TEPPUTOPUAJIBHAS N3BUPATEJIBHAA KOMUCCHUSA Ne 40

PEHIEHUE
"13 " uroas 2020 roga Ne 2-8

O0 MHCTPYKUMH IO JeJIONPOU3BOACTBY
B TeppuropuajabHoii n30uparTenbHoil KoMmuccuu Ne 40

B cootBerctBum ¢ pemenuem Cankrt-IletepOyprckoit u3zbuparenbHOU
komuccuu ot 06.12.2018 Ne 81-1 «O TumnoBoil HHCTPYKIUU MO AEIONPOU3BOACTBY
B TeppuTOopuUanbHON u30uparenbHOl kKomuccuum B Cankt-IletepOyprey,
TeppurtopuansHas nzduparenbHas komuccus Ne 40

pemmu.Ja:

1. YTBepauTh MHCTPYKUHIO MO JAEJIONPOU3BOJACTBY B TeppUTOpHAIbHOM
u3buparenbHoi komuccun Ne 40 cormacHO — MPUIIOKEHHIO K HACTOAIIEMY
PELIEHUIO.

2. OmyO6nukoBaTh HACTOSIIEE peEIIeHHe Ha caiTe TeppuropuanbHON
nzbuparenbHoi komuccuu Ne 40 B uH(POpPMAIMOHHO-TEIEKOMMYHUKAIIMOHHON
cetu IHTEpHET.

3. KoHTponb 3a HCHOJHEHHWEM HACTOSIIErO0 PEHICHUS BO3JOXKUTH Ha
npeacenarens TeppuropuanbHOil u30OupaTenbHO Komuccuu Ne 40 AL

Mopo30By.

[Ipencenarens TeppuropuanbHOR
nzbupatenpHor kKomuccun Ne 40 A.. Mopo3oBa

Cexpetaps TeppuropuaibHoit
n3buparenpHol Komuccun Ne 40 C.. MockaTtoB



YTBEPX/IEHA

pewenueM TeppuropruaibHOR
n30upatenbHol komuccuu Ne 40
ot 13 urona 2020 rona Ne 2-8

HHCTPYKOUS 1O AEJJOITPOU3BOJICTBY
B TEPPUTOPUAJILHOM U3EUPATEJIBHONU KOMUCCHUHU Ne 40

1. O0une moJ10KeHus

1.1. UucTpyKius 1o JEONPOU3BOACTBY B TepputopuanbHOii
uzbuparenbHor komuccuu Ne 40 (nmanee — MHCTpyKIusl) yCTaHABIMBAET MOPSIAOK
paboThl C JIOKYMEHTaMH, OCHOBHBIC TpaBWJia UX TMOATOTOBKU W OGOPMIICHUS B
Tepputopuanshoit uzbuparenpHoit komuccun Ne 40 (manee — TeppuTopuanbHas
KOMUCCHSA).

[Topsimox pabGoThl C DJIEKTPOHHBIMU JTIOKYMEHTaMHU, JOKYMEHTaMHU 10
BEICHUIO  KaJpOBOrO  JIEJIONPOMU3BOJACTBA  ONPEHENSETCA  OTAEJIbHBIMU
UHCTPYKLHUSIMU.

Wuctpykiust  paspaborana Ha ocHoBaHuu DenepanbHBIX  3aKOHOB
«O0 OCHOBHBIX TapaHTUAX W30MpaTENbHBIX MpaB W IMpaBa Ha YydacThe B
pebepenayme rpaxkaan Poccuiickoit ®eneparumn»y, «O0 apxXuBHOM Jeie B
Poccuiickoit deneparun», «O MOpsAIKE pPACCMOTPEHHS OOpalleHWid TrpaxaaH
Poccwuiickoit denepanuny, 3aKOHOB Cankrt-IlerepOypra, [IpaBun
JENONPOU3BOICTBA B (heflepalIbHBIX  OpraHax HMCIIOJIHUTENbHON  BJIACTH,
YTBEPKACHHBIX TMocTtaHoBiIeHneM lIpaBurensctBa Poccuiickoin ®denepaunn
or 15 urons 2009 roma Ne 477, ¢ yuyetoM MeTOAMYECKUX PEKOMEHIALMN IO
pa3paboTKe WHCTPYKIIMI TIO0 JEJOMPOU3BOJACTBY B (hemepanbHBIX OpraHax
WCIOJIHUTENBHOW BJIACTH, YTBEPKICHHBIX NpuKazoM PeaepanbHOr0 apXMBHOTO
arearctBa ot 23 gexadbpst 2009 roma Ne 76, mOCTaHOBIEHUN W MHBIX HOPMAaTUBHBIX
aktoB IIUK Poccum, Canxkr-IlerepOyprckoit u3bmpaTteabHON  KOMHCCHH,
pernmamenta TepputopuanbHOil  KomMuccHHM, ¢  ucnonb3oBanueM ['OCTa

P 7.0.8-2013 «CHUBUJ. Jlemonpou3BOACTBO M apXWUBHOE JeN0. TepMHUHBI |



onpenenenusi», ['OCTa P 7.0.97-2016 «CUBU/]. YHuduuupoBaHHble CUCTEMBI
nokyMeHTauuu. OpraHu3aliOHHO-PACIOPSIANTENbHAS JOKYMEHTAIUS».

Pabota ¢ pOKyMeHTamH, COJEpXKAIUMU HHPOPMALUIO OTrPaHUYEHHOTO
pacupoCTpaHEeHHs, OCYIIECTBIAECTCS B COOTBETCTBUM C  IOCTAaHOBJICHHEM
[IpaButensctBa Poccuiickoit @Pepepauun ot 3 HogA0ps 1994 roma Ne 1233
«O6 ytBepxkaeHun llomoxkeHus o TOpsSAKe oOOpallleHusT €O CIy>KeOHOM
uH(popMalell OrpaHMYEHHOTO pACIpPOCTPaHEHHs] B (enepaibHBIX OpraHax
UCIIOJIHUTEIBHOM BIACTH, YIOJTHOMOUYEHHOM OpraHe yIpaBJICHUs UCTIOJIb30BAHUEM
aTOMHOMW 3HEPrUM U YMOJIHOMOYEHHOM OpraHe M0 KOCMHUYECKOU AEeSTEIbHOCTHY,
3a HCKJIIOYEHHEM JIOKYMEHTOB, COJEp KalluX CBeleHus 00 u30uparensx,
ydyacTHUKax pedepeHayma, oOpamalonuxcss B paMKax (yHKIMOHUPOBAHUS
['ocynapcTBeHHOM cucTeMbl peructpanuu (ydera) wu3Oupateneil, y4aCTHHUKOB
pedepennyma B Poccuiickoit deneparmm.

1.2. TlpaBuna odopmiieHHsT AOKYMEHTOB W TMOPSAOK pabOThl € HHUMH,
npenlycMOTpeHHble Hactosimedl WHcTpykuumed, o0s3aTenbHbl ISl YICHOB
TepputopuanbHO KOMHUCCHUM M TOCYJAapCTBEHHBIX TIPaXTAHCKUX CIIy’KalluX
anmaparta TeppUTOpUaIbHONM KOMHUCCHM (llajiee — TPaKIAHCKUE CIyKalllHhe), a
TaKK€ JIMLI, PUBJIEKAEMBIX IO TPaXJAHCKO-TIPABOBBIM JOTOBOPAM.

1.3. PaGoTHUKH, MOCTYIHUBIIIME HA TOCYAAPCTBEHHYIO TPAXIAHCKYIO CITYXOY
B ammapaT TeppuTopuanbHON KOMHCCHH, JOJDKHBI OBITh O3HAKOMIICHBI IO
MOJIMKUCH C TEKCTOM Hactosimer NHCTpykuu.

1.4. Benenue NEJTONPOU3BOJICTBA TeppuropuanbHOi KOMUCCHH
OCYILECTBIIAET Mpenaceaarenab TeppuTOpUaIbHOM KOMHUCCUM WM TPaXIaHCKUU
CIOy)KalluK ammapara TeppUTOpUAIBHOM KOMHUCCHM B COOTBETCTBUU CO CBOUM
JOJKHOCTHBIM PETJIaMEHTOM.

1.5.B cnydae yxoma B OTHYCK, BbI€3a B KOMaHIHWPOBKY, OOJe3HH,
YBOJIBHEHMSI ~ MCIIOJIHUTENS  JOKYMEHTOB Ipeacenaresib  eppuTopHagbHON
KOMHCCHH JlaeT YyKa3aHWE IepeaTb HEUCHOJHEHHbIE JOKYMEHTBI JIpyromMy

HUCIIOJTHUTCIIIO.



1.6. JIlenonpousBoacTBo B TeppUTOpHATbHON KOMUCCUU OCYILECTBISETCA C
HCIIOJB30BAHUEM NIPOTPAaMMHOIO HM3AENUS «Jleno» MmoICHCTEMBl aBTOMATH3aLMHU
aIMUHUCTPATUBHOM  JEATEIBHOCTH [ OCyIapCTBEHHOW aBTOMATU3UPOBAHHOU
cuctemsbl Poccuiickoit @enepaunn «BpiOOphD», BXOASIIEH B COCTaB CIELMATIBHOTIO
nporpammHoro ooecneyenus (nanee — [ JIEJIO).

Hoctyn k IIM JEJIO ocymiecTBisieTcss B COOTBETCTBUM C PerimameHTOM
UCIIOJIb30BaHUsl  MH(POPMAIIMOHHBIX  PECypCcOB  KOMILJIEKCa  aBTOMAaTU3ALMU
TeppuTopuanbHoil m3bupatenbHor komuccuu (nanee — KCA TUK) nmo npuxazy
npeaceaarens TeppUTopuaibHON KOMUCCHUH.

Pabora ¢ moxymentamu TeppuTopuaibHOM KOMHUCCHHM OCHOBBIBAe€TCA Ha
OPUHIUIIE OAHOKPATHOM PETUCTPALIMK TOKYMEHTA.

1.7. TIN AEJIO mnpenoctaBisieT BO3MOXKHOCTh pabOTaTh C 3JIEKTPOHHBIMU
oOpa3liaM JIOKYMEHTOB M AJICKTPOHHBIMU JOKYMEHTaMH, OCYIIECTBISATH B 0asze
JAHHBIX ABTOMATU3UPOBAHHBIA MOUCK JOKYMEHTOB IO Pa3JIMYHBIM KPUTEPHUSIM,
OpPraHU30BBIBATH KOHTPOJb MWCIIOJHEHUS [JOKYMEHTOB M IIOPYYEHMH, a TaKKe
HOJy4yaTh CTATUCTUYECKHUE OTYETHI MO JOKYMEHTO000pOoTy B TeppUTOpHanbHOM
KOMHUCCHH.

1.8. UHCcTpyK1us yTBepkaaercs peuieHrueM TepputopruaibHONH KOMUCCHH.

1.9. B UHCTpYKIIMU UCTIONB3YIOTCS CACAYIOITUE TTOHATHS

OJIaHK JTIOKYMEHTa — Ha0Op PEKBU3WUTOB, HWISHTU(DHUIIMPYIONIUX aBTOpa
o(pHUIHMaTBLHOrO MUCBMEHHOTO JTOKYMEHTA;

BHYTPEHHUN JOKYMEHT — JOKYMEHT, OATOTOBICHHBIN B TeppuUTOpUaIbHON
KOMMCCHH, HE BBIXOJSIINM 32 €€ IPEIEIIbI;

BXOJSIIMA JOKYMEHT — JOKYMEHT, IOCTYNUBIIMKA B TeppUTOPHAIBHYIO
KOMHMCCHIO;

€10 — COBOKYNHOCTb JIOKYMEHTOB WM  OTHEIBHBIA  JOKYMEHT,
OTHOCSIIMECSH K OJHOMY BOIIPOCY HJIM YYACTKY JIEITEIbHOCTH, IIOMEIICHHBIE B
OT/ACIBHYIO O0JIOKKY;,

JeNONPOU3BOICTBO  —  JCSATENbHOCTh,  OOECleuYuBalomas  CO3JaHHe

Oo(pUIHUATBHBIX JOKYMEHTOB U OPraHU3allI0 padOThl C HUMH;



NOKJIaJHas  3alMcKa —  BHYTPEHHUM  JOKYMEHT,  aIpECOBAHHBIN
BBILLIECTOSAIIEMY AOJDKHOCTHOMY JIMIY OT HMXKECTOSAIIErO JOJDKHOCTHOTO JIMLA U
colepKaliuii 00CTOATENBHOE HM3JI0KEHHE KaKOro-aubo BOIpOca C BBIBOJAMU U
MPEIIOKEHUSIMU COCTABUTEIIS;

JOKYMEHT — O(UIMaIbHBIA JTIOKYMEHT, CO3/IaHHbId TOCYyAapCTBEHHBIM
OpraHoM, OpPraHOM MECTHOI'O CaMOYIIpaBJIE€HUS, IOPUIUYECKUM WIH (PU3NYECKUM
JUIOM, O(QOpPMJIEHHBI B YCTAaHOBJICHHOM TIOPSAJKE U BKJIIOYEHHBIA B
JIOKyMEHTO000poT TepputopuaabHON KOMUCCUH,

JOKYMEHTHpOBaHWEe — (ukcauus HHPOpPMALUM HA  MaTepUATbHBIX
HOCHUTEJIAX B YCTAHOBIIEHHOM IOPSIKE;

JOKYMEHTOOOOPOT — JBMKEHHE JTOKYMEHTOB C MOMEHTa MX CO3JaHUs WU
IIOJIyYEHUS 10 3aBEPLICHUS UCIIOJIHEHUS UIIU OTIPABICHUS;

nyOnuKaT AOKYMEHTa — TOBTOPHBIM SK3EMIUISAp MOJJIMHHUKA JIOKYMEHTA,
UMEIOIIUN IOPUINYECKYIO CHITY;

3aBEpEHHasl KOINHS — KOIMS JIOKYMEHTAa, Ha KOTOPOM B COOTBETCTBUHU C
YCTaHOBJICHHBIM MOPSAKOM MPOCTABISIOT HEOOXOAUMbBIE PEKBU3UTHI, IPUAAIOIINE
el FOPUIUYECKYIO CUILY;

UCXOMAIIMNA JTOKYMEHT — JOKYMEHT, OTIIPABISAEMBIM U3 TeppUTOpHUAIBHON
KOMMCCHH;

KOHTPOJIb ~ MCIIOJIHEHHWS  JOKYMEHTOB —  COBOKYIIHOCTb  JI€MCTBUH,
00ecCIeynBaloIMX CBOEBPEMEHHOE UCTIOTHEHUE JOKYMEHTOB;

KON  JOKYMEHTa —  JIOKYMEHT, IIOJHOCTBIO  BOCIPOU3BOASIIUN
uHQOpPMAIMIO TOJJIMHHUKA ¥ €ro BHENIHWE TMPHU3HAKH, HE HMEIOIIHM
FOPUIAYECKON CHIIBI;

HOMEHKJIaTypa JIeJI — CUCTEMAaTU3UPOBAHHBIN MIE€PEUCHb HAUMEHOBAHUN JIEI,
3aBOAMMBIX B TeppuUTOpHAIBHOM KOMHUCCHH, C YKa3aHUEM CPOKOB UX XpaHECHMS,
o(OopMIIEHHBIN B YCTaHOBJICHHOM HOPSAKE;

HOPMATUBHBIE JOKYMEHTbl — COBOKYIHOCTb MHCTPYKTUMBHBIX MaTEpUAJIOB,
PACCUMTAaHHBIX Ha IIOCTOSHHOE WJIM MHOTIOKPaTHOE ACHCTBHE M COAEPIKAIINAX

Kakue-Tu00 HOPMBbI, ITpaBuiia, MpeAuCaHus;



opopMIIeHHE JOKyMEHTa — TPOCTABICHUE HEOOXOJUMBIX PEKBU3HUTOB,
YCTAHOBJICHHBIX NIPaBUJIAMU IOKYMEHTUPOBAHUS,

MUCbMEHHOE O0palleHue rpaxJaHuHa — HallpaBJIEHHOE B TOCYAapCTBEHHbBIN
opraH, OpraH MECTHOI'O CaMOYIpaBJiI€HUS WU JAOHKHOCTHOMY JIMIY MUCbMEHHOE
MpeaJIOKEeHHE, 3asBJICHUE WIH Kajao0a;

NUCHMO — 0000IIIEHHOE Ha3BaHUE PA3IMYHBIX MO0 COACPKAHUIO TOKYMEHTOB,
CITYKalUX CPEJACTBOM OOIIECHUS MEXKy OpraHU3allUusIMU, TpaXxIaHaMU,

NO/UIMHHUK JOKYMEHTa — TIePBBIA WM EIUHCTBEHHBIH DK3EMIUISP
JIOKYMEHTA;

MOpY4YEHUE — JOKYMEHT, NMPEANUCHIBAIOIINN BBIMOJHEHUE TEX WM HHBIX
3aJaHMH;

perucTparmoHHas kaprouka gokyMmeHta (nmanee — PK) — peructpammonso-
ydeTHas (opma, B TOM YHUCJI€ B AJICKTPOHHOM BHJIC, UCIOJb3yeMas ISl 3alucu
CBEJICHUN O JOKYMEHTE B LIENSAX ydera, MOMCKAa M KOHTPOJS, co3JaBaeMasl Mpu
peructpanuu qokymMeHTa ¢ ucnonszoBanuem 111 JIEJIO;

perucrpanusi JAOKYMEHTa — TPUCBOCHHE [TOKYMEHTY pPETUCTPAIMOHHOIO
HOMEpa U BHECEHUE CBEJICHU O JOKYMEHTE B PErHUCTPALIMOHHO-YUYETHYIO (hOpPMY;

peructpanmonHass ¢opMa — CcHCTeMa perucTpaluy, HCHoJIb3yeMasl B
TeppuTopraibHOW KOMUCCUU MPU PETUCTPAIIMU TOKYMEHTOB (KypHa);

PEKBU3BHT  JOKyMEHTa —  0Os3aTeNbHBIM  2JIEMEHT  OhOpMIICHUS
0o(pHUIIUATIEHOTO IOKYMEHTA;

CUCTEMa JJIEKTPOHHOTO JOKYMEHTOO0OpOTa — HMH(OpPMAIMOHHAS CHCTEMA,
oOecrieunBaromias cOOp TOKYMEHTOB (BKJIIOYEHUE JOKYMEHTOB B CHCTEMY), HX
00paboTKy, yrpaBlieHuEe JOKYMEHTAMH H JIOCTYII K HHAM;

CKaHUPOBaHUE JOKYMEHTA — MOJYYCHHE dJIEKTPOHHOTO 00pa3a JOKYMEHTA;

CPOK WCTIOJHEHUSI JOKYMEHTa — CpPOK, YCTAHOBJICHHBIA HOPMATHUBHBIM
MIPABOBBIM AKTOM, OPTraHU3AIMOHHO-PACTIOPSIUTEIHHBIM JOKYMEHTOM, YKa3aHUSIMU

I10 UCIIOJITHCHHUIO JOKYMCHTA WK IIOPYYCHUCM;



yKa3aHMs 10 UCHOJHEHUIO JOKYMEHTa — PEKBU3UT, COCTOSIINI U3 HAMUCH
Ha JOKYMEHTE WM Ha OTIEIHLHOM JINCTE YCTAaHOBIEHHOW (OPMBI, CIEIaHHOMN
JOJIKHOCTHBIM JIMLIOM;

yuyeT JOKYMEHTOB — ¢ukcauus Qakra MOJy4eHUs JIOKYMEHTOB 0e3
MPOCTABJIEHUS Ha HUX PETUCTPALMOHHBIX IITAMIIOB;

(dopMupoBaHue Aelia — FPyNIUPOBAHUE UCIIOJIHEHHBIX TOKYMEHTOB B JIENO B
COOTBETCTBMM C HOMEHKJIATYpPOW el W CcHUCTeMaTh3alus JOKYMEHTOB BHYTpPH
nena;

AKCIEPTU3a LEHHOCTH JTOKYMEHTOB — U3Yy4YE€HHE JIOKYMEHTOB Ha OCHOBAaHUU
KPUTEPUEB UX LEHHOCTH B LIENSAX OMPEJEICHUS] CPOKOB XpaHEHHUS JTOKYMEHTOB U
oTOOpa UX 7S JaNbHEHUIIEro XpaHeHHUs WIH YHUUTOXKEHUS;

ANEKTPOHHBIM  JOKYMEHT — JOKYMEHT, B KOTOpOM HHQOpManus
npe/iCTaBleHa B AIEKTPOHHO-IIU(GPOBO Ppopme;

AJNIEKTPOHHBIM 00pa3 JOKYMEHTa — DJEKTpOHHas KOMHs JAOKYMEHTa,

HN3TOTOBJICHHAA HA 6YMa}KHOM HOCHTCIIC.

2. [Ipuem, perucTpanusi 1 NPOXoxKAeHHe MOCTYNAKIIMUX JOKYMEHTOB

2.1. JlokymeHTsl B TeppuUTOpHAIBPHYIO KOMHCCHUIO JOCTABJISIOTCS Yepes
oTHeNIeHne CBs3U (1MouToM, Tenerpadom), ¢eapbaberepcKol WM CIeIHaTbHOM
CBSA3bI0, HAPOYHBIM WM MEPEJAIOTCS HA JIUYHOM MPUEME TpaXkaaH MpPEe/ICENaTEII0
TepputopraabHON KOMUCCHH.

JIOKYMEHTBI MOTYT IIOCTYIIAaTh B TeppUTOPUATBHYIO KOMUCCHUIO 110 KaHajaM
cBs3U [ ocynapCTBEHHOM aBTOMATU3UPOBaHHOW cucteMbl Poccuiickon denepanumn
«Bw100pE» cpenctBamu anektponHod moutel 1M JIEJIO, wepe3 odunmanbHyro
ANEKTPOHHYIO TIOUTY, MO (DAKCUMUIHHOU CBSI3H.

2.2. llpueM, mepBuuHas 00OpabOTKa © PETHUCTpAIUS TMOCTYHAIONIUX
JOKYMEHTOB MPOU3BOJATCA MpeAcenareseM TeppUTOPHUAIBHOM KOMHCCUHA HIIU

OTBETCTBEHHBIM 3a BeneHue aenonpousojactsa ¢ [IN JIEJIO exenHeBHO B 4achl



pabotel TepputopuanibHONM KOMHUCCHM, KpOME€ BBIXOJHBIX U Hepabouux
MPa3IHUYHBIX JHEH.

B nepuoa moAarotoBku M mpoBeeHUS] U30MpATENbHBIX KaMIAHUM MOPSAOK
MOJIYYeHHs] M PETrucTpaluy JOKYMEHTOB IIOCJI€ OKOHYaHusi paboyero IHA, B
BBIXOJIHbIE W Hepabouue MNpa3IHUYHBIE [HU, YCTaHABIMBAETCSA MpelceaTeeM
TepputopranbHON KOMUCCHUH.

OOpaieHus, KacaroUuMecss HapyleHUH H30UpaTeNbHbIX MpaB TpaxkaaH B
NepHo/1 MOJITOTOBKU U TIPOBEICHUS BHIOOPOB U pedepeHIyMOB, PETUCTPUPYIOTCS B
JIeHb MOCTyIIeHUs B TeppuTopuanbHyr0 KOMUCCHIO MM HA CIEAYIOIUNA pabounii
JICHb.

Peructpanusi JOKyMEHTOB OCYIIECTBIISIETCSI B COOTBETCTBUM CO CPOKaMH U
MOPSIKOM, YCTAaHOBJIEHHBIX B COOTBETCTBUU C 3aKOHOJATEIHCTBOM O BBIOOpAX U
pedepenayMax A pacCMOTPEHHUs 00paleHuH.

2.3. [locTynuBime TOKYMEHTBI MMOJPa3/ICISIIOTCS Ha PETUCTPUPYEMBIC U HE
noyiexkarue perucrpanuu B [TW JIEJIO (mpunoskenne Ne 1),

2.4. 1lpu BCKpPBITUM KOHBEPTOB, IMOCTYMHAIOMINX (eNbIbErepCcKod HiIu
CIIEUHUAIBHOW CBA3bIO, 10 TIOYTE, IPOBEPSAETCS IMPABUIIBHOCTh aJpPECOBAHUS,
KOMILUIEKTHOCTh U LEIOCTHOCTh JOKYMEHTOB, HaJW4YUE MPUIIOKEHUMN, CBEpAETCA
COOTBETCTBHE HMX HOMEPOB YYETHbIM HOMEpPAM, YKa3aHHbIM Ha KOHBEpTax.
HenpaBunbHO aapecoBaHHble U OMIKMOOYHO BIIOKEHHBIE JOKYMEHTHI HE
PETUCTPUPYIOTCS, NEPECBUIAIOTCS IO  HA3HAYEHWI0 WJIM  BO3BPAILAIOTCS
OTIPABUTENIO.

2.5. Ecnu mipu BCKPBITUU KOHBEpTa OOHAPYKEHO OTCYTCTBHE TOKYMEHTOB
WIM UX OTHEIbHBIX JIMCTOB, MPUJIOKEHUHN, MOBPEXKICHUE JIOKYMEHTOB WU
HECOOTBETCTBUE HOMEPOB JOKYMEHTOB HOMEpaM, YyKa3aHHbIM Ha KOHBEPTE,
npeacenarenaeM TeppUTOpUaNbHOW KOMHUCCHM WJIM OTBETCTBEHHBIM 3a BEJICHHE
JIEJOMPOU3BOICTBA COCTABIISICTCS aKT YCTAHOBIEHHOU (POPMBI B JIBYX AK3EMILISPAX
(mpunoxenue Ne 2). OauH SK3EMIUIAP aKTa MOCHUIAETCS OTIPABUTENIO, APYroi

MPUOOIIAETCS K MPUHATHIM IOKYMEHTaM.



Ha 000poTHOI CTOpOHE MOCIEIHEro JUCTa MOBPEXKIECHHOIO JOKyMEHTa B
[IPAaBOM HIKHEM YIUIy JI€JIA€TCs OTMETKA «/{OKYMEHT IMOIydYeH B IOBPEKICHHOM
BUJIE).

2.6. KoHBepTHl OT MOCTYNUBIIMX JOKYMEHTOB HE YHUUYTOXKAIOTCS B Cilyyae,
€CJIM TOJBKO [0 HUM MOKHO YCTAHOBHUTBH aJpEC OTIPABUTENSA, NATy OTIPABKU U
MIOJIyYEHNs JOKYMEHTOB, €CJIM OHHM COJAEPKAT JTOKYMEHTBI, KOTOPbIE MOCTYIHIN
n3-3a mnpenenoB teppuropun Poccuiickor Penepaunu, U3 CyI0B, CIEICTBEHHBIX
OpraHoB, JMOO JIOrOBOPHI, TMPETEH3UU, HWCKOBbIE 3asBICHUS, JOKYMEHTHI,
CBSI3aHHBIE C pa3MEIEHUWEM 3aKa30B Ha MOCTaBKM TOBAPOB, BBHIMOJIHEHUE PAOOT,
OKa3aHue yCIIyT JJI1 TOCYyIapCTBEHHBIX HYXK/I.

2.7. ITakeTsl ¢ TOMETKOM «JIMYHOY» YyUUTHIBAIOTCS MO MAKETHOMY XypHay U
nepeaaroTcs ajpecaram B 3aKphITOM BUAE MO/ MOIHUCH.

2.8. Ilpu peructpanuu mnocrynuBmero gokymenta B PK o6s3arenbHo
BBOJISATCS CIIEAYIOIINE PEKBU3UTHI: BUJ JOKYMEHTA, €r0 UCXOIAIINI HOMED U JaTa,
JaHHbIE O KOppecnoHJeHTe (axpecante) (haMuiaus, UMs, OTUECTBO (PU3UYECKOTO
JUIA WU Ha3BaHWE OpraHU3allliM, MECTOHAXOXKJIECHHUE OTIPABUTENA), a TAKKE
KpaTKO€ COJEpKaHHUE IAOKYMEHTAa, KOJIMYECTBO JIMCTOB OCHOBHOI'O JOKYMEHTa U
JIMCTOB IIPUJIOKEHUS, KOJTUYECTBO IK3EMILISIPOB.

PerucrpannOHHBIN IITAMII C YKa3aHUEM BXOIAILETO HOMEpPA, 1aThl, BDEMEHHU
(mpy HEOOXOAMMOCTH) PETUCTPALMU MPOCTABISAETCS, KaK MpPaBUIO, B IPABOM
BEPXHEM YIJly JIMLUEBOM CTOPOHBI IIEPBOIO JIMCTA 3apPETUCTPUPOBAHHOIO
nokymeHTa. [Ipy HEOOXOAMMOCTH YKa3bIBaeTCs BpeMs PErucTpaluu (4achl U
MUHYTBI). Ha mnpuinoxeHHn MNpocTaBisIeTCs BXOIALUIMI HOMEpP JOKYMEHTa, K
KOTOPOMY OHO OTHOCHTCH.

Ha xomum pokymeHTta Bxojsdmuii Homep, nara, ®.M.O., moanuce u
JOJKHOCTBD JIMIA IIPUHSABIIETO TOKYMEHT, IPOCTABIAETCS B IIPABOM BEPXHEM YTy
JIMLIEBOW CTOPOHBI IIEPBOTO JIMCTA.

Hymepanuss mnocTynuBIIMX JOKYMEHTOB OCYILECTBIAETCA B IIpenesax

KaJICHAApHOI'O roaa.



IIpu peructpaumn noxkymenta B I[IM JIEJIO, sBisAromierocss oTBETOM Ha
HCXOISIIMM TOKYMEHT WM MPHUCIAHHOTO B JONOJHEHUE K PAHEE HAIIPABICHHOMY
nokymeHty, B PK nenaercs cooTBeTcTBYIOIIAs CChLIKA (CBA3KA).

K mnoBTopHBIM JOKyMEHTaM MNpUKIAJbIBaeTCs HHMOpManmuss o paHee
MIOCTYNUBIINX JTOKYMEHTaxX W Pe3yibTaTax MX HCIIOJHEHUS, KOTOpas MEepenacTcs
OTBETCTBEHHOMY 3a €r0 MCIOJHECHHE.

[Tocne peructpanuu TOKyMEeHTa Ha OyMa)KHOM HOCHUTEJE OH MOXET OBbITh
orckanupoBan, a 3areM Kk PK B I[IM JIEJIO Moxer OBbITh MNpPUCOETUHEH
AIIEKTPOHHBIN 00pa3 JOKyMEHTa U MPUIOKEHHs K Hemy B ¢opmarte .pdf.

2.9. 3aperucTpupoBaHHbIE JOKYMEHTBhl paccMaTpUBAIOTCS IMpejcenareaemM
TepputopnanbHO KOMHCCHM, 3aTEM IIOCJIE€ TIEPEHECEHUS yKa3aHUs 10
ucrnonHeHuto nokymenta B PK (B ciayudae peructpanuu nokymenta B 111 JIEJIO)
nepeAaroTCs UCIIOJHUTENSM O/ MOIHUCH.

2.10. cnosiHeHHBIE JOKYMEHTBI CIMCBIBAIOTCS B JIEJIO TMpeJcenaTresiemMm
TeppuropuaabHON KOMHMCCUM U IIOMELIAIOTCS B JCJIO B COOTBETCTBUHU C

HOMEHKJIATypou nien TeppuropraibHOM KOMHUCCHH.

3. OcHOBHBIE TPeOOBAHNS K MOATOTOBKE M 0)OPMIIEHHIO TOKYMEHTOB

3.1. loxymeHTsl odopMIsitoTcsl Ha OJaHKaX YCTAaHOBJICHHOW (OPMBI,
M3rOTOBJICHHBIX KOMITBIOTEPHBIM CIIOCOO0M (TpritoskeHue Ne 3).

B TeppuropnanbHoli KOMHCCHHM MOTYT OBITh YCTAHOBJICHBI CJICAYIOITUE
BHU/IbI OJIAHKOB:

OJIaHK TPOTOKOJA 3acelaHus TeppUTOPUATHHOW KOMHCCHH (IIPUIOKEHUE
Ne 3.1);

Onank pemenust TeppuropuanbHoit koMuccuu (mprioxerue Ne 3.2);

OJlaHK TpuKa3a npejacenarens TeppUTOpPHATbHON KOMHCCHH (TPUIOKEHUE
Ne 3.3);

onmank muceMa TeppuropraibHOU KomMuccuu (mpuioskenue Ne 3.4).



3.2. Ha Onankax pokymeHtoB mnowmemaercss repd Cankr-IlerepOypra
B cooTBeTrcTBUH C 3akoHOM CankTt-lIletepOypra «O meTraqpHOM OMNHMCAHUHU
odurmanpHbIX cuMBOJIOB CaukT-IleTepOypra v mopsiaKe WX UCIIOTH30BAHUSY.

3.3. Koutpons 3a mpaBWIBbHBIM UCIOJb30BaHUEM OJIAHKOB U HUX
COOTBETCTBUEM YCTAaHOBJICHHBIM 00pa3liaM OCYILECTBIISIETCS MpeceaTeIeM WIn
OTBETCTBEHHBIM 3a BEJICHUE JCIONPOU3BO/ICTBRA.

3.4. lokyMmeHTbl O(QOpPMIISIIOTCSI B COOTBETCTBUM C TpeOoBaHMSIMU K
JOKYMEHTaM, U3TOTOBJISIEMBIM C TIOMOIIBIO MEUATAIONMINX YCTPOUCTB M K (aitiam
TEKCTOBBIX IOKYMEHTOB (mpuioxeHue Ne 4)

3.5. Ilpu moaroToBKE M OPOPMIICHUU JOKYMEHTOB WICHBI TeppuTOprUaIbHO
KOMHUCCUU M TPaKJIaHCKHE CIy)Kalllue amnmapaTta TeppHTOpHaIbHOW KOMHCCHH, a
TaKKE JIWIA, MPHUBJICKAGMbIE IO TPaKIaHCKO-TPAaBOBBIM JOTOBOPAM, JJIOKHBI
cobJro1aTh paBuia 0hOPMIICHUSI PEKBU3UTOB JIOKYMEHTOB, U3JI0KEHHbBIE HUKE.

3.5.1. Jlata nokymeHTa.

JlaToli ToKkyMeHTa sBISETCS JaTa €ro IMoJNuCaHusi, yTBepkIeHus. Jlatoi
IPOTOKOJIA ABJIAETCS J1aTa 3aCelaHusl, a aKTa — JJaTa COOBITUS.

JlaToli TOKyMeHTa, U3[JaHHOTO COBMECTHO ABYMs M 0oJiee OpraHU3alusIMH,
ABIIAETCA J1aTa OoJiee MO3HEHN MOMUCH.

Jlaty nokymeHTa oOopMIISIOT apaOCKUMU U paMu B TTOCIIEI0BATSIIBHOCTH:
JIeHb Mecsila, Mecsl, roa. JleHb mecsna u Mecsi oQOpMIISIOTCS ABYMS MapaMu
apabckux mudp, pa3aeIeHHBIMA TOYKOM, rOJ — YETHIPhbMs apaOCKUMH HH(ppamHu,
HaIpumMep:

17.01.2011
JlomyckaeTcst cJIoBeCHO-ITUGPOBOI crtocoO oGopMIIeHUS 1aThl, HAIpUMED:

17 sauBaps 2011 1.

3.5.2. PerucTtpaunoHHbIi HOMEP TOKYMEHTA.
JUist BXOASIIMX W HMCXOMSIIMX JOKYMEHTOB — 3TO HMHJACKC Jella TIo

HOMEHKJIATYpe H, 4epe3 KOCYIO YEPTY, HOPSAKOBBIN HOMEP JOKYMEHTA.



PerucrpanoHHblii HOMEpP NOKYMEHTA, U3JAHHOI'O COBMECTHO, COCTOUT U3
pa3feieHHbIX KOCOW YepTOM PEruCTPALMOHHBIX HOMEpPOB, IPUCBOCHHBIX
OpraHu3anusMd  —  aBTOpaMM  JOKyMEHTa M PACIOJIOXKEHHBIX B
NIOCIIEA0BATENIBHOCTH,  COOTBETCTBYIOIIEH ~ OOO3HAUYEHUI0  HAaUMEHOBAaHMIA

OpraHu3anui B 3aroJ0BOYHOM YaCTHU JOKYMEHTA.

3.5.3. CcbliIKa HA MCXOASA M HOMeP U ATy J0OKYMEHTA.

Ccbulka Ha MCXOASIIMA PErMCTPAllMOHHBIM HOMEp M JaTy JOKyMEHTa
BKJIIOUYAETCS B COCTAB PEKBU3UTOB OjaHka nuchbMma. CchlUIKa Ha HMCXOMASIIMMA
pPErMCTPAllMOHHBIA HOMEp U JIaTy JOKYMEHTa MPOCTABIISAECTCS MCIOJHUTEIEM IMPHU

IIOATOTOBKE ITMCbMa-0OTBCTA.

3.5.4. Anpecar.

PexBusut «Anpecary pacrnosiaraercs B IpaBoOM BEpXHEM YyTIy.

JIOKyMEHTHI aIpeCyIOTCsl B OpraHU3allii, UX CTPYKTYPHBIC MMOJpa3iesIeHuUs,
JOJPKHOCTHBIM JIMLIaM WJIM TpakgaHam TIpd OTBET€ Ha UX oOpamieHus.
HauMmeHoBaHue opraHu3aliu U CTPYKTYPHOTO TOJpa3/eJeHUs] YKa3bIBAIOTCS B

NMCHUTCIIBHOM IIaACKE, HAIIPUMCP:

[IpaButenbcTBO CTaBpONOIBCKOTO Kpas
[IpaBoBOE ympaBieHUE

Ecnim  nmokymeHT anpecyercs AODKHOCTHOMY JIMIY, HAauMEHOBAaHUE
OpraHu3alliy yKa3bIBaeTCsl B UMEHUTEIHLHOM Ta/IeKe, a JOIKHOCTD U (pamMuiust — B
natenbHOM. [Ipu 5TOM MHUITANBI YKa3bIBAIOTCS TIocTe (haMIITuU, HAaIIPUMEp:

[IpaBuTENBCTBO

MypmMmaHcKkoii o6sactu
3aBenyromeMy OTIeI0M

Anekcanapoy A.B.



Ecnu nokymeHT ajpecyercd pYyKOBOJAMTENIO OpPraHU3allMM WU  €ro
3aMECTUTENI0, HAUMEHOBAHUE OpraHu3aluu JOJDKHO BXOJAUTh B HANMMEHOBAaHUE

JOJDKHOCTH ajpecaTa, Halpumep:

3amecTtuTento aupekropa Beepoccuniickoro
Hay4YHO-HCCJIEI0BATEIBCKOTO HHCTUTYTA
JIOKYMEHTOBEAECHHUS U apXUBHOTO J€ja

3umuny B.C.

Ecmu HJOKYMCHT aJIpCCyYCTCA OpraHu3alnuM, CHadaJla YKa3bIBACTCA ¢C€C
HaMMCHOBAHUC, 3aTCM MMOYTOBBIN aJipeC, HAIIpUMED:

LlenTpanpHast m30upaTeIbHAsT KOMUCCHS
Poccuiickoit @enepannu
b. Uepkacckuii tiep., A. 9, Mocksa, 109012

Jlonmyckaercs IEHTPUPOBAaTh KaXAYH CTPOKY pPEKBH3UTa «Anpecar» IO
OTHOIICHUIO K CAMOM JIJIMHHOM CTPOKE.

JlomyckaeTrcs  UCHOJIb30BaTh  OQUIMAIBHO TPHUHATHIE  COKpPAIlEHHBIE
HAaMMEHOBAaHUSl OPTraHOB TOCYJApPCTBEHHOW BIIACTH, MECTHOI'O CaMOYIIPaBJICHHS,
OpraHU3aIuH.

[ToutoBBIM aJipec yKa3bIBa€TCS B IOCJIEI0BATEIbHOCTH, YCTAHOBJICHHOMU
[IpaBusiaMu OKa3aHHsI YCIOYr IIOYTOBOM CBSI3M, YTBEPKIACHHBIMU MPUKA30M
Munkomessizu Poccun ot 31 urons 2014 roma Ne 234 «OO0 yTBepKIIeHUU MPaBUIT
OKa3aHMS yCIYT IMOYTOBOU CBA3N.

Ecnu moKyMeHT OTHpaBIII€TCS B HECKOJIBKO OJHOPOIHBIX IOCYAaPCTBEHHBIX

OpraHOB WJIM OpTaHU3aIINHA, UX CIIEYeT YKa3bIBaTh 0000IIEHHO, HATIPUMED:

[IpencenarensiM y4acTKOBBIX KOMUCCHI

JIOKyMEeHT HE IOJDKCH COJep)KaTh Oojiee deThIpex anpecatoB. CIoBO

«(KOITK:A» IIEPEA BTOPBIM, TPCTbUM, YCTBCPTHIM aIp€CaTOM HC YKAa3bIBACTCA.



IIpn HampaBileHUM NOKyMEHTa 0ojiee 4eM B YEThIpE aJpeca COCTaBIISETCA
CIIHCOK PACCHUTKA YCTaHOBJIICHHOW Qopmbl (npuioxkenue Ne5), koTopsrii
MOJANKCHIBAaETCA NpeaceaareneM TeppuTopuanbHO KOMHCCHH.

[Ipu appecoBaHuM JOKyMEHTa (PU3MYECKOMY JIMILYy BHAuyaje YKa3blBaIOTCS

dbaMuIIis 1 UHULIUAIBI TIOJTyYaTelisl, 3aTeM MOUYTOBBIN ajpec, HapuMmep:

AreeBoii A. .
yi. KocmonaBToB, 1. 42, r. [Tonbicaeso,
Kemeposckas o6nactb, 652560

3.5.5. I'pu¢ yrBepxkaeHNs TOKyMEHTA.

JIOKyMEHT  YTBEpXKAAeTCs  JOJDKHOCTHBIM  JIMIIOM WM CHEUUAIBHO
U3/1aBA€MbIM JJOKYMEHTOM.

[Ipu yTBepkIeHUM AOKYMEHTa JOJKHOCTHBIM JIUIIOM TpU( YTBEPKICHUS
noipkeH coctosTh u3 cioBa Y TBEPXKJIAKO Ge3 kaBbIuek U 3aryiaBHBIMUA OyKBaMu
U Ha CIENYIOIIEH CTPOKE — HAMMEHOBAHUE JOJLKHOCTH, MOJANHUCH, MHULMAIBI U

dbamMuus IMIa, YTBEPIMBILETO IOKYMEHT, 1aTa YTBEPKICHHUS, HAIPUMED

YTBEPX/IAIO
[Ipencenarens TepputopualibHON

n30upatenbHoi komuccuu Ne 15
JIMYHas 1moAaruchb HWHHUIIUAJIBI, (baMI/IJ'II/IH

Jara

[Tpu yTBEep)ACHUHN TOKYMEHTa PEIICHUEM, TPOTOKOIOM, TP} YTBEPKIACHUS
cocrout u3 crnoBa YTBEPXIEH (YTBEPXJIEHA, YTBEPXIEHbI win
YTBEPXJIEHO) 06e3 xkaBbiuek ¥ 3arjaBHBIMM OyKBaMH, HAWMMEHOBAHHS
YTBEPKIIAIOMIETO JOKYMEHTa B TBOPUTEIHLHOM TajeXe, €ro JaThl U HOMEpa,
HaIpumep:

YTBEPX/IEH
pemenueM TeppuropuanibHOM
n3buparenbHoi komuccuu Ne 15
ot 15 despans 2011 r. Ne 28- 5



I'pud yrBepxkaeHUs pacmosiaraloT B MPABOM BEPXHEM YIiy JAOKYMEHTA.
B rpude yTBepkIeHHsS AOMYCKAETCs LEHTPUPOBATH 3JIEMEHTHl OTHOCHUTEIBHO
CaMOW JUIMHHOM CTPOKH.

3.5.6. Yka3aHus 10 UCIIOJHEHUIO JOKYMeHTA (Pe30JIIoius).

VYka3zaHus MO UCHOJHEHHUIO JOKYMEHTa MOTYT OBITh HAMCaHbl OT PYKH
npexacenarenaeM TeppUTOpHATIBHOM KOMUCCHM Ha MOMJMHHUKE JOKYMEHTa Ha
CBOOOJTHOM OT TEKCTa MeCTe WU O(pOopMIIEHBI HA OTAEIbHOM JHUCTE popMmara A 6
(105x147), npunoXkeHHOM K JOKYMEHTY. YKa3aHHUs MO HCIOJHEHHUIO JOKYMEHTa
BKJIIOYAIOT (aMWIMM M MHULHUAIbl HCIOJHUTENEH, TpH HEOOXOJUMOCTH —
collepKaHHe MOPYUYEHHMsI, CPOK HCIIOIHEHUS, TOJIMUCh PYKOBOAMUTENS U JaTy,
Hanpumep:

Cuzony A.1O.
I'puropsery B.C.

[Ipomry paccMOTpeTh 1 J1aTh OTBET
k 15.02.2011

JInyHasg noanuch
[ara
3.5.7. 3aro/ioBOK K TEKCTY JOKYMEeHTa (HAMMeHOBAHUE JOKYMEHTA).
3arojoBOK K TEKCTY JOKYMEHTA JOJKEH KPAaTKO W TOYHO PAaCKPhIBaTh €TO
coliepkaHre M OBITh COTJIACOBAH C HAMMEHOBAHHEM BHJA JOKyMEHTA. 3arojioBOK

MOJKET OTBEYaTh Ha BOIPOCHI:
«0 4yeM (0 KoM)?», HapuMep:

[Tpuxka3
O co3ganuu DKCIEPTHON KOMUCCUH

«4ero (Koro)?», Hampumep:

JIOJIKHOCTHOM peraamMeHT
BEIYLIETO CHEHAINCTa

3aroj0BOK COCTABISETCS JIMIIOM, TOTOBSIIUM MPOEKT IOKYMEHTA.
3arojoBOK, COCTOSIIMM M3 JBYX U 0OOJiee CTPOK, IMeyaTaercs 4Yepe3 OJIMH

MG)KCTpO‘-IHBIﬁ HHTCpPBAJI, TOYKAa B KOHOC 3aroJIOBKa HC CTaBHUTCA. 3aroyjoBok



pacnoJylaraeTcsi Ha NEPBOM JIMCTE€ HaJl TEKCTOM JOKYMEHTa MO LEHTPY, a MpH
o opMJIEHUH TMUChbMA — OT TPAHULIBI JIEBOTO MOJIS.

3.5.8. TekeT A10KyMeHTA.

TexkcT nokyMeHTa OQOPMIISIIOT B BHJE CBSI3HOTO TEKCTAa, TAaOJIUIBI WU
COEJIMHEHHUS 3TUX CTPYKTYP.

TexkcT JOKyMEHTa JIOJDKEH UW3JlaraThCsd KpaTKO W SICHO, OBbITh
apryMeHTUPOBAaHHBIM, OO€cleuyrBaTh TOYHOE U OJHO3HAYHOE BOCIPHUATHE
cojieprkaileiicst B HeM HHGOpMaIuu.

TekcT nOKyMeHTa MOJKEH, Kak MpPaBHIIO, COCTOSTh M3 JBYX vacted. B
NEPBOM YaCTH YKa3bIBAIOTCS MPUYMHBI, OCHOBAHMUSI, 1IEJIM COCTABIEHUS JOKYMEHTA,
BO BTOPOM — pEIIeHHUs], BBIBOIbI, MPOCHOBI, IPEIJIOKEHUS, PEKOMEHIAIUH.

TexkcT nOKyMEHTa MOXET COAEpPX aTh TOJBKO 3aKIIOYUTENbHYIO 4YacTh
(HanpuMep, MpUKa3 — pacropAIUTEIbHYIO0 YacTh 0€3 KOHCTAaTUPYIOIIEeH, TUCHMO,
3asiBJIEHHE — MPOChOyY O€3 MOSICHEHUS ).

B TekcTe mOKyMmMeHTa, MOJATOTOBJIEHHOTO HAa OCHOBAHUHU 3aKOHOAATEIbHBIX,
MHBIX HOPMATHUBHBIX NPABOBBIX aKTOB, U3/IAHHBIX OPraHaMH BJIACTU U YIIPABJIECHUS,
UK Poccum, Cankr-IlerepOyprckoit wu30upaTeabHONW KOMHCCHEH, paHee
U3IaHHBIX TeppuUTOpHANBHON KOMHUCCHEHN, YKa3blBa€TCsl HAMMEHOBAaHHUE BHIA
JOKYMEHTa, HAMMEHOBAaHUE OpraHa, W3JaBIIErO JOKYMEHT, /laTa MPUHATUS WIU
YTBEPKACHUS TOKYMEHTA, €r0 pPErUCTPAllMOHHBIM HOMEpP, a TaKXe 3aroJOBOK
JOKYMEHTA, 3aKJIFOUCHHBIN B KaBBIUKH.

TexkcTbl MOKYMEHTOB OOJBIIOTO O0BbEMa MOTYT JAEIUThCS Ha pa3felbl,

MO/IPa3/IeIbl U MyHKTHI, KOTOPBIE HYMEPYIOTCS apaOCKUMU U pamMu, HallpuMep:

1. Pazmen
1.1. [Toxpaznen
1.1.1. ITynkr

A03a11bl BHYTpHY IMTYHKTOB HE HYMEPYIOTCS.
B muceMax ucnonp3yroT cienytoniue GopMbl U3IT0KECHHS:
or l-ro nwmma MHOxecTBeHHOro uyucina («IIpocum  HampaBHUTh

uHdopMmanuio...», «Hampapisiem Ha 3aKITIOUYEHHE TPOEKT...» U AP.);



or 3-ro nuua eguHcTBeHHOro uucia («TeppuTopuanpHas KOMHUCCHS HE
CUMTAET BO3MOXKHBIM...», «TepputopranbHas KOMUCCHUS MPEAJIaraeT pacCMOTPETh
BO3MOYHOCTb...»).

I'padppr 1 cTpoku TAOAUIBI AOHKHBI MMETh 3aroJIOBKH, BBIPa)KEHHbIE
CYLIECTBUTEIBHBIM B HMEHUTENbHOM manexe. llomzaronoBku rpad u crpok
JOJKHBI OBITH COTJIACOBAHbI C 3arojoBkaMu. Eciu tabnuiyy neuyaTtaror 6ojiee yem
Ha OJHOW cTpaHule, rpadbl TaOMMIBI JOJKHBI OBITH MPOHYMEPOBAHBI M Ha

CIcAyromuX CTpaHUax AJOJIZKHbBI OBITH Hale4aTaHbl TOJBKO HOMCpa 3TUX rpaq).

3.5.9. OT™MeTKa 0 HATMYMY PUWIOKEHHUIA.

OTMmeTKa 0 HAJIMYUU MPUIIOKEHUHN pacIioiaraeTcs OT TPaHMIlbI JIEBOTO OIS
10CJIe TeKCTa Nepe]] NOAMUCHIO.

Ecnu nokyMeHT umeeT MpUIokKEeHUsl, Ha3BaHHbIE B TEKCTE, OTMETKa 00 X

HaIM4YUK 0pOopMIISIeTCs 10 cienytouieit popme:

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

Ecnun AJOKYMCHT HMCCT IIPUIIOKCHUA, HC HA3BAHHBIC B TCKCTC, HX
HaAanMCHOBAaHUA HCO6XOI[I/IMO MNEPCUNUCIINTL IIOCJIIC TCKCTA OOKYMCHTA IICPCH
IMOAIMNUCBHIO C YKA3aHHUECM KOJIMYCCTBA JIMCTOB B KAXKXIAOM IIPUIIOKCHHUHN U KOJINYCCTBA

AK3EMIUISIPOB, IPU HATMYUU HECKOJIBKUX ITPUIIOKEHUN UX HYMEPYIOT, HAIlpUMED:

[Ipunoxenue: 1. TlomoxeHue 00 FKCIIEPTHOM KOMHUCCHH Ha 15 1. B 1 9K3.
2. llpumepnas HOMeHKIaTypa aen Ha 14 1. B 1 9k3.
Ecnu npunoxkeHuss COpOLIIOPOBAaHBI, TO  KOJUYECTBO JIUCTOB  HE
YKa3bIBACTCA.
ECJII/I HpI/IJIO)KeHI/Ie HaHpaBJ’IfICTCﬂ HC BO BCC YKaSaHHBIe B I[OKYMCHTG

azpeca, TO OTMETKA O HATMYUU MPHIOKEHUST 0(OPMIISETCS TI0 CIIeIYIoNIe Gpopme:

[Ipunoxenue: Ha 20 11. B 3 3K3. TOJIBKO B IIEPBBIN ajJpec.

Ecnm x [OOKyMeHTy mpuiaraercsi APYrod JOKYMEHT, TaKKe HMEHOLINN
MPUJIOKEHHE, TO OTMETKAa O HAJUYUU MPUIIOKEHUS O(OpPMIISIETCA CIIEIYIOIIUM

00pazoM:



[Tpunoxenue: nuceMo  IlerponaBmoBck-KamuyaTckoil  rOpoJICKOM  TEppUTOPHATBHOMU
komuccun ot 15.11.2010 Ne 01-21/450 m mpunoxeHue K HEMy, BCEro Ha
12 .

B PEIICHUAX W IIPHUKa3aX CBCACHUA O HAJITUINU HpI/IJIO)KeHI/Iﬁ YKa3bIBalOTCA B

Tekcre. Hanmpumep:

«PazpaboTath W  TpeACTaBUTH  HPOEGKT IJlaHa 1o  ¢opMme,  YKa3aHHOH
B Npuiio>keHuu Ne 1.

Ecim B 1OKymeHTe, K KOTOPOMY OTHOCUTCS NPHUJIOKEHHE, OHO
HE YTBEPKIAETCSA, a IPOCTO COAEPIKUTCS CChUIKA Ha HEro, TO B IPABOM BEPXHEM
yIy YKa3blBaeTCs, K KAaKOMY pEIIeHHIO (MpUKa3y) NPHIOKEHUE OTHOCHUTCH,
HaIpuMmep:

[Ipunoxenne
K penieHu0 TeppUTopuanbHOU
nu3buparenbHoi kKomuccuu Ne4Q
ot 11 sauBaps 2011 r. Ne 11-5

[Ipunoxenne
K IpUKa3y npeacenarens TepputopuaibHOM
n3bupareapbHoil Komuccuu Ne4(
ot 15 mapta 2010 1. Ne 27

[Ipy HanM4YMK HECKOJIbKUX MPUIOKEHUNA OHM HYMEPYIOTCA, Hampumep,

npuiioxenue Ne 1, mpunoskenue Ne 2 u Tak nanee.

3.5.10. Hoamuckh AOIKHOCTHOIO JIUIA.

B cocrtaB nmoammcu  BXOASAT: HAMMEHOBAaHHME JIOJDKHOCTH  JIWIIA,
MOJMKUCABIIETO TOKYMEHT, €r0 JUYHAs MOJIUCh, KOTopas oPOpMIISETCS CUHUMU
WM Y€PHBIMH YEPHIIIAMH, paciInpOBKa MOANUCH (MHUIUAIBI, (pamMuims).

Eciu moxymenT odopmisiercss Ha OnaHke TeppuUTopHanibHON KOMHUCCHH, TO
PEKBH3UT BKJIIOYACT HAWMMEHOBAHHWE JOJDKHOCTH JIWIA, TOAMHCHIBAIOIIECTO
JOKYMEHT, €ro JUYHYI TMOJIUCh, pPACIHU(PPOBKY TMOANUCH (MHHUIHAIBI W

dbamMumio), HampuMmep:

Hpez[cez[aTeJIL JIUYHas 1nmoanuchb HWHHUIIHUAJIBI, (l)aMI/IJ'II/IH



Ecin [OMKHOCTHOE JMIO, MOANKMCH KOTOPOTO 3aroTOBIEHA HA IPOEKTE
JOKYMEHTa, OTCYTCTBYET, TO JOKYMEHT MOJAMMCHIBAET €r0 3aMECTUTENIb UM UHOE
JMLO, UCHOJHSAIOIIEE ero 00s3aHHOCTH. [Ipu 3TOM 0043aTENBHO YKa3bIBAKOTCS
(akTUyecKas NOJDKHOCTH JIMIA, MOAMMCABIIETO AOKYMEHT, M ero ¢gamuius. He
JIOMYCKaeTCsl MOJANUCHIBATh JOKYMEHTBI C MPEJIONOM «3a» WM MPOCTaBICHUEM
KOCOM 4epThl Nepe; HAMMEHOBAHUEM JOJKHOCTH.

Ecnu noxkymeHT opopmisieTcss He Ha OJIaHKe, TO PEKBU3HUT COAEPKUT MOJTHOE
HAaUMEHOBaHUE JOJKHOCTH JIMLA, TMOANUCABLIETO JOKYMEHT, €ro JHUYHYIO

HOJIMUCH, paciIMPpPOBKY MOoANKCH (MHULIMABI U Gpamunnio). Hanpumep:

3amecTuTeNb mpeaceaaTes
TeppuropuaibHON N30UpaATETHHOM
komuccuu Ned( JUYHAS TTOJIITHCH WHUIHAITBI, (DaMUTHS

HpI/I MOANMHUCAHNHN AOOKYMCHTA HCCKOJIbBKUMU HOOJDKHOCTHBIMU JIMIIAMH HX
IO JIINCHU paciojararoTcsa OJHa o J]perﬁ B IOCICO0OBAaTCIIBHOCTH,

COOTBETCTBYIOIIEH 3aHUMAEMOM JIOJIKHOCTH, HAIPUMED:

[Ipencenarens JINYHAs! IOAINUCH WHULHAIIBI, (pamMuTmst

I'maBHbII Oyxrantep JMYHas MOANUCH WHUIMANbI, paMunus

B noxymeHnTe, moaroTOBIEHHOM KOMUCCHUEN, TIOAIMCH PACIIOIaratTCs OHa
non apyroii. [lepBbiM yka3bIiBaeTcs npejaceaaresib KOMUCCUHU, a (haMUIIUU YICHOB

KOMHUCCHU pacrojararoTcs B ajadaBUTHOM nopsnake. Hampumep:

HpenceﬂaTeJIL KOMHUCCHUH JINM4Has 1o AIuCh HWHHUIHNAJIBI, (I)aMI/IJ'II/IH

YieHbl KOMUCCHUH JIM4Hasi 1o AIuCh HWHHUIHNAJIBI, (I)aMI/IJ'II/IFI
JIn4Has 1o AIuCh HWHHUIHNAJIBI, (I)aMI/IJ'II/IFI

Ecnym gOKyMEHT COCTaBJIEH Kak IpuWiiaraéMass K OCHOBHOMY JIOKYMEHTY
CIpaBKa WM HHPOPMAIIHS, TO OH MOAMKUCHIBACTCS COCTABUBIIIUM €TO JIUIIOM.

3.5.11. I'pud corsiacoBaHus.

I'pud cormacoBanmst cocrout u3 cimoBa COIJIACOBAHO 06e€3 KaBbIYEK
M 3arjiaBHBIMU OyKBaMH, HAMMEHOBAaHHUS JIOJDKHOCTH JIMI[A, C KOTOPBIM

COTJIACOBBIBAETCS IOKYMEHT (BKJIIOUasi HAUMEHOBAHUE OPTaHU3alUN), €ro JUYHOU



MOAMNUCH, paciiuPpoBKU NOANUCH (MHULIKATBI, (PaMUIIKSI) U JaThl COTJIACOBAHMSI,

Harpumep:

COI''TACOBAHO
3aMeCTUTEND IJIaBbI AAMUHUCTpAIU
Kpacnocensckoro paiiona Cankr-IlerepOypra

JIUYHaA 1noAInuCh HHUITHUAIIBI, q)aMI/IJII/IH
[ara

Eciu cornacoBanue OCYHICCTBIICTCA IMPOTOKOJIOM, IMHCBMOM WM APYTUM

JOKYMCHTOM, TO COTJIACOBAHUC O(bOpMJ'IﬂeTCSI (O (SP13%:0)108%00%1 06p2130MI

COI'JTACOBAHO
MPOTOKOJI 3aceAaHus
aTTeCTAallMOHHON KOMHUCCUU
TepputopuanbHON M30MPATETHHON KOMUCCHHT

Ne40
oT 05 deBpans 2011 r. Ne 16
WITH:
COI''TACOBAHO

nuceMo Pocapxua
ot 05 mapta 2011 r. Ne 4-15/46

I'pud cornmacoBanus pacrosiaraetcs moj pekBu3uToM «IloAmuce» B JIEBOM
HIOKHEM TI0JI¢ JOKYMEHTA.

3.5.12. Bu3a.

BHyTpeHHEe corjacoBaHHE IPOCKTa JOKyMEHTa O(GOPMIIICTCS BH30M.
Buza BkiouaeT MOANMCH BHU3UPYIOIIETO, paciIu@pOBKY MOANUCH (MHUIIHAIIBI,
dbamMmiis) W Jary, npu HEOOXOAUMOCTH MOXKET OBITh YKa3aHa JOJDKHOCTH
BU3UPYIOIIET0, HAIIPUMED:

[Ipencenarens TepputopuanbHoit n3dHpaTenbHO Komuccuu Ne 40
JINYHAS TIOAIUCH WHUIUANBI, paMunus
Jata

[Tpu Hanmuuuym 3aMedaHnii K TOKYMEHTY BH3a 0OPMIIICTCS CIEAYIOMNUM 00pa3oM:

3aMedaHus IpUIararTcs

[Ipencenarens TepputopuanbHoit u3dbupatensHoit komuccuu Ne 40
JIMYHAas MOJANKUCH WHUIUANBI, paMuus

ara



3aMmedaHus U3JIararoTCs Ha OTAEIBHOM JIICTE, IIOJIIHACHIBAIOTCS
Y NPAJIAraloTCs K JOKYMEHTY.

JlonyckaeTrcs noJIMCTHOE BUBUPOBAHUE TOKYMEHTOB U IIPUJIOKEHUN K HUM.

Ecnn nommmHHUK OOKyMeHTa oOcCTaeTcsi B TeppUTOpHUAIbHOM KOMHMCCHH,
BU3bI MPOCTABIISIIOTCSA B HI)KHEM 4acTh OOOPOTHOM CTOPOHBI MOCIEIHEro JUCTa
IIOJJIMHHUKA IOKYMEHTA.

JIna 1OoKyMeHTa, NOMJIMHHUK KOTOPOr'O OTIIPABIISIIOT U3 TEPPUTOPHATIBHOU
KOMMCCHHM, BU3bI NPOCTABIIAIOTCA B HUKHEUW YaCTH JIMLEBON CTOPOHBI ITOCIEIHETO

JINCTA KOIMMU OTHPABIIACMOI'0O IOKYMCHTA.

3.5.13. OTTHCK NeYaTH.

[Teyats 3aBepsieT MOJIMHHOCTh TOJAMHUCH JOJKHOCTHOTO JIMIIA Ha
JIOKYMEHTaX,  yJIOCTOBEPSIOIIMX  MPEIYCMOTPEHHBIC  IMPABOBBIMHU  aKTaMu
MOJIHOMOYHSL JOJDKHOCTHBIX JIMIl WIW (UKCUPYIOIMX (AKThI, CBS3aHHBIE C
(MHAHCOBBIMH CPEACTBAMH, a TAK)KE HAa MHBIX JIOKYMEHTaX, MIPeAyCMaTPHUBAOIINX
3aBepeHUe MOTMHHOMN TOIITHICH.

IleyaTts cTaBUTCS Ha CBOOOJHOM OT TEKCTa MECTE, HE 3aXBaTbIBas JIUYHOM
IIOJNNCH JOJDKHOCTHOrO auma. IleyaTs MoXKeT 3aXBaThbIBaTh YaCTh HAaMMEHOBAHHUS
JOJDKHOCTH JIUIIA, TTOAUCABIIIETO JOKYMEHT.

B nmoxyMeHTaxX, MOATOTOBJICHHBIX Ha OCHOBE YHH(PHUIIMPOBAHHBIX (HOpPM,

reyaTh CTABUTCS B MeCTE, 0003HAYCHHOM OTMETKON «MID» miam mHbIM 00pa3om.

3.5.14. OT™MeTKa 0 3aBepeHNH KOMUM.

Jlnst  3aBepeHuss COOTBETCTBHSI KOIMWU JIOKYMEHTa TMOJIMHHUKY HUXKE
pexBm3uta «l[loamuce» mpocTaBiIseTCS OTMETKA O 3aBEPEHUU KOMHH  —
3aBeputTenbHas Haanuch «BepHo» wnmm «Komwmst BepHa», IOMKHOCTH JIUIIA,
3aBEpUBIIETO KOIMHWIO, €Tr0 JUYHAs MOAMKNCH, pacmm(poBKa TOAMHUCH M JaTa

3aBEpEHUs, HAPUMED:



Bepro

IIpencenarens TeppuropuanbHOU
n3buparensHoil Komuccuu Ne 15

JIMYHas IoAIMTnUChH WHHUIIUAIBI, (1)aMI/IJII/I$[
Hara

[Ipy HEOOXOTUMOCTH MPU 3aBEPEHUHM KOIHUU JOKYMEHTAa MOXET OBITh
MIPOCTABJICHO BpeMs 3aBEepEHUs (HAIpUMeEp, IPHU 3aBEPEHUN KOIHIA TIPOTOKOJIOB 00
UTOTaX TOJIOCOBAHUA).

Ecnu komws JOKYMEHTa HW3TOTaBIMBAaCTCS HAa HECKOJBKUX JIMUCTaxX, TO
3aBEPSICTCS KKJbIH JTUCT JTOKYMEHTa JIMOO JOKYMEHT IMPOIIMBACTCS M HAa MECTE
NPOIITUBKK CTaBUTHCS 3aBepUTENbHAas Haanmuch «BepHo» wnmm «Komus BepHay,
JOJKHOCTh JIMIIA, 3aBEPUBIIETO KOMHIO, €ro JIMYHas TMOJIMHCH, paciimgpoBKa
MIOJIMTHACH U JlaTa 3aBEPEHUSI.

[Tpu mepechbuIKe KOMHMKM JOKYMEHTA B JPYrMe OpraHU3allMH WIIA BBIJAYC €€
Ha PYKU 3aBEPHUTEIIbHAS HAJIIHUCh YIOCTOBEpseTcs medaThio «TepputopualibHas
n3oupartenbHas komuccus Ne 40» MO0 Mpu HATUYHMHK 1eUaThio « TeppuTopuanbHas

n3oupatenbHas komuccus Ne 40. J[ns JOKyMEHTOBY
3.5.15. OTMeTKa 00 HCIIOJTHUTEJIC.

OrMeTrka 00 HCHONHHUTENEC BKIOYACT B ce0S WHUNMAIBI W (paMUIuIo
UCIIOJTHUTESI JJOKYMEHTa U HOMEP €To CIY)KeOHOro TeiedoHa ¢ KOJAOM PEruoHa.
OTMeTKy 00 MCITOTHUTENIE pacIioiaraloT Ha JIMICBON WIH, IPU OTCYTCTBUU MECTa,
Ha OOOpPOTHOM CTOpPOHE MOCJEIHETO JUCTa JOKYMEHTa B JICBOM HIDKHEM YTITy

pazmepom mmpudTa 10 myHKTOB, HATIPUMED:

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

3.5.16. OT™MeTKA 00 HCIIOJTHEHUH TOKYMEHTA.

OrMerka 00 WCHOJHEHMM JOKYMEHTA W HANpaBICHUU €ro B JIENO
BKJIIOYAET CJICYIOIINE AAHHBIE: KPAaTKUE CBEACHUS 00 HCIOJHEHUU TOKYMEHTa
(Ipu OTCYTCTBUU JOKYMEHTA, CBUIETEIbCTBYIONIETO OO0 HCIIOJIHEHUU), ATy U

HOMEP MMEIOIIETOCs IOKyMEHTa 00 MCIIOJIHEeHHUH, ciioBa «B aeno», HoMep aeia, B



KOTOpOM  OyneT XpaHUThCA JOKYMEHT, JaTy, TMOJNUCh MpeacenaTens

TepputopranbHON KOMUCCHUH.

4. Opranu3anusi pa6éoThbl ¢ HCXOAAIIMMU (OTHPABJISIEMbIMI) JOKYMEHTAMH

4.1. Ucxopsmuiye JOKYMEHTBHI Ie4yaTaloTCsl Ha OJlaHKaX YCTaHOBJIEHHOM
dbopMbl U OQOPMIISIFOTCSI B COOTBETCTBUM C TMOJOXKEHUSIMH HACTOAIIEH
NucTpyKImm.

4.2. OtnpaBka JTIOKYMEHTOB u3 TepputopuanbHOii KOMUCCHUU
OCYIIECTBIISIETCS  (DENIBABETEPCKON WJIM CHENUATbHOW CBSI3BIO, IOYTOH, TIO
tenerpady, kananam cBsizu ['AC «Bwibopeiy, [N JIEJIO, kananam paxkcummibHOM
CBsI3H, ceT IHTEpHET UM HAPOUHBIM.

4.3.1lpu odopmieHUH MHCEM W TeJIEerpaMM HCIOJHHUTEIbh YKa3bIBaeT
TIOJIHBIY MTOYTOBBIN (BKIIFOYAS MHJEKC) aJipec OpraHu3alluy WK rpakIaHrHa.

4.4, Vicxonsmiue mNHUChbMa HAMNPABISIIOTCS 32  TOANUCHIO  TIpejceaaTess
TepputopuanbHON KOMHMCCHUH, B €r0 OTCYTCTBHE — 3a MOJMHUCHIO 3aMECTHUTENS
npeaceaaTeNss WIM WHOro wieHa TeppuTOopuanbHOW KOMMCCHH, UCIIOJHSIOIIETO
00s13aHHOCTH TpejceaaTens, Ha OJlaHKe MUChMa.

4.5. ITognucanHple TUCbMa U Tenerpammbl peructpupytores B 1IN JIEJIO
WM )KypHaJe.

Ecnn oTnipaBisgeMblil JOKYMEHT SBIISIETCSI OTBETOM HA BXOJSIIIAN JOKYMEHT,
HEOOXOUMO TMPUOOIIUTh TOMJIMHHUK BXOMSIIETO JOKYMEHTa K  KOIHH
OTIPABIIIEMOI0 TOKYMEHTA, OCTAIOLIECHCS B JETI€.

4.6. JlIokyMeHTaM MPUCBAMBACTCS UCXOSANIIUN HOMEDP, KOTOPBIA COCTOUT U3
MHJIEKCA JIeJIa 10 HOMEHKJIAType Jel W IOPSAKOBOTO HOMEpAa JIOKYMEHTA,
pa3deIeHHbIX KOCOW 4epTou. McxXomsimmii HoMep yKa3blBaeTCs TaK)KEe Ha KOIUHU
NOKYMEHTa, ocrawmomeics B Jaene. Hymepanus #cxomdmmx JOKYMEHTOB
OCYILIECTBIIAECTCS B IPeAeIax KAICHAAPHOTO roja.

[Ipu perucTpanuu HUCXOASMIETO TOKYMEHTa B PErUCTPALIMOHHON (dopme
00s13aTeNIbHO  YKa3bIBAIOTCSl CIEAYIONIME PEKBU3UTHI: JaHHbIE 00 ajapecate

(bamunusi, UMs, OTYECTBO (PU3MYECKOrO JIMI[A WM Ha3BaHUE OpPraHu3alllH,



MECTOHAX0XK/ICHHE TOJydaTensl), a TaKKe KpaTKOe COJAEpXKaHUE JTOKYMEHTA,
KOJIMYECTBO JIMCTOB OCHOBHOI'O JOKYMEHTA W JINCTOB IPHWJIOKEHHUS, KOJIUYECTBO
DK3EMIUIIPOB, WCIIOIHUTENb AOKYMEHTA, €r0 COUCIOJNHUTEIN, a TAaKKE€ KEM OH
MTOAUCAH.

4.7. JIokyMeHThI 0 BoripocaMm GopMupoBaHusi TeppuTopranibHON KOMUCCUU
U OCYILIECTBJICHUS €€ (PUHAHCHUPOBAHUSA, HAIPAXKICHUS M IMOOLIPEHUS YJICHOB U
paboTHUKOB ammapaTta TeppuTopuasbHON KOMHUCCUHU, B 00S3aTEIBHOM MOPSJIKE
HAIIPaBJISFOTCS HAPOYHBIM.

WNuble nokyMeHTbl MOTYT ObITh oTnpaBieHbl no cpeacrsam [MU JIEJIO unu
NIOYTOM IO YKa3aHUIO npejcenarens TeppuTopuaibHOM KOMUCCHH.

4.8.1lo xananam (¢akCUMHJIBHOM CBSI3W  JOKYMEHTBl  IEpEAaroTCs
OTBETCTBEHHBIM 3a BEICHUE AEJIONPOU3BOJICTBA MIOCIIE UX PETUCTPALUH.

4.9. Tlpu oTnpaBke TenerpaMMbl 0oJjiee 4eM B YEThIpe ajpeca opopMIIsIeTCs
NOJJIMHHUK, KONUS M [JBa OHK3EMIUIApAa MOAMMCAHHOIO CIUCKA PAaCCBUIKUA C
yKa3aHWEM TMOJHBIX IIOYTOBBIX (BKJIIOYas MOYTOBBIM HWHAEKC) azapecoB. Ha
Tenerpad mnepenaroTcs MOIJIUHHUK C OAHUM SK3EMIUIIPOM CIUCKA PACCHUIKUA U
KOIKS TeJIErpaMMbl, KOTOpas ¢ OTMETKOW O mepeaade TeJlerpaMMbl BO3BpaIlaeTCs
B TeppuTopHalibHYI0 KOMHCCHUIO M BMECTE CO BTOPBIM 3K3EMIUISIPOM CIUCKa
PacChUIKU MOJIINBAETCS B AEJIO.

4.10. Ilpu ortnpaBke muchMa Oojee 4yeM B YETHIpE ajapeca COCTaBISETCS
CIIMCOK pACCBUIKM YCTaHOBJIEHHOW (opmbl (mpunokerue Ne 5), KoTOpbIit
IIOANMCHIBACTCA NIPEACENATENEM, B €T0 OTCYTCTBUE — 3aMECTUTENIEM IIpECeNaTeNs
WIN WHBIM 4JI€HOM TeppUTOpPHAIIBHOM KOMHCCHH, WCIOJHSIOIIMM OOS3aHHOCTH
npeacenarens TeppuropuaibHOM KoMmuccuu. Ilocime perucTpanmu MUCHBMO
TUPAKUPYETCS] B HEOOXOIMMOM KOJIMYECTBE U OTIPABIISIETCS.

Ecin nuceMo maM TenerpaMMa HampabiisieTcsl HE Oojiee 4eM B 4YEThIpe
azpeca, TO IMOAIMCHIBACTCS KaXKIbIM YK3EMILIAD.

4.11. OtnpaBka JOKYMEHTOB MPOU3BOAMUTCS €KEIHEBHO B 4achl PadOTHI
TeppuTopnanbHOM KOMHCCHHM, KPOME BBIXOJHBIX M HEpaOO4YMX Mpa3THUYHBIX

JTHEH.



[lopsaiok OTHpaBKM UCXOALIMX JOKYMEHTOB IMOCJE OKOHYAaHMS pabodero
IHS, B BBIXOJHbIE M HepaOouue Npa3gHUYHbIE JIHU, B IMEPUOJ MOATOTOBKH HU
MPOBEJICHUA M30MpaTEIbHBIX KAaMIaHUM yCTAHABIMBAETCS MpelCeaaTeeM
TeppuropranbHON KOMUCCHUH.

4.12. JIokyMEeHTBI C OTMETKON O CPOYHOCTH JOCTaBKH «BecbMa CpoYHO» U
«CpoyHO» 0QOPMIIAIOTCS  HE3aMEMJIUTEIbHO, OTHOPABISIIOTCA MO  KaHajam
¢dakcumuiibHoM cBsa3u, 11 JIEJIO nnu HapodHbIM.

4.13. JlokyMeHThI, HampaBligeMble TpakIaHaM IO JAOMAIHEMY aJpecy,
OTIPABISIOTCS Yepe3 MOYTOBOE OTAENEHUE CBSI3M, KaK MPAaBUIIO, 3aKa3HBIMH
MUChbMaMHU.

4.14. JlokyMeHThI, TepelaBaeMble MO KaHajlaM (PaKCUMHJIBHON CBsI3H,
PETUCTPUPYIOTCS B TIOPSJIKE, YCTAHOBJICHHOM JIJIsi UCXOSAIIUX TOKYMEHTOB.

4.15. Vcxopsmue TOKYMEHTBI, O(pOPMJICHHBIE C HApPYIIEHHEM TpeOoBaHUM
WNHCcTpyKIMyu, K OTHpaBKe HE MPUHUMAIOTCS U BO3BPAIIAIOTCA MCIOJHUTEISM Ha
nopabotky. KoppecnonaeHuus HeciayXkeOHOro Xapakrepa, B TOM YHCIE JIMYHAas
KOPPECIOHAECHIINS, K OTIPAaBKe HE IPUHUMAETCH.

4.16. Koy ucxoasimux JOKYMEHTOB MTOMEIIAIOTCS B J1€]10 B COOTBETCTBUU

C HOMEHKJIaTypou nen TepputopraibHONM KOMUCCHUH.

5. OcobenHOCTH PadoThI ¢ OOpPAlIEHUAMH I'PAKIAH

5.1. Opranuzamuss paboTel ¢ OOpaIleHUSIMH TPaXIaH OCYIIECTBISCTCS
B COOTBETCTBHUH C pa3/iesioM 2 Hacrosmiel MHCTpykimu ¢ yaeToM 0COOEHHOCTEH,
YKa3aHHbBIX B JJAaHHOM pa3Jielie.

5.2. Ilucemennsie  oOpamieHuss TpaxkiaaH (mamee —  oOpamieHws),
noctynuBiine B TeppuTopHaibHYI0O  KOMHUCCHIO,  PETUCTPUPYIOTCA  C
UCIIOJIb30BAaHUEM PETUCTPALIMOHHBIX (OPM  OTHENBbHO OT JIPYyTHMX BHUJOB
JOKYyMEHTOB HE TMO3[HEe Tpex JHEH ¢ MoMeHTa mocTyruieHus. OOparieHus,
Kacaroluecs: HapylIeHU W30MpaTeNbHBIX TpaB TPaXKJaH B MEPHUO TOJITOTOBKH
U TIPOBEJCHUS BBIOOPOB U pePepeHAyMOB, PETUCTPUPYIOTCS B JIEHb MOCTYILJICHUS

B TeppuTopualibHyt0 KOMUCCHUIO WU HA CIIEIYIOUA paboumil JeHb.



5.3. [Ipu BCKpBITUH KOHBEPTOB MPOBEPSETCS HAIUYKME BCEX BIIOXKCHUMU.
KoHBepT 00s13aTeNIbHO COXpaHIEeTCsl.

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

I[Ipu peructpauum noBTopHbIX OOpamieHuii UM  [pPUCBAaUBAETCA
OUepeIHOM PEruCTPAlMOHHBIA HOMEp, B pPErUCTpalMoHHOW (opme aenaercs
otMeTKa «I10BTOpPHO.

Ecnu OOpaiienre nocTynuio oT KOJJIEKTUBA TPak/iaH, TO MPU PETUCTpaLUU
B PErucTpaoHHoi popme craBuTcs oTMeTKa «KoJuiekTuBHOEY.

5.4. PeructpaiiluoHHbI IITAMI, COCTOAIIMA M3 TOPSAJKOBOIO HOMEpa
oOpalieHusi U JaThl PErucTpalid, CTAaBUTCA, KaK MPaBWJIO, HAa TEPBOM JIUCTE
OOpaiieHus B MpaBOM BEPXHEM YTIIy WJIM Ha CBOOOJHOM OT TEKCTa MECTe.

Hymepanuss noctynuBmmx OOpaiieHuid OCYHIECTBISIETCS B Ipejenax
KaJIEHJIapHOTO To/1a.

5.5. 3apeructpupoBannsie OOpalieHus: paccMaTpUBAIOTCS TpejacenaTeIemM
TeppuTopuanbHOW KOMHUCCUH, 3aTe€M [OCJIE€ [EPEHECEHUs YKa3aHus IO
UCIIOJIHEHUIO IOKYMEHTa B PETUCTPAIMOHHBIE (POPMBI TIEPEAAOTCS UCTIOTHUTEISIM
IO/ TIOAIIUCH.

5.6. OOparenus, aapecoBaHHbIE WICHaM TeppUTOpUATBLHON KOMMCCHH,
PETUCTPUPYIOTCS B YCTAHOBJIECHHOM THOPSAKE, JOKIAJABIBAIOTCA IPEACENATEIIO
TeppuTopuanbHOW KOMHUCCUHM, 3aTE€M IOCJIE€ MEPEHECEHUs YKa3aHus 110
WCITOJIHEHUIO JOKYMEHTA B PETHCTPAIMOHHBIE ()OPMBI TIEPEAAOTCS UCTIOTHUTEISAM
IO/, TIOITHCh.

OOpaieHnss paccMaTpuBAIOTCS B COOTBETCTBHHM C  YKa3aHUSMHU IO
WCIOJIHEHUIO JOKYMEHTA Ipeacenarens TeppuTopruaibHOW KOMHUCCUU B MOPSJIKE,
YCTaHOBJIEHHOM 3aKoHoAaTenbCcTBOM Poccuiickon denepanumu.

5.7. OGparienusi, cofepsKaniue BOMPOCHI, PEIIeHNE KOTOPhIX HE OTHOCUTCS
K KOMIIETEHUHUH TeppUTOPHAIIBHON KOMMCCHM, JTOKJIAIbIBAIOTCA MPEICEAATENIO
TeppuTopranbHOW KOMUCCHHM M IO €T0 YKA3aHUIO MO MCIOJHEHHIO JOKYMEHTAa B

TCUCHHUC CCMH KaJICHAAPHBIX ,Z[Heﬁ CO OHA PperucCrpanru HAIIPaBJIAOTCA C



COMPOBOJUTEIBHBIM MTUCHMOM 3a €ro MOANMUCHI0 B COOTBETCTBYIOIIMM OpPraH WIH
COOTBETCTBYIOLIEMY JOKHOCTHOMY JIMILY, K KOMIETEHIIMHM KOTOPBIX OTHOCHUTCS
pemieHre nocraBieHHbIX B OOpalleHuu BONPOCOB, C YBEAOMJICHUEM TIpakKiaH,
HanpaBuBiux OOparienus, o nepeaapecanun Obpaiiennii. B conpoBoautenbHOM
MMCbME OTOBAapUBAETCA MOPSAOK HAMpaBlieHUs oTBeTa aBTopy OOpaleHusl.

Ecnu pemenne mnocraBineHHbIXx B OOpamieHHs X BOMPOCOB OTHOCHUTCS K
KOMIIETEHIIUU HECKOJIbKUX TOCYIApPCTBEHHBIX OPraHOB WJIM JOJKHOCTHBIX JIUII,
koruss OOpaiieHusi B TEUCHHE CEMU KaJeHJApPHBIX JTHEW CO JIHS pPEeTrUcTpaluut
HampaBiIsieTCsl B COOTBETCTBYIOIIME  OpraHbl  WJIM  COOTBETCTBYIOIIUM
JOJIKHOCTHBIM JIMIIAM.

5.8. 3anpemraercs HaIpaBJIsATh Obpaienue HA  pPacCMOTpPEHHE
B TOCYZapCTBEHHBINA OpraH, OpraH MECTHOTO CaMOYIIPaBJICHUS WIH JIOJDKHOCTHOMY
JUIly, pelleHne win JaedictBue  (0e3aeicTBHE) KOTOPBIX — o0XamyeTcs, 3a
UCKIIFOUEHUEM CITy4aeB, YKa3aHHBIX B MyHKTe 6 cTaThu 75 denepanbHOro 3aKoHa
«O0 OCHOBHBIX TapaHTUAX W30MpaTENbHBIX MpaB W IMpaBa Ha YydacThe B
pedepennyme rpaxaan Poccutickoit denepanumy.

5.9. Ecniu B COOTBETCTBMM C 3ampeToM, YKa3aHHbIM B mojpasznene 5.8
WHCcTpyKIMu, HEBO3MOXXKHO HampaButh OOpalieHue Ha paccMOTpPEeHHE B
rOCYJapCTBEHHBIA OpraH, OpraH MECTHOTO CaMOYIIPABICHUS WIN JOJKHOCTHOMY
JUIY, B KOMIIETCHIIMIO KOTOPBIX BXOAMT PEIICHHE MOCTaBleHHbIX B OOparieHnu
BompocoB, OOpallleHre BO3BPAIIACTCS TPAXKAAHUHY C PAa3bsICHEHHWEM €ro IpaBa
00XaJloBaTh COOTBETCTBYIOLEE pEIIEHUE WIM JEeUCTBUE B YCTaHOBJIECHHOM
IIOPSIAKE B CYyJIE.

5.10. OGpamienusi, mTOCTynHBIIME B  TeppUTOPUATBHYIO  KOMHCCHIO,
paccMaTpuBarOTCsT B CpPOKHM, YCTaHOBJIEHHblE moApazgenamu 9.5 u 9.6
NucTpykumm.

B mepuon moaroToBkuM W TMpoBeneHUS BBHIOOPOB W pedepeHIYMOB CPOKHU
paccMOTpEHUS OOpamieHuii  yCTaHaBIMBAIOTCS B COOTBETCTBUU c

3aKkoHOAaTeNnbcTBOM Poccuiickoit denepanuu o BeIOOpax U pedepeHiymax.



Ecaim  HeoOxomumo  mpoiIuTh  Cpok  paccMoTpeHuss — OOpaieHwus,
WCIIOJTHUTEh HE MO3AHEE YEM 3a TPU JHS A0 UCTECUCHUSI CPOKA MOJTOTOBKH OTBETA
MIPEACTaBIACT Ha UMA Mpejacenarens TeppUTOpHATbHOW KOMHUCCHH JIOKIIAIHYIO
3alUCKYy C OOBSICHEHHWEM, [0 KakKOW NpUYMHE HEBO3MOXXHO JlaTb OTBET B
YCTAHOBJIEHHBI CpoK. MakcuManbHOe TPOMJIEHHE CpOKa PpPacCMOTPEHHUS
OO6paienus coctaisieT 30 KadeHAAPHBIX THEH.

3asiBUTEINIO HANPABISAETCA YBEIOMJIEHUE O MPOJJIEHUN CPOKAa PACCMOTPEHUS
ero OOpaiieHus.

OO6pariieHusi, Ha KOTOPBIE JTAIOTCS MPOMEKYTOUHBIE OTBETHI, C KOHTPOJIS HE
CHUMAIOTCH.

5.11. B cnaydae mocrymieHus B TeppuTOpUAIbHYIO KOMHCCHIO B
YCTAaHOBJIEHHOM TMOPSIKE 3ampoca roCyJapCTBEHHOTO OpraHa, OpraHa MECTHOTO
caMOYIpaBJieHUs] WM JOHKHOCTHOTO JuIa, paccMmaTtpuBaromux OOpaieHue,
JOKYMEHTBI M MaTepHuaibl, HEOOXoauMble [Jisi paccMoTpeHust OOparieHus,
IPEACTABISAIOTCS B T€UEHUE 15 KameHIapHbIX THEM.

5.12. OtBer Ha OOpaiieHre, B KOTOPOM HE YKa3aHbl (haMUIIUs TpakIaHHA
U €ro IMOYTOBBIM aApec WU aJpec AJIEKTPOHHON MOYTHL, O KOTOPOMY JOJIKEH
OBITh HAmNpaBJIEH OTBET, He gaeTcs. Takoe OOpaileHWe CHUCBIBAETCS B JEJ0
npejacenarTeneM TeppuropuaibHOl Komuccuu. B ciaydae ecnmm B OOpamieHun
COZIepKaTCsl CBEACHUS O MOATOTAaBIMBAEMOM, COBEPIIAEMOM HWIIM COBEPILICHHOM
OPOTUBONPABHOM JESIHMHM, a TakKKe O JIMIe, €ro MOATOTABIMBAIOIIEM,
COBEPINAIONIEM WM COBEPIIUBIIEM, OOpalleHHue TMOJIC)KUT HAMPABICHUIO B
rOCYJapCTBEHHBI OPraH B COOTBETCTBUU C €0 KOMIIETEHIIUEH.

Ecmu Texer OOpamenusi He moamaeTcs mpouTeHuio, otBeT Ha OOparieHue
HE JlaeTcsi W OHO HE TMOJJIeKUT HAMpaBJICHUIO HA pacCMOTPEHUE B
rOCYJapCTBEHHBIA OpraH, OpraH MECTHOTO CAMOYIPABJICHUS WU JTOTKHOCTHOMY
JUIY B COOTBETCTBUU C MX KOMIETEHIIMEH, O 4YeM B TEUEHHE CEMU KaJeHAapHBIX
naHEl co mHs peructpanun OOpaimeHus coo0IaeTcsi TpakIaHuHy, HalIPaBUBIIIEMY

Oo6pamenue (eciu ero GpamMuIHs ¥ OYTOBBIN aJpec MOAAAI0TCS TPOUYTEHHIO).



5.13. O6pamienusi, B  KOTOPBIX  COJAEpKATCs  HELEH3ypHbIe  JHOO
OCKOpPOUTENIbHBIE BBIPAKEHUS, YrPO3bl JKU3HU, 3JI0POBBI0 M HMYIIECTBY
JOJDKHOCTHOTO JIMIAa, a TaKKe YIEHOB €ro CEeMbH, OCTalTcsa 0e3 OTBera IIo
CYLIECTBY IIOCTaBJICHHBIX B HEM BOIIPOCOB, a 3aABUTENSIM COOOUIAETCS
0 HEJIOMYCTUMOCTH 3JI0YIIOTPEOICHHS IPABOM.

5.14. O6pamieHue, B KOTOPOM OOKalyeTcsl CyJqeOHOE pEIlIeHHE, B TCUCHHE
CeMH KaJeHAApHBIX JHEW CO JHS PErucTpaldyd BO3BpallaeTcs Tpa)kIaHUHY,
HanpaBUBLIEMY oOpalieHhe, ¢ pa3bICHEHHEM IMOps/Ka 00KajJoBaHUS JTaHHOIO
CyJ1IeOHOTO pelIeHus.

5.15. Ecniu B OOpaleHuu COJIEpKUTCS BOMPOC, HA KOTOPBINA TIpaKIaHUHY
HEOJIHOKpaTHO (/1Ba pa3a u Oosee) JaBajllCh MUCbMEHHBIE OTBETHI MO CYIIECTBY B
CBSI3U C paHee HamparieHHbIMU OOpaleHusiMu, U npu 3ToM B OOpalieHuu He
MPUBOASATCS HOBBIE JOBOABI U OOCTOSITEILCTBA, TO IMEpPENHCKa IO JaHHOMY
BOMPOCY C IPaKJIaHWHOM MPEKPAIIAETCS, O YEM €My HalpaBIIAECTCS YBEIOMIICHHE.

5.16. JInunplii TipHieM TpaxaaH BeJeTCs IpeacenaTeneM TeppuTopuanibHOM
KOMHUCCHH.

Nudopmaruss o  mopsake mpuemMa  TpaxaaH — pa3Mmelnaercs — Ha
MH(GOPMAIIMOHHOM CTeHJI€ U OPUIIMAIbHOM caiite TeppuTopuanibHON KOMUCCUU B
UH()OPMAIIMOHHO-TEJIEKOMMyHUKAIIMOHHOMW ceTn HTepHeT.

I[Ipy  nuuHOM  mpHeMe  TpPaKJAaHUH  MOPEIBABISIET  JOKYMEHT,
YIOCTOBEPSAIOUINI €r0 JINYHOCTb.

Benenue nuyHOro mpuema TpakJlaH MOXKET COMPOBOXKAATbCA ayAuo- W
BHJIEO3AIUCHIO, O YEM IpakJaHe YBEIOMIISIIOTCS 10 Hayajaa mpuema.

5.17. Bo Bpemsi mpuemMa Tpa)KJaH BEIETCS XypHaJl ydeTa, B KOTOPBIH
BHOCATCSI JIaHHBIE O TpaKIaHUHE, KPATKOE COJiepaHue OOpallleHHs], Pe3yabTaT
€r0 PACCMOTPEHUS, a TAKKE JODKHOCTh U (haMUJTUS JIUIA, TIPOBOIAIIETO TPUEM.

Ecmm  wm3noxennsie B yctHOM OOpamennn  (pakTel He TpeOyrOT
JIOTIOTHUTENIBHON TTPOBEPKH, OTBET Ha OOpalIeHne ¢ COryiacus rpakIaHuHA MOXKET

OBITH JdaH YCTHO B XOA€ JIMYHOI'O IIpUEMa, O 4YCM ACJIACTCsA 3aIlMCh B JKYPHAJIC



ydyeta. B ocTaidpHBIX cClly4asix JaeTcs TMHCbMEHHBIH OTBET IO CYIIECTBY
nocTaBleHHbIX B O0OpalnieHun BOIPOCOB.

B xoae nuuHOro nmpuemMa rpakIaHuHy MOKET ObITh OTKAa3aHO B JlalibHEMIIIeM
paccMOTpeHun oOpalleHus, €clii €My paHee ObUI JaH OTBET IO CYIIECTBY
MOoCTaBJIeHHBIX B OOpaIieHuu BOIPOCOB.

B cnydae rpy0oro, arpeccMBHOrO MOBEACHUS TPaKJaHUHA MPUEM MOXKET
OBITH TIpeKkpailieH. [Ipu HEOOXOAMMOCTH MOXKET OBITh BBI3BAH COTPYIHUK OXPaHBI.
Nudopmaiius o moBefieHNN rpakIaHMHA OTPAKACTCS B KypHAJIEC yUeTa.

5.18. Ilepenannsie Ha  mpueme  OOpalieHuss  PErUCTPUPYIOTCA €
UCIIOJIb30BAHUEM PETUCTPAIIMOHHBIX (OPM W pPacCMATPUBAIOTCA B TMOPSJIKE,

YCTAHOBJICHHOM HACTOAIIUM PA3JICIIOM.

6. OcoO0eHHOCTH Pa0OTHI € JOKYMEHTAMHM, COAECPKAMMH CIYKEeOHYIO
HHGOPMALHI0 OTPAHUYECHHOT0 PACIIPOCTPAHEHU (B TOM YHCJIe CBeACHUS 00
H30MpaTefiX, y4YacCTHUKaX pedepeHayMa, 00pamanuuMHICcs B paMKax
¢pyHkuuoHupoBanus I'ocy1apcTBEHHOM CHUCTEMBbI perucTpanuu (yuera)

usbuparesieil, ysacTHukoB pedepenayma B Poccuiickoii @enepannn)

6.1. OcobenHocTH pabOThI C JIOKYMEHTaMH, COJEPKAIIUMU CIIYXKEOHYIO
MH(GOPMAIINIO OTPAHUYEHHOT'O PACIIPOCTPAHEHUSI.

6.1.1. K cuyxeOHoli wuHbOpPMAIMU OTPAHHMYCHHOTO PaCIPOCTPAHCHHS
OTHOCUTCSI HeceKpeTHas WH(OpMalvsi, HE3aBUCMMO OT BHJA €€ HOCHUTEINS,
OTpaHUYCHHUSI Ha pacnpocTpaHeHue KOTOpOH YCTaHABJIMBAIOTCSA
3aKOHOAATeNIbcTBOM Poccuiickoit ®enepaunn, pemieHUsIMA (IIOCTAHOBJIECHUSMM )
BBINIECTOSANIUX H30MPATETbHBIX KOMHCCHA.

6.1.2. HeoOxomuMoCTh  TPOCTAaBICHUS TOMETKH  «Jlms  cirykeOHOTro
nonb3oBaHus» (manee — «JCII») Ha MOKyMeHTax W HU3JaHUSX, COJAEpKallUX
CIy’)keOHy!0 HWH(OpPMAIMI0O OTPAaHUYCHHOTO PACIpPOCTPAHEHUS, OMPEACIICTCS
npeacenarereM  TeppuUTOpUATbHOM  KOMHUCCHHM,  TOINMUCHIBAIONIAM WM

YTBCPKAAOINM JOKYMCHT.



JIOJDKHOCTHBIE JIMIa, TPUHSBIIME pEIIeHHE 00 OTHECEHUM CIyKeOHOM
nHpopMaIMK K pa3psiay OrPaHUUYECHHOTO PACTIPOCTPAHEHUs, HECYT MEPCOHAIBHYIO
OTBETCTBEHHOCTH 32 00OCHOBAHHOCTb MPUHSITOTO PEIICHMUS.

6.1.3. [lometka «ICIl» u HOMEp sK3eMIUIsipa MPOCTABISAIOTCA B IPABOM
BEpXHEM YTJIy NEPBOM CTpaHUIIBI JOKYMEHTa (B Clydae HEOOXOIUMOCTU — U €TO
MIPOEKTA), COJIepKalllero  CIyXkeOHyo  HMHPOPMAIMI0  OTPaHUUYEHHOTO
pacrpocTpaHeHus, Ha 00JIOKKE U TUTYIHLHOM JIMCTE U3JaHUsI, a TAKXKE Ha MEPBOU
CTpaHUIE COMTPOBOIUTEIILHOTO MTUChMAa K TAKUM JJOKYMEHTaM.

6.1.4. Pabota ¢ AOKyMEHTaMH, COJEpKAIIUMHU CIyXeOHYI0 WH(OOpPMAIHIO
OTPAaHUYEHHOT'O PACIPOCTPAHECHUS, B TOM YHCJIE UX MPUEM, y4eT (perucrparus),
OCYIIECTBIISICTCS B TOPSJIKE, YCTAHOBJIICHHOM i1 HECEKPETHBIX JIOKYMEHTOB, C
y4E€TOM OCOOCHHOCTEW, W3JIOKEHHBIX B HacrosmeM paszzaene. [lpu stom k
PErUCTPAllMOHHOMY HOMEDPY JOKyMeHTa obasisiercss mometka «{CII».

6.1.5. Jlokymentsl ¢ mometkon «JICII» peructpupyrorcst (y4uTHIBArOTCS)
BMECTE C JIPYTUMH HECEKPETHBIMU OKYMEHTaMHU. B perucTpalluoHHONW KapTOuKe
NOKyMEHTa Mpou3BoaAuTcs 3anuck «ICID».

6.1.6. CkanupoBaHue, KOMHUPOBaHHE (TUPAKUPOBAHUE) JOKYMEHTOB C
nomeTkor «JICII», mpou3BOAUTCA HCHOJHHUTENIEM JOKYMEHTAa C MHUCBMEHHOIO
paspelieHuss  mOpenacenarens — [eppUTOpPUATIBHOWM  KOMHUCCHUH, TpPH  3TOM
OCYLIECTBIISIETCS. YUET KaXKIOT0 SK3EMILISIpA YKa3aHHBIX JOKYMEHTOB.

6.1.7. Hoxymentst ¢  mometkoir  «JICIl»  mepematorcs — wieHam
TeppuTtopuanbHOM  KOMHCCMHM M TPAXKAAHCKUM  CIIy)KalllUM  armapara
TeppuTopranbHOW KOMUCCHUU O] IIOJIHKCH.

6.1.8. Hoxymentsl ¢ mometkor «JICID» HampaBnsitoTcst B Ipyrue OpraHbl U
opraHuzanud opraHamu  (denepanbHON  (GETBABETEPCKON  CBA3M,  CIYKOOM
CIIEUUAJIBHOW CBSI3M JMOO HApOYHBIM. 3alpeuiaercs nepenaBaTh JOKYMEHTBI C
noMmeTkon «JICII» 1o He3alMIIeHHBIM KaHajlaM KOMIIBIOTEPHO-MOJIEMHON H
(aKCUMIIIBHOMN CBS3H.

Hoxymentsl ¢ mometkod «JICID» pacceuiatoTcs HECKOJIBKUM ajpecaTam

COrjlaCHO CIIMCKY paCCbLUIKM, B KOTOPOM HAIIPOTHB KaXIAO0Iro0 aapecara



MIPOCTABISETCS HOMED IK3EMILISIpA OTIpaBisieMoro JokymeHTa. CIUCOK pacChUIKU
MOANUCHIBACTCS UCTIOJIHUTENIEM U IIpejiceaaTesnieM TepputopuaibHON KOMUCCHUHU.

6.1.9. cnonnennsie nokymMeHTHI ¢ moMeTkon «JICII» ¢popmupyrorcs B gena
B COOTBETCTBUU C HOMEHKJIATYpOil Aen. B mpaBom BepxHeM yriy oOJIOKKHU Jiefia, B
KOTOPOE MOMEIIIEHBI TAKUE JOKYMEHTHI, TpocTaBsieTcs nometka «J{CIDy.

6.1.10. okymentslt ¢ mnometrkoit «JICII» XpaHsTcs B 3aKpbIBaIOLIUXCS
mkagdax.

6.1.11. YauuroxeHue Aen, TOKYMEHTOB M u3AaHui ¢ momeTkon «J(CIIy,
YTPATUBIIUX CBOE MPAKTUUYECKOE 3HAYEHHE M HE MMEIONIUX HCTOPUYECKON U
HAy4YHOU [IEHHOCTH, MPOU3BOJAUTCS O aKTy YCTAHOBJIEHHOU (DOPMBI C yKa3zaHUEM
HOMEPOB 2K3eMIUIApoB (mpuiokeHue Ne 13). B yueTHbIx ¢opmax pemaercs
OTMETKa 00 YHUYTOXKEHHH CO CChUIKOM Ha COOTBETCTBYIOIIUA aKT.

6.1.12. Pemienne o cHsatuu nometku «JICID» ¢ goxkymeHTa mnpuHUMAET
JOJDKHOCTHOE JIUITO0, TIOJIMHUCABIIIEE WU YTBEPAUBIIIEE TOKYMEHT.

Cusatue nometku «J{CID» ¢ npucnanHoro B TeppUTOpHaIbHYIO KOMHCCHUIO
JIOKYMEHTA MOET OBITh MPOU3BENICHO TOJBKO MO COTVIACOBAHUIO C OpTaHHU3aIUeH,
HaIlpaBUBIIEH JOKYMEHT.

Cusatue nometrkun «JICID» ¢ nokymeHTa MPOU3BOJIUTCS OTBETCTBEHHBIM 3a
BEJICHUE  JEJIONPOM3BOJICTBA HAa  OCHOBAaHMM  MHUCBMEHHOIO  YKa3aHUS
JOJKHOCTHOTO JIMIIA, IPUHSABIIETO Takoe peureHue. [Ipu cuatum nometku «JCID»
Ha JIOKYMEHTaX M Jenax, a TakKe€ B PErucTPalMOHHON KapTOYKE MAENaroTCs
COOTBETCTBYIOIINE OTMETKHU.

O cusarun nometkn «JICIT» yBemoMisitoTCS BCE aapecaThl, KOTOPBIM
JIOKYMEHT HaIpaBJsiIcs, JIMOO OpraHU3aIs, €ro HalpaBUBIIIAs.

6.1.13. B cnyuyae yTpartbl Jen, JOKYMEHTOB WM HW3JIaHUW C TOMETKOMN
«ICIl» nmubo pasrnameHusi coiepkaiieiics B HUX MH(OpMalUUM Ha3HAYAETCS
ciayxeOHas MpOBEepKa, O pe3yJibTaTaX KOTOPOM [TOKJIAJbIBAE€TCs MPE/ICENATEIIO
TepputopranbHON KOMUCCHH.

O6 yrparte men u gokymeHTOB ¢ momeTkor «JICII» cocraBiseTcss akT, Ha

OCHOBAHHH KOTOPOro ACIar0TCA COOTBCTCTBYIOIIHUC OTMCTKH B YUCTHBIX (1)OpMaX.



6.2. Pabota c IOKyMEHTamu, COJIepXallMMH CBEJEHUS 00 H30upaTeisx,
y4acTHHKax pedepeHayma, oOpalaloluMHUCs] B paMKax (YyHKUHOHUPOBAHUS
['ocynapcTBeHHOW cuCTeMbl peructpauuu (ydera) wu30OUparenieil, y4acTHUKOB
pedepennyma B Poccuiickoit denepariuu.

6.2.1. K nokymeHTaM, coepxaliiuM cBeJeHUs 00 n3duparensax, y4aCTHUKaxX
pedepennyma, oOpanarmmuMucs B paMKax (G yHKIIMOHUPOBAHUS
['ocynapcTBeHHOW cuCTeMbl peructpanuu (ydera) u30OUpartenieil, y4acTHUKOB
pedepenayma B Poccuiickoit denepanuu, OTHOCATCS AOKYMEHTHI, MOCTYTAIOIINE
B TeppuTopHaibHyt0 KOMUCCHIO OT HUCIIOJHUTEIBHBIX OPraHOB I'OCYJAapCTBEHHOM
Binactu Cankt-IleTepOypra, TeppUTOpUATIBHBIX OpPraHOB (heaepalibHbIX OpPIraHOB
UCTIOJIHUTENBHOM BiacTH, LlenTpanbHol u3buparenbHOM Komuccuu Poccuiickoit
Oenepanuu, OI'KY «Denepanbubiii nentp uHbopmaruzanuu npu LleHTpanbHoi
uzbuparensHoit komuccun Poccuiickoit ®enepamuun», Cankr-llerepOyprekoit
n30upaTeibHOM  KOMHUCCUM, H30MpaTeIbHBIX KOMHUCCUH  BHYTPUTOPOJICKUX
MYHULUANATBHBIX oOpa3oBaHUi Cankr-IletepOypra, CHUCTEMHBIX
aIMUHHUCTPATOPOB KOMIUIEKCOB CpPEACTB aBTOMaru3auuu ['ocynapcTBeHHOU
aBTOMaTU3UpOBaHHON cucteMmbl Poccuiickoit deneparuun «BbeiOopb» (manee —
UCTOYHUKH  HMHQOpMAllUM),  HampaBiseMble  W30MpaTeNbHOW  KOMHCCHEH
UCTOYHUKAM HMHPOpMAIMKM, a TakkKe JIOKYMEHTBI, TepechulaeMble MEXKIY
KOMIUIEKCAMU  CPEACTB aBTOMATH3allMU TEPPUTOPHAIBHBIX H30UPATEIbHBIX
komuccuit B Cankt-IletepOypre (manee — KCA TUK), Caunkr-IlerepOyprckoit
n3bupatenpHori kommccuerr (mamee — KCA HKCP®) wu IlentpanbHoi
n3bupatenbHor komuccuert Poccuiickoit @enepanun (nanee — KCA IUK Poccun)
B paMKax peaju3aluu Leied U 3a1ad ['oCcymapCTBEHHOM CHUCTEMBI PErUCTpalvy
(yueta) uzbupareneii, yuacTHUKOB pedepenayma B Poccuiickoii deneparnmm.

JlIokyMeHTBI MOTYT O(OpPMIISITBCS Kak Ha OyMaXXHBIX, TaK W Ha
MaIIMHOYUTAEMbIX HOCUTEIISIX.

6.2.2. Pabota ¢ MOKyMEHTaMH, COJACP)KAIIMMH CBEJICHHUS 00 H30MpaTelsX,
yY4aCTHHKax peQepeHayMa, JODKHA OCYIIECTBIATHBCA C  YYETOM  HOPM

®enepanpHoro 3akona ot 27 wuions 2006 roma Ne 152-03 «O mepcoHaIbHBIX



naHHbIX», llomoxkeHns o0 OCOOEHHOCTAX OOpaOOTKM MEPCOHANBHBIX JaHHBIX,
OCYILIECTBIISIEMO 0€3 MCIONB30BaHUS CPEICTB aBTOMAaTH3aLUU, YTBEPKIACHHOIO
IIOCTaHOBJICHUEM IIpaBuTenbcTBa Poccuiickon denepanuu
ot 15 centabps 2008 roma Ne 687, IlonoxeHnust o I'ocymapcTBEHHON cucTeMe
peructparuu (ydera) uzdupatenei, ydyacTHUKOB pedepenayma B Poccuiickoi
Odenepauuy, YTBEPKIECHHOTO IIOCTAaHOBJICHUEM MUK Poccun
ot 6 Hos0pss 1997 roma Ne 134/973-11, PeritamMeHTa HMCIIONB30BaHUS MOACHCTEMBI
«Peructp  um3Oupateneir, ywyacTHUKOB pedepenayma»  ['ocymapcTBeHHOM
aBTOMaTU3UpPOBAHHOMW  cucteMbl  Poccuiickoit ~ ®enepanuu  «BbiOopbi»,
yTBepxkAeHHOro mnoctaHoBieHueM I[MK Poccum ot 26 wmapra 2014 rona
Ne 223/1437-6, Tlomoxxenust o0 oOecrneueHun O€30MACHOCTH HWH(POPMAIUU B
['ocynapcTBeHHOM aBTOMATU3WpOBaHHOM cucreMe Poccuiickoin @Penepauuu
«Bb100pbI», yTBepxkAeHHOrO moctaHoBieHueM LMK Poccuu ot 23 urons 2003
roga 19/137-4.

6.2.3. JIokyMeHTBI, cojepxaiiue cBeJeHus o0 u30uparesnsix, ydacTHHKaxX
pedepenayMa o KHBI 00padaThIBaThCS B pekKUMe KOHPUIECHITUATHHOCTH.

6.2.4. Peructpanuio U XpaHeHUE TOKYMEHTOB, COJAEpIKAIIUX CBEACHUS 00
n30uparensax, ydacTHHKax pedepeHaymMa, TMOCTYHNAIOIUX OT HCTOYHUKOB
UHGOPMAIIMK W HAMNpPaBIIEMbIX WM, OCYIICCTBISIOT TPaXKIAHCKUE CIy)Kallue
anmnapara TeppuTopruaibHON KOMHUCCHH.

6.2.5. Cnucok  nMIl, YHNOJHOMOYEHHBIX TIONy4aTb OT HCTOYHUKOB
uHbpopMallMl U TepefaBaTb MM JOKYMEHTBI, COJepXallue CBeIeHus 00
n30uparessx, yyacTHUKaxX pedepeHayma, yTBepKaaeTcs MpUKa3oM MpeicenaTess

TepputopranbHON KOMUCCHH.

6.2.6. [lony4ynB OT McTOYHMKA MHPOPMAIIUUA TOKYMEHT Ha OyMa)KHOM JTHOO
MaIlTUHOYNTAEMOM  HOCHTEJNE, COJCPKAIMUNA CBeACHUS 00 u30uparensx,
ydacTHHKax pedepeHayma, COTpYIAHUK ammapata TeppuTopuasbHON KOMHUCCHH,
OTBEYAIOLIUI 32 AEJONPOU3BOICTBO, MPOCTaBIAeT NOMETKY «JCID»:

Ha OyMa)XHOM HOCHUTEJIE - B IMPABOM BEPXHEM YIIy TEPBON CTPAHUIIBI

JTOKYMEHTA;



Ha MAalIMHOYMATAEMOM  HOCHUTEJIIE - B IIPaBOM BEPXHEHM  YaCTHU

MalTuHOYNTAEMOTO HOCUTEIS HH(POPMAITUH.

I[TomeTka «JICII» mnpocrtaBimsgeTcs Takke Ha IEPBOM  CTpaHHUIIE
COMPOBOJUTEILHOTO THCbMAa K JOKYMEHTaM, COJEp)KalluM CBEACHHS 00
n30upaTeNsaX, ydacTHUKaX pedepeHayma.

6.2.7. Bce IOKyMEHTBI, coJepxaliue CcBeleHus o0 wu30upaTensx,
ydJacTHHKaX pedepeHayMa, W CONMPOBOJUTEIbHBIC IMHChbMAa K HUM TPH HUX
NOJIYYCHUH  JIMOO  OTIPABKE  PETUCTPUPYIOTCA  COTPYAHUKOM  armapara
TeppuTopraabHOW KOMHCCHH, OTBEYAIOIIUM 3a JCIOMPOU3BOJICTBO B OTACIHLHOM
KypHaie 10 ¢dopMe, YCTAHOBJICHHOW COOTBETCTBYIONIUM IPABOBBIM aKTOM
TepputopuanpHoii kKomMuccuu. IIpu 3TOM K pPETUCTPAIIMOHHOMY HHJICKCY
nokymeHTa no6asiusiercs momeTtka «JICIIy».

6.2.8. CompoBoiuTeIbHBIC IMHUCbMAa K MAIIMHOYUTACMBIM  HOCHTEISM,
coJiepKallliM HM3MEHEHHUs PErMOHAIbHBIX (parMeHTOB Perucrtpa wuszOmparesci,
YYaCTHUKOB pedepeHiyMa pEerucTpUpyroTCsl OTBETCTBEHHBIM 32 BEJICHHE
nenonpousBoacTBa B TepputopuanbHoit — komuccuu. IIpu  stom  Ha
COMPOBOJUTENIFHOM TIMChbME U MAIIMHOYUTAEMOM HOCUTENE MPOCTABISAETCA
nomeTka «J{CII».

MammHounTaeMble HOCUTENH, COAEpIKAlUe H3MEHEHUS PErMOHAIBHBIX
¢dbparmeHTOB Peructpa n3ouparenei, Y4aCTHUKOB pedepennyma,
COMPOBOIUTENBHBIE MUChMa K HUM JTIOCTABJISAIOTCSA B TeppUTOpHANTBHYIO KOMUCCHUIO
MOCPEICTBOM 3aIUIIEHHBIX cepTUGUITMPOBAHHBIMU CpelcTBaMu
KpunTorpa@uueckod  3amuThl  TEIEKOMMYHUKAIIMOHHBIX  KaHaioB [AC
«Bw100pEI», Opranamu (penepanbHO (PesbIberepCcKoil CBsI3U JTMO00 HAPOUHBIM.

6.2.9. JlokyMeHTBI, conepKaliue CBEJACHUS 00 M30upaTensx, y4acTHHKaX
pedepenayma, Ha OyMa)XHBIX JUOO MAIIMHOYMTAEMBIX HOCHUTENSIX XPAHATCS B
ceiibax WM B HAJEKHO 3aMHMPAEMBIX W OIEYaThIBAEMBIX IKadax (SIIuKax,

XpaHWIHILAX).



Ilo ncteueHun cpoka XpaHEHHs] U PACCMOTPEHUSI Ha SKCIEPTHONH KOMUCCUU
TepputopuaibHON KOMUCCHUM YKa3aHHBIE JIOKYMEHTBHl YHUYTOXKAIOTCSA IO AaKTy
(npunosxenue Ne 13).

6.2.10. JlokyMeHThI, cofepskauue cBeleHus o0 n30upaTrensx, yJ4acTHUKaxX
pedepennyma, TmepenaroTcs COTpyAHUKAM TeppUTOpUaTIbHOM KOMHMCCUU IO
MO/THCK.

[lepenauya [OKyYMEHTOB, COJAEpXaIllMX CBeAeHUs 00 u30upaTensx,
ydyacTHUKax pedepeHayMa, OT OJHOTrO pabOTHUKA JPYroMy OCYILECTBISAETCS C
paspeuieHuss npexacenarenas TeppUTOPHAIbHOM KOMHUCCHM WIJIM JIULA, €ro
3aMellaoIIEero.

JIOKyMEHTBI, coJep)Kallue CcBeleHus 00 u30uparensx, y4dyaCcTHUKAX
pedepeHayMa, THPAXKUPYIOTCS € THUCHBMEHHOTO pa3peuieHus mpecenaTes
TeppuTopuanbHOM KOMUCCUU WM JIMLIA, €r0 3aMEIIAIONIET0. YUeT TUPAKUPYEMBIX
JIOKYMEHTOB OCYIIECTBIISIETCSI TOdK3eMIUIApHO. Ha obopoTe mocnegHero jiucra
KaXXIOT0 SK3eMIUISIpa UCIOIHUTENb JOJKEH YKa3aTh KOJMYECTBO OTIEYATAHHBIX
AK3EMIUISIPOB, CBOIO (DAMIIIMIO U 1aTy THPAKUPOBAHUS JOKYMEHTOB.

6.2.11. O dakrax yTpaThl JIOKYMEHTOB, COJCpP)KaIllUX CBEICHUS 00
n30uparTensax, ydyacTHUKaX pedepeHmyma, Judo pasrialieHus cojepkaiiencs B
HUX WHGOpPMAIIMK CTAaBUTCS B HW3BECTHOCTh IMpejcenarens TeppuTopuaibHOM
KOMUCCUU WM JHIo, ero 3amemaromee. [Ipeacemarens win JHIO, €ro
3aMelarolnee, Ha3HayaeT KOMHUCCHIO NIl paccleoOBaHUsl OOCTOATENbCTB yTPaTh
Wiu pasriameHus. Pe3ynbrarhl NMPOBEPKH JOKIAABIBAIOTCA MPEICENATEIIO
TepputopranbHON KOMUCCHUH WJIH JIUILY, €M0 3aMEIIA0IIEMY.

/. IlonroroBka, opopmiieHHE, BBIMYCK, YUeT JOKYMEHTOB, PACCMAaTPHUBAaeMbIX

Ha 3acefaHusIX TeppuTOPHATBLHON KOMUCCHHU

7.1. ®opmupoBaHue NpoeKTa MOBECTKH AHSA 3acelaHusl
TeppuToprajJibHOH KOMHCCUMH.
7.1.1. IlpoekT TOBECTKM JHS 3acefaHus TeppUTOpHUATBHONM KOMHUCCHH

dbopmupyercst npeacenareneMm (cexkperapem) TeppuUTOpHAIBHOM KOMHUCCUH B



CPOKH, YCTAHOBJICHHBIC peErJIlaMEeHTOM TeppuTopuaibHOM KOMHUCCUM, Ha
OCHOBAaHMHU TUIAHOB pa0OTHI U pelieHnii TepputopuanbHOl KOMUCCHH, TOPYUYECHUM
npeacenarens TeppuToprualbHONM KOMUCCHH, TOCTYNIUBIINX JTOKYMEHTOB H, ITOCIIE
COTJIACOBAaHMS C MpeacenareneM TeppuTOpHaIbHOM KOMHUCCHM, NOAIUCHIBACTCS
cekperapeM TeppuTopruaibHOM KOMUCCHUMU.

7.1.2. Ynensl TepputropuanbHOW KOMHCCHHU BIpaBE MPEIJIOKUTh BHECTH B
IIPOEKT MOBECTKHU JHS 3aCEIaHMUs BOIPOCHL, B TOM YHCIIE, HE MPENYCMOTPEHHBIE
IUIaHaMK pabOThl U peuIeHUsIMU TeppUTOpUATIBHON KOMUCCHUM, MPU YCIOBHUH
HaJIU4Ms NOATOTOBJIEHHBIX 110 3TOMY BOIIPOCY JOKYMEHTOB.

JlaHHBIE BONPOCHI BKJIIOYAKOTCS B NPOEKT MOBECTKH JHSA 3aCEIaHUs
TepputopuanbHOl KOMHCCHMHM TpU TNHCBMEHHOM oOOpalieHuu (B TOM 4YHUCIe
HAIPABJIICHHOTO TIO0 CPEJCTBAM JJIEKTPOHHON MOYTHI) WieHa TeppuTopuaIbHOM
KOMHCCUHM IO MHULHAATHUBE KOTOPOTO BOIPOC BBIHOCUTCA HAa 3acelaHUE, HAa UMS
npeaceaarens TeppUTOpruanbHOM KOMHMCCUHU, B KOTOPOM YKa3bIBae€TCsl HAa3BAHUE
BOIIPOCA, JNOKJIAAYMK M Jara Mepefayd IOATNOTOBJICHHOIO IIPOEKTa pELICHUs B
COOTBETCTBUHM C NYHKTOM 7.2 WHCTpYKUHMHM M MaTepUaloB K HEMY CEKpETaplo
TepputopraabHON KOMUCCHH.

7.1.3. CornacoBanHbIfl ¢ mpencenaresneM TeppuTOpUaTbHON KOMHUCCHHM U
MOJMHUCAaHHBIN CeKpeTapeM TeppuTopHaibHOM KOMHUCCHUHM MPOEKT MOBECTKU JHS
3aceaHus TeppUTOPHUAIBHON KOMHUCCHM TUPAXUPYETCs Uil PACCBUIKM YIEHAM
TepputopranbHON KOMUCCHUH.

[IpoexT moBecTkH AHA 3acefaHusi U30UpPATEIbHON KOMUCCUU pa3MelIaeTcs
Ha oduIuarbHOM caiiTe u30upaTenbHOM KOMHUCCHMM B WHGOPMAIIMOHHO-
TEJIEKOMMYHHUKAIIMOHHOU ceTu MHTEpHET.

7.2. IlloAroTOBKa /OKYMEHTOB IO BONPOCAM, BKJIIOYEHHBIM B NPOEKT
MOBECTKHM JAHA 3aceaHus TeppuTOPHAIBHON KOMUCCUH.

7.2.1. JlokyMEeHTbl TIO BOIIPOCaM, BKJIIOYEHHBIM B MPOEKT MOBECTKH JHS
3acenanus TeppuTOpUaIbHOM KOMHUCCUH, TOTOBATCS WIECHAMH TeppUTOpHAIbHON

KOMHUCCHH, 3a KOTOPBIMHU 3aKpPCILICHBI COOTBCTCTBYIOIHC HaIlpaBJICHUA



NEeSATENbHOCTH, C IPUBJICUEHUEM, B Cllydae HEOOXOJUMOCTH, paOOTHUKOB anmnapara
TeppuTopuanbHOW KOMUCCUU U APYTUX CIELUAIUCTOB.

7.2.2. llpencraBnsgeMble K pacCMOTPEHHUIO JTOKYMEHTBI JOJIKHBI BKJIHOYATh
03arJIaBJIeHHbI NPOEKT pEelIeHUsT C MNPUOOIICHHBIMU K HEMY MOJIMHHUKAMHU
JOKYMEHTOB, TOCITYKUBIIMX OCHOBaHMEM JUIsl PACCMOTPEHHs BOIpOca Ha
3acenaHuu TeppUTOPUATBHOM KOMHUCCUH, JUOO MPOEKT MUCHbMA, MOJIEKAIIErO
COIJIACOBAHUIO Ha 3acelaHuu TeppuropraibHON KOMHUCCHH, IIpH
HEOOXOJIMMOCTH — MOSCHUTEIBHYIO 3aMKUCKY MO pacCMaTpUBAEMOMY BOIIPOCY.

7.2.3. IIpoeKTbl TOKYMEHTOB (BKJIIOYAsl IPUIIOKEHUS ), IPEICTABIIAEMbIE JIJIS
paccMOTpeHusT Ha 3acefJaHud TeppuTOpHaIbHOM KOMMCCHM, BU3HUPYIOTCS
UCIIOJIHUTENIEM, M WIEHOM TeppuTOpHalbHOM KOMHUCCHM, OTBETCTBEHHBIMH 3a
MOJIFOTOBKY TOKYMEHTA.

[IpoexThl JOKYMEHTOB (BKJIIOYAs MPUIIOKEHHS), COIEpPKAlIUe BOMPOCHI
(¢uHaHCUpOBaHUS BBIOOPOB, OOEcCeUeHUs JEATEIbHOCTH | eppUTOpUATBHOM
KOMHCCHH, OOYy4EHHs OpraHU3aTOPOB BBIOOPOB M YYACTHHUKOB H30MpaTEIbHOTO
nporecca, B 00sA3aT€IbHOM MOPSAKE BU3MPYIOTCS TJIaBHBIM OyXrajarepom
TepputopranbHON KOMUCCHH.

Busbl mpocTaBisilOTCS B KOHIE TEKCTa MpOeKTa pemeHus jaudo Ha
O0OpOTHOIl CTOpPOHE TMOCJIEIHEro JHCTa TMPOeKTa JOKyMeHTa (BKJIoYas
IPUIOKEHUS) M0 yCTaHOBJICHHOW (opme (mpunokenue Ne 6). Kaxapiid auct
INPWIOKEHHSI BU3UPYETCs UCIIOJIHATENEM. Bu3a npocTaBiseTcss B IpaBOM HHKHEM
YTy Ha CBOOOTHOM TI0JI€ CTPAHUIIBI ITOCIE TeKCTa IN00 Ha 0OOPOTHON CTOPOHE.

7.2.4. IIpoexTbl TOKYMEHTOB JUIsl BUSUPOBAHUS JOJIKHBI MPEACTABISATHCS B
CPOKH, YCTAHOBJICHHBIE PErJaMeHTOM TeppuTOpHaIbHON KOMUCCHUMU.

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

7.2.6. Ilocne mpocMoTpa, a B HEOOXOAUMBIX CIy4yasiXx — BHECEHUS IMOIPABOK,
cexkperapb TeppUTOpHAIBHOM KOMHMCCHUHM Ha IMOATOTOBIEHHBIX M O()OPMIIEHHBIX
JUIsL pacCMOTPEHHsI Ha 3acCelaHWM IPOEKTaxX JAOKYMEHTOB Jenaer oTMeTKy «Ha

3aCCAaHHC), CTAaBUT IIOAIINCHh U ATy MW IICPCAacT BCCh KOMINICKT JOKYMCHTOB



OTBETCTBEHHOMY 3a BEJICHHE JEJIOMPOU3BOJCTBA (3a MOJATOTOBKY 3acelaHus) IJis
TUPAXKUPOBAHUSI.

7.2.7. Ilpoextsl pemiennii Komuccun u npyrue HeoOXOAMMBIE MaTepUaIb
npeaoCTaBiIsAloTCsS wieHaM KoMuccuu He mosjiHee, yeM 3a ABa pabouux JHS 10
3acenanus Komuccuu, a B UCKIIIOUUTENBHBIX CIy4asx — HE MO3JHee 4eM 3a 1 yac
1o Hayana 3acenanusi Komuccuu.

7.2.8. OTBETCTBEHHBIN 3a BEJCHUE JICJIONPOU3BOJCTBA  (ITOATOTOBKY
3aceqlaHusl) KOMIUICKTYET MarKu ¢ JOKYMEHTaMH, MOJJICKAIIUMU PACCMOTPEHUIO,
B COOTBETCTBMU C TMPOEKTOM TIOBECTKH JIHS 3acedaHus TepputopuasbHOU
KOMHUCCUM U pa3llaeT HX WieHaM TeppuTopHalbHOM KOMUCCHH, B CPOK,
YCTaHOBJICHHBIN perjiaMeHToM TepputopuaibHON KOMHCCHUHU.

Eciu  unmen TeppuropuasibHOM KOMHCCHUM HAxXOJIWTCS B OTHYCKE,
KOMaHJIMPOBKE WUJIM OTCYTCTBYET MO OOJIe3HU, NIPeHA3SHAYCHHAS 1 HETO IMarka ¢
JIOKyMEHTaMH OCTAaeTCs JI0 €ro BO3BpAICHUS Yy OTBETCTBEHHOTO 3a BEJICHHE
JIEJIOTPOU3BO/ICTBA (32 IMOJATOTOBKY 3aCEIaHMs).

Unenam TepputopuaibHOl KOMHCCUHU C TIPAaBOM COBEIIATEIBLHOIO T'0JIoca U
JauIlaM, TIPUTJIAIICHHBIM HA  3acefaHue, COOTBETCTBYIOIIME  MaTepHaIIbl
nepeaaroTes Mepel HauajloM 3aceJaHus.

7.2.9. Ilepen  HauamoM  3acelaHUsi  OTBETCTBEHHBIH  3a  BEJCHHUC
JIEJIOMPOU3BOJICTBA (32 MOJATOTOBKY 3aceaHus) PETUCTPUPYET MPUTIIANISHHBIX Ha
3acefaHue  JIMII, CIIUCOK  KOTOPBIX  TPEJACTABIIACTCS  MPEACEeaaTellto
TepputropraabHON KOMUCCHUM.

7.2.10. Ha 3aceganum TeppuTopuanbHOM KOMHCCHH BEAETCS MPOTOKON M
MOJKET TPOM3BOJAUTHCS ayauo3anuch (Buaco3amuch). B ciydae mpous3BojCTBa
aynuo- wWid (BHIEO) 3almUCH  WICHBI [eppUTOpPHAIBHON KOMHCCHU |

MNPUTTaICHHBIC YBCIOMILAIOTCA 00 >TOM a0 00BSABJIICHUS TOBECTKH AHA 3aCCaaHMs.

7.3. Boinyck JTOKYMEHTOB, pPaccMOTPEHHBIX HA 3acelaHUM

TeppuTopuajibHOH KOMHCCUMH.



7.3.1. JIokyMeHTbI, pPACCMOTPEHHBIE Ha 3aceJaHuu TeppuTOpHUaTbHON
KOMHUCCHHU, B CIydae, €Clid B XOJI€ 3aC€JaHusl BHOCWIHUCHh MU3MEHEHMs, JOJIKHBI
OBITH JOPAaOOTaHbI, a 3aTEM MOJNKUCAHBI, 3aPETUCTPUPOBAHBI U PAa30CIAHBI.

7.3.2. Cpok 10pabOTKM JOKYMEHTOB HE JOJHKEH MPEBBIIIATh TPEX pabounx
JHEN TMocie AHS 3acelaHus, €CIM HWHOM CPOK He ompeaesieH QeaepaabHbIM
3aKOHOM M (Wiu) 3akoHOM cyObekTa Poccuiickoin ®enepaiuu, periaMeHTOM
TeppuTopranbHOW KOMUCCUU WIIM HE OTOBOPEH HA 3aCEIaHUM.

7.3.3. lpu nopaboTke JOKYMEHTAa HCIIOJHUTEIb BHOCUT B  TEKCT
CorjacoBaHHbIE B XOJE€ 3acelaHuss U3MeHeHus. B ciayuyae mnpuHsATUA
TepputopuanpbHOil KOMHUCCHEH pelIeHHsT O HeoOXOJAMMOCTH KOHTPOJs 3a
BBIMIOJTHEHUEM PELIEHUSI €ro TEKCT [OMOJHSAETCS MYHKTOM, B KOTOPOM
HA3HAYyaloTCs JIMIA, OTBETCTBEHHBIC 32 UCIIOJIHEHHE, U B Cllydyae HEOOXOIUMOCTH
OTIpEJIENSIETCS] CPOK UCTIOTHEHHUS.

[Ipu HeoO6XxoAMMOCTH, B Cllydae BHECEHMsI B JOKYMEHT COIJIACOBAaHHBIX Ha
3aCelaHNd M3MEHEHUM, OH BU3MPYETCS y WICHOB TeppHUTOpHUAIBHON KOMMCCHH,
BHECHIMX HA 3aCEIAHUM COOTBETCTBYIOLIUE IIPEIIIOKEHNU.

Busbl mpocraBnsitorcs Ha  OOOpPOTHOM  CTOpPOHE  IOCJIEJHETO  JIMCTa
JIOKyMEHTa (pellieHHs, NMPUIOKEHHs) MO YCTaHOBICHHOW (opme (IpuioxKeHue
Ne 6).

7.3.4. VicionHuTENb CIEIUT 32 KOMIUIEKTHOCTBIO MPUJIAraéMbIX K PEIICHUIO
JOKYMEHTOB W pAaclojaraeT MX B TOW IIOCIEAOBATEIBHOCTH, B KOTOPOM OHH
YIOMMHAIOTCS B TEKCTE.

7.3.5. Eciu  BOmpoOCHI, coAcpKaIlKecss B PEIICHUU | eppuTOpPHATLHOMN
KOMHCCHH, KacarloTCsi JEATEIbHOCTH OJHOM WM HECKOJIbKHX CTOPOHHUX
OpraHu3aluid, K JOKYMEHTY IpUJaraercss JHUCT COIJIacOBaHUs, B KOTOPOM
yKa3bIBAaeTCsl HaUMEHOBAaHUE OpraHU3allid, JOJDKHOCTb, MHUIMAIBI U (aMUIH
JOJDKHOCTHOT'O JIMIA, C KOTOPBIM 3TOT JOKYMEHT COIJIacOBaH, M CTABUTCS €ro
JUYHAS OJIHUCH.

CornacoBaHue MOXeT OQOPMIISITHCS Ha TOCJIEIHEM JIMCTE pEelIeHus

TepputopranbHON KOMUCCHH.



7.3.6. K odopmiieHHOMY nJis TOAMMCAHUS pelieHuIo TepputopuanbHO
KOMHMCCUM HWCIOJIHHUTENIb NPWIATaeT OTYET O PA3MEIICHUM pEUIeHUs Ha
opunmanbHoM  caiite  TeppuTopHanbHOM  KOMHCCHMM M PacCchUIKe IO
COOTBETCTBYIOLLIUM aJpecaraM, KOTOPbIM HaIpaBiseTCsl pelIeHre U30upaTeabHON
komuccur (ganee — Oryer) (mpunoxenue Ne 7).

B Ortuer BKIIIOYAIOTCS AOHKHOCTHBIE JIMIa (OpraHU3allK), KOTOpble OyayT
3a/IeCTBOBAHbl B pealM3alldd MPUHATOTO JOKYMEHTa WM JOJDKHBI OBITh
NpOUMH(OPMUPOBAHBI O €r0 COAECPKAHUU U KOTOPBIM ATOT IOKYMEHT JOJIKEH OBIThH
pa3ociaH.

OTyeT NOANMUCHIBAETCS MCHOJHHUTEIEM W YTBEPKAAETCA NpeaceaareaeM
TepputopranbHON KOMUCCHH.

7.3.7. OdbopmIICHHBIN KOMIUIEKT JOKYMEHTOB (perieHue, o003Ha4YeHHBIC B
€ro TEKCTE NpHIOkKeHUs, OTYEeT) MCHOJHUTENb IEPENacT OTBETCTBEHHOMY 32
BEJICHUE JICJIONMPOM3BOJICTBA (32 TMOATOTOBKY 3acelaHus) [Jisi TPOBEPKH
PaBIWIBHOCTU O(POPMIIEHHS IOKYMEHTOB M MOCJIEIYIONIETO UX MPeCTaBICHUs Ha
NOANKUCH IPEACEAATENIO U CeKpeTapro TeppuTopruanibHOW KOMUCCHH.

7.3.8. Pemmenne = monmuchIBaeTCs — TIpeacenareleM = M CeKpeTapeM
TepputopranbHON KOMUCCHUH.

Ecin na 3acegannu TeppuTOpualibHOM KOMHUCCHU MPEACEHATEIbCTBOBAT
3aMecTuTens  mpeacedarens — TeppuTopuambHOM ~ KOMHCCHHM,  CEKpEeTaphb
TepputopranbHON KOMUCCHU WM OJWH U3 YICHOB TeppUTOPHATBLHON KOMUCCHUH C
[PaBOM  pElIAUIEro rojioca, a TakKe €CIM  IIOJHOMOYMS  CeKpeTaps
TeppuTopuanbHOW KOMHUCCHHM OCYILECTBISUI OAWH U3 WIEHOB TeppUTOpHAIbHON
KOMMCCHUH C IIPABOM PEILIAOLIEr0 roJI0Ca, TO MOANUCH B IIPOTOKOJIE, HA PEIICHUN
oopmIIIOTCA CIETYIOIMHUM 00pazoM:

«3amecTuTenb mpenacenarens TeppuTopHanbHOM KOMUCCHUM» — B cllydyae
BPEMEHHOI'0 OTCYTCTBHUS Ipeacenarens TeppuTopualbHON KOMUCCHH;

«Ucnonasromuii  00s3aHHOCTH TIpencenatens TepputopraabHON KOMUACCHID —

npu Hammuuu permieHuss Caskt-IletepOyprckoit m30MpaTenbHONM KOMHUCCHU O



BO3JIOXKEHWH HA OJHOTO W3 YIECHOB TeppUTOpPHAIBHOM KOMHCCHH C IIPaBOM
pEAKOIIEro rojoca NOJIHOMOYUH npeaceaarens TeppuTopranbHOW KOMUCCHH;

«lIpencenarensCTBYOIUNM HA 3acefaHuu TeppuUTOpUaIbHON KOMUCCUU» - B
ClIyya€ BPEMEHHOIO OTCYTCTBHSI IpEIACENaTeNs, 3aMECTUTENS IPeIceaaTelis
TepputopuanpHoii komuccuu, otrcyrcTBusi pemienus Cankr-IlerepOyprekoit
n30UpaTeNbHON KOMUCCHUU O BO3JI0’KEHUU Ha OJIHOTO U3 4jieHOB TeppuTopuaibHOit
KOMHCCUM C IIpaBOM pEIIAIOIIETO Tojoca IOJHOMOYMM  IpeAcenaTens
TeppuTopraibHOW KOMHUCCHM W TIPU HaIW4YUM peuieHus TepputopuanibHOU
n30upaTeslbHON KOMUCCUU;

«Mcnonustomuii 00a3aHHOCTH cekpeTapst TepputoprasibHON KOMHCCHIY —
B CJydae HaJIW4YUs pelIeHHUs TeppUTOpUAIbHOW KOMHUCCHHM O BO3JOKEHMM Ha
OIHOTO U3 4JIeHOB TeppuTOpuaibHON KOMHCCHM C IPaBOM PEUIAOILIETO Irojioca
NOJIHOMOYMH cekpeTaps TepputopuanbHON KOMUCCHUU.

«Cekpetapp 3acenaHusi TeppuUTOpHAIBHOM KOMHCCHUU» — B clly4yae
BPEMEHHOTO OTCYTCTBHUSI CEKpeTaps W30MpaTeabHOM KOMHUCCHM W TPU HAJIUYHUH
pelIeHus N30UpaTeNbHON KOMUCCHUH.

7.3.9. [locie moamucaHusi pelIeHUs PErUCTPUPYIOTCS —IIpejcenareaemM
(OTBETCTBEHHBIM 3a BEJICHHE JEIOMPOU3BOJCTBA) TeppuTOpHaNTBHON KOMUCCUU C
UCIIOJIb30BAaHUEM  perucTpaniMoHHod ¢opmbl. Ha mgokymentax u  Otuete
IPOCTABIISIETCS PETUCTPALMOHHBIN HOMED.

7.3.10. Pemenust HyMepylOTCS B XPOHOJOTUYECKOM IMOCIIEI0BATEILHOCTH
B MpeJenax Cpoka mnojHomounit TeppuropuanbHO komuccuu. Homep pemrenus
COCTOMT M3 HOMEpPA MPOTOKOJA U IOPSAKOBOIO HOMEpPA PEUICHUs, Pa3IelICHHbIX
neducom, Hanpumep: 1-5.

7.3.11. Yka3zaHHbIC BBIIIC PEKBU3UTHI BHOCSATCS B PETHCTPALIMOHHYIO (hOPMY.

7.3.12. Pa3zpernieHne Ha THpPAXUPOBAHHE JOKYMEHTOB B HEOOXOIMMOM
KOJIMYECTBE JAET IMpeacenarenab [eppuTopranbHOM KOMHUCCUU. JIOKYMEHTHI
TUPAKUPYIOTCS OTBETCTBEHHBIM 3a BEJICHHE JIEJIONPOU3BOJCTBA (3a MOATOTOBKY
3aceqaHusi) B COOTBeTCTBMM ¢ OTdeToM, Ha KaXJOW KONUU JIOKYMEHTa

IIPOCTABJIACTCA I1c4aTh, YAOCTOBCPAIOIIAd MMOAITNCHU npeacecaarci



TepputopuanpHOil KOMUCCHMU U cekperaps TepputopuaibHOW komuccuu (06e3
BOCIIPOU3BEACHUS OANUCEN).

7.3.13. Konust pemenus TeppuropuaibHOM KOMHUCCUU  HalpaBIIsSIETCS
rpaXJaHUHY B clly4yae, €clid ero ooOpaieHue B TeppUTOpHaNIbHYI0 KOMHUCCHUIO
IOCITYKWJIO  OCHOBAaHMEM JUIsl  PAacCMOTPEHHUs] BOIpOca Ha  3acelaHHU
TeppuropuaibHONU KOMUCCHUMU.

7.4. Odopmiienne npoTokoJia 3aceqanus TeppuropuaibHOil KOMHCCHM.

7.4.1. lIporokon 3acenanus TepputopuanbHOi KOMUCCUU OhOpMIIIETCS Ha
0JlaHKe B CPOK, YCTAHOBJIEHHBIN perinamMeHToM TeppuTopraibHOW KOMUCCHU.

7.4.2. [Iporokon 3acenanus MOXeT O0GOPMIIATHCS B MOJTHOW WIM KPaTKON
dbopwme.

7.4.3. Texct mpoTokojia 3acefaHusi TeppUTOPHATIBHOW KOMHUCCUU COCTOUT
U3 JIBYX 4YaCcTEW — BBOJHOM U OCHOBHOM.

7.4.4. B BBOAHOIW 4YacTH NPOTOKOJIA YKA3bIBAIOTCS (DaMMIUSg U UHUILIUAIIBI
npeacenaTenbCTByomero  (mpexcenarenb  TeppUTOPHANIBHON — KOMMCCHH,
3aMECTUTENb  mpeacenarenss  TeppUTOPUAIBHOM  KOMHMCCHHM,  CEKpeTapb
TeppuTopranbHOM KOMUCCHH) M NPUCYTCTBYIOIIMX HA 3aCENaHMM: 3aMECTHUTEIS
npexncenarenss TeppuUTopualbHONM KOMHCCHM, CeKperaps TeppuTopuaibHOU
KOMUCCUM M WIECHOB TeppUTOpHanbHON KOMHCCHHM, B TOM YHCJIE C IPaBOM
COBEIIATENILHOTO I'0JI0Ca U JIUIL, MPUIJIAIIEHHbIX Ha 3acefaHue, B al(aBUTHOM
HOpSIIKE.

HomyckaeTcst oQopmileHHe MPUCYTCTBYIOIIMX OTAEIbHBIM CIIUCKOM C
yKa3aHWEM WHUIMAIOB, ¢GamMmwinid u AobkHocTed. CHHCOK mpuiiaraercs K

MIPOTOKOJTY 3aceaHusl.

Hanpumep:

IIpencenarenscTBOBA: [Tpencenarens TepputopuanbHOi H30KUpaTENbHOM
xomuccuu Ne 40 ©.11.0.

IIpucyrcrBoBanu:

3aMecTUTENb IPeCceaTeNs ®.1.0.

TepputopuanbHOit U30UpaATENBHOM
komuccuu Ne 40



Unens! TepputopuansHoit m3dbuparensuoii  @.1.0.
komuccuu Ne 40

Unensl Tepputopuanbaoit nuzduparensuoin  O.1.0.
komuccuu Ne 40 ¢ mpaBom
COBELIATEIBHOTO IoJI0ca

[Ipurnamiexnssle ®.1.0.

7.4.5. TloBecTka AHS BKJIIOYAETCS B BBOJHYIO YacTh MpoTokona. OHa
COCTOUT W3 TEPEUYUCIICHUS BOIMPOCOB, KOTOPHIE OOCYXKAAIOTCS Ha 3acelaHuu, U
3aKperUIsieT TMOCIeA0BATEIbHOCTh UX OOCYXJICHUS U (PaMUIIUU JOKJIAJYMKOB
(BBICTYHAIOLIHUX).

Kaxxaplii Bompoc MOBECTKH JHS 3aceaHus HymepyeTcs apaOckoi nudpoi,
ero HamMeHoBaHue (opmynupyror ¢ mpemiora «O» unu «O6». Tlo kaxmomy
NYHKTY YKa3bIBaeTCsl IOKJIAIYUK U (opma MpeacTaBlieHUs Borpoca (JIOKIa,
oTueT, coobIIeHue, nHbOpMaIIs).

7.4.6. OcHOBHasl 4acThb MPOTOKOJIA COJEPKUT CTOIBKO Pa3ejoB, CKOJIBKO
IIYHKTOB BKJIFOUEHO B MOBECTKY JHA. B COOTBETCTBUU C HEW pa3Aesbl HyMEpPYIOTCS.

Kaxneiii  pasgen  cocrour w3 Tpex  yacted:  «CJIYIIAJIN»,
«BBICTYIIWIN», «Tepputopuanshas nzdupatenbHas komuccust Ne 15 pemumay,
KOTOpBIE MI€YATAOTCS OT IPAHUIIBI JIEBOTO TOJIA.

B wactm «CJIIVIOHAJIM» kpaTko wu3maraercss TEKCT BBICTYIUICHHS
noxmanuuka. MHumans: 1 haMuinus JOKIaaurKa IedaTatoTcsi C KPacCHOW CTPOKH B
POAMTENIBHOM MajeXe. 3aluch JIOKJIaJa U3JIaraercss OT TPEeThero Juia
€AMHCTBEHHOTO YHCIIA U OTNETSETCS OT (paMUIIUH THPE.

Ecnu TekcT mokiana mpuiaraercsi K NPOTOKOINY, TO HCIOJIb3YETCsl CChLIKA
«TexcT noknaga mpuiaraercs.

B wyactu «BBICTYIIMJIN» mnepeducisitorcsi BBICTYMAIONIME W aBTOPHI
BOIpocoB. MHUIMa el U (aMUIKs BHICTYNAIONIIETO MEYaTatoTCs ¢ KPACHOM CTPOKHU

B HWMCHUTCIBbHOM IIaACXKC. KpaTKaﬂ 3allMCb BBICTYIUICHHUA II0 CYHICCTBY



paccMaTpUBaeMoro Bormpoca (10 peleHuI0 MPeACceIaTeNbCTBYIOUIEr0) U3IaraeTcs
OT TPETHETO JIMIIA €IUHCTBEHHOI'O YUCIIA.

Ecnu TexkcT BBICTYIJIEHUS OpUIAraeTcss K MNPOTOKOJNY, TO HCIONb3YEeTCs
cchlTKa « TeKCT BBICTYIICHUS MPUIIAraeTcs».

B wactu «TeppuropuanbhHas uzOupatenbHas komuccus Ne 15 pemmna:»
OTpaXkaeTcsl NPUHATOE pElIeHHEe MO O00CYXKIaeMOMY BONIPOCY M Pe3yJbTaThl
TOJIOCOBAHHSI.

Copnepxxanue 0co0Oro MHEHHS, BBICKa3aHHOTO BO BpeMs OOCYKIeHUs,
3aIIUCHIBAETCA B TEKCTE€ IPOTOKOJA IIOCJIE COOTBETCTBYIOUIETO PELICHUS WIIN
oopMisieTcss Ha OTIEIBHOM JIUCTE MU TOMEIIAETCS IOCIe COOTBETCTBYIOLIETO
pElICHHUS.

7.4.7. IIporokon 3acenanus TeppuTopHUamIbHON KOMHMCCHM TOIUCHIBACTCS
npencenareneM TeppUTOpHATIbHON KOMHUCCHUU (WJIM TPEICeNaTelbCTBYIONINM) U
cekpetapeMm TepputropuanbHOl KoMHuccHH (WieHOM TeppuTopuanbHON KOMHUCCHUH,
UCIIOJIHSABIIUM OOS3aHHOCTH CeKpeTapsi TeppuTOpHallbHOW KOMHUCCUH, WU
ceKkperapeM 3aceanus TeppUTopuaibHON KOMHUCCHUN).

7.4.8. [Iporokonbl  3acefaHUil  HYMEpPYIOTCS B XPOHOJOTHYECKOM
NOCJIEIOBATENIBHOCTH B MpeJeiax Ccpoka MojaHomounii TepputopuanbHON
KOMHUCCHH.

7.4.9. IlpoTokosl 3acenanuii TeppuTOpHaATBLHON KOMUCCHH, TIPHUOOIIEHHbBIC
K HUM pEIICHHS BMECTE C MarepuajaMH, MOCIYKUBIIMMU OCHOBAaHUEM MJISI UX
IIPUHATHS, OCOOBIMU MHEHUSIMHU 4JIEHOB TeppUTOpHAIbHON KOMUCCHH XPaHATCS Y
npencenarens TeppuTopuaabHOW KOMHUCCHUH, a 3areM, O(OPMIIEHHBIE B

COOTBETCTBUHM € TpeOoBaHUsIMU VHCTPYKIIUU, IEpeatoTCs B apXUB.

8. OdopmiieHue npuka3oB npeacenareas TeppuropuaibHoil KOMUCCHI

8.1. Ilpuka3 mnpencenatens TeppuTopuaabHOW KOMHUCCHU IO OCHOBHOM
JESTENBbHOCTH W JIMYHOMY cocTaBy (manee-Ilpukas) odopmisiercss Ha Onanke

YCTaHOBJIICHHOH (opMbI (ipritokeHue Ne 3.3).



8.2. Texct Ilpuka3za coOCTOMT, Kak MpaBWiO, U3 KOHCTaTUPYIOLIEH U
pacnopsAIUTEIBHON YaCTEN U NOJKEH UMETh 3ar0JIOBOK.

8.3. B KoHcTatupymromei 4YacTh  H3daralTcs  HeId U 337a4d
NPEANUCHIBAEMbIX JNeUCTBUM. Ecnu ocHOBaHumeM K u3faHuio lIpukasza sBiseTcs
HOPMAaTHBHBIA IPaBOBOM aKT WIM pPACHOPSAUTEIbHBIM TOKYMEHT, TO B
KOHCTAaTUPYIOIIEH YaCTH YKa3bIBAKOTCS €r0 Ha3BaHUE, 1aTa, HOMEP, 3ar0JIOBOK.

8.4.B pacropsAuTENbHON 4acTH cozepKarcs [IEPEYUCIIEHNE
NPEANUCHIBAEMBIX JI€UCTBUM, Cpoku u wucnonaHutenu. I[lynktel Ilpuxasa
HYMEpYIOTCs apaOCKUMHU LU(ppaMu ¢ TOUKOW U HE UMEIOT 3ar0JI0BKOB.

8.5. Ecnu Tlpuka3 u3MeHseT, OTMEHSIET WJIM JOMOJHSET paHee HU3JaHHbBIM
IIpuka3 nnum ero oTaeabHbIE MYHKTHI, TO 3TO OroBapuBaeTcs B Tekcte IIpukasa.

8.6. B mociienneM myHKTe pacnopsIUTEIbHON YacTH, TP HEOOXOIUMOCTH,
YKa3bIBaeTCs TOJKHOCTHOE JM1O, Ha KOTOpOE BO3JIaraeTcs
KOHTpOJIb 32 ucnojaHenueM IIpukasa.

8.7.1lpu wHammuuu mnpunoxkeHud kK I[lpukazy B TekcTe Ha HHX
0053aTENBHO JENAeTCs CChUIKA.

8.8. Eciu B Ilpmkasze couepxarcs BONPOCH (MHAHCHUPOBAHUS BBHIOOPOB,
oOecrieueHusi JIEATEIbHOCTH TeppuUTOpUAIbHON KOMHCCHH, OJKCIUTyaTallud |
pa3BUTHs CPEACTB AaBTOMAaTU3allUM, OOyYEHHUS OpPraHU3aTOpOB BHIOOPOB U
YYaCTHUKOB HM30UpPATENBHOTO TMpollecca, TO OH BHU3HPYETCS y TJIABHOTO
Oyxranrepa.

Busel npocTaBisitorcss Ha 000pOTHOM cTOpoHE mocneaHero yucta [Ipukasa,
MPHUJIOKEHUS K HEMY I10 yCcTaHOBIIeHHOU hopme (mpumokerue Ne 6).

8.9. Ilocne monnucanus [lpukasel pPErUCTPUPYIOTCS TMpeaceaaTeIeM
(OTBETCTBEHHBIM 3a BEJICHHE JIEJIONPOU3BOICTBA) TeppUTOpHANIBHON KOMUCCUU C
MCITOJIb30BAaHUEM PETHCTPAMOHHON (opMbl (KypHaid) U GOPMHUPYIOTCS B Jiena B
COOTBETCTBHUM C HOMEHKJIATYpou aen TeppuTopuasbHOM KOMHCCHM BMECTE C
JOKYMEHTaMH, IOCIY>KUBIIMMU OCHOBaHUEM 1S u3nanus [Ipukasa.

8.10. Ilpuka3am mpHCBaMBAIOTCS PETUCTPAIMOHHBIE HOMEpA B Mpeaesiax

KaJICHAApHOI'O roaa.



8.11. Konuu IIpuka3oB 3aBepsrOTCs NEYATHIO.

8.12. Tlpukassl BMeCTE € JOKYMEHTAaMH, MOCIYXUBIIMMU OCHOBAaHUEM IS
UX U3JaHusA, XpaHATcs Yy npeacedatens (OTBETCTBEHHOIO 3a  BEACHHE
JEJIONPOU3BOJCTBA), a 3aTeM, O(OPMIICHHBIE B COOTBETCTBUU C HACTOSIIEH

NHcTpyKkumen, epeiatoTes B apXuB.

9. KoHTPOJIb HCTIOJTHEHUSI JOKYMEHTOB M NMOPY4YeHH

9.1. KoHTpoII10 UICTIOJTHEH WS MTOJIekKAT:

MOPYUYEHUSI, COIEPKAIIUECS B TOCTAHOBJICHUSIX U Apyrux nokymenrax [{UK
Poccun, Cankt-IletepOyprckoit  u30upaTeIbHONM KOMHUCCHUM, B  PEIICHHUSIX
TepputopranbHON KOMUCCHUH;

- mopyueHus, cogepxkamuecs B [Ipukazax npencenarens TepputopuanbHOR
KOMMCCHUH;

- MUCbMEHHBIE MOpyYeHUs peacenaresns TeppuTopruaibHON KOMUCCHH;

- BXOJIAIIME JTOKYMEHTBHI, B TOM YHUCJI€ MHCbMEHHbIE OOpallleHUs TPaKIaH,
yKa3aHHble B [lepeuHe mojuexamux KOHTPOJIIO TOKYMEHTOB C YKa3aHUEM CPOKOB
ucnosiHeHus (npuioxxkerre Ne §), B COOTBETCTBUU C YKAa3aHUSMHU IO HCTIOTHEHUIO
JTIOKYMEHTA Mpeacenarens TeppuropuaibHON KOMUCCHUY,

- UCXOJIAIIME JOKYMEHTBI, TPEOYIOIINE OTBETA;

- IOPYYCHUS, COAEpIKAIIMECS B MPOTOKOJIAX 3acelaHuii TepputopraibHON
KOMMCCHH;

- IUTAHBI MEPONIPUSATHM.

9.2. KoHTposb MCTIOTHEHUS JOKYMEHTOB, YKa3aHHBIX B mojpaszaene 9.1
Hactosimed WMHCTpykmuu (3a MCKIIOYEHUEM HCXOASIIUX JTOKYMEHTOB), IIO
CyLIECTBY 3aTPOHYTBIX B HHUX BOIPOCOB OCYLIECTBISIET IpeacenaTesb
TepputopranbHON KOMUCCHH.

9.3. KoHTpoib HWCIMONIHEHHSI HCXONAIIMX JIOKYMEHTOB, B TOM YHCJE 3a
CBOECBPEMEHHOCTBIO  MOJYYEHHUsS] OTBETOB HA 3ampochl [eppuUTOpHAIbHOU
KOMHCCHUH, OCYLIECTBIISIIOT PAaOOTHUKU, OTBETCTBEHHBIE 3a MOATOTOBKY JaHHBIX

JIOKYMEHTOB.



9.4. Cpokr WCHOJIHEHHUS TOPYYEHHH, COJEpXKAIIUXCS B  PELICHUSIX
TeppuropnansHo komuccuu, llpukazax mnpencenarens TeppuropuanbHou
KOMUCCHH, NMMCBMEHHBIX ITOPYYEHUN Ipeacenarens TeppuTopuanbHO KOMUCCUU
ONPENEIAOTCSA STUMH TOKYMEHTaMU.

9.5. JIokyMEeHT NOAJIeKHUT UCTIOTHEHHUIO B TeueHne 30 KajJeHAapHbIX THEH cO
IOHS €ro pPErucTpalyy, 3a HCKIIOUYEHHEM CIIy4aeB, NPEAYCMOTPEHHBIX
noapaszaenom 9.6 Hacrosero pasaena.

Ecnu nocnennuii 1eHb UCHIOMHEHUS TOKYMEHTa IPUXOAMUTCS HAa Hepabouui
JI€Hb, TO OH MOJUIEKUT UCTIOJIHEHUIO B IPEAIIECTBYIOIUN eMy pabounii 1eHb.

JlokymeHTbl ¢ momeTrkamu «BecbMma cpouHO», «CpPOUYHO» HCHOJHSAKTCA B
TPEXIHEBHBIN CPOK, JOKYMEHTHI C TOMETKON «OnepaTUBHO» — B JIECSITUAHEBHBIN
CPOK CO JIHS YKa3aHHS M0 UCIIOJIHEHUIO.

Ecnn nocnenHuil 1€Hb MCIOJHEHUS TOKYMEHTA, COJEPHKALIErO MOMETKY O
CPOYHOCTH HCTIOTHEHUS, NMPUXOAUTCS Ha HEpabouyuidl A€Hb, TO OH MOMJICKHUT
UCIIOJTHEHUIO B CIIETYIONINI 32 HUM pabo4Hil 1eHb.

9.6. Cpoku  HMCHOJHEHUS BXOASIIMX JOKYMEHTOB YCTAHOBJCHBI B
npuioxeHuu Ne 8.

OOpaienus 1Mo BoMpocaM BBIOOPOB U pedepeHayMOB, MOCTYNUBIINE B
nepuoj; M30MpaTeTbHOW KaMITAaHWM, HCIOJHSAIOTCS B CPOKH, YCTaHOBIICHHBIE
®enepanbHbiM 3aKOHOM «O0 OCHOBHBIX TapaHTHSIX U30MPATENbHBIX MIPaB U MpaBa
Ha ydactue B pedepeHayme rpaxkaan Poccuiickoit Deneparumy.

9.7. OTBETCTBEHHOCTh 32 CBOCBPEMEHHOE H IIOJHOE€ BHECCHHE B
perucTpauvoHHyo ¢opMmy (KypHaa) CpPOKOB HCIOJHEHUS JOKYMEHTOB H
uHOpMAIlUM O COCTOSIHUM HCIIOJIHEHUS JOKYMEHTOB, KOHTPOJIb CPOKOB
UCIIOJHEHUs JOKYMEHTOB BO3JIAralOTCd Ha OTBETCTBEHHOIO 34 BEICHUE
JEIONPOU3BOICTBA.

9.8.B iaHax MEpONPUITUH, YTBEPKACHHBIX pelIeHUsIMU
TeppuTtopuanbHOW KOMHMCCHM, IIpUKa3amMu mOpexacenarens TeppuropuaibHOU
KOMHUCCHH, CPOKU HUCIOJIHEHUS OTACNIBHBIX ITyYHKTOB MOI'YT OBITh ITOCTaBJIEHBI Ha

KOHTPOJIb.



9.9. Ilpy HeoOXOAMMOCTH MPOJJIEHUS CpOKa MCIOJHEHUS JOKyMEHTa
OTBETCTBEHHBIN 3a MCHOJHEHUE HE MO3JHEE YeM 3a TPU JHS J0 UCTEUEHHS CPOKa
UCIIOJIHEHUS JOKYMEHTa MPEJCTaBIsAeT HAa UMS mpeacenatens TeppUTopuanbHOU
KOMHCCHUH JOKJIAJHYIO 3alUCKY ¢ MOTHUBUPOBAHHOM MPOCKOOM O €ro MpojICHUH.

9.10. IokyMeHT cUMTAaeTCs] UCIIOJIHEHHBIM M CHUMAETCS C KOHTPOJS MOCe
pelIeHUs] BCEX IOCTaBJIEHHBIX B HEM BONPOCOB, COOOILIEHUS PEe3yJbTaTOB
PaccCMOTpEHUSI BCEM 3aMHTEPECOBAHHBIM JIMIIAM.

9.11. OcHOBaHUAMM JIJISl CHATHUS JOKYMEHTA C KOHTPOJIS SBJISIFOTCS:

pemienre  TeppuTopuanibHOM  KOMHUCCHMH,  TNpHUKa3  MpelceaaTess
TeppuTopraabHON KOMUCCUU MO pe3yJIbTaTaM MCIOJHEHUS IOKYMEHTA;

OTBET HA BXOJSIIMMA IOKYMEHT 1O CYIIECTBY;

MOJIyYeHHE OTBETa OT OpraHu3alluii, B KOTOpbIE TOKYMEHT ObLI HaIrpaBieH
JUISL PacCMOTPEHHsS] MO CYIIECTBY IIOCTaBJIECHHBIX B HEM BOIIPOCOB M OTBETA
3asIBUTEIIO;

HaIpaBJICHUE OOpallleHUs B JIPyTrM€ OpPraHU3alMM [IJIi PACCMOTPEHUS IO
CYILIECTBY TMOCTABJICHHBIX B HEM BOIPOCOB MU MOCIEAYIONMIEr0 MHGOPMHUPOBAHUS
aBTOpa O pe3yJbTaTax pacCMOTPEHUS;

BU3a IpeaceaaTens Ha JokymeHTe «B neno», «CHATh ¢ KOHTPOJIS».

9.12. JIoKkyMEHT HE CYUTAETCS] UCIIOJIHEHHBIM U OCTA€TCA Ha KOHTPOJIE:

€CJIM OH HalpaBJSIETCS B JPYrU€ OpPraHbl WM OpPraHU3aluu C LENbI0
noytydeHuss TepputopuaibHOH KOMHUccHEH WHpoOpMauu, HEOOXOIUMOW s
pPacCMOTpPEHHUsI MO CYIIECTBY IIOCTaBIEHHBIX B JOKYMEHTE BOIIPOCOB. B ciryuae
Heobxonumoctu TepputopuanbHas KoMmuccus HWHOOPMHUpYET 00 3TOM aBTOpa
TOKYMEHTA;

€CIM OH HampaBJsSIETC B JpPYrM€ OpraHbl WM OpraHu3aluyd s
pPacCMOTPEHUs MO CYIIECTBY MOCTABJICHHBIX B HEM BOIIPOCOB M OTBETA 3asIBUTEIIIO
C MOCTEAYIONINM HH(POpMUpOBaHUuEeM TeppuTopraibHONH KOMHUCCHUU O pe3yJbTaTax
WCITOJIHEHHS]

€CJIM Ha HEM HE CTOUT OTMETKa Ipejacenarens TeppuTopruaabHOl KOMHCCHH

O MIPUHATHUH UCIIOJITHCHUAA.



10. U3roroBjieHHE M MCNOJIH30BAHUE MEYATEN M IITAMIIOB

10.1. JInss ymocToBepeHHs] MOIJIMHHOCTA JIOKYMEHTOB WJIM COOTBETCTBUS
KONUM JTOKYMEHTOB IIOJUIMHHUKAM, IIPOCTABIEHUS OTMETOK O IIOJYy4YECHHH,
perucTpanuu JIOKyMEHTOB B TeppUTOpHMAIbHOM KOMHUCCHUM HCIIOJIB3YHOTCA
repOOBBIEC U IPYTUe MeYaTy U IITAMIIBL.

10.2. UsroroBneHue mneyaTteil M IMITAMIIOB OCYIIECTBIISIETCS IO YKa3aHUIO
npeaceaarens TeppUTopuanbHOl KOMHCCHUU.

10.3. 'epboBass medatrp mnpocrtaBisiercss Ha I[loyeTHBIX rpamoTax W
OyarofapHoCTsIX, (UHAHCOBBIX JOKYMEHTaxX TeppUTOpUANIbHOW KOMHCCHH,
rapaHTUMHBIX MHCbMax, JOrOBOpPaX, TOCYJIAPCTBEHHBIX KOHTPAKTaX U B JIPYTUX
IPEAYCMOTPEHHBIX 3aKOHOIATEICTBOM CIIyYasiX.

10.4. Ha pacceimaeMbIXx Komusax pemieHuil TeppuTopuaibHOM KOMHUCCHUH,
npuKaszax npexacenarens TeppuTopranlbHON KOMHCCUHM, HA NTAKETaX MPU OTIPABKE
JOKYMEHTOB, MpU O(QOPMIICHUH JOKYMEHTOB Ha IMPHUEM TOBAPHO-MaTEpPUATBHBIX
LEHHOCTEN, HA BHOC M BBIHOC TOBAPHO-MATEPHAIBHBIX IEHHOCTEW, Ha HAKIIAIHBIX
IPOCTABJISIETCS MeYaTh ¢ HAAMKUCHIO « TeppuropualibHas n30upaTesbHasi KOMUCCHUS
Ne 40.» unu npu HaNM4YUK MeYaTh ¢ HaANUchlo « TeppuropuanpHas u3dbuparTenbHas
komuccust Ne40. {1 1OKyMEHTOBY

10.5. [leyatn ¥ mWTaMIbl MOAJIEKAT PETUCTPAIMH B OTACIBHOM KypHaie
ydyera meyaTted W mTamnoB. lledatw W mtamnbl BBIAAIOTCA TOJA NOANKUCH B
KypHaJe ydera rnedared u mramioB. Ha xxypHane npocrasnsercs nomeTka « /s
CIIy’)K€OHOTO  TIOJB30BAaHUS», €ro JHUCThI HYMEPYIOTCS, TNPOIIMBAIOTCS U
OIEYaThIBAKOTCS.

10.6. [leyat W MmITaMIbl JOJDKHBI XPAaHUTHCS B HAJEKHO 3aKPHIBAEMBIX
M OTIeYaThIBAEMBIX B Hepabouee BpeMs cer(ax mim MeTaJuTHIeCKuX mKadax.

10.7. IIpencenarens TeppuTopruaibHON KOMUCCUU OCYIIECTBISIET KOHTPOIh

3d IPABUJIIBHOCTBIO XPAHCHHA U MUCIIOJIb30BaHUA reyaTeu U IITaMIIOB.



10.8. Ilpuienuine B HETOAHOCTh MEYATH M IITAMIIBI YHUUTOXKAIOTCS, O YEM
COCTaBJISIETCA aKT, a B JKypHaje YydeTa Me4yaTed W IITaMIIOB CTaBUTCS
COOTBETCTBYIOI[as OTMETKA.

YHUUYTOKEHUE NPOUZBOAUTCA IOCIE YTBEPKIACHUS aKTa MPEAcCeaaTelieM
TeppuropranbHOM KOMHUCCUUA. MeETAIUIMUYECKUE IM€YaTH YHUUYTOXKAKOTCA IyTEM
MOJHOTO CIWJIMBAHUS TEKCTa WJIM OMWIMBAHUS JABYMS MEPEKPECTHBIMU JIMHUSIMU,

KAay4YyKOBBIE [I€YATH U ILITAMIIbI PAa3pe3at0TCs HA MEJIKUE YACTH WM CHKUTAFOTCSI.
11. ®opmupoBaHue AeJ1 M Nepeaadya ux B apXuB

11.1. CocraBiienue u yrBepxaeHne HOMEHKJIATYPHI JeJl.

Homenknatypa gen mnpeaHazHauyeHa s (OPMUPOBAHUS HMCIOJHEHHBIX
JOKYMEHTOB B JieJla, CHCTEMAaTH3allMk U YydeTa ey, ONPEACNICHUs CPOKOB HUX
XpaHEHUS M SIBIISIETCSI OCHOBOM JUIsl COCTaBJICHWS OMUCEH Jes MOCTOSIHHOTO |
BpemeHHoro (10 et u 6onee) XxpaHeHUs.

B HOMeHKnaTypy nesl BKIIOYAKOTCS 3aroJIOBKH JEN, OTpaKarollue Bce
JOKYMEHTHpYEMbI€ Y4acTKH paboThl TeppuTopuasbHON KOMHCCHH, B TOM YHUCIE
JUYHBIE JIeNIa, CIIPABOYHbIE U YYETHbIE KAPTOTEKU U JPYTHe YYETHBIE (POPMBI.

3arojoBOK Jiefla IOJHKEH YETKO OTpa)kaThb OCHOBHOE COAEPIKAHHE U COCTAB
nokyMeHTOB. He momyckaercsi ymoTpeOJieHHe HEKOPPEKTHBIX (HOPMYIUPOBOK,
BBOJHBIX CJIOB U CJIOKHBIX 000OPOTOB.

IIpu cocraBieHMM HOMEHKJIATypbl [J€l CIEAyeT pPYKOBOACTBOBATHCS
perIaMEHTOM TepputopruanbHOU KOMUCCHH, [Tepeunem TUITOBBIX
YIPaBICHUYECKUX  apXWUBHBIX  JOKYMEHTOB, OOpa3yloIIHUXCS B  Ipolecce
JEATENBHOCTU TOCYAAPCTBEHHBIX OPraHOB, OPraHOB MECTHOT'O CaMOYIIPABJIEHUS U
OpraHu3alui, C YyKa3aHUEM CPOKOB XPAHEHHUs, YTBEPKIACHHBIM MPUKA30M
MunucrepcrBa KynbTypbl Poccuiickoit @enepaunu ot 25 asrycra 2010 ropa
Ne 558 (manee — Ilepedenn), mopsaKaMU XpaHEHUS M TEpeAaydl B aAPXHUBHI
JOKYMEHTOB, CBSI3aHHBIX C  IIOATOTOBKOM M  INPOBEJEHUEM  BBIOOPOB,

yrBepxkaeHHbiMa  [ITUK  Poccmm wm  Cankr-IleTepOyprckoit  m3bmpartelbHOM



KOMHUCCHUEH, HOMEHKIATypaMu Jel  TeppuTropuaibHOM  KOMHUCCHUHM 34
MIPEIIECTBYIOIIHE TOBI.

IIpy moAroToBke HOMEHKIATYPHI J€JI HA IPEACTOSAIIMN KaJCHAApPHBIA I'OJ
HEO0OXOJIMMO YUUTHIBATH XapaKTep BHIOOPOB, MPOBOJUMBIX B MPEACTOSAILEM TOJTY.

Homenkmarypa nen TeppuropualibHOM KOMHMCCUM Ha IPEACTOSIIUHA
KAICHIAPHBIA TOJ COCTaBIIETCA B IIOCIEOHEM KBapTaje TEKYIIEro roja,
COTJIACOBBIBAETCS C CeKpeTapeM TeppuTopuanbHON KOMHUCCHHM, PACCMATPUBAETCS
Ha 3aCEelaHuM OKCHEPTHOW KOMHMCCHM TeppuTOpHaNIbHOM KOMHCCUU IO
JKCIEepTHU3E LIEHHOCTH AOKYMEHTOB (naniee — JK) yTBepknaercs mpejacenareiaem
TepputopnanbHO  KOMHUCCHM, COrJIacoBbIBaeTcs ¢  cekperapeM  CaHKT-
[leTepOyprckoii U30UpaTenTbHON KOMUCCUM U BBOAMTCS B JedcTBUE ¢ | sHBaps
cieayromiero roga (mpuiosxkenue Ne 9).

[Ipn MoOATOTOBKE HOMEHKIJIATYpPHI €Nl HA NPEACTOAIINNA KaleHAAapHbIA TOJ
HEO0OXOAMMO YUUTHIBATh XapaKTeP BHIOOPOB, MPOBOJAUMBIX B MPEICTOSIIEM TOAY.

B cnydyae BOZHMKHOBEHMS B TE€YEHHE I'0Ja HOBBIX J€JI, OHU JOIOJIHUTEIIHHO
BHOCSTCS B YTBEPXKICHHYIO HOMEHKJIATYpy J€J IO YKa3aHUI0 IpeaceaaTesis
TeppuropuanbHOM  KOMHUCCUM  TIOCJIE€  COIJIaCOBaHUA € CEKpeTapeM
Cankr-IlerepOyprekoit n30upaTeaTbHON KOMUCCHHU.

[Io OKOHYaHMM KaJEHJApHOrO TIoJa B KOHIIE HOMEHKJIATypbl el
COCTaBJISIETCA UTOrOBasl 3alKCh O KOJIMYECTBE 3aBEACHHBIX J€J (TOMOB, YacTeil),
OTJEJIBHO IO JeJaM IOCTOSIHHOT'O U BPEMEHHOI'O XPaHEHUS.

Cpok XpaHeHHs] JOKYMEHTOB YKa3bIBA€TCSl B HOMEHKIIATYPE JI€] CO CChUIKOM
Ha ctathio [lepeunsa. Cpok XpaHEHUsS HAOKYMEHTOB, HE YKa3aHHBIX B JaHHOM
Ilepeune, ycranaBnuBaetcs OIIK mo cormacoBanuto ¢ Cankr-IletepOyprcekoit
n30UpaTeIbHON KOMUCCHEH.

Ncuncnenne CPOKOB XpaHEHHs JIOKYMEHTOB, 3aKOHUYECHHBIX
JEJONPOU3BOICTBOM B TEKYILIEM I'Oly, HAUMHAETCSA ¢ | SHBaps CIEIYIOLIEro roja.

11.2. OpopmjieHHEe TOKYMEHTOB, 3aKOHYEHHBIX 1€JONPOU3BOACTBOM,

(popmupoBanue u TeKkyuiee XxpaHeHue e B TeppuTropuajabHOil KOMUCCUM.



3aKOHYEHHbIE JEeJIOMPOU3BOACTBOM JIOKYMEHTBI oopmIsIOTCS
B COOTBETCTBHHM C TpeOOBaHUSAMHU HacTosmer WHCTpyKUuH, CHUCHIBAIOTCSA
npeacenareneM TeppuTopualibHOW KOMUCCUM B 11en0. 1Ipu 3TOM B HMKHEW yacTu
JUIEBOM CTOPOHBI MEPBOrO JHCTA JOKYMEHTa Ha CBOOOJHOM OT TEKCTa MECTE
CTaBUTCS OTMETKA O €0 UCIOJHEHUH, PACIIU(PPOBBIBAECTCS MOAIUCH IIpeIce1aTes
TeppuTopuanbHO KOMHCCHH, YKa3bIBA€TCSI HOMED Jella IO HOMEHKJIaType U Jara
cnucanus. [Ipu HeoOx0aUMOCTH OTMETKa 00 MCIIOJIHEHUH MOXET ObITh CJeIaHa Ha
00OpOTHOM CTOpOHE MEpPBOro JHCTa JOKyMeHTa. B perucrpainuonnyroo ¢opmy
BHOCHUTCSI OTMETKAa O CIHMCAHMM JOKyMEHTa B JIeJI0O C yKa3aHHEeM Homepa Jela
COTJIaCHO HOMEHKJIAType Jel.

HcnonHenHnble AOKYMEHThl (GOPMHUPYIOTCS B Je€lda B COOTBETCTBUU C
YTBEP>KIECHHOW HOMEHKIIATYpPOM JIe.

Jleno cuuTaeTcs 3aBEICHHBIM C MOMEHTa BKJIIOYEHHS B HETO IEpPBOTO
UCIIOJIHEHHOTO JIOKYMEHTA.

[Ipu QopMupoBaHum jena MPOBEPSETCS MPABUWIBHOCTh OTHECEHHS
JOKYMEHTOB B JaHHOE JeJ0, KayecTBO OQOpMJIIEHUS U KOMIUIEKTHOCTh
JOKYMEHTOB, HaJlM4yKe MOJINUCEH, BU3, PETUCTPALIMOHHBIX HOMEPOB, CIPABOK HIIU
OTMETOK 00 WCIIOJIHEHWM, CIHCAaHMM B JeJl0 W Jpyrux. HemnpaBuibHO
oopMIICHHBIC JOKYMEHTHI JOJDKHBI OBITH OO(GOPMIICHBI, a 3aTEM ITOMEIICHBI B
Teo.

He nomyckaeTcst moMenieHue B AeJI0 JOKYMEHTOB, COJIEpKaHHe KOTOPHIX HE
COOTBETCTBYET 3aroJIOBKY J€a.

[Tpu hopmupoBanuu aen coOIOIAIOTCS CleAYIOINe TpPeOOBaHUS:

JOKYMEHTBI MOCTOSIHHOTO M BPEMEHHOT0 XpaHEeHHs (POpMHUPYIOTCS B jAena
pa3aenbHo;

B JIEJO BKJIIOYAIOTCS TOJBKO HCIIOJIHEHHbIE, MPaBUIBHO O(OpPMIICHHBIE
JOKYMEHTBI B COOTBETCTBHUU C 3aT0JIOBKAMH JI€] B HOMEHKJIATYPE;

BCE JJOKYMEHTBI, OTHOCSIINECS K PEHICHUIO OJIHOTO BOMpoca, GOpMUpPYIOTCS

B ONHO Jneno. B cmywae ecnm mogbopka JOKYMEHTOB IO OJHOMY BOIPOCY



HacuuTheiBaeT Oonee 100 aucTOB, OHAa MOXKET OBITH BBIJICJICHA B CAMOCTOSITEIIHFHOE
1ENO0;

JOKYMEHTBI, IOJIJIeKAIllUE BO3BPATY, B JAEJIO HE IOMEILAIOTCS;

B JIEJIO TMOMEMIAETCS] TOJIBKO OJMH SK3EMIUIAP JAOKYMEHTa, YEPHOBHUKU U
BapUaHThI IPOEKTOB IOKYMEHTOB B JIEJI0 HE MOJAIIMBAIOTCS (32 UCKIIOYEHUEM TEX,
Ha KOTOPBIX MMEIOTCSI BU3bI, YKa3aHUs MO HCHOJHEHUIO JOKYMEHTOB U JpYrue
OTMETKH, IONOJIHSIOIINE TEPBbIN SK3EMILIAP);

B JIENI0 BKJIFOYAIOTCS, KaK MPaBUIIO, JOKYMEHTHI OJIHOTO KaJeHAapHOIo roja
(MCKJTIOYEHHUE COCTABIISAIOT JIMYHBIE U MEPEXOsIIUe Jena);

KaX10€ J1eJ0 He JOJKHO MpeBbimath 250 JUCTOB, MpU OOJbIIEM 00beMe
JIOKYMEHTOB B JieJie (POpMHUPYETCsI HECKOJIBKO TOMOB (YacTeid).

[Tpu BrIItOUEHUHU B JIe70 (pakcorpaMMBbl JI€NIAeTCsl €€ KCEPOKOMHUs, KOTopas
noamuBaercs B geno. [logmuHHMK — QakcorpaMMbl — YHHYTOXKAETCA  C
IPOCTaBJICHUEM OTMETKH 00 YHUYTOKEHUU HA KCEPOKOIHH.

B ciiydae He00X0IUMOCTH TOKYMEHTHI IO OJHOMY U TOMY K€ BOTIPOCY, HO C
pPa3IMYHBIM CPOKOM XpaHEHHWs,, MOTYT HaXOJUThCS B OJHOM Jejle 1O KOHLA
TEKyWIEro rojJa WIA J0 3aBEpLICHUS HCIOJHEHUS JIOKYMEHTa, a 3aTeM
nepepopMHUPOBHIBAIOTCS B JieIa TTOCTOSIHHOTO U BPEMEHHOTO XPaHEHHUSI.

B neno BKiIOYarOTCS BCE JOKYMEHTHI MO KOHKPETHOMY BOINPOCY BMECTE C
IPWIOKEHUSMU, YKa3aHHBIMU B TEKCTE JOKYMEHTA, PU OTCYTCTBUU MPUIIOKEHUH,
yKa3aHHBIX B TEKCTE€ JOKYMEHTAa, HCIIOIHHUTENb O053aH CHAeNaTh 3aluch Ha
JTOKYMEHTE 00 MX MECTOHAXOKICHUHU.

JIOKyMEHTBI BHYTPH J€JIa PACHOJAaraloTcs B XPOHOJIOIMYECKOW WM
BOIIPOCHO-JIOTMYECKOM MOCIEA0BATEIBHOCTH UIN UX COUYETAHUU.

HopMatuBHBIE W OpraHM3allHOHHO-PACIOPSAUTENBHBIE JTOKYMEHTHI C
OTHOCSALIUMUCSA K HUM TMPWIOKEHUSMH TPYNIUPYIOTCA B Jela MO BHUAAM
JOKYMEHTOB U 10 XPOHOJIOTHH.

[IpoTokonel 3acenanuii TeppuTOpHUATBLHON KOMHUCCUU PACTIONIAraloTCs B JIEIIE
[0 XPOHOJIOTMM B MOPSAKE BO3pacTaHWs HOMEpOB. JIOKyMEHTBI K 3acelaHuIo

TeppuropuanbHON KOMUCCHH MOMEIIAIOTCA MOC]IE COOTBETCTBYIOIIETO MPOTOKOIA.



[Tonoxenus, WHCTPYKIIUH, YTBEPKICHHbIE pacropsAuTeIbHbBIMU
JIOKYMEHTaMH, SIBIISIIOTCS TMPUIOKEHUSAMH K HUM U TPYNIUPYIOTCS BMECTE C
YKa3aHHBIMU IOKyMEHTAMMU.

[InaHoBas 1 OTYETHAA JOKYMEHTAILMSI HE3aBUCHUMO OT JIaThl €€ COCTABJICHUS
BKJIFOYAETCSA B JIEJIO TOTO I'0J1a, K KOTOPOMY OHA OTHOCHUTCHI.

B nene «llepenucka» wucxonadmuii (OTBETHBIM) JOKYMEHT IOMEIIAETCS
nocie Bxojsiero. [Ipu Bo30OHOBIEHHHM MEPENUCKH MO BOIMPOCY, HAYaBIICHCS B
OpeabIAyIIeM TOAYy, AOKYMEHTBhl BKIIOYAIOTCS B JI€JI0 TEKYyUIEro rojaa u
YKa3bpIBa€TCAd MHJAEKC TOTrO Jeja M0 HOMEHKIAType Aed NpeablAyIero roaa, B
KOTOPOM HaXOJATCS MPEIIECTBYIONINE JOKYMEHTBI IO TOMY BOIPOCY.

OO6parieHust rpaxJaadH U JTOKYMEHTBHI MO UX PACCMOTPEHUIO (HOPMUPYIOTCS
B oTHenbHbIe Aena. Kaxaoe oOpaiieHne U Bce JOKYMEHTHI 10 €ro PaCCMOTPEHUIO
COCTaBIIIIOT B JIeJ€ CaMOCTOSITENIbHYIO TPYNIy U pacrojaralorcs B ai(aBUTHOM
MOPSI/IKE TI0 TIEPBLIM OyKBaM (haMHJIU aBTOPOB O0OpaIIeHUH.

B nenax, HaxomsAmuxcs B JEJIONPOU3BOACTBE, JOKYMEHTHI TEKYLIEro rojaa
pacronararoTcs MO XpOHOJIOTMH CHU3Y BBepX MO Mepe mnocrymieHus. [lpu
NOATOTOBKE K C/Iau€ B apXWB JieJla C IOKYMEHTaMU MOCTOSIHHOTO U BPEMEHHOTO
(10 nmer m Oomee) XpaHeHHs TNepedOPMHUPOBBIBAIOTCS B OOpaTHOM TMOPSIIKE:
JOKYMEHT, TOCTYNHUBIINN B KaJ€HJAPHOM TOAY MOCIEIHUM, TOJDKEH OBITh BHHU3Y
1iena, a IepBbIM TOKYMEHT KaJe€HJapHOT0 T'oJla — BBEPXY, EPBHIM.

Jlena ¢ MOMEHTA UX 3aBEAECHUA U J0 NIEpPeadyu B apXUB WM YHUUTOKEHUS B
CBSI3M C MCTEUYCHUEM CpPOKOB XPaHEHUs HAXOUATCA Yy Ipeacenaress
(OTBETCTBEHHOIO 3a BEICHUE AEJIONPOU3BOACTBA) TeppuTOpruaIbHOil KOMUCCHUHU.

[IpoTokosbl 3acemanuii, pemieHus TeppUTOPUATBHON KOMMCCHUH, CIUCKHU
MPUTJIANICHHBIX, TPUJIAraeMbl€ K IPOTOKOIY, MOMJIMHHBIE 3K3EMIUISIPbI PEUICHUN €
COOTBETCTBYIOIIUMU MPHUIIOKEHUSIMHU, MNPOTOKOJbHBIE MOPYYEHUS, JOKYMEHTHI,
MOCIYKUBIIME OCHOBAaHMEM [IJIi PAacCMOTPEHMsI BOIpOCAa Ha 3aceJaHuu
TeppuropuanbHOM KOMUCCHH, paclii(poBaHHAsE ayAUO3alUCh 3acelanus (Ipu ee

HaJW4Yuu), CIHCKA PACCBUIKM pEIIEHUN 10 MepeJayd B apXuB HAXOJATCS Y



npencenarens (OTBETCTBEHHOI'O 3a BEJICHUE JIEIOMPOU3BOICTBA)
TeppuropraibHOM KOMUCCHUMU.

3a COXpaHHOCTh JOKYMEHTOB M [JI€Jl OTBETCTBEHHOCTb HECET IPEICENATEINb
TeppuTopraibHONM KOMUCCUU U OTBETCTBEHHBIN 3a BEACHUE JCIONPOU3BOACTBA B
TepputopranbHON KOMUCCHUH.

Jlena J1OMKHBI HAXOIWUTbCd B pabouell KOMHATe WIM B CIELHAIBHO
OTBEJICHHOM JJI 3TOW LI€JM MOMEIEHUU U XPaHUTHCS B 3alUparoluxcs mkadax,
IIPEAOXPAHAIOIINX JOKYMEHTHI OT IIbUIA U BO3JCHCTBUS COJIHEUHOI'O CBETA.

B umensx obOecnedeHus ONEpaTUBHOTO TOKMCKAa JOKYMEHTOB Jlena
pacrojlararorcss B COOTBETCTBMHM C HOMEHKIATYpOM Jei, KOIMUSA KOTOPOU
MOMEIIAeTCs] Ha BHYTPEHHEN CTOPOHE ABEPIIbI mKada.

Ha xopemkax oOnoxkek Jena  yKa3blBalOTCA MHACGKCHI 1€l IO
HOMEHKJIaType Jell.

Jena, Haxopfmuecs Ha TEKYyIIEM XpaHEHWH, Mojjiexar ydery. llepen
nepefadyei JTOKyMEHTOB B apXUB IIPOBOJIMTCS IIPOBEPKAa HAIWYMS U COCTOSTHUS
JOKYMEHTOB M JIeJ B ILENSIX YCTAHOBJEHUS (HAKTHUECKOTrO HAIW4YUs Jel |
COOTBETCTBHUSI UX KOJIMYECTBY, YUCIIALIEMYCS 10 HOMEHKIIAType Jell.

[IpoBepka Hamuuusg W COCTOSIHUSA JOKYMEHTOB M €] NPOBOAUTCA IIPU
IIEpEMELIEHUN JeJl, BO3BpaTe [eJI, CMEHE Ipeacenarens 1 eppUTOprUalibHON
KOMMCCHH.

[IpoBepka mpPOBOAUTCS IMyTEM CBEPKU CTATEM HOMEHKIATYPBI JEI C
OIKMCAaHUEM JIe] Ha 00JI0KKe, a (PU3NUECKOEe COCTOSIHUE Nl OMpEeaeTcss MyTeM
UX BU3YaJbHOro mpocMmoTrpa. Bce oOHapykeHHbIE HETOCTAaTKH (PUKCUPYIOTCS B
aKTe IIPOBEPKU HAIIMYUS U COCTOSHUS 1€l

B ciydae yTpathl [OKYMEHTOB M i€ MPOBOAMTCA  CIIyKeOHOe
pacciieioBaHUEe, MO pe3ysibTaTaM KOTOpPOIO JIMIO, BUHOBHOE B YTpaTe, HECET
OTBETCTBEHHOCTb B YCTAHOBJIEHHOM IOPsJIKE.

Ecnu oTnenbHBIE JOKYMEHTBI, YK€ BKIKOYEHHBIE B JEJI0, BPEMEHHO

Tpe6y10Tc>1 JJIA pa6OTI)I, OHHM MOI'YT OBITH BbIAAHBI H3 1O€J1a, 4 Ha HX MCCTO



BKJIQJIBIBAETCS JINCT-3AMECTUTENb C YKa3aHUEM, KOIJa, KOMy U Ha KaKoWl CpOK
BbIJIaH JIOKYMEHT.

11.3. OkcnepTu3a HEHHOCTH JOKYMEHTOB.

DKcnepTuza UEHHOCTH JOKYMEHTOB MPOBOJUTCS sl  yCTAHOBJICHUS
HAay4yHOH, HUCTOPUYECKOM W  IPAKTUYECKOM  3HAYMMOCTU  JOKYMEHTOB,
o0Opa3oBaBIIMXCS B MpolLecce AEATENbHOCTH TeppUTOPHATIbHOM KOMUCCHUHU, C
1eablo 0TOOpa UX AJIA JajdbHEHIIEero XpaHeH!s UM YHUUYTOXKEHHUS.

OKkcnepru3a ILEHHOCTH JOKYMEHTOB MPOBOAUTCS TPU  COCTaBIECHUU
HOMEHKJIATYphl Jiel, B mpolecce (HOpMUPOBAaHUS JeJ, NMPU MOATOTOBKE Jel K
nepenaye B apXuB.

Jl7ist paccMOTpeHUs TPOEKTOB HOPMATHUBHO-METOJIMYECKUX JTOKYMEHTOB IO
BOIIPOCAM JEJONPOU3BOACTBA U APXHUBHOTO [I€71a, ONUCEW JIeNl MOCTOSIHHOTO M
BpemeHHoro (10 ner u Ooisiee) XpaHEHUs, AaKTOB HAa YHHUUYTOXXEHHE JeN H
JOKYMEHTOB, HE MMEIOIIMX HAyYHOM LEHHOCTH W TNPAKTUYECKOTO 3HAYCHWS,
OpUKa30oM Mpencenarens TeppuTOpUaTbHOW KOMHMCCUM CO3JAETCA AIKCIEpTHAs
komuccus (panee — IK).

B ee ¢yHKIMM BXOIUT TakKe pacCMOTpPEHHE M 0JI00pEeHHe HOMEHKJIATYpPhI
nen TeppuroprualibHOM KOMHUCCHH.

B cocras OK BxiuwowawoTcsa wieHbl TeppUTOpHUATIBHOM KOMHUCCHH,
rPOKIAHCKUE CIyXalue anmnapata [eppuTOpHalbHOM KOMHCCUHM, YJIEHBI
Cankr-IlerepOyprckoil M30upaTeIbHON KOMHUCCHM WM COTPYIHUKH armmapara
CankT-IleTepOyprckoit n30upaTenbHON KOMUCCHH (TIO COTJIACOBAHUIO).

IIpy npoBeneHUM HKCIEPTU3bl LEHHOCTH JOKYMEHTOB OCYIIECTBISAETCS
oT0op nen moctostHHOTO M BpemeHHoro (10 met u Gosee) xpaHeHUs, OTOOP JIeT C
BPEMEHHBIMH CPOKAMM XpAHEHUs, IMOJICKAUIUX XPAHEHUIO, BBIACIICHHE K
YHUUTOXKEHUIO JI€] 3a MPEeABIAYIINE IOJbl, CPOKA XPaHEHHS KOTOPBIX, UCTEKIH.
IIpr 5TOM OTHOBPEMEHHO MPOBEPSIOTCA KAYECTBO U MOJHOTA HOMEHKJIATYPHI 1€,

IIPaBHUIIBHOCTB OIIPCACIICHUA CPOKOB XPpaHCHUA ACII.



DKcrepTu3a LEHHOCTH JOKYMEHTOB OCYIIECTBIISIETCS MYTEM IOJUCTHOTO
npocmoTpa aAen. He pomyckaercs oTOOp MOKYMEHTOB i XpaHEHUS WIM K
YHUYTOXKEHUIO TOJIBKO Ha OCHOBAHUM 3ar0JI0OBKOB JIE]I.

JIOKyMEHTBI, YTpaTUBIIUE MPAKTHUYECKOE 3HAYEHHE M HE UMEIIINe
HMCTOPUYECKOM WJIM HAay4YHOW IIEHHOCTH, MO WCTEYCHUU YCTAHOBJICHHBIX CPOKOB
XpaHEHUS MOJICKAT YHUUTOKEHHUIO TI0 aKTY.

AKTBI O BBIICJICHUM K YHUYTOXKECHHIO JEJT U JJOKYMEHTOB paccMaTpUBAIOTCS
Ha 3acegaHusix OK OJHOBPEMEHHO C OMNUCAMHU J€l. YHHUYTOXEHUE Jel U
JIOKYMEHTOB JI0 YTBEPKJICHHS aKTOB 3aIpeiiaeTcs.

[To pesynbratam SKCHEPTHU3bI LIEHHOCTH JOKYMEHTOB OTBETCTBEHHBIM 3a
BEJICHUE JICJIOMPOU3BOJICTBA €XKETOJHO COCTaBISIOTCS CBOJHBIC OINUCH JCI
MOCTOSIHHOTO M BpemeHHoro (10 net u 6onee) xpanenus (npuioxenus Ne 10, 11)
U TI0 JIMYHOMY cocTaBy (mpuioxkeHue Ne 12), a Takke akThl O BBIJCICHUU K
YHUYTOXXEHUIO JIeJI, HE MOJIeKAIINX XpaHEeHUIO (ipuiokeHue Ne 13).

Onucu nen moctostHHOro U BpemeHHoro (10 jmer u Gosee) XxpaHeHwus, a
TaK)K€ aKThl O BBIIEJICHUM K YHHUUTOXKEHHIO 3TUX Jiell paccMmarpuBarorcs Ha OK
U YTBEPKIAIOTCA MpejicenaresieM TeppuropruanbHON KOMUCCHH.

[Tpu YHUYTOXEHUU JTOKYMEHTOB co CPOKOM XpaHEHUS
«lo muHOBaHMs HamoOHOCTH», «1 TOm», «3 TOoma», «5 JET» COCTABISIETCS AaKT
(npunioxenue Ne 14), KOTOpbId NMOANMCHIBAETCS HE MEHEE YEM JBYMs UJI€HAMU
TeppuropraibHOM KOMUCCUM W YTBEPXKAACTCS IpeaceaaresieM TeppuTopruanbHOu
KOMHCCHHU.

UepHOBUKM W  PYKONHCH MOJArOTABIMBAEMBIX JOKYMEHTOB, KOINHUU
WHOOPMAITMOHHBIX W JPYTHMX MAaTEPHAJOB, HE TMOJICKAIINX BKIIOUYECHUIO B
HOMEHKJIATYpy 1€, T0 MUHOBAaHUHU B HUX HAJOOHOCTH MOTYT YHHYTOXAaThCs 0e3
COCTaBJICHUS aKTa.

BpourtopoBka aen mpou3BOAMTCS TOJBKO MOCIE MPOBEICHUS IKCIEPTU3BI

OCHHOCTH JOKYMCHTOB.



11.4. Odopmienue aeJr.

Jlena, mojjiexamue TIepenade Ha XpaHCHWE B apXuB, JOJDKHBI OBITh
0(OpMIIEHBI COOTBETCTBYIOIIUM 00pa3oM.

Odopmnenue nena BKIOYAeT B ce0S MPOBEPKY CHUCTEMATHU3ALUU
JOKYMEHTOB BHYTPH Jie€Jia, HyMEpaIlHio JINCTOB, COCTABICHHE BHYTPEHHEH OMUCHU
JTOKyMEHTOB jena (mpuioxkenue Ne 15), nucrta-zaBeputens nena (MPUIIOKEHUE
Ne 16), odbopmitenrne pekBU3UTOB 00JI0KKH, MOJIUBKY (TIEperieTeHue) ena.

B 3aBHCUMOCTH OT CPOKOB XpaHECHHS MPOBOJMTCS IMOJHOE WM YaCTUYHOE
odopmIiIeHUE JICII.

Hlena BpemenHoro (mo 10 yieT BKIIOYUTENBHO) XpPAHEHHS MOJJICKAT
YaCTUYHOMY OQOPMIICHHMIO: JIOMYCKAeTCs JUCTBHI JelNa HEe HyMepOoBaTh,
3aBEPUTEIBHBIC HAJIUCH HE COCTaBIATH. I[IpW 3TOM JIOKYMEHTBHI JOMYyCKaceTCs
XPaHUTh B MMaNKaX-CKOPOCIIMBATEIISIX, MATKHX 00JI0KKaX.

Jlena MOCTOSTHHOTO XpaHEHHs TMOJIexar NoiaHoMy odopmiieHuto. [lomHoe
opopMieHHE Jena MpeaycMaTpUBAaeT MPOBEPKY CHUCTEMATH3allMU JOKYMEHTOB
BHYTPH JieJia, MPaBUWJILHOCTH UX OopMiIeHUs (HaIu4ue HEOOXOIUMBIX MOAMMCEH,
BU3, OTMETOK O PErHCTpAllMU U UCMOJHEHUH, MPUIOKEHHUI ), HyMEpaIuio JIUCTOB,
COCTaBJICHHE BHYTPEHHEW OMUCHM JIOKYMEHTOB Jl€Jila, COCTaBJICHHE JIHCTa-
3aBepuTens Jiena, ohopMIIEHHE PEKBU3UTOB O0JIOKKHU, MOIIINBKY (TIEpEIICTCHHUE)
nena.

O610xKa nena oopmIeTcs 1o YCTaHOBJICHHOM bopme
(npunoxenue Ne 17). CBegenuss Ha 00JIOKKY NEPEHOCATCS U3 HOMEHKIATYPHI JIe]T
C YTOUYHEHUSMH, OTPAKAIOUUMHU (PAKTUUECKHA COCTaB IOMEMICHHBIX B JEJI0
JTOKYMEHTOB.

OO6noxKa [ena HAIMUCHIBACTCS YEPHBIMU CBETOCTOMKMMH YEpHUJIAMH,
pazbopunBo, Oe3 cokpamieHuid. JlomyckaeTcs odopmiicHHE OOJIOKKH Jiella ¢
WCITIOJIb30BAaHUEM KOMIBIOTEPHON TEXHUKHU.

Ha oOnoxke mema yKa3pIBalOTCS CIEIYIONINE PEKBU3UTHI: Ha3BaHUE

TepputopuaibHOll KOMUCCHUH, [EJIONPOU3BOJICTBEHHBI HOMEp (MHIEKC) Aena,



3aroJIOBOK Jefna, jaTta jena (Toma, 4acTH), KOJWYECTBO JIMCTOB B J€Jl€, CPOK
XpaHEeHUs Jena.

PexBU3UTHI, MpocTaBiisieMble Ha O0J0XKKE Jeia, OPOPMIISIIOTCS CIETYIOITUM
o0Opazom:

Ha3BaHUE TeppuUTOpHATBHON KOMUCCHHM YKA3bIBAE€TCS B COOTBETCTBHM C
perimameHTOM  TeppuTOpHalibHOM KOMHUCCHHM. Ilpru HW3MEHEHMM  Ha3BaHHUSA
TepputopuaibHOll KOMUCCHUU B T€UCHUE MEPUOJA, OXBATHIBAEMOI'O JJOKYMEHTAMHU
nena, Ha o0JI0KKEe K CTapOMy Ha3BaHUIO MPUITUCHIBACTCS HOBOE;

JIeJIOTPOU3BOICTBEHHBI HOMEp (MHJEKC) Jiefia — MpOoCcTaBisieTcs: udpoBoe
o0o3HaueHUe (MHACKC) Jeja MO0 HOMEHKJIAType Jed W YKa3bIBaeTCsi HOMEP ToMa
(vactn);

3arojIOBOK (HaMMEHOBAHME) JieJla TEePEHOCUTCS W3 HOMEHKJIATYpPhI e
(B HEOOXOUMBIX CIIy4asiX B 3aT0OJIOBOK BHOCSITCS YTOUHCHHUS );

nata gena — Ha OOJOKKE Jiela YKa3bIBalOTCAd JBE JaThl, KOTOpPbIE
Ha3bIBAIOTCS KpaWHUMM JaTaMH U COOTBETCTBYIOT TOJy 3aBEICHMS] U OKOHYAHUS
nena. HawanbHas nmara — 3TO Jara caMOro paHHero, a KOHEYHas JaTa — Jara
CaMoro MO3JHEro JTOKyMeHTa B jaeine. [Ipu 3ToM yuuThIBaroTCS AAThl BXOJAIIUX U
UCXOASIINX JTOKYMEHTOB (B cCilydae HX OTCYTCTBUS — JIaThl PETUCTpaIiu
JIOKYMEHTOB), U HE YYMTHIBAIOTCA JAThl CIIMCAHMS JOKYMEHTOB B JIEJIO, YKa3aHUM
110 UCTIOTHEHUIO JOKYMEHTOB, OTMETOK UCIIOJIHUTENS (32 MCKIIIOYEHHEM CITy4aesB,
KOTJla Ha JOKyMEHTaX HE UMEETCS APYTUX JaT, KPOME MEePEUUCICHHBIX).

[Ipy HamucaHuu KpallHUX AaT Ha OOJIOKKAX e TMOCTOSHHOTO XpaHEHUS
YHCIIO ¥ TOJ MPOCTaBIst0TCA apabckumu niudpamu. Ha 06moxkax e BpeMeHHOTO
XpaHEHUS YKa3bIBAETCS TOJIBKO TOJ.

Ha o0Omoxkax Jen, coCTOAMMX W3 HECKOJBKHUX TOMOB (4acteil),
MPOCTABISIOTCS KpalHUE AaThl KaXA0T0 ToMa (4acTH).

KonnuecTBo MpoHyMEpOBaHHBIX B Ji€Ji€ JINCTOB MPOCTABIISIETCS C JUCTa-
3aBEpUTEIS JAea.

Cpok xpaHeHUsl MEPEHOCUTCSI Ha OOJIOKKY Jielia U3 HOMEHKIaTypsl Aen. Ha

AcJax IIOCTOAHHOI'O XpaHCHUSA ITNUIICTCA ! «ITocTossHHOY.



Ha xopelke nena yka3bIBaloTCs 3aroJI0OBOK J€Na, FOJl Aejia U TOM Jiefa.

B umensx obOecnieyeHHMsT COXPAaHHOCTM M 3aKpEIUICHHMs — MOpsaKa
pPacnoIOKEHHsI JOKYMEHTOB, BKJIIOYEHHBIX B JI€JO, BCE JIUCThI, KPOME YHUCTHIX,
JUCTa-3aBEPUTEIS JieJla U JINCTOB BHYTPEHHEN OMUCH HYMEPYIOTCS B PA3BEPHYTOM
BUJE apabckuMu LuU(paMu BanoBOM Hymepauueil. YucTtele JIUCTBI U3 Jena
u3bIMaloTcs (0€3 MOBPEXACHUS LIEIOCTHOCTH Jiefla) U YHUUTOXaroTcs. JIMCThI
HYMEpYIOTCSI MPOCTBIM KapaHJAlloOM, CBEPXY BHHU3 B BO3pACTAOIIEM IMOPSJIKE
HOMEpOB, HauuHasg ¢ nepBoro. L{udpel mpocTaBidOTCS B MPaBOM BEPXHEM YTy
mucta. Hymepanusi 1BETHBIMM KapaHJalllaMH, YEpHUJIAMU U HYMEpaTOpaMH He
JIOITYCKaeTCsl.

JIOKyMeHTBI ¢ COOCTBEHHOW HyMepallMei JIMCTOB, B TOM YHUCJE TeYaTHbIE
U3JIaHUs, HYMEpPYIOTCA B OOIIEM TMOpSAKE WIM COXPaHAIOT COOCTBEHHYIO
HYMEpallio, €CIM OHAa COOTBETCTBYET IMOPSIAKOBOMY PACIOJ0XEHHUIO JINCTOB B
nerne.

Cnoxennblii nuct Oosbimoro ¢opmara (A2, A3) pa3BopauuBaeTcs U
HyMepyeTcsi B NMpaBOW YacTH BEepxXHEro mnoss jucra. [Ipm stom auct J1rob60oro
dopmara, MOMIMUTHIA 3a OJMH Kpal, HyMepyeTcs Kak OJWH JIUCT, a JHCT,
CJIO’KEHHBIN U MOJAIINUTBIA 32 CEPEIUHY, OMJICKUT MEPEUIUBKE U HyMEPYETCS Kak
OJIMH JIUCT.

Ecniu B gene ecTh KOHBEPT C BIOXKEHUSIMHU, TO CHAadalla HyMEpYyeTcs
KOHBEPT, a 3aTEM OYE€PEIHBIM HOMEPOM KaXKJI0€ BIIOKECHUE.

dororpaduu U Apyrue WUIIOCTPATUBHBIE MaTepHuajibl HYMEpPYIOTCS Ha
000pPOTHOM CTOPOHE B JIEBOM BEPXHEM YTIIy.

JIuct ¢ Harmyxo HakJIECEHHBIMH JOKyMEHTaMu (BbIpe3kamu, (pororpadusimm)
HyMEpYETCsl KaK OJIMH JINCT. Eciu K TOKyMEHTY MOJKJIEEHBl OAHUM KpaeM Apyrue
JOKYMEHTBI (BCTABKHM TEKCTA, EPEBO/IbI), TO KaX/IbIH JIUCT HYMEPYETCS OTAEIBHO.

[Ipunoxenue K Jeay, COCTaBISIOIIEE OTAEJIBbHBIA TOM, HYMEpPYeTCs

OTAOCIBHO.



[Ipy HanMuuu OTAETBHBIX OMIMOOK B HyMEpalUHW JUCTOB B Jeiax Mpu
MOATOTOBKE MX K cCJadye€ B apXuB JONYyCKaeTcss  ymnoTpeOsieHue JUTEPHBIX
(c OyKBEHHBIMHU JIOMIOJIHEHUSIMH ) HOMEPOB JIUCTOB.

B nenax mnDOCTOSHHOTO XpaHEHUs [ Yy4deTa M IIOMCKa JTOKYMEHTOB
B Hauaje Jieja MOKET MOMEIIaThCsl BHYTPEHHSIS onuch (rpuioxkerue Ne 13).

JIucThl BHYTPEHHEN ONIUCU HYMEPYIOTCS OTAEIBHO.

Kaxmoe neno 3akaHuMBAeTCsl JTMCTOM-3aBEPUTENIEM YCTAHOBIEHHON (HOPMBI
(npunoxxenue Ne 16).

B nucte-3aBepurene nena nudpamMu U MpONUCHIO YKa3bIBAETCA (PaKTHIECKOE
KOJIMYECTBO JIMCTOB B JAHHOM JIE€JI€, & TAK)KE HAIMYME JTUTEPHBIX U MPOMYIIEHHBIX
HOMEpOB JIMCTOB, KOJWYECTBO JIMCTOB BHYTPEHHEW OMHWCU WU HAIWYUE CpEau
JIOKYMEHTOB Ta3eT, KHWT, OpolIop, ueprexed, ¢ororpaduii, pucyHkoB u T.1.,
CTaBUTCS JaTa W TMOJNUCH paOOTHUKA, CHOPMHUPOBABIIETO JICJIO, U YKa3bIBACTCS
€ro JOJDKHOCTh, WHUIMANBI M ¢daMmwiusg. Eciu KOJIMYecTBO JIMCTOB B JEIe
U3MEHSETCS, 3aBEPUTEIIbHASI HAAIUCh COCTABIIAETCS BHOBb.

[Ipu moaroToBke Aei K MOAIIMBKE (IIEPEIIETY) MPOBEPSAETCS MPABUIBHOCTh
ux (opmupoBaHus, oPOpMIICHUS, METAUIMYECKUE CKPEIJICHUS U3 JOKYMEHTOB
YIAISIOTCS.

JIOKyMEHTBI TIOAIIUBAIOTCS TAKUM 00pPa3oM, YTOOBI MOKHO OBLIO CBOOOIHO
OPOYUTATh TEKCT KaXXIOr0 JOKYMEHTa, BHU3bl M YKa3aHUS MO MCIOJIHEHUIO
JOKYMEHTA.

11.5. Ilepenaua aes B apXuB.

Ilepenaya pen NOCTOSIHHOTO XpAaHEHUS B apXuUB TeppUTOpPHATIBHOU
KOMHCCUU OCYUIECTBIIACTCS MOEAMHUYHO MO yTBepkAeHHbIM OIIK omucam nen
IIOCTOSIHHOTO XPaHEHMUSL.

[IpueM nokymeHTOB Ha mnoctosHHOe XpaHeHue B CaHkT-IletepOyprckyto
M30UpaTENbHYI0 KOMHUCCHIO OGOPMIISIETCS aKTOM TMpHeMa-Tepeadn TOKYMEHTOB

(mpunoxenue Ne 18).



B apxuB Cankrt-IletepOyprckoit nu3dupaTeabHO KOMUCCUM B COOTBETCTBUU
C HOMEHKJatypoi aen TeppuTopualbHOW KOMHUCCUM HA TOCTOSIHHOE XPaHECHUE
IepENArOTCS:

JUYHOE JeJI0 Tpenacenaresiss TeppuTOpUaIbHOM KOMHUCCUHM B Cllydae
OKOHYAHUS CPOKA MOTHOMOYMM WIIU OCBOOOXKACHUS OT JIOJHDKHOCTH JI0 MCTECUCHUS
CpPOKa IOJHOMOYH;

JUYHOE JIeJI0 TOCYJAPCTBEHHOIO TPAXKIAHCKOIO CIIYXKAIIEero ammnapara
TeppuTopraibHOW KOMHUCCHM B CJIydya€ €ro YBOJIBHEHUS C TOCYAapCTBEHHOM
CITYKOBI;

JIOKYMEHTHI TTIOCTOSTHHOTO ¥ BpeMeHHOro (10 siet u 6osiee) CpoKOB XpaHECHUS
B CIydae peopraHu3aiuu (JUKBUaamnuu) TeppuropuanbHON KOMUCCHH.

IIpn mepemade aen Ha BCeX JK3EMIUISAPAX OMNUCH €] MPOTUB KaXKIOro
BKJIFOUYEHHOTO B Hee jena B rpade «I[Ipumeuanue» CTaBUTCA OTMETKA O HAIMYUM
nena. B KoHIlE KaXIOro HK3EMIUISIpa OMUCH JIeJ yKa3blBalOTCS LUpaMu U
IPOIMUCHI0 KOJIMYECTBO (PAKTUYECKU NPHUHATHIX (TIEpelaHHbIX) B apXuB e,
MHUIMAIB U PaMUIHH JINII, OCYIIECTBIIAIONINX NMPUEM-Tiepeady e, CTaBsITCS UX
IOJIIMCH U JaTa.

[Ipu mpueme nen mnpoBepsieTCss NPABWIBHOCTL MX odopmieHus. Jlena,
opopMJIeHHBIE C HapylIeHHMEM TMpaBWI, YCTAaHOBJICHHBIX MHCTpyKIHei,
BO3BpallarTca B TeppuTopraibHy0 KOMUCCHUIO C YKa3aHUEM HEIOCTATKOB JUIS KX
YCTpPaHCHHUS.

N30upaTenbHas TOKyMEHTalUs XpaHUTCs B TeppuTOpHaIbHON KOMHUCCHH B
cooTBeTcTBUM C llopsakoMm XpaHeHuWs, HepeJadyd B aApXUB WM YHUUYTOXKECHUS
NOKYMEHTAllMM, CBS3aHHOM C TIOATOTOBKOM M TPOBEACHUEM BBIOOPOB U
pedepeHIyMoB B Cankr-IletepOypre, YTBEPKIECHHBIM peLIeHuEM
CankT-IletepOyprckoit  m3bmpatenbHOM Komuccuu, llopsakom XpaHeHUs W
Mepelayn B apXHUBbl JOKYMEHTOB, CBSI3aHHBIX C IOJATOTOBKOM W HPOBEICHUEM
BeIOOpoB [Ipesumenta P®, I[lopsnkom XpaHeHWS U Tepeayd B aAPXUBBHI

JOKYMCHTOB, CBA3aHHBIX C HOHFOTOBKOﬁ n IIPOBCACHHUCM BBI60pOB ACIIyTaTOB



I'ocynapctBennorn  Jymbr ®C P®, yTBEpKICHHBIMH COOTBETCTBYIOIINMH
noctanoBieHusimMu LK P®.

11.6. Ilopsinok padoThI € 3JIEKTPOHHBIMH JOKYMEHTAMH.

HcnosHeHHBIE 3JEKTPOHHBIE JOKYMEHTBI CUCTEMATU3UPYIOTCS B J€ja B
COOTBETCTBUM C HOMEHKIATypod nen TeppuropuanbHoil xomuccuu. Ilpu
COCTaBJICHUM HOMEHKJIATYpBHl JEJ B 3aroJIOBOK J€ja BKJIIOYACTCA YKa3aHHUE
«ONEKTPOHHBIE JOKYMEHTBI».

Cpoxku XpaHEHMs DJJIEKTPOHHBIX JIOKYMEHTOB COOTBETCTBYIOT CpOKam
XpaHEHHUs aHAJIOTUYHBIX JOKYMEHTOB Ha OyMa)KHOM HOCHUTEJE.

OKcnepTu3a LEHHOCTH D3JIEKTPOHHBIX JOKYMEHTOB OCYIIECTBISIETCA B
oOIIeM TMOpsiIKE, YCTaHOBJICHHOM IS JOKYMEHTOB Ha OyMa)XHOM HOCHUTEJE.
Ilocne ucrtedyeHuss CpoOKa, YCTAaHOBIEHHOI'O JUIS XPaHEHMsS JJIEKTPOHHBIX JIEll
(9NMEeKTPOHHBIX JOKYMEHTOB), Ha OCHOBAHMM aKTa O BBIJCICHHUH UX K
YHUUYTOXEHHIO, YTBEPKICHHOIO MpezacenaresieM TeppUTopUaibHOM KOMHCCUH,
yKa3aHHbIE  JJIEKTPOHHbIE  Jefa  (QJIEKTPOHHBbIE  JOKYMEHTBI)  MOJJIEeXaT
YHUYTOKEHMUIO.

ONEKTpOHHBIE JOKYMEHTHl IIOCTOSSHHOI'O XPaHEHMsS IEpelalTcs Ha
apXUBHOE XpaHEHME IO ONUCAM C OQOpPMIIEHHEM aKTa IpHUeMa-lepeaadn

AJICKTPOHHBIX JOKYMCHTOB.
12. OTBEeTCTBEHHOCTDH

12.1. Unensr TeppuTopHallbHOM KOMHUCCHH M Tpa)KJaHCKUE CIIy)Kallue
anmnapata TeppuTOpHAIbHOM KOMHUCCUU HECYT MEPCOHATIBbHYIO OTBETCTBEHHOCTH 3a
cobmioieHne TpedoBaHuil HacTosel NHCTPYKITUK, COXPAaHHOCTh HAXOMSIINXCSA Y
HUX JOKYMEHTOB.

12.2. OTBETCTBEHHOCTD 3a OpraHU3aIUIo JIeIIONPOM3BO/ICTBA B
TeppuropuanbHOit KOMHCCHH, BHEJIpEHUE aBTOMATU3UPOBAHHBIX
(KOMIIBIOTEPHBIX)  TEXHOJOTHWHA TMOATOTOBKH W  OOpabOTKHM  JOKYMEHTOB,

oOecrieueHNue COXPAaHHOCTH JTOKYMEHTOB W Tepe/adyy WX B apXuB, KOHTPOIb 3a



coOmoeHneM TpeOoBaHMM HacTosdwmeld MHCTpykuMM HeceT mpelcenaTenb

TepputopranbHON KOMUCCHUH.
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[Tpunoxxenne Ne 1
K HHCTPYKLUU IO JI€JI0NPOU3BOJICTBY B
TeppuropuanbHoii n3dupatensHoil Komuccuu Ned(

HEPEYEHDb

AOKYMECHTOB, HE ITOJICKAIIIUX PErHCTPAlliU

CooO1eHus 0 3aceJaHusX, COBEIIAHUAX U MOBECTKAX JTHS.

VY4eOHble TPOrpaMMBbl, MJIaHBI.

PexiiamMHbIe U3BEIIEHHUS, TJIAKATHI (32 UCKIIOUYEHUEM aruTallMOHHBIX).
[lo3apaBuTenbHBIE MTUCHMA U TEJIETPAMMBI.

[TpurnacurtenbHbie OUIETHI.

Byxrantepckue JOKyMEHTHI.

[leyaTHble U31aHUS.

OneparuBHasi uHpOpMalusd, MocTynarom@as mo kaHaizam cBszu [AC

«BBI6OpBI.



[Tpunoxenne Ne 2
K HHCTPYKLIUU IO JI€JI0NPOU3BOJICTBY B
TeppuropuansHoii u3dupatenbHoit Komuccuu Ne 40

AKT

MBI, HHKCIIOAIMMCAaBIINECCA

COCTAaBWJIM aKT O TOM, 4YTO « » 20 r. IIpu
BCKPBITHH ITAKETA
B HEM HE OKa3aJlOCh

HaCTOHIIII/Iﬁ aKT COCTABJICH B IBYX OK3CMILJIApaAX.

Ilonmucwu:




[Tpunoxenne Ne 3
K HHCTPYKLIUU IO JI€JI0IIPOU3BOJICTBY B
TeppuropuansHoii u3dupaTenbHoit Komuccuu Ne 40

DopMbI 0JIAHKOB, HCMOJb3YeMbIX B H30UPATEJIbLHOH KOMUCCUU



[Tpunoxxenne Ne 3.1

TEPPUTOPUAJIBHASA UBBUPATEJIBHAA KOMUCCHUSA Ne 40

HPOTOKOJ 3ACEJAHUNUA

20 roj No

Cankr-IletepOypr



[Tpunoxxenue Ne 3.2

TEPPUTOPUAJIBHASA UBBUPATEJIBHAA KOMUCCHUSA Ne 40

PEHIEHUE

20 roj No

Cankr-IletepOypr



[Tpunoxxenne Ne 3.3

TEPPUTOPUAJTBHAS U3BUPATEJIBLHASI KOMUCCHS Ne 40
NPEJACEJATEJD

IHPUKA3

20 roj No

Cankr-IletepOypr



ITpunosxenue Ne 3.4

TEPPUTOPUAJIBHASA
MN3BUPATEJIbHASA KOMUCCUA Ne
CAHKT-IIETEPBYPT

yIL , 0., Cankr-TlerepOypr, 198
Ten. (812) , Pakc (812)
http://www.
OKIIO ; O'PH
MHH/KIIIT
Ne

Ha Ne oT




[Tpunoxxenne Ne 4
K HHCTPYKLIMU IO JI€JI0IIPOU3BO/ICTBY B
TeppuropuansHoii u3dupaTenbHoit Komuccuu Ne 40

TpeGoBaHuA K TOKYMEHTAM, H3rOTOBJISIEMBIM C TTOMOIIBIO

NeYaTawlunxX yCTPOUCTB, M K (paililaM TEKCTOBbIX JOKYMEHTOB

1. TekcTsl foKyMEeHTOB Ha Onankax gopmara A4 neuartatorcs uyepes | -
1,5 MEXCTPOUHBIX HHTEPBAIA.

2. TekcTel JTOKYMEHTOB, TIOJATOTABIMBAEMBIX K  THUIOTpadCKOMY
U3JIaHUI0, TIEYATAIOTCS Yepe3 ABa MEKCTPOYHBIX HHTEpPBAJIA.

3. Ha3zpanwue Buaa TOKyMEHTa IeYaTaeTCs MPOMUCHBIMH OYKBaMHU.

4. Ecnu 3aronoBok K TekcTy npeBbimaer 150 3HakoB (5 cTpok),
JOIyCKaeTCsl MPOJIJICBATh €ro JO TPAHUIBI MPaBOro Mojisi. Toyka B KOHIIE
3aroJioBKa HE CTaBUTCS.

5. Pacmmdpoka moanucu B pekBuszute «llogmuce» medaraeTcs
Ha YpPOBHE TOCIEIHEH CTPOKM HAMMEHOBAHHS JOHKHOCTU C HCIOJIB30BAaHUEM
xomOuHanuu kiaasuin Shift — Ctrl — IIpobGen Mexay nHuIManaMu U paMuIuei.

6. Coznmanue, QopmaTupoBaHHEe U BBIBOJ Ha Ie€daTh JIOKYMEHTOB
IIPOU3BOJIATCA HA KOMIIBIOTEPAX C MCIOJIb30BAHUEM TEKCTOBOI'O IMpoIleccopa
MS Word. Baeapenue »>IeKTPOHHBIX TaOJHIl, CO3MaHHBIX B TaOJIMYHBIX
nporieccopax, B mokymeHTsl MS Word He momyckaercs. Jlomyckaercs, ImpH
HEOOXOAUMOCTH, cO3/JaHue, (opMarupoBaHWE M BBHIBOJ Ha IIe4YaTh TaOJIHIL
OCpeICTBOM TabmuHOoro mpoueccopa MS Excel.

7. Tlpu QopmaTupoBaHUM JOKYMEHTOB OO0S3aTEIIBHO HCIOJIB3YETCS
BKJTFOUEHHAsI KHOTIKA YTOOBI BU/IETh HA SKPaHE BCE CIY>KEOHBIE CUMBOJIBI.

8. Ilpu ¢dopmaTupoBaHuM TEKCTa TOKYMEHTOB HCIOIB3YeTCS CTHIIb,
KOTOPBIN UMEET CIEAYIONINE TapaMeTphl:

elllpudr TimesNewRomanCyr

ePazmep 14 nynkToB



eOtcTyn cjeBa 0cm

cripaBa 0cm
ellHTEpBAN nepen 0 myHKTOB
1ocJe 0 myHKTOB

eMeXKCTPOUHBIM UHTEPBAI OAMHAPHBIN, IIOJYTOPHBIN
e[lepBas cTpoka orcTymn Ha 1,25 cm
eBripaBHHBaHNE 10 [ITUPUHE
9. Ilpu popmarupoBaHuu TabIUIL HEOOXOJUMO COOJIOAThH CIEAYIOIINE
TpeOOBaHU:
Tabnmuia Bcerga JODKHA UWMETh Ha3BaHUE, KOTOPOE BBIPABHUBACTCS
TI0 TIPABOMY ITOJTIO JIOKYMEHTA;
TabIuUIa BRIPABHUBACTCSI 110 IICHTPY JIMCTA;
3aroJIOBKU CTOJIOIIOB M CTPOK BBIPABHUBAIOTCS IO IIEHTPY SYCHKH,
JaHHBIE B TYeWKaX TaOIHIIBl BRIPABHUBAIOTCS CBEPXY TI0 JIECBOMY Kparo;
IPOJOJKEHUE TaOIUIbl HA HOBOM JIUCTE BCEI/Ia HAUMHAETCS C 3ar0JIOBKOB
ee cTosOLoB (WIM HOMEPOB Ipad B ciayyae, ecnu rpadpl TaOIULBI Ha MEPBOM
JMCTE MIPOHYMEPOBAHbI);
CTPOKH TaOJMIIBI NEPEHOCITCS. Ha HOBBIM JIUCT JOKYMEHTA UCKIIOYUTEIHHO
LIEJINKOM;
IIUpUHA M BbICOTA TaOMUIBl HE JOJDKHBI MPEBBILIATh pa3Mephl IMOJeH
JOKYMEHTA.

10. Pa3mepsI mosieii TOKyMeHTa JTOJKHBI UMETh CIICAYIOIINE TTapaMeTpPhl:

®BECpXHEE 2,0 c™m
eHIKHEE 2,0 c™m
®JICBOC 2,0 CM (Ha JOKyMEHTaX CpoKoM xpaHeHus csbime 10 setr — 3,0 CM)
®IIpaBOE 1,0 cm

OT Kpast 10 KOJIOHTUTYJA:
®BEPXHETO 1,25 cm

O HITKHETO 1,25 cm



11. ITpu NOATrOTOBKE TOKYMEHTOB UCIIONB3YIOT CIEAYIOININE PEKBU3UTHI:

repb cyonekta Poccuiickoii denepanuu;
HAaUMEHOBaHUE U30MPATEIBHON KOMUCCHH;
HaMEHOBaHUE JIOJDKHOCTHOTO JIUIIA;
CIIPaBOYHEBIC CBEACHUS 00 OpraHu3aIvy;
HAaUMEHOBAHUE BHJIa JOKYMCHTA,

JaTa TOKyMEHTa;

PETHCTPAIMOHHBIA HOMEP IOKYMEHTA,;

CCBIJIKa Ha I/ICXOI[SIH_II/Iﬁ peI‘I/ICTpaLII/IOHHIJﬁ HOMCp U

JaTy JOKYMEHTA;

ajpecar;
rpud yTBEpKICHUS TOKYMCHTA;
3aroJIOBOK K TEKCTY JIOKYMEHTA;
yKa3aHMS 10 UCITOJTHCHHUIO JOKYMCHTA;
OTMETKa O KOHTPOJIE;

TEKCT JJOKYMCHTA;

OTMETKa O HAJTUYHH MPUIIOKEHHUS,
ITOITHCH;

rpud corracoBaHMs JTIOKYMCHTA;

BH3a;

[1€YaTh;

OTMETKA 00 MCIIOJHUTEIE;

UACHTU(PUKATOP DIEKTPOHHOU KOTMH TOKYMEHTA.

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

N3 HCCKOJIBKHUX CTPOK, IICYATAIOT CO CICAYIOIIUMHU IIapaMCTPaMM:

elllpudr
ePazmep

eOtcTyn

ellHTEepBan

TimesNewRomanCyr

14 nynkToB

cjieBa 0 cMm
crpaBa 0 cMm
nepes 0 myHKTOB

nocie 0 myHKTOB



e MeXKCTPOUHBIM UHTEPBAII OJIMHAPHBIN
eOTCTYyn NEPBOM CTPOKHU HET

eBrIpaBHUBaHNE 0 LIEHTPY

13. PexBusutT «Anpecary meyaTaroT CO CICIYIOMIUMH TTapaMeTpaMu:

elllpudr TimesNewRomanCyr
ePaszmep 14 nyHkTOB
eOtcTyn cieBa 12 cm
cripaBa 0 cm
ellHTEpBaAN nepen 0 myHKTOB
1ocie 0 myHKTOB
eMeXKCTPOUHBIN UHTEPBAI OJIMHAPHBIN
eOTCcTyn nNepBOi CTPOKHU HET
eBrIpaBHUBaHHE [0 JIEBOMY Kpaw WIH UEHTPYETCs

OTHOCHUTEIBHO CaMOU I[JIPIHHOﬁ CTPOKH.

Ecnu coctaBHble 4YacTu peKBU3UTOB «Axdpecar», «['pud yrBepx aeHus
nokymeHta», «I'pud cormacoBaHus AOKyMeHTa», «OTMeTKa O HaJIU4YUH
NPWIOKEHUS» HE YMEIAIOTCS Ha OJIHOM CTPOKE, TO pa3phiB CTPOKH B HYKHOM
MECTE TPOU3BOAUTCSI C TOMOIIBI0 cuUMBOJa «Pa3peiB cTpoku» (KOMOWHaIUA

kiaasuin Shift — Enter), mHanpumep:

COI''TACOBAHO
[Ipencenarens komuTeTa
MMYIIECTBEHHBIX OTHOIICHUHN

Canxr-IlerepOypra

A.H. IBanoB

14. Tlpu oopmiieHnH TOKYMEHTOB Ha ABYX M 0oJiee CTpaHUIaX BTOpas U
MOCTISYIOIINE CTPAHUIIBI JODKHBI OBITH TpOHyMepoBaHbl. Homepa crpanuil
MPOCTABIISIOT TOCEPEIMHE BEPXHETO TOJA JUCTa apabckumu tudpamu 0Oe3

BCAKHUX 3HAKOB IIPCIIMHAH M.



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

15. JIlns  BbIABIEHHUA M  UCHPABICHUS  BO3MOXHBIX OHIMOOK B
MpaBoNMUCaHUM B cHOpMHUpPOBaHHBIX (aillax pPEKOMEHIYETCS OCYIIECTBISThH
IPOBEPKY JOKYMEHTOB, HCIIOIB3YSI CUCTEMBbI IIPOBEPKHU MIPABOTIHCAHUSI.

16. Kaxnaplii TOKYMEHT CO BCEMH MPUIOKCHHSIMH K HEMY IOMENIAOT
B OTJEJbHBIN (haiin (€cinu NpUI0KEHHs CO3JJaHbl OJJHUM IpolieccopoM). BuyTpu
daiiia caM OKYMEHT W KaxJ0€ MPHIOKECHHE IOMEIIAalT B OTAEIbHBIC
paziebl.

17. Bce pekBU3UTHI JOKYMEHTA OTICISAIOT JAPYr OT Apyra OJHOW ITYyCTOM
CTpokoi, oOpazyemoil cumBosioM ab3ama (9§ — kmaBuma Enter). B Tekcrte
HE JIOJDKHO BCTpedaTbest 0oiee IByX CUMBOJIOB a03a1ia MmoApsiI.

18. He pomyckaeTcsi mmcaTh CJIOBa C pa3psaKOi, BCTaBISAS MPOOEIHI
MEXIy OYKBaMH B CJIOBax, 3a MUCKJIIOYCHHEM CJIOBA «PEIIWIa» B PEHICHUAX H
NPOTOKOJIaX  3acefaHui  u30uparenbHOM  Komuccuu. He  momyckaercs
UCIIOJIb30BaHUe MpoOesoB s o0pa3oBaHMs a03alHOTO OTCTyma (KpacHOU
CTPOKH) WJIM MYCThIX CTPOK. B TeKCTe He JOHKHO BCTpeuaThes Moapsii Oonee
OJIHOTO cHMBoOJIa mpobena. Paznenenue nHunmanos u ¢pamMuiuu, cuMmboiia No u
quclia, MOPSAKOBOTO HOMEpa CTaThU, YACTH, MMyHKTA WM MOJITYHKTa MPABOBOTO
aKTa, 4yucia Mecslla M Ha3BaHMS MecsIla, YUCia Tojla U CJIOBa «TO», JIOOBIX
YUCJIOBBIX 3HAYEHUW M EJAWHUI] W3MEPEHHs JeJaeTcsi C HCIOJIb30BaHUEM
Hepasaeaumoro mpobena (coyeranue kiaasuin Shift — Ctrl — ITpo6en).

19. He npomyckaercs BKJIIOYaTh B TEKCT JOKyMEHTa pa3eiUTEIbHbIE
JMHUHU, COCTaBJICHHBIC U3 IIEMTOYEK CUMBOJIOB (*, =, -, — ¥ JIp.).

20. He momyckaeTcsi WCIIOJNIb30BAaHWE B PYCCKUX CIOBaX CXOJHBIX TIO
HavepTaHuio JaTHHCKHX OYKB (A, a, B, C, C,E, e, H, K, M, O, 0,P, p, 1, X, X, y).

21. He nomyckaeTcsi WCHOJIB30BaHHWE CHUMBOJIA TaOymsiuu (—) s
oOpa3zoBaHus a03alHOTO OTCTyma (KPacHOW CTPOKH) WM IYCTHIX CTPOK.
AO3anHBIA OTCTYI yCTaHaBIMBAIOT B MeHIO Dopmat/Ab3ar] win C TOMOIIBIO

BEPXHEr0 JBM>KKA HA TOPU30HTAJIBHOM JINHEHKE.



22. He nomyckaeTcsi MCNOJIb30BaHHWE CHUMBOJA «-» JUIsl 00O3HAYEHHUS
nepeHoca. BMecTto Hero cienyer HCIOib30BaTh CHUMBOJ MSATKOIO IEPEHOCa
(xkomOuHarwms kiapum Ctrl — «-»).

23. Jlns HanucaHus pUMCKUX UUQP TOJKHBI UCHOJIB30BAThCS 3arjiaBHbIE
OykBbl natuHckoro andasuta (I, V, X, C, D, L, M). HUcnons3oBanue st 3TOM
I[EJIU PYCCKUX OYKB U apaOCKUX HU(P HE JOMYCKAETCH.

24. Bmecto OykBbl «E» momkHa ynoTpebnsarbes 6ykpa «E» (KpoMe HMeH
COOCTBEHHBIX MPHU HATUYUU MOATBEPKIAIOIINX TOKYMEHTOB).

25. PexBu3utel «HamMeHoBaHuWe BUJA JIOKYMEHTa» JOJIKHBI OBIThH
BBIPOBHEHHI 1O LEeHTpY. He nomyckaeTcss HCNOAb30BaHME CHMBOJIA ab3ana ass
IpephIBaHUSl CTPOKM B MPOU3BOJILHOM MECTE, IJIsi 3TOTO CIEAYeT MPUMEHSTH

CHUMBOJI pa3pbiBa cTpokH (koMOuHarws kinasum Shift — Enter).



[Tpunoxxenue Ne 5
K MHCTPYKLIUU TI0 AEJIOMPOU3BOJICTBY B
TeppuropuansHoii u3bupatenbHoit kKomuccuu Ne 40

Chnucox PACCBUIKH UCXOAAIIMNX JOKYMECHTOB

Ne HaumeHoBaHue oprasna . .
IHosHbIi MOYTOBBIH aapec
n/n (opranusanmu)
[Ipencenarens

TeppuropuansHoit u30UpaTenbHOM KoMuccuu No

Ucnomaurens

«

»

20 r.




CornacoBaHue NpoeKTa:

JIOJKHOCTD

(mata)
JIOJKHOCTD

(mata)
JIOJIKHOCTD

(mata)
HUcnionaurens:
JIOJKHOCTD

(mara)

[Tpunoxenne Ne 6
K HHCTPYKLIUU IO JI€JI0IIPOU3BOJICTBY B
TepputopuaibHoit nzduparensHoit kKomuccuu Ne 40

HMHUIINAJIBI, q)aMI/IJII/IH

(moxmuce)

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

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

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



[Tpunoxxenune Ne 7
K HHCTPYKLIMU IO JI€JI0IIPOU3BOJICTBY B
TeppuropuansHoii u3dupaTenbHoit Komuccuu Ne 40
YTBEPXAIO
[pencenatens TepputopuansHoit Komuccuu Ne 40

WHUIANBI, (paMuITus

(noonucwv)

« » 20 I.

OTt4ert 0 pa3memieHun pemieHuit TeppuTopuajbHOl H30MpPaTEILHON
komuccuu Ne 15
caiite www.tik__.spbik.spb.ru,
B pasaeiie «Jl0OKyMeHTBD» M pacchblIKe 110 COOTBETCTBYIOIIMM ajpecaram

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

Hcnomaurens:




[Tpunoxenne Ne 8
K HHCTPYKLUU IO JI€J0IPOU3BOJICTBY B
Teppuropuanbnoii n3dupatensHoil Komuccuu Ned(

HEPEYEHD

MOJIC/KAIIMUX KOHTPOJI0 JOKYMEHTOB ¢ YKA3aHHUEM CPOKOB UCIIOJTHCHUHA

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

2. VYxkaswl [Ipesunenra Poccuiickoit denepanum — coriacHO yka3aHHOMY B
HUX CPOKY.

3. Pacnopsixenust Ilpesunenta Poccuiickoit ®enepanyi — COTIACHO
YKa3aHHOMY B HUX CPOKY.

4. TloctaHoBneHUs, pacnopsiKeHUs [IpaButenbcTBa Poccuiickon
denepanuu — COrjJacHO YKa3aHHOMY B HUX CPOKY.

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

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

7. Tlocranonenust IlpaBurenbctBa Cankt-IlerepOypra — corjacHo
YKa3aHHOMY B HHUX CPOKY.

8. Pacmopsbkenuss ['yOepnatopa Cankrt-IlerepOypra —  COIJIaCHO
YKa3aHHOMY B HUX CPOKY.

9. INapmamenTtckue 3anpocsl CoBera Oenepannu Deaepansaoro Codpanus
Poccuiickoit ®deneparnuu, ['ocymapctBennorr Jymer ®enepanpHoro CobOpaHus
Poccuiickoit @enepanun — He MoO3AHEE 4eM uyepe3 15 kaleHgapHbIX AHEW CO JTHSA
MOJYy4YEHUsI  MAPJIaMEHTCKOrO  3ampoca WIM B MHOM  YCTAHOBJICHHBIU
cooTBeTcTBYIOIIEH manaroi PenepanbHoro CoOpanusi Poccuiickoit denepauun

CPOK.



10.3anpocet  uinenoB Cosera @Denepaunn DenepanbHoro CobpanHus
Poccuiickoit ®enepaunu, nenyraroB [ ocymapcrBeHHon J{ymsl DenepaibHOTO
CobOpanust Poccuiickoit @enepanun — He nmo3aHee yeM udepe3 30 KaneHIapHBIX
JIHEN CO JHA €ro MOJIYYE€HHUs WM B MHOM COTJIACOBAHHBIA C MHUIIMATOPOM 3aIpoca
CPOK.

11.06pamienust uneHoB Copeta Depneparuu DenepanbHoro CobOpaHus
Poccuiickont ®enepaunu, aemnyraroB l'ocymapcrBeHHou [ymber denepanbHOro
CoOpanuss  Poccuiickoit ®@enepaniuu 1O  BOIMpPOCaM, CBS3aHHBIM C  UX
JeSATENbHOCTBIO, — Oe3o0TiarareabHo (a TpH HEOOXOJUMOCTH MOJYYEHHS
JTOTIOJTHUTENIbHBIX MATEpUANIOB — HE To3aHee uyem yepe3 30 kaleHAapHbIX JHEH
CO JIHSI TIOJIYYCHHST OOpaIlCHHUS ).

12.O06parenus JEMyTaTOB 3aKOHOAATEIBHOTO CoOpanus
Cankr-IlerepOypra — B CpOK, YCTAaHOBJIEHHBIM 3aKOHOJATEIbCTBOM
Canxr-IlerepOypra.

13.1Tuckma wu3 Anmunuctpanuu Ilpesunenta Poccuiickoit ®enepanuu,
IIpaButenbctBa Poccuiickoit denepanun, Koncruryumonnoro Cyna Poccutickoi
Oenepannu, BepxoBHnoro Cyna Poccuiickoii ®enepauuu, ['eHepanbHOU
npokypatypel Poccuiickoit ®denepanun, aamunuctpanuu ['yoepnaropa CaHKT-
[letepObypra — B COOTBETCTBHUU C YyKa3aHUSIMHU IO HCIIOJHEHUIO JTOKYMEHTa
npeacenarens TeppUTOpUaIbHOM KOMHUCCHUM, €CJIM B HUX HE YKa3aH CPOK, — HE
no3aHee yeM uepe3 30 kalieHAapHbIX THEH.

14.TIpoTecT mpokypopa — He no3iHee yeM uepe3 10 KaleH1apHbIX THEH.

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

16.006pamienuss TpaxkaaH IO BOIpPOcaM BBIOOPOB W pedepeHAYMOB —
1o 30 xaneHJapHbIX JAHEH, a MOCTYNHUBIINE B MEPUOJ U30MpPATEIbHON KaMIIaHUU —
B cooTBercTBUM ¢ @DenepanbHbiM  3aKOHOM «OO OCHOBHBIX TapaHTHUAX
n30UpaTeNbHBIX TIPAaB M TpaBa Ha ydacTue B pedepenayme rpaxman Poccuiickoit

denepanum.



17.1lepecbiika oOpallleHud TpaxKaaH, COJAEPKAIIUX BOIMPOCHI, PEIICHHE
KOTOPBIX HE OTHOCHTCS K KOMIIETCHIMH TeppUTOpHaIbHOW KOMHCCHUH,
OCYIIECTBIISIETCS] B TEUEHHE CEMU KaJCHIAPHBIX THEH.

18.0O0pamienust  cpeAcTB  MaccoBoi — wHGOpMAlMM 1O  BOMpOcCaM
npenocTaBieHus MHGOpMalMd — CeMb KajeHaapHbiX JHed. Eciu Tpebyemble
CBEJICHUSI HE MOTYT OBITb IPEIOCTaBICHBI B YKa3aHHBIM CPOK, TO JOIMYCKaeTCs
OTCpOYKa B MPEJOCTABICHUM 3alpalinBaeMoid WH(GOpPMAIMM C BpPYYECHHUEM B
TPEXJHEBHBIA CpPOK CO [HSA IMOJIy4eHHs] MHCbMEHHOro 3ampoca HHGOpMalUH
yBeZOMJIEHUsI 00 OTCPOUYKE MPEACTABUTENIO PEJAKIMH, B KOTOPOM YKa3bIBAIOTCS
OpUYMHA OTCPOYKM, JaTa, K KOTOpoM OyaeT MpeaocTaBieHa 3anpalivdBaeMast
uHbopMaIKs, TOJPKHOCTHOE JIMIO, YCTAHOBHUBIIEE OTCPOYKY, JlaTa MPUHATUA
pelieHust 00 OTCPOUKe.

19.3anpoc rocygapcTBEHHOro opraHa, opraHa MECTHOTO CaMOYIpPaBJICHUS
WIM JIOJDKHOCTHOTO JIMIA, pacCMaTpUBaromiero oOpalieHue TpaxaaHuHa,
JOKYMEHTBl M MaTepHualibl, HEOOXOJuMble [UIsl pacCMOTpeHus oOpalleHus,
OPEJOCTaBISAIOTCS B Te4YeHHe 15 JHell, 3a UCKIIOYEHHEM JIOKyMEHTOB W
MaTepUaloB, B KOTOPBIX COJIEPIKATCS CBEACHMSI, COCTABIIAIONINE TOCYIapCTBEHHYIO
WIH  HMHYIO OXpaHsieMyl (eaepajbHbIM 3aKOHOM TalHy, M A KOTOPBIX

YCTaHOBJIEH OCOOBIN MOPSAIOK IPEIOCTABICHUS.



[Tpunoxenne Ne 9

K HHCTPYKLIMU IO JI€JIONPOU3BO/ICTBY B
TepputopuanbHoit uzdbuparenbHoit komuccuu Ne 40

YTBEPXAIO

IIpencenarens TeppuropuabHON
n30uparenbHoi komuccuu Ne 40

pacuugpoBKa MOIIHCH

noaIrCh
20 T
HOMEHKJIATYPA JEJI
TeppuropuanbHoii H30uparebHOil komuccuu Ne 15 na 20 rojx
Vrizeke Koun-Bo Cpok XxpaHeHus Jiena
eia 3arooBok siena nen (ToMOB, (ToMa, gacT) [pumeyanue
a (Toma, wacTn) Jacrei) 1 Ne crareii 110 TIepeyHIO
1 2 3 4 5
Haspanue paznena
HanmeHnoBaHue A0KHOCTH COCTaBUTENS ITonnuce PacmmdpoBka
HOMEHKJIaTypbl MOAIUCH
Hara
COI''TACOBAHO COTI'JTACOBAHO
Cekperapp Cankt-IlerepOyprckoit

[Ipotokon DK

OoT

No

I/I36I/IpaTeJ'IBHOI71 KOMHCCHH

Iloamuce

paciudpoBKa MOAMUCH



[Tponomxenue npunosxkenust Ne 9

Wrorosas 3amuce 0 KaTeropusix v KOJIMYECTBE JI€]1, 3aBEICHHBIX B rojy B
TeppuropuansHoii u3duparTenbHoit kKomuccuu Ne 40

B ToM uucie

ITo cpokam xpaHeHus Bcero HepexoIIX C OTMETKOM
«OIIK»
1 2 3 4
[TocrostHHOTO

Bpewmennoro (cBbie 10 ser)

Bpemennoro (70 10 1€t BKIIOUYUTENBHO)

HUTOI'O:

HauMeHnoBanue JOIKHOCTH COCTABUTEIA IMoamuce Pacmudposka
HOMEHKJIaTypPbI MO ITUCH

Hara



[Tpunoxenne Ne 10
K HHCTPYKLUH IO JI€JI0IIPOU3BOJICTBY B
TepputopuasibHoi u3dupaTenbHoil komuccuu Ne40

Teppuropuansaas komuccrst Ne40 YTBEPXJIAIO

[Ipencenarens

OIUCD Ne TeppuropuanbHoil komuccun Ne 40

ACIT TOCTOAHHOI'O XPaHCHUS

3a roja [Tonmuck Pacimgporka noamucu
Hara
No HNupexc Kpaitnue | Kois-Bo
3aroJioBOK neia [Tpumevanue
/1 nena ATkl JINCTOB
1 2 3 4 5 6

B nanubIi paznen onucyu BHECEHO

(yuppamu u nponucwio)

¢ Ne mo Ne , B TOM 9HCJIE:

JIUTCPHBIC HOMCpPA:

MPOIYIIEHHbIE HOMEpA:

HanmenoBaHue NOJKHOCTH COCTaBUTENS [Tonnuce PacmugpoBka noanucu
OIHCH
Hara
COI'NTACOBAHO YTBEPXIEHO
IIporokon OK IIporoxon LleHTpanbHON SKCIIEPTHO-

IIPOBEPOYHON METOINYECKON KOMUCCUU
ApxusHoro komurera Cankr-IletepOypra

oT Ne oT Ne




Tepputopuansnas komuccust Ne40

OITUCDH Ne

[Tpunoxxenne Ne 11

K HHCTPYKLIMU IO JI€JIONPOU3BOJICTBY B
TepputopuanbHoit uzdbuparenbHoil komuccuu Ne 40

nen BpemeHHoro (10 siet u OoJsiee) XpaHeHUs

YTBEPXJAIO

[Ipencenarens
TeppurtopuansHoii kKomuccuu Ne 40

3a roja ITonmuce PacumdpoBka noamucu
Jara
Ne WNHunekc Kpaiiane | Kox-Bo Cpok
3arosoBOK Jena [Ipumeuanue
/T nena JIaThl JIUCTOB XpaHEHHUs
1 2 3 4 5 6 7
B nanubIi paznen onucu BHECEHO
(yuppamu u nponucwio)

¢ Ne mo Ne , B TOM 4HCJIE:
JINTEPHBIE HOMEPA:
MPOMYIIEHHBIE HOMEpPA:
HaumeHoBaHMe NOJKHOCTHA COCTABUTENS [Toanuck Pacmudposka moanucu

OITKUCH

ara

COI'NTACOBAHO
IIporokon OK

COT'JIACOBAHO
Cexkperapb Cankr-IlerepOyprekoit
n30MpaTeTbHON KOMUCCHH

®.1.0.




oT Ne

TeppuropuansHas komuccus Nel5

OITUCDH Ne

€] 110 JINYHOMY COCTaBYy

[Tpunoxenne Ne 12
K HHCTPYKLIMU IO JI€JIONPOU3BO/ICTBY B
TepputopuanbHoit uzdbuparenbHoil komuccuu Ne 40

YTBEPXIAIO

[Ipencenarens
TeppuropuansHoit Komuccuu Ne 40

3a roja IMonmuce PacumdpoBka moanucu
Hara
Ne WNHuneke Kpaiitane | Kox-Bo Cpok
3arosoBOK Jena [Ipumeuyanue
/T nena JIaThl JINCTOB XpaHCHUS
1 2 3 4 5 6 7
B nanubIi paznen onucu BHECEHO
(yugppamu u nponucwio)

¢ Ne mo Ne , B TOM 9HCJIE:
JIUTEpHBIE HOMEPA:
MPONYILEHHbIE HOMEPA:!
HanmeHnoBanue J0JKHOCTH COCTaBUTEIIS [Monnuce Pacmudposka noanucu

OITKUCH

Hara
COI'NTACOBAHO
IIporokon OK
oT Ne

oT

COT'JIACOBAHO
IIporoxon LleHTpanbHOM SKCIIEPTHO-
IIPOBEPOYHON METOIUYECKON KOMUCCUU
ApxusHoro komurera Cankr-IletepOypra

No




Teppuropuansnas komuccus Nel5
AKT

No

(mecmo cocmaenenus)

(0) BBIACJICHUU K YHUYTOKCHUIO TOKYMEHTOB,
HE MOMJIC/KAIUX XPAHCHUTIO

Ha

OCHOBAaHHUH

[Tepeuns

THUIIOBBIX

[Tpunoxenne Ne 13
K HHCTPYKLIMU IO JI€JIONPOU3BO/ICTBY B
TepputopuanbHoit nzduparenbHoit komuccuu Ne 40

YTBEPXJAIO

IIpencenarens

Tepputopuanbaoit komuccuu Ne 40

noAIuCh

Jlara

YIPaBICHIECKUX

Pacumgporka

oAITUCH

APXWBHBIX

JIOKYMEHTOB,

oOpa3yomuxcsi B Ipolecce NEsITeNbHOCTH TOCYIapCTBEHHBIX OpPraHoOB, OpPraHOB MECTHOTO
C YKa3aHHe€M CpPOKOB XpaHEHHSI W HOMEHKIATYpPhl €l
komuccuu Ne 15 oToOpaHbl K YHHYTOXKCHHIO Kak HE

CaMOYNpaBJICHUs] W OpraHU3aluid,
TepputopuaibHONW W30MpaATEITHHOM

UMEIOIMEe HAyYHO-UCTOPUYECKOW I[IEHHOCTH W  yTpaTHBIIME MPAKTUYECKOE 3HAUYEHUE
JOKYMEHTBI.
3aroJIoBOK neia HNunexc nema nmo
N N Cpoku xpaHeHus
No WJIY TPYIIIOBOM Kpaitnue HOMEHKJIAType Kou-Bo . | Ilpume-
U HOMepa cratei
n/m 3aroJIoBOK JaThl WM HOMeEp Jiena ell. Xp. YaHue
0 MEPEYHIO
JTIOKYMEHTOB 110 OITUCH
1 2 3 4 5 6 7
HUroro: ell. Xp. 3a TOJIbI

(yugbpamu u nponucwro)

Omnucu JCJI IOCTOAHHOTO XpaHCHUA 3a

corjracoBafsl ¢ DK

(IpoTOKOII OT

« »

I. No

TOJIbl YTBEPKACHBI, T10 INUHOMY COCTaBY
Cankr-IlerepOyprckoil u30HpaTeNbHON KOMUCCUU

(HaumeHo8aKUe OOIIHCHOCTIU TUYA, NPOBOOUBULE20 IKCNEPMU3Y YEHHOCTU OOKYMEHMO08)

ara

(noonucw)

(unuyuansl, pamunus)




[Tponomxenue npuioxxenus Ne 14

COI''TACOBAHO COI''TACOBAHO
[IpoToxon DK Cexkperapp Cankr-IlerepOyprckoi
n30UpaTeIbHON KOMUCCUU
ot Ne ©.1.0.
JIOKYMEHTBI B KOJIMIECCTBE JIeJT, TOMOB
BECOM KT C/IaHBI B

(HaumeHnosanue opeanuzayulL)

Ha nepepaboTKy MO MPUEMOCIATOYHON HAKIIATHOW OT No
(0oama)

HaumenoBanue JOJDKHOCTH JIWIIA,
CHABIIIETO JJOKYMEHTHI

Jlara THoonuce Pacuugpposra noonucu

HUsmenenus B YUY€THBIC JTOKYMCHTBI BHECCCHBIL

HanmenoBanue JOJDKHOCTH JIMIIA ,
BHECIICTO USMCHCHHUA B YUCTHBIC
JOKYMCHTBI

Jlara Iloonuco Pacuugpposra noonucu



[Tpunoxxenne Ne 14
K HHCTPYKLIUU IO JI€JIO0IIPOU3BOJICTBY B
TeppuropuansHoii n3oupaTenbHoit kKomuccuu Ne 40

TeppurtopuanpHas nduparenbHas komuccus Ne 40

YTBEPXIAIO
AKT [Ipencenarens
20 r. Ne TepputopuaibHOil U30UpaTeIbHON

komuccuu Ne 15

MeECTO COCTaBJICHUA

TTO/IINCh pacimppoBKa MOIITHCH
0o YHUYUITOKCHUH JOKYMECHTOB
C OrpaHHYeHHbIM CPOKOM nata
XpaHeHust
(IMH, 1 rox, 3 rona, 5 ner)
Ha ocHoBanuu Ilepeuns TUMOBBIX  YIPABJICHYCCKMX aPXUBHBIX JOKYMEHTOB,

oOpa3yomuxcsi B Ipolecce NEsITeNbHOCTH TOCYIapCTBEHHBIX OpPraHoOB, OpPraHOB MECTHOTO
caMOyNpaBlieHUS W OpraHMu3alMif, ¢ yKa3aHMEM CPOKOB XpaHEHHs U HOMEHKJIATyphl Jej
TeppuropuanbHoii u3bupaTenpbHO Kommuccuu Ne 15 oToOpaHBl K YHHYTOXKEHHIO Kak HeE
UMEIOIMEe HAyYHO-UCTOPUYECKOW IIEHHOCTH W  yTpaTHBIIME MPAKTUYECKOE 3HAUYEHUE
JOKYMEHTBI.

3aroioBoK jaena Wupexe aena no -
WU T n(j)IBoﬁ Kpaitaue HOf/ICHKﬁaT e Kor-wo Cpoxu xpanemi [Ipume-
pym P MY €. Xp. 1 HOMepa cTaTelt P
/n 3aroJIOBOK JIaThI WIIK HOMEp Jielia YaHUe
(71HcTOB) IO TIEPEYHI0
JIOKyMEHTOB 0 OIKCHU
2 3 4 5 6 7
Hroro en.xp. (IUCTOB) 3a roj
(1),
(tmdpamu, IPONUCHIO)
Becom KI' CIaHbI B Ha
(HanMeHOBaHNE OPTaHU3AIINN)

nepepaboTKy MO MPUEMO-CAATOYHON HAKIaTHOM OT Ne

(I/IJ'II/I YHUUTOKCHEI ITYTEM U3MCIIbUCHUA (IJ_IpeI[I/IPOBaHI/IH) Ha CIICHUAJIM3NPOBAHHOM

obopynoBaHuu 6e€3 BO3MOXHOCTH BOCCTaHOBJICHUS ).
naTta BpeMs
COI''TACOBAHO COI'JTACOBAHO
IIporokon OK Cexkperapp Cankr-IlerepOyprekoit

H36HpaTCHBHOﬁ KOMHUCCHUH




oT Ne ®.1.0.

[Tpunoxxenne Ne 15
K UHCTPYKLIMU IO JI€JIONPOU3BO/ICTBY B
Tepputopuanbaoit uzdbuparenbHoil komuccuu Ne 40

BHYTPEHHSA OIIUCH

JOKYMEHTOB J1ejia Ne

No HNupexc Hara Howmepa
3aroJoBOK JOKYMEHTa [TIpumeuanue
/M | JDOKyMEHTa | JOKyMEHTa JIUCTOB Jieia
1 2 3 4 5 6
Hroro: JIOKYMEHTOB
(undpamu 1 TPONKCHIO)
KonndecTBo TMCTOB BHYTPEHHEHW ONUCH
(umdpamu 1 TPONKCHIO)
HaumeHoBaHue NOJKHOCTH JIAIIA, -
Ionnuce Pacmudposka nonmicu

COCTaBUBUICTO BHYTPCHHIOIO OIIUCH
AOKYMCHTOB JI€Jia

ara



[Tpunoxenne Ne 16
K UHCTPYKLIMU IO JI€JIONPOU3BO/ICTBY B
TepputopuaibHoit u3dbupatenbHoil komuccuu Ne40

JIMCT-3ABEPUTEJIb JIEJIA Ne

B neno noammro v npoHyMepoBaHO JIUCTOB(Q),
(1mdpamu ¥ IPOIUCHIO)

B TOM YHCIJIC:

JIMTCPHBIC HOMEPA JINCTOB

MPOMYIIEHHBIE HOMEpa JTUCTOB

+ JIMCTOB BHYTPEHHEN ONIUCH

Oco0eHHoCTH (PU3HUECKOTO COCTOSIHUS U Howmepa
(dhopmupoBaHus Aena JIUCTOB
1 2

HanmenoBanue JOJDKHOCTH

Ionnuce PacumdpoBka moamucu

Hara



[Tpunoxxenne Ne 17
K HHCTPYKLIUH IO JI€JI0IIPOU3BOJICTBY B
TeppuropuanbHoii u36upaTenbHoit kKomuccuu Ne 40

TEPPUTOPUAJIBHAS U3BUPATEJIBHASA KOMUCCHUS Ne 40
CAHKT- IIETEPBYPT

JIEJIO Ne

(3a2o1060kK Oena, mom dena)

(kpatinue damot)

Ha JIUCT

&

XpaHUTh



YTBEP/XKJAIO
[Ipencenarens
TeppuropuanbHOU
n3oupaTensHol Komuccun Ne4(

[Tpunoxenne Ne 18
K HHCTPYKLUH IO JI€JI0IIPOU3BOJICTBY B
TeppuropuansHoii u3dupaTenbHoit Komuccuu Ne 40

YTBEPX/JAIO
[Ipencenarens
Cankr-IlerepOypreckoit
n30UpaTeIbHON KOMUCCUU

IIOAITHUCH pacnm(prBKa TIOAITHUCH oAITUCH pacmu(i)pOBKa oA cCHu
[ara [Teuats Hara [Teuatp

AKT Ne
npueMa-nepeiavyu
apXMBHBIX I0OKYMEHTOB Ha

XpaHeHHe
(ocnosanue nepeoayi)
(nazeanue nepedasaemozo ponoa)
TeppuropuaabHas u3dbupareabHas KOMUCCHUA Ne 15 B nne
chana, a
JlOmKHOCTB, (baMunus, THULUAIIBI
Cankr-IlerepOyprckas u3dupareabHas KOMMCCUS B Jv1e
JomkHOCTD, (haMUIIHsl, HHUIHAIIBI
MPHUHsUIA JOKYMEHTBI Ha3BaHHOTO ()OHJIAa ¥ CIIPABOYHOTO MaTepualia K HUM:
Ne /it HaszBanue, HoMmep onucu KosmuecTBo KosnnuecTBo [Ipumeuanue
3K3EMILISIPOB el. Xp.
OIIUCH
1 2 3 4 5
Hroro npunsito e.Xp.
[lepenauy npousBenu:
JLOJKHOCTB ITonnuce PacmndpoBka  J{omxHOCTD [Tonmucs  PacmmgpoBka
Jara JlaTa
®oHay nmpucBoeH Ne
N3MmeHeHus B y4eTHBIE JOKYMEHTBI BHECEHBI
JIOJKHOCTB IToamnuce PacmugpoBka

Jata



K HHCTPYKLMU IO €JI0NIPOU3BOJICTBY B

[Tpunoxenne Ne 19

TeppuropuansHoii u3bupatenbHoit kKomuccuu Ne 40

dDopmMa perucTpaHOHHOIO0 ’KYPHAJIA BXOAAIUX JOKYMEHTOB

Hata Perucrtpa | Koppecn | Homep wu | Conepxx | Pesomo | Ucron | Cpok | Otmer | Hom

MoJryde | IIMOHHBINA | OHIEHT | Jara aHue st HUTENb | Ucron | ka o0 | ep

HUS HOMED JTOKYMEHT HEHUs | UCHOJ | Jena

a HEHHUH
@®opmMa PerucTpaAMOHHOI0 KYPHAJIA UCXOAAIIMX JOKYMEHTOB

Jara Peructpanumonnsiit | Angpecat | Kpatkoe Kro Hcnonnurens | Homep nena

OTIIPaBIICHHsSI | HOMEP COJIEpKaHNe | TIOITHCAT C  Komuew

JTOKYMEHTa JNOKYMEHTa | JOKYMEHT HCXOJIAIETO
TOKYMEHTa




