoTCs B Apyrue OpraHbl
W OpraHu3ainuu opraHamu QeaepaibHON (eTbIberepckor CBs3U, CIyX00H
crenuanbHOU CBs3M JIMOO HApOuHBIM. [Ipn HanmpaBiIeHUN JOKYMEHTOB C TOMETKON
«ICII» cpenctBamu IIJ] B ILIUK Poccuu, @M npu LUK Poccumn, PLHOUT
npu [IUK Poccumn, Cankr-lIletepOyprckyto u30uparenbHyl0  KOMHCCHIO,
M30UpaTeNIbHbIC KOMHUCCUU CyOBbEKTOB Poccutickon Oenepanuu,
TepputopruaiibHbie komuccuu B PYK mpocTaBiisieTcss COOTBETCTBYIOLINNA YPOBEHD
JIOCTyNa K JOKYMEHTY. 3alnpeiiaercs nepeaaBaTb J0KyMeHThI ¢ moMeTkoi «JICII»
M0 HE3aIUIIEHHBIM KaHaJlaM KOMITbIOTEPHO-MOAEMHOM U (PAKCUMUIIBHOM CBSI3H.

Joxymentsl ¢ momerkoil «JICII» pacchuiatoTcsi HECKOJIBKUM ajpecaTaM
COTJIACHO CIIUCKY pacChUIKM, B KOTOPOM HANpOTHUB KaXIOTO ajpecara
IIPOCTABIISIETCS. HOMEP DK3EMILUIAPA OTIPABIAEMOTO JOKyMeHTa. CIHCOK PaCcChUIKU

MOJIKUCHIBACTCS MPEACEATENEM TEPPUTOPUAIIBHON KOMUCCHH.
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7.1.9. Ucnionnennbie gokymeHThl ¢ momeTkoil «JICII» dopmupyrores

B Ji€la, B TOM YMCJE DJEKTPOHHbIE, B COOTBETCTBHM C HOMEHKJIATypOH eIl
JIOKyMeHTBl TPYNIUPYIOTCS B Jeia BMECTE C JPYTMMH HECEKPETHBIMU
JOKyMEHTaMH TI0O OJHOMY H TOMYy e Bompocy. [lpu dopmupoBanun paena
Ha OyMa)XHOM HOCHUTEJE B IMPABOM BEPXHEM YINIy OOJIOKKH Jena, B KOTOPOe
MOMEIIEHBI TAKUE TOKYMEHTHI, MpocTaBiisieTcs: mometka «JICIDy».

7.1.10. Hokymentsl ¢ nometkoir «JICID» Ha OymMa)kHOM HOCHUTENE XPaHSTCS
B 3aKpbIBAIOLINXCA MIKa(ax.

7.1.11. YHUUTOXKEHUE 1€1, JOKYMEHTOB M H3gaHui c¢ nmometkoil «JCID»,
YTPaTUBIIUX CBOE MPAKTUYECKOE 3HAYEHWE U HE HUMEIIIMNX HCTOPUYECKOU
M HAy4yHOW I[EHHOCTHU, NPOU3BOJUTCS IO AaKTy YCTAHOBJICHHOU (DOpMBI
C YKa3aHHEM HOMEPOB 3K3eMIUTApOB (mpuiioxkenue Ne 16).

7.1.12. Pemienue o cHsatun nometkn «JICID» ¢ nmokymeHTa npuHHMAaET
JOJKHOCTHOE JIUIIO, TTOAMKUCABILEE UM YTBEPAUBILIECE IOKYMEHT.

Cusatue nometkn «/JICII» ¢ mpHCIaHHOTO B TEPPUTOPUAIBHYIO KOMHUCCHIO
JIOKyMEHTA MOXKET OBbITh IPOU3BEACHO TOJBKO MO COIIACOBAHMIO C OPraHHU3alUEN,
HaIlpaBUBILIEH TOKYMEHT.

Custue mnometrku «JICID» ¢ AgokymMeHTa NpPOU3ZBOAMUTCS NpeAceAaTeIemM
(cexkperapeM) TEppUTOPUAIBHONM KOMHCCHMU JIMOO pPabOTHUKOM  armrmapara,
OTBETCTBEHHBIM 3a BEJICHHE [E€JIONPOU3BOJCTBA HAa OCHOBAHHHM IMHCHMEHHOTO
yKa3aHWsl JIOJDKHOCTHOTO JIMIIa, NPUHSBIIETO Takoe pemieHue. [lpu cHsATUM
nometkn  «JICID» Ha [OOKymeHTax, Jenax WM HW3JAaHUSIX, a TaKke
B PETUCTPAIMOHHO-YYETHOU (hOpME IENal0TCsl COOTBETCTBYIONIUE OTMETKH.

O cuatun nometrkn «JICII» yBemoMmisIroTCsS BCE anapecaThl, KOTOPBIM
JIOKYMEHT HAMpaBJISIICA, THOO OpraHU3allvs, €ro HalpaBUBIIIAs.

7.1.13. B cnydae yTparbl Jiell, JOKYMEHTOB WU H3JAHUNA C TOMETKOU
«JICIl» nubo pasriameHus cojiepkalieiics B HUX WH(OpMalMu Ha3HAYaeTCs
CiIyeOHasi TPOBEpPKa, O pe3yJbTaTax KOTOPOW JOKIIAIBIBACTCS MPECcCeaaTellto
TEPPUTOPUAIIBHOM KOMUCCHHU.

OG0 yTpare nein, JOKyMeHTOB U u3fanuii ¢ mometkon «JICID» coctaBnsetcs
aKT, HA OCHOBAHUM KOTOPOTO JI€JIAIOTCS COOTBETCTBYIOIIUE OTMETKH B YUETHBIX

dbopmax.
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8. IloaroroBka, opopMiieHne, BLINYCK, y4eT JOKYMEHTOB,
paccMaTpUBaeMbIX HA 3aCeIaHUAAX TEPPUTOPHATbHON KOMUCCHH

8.1. ®opMHpOBAHUE NPOEKTa MOBECTKHU [HA 3acCeHaHus TEPPUTOPUAIBHOU
KOMUCCHHU.

8.1.1. [IpoekTr moBeCTKM [IHS 3acelaHus TEPPUTOPUAIBHOM KOMUCCHH
dbopmupyeTcsi 3a0JIarOBpEMEHHO Ha OCHOBAHHMM IIJIAHOB pabOThl M PEHICHUI
TEPPUTOPUAIBHOM KOMHMCCUHU (Z1ajiee — pelIeHuid), MOpy4YeHUN mpecenarens
TEPPUTOPUAIBHON KOMUCCHHM, ITOCTYIIUBIINX JOKYMEHTOB M, IIOCJIE COTJIACOBAHUS
C IIpeacenareiaeM TEepPUTOPUAIBHOM KOMMCCUM IIOAIMCHIBACTCS CEKpETapeM
TEPPUTOPUAITBHON KOMHUCCHH.

Takke IPOEKT NOBECTKH [IHS 3acelaHusl TEPPUTOPUAIBHOM KOMMCCHU
MOKET (OpMHUpPOBaThCA M corjacoBbiBaThesi cpeactBamu [/l u  mocne
COTJIACOBAHMS TMPEACENATENIEM TEPPUTOPUATIBHON KOMHUCCHH COTJIACOBBIBAECTCS
CEKpEeTapeM TEPPUTOPUATILHON KOMUCCUM I BBIHECEHU HA 3aCEIaHUE.

8.1.2. UneHbl TEPPUTOPUAIBHON KOMHCCUM BIPABE IMPEIJIO0KUTh BHECTH
B IOBECTKY [JHS 3acelaHHsi BOMPOCHI, HE MPEAYCMOTPEHHBIEC IJIaHAMU PaOOTHI
U PEHICHUSIMH  TEPPUTOPUATBHOM  KOMHUCCHHM, TPU  YCIOBUU  HaJIUYUs
MTOATOTOBJIEHHBIX IO 3TOMY BOIIPOCY TOKYMEHTOB.

JlaHHBIE BONPOCHI BKJIIOYAKOTCA B IIPOEKT ITOBECTKH JHS 3aCEIaHHUs
TEPPUTOPUAIBHOM  KOMHUCCHUM  NpPU  NUCBMEHHOM  OOpalleHud  4JjieHa
TEPPUTOPUAIIBHON KOMMCCUHM, II0 HWHULIMATHBE KOTOPOTO BONPOC BBIHOCUTCS
Ha 3acelaHue, Ha UMA IpeAcenaress TEPPUTOPHATIBHON KOMHUCCHHM, B KOTOPOM
YKa3bIBaIOTCS HAWMMEHOBAaHHWE BOIPOCA, AOKIAAYMK M JaTra IMEpeladd IMpPOEKTa
pElIeHUs] B COOTBETCTBUM C IIyYHKTOM 8.2 W MaTEepHalOB K HEMY CEKPETAPIO
TEPPUTOPHUATBHOU KOMUCCHU.

8.1.3. CormacoBaHHblii C TpEeACEAATENEM TEPPUTOPHAIBHON KOMHCCUHU
Y MOJIMCaHHbIN (coracoBaHHbIM cpenctBamu I1/]) cekperapem TeppuTOpUaIbHON
KOMHMCCUM TIPOEKT TIOBECTKM [HSA 3aCENaHUsl TEPPUTOPUAIBHONM KOMUCCUU
TUPAXKUPYETCS JUIs1 PACCHUIKH WICHAM TEPPUTOPUATIBHON KOMHUCCHUMU.

[IpoekT mOBECTKM [HS  3acC€JaHUsl  TEPPUTOPUATIBHOW  KOMHUCCHUU

pasmemiaercs Ha  OQUIMAIBHOM  CalTe€  TEPPUTOPHAIBHOM  KOMHUCCUU
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B UMHdpopManmoHHO-TENTEKOMMYHHUKAIIMOHHOW ceTn VHTepHeT B  CpOKH,

YCTaHOBJIEHHbIE PeriiaMeHTOM TeppUTOpHUATIbHON KOMUCCUH, @ TAKKE MOXKET OBITh
pa3ociaH 4jeHaM TEPPUTOPUATBHOW KOMHCCHHM Ha YKa3aHHbIE UMH 3JIEKTPOHHbBIE
MIOYTOBBIE aJIpeca.

8.2. IlonroroBka JOKYMEHTOB II0 BONPOCAM, BKJIIOYEHHBIM B IPOEKT
MOBECTKH JTHS 3aCE€IaHHs TEPPUTOPUATIBHON KOMUCCHUMU.

8.2.1. JIokyMeHTBl TIO BOIIPOCaM, BKJIIOYEHHBIM B IPOEKT MOBECTKHU JIHSA
3acejaHusl TEPPUTOPUATBHON KOMHCCHUH, TOTOBSATCS pabOYMMH TpyNIaMu
TEPPUTOPUATHHOM KOMHCCHH, npejceaaTeaeM (cexperapem),
aM00 TO HUX TOPYYEHUI0 HUHBIMM WIEHAaMH TEPPUTOPUAIBHONM KOMHCCHH,
32 KOTOPBIMH 3aKpEIUIEHbl COOTBETCTBYIOIIME HANpPABICHUS JESATEIBHOCTH,
C IpHUBJICYEHHEM, B cllyyae HEOOXOAMMOCTH, pPaOOTHMKOB  ammapara
TEPPUTOPUATBHON KOMHCCHUU U JPYTHX CHELMAIUCTOB (JOKYMEHTHI IO BOIpOCaM,
BKJIFOYEHHBIM B IPOEKT MOBECTKH JHS 3acCellaHus TEPPUTOPUATIBLHON KOMHUCCHUH,
MOTYT TOTOBUTBCS U COTJIACOBBIBAThHCS cpencrBamu 11/1).

8.2.2. [IpencraBnsieMble K paCCMOTPEHUIO JOKYMEHTBI JOJDKHBI BKJIFOYATH
O3arJIaBJICHHbI TPOEKT PEIICHUS C MNPUOOIIEHHBIMA K HEMY NOIJUHHUKAMU
JOKYMEHTOB (B TOM 4HCII€ pacleyaTaHHBIMH  KONHMSMH  JIOKYMEHTOB,
MOCTYNHUBIIUX/TIOATOTOBICHHBIX B JJIGKTPOHHOM  BHJE),  MOCITY>KHMBIIHX
OCHOBAHMEM JUIsI PAcCMOTPEHHs BONPOCAa HAa 3aCENaHUd TEPPUTOPHAIBHON
KOMHUCCHH, JTMOO MPOEKT MHChbMa, MOJJIEXKAIIEr0 COrJacOBaHUI0 HA 3acelaHuu
TEPPUTOPUAIBHOM KOMHUCCHM, TPU HEOOXOJUMOCTH — MOSICHUTEIBHYIO 3aIMHCKY
10 paccMaTpuBaeMOMY BOIPOCY.

8.2.3. IIpoeKTbl TOKYMEHTOB (BKJIIOYAsi MPUIIOKEHUS ), TPEICTABIIAEMbIE JIJIS
pacCMOTpEHHsT Ha 3aceJaHUud TEPPUTOPUAIBHOM KOMHCCHH, BU3HPYIOTCA
UCIIOJIHUTEJIEM M WICHOM TEPPUTOPHAIIBHOM KOMHMCCUHM, OTBETCTBEHHBIM
3a MOATOTOBKY JOKYMEHTa, KaKk Ha OyMa)XHOM HOCHUTENE, TaK U B AJIEKTPOHHOM
BUe cpeacrtBamu I1]1.

[IpoexkThl JOKYMEHTOB (BKJIOYasi MPHIIOKEHHS), COIEpKalIUe BOMPOCHI
¢buHaHcupoBaHus BbIOOpPOB  (pedepeHayMoB), (UHAHCOBOTO oOecTedeHus
TEKyIIeH NeSTENbHOCTH TEPPUTOPUATHLHON KOMHUCCHH, B 005S3aTEIbHOM MOPSAIKE

BU3UPYIOTCS IJIaBHBIM OYXTaJTEPOM TEPPUTOPUATBHON KOMHCCHH.
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Busbl mpocTaBnsioTCST B KOHIIE TEKCTa TIPOEKTa peIIeHUs JU0O0

Ha OOOpPOTHOM CTOPOHE TOCIEIHEro JIMCTa MPOeKTa JAOKYMEHTa (BKJIHOYas
MPWIOKEHUSI) TIO0 YCTaHOBIEHHOW ¢dopme (mpumoxkenue Ne 9). Kaxmwni nwmct
NPUWIOKEHUS BUBUPYETCS UCIIONHUTENIEM. Br3a nmpocTaBiisgeTcsi B IpaBOM HUKHEM
YTy Ha CBOOOJHOM T0JI€ CTPAHUIIBI ITOCIE TEKCTa JIMOO Ha 0OOPOTHOU CTOPOHE.

IIpr mOATOTOBKE M COrIACOBAHMUM IMPOEKTOB TOKYMEHTOB cpencrBamMu I1/]
JIUCT COTJIaCOBAaHUS PacledyaThiBaeTCA U MPUOOIAETCA K MOAJTUHHUKY JTOKYMEHTA.
[Ipy HeoOXOAMMOCTH TOJYYEHHs BH3bl JODKHOCTHOIO JIMLA Ha JIMCTE
COIVIACOBAaHUA IIOKYMEHTA, MOJATOTOBJIEHHOTO cpelcTBaMU T,
OH pacIieyaThIBACTCs, IEPENACTCI BMECTE C IPOEKTOM JIOKYMEHTA HAa BU3UPOBAHUE
COOTBETCTBYIOIIEMY JAOKHOCTHOMY JIUILY.

8.2.4. UcnionHuTenp 00ecreynBaeT KOMIUIEKTHOCTb BCEX JIOKYMEHTOB,
0003HAYEHHBIX KaK B IPOEKTE PEIICHUS, TaK U B IPUIIOKEHUIX K HEMY.

8.2.5. Ilocnie mpocMoOTpa, a B HEOOXOAUMBIX CITydasiX — BHECEHUS MOIPABOK,
CEKpeTaph TEPPUTOPUATILHOM KOMUCCUU Ha MOATOTOBIECHHBIX U 0(OPMIICHHBIX JIISI
pacCMOTpEHHs Ha 3ac€JaHuu MPOEKTax JOKYMEHTOB JI€JTA€T  OTMETKY
«Ha 3acenanue», cTaBUT MOANKCH U AaTy (MpocTaBisieT oTMeTKy «Ha 3acenanue»
cpenctBamu [1J[) u mepenmaer (Hampasiser cpeiactBamu [IJ]) Bechb KOMIUIEKT
JOKYMEHTOB ISl TUPAXHUpPOBaHUsS pPaOOTHUKY ammapara, OTBETCTBEHHOMY
3a BEJICHHE JIEJI0NPOU3BOJICTBA.

8.2.6. JIOKyMEHTBI K 3aCE€IaHHI0 MOTYT HaIpaBISATHCA MO MPOCHOE YJIEHOB
TEPPUTOPUATIBHON KOMHCCHM HAa YKa3aHHbIE UMU AJIEKTPOHHBIE TIOYTOBBIE ajpeca
W/WIM TepeaBaThCs UM IEpe]] HayaloM 3acelaHus, a JIMIAM, MPUTIIAIICHHBIM
Ha 3aceJaHue, MaTepuaibl IO BOMPOCY, HAa KOTOPbIA OHU NPUTJIAIICHBI,
NEPENAOTCS NEPEl HAYaJIOM 3aCEIaHuUs.

[Tanku ¢ JOKyMEHTaMHM, MOJJIEKAIIUMH PACCMOTPEHUIO B COOTBETCTBHH
C MPOEKTOM MOBECTKH JIHS 3aCeIaHMs] TEPPUTOPUATBHON KOMUCCHUU, KOMIUIEKTYET
U pa3gaeT 4WICHaM TEpPPUTOPUATIbHOM KOMHMCCHUHM IIE€pPE] HAadajJoM 3acelaHus
pabOTHHUK anmnapara, OTBETCTBEHHBIHN 32 BeJIeHUE JJIONPOU3BO/ICTBA.

8.2.7. Ilepen HavasioM 3acenaHusi paOOTHUK armapara, OTBETCTBEHHBIMN
3a BeJIEHUE JEJIONPOU3BOACTBA, JMOO CEKpeTapb TEPPUTOPUAIBLHOM KOMMCCHUH,

PErUCTPUPYIOT YJIEHOB TEPPUTOPHAIBHOM KOMHUCCHUM C MPABOM PEIIAIOIIETO
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rojioca, NMPpUCYTCTBYOINIMX HaA 34dCCAAHHMU W IPUTTIAINICHHBIX Ha 34CCAAHUC JIMIL,

CIIUCOK KOTOPBIX MPEACTABIAETCS PEICEAATENIO TEPPUTOPUATIBHON KOMUCCHH.

8.2.8. Ha 3acemanuu TEppUTOPUAIBHOM KOMHUCCHUM BEAETCA MPOTOKOJI
U MOXET NPOU3BOJUTHCS ayJIMO3alKCh (BUAEO3alKCh). B ciayyae mpou3BoacTBa
ayJlIio- WM BUJICO3AMUCU WIECHBI TEPPUTOPUATILHON KOMHUCCHUHM W TPUIIIANICHHBIE
YBEJIOMJISIFOTCSL 00 3TOM JI0 OOBABICHUS TIOBECTKU JTHS 3aCEaHUs.

8.3. Brinmyck 10KyMEHTOB, pAaCCMOTPEHHBIX Ha 3aCEAaHUM TEPPUTOPUATILHOM
KOMUCCHHU.

8.3.1. JIoKyMeHTBI, pPACCMOTPEHHBIE HA 3aCE€JaHUHU TEPPUTOPUAIBHOU
KOMHCCHUH, B CIIy4yae, €ClIi B XOJI€ 3aCEJaHUsl BHOCWUIIUCh WU3MEHEHHUS, JOJKHBI
OBITH IOpabOTaHbI, & 3aTEM MOAMUCAHBI, 3APETUCTPUPOBAHBI U Pa30CIaHbI.

8.3.2. Cpok nopabOTKU JOKYMEHTOB HE JOJDKEH MPEBBIMIATh TPEX pabouux
JHEW T1ocje JHS 3acelaHus, €ClIM WHOM CpPOK He ormpeseneH GdeaepalbHbIM
3aKkoHOM u/mim 3akoHOM CaunkTt-IleTepOypra, perjiaMeHTOM TEpPPUTOPUATIEHON
KOMHCCHUH UJIM HE OTOBOPEH Ha 3aCEIaHUU.

8.3.3.IIpu nopaboTke [AOKYMEHTa HWCMOJHUTEIb BHOCUT B  TEKCT
COTJIAaCOBaHHBIE B XOJ€ 3acelaHusi U3MEHeHus. B cioydae npuHATHS
TEPPUTOPUAIIBHOM  KOMHCCHEH  pEHICHHUS O  HEOOXOJMMOCTH  KOHTPOJIS
32 BBIMOJIHEHUEM pEIIEHUS €ro TEeKCT JOIMOJHSAETCS MYHKTOM, B KOTOPOM
Ha3HAYyaroTCs JINIA, OTBETCTBEHHBIE 3a UCIIOJTHEHUE.

8.3.4. JlIokyMeHT, NOJIeXaIMiA MOAMUCAHUIO (BKIIIOYAST MPUIIOKEHUS),
MOATOTOBJICHHBIH Ha OyMa)XHOM HOCUTEJNIC, BU3BUPYETCS  HUCIIOJIHUTEIEM,
OTBETCTBEHHBIM 32 €T0 MOJATOTOBKY.

JIOKyMEHTBI (BKITIOUAs MPUIOKEHUS), coAepIKallne BOIIPOCHI
(dbuHaHCUpOBaHUST BHIOOPOB, (DMHAHCOBOTO OOECTICUCHUS TEKYIIECH NEATeITbHOCTH
TEPPUTOPUAIIBHON KOMHCCHH, B 00S3aT€TLHOM TMOPSIIKE BU3UPYIOTCS TJIABHBIM
OyXrajaTepoM TepPUTOPUATHLHON KOMUCCHH.

JIOKyMeHT,  NOJUIeXalllMii  MOANHCAHUI0  (BKJIOYAsl  MNPUIIOKEHUS),
corjlacoBaHHbli cpenctBamu [1J w mpuHATHIA 0e3 M3MEHEHUW Ha 3aceaHuu
KOMMCCHH, PaclieuaTbiBa€TCsl Ha COOTBETCTBYIOIIEM OJIaHKE, K HEMY MPUOOIIAeTCs
JUCT COIJIACOBAHUS, 3aTEM JIOKYMEHT MPEACTAaBISAETCS Ha MOAINUCH CEKPETapo

U TIpe/ICeIaTeNI0 TEPPUTOPUATIEHON KOMUCCHUH.
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I[opa60TKa N COIraCoOBaHUC NOKYMCHTOB, PaCCMOTPCHHBLIX Ha 3adCCAaHHUN

KOMHUCCHH, MOXKET OCYILECTBIATHCS cpeacrsamu [1/].

Bussl npocTaBisioTCsS aHATOTHYHO MOPAIKY, YKa3aHHOMY B a03alle TpeTheM
nyHkra 8.2.3.

IIpy mOArOoTOBKE M COTJIaCOBAaHUM NPOEKTOB JOKYMEHTOB cpeacrBamu 11J1
JMCT COTJIACOBAHUSA MPHUOOIIAETCS K MOATMHHUKY JOKYMEHTA.

8.3.5. PaboTHuK ammapara, OTBETCTBEHHBIA 3a BEACHUE AEIONPOU3BOICTBA
CIEIUT 3a KOMIUIEKTHOCTBIO MpWJIaraéMblX K PEHICHHI0 JOKYMEHTOB
U pacrnojaraer Mx B TOW IOCJIEI0BAaTEIbHOCTH, B KOTOPOW OHHM YIOMHUHAKOTCS
B TEKCTE.

8.3.6. Ecmm  BOmpoCHl, COAEpKaIIMECs] B PEIICHHH TEPPUTOPHATIBHON
KOMHCCHH, KacarlTCi JEATEIbHOCTH OJHOM WM HECKOJIbKHX CTOPOHHHUX
OpraHu3alnyid, K JOKYMEHTY MpPUJIAraercsl JHCT COIJIacOBaHUs, B KOTOPOM
YKa3bIBalOTC HAMMEHOBAaHUE OpraHu3alvu, AOJHKHOCTb, MHUIMAIBI U (haMUIUs
JOJDKHOCTHOTO JIMIA, C KOTOPBIM 3TOT JOKYMEHT COIJIACOBAH, M CTaBUTCS
€ro coOOCTBEHHOpYYHas MOAKUCH.

CormnacoBanue MOXeT O(OPMIISITBCS HA TMOCJHEIHEM JIUCTE pEeUIeHUs
TEPPUTOPHUAIIBHON KOMHUCCHH.

8.3.7. K opopmieHHOMY pEelIeHUI0 TepPUTOPUATIBHON KOMUCCUU PAOOTHHUK
anmapara, OTBETCTBEHHBIM 3a BEJIECHHE JEJIONPOU3BOACTBA, TOTOBUT OTYET
O pacchbUIKE IO COOTBETCTBYIOUIMM aJpecaraM U pa3MEIICHUU pEelIeHUN
TEPPUTOPUAIBHOM KOMHUCCHMM Ha o¢uuuaibHOM caite (mpuioxkenue Ne 10).
Crucok JOJKHOCTHBIX JIMI (OpraHu3alyii), KOTOPbIM HaIpaBiSIETCsS pPELIECHUE
TEPPUTOPUATIBHON KOMHUCCHH, MOXKET ObITh OJATOTOBIEH cpencTBamu T1/1.

B cnincok BkitouaroTes Jauiia, KOTopble OyayT 3a7eiiCTBOBAaHbI B peaanu3aluu
OPUHATOTO  JOKyMEHTa WM JOJDKHBI ~ OBITh  MPOUMH(OPMHUPOBAHBI
0 €ro COAEpP>KaHUU U KOTOPBIM ATOT JOKYMEHT JIOJKEH OBbITh pa30CciaH.

CHucok pacchbUIKM JIOKYMEHTOB MOJINUCHIBACTCS paOOTHUKOM ammnapara,
OTBETCTBEHHBIM 3a BEJICHME EJIONMPOU3BOACTBA M YTBEPXKIAETCA MpejacenaTeaeM
TEPPUTOPUAIIBHON KOMHUCCHMU.

8.3.8. OdopmIleHHBINT KOMITJIEKT JOKYMEHTOB (peiieHne, 0003HauYeHHbIE

B €ro TCKCTC IIPHUIIOKCHHUA, CIIMCOK paCCI)IJ'IKI/I) pa6OTHI/IK alrIiapara,
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OTBETCTBEHHBLIM  3a BCIACHHUC  JICIIONMPOMU3BOACTBA, IICPCAACT HaA IOAIHNCH

MpEACENATENIO U CEKPETAPIO TEPPUTOPUATIBHON KOMUCCHH.

8.3.9. Pemenne  moammMChIBaE€TCs ~— NPEACENATENIEM M CEKPETapeM
TEPPUTOPUAITBHON KOMUCCHH.

Ecnu Ha 3acemaHnu TEppUTOPUATIBHOW KOMHUCCHHM MPEACENATENHCTBOBAI
3aMECTUTENIb  MNPENCEnaresis  TEPPUTOPUAIBHOM  KOMHUCCHHM,  CEKpEeTaph
TEPPUTOPUAIBHON KOMHUCCHHM WJIA OAWH U3 YIEHOB TEPPUTOPHAIBHON KOMHUCCHH
C TpPaBOM PEMIAIOLIETO TOJ0ca, a TaKXKe €Cad IOJHOMOYHSA CEeKpeTaps
TEPPUTOPUAIBHON KOMHCCUM OCYIIECTBISUI OJWH W3 YWIEHOB TEPPUTOPHUAIBHOU
KOMUCCHH C IIPAaBOM PEILIAIOLIETO I'0JI0Ca, TO MOANKUCH B NMPOTOKOJIC, HA PELICHUU
0(OPMIISIFOTCSI CJIETYIOIIUM 00pa3oMm:

«3aMecTUTENb MpeaceaTess TEPPUTOPUATBHON KOMHCCUU» —B ClIydae
BPEMEHHOI'0 OTCYTCTBUS IpeIceAaTeNsl TEPPUTOPUATIBHON KOMUCCHUY;

«Hcnonssrommii 003aHHOCTH TIPEACEaTeNs TEPPUTOPHUATIBHON KOMUCCHUI —
npu Hanmuuuu pemieHus Cankrt-IlerepOyprckoil u30MpaTenbHON  KOMHUCCUU
O BO3JIOKEHWH Ha OJHOTO M3 YICHOB TEPPUTOPUAIBHOW KOMHMCCHUM C IIPaBOM
PEMIAKOIIET0 TOJI0Ca MOJIHOMOYUI ITpEACcCEnATENS TEPPUTOPUATBHON KOMUCCHH;

«IIpencenarenbCTBYOMUM Ha 3aCENAHUN TEPPUTOPUATBHOM KOMUCCUND —
B Clly4ya€ BpPEMEHHOIO OTCYTCTBHS NPEACEAATENs, 3aAMECTUTENS IpPEICceNaTels
TEPPUTOPUAIBHOM KOMHCCHH, OTCcyTcTBUs pemienus Cankt-IletepOyprekoit
n30MpaTeNbHOM  KOMHUCCHM O  BO3JIOKEHMHM  TOJHOMOYMM  Tpejacenaress
TEPPUTOPUAIBHON KOMHMCCUU HA OJHOTO W3 YIEHOB TEPPUTOPHATBHON KOMHUCCHU
C NIpPaBOM pEUIAOLIEr0 T0JIOCA U MPU HAIMYUU PELIEHUS TEPPUTOPHUATBHOU
M30UpaTEIbHON KOMUCCUH;

«Mcnonusrommii 00S13aHHOCTH CEKpeTapsi TePPUTOPUATHLHOM KOMUCCUM —
B Cly4Yae HaIU4us peleHus TeppUTOpUAIbHOM KOMHCCUHA O BO3JI0XKEHUU
MTOJTHOMOYHM CEKpeTapsi TEPPUTOPUATIBHOM KOMHCCHUM Ha OJHOIO W3 YJICHOB
TEPPUTOPUAIIBHON KOMUCCHUU C ITIPABOM PEMIAIOMIETO I'OJI0CA.

«Cekperapp  3acelaHvsi  TEPPUTOPUAIIBHOM  KOMHUCCHUHW» —B  ClIydae
BPEMEHHOTO OTCYTCTBHUSI CEKpeTaps HU30UpaTeIbHON KOMUCCHM W TPU HAJTUYUHU
pELICHUS] TEPPUTOPUAITIBHON KOMUCCHU.

8.3.10. Ilocne moamucaHusi pELIEHUST PETUCTPUPYIOTCA B  KypHaje



52
perucTpaluy peueHui, B KOTOPOM MpeayCcMaTpUBAIOTCSA: TMOPSAKOBBII HOMeEp,

JlaTa TPUHATHS PEUIECHUs, PETUCTPALMOHHBI HOMEp, COJIEpKAHHUE PEUICHUS
Y HOMeEp JIeNia XpaHEHHUSI.

8.3.11. PemieHnsi HyMepyroTCsi B XPOHOJOTHYECKOHN IOCIEI0BATEILHOCTH
B npeaenax CpoKa MTOJITHOMOYHUI TEPPUTOPHUATIBHOU KOMHCCHH.
Homep pemeHuss TeppUTOpUANIbHOW KOMHCCHMM COCTOMT W3 HOMEpa IMPOTOKOJa
3ace/laHus U MOPSAKOBOTr0 HOMepa Bompoca, (Hanpumep: 1-5).

8.3.12. Yka3aHHbIE BBIIIE PEKBU3UTHI BHOCATCS B PETUCTPALMOHHO-YUYETHYIO
dbopmy. B ciyuae ucnonszoBanms [1J] k PYK mpukpemsercs TekcT qoKkymeHTa
B (popmate docx (st Tabnuil nonyckatores ¢aiisl popmaTa X1sX) v SIEKTPOHHBIN
o0Opa3 gokymeHnTa B (popmare pdf (mpu HEOOXOUMOCTH), a TAKKE JIeNIaeTCs CBSI3Ka
C JOKYMEHTaMH, IOCITY>XKUBIIMMH OCHOBaHUEM I PACCMOTPEHUsSI BOIpOCa
Ha 3aCeJlaHuU TEPPUTOPHUAIBHON KOMHUCCHUHU.

8.3.13. Pa3pernieHue Ha THPAKUPOBAHUE JOKYMEHTOB B HEOOXOJIUMOM
KOJIMYECTBE JAET MPEACENaTesib TEPPUTOPUAIBHOW KOMHCCUHU. JOKyMEHTBI
TUPAXUPYIOTCSI ~ paOOTHHUKOM  amnmapara, OTBETCTBEHHBIM  3a  BEJCHUE
JIEJIONPOU3BOACTBA, HA KaXJOW KOMUU JOKYMEHTa IPOCTABJISETCS I1€YaTh,
YAOCTOBEPSIIONIAs ~ MOJNUCH  MPEACENaTeNss  TEePPUTOPUATIBHOW  KOMHUCCUU
U CeKpeTapsi TeppUTOPUATIBLHON KOMUCCHH (0€3 BOCIIPOU3BEICHUS MOAIUCEN ).

8.3.14. Konnsi pemieHuss TEPpPUTOPUAIBHOW KOMHCCUU  HamlpaBisieTCs
3asIBUTENI0 B Clly4yae, €CliM €ro OOpalleHue B TEPPUTOPUATBHYI0 KOMMCCHIO
NOCIYKWJIO OCHOBAaHMEM JUII  pPAacCMOTPEHHs  BONpoca Ha  3aceldaHuu
TEPPUTOPUAIIBHON KOMHUCCHH.

8.4. OgopmieHne NpoTOKOIIA 3aCeJaHHs TEPPUTOPUATBHON KOMUCCHHU.

8.4.1. IlpoTrokon 3acenaHus TEPPUTOPHAILHON KOMHUCCUU ODOpMIISIETCS
Ha OaHke ycTaHOBJICHHOU GopMbl (ipuitoskerne Ne 4) B CpoK, HE TPEBBIIAIOIINAN
Tpex pabouux JHeW mocie JaHS  3acedaHus. lIpoTtokonm  3acenaHus
TEPPUTOPHAIBHOM KOMHCCHH MOXET ObITh odopmieH cpeacrBamu  I1]]
C MCIOJIb30BaHMEM COOTBETCTBYIOILIETO 1I1A0I0HA OJIaHKa JOKYMEHTA.

8.4.2. Ilporokon 3acemanusi MOXKET OGOPMIIATHCS B MOJHOW WJIM KpaTKOMN

dbopme.
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8.4.3. TekcT mpoTOKOJia 3aceaHus TEPPUTOPUATBHON KOMUCCHH COCTOUT

M3 JIBYX 4aCTE€W — BBOJHOW U OCHOBHOM.

8.4.4. B BBOAHON YacTH MPOTOKOJA YKA3bIBAIOTCS WHULMAIBI U (PamMHUIns
npeacenaTenss — TEPPUTOPUAIBHOW  KOMHUCCHM  (NIPENCeNaTeNbCTBYIOIIETO),
a TaKKe NPUCYTCTBYIOIIMX: 3aMECTUTENs TNpeAcenaTeiss TEepPPUTOPUATBLHON
KOMHCCHUH, CEKpeTaps TEPPUTOPUATBHON KOMUCCHUU U YJIEHOB TEPPUTOPHUATBLHOMN
KOMUCCHUH, JIUII, PUTJIAIIEHHBIX HA 3ace/laHne, B ajl(h)aBUTHOM TMOPSIJIKE.

JlomyckaeTcss  opopMieHHE TPHUCYTCTBYIOIIMX  OTACIBHBIM  CITHCKOM
C yKa3aHWeM WHUIMAJIOB, ¢daMuauii W goipkHOCcTed. CHHCOK mpuiaraetcs
K MPOTOKOJY 3aCEaHus.

8.4.5.1loBecTka JHA BKJIIOYAETCd B BBOJHYK YacTh MPOTOKOJIA.
OHa COCTOUT U3 MEPEUUCIICHUs BOIIPOCOB, KOTOPHIE 00CYKIal0TCs Ha 3aceIaHuH,
U 3aKpeIIgeT IMOCJIEeI0BATEIbHOCTh MX OOCYXXIEHUs W (DaMHIMU JOKJIaTYHUKOB
(BBICTYIAIOIIIHNX ).

Kaxxnp1it Bompoc MoBecTKH JHS 3acelaHusi HymepyeTcs: apabckoil 1mudpoit,
ero HamMeHoBaHue Qopmynupytor ¢ mnpemiiora «O» unu «O06». Ilo kaxmomy
MYHKTY YKa3bIBA€TCS TOKJIQUUK.

8.4.6. OcHOBHasl 4acTh MPOTOKOJA COAEPKUT CTOIBKO PA3IEIOB, CKOJBKO
MYHKTOB BKJIFOYEHO B TTOBECTKY JIHsI. B COOTBETCTBUM C HEH pa3ienbl HyMEPYIOTCSI.

Kaxnpiii  paszmen  coctout w3 Tpex  yacteu:  «CIIVIIAJIN»,
«BBICTVYIINJIN», «PEILINJIN», koTOpbIE MEYATAIOTCS OT TPAHUIBI JIEBOTO OIS
MPOMUCHBIMU OyKBaMH.

B uwactu «CJIYIIAJIM» KpaTko wW37araercss TEKCT BBICTYIUICHUS
nokjamuuka. Maunuanel 1 GpamMunus I0oKJIaquuKa NmeyaTaloTcsl ¢ KpaCHOM CTPOKHU
B HMMCHUTEIBHOM Majexe. 3aluch [IOKJIaJa U3JIaraercsi OT TPEThEro Jula
SAMHCTBEHHOTO YHCIIa U OTIEISAETCS OT (pamMminu Tupe.

Ecnu tekct nokiama mpuiiaraeTcs K OpOTOKOJY, TO MCIIOJB3YETCA CChUIKA
«Teker noknanga mpuiaraeTcs.

B wactn «BBICTVYIIMJIM» nepeyucnstorcss BBICTYNAIOIIAE W aBTOPbI
BOIpocoB. MHuIManel 1 ¢haMmins BbICTYIIAIOIIETO eYaTal0TCs ¢ KPAaCHOU CTPOKHU

B HMCHHUTCIIBHOM IIaACKC. KpaTKa;{ 3aIlIMChb BBICTYIUICHHA 110 CYIOCCTBY
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paccMaTpuBaeMoro Borpoca (M0 PEeIIeHHI0 MPEICeIaTeNIbCTBYIOMIET0) U3JIaraeTcs

OT TPETHETO JUIA EAUHCTBEHHOTO YHUCJIA.

Echau TeKCcT BBICTYIUIEHHsI MpWiaraerca K MPOTOKOIY, TO HCHOJIb3YeTCs
cchlika «TeKCT BBICTYIUICHUS IPUIIAraeTCs».

B uactu «PEIINJIN» oTpaxkaeTcs MPUHATOE PEIICHHE MO 00CYyKIaeMOMY
BOIIPOCY U PE3YJIbTaThl TOJIOCOBAHUS.

B mportokosne 3acemanusi oTpaxkaeTcs HaJlMuuMe O0CcoOOro MHEHHMS y 4ieHa
TEPPUTOPUANBHON KOMHCCHU, O(QOpPMIIEHHOE B MHUCBMEHHOW (opme ocoboe
MHEHHE MTOMENIAETCS MOCIE PELIEHUs, B CBSI3U C KOTOPBIM 3TO MHEHHUE U3JI0KEHO.

8.4.7. IIporokon 3acelaHus HOJNKCHIBACTCS npeacenaTenemM
WIM TpEeCceaaTeIbCTBOBABIIMM Ha 3ac€JaHUU U CEKPETapeM TEePPUTOPUATBHOU
KOMUCCUM  (MJM  YIEHOM  TEPPUTOPHUAIBHOW  KOMHCCHH,  HCIOJHSBIIUM
00s13aHHOCTH CEKpETaps TEPPUTOPHUATBHON KOMUCCHH).

8.4.8. [Tocne moanucanus MPOTOKOIBI PETUCTPUPYIOTCS C MUCIIOIB30BaHUEM
perucTpanuoHHo-y4eTHoit  (opmbl.  [IpoTokonbl  3acegaHuii  HyMepyroTcs
B XPOHOJIOTUYECKOW NOCHEAOBATENBHOCTH B IIpelenax CpoKa IOJHOMOYUUN
TEPPUTOPUATIBHON KOMUCCHH.

8.4.9. IlpoTokobl 3aceqaHuil TEPPUTOPHUAIIBHON KOMUCCHUU, MPUOOIIEHHBIC
K HUM pelieHHus BMECT€ C MaTepuajlaMu, MOCIYKUBIIUMU OCHOBaHUEM
JUIST UX TPUHSTHS, OCOOBIMH MHEHUSMU YIJICHOB TEPPUTOPHUATILHON KOMHUCCUHU
XpaHATCs y npezaceaarens (cekperaps Wid pabOTHHKA amnmnapara, OTBETCTBEHHOTO
32 BEJCHHE JICJNONPOM3BOJICTBA) TEPPUTOPUAIBHOM KOMHCCHM, a 3aTeM,
oopMJICHHBIE B COOTBETCTBMM C TpeOoBaHusIMU WHCTpyKIMH, TepenaroTcs
B apXUB.

9. OdopmiieHne TPUKA30B NpeaceaaTe s
TEPPUTOPHAIBHON KOMUCCUU

9.1. Ilpuka3z mnpencenarens TEPPUTOPUAILHOM KOMHUCCUU 110 OCHOBHOM
nesTeabHOCTH (aniee — npuka3) ohopmiisieTcsi Ha OJIaHKE YCTaHOBJICHHOU (HOPMBI
(npunoxenue Ne 4).

9.1.1 IlpoekTbl MOpPUKA30B TOTOBIATCA IO MOPYUYEHHUIO TIpEacenaTes
TEPPUTOPHUATBHON KOMUCCHU.

HpI/IKaSBI MOT'YT T'OTOBUTLECA M COTJIACOBBIBATLCA TAKKC CpCACTBaAMU H,)_—[
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IIpn moxaroroBke mnpuka3zoB cpeactsamu [IJ[ mcronbp3yercss COOTBETCTBYIOLIMU

ma6JIoH OJaHKa TIOKYMEHTA.

9.1.2. Texcr mnpukaza COCTOMT, Kak IPABWIO, U3 KOHCTATUPYIOLIEH
Y PaCIoOpPSIAUTEBHOM YaCTEN U JOJDKEH UMETH 3ar0JI0BOK.

9.1.3.B KOHCTaTUpyrOUIEd 4YacTM U3JIAraloTci LeJId W  3aJa4u
MPENKUCHIBAEMBIX JEUCTBUN. ECM OCHOBaHHEM K WM3/IAHUIO IPUKA3a SIBJISETCS
HOPMATUBHBIM  TPaBOBOM  aKT WA  PACHOPANUTENBHBIA  JOKYMEHT,
TO B KOHCTATHPYIOUIEH YacTH YKa3bIBalOTCSl €ro Ha3BaHWE, [JaTa, HOMeEp,
3aroJ0BOK.

9.14.B  pacnopsaudTenbHOM  4YacTU  COJEpKATCA  NEPEUHCICHUE
MPEINUCHIBAEMBIX JIECUCTBUM, CpPOKM W HcnoiaHuTenn. [lyHKTBI Tmpukasa
HYMEPYIOTCS apaOCKUMU IUPPaMH C TOYKON 1 HE UMEIOT 3ar0JIOBKOB.

9.1.5. Ecniu npuka3 W3MEHSET, OTMEHSIET WIH JOMOJIHIET paHee U3JaHHbIN
MIPUKa3 WU €ro OTAEIbHbIE TyHKTHI, TO 3TO OTOBAPUBAETCA B TEKCTE MPHUKA3a.

9.1.6.B MOCJIEHEM MIyHKTE pacrnopsauTeIbHON 4acTHu,
Ipy HEOOXOJUMOCTH, YKa3bIBaeTCs JOJKHOCTHOE JIMI0, HA KOTOPOE BO3JIAraeTcs
KOHTPOJIb 32 HCIIOJIHEHUEM ITPUKA3a.

9.1.7. Ilpu HAJIMYUU MIPUJIOKECHU N K IIPUKa3y B TEKCTE
Ha HUX 00513aTEJIbHO JIeJIaeTCs CChUIKA.

9.1.8.IIpoekT mpukaza W  NOPWIOKEHUS K HEMY  BUBHPYIOTCS
HEIMOCPEICTBEHHBIM UCIIOJIHUTEIIEM.

Ecim B mnpukaze coaepkarcss BOOpoOChl (MHAHCHPOBAaHUS BBIOOPOB,
oOecrieueHus: NESITeIbHOCTH TEPPUTOPUATHHOM KOMHUCCHUU, TO OH BU3HPYETCS
y TJIaBHOTO OyXraiTepa.

IIpuka3sel, moarorosneHHble cpeactBamu I1J[, BU3MPYIOTCS aHAIOTMYHO
MpUKa3am, MOJArOTOBICHHBIM Ha OyMa>KHOM HOCHUTEJIE.

Busbl mnpocTaBisitoTcss Ha  OOOpPOTHOM CTOpPOHE TOCIEOHEro JIMCTa
JOKyMeHTa (MpUKa3a, NPWIOKEHHs K HEMYy) II0 YCTaHOBIEHHOW Qopme
(npunosxenue Ne 9).

IIpyu moATroTOBKE U COINIACOBAHUU IPOEKTOB IIPUKa30B cpeacrsamu 111 mucr
COTJIaCOBaHUS PACIEUaTHIBAETCS Ha OOOPOTHOW CTOPOHE TMOCIEAHETO JIMCTa

JOKyMeHTa (mpukasa, MpuiIokeHus K Hemy). IIpu HEoOXOAMMOCTH MOJTy4YEHHUS
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BHU3blI OOJKHOCTHOI'O JiMId Ha JIMCTC COIJIACOBAHMA IIPHUKA3d, MOATOTOBJICHHOI'O

cpenctBamu 1/, nokyMeHT nepenaercs Ha OyMa)KHOM HOCUTEJIE Ha BU3UPOBAHUE
COOTBETCTBYIOIIEMY JAOKHOCTHOMY JIUILLY.

9.1.9. Ilocne nmoanucaHusi NPUKA3bl PETUCTPUPYIOTCA C HUCIIOJIB30BAHUEM
pEruCTpalluOHHO-YYeTHOU (QopMbl U (QOPMUPYIOTCS B Jejla B COOTBETCTBUU
C HOMEHKJATypOl i€ TEeppUTOPUATIBHON KOMHUCCUU BMECTE€ C JOKYMEHTaMH,
MOCJTYKUBITUMU OCHOBAHHUEM JIJIsl M3/IaHUS MPUKa3a.

B ciywae ucnonszoBanus s perucrpaumu [1J1 x PYK npucoenunsrorcs
TeKCcT mpukaza B (opmare docx wmm xIsx (mist TaGmui momyckaroTcst (hanisl
dopmara  xIsx), dJNEeKTpOHHBIH  00pa3 mpukaza B ¢opmare  pdf
(mpy HEOOXOOUMOCTH) M JENAOTCS CChUIKM Ha JIOKYMEHTBI, MHOCIYKUBIIHE
OCHOBAHMEM JUISl U3/IaHUS [IPUKA3a.

9.1.10. IIpuka3am npuUCBauWBAaIOTCS PETUCTPALMOHHBIE HOMEpA B Mpeaesiax
KAJICHOApHOIO TojAa, MpU OSTOM K MOPSAKOBOMY HOMEpy uepe3 aeduc
IPOCTaBISIETCSI OYKBEHHBIN HHACKC «O/».

9.2. OpopmiieHre TmpUKA30B TMpeacenaTenass W30UpaTebHOW KOMHCCUU
10 KaJpOBBIM BOIIPOCAM.

9.2.1. Ilpukasel npeacenaTesss TEPPUTOPUATIBHON KOMUCCHUHM IO KaJpPOBBIM
BOIIPOCAM U3J1at0TCs o KOHKPETHBIM BOIIPOCAM, CBSA3aHHBIM
C  JEATEIbHOCTBI0  YIEHOB  TEPPUTOPHAIBHOW  KOMHUCCHUH,  IPUEMOM
Ha TOCYJapCTBEHHYIO TpaxaaHcKyto ciyx0y Cankr-lIletepOypra B ammapar
TEPPUTOPUAIBHOM  KOMHUCCHUH,  TNPOXOXKACHUEM  TPAKIAHCKOW  CIyXObI
Y YBOJIbBHEHHEM C TPak1aHCKOM CIIy>KOBbI B arnapare TeppUTOpruaIbHON KOMUCCHUH.

9.2.2. llpukasel npencenarTenss TEPPUTOPUATBLHON KOMHUCCHUHM TIO KagpOBBIM
BOMpocaM o(OpMIISIOTCS aHAJIOTMYHO MPHUKa3aM IpeceaaTessi TepPUTOPUATEHON
KOMUCCHMM TI0  OCHOBHOW  JIeITENbHOCTH.  lIpukasam  mpucBanBarOTCA
pEerucTpallMOHHbIE HOMEpa B Mpeaenax KajJeHAapHOro TrojAa, MpU 3TOM
K MOPAIKOBOMY HOMEpY uepe3 Jerc IpoCcTaBisieTcs OyKBEHHBIA HHACKC «K».

9.3. Konuu npuka3oB 3aBEPSAIOTCS NEYATHIO TEPPUTOPUATIEHON KOMUCCHU.

9.4. Ilpuka3pl BMecT€ C TMPUOOIIEHHBIMM K HUM JIOKYMEHTaMH,
NOCIIYKMBLIIMMU OCHOBAaHUEM I UX W31aHds (B TOM YHCIIE pacledyaTaHHBIMU

KOIIsAMHN AOOKYMCHTOB, HOCTyrII/IBHII/IX/HOI[I‘OTOBJIeHHBIX B JJICKTPOHHOM BI/IIIG),
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dbopMupyroTCA B JIe7a COTJIAaCHO HOMEHKJIAType JIed TePPUTOPUATbHON KOMHCCHUH,

XpaHsTCs y mpejcenaTens Wik paboTHUKA annapara, OTBETCTBEHHOTO 3a BEJICHUE
JICIIONPOU3BOJCTBA B TEPPUTOPHAIBHOM KOMHUCCHH, a 3aTeM, O(opMIIeHHBIE

B COOTBETCTBUU C TpeOOBaHUAMH MHCTpYKINHU, IEPENAIOTCS B APXUB.

10. KoHTpPOJIb HCIIOJIHEHUSI JOKYMEHTOB U MOPYy4YeHU

10.1. KoHTpo10 UCTIOJTHEHUSI TTOJIEXKAT:

MOPYUYCHHUSI, COJIepXKaAlIMecs B TOCTAHOBJIEHUSX U JPYTrUX JOKYMEHTax
[MUK Poccuu, Cankt-IlerepOyprckoil m3OupaTebHOW KOMHUCCHUH, B PEIICHUSX
TEPPUTOPUAIBHON KOMUCCHH;

MOPYUYCHHUsI, COJIepkKaluecs B MpHUKa3zax MIpeaceaaTesss TeppUTOpUaIbHON
KOMHCCHU;

NUCbMEHHBIE MOpPYYEHUs mpeAcenaTens (3aMecTUTENsl MpeacenaTens,
CEKpeTaps) TEPPUTOPUATHLHON KOMUCCHH;

BXOJIAIIIME JOKYMEHTBI, B TOM YHCJI€ MHUCbMEHHBbIC OOpaIleHUs] TPpa)xJaaH,
yka3aHHble B [lepeuHe mojexaniux KOHTPOJ0 JOKYMEHTOB C YKa3aHUEM CPOKOB
ucnojgHeHus (mpuioxenrue Ne 11), B COOTBETCTBUY € YKa3aHUSIMU 1O UCTIOJIHEHUIO
JOKYMEHTa MpeiceIaTelis TePPUTOPUATbLHON KOMUCCHY;

HCXOMSIINE JOKYMEHTHI, TpeOYIOIINe OTBETA;

NOPYYEHHUsI, COAEpKAIUEeCs B MPOTOKOJIAX 3aCENaHUN TEPPUTOPUATIBHOU
KOMUCCHU;

IIJIAHBI MEPOTIPUATHUN.

10.2. KoHTposib UCHONMHEHUS JOKYMEHTOB, yKa3aHHbIX B mozapaszaene 10.1
NHcTpykimu (32 UCKIIOYEHUEM MCXOJSIIMX JOKYMEHTOB), IO CYIIECTBY
3aTPOHYTBIX B HHUX BOMNPOCOB OCYIIECTBISIET TMpeacenaTeiab (CEeKpeTapb)
TEPPUTOPUAIIBHON KOMHUCCHH.

10.3. KoHTposiib MCIHOJHEHUS HUCXOMAIIUX JOKYMEHTOB, B TOM YHCIIE
32 CBOEBPEMEHHOCTHIO IIOJYYEHUSI OTBETOB Ha 3alpoChl TEPPUTOPUAIIBHON
KOMHCCHUH, OCYIIECTBJISECT PaOOTHUK ammapaTa, OTBETCTBEHHBIM 3a MOATOTOBKY
JTAHHBIX JIOKYMEHTOB.

10.4. Cpokr HCHOJIHEHUS TOPYYEHHM, COAEpKAUIMXCS B PEHICHUAX

TEPPUTOPUAIBHOM  KOMHUCCUHM, TpHUKa3zax MpelcenaTesss TeppUTOPHATbHON
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KOMHCCHH, TUCBMEHHBIX MOPYYEHUH MpeacenaTens (3aMecTUTENs Mpeaceaaresis,

CEKpeTaps) TEPPUTOPUATILHON KOMUCCUH OIPENETSAIOTCS ITUMU JOKYMEHTaMHU.

10.5. JIOKyMEHT MOMJIEKUT WCHOJHEHUIO HE TMO3AHEE, 4YeM 4Yepe3
30 xaJleHIapHBIX THEW CO JHA €ro IOCTYIUIEHUS, 32 UCKIIOYEHHUEM CIy4dacs,
IIPENYCMOTPEHHBIX IMyHKTOM 10.6 HacTosmero pasaena.

Ecnu nmocnenHuii 1eHp MCIIONHEHMS TOKYMEHTa MPUXOAUTCS Ha HepaOouuid
JI€Hb, TO OH IOJUIEKUT UCIIOJIHEHUIO B IPEALIECTBYIOIIMI eMy paOouuil 1eHb.

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

CpoK HCHOJTHEHUS UCUYUCISETCS B KaJeHAApHbIX AHX. s mopyuyeHui —
OT JAaTbl MOJANMWCAHUSA TNOPYYEHHMs], UIsl BXOMISIIHUX JTOKYMEHTOB, B TOM YHCIIE
oOpallleHul, — OT AaThl pErUCTPaIUK JOKYMEHTA.

Ecnn mocnenHnii A€HP MCHOJHEHUS JOKYMEHTA, COIAEPIKALIETO IOMETKY
O CPOYHOCTH HCIIOJIHEHUS, MPUXOAUTCA Ha HepaOouuid N1€Hb, TO OH IOIJICHKUT
WCIIOJTHEHUIO B CIEAYIONIUI 32 HUM pabouuii IeHb.

10.6. CpOKM  UCHOJIHEHHSI  BXOIAIIMX JOKYMEHTOB W  OOpalleHui
YCTaHAaBIMBAIOTCSI  HMCXOASl W3  CPOKOB, NPENJaraéMblX  OpraHU3alueH,
HaIpaBUBLIEH JOKYMEHT, UM CPOKOB, YKAa3aHHBIX B IPUIOKeHUHU Ne 11.

OOpamienuss O  HapyLIeHMH  3aKOHA, [OCTYNHMBLIME B  IEPUOA
COOTBETCTBYIOIIEH  M30MpaTeNbHOW  KaMIIaHWM, KaMIIaHUM  pedepeHayma,
UCIIOJIHSIOTCS B CPOKHM, YCTAHOBJICHHBIE 3aKOHOAATEIbCTBOM O BBIOOpAX
u pedepeHayme.

10.7. OTBETCTBEHHOCTh 32  CBOCBPEMEHHOE UM  IIOJJHOE BHECCHHE
B PETUCTPAllMOHHO-Y4YE€THYI0 (OpMYy CPOKOB  HCIIOJIHEHUS  JOKYMEHTOB
U HUHQOpPMAIMM O COCTOSHUM MCIOJHEHHUS] JOKYMEHTOB, KOHTPOJb CpPOKOB
WCIIOJIHEHUS IOKYMEHTOB BO3JIaratoTCsi Ha CEKpeTapsl Wid padOTHHMKA amnmnapara,
OTBETCTBEHHOTO 3a BEJCHUE IEIONPOU3BOACTBA.

10.8.B IJIaHax MEpOIPUATH, YTBEPKIECHHBIX pELIEHUAMU
TEPPUTOPUAIIBHON KOMHCCHM, TPHKa3aMH MPEICENATeNi TEPPUTOPUATBHON
KOMHUCCHH, KOHTPOJIIO MTOAJIEKAT CPOKH HCIIOTHEHUS OTIEIBHBIX €r0 MyHKTOB.

10.9. Ilpyu He0oOXOAMMOCTH MPOJJICHUS CpOKa HCIOIHEHUS JAOKYMEHTa
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OTBETCTBEHHBIM 3a MCIOJHECHUE HE Mmo3aHeC 4YCM 3a TPU JHA J0 UCTCUCHHA CPOKa

VICIIOJIHEHHsI TOKYMEHTa INPEACTABISAET Ha MM IpeAcenareis TeppUTOpUaIbHOU
KOMHUCCHH CITy’K€OHYIO 3alCKy C MOTHBHPOBAHHOM MPOCHhOOIl O ero mpojieHuH,
KOTOpasi MOXET ObITh NOATOTOBJIEHA U corjacoBaHa cpencteamu I1J1.

10.10. JIoKyMEHT cUMTAETCsl UCIIOJTHEHHBIM U CHUMAETCSI C KOHTPOJIA IIOCIIE
pEelIeHUs] BCEX IOCTaBJIEHHBIX B HEM BOIPOCOB, COOOIIEHHUS PpPE3YJIbTATOB
PacCMOTPEHHMSI BCEM 3aMHTEPECOBAHHBIM JIMLIAM.

10.11. OcHOBaHUAMM ISl CHATHUS JOKYMEHTA C KOHTPOJIS SIBISIIOTCA:

CiIykeOHasl 3alHuCcKa O CHSATHHU JOKYMEHTa (WU OTAEIBHBIX €ro IyHKTOB)
C KOHTpPOJsi WIM 00 WCIOJNHEHWH JOKYMEHTa Ha WMs Ipeicenaress
TEPPUTOPUAIBHOM KOMHUCCUM, TMOATOTOBICHHAS! OTBETCTBEHHBIM 32 UCIIOJIHEHUE
c ormerkoit («Cormacen», «Paccmorpen», «llpunaro») mnpencenarens
TEPPUTOPUAIBHON KOMHUCCUU O NPHUHSITUM MCIIONHEHHUS, KOTOpask MOMKET OBITbh
IIOATOTOBJIEHA U coryiacoBaHa cpeactsamu 11/1;

peuieHue  TEPPUTOPUAIBHOM  KOMHCCHM,  TPHKa3  Ipeacenaress
TEPPUTOPUAIBHONM KOMUCCHH T10 PE3YyJIbTaTaM HUCIIOJHEHHS TOKYMEHTA;

OTBET Ha BXOJSUIUI TOKYMEHT;

OTBETHl OT OpraHM3aluii, B KOTOpbIe JOKYMEHT ObUI HampaBjeH
JUISL PacCMOTPEHUsSI MO CYIIECTBY IMOCTABJIECHHBIX B HEM BOIPOCOB U OTBETa
3asIBUTEIO;

HarpaBjeHue oOpallleHusT B JpyTHe OpraHu3aluu s PacCMOTPEHUs
M0 CYILECTBY MOCTABJICHHBIX B HEM BOIPOCOB M MOCIIEAYIOIIEr0 HH()OPMUPOBAHHUS
aBTOPA O pe3yJIbTaTax pacCMOTPEHUS.

10.12. JIoKyMEHT HE CUMTAETCS UCTIOJHEHHBIM U OCTAETCSI HA KOHTPOJIE:

€CIM OH HampaBJsIeTCss B JpPyrHe OpraHbl WIA  OpraHU3aluu
JUISL PAacCMOTPEHHUsT C LEJNbI0 IMOJY4YEHUS TEPPUTOPUATIBHOM KOMHUCCHEH
uH(popManuu, HEOOXOJIMMON MJii PACCMOTPEHHUsI IO CYIIECTBY MOCTaBICHHBIX
B JIOKYMEHTE BOIIPOCOB. B ciyuae HEOOXOAMMOCTH TeppUTOpUATIbHAsT KOMHCCHS
uH(popmMupyer 00 3TOM aBTOpa JOKYMEHTA;

€CIM OH HampaBisieTcsi B JApyrWe OpraHbl WIM  OpraHU3alHH

1 paCCMOTPCHHUA 110 CYHICCTBY IIOCTABJICHHBIX B HEM BOIIPOCOB H OTBCTA
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3agBUTENIO0 C TOCIEAYIOIMMM HH(GOPMUPOBAHUEM TEPPUTOPUATBHON KOMHCCHU

0 pe3yjibTaTaxX UCIIOJHCHUS.

11. 3roToBJjieHHE M MCII0JIL30BaHHE MeYyaTed U ITAMIIOB

11.1. Ins ynocToBepeHHs IOMJIMHHOCTH JTOKYMEHTOB WM COOTBETCTBUS
KOIMM JTOKYMEHTOB ITOJUIMHHUKAM, IIPOCTABJIEHUS OTMETOK O IIOJy4YECHUH,
pPEruCTpaliy JOKYMEHTOB B TEPPUTOPHAIBHOW KOMHUCCUU HCIIOJIB3YIOTCS II€YaTH
¢ m3o0paxenueM ['ocymapctBenHoro repba Poccuiickoit ®enepanmm (manee —
repOOBBIE MEYaTH) U APYTHUE M1€YATH U IITAMIIBL.

11.2. U3roTtoBieHue medared M IITaMIIOB OCYIIECTBIIETCA IO YKa3aHUIO
npeacenarenas TEPPUTOPUATBHOM KOMHUCCHUU JIMOO B COOTBETCTBHM C PEUICHUEM
BBIILIECTOSIIIIEN N30MpPAaTEIbHON KOMUCCHUH.

tamMnbl ¢ (pakCUMHIBHBIM BOCIPOU3BEICHUEM MOJINUCU TpEACcCeaaTeis,
3aMECTUTENII  NPENCENaresss,  CEKperaps  TEPPUTOPHAIBHOM  KOMHMCCUU
U3TOTOBJISIIOTCS. 1O HMX TMOPYYEHHMI0O U MOTYT OBbITh  HCIOJIb30BAHbI
JUISl TIPOCTAaBJIEHUS Ha IyOJIMKaTaX M KOMUSAX MOJNUCAHHBIX B YCTAHOBJICHHOM
IOPAAKE TOKYMEHTOB.

11.3.T'epboBass medarb TEPPUTOPUATBLHONM KOMUCCUM TPOCTABISETCS
Ha  (UHAHCOBBIX  JIOKYMEHTax, TapaHTUMHBIX  MNHCbMaX,  JOTrOBOPAX,
rOCyJapCTBEHHBIX KOHTPAKTaX JIOBEPEHHOCTSX, U B JIPYTMX IMPELyCMOTPEHHBIX
3aKOHOAATENBCTBOM CIy4asiX.

11.4. Ha paccputaeMbIX KONMSX PEIIEHUH TEPPUTOPUAIIBHOW KOMHCCHH,
IIPUKA30B MpeJcenaTess TEpPUTOPUATIbHON KOMUCCUH, HA TIAKETax IPH OTIIPaBKE
JIOKYMEHTOB, TIpH O(POPMJICHUU JOKYMEHTOB Ha MPUEM TOBAPHO-MATEPHABHBIX
LHEHHOCTEH TMpocTaBisieTcss TepOboBas WM UWHAs TMe4yaTb TEPPUTOPUATHLHOU
KOMHCCHHU.

11.5. ITleyatn ¥ mTaMnsl MOAJIEKAT YUETy B OTHAECIBHOM KypHAJIE ydeTa
neyarei 17} LITAMIIOB paboTHUKOM anmnapara, OTBETCTBEHHBIM
3a AENONPOU3BOACTBO. [leyatn ¥ mTaMibl BBIIAKOTCA MOJ MOMANKCH B KypHAJIE
ydyeta neyated u mramnoB. Ha »xypnane mnpocrtaBisiercs otMmeTtka «CIIy,
€r0 JIMCThl HyMEPYIOTCS, ITPOIIMBAIOTCA U ONIEYAThIBAIOTCS.

11.6. ITeyatn u MmTaMnbl JOJDKHBI XPAHUTHCS B HANEKHO 3aKPBIBAEMBIX

U OlleYaThIBa€MbIX B HEpabouee Bpems cer(hax Wiu MEeTAIMUECKUX IIKadax.
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11.7. KouTposib 3a NpaBUIBHOCTBIO XPAaHEHUS M HMCIOJIb30BAHUS MedaTeit

¥ IITaMIOB OCYIIECTBJISET paOOTHUK arrmapara TePPUTOPUATBHON KOMMCCHH,
OTBETCTBEHHBIH 32 JIEJIONPOU3BOICTRO.

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

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

YHUUTOXKEHUE NPOU3BOJAUTCA TMOCIE YTBEP)KICHHUS aKkTa MpeiceaaTeIeM
TEPPUTOPUAIBHON KOMHUCCHHU. MeTauIMYeCKUe IeYaTH YHUYTOXXAIOTCS IyTEM
MOJIHOTO CIUJIMBAHUS TEKCTA WJIM OMUJIMBAHUS JBYMS MEPEKPECTHHIMU JIMHUSIMU,
Kay4yKOBBI€ II€YaTH U IITAMIIbI Pa3pe3ar0TCs HA MEJIKME YaCTH UJIU CKUTAKOTCSL.

11.9.06 yrepe mneyaTd WM IITaMIa He3aMEUIMTEIBHO CTaBHUTCS
B U3BECTHOCTH MpEJICEAATENb TEPPUTOPUATHHON KOMUCCHH.

12. ®opmupoBaHue AeJI M Nepeaada ux B apXuB

12.1. CocraBneHue u yTBEpKACHUE HOMEHKIATYPhI JEI.

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

B HOMeHKnaTypy Jeia MOTyT BKJIIOYaThCsl 3arojIOBKU JI€J, OTpaKarollue
JEATCIIbBHOCTh TEPPUTOPUATIBHOW KOMHUCCHHM, B TOM YHCIE JIMYHBIC JIela,
CIIPaBOYHBIC M YUETHBIE KAPTOTEKHU U APYTUe YUETHbIC (POPMBI.

He BkitowaroTcsi B HOMEHKJIATYpPY €7 NEPUOAUYECKUE W3IaHUS, KHUTH,
OpOUIIOPHI.

3arojoBOK JieNia JOJDKEH YEeTKO W B 0000mIeHHOW ¢dopme oTpaxkaThb
OCHOBHOE€ COJIEp’)KaHME M COCTaB JOKyMeHTOB. He momyckaercsi ymoTpebieHue

HEKOPPEKTHBIX (DOPMYJIHPOBOK, BBOAHBIX CJIOB U CIOKHBIX 00OPOTOB.
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IIpn cocraBieHMM HOMEHKIATYpbl JAEN CIEAyeT PYKOBOACTBOBATHCS

peraaMeHToM TEPPUTOPUATIBHON KOMMCCHH, [lepeunem THTIOBBIX
YOPaBJICHYECKUX AapXUBHBIX JOKYMEHTOB, OOpasylolmuxcsi B  MpoIlecce
JNEATEIBHOCTA TOCYAAapPCTBEHHBIX OPraHOB, OPTAHOB MECTHOTO CaMOYIIPABJICHUS
W OpraHu3alvii, ¢ YKa3aHHEM CpPOKOB XPaHCHMS, YTBEPKICHHBIM IPUKA30M
®enepanbHOoro apxuBHoro arentctBa ot 20 gexadbps 2019 roma Ne 236
(manee — Ilepeuens), IlpaBunamu opraHuzanMu XpaHEHUs, KOMIUIEKTOBaHMSI,
ydeTa M HCIOJB30BaHMUS JOKYMEHTOB ApxuBHOro ¢onaa Poccuiickoii
denepalii M JIPYyTUX ApXHUBHBIX JOKYMEHTOB B TOCYJApCTBEHHBIX OpraHax,
OpraHax MECTHOTO CaMOYNPABJIECHUSA U OpraHU3alUAX, YTBEPKICHHBIX IIPUKA30M
®enepanbHOro apxuBHOro areHTcTBa OT 31 mrona 2023 roma Ne 77, nopsimkamu
XpaHEHUs W TEpeladyd B apXUBbl JIOKYMEHTOB, CBSI3aHHBIX C IOATOTOBKOW
U IIPOBEICHUEM BBIOOPOB, YTBEPKACHHBIMU MUK Poccun
u Cankr-IlerepOyprckoil M30MpaTeNbHOM KOMHUCCHH, HOMEHKJIATypamH JIeJl
TEPPUTOPUAIIBHON KOMUCCUH 32 IIPEAIIECTBYIOIINE TObI.

[Ipy moAroTOBKE HOMEHKJIATYPBI JI€ HEOOXOJAMMO YUYHUTHIBATh XapaKTep
BBIOOPOB, MPOBOANMBIX B IIPEICTOSIIEM TOAY.

Homenknatypa pen TeppUTOPUAIIBHOM KOMHUCCHUM HA  MPEACTOSIIUNA
KAJICHOApHBIA IO/ COCTaBIsieTCs pa0OTHMKOM —amnmapara, OTBETCTBEHHBIM
3a BEIECHME [EJIONPOM3BOJACTBA, B IIOCIEAHEM KBapTajlle TEKYILEro Ioaa,
COTJIACOBBIBAETCS C CEKPETAPEM TEPPUTOPUAIBHOM KOMHUCCHH, PACCMATPUBAETCS
Ha  3aCeNaHUM  OKCHEPTHOM  KOMHUCCHH  TEPPUTOPHUAIBHOM  KOMMCCHH,
coriacoBbiBaeTcsi ¢ cekperapem  Cankrt-lletepOyprckoii  u30OuparenbHON
KOMHMCCUM, YTBEPXKIAETCS  MpEICeNaTesieM  TEepPUTOPUATIBHOM  KOMHUCCHU
Y BBOJIMUTCS B JielcTBUE C | stHBaps caemyrouiero roga (mpuioxenue Ne 12).

HoMeHknaTypa nen He pexe OJHOro pa3a B MATh JIET YTBEPKIAETCS
AKCTIIEPTHO-IPOBEPOYHOM METOIUYECKON KOMHCCHUEH (manee — OIIMK)
Cankr-IlerepOyprckoro roCy1apCTBEHHOTO Ka3€HHOT0 YUPEKICHUS
«lentpanpubiii  rocynapctBeHHbii  apxuB  Cankrt-llerepOypra»  (nmanee —
LI'A CII0).

B ciiyyae BO3HMKHOBEHUS B TE€UYEHHE I'0J1a HOBBIX JEJI OHU JIOMOJIHHUTEIBHO

BHOCATCs B YTBCPXKICHHYIO HOMCHKIIATYPY ACJI B YCTAHOBJICHHOM BBIIIEC ITOPSAAKE.
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[lo okOHYaHMU KaJl€HIAPHOTrO roja pabOTHUK ammapara, OTBETCTBEHHBIH

3a BEIECHUE [EJIONPOU3BOJICTBA, B KOHLE HOMEHKJIATYphl JAEH COCTaBISET
UTOTOBYIO 3allUCh O KOJMYECTBE 3aBEACHHBIX Je€d (TOMOB, YacTeil), OTAEIBHO
INOCTOSIHHOTO M BPEMEHHBIX CPOKOB XpaHEHUs Ha OYMaKHOM HOCHTEINE
U O KOJIMYECTBE 3aBEACHHBIX JJIEKTPOHHBIX JI€JI MOCTOSHHOTO U BPEMEHHBIX
CPOKOB XpaHEHHsI, a TAKXKE 3amoJHsAeT rpady 3 HOMEHKIATYPHI.

Cpok XxpaHEeHHSI JOKYMEHTOB YKa3bIBAa€TCS B HOMEHKJIAType JIEN CO CChUIKOM
Ha craTblo llepeyns wim MHOM HOPMATHMBHBIM IIPAaBOBOW AKT, YCTAHABIMBAOIIUN
CPOK XpaHeHUus JoKyMeHTa. CpOK XpaHEHHUs! JOKYMEHTOB, HE YKa3aHHBIX B JaHHOM
Ilepeune, ycranaBmuBaerca 1o corjacoBanuto ¢  Cankr-IletepOyprekoit
nzouparenbHoit komuccuent u SIIMK LIT'A CII6.

Hcuncnenne CPOKOB XpaHeHus JIOKYMEHTOB, 3aKOHYEHHBIX
JIEJIONPOU3BOCTBOM B TEKYIIIEM IO/ly, HAUMHAETCS € | STHBaps CIEYIOLIEro roja.

TepputopuanbHas KOMHCCHS TaKXe BIpaBe pa3padaThiBaTh THUIIOBBIE
W/WIU  TPUMEpPHbIE HOMEHKJIATYPBl Jel JUIsl YYacTKOBBIX H30HUpaTEIbHBIX
KOMUCCHI.

12.2. OdbopmieHue JOKYMEHTOB, 3aKOHUYEHHBIX JEJIOMPOU3BOACTBOM,
(dbopMHpOBaHUE U TEKYIIEE XPAaHEHHE JIEJI B TEPPUTOPHUATBHON KOMHCCHHU.

3aKOHYEHHBIE JENONPOU3BOACTBOM JOKYMEHTBI opopMIISIOTCS
B COOTBETCTBMM C TpeOoBaHUSAMH WHCTpYyKLMH, CIHCHIBAIOTCS MpeAcenaTeeM
TEPPUTOPUAIBHON KOMHCCHU B Jeno. [Ipm 3ToOM B HMXKHEW 4YacTH JIMIIEBOU
CTOPOHBI MEPBOrO JHCTa AOKYMEHTa Ha CBOOOJHOM OT TEKCTAa MECTE CTaBUTCH
OTMETKa O €r0 HCIOJHEHUHU, JIEJIACTCA HaANUCh «B N1e510», MOXET yKa3bIBaThCs
HOMED JeJIa 0 HOMEHKJIaType W Jara cnucaHus. [lpu HeoOXoauMocTu OoTMETKa
00 WCMOJIHEHHH MOXKET OBbITh cjellaHa Ha OOOPOTHON CTOPOHE IMEPBOTO JIHCTA
nokyMmeHTa. B peructpanmonHyio ¢GopMy BHOCHUTCS OTMETKAa O CIHHCAHUU
JOKYMEHTa B J€JIO C YKa3aHUEM HOMEPA JIeIa COTVIACHO HOMEHKJIAType JIEIL.

HcnonHeHHble  TOKYMEHTHI  (POPMHUPYIOTCS  paOOTHUKOM  ammapara,
OTBETCTBEHHBIM 3a BEJCHHUE JIEJIONPOU3BOACTBA, B J€lla B COOTBETCTBUU
C YTBEPKJICHHOM HOMEHKIIATYPOU JIET.

Jleno cuuTaeTcs 3aBENEHHBIM C MOMEHTA BKJIIOYEHHsS B HEro IIEPBOIO

HCIIOJIHCHHOI'O JOKYMCHTA.
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3aKOHYEHHBIE JIETONMPOU3BOACTBOM JIEKTPOHHBIE JOKYMEHTHI (POPMUPYIOTCS

pabOTHUKOM  ammapara, OTBETCTBEHHbIM 3a BEACHHME JIEJONPOU3BOJICTBA
B BJIEKTPOHHBIE Jiefia (Manku, TMPEKTOPUHN) B COOTBETCTBUU C HOMEHKIIATYPOU JIeT.

[Ipu dopMupoBaHuM jgena TPOBEPSETCS MPABHUIBHOCTh OTHECCHHUS
JIOKyMEHTOB B JIlaHHOE JIeJI0, KauyecTBO OQGOpMIIEHUS U KOMIUIEKTHOCTD
JIOKYMEHTOB, Hajlu4yue MOAMNHUCEH, BU3, PETUCTPAIMOHHBIX HOMEPOB, CIPaBOK
WIK OTMETOK 00 WCIOJIHEHUH, CIHMCAHUM B Je0 W JApyrux. HempaBuiibHO
oopMIICHHBIE TOKYMEHTBI JODKHBI OBITh JOO(OPMIICHBI, a 3aTeM ITOMEIICHBI
B JIEJIO.

He nomyckaercs momelieHne B A0 AOKYMEHTOB, COJIEPKAHUE KOTOPBIX
HE COOTBETCTBYET 3aroJIOBKY JIena.

[Tpu popMupoBaHuM /1€ COONIOAAIOTCS CIICTYIOIINE TPEOOBAHUS:

JIOKYMEHTBI MOCTOSIHHOTO M BPEMEHHOT0 XpaHeHus: (OpMHUpYIOTCS B Jela
pa3zienbHo;

B JIEJI0 BKJIIOYAIOTCS TOJIBKO HCIIOJIHEHHbBIC, MPaBHIBHO O(OpMIICHHBIC
JIOKYMEHTBI B COOTBETCTBUU C 3arojIOBKaMU JIeJ B HOMEHKJIAType;

BCE JJOKYMEHTBI, OTHOCSAIIHUECS K PEHICHUIO OJHOTO BOIMpoca, GopMUPYIOTCS
B OJTHO JIEJIO;

JIOKYMEHTBI, TIOJJICKAIINE BO3BPATY, B JIEJI0 HE MOMEIIAOTCS;

B JIEJ0 IOMEIIAETCS TOJBKO OJWH SK3EMIUISIp JOKYMEHTA, YEPHOBUKHU
U BapUaHThl IPOEKTOB JOKYMEHTOB B JIeJI0O HE IMOJIIMBAIOTCA (32 UCKIIOUCHHEM
T€X, Ha KOTOPBIX UMEIOTCS BU3bI, YKa3aHUS M0 UCIIOJTHEHUIO JIOKYMEHTOB U JPYyTHe
OTMETKH, JIOMOJIHSIONINE MEPBBIM K3EMIUID);

B JIEJIO0 BKJIIOYAIOTCS, KaK MPABWIO, TOKYMEHThI OJHOTO KaJeHJapHOTO Toja
(MCKIJTIOUEHHE COCTABIISIOT JIMYHBIC U TTEPEXOIAIINE Aeia);

o0beM (GopMUPYEMBIX €Nl MOCTOSHHOTO XPAaHEHUS M TI0 JIMYHOMY COCTaBY
He J0JoKeH mpeBblaTh 250 nuctoB (3—4 M TOJMIIMHBI KOpEUIKa Jena), TOJIUHA
JIe] BPEMEHHBIX CPOKOB XpaHEHUS HE NOJbKHA mpeBbimaTth 10 cm. Ilpu Gosbiiem
o0beMe JOKYMEHTOB B jelie (opMUpYyeTCs HECKOJbKO TOMOB (4Yacrtei).
[Ipy Hanmuuuu B JeJie HECKOJIBKMX TOMOB (4YacTei) MHJIEKC W 3arojioBOK Jiefa
MIPOCTABJISIOTCS Ha KaXXJI0M ToMe ¢ qobaBieHrneM o6o3HadueHuil «Tom 1», «Tom 2»

U T.J.
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3J’ICKTp0HHI)Ie AOKYMCHTBI Ha TOMa W YaCTH HC  Pa3AaCIIAIOTCA.

Bce 53nekTpoHHBIE JOKYMEHTBI, OTHOCALIMECS K OJHOMY HOMEHKJIATYpHOMY
UHJIEKCY, HE3aBUCUMO OT UX 00beMa, BKIFOUAIOTCS B OHO 3JIEKTPOHHOE JIEIIO.

B ciydae HE0OXOAMMOCTH JOKYMEHTBHI MO OJHOMY M TOMY K€ BOIMpPOCY,
HO C pa3jiuyHbIM CpPOKOM XpPaHEHUS MOIYT HAaXOJIUTbCS B OJHOM [EJie
70 KOHIIA TEKYIIEro roja Win 10 3aBEPLICHHs UCIOJIHEHUs JNOKYMEHTa, a 3aTeM
nepeopMHUPOBBIBAIOTCS B Jie€j1a IOCTOSHHOTO U BPEMEHHBIX CPOKOB XPAHEHHUSI.

B neno BKIIOYAOTCS BCE JOKYMEHTBI MO KOHKPETHOMY BOIPOCY BMECTE
C TMPWIOKEHUSAMH, VYKa3aHHbIMA B TEKCT€ JOKYMEHTa, MpU OTCYTCTBUH
NPUIIOKEHUM, YKa3aHHBIX B TEKCTE JOKYMEHTA, UCIIOJHUTENb 0053aH OpraHU30BaTh
UX PO3BICK M B ciyyae HMX OOHapyxeHuss chopMHUpOBaTh B JI€JIO BMECTE
C JIOKYMEHTOM, K KOTOPOMY OHHM Ipuiararorca. Eciu po3bICK JTOKYMEHTOB €l
IIOCTOSIHHOTO WJIM JIOJTOBPEMEHHBIX CPOKOB XPaHEHMs, B TOM YHCIE IO JINYHOMY
COCTaBy, HE€ Jal IOJIO)KUTEIBHBIX  pE3yJIbTaTOB,  COCTABIIIETCS  aKT
0 HEOOHAPY>KEHUHU JTOKYMEHTOB, IIyTH PO3bICKa KOTOPBIX UCUEPIIAHBI.

JIOKyMEHTBl ~ BHYTpU Jl€Ja  paclojiaralorci B XPOHOJOTMYECKOM
WJIA BOIPOCHO-JIOTHYECKON MOCIIE0BATEILHOCTH WA UX COUETaHHH.

HopmaTuBHBIE W OpPraHU3alMOHHO-PACHOPSAAUTENBHBIE  TOKYMEHTHI
C OTHOCSIIMMHCS K HHUM MPWIOKEHUSMHU TPYNIUPYIOTCS B Jena IO BHUAAM
JOKYMEHTOB U 110 XPOHOJIOTHH.

ITpoToKOIBI 3aceaHuil TEPPUTOPUATIEHON KOMUCCHH PACIIOAraroTCs B JIENe
[0 XPOHOJIOTMU B TMOPSAKE BO3pacTaHUsi HOMEpPOB. J[OKyMEHThI K 3acelaHHIo
TEPPUTOPHUATIBHON KOMHUCCUHU MTOMEUIAIOTCS MOCIE COOTBETCTBYIOIIETO MPOTOKOJIA
B IIOPSIZIKE PACCMOTPEHUS BOIIPOCOB HA 3aCEAAHUH.

[Tonoxenus, UHCTPYKLIVH, YTBEP>K/ICHHbIE pacnopsAIuTEIbHBIMU
JOKYMEHTaMH, SBJSIOTCA MPUWIOKEHUAMH K HHM M TPYIIIAPYIOTCS BMECTE
C YKa3aHHbIMHU JOKYMEHTAMH.

[InaHoBast U OTYETHAsA JOKYMEHTALMsSI HE3aBUCUMO OT J1aThl €€ COCTABIICHHUS
BKJIFOUAETCS B JIEJI0 TOTO rojia, K KOTOPOMY OHA OTHOCHUTCH.

IIpu neoOxomumoctn B nene «llepenucka» wucxoadmui (OTBETHBIN)
JOKYMEHT IMOMeIlaeTcsi mnociie Bxojsmero. llpu BO300HOBIEHUHM NEPENUCKU

10 BOIIPOCY, HayaBIICHCS B npeabI AymeEM 1rogy, 10KyMCHTbI BKIIIOYAKOTCsA B ACIIO
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TCKYHICTO T0Ja W YKa3bIBACTCA HWHACKC TOro Acjia II0 HOMCHKJIATYPC ACII

NOpeabIAYIIEro roja, B KOTOPOM HAaXOASTCS MPEAIIECTBYIOIIUE JTOKYMEHTHI
10 3TOMY BOINPOCY.

OOparienus rpakaaH U AOKYMEHTBI 10 MX PACCMOTPEHHUIO0 (HOPMHUPYIOTCS
B oTnenbHbIe fena. OOpamieHus, TOKYMEHThI M0 UX PACCMOTPEHUIO COCTaBJISIOT
B JI€JIE CaMOCTOSITENIbHbIE TPYyNIbl W TMOMEIIAIOTCS B JieJa B COOTBETCTBUU
C HOMEHKJIATYpOU JIe] TepPUTOPUATILHON KOMUCCHHU.

[Ipu dopMupoBaHuU Nieja U3 HECKOJIBKHX TOMOB (4YacTeil), KpoMe O0IIero
3aroJioBKa nena npu HEO0OXOAUMOCTH COCTAaBJISIFOTCS 3aroJIOBKU
KQKJI0TO TOMa (4acTH), yTOUHSIOIINE COJIep>KaHre TOMOB (4acTei) nena.

B nenax, Haxondmuxcst B JEJIONPOU3BOJICTBE, JOKYMEHTHI TEKYIIEro roaa
pacronararoTcs IO XPOHOJOTMHM CHHU3Yy BBEpPX II0 MEpE IMOCTYIUICHHUS.
[Ipy mnOATOTOBKE K clHadye B AapXWB Jela C JOKYMEHTaMU IOCTOSIHHOTO
U JIOJITOBpEeMEHHBIX (CBhIIe 10 JIeT) CPOKOB XpaHEHUs NepedOopMHUPOBBIBAIOTCS
B OOpaTHOM MOPSJKE: JOKYMEHT, MOCTYNHUBIINKA B KaJC€HIAPHOM IOy MOCIEIHUM,
JOJDKEH OBITh BHHU3Y JI€Nla, a MEepPBbIM JTOKYMEHT KaJIEHJApHOrO Troja — BBEPXY,
MIEPBBIM.

Jlena ¢ MOMEHTa MX 3aBEJICHUS W 10 MEPENIAuYd B apXHUB WU YHUUYTOKECHUS
B CBSI3M C MCTEYEHUEM CPOKOB XpaHEHUsl HAXOHATCsS y mpenacenarens (cexkperaps
Wi pabOTHHUKA amnmapara, OTBETCTBEHHOTO 3a BEJCHHUE JIETIONMPOU3BOJICTBA)
TEPPUTOPUATIEHON KOMHUCCHH.

DONEeKTpOHHBbIE  JTIOKYMEHThl ~ (OPMHPYIOTCSI B  DJIGKTPOHHBIE  Jela
B COOTBETCTBMM C HOMEHKJIATypod neia. B HoMeHknaType Jen yKa3blBaercs,
YTO JEeJ0 BEIETCS B DJIEKTPOHHOW (dopme. DIEKTPOHHBIE JOKYMEHTHI MOCIE
WX WCTOJHEHHS WM OTIPAaBKU TNOAJIeKaT XpaHeHuto B IIJ[ B TeyeHue CpoOKOB,
MPETYCMOTPEHHBIX 11 AHAJIOTHYHBIX JIOKYMEHTOB Ha OyMa)KHOM HOCHTETIE.
B cinywae eciu Jnena mpelncraBlieHbl Ha OyMakKHOM HocuTene W B (dopme
AJIEKTPOHHBIX JOKYMEHTOB («THOPHIHOE JeN0») W HE HMEIOT D3JIEKTPOHHOTO
obpaza B cootBercTBytomed PVYK, To oHM momiexar CKaHUPOBAHUIO

C MOCJEIYIOIUM MPUCOEAMHEHUEM 3JIEKTPOHHOIO 00pa3a B COOTBETCTBYIOIIYIO

PVK.



67
B HOoMmeHKkmaType Aen 3MeKTPOHHOE N0 M 10 Ha OyMa)KHOM HOCHUTENE

OTpaXKaroTCsd Kak JBa TOMa, MMEIIIME OJIMH 3aroJIOBOK M CPOK XpaHECHUS.
K unnekcy 31eKTpoHHOTO Jesia NpubaBiseTcs auTepa «O».

IIpoTokonsl 3acelaHuii, PEIICHUS TEPPUTOPUAIBHOW KOMHUCCHUH, CIHACKHU
IIPUTIIALICHHBIX, IPWJIAraéMple K MPOTOKOIY IOUIMHHBIE SK3EMIUIPBI PELICHUM
C COOTBETCTBYIOIIMMU IPUIIOKEHUSAMH, INPOTOKOJBHBIE NMOPYYECHUS, JOKYMEHTHI,
IIOCIIYKMBIIME OCHOBAHMEM JUIAI PAacCMOTPEHMS BOIPOCA Ha 3acelaHUH
TEPPUTOPUATIBHOM ~ KOMHUCCUH, paclIM(ppOBaHHAs  ayJHO3alKMCh  3aCeJaHus
(mpu ee HaMM4YUM), 10 TEPEAAYU B apXUB HAXOAATCA y mpejacenatens (paboTHHKA
afnmaparta, OTBETCTBEHHOTO 3a BEJICHUE JEJIONPOM3BOJCTBA) TEPPUTOPUATIBLHON
KOMMCCHU.

3a COXpaHHOCTh JOKYMEHTOB M JE€JI OTBETCTBEHHOCTbh HECET IIPENCENaTEeb
TEPPUTOPUAIIBHON KOMUCCHUHU.

Jlena JOJDKHBI HAXOAMThCS B pabodeid KOMHATE WM B CHEHUAIBHO
OTBEJICHHOM I ATOM LIeJIM MOMEIICHUH U XPAHUTHCS B 3alIUpPAOIIUXCS 1IKadax,
MIPENOXPAHAOIIUX JTOKYMEHTHI OT MBUIH U BO3JIEUCTBUS COJTHEYHOTO CBETA.

B wmensx obecnedeHuss ONEpPaTUBHOIO TIOMCKA JOKYMEHTOB Jela
pacronararorcs B COOTBETCTBUM C HOMEHKJIATYpOM J€JI, KONHUSA KOTOPOU
IpU HEOOXOIMMOCTH, TOMEILIAETCSl HAa BHYTPEHHEW CTOPOHE IBEpIIbI MKada.

Ha xopemikax o010XkeK /1eya yKa3bIBalOTCsS MHIEKCHI JIe] IO HOMEHKIIAType
Jen.

Jlena, Haxonsmuecs Ha TEKYyIIEM XpaHEHHMH, mNojuexar yuery. llepen
nepefayen  JOKYMEHTOB B apXHMB  NPOBOJUTCS  NPOBEPKA  HaIWYus
U COCTOSTHUSI IOKYMEHTOB M JIeJl B LIEJSAX YCTAHOBJICHUS (PaKTHUECKOTO HaJTUUHs
JIeJ1 ¥ COOTBETCTBHSI UX KOJIMYECTBY, YUACIIAILIEMYCS IO HOMEHKJIATyPeE JIEll.

IIpoBepka HaiMuMsi M COCTOSHMS JOKYMEHTOB M J€JI IIPOBOAUTCS
IIpY NIEpEMELIEHUN 1€, BO3BpaTe [eJ, CMEHE Ipeiacenareiss TEeppUTOpUaIbHOU
KOMMCCHH, IIEpe]] IIEpenadeii B apXuB.

[IpoBepka mNpoOBOAWTCA IIyTEM CBEPKM CTaT€d HOMEHKJIATYphl el
C OIMCAHUEM JIe] Ha O0JI0XKKE, a PU3NUECKOE COCTOSIHUE JIEN OIPEIEISIETCS TyTEM
UX BHU3YaJIbHOTO MpPOCMOTpa. Bce oOHapykeHHbIE HENOCTAaTKH (PUKCHUPYIOTCS

B aKTC IPOBCPKHU HATUYHNA U COCTOAHUA ACII.
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B cmywae yTpaThl JAOKYMEHTOB U JIe1 MPOBOAUTCS  CIyX)eOHOe

pacciieoBaHue, MO Pe3yJbTaraM KOTOPOIrO JIMLO, BUHOBHOE B YTpaTre, HECET
OTBETCTBEHHOCTh B  yCTaHOBJIEHHOM  mnopsnke. [IpuHumarorcss  Mepsbl
10 3aMELIEHUIO YTPAYEHHOTO JOKYMEHTA 3aBEPEHHOMN KOMUEH (110 BO3MOXKHOCTH).

Ecnu  ornenbHble JOKYMEHTBI, YK€ BKJIIOUECHHBIE B JI€JI0, BPEMEHHO
TpeOyroTcs ajis pabOThl, OHW MOTYT OBITh BBIJIAHBI W3 J€Jia, a HA HX MECTO
BKJIQ/IBIBAECTCS JINCT-3aMECTUTENIb C YKA3aHHUEM, KOTJla, KOMy M Ha KakOW CpOK
BBIJIaH JIOKYMEHT.

12.3. DkcnepTr3a HEHHOCTH JOKYMEHTOB.

OKcnepTu3a LEHHOCTH JOKYMEHTOB HPOBOJAUTCS JUIsl  YCTAHOBIICHUS
HAy4YHOM, HUCTOPUYECKOM M  IPAKTUYECKOM  3HAYMMOCTH  JOKYMEHTOB,
o0pa30BaBIIUXCS B TIpoleccEe JEATEIBHOCTH TEPPUTOPHUAIBHON KOMUCCHH,
C 1IeJIbI0 0TOOpA UX IS JATbHEHIIEro XpaHEHUs UM YHUUYTOKEHHUS.

OKcnepTh3a UEHHOCTH JIOKYMEHTOB IPOBOJUTCS TMPU  COCTaBIIEHUU
HOMEHKJIATyphl JIeJ, B Ipoiiecce (GOpMUpOBaHUS JieJ, MPU TMOJITOTOBKE JIeJ
K Iepenaye B apXWB, MPU BBIJCICHUM K YHHUTOXEHHUIO J€J, JJICKTPOHHBIX
JIOKYMEHTOB, HE MOJIEKALUX XPAHEHUIO.

JIns paccMOTpeHUsI MPOEKTOB HOPMATHBHO-METOAMYECKUX JOKYMEHTOB
10 BOIPOCaM JEJIONPOM3BOJICTBA U apXMBHOIO JENa, OMUCEW JeNl MOCTOSHHOTO
U J10AroBpeMeHHBIX (cBhIme 10 JieT) CpOKOB XpaHEHHUS, aKTOB 00 YHHUUTOXCHHHU
Jie]l U TIOKYMEHTOB, HE UMEIOIIUX HAyYHOU IIEHHOCTH U MPAKTUYECKOTO 3HAYCHUS,
PUKa30M TMpeaceaaresis TEPPUTOPHATIBHON KOMHUCCHUU CO3[AeTCsl AKCIepTHas
komuccus (nanee — OK).

B ee ¢pyHKUMHM BXOIUT pAaCCMOTPEHUE U COTJIACOBAHME HOMEHKJIATYPbI JE
TEPPUTOPUATIBHON KOMUCCHH.

B cocta DK Morytr BKIIOYAThCS UWICHBI TEPPUTOPUAIBHOW KOMHUCCHH,
IpaKJaHCKHE CITyXKaliue arnmnapara TepPUTOPUATIEHON KOMHCCHH,
M0 COrJIacOBaHMIO paboTHUKHU ammapara Caskt-lIletepOyprckoii m3OupaTenbHON
KOMHUCCHH.

[Ipy mnpoBeneHHM HSKCNEPTU3BI IIEHHOCTH JOKYMEHTOB OCYIIECTBIISCTCS
0TOOp JIeNT MOCTOSTHHOTO M JIOJATOBPEMEHHBIX (CBbImIe 10 JI€T) CPOKOB XpaHEHHS,

B TOM YMCJIC 110 JIMYHOMY COCTAaBY, 0T60p A€ C BPpECMCHHBIMU CPOKaMHU XPaHCHUA,
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noajicykalmux XpaHCHUIO, BBIJICJICHHUC K YHHYTOXCHUIO J[ICJI, CPOKH XPAaHCHUA

KOTOPBIX UCTEKJIH. [Ipu 3TOM OJTHOBPEMEHHO MPOBEPSAIOTCS KaY€CTBO U MOJHOTA
HOMEHKJIATyphl JeJ, MPaBUIBHOCTh OMNPEACIICHUS CPOKOB XpaHEHUs Jiell,
JIOKYMEHTOB.

DKclepTr3a LEHHOCTH JOKYMEHTOB OCYIIECTBISIETCS IyTEM IOJHCTHOTO
npocMoTpa nein. He pmomyckaercs OTOOp JOKYMEHTOB ISl XpaHEHUS
WJIU K YHAUYTOKEHUIO TOJIBKO HA OCHOBAHUU 3ar0JI0OBKOB JIEIL.

OTO6Op  SNMEKTPOHHBIX  JOKYMEHTOB IS  Tepeaadyd B apXuB
MOXXET OCYHIIECTBISITHCS B aBTOMAaTH3MPOBAHHOM pPEXHME IMyTeM O0TOopa
nokyMeHToB B I/ mo npusnakam «Haekc aena», « Cpok XpaHEHUSD.

JIOKYMEHTBI, YTpaTUBIIME TMPAKTUUYECKOE 3HAYEHWE U HE UMEIOIIUe
MCTOPUYECKOW WJIM HAYyYHOM LIEHHOCTH, [0 HUCTEYEHUU YCTAHOBJIIEHHBIX CPOKOB
XpaHEHUS MOJIEKAT YHUUTOXKEHHUIO IO aKTy.

AKTBI O BBIICJICHUU K YHUYTOXKEHUIO JIe] U JOKYMEHTOB PacCMaTPUBAIOTCS
Ha 3acenanusix OK OJHOBPEMEHHO C ONUCAMHM J€. YHUUYTOXKEHUE el
U JJOKYMEHTOB JI0 YTBEPK/ICHUS aKTOB 3aIpeiaeTcs.

I[To pe3ynpTaTaM »HKCOEPTU3bI I[IEHHOCTH JOKYMEHTOB PabOOTHUKOM
ammapara, OTBETCTBEHHBIM 3a  BEJEHHE  JICJIONPOU3BOJICTBA  €XKETOJHO
COCTaBJISIFOTCS  CBOAHBIE OMUCH JIel TMOCTOSIHHOTO U JOJITOBPEMEHHBIX
(cBpimie 10 7€T) CPOKOB XpaHEHHUS W MO0 JMYHOMY COCTaBy (IIPHIIOKEHUS
NoNo 13,14,15), a Takke akThl O BBIICJICHUU K YHHUTOXXCHHUIO JOKYMEHTOB,
HE TO/IJIeXKAINX XpaHeHHIO (TpuitoskeHue Ne 16).

Omucu e MOCTOSHHOTO M JIOJTOBpPEMEHHBIX (cBbIme 10 JeT) CpoKoB
XpaHEHHUs, a TakXKe akThl O BBIJCICHUU K YHUYTOXKEHUIO JOKYMEHTOB,
HE MOJUIeKAIINX XpaHEHHUI0, paccMaTpuBaroTcs Ha DK.

Onucu nien, JOKYMEHTOB TIOCTOSIHHOTO CpOKa XpPaHEHHSI U aKThI
O BBIJCICHUHM K YHUYTOXCHHUIO JOKYMEHTOB, HE TOJICKAIIUX XPaHCHHUIO,
MOJJIEKAT YTBEPKIACHUIO LleHTpambHOM 3KCIEPTHO-IPOBEPOYHOM KOMHCCUHU
(manee — LIDIIK) ApxuBHoro xkomutera Cankr-IletepOypra, a omnucu aen
no JuyHoMy coctaBy — yTBepxkaeHuo DIIMK II'A CII6. Tlocne yTtBepxkacHuUs
[[DTIK ApxuBHoro komuteTa Cankt-IleTepOypra onucu Jen 1 akThl O BBIICIICHUN

K YHHYTOXCHHIO JOJOKYMCHTOB, HC IIOJJICKAIIUX XPAHCHHUIO, YTBCPKIAAIOTCA
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npeaceaTeIeM TEPPUTOPUATIBHON KOMUCCHH.

YepHOBUKM UM  PYKONMCH IOJArOTaBIMBAEMBIX JOKYMEHTOB, KOIHHU
UHPOPMAIIMOHHBIX W JAPYTUX MAaTepHalioB, HE MOMJISKAIUX BKIIOUYECHHUIO
B HOMEHKJIATypy JeJ, 0 MHHOBAaHUM B HUX HAJOOHOCTH MOTYT YHHUYTOXKAThCS
0€e3 COCTaBJICHUS aKTa.

[leperner (moammBKa) A€ TPOU3BOAUTCA TOJIBKO TIOCIE MPOBEIACHUS
HKCIEPTU3bI LIEHHOCTU JOKYMEHTOB.

12.4. Opopmnenue ned.

Jlena, momyiexaiiyde Imepeaadye Ha XpaHEHHE B apXWB, JOJDKHBI OBITh
o(opmIIEHBI COOTBETCTBYIOLIUM 00pa3oM.

Odopmiienne nena BKIIOYAeT B ce0S MPOBEPKY CHCTEMaTH3alUd
JOKYMEHTOB BHYTpH Jl€Jla, HyMEpAIUIO JMCTOB, COCTaBJIEHUE BHYTPEHHEH ONucu
JNOKYMEHTOB fena (mpuioxkenue Ne 17), nucra-zaBeputens nena (MpUIOKEHHUE
Ne 18), opopmienne pekBU3UTOB 00JI0KKH, TOAIIUBKY (IIEPEIUIET) Aea.

B 3aBHCHMOCTH OT CPOKOB XpaHEHUs MPOBOJUTCS MOJHOE WM YaCTUYHOE
odopMIIEeHUE JIEII.

Jlena MOCTOSIHHOTO M JIOJATOBpEMEHHBIX (cBbilIe 10 J€T) CpOoKOB XpaHEHUs
noJyiekar noysHomy opopmienuto. IlonHoe odopmiienue aena mpexycmMaTpuBaeT
IPOBEPKY  CHCTEMaTH3aluMyd  JOKYMEHTOB BHYTPU  J€la, TPaBHIbHOCTH
ux oopmiIeHUS (HAUTMYUE HEOOXOIUMBIX TOAMKUCEN, BU3, OTMETOK O PETHCTPaIluu
Y WCIOJHEHUH, TMPUIOKEHUN), HyMEpaluio JIHCTOB, COCTABICHHE BHYTPEHHEU
ONMKCH JAOKYMEHTOB nenia (uisi 0co00 LEHHBIX NeJ, JUYHBIX JAeN, a Takxke e,
C(OPMUPOBAHHBIX MO PA3HOBUIHOCTSAM JOKYMEHTOB, 3arojlOBKM KOTOPBIX
HE paCKpBIBAIOT KOHKPETHOE COJEpkKaHUE JOKYMEHTA), COCTaBIICHHE JIUCTa-
3aBepuTeNd Jiena, opOpMIIECHHE PEKBU3UTOB OOJIOXKKH, MOJIMIMBKY (TIEpEIUIET)
nena.

Hena BpemeHHBIX (10 10 €T BKIIOYUTENBHO) CPOKOB XpPAHEHUs MOJJIeKAT
YaCTUYHOMY O(OPMIICHHIO: JIOMYCKAaeTcs He MPOBOAUTh CHCTEMATU3ALUIO
JOKYMEHTOB B JieJie, JIUCTBl JieJla HE HYMEpOBaThb, 3aBEPUTENbHBIC HAJIHUCU
HE COCTaBJISATh.

O6oxKa nena odopmsieTcs o YCTaHOBJIEHHOM dopme

(mpuinoxenue Ne 19). Ilpu stom o0Oo03HaYeHHE apXWBHOrO IK(pa, HAHOCUMOE
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B MPaBOM BEPXHEM YIiy, nepeBopauuBaeTcs Ha 180 rpaaycoB MO OTHOLIEHHUIO

K 0O0O3HAYeHHWIO B JICBOM HW)XHEM YIIy €AWHUIBI XpaHeHus. CBeneHus
Ha 00JIOKKY MEPEHOCATCS U3 HOMEHKJIATYPBI JIeJI C YTOYHEHUSIMH, OTPaKaAIOIIUMHU
(dakTUYECKuil COCTAaB TOMEUICHHBIX B JIEJ0 JOKYMEHTOB.

O6moxkka nena odopmisieTcss YEpHBIMH CBETOCTOMKMMH —YEpHHIIAMH,
pa30opurBoO, 06€3 COKpaIeHuH.

Ha o06mokke nema yka3bIBalOTCS CIEAYIONIME PEKBU3UTHI: HANMEHOBAaHUE
TEPPUTOPUATBHON KOMHUCCHH, ICIONPON3BOACTBEHHBI HOMeEp (MHIEKC) Jena,
3arojIOBOK Jefia, jJara Jena (Toma, 4acTH), KOJUYECTBO JHCTOB B JIeNE, CPOK
XpaHEeHUs Jiea, apXUBHbIN mudp nena.

PexBu3UTHI, mpocTaBisieMble HAa OOJIOXKKE Jiea, OPOPMIIAIOTCS CIEAYIOIUM
obpazom:

HaUMEHOBAaHUE TEPPUTOPUATIBHOW KOMHCCHUU YKa3bIBa€TCS B COOTBETCTBHUU
C PErJIaMeHTOM TEPPUTOPHAIbHON KomuccuH. [IpM M3MEHEHWH HaWMEHOBAHUS
TEPPUTOPUATBHON KOMHUCCUU B TEUEHHUE IMEPHOJa, OXBAThIBAEMOIO JIOKyMEHTAMU
7iena, Ha 00JI0KKE K CTapOMy HAaMMEHOBAHUIO MTPHUITHCHIBAETCS] HOBOE;

JEJOMPOU3BOACTBEHHBIN HOMEP (MHAEKC) Jiefa — MpocTaBisieTcss HudpoBoe
o0o3HaueHuEe (MHIEKC) Jieja M0 HOMEHKJIAType Jesl M yKa3blBaeTcsi HOMEp Toma
(gactn);

3arojIoBOK (HaMMEHOBaHME) Jejla TEePEHOCUTCS W3 HOMEHKIATYpbl el
(B HEOOXOAMMBIX CIy4asiX B 3ar0JIOBOK BHOCATCS YTOYHECHHUS);

Jata Jena—Ha OOJOKKE JieJa YKa3bIBalOTCS JIB€ JaThl, KOTOpPHIE
Ha3bIBAIOTCS KPaHUMU J1JaTaMU U COOTBETCTBYIOT TOJy 3aBEICHUS M OKOHYAHUS
nena. HaganmpHas ngata —3To JgaTa camMoro paHHEro, a KOHEYHas JaTa — jJara
camMoro Mo3AHEro JOKyMeHTa B jaene. [Ipu 3ToM ydMTHIBAaIOTCS AAThl BXOMASILUX
U HCXOIAUIMX JOKYMEHTOB (B cllydae HMX OTCYTCTBHS — AaThl PETUCTpaLUU
JOKYMEHTOB) M HE YYUTHIBAIOTCS JAThl CIIMCAHUs JTOKYMEHTOB B JIEJ0, YKa3aHUH
10 WCIIOJIHEHUIO JOKYMEHTOB, OTMETOK HCIIOJIHUTEINS (32 UCKIIOYECHUEM CITy4aes,
KOTJla Ha JOKyMEHTaX He UMEETCs IPYTUX JaT, KpoMe MepedyrcieHHbIx). JaTtamu
JIeIT, COAepKAIIUX MPOTOKOIIBI 3aCEaHHM, SIBISIFOTCS JaThl IEPBOTO U MOCIETHEr0

IIPOTOKOJIOB, BOICAIINX B ACJIO.
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[Ipn HanucaHuu KpaWHUX AAT HA OOJIOKKAX JeN MOCTOSHHOTO XpaHEeHHs

YHCJIO U T'OJl IPOCTABIIAIOTCS apaOCKUMU IUPpaMy, a Ha3BaHUE Mecsla MUILETCs
nponuchio 0e3 cokpameHus. Ha o0sokkax 1€ BPEMEHHBIX CPOKOB XPaHEHHS
YKa3bIBAE€TCS TOJIBKO TOJI.

Ha o0noxkax nen, COCTOSIIMX W3 HECKOJNBKUX TOMOB (4acTei),
IPOCTABIIAIOTCS KpallHUE AaThl KAKJIOTO TOMa (YacTH).

KonndyecTBO  NpOHYMEPOBAHHBIX B JI€J€  JIMCTOB  IIPOCTABIIAETCS
C JINCTA-3aBEPUTEIIS JIETIA.

Cpok XpaHEeHHs TEPEHOCUTCS Ha OOJOXKKY Jelia U3 HOMEHKJIATyphl Jedl.
Ha nemax noctossHHOrO XpaneHus numercs: «I[1ocTossHHOY.

ApxuBHBINA mU)p Jena coOCTOUT U3 HoMmepa PoHaa, HOMEpa OMUCH, HOMEpa
JieNa MO0 OIMCH U MPOCTABJISIETCS TIOCIIE YTBEPKICHHSI M COTJIACOBAHUS OMMCEN J1eT
MOCTOSTHHOTO U AOJTOBPEMEHHBIX (CBbIIE 10 JIeT) CPOKOB XpAHEHHUS.

Ha «kopemke Jena yKa3bIBalOTCS 3arojIOBOK  JieJla, MHAEKC Jena
110 HOMEHKJIAType, J1aTa JAeJia U CPOK XPAaHEHUSI.

B wmenmsx oOecnedyeHHs COXpPAaHHOCTM M 3aKpeIUIEHUS  MOpSIKa
pPacoJIOKEHUS] TOKYMEHTOB, BKJIIOYEHHBIX B JI€J0, BCE JIUCThI, KPOME YHUCTHIX,
JUCTa-3aBEpUTENs  JI€la M JINCTOB BHYTPEHHEW  ONUCH, HYMEpYHOTCS
B Pa3BEpPHYTOM BHUJE apaOCKuMu IudpamMu BajgoBol Hymeparueid. YUCThie JTUCTHI
U3 jena u3bIMaroTcs (0e3 MOBpPEeXAEHHUS IEIOCTHOCTH JeJla) U YHUUYTOXKAIOTCS.
JIucTel HyMEpYIOTCS MHPOCTBIM KapaHJAllOM CBEPXY BHH3 B BO3pacTarolEeM
NOpsIJIKE HOMEPOB HauMHasi ¢ nepBoro. Llndpsl npocTaBisitoTCsA B MPABOM BEPXHEM
yrity nucra. Hymepanus nBETHBIMHM KapaHAalllaMH, YEpHUIAMU U HyMepaTopaMu
HE JOIMyCKAETCs.

JIOKYMEHTBI ¢ COOCTBEHHOW HyMmepalueil JUCTOB, B TOM YHUCIE TMEYaTHbIC
U3JIaHUsl, HYMEpPYIOTCS B OOIIEM TOpSAKE WM COXPaHSAIOT COOCTBEHHYIO
HYMEpAIIMIO, €CIM OHAa COOTBETCTBYET MOPSJIKOBOMY PACIOJIOKEHUIO JIUCTOB
B JIEJIE.

Cnoxennbii  juct Oosbioro dopmata (A2, A3) pasBopauuBaercs
U HyMepyeTcs B MPaBOW 4YacTU BepxHero mnousis Jmcra. [Ipu 3ToM nuct maroboro

dbopmara, TOAIIUTHIA 3a OJWMH Kpail, HyMmMepyeTcs KaK OJWH JIMCT, a JIUCT,
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CJIO)KCHHBIM M IOAIIMTBIM 33 CEPENHHY, NMOJJIEKUT IEPEIIMBKE U HyMEPYeTCs

KaK OJMWH JIHUCT.

Ecin B nene ectb KOHBEPT C BIOXKEHUSAMH, TO CHayala HyMepyercs
KOHBEPT, a 3aT€M OY€pPEAHBIM HOMEPOM KaXK/10€ BIIOKEHHUE.

®dotorpaduu U Apyrue WUIIOCTPATHBHBIE MaTepHalibl HYMEpPYIOTCS
Ha 000OPOTHOI CTOPOHE B JIEBOM BEPXHEM YIIIy.

JIMCT ¢ HAarayXo HaKJIEEHHBIMU JIOKYMEHTaMU (BbIpe3kamu, (pororpadusimm)
HyMEpyeTcsl KaKk OJIMH JIUCT. Eciiu K TOKyMEHTY MOJKJIEEHbI OJHUM KpaeM Apyrue
JIOKYMEHTBI (BCTaBKU TEKCTA, IEPEBOJIBI), TO KaXKIbIi JTUCT HYMEPYETCS OTIEIBHO.

[Ipunoxenue K Jelly, COCTABIBIIOUIEE OTIEIbHBIM TOM, HyMEpYyeTcs
OTJIEIBHO.

[Ipy Hanuuuu OTHEIBHBIX OIIMOOK B HyMEpaluu JHCTOB B Jelax
IpU TOArOTOBKE HUX K CJade B apXHWB JOIYCKAETCd IO COINIACOBAHUIO
C HUM yINoTpeOJIeHHE JIUTEPHBIX (C OYKBEHHBIMU JOMNOJHEHUSMH) HOMEPOB
JIUCTOB.

B nenax MOCTOSTHHOrO CpoKa XpaHEHUS W OTIEIbHBIX KAaTEropusiX el
0 JUYHOMY COCTaBy (JIMYHBIX JI€flaX, a TaKKe JieJlaX, BKIIOYAIIIMX B ce0s
TPYJIOBBIE JIOTOBOPBI, JIOIOBOPBHI T'PAXKIAHCKO-IIPABOBOIO XapaKTepa M AKThI
BBINIOJIHEHHBIX pa0OT K HUM) JJId y4yeTa M IMOMCKAa JOKYMEHTOB B Hayaie Jesa
MO>KET IMOMEIIATHCS BHYTPEHHSIS1 onKCh (mpuiioxkenue Ne 17).

JIucThl BHYTpEHHEN ONTMCH HYMEPYIOTCS OTIEIIBHO.

Kaxxnoe neno 3akaHYMBAaeTCsl JTMCTOM-3aBEPUTENIEM YCTAHOBJIEHHON (POPMBI
(mpunoxenue Ne 18).

B nucre-3aBepurene gena uu@pamMu U MPONUCHI0 YKAa3bIBAETCS (DaKTUUECKOE
KOJIMYECTBO JINCTOB B JJAHHOM JIEJI€, @ TAK)KE HAINYUE JTUTEPHBIX U MPOITYIIEHHBIX
HOMEPOB JIUCTOB, KOJMYECTBO JINCTOB BHYTPEHHEH ONHCH M HAJIMYUE CPEAU
JIOKYMEHTOB Ta3eT, KHUT, OpoIIop, dyepTexeu, gororpaduii, pucyHkoB U T.1.,
CTaBSITCS JaTa W MOJNUCH pabOTHHKA, c(HOPMHUPOBABIIETO JENIO, U YKAa3bIBAIOTCS
€ro JOJHKHOCTb, WMHULMANBI U (amunug. Ecian koiMyecTBO JHCTOB B Jeie

HN3MCHACTCA, 3aBCPUTCIIbHAA HAAIINMCH COCTABJISAACTCA BHOBD.
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[Ipu moAroToBKE A€ K MOJAIMIMBKE (MEPEIIETY) NPOBEPAETCA NIPABUIBHOCTD

ux (popMupoBaHusi, opopmieHus. MeTaminyeckue U IJIACTUKOBBIE CKPEIUICHUS,
a TAKXKE TEPMOIEPEIUIETHI U3 JOKYMEHTOB YIAJISIFOTCS.

JIOKYMEHTBI TIOJIIIIMBAIOTCS TaKUM 00pa3oM, YTOOBI MOXKHO OBLIO CBOOOJIHO
MPOYNUTATh TEKCT KaXAOro ITOKYMEHTA, BU3bl M YKA3aHHUS 110 HCIOJHECHHIO
JIOKYMEHTA.

12.5. Ilepenaya nen B apXuB.

ITepenaua aen nocrosinHoro cpoka xpaneHus B III'A CII6 ocyiecTBisieTcs
noenHU4YHO 1o yTBepkaeHHbIM L[DITK ApxuBHoro komutera Cankr-IlerepOypra
OIMCSIM JI€JI HOCTOSIHHOT'O XPAHEHHS.

[IppueM MAOKYMEHTOB Ha IOCTOSHHOE XpaHEHHe OQOpMIIIETCS aKTOM
nmpuema-fnepeayn 10KyMeHToB (mputoskerue Ne 20).

IIpn mepenade Aesn Ha BCEX JK3EMIULIPAX ONMUCH JI€] INMPOTHB Ka)JI0ro
BKJIFOYEHHOTO B Hee Jena B rpade «IIlpuMeuanue» cTaBUTCA OTMETKA O HAIMYUHU
nena. B KOHIE KaxJ0ro HK3eMIUIsipa ONUCH JIeJ YKa3blBaloTCs IU(ppaMu
U TPOINHUCHI0 KOJMYECTBO (PAKTUYECKH MPUHATHIX (MI€peJaHHbIX) B apXWB e,
WHULMAIB U (aMUIIMU JIUL, OCYIIECTBISIOIIMUX IMpUEM-Tiepeaady Jei, CTaBATCA
UX MOJIUCH U J1aTa.

IIpu mpueme nen B apXWBe MPOBEPSAETCS MPABWIBHOCTh MX O(OPMIICHHS.
Hena, odbopmiieHHBIE C HapyIlIeHHWEM IMpaBUJl, YCTaHOBIEHHBIX WHCTpyKIneH,
BO3BpAILAIOTCS B TEPPUTOPUAIBHYI0 KOMHUCCHIO C YKa3aHMEM HEIOCTaTKOB
JUTSL UX YCTPAHEHHS.

TeppuropransHas KOMHCCHS uMeeT IPUOPUTETHOE paBo
Ha MCIOJIb30BaHUE TOKYMEHTOB, MEPEJAHHBIX €10 Ha TOCYIapCTBEHHOE XpaHEHHUE,
B TOM YHCJIE Ha UX MEPBYIO MyOINKAIHUIO.

12.6. icnonHeHHbIE 3JEKTPOHHBIE JOKYMEHTBI CUCTEMATU3UPYIOTCS B JI€iia
B COOTBETCTBUM C HOMEHKIATypOH Jie1 TEepPPUTOPUAIBHOW KOMHUCCHUHU.
[Ipu cocraBiieHNH HOMEHKJIATYPHI €]l B 3aroJIOBOK JIeja BKJIFOYAETCS yKa3aHHUE
«DIIEKTPOHHBIEC TOKYMEHTBD».

Cpoku XpaHEHMsS] DJEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CpOKaM

XPaHCHUA aHAJIOTUYHBIX JJOKYMCHTOB Ha 6YM3)KHOM HOCHTCIIC.
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3KCHepTI/I33 IHCHHOCTH  JJICKTPOHHBIX  NTOKYMCHTOB OCYIICCTBIIACTCA

B 06HICM NopsAAKE, YCTAaHOBJICHHOM JJIA AJOKYMCHTOB Ha 6YM8,}KHOM HOCHTCIIC.
ITocne wucreueHus CpOKa, YCTAHOBJICHHOI'O MJId XpPaHCHHA JJICKTPOHHBIX JACII
(C-)J'IeKTpOHHBIX I[OKYMCHTOB), Ha OCHOBAaHUH aKTa 0 BbIACIICHUHN
HX K YHHYTOXCHHUIO, YTBCPIKIACHHOI'O IIPCACCHATCIICM TeppHTOpHaHLHOﬁ
KOMHUCCHUH, YKA3aHHBIC 3JICKTPOHHBLIC CJIa (BJ'ICKTpOHHBIe I[OKYMGHTBI) nmoaJjiexxar
YHUYTOKCHHIO.

SHCKTPOHHBIG AOKYMCHTBI IIOCTOSAHHOI'O CpOKa XpaHCHUA IICPCAANOTCA
Ha apXWMBHOC XPAHCHHUC II0 OIIMCAM C O(i)OpMJ'IGHPICM dKTa IIpuemMa-rcpecaaiu

QJICKTPOHHBIX NOKYMCHTOB.

13. OTBEeTCTBEHHOCTH

13.1. YsteHBl TEPPUTOPUAIBHONM KOMHMCCHUM M TPaXKIAHCKHUE CIIy>KalllHhe
amnrapara TEPPUTOPHAIBHOM KOMMCCHUM, TpaXkJaHE, 3aMEelalollne JOJDKHOCTH,
HE SBJIAIOIINECS TOJDKHOCTSAMHU TOCYJapCTBEHHOMN Ipa)KAaHCKOU CIIy»KOBbI, a TakKe
rpakJaHe, IMpPUBJIEKAEMbIE [0 T'PaKIAHCKO-IIPABOBBIM JOTOBOPAaM, HECYT
NEPCOHANIBHYIO OTBETCTBEHHOCTh 3a coOmtojeHue TpeboBanuii WHCTpykuuwy,
COXPaHHOCTb HAXOJSIINUXCS Y HUX JOKYMEHTOB.

13.2. OTBETCTBEHHOCTH 3a OpraHU3aLUIo0 JEJIONPOU3BOCTBA
B TEPPUTOPUAIIBHON KOMHUCCHH, BHEJPEHUE aBTOMAaTU3UPOBAHHBIX
(KOMIBIOTEPHBIX) TEXHOJIOTMA TOATOTOBKM W 0OpabOTKM  JTIOKYMEHTOB,
oOecrieyeHne COXPaHHOCTH IOKYMEHTOB M IepeAadyy HUX B apXuB, KOHTPOJb
3a coOmtoienneM  TpeOoBaHUM NucTpykuuun HECET IpeaceaaTellb

TEPPUTOPUATIBHON KOMUCCHH.



IIpunoxenue Ne 1

K TunoBou HHCTPYKINH
10 JIEJIONPOU3BOJICTBY B TEPPUTOPUATIBHON
n3oupatenpHOi komuccun B CaHkT-IleTepOypre

(I)opMa PErUCTPANMOHHOIO KYPHAJAa BXOAAINUX JOKYMECHTOB

OtMmeTKa 00
HUCIIOJIHEHUN
. | Kpatkoe
Perucrpamu Hcxonsammin (mara
o coaepxa- IImanoBas
Hata OHHBIN Koppec- HOMED Crnoco6 WCTIOTHEHUS
HHE Pe3omronma | McnoaHurensb narta
MOJTyYEHUs HOMEp MMOHJIEHT U JaTa MOJyYEHUs U /unm
(xos-BO HCIIOJTHEHUS
JIOKYMEHTA JIOKyMEHTa PEKBU3UTHI
JICTOB)
HUCXOJISIIETO
JIOKYMEHTA)
®DopMa PerucTPaAlMOHHOI0 )KYPHAJIA UCXOAALIUX JOKYMEHTOB
Kpatkoe conepxanue
aTa PerucrpanuoHHbIi OKyMEHTa ®HUO noxnucadTa
A panl Anpecat JOKY a1 HUcnonaurens Bun otnpaBku
perucTpanuu | HoMep JOKYMEHTa (PEKBU3HUTHI BXOJISIIIETO JIOKyMEHTa

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




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

HEPEYEHDb
JOKYMEHTOB, He MOJJIeKAIMX PerucTpaluu

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

2. YueOHble IporpaMMbl, IJIaHBI.

3. PeknamHbIe U3BEIICHMUS, IaKaThI.

4. Ilo3npaBUTENBHBIE INCbMA U TEJIETPAMMBI.

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

6. byxranrepckue JOKyMEHTBHI.

7. IleuyaTHBIC N30aHUA.

8. OmepaTuBHas MH@OpMalMs, MOCTyHarouias IO KaHajlaM  CBSI3U
['ocymapcTBeHHOM aBTOMAaTH3WpOBaHHOW cuctembl Poccuiickoit ®enepanuu
«BBIOOpEI».

9. O0Gparenus rpaxkaaH, MOCTYNUBIINE HA aIPeC dJIECKTPOHHON MOYTHI.



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

AKT

MBI, HUKEO AU CABIIINECS

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

HaCTOHHII/Iﬁ dKT COCTABJICH B IBYX JK3CMILIISIpaAx.

[Toanuce, pacmmppoBKa MOANHUCH:




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

DopMbI 0JIAaHKOB, HCII0JIb3YEeMbIX B TEPPUTOPUAIBLHONH KOMHUCCHU



«

»

TEPPUTOPUAJIBHASA U3BUPATEJIBHAA KOMUCCHUA Ne

IIPOTOKOJ 3ACEAAHUNUA

20  ron No

Cankr-IletepOypr



«

TEPPUTOPUAJIBHASA U3BUPATEJIBHAA KOMUCCHUA Ne

PEINIEHHUE

» 20 ron No

Cankr-IletepOypr



«
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TEPPUTOPUAJILHASI U3BUPATEJIBHASI KOMUCCHS No
NPEJCEJAATEJD

INPUKA3

» 20  ron No

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

Ne

Ha Ne oT




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

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

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

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

2. HauMmeHoBaHue BHUIa IOKYMEHTA NI€YaTAETCS MPOMUCHBIMU OYKBAMH.

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

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

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

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

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

o mpudT PT Astra Serif
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o pasMep 14 myHKTOB
o OTCTYII cieBa 0cm
cIipaBa 0cMm
o WHTEpBAJI nepen 0 myHKTOB
rocie 0 myHKTOB
o MEKCTPOYHBIN UHTEPBA IOy TOPHBIN
o nepBasi CTpoka oTcTyn Ha 1,25 cMm
o BBIPDABHUBAHUE 10 IIUPUHE.

8. Ilpu ¢dopmaTupoBanuu TaONHI HEOOXOAMMO COOJIOATH CIIEIYIOLIUE
TpeOOBaHMUS:

Tabiuia Bcerma JO0DKHa WMETh Ha3BaHWE, KOTOPOE BBIPABHHUBACTCS
10 LIEHTPY AOKYMEHTA,

TabJIMIa BBIPABHUBAETCS TI0 LEHTPY JIUCTA;

3aroJIOBKM CTOJOIIOB U CTPOK BBIPABHUBAIOTCS IO IIEHTPY STYCHKU;

JaHHbIE B sTYelKax TaOJUIIbl BEIPABHUBAIOTCS CBEPXY IO JIEBOMY Kpalo;

MPOJOHKEHNE TaOIHIIBI HA HOBOM JIMCTE MOKET HAUMHATHCS C 3arOJIOBKOB
ee rpad (umu HOMEpoB rpad B ciydae, eciu rpadbl TaOIUIBI HA TIEPBOM JIHCTE
MIPOHYMEPOBaHbI);

CTPOKHU TaOIUIIBI IEPEHOCATCS Ha HOBBIM JTUCT TOKYMEHTA UCKIIOYUTEIBHO
LEJIUKOM;

MIMpUHA W BBICOTA TaONWIBI HE JOJDKHBI MPEBBINIATH pPa3Mepbl MoJei
JIOKYMEHTA.

9. Pazmepsl noneil JOKyMEHTa JOJKHBI UMETh CIIEAYIOIINE MapaMeTpPhbl:

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

Ot kpas A0 KOJOHTHUTYJIA:
° BEPXHETO 1,25 cm

° HWKHETO 1,25 cm.
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10. ITpu moAroTOBKE TOKYMEHTOB UCIOJIb3YIOT CJIEYIOUIUE PEKBUZHUTHI:
® HaWMEHOBAHUE OPTaHU3ALINY;

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

® MECTO COCTaBJIECHMS (M3aHUs) TOKYMEHTA;

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

e rpud yTBEpKICHUS TOKYMEHTA,

® 3aroJIOBOK K TEKCTY JOKYMEHTA;

® TEKCT JOKYMEHTA;

® OTMETKA O HAJUYHMH MPUIIOKEHUS;

® [OJIIUCH;

® OTMETKa 00 3JIEKTPOHHOM MOANNCH;

e rpud coriacoBaHus JOKYMEHTA;

e OTMETKa 00 UCIOJIHUTEIIE;

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

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

N3 HCCKOJIbBKUX CTPOK, I€YaTar0T CO CIACAYIOINMU ITapaMCTpaMu:

o mpudT PT Astra Serif

o pasmep 14 myHKkTOB

o OTCTYII cieBa 0cMm
cripaBa 0cMm

o WHTEPBAJI nepen 0 myHKTOB
rnocsue 0 myHKTOB

. MEKCTPOUYHBIN UHTEPBAI OJMHAPHBIN

° OTCTYII IIEPBOU CTPOKH HET
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o BBIPABHUBAHUE 10 LIEHTPY.

12. PekBu3uT «Aqpecar» MevararoT co CIASAYIOMUMU TapaMeTpamMu:

o mpudT PT Astra Serif

o pa3Mep 14 myHkTOB

o OTCTyIl cieBa 7 cM
cripaBa 0cMm

o UHTEpBa nepen 0 myHKTOB
1ocie 0 myHKTOB

o MEKCTPOYHBIN HHTEPBAJ OJIMHAPHBIN

o OTCTYII IIEPBOU CTPOKH HET

o BBIPABHUBAHNE 10 LIEHTPY.

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

kiapui Shift — Enter), nHampumep:

COI'JTACOBAHO

PykoBonurens PenepanibHOTO
ApXUBHOT'O areHTCTBA

A.H. AptuzoB

[Ipu wucmonb30BaHUM B TEPPUTOPHAIBHON KOMHUCCHUU HACHTH(PUKATOPA
AJICKTPOHHON KONMU JOKyMeHTa (KOJOHTHUTYJA) OH IleYaTacTcs B JIEBOM YIIIy
HUYKHETO TIOJISI KQKJIOH CTPAaHMIIB JOKYMEHTA MPUGPTOM 8 ITyHKTOB.

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

Ecmu JAOKYMCHT UMCCT IMPUJIOKCHUC, TO OHO II€YATACTCA C HOBOM CTpaHHIIbIL.
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14. Jlnia BBISIBJICHUS U KCIPABIEHUS BO3MOXKHBIX OLIMOOK B MPABOINMCAHUU
B cPOpMHUpPOBaHHBIX (paillax PEKOMEHIYEeTCS  OCYIIECTBISATH  MPOBEPKY
JIOKYMEHTOB, UCIOJIb3Yysl CUCTEMbI IPOBEPKU MPABOTTHUCAHUS.

15. Kaxaplif TOKYMEHT CO BCEMH MNPUIOKEHUSIMH K HEMYy I[OMEIIAIOT
B OTIETBHBIN (Dailyl (eciy MPHIIOKESHHS CO3/IaHbl OJHUM IpoIieccopoM). BHyTpu
daiina cam TOKYMEHT U KaKJ0€ MPUJI0KEHNE TTOMEIIAIOT B OTCIBHBIC Pa3/IeIbl.

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

17. He nomyckaercs mucath CIOBa C pa3psaKoi, BCTaBIsAS POOEIbI MEXKITY
OykBamu B ciioBax. He pomyckaercs MCHoJib30BaHHE TPOOETIOB JJIsi 00pa30BaHUs
ab3a1iHOTro OTCTyna (KpacHOM CTPOKHM) WIIM MYCTHIX CTPOK. B TekcTe HE JOIKHO
BCTpeUaTbCsl MOJpsia Oojee OJHOro CMMBOJIa mpoOena. PasneneHue MHUIIMAIIOB
u dammwiny, cumBoia Ne U yucia, MOpsAJIKOBOTO HOMEpa CTaThH, YacTH, ITYHKTa
WM TIOJMYHKTA MPaBOBOTO aKTa, YMCiIa MeCslla U Ha3BaHUsS MecAlla, Yuciia roja
U CJIOBA «TOJl», JIIOOBIX YWCIOBBIX 3HAYCHUW WM €IWHUI] U3MEPEHUS JeIacTcCs
C HCIOJB30BaHUEM Hepa3pbIBHOro mpobena (coueranue knaBum Shift — Ctrl —
[TpoGen).

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

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

20. He pnomyckaeTcsi UCIHOJB30BaHUE CUMBOJia TaOymsauuu (—) s
oOpa3zoBanust ab3arHOrO oOTcTyna (KpacHOM CTPOKH) WM IYCTBIX CTPOK.
AO3aiHbIl OTCTYNl yCTaHaBIMBaOT B MeHI0O Dopmatr/AG3al] WM C MOMOIIBIO
BEPXHET0 JIBUYKKA HA TOPU30HTAIIBHOM JINHEUKE.

21.He pnomyckaercs HCHOJBb30BaHUE CHUMBOJIA «-» JUIsl 0OO3HAYCHHS
nepeHoca. BmecTto Hero cieayeT UCIOIb30BaTh CHUMBOJI MSTKOTO TIepeHoca

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

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

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

Shift — Enter).



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

Cnucok pacchblJIKH HCXOIAILIMX T0KYMEHTOB

Ne HaunMeHoBanue oprana

IToJiHbBI MOYTOBBIN aapec
n/n (opranusamnun)

[Ipencenarens TeppuropuanibHOU

u30uparenbHo komuceuu No

(moamuce) (pacmudpoBKa MOAMUCH)

Hcnomaurens

(moamuce) (pacmudpoBKa MOAMUCH)

« » 20 1.




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

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

. HaumenoBanue I'PYIIIIBI U BUO4d JOKYMCHTA.

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

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

10. 3aroyoBoK K TEKCTY (KpaTKOE COAECpKaHUE JOKYMEHTA).

11. Uaaekc aena mo HOMEHKJIAType Jedl.

12. CBenenus o nepeagpecany JOKyMEHTA.

13. KosnnuecTBO JINCTOB OCHOBHOT'O IOKYMEHTA.

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

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

16. OT™MeTKa 0 KOHTpOJIE.

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

18. ITpoBepka 371eKTpOHHOM MOoANUCH (TIPU HATTUYUH).

19. Ilogpaznenenre — OTBETCTBEHHBIN UCIIOTHUTEb JOKYMEHTA.

! Ucnone3yeTest COKpalenue, IpUBEAEHHOE B yHKTe 1.8 HacTosmmel MHCTpyKIwy.
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20. @aiinbl  IEKTPOHHOTO JOKyMeHTa (KojaudecTBO (hailyioB, HMEHa

Gbaiinos).



[Tpunoxenue Ne 8.1

K TunoBou MHCTPYKLINH

IO JICJIONPOU3BOJICTBY B TEPPUTOPUATIBHON
n3bupatenpHOi kKomuccuu B CankT-IleTepOypre

KYPHAJ
ydeTa JMYHOI0 MPUeMa IrPakIaH
B TeppuropuajbHoii M130MpaTebHOH KOMUCCHH Ne

OTMeTKa d.N.0.
ITouToBbIN Kpartkoe 0 pe3yJabTaTax M NOoANNCHL
Ne Jlara D.N.0. P pesy A
aapec coJepkaHue npuemMa Juua,
n/m | npueMa | 3asiBUTEJIsA
3asiBUTEJISA oOpameHust (npunsATOE NPOBOAUBIIEr0
pelieHue) npueM
1 2 3 4 5 6 7
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[Tpunoxenue Ne 8.2
K TunoBou MHCTPYKLINH
0 JICJIONPOU3BOJICTBY B TEPPUTOPUATHHON
n3buparenpHOi komuccun B CankT-IlerepOypre

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

Jara oOpamienus
Jara npuema

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

Kareropus 3asButeis

Copepxanue obpalieHus

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

coriiacu€ Ha MNOpeaoCTaBJICHUC MHC YCTHOTO OTBETa B XOJAC JMYHOrIoO IMpueMa 10 CYHECTBY
IMMOCTABJICHHBIX B YCTHOM 06paH_ICHI/II/I BOITPOCOB. IIuceMeHHOTO OTBETA HE Tpe6yeTc51.

(mata) (ToanUCH 3asIBUTEIS) (pacmmdpoBKa MOAMHUCH)

A,
BbIpaXaro

(Damunusi, UMs, OTYECTBO 3asIBUTEIIS)

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

(mata) (moamuch 3asBUTEINS) (pacmmdpoBKa MOANHUCH)
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ITpunoxenue Ne 9
K TunoBou MHCTPYKLINH
0 JICJIONPOU3BOJICTBY B TEPPUTOPUATHHON
n3buparenpHOi kKomuccun B CankT-IlerepOypre

JIucer coryiacoBanus

JIOMKHOCTH

dammus,

Hara Ionnucsy WHULUAJIBI

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

YTBEPXIAIO

[Ipencenarens TeppuroprnanbHOU
n30UpaTebHON KoMUccHH Ne

(moamucek) (vHUIMATBI, (HhaMUITHS)

« » 20 r.

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

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

(moamucek) (pactmmdpoBKa MOAMHUCH)
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[Tpunoxxenune Ne 11
K TUIOBOW MHCTPYKLINU
IO JICJIONPOU3BOJICTBY B TEPPUTOPUATIBHON
n3bupatenpHOi kKomuccun B CankT-IleTepOypre

HEPEYEHD

nmoAJICKaAaUX KOHTPOJJIK JOKYMEHTOB € YKa3aHUEM CPOKOB HCITOJIHCHUS

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

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

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

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

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

6. [TocranoBieHUs, pelieHus 3aKOHOJATEIBLHOTO CobOpanus
Cankr-IleTepOypra — coryiacHO yKa3aHHOMY B HUX CPOKY.

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

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

9. [Mapnamentckue 3ampocbl CoBera Denepannu Deaepansuoro Cobpanus
Poccuiickoit deneparnuu, I'ocymapctBennoit [dymber denepanbhoro CoOpanus
Poccuiickoit ®@enepaiuu —HE TMO3JHEE UYeM uepe3 15 KaleHIapHbIX JHEW
CO JHA TIOJIYyYEHUS NapIaMEHTCKOTO 3amnpoca WM B HWHOW YCTAHOBJIEHHBIN
cooTBeTcTBYMOIIECH nanaroil denepansHoro Cobpanusi Poccuiickoit denepanmu
CPOK.

10. 3anpocsl CEHAaTOpOB Poccuiickoit denepanuu, JEMyTaToOB

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

11. O6pamienuss  cenatopoB  Poccuiickoit ~ deneparuu,  JAemyTaToOB
I'ocynapctBennoit Jlymer ®DenepanpHoro CobOpanusi Poccuiickoit depeparuu
[0  BONpOCaM, CBSA3AHHBIM C WX  JEATEIbHOCTHIO, — HE3AMEJIUTEIBHO
(mpu HEOOXOAMMOCTH TOJYUYEHUS IOMOTHUTEIBHBIX MaTepUAJIOB — HE TO3THEE
yeM yepe3 30 KaJeHAapHbIX JHEH CO THS MOIyYeHUsT OOpaIeHMs).

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

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

14. IIpoTtect mpokypopa — He o3aHee yeM yepe3 10 kaneHaapHbIX THEH.

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

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

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

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

pedepenayma U coAepXallee BOMPOCHI, PEIIEHHE KOTOPhIX HE BXOJMT

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

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

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

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

IPe0CTaBIICHUSI.
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[Tpunoxxenune Neo 12
K TUIOBOW MHCTPYKLINU

IO JIETIOTIPOU3BOJICTBY B TEPPUTOPHATEHON
n3buparenpHOi komuccun B CankT-IlerepOypre

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

ITpoTokos DKCIEpTHOW KOMUCCUHT
TeppuropuanbHON 30UpaTeIbLHON KOMUCCUU No

oT No

Cexkperapp Cankr-IletepOyprekoit
M30MpaTeTLHON KOMUCCUU

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

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

B ToMm uucie

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

Ha 6ymaxkxnom HocuTene

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

ITocTossHHOIO

JonroBpemennoro (cBoiie 10 jer)

Bpemennoro (0 10 et BKIIOYUTENBHO)

DNEKTPOHHBIX

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

TlocTostHHOTO

JonroBpemennoro (cBaiie 10 jer)

Bpemennoro (0 10 et BKIIOYUTENBHO)

UTOI'O:

(HaI/IMeHOBaHI/Ie JOJIDKHOCTH COCTAaBUTECIIA

HOMEHKJIaTypbl)

(mara)

(moamnuce)

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

TepputopuanbHas YTBEPXIAIO
n30uparenbHas komuceust Ne

DOOH/, Ne [Ipencenarens
OIIUCHb Ne TeppuropuaibHOn

n3buparTeaIbHON Komuccuu Ne
JieJ1, JOKYMEHTOB MOCTOSIHHOTO XpaHEHUs —

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

HasBanue paznena

| | | | |

B nanssIii pa3znen onucH BHECEHO

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

Cankr-IlerepOypra

oT No oT Ne
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ITpunoxenune Ne 14
K THUIIOBOM MHCTPYKIIUU

10 JIETTOTIPOU3BOJICTBY B TEPPUTOPHATHHON
n3buparenpHOi komuccun B CankT-IlerepOypre

TeppuropuasnbHas
u3zbupatenbHast komuceus Ne
DOHJ Ne
OIIUCb N

ner, JIOKYMEHTOB BPEMECHHBIX
(cBeimre 10 jeT) cpoka XpaHEeHHS

YTBEPX/IAIO

[Ipencenareins
TepputopuasibHOM
n3buparenbHO KoMuccuu No

(moamuck) (pacmmdpoBKa MOIMTUCH)

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

B nanHBIM pa3gen onucu BHECEHO nen

¢ Ne

HHUCJIC:

JIMTCPHBIC HOMEpaA:

o Ne

(dpaMu 1 TPOTIHCHIO)
, B TOM

IIPOITYLIEHHBIE HOMEpA!

(HauMeHOBaHME JJOJPKHOCTH COCTABUTEIIS
OTHCH)

(moamuce) (pacmmdpoBKa MOAMKCH)

(HauMeHOBaHUE JOHKHOCTH
OTBETCTBEHHOTO 32 apXUB)

(nata)

COI'JTACOBAHO
IIpoTokos DkcnepTHOM KOMUCCUU
TeppuropuanbHOi N30UpaTETHHOM

komuccuu Ne

oT No

(moamuce) (pacmmdpoBKa MOAMKCH)

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

oT Ne



TeppuropuaibHas

nz0uparenbHas komuceus Ne
D®OH/J No
OIIUCH Ne

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

YTBEPX/IAIO

[Ipencenareins
TepputopuasibHOM
n3buparenbHO KoMuccuu No

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

HasBanue paznena

| | |

B nansbIli paznen onucH BHECEHO Jen
(mdpamMu ¥ TPOITHCHIO)

¢ Ne mo Ne , B TOM

qHCTe:

JUTEPHBIE HOMEpa: )

MPOMyIIeHHbIE HOMEepa!

(HaMEeHOBaHUE JOJIKHOCTH (moamucek) (pacurupoBKa MOITUCH)

OTBETCTBEHHOTO 32 apXUB)

(HaMMEHOBaHUE JIOJKHOCTH COCTABUTEIS (moamuce) (pacmmdpoBKa MOAMKCH)

OTIHCH)

(nata)

COT'JTACOBAHO
[TpoTokoa DKCepTHOM KOMUCCHHI
TepputopuansHoit H30UpaTENBHOM

komuccenu Ne

oT

Ne

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

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

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

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

(mara)

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

Ne Ne onucu
(mpu
BBIICTICHUH K
3aroiaoBok ! Ne ent. xp.
YHUUTOKEHUIO Cpoxku
nena 0 OTIUCH
JIOKYMEHTOB Kon-Bo XpaHeHus
Ne W TComb (uHIeKC [Tpume-
. A P TIOJITOTOBKE el. Xp. U HOMEpa
n/n | TpyHmoBOi o - YaHUS
JieN K iepeaue (mem) craTeit
3aroJ0BOK HOMEHKJIa-
B apXUB 10 TIEPEYHIO
JTOKyMEHTOB Type J1en)
OpraHH3aIlNH,
rpada He
3aIoJHSIETCS)
1 2 3 4 5 6 7 8
Utoro el1. Xp. (Z1en, MEeKTPOHHBIX JIeN) 3a rOJIbl
(undpamu 1 MPONUCHIO)
Onucu Jen TOCTOSHHOTO XpaHEHHUs 3a roAbl yTBepXkaAeHbl ¢ LleHTpanpHOU

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

(HaMMEeHOBaHUE JTOJKHOCTH JIMIIA, (moamnuck) (pacmudpoBKa MOAMKCH)
OTBETCTBEHHOTI'O 32 apXUB

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

oT No oT Ne



106

[Tponomxkenue npunoxenust Ne 16

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

(HaMEeHOBaHUE OPraHU3ALINN)

- Ha 3JICKTPOHHOM HOCHTCJIC CIdHbl HA YHUYTOKCHHUC

(crIoco0 YHUUTOKEHUS)

(HamMeHOBaHHWE JOJKHOCTH JINIIA, (moamucek) (pacurupoBKa MOITUCH)
CABILErO JOKYMEHTBI)

(mara)

N3meHenus B YYCTHBIC TOKYMCHTBI BHCCCHLI

(HauMeHOBaHUE JOJKHOCTH ImMua, (moamnuce) (pacmudpoBKa MOANKCH)
BHECILIETO U3MEHEHMs B Yy4YeTHbIE
JIOKYMEHTBI)

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

BHYTPEHHSA OITMCH JOKYMEHTOB JIEJIA

BHyTpeHHsIs1 ONIUCH JOKYMEHTOB J1es1a Ne

Perucrpanmonssii Howmepa
No patl Jara 3aroJioBOK P
HOMEp JIMCTOB [Ipumeuanus
n/n JIOKYMEHTa JIOKYMEHTa
JOKyMEHTa nena
1 2 3 4 5 6
Uroro: JIOKYMEHTOB
(mudpaMu ¥ POIUCHIO)
Kosim4ecTBo MMCTOB BHYTPEHHEW ONMKUCH JUT.

(g pamMu ¥ MIPOMUCHIO)

(HauMeHOBaHUE JTOKHOCTH (moamnuch)
JU1A, COCTABUBIIETO
BHYTPEHHIOIO OIHUCH
JIOKYMEHTOB JIeJIa)

(nata)

(pacuudpoBKa MOATIICH )
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[Tpunoxxenue Ne 18
K TUIOBOW MHCTPYKLINU

IO JIETIOTIPOU3BOJICTBY B TEPPUTOPHATBHON
n3bupatenpHOi kKomuccun B CankT-IleTepOypre

JIMCT-3ABEPUTEJIb AEJIA

Jluct - 3aBeputenb aena No

B nenme noammTo U npoHyMEPOBAHO

aucT(oB),

(tmudpaMu ¥ IPOITHUCHIO)

c Ne 1o Ne

, B TOM 4HCJIE:

JIUTCPHBIC HOMCpa JINCTOB

MIPOIYIIIEHHBIE HOMEpa JIUCTOB

+ JIMCTOB BHYTPEHHEN ONMUCH

Ocob6eHHocTr (hHU3MIECKOr0 COCTOSHUS Howmepa
1 GOpMUPOBAHUS JeIia JUCTOB
1 2

(HauMeHOBaHUE (moamucs)
JTIOJKHOCTH)

(mata)

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

N
oy "Iy
L

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

TEPPUTOPUAJIBHASA U3BUPATEJIBHASA
KOMMUCCHSA Ne

JAEJIO Ne Tom Ne

(3aroJIOBOK Jiena)

(KpaifHuE 1aThl)

Ha JUCTaX

XpaHUTh

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

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

Ka3eHHOro yupexxaeHus LlenrpanbHoro
rocyaapcTBeHHoro apxuBa Cankr-IlerepOypra

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

IIpyueMa-1nepe1adyu apXuBHbIX
JOKYMEHTOB Ha XpaHEHUE

(oCHOBaHHME MepeIaum )

(Ha3BaHMeE nepegaBaeMoro GpoHa)

caal,
(HaMMEeHOBaHUE OpPraHU3alUU, TIepeJAroIIe TOKYMEHTHI)
MIPUHSLIL.
(HaMMEeHOBaHUE OPraHU3alUU, TPUHUMAIOIIEH TOKYMEHTHI)
IIpuHMMaeT Ha rOCyAapCTBEHHOE XpaHEHUE JOKYMEHTHI 32 Y CIIPAaBOYHBIN anmapar
K HUM: (roasr)
Ne n/n HasBanne, Homep KonnuecTBo 3Kx3eMILIsIpoB KommuectBo | IIpumeuanus
OIUCH OIIUCH JECJI, JOKYMEHTOB el. Xp.
1 2 3 4 5
Hroro npunHsATO en.Xp.
(I (ppaMu ¥ IPOIINCHIO)
[lepenauy npoussenu [Ipuem nponssenu
JlomkHOCTD [Tonnuce Pacmmdposka  JlomkHOCTB [Toanuce Pacumdposka
MOATIUCH MOAIHUCH
Hara Jata
®onny npucBoeH Ne
W3meHenus B y4eTHbIE JOKYMEHTBI BHECEHBI
HaunmeHnoBanue noKHOCTH [Toanuce Pacmmmdposka moanucu

OTBCTCTBCHHOI'O 3a ApXUB

JlaTa
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