TEPPUTOPUAJIBHAS U3BUPATEJIBHASL KOMUCCHUS Ne 28
PEIIEHUE

04 aBrycra 2026 roaa Ne 10-6
CAHKT- IIETEPBYPT

006 UHcTpyKIIMH 11O AEJIONPOU3BOACTBY
B TepputopuajabHoii n30upartebHON KoMmuccuu Ne 28

B cootBerctBun ¢ pemenueM Cankrt-IlerepOyprckoit u30upaTenbHOM
komuccun ot 31 wmronms 2026 roma Ne 188-10 «O TwumoBod HWHCTPYKIHUU
0  JINIONPOU3BOJICTBY B  TEPPUTOPUAIILHOW  M30MpATEeNbHOW  KOMMCCHU
B Cankrt-IlerepOypre» TepputopuansHas nzduparenbHas komuccus Ne 28

PELINJIA:

1. VrBepaute MHCTpyKUHIO 1O AEIONPOU3BOACTBY B TeppuropuanbHON
u3OupartenbHo KoMuccuu Ne 28  cOrjnacHO MPUIIOKEHHUIO K HACTOSILEMY
PELICHUIO.

2. Ilpu3HaTh yTpaTUBIIMMHU CUITY:

pemienne  TeppuropuanbHOW  u30uparenbHON  komuccuum  No 28
or 25 pexabps 2018 roma Ne 50-1 «O06 HMHCTPYKUHMH MO JI€TONPOU3BOJICTBY
B TeppuropuasibHON n30upaTenbHOM KoMuccuu No28»;

pemienne  TeppuropuanbHOM  u30uparenbHOM  komuccuum  No 28
or 24 nexabpsi 2020 roma Ne 80-5 «O BHeceHWM HU3MEHEHHMM B pelICHUE
TepputopmanbHOlt ~ m3bmparenpHOW  Komuccuu Ne 28 ot 25.12.2018
Ne 50-1 «O6 WHCTpYKIIMH TI0 JEJOMPOM3BOACTBY B TeppUTOpHAIBHOM
n3ouparenbHOU KoMuccuu No 28%.

3. HampaButh komuto Hactosimero pemenus B Cankrt-IletepOyprekyro
n30MpaTeNbHYI0 KOMUCCHIO.

4. PazMecTuTh  HacTosiliee  pemieHue Ha  OoQUUMAIBHOM  caiiTe
TepputopuanbHoit u3bupatenbHoir komuccuun Ne 28 B uMH(pOpMaIMOHHO-
TEJICKOMMYHUKAIIMOHHOU ceTtn « IHTEpHEeTY.

5. KoHTponb 3a HCHOJHEHHWEM  HACTOSIIETO0  PEIIEHUS  BO3JIOXKHUTH
Ha Tpencenarens TeppuTopuanbHONl —u30uparenbHONM Komuccuu Ne 28
Conomenko C.A.

IIpencenarens TeppuropuanbHOMN
n30upatenbHoi komuccuu Ne 28 C.A. ConoteHko

Cexperapp TeppuropuanbHOn
n3omparenbHOM Komuccun Ne 28 T.B. OkeaHoBa



[Ipunoxenue
K pemeHunro TeppuropuaabHOn
n3ouparenbHoi komuccuu Ne 28
ot 04 aBrycra 2026 roga Ne 10-6

YTBEPXJIEHA
pemennem TeppuropuanbHOR
n30upatenbHo komuccuu Ne 28
ot 04 aBrycta 2026 roga Ne 10-6

HHCTPYKIUSA 11O JEJTOIPOU3BOICTBY
B TEPPUTOPUAJIBHON U3BUPATEJBHON KOMUCCHHU Ne 28

1. O0mue mosI0KeHUA

1.1. Unctpykums o JETTONTPOU3BOACTBY B TeppuropuanbHOii
n30upatenbHoi Komuccuu Ne 28 (manee — IHCTpyKIMs) yCTaHABIMBAET MOPSIOK
paboThl C JOKyMEHTaMHu, OCHOBHBIE IpaBWJAa UX MOATOTOBKH U OQOPMIICHUS
B TeppuropuansHoil n3duparensHoil komuccuu Ne 28 (nanee — TeppuTOpHaIbHAs
KOMUCCHSA).

TepputopuanbHas KOMHCCHS BIIPaBe YTBEPKIATh TUIIOBBIE
W/WIA  TIPUMEpPHbIE HMHCTPYKIUH TIO JEJIONPOU3BOACTBY JUISI  YYACTKOBBIX
n30MpaTeNbHBIX KOMUCCUH.

1.2. UucTpykuus pa3paboTaHa Ha OCHOBaHMU (efepaibHBIX 3aKOHOB
ot 12 urons 2002 roga Ne 67-®3 «O6 0CHOBHBIX FapaHTUSIX U30UPATEIbHBIX MPAB
W TpaBa Ha yudactue B pedepenayme rpaxaan Poccuiickoit denepauum»
(nanee — denepanbHblii 3aKOH 00 OCHOBHBIX TapaHTHSIX W30UpPATEIbHBIX IPaB),
or 22 okxta6ps 2004 roma Ne 125-®3 «O6 apxuBHoMm nene B Poccuiickoii
®denepauuny», 3akoHOB CankT-IleTepOypra, mOCTaHOBIEHUI U UHBIX HOPMATUBHBIX
aktoB lleHTpanbpHOM M30uparenpbHOM Komuccuu Poccuiickoit denepanuu (nanee —
UK Poccun), Cankr-IlerepOyprckoil m3duparesbHOM KOMUCCHH, PErjiaMeHTa
TEPPUTOPUAIIBHOM  KOMHCCHH, C MCIOJb30BaHMEM MpuKa3oB Pocapxupa
or 22 mas 2019 roma Ne 71 «O06 yrtBepxkaenuu IlpaBun gemomnpous3BoaCTBa

B rocyaapCTBCHHBIX opraHax, opraHax MECTHOTO CaMOYIIPaBJICHUS,
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or 25 npexabps 2020 roma Ne 199 «OO6 yrBepxkaeHUM MeTOAMYECKUX
peKoMeHgaruii Mo  pa3pabOTKe  WHCTPYKIMH MO  JIETOMPOU3BOJICTBY
B TOCYJApCTBEHHBIX  OpraHax, OpraHax MECTHOTO  CaMOYIMPAaBIICHUS,
ot 31 urons 2023 roma Ne 77 «O6 yrBepxkaeHun [IpaBun opranuzanuu XxpaHeHus,
KOMIUICKTOBAaHMS, Yy4€Ta M HCIOJIb30BaHUS JOKYMEHTOB ApXUBHOro (hoHaa
Poccuiickoit @enepaiii U JpyruxX apXUBHBIX JTOKYMEHTOB B TOCYAapCTBEHHBIX
OopraHax, oOpraHax MECTHOTO  CaMOyOpaBJ€HUS W  OpPraHU3alUgX»,
I'OCT P 7.0.97-2025 «HamumonaneHbiii cranmapt Poccuiickoit ®Deneparuu.
Cucrema crtaHaapToB 10 HH(POpMANUMK, OUOIMOTEYHOMY M U3JATEIHLCKOMY
neny.  OpraHuzaliMOHHO-pacropsiiuTeNnbHass — JAOKyMmMeHTauus.  TpeOoBaHus
kK odopmienuro aokymentoB», I'OCT P 7.0.8-2025 «HammoHanbHBIM cTaHAApPT
Poccuiickoii ®enepanuu. Cuctema cTraHaapToB 10 UH(MOpMAIMU, OMOINOTEYHOMY
U U3JaTeIbCKOMY Jieny. JleJompou3BOJACTBO W apXWMBHOE J1e710. TepMUHBI
U OIIPEICIICHUS.

Pabota ¢ pokymeHTamu, cojaepKallUMU HWH()OpPMALMIO OrpaHUYEHHOIO
pacrpoCTpaHEHHUs, OCYIIECTBISIETCSI B COOTBETCTBUM C IOCTAHOBJIEHHUEM
[IpaButensctBa Poccuiickoit ®eneparuun ot 03 Hos0ps 1994 roma Ne 1233
«O0 ytBepxaeHuu llonoxkeHuss o TMOpsKe oOOpalieHuss co  CilIy>KeOHOMU
uHdopMaIuelt OTrpaHUYEHHOTO PACTIPOCTPAHCHHS B (eaepalabHBIX OpraHax
WCIIOJTHUTEILHOM BJIACTH, YIIOJTHOMOUYEHHOM OpraHe yIpaBJeHUs UCIIOJIb30BAaHUEM
ATOMHOM SHEPruy M YINOJIHOMOYEHHOM OpPraHe MO0 KOCMUYECKOW AEATEIbHOCTUY,
3a HCKJIIOYEHHEM JIOKYMEHTOB, COJAEpXKaIluX CBEACHHs 00 u30upaTensx,
y4acTHUKaxX pedepeHayma, oOpamjalommxcs B paMkax (yHKIIMOHUPOBAHUS
['ocymapcTBeHHOW cHCTeMBbl peructpanuu (ydera) wuzduparesneil, y4acTHUKOB
pedepenayma B Poccuiickoit deaeparumu.

1.3. Ionoxenust UHCTpyKIUU pacipOCTPaHSIOTCS Ha OpraHU3aInio paboThI
C JOKYMEHTaMH HE3aBUCHUMO OT BHJA HOCUTENS, B TOM YHUCIE C AJIEKTPOHHBIMU
JIOKYMEHTaMH, BKJIOYas MOJATOTOBKY, PETHUCTpalldio, MPOXOXKIACHUE, XpaHEHUE

H UCIIOJIb30OBAHUEC NOKYMCHTOB.
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[Tonoxenuss MHCTpyKIMKM HE pacHpOCTPAHSAIOTCS HAa OpPraHU3alui0 paboThI
C JIOKYMEHTaMH, COACPKAIIMMH CBEICHUs, COCTABILIOIIME TOCYAAPCTBEHHYIO
TaNHY.

TpeboBanus WHCTpykiuu Kk pabore ¢ (UHAHCOBOW, B TOM YHCIIE
OyXranTepcKkoil JOKYMEHTAllMEeW paclpOCTPaHAIOTCS Ha JaHHbIE JIOKYMEHTBI
B YacTU OOUIMX MPHUHIMIOB pabOThl C HUMH, a TAaKKE OpraHU3alUHd TEKYIIETOo
XpaHEHMs] JTOKYMEHTOB M MOJArOTOBKM HX K I€pe/laye Ha ApXUBHOE XpaHEHUE,
C y4yeToM OCOOCHHOCTEH  OIOJKETHOTO  3aKOHOJATENbCTBA,  HACTOSIICH
Wuctpykiuu, unbix HopMmatuBHbIX akToB LIUK Poccun, Cankrt-IleTtepOyprekoit
n30MpaTeNbHOU KOMUCCHH, TEPPUTOPUATIBHON KOMUCCHH.

PaboTa ¢ qokymMeHTaMHu MO OpraHU3aliy 3aKyMOK TOBAapOB, padOT U yCIyT
ocyuiecTBisieTcs ¢ ydetom @DenepanibHOTO 3akoHa OT S5 ampens 2013 rona
Ne 44-®3 «O KoOHTpakTHOU cucCTEME B cepe 3aKymnoK TOBAapOB, padOT, yCIyr
JUIsl 00ecIieYeHusl TOCYJapCTBEHHBIX W MYHUIIMIAIBHBIX HYX1». OcoOeHHOCTU
OpraHu3allid JOKYMEHTOOOOpOTa, OTHOCSILErocsi K OpraHu3aludd 3aKyloK
TOBapoOB, padOT U yCIIyT, MPaBUJIa MOJATOTOBKH U OPOPMIICHUSI TAKMX IOKYMEHTOB,
a TaKkKe NOpANOK pabOTbl C HUMHU MOTYT JOINOJHUTEIbHO YCTaHABIUBATHCS
COOTBETCTBYIOIIUMHU HOPMAaTUBHBIMU aKTaMHU UK Poccun,
Cankr-IletepOyprckoit n30upaTeibHOW KOMUCCUU, TEPPUTOPUATIEHON KOMHUCCHH,
MIPUKa3aMU MPEICENATENS TEPPUTOPUATBHON KOMUCCHH.

1.4. IlpaBuna moAroTOBKH U O0(QOPMIICHUS] JOKYMEHTOB U MOPSAOK PabOThI
C HUMH, TpexycMoTpeHHble WHCTpykiuen, oO0s3aTeNbHbl [JIi  YJICHOB
TEPPUTOPUAIBHOM KOMHUCCUM M TOCYAAPCTBEHHBIX TPaXXIaHCKUX CIyXKaIIuX
amnmapara TeppUTOPUATILHON KOMUCCHUU (Jlajiee — TpakJIaHCKue CIyKalllye) U JII,
3aMENAIOIINX JIOJDKHOCTH, HE SIBISIOIIMECS JTOJHKHOCTSAMU TOCYAapCTBEHHOU
IPaKIAHCKOM CIIy>KOBbI, a TaK)Ke JIMI], MPUBJIEKAEMbIX O TPaXJIaHCKO-TPABOBBIM
JIOTOBOPaM.

1.5. Benenue JIEIOTPOU3BOICTBA TEPPUTOPUATHHOM KOMUCCHU
OCYILECTBIISIET MPE/ICENATeNIb TEPPUTOPUATIBHOM KOMHUCCUU WM Tpa)XdaHCKUI

Cly)Xallluil anmapatra TEPPUTOPHAIBHOM KOMHUCCHM, Ha KOTOPOIO BO3JIOKEHA
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(GyHKIUS BEOEHUS JEJIONPOM3BOACTBA B COOTBETCTBUU C  JOJDKHOCTHBIM
peraamMeHToM  (Jajnee — padOTHUK — ammapara, OTBETCTBEHHBIM 3a  BEICHHE
JIEJIONPOU3BOICTBA).

1.6. PaGoTHukm  anmapara, TOCTYNHMBINKE HA  TOCYJAapCTBEHHYIO
rpaxaanckyto ciayx0y Cankr-lIletepbypra B ammapar TeppUTOPHAIBHON
KOMUCCHH, MO0 Ha JOJHKHOCTH, HE SIBIISIOIINECS TOJDKHOCTSMU FOCYAapCTBEHHON
TPAKIAHCKOM CIIyXOBbl, a TaKXKe TpakJaHe, MNPUBIECKAEMBbIE IO TIPakIaHCKO-
IPABOBBIM JIOTOBOpaM, JOJKHBI OBITh O3HAKOMJIEHBI IOJ MOJINUCH C TEKCTOM
WHCTpyKuMn ~ paOOTHUKOM  ammapaTa,  OTBETCTBEHHBIM  3a  BEJICHUE
JETONPOU3BOJCTBA.

1.7.B cinydae yxona B OTHYCK, Bbl€3a B KOMaHIHUPOBKY, OOJE3HH,
YBOJIBHEHUSI ~ MCIOJHUTENS  JOKYMEHTOB  HEUCIIOJHEHHbIE  JOKYMEHTBI
10 MOPYYEHUIO TMpeceaTessl TePPUTOPUATILHON KOMUCCHH MEPEAAOTCA APYTOMY
VCITOJIHUTEIIIO.

1.8. Jlenonpou3BOACTBO B TEPPUTOPHUATBHON KOMHUCCHH OCYIIECTBIISETCS
CpPEIACTBAaMH IOJICUCTEMBI JIOKyMEHTOOOOpOTa M  YIpaBICHUS LHUPPOBHIM
KOHTEHTOM ['0CylnapCcTBEHHOM aBTOMAaTH3MPOBAHHOW cucTeMbl Poccuiickon
®enepaunn  «BwiOopb» (manee —I1J[), a Takke C HUCHNOJIB30BAHUEM JIPYTUX
pPETUCTPALIMOHHO-YUETHBIX (QOopM  (KAapTOUYHOM WM KYPHAJIBHOM CHUCTEMBI
perucTpanuu JOKyMEHTOB).

Pa6ota B I1J] MOXET OCYIIECTBIATHCA KaK B 3aKPBHITOM KOHTYpE, OCTYII
K KOTOpOMY 4WIE€HaM TEPPUTOpPUAIbHON KOMHUCCHMM M pabOTHUKaM ammnapara
TEPPUTOPUAIBHOM KOMHMCCHUM TIPEIOCTABISETCS B COOTBETCTBHM C IPHUKA30M
npejacenarens TEPPUTOPUAIIBHON KOMHCCHH, TaK U B OTKPBITOM KOHTYpPE, JOCTYI
K KOTOpPOMY MpPEAOCTaBIsIETCA B COOTBETCTBUM C pacrnopsbkenuem IIpencenarens
UK Poccun, nHopmaruBHbiMH akTamu CaskT-lleTtepOyprckoii u3OupaTenbHON
komuccuu 1o coriacopanuto ¢ [{UK Poccun.

B 3akpbITOM KOHTYpe npeaycMoTpeHa oOpabdoTKa MEePCOHANBHBIX JIaHHBIX
1 MHOM KOH(pHUACHIINATbHON HHPOpMAITUH.

HoxymenTsl, coaepxamuecs B 1], MoryT ObITh moAMMCAaHBI 3JIEKTPOHHOM



MOJAMKUCHIO JOHKHOCTHOTO JIMIIA.

Pabota ¢ [OKyMEHTaMH TEPPUTOPUATBHON KOMHUCCHH OCHOBBIBAETCA
Ha IPUHIIUIE OJJHOKPATHOU PErucTpalnu JOKyMEHTa.

1.9. UucTpyKkimss M W3MEHEHHS] B HEE YTBEPXKIAIOTCA pEIICHUEM
TEPPUTOPUAIIBHOM KOMHUCCUHM Tiociie cornacoBanuss ¢ Caskr-lletepOyprekoi
HN30MpaTEIIbHON KOMUCCHUEH.

1.10. B MHCTpYKIINHN UCTIONB3YIOTCS CIACAYIOUINE TEPMUHBI U OIPEICICHHUS:

OJlaHK JOKYMEHTa; OJJICKTPOHHBIM 11a0J0H OJlaHKa JOKYMEHTAa — JIUCT
OyMaru WU DJJCKTPOHHBIM IAOJOH C PEKBU3UTAMH, WACHTU(PUIUPYIOIMIUMHU
aBTOpa 0(ULIHUATBHOTO JOKYMEHTA, PACIOJIOKEHHBIMH B OIPEACIIEHHOM MOPSJIKE;

BHYTPEHHHMI JOKYMEHT — JOKYMEHT, ITOATOTOBJICHHBIA B TEPPUTOPUATBHON
KOMUCCHH, HE BBIXOSAIINI 3a €€ Npeeibl;

BXOJSIINNA JOKYMEHT — JOKYMEHT, IOCTYNUBIIMA B TEPPUTOPHAIBHYIO
KOMUCCHIO;

(2JIEKTpOHHOE)  J1e7I0 — PU3MYECKU  000COOJICeHHasT WM JIOTMYECKHU
olpesesieHHas: eIUHUIA KIacCu(UKALMU U CHUCTEMAaTU3allU B JIOKYMEHTAJIbHOM
boHAe TepPUTOPUATBHON KOMHCCHH, BKIIOYAIOMIAA JOKYMEHT WA COBOKYITHOCTb
JIOKYMEHTOB, OTHOCAILMXCS K OJHOMY BOMNPOCY WM YYacCTKy JAESITEIbHOCTH,
MMEIOIINX OJIMHAKOBBIA CPOK XPAHEHUS;

JEJIOMPOU3BOACTBO — COBOKYITHOCTh MPOLECCOB PabOThl C JAOKYMEHTAMH,
BKJItOYasi JIOKYMEHTHpPOBaHHE, JOKYMEHTOOOOPOT, OINEpaTUBHOE XpaHEHHUE
Y UCIIOJIb30BAaHUE JJOKYMEHTOB B JI€ATEIBHOCTH TEPPUTOPHUATIBHON KOMHUCCHH;

JOKYMEHT — 3a)MKCUpPOBaHHAsl Ha HOCUTENe HMH(OpMaluUs C PEKBU3UTAMHU
W/WIA METaJaHHBIMU, TTO3BOJISIFOIIMMHU €€ UICHTU(DUIIUPOBATS;

JOKYMEHTAJIbHBIA  (DOHJ — COBOKYITHOCTh JTOKYMEHTOB, OOpa3yrouIuxcs
B JICATEIbHOCTH U30MPATETHLHON KOMUCCHUY;

JOKYMEHTUPOBAHHUE — CTAAMs KU3HEHHOIO LIMKJIA JOKYMEHTa, Ha KOTOPOM
OCYUIECTBJISIETCSl 3alUCh HMH(QOpPMALMU C PEKBU3UTAMH W/WIM METaJlaHHBIMU

Ha HOCHUTCJIC 11O YCTAHOBJICHHBIM IIPpaBHJIaAM B YCTaHOBHCHHOﬁ (1)0pMe;
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JOKYMEHTOO0OPOT — IBUKEHUE JOKYMEHTOB B TEPPUTOPUAIBHON KOMUCCUU
C MOMEHTa HX CO3JaHHMS WM TMOJYYEHHUS [0 3aBEPIICHHUS HWCIOJHEHHUS
WIH OTIPABKH;

nyOauKaT JTOKYMEHTa — OBTOPHBIA 3K3EMIUIAP MOMJIMHHHUKA JOKYMEHTa,
CO3aBa€MbIil C LIEJIbIO 3aMEHBI MOJIMHHUKA;

KU3HEHHBIA LHKJI JOKYMEHTa — COBOKYIHOCTh CTaJUN CYyIIECTBOBAaHUSA
JTOKyMeHTa (JOKyMEHTHPOBAaHHOW HWH(pOpPMAINK), HAYWHAS C €ro (ee) CO3maHus
710 YHUUYTOKEHUS;

3aBepeHHasl KONUS — KOIUS JOKYMEHTa, Ha KOTOpPOH B COOTBETCTBUU
C YCTaHOBJICHHBIM TOPSAJKOM HPOCTaBIEHbl PEKBU3UTHI, OOECIEUUBAIOLINE
€€ HOPHUINYECKYIO CHITY;

HUCXOASIIMN JTOKYMEHT — IOKYMEHT, OTIIPABISIEMBIA U3 TEPPUTOPHUAIBHOU
KOMUCCHUU;

KOHTPOJIb VICITOJIHCHHSI JOKYMEHTOB — COBOKYITHOCTh NEHUCTBUH,
00€eCIeYnBaIOIINX CBOEBPEMEHHOE UCTIOJHEHNE JOKYMEHTOB;

KOs JOKyMEHTa — JOKYMEHT, IIOJIHOCTBIO BOCITPOU3BOISIINAN
MH(OpMAIUIO MOAJIMHHUKA U BCE €r0 BHEIHUE IPU3HAKK WA UX YaCTh;

HOMEHKJIaTypa JeJl — IOKYMEHT, COJEp)Kalluid CUCTEeMaTU3UPOBAHHBIM
IIEPEUYCHb 3aroJIOBKOB JIEJI, CO3JAaBAaE€MbIX B TEPPUTOPUAIBHOW KOMUCCHH,
C YKa3aHHUEM CPOKOB UX XpaHEHUs!, O(POPMIICHHBIN B YCTAHOBICHHOM IMOPSIJIKE;

HOPMATHBHBIE JTOKYMEHTBI — COBOKYITHOCTh HWHCTPYKTHBHBIX MaTEpHaJIOB,
pPacCCUMTAHHBIX HAa IOCTOSHHOE WM MHOTOKPAaTHOE JEWCTBHE U COJEpXKAIIMX
Kakue-1100 HOPMBI, MpaBUIa, MPEINUCaHNS;

HOCUTENb (JOKYMEHTHUPOBAHHOW) HH(pOpMalUU — MaTepUATbHBIA OOBEKT,
UCIIOJIb3YEeMbIN JUIsl (PUKCALIMM U XPAHEHUS TOKYMEHTUPOBAHHOW MH(pOpMaLIUK;

oOpamenue B (opMe  DJIEKTPOHHOTO  JIOKYMEHTa — oOpalieHue,
NOCTyNHBIIEE B OpME 3JIEKTPOHHOTO JOKYMEHTA C MCIOJIb30BAHUEM CTPAHMIIBI
opurmanbHoro  caiita  Cankrt-IlerepOyprckoit  M30MpaTenbHON ~ KOMHUCCUU

B HMH(POPMAIIMOHHO-TEIEKOMMYHUKAITMOHHOW cetu «UWHTepHeT» (manee - ceTh



7

WHuTepHeT), npeqHa3HauyeHHO! JUIsl HalpaBJeHUsl 0OpalleHuii B TEpPpUTOPUAIIbHBIE
KOMMCCHU;

OTMETKa 00 3JIEKTPOHHOW MOJIMUCHU — PEKBU3ZUT 3JIEKTPOHHOI'O JOKYMEHTA,
MOATBEPKAAIOIINI €ro NOANUCAHUE AIEKTPOHHON MOAIUCHIO;

opUIMANTBHBIA JTOKYMEHT — IOKYMEHT, KOTOPBIM CcO3/1aeTcsi, 3aBepsercs,
BBIJIACTCA B YCTAHOBJICHHOM 3aKOHOM HJIM WHBIM HOPMAaTUBHBIM aKTOM IOPsJIKE
OpPraHOM TOCYJAapCTBEHHOW BJIACTH, WHBIM I'OCYJAPCTBEHHBIM OpPraHOM, OPraHOM
MECTHOI'O CaMOYIIPAaBJIICHUSA WIM MHOM  YIIOJHOMOYEHHOW OpraHu3aluew,
YIIOJIHOMOYEHHBIM JIOJKHOCTHBIM JIMLIOM U YAOCTOBEPSAET IOPUANYECKU 3HAUMMBIC
(haKThL;

oopmileHHE [TIOKYMEHTA — IPOCTABJICHUE Ha JIOKYMEHTE HEOOXOIUMBIX
PEKBU3UTOB,;

oOpanieHre B NMUCbMEHHOM (popMe — HamlpaBIICHHbIE B TOCYJapCTBEHHBIN
OpraH, OpraH MECTHOI'O CaMOYIpPaBJICHUA WU  JOJDKHOCTHOMY  JIMLLY
B IIUCbMEHHOM (hopMe MpeJIoKEHNE, 3asgBICHUE WK Kano0a;

NUChMO — 0000IIEHHOE HAa3BAHNUE PA3IMYHBIX 10 COACPKAHUIO JOKYMEHTOB,
CIIy’KalllMX CPEJACTBOM OOIICHHS MEXy OPraHU3alUsIMHU, FPAKIaHAMU;

MO/UIMHHUK  JIOKYMEHTA — IEPBBI ~ WJIM  €IWHCTBEHHBIA  JK3EMIULIP
JNIOKYMEHTA,

IIOPYYEHHE — JOKYMEHT, IPEANHUCHIBAIOIINAN BBIMOJHEHUE TEX WIM HHBIX
3aJIaHUU;

pEruCTpallMOHHO-Y4YeTHass KapTouka jokymeHta (nanee —PYK)— dopwma,
UCIIOJb3yeMas Ui 3alllCH CBEAEHUW O JOKYMEHTE B LEAX y4eTa, IOWCKa
Y KOHTpOJIs, CO3aBaeMas Ipy PErMCTpaLlu JOKYMEHTA ¢ ucrnoias3oBanuem [1/1;

pEerucTpaloHHO-y4YeTHass (opma — CUCTEMA PErucTpaluu, HCIOoJb3yeMast
B TEPPUTOPUAIBHOW KOMHCCHM Mpu perucrpauuu gokymeHtoB (IIJ[, xapTouku
WJIU KypHa);

perucrtpanus JOKYMEHTa — 3allUCh  YYETHBIX JAaHHbIX (MEeTaJaHHBIX)

O JOKYMEHTE 10 YCTaHOBIIEHHOW (opme, duxcupyromas (akT ero Co3maaHus,



OTMPABJICHUS WM TOJY4YEHUs, U MPUCBOCHHUE €MY PErucTpallMOHHOTO HOMEpa
U JIaThl;

PEKBU3UT JOKYMEHTa — CTPYKTypHasi 4YacTh U DJJIEMEHT O(OopMIICHHUS
JIOKYMEHTa, CIyXalllui i1 WIACHTHQHUKAIMN JOKyMEHTa M CoAep Kaliencs
B JJOKYMEHTE HH(POpMAaIIH;

CUCTEMa 3JJIEKTPOHHOTO JOKYMEHTO000pOoTa — MH(GOPMAIIMOHHASI CHCTEMA,
o0ecrieunBaroIas *XU3HEHHBIM [UKI JOKYMEHTOB 0 HX IMepexofa Ha CTaJHI0
aApPXMBHOTI'O XPAHEHUS WJIM YHUUTOXKEHUS;

CKaHMPOBaHHUE JOKYMEHTa — MOJIyYeHHE dJIEKTPOHHOTO 00pa3a JOKYMEHTA;

CiIykeOHasi 3alnMucKa — BHYTPEHHUH JOKYMEHT, aJpECOBAaHHBIM OJHOMY
JOJDKHOCTHOMY JIMILY TEPPUTOPUAIIBHONM KOMHUCCUU JIPYTUM JIOJ>KHOCTHBIM JIULIOM
TEPPUTOPUAIBHOM KOMHUCCHM M COAEp)Kallui  OOCTOSATENbHOE  H3JI0KEHUE
KaKOro-J1100 BOMpOCa C BBIBOJIAMHU U MTPEATIOKEHUSIMU COCTABUTEIS;

CPOK HCIIOJHEHUS JIOKYMEHTAa — CPOK, YCTAHOBJICHHBII HOPMATHUBHBIM
IIPABOBBIM AKTOM, OpPraHU3allMOHHO-PACTIOPAIUTENBHBIM TOKYMEHTOM, YKa3aHUSIMU
10 MCTIOJHEHUIO JOKYMEHTA WIN TOPYYEHUEM;

yKa3aHus M0 MCIOJHEHUIO IOKYMEHTA — PEKBU3HUT, COCTOSIIIMN U3 HAIAIUCH
Ha JIOKyMEHTE WJIM Ha OTJEIbHOM JINCTE YCTAHOBJICHHOW (HOPMBI, CIeIaHHOMN
JOJKHOCTHBIM JIULIOM;

y4eT  JOKYMEHTOB — (pukcamusi  (akra  TOJYyYEHHS  JOKYMEHTOB
0€3 IPOCTaBJICHUS Ha HUX PETUCTPAIIMOHHBIX IITAMIIOB;

(¢opMupoBaHue  (3JIIEKTPOHHOIO)  Jeljia — FPYNIUPOBaHUE  JOKYMEHTOB
B (RJIEKTPOHHOE) JICJIO U UX CUCTEMAaTHU3alIUs;

JKCIIEPTU3a LIEHHOCTU JOKYMEHTOB — JEATENBHOCTh II0 YCTAHOBJICHHIO
CPOKOB XpaHEHHUs JIOKYMEHTOB, OTOOpa UX JJisi apXUBHOTO XpaHEHHUS
WM YHUYTOXXEHHUSI, BBISIBICHHUIO OCO0O IIEHHBIX W YHHUKAJIbHBIX JIOKYMEHTOB
HAa OCHOBaHMU TpeOOBaHWU HOPMATHMBHBIX TMPABOBBIX aKTOB U KPHUTEPUCB
AKCIIEPTU3bI HEHHOCTH IOKYMEHTOB;

ANIEKTPOHHAS MOAMKUCH — UH(POpPMAIIUA B AJIEKTPOHHOU (opme, TpeOOBaHMS

KOTOpOfI YCTAaHOBJICHBI HOPMATHUBHO, IIPCAHA3HAYCHHAA I TIOAIIMCAHMA,
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COTJIacCOBaHUS (BU3UPOBAHNS) M YTBEPKICHUS DJIEKTPOHHBIX JOKYMEHTOB;

AIIEKTPOHHBIN JOKYMEHT — TOKyMEHTUPOBaHHAS uHbopMaIms,
IIpEJICTaBICHHAS B AJIEKTPOHHOU (hopme;

AIIEKTPOHHBIA JJOKYMEHTOOOOPOT — TOKYMEHTOOOOPOT C HCIOJIb30BaHUEM
aBTOMATU3UPOBAHHON HMH(POPMAITMOHHOW CHCTEMBI (CHCTEMBI D3JIEKTPOHHOTO
JIOKYMEHTO000pOTa);

ANIEKTPOHHBIH  00pa3  JOKyMEHTa — SJICKTPOHHAs  KOMHUS  JOKYMEHTAa,
W3TOTOBJICHHAS HAa OyMa)KHOM HOCHTEJIC,

QJNIEKTPOHHBIA  TIa0NoH  OMaHKa  JOKYMEHTa — CM. TEpMHUH  «OJaHK

JAOKYMCHTAa».

2. Ilpuem, perucrpanusi ¥ NPOX0KIAeHUE MOCTYNAKIINX JOKYMEHTOB

2.1. JIokyMeHTBI B TEPPUTOPUATHLHYI0 KOMHCCHIO JIOCTaBIISIOTCS dYepe3
OTIIeJIeHUEe CBsi3M (MOYTOM, TenerpadHoil CBs3bIO), OpraHamu (QeaepaabHO
beapaIberepcKoil  CBSI3U, CHCIHANIBHONW CBS3BIO, HAPOYHBIM WA TICPEIAIOTCS
Ha JIMYHOM TIPHEME Tpak/iaH.

JIOKyMEHTBI MOTYT TIOCTYIIaTh B TEPPUTOPHATBHYIO KOMHCCHIO CPEICTBAMH
[T, ¢akcuMUIBHOW CBSI3bIO, OJJIGKTPOHHOM TouToll B cetu HHTepHer
(mpenHa3Haue€Ha WCKIIOYUTENBHO HJIsi CIY>KEOHOM KOPPECHOHEHIINN), dYepe3
pazmen «OnekTpoHHas ¢Gopma oOpamieHus» Ha  opUIIMATBLHOM  caiTe
Cankrt-IlerepOyprckoit  m3bumparenbHOM  KomMuccMM B cetm  MHTepHer,
MpeIHa3HAYCHHBIN JIsl HAPABJICHUS OOPAIlEHUN B TEPPUTOPHAITIBHYIO KOMUCCHIO.

2.2. lpuem, mnepBuuyHasi 00pabOTKa ¥ PETUCTpAlUs TOCTYIAIOIINX
JIOKyMEHTOB TIPOU3BOMSTCS TIpelcenaTesieM (CeKpeTapeM) TeppUTOPHATbHON
KOMHUCCHUM WU  PaOOTHUKOM  armapaTa, OTBETCTBCHHBIM 3a  BEJCHUE
JIEIONPOU3BOACTBA ¢ ucnoib3oBanueM [1]1, mnbo xypHaIbHOW perucTparroHHO-
yaetHo  dopmbl  (mpwioxeHue Ne 1)  exemHEeBHO B 4Yachl  pabOThHI
TEPPUTOPHATBHON KOMHCCHH, KPOME BBIXOJHBIX U HEPAOOUHX MPA3THUIHBIX JTHCH.

[Topsimok ToONMydeHHsT W PETUCTPAIMU JOKYMEHTOB TIOCJI€ OKOHYAHUS

pa60qer0 JHsI, B BBIXOIHBIC H Hepa6oqne mpa3JHUYHbIC 1THHU, B IICPHUOA
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NOATOTOBKM M TMPOBEJEHUA M30UpATeNbHbIX KaMIIaHUM  yCTaHaBIMBAETCA
npeaceaaTeeM TePPUTOPHATBHOM KOMHMCCUU JHOO OMpEAeNseTcss peleHUueM
TEPPUTOPUATBHON KOMHUCCHH.

2.3. IloctynuBmme JOKYMEHTHI TIOJPA3IEISAIOTCS Ha PETUCTPUPYEMBIE
W He mnojjexanme peructpanuu. l[lepedyeHb TOKYMEHTOB, HE MOJICKAIINUX
perucTpanuu, onpeaeicH B mpuiokeHun No 2.

2.4. Tlpu BCKpPBITHM KOHBEPTOB, JOCTaBICHHBIX OpraHamu QeaeparbHON
dbenpaberepckoi  CBSI3M, CHEUUAIBLHOM CBSI3bI0, IO TOYTE WJIA HAPOYHBIM
MPOBEPSIOTCS MPaBUIBHOCTh aJIPECOBAHUS, KOMIUIEKTHOCTh U LEIOCTHOCTh
JIOKYMEHTOB, HaJIW4UE TMPUIIOKECHUHN, CBEpPSETCS COOTBETCTBHE HX HOMEPOB
YY4E€THBIM HOMEpaM, YKa3aHHbIM Ha KOHBepTax. HemnpaBuibHO ajgpecoBaHHbBIC
U OHIMOOYHO BJIOKEHHBIE JIOKYMEHTHI HE PETrUCTPUPYIOTCA, MNEPEChUIAOTCS
[0 HA3HAYEHUIO MJIM BO3BPALIAOTCSA OTIPABUTEINIO.

2.5. Ecnu nipu BCKPBITUM KOHBEPTA OOHAPYXKEHO OTCYTCTBUE JIOKYMEHTOB
WIM WX OTAEIBHBIX JINCTOB, TMPUJIOXKEHUHN, TMOBPEKIECHHUE JIOKYMEHTOB
WM HECOOTBETCTBHE HOMEPOB JOKYMEHTOB HOMEpaM, YKa3aHHBIM Ha KOHBEpTE,
npeacenaaTeneM (CekpeTapeM) TEPPUTOPUATBLHOM KOMHUCCHUM WM PAOOTHUKOM
anmnapara, OTBETCTBEHHBIM 3a BEJIEHHUE JEJONPOM3BOACTBA COCTABIISAECTCS aKT
yCTaHOBIICHHOH  (opMbl B JIBYX 9K3emiuiipax  (npuioxenue  Ne 3).
OauH SK3eMIUIIp aKTa T[OChUIAeTCS OTIPaBUTENI0, JAPYyrod MNpuoOIIaeTcs
K MPUHSATHIM JOKYMEHTAM.

Ha o6opoTHO# CTOpOHE MOCIEAHErO JIMUCTAa MOBPEXKICHHOTO IOKYMEHTa
B MPABOM HIKHEM YTy J€IaeTcs OTMETKA «J[OKyMEHT MoJiydeH B TOBPEKICHHOM
BUJIEY.

2.6. KoHBepTHI OT MOCTYNUBIINX JOKYMEHTOB HE YHUUTOXAIOTCS B Cliydae,
€CJIM TOJIbKO TO0 HUM MOKHO YCTAHOBHUTH aJpeC OTIPABUTEINS, JaTy OTIPaBKU
Y TIOJyYeHUs TOKYMEHTOB, €CJIM OHH COJACPIKAT JOKYMEHTHI, KOTOPbIC TTOCTYITHAITU
n3-3a TpenenoB teppuropun Poccurickon denepaunu, U3 CyIA0B, CIEICTBEHHBIX

OpraHoOB, 100 AOrOBOpPBLI, TIIPCTCH3MH, HCKOBBIC 3a4BJICHUA, MOOKYMCHTHI,
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CBSI3aHHBIE C Pa3MEILEHUEM 3aKa30B Ha MOCTaBKU TOBAPOB, BBIMOJHEHUE PaloT,
OKa3aHHE YCIIYT JIJIsl TOCYAApCTBEHHBIX HYXK/I.

2.7. Tlaketsl ¢ momeTkol «JIMuHO» mepenaroTcs aapecaraM B 3aKPHITOM
BUJIE TIOJI TOATIHCH.

2.8. [Ipn peructpanuyd MNOCTYNHUBIIETO JOKYMEHTa B PETrHCTPAIMOHHO-
y4eTHOM QopMe 0053aTebHO BBOJATCS CIEIYIOUIUE PEKBU3UTHI: HMCXOISIIUNA
HOMEpP JOKyMEHTa W JaTa, JaHHbIE O KoppecmoHacHTe (aapecante) (dhamumus,
UM, OTYEeCTBO (MpU HanU4uM) (U3NYECKOro JIMIa WIM HauMEHOBaHHE
OpraHu3alliu), KpaTKoe COJepaHuE JTOKYMEHTa, a TaKXKe KOJIMYECTBO JIMCTOB
OCHOBHOI'O JOKYMEHTa M JINCTOB MPHUJIOXKEHUS, KOJUYECTBO 3K3EMILISIPOB, BUJ
nocraBkd. Ilpum  perucrpanmuu  BXOJALIETO JOKYMEHTAa JI€JaeTCsl  CBA3Ka
C UCXOSAIINM JJOKYMEHTOM Ha KOTOPBII 1aeTcs OTBET (€CIH TAKOBOW UMEETCH).

IIpn ocymecTBineHnn peructpaunu cpeacrsamMu 11/l Ha numeBon cTtopoHe
IEPBOrO JIUCTA 3apPETUCTPUPOBAHHOIO JOKyMEHTa Ha OyMa)KHOM HOCHTEIE,
KaK MpaBujo, B MPaBOM HIKHEM YIUIy MPOCTABIISIIOTCS PErHMCTPALMOHHBIN HOMEP
U JaTa, a TAK)Ke ITPUX-KOJ C YKa3aHUEM HaMMEHOBAaHUs OpraHu3aluu.

Ecnu mpocrtaBineHue perucTpalioOHHOrO HOMEpa 3aTpPyIHSAET IMPOYTEHUE
TEKCTa JOKYMEHTa, B TaKOM CJy4yae BXOJSAIIMHA HOMEp HPOCTaBIsAETCA
B CBOOOJHOM OT TEKCTa YIJIy Ha JIMLEBOM CTOpPOHE MEPBOIO JHMCTAa JOKYMEHTa,
a ITPUX-KOJI TPOCTABIIAETCS MPU HATUYUHA TEXHUYECKON BO3MOKHOCTH.

[Ipr oOCyIIECTBIEHMH PETUCTPALMU B JPYrOW PETrUCTPALMOHHO-YUETHOU
dopMe PpErucTpallMOHHBIM IITAaMI C YyKa3aHWEM BXOJSIIET0 HOMEpA, MAaThl
pEerucTpaluy MPOCTABIIAETCS, KaK MPAaBWIO, B MPAaBOM HWKHEM YIJy JIMLIEBOU
CTOPOHBI NEPBOTO JIMCTA 3apErHCTPUPOBAHHOrO JOKyMeHTa. [Ipu HeoOxoaumocTu
YKa3bIBa€TCsl BPEMsI PErHUCTpalMK (4achbl U MUHYTHI), & TaKKe BXOJAIIUNA HOMEP
JIOKyMEHTA Ha MPUII0KEHHH.

Ha xonnu noxkymeHTa BXOISAIIMNA HOMEP MPOCTABIISIETCS B IPABOM HHM>KHEM
yIULy JIALIEBOW CTOPOHBI IIEPBOTO JIUCTA.

Hymepanuss nocTynuBIIMX JOKYMEHTOB OCYIIECTBISIETCA B IIpeaesax

KaJICHAApHOTO IroJa.



12

K mNoBTOpHBIM JOKyMEHTaM MNpUKIAAbIBACTCS HHPOpMALUs O paHee
NOCTYIHUBIIUX JTOKYMEHTaX M pe3yJjbTaTax WX HCIOJIHEHHS, KOTOpasl MepeaaeTcs
OTBETCTBEHHOMY 3a MCIIOJIHEHUE.

[Ipu peructpanuu noKymMeHTa Ha OymaxkHom Hocuteie B I1J[ oH moxer
ObITh OTCKaHMpOBaH, a 3aTeM K PYK MokeT ObITh MpUCOEIWHEH AJIEKTPOHHBIN
o0pa3 ToKyMeHTa U MPUJIOKEHHS K Hemy B ¢opmate pdf.

[Tocie peructpaumu cpeacrBamu [IJI mOCTynuBIIErO 3JIEKTPOHHOTO
JOKYMEHTa, B TOM YHCJI€ U3 BBILIECTOSIIEH M MHOM M30MpaTEIbHON KOMMCCHH,
OH MOJKET OBITh pacnevyaTad Ipu HEOOXOIUMOCTH.

2.9. 3aperucTpupoBaHHbIE JTOKYMEHTHI PacCMaTPHUBAIOTCS TpejcenareieM
TEPPUTOPUAIBHOM  KOMHUCCHH,  3aT€éM  IIOCJIE  IIEPEHECEHMs  yKa3aHUus
[0 HKCIOJIHEHUIO JOKYMEHTa B PETUCTPAlMOHHO-YYETHYIO (opMy mepenarorcs
UCITOJIHUTEIISIM.

IIpu perucrpanuun nokyMeHtoB B IIJ[ paccMoTpeHHe mpencenaTenem
TEPPUTOPUAIBHON KOMHUCCUU JIOKYMEHTOB M HAaNpaBJICHHE HUX HUCHOJHUTEISAM
B 3JIEKTPOHHOM BHJE MOXET OCYLIECTBIAThCs cpenctBamu I1J] 6e3 odopmiienus
KOITMU HAa OYMa)KHOM HOCHTEJIE.

2.10. UcrionHeHHBIC JTOKYMEHTHI CITMCHIBAIOTCS B JIENIO TIpeJacenaTeeM
TEPPUTOPUAIBHOM KOMHMCCHM M TIOMEIIAIOTCS B JE€I0 B  COOTBETCTBHU

C HOMEHKJIATYpPOU JIe]T TEPPUTOPHUAIBHON KOMUCCHH.

3. OcHoBHbIE TPeOGOBAHUSI K MOATOTOBKE H 0OPMIIEHUIO JOKYMEHTOB

3.1. JlIokyMeHTbI,  cO3/JaBacéMble B  TEPPUTOPUAIILHOM  KOMHCCHUH,
opopmisitoTcst Ha OllaHKaxX, Ha CTaHAAPTHBIX JucTtax Oymaru ¢dopmata A4
(210 x 297 mm) wmm AS (148 x 210 mM) 1100 B BUJE AJIEKTPOHHBIX JTOKYMEHTOB
U JIOJDKHBI UIMETh YCTaHOBJICHHBIN COCTaB PEKBU3UTOB.

3.2. JlokyMeHTbl O(QOpPMIISIOTCS Ha TPOAOJBHBIX JMOO YIJIOBBIX OJlaHKax
YCTAaHOBJICHHOW (POPMBI, HM3TOTOBJCHHBIX THUIOTPA()CKUM WU KOMITBIOTEPHBIM

cmocodom (mpuinoxxenne Ne 4),
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B TeppuTopuanbHoOil KOMHUCCHUM MOTYT OBITh YCTaHOBJICHBI CJEAYIOIINE
BU/JIbI OJTAHKOB:

0JIaHK MPOTOKOJIA 3aCeIaHUsI TEPPUTOPUATLHON KOMUCCHUY;

OJIaHK peIeHUsI TEPPUTOPHUATBHON KOMUCCHUU;

OJIaHK TIpUKa3a MpeacenaTess TEPPUTOPHATLHON KOMUCCHU;

0JIaHK MUChMa TEPPUTOPUATIEHON KOMUCCHUHU.

3.3. I[Ipu moaroroBke AOKyMEHTOB C mpumeHenueM [IJ] wucmonb3yroTcs
AJNIEKTPOHHBIE  MIA0JOHBI  OJAHKOB  JOKYMEHTOB, KOTOPbI€ pPaBHO3HAYHBI
Y UJICHTUYHBI IO COCTaBY PEKBU3UTOB, MOPSAKY UX PACIIONIOKEHUS U TapHUTYPaM
mpudTa OJaHKaM JOKYMEHTOB Ha OyMa)KHOM HOCHUTETIE.

3.4. JlokyMeHTbl OOpPMIISIIOTCS B COOTBETCTBUM C TpeboBaHUSMU
K JIOKYMEHTaM, U3TOTOBJISIEMBIM C MIOMOIIBIO TIEYATAIOIINX YCTPOICTB, U K (aiaam
TEKCTOBBIX JIOKYMEHTOB (TiprioxeHue Ne 5).

3.5. I[lpu moarotoBke U OQOPMICHUH JOKYMEHTOB JOJKHBI COOJIIOIATHCS
npaBuiia 0(hOpMIIEHUS PEKBU3UTOB, U3JIOKEHHbBIC HUKE.

3.5.1. Ha Omankax ngokyMeHTOoB mnowmerraetcs rep0 Cankr-IlerepOypra.
[Topsimox W3TOTOBJICHUSI, HCIIOJIb30BaHUS u XpaHEeHUs 0JIaHKOB
c BocnpousBeaenrem repdba Cankr-IlerepOypra ycraHaBnuBaercss 3aKOHOM
Canxkrt-IlerepOypra ot 23 anpens 2003 roma Ne 165-23 «O neraJlbHOM ONKMCaHUU
odunranbHbIX CUMBOJIOB CaHKT-IIeTepOypra u mopsiike Uux UCIOIb30BaHUS.

KoHTposb 3a mpaBuiIbHBIM HCTIOIB30BAHUEM OJIAHKOB M MX COOTBETCTBUEM
YCTaHOBJICHHBIM 00pa3ilaM OCYIIECTBIISAECTCS MpeaceaaTeNieM TepPUTOPHATbHON
KOMHCCMM U  paOOTHHUKOM  arfmapara, OTBETCTBEHHbIM 32  BEJCHUE
JEJIONPOU3BOCTBA.

3.5.2. HaumenoBanue u30MpaTeabHOl KOMUCCHUU.

HaumenoBanne wu30upaTeibHONM KOMHUCCUM YyKa3bIBaeTCsl Ha OJaHKax
B COOTBETCTBUU C pemieHneM CaakT-IleTepOyprckoii n3dbupareIbHON KOMUCCHH.

3.5.3. CnpaBouHble gaHHBIE 00 U30UPATEITHHON KOMUCCHH.

CrnpaBo4yHbIE JaHHBIE O TEPPUTOPHUAIBHOW KOMHCCHUH YKa3bIBAIOTCS

B 0J1aHKaxX MHUCEM, HalIpuMep:
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yn. CaBymikuHa, a. 83, Cankr-IlerepOypr, 197374
Ten. (812) 576-03-55, daxkc (812) 576-03-55
http://tik28.spbik.spb.ru
OKIIO 13810864; OI'PH 1037832036318;
WHH/KIIIT 7814143057/781401001

3.5.4. HaumeHoBaHue BUIa IOKYMEHTA.

HanMeHnoBanve BHIa JOKYMEHTA YKa3bIBaeTCs Ha BceX OJlaHKax
U3/1aBa€MbIX JJOKYMEHTOB (IIPOTOKOJI, PEIICHHUE U T.J.), 3a UCKIIOUEHHEM MHCEM.

3.5.5. Jlata nokyMeHTa.

JlaTol TOKyMEHTa SIBJSIETCS Jara €ro NOANUCAHWs, yTBEp:KAcHus. [laron
IPOTOKOJIA SIBJISIETCS J]aTa 3ace/laHus, a aKTa — J1aTa COOBITHUS.

JIOKyMEHTBI, U3/IaHHbIE ABYMS WM OOJiee OpraHu3alUsIMH, TOJKHBI UMETh
OfHY (€OuHYyI0) JaTy, COOTBETCTBYIOLIYIO JaTe€ MOJNUCAaHHUs JOKyMEHTa
MOCJIEIHUM JOJDKHOCTHBIM JIMIIOM.

Haty nokymeHTa opopMIIIOT apabCKUMU Hu(dpaMu B IOCIEN0BATENbHOCTH:
JeHb Mecdla, Mecsl, rol. [leHp mecsna u mecsn opOopMIISIFOTCS IByMsI HapaMu
apaOCckux nudp, pa3fgeNeHHbIMA TOYKOM, TOJl — YEeThIpbMS apaObckuMu 1udpamu,
HaIpumep:

17.01.2025
JlommyckaeTtcst ciioBecHO-IUGPOBOI criocod oopMIIeHUsI 1aThl, HAIPUMED:

09 suBaps 2025 r.

3.5.6. PerucrparmonHbiii HOMep JOKyMEHTA.

JUist BXOIAIIUX W HUCXOIAIIUX JOKYMEHTOB, OOpallleHWH — MHACKC Jera
110 HOMEHKJIATYpE U, Yepe3 KOCYIO UepTy, MOPSIKOBBII HOMEDP IOKYMEHTA.

PerucrtpauroHHbIll HOMEP MOOKYMEHTA, W3JAHHOIO COBMECTHO, COCTOMUT
W3 pa3/ICICHHBIX KOCOM YEepTOM PErucTpalMOHHBIX HOMEPOB, IPUCBOCHHBIX
OpraHU3aIsIMHU — aBTOPAMHU JTIOKyMEHTa u PaCIIOJI0KEHHBIX
B TOCJEAOBATEILHOCTH, COOTBETCTBYIOIIEH OOO3HAYEHUI0 HAMMEHOBAHUI
OpraHU3alMK B 3ar0JI0BOYHON YaCTU JOKYMEHTA.

3.5.7. Ccpimka Ha pPETUCTPAIMOHHBI HOMEpP M JaTy TMOCTYIHUBIIETO

JIOKyMEHTA.
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CcbUlKka Ha PErUCTPALMOHHBIA HOMEpP M JaTy MOCTYHUBIIEro JOKYMEHTa
BKJIIOYAETCSI B COCTaB PEKBU3UTOB OyaHka mucbMa. (CchbUIKa MPOCTaBISETCS
UCIIOJIHUTEIIEM ITPU MOJrOTOBKE MUChMa-OTBETA.

3.5.8. Mecro cocraBneHus (M31aHusI) TOKyMEHTA.

MecTto cocraBneHus (M34aHUA) JOKYMEHTa YKa3blBaeTcs Ha OJaHke
KOHKPETHOTO BHJa JIOKyMeHTa. B OilaHkax muceM CBENIEHHUS O MECTE CO3JIaHMs
JTIOKYMEHTa coJiepKaTcs B PEKBHU3UTE «CnpaBoYHBIC JTaHHBIC
00 n30upaTeIbHON KOMUCCUI.

[Ipu npoAOIBLHOM PacOJIOKEHUN PEKBU3UTOB OJIaHKAa MECTO COCTaBIICHUS
WIM W3JaHus JOKYMEHTa YKa3blBaeTCsi B CEpeIUHE CTPOKH MEXAY MAaToi
U PETUCTPAIlMOHHBIM HOMEpPOM JOKYMEHTa, a MpU YIJIOBOM PAaCIOJIOKCHHUH
PEKBU3UTOB — [10J] JIaTOH W PETHCTPAIlMOHHBIM HOMEpPOM JOKYMEHTa, OT Kpas
JIEBOTO TTOJIS.

3.5.9. I'pud (momeTka) 06 orpaHUYEHUU AOCTYyNA K JOKYMEHTY.

[IpocraBnsercs Ha JOKYMEHTAX, coaepKaIlux nH(pOpMaITUIO
OTPaHMYECHHOI'O PACHPOCTPAHEHUS, Kacalollylocs eATeIbHOCTH OpTraHHU3aIui,
OTPaHWYEHUS] HA  PACHpPOCTpAHEHHE  KOTOPOH  JUKTYIOTCS  CIY)XEOHOMH
HEOOXOJMMOCTBIO, a TakKe TIOCTYNUBIIAS B TEPPUTOPHAIBHYIO KOMHUCCHIO
HeceKkpeTHass WHGOpMaIKs, JTOCTYIl K KOTOPOM OTrpaHWYeH B COOTBETCTBUHU
¢ ¢enepanbHBIMU 3aKOHAMM.

[TomeTka HaA JOKyMEHTaX, COJEpKAIIUX HWH(OpPMAIUI0O OrpaHUYCHHOTO
pacnpocTpaHeHusi, umeeT Bu « s ciyxebHoro nmons3oBanus» (manee - J(CII).

[TomeTka TpPOCTAaBISAETCS B BEPXHEM TMPABOM YUy JIHMIEBOH CTOPOHBI
MEPBOTO JINCTA JOKYMEHTA OT TPAaHUIIBI BEPXHETO MOJIS.

3.5.10. Aapecar.

PexBu3uT «Aapecary» pacmojiaraeTcs Crpana Mo peKBU3UTaMHU OJIaHKa.

JIOKyMEHTBI aApeCyIOTCS B OpTraHU3AIMH, UX CTPYKTYpPHBIC MOAPA3ACIICHNUS,
JOJDKHOCTHBIM JIMIIAM WM  TpaXkJaHaM TIIpd OTBETe Ha WX OOpalieHusl.
HanMeHoBaHMsI opraHu3alMi M CTPYKTYPHOTO TMOAPA3AEICHUS YKa3bIBAIOTCS

B UMCHUTCIIbHOM IIaJACKE, HAIIPUMCP:
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Anmunuctpanus [Ipumopckoro paiiona
Cankr-IletepOypra
KOpunnyeckuii otaen

Ecnu  nmokymeHT anpecyercs JOJDKHOCTHOMY JIMIy, HAWMEHOBaHUE
OpraHW3alliid YKa3bIBACTCS B MMCHHUTEIBHOM MaJexke, a JODKHOCTh U (hamuuims

— B 1aTCJIBbHOM. HpI/I 9TOM MHHUIHUAJIBI YKA3BIBAIOTCS ITIOCJIC q)aMI/IJIHI/I, HaIlpUMCp:

Anmvunuctpanus [Ipumopcekoro paniona
Cankr-IleTepOypra
HauaneHuky o6miero otnena

NBanosy H.IIL.

Ecnu JOKYMEHT agpecyercs PYKOBOJIUTEITIO OpraHu3aluu
WM €ro 3aMEeCTUTENII0, HAaWMEHOBAaHUE OpraHu3allid JOJDKHO  BXOJUTH
B HAMMEHOBAHHE JTOJDKHOCTH aJipecaTa, HalpuMep:

3amMmecTuTelo qupekTopa Beepoccuiickoro
Hay4YHO-HCCJIEI0BATEIbCKOTO HHCTUTYTA
JIOKYMEHTOBECHUS M apXUBHOTO Jeja

Cwmupnosy ILI1

Ecniu  noxkymeHT ajpecyercs OpraHu3ald, CHayanga yKa3bIBAETCS

€€ HaMMEHOBAHMUE, 3aTEM ITOYTOBBIN aIpec, HAITPUMED:

LenTpanbHas n3dupareabHas KOMUCCHS
Poccniickont @enepanun

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

JlomyckaeTcsi IEHTPUPOBATh KAXKIYIO CTPOKY PEKBU3HTa «Anpecar
110 OTHOIIEHHIO K CaMOW JUIMHHOM CTPOKE.

JlomyckaeTcsi HMCHOJb30BaTh  OQUIMAIBHO TPHUHSITHIE  COKpAICHHbBIC
HAaNMEHOBAHUSI OPraHOB T'OCYJAPCTBEHHOM BIJIACTHM, MECTHOI'O CaMOYIIPABJICHHS,

OpTraHU3AIMN.
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[TouToBBI anmpec yKa3bIBaeTcs B IOCIEAOBATEIBHOCTH, YCTAaHOBJICHHOM
[IpaBmiaMu oOka3aHMsl YCIAYr TIOYTOBOWM CBSI3U, YTBEP)KICHHBIMU TPUKA30M
MunucrepcTBa 1H(POBOTO pa3BUTHS, CBSI3M M MAaCCOBBIX KOMMYHHKAIIUN
Poccuiickoit @eneparun ot 17 ampens 2023 roma Ne 382 «OO6 yTBepxkaeHUU
[TpaBuit oka3zaHus ycIyT OYTOBOW CBS3M.

Ecnu goKyMeHT OTIpaBiisieTcsl B HECKOJIBKO OJJHOPOAHBIX FOCYIapCTBEHHBIX

OpraHoOB WJIM OPTaHU3ALMI, UX CIEYET YKa3blBaTh 0000IIEHHO, HAIPUMED:

IIpencenarensiM y4acTKOBBIX KOMUCCUU

JIOKyMEHT He JOJDKeH cojep)KaTh 0OoJee  4YeThlpex  aJpecaToB.
CnoBO «komnus» nepes BTOPbIM, TPETBUM, YETBEPTHIM a/IpECaTOM HE YKa3bIBACTCH.

[Ipun HanpaBieHHH TOKyMEHTa 0ojiee 4eM B YEThIpE aJpeca COCTaBIIAETCS
CIIMCOK PACCBUIKH YCTaHOBJCHHOW Qopmbl (nmpuioxkenue Ne 6), KOTopbIid
MOJAIMCBIBAETCS MPEACEAATENIEM TEPPUTOPHUATBHON KOMUCCHH.

[Ipu agpecoBaHMM NOKyMEHTa (PU3NYECKOMY JIMIy BHAdajle yKa3bIBarOTCS
(bamMuIys ¥ MHULMAIIBI TT0JIy4aTes, 3aTeM [TOUYTOBBIN ajpec, HalpuMep:

®omuuey 11.1.
MockoBckwii np., 1oM 15, k8. 10,

Cankr-IleTepOypr,
190005

[Ipu oTmpaBke mrucbMa MO AESKTPOHHON MOUTE WM MO (PAKCUMUIIBLHOM CBSI3U
(6€3 JOCHIIKM MO MOYTE) MOUTOBBINA ajpec He ykazbiBaeTcs. [Ipu HeoOXoauMocTH
MOXET OBITh yKazaH aJpec OHJIEKTPOHHOU mouThl (HoMep TenedoHa/Pakca),
HarpuMmep:

MuHHUCTEPCTBO FOCTULIAU
Poccuiickon ®enepanuu
mail@minjust.ru

3.5.11. I'pud yTBEpKIeHUS TOKYMEHTA.
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JIOKYMEHT  YTBEp)KIAeTCs TOJDKHOCTHBIM  JIMIIOM WJIM  CHEIHAIBHO
U3/IaBa€MbIM JOKYMEHTOM.

[Ipu yTBepkKIEeHUU AOKYMEHTa JODKHOCTHBIM JIMIIOM TpuU( yTBEpKICHUS
noixeH coctoATh u3 cnoa Y TBEPKJIAKO Ge3 kaBbruek U MpOMUCHBIMUA OyKBaMU
U Ha  CIeAyIoUmell  CTpOKE — HAMMEHOBAaHHWE  JOJDKHOCTH,  TOJIKUCH,
(mpu odopmiieHurn Ha OyMaXKHOM HOCHUTENE), MHHUIMANBl W (QamMuiaus auIa,
YTBEPUBIIETO IOKYMEHT, AaTa yTBEPKIACHUA.

['pud yTBEpKIeHHS pacioyiararoT B MPaBOM BEPXHEM YTy MEPBOTO JIMCTA
nokyMeHTa. B rpude yTBepKIeHHS MOMyCKaeTcs LEHTPUPOBATH JIIEMEHTHI

OTHOCHUTEIIbHO CaMOMW JNTMHHOM CTPOKH, HAITPUMED:

YTBEPXJIAIO
npeacenarens TeppuropuanbHOM
n3buparenbHoO Komuccun Ne 28

IIOAITNCH HMHHUIIUAJIbI, (baMHJII/ISI
Jara

[Ipu yTBEp)KIEHMU NOKYMEHTA MOCTAHOBJIEHUEM, MPOTOKOJIOM, PELIEHUEM,
pacrnopsbKkeHrueM, pukazoM Tpud yrBepskaenus coctout u3 cioBa Y TBEPXKJIEH
(VTBEPXIEHA, VYTBEPXJIEHbI wmu VYTBEPXJIEHO) 06e3 kaBbluek
U TPONMUCHBIMA OyKBaMHM, HAaWMMEHOBAHHUS  YTBEPXKIAIOIIETO JTIOKYMEHTa

B TBOPUTCIIBHOM IAJCKE, €T0 JaTbl © HOMEpPA, HAIIPUMEDP:

YTBEPXIEH
peuienueM TepputopuanbHOU

n30upatenbHoi kKomuccun Ne 28
oT 24 suBapst 2025 r. Ne 130-7

3.5.12. YkazaHus o UCTIOJTHEHUIO JOKyMEHTA (PE30TIONHS).
VYka3aHus MO HCIOTHCHHUIO JOKYMEHTAa MOTYT OBITh HAIUCaHbl OT PYKH

npeaccaarciicm TGppHTOpHaHBHOﬁ KOMUCCHMH Ha IIOJJIMHHUKE HOOKYMCHTA
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Ha CBOOOJHOM OT TEKCTa MECTE MU O(POPMIIEHBI HA OTAEIBHOM JIMCTE (hopmara
A6 (105 x 147 MM), TpUIOKEHHOM K JOKYMEHTY. YKa3aHUsi MO HMCIOJHEHUIO
JOKYMEHTa BKJIIOYAIOT bamunun U MHUIHAJIBI UCIIOJIHUTEIIEH,
npu HEOOXOAMMOCTH — COJIEpP)KaHUE TMOPYUYCHUS, CPOK HCIIOJHEHUS, MOJIMUCH
(mpu opopmiieHnu Ha OyMa)KHOM HOCHUTEIE) pPYKOBOJIUTENS U JaTy, HAIPUMED:
CuzoBy A.IO.
['puropeeBy B.C.

[Ipomry paccMOTpETh U JaTh OTBET
k 14.02.2025

MOJIIHKCH
naTta
VYKkazaHusg 1O HUCIOJHEHHUIO JIOKYMEHTa TaKX e MOTYT OBITb O(QOpPMIICHBI
c wucrnonb3oBanueM IIJ[ ¢ mnpuMeHEeHHEeM »JJIEKTPOHHBIX I1a0JOHOB OJIAHKOB
JIOKYMEHTOB.
3.5.13. 3aroyioBOK K TEKCTY IOKyMeHTa (HAaMMEHOBAaHUE JOKYMEHTA).
3arooBOK K TEKCTYy JOKYMEHTa JIOJDKEH KpaTKO M TOYHO pPacKphIBaTh
ero cojJepkaHne W OBITh COTJIACOBaH C HAMMEHOBAaHHWEM BHJA JIOKyMEHTA.
3aroy0BOK MOKET OTBEYaTh Ha BOIIPOCHI:
«0 yeM (0 KoM)?», HarpuMep:
[Tpuka3 — O co3nanuu IKCIEPTHON KOMUCCHH;
«4ero (koro)?», HanpuMep:
JIOMKHOCTHOM PETJaMEHT BEAYIIETO CIEIUAIACTA;
AKT 00 YHUUYTOXXEHUH IOKYMEHTOB C UCTEKIITUMHU CPOKAMHU XPaHEHUSI.
3aroyIoBOK COCTaBIISCTCS JTUIIOM, TOTOBSIIIUM MPOCKT JOKYMEHTA.
3aroyioBOK, COCTOSIIIMKA M3 ABYX W OoJiee CTPOK, MedaTaeTcsl 4epe3 OJuH
MEXCTPOYHBIM WHTEpBaj, TOYKA B KOHIIE 3arojloBKa HE CTAaBUTCS. 3arojIOBOK
pacroylaraeTcss Ha TIEPBOM JIUCTE HAJ TEKCTOM JOKyMEHTa II0 IEHTPY,
a mpu 0(OPMIICHUU TTHChMa — OT TPAHUIIBI JIEBOTO TOJIA.

3.5.14. TekcT JOKyMEHTA.
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Texcr nokymeHTta oGOPMIISIOT B BHUAE CBA3HONO TEKCTa, TaOIMIIbI
WIN COEIUHEHUS 3TUX CTPYKTYP.

Texcr JgoKyMmMeHTa JIOJDKEH  M3JIaratbCd Kparko U SCHO, ObITh
apryMEHTHPOBAHHBIM, O00€CleYnBaTh TOYHOE M OJHO3HAYHOE BOCIPHUSITHE
coJiepKaIieicst B HeM HHGOPMAIIHH.

TekcT HOOKyMEHTa MOJKEH, Kak MpaBUJIO, COCTOSATh W3 JBYX YacTeu.
B mepBoil yacTuM yKa3bpIBalOTCS MPUYHMHBI, OCHOBaHUSA, ILEJIH COCTABJICHUS
JIOKyMEHTa, BO  BTOPOW — pEILlIEHUs, BBIBOJBI, MPOCHOBI,  MPEIJIOKEHHUS,
PEKOMEHAIUN.

TexkcT NOKyMEHTa MOXKET COJEp)KaTh TOJBKO 3aKIIOUUTEIBHYIO 4YacTh
(Hampumep, pacropsKEHUE — PAcTIOPSIIUTENbHYI0 4acTh 0€3 KOHCTaTUPYIOILEH,
MKUCHhMO, 3asBJICHUE — MPOCHOY O€3 MOSICHEHUS).

B Tekcte nokymeHTa, MOATOTOBIEHHOIO HAa OCHOBAaHUMU 3aKOHOJATEINbHBIX,
WHBIX HOPMATHBHBIX IIPaBOBBIX AaKTOB, W3JAHHBIX OPraHaMU TIOCYIapCTBEHHOMN
Bnactu u ynpasieHus, [IUK Poccuu, Canxt-IlerepOyprckoil m3z0OuparenbHON
KOMHCCHEW, paHee WU3JaHHbIX TEPPUTOPUATIBHOM KOMHUCCHEHN, YKa3bIBAIOTCS
HAaMMEHOBAaHHUE BHUJA JOKYMEHTA, HAUMEHOBAHHE OpraHa, M3JaBIIEro JTOKYMEHT,
JaTa MPUHATUS WIM YTBEPKIEHUS JTOKYMEHTa, €ro PerucTpaluoOHHBIA HOMeEp,
a TAKXe 3aroJIOBOK JOKYMEHTA, 3aKJIIOUEHHBII B KaBBIYKU.

[Ipu ynorpebneHuu B TEKCTE (paMUIIMIA JIML MHULMAJIBI YKa3bIBAIOTCS MTOCIIE
bamunuu.

TexkcThl OKyMEHTOB OOJIBIIOTO OOBEMa MOTYT JAEIUTHCS Ha pasfedbl,
NO/Ipa3/Iebl U MyHKTHI, KOTOPhIE HYMEPYIOTCS apaOCKUMU U pamu, HalpuMep:

1. Paznen
1.1. ITonpaznen
1.1.1. ITynkr

AG3a11bl BHYTpH IMMYHKTOB HE HYMEPYIOTCS.
B nucemax ucnons3yroT ciaeayronme GopMbl U3JI0KEHUS:
or l-ro nmma wMHoxecTBeHHOro uyucina («[Ipocum  HampaBuUTh

uHpopMaluio...», «Harpasisem Ha 3aKiIIOU€HUE TPOEKT...» U Ip.);
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OT 3-ro JuUa E€IWHCTBEHHOro u4ucia («TeppUTOpPHAIbHAS KOMHUCCHUS
HE CYMTAeT BO3MOXHBIM...», «TE€PPUTOpPUAIbHAS KOMHUCCHS Mpeajaraer
PaccMOTPETh BO3MOMKHOCTb...»).

I'padbbl ¥ CTpoKM TaOMUIBI JOKHBI MMETh 3arojIOBKH, BBIPAYKEHHBIC
CYIIECTBUTEIFHBIM B HMEHUTENbHOM majexe. [lom3aromoBku rpad M CTpPOK
JIOJIKHBI OBITh COIJIACOBAaHbI C 3ar0JI0BKaMH.

Ecnu Ttabnuiy nedararorT Oosee 4eM Ha OJHOM CTpaHMIE Ha CIEIYHOIIUX
CTpaHUI[aX MOTYT OBITh Hall€4yaTaHbl 3arojOBKHU Ipad WM UX HOMeEpa (B ciyyae,
ecyiv rpadbl TaOINLIBI HA IEPBOM JIMCTE IPOHYMEPOBAHBI).

3.5.15. OT™MeTKa 0 HaTMYUU TPUITOKEHHI.

OTMmeTKa 0 HAIMYWU NPUJIOKEHUN PACIIOaraeTcsi OT TPaHULbI JIEBOT'O ITOJIA
II0CJIE TEKCTA MepeJT MOANUCHIO.

CnoBo «IpHIIOKEHHE)» TeYaTaeTcsl B €AUHCTBEHHOM WM MHO>KECTBEHHOM
YHCIJIE B COOTBETCTBUU C KOJIMYECTBOM ITPUIIOKEHUH.

Ecnu JOKyMEHT HMeeT NpWIOKEHHE, Ha3BaHHOE B TEKCTE, OTMETKa

0 €ro HaJM4Yuu opopmIIsIETCs TIO CleAyIoIIen Gopme:

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

Ecan AJOKYMCHT HMCCT IIPHJIOKCHHUC, HC HA3BAHHOC B TCKCTC, HJIN CCIIHU
HpI/IJ'IO)KGHI/Iﬁ HECKOJIbKO, X HAWMMCHOBaHHA HCO6XOI[I/IMO NEPEUNCIINTL ITOCJIC
TCKCTAa AOKYMCHTaA IICPCI IIOAIUCHIO C YKA3aHUCM KOJIHNYCCTBA JIMCTOB B KAXKIOM
IMPUITIOKCHHUHN U KOJIMYCCTBA 3K3CMILIIPOB, IIPU HAJTUMINH HCCKOJIBKHUX HpI/IJ'IO)I(eHI/Iﬁ

UX HyMEPYIOT, HAIPUMED:

[Tpunoxenusi: 1. Ilomoxenue o0 DxcnepTHON KoMuccuu Ha 15 1. B 1 9K3.

2. ITlpumepnas HOMeHKIaTypa nea Ha 14 1. B 1 2Kk3.

Eciu  npunokeHuss  cOpOLIOpOBaHbI, TO  KOJIMYECTBO  JIMCTOB
HE YKa3bIBaCTCs.
Ecnu nmpunioxeHne HampaBisieTCsl HE BO BCE YKAa3aHHbIE B JIOKYMEHTE

ajpeca, TO OTMETKA O HATMYUU MTPUIIOKEHUST 0OPMITIETCS T10 CIIeIyIoIIel dhopme:
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[Tpunoxenue: Ha 20 1. B 3 5K3. TOJIBKO B IIEPBBIN aapec.

Eciu k nokymeHTy mpuiiaraercss ApPYyrod JTOKYMEHT, TaKKe HWMEIOIIHMA
NPWIOKEHUE, TO OTMETKAa O HAJIMYUU TMPUIOKEHUS O(OPMIIIECTCS CIEIYIOIIUM

oOpazom:

[Ipunoxenue: mnuceMo Cankr-lIleTepOyprckoii  U30MpaTeTbHONM  KOMHUCCUU
or 15.11.2024 Ne 01-18/450 wm mnpusoxkeHue K HEMY, BCETO
Ha 15 o

Eciu npuiioxeHueM sBiseTcs: 000COOJIEHHBI AJIEKTPOHHBIA HOCHUTENb
(KOMIaKT-TuCK, usb-nem-HakonuTenas W Ap.), TO OTMETKAa O HAJIWYUH

IPUIIOKEHUS 0POpMIIIETCA CIIEYIOIIUM 00pa3oM:

[Ipunoxenune: CD B 1 3k3.

I[Ipu »ToM Ha Hocutrene (BKiIanbine (KOHBEPTE)), YKa3bIBAIOTCS
HAaUMEHOBAHUSI IOKYMEHTOB, 3alIMCAHHBIX HA HOCUTEJb, MJIM UMEHA (DaJIoB.
B pemieHusix u npukazax CBEACHHUS O HAJIMYHMHU MPUIOKEHHN yKa3bIBAIOTCS

B TEKCTE, HAIpUMep:

«Pa3zpabotath W TpPEACTaBUTh TMPOEKT IUIaHa 10 (opme, YyKa3aHHOU
B npuiioxeHuu Ne 1»
W

«...JIJIaeTCs 3aIUCh B KypHAJ YCTAaHOBIECHHOUW GopMbI (TpuitoxkeHue Ne 2).»

Ecnrm B gokymMeHTe, K  KOTOPOMY  OTHOCHUTCA  MPHUIOKECHUE,
OHO HE YTBEPKIAACTCS, a MPOCTO COJEPKUTCS CChLIIKA HA HETO, TO HA TIEPBOM JIUCTE
NPWIOKEHUSI B IPABOM BEPXHEM VYIVIy VYKa3bIBACTCA, K KAKOMY PEIICHUIO
(mpuKa3zy) MPUI0KEHUE OTHOCUTCS, @ CTPOKH MOTYT IIEHTPOBATHCS OTHOCHUTEILHO
CaMOM JJIMHHOW CTPOKH, HAIPUMED:

ITpunoxenue
K MIPUKa3y MnpejceaaTens
TepputopuanbHOil H30MpPATEITHHOM
komuccuun Ne 28
ot 14 mapta 2025 1. Ne 27-01
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[Ipy HanMYUM HECKOJBKUX MPHJIOKEHHH OHU HYMEpPYIOTCS, HalpHMeEp,
npunoxenue Ne 1, mpunoxenue Ne 2 u Tak nanee.

3.5.16. [loamuce.

B cocraB moamucu  BXOAAT: HAaMMEHOBAHME JIOJDKHOCTH  JIMIIA,
MOJIMMCABIIETO  JOKYMEHT, €ro COOCTBEHHOpYy4YHass IMOAMHCH, KOTOpas
oopmisieTcss CHHUMH WM YEepHBIMH YEpHHJIAMH, paciin(poBKa IOANUCH
(MHULIKATBL, (aMIITHSA).

Ecnu nmoxymeHT odopmisiercss Ha OlaHKe TEpPUTOPUAIBHOW KOMHCCHUH,
TO PEKBU3UT BKIIOYAET HAUMEHOBAHHE JOJDKHOCTH JIUIIA, IOAMUCHIBAIOLIETO
JIOKYMEHT, €r0 COOCTBEHHOPYUYHYIO MOAMKCH, PACITU(PPOBKY MOAMHCH (MHUIIUAIIBI

U (haMUITUIO0), HATIPUMED:

[Ipencenarens MHOIITNCH WHULMANBI, (haMUITHs

Ecnu pomxHOCTHOE JIMIIO, TMOAMUCH KOTOPOTO 3arOTOBJIEHA HA MPOEKTE
JIOKYMEHTa, OTCYTCTBYET, TO JOKYMEHT IMOJIKCHIBAET €r0 3aMECTUTEIb WM UHOE
JIUI0, WCIOJHAIoNIEe ero o0s3aHHOCTH. [Ipu 3TOM 00s3aTenbHO YKa3bIBAIOTCS
dakTuyeckas JOJKHOCTh JIMIA, MOJAMKMCABIIET0 JOKYMEHT, U €ro QpamMuius.
He  nmomyckaeTcs — MOANUCHIBATH  JOKYMEHTBHI € MPEIJIOTOM  «3a»
WJIU TIPOCTaBJICHUEM KOCOM UepThl IIepel HAMMEHOBAHUEM JIOJIKHOCTH.

Ecnu nokymeHT odopmiisieTcs He Ha OJIaHKe, TO PEKBU3UT COJNEPKUT MOITHOE
HaUMEHOBAHUE JOJKHOCTH J1IA, MOAMMUCABIIIETO JIOKYMEHT,
€ro COOCTBEHHOPYYHYIO TMOJAMHUChH, paciiuPpoBKY TOAMUCH (MHUIUAIIBI

U (haMUITUIO0), HATIPUMED:

[Ipencenarens
TepputopuanbHON U30UPATEIHHON KOMUCCUU
Neo 28 NOANKUCH MHUIIMAIIBI, PaMUIHUs

[Ipy noanucaHuM JOKYMEHTA HECKOJBKUMHU JIOJKHOCTHBIMHU JIMLIAMU
MX TMOANKWCH PACIOJararoTcs OJHa IOJ JPYrod B  IIOCIEI0BATEIbHOCTH,

COOTBETCTBYIOIIIEH 3aHMMAaeMOM JOJKHOCTH, HAlIpUMeEp:
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[Ipencenarens MOAIIHUCH WHULHABI, (DaMUITHS

['naBHbIN OyxTantep MOJAMNKCH UHUIMAJBI, (haMUIIns

HpI/I noAINMMCaHn AJOKYMCHTA HCCKOJbKHMH JIMOAMH, 3dHUMAIOOINMHU

PaBHBIC JOJDKHOCTH, Hx IIoAIMCH  pacliojararor Ha  OAHOM  YPOBHC,

HanpuMep:
HavanpHUK TpaBOBOTO OT/EA Hauansuuxk
OpraHU3aIMOHHO-METOINYECKOTO
oTacna
MOANKMCH MHHIHAIIBI, (haMUIIHS HOANKUCh HHULHAILI, (DaMUIHS

B nokymeHre, moAroTOBIEHHOM KOMUCCHUEN, OAIMCH PACIIOIAratTCs OJHa
noA apyroi. IlepBeIM yka3bIBaeTCs MpeiceiaTesib KOMUCCUM, a PaMUIIMU YJICHOB

KOMHCCHH PaCIIOIararoTcC:Aa B aﬂ(baBI/ITHOM IMOPAAKES, HAIIPUMCP:

HpGIICCI[aTGJIB KOMHUCCHUH IIOJIINCH HMHHUIIHUAJIBI, (baMI/IJII/IH
YjieHbpl KOMHCCHUH IIOAIINCH HWHHUIIUAJIIbI, d)aMI/IJ'II/IH
IIOAIINCH HMHHUIIHWAJIBI, (baMI/IJ'II/ISI
IIOAIINCH HWHHUIIUAJIbI, q)aMI/IJ'II/I}I

Ecnu nOKyMEeHT cocTaBi€H Kak Ipuiaraemas K OCHOBHOMY JOKYMEHTY
cnmpaBka wiu  uHboOpMalnusg, TO OH OQOpMIISIETCSI B  COOTBETCTBUU
c myHKTOM 3.5.15, a BMECTO MOANUCH TOJ TEKCTOM JIOKYMEHTA, KakK IPaBUIIO,
yKa3biBaeTcs aMuiIusi, UMsi, OTYECTBO UCTIOJTHUTETIS.

3.5.17. OTmeTKka 00 IECKTPOHHON TTOIHCH.

[IpocTaBnsgercss Ha BU3yaTM3UPOBAHHOM 3JIEKTPOHHOM JOKYMEHTE B MECTE
PacIooKeHUsI COOCTBEHHOPYYHOM MOJMKUCH JOJDKHOCTHOTO JIMIA B JIOKYMEHTE

Ha OyMa)XHOM HOCHUTEJIe, HallpuMep:
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HpC,Z[CCI[aTCJIL AOKYMEHT NOANUCAH
. nPOCTOM NOANMUCHIO
TeppuropuanbHoi
n30upaTebHOM KOMUCCUU No 28 | XYBQCT/PIZL7BQ+0+6LTHNQPOMVDVUYS= N.B. Upununa

[encreuteneH:be3 cpoka aencreuns
Bnageneu:WpuHuHa UHra ButanoesHa

DNeMEeHThl OTMETKH 00 AJIEKTPOHHON TOMMUCH JTOJDKHBI OBITh BUIWMBIMU
Y YUTAEMBIMU [IPU OTOOPAKEHUU JOKYMEHTa B HATYpaJIbHOM pa3Mepe.

DneMeHThl OTMETKH 00 3IEKTPOHHON MOJMUCH HE JOJIKHBI EPEKPhIBATHCS
WIM HaKJIAJbIBAThCA APYT HA ApYTa.

DNeMEeHTbl OTMETKH 00 3JEKTPOHHOM MOJIMUCU HE JIOJKHBI MEPEKPhIBATH
DIIEMEHTHI TEKCTa JOKYMEHTa W Jpyrue OTMETKA OO0 JIIEKTPOHHOW MOANUCH
(pY HATTMYHHN).

B cnyuae, ecnu 3J€KTpOHHAas MOANUCH COAEPKUT METKY JIOBEPEHHOTO
BPEMEHH, OTMETKa OO0 JJIEKTPOHHOW MOMIMWCH JOJDKHA 00s3aTENIbHO BKIIOYAThH
uHpOpMaIlMI0O O JaTe M BPEMEHM MOJNUCAHMS JOKyMEHTa 3JIEKTPOHHOMN
MOANMCHI0. BHEMHUI BUJ METKH JTOBEPEHHOTO BPEMEHU M BHEIIHUM BHUJI IIPOCTON
AIIEKTPOHHON TOJIUCH yCTaHABIUBAETCS JIOKATbHBIMA HOPMATHBHBIMH aKTaMHU
WIH 10 COTJIAIIEHUIO CTOPOH IOKyMEHTO000pOTa.

3.5.18. I'pud cormacoBaHus.

I'pud cornmacoanusi coctoutr u3 cimoBa COIJTACOBAHO 6e3 kaBbluek
Y TIPOTMCHBIMHU OyKBaMU, HAMMEHOBAHUS JOJKHOCTH JIUIA, KOTOPBIM COTJIAaCOBAaH
JOKYMEHT (BKJIIOYAasi HAaWMEHOBAHHME OpraHU3allMH), €ro COOCTBEHHOPYYHOMU
noamucu (pu oQopMiIeHUH Ha OyMa)XHOM HOCHTEINE), paciudpOBKUA TOIMUACH

(vHULIMAIBI, (paMUJTKS) U IaThI COTJIACOBAHMS, HAITPUMED:

COTI'JIACOBAHO
Cexpetapp TepputopuaibHOn
n3bupatenpHO komuccun Ne 28
MOANKUCH WHHUITHAIIBI, (paMUITHS
nara

Ecium  cornacoBanue OCYHICCTBIIACTCA  IMPOTOKOJIOM HWJIM  IIMCBMOM,
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TO COIIACOBaHKME O(OPMIISIETCS CIIETYIOIIUM 00pa3oM:

COI''TACOBAHO
MPOTOKOJIOM 3aCEeaHuUs
aTTECTAlMOHHOW KOMHUCCHH
TepputopranbHON N30MpaTEITHBHON

koMmuccuu Ne 28
ot 14 ¢gespans 2025 . Ne 16

WJIH:
COT'JIACOBAHO
nucbMoM PocapxuBa
ot 05 mapta 2025 1. Ne 4-15/46

I'pud cormacoBanuss MOKyMEHTa B 3aBHCHMOCTH OT BHJa JOKYMCHTA
U 0COOEHHOCTEH ero 0(hOpMIIEHHS MOKET ITPOCTABIIATHCS .

Ha TIEPBOM JIUCTE JIOKYMEHTa B JICBOM BEpXHEM YIJIy Ha YpoBHE Tpuda
YTBEPKICHUS WU T10]T HANMEHOBAHUEM JIOKYMEHTA OJIMKe K HIKHEMY TIOJTIO;

Ha TIOCJICTHEM JIUCTE JOKYMEHTA T0JT TEKCTOM;

HA JIUCTE COTJIACOBAHMSI, SBIJIAIOMIEMCSI HEOTHEMIIEMOH YacThIO JOKYMEHTA.

3.5.19. Buga.

BHyTpeHHee coriacoBaHue MPOEKTa TOKyMEHTa 0(OPMIISIETCS] BU3OM.

CornacoBaHne MpOEKTa AOKYMEHTa MOXET OCYUIECTBIATHCS CpPEIACTBAMHU
[T11d. Ilpu cormacoBaHuM MPOEKTa JOKyMEHTAa Ha OYMa)KHOM HOCUTEJIE BHU3a
BKJIFOYACT TIOANKCH BH3UPYIONMIETO, pPACIHM(PPOBKY TOANMKUCH (MHHUITUAIB,
dbamunusi) U nHary, Tpu HEOOXOAMMOCTH MOXKET OBITh yKa3aHa JOJIKHOCTD

BU3UPYIOLIET0, HAIPUMED:

Cexperapp TepputopranbHOU
n3bupatenpbHO Komuccuu Ne 28

IIOJIINCh HWHUIIMAJIbI, (I)aMI/IJ'H/ISI
Jara

[Tpy HajmMunMu 3aMe4YaHWid K JOKYMEHTY BH3a O(OPMIISETCS CICAYIONUM
obpazom:
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3amMevaHus ImpujiararoTcsa

Cexperapp TepputopuaibHOn
n30uparebHON KoMuccuu Ne 28

IMOAIINCH HMHHUIHUAJIbI, q)aMI/IJII/ISI

Jara

3aMeuaHusT M3JIaraloTcsd Ha  OTHAEJIIBHOM  JINCTE,  IIOJIHCHIBAIOTCS
Y TIPWJIAraloTCs K IOKYMEHTY.

JlommyckaeTcsi MOJUCTHOE BU3UPOBAHUE JOKYMEHTOB U MPHIIOKEHUHN K HUM.

Ecnu nmogmMHHUK TOKYMEHTa OCTAeTCsl B TEPPUTOPHATHBHON KOMHUCCHH, BU3BI
MPOCTABIIAIOTCS. B HIDKHEW YacTH OOOPOTHOM CTOPOHBI TIOCIICTHErO JIMCTa
MOVIMHHUKA JIOKYMEHTA.

JIJIsi MOKyMEeHTa, MOJIMHHUK KOTOPOTO OTHPABIISIOT U3 TEPPUTOPHATHHOM
KOMHUCCHH, BU3BI TIPOCTABIISIOTCS B HIDKHEH YaCTH JIUIIEBOH CTOPOHBI TIOCIETHETO
JIMCTA KOTMH OTMPABIISIEMOT0 IOKYMEHTA.

3.5.20. I1euats.

ITeyatp  3aBepseT  MOJJIMHHOCTh  TMOJMHWCH  JOJDKHOCTHOTO  JIMIIA
Ha JIOKYMEHTaX, YJAOCTOBEPSIOMIUX MPEIyCMOTPEHHBIC IIPABOBBIMH aKTaMU
MOJITHOMOYHSI  JTOJDKHOCTHBIX JIMIT WU (UKCHPYIONUX (aKThl, CBS3aHHBIC
C (uHAHCOBBIMH  CpEICTBAaMH, a TakKKe€ Ha  HWHBIX  JIOKYMCHTax,
MIPEIyCMaTPUBAIOIINX 3aBEPECHUE MTOTMHHOMN IO IITHCH.

Ileyatr cTaBUTCS Ha CBOOOJHOM OT TEKCTa MECTE, HE 3axBaThIBas
COOCTBEHHOPYUYHOM IMOJIMUCH JOJPKHOCTHOTO JiMiia. IleyaTs MOXKET 3axBaThIBATh
JacTh HAMMEHOBAHUS JOJKHOCTH JIUIIA, TIOJIIHACABIIIETO IOKYMEHT.

B nmoxymeHTax, MOATOTOBJICHHBIX Ha OCHOBE YHHU(DHUIIMPOBAHHBIX (HOpM,
neJyaTh CTAaBUTCS B MecTe, 0003HaUeHHOM OTMeTKOM « MID» v nHBIM 00pa3oMm.

3.5.21. OTmeTKa 0 3aBepEeHUH KOITHUHU.
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JUis 3aBepeHMs] COOTBETCTBHMSI KONMM JOKYMEHTa IOJUIMHHUKY HIKE
pexBu3uta «llommuce» mpocTaBiA€TCS  OTMETKA O 3aBEPEHUM  KOIHUH —
3aBepuUTENIbHAsg HaANHuch «BepHO», IOMKHOCTh JIMLA, 3aBEPHUBIIETO KOIIUIO,
€ro COOCTBEHHOpYYHasl MO/MHKCB, pacmudpoBka MOJNKCH

Y JlaTa 3aBEPEHUsI, HAIIPUMED:
Bephno
[Ipencenarens TEpPUTOPUATBHON KOMUCCHU
MOJIITHUCH WHUTIAAIBI, (pamMims
nara

Jlomyckaercst 3aBepATh TOKYMEHTbI OTMETKOW «BepHO» mnpocTaBieHuEM
mramMna € yKa3aHMEM  JIOJDKHOCTHM — JIMIA,  3aBEPHUBIIETO  KOIMIO,
€ro COOCTBEHHOPYYHO! MOJIUCH, pacCIIU(PPOBKU MOJMUCH U JaThl 3aBEPEHUSI.

B cmywasx, mNpenyCMOTPEHHBIX  3aKOHOHATENbCTBOM  Poccuiickon
®enepaun 0 BbIOOpax M pedepeHAayMax, MpH 3aBEPEHUU KOIMUU JOKyMEHTa
TaK)K€ MMPOCTABJISIETCS BPEMS 3aBEPEHHUSI.

[Ipu mepecblike KONMHUM JOKYMEHTa B JPYrM€ OpraHU3allid WU BblAaude
€€ Ha pyKHU 3aBEPUTEIIbHAS HAIIIACh YA0CTOBEPSETCS COOTBETCTBYIOIIEH MEYATHIO.

JIMCTBI MHOTOCTPAaHUYHBIX KOMUN HYMEPYIOTCS, OTMETKa O 3aBEPEHHUH
KOIIMM  JIOTIOJHSETCS  yKa3aHWMEeM  KOJIMYecTBa JHUCTOB  kommu  «Bcero
B KONWM ___ JIMCTOB». Ha KOMMSX MHOTOCTPAHWYHBIX JOKYMEHTOB OTMETKa
O 3aBEpEHUM KOMMM TMPOCTABIAETCS HA  KaXIOM JIUCTE JOKyMEHTa
WIM Ha TOCIEAHEM JIUCTE MPOLIMTOrO0 WM CKPEIJICHHOTO HHBIM 00pa3zoM
JIOKYMEHTA.

3.5.22. OtmeTka 00 UCTIOTHUTEIIE.

OtMmeTka 00 WCHOSHUTENE BKIIOYAeT B ceOst (haMuiinio, UM U OTUYECTBO
(MpyY HaTUYMM) HUCTIOIHUTENS JIOKYMEHTa W HOMEpP €ro ciy:keOHoro rtenedoHa
C KOJOM pervoHa (B cllydyae HallpaBJICHHs JIOKyMEHTa B aJpec U30MpaTeIbHbIX

KOMHCCUH MOXET yKa3blBaTbCcsi HoMep ciykeOHoro Ttenedona ATCB).
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OtMeTKy 00 MCHOJHUTENE pacoaraloT Ha JIMIEBOW UJIH, IPH OTCYTCTBUHM MECTa,
Ha OOOPOTHOH CTOPOHE IOCIIEAHETO JIMCTa JOKYMEHTa B JIEBOM HIDKHEM YTITy

mpudToM 10 MyHKTOB, HAIIPUMED:

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

3.5.23. OtmeTka 00 UCTIOTHEHUH JOKYMEHTA.

OrMeTka 00 HCMOMHEHUH JIOKYMEHTAa M HAMpaBlIIEHUH €ro B JEN0
MOTYT BKJIIOYAET CIJEAYIONIMEe JaHHBIE: KpaTKue CBEJACHUS 00 MCIOTHEHUU
JOKyMeHTa (IIpH OTCYTCTBHH JOKYMEHTA, CBUJIETEIbCTBYIOIIETO 00 UCTIOTHEHHH),
JaTy 1 HOMEpP MMEIOUIErocsl TOKyMeHTa 00 UCIOJIHEHUH, cioBa «B nemno», Homep
Jiesa, B KOTOPOM OyJIeT XpaHUThCS JOKYMEHT, AaTy, NOoANuch (rpu odopmieHuu
Ha OyMa)>XHOM HOCHUTEJIE) IpeceAaTeNsl TEPPUTOPUATILHON KOMUCCHH.

3.5.24. Unentudukatop 3IeKTPOHHON KOMHUH TIOKYMEHTA (KOJIOHTHUTYII).

Nnentudukatop (Mms ¢aiina Ha MAIIMHOYUTAEMOM HOCHUTEJIE) 3JIEKTPOHHOM
KOIIUM JTOKyMEHTa (KOJIOHTUTYJI) MOXET MPOCTABIATHCS B JIEBOM YITIy HUMKHETO
MOJIS1 KXKAOW CTPaHUIIBI JOKYMEHTa MPUGPTOM § MMyHKTOB, HAIPUMED:

K0305298

3.5.25 Urpux-kox (QR-ko1) TOKyMeHTa.
[Ipn wcnonp30BaHWMM IITPUX-KOAA, €Tr0 CIEAyeT pa3MeniaTh B IPaBOM
HIDKHEM YIUIy TiepBoro Jmcrta. Ecnum Mecta HEZOCTaTOYHO, JOIMYCKaeTcs

pa3MelleHre B IPAaBOM BEPXHEM YIIIy WM Ha IPyrOM CBOOOJHOM MECTE.

4, Opranu3anusi paéoThbl ¢ HCXOAAIIMMHU (OTHIPABJISIEMbIMHU)
TOKYMEHTAMU
4.1. PaGota ¢ oTmpaBiasieMbIMH (MCXOIAIIMMHU) W3 TEPPUTOPUATIBLHOU
KOMHCCUU JOKYMEHTAMH BKJIIOYAE€T UX PETUCTPALMIO, MPOBEPKY MPABUIBLHOCTHU
odopMIICHHS, B TOM YHCJIE€ HAJIUYHME MOJIHOTO aJpeca W e€ro TOYHOCTh, HaJudue
MOJIMHHOW TOANMMUCH (I DJIEKTPOHHOTO JOKYMEHTa — IIPOBEPKA TMOJJIUHHOCTH
AJIEKTPOHHON TOJIMUCH), JPYTUX HEOOXOAMMBIX D3JIEMEHTOB OQOpMIICHUS,

YKa3aHHBIX IPUJIOKEHHM, U OTIIPABKY.
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4.2. Ucxonsuue JOKYMEHTHI MedaTalTcsl Ha OJaHKax YCTaHOBJIECHHOM
dbopmbl, O(QOPMISIFOTCS B COOTBETCTBHHM C TOJOKECHHSAMU  MHCTpyKImm
u peructpupytorces B [1J] unu Apyrux perucTpaimoHHO-y4eTHBIX (opMax.

4.3. OrmpaBka JOKYMEHTOB u3 TEPPUTOPUATBHOU KOMMCCUU
OCYyILECTBIsIETCSl opraHamMu ¢eaepanbHON (enpaberepckol WU CreruaIbHON
CBSI3U, TOYTOBOM, TenerpadHoOi CBs3blo, cpenactBamu [IJI, mo kaHajmam
(akCUMUIIBHON CBS3H, HJIEKTPOHHON MOYTON B C€TH VIHTEpHET UM HAPOUHBIM.

4.4, [Ipu odopmiieHHH OTHpPABISAEMBIX (MCXOMSIINX) MUCEM, B TOM YHCIIC
IIpU MOATOTOBKE MPOEKTOB muceM cpeactBamu II/[, u TenerpamMm HCMIOIHUTEINb
yYKa3bIBa€T TMIOJHBIA TIOYTOBBIM  (BKJIIOYAs MHAEKC) aJpec OpraHu3aluu
WJIU TPaK/IaHWHA.

4.5. OrnpasnsieMble  (MUCXOIAIIME)  JTOKYMEHTBI ~ MOTYT  TOTOBUTKCH,
COTJIACOBBIBATHCS M MOANMUCHIBATHCS cpeacrtBamu 111,

HUcxopsmme mnucbMa HaOpaBIsIOTCA 32  MOAIMCBIO  MpeacenaTens
TEPPUTOPUAILHOM KOMHUCCHUH, B €Tr0 OTCYTCTBHE —3a MOAMHUCHIO 3aMECTUTEIIS
npeacenaTenss Wid WHOTO YJieHa TEPPUTOPHATBHOM KOMHUCCHH, HCIOIHSIOIIETO
00s3aHHOCTH  TpeJcenaTeNs, Ha  COOTBETCTBYIOIIEM  OJlaHKe  MOHUChbMa
(Ipu MOATOTOBKE UCXOMSIIMX JOKYMEHTOB cpeactBamu [1]] — cooTBeTCTBYIOMIMUX
AIIEKTPOHHBIX Ma0J0HaX OJJAHKOB JOKYMEHTOB).

4.6. C ucnonp3oBanueM [1/] wim Apyrux perucTparmoHHO-YYETHBIX (HOpM
JIOKYMEHTaM MPUCBAaUBAECTCS UCXOASUIUNA HOMEp, KOTOPbIM COCTOMT M3 HMHJIEKCa
JileJla IO HOMEHKJIAType A€l U MOPSAKOBOIO HOMEpa JIOKYMEHTA, pa3desieHHBIX
Kocor yepToil. Mcxonmdmmii HOMEP YKa3bIBa€TCS TAaKXKE HA KONHMM JOKYMEHTA,
ocratouericss B nene. Hymepanusi uCXOAsSIIMX JOKYMEHTOB OCYIIECTBISIETCS
B IIpeieliax KaJeHAapHOro roja.

[Ipu perucrpanu HMCXOJIAIIETO JOKYMEHTa B PErUCTPAllMOHHO-YUYETHOU
dbopme 00s3aTEIbHO YKA3bIBAIOTCS CIEAYIONINE PEKBU3UTHI: JTaHHBIE 00 ajmpecare
(bamuusi, uMsi, 0TYeCTBO (IIPU HATMYKMH) (PU3UUECKOTO JIUIA WJIM HAMMEHOBAaHHE

opraHu3an, KpaTKoC COACPKAHUC NOKYMCHTA, HWCIIOJIHUTCIIb JOKYMCHTA,
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€ro COMUCIIOJIHHUTECIN, KEM OH IIOAIMCAaH, a TAKXKE KOJINYCCTBO JIMCTOB OCHOBHOI'O

JAOKYMCHTA U JIMCTOB IIPUIIOKCHUA, KOJIMICCTBO 3K3CMILIAAPOB, BUA OTIIPABKU.

[Ipu  peructpanuu  HUCXOJSAIIETO  JIOKYMEHTa  JleJlaeTcd  CBS3KA
C BXOJISIIIIUM JOKYMEHTOM Ha KOTOPBIH AaeTCsl OTBET (€CIU TAKOBOM UMEETCH).

4.7. OTnpaBKa UCXOASAIIMX JIOKyMEHTOB cpeactBamu [1J] ocymiectBisercs
JUIIOM, UMEIOIITUM JOCTyM K padote ¢ T1]1.

WNHble NOKYMEHTBI MOTYT OBITh OTIpaBICHB OpraHamu (enepaibHOM
denpaberepckod WM CHEUMAIbHOM CBS3M WM TIOYTOM TI0  YKa3aHHUIO
npejceaaTeNs TEPPUTOPUATILHON KOMUCCHUHU.

4.8. Insa mepenaun ucxojsmero gokymeHnTta 1/ uimu smeKTpoHHONW moduToin
B cetu HHTepHeT oTOpaBisieMbli JOKYMEHT O(OpMIII€TCS B COOTBETCTBUU
¢ TpeboBaHusiMU MHCTpYKIUH.

B cnyyae perucrpanuu gokymenta B [1J] Tekct qokymenta B ¢popmare docx
win XIsX M AMeKTpoHHBIH 00pa3 mokymeHTa B Qopmare pdf (mpu wHammdamm
CKAHUPYIOIIETO YCTPOMCTBA) MNPHUCOECAMHSETCA K PETUCTPALMOHHONW KapTOUKe
Y OCYUIECTBJISIETCS €r0 OTIPABKA.

IIpn moaroroBke mAOKymMeHTOB cpeactBamu IIJ[ ¢ wucnons3oBaHueM
ANEKTPOHHON MOJNKMCHU MOCI€ MOANUCAHUA JOKYMEHTBl MOTYT aBTOMAaTHYECKHU
peructpupoBatbess U Hanpaiatbea B LIUK Poccun, @I nmpu LUK Poccun,
PIHOUT npu LUK Poccuu, Cankrt-IleTepOyprckyro n30upaTebHyI0 KOMHCCHIO,
uHble u30uparenbHble KoMuccuu —CcyOBekToB  Poccuiickoit  deneparuu,
TEPPUTOPUATHHBIE KOMUCCHH.

4.9. Ilpu otmpaBke TenerpaMMmbl OoJiee YeM B YeThIpe ajpeca 0hopMIIIEeTCs
MOJJIMHHUK, KOMUS U JIBa OHK3EMIUISIpa TOAMMCAHHOIO CIHMCKA PacChUIKU
C yKa3aHUEM TIOJHBIX IIOYTOBBIX (BKJIOYAs TIOYTOBBIM WHIEKC) apecoB.
Ha tenerpad mepenaroTcs MOATUHHUK C OJHUM DK3EMIUIIPOM CIHCKA PACCHUIKU
W KOMHUsl TeJlerpaMMbl, KOTOpas C OTMETKOM O Tmepenade TeJerpaMMbl
BO3BpAIIAETCS B TEPPUTOPUATIBHYIO KOMUCCHIO U BMECTE CO BTOPBIM 3K3EMILISIPOM

CIIMCKa PAaCChUIKH IMOAIMBACTCA B ACIIO.
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4.10. IIpun otmpaBke mnuchbMa Oojiee YeM B UETHIpE ajJpeca COCTABISETCS
CIHCOK PACCBUIKM yCTaHOBJCHHOW (opmbl (mpuinokenne Ne 6), KOTOPBIH
MOJMKCHIBACTCS MIPEICEIaTeIeM, B €r0 OTCYTCTBUE — 3aMECTUTENEM IMpeceaaTens
WIN UHBIM YJIEHOM TEPPUTOPUATBHOW KOMMCCHH, HUCIIOIHSIOIUM OOS3aHHOCTH
npeacenarenas TEPpPUTOPUAIbHONW Komuccuu. Ilocne peructpanuum MUCEMO
TUPAXHUPYETCS B HEOOXOJUMOM KOJIMYECTBE U oTipasisiercs. [Ipu moaroToke,
COrJIaCOBaHUM W MOANMCAHUM NUceM cpeAacTBaMu IIJ] cnHMCOK pacChUIKA TaKxke
rotosurcs cpeacrsamu [1/1.

Eciu nucbmMo wiu TenerpamMma HarpaBisieTcss He 0oJjiee 4eM B UeThIpe
ajzpeca, TO MOAMUCHIBACTCS KaXAbIA AK3EMIUISP.

4.11. OtnpaBka JOKYMEHTOB IPOU3BOJUTCS €XKEIHEBHO B Yachl PabOTHI
TEPPUTOPUATBHON KOMUCCHH, KPOME BBIXOAHBIX U HEPAOOUNX MPa3THUIHBIX THEH.

OtnpaBka HCXOIAIIMX JOKYMEHTOB TMOCJE OKOHYaHUs padodero Hs,
B BBIXOAHBbIE U Hepabouue Mpa3IHUYHBIE JHU, B [EpPUOJ MOATOTOBKU
U TpOBEACHUS W30MpATENbHBIX KaMIAHUM OCYIIECTBIAECTCA 1O YKa3aHUIO
npejaceaarenss TeppUTOPUATbHON KOMHUCCUU JIMOO B COOTBETCTBUM C PEIICHUEM
TEPPUTOPUAITBHON KOMUCCHH.

4.12. JIoOKyMeHTBI C OTMETKOM O CpPOYHOCTH NIOCTaBKkH «Becbma cpoduHO»
U «CpoyHO» OPOPMIISIFOTCS HE3aMEeUIUTEIbHO, MOTYT OTIIPABIATHCS CPEICTBAMU
[T/1, mo xaHanaM (paxKCUMUIIBHON CBSI3U, ANEKTPOHHOM MOYTOM B cetu MHTepHer,
HapOYHBIM W/WJIM MIepelaBaThCs B OTAEI (ENbIbErepcKoil Ui CeUaTbHON CBSI3U
JUIs. TOCTaBKM B TIEPBYIO OYepelb B COOTBETCTBUM C Ipa)UKOM MaplIpyTOB
dbenbanerepeil.

4.13. JlokymeHTbl 0e3 OTMETOK OQOpPMISIOTCS IO Mepe MMOCTYIUICHUS
U MOTYT OTIpaBisAThCa cpeactBamu [/l w/mnm nepenaBaTbCs B OTAEN JAOCTABKU
denpaberepckod WM  CHEUATbHOW CBSI3M, TI€ OTIPAaBKAa OCYIIECTBISIETCS
B COOTBETCTBHUU C IPa(pKOM BBITIOJHEHUS MAPUIPYTOB B ONTUMAJIbHBIE CPOKH.

4.14. JlokyMeHTbI, HampaBiseMble TrpaxIaHaM TII0 MOYTOBOMY aJIpecy,
yKa3aHHOMY UMH B OOpallleHUuH, OTIPABISIOTCS Yepe3 MOUYTOBOE OTNEICHHUE CBS3U

IMPOCTBIMHU IMOYTOBBIMHU OTIIPABJICHUAMHU WUJIM 3aKa3HbBIMU ITMCbMaMH.
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4.15. JlokyMeHThI, TepenaBaeMble MO KaHaidaM (haKCUMUIBHOW CBSI3H,
PETUCTPUPYIOTCS B MOPSIIKE, YCTAHOBICHHOM JJISI UCXOSIINX TOKYMEHTOB.

4.16. Ucxopsmue AOKyMEHTHI, 0)OpMIICHHBIE C HapylIeHHEM TpeOOoBaHUM
WNHCTpyKIIMK, K OTHpaBKE HE NPUHUMAIOTCA U BO3BPAILIAIOTCS HCIOIHHUTEISM
Ha A0paboTKy. Koppecnonaenuus HecaykeOHOro XapakTepa, B TOM YHCIIe JINYHAas
KOPPECTIOHJEHITUS, K OTIPABKE HE TPUHUMAETCSI.

4.17. Komuu HUCXOAAIIMX JIOKYMEHTOB, O(OPMIIEHHBIX Ha OyMakKHOM
HOCHUTENIe, TIOMEIIAITCS B JEJI0 B COOTBETCTBUM C HOMEHKIATYpOH Jen

TEPPUTOPUATBHON KOMHUCCHH.

5. OcoO0enHoCTH PadOTHI € YJIEKTPOHHBIMHU JOKYMEHTAMH
(ocymecrBiieHne padorsl ¢ Jokymentamu B I1/1)

5.1. DneKTpOoHHBIC MOKYMEHTHI SIBISIIOTCS O(GHUITMATBHBIMA JOKYMEHTAMH.
DneKTpOHHBIE JOKYMEHTHI CO3Jal0TCs, 00padaThiBatoTcs U Xpanarces B 111

5.2. DNEKTPOHHBIA JOKYMEHT JIOJDKeH ObITh odopmiieH 1o o0mum
nmpaBujaM  JICTIOTIPOM3BOJICTBA W WMETh  PEKBH3UTHI,  yYCTAHOBJICHHBIE
JUTSl aHAJIOTMYHOTO JJOKYMEHTa Ha OyMa>KHOM HOCHUTEE.

5.3. B TeppuTopuanbHONW  KOMHCCHH  HCHOJB3YIOTCS  DJCKTPOHHBIC
JOKYMEHTBI, a TakKe DOJIEKTPOHHBbIE 00pa3bl JOKYMEHTOB, IOJIYYCHHBIC
B pe3yJibTaTe CKAHUPOBAHUS JOKYMEHTOB Ha OYMa)KHOM HOCHUTEJIE M XPaHSIIHECs
B I1JI.

5.4.]Ins TOATBEpXKIEHUS TOMJIMHHOCTH TIPH Tepeaade dJICKTPOHHBIX
JIOKyMEHTOB B JIpyTrM€ TOCYJapCTBEHHBIE OpPTaHbl, OpPraHbl MyOJIUYHON BIACTH
benepanbHoit  Tepputopun «CHpUyC», OpraHbl MECTHOTO CaMOYIpaBJICHHUS,
OpraHu3alusM M TpakJaHaM JIOKYMEHTBHI 3aBEpSIOTCS JJIEKTPOHHOM TMOJIMHCHIO
JOJHKHOCTHOTO JIMI[a TEPPUTOPUATBHON KOMHUCCHH, TMOJIMUCABIIETO JIOKYMEHT,
B cooTBeTCTBUU ¢ DenepanbHbiM 3akoHOM OT 06 ampenst 2011 roga Ne 63-D3
«O0 >7IeKTPOHHOM TTOITHACHY.

5.5.Ilpu 00paboTke, pacCMOTPEHHH, COTJIACOBAaHUM U  TOJNUCAHUU

AJIEKTPOHHBIX JOKyMeHTOB B I[IJl BO BHyTpeHHEM JOKYMEHTOOOOpPOTE MOTYT



34

UCIIOJIb30BAaThCA  CHOCOOBI  MOATBEPXKICHUS  JEUCTBUM € DJIEKTPOHHBIMU
JOKYMEHTaMH, TpPH KOTOPBIX SJEKTPOHHAS MOJNKUCh HE HCHOJIB3YETCH.
Nnentudukanus TOJDKHOCTHOTO JHIA MPOU3BOAUTCS IO €ro y4YeTHOM 3amucH
B IIJI 71ubo MOXeT WCHOJb30BAaThCSI MPOCTasi DJIEKTPOHHAs  MOMAMMUCH.
Takxe npocrast SIEKTPOHHAS TOJNMKUCH MOXKET MCIO0JIb30BAaThCS IIPU HAPaBICHUU
anekTpoHHbIX T0KyMeHTOB B LMK Poccun, ®LUN npu LUK Poccun, PLIOUT
npu [[UK Poccum, Cankr-lIletepOyprckyto w30MpaTenbHYI0  KOMHCCHIO,
n30HUpaTesIbHbIC KOMHUCCHUH CyOBEKTOB Poccuitckon Odenepannu,
TEPPUTOPUATbHBIE KOMUCCHH.

5.6. CocraBnenne, opOPMIICHHE U COTJIACOBAHUE TMPOEKTOB AJIEKTPOHHBIX
JIOKYMEHTOB ~ OCYIIECTBJISIETCSI 1O OOIMM TpaBWjaM  JIEJIONPOU3BOJICTBA,
YCTAHOBJICHHBIM B OTHOILICHUHM AHAJIOTMYHBIX JIOKYMEHTOB Ha OyMaXXHOM
HOCHTEJIE.

5.7. IlepeueHb JTOKYMEHTOB, CO3JaBAaE€MbIX, XPAHUMBIX W HCIOJIb3YEMBbIX
UCKJIIOYUTETLHO B (oOpMe  DIIEKTPOHHBIX  JIOKYMEHTOB,  OIpEAesieTCs
HOMEHKJIaTypOH Jel.

5.8.IlpueMm u oTHOpaBKa OdIEKTPOHHBIX JTOKYMEHTOB OCYIICCTBIISIOTCS
JIOJDKHOCTHBIM  JIMIIOM, HMEIOIIUM JocTyn K padore c¢ IIJI, Takxke Moxer
OCYILECTBIISITECA aBTOMATUYECKasi OTIpaBKa JTOKYMEHTOB, MOANUCAHHBIX MPOCTON
anekTpoHHoM  moamuchkto  cpeacrBamu  [IJI B MUK  Poccumn, LU
npu IIUK Poccun, PIHOUT npu UK Poccun, Cankr-IlerepOyprckyro
n30MpaTebHYI0 KOMHCCHIO, U30UpaTelbHbIE KOMUCCUU CYOBEKTOB Poccuiickoit
deaepaluu, TEPPUTOPUATILHBIE KOMUCCHHU.

5.9.1lpu mnonyuenun o>nekTpoHHBIX gokymeHToB u3 [[MK Poccun,
O nmpu UK Poccuu, PLHOUT npu LUK Poccun, Cankrt-IletepOyprckoit
M30UpaTEeIbHOM KOMHCCUHU, M30MpaTeIbHBIX KOMHUCCHM CyOBeKkTOB Poccuiickoi
denepaliiv, TEPPUTOPUAIBHBIX  KOMHUCCHUM, MOANKMCAHHBIX  3JIEKTPOHHOU
MOAMUCHI0, OCYIIECTBIIACTCS IPOBEPKA JCHCTBUTEIBHOCTH 3JIEKTPOHHOM MOITUCH

cpenctBamu [1/].
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5.10. ITpu BKJIIOUEHHHM ODJIEKTPOHHBIX JOKyMeHTOB B IIJ] dopmupyrorcs
pPErHCTPAlMOHHO-YUYETHBIE JaHHBIE O JOKYMEHTE, 00ECIeUHBAIOLIUE YIIPABICHUE
JIOKYMEHTOM, B TOM YHCIIE€ €r0 MOUCK, JOCTYI K JTOKYMEHTY, KOHTPOJIb, XpPAaHEHNE
U UCIIOJIb30BaHue (TpritokeHue Ne 7).

5.11. 1lpu  mepemaye  MOCTYNHBIIMX  AJIEKTPOHHBIX  JIOKYMEHTOB
Ha pacCMOTPEHHE, HANpPaBJICHUU DJIEKTPOHHBIX JOKYMEHTOB HCIIOJHUTENSM,
OTIPAaBKE M XPAHEHHUH AJIEKTPOHHBIX JOKYMEHTOB BMECTE C HUMHU MEPEIAIOTCS
(HampaBJIAIOTCS, XPAHATCA) UX PETUCTPALIMOHHBIC JIAHHBIE.

5.12. Enununeit yuera 3JIEKTPOHHOTO JOKYMEHTa SIBIIETCS DJICKTPOHHBIN
JOKYMEHT, 3aperucTpupoBaHHbii B I1/].

ONEeKTpOHHBIE JOKYMEHTBI, HMEIOIIHME NPWIOKEHUS, PETUCTPUPYIOTCS
Y YYUTBIBAIOTCS KaK OJUH TIOKYMEHT.

5.13. DneKTpoHHBIE TOKYMEHTHI (OPMUPYIOTCS B JieJa B COOTBETCTBHUH
C HOMEHKJIATypO#l A€l TEPPUTOPUATBHON KOMUCCUU U UHIEKCUPYIOTCS B IIOPSJIKE,
YCTAaHOBJICHHOM B OTHOILEHUU JEJI, COCTABICHHBIX U3 JJOKYMEHTOB Ha OYMa)KHOM
HOCHTEJIE.

[Ipu cocraBiieHHUM HOMEHKJATYpbI JI€J YKa3bIBA€TCSA, YTO JENO BEAETCA
B DJIEKTPOHHOW (opMe, 4YTO OTMEYAeTcs B 3aroJIoBKE Jena Wik B rpade
«IIpumeyanuey», HanTpuMep:

[ToctanoBnenust LlenTpanbHON u30UpaTenbHOW Komuccuu Poccuiickoit
Oepnepanuu. Konnn. D1€KTPOHHBIE JOKYMEHTHI.

5.14. DneKkTpoHHBIE JOKYMEHTBI IIOCJ€ WX HCIOJIHEHUS  TOJJIeXaT
XpPAaHEHUI0 B YCTAHOBJEHHOM IMOPSAKE B TEYEHHE CPOKOB, MPETyCMOTPEHHBIX
JUTSI aHAJIOTMYHBIX IOKYMEHTOB Ha OyMa)KHOM HOCHUTETIE.

5.15. Mecto xpaHeHHUsI DJCKTPOHHBIX JOKYMEHTOB [0 UX I[epeaayu
Ha apXMBHOE XpaHEHHUE, BHUJI HOCUTEJEH, HA KOTOPHIX OHM XpaHATCA, (opMaThl
UX TIOCTOSHHOIO M JIOJITOBPEMEHHOIO XPAHEHUS ONPEIEISIOTCI C  y4EeTOM
UCIIOJIB3YEMbIX B  TEPPUTOPUATIBHOM KOMMCCHHM  MPOTrPaMMHO-TEXHUYECKHX
CPEICTB, HOPMATHBHBIX AaKTOB M METOAMYECKUMX JOKyMEeHTOB Pocapxusa,

ApxuBHoro komurteta Cankt-IlerepOypra.
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5.16. DkcnepTH3a LEHHOCTH SJEKTPOHHBIX JOKYMEHTOB OCYIIECTBIISIETCS
B 0OIIEM MOpSAKE, YCTAHOBICHHOM B OTHOIICHMHM JOKYMEHTOB Ha OyMa)kKHOM
HOCHTETIE.

5.17.Tlocne  wucTeyeHUsT CpOKa, YCTAHOBIEHHOIO I  XpaHEHUs
ANIEKTPOHHBIX JeNl (3JEKTPOHHBIX JOKYMEHTOB), OHHM MOJJIEXKAT YHHYTOKECHHUIO
C COCTaBJICHHEM aKTa yCTaHOBJIEHHOUN QopMmbl (ipusoxkenue Ne 16).

5.18. DnexTpoHHBIE MOKYMEHTHI, MOJUIekKAIINe IUTEIbHOMY XpaHEHHIO,
NEPEJAIOTCs Ha apXMBHOE XPAHEHHUE MO ONMUCAM C OPOPMIIEHHEM aKTa IpHueMa-

nepeaadu 3JCKTPOHHBIX TOKYMCHTOB HAa dAPpXUBHOC XPaHCHHUC.

6. Oco0enHocTH PadOTHI ¢ OOPALIEHUAMH IPAKIAH.
Opranusanys JTHYHOIO NIPHEMa IPaKaaH

6.1. Opranuzanus paboTel C OOpalEHUSIMH TPaKIaH OCYIIECTBISIETCS
B COOTBETCTBUU C pazzenoM 2 MHCTpyKIMH ¢ y4eTOM OCOOEHHOCTEHN, YKa3aHHBIX
B JJAaHHOM pa3Jelie.

6.2. O6paleHust B TEPPUTOPUATBHYIO KOMUCCHUIO MOTYT OBITh HAIlPABJICHBI
B IIUCbMEHHOM (hopMme, a Takke B pOpMe FJIEKTPOHHOIO JOKYMEHTA.

6.3. O6pameane B (opMe DJICKTPOHHOTO JOKYMEHTAa HaIpaBiIsaeTCs
C HCIOJb30BaHHWEM CTpaHuIbl odumuanbHoro caita Cankt-lIleTepOyprekoit
n30MpaTeNbHOM KOMUCCUU B ceTU VIHTepHET, NpeHa3HauYe€HHOM /ISl HallpaBIeHUs
oOpallleHuii B TEPPUTOPUATIBHYIO KOMHCCHIO (Jajiee — JIeKTpoHHast (¢dopma
oOpareHui).

Hanpasnenue  oOpamenuit B ¢dopMe  3BJIEKTPOHHOIO  JIOKYMEHTa
B TEPPUTOPHAIBHYI) KOMHCCHIO  OCYIIECTBIIIETCS  IOCIE  MPOXOKIACHUS
3asiBUTENEM MJCHTU(PUKAUMKU W ayTeHTU(HUKAUKU TOCPEACTBOM (deaepabHON
rocyJ1apCTBEHHOM MH(pOpMaIIMOHHONM cucTembl «EnnHas cuctema uaeHTUdUKaIuu
u ayTeHTUUKAMK B UHPpACTpyKType, obecmeuuBaroiieii WHOOpMAIMOHHO-
TEXHOJIOTUYECKOE B3aMMOJECHCTBUE HH(POPMALMOHHBIX CHUCTEM, HCIOIb3YEMBIX
JUISl IPEAOCTABIICHUS TOCYAAPCTBEHHBIX U MyHULMIIAIBHBIX YCIYT B 3JIEKTPOHHOM

dbopmer.
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OnektpoHHas ¢opma oOpallleHui AO0HKHA MpeaycMaTpuBaTh 3alOJIHEHHE
azpeca DJIEKTPOHHOM TMOYTHI, Ha KOTOPBIA JOJKEH OBITh HAIMpaBlIEH OTBET
Ha oOpallleHHe, CIeIaIbHOro MOoJIs JUIsl BBOJIa TEKCTa OOpallleHUsl, COIepPKAIIEro
€ro CyTh, BO3MOXHOCTb MPUJIOKEHUS TOKYMEHTOB U MaT€pUaJIOB B 3JIEKTPOHHON
dbopMe, MOATBEPKAAIOIINX JOBOABI OOPAIIEHUS, a TAKXKE MOXKET MPEyCMaTpPUBATh
BO3MOXKHOCTh ~ yYKa3aHUSl JOTMOJHUTEIbHBIX CBEJIEHUM, YTOUHSIIOUIUX CYTb
oOparieHus.

6.4. Conepxainiriecss B HalpaBJICHHBIX B (OpMe 3JIEKTPOHHOIO JTIOKYMEHTa
oOpalleHHsIX CBEJEHUs, a TaKXke IMpuiaraeMple Marepuainbl (MIpu HAIUYUN)
BRogsATca B IIJI 7nmbo B Jpyrue peructpalluoHHO-ydeTHble (opmbl. BBon
CBEJCHUM, COJEpPKAIIMXCS B HANpaBICHHBIX B (POPME 3IEKTPOHHOIO JOKYMEHTa
oOpalieHMsIX, TPUJIAraéMblX MaTE€pUAJIOB UM MX PETHCTpalus OCYLIECTBISIOTCS
HE MO3[HEe TpeX pabdoyux JHEW CO JHS HaNpaBlICHHUs OOpallleHHs, a B NEPHUOJ
OPOBEJCHUS  COOTBETCTBYIOIIMX  M30MpATEIbHBIX  KaMIIaHUM,  KaMIlaHUH
pedepeHaymMa 1O BONpOcaM MOATOTOBKM M MPOBEACHHS OSTUX BBIOOPOB,
pedepenayma 1o  oOpalleHHsM,  HAlpaBiICHHbBIM  J0  YCTAHOBJICHMS
TEPPUTOPUAIBHOM KOMHMCCHEW HMTOTOB TOJIOCOBAaHUSA, ONpPENEICHUS PE3YJIbTATOB
BBIOOpOB, pedepeHayMa — B JI€Hb HallpaBjieHUs oOpalleHus 00 HE MO3aHEe
cienyromiero  pabodero JHA B COOTBETCTBUM €  rpadukoM  paboThI
TEPPUTOPUATBHON KOMHUCCUH, C YYETOM CPOKOB PACCMOTPEHHSI COOTBETCTBYIOIIMX
oOpalleHuii, yCTaHOBJICHHBIX 3aKOHOJIATEILCTBOM O BBIOOpax U pedepeHayMax.
Perucrtpanus oOpaiieHuil, HarpaBJIEHHBIX B TEPPUTOPHATIbEHBIE KOMUCCUU B (hopMe
ANEKTPOHHOTO JOKYMEHTa, MOXET OCYIIECTBIATHCS C HcCHonb3oBaHueM [1]]
aub0 ¢ HCHOJb30BAaHUEM JAPYTUX PErucTpallMOHHO-y4eTHbIX ¢opM. [locne
OCYUIIECTBJICHHUS! YKa3aHHbIX JCHCTBUH OOpallleHHe CUMTAETCS MOCTYNHUBIINM
B TEPPUTOPHUATBHYIO KOMHUCCHIO.

OOpamienuss B NMUCbMEHHOW (opMe, MOCTYMHUBIIKE B TEPPUTOPHUAIBHYIO
KOMHUCCHIO, PETUCTPUPYIOTCA MpeacenaTesnieM (CeKpeTapeM) TeppUTOPHATIbHON
KOMUCCHUM WM  pabOTHUKOM  ammapara, OTBETCTBEHHBIM 3a  BEJEHHE

JIeONpPOU3BOACTBAa ¢ ucnosib3oBanueM IIJ[ nubo ¢ wucnonab3oBaHHEM APYrux
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PEruCTpallMOHHO-YYETHBIX (OpM HE TNO3JHEe Tpex pabouux JOHEW co JHA
NOCTYIUIEHUsI OOpamieHus, a B TEpUOJA TPOBEACHUS COOTBETCTBYIOIIMX
n30UpaTeNbHBIX ~ KaMIAHWW, KaMIlaHUW pedepeHayma 10  YCTaHOBJICHHS
TEPPUTOPUAIBHOM KOMHCCHEW HTOTOB TOJIOCOBAHUS, ONPEIECICHUS PE3yJbTaTOB
BBIOOPOB, pedepeHaymMa —B JeHb MOCTYIUICHHS oOpalleHusi Jub0 He MO3JHee
cleyronero padodero HA B COOTBETCTBHM C Tpadukom pabOThl KOMHUCCHUH,
C Y4€TOM CPOKOB PAaCCMOTPEHHsI COOTBETCTBYIOIIMX OOpAIlIEHUH, YCTAaHOBICHHBIX
3aKOHOJIaTEIBCTBOM O BhIOOpax u pedepeHymax.

OOpailieHrs, TMOCTYNHUBIIME B TEPPUTOPUAIBHYIO KOMHUCCHUIO, MOTYT
PErHCTPUPOBATHCS B YCTAHOBJICHHBIE BBIIIE CPOKH OTAEIBHO OT JIPYTHUX BHUJIOB
JIOKYMEHTOB.

6.5. B cmydae peructpamum oOpamienus B I1/[, MODKHOCTHBIM JIHIIOM,
UMEIINUM JocTyn K padote ¢ [1]], 3anoaHAr0TCS HEOOXOJUMBIE MO BO BKIIAJIKE
«O0pamenue» 1] B 3aBUCUMOCTH OT HMerOlIeics HHPOpMauu B oOpalieHuu
HE TO3qHee Tpex pabouyux JHEW €O JHS perucrpauuu  oOpamieHus
B TEPPUTOpPUATBHOM KOMHUCCHM U B TEUYEHHME OJHOrO pabodyero AHs CO JHS
NOCTYIJIEHUs1 00palieHus 0 BOIIPOcaM MPOBOAUMBIX N30MPaTENIbHBIX KaMITaHUH.

6.6. [Ipu BCKpBITUH KOHBEPTOB, COACPIKAIIUX OOpalieHUs B MHUCHMECHHOU
dbopme, TpoBepseTCs HalMuue Bcex BiIoxkeHud. KoHBepT o0s3aTenbHO
COXPaHSIETCHL.

OOpamiennss B THUCBMEHHOM (QopMe, coJep)Kamue B aJpeCHON YacTu
noMeTKy «JIngHo», paccmaTpuBaloTcs B OOIIEM TMOPSIIKE B COOTBETCTBUU
¢ UucTpykumei.

[Ipu peructpanum  MOBTOPHBIX  OOpalieHWd UM  IPUCBAUBACTCS
OUEpEHONW PETUCTPAILIMOHHBIA HOMEpP, B PErUCTPAallMOHHO-YYETHOH (opme
nenaerca orMmeTtka «lloBTopHO», a mpu wucnosb3oBanuu II/] ocymecTBisercs
ces3eiBaHe ¢ PYK mo mnepBuuHbIM oOpamieHusiM, mpud HEOOXOJIUMOCTH
obpopmiieHHST Ha OyMa)XHOM HOCUTENIEe K OOpallleHUI0 MPUKIIAIBIBAIOTCS

nono6pannbie PYK no nepBuyHBIM 00patieHusm.
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Ecnu oOparienre nocTynusao oT KOJJIEKTUBA TpaxaaH, TO MPU PErucTpaluu
B PETHCTPAIMOHHO-YICTHOU (popMe CTaBUTCS OTMETKA «KOJIEeKTHBHOEY.

6.7. Ilpu ocymecTBiaeHun peructpanuu cpeacramu [1J] Ha numeBoi
CTOPOHE TIEPBOr0 JIUCTA 3aPETHCTPUPOBAHHOIO JIOKYMEHTa Ha OyMa)XHOM
HOCHUTEJIE, KakK IMPaBWiIO, B IPABOM HWXHEM VyIIIy  IPOCTABISIETCA
PETrUCTPAallMOHHBIA HOMEP M Jara, a TaKXkKe IITPUX-KOJI C YyKa3aHUEM
HaUMEHOBAHHUSI OpraHU3alUu.

Ecnu mpocTaBieHHe perucTpallMOHHOIO HOMEpA 3aTPYyAHSET MPOYTEHUE
TEKCTa JOKYMEHTa, B TaKOM CJIy4ae BXOISAIIMHA HOMEpP NPOCTABISAETCA
B CBOOOJHOM OT TEKCTa YIJIy Ha JMIEBON CTOPOHE MEPBOrO JIMCTA JTOKYMEHTA,
a WTPUX-KOJI MPOCTABISAETCS NPU HATMYUHA TEXHUYECKON BO3MOKHOCTH.

[Ipr OCymIeCTBIEHMM PETUCTPALMU B APYrOM PErucTpalliOHHO-YYETHOU
dbopMe pErucTpallMOHHBIA IITAaMIl, COCTOSIIIMHA M3 TOPSAKOBOIO HOMEpa
oOpalieHusi W JIaThl PErHCTpallid, CTABUTCS, KaK MpaBUJIO, HA TIEPBOM JIHCTE
oOpallleHus B TpaBOM HMKHEM YTITy UM Ha CBOOOJTHOM OT TEKCTa MECTE.

Hymepamusi mocTynuBmux o0OpalieHud OCYIIECTBISIETCS B Ipeenax
KJIEHIAPHOTO rofa.

6.8. 3apeructpupoBaHHbBIC OOpaIIEHUS PACCMATPHUBAIOTCS B COOTBETCTBHUU
C IOPSIAKOM, ONPEIEeNICHHBIM pa3aesioM 2 NHCTpyKIuu.

6.9. O6pameHusi, aapecoBaHHbIE 4YJICHAM TEPPUTOPUATHLHOW KOMHUCCHH,
PETUCTPUPYIOTCS, TOKJIAIbIBAIOTCA U NEPEHAIOTCS B COOTBETCTBUM C TOPSIKOM,
YCTaHOBJIEHHBIM MHCTpYyKIIHEH.

OOpamieHuss  paccMaTpUBaKOTCS B COOTBETCTBHMM C  yKa3aHUSIMHU
[0 HCHOJHEHHID JIOKYMEHTa TMpeIcenaresiss TEepPUTOPUATIBHOW KOMHCCUU
B MOPSAJIKE, YCTAHOBJIEHHOM 3aKOHOAATENLCTBOM Poccurickon deneparuu.

6.10. Obpaienus, cogepskalire BOMPOCH, PEIIEHUE KOTOPhIX HE OTHOCUTCS
K KOMIIETCHIIMM TEPPUTOPUATILHOM KOMMCCHUH, IOKJIAJBIBAIOTCS MpPEACEAaTeNo
TEPPUTOPUAIBHON KOMHUCCHM U TI0 €r0 YKa3aHHWIO MO MCIOJIHEHHIO JOKYMEHTA
B CpPOKH, YCTaHOBJICHHBIE 3aKOHOJATEIHLCTBOM O BbIOOpax u pedepeHaymax,

HanpaBJIAIOTCA C COIIPOBOAUTCIIbHBIM IIMCBbMOM 3a €ro IIOAITNCBIO
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B COOTBETCTBYIONIMI OpraH WM COOTBETCTBYIOIIEMY JODKHOCTHOMY JIHILY,
K KOMIIETEHIIMU KOTOPBIX OTHOCHTCSI pELICHHE TMOCTaBICHHBIX B OOpalieHuu
BOTNIPOCOB, C  YBEOOMJICHMEM  TpaJaH,  HANpaBHBIIUX  oOOparieHus,
0 mepeaapecanuu oOpamnieHuid. B conpoBOAUTENLHOM MNHCHME OrOBAPUBAETCS
MOPSZIOK HAMIPaBJICHUS OTBETa aBTOPY OOpalleHusI.

Ecimu pemeHne TOCTaBICHHBIX B OOpAalIEHUH BOMPOCOB OTHOCHUTCS
K KOMIICTCHIIMM HECKOJBbKUX TOCYAapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO
CaMOYTPAaBICHUS UM COOTBETCTBYIOIIMX JOJDKHOCTHBIX JIMIl, KOMHS OOpaIieHus
HAIpaBIIIETCSI B COOTBETCTBYIONIME  OpPTraHbl WM  COOTBETCTBYIOIIUM
JOJKHOCTHBIM JIMIIaM B CPOKH, YCTAHOBIIEHHBIE 3aKOHOJATEIHCTBOM O BBIOOpax
u pedepeHaymax.

6.11. 3anpemaercs  HampaBJATh ~ OOpallleHWEe  HA  PACCMOTPEHUE
B TOCYIapCTBEHHBIN OpTraH, OpraH MECTHOTO CaMOYIIPABIICHUS WIH JOIKHOCTHOMY
JUIly, pemieHue wid - JedctBue  (0e3eicTBHE)  KOTOPBIX — O0XKamyercs,
3a MCKJIIOYEHHEM CJIy4aeB, YKa3aHHbIX B IIyHKTe 6 crarbu 75 denepambHOro
3aKOHa 00 OCHOBHBIX FapaHTHIX U30UpaTEIbHBIX MTPAB.

6.12. Ecam B COOTBETCTBHM C 3allpeToM, YKa3aHHBIM B mojpaszaene 6.11
WHCTpyKIIMK, HEBO3MOXXHO  HANpaBUTh  OOpalleHHe Ha  PacCMOTpEHHUE
B FOCYJJapCTBEHHBIN OpPTraH, OpraH MECTHOTO CaMOYTPABIICHUS WU JOIKHOCTHOMY
JUILY, B KOMIIETEHIIMIO KOTOPBIX BXOJUT pEIICHHE MOCTaBICHHBIX B 0OpalieHun
BOIPOCOB, OOpallleHne BO3BPAILAETCsl TPaKJaHUHY C Pa3bsICHEHHWEM €ro Inpasa
00aJloBaTh COOTBETCTBYIOILIEE pEIIEHWE WM JAEWCTBUE B YCTAaHOBJIEHHOM
HOPSIKE B CY/I.

6.13. OOpaiieHusi, TOCTYNUBIIME B  TEPPUTOPUATBHYID  KOMHCCHIO,
paccMaTpuBalOTCI B CpPOKH, YCTAaHOBJIGHHBIE 3aKOHOIATEILCTBOM O BBIOOpax
U pedepeHaymMax, ¢ Y4EeTOM OCOOEHHOCTEH, ykazaHHbIX B moapazienax 10.5
u 10.6 UnacTtpykumm.

Ecin  HeoOXoaMMo  MpOJUIMTH  CPOK  PAcCCMOTpPEeHHs]  oOparieHwus,
UCIIOJTHUTENIb HE TMO3JHEeEe YeM 3a OJUH JCHb 10 MCTEUEHHUS CPOKa MOATOTOBKH

OTBETAa TMPEJCTABISIET TMpeAcedaTet0o OOBSCHEHHE, IO Kakoi MpUYrHE
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HEBO3MOKHO JIaTh OTBET B YCTAHOBJIEHHBI CpOK. MakcuMaiabHOE MpOJIJICHUE
CpOKa MCIIOJTHEHUST OOpaIIeHus He TOJDKHO MPEBBINIATh YCTAHOBICHHBIX 3aKOHOM
CPOKOB PacCMOTpPEHHUsI OOpallieHHUs.

3asiBUTEINIO HAMPABISETCS YBEIOMIICHHUE O MPOJJICHUH CPOKA PACCMOTPEHHS
€ro ooparieHusl.

OOpailieHrs, Ha KOTOpbIE JAlOTCA MPOMEXKYTOUYHbIE OTBEThI, C KOHTPOJIS
HE CHUMAIOTCS.

6.14.B ciayyae MOCTyIUIGHHMSS B  TEPPUTOPHAIBHYIO  KOMHCCHIO
B YCTaHOBJICHHOM MOPSJIKE 3alpoca rocyAapCTBEHHOTO0 OpraHa, opraHa MECTHOTO
CaMOyMpaBleHUS] WM JOJDKHOCTHOTO JIMIA, PacCMaTPUBAIONIMX OOpalieHue,
JIOKyMEHTbl W MaTepuaybl, HEOOXOJMMBbIC I PacCMOTpPEHHUs OOpalieHusl,
MIPEACTABISIIOTCA B CPOK, YKA3aHHBIM B 3alpOCE WJIM MHOW CPOK, YCTAHOBJICHHBIN
JEHCTBYIONTUM 3aKOHOIATEITLCTBOM.

6.15. B oOpaiiennu J0JKHBI OBITh YKa3aHbl (paMUIMs, UMs, OTYECTBO (IIpU
HAJTMYHAN) 3asIBUTENS (715 3asIBUTENCH, HE SBISIOMUXCSA (PU3UICCKUMU JTUIIAMH, —
HauMeHOBaHue). B oOpaimieHnn B NMHUChbMEHHOW (opMe JOKEH OBbITh yKas3aH
MOYTOBBIN aJipec, M0 KOTOPOMY JOJDKEH OBITh HANpaBJICH OTBET HA OOpalieHue,
TaKKe€ JO/DKHBI  COJEPKAThCS JUYHAS TOAMNCH 3asABHUTENS WA JINIA,
YIOJHOMOYEHHOTO JIEUCTBOBATh OT €ro MMEHH, U JaTa MOAMUCAHUS OOpalleHus.
B oOpamennn B opme DIEKTPOHHOTO JOKYMEHTAa JOJKEH OBITh yKa3aH ajpec
AJMIEKTPOHHOM  TOYTHI, MO KOTOPOMY JIOJDKEH OBITh HampaBlieH OTBET
Ha oOparieHue.

Eciu B oOpameHun He ykaszaHbl (QamMunius 3asgBUTENs (U1 3asBUTEI,
HE SBJISIONIETOCS (PU3NYECKUM JIUIIOM, — HAMMEHOBAHUE) UJTU aJJPeC, TI0 KOTOPOMY
JIOJDKEH OBITh HaIlpaBJIeH OTBET Ha OOpallleHWe, OTBET Ha Takoe oOpalleHue
He gaerca. Takoe oOpaimieHHe CHHCBHIBaeTCSs B JIeJ0  IpeaceraTesieM
TEPPUTOPUAIIBHON KOMUCCHH.

Ecnim B oOpamieHun coaepkaTcs CBEIACHUS O TIOJATOTaBIMBACMOM,

COBCpIIacMOM  HWJIM  COBCPIICHHOM  IPCCTYIJICHUMU, a TaKiKeC (O 1701 (X
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€ro MOJrOTABJIMBAIOLIEM, COBEPIIAIOIIEM WM COBEPIIUBIIEM, OOpalieHue
TIO/IJICKUT HATIPABJICHUIO B TIPABOOXPAHUTEIILHBIE OPTaHbl.

Eciu Texcr oOpailieHuss HE TOJJACTCS MPOUYTEHUIO WM HE TMO3BOJISIET
ONpEeNeNuTh CyTh OOpalleHus, OTBET Ha Takoe OOpallleHue He aercs,
O YeM B TEUEHHE CEMHU KaJICHAApHBIX THEH mocie JTHS MOCTYIUICHHS OOpalieHHs
YBEJOMIISIETCS 3asBUTENIb B CIydyae, €CIM B OOpallleHUH MOAJAI0TCS MPOYTEHUIO
bamunus 3asBUTENS (IS 3asgBUTENS, HE SBISIOMErocs (U3HYECKUM JTUIIOM, —
HAaMMEHOBAaHHUE) M aJ[pec, IO KOTOPOMY JOJKEH OBbITh HalpaBIeH OTBET
Ha oOpalleHue.

He sBisiercss  oOpaiieHueM  TEKCT, COJepXkKalluid  Mo3apaBiieHUE,
COOOJIC3HOBAHUE WJIM OILIEHKY JESATEIbHOCTM W HE COOTBETCTBYIOIIMMA
TpeOOBaHMIM, TPEIBABIIEMbIM DeiepalbHBIM 3aKOHOM 00 OCHOBHBIX TapaHTHSX
n30MpaTeNbHBIX TIPaB, M TPEOOBAHUAM K 3ampocy WHGOPMAIHH, MPEIbIBIIEMbBIM
®denepanbabiM 3akoHOM 0T 9 deBpans 2009 rona Ne 8-O3 «O6 obecrnieueHuun
I0cTyrna K nHpopMaIuu o JAesTEIhHOCTH TOCYAapCTBEHHBIX OPTaHOB W OPTaHOB
MECTHOTO CaMOYIIPaBICHUS.

6.16. OOpamennsi, B  KOTOPBIX  COACp)KATCA  HEIEH3YpHBIE  JTHOO
OCKOpOUTENbHBIC BBIPAKCHUS, Yrpo3bl IKU3HHW, 3I0POBBI0 M HMYIICCTBY
JIOJDKHOCTHOTO JIMIIA WJIM WHBIX JIMIl, OCTalTCs 0e3 OTBEeTa IO CYIIECTBY
TTOCTABJICHHBIX B HUX BOTIPOCOB, a  3asABUTEISIM coobmmaercs
O HEJOIMYCTUMOCTH 3JI0yTIOTPEOICHUS TPABOM.

6.17. OGpaiienue, B KOTOPOM OOKaIyeTcsl Cyle0HOe pelIeHue, B TeUCHUE
CeMH KaJIeHIApHBIX JHEW CO JHS PpErucTpaly BO3BpaIlaeTCs TpaKIaHHUHY,
HaIpaBUBILIEMY OOpallleHHue, C Pa3bsICHEHUEM TMOpsAAKa O0XKAJIOBAHMS JAHHOTO
CyJ1e0HOTO peIlICHHUS.

6.18. Ecnu B oOpalieHuu COJEPKUTCS BOIMPOC, HA KOTOPBIA 3asiBUTENIO
HEOJHOKPATHO JAaBAIMCh MUCHMEHHBIE OTBETHI MO CYIIECTBY B CBS3U C paHee
HaIpaBJICHHBIMHA OOpAICHUSAMH, U TIPU 3TOM B OOpAaIlICHUH HE TIPUBOISITCS HOBBIC
JIOBOJIBI U OOCTOSITENILCTBA, TO TMEPENMUCKAa MO JAaHHOMY BOMPOCY C 3asBHUTEIIEM

MOXET OBITh MPEKpaIieHa ¢ yBEJOMICHUEM 00 3TOM 3asBUTEI.
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Ecnu oT 3asBuTENs, ¢ KOTOPHIM TMEpEenucKa Oblia MpeKpaiieHa, mocTynaer
ouepeHOe OOpaIleHre MO0 TOMY JK€ BOIPOCY, TO MHCHMEHHBIN OTBET Ha HETO
MOKET HE JJaBaThCsl, a CaMO OOpallleHHe HAMPABIIAETCS B JIETIO.

6.19. OOpamienus, HampaBlIE€HHbIE B TEPPUTOPUATBHYIO  KOMHCCHIO
C HCIOJB30BAaHUEM DJJICKTPOHHOW (OpMBI  OOpalieHuid, PpPEeTUCTPUPYIOTCS
U paccMaTpHUBAIOTCA B YCTAHOBJIEHHOM Mopsike. OTBEThl Ha Takue OOpalleHHs
HaIpaBJIAIOTCA B (popMe dIEKTPOHHBIX JOKYMEHTOB, MOAMHCAHHBIX AJICKTPOHHON
MOAMNKUCHI0, MO0 B (PopMe SJIEKTPOHHBIX 00pa3oB JOKyMEHTOB B (dopmare pdf
Mo  ajapecaM  DJJIGKTPOHHOM  MOYTHl,  yKa3aHHbIM B  OOpallleHuH.

OOpamennss TpaXaaH, ITOCTYNMHUBIINE HA aApec JJICKTPOHHOW IMOYTHI
TEPPUTOPUAIIBHOM  KOMHUCCUH, HE  PErUCTPUPYIOTCS B COOTBETCTBUU
c denepanbHbiM 3akoHOM OT 28 nekadpst 2024 roma Ne 547-03 «O BHeceHUU
u3MeHeHuil B @DenepanbHblii 3akoH «O MOpSAKE paccMOTpPEHHUs OOpaleHuit
rpaxzaaH Poccuiickon @enepanum.

OOpamennss TpaxkaaH, TMOCTYNUBIINE B TEPPUTOPHUATHLHYI0 KOMHCCHIO
n3 LMK Poccun, peructpupyrorcs ¢ ucnonb3oBanueM I1J[ oTnenbHO OT Ipyrux
BUJIOB JJOKYMEHTOB.

6.20. B caywae ecnu 3ampammBaeMas uWHGOpManus —OMyOJHMKOBaHA
B CpeacTBax MaccoBoW uH(opmanuu 1m0 pasMmenieHa B ceTu VIHTepHer,
TEPPUTOPHATBHASI KOMUACCHS B OTBETE Ha 3aIIPOC MOXKET OTPAHUIUTHLCS YKa3aHUEM
Ha3BaHUs, JaThl BHIXOJIa U HOMEpa CPEJICTBA MacCOBOW MH(pOpPMAIIUU, B KOTOPOM
OIMyOJIMKOBaHA 3ampaimiuBaemMasi HHGOpMalMs CO CCHUIKOW (aapec CTpaHMUIIbI)
Ha nHGOpPMAITUIO, pa3MEIICHHYIO B ceTH HTEpHeT.

6.21. [Ipu perucrpamuu oOpamenus B [IJ[ mo wuroram paccMmoTpeHus
oOpallieHusi JTOHKHOCTHBIMHM JIMIIAMHU, OTBETCTBEHHBIMH 3a BBOJI U OOpPabOTKY
undopmaruu B I1J1, Bo Briagke «O6paienue» [1]] 3anonasercs nose «[Ipunsarsie
MEphI», a TaKKe BHOCSATCS CBEACHHUS O PE3yJbTaTax PacCCMOTPEHHS OOparieHus
B Onoke «Bompoce» B TeueHHWe TpexX pabouyux IHEHW CO JHS PAcCMOTPCHUS
oOpalieHusi 1 B T€UEHHUE OJHOTO paboyero NIHS AJis OOpalleHHil Mo BOIMpOcaM

IMPOBOAHUMBIX I/136I/IpaT€J'IBHBIX KaMIIaHWU.
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6.22. JInuHbli TIpUeM TpaxkJaH MO BOMPOCaM, BXOISIIMM B KOMIETCHIIUIO
TEPPUTOPHAIIBHOW  KOMHUCCHH,  SIBJISIIOIICHCS  TOCYIAapCTBEHHBIM  OPTaHOM,
OCYIIIECTBIISACTCS npeaceaaTeneM TEPPUTOPHUATBHON KOMHCCHH,
M0 TIPEIBAPUTETHHON 3amucu 1O rpaduKy, YTBEPKICHHOMY IIpeacenareaeM
TEPPUTOPHAITBHOW KOMHCCHH U peructpupyercs B JKypHane ydera mnpuema
rpaxaaH (nmpuioxxenue Ne 8.1).

HNudopmarnms 0 MOPSIIKE npuema rpaxaaH pa3Meniaercs
Ha MHPOPMAITMOHHOM CTEHJIE TEPPUTOPUATTLHON KOMHUCCHH.

[To mpuOBITUM HA JUYHBIA MpPUEM TPaKIaHUH TPEIBSIBISICT JOKYMEHT,
YAOCTOBEPSIIOIIHNI €r0 JIMYHOCTb.

Benenue nu4yHOrO TpHieMa TpaKAaH MOXKET COMPOBOXKIATHCS —AYAHO-
¥ BUJICO3AIKCHIO, O YeM TPpaKJIaHe YBEIOMIIIOTCS 10 Hayasia mpuema.

6.23. Kpatkoe comepkaHuEe YCTHOTO OOpaimieHus, AOHKHOCTh W (haMUIIHsSI
JINIA, OCYIIECTBIISIIOIIETO MPHUEM, PElICHUE, MPUHATOE MO YCTHOMY OOpaIieHUIO
3aHOCUTCS B KapTOUKY JIMYHOTO TIpHeMa rpakaannHa (mpunoxerue Ne 8.2).

B xome nu4HOTO TmpHieMa 3asBHUTEICM TaKXKE MOXKET OBITh IOJIaHO
oOparieHre B MHUCBMEHHOW (opMe, Ha KOTOpOE€ JMdaeTcs IHMCbMEHHBIA OTBET
B CPOKH, YCTAHOBJICHHBIC ISl PACCMOTPEHHS COOTBETCTBYIOIINUX OOPAIICHHM.

Ecnu o6cTosTenbcTBa, N30KEHHBIE B YCTHOM OOpaIleHuH B XOJ1€ JTUYHOTO
npuemMa, TpeOYIOT MPOBEPKH, Ha TaKoe OOpalleHHe AAcTCS MUChbMEHHBIA OTBET
B CPOKH, YCTAHOBJICHHBIE ISl PACCMOTPEHHSI COOTBETCTBYIOIIUX OOPAIICHHA.

B xome mTuYHOTO TIpreMa 3asBHTEII0 MOXKET ObITh OTKA3aHO B JATbHEUIIIEM
paccMOTpEeHUU OOpallleHusl, €ClIu €My paHee ObLI JaH OTBET MO CYIIECTBY
MOCTaBJICHHBIX B 0OpaIEHUH BOTIPOCOB.

B ciydae rpy0oro, arpecCHBHOTO TTOBEACHUS 3asIBUTENS TIPHEM MOXKET OBITh
npekpamieH. [Ipu HEOOXOIUMOCTH MOXKET OBITh BBI3BAaH COTPYIHUK OXPaHBI
WIH TIPaBOOXPAHHUTEIBHBIX OpraHoB. HMHpopMaiuss o TMOBEACHHH 3asBHTEISA

OTpa)kaeTcs B KypHase yyerTa.
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6.24. Ilepenanubpie Ha JUYHOM NIpUEME OOpaIlleHUs B MUCbMEHHOUN (dopme
PETHCTPUPYIOTCS M PACCMATPUBAIOTCS B YCTAHOBJIEHHOM JIJII COOTBETCTBYIOIIHMX

oOpalleHui MmopsiaKe.

7. Oco0eHHOCTH PAadOTHI € JIOKYMEHTAMHM, COACPKAIMMHU CJIYKEOHYIO
HH(OPMALHMIO OTPAHNYEHHOTO PACIIPOCTPAHEHUS
(c momeTkoi «JJ151 CIIyKe0OHOT0 MOJIb30BAHUD))

7.1. OcobenHocT pabOThl C JIOKYMEHTaMH, COJEPKAIUMU CIIYKEOHYIO
uHGOPMAIMIO OTPAHUYEHHOTO PaCIPOCTPAHEHUS.

7.1.1. K cuyxebHOl wuHGOpPMAIIMK OTPAHUYCHHOTO PaCHpPOCTPaHEHUS
OTHOCUTCS HECEKpeTHas HH(pOpMalus, HE3aBUCMMO OT BHJA €€ HOCUTENS,
OTpaHUYCHMsI HAa pPACHpOCTpaHEHUE KOTOPOM JIUKTYIOTCS €€ CIy>KeOHOil
HEO0OXOIUMOCTBIO.

7.1.2. Heo6xomuMoCTh ~ TIpOCTaBICHHA TOMETKH «Jlig  cimy:keGHOTO
nosib3oBaHus» (nanee — «JICII») Ha mgoKymMeHTaX W W3JaHUSAX, COJEPKAIIUX
CIIy’)K€OHYI0O HH(OpPMALMIO OTrPAaHUYEHHOTO PACHpPOCTPAHEHUs, OIPEACIIIEeTCS
npescenarenemM TEPPUTOPUATBHON KOMHCCHH, MOAMKUCHIBAIOIIUM
WM YTBEPKAAIOITIM JTOKYMEHT.

JIOJKHOCTHBIE JIMIIA, MPUHSBIIME pEIIeHHEe 00 OTHECEHUHW CIIyKEOHOU
uH(MOpPMAITUH K pa3psy OTPaHUYECHHOTO PACIPOCTPAHEHUSI, HECYT MEPCOHATBHYIO
OTBETCTBEHHOCTh 32 00OCHOBAHHOCTH NMPUHSATOTO PEILICHHUS.

7.1.3. TTometka «JICII» m HOMEp SK3eMIUIsApa MPOCTABISIOTCS B IMPaBOM
BEpXHEM YIUIy TIEPBOM CTpaHUIBI JOKyMEHTa (B cllydae HEOOXOIUMOCTH —
U ero IMpOEKTa), COJACPKAIIECTO CIYXeOHYI0 HWHPOPMAIUI0O OrPAHUYCHHOTO
pacnpocTpaHeHus, Ha 00JIOKKE U TUTYJIHLHOM JIUCTE U3JIaHUA, a TAKXKE Ha MEePBOU
CTPaHUIIE COMPOBOJUTEILHOTO MUChMa K TaKUM JoKyMeHTam. [Ipu moaroroBke
nokymenta cpeactBamu IIJI momerka «ICII» mpocTaBisieTcss Ha 3JIEKTPOHHOM
mabsoHe OJaHKa TOKyMEHTA.

7.1.4. Pabota C JAOKyMEHTaMH, COJEPKAIIUMU CIYKeOHYI0 HHGOpPMAIIUIO

OTPAaHUYEHHOr'0 PAcCHpOCTPAHEHUS, B TOM YHUCJE UX HPHUEM, YUET (perucrtparus),
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OCYILIECTBIISIETCS B MOPSAJKE, YCTAHOBJIEHHOM i1 HECEKPETHBIX JIOKYMEHTOB,
C y4eToM OCOOEHHOCTEH, M3IIOKEHHbIX B HacrosmieMm pazaene. I[lpu stom
K PEriuCcTpalluOHHOMY HOMEpPY JOKyMeHTa go0asisiercs: momeTka «JCIDy».

7.1.5. lokymentsl ¢ nometkoi «JICID» peructpupyrorcst (yYUTBHIBAIOTCS)
BMECTE€ C JPYrMMU HECEKPETHbIMU JOKYMEHTaMHu. B perucrpanmoHHO-y4eTHOU
dbopme npousBoautcs 3anuch «ICID».

7.1.6. CkanupoBaHue, KONMUPOBAaHHWE (THPAXKUPOBAHHWE)  JTOKYMEHTOB
c nometkoi «JICII», a Takke pazMelieHue Ux Mpu ocyuiecTBIeHUU padboTsl B [1]]
MPOU3BOUTCS TIpesceaTesaeM (CeKkperapeM) TEeppUTOPUaTbHON KOMHUCCHM JIOO
pabOTHUKOM  amnmapara, OTBETCTBEHHbIM 3a BEJEHUE JEJONPOU3BOICTBA
C HMX NHMCBMEHHOTO pa3pelICHUs, NPHU 3TOM OCYIIECTBISIECTCA Yy4YeT KaKIOoro
AK3EMIUISIPA YKa3aHHBIX JOKYMEHTOB.

7.1.7. lokymentel ¢ mnoMetrkort «JICII» Ha OymaxHOM HOCHUTENE
nepenarTcs noJ noanuck. IIpu HampaBiaeHuM HOKYMEHTOB ¢ nmoMetkou «JICID»
cpeactBamu [IJI B PYK mpocraBnsiercss COOTBETCTBYIOIINNM YPOBEHb JIOCTYyIa
K JJOKYMEHTY.

7.1.8. Joxymentsl ¢ mometkon «JICII» HampaBisioTcs B Apyrue OpraHbI
W OpraHu3aluu opraHamu QeaepanbHON (enpaberepckor CBs3U, CIyKO00H
CHeIUaIbHON CBsI3H JIMOO HApOouHBbIM. [Ipu HanmpaBiIeHUN JOKYMEHTOB C TOMETKOMN
«ICII» cpenctBamu I1J] B IIUK Poccun, @M npu LUK Poccum, PLHOUT
npu [IUK Poccum, Cankr-lIletepOyprckyto u30upaTelibHyl0  KOMUCCHIO,
n30UpaTesbHbIC KOMUCCHU CyOBEKTOB Poccuiickoit denepanuu,
TeppuTOpHANIbHBIE KOMHCCUU B PYK mpocraBisieTcs COOTBETCTBYIOIIMN YPOBEHD
JIOCTyIA K JOKYMEHTY. 3amnpeliaeTcs nepeiaBarh JOKYMEHThI ¢ moMeTkon «JICII»
M0 HE3aIUIIEHHBIM KaHaJlaM KOMITbIOTEPHO-MOAEMHOM U (PAaKCUMUITILHOM CBSI3H.

JokymenTtbl ¢ nomeTtkon «JICID» pacchuiaroTcsi HECKOIBKMM ajipecaram
COrJaCHO CIIMCKY pAacChUIKA, B KOTOPOM HANpOTHUB KaXJOro ajpecara
IIPOCTABIISIETCSI HOMEP DK3EMILUIAPA OTIPABIAEMOTO JOKyMeHTa. CIHCOK PacChUIKU

MOJIUCHIBACTCS MIPEACEIATENIEM TEPPUTOPHUATIBHON KOMUCCHH.
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7.1.9. Ucnonnennsie nokymeHThl ¢ mnomeTkor «JICID» dopmupyrorcs
B JieJla, B TOM YHCJE 3JEKTPOHHbIE, B COOTBETCTBUM C HOMEHKJIATypOH Jedl.
JIOKyMEHTBI TpYNIIUPYIOTCS B J€la BMECT€ C JPYTMMH HECEKPETHBIMHU
JOKYMEHTaMU 1O OAHOMY U ToMy ke Bompocy. I[lpu dopmupoBanun nena
Ha OyMa)XHOM HOCHUTEJE B IMPABOM BEPXHEM YINIy OOJIOKKH Jena, B KOTOPOe
MTOMEIIEHBI TAKHE TOKYMEHTHI, pocTaBiisieTcst moMeTka «JJCID».

7.1.10. HoxymenTtsl ¢ momeTkoit «JICII» Ha GymMaKHOM HOCHTENE XpaHSITCS
B 3aKPBIBAIOIINXCS MIKa(ax.

7.1.11. YHuuTOXEeHue aei, TOKYMEHTOB U u3faHui ¢ momeTkor «JICIIy,
YTPAaTUBIIMX CBOE IMPAKTUYECKOE 3HAYEHUE M HE HMEIOLUX HCTOPUYECKON
U HAay4HOM IICHHOCTH, TPOU3BOJUTCA MO aKTy YCTAHOBJICHHOH (OpPMBI
C YKa3aHUEM HOMEPOB IK3eMIUISIpOB (mpuiioskeHue Ne 16).

7.1.12. Pemenne o cuatuum momeTku «JICID» ¢ moxkymeHTa mNpuUHUMAaET
JOJKHOCTHOE JIUMIO, TOAMNKUCABILIEE UM YTBEPAUBILIEE TOKYMEHT.

Cuatue nometkn «/ICII» ¢ mpuCIaHHOTO B TEPPUTOPHUAIBHYIO KOMUCCHIO
JIOKyMEHTa MOKET OBITh IPOU3BEACHO TOJBKO MO COMIACOBAHUIO C OpraHHU3aIlueH,
HaIlpaBUBILIEH TOKYMEHT.

Cusatue nometrku «/ICID» ¢ mokymeHTa TPOU3BOAUTCS TMPEACENATENEM
(cexkperapeM) TEppUTOPHAIBLHONM KOMHCCHHM JIMOO pPabOTHUKOM armrapara,
OTBETCTBEHHBIM 3a BEJICHHE JEJONPOU3BOACTBA HA OCHOBAaHUM IMHCbMEHHOTO
YKa3aHUs JOJDKHOCTHOTO JIMIA, NPUHSBIIETO Takoe peimieHue. [lpu cHsATUM
nometkn  «JICI» Ha goKyMmMeHTax, Jeilax WM HU3JaHusIX, a Takke
B PErHCTPALMOHHO-YYETHOU (hOpME IeNat0TCsl COOTBETCTBYIOLINE OTMETKHU.

O cusatun nometrku «JCII» yBemomiroTCS BCE aJpecaTbl, KOTOPBIM
JIOKYMEHT HamNpaBJsics, TM00 opraHu3aliys, ero HarpaBUBILIAs.

7.1.13. B cnyyae yTparbl 1€, JAOKYMEHTOB WM H3JAaHUM C IMOMETKOU
«ICIl» nmbo pasrnamieHusi cojepkamieicss B HUX HHGOPMAIMM Ha3HA4YAETCS
cly’)keOHasi MPOBEpKa, O pe3yjbTaTaX KOTOPOW [OKIIAJbIBACTCS MpeceAaTellto

TEPPUTOPUAIIBHON KOMUCCHH.
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O6 ytpare nen, JOKyMeHTOB M u3fgaHuii ¢ momeTkor «JICID» cocraBnseTcs
aKT, HA OCHOBAaHWUU KOTOPOTO JEIAITCA COOTBETCTBYIOIIME OTMETKH B YYETHBIX

dbopmax.

8. IloaroroBka, opopmiieHHE, BIMYCK, Y4eT IOKYMEHTOB,
paccMaTpuBaeMbIX Ha 3aceJaHUSIX TEPPUTOPHATbHONH KOMHCCUH

8.1. ®opmupoBaHUE MPOCKTA MOBECTKU MHS 3aCENaHUS TEPPUTOPHATBHON
KOMUCCHHU.

8.1.1. [IpoekT mMOBECTKM JHS 3acelaHusl TEPPUTOPUAIBHOW KOMHUCCUU
dbopmupyeTcsi 3a0JaroBpeMEHHO Ha OCHOBAaHWU IUJIAHOB PabOThl U PEIICHUI
TEPPUTOPUAIIBHON KOMHUCCUHU (Jajiee — PEIlIeHUi), MOPYUYEHUN Mpejceaaresns
TEPPUTOPUATHLHOU KOMHUCCHUHM, MOCTYIUBIINX JOKYMEHTOB M, MOCJIE COrIaCOBAHUS
C TpelacenaTeneM TEePPUTOPUATIBHONM KOMHUCCHUU MOAMNKMCHIBAETCS CEKpETapeM
TEPPUTOPUAIIBHON KOMUCCHH.

Takke TPOEKT TMOBECTKU [IHS 3acEelaHusi TEPPUTOPUAIBHOU KOMUCCUHU
MOXET (opMupoBaThCsi UM corjiacoBbiBaThest cpenactBamu  [IJI w  mocne
COrJIacOBaHMUs IMpEAceNaTeeM TEPPUTOPUATBHON KOMHUCCUHM COTJIACOBBIBACTCS
CEKpeTapeM TePPUTOPUATBLHON KOMUCCHUU J1JISI BRIHECEHHUS Ha 3ace/laHue.

8.1.2. UneHsl TeppUTOPHAIILHON KOMHCCHHM BIpPaBe MPEAJIOKUTh BHECTHU
B TMOBECTKY JIHSI 3acelaHusi BOIPOCHI, HE MPEAYCMOTPEHHbIC IJIaHAMU PaOOTHI
U pCEUIEHUSMU TEPPUTOPUAILHOW  KOMHUCCHH, TPU  YCJIOBUM  HAIWYUS
MOATOTOBJIEHHBIX IO 3TOMY BOIIPOCY IOKYMEHTOB.

JlaHHbIE BOMPOCHI BKJIIOYAIOTCS B TMPOEKT TMOBECTKH [HSA 3acelaHus
TEPPUTOPUAIBHOM  KOMHUCCUM  TPU  TUCBMEHHOM  OOpalieHud  4jeHa
TEPPUTOPUAIPHOM KOMMCCHUHU, IO HHHUIMATUBE KOTOPOTO BOMPOC BBIHOCUTCS
Ha 3acelaHue, Ha UMs TpeacenaTess TEPPUTOPUATBLHON KOMHUCCHH, B KOTOPOM
YKa3bIBAIOTCS HAWMEHOBAaHWE BOMPOCA, JOKIATYMK M JaTa Mepeladd MpPOeKTa
pelIeHUsT B COOTBETCTBMU C MYHKTOM 8.2 M MaTEpUAIIOB K HEMY CEKpETapro

TEPPUTOPUAIIBHON KOMUCCHH.
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8.1.3. CornacoBaHHblid € TMpeAcenareyieM TEePPUTOPUAIBHON KOMHCCHH
Y MOJNIMCaHHbIN (coriacoBaHHbIN cpencTBamu [1/]) cekperapem TeppuTOopUabHON
KOMHCCUU TIPOEKT TIOBECTKM [HA 3aCENaHUsl TEPPUTOPUATIBHON KOMUCCUU
TUPAXKUPYETCS I PACCHUIKH YJIEHAM TEPPUTOPHUATIBHON KOMUCCHUU.

[IpoekT TOBECTKM JHS  3acelaHusl TEPPUTOPUATBLHOM  KOMHCCHH
pasmemiaercs Ha  OQUIMATIBLHOM  CallTeé  TEPPUTOPHAIBHOM  KOMHUCCUU
B UHdpopManmoHHO-TETEKOMMYHHUKAIIMOHHOW ceTH MHTEepHET B  CpOKH,
yCTaHOBJICHHbIE PermaMmeHToM TeppuTOpUaIbHON KOMUCCHH, a TAKKE MOXKET OBITh
pa3ociiad 4jeHaM TEPPUTOPUAIIBHOW KOMUCCHHM Ha YKa3aHHBIE UMM 3JIEKTPOHHBIC
IIOYTOBBIE aJIpeca.

8.2. IlonroroBka JOKYMEHTOB IO BONPOCaM, BKIIOUYEHHBIM B TPOEKT
MOBECTKH JTHS 3aCE€IaHHs TEPPUTOPUATIBHON KOMUCCHUU.

8.2.1. JlokyMeHTBI 1O BOMpPOCAaM, BKJIIOYCHHBIM B TMPOEKT MOBECTKH IHS
3acellaHus TEPPUTOPUAIBHOM KOMHUCCHUH, TOTOBSITCA pabO4YUMH TpyIIaMu
TEPPUTOPUATHHOM KOMHCCHH, npejceaaTeaeM (cexperapem),
aMb0 MO WX TOPYYCHHIO HWHBIMH WICHAMH TEPPUTOPUATLHON KOMHUCCHUH,
32 KOTOPBIMH 3aKpeIUIEHbl COOTBETCTBYIOIME HANpPABICHUS JEATEIBHOCTH,
C TMpUBIECYEHUEM, B Ccllydyae HEOOXOAMMOCTH, pAOOTHUKOB  ammapara
TEPPUTOPUATBHON KOMHCCUU U IPYTMX CHELHMATUCTOB (JOKYMEHTHI IO BOIpOCaM,
BKJIFOYEHHBIM B IMPOEKT MOBECTKH JHS 3acellaHds TePPUTOPUATIBLHON KOMHCCHUH,
MOTYT TOTOBUTBCS U COTJIACOBBIBATHCS cpencrBamu 11/1).

8.2.2. [IpeacraBnsieMbie K PacCMOTPEHHUIO JOKYMEHTHI JOJKHBI BKIIIOYAThH
O3arJIaBJICHHbI MPOEKT pELICHUS C MNPUOOIIEHHBIMA K HEMY MOIJUHHUKAMHU
JIOKyMEHTOB (B TOM 4YHCJI€ pacleyaTaHHbBIMH KOIMHUSMH JIOKYMEHTOB,
NOCTYNUBIIUX/TIOATOTOBJICHHBIX B DJIGKTPOHHOM  BHJE),  MOCITY>KHUBIIHX
OCHOBaHHWEM [JII PACCMOTPEHHUS BONpPOCA HA 3acedaHud TEPPUTOPHUATBHOU
KOMHUCCHH, JIMOO MPOEKT MHUCHbMA, MOMAJIEKAIIEr0 COTJIaCOBAaHUIO Ha 3acelaHuu
TEPPUTOPUAIBHOM KOMHUCCHUU, TPU HEOOXOIUMOCTH — MOSICHUTEIBHYIO 3aMUCKY

[0 pacCMaTPUBAEMOMY BOMPOCY.
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8.2.3. IIpoeKThl JOKYMEHTOB (BKJIFOYAsl MPUIIOKEHHUS ), TIPEICTABISIEMbIC JIJIsI
pacCMOTpEHHs Ha 3aceJaHud TEPPUTOPUAIBHOW KOMHUCCHUH, BHUZHPYIOTCA
UCIIOJIHUTENIEM ¢ WICHOM TEPPUTOPUATIBHOM  KOMHCCHHM, OTBETCTBEHHBIM
32 MOATOTOBKY JIOKYMEHTa, KaK Ha OyMa)KHOM HOCHTEJNE, TaK U B JIEKTPOHHOM
Buje cpeacreamu [1/1.

[IpoekThl JOKYMEHTOB (BKJIOYasi MPHIIOKEHHS), COJIEpKAlUe BOMPOCHI
¢uHaHcHpoBaHUs  BBIOOPOB  (pedepeHayMoB), (UHAHCOBOIO  OOecreueHus
TEKylIeH AEeSTENbHOCTU TEPPUTOPUATBHOM KOMHMCCHH, B 00s3aTEIHHOM MOPSIKE
BU3UPYIOTCS TJIaBHBIM OYXTalTEPOM TEPPUTOPUATHHON KOMHCCHH.

Bu3bl 1npocTaBisAOTCS B KOHIIE TEKCTa IPOEKTa peleHus Jmbo
Ha OOOpPOTHOM CTOpPOHE HOCIEAHEr0 JUCTa MPOEKTa JIOKyMEHTa (BKJIIOYas
NPUJIOKCHUS) TIO0 yCTaHOBIEHHOH ¢opme (mpuioxenne Ne 9). Kaxaprii muct
NPUWIOKEHUST BUBUPYETCS UCIIONHUTENIEM. Bu3a mpocTaBiiseTcsi B IpaBOM HUKHEM
yIi1y Ha CBOOOJHOM IOJI€ CTPaHMIIbI IOCIE TeKCTa IM00 Ha 000POTHON CTOPOHE.

IIpr mOATOTOBKE M COTIACOBAaHMUM IMPOEKTOB TOKYMEHTOB cpencrBamMu [1/]
JUCT COTJIACOBAHUS pacleydaThIBAacTCs U MPUOOIIaeTCsa K MOUIMHHUKY TOKYMEHTA.
[Ipy HeoOXOAMMOCTH TOJYyYEHHsS] BHU3bl JODKHOCTHOIO JIMLA Ha JIMCTE
COIJIaCOBaHUS JIOKYMEHTA, MOATrOTOBJICHHOTO cpelicTBaMU /1,
OH pacIieyaThIBAECTCs, EPENAETC BMECTE C IPOEKTOM JIOKYMEHTA HA BU3UPOBAHUE
COOTBETCTBYIOILIEMY JAOJKHOCTHOMY JIUILY.

8.2.4. icnonauTens obOecnedynBaeT KOMINIEKTHOCTh BCEX JIOKYMEHTOB,
0003HAYEHHBIX KaK B IPOEKTE PEIICHUS, TaK U B MPUIIOKEHHUIX K HEMY.

8.2.5. Ilocne mpocmoTpa, a B HEOOXOIMMBIX CITy4asX — BHECEHHsI TOTPABOK,
CEKpeTapb TEPPUTOPUATILHOM KOMUCCUU Ha MOATOTOBIECHHBIX U 0(OPMIICHHBIX IS
paccCMOTpEHMs] Ha 3acellaHMM TMPOEKTaX JIOKYMEHTOB JIeJlaeéT  OTMETKY
«Ha 3acenanue», cTaBUT MOANKCH U AaTy (MpocTaBisieT oTMeTKy «Ha 3acenanue»
cpeactBamu IIJI) m mepenaer (HampasisieT cpeactBamu [1/]) Bech KOMILIEKT
JOKYMEHTOB ISl TUPAXUpPOBaHUS pPaOOTHUKY ammapara, OTBETCTBEHHOMY

34 BCACHHUC ACIOIIPONU3BOJACTBA.
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8.2.6. JIokyMeHThI K 3aceJaHWI0 MOTYT HAIPaBIATHCS IO MPOChOE UJIEHOB
TEPPUTOPUATBHON KOMHCCHM Ha yKa3aHHbIE UMH 3JIEKTPOHHBIC MOUTOBBIC ajpeca
W/WIHA TIepeaBaThCsl UM TIEpe]] HayaJoM 3ace/laHus, a JIMIaM, TPUTIIAIICHHBIM
Ha 3acelaHue, MaTepHajdbl MO BOMNPOCY, HA KOTOPBIM OHM MPUIJIAILICHBI,
nepealoTces epe]] HauajaoM 3acelaHusl.

[Tamkn ¢ AOKyMEHTamH, TOJUICKAIIMMH PACCMOTPEHHUIO B COOTBETCTBUU
C MPOEKTOM TOBECTKU JHS 3aceJaHUsl TEPPUTOPUATHHON KOMHCCHUU, KOMILIEKTYET
U pa3laeT WieHaAM TEPPUTOPHAIBLHOW KOMHCCHHU TIepel HadajioM 3aceaHwsl
paboOTHUK anmapara, OTBETCTBEHHBIN 32 BEJICHHUE JICTIONPOU3BOICTBA.

8.2.7. Ilepen HauanmoMm 3acenaHusi paOOTHHK amnmapara, OTBETCTBEHHBIH
3a BEJIEHUE JEJIONPOU3BOJCTBA, JMOO CEKpeTapb TEPPUTOPUAIBLHOM KOMMCCHUH,
PETUCTPUPYIOT UJIEHOB TEPPUTOPHAIBHON KOMHCCHH C TIPaBOM PEIIAOIIErO
rojioca, MPUCYTCTBYIOMIMX Ha 3aCeaHWW W TPUTIIAICHHBIX HAa 3aceJaHue JIHII,
CIHMCOK KOTOPBIX MPEICTABISAETCS NMPEACEAATENIO TEPPUTOPUATBHON KOMUCCHU.

8.2.8. Ha 3acemanmm TeppuUTOpUATBHON KOMHCCHU BEAETCA IPOTOKOI
U MOKET IMPOM3BOJUTHCS ayJuo3amluch (BHIe03amuch). B ciyuae mpowusBojcTBa
ayJMo- WU BUJEO3AMKCH WICHBl TEPPUTOPUATHHON KOMHUCCHUU U TPUTIIAIICHHBIC
YBEJIOMJISIFOTCSL 00 3TOM JI0 OOBSBIICHUS ITOBECTKU JTHS 3aCEaHUs.

8.3. BhInyck JOKYMEHTOB, pACCMOTPEHHBIX Ha 3aCEJaHUU TEPPUTOPHATBHON
KOMUCCHH.

8.3.1. JlokyMeHTBI, pacCMOTPEHHBbIE Ha 3aceAaHUM TEPPUTOPHAIBHOU
KOMHUCCHH, B CIy4yae, €CJIM B XOJI¢ 3acellaHusl BHOCUJIMCh WU3MEHEHUS, IOJDKHbI
OBITh 10pabOTaHBbI, a 3aT€M MOAMUCAHBI, 3aPETUCTPUPOBAHBI 1 PA30CIIaHBI.

8.3.2. Cpok 1opabOTKU TOKYMEHTOB HE JOJDKEH MPEBBIMIATh TPEeX pabodmx
JTHEW T1ocie JHS 3acefaHusi, €ClIM WHOM CpOK He ompefeneH GdeaepalbHbIM
3akoHOM wW/miu 3akoHOM CankTt-IlerepOypra, periiaMeHTOM TeppUTOpUATHLHON
KOMUCCHH UJIM HE OTOBOPEH Ha 3ace/laHuu.

8.3.3.Ilpu nmopaboTke JOKyMEHTa WCIOJHHUTEIh BHOCUT B  TEKCT
COIJIaCOBaHHbIE B XOJ€ 3acelJaHuss u3MeHeHus. B ciyuae mnpussITHS

TEPPUTOPUAIBHOM  KOMHUCCHUEH  pemieHuss O  HEOOXOJMMOCTH  KOHTPOJIA
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32 BBIIIOJIHEHUEM pELIEHUsI €ro TEKCT JOMOJHSAETCS IYHKTOM, B KOTOPOM
HA3HAYAIOTCS JINIIA, OTBETCTBEHHBIEC 32 UCTIOJHECHNUE.

8.3.4. JlokyMeHT, mMoJjIexKaluid TOAMUCAHNIO (BKJIIOYasl TPUIIOKEHUSA),
MOATOTOBJICHHBIH Ha OyMaXXHOM HOCUTEJNE, BHU3BHPYETCS HUCIOJIHHUTEIICM,
OTBETCTBEHHBIM 32 €0 MOATOTOBKY.

JIOKyMEeHTBI (BKITIOUAst MPUIOKEHUS), cojiepxariue BOIPOCHI
¢buHaHCHpOBaHUS BHIOOPOB, (PMHAHCOBOTO OOECMEUYEHHs TEKYIIeH NeATeIbHOCTH
TEPPUTOPUATBHON KOMHUCCHHM, B 00S3aTEbHOM IMOPSAKE BU3UPYIOTCS TJIaBHBIM
OyXTanTepoM TepPUTOPUATBHOM KOMHUCCHH.

JIOKyMEeHT,  TIOJJIeKAIMK  MOANHCAHWIO  (BKIIOYAs  TPHUIIOKCHHS),
corjacoBaHHbli cpeactBamu [1J[ u mpuHATHIM 0e3 W3MEHEHUN Ha 3aceJaHuu
KOMHCCHH, pacredaThIBacTCsl HA COOTBETCTBYIONIEM OJIaHKE, K HEMY ITPHOOIITASTCS
JUCT COTJIACOBAaHMS, 3aTE€M JOKYMEHT TPEICTaBISICTCA Ha TOJIUCH CEKpeTapio
U TIpeJICeIaTEeNI0 TEPPUTOPUATIEHON KOMUCCHUH.

JlopaboTKka W cOTJIacOBaHHWE JOKYMEHTOB, PACCMOTPEHHBIX Ha 3aceIaHUuU
KOMHUCCHUH, MOKET OCYIIECTBIATHCS cpeacTtBamu [1]].

Bu3b1 poCTaBISIOTCS aHATIOTUYHO TOPSIKY, YKa3aHHOMY B a03aIle TPEeThbeM
nyHkra 8.2.3.

[Ipr moAroToBKE M COIIACOBAHUMU IPOEKTOB JOKYMEHTOB cpenctBamu [1/]
JIUCT COTJIACOBAHMS MPHOOIIACTCS K TOIJTMHHUKY JOKYMEHTA.

8.3.5. PabGoTHuK ammapara, OTBETCTBEHHBIN 3a BEJCHHUE JCIIONPOU3BOJICTBA
CIEIUT 32 KOMIUIGKTHOCTBIO TMpHJaraéMblX K PEHICHUI0 JOKYMEHTOB
W pacrojaraetT Ux B TOW ITOCJICIOBATEILHOCTH, B KOTOPOW OHH YITOMHHAIOTCS
B TEKCTE.

8.3.6. Ecniu Bompochl, coiepkamuecs B PEUICHUH TEpPUTOPUATIBLHOU
KOMHCCHH, KacaloTCsA JEATCIbHOCTH OJHOW WM HECKOJbKHX CTOPOHHHUX
OpraHu3anuii, K JOKyMEHTY TMpUaraeTcs JHUCT COTJACOBaHUSA, B KOTOPOM
YKa3bIBAIOTCS HAMMEHOBAHUE OPTaHU3AIliH, AOJKHOCTHh, MHUITUAIBI W (HaMUITUS
JOJDKHOCTHOTO JIMIA, C KOTOPBIM 3TOT JOKYMEHT COTJIACOBAaH, W CTaBUTCS

€ro coOOCTBEHHOpYYHas MOAMKUCH.
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CornacoBanue MOXeT OGOPMIISITBCS HA TMOCJHEIHEM JIUCTE peUIeHUs
TEPPUTOPUAIIBHON KOMUCCHH.

8.3.7. K opopMIIeCHHOMY PEIICHHIO TEPPUTOPHATBLHON KOMHUCCHUU PaOOTHUK
amnmaparta, OTBETCTBEHHBIH 3a BEACHUE JEJONPOM3BOJACTBA, TOTOBHT OTYET
O pacchUIKE IO COOTBETCTBYIOLIUM aJpecaTaM M pPa3MEIICHUU pPELICHHM
TEPPUTOPUATBHON KOMHCCHU Ha oduimanibHoM caiite (mpuiokenue Ne 10).
Cnucok JOJKHOCTHBIX JIMI[ (OpraHu3anuil), KOTOPbIM HAalpaBiIIETCS pELICHUE
TEPPUTOPUATBHON KOMUCCHUH, MOXKET ObITh OJTOTOBIIEH cpenctBamu T1/1.

B cnmcok BKIIIO4arOTCs AMIa, KOTOphIe OyAYT 3a/1eiCTBOBaHbI B peanu3aliu
NPUHATOTO  JOKYMEHTa  WJIM  JIOJDKHBI ~ OBITh  TPOWMH(OPMHPOBAHBI
0 €ro COJIEP>KaHUU U KOTOPHIM ATOT JJOKYMEHT JIOJKEH OBITh pa30CiaH.

CHucoK pacChUIKM JTOKYMEHTOB IMOJANUCHIBACTCS PaOOTHHUKOM ammnapara,
OTBETCTBEHHBIM 3a BEICHHE JCIONMPOM3BOICTBA M YTBEP)KIACTCS IMpeaceaaTesieMm
TEPPUTOPUATBHON KOMHUCCHH.

8.3.8. OpopmieHHBIII KOMIUIEKT JOKYMEHTOB (peIieHHe, 00O03HAYCHHBIC
B €ro TEKCTe TMPUJIOKEHHUs, CIHUCOK pacChUIKK) paOOTHUK ammapara,
OTBETCTBEHHBIM 32 BEJIEHUE JCIONPOU3BOACTBA, TEpeaeT Ha MOJIMHUCH
IpeceaaTeNIo U CEKPETapIo TePPUTOPHATEHON KOMUCCHH.

8.3.9. Pemenne  moamuchIBaeTCA — TpeAcenaTreieM = M CeKpeTapeM
TEPPUTOPUATIBHON KOMUCCHH.

Ecnu Ha 3acemanuu TeppUTOPUATBHOW KOMHCCHH TIPENICEIATEIHCTBOBA
3aMECTUTENIb  TpeAcCeNareiis  TEPPUTOPHAIBHOW  KOMHCCHH,  CEKpeTapb
TEPPUTOPHATBHON KOMHUCCHH WJIM OJUH M3 WICHOB TEPPUTOPHAIBHONW KOMHCCHU
C TMPaBOM PEIIAIIIET0 TO0JI0Ca, a TakKKe eClId TOJHOMOYHUS CeKpeTaps
TEPPUTOPHATBHOH KOMHCCHH OCYIIECTBIIST OJWH W3 WICHOB TEPPHUTOPHATBHOU
KOMHUCCHH C TIPaBOM PEIIAIOIIETO Tojoca, TO TOAMUCH B MTPOTOKOJIE, Ha PEIICHUH
o(pOpMIIAIOTCS CIEAYIOUIMM 00pa3oM:

«3amecTuTens Tpeacenareiss TEPPUTOPUATHLHOM KOMHUCCHUW» —B CIlydae

BPEMEHHOI'0 OTCYTCTBUS MPEICEAATENS TEPPUTOPUATBHON KOMUCCHUY;
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«Vcnonustronnii 00s13aHHOCTH TIpesiceaTelIsi TEPPUTOPHATIBHON KOMHUCCUM —
npu Hamnuuu pemeHus Cankr-IlerepOyprckoil  M30MpaTeNbHON  KOMHUCCUU
O BO3JIO)KCHHHM Ha OJHOIO W3 WICHOB TEPPUTOPUAIBHONM KOMMCCHM C IIPaBOM
pELIAIONIEro To10ca MOJIHOMOYHM MpeAceaaTelis TEPPUTOPHATBHON KOMUCCHH;

«IIpencenaTenbCTBYIOMMI Ha 3acCE€JaHUU TEPPUTOPUATIEHOM KOMUCCHUN» —
B CJIy4yae BPEMEHHOI'O OTCYTCTBHMS IIpelicenareis, 3aMECTHUTENs Ipeacenarelis
TEPPUTOPUAIIBHOM KOMHUCCHHM, OTCyTcTBUs pemeHus Cankr-IletepOyprekoi
n30UpaTeabHOM  KOMHMCCHHM O  BO3JIOKEHUMM  IIOJIHOMOYHMI  Ipejcenarens
TEPPUTOPUAIIBHONM KOMHUCCUM Ha OJHOTO U3 WICHOB TEPPUTOPUAIBHOW KOMHUCCUU
C MPaBOM pEIIAIOLIEr0 ToJ0ca W MPU HAIWYUU PEUIEHUS TEPPUTOPHATIBHON
n30upaTeabHON KOMUCCHH;

«Mcnonusomuii 00I3aHHOCTH CEKpeTapsi TePPUTOPUATIBHOM KOMUCCHID —
B Cllydae HaJIW4yus peuieHus TeppUTOpHalbHOW KOMHCCHMM O BO3JI0KEHUU
IIOJIHOMOYMM CEKpeTapsi TEPPUTOPHUAIBHONM KOMHMCCHMM Ha OJHOIO M3 YICHOB
TEPPUTOPUATIBHON KOMHUCCHH C ITPABOM PEILIAIOIIEr0 roJIoca.

«Cekperapp  3acefjaHusl  TEPPUTOPUAIBHOM  KOMHUCCHUM» —B  ClIydae
BPEMEHHOT'O OTCYTCTBHUSI CEKpeTapsi M30MpaTebHOM KOMHCCHUM M NpPU HATUYUHU
pELIeHUs] TEPPUTOPUATLHON KOMUCCHUU.

8.3.10. ITocie monmucaHuss pENICHWS PETHCTPUPYIOTCS B JKypHaie
perucTpaluy penieHuii, B KOTOPOM MPEeAYyCMaTPUBAIOTCS: MOPSIAKOBBIM HOMED,
JaTa TPUHATHSA PELICHHs, PETUCTPALMOHHBIA HOMEp, COAEpP’KaHWE PpEILEHUs
Y HOMEp JIeJ1a XPaHEHMUS.

8.3.11. Pemienuss HymMepyroTCsS B XPOHOJOTUYECKOW TMOCIIEI0BATEIHLHOCTU
B npeaenax CpoKa MIOJTHOMOYHUI TEPPUTOPUATIBHOMN KOMHUCCHH.
Homep pemeHuss TeppUTOpHAIbHOM KOMHMCCHUM COCTOMT W3 HOMEpa IMPOTOKOJa
3ace/IaHus M MOPSIKOBOrO HOMEpa Bompoca, (Hanpumep: 1-5).

8.3.12. Yka3zaHHbI€ BbILIE PEKBU3UTHI BHOCATCS B PETUCTPAIIMIOHHO-YUYETHYIO
dopmy. B ciydae ucnonszoBanus [1J[ k PYK npuxpemnisercss TeKCT TOKymMeHTa
B opmate docx (muist Tabnmir qonmyckarotes (aiinbl popmara XISX) v 37eKTPOHHBIIH

o0Opa3 gokymeHTa B (hopmare pdf (mpu HEOOXOIMMOCTH), a TAKXKE JIeJIaeTCs CBSI3Ka
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C JIOKYMEHTaMHM, NOCIY>XMBIIMMH OCHOBAaHHUEM JUIsl PACCMOTPEHHsI BOIpOCa
HAa 3aCeaHUU TEPPUTOPHAITBHON KOMHUCCHHU.

8.3.13. Pazpemienue Ha TUpaKUPOBaHHWE JOKYMEHTOB B HEOOXOJIMMOM
KOJINYECTBE JAeT IMPEICEeNaTeab TEPPUTOPUATIBHON KOMHUCCUU. JIOKYMEHTHI
TUPAKUPYIOTCA  paOOTHUKOM  ammapaTa, OTBETCTBEHHBIM 33  BEJACHHE
JIEJIONPOU3BOJICTBA, HA KaXKJIONW KOMHHM JOKyMEHTa TMPOCTAaBISETCS TeYath,
yIOCTOBEpSIONIas  MOAMHUCU  TpEAcenaTeNis  TEPPUTOPUATIBHOM  KOMHCCHUU
U CeKpeTaps TeppUTOpUATILHOM KoMuccHH (0€3 BOCIIPOU3BEICHUS MOAIUCEH ).

8.3.14. Konuss  pelmieHuss TEPPUTOPHATBHOM KOMHCCHU  HAIpaBIIACTCS
3agBUTENI0 B CIlydae, €CIM €ro oOpalieHHe B TEPPUTOPHAIBHYI0 KOMHUCCHIO
NOCITYKUJIO OCHOBAaHMEM JUISI PAcCMOTPEHHUs  BOIpOCAa HA  3aceJaHuM
TEPPUTOPUAITBHON KOMHUCCHH.

8.4. Oopmiienne mpoTOKOJIa 3aceIaHusl TEPPUTOPHATIBHON KOMHCCHH.

8.4.1. [Ipotokon 3acegaHusi TEPPUTOPUATBHOM KOMHUCCUU OQOpMIISETCS
Ha OJlaHKe yCTaHOBJIEHHOU GopMmbl (mpusiokeHue Ne 4) B CpoK, HE MPEBBIIAIONTUAN
Tpex pabouux JHell mocne AHA  3acenaHus. lIpoTokon  3acenanus
TEPPUTOPUAIBHOM KOMHUCCUM MOXKeT ObITh odopmiieH cpenctBamu 1]
C MCTIOJIb30BAaHMEM COOTBETCTBYIONIETO MabI0Ha OT1aHKa TOKyMEHTA.

8.4.2. [IpoTtokon 3acenanuss MOXKeT O(QOPMIISTHCS B TOJHOW WM KpPaTKOU
dbopwme.

8.4.3. TekcT MmpoTOKONA 3aceqaHus TEPPUTOPHATIBHON KOMHUCCHUU COCTOUT
W3 JIBYX YaCTE€W — BBOJHOW U OCHOBHOM.

8.4.4. B BBOJIHOM 4YacTH MPOTOKOJIA YKA3bIBAIOTCS WHUIMAIBI U (HaMUIIHS
npejaceAarenass — TEPPUTOPUATIBHOM  KOMHUCCHMU  (IIpelCeAaTeabCTBYIOIETO),
a TakkKe MPHUCYTCTBYIOIIMX: 3aMECTUTENS Tpeaceaaresss TeppPUTOPHAIBHOM
KOMUCCHH, CEKpeTapsi TEPPUTOPHAIBHON KOMHUCCHU M UYJICHOB TEPPUTOPHAIBHOM
KOMUCCHH, JIUI], PUTJIAIIEHHBIX HA 3aCeIaHne, B all()aBUTHOM TOPSIIKE.

Homyckaetcsi  odopmiieHHE TPUCYTCTBYIONIUX  OTACTBHBIM  CITUCKOM
C yKa3aHWeM WHUIMAIoB, ¢amMuiauii u goipkHOocTer. CHHCOK mpuiaraercs

K ITPOTOKOJIY 3aCCaaHMs.
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8.4.5. [loBecTka [1HA BKJIIOYAETCSs B BBOJHYIO 4YacTh IIPOTOKOJIA.
OHa COCTOUT U3 MEPEUHCIIEHUS BOIIPOCOB, KOTOPbIE 00CYXKIAtOTCS Ha 3aceAaHuH,
U 3aKpeIiieT IMOCIeI0BATEIbHOCTh MX OOCYXKIeHUs U (paMHiIud JOKJIaJYHUKOB
(BBICTYNAOILINX ).

Kaxxapiit Bompoc MOBECTKM AHS 3acelaHusi HyMepyeTcs: apaOckoi 1upoi,
ero HauMmeHoBaHue GopMmyaupyroT c¢ npemiora «O» umm «O6». Ilo kaxaomy
MYHKTY YKa3bIBA€TCS JOKIAIYUK.

8.4.6. OcHOBHAasg 4YacTh MPOTOKOJIA COJIEPKUT CTOJIBKO Pa3zelioB, CKOJBKO
IIYHKTOB BKJIFOYEHO B IOBECTKY JIHS. B COOTBETCTBHUM C HEM pa3aeiabl HyMEPYIOTCS.

Kaxnei  paszmen  coctout w3 Tpex  uactend:  «CIIYITAJIN»,
«BBICTYIINJIN», «PEILINJIN», KOTOpBIE MEYATAIOTCS OT TPAHULIBI JIEBOTO IO
MPOMUCHBIMU OyKBaMH.

B wactm «CJIYIIAJIM» KpaTko W37ara€Tcsi TEKCT BBICTYIUIEHUS
nokiaaurka. Maummansl 1 GamMumims T0KIaT4iKa MeYaTaloTcsd ¢ KpacCHOM CTPOKHU
B HMCHMUTEIBHOM MaAeKe. 3alncCh JOKIAAa M3JIaraeTcsi OT TPEThEro JHMIA
€MHCTBEHHOTO YMCIIa U OTJEISETCS OT (paMIInK TUpe.

Ecnm texer noknanga mpuiiaraercs K NpOTOKOIY, TO HCHOJIB3YETCSl CChUIKA
«Texer nokiana mpuiaraeTcs.

B wactu «BBICTYIIMJIM» nepeyucnsitoTcsi BBICTYHAIOMIUE W aBTOPbI
BONPOCOB. MHUIMans! 1 (paMuiiust BBICTYIAIOIIETO NEeYaTatoTCs ¢ KPACHOW CTPOKHU
B HMEHUTEIbHOM Tajexe. KpaTkas 3anmuch BBICTYIUIEHUS 10 CYIIECTBY
paccMaTpUBaEMOI0 BONpOca (MO PELICHUIO NMPEACENATENbCTBYOIIET0) U31araeTcs
OT TPETHETO JULA EAUHCTBEHHOTO YUCJIA.

Ecnu TekcT BBICTYIJICHHS] MPUIIArae€Tcsa K MPOTOKOIY, TO HMCIOJIb3YETCs
cchuIKa «TeKCT BBICTYIICHHS IPUIIATAETCS.

B uactu «PEIINJIN» oTpaxkaeTcs MPUHATOE PEIICHHUE MO 00CYXIAeMOMY
BOIIPOCY U PE3YJIbTaThl TOJIOCOBAHUSI.

B mporokosne 3acemaHusi oTpaxkaeTcs HaJlMyMe O0COOOr0o MHEHHUS Yy 4JIeHa
TEPPUTOPHAIBHON KoMHCcCHH, OGOPMIIEHHOE B THUCBMEHHOW (opme ocoboe

MHCHHUC ITOMCIIACTCA ITOCJIC PCUICHUSA, B CBA3U C KOTOPBIM 3TO MHCHHUEC HU3JIOKCHO.
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8.4.7. Ilpotokon 3aceqaHusd [MOANUCHIBAETCS npejceaaTeneM
WU TpeAceaTeIbCTBOBABIIMM Ha 3aceJaHUU U CEKpPEeTapeM TeppUTOpUATIbLHON
KOMHCCUU  (WJIM  YJIE€HOM  TEPPUTOPHAIBHONM  KOMHCCHH,  MCHOJHSIBIIAM
00s13aHHOCTH CEKPETaps TEPPUTOPHUATHPHON KOMHUCCHH).

8.4.8. [locne moanucanust MPOTOKOJIBI PETUCTPUPYIOTCS C MCIIOJIB30BAHUEM
perucTpanoHHo-ydeTHo  ¢dopmbl.  [IpoTokonbl  3acemaHuii  HyMeEpyrOTCS
B XPOHOJIOTUYECKOM TOCIEAOBATEIBHOCTH B IMpeaeiaax CpoKa MOJHOMOYUN
TEPPUTOPHUATIBHON KOMHUCCHH.

8.4.9. IIpoTokoJibl 3aceaHuii TePPUTOPHUATILHOW KOMHMCCHUH, MPUOOIIICHHBIS
K HUM pelIeHUs BMECT€ C MaTepuajgaMu, MOCIY>KUBIIUMU OCHOBaHUEM
JUISL UX TPUHSTHS, OCOOBIMH MHEHUSMU YJICHOB TEPPUTOPHUATILHON KOMHUCCUU
XpaHsTcs y npeacenarens (cekperapsi Wik pabOTHUKA arapara, OTBETCTBEHHOIO
3a BEJICHHE JEJIONPOU3BOJCTBA) TEPPUTOPUAIBHOM KOMUCCHHM, a 3aTeM,
oopMJICHHBIE B COOTBETCTBMM C TpeOoBaHusIMU WHCTpyKIMH, NepenatoTcs
B apXUB.

9. OdopmiieHue NPpUKA30B NpejaceaaTeNs
TEPPUTOPUAITBHOM KOMUCCHH

9.1. Tlpuka3z mpencemarenass TEPPUTOPUATHHOWM KOMHCCHH 110 OCHOBHOM
NesTebHOCTH (fasiee — npuka3) ohopmiiseTcsi Ha OJIaHKe YCTaHOBJICHHOU (HOPMBI
(mpunoxenne Ne 4).

9.1.1 IlpoekTsl TIPUKA30B TOTOBATCSA II0 TOPYYCHHUIO TIpeAcedaaTes
TEPPUTOPUAIIBHON KOMUCCHH.

[Ipuka3pl MOTYT TOTOBUTBCSI M COTJIACOBBIBATHCS Takxke cpenactBamu [1]1.
IIpu nmoaroroBke mnpuka3zoB cpenctBamu I/l ucCronb3yeTcs COOTBETCTBYIOLIWN
mabJIoH OJ1aHKa IOKYMEHTA.

9.1.2. Tekct mpukaza COCTOMT, KakKk IIPaBUJIO, U3 KOHCTaTUPYIOIIEH
Y PaCIOPSAAUTEILHON YaCTEN U IOJKEH UMETH 3ar0JIOBOK.

9.1.3.B KOHCTaTUpymOIlell 4YacTH U3JaraloTcs IeIu U  3aJa4u
MPEANUCHIBAEMBIX JCUCTBUUA. ECIM OCHOBaHMEM K W3JAHUIO TPHUKA3a SIBIISIETCS

HOPDMATUBHBIM  IPAaBOBOW  aKT  WIM  PACHOPSAAUTENIBHBIA  JIOKYMEHT,
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TO B KOHCTATHPYIOUIEH YacTH YKa3bIBalOTCS €ro Ha3BaHWe, JaTa, HOMeEp,
3aroJIOBOK.

9.14.B  pacnopsaMTeNbHOM  YacTH  COJlepKaTcsl — INEpeurcleHUue
MPEINKUCHIBAEMBIX JCUCTBUM, CPOKM H uUcnonHuTenu. IIyHKTBI mnpukasza
HYMEPYIOTCs apaOCKUMU [UPpaMu ¢ TOYKON U HE UMEIOT 3aT0JIOBKOB.

9.1.5. Ecnu mpuka3 u3MeHseT, OTMEHSET WM JIOTOJHSAET paHee W3JIaHHbIN
IIPUKa3 WK €ro OTAEIbHbIE IyHKTHI, TO 3TO OTOBAPUBAETCS B TEKCTE MPUKa3a.

9.16.B MOCJICTHEM MYHKTE pacropsauTeIbHON 4acTH,
py HEOOXOIUMOCTH, YKa3bIBACTCs JAOKHOCTHOE JIMII0, HA KOTOPOE BO3JAraeTcs
KOHTPOJIb 33 UCIIOJTHEHUEM IIPHUKa3a.

9.1.7.Ilpu HaJlM4uu MIPUJIOKEHU N K npuKazy B TEKCTE
Ha HUX 00513aTEJIbHO JIeJIaeTCs CChUIKA.

9.1.8. IlpoexkT mpukaza © TNPWIOKEHHS K HEMY  BU3HPYIOTCS
HEIOCPEICTBEHHBIM UCIIOJIHUTEIIEM.

Ecniu B mnpukasze coaepkarca BONpPOChl ()MHAHCHUPOBAaHUS BBIOOPOB,
o0ecrieueHusl JIeATENbHOCTH TEPPUTOPUAIBHON KOMHUCCHUH, TO OH BHU3UPYETCS
y TJIaBHOTO OyxranTepa.

[Ipukassl, nmoaroroBieHHble cpeacTtBamu [IJI, BU3HpYIOTCS aHAJIOTMYHO
puKa3aM, MOATrOTOBJIEHHBIM Ha OyMa>kHOM HOCHUTEIIE.

Busbl mnpocTaBistoTcs Ha  OOOpPOTHOM CTOpPOHE TOCIEOHEro JIMCTa
JOKyMeHTa (MpuKa3a, MPUIOKEHHs K HEMy) [0 YCTaHOBIEHHOW Qopme
(mpuoxkerue Ne 9).

[Ipy moaroToBke MU COrnacoBaHWM MPOEKTOB IpUKa30B cpeacteamu [1/] muct
COIJIACOBAaHUSl pacleydarbIBacTcsi Ha OOOPOTHOM CTOPOHE TOCIEAHEro JIHCTa
JIOKyMEHTa (TmpuKasza, TPWIOKEeHUs K Hemy). Ilpu HeoOXoIUMOCTH MOJIy4eHUs
BU3bI JIOJDKHOCTHOTO JIMIIA Ha JIUCTE COTJIACOBAHUS MPHUKAa3a, MOJATOTOBIEHHOTO
cpenctBamu I[1/], mokymeHT nepenaercst Ha OyMa)kHOM HOCHUTEINIE Ha BUSUPOBAHUE
COOTBETCTBYIOILIEMY JAOJKHOCTHOMY JIUILY.

9.1.9. TIlocne moamucaHusi MPHUKa3bl PETUCTPUPYIOTCS C HCIOIb30BAaHUEM

pPEruCTpallMOHHO-Y4YeTHOU (QopMbl U (POPMHUPYIOTCS B JieJla B COOTBETCTBUU
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C HOMEHKJIATypOu el TeppUTOPUATBLHOM KOMHUCCHUU BMECTE€ C JOKYMEHTaMmH,
MOCITY>KUBLIIMMHU OCHOBAHHMEM JIJISl M3/IaHU [IPUKA3a.

B ciyuyae ucnonszoBanust qis perucrpaunu 111 k. PYK npucoenunsrorcs
TekcT mpukaza B (opmare docx wmm xIsx (mist TaGmui gomyckaroTcst (hauiisl
dopmara  XxISX), omekTpoHHBIH  00pa3 mpukaza B ¢dopmare  pdf
(mpu HEOOXOJUMOCTH) M JENAIOTCS CChUIKM Ha JIOKYMEHTBI, MOCIYKUBIIHE
OCHOBAHMEM JIJISl U3/IaHUs [IPUKA3a.

9.1.10. Ilpukazam mpHUCBaUBAIOTCS PETMCTPALMOHHBIE HOMEpa B Mpeiesiax
KaJICHJApHOrO0 TojAa, MpU OSTOM K TOPSAKOBOMY HOMepy depe3 jAeduc
IPOCTABIIAETCS OYKBEHHBIA MHIEKC «OJ».

9.2. OdopmiieHne mpuKa3zo0B MpeacenaTesis U30UpaTeIbHOW KOMHUCCHU
10 KaJpOBBIM BOIIPOCAM.

9.2.1. Tlpukassl mpencenaTenss TEPPUTOPUATBHON KOMHUCCHH IO KaJIpOBBIM
BOIIPOCaM U3J1at0TCS (4 KOHKPETHBIM BOIIPOCAM, CBSA3aHHBIM
C  JeATENbHOCTbIO  YJIEHOB  TEPPUTOPUAIBHOM  KOMHUCCUHM,  IPUEMOM
Ha TOCYJAapCTBEHHYIO TIpaxaaHcKyro ciyx0y Cankr-IlerepObypra B amnmapar
TEPPUTOPUAIBHOM  KOMHUCCUH,  TNPOXOXKACHUEM  TPAKIAHCKOW  CIIykObI
Y YBOJIbHEHHUEM C IPAKJAHCKOW CIY»KOBI B anmapare TEppUTOPHATILHON KOMUCCHUU.

9.2.2. Ilpukassl npejacenaresss TEPPUTOPUATBHON KOMHUCCHH TIO0 KaJpOBBIM
BOIpocaM 0(OPMIIAIOTCS aHAJIOTMYHO MPHUKa3aM MpeAceaaTelis TEPPUTOPHATIbHON
KOMUCCHMM 110  OCHOBHOW  JeITeNbHOCTH.  [Ipuka3aMm  mpuUCBanBarOTCA
pPErHCTpAallMOHHBIE HOMEpa B IpeAesax KaJeHJapHOro Troja, IpU 3TOM
K MOPSIAKOBOMY HOMEPY 4epe3 AePUC NpOoCTaBIseTCss OYKBEHHBIH HHACKC «K».

9.3. Konuu npukas3oB 3aBepstoTCs MeYaThlo TEPPUTOPHATIBEHON KOMUCCHUU.

9.4. Tlpuka3zpl BMecTe C MPUOOIIEHHBIMH K HHUM  JIOKYMEHTaMH,
MOCIY)KUBIIUMU OCHOBAaHUWEM MJI1 UX M3JaHus (B TOM 4YHCIIEe pacrieyaTaHHBIMU
KONUSIMU JOKYMEHTOB, MOCTYMHUBIIMX/TIOATOTOBICHHBIX B 3JIEKTPOHHOM BHJE),
bopMHpYyIOTCA B Jiejia COTJIACHO HOMEHKJIAType AeNl TEPPUTOPUATIEHON KOMUCCHUH,

XpaHATCA 'y Hpeaccaarcisl Ui pa6OTHI/IKa alirapara, OTBETCTBCHHOI'O 3a BCACHHC
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JIEJIONPOU3BOJCTBA B TEPPUTOPUATILHOM KOMHMCCHM, a 3areM, O(opMIeHHbIE

B COOTBETCTBUU C TpeOOBaHUAMH MHCTPYKIMHU, IEPENAIOTCS B APXUB.

10. KoHTpOJIb HCTIOJTHEHHSI JOKYMEHTOB U MOPYYeHuii

10.1. KoHTpO10 UCTIOTHEHUS TTOJICHKAT:

NOPYYEHHUSI, COJEpKAIIUECs B IOCTAHOBJICHUSAX W APYTUX JIOKYMEHTax
UK Poccumn, Cankr-IlerepOyprckoil m3OupaTenbHOW KOMHUCCHUHU, B PELICHHSIX
TEPPUTOPUAIIBHON KOMUCCHH;

NOPYYEHHUS, COJEpkKAIIMECSs B MpPHUKa3ax MpPEIcenaresisi TEPPUTOPUATIbHON
KOMUCCHU;

NUCbMEHHBIE MOpPYYEHUs mpeacenarens (3aMecTUTENsl MpeacenaTens,
ceKpeTapsi) TEpPUTOPHATBHON KOMHUCCHH;

BXOJSILIIME JOKYMEHTHI, B TOM YHCJI€ NMHUCHMEHHBIC OOpalleHUsl TpaKliaH,
yKa3aHHbIE B [lepeuHe mojexanux KOHTPOI JOKYMEHTOB C YKa3aHUEM CPOKOB
ucnoaHeHus (mpuioxenue Ne 11), B COOTBETCTBUY € YKa3aHUSIMU 110 UCTIOJIHEHUIO
JOKYMEHTA MpeIceIaTels TEPPUTOPUATBLHON KOMUCCHY;

HCXOMSIINE JOKYMEHTHI, TpeOYIOIINE OTBETA;

MOPYYEHHUsI, COJEpKAIMECS B MPOTOKOJAX 3acCeAaHUld TEPPUTOPHUATBLHOU
KOMHCCHU;

IIJIAHBI MEPOTIPUATHUH.

10.2. KoHTpOJdb WCIONHEHHUS JOKYMEHTOB, YKa3aHHbIX B moapasnerne 10.1
NucTpykiuu (32 UCKIIIOYEHHEM HCXOASIIMX JOKYMEHTOB), IO CYIIECTBY
3aTPOHYTBIX B HHUX BOINPOCOB OCYILECTBIAECT TMpejacenareiab (CeKpeTapsb)
TEPPUTOPUAIIBHON KOMHUCCHH.

10.3. KoHTpoJib UCIOIMHEHUS HUCXOMSIIMX JOKYMEHTOB, B TOM YHCIIC
32 CBOEBPEMEHHOCTBIO TMOJY4YEHHS OTBETOB Ha 3alpoChl TEPPUTOPHATBHOU
KOMHUCCHUH, OCYIIECTBIISIET PabOTHUK ammapara, OTBETCTBEHHBIH 3a IMOATOTOBKY
JTAHHBIX JTOKYMEHTOB.

10.4. Cpok UCTHOJIHEHUS TOPYYEHUH, COJEPKAIMUXCS B  PEHICHUIX

TEPPUTOPUAIIBHOM  KOMHUCCUHM, TMpUKa3zax MpeaceAarelis TeppUTOPHUATIbHON
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KOMHUCCHUH, TUCBMEHHBIX MOPYYEHUN mpeacenaTens (3aMecTUTENs Mpeiceaarens,
CeKpeTaps) TEPPUTOPUATHLHON KOMUCCHH OIMPENEISIOTCS ITUMU JOKYMEHTaMHU.

10.5. JIoKyMEeHT MOJJICKHUT MCIOJHEHUIO HE TMO3JHEee, YeM 4Yepes
30 xaseHIapHBIX THEW CO JHA €ro IOCTYIUIEHUS, 32 UCKIIOYEHHUEM CIy4dacs,
IPEeTyCMOTPEHHBIX MyHKTOM 10.6 HacTosIero pasaena.

Ecnu mocneanuii eHb MCMIOTHEHUS! JOKYMEHTA MPUXOJIUTCA HA HepabouHit
JI€Hb, TO OH TOJICKUT UCIIOTHEHUIO B MPEANISCTBYIOMNNA eMy paboduii 1eHb.

JokymeHTsl ¢ moMeTkamu «BecbMma cpouHo», «CpoOyHO» HCIOIHSIIOTCS
B TPEXJIHEBHBIN CPOK, TOKYMEHTHI C TOMETKON «OnepaTuBHO» — B JIECSATHIHEBHBIN
CPOK.

CpoK HUCHOJHEHHs] MCUUCISAETCS B KaleHAApHbIX AHAX. [[ns mopydenwuit —
OT JaThl TOJNMHUCAHUS TMOPYYEHHUsS, ISl BXOIAUIMX JIOKYMEHTOB, B TOM YHCIIE
oOpalieHui, — OT AaThl PErUCTPAIH TOKYMEHTA.

Ecnu mocnenHuil 1eHb UCHOJHEHUS] JAOKYMEHTA, COJEpPIKAIIEero MOMETKY
O CPOYHOCTH HCIIOJIHEHUS, MPUXOAUTCS Ha HepabouMii J€Hb, TO OH TOJJICKHUT
UCIIOJTHEHUIO B CJICAYIOIIUHI 32 HUM pabouuil 1€Hb.

10.6. Cpoku  HCHONHEHWS BXONAIIMX JTOKYMEHTOB U  OOpalieHui
YCTaHABIMBAIOTCA  HMCXOAs W3  CPOKOB, TMpeAjiaraéMbIX  OpTaHU3allMeH,
HanpaBUBILEN JOKYMEHT, UJIU CPOKOB, YKa3aHHBIX B npuiiokeHuu Ne 11,

OOpammennss O  HApyHIEHMH  3aKOHA, TMOCTYMUBIINE B  TEPUOA
COOTBETCTBYIOLIEH  M30MpaTeNbHOM  KaMIlaHUM, KaMIaHUU pedepeHayma,
UCIIOJIHSIOTCS B CPOKHM, YCTAHOBJIEHHBIE 3aKOHOJATEIBLCTBOM O BbIOOpax
u pedepeHayme.

10.7. OTBETCTBEHHOCTh 32 CBOCBPEMEHHOE€ M  TIOJIHO€  BHECEHUE
B PETUCTPAIIMOHHO-YYETHYI0 (OpMYy CPOKOB  HCIIOJIHEHUS JOKYMEHTOB
U uHQOpPMAIIMK O COCTOSHUM WCIOJHEHHsS] JOKYMEHTOB, KOHTPOJbh CPOKOB
UCIIOJTHEHUS IOKYMEHTOB BO3J1araloTcs Ha CEKpeTaps Wiu pabOTHHKA armapara,
OTBETCTBEHHOTO 32 BEICHUE JCIOMPON3BO/ICTBA.

10.8.B MJIaHax MEpOMPUATHH, YTBEPKIECHHBIX pelIeHUsIMU

TEPPUTOPUAIIBHON KOMHCCHM, TpPHUKa3aMU MPEACENaTeNss TEepPUTOPUATBHON



62

KOMUCCHH, KOHTPOJIIO MOJIEXKAT CPOKU MCIIOIHEHUS OTJEIbHBIX €T0 ITyHKTOB.

10.9. Ilpu HEOOXOAMMOCTH TMPOJJICHUS CpPOKAa HCIOJHEHUS JIOKyMEHTa
OTBETCTBEHHBIN 3a UCIIOJIHEHUE HE MO3HEE YeM 3a TPU JHS 10 UCTEUEHMs CpoKa
UCITOJIHEHHS TOKYMEHTa MPEACTAaBISET HAa UMS MpeAcenaTesss TepPUTOPUATbHON
KOMHUCCHH CITy>K€OHYIO 3alMCKy ¢ MOTHBHPOBAHHOM MPOCKOOIl O ero MmpojUIeHuH,
KOTOpasi MOXeT ObITh MOATOTOBJIEHA U corjacoBaHa cpeactamu 111

10.10. lokyMeHT cuuTaeTcs UCHIOTHEHHBIM U CHUMAETCS C KOHTPOJIS MOCIe
pelIeHHs BCEX IIOCTABJICHHBIX B HEM BOIPOCOB, COOOLIEHUS PE3YyJIbTaTOB
PaccMOTPEHHMSI BCEM 3aMHTEPECOBAHHBIM JIULAM.

10.11. OcHoBaHUAMHU ISl CHATHUS JOKYMEHTA C KOHTPOJIS SIBISIOTCS:

ciyxeOHasi 3alnucKa O CHATHM JOKYMEHTa (WM OTAEIbHBIX €r0 ITyHKTOB)
C KOHTpPOJS WM 00 WCHOJHEHUWHM JOKYMEHTa Ha UMs HpelceaaTes
TEPPUTOPUAIBHOM KOMHUCCUM, TMOATOTOBICHHAS! OTBETCTBEHHBIM 32 UCIIOJIHEHUE
c ormerkoit («Cormacen», «Paccmotrpen», «llpunaro») mnpencenarens
TEPPUTOPUAIBHOM KOMHUCCUU O MNPUHATHH HUCIHOJIHEHHS, KOTOpPask MOXET ObITh
IIOATOTOBJIEHA U corjlacoBaHa cpencreamu 11/1;

pelieHrue  TEPPUTOPUAIBHOM  KOMHUCCHUM,  NpHUKa3  IpeacenaTess
TEPPUTOPUATIBHON KOMUCCHH T10 PE3yJIbTaTaM HUCIIOTHEHUS TOKYMEHTA;

OTBET Ha BXOJSALIUI TOKYMEHT;

OTBEThl OT OpraHu3aluii, B KOTOpbIE JOKYMEHT ObLJI HampaBlieH
JUISL PAaCCMOTPEHUSI IO CYIIECTBY IIOCTABJIECHHBIX B HEM BOIIPOCOB M OTBETA
3asIBUTEIO;

HalpaBjeHuEe oOpallleHusT B Jpyrue OpraHu3aluu s PaccCMOTPEHUs
10 CYIIECTBY IIOCTABJIEHHBIX B HEM BOMPOCOB U MOCIEIYIOIIEr0 UHPOPMUPOBAHUS
aBTOpa O pe3yJbTaTaX PaCCMOTPEHUS.

10.12. JIokyMEeHT HE CUMTAETCs] HCIIOJTHEHHBIM U OCTAeTCsl Ha KOHTPOJIE:

€CIM OH HampaBJsIeTCss B JpPyrHE€ OpraHbl WIA  OpraHU3aluu
Ul PacCMOTPEHUS C€ LEIbK IIOJNYyYEHUs TEPPUTOPUAIBHONM KOMHUCCHUEN

uHdopMaIuu, HEOOXOIUMOHN I PACCMOTPEHHUS IO CYIIECTBY IMOCTaBICHHBIX
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B JIOKYMEHTE BOIIPOCOB. B ciyyae HEOOXOAMMOCTH TEppPUTOpUATIbHAS KOMMCCHSA
uHbOpMHUPYET 00 3TOM aBTOpa IOKyMEHTA;

€CIi OH HampaBiseTcss B JpyrMe OpraHbl WIM  OpraHu3aluu
JUISL PAacCCMOTPEHUSI IO CYIIECTBY IIOCTABJIECHHBIX B HEM BOIIPOCOB M OTBETA
3aABUTENIO0 C TMOCIEAYIOINUM HH(GOPMUPOBAHUEM TEPPUTOPUATBHON KOMHCCHU
O pe3yJibTaTax UCHOJHEHUS.

11. 3roToBjieHHE M MCII0JIL30BaHHE NeYyaTed H ITAMIIOB

11.1. Ins ymocTOBEpeHHsS] MOMJIMHHOCTH JOKYMEHTOB WJIM COOTBETCTBUS
KOIMKA JOKYMEHTOB IOJUIMHHUKAaM, NPOCTABICHUA OTMETOK O MOJy4YEHUH,
perucTpanvu JOKYMEHTOB B TEPPUTOPUATBHON KOMHUCCHUH UCIOJB3YIOTCS MEYaATH
¢ u3zoOpaxenueMm [ocymapctBeHHoro repba Poccuiickoit ®denepanuu (nanee —
repOOBBIC M€YATH) U IPYTHE MeYATH U IIITAMIIbI.

11.2. U3roToBiieHHE MeyaTeid W MITAMIIOB OCYIIECTBISIETCS IO YKa3aHHIO
npeacenareias TEPPUTOPUATBHOM KOMHUCCHUU JIMOO B COOTBETCTBHM C PEUICHUEM
BBIILIECTOSIIIIEN N30MpPAaTEIbHON KOMUCCHUH.

tamMnbl ¢ (pakCUMHIBHBIM BOCIPOU3BEICHUEM MOJINUCU TpEACcCeaaTeis,
3aMECTUTeNId  MpeAcenarelis,  CeKperaps  TEppUTOPUATBHON  KOMHUCCUU
U3TOTOBJIAIOTCS. TI0O UX TIOPYYEHHIO M MOTYT OBITh  HCIOJIb30BaHbI
JUIsl TIPOCTAaBJIEHUS Ha OyOJIMKaTaX M KOMUSAX MOJNUCAHHBIX B YCTAaHOBJICHHOM
NOPSJIKE TOKYMEHTOB.

11.3. TepOoBass medaTh TEPPUTOPUATHHOH KOMHUCCHH TPOCTABIAETCS
Ha  (UHAHCOBBIX  JIOKYMEHTaX, TapaHTUHHBIX  THUCbMaX,  JIOTOBOPaX,
roCyJJapCTBEHHBIX KOHTPAKTaX JOBEPEHHOCTSAX, U B JPYTUX MPEIyCMOTPEHHBIX
3aKOHOJATEIbCTBOM CIIydasiX.

11.4. Ha paccbuiaeMbIX KOINHSIX PEHIEHUNH TEPPUTOPUATIBLHON KOMHUCCHH,
MPUKA30B MpeJiceiaTelss TePPUTOPUATbHON KOMHCCUU, HA MAKETaX MPU OTIPABKE
JIOKYMEHTOB, TIPH O(QOPMJICHUU JOKYMEHTOB Ha MPUEM TOBAPHO-MATEPHAIbHBIX
IIEHHOCTE TMpOCTaBiseTCS TepOoBas WM WHAs Tie4aTh TEPPUTOPHUATILHON

KOMUCCHH.
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11.5. Tleyatn ¥ mTamMnbl HOJUIEKAT YYETY B OTAEIBHOM JKypHaje ydeTa
nevyaTtei U HITAMIIOB pabOTHUKOM anrmnapara, OTBETCTBEHHBIM
3a JIEeJIONPOM3BOJACTBO. IleyaT M mTamiel BBIIAKOTCS IOJ MOIIHNCH B JKypHAse
yuyera mnedated W mramnoB. Ha sxypHaie mnpocraBisercss otmeTtka «CIDy»,
€ro JIMCTBl HyMEPYIOTCS, IPOLINBAKOTCS U OIEYAThIBAIOTCS.

11.6. Ileyatn W WTaMObl JOJDKHBI XPAHUTHCS B HAJEKHO 3aKphIBAEMBIX
U OlleYaThIBaeMbIX B Hepabouee BpeMs cer(ax Wi MEeTAIUIMUECKUX IKadax.

11.7. KoHTposp 3a NMpaBUIIBHOCTBIO XPAHEHMsI UM MCIIOJIb30BaHMs Iedaren
U IITaMIIOB OCYHIIECTBIIIET PAOOTHHMK amnmapara TEPPUTOPHAIBHON KOMMCCHH,
OTBETCTBEHHBIN 3a JEIOIPOU3BOJCTBO.

CBepka Hanmuuus IeyaTedl M IUTAMIIOB OCYILIECTBIIIETCS IpeAceaaTesieM
TEPPUTOPUAIIBHOM KOMUCCHUU OJMH pa3 B FOJ.

11.8. Ilpumeninie B HETOJHOCTh TMEYaTH W INTAMIIbl YHUYTOXKAIOTCS,
O 4Y€M COCTaBJIETCA aKT, & B J)KypHaJe ydeTa Ie4aTell M IITaMIIOB CTaBHUTCS
COOTBETCTBYIOIIAsl OTMETKA.

YHUYTOKEHHE TPOU3BOAUTCS IIOCIE YTBEPKACHUS aKTa MpelcelaTeseM
TEPPUTOPUAIBHOM KOMHUCCHHU. MeTasinyeckue IeyaTH YHUYTOXKAIOTCS IyTeM
MOJIHOTO CIUJIMBAHUSA TEKCTA WM ONUJIMBAHUA JIByMs MEPEKPECTHBIMU JIUHUSIMU,
Kay4yKOBBI€ [1€YaTH U IITAMIIBI PA3PE3AI0TCS HA MEJIKME YaCTH WUJIU COKUTAFOTCS.

11.9. O6 yrepe meyaTH WM IITAaMIa HE3AMEMJIUTEIIBHO CTaBHUTCA
B U3BECTHOCTB IPEACENATEND TEPPUTOPUATBHON KOMUCCHUH.

12. ®dopmupoBanue e U nepeaayda ux B apxuB

12.1. CocraBnenue u yTBep>KJIeHUE HOMEHKIIATYPHI JIeTI.

Homenknatypa nen mnpenHasHadyeHa [ (OPMHUPOBAHMS HUCHOJIHEHHBIX
JOKYMEHTOB B Jena (3JEKTPOHHBIE Jejia), CUCTEMAaTU3alMu W ydeTra JAell,
OIPEIENICHNS] CPOKOB UX XPAHEHUS W SIBJIIETCS OCHOBOW IS COCTABIICHUS OMMCEN
JieJT TOCTOSSHHOTO M JOJITOBpEMEHHBIX (CBbImIe 10 J€T) CpOKOB XpaHEHUs,

B TOM HYHCJIC II0 JIMYHOMY COCTaBy, AaKTOB O BBIACJICHUU K YHHUYTOXKCHHUIO
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JOKYMEHTOB C HCTEKIIMMH CpOKaMU XpaHEHHWs, a Takxke s ydera Jell
B JICJIOIIPOU3BOJICTBE.

B HOMeHKnaTypy Jen MOryT BKJIKOYATHCS 3arojOBKH JE€J, OTPAXKAIOLIUE
JESATENbHOCTh TEPPUTOPUAIIBHOM KOMHCCUH, B TOM 4YHCIE JMYHBIEC JIea,
CIIPABOYHBIE M YIETHBIC KQPTOTEKH U JPYTUE YIETHBIC (POPMBI.

He BrirouaroTcsi B HOMEHKJIATYpPY J€7 NEPUOAUYECKHE W3JaHHS, KHHIU,
OpOUIOPHI.

3arojoBoK Jiefia JOJDKEH YEeTKO W B 0000meHHOW ¢dopme oTpaxaTh
OCHOBHOE€ COJIep’KaHHMe U COCTaB JOKyMeHTOB. He nmomyckaercsi ynotpebiieHue
HEKOPPEKTHBIX (POPMYITHUPOBOK, BBOJHBIX CJIOB U CIOKHBIX 00OPOTOB.

IIpu cocTaBieHUM HOMEHKJIATYphl MAEN CIEAYET PYKOBOACTBOBATHCS
pErJIaMEHTOM TEPPUTOPUATIBHOMN KOMUCCHH, [Tepeunem TUITOBBIX
VIOPaBJICHYECKUX apXUBHBIX JOKYMEHTOB, OO0Opa3ymoUuxcsa B  Mpolecce
JEATEIbHOCTA TOCYJAapCTBEHHBIX OPraHOB, OPTaHOB MECTHOTO CaMOYIIPABJICHUS
M OpraHu3alui, C YyKa3aHHUEM CPOKOB XPaHCHUS, YTBEPKIACHHBIM IPUKA30M
denepanbHOro apxuBHOro areHrcTBa oT 20 gekadbps 2019 roma Ne 236
(manee — Ilepeuenn), [lpaBunamu opraHu3alnu XpaHEHUs, KOMIUICKTOBAHUS,
ydyeTa U HCIOJIb30BaHUS JOKYMEHTOB ApxuBHoro @Qonna Poccuiickoit
denepaunl M APYTUX aApXUBHBIX JOKYMEHTOB B TOCYJAapCTBEHHBIX OpraHax,
OopraHax MECTHOTO CaMOYMNPAaBJICHUS U OPTaHU3ALMAX, YTBEPKIACHHBIX MPUKA30M
denepanbHOro apxuBHOro areHTcTBa oT 31 urona 2023 roma Ne 77, nopsakamMu
XpaHEHHs] W Tepellaud B apXWBbl JIOKYMEHTOB, CBS3aHHBIX C IOJTOTOBKOM
u IIPOBEACHUEM BBIOOPOB, YTBEPKIACHHBIMU UK Poccun
u Cankr-IlerepOyprckoit u30UpaTeIbHOM KOMHUCCHM, HOMEHKJIATypaMH Jedl
TEPPUTOPUATIBHON KOMUCCHH 32 PEAIECTBYIOIINE TOIBI.

[Ipy moAroTOBKE HOMEHKJIATYPhI Jed HEOOXOJIWMO YYUTHIBATH XapakTep
BBIOOPOB, MPOBOJAMMBIX B MIPEICTOSIIEM TOTY.

Homenkmatypa pmenm TEppUTOpUAIIBHOW KOMHUCCHMM Ha  MPEACTOAIIUN
KaJICHTAPHBIA TOJI COCTaBIsieTCS PAaOOTHUKOM ammapara, OTBETCTBEHHBIM

3a BCACHHUC MOCJIOIPOHU3BOACTBA, B IIOCICAHCM KBapTajl€ TCEKyHIECro roja,
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COTJIACOBBIBAETCSL C CEKPETAPEM TEPPUTOPUAIBHOM KOMHUCCHH, PACCMATPUBAECTCS
Ha  3acelaHuM  OKCIEPTHOW  KOMHUCCUU  TEPPUTOPUAIBHOW  KOMHUCCHH,
coriacoBbiBaeTcsi ¢ cekperapem  Cankrt-lleTtepOyprckoid  u30uparenbHON
KOMHCCUM, YTBEP)KIAETCS  MpEACENaTesieM  TEPPUTOPUATIBHOM  KOMHUCCHHU
Y BBOJUTCS B JICHCTBUE ¢ | sTHBaps ciemyrolero rojaa (nmpuioxxenue Ne 12).

Homenkiatypa nen He pexe OJHOro pa3a B MSATh JIET YTBEPKAAETCA
AKCIIEPTHO-TIPOBEPOYHOU METOIMYECKOU KOMUCCUEN (manee — IIIMK)
Cankr-IleTepOyprckoro roCyJ1JapCTBEHHOTO Ka3eHHOTO YUPEKICHUS
«lentpanpubiii  rocynapctBenHbii  apxuB  Cankrt-lletepOypra»  (nmanee —
LI'A CIIO).

B cimyyae BOZHMKHOBEHMS B TE€UEHHE I'0OJa HOBBIX JEJ OHU JONOJIHUTEIBHO
BHOCSITCS B YTBEPKJICHHYIO HOMEHKIIATYPy JIEN B YCTAHOBJIEHHOM BBIIIIE TTOPSJIKE.

[lo oxoHYaHWHU KaJeHAApPHOro roja pabOTHHK armapata, OTBETCTBEHHBIN
3a BEICHUE JEJIONPOU3BOJACTBA, B KOHIIE HOMEHKIATYpPHl [J€JI COCTaBIACT
UTOTOBYIO 3allUCh O KOJHMYECTBE 3aBEACHHBIX Jed (TOMOB, 4acTei), OTIAEIbHO
INOCTOSSHHOTO U BPEMEHHBIX CpPOKOB XpaHEHHUs Ha OyMaXHOM HOCHUTENe
U O KOJIMYECTBE 3aBEACHHBIX JJIEKTPOHHBIX €] NMOCTOSHHOTO M BPEMEHHBIX
CPOKOB XpaHEHHMS, a TAKXKE 3aNOJHSIET Tpady 3 HOMEHKIATYPHI.

Cpox XpaHeHHs JOKYMEHTOB YKa3bIBA€TCS B HOMEHKJIATYpeE JEJ CO CChUIKOM
Ha cTaThio llepeyns wim MHOM HOPMATHBHBIM ITPABOBOW aKT, YCTaHABIMBAKOLIMN
CPOK XpaHeHus1 JoKyMeHTa. CpoK XpaHEHUsI TOKYMEHTOB, HE YKa3aHHBIX B JAHHOM
[lepeune, ycraHaBnmuBaercss 1o coryiacoBanuto ¢  Cankr-IleTepOyprekoi
nuzobuparenbHoit komuccuent u SIIMK [T'A CII6.

Hcuncnenne CPOKOB XpaHeHus JIOKYMEHTOB, 3aKOHYEHHBIX
JIEJONPONU3BOACTBOM B TEKYIIEM T'OJly, HAUMHAETCS C | SHBaps CIEAYIOIIETO roa.

TepputopuanbHas KOMHCCHSI TakKe BIpaBe pa3paldaThiBaTh THUIIOBBIC
W/WIU  TPUMEpPHbIE HOMEHKJIATYPHl JeN JUIsi YYacCTKOBBIX H30HMpaTeIbHBIX
KOMHUCCHM.

12.2. OdbopmiieHre  TOKYMEHTOB, 3aKOHUEHHBIX JIEJIOMPOU3BOJICTBOM,

dbopMUpOBaHUE U TEKYIIIEE XPAHEHHE JIe)I B TEPPUTOPHUATBLHON KOMUCCHH.
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3aKOHYEHHBIE JENONPOU3BOACTBOM JOKYMEHTBI opopMIISIIOTCS
B COOTBETCTBHHM C TpeOOBaHUSMU MHCTpyKIHMH, CIHCHIBAIOTCS TMpeAceaareieM
TEPPUTOPHUAIIBHOM KOMHUCCHM B Jejio. [Ipy 3TOM B HWXKHEHW 4YacTH JIMIEBOU
CTOPOHBI MEPBOr0 JIUCTA JOKYMEHTA Ha CBOOOJHOM OT TEKCTa MECTE CTaBUTCS
OTMETKA O €ro MCIOJHEHUH, JENacTCs Haamuch «B 1eno», MOXKET yKa3bIBaThCs
HOMED JleJIa TI0 HOMEHKJIaType W jJara cnucanud. [Ipu HeoOXoaumMocTu OoTMETKa
00 WCIOJIHEHHH MOXET OBITh cjellaHa Ha O0OOPOTHON CTOPOHE IEPBOTO JIHCTA
nokymeHTa. B perucrtpanmonHyio (popMy BHOCHTCS OTMETKa O CIUCAaHUHU
JOKYMEHTA B J€JIO C YKa3aHUEM HOMEPA JIeJIa COTVIACHO HOMEHKJIATypE JIEIL.

Ucnonnenubie  DOKyMEHTHI  (OpMUPYIOTCA  pabOOTHHKOM  ammapara,
OTBETCTBEHHBIM 3a BEICHHUE [IETONPOU3BOJACTBA, B Jiela B COOTBETCTBUU
C YTBEPKJICHHOM HOMEHKJIATYPOH JIeI.

Jleno cuuTaeTcs 3aBEICHHBIM C MOMEHTa BKJIIOUYEHUSI B HEro IEPBOTO
WCIIOJTHEHHOTO JOKYMEHTA.

3aKOHYEHHBIE IEIONPOU3BOACTBOM AJICKTPOHHBIE TOKYMEHTHI (DOPMUPYIOTCS
pabOTHUKOM  ammapara, OTBETCTBEHHBIM 3a BEJCHHE JIEJIOMPOU3BOJICTBA
B AJIEKTPOHHBIE Jiena (ManKu, JUPEKTOPUHN) B COOTBETCTBUM C HOMEHKJIATYpPOU J1e.

I[Ipu dopmupoBaHuu nena MNpoBepseTCS MNPABUIBHOCTH OTHECEHUS
JIOKYMEHTOB B JJaHHO€ JeJI0, KauyecTBO OQGOpPMIICHUS U KOMIUIEKTHOCTD
JIOKYMEHTOB, HaJu4yue TMOAMHUCEH, BU3, PETUCTPAIMOHHBIX HOMEPOB, CIIPaBOK
WIK OTMETOK 00 WCIOJIHEHWH, CIHMCAHUM B JEJI0 M JApyrux. HempaBuiibHO
o(OpMIICHHBIC JOKYMEHTBI JOJDKHBI OBITh J1OOGOPMIICHBI, a 3aTEM IOMEIICHBI
B JIEJIO.

He pomyckaercss momelieHne B A0 AOKYMEHTOB, COJIEPKAHUE KOTOPBIX
HE COOTBETCTBYET 3aroJIOBKY Jiea.

[Tpu hbopmupoBanuu aen COOMIOIAIOTCS CIICIYIONINE TPEOOBAHUS:

JIOKYMEHTBI TOCTOSIHHOTO M BPEMEHHOTO XpaHEHUs: (HOpMHUPYIOTCS B Jeia
pa3aeibHO;

B JICJI0 BKJIIOYAIOTCS TOJIBKO HCIIOJIHEHHBIC, MPABWIBHO O(GOPMIICHHBIC

JAOKYMCHTBI B COOTBETCTBHH C 3aroJIOBKaMHu €1 B HOMCHKIIATYPC,
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BCE€ JIOKYMEHTBI, OTHOCAIIMECS K PEHICHUIO OJHOTO BOIMpoca, POpMUPYIOTCS
B OJIHO JIEJIO;

JOKYMEHTBI, TTOJJIEKAIINE BO3BPATY, B JEJI0 HE MOMEIIAKOTCS,

B JICJI0O TOMENIAETCS TOJIBKO OJWH 3K3EMIUIAP JIOKYMEHTA, YE€PHOBUKHU
Y BapUaHThl IPOCKTOB JOKYMEHTOB B JIEJI0 HE IMOJUIMBAIOTCA (32 MCKIIOUECHHEM
T€X, Ha KOTOPBIX UMEIOTCS BU3bI, YKa3aHUS IO UCIIOJIHEHUIO IOKYMEHTOB U JPYTUe
OTMETKH, JIOMOJIHSIONINE TEPBBIM K3EMIUISD);

B JIEJIO BKJIFOYAIOTCS, KaK MPABUIIO, IOKYMEHThHI OJHOTO KaJE€HIAPHOTO roja
(MCKJTIOYEHUE COCTABIIAIOT JIMYHBIE U MEPEXOIAIIUE J1eT1a);

00beM (HOPMHUPYEMBIX JI€JT TOCTOSIHHOTO XPaHEHHUS U 0 JUYHOMY COCTaBy
He J0oJKeH mpeBbimaTh 250 nmuctoB (3—4 cM TOJIIUMHBI KOpENIKa Jena), TOJIIMHA
JieJ BPEMEHHBIX CPOKOB XpaHEHHSI He JTobkHA mpeBbimath 10 cM. Ilpu Gonbiiem
o0beMe JOKYMEHTOB B Jeiie (opMUpYyeTCs HECKOJbKO TOMOB (4YacTei).
[Ipn Hanmuuuu B Jee HECKOJIbKUX TOMOB (YacTeil) MHIEKC M 3arojoBOK jela
MPOCTABIISIIOTCS HA KaXJI0M ToMe ¢ fobaBieHrueM o0o3Hauenuit «Tom 1», «Tom 2»
U T.[.

DJIEKTPOHHBIE JOKYMEHTBI Ha TOMa M 4YacTH HE Pa3JeIsItoTC.
Bce »nekTpoHHBIE MOKYMEHTBI, OTHOCSIIMECS K OJHOMY HOMEHKJIATYPHOMY
WHJIEKCY, HE3aBUCUMO OT UX 00beMa, BKIIFOUAIOTCS B OJTHO AJIEKTPOHHOE JIETIO.

B ciyyae HEoOXOAMMOCTH JTOKYMEHTHI MO OJIHOMY M TOMY € BOIIPOCY,
HO C pa3IM4HbBIM CPOKOM XpAaHEHUSI MOTYT HaxOAUThCS B OJHOM JEJie
JI0 KOHI[Aa TEKYIIEro roja WM 0 3aBEpUICHUS WCIOIHEHUS JOKYMEHTa, a 3aTeM
nepeOpMUPOBBIBAIOTCS B Ji€Jia MOCTOSTHHOTO U BPEMEHHBIX CPOKOB XPaHEHUSI.

B neno BkiroyaroTcs Bce JOKYMEHTHI MO KOHKPETHOMY BOIIPOCY BMECTE
C TMPWIOKCHUSIMHU, YyKa3aHHBIMH B TEKCTE€ JOKYMEHTa, TIPU OTCYTCTBUHU
MPUJIOKEHUM, YKa3aHHBIX B TEKCTE IOKYMEHTA, UCIIOJHUTEIh 00s13aH OpPraHU30BaTh
WX PO3BICK M B Cily4ae HX OOHapyxeHus chopMHUpPOBaTH B JI€JIO0 BMECTE
C JOKYMEHTOM, K KOTOPOMY OHM Hpuiaratorcsi. ECiam po3bICK JOKYMEHTOB €I

MMOCTOSIHHOTO WJIM JOJITOBPEMCHHBIX CPOKOB XpPaHCHUS, B TOM YHCJIC I10 JIUYHOMY
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COCTaBy, HE JaJl  TOJIOKUTEIbHBIX  PE3yJbTaTOB,  COCTaBJIIETCS  aKT
0 HEOOHAPYKEHUU IOKYMEHTOB, ITyTH PO3BICKA KOTOPHIX UCUEPIIAHBDI.

JIOKyMeHTbI ~ BHYTPH  JIeJla  pacliojlaraloTcsi B XPOHOJOTHYECKOU
WJIU BOIIPOCHO-JIOTUYECKOM MOCIIEI0BATEIIbBHOCTH UITU UX COYETAHUMU.

HopMmatuBHbiE ¥ OpraHU3allMOHHO-PACHOPSIAUTENBHBIE  JOKYMEHTBI
C OTHOCAIIMMHUCSA K HHUM TMPUIIOKCHUSIMH TPYNIUPYIOTCA B Jieda MO BHJAM
JIOKYMEHTOB M 110 XPOHOJIOTHH.

[TpoToKOJIBI 3aceqaHuil TEPPUTOPHATIBHON KOMHUCCHH PacIiojaraloTcs B JAeiie
[0 XPOHOJOTHH B TOPSAKE BO3pacTaHUs HOMEpPOB. JIOKYMEHTHI K 3aceIaHHIO
TEPPUTOPUATILHON KOMHUCCHUU TMOMEIIAIOTCS MOCJIE€ COOTBETCTBYIOIIETO MPOTOKOJIA
B MOPSIIKE pPACCMOTPEHUS BOIIPOCOB HA 3aCEaHUM.

ITonmoxenus, UHCTPYKIINH, YTBEPKIACHHBIC pacropsiAuTeIbHBIMU
JIOKYMEHTaMH, SIBIISIIOTCA TMPUIIOKEHUSAMH K HUM U TPYIIUPYIOTCS BMECTE
C YKa3aHHBIMHU JIOKYMEHTAMHU.

[InaHoBas v oT4YETHAS! JOKYMEHTAIIUSI HE3AaBUCUMO OT JIaThl €€ COCTABJICHUS
BKJIFOYAETCS B JIEJI0 TOTO rojia, K KOTOPOMY OHa OTHOCHUTCS.

[Ipu nHeoOxomumoctu B gnene «llepenucka» wucxondmuidi (OTBETHBIN)
JIOKYMEHT TIoMeliaercs Tmnocie Bxozsiero. IIpu BO300OHOBICHUHM MEPENUCKU
110 BOMPOCY, HAYABIICHCS B MPEAbILAYIIEM TO1Y, JOKYMEHTHI BKJIIOYAIOTCS B JICJIO
TEKYIIer0 roja M YKa3blBA€TCSI HWHIEKC TOro Jeja IO HOMEHKIAType Jel
MPEbIAYIIEro Toja, B KOTOPOM HaXOISTCS MPEAIISCTBYIOMIME JIOKYMEHTBI
10 3TOMY BOIIPOCY.

OOGpamieHus rpaxaaH U JOKYMEHTHI MO UX PAaCCMOTPEHHIO (POpMUPYIOTCS
B OTACHbHBIC nena. OOpalmieHus, JOKyMEHTHI 10 WX PACCMOTPEHHUIO COCTABIISIOT
B JIeJie CaMOCTOSITeJIbHbIE TPYMNIBI M IOMEIIAIOTCS B Jiela B COOTBETCTBUU
C HOMEHKJIATYPO JIeJ1 TePPUTOPUAIBHON KOMUCCHH.

[Ipu popmupoBaHum aena U3 HECKOIBKAX TOMOB (YacTeil), Kpome 00Iero
3aroJoBKa nena npu HEO0OXOIMMOCTH COCTaBJISIOTCS 3aroJIOBKU
KaXXJ10ro ToMa (4acTu), yTOUHSIOLIME COAEpKaHNE TOMOB (YacTeil) nena.

B AcIax, HaXOoOAIUXCsa B ACIOMPOMU3BOACTBE, NJOKYMCHTLI TCKYIICTO I'OJa
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pacronararoTcs IO XPOHOJOTMHM CHHU3Yy BBEpPX II0 MEpE IMOCTYIUICHHUS.
[Ipy mnOAroTOBKE K Ccladye B apXWB Jejla C JOKYMEHTAaMU TMOCTOSIHHOTO
U JIOJToBpeMeHHbIX (cBbIe 10 JeT) cpokoB XpaHeHUSs IepedOpMHUPOBBIBAIOTCA
B 0OpaTHOM TOPSIKE: JOKYMEHT, MOCTYMHUBIINA B KaJCHIAPHOM TOTy TTOCIIEIHUM,
JOJDKEH OBITh BHU3Y JieJia, a TEePBBIA JOKYMEHT KaJICHIAPHOTO TOoja — BBEPXY,
MIEPBBIM.

Jlena ¢ MOMEHTa MX 3aBEICHUS W JI0 MEpeadyud B apXUB WU YHUUYTOXKCHUS
B CBSI3M C MCTEUEHUEM CPOKOB XpaHEHUs HAXOMAATCS y mpejacenarens (cekperaps
Wi pabOTHUKA ammapara, OTBETCTBEHHOTO 3a BEJCHHE JEIONPOU3BOICTBA)
TEPPUTOPUATIEHON KOMHUCCHH.

DONEeKTpOHHBIE  JIOKYMEHTH  (OPMHPYIOTCSA B DJIGKTPOHHBIE  Jelia
B COOTBETCTBMM C HOMEHKJIATypoill Jen. B HoOMeHKkiatype Jnen ykas3bpIBaeTcs,
YTO JeJ0 BEJETCS B DJIEKTPOHHOW (opMme. DIEKTPOHHBIE JOKYMEHTBI IOCIIE
UX HCIOJHEHHS WM OTIPABKU MOAJIeKaT XpaHeHuto B IIJ] B TeyeHue CpoOKOB,
MPEAYCMOTPEHHBIX JUIsi AHAJOTMYHBIX JOKYMEHTOB Ha OyMa)XHOM HOCHUTEIIE.
B cnydae eciu Jnena mpencTaBlieHbl Ha OyMakHOM HOcuTelne U B Qopme
ANIEKTPOHHBIX JOKYMEHTOB («THOpHUIIHOE JEN0») M HE HMEIOT JJIEKTPOHHOTO
obpaza B cootBercTBytonied PVYK, To oHM momiexar CKaHUPOBAHUIO
C TOCJIENYIOUUM MPUCOEAMHEHUEM DJIEKTPOHHOTO 00pa3a B COOTBETCTBYIOIIYIO
PVK.

B HOMeHKkIaType nen dJeKTPOHHOE JENO0 M JIeNI0 Ha OyMa)KHOM HOCHUTENEe
OTPaXKaIOTCA KakK JBa TOMAa, HMEIOLIME OJWH 3aroJioBOK M CPOK XpaHEHHS.
K MHIEKCY AEKTPOHHOIO JeNa MpUOaBiseTcs IUTepa «I».

[IpoTokoibl 3acenaHvii, PEICHHUS TEPPUTOPUAIBHOM KOMHUCCHUM, CIUCKHU
MPUTJIAIICHHBIX, MpUaraéMble K MPOTOKOJY TMOJIMHHBIC IK3EMIUISPHI perieHUuN
C COOTBETCTBYIOIIUMHU TMPUIIOKEHUSIMH, MPOTOKOJbHBIC MOPYUYCHUS, JOKYMEHTHI,
MOCITYKUBIIME OCHOBAHMEM [UJII PACCMOTPEHHMS BONpOCAa Ha 3acelaHuu
TEPPUTOPUATILHON  KOMHUCCHUM, paciiM(ppoBaHHAs  ayAHO3alUCh  3aceldaHus

(mpu ee HAIMYMK), A0 TIEPEAAYn B apXUB HAXOJATCA y mpenacenarens (paboTHHKA
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ammapara, OTBETCTBEHHOTO 3a BEICHHE JICJIONPOM3BOJICTBA) TEPPUTOPHAIBHON
KOMHCCHH.

3a COXpaHHOCTh JOKYMEHTOB W JIeJI OTBETCTBEHHOCTh HECET IpeiceaaTesb
TEPPUTOPUATIBHON KOMHUCCHHU.

Jlema mOJDKHBI HAXOAWTHCS B pabodeid KOMHATE WM B CHEIUATBHO
OTBEJICHHOM JIsl TOW 1IeJIM TTOMEIIEHUH U XPAaHUThCSA B 3alUparomuxcs mkadax,
MIPEIOXPAHSIONINX JOKYMEHTHI OT MBLIN M BO3JACHCTBUS COTHEUHOTO CBETA.

B memsx oOecrnedeHuss ONEpaTMBHOIO IOWMCKAa JOKYMEHTOB Jejia
pacrojaraloTcsi B COOTBETCTBHHM C HOMEHKJIATypoW Jei, KOIHUA KOTOpOi
IpY HEOOXOTMMOCTH, TIOMEIIASTCSI Ha BHYTPEHHEH CTOPOHE IBEPIBI MKada.

Ha xopenikax 06510kek Jeaa yKa3bIBarOTCS MHCKCHI Je] 0 HOMEHKIIAType
hi (S

Jlema, HaxomsmIuecs Ha TEKYIIEM XpaHEHWH, MOjuiekar ydery. Ilepen
nepegadeii  JOKYMEHTOB B apXWB  MPOBOJUTCS  MPOBEPKAa  HaJWYHUs
U COCTOSTHHUSI IOKYMEHTOB W JICNI B IEJISX YCTAHOBJICHHS (DAKTHICCKOTO HATUUMS
JIeJI 1 COOTBETCTBUSI MX KOJIMYECTBY, YUCIIAIIEMYCS IO HOMEHKJIAType JIe]I.

[IpoBepka HaIWYUSA ¥ COCTOSHHUS JIOKYMEHTOB M JIeJd TPOBOJHUTCS
py TIEpEeMEIIEHUH JIel, BO3BpaTe e, CMEHE Ipejacenareiss TeppUTOpUaIbHOU
KOMHCCHH, TIepe/] TIepeIadeii B apXuB.

[IpoBepka MPOBOAWTCS IIyTEM CBEPKH CTaTed HOMEHKJIATYPHI e
C OTIMCAHUEM JIeNT Ha 00JIOKKE, a (PU3UIECKOS COCTOSTHUE JICT ONPEACIACTCS MMyTeM
WX BHU3YaJIbHOTO MpocMoTpa. Bce oOHapyKeHHBIE HEIOCTATKH (PUKCHUPYIOTCS
B aKTE MPOBEPKU HAJIMYHS ¥ COCTOSTHUS JCII.

B cmywae yrTpaThl JIOKYMEHTOB W JeJd TIPOBOJMUTCS  CIIy)KeOHOE
paccienoBaHue, IO pe3yjbTaTaM KOTOpPOTO JIMIIO, BUHOBHOE B yTpaTe, HECET
OTBETCTBEHHOCTh B yCTAaHOBIICHHOM  Topsiike.  IIpwmHMMaroTcs  Mepsl
0 3aMEIIECHUI0 YTPAuYeHHOTO JOKYMEHTA 3aBEPEHHOM KOMHEH (110 BOZMOXKHOCTH).

Ecnm otnmenpHBICE MOKYMEHTBI, YK€ BKJIIOYCHHBIC B JEJI0, BPEMEHHO
TpeOyroTcs ajis pabOThl, OHM MOTYT OBITH BBIJAHBI W3 J€Jia, & HA HX MECTO

BKJIQAbIBACTCA JIUCT-3aMCCTUTCIIbL C YKAa3aHMEM, KOrjga, KOMY M Ha KaKou CpOK
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BbIJJaH JOKYMEHT.

12.3. DxcnepTu3a EHHOCTH JOKYMEHTOB.

OKcnepTu3a LEHHOCTH JOKYMEHTOB THPOBOJAUTCS JUIsl  YCTAHOBJICHUS
HAy4HOM, HMCTOPUYECKOM M  IPAKTUYECKOM  3HAYMMOCTH  JOKYMEHTOB,
00pa30BaBIIMXCS B TMPOLECCE JEATEIBHOCTH TEPPUTOPUATHHON KOMMCCHUH,
C 1IeJIbI0 0TOOpA UX IS JaTbHEHIIero XpaHEeHUsI UM YHUYTOKEHHUS.

OKcnepTh3a UEHHOCTH JIOKYMEHTOB IPOBOJUTCS IIPU  COCTaBIICHUU
HOMEHKJIATyphl JIeJ, B Ipoiiecce (GopMUpOBaHUS Ji€], MPU TMOJATOTOBKE JIEJ
K IepeJaye B apXWB, NPHU BBIJCICHUH K YHHUUYTOXKEHUIO €I, JJIEKTPOHHBIX
JIOKYMEHTOB, HE MOJICKAUX XPAHEHUIO.

JUIsL pacCMOTpPEHHsI IMPOEKTOB HOPMATHBHO-METOJMYECKUX JOKYMEHTOB
10 BOIPOCaM JIEJIONPOU3BOJICTBA U apXMBHOIO JENa, OMUCEW JeNl MOCTOSHHOrO
U J10AroBpeMeHHBIX (cBhilIe 10 JIeT) CpOKOB XpaHEHHUs, aKTOB 00 YHHUYTOXKEHHH
JIe1 ¥ JOKYMEHTOB, HE NMEIOIIMX HAYYHOU [IEHHOCTH U MPAKTUYECKOIO 3HAYECHUS,
IIPUKa30M TMpeAceaaresis TEPPUTOPHATIBHON KOMHUCCHUU CO3JAeTCs HSKCIEepTHAas
komuccus (nanee — OK).

B ee ¢pyHKIMHM BXOOUT paCCMOTPEHUE U COTJIACOBAHME HOMEHKJIATYPHI JE
TEPPUTOPUATIEHON KOMHUCCHH.

B cocrta DK Morytr BKIIOYAaThCS UWICHBl TEPPUTOPUAIBHOW KOMUCCHH,
Ipa’KJaHCKHE CIIyKalue anmnapara TEPPUTOPUATIEHOM KOMHUCCHH,
Mo coryiacoBanvio paboTtHuku ammapara Caskt-lIleTepOyprckoii m3OupaTenbHON
KOMUCCHH.

[Ipu npoBeneHWH BKCHEPTU3bl LEHHOCTH JOKYMEHTOB OCYILIECTBISETCA
O0TOOp JIeNl MOCTOSTHHOTO M JOJATOBpEMEHHBIX (CBbIme 10 JieT) CpOKOB XpaHEHUS,
B TOM YHCJIE 110 JUYHOMY COCTaBY, OTOOP €]l C BpEMEHHBIMU CPOKAMH XpaHEHUS,
NOJICKAIINX XPAHEHUIO, BBIJACICHHE K YHHUTOXEHHUIO [€1, CPOKH XpaHEHHs
KOTOPBIX UCTEKNIU. [Ipyn 3TOM OJHOBPEMEHHO NMPOBEPSIOTCS KAa4E€CTBO M IOJIHOTA
HOMEHKJIATyphl JIeJl, MPaBHJIBHOCTh OMNPEJEICHUS CPOKOB XpaHEHWs Jell,

JIOKYMEHTOB.
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DKcrepTr3a LEHHOCTH JOKYMEHTOB OCYIIECTBISIETCS IyTEM IOJHMCTHOTO
npocMoTpa nein. He pmomyckaercs O0TOOp JOKYMEHTOB ISl XpaHEHUS
WJIU K YHAUYTOKEHUIO TOJIBKO HA OCHOBAHUU 3ar0JI0OBKOB JIEIT.

OT6op  SNEKTPOHHBIX  JOKYMEHTOB  JUIsi  TepeJayd B apXHB
MOXET OCYIIECTBISATbCSI B aBTOMATU3UPOBAHHOM pEXKHUME IIyTeM OTOOpa
nokyMeHTOB B I/ mo npusHakam «MHaekc aena», «Cpok XpaHEHUSD.

JIOKyMEHTBI, YTpaTUBIIHE MPAKTUYECKOE 3HAYEHUE U HE HUMEIOIIUE
MCTOPUYECKONW WM HAYYHOM LIEHHOCTH, [0 MCTEYEHHWH YCTAHOBJIEHHBIX CPOKOB
XPAaHEHUS MOJIEKAT YHUUTOKEHHUIO 110 AKTY.

AKTBI O BBIJICJICHUU K YHUYTOXKEHUIO JIe]d U JOKYMEHTOB paccMaTpUBAIOTCS
Ha 3acenanusix OK OJHOBPEMEHHO C ONUCAMHM J€J. YHHUUYTOXKEHUE el
U JJOKYMEHTOB JI0 YTBEPKICHUS aKTOB 3aIpeIaeTcs.

I[To pe3ynpTaTaM »HKCHEPTU3bl IIEHHOCTH JOKYMEHTOB PaOOTHUKOM
ammapara, OTBETCTBEHHBIM 3a  BEICHHUE  JICJIONPOMU3BOJCTBA  €XKETOJHO
COCTaBIISIIOTCS  CBOAHBIE OMUCH JIeI TMOCTOSIHHOTO M JOJITOBPEMEHHBIX
(cBpimie 10 7€T) CPOKOB XpaHEHUS M 1O JIMYHOMY COCTaBy (MPUIIOKECHUS
NoNo 13,14,15), a Takke akTbhl O BBIICJICHUU K YHUUYTOXCHHUIO JOKYMEHTOB,
HE TO/IJIeXKAINX XpaHeHHIO (TpuitoskeHue Ne 16).

Omnucu e MOCTOSHHOTO M JIOJNTOBPEMEHHBIX (cBbIme 10 JeT) CpoKoB
XpaHEHHUs, a TakXKe akThl O BBIJCICHUU K YHUYTOXKECHHUIO JOKYMEHTOB,
HE MOJUIeKAIINX XPaHEHHUI0, paccMaTpuBaroTcs Ha DK.

Onucu n1en, JOKYMEHTOB TIOCTOSIHHOTO CPOKa XpPaHEHUSI M aKThl
O BBIJCICHUU K YHUYTOXEHHUIO JOKYMEHTOB, HE TOMJICKAIIUX XPaHCHHUIO,
MOJJIEXKAT YTBEPKACHUIO LleHTpambHOW SKCIEPTHO-IPOBEPOYHOM KOMMCCUHU
(manee — LIDIIK) ApxuBHoro komutera Cankr-lIletepOypra, a omnucu ngen
no JuuHoMy coctaBy — yTBepxkaeHuo DIIMK II'A CII6. Tlocne yTtBepxkaeHus
[[DTIK ApxuBHoro komuteta CankT-IleTepOypra onucu Aen v aKkThl O BBIICICHUU
K YHMUYTOXXEHUIO JOKYMEHTOB, HE TOJIJIEKAIIUX XPAHCHUIO, YTBEPKIAOTCS

npeaceaaTe’IeM TEPPUTOPUATIBHON KOMUCCHH.



74

YepHOBUKM U PYKONHCH TMOATOTABIMBAEMBIX JIOKYMEHTOB, KOIUU
UHOOPMAIIMOHHBIX W JAPYTUX MaTepHalioB, HE MOMJISKAIUX BKIIOUYECHUIO
B HOMEHKJIATYypy [I€J], TI0 MUHOBAaHMHM B HHMX HAJIOOHOCTH MOTYT YHUYTOXAThHCS
0€e3 COCTaBJICHUS aKTa.

[leperner (moammBKa) A€ TPOU3BOAUTCA TOJIBKO TOCIE MPOBEIACHUS
AKCIIEPTHU3bI LICHHOCTH IOKYMEHTOB.

12.4. Opopmnenue aen.

Jlena, mojuiexxaniye Imepeiadye Ha XpaHEHUWE B apXUB, JODKHBI OBITh
o opMIIEHBI COOTBETCTBYIOLIUM 00pa3oM.

Odopmiienne nena BKIIOYaeT B ce0S MPOBEPKY CHCTEMaTH3aluu
JOKYMEHTOB BHYTpH JI€Jla, HyMEPAIUIO JUCTOB, COCTABJIEHUE BHYTPEHHEH ONuCH
JOKYMEHTOB Jiena (mpuiokeHue Ne 17), nmucrta-3aBeputens aena (IPUIOKEHHE
Ne 18), ohopmiienrie pekBU3UTOB 00JI0KKH, MOJIIMBKY (IIEpEIIET) Aea.

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

Jlena MOCTOSIHHOTO M JOJATOBpeMeHHBbIX (cBbilie 10 JeT) CpoKOB XpaHEHUs
nojJiexaT nmosHoMy ogopmiieHuto. [lonmHoe opopmiieHne nena npexycMaTpuBaeT
NPOBEPKY  CHCTEMaTH3allid  JIOKYMEHTOB BHYTpU JeNla, TPaBUIBHOCTH
ux oopmiIeHUS (HAUTMYUE HEOOXOAUMBIX TOAMUCEN, BU3, OTMETOK O PETHCTPaIluu
¥ WCIIOJIHEHWH, TMPWIOKEHUN), HyMEpaIuio JIMUCTOB, COCTABICHUE BHYTPECHHEH
ONKCU JOKYMEHTOB fena (g 0co00 LEHHBIX e, JUYHBIX Jel, a TaKkKe Jed,
C(OPMUPOBAHHBIX MO PA3HOBUIHOCTSAM JOKYMEHTOB, 3arojlOBKM KOTOPBIX
HE PACKpPBIBAIOT KOHKPETHOE COACpX aHHWE JIOKyMEHTa), COCTaBICHUE JIHCTa-
3aBepuTeNd Jiena, opOpMIIEHHE PEKBU3UTOB OOJOXKKH, MOJIIMBKY (TEpEIUIeT)
nena.

Hena BpemeHHBIX (10 10 €T BKIIOYUTENBHO) CPOKOB XpPAHEHHUs MOJJIeKAT
YaCTUYHOMY O(OPMIICHHIO: JIOMYCKAeTCs HE MPOBOAUTH CHCTEMAaTU3ALUIO
JOKYMEHTOB B Jelie, JHUCTHl Jiela He HyMepOoBaTh, 3aBEPUTEIIbHBIC HAAMHICU

HC COCTAaBJIATBH.
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O6n0xKa nena odopmitsieTcst o YCTaHOBJICHHOM dbopme
(npunoxxenne Ne 19). Ilpum sTom 0003Hau€HHE ApXUBHOIO MM(ppa, HAHOCUMOE
B MPaBOM BEpPXHEM YTy, mepeBopaunBacTcs Ha 180 rpaaycoB MO OTHOIICHHIO
K O0OO3HAaYCHHWIO B JICBOM HIDKHEM YIJy €IWHUIBI XpaHeHus. CBeacHUsS
Ha 00JIOKKY MEPEHOCATCS U3 HOMEHKJIATYPHI 1€ ¢ YTOYHEHUSIMH, OTPAKAOIITIMHI
(daKkTUYIECKUI COCTaB TIOMEIICHHBIX B /IS0 JOKYMEHTOB.

Obnoxkka nena odopmisieTcss YEpHBIMH CBETOCTOMKHUMH UYEpHHIIAMH,
pa3bopunBO, O€3 COKpAIICHUI.

Ha o06mokke nena yka3bIBAIOTCS CIEAYIONIME PEKBH3UTHI: HAUMEHOBAHHE
TEPPUTOPHAITBHONH KOMHUCCHH, JEJIOMPON3BOJCTBCHHBIN HOMEp (MHIEKC) Jena,
3aroJIOBOK jefa, jarta jena (ToMa, 4acTH), KOJIMYECTBO JIMCTOB B Jelie, CPOK
XpaHCHUS JIeJia, apXUBHBIN QP Iema.

PexBu3uTHI, mpocTaBisieMble HAa OOJIOKKE Jiea, OPOPMIIAIOTCS CIEAYIONTUM
obpazom:

HAaMCHOBAaHHUE TEPPUTOPHATIHHON KOMHCCHUHU YKa3bIBAE€TCS B COOTBETCTBHH
C pErjaMeHTOM TEpPPUTOPHAIbHOW KOMHUCCHHU. [Ipu WM3MEHEHUM HaUMEHOBAHMS
TEPPUTOPHATBHON KOMHUCCHUU B TEUCHHE TEPHOJIA, OXBATHIBAEMOTO TOKYMEHTaMHU
nena, Ha 00JIOKKE K CTapOMy HAMMEHOBAHHUIO MPHUITHCHIBAETCST HOBOE;

JIEIONTPOU3BOACTBEHHBIN HOMEP (MHIEKC) Jiefia — MPOCTaBsieTcs: udpoBoe
o0o3HaueHue (MHAEKC) Jeja M0 HOMEHKJIAType el M YKa3bIBaeTCs HOMEpP ToMa
(uactn);

3aroJioBOK (HaWMMEHOBAaHHE) Jela TMEPEHOCUTCS W3 HOMEHKIIATYpbl Jei
(B HEOOXOIMMBIX CITyYasiX B 3ar0JI0BOK BHOCSTCSl yTOUHEHUS );

maTa Jena—Ha OOJOXKKE Jiella YKa3bhIBalOTCA JIB€ JIaThl, KOTOpHIC
HA3BIBAIOTCS KPAWHUMH JJaTaMHA M COOTBETCTBYIOT TOJIy 3aBEJACHUS M OKOHYAHMS
nena. HaganmbHas ngata—3TO JgaTa camMoro paHHEro, a KOHEYHas JaTa — jara
caMoOTO TO3JHETO JOKyMeHTa B jene. [Ipu 3TOM y4UTBIBAIOTCS JAThl BXOMISIIHX
U HUCXOIANIMX JOKYMEHTOB (B Ciydae HMX OTCYTCTBHS — JIaThl PErHCTpAldN
JIOKyMEHTOB) M HE YYHMTHIBAIOTCS JAThl CIHCAHUS JOKYMEHTOB B JI€J0, YKa3aHUMN

M0 UCIIOJJHCHHUIO JOKYMCHTOB, OTMCTOK HCIIOJIHUTCIIA (33 HCKIIOYCHHUEM CJIYyYacB,



76

KOI'JIa Ha JOKYMEHTaX He MMEETCs JAPYrux JaT, KpoMe MEepeuucieHHbIX). Jlaramu
JieJ1, COAEepKaIMX ITPOTOKOJIBI 3aCETaHNM, SBIISIIOTCS JAThl IIEPBOTO U MOCIEIHETO
IIPOTOKOJIOB, BOLIEAIIUX B JEJO0.

[Ipu HamumcaHuu KpaWHUX AAT HA OOJIOKKAX JAEN MOCTOSHHOTO XpaHCHHs
YHCIIO U TOJl TPOCTABIISIIOTCS apaOCKuMu 1udpamMu, a Ha3BaHHE MeECALAa MUIIETCS
nponucelo 6e3 cokpamieHusa. Ha o065oxkax Ael BPEMEHHBIX CPOKOB XpaHEHHS
YKa3bIBa€TCs TOJIBKO I'OJ.

Ha o0noxkax pena, COCTOSIIMX W3 HECKOJNBKUX TOMOB (4acTei),
IPOCTABJISIIOTCS KpaliHUE JaThl KaX/10ro ToMa (4acTu).

KosmnuecTtBO  IpPOHYMEpOBAaHHBIX B JEJI€  JIMCTOB  NPOCTABIIETCS
C JINCTa-3aBEPUTEIIS JIETIa.

Cpok XpaHEHHs IMEPEHOCUTCS Ha OOJIOKKY Jejla U3 HOMEHKIATyphbl JEll.
Ha nenax nocrosgHHOro xpanenus numercs: «IlocTtosHHO».

ApxuBHbII mudp aena COCTOUT U3 HoMepa (oHJIa, HOMEPA ONKMCH, HOMEepa
JieJIa 10 OIMCHU U IPOCTABIISIETCS MOCIIE YTBEPKIACHHS U COTJIACOBAHUS OIMCEN JIEIT
HOCTOSTHHOTO U A0JTOBPEMEHHBIX (CBbIIE 10 JIeT) CPOKOB XpAHEHHUS.

Ha xopemke pema yKa3pIBalOTCS 3arojOBOK  JI€JIa, HHJAEKC JIeJa
10 HOMEHKJIaType, aTa J1eJ1a U CPOK XPaHEHHUS.

B  pmemax obecrneueHUss COXpaHHOCTM U 3aKpEIUICHUS — TOpsAKa
PACIIONIOKEHUS TOKYMEHTOB, BKIIFOUEHHBIX B JEJNO, BCE JHUCTBHI, KPOME YHUCTHIX,
JUCTa-3aBEpUTENs  JeJa W JIMCTOB  BHYTPEHHEW  OIKWCH, HYMEPYIOTCSA
B Pa3BepHYTOM BHJI€ apaOCKuMu lMdpamMu BasioBOil HyMepaimeid. UucThie JTUCThI
U3 Jena u3bIMaroTcs (0€3 MOBPEXICHUS LEIOCTHOCTU JIeJla) U YHUUYTOXKAIOTCA.
JIuctel HyMepyrOTCs NIPOCTBIM KapaHIAllOM CBEPXy BHHM3 B BO3pacTarOLIEM
NOpsIJIKE HOMEPOB HauMHasi ¢ nepBoro. L{udpsl npocTaBisitoTCs B MPaBOM BEPXHEM
yrity aucrta. Hymepanus BETHBIMHA KapaHJallaMH, YEpHWJIAMH U HyMepaTopaMu
HE JIOITyCKaeTcsl.

JIokyMeHTBI ¢ COOCTBEHHOM HyMepaluei JIMCTOB, B TOM YKCIIE MeYaTHbIE

U3JIaHUS, HYMEPYIOTCS B OOIIEM TOPSAKE WM COXPAHSIIOT COOCTBEHHYIO
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HyMEpalulo, €CiIu OHa COOTBETCTBYET IOPSAAKOBOMY pAaCIOJIOKEHHUIO JIMCTOB
B JIEJI€.

Cnoxennpli  juct Oousbimoro dopmata (A2, A3) pa3BopauuBaercs
U HyMepyeTcs B MpaBOM YacTH BepxHEro moiisi jucrta. [Ipu stom muct moboro
dopmaTta, MOAIIMTHIA 3a OAMH Kpail, HyMepyeTcs KaK OJWH JIUCT, a JIUCT,
CIIO)KEHHBII M MOJIIWUTBHIM 3a CepeuHy, MOJJIEKUT IEPELIMBKE U HyMEpPYETCs
KaK OJIMH JIUCT.

Ecin B nene ecTp KOHBEPT C BIOKEHUSMH, TO CHayaja HyMeEpyeTcs
KOHBEPT, a 3aTEM OUYEPEIHBIM HOMEPOM KaXKJ10€ BJIOKEHUE.

dortorpadun W JIpyrue WLTIOCTPATHBHBIE MaTepHalbl HYMEPYIOTCS
Ha 00OOpPOTHOM CTOPOHE B JIEBOM BEPXHEM YIIIy.

JIMCT ¢ HAarayxo HaKJIEEHHBIMU TJOKYMEHTaMU (BbIpe3KaMu, (poTorpadusimMm)
HyMepyeTcsl KaKk OJUH JHUCT. ECM K JOKyMEHTY MOAKICCHBI OTHUM KpaeM JApPYyTue
JIOKYMEHTBHI (BCTaBKH TE€KCTa, IEPEBObI), TO KaXK/IbIH JTUCT HyMEPYETCS OTACIBHO.

[IpunoxkeHne K [y, COCTaBJSIONIEe OTACIBHBIM TOM, HyMEpyeTcs
OTJEJBHO.

[Ipy Hamuuuu OTHEIBHBIX OIMMOOK B HyMEpaluu JHCTOB B Jeiax
Ipu TOATOTOBKE HMX K CJadye B apXWB JIOMyCKaeTCs IO COTJIACOBAHMIO
C HUM yNOTpeOJICHHE JIUTEPHBIX (C OYKBEHHBIMH JOMOJHEHUSMU) HOMEPOB
JIUCTOB.

B nenax mOCTOSIHHOTO CpoKa XpaHEHUs M OTAEIbHBIX KaTEropusx aes
10 JINYHOMY COCTaBy (JIMYHBIX J€JIaX, a TaKXke JejlaX, BKIIYAIOIMIHUX B cedsd
TPYAOBBIE JTOTOBOPHI, JOTOBOPHI TPAKIAHCKO-TIPABOBOTO XapakTepa W aKThl
BBIMIOJIHEHHBIX pa0OT K HUM) JUJIsl yyeTa U IMOMCKa JOKYMEHTOB B Haudaje jela
MOJKET MOMEIIAThCsI BHYTPSHHSISL OMKCH (TpritoskeHue Ne 17).

JIucTel BHYTPEHHEN ONIMCH HYMEPYIOTCSI OTAEIBHO.

Kaxnoe neno 3akaHuMBaeTCsl JMCTOM-3aBEPUTENIEM YCTAHOBIEHHOW (OPMBI
(mpuoxxerne Ne 18).

B nucte-3aBepurene nena urdpamMu ¥ Nponuchio ykasblBaeTcs (pakTuueckoe

KOJIHMYCCTBO JIUCTOB B JaHHOM JICJIC, 4 TAKKE HATMYUC JIUTCPHLIX W IMMPOIYIICHHBIX
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HOMEPOB JIUCTOB, KOJUYECTBO JINCTOB BHYTPEHHEH OINMCH W HAIWYUE CpEau
JOKYMEHTOB Ta3eT, KHUT, Opormrop, depTexel, ¢ororpaduid, puCyHKOB U T.1.,
CTaBSITCS JlaTa U MOJANUCH pabOTHHKA, C(POPMHPOBABLIETO JEJI0, U YKAa3bIBAKOTCS
€ro JOJDKHOCTb, MHHIMANBl W ¢amuiua. Eciu KOIWYecTBO JHCTOB B JieJie
U3MEHSETCS, 3aBEpUTEIbHAS HAAMUCh COCTABIIETCS] BHOBB.

[Tpu moaroroBke Jied K NOJIIMBKE (IIEPEIIETY) IPOBEPSAETCS IPABUIIBHOCTD
ux (popmupoBanus, opopmiacHus. MeTaTndecKue U TIIACTUKOBBIE CKPETUICHUS,
a TAK)XE TEPMOIIEPEIUIETHI U3 JOKYMEHTOB YIAJISIOTCA.

JIOKYMEHTBI IOJIIMBAOTCS TAKUM 00pa3oM, 4YTOOBI MOYKHO OBLIIO CBOOOIHO
IPOYUTATh TEKCT KaXJAOro JOKYMEHTa, BHU3bl M YKa3aHUS IO HCIHOJIHEHUIO
JIOKyMEHTA.

12.5. Tlepenaya men B apXxuB.

Ilepenaua gen nocrosiHHoro cpoka xpanenus B LII'A CII6 ocymiectBisieTcs
noequHUYHO 1o yTBepkaeHHbIM L[DIIK ApxuBHoro komutera Cankr-IletepOypra
OIHCSIM JIeJT TOCTOSIHHOT'O XPAHEHHS.

[IpueM JOKYMEHTOB Ha IIOCTOSSHHOE XpaHEHHE OQOpMISIETCSI aKTOM
npuema-rnepeayu J0KyMeHToB (mpuiioxenue Ne 20).

IIpu mepenmaue Aen Ha BCEX JK3EMIUISIpAX OMUCH JIeN MPOTHB Ka)JI0Tro
BKJIFOUEHHOTO B Hee nena B rpade «lIpuMeuanue» cTaBUTCS OTMETKA O HAJUYUU
nena. B KOHIE KaXIOro »SK3eMIUsipa ONHMCH JIeJ YyKa3blBalOTCSA Ludpamu
U TPONHUCHI0 KOJIMYECTBO (PAKTHUUECKH MPHUHATHIX (II€PElaHHbIX) B apXuB e,
UHUIMAIBI 1 (aMUWIMK JIML, OCYIIECTBISIOIIUX MpUeM-Tiepesady Jel, CTaBiATCs
UX MOJIUCH U J1aTa.

[Ipu npueme aen B apxuBe HMPOBEPSiCTCS MPAaBUIBHOCTbh UX O(QOPMIICHHUS.
Hena, odopmiieHHbIE C HapylIEHHWEM IMpaBUJl, YCTaHOBIEHHBIX WHCTpyKIueH,
BO3BpAILAIOTCS B TEPPUTOPUATBHYI0 KOMHUCCHIO C YKAa3aHMEM HEIOCTaTKOB
JUISL UX YCTPAaHEHHS.

TepputopuanbHas KOMHUCCHUS UMeeT MPUOPUTETHOE paBo
Ha MCIOJIb30BaHUE TOKYMEHTOB, IEPEJAHHBIX €10 HA TOCYIapCTBEHHOE XPAaHEHUE,

B TOM YHCJIE HA UX TIEPBYIO MyOJIUKAIIHIO.
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12.6. icionHEHHBIE AIEKTPOHHBIE JOKYMEHTHI CUCTEMATU3UPYIOTCS B J€ja
B COOTBETCTBUM C HOMEHKJIATypOH JEI TEPPUTOPUAIBHOU  KOMMCCHHU.
[Ipy cocTaBlIeHMM HOMEHKIIATYPHI JI€JI B 3aroJIOBOK J€Ja BKIIFOUAETCS yKa3aHUE
«ONEKTPOHHBIE JOKYMEHTBD».

Cpokn XpaHEHHsS] DSJEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CpOKaM
XpaHEHUS AHAJIOTUYHBIX JJOKYMEHTOB Ha OyMa>KHOM HOCHUTEJE.

OKcnepTh3a LEHHOCTH  3JEKTPOHHBIX  JOKYMEHTOB  OCYLIECTBISETCS
B OOIIEM MOpsJKE, YCTAHOBJIEHHOM [IJIsi JIOKYMEHTOB Ha OyMa>KHOM HOCHTEIIE.
[locne wucCTeYeHUs CpPOKa, YCTAHOBJIEHHOTO JJISI XPAHEHUS SJIEKTPOHHBIX €Il
(3NMEeKTpOHHBIX  JOKYMEHTOB), Ha  OCHOBAHMHM  aKTa O  BBIJCJICHHUH
UX K YHUYTOXKEHMIO, YTBEPXKACHHOIO IIpEACEnaTeieM TEPPUTOPUATIBLHON
KOMHUCCHH, YKA3aHHBIE AJIEKTPOHHBIE JieNa (3JIEKTPOHHBIE JOKYMEHTBI) MOJIEKAT
YHUYTOKEHUIO.

ONEKTpOHHBIE JOKYMEHTBI IIOCTOSIHHOTO CpOKAa XpaHEHHs IEpeaaroTcs
Ha apXMBHOE XpaHEHUE MO OMUCAM C O(OPMIICHHEM aKTa IpUeMa-liepeaadu

QJICKTPOHHBIX NOKYMCHTOB.

13. OTBETCTBEHHOCTD
13.1. YneHsl TEppUTOPUATHLHON KOMHUCCHU U TPaXKIAHCKUE CIIyXKallue

amnrapara TEeppPUTOPHATBHON KOMMCCHUH, TpakJaHe, 3aMelaroiiue AO0JKHOCTH,
HE SIBJISIONIMECS JODKHOCTAMH TOCYAapCTBEHHOM TPaXKIaHCKOM CITY>KOBI, a TaKkKe
rpaxJaHe, TMpPUBJIEKaEMble MO TPaKIAHCKO-TIPABOBBIM JIOTOBOpAM, HECYT
MEepPCOHATIBHYI0 OTBETCTBEHHOCTh 3a coOoAeHue TpeboBanuii WMHCTpyKIuwy,
COXPAHHOCTh HAXOJAIIUXCA Y HUX JOKYMEHTOB.

13.2. OTBETCTBEHHOCTH 3a OpraHu3aIui0 JIeJI0TPOU3BOICTBA
B TEPPUTOPHUATBHOU KOMHCCHH, BHEJIPECHHE ABTOMATH3UPOBAHHBIX
(KOMIBIOTEPHBIX)  TEXHOJIOTMA  TIOJITOTOBKM U 00pabOTKH  JTIOKYMEHTOB,
oOecricueHUEe COXPAaHHOCTH JOKYMEHTOB W Tepeaadyy HMX B apXuB, KOHTPOJIb
3a coOmtoienneM  TpeOoBaHUM NucTpykuuu HECEeT  IIpelcenarellb

TEPPUTOPUAIIBHON KOMUCCHUH.



[Tpunoxenue Ne 1
K MHCTpyKIMHU 1O 1€T0NPOU3BOJICTBY

B TeppuropraibHON n30upatenbHol koMmuccuu Ne 28

dopma perucTpaOHHOI0 KYPHAJIA BXOASIINX JOKYMEHTOB

OtMmeTKa 00
HUCIIOJIHEHUN
. | Kpatkoe
Perucrpamu Ucxonsammit (mara
o cojaepxka- IImanoBas
Hata OHHBIN Koppec- HOMED Crnoco6 WCTIOTHEHUS
HHE Pe3omronua | McnoaHurensb narta
MOJTyYEeHUs HOMEp MMOHJIEHT U JaTa MOJIyYEeHUS U /unm
JIOKYMEHTa JIOKyMEHTA (xo11-BO MCTOTHEHMIA PEKBU3UTHI
JIUCTOB)
HCXOJSAIIETO
JIOKYMEHTA)
(I)OpMa PErucTPaliMOHHOIO KYPHAJIa HCXOAAIINX JOKYMEHTOB
Kpatkoe conepxanue
aTa PerucrpanuoHHbIi OKyMEHTa ®HUO noxnucadTa
A panl Anpecat JIOKY a1 Ucnomaurens Bun otnpaBku
pEerucTpanuu | HoMep JOKyMEHTa (PEKBU3UTHI BXOJISIIIETO JIOKyMEHTA

,Z[OKYMGHTa), KOJI-BO JIUCTOB




ITpunoxenue Ne 2
K MHCTpyKIIMU 1O J€I0NPOU3BOCTBY
B TepputopuaibHoil H30HUpaTenbHOM
komuccun Ne 28

HEPEYEHDb
JOKYMEHTOB, He MOJJIeKAIMX PerucTpanuu

1. CooO1ieHus o 3aceJaHusIX, COBEIIAHUAX U TTOBECTKAX JIHS.

2. Y4eOHbIe TPOrpaMMBl, TIJIaHBI.

3. Pexnmamnbie n3BEIICHUS, TUIAKATHI.

4. Tlo3npaBUTENbHBIC MHUChMA U TEJIETPAMMBI.

5. IlpurnacurtenbHble OWJIETHI, IPUTIIAILICHUST HA PA3JIMUHbIC MEPOTPUSITHUS,
HE Coep Kalllie HaJJICKAINUX PEKBU3UTOB MUCHMA.

6. byxrantepckue JOKyMEHTHI.

7. IleuaTHble U30aHUA.

8. OnepatuBHass uH(pOpMalKsg, TMOCTyMawIas MO KaHajllaM CBSI3U
['ocynapcTtBeHHOM aBTOMaTtu3npoBaHHOW cuctembl Poccuiickonn ®denepanuu
«BBI00pEI.

9. O6parteHus rpak/iaH, MOCTYIMBIINE HA aJPeC SJIEKTPOHHON MOYTHI.



[Tpunoxxenue Ne 3
K MHCTpyKIIUK 1O J€10NPOU3BOACTBY
B TepputopualibHON U30UpPaATEIHHOMN
komuccuu No 28

AKT

MBI, HUKEO AU CABIIINECS

COCTAaBUIM aKT O TOM, 4YTO « » 20 r. Ipu
BCKPBITUM I1AKETa
OOHapy>KEHBI CIEAYIOIINE HETOCTATKU:

HaCTOHHII/Iﬁ aKT COCTABJICH B IBYX 3K3CMILIAAPaAX.

[Toanuce, pacumppoBKa MOANHUCH:




[Tpunoxxenue Ne 4
K MHCTpyKIIMK 1O J€10NPOU3BOACTBY
B TepputopualibHOM U30UpPaATEIHHOMN
komuccuu No 28

(I)Oprl 6JIaHKOB, HCIMOJIB3YEMBIX B Teppl/ITOpl/laJIbHOﬁ KOMHCCHH



«

»

TEPPUTOPUAJIBHAS NU3BUPATEJIBHASA KOMUCCHUS Ne 28

IIPOTOKOJ 3ACEAAHUA

20  Tonm Ne

Cankr-lleTepOypr



«

TEPPUTOPUAJIBHAS U3BUPATEJIBHASL KOMUCCHUS Ne 28

PEINIEHUE

» 20  ron No

Cankr-IletepOypr



«

TEPPUTOPUAJILHAS N3EUPATEJIBHASI KOMUCCHS Ne 28
NPEJCEJAATEJD

ITPUKA3

» 20 ron No

Cankr-IleTepOypr
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TEPPUTOPUAJIBHASA
MN3BUPATEJIbBHASI KOMUCCHS Ne 28

CAHKT-IIETEPBYPI'
ya. CaByuikuna, 1. 83, Caukr-IlerepOypr, 197374
Ten. (812) 576-03-55, ®akc (812) 576-03-55
http://tik28.spbik.spb.ru
OKIIO 13810864; OTPH 1037832036318;
VIHH/KIIIT 7814143057/781401001

Ne

Ha Ne oT




[Tpunoxxenue Ne 5
K MHCTpyKIIUK 1O JE10NPOU3BOACTBY
B TepputopualibHOM U30UpaATEIHHOMN
komuccuu No 28

TpebGoBaHuA K JOKYMEHTaM, H3r0OTOBJIIEMbIM C IOMOIIbI0
Nne4YaTaoux yCTPOiCcTB, U K (pailjiaM TEKCTOBBIX IOKYMEHTOB

1. Texctbl nOKyMEHTOB Ha OijaHkax ¢opmara A4 rmeyaTaloTcs dYepes
1,5 MEXCTPOUHBIX HWHTEpBajia, IOMYCKAaeTCs IedaTh JOKYMEHTOB Ha OJlaHKax
dbopmara A4 yepe3 1 MeKCTpOUHBIM MHTEpBaJ, Ha OnaHkax ¢opmara A5 — yepes
1 MEXCTPOUYHBIN UHTEPBAIL.

TekcThl JTOKYMEHTOB, MOATOTaBIMBAEMBIX K THUHOTpadCKOMYy H3IaHUIO,
MEYaTAIOTCS YEPE3 2 MEKCTPOUHBIX UHTEPBAJIA.

2. HanMeHOBaHME BHIa TOKyMEHTA M€YaTACTCS MPOTMCHBIMA OyKBaMH.

3. Ecnm 3aronoBok k TekcTy npesbiinaeT 150 3HakoB (5 CTpOK), AOMyCKaeTCs
MpoaJieBaTh €ro 10 TpaHUlbl MpaBoro moss. Touka B KOHIE 3aroJioBKa
HE CTaBUTCH.

4. PacuiudpoBka moanucu B pekBusure «llommuce» — medaraercs
Ha YpPOBHE IOCJIEIHEH CTPOKM HANMEHOBAHMS JOJDKHOCTH C HCIOJIb30BAaHUEM
xomOuHanuu kinasum Shift — Ctrl — TIpoOen mexay nHuIMaTaMu U haMUITHEH.

5. Co3manme, ¢opMaTupoBaHWe€ U BBIBOJI HAa Te4aTh JOKYMEHTOB
MPOU3BOAMTCS HA KOMIBIOTEpAX C HCIOJB30BAHUEM TEKCTOBOTO PEAAKTOPA,
noaaepkuBatomiero gopmar docx. BHenpeHne 3JIeKTpOHHBIX TAOJHII, CO3TaHHBIX
B TaOJIMYHBIX pENaKkTopax, B JOKyMeHTHbl (¢opmara docx He TOmycKaeTcs.
JlomyckaeTcsi, pu HEOOXOJUMOCTH, CO3[aHue, (POpPMATHUPOBAHME M BBIBOJ Ha
nevyaTh TabJIUIl TOCPEICTBOM PEIaKTOPa AIEKTPOHHBIX TAOJIHII, MOACPKUBAIOIINX
dopmar xlIsx.

6.[lpu  dopmaTupoBaHMM  JOKYMEHTOB  pEKOMEHAyeTcs  paboTaTh
C BKJIFOUEHHOUN KHOMKOM Y, 4TOOBI BHIETh HA SKpaHEe BCE CIY>KEOHBIE CHMBOJIBI.

/.Ilpu QopmaTUpoBaHUM TEKCTOB JOKYMEHTOB HCIIOJb3YETCS CTHUIIb,
KOTOPBIN UMEET CIEAYIONINE TapaMEeTPhI:

o mpu@T PT Astra Serif
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o pasMep 14 nyHKTOB
o OTCTYI cieBa 0cMm
crpaBa 0cm
o WHTEpBAJ nepen 0 myHKTOB
nocJie 0 myHKTOB
o MEXCTPOYHBIN UHTEPBAJ MOJIyTOPHBIH
o nepBasi CTpoka oTcTyn Ha 1,25 cMm
o BEIPAaBHUBAHWE 10 IHUPUHE.

8. Ilpu dopmarrpoBanuu TabIUIl HEOOXOJUMO COONIONAATH CICAYIOIINE
TpeOOBaHMUS:

Ta0auIla BCerja JO/KHA HMMETh Ha3BaHHE, KOTOPOE BbIPABHHUBACTCS
0 IIEHTPY JIOKYMEHTAa;

Ta0IuIa BRIPABHUBACTCS TI0 IIEHTPY JIUCTA;

3aroJIOBKH CTOJIOIIOB M CTPOK BBIPABHUBAIOTCS T10 IIEHTPY SUCHKH;

JAaHHBIC B sIMEUKaX TaOJIUITBI BRIPABHUBAIOTCS CBEPXY IO JICBOMY Kparo;

IPOJIOHKEHUE TAOJUIIBI HA HOBOM JIMCTE MOYKET HAYMHATHCS C 3ar0JIOBKOB
ee rpad (umu HOMepoB rpad B ciydae, eciu Tpadbl TaOTUIBI HA TIEPBOM JIHCTE
IIPOHYMEPOBAHbI);

CTPOKH TaOJIUIIBI TIEPEHOCATCS Ha HOBBIM JIUCT JOKYMEHTA MCKIIOYHUTEIHHO
LIEJTUKOM;

IIUPUHA W BBICOTA TaONWMIBI HE JO/DKHBI TPEBBINIATH Pa3Mepbl IOJCH
JTIOKYMEHTA.

9. PazMepsl mosnieit JOKyMEeHTa JOJKHBI UMETH CIEAYIOLIUE TapaMeTphI:

o BEpXHEe 2,0 cm
° HIDKHEE 2,0 cMm
° JIEBOE 3,0 cm
o MpaBoe 1,5 cm.

OT kpast 10 KOJIOHTUTYJA:

o BEPXHETO 1,25 cMm
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. HIDKHETO 1,25 cm.
10. [Tpu MOATOTOBKE IOKYMEHTOB UCIIOJIB3YIOT CIICAYIOMINE PECKBU3HUTHI:
e HaWMEHOBAHHE OpPraHU3alNu;

e HaWMEHOBaHHUE BHUJA JOKYMEHTA;
® CChUIKa Ha UCXOMSIINNA PETUCTPALIMOHHBINA HOMEP U JaTy JOKYMEHTA;

® MECTO COCTaBJICHHS (M3JIaHUS) TIOKYMEHTA;

e r1pud (momeTka) 00 OrpaHUYEHUU JIOCTYyNA K TOKYMEHTY; (MIpU HAJTUYWH)
® ajpecar;

e Tpud yTBEPKICHHUS TOKYMEHTA;

® 3aroJIOBOK K TEKCTy TOKYMEHTA;

® TEKCT JOKYMEHTA;

® OTMETKa O HAJUYMH MMPUIIOKEHUS;

® T[IOJINUCH;

® OTMETKa 00 AJIEKTPOHHOM MOJINUCH;

e rpud cornacoBaHus JOKyMEHTA;

e OTMETKAa 00 UCIOJIHUTEIIE;

® JICHTU(PUKATOP PIECKTPOHHON KOMUU JOKyMEHTA (TPY HATUYHH).

11. PekBu3uThl (KpoMe TEKCTa JOKYMEHTa U ajpecara), COCTOSIIHUE

N3 HCCKOJIBKHUX CTPOK, II€YaTal0OT CO CIACAYIOIINMH ITapaMCTpaMU:

o mpu@T PT Astra Serif

o pazmep 14 myHKTOB

o OTCTYII cieBa 0cm
cripaBa 0cm

o WHTEpBAJ nepes 0 myHKTOB
nocjue 0 myHKTOB

° MEKCTPOYHBIN UHTEPBAII OJIMHAPHBIN
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o OTCTYII IIEPBOU CTPOKH HET

L BBIPABHUBAHUC IO OCHTPY.

12. PexBU3UT «AnpecaTy MmeyaTaroT CO CICTYIONTUMU TTapaMeTPaMH:

o mpudT PT Astra Serif

o pasMep 14 nyHKTOB

o OTCTYI cieBa 7 cMm
crpaBa 0cm

o WHTEPBAI nepesn 0 myHKTOB
rocie 0 MyHKTOB

o MEXCTPOYHBIN UHTEPBAJ OJIMHAPHBI

o OTCTYH MIEPBOM CTPOKHU HET

o BEIPAaBHUBAHWC 1O LIEHTPY.

Eciu cocraBHblE 4YacTHM pEKBU3UTOB «Anpecary», «I'pud yTBepkIeHUS
nokymeHTay, «I'pu¢d cormacoBaHus JOKymMeHTa», «OTMETKa O HaJIU4uu
IPWIOKEHU» HE YMEINAIOTCS HA OJHOW CTPOKE, TO pa3pblB CTPOKU B HYKHOM
MECTEe MPOU3BOJUTCS C IMOMOIIBI0 cUMBOJa «Pa3pblB CTpoKu» (KOMOMHAIUSA

knasum Shift — Enter), Hanpumep:

COI''TACOBAHO

PykoBonurens @enepaibHOTO
ApXUBHOTO areHTCTBA

A.H. Aptuszos

[Ipy HCHONB30BaHMM B TEPPUTOPUAIBHON KOMHUCCUHM HJIEHTU(]HUKATOpA
AJIIEKTPOHHOM KOIWU JTOKYMEHTa (KOJOHTHUTYJIA) OH I1€YaTaeTcsi B JIEBOM YIUIy
HUKHETO TOJISI KaKI0M CTPAHMIIbI JOKYMEHTA MPUPTOM 8 MTyHKTOB.

13. Ilpu odopmiieHHH TOKYMEHTOB Ha JABYX U 0OoJjiee CTpaHMIAX BTOpas

U TIOCIICYIOIINE CTPAaHUIIBI JOJKHBI OBITh MpOHYMepoBaHbl. Homepa cTpanwmil
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MPOCTABIIAIOT MOCEPEIMHE BEPXHETrO MOJIsl TUCTa apaOCKuMu I pamu 0e3 3HaKOB
penMHAHUS.

Ecnu nokyMeHT uMeeT npuiioKeHue, TO OHO NieYaTaeTcsi C HOBOM CTPAHMIIBI.

14. JIns BBISBIICEHUS W UCHPABJICHHS BO3MOXHBIX OIIMOOK B MPaBONMUCAHUU
B chopmupoBaHHBIX (aillax pPEKOMEHIYeTCs OCYHIECTBIATH  IMPOBEPKY
JIOKYMEHTOB, UCIIOJIB3YSl CUCTEMbI IPOBEPKU MPABOMUCAHUS.

15. Kaxxaplii  TOKYMEHT €O BCEMH MPWIOKEHUSIMH K HEMYy I[OMEIaloT
B OTIIENBHBIN (aiin (eciy MpUIIOKEHHs] CO3/IaHbl OAHUM IpolieccopoM). BHyTpu
daiina cam TOKYMEHT U Ka)KJ0€ MPUJIOKEHNE MTOMENIAIOT B OT/IEIbHBIC Pa3/Iebl.

16. Bce pekBU3UTHI JOKYMEHTAa OTACISIOT APYr OT JApyra OTHOM ITyCTOH
CTpOKOH, oOpa3yemoii cuMmBojoMm abO3ana (Y — knaBuma Enter). B Tekcre
HE JIOJDKHO BCTpeuaThes 60Jiee JBYX CUMBOJIOB ad3aria moapsI.

17. He nomyckaercs nmucaTh CJIOBa C pa3psaKON, BCTABIIsS TPOOEIIBI MEXITY
OykBamu B ciioBax. He nmomyckaercss ucnosiab3oBaHuE MpoOENoB sl 00pa3oBaHUs
a03alHoOro OTCTymna (KpacHOM CTPOKHM) WM MYCTBIX CTPOK. B TekcTe HE AOJIKHO
BCTpeUaThCsl MoApsA] Oojiee OJHOIO CHMBOJIA MpodOena. PaszneneHue MHULKMATIOB
U Qamunnu, cuMBoia Ne u ymcna, MOPSAIKOBOTO HOMEpA CTaThH, YacTH, IyHKTa
WIN TIOAMYHKTa MPaBOBOTO aKTa, YHMCla Mecsla U Ha3BaHMUS MECsIla, YUCHa roja
U CIIOBA «TOJ», JIIOOBIX YHUCJIOBBIX 3HAUYCHUM W EIUHUIl MU3MEPEHUS JeJIacTCs
C HCIOJIb30BaHHWEM Hepa3pbIBHOTO Mpobena (coderanue kmaum Shift — Ctrl —
[TpoGen).

18. He nomyckaercst BKJIIOYaTh B TEKCT JOKyMEHTA pa3/ieIUTeNIbHbIC TUHUH,
COCTaBJICHHBIE U3 IIEMOYEK CUMBOJIOB (*, =, -, — U apyrue).

19. He nomyckaeTcsi UCIIOJIB30BAaHUE B PYCCKUX CIIOBAaX  CXOIHBIX
1o HauepTaHuio JatuHckux OykB (A, a, B, C, ¢, E, e, H, K, M, O, 0, P, p, 1, X, X,
y).

20. He pomyckaeTcsi WCMIOAB30BaHME CHUMBOJa Talymsauuu (—) s
oOpa3zoBaHusi ab3amHOro otcryna (KpacHOM CTPOKHM) WM MYCTBIX CTPOK.
A03anHbIi OTCTYN ycTaHaBIMBalOT B MeHI0O Dopmar/Al3anl WM ¢ MOMOIIBIO

BEPXHETO JIBMKKA Ha TOPU30HTAIbHOM JIMHEHNKE.
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21. He pomyckaercsi UCHOJNb30BAHME CHUMBOJA «-» sl OO0O3HAYCHHS
nepeHoca. BmecTo Hero criemyer HCIONBb30BaTh CHMBOJ MSTKOTO IepeHoca
(xkomOuHarus kiaauir Ctrl — «-»).

22. ]Insi HamucaHUS PUMCKHX UG TOHKHBI HCIOJIb30BATHCS 3arjlaBHbIC
oykBel nmatuHckoro andasuta (I, V, X, C, D, L, M). Ucnonr3oBanue st 31Ok
1eJId pyccKuX OYyKB U apabckux nudp He JOIMyCKaeTcsl.

23. Bmecto OykBBI «&» NODKHA yHnoTpeOnsiThesi OykBa «e» (Kpome HMEH
COOCTBEHHBIX NPH HAJTHMYUH MOATBEPKAAIOIIUX JOKYMEHTOB).

24. PekBU3UTHI «3arojioBOK K TEKCTY» JIOJKHBI ObITh BBIPOBHEHBI 110 LIEHTPY
¥ KOKIpIM M3 HUX JOJDKEH MPeNCTaBisATh co00il ommH ab3ail, TO €CThb BHYTPH
TEKCTa Ka)/J0ro PEeKBU3UTA HE JOJKHO OBITH cuMBoJa abO3ama. He nomyckaercs
MCTIOJIb30BaHME CUMBOJIA ab3a1ia JJisl IpephIBaHMs CTPOKU B TPOM3BOJILHOM MECTE,

JUISL 3TOTO CIIEIYET UCIOIb30BaTh CUMBOJ pa3pbiBa CTPOKH (KOMOWHALNS KIIaBHIII

Shift — Enter).



[Tpunoxxenue Ne 6
K MHCTpyKIIUK 1O JE10NPOU3BOACTBY
B TepputopualibHOM U30UpaATEIHHOMN
komuccuu No 28

Cnucok paccblJIKH HCXOIAIIMX TOKYMEHTOB

Ne HaunMeHoBanue oprana

IToJiHbBI MOYTOBBIN apec
n/n (opranusamnun)

[Ipencenarens TeppuropuanbHOU

n30OupaTenpbHOM Komuccuu Ne 28

(moamuce) (pacmndpoBKa MOAMUCH)

Hcnomaurenn

(moamuce) (pacmudpoBKa MOAMUCH)

« » 20 1.




[Tpunoxenue Ne 7
K MHCTpyKIIUK 1O JE10NPOU3BOACTBY
B TepputopualibHOM U30UpaATEIHHOMN
komuccuu Ne 28

IlepedeHnnb 00s13aTEJIbHBIX CBEACHUI 0 JOKYMEHTAaX, HCIOJIb3yeMBbIX B LEJISIX
y4dera u nmoucka aokymenros B ITJI!
. ABTOD.
. Anpecar.

. I[OJDKHOCTB, (l)aMI/IJ'H/IH W MHULWAJIbI JIMLA, ITOAIMMCABIICTO JOKYMCHT.

1
2
3
4. HaumeHOBaHME TPYIIbI U BUJA JOKYMEHTA.
5. [lata noxymeHra.
6. PeructpaiioHHbIit HOMEp JOKYMEHTA.
7. JlaTa MOCTYNUBIIETO JOKYMEHTA.
8. PeructpanoHHbIi HOMEp MOCTYMUBIIETO TOKYMEHTA.

9. CBeneHust 0 CBS3aHHBIX JIOKYMEHTax (HAaMMEHOBaHUE BHJIa JIOKYMEHTA,
JaTa, perUCTPAIIMOHHBINA HOMED, TUII CBS3KH).

10. 3arosoBoK K TEKCTY (KpaTKOe Co/iepKaHie TOKYMEHTA).

11. unekc nena o HOMEHKIaType Jed.

12. CBeneHus o mepeaapecany JOKyMEHTa.

13. KoandecTBO IMCTOB OCHOBHOTO JJOKYMEHTA.

14. OTMmeTKa O MPUIIOKEHUHU (KOJIMYECTBO MPHIIOKEHUH, 00111ee KOJIUYECTBO
JIMCTOB MPUIIOKEHH).

15. Ykazanus 1o UCHOJHEHUIO JOKyMEHTa (MMOpydYeHUe, UCTIOTHUTENb, AaTa
WCIIOJTHEHUS).

16. OTmMeTKa 0 KOHTpOJIE.

17. T'pud (momerka) 00 OrpaHUYECHUU JOCTYTIA.

18. TIpoBepka 37eKTPOHHON MOANKUCH (IIPU HATHYUHN).

19. Tlogpaznenenrie — OTBETCTBEHHBIN UCTIONHUTEH TOKYMEHTA.

20. @aiinibl  3JEKTPOHHOIO JOKYMEHTa (KoiuuecTBO (haiioB, HUMeEHa

GbaiinoB).

! Mcnionb3yetcs cokpanieHue, NpuBeeHHOE B yHKTe 1.8 HacTosmel MHCTpyKuuy.



[Tpunoxenue Ne 8.1

K MHCTpYyKIIUU 1O JEIO0NPOU3BOACTBY
B TepputopualibHOM U30UpaATEIHHOMN
komuccuu No 28

KYPHAJI

yueTa JMYHOI0 MPUeMa rpakIaH

B TepputopuajabHoii n30upartebHON KoMmuccuu Ne 28

OTMeTKka d.N.0.
IHouToBBIN Kpartkoe 0 pe3yJabTaTax M NOoANNCHL
Ne Hdara D.1.0. P pesy A
aapec coJep:KaHue npuemMa Juua,
n/m | npueMa | 3asiBUTEJIA
3asiBUTEJIS o0pameHus (npuHATOE NMPOBOAMBIIET0
peleHue) npueM
1 2 3 4 5 6 7
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[Tpunoxxenue Ne 8.2
K MHCTpYyKIIMK 1O AEN0NpPOU3BOACTBY
B TeppuTopraibHON M30MpaTEILHON
komuccuu Ne 28
KAPTOYKA JIMYHOI'O IPUEMA I'PA’KJIAH
B TEPPUTOPHAJIbHOM N3EUPATEJIBHON KOMUCCHH Ne 28

Jara obparienus
Jara npuema

« » 20 I. Ne
damuins, UMs, OTYECTBO 3asIBUTEIA JIOJIDKHOCTHOE JIUII0, BEAYIEe IPHEM
MecTo XKUTeNbCTBa, TeNeHOoH PesynbpTaThel paccMoTpeHus

KaTeropI/m 3as1BUTCIIA

Coneprxanne oOpanieHus

A,
BBIPAKAIO (pamunust, UMs1, OTYECTBO 3aBUTEINS)

coriiacu€ Ha MNOpeaoCTaBJICHUC MHC YCTHOIO OTBETa B XOJ€ JIMYHOroO IMpueMa IO CYHICCTBY
IMMOCTABJICHHBIX B YCTHOM 06paH_[eHI/II/I BOIIPOCOB. IIuceMeHHOTO OTBETA HE Tpe6yeTc;1.

(mata) (moamuCh 3asBUTEIS) (pacmmdpoBKa MOAMUCH)

A,
BbIpaxaro

(Damunusi, UMs, OTYECTBO 3asIBUTEIIS)

corJiache Ha BHJ1€0-U (WIH) ayAMOIPOTOKOINPOBAHHUE JIMYHOTO IPUEMA.

(mata) (TOamMCH 3asIBUTEIA) (pactmmdpoBKa MOAMKUCH)
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[Tpunoxxenue Ne 9
K MHCTpYyKIIUK 1O AEN0NPOU3BOACTBY
B TeppuTopraibHON M30HpaTEILHON
komuccuu Ne 28

JIucer coryiacoBanus

JIOKHOCTh

dammnus,

Hara Toanuck HUHUIIHAJIBI

Hcnomuurenn
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[Tpunoxxenue Ne 10
K MHCTpYyKIIMK 1O Aen0npOn3BOACTBY
B TepputopualibHOM U30UpPaATEIHHOMN
xomuccuu Ne 28

YTBEPXIAIO

[Ipencenarens TeppuropnanbHOU
n30upatenbHoi komuccuu Ne 28

(moamucek) (vHUIMATBI, (HhaMUITHS)

« » 20 r.

OTt4er 0 PACCBUIKE 10 COOTBETCTBYIOIIMM aJipecaTaM U pasMEIICHUH

pemienuii TeppuropuanbHoii u3dupareabHoi komuccuu Ne 28
Ha opunmaabHOM caiiTe https://tik28.spbik.spb.ru/

3acenanne Ne » roga
Ne Ne perrenust AnpecaT pacChblIKH, apec pa3MEICHUS Jlata
n/m THUK pa3MenieHus
PacChUIKH
1
2
3
HUcnonaureis

(moamuck) (pactumdpoBKa MOAMHUCH)
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[Tpunoxenue Ne 11
K MHCTpYyKIIUK 1O JeT0NPOU3BOACTBY
B TepputopualibHON U30UpaATEIHHOMN
komuccuu No 28

HEPEYEHD

MOoAJICKAIIUX KOHTPOJJII0 JOKYMECHTOB C YKa3aHHEM CPOKOB HCIIOJIHCHHUSA

1. ®enepanbHble  KOHCTUTYLUHMOHHBIE 3aKOHBI, (efepalibHble  3aKOHBI
Poccutickon ®denepanuy — cOriacHO yKa3aHHOMY B HUX CPOKY.

2. Yxa3wl [Ipesuaenta Poccuiickoit depepanud — COTVIACHO YKa3aHHOMY
B HUX CPOKY.

3. Paciopsixkenust  Ilpesumenta  Poccuiickoit ~ Deaepanuu — COTIACHO
YKa3aHHOMY B HHX CPOKY.

4. TTocranosnenus, pacnopsbkenus [IpaBurenscrBa Poccuiickoit denepannu —
COIJIaCHO YKa3aHHOMY B HHUX CPOKY.

5. 3akonsl CankT-IleTepOypra — corinacHO yKa3aHHOMY B HUX CPOKY.

6. [loctanoBneHus, peneHus 3aKOHOIaTENLHOTO CobOpanus
Cankr-IleTepOypra — coriiacHO yka3aHHOMY B HUX CPOKY.

7. IlocTaHOBJIEHHSI, PACHOPSHKEHUS OpraHa TOCYJAapCTBEHHOW BIACTH
Cankr-IleTepOypra — coriiacHO yka3aHHOMY B HUX CPOKY.

8. [TocTanoBICHUS, PACTIOPSIKEHUST PYKOBOAMUTEIIS OpraHa TOCyAapCTBEHHON
Bractu CaHkT-IleTepOypra — coriacHO yKa3aHHOMY B HUX CPOKY.

9. [Napmamentckue 3anpockl Coeta Denepannu denepanpbHoro CoOpaHus
Poccuiickoit deneparnuu, ['ocymapctBenHoit Jlymbr depepanbHoro CobOpaHus
Poccuiickoit @enepanuu —HE TMO3QHEE YeM uepe3 15 KaneHIapHbIX [HEW
CO JHS TMOJY4YEHHsS TMapJIaMEHTCKOTO 3ampoca WM B HHOW YCTaHOBJIEHHBIN
cooTBeTcTBYIOMIEeH mnanaroir denepansHoro Cobpanusi Poccuiickoit denepainmu
CPOK.

10. 3ampocsl CEHATOpOB Poccuiickoi denepanuu, JIeNyTaToB

[l'ocymapctBennort Jlymbr ®enepanbroro Cobpanust Poccuiickoit depepammu —
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He no3aHee yeM vepe3 30 KaJleHIapHbIX JHEW CO IHS €ro MOJYYEHHUS WIA B UHOU
COTJIACOBAHHBIN C HHUIIMATOPOM 3aIlpoca CpoOK.

11. O6pamenuss  cenaropoB  Poccuiickori ~ denepanum, JI€MyTaTOB
[I'ocymapctBennort Jymer ®denepansHoro CobOpanmst Poccuiickoit deneparum
0  BOMNpPOCaM, CBA3AHHBIM C HUX  JIEATEIbHOCTBIO, — HE3aAMEIJIUTEIBHO
(mpu HEOOXOAMMOCTH TOJYYECHHS JOMOJHUTEIBHBIX MAaTEepHaliOB — HE IO3/IHEe
yem uepe3 30 KaneHIapHbIX JHEH cOo JHS MOJydYeHHs OOpalleHus).

12. O6pammenus JICTTYTaTOB 3aK0HOIATEIHLHOTO Cob6panus
Cankr-IleTepOypra — B cpok, ycTaHOBIIeHHBIN 3akoHOM CaHkT-IleTepOypra.

13. [lucema u3 Anmunuctpauuu Ilpesunenta Poccuiickoit ®eneparum,
[IpaBurenscTBa Poccuiickon ®enepannu, Koncturtynunonnoro Cyna Poccuiickon
Oenepannu, BepxoBHoro Cynma Poccuiickon @enepauuu, ['eHepanbHOU
npokypatypbl Poccuiickoit ®deneparuu, llpaButensctBa Cankt-IleTepOypra —
B COOTBETCTBUM C YKa3aHUSAMU II0 HCIIOJIHEHUIO JOKYMEHTA IpeacenaTens
TEPPUTOPUAIIBHOM  KOMHCCHUM, €CIIH B  HUX HE  yKa3aH  CpOK —
HE no3aHee yeM uepe3 30 kaleHaapHbIX THEH.

14. TIpoTecT npokypopa — He no3aHee yem uepe3 10 KkaneHaapHbIX JHEH.

15. TlpencraBneHue NpoKypopa — B TEUEHHE MecsiIa CO JHS MOCTYIUICHUS.

16. OOparmieHusi, CBA3aHHBIE C peaau3alueld W 3aluTON H30HpaTeIbHbIX
mpaB U TpaBa Ha ydacTue B pedepeHmyme rpaxaaH Poccuiickoit deneparum,
NOCTYIIUBIIIME B TEPPUTOPUAIBHYID KOMHCCHIO B XOJI€ COOTBETCTBYIOLICH
n30upaTeNbHOM  KaMIaHUM, KaMIlaHuW  pedepeHayMa, —B  COOTBETCTBHUU
¢ denepanbHBIM 3aKOHOM 00 OCHOBHBIX TaPaHTHAX M30UpATENbHBIX IIpaBl,

17. Tlepecbuika oOpallleHUld Tpa)xaaH, COJEpXKAIIUX BOIPOCHI, PEUICHUE
KOTOPBIX HE OTHOCUTCA K KOMIIETCHIIMM TEPPUTOPUATIBHON KOMHCCHH,
OCYLIECTBIISIETCS B TEUEHUE CEMU KaJIEHIAPHBIX JHEN.

OOparienue, CBI3aHHOE C COOTBETCTBYIOUIEH H30HpaTeNbHON KaMIlaHUEH,
KaMmnaHue pedepeHayMa, IMOCTYNHMBIIEE B TEPPUTOPUAIBHYIO KOMHUCCHIO

70 YCTaHOBJICHUS €10 MUTOTOB I'OJIOCOBAHUS, ONPEIEIICHUSI PE3YJIbTaTOB BHIOOPOB,

! Mcnionb3yetcs cokpanieHue, NpUBeeHHOE B yHKTe 1.2 HacTosmel MHCTpyKuuy.
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pedepenaymMa U cojaepialiee BONPOCHI, PEIIEHHE KOTOPhIX HE BXOJIMT
B KOMIICTCHIIMIO KOMHUCCHHM, B TEUEHHUE MATU JHEW MOCJe JHS MNOCTYIUICHUS
HalpaBJIIETCI B KOMHCCHIO, HWHOW OpraH WM JOJDKHOCTHOMY  JIMILY,
B KOMIIETEHIIHIO KOTOPBIX BXOAUT €r0 PAacCMOTPEHHE, a MOCTYNHUBIIEE B WHOU
nepuoja U0 He CBS3aHHOE C COOTBETCTBYIOIICH H30MpaTeIbHON KaMIaHHUEH,
KaMmmaHuel peepeHayma — B TeUEHUE CEMU JHEH MOCTE THSI MOCTYTUICHHUS.

OOpaiiieHus, He CBA3aHHBIC C peain3alyen U 3aluTol N30UpaTeNbHbIX MPaB
W mpaBa Ha ydactue B pedepenayme rpaxaaH Poccuiickonr dDepeparum,
MOCTYNUBIINE B TEPPUTOPUAIBHYI0 KOMHCCHUIO B IMEpPUOJ COOTBETCTBYIOLIEH
M30UpATEIbHOM KaMITaHWM, KaMIIaHUU pedepeHayma, a TakkKe MOCTYNHUBIINE
BHE IMepuoja M30UpaTeIbHOM KaMIaHWW, KaMmmaHud pedepeHaymMa WM Iocie
YCTAHOBJIEHUS] TEPPUTOPUAIBHON KOMHUCCUEW UTOrOB TOJOCOBAHUS, ONPEACICHUA
pe3ynbpTaToB BbIOOpOB, pedepennyma, —B TeueHue 30 gHeH Tmocie JIHA
UX ITOCTYILICHUS.

18. O6pamenuss  cpeacTB  MaccoBod  wHGOpPMAIlUM IO  BOMpPOCaM
npefaocTaBieHus  HUHGOPMAIMU —B  TEUEHHE CEMU  KaJCHIApHBIX  JHEH.
Ecau tpeOyemble cBeleHUSI HE MOTYT OBITh MPEIOCTABJICHBI B YKa3aHHBIA CPOK,
TO JOMYCKAaeTcs OTCpPOuYKa B MPEJOCTABICHUM 3arpainimBaeMor uHboOpMauu
C BPYYEHHEM IIPEJICTABUTENIO PEAAKIUA B TPEXIHEBHBIM CPOK CO JIHS MOJYYCHUS
MUCBMEHHOTO 3arpoca WHGOpMAIMK yBEJOMIICHUS 00 OTCpPOUYKE, B KOTOPOM
YKa3bIBAIOTCS NPUYMHBI OTCPOYKM, Jara, K KOTOpoH OyaeTr mpenocTaBiieHa
3ampamuBaeMas UHGpOpPMaIUs, JAOJKHOCTHOE JIMIO, YCTAaHOBUBILEE OTCPOUKY,
JlaTa MPUHATHUS PEIICHUsI 00 OTCPOUKE.

19. 3ampoc rocyaapcTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYIPaBICHUS
WIM JOJDKHOCTHOTO JIMIIAa, pPaccMaTpUBAIONIETO OOpalleHue TpakaaHuHa, —
JIOKYMEHTBI W MaTepuaibl, HEOOXOIWMBIC JUISI PACCMOTPEHUSI OOpaIICHUs,
NPEAOCTABISAIOTCS B TE€UEHHE 15 JHEN WM MHOM CpPOK, yKa3aHHBIM B 3ampoce
(MO BO3MOKHOCTH), 3a HCKJIIOUCHHEM JOKYMEHTOB W MaTepHalioB, B KOTOPHIX
coAepKaTCs CBEACHUSI, COCTABIISAIONINE TOCYAAPCTBEHHYIO WA MHYIO OXPAHSAEMYIO
dbenepaabHbIM 3aKOHOM TalHy, W JJI1 KOTOPBIX YCTAHOBJIEH OCOOBIM MOPSIOK

npcaoCTaBJICHHA.
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[Tpunoxxenue Ne 12
K MHCTpYyKIIUK 1O JeT0NPOU3BOACTBY
B TepputopualibHON U30UpaATEIHHOMN
komuccuu No 28

TeppuropuanbHas YTBEPXIAIO
u30upartenbHas komuccus Ne 28
HOMEHKIJIATYPA JEJI IIpencenarens
TeppuropuaibHOU
Ne n30upatenbHoi komuccuu Ne 28
(nmata)
(moamnuce) (pacmu@poBka MOJMUCH)
Ha roa (mara)
" Komungectso C
HIEKC 3arosoBok Jena TOMOB POK XpaHCHHA [Ipumeyanus
nena . u Ne crareii mo nepeuHio
(uacTeii)
1 2 3 4 5
HaszBanue paznena
(HaMMEHOBaHUE TOJKHOCTU COCTABUTES (moamuce) (pacmmdpoBKa MOAMKCH)
HOMEHKJIATypBhl)
(mara)
COI'JTACOBAHO COTI'JTJACOBAHO
[TpoTokon DKcnepTHOW KOMUCCUUT Cekperaps Cankr-IlerepOyprekoit
TepputopuansHoit n30uparenbHOi Komuccun Ne 28 M30MpaTeNbHON KOMUCCUH
oT Ne

(moamuce) (pacmmdpoBKa MOANKCH)
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[Tponomkenue npunoxenus Ne 12

Hrorosas 3anuce o KaTCropuAax U KOJIN4YCCTBC ACJI, 3aBCACHHBIX

B rony B TepputopuanbHoii u3dbupareabHoi komuccuu Ne 28
B TOoM uncne
ITo cpokam XxpaHeHus Bcero T — C OTMETKOM
PEXOIAIL «OIK»
1 2 3 4

Ha 6ymaxxHoMm Hocutene

(npu HaTM4YMK THOPUIHBIX AeN, ToM(a) Ha OyMa)XHOM HOCHTENIC YYUTBHIBAIOTCS B pas3jelie
Tabmunpl «Ha OymakHOM HocuTene», TOM(a) Ha DJIEKTPOHHOM HOCHTENE YYUTHIBAIOTCS B
paszesne TabauIbl «JICKTPOHHBIXY):

IlocTostHHOTO

JlonroBpemennoro (cBoimie 10 er)

Bpemennoro (0 10 et BKIIOYUTENBHO)

DNEKTPOHHBIX

(pu HANMUYUK TUOPUIHBIX J1e]1, TOM(a) Ha OyMa>KHOM HOCHUTEIIE YUYUTHIBAIOTCS

B pazzeine Tabauisl «Ha OymMakHOM HOCHTENE)», TOM(a) Ha SJICKTPOHHOM HOCHTEIIE
YUUTBIBAIOTCS B pazjiene Ta0uuibl « DJIEKTPOHHBIXY):

TlocTostHHOTO

JlonroBpemennoro (cBoimie 10 er)

Bpemennoro (0 10 et BKIFOYUTEIBHO)

HUTOI'O:

(HauMEeHOBaHUE JOKHOCTH COCTABUTEIIS (moamucek) (pacurupoBKa MOITUCH)
HOMEHKJIaTYphI)

(mara)




TepputopuanbHas
n3buparenpHas komuccus Ne 28
®OHJ N
OI1UChb N

ACJ1, JOKYMCHTOB IIOCTOAHHOI'O XpaHCHUA
3a roa
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[Tpunoxxenue Ne 13
K MHCTpYyKIIUK 1O JeT0NPOU3BOACTBY
B TepputopualibHON U30UpaATEIHHOMN
komuccuu No 28

YTBEPXIAIO
[Ipencenarens

TeppuropuaibHOn
n3bupareapHoi Komuccuu Ne 28

(monmuck) (pacurudpoBKa MOITUCH)

(mara)
Ne Nunexc 3aroJI0BOK .
Kpaiinue nater KomuuecTBo nmucroB | Ilpumedanus
/1 nena neia
1 2 3 4 5 6

Hazpanue pasaciia

B nanHb1i pa3ien onvucu BHECEHO

aen
(mudpaMu ¥ TPOITHUCHIO)

¢ Ne mo Ne , B TOM YHCJIE:
JUTEPHBIC HOMEpa: ,
MpOMyIEHHbIe HOMEpa:
HanMenoBaHue TOKHOCTH COCTABUTEIS MOJIITHCH pacmmdpoBKa MOAMUCH
OTIHCH
HaumeHoBaHnue 1OMKHOCTH MOJINUCH pacuudpoBKa MOITUCH

OTBCTCTBCHHOI'O 3a apXUB

(nata)

COT'JTACOBAHO
[IpoToKOosI DKCIEPTHON KOMHCCHH
TepputopuaibHON H30UpaTENBLHOM

komuccuu Ne 28

oT Ne

YTBEPX/EHA
IIpotokon LleHTpanbHON SKCIEPTHO -
IIPOBEPOYHON KOMUCCUU
ApXUBHOTO KOMHUTETA
Cankr-IlerepOypra

oT Ne
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[Tpunoxenue Ne 14

K MHCTpyKIIMK 1O J€10NPOU3BOACTBY
B TepputopualibHOM U30UpPaATEIHHOMN

TeppuropuasnbHas

n3buparenpHas komuccus Ne 28

DOH/J Ne

OIIUCH Ne

Jell, JIOKYMEHTOB BPEMEHHBIX

(cBeimre 10 jeT) cpoka XpaHEeHHS

komuccuu Ne 28

YTBEPXJIAIO

[Ipencenarens
TeppuropranbHON
n3buparenpbHO Komuccuu Ne 28

(moxmuck) (pactudpoBKa MOAICH)

3a ron
(mara)
No Nunekc 3aroiaoBoK Kpaiinue Cpox KonuuectBo
ITpumeuanus
n/m nena nena JIaThI XpaHeHUs JIMCTOB
1 2 3 4 5 6 7
HasBanue paznena

B nanHsbli pa3naen onucu BHECEHO Jien

c Ne
qyucie:

JUTEPHBIC HOMEpA:

o Ne

(dpamMu ¥ TPOIHCHIO)
, B TOM

MMPOMYyHICHHBIC HOMCPA:

(HaMMEeHOBaHHUE JOJKHOCTH COCTABUTEIIS
OIIHCH)

(moamnuce) (pacmudpoBKa MOAMKCH)

(HaI/IMeHOBaHI/IC JOJIXKHOCTH
OTBCTCTBCHHOTI'O 3a apXI/IB)

(mara)

COI'JTACOBAHO
IIpoTokos DKkcnepTHOM KOMUCCUU
TeppuropuanbHON N30UpaTETHHOM

komuccuu Ne 28

oT Ne

(moamnuce) (pacmudpoBKa MOAMNKCH)

YTBEPXIEHA
IIporokon LleHTpanbHON IKCIEPTHO -
MPOBEPOYHON KOMHCCUU
ApxuHoro komurera Cankt-IletepOypra

oT Ne



TeppuropuaibHas
n3buparenpHas komuccus Ne 28
OOH/J N
OIIUCH N

ACJI, IOKYMCHTOB 110 JIMYHOMY COCTaBy

3a roa
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[Tpunoxenue Ne 15
K MHCTpYyKIMH 11O AENONPOU3BOACTBY
B TepputopualibHOM U30UpPaATEIHHOMN
xomuccuu Ne 28

YTBEPXJIAIO

[Ipencenareins
TepputopuasibHOM
n3buparenpHO Komuccuu Ne 28

(moamuce) (pacumdpoBKa MOAMKCH)
(mara)
No Nunekc Kpaiinue Cpox Kon-Bo
3arosoBOK Jiena [Tpumeuanus
n/m nena JaThl XpaHeHus JUCTOB
1 2 3 4 5 6 7

Hazpanue pasaciia

B nanHbIi pa3aen onucyu BHECEHO Jen
(dpamMu ¥ IPOITHCHIO)

¢ Ne mo Ne , B TOM

qHCIe:

JUTEpPHBIE HOMEpa:! :

MPOIYIIEHHbIE HOMEpA!

(HaMEeHOBaHUE JOJIKHOCTH (moamucek) (pacurupoBKa MOITUCH)

OTBETCTBEHHOTO 32 apXUB)

(HaMMEeHOBaHHUE JOJKHOCTH COCTABUTEIIS (moamucek) (pacurupoBKa MOITUCH)

OIIHCH)

(mara)

COI'JTACOBAHO
IIpoTokos DKkcnepTHOM KOMUCCUU
TepputopranbHON N30UpaTETHHOM

komuccuu Ne 28

oT No

COI''TACOBAHO
[IpoTokoi s3KkCEPTHO-NPOBEPOYHON
METOANYECKOI KOMHCCHH
LlenTpanbHOT0O TOCY1apCTBEHHOTO apXUBa
Cankr-IlerepOypra

oT Ne
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[Tpunoxenue Ne 16
K MHCTpYKUMHU 11O AENONPOU3BOACTBY
B TeppuTopraibHON M30HpaTEILHON
komuccuu Ne 28

TeppuropuaibHas YTBEPXIAIO
n3buparenpHas komuccus Ne 28 [Ipencenarens
AKT TeppuropuaibHOn
No n3bupareapHoi Komuccuu Ne 28

(MecTO cocTaBieHUs)
O BbIICIeHUH K YHHYTOKEHHIO (moamucek) (pactmdpoBKa MOAMKCH)
(apXuBHBIX) TOKYMEHTOB,
He MO/VIeKANMX XPAHEHH 0

(mara)

Ha ocHoBanum IlepedHsi THIIOBBIX  YIPABICHYECKUX  APXHBHBIX  JIOKYMEHTOB,
00pa3yronmMxcsi B MPOIECCe JACATEIBHOCTH TOCYJIApCTBEHHBIX OPraHOB, OPraHOB MECTHOTO
CaMOYIIPaBIICHUST W OpraHMW3alWii, C yKa3aHUEM CpPOKOB XpaHEHUS W HOMEHKIIATYPBI eI
TepputopuanbHoil n3duparensHoil koMuccuu Ne 28 0TOOpaHbI K YHHUTOKEHHUIO KaK HE UMEIOIINe
HAyYHO-UCTOPUIECCKON IIEHHOCTH U YTPATUBIINE MPAKTHYECKOE 3HAYCHUE JIOKYMCHTHI:

Ne Ne onucu
(mpu
BBIJICIICHUU K
3aronoBok g Ne en. xp.
YHUUYTOKEHHUIO Cpoxku
nena IO OTIUCH
JIOKYMEHTOB Koun-Bo XpaHCHHSI
Ne U Tomnbl (mHIEKC [Tpume-
. A IIPH MTOATOTOBKE el Xp. ¥ HOMepa
n/n | TPYNIOBOM o - YaHUs
JIeq K Tiepeiaue (mem) crarei
3aroJ0BOK HOMCHKJIa-
B apXUB IO TTePEUHIO0
JTIOKYMEHTOB Type Jen)
OpraHH3aIlNH,
rpada He
3aIoJHSIETCS)
1 2 3 4 5 6 7 8
Hroro el. xp. (e, SJIEKTPOHHBIX JIelT) 3a T'OJIbI
(undpamu 1 MPONUCHIO)
Onucu e TIOCTOSHHOTO XPAaHEHUS 3a TOJbl YTBEpXKIeHBI ¢ LleHTpanmbHOM

OKCIIEPTHO -TIPOBEPOUHON Komuccuer ApxuBHoro komuteta Cankt-lIletrepOypra (TpoTokon
OT «__ » 20 r. No ).

(HaMeHOBaHUE JIOJDKHOCTH JIMIIA, (moamuch) (pacmudpoBKa MOAMKCH)
OTBETCTBEHHOTO 32 apXUB

(mara)
COI'NTACOBAHO YTBEPXIEH
[IpoTokos DKCEPTHON KOMHCCHH [{eHTpanbHOM 3KCIEPTHO-ITPOBEPOUHON
TepputopuanbHOi KOMHUCCUH APXMBHOTO KOMUTETA
n30upareapHOl Komuccuu Ne 28 Cankr-IlerepOypra

oT No oT Ne



JIOKyMEHTHI B KOJIMYECTBE
- Ha OyMa)XHOM HOCHUTEJIE BECOM

109

[Tponomxkenue npunoxenus Ne 16

el. Xp. (1en, JICKTPOHHBIX JIeN):

KT CIIaHEI B

(HaMMEeHOBaHWE OPTaHU3AIIVH )

- Ha 3JICKTPOHHOM HOCHUTEJIC CAaHbI HA YHHUYTOXCHUEC

(crtoco® yHUYTOXKEHUS)

(HaI/IMCHOBaHI/Ie JOJDKHOCTH JIMIIA,

C/ABILEr0 JOKYMEHTBI)

(mara)

(moamuck) (pacumupoBKa MOITUCH)

N3meHenus B YUYCTHBIC TOKYMCHTBI BHCCCHLI

(HaI/IMeHOBaHI/IC JOJIKHOCTH

BHECILIETO U3MEHEHUs B
JIOKYMEHTBI)

(mara)

IMua, (moamnuce) (pacmudpoBKa MOANKCH)

YYCTHBIC
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[Tpunoxenue Ne 17
K MHCTpyKUIHMHU 110 IETONPOU3BOJICTBY
B TepputopualibHON U30UpaATEIHHOMN

komuccuu Ne 28

BHYTPEHHSA OITMCH JOKYMEHTOB JIEJIA

BHyTpeHHsIs ONUCH JOKYMEHTOB Jiejia Ne

Perucrpanmonssiii Howmepa
No patl Jara 3aroiaoBok P
HOMEp JIUCTOB [Ipumeuanus
/1 JIOKyMEHTa JIOKyMEHTA
JOKYMEHTa nena
1 2 3 4 ) 6
Uroro: JTOKYMEHTOB
(mudpaMu ¥ POIUCHIO)
KonuvecTBO TUCTOB BHYTPEHHEW ONUCHU JUI.

(tmudpamMu ¥ IPOIUCHIO)

(HauMeHOBaHUE JTOKHOCTH (moamnuch)

JIMIIA, COCTABUBIIICTO
BHYTPEHHIOIO OIHUCH
JIOKYMEHTOB JIeJIa)

(nata)

(pacmudpoBKa MOITUCH)
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[Tpunoxxenue Ne 18
K MHCTpYKIIMK TIO AETOTIPOU3BOICTBY

B TepputopualibHON U30UpaATEIHHOMN
komuccuu No 28

JIMCT-3ABEPUTEJIb JAEJIA

Jluct - 3aBeputenb aena No

B nenme noammTo U npoHyMEpOBaHO JucT(OB),

(tmudpaMu ¥ IPOITHUCHIO)

c No mo Ne , B TOM YHCJIE:

JIMTCPHBIC HOMCpPA JINCTOB

IIPOIIYIICHHBIC HOMCpPA JINCTOB

+ TMCTOB BHYTPEHHEN ONMKUCHU

Ocob6eHHocTH (HPU3UUECKOTO COCTOSHUS Howmepa
U popMUpPOBaHUs A€ JHUCTOB
1 2
(HauMeHOBaHUE (moamucek) (pacumdpoBKa MOAIUCH)
JOJIKHOCTH)

(mara)
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[Tpunoxxenue Ne 19

K MHCTpYyKIIUK 1O JeT0NPOU3BOACTBY
B TepputopualibHON U30UpaATEIHHOMN

komuccuu Ne 28

N i
o\ "Iy
WP

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

TEPPUTOPUAJIBHASA N3BUPATEJIBHASA

KOMUCCUSA Ne 28

JIEJIO Ne

Tom Ne

(3aroJIOBOK Jiena)

D Ne
On. Mo
. Ne

(KpaifHuE 1aThl)

Ha

XpaHUThb

JHUCTaX




YTBEPXIAIO
IIpencenarens
n30upareabHON KOMUCCHH
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[punoxenne Ne 20
k MHCTpyKIIMU TO AETONPOU3BOJACTBY
B TeppuropuansHOii H30HpaTebHOI
xomuccuu Ne 28

YTBEPXIAIO
Jupekrop
Cankt-IlerepOyprckoro rocyaapcTBEHHOTO
Ka3eHHOTO yupexaeHus LlenTpanbHoro
rocynapcrBeHHoro apxuBa Cankt-IlerepOypra

[Toanuce Pacmdposka noanucu [Tonnuch Pacmmmdposka
MOAMUCH
[Teuarts [TeuaTs

Hara [ara

AKT

Ne
npueMa-nepeaud apXruBHbBIX

JIOKYMEHTOB Ha XpaHEHHUE
(ocHOBaHME NEepeIayun)
(Ha3BaHUe mepenaBaeMoro (oH/a)
caain,
(HaMMEeHOBaHUE OpraHU3AIINH, ITepeAatoNIeh JOKYMEHTHI)
MPUHSLIL

(HaMMEHOBaHUE OPraHU3alUY, IPUHUMAIOLIEH JOKYMEHTHI)

HpI/IHI/IMaCT Ha rocyJapCTBCHHOC XpaHCHUC JOKYMCHTHI 3a

U CIIPaBOYHBIN ammapaT

K HUM: (romer)
Ne n/nt HasBanue, Homep KonmnuaecTBo 3K3eMILISIpOB Komnuectso | IIpumeuanus
OIHUCH OIIUCH J€JI, JOKYMEHTOB en. Xp.
1 2 3 4 5
Hroro npuHATO en.xp.
(Ou(ppaMu 1 IPOINCEIO)
Ilepenauy mpoussenu IIpuem npoussenu
JIOJDKHOCTB ITonmucs  PacmmgpoBka  JlomkHOCTB IToamuce PacmmgpoBka
MTOATIMCH HOATHNCH
Hara [ara
®onay npucBoeH Ne
W3meHenus B y4eTHbIE JOKYMEHTBI BHECEHBI
HanmenoBanue 10JKHOCTH IToamnuce Pacmm¢poBka noanucu

OTBCTCTBCHHOI'O 34 apXWB

Jara




