TEPPUTOPUAJIBHASA UBBUPATEJIBHAA KOMUCCHS Ne 6

PEIIEHUE

11 aBrycra 2026 roga Ne 11-1

Cankr-IleTepOypr

OO0 MHCTPYKIUH 10 1eJIONPOU3BOACTBY
B TeppuropuanbHoii uzoupareabnoii komuccuu Ne 6 B Cankr-IlerepOypre

B coorBerctBun ¢ pemennem Cankrt-lIlerepOyprckoit u3zOupaTenbHON
komuccun ot 31 wmroma 2026 roma Ne 188-10 «O TwumoBol HHCTPYKIHH
0  JEJONPOU3BOACTBY B  TEPPUTOPUAILHOW  M30MpATEIbHOM  KOMHUCCHH
B Cankrt-IletepOypre», TeppuropuanbHas wuzduparenbHas komuccus Ne 6
(nanee — Komuccus) pemmaa:

1. YTBepauTh MHCTPYKIMIO MO JAEIONPOU3BOJACTBY B TeppurtopuaibHOM
uzouparenbHor komuccu Ne 6 B Cankt-IleTepOypre coriiacHO MPHIIOKEHUIO
K HACTOSIIEMY PEIICHUIO.

2.  OnyOnukoBaTh HacTosiliee pemieHue Ha caiite  Komuccuwm
B MH(DOPMAITMOHHO-TEJICKOMMYHUKAIIMOHHOH ceTH « UHTepHeT.

3. MHCTpykuMioo 1o aernonpous3BOACTBY B Komuccuu, yTBEpKIACHHYIO
pemienneM Komuccum ot 26 nexabps 2018 roma Ne 55-1 «OO0 uHCTpyKIUU
10 JIeJIONPOU3BOJICTBY B TeppuTopraibHOW u30upaTenbHON KOMUCCHH No 6%
C W3MEHEHUSIMU, BHeCEHHbIMH pemieHneM Komwuccunm ot 15 mapra 2019 ropa
No 58-1 cunraTh yrpaTuBIIMMU CHUITY.

4, KoHTpoJIb 3a WCIOJHEHHEM HACTOAIIECTO PEIICHUS BO3JIOXKUTH
Ha nipeacenarens Komuccun MaiiopoBy /l. A.

[Ipencenarens TepputopruaibHOMN
u30upatenbHor komuccuu Ne 6 . A. MaiiopoBa

Cexkperaps TeppuropuanbHoit
n3buparenbHOU Komuccuu Ne 6 T.A. OnelinnkoBa



[Ipunoxenue
K peueHuto TeppuropuaabHOM
n3buparenbHo komuccuu Ne 6
ot 11 aBrycra 2026 roga Ne 11-1

NHCTPYKIUA
MO JEJIOIPOU3BOJCTBY B TEPPUTOPUAJIBHOM
W3BEUPATEJIBHONU KOMUCCHUHU Ne 6 B CAHKT-IETEPBYPI'E

1. O0uIMe moJI0KeHu s

1.1. Uuctpykuus o JEJI0NPOU3BOACTBY B TeppuropuanbHoi
n3buparenbHol koMuccuu Ne 6 (manee — MHCTpyKIMsI) yCTaHABIMBAET MOPSIOK
paboTBl C JOKYMEHTaMH, OCHOBHBIE MpaBHUjia HUX TMOATOTOBKH U OQOpPMIICHHUS
B TeppurtopuanbHoil n3buparenbHoil komuccuu Ne 6 (manee — TeppuTOopUaIbHas
KOMHUCCHS).

TeppuropuanbpHas KOMHCCUS BIIPABE YTBEPKIATh TUIIOBbBIE
W/WIM  TpUMEPHbIE MHCTPYKLUMM 1O JIEJIONPOU3BOJICTBY [UISl  YYAaCTKOBBIX
n30MpaTebHBIX KOMUCCUM.

1.2. Unctpykuusa paszpaboTaHa Ha OCHOBaHMHM (eAepalbHbIX 3aKOHOB
ot 12 urons 2002 roga Ne 67-®3 «O0 0OCHOBHBIX TapaHTUSIX U30MPATEIbHBIX MPaB
U TpaBa Ha yuactue B pedepenayme rpaxman Poccuiickoit deneparun»
(manee — @enepanbHbIl 3aKOH 00 OCHOBHBIX TapaHTHUSX H30MpPATENbHBIX IPaB),
or 22 oxktsa6ps 2004 roma Ne 125-®3 «0O6 apxuBHOM nene B Poccwuiickoit
®deneparuny, 3akoHoB CaHkT-IleTepOypra, MOCTaHOBICHU U HHBIX HOPMATHUBHBIX
akToB LlenTpanbHoi u3dbuparensHoil komuccuu Poccuiickoit @enepannn (nanee —
HUK Poccun), Canxt-IlerepOyprckoil m30uparenbHOW KOMHUCCHH, perjaMeHTa
TEPPUTOPUAIIBHOM  KOMHUCCHUH, C HCIOJb30BAHMEM IMpuKa3oB Pocapxusa
or 22 mas 2019 roma Ne 71 «OO6 ytBepxknenuu [IpaBun Aenonpou3BojCcTBa
B TOCYJAApCTBEHHBIX  OpraHax, oOpraHax MECTHOIO  CaMOYNpPaBJIECHUSD,
or 25 npekabps 2020 roma Nel1l99 «O6 yrBepxkaeHUH MeTOAMYECKUX
peKoMeHJauuMi  1no  pa3pabOTKe  MHCTPYKUUMHA 1O  JEJONPOU3BOJICTBY

B rocy1apCTBCHHBIX OopraHax, opraHax MCCTHOI'O CaMOYIIPAaBJICHUA,
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ot 31 urons 2023 roma Ne 77 «O6 yrBepxkaennn [IpaBui opranuzanum xpaHeHUs,
KOMITJIEKTOBAHHS, y4e€Ta W HCIIONb30BAaHUS JTOKYMEHTOB ApxuBHOTO (oHma
Poccniickonn denepanny M IpYyrUX APXUBHBIX TOKYMEHTOB B T'OCYJAapCTBEHHBIX
opraHax, OpraHax MECTHOI'O  CaMOYIpaBJICHUS U  OpraHU3alUIX»,
['OCT P 7.0.97-2025 «HanuonansHeii cranmapt Poccuiickoit  ®Deneparumu.
Cucrema cTamapToB 10 uH(pOpMaIuu, OUOIMOTEYHOMY H U3IATEIHCKOMY
neny.  OpraHuzanmoOHHO-paclopsauTedbHass  JOKyMmMeHTarus.  TpeOoBaHus
k odopmiennto mokymeHtoB», ['OCT P 7.0.8-2025 «HamumonanbHbIN CcTaHAApT
Poccuiickoit deneparnuu. Cuctema ctaHaapToOB 10 MHGOPMAIHH, OHOITHOTEIHOMY
U U3JaTeNbCcKOMy Jeny. Jlemompow3BOACTBO W apXWBHOE [€710. TepMHHBI
U OTIPEICTICHUS.

PaGota ¢ nokymeHTamu, cojaepXalluMu HWH(OpPMAIUMI0O OTrpaHUYEHHOIO
paclpoCTpaHEHHs, OCYIIECTBIETCS B COOTBETCTBUM C IOCTaHOBJICHHEM
[IpaButenscTBa Poccuiickoit ®eneparun ot 3 HosOps 1994 roma Ne 1233
«O0 yrBepxaeHun I[lonoxkeHuss o mopsiake oOOpalieHusi €O  CIy>KeOHOM
uH(poOpMaITMell OTPaHWYCHHOTO PACTIPOCTPAHCHHS B (eaepaabHBIX OpraHax
WCIIOJIHUTETFHOM BJIACTH, YITIOJJHOMOYEHHOM OPTaHe YIIPaBJICHUS UCIIOJIb30BAHUEM
aTOMHOW PHEPTHH M yIMOJIHOMOYEHHOM OpraHe M0 KOCMHYECKOH IesTeIbHOCTH,
32 HCKJIIOYCHHEM JIOKYMEHTOB, COJEpXaIluX CBEICHHUS 00 u30uparensx,
y4JacTHHKaxX pedepenayma, oOpamaromuxcs B pamMkax (QyHKIIMOHUPOBAHUS
['ocynapcTBeHHOM cHUCTeMBbI peructpaiuu (yuera) wuszlOuparened, y4yaCTHHKOB
pedepenayma B Poccuiickoit deneparmm.

1.3. [Tonoxxenuss MTHCTPYKITMU pacrpoCTPaHSIOTCS Ha OpraHU3aInI0 padOThI
C TOKYMEHTaMH HE3aBHUCHUMO OT BHJIa HOCHUTEISA, B TOM YHCIIC C DJICKTPOHHBIMHU
JIOKyMEHTaMH, BKIIOYas TMOJTOTOBKY, PETHCTpAIMIO, MPOXOXKIACHUE, XpaHEHHE
Y MICTIOJTh30BaHKE JOKYMEHTOB.

[Tonoxenus MHCTpyKIuHM HE pacpOCTPAHSIOTCS Ha OPTaHHU3AIUI0 PAOOTHI
C MOKyMEHTaMH, COJEP)KAIlMMU CBEJCHUS, COCTaBISIONINE TOCYAAPCTBEHHYIO

TaNHY.
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TpeboBanus WHcTpykumu Kk pabore ¢ (QUHAHCOBOW, B TOM YHCIIE
OyXranTepckoil JOKYMEHTallMe paclpoCTpaHSIOTCS Ha JaHHbIE JIOKYMEHTBI
B YacTH OOUIMX MPUHIMIOB pabOThl C HUMH, & TAKXK€ OPraHU3alMU TEKYIIETO
XpaHEHUs1 JOKYMEHTOB M IOJTOTOBKM HMX K IE€pelladye Ha apXUBHOE XpAHEHUE,
C y4yeToM OCOOEHHOCTEH  OIO/HUKETHOrO  3aKOHOJATENbCTBA,  HACTOSIIEH
Wuctpykiuu, nabix HopMatuBHBIX akToB I[UK Poccun, Cankrt-IletepOyprekoit
n30MpaTeNbHOW KOMUCCHH, TEPPUTOPUATBHON KOMHUCCHH.

PaboTa ¢ qoKyMeHTamMH 1O OpraHU3alyy 3aKylNOK TOBapoB, pabOT U yCIIyT
ocyiiecTBisieTcs ¢ ydetom @DenepanbHoro 3akoHa oT S5 ampens 2013 roga
Ne 44-®3 «O koHTpakTHOM cucTeMe B c(epe 3aKymok TOBapoB, pabOT, yciayr
JUIsl o0ecreyeHusl rocyJapCTBEHHBIX M MYHUUMIAIBHBIX HYX1D». OcoOEHHOCTH
OpraHu3alid JOKYMEHTOOOOpOTa, OTHOCSIIETrOoCsS K OpraHu3aldd 3aKyIloK
TOBapoOB, padOT U yCIIyT, MpaBUiia MOATOTOBKU U OPOPMIICHUS! TAKUX IOKYMEHTOB,
a TaKkKe TOpSAIOK pabdoThl ¢ HUMHU MOTYT JOINOJHHUTEILHO YCTAaHABIUBATHCS
COOTBETCTBYIOILIUMHU HOPMAaTUBHBIMU aKTaMHU 1K Poccun,
Cankrt-IlerepOyprckoil n30upaTeabHON KOMHUCCUU, TEPPUTOPUATHLHON KOMUCCHUH,
MpUKa3aMH NPEeICEeIaTeNs TEPPUTOPUATBHON KOMUCCHHU.

1.4. [IpaBuna nmoaroToBKU U O0GOpPMIICHHS] JTOKYMEHTOB U MOPSJIOK padOThI
C HUMH, TpexycMoTpeHHble WHCTpykimen, o0s3aTenbHBl [JIi  YJICHOB
TEPPUTOPUAIBHOM KOMHUCCUHM UM TOCYAApPCTBEHHBIX TIPAXKIAHCKUX CIyKalluX
anmnapara TEppUTOPHAIBHON KOMHUCCHUU (Jlajiee — rpakJIaHCKUe CIIyKalllue) U JIuL,
3aMEIIAIINX JOJDKHOCTH, HE SBISIOIIMECS JOJHKHOCTSAMH TIOCYIapCTBEHHON
IpaXKJaHCKOM CITy>KObI, a TaK)Ke JIMI], IPUBJIEKAEMbIX 0 TPa)XJIaHCKO-TPaBOBbIM
JIOTOBOPAM.

1.5. Benenue NEJIONIPOU3BOACTBA TEPPUTOPUAIIBHON KOMMCCHH
OCYUIIECTBIISIET MpejAcenaTelb TEPPUTOPUATBHOM KOMUCCUM WM TPaKIaHCKHUM
CIy’KalllMid anmapara TEPPUTOPUAIBHONM KOMHCCHH, HAa KOTOPOrO BO3JI0KEHA
byHKIUS BeIEHUS JEJIONMPOM3BOJICTBA B COOTBETCTBHHM C  JIOJDKHOCTHBIM
periiaMeHToM  (anee — padOTHUK —amnmapara, OTBETCTBEHHbIM 3a  BEJICHUE

JIEJIOMPOU3BOJICTBA).
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1.6. PaGoTHukm  ammapara,  TOCTYNHUBIIME HAa  TOCYJAapCTBEHHYIO
rpaxaaHckyro ciayx0y Cankr-IlerepOypra B anmapar TeppUTOPHAIBHON
KOMUCCHH, TUOO Ha JOJHKHOCTH, HE SBIISIOIINECS JOHKHOCTSIMU TOCYIapCTBEHHON
TPaXIAHCKOM CIIy’)KObI, a TakKe TpakJaHe, IMPHUBIEKAEMble MO TPaKIAHCKO-
IIPaBOBBIM JOTOBOpPaM, JIOJDKHBI OBITh O3HAKOMJIEHBI TOJI MOJNUCH C TEKCTOM
WuCcTpyKumu ~ paOOTHUKOM  ammapaTa,  OTBETCTBEHHBIM 32  BeJICHUE
JEJI0NPOU3BOICTBA.

1.7.B caydae yxona B OTIYCK, Bbi€3Ja B KOMAaHAUPOBKY, OOJE3HH,
YBOJIBHEHHsSI ~ HUCIIOJHHUTENSA  JOKYMEHTOB  HEUCIIOJIHEHHBIE  JTOKYMEHTBI
10 MIOPYYEHUIO MpECceaaTeNss TEPPUTOPUATIBHON KOMUCCUU NIEPEAAIOTCS IPYTOMY
VICTIOJTHUTEIIIO.

1.8. [Ienonpou3BoACTBO B TEPPUTOPHAIBHON KOMHMCCHH OCYIIECTBIISIETCS
CpEICTBAMHM  TOJCHCTEMbl JIOKYMEHTOOOOpOTa M  ympaBiieHus LU(POBBIM
KOHTEHTOM ['OCyZapCTBEHHOW aBTOMAaTU3MPOBAHHOW cUCTEeMBbI Poccuiickoi
deneparuun «Beibope»  (manee — [1JI), a Takke ¢ HCHOIb30BAaHUEM JPYTHUX
pPEruCTPAllMOHHO-YYETHBIX (QopM  (KapTOYHOM WM KYpPHAJIbHOM CHCTEMBI
perucTpauuu J10KyMEHTOB).

Pabota B I1J] MOXET OCYHIECTBIATHCA KaK B 3aKPBHITOM KOHTYpE, OCTYII
K KOTOpOMY 4WIE€HaM TEPPUTOPUAIBHON KOMHCCHMM M pabOTHHKaM amnmapara
TEPPUTOPUAIBHON KOMHUCCHHM TMPENOCTABISAECTCS B COOTBETCTBUU C MPUKA30M
npeacenaTens TEPPUTOPUAIBHON KOMHUCCUH, TaK U B OTKPBITOM KOHTYPE, TOCTYII
K KOTOPOMY IIPEJOCTABIAETCS B COOTBETCTBUM € pacnopsikeHueM Ilpencenarens
MUK Poccun, nopmatuBHbiMu akTamu Cankt-IlerepOyprckoit u3zbuparenbHON
koMuccuu 1o cornacopanuto ¢ I{AK Poccuu.

B 3akpbeiToM KOHTYype mpeaycMoTpeHa oOpaboTkKa MEPCOHATBHBIX JIaHHBIX
Y MTHOUM KOH(pUACHIIMAIbHON HH(DOpMaIUK.

JokymenTsl, conepsxamuecs B I1J[, MOryT ObITh MOANMCAHBI 3JIEKTPOHHOM
IOATMUCHIO TOJKHOCTHOTO JIMLA.

PaGota ¢ 1OKyMeHTaMu TEpPUTOPUATBHON KOMHUCCHM OCHOBBIBAETCS

Ha MMPUHIUIE OJHOKPATHOW PETHUCTPALH TOKYMEHTA.
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1.9. UncTpykuuss u HU3MEHEHUs] B HEE YTBEPXKIAIOTCA pEIICHUEM
TEPPUTOPUAIIBHON KOMHCCUM Tiociie coryacoBanust ¢ Caskr-lleTtepOyprekoit
n30MpaTeNbHOW KOMHCCHEM.

1.10. B MHCTpYKIIMH MCTIONB3YIOTCS CIAEAYIOLUE TEPMUHBI U ONIPEAEICHUS:

OJlaHK JIOKYMEHTa; »OJEKTPOHHBIA 11a0JoH OJaHKa JOKYMEHTa — JIUCT
OyMaru WM DJCKTPOHHBIA MMIAOJIOH C PEKBUZHTAMH, HIACHTHPUIUPYIOIMIUMH
aBTOpa 0()ULMATBHOIO JJOKYMEHTA, PACIOJI0KEHHBIMU B ONPEJICIIEHHOM TOPSIJIKE;

BHYTPEHHHI TOKYMEHT — JOKYMEHT, IOATOTOBJIEHHBIA B TEPPUTOPUATIBHON
KOMUCCHH, HE BBIXOAIINIM 3a €€ Npeebl;

BXOJAIIMNA JOKYMEHT — JOKYMEHT, TOCTYNUBIIUA B TEPPUTOPHUAIBHYIO
KOMUCCHIO;

(37€KTpOHHOE)  11e710 — PU3MdYecku  000cOoOJeHHass WM JIOTUYECKH
OTIpEJICJICHHAs] €IMHULIA KJIAaCCU(PUKAMKU U CUCTEMATU3AlMU B JOKYMEHTAIbHOM
doHIIe TEPPUTOPHATIEHOM KOMUCCUU, BKJIIOYAIOIIAs JOKYMEHT WJIH COBOKYITHOCTb
JOKYMEHTOB, OTHOCAIIMXCS K OJZHOMY BOIPOCY WIM YYacTKy JAESITEIbHOCTH,
MMEIOIIUX OJIMHAKOBBIA CPOK XPAHEHUS;

JIeJIONPON3BOACTBO — COBOKYITHOCTh IIPOLIECCOB pabOThl C JTOKYMEHTaMH,
BKJIIOYAsl JIOKYMEHTHUPOBAHUE, JTOKYMEHTOOOOpPOT, OIEpaTUBHOE XpaHEHUE
Y UCIIOJIb30BaHUE IOKYMEHTOB B JI€ATEIbHOCTH TEPPUTOPUATBHON KOMHUCCHH;

JOKYMEHT — 3a()MKCUpOBaHHAasi Ha HOcUTelNe MHpOpMalus ¢ PEKBU3UTAMU
W/WIM METaIaHHBIMU, TTO3BOJISIOIIMMU €€ UACHTU(UIUPOBATH;

JOKYMEHTANbHBI  (OHJ — COBOKYITHOCTh JOKYMEHTOB, 0Opa3yIOIINXCs
B JICSATEIBHOCTH U30MpPATETHLHON KOMUCCHUY;

JOKYMEHTUPOBAHHUE — CTaAMsI KU3HEHHOTO LIMKJIAa JOKYMEHTa, Ha KOTOPOM
OCYILECTBISIETCS 3aluch HHGOpPMALMU C PEKBU3UTAMHM W/WIN METaJaHHBIMU
Ha HOCHUTEJIE IO YCTAaHOBJICHHBIM MPaBUJIaM B yCTAaHOBIIEHHOHM (hopMme;

JOKYMEHTOOOOPOT — ABMKEHUE IOKYMEHTOB B TEPPUTOPUATILHON KOMHCCHH
C MOMEHTa HX CO3JaHMsI WIM I[OJYYEHUS JI0 3aBEPIICHMS HCIIOJIHEHUS

HJIN OTIIPABKH,



;

OyOnuKaT JOKyMEHTa — IOBTOPHBIM 3K3EMIUISP TMOJIMHHUKA JOKYMEHTa,
CO3J1aBAEMBIH C LIENBIO 3aMEHbI TOAJIMHHUKA,

KU3HEHHbIM LHMKJI JOKYMEHTA — COBOKYIHOCTh CTaJHUi CYILIECTBOBAaHHUS
JOKYMEHTa (JOKYMEHTHUPOBAaHHOM MH(pOpMaIuM), HauYuHas C ero (ee) coszlaHus
JI0 YHUUTOXKEHUS;

3aBEpEHHAs KOIWSA — KONUS JOKYMEHTa, Ha KOTOpPOH B COOTBETCTBHH
C YCTAQHOBJICHHBIM IMOPSAJKOM IPOCTaBICHBl PEKBU3UTHI, 0OECIIEUUBAIOLIUE
€€ IOPUANYECKYIO CUITY;

UCXOMSIUN TOKYMEHT — JIOKYMEHT, OTIPABISIEMBI W3 TEPPUTOPHATIBHOMN
KOMUCCHUU;

KOHTPOJIb UCITOJIHEHHUSI JIOKYMEHTOB — COBOKYITHOCTb NeICTBUH,
00eCreunBaOIUX CBOEBPEMEHHOE UCTIOJTHEHUE JOKYMEHTOB;

KOMus JIOKyMEHTa — JOKYMEHT, MOJIHOCTBIO BOCIIPOU3BOASIINI
uHGOPMAIUIO MOIJIMHHUKA U BCE €r0 BHEITHHE MPU3HAKU WM UX YaCTh;

HOMEHKJIaTypa J€l — JOKYMEHT, COAEpKalluil CHCTEMATHU3UPOBAHHBIN
IIEpEYEHb 3aroJIOBKOB JIEJ, CO3/1aBaEMbIX B TEPPUTOPUAIBHOW KOMMCCHH,
C YKa3aHMEM CPOKOB HUX XpaHEHUs, OPOPMIICHHBIN B YyCTAHOBJICHHOM MOPSIKE;

HOPMATHUBHBIE JTOKYMEHTBI — COBOKYITHOCTb HMHCTPYKTUBHBIX MaTEpHAIOB,
pPacCUMTAHHBIX Ha MOCTOSHHOE WJIM MHOTOKpPAaTHOE JEWCTBHE M COJEp KallUX
KaKu1e-I1100 HOPMbI, TIpaBUiIa, MPEANUCAHNUS;

HOCHUTENb (AOKYMEHTHPOBAHHON) HMH(POpMALUU — MaTEPUAIbHBINA OOBEKT,
UCTIONIB3YEMBbIN 11 (PUKCALIMU U XPAaHEHUS TOKyMEHTHPOBaHHON MH(OpMAIUY;

oOpamiene B QopMe  BJIEKTPOHHOrO  JIOKYMEHTa — oOpallleHHe,
nocTynusiiee B (OpMe FNEKTPOHHOIO JOKYMEHTA C MCHOJb30BAHUEM CTPAHUIIBI
opurmanbHoro  caiita  Cankr-IletepOyprckoit  nM30upaTenbHOM  KOMHCCHH
B HMH(QOPMALMOHHO-TEIEKOMMYHUKAIIMOHHOW cetu «WHTepHeT» (najnee - ceThb
WHTepHeT), npelHa3HaueHHOM JJIsl HalpaBlIeHUs 0OpalieHuil B TEPPUTOPHATIbHBIE
KOMUCCHUU;

OTMETKa 00 3JEKTPOHHOW MOAMMCH — PEKBU3UT JJIEKTPOHHOTO JOKYMEHTA,

MOATBEPKAAIOIINI €ro NOANUCAHUE AIEKTPOHHON MOAIKUCHIO;
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opUIMaANTBHBIA JTOKYMEHT — IOKYMEHT, KOTOPBIA CO3/1aeTcs, 3aBepsiercs,
BBIJIACTCSI B YCTAHOBJICHHOM 3aKOHOM WJIM WHBIM HOPMATHBHBIM aKTOM IOPSJIKE
OpraHOM TOCYJapCTBEHHOW BJIACTH, WHBIM TOCYJAapCTBEHHBIM OPraHOM, OPraHOM
MECTHOTO CaMOYIpaBJCHUS WM WHOW yIOJHOMOYEHHOM OpraHu3alue,
YIOJHOMOYCHHBIM JOJDKHOCTHBIM JIUIIOM U YAOCTOBEPSET IOPUIUICCKH 3HAUHMbIC
(baKThI,

opopMiieHHE JTOKYMEHTa — MPOCTaBJICHUE Ha JOKYMEHTE HEOOXOIMMBIX
PEKBU3UTOB;

oOparieHre B MUCbMEHHOW (hopMe — HampaBlIEHHBIE B TOCYJIapCTBEHHBIN
oprad, oOpraH MECTHOTO CAaMOYIPABJICHHS WIH  JOJDKHOCTHOMY  JIHILY
B MUCHbMEHHOHU (hopMe TpeIIOKEHHE, 3asgBICHUE WU Kano0a;

MUCHEMO — 0000IIIEHHOE Ha3BaHHUE PA3IUYHBIX MO0 COACPKAHUIO JOKYMEHTOB,
CITyKaIllX CPEICTBOM OOIICHHS MKy OPTaHHU3AIIUSIMH, TPAKIaHAMU;

NOJJMHHUK  JIOKyMEHTa — MEePBbI WM €IUHCTBEHHBIA  DK3EMIUISIP
JIOKyMEHTA;

MOpYyYCHHE — JOKYMEHT, TMPEANUCHIBAIONTNN BBITIOJHEHNE TEX WA WHBIX
3aJaHuM;

perucTpalMoHHO-y4YeTHas KapTouka jokymeHTta (nanee —PYK) — dopwma,
UCTIOJIb3yeMasi JUIsl 3aliCh CBEJICHWM O JOKYMEHTE B IENIIX yd4eTa, IOWCKa
¥ KOHTPOJIS, CO3/1aBacMasi IpH PErucTpaIfy TOKyMEHTa ¢ ucnoiib3oBanuem [1/1;

pPETHCTPAalMOHHO-YUYeTHAs (opMa — CUCTEMA PETUCTPAIUHU, HCIOJIb3yeMast
B TEPPUTOPHAIBHON KOMUCCHU TIpu peructpanuu gokymeHtoB (IIJ[, xaprouku
WM JKypHA);

perucTpanus JOKYMEHTA — 3allUCh YYETHBIX JaHHBIX (METaJaHHBIX)
O JIOKYMEHTE 1O YCTaHOBIEHHOH (opme, duxcupyromas (akT ero cos3maaHus,
OTIIPABJICHUS WU IOJIYYEHHUS, W MPHUCBOCHHUE €My PErHCTPAIIMOHHOTO HOMEpa
Y JIaTHI;

PEKBU3UT JOKyMEHTa — CTPYKTYpHasi 4YacTh U DJJIEMEHT O(OpPMIICHHUS
JTOKYMEHTa, CIYXalllud i1 HICHTU(DHUKAIMKA JTOKyMEHTa W COJIepIKalencs

B JJOKYMEHTE HH(OpMAIIIH;
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CUCTEMa 3JIEKTPOHHOI'O JOKYMEHTO00OpOoTa — MH(OpMAllMOHHAs CHCTEMA,
oOecreunBaroIas KU3HEHHBIM LMK JIOKYMEHTOB JO HMX Mepexoja Ha CTaIuio
apXUBHOTO XPAHEHUS UM YHUUTOXKCHUS;

CKaHMpOBaHHUE JOKYMEHTa — MOJIy4YeHHE JIEKTPOHHOT0 00pa3a JOKYMEHTa,

ciyeOHasi 3amnucKa — BHYTPEHHUM JOKYMEHT, aJIpECOBaHHBIM OJHOMY
JOJDKHOCTHOMY JIMLY TEPPUTOPUATBHON KOMUCCHUU JAPYTHM JOJKHOCTHBIM JINLIOM
TEPPUTOPUAIBHOM KOMHUCCHUM M COJEpXKalluid  00CTOSATEIbHOE M3JI0KEHUE
KaKoro-Jim0o BOIMpOca C BIBOJAMHU U MPENIOKEHUSIMU COCTABUTEIS;

CPOK HCIIOJHEHUS JOKYMEHTA — CPOK, YCTAaHOBJICHHBII HOPMATHBHBIM
IIPABOBBIM aKTOM, OpTraHU3alMOHHO-PACIIOPAIUTENBHBIM JOKYMEHTOM, YKa3aHUSIMU
110 MCTIOJHEHUIO JOKYMEHTA WIH TOPYUYEHUEM;

yKa3aHUs M0 MCIOJHEHUIO TOKYMEHTA — PEKBU3UT, COCTOAIIMN W3 HAAIKUCH
Ha JIOKYMEHTE WJIM Ha OTJEJIbHOM JIMCTE YCTAHOBJIICHHOW (DOPMBI, CIeTaHHON
JOJKHOCTHBIM JIULIOM;

y4eT  JOKYMEHTOB — ¢ukcanusi  pakrta  MOJy4YeHUS  JOKYMEHTOB
0€3 IpOCTaBJIEHUS HA HUX PETUCTPALIMOHHBIX IITAMIIOB;

dbopmupoBaHue  (SJIEKTPOHHOrO)  JieNia — TPYNIHUPOBAHUE  JIOKYMEHTOB
B (JIGKTPOHHOE) JICJIO U UX CUCTEMAaTH3alINS;

JKCIIEPTU3a LIEHHOCTU JOKYMEHTOB — JESTENBHOCTh [0 YCTAHOBJIECHUIO
CPOKOB XpaHEHHUs JIOKYMEHTOB, OTOOpa UX JJs apXUBHOTO XpaHEHUS
WIM YHUYTOXXEHUS, BBISIBICHUIO OCO0O WEHHBIX M YHUKAJIbHBIX JOKYMEHTOB
HA OCHOBaHMU TpeOOBAaHWN HOPMATHUBHBIX TMPABOBBIX aKTOB W KPUTEPHEB
HKCIIEPTU3BI IEHHOCTH IOKYMEHTOB;

ANIEKTPOHHAS MOANMUCH — UHPOpMaLUs B 3IEKTPOHHOU (opme, TpeOOBaHMUS
KOTOPOM yCTAaHOBJIEHbl HOPMAaTUBHO, NpEAHA3HAYECHHAas MJIs IOJNHUCAHUS,
corjacoBaHMs (BU3UPOBAHUS) U YTBEPKIACHUS JIEKTPOHHBIX JOKYMEHTOB;

AJIIEKTPOHHBIN JOKYMEHT — TOKyMEHTUPOBAHHAS uH(popmarus,
IpEeJICTaBICHHAs B AJIEKTPOHHOU (hopMme;

AJIEKTPOHHBIN JIOKYMEHTOOO0OPOT — JOKYMEHTOOOOPOT € HCIOJIb30BAHUEM

aBTOMATU3UPOBAHHON HMH(POPMALMOHHOM CHUCTEMBI (CHCTEMBI 3JIEKTPOHHOIO
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JTIOKYMEHTO000pOTa);
ANIEKTPOHHBIH  00pa3  JOKyMEHTa — dJICKTPOHHAS  KOMUS  JOKyMEHTa,
W3TOTOBJICHHASI HA OyMa)>KHOM HOCHUTEIIE;
JJICKTPOHHBIA  MmIa0JoH OJaHKa JOKyMEHTa — CM. TEPMHUH  «OJaHK

JAOKYMCHTa».

2. HpI/IEM, perucrpanusi 1 MpPoxXoKJICHUE NMOCTYNAKIIHUX JOKYMCHTOB

2.1. IoOKyMeHTbl B TEPPUTOPUANBHYIO KOMHCCHUIO JOCTAaBIISIFOTCS dYepes
OTJelIeHNEe CBsI3M (MOYTOM, TenerpadHO CBS3bI0), OpraHamu (emepaabHOM
benpaberepckoil  CBsI3U, CHEIUAIbHOW CBS3bIO, HAPOYHBIM WJIM TEPEeNaroTCs
Ha JIMYHOM IIPHEME IPak/IaH.

JIOKyMEHTBI MOTYT IIOCTYIIaTh B TEPPUTOPHUAIBHYI0 KOMHCCHIO CPEICTBAMHU
[T, ¢akcuMWIbHONW CBSI3bIO, DJJIEKTPOHHOM mouToil B cetu HMHTepHer
(mpeaHa3Hau€Ha WCKIIOYUTENBHO MJIsl CIYKEOHONW KOPPECHOHJECHIMH), Yepes3
paznen  «OnekTpoHHas (¢opma oOpamieHHs» Ha  OQUIMAIBHOM  CcaiiTe
Cankrt-IlerepOyprckoit  u3OuparenbHOW  KomMuccun B cetd  VHTepHer,
npeIHa3HaYeHHbIN 1715 HalpaBiIeHUs 0OpallieH! B TEPPUTOPUATBHYIO KOMUCCHIO.

2.2. Ilpuem, mepBuuHas 00paOOTKa M pErucTpauus MOCTYMAIOIINX
JOKYMEHTOB TPOU3BOJATCS TpeJcenaTesieM (CEeKpeTapeM) TeppUTOPHAIbHON
KOMUCCUM WM  pabOOTHUKOM  ammapaTra, OTBETCTBEHHBIM 32  BEJICHUE
JIEJIONPOU3BOACTBA ¢ Hcnoiab3oBanueM I1]], n1ubo KypHalbHON perucTpalvoOHHO-
yuetHori  (Qopmbl  (mpmitoxkenue Nel)  ekeIHEBHO B 4achkl  pabOThHI
TEPPUTOPUATIBHON KOMUCCHUU, KPOME BBIXOJIHBIX U HEPAOOUMX MPA3THUYHBIX JHEH.

[lopsimok TOJMydYeHHs] W PErucTpaluyd JTOKYMEHTOB IIOCJI€ OKOHYaHHUS
pabodero 1Hs, B BBIXOJHbIE M HepabouMe Mpa3JHUYHbIE [HU, B TEPUOA
NOATOTOBKM U TNPOBEJEHUA M30UpaTeNbHbIX KaMIIAaHUM  yCTaHaBIMBAETCS
npeaceaaTeaeM TEPPUTOPHATBHOM KOMHCCHU JHOO OMpEAenseTcss pelieHueM
TEPPUTOPHUAIIBHON KOMHUCCHH.

2.3. IloctynuBuime JOKYMEHTBHI TMOJPA3JEISIOTCd Ha PErUuCTPUPYEMbIe

N HC IOMICKAIIUEC PCrUcCTpalmu. HepequL AOKYMCHTOB, HC MOIJICIKAIINX
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perucTpanuu, onpeeiacH B IpriIokeHun No 2.

2.4. 1Ipu BCKpBITUM KOHBEPTOB, JIOCTaBJICHHBIX oOpraHamu deaepaibHOl
benbaberepckoi CBsI3U, CHENHAIbHON CBA3BIO, IO IMOYTE WJIM HAPOUYHBIM
MPOBEPSIOTCS MPABWIIBHOCTh aJPECOBAHUSA, KOMIUIEKTHOCTh U LEIOCTHOCTh
JIOKYMEHTOB, HaJlMuh€ NPUIIOKEHHM, CBEPSETCS COOTBETCTBUE HMX HOMEPOB
YYETHBIM HOMEpaM, YyKa3aHHbIM Ha KOHBepTax. HempaBWiibHO aapecoBaHHbBIE
U OIMMOOYHO BIIOKEHHBIC JIOKYMEHThI HE PETUCTPUPYIOTCS, TEepPEeChUIalOTCs
10 HA3HAYEHUIO WJIM BO3BPALIAIOTCS OTIPABUTEIIO.

2.5. Ecnu mipu BCKpBITUM KOHBEPTAa OOHAPYKEHO OTCYTCTBHUE JTIOKYMEHTOB
WIM UX OTIENbHBIX JIUCTOB, NPHUJIOXKEHUM, TMOBPEXKACHUE JOKYMEHTOB
WM HECOOTBETCTBUE HOMEPOB JOKYMEHTOB HOMEpPaM, YKa3aHHbIM Ha KOHBEPTE,
npeacenareiaeM (CeKpeTapeMm) TEepPUTOPUATBHOM KOMHUCCHUU WM PaOOTHUKOM
anmapaTra, OTBETCTBEHHBIM 3a BEICHHE JEJIONPOU3BOJCTBA COCTABISAETCA AKT
YCTAaHOBJICHHOH (GOpMBI B  JABYX  O3K3eMiuisipax  (mpmiokenue — Ne 3).
OauH SK3eMIUISIp aKTa TMOChUIAeTCS OTHPaBUTENIO, JAPYrod mpHoOIIaeTcs
K MPUHSITHIM IOKYMEHTaM.

Ha o0GopoTHO# CTOpOHE MOCHENHETO JMCTa TOBPEXKIECHHOTO JOKYMEHTA
B IIPABOM HIKHEM YTJIy J€JaeTCsl OTMETKA «JlOKYMEHT MOJy4YEeH B MOBPEXKACHHOM
BUJIED.

2.6. KoHBepTHl OT MOCTYNUBIINX JTOKYMEHTOB HE YHMUTOXKAIOTCS B CIyyae,
€CJIM TOJBKO MO HUM MOXHO YCTAHOBHUTBH aJIpeC OTMIPABUTEIS, JATy OTHPAaBKHU
Y TIOJIy4YE€HUs IOKYMEHTOB, €CJIM OHU COAEPHKAT JOKYMEHTHI, KOTOPbIE MOCTYITHIIN
n3-3a TpenenoB teppuropun Poccuiickont denepaunu, U3 CyJI0B, CIEICTBEHHBIX
OpraHoB, JU0O JOTOBOPHI, MPETEH3WU, WCKOBBIC 3asBJIICHUS, JOKYMEHTHI,
CBSI3aHHBIE C Pa3MEIIEHHWEM 3aKa30B Ha MOCTaBKH TOBAPOB, BBHIMOJHEHUE padoT,
OKa3aHME YCIYT JJIsi TOCYAAPCTBEHHBIX HYX]I.

2.7. TTaketsl ¢ momeTKO#N «JIMuHO» mepemaroTcs aapecataM B 3aKPHITOM
BHJIE IO/ TIOATIHUCh.

2.8. Ilpu peructpanyi MOCTYNHUBIIETO JOKYMEHTa B PETUCTPALIMOHHO-

y4eTHOW (opMe 0053aTeTbHO BBOIATCS CIEIYIONINE PEKBU3UTHI: HCXOSIIAN
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HOMEp JIOKyMEHTa M JaTa, JlaHHbIE O KoppecrnoHieHTe (aapecante) (dbamumus,
uMsi, OTdecTBO (IpuU HaIuuuMu) GU3UYECKOro JIMIAa WIM HAUMEHOBaHUE
OpraHu3alyu), KpaTKoe COAEp:KaHUE JOKYMEHTa, a TakKe KOJIMYECTBO JIMCTOB
OCHOBHOTO JOKYMEHTAa M JIUCTOB MPUJIOKEHHS, KOJUYECTBO SK3EMILISIPOB, BU
noctaBku. [lpum  peructpamuum  BXOIAIIETO JIOKYMEHTa JeJaeTcs  CBs3Ka
C UCXOJIAIIUM JTOKYMEHTOM Ha KOTOPBIM 1aeTcsi OTBET (€CJIM TAaKOBOW UMEETCS).

[Ipu ocymectBneHnnn peructpauuu cpeactBamu I1J] Ha nuueBoil cTopoHe
NEPBOr0 JIUCTAa 3aPErMCTPUPOBAHHOTO JOKYMEHTa Ha OYMa)KHOM HOCHTEIE,
KaK MpaBWIO, B IPAaBOM HHM>KHEM YTIIy MPOCTABIAIOTCA PETUCTPALIMOHHBIA HOMEP
U J1aTa, a TaKXKe MTPUX-KOJ C YKa3aHUEM HauMEHOBAaHMs OpraHU3alI1U.

Ecnu mpocrtaBneHue perucTpallMOHHOTO HOMEpa 3aTpyAHSET MPOYTEHUE
TEKCTa JOKYMEHTa, B TaKOM Cly4ya€ BXOASUIMHA HOMEP MPOCTABISETCSA
B CBOOOJHOM OT TEKCTa yIJy Ha JIMIIEBOM CTOPOHE MEPBOrO JIUCTA JOKYMEHTa,
a ITPUX-KOJI TPOCTABISAETCS MPU HATMYUHN TEXHUYECKON BO3MOKHOCTH.

[Ipy ocymiecTBICHHH PETUCTPALMU B APYroil PErucTpalioOHHO-YYETHOU
dbopMe pPErucTpalMoOHHBIM IITaMI € YKa3aHUEM BXOJSIIErO0 HOMEpa, JaThbl
perucTpanuuy MpPOCTABISETCS, KaK MPaBWIO, B IMPaBOM HIKHEM YTIIy JIMLEBOU
CTOPOHBI TIEPBOTO JIMCTA 3apETUCTPUPOBAHHOIO JIOKyMeHTa. [Ipu HeoObxoaumMocTu
YKa3bIBA€TCsl BPEMSI PETHCTpAlMU (Yachl U MUHYTHI), a TAKK€ BXOJSIIHI HOMEP
JOKYMEHTA Ha MPUJIOKEHUHU.

Ha xonuu qoxkyMeHTa BXOJSIINWNA HOMEp MPOCTABIAETCS B MPABOM HIDKHEM
YIIIy JTUIEBOM CTOPOHBI IIEPBOTO JIUCTA.

HyMmepanuss mnocTynuBIIMX JTIOKYMEHTOB OCYIIECTBISCTCS B IIpejaesiax
KQJICHIAPHOIO roja.

K moBTOpHBIM JOKyMEHTaM TpHKIaAbIBaeTCa HHPOpMaIMsg O paHee
MOCTYNUBIIUX JOKYMEHTaX U pe3yjbTaTax MX HCIOJIHEHHUS, KOTOpas MepeaacTcs
OTBETCTBEHHOMY 3a HUCIIOJHEHHUE.

[Ipu peructpanmm goxkymeHTa Ha OymaxkHom Hocutene B I1J] oH moxer
ObITh OTCKaHMpOBaH, a 3aTeM K PYK Moxer ObITh MpPUCOENMHEH 3JIEKTPOHHBIM

o0pa3 TOKyMEeHTa U MpUIIoKEeHUs K HeMy B (popmare pdf.
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[Tocie peructpaumu cpexncrBamu IIJ[ mocTynuBIIErO  3JIEKTPOHHOTO
JIOKYMEHTa, B TOM YHUCJIE U3 BBIIIECTOSIIEH W MHOW M30MpaTeIbHONW KOMHCCHH,
OH MOXET OBITh pacredaTaH Mpu HEOOXOIUMOCTH.

2.9. 3aperucTpupoBaHHbIe JTIOKYMEHTHI PacCMAaTPUBAIOTCS IMpejcenaTeaemM
TEPPUTOPUAIIBHOM ~ KOMHUCCHHM, 3aT€M  TIOCIE€  TEPEHECEHUs  yKa3aHud
M0 HWCIOJHEHHWIO JOKYMEHTAa B PETUCTPAIIMOHHO-YYETHYIO (OpMY TepenaroTcs
VICTIOJIHUTEISIM.

[Ipu peructpaunu goxkymeHtoB B I/ paccmorpeHue mpencenarenem
TEPPUTOPUAIIBHOM KOMHCCHUHU JOKYMEHTOB W HAIPABJICHHUE WX HCIOJHUTEISAM
B DJICKTPOHHOM BHJIE MOXET OCYIIECTBIAThCS cpeacTtBamu [1J[ 6e3 odopmiieHus
KOIIMU Ha OYMa)KHOM HOCHTEJIE.

2.10. UcnionHeHHbIe JTOKYMEHTHI CIIMCHIBAIOTCS B JIENIO TIpejcenareieM
TEPPUTOPUAIBHOM KOMHUCCUM M TOMEHIAIOTCA B JI€JIO B  COOTBETCTBUHU

C HOMEHKJIATYpPOH JI€]1 TEPPUTOPHUATIBHON KOMUCCHH.

3. OcHOoBHbBIE TPeOOBAHNS K MOATOTOBKE U 0()OPMJIEHUIO TOKYMEHTOB

3.1. JIokyMeHTBI,  coO3/laBaeMble B  TEPPUTOPHUAIILHOW  KOMHCCHH,
opopmisitoTcss Ha OJlaHKax, Ha CTaHAAPTHBIX Juctax Oymaru ¢dopmara A4
(210 x 297 mm) nim AS (148 x 210 mM) 1100 B BUJE JIEKTPOHHBIX JOKYMEHTOB
U JIOJKHBI UMETh YCTAaHOBJICHHBIN COCTaB PEKBU3HUTOB.

3.2. lokyMeHTHl O(OpPMIISIOTCS HA TPOAOIBHBIX JIMOO YTIOBBIX OJaHKaX
YCTaHOBJEHHON ()OPMBI, M3TOTOBJIECHHBIX THUMOTPAa(CKUM HIM KOMIBIOTEPHBIM
criocoooM (mpuitoxxerue Ne 4).

B TeppuTopuanbHOil KOMHUCCHM MOTYT OBITh YCTAaHOBJIEHBI CIEAYIOIIME
BHUJIbI OJIAHKOB:

OJIaHK MPOTOKOJIA 3ace/laHUs TEPPUTOPUATBHON KOMHUCCHH;

OJIaHK pelIeHus] TEPPUTOPHAITIEHON KOMUCCHUU;

OJaHK IpUKa3a NpeaceaaTess TepPUTOPUATILHON KOMUCCHUY;

OJIaHK MHCbMa TEPPUTOPUATIBLHON KOMUCCHUHU.
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3.3. Ilpy moaroToBke NOKyMEHTOB c mpuMeHenuem I[I]] wucmomb3yrorcs
AJIEKTPOHHBbIE  IIA0JOHBI  OJAHKOB  JOKYMEHTOB, KOTOpbIE  pPaBHO3HAYHBI
Y UJICHTUYHBI 10 COCTaBY PEKBU3UTOB, MOPSAKY UX PACIIOJIIOKEHUS U TapHUTYypam
mpudra OJaHKaM JOKYMEHTOB Ha OyMa)XHOM HOCHUTETIE.

3.4. lokymeHTbl 0GOPMIISIIOTCSI B COOTBETCTBUHM ¢ TpeOoBaHUSIMU
K JOKyMEHTaM, U3rOTOBJISIEMBIM C TIOMOIIIBIO MTEYATAIONINX YCTPOUCTB, U K (haiiiam
TEKCTOBBIX JIOKYMEHTOB (npuiioxenue Ne 5).

3.5. [Ipu moxaroroBke u opOpMIIEHUU JOKYMEHTOB JOJDKHBI COOIIOAATHCS
npaBuiIa 0hOPMIICHHS PEKBU3UTOB, U3JI0KEHHBIC HIDKE.

3.5.1. Ha Onankax nokyMeHTOoB mnowmeriaercss rep0 Cankr-IlerepOypra.
[Topsnok U3TrOTOBJICHUS, UCIIOJIb30BaHUS U XpaHEeHHUS OJTaHKOB
c BocnpousBenenuem repba Cankr-IlerepOypra ycraHaBiauBaercs 3aKOHOM
Cankrt-IlerepOypra ot 23 anpenst 2003 roma Ne 165-23 «O neraqbHOM ONUCAHUU
odurmanpHbIx cuMBOJIOB CaHKT-IleTepOypra u mopsiike uX UCIOTH30BAHU.

KoHTposb 3a npaBuiIbHBIM HCHOIB30BAHMEM OJIAHKOB M UX COOTBETCTBHEM
YCTaHOBJIEHHBIM 00pa3liaM OCYIIECTBIISIETCS MpeAceAaTeNIeM TEePPUTOPHATbHON
KOMHUCCHUA W pabOOTHUKOM  ammapaTta, OTBETCTBEHHBIM 32  BEJCHHUE
JIeJIONPOU3BOICTRA.

3.5.2. HanmenoBanne n30mpaTeaTrHON KOMUCCHUH.

HanmvenoBanne wu30upaTeNbHOW KOMHUCCHMU YKa3bIBAaeTCs Ha OJIaHKax
B COOTBETCTBUU C pemieHueM Cankt-IleTepOyprckoii n3dupaTeabHON KOMUCCU.

3.5.3. CpaBouHbI€ TaHHBIE 00 N30MPaATEIIPHON KOMHUCCHH.

CnpaBoyHble JaHHBIE O TEPPUTOPUAIBHOM KOMHUCCUHU YKa3bIBalOTCS
B OJ1aHKaX MHUCEM, HAITpUMep:

yn. [Taptuzana I'epmana, 1. 3,
Cankr-IletepOypr, 198329
Ten. (812) 241-43-55, ®axkc (812) 241-43-55
http://tik6.spbik.spb.ru
OKITIO 15172623; OI'PH 1037819015960;
MHH/KIIIT 7807053839/780701001
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3.5.4. HaumeHnoBaHue BH1a IOKYMEHTA.

HaunmeHnoBanve Buaa JOKyMEHTa YKa3bIBaeTCs Ha Bcex OJiaHKax
U3/1aBAEMBIX JJOKYMEHTOB (IIPOTOKOJ, PELICHUE U T.[.), 3 HCKIIOYEHUEM ITUCEM.

3.5.5. Jlara nokymeHTa.

JlaTol nOKyMeEHTa SBJISIETCA Jara ero IMOMANMWCAHWs, yTBepxkacHus. [laron
IPOTOKOJIA SIBJISIETCA JaTa 3ace/laHus, a aKTa — J1aTa COOBITHUS.

JIOKYMEHTBI, U3JJaHHbIE JBYMs WIN 00jiee OpraHu3alUsIMU, JOJKHBI UMETh
OIHY (€QuHyl0) JaTy, COOTBETCTBYIOILYIO Jare NOANHCAHUS JTOKyMEHTa
IIOCJIEAHUM JOJKHOCTHBIM JIMLIOM.

Haty nokymeHnTa opopMIIOT apabCKUMu udpaMu B OCIE0BATEIbHOCTH:
JeHb Mecsua, mecsl, rof. [leHp mecsduna u mecsan opOpMIIIOTCS IBYMs IapaMu
apaOckux 1udp, pa3ie’IeHHBIMU TOYKOM, TOJ — YeThIpbMs apaOCKUMHU LU(pamu,
Halnpumep:

17.01.2025
Jlommyckaetcst ciioBecHO-IUGPOBOH criocod oopMiIeHHS 1aThl, HAIIPUMED:

19 suBaps 2025 r.

3.5.6. PerucrparmoHHbIii HOMEpP TOKyMEHTA.

JIns BXOISAIIMX W MCXOIAIIUX JIOKYMEHTOB, OOpAIlleHHI — UHACKC Jelia
110 HOMEHKJIAType U, 4epe3 KOCYI0 UepTy, MOPSIKOBBIN HOMED IOKYMEHTA.

PeructpanvionHslii HOMEp JOKYMEHTA, W3JaHHOTO COBMECTHO, COCTOUT
U3 pa3/IClICHHBIX KOCOM YEPTOW PErucTpPalMOHHBIX HOMEPOB, MPHUCBOCHHBIX
OpraHu3aIUsIMHU — aBTOPAMHU JTIOKYMEHTa u PaCIOIO0KEHHBIX
B TIOCJIEIOBATEIIbHOCTH, COOTBETCTBYIOIIEH OOO3HAUYEHHI0O HAWMEHOBAHUU
OpraHu3aIMi B 3ar0JIOBOYHOM YaCTH JJOKYMEHTA.

3.5.7. Ccplmka Ha PETUCTPAIMOHHBIM HOMEpP H JaTy MOCTYIHUBIIETO
JOKYMEHTA.

Cchlika Ha PErucTpallMOHHBIM HOMEP M JIaTy TMOCTYNUBIIETO JIOKYMEHTa
BKJIFOYAETCSI B COCTaB PEKBH3UTOB OylaHka muchMa. CChUIKa MPOCTABISIETCS
WCIIOJTHUTEJIEM MIPU MOATOTOBKE MUChMa-OTBETA.

3.5.8. MecTto cocraBieHus (M31aHus1) JOKyMEHTA.
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MecTto cocraBneHus (M3aHus) JOKyMEHTAa YyKa3blBaeTcsi Ha OJaHke
KOHKPETHOTO BHJa JIOKyMeHTa. B OilaHkax muceM CBEIEHUS O MECTE CO3JaHHs
JOKyMEHTa cozepxKarcs B PEKBU3UTE «CripaBo4HbIE JAHHBIE
00 M30MpaTEeIHLHON KOMUCCHI.

[Ipu npoAOIBLHOM PaACIOJIOKEHUU PEKBU3UTOB OJIAHKA MECTO COCTABIICHHUS
WIM W3JaHUs JOKYMEHTAa YKa3bIlBa€TCi B CEPEAUHE CTPOKH MEXIy JaToi
U PETUCTPAIlMOHHBIM HOMEpPOM JOKyMEHTa, a MpPH YIJIOBOM PAaCIOJIO0KEHUU
PEKBHU3UTOB — [10J] J1aTOM M PEruCTPallMOHHBIM HOMEpPOM JOKYMEHTa, OT Kpas
JIEBOTO TOJIS.

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

[IpocraBnsercs Ha JOKYMEHTAX, coAepKalux uHpopMaIuo
OTPaHUYEHHOT'O0 PACIpPOCTPAHEHUS, KAaCAIOIIYIOCS EATeIbHOCTH OpraHu3aIui,
OTpaHUYEHMS] HA  PACIPOCTPAHEHHE  KOTOPOM  JUKTYIOTCS  CIY>KEeOHOM
HEOOXOJMMOCTBIO, @ TaKK€ IOCTYNUBIIAS B TEPPUTOPHUAIBHYIO KOMHUCCHIO
HecekpeTHass HHopManus, JOCTYNl K KOTOPOM OrpaHHYeH B COOTBETCTBHHU
¢ denepaabHBIMU 3aKOHAMH.

[TomeTka Ha JOKyMEHTaX, COJEPKAIIUX HWH(OPMAIUMIO OTrPaHUYEHHOTO
pacnpocTpaHeHusi, umeeT BuJ « /s ciyxedHoro noias3oBanus» (nanee - JICII).

IlomeTka mnpocTaBisieTCss B BEPXHEM MPABOM YIUIy JIMUEBOH CTOPOHBI
MEPBOTO JINCTA JJOKYMEHTA OT TPAaHUIIBI BEPXHETO MOJIS.

3.5.10. Anpecar.

PexBu3uT «Aapecar» pacnojaraercs Crpana Mol peKBU3UTaMu OJIaHKa.

JIOKyMEHTBI aipecyIoTCa B OpraHu3allii, UX CTPYKTYpPHBIE MOApPa3Ae/ICHNUs,
JOJDKHOCTHBIM JIMLIAM WJIM TpaKJaHaM T[pd OTBET€ Ha UX O0OpalleHus.
HanMeHoBaHMsSI oOpraHu3allMid W CTPYKTYPHOTO TOJPA3ACIICHUS YKa3bIBAIOTCS
B IMEHUTEIBLHOM MaJIeKe, HAaIPUMED:

Anmunuctpanus LlenTpanbHoro paiona
Cankr-IletepOypra
IOpunnueckuii otaen
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Ecnu JOKYMCHT aJApCCyCTCA AOJDKHOCTHOMY JIMIY, HANMCHOBAHHC
opraHu3al YKa3bIBACTCA B HMCHHUTCIIbBHOM IIAACKE, a JOJDKHOCTb H (baMI/IJ'II/IH

— B J1aTCJIBHOM. HpI/I 9TOM MHHIHMAJIBI YKA3bIBAKOTCS ITOCJIC (l)aMI/IJ'II/II/I, HarpuMmcep:

Anmvmunuctpanus LlenTpanbHoro paiona
Cankr-IletepOypra
Havanpauky o0riero ornena

NBanosy H.II

Ecnn JOKYMEHT azpecyercs PYKOBOJUTEIIO OpraHM3alu
WIM €ro 3aMECTUTENII0, HAaWMEHOBAHHWE OpPraHU3alMH JOJDKHO  BXOAMTH
B HAUMEHOBAaHUE JODKHOCTH aJpecara, HalpuMmep:

3amecTuTeno aupekropa Beepoccuiickoro
Hay4HO-UCCJIEI0BATEIbCKOI0 HHCTUTYTA
JIOKYMEHTOBEJICHUS U apXUBHOTO JIeJia

Cwmupnosy ILI1

Ecnu  gokymeHT aapecyercs OpraHu3alMM, CHadajla YyKa3bIBaeTcs

€e HaMMEHOBaHUE, 3aTeM MOUTOBBIN aJIpec, HapUMep:

[lentpanbHas n3dupareabHasi KOMUCCHS
Poccuiickon ®@enepanun

b. Yepkacckuii iep., 1. 9, Mocksa, 109012

JlomyckaeTcsi UEHTPUPOBATh KaXIylH CTPOKY pEKBHU3UTA «Agpecar»
10 OTHOIIEHHIO K CaMOW JJIMHHOM CTPOKE.

JlomyckaeTrcsi HMCMOJb30BaTh  OQUIMAIBHO TPUHATBHIE  COKpAICHHBIC
HAaNMEHOBAHUSI OPraHOB TOCYJApPCTBEHHOM BJIACTH, MECTHOI'O CaMOYIIPaBJICHUS,
OpraHu3aIuu.

[TouToBBI anpec yKa3blBa€TCsl B MOCJIEAOBATEIBHOCTH, YCTAHOBJICHHOM
[IpaBunamMu OKa3zaHWs YCIyr T[OYTOBOM CBSI3M, YTBEPXKACHHBIMU MPUKA30M

MunucrepctBa 1U(POBOTO pPa3BUTHSI, CBSI3M M MACCOBBIX KOMMYHHUKAITUN
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Poccuiickoit ®@enepanuu ot 17 ampens 2023 roma Ne 382 «OO0 yTBepx)aeHUU
IIpaBun oka3aHus yCiayT MOYTOBOM CBI3UY.
Ecnu 10KyMeHT OTIpaBisieTCsl B HECKOJIBKO OJHOPOJIHBIX I'OCYAAPCTBEHHBIX

OpraHoOB WM OpTraHU3AIMM, UX CIEyeT YKa3bIlBaTh 0000IIEHHO, HATPUMED:

[Ipencenarensam y4acTKOBBIX KOMUCCU

JIoKyMEeHT He [IOJDKeH coJiepaTh 0oyiee  4YeTBIpEX  aJIpecaroB.
CI10BO «KOTHUs» MEped BTOPBIM, TPETHUM, YETBEPTHIM aJPECATOM HE YKA3bIBACTCHI.

IIpyn HampapieHHUH JOKyMEHTa Oojiee YeM B YEThIPE ajpeca COCTaBIISICTCS
CIMCOK pACChUIKM yCTaHOBJEHHOH (opmbl (mpmiokenne Ne 6), KOTOpPBIi
MOJIUCHIBACTCS MIPEACEIATENEM TEPPUTOPUATBHON KOMUCCHH.

[Ipu anpecoBanuu MOKyMeHTa (PU3WYECKOMY JIMIy BHayaje yKa3bIBaHOTCS
dbaMmIis 1 THULIUAJIBI TIOJTyYaTessl, 3aTeM MOUTOBBIN ajpec, HalpuMep:

®omuueny I1.1.
MockoBckuii np., 1om 15, kB. 10,

Cankr-IletepOypr,
190005

[Ipu ornpaBke nMuchbMa Mo AESKTPOHHON MOYTE WU 1O (PAaKCUMUIIBLHOMN CBS3U
(6e3 MOoCBHUTKH IO TIOYTE) TIOYTOBBIN ajpec He yka3biBaeTcs. [Ipu HEoOXxommuMocTu
MOXKET OBITh yKa3aH aJpec OJJIEKTPOHHON mouThl (HoMep TenedoHa/Pakca),
HarpuMmep:

MUHHUCTEPCTBO FOCTUIIAH
Poccuiickon ®@enepanuu
mail@minjust.ru
3.5.11. I'pud yTBEepKIeHUS TOKyMEHTA.
JIOKyMEHT  YTBEpP)KJAaeTcsl JOJDKHOCTHBIM  JIMIIOM WM  CHEHUAIbHO
U3/1aBA€MbIM JOKYMEHTOM.
[Ipu yTBEpKJI€HUH JOKYMEHTA JOJKHOCTHBIM JIULIOM Tpu( yTBEp:KACHUS
TOJDKEeH cocTosTh U3 ciioBa Y TBEPXKIAIO 6e3 kaBbIuek u MPONMUCHBIMUA OyKBaMH

u Ha CJ'ICI[YIOHIGI\/'I CTPOKEC — HAMMCHOBAHUC JOJDKHOCTH, IIOAIINCH,
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(mpu odopmieHnn Ha OyMaKHOM HOCUTEJIE), WHHUIMAIBI W (Qamuwius JuIa,
YTBEPAMBIIIETO IOKYMEHT, 1aTa YTBEP KICHHUS.
I'pud yTBEepKaeHUST pacmoyiaraloT B IPaBOM BEPXHEM YTy TMEPBOTO JINCTA
JNokyMeHTa. B rTpude yTBEepKICHHs IOMyCKaeTcs I[EHTPUPOBATH DIEMEHTHI

OTHOCHUTEIIBHO CaMOM JIJINHHOW CTPOKH, HAIIPUMED:

YTBEPX/IAIO
npeacenarens TeppuTopuanbHOM
n3buparenbHo komuccuu Ne 6

ITOAITUCH HMHHUIIUAJIbI, (baMI/IJ'II/ISI
Jara

[Ipy yTBEpKIEHUU TOKYMEHTa MOCTAHOBIICHUEM, IPOTOKOJIOM, PEIICHUEM,
pacriopstbkeHueM Tpud yTBepxKIeHuss coctouT u3 cinoBa Y TBEPXJIEH
(YVTBEPXIEHA, VYTBEPXJEHbI wmu VYTBEPXJIEHO) 6e3 kaBbIuek
W TPONUCHBIMH OyKBaMHM, HAWMEHOBAHHUS YTBEPXKIAIOMIETO JIOKYMEHTa

B TBOPHUTCIBbHOM IMAJICKEC, €TI0 AAThl K HOMCPA, HAIIPHUMCP:

YTBEPXIEH
pemenueM TeppuropuanbHOn
n3buparenbHoi komuccun Ne 6
ot 24 auBaps 2025 r. Ne 130-7

3.5.12. Yka3zaHus 1o UCIIOTHEHUIO JOKyMEHTA (PE30TIOIIHNS).

VYKkazaHus MO HCIOTHEHUIO JIOKYMEHTa MOTYT OBITh HAMMCaHbl OT PYKH
npejceaaTesieM TEPPUTOPUATBLHONM KOMHUCCHM Ha TOJUIMHHUKE JIOKYMEHTa
Ha CBOOOJHOM OT TEKCTa MeCTe Wid O(POpMIICHBI Ha OTAEIHLHOM JucTe (popmara
A6 (105 x 147 mm), TPUIOKEHHOM K JOKYMEHTY. YKa3aHUs IO HCIOJHEHUIO
JIOKYMEHTa BKJTIOUYAIOT bamunnmn u WHUIIHAIIBI WCIIOJTHUTENEH,
npu HEOOXOAMMOCTH — COJIEPKAHUE TOPYUYCHHUs, CPOK HCIIOIHEHUS, MOAMUCH

(npu odopmiieHNH HA OYMa)KHOM HOCHTEJIE) PYKOBOJIUTENS U 1aTy, HAIPUMED:
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Cuzony A.IO.
I'puropresy B.C.

[Ipoiry paccMOTpeTh U JaTh OTBET
k 14.02.2025

MOJIHCH
naTa

VYKkazaHus 1O HUCIOJHEHHIO JTOKYMEHTa TaKXe€ MOTYT ObITb OQOpPMIIEHBI
c wucrnonb3zoBanueM IIJ[ ¢ mnpuMeHeHHEM »JIIEKTPOHHBIX I1a0JOHOB OJIAHKOB
JIOKYMEHTOB.

3.5.13. 3aroyioBOK K TEKCTy IOKyMEHTa (HAMMEHOBAaHUE JOKYMEHTA).

3aroyioBOK K TEKCTY JOKYMEHTa JOJDKEH KpPaTKO M TOYHO PAaCKPHIBATh
€ro cojep’kaHue M ObITh COIVIACOBAH C HAMMEHOBAaHHMEM BHUJA JIOKYMEHTA.
3aroJI0BOK MOXET OTBEYATh HA BOIIPOCHI:

«0 yeM (0 KoM)?», HarpuMep:

Pacnopskenune — O cozgannn DKCIEPTHOW KOMUCCHH;

«4ero (Koro)?», HarpuMmep:

JIOMKHOCTHOM perjiaMeHT BEIYILEro CIeHalIUCTa;

AKXT 00 YHUYTOKCHUN JOKYMCHTOB C UCTCKINMMH CPOKAMH XPAHCHUA.

3aroJ0BOK COCTaBIISICTCS JTUIIOM, TOTOBSIIIMM MPOCKT JOKYMEHTA.

3aroyioBOK, COCTOSIIIUN M3 JABYX M 0oJiee CTPOK, IMeyYaTaeTcs 4depe3 OJIMH
MEKCTPOYHBIM HMHTEpPBaJ, TOYKA B KOHIIC 3aroJilOBKa HE CTaBHTCS. 3aroJOBOK
pacroyiaraeTcsi Ha TIEPBOM JIUCTE HaJ TEKCTOM JOKyMEHTa II0 IEHTpY,
a mpu 0OPMIICHUHU TTMChMa — OT TPAHMIIBI JICBOTO TIOJIA.

3.5.14. TekcT nOKyMeHTa.

Texer mokymeHTa OQGOPMISIOT B BHJAC CBS3HOTO TEKCTA, TaOMIIBI
WM COSIMHEHUS ATUX CTPYKTYP.

TekcT JOKymMeHTa JIOJDKEH  HM3JIaratbCcsl KpaTko M SICHO, OBITh
apryMEHTUPOBAHHBIM, OOCCIeUYMBaTh TOYHOE W OJHO3HAYHOE BOCHPHSITHE

coJiep Kallencsi B HeM UH(pOpMaIuu.
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TekcT HOOKyMeHTa JOJDKEH, KakK IPAaBUIIO, COCTOSATh W3 JABYX 4YacTew.
B nmepBoii YacTH yKa3bIBalOTCA NPUYMHBI, OCHOBAHMS, LEJNH COCTABJICHUSA
JOKYMEHTa, BO  BTOPOW — pPEIIEHUS, BBIBOABI, MPOCHOBL,  MPEIJIOKECHHUS,
PEKOMEHIALNN.

TexkcT OOKyMEHTa MOXET COJAEpk aTh TOJIBKO 3aKIIOUUTENBHYIO YacTh
(Harpumep, PpacropsKEHUE — PACTIOPSIUTENBHYI0 YacTh 0€3 KOHCTaTUPYIOIIEH,
MIMCHbMO, 3asIBJICHHE — MPOCHOY O€3 MOSCHEHMS ).

B Tekcre nokymeHTa, MOATOTOBIEHHOTO HA OCHOBAaHWUU 3aKOHOJATENIbHBIX,
WHBIX HOPMATHBHBIX IPABOBBIX AaKTOB, M3JAHHBIX OPraHAMHU TIOCYAAPCTBEHHOMU
Bnactu u ynpasieHusi, [IUK Poccum, Cankr-IlerepOyprckoit m3zOuparenbHON
KOMHCCHEN, paHEE W3JaHHBIX TEPPUTOPUAIBHON KOMHCCHUEHN, YKA3BIBAIOTCS
HAaMMEHOBAaHME BHUJA JIOKYMEHTA, HAUMEHOBAHME OpraHa, W3JaBIIEro JOKYMEHT,
JaTa TPUHATUA WU YTBEPKICHHS JTOKYMEHTA, €r0 PErucTpalMOHHBIA HOMeEp,
a TAK)K€ 3aroJIOBOK IOKYMEHTA, 3aKJIFOYEHHBIN B KaBBIYKH.

IIpu ynotpebnenun B TekcTe (paMuIuil UL MTHULMAJIBI YKa3bIBAIOTCS MOCIIEe
bamunum.

TexkcTsl OKyMEHTOB OousblIOro oObeMa MOTYT JAENUThCA Ha pasedbl,
NO/Ipa3/iesibl U MyHKThI, KOTOPbIE HYMEPYIOTCS apaOCKUMU 1 pamu, HalpuMep:

1. Pa3snen
1.1. Tlonpaznen
[.1.1. ITynkr

AG3a1bl BHYTpH IIYHKTOB HE HYyMEPYIOTCSL.

B nucbmax ucnonb3yror ciaeayromue GopMbl U3I0KEHUS:

or l-ro muma MHOXectBeHHOoro uymucina («IIpocum  HampaBUTH
uHpopMaluio...», «Hampasnsem Ha 3akiit0oueHUE IPOEKT...» U Ap.);

OT 3-r0 JuIa EJUHCTBEHHOIO 4Yucia («TeppUTOpUAlbHAs KOMHUCCHS
HE CYMTAeT BO3MOXHBIM...», «TEPPUTOPHAIbHASI KOMHUCCUS  IpPEJIaraer

paccMOTPETh BO3MOKHOCTb...»).
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I'padpr u cTpokm TaOMUIBI MOJDKHBI WMETh 3arojIOBKH, BBIPAKEHHBIC
CYIIECTBUTEILHBIM B HWMEHUTEIbHOM manexe. llom3aronoBku rTpad M CTpPOK
JOJKHBI OBITH COTJIACOBAHBI C 3aTOJIOBKAMH.

Ecimu Tabmuity meuyaTtaroT Oojiee yeM Ha OJHOW CTPAaHMIIE HA CIICTYFOIIHX
CTpaHMIIAX MOTYT OBITh HalleyaTaHbI 3arojIOBKH rpad Wi UX HOMepa (B ciydae,
ecyu rpadbl TAOIHUIIBI HA TIEPBOM JIUCTE TPOHYMEPOBAHBI).

3.5.15. OTmeTKa 0 HAIMYUU TTPUIIOKEHUH.

OTMeTKa 0 HAIMYWHU MPUITIOKCHUIA PACIIOaraeTcs OT TPAHUIILI JICBOTO TTOJIS
HOCJIE TEKCTa Mepe/l MOAMHUCKIO.

CoBO «TIPHIIOKCHHUE» TIEYaTaeTCsl B SUHCTBEHHOM HMIJIM MHOXKECTBEHHOM
YHUCJIE B COOTBETCTBUU C KOJIUIECTBOM MPHUIIOKEHUH.

Ecnmu mokyMeHT wWMeeT TpHIIOKEHHE, Ha3BaHHOE B TEKCTE, OTMETKa

0 ero Haju4uu opopMIISIETCS 110 cieayroIieit hopme:

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

Ecmu JOKYMCHT HMMCECT IPUIIOKCHHUC, HC HA3BAHHOC B TCKCTC, WM CCIU
HpI/IJ'IO)KGHI/Iﬁ HCCKOJIbKO, MX HaAMMCHOBaHMHI H€O6XOI[I/IMO MICPCUYUCIINTL II0CJIC
TCKCTAa JOKYMCHTA ICPCI IMOANMUCHIO C YKA3AHUCM KOJINYCCTBA JIUCTOB B KAXXKIOM
IMPUITO0KCHNH U KOJIMYCCTBA SK3CMILIAPOB, ITIPHU HAIMYNMHK HCCKOJIBKHX HpI/IJIO)KeHI/Iﬁ

MX HYMEPYIOT, Hallpumep:

[Mpunoxenusi: 1. Ilonoxenue o0 DxcnepTHONW KoMuccuu Ha 15 1. B 1 3K3.

2. IlpumepnHas HoOMeHKNaTypa jaen Ha 14 1. B 1 3K3.

Ecniu  nmpunoxxkenust ~ cOpomropoBaHbl, TO  KOJMYECTBO  JIUCTOB
HE yKa3bIBaeTCA.
Ecnu npunoxeHue HampasiIIeTCd HE BO BCE YKa3aHHbIE B JOKYMEHTE

ajzipeca, TO OTMETKa 0 HAIMYUU TIPUIOKEHUST 0POPMIISIETCS TIO CIIeayoIIei popme:

[Tpunoxenue: Ha 20 1. B 3 5K3. TOJIBKO B IIEPBBIN aapec.
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Ecnu Kk [OOKyMeHTy mnpwiaraercs APYrod JOKYMEHT, TaKke HWMEIOLINT
MPUJIOKEHUE, TO OTMETKAa O HAJWYUU MPUIIOKEHUS O(DOpPMIISETCS CIeAYIOIIUM

oOpazom:

[Ipunoxenue: mmcbmMo Cankrt-IletepOyprckoit  u30upaTenbHONM  KOMHCCHU
or 15.11.2024 Ne 01-18/450 m npuioXeHHe K HEMY, BCETrO
Ha 15 .

Ecnmu npunoxkennem sBiseTcs 0O0OCOOJICHHBIM SJIEKTPOHHBIM HOCHUTEIb
(KOMIAKT-ITUCK, USD-uieni-HaKOMUTeIb W JIp.), TO OTMETKAa O HaJUYduu

IPUIIOKEHUS 0POpMIIIETCS CIELYIOIUM 00pa3oM:

[Ipunoxenue: CD B 1 k3.

I[Ipu »osTOoM Ha Hocurtene (BKIaabinie (KOHBEPTE)), YKa3bIBAIOTCS
HAaWMEHOBAHUS IOKYMEHTOB, 3alMCAaHHBIX HA HOCUTEJIb, WJIM UMEHA (DailyioB.
B pemenusx u npukazax CBEJCHUS O HATMYUU MPUIOKEHUM YKa3bIBAIOTCS

B TEKCTE, HAIIpuMep:

«Pa3pabotath W TpPEACTaBUTh MPOEKT IIaHa MO (opme, yKa3aHHOU
B npuiioxxeHuu Ne 1»
VI

«...JIeaeTcs 3aIUCh B ’KypHAJ YCTaHOBJICHHOUW QopMbl (rpuioxkenue Ne 2).»

Ecnu B JOKyMeHTE, K  KOTOPOMY  OTHOCUTCSI  HPUIIOKEHHUE,
OHO HE YTBEPKAAETCA, & MPOCTO COJAECPIKUTCS CChUIKA HA HETO, TO HA IIEPBOM JIUCTE
MPWIOKEHUSI B TIPABOM BEPXHEM YINIy YKa3bIBACTCA, K KAKOMY PELICHUIO
(mpuKasy) NMpUIOKEHUE OTHOCHTCS, @ CTPOKH MOTYT IIEHTPOBATHCS OTHOCHTEILHO
caMO# JJIMHHOW CTPOKH, HAIPpUMeED:

IIpunoxenue
K [IpUKa3y npejceaarens
TeppuTopuansHOil H30UpPATETHEHOMN
komuccuu Ne 6
ot 14 mapta 2025 r. Ne 27-pn
[Ipy HaMM4YMM HECKOIBKUX MPUIOKEHUN OHU HYMEPYIOTCS, Hampumep,

npunoxenue Ne 1, npunoxxenue Ne 2 u Tak ganiee.
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3.5.16. IToamuce.

B cocra moamucu  BXOMAT: HAaMMEHOBaHWE JIOJDKHOCTH  JIMIIA,
MOJAMHUCABIIETO  JOKYMEHT, €ro COOCTBEHHOpYYHAass TMOJIMUCh, KOTOpas
opopMisieTCss CHHUMH WM YEPHBIMH YEpHHIIAMH, paclidPpoBKa MOAMHUCH
(MHULKATBI, paMUITHS).

Ecimu moxymeHT odopmisieTrcss Ha OlaHKE TEPPUTOPHAIBHOW KOMHCCHH,
TO PEKBU3UT BKJIIOYACT HAWMEHOBAaHUE JIOJDKHOCTH JIUIA, IMOAMUCHIBAIOIIETO
JIOKYMEHT, €ro COOCTBEHHOPYYHYIO MOJMKCH, paciu(PpOBKY MOAMUCH (MHUIIUATIBI

U haMUIIUIO), HAPUMeED:

[Ipencenarens IIOJIITUCH WHULMABI, (haMUITHs

Ecnmu m0mKHOCTHOE NHUIO, MOAMUCH KOTOPOTO 3aroTOBJIEHA Ha TPOEKTE
JIOKYMEHTa, OTCYTCTBYET, TO IOKyMEHT IOJAIMUCHIBACT €0 3aMECTUTENh WU HHOE
JIMII0, UCTHOJHSIONIEe ero o0s3aHHOCTH. [Ipym 3TOM 00s3aTeNbHO YKa3bIBAIOTCS
dakTrueckas JOHKHOCTh JIMIA, MOJAMKMCABIIET0 JOKYMEHT, U €ro ¢aMuius.
He  npomyckaercs — moAmucChIBaTH — JIOKYMEHTBI € TPEAJIOTOM  «3a»
WJIM TIPOCTABJICHUEM KOCOM YePTHI TIepe HANMEHOBAHUEM JIOJDKHOCTH.

Ecnu noxymeHT oopmisieTcs: He Ha OJIaHKe, TO PEKBU3UT COJECPIKUT MOTHOE
HAaUMCHOBaHHUC JOJKHOCTH JU1Ia, TI0IMTHCABIIIECTO JIOKYMECHT,
€ro COOCTBEHHOPYYHYIO TOJAMHUCH, pacmupOBKY TOAMHUCH (MHUIHAIIBI

U haMUIIUIO), HATIPUMED:

IIpencenarens
TeppuropuanbHOl U30UPATEIHHON KOMUCCUH
Ne 6 MOANKUCH MHUIHAIIBI, PaMUIHS

[Ipy noanucaHuM JOKYMEHTA HECKOJIBKHUMHU JOKHOCTHBIMHU JIUIIAMU

MX MOAIKACH PpACHOJararTcs OJIHa TMOJ JAPYro B TMOCIEIOBATEIbHOCTH,
COOTBETCTBYIOLIEH 3aHUMAEMOM JOJIKHOCTH, HAITPUMED:

[Ipencenarens IIOJIITUCH WHULHAIIB, (haMIIHS

I'maBHBIM OyxTanTep MTOJIMTUCH WHUIHAIIB, (DaMITHS
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[Ipy mnoanucaHuM JOKYMEHTAa HECKOJbKUMHU JIMIAMH, 3aHUMAarOIMMU

PaBHBIC  OOJIKHOCTH, nux nmoArnnucCu  pacrojararoT Ha OJAHOM  VYpPOBHC,

Hanpumep:
Havaneauk mpaBoBoro otnaena HauanpHuk
OPTraHU3AIMOHHO-METOUYECKOTO
oTaelna
MOANUCh WHUIUAIBI, (pamMumus MOANUCh HWHUILMABI, (DaMIITHS

B JOKYMCHTC, ITIOATIOTOBJICHHOM KOMHCCHCFI, IMOAIIMCH PacCIIoJIararoTCa OJHa
Imoa ﬂpyroﬁ. HCpBI)IM YKa3bIBACTCA IIPCACCAATCIIb KOMHUCCHUH, d (1)aMI/IJII/II/I YJICHOB

KOMKCCHUU PacroyiaratoTcs B aiaBUTHOM MOPSJIKE, HATPUMED:

HpGI[CGIIaTGJII) KOMHCCHUHU IO AITUCH HMHUIIKAJIBI, (I)aMHJ]I/IH
YeHbpl KOMHUCCUH IIOAIINCH HWHHUIIUAJIbI, (1)aMI/IJ'II/IH
IIoAIIMnCh HMHHIIWAJIbI, (baMI/IJ'II/IH
IO AITUCH HMHUILINAJIBI, (I)aMI/IJ'II/ISI

Ecam NHOKyMEHT cocTaBjieH Kak mIpuiaraemass K OCHOBHOMY JOKYMEHTY
cnpaBka uiad  uHbOpMaIUig, TO OH OQOpMIISIETCSI B  COOTBETCTBUHU
c myHkToMm 3.5.15, a BMeCTO MOAMUCHU TOJ TEKCTOM JIOKYMEHTA, Kak IMPaBHIIO,
yKa3bIBaeTcs haMUIIUsI, UMS, OTYECTBO MCTIOJTHUTEIIS.

3.5.17. OTmeTKa 00 AIEKTPOHHOM MOAMHUCH.

[IpocTaBnsgercss Ha BU3yaIU3UPOBAHHOM SJIEKTPOHHOM JOKYMEHTE B MECTE
PaCIOIOKEeHUs COOCTBEHHOPYYHON MOJIMUCH JOJDKHOCTHOTO JIMIIA B JJOKYMEHTE

Ha OyMaXHOM HOCHUTEJIE, HalpuMep:

IIpencenarens AOKYMEHT NOAMNMUCAH
T o nPOCTOM NOANMUCHIO
CppUTOpHATHLHON
30UpaTeIbHON KOMUCCHH N2 6 | XYBQCT/PIZL7BQ+O+6LTHNQPOMVDVUYS= N.B. Upununa

[encreuteneH:be3 cpoka aencreuns
Bnageneu:MpuHuHa UHra ButanoesHa

DJEMEHTBl OTMETKH 00 BHCKTpOHHOfI IMOAIMMCHU JOJIXKHBI OBITh BUIMMBIMH
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Y YUTAEMBIMU MIPU OTOOPAKEHUHU JOKYMEHTA B HATYPAIbHOM pa3Mepe.

DneMEeHThl OTMETKH 00 AIEKTPOHHOW MOJMUCH HE JOJIKHBI EPEKPHIBATHCS
WJIM HAKJIaIBIBAThCS JIPYT HA JIPyTa.

DNeMEeHThl OTMETKH 00 3JIEKTPOHHOW TMOJIUCU HE JIOJDKHBI MEePEKPHIBAThH
DIIEMEHTHI TEKCTa JOKYMEHTa M JApyTrHe OTMETKH 00 DIEKTPOHHON MOIIMUCH
(Ipu HAJTUYUN).

B cnywae, ecnu 3neKTpoHHAas MOINUCH COJEPKUT METKY JOBEPEHHOIO
BPEMEHHU, OTMETKa 00 AJIEKTPOHHOM MOAMMCH AOJDKHA O00A3aTENbHO BKIIOUYATH
uHhOpMAIIMI0O O JaTe W BPEMEHU TOJNUCAHUS JOKYMEHTAa JJIEKTPOHHOMN
IIOAINUCHI0. BHEHNUM BU METKU JOBEPEHHOI'O BPEMEHU M BHELIHUM BUJ IIPOCTOU
AIIEKTPOHHON TOJIUCH YCTaHABIMBAETCS JIOKAJbHBIMA HOPMATHBHBIMH aKTaMU
WIH 110 COTJIAIIEHUIO CTOPOH JTOKYMEHTO000pOTa.

3.5.18. I'pud cormnacopanus.

I'pud cornmacoanmsi coctoutr u3 cimoBa COI'JTACOBAHO 6e3 kaBbluek
U MPONMUCHBIMU OyKBaMH, HAUMEHOBAHUSI JTOJDKHOCTH JIUIA, KOTOPHIM COTJIACOBaH
JOKYMEHT (BKJIFOYassT HAWMEHOBAaHUE OpraHu3alliu), €ro COOCTBEHHOPYUYHOMU
noanucu (mpu opopmieHUH Ha OyMa)KHOM HOCHUTENE), paciIudpOBKUA MOJIUCH
(vHUIIMAIBI, (PaMUJTKST) U IaThI COTJIACOBAHUS, HAIPUMED:

COI'JTACOBAHO
Cexperaps TepputopuanbHOii
n3buparenbHoi komuccuu Ne 6
MOAMUCH UHUINANBI, (DaMuIus
naTa

Ecnmu  cormacoBaHue  OCYIIECTBISIETCS MPOTOKOJIOM WM MHCHMOM,
TO COTJIACOBaHKE O(hOPMIISIETCS CIICTYIOIITUM 00pa3oM:

COI'JTACOBAHO
MIPOTOKOJIOM 3aceaHus
aTTECTAIlMOHHON KOMHCCHUU
TepputopranbHON H30UPATEIHHOM

komuccuu Ne 6
ot 14 ¢pespans 2025 . Ne 16

HIIN.
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COT'JIACOBAHO

nucbMoM Pocapxusa
ot 15 mapra 2025 r. Ne 4-15/46
I'pu¢ cormacoBanusi AOKyMEHTa B 3aBUCUMOCTH OT BHJA JOKYMEHTa

U 0COOEHHOCTEM ero 0(hOPMIICHHS] MOXKET ITPOCTABIISATHCS:

Ha TIEPBOM JIMCTE JOKYMEHTa B JIEBOM BEpPXHEM YIUIy Ha ypoBHe Tpuda
YTBEPKJICHUS WU TI0]T HANMEHOBAHHUEM JIOKyMEHTa OJIMKe K HIKHEMY TI0JTIO;

Ha TIOCIIETHEM JIUCTE IOKYMEHTA M0JT TEKCTOM;

Ha JIUCTE COTJIACOBAHUS, SIBJIAIOIIEMCS] HEOThEMJIEMOU YacThIO JOKYMEHTA.

3.5.19. Buga.

BuyTtpennee coriacoBaHue mpoeKkTa JOKyMeHTa 0(popMIIIeTCsl BU3OM.

CornacoBaHue MPOEKTa JOKYMEHTa MOXET OCYIIECTBISTHCS CpPEICTBAMU
[T11A. Ilpu cormacoBaHuM NPOEKTa JOKyMEHTa Ha OyMa)KHOM HOCHUTEJE BH3a
BKJIIOYAET TOAMUCh BUBUPYIOUIEro, pacmM@poBKYy MOANUCH (MHUILIMAIIBI,
dbamunusi) W nmary, Tpu HEOOXOJAMMOCTH MOXKET OBITh yKa3aHa JOJIKHOCTH

BU3HUPYIOIETO, HAIIPUMED:

Cexpetaps TeppuropuanbHoi
n3oupaTebHON KoMuccun Ne 6

IMOAITUCH HWHUIIMAJIBI, (1)aMI/IJ'II/IH
Jata

[Ipn Hanmuuuu 3amMedaHuil K JIOKYMEHTY BHU3a OGOPMIIAETCS CIEAYIOIINM
oOpazom:

3ameyaHus MpUIararTCs

Cexperapp TepputopranbHOU
n3buparenbHOl komuccuu Ne 6

IoAIIM1Ch HWHUIIMAJIbI, (I)aMI/IJ'H/IH

mara
3amMeuaHus

H3J1araroTCs Ha OTACJIBbHOM JIMCTC, IOATIMCBIBAOTCA U MTPUJIAraroTCsa K IOKYMCHTY.
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JlotmmyckaeTcsi MOJUCTHOE BU3UPOBAHUE JJOKYMEHTOB U MIPHIIOKEHUHN K HUM.

Ecnu nmoyIMHHMK JOKYMEHTA OCTAeTCsl B TEPPUTOPHATILHON KOMUCCHH, BU3BI
MPOCTABIIAIOTCS B HIDKHEW YacTH OOOPOTHOW CTOPOHBI TIOCIICTHErO JIMCTa
MOJUTMHHHKA JIOKYMEHTA.

JIJIsi TOKyMeHTa, TOJIMHHUK KOTOPOTO OTMPABIISIOT W3 TEPPUTOPHATBHOU
KOMHCCHH, BU3bl TPOCTABIISIOTCS B HWKHEH YaCTH JUIIEBON CTOPOHBI IMOCIIETHETO
JIMCTa KOMTUH OTIIPABJISIEMOTO JOKYMEHTA.

3.5.20. Ilevars.

[Teyats  3aBepsieT  MOMJIMHHOCTH  TOJIMWCHA  JOJDKHOCTHOTO  JIMIIA
Ha JOKyMEHTaX, YJOCTOBEPSIOIMIHNX MPEAYCMOTPCHHBIC IPABOBBIMUA aKTaMH
MOJITHOMOYHSI  JTOJDKHOCTHBIX JIMIT WU (UKCHPYIOMUX (PaKThl, CBsI3aHHBIE
c (uHaHCOBBRIMH  CpeICTBaMH, a TaKXKe Ha  HWHBIX  JIOKyMCHTax,
IIPEeIyCMaTPUBAIOIINX 3aBEPEHUE TTONTMHHOMN TIOIITHCH.

[Teyats crTaBUTCS Ha CBOOOAHOM OT TEKCTa MECTE, HE 3aXBaThIBas
COOCTBEHHOPYYHOU TMOAMKCH JOJKHOCTHOTO Jiniia. Iledath MOXKET 3aXBaThIBaTh
4aCTh HAUMEHOBAHUS JOJKHOCTH JIUTIA, TIOIITACABIIIETO IOKYMEHT.

B noxymeHTax, MOATOTOBIICHHBIX Ha OCHOBE YHUGMDUIMPOBAHHBIX (OpM,
nevyaTh CTaBUTCS B MecTe, 0003HaYeHHOM OTMeTKoM « MID» vy nHBIM 0Opa3oMm.

3.5.21. OTmeTKa 0 3aBepeHUH KOIIUH.

Jlist  3aBepeHHs] COOTBETCTBUSI KOMHHM JOKYMEHTa TMOJJIMHHUKY HIKE
pexkBu3uTa «lloamuck» TpOCTaBIseTCS OTMETKA O 3aBEPCHHHM  KOIIHH —
3aBepuTeNbHAS HAAMUCh «BepHO», IOMKHOCTH JIWIA, 3aBEPUBIIETO KOTIHIO,
ero coOCTBCHHOpPYYHAs TOJIUCH, paciiu@poBKa TOAIMUCH W JlaTa 3aBEPCHHS,

Hanpumep:
Bepno
[Ipencenarens TEppUTOPUATEHON KOMUCCUA
MOJIMUCH WHULMABI, (haMUIIHs

Jata
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Jlonyckaercst 3aBepsTh JOKYMEHTBI OTMETKOM «BepHO» mpocraBieHHEM
mTamrna ¢ yKa3aHMEM — JOJDKHOCTH — JIMLA,  3aBEPUBILETO  KOIIHIO,
ero COOCTBEHHOPYYHO! MOJIIUCH, paCIIU(PPOBKY MOIMUCH U ATl 3aBEPEHUSI.

B  ciuywasx, npeayCMOTPEHHBIX  3aKOHOJATEIbCTBOM  Poccuiickon
®denepanuu 0 BbIOOpax U pedepeHAyMax, MPU 3aBEPEHUM KOMHUHU JOKyMEHTa
TaK)K€ MMPOCTABJISIETCS] BPEMSI 3aBEPEHHUS.

[Ipu mepechlike KONMUMU JTOKYMEHTa B JIPyTHME€ OpraHM3alMyd WM BblIaye
€€ Ha PyKH 3aBEPUTEIbHAS HAANKUCH yIOCTOBEPAETCS COOTBETCTBYIOIIEH NIEYATHIO.

JIucThl MHOTOCTPAHMYHBIX KOMHU HYMEPYIOTCA, OTMETKAa O 3aBEpPEHUU
KOIMMM  JIOTIOJHSAETCS  yKa3aHWEM  KOJIMYECTBA JUCTOB  komuu  «Bcero
B KONHUHU ___ JIUCTOB». Ha KOMMSX MHOTOCTPaHUYHBIX JOKYMEHTOB OTMETKa
O 3aBEpPEHUMU KOMHUHM TMPOCTABISAECTCS HAa  KaXIOM JIMCTE JIOKYMEHTa
WIM Ha TOCIHEAHEM JIUCTE TMPOIIMTOrO0 WM CKPEIJIEHHOTO HMHBIM 00pa3om
JOKyMEHTA.

3.5.22. OTmeTKa 00 UCTIOTHUTEIIE.

OtMmeTka 00 WcCHONHUTENE BKIIOYAEeT B ceOd (aMUIIUIO, UM U OTYECTBO
(Mpy HAJTWUYKMK) WCTIOIHUTENS TOKyMEHTa W HOMEp €ero ciykeOHoro TenedoHa
C KOJOM pervoHa (B ciiydyae HampaBlIeHUs JOKYMEHTa B aJpec M30upaTesbHbIX
KOMHUCCHI MOXET YyKa3blBaTbcsi HOMep ciuyxeOHoro Ttenedpona ATCB).
OTMmeTKy 00 MCIIOJIHUTENE PACIoIaraloT Ha JIMIIEBOM WM, IPU OTCYTCTBUU MECTA,
Ha OOOpPOTHOI CTOPOHE MOCIEIHEro JUCTa JOKYMEHTa B JIEBOM HI)KHEM YIIIy

mpudTom 10 MyHKTOB, HATpUMED:

3y6aper Bragumup Wby
(812) 356-85-31

3.5.23. OtmeTKa 00 UCIIOTHEHUHU JOKYMEHTA.

OtrmeTka 00 WCHOJHEHUH JOKYMEHTa W HAMNpPaBICHUU €ro B JIENO
MOTYT BKJIIOYaeT CJEAYyIONIMe JaHHbIE: KpaTKue CBEICHHUS OO0 UCIOJTHEHUU
JOKyMeHTa (IIpU OTCYTCTBUU JIOKYMEHTA, CBUJETEIbCTBYIONIErO 00 MCIIOJHEHUH),

JaTy ¥ HOMEP MMEIOIIETOCs TOKYMEHTa 00 MCIIOHeHUH, clioBa «B nemo», Homep
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Jenia, B KOTOpOM OyJeT XpaHUThCs JOKYMEHT, JaTy, MOANUCH (IIpH opopMIIEHUN
Ha OyMa)XHOM HOCHUTEJIE) MpeIceIaTelisl TePPUTOPUATBLHON KOMUCCHUHU.
3.5.24. UnentudukaTop 3M€KTPOHHOIN KOMMUU JOKYMEHTA (KOJOHTUTYII).
WNnentuduxatop (MM aiina Ha MAITUHOYUTAEMOM HOCHUTEJIE) FNEKTPOHHOU
KOIUH JTOKyMEHTa (KOJOHTUTYJI) MOXET MPOCTABIATHCS B JIEBOM YTy HUKHETO
TOJISl KaXKI0M CTPAHUIIBI JOKYMEHTa MPU(PTOM 8 MyHKTOB, HAIIPUMEDP:

K0305298

3.5.25 Htpux-kon (QR-kom1) nOKyMeHTA.
[Ip wWcmoNb30BaHWW INTPHX-KOAA, €r0o CJICAyeT pa3Melarb B IIPaBOM
HIDKHEM YTJIy TIepBOro JucTa. Eciom Mecta HEAOCTaTO4YHO, JOIMYCKaeTcs

pa3MeIeHrne B MPaBOM BEPXHEM YIITy WM Ha IPYTOM CBOOOHOM MECTE.

4. Opranu3anusi padéoThbl ¢ HCXOASAIIMMU (OTHPABJISIEMbIMU)
AOKYMEHTAMU

4.1. Pabora c ornpaBmsieMbIMA (MCXOISIIMMH) W3 TEPPUTOPUATILHON
KOMHCCUHU JOKYMEHTAMH BKJIIOUYAE€T UX PETUCTPAIMIO, TPOBEPKY MPABUILHOCTH
oopMIIeHUS, B TOM YHCJIE HAJIMYHME MOJHOIO aJpeca U €ro TOYHOCTh, HaTU4ue
NOJIMHHOW moAnucH (AJisI 3JIEKTPOHHOTO JOKYMEHTa — MPOBEPKA IMOJJIMHHOCTU
AJIEKTPOHHOM TOMAMHUCHU), JPYTHMX HEOOXOIUMBIX JJIIEMEHTOB O(GOpMIICHUS,
YKa3aHHbBIX PWIOKEHUM, U OTIPABKY.

4.2. Ucxonsume JOKYMEHTHI IeYaTaloTCs Ha OJlaHKaX yCTaHOBJIECHHOMU
dbopmbl, ODGOPMIISIIOTCS B COOTBETCTBHH C TIOJOXKECHHsIMU  MHCTpyKImm
u peructpupytores B [1J] unm a1pyrux perucTpaimoHHO-y4eTHBIX opMax.

4.3. OtmpaBka JIOKYMEHTOB u3 TEPPUTOPHUAITIBHOU KOMHUCCHUU
OCYIIECTBIISIETCS OpraHamMu (GeaeparbHON (PebIBEerepCKON WM  CIEIUATBLHOM
CBSI3M, TIOYTOBOH, TenerpagHoil cBA3bl0, cpeactBamu I1JI, mo kaHaizam
(aKCUMWIBHOM CBSI3U, 3JIEKTPOHHOM MOYTOM B ceTH MIHTEpHET MM HAPOUHBIM.

4.4. Tlpu odpopMieHUU OTHPABISIEMBIX (MCXOIANIUX) MHCEM, B TOM YHUCIE
IIpU MOArOTOBKE MPOEKTOB nucem cpeactsamu IIJI, u TenerpaMm HCIOJHUTEID
YKa3bIBa€T TMOJHBI TOYTOBBIM  (BKJIIOYash MHAEKC) aJpec OpraHu3aluu

HJIA I'paKIaHrHa.
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4.5. OtnpasnsieMble  (UCXOASALIME)  JIOKYMEHTBI ~ MOTYT  TOTOBHUThCH,
COIJIaCOBBIBATHCS M MOANMUCHIBATHCA cpeacrBamu [1/1.

Ucxopsuue mnuchMa HampaBisiOTCS 3a  MOJINUCHIO  MpejcenaTens
TEPPUTOPUAIIBHOM KOMHUCCUHU, B €ro OTCYTCTBHE —3a IOJIUCHI0 3aMECTHUTENS
npejceaaTesl WM WHOTO 4YieHa TEePPUTOPUATBHON KOMHMCCHU, HCIIOJHSIOIIETO
00s3aHHOCTH  TpeaceaaTeNis, Ha  COOTBETCTBYIONIEM  OJaHKe  MHUChMa
(MpY MOATOTOBKE MCXOASIIMX JOKYMEHTOB cpeactBamu [1J] — cooTBeTCTBYIOMUX
AJIEKTPOHHBIX 11a0J0HaX OJAHKOB JOKYMEHTOB).

4.6. C ucnonp3oBanueM [1J] wim apyrux perucTpaniioHHO-YYETHBIX (HOpM
JIOKYMEHTaM TPUCBAUBACTCS HUCXOASIIUNA HOMEp, KOTOPBIM COCTOMT M3 HMHJEKCA
Jiefa 1Mo HOMEHKJIAType JAel W MOPSIAKOBOIO HOMEpa JIOKYMEHTA, pa3ieieHHBIX
Kocoil ueproil. Mcxoasimmii HOMEp YKa3bIBaeTCs TaKKE€ Ha KOMHHM JIOKYMEHTa,
ocrawouiencs B gmene. Hymepamusa HCXOASAMKMX JOKYMEHTOB OCYILECTBIISIETCS
B IIpeJieax KaJeHJapHoTro roja.

[Ipu perucrpanuu HUCXOIAIIETO TOKYMEHTAa B PErHUCTPallMOHHO-YUYETHOU
dbopme 0053aTeNIbHO YKa3bIBAIOTCS CIEAYIONIUE PEKBU3UTHI: JaHHBIE 00 aapecarte
(pamunus, umsi, 0T4ECTBO (TIPU HATUYKHK) (PU3UUIECKOTO JIMIA WM HAMMEHOBaHUE
OpraHu3aIliy, KpaTKoe COJACp)KaHUE JOKYMEHTa, HCIOJIHUTEIb JIOKYMEHTa,
€ro COMCIIOJIHUTENIH, KEM OH MOJIHKCAH, & TAKXKE KOJIMYECTBO JUCTOB OCHOBHOTO
JOKYMEHTA U JINCTOB MPUIIOKEHHUS, KOJIMUECTBO IK3EMIUISIPOB, BUJ OTIPABKH.

[Ipu  peructpanum  HUCXOASIIETO  JIOKYMEHTa  JeJaeTcs  CBs3Ka
C BXOJISIIIIMM JOKYMEHTOM Ha KOTOPBIH AaeTCsl OTBET (€CIU TAKOBOM UMEETCH).

4.7. OtnpaBka UCXOMSIIMX JOKYMEHTOB cpenactBamu [1J[ ocyiectBisieTcs
JUIIOM, UMEIOIIUM J0CTyM K padote ¢ [1/].

WNHble nOKyMEHTHI MOTYT OBITh OTIPaBICHBI OpraHamMu (QeaeparbHOM
benpaberepckol WM CHENHAIBHOW  CBS3M, WM TIOYTOM 1O  YKa3aHUIO
npejaceaaTeNns TEPPUTOPUATIbLHON KOMUCCHUHU.

4.8. Insa nepenaun ucxojsmero qokyMeHnTta I/ uimu 3meKTpoHHOM modTon
B cetd HHTepHET oTHpaBisieMbli JOKYMEHT O(OpMIIIeTCs B COOTBETCTBUU

¢ TpeboBanHussMHU MHCTpyKIUU.
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B cnyuae perucrpanuu gokymenra B [1J] TekcT mokymenrta B ¢popmare docx
win XIsX wiM 3yeKTpoHHBIA 00pa3 nokymeHTa B (opmare pdf (npu wHammumwm
CKaHUPYIOLIEr0 YCTPOMCTBA) MPHUCOEAUHSETCS K PErucTPallMOHHON KapTOuKe
Y OCYILIECTBIISIETCS €0 OTIPABKA.

[Ipu mnoaroroBke nOKyMeHTOB cpencrBamu IIJ[ ¢ wucnonb3oBaHueM
AJIEKTPOHHON MOJNKCHU TMOCIAE NOAMUCAHUA JOKYMEHTBl MOTYT aBTOMATHYECKHU
peructpupoBatbca U HampabissTeca B UK Poccuu, @I npu UK Poccun,
PIHHOUT mpu LUK Poccuu, Cankt-IlerepOyprckyto n30UpatrebHyI0 KOMHUCCHIO,
uHble u30upaTenbHbIe KOoMUccUU —CcyOBekToB  Poccuiickoit  deneparuu,
TEPPUTOPHUAIbHBIE KOMUCCHUHU.

4.9. Ilpu oTmpaBKke TeaerpaMMbl 0OJiee YeM B YeThIpe aapeca 0hopMIIIeTCS
NOJJINHHUK, KOMUS W [JBa OHK3EMIUIApAa TMOJANKMCAHHOTO CIUCKA PAaCChUIKU
C YKa3aHMeM TOJHBIX TMOYTOBBIX (BKJIOUas TMOYTOBBIM MHJIIEKC) aJpEcoB.
Ha rtenerpad nepenaroTcs MOJUIMHHUK C OJHUM SK3EMIUIIPOM CIHCKA PACCBUIKU
M KOmMsl TeJerpaMMbl, KOTOpas C OTMETKOW O T[epenade TeJlerpaMMbl
BO3BPAILAETCS B TEPPUTOPUATIBHYI0 KOMUCCHIO U BMECTE CO BTOPBIM 3K3EMILISIPOM
CIIMCKA PACCHUIKU MOAIIUBAETCA B JIEJIO.

4.10. Ilpu ormpaBke nuchbMma 0Oojiee 4eM B YETHIpE ajJpeca COCTaBIIAETCS
CIIMCOK PpACCBUIKM yCTaHOBJIEHHOW (opmber (mpmioxkenue Ne 6), KOTOpbIi
MOAMNMUCHIBAETCS MPEACENATENEM, B €T0 OTCYTCTBUE — 3aMECTUTEIIEM MPECeaaTENs
WIM WHBIM YJIEHOM TEPPUTOPUAIBHOW KOMMCCHH, HUCIIOJIHSIOIUM OOS3aHHOCTH
npeacenaTens TEppUTOpUAIbHONW Komuccuu. Ilocie peructpamuu NUCBEMO
TUpaXHUPYETCS B HEOOXOJIMMOM KOJMYECTBE W oTmpamisercs. [Ipu moaroToske,
COrJIaCOBaHUM W MOAMMCAHUM nuceM cpeiacTBaMu I[IJ] cnHMCOK pacChUIKUA TaKkxke
rotoBuTcs cpeacrsamu [1/1.

Ecnu nuceMo wunu TenerpaMma HarpapisieTcss He 0ojiee 4yeM B YeThIpe
ajzpeca, TO MOAMUCHIBAETCS KaX bl SK3EMILIAP.

4.11. OtnpaBka JAOKYMEHTOB IPOHW3BOIUTCS €XKEIHEBHO B Yachl PabOTHI

T€ppI/ITOpHaHBHOﬁ KOMHUCCHUHN, KPOMC BLIXOJHBIX U Hepa60‘H/IX npa3JHUYIHBIX I[Heﬁ.
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OTnpaBka HCXOIAIIMX JIOKYMEHTOB IIOCJE€ OKOHYaHUs paboyero [Hs,
B BBIXOJHbIE W Hepabouyue TMpa3JHUYHBIE [JIHU, B TEPHOJ MOATOTOBKU
U TpOBEACHUS W30MpaTENbHBIX KaMIAHUM OCYIUIECTBIETCS 1O YKa3aHHIO
npeacenaTenas TePPUTOPUATBHON KOMHUCCHUU JIMOO B COOTBETCTBUHM C PEIICHUEM
TEPPUTOPUAIIBHON KOMHUCCHUHU.

4.12. JIokyMeHTBI ¢ OTMETKOH O CpOYHOCTH JOCTaBKU «BecbMma cpouHO»
u «CpouHo» 0GOPMIISIOTCS HE3aMEMJUTENbHO, MOTYT OTIPABISATHCS CPEICTBAMU
IT/1, no xaHanaM (paKCUMUIIBHOMN CBSI3U, IEKTPOHHON MOYTOW B ceTu MHTepHer,
HapOYHBIM W/WIN NepelaBaThCs B OTAET (esIbIBErepCKOi NN CIeUaIbHOU CBSI3U
JUIsl JIOCTaBKM B TMEPBYIO O4Yepellb B COOTBETCTBUM C TpadUKOM MapiipyToOB
dbenpanerepeit.

4.13. JlokyMeHTBl 0e3 OTMETOK O(OpMIIAIOTCA IO Mepe IOCTYIUICHUS
U MOTYT OTIpaBisaThcs cpeactBamu [1J[ w/wnm nepenaBaThCs B OTAEN JAOCTABKU
denbIberepckoil WM CHEUMaJbHOW CBSI3U, TA€ OTIpaBKa OCYILECTBISAETCS
B COOTBETCTBUU C Ipa)KOM BBIIOTHEHHUS MapIIPYTOB B ONTUMAIbHBIE CPOKH.

4.14. JlokyMeHTbI, HampaBisieMble TpaXJaHaM IO TIOYTOBOMY aJpecy,
YKa3aHHOMY MMM B OOpallleHUuH, OTIPABIISIOTCS Yepe3 MOUYTOBOE OTJEIECHUE CBSI3U
IPOCTHIMU TTOYTOBBIMH OTIIPABICHUSMHU WJIU 3aKa3HbIMU TUChMaMHU.

4.15. JlokyMeHTBI, TiepenaBacMbie TIO0 KaHalaM (aKCUMIUIBHOW CBSI3H,
PETUCTPUPYIOTCA B MOPSAJIKE, YCTAHOBIEHHOM ISl UICXOIAIINX JOKYMEHTOB.

4.16. Ucxonsmme JOKYMEHTHI, O()OPMIICHHBIE C HapylIeHHEM TpeOOoBaHUI
WHCTpyKIMU, K OTHpPAaBKE HE MPUHUMAIOTCS W BO3BPAILAIOTCS HMCIOIHUTEISIM
Ha opaboTky. KoppecnoHaeHIMs HECTy)KeOHOT0 XapaKkTepa, B TOM YHCIIe TUYHAs
KOPPECTIOHAEHIMS, K OTIPAaBKE HE TPUHUMAETCS.

4.17. Konuu UCXOANIMX JTOKYMEHTOB, O(QOPMIIEHHBIX Ha OyMa)XHOM
HOCHUTEJNIe, TIOMEIAITCI B JIEJI0 B COOTBETCTBUM C HOMEHKJIATYpOll Jnien

TEPPUTOPUAITBHON KOMUCCHH.
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5. OcobeHHOCTH PadOTHI € IJTEKTPOHHBIMHU JOKYMEHTAMHU
(ocymecTBjieHHe padoThl ¢ JokymenTamu B I1]1)

5.1. DNIeKTpOHHBIE JOKYMEHTHI SIBISIOTCS O(PUUIUAIBHBIMU JOKYMEHTaMHU.
DNEeKTPOHHBIE TOKYMEHTHI CO3/1at0TCsl, 00padaTeiBatoTcs u xpanstes B [1/1.

5.2. DNEKTPOHHBIA JOKYMEHT JOJDKEH ObIThb 0(QOpMIIEH M0 OOUUM
npaBWjiaM  JICJIONPOU3BOJICTBA U HMEThb  PEKBU3WUTHI,  YCTAHOBJICHHbIC
JUISl aHAJIOTUYHOT'O JIOKYMEHTa Ha OyMa>kKHOM HOCHTEE.

53.B TtepputopuaibHOW  KOMHCCHHM  HCIIOJB3YIOTCS  AJICKTPOHHBIC
JIOKYMEHTBI, a Tak)Ke »OJEKTPOHHBbIE 00pa3bl JOKYMEHTOB, TOJyYCHHbBIC
B pe3yJbTaTe CKaHUPOBAHUS TOKYMEHTOB Ha OyMa)KHOM HOCHUTEJIC U XPaHSIIHECs
B I1JI.

5.4. JIns TOATBEPKACHHUS TOJUIMHHOCTH TIpU Iepejaue dDJISKTPOHHBIX
JIOKYMEHTOB B JIpyIH€ TOCYJapCTBEHHBIE OpTaHbl, OpraHbl MyOJMYHOW BJIACTH
denepanbHoit Tepputopun «CHUpUyC», OpraHbl MECTHOTO CaMOYIIPaBJICHHS,
OpraHu3alysiaM W TpakJaHaM JIOKYMEHTbI 3aBEPSIOTCA DJIEKTPOHHOW MOANHUCHIO
JIOJDKHOCTHOTO JIMIA TEPPUTOPUATBHON KOMHUCCHUM, TOAMMUCABIIETO JOKYMEHT,
B cootBeTcTBUHM ¢ DenepanbupiM 3akoHOM OoT 06 ampens 2011 roma Ne 63-D3
«O0 27EeKTPOHHOU MOITHUCH.

55.1Ipu 00paboTke, pPacCMOTPEHHH, COIJIACOBAHUM W  IOIMHCAHUHN
AJIEKTPOHHBIX JOKYMEHTOB B IIJ[ BO BHYTpeHHEM JOKyMEHTOOOOpPOTE MOTYT
UCIIOJIB30BAaThCA  CHOCOOBI  MOATBEPKACHHUS  JIEUCTBHM €  3JIEKTPOHHBIMU
JOKYMEHTaMH, MpPH KOTOPBIX SJEKTPOHHAS MOJNHCh HE HCIHOJIb3YETCH.
Nnentudukaius AOMKHOCTHOTO JIMIA MPOU3BOAUTCS MO €ro y4eTHOM 3amucu
B IIJI 1ubo MOXET WHCHOJb30BaThCSI MPOCTasi DJICEKTPOHHAsT TMOMAMUCK.
Takxe mpocTas 3JeKTPOHHAs MOJNKUCh MOKET UCIOJIb30BATHCS MPH HAMNPABICHUU
anekTpoHHbIX JoKyMeHTOB B LIMK Poccun, ®IUN npu IIUK Poccuu, PLHOUT
npu UK Poccuu, Caunkr-IlerepOyprckyro u30upaTeabHyl0O  KOMHUCCHIO,
n30HMpaTebHbIC KOMHUCCHU CyOBEeKTOB Poccuiickoit denepanuu,

TEPPUTOPHUAIBHBIE KOMUCCHH.
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5.6. CocraBnenne, ohOpMIICHHE U COTJIACOBAHWE IMPOEKTOB JJIEKTPOHHBIX
JOKYMEHTOB ~ OCYILIECTBJIAETCS 1O OOUMM TMpaBWIaM JE€JIONPOU3BOJCTBA,
YCTAaHOBJICHHBIM B OTHOIIEHWW AaHAJOTMYHBIX JIOKYMEHTOB Ha OyMakKHOM
HOCUTEJE.

5.7. IlepeyeHb JTOKYMEHTOB, CO3/1aBa€MbIX, XPAaHUMBIX M HCIIOJIb3YEMbIX
UCKITIOUUTETFHO B (OpMe  DJIEKTPOHHBIX  JIOKYMEHTOB,  OMpEIeseTcs
HOMEHKJIaTypOH Jen.

5.8.1Ipuem u oTmpaBKka 53JIEKTPOHHBIX JOKYMEHTOB OCYIIECTBIISIOTCS
JOJDKHOCTHBIM  JIMIIOM, UMMM JocTyn K padore c IIJ[, Takxke Moxker
OCYILECTBIISITECA aBTOMAaTUYECKasi OTIpPaBKa IOKYMEHTOB, MOAMUCAHHBIX MPOCTON
anekTpoHHoM  moamucbkto  cpeactBamu  [IJI B LMWK  Poccum, LU
npu MUK Poccun, PUHOUT mnpu HUK Poccun, Cankr-IlerepOyprckyto
M30UpaTEbHYI0 KOMHUCCHIO, M30MpaTesibHble KOMHUCCHUU CyOBEeKTOB Poccuiickoit
depnepalu, TEPPUTOPUATILHBIE KOMHCCHUHU.

5.9.1lpu mnonydeHun IJEKTpOHHBIX JokymMeHToB u3 I[[MK Poccun,
O mpu UK Poccuu, PIHIOUT npu LUK Poccun, Cankrt-IletepOyprckoit
n30MpaTeNbHOW KOMHUCCUHU, HM30MpPATENhbHBIX KOMHUCCUN CcyOBeKkTOB Poccuiickoit
deneparuu, TEPPUTOPHATBHBIX  KOMHCCUH, TMOJMMCAHHBIX  AJICKTPOHHOM
MOAMUCHI0, OCYIIECTBISAECTCS MPOBEPKA JACHCTBUTEIBHOCTH SJIEKTPOHHOW MOANUCH
cpencrBamu [1]1.

5.10. Ilpu BKJIIOYEHWH OHIEKTPOHHBIX NTOKyMeHTOB B IIJ[ dopmupyrotcs
pPETUCTPAIMOHHO-YYETHBIC JaHHBIC O JOKYMEHTE, 00CCICUNBAIONINE YIPABICHUE
JIOKYMEHTOM, B TOM YHCJI€ €0 MOUCK, JOCTYI K IOKYMEHTY, KOHTPOJIb, XpaHEHUE
U MCIoJIb30BaHue (pritoskenue Ne 7).

5.11.Ilpu  mepegaye  MOCTYNUBIIMX  DJIEKTPOHHBIX  JIOKYMEHTOB
HAa PACCMOTPEHHUE, HANPABJICHUH DSJIEKTPOHHBIX JOKYMEHTOB HCIOJHUTENAM,
OTIPABKE U XPAHEHUU HJICKTPOHHBIX JOKYMEHTOB BMECTE€ C HUMHU MEPEIaroTCs
(HanmpaBJSIOTCS, XPAHSITCS) UX PETUCTPALIMOHHBIC TAHHBIE.

5.12. Eqununeit yyera 3J€KTPOHHOTO JIOKYMEHTa SIBJISIETCS AJIEKTPOHHBIN

JOKYMEHT, 3apETUCTpUPOBaHHBIN B I1/1.
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ONEeKTpOHHBIE JOKYMEHTBHI, HMEIOIINE IPUIOKEHUS, PErUCTPUPYIOTCS
Y YUUTBIBAIOTCS KaK OJAMH JTIOKYMEHT.

5.13. DAeKTpOHHBIE TOKYMEHTHI (POPMHUPYIOTCA B Jiela B COOTBETCTBHH
C HOMEHKJIaTypOM /1€ TEpPUTOPHATIBHON KOMUCCUM U UHJIEKCUPYIOTCS B IOPSJIKE,
YCTaHOBJIICHHOM B OTHOILIEHUU JeJI, COCTABJICHHBIX U3 JOKYMEHTOB Ha OyMa)kKHOM
HOCHTEJIE.

IIpu cocraBieHUM HOMEHKJIATYpbl /€] YKa3blBae€TCs, UTO JEJIO BENETCS
B DJIEKTPOHHOM (hopMe, 4YTO OTMEYaeTcsi B 3arojioBKE Jeja Wi B rpade
«IIprmeuanuey», HanpuMep:

[ToctanoBnenust LlentpanbHOil u30OMpaTenbHOM KoMuUccUU Poccuiickoit
Oenepanuu. Konnn. OneKTpOHHBIE JOKYMEHTHI.

5.14. DnekTpoHHBIE JOKYMEHTBl IOCIE€ WX HCIOJHEHUS MOJUIekKaT
XpPaHEHHUIO B YCTAHOBJIEHHOM IMOpPSAKE B TEUYEHHE CPOKOB, IMPEIYyCMOTPEHHBIX
JUIS @HAJIOTMYHBIX JOKYMEHTOB Ha OyMa)XHOM HOCHTEJIE.

5.15. Mecto XpaHEHHUs OJJIEKTPOHHBIX JIOKYMEHTOB [0 MX I[epeladyu
Ha apXMBHOE XpPaHEHHUE, BHUJ HOCUTENEH, HA KOTOPBIX OHHU XpaHATCS, (popmarhl
UX TIOCTOSHHOIO M JIOJITOBPEMEHHOI'O XPAaHEHHUS ONPEIEISAIOTCS C  y4eTOM
UCIOJIb3YeMBIX B  TEPPUTOPUATBHOM KOMHMCCHHM  MPOTrPAMMHO-TEXHUYECKHX
CPEICTB, HOPMAaTHBHBIX AaKTOB M METOAMYECKMX JOKyMEHTOB Pocapxusa,
ApxuBHoro komurtera Cankr-IlerepOypra.

5.16. DkcnepTH3a IEHHOCTH DJEKTPOHHBIX JOKYMEHTOB OCYIIECTBIISETCS
B OOILIEM MOpPSAKE, YCTAHOBIEHHOM B OTHOILIEHWU JOKYMEHTOB Ha OyMa)KHOM
HOCHTEJIE.

5.17.Ilocne  ucTeyeHUss CpOKa, YCTAHOBJIEHHOTO Uil  XpaHEHUs
AJIEKTPOHHBIX JI€7 (PJIEKTPOHHBIX OKYMEHTOB), OHM IOJUIEXKAT YHUUYTOKEHUIO
C COCTaBJICHHEM aKTa yCTaHOBJICHHOU (opMmbl (pritokeHue Ne 16).

5.18. DneKTpOHHBIE MOKYMEHTHI, MOJIeKAIINE UIUTEIHbHOMY XpaHEHHIO,
NEepealoTCsl Ha apXMBHOE XpaHEHHUE MO0 OMUCAM C OPOpPMIIEHHEM aKTa IpuemMa-

nepeaadun 3JICKTPOHHBIX TOKYMCHTOB Ha apXHMBHOC XpaHCHHC.
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6. Oco0enHOCTH PadOTHI ¢ OOpPALIEHUAMHU I'PAXK/IAH.
Opranuzanus JUYHOT0 MpUeMa rpaxaaH

6.1. Opranuzanus paboThl C OOpALIEHUSIMU TPaKIAH OCYIIECTBISETCS
B COOTBETCTBHUU C pazzesioM 2 MHCTpyKIHMH C y4eTOM OCOOCHHOCTEH, yKa3aHHBIX
B JJAaHHOM pa3Jiele.

6.2. O0parieHuss B TEpPUTOPHUATHHYI0 KOMUCCHUIO MOTYT OBITH HAmpaBIICHbI
B ITMCbMEHHOU (hopMme, a Takke B popMe IIEKTPOHHOTO JJOKYMEHTA.

6.3. O6pamenne B (opMe DISKTPOHHOTO JOKYMEHTA HaIpaBJIsSeTCs
C WCIONb30BaHWEM CTpaHuibl odumnuanbHoro caiita Cankrt-IlerepOyprekoit
n30MpaTeNbHOW KOMUCCUU B ceTu MHTepHeT, npeaHa3HauyeHHOM JUIsl HallpaBieHUs
oOpalieHuii B TEPPUTOPUAIBHYI0 KOMHUCCHUIO (Jajiee — JIeKTpoHHas ¢dopma
oOpareHui).

Hanpasnenue  oOpamenuit B ¢dopmMe  BJIESKTPOHHOIO  JIOKYMEHTa
B TEPPUTOPHAIBHYI0 KOMMCCHUIO  OCYIIECTBIISIETCA IOCHE  MPOXOXKJICHUS
3asBUTEIEM HACHTUPUKAIUU W ayTEeHTHU(PUKALUKU TOCPEACTBOM (denepanibHON
rocyJapCcTBeHHOM MH(GOPMAIMOHHON cucTeMbl «EnuHas cucrteMa uneHTuGuKanum
U ayTeHTHUKaMK B HUH(PpacTpykType, obecrneunBaronieii WHGOPMAIMOHHO-
TEXHOJIOTHUECKOE B3aMMOJACHCTBHE WH()OPMAIIMOHHBIX CHUCTEM, HCIOJIb3YEeMbIX
JUTSI TIPEAOCTABIICHUS TOCYAAPCTBEHHBIX U MYHHUITUTIATBHBIX YCIYT B AJICKTPOHHOU
dbopme».

OnexkTpoHHass ¢opma oOpallleHui AOJDKHA MpeaycMaTpuBaTh 3alOJIHEHHE
ajpeca DJJCKTPOHHOW TMOYTHI, HAa KOTOPBIA JIOJDKEH OBITh HAMpaBiIeH OTBET
Ha oOpallleHue, CIelMalbHOro MoJIs ISl BBOJIA TEKCTa OOpaIlleHus, COIepKallero
€ro CyTh, BO3MOXKHOCTh MPUJIOKECHHSI TOKYMEHTOB U MaTEpUajOB B JIEKTPOHHOM
dbopme, MOATBEPKIAOIINX TOBOIBI OOpAIEHUs, a TAK)KE MOXKET MPeyCcMaTpUBaTh
BO3MOXXHOCTh ~yKa3aHHWS JOMOJHUTCIBHBIX CBEJICHUW, YTOYHSIONIMX CYTh
oOpaleHus.

6.4. Conepxarmuecsi B HalpaBJICHHBIX B (OpMe BJIEKTPOHHOIO JTOKYMEHTa
oOpaleHusIX CBEACHUA, a TaKkKe TMpuiIaracMble Marepuayibl (MpU HaJIHYWH)

BeogsaTcss B IIJ[ nmubGo B gpyrue peructpannoHHO-yueTHbie (opmbl. BBon
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CBEJICHUM, COJCPKAIMXCS B HANPABJICHHBIX B (POpPME AJIEKTPOHHOTO JOKYMEHTa
oOpalIeHHsIX, TPUJIAraeMbIX MaTEPHAIIOB W WX PETUCTPAIUS OCYIIECTBIISIOTCS
HE TO3JHEE TpeX pabouyuX JHEW CO JHS HaMpaBlICHUS OOpaIeHUs, a B TMEPUOJ
IPOBEJICHUS  COOTBETCTBYIOIIMX  M30MpaTCNIbHBIX  KaMIaHWH,  KaMIaHWH
pedepeHayma IO BoOmMpocaM TIOJATOTOBKHM M TPOBEACHUS O3THX BBIOOPOB,
pebepenayma 1o  oOpaleHWsIM,  HampaBlI€HHBIM 0  yCTaHOBIICHUS
TEPPUTOPHAIIBHONH KOMHCCHEH HMTOTOB TOJIOCOBAHUS, ONPEICICHHUS PE3yJIbTaTOB
BEIOOPOB, pedepeHayMa — B JICHb HANpaBJICHUS OOpaimieHus JuO0 HE TO3THEe
CIIeIyIONmero pabodero JHA B COOTBETCTBUM C rpadukoM  pabOTHI
TEPPUTOPHAITBHON KOMHUCCHUH, C YYETOM CPOKOB PACCMOTPEHHS COOTBETCTBYFOIIHMX
oOpallleHHi, YCTaHOBJIEHHBIX 3aKOHOJATEIBCTBOM O BbIOOpax U pedepeHayMax.
Peructpanus oOpalieHuid, HallpaBJICHHBIX B TEPPUTOPHAIbHBIC KOMUCCHUHU B (hopme
AJIEKTPOHHOTO JOKYMEHTa, MOXET OCYIIEeCTBIATHCS C HCIoib30BaHueM [1]]
anb0 C WCMOJB30BAHMEM JPYTUX PETHCTPAllMOHHO-Y4YeTHBIX ¢opMm. Ilocne
OCYIICCTBJIICHUS YKa3aHHBIX JCHCTBUH OOpaIllCHWE CYHMTACTCS IOCTYIIHBIIHM
B TEPPUTOPHATEHYIO KOMHCCHIO.

OOpaienrs B MUCbMEHHOW (popme, MOCTyNUBIINE B TEPPUTOPHAIBHYIO
KOMHCCHIO, PETUCTPHPYIOTCS TpejceaaTesieM (CeKperapeM) TeppUTOPHATLHON
KOMHUCCUHA WU  PaOOTHUKOM  afmapaTa, OTBETCTBEHHBIM 32  BEJCHUE
JIEIONIPOU3BOACTBA ¢ wucmnoib3oBanueMm [IJ nmubo ¢ wucmonb3oBaHWEM APYTHX
PETUCTPAIMOHHO-YYCTHBIX (OpM HE TOo3AHEe TpeX pabouux JHEW Cco JHSA
MOCTYIJICHUSI OOpaimieHus, a B TEpUOJ TPOBEICHUS COOTBETCTBYIOIINX
n30MpaTebHBIX ~ KaMIIaHWW, KaMIaHud pedepeHayMa 10  YCTaHOBJICHHS
TEPPUTOPHAIIBHONW KOMHCCHEH WTOTOB TOJIOCOBAHUS, OMPEICICHUS PE3yIhTaTOB
BBIOOpPOB, pedepeHyMa — B JCHb TOCTYIUICHHS OOpallieHus 00 He TOo37Hee
CIICTyIONIETO pabodvero IHS B COOTBETCTBHHM C TpadHUKOM pabOTHl KOMHCCHH,
C YYETOM CPOKOB PacCCMOTPEHHUSI COOTBETCTBYIOIIHUX OOPAIICHHM, YCTAaHOBICHHBIX

3aKOHOJIATEILCTBOM O BBIOOpax u pedepeHayMax.
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OOparieHus, MOCTYNUBUIME B TEPPUTOPHAIBHYI0 KOMHCCHIO, MOTYT
PErucTpupOBaThCS B YCTAHOBJICHHBIE BBIINIE CPOKH OTAEIBHO OT JAPYIMX BHJIOB
JOKYMEHTOB.

6.5. B cnyudae peructpanuu oOpamienuss B I1J[, MOJKHOCTHBIM JIMIIOM,
uMeroIuM foctyn K padote ¢ I1/], 3anonHstoTcss HE0OX0IUMBbIE MOJSL BO BKJIAIKE
«O6pamenue» [1J[ B 3aBUCUMOCTH OT HMeErOIIeics nHPOpMaAIMu B OOpalieHUH
HE TO37Hee Tpex paboyumx JHEW €O JHS PErucTpaluu  oOpalleHHs
B TEPPUTOPUATIBHOM KOMHUCCMM M B TEUYEHUE OAHOro pabdodero AHS €O JHS
MOCTYIIJICHUST 0OpaIieHus TI0 BOMPOCaM MPOBOAMMBIX N30MPATEIbHBIX KaMITaHUM.

6.6. IIpu BCKpBITUM KOHBEPTOB, COAEpXKAUIMX OOpalieHUsT B MUCHMEHHOMN
dbopme, mpoBepsieTcs Hamuuue Bcex BlokeHud. KoHBepT  00s3aTENbHO
COXpaHsETCS.

OOGpamienuss B NHUChbMEHHOW (opMe, cojeplKalllue B aJpecCHOM dYacTu
noMeTKy «JIuuHo», paccmarpuBaloTcs B 00LIEM TNOpSAKE B COOTBETCTBUU
¢ UacTpykuuen.

[Ipu  peructpanuum  THOBTOPHBIX  OOpalIeHUd UM  IPUCBAUBAETCS
OUYEpPEHOW PETUCTPAIIMOHHBIH HOMEp, B PETHCTPAllMOHHO-YYETHOU (dopme
nenaerca orMmerka «lloBTopHO», a mpu ucnons3oBanuu I/ ocymectBasieTcs
cBsa3biBanre ¢ PYK 1o mnepBuuHbIM OOpailleHHsM, TpU HEOOXOIUMOCTHU
opopmieHuss Ha OyMa)XHOM HOCUTEIE K OOpAlleHUI0 MPUKIAIBIBAIOTCS
nono6pannusie PYK no nepBuyHbIM 00palieHusIM.

Ecnu oOpailieHrie moCcTynuiao OT KOJUIEKTUBA FPaXKIaH, TO IPU PETUCTPALIUU
B PETUCTPALMOHHO-Y4YEeTHOU (hopme cTaBUTCS oTMeTKa «KOJIJIEKTUBHOEY.

6.7. Ilpu ocymecTBieHnn peructparuu cpencrBamu [1J[ Ha JumeBoi
CTOPOHE TIEPBOTO JIUCTAa 3apPETUCTPUPOBAHHOTO JIOKYMEHTa Ha OyMa)XHOM
HOCUTEJNE, KaKk TMpaBWiIO, B IPAaBOM HWXKHEM YLy  IPOCTABISETCSA
PErMCTPallMOHHBIN HOMEP M Jara, a TakKXKe IMTPUX-KOX C YyKa3aHUEM
HAaWMEHOBAHUS OpraHU3aluu.

Ecnu mpocraBieHue perucTpallMoOHHOIO HOMEpPA 3aTPyAHSET IMPOYTCHUE

TCKCTa JOKYMCHTA, B TaKOM CJIy4dac BXOI[ﬂHII/Iﬁ HOMCD IMPOCTABJIACTCA
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B CBOOOJHOM OT TEKCTa YIJIy Ha JIMIEBOM CTOpPOHE MEpPBOro JHCTAa JOKYMEHTa,
a IITPUX-KOJI TPOCTABIIAETCS NMPU HATUYUU TEXHUYECKON BO3MOKHOCTH.

IIpr ocCymecTBIEHMM PETUCTPALMU B APYTrOM PErucTpaliOHHO-YYETHOU
dopMe pEerucTpalMOHHBIA IITaMI, COCTOSIIIMNA W3 TOPSAIKOBOrO HOMeEpa
oOpallleHus] W J1aThl PErucTpaluu, CTABUTCS, KaK MpaBUIO, HA TEPBOM JIHCTE
oOpallieHus B MPaBOM HIDKHEM Y1y WM Ha CBOOOJIHOM OT TEKCTa MECTE.

Hymepanus noctynuBmMX oOpallleHui OCYIIECTBISETCS B Ipeaenax
KQJICHIAPHOIO roja.

6.8. 3apeructpupoBaHHbie 00pallleHUsT PACCMATPUBAIOTCS B COOTBETCTBHUU
C HOPSAJIKOM, OIIPENIEIEHHBIM pa3esioM 2 MHCTpyKunu.

6.9. O6pamieHus, aapecoBaHHbIE YJICHAM TEPPUTOPUATHLHOW KOMHUCCHUH,
PETUCTPUPYIOTCS, JOKIAABIBAIOTCS U NMEPEAAIOTCA B COOTBETCTBHM C IOPSAIKOM,
YCTaHOBJIEHHBIM MHCTpYKIIHEH.

OOparmieHust  paccMaTpUBAIOTCS B COOTBETCTBHM € YKa3aHUSIMU
II0 HCHOJIHEHHIO JOKyMEHTa Ipeacenareiass TEeppUTOPUAIBHON KOMHCCUHU
B IIOPSAJIKE, YCTAHOBJIIEHHOM 3aKOHOJAaTeNbCcTBOM Poccutickoit denepanumu.

6.10. OGpatenusi, cosepkaiire BOMpOCHl, pelIeHNE KOTOPHIX HE OTHOCUTCS
K KOMIIETCHIIMM TEPPUTOPUATILHOM KOMMCCUHU, IOKJIAIBIBAIOTCS MPEACEAATENIO
TEPPUTOPUAIIBHOM KOMHUCCHH W TO €ro YKa3aHUIO0 [0 HMCIOJHEHUIO JTOKyMEHTa
B CpPOKH, YCTAHOBJICHHBIC 3aKOHOAATEIbCTBOM O BbIOOpax U pedepeHaymax,
HaIlpaBJAIOTCA € CONPOBOJAUTENBHBIM  IMCBMOM 34 €0  IOJIHUCHIO
B COOTBETCTBYIOIIMWA OpraH WM COOTBETCTBYIOLIEMY JOJKHOCTHOMY JIHILY,
K KOMIIETEHIIMHM KOTOPBIX OTHOCUTCA pELIEHUE IOCTaBJIECHHBIX B OOpaIleHUH
BOIIPOCOB, C  YBEAOMJIEHMEM  TpaxJaH,  HaOpaBUBLIMX  oOpamieHus,
0 mnepeajapecanuu oOpaunieHuil. B compoBOAMTENPHOM NHCbME OTOBapHUBAETCS
NOPSJIOK HAIlpaBJIECHUsI OTBETA aBTOPY OOpallleHHUS.

Ecnu pemenne mnoOCTaBICHHBIX B OOpamleHUH BOIMPOCOB OTHOCUTCS
K KOMIIETEHIIMM HECKOJIBKUX TOCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO
CaMOYIIPaBJIEHUSI WM COOTBETCTBYIOIIUX JIOJKHOCTHBIX JIMI, KONUSL OOpalleHus

HaIpaBJIsICTCA B COOTBCTCTBYIOIIIHC OpraHbl 500041 COOTBCTCTBYIOIINM
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JOJDKHOCTHBIM JIMIIAM B CPOKH, YCTAaHOBJICHHBIE 3aKOHOJATEIBCTBOM O BBIOOpax
u pedepeHymax.

6.11. 3anpemaercss ~ HaOpaBIATH  OOpalieHWEe  HA  PAacCMOTPEHHUE
B FOCYJJapCTBEHHBIN OpPTraH, OpraH MECTHOTO CaMOYTNPAaBIICHUS WX JOKHOCTHOMY
JUIly, pelleHue WM JeictBue  (0e3neicTBUE)  KOTOpPBIX  oOKalyercs,
32 UCKJIIOYEHUEM CJIy4daeB, YKa3aHHbIX B NMyHKTe 6 cratbu 75 DenepaibHOro
3aKO0Ha 00 OCHOBHBIX TapaHTHUSX U30MPATEIbHBIX MPaB.

6.12. Ecam B COOTBETCTBHM C 3ampeToM, yKa3aHHBIM B moapasnmene 6.11
NHCTpyKIMu, HEBO3MOXKHO  HAampaBUTh  OOpaleHWe Ha  pacCMOTpPEHUE
B I'OCY/IapCTBEHHBIN OpraH, OpraH MECTHOT'O CAaMOYIIPABJICHUS WU JOJDKHOCTHOMY
JUITY, B KOMIIETEHIIUIO KOTOPBIX BXOJUT PEIICHUE TOCTABICHHBIX B OOpaIleHUN
BOIIPOCOB, OOpallleHHe BO3BpAllaeTCs TPakIaHUHY C Pa3bsICHEHUEM €ro Ipasa
o0’kajloBaTh COOTBETCTBYIOIEE pEIICHUE WM JICUCTBHE B YCTAaHOBJICHHOM
MOPSIAKE B CY/I.

6.13. OOpaiieHusi, TOCTYIUBIIKE B  TEPPUTOPUAIBHYI0  KOMHCCHIO,
paccMaTpuBalOTCS B CPOKU, YCTAHOBJICHHBIE 3aKOHOJATEILCTBOM O BBIOOpax
u pedepeHayMax, ¢ y4eToM OCOOCHHOCTEH, yKa3aHHBIX B mojpasaenax 10.5
u 10.6 UucTpykium.

Ecim  HeoOXoammo  TPOUIHTH  CPOK  PAacCCMOTPEHHS  OOpaIieHus,
WCIIOJIHUTENh HE TO3/IHEE YeM 3a OAWH JCHb JO0 HCTEUECHUS CPOKa MOJITOTOBKHU
OTBETa TMPEJCTABISICT TNPEACEAaTeNii0o OOBSICHEHHE, IO Kakol mpu4YrHe
HEBO3MOXXHO JIaTh OTBET B YCTAHOBJEHHBIM CpPOK. MaKCUMalabHOE MPOJJICHHUE
CpOKa UCIIOJTHEHHUs OOpalleHus] He JOJDKHO MPEBBIIATh YCTAHOBIECHHBIX 3aKOHOM
CPOKOB PacCMOTpPEHUSI 0OpaIllCHHUS.

3asBUTENIO HAMPABIAETCS YBEAOMIICHUE O MPOJICHUH CPOKA PACCMOTPEHUS
€ro ooparleHus.

OOparieHusi, Ha KOTOpPbIE JAIOTCS MPOMEXKYTOUYHBIE OTBETHI, C KOHTPOJIS
HE CHUMAIOTCS.

6.14.B ciaydae TMOCTYIUIEHHS B TEPPUTOPUATIBHYIO  KOMUCCHUIO

B YCTAHOBJICHHOM IMOPAAKE 3aIIpoCa roCyaJapCTBCHHOIO OpraHa, opraHa MCCTHOI'O
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caMOyMpaBleHUs] WM JOJDKHOCTHOTO JIMIIA, paccMaTpuBamoIuX oOpalleHue,
JOKYMEHTbl W MaTepuayibl, HEOOXOIMMBbIE Jisi PACCMOTpPEHHUs OOpauieHus,
IIPEACTABISIOTCSA B CPOK, YKA3aHHBIM B 3alpOCE WM MHOW CPOK, YCTAHOBJICHHBIN
JENUCTBYIOLIUM 3aKOHOJATEIHCTBOM.

6.15. B oOpaiennn JoJKHBI ObITh YKa3aHbl (paMUIMsl, UMsI, OTYECTBO (IIpU
HAJIMYUM) 3asiBUTENs (715 3asBUTENCH, HE SIBISIIOIIUXCS (PU3NYECKUMU JIMLAMU, —
HauMeHoBaHue). B oOpamenun B mHchbMeHHOW (opMe MOoKeH OBITh yKas3aH
MOYTOBBIN aJIpec, M0 KOTOPOMY JOJKEH OBbITh HANpaBlIEH OTBET Ha OOpalleHue,
TaKKe JOJDKHBI COJIEPXKATbCAd JIMYHAsE TOJANUCH 3asgBUTENS WM JIMIA,
YIOJHOMOUYEHHOI'O JIeWCTBOBATh OT €ro MMEHH, M JaTa MOAMHCAHUS OOpalleHusl.
B oOpamennn B (opme IIEKTPOHHOTO JOKYMEHTa AOJDKEH OBITh yKa3aH aJpec
AJIIEKTPOHHOM TOYTHI, MO KOTOPOMY JOJDKEH OBITb HAmpaBleH OTBET
Ha oOparieHue.

Ecin B oOpamiennn He yka3aHbl (pamMuiusi 3asBUTENs (U1 3asBUTENS,
HE SBJIAIONIETOCS (PU3NYECKUM JIUIIOM, — HAMMEHOBAHUE) UK aJIpeC, 0 KOTOPOMY
JIOJDKEH OBITh HAIpaBJIeH OTBET Ha OOpallleHHe, OTBET Ha Takoe oOpalleHue
He Jgaerca. Takoe oOpalleHHE CHHUCBIBaeTCs B IO  IpejacenarenemM
TEPPUTOPUATBHON KOMHUCCHUHU.

Ecnin B oOpameHuu comepkarcs CBEIEHHS O MOATOTABIMBAEMOM,
COBEpIIAEMOM WJIM COBEpPUIEHHOM IMPECTYIUIEHHH, a Takke O JHIE,
€ro MOJArOTABJIMBAIOLIEM, COBEPIIAIOIIEM WJIM COBEpPLIMBIIEM, OOpalleHHe
MOJIJICKUT HAMPaBICHUIO B IPABOOXPAHUTEIbHbIE OPTaHbl.

Ecnu tekct oOpamieHuss He MOJAAeTCsl NPOYTEHUIO WM HE MO3BOJISET
ONpENENUTh CyTh OOpallleHHs, OTBET Ha Takoe oOpalleHue He JaeTcs,
O YeM B TEUEHHUE CEMU KaJICHJAPHBIX JHEH mocie AHS MOCTYIUIEHUS OOpallieHus
YBEJOMIIIETCS 3asBUTENb B Cydyae, €CJIM B OOpAIlEHUU MOANAIOTCS MPOUYTEHHUIO
bammnusa 3asBuTeNns (Ui 3asSBUTENS, HE SBIAIOMIETOCS (PU3MYECKUM JIUIIOM, —
HaUMEHOBAaHHWE) M aJpec, IO KOTOPOMY JOJDKEH OBbITh HampaBlIeH OTBET

Ha oOparieHue.
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He sBmsercs  oOpamieHneM  TEKCT, COJEpKaIlui  TO31paBiicHUE,
co0OJIe3HOBAaHUE WJIM  OILICHKY JCSTEIbHOCTH W HE  COOTBETCTBYIOIIMI
TpeOOBaHMIM, MPEIbIBIsIeMbIM DeepanbHbBIM 3aKOHOM 00 OCHOBHBIX TapaHTHSIX
n30MpaTeNbHBIX TIPaB, U TPEOOBAHUAM K 3ampocy MHGOPMAINU, MPEIbIBISIEMbIM
OenepanbHbiM 3ak0oHOM 0T 9 depaist 2009 roga Ne 8-O3 «O6 obecneyeHuu
JocTymna K uHOpMaIuu O JAESTENHHOCTA TOCYAapCTBEHHBIX OPTaHOB U OPTaHOB
MECTHOTO CaMOYIIPaBJICHUS.

6.16. OOpamennsi, B  KOTOPBIX  COACpPXKATCA  HEIEH3YpPHBIE  JIHOO
OCKOpOUTENbHBIC BBIPAKEHHUSA, YTpO3bl KU3HU, 3J0POBbI0 M HWMYIIECTBY
JIOJDKHOCTHOTO JIMIIa WJIM HHBIX JIMI, OCTaloTCs 0e3 OTBeTa IO CYIIECTBY
MTOCTABJICHHBIX B HUX BOIIPOCOB, a 3asIBUTEJISIM cooO1aercs
O HEJIOMYCTUMOCTH 3JI0YTIOTPEOICHUS TPABOM.

6.17. ObpaiieHrie, B KOTOPOM OOXKaJIyeTcs CyJeOHOE pEIlICHHE, B TCUCHHE
CeMHU KaJeHIAPHBIX JHEW CO JHS PErucTpallid BO3BPAIIACTCS TPaKIaHUHY,
HaIpaBUBIIEMY OOpallleHue, C pPa3bsICHEHUEM TMOpsAKa 00XKaJloBaHUS ITaHHOTO
Cy1e0HOTO pelIeHus.

6.18. Ectu B oOpamieHuu COAEPKUTCS BOIPOC, HA KOTOPBIM 3asiBUTEIIO
HEOJHOKPATHO JaBaJIUCh NMUCHMEHHBIE OTBETHI IO CYIIECTBY B CBSI3U C paHee
HaIpaBJICHHBIMHA OOPAIICHUSIMH, U TIPU 3TOM B OOpAIICHUH HE MPUBOISATCS HOBBIE
JIOBOJIBI U OOCTOSITENILCTBA, TO TMEPEMUCKAa MO JAaHHOMY BOMPOCY C 3asBHUTEIIEM
MOXKET OBITh MPEKpaIieHa C YBEJOMICHUEM 00 3TOM 3asBUTESI.

Ecnmm ot 3asiBuUTENs, ¢ KOTOPBIM MEpEenucKa Oblia MpeKparieHa, MmocTymaeT
ouepeaHoe oOpalieHue MO0 TOMY € BOIPOCY, TO MUCBMEHHBIM OTBET HAa HETO
MO>KET HE JJaBaThCs, a CaMO OOpallleHHe HANPaBIsETCA B JIENO.

6.19. OOpaiienusi, HampaBJICHHbBIE B  TEPPUTOPUATBHYI0  KOMHCCHIO
C HCIOJB30BaHUEM DJICKTPOHHOW (OpMBI  OOpallleHUi, PETUCTPUPYIOTCS
U pacCMaTPHUBAIOTCS B yCTAHOBIIGHHOM mopsake. OTBETHl Ha Takue oOparieHus
HAMPaBJISIOTCA B (POpME AIEKTPOHHBIX JOKYMEHTOB, MOJIMHUCAHHBIX 3JIEKTPOHHOM
NOAMUCHI0, TUO0 B (PopMe AIEKTPOHHBIX 00pa3oB AOKyMeHTOB B (dopmare pdf

0o  ajapecaM  DJJIGKTPOHHOM  MOYTHl,  yKa3aHHbIM B  OOpalleHUH.
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OOpaienus TpaxKaaH, IOCTYNHUBIINE Ha aApec JJICKTPOHHOW IMOYTHI
TEPPUTOPUAIBHOM  KOMHCCHUH, HE  PETUCTPUPYIOTCS B COOTBETCTBUU
c ®enepanbHbIM 3aKkOHOM OT 28 nekadbps 2024 roma Ne 547-03 «O BHeceHUH
u3MeHeHnit B denepanbHbiii 3akoH «O TMOpsAKE paccMOTpeHUs OOpaleHuin
rpaxaad Poccurickoint @enepannumn.

OOpaieHns TpaxaaH, MOCTYNUBIINE B TEPPUTOPHAIBHYIO KOMUCCHIO
n3 LUK Poccun, peructpupyrorcs ¢ ucnonb3oBanuem I/ oTnensHO OT apyrux
BUJIOB JOKYMEHTOB.

6.20. B cmywae ecnm 3ampammBaeMas uHGpoOpManus — OMyOIMKOBaHA
B CpeJCTBaxX MaccoBoiM HH(popmaruu Jub0 pasMmenieHa B ceTtu HHTepHer,
TEppPUTOpUATIbHASI KOMUCCHS B OTBETE Ha 3aMPOC MOXKET OIPAHUYHUTHCS YKa3aHUEM
Ha3BaHMS, JaThl BHIXOJIa U HOMEpa CPEeJICTBa MacCOBOM MH(POpPMALUU, B KOTOPOM
omyOJuMKOBaHa 3arpaiiMBaemMas WHQOpMamus cO CCHUIKOM (aapec CTpaHUIIbI)
Ha HGOPMAIIHIO, pa3MEIICHHYIO B ceTH MHTepHeT.

6.21. Ilpu peructparuu obpamenus B IIJ[ mo wuroram paccMoTpeHHs
oOpaleHusi JTOJ>KHOCTHBIMHM JIMIIAMU, OTBETCTBEHHBIMH 3a BBOJI U 00pabOTKy
unpopmaruu B [1]1, Bo Bkinagke «Ob6pamenue» [1]] 3anonusercs nmomne «IIpunsareie
MEphI», a TaKK€ BHOCSTCS CBEJCHUSI O Pe3yJbTaTaX PacCMOTPEHHsSI oOpaIieHus
B Onoke «Bompock» B TeueHue Tpex paboumx JHEW CO JIHS PACCMOTPEHUS
oOpalieHus 1 B T€YEHUE OJHOTO paboyero IHS Jjig oOpalleHHil Mo BOIpocam
MIPOBOJIUMBIX M30UpATETHHBIX KaMITAHHM.

6.22. JInunbpIii TIpEieM TpakIaH MO BOMPOCaM, BXOJSAIIAM B KOMIIETCHITHIO
TEPPUTOPUAIBHOM  KOMHUCCHUM,  SBJISIONICHCS  TOCYJapCTBEHHBIM  OPTaHOM,
OCYUIECTBIISIETCS npenacenaTenemM TePPUTOPHUATHHOM KOMHCCHH,
M0 TPeIBApUTEIBHON 3amucu 1o rpaduKy, YTBEPKICHHOMY IIpejcenaTeaemM
TEPPUTOPUAIBHOM KOMHCCHUU U peructpupyercs B JKypHaiie yuera mnpuema
rpaxnad (mpunoxenne Ne 8.1).

Nudopmarnus 0 MOPSIJIKE npuema rpakaaH pasmMernaercs

Ha UH(OPMALIMOHHOM CTEHJE TEPPUTOPUATBLHON KOMUCCHH.
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[Io npuObITUM HA JUYHBIA NpUEM TPaKIaHUH NPEIbIBISET JOKYMEHT,
YIOCTOBEPSIOIINN €TO JINYHOCTb.

Benenne nuyHOro mnpuemMa TrpaxJaH MOXKET CONPOBOXKAATHCS ayJHo-
Y BUJICO3AIKCHIO, O YEM TpakJlaHEe YBEIOMIIIOTCS 10 Hayasla Ipuema.

6.23. KpaTkoe cojaepkaHue YCTHOrO oOpalieHus, JOJDKHOCTh U (haMIIHs
JMIIA, OCYIIECTBISIONIET0 MPUEM, pEeIIeHHe, MPUHATOE M0 YCTHOMY OOpaIleHHUIO,
3aHOCHUTCS B KQpTOYKY JINYHOTO NpUeMa rpakaanuHa (npuioxenue Ne 8.2).

B xome nuyHOro mnpuema 3asBUTENEM TaKKE MOXKET OBbITh IOJaHO
oOpaiieHue B NUCbMEHHOW ¢opMe, Ha KOTOPOE JaeTcsi NMHCbMEHHBIN OTBET
B CPOKH, YCTAHOBJICHHBIE JJIsl PACCMOTPEHMS] COOTBETCTBYIOIIUX OOpaIICHHM.

Ecnu o6cTodTenscTBa, N3I0)KEHHBIE B YCTHOM OOpalIeHUud B XOA€E JTUYHOTO
npuemMa, TpeOyrT MPOBEPKH, HA TaKoe OOpalleHHe JaeTcs MUCbMEHHBIH OTBET
B CPOKH, YCTAHOBJICHHBIE JJIsl PACCMOTPEHMS] COOTBETCTBYIOIIUX OOpaIICHUM.

B xone nuyHOrO mpuemMa 3asBUTEII0 MOXKET ObITh OTKa3aHO B JaJbHEUIIEM
paccMOTpeHMH oOOpallleHusl, €cild €My paHee OblUT JaH OTBET IO CYILIECTBY
MOCTABJICHHBIX B OOpaIlleHUH BOIIPOCOB.

B cnyuae rpy0oro, arpecCHBHOTO MOBEICHUS 3asiBUTEIIS IPUEM MOXKET OBbIThH
npekpamied. [Ipu HEoOXOIMMOCTH MOKET ObITh BBI3BAaH COTPYJIHUK OXPaHbI
WIN TPaBOOXPAHHUTEIbHBIX oOpraHoB. HMHpopMaius O NOBEACHUH 3asBUTENS
OTpa)kaeTcs B )KypHaJIe ydeTa.

6.24. Ilepenannple Ha JTUYHOM TpueMe oOpallieHus B MUCbMEHHOUW (opme
PETUCTPUPYIOTCSI U PACCMATPUBAIOTCS B YCTAHOBJIEHHOM JUISI COOTBETCTBYIOIMX

oOpalieHuii mopsake.

7. OcoOeHHOCTH PAdOTHI € IOKYMEHTAMM, COAEPKAIMUMH CIYKeOHYI0
HH(OPMALMI0 OTPAHNYEHHOT0 PACTIPOCTPAHEHHS
(c momeTkoii «/{JIf CJIy:KeOHOT0 MOJIL30BAHUS)
7.1. OcobenHocT pabOThl C JIOKYMEHTaMH, COJICPXKAITUMU CITY>KEOHYIO
UH(OPMAITHIO OTPAHUYECHHOTO PACTIPOCTPAHCHHUS.

7.1.1. K cuyxebHOl wuHGOpPMAIIMK OTPAHUYCHHOTO PACHPOCTPAHCHUS

OTHOCUTCA HCCCKPCTHAA I/IH(bOpMaLII/IH, HC3aBUCHUMO OT BHIAa €€ HOCHTCIIA,
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OFPaHUYEHHUs] HA PACHPOCTPAHEHUE KOTOPOM JUKTYIOTCS €€ Ciy)KeOHOi
HEO0OXOIUMOCTBIO.

7.1.2. HeobxomuMocTh ~ mpocTaBieHus mnoMeTkn «Jlng  cimyxeOHOTro
nosib3oBaHus» (nanee — «JICII») Ha ngoKkymMeHTaX W H3JAHUSAX, COJEpIKAIIUX
CIIy’KEOHYI0 HH(OpPMAIMI0O OTPAHUYEHHOTO PACHPOCTPAHEHUs, OIpeaAeseTcs
npeacenaTenemM TEPPUTOPUAITBHON KOMHUCCHH, MOANHCHIBAIOIINM
WIN YTBEPKAAIOIINUM JTOKYMEHT.

JIOJDKHOCTHBIE JUIA, TPUHSBIIME pEIIeHHE 00 OTHECEHUH CIIy>KeOHOU
uHGOpPMAIUH K pa3psily OTpaHUUYEHHOTO PaclpOCTPaHEHUs], HECYT NMEPCOHATIBHYIO
OTBETCTBEHHOCTH 32 00OCHOBAaHHOCTb MPUHATOIO PEIICHHUS.

7.1.3. ITometka «JICII» m HOMEp SK3eMIUIsipa TPOCTABISAIOTCS B MPABOM
BEPXHEM YIUIy TIEPBOM CTpaHUIBI JOKyMeHTa (B cllydyae HEOOXOJUMOCTH —
U €ro IPOEKTa), COJACPKAIEro CIyXeOHYyI0 HWHPOPMAIUI0 OrPaHUYCHHOTO
pacnpocTpaHeHus], Ha 00J0XKKe U TUTYJIbHOM JIUCTE M3/1aHus, a TakKKe Ha MepBOH
CTpaHHUIIE COMPOBOJMUTEIHLHOTO MHUChbMa K TaKUM JOKyMeHTaMm. [Ipu moaroroBke
nokyMeHra cpencreamu I1/] momerka «/ICII» mpocraBisieTcs Ha 3JIE€KTPOHHOM
mrabnone OJaHKa JOKyMEHTA.

7.1.4. Pabota Cc JOKyMEHTaMH, COJIEPXKAITUMU CIYXKEOHYI0 HHGPOPMAIUIO
OTPaHUYEHHOI'0 PACIPOCTPAHEHHSI, B TOM YHCJE UX MPHUEM, YUET (perucrparus),
OCYULIECTBIISIETCS B TOPSJKE, YCTAHOBJIEHHOM JJII HECEKPETHBIX JIOKYMEHTOB,
C y4YeToM OCOOEHHOCTEH, M3JI0KEHHBIX B Hacrosmem paszaene. llpu stom
K PErHCTPallMOHHOMY HOMEpPY JOKyMeHTa no0asisercss nometka «JCID».

7.1.5. lokymentsl ¢ momeTkoi «JICII» peructpupyroTcsi (yUUTHIBAIOTCS)
BMECTE€ C JPYTMMHU HECEKPETHBIMU JOKYMEHTaMH. B perucrpanmoHHO-y4eTHOU
dbopme pousBoautes 3anmuch «JJCIDy».

7.1.6. CkanupoBaHue, KONUPOBAHHE  (THUPAXKUPOBAHHE)  JIOKYMEHTOB
c nomeTkoi «JICID», a Takke pa3MelieHre UX Mpu OCyIIecTBICHUH paboThl B 11/]
IPOU3BOJUTCS MpeJcenareneM (CeKperapeM) TeppUTOpUaIbHON KOMHUCCUHU JHOO

pa6OTHI/IKOM arrapara, OTBCTCTBCHHBIM 3a BCACHHUC  JCJIOIPOMU3BOACTBA
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C MX NHMCbMEHHOIO pPAa3pelIeHUs, IMPHU 3TOM OCYLIECTBISETCA YYET KaXI0ro
AK3EMIUISIPA YKa3aHHBIX JOKYMEHTOB.

7.1.7. lokymentsl ¢ mnomerkor «JICII» Ha OymaxHoM HOcHUTENE
nepenaroTcs noja noanuck. [lpu HampaBineHHH TOKYMEHTOB ¢ moMmeTkon «JICID»
cpeactBamu IIJI B PYK mnpocraBnsiercs COOTBETCTBYIOIIMKA YPOBEHb JOCTYyNa
K JIOKyMEHTY.

7.1.8. lokymentsl ¢ momerkoil «JICII» HampaBnstoTcss B Apyrue OpraHbl
W opraHusaiuu opraHamu ¢enepaibHON  (QenbIberepckoil  CBsI3M, CIyKO0M
CHEIUANTBHON CBSI3H MO0 HApouHbIM. [Ipu HampaBiIeHUN JOKYMEHTOB C TTIOMETKOM
«JICII» cpencrBamu 1] B LUK Poccuu, @M npu MUK Poccum, PLIOUT
npu [IUK Poccuu, Caunkr-IlerepOyprckyro u30upaTenbHyl0O KOMHUCCHIO,
n30HUpaTebHbIC KOMHUCCHUH CyOBEKTOB Poccuiickon denepanuu,
TeppuTOpHaANIbHBIE KOMHCccUU B PYK mpocraBisieTcs COOTBETCTBYIOIIMM YPOBEHD
JIOCTYyIIAa K JOKYMEHTY. 3alpeliaeTcs nepeaaBath JOKYMEHTHI ¢ moMeTKou «JICID»
M0 HE3aIIUIIEHHBIM KaHallaM KOMITbIOTEPHO-MOJEMHON U (PaKCUMUIILHOM CBSI3H.

JlokymeHnTsl ¢ nmomerkor «JICID» pacchuiatoTcsi HECKOJIBKUM ajpecaTam
COTJIACHO CIIUCKY PAaCCBbUIKM, B KOTOPOM HAampOTUB KaXIOro ajapecara
MIPOCTABJISIETCSI HOMEP SK3EMILISIpa OTIPABIISIEMOro JOKyMeHTa. CIHCOK pacChUIKA
MOJIUCHIBACTCS IPEACEIATENIEM TEPPUTOPHUATIBHON KOMUCCHH.

7.1.9. Ucnionnennble aokymeHThl ¢ mometkoi «JICID» dopmupyrorcs
B JIeJla, B TOM YHUCII€ 3JEKTPOHHBIE, B COOTBETCTBUM C HOMEHKJIATypOu eIl
JIOKyMEHTBI TpPYNOupyrwTCS B Jela BMECTE C JPYTMMH HECEKPETHBIMHU
JOKYMEHTaMH TI0 OJHOMY M ToMmy e Bompocy. I[lpu dopmupoBanum nena
Ha OyMa)XHOM HOCHUTEJIE B MPABOM BEPXHEM YTy OOJIOKKH Jeia, B KOTOPOE
MOMEIIICHBI TAKKE JOKYMEHTHI, TpocTaBiisieTcst mometka «J[CIDy».

7.1.10. Hoxymentsl ¢ momeTkoit «J[CII» Ha OymMa)kHOM HOCHUTENE XPaHSITCS
B 3aKpbIBAIOLINXCA MIKadax.

7.1.11. YHUUYTOXEHUE AENd, JTOKYMEHTOB M u3aHui ¢ momeTkon «JICII»,

YTpaTUBOIMX CBOC IPAKTHUYCCKOC 3HAUCHUEC HW HC HMCIOIIHX HCTOpH‘IGCKOfI
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U HaydyHOM IICHHOCTH, TIPOU3BOJUTCA TI0 AaKTy YCTAaHOBJICHHOW (OPMBI
C YKa3aHHEM HOMEPOB IK3eMILIIPOB (TipuiioxkeHue Ne 16).

7.1.12. Pemnenne o cuatuu nometku «JCID» ¢ mokymeHta mnpuHHMaeT
JTOJKHOCTHOE JIMLO, OANKCABIIEE WU YTBEPAUBILIEE TOKYMEHT.

Custue nometku «JICII» ¢ mpuciIaHHOTO B TEPPUTOPUATIBHYIO KOMHUCCHUIO
JIOKyMEHTa MOKET OBITh MPOU3BEACHO TOJBKO IO COTJIACOBAHMIO C OpPTaHHU3AIUEH,
HallpaBUBLIEH JOKYMEHT.

Custue nometrku «/ICID» ¢ moKkymMeHTa TPOM3ZBOAUTCS NPEACEIATEIIEM
(cexkperapeM) TEpPUTOPHAIBHOM KOMHCCHH JIMOO pPaOOTHUKOM armmapara,
OTBETCTBEHHBIM 3a BEJCHHUE JICJOMPOU3BOJCTBA HAa OCHOBAHMHM IMHCHMEHHOTO
yKa3aHUsl JOJDKHOCTHOTO JIMIA, NPHUHSBIIETO Takoe peuieHue. llpu cHsTUM
nometkn  «JICII» Ha goKkyMeHTax, Jenax WiIM M3JaHUSIX, a TaKke
B PETUCTPAIMOHHO-YUYETHOU (POpMeE J1eTat0TCsl COOTBETCTBYIOIINE OTMETKH.

O cusatun nometrku «JICII» yBemomisoTCs Bce aapecaTbhl, KOTOPBIM
JIOKYMEHT HampaBIIsUICsA, TMO0 OpraHU3allusl, €ro HarpaBUBIIIasl.

7.1.13. B cnyuae yTpaThl Jei, JOKYMEHTOB WJIM H3JAaHUNA C TMOMETKOU
«CIl» nmbo paszrimamieHusi cojepkaimieicss B HUX MHGOpMAIMK Ha3HA4YaeTCs
ciy>keOHasi MpoBepKa, O pe3ysbTaTaX KOTOPOHM JIOKJIAJIBIBACTCS MPEJICENATEIIO
TEPPUTOPHUATIBHON KOMHUCCHH.

OG0 yTtpare nen, JOKyMeHTOB U m3fanuid ¢ nmoMmetrkoit «JICII» cocraBmsercs
aKT, Ha OCHOBAaHHHM KOTOPOTO JIENAIOTCS COOTBETCTBYIOIIME OTMETKH B YUETHBIX

dbopmax.

8. [loaroroBka, opopmJiieHUE, BHINIYCK, YUET IOKYMEHTOB,
paccMaTpuUBaeMbIX Ha 3aceJaHUSIX TEPPUTOPHATbHONH KOMHCCUH
8.1. ®opMmupoBaHKE TMPOEKTa MOBECTKH JIHS 3aCCIaHUs TEPPUTOPHATLHOMN
KOMUCCHH.
8.1.1. [IpoekT mOBECTKM [HSA 3acelaHus TEPPUTOPUATLHON KOMHUCCUU
dbopmupyeTcsi 3a0JaroBpeMEHHO Ha OCHOBAaHUU IUJIAHOB pPabOTHl U PEIICHUI

TEPPUTOPUAIIBHON KOMHUCCUM (Jajiee — pelIeHnii), MOpPYYEHUN Mpeaceaaresns
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TEPPUTOPUAIBHOU KOMHUCCHH, ITOCTYIIUBIINX JOKYMEHTOB H, IIOCJIE COIVIACOBAHUS
C IpeacenaTereM TEepPUTOPUAIBHOM KOMHCCUM IOIIMCBIBAETCS CEKpETapeEM
TEPPUTOPUAITBHON KOMUCCHH.

Takke NpPOEKT MOBECTKU [IHS 3aCENaHUsl TEPPUTOPUATBHON KOMHUCCUU
MOXeT (opmupoBaThcsi M cornacoBbiBaTbest cpeactBamu  [IJI w  mocne
COTJIACOBAHMSA IIPEICENaTeNIeM TEPPUTOPUATIBHOM KOMHCCHM COTJIACOBBIBACTCS
CEKpEeTapeM TePPUTOPHAIIBHON KOMUCCHH JIJI1 BBIHECEHUS HA 3acCeaHue.

8.1.2. UneHsl TEppPUTOPHATLHOM KOMHCCHHM BIPaBE NPEUIOKHUTh BHECTH
B IMOBECTKY [JHS 3acelaHHsl BOIPOCHI, HE MPEIyCMOTPEHHbIE IIaHaMU PaOOThHI
U PCIICHUSMH TEPPUTOPUAIBHOM  KOMHUCCHM, TPH  YCIOBUU  HaJU4us
IIOATOTOBJIEHHBIX 10 3TOMY BOIIPOCY TOKYMEHTOB.

JlaHHBIE BOMNPOCHl BKJIIOYAKOTCS B IIPOEKT TMOBECTKU [HSA 3acelaHus
TEPPUTOPUAIIBHOM  KOMHUCCHUM  TNPU  NUCBMEHHOM  OOpalieHud  4JjieHa
TEPPUTOPUAIBHOM KOMMCCHHM, II0 HWHHULUATHBE KOTOPOIO BOIPOC BBIHOCUTCS
Ha 3acelaHue, Ha UM NIpeAceaaTess TEPPUTOPUATbHON KOMHUCCHH, B KOTOPOM
YKa3bIBaIOTCS HAWMEHOBAaHHWE BOIIPOCA, JOKJIANAYMK M Jara Iepeladd IPOEKTa
pelIeHrsT B COOTBETCTBUU C MHYHKTOM 8.2 M MaTepuajoB K HEMY CEKpPETapro
TEPPUTOPUAIIBHON KOMUCCHH.

8.1.3. CormacoBaHHbIi € TIpeacenaTesIeM TEPPUTOPUATLHON KOMHUCCUU
¥ TIO/IMHMCAHHBIN (coriacoBaHHBIN cpencTtBamu [1]]) cekperapem TeppuTopranibHON
KOMHMCCUM TIPOEKT TIOBECTKM [JHSA 3aCENaHusl TEPPUTOPUAIBHOM KOMMCCUU
TAPAXKUPYETCS Ul PACCBUIKU WICHAM TEPPUTOPUAIBHON KOMHUCCHH.

[Ipoekr mOBEeCTKM JAHS  3acCE€NaHHs]  TEPPUTOPHAIBHOM  KOMHCCUU
pasMemiaercs Ha  OQUIMANbHOM  CalWTe  TEPPUTOPHAIBHOM  KOMHUCCUU
B MHpopmanmoHHO-TEIEKOMMYHUKAIIMOHHON ceTH  VIHTepHET B  CpOKHW,
yCTaHOBJIEHHbIE PerinamMeHToM TeppuTOpHabHON KOMHUCCHH, a TAKKE MOXKET OBITh
pa3ociaH 4jieHaM TEPPUTOPHATIBHONM KOMMCCUU HA YKAa3aHHbBIE UMHU DJICKTPOHHBIC
IIOYTOBBIE aJpeca.

8.2. IloaroroBka AOKYMEHTOB IO BOMNpPOCaM, BKJIIOYEHHbIM B MPOEKT

IIOBECTKH AHA 3aCCAaHUA TGppHTOpI/IaHBHOﬁ KOMHUCCHH.
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8.2.1. JlokyMeHTbl 1O BOINpOCAM, BKJIIOYEHHBIM B IPOEKT IMOBECTKH JHS
3acellaHds TEPPUTOPUAIIBHOM KOMHUCCUHM, TOTOBSTCS pabouuMH TIpynnamu
TEPPUTOPUATBHOM KOMHCCHH, npeaceaaTeaeM (cexperapem),
aM00 MO HUX TMOPYYEHUI0 HUHBIMU WIEHAMU TEPPUTOPHAIBHON KOMMCCHH,
32 KOTOPBIMH 3aKpEIUIeHbl COOTBETCTBYIOUIME HANpPaBJICHUS JAESITEIbHOCTH,
C IpHUBJICYEHHEM, B cllyyaeé HEOOXOAMMOCTH, pPaOOTHMKOB ammapara
TEPPUTOPUAIBHON KOMUCCUHU U JPYTHX CIEHUATUCTOB (JIOKYMEHTHI 110 BOIIPOCAM,
BKJIFOUEHHBIM B IPOEKT MOBECTKU JIHA 3aCEJaHUsl TEPPUTOPUANBHOW KOMUCCHUH,
MOTYT TOTOBUTBCS U COTJIaCOBBIBAThHCS cpencTBamu 11]1).

8.2.2. IlpeacraBnsiemMble K pacCMOTPEHUIO JOKYMEHTBHI JIOJKHBI BKJIIOYATh
O3arjiaBJIEHHbIII TPOEKT pEIIEHUs C MPUOOIIEHHBIMU K HEMY HOJIMHHUKAMH
JOKYMEHTOB (B TOM 4MCI€ pacleyaTaHHbIMH KONMSIMH  JIOKyMEHTOB,
NOCTYNUBIIUX/TIOATOTOBICHHBIX B DJIGKTPOHHOM  BHJE),  MOCITY>KHMBIIMX
OCHOBAaHMEM JUIsI PACCMOTPEHHUs BONPOCAa HA 3aCENaHUU TEPPUTOPHUAIBLHOMN
KOMHUCCHH, JTUOO MPOEKT MUChbMa, MOJJIEKALIET0 COIIACOBAHUIO HA 3aceJaHUuH
TEPPUTOPUAIIBHON KOMHUCCHUU, TPU HEOOXOJUMOCTH — MOSICHUTENBHYIO 3aMUCKY
10 pacCMaTpUBAEMOMY BOIIPOCY.

8.2.3. [IpoeKThl TOKYMEHTOB (BKJIOYAsi IPUIIOKEHUS ), IPEACTABISIEMbIE 1151
pacCMOTpEHHs Ha 3acelJaHUud TEPPUTOPUAIBHOW KOMHUCCUHU, BU3HPYIOTCS
UCIIOJIHUTEJIEM M WICHOM TEPPUTOPUAIIBHOM KOMMCCHUHM, OTBETCTBEHHBIM
3a MOATOTOBKY JIOKYMEHTa, KaKk Ha OyMa)XHOM HOCHUTENE, TaK U B HJIEKTPOHHOM
Buje cpeacreamu [1/1.

[IpoexThl JOKYMEHTOB (BKJIOYasi NPHIIOKEHHS), COAEpKallUe BOMPOCHI
(¢uHaHcupoBaHusi BbBIOOPOB  (pedepeHaymMoB), (UHAHCOBOTO  OOECHEUECHMS
TEKyIIeH JEeSATENIbHOCTH TEPPUTOPUATBHON KOMHUCCHH, B 0053aTEIbHOM MOPSIKE
BU3UPYIOTCS TJ1aBHBIM OYyXTalTEPOM TEPPUTOPUATHHON KOMHUCCHH.

Busbl 1npocTaBisOTCS B KOHIIE TEKCTa IMPOEKTa peleHus Jubo
Ha OOOPOTHOM CTOPOHE TIOCIETHEro JHUCTAa MPOEKTa JOKyMEHTa (BKJIIOYas

NPUIOKEHHUsI) 1O ycTaHOBICHHON Qopme (npunoxenune Ne 9). Kaxnpiid muct
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IPWIOKEHUST BU3UPYETCS UCIIOJIHUTENIEM. Bu3a npocrasisieTcs B IPaBOM HIXKHEM
yIJIy Ha CBOOOJHOM TMOJI€ CTPAHUIIBI MTOCIE TEKCTA MO0 Ha 000POTHOM CTOpPOHE.

IIpr moOATOTOBKE M COTIACOBAHMM IPOEKTOB TOKYMEHTOB cpencrBaMu [1/]
JMCT COIJIACOBAHUS pacleyaThiBaeTcs U MPUOOIIAETCS K MOJIMHHUKY TOKYMEHTA.
[Ipy HeoOXoAMMOCTH TOJYyYEeHHsS] BH3bl JODKHOCTHOTO JIMLA Ha JIUCTE
COIJIACOBAHUSA JIOKYMEHTA, MMOATOTOBJIEHHOTO cpencTBamu I,
OH pacreyaThIBAETCs, IEPEJACTCS BMECTE C IPOEKTOM JOKYMEHTA Ha BUBHPOBaHHE
COOTBETCTBYIOILIEMY JOKHOCTHOMY JIUILY.

8.2.4. Ucnionnurenb oOecrneuynBaeT KOMIUIEKTHOCTh BCEX JOKYMEHTOB,
0003HAaYEHHBIX KaK B MIPOEKTE PEIIECHUs, TaK U B IPUIIOKEHUAX K HEMY.

8.2.5. Ilocne mpocmoTpa, a B HEOOXOUMBIX CIy4asiX — BHECEHHS TOIPABOK,
CeKpeTapb TEPPUTOPHAIBHOM KOMHMCCUM Ha MOJATOTOBJIEHHBIX U O(OPMIICHHBIX
JUISL PAacCMOTPEHHUsI Ha 3aceJaHuu TMPOEKTaX JOKYMEHTOB JENaeT OTMETKY
«Ha 3acenanue», cTaBUT NOANKCH U ATy (IMpocTaBisieT oTMETKY «Ha 3acenanue»
cpeactBamu I1J]) um mepemaer (Hampasnser cpenctBamu IIJ[) Bech KOMIUIEKT
JOKYMEHTOB JUIsl TUPaXHUpPOBaHHUS pPAOOTHUKY ammnapara, OTBETCTBEHHOMY
3a BEJICHME JIEJIONPOU3BO/ICTBA.

8.2.6. JIOKyMEHTBI K 3aC€aHHI0 MOTYT HAINpaBIATHCA MO MPOChOE YJICHOB
TEPPUTOPUAIIBHON KOMHUCCHM HA YKAa3aHHbBIE UMH 3JIEKTPOHHBIE TIOYTOBBIE aJpeca
W/WIHM TepeaBaThbCsl UM IEpe]] HayaloM 3ace/laHus, a JIMIaM, MPUTIIAIIeHHBIM
Ha 3aceJaHue, MaTepuaigbl [0 BOMNPOCY, HA KOTOPBIA OHU NPUTJIALICHBI,
NEPENAOTCS NEPE]l HAYaIOM 3aCEIaHus.

[Tanku ¢ HOKyMeHTaMM, MOJJIEKAIIUMH PACCMOTPEHUIO B COOTBETCTBHUHU
C MPOEKTOM MOBECTKH JIHS 3aCE€IaHMs TEPPUTOPUATBHON KOMUCCHUU, KOMIUIEKTYET
Y pa3gacT 4WIEHaM TEPPUTOPHAIBHOW KOMMCCHM IIE€pe] HadajioM 3acelaHus
pabOTHUK anmnapara, OTBETCTBEHHBIH 3a BeJIeHUE JJIONPOU3BOJICTBA.

8.2.7. Ilepen nauanoMm 3acemaHusi paOOTHHK ammapara, OTBETCTBEHHBIM
3a BeJIEHUE JeJIONPOM3BOACTBA, JIMOO CEKpeTapb TEPPUTOPUAIBLHOW KOMMCCHUH,

PETUCTPUPYIOT YJIEHOB TEPPUTOPHAIBHOM KOMHCCHMM C MPAaBOM PEIIAOLIErO
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rojioca, MPUCYTCTBYIOIIMX Ha 3aceJaHWU U TPUTJIANICHHBIX Ha 3aceJaHue JIUII,
CIIUCOK KOTOPBIX MPEIACTABIISICTCS MPEICEAATEITIO TEPPUTOPHATEHON KOMUCCHH.

8.2.8. Ha 3aceganum TEppUTOPHAIBHON KOMHCCHU BEIETCS TMPOTOKOI
U MOXET MPOU3BOJUTHCS ayJMO03allucCh (BHUAEO3aNKCh). B ciayuae mpou3BojicCTBa
ayJIno- WM BHUJCO3AMMCH YICHBI TEPPUTOPHATLHON KOMHCCHH W TPHUTIIAICHHBIC
YBEJOMIITFOTCSI 00 ATOM JI0 OOBSIBIICHUS TTIOBECTKH JTHS 3aCEIaHMSI.

8.3. Brilmyck 10KYMEHTOB, pACCMOTPEHHBIX Ha 3aCeJaHUU TEPPUTOPUATILHOMN
KOMHCCHH.

8.3.1. JIokyMeHTBI, pacCMOTPECHHBIE Ha 3aCelaHUd TEPPUTOPUATHLHOMN
KOMHCCHH, B Cllydae, €ClId B XOJ€ 3acCEIaHHus BHOCWINCh M3MCHEHUS, JTOJDKHBI
OBITH JOPaOOTAHbI, a 3aTEM TIOJIMUCAHBI, 3aPETUCTPUPOBAHBI U PA30CIIAHBI.

8.3.2. Cpok mopabOTKu JOKYMEHTOB HE JOJDKEH IPEBBIIIATh TPeX pabounx
JHEW T1ocie AHS 3acelaHus, €CIM HWHOM CpOK He ompezeleH ¢eaepalbHbIM
3akoHOM w/min 3akoHOM Cankt-IleTepOypra, periiaMeHToM TepPUTOPHATBHON
KOMHUCCHU WJIM HE OTOBOPEH Ha 3ace/JaHuMu.

8.3.3.Ilpu mopaboTKe MAOKYMEHTa WCIOJTHUTEIbF BHOCHT B  TEKCT
COrJlacOBaHHBIE B XOJI€ 3acelaHus M3MEHeHus. B  cioydae mnpuHATHS
TEPPUTOPUAIIBHOH  KOMHUCCHUEH  pemieHHus O  HEOOXOJUMOCTH  KOHTPOJIS
32 BBITIOJIHCHHEM PEIICHUS €ro TEKCT JOMOJHSAETCS ITyHKTOM, B KOTOPOM
HA3HAYaAIOTCs JIMIA, OTBETCTBEHHBIE 32 UCTIOJIHEHHUE.

8.3.4. JlIokyMeHT, TOIJISKAIUA TOAMUCAHUIO (BKJIIOYAs TMPHUIIOKEHUSA),
MOATOTOBIICHHBI HAa OyMa)XHOM HOCHUTENE, BHU3UPYETCS  HUCIOJHUTEIEM,
OTBETCTBEHHBIM 3a €T0 MOJITOTOBKY.

JIoKyMEHTBI (BKITFOUAS MIPUIIOKEHHUS), coaepKamme BOIIPOCHI
¢dbuHaHCcHpOBaHUST BHIOOPOB, (DMHAHCOBOTO O0ECIEUEHUS TEKYIIEeH NesATeIbHOCTH
TEPPUTOPUAIIBHONH KOMMCCHH, B 00S3aTE€ILHOM IOPSJIKE BHU3UPYIOTCS TJIABHBIM
OyXTanTepoM TepPUTOPHUATBHON KOMHUCCHH.

JIOKyMeHT,  NOJUIeXalllMii ~ MOANHCAaHWUI0  (BKJIOYAsl  MOPUIIOKEHUSA),
corjacoBaHHbll cpencrBamu [1J[ u mpuHATBHIA 0e3 M3MEHEHUN Ha 3acelaHuu

KOMHUCCHH, PaclieyaThIBaCTCsI HA COOTBETCTBYIONIEM OJIaHKE, K HEMY TTPHOOIIAeTCs



53
JUCT COTJIACOBAaHMS, 3aTE€M JOKYMEHT MPEICTaBISCTCA Ha MOIIMUCH CEKpPETapro
U TIpeJICeIaTeNI0 TEPPUTOPHUATTLHON KOMUCCHH.

JlopaboTka M corjacoBaHHE AOKYMEHTOB, PACCMOTPEHHBIX Ha 3acelaHuu
KOMHCCHHU, MOXKET OCYIIECTBIAThCS cpeacTBamu [1/].

Bu3bl mpocTaBmsAtOTCA aHATIOTHYHO MOPSAIKY, YKa3aHHOMY B ab3arie TpeTheM
nyHkTa 8.2.3.

[Ipu moaroToBKE M COTJaCOBaHUU MPOEKTOB JOKYMEHTOB cpeacTtBamu [1]]
JMCT COTIIACOBAHUSA MPHUOOIIAETCS K MOITMHHUKY JOKYMEHTA.

8.3.5. PaGoTHuK armmapara, OTBETCTBEHHBIN 3a BEJICHHE JICIOIPOM3BOJICTBA
CICIUT 32 KOMIUIEKTHOCTHIO TMPHWIAraeMblXx K  PEIIEHUI0 JOKYMEHTOB
¥ pacrojlaraeT UX B TOW MOCIIEJOBATEIbHOCTH, B KOTOPOHW OHU YMOMHUHAIOTCS
B TEKCTE.

8.3.6. Eciu  Bompochl, cojaepxamiyecss B PEIICHUH TEePPUTOPHAIBHOU
KOMHUCCHU, KacaloTCAd JIeATeIbHOCTH OJHOW WM HECKOJbKHX CTOPOHHHX
OpraHu3anuid, K JOKYMEHTY TMpujaraercss JHCT COIJIacCOBaHHUS, B KOTOPOM
YKa3bIBAIOTCS HAWMEHOBAaHUE OpPTaHH3aIlMH, JOJDKHOCTh, MHHUIIMATIBI U (aMUIUs
JOJDKHOCTHOTO JIMIIA, C KOTOPBIM 3TOT JOKYMEHT COTJIaCOBaH, W CTaBUTCS
ero COOCTBEHHOPYYHAsI MOATHCH.

CornacoBanne MoXeT OGOPMIATHCS Ha TOCICAHEM JIMCTE PEUICHHS
TEPPUTOPUAIBHON KOMHUCCHH.

8.3.7. K opopmieHHOMY pelIeHHIO TEPPUTOPHUAIBHON KOMUCCHUH PaOOTHHUK
ammapara, OTBETCTBEHHBIM 3a BEJEHWE JCJONMPOU3BOACTBA, TOTOBUT OTYET
O pacchUIKE MO0 COOTBETCTBYIONIMM ajpecaTaM H pPa3MEIICHUU PEelIeHUH
TEPPUTOPUATBHON KOMHCCUU Ha oduimanbHoM caiite (npuioxkenue Ne 10).
CHnHCcOK AOMKHOCTHBIX JUIl (OpraHu3aluil), KOTOPbIM HAIpPaBISETCS PEIICHHE
TEPPUTOPUAITBHON KOMHCCHH, MOKET OBITh MOATOTOBIIEH cpeacTBamu [1/].

B cnimcoxk BkItoUaroTCs JHIa, KOTopble OyayT 3a7eiCTBOBAHbI B pean3aluu
OPUHATOTO  JOKYMEHTa  WJIM  JIOJDKHBI ~ OBITh  MPOUH(OPMHUPOBAHBI

0 €ro CoACPIKaHN U KOTOPBIM 3TOT JOKYMCHT JOJIZKCH OBITH pasociian.
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Cnmcok pacChUIKM JOKYMEHTOB TIOJIUCHIBACTCS PAOOTHUKOM ammapara,
OTBETCTBEHHBIM 32 BEJCHUE JICJIONPOU3BOJICTBA U YTBEPKIACTCS IpeELCcEeaaTeIeM
TEPPUTOPUAITBHON KOMUCCHH.

8.3.8. ObopmiIeHHBIN KOMIUIEKT TOKYMEHTOB (pelieHue, 0003HaueHHBbIS
B €ro TEKCTe TNPWIOKEHUs, CIHUCOK pPAacChUIKM) paOOTHUK  arapara,
OTBETCTBEHHBIN 3a BEJIEHUE JEJIONPOU3BOJCTBA, IMEpPEJaeT Ha MOMANKCH
peAceaaTeNto U CEKPETApO0 TEPPUTOPUATIBHON KOMUCCHH.

8.3.9. Pemenne  moamuchIBaeTCA ~— TpeAcemareleM B CeKpeTapeM
TEPPUTOPHUAIIBHON KOMHUCCHH.

Ecnu Ha 3acenaHuu TEPpUTOPHATBLHOW KOMHMCCHUM IPEICENATeIhCTBOBAI
3aMECTUTENb  NpEAcCeNaTesisi  TEPPUTOPHATBHOM  KOMHUCCHHM,  CEKpPETaph
TEPPUTOPUAIBHON KOMHUCCHUM WA OAWH U3 YIEHOB TEPPUTOPUAIBHOW KOMHUCCUHU
C TPaBOM PEMIAIOLIETO0 TOJ0CAa, a TaKXe €ClId TOJHOMOYHUS CeKpeTaps
TEPPUTOPUAIBHON KOMHUCCHHM OCYILIECTBIISUI OJUH W3 WICHOB TEPPUTOPHUAIBHON
KOMKCCHUU C TIPAaBOM PEMIAKOLIEr0 roJioca, TO NOAMNKUCH B IPOTOKOJIE, HA PEIICHUU
0(pOPMIISIFOTCS CIIETYIOIIUM 00Pa30M:

«3aMecTUTENb MpeaceaaTeNss TEPPUTOPUATBHON KOMHCCUU» —B ClIydae
BPEMEHHOTO OTCYTCTBUS MpeJceiaTeNsi TEPPUTOPUATIBHOM KOMUCCHH;

«HcnionHsromuii 003aHHOCTH TIPECEAATENS TEPPUTOPHATIHHON KOMHUCCHI —
npu Hanuuuu pemeHus Cankr-IlerepOyprckoil M30MpaTenbHON  KOMHUCCUU
O BO3JIOKEHUU HA OJHOTO M3 YJICHOB TEPPUTOPUAILHOW KOMHUCCHHU C TIPaBOM
pENIaroIero rojoca NoJHOMOYUH MpeceaaTeNsl TEPPUTOPUATIBHON KOMUCCHH,

«IIpencenarenbCTBYIOMIMM Ha 3aC€NaHUU TEPPUTOPUATBHON KOMUCCUND —
B Cllydya€ BPEMEHHOIO OTCYTCTBHS HPEACENATENSl, 3aMECTUTENSA MpeacenaTens
TEPPUTOPHAIIBHON KOMHCCUHM, OTCcyTcTBUs pemieHus Cankt-IletepOyprekoi
U30UpaTEeIbHOM  KOMHCCHU O  BO3JIOKCHUH  TIOJIHOMOYMN  TIpejceaaTess
TEPPUTOPUAIBHOW KOMHCCUHU HA OJHOTO W3 WICHOB TEPPUTOPHUAIBHON KOMHCCUU
C MPAaBOM pEIIAIIIETO Tojoca U MPU HAIUYUU PELICHUS TEPPUTOPUATBLHOMN

M30UpaTeIbHOM KOMUCCUH,
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«Mcnonusomuii 00S3aHHOCTH CEKpeTapsi TEPPUTOPUATBHONM KOMUCCHUID —
B Cly4yae HalW4Msl peHieHus TeppuTOpuasbHOW KOMHUCCHU O BO3JIOKCHUU
NOJTHOMOYHMM CEKpeTapsi TEPPUTOPHATHHOW KOMHCCHM Ha OJHOTO M3 YJICHOB
TEPPUTOPHATBHON KOMUCCHUHU € TTPAaBOM PEIIAIOIIET0 IroJjioca.

«Cekperapp  3acefjaHusl  TEPPUTOPUATBHOM  KOMHCCHUM» —B  Cllydae
BPEMEHHOTO OTCYTCTBHUS CEKpeTaps M30MpaTebHON KOMHUCCHUU W TIPU HAIWYUU
pElIeHHs TEPPUTOPUATIELHON KOMUCCHUH.

8.3.10. Ilocne moamucaHus pEMICHUS PETUCTPUPYIOTCS B IKypHAJe
pEeTUCTpallMi PEIICHUH, B KOTOPOM TMPEIyCMaTPHUBAIOTCS: MOPSIKOBBIM HOMED,
JaTa TPUHATUS PEIICHUS, PETUCTPAIIMOHHBIA HOMEp, COACp)KaHWE pelIeHUs
¥ HOMeEp Jiejia XpaHeHUsI.

8.3.11. Pemmiernst HyMepylOTCS B XPOHOJOTHYECKOH TMOCIEI0BATEIbHOCTH
B npeaenax CpoKa MTOJTHOMOYUI TEPPUTOPUAIIBHOMN KOMHUCCHH.
Homep pemieHUS TEppUTOPHAIBLHON KOMHCCHH COCTOMT W3 HOMeEpa IMPOTOKOJA
3ace/IaHus ¥ MOPSIKOBOTO HOMEpa Borpoca, (Hanpumep: 1-5).

8.3.12. Yka3zaHHbI€ BbIIIE PEKBU3UTHI BHOCATCS B PETUCTPAIIMOHHO-YUYETHYIO
dbopmy. B ciyuae ucnonwizoBanus I[1/] k PYK mpukperisercs TeKcT TOKyMEHTa
B (hopmare docx (myrst TabumIr qormyckarores (aitsr popmara XISX) v 3JICKTPOHHBIH
oOpa3 nokymenTa B ¢popmare pdf (mpu HEOOXOAMMOCTH), & TAKXKE JIETAETCS CBsI3Ka
C JOKYMEHTaMH, IOCIYXMBIIUMUA OCHOBAaHHEM [UIsl PAacCMOTPEHHS BOMpoca
Ha 3aCeJlaHuN TEPPUTOPHATIHEHON KOMHUCCHUH.

8.3.13. Pa3pemienne Ha TUpaXUpOBaHUE JTOKYMEHTOB B HEOOXOJIUMOM
KOJIMYECTBE JaeT TMpejacenaTellb TEePpPUTOpUaIbHOW KOMHCCHHU. J[OKyMEHTHI
TUPOXHUPYIOTCS  pabOOTHUKOM  ammapaTa, OTBETCTBEHHBIM  3a  BEJICHHUE
JICNIONPON3BOICTBA, HAa KAXKIAOW KOMHHM JOKYMEHTa WPOCTAaBISIETCS IIedarh,
yIOCTOBEpSIONIas  MOAMUCU  TpEAcenaTeNis  TEPPUTOPUATIBHOW  KOMHCCHUU
U CEKpeTapsi TeppUTOpUATIbLHOM KoMuccHU (0€3 BOCTIPOM3BEICHUS TTOITUCEN ).

8.3.14. Konust pemieHus TEPPUTOPHAIIBHOM KOMMCCHM  HaIpaBIsieTCs

3aSBUTEIII0 B CiIydae, €CIIM €ro oOpalieHHe B TEPPUTOPHAIBHYIO KOMHCCHIO
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MOCIYKWJIO OCHOBAaHMEM JUIsl pPAacCMOTPEHHMsS BONpPOCAa Ha  3aceldaHuu
TEPPUTOPUAIIBHON KOMHUCCHUHU.

8.4. Oopmnenue mpoToKoIa 3aceJaHusl TEPPUTOPHATEHON KOMUCCHUHU.

8.4.1. IlpoTrokon 3acenaHus TEPPUTOPHATBLHON KOMHUCCHH OdopMIseTcs
Ha OJIaHKe yCTaHOBJIECHHOU (Gopmbl (TpritokeHne Ne 4) B CpoK, HE IPEBIIIAFOIINAN
Tpex pabouumx gHEeW mocie JHA 3acemaHusa.  [Iporokon  3acemaHus
TEPPUTOPUAIBHOM KOMHUCCHMU MOXKeT ObITh odopmiien cpeactBamu 1]
C MCMOJIb30BAHUEM COOTBETCTBYIOLIETO M1aboHa OJJaHKa TOKYMEHTA.

8.4.2. IIporokon 3acemanus MoOXKeT O(GOPMIIATHCS B TOJHOW WM KpaTKON
dbopwme.

8.4.3. Tekct mpoTOKONa 3aceAaHUs TEPPUTOPUATHHON KOMHCCHU COCTOUT
M3 JBYX YaCTEW — BBOJHOW U OCHOBHOM.

8.4.4. B BBOJHOM YacTH IPOTOKOJA YKAa3bIBAIOTCS MHHULMAIBI U (paMUIUSL
npeacenaTenass — TEPPUTOPUAIBHOM  KOMHUCCHMU  (NIPEICcenaTeabCTBYIOIIETO),
a TakkKe NPHUCYTCTBYIOIIMX: 3aMECTUTENsl TMpeAcenarenss TeppUTOpUaIbHOM
KOMHCCHUH, CEKpeTapsi TePPUTOPUATBLHON KOMHCCUU U WICHOB TEPPUTOPUATILHON
KOMUCCHH, JIHII, PUTJIAIIEHHBIX Ha 3aceanne, B ajJ(aBUTHOM TMOPSIJIKE.

Jonyckaercst odopmieHHE MPUCYTCTBYIONIUX  OTACIBHBIM  CIIMCKOM
C YKa3aHWeM WHUIMANoB, damMuianii u JomkHOcTe. CHHCOK mpuiaraercs
K IPOTOKOJY 3aCEJaHuUs.

8.4.5. TloBecTka JHA BKJIIOYACTCS B BBOJHYIO YacTh IPOTOKOJIA.
OHa COCTOUT M3 MIEPEUHCIICHUS BOMIPOCOB, KOTOPHIE OOCYKIAIOTCS Ha 3aceIaHuH,
U 3aKpeIuIeT MOCIeI0BaTeIbHOCTh X OOCYXXIEHUs W (paMHIIuUd JOKJIaJT4YMKOB
(BBICTYMNAIOILUX).

Kaxnp1ii Bompoc MoBeCTKH JHS 3acelaHusi HymepyeTcs: apadbckoil mudpoii,
ero HauMeHoBaHue ¢Gopmynaupyrotr c¢ npeaiora «O» umn «O6». Ilo kaxmaomy
MYHKTY YKa3bIBA€TCSl TOKJIATUHK.

8.4.6. OcHoBHasi YacTh MPOTOKOJIA COJAEPIKUT CTOJBKO Pa3/IesOB, CKOJIBKO
MyHKTOB BKJIFOYEHO B TTOBECTKY JIHsI. B COOTBETCTBUM C HEHM pa3iesibl HyMEPYIOTCHI.

Kaxnpeiii  pasmen  cocrout w3 Tpex  yacteil:  «CJIIYIIAJI»,
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«BBICTYIINJIN», «PEILNIIN», KoTOpbIE ME€YaTatOTCA OT TPAHUIBI JIEBOTO OIS
MPOMUCHBIMU OyKBaMHU.

B wactm «CJIIVIIAJIM» Kparko H3naraercsi TEKCT BBICTYIUICHUS
noknaguuka. MHummansr 1 GamMuiusg T0KIaquuKa MeyaTaloTcs ¢ KpacHOW CTPOKHU
B HMMEHUTEJIBHOM MaJeKe. 3aluch [OKIAAa M3JIaracrcs OT TPEThEro JHULa
SIMHCTBEHHOTO YHCIIA ¥ OTIEISAETCS OT (pamMminu Tupe.

Ecnu Ttexer noknaga mpuiiaraertcs K MPOTOKONY, TO MCHOJB3YETCS CChLIKA
«TekcT noknana npuiraraeTcs.

B uwactu «BBICTVYIIMJIM» nepeyucnstoTcss BBICTYHAIOIUE W aBTOPbI
BONIPOCOB. MHMIMaNb! U (haMUIusl BBICTYNAIOIIETO NEYaTatoTCsl ¢ KPACHOM CTPOKHU
B HMCHHUTEIBHOM Tmafexe. Kparkasg 3amuch BBICTYIUIEHHS II0 CYLIECTBY
paccMaTpuBaeMoOro Bompoca (Mo pelIeHnio MpeceaTeIbCTBYIOIIET0) U3J1araeTcs
OT TPETHETO JIMIA EAUHCTBEHHOTO YUCJIA.

Ecnyu TeKCT BBICTYIUIEHUS MPWIATAETCA K MNPOTOKOIY, TO HCIIOJb3YETCs
ccpliKka « TeKCT BBICTYIUICHUS IPUIIATaeTCs.

B uactu «PEIIWJIN» oTpaxkaeTcs NPUHATOE PEIICHHE MO 00CYX)IaeMOMY
BOIIPOCY M PE3YJIbTAThl TOJIOCOBAHMSI.

B mportokone 3acemanusi oTpaxkaeTcs HalMuMe O0COOOro MHEHHMs y 4ieHa
TEPPUTOPHAIIBHON KoMuccuH, OGOPMIIGHHOE B THUCBMEHHOUW (opme ocoboe
MHEHHE TTIOMENIAETCS MOCJE PEIICHUS, B CBSI3H C KOTOPBIM 3TO MHEHHUE U3JI0KEHO.

8.4.7. Ilpotokon 3acenaHus IOV CHIBAETCS npeacenaTeneM
WM TIPEICENATENbCTBOBABIIMM HAa 3aCEJAHMM U CEKPETApeEM TEPPUTOPHUATBHOU
KOMUCCUU (MM WIEHOM  TEPPUTOPUAIILHOM  KOMUCCHUM,  HCIIOIHSIBLIUM
00s13aHHOCTH CEKpETaApsl TEPPUTOPUATIBHON KOMUCCHH).

8.4.8. Ilocne moanmucanusi MPOTOKOJIBI PETUCTPUPYIOTCS C MUCIOJIb30BAaHUEM
perucTpauoHHo-y4eTHo  opmbl.  [IpoTokosbl  3acegaHuil  HyMepyroTcs
B XPOHOJIOTUYECKOW IIOCIENOBATENBHOCTH B Ipefenax CpoKa IOJHOMOYMU
TEPPUTOPHUAIIBHON KOMHUCCHH.

8.4.9. TIlpoTokomsl 3aceaHuil TEPPUTOPUATILHON KOMUCCHUU, MPUOOIICHHBIE

K HHM pCHICHHUA BMCECTC C MarcpuajamM, IHOCIYXUBHIMMU OCHOBAHUCM
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JUIST UX TIPUHSTHS, OCOOBIMH MHEHUSMH YICHOB TEPPUTOPHAILHON KOMHUCCUHU
XpaHsaTcs y npejacenarens (cekperapsi Wik paObOTHHKA arapara, OTBETCTBEHHOIO
3a BEJCHHUE JICJIONPOMU3BOJICTBA) TEPPUTOPUAIILHOM KOMHUCCHHM, a 3aTeM,
oopMIIeHHBIE B COOTBETCTBUU C TpeOoBaHusIMU WHCTpyKIMH, NepenaroTcs
B apXUB.
9. O¢gopmiieHUe NPUKA30B NpeaceaaTe s
TEPPUTOPUAIHLHOH KOMUCCHH

9.1. [Ipuka3z mnpeacemarens TEPPUTOPUATHHOW KOMHCCHM TIO OCHOBHOM
NesTenbHOCTH (Ianee — mpukasz) ohopMiIseTcs Ha OJIaHKe YCTAaHOBJICHHOU (HOPMBI
(mpunoxenue Ne 4).

9.1.1 [IpoekTsl TPHUKA30B TOTOBATCS IO TIOPYYCHHUIO TMpeAcCeaaTens
TEPPUTOPUAIIBHON KOMUCCHH.

[Ipuka3zpl MOTYT TOTOBUTBCS U COTJIACOBBIBAThCS Takke cpeactBamu [1]1.
[Ipu moaroroBke mnpuka3zoB cpeactBamu IIJ] ucronp3yercs COOTBETCTBYIOLIWN
mabyoH OJaHKa TOKyMEHTA.

9.1.2. TekcT TpHWKaza COCTOWT, KakK MPaBUIIO, U3 KOHCTATUPYIOMIEH
Y pACIOPSAIUTEIbHON YaCTEN U TOJDKEH UMETh 3ar0JIOBOK.

9.1.3.B KoHcTaTupymoIleli 4YacTH U3JIAraloTCs LeIu U 3aJa4u
MPEANKUCHIBAEMBIX JNEUCTBUM. ECIM OCHOBaHMEM K W3/IaHUIO NPUKa3a SBISIETCA
HOPMAaTUBHBIM  MPAaBOBOM  aKT  WIM  PACHOPSAUTEIIBHBIA  JIOKYMEHT,
TO B KOHCTAaTHPYIOIIEH 4YacTH YKa3blBAIOTCS €ro Ha3BaHUE, J1ata, HOMED,
3aroJ0BOK.

9.14.B  pacnopsaMTeNbHOM  YacTH  CcoOJep)Karcs — IepeurcieHue
NpEANUChIBAEMBIX JIEUCTBUNA, CpOKM U uUcnoiHuTenau. [lyHKTBI TmpuKaza
HYMEPYIOTCS apaOCKUMH U(PpaMu ¢ TOYKOW U HE UMEIOT 3ar0JI0OBKOB.

9.1.5. Ecniu mipuka3 u3MeHseT, OTMEHSET WM JOMOJHIET paHee WU3AaHHBIN
MPUKAa3 WU €ro OTACIbHBIE TyHKTHI, TO 3TO OTOBAPUBAETCA B TEKCTE MPUKA3a.

9.16.B MOCJIETHEM yHKTE pacropsauTeIbHON 4acTu,
pU HEOOXOJUMOCTH, YKa3bIBAETCS JOJKHOCTHOE JHUII0, HA KOTOPOE BO3JIaraeTcs

KOHTPOJIb 3a UCIIOJTHCHUECM IIpUKa3a.
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9.1.7. Ilpmu HAJIMYUU MIPUIIOKECHU N K MIpUKa3y B TEKCTE
Ha HUX 0053aTEJIbHO IEJAeTCsl CChUIKA.

9.1.8. IlpoexkT mpukaza © MNOPWIOKEHUS K HEMY  BU3HPYIOTCS
HEINOCPEICTBEHHBIM UCIIOJIHUTEIIEM.

Ecniu B mnpukaze coaepkarca BOMNpPOChl (MHAHCUPOBAHUS BBIOOPOB,
oOecrieyeHus1 NEATEIbHOCTH TEPPUTOPUATBHOM KOMHUCCHU, TO OH BHU3HPYETCSH
y TJIaBHOIO OyXrajirepa.

[Ipukasel, nmoaroroBieHHble cpeactBamu [IJ[, BU3HMpYyIOTCS aHAJIOTHYHO
puKa3am, MOATrOTOBIEHHBIM Ha OyMa>kHOM HOCHUTEIIE.

Busbl mpocraBisitorcs Ha  OOOpPOTHOM CTOpPOHE TIOCJIETHEro JIMCTa
JOKyMEHTa (MpUKaza, NPWIOKEHUS K HEMy) IO YCTAaHOBIEHHOW Qopme
(mpuoxkerue Ne 9).

[Ipy1 noATrOTOBKE U COINIACOBAHUU MPOEKTOB NPUKA30B cpeacrsamu I1/1 muct
COIJIaCOBaHUSl pacreyaThiBaeTcs Ha OOOPOTHOM CTOpPOHE TOCJEIHEro JIMCTa
JOKYMEeHTa (MpuKasza, NpuwiokeHus K Hemy). Ilpu HeoOXoaumocTu MoJydeHHUs
BU3bI JIOJDKHOCTHOTO JIMLA Ha JIMCTE COTJIACOBAaHUS NPHKAa3a, MOJATOTOBIEHHOTO
cpeactBamu [1/], nokymeHT nepenaercs Ha OyMa)kHOM HOCHUTEJIE Ha BU3HPOBAHUE
COOTBETCTBYIOIIEMY JOKHOCTHOMY JIUILY.

9.1.9. Ilocne moanmucaHusi MPHUKa3bl PETUCTPUPYIOTCS C HCIOIb30BAHHEM
perucTpalMoHHO-y4eTHOM (opMbl M (QOPMHUPYIOTCS B Jie€lda B COOTBETCTBUU
C HOMEHKJIATypol JieJ1 TEeppUTOPUATIBHOM KOMHCCHUM BMECTE€ C JOKYMEHTaMH,
NOCITY>KUBIIMMY OCHOBAHHMEM JIJISl M3/IaHUS NIPUKA3a.

B cinywae ucnons3zoBanus s perucrpaunu 111 k PYK npucoegunsirorcs
TekcT mpukaza B gopmare docx wmnm xIsx (mna tabmuy pomyckarorcs (aiibl
dopmara  XxISX), osnekTpoHHBIH  00pa3 mpukaza B (dopmare  pdf
(mpu HEOOXOOUMOCTH) M JENAIOTCS CChUIKM Ha JIOKYMEHTBI, TOCITY>KHBIIHE
OCHOBAaHMEM ]ISl U3[IaHUs [IPUKa3a.

9.1.10. [Ipuxa3zaM NpuCBaMBAIOTCA PErHMCTPALMOHHbIE HOMEpa B Ipejenax
KaJICHJApHOrO0 TrojAa, MpU OSTOM K MOPSAKOBOMY HOMEpy uepe3 jaeduc

MPOCTaBIsAETCS OYKBEHHBIA UHIEKC «OJ».
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9.2. Opopmnenue mpuUKa30B Mpeaceaarens HN30upaTelbHOW KOMHCCUU
10 KaJPOBBIM BOTIPOCAM.

9.2.1. Ilpukassl mpeacenarens TEPPUTOPUATHHON KOMHCCHUH TIO KaJpOBBIM
BOTIpOCaM U3AI0TCS 1o KOHKPETHBIM BOTIpOCaM, CBSI3aHHBIM
C  JCATENbHOCTBIO  YJICHOB  TEPPUTOPHAIBHOW  KOMHUCCHUH,  IMPUEMOM
Ha TOCYJIapCTBEHHYIO TpaxaaHCKyio ciyx0y Cankr-lIletepOypra B ammapar
TEPPUTOPUAIBHON  KOMHCCHH,  TPOXOXKICHHEM  TPKIAHCKOW  CITY)KOBI
¥ YBOJILHCHHUEM C TPAKIAHCKOW CITY)KOBI B aImapaTe TEPPUTOPHATEHON KOMUCCHH.

9.2.2. Ilpukassl mpeacenarens TEPPUTOPUATHHOW KOMHUCCHUHU TIO KaJpPOBBIM
BOIIpocaM 0GOPMIIAIOTCS aHAIOTMYHO MPHUKA3aM IMPeACceaaTelis TePPUTOPHATBHON
KOMHCCHM TIO OCHOBHOW  JeATenbHOCTH.  I[Ipwkasam  mpuCBaMBaroOTCS
pEeTHUCTpallMOHHBIE HOMEpa B Tpeleinax KaleHJAApHOTO TOoAa, TMPH ITOM
K ITOPSIIKOBOMY HOMEPY 4epe3 AePHUC MPOCTaBIAETCS OYKBEHHBIN HHACKC «K».

9.3. Konnu npuka3oB 3aBepsIFOTCS MEYaThIO0 TEPPUTOPHATIBEHON KOMHUCCHUHU.

9.4. Tlpuka3pl BMecT€ C TPHOOIIEHHBIMH K HHM JOKYMEHTaMH,
MOCITY>KMBIITUMH OCHOBAaHWEM I WX W3MaHusA (B TOM YHCIE pacliedyaTaHHBIMU
KOMUSAMH JOKYMEHTOB, TMOCTYIHWBIIKX/TIOATOTOBICHHBIX B JJIEGKTPOHHOM BHJIE),
dbopMupyrOTCS B JIeJa COTIACHO HOMEHKIIATYpe JIe TEPPUTOPHUATBHON KOMHCCHUH,
XpaHITCs y TIpejacenaress win pabOTHHUKA ammapara, OTBETCTBEHHOTO 33 BEJICHUE
JIEIONIPOU3BOICTBA B TEPPUTOPUATIBLHOM KOMHMCCHHM, a 3aTeM, o(opMIIeHHbIE

B COOTBETCTBUU C TpeOoBaHUsAMU HCTpYKIIMHU, IEPENAIOTCS B apXUB.

10. KoHTpoJib MCTIOJIHEHUS IOKYMEHTOB M NMOPYyYeHU i

10.1. KoHTpO10 UCTIOTHEHUS TTOJICXKAT:

IIOPYYEHUs, COJEPKAIIMECS B IOCTAHOBICHUAX W JPYIMX JAOKYMEHTax
MUK Poccuu, Cankt-lIleTepOyprckoit n3OuparesbHOW KOMHMCCHH, B PEIICHUAX
TEPPUTOPUAIIBHON KOMUCCHH;

MIOPYYEHUs, COJEpKAIIMECS B IPHUKA3axX IMpeacenareias TEPPUTOPUATBHOU

KOMMCCHH;
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INUCBMEHHBIE TIOpPYYEHUs Mpejcenaresss (3aMecTUTens MNpeacenaTeli,
CeKpeTapsi) TEpPUTOPUATBHON KOMHCCHH;

BXOJAIIME JAOKYMEHTBI, B TOM YHCJIE NMUCbMEHHbIE OOpalleHMs] Tpak/IaH,
yKa3aHHbIe B [lepeuHe nonexanmx KOHTPOJ JOKYMEHTOB C YKa3aHUEM CPOKOB
ucnoyinenus (npuioxxkenue Ne 11), B COOTBETCTBUM € yKa3aHUSMU [0 UCHIOJIHEHUIO
JOKYMEHTa MpeaceaaTelss TEPPUTOPUATbHON KOMHUCCHH;

UCXOJISIUE TOKYMEHTHI, TPEOYIOIINE OTBETA;

NOPYYEHMs], COAEpKAUIMECS B MPOTOKOJAX 3aceAaHUil TeppPUTOPUATBHOM
KOMUCCHUU;

IIJIAHBI MEPONIPUATHMA.

10.2. KoHTponp uMCHONHEHHUS AOKYMEHTOB, YKa3aHHbIX B mojpaszzaene 10.1
WucTpykiuu (32 MCKIIOYEHHEM HCXOMSIIMX JOKYMEHTOB), IO CYIIECTBY
3aTPOHYTBIX B HHUX BOIPOCOB OCYILIECTBISET NpelacenaTenb (CeKperaph)
TEPPUTOPHUAIIBHON KOMHUCCHH.

10.3. KoHTpoNib HMCHOJHEHUSI HMCXOISIIMX JOKYMEHTOB, B TOM YHCIE
32 CBOEBPEMEHHOCTBIO TIOJYYEHHUsS OTBETOB Ha 3alpoChl TEPPUTOPHUAIBHON
KOMHUCCHHU, OCYIIECTBIIsIET pabOTHUK ammapara, OTBETCTBEHHBIH 3a IMOATOTOBKY
JTAHHBIX JIOKYMEHTOB.

10.4. Cpok WUCHOJIHEHUS TOPYYEHUH, COJCPKAIMUXCS B PEHICHUSIX
TEPPUTOPUAIBHOM  KOMHUCCHUM, TMpUKa3axX MpeaceaTeNss TeppUTOPHUAIBHOM
KOMHUCCHH, TUCBMEHHBIX MOPYYEHUH mpeacenaTens (3aMecTUTeNs Mpeacenares,
CeKpeTapsi) TEPPUTOPHUATBHON KOMUCCHH ONPEAEIISIOTCS 3TUMH IOKYMEHTaMHU.

10.5. JIokyMEeHT TIO/UIC)KUT HWCIOJHEHUIO HE TI03JIHEe, YeM uepes
30 kameHIapHBIX JHEW CO JHA €ro IOCTYIUIEHUS, 32 HCKIIOYEHUEM CIy4dacs,
peAyCMOTPEHHBIX MyHKTOM 10.6 HacTosIero pa3aena.

Ecnu nocnennuii 1eHb UCMIOJHEHMS IOKYMEHTA PUXOAUTCS Ha Hepabouui
JI€Hb, TO OH TOJUICKUT UCIIOTHEHUIO B MMPEANICCTBYIOMINNA eMy pabOdHii 1eHb.

JlokyMeHnTsl ¢ momeTkamu «BecbMa cpouHo», «CpOYHO» HCIOTHSAOTCSA
B TPEXJIHEBHBIN CPOK, TOKYMEHTHI C TOMETKON «OnepaTuBHO» — B I€CATHIHEBHBIN

CPOK.
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CpOK UCIONTHEHUS UCUYUCISETCA B KaJleHIApHBIX AHIX. JlJIsi mopydyeHuil —
OT JaThl TMOJMUCAHUS TOPYYEHUS, JJISI BXOJSAIIMX JIOKYMEHTOB, B TOM 4YHCJIE
oOpaleHuii, — OT 1aThl PETUCTPALIMU JOKYMEHTA.

Ecnu mocnenuuii 1eHb MCHOJMHEHHUS JOKYMEHTa, COJEPKAIEro MOMETKY
O CPOYHOCTH HCTIOJIHEHHS, MPUXOJIUTCS Ha HEepaOouuil JIeHb, TO OH MOJJICKHUT
WCIIOJIHCHUIO B CJICTYIONTUH 32 HUM pabo4uil JICHb.

10.6. Cpokn  UCHOJIHEHHUS  BXOASIIMX  JOKYMEHTOB U OOpallleHHid
YCTAHABJIMBAIOTCSI  UCXOAS U3  CPOKOB, TNpEJJiaraéMblX  OpraHu3alueH,
HaIPaBUBIIEH JOKYMEHT, UM CPOKOB, YKa3aHHBIX B IpriokeHu Ne 11,

OOGpamieHuss 0  HapylleHWW  3aKOHA, T[OCTYINHUBIIME B  TMEPUOT
COOTBETCTBYIOIIEH  M30MpaTelibHOM  KaMIIaHWM, KaMIIaHUM  pedepeHayma,
UCIIOJIHAIOTCSL B CPOKH, YCTAHOBJIEHHBIE 3aKOHOAATEICTBOM O BbIOOpax
u pedepeHyme.

10.7. OTBETCTBEHHOCTh 32 CBOEBPEMEHHOEC M  TIOJIHOE  BHECEHUE
B PErUCTPAIIMOHHO-YYETHYI0 (QOpMy CpPOKOB  HCIIOJIHEHHS  JOKYMEHTOB
U uHpOpMAIIMM O COCTOSIHUM HCIOJHEHUSI JTOKYMEHTOB, KOHTPOJb CPOKOB
WCIIOJIHEHHSI TOKYMEHTOB BO3JIArar0TCsl HAa CEKpeTapsl uiu paboTHHKa ammapara,
OTBETCTBEHHOTO 3a BEJICHUE JIEJIONPOU3BOICTRA.

10.8.B TTaHax MEPOTIPUATHHA, YTBEPKICHHBIX pEIICHUSIMHU
TEPPUTOPHAIIBHOW KOMHCCHUU, TIPHKa3aMH TMpeaceaaTeNis TeppUTOPHATbHON
KOMMCCHUU, KOHTPOJIIO TTOJIEKAT CPOKH UCTIOJIHEHUSI OTACIIBHBIX €0 MYyHKTOB.

10.9. TIpn HEOOXOAUMOCTH TPOIJICHUS CpPOKAa WCIOJHEHUS JOKyMEHTa
OTBETCTBEHHBIN 3a UCIOJHEHHUE HE MO3JHEE YeM 3a TPH JIHS 10 MCTCUCHHs CpOKa
WCIIOJTHEHUS JIOKYMEHTa MPEJCTABISICT HAa UM MpEAcenareliss TEPPUTOpUaIbHON
KOMHUCCUHU CITY’KEOHYIO 3alUCKy ¢ MOTUBHPOBAHHOM MPOCKOOI O €ro MmpoaJieHuH,
KOTOpasi MOXKET OBITh MOJITOTOBJICHA U corjlacoBaHa cpenctBamu I1]].

10.10. JIokyMeHT cunMTaeTCs UCIIOJIHCHHBIM M CHUMAETCSI ¢ KOHTPOJIS TIOCTIe
pelieHns BCEeX TOCTABICHHBIX B HEM BOIIPOCOB, COOOIIECHUS PE3YJIbTATOB
paccMOTpPEHUsI BCEM 3aMHTEPECOBAHHBIM JIUIIAM.

10.11. OcHoBaHUAMHU ISl CHATHUS JOKYMEHTA C KOHTPOJIS SIBISIOTCS:
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ciy)keOHasi 3alucKa O CHATHM JIOKyMEHTa (WM OTHAEIbHBIX €ro ITyHKTOB)
C KOHTpPOJS WM 00 HCHOJHEHUWHM JOKyMEHTa Ha WM [peacenaresis
TEPPUTOPUAIIBHOM KOMHUCCUM, IOATOTOBJICHHAS! OTBETCTBEHHBIM 32 UCIIOJIHEHUE
c ormerko («Cormacen», «Paccmorpen», «llpunaro») mnpencenarens
TEPPUTOPUAIIBHON KOMHUCCUU O MNPUHATHH HUCIOJIHEHHS, KOTOpask MOXET ObITh
MOJICOTOBJIEHA U corylacoBaHa cpeacrBamu [1/1;

pellleHne  TEeppUTOpUANIbHOM  KOMHUCCUHM,  @pUKa3  Mpeacenarens
TEPPUTOPUAIIBHOM KOMUCCUU T10 PE3yJIbTaTaM HUCIIOJHEHMS TOKYMEHTA;

OTBET Ha BXOJSALINI TOKYMEHT;

OTBETHl OT OpraHu3alMii, B KOTOpbIE JOKYMEHT OBl HampaBlieH
JUISL PAacCMOTPEHUSl IO CYIIECTBY IIOCTABJICEHHBIX B HEM BOIPOCOB U OTBETA
3asIBUTEIIIO;

HalpaBjieHHe OOpallleHus B Jpyrue OpraHu3aluu s PacCMOTPEHUs
IO CYIIECTBY MOCTABJIEHHBIX B HEM BOMPOCOB U MOCIEIYIOIIET0 HHPOPMUPOBAHUS
aBTOpa O pe3yJbTaTax PaCCMOTPEHUSI.

10.12. JlokyMeHT He CYMTAETCS CTIOTHEHHBIM U OCTAETCS Ha KOHTPOJIE:

€CIM OH HampaBJsIeTCss B JApyrHMe OpraHbl WIM  OpraHU3aluu
JUISL  PACCMOTPEHHUSI C IeJbI0 TMOJYYEHUsI TEpPUTOPUAIBHOM KOMHUCCHEH
uHbOpMaIuU, HEOOXOIUMOM ISl PACCMOTPEHHS MO CYLIECTBY MOCTaBIECHHBIX
B JIOKYMEHTE BOIpOCOB. B ciayuae HE0OOXOAMMOCTH TeppUTOpUaIbHAsT KOMUCCHUS
uH(popMHUpyeT 00 ITOM aBTOpa JOKYMEHTA;

€CIM OH HampaBJsieTcss B JApyrHMe OpraHbl WIM  OpraHU3ALMU
JUISL PAacCMOTPEHUSI IO CYIIECTBY IOCTaBJIEHHBIX B HEM BOIPOCOB U OTBETa
3asiBUTENIO C MOCIEAYIOIHUM HHMOPMUPOBAHUEM TEPPUTOPHATILHON KOMHUCCUU

O pC3yJibTaTaX MCIIOJITHCHHUA.

11. M3roroBJ/ieHHE H MCIIOJIH30BAHME MEYATEH M INITAMIIOB

11.1. JIng ynocToBepeHHs] TOJJIMHHOCTH JOKYMEHTOB WJIM COOTBETCTBUSA
KONMHUM JTOKYMEHTOB TMOJUIMHHUKAM, TMPOCTaBICHUS OTMETOK O TIOJIyYEHUH,

perucrpani 10KyMCHTOB B TCppHTOpHaHBHOﬁ KOMHUCCHUHN HUCIIOJIB3YIOTCA ICYATU
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c m3obOpaxenuem ['ocymapctBenHoro repba Poccuiickoit ®enepanun (manee —
repOOBBI€ M€YaTH) U JIPYTUe NMeYaTH U ITaMIIbI.

11.2. V3roToBiicHHE TeUYaTel W IITAMIIOB OCYIIECTBIISETCS MO YKa3aHUIO
npejceaaTens TEPPUTOPUATbHON KOMHUCCUU JHMOO B COOTBETCTBUM C PEILICHUEM
BBIIIECTOAILEH N30MPATEIbHOU KOMUCCHH.

tamnel ¢ (QakCUMUIBHBIM BOCHPOU3BEIEHUEM MOMAINUCU IpeaceaaTens,
3aMECTUTENII  IpeAceAareiss,  CeKperaps  TEpPPUTOPHAIBHON  KOMHUCCUU
U3TOTOBIIAIOTCS 1O WX TOPYYEHHIO M  MOTLYT OBITb  HCIIOJIb30BaHbI
JUIA TIPOCTaBJICHMUS Ha NyOJMKaTax M KOMHUSIX MOJMUCAHHBIX B YCTaHOBJICHHOM
NOpsAJIKE TOKYMEHTOB.

11.3. TepOoBasi medaTrp TEPPUTOPUATHHOH KOMHUCCHH MPOCTABISIECTCA
Ha  (QUHAHCOBBIX  JOKyMEHTaX, TapaHTHUWHBIX  MUCbMaX,  JOrOBOpaXx,
rOCyJAapCTBEHHBIX KOHTPAKTaX JIOBEPEHHOCTSIX, U B JPYTUX MPEIyCMOTPEHHBIX
3aKOHOJATENBCTBOM CIIydasiX.

11.4. Ha paccpuiaeMbIX KONUSAX PELIEHUH TEppUTOPHAIBHONM KOMHCCHH,
NPUKA30B MpeceaaTeNs TepPUTOPUATIbHOM KOMUCCUH, Ha TTAKETax MpPHU OTIIPABKE
JOKYMEHTOB, NpU O(GOPMIIEHHH JTOKYMEHTOB Ha NPUEM TOBApHO-MAaTE€PHAJIbHBIX
LEHHOCTEe TmpocTaBigeTrcss TrepOoBas WM HHAs TMe4YaThb TEPPUTOPUATBHOU
KOMHCCHH.

11.5. Tleyatn ¥ mWTamMnbl NOAJIEkKAT YYETYy B OTAEIIBHOM JKypHaje ydera
neyarei u HITAMIIOB pabOTHHUKOM anmnapara, OTBETCTBEHHBIM
3a J1e70npou3BoJcTBO. [leyaTn M mTaMibl BBLAAKOTCS IMOJ HOANKCH B XKypHaje
ydyera mneuyated u mramnoB. Ha >xypnHaiie mnpocraBisercss ormetrka «JCII»,
€ro JIUCThl HyMEPYIOTCS, IPOIIUBAIOTCS U OMEYAThIBAIOTCS.

11.6. Ileyatn W mWTamMnObl JOJKHBI XPAaHUTHCS B HAJEKHO 3aKPbIBAEMBIX
U OlleyaThIBa€MbIX B Hepabouee BpeMs cei(ax Win MeTAIUIMYECKUX MKadax.

11.7. KoHTpoab 3a NpaBWIBHOCTBIO XPAaHEHUS M HCIIOJIb30BAaHUS IeyaTel
U IITaMIIOB OCYHIECTBISET PAOOTHUK ammapaTa TEPPUTOPUAIBLHOW KOMHUCCHUH,

OTBETCTBEHHBIN 3a ACJIOIPOU3BOACTBO.
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CBepka HajMuus Ie4yaTedl M IITAMIIOB OCYILECTBIISECTCA IpEACEeaaTesieM
TEPPUTOPUATIBHON KOMUCCHUU OAMH pa3 B rOJ.

11.8. Ilpumeninye B HErOJHOCTh MEYaTH W INTAMIIBl YHUYTOXKAIOTCS,
O YeM COCTaBJISIETCS aKT, a B JKypHaje ydeTa IeyaTed M IITaMIOB CTAaBUTCS
COOTBETCTBYIOIAsl OTMETKA.

YHUYTOXKEHHE TNPOU3BOAUTCS IIOCIE YTBEPKIACHUS aKTa MpeICeaTesIeM
TEPPUTOPUAIBHON KOMHCCHUU. MeTainyeckue IeyaTH YHHUYTOXKAITCA IIyTeM
MOJIHOTO CIWJIMBAaHUA TEKCTa WIM ONWUJIMBAHUA JIBYMs IEPEKPECTHBIMU JIHUHUSIMU,
Kay4yKOBBI€ [1€YaTH U IITAMIIBI Pa3pE3at0TCs HA MEJIKME YaCTH WUJIU CHKUTAKOTCS.

11.9.06 yrepe mneyaTH WIM IUTAMIa HE3aMEMJIUTEIBHO CTABUTCS

B U3BECTHOCTH MPEACEAATEND TEPPUTOPUATIEHON KOMUCCHH.

12. ®@opmupoBaHue e U nepeaaya uxX B apXuB

12.1. CocraBnenue u yTBepKJACHUE HOMEHKIATYPHI JIE.

Homenknarypa nen mnpenHasHaueHa nisi (OpMUPOBAHHUS HUCIOJHEHHBIX
JOKYMEHTOB B Jeia (dJIeKTPOHHbBIE Jelia), CUCTEMaTU3allukM M yd4eTa Jell,
OIpE/ETICHUS] CPOKOB MX XPaHEHUS U SIBJISETCS OCHOBOM JUIsl COCTABIIEHUS OIUCEH
JIeNl TIOCTOSTHHOTO W JIOJITOBpeMEHHBIX (cBbime 10 J1eT) CpOKOB XpaHEHHS,
B TOM YHKCJE€ MO JHYHOMY COCTaBy, aKTOB O BBIJCICHUU K YHUYTOXKCHHIO
JOKYMEHTOB C MHCTEKIIMMHU CpOKaMH XpaHEHHus, a Takke uid ydera el
B JICJIONTPOU3BOICTBE.

B HOMeHKnaTypy nei1 MOTYT BKJIIOYATbCS 3aroJIOBKH JIEJ, OTpakarollne
NeSTebHOCTh TEPPUTOPUATFHOW KOMHUCCHH, B TOM YHCIE JMYHBIC [Iena,
CTIPAaBOYHBIE M YUETHBIE KAPTOTEKH U JPYTHE YUeTHBIE (POPMBI.

He BkiouaroTcss B HOMEHKJIATYpPY J€] NEPUOJUYECKUE H3JIaHUS, KHUIH,
OpOITIOPHI.

3arosioBOK Jena JODKEH 4YeTKO U B 0000meHHOW ¢opMe oTpaxkaTh
OCHOBHOE COjJIepKaHhe U COCTaB JOKyMeHTOB. He nmomyckaercs ynmorpeOseHue

HEKOPPEKTHBIX (POPMYJIUPOBOK, BBOJHBIX CIOB U CIOKHBIX 00OPOTOB.
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[Ipu cocTaBieHHUM HOMEHKIATYpPBI [l CIEAYyET PYKOBOJACTBOBATHCS
periaaMmeHTom TEPPUTOPUATIEHON KOMUCCHM, [Tepeunem TUIIOBBIX
yOPaBIECHYECKUX apXUBHBIX JIOKYMEHTOB, OOpa3yloluxcsi B  IpoIEcce
JESITEIIbHOCTA T'OCYIapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CAMOYIIPABJICHUS
U OpraHu3alMii, ¢ YKa3aHHEM CpPOKOB XPAaHEHUS, YTBEPKICHHBIM IPUKA30M
denepanpHOro apxuBHOro areHrctBa oT 20 npexkabps 2019 roma Ne 236
(manee — Ilepeuensn), [IpaBunamu opraHu3alUuu XpaHEHUs, KOMIUIEKTOBaHUSI,
ydyeTa U HCHOJIb30BaHUS JOKYMEHTOB ApxuBHoro ¢onna Poccuiickoit
Qenepauuu M APYTUX ApPXUBHBIX JOKYMEHTOB B TOCYJIAPCTBEHHBIX OpraHax,
OpraHax MECTHOT'O CAMOYNPABJIEHUS U OPraHU3aLMAX, YTBEPKAECHHBIX NPUKA30M
denepanbHOro apXuBHOro areHrcrsa oT 31 uronsg 2023 roga Ne 77, mopsaakamu
XpaHEHUsT M IIepelayd B apXuBbl JOKYMEHTOB, CBSI3aHHBIX C IOATOTOBKOU
51 [IPOBEICHUEM BBIOOPOB, YTBEPKAECHHBIMU UK Poccun
u Cankr-IlerepOyprckoit U30MpaTeNbHOM KOMHUCCHUU, HOMEHKJIATypaMH J1eJl
TEPPUTOPHUAIIBHON KOMUCCHUH 3a MPEALIECTBYIOIIUE TObI.

[Ipy moAroToBKE HOMEHKJIATYPHI JI€ HEOOXOAMMO YUYHUTHIBATh XapaKTep
BBIOOPOB, MPOBOJMMBIX B TIPEJICTOSIIIIEM TOMY.

Homenknatypa nen TEppUTOPUAIIBHOM KOMHUCCHM HAa MPEACTOSLIUN
KJICHIApHBIA TOJ COCTaBiseTCs pPAa0OTHUKOM ammapara, OTBETCTBEHHBIM
3a BEJICHMUE JICJONPOM3BOJACTBA, B IIOCIECIHEM KBaprajle TEKyLIero rojia,
COTJIACOBBIBAETCSI C CEKPETAPEM TEPPUTOPUATIBHOM KOMHUCCHM, PAaCCMaTpPUBAETCS
Ha  3acelaHuM  OJKCHEPTHOM  KOMHUCCHHU  TEPPUTOPUAIBHOW  KOMHCCHH,
cornacoBbiBaercsi ¢ cekperapeM  Cankrt-IletepOyprckoit  u30uparenbHON
KOMMCCHUM, YTBEPKIACTCS  IpEACENareseM  TEPPUTOPUATIBHOM  KOMHMCCUU
Y BBOJUTCS B JIHiCcTBHUE ¢ | ssHBaps cienyrolero rojaa (npuioxerue Ne 12).

Homenkiarypa nen He pexe OOHOro pa3za B IISTh JIET YTBEPKAACTCSA
AKCIEPTHO-TIPOBEPOUHOU METOIMYECKOU KOMUCCHUEN (manee — D1IMK)
Cankr-IleTepOyprckoro roCcyJJapCTBEHHOT O KAa3€HHOI'0 YUPEKICHU

«entpanpubiii  rocynapctBeHnblii  apxuB  Cankr-IlerepOypra»  (manee —

LA CII6).
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B citydae BO3HMKHOBEHHSI B TEYEHHUE I'0JIa HOBBIX JI€JI OHU JOMOJHHUTEIBHO
BHOCATCS B YTBEPKACHHYIO HOMEHKJIATYPY JI€J1 B YCTAHOBJIICHHOM BBIIIE TTOPSAJIKE.

[To oxoHYaHWW KaJEHAAPHOTO TOJa PaOOTHUK ammapara, OTBETCTBCHHBIN
3a BEICHUE JECJIONPOM3BOACTBA, B KOHIIE HOMEHKJIATYPbI €I COCTaBJIAECT
UTOTOBYIO 3aIllMCh O KOJMYECTBE 3aBEACHHBIX Jei (TOMOB, 4yacTeil), OTAEIbHO
MOCTOSTHHOTO M BPEMEHHBIX CPOKOB XpaHEHUS Ha OyMaXHOM HOCHTEIE
M O KOJWYECTBE 3aBEIICHHBIX JJIEKTPOHHBIX J€JI MOCTOSSHHOTO W BPEMEHHBIX
CPOKOB XpaHEHUS, a TAKXKE 3aMOJIHSIET Ipady 3 HOMEHKIIATYPHI.

Cpok XxpaHeHUs] JOKYMEHTOB YKa3bIBa€TCSl B HOMEHKIIATYPE JI€] CO CChUIKOM
Ha cTarblo llepeyHs Wiy MHONM HOPMATHUBHBIA IIPABOBOM aKT, YCTAHABIIMBAIOLINN
CPOK XpaHeHUs TOKyMeHTa. CpOK XpaHEHUs JOKYMEHTOB, HE YKa3aHHBIX B IAHHOM
[lepeune, ycraHaBnmuBaercss 10 coryiacoBanuto ¢ Cankrt-IleTepOyprcekoit
u3ouparenbHoi komuccuent u AIIMK LIT'A CTIO.

Ucunucnenne CPOKOB XpaHEeHUS JIOKYMEHTOB, 3aKOHYEHHBIX
JIETIONIPOU3BOJCTBOM B TEKYIIEM I'OJly, HAUMHAETCA C | sTHBapsl CIEAYIOIIETo rojia.

TepputopuanbHas KOMUCCHS TakKe BIIpaBe pa3padaThiBaTh THUIIOBbIC
W/WM  TIPUMEPHBICE HOMEHKJIATypbl Jed IS YYacTKOBBIX H30MpATEIbHBIX
KOMMCCHU.

12.2. OdbopmiieHre  TOKYMEHTOB, 3aKOHUYCHHBIX JICTOTPOU3BOJICTBOM,
dbopMupoOBaHUE U TEKYIIlee XpPaHCHHE JIe]l B TEPPUTOPHATHBHON KOMUCCHH.

3aKOHUYEHHBIE JETOMPOU3BOACTBOM JIOKYMEHTBI o opMIISIFOTCS
B COOTBETCTBHH C TpeOoBaHUSMU MHCTPYKIMHM, CHUCHIBAIOTCS TpeacenaTeemM
TEPPUTOPUAIIBHOM KOMHCCHM B Jei0. IIpy 3TOM B HMKHEHW YacTU JIMUEBOU
CTOPOHBI TEPBOT0 JIUCTA JOKYMEHTAa Ha CBOOOJHOM OT TEKCTa MECTE CTaBUTCS
OTMETKAa O €ro HCIIOJHECHUH, AETAaeTCAd HaIMmuch «B Aemo», MOXET yKa3bIBaTbCs
HOMEp JieJla IO HOMEHKJIaType U jata cnucanus. [Ipu HE0OXOIMMOCTH OTMETKa
00 WCMOJIHEHHH MOXET OBITh ciellaHa Ha OOOPOTHON CTOPOHE IMEPBOTO JIUCTA
JTOoKyMeHTa. B perucrpanmonHyro ¢GopMy BHOCHTCS OTMETKa O CIUCAaHUU

JAOKYMCHTA B JACJI0 C YKa3aHHUEM HOMCPaA ACJia COrJIaCHO HOMCHKIIATypEC ACII.
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HcnonHeHHble  AOKyMEHTHl  (OpMUPYIOTCA  paOOTHUKOM  ammapara,
OTBETCTBEHHBbIM 32 BEJCHHUE JCJONPOU3BOJCTBA, B J€la B COOTBETCTBUU
C YTBEPKICHHON HOMEHKJIATYPOU JIeIl.

Jleno cuuTaeTrcs 3aBEACHHBIM C MOMEHTa BKJIIOUYEHUS B HEro IEPBOIO
UCIIOJIHEHHOTO JIOKYMEHTA.

3aKOHYEHHBIE JIEITONPOU3BOACTBOM JIEKTPOHHBIE JOKYMEHTHI (POPMUPYIOTCS
pabOTHMKOM  amnmapaTa, OTBETCTBEHHbIM 32 BEJCHUE JIEIONPOU3BOJACTBA
B QJIEKTPOHHBIE JieNa (ManKy, AUPEKTOPUHN) B COOTBETCTBUHM C HOMEHKJIATYPOIl JIe.

I[Ipu ¢dopmupoBanun pgena MpoBepseTCs MNPABUIBHOCTh OTHECEHHUS
JOKYMEHTOB B JJaHHOE JeJi0, KayecTBO OQOpMJIEHUS U KOMIUIEKTHOCTb
JOKYMEHTOB, HaJW4W€ MOANHCEW, BU3, PErHMCTPAMOHHBIX HOMEPOB, CIIPABOK
WIA OTMETOK 00 HCHOJHEHMM, CHUCAaHMM B Jeio W Jpyrux. HempaBuibHO
oopMIIEHHBIE JTOKYMEHTBI JOJKHBI OBbITh JO0O(MOPMIIEHBI, a 3aTeM IOMEIIECHbI
B JIEJIO.

He nomyckaercss momerieHue B AENO JOKYMEHTOB, COJIEpXaHUE KOTOPBIX
HE COOTBETCTBYET 3aroJIOBKY Jea.

[Tpu popmMupoBanuu s1e1 COOTIOAAIOTCS CIAEAYIONINE TPEOOBAHNUS:

JOKYMEHTBI MOCTOSIHHOTO M BPEMEHHOTO0 XpaHeHUusi (popMUpYIOTCs B jela
pa3zenbHo;

B JIeJI0 BKJIIOYAIOTCS TOJIBKO MCIIOJHEHHbIE, MPaBUJIBHO O(OPMIICHHBIE
JIOKYMEHTBI B COOTBETCTBUU C 3ar0JIOBKaMH JI€J1 B HOMEHKJIATYPE;

BCE€ JJOKYMEHTBI, OTHOCSIIIMECS K PEIIEHUIO OJHOTO BOIPOca, (GOPMUPYIOTCS
B OJIHO JIEJIO;

JOKYMEHTBI, OJIeXkKAIINE BO3BPATY, B JIEJI0 HE TOMEIAIOTCS;

B JIEJI0 TMOMEMIAETCS TOJBKO OJHMH OK3EMIULIP JOKYMEHTa, YEPHOBHUKHU
¥ BapHaHThl POEKTOB JOKYMEHTOB B JI€JI0O HE TMOJIIMBAIOTCS (32 UCKIIOYECHUEM
T€X, Ha KOTOPBIX UMEIOTCS BU3bl, YKa3aHHUS 110 UCIIOJIHEHUIO JOKYMEHTOB H JIpyTye
OTMETKH, JIONOJIHSIOLINE ITEPBBIN IK3EMIUIAD);

B JIEJIO BKJIKOYAIOTCSA, KaK MPaBUJI0, JOKYMEHTBl OJJHOTO KaJEeHIapHOro rojaa

(I/ICKJ'HO‘-IGHI/IG COCTaBJISIKOT JIMYHBIC U MICPEXOAAITHNC z[ena);
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o0beM (popMHUPYEMBIX €N MOCTOSSHHOTO XPAaHEHUs M TI0 JIMYHOMY COCTaBY
HE JIOJDKEH npeBbimarh 250 muctoB (3—4 ¢M TONIIMHBI KOpPEIIKa Jieia), TOIIMHA
JieJT BpEMEHHBIX CPOKOB XpaHeHUusl He JospkHa mpesbimarh 10 cm. [Ipu 6omibimem
o0beMe JOKYMEHTOB B jele (OpMUPYeTCs HECKOJIbKO TOMOB (4acrtei).
[Ipn Hanuuuu B JieJie HECKOJIBKMX TOMOB (4YacTel) MHJIIEKC W 3arojoBOK Jefa
MIPOCTABJISIOTCS Ha KaXXJ0M ToMme ¢ qo6aBineHueM o6o3HaueHuit «Tom 1», «Tom 2»
U T.J.

DIJIEKTPOHHBIE JOKYMEHTBI Ha TOMa M 4YacTH HE Pa3lelsitoTCs.
Bce »nexkTpoHHBIE NOKYMEHTBI, OTHOCSIIMECS K OJHOMY HOMEHKJIATYPHOMY
WHJEKCY, HE3aBUCUMO OT UX 00beMa, BKIIFOYAIOTCS B OJIHO AJIEKTPOHHOE JIEJIO.

B ciyyae HEoOXOAMMOCTH NOKYMEHTHI MO OJHOMY UM TOMY K€ BOIIPOCY,
HO C pa3IM4HbBIM CpPOKOM XpAaHEHUSI MOTYT HAaxXOAUThCA B OJHOM JIelie
JI0 KOHI[Aa TEKYIIETrO ToJa WIH 0 3aBEPLICHUs WCIIOJHEHUs NOKYMEHTa, a 3aTeM
nepepOopMUPOBHIBAIOTCS B JieIa TIOCTOSTHHOTO ¥ BPEMEHHBIX CPOKOB XPAHCHHSI.

B neno BkmroyaroTcs Bce JOKYMEHTHI IO KOHKPETHOMY BOIIPOCY BMECTE
C TPWIOKECHUSAMH, YKa3aHHBIMH B TEKCTE€ JOKYMEHTa, MpPU OTCYTCTBUHU
MPUIIOKEHUM, YKa3aHHBIX B TEKCTE JIOKYMEHTA, UCTIOTHUTENb 00513aH OpraHu30BaTh
WX PO3BICK M B cllydae HX OOHapyKeHus CPOpMHpOBAaTH B JIEJI0 BMECTE
C JOKYMEHTOM, K KOTOPOMY OHH MpPWIAraroTrcs. ECIM poO3bICK JTOKYMEHTOB €I
IIOCTOSIHHOT'O WJIA JIOJTOBPEMEHHBIX CPOKOB XPAaHEHHS, B TOM YHUCIIE MO JIMYHOMY
COCTaBy, HE JaJl  IIOJIOKUTEIBHBIX  PE3yJbTAaTOB,  COCTABISIETCS  aKT
0 HEOOHAPYKEHHUH JIOKYMEHTOB, ITyTH PO3bICKA KOTOPBIX UCUEPIIAHBI.

JIOKyMEHTbl ~ BHYTpPM  Ji€Jla  paclojararorcsi B XPOHOJOTHYECKOMU
WJIM BOIIPOCHO-JIOTHYECKOM MTOCJIEI0BATEIBHOCTH WU UX COYETAHNUU.

HopmatuBHple ¥ OpraHM3alMOHHO-PACIOPSAUTEIBHBIE  JTOKYMEHTHI
C OTHOCSIIUMHUCS K HUM MNOPWIOKEHUAMHU TPYNIUPYIOTCS B JieJla O BUAAM
JIOKYMEHTOB U IO XPOHOJIOTUHU.

[IpoTokonBI 3aceaHnil TEPPUTOPUATIBHON KOMHUCCUM PACIIOJIATAKOTCS B JIEJIE
[0 XPOHOJIOTMM B TOPSAKE BO3pacTaHusi HOMEPOB. J[OKYMEHTBHI K 3acCEJaHHIO

TCppHTOpHaHLHOﬁ KOMHUCCHH IMOMCIIAIOTCS ITOCJIC COOTBCTCTBYIOHICTO IMPOTOKOJIA
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B MOPSJIKE PACCMOTPEHUS BOIIPOCOB HA 3aCEIaHUM.

ITonmoxxenus, MHCTPYKILIHH, YTBEPKICHHbIC pacnopsiuTeIbHbIMU
JIOKYMEHTAMU, SIBIAIOTCA TMPUIOKEHUSIMU K HUM M TPYNIUPYIOTCS BMECTE
C YKa3aHHBIMHU JJOKYMEHTAMHU.

[lmanoBas ¥ OTYETHAS TOKYMEHTAIMs HE3aBUCUMO OT JAaThl €€ COCTaBICHUS
BKJIFOYAETCA B JI€JIO TOrO ToAa, K KOTOPOMY OHA OTHOCHUTCS.

I[Ipu nHeoOxomumoctn B nene «llepemucka» wuCXoaAmuii (OTBETHBIMN)
JOKYMEHT TloMelniaercs mocie Bxopsmiero. Ilpu BO300HOBIEHHHM TMEPENUCKU
110 BOIIPOCY, HAYABIIEHCS B MPEABIAYIIEM IOy, JTOKYMEHTBI BKIIFOUAKOTCS B AEJIO0
TEKyUIEro roja M YKa3blBa€TCs HMHIEKC TOTO Jeja 10 HOMEHKJIAType el
MPEIBIAYIIEr0 ToAa, B KOTOPOM HAaXOHSTCA MPEAIICCTBYIOIMIME JOKYMEHTHI
110 ’TOMY BOIIPOCY.

OOGparieHust rpakaaH ¥ JOKYMEHTHI MO UX PACCMOTPEHHUIO (POPMHUPYIOTCS
B OTJeNbHBIC naena. OOpalieHus, JOKyMEHThI 10 UX PACCMOTPEHHUIO COCTABJISIOT
B JIeJIE CaMOCTOSITCJIbHBIE TPYNIbl W TOMEIIAIOTCS B JieJla B COOTBETCTBUHU
C HOMEHKJIATYpPOH JI€7 TEPPUTOPUATIBHON KOMHUCCHH.

[Ipu dbopmupoBaHuu Aeina U3 HECKOJIBKMX TOMOB (4YacTei), KpoMe OOIIero
3aroJioBKa Jena npu HEOOXOMMOCTH COCTAaBIISIFOTCS 3aroJIOBK1
KaXXJI0ro ToMa (4acTH), yTOUHSIOIIUE CO/IepKaHe TOMOB (4acTeil) nena.

B nenax, Haxoasuumxcsa B JETONPOU3BOJACTBE, TOKYMEHTBI TEKYIIEro roja
pacrojaralTcss IO XPOHOJOTMM CHHU3Y BBEPX MO MEpE MOCTYIUICHHUS.
[Ipy nDoAroToBKe K caade B AapXUB Jeja C JOKYMEHTaMH HOCTOSIHHOIO
U JIOJITOBpEeMEHHBIX (CBhIMIE 10 JIeT) CPOKOB XpaHEHUsS MepePOPMHUPOBHIBAIOTCS
B 00paTHOM MOpPSAJIKE: TOKYMEHT, TOCTYNUBIIUN B KaJ€HIAPHOM T'OJly MOCIETHUM,
JIOJDKEH OBITh BHM3Y JIejla, a NEPBBbIM JIOKYMEHT KaJICHJIApHOTO Tojla — BBEPXY,
MIEPBBIM.

Jlena ¢ MOMEHTa UX 3aBEICHUS U A0 NEPEJadd B apXUB WM YHUUYTOXKCHUS
B CBSI3M C UCTCUCHUEM CPOKOB XpPAaHEHHUS HAXOIATCS y MIpejcenarelis (cexperaps
uin pabOTHHUKA arrmapara, OTBETCTBEHHOI'O 3a BEJCHUE JEeJIONPOU3BOICTBA)

TEPPUTOPUATIBHON KOMUCCHHU.
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DONEeKTpOHHBIE  JIOKYMEHTHI ~ (OPMHPYIOTCS B  DJIGKTPOHHBIE  JIeJa
B COOTBETCTBUM C HOMEHKJIATypod Jen. B HoMeHKiarype nen ykas3bIBaeTcs,
YTO JIENI0 BENETCS B DJIIGKTPOHHOU (opme. DIEKTPOHHBIE TOKYMEHTHI TOCIIE
WX HWCIOJHEHHS WM OTIPAaBKU NOAJIe)kaT XpaHeHuto B IIJ] B TeueHue CpoOKOB,
MPEAYCMOTPEHHBIX JUIS aHAJOTMYHBIX JOKYMEHTOB Ha OyMa)XHOM HOCHUTEIIE.
B cmywae ecnu nena mpencTaBieHbl Ha OyMakKHOM HocuTene W B (opme
AIIEKTPOHHBIX JOKYMEHTOB («THOpHIHOE JIe€JI0») U HE HMMEIOT 3JIEKTPOHHOTO
oOpaza B cootBerctBytonied PVYK, To oHu mnomnexar CcKaHUPOBAHUIO
C TOCJICYIONUM TPUCOSAMHEHUEM JJIEKTPOHHOTO 00pa3a B COOTBETCTBYIOIIYIO
PVK.

B HOMeHKiaTtype nen 3JeKTPOHHOE JEN0 U JIeJI0 Ha OyMa)XHOM HOCHUTENe
OTPaXKalOTCA KaK JBa TOMa, HMMEIOIIME OJWH 3arojilOBOK M CpPOK XPaHEHHS.
K uHaEeKCy 3eKTpOHHOTO Jiena NpuoaBiIsieTcs Jurepa « .

[IpoTokoibl 3acenaHuii, PEUICHHS TEPPUTOPUAIBHOM KOMHUCCHUM, CIUCKHU
MPUTJIALICHHBIX, MPUJIAraéMble K IMPOTOKOJY MOJIMHHBIE 3K3EMIUIAPHI PEUICHUN
C COOTBETCTBYIOIIMMH MPUIIOKECHHUSIMH, TPOTOKOJIbHBIE MOPYUYECHUS, TOKYMEHTBHI,
MOCIYKUBIIME OCHOBAHMEM [UJII PACCMOTPEHMsS] BOIpOCAa Ha 3aceaHuu
TEPPUTOPUATILHON  KOMHUCCHUM, pacmmdppoBaHHAs  ayAHO3allUCh  3acelaHus
(mpu ee HANMMYKMM), 10 TIEpeAadyd B apXHUB HAXOMAATCS y mpeacenatens (paboTHHUKA
ammapara, OTBETCTBEHHOTO 3a BEJEHHUE [EJIONMPOU3BOJCTBA) TEPPUTOPHAIBLHOMN
KOMUCCHH.

3a COXpaHHOCTh JJOKYMEHTOB U JIeJl OTBETCTBEHHOCTh HECET MpeaceaaTelb
TEPPUTOPUATILHON KOMUCCHHU.

Jlena AOMKHBI HAXOIUThCS B pabodel KOMHATe WIM B CHEHUAIBHO
OTBEICHHOM JIJI1 ATOM 1LIEJM MOMEIIEHUN U XPaHUThCS B 3alUparoiuxcs mkadax,
MPEIOXPaHAIONIMX JOKYMEHTHI OT NIBUIM U BO3AEHCTBUS COJIHEUHOTO CBETA.

B memsx oOecriedyeHus ONEpaTUBHOIO IOUCKA JOKYMEHTOB Jiefa
pacmnoJyiararorcsi B COOTBETCTBHUM C HOMEHKJIATypOM [ieJI, KOIHS KOTOpPOU
py HEOOXOIMMOCTH, MIOMEIIIAETCS Ha BHYTPEHHEH CTOPOHE JIBEpIIbI IKada.

Ha KOopfCiKkax 00J105KEK AcJIa YKA3bIBAOTCA MHACKCHI JICJI IO HOMCHKIIATYpPC
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ned.

Jlena, Haxomsdmuecs Ha TEKYyLIEM XpaHEHHH, mojuexar ydery. llepen
nepegayer  JOKYMEHTOB B ApXMB  NPOBOJAWTCS  NPOBEPKAa  HAIWYMUA
U COCTOSIHUSI TOKYMEHTOB U JIeJl B LIEJSX YCTAHOBJICHUS (HaKTHUYECKOTO HATUUMS
JI€J U COOTBETCTBHUSI UX KOJIMYECTBY, YUCIAIIEMYCS 10 HOMEHKIAType Jedl.

[IpoBepka HaIWuusi M COCTOSIHUS JIOKYMEHTOB M JIeJd IPOBOJUTCS
IpU TNEPEMEUIEHUN €1, BO3BpaTe AEJ], CMEHE MpPEACcEeNaresisl TEPPUTOPUATBHON
KOMMCCHH, NIEPE] IIEPENAYEH B aPXHUB.

[IpoBepka mnpoBOAUTCA IIyTEM CBEPKH CTaT€d HOMEHKJIATypbl el
C OMMCAHMEM JIe]l Ha 00JI0KKE, a (PU3NUECKOEe COCTOSIHUE JIET ONPEesieTCs] MyTeM
UX BH3yaJIbHOrOo mpocMoTpa. Bce oOHapyKeHHbIE HEAOCTATKU (PUKCUPYIOTCS
B aKTE€ IPOBEPKU HAJIUYUSA U COCTOSIHUS JIEIL.

B cnydae yTparhl JOKYMEHTOB UM Jell MPOBOJUTCA  CIy>KeOHOe
paccienoBaHue, IO pe3yiabTaTaM KOTOPOIO JIMIIO, BUHOBHOE B yTpaTe, HECeT
OTBETCTBEHHOCTh B  YCTaHOBJIEHHOM  mnopsnke. [lpuHumarorcss  Mepsbl
10 3aMEIEHUI0 YTPAYE€HHOT 0 JOKYMEHTA 3aBEPEHHOM KOMHEH (110 BO3MOKHOCTH).

Ecnu  oTaenbHbIE JOKYMEHTBI, YK€ BKJIIOYEHHBIE B J€JI0, BPEMEHHO
TpeOytoTca ajis pabOThl, OHM MOTYT OBITh BBIJIAaHBI W3 J€JIa, @ HA HX MECTO
BKJIQJIBIBAETCS JINCT-3aMECTUTENb C YKAa3aHUEM, KOIJa, KOMy M Ha KAaKOW CpOK
BBIJ]aH JJOKYMEHT.

12.3. DxcnepTu3a EHHOCTH JOKYMEHTOB.

DKcnepTu3a LEHHOCTH JOKYMEHTOB MPOBOJWTCS I yCTaHOBJICHHMS
HAay4YHOM, HUCTOPUYECKOM M  NPAKTHYECKOM  3HAYUMOCTH  JIOKYMEHTOB,
0o0pa30BaBIIUXCS B TMpOLECCE JEATEIBHOCTH TEPPUTOPUAIBHON KOMUCCHH,
C LI€TIbI0 0TOOpa UX Ul JaNbHEHUIIET0 XPaHEHUsI UM YHUUTOXKECHHUSL.

DKcrepTr3a UEHHOCTH JIOKYMEHTOB IPOBOAMTCS IMPU  COCTaBICHUHU
HOMEHKJIaTyphl JeJI, B Ipolecce (OPMUPOBAHUS Ji€J, NPH MOATOTOBKE e
K Ilepefadye B AapXuB, NPU BBUICICHUHM K YHHUYTOXECHHUIO JI€J, 3JEKTPOHHBIX

JAOKYMCHTOB, HC ITOJIC)KAIIIUX XPAaHCHUIO.
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JUIsi pacCMOTpPEHHsI IPOEKTOB HOPMATHBHO-METOAMYECKUX JOKYMEHTOB
II0 BOIIPOCaM JEJIONPOU3BOJACTBA M APXUBHOIO JENA, OMUCEH JIEJI MOCTOSIHHOTO
U J101roBpeMeHHbIX (cBhile 10 JIeT) CpOKOB XpaHEHHs, aKTOB 00 YHUYTOXEHUHU
Jie] U TOKYMEHTOB, HE UMEIOIIUX HayYHON LIEHHOCTH U MPAKTUYECKOTO 3HAYEHUS,
MIPUKA30M TMpeaceaTeNss TEPPUTOPUAIBHOM KOMHUCCHUU CO3JAETCA JKCIEpPTHAas
komuccus (ganee — IK).

B ee dbyHKIMM BXOIUT pacCMOTPEHUE U COTJIACOBAHWE HOMEHKIIATYpPhl Je
TEPPUTOPUATIBHON KOMUCCHHU.

B cocta DK Moryr BKIOYaThCS UWIECHBl TEPPUTOPUAIBHOW KOMHUCCHH,
IPaKIaHCKHE CITy’Kalllhe anmnapara TEPPUTOPUATIEHOM KOMHUCCHH,
10 COrjacoBaHui0 paboTHUKHM anmapara Caskt-lleTepOyprckoil nzbuparenbHON
KOMHCCHH.

[Ipu npoBeneHHMH SKCHEPTU3bl LEHHOCTH JOKYMEHTOB OCYIIECTBIIAETCS
0TOOp JIeNT MOCTOSTHHOTO U JOJATOBPEMEHHBIX (CBbIIe 10 51eT) CPOKOB XpaHEHUS,
B TOM YHCJI€ 110 JUYHOMY COCTaBY, OTOOP JIeJI C BPEMEHHBIMU CPOKaMU XpaHEHUS,
NOAJIeKAIIMX XPAHEHUIO, BBIACICHWE K YHHUTOXXEHHUIO J€J1, CPOKU XPaHEHHS
KOTOPBIX UCTEKIU. [Ipyn 3TOM OJHOBPEMEHHO MPOBEPSIOTCS KAa4E€CTBO M IOJIHOTA
HOMEHKJIATYphl JIeJl, TMPaBUJIBHOCTh OMPEJEICHUS CPOKOB XpaHEHWs Jiell,
JIOKYMEHTOB.

OKcnepTh3a LEHHOCTH JOKYMEHTOB OCYIIECTBIIETCS IyTEM IOJHMCTHOIO
npocMoTpa Jnen. He nmonmyckaercs oTOOp JTOKYMEHTOB JJIg  XpaHEHHS
WIN K YHHUTOXEHHIO TOJIBKO Ha OCHOBaHUH 3ar0JIOBKOB €.

OT6op  SNEKTPOHHBIX  JOKYMEHTOB  JUid  Tepefadyd B apXuB
MOXXET OCYIIECTBIATHCS B aBTOMAaTU3MPOBAHHOM pPEXHME MyTeM OTOOpa
nokyMeHToB B I1]] mo npusnakam «Haekc nena», « Cpok XpaHEHUsD.

JIOKyMEHTBI, yTpaTHBIIME MPAKTUYECKOE 3HAUYEHHE UM HE HMEIOIIHe
UCTOPUYECKON WMJIM HAYYHOM LEHHOCTH, IO HMCTEYEHUU YCTAHOBJIIEHHBIX CPOKOB

XPaHCHU ITOMJICIKAT YHUYITOKCHHUIO 110 aKTY.
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AKTBI O BBIICJICHUU K YHUYTOXKEHUIO JI€] U JJOKYMEHTOB paccMaTpUBaIOTCs
Ha 3acemaHusx OK OJHOBPEMEHHO C ONUCAMM Jed. YHHUUYTOXKEHUE el
U JJOKYMEHTOB JI0 YTBEP>KICHUS aKTOB 3aIlpeIaeTcs.

[Io pesynapTaTam SKCHEPTU3bl IIEHHOCTH JOKYMEHTOB pPaOOTHHUKOM
ammapaTta, OTBETCTBEHHBIM 3a  BEJEHHUE  JICJIONPOM3BOJICTBA  €XKETOJIHO
COCTaBJSIFOTCSL CBOJHBIE OMNHUCH i€l TMOCTOSHHOTO U JOJTOBPEMEHHBIX
(cBpimie 10 7eT) CpOKOB XpaHEHUST M MO JIMYHOMY COCTaBy (TPUIIOKEHHUS
NeNe 13,14,15), a Takke aKThl O BBIICICHUM K YHHYTOXXCHHUIO JIOKYMEHTOB,
HE MTOJIJISKAIINX XpaHeHUIo (puitokeHue Ne 16).

Omnucu e TMOCTOSHHOTO M JOJTOBpeMEHHBIX (cBbime 10 JeT) cpokoB
XpaHEHUs, a TaKXKe akThl O BBIJCICHUU K YHUUYTOXKECHUIO JOKYMEHTOB,
HE MOJIeKAIINX XPaHEHUI0, paccMaTpuBaroTcs Ha JK.

Omnucu fen, JOKYMEHTOB TIOCTOSIHHOTO CpOKa XpaHEHHST M aKThl
O BBIACICHUU K YHUYTOXKEHUIO JOKYMEHTOB, HE NOJICKAIIUX XPAHEHHUIO,
MOJIEKAT yTBEPKACHUIO LleHTpallbHOM AKCHEPTHO-NPOBEPOYHON KOMHUCCUHU
(manee — [IOIIK) ApxuBHoro xkomutera Cankt-IletepOypra, a omnucu npen
no audHoMy coctaBy — yTBepxkaenuo DIIMK ILI'A CII6. Tlocne yTBepx)aeHuUs
LSIIK ApxuBHoro komureta Cankt-IleTepOypra onucu Jiea U akThl O BbIJCICHUU
K YHHUTOXEHUIO JOKYMEHTOB, HE MOJJEXKAIUIUX XPAHEHUIO, YTBEPKIAIOTCS
npeaceaaTeneM TEPPUTOPUATILHON KOMUCCHUHU.

UepHOBUKM W  PYKOMHCH  TOJTOTABIMBAEMBIX  JIOKYMEHTOB, KOIUU
WHOOPMAIIMOHHBIX H JPYTUX MAaTepHalOB, HE TMOJICKANNX BKIIOYCHUIO
B HOMEHKJIATypy J€JI, I0 MUHOBAaHMM B HUX HAJ0OHOCTH MOTYT YHHUYTOXKAThCS
0e3 cocTaBIEHUS aKTa.

[lepenner (moammBKa) J€l TPOU3BOAUTCS TOJIBKO MOCIE MPOBEACHUS
AKCIIEPTU3BI ICHHOCTH JIOKYMEHTOB.

12.4. Opopmnenue nern.

Jlena, mojuiexkanye Tmepenadye Ha XpaHEHHWE B apXUB, JODKHBI OBIThH
0 OpMJICHBI COOTBETCTBYIOILIUM 00pa3oM.

Odopmrenne fema BKIIOYaeT B ce0s MPOBEPKY CUCTEMATH3AIUH
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JOKYMEHTOB BHYTPH JI€J1a, HyMEPALMIO JTUCTOB, COCTABJICHUE BHYTPEHHEH ONUCHU
JOKyMEHTOB Jena (npuioxkenue Ne 17), nucrta-zaBeputens jena (MPUIIOKEHUE
Ne 18), obopmiierre pekBU3UTOB 00JI0KKH, TIOIIITUBKY (TIEpPETUIeT) Aena.

B 3aBHUCUMOCTH OT CPOKOB XpaHEHUSI MPOBOJAUTCS MOJHOE WM YaCTUYHOE
odopmIiIeHUE JIEII.

Jlena MOCTOSIHHOTO W IOJATOBpeMeHHBIX (cBbilie 10 JeT) CpoKOB XpaHEHUs
nojjiexar noyiHomy ogopmienuto. [lomHoe opopmieHue aena npemrycMaTpuBaeT
IPOBEPKY  CHCTEMATH3alUMW  JOKYMEHTOB BHYTPU J€la, [PaBHIbHOCTH
ux oopmieHus (HaM4dre HeOOXOAUMBIX MOIUCEH, B3, OTMETOK O PETUCTPALUU
U HCIOJHEHUH, MPUJIOKEHUN), HyMEpaluio JHCTOB, COCTABJICHHE BHYTpPEHHEH
ONHCH JOKYMEHTOB Jenia (Uisi 0cO00 LEHHBIX JeJ, JUYHBIX JEN, a Takxke e,
chOpPMHUPOBAHHBIX MO PA3HOBUIHOCTSAM JIOKYMEHTOB, 3aroJIOBKM KOTOPBIX
HE paCKpbIBAIOT KOHKPETHOE CoOJiep)KaHUEe JOKYMEHTa), COCTaBJICHUE JIUCTa-
3aBepuTens Jnena, oQopMIICHHUE PEKBU3UTOB OOJIOKKH, MOAMIUBKY (TIEpEIIeT)
nena.

Hena BpemeHHBIX (10 10 €T BKIIOYUTENBHO) CPOKOB XpPAaHEHUS MOJJIeXAT
YaCTUYHOMY O(OPMJICHHUIO: JIOMYCKAETCS HE TMPOBOJAWTH CHUCTEMAaTH3AIIUIO
JIOKYMEHTOB B JI€Jie, JIUCTHI JieJla HE HYyMEpOBaThb, 3aBEPUTENbHBIC HAJIUCU
HE COCTABJISAT.

O6noxka nena odopmIsieTcs o YCTaHOBJICHHOM dbopme
(mpunoxenne Ne 19). Tlpu sToM 0003HaUeHHE apXUBHOTO ImHdpa, HAHOCUMOE
B MPaBOM BEpPXHEM YIiy, nepeBopaunBaercs Ha 180 rpamycoB MO OTHOILIEHHUIO
K O0003HaUYeHMIO B JIEBOM HIDKHEM VIJy €IWHUIBI XpaHeHusa. CBeaeHUs
Ha 00JIOXKKY MEPEHOCATCS U3 HOMEHKJIATYPBI I€]1 C YTOUYHEHUSIMHU, OTPaKaroIMMHU
(dbakTHUeCKHil COCTAaB MOMEIIEHHBIX B JIEJIO JOKYMEHTOB.

O6noxka nena oQopMIIsieTCs YEpHBIMH CBETOCTOMKUMHU YEpHHIIAMH,
pa3bopunBo, 6€3 COKpalIeHUH.

Ha o6noxke nena yka3bpIBalOTCSl CIEAYIOLIUE PEKBU3UTHI: HAMMEHOBaHUE

TEPPUTOPUAIIBHOM KOMUCCHUH, JI€JIONPOU3BOJCTBEHHbIH HOMEp (HMHIEKC) Jena,
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3aroJIOBOK Jiejla, Jarta jena (ToMa, 4acTH), KOJMYECTBO JIMCTOB B JEle, CPOK
XpaHEHHUs JieJa, ApXUBHBIN KU aena.

PexBu3uTHI, IpocTaBisieMble Ha 00JIOKKE JAeiia, OPOPMIISIOTCS CIAEAYIOIIUM
o0Opazom:

HAaUMEHOBAaHUE TEPPUTOPUATLHON KOMHCCHM YKa3bIBa€TCsl B COOTBETCTBUU
C PErJIaMeHTOM TeppUTOpHalbHOM Komuccud. [IpM M3MEHEHWH HauMEHOBAaHMS
TEPPUTOPUAIBHON KOMUCCUHU B TEUEHHUE NEPHUOJA, OXBAThIBAEMOI'O JTIOKyMEHTAMHU
Jiena, Ha 00JI0’KKE K CTapOMy HaMMEHOBaHUIO MPUITHCHIBAETCA HOBOE;

JIeJIONPON3BOACTBEHHBIN HOMEp (MHIEKC) Jieda — mpocTaBisieTcs uudpoBoe
o0o3HaueHue (MHIEKC) Jiena M0 HOMEHKJIAType el M YKa3bIBaeTCsi HOMEp ToMa
(qactn);

3arojIoBOK (HaMMEHOBaHME) Jejla IEePEHOCUTCS W3 HOMEHKJIATypbl JAel
(B HEOOXOJIMMBIX CITy4YasiX B 3ar0JIOBOK BHOCSITCSI YTOUHEHHUS);

Jata Jena—Ha OOJOKKE Jiela yKas3blBalOTCSd JIB€ JaTbl, KOTOpPbIE
Ha3bIBAIOTCS KpalHUMHU JJaTaMU U COOTBETCTBYIOT TO/ly 3aBEJCHUS M OKOHYAHUS
nena. HavanmpHas para—3TO fara camMoro paHHEro, a KOHEYHas Jara— Jara
camMoro MO3JHEr0 JOKyYMeHTa B jeje. [Ipu 3ToM yuMThIBAIOTCS AAThl BXOASILIUX
U HUCXOISAIIMX JOKYMEHTOB (B Cilyyae HMX OTCYTCTBHS — JaThl pErucTpaluu
JIOKYMEHTOB) M HE YUYUTBIBAIOTCS J1aThl CIIMCAaHUs JTOKYMEHTOB B JI€JI0, yKa3aHUU
[0 WCIIOJIHEHUIO JOKYMEHTOB, OTMETOK HCIIOJIHUTEINS (32 UCKIIOYEHHEM CIy4acs,
KOI'/Ia Ha JIOKYMEHTax HE UMEEeTCs APYruX JaT, KpoMe NepeducieHHbIX). Jlatamu
JIeJ1, COJIep KalllUX MPOTOKOJIbI 3aCEIaHNUM, SIBISAIOTCS JaThl IEPBOrO U MOCIEIHETO
MPOTOKOJIOB, BOUIEANINUX B JEJIO.

[Ipn HamucanuM KpalHUX JaT Ha OOJIOKKAX JI€J MOCTOSIHHOTO XPaHEHHUS
YHUCIIO U TOJ MPOCTABIAIOTCS apaOCKUMH LM(paMu, a Ha3BaHUE MeCsIa MULIETCS
nponucbio 0e3 cokpamieHusa. Ha oOnokkax Jeil BpPEeMEHHBIX CPOKOB XpPAaHEHHS
YKa3bIBA€TCs TOJIBKO TO.

Ha oOmoxkax Jen, COCTOSIIMX W3 HECKOJbKHX TOMOB (4YacTei),

IIPOCTABIIAIOTCS KpallHUeE AaThl KayKJ0r0 TOMa (4acTH).
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KonmnuectBO  NMpOHYMEpOBaHHBIX B J€Ji€  JUCTOB  NPOCTABISAECTCS
C JINCTa-3aBEPUTEIIS JIEIIA.

Cpox XpaHEHHS TMEPEHOCUTCS Ha OOJIOXKKY Jelia W3 HOMEHKJIATYPHI JCII.
Ha nenax nmocrostHHOro XpaneHus numercs: «I[1octosHHO».

ApxuBHBIN mU@dp Jen1a COCTOUT U3 HoMmepa GoHaa, HOMEpa OMUCHU, HOMEpa
JIeJIa 10 OMMCHU U IIPOCTABIIIETCS TTOCIE YTBEPKACHUS U COIIaCOBAHUS OMMUCEN JIEIT
MOCTOSIHHOT'O U JIOJITOBPEMEHHBIX (CBbIIIE 10 JeT) CPOKOB XpaHEHUS.

Ha «kopemke pgena ykasplBalOTCS 3arojIOBOK  JI€JIa, HWHIACKC Jeja
10 HOMEHKJIAType, J1aTa JIejia U CPOK XPAHCHUS.

B memsx oOecrneueHMss COXPAaHHOCTH U 3aKpeIUICHUs]  MOpsKa
PACIIONIOKEHUST JOKYMEHTOB, BKJIIOUYEHHBIX B JI€JIO, BCE JIUCThI, KPOME YHCTHIX,
JUCTA-3aBEPUTENL  Jena W JIMCTOB  BHYTPEHHEM  OIMCH, HYMEPYIOTCA
B pa3BEepHYTOM BHUJE apaOCKuMU IudpamMu BagoBoi Hymepalen. YUCThie JTUCThHI
U3 jiena u3bIMaloTcs (0€3 TOBPEXKIEHHUS IEJOCTHOCTH JIela) U YHHUYTOXKAFOTCS.
Jluctel HyMEpyrOTCS HOPOCTBIM KapaHJAllOM CBEPXY BHH3 B BO3PacTaroLIEM
MOPsiIKE HOMEPOB HauMHas ¢ nepBoro. [{udpsl IpocTaBIsAIOTCS B MPaBOM BEPXHEM
yriy jucra. Hymepanus nBeTHbIMM KapaHJallaMy, YEpHWIAMHA U HyMepaTOpaMu
HE JIOIyCKaeTcsl.

JIOKyMeHTBI ¢ COOCTBEHHOW HyMmepallued JUCTOB, B TOM YHCIIE IE€YaTHbIC
U3JIaHUSA, HYMEPYIOTCS B OOIIEM TOPSAKE WM COXPAHSIIOT COOCTBEHHYIO
HYMEpAIMIO, €CIM OHa COOTBETCTBYET NOPSIAKOBOMY PACIIOJI0KEHUIO JHUCTOB
B JIEJIC.

Cnoxennblii nuct Oonbmoro ¢opmara (A2, A3) paszBopaumBaeTcs
U HyMepyeTcs B MpaBOW 4yacTu BepxHero mojs jucrta. [Ipu sTom nuct iroboro
dbopmara, TOAMIUTHIA 3a OAMH Kpail, HymMepyeTcs KakK OJWH JIUCT, a JIHCT,
CJIOKEHHBIA M TOJIIUTBHIA 3a CEePEeIUHY, MOIJICKHUT MEPEIIMBKE M HYMEPYETCs
KaK OJIMH JIKCT.

Ecnu B nene ecTh KOHBEPT C BIOXKEHUSIMH, TO CHAdala HyMEpyeTcs

KOHBEPT, a 3aTCM O4YCPCAHBIM HOMEPOM KaAKA0C BJIOKCHHUC.
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dororpapun W JIpyrue WUIIOCTPATUBHBIE MaTepHalibl HYMEPYIOTCS
Ha 00OPOTHOI CTOPOHE B JIEBOM BEPXHEM YTITY.

JIuct ¢ Harmyxo HaKJIEEHHBIMH JOKYMEHTaMH (BeIpe3kamu, GpoTorpadusiMn)
HyMepyeTcsl KaK OJIMH JIUCT. ECiM K TOKyMEHTY IOJAKJIEEHBI OJJHUM Kpaem Apyrue
JIOKYMEHTHI (BCTABKHU TEKCTa, IEPEBOJIBI), TO KAXABIA JTUCT HYMEPYETCsl OTJAEIBHO.

[Ipunoxenue K Jeily, COCTABIISIIOLIEE OTIEIbHBI TOM, HyMEpYETCs
OTJIEJIBHO.

[Ipy HamMuuu OTAENBHBIX OWIMOOK B HyMepaluu JIMCTOB B Jienax
OpyU TMOJArOTOBKE HUX K CJade B apXHWB JOIYCKAE€TCd IO COINIACOBAHUIO
C HUM YyNoTpeOJieHHE JIUTEPHBIX (C OYKBEHHBIMU JOMOJHEHUSMH) HOMEPOB
JUCTOB.

B nenax MOCTOSSHHOTO CpOKa XpaHEHUS W OTIEIbHBIX KAaTErOpHsIX el
10 JIMYHOMY COCTaBy (JIMYHBIX J€JlaX, a TakKe JejaxX, BKIIOYAIoIUX B ce0s
TPYJOBBIE JTOTOBOPBI, JIOIOBOPBHI I'PAXKIAHCKO-IIPABOBOTO XapakTepa M aKThI
BBIMOJIHEHHBIX pa0dOT K HUM) JUIsl yyeTa M IIOMCKAa JIOKyMEHTOB B Hauaje Jeia
MOYET MOMEIAThCsl BHYTPSHHSIS OMHUCH (TpritoskeHune Ne 17).

JIucTel BHYTPEHHEN ONIMCH HYMEPYIOTCSI OTAEIBHO.

Kaxxnoe neno 3akaHuMBaeTcs JMCTOM-3aBEPUTENIEM YCTAHOBJIEHHON (POPMBI
(mpmoxxkerne Ne 18).

B nucre-3aBepurene nena undpamMu ¥ Nponuchio yKa3plBaeTcs (pakTHueckoe
KOJIMYECTBO JINCTOB B IAHHOM JIEJI€, @ TAK)KE HAJIMYUE JTUTEPHBIX U MPOIMYIIEHHBIX
HOMEPOB JIUCTOB, KOJIMYECTBO JIMCTOB BHYTPEHHEH ONHWCH M HAJIM4YHUE CpPEOu
JIOKYMEHTOB Ta3eT, KHUT, Opourop, deprexeil, gororpaduii, pucyHkoB U T.A.,
CTaBATCA JaTa U MOJANHUCH pabOTHHKA, C(HOPMUPOBABLIETO NEJ0, U YKA3bIBAOTCS
€ro JOJDKHOCTb, MHMLIMANBl W (amwiud. Ecium KoIW4ecTBO JHMCTOB B JIEje
U3MEHSIETCS, 3aBepUTEIbHAs HAJAMUCh COCTABIISIETCS] BHOBD.

[Ipu nmoAroToBKe A€ K MOJIIMBKE (MEPEIIeTy) NPOBEPsAETCS NPABUIBHOCTD
ux (popmupoBanus, opopmiaeHus. MeTamiuueckiue U IMIACTUKOBBIE CKPEIUICHUS,

a TaKXKC TCPMOIICPCIICTBI U3 TOKYMCHTOB yAAJIAIOTCA.
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JIOKyMEHTBI TIOJIIITUBAIOTCS TAKUM 00pa3oM, 4TOOBI MOKHO ObLIO CBOOOIHO
MPOYUTATh TEKCT KaXJOro JOKYMEHTa, BU3bl M YyKa3aHUs IO HCIOJHEHUIO
JIOKYMEHTA.

12.5. Ilepenaya jenn B apxuB.

[Tepenaua nen mocrosiHHoro cpoka xpanenus B III'A CII6 ocyiecTBisieTcs
noeuHU4YHO 110 yTBepkaeHHbIM [[DIIK ApxuBHoro komutera Cankt-IleTepOypra
OTIHCSIM JIeTT TOCTOSIHHOT'O XPaHEHHS.

[Ipuem [OKYMEHTOB Ha TMIOCTOSIHHOE XpaHeHue OQopMIsieTCS aKTOM
npreMa-Ttiepeiaun JOKyMeHTOB (mpuioxerne Ne 20).

[Ipu mepemade nen Ha BCEX HK3EMIUIIPAX OMHMCH JIeNT MPOTUB KaxXJ0TO
BKJIIOUEHHOTO B Hee jena B rpade «[Ipumedanuey» cTaBUTCS OTMETKA O HaJUYUU
nena. B KOHIlE KaXIOro OHK3eMIUIsIpa OMUCH JIed YKa3bIBaloTcs Iudpamu
U TPONHUCHIO KOJWYECTBO (PAKTHUECKU MPUHSATHIX (MEPElaHHBIX) B apXUB JEll,
WHUIIMATB U (HaMUIIUU JIUI, OCYIIECTBISIOMNUX MpUEM-TIepeaady Iei, CTaBsATCS
UX TOJITUCH U JIaTa.

[Ipu mpueme nen B apXuBe MPOBEPSETCS MPABUWIBHOCTh UX OGOPMIICHUS.
Hena, odopmileHHbIE C HapyIIEHWEM IMPaBUJl, YCTaHOBIEHHBIX WHCTpyKIUeH,
BO3BPAIAIOTCSI B TEPPUTOPUATILHYIO KOMHCCHIO € YKa3aHUEM HEJI0CTaTKOB
JUISl UX YCTPAHEHHUS.

TepputopuansHas KOMUCCHUS UMEET MIPUOPUTETHOE paBo
Ha UCIOJb30BaHUE JOKYMEHTOB, NIEPEJaHHbIX €10 Ha TOCYJapCTBEHHOE XpaHEHUeE,
B TOM YHUCJIE HA UX MEPBYIO MyOIHKALIHIO.

12.6. ViciomHEHHBIE JIEKTPOHHBIE JTOKYMEHTHI CUCTEMATU3UPYIOTCS B Jeia
B COOTBETCTBUM C HOMEHKJIATypoW Jed TEeppUTOPUATIBHOM  KOMHCCHHU.
[Ipu cocTaBiieHMM HOMEHKJIATYpPhI JI€Jl B 3arojIOBOK Ji€Jia BKJIFOUAETCS yKa3aHUE
«IJEKTPOHHBIE JOKYMEHTBI.

Cpoku XpaHeHUs BJEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CpOKam
XPaHECHHs AaHAJIOTHYHBIX TOKYMEHTOB Ha OyMa)KHOM HOCHUTETIE.

DKClepTr3a I[EHHOCTH  OSJEKTPOHHBIX  JIOKYMEHTOB  OCYIIECTBIISCTCS

B O6H.[€M nopsaKe, yCTaHOBJICHHOM JJIs1 JOKYMCHTOB Ha 6YMa)KHOM HOCHTCIIC.
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Ilocne wucTedyeHUss CpPOKa, YCTAHOBIEHHOTO I XPAaHEHUs DJJIEKTPOHHBIX €Il
(3NMEeKTPOHHBIX  JOKYMEHTOB), = Ha  OCHOBAHMM  aKTa O  BBIJCJICHUH
UX K YHUYTOXKECHMUIO, YTBEPXKACHHOTO IIPEACEAAaTENeM TEPPUTOPUAIBHON
KOMHUCCHH, YKa3aHHbIE 3JIEKTPOHHBIE JieNa (3JIEKTPOHHBIE TOKYMEHTHI) MOJJIeKAT
YHUYTOKEHUIO.

DNEeKTpOHHBIE JOKYMEHTBI IIOCTOSHHOIO CpOKAa XpaHEHHs IepeaaroTcs
Ha apXMBHOE XpaHEHUE MO OMNHCSIM ¢ OQOPMIICHHEM aKTa IpHeMa-lepeaadn

SJICKTPOHHBIX JOKYMCHTOB.

13. OTBeTCTBEHHOCTH

13.1. Unensl TeppUTOpUATHLHOW KOMHCCHU U TPaKIAHCKHUE CIyXKalllue
amnmapaTta TEPPUTOPHAIBHOM KOMMCCHH, TpakJaHe, 3aMeIlaroliue JJIOJKHOCTH,
HE SIBJISIONTUECS JTODKHOCTSIMH TOCYAAPCTBEHHON TPaXXIAHCKOM CITy)KOBI, a TaKxKe
rpakJade, IPUBICKaeMble IO TPaXIAHCKO-TIPABOBHIM  JIOTOBOpaM, HECYT
NEePCOHAIBHYI0 OTBETCTBEHHOCTh 3a coOmojaeHue TpeboBanuii HWMHCTpyKIuwy,
COXPaHHOCTh HAXO/ISIINUXCS Y HUX JOKYMEHTOB.

13.2. OTBETCTBEHHOCTD 3a OpraHu3aIrio JIETIONIPOU3BO/ICTBA
B TEPPUTOPHATBHOU KOMHUCCHH, BHEJIpCHUE aBTOMAaTU3UPOBAHHBIX
(KOMITBIOTEPHBIX)  TEXHOJIOTMH  IMOJATOTOBKM W OOpaOOTKHM  JIOKYMEHTOB,
o0OecrieueHue COXPAaHHOCTH JIOKYMEHTOB M Tiepefady HMX B apXWB, KOHTPOJb
3a coOJIroieHuEeM TpeOOBaHUM Nuctpykiuu HECET npejcenaresnn

TEPPUTOPHUAIIBHON KOMHUCCHH.



[Tpunoxenue Ne 1
K TUnoBoi HHCTPYKIUH

0 JIETIONPOU3BOJICTBY B TEPPUTOPHATIBHON
u3buparenbHoit komuccun B Cankt-IlerepOypre

@®opMa PerucTPANMOHHOI0 )KYPHAJIA BXOASIIUX JOKYMEHTOB

Otmetka 00
HCIIOJTHEHUH
. | Kpatkoe
Peructpanu Ncexonammii (mara
. cozepxa- [ImanoBas
Jara OHHBIN Koppec- HOMEP Cnoco6 WCTIOJTHEHUS
HUE Pezomorust | McnomuauTens JaTta
MOJTyYeHUS HOMED MOHACHT U JaTa MOJTyYEHUS u /i
JIOKyMEHTa JIOKyMEHTa (ko1-B0 HCTIOHEHI PEKBU3UTHI
JIMCTOB)
HCXOJIAIIETO
JIOKYMEHTAa)
®DopMa perucTpalMOHHOIO )KYPHAJIa HCXOAALIUX JOKYMEHTOB
Kpatkoe conepxanue
ara PerucrpanmonHublit OKyYMEHTa ®UO noanucanTa
A pan Anpecar JOKY o Ucnonaurens Bun ornpaBku
perucTpalnuu | HoMep JOKyMeHTa (pPEeKBU3UTHI BXOIAIIETO JIOKyMEHTA

JIOKYMEHTA), KOJI-BO JIUCTOB




[Tpunoxenue Ne 2
K TunoBou HHCTpYKIIMU
10 JEJIONPOU3BOACTBY B TEPPUTOPHUATILHOM
n3bupartenpHO komuccun B CankT-IleTepOypre

IHEPEYEHD
JOKYMEHTOB, He MOJJIeKAIMX PEruCTPalu

1. CooO1ienus o 3aceJaHUsX, COBEIIAHUAX U TTOBECTKAX JIHS.

2. Y4yeOHble TPOrpaMMBbl, TIJIaHBI.

3. Pexmamubie U3BEIICHUS, TUIAKATHI.

4. Tlo3npaBUTENBHBIE MHChMA U TEJIETPAMMBI.

5. [IpurnacurensHble OWIIETHI, MPUTTANIECHUS HA PA3IUYHBIE MEPOIPUSATHS,
HE COJIepIKAIlNE HAJJIEKAIIUX PEKBU3UTOB NIMCHhMA.

6. Byxrantepckue TOKYMEHTHI.

7. I[leyaTHble U3TAHUS.

8. OnepatuBHass uHQOpMaIus, TOCTyMarwImas IO KaHajlaM CBS3U
['ocypmapcTBeHHONM aBTOMATU3UPOBAHHOM cucTeMbl Pocculickoni ®Denepauuu
«BBI0OpEI.

9. O6pareHus rpaxkiat, MOCTYIMBIIKE HA aAPEC FJIEKTPOHHON MOYTHI.



[Tpunoxenue Ne 3
K TunoBou uHCTpYKIMHU
10 JCJIONPOU3BOJICTBY B TEPPUTOPUATILHON
n3bupatenpHOil komuccuu B CankT-IleTepOypre

AKT

MBI, HIXKETIO AU CABIIIHECS

COCTAaBWJIM aKT O TOM, 4YTO « » 20 r. IIpu
BCKPBITHH AKETA
OOHapy KeHbI CIEIYIOINE HETOCTaTKU:

Hacrosimuii akt cocTaBiieH B ABYX DK3EMIUISPaXx.

[Toanuce, pactmmdppoBKa MOANMKUCH:




[Tpunoxenue Ne 4
K TunoBou HHCTpYKIIMU
10 JEJIONPOU3BOACTBY B TEPPUTOPHUATILHOM
n3bupartenpHO komuccun B CankT-IleTepOypre

DopMbl 0JIAHKOB, HCIOJIB3YEeMbIX B TEPPUTOPHATIBLHOM KOMUCCHU



«

»

TEPPUTOPUAJIBHASA N3BUPATEJIBHAS KOMUCCUS Ne 6

IIPOTOKOJ 3ACEJAHNUA

20  rTonm Ne

Cankr-IletepOypr



«

»

TEPPUTOPUAJIBHASA NU3BUPATEJIBHASA KOMUCCUS Ne 6
PEIMEHUE

20 ronm Ne

Canxrt-IletepOypr



«

87

TEPPUTOPUAJILHAS N3BUPATEJLHAS KOMUACCHUSA Ne 6
NPEJCEJAATEJD

IIPUKA3

» 20  ron No

Cankr-IletepOypr
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TEPPUTOPUAJIBHASA
N3BUPATEJIbHAS KOMUCCHUS Ne 6
CAHKT-IIETEPBYPI'
yi. Ilapru3ana I'epmana, 1. 3,
Cankr-Iletepoypr, 198329
Ten. (812) 241-43-55, ®@akc (812) 241-43-55
tik6.spbik.spb.ru
OKITIO 15172623; OI'PH 1037819015960;
WNHH/KIIIT 7807053839/780701001

Ne

Ha Ne oT




[Tpunoxxenue Ne 5
K TunoBou uHCTpYKIMHU
10 JCJIONPOU3BOJICTBY B TEPPUTOPUATILHON
n3bupatenpHOil komuccuu B CankT-IleTepOypre

TpeGoBaHuA K TOKYyMEHTaM, H3rOTOBJIIEMbIM € IOMOIIbIO
MeYaTaIMX YCTPOUCTB, U K (paili1aM TEKCTOBBIX J0KYMEHTOB

1. TexcTbl nOKyMEHTOB Ha OnaHkax Qopmara A4 mnevaTaroTcs uepe3
1,5 MEKCTPOUHBIX HMHTEpBaia, JOIYCKAaeTCs Ie4YaTh JOKYMEHTOB Ha OJaHKax
dbopmata A4 depe3 1 MeKCTPOUHBIM MHTEpBa, Ha OjmaHkax dopmarta A5 — depe3
1 MEKCTPOUYHBIN UHTEPBAJL.

TekcThl MOKYMEHTOB, MOATOTABIMBAEMBIX K THHOTPadCKOMY H3IaHUIO,
neyaTaroTcs Yepe3 2 MEeKCTPOUYHBIX HHTEpBaa.

2. HaumeHnoBaHue BUa TOKyMEHTA NI€YaTACTCs MPOMUCHBIMU OYKBaMH.

3. Eciu 3aromoBok K TeKCTy npeBsbimaet 150 3HaKoB (5 CTPOK), TOITycKaeTcs
npojjieBaTh €ro J0 TpaHUIbl MpaBoro mojisi. Todyka B KOHIE 3arojioBKa
HE CTaBUTCA.

4. PacumudpoBka moanucu B pekBusure  «lloammch» — medaraercs
Ha YpPOBHE IMOCJEIHEH CTPOKM HAWUMEHOBAHMS JOJDKHOCTH C HUCIHOJIb30BAaHUEM
xomOuHanuu kinasum Shift — Ctrl — TIpo6en mexny nHuIMaNaMy U aMUITHEH.

5. Cozmanne, QopMaTupoBaHWE W BBIBOJ, Ha I€4aTh JIOKYMEHTOB
IPOU3BOAMUTCS HA KOMIBIOTEpaX C HCIOJB30BAHUEM TEKCTOBOIO PENAKTOPA,
noanepxuBatoiero gopmar docx. BHenpeHnue 3eKTpOHHBIX TaOIHI], CO3TaHHBIX
B TaONMYHBIX peNaKkTopax, B JOKyMeHTHl ¢opmara docx He TOMyCKaeTcs.
JlomyckaeTcsi, Tpu HEOOXOAMMOCTH, CO3/JaHue, (opMaTupoBaHHE U BBIBOJ
HA TMedaTh TaOMUIl TOCPEACTBOM  PEAAKTOpa  JJIEKTPOHHBIX  TaOIHII,
NOJIEP>KUBAIOIIMX (popMaT xIsx.

6.[lpu  dopmaTupoBaHWM  JOKYMEHTOB  PEKOMEHIyeTcsl  paboTaTrh
C BKJIFOUEHHOM KHOMNKOH 9, 4TOOBI BUJIETh HA DKpPaHE BCE CIY>KEOHBIE CUMBOJIBI.

7.Ilpu ¢dopMaTupoBaHUU TEKCTOB JOKYMEHTOB HCIOJIb3YETCS CTUJIb,
KOTOPBIN UMEET CIICAYIOUINE TapaMeTpPhI:

o mpudT PT Astra Serif
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o pasmep 14 nyHKTOB
o OTCTYII cieBa 0cm
cripaBa 0cm
o WHTEPBAI nepen 0 myHKTOB
nocJie 0 myHKTOB
o MEKCTPOUYHBIM UHTEPBAIL IOy TOPHBIN
o nepBasi CTpoka oTcTyn Ha 1,25 cMm
o BBIpaBHUBAHUE O IIUPUHE.

8. [Ipu dopmaTupoBaHuu TaOIHI] HEOOXOAMMO COOIIOATH CIETYIONTUE
TpeOOBaHUS:

Ta0JMIla BCEerIa JOJDKHA HWMETh Ha3BaHWE, KOTOPOE BBIPABHUBACTCS
10 IIEHTPY JTOKYMEHTA;

Ta0JIMIIA BRIPABHUBACTCS 110 IIEHTPY JIUCTA;

3aroJIOBKHU CTOJIOIIOB M CTPOK BBEIPABHUBAIOTCS TI0 ICHTPY SUCHUKH;

JTAaHHBIC B siYEHKaX TaOIHIIbI BHIPABHUBAIOTCSI CBEPXY IO JIEBOMY Kpalo;

POJIOJDKEHNE TaOIHIII HA HOBOM JINCTE MOYKET HAaYMHATHCS C 3aroJIOBKOB
ee rpad (umm HOMEpoB rpad B ciydae, eciu Tpadpl TAOIUIBI HA TIEPBOM JIHCTE
IPOHYMEPOBAHbI);

CTPOKH TaOJUITBI MIEPEHOCSATCS HAa HOBBIA JUCT JOKYMEHTA HCKITFOYUTEIHHO
HETHKOM;

IIMPUHA W BBICOTA TAOJWIIBI HE JIOJDKHBI TPEBBINIATH pa3Mephl TOJEH
JIOKyMEHTA.

9. Pa3mepsl nosiel JOKyMEHTA IODKHBI UMETh CIEAYIOIINE MTapaMeTphl:

o BEpXHEe 2,0 cm
° HIDKHEE 2,0 cm
° JIEBOE 3,0 cm
° npaBoe 1,5 cwm.

OT xpast 10 KOJOHTHUTYJIA!
° BEPXHETO 1,25 cm

° HUKHETO 1,25 cm.
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10. ITpu moATrOTOBKE TOKYMEHTOB HCITOIB3YIOT CICAYIOIINE PEKBU3UTHI:
® HAVMMEHOBAaHUE OPraHU3AlH;

® HaMMEHOBAHUE BUJA JIOKYMEHTA;
® CChUIKA Ha UCXOASIIUN PETUCTPAIIMOHHBIN HOMED U J1aTy JOKYMEHTA,

® MECTO COCTaBJICHHUsI (M3J]aHUsI) TOKYMEHTA;

e rpud (momeTKka) 00 OrpaHUYCHUH JIOCTYMA K TOKYMEHTY; (TIpU HAJTUIHH )
® ajpecar;

e rpud yTBEpKICHUS TOKYMEHTA;

® 3aroJIOBOK K TEKCTY JOKYMEHTa;

® TEKCT JIOKYMEHTAa;

® OTMETKA O HAJIMYUU MPUIIOKEHUS;

® TOJIMMNCE;

® OTMeTKa 00 AJIEKTPOHHOM MOJIIUCH;

e Tpud coriacoBaHUs JOKYMEHTA;

e OTMETKA 00 MCIOJTHUTEIIC;

® WICHTH(PUKATOP PICKTPOHHOU KOIMUH JOKyMEHTA (MPY HATUYHH).

11. PekBu3uthl (KpoMe TEKCTa JOKYMEHTa U aJpecara), COCTOSIINE

M3 HCCKOJIBKUX CTPOK, II€YaTarOT CO CIACAYIOIHUMH IapaMCTpaMu:

o mpudT PT Astra Serif

o pasmep 14 nmyHKTOB

o OTCTYII cieBa 0cm
crpaBa 0cMm

o MHTEpBA nepen 0 myHKTOB
nocJie 0 myHKTOB

o MEXCTPOYHBIA UHTEPBA OJIMHAPHBIH

o OTCTYI MIEPBOM CTPOKHU HET
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o BBIPABHUBAHUE 10 LIEHTPY.

12. PexBU3UT «AnpecaTy MeyaTaroT CO CIeIyIOUMMU TapaMeTpaMu:

o mpudT PT Astra Serif

o pa3Mep 14 nyHKTOB

o OTCTYTI cieBa 7 cm
crpaBa 0cm

o WHTEpBAJI nepen 0 myHKTOB
1ocie 0 myHKTOB

o MEKCTPOYHBIM UHTEPBAIL OJIMHAPHBIN

o OTCTYII IIEPBOM CTPOKH HET

o BbIPaBHUBAHUE 10 LEHTPY.

Ecnn cocraBHble YacTH pEKBU3UTOB «Agnpecar», «I'pud yTBepkIeHUS
nokymeHTtay, «I'pud cormacoBaHus JoKyMeHTa», «OTMeTka O HaJU4uu
IPWIOKEHUS» HE YMEIATCs Ha OJHOW CTPOKE, TO Pa3pbiB CTPOKU B HYKHOM
MECT€ MPOU3BOJUTCA C IMOMOIIBIO cHUMBOJa «Pa3pblB CTpokKW» (KOMOMHAIMS

knasuin Shift — Enter), mampumep:

COI'JTACOBAHO

PyxoBogurens @enepanbHOro
ApXMBHOT'O areHTCTBA

A.H. Aptuzos

[Ipu wucnons30BaHMKM B TEPPUTOPHAIBHOW KOMHUCCHUU UACHTHUKATOpA
AJICKTPOHHON KOINWU JIOKyMEHTa (KOJOHTHTYJa) OH II€YaTaeTCs B JICBOM YIUIY
HUKHETO TIOJIS KKJION CTPAaHUIIBI JOKYMEHTA MIPUPTOM 8 TTyHKTOB.

13. Ilpu odopmiieHHH TOKYMEHTOB Ha JBYX M 0Oojiee CTpaHMIIAX BTOpas
U TIOCIICAYIOIINE CTPAHUIIBI JODKHBI OBITH MpPOHYMepoBaHbl. Homepa crpaHuIy
MIPOCTABIIAIOT TTOCEPEIMHE BEPXHETO TOJIS JIUCTa apaOCcKkumu IudpamMu 6€3 3HaKOB
IpETMHAHUSI.

Ecmu JAOKYMCHT UMCCT ITPUIIOKCHUC, TO OHO II€YATACTCA C HOBOH CTpaHUIIbI.
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14. JIns BBISIBIICHUS W MCTPABJICHUS] BO3MOKHBIX OMIMOOK B MPABOMHCAHUU
B copMHUpOBaHHBIX (aillax PEKOMEHIYEeTCS  OCYIIECTBIATH  MPOBEPKY
JIOKyMEHTOB, UCIIOIb3YSl CUCTEMBI IIPOBEPKU MTPABOTTUCAHUSI.

15. Kaxnaplif JOKYMEHT €O BCEMH NPHIOKEHUSMU K HEMY IIOMEIAl0T
B OTJEIbHBIN (ailsl (eciu NpUIIOKEHHsI CO3JIaHbl OJHUM IMpoleccopoM). BayTpu
daiina cam TOKYMEHT U Ka)KJ10€ MPUII0KEHUE TTOMEIIAIOT B OT/ICIbHBIE Pa3/Ieibl.

16. Bce pekBU3HUTHI JOKYMEHTa OTACNAIOT APYT OT JIpyra OJIHOW MyCTOMN
CTpOKO#, oOpa3zyeMoii cumBojiom a63ama (§ — kmaBuma Enter). B Tekcre
HE JIOJDKHO BCTpeYaThesi 60JIee IByX CUMBOJIOB a03ara mopsi.

17. He nomyckaercs mucaTh CJIOBa C pa3psaKoON, BCTABIIAS MPOOEITBI MEXKITY
OykBamu B cioBax. He pomyckaercs ncnoiap30BaHHe MPOOENOB sl 00pa30BaHUs
ab3aIiHOro OTCTyna (KpacHOM CTPOKHM) WUIIM IYCThIX CTPOK. B TekcTe HE MOIIKHO
BCTpeYaThcsl MmoApsa Oojee oAHOro cuMBoja mnpobena. Pazgenenune MHUIMAIOB
U damMuianm, cuMBojia Ne M 4YHclia, TIOPSIKOBOIO HOMEpPA CTaThU, YacTH, IyHKTA
WM TIOJMYHKTA MPaBOBOr0 aKTa, YUCJIA Mecslla U Ha3BaHMs Mecslla, yucia roja
U CJIOBA «TOJ», JIFOOBIX YHCIIOBBIX 3HAUYCHWW W CIUHUI] M3MEPCHUS JeIacTCs
C HCIOJIb30BaHUEM Hepa3pbIBHOTO mpobena (coueranue kiasuin Shift — Ctrl —
[TpoGen).

18. He nomyckaercst BKIIFOYATh B TEKCT JOKyMEHTA pa3/eUTelIbHbIC TUHUH,
COCTaBIICHHBIE U3 IIEMTOYEK CUMBOJIOB (¥, =, -, — U IpyTHe).

19. He nmomyckaeTcsi UCIOJB30BAaHUE B PYCCKUX CIOBaX  CXOJHBIX
o HadepTanuro JatuHckux OykB (A, a, B, C, ¢, E, e, H, K, M, O, 0, P, p, 1, X, X,
y)-

20. He pmomyckaeTcsi WCMOJIb30BaHWE CHUMBOJa Talymsamuu (—) IS
oOpa3zoBaHus ab3amHOro oTcTyna (KpacHOM CTPOKH) WM MYCTBIX CTPOK.
AO3amHBIA OTCTYN YCTaHABIWMBAaIOT B MeHIO Dopmar/A03all WM C TOMOIIBIO
BEPXHETO JIBUKKA HA TOPU30HTAJIbHON JIMHEHKE.

21. He pomyckaercs HCIOIB30BAaHUE CHMBOJIA «-» JUII OOO3HAYCHHS
nepeHoca. BmecTo Hero cieayer HUCIONb30BaTh CHUMBOJ MATKOrO IMEpeHoca

(xkomOuHarms kaasui Ctrl — «-»).
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22. JIns HamucaHus PUMCKHX HU(P JOMKHBI HCIOIH30BATHCS 3arjlaBHBIC
oykBbl natuHckoro andasurta (I, V, X, C, D, L, M). Ucnonb3oBanue najs 3Toi
IIEJTN PyCCKUX OYKB U apaOCKuX 1udp HE AOMYyCKAETCS.

23. BmecTto OyKBBI «&€» JIOIDKHA YIOTPEOJSIThC OyKBa «e» (KpoMe HMEH
COOCTBEHHBIX MPU HAJTUYHH ITOATBEPIKIAFOIINX JOKYMECHTOB).

24. PexBU3UTHI «3aroj0BOK K TEKCTY» JOJKHBI OBITh BRIPOBHEHBI 10 IIEHTPY
U KaXIbIH M3 HUX JOJDKEH MPEACTaBISTh COOOW OJMH ab3all, TO €CTh BHYTPH
TEKCTa KaKIIOTO PEKBHU3UTA HE JOJKHO OBITh cMMBOJa ab3ara. He momyckaercs
WCIIOJIb30BAaHUE CUMBOJIa ab3aria Juisi IpephIBaHUSI CTPOKU B MIPOU3BOJILHOM MECTE,
JUTSL ATOTO CJIEYET UCIIOIh30BaTh CUMBOJ pa3phbiBa CTPOKH (KOMOWHAITUS KIIABUII

Shift — Enter).



[Tpunoxenue Ne 6
K TunoBou uHCTpYKIMHU
10 JCJIONPOU3BOJICTBY B TEPPUTOPUATILHON
n3bupatenpHOil komuccuu B CankT-IleTepOypre

Cnucoxk PACCBIVIKH HCXOAAIIINX JOKYMECHTOB

Ne HaumeHoBaHue oprana

IHo/iHbII MOYTOBBIH aapec
n/n (opranuszanum)

[Ipencenarens TepputropualibHON

n30upaTenbHON KoMuccuu Ne 6

(moamuce) (pacmm@poBKa MOANKCH)

Hcnomaurens

(moanuck) (pacmmdpoBKa MOIMHCH)

« » 20 1.




[Tpunoxxenue Ne 7
K TunoBou uHCTpYKIMHU
10 JCJIONPOU3BOJICTBY B TEPPUTOPUATILHON
n3bupatenpHOil komuccuu B CankT-IleTepOypre

Ilepeyenn 0693aTeILHBIX CBEICHHI 0 JOKYMEHTAX, HCIO0/Ib3YeMbIX B IeJIsIX
ydera ¥ nmoucka aokymenros B ITJI*
1. ABtop.

2. Anpecar.
3. JIOJKHOCTB, (haMUITUST M HHUIIAAJIBI JIMIIA, TIOIITUCABIIIETO TOKYMECHT.

4. HaumeHoBaHMe TpyMIbl U BUJA JOKYMEHTA.

ol

. lara nokymeHra.

6. PeructpaniioHHbIi HOMEp JOKYMEHTA.

7. JlaTa MOCTYNUBILIETO TOKYMEHTA.

8. PeructpanioHHbIi HOMEp MOCTYIUBIIETO IOKYMEHTA.

9. CeneHusi O CBSI3AHHBIX JIOKYMEHTax (HaMMEHOBAaHUE BHJIA JIOKYMEHTA,
JlaTa, PETUCTPALIMOHHBIN HOMED, TUII CBSI3KH).

10. 3aronoBoK K TEKCTY (KpaTKoe coJiepKaHue TOKYMEHTA).

11. Unpekc nena rno HOMEHKJIATYpe Jel.

12. Ceenenus o mepeaapecariy JTOKyMEHTA.

13. Kou4ecTBO TUCTOB OCHOBHOTO JJOKYMEHTA.

14. OT™MeTka 0 NPUIIOKEHUU (KOJTUYECTBO MPUIIOKEHUHN, 00IIee KOJIMUECTBO
JIUCTOB MPUJIOKEHU ).

15. Vka3zaHus Mo MCIOJHEHUIO JOKyMEHTa (TopydYeHne, UCTIOIHUTENb, JaTa
WCTIOJTHCHUS ).

16. OT™MeTKa 0 KOHTpOJIC.

17. I'pud (mometka) 06 orpaHUYEHUU JOCTYIIA.

18. TIpoBepka 31EKTPOHHON MOAUCH (TIPU HATUYHWH).

19. IloapazaeneHue — OTBETCTBEHHBIM UCTIOJIHUTEIb JIOKYMEHTA.

20. @aiinpl  ANEKTPOHHOTO JOKyMEHTa (KOJIu4ecTBO (haiijioB, HMeHA

daiinos).

! Yicnonwsyercs cokpanienue, NpuBeIeHHOE B yHKTe 1.8 HacTosmel MHcTpyKuumy.



[Tpunoxenue Ne 8.1
K TunoBon HHCTPYKIIUU
10 JCJIONPOU3BOJICTBY B TEPPUTOPUATILHON
n3bupatenpHOil komuccuu B CankT-IleTepOypre

KYPHAJI
yueTa JMYHOIr0 NpHeMa rpaxiaaH
B TepputopuajibHoii u3duparebHoi kKoMmuccuu Ne 6

OTMeTKa d.N.0.
ITouToBBIN Kpatkoe 0 pe3yJbTarax M NOANNCH
Aara @.1.0. aapec cons JKaHUe pnyneMa JHIA
npueMa | 3asiBUTeJIsI p p P ’
3asiBUTEJIA oOpamenust (mpunsiTOE NPOBOIUBIIEr0
pelieHue) npueM

2 3 4 5 6 7




98

[Tpunoxenue Ne 8.2
K TunoBon HHCTPYKIIUU
10 JCJIONPOU3BOJICTBY B TEPPUTOPUATILHON
n3buparenpHOi komuccuu B CankT-IleTepOypre

KAPTOUKA JIUYHOI'O TIPUEMA I'PAXKJIAH
B TEPPUTOPUAJILHOMN U3BUPATEJBHON KOMUCCHUH Ne 6

JaTa oOparnieHus
Jara npuema

« » 20 r. Ne
daMuus, UMs1, OTYECTBO 3asIBUTEIIS JI0J>KHOCTHOE JIMII0, BEAYILEE IPUEM
MecTo KuTENnbCTBA, TeIePOH Pesynbratel paccMoTpenus

Kareropus 3asasurens

Coneprxanue 0OpaIeHus

A,
BBIPKAIO (baMumust, UM, OTYECTBO 3asIBUTEIIS)

corjlacMe Ha MpPEJOCTaBIEHHWE MHE YCTHOTO OTBETa B XOJE JUYHOIO IpHEMa IO CYLIECTBY
MIOCTABJIEHHBIX B YCTHOM OOpalieH!H BOoIpocoB. [IMcbMEHHOT0 OTBETa HE TpedyeTcCsl.

(mata) (moamuck 3asiBUTENS) (pacumudpoBka noamucH)

A,
BBIPAXKAI0

(dammnust, UMsi, OTIECTBO 3aSBUTEIIA)

corjacue Ha BHICO-U (WIH) ayIHONPOTOKOINPOBAHKE JINYHOTO pHEMa.

(nata) (monmuck 3asBUTETIS) (pacmmudpoBka moanucy)
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[Tpunoxenue Ne 9
K TunoBou HHCTPYKIUU
10 JCJIONPOU3BOJICTBY B TEPPUTOPUATILHON
n3bupatenpHO komuccuu B CankT-IleTepOypre

JINCT coryiacoBaHus

damunus,

JIOIDKHOCTB Hata Tonrmucs MHMIIHAJII

Ucnomaurenn
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[Tpunoxenue Ne 10
K TunoBou nHCTpYKIIMU
10 JIEJIOTIPON3BOJICTBY B TEPPUTOPUATILHOMN
nzbuparenbHoi komuccuu B Cankt-IlerepOypre

YTBEPXJIAIO

IIpencenarens TeppuropuaibHON
n3buparenbHo komuccun Ne 6

(moamnuch) (vHMLIAATBI, aMUITHS)

« » 20 r.

Otuer 0 PACCHLIIIKE 110 COOTBETCTBYOIIIUM aJipecaTaM U pasMEIllCHUH

pemenuii TepputopuajbHoii M30MpaTebHO KoMuccHU Ne 6
Ha opunmaabHOM caiite https://tik6.spbik.spb.ru

3acenanue Ne roja
No No perenust AnpecaT pacChbUIKH, apec pa3MEILCHUS [ara
n/m THUK pa3MenieHus
pacChUIKU
1
2
3
Hcnonaurens

(moanuce) (pacmmdpoBKa MOIMHCH)
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[Tpunoxxenue Ne 11
K TunoBou uHCTpYKIIMHU
10 JIEJIOTIPOU3BOJICTBY B TEPPUTOPUATILHOMN
n3buparenbHoi komuccun B Cankt-IlerepOypre

HEPEYEHD

MOAJIC/KAIINX KOHTPOJJII JOKYMECHTOB € YKa3aHHEM CPOKOB HCITOJTHCHHSA

1. ®enepanbHble  KOHCTUTYLIMOHHBIE 3aKOHBI, (pefepaibHbIE  3aKOHBI
Poccniickon @enepanun — COrJIaCHO YKa3aHHOMY B HUX CPOKY.

2. Yxaszwl [Ipesuaenta Poccuiickoit denepannu — COTIACHO YKa3aHHOMY
B HUX CPOKY.

3. Pacnopsokenuss  Ilpesumenta  Poccwmiickoit  depepaiiuu — COTJIacHO
YKa3aHHOMY B HUX CPOKY.

4. ITocranosnenust, pacnopsikenus [Ipasurensctsa Poccuiickoit @enepannu —
COTJIACHO YKa3aHHOMY B HHUX CPOKY.

5. 3akonbl Cankt-IleTepOypra — coriiacHo yka3aHHOMY B HUX CPOKY.

6. [locTanoBnenus, peleHus 3aKoHOAATENBHOTO Cobpanus
Cankr-IletepOypra — corfiacHO yKa3aHHOMY B HUX CPOKY.

7. I[locTaHoBJICHUS, pPACHOPsDKEHUST OpraHa TOCYJAapCTBEHHOM BJACTH
Cankr-IletepOypra — corjiacHO yKa3aHHOMY B HUX CPOKY.

8. [TocTaHOBIICHHS, PACTIOPSHKEHUST PYKOBOJMUTENISI OPTaHa TOCYapCTBEHHON
Bnactu Cankt-IleTepOypra — corsiacHO yKa3aHHOMY B HUX CPOKY.

9. [Napnamentckue 3anpockl Coera @enepanuu DenepanbHoro CoOpaHus
Poccuiickoit ®enepanuu, ['ocymapctBennoit Jymbr ®denepanbrHoro CobOpanus
Poccuiickoit @enepanuu — HE T03AHEE 4YeM uYepe3 15 KajneHIapHbIX JHEH
CO JHA TOJYYEHHUs MapJIaMEHTCKOrO 3ampoca WIM B HHOW YCTAHOBJICHHBIN
cooTBeTcTBYIOIIEH manaroi PeaepanvHoro CobOpanus Poccuiickoit ®@enepaunu
CPOK.

10. 3ampocst CEHATOpPOB Poccuiickon Oenepauny, JIEIyTaTOB

I'ocynapctBennoit {ymer ®denepansnoro Cobpanmsi Poccuiickoit ®eneparnum —
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He no3aHee yeM uepe3 30 KaleHIapHbIX THEeW CO JHS €ro MOJIyYEHUs WJIA B UHOMU
COTJIACOBAHHBIN C MHUIIMATOPOM 3aIpoca CPOK.

11. O6pamenuss  cenaropoB  Poccuiickori ~ denepauuu, JIemMyTaToB
INocynapctBennoit ymer ®DenepanbHoro CobOpanusi Poccuiickoit ®deneparuu
0  BONpPOCaM, CBSI3aHHBIM C WX  JICATEIBbHOCTHIO, — HE3aMEIJIUTEIIHHO
(mpu HEOOXOAMMOCTH TOJYUYEHHUS JIOMOTHUTEIBHBIX MaTEpPHUalIOB — HE MO3JHEE
yeM yepe3 30 KajJeHJapHbIX THEH CO JHS IMOTyYCHHS 0OpaIeHus ).

12. O6pamenns Ny TaTOB 3aK0HOIATEIHLHOT'O CobOpanus
Cankt-IletepOypra — B cpok, ycranoBieHHbI Cankt-IlerepOypra.

13. Ilucema u3 Apamunuctpauuu [Ipesunenra Poccuiickoit denepanumu,
[IpaBurenscTBa Poccuiickoit ®enepaunn, Koncrurtynnonnoro Cyna Poccuniickoi
Oenepaunu, BepxoBHoro Cynma Poccuiickonn ®@enepaunu, ['eHepanbHOU
npokypatypbl Poccuiickoit ®deneparuu, I[lpaButenscrBa Cankrt-IlerepOypra —
B COOTBETCTBUM C YKa3aHUSMH MO HUCIOJHEHHIO JOKYMEHTa MpeacenaTens
TEPPUTOPUAIBHOW  KOMHCCUM, €CIIM B  HUX  HE  yKa3aH  CpOK —
HE Mmo3aHee ueM uepe3 30 KaieHgapHbIX THEH.

14. TIporect npokypopa — He mo3aHee yem uepe3 10 kaneHaapHbIX JHEH.

15. IlpeacraBneHue NpoKypopa — B TEUCHHUE MECSIIA CO JHS MOCTYIICHHUS.

16. OGparmeHus, CBsI3aHHBIE C pealW3alledl W 3anuTol W30MpaTEIThHBIX
npaB U MpaBa Ha ydactue B pedepeHayme rpaxaan Poccuiickoit dexnepaiuu,
MOCTYIUBIINE B TEPPUTOPHAIBHYI0 KOMHUCCHUIO B XOJ€ COOTBETCTBYIOLIEH
n30UpaTeIbHOM  KaMIlaHWW, KamMnaHuu  pedepeHayma, —B  COOTBETCTBUU
¢ deepaabHBIM 3aKOHOM 00 OCHOBHBIX TapaHTHAX M30MpATEIbHBIX TIpaB,

17. Tlepecbuika oOpallleHUid TrpaxkJaH, COJEPXKAIIUX BOIPOCHI, pPEUICHUE
KOTOPBIX HE OTHOCUTCA K KOMIICTCHIIMM TEPPUTOPUATBLHON KOMHCCHH,
OCYILECTBIISIETCSI B TEUCHHE CEMU KAJICHIAPHBIX JTHEH.

OOpaienre, CBSI3aHHOE C COOTBETCTBYIOIIEH M30UpaTENbHONW KaMITaHUEH,
KaMIaHuel pedepeHayma, IMOCTYNHUBIIEE B TEPPUTOPHAIBHYIO KOMHUCCHIO
JI0 YCTaHOBJICHUSI €10 UTOTOB T'OJIOCOBAHUS, OMpPEIENICHUs Pe3yJIbTaTOB BHIOOPOB,

pedepenayma U coaeprKallee BOMNPOCHI, PEHIEHHE KOTOPbIX HE BXOJAMT

! Yicnonwsyercs cokpanienue, NpuBeaeHHOE B yHKTe 1.2 HacTosmel MHcTpyKuuy.
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B KOMIIETEHIIMI0O KOMHCCHM, B TEUYEHHE IIATH JHEW I0CIE JHS MOCTYIUICHUS
HalpaBliIeTC. B KOMHUCCHIO, WHOW OpraH WM JOJDKHOCTHOMY  JIMILY,
B KOMIIETEHLIHIO KOTOPBIX BXOJUT €ro pacCMOTPEHHE, a MOCTYNHUBLIEE B WHOMN
nepuoJ MO0 HE CBSI3aHHOE C COOTBETCTBYIOLIEH H30MpATENbHON KaMIaHUEH,
KaMmnaHuei pedepenyma — B TeUEHUE CEMU JHEH MOcie THS MOCTYIUICHHUS.

OOpareHus, He CBA3aHHBIE C pealn3aluel U 3alUTON N30MpaTeNbHbIX MIPaB
U mpaBa Ha ydactue B pedepenayme rpaxaaH Poccuiickoii deneparuu,
NOCTYIMBIIME B TEPPUTOPHUAIBHYI0 KOMHCCHIO B IE€PUOJ COOTBETCTBYIOLIEH
n30MpaTeNbHOW KaMIaHWM, KaMmMmaHuu pedepeHayma, a Takke IMOCTYyIUBIINE
BHE INepHoja M30MpATEeNbHON KaMIaHWM, KaMIaHUU pedepeHayma HId Mocie
YCTaHOBJICHUSI TEPPUTOPUATIBHON KOMHUCCHEH MUTOTOB I'OJIOCOBaHUS, OMpPEEICHUS
pe3ynabTatoB BBIOOPOB, pedepenayma, —B TeueHue 30 pgHed mocne JHA
UX TIOCTYIICHHUS.

18. O6pamenuss  cpeJcTB  MaccoBOM  wHGOpMAmUM 110  BOIpOcaM
penocTaBieHuss UHGOpPMAIMU —B  TEUEHHWE CEMU  KaJeHIapHbIX  JIHEW.
Ecnu TpeOyeMmble cBefieHHS HE MOTYT OBITh MPEAOCTaBIEHbI B YKa3aHHBIM CPOK,
TO JIONMYCKAeTCs OTCpOYKa B MPEJOCTABICHHM 3ampalivBaeMoil HH}opmanuu
C BPYUYEHHUEM MPEICTABUTENIO PEAAKUUU B TPEXIHEBHBIA CPOK CO AHS MOJYyYEHHUS
NUCHBMEHHOTO 3ampoca MHGOpMaluu yBEAOMJIEHHS 00 OTCpPOYKE, B KOTOPOM
YKa3bIBAIOTCS TPHUYMHBI OTCPOYKH, Jara, K KOTOpOW OyAeT mpeaocTaBiieHa
3amnpaimuBaeMas MHQOpMaIus, TOJDKHOCTHOE JIHIIO, YCTaHOBHUBILEE OTCPOUKY,
JaTa IpUHSTHS peleHus 00 OTCPOUKe.

19. 3ampoc rocygapcTBEHHOr0 OpraHa, opraHa MECTHOTO CaMOyIpaBiIeHUS
WIM JOJDKHOCTHOIO JIMIIA, pPAacCMaTpUBAIOUIEro OOpallleHHe TpaxaaHUHa, —
JOKYMEHTbl W MaTepHuayibl, HEOOXOIUMbIC [JII PACCMOTpPEHHUs OOpaunieHus,
MPEIOCTABISIOTCA B TE€YEHHE |5 NIHEH WM MHOM CPOK, YKa3aHHBIM B 3ampoce
(10 BO3MOKHOCTH), 32 HCKJIIOUYEHHEM JOKYMEHTOB W MaTEpHaloB, B KOTOPBIX
COJZIEpKATCSI CBEJICHHMS], COCTABIISFOIIUE FOCYIAPCTBEHHYIO WIIM UHYIO OXPaHSAEMYHO
dbenepanbHbBIM 3aKOHOM TaiHYy, U JJIi KOTOPBIX YCTAHOBJIEH OCOOBIN MOPSIIOK

IpE0CTABICHUS.
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[Tpunoxxenue Ne 12
K TunoBou uHCTpYKIIMHU
10 JIEJIOTIPOU3BOJICTBY B TEPPUTOPUATILHOMN
n3buparenbHoi komuccun B Cankt-IlerepOypre

TeppuropuanpHas YTBEPXJAIO
n3buparenbHas komuccust Ne 6
HOMEHKIJIATYPA JIEJI [Ipencenarens
TeppuropuanbHOU
Ne u30uparenbHoi komuccuu Ne 6
(mara)

(moamuce) (pacmugpoBKa MOMAIMKCH)
Ha roa (HaTa)
KomnuectBo
Wupexc 3aroJoBOK jena TOMOB Cpox XpaHCHHs TTpuMeyanus
nena . u No cTaTeil 1o nepevHo
(gacreit)
1 2 3 4 5
HaszBanue pasnena
(HaMMEHOBaHUE JIOJKHOCTU COCTABUTENS (Toxmuch) (pactmpoBKa MOIITHCH)
HOMEHKJIATYPBI)
(nara)
COI'JTACOBAHO COI'JTACOBAHO
ITpoTokos DKcepTHOM KOMUCCUU Cekperapb Cankr-lletepOyprekoit
TeppuropuanbHOl n30UpaTeTbHON KoMUCCHU Ne 6 n30UpaTeTbHON KOMUCCUU
oT Ne

(moamuck) (pacmmdpoBKa MOITUCH)
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[Tponomxenue npunoxxeHus Ne 12

HToropas 3amuch 0 KaTerOpUsAx U KOJIUIECTBE JICT, 3aBEACHHBIX
B roay B TepputopranbHO n30upaTeabHON KoMuccuu Ne 6

B toMm uucie

ITo cpokam xpaHeHHUs Bcero T — C OTMETKOHN
PEXOIAML «OIIK»
1 2 3 4

Ha 6ymaxkHoMm Hocutene

(mpu Hanmuuuu THOPHIHBIX AeN, ToM(a) Ha OyMa)XKHOM HOCHTENE YYHMTBHIBAIOTCS B pasJiene
tabmunbl «Ha OGymakHoM Hocutene», ToM(a) Ha JIEKTPOHHOM HOCHUTEJE YUYUTHIBAIOTCS B
paszesne TabauIbl « DJIEKTPOHHBIX»):

IlocTostHHOTO

JoarospemenHoro (cseiue 10 ser)

Bpemennoro (710 10 JieT BKIFOYUTEIBHO)

ONEeKTPOHHBIX

(pu HANMUYUK TUOPUIHBIX J1e, ToM(a) Ha OyMakHOM HOCHUTEIIE YUUTHIBAIOTCS
B paznene Tabnuibl «Ha OymaxxHOM HOcUTeNe», ToM(a) Ha SJIEKTPOHHOM HOCHUTETIE
YUUTBIBAIOTCS B pasjiese Ta0aulbl « DIEKTPOHHBIX)):

ITocTosiHHOTO

Honrospemennoro (cBeie 10 jer)

Bpemennoro (110 10 JieT BKIIOYUTEIHHO)

HUTOI'O:

(HaI/IMCHOBaHI/IC JOJDKHOCTH COCTaBHUTCIIA

HOMEHKJIATypBhl)

(mara)

(monmuck)

(pacurupoBKa MOIITUCH)
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[Tpunoxxenue Ne 13
K TunoBou uHCTpYKIIMHU
10 JIEJIOTIPOU3BOJICTBY B TEPPUTOPUATILHOMN
n3buparenbHoi komuccun B Cankt-IlerepOypre

Teppuropuanbnas YTBEPXIAIO
n3ouparenpHas komuccus Ne 6

D®OHJ Ne [Ipencenarens
OIIUCH N TeppuropnanbHON

u30uparenbHoi Komuccuu Ne 6
JIeJ1, TOKYMEHTOB MOCTOSIHHOTO XpaHEHUs

3a romg
(moamuck) (pacmmdpoBKa MOAMNKCH)
(nmata)
No Nupnexc 3aronoBok "
Kpaitnue nater KonnuectBO nucToB [Ipumevanus
/o neia nena
1 2 3 4 5 6

HazBanme pasacia

| | | |

B nanHsslii pa3aen onucH BHECEHO

Jen
(unpamMu ¥ POTHUCHIO)
c Ne o Ne , B TOM YHCIIE:
JUTEPHbIE HOMEpa: )
IIPOIYIIEHHbIE HOMEpA!
HaumeHnoBaHMe JOMKHOCTH COCTaBUTEINS MOJTHUCH pacmudpoBKa MOANUCH
OTHCH
HaunmeHoBaHMe JOIKHOCTH MOJIIHCh pacigpoBKa NOANUCH
OTBETCTBEHHOI'O 32 apXUB
(mara)
COI''TACOBAHO YTBEPXIEHA
[IpoTokoa DKCEpTHON KOMUCCHH [TpoTokout LleHTpanbHOM IKCIEPTHO -
TeppuropuansHOi U30UpaTEILHON NPOBEPOYHOM KOMUCCHH
Komuccuu Ne ApPXHMBHOTO KOMHUTETA

Cankr-IlerepOypra

oT Ne oT Ne
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[Tpunoxxenue Ne 14
K TunoBou nHCTpYKIIMU

IO JICJIONIPOM3BOJICTBY B TEPPUTOPHATILHON
nzbuparenbHoi komuccuu B Cankt-IlerepOypre

TeppuropuanbHas
n3buparenpHas komuccus Ne 6
D®OHJ Ne
OIINCb Ne

Jelt, JIOKYMEHTOB BPEMEHHBIX
(cBbime 10 meT) cpoka XxpaHeHus

YTBEPXIAIO

[Ipencenarens
TeppuropuanbHON
n3bupareapHoi Komuccuu Ne 6

(moxmuck) (pacuudpoBKa MOIIUCH)

3a roj
(mara)
Ne WNupekc 3aroyI0BOK Kpaiinue Cpok KonuuecTtso
[Ipumevanus
n/m nerna nena JaThl XpaHeHus JUCTOB
1 2 3 4 5 6 7
HaszBanue pasnena

B nanHsslii pa3aen onucH BHECEHO Jien

c Ne
quce:

JMTEPHBIE HOMEpA:

o Ne

(TudpaMu ¥ IPOITHCHIO)
, B TOM

MMpOoNyHCHHBIC HOMCpPaA:

(HaMMEHOBaHUE JIOJDKHOCTU COCTABHUTEIIS
OTIMICH)

(moanuce) (pacmmgpoBKa MOIMHCH)

(HauMeHOBaHUE JOIKHOCTH
OTBETCTBEHHOTO 32 apXUB)

(mata)

COT'JTACOBAHO
[TpoTokon DKkcrnepTHOM KOMUCCUH
TeppuropuaibHON N30UpaATETHHOM

komuccuu Ne

oT Ne

(moanuce) (pacmmdpoBKa MOIMHICH)

YTBEPXIEHA
[IpoTokon I{eHTpanbHOI KCIEPTHO -
MIPOBEPOYHON KOMHUCCUU
ApxuBHoro komuteta Cankrt-IlerepOypra

oT Ne



TeppuropuanbHas

n3buparenbHas komuccus Ne 6
®OH/J Ne
OIIMCb Ne

ACJI, IOKYMCHTOB 110 JIMYHOMY COCTaBy
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[Tpunoxenue Ne 15
K Tunosou uHCTpYKIIMHU
10 JIEJIOTIPOM3BOJICTBY B TEPPUTOPUATILHOMN
n3buparenbHo komuccun B Cankt-IlerepOypre

YTBEPXIAIO

[Ipencenarens
TeppuropuabHOU
n30buparenbHO kKoMuccuu Ne 6

Ba____Tol (moanuce) (pacmu@poBKa MOANKCH)
(mara)
No Nunekc Kpaiinue Cpox Kon-Bo
3aroJIoBOK zaena [Tpumeuanus
/o nena JlaThl XpaHEHUs JIMCTOB
1 2 3 4 5 6 7

HasBanue paznena

|

| | |

B nansslii pa3zaen onucyu BHECEHO Jen
(TudpaMu ¥ TPOITHCHIO)

¢ Ne o Ne , B TOM

YyucIe:

JUTEpPHBIE HOMEpa:! ,

MPOMNyIIEHHbIE HOMepa:

(HaMeHOBaHUE JOKHOCTH (moamuchk) (pactmmdpoBKa MOAMKCH)

OTBETCTBEHHOTO 32 apXUB)

(HauMEeHOBaHUE JOJIKHOCTH COCTABUTEIIS (moamucek) (pacmmdpoBKa MOAMKCH)

OTIMICH)

(mata)

COT'JTACOBAHO
[TpoTokoa DKCIIEpTHOU KOMUCCUH
TeppuTopualIbHOM H30UPATEIIEHOM

komuccuu Ne

oT

No

COI''TACOBAHO
[IpoTokoa 3kCIepTHO-MPOBEPOUYHOM
METOINYECKOM KOMHCCHUH
[{eHTpanbHOroO rOCy1apCTBEHHOTO apXUBa
Cankr-IlerepOypra

oT Ne
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[Tpunoxenue Ne 16
K Tunosou uHCTpYKIIMHU
10 JIEJIOTIPOM3BOJICTBY B TEPPUTOPUATILHOMN
n3buparenbHo komuccun B Cankt-IlerepOypre

TeppuropuaibHas YTBEPXIAIO
n3ouparenpHas KoMmuccust Ne 6_ [Ipencenarens
AKT TeppuropuaibHon
No n30uparenbHO KoMuccruu Ne 6

(MecTo cocTaBJICHHUS)
O BbIIEIEHHH K YHHYTOKEHHIO (moamucs) (pacuudpoBKa MOAMKCH)
(apXuBHBIX) 1OKYMEHTOB,
He MO/JIeKANUX XPAHEHH IO

(mata)

Ha ocHoBanum [IlepedHss THUNOBBIX YNPaBICHUYECKHX aPXMBHBIX  JIOKYMEHTOB,
00pa3yIoUIMXCcsi B MpPOLECCEe MACSATEIbHOCTH TOCYIApCTBEHHBIX OPraHOB, OPraHOB MECTHOTO
CaMOYNIpaBJIECHUS ¥ OpraHH3alui, C yKa3aHWEM CpPOKOB XpaHEHHS M HOMEHKJIATYphl JIel
TeppuropuansHoii n3dupaTensHol KoMuccuu Ne 6 0TOOpaHbl K YHHYTOXKEHUIO KaK HE MMEIOIINE
HAay4HO-UCTOPHYECKOI IEHHOCTH U YTPATHBIINE MPAKTHYECKOE 3HAYEHUE JOKYMEHTHI:

Ne Ne onucu
(ipu
BBIJICJIEHUH K
3aroyioBOK Ne en. xp.
YHUUTOKEHHUIO Cpoku
nena IO OTIHCH
JIOKYMEHTOB Kon-Bo XpaHEeHHUs
Ne WIn T obI (uHOEKC [Tpume-
. bt MIPU MTOATOTOBKE el. Xp. U HOMepa
n/n | TPYNIOBOM o . YaHUS
JIeN K iepeiaue (nemn) craTteit
3aroJIoBOK HOMEHKJIa-
B apXWB 0 TIEPEYHIO
JIOKYMEHTOB Type J1en)
OpraHu3alui,
rpada He
3aM0JIHSAETCS)
1 2 3 4 5 6 7 8
Utoro el. Xp. (Z1en, AMEeKTPOHHBIX Je) 3a rOJIbl
(mdpaMu ¥ TPOTHCHIO)
Onucu Aen TOCTOSHHOTO XpaHEHWs 3a rofbl yTBepXkaeHbl ¢ lleHTpampHON

DKCIIEPTHO -MPOBEpOYHON Kommccuerd ApxuBHoro komurera Cankrt-IlerepOypra (mpoTokon
OT « » 20 r. Ne ).

(HaMMEHOBaHUE JIOJKHOCTH JIMIIA, (moamuce) (pacmm@poBKa MOANUCH)
OTBETCTBEHHOT'O 32 apXUB

(mara)
COI''TACOBAHO YTBEPXIEH
IIporokos DKcepTHOM KOMUCCUU LlenTpasibHOM 3KCIEPTHO-IIPOBEPOYHOM
TeppuropuanbHON KOMHCCHHM APXHUBHOI'O KOMHUTETA
u3bupaTtenbHoit komuccuu Ne Cankr-IlerepOypra

oT Ne oT Ne
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[Tponomxkenue npunoxenus Ne 16

JIOKyMEHTBI B KOJTUUECTBE el. Xp. (e, SJIeKTPOHHBIX JeM):
- Ha OyMa)XHOM HOCHTEJIE BECOM KT CJIaHBI B

(HaMMEHOBaHUE OpPraHU3allN)

- Ha 3JICKTPOHHOM HOCHUTCJIC CJaHbl HA YHUYTOXKCHUEC

(cIoco6 YHHUTOXKECHHS )

(HauMeHOBaHUE JOJKHOCTH JIMILIA, (Tmoarucs) (pacuudpoBKa MOIMKUCH)
C/IaBIIIETO TOKYMEHTHI)

(mata)

HN3MmeHeHus B YYCTHBIC JOKYMCHTBI BHCCCHBI

(HammMeHOBaHUE JIOJDKHOCTH A, (monmucek) (pacumdpoBKa MOITUCH)
BHECLIETO M3MEHEHUs B YYETHbIE
JIOKYMEHTBI)

(mata)
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[Tpunoxxenue Ne 17
K TunoBou uHCTpYKIIMHU
0 JIEJIOTIPOM3BOJICTBY B TEPPUTOPUATILHOMN
n3buparenbHoi komuccun B Cankt-IlerepOypre

BHYTPEHHSA OIIMCH IOKYMEHTOB JAEJIA

BHyTpeHHSsIs1 OIUCH JOKYMEHTOB JeJia Ne

Perucrpanmonusiin Howmepa
Ne patl Hata 3aroa0BoK p
HOMEp JINCTOB [Ipumeyanus
n/n JIOKyMEHTa JIOKyMEHTa
JIOKYMEHTa nena
1 2 3 4 5 6
Hroro: JIOKYMEHTOB
(undpamMu U NPONKUCHIO)
KonnuecTBo 1MCTOB BHYTPEHHEN ONMCH JU1.
(TudpaMu ¥ IPOITHCHIO)
(HamMeHOBaHWE JOJKHOCTH JINIIA, (Torucs) (pacuugpoBKa MOAIKCH)

COCTABUBIIIETO BHYTPEHHIOIO OIHUCH
JOKYMEHTOB JIeJ1a)

(mata)
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[Tpunoxxenue Ne 18
K TunoBou uHCTpYKIIMHU
0 JIEJIOTIPOM3BOJICTBY B TEPPUTOPUATILHOMN
n3buparenbHoi komuccun B Cankt-IlerepOypre

JIMCT-3ABEPUTEJIb IEJIA

Jluct - 3aBeputens nena Ne

B nene noAmmTo 1 IpoHyMEpPOBAHO aucT(OB),
(mudpaMu ¥ IPOTTHCHIO)

¢ No mo Ne , B TOM 4HCJIE:

JIUTEPHBIE HOMEPA JIUCTOB

MIPONYIIIEHHBIE HOMEpa JTUCTOB

+ JINCTOB BHYTPEHHEW OMUCH

Ocob6eHHoCcTH (HPU3NYECKOTO COCTOSIHUS Homepa
u opMHUpOBaHHUSI JIeIIa JIMCTOB
1 2
(HaUMEHOBaHKE JIOJKHOCTH) (moamnuce) (pacmmgpoBKa MOIIHCH)

(mata)



113

[Tpunoxxenue Ne 19
K TunoBou uHCTpYKIIMHU
0 JIEJIOTIPOM3BOJICTBY B TEPPUTOPUATILHOMN
n3buparenbHoi komuccun B Cankt-IlerepOypre

N
oy "Iy
L

Cankr-IlerepOyprckoe rocy1apcTBeHHOE Ka3eHHOE YUpeKAeHne
«IlenTpanbHbIid rocygapcrBeHnblii apxuB Cankr-IlerepOypra»

TEPPUTOPUAJIBHASA N3BUPATEJIbBHASA
KOMUCCHUSA Ne 6

JAEJIO Ne Tom Ne

(3arosoBOK Jena)

(xkpaiiHue JaThl)

Ha JIUCTax

XpaHUTh

. Ne
On. Ne
. Ne
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[Tpunoxenue Ne 20
K TunoBou nHCTpYKIIMU
10 JIEJIOTIPON3BOJICTBY B TEPPUTOPUATILHOMN
nzbuparenbHoi komuccuu B Cankt-IlerepOypre

YTBEPX/IAIO YTBEPXIAIO
[Ipencenarens TeppuropuanbHOii HupekTop
u30upaTenbHoi Komuccuu Ne 6 Cankr-IlerepOyprckoro rocy1apcTBEHHOTO

Ka3eHHOro yupexaeHus LlenTpaabHoro
rocyaapcTBeHHoro apxusa Cankr-IlerepOypra

[Tonnuce Pacmm¢poBka nognucu [Toanuce Pacmm¢poBka
HOJIHUCH
—_— [euatp
Tlata Ileuats Tlata
AKT
Ne

InpueMa-nepeaadn apxXuBHbIX
AOKYMCHTOB Ha XpaHCHHUEC

(ocHOBaHUeE Mepeaayn)

(Ha3Banme nepenaBaemMoro GpoHa)

chai,
(HaMMEHOBaHUE OpPraHU3aluY, IepeJatoIe TOKYMEHTHI)
MIPUHSIL
(HaMMEHOBaHUE OpPraHU3alUY, TPUHUMAIOLIEH TOKYMEHTHI)
IIpuHuMaeT Ha TOCyAapCTBEHHOE XPAHEHUE JJOKYMEHTHI 3a Y CIIPABOYHBIN ammapar
K HUM: (romwr)
Ne /it HasBanue, Homep KomnyecTBo 3x3eMIuIsIpoB KomnuectBo | IIpumeuanus
ONNCH OIIHUCH JEJI, JOKYMEHTOB ex. Xp.
1 2 3 4 5
Hroro npunsro en.Xp.
(IM(paMH 1 IIPOIINCHIO)
[Iepenauy nmpoussenu IIpuem npoussenu
JomKHOCTh [Toanuce PacimudpoBka  JIomKHOCTH [Toanuce Pacumdposka
HOJIITUCH MOAIINACHU
Hara Hara
®onny npucBoeH Ne
W3meHeHus B y4eTHbIE JOKYMEHThI BHECEHBI
HanmenoBanue nomkHOCTH [Tognuce PacimmmdpoBka noanucu

OTBCTCTBCHHOI'O 3a apXUB

JlaTa




