UHCTPYKIOUSA IO AEJOINPOU3BOACTBY
B TEPPUTOPHUAJIBHOM N3BUPATEJTBHON KOMUCCHH Ne 45
1.1. Uuctpykums o JETTONPOU3BOACTBY B TeppuropuanbHOi

n30upatenbHoOi komuccuu Ne 45 (manee — MHCTpyKIMs) ycTaHABIMBAET MOPSAIOK
paboThI C TOKYMEHTaMH, OCHOBHBIC TpaBWja WX MOATOTOBKA M OGOPMIICHUS B
TeppuropuansHoit nzduparenbHoi komuccud Ne 45 (nanee — TeppurtopuanbHas
KOMUCCHSA).

[Topsimoxk pabOThl C BIEKTPOHHBIMU JOKYMEHTAMH, JOKYMEHTAMH TIO
BEJICHUIO  KaJpoBOro  JICJIONPOM3BOJCTBA  OMNPENENSeTCS  OTAEIbHBIMU
UHCTPYKITUSMU.

Nuctpykuust  pa3paborana Ha ocHoBaHuM  DenepaibHbIX  3aKOHOB
«O0 OCHOBHBIX TapaHTHUSIX HW30MpaTEIbHBIX IpaB W TMpaBa Ha YydacTUe B
pedbepennyme rpaxaan Poccuiickoin ®enepaunn», «O0 apXUBHOM Jeje B
Poccuiickoit ®enepanun», «O TOpAIKE PaCCMOTPEHUs] OOpallleHUN TpaxkiaaH
Poccniickon Denepanuny, 3aKOHOB Cankr-IlerepOypra, [IpaBun
JIEJIONPOU3BOACTBA B  (pefepalibHBIX  OpraHax MCIOJHUTEIBHOM  BIACTH,
YTBEPKACHHBIX TMocTtaHoBiieHWeM lIpaBurtensctBa Poccuiickoin @Penepanuun
or 15 wurons 2009 roma Ne 477, ¢ ydetom MeETOAMYECKMX PEKOMEHIALIMMI IO
pa3pabOTKe WHCTPYKIIMH 10 JEJONPOU3BOACTBY B (eAepalbHbIX OpraHax
WCIIOJIHUTENILHON BJIACTH, YTBEPXKACHHBIX TpHKazoM dDenepalibHOTO apXUBHOTO
areHTcTBa oT 23 nexadbps 2009 roma Ne 76, mOCTaHOBICEHUM U UHBIX HOPMATHUBHBIX
aktoB I[IUK Poccun, Cankrt-IlerepOyprckoii u30uparenbHON KOMHUCCUHU, C
ucnonszoBanuem 'OCTa P 7.0.8-2013 «CUBM /. Jlenonpon3BoACTBO U apXUBHOE
neno. Tepmumabsl wu  ompemenenus», [OCTa P 7.0.97-2016 «CHUBU/I.
YuuduimpoBanHbie CUCTEMBI JOKYMEHTAIUU. OpraHuzaioHHoO-
pacropsiiuTeabHas JOKYMEHTALIU.

PaGota ¢ pokymeHTamu, conepKamuMu WHGOPMAIMIO OTPAHUYECHHOTO
paclpoCTpaHEHUsl, OCYIIECTBISIETCSI B COOTBETCTBHM C TOCTAHOBJICHUEM
[IpaButensctBa Poccuiickoit ®enepaumu ot 3 HosiOps 1994 roma Ne 1233

«O6 yrtBepxaeHun I[lomoxeHuss o mopsimke oOOpareHusi co  CIy>KeOHOM



uH(popMalMelt OrpaHMYEHHOTO pACIPOCTPAHEHHS B (eAepaibHbIX OpraHax
VCIIOJIHUTEIIHOM BIJIACTH, YIIOJJHOMOYEHHOM OpPraHEe YIIPABIICHMS UCIIOIb30BaHUEM
ATOMHOW SHEPTrUHM U YNOJHOMOYEHHOM OPraHE MO KOCMHUYECKOU JEATEIBLHOCTHY,
3a HCKJIIOYEHHEM JIOKYMEHTOB, COJAEpXalluX CBeACHHs 00 u30uparesx,
y4JacTHHKaxX pedepenayma, oOpamarmmuxcs B pamMkax (QYHKIHOHUPOBAHUS
['ocynapcTBeHHOM cucTeMbl peructpanuu (ydera) wu3Ouparteneil, y4acTHHUKOB
pedepenayma B Poccuiickoit deaeparumu.

1.2. IlpaBuna odopMiaeHUsT JOKYMEHTOB W TOPSIOK pabOThl C HUMH,
peayCMOTpEeHHbIE HacTosmed WHCTpykuuei, oO0s3aTeNbHbl Il 4YJICHOB
TeppuTOprualbHOM KOMHUCCHUM W TOCYJAApPCTBEHHBIX TPaXTAHCKUX CIIYKAIIUX
ammapara TeppuTopHaIbHONH KOMHCCHU (Haliee — TpaKIaHCKHE CIyXKallue), a
TaKXke JIUIL], IPUBJIEKAEMBIX 0 TPaKIaHCKO-TIPABOBBIM JOTOBOPaM.

1.3. PaGoTHUKH, TOCTYNHBIIINE HA TOCYAAPCTBEHHYIO TPAXKITAHCKYIO CITYKOYy
B amnmapar TeppUTOpHATIbHOW KOMHUCCHH, JOJKHBI OBITh O3HAKOMJIEHBI TIOJ
MOJIKCH C TEKCTOM HacTosen MucTpykuuu.

1.4. Benenue JETTONTPOU3BOCTBA TeppuropuanbHOii KOMUCCHH
OCYILIECTBISIET MpeAcenareiib TeppuTOpUaIbHONM KOMHUCCUM WM T'Pa)KJAHCKUU
CIy)Kamui ammapara TeppUTOpuasbHOM KOMHCCHM B COOTBETCTBHM CO CBOUM
JIOJKHOCTHBIM PETJIAMEHTOM.

1.5.B cnydae yxoma B OTHYCK, BbI€3Ja B KOMAaHJIHUPOBKY, OOJIE3HH,
YBOJIbHEHUSI ~ UCIOJHUTENS JOKYMEHTOB MpeAcCenarelib [eppuTopuaibHOU
KOMHUCCHM JAaeT YKa3aHHE MepefaTb HEUCIIOJHECHHBIE JIOKYMEHTBI JIPYyrOMYy
VICTIOJIHUTEITIO.

1.6. lenmompon3BoactBO B TeppuropruaibHOW KOMHCCHUU OCYIIECTBISETCS C
VCIIOJIb30BAHUEM TPOTPAMMHOIO M3Aenus «Jlemno» MOoACHCTEMBI aBTOMAaTU3alUU
aIMUHHUCTPATUBHON  JEATEINBHOCTH ['OCyHapCTBEHHOM aBTOMATHU3UPOBAHHOU
cuctembl Poccuiickoit deneparn «BbIOOpHDY, BXOASAIIEH B COCTAB CIEIUATBLHOTO
nporpammHuoro oodecnedenus (mpanee — [T JIEJIO).

Hoctyn k IIM JIEJIO ocymectBisieTcss B COOTBETCTBUU € PeriiameHToM

HUCIIOJIb30BaHUA I/IHCI)OpMaI_[I/IOHHBIX peCypcCoB KOMIIJICKCA aBTOMaTu3alnu



TeppuTopuasibHOM u3OuparenbHoi komuccun (manee — KCA TUK) mo mpukazy
npenacenarens TeppuTopranbHOl KOMUCCUH.

Paborta ¢ nmokymeHtamu TeppuTOpHaTbHON KOMHMCCHH OCHOBBIBAE€TCSI Ha
IIPUHIUIE OJJHOKPATHOM PErUCTPALMHA JOKYMEHTA.

1.7. 1IN JEJIO mpemocTaBisieT BO3MOXXHOCTh paboOTaTh C 3IEKTPOHHBIMU
oOpasnamu JTOKyMEHTOB U 3JIEKTPOHHBIMU JOKYMEHTaMH, OCYIIECTBIATh B 0ase
JAHHBIX aBTOMAaTHU3UPOBAHHBIA IOWCK JOKYMEHTOB II0 PAa3jIMYHBIM KPUTEPHSM,
OpraHU30BbIBaTh KOHTPOJIb HCIIOJIHEHUS IJOKYMEHTOB M TOPYYEHHM, a TaKxKe
[OJIy4yaTh CTATUCTHUYECKHE OTYETHI MO JOKYMEHTOOO0OpOTYy B TeppuTOpHaIbHOM
KOMUCCHUHU.

1.8. MucTpyKIus yTBepKAaeTCs peneHueM TeppuTopranbHOil KOMUACCHH.

1.9. B MHCcTpyKIMK UCHIONB3YIOTCS CIETYIOIINE TOHSITHS:

OJlaHK JOKYMEHTa — Ha0Op pEKBU3HMTOB, HJECHTU(DUIMPYIOUUX aBTOpa
o(pULIMaTBFHOTO MUCBMEHHOTO JOKYMEHTA;

BHYTPEHHHMM TOKYMEHT — JOKYMEHT, TOATOTOBJIEHHBIN B TeppuTopranbHOn
KOMHUCCHH, HE BBIXOSAIINI 3a €€ Npeeibl;

BXOIAIIMNA JOKYMEHT — JIOKYMEHT, IOCTYNMBIIMI B TeppUTOpHAIBHYIO
KOMUCCHIO;

JIEJN0 — COBOKYNHOCTH JIOKYMEHTOB WJIH OTHEIBHBIM  JOKYMEHT,
OTHOCSAIIMECS K OJHOMY BOIIPOCY WJIH Y4YaCTKy JAESATEIBHOCTH, MOMEIIECHHBIE B
OT/ICJIbHYIO OOJIOXKKY;

JEJIONPON3BOACTBO  —  JIEATENBHOCTh,  OOECleuuBarolas  Co3/1aHue
opUIMANTbHBIX TOKYMEHTOB U OpraHU3alMI0 padOThl C HUMU;

NOKJagHas  3alMcKka —  BHYTPEHHUM  JOKYMEHT,  aJpECOBAaHHBIN
BBIIIECTOAIIEMY JTOJDKHOCTHOMY JIMIY OT HMKECTOSLIETO JOJDKHOCTHOTO JIMLA U
coJiepKaluii 00CTOSATEIBHOE H3JIOKEHHE KaKOoro-mOo BONpPOCa C BBIBOJAMU M
NPEIIOKEHUSIMU COCTABUTEIS,

JOKYMEHT — O(HIMaIbHBIA [JOKYMEHT, CO3JAaHHBIA TOCYJIapCTBEHHBIM

OpraHoM, OpraHOM MECTHOI'O CaMOYIpaBJE€HUS, IOPUIAUYECKUM WU (PU3NYECKUM



JUIOM, OQOPMJIEHHBIM B YCTAHOBJICHHOM TIOPAJIKE W  BKJIIOYEHHBIM B
JIOKYMEHTO0000pOoT TeppuTOopHaibHON KOMHCCUU;

TOKyMEHTHpOBaHWe — (Qukcanus wHPOpPMANMK HA MaTECPUATBHBIX
HOCUTEJISIX B YCTAHOBJIEHHOM IOPSIKE;

JOKYMEHTOOOOPOT — JIBHJKEHHE JOKYMEHTOB C MOMEHTA MX CO3JIaHUs WIH
MOJIYUYEHHUS 10 3aBEPIICHUS UCTIOJTHEHUS WIH OTIIPABIICHHUS;

nyOnuKaT JOKYMEHTa — MOBTOPHBIM 3K3eMIUIAp MOJJIMHHUKA IOKYMEHTa,
VMMEIOIINN IOPUINYECKYIO CUITY;

3aBEPEHHAs] KOMHS — KOMHS JOKYMEHTAa, Ha KOTOPOM B COOTBETCTBHM C
YCTaHOBJICHHBIM MOPSJKOM MPOCTABIISIOT HEOOXOIUMBIE PEKBU3UTHI, TPUAAIOIINE
el FOPUINYECKYIO CUITY;

UCXOJSIIAN JOKYMEHT — JOKYMEHT, OTHpPABIIEMbId U3 TeppUTOPHAIBHON
KOMUCCHH;

KOHTPOJIb ~ UCIIOJJHEHUSI JOKYMEHTOB — COBOKYIIHOCTb  JICCTBUH,
00€eCIeYnBaOIINX CBOEBPEMEHHOE UCTIOJHEHUE JOKYMEHTOB;

KONUsA  JOKYMEHTa —  JOKYMEHT, IIOJHOCTBIO  BOCIPOU3BOJISIIINI
uHOpMAIMIO TOJJIMHHUKA ¥ €ro BHENIHUE [MPU3HAKH, HE HMEIONIHA
FOPUANYECKOUN CHUJIBI;

HOMEHKJIATypa JEJ — CUCTEMAaTU3UPOBAHHBIN IEPEYEHb HAMMEHOBAHUM JIE]I,
3aBOJMMBIX B TeppuUTOpPHAIbHOW KOMHCCUH, C YKAa3aHHEM CPOKOB UX XpPaHEHU,
0(OPMJICHHBIN B YCTAaHOBJICHHOM TIOPSIIKE;

HOPMAaTHBHBIE JOKYMEHTBI — COBOKYITHOCTh MHCTPYKTHUBHBIX MaTe€pHUaoB,
PAaCCUMTAaHHBIX Ha TIOCTOSHHOE WJIM MHOTOKPATHOE ACHUCTBHE M COAEPIKALINX
Kakue-Tn00 HOpMBbI, TTpaBUiia, IPEATUCAHMUS;

opopMieHUE JOKYMEHTa — TMPOCTAaBICHHE HEOOXOIUMBIX PEKBU3HUTOB,
YCTAHOBJICHHBIX MPAaBUJIAMH TOKYMEHTUPOBAHUS;

MMCbMEHHOE O0palleHne TpaXIaHNHA — HAPABJICHHOE B TOCYIaPCTBEHHBIM
Opra, OpraH MECTHOTO CaMOYIIPABJIEHUS WU JIOJDKHOCTHOMY JIMILY MUCHbMEHHOE

MNpECAIOKECHUC, 3a4BJICHUC NI >I<ano6a;
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NUCHbMO — 0000IIEHHOE Ha3BaHUE PA3JIMYHBIX 1O COACPKAHUIO JOKYMEHTOB,
CILyaIINX CPEJACTBOM OOIICHHS MEXy OPraHU3alUsIMHU, TPAKIAHAMU;

MO/VIMHHUK ~JOKYMEHTa — TE€PBbII WIM €JUHCTBEHHBIA 3K3EMILISP
JIOKYMEHTA;

MOPYYEHUE — JAOKYMEHT, MPEANMCHIBAIOIINI BBIMOTHEHUE TE€X WJIA WHBIX
3aJaHM;

perucTpalnMoHHas kapTouka nokymeHta (nainee — PK) — peructparmonso-
ydeTHasi ¢opMa, B TOM YHKCJE B AJICKTPOHHOM BHUJE, UCIOJIb3yeMas Ui 3aluCh
CBEJICHUN O JOKYMEHTE B LIENISIX ydeTa, IMOMCKAa M KOHTPOJIS, co3/aBaemasl Nmpu
peructpanuu 10KymeHTa ¢ ucnoias3oBanueM 11 JIEJIO;

perucrpanus JOKyMEHTa — MPHUCBOCHHE JTOKYMEHTY PErHMCTPalMOHHOIO
HOMEpa 1 BHECEHUE CBEJCHUM O IOKYMEHTE B PETUCTPALIMOHHO-YUYETHYIO (hOpMY;

perucrpauvonHas ¢opma — CHCTEMa pEerucTpaluy, HCHOJb3yeMas B
TeppuTopraibHON KOMUCCUU IIPU PETUCTPALIUN JOKYMEHTOB (3KypHa);

PEKBU3UT  JOKyMEHTa —  O0s3aTelbHBIA  AJIEMEHT  O(QOpMIEHUS
0(pUIIUATIBHOTO TOKYMEHTA;

CHUCTEMAa 3JIEKTPOHHOIO JOKYMEHTO000pOoTa — MH(pOpPMAIMOHHAs CHUCTEMA,
obOecrnieunBaroiasi coOop MTOKYMEHTOB (BKJIIOUEHUE TOKYMEHTOB B CHUCTEMY), UX
00paloTKy, ynpaBieHHE JOKYMEHTaMHU U JOCTYI K HUM;

CKaHUPOBAHUE JOKYMEHTa — OJyUYEHHUE JIEKTPOHHOTO 00pa3a TOKYMEHTa;

CPOK HCIOJIHEHUS JIOKYMEHTa — CpOK, YCTaHOBJICHHBIH HOPMATHBHBIM
IPaBOBBIM aKTOM, OPTaHU3allMOHHO-PACTIOPAIUTEIBHBIM JOKYMEHTOM, YKa3aHUSMU
M0 MUCTIOJTHEHUIO JOKYMEHTA WK MOPYUYEHUEM;

YKa3aHUs N0 MCIIOJHEHUIO TOKYMEHTa — PEKBU3HT, COCTOAIIMN U3 HAIAIUCH
Ha JOKYMEHTE WIM Ha OTIEJIIbHOM JIHCTE YCTaHOBJIEHHOW (OPMBI, CIEIaHHOM
JOJKHOCTHBIM JIUIIOM;

y4eT JOKyMEHTOB — (Qukcanus @akta TMOJy4eHHUs JOKYMEHTOB 0e3

IIPOCTABJICHUA HAa HUX PCTUCTPALIMOHHBIX IITAMIIOB,



dopmupoBaHue ena — IPYNIUPOBAHUE UCIIOJHEHHBIX JJOKYMEHTOB B JIEJIO B
COOTBETCTBHHM C HOMCHKJIATYpOW JIeJ W CHCTEMAaTH3allus JTOKYMEHTOB BHYTPH
nena;

OKCIEPTHU3a IEHHOCTH TOKYMEHTOB — M3Y4YCHHE JIOKYMEHTOB Ha OCHOBAaHUU
KPUTEPUEB MX IIEHHOCTH B IIEJISAX OINPEACICHHS CPOKOB XpaHEHHUS JOKYMEHTOB H
0TOOpa UX IS AATBHEHIICTO XPaHCHHS WA YHUYTOKCHUS;

DJICKTPOHHBIA ~ JOKYMEHT — JIOKYMEHT, B KOTOpPOM HH(MOpMAaIus
MIPEICTABIICHA B DJICKTPOHHO-IIU(DPOBOI hopme;

DJICKTPOHHBIA 00pa3 JOKYMEHTa — OJIEKTPOHHAs KOIHUSA JOKYMCHTa,

HU3TOTOBJICHHAA Ha 6}’Ma)KHOM HOCHUTCIIC.

2. HpneM, Pperucrpanus U MpoxXoKACHUE MOCTYNNAKIINX JOKYMECHTOB

2.1. loxymenTsl B TeppuUTOpHAIBHYIO KOMHCCHIO JOCTABIISIIOTCS 4Yepe3
oTHeJieHHe CBsi3u (MmouToil, Tenerpadom), Qeapbaberepckoil Wiau CreruaibHON
CBSI3b10, HAPOUYHBIM WJIH IEPEAAIOTCSA HA JUMYHOM IPUEME IPa)KIaH IIPEICEaaTENIO
TeppuropruaibHON KOMUCCHH.

JIOKYMEHTBI MOTYT MOCTyNaTh B TeppuTOpUaIbHYI0 KOMHUCCHIO TIO KaHajlaM
cBs3U ['oCcynapCTBEHHOM aBTOMAaTHU3UPOBaHHOM cucTeMbl Poccuiickon denepanuu
«Bp100ops» cpenctBamu anexkTpoHHor noutsl [IW JIEJIO, uepe3 oduuumanbHyro
AJIEKTPOHHYIO MOYTY, IO (PAKCUMUIILHOM CBSI3H.

2.2. llpuem, miepBUYHas O00pabOTKAa ¥ pETHCTpallvs TOCTYIAIOIIUX
JIOKYMEHTOB IIPOU3BOAATCA TpefcenaareneM TeppuTopuasbHOM KOMHUCCHU WIIH
OTBETCTBEHHBIM 3a BejieHue nenornpousBojctea ¢ [T JIEJIO exxenHeBHO B 4achl
pabotel TepputopuaibHOM KOMHUCCHHM, KpPOME BBIXOJHBIX M Hepabouux
MPA3JHUYHBIX JTHEMH.

B mepuon moarotoBku W MpoBeACHUS M30MPATEIHHBIX KaMITAHWA MOPSII0K
MOJYYEHUsS] W PErucTpalydyd JOKYMEHTOB IIOC/ie OKOHYaHHMs pabouero IHs, B
BBIXOJIHBIE W Hepaboune Mpa3AHUYHBIC JHW, YCTAaHABIMBACTCS MpeacenareaemM

TepputopuaibHOM KOMUCCHH.



OOparieHus, Kacaroluecs HapylIEHUM H30MpaTenbHbIX MpaB IpaKaaH B
NEepUO MOATOTOBKH U MPOBEACHUS BHIOOPOB U peepeHIlyMOB, PETUCTPUPYIOTCS B
JICHb MOCTYIUICHUA B TeppuTOpHATbHYI0O KOMUCCHIO WM Ha CIEAYIOUIN padounit
JICHb.

Perncrpanys TOKyMEHTOB OCYIIECTBISETCS B COOTBETCTBHM CO CPOKAMH U
HOPSKOM, YCTaHOBJIEHHBIX B COOTBETCTBUU C 3aKOHOJATEIBCTBOM O BBIOOpax U
pedepenaymax s pacCMOTPEHUs: 0OpalleHu .

2.3. [locTynuBiie TOKyMEHTHI TOAPA3ACISIOTCS HA PETUCTPUPYEMBIE U HE
noyiexartue peructpaiuu B [ITW JIEJIO (mpunosxkenue Ne 1),

2.4.TIpn BCKpBITHM KOHBEPTOB, TOCTYMAIOMIUX (EIbIBETePCKON WIH
CIEHHAIBHOW CBSI3bI0, IO IIOYTE, IPOBEPSAETCS MPABWIBHOCTH AJPECOBAHMS,
KOMIIJIEKTHOCTh M IIEJIOCTHOCTh JOKYMEHTOB, HAJIMUYWE IPUIIOKEHUN, CBEPSETCS
COOTBETCTBHE HX HOMEpPOB YYETHBIM HOMEpaM, YKa3aHHbIM Ha KOHBEpTaXx.
HenpaBunbHO aJpecoBaHHblE M  OIIMOOYHO BIIOKEHHBIE JIOKYMEHTBI HE
PETUCTPUPYIOTCSA, NEPECBUIAIOTCA 110  HA3HAYCHUIO WM  BO3BPAILAIOTCS
OTHPABUTEIIO.

2.5. Ecnu mpu BCKpBITUM KOHBEpPTa OOHApYKEHO OTCYTCTBUE JOKYMEHTOB
WIM WX OTHENbHBIX JIUCTOB, NPHJIOKEHHUH, MOBPEXICHUE IOKYMEHTOB WJIU
HECOOTBETCTBUE HOMEpPOB JOKYMEHTOB HOMEpAaM, YyKa3aHHbIM Ha KOHBEpTE,
npexacenareneM TeppuTOpHaTbHON KOMUCCHM WM OTBETCTBEHHBIM 3a BEACHHE
JIEJI0MPOU3BOICTBA COCTABIISIETCS aKT YCTAHOBIIEHHOM (DOPMBI B IBYX K3EMILISIpax
(mpunoxenue Ne 2). OIUH 3K3EMIUISIP aKTa MOChLIACTCS OTHPABUTENO, JPYroi
NPUOOIIAETCS K MPUHATHIM IOKYMEHTaM.

Ha 0060poTHOI CTOpOHE MOCIEIHEro JIMCTa MOBPEXKICHHOIO JOKYMEHTA B
IIPaBOM HWKHEM YTIIy JEJIaeTcsd OTMETKa «J{OKyMEHT IOIy4YeH B MOBPEKIECHHOM
BUJIEY.

2.6. KonBepThl OT MOCTYNMUBUIMX AOKYMEHTOB HE YHHUUTOXKAIOTCS B Cyyae,
€CJIM TOJIBKO 10 HUM MOXHO YCTaHOBHUTH aJpEC OTIPABUTENS, JATy OTIPABKU U
MOJIYYEHHs] JOKYMEHTOB, €CJIIM OHM COAEPKAT JOKYMEHTBI, KOTOPbIE MOCTYIIHIIN

u3-3a npeaenosB teppuropun Poccuiickon denepanuu, U3 Cya0B, CIEICTBEHHBIX



OpraHoB, JMOO JIOTOBOPBI, TMPETEH3UH, HCKOBBIE 3asBICHUS, JIOKYMEHTHI,
CBSA3aHHBIE C Pa3MEIICHHUEM 3aKa30B HA MOCTAaBKM TOBAPOB, BBINOJHEHUE PalOT,
OKa3aHHE YCIYT JJISl TOCYAapCTBEHHBIX HYXKJI.

2.7. ITakeTsl ¢ TOMETKOM «JIMYHO» YUUTHIBAIOTCS MO MAKETHOMY KypHAILy U
NEepPENA0TCS aJpecaTtaM B 3aKPhITOM BHJIE MO/ MTOAIHUCH.

2.8.Ilpu peructpanuu mnoctynuBiero aokymeHta B PK oOs3atensHO
BBOJISITCS CIEAYIOLIME PEKBU3UTHI: BUJ JOKYMEHTA, €T0 UCXOASIINI HOMED U JaTa,
JaHHBIE 0 KoppecmnoHaeHTe (aapecante) (pamumnms, UMs, OTIYECTBO (HUIUIECKOTO
JUIa WKW Ha3BaHME OpPraHU3AlMHM, MECTOHAXOXKICHHE OTIPABUTENS), a TaKkKe
KpaTKoe coAepKaHue TOKYMEHTa, KOJIMYECTBO JINCTOB OCHOBHOIO JOKYMEHTa W
JIMCTOB MPUJIOKEHHUSI, KOTMYECTBO 3K3EMILIIPOB.

PerucrpanimoHHBIN IITAMII C YKa3aHUEM BXOJSIIETO HOMEPA, 1aThl, BPEMEHU
(mpr HEOOXOAMMOCTH) PETUCTPALMU NPOCTABISACTCS, KaK MpaBUiIO, B MPaBOM
BEPXHEM yINIy JIMUEBOM CTOPOHBI IIEPBOrO JIUCTA 3apETMCTPUPOBAHHOIO
nokymeHTa. Ilpy HEOoOXOIMMOCTH YKa3bIBAE€TCS BpeMsl perucrpauuu (4acsl U
MUHYTHI). Ha mnpuiokeHuH MNpOCTaBISIETCS BXOIAIIMNA HOMEp JOKYMEHTa, K
KOTOPOMY OHO OTHOCHUTCHI.

Ha xommm pokymenTta Bxomsmmii Homep, nara, ®.M.O., nogmnuce u
JOJDKHOCTB JIMIA IPUHSABIIETO TOKYMEHT, IIPOCTABIISIETCS B IPABOM BEPXHEM YTy
JULEBON CTOPOHBI IEPBOTO JIUCTA.

Hymepanusi nocTynuBIIMX JOKYMEHTOB OCYILIECTBIISIETCS B IIpenaenax
KaJIEHJApPHOIO ro/1a.

IIpn perucrpaumn nokymenta B [IM JIEJIO, saBasromerocs OTBETOM Ha
UCXOJSAIIMN TOKYMEHT WM MPUCITAHHOTO B JIONOJIHEHUE K paHEe HANpaBICHHOMY
nokyMeHTy, B PK nenaercs cooTBETCTBYIOIIASA CChIIKA (CBS3KA).

K mnoBTOpHBIM JOKyMEHTaM NpPHUKIAAbIBa€TCd HHPOpMALUg O paHee
NOCTYIHBIIMX JTOKYMEHTaX M pe3yJibTaTaX MX HCIIOIHEHHS, KOTOPasl MepeaaeTcs

OTBCTCTBCHHOMY 3a €TI0 UCIIOJIHCHHUC.



ITocne perucrpanuu JOKyMEHTa Ha OyMa)KHOM HOCHUTENIE OH MOYKET OBITh
orckanupoBad, a 3areMm k PK B [IM JIEJIO Moxer ObITh HOpHCOEAUHEH
AIIEKTPOHHBIN 00pa3 JOKYMEHTa U MPHIOKEHHS K HeMy B (hopmate .pdf.

2.9. 3aperucTpupoBaHHbIE JTIOKYMEHTBI pPacCMaTpHUBAIOTCS IPECEeNaTeIeM
TeppuropralbHOM KOMHMCCHHM, 3aT€M IIOCJI€ TMEPEHECEHHs] YyKa3aHWs 10
ucnonHennto aokymenta B PK (B ciywae peructpauuu nokymenrta B 111 JIEJIO)
NIEPENAOTCS UCIIOJHUTENAM O MTOATHKCH.

2.10. VicnonHeHHble JOKYMEHTBHI CIHCHIBAIOTCA B JENO TpeJcenaTeieM
TeppuTopralbHO KOMHCCUM M IIOMELIAKOTCS B JEJIO B COOTBETCTBUU C

HOMEHKIAaTypou aen TeppuropuanbHON KOMHCCHUH.

3. OcHoBHBIE TpCﬁOBaHI/Iﬂ K IIOATOTOBKE U O(I)OpMJ'leHI/llO AOKYMEHTOB

3.1. JlokyMeHTbl odopMIsitoTcsi Ha OJlaHKaX YCTaHOBJIEHHOW (OpMBI,
M3TOTOBJICHHBIX KOMIIBIOTEPHBIM CIIOCOO0M (Tiprtoskenue Ne 3).

B TepputopuanbHOll KOMHCCHUM MOTYT OBITh YCTAHOBJEHBI CIIEAYIOIINE
BUJIbI OJIAHKOB:

OJIaHK TMPOTOKOJda 3acenanus TeppUTopUabHOW KOMHUCCUM (MPUIIOKEHUE
Ne 3.1);

Onank penrenus: TepputopuanbHoi Komuccuu (puioxenue Ne 3.2);

OJlaHK MpHKasa mpexacenarens TeppUTOpHATBHON KOMHUCCHM (IIPUIIOKEHUE
Ne 3.3);

Onank nmuceMa TepputopuansHON KomMuccuu (npuiioxenue Ne 3.4).

3.2. Ha Onankax pokymeHtoB momerniaercs repo Cankr-IlerepOypra
B cooTBercTBUM C 3akoHOM Cankt-lIletepOypra «O neTranbHOM ONUCAHUU
oummansabix cuMBoJI0B CaHKT-IleTepOypra u mopsiaKe uX NUCIOIb30BaHUSD).

3.3. KouTpons 3a TMpaBWIBHBIM  HCIIONB30BAaHWEM OJAHKOB U WX
COOTBETCTBHEM YCTAHOBJICHHBIM 00pasllaM OCYIIECTBISETCS MpeaceaaTesieM MU

OTBCTCTBCHHBIM 34 BCACHUC ACIOIIPONU3BOACTBA.
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3.4. lokyMmeHTbl OGOPMIISIIOTCSI B COOTBETCTBUM C TpeOoBaHUSMH K
JIOKYMEHTaM, U3TOTOBJISIEMBIM C IMOMOIIBIO MEYATAIOUMX YCTPOUCTB U K (aitnam
TEKCTOBBIX JJOKyMEHTOB (npuiioxenue Ne 4)

3.5. IIpu noaroroBke u 0(hOpPMIIEHUU JOKYMEHTOB UJIEHBI TeppUTOpUATBHON
KOMHUCCHH U TpaXJIaHCKUE CIIy’)Kallue ammapara TeppuTopHaabHOM KOMHUCCHUH, a
TaK)Ke JIMIA, TMPUBJIEKAEMbIE IO TPakIaHCKO-TIPABOBBIM JIOTOBOPaM, JOJIKHBI
coOJII01aTh TIpaBuiIa 0(HOPMIICHHS] PEKBU3UTOB JOKYMEHTOB, U3JI0’KEHHBIE HIKE.

3.5.1. lata nokymeHra.

JlaToif TOKyMEHTa SIBJISIETCSl JlaTa €ro MOJANUCaHMs, YTBepxKiaeHus. [laToii
MIPOTOKOJIA SIBJSIETCS AaTa 3acCeAaHus, a aKTa — JaTa COOBITHS.

JlaToil TOKyMEHTa, U3JaHHOTO COBMECTHO JBYMsl U 00Jiee OpraHu3alUsIMU,
SBJISIETCS 1aTa OoJjiee MO3JHEN MOANNCH.

Jlaty qokyMeHTa opopMIISIIOT apaOCKUMU IuppamMu B IOCIEA0BATEIHHOCTH:
JeHb Mecdla, Mecsl, rol. [leHp mecsna u mecsi opOpMIISIFOTCS IByMsl IapaMu
apabckux 1udp, pa3ne’IeHHBIMU TOYKOW, TOJ — YETBHIPbMs apaOCKUMH IH(pamu,
HanpuMep:

17.01.2011
Jlonyckaetcs cioBecHO-1IM(poBOi criocod odopmMIIeHHSs AaThl, HATPUMED:

17 auBaps 2011 r.

3.5.2. PerncTpaunoHHbIii HOMepP TOKyMEHTA.

JUIss BXOASAIMX M MCXOASIIMX JOKYMEHTOB — 3TO HMHIEKC Jena IIo
HOMEHKJIAType U, YEPE3 KOCYIO YEPTY, NOPSAKOBBI HOMED JOKYMEHTA.

PerucrtpaunoHHbpIl HOMEP NOKYMEHTA, U3JaHHOTO COBMECTHO, COCTOMT W3
pa3lEIeHHBIX KOCOM 4YEepTOM PETrHCTPALlMOHHBIX HOMEPOB, IPUCBOCHHBIX
OpraHu3alusMHd  —  aBTOpaMHd  JOKYMEHTa M PaCHOJOKEHHBIX B
MOCJIEIOBATEIbHOCTH,  COOTBETCTBYIOLIEH ~ O0O3HAUEHMIO  HAMMEHOBAaHUU

OpraHu3anui B 3arojJ0BOYHON YaCTU JOKYMEHTA.

3.5.3. CcbliIKka HA HCXOASIIIUI HOMeEP M 1ATYy JOKYMEHTA.
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Ccbulka Ha MCXOISIIMM PEruCTpallMOHHBIA HOMEp M JaTy JOKyMEHTa
BKJIIOYAETCSI B COCTAaB PEKBU3UTOB Osianka mnucbMma. CchlUIKa Ha HCXOISALIUN
PErUCTPAIMOHHBIN HOMEp W JaTy JOKYMEHTa MPOCTABISETCS UCIOJIHUTEIEM MpHU

IIOATOTOBKC ITMCbMAa-0OTBCTA.

3.5.4. Anpecar.

PexBu3HT «ApecaT» pacroyiaraercsi B IpaBOM BEPXHEM yTIIy.

JIOKyMEHTBI aIpECyIOTCSl B OPTaHU3allUM, UX CTPYKTYpPHBIE TOpa3IesIeHus,
JNOJDKHOCTHBIM ~ JIMIIAM WJIM TpaXkJaHaM T[pH OTBETe Ha HX OOpalleHus.
HanmMmeHoBaHMe OpraHM3alUU M CTPYKTYpHOTO TOApa3AeiieHUs YKas3bIBAIOTCS B

HMCHUTCIIbBHOM IIaZICIKC, HAITIPHUMCP:

[IpaBuTenbcTBO CTAaBPOMOJIBCKOTO Kpast
[IpaBoBOE€ yrpaBiieHHE

Ecnn  nokymeHT anpecyercs JOJDKHOCTHOMY  JIMIy, HauMMEHOBAaHUE
OpraHU3alliy YKa3bIBA€TCSl B UMEHUTEIBHOM MaJIeKe, a JOJKHOCTh U (paMUIIHs — B
natenbHoM. [Ipu 3TOM MHMIIMAJIBI YKA3bIBAIOTCS MOCTE (paMIINU, HAIPUMED:

[IpaBUTENBHCTBO

Mypwmanckoit o0iacTu
3aBeAyoIlIeMy OTICJIOM

AunekcanapoBy A.B.

Ecin  nmoxkyMeHT azapecyeTcss pyKOBOAMTENIO OpraHM3aluyd WIH  €ro
3aMECTUTENI0, HAMMEHOBAHUE OpPTraHU3allMU JIOJHDKHO BXOJIWTh B HAaWMMEHOBAaHUE

JOJDKHOCTH aJipecara, HalpuMmep:

3amecTuTelo aupekTopa Beepoccuiickoro
Hay4YHO-HCCJIEOBATEIIbCKOTO HUHCTUTYTA
JOKYMEHTOBEACHHUS U apXUBHOIO €A

3umuny B.C.
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Ecmn nokymeHT ajapecyercs OpraHus3alvd, CHadajla YKas3blBaeTcs ee
HAaNMMEHOBAHHUE, 3aTEM MTOYTOBBIN aJIpEC, HATPUMED:

LlenTpanpHas n3dbupaTebHas KOMUCCHUS
Poccuniickon @enepanun
b. Uepkacckuii niep., a. 9, Mocksa, 109012

Jlommyckaercsi HEHTPUPOBATh KAXKAYKD CTPOKY PEKBU3UTA «Ajapecar» o
OTHOILICHUIO K CAMOM JIJIMHHOU CTPOKE.

JlommyckaeTcsi  WCIONb30BaTh  OPHUITMANIBHO TIPHUHSTHIC COKpAIECHHBIC
HAaMEHOBAHHUs OpPraHOB T'OCYJAapCTBEHHOW BJIACTH, MECTHOTO CAMOYIIPABJICHUS,
OpTraHU3AIUN.

[TouToBBI anpec yKa3bIBa€TCsl B TMOCJIEAOBATEIBHOCTH, YCTAHOBJICHHOMU
[IpaBmiiamMn OKa3aHUSl YCIyr I[IOYTOBOM CBSI3M, YTBEPKIECHHBIMU MPUKA30M
Munkomcsizu Poccnn ot 31 mromst 2014 roma Ne 234 «OO6 yTBep KICHUH TTPABHIT
OKa3aHUS yCIYT MOYTOBOU CBSI3W».

Ecin 10OKyMEHT OTIIPaBIISIETCs] B HECKOJIBKO OJHOPOIHBIX I'OCYJapCTBEHHBIX

OpraHOB WJIM OPTaHU3ALMMI, UX CIEIYET YKa3blBaTh 0000IIEHHO, HAIPUMED:

[Ipencenarensm y4acTKOBBIX KOMUCCUN

JIokyMeHT He JOJDKeH cojepkaThb Oosiee dYeThlpex anapecatoB. CioBo
«KOTIHUSDY TIepe]] BTOPBIM, TPETHUM, UETBEPTHIM aIPECaTOM HE YKa3bIBACTCS.

[Ipu HanpaBieHun NOKyMEHTa OoJjiee YeM B UETHIPE aJpeca COCTaBIIACTCS
CIIMCOK PAaCChUIKM YCTaHOBJCHHOW (opmbl (npuioxenne Neb), KOTOpbIi
MOJIUCHIBAETCS TIpeacenarTeseM T eppuTopuaibHON KOMUCCHH.

[Ipu agpecoBannu NOKyMEHTa (PU3WYECKOMY JIMIy BHAYalie yKa3bIBAIOTCSA

dbaMmIKs ¥ THULHUAJIBI TIOJTy4YaTes, 3aTeM MOYTOBBIN ajipec, HalpuMep:

Areesoit A. 1.
yi. KocMoHnaBTOB, 1. 42, 1. [TonbicaeBo,
Kemeposckas obmacts, 652560



13

3.5.5. I'pud yrBepxkaeHusi JIOKYyMeHTA.

JIOKYMEHT  YTBEp)KIAeTCsl JIOJDKHOCTHBIM  JIMIIOM WJIH  CHEIHAJIbHO
U3/1aBAEMbIM JOKYMEHTOM.

[Ipu yTBepKI€HUU AOKYMEHTa JOKHOCTHBIM JIMIIOM TI'pU( YyTBEp)KICHUS
noipkeH coctosTh u3 cinoBa Y TBEPXK/IARO 6e3 kaBbluek U 3arjiaBHbIMA OyKBaMHU
Y Ha CIEQYIOUIel CTpOKE — HAaMMEHOBAaHUE JOJDKHOCTH, MOIINUCh, WHULHAIBI U

dbamMunus auia, yTBepAUBIIEro JOKYMEHT, JaTa YTBEPKIACHUS, HAPUMED:

YTBEPX/JAIO
IIpencenarens TeppuropuanbHOU

n3buparenbHo komuccuu Ne 45
JIMYHAas nmoanuch HHHUIIUAJIBI, (1)8.MI/IJ'II/IH
Jlata

[Ipu yTBEep>KIeHUU JOKYMEHTA PEUICHUEM, IIPOTOKOJIOM, TPpU( YTBEPKICHUS
coctout u3 cioBa YTBEPXJIEH (YTBEPX/EHA, YTBEPXJEHbI wumm
YTBEPXJIEHO) ©0e3 kaBbluek U 3arjlaBHbIMH OyKBamH, HauMEHOBAHUS
YTBEPKAAIOWIETO JOKYMEHTA B TBOPUTEIBHOM TIAJEKE, €ro JaTbl U HOMEpA,
Hanpumep:

YTBEPXJIEH
pewenueM TepputopranbHOU
n3buparenbHOM Komuccuu Ne 45
ot 15 despans 2011 r. Ne 28- 5
I'pud yTBepkaeHus pacrosjararoT B IPaBOM BEPXHEM YTy IOKYMEHTA.

B rpude yTBepkmeHHs MOMyCKaeTCSd IEHTPUPOBATh AJIEMEHTHl OTHOCHUTEIHHO
CaMO JNIMHHOM CTPOKH.

3.5.6. Yka3aHusl N0 MCMOJTHEHUIO TIOKYMEHTA (Pe30T1o1us).

VYkazaHusi MO MCHOJHEHHUIO JOKYMEHTa MOTYT OBITh HAlMCaHbl OT PYKH
npeacenaaTeneM TeppuTopuaIbHONM KOMHUCCUM Ha TOJJMHHHUKE JOKyMEHTa Ha
CBOOOJTHOM OT TEKCTa MECTE WJIM O(pOPMIICHBI Ha OTIEIHLHOM JucTe dhopmara A 6
(105x147), npunoxeHHOM K JOKYMEHTY. YKa3aHus IO UCIIOJHEHHUIO JIOKYMEHTa

BKJIFOYAKOT (baMI/IJII/II/I U HHHUIHAJIbI HCHOHHHTeHeﬁ, IIpu HGO6XOI[I/IMOCTI/I —
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cofiepKaHHEe TIOPYYEHHUs, CPOK HCIIOJHEHMS, MOINKHCHh PYKOBOIUTENS M JaTy,
Harpumep:

Cusony A.1O.
I'puropsesy B.C.

IIpoury paccMOTpETh U AaTh OTBET
k 15.02.2011

JInyHag nmoanuch
JlaTa
3.5.7. 3aro/10BOK K TEKCTY JOKYMEHTA (HAaUMEHOBaHUeE IOKYMEHTA).
3ar0n01301< K TCKCTY HOKYMCHTA HOJDKCH KPAaTKO M TOYHO PACKPBIBATH €TI0
COACPIKAHUC U 6BITB corjracoBaH ¢ HAaMUMCHOBAHUCM BHAd NOKYMCHTA. 3aroj0BOK

MOJKCT OTBCYATh HAa BOIIPOCHI:

«0 9eM (0 KoM)?», HarpuMep:

IIpukas
O co3naHuu DKCIEPTHON KOMUCCUH

«uero (Koro)?», Hampumep:

JIOJKHOCTHOM perylaMeHT
BEIYILIETO CIELHATUCTA

3aroJ0BOK COCTaBIISICTCS JTUI[OM, TOTOBSIIIUM TPOSKT JOKYMEHTA.

3aroyioBOK, COCTOSIIMN W3 IBYX M 0oJiee CTPOK, TedaTaeTcs 4epe3 OJHH
MEXKCTPOYHBI HMHTEpPBaJ, TOYKA B KOHIIC 3aroJioBKa HE CTaBHTCS. 3arojOBOK
pacriojaraeTcsi Ha TIEPBOM JIMCTEC HaJ TEKCTOM JIOKYMEHTa IO ILIEHTPY, a IpH
o opMJICHUU TUChMa — OT TPAHUIIBI JICBOTO TTOJIS.

3.5.8. TekeT 10KyMeEHTA.

Texer pgokymeHTa OGOPMIISIIOT B BHJIEC CBSI3HOTO TEKCTa, TAOJMIIBI WA
COCIIMHEHUS dTUX CTPYKTYP.

Texkctr goKkymMeHTa JIODKEH  M3JIaraTbCd KpaTrko ©  CHO, OBITh
apryMEHTUPOBAHHBIM, OOCCIICYMBATh TOYHOEC W OJHO3HAYHOEC BOCHPHITHEC

coJiepKaIieics: B HeM HHGOPMAIIHH.
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TekcT nOKyMeHTa NOJDKEH, KAaK MpPaBUIIO, COCTOSATh M3 ABYX vacteu. B
IIEPBOM YaCTH YKa3bIBAIOTCS MPUYHUHBI, OCHOBAHMS, LIEIU COCTABICHHUS JOKYMEHTA,
BO BTOPOU — PEIICHHUs, BBIBOJIbI, TPOCHOBI, MPEIOKEHHSI, PEKOMEH/ AU H.

TekcT OOKyMEHTa MOXET COJEpXk aTh TOJIBKO 3aKIIOYUTENbHYIO YacTh
(Hampumep, MPHUKa3 — PACIOPATUTENBHYIO YaCTh 0€3 KOHCTATHUPYIOLIEH, MHChMO,
3asBJICHUE — ITPOCKOY 0€3 MOSICHEHHUS ).

B Tekcre noKyMeHTa, MOATOTOBJIEHHOIO HA OCHOBAaHWU 3aKOHOAATENbHBIX,
WHBIX HOPMATUBHBIX IIPABOBBIX AKTOB, U3JaHHBIX OPraHaMU BJIACTHU U YIIPABJICHUS,
MUK Poccun, Canxkr-IlerepOyprckoit u30MpaTenbHON KOMHCCHEH, paHee
W3IaHHBIX TeppUTOpHMambHOM KOMHCCHEHM, YKa3bIBAETCS HAMMEHOBAHUE BHUJA
JOKYMEHTAa, HAUMEHOBAHNWE OpPraHa, W3JABIIETO JOKYMEHT, 1aTa NPUHATHS WU
YTBEPXKIAEHUS [OKYMEHTA, €r0 PErucTpPalMOHHBIM HOMEpP, a TaKXe 3arojoBOK
JOKYMEHTA, 3aKJIFOYCHHBIN B KABBIUKHU.

TexcThl OKyMEHTOB OO0JbIIOrO OOBEMA MOTYT JAENIUTHCA Ha pasJiensbl,

NO/IPa3/IeIbl U MMyHKTHI, KOTOPhIE HYMEPYIOTCS apaOCKuMu 1 pamu, HalpuMmep:

1. Paznen
1.1. [Togpaznen
1.1.1. ITyHkT

AG3a11bl BHyTpH IMyHKTOB HE HYMEPYIOTCSL.

B nuceMax ucnonb3yror cienyroupe GopMbl U3I0KEHUS:

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

oT 3-ro nuua eAuHCTBeHHOro uucia («TeppuropuanbHash KOMHCCHUS HE
CUMTAET BO3MOXHBIM...», «TeppuropuanbHas KOMUCCHUS MPEAJIAraeT pacCMOTPETh
BO3MOYKHOCTb...»).

I'padpr 1 cTpoku TAOMMIBI JOJKHBI MMETh 3arojOBKH, BbIPAa)KEHHbBIC
CYILIECTBUTEJIbHBIM B HUMEHUTEIbHOM mnajnexe. llom3aronoBku rpad u cTpok
JIOJKHBI OBITh COTJIACOBaHbI ¢ 3arosioBkamu. Eciu Tabnuiy nedararoT Oojiee yeM
Ha OJHOW cTpaHule, Tpadbl TaOMMIBI JOJKHBI OBITH NMPOHYMEPOBAaHBI W Ha

CJIEIYIONIUX CTPAHUIIAX JODKHBI OBITh HalleuaTaHbl TOJIBKO HOMEpa 3TuX rpad.
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3.5.9. OT™MeTKAa 0 HATMYMH TTPUJIOKEHU A,

OTMeTKa 0 HAIMYWU MPUIIOKEHUN PACIIONaraeTcsi OT TPAHUIIBI JICBOTO TOJIS
MocJie TEKCTa Mepe/1 MOAMUCHIO.

Ecnu nmoxyMeHT mMeeT MpUIIOKEHUS, Ha3BaHHbBIE B TEKCTE, OTMETKa 00 X

HAIM4YUH 0(hOpMIISIETCS MO Cleayromen hopme:

[Ipunoxenue: Ha 15 1. B 3 9K3.

Ecmn JOKYMCHT HMMCECT IPUIOKCHUA, HC HA3BAHHBIC B TCKCTC, HX
HanMMCHOBAHU HCO6XOI[I/IMO MNCPCUHHUCIINTE IIOCJIIC TCKCTA MOOKYMCHTA IICPCH
MMOAIMCHIO C YKA3aHHUEM KOJINYICCTBA JIMCTOB B KAKJIOM IMPHIIOKCHUU U KOJIMYCCTBA

AK3EMIUISIPOB, PU HAJTUYMHA HECKOJBKUX MPUIIOKEHUN UX HYMEPYIOT, HAPUMED:

[punoxenwue: 1. TlomoxeHue 00 ’KCTIEPTHON KOMHUCCUH Ha 15 1. B 1 9K3.
2. Ilpumepnas HoMeHKIaTypa nen Ha 14 1. B 1 9K3.
Ecim  mpunoxeHuss cOpoLIIOpOBaHbI, TO KOJMYECTBO JIUCTOB  HE
YKa3bIBACTCA.
Ecmm IMPHUIIOKCHUEC HAIIPABJICTCA HCE BO BCC YKA3aHHBIC B JOKYMCHTC

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

[Tpunoxenue: Ha 20 1. B 3 3K3. TOJBKO B IEPBBIN aJipec.

Ecin k HOKyMeHTy mnpuiaraercs Ipyroul JIOKYMEHT, TAaKK€ HMEIIIUN

NPWIOKEHUE, TO OTMETKA O HAJIMYUU MPUIOKEHUS O(OPMIIAETCS CIIETYIOUIM

obpazom:

[Tpunoxenue: muceMo  [lerponaBnoBck-KamyaTckoid ~ TOpOACKOW  TEPPUTOPUATBLHOM
komuccun ot 15.11.2010 Ne 01-21/450 m mpuioxeHue K HeMy, BCEro Ha
12 .

B PCUICHUAX U ITPpHUKa3axX CBECACHUS O HAJIMINHU HpI/IJ'IO)KCHI/Iﬁ YKa3bIBaIlOTCA B

tekcre. Hampumep:

«Pa3pabotath W mpeACTaBUTH  NPOEKT IJIaHa 1o  ¢opme,  yKa3aHHOH
B npuiiokeHnn Ne 1.

Ecnu B goOKymMeHTe, K KOTOPOMY OTHOCUTCS IMPUIIOKEHUE, OHO

HC YTBCPIKOAACTCA, 4 IPOCTO COACPIKUTCA CCbLJIKA HAa HETO, TO B IIPpaBOM BCPXHCM
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YOIy YKa3bIBaeTCs, K KAaKOMy pelIeHUI0 (MpuKa3zy) MNPUIIOKEHUE OTHOCHUTCH,
HarpuMmep:

IIpunoxenue
K pelienuto TepputopuaibHOn
n3zbuparensHoi Komuccun Ne 45
ot 11 staBapst 2011 r. Ne 11-5

[Ipunoxenue
K IpuKa3y npexncenaress TepputopuaabHOR
n3bupareapHoi Komuccuu Ne 45
ot 15 mapra 2010 1. Ne 27

[Ipy HaMMYMM HECKOJBKUX MPUIOKECHUN OHU HYMEPYIOTCS, HalpUMeEp,

npunoxenue Ne 1, mpunoxxenue Ne 2 1 Tak naiee.

3.5.10. Hoanmuch J0JKHOCTHOI'O JIMIA.

B cocraB moamucu  BXOIAT: HAaMMEHOBAaHHWE JOJDKHOCTH  JIMIIA,
MOJANKCABIIET0 TOKYMEHT, €ro JIMYHasi MOJIUCh, KOTOpas O0pOpMIIIETCS CUHUMU
WIN YEPHBIMU YEpHUIIAMH, paciin@poBKa NOANUCH (MHULUAIBI, (pamMUIIus).

Ecnn nokymeHnt odopmiisiercst Ha Osanke TeppuTopuaibHONM KOMUCCHH, TO
PEKBU3UT BKIIOYA€T HAUMEHOBAaHUE JIOJDKHOCTU JIMLA, IOJIMCHIBAOIIETO
JOKYMEHT, €ro JHMYHYI0 NOJNUCh, paciiuPpoBKy MOANUCH (MHULIMAIBI U

(baMuuio), HapuMep:

[Ipencenarens JINYHAs MTOJANUCH WHULAAIBI, pamMuTus

Ecnn [OMKHOCTHOE JIHIO, MOANMCH KOTOPOTO 3aroTOBJIEHA HA IMPOEKTE
JIOKYMEHTA, OTCYTCTBYET, TO JTJOKYMEHT MOJAMMUCHIBAET €r0 3aMECTUTENb UM UHOE
JUI0, WCHOJHsAIIEEe ero o0g3aHHOCTH. IIpu 3TOM 0053aTenbHO YKa3bIBAKOTCS
dakTryeckasi MOJDKHOCTh JUIA, MOAMKMCABIIETO JTOKYMEHT, U ero (amwmmms. He
JIOITYCKAETCsl MOJMKUCHIBATh JOKYMEHTHI C MPEAJIOTOM «3a» WA MPOCTABJICHUEM

KOCOH YCPThI ICPCT HAMMCHOBAHNCM OOJIDKHOCTH.
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Ecnu nokymeHT odopmiisieTcs He Ha OJIaHKE, TO PEKBU3UT COECPKUT MOJTHOE
HAaUMEHOBAaHUE JIOJKHOCTH JIMIA, MOJMNMCABIIETO JOKYMEHT, €ro JUYHYIO

MOJIMUCH, paCIIM(PPOBKY MOAMUCH (MHUIIMANBI U Gamuiuio). Hanmpumep:

3aMecTUTE b MpeCceIaTes
TepputopuanbHOil H30UpATENHLHOMI
komuccuu Ne 45 JIMYHA IIOIINCH WHULAAIBI, paMuius

HpI/I MMOAIMHUCAaHNH AOKYMCHTA HCCKOJIBKMMHU JOJKHOCTHBIMH JIMIIAMH HX
noaImncu pacojiararoTcsa OJdHa nona I[perﬁ B IIoCJaCA0BAaTCIIbHOCTH,

COOTBCTCTBYIOHICﬁ 3aHUMAEMOU JOJDKHOCTH, HAIIpUMCP:

[Ipencenarens JINYHAA TTOAIUCH WHULAAIBI, pamMuIus

I'naBHBIN 6yxraJ1Tep JIM49Has nmoAnuch HWHHUIIUAIBI, q)aMI/IJ'II/IH

B nokymeHTe, MOAroOTOBIEHHOM KOMUCCHUEN, OANUCH PACIIOIAratTCs OJHa
noA aApyroi. IlepBbIM yKa3bpIBaeTCs MpeicenaTesib KOMUCCUM, a (PaMUJIMUA YJICHOB

KOMHCCHH PaACIIOJIararoTcC:Aa B aﬂ(baBI/ITHOM IMOPAOKE. HaHpI/IMCpl

Hpez[cezlaTeJIL KOMHCCHU JIM4YHasg nIoAnuch HHHUIINAJIBI, q)aMI/IJ'II/IH

YeHbpl KOMUCCUH JIM4YHas 1nmoAnuch HHHUIINAJIBI, q)aMPIJII/IH
JIM4YHas 1nmoJnuncChb MHUIIHUAIBI, (i)aMI/IJ'II/IS{

Ecnu nokymMeHT cocTaBiieH Kak TMpujaraemas K OCHOBHOMY JOKYMEHTY
cripaBka WM MH(OpMaIUsl, TO OH MOAMUCHIBAETCS COCTABUBIIIUM €T0 JIUIIOM.

3.5.11. I'pud corsiacoBaHus.

I'pud cormacoBanus cocroutr u3 cioBa COIJIACOBAHO 0e3 KaBbIYEK
W 3arjJjaBHBIMH OyKBaMM, HaWUMEHOBAHMS JOJDKHOCTA JIUIA, C KOTOPBIM
COTJIACOBBIBAETCS IOKYMEHT (BKJIFOYAsi HANMEHOBAHUE OPTaHU3ALNM), €r0 JTUYHOM
MOAMUCH, paciinPpoBKY MOANMKUCH (MHULMAIBI, PaMUusI) U JaThl COTJIACOBAHUS,

Hanpumep:

COI''TACOBAHO
3aMmecTuTeNb I1aBbl AAMUHUCTPAIITT
Kpacnocennckoro paitona Cankrt-IlerepOypra

JIMYHas 1noAINCh NHUIIHNAJIbI, (l)aMI/IJ'II/ISI
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Hara

Ecan cornacoBanue OCYHCCTBIIACTCA IMPOTOKOJOM, IMMHCBMOM HJIM APYI'UM

JIOKyMEHTOM, TO COTJIaCOBaHME 0(hOPMITSIETCS CIICIYIONTUM 00pa3oM:

COI''TACOBAHO
MIPOTOKOJI 3aceaHus
aTTECTALMOHHON KOMHUCCUU
TepputopuabHON HU30MpaTETHLHOMN
komuccuu Ne 45
ot 05 deBpamns 2011 r. Ne 16
WJIH:
COI''TACOBAHO
nucbMo Pocapxusa
ot 05 mapra 2011 r. Ne 4-15/46

I'pud cornmacoBanusi pacrnonaraercs noj pekBuzutoM «lloamucey B eBOM
HIDKHEM T0JIe JOKYMEHTA.

3.5.12. Bu3za.

BuyTpennee coriacoBaHue TMpoeKTa JIOKyMeHTa O(OpMIISIETCS BH30M.
Buza Bkiouaer moAnuCh BU3UPYIOLIETO, PacIM(pPOBKY MOANUCH (MHUIUAIIBI,
dbamunusi) W gary, Opu HEOOXOAMMOCTH MOXKET OBITh yKa3aHa JOJIKHOCTb
BU3UPYIOIET0, HAPUMED:

[Ipeacenarens TeppuropuanbHOl H30UPATETHHON KOMUCCUU
JMYHas NOANKCH WHUIUANbI, pamMuus
Hara

[Ipu Hanmuuuy 3amMe4aHui K TOKYMEHTY BU3a 0(popMIIIeTCs CIeayoImMM 00pa3om:

3amevaHus IPUJIararTCs
[Ipeacenarens TeppuropuanbHO U30HPATETHEHON KOMUCCUU

JIMYHAs TOJIMKUCH WHUIUANbI, pamMuIus
Hara
3ameuanus N3J1ararTcCHd Ha OTACIIBHOM JIUCTC, IIOAIINCBIBAKOTCS

Y TIPWIATAOTCS K JOKYMEHTY.

I[OHYCK&GTCH IMOJIMCTHOC BU3UPOBAHHUEC NOKYMCHTOB U HpI/IJ'IO)KeHI/Iﬁ K HUM.
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Ecnn mopnuHHMK JOKyMeHTa ocTaercs B TeppUTOpHAIbHOW KOMHCCHH,
BU3bI MIPOCTABISIOTCS B HUXKHEW 4acTh OOOPOTHOW CTOPOHBI MOCIJIEIHErO JUCTa
MOJIMHHUKA JIOKYMEHTA.

JIist TOKyMeHTa, MOJJIMHHUK KOTOPOTO OTHPABIIAIOT U3 TEPPUTOPUATBHOU
KOMMCCHUH, BU3bI IPOCTABIISIOTCA B HUYKHEW YaCTH JIMIEBOM CTOPOHBI MTOCJIEIHETO

JINCTA KOIIMHU OTIIPABJIICMOTO JOKYMCHTA.

3.5.13. OrTHCK euaTH.

[TeyaTts 3aBepseT MOJIMHHOCTh IOANMKMCH JOJDKHOCTHOTO JIMIIa Ha
JOKyMEHTaX, YJIOCTOBEPSIONINX MPEIYCMOTPCHHBIE  TMPABOBBIMA  aKTaMHU
MOJTHOMOYHSI JTOJDKHOCTHBIX JIMI] WKW (PUKCHPYIONUX (HaKThI, CBS3aHHBIC C
(MHAHCOBBIMU CPEJICTBAMH, & TAK)KE Ha UHBIX JOKYMEHTaX, MPelyCMaTPUBAIOIINUX
3aBEpEHUE MOJIMHHON MOAUCH.

IleuaTh cTaBUTCA Ha CBOOOAHOM OT TEKCTa MECTE, HE 3aXBaThbIBas JTUYHOU
MIOAIINACU IOJDKHOCTHOrO juia. [ledats MOXKET 3aXBaThIBAaTh YaCTh HAMMEHOBAHUS
JOJDKHOCTH JIMTIA, TIOIIMMACABIIETO IOKYMEHT.

B nokymeHTax, MOATOTOBJIICHHBIX HAa OCHOBE YHHUMDHUIIUPOBAHHBIX (opM,

reyaTh CTaBUTCA B MecTe, 0003HaUeHHOM oTMeTKoU « MID» unu nHbIM 00pazom.

3.5.14. OTmeTKa 0 3aBepeHUM KONMU.

JIist  3aBepeHMs] COOTBETCTBHSI KOMHWHM JOKYMEHTA TOJJUHHUKY HIDKE
pexBusuta «l[logmuce» mpocTaBigeTcss OTMETKa O 3aBEPEHUU KOMUU —
3aBepuTeNibHas Haanmuch «BepHo» wmimum «Komms BepHa», TODKHOCTH JIWIIA,
3aBEPHBIIETO KOIHUIO, €r0 JIMYHAs IOANUCH, paciim(poBKa MOANHCH W JaTa

3aBEpEHUs, HAIPUMED:

Bepno

IIpencenarens TeppuropuanbHOU
n30uparenbHoi Komuccuu Ne 45

JIM4YHas 1IoAIUuCh HMHHUIIUAJIBI, (baMI/IJ'H/IH
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Hara

[Ipy HeoOXoauMOCTH NpU 3aBEPEHUM KOIUU JIOKyMEHTa MOKET OBITh
IIPOCTABIIEHO BpeMs 3aBEpEHUs (HalpuMep, IPHU 3aBEPEHNUN KON IPOTOKOJIOB 00
UTOTaX TOJIOCOBAHUS).

Ecnu komust JOKyMEHTa M3rOTaBIMBAETCd HA HECKOJIBKMX JIUCTaX, TO
3aBEPSIETCS KaKIbIH JIUCT JOKYMEHTa JHOO JTOKYMEHT MPOUIMBAETCS M HA MECTe
IPOLIMBKU CTAaBUTBHCS 3aBepuTenbHas Haanuch «BepHo» wimm «Komms BepHay,
JOJDKHOCTB JIMLA, 3aBEPHUBIIETO KOIMIO, €ro JIMYHAas MOJIHNCh, paciindpoBka
NOJINKCH U JaTa 3aBEPEHUS.

IIpu nepecpuUike KONUU JOKYMEHTAa B JIPYrMe OpraHu3aliy WIM BblIade €e
Ha pyKU 3aBEepUTEIbHAs HAJNUCh YJIOCTOBepsieTcs neudarbio «TeppuTopuanbpHas
u3OupartenbHas  komuccuss  Ne  45.» 5ub0 mNOpuU  HAIWYUMM — TI€YATHIO

«Teppuropuanbuas uzdbuparenbHas komuccus Ne 45, J{s 1OKyMEHTOB»
3.5.15. OrMeTKa 00 HCIIOJIHUTEJIC.

OTMeTrka 00 WUCHOJHHUTENE BKIIOYAaeT B ce0d HMHUIMAIBI U (HaMUIUIO
WCIIOJTHUTENSL TJOKYMEHTA, 1 HOMEP €ro CIIy>KeOHOro TelieoHa C KOJOM pETHOHa.
OTMeTKy 00 MCITOJTHUTEIIE PACIoIararoT Ha JIUIICBON WJIH, IPH OTCYTCTBUU MECTA,
Ha OOOPOTHOI CTOPOHE MOCJEIHEro JUCTa JIOKYMEHTa B JICBOM HIDKHEM YTy

pazmepom mpudTa 10 myHKTOB, HATpUMED:

3y6apes B.JI.
(499) 356-85-31

3.5.16. OT™MeTKa 00 MCTIOJTHEHUH JOKYMEHTA.

OtMeTka 00 WCIOMHEHUH JOKYMEHTA M HAMpaBICHUH €ro B JEN0
BKJIIOYAET CJICAYIONIME JIaHHBIE: KpaTKue CBeIeHUs] 00 HCIOJHEHWU JTOKYyMEHTa
(Mpu OTCYTCTBHUM JTOKYMEHTA, CBHJICTEILCTBYIOMICTO 00 WCIOJHEHWH), JaTy H
HOMEP UMEIOIIETOCs TOKyMEHTa 00 UCTIOTHEHUH, cioBa «B memno», Homep nena, B
KOTOpOM  OyJneT XpaHUThCS JOKYMEHT, JaTy, TMOAMNHCH TMpeacenaTess

TeppuropuaibHOM KOMUCCHM.
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4. Opranu3anusi padoThl ¢ HCXOAAIIMMU (OTIPABJISIEMbIMH) JOKYMEHTAMHU

4.1. Ucxondamme JTOKYMEHTHI Ie4yaTaroTcsi Ha OJaHKaX yCTaHOBICHHOU
dopMbl M OQOPMIIAIOTCSI B COOTBETCTBUU C MOJIOKEHUSIMH HACTOSLIEH
HNHcTpykumy.

4.2. OtnpaBka JOKYMEHTOB u3 TeppuropransHoit KOMHCCHH
OCYIIECTBISIETCS  (PEIbABETEPCKOM WM CIEUMAIbHONM CBS3bIO, IIOYTOH, IIO
tenerpady, kananam cBsi3u ['AC «Bwidopsi», [ JIEJIO, kananam dhakCUMUIBHON
CBSI3H, CETH MIHTEpHET MM HAPOYHBIM.

4.3.1lpu odopmileHHH THCEM M TeJeTrpaMM HCIIOJHUTENbh YKa3bIBaeT
MOJIHBIN TTOYTOBBIN (BKJIIOYAs MHACKC) apec OpraHU3allK WU TpaXKJaHuHa.

4.4. Vicxondiue mnHCbMa HANpaBISIIOTCS 32 MOJNUCBHIO Ipelncenarens
TepputoprallbHOM KOMHUCCHHM, B €ro OTCYTCTBHE — 3a IOANMCHIO 3aMECTHUTEIS
npeacenaTens WM WHOIO 4jieHa TeppUuTOpUalbHOM KOMMCCHUH, UCIIOJIHSIOLIETO
00513aHHOCTH TpejceaaTess, Ha OJaHKe MUChMA.

4.5. [lognucanHeie mUCbMa U TeserpaMmbl peructpupytores B [T JIEJIO
WJIM J)KypHaJIe.

Ecnu oTnipaBiisieMblil JOKYMEHT SIBISETCS OTBETOM HA BXOJSIIUN JOKYMEHT,
HEOOXOAMMO TPHOOMIUTH MOJIMHHMK BXOJSIIEr0 JIOKYMEHTa K KOIUHU
OTIPABIISAEMOI0 TOKYMEHTA, OCTAOLIEHCA B JIEIIE.

4.6. JlokyMeHTaM MPUCBAUBACTCS UCXOMISIINNA HOMEp, KOTOPBIA COCTOUT M3
MHJEKCa Jejla 10 HOMEHKJIAType Jel U IOPSAKOBOIO HOMEpa JOKYMEHTa,
pa3IeNIeHHbIX KOCOW yepToul. Mcxomdmmii HOMEp yKa3bIBAETCS TAK)KE HAa KOIWHU
JNOKyMEHTa, ocrarouierica B gene. Hywmepanusa #cexogsmmx JOKYMEHTOB
OCYILECTBIISIETCS B MPEIeIax KaJIEHIapHOIo roja.

[Ipu peructpan HCXOASIIETO JOKYMEHTAa B PErMCTPallMOHHON (opme
00s13aTe€IbHO  yKA3bIBAIOTCS CIIEAYIOIIME PEKBU3UTHI: JlaHHble 00 ajapecaTe
(pamunuss, uMms, OTYECTBO (PU3MUECKOro JHIA WM Ha3BaHHWE OpraHU3aluy,
MECTOHaXOXJACHUE TOoJIydaresisi), a TaKKe KpaTKoe COAep’KaHue JIOKYMEHTa,

KOJIMICCTBO JIMCTOB OCHOBHOI'O JOKYMCHTA MW JIMCTOB IIPHUJIIOKCHUA, KOJIMYCCTBO
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DK3EMILIIPOB, WCIOJHUTENb JOKYMEHTA, €r0 COUCIOJNHUTENN, a4 TAaKKE KEM OH
ITOATIMCAH.

4.7. JlokyMeHTHI IO Bompocam (GpopMupoBanus TeppuTopHalbHON KOMUCCHU
U OCYIIECTBJICHUS €€ (PUHAHCUPOBAHMS, HATPAXKICHUS U TMOOUIPEHUS YJICHOB U
paOOTHHUKOB ammapaTta TeppuTOpUANIBbHON KOMHCCHUHU, B 00S3aTEIbHOM MOPSIKE
HaIIPaBJISIIOTCS. HAPOYHBIM.

WNHble 10KyMeHTBI MOTYT ObITh OoTHpaBiieHbl 1o cpeactsam [T JJEJIO unm
IOYTOM IO YKA3aHUIO npeacenaressa TeppuTopuaibHO KOMUCCHUMU.

4.8.1lo xanamam (aKCUMWIBHOM CBSI3M  JIOKYMEHTHI  MEpPEaloTCs
OTBETCTBEHHBIM 34 BEACHUE JEIONPOU3BOACTBA MTOCIE UX PETUCTPALIAH.

4.9. ITpu oTmpaBKe TeaerpaMMbl 0OJiee YeM B YEThIpe ajpeca 0hOpMIIIEeTCS
MOJJINHHUK, KOMWS W JBa SK3EMIULIpa IMOJIMKWCAHHOTO CIIMCKAa PACCBUIKH C
yKa3aHWEM TIOJIHBIX IIOYTOBBIX (BKJIOYasi TMOYTOBBIA MHIAEKC) anpecoB. Ha
Tenerpad nepenaroTcs MOMJIMHHUK C OJHUM SK3EMIUIIPOM CIHUCKA PAcChUIKU U
KOIIMS TeJIETPaMMBbI, KOTOPAsi C OTMETKOM O Iepefade TeJlerpaMMbl BO3BPAIIAETCS
B TeppuropuanbHyl0 KOMHCCHIO M BMECTE CO BTOPBIM JK3EMIUIAPOM CIIMCKA
PACCBUIKHM MOJIIMBAETCS B JEIO.

4.10. [Ipn otnpaBke mUchMa Oojiee 4eM B HYEThIpE ajpeca COCTaBISETCS
CIIUCOK PACCBUIKM YCTaHOBIEHHOW QopMmbl (mpmioxenue Ne5), KOTOpPbIH
IIOAIMCHIBAETCS IIPEACENATENIEM, B €r0 OTCYTCTBUE — 3aMECTUTENEM NIPEACENaTeNs
WIM WHBIM 4jJieHOM TeppUTOpHaNbHOW KOMHUCCHHU, MCHOJHSIOMUM OOS3aHHOCTH
npencenarens TeppuropuanbHoM Komuccud. llocne perucrpammm  OucbMO
TUPAXUPYETCS B HEOOXOAMMOM KOJIMYECTBE U OTIPABIISAETCA.

Ecnu nmucbMo WM TenerpamMma HarpapisieTcss He 0oJjiee 4eM B YeThIpe
azpeca, TO MOAMUCHIBACTCS KaXAbI IK3EMIUISAD.

4.11. OtnpaBka AOKYMEHTOB MPOU3BOAUTCS €KEIHEBHO B 4Yachl PabOThI
TepputopralbHOH KOMHUCCUH, KPOME BBIXOJHBIX W HEPaAOOUMX Mpa3IHUYHBIX
JTHEM.

[Topsimok OTNpaBKU MCXOIAIIMX JOKYMEHTOB IOC]IE€ OKOHYaHUsl paboyero

JIHS, B BBIXOJHBIE M HepaOouuWe Ipa3IHUYHBIC JTHH, B IIEPHUOJ ITOATOTOBKH H
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IPOBEJCHUS MU30MpaTENIbHbIX KaMIIaHUM  YCTaHAaBJIMBAETCsS IIpelcenaTesieM
TeppuropruaibHON KOMUCCHH.

4.12. JIoOKyMeHTBI ¢ OTMETKOM O CpPOYHOCTH JIOCTaBKU «BecbMa cpouHO» U
«CpouHo» 0(GOPMISIOTCS HE3aMEUIUTENbHO, OTIPABJSIIOTCS IO  KaHajlaM
daxkcumunbHOU cBsa3u, [IW AEJIO winu HapodyHbIM.

4.13. JIOKyMeHTBI, HallpaBJIieMble TpaXkIaHaM [0 JOMAalllHEMY aJipecy,
OTIIPABIISIIOTCSL 4Y€pe3 IMOYTOBOE OTACIEHUE CBS3M, KAK IPAaBWIO, 3aKa3HBIMH
MUCbMaMH.

4.14. JlokyMeHThI, TepenaBaeMble 1O KaHajdaM (HaKCHUMMJIBHOM CBSI3H,
PETHCTPUPYIOTCS B OPAJIKE, YCTAHOBICHHOM JJISl HCXOASAIIMX JOKYMEHTOB.

4.15. cxopsmue TOKYMEHThI, O(pOpMIIEHHBIE C HapylIEHUEM TPeOOBAHMIA
WMHCTpyKIMK, K OTIPABKE HE NMPUHUMAIOTCS W BO3BPAILLAIOTCS WCIIOJHUTENSAM Ha
nopaboTky. KoppecnoHaeHIHs HeCIyKeOHOro xapakTepa, B TOM YHCIE JIMYHas
KOPPECIIOHAEHIMS, K OTIPABKE HE IPUHUMAETCSI.

4.16. Konuu uCXOosmMX JOKYMEHTOB IMOMEIIAIOTCS B JIEJI0 B COOTBETCTBUU

C HOMEHKJIATYpOu Jien TeppuTopruaibHON KOMUCCHH.

5. Ocob0enHocTH padoThI ¢ 00pPaLIECHUAMH IPAKIAH

5.1. Opranuzanuss paOOThl € OOpAIEHUSAMH TpaXJaH OCYIIECTBISAETCS
B COOTBETCTBUU C pa3zziesioM 2 Hactosmeld MHCTPYKIIMU ¢ y4eToM 0COOCHHOCTEH,
yKa3aHHBIX B JAaHHOM pa3Jielie.

5.2. IluceMennbie  oOpamieHuss rpaxnaHn (maiee —  oOparieHus),
noctynupime B TeppuUTOpHATBHYIO  KOMHUCCHIO,  PETUCTPUPYIOTCS  C
UCIIOJB30BAaHUEM PETUCTPALMOHHBIX (POPM  OTACIBHO OT JAPYrUX BHJIOB
JIOKyMEHTOB HE€ TMO3JHEEe TpeX JHeW Cc MoMeHTa mnoctymieHus. OOparieHus,
Kacaroluecs: HapylIeHUH W30MpaTeNIbHBIX TMpaB Irpa)kaaH B MEPHOJ MOJATOTOBKHU
U TIPOBEJICHUS BHIOOPOB U pePepeHIyMOB, PETUCTPUPYIOTCS B J€Hb MOCTYIUJICHUS
B TepputopralibHyt0 KOMHCCHIO WJIM Ha CIEAYIOIIHN pabounii 1CHb.

5.3. [Ipu BCKpBITUM KOHBEPTOB MPOBEPSETCS HAIUYKME BCEX BIIOKCHUI.

KonBepT 00s13aTE€IHHO COXpaHSETCS.
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OOpaiienus, colepkamue B aJAPECHOM YacTh TNOMETKY «JIuuHOo»,
paccMaTpUBaIOTCS B 00IIEM MOPSIIKE B COOTBETCTBUU ¢ MHCTpyKIuEH.

[Ipu peructpauuu nNoBTOpHBIX  OOpameHud UM IPUCBAUBAETCS
OUEpEHOM PErHCTPAllMOHHBIM HOMEp, B PErHCTpallMOHHOW QopMe nenaercs
otMeTKa «[1oBTOpHOY.

Ecnu Obpatenue nocTynusao oT KOJUIEKTHBA TpaxaaH, TO IPU PEruCTpaLU
B perucTpanmoHHoi gpopme craButcst otMeTka «KosiekTuBHoEY.

5.4. PerucTpalluOHHBIA IITaMI, COCTOSIIIMHA W3 TMOPSIKOBOTO HOMEpa
oOpalieHusi U JaThl PErucTpaliu, CTABUTCS, KaK MpaBWJIO, HA TIEPBOM JIUCTE
OOpaieHus B IpaBOM BEPXHEM YIUIy WM Ha CBOOOJHOM OT TEKCTa MECTE.

Hymepamus noctynuBmux OOpallieHHil OCYLIECTBISIETCA B IIpeneax
KaJIEHJAPHOIO Io/1a.

5.5. 3apeructpupoBandbie OOpalleHus paccMaTpPUBAIOTCA MpeaceaaTeeM
TeppuropralbHOM KOMHMCCHHM, 3aT€M IIOCJIE€ TEPEHECEHMs] YyKa3aHWs 10
VCITOJIHEHHUIO JOKyMEHTa B PErUCTPALMOHHBIE (DOPMBI MEPENAIOTCA UCTIOTHUTESIM
MOJ1 TOATHCH.

5.6. OOpaiieHusi, agpecoBaHHbIE YJeHaM TeppUTOPHAIIBHOM KOMHUCCHUH,
PETHCTPUPYIOTCS B YCTAHOBJIEHHOM TOPSJKE, JOKIJIAJbIBAIOTCA MPENcenaTerto
TeppuroprallbHOM KOMMCCHM, 3aT€M IIOCJII€ IEPEHECEHMs] yKa3aHUs 10
UCIIOJTHEHUIO JJOKYMEHTA B PErHCTPallMOHHBIE (POPMBI NMEPEAAIOTCS UCTIOTHUTEISIM
MOJ1 MOATHCH.

OOparieHust paccMaTpUBAIOTCSI B COOTBETCTBUM C YKa3aHUSMU IIO
UCIIOJIHEHHUIO JOKYMEHTa mpeacenatens TeppuTopuaibHOM KOMUCCUU B MOPSAKE,
YCTaHOBJIEHHOM 3aKOHOJATeNbCTBOM Pocculickoit denepanmu.

5.7. OOparienus, cogepsKanye BOMPOChl, PEIICHUE KOTOPHIX HE OTHOCUTCS
K KoMmrereHuun TeppuTopuaibHOM KOMHCCHHU, NOKJIAIBIBAIOTCS MNpEaCceAaTelto
TepputopradbHOH KOMHCCHM M 10 €r0 YKa3aHHIO 10 HCIOJHEHHUIO TOKYMEHTa B
TEUEHHE CEMHU KAJICHAAPHBIX JHEH CO JHS PErHCTpally HAMpaBISIOTCA C
COMPOBOJAUTENLHBIM MHUCHMOM 32 €ro MOJNUCHI0O B COOTBETCTBYIOLIMN OpraH WU

COOTBCTCTBYIOIICMY JOJDKHOCTHOMY JIMIY, K KOMIICTCHIHUHW KOTOPBIX OTHOCHUTCIA
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pelieHrue nocTaBieHHbIX B OOpallleHHHd BOIPOCOB, C YBEJOMIIEHHEM TpaXKIaH,
HanpasuBiux OOparienus, o nepeaapecanuu O6pameHuii. B conpoBoguTeasHoM
NMCHbME OrOBAPUBAETCS MOPSAIOK HANpaBJIEHUs 0TBeTa aBTopy OOparnieHus.

Ecnu pemenue mnocraBieHHbIXx B OOpalieHHsIX BOMPOCOB OTHOCHUTCS K
KOMIETEHIIMU HECKOJIbKUX TOCYJAapPCTBEHHBIX OPraHOB WJIU JOJKHOCTHBIX JIHII,
korusg OOpamieHuss B T€UEHUE CEMHU KaJeHIApHbIX JIHEW CO JHS pPETUCTpaliu
HalpaBJISIETCSI B~ COOTBETCTBYIOIIIME  OpPraHbl WM  COOTBETCTBYIOLIUM
JOJKHOCTHBIM JIULAM.

5.8. 3anpenraercs HaIpPaBIIATh OO6paienue Ha  pAacCMOTPEHHUE
B FOCYJJapCTBEHHBIN OpPraH, OpraH MECTHOTO CaMOYIPABIIEHUS WU JOJKHOCTHOMY
JUIly, pelleHre wih JeucTBue (0e3neicTBUE) KOTOPHIX OOXKalyeTcs, 3a
WCKJIFOYEHUEM CIIy4YaeB, YKa3aHHBIX B MMyHKTE 6 cTtatbul 75 PenepanbHOTO 3aKOHA
«O0 OCHOBHBIX TapaHTUSIX W30UpaTeIbHBIX MpaB W IMpaBa Ha ydyacTUE B
pedepenayme rpaxaan Poccuiickoit @enepamum.

5.9. Ecin B COOTBETCTBMH ¢ 3alpeToM, YKa3aHHBIM B Tojapasuene 5.8
WHCTpyKIIMM, HEBO3MOXXHO HampaBuTh (OOpalieHue Ha pacCMOTPEHUE B
rOCyJIJapCTBEHHBIN OpraH, OpraH MECTHOT'O CaMOYIPABJIEHUSA WIH JOJKHOCTHOMY
JIUILYy, B KOMIETEHIIUIO KOTOPBIX BXOJUT pElICHUE MOCTaBJIeHHbIX B OOpalieHuu
BompocoB, OOpaleHrue BO3BpallaeTCsl TPAKIAHUHY C Pa3bSICHEHHEM €ro IpaBa
00anoBaTh COOTBETCTBYIOIIEE PEIICHWE WA JIEUCTBHE B YCTAHOBJICHHOM
NOPSIZIKE B Cy/JIE.

5.10. OOpamienusi, MOCTyNUBIIME B  TE€PPUTOPHAIBHYIO  KOMUCCHIO,
paccMaTpuBalOTCA B CPOKH, YCTaHOBICHHbIE mojapazaenamMu 8.5 u 8.6
HNHcTpykumm.

B mnepuon moAroToBKM W TpOBENEHUS BBHIOOPOB U pedepeHIyMOB CpPOKU
paccMoTpenust ~ OOpamieHuii  yCTaHaBIMBAIOTCS B COOTBETCTBUU  C
3aKOHOJIAaTeILCTBOM Poccuiickoit deneparuu o BIOOpax u pedepeHaymax.

Ecim  HeoOxommMo  mpomiuTh  Cpok  paccMmoTrpeHus — OOparieHus,
UCITOJIHUTEIb HE MO3/IHEE YEM 3a TPU JHS J0 UCTEUEHUSI CPOKA MOJATOTOBKM OTBETA

MPEJCTABISICT HA HUMS Ipeacenarens TeppuTopHalbHOM KOMHUCCUU JTOKJIAJHYIO
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3aMKUCKYy C OOBSACHEHHEM, [0 KaKOW NpPUYMHE HEBO3MOXKHO JlaTh OTBET B
YCTAHOBJICHHBIA ~CpPOK. MaKCHUMaJIbHOE TMPOJUIEHUE CPOKAa PACCMOTPEHUS
Ob6pamienus cocrapisieT 30 KaneHIapHBIX THEH.

3asBUTENIO HAMPABIISECTCA YBEAOMIICHUE O MPOJIEHUU CPOKA PACCMOTPEHUS
ero O0parteHus.

OOpaiiieHus, Ha KOTOPBIE TAIOTCS MPOMEXYTOYHBIE OTBETHI, C KOHTPOJISL HE
CHUMAIOTCS.

5.11. B cnydae mnoctrymieHuss B TeppuUTOpUAIbHYIO KOMHUCCHUIO B
YCTaHOBJICHHOM MOPSJKE 3alpoca TOCYAapCTBEHHOIO OpraHa, opraHa MECTHOTO
CaMOYIIpaBJIEHUs WM JAOJDKHOCTHOIO JMIa, paccMmarpuBarommx OOparieHue,
JOKYMEHTBl W MaTepuaibl, HeoOXoAaumble sl paccMoTpeHus OOpaiieHus,
MPEACTABIISAIOTCA B TEUCHHE 15 KalleHIapHbBIX THEM.

5.12. OtBet Ha OOparieHne, B KOTOPOM HE yKa3aHbI (pamMiumds rpakIaHuHA
U €ro MOYTOBBIM agpec WU aJapec SJIEKTPOHHOW MOYTHI, IO KOTOPOMY JOJIKEH
OBbITH HampaBjeH OTBET, He Jnaercs. Takoe OOpalieHUE CHUCHIBACTCS B JEJO
npeacenareneM TepputopualibHo kKomMuccuu. B ciywae ecnu B OOpanieHuun
COZIepKaTcsl CBEACHUS O MOATrOTaBIMBAEMOM, COBEPIIAEMOM HWIIM COBEPIICHHOM
OPOTUBOIPABHOM JIETHUM, a TaKXke O JIMIEe, €ro MOATrOTaBIMBAIOIIEM,
COBEPIIAIONIEM WJIM COBEPIIMBIIEM, OOpallleHUe TOJJICKUT HAMPABICHUIO B
roCyJIapCTBEHHBIN OpraH B COOTBETCTBUU C €r0 KOMIIETECHIIUE.

Ecnu texcr OOpaienus He MOAAAaeTCsl MPOUYTEHUI0, OTBET Ha OOpaleHue
HE JlaeTcsi W OHO HE€ TMOJJICKHUT HAMpaBJICHUID Ha pPacCMOTPEHHE B
rOoCyJAapCTBEHHBIA OpPraH, OpraH MECTHOTO CAMOYIPABJICHHS WM JOJKHOCTHOMY
JIUILy B COOTBETCTBUU C MX KOMIIETCHIIMEH, O 4YeM B TEUECHHE CEMU KaJeHAapHBIX
nHen co nHa peructparuu OOpalieHus: cooOaeTcsl rpakIaHuHy, HallpaBUBIIIEMY
O6pamienue (eciu ero GamMuiIus U MOYTOBBIN aipec MOAIAI0TCS IPOUYTESHHUIO).

5.13. OOpamiennsi, B  KOTOPBIX  COJEp)KATCA  HEIEH3YpHBIE  JHOO
OCKOpOUTENbHBIC BBIPAKEHUS, YTPO3bl IKU3HH, 3JI0POBBI0 M HMYIIECTBY

JOJDKHOCTHOI'O JIMIId, a4 TaKXE YICHOB €Ir0 CEMbH, OCTArOTCA 0e3 oTBeTa IIO
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CYIIECTBY IIOCTaBJIEHHBIX B HEM BOIIPOCOB, a 3asBUTENIIM COOOIIAETCS
O HEJIOIYCTUMOCTH 3JI0YIIOTPEOJIEHUS IPABOM.

5.14. OGparmienne, B KOTOpOM OOXalnyeTcs CyaeOHOEe pelieHue, B TeUCHUE
CEMH KaJEHIApHBIX JHEW CO JHSA PErucTpalyyd BO3BpAILACTCS TpaXIaHUHY,
HanpaBHUBIIEMYy OOpallleHHe, C pa3bICHEHUEM TMOpAIKa 00KaJoBaHHS JTAHHOTO
CyJ1IeOHOTO peIlIeHUS.

5.15. Ecnmu B OOpanieHun coaepKUTCs BOMPOC, Ha KOTOPBIM Tpa)kIaHUHY
HEOJHOKPATHO (IBa pa3a U 0oJiee) 1aBaIMCh NUCbMEHHBIE OTBETHI 110 CYLIECTBY B
CBS3M C paHee HarpaBieHHbIMH OOpaiieHusMu, U npu 3ToM B OOpaiieHuu He
IPUBOJASTCS HOBBIE JOBOJABI U OOCTOSATEIBCTBA, TO IMEPENUCKA [0 JAHHOMY
BOIIPOCY C TPAKJTAHUHOM MIPEKPAIIAETCS], O YEM €MY HaIlpaBJISETCsl YBEIOMIICHHUE.

5.16. JInynblii pUeM TpaKJaH BeAeTcs mpenacenareiaeM TeppuTopraibHON
KOMUCCHUHU.

Wudpopmanus o nopsake mOpueMa TrpaxJIaH  pa3Melaercss  Ha
MH(OPMAIIMOHHOM CTEHJE U O(ULHATIBLHOM caiite TeppUTopraibHOW KOMUCCUU B
MH(OPMAIMOHHO-TEIEKOMMYHHUKAIIMOHHOM ceTh MHTepHeT.

I[Ipy  auyHOM  TpUEME  TPAXKIAHWUH  NPEABSIBISECT  JOKYMEHT,
YIOCTOBEPSIIOIINI €r0 JIMYHOCTb.

Benenne nuM4HOro npueMa IpakJaH MOXET CONPOBOXKIATBCSA ayInuo- U
BHJICO3aIIACHIO, O YEM IPaXKJIaHe YBEIOMIIIFOTCS O Hayaia pueMa.

5.17. Bo Bpemsi mpuema TpaxiaH BeIeTCd >KypHal ydeTa, B KOTOPBIU
BHOCSITCSl JaHHBIE O TpaXkJaHWHE, KPaTKOE COoJep)KaHue OOpalleHHus, pe3ysbTar
€ro pacCCMOTPEHUS, a TAKKE JTOHKHOCTD U (DaMUIIMS JTULA, TPOBOISIIETO PUEM.

Ecnu  wusnoxenneie B yctHoM OOpaimienuu  ¢GakThl He TpeOYIOT
JIOTIOJIHUTEIBHON IPOBEPKH, 0TBET Ha OOpalieHue ¢ coracus rpaxaaHiHa MOKET
ObITh JTaH YCTHO B XOJI€ JINYHOTO MpHEMa, O YEM JeJIaeTCs 3aluCh B KypHase
yuera. B ocTanpHBIX cCiy4asxX [Jaercs IMCbMEHHBIM OTBET 10 CYIIECTBY

nocTaBIeHHBIX B OOpaliieHuu BOIPOCOB.
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B xoze nuyHOro nprueMa rpaxkJlaHiHy MOKET ObITh OTKa3aHO B JaJIbHEHIIIEM
pacCMOTpPEHUU OOpallleHUsl, €CIM €My paHee ObUI JaH OTBET IO CYIIECTBY
MOCTaBJICHHBIX B OOpalieHu BOIpOCOB.

B ciyuyae rpy6oro, arpecCMBHOrO MOBEACHUS TpaKIaHWHA MPUEM MOXKET
ObITh NpekpaieH. [Ipy HeoOX0AUMOCTH MOKET OBITh BBI3BaH COTPYIHHUK OXPAHBI.
Nudopmarus o moBeIeHUN IPpaKJaHUHA OTPAXKAETCS B KypHAJIE yUyeTa.

5.18. I[lepenanusie Ha mnpueMe OOpailleHUs  PErUCTPUPYIOTCA €
UCIIOJIb30BAaHUEM PETUCTPAIIMOHHBIX (OPM U pacCMaTpPUBAIOTCS B TOPSIKE,

YCTAHOBJICHHOM HACTOAIINUM pa3acIiOM.

6. Oco0eHHOCTH PadOTHI C JOKYMEHTAMHU, COACPKALIUMH CJIYKEOHYI0
HH(OPMALMIO OTPAHNYEHHOI0 PACIIPOCTPAHEHUs (B TOM YHCJIE CBeleHUsI 00
n30Mparesx, ydacTHUKax pedgepeHayma, o0palialolIuMUCs B paMKax
¢pynxkunonupoBanns ['ocyapcTBeHHOM CHCTEMbI perucTpanuu (yuera)

usduparesieid, ysacTHUKOB pedepenayma B Poccuiickoit @enepanun)

6.1. OcobeHHOCTH pabOTHl C JIOKYMEHTaMH, COJICPXKAITUMU CIIY>KEOHYIO
UH(OPMAITUIO OTPAHUYCHHOTO PACTIPOCTPAHCHUS.

6.1.1. K cuyxeOHOl wuHbOpMAIIMKM OTPAHUYECHHOTO PaCIpOCTpaHEHUS
OTHOCUTCSI HECEKpeTHas WH(pOpMallus, HE3aBUCMMO OT BHJA €€ HOCUTEJS,
OTpaHUYCHHSI Ha pacmpocTpaHeHUE KOTOpOH yCTaHABJIUBAIOTCS
3aKoHOJaTeIbCTBOM Poccuiickoit denepaiiuu, penieHUus MU (TMIOCTAaHOBJICHUSIMU)
BBITIICCTOSAIINX H30MUPATEITHEHBIX KOMHCCHH.

6.1.2. Heo6xomuMocTh ~ TpocTaBieHHS TOMETKH «Jlig  cimykeGHOTO
nosib3oBaHus» (manmee — «JICII») Ha mOoKyMeHTaX W H3JAHUSAX, COJEpIKAIIUX
CIyeOHYI0 HH(POpPMAIMIO OTPAHUYCHHOTO PACIPOCTPAHEHUS, OMPEACIACTCS
npeacenareaeM  TeppuTOpUaIbHOM ~ KOMHCCHH,  TOJMUCHIBAIOIIUM  WJTH

YTBEPXKAAIOIIUM JOKYMEHT.
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JIOJKHOCTHBIE JIMIIA, MPUHSBIIME pEIIeHHEe 00 OTHECEHUHU CIIyKEOHOU
uHGOpPMAIIMU K pa3psily OrpaHUYECHHOTO PacCHpOCTPAHEHUS], HECYT MEPCOHAIBHYIO
OTBETCTBEHHOCTH 32 00OCHOBAaHHOCTbH IPUHATOTO PEIICHHUS.

6.1.3. [lometka «JICIl» u HOMEp SK3eMIUIsipa MPOCTABISAIOTCS B MPaBOM
BEPXHEM YTIIy NEPBOM CTpaHMIBI TOKYMEHTa (B Cillydyae HEOOXOAMMOCTH — U €0
MPOEKTa), colepKaliero  cinykeOHyro  HMH(OpMaIui0O  OTPaHUYEHHOTO
pacrpocTpaHeHus1, Ha 00J0XKKE U TUTYJILHOM JINCTE W3/IaHMsl, a TaK)Ke Ha MEpBO
CTPAHHIIE CONTPOBOJUTEIBHOIO MUChMA K TAKHM JIOKYMEHTaM.

6.1.4. PaGota ¢ AOKyMEHTaMH, COJCPIKAITUMU CIIYKeOHYI0 HHGOPMAIIUIO
OTPaHUYEHHOI'0 PACIPOCTPAHEHHSI, B TOM UYHCIE UX MPUEM, YUET (perucrparus),
OCYUIECTBJISIETCS B TMOPSAKE, YCTAHOBICHHOM JJISI HECEKPETHBIX JOKYMEHTOB, C
Y4E€TOM OCOOEHHOCTEH, W3JI0)KEHHBIX B HacrosimeM paszaene. Ilpu stom kK
pErucTpalmoOHHOMY HOMEPY JOKyMeHTa 1o0aBisieTcst momeTka «{CID».

6.1.5. lokymentsl ¢ nometkon «JICII» peructpupyrorcs (YUYUTHIBAIOTCA)
BMECTE C JAPYIMMH HECEKPETHBIMHU JOKYMEHTaMH. B perucTpallMOHHOW KapTO4ke
JTIOKYMEHTA Npou3BoAUTCA 3anuch «JICID».

6.1.6. CkanupoBaHue, KONMHpPOBaHUE (TUPAKUPOBAHUE) JIOKYMEHTOB C
noMeTrkol «J{CII», mpoW3BOAWUTCS HMCIOJHUTENEM JOKYMEHTAa C HHUCBMEHHOTO
paspelieHuss  npenacenaresis  TeppUTOPUAIIBHOW  KOMHUCCUM, TP 3TOM
OCYILECTBIISIETCS YUET KaXKI0T0 SK3EMILISIpA YKa3aHHBIX JOKYMEHTOB.

6.1.7. Joxymentst ¢  mometkoit  «JICIl»  mepematorcss — ujeHam
TeppuropyualbHOM  KOMMCCHUM M TPaXIJAHCKMM  CIy)KalluM  anmnapara
TepputopraibHONM KOMUCCUH MO TIOANKCH.

6.1.8. loxymentsl ¢ mometkoi «J{CII» HampaBisiroTCsl B Ipyrue OpraHbl U
OopraHu3anud opraHamu  (denepaibHOW  (QENbIbETEPCKON  CBA3M,  CIY>KOOM
CHEeUaIbHOW CBSI3M JIMOO HApOYHBIM. 3ampelaercs MepeaaBaTb JOKYMEHTHI C
nomeTko «JICII» 1o He3amMIIEeHHBIM KaHajlaM KOMIIbIOTEPHO-MOJAEMHOU H
(haKCUMUIBHON CBSI3H.

Jokymentol ¢ nomeTkon «JICID» pacchliaroTcss HECKOJIBKMM ajipecaTam

COrJIaCHO CIIMCKY pPACCbUIKM, B KOTOPOM HAIIPOTHB KaXIAOro ajapcecara
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MIPOCTABIISIETCSI HOMEP AK3EMILIAPA OTIPABIAEMOTO JOKyMeHTa. CIHCOK PaCcChUIKU
MOAMUCHIBACTCS] UCIIOJIHUTENEM U TIpeficeatesieM TepputopuaibHOi KOMUCCHUHU.

6.1.9. Mcnomaennbpie qokyMeHThI ¢ oMeTkoi «JICII» dhopmupytoTcs B aena
B COOTBETCTBUU C HOMEHKJIATYpoi Jiesl. B mpaBoM BepxHeM yriry 00JI0KKH Jiena, B
KOTOPOE MOMEIIIEHBI TAKUE JOKYMEHTHI, TpocTaBisieTcsa nomeTka «[CII».

6.1.10. Joxymentol ¢ mnomeTkod «JICII» XpaHATCS B 3aKpBHIBAIOIIMXCS
nikadax.

6.1.11. YauuroxxeHue naen, JOKYMEHTOB W m3maHuii ¢ mometkon «JICIDy,
YTPaTUBIINX CBOE MPAKTUYECKOE 3HAYCHUE M HE HUMEIOIIMX HCTOPUYECKOW U
HAay4YHOU IIEHHOCTH, TPOU3BOJIUTCS MO AKTY YCTAHOBJICHHOW (hOPMBI C YKa3aHUEM
HOMEpPOB 3K3eMIUIAIpoB (mpuiiockerre Ne 13). B yuerHeix Qopmax gemaercs
OTMETKa 00 YHUYTOXEHUU CO CCHUIKOM Ha COOTBETCTBYIOIIUHN aKT.

6.1.12. Pemenne o cusatuu mometku «JCII» ¢ mokymeHTa mpuHUMAET
JOJKHOCTHOE JIULO, TOANKCABILIEE UM YTBEPAUBILIEE TOKYMEHT.

Cusatue nometku «CID» ¢ mpucinannoro B TepputopraibHyr0 KOMHCCHIO
JIOKYMEHTa MOXET ObITh IPOU3BEICHO TOJIBKO MO COTJIACOBAHUIO C OpraHU3alnei,
HaIlpaBUBIIEH TOKYMEHT.

Cusatue nometkn «JICID» ¢ mokymeHTa mpOM3BOAUTCA OTBETCTBEHHBIM 3a
BEJICHUE  JEJONMPOM3BOACTBA HA  OCHOBAHMM  IMCbMEHHOIO  YKa3aHUs
JIOJKHOCTHOTO JIMLA, MPUHSBIIEro Takoe peuieHue. [Ipu castun nometku «ICID»
Ha JIOKYMEHTaXx MW JieflaX, a TaKke B PETUCTPAIMOHHOM KapTOYKE JeJIatoTCs
COOTBETCTBYIOIINE OTMETKH.

O cuatun nometrkn «JICII» yBemoMmisIroTCs BCE anapecaThl, KOTOPBIM
JIOKYMEHT HampaBJIsijIcs, MO0 OpraHu3allks, €ro HalpaBUBIIas.

6.1.13. B cnydae yTparbl 1€, JAOKYMEHTOB WM H3JaHUM C TMOMETKOU
«JICIl» nubo pasriameHus cojiepkalieiics B HUX WH(OpMalMu Ha3HAYaeTCs
CiIyeOHasi TPOBEpPKa, O pe3yJbTaTax KOTOPOW JOKIJIAIBIBACTCS MPECcCeaaTelto
TepputopuaibHOM KOMUCCHH.

OO0 ytpare nen u gokyMeHTOB ¢ nometkoi «JICII» cocrtaBisiercst akT, Ha

OCHOBAHHH KOTOPOT'O JACIAOTCA COOTBECTCTBYIOIINUC OTMCTKH B YHCTHBIX (bopMax.
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6.2. Pabota ¢ JIOKyMEeHTaMHu, COJACpPKAIIMMHU CBEJICHHS 00 u30uparelsx,
ydacTHUKax pedepeHayMa, oOpalalomuMUcI B paMKax (QYHKIIMOHUPOBAHUS
['ocynapcTBeHHOM cHUCTeMBbI peructpaiuu (ydera) wus0uparesneil, y4aCTHUKOB
pedepenayma B Poccuiickoit deneparumu.

6.2.1. K nokymeHTam, coaep KaliuM CBeJACHUs 00 N30MpaTesix, yuacTHUKaX
pedepenayma, oOpaniaronmucs B paMKax GyHKIMOHUPOBAHUS
['ocynapcTBeHHOM cucTeMbl peructpainuu (ydera) wu3Ouparteneil, y4acTHHUKOB
pedbepennyma B Poccuiickoit denepariii, OTHOCITCS JTOKYMEHTHI, TIOCTYIAOIINE
B TeppuTOpuanbHyt0 KOMHCCHUIO OT MUCIOJHUTEIBHBIX OPraHOB rOCYyAapCTBEHHOU
Binactu Caskt-lleTepOypra, TEppUTOPHATBHBIX OPTraHOB (enepaibHbIX OPraHOB
UCIIOJIHUTENbHON BiacTu, LleHTpanbHON HM30MpaTenbHOl KoMuccun Poccuiickoit
Oenepanuu, OI'KY «Denepanbublii nentp undopmatuzauuu npu lLlenTpanbHoi
n30uparenbHoii komuccun Poccuiickoit ®denepanun», Cankr-lleTtepOyprekoit
n30UpaTeabHOM  KOMMCCHHU, H30UpaTEeIbHBIX KOMHUCCHUH  BHYTPUTOPOJCKUX
MYHUIUITAJIBHBIX o0OpazoBaHHUii Cankr-IlerepOypra, CHUCTEMHBIX
aJIMUHUCTPATOPOB KOMIUJIEKCOB CpPEICTB aBTOMaTH3aluu [ ocyaapCTBEHHON
aBTOMaTU3UpOBaHHON cuctembl Poccuiickoit ®denepanuu «Bwibops» (nanee —
VUCTOYHUKU  MHGPOpMALIMM),  HalpapisieMble  HM30MpPATENbHONM  KOMHUCCUEHN
UCTOYHUKAM uWHMOpMaIMu, a Takke JOKYMEHTBI, TMepechllaeMble MEXKIY
KOMITJIEKCAMH ~ CPEJICTB  aBTOMATH3AIlMM TEPPUTOPUATBHBIX U30MpaTEIbHBIX
komuccuit B Cankt-Iletepoypre (manee — KCA THK), Cankrt-lIletepOyprckoit
uzbuparenpHoit  komuccueit (mamee — KCA HKCP®) wu IlentpanbHoit
n30upatenbHoi komuccueil Poccuiickoit @enepannu (nanee — KCA LMK Poccun)
B paMKax peajM3aluu 1ened u 3amad ['ocygapcTBEHHOW CHCTEMbl PErvMCcTpaluu
(yueta) uzbupareneit, yuacTHUKOB pedepenayma B Poccuiickoii @enepanmm.

JIokyMeHTbl MOTyT OQOpPMISATBCA KaKk Ha OyMaXHbIX, TaKk M Ha
MallIMHOYUTAEMbIX HOCUTEISX.

6.2.2. PaboTta ¢ JOKyMEeHTamH, COJEp KAIllUMH CBEICHUS 00 u30MpaTesix,
y4YacCTHHKaX pedepeHayMa, JODKHA OCYIIECTBISATHCS C  YYETOM  HOPM

®denepanpHoro 3akoHa ot 27 wutonsa 2006 roma Ne 152-03 «O mepcoHaIbHBIX
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JNaHHBIX», [lonoxeHuss 00 OCOOEHHOCTSIX OOpaOOTKM MEPCOHANBHBIX JaHHBIX,
OCYIIECTBIISIEMON O€3 HMCIOIB30BAHMS CPEICTB aBTOMATH3AIMH, YTBEPKICHHOTO
IIOCTAaHOBJICHUEM [IpaBuTenscTBa Poccuniickon denepanun
ot 15 centsi0pss 2008 roma Ne 687, INonoxenuss o I'ocymapcTBeHHOUM cucTeMe
peructpanuu (ydera) m30uparteniell, y4acTHHKOB pedepenmyma B Poccuiickoit
denepauuu, YTBEPKIECHHOTO IIOCTAHOBJIECHUEM 1K Poccun
ot 6 HOsOpss 1997 roma Ne 134/973-11, PerimamMeHTa HCIIOJIB30BAHUS TOCHCTEMBI
«Peructp  umsbupateneit, yuacTHUKOB pedepenayma»  [ocymapcTBEHHOM
aBTOMaTH3UpOBaHHOW  cuctembl  Poccuiickoit ~ ®denepanmn  «BwiOopsy,
yTBep)kaeHHOoro nocraHoBiennem LMK Poccnn or 26 wmapra 2014 rona
Ne 223/1437-6, Tlonoxenuss o0 oOecnieueHnn Oe30macHOCTH WHGOpPMAIMH B
['ocynapcTtBeHHOM aBTOMATU3UpPOBAaHHOW cucreMme Poccuiickont ®enepanuun
«Bw160pe», yTBepknenHoro moctaHoBieHueM LMK Poccum ot 23 uronst 2003
roga 19/137-4.

6.2.3. JlokyMeHTBI, coaeprKaliue CBeneHuss 00 M30MpaTeNsix, y4yacTHHKaX
pedepeniyMa T0KHBI 00padbaThIBaThCA B peKUME KOHPUACHIIMATBHOCTH.

6.2.4. Peructpanuio U XpaHeHHE JIOKYMEHTOB, COAEp KalluX CBEIEHUS 00
n30uparensx, YydyacTHHKax pedepeHayma, TNOCTYNaromMX OT HMCTOYHUKOB
uHOpPMAIIMU U HAMPaBISEMBIX MM, OCYIIECCTBISIOT T'PAKIAHCKHE CIY>Kalue
arrapara TeppuTopuagbHON KOMUCCHU.

6.2.5. Cniucok M1, YIOJHOMOYCHHBIX TIOJy4aTh OT HCTOYHHKOB
uHdpopMaluu U TepenaBaTh UM JOKYMEHTBHI, COJEpKalllue CBEACHUS 00
n30Uparesix, ydacTHUKaxX peepeHayma, YTBEpKIaeTcsl MPUKa3oM MpeceaaTens

TeppuropuasibHON KOMUCCHH.

6.2.6. [loyynB OT UCTOYHHKA MH(POPMAIMKA JOKYMEHT Ha OyMa)kKHOM JIM0O
MaIlTMHOYUTAEMOM  HOCHTEJNIE, COJCpXKalUid CBeJAeHUsT 00 u30uparensx,
y4acTHHKaX pedepeHayma, COTPYIHUK ammapara TeppuTOpHalibHOW KOMHUCCHH,
OTBEYAIOIINN 32 JIEJIOMPOU3BOACTBO, MPOCTaBIAeT MOMETKY «JICII»:

Ha OyMa)XHOM HOCHUTEJIE - B IPaBOM BEPXHEM YIJIy TEPBOM CTPaHHIIBI

JIOKYMEHTA,
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HA MAIIMHOYMTAEMOM HOCHTelle - B TMpaBOd BEpXHEW YacTu

MaIIMHOYMUTAEMOT0 HOCUTENS HH(POpMALIIH.

ITometka «JICID» mpocTaBisieTcss TakXke Ha TEPBOM  CTpaHULIE
COMPOBOJMUTENILHOTO TMHUChbMa K JOKYMEHTaM, COJAEp>KalluM CBeleHUus 00
n30upaTeNsix, yaacTHUKaX pedepeHayma.

6.2.7. Bce JOKyMEHTBI, coJepXkaliue CBeJAeHUs 00 wu30upaTensx,
y4acTHHKaX pedepeHyma, M COMPOBOAMUTENbHbIE NHChMa K HHUM TIpH HX
MOJYyYEHUH JMOO  OTHPABKE  PETUCTPUPYIOTCS  COTPYAHUKOM  arapara
TeppuropraibHOH KOMHUCCHH, OTBEUYAIOIIUM 3a JIEJIONPOU3BOJCTBO B OTACIHHOM
XKypHaie 1o QopMe, YCTaHOBJIEHHON COOTBETCTBYIOUIMM MPABOBBIM aKTOM
TepputoprnanbHori komuccuu. lIpy 3TOM K pPETHCTPALIMOHHOMY HHAEKCY
JToKyMeHTa no0aBisieTcs: momeTka «JJCII».

6.2.8. CommpoBouTeIbHBIE THChbMA K MAIIMHOYUTAEMBIM  HOCHUTEIISM,
coJlep KallluM HM3MEHEHHUs PErruoHalbHBIX (PparmeHToB Perucrtpa wuzbuparenei,
YYaCTHUKOB pedepeHayMa perucTpupyroTrcsi OTBETCTBEHHBIM 3a BEJCHUE
JEJIONPOU3BOACTBA B TeppuropuanbHol  komuccuu. Ilpm  3TOM  Ha
CONPOBOJIUTEIIBHOM MUCBME M MAIIMHOYMTAEMOM HOCHUTEINIE IPOCTABIISIETCS
nnomeTtka «J{CID».

MauHOYMTaeMble HOCUTEINM, COAEPIKAIINE HM3MEHEHUS PErMOHAIbHBIX
dbparmMeHToB Peructpa nu30uparenei, YYaCTHUKOB pedepenayma,
COMPOBOJIUTEINIbHBIC MUChMa K HUM JIOCTABJISIIOTCSA B TeppUTOpHAIbHYI0 KOMUCCUIO
MOCPEACTBOM 3aIIUIIEHHBIX cepTUUIUPOBAHHBIMU cpencTBamu
Kpunrorpauyeckod  3allUThl  TEJIIEKOMMYHUKAIMOHHBbIX  KaHamoB  ['AC
«Bb160pEIY, opranamu denepanbHON (PesbaberepcKoi CBsA3H JIMO0 HAPOUHBIM.

6.2.9. JlIokyMeHTBI, coaepiKallue CBeleHUs 00 M30MpaTessik, y4yacTHHUKAX
pedepennayma, Ha OyMaKHBIX JUOO MAITMHOYUTAEMBIX HOCHUTENSX XPaHATCS B
ceiibax WM B HAJEKHO 3aMMPAEMbIX W OMEYaThIBaeMbIX IKadax (SIIuKax,

XpaHUIUIIAX ).



35

[To ucteueHnu cpoka XpaHEHHUs] U PACCMOTPEHHUS HA HKCIEPTHON KOMHUCCHUU
TepputopradbHOH KOMHCCHUHM YKa3aHHbBIE JOKYMEHThl YHHUYTOXAKOTCA IO aKTy
(mpunoxenue Ne 13).

6.2.10. [IokyMeHTBI, coaepsKalliue CBEJACHHUS 00 M30MpaTeNsiX, y4aCTHUKAX
pedepeHaymMa, TEPEmarOTCs COTPYAHHKAM TeppUTOpHUATILHON KOMHUCCHUHU TIOJ
MOJIIHUCH.

[lepegaya JOKYMEHTOB, cCOJAEpKalluX CBeAeHUsT 00 u3buparensx,
ydacTHUKax pedepeHayma, OT OJHOrOo pabOTHUKA APYroMYy OCYIIECTBISIETCS C
paspeuieHusi npeacenarenss TeppUTOPUAIbHOW KOMHCCHUM WJIM JIMIA, €ro
3aMEIlAoIIEero.

JIOKyMEHTBI, CcOJepKallre CBeIeHUs 00 wu30uparensix, YydacTHUKAX
pedepeHaymMa, THPAXHUPYIOTCS € MHCbMEHHOTO pa3pellieHusl IpejacenaTens
TepputopralbHOM KOMUCCHH WIIH JIAIA, €T0 3aMENIAOIIETO. Y YET TUPAKUPYEMBIX
JOKYMEHTOB OCYIIECTBIsIeTCS ModK3eMiusipHo. Ha obopote mocnenHero Jsucra
KQKJOTO 3K3EMIUIAPA UCIOJHUTENb JIOJDKEH YKa3aTh KOJWYECTBO OTHEYATAHHBIX
AK3EMIUISIPOB, CBOIO (DAMMIIMIO U 1aTy THPAKUPOBAHUS TOKYMEHTOB.

6.2.11. O dakrax yTpaThl JOKYMEHTOB, COJEP)KAIUX CBEACHUS 00
n30upaTensX, ydacTHUKax pedepeHayma, JulOo pasrialieHusl cojaepKalleics B
HUX HWH(OpMAIMU CTaBUTCS B M3BECTHOCThH MpejcenaTesib TeppuTopuanbHOi
KOMHCCHHM WM JUUO0, ero 3aMmemawpomee. [Ipenceparens wim  Jauno, €ro
3aMellaollee, Ha3HaYaeT KOMUCCHUIO I PacciieIoBaHus OOCTOSITENbCTB yTPaThl
WM pasriameHus. Pe3ynbTaThl MOpPOBEPKU  JOKJIAIBIBAIOTCS  MPEACEHATENIO
TepputopralbHOM KOMUCCHH WU JIUILY, €TO 3aMELIAOIIEMY.

7. IlloaroroBka, opopmJjieHUE, BBIILYCK, Y4eT IOKYMEHTOB, PACCMATPHUBaeMbIX

Ha 3acefaHusiX TeppuTopHaIbLHON KOMUCCUHU

7/.1. ®opmupoBaHue MPOEKTA MOBECTKH AHS 3aceaHus
TeppuToprajJibHOM KOMHCCHH.
7.1.1. TlpoekT moOBeCTKH JAHS 3aceqaHus TeppuTOpUATbHOM KOMHUCCUHU

dbopmupyeTcs mpencenarenemM (cexkperapem) TeppUTOPHAIBHOW KOMHCCHH B
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CPOKHM, YCTAHOBJICHHBIE PETJIAMEHTOM [eppUTOPUAIBHOM KOMHUCCHHM, Ha
OCHOBAHMHM IUTAHOB PaOOTHI U pelieHuil TeppuTopHaibHOH KOMUCCHH, TOPYUYECHHIM
npeacenarens TeppuropuaibHON KOMUCCHH, ITOCTYNUBIINX JOKYMEHTOB H, ITOCIE
COTJIACOBAHMS C MpeacenaresneM TeppuTopranibHOM KOMHCCHH, MOAMUCHIBACTCS
cekperapeM TepputopraibHON KOMUCCHUMU.

7.1.2. Ynenst TepputopuanbHOW KOMHCCHHM BIIPaBE MPEIJIOKUTH BHECTH B
MIPOEKT MOBECTKU JHS 3aC€aHusl BOINPOCHI, B TOM YHUCIE, HE MPELYCMOTPEHHbIE
iaHaMd paboThl W peleHUsIMU TeppUTOpUaTbHOM KOMUCCHHU, TPU YCIOBUH
HaJN4us MOArOTOBIICHHBIX IO 3TOMY BOIIPOCY TOKYMEHTOB.

JlaHHBIE BONPOCHI BKJIIOYAKOTCS B IIPOEKT TMOBECTKM [JHA 3acelaHus
TeppuropuaiibHOl KOMHCCHHM TIpU TMHUCBMEHHOM oOpamieHud (B TOM YHCIE
HAIpPAaBJICHHOTO IO CPEICTBAM JJICKTPOHHOW MOYTHI) wieHa TeppUTopUabHOI
KOMMCCHUH, IO MHUIMATUBE KOTOPOI'O BOIPOC BBIHOCUTCS HA 3acelaHue, Ha UMS
npeacenarens TeppuTOpUaIbHOM KOMHUCCUHU, B KOTOPOM YKa3bIBAE€TCS HA3BaHUE
BOIIPOCA, AOKJIAAYMK M Jara Iepeladd IOATOTOBJIEHHOIO IPOEKTA PELICHHS B
COOTBETCTBUM C IYHKTOM 7.2 MHCTpyKIMM M MAaT€pHAIOB K HEMY CEKPETapIo
TepputopuaibHOM KOMUCCHH.

7.1.3. CornacoBanHblii ¢ mpejacenareneM TeppUTOPHATEHON KOMHUCCHH H
MOAIUCAHHBIA CeKpeTapeM TeppuTOpuaibHOW KOMHUCCHUU ITPOEKT MOBECTKU JHS
3acenanus TeppUTOpHATBHOW KOMHUCCHM pa3MeIaeTcs Ha OQHUIIMAIbHOM CaiTe
n30MpaTebHOM KOMHCCHM B HMH(POPMALMOHHO-TEIEKOMMYHHKAIIMOHHON CeTH
HNnTepher.

7.2. IlloAroToBKa AOKYMEHTOB IO BOINPOCAM, BKJIIOYEHHBIM B NPOEKT
NMOBECTKM JHA 3acefaHust TeppuTopuaIbLHOM KOMHUCCHH.

7.2.1. JIOKyMEHTBI 10 BOIPOCAaM, BKJIIOYEHHBIM B IMPOEKT IMOBECTKH JHS
3acenaHus TeppuTOpuaIbHOM KOMHUCCUH, TOTOBATCS WiICHAMHU TeppUTOpHaIbHOU
KOMHUCCHH (paOourMMHU TPYIIaMu), 32 KOTOPBIMH 3aKpEIIEeHbl COOTBETCTBYIOIINE
HANpaBJICHUS! JIEATENbHOCTH, C TMPHUBJICUYCHUEM, B Cilydae HEO0OXOJUMOCTH,

paboTHUKOB anmnapata TeppuTopuabHOM KOMUCCUU U JIPYTUX CIECIIUATUCTOB.
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7.2.2. IlpeacraBisgeMble K PACCMOTPEHHUIO JOKYMEHTBI, KakK IpaBHIIO,
BKJIIOYAIOT 03aIJIaBJICHHBIA MPOEKT peHIeHHs C MpUOOUICHHBIMU K HEMY
NO/JIMHHUKAMHU JIOKYMEHTOB, IOCIYXUBIIMX OCHOBAaHHUEM JUIsl PacCMOTPEHHS
BOIpOCa Ha 3aceJaHuu TeppuTOpUAIBHON KOMHUCCUH, JHOO MHPOEKT MHChMA,
IOJJIEKAIETO COTJJAaCOBAHMIO HA 3aCENaHMM | eppUTOPHATIBHONM KOMHCCHUH, IPU
HEOOXOMMOCTH — MOSICHUTENbHYIO 3aIIUCKY 110 PACCMAaTPUBAEMOMY BOIIPOCY.

7.2.3. TIpoekThl JOKYMEHTOB (BKJIFOYAs MPUIIOKECHUS ), IPECTABIISIEMBIC IS
pacCcMOTpEHHsT Ha 3aceJaHhu [eppUTOpHAIIBHOW KOMHCCHUM, BH3UPYIOTCS
UCIIOJITHUTENIEM, M YIEHOM TeppUTOpHAIIbHOM KOMMCCHM, OTBETCTBEHHBIMHU 32
MOJATOTOBKY JOKyMeHTa. Eciu MpoeKThl JOKYMEHTOB MOJTOTOBIIEHBI CEKPETAPEM
KOMHUCCHHU WJIU paboyeil rpyInoi, TO IPOCTaBIECHUE BU3 HE TpeOyeTcs.

[IpoekTbl JTOKyMEHTOB (BKJIIOYas MPUIOKEHMsI), COAEprKallhe BOMPOCHI
(uHaHCHpOBaHUSI BBIOOPOB, OOECHEUYEHHS] JESITEIBHOCTH TeppuTopHabHON
KOMHUCCHUM B 00s3aT€JIbHOM TIOPSAJKE BHU3UPYIOTCA TIJIaBHBIM OyXrajlTepoMm
TeppuropruaibHON KOMUCCHH.

7.2.4. Bu3bsl TIPOCTABIISIIOTCS B KOHIIE TEKCTa MPOEKTA PEIICHHs] JUOO0 Ha
OOOpOTHOM CTOpPOHE TMOCJIEIHEro JIMCTa MPOEKTa JOKyMEeHTa (BKJIOYas
NPUJIOKCHUSI) TI0 yCTaHOBIEHHON ¢opme (mpunoxenne Ne 6). Kaxmprii muct
IPWIOKEHUS BU3UPYETCS UCIIONHUTENIEM. Br3a nmpocTaBiisieTcsi B IpaBOM HUKHEM
YTy Ha CBOOOIHOM TT0JI€ CTPAHUIIBI ITOCIIE TEKCTa JIMOO Ha 0OOPOTHON CTOPOHE.

7.2.5. UcnionmauTens 00€CIeunBacT KOMIUIGKTHOCTh BCEX JIOKYMEHTOB,
0003HAUYEHHBIX KaK B IPOEKTE PEIICHUS, TaK U B IPUIIOKEHUSIX K HEMY.

7.2.6. TTocne mpocmoTpa, a B HEOOXOIUMBIX CIy4asiX — BHECEHHsI TIOTPABOK,
cekpeTapb TeppUTOpUanbHOM KOMHCCHUM HAa TMOATOTOBJIEHHBIX M O(DOPMIIEHHBIX
JUISl paCCMOTPEHMSI HA 3aCelIaHMM IPOEKTaxX ITOKyMEHTOB JenaeT oTMeTrky «Ha
3ace/laHre», CTaBUT MOJIUCH U JaTy M TepellaeT BeCh KOMIUIEKT JIOKYMEHTOB
OTBETCTBEHHOMY 3a BEJACHHE JI€JONPOU3BOICTBA (3a MOArOTOBKY 3aCEIaHHUs).

7.2.7. IIpoexthl pemiennii Komuccuu, B ciyyae uX MOATOTOBKH 3apaHee,
npenocTaBisiloTess wieHam Komuccun ¢ mpaBoM  pemiaroniero rosoca s

O3HAKOMIJICHH:A, KAK IIpaBHJIO, HC IIO3AHCC, YCM B JICHb, HpeI(HICCTBYIOIHI/Iﬁ JHIO
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3acenanus Komruccnn, a B UCKITIOUUTENBFHBIX CIydasx — HE To37Hee uyeM 3a 1 gac
1o Hauana 3acefanusi Komuccuu. B nepuon nposenenus: BbIOOPOB, pedepeHayma
NPOEKThl  pelIeHUH MOryT ObITh  MpeAcTaBieHbl  ujieHaM  Komuccuu
HEIOCPEICTBEHHO Ha 3acenannu Komuccnn.

7.2.8. OTBETCTBEHHBIN 3a BEJEHUE JCJIONPOU3BOJACTBA  (IOJATOTOBKY
3ace/laHrs) KOMIUIEKTYET MarKy ¢ JOKyMEHTaMH, MOAJeKaIlUMH PaCCMOTPEHHIO,
B COOTBETCTBHHM C TIPOSCKTOM TIIOBECTKH JHS 3acelaHus | eppUTOpHaTbHOU
KOMUCCHHU.

7.2.9.Tlepen  HauamoMm  3acefJaHHsi  OTBETCTBEHHBI 32  BEJCHHE
JIEIONPOU3BOICTBA (3a MOATOTOBKY 3aCEIaHUs) PETUCTPUPYET MPUTIIAIEHHBIX Ha
3acelaHde  JIMI,  CIOUCOK  KOTOPBIX  TMPEJACTaBISETCS  MpelceaaTeltto
TepputopuanibHON KOMHUCCHUHU.

7.2.10. Ha 3aceganumn TeppuTopuaibHOM KOMHCCHMH BEACTCS MPOTOKOJI U
MOXXET TPOU3BOJIUTHCA ayAHO3amuch (BUIEO3amuch). B cioydae mpom3BojICTBA
aynuo- wid (BUAEO) 3aluCH  WIeHbl TeppuTOpHAIbHOM KOMHCCHH H

IMPUTTaICHHBIC YBECAOMIIAIOTCA 00 3TOM a0 00BABICHUSA IOBECTKH JHA 3aCCIaHuA.

7.3. Boinyck JTOKYMEHTOB, PacCMOTPEHHBIX Ha 3acelaHuM
TeppuToprajJibHOM KOMHCCHH.

7.3.1. JIokyMeHTbI, pacCMOTpPEHHbIE Ha 3acelaHuu TeppUTOpPHATBHON
KOMHCCHH, B Cllydae, €Clii B XOJ€ 3aCEIaHus BHOCWIMCH W3MEHEHUS, JOJIKHBI
OBITh JOPa0OTaHbI, a 3aTEM MOJANKUCAHBI, 3aPETUCTPUPOBAHBI U PA3OCIIAHBI.

7.3.2. Cpok 10opabOTKH TOKyMEHTOB HE JOJDKEH IMPEBBIIIATh TPEX padoumx
JHEeN mocne AHS 3acelaHus, €clidi HWHOM CpOK He ormpenaeneH ¢enaepaibHbIM
3aKOHOM M (W) 3aKkoHOM cyObekta Poccuiickoit ®denepauuu, periaMeHTOM
TeppuroprabHON KOMUCCHUH WJIM HE OTOBOPEH HA 3aCEIaHUU.

7.3.3.1lpu nopaboTke JOKyMEHTa HWCIOJHUTEIb BHOCUT B TEKCT
corjacoBaHHbIE B XOJ€ 3acelaHusi U3MEHeHHs. B cioydae mnpuHATHS
TepputopuadbHON KOMHCCHEW pENIeHHs] O HEOOXOAMMOCTH KOHTpOJIS 3a

BBIIIOJIHCHUEM  PCIICHHUA €TI0 TCEKCT AOIOJHACTCA IIYHKTOM, B KOTOpOM
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HA3HAYalOTCs JIMIA, OTBETCTBEHHBIE 32 MCIIOJHEHUE, U B CIIyyae HEOOXOAMMOCTU
OMPEIEIIICTCS] CPOK UCTIOTHEHUS.

[Ipu HEOOXOMMMOCTH B CIydae BHECCHHS B JOKYMEHT COTJIACOBAaHHBIX Ha
3aceJjaHuM U3MEHEHUI, OH BH3UPYETCSA y 4WIECHOB TeppUTOpHAIBHON KOMHCCHH,
BHECIIMX HA 3aCEJJaHUH COOTBETCTBYIOIINE MPEITIOKCHUSI.

Buszbl mpoctaBistorcss Ha  OOOpPOTHOM CTOpOHE TIOCIEIHEro JIMCTa
JIOKyMeHTa (pellieHus], TPUJIOKEHHs) MO0 YCTAaHOBJICHHOU ¢opMe (MPUTIOKEHUE
Ne 6).

7.3.4. cnionHUTEND CIIEIUT 332 KOMIUIEKTHOCTBIO MPHUJIaraeMbIX K PEIICHUIO
JIOKYMEHTOB M pacrojlaraéT UX B TOH IOCJIEN0BATEIbHOCTH, B KOTOPOMl OHHU
YIIOMHUHAIOTCS B TEKCTE.

7.3.5. Ecntu Bompockl, cojepkaiuecs B peIIeHUU T eppUTOpHaIbHOU
KOMHCCHUH, KacalTCsl JIESITEJIbHOCTH OJHOM WM HECKOJIBKMX CTOPOHHUX
OpraHu3aluid, K JIOKYMEHTY IpUJIaraercsi JIUCT COTJIACOBaHUS, B KOTOPOM
YKa3bIBA€TCS HAMMEHOBAHWE OPTaHU3alMM, JOJKHOCTh, MHULMAIBI U (pamMumus
JIOJDKHOCTHOTO JIWIIA, ¢ KOTOPBIM 3TOT JIOKYMEHT COTJIacOBaH, U CTaBUTCS €ro
JINYHAas MOJINCH.

CornacoBanue MoKeT OG(OPMISATBCS Ha TMOCJIEIHEM JIUCTE PEIICHUS
TeppuropuaibHOM KOMUCCHH.

7.3.6. K odopmneHHoMy i TOJNMUCAHUS PEIICHUIO | eppUTOpHAIBHON
KOMHCCUU MWCIOJIHUTENIb TpWjaraetT oT4eT O pPa3MEIICHUH pEIICHUs] Ha
opurmanpbHoM  caiite  TeppuTOpHATIbHOW  KOMHCCHMM W PAcChUIKE  TIO
COOTBETCTBYIOIIUM ajpecaTaM, KOTOPhIM HaIpaBJsieTCsl pelieHrue n30uparebHON
xomuccuu (nanee — Oryer) (npuioxenue Ne 7).

B Ortuer BKIIOYAIOTCS JOJKHOCTHBIE JIMIIA (OpPTraHU3aIlii), KOTOpbIe OYIyT
3QJICICTBOBaHBl B peAM3alUM TPUHATOTO JOKYMEHTA WJW JIOJKHBI OBITh
POUH(POPMHUPOBAHBI O €T0 COJCP)KAHUH M KOTOPBIM ATOT TIOKYMEHT JIOJDKEH OBITh
pazociaH.

OTueT MNONMUCHIBACTCS HCIOJHUTEIEM M yTBEPXKAAeTCsS NpejaceaareaeM

TepputopuaibHOM KOMUCCHH.
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7.3.7. ObopMIICHHBIN KOMIUIEKT JOKYMEHTOB (pelleHHe, 0003HAYEHHbIE B
€ro TeKcTe NpuiIokeHus, OT4eT) UCIOIHUTENb NEPENAET OTBETCTBEHHOMY 3a
BEJICHUE JEJIONMPOU3BOACTBA (32 TOArOTOBKY 3acedaHusi) Ml MPOBEPKHU
IPABWIBHOCTH O(OPMIIEHHUSI TOKYMEHTOB U MOCJIEAYIOIIEr0 UX MPEACTAaBICHUS Ha
IIOANMUCH MPEACEAATENIO U CEKpETapIo TeppuTOpraIbHON KOMHUCCHUM.

7.3.8. Pemienue  moAmuchIBaeTCS  IpelcedaTreieM U CEKpeTapeM
TeppuroprualibHOM KOMUCCHHU.

Ecnn na 3acemanum TepputopmanbHOM KOMHMCCHUM TIPENCENATEIHCTBOBAI
3aMECTUTENIb  Ipencenarens  TeppUTOPUAIbHOM  KOMHCCHUH,  CEKpeTapb
TepputoprallbHOM KOMUACCHH WM OJIMH U3 YJIEHOB T eppUTOPHAIbHON KOMUCCUU C
IIPAaBOM  pEIIAIOIIETO TOoJI0ca, a TakkKe €CIM IOJHOMOYHMSA  CEKperaps
TepputopralbHOM KOMMCCUU OCYLIECTBIIJI OJUH U3 WICHOB TeppUTOpHUAIbLHOU
KOMMCCHUU C TIPAaBOM PEMIAIOIIEr0 IroJoca, TO HOANKUCH B IIPOTOKOJIE, HA PEIICHUN
0(pOpMIIAIOTCS CIEAYIOUIMM 00pa3oM:

«3amecTuTens mnpeacenarens TeppuTOpUaIbHOM KOMHUCCHUM» — B CiIydae
BPEMEHHOT'O OTCYTCTBUSA Npeacenareis TeppuTopuanbHON KOMUCCHUH;

«Vcnonusronii  00s13aHHOCTH TipeacenaTens TeppuTopuaibHON KOMUCCUID) —
npu Hanuuuu pemieHus Cankt-IlerepOyprckoil M30MpaTeNbHOM KOMHUCCHU O
BO3JIOKCHHMM Ha OJHOIO W3 WICHOB TeppUTOPUATIBHOM KOMHUCCHM C IIPaBOM
pELIaroIIEro rojioca MOJHOMOYHM npeacenareiist TeppuTopuaibHO KOMUCCHH,

«IIpencenarensCTBYIOMNM HA 3aceqaHun TeppUTOpHUAIbHON KOMHCCUN) - B
Cllydae BpPEMEHHOIO OTCYTCTBHUS IPEACENATENsl, 3aMEeCTUTENs IpeacenarTess
TepputopuanbHolt Komuccuu, otcyTcTBUa pemenuss Cankr-lletepOyprekoi
n30MpaTebHOM KOMUCCHH O BO3JIOXKEHUH HAa OJHOTO U3 WICHOB TeppUTOpranbHOU
KOMHMCCUM C IIPaBOM  PELIAIOLIEr0 TOjoca IIOJHOMOYMM  Ipeacenaress
TeppuropyasbHOM KOMHUCCUM U IIPU HAJIW4YUM pelleHus TeppuropuaibHOU
N30MpaTeIbHOM KOMUCCHH,

«Hcnonusrommii 00s13aHHOCTH ceKpeTapsi TeppuTopruanbHOM KOMUCCUI) —

B ClIyda€ HaJIM4usa PCIICHUA TeppHTopHaanoﬁ KOMHUCCHUH O BO3JIOKCHHH Ha
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OJTHOTO W3 WICHOB TeppUTOPUAIBHONM KOMMCCHH C IIPABOM PEIIAOILIEro rosoca
IIOJTHOMOYHNH cekpeTaps TeppuToprabHOM KOMUCCHH.

«Cekperapp 3acenanus TeppUTOpHAIbHOM KOMHUCCHMM» — B cllydae
BPEMEHHOI'O OTCYTCTBUS CEKpEeTaps M30MpATENbHOM KOMHUCCUM M IPU HAIUYUU
peleHus N30upaTeIbHON KOMUCCHU.

7.3.9. Ilocne mnoxamnucaHusi peLIEHUs] PErUCTPUPYIOTCA IMPEceaaTeIeM
(OTBETCTBEHHBIM 3a BEJCHHE JIEJIONPOU3BOJCTBA) TeppUTOPHAIBHON KOMHUCCHM C
UCIIONBb30BaHUEM peructpanuonHoi ¢opmel. Ha moxkymentax u  Ortuere
IIPOCTABIIACTCS PETMCTPALIMOHHBIN HOMED.

7.3.10. Pemenusi, odopmisieMble B COOTBETCTBHH C PETJIAMEHTOM
TepputopralbHOM KOMHUCCUH PELIEHUSAMHM, HYMEPYIOTCS B XPOHOJIOIMYECKOU
IIOCJIEOBAaTEIBHOCTH B  IIpeJenax CpokKa NOJHOMOYHMid TeppuTOpHalbHON
koMuccud. HoMep pelieHuss COCTOMT M3 HOMEpAa MPOTOKOJA W MOPSAKOBOTO
HOMEpa pelIeHHus], pa3AesieHHbIX neducom, Harpumep: 1-5.

7.3.11. Yka3zaHHbBIC BHIIIC PEKBU3UTHI BHOCATCS B PETUCTPAITMOHHYIO (OpMY.

7.3.12. Pa3perienne Ha THpPAXHPOBAHUE [TOKYMEHTOB B HEOOXOIUMOM
KOJIMYECTBE JaeT Ipeacenareias TeppuTopHualibHOM KOMHUCCHH. JIOKYMEHTBI
TUPAXKUPYIOTCSI OTBETCTBEHHBIM 3a BEACHHUE JEJIONMPOU3BOACTBA (32 MOATOTOBKY
3acellaHrs) B COOTBETCTBMM C OT4eTOoM, Ha KaXIOH KOINHWHA JOKyMEHTa
IIPOCTABIIAETCS reyarsb, YAOCTOBEPSIOLIAs HNOJIKCH npeacenarens
TeppuropuaibHOM KOMHCCHM M cekpeTaps TeppuTopuanbHOl komuccuu (0e3
BOCIIPOU3BEJEHUS MOIUCEN ).

7.3.13. Korust pemenns TeppuUTOpHAILHON KOMHCCHU  HAaINpaBIsIeTCS
rpaXJaHUHY B CiIyyae, €clii ero oOpaileHue B TeppuTopuaIbHyl0 KOMHCCHIO
NOCIIY)KWJIO OCHOBaHMEM JUIAI PACCMOTPEHUs  BONpOCAa HAa  3aCEJaHUU
TeppuropualibHOM KOMUCCHH.

7.4. OdopmiieHue NPOTOKOJIA 3acefaHns TeppuTOPHAIBHON KOMUCCHM.

7.4.1. TIporokon 3acenanus TepputopuaibHOM KOMUCCHU O(QOPMIISIETCS Ha

0JIaHKe B CPOK, YCTAaHOBJICHHBIN perjaMeHToM TeppuTopuaibHON KOMUCCHHU.
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7.4.2. TIporokon 3aceaHus MOXKET O(QOPMIISATHCS B TMOJHOW WM KpPaTKOM
dbopme.

7.4.3. Texct mpoTokoyia 3aceqanHusi TeppuTopruaTbHOM KOMHUCCHUA COCTOUT
W3 JIBYX YaCTE€W — BBOJHOW U OCHOBHOM.

7.4.4. B BBOJHOW YacTH MPOTOKOJA YKAa3bIBAIOTCA (PaMUIIMA U WHHUIHAIIBI
npejacenareabCTByIomero  (mpeaceaarens — TeppuTOpUaibHOM  KOMHUCCHH,
3aMEeCTUTENb  mpeacenarenss  TeppuropuanbHOM ~ KOMHCCHUHM,  CEKpPETaph
TepputopraibHOW KOMHUCCHHM) W MPUCYTCTBYIOIIMX HA 3acCEAaHUU: 3aMECTUTENS
npeacenarens TeppuTopuanbHOM KOMHMCCUH, cekpeTaps TepputopualibHON
KOMHCCHUHU U 4JICHOB TeppUTOpHUaTbHOW KOMUCCUU, a TaKXKe JIMII, MPUTIAIIeHHBIX
Ha 3acefjaHue, B ali(paBUTHOM MOPSIKE.

Homyckaetcss odopMIIeHHEe TPUCYTCTBYIOIIUX OTACIBbHBIM CIUCKOM C
yKa3aHWEM HWHUIMAIOB, GaMmwinii u JgomkHocTed. Chucok mnpuiaraercs K

IIPOTOKOJY 3aCCaAaHHA.

Hanpumep:

IIpencenarenbCcTBOBAL: [Ipencenarens TeppuropuanbHOi H30KUpaTENBHOM
komuccuu Ne 45 ©.1.0.

IIpucyrcrBoBanu:

3amecTuTenb npeacenaTens ©.1.0.

TepputopuanbHOi H30UpaTENbHOM
komuccun Ne 45

Unens! TepputopuanbHoit uzduparensuoit  O©.1.0.
komuccuu Ne 45

IIpurnamenssie ®.1.0.

7.4.5. TloBecTka JAHS BKJIIOYAETCS B BBOAHYKO 4YacTh IpoTokona. OHa
COCTOUT M3 TEPEUYUCIICHHS] BOIPOCOB, KOTOpPbIE OOCYX AAIOTCA HA 3acelaHuU, U
3aKpervIsieT MOCIe0BAaTeIbHOCTh MX OO0CyXkAeHUus W GaMUIUK JTOKJIATUYUKOB

(BBICTYIAOILHX ).
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Kaxxnp1ii Bompoc MoBeCTKM JHS 3acelaHusl HymepyeTcs apadbckoil uudpoii,
ero HamMeHoBaHue Qopmynupytor ¢ mpemiora «O» unmu «O6». Ilo kaxgomy
MYHKTY 11€JIeCO00pa3HO yKa3bIBaTh JOKIAAUMKa U GOpMY MPECTaBICHUS BOIIPOCa
(mokana, oT4eT, coobmieHre, nHpopmarus).

7.4.6. OcHOBHAsI YacTh TMPOTOKOJIA COJEPKHUT CTOJIBKO Pa3lesioB, CKOJIBKO
MIYHKTOB BKJIFOYEHO B IOBECTKY JIHS. B COOTBETCTBUM C HEN pa3leibl HyMEPYIOTCS.

Kaxnpiii  paszmen  coctout w3 Tpex  yacren:  «CIIYIIAJIN»,
«BBICTVYIINJIN», «TepputopuanbHas nduparensHas komuccus Ne 45 permiay,
KOTOPBIE I€YaTAI0TCS OT TPAHULIbI JIEBOTO MOJIS.

B wactm «CJIYIIAJIM» KpaTko W37araeTcsi TEKCT BBICTYIUICHUS
JnoKiaaurKa. Maummansl u GamMuig T0KIag4uKa NeyaTatoTcsl ¢ KpaCHOM CTPOKH B
PONMTENBHOM Majaeke. 3aluch JOKJIAJa M3Jaraercss OT TPEThEro JIMIA
€IMHCTBEHHOT'0 YHCIIa U OTIEISAETCS OT (PaMUIIMK THUPE.

Ecnu TekcT noknama mpuiiaraercss K IMpOTOKOJY, TO HCIIOJIb3YETCS CChLIKA
«TekcT noknama npuiIaracTcs.

B wactm «BbBICTVYIIMJIM» nepeyucnsarorcss BBICTYNAIOIIAE W aBTOPBI
BONPOCOB. MHUIMANBI ¥ (haMUiIMsl BBICTYNAIOLIETO MEYaTaloTCs C KPAaCHOW CTPOKH
B UMEHUTENbHOM majexe. KpaTkasg 3amuch BBICTYIUIEHHS MO CYIIECTBY
paccMaTpUBaEMOI0 BONpOca (MO PELICHUIO NMPEACENATENbCTBYOIIET0) U31araeTcs
OT TPETHETO JIMIA €IUMHCTBEHHOIO YUCIIA.

Ecnan TekcT BBICTYIUIEHMSI Mpuiaraerca K MPOTOKOIY, TO HMCIOJIb3YeTCs
cchlIKa « TeKCT BBICTYIUICHHUS IIPUIIAraeTCsD).

B wyactu «TeppuropuanbHas uzdbuparenbHas komuccus Ne 45 permma:y
OTpaXKaeTcsi NPHUHATOE pEHIeHHEe MO O00CYXAAaeMOMY BOIIPOCY U PE3YJbTaThl
TOJIOCOBAHMS.

Conepxanue 0coOOr0 MHEHHS, BBICKa3aHHOTO BO BpeMs OOCYXKIIEHUA,
3aMKMCBIBAETCSI B TEKCTE MPOTOKOJA IOCIE€ COOTBETCTBYIOLIErO PELIEHUS WA
oopmiiieTcss Ha OTIECIBHOM JIMCTE M TMOMEIAETCs IMOCJIe COOTBETCTBYIOIIETO

peLIEHHs.
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7.4.7. IIporokon 3acenanusi TeppUTOpPUATILHOW KOMHUCCHUU TMOJIUCHIBAETCS
npeacenareneM TepputopuanbHOM KOMHUCCUU (WM MOPE/ICENaTENIbCTBYIONIUM) U
cekperapeMm TepputopuanbHOil koMmuccuu (4jaeHoM TeppuTopuanbHOW KOMHUCCHUH,
UCIIOJIHSIBIIMM ~ O0SI3aHHOCTH  cekpeTaps TeppuTopuasbHOM KOMUCCHH, WA
cekperapeM 3acenanus TepputopuaibHON KOMUCCUR).

7.4.8. [IpoTokonbsl  3aceaHUil ~ HYMEpPYIOTCA B XPOHOJIOTMUECKOU
MOCJIEIOBATEILHOCTH B MpeJenax cpoka mnojJHoMouud TepputopuanbHOU
KOMUCCHHU.

7.4.9. Tlporokomsl 3acenannii TepputopuaibHON KOMHCCHUH, TPHUOOIIICHHBIC
K HUM pEIICHUS BMECTE€ C MaTephajamu, MOCITYKUBIIMMH OCHOBAaHHUEM JJISl MX
MPUHATHS, 0COOBIMU MHEHUSMH 4YJICHOB TeppUTOpHUaTbHOW KOMHUCCUU XPAHSTCS Y
npeacenarenss TeppuropualibHOM KOMHUCCHM, a 3aTeM, OQOpMJICHHBIE B

COOTBETCTBHUHM C TpeOoBaHUAMU MHCTPYKIIMY, IEPEAIOTCS B APXUB.

8. OdopmiieHue npuka3oB npejacenarens TeppuTopuaibHOil KOMUCCHT

8.1. [Ipukaz mpexacenatenss TeppuropuaibHOW KOMHCCHU IO OCHOBHOU
NESATENIbBHOCTH U JIMYHOMY cocTaBy (nanee-Ilpukas) odopmisiercs Ha OnaHke
yCTaHOBIIEHHOH (opmbl (TipritokeHue Ne 3.3).

8.2. Texct Ilpukaza CcOCTOMT, Kak MpaBWIIO, U3 KOHCTATUPYIOIIEH U
PacoOpsSIANTENBHON YaCTEN U TOJKEH UMETH 3ar0JIOBOK.

8.3. B koHcTaTupylomieil 4YacTM  W3NaraloTcs Uend W 3a]aud
MPEANUChIBAEMbIX AEUCTBUN. Ecin ocHOBaHueMm K u3naHuio Ilpukaza sBisiercs
HOPMATUBHBIM IIPAaBOBOM AaKT WJIM PACIOPSAAUTENbHBIA JTOKYMEHT, TO B
KOHCTAaTUPYIOLIEN YaCTH YKa3bIBAIOTCS €r0 Ha3BAHUE, 1aTa, HOMEP, 3ar0JIOBOK.

8.4.B pacnopsiauTeIbHON 4acTu cozepKarcs NepeYNCICHUE
IPEANUCHIBAEMBIX JEHUCTBUM, CpOKM U wucnoiaHureau. Ilynkrer Ilpukasa
HYMEPYIOTCS apaOCKUMU IUPPaMH C TOYKON ¥ HE UMEIOT 3ar0JIOBKOB.

8.5. Ecin Ilpuka3 u3MeHsieT, OTMEHSCT WJIM JOIOJHSICT paHee W3JIaHHBIN

HpI/IKaS HIJIN €T0 OTACIBbHBIC ITYHKTBI, TO 9TO OrOBapUBaCTCA B TCKCTC HpHKa3a.
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8.6. B mocnenHeM myHKTe pacnopsIMTEIbHON YacTu, TP HEOOXOIUMOCTH,
YKa3bIBa€TCs JOJKHOCTHOE JIUILIO, Ha KOTOpO€E BO3JIaraeTcs
KOHTPOJIb 32 ucnoiaHeHnueMm Ilpukasa.

8.7.1lpu wHammuuu npuiaoxkeHudt Kk Ilpukasy B TekcTe Ha HHX
00s13aTeTIBHO JIEIaeTCs CChLIKA.

8.8. Ecniu B Ilpukasze coxmepkarcst Bompochl (hMHAHCUPOBAHHUS BBHIOOPOB,
oOecrieueHus: JEeATeIbHOCTH TeppuTopHalibHOW KOMHMCCHM, OJKCIUTyaTallud M|
pa3BUTHS CPEACTB aBTOMATU3alMM, OOYyYEHHs OpPraHU3aTOpPOB BBIOOPOB U
YYaCTHUKOB U30UpaTENbHOIO TMpoIlecca, TO OH BHU3UPYETCS Yy TJABHOTO
Oyxranrepa.

Busbl mpocTaBisitoTcst HA 000pOTHOM cTOpoHE nocneaHero aucra [Ipukasa,
NPUJIOKEHUS K HEMY TI0 YCTaHOBJICHHOH (opme (mpuioskerue Ne 6).

8.9. Ilocne monmucanus [lpuka3el PETHCTPUPYIOTCS TpeceaaTeIeM
(OTBETCTBEHHBIM 3a BEJCHHE JEJIONPOU3BOACTBA) TeppUTOPUAIBHON KOMUCCHH C
MCIIOJIB30BaHUEM PETUCTPALIMOHHON (hopMBI (KypHai1) U (OPMUPYIOTCS B jena B
COOTBETCTBMM C HOMEHKJIATypoH Jen TeppuTopuasbHOM KOMHCCHH BMECTE C
JOKYMEHTaMU, TOCITYKUBIIMMHU OCHOBaHUEM i u3nanus [Ipukasa.

8.10. Ilpuka3zaM mNpUCBAWBAIOTCS PETUCTPALMOHHBIC HOMEpA B TMpeaenax
KaJIEHJApPHOIO ro/1a.

8.11. Konuu [Ipuka3oB 3aBepsArOTCs IEHYAThHIO.

8.12. Ilpuka3sl BMeCTe ¢ JOKYMEHTaMH, MOCITYKUBIIUMHU OCHOBAaHHEM JIs
UX U3JIaHufA, XpaHATCA y nmpezacenarens (OTBETCTBEHHOTO 3a  BEACHHE
JIeJIONPOU3BOJCTBA), a 3aTeM, O(OPMIICHHBIE B COOTBETCTBHM C HACTOSILEH

HNHcTpyKkumen, nepeaatoTcst B apXyBs.

9. KoHTpOJIb HCIIOJIHEHHS JOKYMEHTOB U MOPY4YeHU i

9.1. KOHTpOJIIO UCTIOTHEHUSI TOJIIeXkKAT:
MOPYYEHUsI, COAEPKAIINECS B IOCTAHOBIICHUAX U Ipyrux JokymeHTax [[UK
Poccun, Cankr-IletepOyprckoit u30upaTeNbHOW KOMHCCHH, B  PEIICHUAX

TepputopuaibHOM KOMUCCHUU;
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- mopyueHus, coaepxkamuecs B [Ipukazax npeacenarens TeppuropuanbHoit
KOMUCCHH;

- MMCbMEHHBIE MOPYYEHHUS TIpeacenarens TeppuTopuaibHON KOMUCCHU;

- BXOJMIIKME JOKYMEHTHI, B TOM YHUCJE MUCbMEHHbIC OOpaIIeHHs TPakaH,
yKa3zaHHble B [lepeuHe moexxammx KOHTPOIK JOKYMEHTOB C YKa3aHUEM CPOKOB
ucrnonHenus (npusoxenue Ne 8), B COOTBETCTBUM € YKA3aHUSIMU 10 UCIIOJIHEHUIO
JOKyMEHTa npecenaress TeppuTopruanbHOl KOMUCCHH;

- UCXOJSIIME TOKYMEHTBI, TPEOYIOIIUE OTBETA;

- IOPYYEHHUsI, COJIepkKaIMecs B MPOTOKONIAX 3acenanuil TeppuropuanbHOi
KOMUCCHH;

- IUTAHBI MEPONIPUATHUH.

9.2. KoHTposib HCHOMHEHUS TOKYMEHTOB, YKa3aHHbIX B mojpasueine 8.1
Hactosmed WHCTpyKiuu (3a UCKIIOYEHUEM MCXOJAIIUX JOKYMEHTOB), IO
CyLUIECTBY 3aTPOHYTBIX B HHMX BOIPOCOB OCYIIECTBISIET Ipeacenaresb
TeppuropruaibHON KOMUCCHH.

9.3. KoHTpoh HWCMONMHEHUS HMCXOISIIMX JOKYMEHTOB, B TOM YHCIE 3a
CBOCBPEMEHHOCTBIO  IIOJIyYEHHs] OTBETOB HA 3amnpocsl  TeppuTOpHaIbHOU
KOMHCCHUH, OCYILECTBIISIIOT PaOOTHUKHU, OTBETCTBEHHBIE 3a IMOJTOTOBKY JIaHHBIX
JIOKYMEHTOB.

9.4. Cpoku WCTHOJTHEHUS TOPYYEHUH, COJEPKAIIUXCS B  PEIICHUIX
TepputopnaneHori komuccuu, Ilpukazax mnpencemarens TeppuTopruabHON
KOMUCCHH, NMMCbMEHHBIX MOPYYEHUN Tpeacenarens TeppuToprualbHOM KOMHUCCUU
ONPEAEIAIOTCS STUMHU IOKYMEHTAMU.

9.5. JIokyMeHT TOJICKUT UCTIOJHEHUIO B TeueHue 30 KaJeHAapHbBIX THEH CO
JHS €ro perucrpamnud, 3a HCKIKYEHHEM CJIy4aeB, IPELyCMOTPEHHBIX
noapasaesiom 9.6 HacTosIIEro pa3aena.

Ecnu mocnennuii 1eHb MCMIONHEHHS TOKYMEHTa MPUXOAUTCS Ha HepaOounid

JACHBb, TO OH MMOAJICKUT UCIIOJTHCHHIO B HpeI[HIeCTBYIOIlII/Iﬁ My pa60qHﬁ JCHDB.
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JlokyMeHTBl ¢ noMeTkaMu «BecbMa cpoyHO», «CpOYHO» HMCHOJIHSIOTCS B
TPEXJAHEBHBIN CPOK, TOKYMEHTBI C MOMETKON «OrepaTuBHO» — B JI€CSATUIHECBHBIM
CPOK CO JIHsI YKa3aHHS 10 UCIIOJIHEHUIO.

Ecnu nocnenHuii 1eHb UCHOJHEHUS TOKYMEHTA, COJAEPHKALIETO MOMETKY O
CPOYHOCTH HCIIOJHEHUS, NPHUXOAMTCS Ha HEpaOO4Mil N€Hb, TO OH MOJJIEKHT
UCITOJIHEHUIO B CJIEIYIOIIUHI 32 HUM paboyuil JeHb.

9.6. CpokM  MCHOJIHEHUS BXOISIIMX JOKYMEHTOB YCTaHOBJIGHBI B
npuiioxeHun Ne 8.

OOpaienus 1o BompocaM BBIOOPOB U pedepeHIyMOB, MOCTYNUBIIUE B
NepuoJl HM30MPATETBbHON KaMIaHWUHM, HWCHOJHAIOTCS B CPOKH, YCTAHOBJICHHBIE
®denepanabHbIM 3aKOHOM «O0 OCHOBHBIX rapaHTHUSAX W30HMpATENbHBIX MIPaB U MpaBa
Ha ydactue B pedepeHayme rpaxaan Poccuiickoit denepanumy.

9.7. OTBETCTBEHHOCTh 332 CBOCBPEMEHHOE U TIOJHOEC BHECEHHE B
perucTpanioHnyto ¢opMmy (KypHaia) CpPOKOB HCIOJHEHHUS JOKYMEHTOB U
uH(pOpMAMU O COCTOSIHUM HCIIOJIHEHHSI JOKYMEHTOB, KOHTPOJb CPOKOB
WCIIOJHEHNST JOKYMEHTOB BO3JAralOTCsl Ha OTBETCTBEHHOI'O 3a BEJICHUE
JIEJIOIPOU3BOCTBA.

9.8.B IJIaHAX MEPOTPHUSITHUH, YTBEPKIECHHBIX pelIeHusIMHU
TeppuropuallbHOM KOMHUCCHM, IIpUKa3aMu npeacenarenss TeppuTopuaibHOU
KOMHUCCHUU, CPOKU HCTIOJHEHUSI OTICIbHBIX MMyHKTOB MOTYT OBITH MOCTaBJICHBI Ha
KOHTPOJIb.

9.9.Tlpu HeoOXOAMMOCTH TMPOAJICHUS CPOKAa MCIOJHEHUS JOKyMEHTa
OTBETCTBEHHBIN 32 WCIIOJHEHHUE HE MO3JHEE YEM 3a TPH JIHS 10 MCTEUEHHS CpPOKa
WCIIOJIHEHNS TOKYMEHTA MPEICTABISET HA UM Ipeacenarens TeppuTopruanbHON
KOMHUCCHH JTOKJIA/IHYIO 3aIIUCKY C MOTUBUPOBAHHOU MPOCHOOI 0 €ro MpoJIJICHUH.

9.10. IoKyMeHT CUYMTAETCs] UCIIOJIHEHHBIM M CHUMAETCA C KOHTPOJIS MOCie
pellleHusT BCEX I[IOCTABJIIEHHBIX B HEM BOMNPOCOB, COOOUICHHS pPe3yJIbTaTOB
PacCMOTPEHUSI BCEM 3aUHTEPECOBAHHBIM JIMLIAM.

9.11. OcHoBaHMSAMU ISl CHATHSI TOKYMEHTA C KOHTPOJIS SIBJISTFOTCS:
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pemienne  TeppuropuanbHOM  KOMHUCCHM,  IPUKAa3  MOPEICENATElIs
TepputopralbHON KOMUCCUU IO PE3yJIbTaTaM UCIIOJHEHHS IOKYMEHTA;

OTBET Ha BXOJAIINI TOKYMEHT IO CYLIECTBY;

MOJIy4eHHE OTBETa OT OpraHu3aluid, B KOTOpbIE JOKYMEHT ObLI HalpaBieH
JUISL PAacCCMOTPEHUSI IO CYIIECTBY IOCTABJIECHHBIX B HEM BOIIPOCOB M OTBETA
3asIBUTEIIIO;

HamnpaBjeHHe OOpallleHus B JApPyTrUe OpraHu3aluu A PacCMOTPEHHUs IO
CYIIECTBY IOCTABJICHHBIX B HEM BOIPOCOB W MOCIEAYIONMIETO MH(DOPMUPOBAHUS
aBTOpa O pe3yJibTaTax pacCMOTPEHUS;

BU3a Npeaceaarest Ha JokyMeHTe «B neno», «CHATh ¢ KOHTPOIIsD.

9.12. JIokyMEHT HE CUMTAETCS UCTIOJTHEHHBIM M OCTAeTCsI Ha KOHTPOJIE:

€CJIM OH HamlpaBisieTCs B JAPYrME OPraHbl WIM OpPraHu3aldd C LEJbI0
noiyueHus: TeppuUTOpUaIbHOW KOMHUCCHEH HWHQpOpMaIui, HEOOXOIUMOU Jis
PacCMOTpPEHHMsI 110 CYIIECTBY IIOCTABJICHHBIX B JOKYMEHTE BOIIPOCOB. B ciyudae
HeoOxoaumocTtu TepputopuanbHas KoMHCCUS HHGOPMUPYET 00 3TOM aBToOpa
JIOKyMEHTA;

€CJIM OH HalpaBiSIETCSI B JAPYrM€ OpraHbl WIM OpPTraHU3aluu s
pPacCMOTPEHHUS MO CYIIECTBY MOCTABJICHHBIX B HEM BONPOCOB M OTBETA 3asIBUTEIIO
C mocJietyonuM nHpopmupoBanuemM TeppUToprabHON KOMUCCUU O PE3yJIbTaTax
WCIIOJTHEHNS,

€CJIM Ha HEM HE CTOUT OTMETKa npejceaaresns TepputopuanbHOl KOMUCCUU

O IMPUHATHUHU UCIIOJTHCHHA.

10. M3roroBjieHNE ¥ HCI0JIb30BAHUE NeYaTe U IITAMIIOB

10.1. JIns ymocToBepeHHUs MOUIMHHOCTH JOKYMEHTOB WM COOTBETCTBUSA
KOIMM JTOKYMEHTOB IIOJUIMHHUKAM, IIPOCTABJICHUS OTMETOK O IIOJy4YECHUH,
perucrtpauMu JOKyMEHTOB B TeppUTOpHMaIbHOM KOMHCCHM HCIOJb3YHOTCA
repOOBbIE U PyTHE MeYaTH U IITAMIIbI.

10.2. UsroTtoBneHue nevareil M IITAMIIOB OCYIIECTBISETCS MO YKa3aHUIO

npexacenarens TepputopruanbHON KOMUCCHU.
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10.3. I'epboBass mewats mnpoctaBisiercs Ha [loueTHbIX TrpamMoTax H
OnmarogapHoOCTSX, (UHAHCOBBIX JOKYMEHTax TeppuTOpuaibHOW KOMHCCHH,
rapaHTHMHBIX MHCbMaxX, JIOIOBOpaxX, rOCYAapCTBEHHBIX KOHTPAKTaX M B JPYrUX
PEAYCMOTPEHHBIX 3aKOHOAATEIILCTBOM CITyUasx.

10.4. Ha pacchiiaeMbIX KOMUSAX peuieHuid TeppuTopuanbHON KOMHCCHH,
npuKaszax mnpejacenaresns TeppuTopuanibHON KOMUCCUH, HA MAaKeTaxX MPHU OTIPABKe
JIOKYMEHTOB, TIpY O(QOPMJICHUU JOKYMEHTOB Ha IMPUEM TOBAPHO-MaTEPHUAIIbHBIX
LIEHHOCTEH, Ha BHOC M BBIHOC TOBAPHO-MAaTEPUAIIbHBIX LIEHHOCTEMN, Ha HAKJIaJHBIX
MPOCTABIIAETCS NIeYaTh ¢ HAAMUCHIO « TeppuTopuanbHas u3dupareabHas KOMUCCHUS
Ne 45.» wnu npu Hanu4uuK Nevath ¢ HaAMUchbio « TepputopruanbHas U30MpaTeabHas
xomuccus Ne 45. Jlj1g TOKyMEHTOBY

10.5. TleyaTn ¥ mITaMIbl MOAJIEKAT PETUCTPALUMU B OTACIBHOM XXypHaie
ydyera mnedared M mramnoB. [ledatm M mITaMnbl BBLAAIOTCSA MOJ MOMANKUCH B
XKypHase ydera nedared u mramnoB. Ha sxypHasie nmpocTaBisierca nometka «Jlis
CIIy’K€OHOTO  TOJIb30BaHUS», €ro JUCThl HYMEpPYIOTCS, MpOIIMBAIOTCA H
OIEYaThIBAIOTCS.

10.6. Ileyatn W WTamMnObl JOJDKHBI XPAaHUTHCS B HAJEKHO 3aKPbIBAEMBIX
Y OlleYaThIBAEMbIX B HEpabouee BpeMs cer(pax nim MeTalTnYecKux mkadax.

10.7. IIpencenarens TeppuTopuaibHON KOMUCCHUU OCYIIECTBISIET KOHTPOIh
32 MPABUJIBHOCTBIO XPAHEHMSI M HCIIOJIb30BAaHUS [1€YaTEN U IITAMIIOB.

10.8. Ilpumeninre B HETOJHOCTh TI€YATH M IITAMIIBl YHUYTOXKAIOTCS, O YeM
COCTABJISIETCSI aKT, a B JKypHaje ydyera IieyaTed W IUTaMIIOB CTaBUTCS
COOTBETCTBYIOIIASI OTMETKA.

YHUYTOXKEHHUE TPOU3BOJUTCS TMOCJHE YTBEPKIACHUS aKTa MpelceaTesieM
TeppuroprualibHOM KOMHCCUH. MeTaluIMuecKue Me4aTh YHUYTOXKAKOTCA IIyTEM
MOJIHOTO CIUJIMBAHUSA TEKCTa WM ONMWUJIMBAHUS JIBYMsI MEPEKPECTHBIMU JIMHUSIMHU,

Kay4yKOBBI€ I1€YATH U IITAMIIBI Pa3pe3at0TCsl Ha MEJIKUE YaCTH WM COKUTAKOTCA.
11. ®dopmupoBaHue AeJI M Nepeaada uX B ApXuB

11.1. CocraB/ieHue U yTBepK/AeHNe HOMEHKJIATYPHI JIeJl.
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Homenknatypa nen mnpenHasHaueHa Juisi (GOPMHUPOBAHUS HCIIOIHEHHBIX
JIOKYMEHTOB B [I€JIa, CUCTEMATH3allMM M Yy4YeTa JeJl, ONPEACIICHUS CPOKOB HX
XPAHECHUSI W SIBJISIETCS OCHOBOW JUISI COCTABJICHUSI OMHUCEN JEN IMOCTOSHHOTO H
BpeMmeHHOTo (10 jeT u 6oJee) XpaHeHUS.

B HOMEHKnaTypy JAesn BKIIOYAIOTCSA 3aroJIOBKH JEJ, OTpakalollhe BCE
JIOKyMEHTUPYEMbIE y4acTKu paboThl TeppuTopraibHOW KOMHUCCUHU, B TOM YHCIIE
JIMYHBIE JIeJ1a, CIIPAaBOYHbIE U YUETHBIC KAPTOTEKHU U JPYTUE YUETHbIE ()OPMBI.

3aroyioBOK Jiefia JOJDKEH YETKO OTPa)KaTh OCHOBHOE COJIEpKAHUE U COCTaB
nokymeHToB. He momyckaercs ymnorpeOlieHHEe HEKOPPEKTHBIX (OPMYIHPOBOK,
BBOJIHBIX CJIOB M CJIOKHBIX OOOPOTOB.

[Ipu cocraBaeHUM HOMEHKIATYpPBI JEJI CJIEAYET PYKOBOJCTBOBATHCS
periaMeHToM TepputopuanbHoi KOMHCCHH, [Tepeunem TUIIOBBIX
VIPaBJICHYECKUX  apXUBHBIX  JIOKYMEHTOB, OOpa3ylIIMXcsi B  Mpolecce
JEATEIIbBHOCTH T'OCYIAPCTBEHHBIX OPraHOB, OPTaHOB MECTHOTO CaMOYIIPaBJICHUS U
OpraHu3aluid, C YKa3aHHEM CpPOKOB XpPAaHEHHWS, YTBEPKIACHHBIM MPHUKA30M
MunucrepctBa KynbTypsl Poccuiickonn ®enepanuu ot 25 asrycra 2010 rona
Ne 558 (manee — IlepeueHnn), mopsiakaMu XpaHEHHS M Tepellayd B apXUBbI
JIOKYMEHTOB, CBSI3aHHBIX C TIOATOTOBKOW W  MPOBEICHHEM  BHIOOPOB,
yrBepkaeHHbIMu  [IUK Poccum u  Cankr-IleTtepOyprckoit  m30mparebHOM
KOMUCCHEN, HOMEHKJaTypaMH Jel  [eppuTOpualibHOM  KOMHMCCHM  3a
MPEIIECTBYIOIIUE TOJIBI.

[Ipr moATrOTOBKE HOMEHKJIATYPHI AEN Ha MPEACTOSIIMNA KaJICHIAPHBIM TOJ
HEO0OXOJIMMO YUUTHIBATh XapaKTep BHIOOPOB, MPOBOJUMBIX B MIPEACTOSIIIEM TOTY.

Homenknatypa gen TeppuTopuaibHOM KOMHUCCHM HA MPEACTOSIIUN
KUICHIAPHBIA TOJ COCTaBJISIETCS B TMOCIEIHEM KBapTalle TEKyIIero roja,
COTJIACOBBIBAETCS C CEKpeTapeM TeppUTOpUaIbHOM KOMHMCCHUHU, PACCMATPUBAETCS
Ha 3acelaHuu OKCIEePTHOM KomMuccuu TeppUTOpUambHOM KOMHUCCHHM IO
AKCIEPTU3E LIEHHOCTU JOKYMEHTOB (nasiee — OK) yTBepkaaeTcs npeaceaarenemM

TeppuropradbHOM  KOMHCCHUH, COIJIACOBBIBaeTCA C  cekperapeM (CaHKT-
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[lerepOyprckoil n30MpaTeIbHOM KOMUCCHM U BBOJUTCS B JIeHCTBUE ¢ | stHBaps
clieayrorero roja (mpuiokenue Ne 9).

IIpr moaroToBKke HOMEHKIATYPHI AN Ha NPEACTOSIIMN KAJICHIAPHBIA T'OJ
HEO0OXOMMO YUYUTHIBATH XapaKTep BHIOOPOB, TPOBOJUMBIX B MPEJCTOSIIEM Oy .

B cnydae BO3HMKHOBEHUS B TEYEHHE T'0JIa HOBBIX JI€JI, OHH JOMOJIHUTEIBHO
BHOCSITCSI B YTBEPXKICHHYIO HOMEHKIATYpy JeJl MO YKa3aHUIO MpeacenaTess
TeppuTtopuanbHO  KOMHCCHUM  IIOCJIE€  COIJIACOBAaHUSA  C  CEKpPETapeM
Cankr-IleTepOyprckoit n30upaTebHON KOMUCCHH.

[Io OKOHYaHMM KaJ€EHIapHOTO TroJa B KOHUE HOMEHKJIATypbl JEJ
COCTaBJISIETCSI UTOTOBAsl 3alUCh O KOJUYECTBE 3aBEJICHHBIX JieNl (TOMOB, YacTel),
OTAEJBHO IO J€JIaM IMOCTOSIHHOTO M BPEMEHHOT'O XPAHEHUS.

Cpok xpaHeHUs] JOKYMEHTOB YKa3bIBAa€TCS B HOMEHKJIAType JIEN CO CChUIKOM
Ha crarbio llepeunsa. Cpok XpaHeHHUs [TOKYMEHTOB, HE YKa3aHHBIX B JaHHOM
[lepeune, ycranaBmmBaercs OIIK mo cormacoBanuto c¢ Cankr-IletepOyprcekoit
n30MpaTebHOM KOMHCCHEM.

Ucuucnenne CpPOKOB XpaHCHUS JIOKYMEHTOB, 3aKOHUYEHHBIX
JIEJIONPOU3BOJCTBOM B TEKYIIEM IO/ly, HAUMHAETCS ¢ | SHBaps CIEAYIOIIEro roja.

11.2. OopmiieHne AOKYMEHTOB, 3aKOHYEHHBIX [1eJIONPOU3BOICTBOM,
(opmupoBaHue U TeKyliee XpaHeHue e B TeppuTopuaibHO KOMHUCCHU.

3aKOHYEHHBIE JEJIOITPOU3BOACTBOM JOKYMEHTHI oopMIISIOTCS
B COOTBETCTBUM C TpeOOBaHUSAMM HacTosiiel WHCTpyKIMHM, CHUCHIBAIOTCS
npeaceaaresieM TeppuTOpUuaIbHOM KOMUCCUU B ei0. [Ipyu 3TOM B HMKHEN YacTu
JIUIIEBOM CTOPOHBI MEPBOr0 JIMCTA JOKYMEHTa Ha CBOOOJHOM OT TEKCTa MECTe
CTAaBUTCSl OTMETKA O €r0 UCIIOJIHEHUH, paciiu(pOBLIBACTCS MOAMKUCH MIpeceaaTes
TeppuropralibHOM KOMHUCCHUH, YKA3bIBAETCA HOMED J€Jla IO HOMEHKJIAType U Jata
criiucanus. [Ipu HeoOX0UMOCTH OTMETKA 00 UCTIOJTHEHUN MOXET OBITh C/elaHa Ha
00OpOTHOM CTOpOHE MEpPBOrO JHCTa JOKyMeHTa. B peructpamunonnyio ¢opmy
BHOCUTCSI OTMETKA O CIIMCAHMM JOKYMEHTa B JEJ0 C YKa3aHHEM HOMepa Jena

COTrJIaCHO HOMEHKJIAType Jel.
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Ucnonnenubie MOKyMEHTHI (OPMHUPYIOTCS B JieJla B COOTBETCTBHUU C
YTBEPKIACHHON HOMEHKIIATYPOU JEN.

Jleno cuuTaeTcsi 3aBEICHHBIM C MOMEHTa BKJIIOYEHHUSI B HEro IEPBOTO
HCITOJTHEHHOTO JJOKYMEHTA.

[Ipu dopMupoBaHuM jgena TPOBEPSETCS MPABHUIBHOCTh OTHECCHHUS
JOKYMEHTOB B JIaHHO€ JI€J0, KayecTBO O(OopMJIeHHS U KOMIUICKTHOCTD
JIOKYMEHTOB, HAJIMUWE TOJIUCEH, BU3, PETUCTPAIIMOHHBIX HOMEPOB, CIIPABOK HIIH
OTMETOK 00 WCIIOJIHEHWW, CIHCAaHWW B [0 W Jpyrux. HempaBuibHO
o(OpMJICHHBIC JOKYMEHTHI JOJDKHBI OBITH 1O0O(GOPMIICHBI, a 3aTE€M ITOMEIIECHbI B
JICIIO.

He nomyckaercs momenieHue B J1€J10 TOKYMEHTOB, COACPKAaHUE KOTOPBIX HE
COOTBETCTBYET 3aroJIOBKY JieJia.

[Ipu popMupoBaHUM J1€7 COONIOAAIOTCS CIEAYIOIINE TPEOOBAHUS:

JIOKYMEHTBI MOCTOSSHHOTO M BPEMEHHOT'O0 XpaHEHHS (HOPMHUPYIOTCS B Jeia
pa3leNbHO;

B JIEJIO BKJIIOYAIOTCA TOJBKO HCIIOJIHEHHBIE, MPABUIBLHO O(OpPMIICHHbBIC
JIOKYMEHTBI B COOTBETCTBUHU C 3ar0JI0OBKaMH JI€J B HOMEHKJIATYPE;

BCE JJOKYMEHTBI, OTHOCAIIMECS K PEHICHUIO OJHOTO BOIMpoca, GopMUPYIOTCS
B OJHO neno. B ciaydae ecnu mombopka JOKYMEHTOB IO OJHOMY BOIPOCY
HacuuThiBaeT Oosice 100 JTUCTOB, OHA MOXKET OBITH BBIJIEJICHA B CAMOCTOSITEIILHOE
)i (S)) (oK

JIOKYMEHTBI, TTOJJIeKaIe BO3BPATy, B €70 HE MOMEIIAIOTCS;

B JIeJI0 TOMEIIAETCS] TOJBKO OJIMH JK3EMIUISIP JOKYMEHTA, YEPHOBUKHU U
BAapUAHTHI IPOCKTOB JIOKYMEHTOB B JIEJI0 HE MOJIINBAIOTCA (32 UCKIIOUCHUEM TEX,
Ha KOTOPBIX MMEIOTCA BM3bI, YKa3aHUs MO HCIOJHEHUIO JOKYMEHTOB U APYTHUE
OTMETKH, JIOTIOJTHSIOIINE TTIEPBBIM dK3EMILID);

B JIEJI0 BKJIIOYAIOTCS, KaK MPABUIIO, TOKYMEHThHI OJHOTO KaJ€HJApHOTO Troja
(MCKIJTIOUEHHE COCTABIISIOT JIMYHBIE U TTEPEXOIAIINE Aeia);

KaXJ10€ JIeJ0 HE JIOJDKHO MpeBbImath 250 JUCTOB, mpu OOJbIIeM 00bemMe

JIOKyMEHTOB B Jiesie (hOpMHUPYETCsi HECKOJIBLKO TOMOB (4acTeit).
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[Ipu BKIIIOUEHHH B J1e710 PaKcOrpaMMbl JEJIAeTCS €€ KCEPOKOIHUs, KOTOpas
noamuBaercss B geno. llommuHHWK — daKcorpaMMbl  YHUUYTOXKAETCS  C
MIPOCTABJICHUEM OTMETKH 00 YHUUYTOKEHUU HA KCEPOKOITUH.

B ciiyyae He0OX0IMMOCTH JOKYMEHTHI IO OJTHOMY M TOMY € BOIIPOCY, HO C
Pa3IMYHBIM CPOKOM XPAHEHMS, MOTYT HAxXOJWThCA B OJHOM JIeJIe A0 KOHIA
TEKYyIIEr0o Troja WIM JI0 3aBEPIICHHS MCHOJHEHUS JOKYMEHTa, a 3aTeM
nepepopMUPOBBIBAIOTCS B Ji€Ia IOCTOSSHHOTO M BPEMEHHOT'O XpaHEHUSI.

B neno Bkio4aroTcs BCE JTIOKYMEHTHI IO KOHKPETHOMY BOIIPOCY BMECTE C
MIPUJIOKEHUSIMU, YKa3aHHBIMU B TEKCTE JOKYMEHTA, IIPU OTCYTCTBUU MPHIIOKEHUH,
YKa3aHHbIX B TEKCT€ JOKYMEHTAa, WCHOJHUTENIb O0s3aH CclejiaTh 3aluch Ha
JIOKYMEHTE 00 MX MECTOHAXOKJICHUH.

JIOKyMEHTbl BHYTpPU J€jla pacloJlaratoTCs B XPOHOJOTHYECKOW WIIU
BOITPOCHO-JIOTUYECKON IMOCIEA0BATENBHOCTH WIIA UX COUYECTAHHH.

HopmaTtuBHBIE ¥  OpPraHM3allMOHHO-PACIOPSAUTENIBHBIE JOKYMEHTHI C
OTHOCAIIIMMUCS K HHUM NPWIOKEHUSIMU TPYNIUPYIOTCS B JI€JIa IO BUIAM
JIOKYMEHTOB M IO XPOHOJIOTHHU.

[IpoTokonel 3aceqanui TeppuTOpraIbHON KOMHUCCUU PACIIOJIArarOTCs B JIE€IIe
[0 XPOHOJIOTMHA B MOPSIAKE BO3pacTaHus HOMEPOB. J[OKYMEHTHI K 3acCelaHUIO
TeppuropuanbHON KOMUCCUU ITOMEIIAIOTCS MTOCIIE COOTBETCTBYIOLIETO ITPOTOKOJIA.

[Tomoxenus, WHCTPYKLUH, YTBEPKICHHBIE pacnopsiAuTEIbHbIMU
JOKYMEHTAMU, SIBISIOTCS TPUIIOKECHUSIMH K HUM W TPYIIHUPYIOTCA BMECTE C
YKa3aHHBIMU JIOKYMEHTAaMHU.

[lmanoBast © OTYETHAS] TOKYMEHTAIMs HE3aBUCUMO OT JAThl €€ COCTABJICHUS
BKJIFOYAETCS B JAEJIO TOTO ro/1a, K KOTOPOMY OHA OTHOCHTCSI.

B nene «llepenucka» wucxonsumii (OTBETHBIN) TOKYMEHT TMOMEIIACTCS
nocie Bxojsiiero. [Ipu Bo30OHOBIEHUU MEPENUCKHU MO BOIPOCY, HAyaBIICHCS B
MPEIbIAYIIEM TOAYy, AOKYMEHTHlI BKJIIOUYAKOTCA B JEJIO0 TEKYLIETOo Troja u
YKa3bIBa€TCsl MHJIEKC TOrO Jeja M0 HOMEHKJIAType Aed MPEAbIAyIIEro roja, B

KOTOPOM HaxoJATCsA MPCACCTBYIOMNUE JOKYMCHTEI 110 3TOMY BOIIPOCY.
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OOpamienus rpakaaH U JOKYMEHTBI [0 UX PAacCMOTPEHUIO (OPMUPYIOTCS
B oTAenbHbIe faena. Kaxkmoe obparieHne U Bce JOKYMEHTHI 10 €r0 pacCMOTPEHHIO
COCTaBIISIIOT B JIEJIE€ CAMOCTOSITENIbHYIO TPYIIy M pacrnojaraiorcs B andaBUTHOM
HOpSJKE 1O NEPBBIM OyKBaM (paMUIINK aBTOPOB 0OpallleHUH.

B nenax, Haxoasmmxcsl B JI€JIONPOU3BOJACTBE, JOKYMEHTHI TEKYILEro roja
pacroJsiararoTcsl MO XPOHOJIOTMM CHH3Y BBEpPX MO Mepe mnocrtymuieHus. llpu
IIOATOTOBKE K Cllaye B apXWB Jieja C JOKYMEHTAMM ITOCTOSIHHOTO U BPEMEHHOIO
(10 mer m Oomee) xpaHeHHUS NepeOPMUPOBBHIBAIOTCS B OOpPaTHOM MOPSIIKE:
JOKYMEHT, OCTYNMBIINN B KaJIEHAAPHOM IOy HOCJEIHUM, JOJDKEH OBbITh BHU3Y
niena, a mepBblil TOKYMEHT KaJIeHJAapHOIO roJia — BBEPXY, NEPBBIM.

Jlena c MOMEHTa UX 3aBEJICHUA U J0 MepeJadyn B apXUB WM YHHUUTOXCHHS B
CBA3M C UCTECYCHUEM CpPOKOB XpaHEHUs HaxXoIATCAd Yy Ipeacenaress
(OTBETCTBEHHOTO 3a BEJAECHUE EIONPOU3BOICTBA) TeppUTOPHATIEHON KOMUCCHUM.

IIpoTtokonsl 3acenaHuii, pemeHus TeppUTOpUaNbHON KOMHUCCHH, CIUCKH
IPUTJAIEHHBIX, IPUJIAraéMble K MPOTOKOJTY, MOJIMHHBIE SK3EMIUISIPHI PEIICHUN C
COOTBETCTBYIOIIMMH TPWIOKEHUSIMU, MNPOTOKOJIbHbIE MOPYYEHHs, JAOKYMEHTHI,
NOCIIY)KMBIIME OCHOBAHMEM JUIA pPacCMOTPEHHMS BOIPOCAa Ha  3acelJaHuu
TeppuTopraabHO KOMHCCHH, paciIM(ppoBaHHas ayIn03alluCh 3aceaHus (Mpu ee
HQJIMYUM), CIHUCKH PACCBUIKM PELICHUM A0 Meperayd B apXWUB HaXOAATCAd Y
npeacenarens (OTBETCTBEHHOTO 3a BEJICHUE JIeJIONPOU3BOICTBA)
TeppuropuanbHON KOMUCCHUMU.

3a COXpaHHOCTh JOKYMEHTOB M J€JI OTBETCTBEHHOCTh HECET IPEICENaTeb
TepputopranbHON KOMUCCUU W OTBETCTBEHHBIN 32 BEIEHHUE NIEIIONPOU3BOJICTBA B
TeppuropuasibHON KOMUCCHH.

Jlena MOMKHBI HAxXOOUThCcsl B paboueld KOMHATe WIM B CHEIHUAJIbHO
OTBEJICHHOM IS 3TOM L€ MOMEIEHUN U XPAaHUTHCS B 3alUparoluxcs mkadax,
NPENOXPAHSIIONINX JOKYMEHTBI OT MbLIM U BO3ACHCTBUS COJIHEYHOT'O CBETA.

B memsix obOecrneueHuss ONEpPaTUBHOIO TIOMCKAa JIOKYMEHTOB Jefia
pacnosiararorcsi B COOTBETCTBMM C HOMEHKJIATypOW [I€JI, KOIMS KOTOpPOH

MOMEIIAeTCsl Ha BHYTPEHHEW CTOPOHE JIBEPIIbI MKada.
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Ha «kopemkax oO0noxkek Jena yKa3plBalOTCS HHAEKCHl el 110
HOMEHKJIAType Jedl.

Jlena, Haxomfdmuecs Ha TEKYLIEM XpaHEHHWH, Mojuexar yuery. llepen
nepefadenl JOKYMEHTOB B apXvB IIPOBOJIUTCS IPOBEpKA HAJIUYMS U COCTOSHHMS
JIOKYMEHTOB M JIeJ B LENAX YCTAaHOBIEHUS (AKTUYECKOTO HaNU4MUi Jel1 U
COOTBETCTBUS UX KOJIMYECTBY, YUCIIAIIEMYCS I10 HOMEHKIIAType AL

IIpoBepka HamM4Msl W COCTOSHUSA JOKYMEHTOB W €l NPOBOAUTCS IIPH
IIEpEMEILICHNM e, BO3BpaTe Jej, CMEHe Ipeacenarens 1eppuTOpHaIbHON
KOMUCCHH.

[IpoBepka mHpPOBOAMTCS IIyTEM CBEPKM CTAaT€ HOMEHKJIATYpbl Jel C
OMMCAHHUEM JIe]l Ha OOJIOKKE, a (PU3NYECKOE COCTOSIHUE JI€T ONMPEIEseTCs] MyTeM
UX BU3YyaJbHOro mpocMoTpa. Bce oOHapykeHHbIE HENOCTaTKU (PUKCUPYIOTCS B
aKTe MPOBEPKU HAIIMYUS U COCTOSHHUS JIETI.

B cmywae yTpaThl JOKYMEHTOB UM JIed MPOBOIUTCS  CIyXeOHOe
paccieoBaHuEe, IO PE3yiabTaTaM KOTOPOTO JIMIIO, BUHOBHOE B YTpaTre, HECET
OTBETCTBEHHOCTh B YCTAHOBIIEHHOM TIOPSJIKE.

Ecnu otnensHbIE JTOKYMEHTBI, YK€ BKJIIOYEHHBIE B JI€J0, BPEMEHHO
TpeOyrOTCs AJisi paboOThl, OHM MOTYT OBITh BBIJAHBI M3 Ji€Jla, @ Ha HUX MECTO
BKJIAJIBIBAETCS JINCT-3aMECTUTENb C YKAa3aHUEM, KOTJa, KOMYy M Ha KAaKOW CpOK
BBIJIaH JJOKYMEHT.

11.3. DxcnepTH3a HEHHOCTH I0KYMEHTOB.

OKcnepTu3a LEHHOCTM JOKYMEHTOB IPOBOJIWTCS JUIL  YCTaHOBJICHHS
HAy4YHOM, MCTOPUYECKOM M  MPAKTUYECKOM  3HAYMMOCTH  JOKYMEHTOB,
0o0pa30BaBIIUXCA B IMpoOLECCE NEATEIbHOCTH TeppUTOPUAIbHOM KOMHUCCHUHU, C
LEJbI0 0TOOpa UX JAJIS JAJIbHEHIIEero XpaHeHUs! WK YHUUTOKEHUSI.

OKcnepTh3a UEHHOCTH JIOKYMEHTOB IMPOBOJAUTCA TMPU COCTABJICHHUU
HOMEHKJIATypbl Jel, B mpouecce (GOpMUPOBAHUS 1€, MPU MOATOTOBKE el K
nepesaye B apXuB.

JIJist paccMOTpEHHUsI TPOEKTOB HOPMATUBHO-METOJAUYECKUX JOKYMEHTOB IO

BOIIpOCaM ACJIOIIPOU3BOACTBA WM aAPpXHMBHOI'O JICJIA, onucen ACJI IMOCTOSAHHOI'O H
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BpeMeHHoro (10 ner u Oonee) XpaHEHHUs, aKTOB Ha YHUYTOXEHUE eI H
JIOKYMEHTOB, HE€ HWMEIONIMX HAYYHON I[IEHHOCTH M MPAKTUYECKOTO 3HAYCHUS,
pUKa3oM npexacenarenss TeppUTOPHATIBHOM KOMHUCCHHM CO3JIa€TCi HKCIEepTHas
komuccus (nanee — IK).

B ee dyHKIMM BXOAHUT TakkKe pacCMOTPEHHE M OJOO0PEHHE HOMEHKJIATYPHI
nen TeppurtoprualibHOM KOMHUCCHH.

B cocra OK BxmouarTcs uieHbl TeppUTOpUAIbHOM  KOMUCCHH,
rpakJIaHCKHE CIy’Kallhe anmapara TeppuTropuaibHOM KOMHCCUHU, UJICHBI
Cankr-IletepOyprckoit uU30MpaTenbHON KOMHCCHM WM COTPYIHUKM anmnapara
Cankr-IleTepOyprckoii n30upaTenbHOM KOMUCCHH (II0 COTJIaCOBAHUIO).

[Ipy mnpoBeneHHM HSKCNEPTU3BI IIEHHOCTH JOKYMEHTOB OCYIIECTBIISCTCS
oTOOp 1€ MOCTOSTHHOTO U BpemeHHoro (10 net u Gomnee) xpaHeHus, oT00p 1€ C
BPEMEHHBIMU CpPOKaMHM XpaHCHHS, TMOICKAIINX XPAHCHUIO, BBIJCICHUE K
YHUYTOXXEHUIO NI€]l 3a MPEAbIAYLIUE TOJIbl, CPOKHM XPAaHEHUS KOTOPBIX, UCTEKIIU.
[Ipu 5TOM OHOBPEMEHHO MPOBEPSIIOTCS KAYECTBO U MOJHOTA HOMEHKJIATYphI JIed,
NPaBUIBHOCTD OMPEAEIICHNUS CPOKOB XpPaHEHUS JE.

DKcrepTr3a LEHHOCTH JOKYMEHTOB OCYIIECTBISIETCS IMyTEM IOJHCTHOTO
npocmotpa gen. He nomyckaercs oTOOp MOKYMEHTOB IJisi XpaHEHUs WM K
YHUUYTOXEHUIO TOJIBKO HA OCHOBAHUU 3ar0JIOBKOB JIE]I.

JIOKYMEHTBI, YTpaTUBIIME MPAKTHYECKOE 3HAYEHWE U HE UMEIOIIUE
UCTOPUYECKONW WJIM HAYy4YHOH IIEHHOCTH, MO HCTEYEHUU YCTAHOBJICHHBIX CPOKOB
XpaHEHUs MOJIJIEKAT YHUUTOKEHUIO 110 aKTY.

AKTBI O BBIICJICHUU K YHUYTOXKEHUIO el U JOKYMEHTOB PacCMaTPUBAIOTCS
Ha 3acegaHusx OK OIHOBPEMEHHO C ONUCSAMH J€Jl. YHUYTOXKECHUE JeN U
JIOKYMEHTOB J10 YTBEPKACHUS aKTOB 3aMpPEIIaeTCsl.

[To pesynbraram SKCHEPTU3bl IIEHHOCTH JOKYMEHTOB OTBETCTBEHHBIM 3a
BEJICHUE JICJONPOU3BOJCTBA €XKETOJHO COCTABISIOTCS CBOJHBIE OINUCU el
OCTOSTHHOTO U BpeMeHHOTO (10 seT u Oosee) xpanenus (mputosxenust Ne 10, 11)
U 10 JUYHOMY cocTaBy (mpuiiokeHue Ne 12), a Takyke akThl O BBIJICJICHUU K

YHUYTOXKEHHIO JIeJ1, HE MOIIeXkAIMX XpaHeHuto (mprioxenne Ne 13).
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Omnucu nen mocrosHHOro u BpemMeHHoro (10 yner u Oojee) XpaHeHus, a
TaKKe€ aKThl O BBIJICJICHUM K YHUYTOXXEHHUIO ATHUX Jed paccMmaTpuBaroTcs Ha DK
Y yTBEPXKAAIOTCS IpeacenaresneM TeppuropuanbHO KOMUCCHH.

ITpu YHUUYTOXKEHUU JIOKYMEHTOB co CPOKOM XpaHEHUs
«Jlo mMuHOBaHMS HamoOOHOCTH», «1 rom», «3 Toma», «5 JET» COCTaBIACTCS aKT
(mpunoskenne Ne 14), KOTOpBIM MOAMMCHIBACTCS HE MEHEE YeM JBYyMS YICHAMH
TeppuTopuaabHOl KOMUCCUUA M YTBEPXKAAETCA IpesacenaresiemM TepputopruaibHOM
KOMMCCHH.

UepHOBUKM W  PYKONHWCH TOATOTABIMBAEMBIX  JIOKYMEHTOB, KOMHUHU
MH()OPMALIMOHHBIX M JAPYrMX MaTepHalioB, HE TMOJJISKAIINX BKIIOUCHHUIO B
HOMEHKJIATYpy JeJ, 10 MUHOBAaHWU B HUX HAJOOHOCTU MOTYT YHUYTOXATbCs O€3
COCTaBJICHHUS aKTAa.

bpouropoBka nen MpOU3BOAUTCA TOJIBKO IIOCIE MPOBEACHUSA SKCIIEPTU3bI

HCHHOCTHU JOKYMCHTOB.

11.4. Odopmiienue aed.

Jlena, mojyiexaiiyde Tmiepefadye Ha XpaHEHHE B apXWB, JOJDKHBI OBITh
o(opmIIEHBI COOTBETCTBYIOLIUM 00pa3oM.

Odopmiienne nena BKJIIOYaeT B ce0S  MPOBEPKY CHCTEMAaTH3alluU
JIOKYMEHTOB BHYTpH JIeJia, HyMEpaIuIo JHCTOB, COCTABIICHUE BHYTPEHHEH OMUCH
TOKyMeHTOB jena (mpuiokenue Ne 15), nucra-3aBeputens aena (MPUIIOKEHHUE
Ne 16), opopmiieHre peKBU3UTOB OOI0KKH, MOAIIUBKY (TIEpeIjieTeHNe) AeTa.

B 3aBHCHMOCTH OT CPOKOB XpaHEHUs MPOBOJUTCS MOJHOE WM YaCTUYHOE
odopMIICHHE JIC]I.

Hena BpemenHoro (mo 10 meT BKIIOYUTENBHO) XpaHEHHS MOMAJIEKAT
4acTUYHOMY O(OPMJICHHUIO: JIONMyCKaeTcss JMCThl Jiela He HyMepoBaTb,
3aBEpUTENIbHBIC HAIMNCH HE COCTaBJATH. lIpu 3TOM MOKyMEHTHI OMyCKaeTcs

XPAaHUTH B MMAIIKaxX-CKOPOCIINBATEIIAX, MATKUX 00JI0KKaX.
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Jlena mOCTOSIHHOTO XpaHEeHHs MojajiexaT nojsiHomy odopmieHuto. [loraHoe
oopmiieHue gena MpeaycMaTpUBAaeT MPOBEPKY CHUCTEMATH3alMU JOKYMEHTOB
BHYTpH JieJa, MPaBUIBHOCTU UX OhopMIIeHHS (HaIWYie HEOOXOUMBIX MOANUCEH,
BU3, OTMETOK O PETUCTPALMH U WUCIIOJTHEHHUH, MPUIIOKEHUN), HyMEpallrIO JIMCTOB,
COCTABJIICHHE BHYTPEHHEH OIKUCH JOKYMEHTOB J€ja, COCTAaBJICHHE JIMCTa-
3aBepuTens jena, opopmMiIeHre PEKBU3UTOB O0I0KKH, MOAMIUBKY (MIEPEIIETCHHE)
nena.

O6n0xKa nena odopmsieTcs o YCTaHOBJICHHOM dbopme
(mpunosxkenue Ne 17). CBeneHust Ha 00JI0KKY TIEPEHOCATCS U3 HOMEHKJIATYPBI JeI
C YTOYHEHHUSAMH, OTPAXKAIOIMMMU (PAKTHUECKUI COCTAaB MOMEIIEHHBIX B JIEJIO
JIOKYMEHTOB.

OO6nokka Jena HaANUCHIBACTCS YEPHBIMU CBETOCTOMKUMU YEpHUIIAMH,
pazbopunBo, 0e3 cokpaimeHuil. Jlomyckaercs odopmieHUe OOJIOKKH Jelia ¢
UCIIOJIb30BaHUEM KOMIIBIOTEPHOIN TEXHUKHU.

Ha o00moxke pena yka3blBalOTCSA CHEAYIOIIME PEKBU3UTHI: HA3BAHHE
TepputopuadibHOM KOMHUCCHH, JI€ONPOU3BOJCTBEHHBI HOMEpP (MHIEKC) Jena,
3arojIOBOK Jefa, jJara Jena (Toma, 4acTH), KOJUYECTBO JIHCTOB B JIE€JE, CPOK
XpaHEeHHUs JIeNa.

PekBu3uTHI, IpocTaBiisgieMble Ha 00J0XKKE /ea, 0QOPMIISIOTCS CIEAYIOLUM
obpazom:

Ha3BaHue TeppuTOpUaTbHON KOMHCCHUU YKa3bIBAETCS B COOTBETCTBUU C
pernamMmeHToM TeppuTopuaibHOW KoMucCUU. llpy W3MEHeHMHM Ha3BaHUsA
TepputopraibHON KOMHUCCHUU B TEUEHHUE MEPUOJA, OXBATHIBAEMOT0 JOKYMEHTAMHU
nena, Ha 00JI0KKE K CTapOMY Ha3BaHUIO MPUITUCHIBAETCS HOBOE;

JIeJIONPON3BOACTBEHHBIN HOMEp (MHIEKC) Jieia — mpocTaBisiercs nuudposoe
o0o3HaueHue (MHAEKC) Jeja M0 HOMEHKJAType JeNl M yKa3bIBaeTCs HOMEp ToMa
(gactn);

3arojIoBOK (HaMMEHOBaHHE) Jejla TEePEHOCUTCS W3 HOMEHKIATYphl el

(B HEOOXOJIUMBIX CITy4YasiX B 3ar0JI0BOK BHOCSITCSI YTOUHEHUS);
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nata Jena — Ha OOJOXKKE Jela YKa3bIBalOTCS JBE JIaThl, KOTOpPHIE
Ha3bIBAIOTCS KpaHUMM JJaTaMH U COOTBETCTBYIOT IOy 3aBEACHUS U OKOHYAHUS
nena. HavanpHas mara — 3TO JaTa camMoro paHHEro, a KOHEYHas Jara — Jjara
CaMoro MO3JHETO AOKyMeHTa B fene. [Ipu 3ToM yuuThIBarOTCS AaThl BXOASAIIUX U
UCXOMSIINX JOKYMEHTOB (B Ciydyae WX OTCYTCTBUSI — JlaThl pErUCTpaluu
JIOKYMEHTOB), U HE YUUTBHIBAIOTCS AThl CIIMCaHUSI JOKYMEHTOB B JI€JIO, YKa3aHUM
M0 MCTIOJHEHUIO TOKYMEHTOB, OTMETOK HUCIIOIHUTENA (32 UCKIIOYCHUEM CITy4acs,
KOTJla Ha JJOKYMEHTaxX HE UMEETCs APYTuX AT, KpOME MEPEUNUCICHHBIX ).

[Ipu Hanmucanuu KpaHUX AaT Ha OOJIOKKAxX JeJd MOCTOSHHOTO XpaHEHUs
YUCJIO U TOJ] MPOCTABIISIOTCS apadbckumu rudpamu. Ha o0moxxkax aei1 BpeMEHHOTO
XpaHEHUs YKa3bIBA€TCs TOJIBKO TOJI.

Ha oOnoxkax jen, coOCTOSAIMX U3 HECKOJIbKUX TOMOB (4acTeil),
MIPOCTABIISIOTCS KpaitHUE AaThl KaXKJ0TO ToMa (4acTu).

KonnuecTBO MpoHyMEpOBaHHBIX B JEJIE JINCTOB MPOCTABISAETCA C JIUCTA-
3aBepUTENS Aena.

Cpox XpaHeHHUs MEPEHOCHUTCSI Ha OOJIOKKY Jieia U3 HOMEHKIATypsl aen. Ha
JieJ1aX MOCTOSHHOTO XpaHneHus nuiercs: «IlocTosHHOY.

Ha kopemike aena yka3bIBaroTCs 3aroJIOBOK Jieja, roj1 eja U TOM Jea.

B umemsx oOecnedeHHs COXpPAaHHOCTM M 3aKpeIUICHUS  MOpPsIKa
PACIIOJIOKEHUST IOKYMEHTOB, BKIIFOUEHHBIX B JEJ0, BCE JHUCThI, KPOME YHUCTHIX,
JIMCTa-3aBEPUTENIS JieJia U JIMCTOB BHYTPEHHEHW OMUCU HYMEPYIOTCSI B pa3BEPHYTOM
BUJe apabckuMu nudpamMu BaJoOBOM Hymepared. YucTble JHUCTHI W3 Jena
u3bIMalOTCsl (0€3 TMOBPEKIEHUS 1IEIOCTHOCTH JIeJIa) U YHUUTOXKATCS. JIMCTBI
HYMEPYIOTCSI MPOCTHIM KapaHJaIlloM, CBEpPXY BHHM3 B BO3pACTAIOIIEM TMOPSIKE
HOMEPOB, HauMHas ¢ nepBoro. L{udper npocTaBistoTcs B MpaBoOM BEPXHEM YIIIy
nucta. Hymepanusi 1BETHBIMU KapaHAalllaMd, YepHUJIAMH W HyMepaTopaMu He
JIOITyCKaeTCsl.

JIoKyMeHTBI ¢ COOCTBEHHOM HyMepaliei JIMCTOB, B TOM YHCIIC TEeYaTHBIC

U3JIaHUS, HYMEPYIOTCS B OOUIEM TMOPSAAKE WM COXPAHSIOT COOCTBEHHYIO
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HYMEPAIIMIO, €CJId OHa COOTBETCTBYET MOPSIKOBOMY PACIIOJIOKEHUIO JUCTOB B
nene.

Cnoxennplii Jmct Oombmoro ¢opmara (A2, A3) pa3BopaumBaeTcs U
HyYMEpyeTCs B NPaBOM 4YacTU BEpXHEro mojs jucta. I[lpu stoM muct mro60ro
dopmaTta, MOAIIMTHIA 3a OAMH Kpail, HyMmMepyeTrcsa KaK OJWH JIUCT, a JIUCT,
CJIOKEHHBIM U TOJAIIUTHIN 32 cepeuHy, MOAJICKUT MEePEUIMBKE U HyMEpyeTcs Kak
OJIMH JIUCT.

Ecnu B nene ecTh KOHBEPT C BIOXKEHUSIMH, TO CHadajla HyMEpyeTcs
KOHBEPT, a 3aT€M OUepeAHbIM HOMEPOM KaK/10€ BIIOKEHHUE.

dortorpadun U Apyrue WILIIOCTPATUBHBIE MAaTepHAbl HYMEpPYIOTCS Ha
00OpPOTHOM CTOPOHE B JIEBOM BEPXHEM YTITY.

JIMCT ¢ HarayXo HaKJIEEHHBIMU JIOKYMEHTaMHU (BbIpe3KaMu, GoTorpadusimn)
HyMepyeTcs Kak OJuH JucT. Ecian Kk TOKyMEeHTY MOAKJIEEHBI OTHUM KpaeM JIpyTHue
JIOKYMEHTBI (BCTaBKU TEKCTA, IEPEBOJIbI), TO KaXKIbI JTUCT HYMEPYETCS OTIIEIBHO.

[IpunoxkeHne K [y, COCTaBISIONIEe OTACIBHBIA TOM, HyMEpyeTcs
OTJENBHO.

[Ipu HaMWYUU OTHENBHBIX OMIMOOK B HyMEpaluu JUCTOB B Jeiax MpH
MOJTOTOBKE WX K clade B apXuB JIOMYCKAaeTCs  YMOTpeOJieHHWEe JHUTEPHBIX
(c OyKBEHHBIMH JTOTIOJTHEHUSIMU ) HOMEPOB JIUCTOB.

B nenax mocTOSIHHOrO XpaHEHHsS i ydeTa W TIOMCKa JIOKYMEHTOB
B HauaJie Jiejia MOXKET TIOMEIIAThCSl BHYTPEHHSs onuch (mpusioxenne Ne 13).

JIucThl BHYyTPEHHEN ONUCH HYMEPYIOTCS OTAEIBHO.

Kaxnoe nmeno 3akaHUMBaeTCs JTMCTOM-3aBEPUTENIEM yCTaHOBIEHHOW (OPMBI
(mpunoskenue Ne 16).

B nucre-3aBepurene aena nugpamMu v MpOMUCHI0 YKAa3bIBAETCS (DaKTHIECKOE
KOJIMYECTBO JINCTOB B JAHHOM JIeJie, a TAK)Ke HAJIMUMe JIUTEPHBIX U MPOMYIIEHHBIX
HOMEPOB JIMCTOB, KOJMYECTBO JIMCTOB BHYTPEHHEH OMHCH W HAJIWYUAE CPEAH
JIOKyMEHTOB Ta3eT, KHUT, Opourop, deprexeit, ¢gororpaduii, pucyHKOB U T.1.,

CTAaBUTCS JaTa W MOJNUCH paOOTHHKA, CHOPMUPOBABIIETO €70, U YKa3bIBACTCS
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€ro JOJHKHOCTb, WMHULMANBI U (amunug. Eciam koinyecTBO JHCTOB B Jeie
W3MEHSETCS, 3aBEPUTEIIbHAS HAAIIUCh COCTABIISIETCS BHOBb.

[Ipu moAroToBKe 1€ K MOIUIMBKE (MEPEIUIETY) MPOBEPSETCS MPABUIBLHOCTD
ux ¢GopMupoBaHus, 0GOPMIICHUS, METAUIMUECKUE CKPEIJICHUS U3 JIOKYMEHTOB
YAAQISIOTCS.

JIOKyMEHTBI TIOJIIIUBAIOTCS TAKUM 00pa3oM, YTOObI MOXKHO ObLIO CBOOOIHO
MPOYNUTATh TEKCT KaXJAOr0 ITOKYMEHTA, BU3bl M YKA3aHHUS 110 HCIOJHECHHIO
JIOKYMEHTA.

11.5. Ilepenaua aej1 B apXuB.

Ilepemaya pgen MOCTOSHHOTO XpaHEHHWsT B apXWB [eppUTOpPHATIBHOU
KOMHUCCHHM OCYIIECTBIICTCA MOCAUHUYHO MO yTBepxkaAeHHbIM JIIK omucsam aen
ITIOCTOSIHHOTO XPaHCHMUSI.

[Ipuem nokymeHTOB Ha mocTossHHOEe XpaHeHue B CankT-IlerepOyprckyto
n30UpaTEeIbHYI0 KOMUCCHIO O(OPMIISIETCSI aKTOM TpHUeMa-Tepeadyl JOKYMEHTOB
(mpunoxenue Ne 18).

B apxuB Cankr-IletepOyprckoit n30upareabHO KOMUCCUU B COOTBETCTBUU
C HOMEHKJIaTypou Aen TeppuTopuasbHOW KOMHUCCHMU Ha IOCTOSHHOE XPaHEHUE
NepENArOTC:

JIMYHOE JeNo Inpeacenarenss TeppuTopualibHOM KOMHUCCHUM B Clly4ae
OKOHYAHHUS CPOKA TOJHOMOYUNA MM OCBOOOXKJICHUS OT JIOJDKHOCTHU JI0 UCTEYCHUS
CpPOKa MOJIHOMOYHH;

JIMYHOE JEJNO0 TOCYIApCTBEHHOIO TPa)KIaHCKOIO CIIyKalllero armmnapara
TeppuTopualbHOM KOMHUCCUM B CIy4a€ €ro YBOJBHEHUS C TOCYJIapCTBEHHOMU
CITLy kOBl

JIOKYMEHTBI MIOCTOSTHHOTO U BpeMeHHOoTOo (10 neT u 6osiee) CpOKOB XpaHEHUS
B cily4ae peopranuzanuu (JiukBuaanuu) TepputopruaibHON KOMUCCUU.

IIpu mepemade nen Ha BCEX JK3EMIULSIpAX OINKWCH JAEN MPOTUB KAXKIOTO
BKJIFOUEHHOTO B Hee Jena B rpade «IIpuMeuanne» cTaBUTCS OTMETKA O HATUIUHU
nena. B KOHIE KaXIOro SK3eMIUIsApa ONMUCH JIeJ YyKas3bIBalOTCA LUPpamMu U

MPOIMUCHI0 KOJIMYECTBO (HDAaKTHUECKU TPUHATHIX (MEPETaHHBIX) B apXWB JIed,
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MHULMAJIBI U (aMWINY JIUL], OCYILECTBISIONIMNX [IpUEM-TIepeaayy e, CTaBsITCs UX
IIOAIVCH U J1aTa.

[Ipu mpueme naen mnpoBepseTcs NpaBWIBHOCTh HX odopmieHus. Jlena,
oopmileHHBIE C HapyLUIeHMEM IpaBWJI, YCTAaHOBJIEHHbIX MHCTpyKuueH,
BO3BpalaoTcs B TeppuTOpHaIbHy0 KOMUACCHIO C YKa3aHUEM HEAOCTATKOB I UX
YCTpaHEHHS.

N30uparenpHas 1OKyMEHTalMs XpaHuTcs B TeppuTopuasbHOW KOMUCCUH B
coorBeTrcTBUM ¢ [lopsakoM XpaHeHus, Iepeladyd B apXUB WM YHUYTOKECHHS
JOKYMEHTAllU¥, CBS3aHHOW C MOATOTOBKOM M IIPOBEJEHUEM BBIOOPOB U
pedepeHayMoB B Cankr-IletepOypre, YTBEPKACHHBIM pelIeHneM
Cankrt-IletepOyprckoit  u3bupatenbHolt komuccuu, Ilopsakom xpaHeHus U
Iepeayu B apXuBbl JTOKYMEHTOB, CBS3aHHBIX C IIOATOTOBKOM U IIPOBEIECHUEM
BbIOOpOB IIpesuaenta P®, I[lopsakom XpaHeHuss W TNeperadyd B  apXHUBBI
JOKYMEHTOB, CBSI3aHHBIX C IOATOTOBKOW U IPOBEIECHUEM BBIOOPOB JAEMYTaTOB
['ocymapctBennot [ymsr @®C PO, yTBEp:KICHHBIMH COOTBETCTBYIOLIMMU

noctanoBieHusimu LK PO.

11.6. ITopsiok paGoThI € JIeKTPOHHBIMH JOKYMEHTAMH.

HcrionHEeHHbIE AJIEKTPOHHBIE JTOKYMEHTHI CHUCTEMAaTHU3UPYIOTCS B Je€lla B
COOTBETCTBMM C HOMEHKJIATypou Jnen TeppuropuanibHoM Komuccuu. Ilpu
COCTABJICHMM HOMEHKJIATyphl JeJl B 3arojoBOK Jejla BKIIOYAETCS YyKa3aHHe
«NEKTPOHHBIE JOKYMEHTBI».

Cpoku XpaHEHMsS] DSJEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CpOKaM
XPaHEHUs aHAJIOTUYHBIX TOKYMEHTOB Ha OyMa)KHOM HOCHUTETIE.

OKcnepTh3a LEHHOCTH JJIEKTPOHHBIX JOKYMEHTOB OCYILIECTBISIETCS B
oOIIeM TMOpSIIKE, YCTAHOBJIEHHOM JUIsl JIOKYMEHTOB Ha OyMa)XHOM HOCHTEIIE.
[locne wucTedeHUs CpoOKa, YCTAHOBJIEHHOIO [UIsl XpPaHEHUS >3JEKTPOHHBIX €]
(3NMEKTPOHHBIX JOKYMEHTOB), Ha OCHOBAHMM akTa O BBIJEICHUHM UX K

YHUUYTOKEHUIO, YTBEPKIECHHOIO IMpeacenareneM TeppuropuanbHO KOMHUCCHH,
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yKa3aHHbIE  dBJEKTPOHHBbIE Je’a  (DJIEKTPOHHBbIE  JOKYMEHTBI)  MOJIEeKAT
YHUUYTOXXEHUIO.

OJIEKTPOHHBIE JIOKYMEHTBHI TOCTOSHHOTO XpaHEHHWsS TepeAaroTcs Ha
apXMBHOE XpaHEHUWE MO OmucsIM ¢ OQPOpMIICHHEM aKTa IpueMa-nepenadu

AJIEKTPOHHBIX TOKYMEHTOB.
12. OTBeTCTBEHHOCTH

12.1. Ynenst TeppuTOpHaJIbHOW KOMHUCCHU U TPAXITAHCKUE CIIyXKallue
annapara TeppuTopuaibHOM KOMUCCUU HECYT NEPCOHAIBHYIO OTBETCTBEHHOCTD 3a
coboieHre TpedoBaHni HacToseld MHCTpYKIMK, COXpaHHOCTh HAXOASIIUXCS Y
HUX TOKYMEHTOB.

12.2. OTBETCTBEHHOCTh ~ 3a  OpTaHMU3AIMI0  JICTOTNPOU3BOJCTBA B
TepputopuanbHoii KOMUCCHH, BHEJ[pEHUE aBTOMATU3UPOBAHHBIX
(KOMIIBIOTEPHBIX)  TEXHOJIOTUM  MOJATOTOBKM U  OOpabOTKHM  JIOKYMEHTOB,
o0ecrieueHrne COXpaHHOCTU JOKYMEHTOB U IepeAady UX B apXuB, KOHTPOJb 3a
coOntoieHneM TpeOoBaHUIl HacTosied MHCTpyKIIMM HEceT mpeacenaresib

TeppuropuaibHON KOMUCCHH.

[Tpunoxenne Ne 1
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K TunoBoi MHCTPYKIMHU MO JETOTPOU3BOJICTBY
B TeppuropuansHoil H30MpaTeIbHON KOMUCCHH
B Cankrt-IlerepOypre

HEPEYEHDb

JAOKYMEHTOB, HC IIOJICKAIIIMX PErUCTPpanum

Coo0mienuns o 3aceIaHnsIX, COBEIaHUIX U MOBECTKAX JTHS.

YueOHble TporpaMMBl, TIIaHBI.

PexnaMHbIe U3BEIEHNS, IUIAKATHI (33 UCKIIFOUCHUEM aruTallMOHHBIX ).
[To3mpaBuTENBHBIC TMCHMA U TEICTPAMMEI.

[IpurnacurenbHbIe OUICTHI.

Byxranrepckue TOKyMEHTHI.

IleuaTHBIC U37AHMA.

OneparuBHas uHpOpMaIMs, MocTynarpIias mo kaHaiam cBs3u [AC

«BpI0OPBY.

[Tpunoxenne Ne 2
K THUIIOBOM MHCTPYKLIMHU IO JEJIOIPOU3BOICTBY
B TeppuTtopuanbHOi N30HpaTENbHON KOMUCCUN
B Cankrt-IlerepOypre
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AKT

MBI, HUKEO AU CABIINECS

COCTaBHJIM AKT O TOM, 4YTO « » 20 r. IIpu
BCKPBITHH ITAKCTA
B HCM HC 0Ka3aJIOCh

Hacrosimuii akT cOCTaBIEH B ABYX IK3EMILISPax.

IHoamucu:

[Mpunoxenne Ne 3
K THITOBOI MHCTPYKIIMH TIO IEJIOTIPOU3BOJICTBY



66

B TepputopuanbHO H30MpPaTETLHON KOMUCCUA
B Cankr-IlerepOypre

®opMbl 0JIAHKOB, HCII0JIb3yEeMbIX B H30MPaTEJIbHOH KOMUCCHH
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[Tpunoxenune Ne 3.1

TEPPUTOPUAJIBHASA UBBUPATEJIBHASA KOMUCCHS Ne 45

HPOTOKOJ 3ACEJAHUA

20 roa Ne

Cankr-IletepOypr
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[Tpunoxenune Ne 3.2

TEPPUTOPHUAJIBHASA UBBUPATEJBHASA KOMUCCHUSA Ne 45

PEIHNIEHUE

20 roa Ne

Cankr-IletepOypr
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[Tpunoxenune Ne 3.3

TEPPUTOPUAJIBHAS UBBUPATEJIIBHASA KOMUCCHSA Ne 45
INPEACEJATEJb

ITPUKA3

20 ron Ne

Cankr-IletepOypr
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[Tpunoxenue Ne 3.4

TEPPUTOPUAJIBHASA
N3BUPATEJIBHASI KOMUCCHSA Ne 45
CAHKT-IIETEPBYPT

CpenHeoXTHHCKHH 1p., 1. 52/11 nurep A,
Ten.
http://www.tik45.spbik.spb.ru
OKIIO ; OI'PH 1207800070741,
MHH/KIIIT 7806573056/780601001

Ne
Ha Ne oT
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[Tpunoxxenue Ne 4
K TunoBol HHCTPYKIUU IO AEIONPOU3BOICTBY
B TepputopuanbHOi H30MpaTeIbHON KOMUCCUU B
Cankr-IlerepOypre

TpeGoBaHus K JOKYyMEeHTAM, U3r0TOBJISAEMbIM € IOMOIIbIO

NnevyaTaomux yCTpoicTB, 1 K ¢ailjiaM TEKCTOBbIX JOKYMEHTOB

1. TexcThl JoOKyMeHTOB Ha OnaHkax gopmara A4 medararoTcs uepes 1 -
1,5 MEKCTPOUYHBIX HHTEPBAJIA.

2. TekcTbl JTOKYMEHTOB, TOJIOTABIMBAEMBIX K  THUIOTPAPCKOMY
W3JIaHUIO, TIEYATAIOTCS Yepe3 IBa MEKCTPOUHBIX HHTEpBAA.

3. HasBanue BuJa TOKyMEHTA IeYaTacTCs MPOIMMCHBIMU OYKBaMH.

4. Ecnm 3arosioBok K TekcTy mpeBbimaer 150 3HakoB (5 CTPOK),
JOTYCKAaeTCsl MPOJIeBaTh €ro 10 TPAaHMIBI MPAaBOrO MOisA. Todka B KOHIIC
3aroJioBKa He CTaBUTCS.

5. PacumdpoBka mnoanucu B pekBuszute «lloamuck» medaraeTcs
Ha ypOBHE TOCJIEIHEH CTPOKM HAMMEHOBAHUS JOHKHOCTH C HCIOJIb30BAHHEM
komOuHanuu kiaasui Shift — Ctrl — IIpoOen mexay nuuimanamMu u haMuIHeH.

6. Cosmanue, QopMaTHpoBaHWE W BBIBOJ Ha Ie4aTh JOKYMEHTOB
MPOU3BOATCS HAa KOMIIBIOTEPAaX C HMCIOJIB30BAHHEM TEKCTOBOTO Mpolieccopa
MS Word. Bueapenue »3JIEKTPOHHBIX TaOJHIl, CO3JAaHHBIX B TaOJIMYHBIX
nporeccopax, B gokymeHTel MS Word He nomyckaercs. [lomyckaercs, mpu
HEO0OXOIMMOCTH, CO3/laHue, (popMaTUpOBaHWE W BHIBOJ Ha TMe4YaTh TaOJIHII
nocpeacTBoM TabauuHoro nporeccopa MS Excel.

7. Ilpu ¢opMaTupoBaHUM JOKYMEHTOB O053aTE€IbHO HCIOJIb3YETCs
BKJIFOUCHHAS] KHOTIKA 9TOOBI BUACTH HAa KPAHE BCE CITyKEOHBIE CUMBOJIBI.

8. Ilpu dopmaTupoBaHMM TEKCTa JTOKYMEHTOB HCIOJIB3YETCS CTHUIIb,
KOTOPBIN UMEET CJICTYIONTUE TapaMeTPhI:

o Ilpudr TimesNewRomanCyr

e Pasmep 14 nyHkTOB
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e Ortcryn cieBa 0cm
cripaBa 0cm

e UHurepBan nepen 0 myHKTOB
nocJie 0 myHKTOB

e  MeXCTpOUHBI HHTEPBAI OJWHAPHBIN, IOy TOPHBIN

e [lepBas cTpoka orctyn Ha 1,25 cm

e BrIpaBHuBaHuE 10 LIMPUHE

9. Ilpu dbopmatupoBaHuu TadbIUIl HEOOXOIUMO COONIOAATH CIEAYIOIINE
TpeOOBaHMUS:

Tabiuia Bcerma JO0DKHa WMETh Ha3BaHWE, KOTOPOE BBIPABHUBACTCS
10 [TPaBOMY IOJIIO JOKYMEHTA;

TabJIMIa BBIPABHUBAETCS 110 LEHTPY JIUCTA;

3aroJIOBKM CTOJIOIIOB ¥ CTPOK BBIPABHUBAIOTCS IO IIEHTPY STYCHKU;

JaHHbIE B sTYelKax TaOJUIbl BEIPABHUBAIOTCS CBEPXY IO JIEBOMY Kpalo;

MPOJIOJKEHNE TAOIUIBl HA HOBOM JIUCTE BCETJla HAYMHAETCS C 3aroJIOBKOB
ee cToi0IoB (Wi HOMEPOB Tpad B ciydae, eciau rpadnl TabIUIBI HA TIEPBOM
JHUCTE IPOHYMEPOBaHbI);

CTPOKHU TaOIUIIBI IEPEHOCSATCS Ha HOBBIM JTUCT TOKyMEHTa MCKIIFOUUTEIHHO
LEJIUKOM;

IIMpUHA W BbICOTA TaOJMLbBI HE AOJDKHBI MIPEBBIIATH pa3Mephl MOJeH
JIOKYMEHTA.

10. Pa3mepsI moseii JOKyMeHTa JIOKHBI UMETh CICAYIOITUE TTapaMeTphI:

®  BEpxHee 2,0 c™m

®  HIKHEE 2,0 c™m

® JIEBOE 2,0 cM (Ha TOKyMEHTax CpOKOM xpaHeHus cBbiiie 10 jet
—3,0 cm)

® TMpaBoe 1,0 cm

OT Kpast 10 KOJIOHTUTYA:

®  BEpXHErO 1,25 cMm
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1,25 cm

11. HpI/I IMOATrOTOBKE TOKYMCHTOB HCIIOJIB3YIOT CIICAYIOIMNUC PCKBU3UTLI:

repb cyonekTa Poccutickoit denepanuu;
HAaMMEHOBaHUE N30UpaTEIHLHON KOMUCCHH,
HaNMMEHOBAHHE JTOJKHOCTHOTO JIMLA;
CIIPaBOYHBIE CBEJICHUS 00 OpraHu3allly;
HAaMEHOBAHUE BUA JTOKYMEHTA;

JaTa JOKYMEHTA,

PETUCTPALIMOHHBIA HOMEDP JOKYMEHTA;

CCBUIKA HAa UCXOJSAIINN PETUCTPAMOHHBIN HOMED U

JaTy JTOKYMEHTA,

12. PEKBUBUTHI

azpecar;

rpud yTBEpKACHUS TOKYMCHTA;
3aroJIOBOK K TEKCTY JTOKYMEHTA;
yKa3aHUsI TI0 UCTIOJTHEHHIO JJOKYMEHTA,
OTMETKa O KOHTPOJIE;

TEKCT IOKyMEHTA,;

OTMETKa O HAJIMYNH TPUIIOKCHHUS,
[IOJIIINCE;

rpud coriiacoBaHus JOKYMCHTA,
BM3Q;

[1evaTh;

OTMETKA 00 UCIIOJHUTEIIE;

UACHTU(PUKATOP DIEKTPOHHOM KOTUH TJOKYMEHTA.

(KkpoMe TekcTa JIOKyMEHTa U ajpecaTra), COCTOSIIUE

N3 HCCKOJIBKUX CTPOK, IeHYaTaroT CO CIACAYIOINMU ITapaMCTpaMU:

[IpudTt
Pa3zmep

Orcryn

TimesNewRomanCyr
14 nyHkTOB
cieBa OcMm

cripaBa 0cm
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HNHutepBan nepen 0 myHKTOB
nocJie 0 myHKTOB
MexcTpOouHbI HHTEPBAI OJIMHAPHBIN
OTtcTyn nepBoi CTPOKHU HET
BripaBHUBaHME 0 LIEHTPY
. PexBu3uT «Aapecar» nevararoT co CAEAYIOIHUMHU MapaMeTpaMu:
Mpudt TimesNewRomanCyr
Pasmep 14 nyHkTOB
Orcryn cieBa 12 c™m
crpaBa 0cm
NuTepBan nepex 0 myHKTOB
1ocie 0 myHKTOB
MeXCTpOUHBI UHTEPBAI OJVMHAPHBIN
OTcTyn NepBoM CTPOKH HET

BripaBHUBaHME

[0 JIEBOMY Kpaw WM LEHTpyeTcs

Ecnn cocraBHble 4acTH pPEKBU3UTOB «Anpecat», «I'pud yTBepKaeHUs

nokymeHTta», «I'pud cormacoBaHus JOKymMeHTa», «OTMeTKa O HaJIUYWU

MIPUJIOKEHUS» HE YMEIIAIOTCS Ha OJHOM CTPOKE, TO Pa3phbiB CTPOKH B HYKHOM

MECT€ MPOU3BOJUTCA C MOMOIIbIO cUMBOJIa «Pa3pbiB CTpOKW» (KOMOMHAIMS

kiasui Shift — Enter), Hanpumep:

COI'JTACOBAHO
[Ipencenarens komuTeTa
MMYIIIECTBEHHBIX OTHOIICHUM

Cankr-IletepOypra

A.H. IBanoB

14. Tlpu opopmieHnn JOKYMEHTOB Ha JBYX M 0oJiee CTpaHUIlaX BTOpas U

MOCJICYIONTUE CTPAHMIIBI JOJKHBI ObITH TIpOHyMepoBaHbl. Homepa crpanui
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MPOCTABIIAIOT MOCEPEANHE BEPXHEro MoJid JucTa apabckumu uudpamu 06e3
BCSIKMX 3HAKOB MPETMHAHUA.

Ecmn JOKYMCHT UMCCT ITPHUJIOKCHUC, TO OHO IICYATACTCA C HOBOM CTpaHUIIbL.

15. /I BbIsABIIGHUS W UCHOpPABJICHUS  BO3MOXHBIX  OLIMOOK B
IpaBOMUCAaHUU B c(HOpMHpPOBaHHBIX (haillax PEKOMEHIYETCS OCYIIECTBIISAThH
MPOBEPKY JTOKYMEHTOB, UCTIOJb3Ysl CUCTEMBI IIPOBEPKU MPABOMUCAHUS.

16. Kaxaplii JOKYMEHT CO BCEMHU MPHUJIOKEHUSIMH K HEMY MOMEIIAIoT
B OTJAETBHBIN (paiin (ecu MPHUIOKEHUs CO3aHbl OTHUM TpolieccopoM). BHyTpu
daiina caM JOKYMEHT M KaXI0€ MPUWIOKEHHWE TOMEIIAI0T B OTICIbHBIC
pa3Jiebl.

17. Bce pekBU3HUTHI TOKYMEHTA OTACISAIOT APYT OT Jpyra OJHOM IyCTOM
CTpOKOH, oOpasyemoi cumBoyioM ab3ama (Y — kmaBuma Enter). B Tekcte
HE JIOJDKHO BCTpeuaThes 60Jiee BYX CUMBOJIOB ad3aria moapsI.

18. He nmomyckaercs mucarh CJIOBa C Pa3ps/IKOWM, BCTaBIsIST MPOOEbI
MeXxay OyKBaMU B CJIOBAX, 33 MCKJIIOYEHUEM CIIOBA «PELIWIa» B PELICHUAX H
MPOTOKOJIAX  3aceJaHuid  u30upaTenpbHOM Komuccuu. He  gomyckaercs
UCIIOJIb30BaHUE MpoOenoB s oOpa3oBaHus a03allHOrO OTCTyna (KpacHOM
CTPOKH) WJIHM MYCTHIX CTPOK. B TekcTe He JOKHO BCTpeudarbes moapsa Ooliee
OJIHOTO CHMBOJIa mpobOena. Paznenenue nHuImManoB u ¢paMuiuu, cuMmBojia No u
YKCIIa, MOPSIKOBOTO HOMEpa CTaThU, YaCTH, ITYHKTA WM MOAIYHKTA TIPABOBOTO
aKTa, 4yMciia Mecslla U Ha3BaHMs Mecsla, YUcia rojia U CJloBa «rojy, JHOOBIX
YUCJIOBBIX 3HAYEHUW W EAUHUI] W3MEPEHHs JENaeTCcsl C HUCIOIb30BaHUEM
Hepasaenumoro npodena (coueranue kinaum Shift — Ctrl — [IpoGen).

19. He nomyckaercss BKIIOYAaTh B TEKCT JOKYMEHTa pa3IeiUTEIbHBIC
JUHUH, COCTABJICHHBIC U3 IIETIOYEK CUMBOJIOB (¥, =, -, — ¥ JIp.).

20. He pomyckaercs MCIOJB30BAHME B PYCCKUX CJIOBAX CXOJHBIX IO
HauepTaHuio atuHckux OykB (A, 8, B, C,c, E, e, H, K, M, O, 0, P, p, 1, X, X, y).

21. He nmomyckaercs HCIOJIb30BaHUE CHUMBOJIA TaOymsiiuu (—) s

oOpa3zoBaHus a03alHOrO OTCTyna (KpacHOM CTPOKM) WM MYCTBIX CTPOK.
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AO3alHBIA OTCTYN YCTaHaBIMBAIOT B MeHIO Dopmar/Ab3al Uiu ¢ MOMOIIbIO
BEPXHETO JIBUKKA HA TOPU30HTAJIBHOMN JIMHEUKE.

22. He nmomyckaeTcs WCHOJB30BaHUE CHMBOJIA «-» [JII 00O3HAYCHUS
nepeHoca. BMecTo Hero ciemyeT HCHOJIb30BaTh CHMBOJ MSATKOTO MEpeHoca
(komOuHarus kiaaBuir Ctrl — «-»).

23. Jlna HanucaHusi pUMCKUX HUQP JTOJDKHBI UCIOJIB30BAThCS 3arjaBHbIC
oykBbl jJatuHckoro andasuta (I, V, X, C, D, L, M). Hcnons3oBanue st 3TOM
IIEJTN PYCCKUX OYKB U apaOCKuX 1udp HE AOMyCKaeTCsl.

24. Bmecto OykBbI «E» n0omkHa ynoTpe6narhes 6yksa «E» (kpoMe MMeH
COOCTBEHHBIX MPH HATUYINH TTOITBEPIKIAFOIINX JOKYMEHTOB).

25. PexBusnuthl «HanMeHOBaHWe BHIA JTOKYMEHTa» JIOJDKHBI OBITH
BBIPOBHEHBI 110 LIEHTpY. He momyckaeTcs: UCIob30BaHUE CUMBOJIA ab3ama Jyis
MIPEPBIBAHUS CTPOKH B MPOU3BOJIBHOM MECTE, JJIS ATOTO CJIEAyeT MPUMEHSTH

CHMBOJI pa3pbiBa cTpoku (koMOuHanus kiaapum Shift — Enter).



[Tpunoxenune Ne 5

K TunoBol HHCTPYKIUHU IO AEIONPOU3BOICTBY
B TepputopuanbHOil H30MpaTETLHON KOMUCCHU
B Cankr-IlerepOypre

Cnucokx PACCBIIIKHA UCXOAAINX JOKYMEHTOB

Ne HaumenoBaHnue oprana N N
ITosHblii MOYTOBBII agpec
n/n (opranuszaunuu)
[Ipencenarens

TeppuropuanbHoi n30uparebHoN komuccuu Ne 45

Hcniomaurenp

«

»

20 r.




CornacoBanue IIPpOCKTA:

JIOJ>KHOCTB
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[Tpunoxenue Ne 6
K TunoBol HHCTPYKIUHU IO AEIONPOU3BOICTBY
B TepputopuanbHOi H30MPaTETLHON KOMUCCHUU
B Cankr-IlerepOypre

HWHHNIIHWAJIbI, (i)aMI/IJII/ISI

(mata)

JIOJDKHOCTD

(mata)

JIOJ>KHOCTB

(mata)

Hcnomaurens:

JIOJDKHOCTB

(moamucek)

HWHHUIIUAJIbI, (1)aMI/IJ'II/I$I
(mmoamuce)

HMHUIIUAJIbI, ¢)aMI/IJII/I}I
(moamucsk)

HWHHUIIUAJIbI, (I)aMI/IJ'II/ISI

(mata)

(moamuce)
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[Tpunoxenune Ne 7
K TunoBol HHCTPYKIUHU IO AEIONPOU3BOICTBY
B TepputopuanbHOi H30MPaTETLHON KOMUCCHUU
B Cankr-IlerepOypre

YTBEPXAIO
[Ipencenarens TeppuropuanbHoOil Komuccuu Ne45

WHUIUABI, paMuTus

(noonucy)

« » 20 I.

OT4er 0 pa3memienun peumieHuii TeppuropuaabHOil H30UpPaTEIbHOM
KoMuccuu Ne 45
caiite www.tik45.spbik.spb.ru,
B pa3aee «Jl0KyMeHTbI» H pacchlIKe 10 COOTBETCTBYIOIIUM aJpecaTaM

3acenanue Neo OT « » roja
Ne Ne pemienus AJpec pa3melieHus, ajjpecaT pacChUIKU Hata
n/m THUK pa3menieHus,
PacChUIKU
1
2
3

Hcnonuurens:




[Tpunoxenne Ne 8
K TUIIOBOM MHCTPYKLUU 110 AEJIONPOU3BOACTBY
B TeppuropuansHoii U30MpaTEIHLHON KOMUCCHH
B Cankrt-IlerepOypre

HNEPEYEHD

NOAJICKAINIUX KOHTPOJJII JOKYMECHTOB € YKa3aHHEM CPOKOB UCIIOJTHCHUA

1. ®epnepanbHble KOHCTUTYLIMOHHBIE 3aKOHBI, (elepaibHble 3aKOHbI
Poccutickon ®@enepanuu — COriacHO yKa3aHHOMY B HUX CPOKY.

2.  VYkasml IIpesunenta Poccuiickoit denepalini — COrjacHO YKa3aHHOMY
B HUX CPOKY.

3. Pacnopsokenust Ilpesmpenta Poccmiickoit denepanmn — corjacHo
YKa3aHHOMY B HUX CPOKY.

4. TlocranoBnenus, pacnopspkenuss  [IpaBurensctBa  Poccuiickoit
denepanyiy — COTJIACHO YKa3aHHOMY B HUX CPOKY.

5. 3akonbl Cankt-IleTepOypra — corjiacHO yKa3aHHOMY B HUX CPOKY.

6. IlocranoBnenust 3akoHonarenbHoro Cobpanust Cankt-IlerepOypra —
COTJIACHO YKAa3aHHOMY B HHUX CPOKY.

7. TlocranoBnenust IlpaBurensctBa Cankr-IlerepOypra — corjgacHo
YKa3aHHOMY B HUX CPOKY.

8.  Pacnopsikenuss ['yOepnatopa Cankr-IlerepOypra —  COIJIaCHO
YKa3aHHOMY B HHX CPOKY.

9. TIlapnamentckume 3ampockl CoBera Denepauuun DenepanbHOTO
CoOpanust Poccuiickoit ®enepannu, ['ocymapcrBennont Jlymbr denepanbHOTo
CoOpanusa Poccuiickoit denepannu — He MO3AHEE 4eM 4depe3 15 kaneHaapHBIX
JTHEW CO JIHS MOJIyYEHHSI MapJaMEHTCKOTO 3almpoca WM B MHOW YCTaHOBJICHHBIN
cooTBeTcTBYMOIIEH manatoi deaepansHoro CoOpanusi Poccuiickoit denepanmu

CpOK.
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10. 3ampockr uneHoB CoBera ®enepanuun DenepanbHoro CoOpaHus
Poccuiickon @enepaunun, aenyratoB [ocymapctBeHHou Jlymbel denepanbHOro
Cobpanus Poccuiickoit denepannu — He mo3aHee yem depe3 30 KameHAapHBIX
JTHEW CO JIHS €ro MOJIyYEHHUs WM B MHOM COTJIACOBAHHBIN ¢ MHUIIMATOPOM 3arpoca
CPOK.

11. OGpamenuss uneHoB CoBeta Deneparuu Denepanproro CoOpaHus
Poccuiickonn ®@enepaunu, aenyratoB [ocymapctBeHHou Jlymbl dDenepanbHOrO
CoOpanmst  Poccmiickoit @enepanmmui  TO  BOMpOcCaM, CBS3aHHBIM C  UX
NeATEIbHOCThIO, — Oe30TiaraTeibHO (a2 TMpU  HEOOXOAMMOCTHU TOJYUYEHUS
JIOTIOJIHUTENBHBIX MaTEpHaANOB — HE Mo3aHee 4eM uepe3 30 KaleHAapHbIX THEU
CO JIHSI IOJTyYEHUsI 0OpallieHus ).

12. OO6pamenus Ty TaTOB 3aK0HOIATEIHHOTO Cobpanus
Cankrt-IletepOypra — B CPOK, YCTAaHOBJICHHBIM  3aKOHOJATEIbCTBOM
Canxrt-IletepOypra.

13. Tlucema u3z Anmunuctpanuu Ilpesmaenta Poccuiickoit deneparum,
[IpaBurenscTBa Poccuiickon ®enepannu, Koncturtynuonnoro Cyna Poccniickon
Oenepannu, BepxoBHoro Cyna Pocculickoit ®@enepanuu, [ 'eHepanbHON
npokypatypbl Poccuiickoit ®denepanuu, agmunuctpauuu ['yoepHaropa CaHKT-
[lerepOypra — B COOTBETCTBMM C YyKa3aHUSIMHU IO UCIOJIHEHUIO JOKYMEHTa
npeacenarens TeppUTOPUAIBHOM KOMHUCCHUM, €CIIM B HUX HE YKa3aH CpPOK, — HE
no3aHee yeM uepe3 30 KaJleHAapHbIX THEH.

14. TIpotect nmpokypopa — He To3Hee YeM uepe3 10 KalleHJapHbIX THEH.

15. IlpexacraBnenue npoxypopa — He mosaHee yem yepe3 30 kajaeHmaapHbIX
JTHEH.

16. OOpamenuss TpaxaaH IO BOIpocaM BBIOOPOB U pedepeHayMOB —
10 30 KaJIeHIapHBIX JHEW, a MOCTYMUBIIKNE B TIEPUOJ M30UpATEIbHON KaMIIaHUU —
B cooTBeTcTBUU ¢ DenepaibHbIM  3aKOHOM «OO OCHOBHBIX TrapaHTHUAX
n30upaTeNbHBIX TIPaB U MpaBa Ha ydactue B pedepenmyme rpaxnan Poccuiickoi

Oenepauuny.
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17. Tlepecwuika oOpallleHUN Tpak[aH, COJEpKalllUX BOMPOCHI, pELICHUE
KOTOPbIX HE OTHOCHUTCS K KOMIETEHIMU TeppUTOpUaibHOW KOMUCCHUH,
OCYIIECTBISICTCS B TEUCHUE CEMU KaJICHAAPHBIX JTHEH.

18. OOpamenust CcpeACTB MaccoBOM HMHpOpManuu MO  BOMpPOcCaM
NpEeIOCTaBlICHUsT MHPOpPMAIMM — CeMb KaleHAapHbIX nHeil. Ecimmu TpeOyembie
CBEJICHUS HE MOTYT OBbITh NMPEIOCTaBICHBI B YKA3aHHBIM CPOK, TO JOIYCKAaeTCs
OTCpOYKa B TMPEJOCTABJICHUM 3ampaiiMBaeMod WHGOpPMAIMM C BpPYyYCHHEM B
TPEXIHEBHBIH CPOK CO JHA TOJyuYeHHUs MHCbMEHHOTO 3ampoca uHpopmanuu
yBEJIOMJICHHSI 00 OTCpOYKE MPE/ICTAaBUTENI0 PEAAKIMU, B KOTOPOM YKa3bIBAIOTCS
OpUYMHA OTCPOYKH, JaTa, K KOTOpOMl OyAeT MNpeaocTaBieHa 3alpalinBacMmast
uHbOpMaIus, TOHKHOCTHOE JIMIIO, YCTAaHOBHUBIIEE OTCPOUKY, JaTa TMPUHSATHS
pereHust 00 OTCpOUKe.

19. 3ampoc rocyaapcTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYTIPaBJICHHUS
WIH JOJDKHOCTHOTO JIMIA, PAacCMaTPHUBAIONIETO OOpalleHne TpakJaHUHA,
JOKYMEHThl W MaTepuaibl, HEOOXOAHWMBbIE [UIsl PAacCMOTPEHMsI OOpalleHus,
IPEJOCTABISAIOTCA B Te4yeHHWe 15 J1HeW, 3a HCKIIYEHUEM JOKYMEHTOB U
MaTEepUajIoB, B KOTOPIX COAEPKATCS CBEACHHUS, COCTABIISAIONINE TOCYIapCTBEHHYIO
WIM  UHYIO OXpaHieMylo (QenepalbHbIM 3aKOHOM TaillHy, W ISl KOTOPBIX

YCTAHOBJIEH OCOOBIN MOPAJOK NPEAOCTABICHMS.
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[Tpunoxenune Ne 9
K THUIIOBOM MHCTPYKIUU IO EJIONPOU3BOJICTBY
B TepputopuanbHOil H30MpPaTEITLHON KOMUCCHUU
B CankT-IlerepOypre

YTBEPXJAIO

[Ipencenarens TeppuropuanbHOU
n3bupatensHol Komuccuu Ne 45

pacmdpoBKa IMOIMTUCH

IIOAITHUCH
20 T
HOMEHKJIATYPA JEJI
TeppuropuajbHoii n30uparesbHoil komuccuu Ne 45 na 20 roa
Mrueke Kon-Bo Cpoxk xpaHeHus jaena
e[JlIa 3aronoBoxk siena nen (TOMOB, (ToMma, yacTH) [Tpumeuanue
a (Toma, wacTn) vacreif) 1 Ne crareil 1o niepeyHio
1 2 3 4 5
HaszBanue paznena
HanmeHnoBaHue JOKHOCTH COCTABUTENA [Tonnuce Pacumdposka
HOMEHKJIaTypbl MOJIINCH
Hara
COI'JTACOBAHO COT'JIACOBAHO
[Tpotokon DK Cexkperapp Cankt-IlerepOyprckoit
ot Ne n30MpaTeNTbHON KOMUCCUH

IToanuce pacuidpoBKa MOAMUCH
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[Tponomxenue npunoxenus Ne 9

HTorosas 3amuce o KaTCropudax U KOJUYCCTBEC A€, 3aBCACHHBIX B

TeppurtopuansHoii n3duparenbHoit Komuccuu Ne 45

rojay B

B ToMm uucie

ITo cpokam xpaHeHus Bcero R — C OTMETKOM
P «OIIK»
1 2 3 4
[TocrossHHOTO
Bpemennoro (cBbimie 10 ser)
Bpemennoro (10 10 et BKIIOUYUTENBHO)
HUTOI'O:

HanmeHnoBanue qOJKHOCTH COCTaBUTEIIA [Moanuce PactmugpoBka
HOMEHKJIaTypbl MOAIUCH

[Hara




85

[Tpunoxxenne Ne 10
K THUIIOBOM MHCTPYKIUU IO EJIONPOU3BOJICTBY
B TepputopuanbHOil H30MpPaTEITLHON KOMUCCHUU
B CankT-IlerepOypre

Teppuropuanbhas komuccus Ne 45 YTBEPXKIIAIO

[Ipencenarens

OIIHCH Ne TeppuropuanpHol komuccuu Ne 45

ACJI TOCTOAHHOT'O XpaHCHHUA

3a roa [Toamuce Pacum¢poska nommmcu
[ara
Ne HNunexe Kpaithue | Kon-Bo
3aronoBok aeiia HpI/IMe‘IaHHe
/a aena JaThl JIUCTOB
1 2 3 4 &) 6

B nanssIli paznen onucH BHECEHO

(yugpamu u nponucwro)

¢ Ne mo Ne , B TOM YHCIIE:

JIMTCPHBIC HOMEpaA:

IIPOITYLLIEHHBIE HOMEpaA!

HanmenoBaHue 1OIKHOCTH COCTaBUTENS IToanuce PacummdpoBka noanucu
OIUCH
Jara
COTI'JTACOBAHO YTBEPXIEHO
[TpoTokon DK [Tporokon LleHTpanbHOI 3KCIIEPTHO-

MIPOBEPOYHON METOANYECKON KOMUCCUU
ApxuBHoro komuteta Cankt-IlerepOypra

oT Ne oT No




Tepputopuanbaas komuccust Ne 45

OIIUCDH Ne
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[Tpunoxxenue Ne 11

K THUIIOBOM MHCTPYKIUU IO EJIONPOU3BOJICTBY
B TepputopuanbHOi H30MpPaTEITLHON KOMUCCHUU

nen BpemerHoro (10 et u 6osee) XpaHeHUs

B CankT-IlerepOypre

YTBEPX/IAIO

[Ipencenarens
TeppuropuanbHOl kKomMuccuu Ne 45

3a roa IToamnuce Pacum¢poska noammcu
Jara
Ne Nunexe Kpaiitnne | Kon-Bo Cpok
3aroyioBOK Jiena [Ipumeuanue

n/m nena JIaThI JIMCTOB XpaHEHUS

1 2 3 4 5 6 7
B nansbIli paznen onucH BHECEHO

(yughpamu u nponucwio)

¢ Ne mo Ne , B TOM 4HCJIE:
JUTEPHBIE HOMEPA:
IIPOITYLIIEHHbIE HOMEpaA!
HanmeHnoBaHue 1OIKHOCTH COCTaBUTENS IToanuce PacimmdpoBka noanucu

OITMCHU

Jara

COI''TACOBAHO
ITporoxon DK

oT Ne

COI''TACOBAHO
Cexkperapp Cankr-IlerepOyprekoit
n30MpaTeaTbHON KOMUCCHHT

©.N.0.




TeppuropuanbHas komuccus Ne 45

OIIUCDH Ne

JCJI 110 JIMYHOMY COCTaBy
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[Tpunoxxenue Ne 12

K THUIIOBOM MHCTPYKIMU IO IEJIONPOU3BOJICTBY
B TepputopuanbHOi H30MpPATEILHON KOMUCCUH
B CankT-IlerepOypre

YTBEPXIAIO

[Ipencenarens
TepputopuanbHoii komuccuu Ne 45

3a roa IToamnuce Pacmm¢poBka noammcu
Jara
Ne Nunexe Kpaiinne | Kon-Bo Cpok
3aroyi0oBOK Jiena [Ipumeuanue

n/m nena JIaThl JINCTOB XpaHEHHUs

1 2 3 4 5 6 7
B nanHbIM pa3gen onucu BHECEHO

(yughpamu u nponucwio)

¢ Ne mo Ne , B TOM 4HCJIEC:
JUTEPHBIE HOMEPA:
MPONYIIEHHBIE HOMEpA!
HanmeHnoBaHue TOIKHOCTH COCTaBUTENS IToanuce PacimmdpoBka noanucu

OITMCHU

Jara

COI''TACOBAHO
ITporoxon DK

oT Ne

oT

COI''TACOBAHO
IIporokou LleHTpanbHON SKCIIEPTHO-
MIPOBEPOYHON METOANYECKOU KOMUCCHH
ApxusHoro komurtera Cankr-IlerepOypra

Ne
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Tepputopuansnas komuccus Ne 45
AKT

Ne

(mecmo cocmasnenust)

(0 BbIICJICHUU K YHUUITOKCHUIO JOKYMECHTOB,
HE NOoIJICKAIUX XPAHCHUTO

Ha

OCHOBAaHUH

Ilepeuns

THUIIOBBIX

[Tpunoxxenue Ne 13
K THUIIOBOM MHCTPYKIMU IO EJIONPOU3BOJICTBY
B TepputopuanbHOil H30MpaTEITLHON KOMUCCHUU
B CankT-IlerepOypre

YTBEPXJAIO

[Ipencenarens

TeppuropuanpHoi komuccuu Ne 45

MOITHCH

Jlata

YIPaBJIEHYECKUX

Pacmm¢poska

IO ATTNCH

APXUBHBIX

JIOKYMEHTOB,

00pa3yronMxcsi B MPOIECCEe NEATEIbHOCTH TOCYAapCTBEHHBIX OPraHOB, OPraHOB MECTHOT'O
C yKa3aHHEM CpPOKOB XpaHEHUsS W HOMCHKIATYPHI eI
komuccu Ne 45 0ToOpaHbl K YHHUYTOXKEHHUIO KaK He

CaMOYITPaBJICHUS W OpraHU3aLHNi,
TeppuropuaibHONW W30HUpaTEIHHOM

UMEIONNE HAYYHO-UCTOPHUYCCKOH IIEHHOCTH U yTPATHBINHE MPAKTHYCCKOE 3HAUCHUE
JIOKYMEHTHI.
3aroyioBOK siena WNunekc nena mo
. . Cpoxku xpaHeHUs
No WM TPYIIIOBON Kpaiinue HOMEHKJIaType Kon-Bo . | Ilpume-
1 HOMepa craTeit
/11 3aroJIoBOK JaThl WM HOMED Jielia el Xp. JaHHE
IO MEePEYHIO
JIOKYMEHTOB 10 OMUCH
1 2 3 4 5 6 7
HUroro: el. Xp. 3a rOJIbl

(yugpamu u nponucwio)

Omnucu ACII IOCTOSIHHOT'O XPpAaHCHUS 3a

coriracoBansbl ¢ DK

(mpoTOKO OT

« »

T. Ne

rOfbl YTBEPKAEHBI, IO IUYHOMY COCTaBY
Cankr-IletepOyprckoit U30MpaTeNTbHON KOMUCCHU

(HaumeHo8aHUe QONACHOCIU TUYA, NPOBOOUBULE20 IKCREPMU3Y YEHHOCU OOKYMEHMOB)

JlaTa

(noonucw)

(unuyuanwl, pamunus)
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[Tponomxkenne npunoxxkenust Ne 14

COI''TACOBAHO COI''TACOBAHO
[Iporokon DK Cekperaps Cankr-IlerepOyprekoit
U30MpaTeIbHON KOMUCCUH
or Ne ®.1.0.
JIOKyMEHTBI B KOJINYECTBE eI, TOMOB

BECOM KI' CIaHbI B

Ha niepepaboTKy M0 MPUEeMOCIATOYHON HAKIIaTHON OT

HanmeHnoBaHne JOIKHOCTH Jmna,
CAAaBLICTI'O JOKYMCHTLI

Jlara Tloonuce

N3meHnenus B YYCTHBIC JOKYMCHTBI BHCCCHLI

HanmeHoBaHKe JOKHOCTH UL ,
BHECIIIETO U3MEHEHHUS B YUETHBIC
JIOKYMEHTBI

Jlara Tloonucw

(Haumenosanue opeanuzayuu)

No

(Odama)

Pacwugposka noonucu

Pacwugposka noonucu
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[Tpunoxxenue Ne 14
K THUIIOBOM MHCTPYKIUU IO EJIONPOU3BOJICTBY
B TepputopuanbHOil H30MpPaTEITLHON KOMUCCHUU
B CankT-IlerepOypre

TeppuropuanbHas uzdbuparenpHas komuccus Ne 45

YTBEPXIAIO
AKT [Ipencenareins
20 r. Ne TeppuropraibHON N30UpaTETHHOM

komuccuu Ne 45

MecCTO COCTaBJICHUS

Toanuch pacmdpoBKa IOITUCH
OO0 yHMUYTOKEHUH TOKYMEHTOB
€ OrPAHUYEHHBIM CPOKOM

XpaHeHust

(JIMH, 1 rox, 3 roxa, 5 net)

Jara

Ha ocHoBanun Ilepeuns TUIOBBIX YHPABICHYECKHX AapXMUBHBIX JIOKYMEHTOB,
0o0pa3yoHMXcsi B IPOLECCE IESATEIbHOCTH TIOCYAapCTBEHHBIX OPraHOB, OPraHOB MECTHOIO
caMOYIIpaBJIEHUs] U OpraHu3alluii, C YKa3aHWEM CPOKOB XpaHEHHS M HOMEHKJIATYphl Jell
TepputopuanbHoii n3OuparenbHol komuccuum Ne 45 0TOOpaHbI K YHUYTOXKEHHIO Kak HE
UMEIOIME HAayYHO-UCTOPUYECKOW IIEHHOCTH M  YTpaTHBILIME IPAKTHUYECKOE 3HAa4YeHUe
JIOKYMEHTHI.

3aroyioBOK jena WHuneke aena no -
Ne I rpynr{(leofx'I Kpaiinue Hoi[/[eHKiaType Ie<0n >0 Cpoxit Xp AHCHIA Ipume-
A. Xp. W HOMepa crareit
n/m 3aroJIOBOK JIaThl WJIN HOMED JIena YaHUe
JIOKYMEHTOB 110 OTIHCH (ymcroB) 110 HICpEHHIO
2 3 4 5 6
Htoro en.xp. (JIucToB) 3a ron
(1),
(umpamu, IPOITUCHIO)
Becom KI" CIaHbI B Ha
(HauMeHOBaHHE OPTaHU3AIIH)
nepepadoTKy MO MPUEMO-CAATOYHON HAKIaJHOU OT No

(MM YHUYTOXEHBI TyTEM M3MEbYeHUs (IIpeAUpOBaHNs) Ha CIIEUAIN3UPOBAHHOM

o0opynoBaHuu 06€3 BO3MOXXHOCTH BOCCTaHOBJICHHUS ).
Jara BpeMs
COI''TACOBAHO COI''TACOBAHO
[Iporokon K Cekperaps Cankr-IlerepOyprekoit

n30MpaTeaTbHON KOMUCCHHT

©.N.0.

oT Ne
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K THUIIOBOM MHCTPYKIUU IO EJIONPOU3BOJICTBY
B TepputopuanbHOi H30MpPaTEITLHON KOMUCCHUU

[Tpunoxxenue Ne 15

B CankT-IlerepOypre

BHYTPEHHSA OIIUCH

AOKYMEHTOB J1¢JIa Ne

Ne Nunexc Jara Howmepa
3aroi0BOK JIOKYMEHTa [Ipumeuanue
/1 JIOKyMEHTa | IOKYMEHTa JINCTOB JeJjia
1 2 3 4 5 6
Hroro: JIOKYMEHTOB

(mdpamMu U IPOTTUCHIO)

KonnyecTBo IMCTOB BHYTPEHHEN ONMCH

HaumenoBanue JOJDKHOCTH JIklia,
COCTAaBUBIICTO BHYTPCHHIOIO OIMUCH
AOKYMCHTOB /JI€JIa

Jara

IMonmnuce

(tmpaMu ¥ IPOITHCHIO)

Pacmmdposka moanucu
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[punoxenne Ne 16
K TUIIOBOM MHCTPYKLUU 110 JAEJIONPOU3BOACTBY
B TeppuropuansHoii U30MpaTEIHLHON KOMUCCHH
B Cankrt-IlerepOypre

JIMCT-3ABEPUTEJIb JJEJIA Ne

B neno noammTo U mpoHyMepoBaHO JHMCTOB(a),
(TdpaMu 1 TPOTHCHIO)

B TOM YHCIIE:
JUTEPHBIE HOMEpa JIUCTOB
MPOIYIIEHHBIC HOMEpA JINCTOB
+ JIMCTOB BHYTPEHHEW OIUCH

Oco6eHHOCTH (PU3NYECKOTO COCTOSTHUS U Homepa

dbopMupoBaHusI J1ena JMCTOB
1 2

HanmeHnoBaHue J0IKHOCTH

IMonmnuce

Hara

Pacmmdposka moanucu
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[Tpunoxxenue Ne 17
K THUIIOBOM MHCTPYKIUU IO EJIONPOU3BOJICTBY
B TepputopuanbHOi H30MpPaTEITLHON KOMUCCHUU
B CankT-IlerepOypre

TEPPUTOPUAJIBHAS UBBUPATEJIBHAS KOMUCCHUSA Ne 45
CAHKT- IIETEPBYPT

JEJIO Ne

(3a2011060K Oena, mom 0eia)

(kpatinue damol)

Ha  gmcr
. Ne
Omn. Ne
A Ne

XpaHUTH



YTBEPXJAIO
[Ipencenarenn
TeppuropuabHON
n3bupareapHo Komuccuu Ne 45

IOAIIUCH pacmnq)p OBKa IIOAIINCHU
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[Tpunoxxenue Ne 18
K THUIIOBOM MHCTPYKIUU IO EJIONPOU3BOJICTBY
B TepputopuanbHOil H30MpPaTEITLHON KOMUCCHUU
B CankT-IlerepOypre

YTBEPXJIAIO
[Ipencenarens
Canxkr-IlerepOyprekoit
n30UpaTeIbHOM KOMUCCUHI

IOAIMUCH pacum(prBKa OAIMHUCH

Jara IIeuaTs Jara ITeuaTn
AKT Ne
npueMa-nepeaavu
ApPXMBHBIX IOKYMEHTOB HA
XpaHeHHe
(ocHosanue nepedauu)
(nazsanue nepedasaemozo gponoa)
TeppuropuaabHas u3dupareabHas KOMUCCHSA Ne 45 B auue
chaina, a
Jl0mKHOCTD, (hamMwITHs, HHUTHATIBI
Cankr-IleTrepOyprckas u3buparenbHas KOMMCCHS B JU1Le

JlomxHOCTh, haMUITKs, HHUAIHAIIBI

npuHAiIa JOKyMCHTBI HA3BaHHOI'O (1)OHI[a " CIIPAaBOYHOI'O0 MaT€puajlia K HUM:

Ne n/nt HasBanue, Homep onucu Konnuectso Komnuectso | Ilpumeuanue
JK3EMILIIPOB en. Xp.
OIUCH
1 2 3 4 5
Hroro npunsATO en.Xp.

[lepenauy nmpoussenu:

JIoIKHOCTB [Tognuce PacnmdpoBka  JIOTKHOCTB [oamucy  Pacmmdposka

Hara

®onny npucBoeH Ne

JlaTa

HN3menenus B YUETHBIC TOKYMCEHTBI BHECCCHBI

JIOJIDKHOCTB

Harta

IToamnuce Pacmmgposka



(I)opMa PErUHCTPANUOHHOIO KYPHaAJa BXOAAINUX JOKYMEHTOB
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K TUnoBoW MHCTPYKUUU MO JAeTONPOU3BOACTBY

[punoxenne Ne 19

B TeppuropuansHoii U30MpaTEIHLHON KOMUCCHH
B Cankrt-IlerepOypre

Hata Perucrtpa | Koppecn | Homep u | Comepx | Pezomo | Ucnon | Cpok | Ormer | Hom

MOJIy4e | IMOHHBIM | OHJEHT | Jara aHue s HUTENb | UCTIONT | Ka 00 | ep

HUS HOMED JIOKYMEHT HEHUs | UCHoja | Jena

a HEHUU
(I)opMa PETrUHCTPAINMOHHOIO KYPHaAJa HCXOAAINUX NTOKYMEHTOB

Jara Peructpammonnsiit | Aapecar | Kpartkoe Kto Hcnonuurens | Homep nena

OTMPABJICHUS | HOMEP COJIEpXKaHue | MOJIUCAT C  Komuewu

JIOKyMEHTa JIOKYMEHTa | JIOKYMEHT HCXOAILEr0
JIOKyMEHTA




