TEPPUTOPHUAJIBHAA UBBUPATEJIBHASA KOMUCCHSA Ne 56

PEHIEHHUE
05 aBrycra 2026 roga Ne 17-12
Cankr-IletepOypr

OO0 MHCTPYKIMH 10 1eJTONPOU3BOIACTBY
B TeppuropuajibHoi H30MpaTebHONH KomuccHuu Ne 56

B coorBerctBun c pemienuem Cankrt-lleTepOyprckoid m3OuparenbHOU
komuccuu oT 31 uronst Ne 188-10 «O TunoBoit HHCTPYKIHH MO E€TONPOU3BOJCTBY
B TeppuTOpHaIbHOM u3buparenbHoi komuccun B Cankrt-lletepOyprey,
TeppuropuanbHas uzdbuparenbHas komuccust Ne 56 p e m1 m J1 a:

1. YTBepaUTh MHCTPYKUMIO IO JEJIONPOU3BOACTBY B TeppHUTOpHAIIBHON
n30uparesbHOM komuccuu Ne 56 corjiacHO MPUJIOKEHUIO K HACTOSIIEMY PEIICHHUIO.

2. [Ipu3Hath yTpaTUBIIUM CHITY petieHue TepputopranbHO H30HpaTeITbLHOM
komuccun Ne 56 or 26 wutona 2020 roma Ne 2-9 «0O06 uHCTpyKUMHU
0 JIETIONPOU3BOJCTBY B TeppuropraibHON n30upaTenbHoi koMmuccun No 56.

3. PasmectuTh  HacTOsiliee ~ pelieHre ~ Ha  OQUIMATIBLHOM  CcaiiTe
TepputopuanbHoit u3z0uparenbHoii komuccun Ne 56 B HMHPOpPMaLMOHHO-
TEJICKOMMYHUKAMOHHOW ceTtn « THTEpHET».

4. KoHTponb 32 UCIOJIHEHHMEM  HACTOAILIErO0  PEUIEHUS  BO3JIOXKHTH
Ha npeacenaress TeppuropuanibHOM M30UpaTeIbHOM KOMUCCUU

Ne 56 XKypoga E.IO.
[Ipencenarens TeppuropuanbHOM
n30uparenbHoi komuccun Ne 56 E.1O. Kypos

Cexkpertaps TepputopuanbHO
n3buparenbHo komuccuu Ne 56 T.H. 3ankuna



IIpunoxenue
K pemenuto TeppuropuanbHOii
n3bupatensHol Komuccun Ne 56
ot 05 aBrycra 2026 roga Ne 17-12

YTBEPX/IEHA
peuieHueM TeppUTopualIbHON
n3bupareapHoi Komuccuu NeS6
ot 05 aBrycra 2026 romga Ne 17-12

HHCTPYKIHUA _
ITO AEJOITPON3BOJACTBY TEPPUTOPUAJIBHOU
U3BUPATEJIBHOU KOMUCCHUHU Ne 56

O01Me mMoJIoKeHus

1.1. UucTpykius o JEJIONPOU3BOACTBY B TeppuropuanbHoOii
n3buparenbHol komuccuu Ne 56 (nanee — MHCTpyKuMsI) yCTaHABIMBAET MOPSIIOK
paboThl C JTOKyMEHTaMH, OCHOBHbIE IpaBUJia MX MOATOTOBKUM U OQOpPMIIECHHUS
B TeppuropuanbHoi n3duparenbHoi komuccuu Ne 56 (nanee — TeppuTopUaibHas
KOMHUCCHS).

TepputopuanbHas KOMHUCCHS BIIpaBe YTBEPK1aTh TUIIOBBIE
W/WIYM  TIpUMEPHbIE MHCTPYKUMU MO JIE€JONPOM3BOJACTBY JUISl  y4aCTKOBBIX
n30MpaTeIbHBIX KOMUCCHUH.

1.2. UncTpykuus pa3paboTaHa Ha OCHOBaHUU (elnepanbHbIX 3aKOHOB
ot 12 urons 2002 roga Ne 67-®3 «O6 0OCHOBHBIX TapaHTUSIX U30UPATEIbHBIX MPaB
W TpaBa Ha yudactue B pedepenayme rpaxaaH Poccuiickoit ®Denepauun»
(nanee — @enepalibHbI 3aKOH 00 OCHOBHBIX TapaHTHsIX HM30MpaTeIbHBIX MpaB),
or 22 oktsa6ps 2004 roma Ne 125-®d3 «O6 apxuBHOM nene B Poccuiickoit
deneparuny, 3akoHoB CankT-IleTepOypra, mOCTaHOBICHUN U MHBIX HOPMAaTUBHBIX
aktoB lleHTpanpHOUl w30MparensHOl Komuccuu Poccuiickoit  Deneparuu
(manmee — IUK Poccun), Cankr-IlerepOyprckoit m3bupaTenbHOM KOMHUCCHUH,
periiaMeHTa TeEppuTOpUaIbHON KOMHUCCHH, C UCTIOIb30BaHUEM IPpHKa30B Pocapxupa
or 22 masa 2019 roma Ne 71 «OO6 yrtBepxnenun [IpaBun nenomnpou3BOACTBa
B TOCYJapCTBEHHBIX  OpraHax, OpraHax MECTHOIO0  CaMOYNIpPaBJICHUD,

ot 25 nexadps 2020 roga Ne 199 «O0 yTBepkaeHM MeToIMUeCKUX peKOMEH Al



1o pa3paboTKe UHCTPYKIMU IO JAEIONPOU3BOJICTBY B TOCYIAPCTBEHHBIX OpTaHaXx,
OpraHax MECTHOro camoymnpasieHusi», ot 31 wuronas 2023 roma Ne 77
«O06 ytBepxaeHun I[lpaBun opraHnuzanuyd XpaHEHHUsS, KOMILICKTOBAHHS, YdeTa
U HCIOJIb30BaHUA JOKyMeHTOB ApxuBHoro ¢onma Poccuiickoit denepanuun
U IPYTUX apXUBHBIX JOKYMEHTOB B TOCYAapCTBEHHBIX OpPraHax, OpraHax MECTHOTO
camoynpaBieHus u opranumzanusax», ['OCT P 7.0.97-2025 «HauuoHanbHbIN
ctannapT Poccuiickoit ®Peneparuu. CucteMa CTaHIApTOB 10 HHQpOpMAIUH,
OMOMMOTEUHOMY W H3AaTeNbcKoMy Jnieny. OpraHu3alMOHHO-pachopsauTeIbHas
nokymeHTanus. TpeboBanust k opopmieHuto aokymeHtoB», ['OCT P 7.0.8-2025
«Hanumonaneueiii cranmapt Poccuiickoit @epeparuu. Cucrtema CcTaHIapTOB
no uHdopManuu, OMOJIMOTEYHOMY W U3JATEIIbCKOMY Aeny. Jlenompons3BoACTBO
Y apXUBHOE JIeJ10. TepMUHBI U ONIPEACICHUSY.

PaGota ¢ pokymeHTamu, cojaepKalluMu HWH(OpPMAIKI0O OTrpaHUYEHHOTO
pacrpoCTpaHEHHUsl, OCYIIECTBISETCS B COOTBETCTBUM C IOCTAHOBJICHUEM
[IpaButensctBa Poccuiickoit ®deneparuu ot 03 HosOps 1994 roma Ne 1233
«O06 ytBepxkaeHuu llonoxxeHuss o TOpsSAKE OOpaIllEHHs CO  CIIyKEOHOM
uHpopMalelt OrpaHUYEHHOTO pacnpocTpaHeHus B (elepaabHbIX OpraHax
WCIIOJTHUTEIbHOM BJIACTH, YIIOJHOMOYEHHOM OpPraHe YIPaBJICHUS UCIIOIb30BAaHUEM
aTOMHOM SHEPrUy M YIOJHOMOUYEHHOM OpPraHe MO0 KOCMHUYECKOU AEATETbHOCTHY,
3a HCKJIIOYEHHEM JIOKYMEHTOB, COJAEpXKaIluX CBEACHHs 00 u30upaTesx,
y4acTHHKaxX pedepenayma, oOpamarmmuxcs B pamMKax (QYHKIHOHUPOBAHUS
['ocynapcTBEeHHOM CHCTEMBI peructpanuu (ydera) wus0uparesnei, y4acTHUKOB
pedepenayma B Poccuiickoit deneparum.

1.3. [Tonoxxenus: THCTpYKIIMKM pacipoOCTPAHSIOTCS HA OPTaHU3AINIO0 PaOOThI
C JIOKyMEHTaMH HE3aBUCHUMO OT BHJA HOCHUTEJS, B TOM YHCIE C AJIEKTPOHHBIMU
JIOKYMEHTaMH, BKJIOYas MOJATOTOBKY, PErUCTpalvIi0, MPOXO0XKICHUE, XpaHEHUE
Y UCIIOJIB30BaHUE JJOKYMEHTOB.

[Tonoxenuss MHCTpyKIMK HE pacpoOCTPAHSIIOTCS HA OpPTaHHU3AII0 PaOOTHI
C JOKYMEHTaMH, COJAEPKAIIUMHU CBEJEHUS, COCTABIISIIOLIUE TOCYJIAPCTBEHHYIO

TaNHY.



TpeboBanus WHCTpykimu Kk pabote ¢ (QUHAHCOBOW, B TOM YHCIE
OyXTaJlTepcKOi JOKYMEHTAllMeW paclpoCTPaHSIOTCS Ha JaHHBIE JOKYMEHTHI
B YaCcTH OOIIMX TPHUHIIUIOB pabOThl ¢ HUMH, a TAaKKE€ OpPraHU3alUHA TEKYIIETO
XpaHEHUs JTOKYMEHTOB M MOJATOTOBKM HMX K IEpe/laue Ha apXUBHOE XpaHEHUE,
C y4yeToM OCOOCHHOCTEH  OIOJUKETHOrO  3aKOHOJATENbCTBA,  HACTOSIICH
WNuctpykuuu, nHbix HopMatuBHBIX akToB LUK Poccun, Cankr-lletepOyprekoi
n30MpaTebHOW KOMUCCUH, TEPPUTOPUATBHON KOMUCCHHU.

PaboTa ¢ gJoKyMeHTaMHu MO OpraHu3alliy 3aKylMOK TOBAapOB, padOT U yCIIyT
ocymecTBisieTcs ¢ ydetom @DenepanbHOoro 3akoHa oT S5 ampens 2013 roma
No 44-d3 «O koHTpakTHOM cucTeMe B c(epe 3aKymnmok TOBapoB, pabOT, yciayr
JUIs. 00ecreueHusl TOCYJapCTBEHHBIX W MYHHUIIMNAIBHBIX HYX1». OCOOEHHOCTH
OpraHu3alyy T0KYMEHTO000pOTa, OTHOCSILET0Cs K OpraHu3aliy 3aKyIIOK TOBApOB,
paboT u yciyr, npaBuiia MOJTOTOBKH U O(OPMIICHUS TaKUX JIOKYMEHTOB, a TAKKe
nopsiAok  paboThl €  HUMH  MOTYT  JIONOJHUTEIBLHO  yCTaHABIIMBATHCSA
cooTBeTcTBYIOIMMMH HopMaTtuBHBIMU akTamu [I1K Poccun, Cankr-IleTepOyprekoit
M30UpATEIbHOM  KOMHUCCHUH,  TEPPUTOPUATIBHOM  KOMHUCCHH,  MPUKa3aMu
npejacenaress TEppUTOPUATbHON KOMUCCHUU.

1.4. IlpaBuia moATOTOBKK W OPOPMIICHUSI IOKYMEHTOB M TOPSJIOK paOOThI
C HHUMH, TpeaycMoTpeHHble WHCTpykumei, o0s3aTelnbHbl 1 YJICHOB
TEPPUTOPUAIBHOM KOMHUCCHU W TOCYJAPCTBEHHBIX TPAXKIAHCKUX CITYKAIIUX
amnrapara TEPPUTOPUATIbHON KOMHUCCHUU (J1ajiee — rpa)KJaHCKUE CITyKalue) U JIUII,
3aMEIAIOMINX JOJDKHOCTH, HE SIBISIOIIMECS JOKHOCTAMM TOCYIapCTBEHHON
IPKIAHCKON CITyKOBI, a TaKXKe JIMI], TPUBJIEKAEMBIX IO TPakIaHCKO-TIPABOBHIM
JIOTOBOPAM.

1.5. Beneunue JEIIONPOU3BOACTBA TEPPUTOPUAIIBHON KOMHUCCHUH
OCYILECTBIISIET MPE/ICENATeNIb TEPPUTOPUATIBHOM KOMHUCCUU WM Tpa)xAaHCKUI
CIyXalllil anmnapara TEPPUTOPHAIBHOM KOMHUCCHM, Ha KOTOPOIO BO3JIOKEHA
byHKIUS BEIEHUS JEIONPOM3BOJICTBA B COOTBETCTBHH C JIOJDKHOCTHBIM
peraamMeHToM  (Jajnee — padOTHUK — ammapara, OTBETCTBEHHBIM 3a  BEICHHE

JIeJIOTIPOU3BOICTBA).



1.6. PaboTHUKM  anmapaTta,  NOCTYNMBIIME Ha  TOCYJapCTBEHHYIO
rpaxxaaHckyto ciyx0y Cankr-IlerepOypra B annapat TeppuTOpUaIbHON KOMUCCHH,
om0 Ha JOHKHOCTH, HE SBISIONMIAECS TOJDKHOCTSMH TOCYAapCTBECHHOU
rpakJIaHCKOW CIYKOBbI, a TaKXKe Tpak/laHe, MPHUBICKAEMbIC IO TPaXKJaHCKO-
MPaBOBBIM JOTOBOpPaM, JIOJDKHBI OBITh O3HAKOMJIEHBI TOJI MOJMUCH C TEKCTOM
NucTpykiuu ~ paOOTHUKOM  ammapaTa,  OTBETCTBEHHBIM 32  BEJICHUE
JIEJIONPOU3BOICTBA.

1.7.B cnywyae yxola B OTIyCK, BbIe3Jla B KOMaHIUPOBKY, OOJIE3HH,
YBOJIbHEHUSI ~ HCHOJIHUTENSA  JOKYMEHTOB  HEHUCHOJIHEHHBIE  JIOKYMEHTHI
10 TIOPYYECHUIO MpeAcenaTesiss TEPPUTOPUAIBHON KOMUCCHUU MEPEAAIOTCS APYTOMY
HCTIOJTHUTEIIO.

1.8. J1enonpon3BOCTBO B TEPPUTOPUAITBHON KOMHUCCUU OCYILECTBIACTCS
CpeICTBAaMH  TOJICUCTEMBl JIOKYMEHTOOOOpOTa M  yNpaBlieHUs ITU(POBBIM
KOHTEHTOM ['OCynapcTBEHHOM aBTOMAaTH3MPOBAaHHOW cucTeMbl Poccuiickon
Odeneparuun «Beibope» (manee — [1J]), a Takke ¢ HCIOIB30BAaHHUEM JPYTHUX
pPEruCTpPallMOHHO-YUETHBIX (opM  (KapTOYHOM WJIM JKypHAJIbHOM CHCTEMBI
perucTpanuu J0KyMEHTOB).

Pabota B I1J] MOXET OCYIIECTBISATHCA KaK B 3aKPBHITOM KOHTYpE, JOCTYM
K KOTOpPOMY 4YJIeHaM TEPPUTOPUATIBLHON KOMHUCCHU M paOOTHHMKAM armmapara
TEPPUTOPUAIIBHON KOMHUCCUU TPENOCTABIIETCA B COOTBETCTBUM C IIPUKA30M
IpeJIcenaTeNsl TEPPUTOPUAIBLHOM KOMUCCUHU, TAK U B OTKPBITOM KOHTYpE, TOCTYII
K KOTOpPOMY TMpPEIOCTABISECTCS B COOTBETCTBUM C pacnopsbkeHuem llpencenarens
MUK Poccun, nHopmatuBHbiMH akTamMu CaHkT-IleTepOyprckoit m3OupaTenbHON
koMmuccuu 1o cornacopanuto ¢ I{UK Poccuu.

B 3akpeiTOM KOHTYpe MpeaycMoTpeHa o0paOoTKa MEepCOHATBHBIX JTaHHBIX
1 MHOM KOH(pUACHIINATbHON HHPOpMAITUH.

JlokyMeHnThl, conepxaiuecs B [1J], MoryT ObITh MOAMKMCAHBI JIEKTPOHHON
MOAIUCHIO JOJDKHOCTHOTO JIMLIA.

PaGora ¢ [0oKymMeHTaMu TEPPUTOPUATIBLHOM KOMUCCHUM OCHOBBIBAE€TCS

Ha IIPUHIHUIIC OI[HOKpﬂTHOﬁ perucTtpann JOKyYMCHTA.



1.9. UnCcTpyKIMsT ¥ M3MEHEHHMs] B HEE YTBEPKAAIOTCA PELICHUEM
TEPPUTOPUAIBHON KoMuUCCHMM mocie corjacoBanuss ¢ Cankr-IletepOyprekoit
n30UpaTeIbHON KOMUCCHUEH.

1.10. B MHCTpYKIIMY UCTIONB3YIOTCS CIEAYIOIINE TEPMHAHBI U ONIPEACIICHUS:

OJIaHK JJOKYMEHTA; 3JIEKTPOHHBIH 11a0JI0H OJ1aHKa TOKYMEHTa — JIUCT Oymaru
WIA DJIEKTPOHHBIA IMAOJOH € PEKBU3UTAMH, HWIACHTH(QHUIMPYIOINIMMUA aBTOpPA
o(pUIIMaTBEHOTO JOKYMEHTA, PaCIlOJIOKEHHBIMU B OIIPEICIICHHOM MOPSIIKE;

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

BXOIAIIMKA JOKYMEHT — JOKYMEHT, IOCTYNHBIIMA B TEPPUTOPHAIBHYIO
KOMUCCHIO;

(2JIeKTpOHHOE)  J1e7I0 — PU3NYEeCKU  000COOJICeHHass WU JIOTMYECKHU
olpesesieHHas: eIUHUIA KIacCU(UKALUU U CUCTEMAaTU3alUU B JIOKYMEHTAJIbHOM
boHAe TeppPUTOPUATBHON KOMHCCHH, BKIIOYAIOWIAs JOKYMEHT WJIM COBOKYITHOCTb
JOKYMEHTOB, OTHOCAIIMXCSA K OJHOMY BONPOCY WM YYacTKy JE€SATEIbHOCTH,
MMEIOIINX OJIMHAKOBBIA CPOK XPAHEHUS;

JEJOMPOU3BOACTBO — COBOKYITHOCTh MPOLECCOB PabOThl C JOKYMEHTAMH,
BKJItOYasi JIOKYMEHTHpPOBaHHE, JOKYMEHTOOOOPOT, ONEpaTUBHOE XpaHEHHUE
Y UCIOJIb30BaHUE JIOKYMEHTOB B JIEATEIbHOCTH TEPPUTOPUATBHON KOMHUCCHH;

JOKYMEHT — 3a()MKCUpOBaHHasi Ha HocuTelne MHPOpMalus ¢ peKBU3UTAMU
W/WIA METaJaHHBIMU, TTO3BOJISIFOIIMMHU €€ UICHTU(DUIIUPOBATS;

JOKYMEHTaNbHbIA  (DOHJ — COBOKYITHOCTb JTOKYMEHTOB, OOpa3yIoLuXcs
B JCSITEIbHOCTU N30MPATEIbHON KOMUCCHUH;

JOKYMEHTUPOBAHHUE — CTAAMS KU3HEHHOTO LIMKJIAa JOKYMEHTa, Ha KOTOPOM
OCYUIECTBJISIETCS 3alUCh HH(DOpPMAUMU C PEKBU3UTAMH W/WIM METaJlaHHBIMU
Ha HOCHUTEJIE M0 YCTAaHOBJICHHBIM IIPaBUJIaM B YCTAHOBJIEHHOH (popme;

JOKYMEHTOOOOPOT — ABUKEHUE IOKYMEHTOB B TEPPUTOPUATILHON KOMHUCCHH
C MOMEHTa HMX CO3JaHMs WM T[OJY4YEHUS [0 3aBEPLICHHUS WCIHOJIHEHHUS
VI OTIIPaBKH;

OyOnuKaT JOKyMEHTA — [OBTOPHBIM 3K3EMIUISIp IMOAJMHHUKA JOKYMEHTA,

cO3/1aBaeMBbIH C II€IbI0 3aMEHBI MOJINHHUKA;



KU3HEHHBIA [HUKJI JIOKYMEHTa — COBOKYINHOCTh CTaJHMil CyIIECTBOBaHUS
JOKYMEHTa (JOKyMEHTHUPOBAHHOW HHQOpMAIMK), HaUYUHAs ¢ ero (ee) cos3maaHus
710 YHUUTOXEHUS;

3aBEpPEHHAs] KOIMS — KOMUS JIOKYMEHTa, Ha KOTOpPOW B COOTBETCTBUU
C YCTaHOBJICHHBIM TIOPSAJKOM IPOCTaBJIEHbl PEKBU3UTHI, OOECIEUUBAIOLINE
€€ IOPUANYECKYIO CHILY;

UCXOJSAUIUN JIOKYMEHT — JIOKYMEHT, OTIPaBIsieMblil U3 TEPPUTOPUATBHOU
KOMUCCHUU;

KOHTPOJIb WCIIOJTHEHUS JIOKYMEHTOB — COBOKYITHOCTh NEeUCTBUM,
00eCIeynBaOIINX CBOEBPEMEHHOE UCTIONHEHNE JOKYMEHTOB;

KOTIHS JTOKYMEHTa — TOKYMEHT, MTOJTHOCTBIO BOCITPOU3BO/ISIIIHIMA
MH(pOpMAIINIO MOJJIMHHUKA U BCE €r0 BHEIIHUE MPU3HAKU WM UX YaCTh;

HOMEHKJIaTypa Jed — JOKYMEHT, COAEpKAIllMi CHUCTEMAaTU3UPOBAHHBIN
NIEPEUYCHb 3aroJIOBKOB JI€JI, CO3JaBAaE€MbIX B TEPPUTOPUAIBHOW KOMHUCCHH,
C YKa3aHHUEM CPOKOB UX XpaHEeHUs, OPOPMIICHHBIN B YCTAHOBICHHOM TOPSIJIKE;

HOPMAaTUBHBIE JOKYMEHTHI — COBOKYITHOCTh HMHCTPYKTHUBHBIX MaTE€pUAJIOB,
PACCUMTAHHBIX HA TOCTOSTHHOE WJIK MHOTOKPATHOE JEHCTBHE U COJIEPKAITUX KaKHe-
100 HOPMBI, IPABUIIA, TIPEATTHCAHMUS;

HOCHUTENb (JOKYMEHTUPOBAHHOW) HWH(GOPMAIIMN — MATEpUATIbHBIM OOBEKT,
UCITIOJIB3YyEeMbIN JIsl PUKCALIMK U XPAHEHHS TOKYMEHTUPOBAHHOW MH(POPMAIIUK;

oOparienue B popMe JIEKTPOHHOTO JTOKYMEHTa — OOpaIieHue, MOCTYMHUBIIICE
B (hopMe 3JIEKTPOHHOIO JOKYMEHTa C UCIOJIb30BAHUEM CTPAHMIIBI O(PUIIUATBHOTO
caiita Cankrt-IleTepOyprckoli u30MpaTeTbHONM KOMUCCHU B WH(MOPMAIMOHHO-
TeJIeKOMMYHUKaIlMoHHOM  cetu  «WHTepner»  (manee - cetb  MHTEpHET),
npeaHa3HAYCHHOM /U1 HanpaBJIeHUsI OOpAIlEHUI B TEPPUTOPHUATIbHBIC KOMUCCHUU;

OTMETKa 00 SJIEKTPOHHOW MOAMKUCH — PEKBU3UT JJICKTPOHHOTO JOKYMEHTA,
MOJITBEPKAAOIIMNA €T0 MOANUCAHUE JIEKTPOHHOM TOIIUCHIO;

opUIMATBHBIA JTOKYMEHT — IOKYMEHT, KOTOPBIA CO3/aeTcs, 3aBepsercs,
BBIJIAETCS B YCTAHOBJICHHOM 3aKOHOM WJIM MHBIM HOPMATUBHBIM aKTOM MOPSIIKE
OpraHOM TOCYJapCTBEHHOW BIACTH, UHBIM T'OCYAAPCTBEHHBIM OpPraHOM, OpraHOM

MECTHOTO CaMOYINpPABJIEHUS WIM HWHOM YNOJHOMOYEHHOM OpraHM3alHel,



YIOJIHOMOYEHHBIM JOJKHOCTHBIM JIUIIOM U YAOCTOBEPSET IOPUIUICCKU 3HAUNMbIC
(bhaKThI;

opopMiieHHE MTOKYMEHTA — MPOCTaBJIEHHE Ha JTOKyMEHTE HEOOXOIUMBIX
PEKBU3UTOB;

oOparnieHre B NMUCbMEHHOM (hopMe — HampaBlIEHHbIE B TOCYIapCTBEHHBIN
opraH, oOpraH MECTHOTO CAaMOYIPABJICHHUS WM  JOJDKHOCTHOMY  JIHILY
B IIUCbMEHHOU (hopMe MpeIIoKeHUe, 3asiBICHIE WK Kano0a;

MUCHBMO — 0000IIIEHHOE Ha3BaHUE PA3TUYHBIX M0 COACPKAHUIO JOKYMEHTOB,
CITyaIlX CPEJACTBOM OOIICHHS MKy OPTaHU3aIlASIMH, TPKIaHAMU;

NOJJIMHHUK  JIOKyMEHTa — MEPBbI WM €IMHCTBEHHBIM  DK3EMIUISP
JIOKyMEHTA,;

MOPYYCHUE — TOKYMEHT, MPEIMUCHIBAIOMINN BBITIOJIHCHHE TEX WM WHBIX
3aJIaHUU;

pEruCTpalMOHHO-yUeTHasT KapTouka jgokymeHTta (nanee —PYK)— dopma,
UCIIOJIb3yeMasi JJIsl 3aliCH CBEICHWH O JOKYMEHTE B IIeJIsIX yd4eTa, IOMCKa
¥ KOHTPOJIS, Co3aBaeMast IPH PETUCTPAIMH TOKYMEHTa ¢ ucrojib3oBanuem I1]1;

pEerucTpalMoHHO-yueTHas (opMa — CUCTEMa PEerucTpaldu, HCMOJIb3yemas
B TEPPUTOPHAIBHON KOMHCCUU TIpu peructpanuu gokymeHtoB (IIZ[, xkaprouku
WM JKypHA);

perucTpanus JOKYMEHTa — 3allUCh YYETHBIX JIaHHBIX (METaJaHHBIX)
O JOKYMEHTE 10 YCTaHOBIIEHHOU (opme, duxcupyromas (akT ero co3maaHus,
OTIPABJICHUS WM TOJYYEHUS, W MPHUCBOCHHUE €MY PErHMCTPAllMOHHOTO HOMEpa
U J1aThI;

PEKBU3UT JOKYMEHTAa — CTPYKTYpHass 4YacTh MW OJJIEMEHT o(opMiIcHUS
JTOKyMEHTA, CIYXaIllud IS WACHTH(PUKAIUKA JOKYMEHTa W COJACpIKamerncs
B JJOKyMeHTE NHGOpMAIIHH;

CUCTEMa 3JIEKTPOHHOTO JOKYMEHTO000pOoTa — MH(OPMAIIMOHHASI CHCTEMA,
oOecreunBaroIIasl JKU3HEHHBIM MUK JOKYMEHTOB J0 MX TEepexoja Ha CTaJIUio
ApPXWBHOTO XPAHCHUS VI YHUUITOXKEHUS;

CKaHMpPOBaHHUE JOKYMEHTa — MOJIyYeHHE dJIEKTPOHHOT0 00pa3a JOKYMEHTa;

CiIy)keOHasi 3alKCcKa — BHYyTPEHHUM JOKYMEHT, aJpECOBAaHHBI OJHOMY



JOJKHOCTHOMY JIUIYy TEPPUTOPHATIEHOM KOMUCCHH APYTUM JIOJKHOCTHBIM JTUIIOM
TEPPUTOPUAIBHOM KOMHUCCHUM M COZAEpKaluil  0OCTOSITEIbHOE  M3JI0KEHUE
KaKoro-jau0o BOMpoca ¢ BRIBOJAMH U MPEATIOKEHUSIMU COCTABUTES;

CPOK HCHOJHEHHsS] JOKYMEHTa — CPOK, YCTAaHOBJICHHBIH HOPMATHBHBIM
MIPABOBBIM AKTOM, OPTraHU3alMOHHO-PACTIOPIUTEIBHBIM TOKYMEHTOM, YKa3aHUSIMU
10 UCIIOJIHEHUIO JOKYMEHTA WM TIOpYUYEHHUEM;

yKa3aHUs 10 MCIOJHEHUIO TOKYMEHTA — PEKBU3UT, COCTOSAIINNA W3 HAAMKUCH
Ha JIOKYMEHTE WM Ha OTICIbHOM JIUCTE€ YCTAHOBIEHHOW (HOPMBI, CleTaHHOU
JOJKHOCTHBIM JIUIIOM;

y4eT  JOKYMEHTOB — ¢ukcauss  (akrta  MOJydyeHUS  JOKYMEHTOB
0e3 mpocTaBlIeHUsI HA HUX PETUCTPAIIMOHHBIX [ITAMIIOB;

dbopmupoBaHue  (PJMEKTPOHHOTO)  JieJia — TPYIIHUPOBAHUE  JTOKYMEHTOB
B (3JIEKTPOHHOE) JIEJI0 M UX CUCTEMAaTU3aLUs;

AKCIIEPTH3a IIEHHOCTH JOKYMEHTOB — JESATEIBHOCTh 10 YCTAHOBIJICHHUIO
CPOKOB XpaHEHHUs JOKYMEHTOB, OTOOpa HX s apXUBHOTO XpaHEHMs
WIA YHAYTOXXEHUS, BBIIBICHHIO OCO0O IICHHBIX W YHUKAJIbHBIX JOKYMEHTOB
HAa OCHOBAaHMM TpPeOOBAaHWH HOPMATHUBHBIX TIPABOBBIX AaKTOB U KpPUTEPHEB
HKCIEPTU3bI HEHHOCTH TI0KYMEHTOB;

ANIEKTPOHHAS MOAMKUCH — UHPOpMaLUA B AIEKTPOHHOU (opme, TpeOOBAHMS
KOTOpOM YCTaHOBJIEHBI HOPMATUBHO, TIpEIHAa3HA4YCHHAs [JI TIOJITUCAHUS,
corjacoBaHus (BUBMPOBAHUS) U YTBEPKIEHUS AIEKTPOHHBIX TOKYMEHTOB;

AIIEKTPOHHBIN JOKYMEHT — TOKyMEHTHPOBaHHAS uHbopMarIms,
IpeJICTaBICHHAs B AJIEKTPOHHOU (hopme;

AJIEKTPOHHBIN JIOKYMEHTOOOOPOT — JOKYMEHTOOOOPOT € HCIOJIH30BAaHUEM
aBTOMATHU3WPOBAHHOW HMH(POPMAIIMOHHOW CHUCTEMBI (CHCTEMBI DJIEKTPOHHOTO
JIOKyMEHTO000pOTA);

DJIIEKTPOHHBIA  00pa3  MOKYMEHTa — DJICKTPOHHAs  KOMHsS  JOKYMEHTa,
U3TOTOBJICHHAS Ha OYMa)XXHOM HOCHTEJIE;

ANEKTPOHHBIH  MmA0MOH OJIaHKa JOKyMEHTa — CM. TEPMHUH  «OJIaHK

JIOKYMEHTAa.



2. llpuem, perucTpanusi ¥ NPOXo:KIeHUE MOCTYNAMINX T0OKYMEHTOB

2.1. IokyMEHTBI B TEPPUTOPUAIIBHYIO KOMMCCHUIO JOCTABIIIOTCA 4Yepe3
OTIeNeHNnEe CBsI3U (MOYTOM, TenerpadHOl CBS3bI0), OpraHamMu (QenepaibHOMI
(denbIberepckoil CBSA3M, CHELMAIbHOW CBS3bI0, HAPOUYHBIM WIH MEpPEAAOTCS
Ha JIMYHOM IPHEME IPak/iaH.

JIOKyMEHTBI MOTYT IIOCTYIIaTh B TEPPUTOPHUAIBHYIO KOMHCCHIO CPEICTBAMHU
[T, dakcumMunpHO CBS3bIO, DSJICKTPOHHOW TmouTo B cetu MHTepHer
(mpenHa3HauY€HAa MCKIOYUTENBHO MJIs1 CIY>)KEOHOM KOPPECHOHIEHUUHU), Yepes3
pazmen  «OnekTpoHHas (Gopma oOpamieHHs» Ha  OQUIMAIBHOM  caiiTe
Canxkrt-IlerepOyprckoit  u3OuparenbHoi  komuccun B cetu  MHTepHer,
npeIHa3HaYeHHbIN 1715 HalpaBJIeHUs OOpaleHU B TEPPUTOPUATBHYIO KOMUCCHIO.

2.2.1lpuem, mnepBuYHas o00paboTKa W PETUCTpalMs MNOCTYHArOIIUX
JIOKYMEHTOB TPOU3BOMASATCS TpelcenaTeneM (CEeKpeTapeM) TeppUTOPHAIbHON
KOMUCCHUM WM  pabOOTHUKOM  ammapaTra, OTBETCTBEHHBIM 3a  BEJICHHUE
JIeJIONPOU3BOACTBA ¢ Hcnoib3oBanueM I1/], 1100 KypHalbHON perucTpauuoHHO-
y4deTHOU Gopmbl (Tipusiokenre Ne 1) exxeHEBHO B 4achl pabOThl TEPPUTOPUATHHOM
KOMHUCCHH, KPOME BBIXOJHBIX M HEpaOOUMX Mpa3IHUYHBIX JTHEH.

[Topsimok TOJMydYEeHHs] W PErHCTpalMy JOKYMEHTOB IIOCJIE€ OKOHYaHUS
pabouero AHs, B BEIXO/HbIE U HEpaOOUyue Mpa3qHUYHbIE JHH, B IEPUOJI TIOJTOTOBKU
U TIpOBEACHUS W30MpaTEeNbHBIX KaMIAaHWM yCTaHaBIMBAETCSA MpejceaaTesieM
TEPPUTOPUAIBHOM KOMUCCHU JIMOO OMNPENENseTCsl PElICHUEM TEepPPUTOPHATIBHON
KOMUCCHH.

2.3. IlocTynuBIIME JOKYMEHTHI MOAPA3ACIAIOTCS Ha PETrUCTPUpPYEMbIe
U He nomjexamue perucrpauuu. l[lepedeHp TOKYMEHTOB, HE MOIJIEKAIIUX
pErucTpanuu, ONpeaeseH B IpUIoKkeHnn Ne 2.

2.4. 1Ipyu BCKpBITUM KOHBEPTOB, IOCTABICHHBIX oOpraHamu (denepaibHOU
benbaberepckoil  CBA3M, CHEIUAIBbHOM CBA3bIO, IO TMOYTE€ WJIA HApOYHBIM
IIPOBEPAIOTCSA IIPaBUIBHOCTh AJPECOBAHUSA, KOMIUIEKTHOCTh M  LEIOCTHOCTh
JOKYMEHTOB, HAJIW4YUE IPWIOKEHUH, CBEPSETCS COOTBETCTBUE HX HOMEPOB

YUYCTHBIM HOMCpAM, YKAa3aHHBIM Ha KOHBCPTaX. HeraBI/IHBHO aaApPCCOBAHHBIC



U OIIMOOYHO BIIOKEHHBIE JOKYMEHTHI HE PETUCTPHUPYIOTCS, TEePEChLIalOTCs
10 HA3HAYECHUIO WJIM BO3BPALIAIOTCS OTIPABUTEIIO.

2.5. Ecnu mpu BCKpPBITHM KOHBEpTa OOHApY>KEHO OTCYTCTBHE JOKYMEHTOB
WIM HUX OTACNIbHBIX JIUCTOB, MPWIOXKEHUN, NOBPEXKIECHUE JOKYMEHTOB
WM HECOOTBETCTBME HOMEPOB JOKYMEHTOB HOMEpAM, YKa3aHHbIM Ha KOHBEPTE,
npeacenarenaeM (CeKpeTapeM) TEpPUTOPUATHHOM KOMHUCCHU WM PabOTHUKOM
amnrapara, OTBETCTBEHHBIM 3a BEICHHE JIEJIONMPOM3BOJICTBA COCTABISETCA AKT
YCTaHOBJIEHHOM  (opMbl B JBYX OK3eMmIuisipax  (mpuiiokenue — No 3).
OouH S3K3eMIUIIp AaKTa TMOCBUIAETCS OTIPaBUTENIO, JAPYrod MNpuoOIIaeTcs
K IIPUHSTHIM JOKYMEHTaM.

Ha o00opoTHOI CTOpOHE MOCIEAHEro JIMCTa IMOBPEKICHHOIO JIOKYMEHTa
B IIPABOM HIKHEM YIIIy JI€laeTCsl OTMETKA «J{OKYMEHT MOJy4YeH B MOBPEKIECHHOM
BUJIEN.

2.6. KoHBepThl OT MOCTYNUBIIMX JOKYMEHTOB HE YHUYTOXKAKOTCA B CIydae,
€CJIM TOJIBKO 10 HUM MOKHO YCTAaHOBMTH aJpeC OTIPABUTENS, ATy OTIPABKU
Y TIOJyYEHHUs] TOKYMEHTOB, €CJIM OHHM COAEPKAT JOKYMEHTbI, KOTOPbI€ MOCTYIHIIN
n3-3a npeaenoB teppuropun Poccuiickorn denepanuu, U3 CyJa0B, CICICTBEHHBIX
OpraHoB, 1100 JOTOBOPHI, IPETEH3UH, HCKOBbIE 3asIBICHUS, TOKYMEHTHI, CBSI3aHHbIE
C pa3MeLIEHUEM 3aKa30B Ha TOCTaBKHU TOBAPOB, BBHITIOJIHEHHE PadOT, OKa3aHHUE YCIyT
JUISl TOCYTapCTBEHHBIX HY XK.

2.7. ITakeTsl ¢ moMeTKOM «JIMUHOY» TIEepenaroTcs ajipecaraM B 3aKpbITOM BUJIE
MOJ1 MOATHCH.

2.8. 1lpu perucTpauyMy NOCTYIHMBILIENO0 JOKYMEHTa B PErHMCTPALOHHO-
y4eTHOM (opMe o00s3aTeIbHO BBOJSATCS CICAYIOUIUE PEKBU3UTHI: MCXOIAIIUAN
HOMED JOKYMEHTA U J1aTa, JaHHbIE O KOoppecnoHAeHTe (aapecanTte) (haMumusi, ums,
OTYeCTBO (MPU HAIWYWHU) (PU3UYECKOTO JIMIA UM HANMEHOBAaHUE OPTaHU3AIUN),
KpaTKoe COJep)KaHHE JOKYMEHTa, a TaKXe KOJHUYECTBO JIMCTOB OCHOBHOTO
JIOKYMEHTA U JIUCTOB NPHJIOKEHUS, KOJTMYECTBO 3K3EMIUTPOB, BUI JOCTaBKU. [Ipn
pErucTpalvy BXOIALIErO JOKYMEHTA JIEJIAeTCs CBA3KA C UCXOIAIIUM JTOKYMEHTOM
Ha KOTOPBIH 1aeTcs OTBET (€CIv TaKOBOW UMEETCH).

IIpn ocymecTBiennn peructpaunu cpeacrsamu [/l Ha nuueBon cTopoHe



MEPBOTO JIUCTA 3apETUCTPUPOBAHHOTO JOKYMEHTAa Ha OyMa)KHOM HOCHTEIE,
Kak IPaBWIO, B IPABOM HW)KHEM YTIIy IPOCTABISIOTCS PETUCTPALIMOHHBIA HOMED
Y J1aTa, a TAaK)KE MTPUX-KOJ C YKA3aHUEM HAMMEHOBAHUS OPTaHU3ALNH.

Ecnmu mpocTaBiieHHME PETUCTPAIMOHHOTO HOMEpPA 3aTPYIHSIET IMPOYTCHUE
TEKCTa JIOKYMEHTa, B TaKOM Cllydyae€ BXOJSALIMA HOMEP IIPOCTABIISETCA
B CBOOOJHOM OT TEKCTa YIUIy Ha JIMIIEBON CTOPOHE TMEPBOTO JINCTA JTOKYMEHTA,
a IITPUX-KOJ IPOCTABIAETCS IIPU HAUIMYUU TEXHUUYECKOU BO3ZMOKHOCTH.

[Ipu ocymiecTBI€eHMH PETUCTPALMU B JPYTOW PErUCTPALMOHHO-YYETHOU
dbopMe perucTpalMOHHBIM INTaMII € YyKa3aHHEM BXOMSIIEr0 HOMEpa, JaThbl
pEerucTpauvy NPOCTABIAECTCSA, KAaK IPABUJIIO, B IIPABOM HMKHEM YTIIy JIMLIEBOM
CTOPOHBI TIEPBOTO JIMCTA 3aPETUCTPUPOBAHHOTO JTOKyMeHTa. [Ipu HeobxoaumMocTu
YKa3bIBAC€TCSl BPEMsl perucTpanuu (4achbl U MUHYTHI), a TaKXKe BXOJSIIHI HOMEp
JIOKYMEHTA Ha IIPUII0KEHNH.

Ha xonmm goxymeHTa BXOISIIMHA HOMEP MNPOCTABIISIETCA B MIPABOM HUKHEM
yIUIy JIMLIEBOW CTOPOHBI MIEPBOTO JIUCTA.

Hymepauust nocTynuBmIMX JOKYMEHTOB OCYHIECTBIISIETCS B IpeJeiax
KaJICHAapHOro roja.

K moBTOpHBIM JOKyMEHTaM WPHUKJIAAbBIBACTCS HHPOpMALUg O paHee
MOCTYNHBIINX JOKYMEHTaX M pPe3yJbTaTaX MX HUCIIOJHEHUS, KOTOpas MepenacTcs
OTBETCTBEHHOMY 3a UCITOJIHEHHUE.

[Ipu peructpanuu qoKkymeHTa Ha OymakHoM HocuTene B [1/] oH MokeT ObITh
OTCKaHMpOBaH, a 3areM K PYK MoeT ObITh NMpUCOEAMHEH 3JIEKTPOHHBIA 00pa3
JIOKyMEHTA ¥ TIPUJIOKEeHUSI K Hemy B popmare pdf.

[Tocne perucrpamuu cpencrteamu IIJI  mocTynuBHIErO  3JIEKTPOHHOTO
JIOKYMEHTa, B TOM YHUCJI€ W3 BBIIIECTOSNIEH U MHOW M30UpaTeIbHOW KOMHUCCHUH,
OH MOXeET OBITh pacredaTaH Mpu HEOOXOIMMOCTH.

2.9. 3aperucTpupoBaHHbIE JOKYMEHTBI pPAacCMATPUBAIOTCA MPEIACEIATEIEM
TEPPUTOPUAIBHOM ~ KOMHUCCHM,  3aT€M  IIOCJE  [EPEHECEHUS  YKa3aHUusd
M0 WCIOJTHEHWIO JOKYMEHTAa B PETUCTPAIMOHHO-YYETHYIO (hopMmy mepenarorcs

HCITOJTHUTCIISAM.



IIpn perucrpauun noxkymentoB B IIJI paccmoTrpenue mpencenarenem
TEPPUTOPUAIBHON KOMHUCCUM JOKYMEHTOB M HaIpPABJICHHE HX HCIHOJHUTEISAM
B 3JIEKTPOHHOM BUJI€ MOXET OCYLIeCTBIATbCs cpeactBamu 171 6e3 odopmueHus
KON Ha OyMa)KHOM HOCHTEJIE.

2.10. McnionHeHHbIE JOKYMEHTBI CHMCBIBAKOTCS B €0 MpeaceaTesIeM
TEPPUTOPUAIIBHOM KOMHCCUM UM TIOMEIIAKOTCA B JE€JI0 B COOTBETCTBUU

C HOMEHKJIATYpOU JIe] TepPUTOPUATILHON KOMUCCHUH.

3. OcHOBHbBIE TPeOOBAHUSA K MOATOTOBKE U 0)OPMJICHHIO IOKYMEHTOB

3.1. JIokyMeHTBI,  CO3/laBaeMble = B  TEPPUTOPUAIBHOM  KOMMCCHUH,
opopmisitoTcsi Ha OJlaHKaxX, HAa CTaHJAPTHBIX Juctax Oymarum ¢dopmara A4
(210 x 297 mm) wim AS (148 x 210 MM) 1100 B BUJE AIEKTPOHHBIX JTOKYMEHTOB
U JIOJKHBI UIMETh YCTAaHOBJICHHBINA COCTaB PEKBU3UTOB.

3.2. lokyMeHTbl O(OpPMIISIIOTCS Ha MPOJOJIbHBIX JUOO YTJIOBBIX OJIaHKax
YCTAaHOBJIEHHOM ()OPMBI, HM3TOTOBJIEHHBIX THUIOIPA(PCKUM MIH KOMIIBIOTEPHBIM
criocoboM (ripusioxkenue Ne 4).

B TeppuTopuanbHOil KOMHCCHU MOTYT OBITh YCTAHOBIICHBI CIICIYIOIINE BUIBI
OJIaHKOB:

0JIaHK MPOTOKOJIA 3aCEeIaHNsI TEPPUTOPUATBHON KOMUCCHUY;

OJIaHK pelleHus] TEePPUTOPHATIBHON KOMUCCHUU;

OJIaHK MpHKa3a npejaceaaTess TepPUTOPHATLHON KOMUCCHUY;

0JIaHK MUChMa TEPPUTOPUATIEHON KOMUCCHUHU.

3.3.Ilpu moarotoBke IOKyMEHTOB ¢ mnpumeHeHueM IIJ[ wmcnonb3yrorcs
AJNIEKTPOHHBIE  MIA0JOHBI  OJAHKOB  JOKYMEHTOB, KOTOPbI€  pPaBHO3HAYHBI
Y UJECHTUYHBI TI0O COCTABY PEKBHU3UTOB, MOPSIIKY MX PACMOJIOKEHUS W TapHUTYpam
mpudTa 6J1aHKaM JOKYMEHTOB Ha OyMa)KHOM HOCHUTEJIE.

3.4. JlokymeHTbl OGOpPMIISIIOTCSI B COOTBETCTBUU ¢ TpeOoBaHUSIMHU
K JOKYMEHTaM, U3rOTOBJIIEMBIM C IIOMOIIBIO MEYATAIOIINUX YCTPOHCTB, U K (ailiam
TEKCTOBBIX JIOKYMEHTOB (Tipuitoxkenue Ne 5).

3.5. Ilpu noxaroroBke W OPpOpMIIEHHH AOKYMEHTOB JOJDKHBI COONIOAATHCS

npaBuiia 0OPMIICHHUSI PEKBU3UTOB, U3JI0KEHHBIE HUXKE.



3.5.1. Ha Onankax pnokymeHToB mnomemaercs rep0 Cankt-IletepOypra.
[opsinok U3TOTOBJICHUS], UCIIOJIb30BaHUS u XpaHEHUs 0JIaHKOB
c BocmpousBenenueM repba Cankrt-IlerepOypra ycraHaBiuBaeTcs 3aKOHOM
Cankrt-IletepOypra ot 23 anpens 2003 roma Ne 165-23 «O netasibHOM ONKMCaHUU
oduimanbHbeIXx cuMBOJIOB CaHKT-IleTepOypra u nopsike ux UCIOIb30BAHUS.

KoHTpoJb 32 npaBUIbHBIM MCHOJIB30BAHUEM OJIAHKOB M UX COOTBETCTBHUEM
YCTaHOBJICHHBIM 00pasliaM OCYIIECTBIISIETCS TMpeAceaaTelieM TepPUTOPHATbHON
KOMHUCCUM U pabOTHUKOM  ammapaTa, OTBETCTBEHHbIM 32  BEICHHUE
JeJOMPOU3BOCTBA.

3.5.2. HaumenoBanue u30oupaTeabHON KOMUCCHH.

HanmMenoBanve wu30upaTeNbHOW KOMHUCCHMM YKa3bIBaeTCs Ha OJlaHKax
B COOTBETCTBUU C pemieHneM CaHkT-IlerepOyprckoii n30MpaTeabHOl KOMUCCHH.

3.5.3. CnpaBouHble JaHHbIE 00 N30MpaTeIbHON KOMUCCHUHU.

CrnpaBo4yHbIE JaHHBIE O TEPPUTOPUAIBHOW KOMHCCHUHM YKa3bIBalOTCS
B OJ1aHKaX MHUCEM, HalpuMep:

yia. CaBymikuHa, 10M 83,
Cankr-IletepOypr, 197374
Ten.: +7(812)576-03-56;
http://www.tik56.spbik.spb.ru
OI'PH 1207800070796; OKIIO 44447937
WHH 7814776557 KIIII 781401001

3.5.4. HaumeHOBaHME BUIAa JOKYMEHTA.

HanmenoBaHue Bujia TOKyMEHTa YKa3bIBAE€TCA HA BCEX OJaHKaX U37aBaEMbIX
JIOKYMEHTOB (IIPOTOKOJ, PEIICHHE U T.]I.), 32 UCKIIOUYEHUEM TUCEM.

3.5.5. Jlata noKymeHTa.

JlaToli JOKyMeEHTa SIBJIIETCA JaTa €ro IMOAINUCAHUWs, yTBepxkaeHud. JlaTon
MIPOTOKOJIA SIBJISIETCS IaTa 3acCeAaHus, a aKTa — JJaTa COOBITHSI.

JIOKyMEeHTBI, W3IaHHBIC ABYMs WK O0jiee OpraHu3alusIMU, JOJDKHBI UMETh
OJIHY (€IMHYI0) JaTy, COOTBETCTBYIONUIYIO 1aT€ MOAMUCAHUS JOKYMEHTA OCIEAHUM
JTOJKHOCTHBIM JIULIOM.

Haty nokymenTta opopMIsioT apabCckumMu nudpaMu B OCIEI0BATENbHOCTH:

JeHb Mecdla, Mecsll, rof. [lenp mecsua u mecsn oGopMIISIOTCS AByMs HapaMu



apabckux nudp, pasne’aeHHBIMU TOYKOM, TOJ — YETHIPbMs apaOCKUMHU HHU(PpaMu,
Harpumep:

17.01.2025
JlormyckaeTcst clioBecHO-ITUGPOBOI crtoco0 0popMIIeHUS JaThl, HATPUMED:

09 staBaps 2025 r.

3.5.6. PeructpaliuOHHBIN HOMEP JIOKYMEHTA.

JUis BXOAAIIMX M HMCXONAIIUX JTOKYMEHTOB, OOpallleHud — MHIEKC [ea
110 HOMEHKJIATYPE U, YEPE3 KOCYIO YEePTY, MOPSAKOBBII HOMEP JOKYMEHTA.

PeructpaliuoHHBIE HOMEP JOKYMEHTA, W3AAHHOTO COBMECTHO, COCTOMT
U3 pPa3leleHHbIX KOCOW YEepTON pEerucTpallMOHHBIX HOMEPOB, MPHCBOCHHBIX
OpraHu3alusIMi — aBTOPaMu JIOKyMEHTA u PaCIOJIOKEHHBIX
B  IIOCJEAO0BATEIIbHOCTH, COOTBETCTBYIOIIEH OOO3HAYEHUI0 HAMMEHOBaHUU
OpraHu3alyi B 3aroJJOBOYHOM YaCTU TOKYMEHTA.

3.5.7. Ccpimka Ha pPETUCTPAIMOHHBI HOMEpP M JaTy MOCTYIHUBIIETO
JIOKYMEHTA.

CcpUlka Ha PErUCTPAIMOHHBIA HOMEpP M JaTy MOCTYMUBIIErO JOKYMEHTa
BKJIFOYAETCSI B COCTaB PEKBU3UTOB Oyianka muchMa. CChUIKa MPOCTABISETCS
UCITOJIHUTENIEM TP MOJArOTOBKE MHChbMa-OTBETA.

3.5.8. Mecro cocraBnieHus (M31aHusI) TOKyMEHTA.

Mecto cocraBieHusi (M3AaHUs) JOKYMEHTa YKa3blBaeTCsd Ha OJIaHKe
KOHKPETHOTO BHJA JOKyMeHTa. B OilaHkax MUCEM CBEIEHHUS O MECTE CO3AaHHs
JIOKyMEHTA cozepKarcs B PEKBHU3UTE «CrpaBo4HbIE JTAaHHBIC
00 n30upaTenbHOU KOMUCCHID.

[Ipu mpOOIBLHOM PACIIONIOKEHUH PEKBU3UTOB OJIaHKa MECTO COCTaBJICHMS
WIM U3JaHUs JOKYMEHTa YKa3bIBAa€TCi B CEpPEAMHE CTPOKU MEXKIY J1aToi
U PErHCTPAllMOHHBIM HOMEpPOM JOKYMEHTa, a MpU YIJIOBOM PAaCHOJIOKEHUH
PEKBHU3UTOB — IMOJ] JaTOH W PErHUCTPAIMOHHBIM HOMEpPOM JIOKYMEHTa, OT Kpas
JIEBOTO TOJIS.

3.5.9. I'pud (momeTka) 06 OrpaHUUECHUN AOCTYTA K JOKYMEHTY.

[IpocraBisieTcst Ha TOKyMEHTAax, COJIEPKaIX HHPOPMAITUIO OTPAHUYEHHOTO

pacinpoCTpaHCHUA, KaCarolyroCsa ACATCIbHOCTH OpFaHHSaHHﬁ, OTpaHHUYCHHA Ha



pacnpocTpaHEHUE KOTOPOW TUKTYIOTCS CITy>KEOHONW HEOOXOIMMOCTBIO, a TaKkKe
MOCTYNUBINIAS B TEPPUTOPHUATILHYIO KOMUCCHIO HECeKpeTHass HHGOpMaIlus, J0CTYII
K KOTOPOW OTpaHUYEH B COOTBETCTBHH C (peiepaTbHBIMHU 3aKOHAMH.

[TomeTka Ha JOKyMEHTaX, COJEpKAIMUX HWH(OpPMAIUI0O OTrPaHUICHHOTO
pacrpocTpaHeHust, umeeT BUJl « st ciryke0Horo nosas3oBanus» (ganee - JICII).

[ToMeTka mpoCTaBIISIETCSI B BEPXHEM MPABOM YTITY JIUIIEBOW CTOPOHBI IEPBOTO
JIUCTa TOKYMEHTA OT T'PaHUIIbI BEPXHETO IOJIS.

3.5.10. Anpecar.

PexBu3ut «Anpecar» pacnoiiaraetcs cpana moj peKBU3UTaMu OJIaHKa.

JIOKYMEHTBI aJipecyloTCsl B OpraHu3allui, UX CTPYKTYpPHBIE MOApa3ACICHHUS,
JOJDKHOCTHBIM ~ JIMIIAaM WM TpaxJaHaM T[pU OTBETE€ Ha UX OOpalleHusl.
HanmeHoBaHMsI OpraHu3allid U CTPYKTYPHOTO MOJpa3JeieHUs] YKa3bIBAIOTCS

B HMCHUTCIIBHOM IIaACKC, HAIIPUMCP:

Anmunuctpanus [Ipumopckoro paiioHa
Cankr-IletepOypra
IOpunnueckuii ornen

Ecin JOKYMCHT aApCCyCTCiA AOJDKHOCTHOMY JIMIY, HANMCHOBAHHC
OopraHu3al YKa3bIBACTCA B MMCHHUTCIBHOM IIAACIKE, a JOJLDKHOCTH U (baMI/IJ'H/ISI

— B 1aTCJIBHOM. HpI/I 9TOM HMHHUIHAJIbI YKA3bIBAIOTCS I1OCIIC (baMI/IJ'II/II/I, HaIIpUMCpP:

Anmunuctpanus LleHTpanbHOro paitona
Cankr-IletepOypra
HavaneHuky o6miero otnena

NBanosy H.II.

Ecnu JOKYMEHT aapecyercs PYKOBOJIUTEIIO OpraHu3aluu
WIM €ro 3aMECTUTENI0, HaWMEHOBAHHME OpraHu3aliu JOJDKHO  BXOIUTh
B HAMMEHOBAHME JTOJDKHOCTH aJipecaTa, Halpumep:

3amecturento aupexropa Beepoccuiickoro
HAy4YHO-MCCIIEI0BATEIBCKOIO HHCTUTYTA
JIOKYMEHTOBE/ICHUS U ApXUBHOTO JIeJia



CmuphoBy ILII.

Ecim  noxkymMeHT aJpecyercss OpraHu3aliHd, CHadalda YyKa3bIBAETCS

€€ HaMMEHOBAHUE, 3aTEM MTOYTOBBIN a/ipec, HAPUMeEp:

[lenTpanpHas n3dbupaTesbHas KOMUCCHUS
Poccuniickon @enepanun

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

JlomyckaeTcsi LIEHTpUPOBaTh KaXAyl0 CTPOKY pEKBH3UTa «AJpecaT»
10 OTHOILIEHHIO K CAMOM JJIMHHOM CTPOKE.

JlomyckaeTcsi KCHONb30BaTh  O(PUIIMAIBHO MPUHSATHIE  COKpAILEHHBIE
HAaMEHOBAHHs OPraHOB T'OCYJAapCTBEHHOW BJIACTH, MECTHOIO CAMOYIIPABIICHUS,
OpraHu3aIuu.

ITouToBBIN anxpec yKa3bIBaeTCAd B IOCIEIOBATEIBHOCTH, YCTAHOBICHHOU
[IpaBunamMu OKa3aHus YCIyr TOYTOBOM CBSI3U, YTBEPXKACHHBIMU IPUKA30M
MunucrepctBa UM(POBOTO pPa3BUTHS, CBSI3M M MAaCCOBBIX KOMMYHHUKAIUI
Poccuiickoit ®@enepaunn ot 17 ampens 2023 roga No 382 «O0 yTBepkaeHUH
[IpaBui oka3zaHus yCiayT MOYTOBOM CBSI3U.

Ecnu 1oKyMeHT OTIpaBisieTcs B HECKOJIbKO OJHOPOJIHBIX I'OCY/1apCTBEHHBIX

OpraHOB WJIM OPTaHU3AIINM, UX CJIEIYET YKa3bIBaTh 0000IICHHO, HATIPUMED:

IIpencenarensiM y4aCTKOBBIX KOMUCCUI

JIOKyMeHT He JOKeH coaepkaTh Oojee  YeThIpeXx  aJapecaTos.
C1oBO «KOMUsH Mepe] BTOPhIM, TPEThbUM, YETBEPTHIM apeCcaToM HE YKa3bIBACTCHI.

[Ipu HanpaBieHuH TOKyMEHTa 0ojiee 4eM B YEThIpE aJpeca COCTaBIIACTCS
CIIUCOK PACCBUIKM YCTaHOBJEHHOW Qopmbl (mpmioxenue Ne 6), KOTOpPBIH
MOAUCHIBACTCS MPE/ICeIaTeNIeM TEPPUTOPUATIELHON KOMHUCCHH.

[Ipu agpecoBanny MOKyMEHTa (PU3UYECKOMY JIMIy BHAYAJIe YKA3bIBAIOTCS
dbaMuTus ¥ MHUITMATIBI TTOJTyYaTelIs, 3aTeM MOYTOBBINA aapec, HapuMep:

®omuueny I1.1.



MockoBckuii np., 1om 15, kB. 10,
Cankr-IleTepOypr,
190005

[Ipu oTmpaBke MucbMa MO 3JIEKTPOHHOM MOYTE WK MO (PaKCUMUIBHOU CBSI3U
(6e3 MOCBUIKH 10 MOYTE) MOYTOBBIN ajpec He yKasbiBaeTcs. [Ipu HE0OX0AMMOCTH
MOXeT OBITh yKa3aH aJpec OdJICKTPOHHON mouThl (HoMep TenedoHa/Pakca),
HaIpuMep:

MuHUCTEPCTBO OCTUIIUU
Poccutickon ®enepanuu
mail@minjust.ru

3.5.11. I'pud yTBepK1€HUS TOKYMEHTA.

JIOKyMEHT = yTBEpXJaeTcsi JODKHOCTHBIM JIMIIOM WM CHEIUAIBHO
M3]1aBaCMBIM JJOKyMEHTOM.

[Ipu yTBepkIeHUH MTOKYMEHTa JOJDKHOCTHBIM JIUIIOM TPHU( yTBEPKICHUS
noipkeH coctoath u3 cinoBa Y TBEPXK/IAKO 6e3 kaBbluek v MpONMCHBIMEU OyKBaMu
U Ha  CIeAyIoUell  CTPOKE — HAMMEHOBAaHWE  JOJDKHOCTH,  TOJIIKUCH,
(mpu odopmiieHnn Ha OyMaXHOM HOCHUTEJIE), MHHUIMAIBI W (QamMuwius JuIa,
YTBEPAMBIIETO TOKYMEHT, AaTa YTBEPKICHHUSI.

I'pud yTBEpKIaeHUS pacmoiaraloT B IPaBOM BEPXHEM YTy TEPBOTO JINCTA
noKyMeHTa. B rpude yTBepKIeHUS OMyCKAeTCs IIEHTPUPOBATh DIIEMEHTHI

OTHOCHUTEJIbHO CaMOW INTMHHOM CTPOKH, HAITPUMED:

YTBEPXJIAIO
npeacenarens TeppuropuanbHON
n3bupatenpHoi kKomuccun Ne 56

IIoAIINCh HMHUIIUAJIbI, (baMI/IJ'H/IH
JdaTta

[Ipy yTBEpKIEHUU TOKYMEHTa MOCTAHOBICHUEM, IPOTOKOJIOM, PELIEHUEM,
pacniopspkeHuem rpud  yTBepxkaeHus coctour w3 cioBa Y TBEPXJIEH

(VTBEPXIEHA, VYTBEPXJIEHbI wmu VYTBEPXJIEHO) 6e3 kaBbluek



U TpPONUCHBIMU OyKBaMHM, HAUMEHOBAHUSA YTBEP)KAAIOIIETO JOKYMEHTa

B TBOPHUTCIBbHOM ITaJICIKC, CI'O IAaThl U HOMCPA, HAIIPUMCDP:

YTBEPXIEH
pemennem TeppuropuanbHOi
n30upatenbHoi Komuccuu Ne 56
ot 24 suBapst 2025 r. Ne 130-7

3.5.12. Yka3zaHus 1o UCIOJIHEHUIO JOKYMEHTA (PE30TIOLHUS).

VYka3aHMsl MO HCHOJHEHUIO JOKYMEHTa MOTYT OBbITh HAalMCaHbl OT PYKH
npeacenareyaeM TEeppPUTOPUATIbHOM KOMHUCCHM HAa MOJJIMHHHUKE JIOKYMEHTa
Ha CBOOOJHOM OT TEKCTa MECTE WM OPOPMIIEHBI Ha OTAEIBHOM JIUCTE (hopmara
A6 (105 x 147 MM), TpWIOKEHHOM K JIOKYMEHTY. YKa3aHusl MO HCIOJHEHUIO
JIOKyMEHTA BKJIIOYAIOT bamunmn u WHULIAAIIBI UCITOJIHUTENIEH,
opu HEOOXOAMMOCTH — COJIEpP)KaHUE MOPYUYECHUs, CPOK HCIIOJIHEHUS, MOJIUCH
(npu opopmileHNH Ha OYMa)KHOM HOCHUTEIIE) PYKOBOJIUTENS U 1aTy, HAIIPUMED:

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

IIpoury paccMOTpeTh U JaTh OTBET
k 14.02.2025

MOANUCH
JaTta
VYkazaHusi MO HCIOJHEHUIO JOKYMEHTa TakKe MOTYT ObITh O(OpPMIICHBI
c wucnonb3oBanueM IIJI ¢ mnpuMeHEHHEeM JJIEKTPOHHBIX IIa0JOHOB OJIAHKOB
JIOKYMEHTOB.
3.5.13. 3aroyioBOK K TEKCTY JOKYMEHTa (HAMMEHOBAHHE JIOKYMEHTA).
3aroJoBOK K TEKCTY JOKYMEHTa JOJDKEH KpPaTKO M TOYHO PAaCKpHIBATH
€ro cojep>kaHue M ObITb COIVIACOBaH C HAaWUMEHOBAHMEM BHJIA JIOKYMEHTA.
3aroJ0BOK MOKET OTBEYATh Ha BOMPOCHI:
«0 yeM (0 KoM)?», HanpuMep:
Pacnopsukenue — O co3nanuu DKCIEPTHOM KOMUCCHUU;

«4ero (kKoro)?», HanpuMmep:



JIOJKHOCTHOM PEMVIAMEHT BEMYILErO CHEUAINCTA;

AKT 00 YHUYTOKCHHUH JOKYMCHTOB C HCTCKIINMH CPOKAMHU XPAHCHUSI.

3aroyioBOK COCTaBIISI€TCS JTUIIOM, TOTOBSIIIUM MPOEKT JOKYMEHTA.

3arojoBOK, COCTOSIIHUM W3 JBYX U 0OOJjiee CTPOK, Ieyaraercss yepe3 OJUH
MEXCTPOYHBIM HHTEpBaj, TOYKAa B KOHIIE 3arojoBKa HE CTaBUTCS. 3arojioBOK
pacrionaraeTcsi Ha TMEpBOM JIUCT€ HaJ TEKCTOM JOKyMEHTa [0 IEHTpY,
a mpu 0)OPMIICHUH TTHChMa — OT TPAHUITBI JIEBOTO TTOJIA.

3.5.14. TekcT JOKyMEHTAa.

TekcT pgokyMeHTa OGOPMIISIIOT B BHUJAE CBSI3HOTO TEKCTa, TaOJIUIIbI
WJIU COEAMHEHUS 3TUX CTPYKTYP.

Texkcr gokymMeHTa JIOJDKEH  M3JaraTbCsd Kparko U CHO, ObITh
apryMEHTHUPOBAHHBIM, OOECIeYnuBaTh TOYHOE U OJIHO3HAYHOE BOCIPHUATHE
coJiepKaleicst B HeM HHGOpPMAIIHH.

TekcT JOKyMEHTa MOJKEH, Kak MpaBUJIO, COCTOSTh W3 JBYX YacTeu.
B nmepBoil wacTh yKa3bIBalOTCS NPUYUHBI, OCHOBAHMS, LIEJIH COCTABJICHUS
JIOKyMEHTa, BO  BTOPOW — PEIIEHUS, BBIBOJABI, MPOCHOBI, MPEIJIOKEHUS,
pPEKOMEHJaIuH.

TekcT OOKyMEHTa MOXET COJEpX aTh TOJIBKO 3aKIIOYUTEIbHYIO YacTh
(HampuMep, PACTOPSHKEHHUE — PACTIOPSAIUTEIbHYI0 YacTh 0€3 KOHCTaTUPYIOIIEH,
MHUCHhMO, 3asBJICHUE — MPOCHOY 0€3 MOSICHEHUS).

B Tekcre gOoKymMeHTa, MOATOTOBJIEHHOIO HA OCHOBAaHWU 3aKOHOAATENbHBIX,
WHBIX HOPMATHUBHBIX IPABOBBIX aKTOB, M3JaHHBIX OpraHaMu TOCyAapCTBEHHOMU
Bnactu u ympasieHus, [{UK Poccumn, Canxr-IlerepOyprckoit m3OupaTenbHON
KOMHUCCHEHN, paHEE W3JaHHBIX TEPPUTOPUAIBHON KOMUCCHEHN, YKa3bIBAKOTCS
HAaUMEHOBAaHUE BHUJA JIOKYMEHTa, HAMMEHOBAaHWE OpraHa, M3JaBIIEro JOKYMEHT,
JaTa TPUHATHS WU YTBEPXKICHHUS JIOKYMEHTA, €r0 PErucTpalMOHHBIA HOMED,
a TaK>Ke 3aroJIOBOK JIOKYMEHTA, 3aKIFOUYEHHBIN B KaBBIYKH.

[Ipu ynotpebieHuu B TeKCTe GaMUIIUNA JIUI] UHUITUAIBI YKA3bIBAIOTCS MOCTE

bamuuu.



TexkcTsl NOKyMEHTOB OO0JbIIOTO OOBEMA MOTYT JACIUTHCS Ha pasJeibl,
MOJ/Ipa3/iesibl U MyHKTHI, KOTOPhIE HYMEPYIOTCS apaOCcKkuMu 1 pamu, Halpumep:

1. Paznmen
1.1. Iloapaznen
1.1.1. ITyHKT

AG3a1bl BHyTpH IIYHKTOB HE HYyMEPYIOTCSL.

B nuchmax Ucnonb3yroT ciaeayomue GopmMbl U3I0KEHUS:

or l-ro muma MHOXecTBeHHoro uymcna («[Ipocum  HampaBUTh
uH(popmaiuio...», «Hanpasisem Ha 3aKIIFOUYEHUE TPOEKT...» U JIp.);

OT 3-ro Juua E€JUHCTBEHHOIO uYucia («TeppUTOpHAlbHAsi KOMHUCCHS
HE CYMTAeT BO3MOXHBIM...», «TE€PPUTOpPHATbHAs KOMHUCCHUS Mpejaraer
PacCMOTPETh BO3MOKHOCTb...»).

I'padbl ¥ CTpoKM TaOIUIBI JOJKHBI MMETh 3arojOBKH, BBIPA)KECHHBIE
CYILLIECTBUTEJIbHBIM B HUMEHUTEIbHOM majnexe. llom3aronoBku rpad u cTpok
JIOJIKHBI OBITH COTJIACOBAHbI C 3ar0JI0BKaMH.

Ecnau Tabmuiy medararoT Oojiee 4eM Ha OJIHOM CTpaHMIE Ha CIIETYHOLIUX
CTpAaHMIIAX MOTYT OBbITh HameyaTaHbl 3ar0JOBKU rpad Wiu UX HOMeEpa (B ciyyae,
ecyiu rpadbl TaOIULIBI HA IEPBOM JIMCTE IPOHYMEPOBAHbI).

3.5.15. OTmeTKa 0 HATUYUKU TPUIIOKEHH.

OTMeTKa 0 HAJIMYWU MPUIIOKEHNAN pacIionaraercs OT IPaHULbl JIEBOTO MOJIS
IIOCJIE TEKCTA Mepe]] MOAIMUCHIO.

CnoBo «puUJIOKEHHE)» Te4aTaeTcsl B €AUHCTBEHHOM HJIM MHO>KECTBEHHOM
YHUCJIE B COOTBETCTBUU C KOJMYECTBOM IPUIIOKEHUM.

Ecin nokyMeHT wuMeeT NpWIOKEeHHEe, Ha3BaHHOE B TEKCTe, OTMETKa

0 €ro HaJau4uu opopMIISIETCS 10 cieayroieit hopme:

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

Ecin JOKYMCHT HMMCCT IPHUJIIOKCHUC, HC HA3BAHHOC B TCKCTC, HIIM CCJIHU
HpI/IJ'IO)KeHI/Iﬁ HECKOJIbKO, MX HAMMCHOBaHHA HCO6XOI[I/IMO NEPCUYNCIINTL I10CJIC

TEKCTa JOKYMCHTA IICPCA IHNOAINUCBIO C YKAa3aHUECM KOJIMYCCTBA JIMCTOB B KaXKIOM



IMPHUIIOKCHUH U KOJIMYCCTBA OK3CMILIAPOB, ITPU HAJTUINH HCCKOJIBKUX HpI/IJ'IO)KeHI/Iﬁ

UX HYMEpYIOT, HallpUMep:

[Mpunoxenus: 1. Ilonoxenue 06 DxcriepTHOM KoMHUCcCHH Ha 15 1. B 1 2K3.

2. llpumepHas HoMeHKIaTypa Aed Ha 14 1. B 1 9k3.

Eciu  mpuiokeHus — cOpOIIIOpOBaHbl, TO  KOJUYECTBO  JIUCTOB
HE YKa3bIBAETCS.
Ecnu npuioskeHue HalpassieTcs HE BO BCE YKa3aHHBIE B IOKYMEHTE ajpeca,

TO OTMETKA O HAJMYUH NMPUIIOKEHUs 0hopMIIIeTCs 1o cienyroien hopme:

[Tpunoxenue: Ha 20 1. B 3 5K3. TOJIBKO B IIEPBBIN aapec.

Ecim K JDOKyMEHTY Nnpwiaraercssi Apyrod TOKYMEHT, TaKKe HWMEIOIIHN
IPWIOKEHUE, TO OTMETKA O HAJIMYUU MPUIOKEHUS O(OPMIIAETCS CIIETYIOUIM

obpazom:

[Ipunoxenue: mnuceMo Cankr-lIleTepOyprckoid HM30MpaTENbHON  KOMHUCCHU
or 15.11.2024 Ne 01-18/450 u npuiiokeHUE K HEMY, BCETO
Ha 15 m.

Ecnun mpunoxenuem sBiseTcss 000COOJEHHBIN AJIEKTPOHHBIH HOCHUTENb
(KOMIakKT-IUCK, usb-(haen-HakonuTenb 1 ap.), TO OTMETKA O HATMYUU TPUITOKECHHS

oopMIISIETCS CIASAYIOIUM 00pa30M:

[Tpunoxenue: CD B 1 3k3.

IIpu »ToM Ha Hocutrene (BkiIambine (KOHBEPTE)), YKa3bIBAKOTCS
HAaWMEHOBAHUS JIOKYMEHTOB, 3alTMCAHHBIX Ha HOCUTEIb, UM UMEHa (haiiJioB.
B pemenusix 1 npukazax CBEAEHHUS O HAJIMYMM MPUIOKEHUN yKa3bIBAIOTCS

B TCKCTC, HAIIPpHUMCP:

«Pa3paboTtath M mpeACTaBUTH MPOEKT IUlaHa Mo ¢opMe, YKa3aHHOM
B npuiiokeHuun Ne 1»
WIH

«...JIeNaeTCs 3aMUCh B KYpHaJ YCTaHOBIEHHOU QopMblI (npuioxkeHue Ne 2).»



Ecom B OgOKymMeHTe, K  KOTOpPOMY  OTHOCHUTCS  IIPHIIOXKEHUE,
OHO HE YTBEP)KIAETCS, @ IPOCTO COJAEPIKUTCS CCBIIIKA HA HErO, TO Ha IIEPBOM JIMCTE
NPWIOKEHUS B IPABOM BEPXHEM YTy YKa3bIBAETCS, K KAKOMY pELIEHUIO (TIPHKa3Yy)
IIPUJIOKEHUE OTHOCUTCS, a4 CTPOKM MOTYT LEHTPOBATHCS OTHOCUTEIBHO CaMOU
JUIMHHOW CTPOKH, HallpUMep:

[Ipunoxenue
K MPUKa3y npeaceaarens
TeppuTopransHO# H30MPATEITHEHOMN
komuccuu Ne 56
ot 14 mapta 2025 1. Ne 27-pn
[Ipy HanM4YMM HECKOIBKUX MPUIOKEHUN OHU HYMEPYIOTCS, HaIlpuMep,

npunoxenue Ne 1, mpunoxenue Ne 2 u Tak nanee.

3.5.16. Iloanucse.

B cocrtaB noanucu BXOAAT: HAMMEHOBaHHE JOJKHOCTH JIUIA, TOIIMCABLIETO
JIOKYMEHT, €ro COOCTBEHHOpPYYHAs MOAMKCH, KOTOpast 0hOpMIISIETCS CHHUMHU WIN
YEpHBIMU YEPHUIIAMH, paciiu(PpoBKa MOATUCH (MHUITHAIBI, (haMUITHUs ).

Ecnn noxkymMeHT odopmisieTcss Ha OJlaHKE TEpPUTOPUATBHOM KOMHCCHH,

TO PEKBU3UT BKIIOUAET HAUMEHOBAHHME JIOJDKHOCTH JUIA, TMOIHCHIBAIOINIETO
JIOKYMEHT, €r0 COOCTBEHHOPYUYHYIO MOANUCH, PaCIIU(PPOBKY MOAMUCH (MHULIAAIIBI

U (haMuIInIO), HAlpUMeEp:

HpeI[CGI[aTeJIB IIOAIIMCH HMHHUIIHWAJIBI, (1)aMI/IJ'II/IH

Ecnu [OMKHOCTHOE JUIO, MOANMCh KOTOPOTO 3aroTOBJIEHA HA IPOEKTE
JIOKYMEHTA, OTCYTCTBYET, TO JIOKYMEHT MOAMNKUCHIBAET €r0 3aMECTUTEIh WM UHOE
JUIO, UCHOJHSIoEe ero o0s3aHHOCTH. [Ipu 3TOM 00s3aTENIbHO yKa3bIBAIOTCS
dakThueckas JOKHOCTb JIMLA, MOAMMCABIIET0 JOKYMEHT, U €ro (GaMuius.
He  pomyckaercs — moAanmuceiBaTh — JTOKYMEHTBI € HPEAJIOTOM  «3a»
WJIM IPOCTABJIEHUEM KOCOU YEpThI ITEpe] HANMEHOBAHUEM JIOJKHOCTH.

Ecnu nokymeHT odopmiisieTcs He Ha OJIaHKE, TO PEKBU3UT COIECPKUT MOJTHOE
HAaUMEHOBaHUE JOJDKHOCTH au1a, MOJINKCABIIETO JOKYMEHT,
€ro  COOCTBEHHOPYYHYIO IMOJANHWCh, pacHIMPpPOBKY MOANUCH  (MHULUAJIBI

1 (hamMuIInIo), HaIpUMep:



IIpencenarens
TepputopuanbHON N30UPATEITHLHON KOMUCCHT
Ne 56 NOJANKUCh WHHULMAIIBI, PaMUIHs

HpI/I MmoANMCaHNMM AOKYMCHTA HCCKOJIBKMMH JOJDKHOCTHBIMH JIMIOAMHA
HX TIIOAIIMCH pacliojararoTcsa oOoJHa I10J ,Z[perﬁ B IOCJICOAOBATCIBHOCTH,

COOTBETCTBYIOIICH 3aHMMAEeMOM JOJKHOCTH, HAIIPUMEp:

[Ipencenarens ITOIITNCH WHHITAAIBI, (haMUIUs

['naBHbIN OyxTrantep MOJIMTUCH WHULIHAAIBL, (pamMuius

HpI/I MMOANMCAHNHU JOKYMCHTA HCCKOJIbKMMM JIMIIAMH, 3aHUMAOIIMUMH PABHBIC

JIOJIKHOCTH, 150, ITOAITUCHU pacnoJiararor Ha OJTHOM YPOBHE,
Hanpumep:
HauvansHuk mpaBoBOTO OTIETA Havansuuxk
OpPraHu3allMOHHO-METOAUYECKOTO
oTxeIa
MOJMUCHh WHUILUAIBI, (pamMuius MOJNMKUCH WHUIUAAIBI, HaMIIIHs

B nokymeHTe, mOAroTOBJIEHHOM KOMHUCCHUEHN, MOAMUCH PACIIONaraloTCsa OJHa
nox apyroi. IlepBeIM yKa3bIBaeTCs Mpejcenaresib KOMUCCHH, a paMUIIMKA YJICHOB

KOMHUCCHUHU PACIoJiaratoTcs B ajnaBUTHOM IMOPSIIKE, HATIPUMED:

[Ipencenarens koMuccuu MOJIHNCH WHULMABI, (DaMUITHS
YneHpl KOMUCCUH MOJIHUCH MHULHMATBI, (DaMUITHS
MOJIHNCH WHULMABI, (DaMUIIHS
MOJAIHNCH MHUIHMAIBI, (DaMUITHS

Ecnu nokymMeHT cocTaBieH Kak IpuiaraeMas K OCHOBHOMY JOKYMEHTY
cupaBka wiau  uHQOpMAlMs, TO OH odopmisercs B  COOTBETCTBHUH
¢ myHKTOM 3.5.15, a BMECTO MOAINHUCH TOJ TEKCTOM JOKYMEHTA, KaK IPaBUIIO,

YKa3bIBaCTCs q)aMI/IJII/I}I, M, OTYCCTBO UCITOJTHUTCIIA.



3.5.17. Ot™meTka 00 3JIEKTPOHHOM MOITUCH.
[IpocraBisieTcst HA BU3YAM3UPOBAHHOM JJIEKTPOHHOM JIOKYMEHTE B MECTE
PACIIONIOKEHUS] COOCTBEHHOPYYHOU MMOJITUCH JIOJDKHOCTHOTO JIMIIA B JTOKYMEHTE

Ha OyMa)XHOM HOCHUTEJIE, HallpuMep:

HpCI[CCI[aTCJIB AOKYMEHT NOAMWUCAH
. NPOCTOW NOANUCHIO
TeppuropuaibHoi
U30MpaTebHOM KOMUCCUU No 56 | XYBQCT/PIZL7BQ+0+6LTHNQPOMVDVUYS= E.FO.KyposB

[encreuteneH:be3 cpoka aencreuns
Bnageneu:UpuHuHa UHra ButanoesHa

DJIeMEHThl OTMETKU 00 3JEKTPOHHON MOAMUCH JOJDKHBI OBITh BUANMBIMU
Y YUTAEMBIMU [IPU OTOOPAKEHUU JOKYMEHTA B HATYpPaIbHOM pa3Mepe.

DOneMEeHThl OTMETKH 00 3JIEKTPOHHOM MOJNUCH HE JOJHKHBI MEPEKPHIBATHCS
WJIU HAKJIAJIBIBAThCS JPYT Ha Japyra.

DneMEeHThl OTMETKU 00 3JIEKTPOHHOM IMOJIMUCU HE JIOJDKHBI MEPEKPHIBATH
AJIEMEHTHl TEKCTa JOKYMEHTa W JIpyrHe OTMETKH OO0 DJIEKTPOHHOW MOAMUCH
(Tpu HAJTMYKH).

B cnydae, ecnm SneKTpOHHAs MOANUCH COAEPKUT METKY JOBEPEHHOTO
BPEMEHHU, OTMETKa 00 JJICKTPOHHOM MOAMMUCH JOJHKHA O0053aTEeNIbHO BKIIHOYATh
uH(OPMAITUIO O JTaTe U BPEMEHH MOIITUCAHUS JOKYMEHTA SJIEKTPOHHON MOAMKCHIO.
Bremnnit BUA METKH JOBEPEHHOI'O BPEMEHU Y BHEILIHUM BUJ IIPOCTOM 3JIEKTPOHHOU
MOANUCH YCTaHABJIMBAECTCS JIOKAJIbHBIMU HOPMATHUBHBIMU aKTaMU WIH IO
COTJIAIIIEHUIO CTOPOH IOKYMEHTOO0O0pOTA.

3.5.18. I'pud cornacoBaHwusl.

I'pud cornmacoanusi coctoutr u3 cimoBa COIJTACOBAHO 6e3 kaBbluek
Y TIPONUCHBIMU OyKBaMH, HAUMEHOBAHHMSI JIOJDKHOCTH JIUIA, KOTOPHIM COTJIACOBaH
JOKYMEHT (BKJIIOYas HAWMEHOBAaHWE OpraHuU3allih), €ro COOCTBEHHOPYYHOMH
noamucu (ipu oQopMIeHUH Ha OyMa)KHOM HOCHTENE), pacuiu@pOBKUA TOJIHCH

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

COI'NTACOBAHO
Cekperapp TeppuropuaibHON
n30oupatenbHoi komuccuu Ne 56



IIoAIIMCh HMHHUIIHNAJIBI, (l)aMI/IJ'II/Iﬂ
Jara

Ecan  cornmacoBaHue OCYHICCTBIACTCA  IIPOTOKOJIOM HJIM ITHCBMOM,

TO COTJIACOBaHHE O(POPMIISIETCS CIIETYIOIUM 00pa3oM:

COI'JTACOBAHO
MIPOTOKOJIOM 3aCEaHUs
aTTECTAllMOHHOW KOMHUCCUU
TepputopuaibHON U30UpPATEITHHOM

komuccuu Ne 56
ot 14 gespanst 2025 r. Ne 16

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

I'pud cornmacoBaHusi JOKyMEHTa B 3aBUCMMOCTH OT BHJA JOKYMEHTa
1 0COOCHHOCTEH ero 0(hopMIIECHUS MOKET MPOCTABIIATHCS:

Ha TEPBOM JIMCTE JIOKYMEHTa B JICBOM BEpXHEM YIJIy Ha YpoBHE rpuda
YTBEPKICHUS WJTW TI0]T HANMEHOBAHUEM JIOKYMEHTa OJIMKe K HIYKHEMY TIOJTIO;

Ha TIOCJIETHEM JINCTE JOKYMEHTA MO TEKCTOM;

HAa JINCTE COTJIACOBAHUS, SBIIIONIEMCS] HEOTHEMIIEMOM YacThIO IOKYMEHTA.

3.5.19. Buza.

BuyTpennee coriacoBaHue npoekTa JoOKyMeHTa 0pOpMIISIETCS] BU3OM.

CornacoBanue NpoeKTa TOKYMEHTa MOXKET OCYIIECTBIAThCA cpeacTBamu [1]1.
[Tpu cornacoBaHWM MPOEKTa HOKYMEHTa Ha OyMakHOM HOCHTEJIE BH3a BKIIOYAET
MOJNMKUCH BU3UPYIOMIETO, PACHIM(PPOBKY MOAMKUCH (MHUIMATBI, (aMUIUs) U JaTy,

MIpU HEOOXOUMOCTH MOXKET OBITh YKa3aHa JOJKHOCTh BU3HUPYIOIIET0, HAIPUMED:

Cexpetapp TepputopuanbHOn
n3bupatenpHO komuccun Ne 56

IIOAIIMCh HMHHUIIWAJIbI, (I)aMI/IJ'II/IH

maTta



[Tpy HanuuMy 3aMe4YaHWid K JOKYMEHTY BH3a O(OPMIISICTCS CIICAYIONUM
oOpazom:

3amMedaHusl MpUiIararTcs

Cekperapp TeppuropuaibHON
n3ouparenbHo komuccuu Ne 56

IMOAIINCH HHHHH&HH,@&MHHHH

Jara

3aMeyaHusl HW3JaraloTcsd Ha  OTIECIbHOM  JIMCTE, MOIIHCHIBAIOTCS
Y MIPUJIAraroTCs K JOKYMEHTY.

JlomyckaeTcs oJUCTHOE BU3UPOBAHUE JJOKYMEHTOB U ITPUJIOKEHUNM K HUM.

Ecnu noisInHHUK JOKYMEHTA OCTAETCsl B TEPPUTOPUATLHON KOMUCCUU, BU3bI
MPOCTABISIOTCS B HIKHEM YacTH OOOpPOTHOM CTOPOHBI MOCIEIHETO JIUCTa
MOJJIMHHUKA JOKYMEHTA.

Jnsi 1OKyMeHTa, MOJJIMHHUK KOTOPOTO OTMPABJISIOT U3 TEPPUTOPUATBHON
KOMHUCCHH, BU3bI ITPOCTABIISIIOTCA B HUKHEW YACTH JIMIIEBOM CTOPOHBI ITOCICIHETO
JINCTA KOTIUMU OTIPABISAEMOTO JOKYMEHTA.

3.5.20. ITeuats.

[lewarp  3aBepsieT  MOIMHHOCTH  TOJAMNUCH  JOJDKHOCTHOTO  JIMIIA
HAa JIOKYMEHTaX, YAOCTOBEPAIOIIMX NPEAYCMOTPEHHBIE IIPABOBBIMU aKTaMH
MOJTHOMOYHUS  JIOJDKHOCTHBIX —JIMIl WU (QUKCUPYIOMIUX (DAKThI, CBS3aHHBIC
¢ (PMHAHCOBBIMU CPEJICTBAMU, a TAKKE HA MHBIX JIOKYMEHTAaX, IIPEIyCMaTPUBAIOIINX
3aBEPEHUE TTONIMHHOW MOIIUCH.

Ileuats crTaBuTca Ha CBOOOZHOM OT TEKCTa MECTE, HE 3axBaTbIBas
COOCTBEHHOPYUYHOU MOJMUCH JOJKHOCTHOTO Jiniia. IleyaTs MOXKeT 3axBaThIBATh
4aCcTh HAMMEHOBAHUS JOJKHOCTH JIMILIA, TTIOANMUCABIIETO JTOKYMEHT.

B nmoxymeHTax, MOATOTOBIICHHBIX Ha OCHOBE YHUGDUIIMPOBAHHBIX (OPM,
revyaTh CTaBUTCA B MecTe, 0003HaUYeHHOM oTMeTKOU « MID» niu nHbIM 00pa3oMm.

3.5.21. OT™meTKa 0 3aBEpEHUHN KOIIUH.



JUist 3aBepeHHs] COOTBETCTBMSl KONHMHM JOKYMEHTA NOJJUHHUKY HIXKE
pexkBusuTta «llogmuce» mpocTaBiseTCsT OTMETKA O 3aBEPEHUM  KOIUU —
3aBepUTENIbHAasg Haanuch «BepHO», HOMKHOCTH JIMLA, 3aBEPHUBILETO KOIMIO,
€ro COOCTBEHHOpYYHasl MO/INHKCh, pacmudpoBka MOANKCH

U JlaTa 3aBEPEHUs, HallpUMeED:
Bepno
IIpencenarens TEpPUTOPUATIBHON KOMUCCHH
IIOJTIUCH MHUIMAJIbL, (paMuIus
nara

Jlommyckaercst 3aBepsTh JOKYMEHTBI OTMETKOM «BepHO» mnpocraBieHueEM
mTaMrna ¢ yKa3aHueM  JOJDKHOCTH  JIMI[A,  3aBEPUBUIETO  KOIMMIO,
ero coOCTBEHHOPYYHOU MOJIUCH, PAaCIIU(PPOBKH MOJIMUCH U IAThl 3aBEPEHUS.

B ciyuasx, mpeayCMOTpEeHHBIX 3aKOHO1ATENBCTBOM Poccuiickon Denepanuu
0 BbIOOpax U pedepeHaymMax, MpU 3aBEPEHUU KOIMUU JOKYMEHTA TaKXKe
IIPOCTABIISICTCS] BPEMS 3aBEPEHUSL.

IIpy mepechlIke KONUU JOKYMEHTa B APYTrH€ OpraHU3allMy WU BblIaye
€€ Ha PYKH 3aBEpPUTEIbHAs HANAKUCH YIOCTOBEPSETCSA COOTBETCTBYIOIIEN NIEYATHIO.

JIucThl MHOTOCTPAaHUYHBIX KO HYMEPYIOTCSI, OTMETKA O 3aBEPEHUU KOMUHU
JOTIOJIHSIETCS yKa3aHHEM KOJINYECTBA JIMCTOB KOIINH «Bcero
B KONHM ___ JINCTOB». Ha KONMMAX MHOTOCTPAHWYHBIX JTOKYMEHTOB OTMETKa
O 3aBEPEHHHM KONHMHU TMPOCTABISAECTCS HA  KaXIOM JIMCTE JOKYMEHTa
WIM Ha TOCIHEAHEM JIMCTE TMPOIIMTOIO0 WM CKPEIJIEHHOTO HWHBIM 00pa3oM
JOKYMEHTA.

3.5.22. OTmeTKka 00 UCTIOTHUTEIIE.

OtMmeTka 00 UCTIOTHUTEINE BKIIOYAeT B ce0s (haMUIInIO, UMS U OTYECTBO (TpU
HQJIMYUHU) UCIOJHUTENS JOKYMEHTa M HOMEp €ro ciyke0Horo TenedoHa
C KOJOM pervoHa (B ciiydyae HampaBlIeHUs JOKYMEHTa B ajpec M30upaTesbHbIX
KOMHUCCHUM MOET YyKa3bIBaThCsi HoMep cayxkeOHoro Ttenedona ATCB).

OTMCTKy 00 HMCITOJIHUTEIIE pacnojararoT Ha HHHeBOﬁ W, IIpU OTCYTCTBUN MECTA,



Ha OOOPOTHOH CTOPOHE MOCIEIHEro0 JUCTa JOKYMEHTa B JIEBOM HIDKHEM YTIIIy

mpudToM 10 MyHKTOB, HAIIPUMED:

3yb6apes Bragumup Nibnd
(812) 356-85-31

3.5.23. OtmeTka 00 UCTIOTHEHUH TOKYMEHTA.

OTtmeTka 00 UCIOJHEHUU JOKYMEHTa M HallpaBI€HUU €ro B eI
MOTYT BKJIIOYAET CIEIYIOIIME JAaHHbIE: KpPaTKUE CBENCHUS 00 HCHOJHEHUU
JIOKyMEHTA (IIPU OTCYTCTBUHU JTOKYMEHTA, CBUIECTEIbCTBYIOIIETO 00 MCIOJIHEHHH),
JaTy ¥ HOMEpP MMEIOUIErocs TOKyMeHTa 00 UCIOJIHEHUH, cioBa «B nemno», Homep
nena, B KOTOpOM OyJIeT XpaHUThCS JOKYMEHT, AaTy, HOANKUCH (ITpU 0(hOpMIIEHUH Ha
OyMa)XHOM HOCHTEJNE) IpeceaaTess TeppUTOPHAIbHON KOMUCCHUU.

3.5.24. UnenTrduKaTop 371€KTPOHHON KOUU JOKYMEHTA (KOJOHTUTYJI).

Nnentudukatop (Mms ¢aiiyaa Ha MAITMHOYUTAEMOM HOCHUTENIE) 3JIEKTPOHHOM
KOIIUM JTOKyMEHTa (KOJIOHTUTYJI) MOXET MPOCTABIATHCS B JIEBOM YIJIy HUYKHETO
NOJISL K&KI0M CTPAHUIIBI JOKYMEHTA IPUPTOM 8 TyHKTOB, HAIIPUMED:

K0305298

3.5.25 Itpux-koxa (QR-kom) qOKymMeHTa.
[Ipy wucnonab30BaHUM INTPUX-KOAQ, €r0 CJeAyeT pa3MellaTh B MPaBOM
HIDKHEM yINIy TiepBoro Jjucra. Eciu MecTta HEIOCTaTOYHO, JOMYyCKaeTCs

pa3MeleHre B MPaBOM BEPXHEM YTIIy WM Ha APYTOM CBOOOIHOM MECTE.

4. Opranu3amnusi padoThbl ¢ HCXOASAIIUMH (OTIPABJISIEMbBIMH)
TOKYMEHTAMU
4.1. Pabota ¢ oTmpaBiasieMbIMH (MCXOIAIIMMHU) W3 TEPPUTOPUATIHLHOU
KOMHCCUU JOKYMEHTAMH BKJIOYAE€T UX PETUCTPALMIO, MPOBEPKY MPABUIBLHOCTH
odopMIICHHS, B TOM YHCJIE€ HAJIUYHME MOJIHOTO aJpeca W €ro TOYHOCTh, HaJudue
MOJIMHHOW TOANMUCH (I 3JIEKTPOHHOTO JOKYMEHTa — IMIPOBEpPKA TMOJJIUHHOCTH
AJIEKTPOHHON TOJIMUCH), JPYTUX HEOOXOAMMBIX DJIEMEHTOB OQOpMIICHUS,

yKa3aHHBIX MPUIOKEHUH, U OTIIPABKY.



4.2. Ucxomsamme MOKYMEHTHI TIeJaTaroTcs Ha OJaHKax YCTaHOBJICHHOU
dbopmbl, OQOpPMISIOTCS B  COOTBETCTBUM C TOJIOkKEHUsIMU  HHCTpyKIuu
u peructpupytorcs B [1J] umu apyrux perucTpanmoHHO-YIETHBIX (hopMax.

4.3. OtnpaBka JOKYMEHTOB u3 TEPPUTOPHATBHON KOMHCCHHU
OCYUIECTBJISICTCS OpraHamu (eaepaibHON  (PenbIberepcko WM  CHelUaIbHOU
CBSI3U, TMOYTOBOM, TenerpadHoil CBs3bl0, cpenactBamu [IJI, mo kaHamam
(baKCUMUIBHON CBSI3U, JIEKTPOHHOMN MOYTOM B ceTh MIHTEpHET Uiu HapOYHBIM.

4.4. ITpu opopMIIEHUH OTIPABISAEMBIX (UCXOASIINX) MUCEM, B TOM YHUCJIE MTPU
MOATOTOBKE MPOEKTOB mnuceM cpeactBamu IIJI, u TenerpaMMm HCHIOIHUTEINb
yKa3blBa€T TMIOJHBIA TOYTOBBIM  (BKJIIOYash WHACKC) aJapec OpraHu3aluu
WJIU TPaXKJIaHWHA.

4.5. OtnpaBnsiemMple  (MCXOASIIME)  JIOKYMEHTBI ~ MOTYT  T'OTOBHTHCH,
COTJIACOBBIBATHCS U MOANUCKHIBATHCS cpeacTBamu [1]1.

Hcxondmupe mnucbMa  HANpPaBISIOTCA 3a  MOJNUCHIO  MpeJceaTes
TEPPUTOPUAIIBHOM KOMHMCCHUH, B €r0 OTCYTCTBHE —3a MOAMUCHIO 3aMECTHUTEIS
npeacenareiass WM WHOTO 4j€Ha TEPPUTOPUATIBHONM KOMHUCCHUU, UCHOJIHSAIOIIETO
00s3aHHOCTH  MpeacedaTeNs, Ha  COOTBETCTBYIOIIEM  OJaHKe  MHcbhbMa
(pu MOATOTOBKE MCXOASIIMX JOKYMEHTOB cpeactBamu [1J] — cooTBeTCTBYrOMIMX
AIIEKTPOHHBIX 11a0J0HaX OJJAHKOB JOKYMEHTOB).

4.6. C ucnonp3oBanueM [1J] wim apyrux perucTpaniioOHHO-YUYETHBIX (HOpM
JIOKYMEHTaM MPUCBAUBAECTCS HUCXOASIIUNA HOMEp, KOTOPBIA COCTOMT M3 HHJIEKCa
Jiena 1Mo HOMEHKIIAType el U TMOPSAKOBOTO HOMEpa JIOKYMEHTA, pa3leleHHBIX
Kocou yeproi. Mcxonmdmmii HOMEp YKa3bIBa€TCA TAaKXKE Ha KOIMM JOKYMEHTa,
ocraromierics B gnene. Hymepanuss HCXOASMIKMX IJOKYMEHTOB OCYILECTBIISIETCS
B IIpeieliax KaJeHAapHOro roja.

[Ipu peructpanuu HCXOJAIIETO JAOKYMEHTa B PErUCTPAllMOHHO-YYETHOU
dbopme 00s13aTeNIbHO YKA3BIBAIOTCS CIEAYIONIME PEKBU3UTHI: JaHHbBIE 00 aapecaTe
(pamummst, umsi, oT4eCTBO (TP HATUYHH) (HU3NIECKOTO JINIIA WM HAMMEHOBAHHE
OpraHu3allMy, KpaTKoe COACp)KaHUE JOKYMEHTa, HCIOJIHUTEIb JIOKYMEHTA,
€ro COMCIIOJIHUTENH, KEM OH MOJINUCAH, a TaK)Ke KOJIMYECTBO JIUCTOB OCHOBHOTO

JAOKYMCHTA M JIMCTOB NPUIIOKCHUA, KOJIMICCTBO 3K3CMILIAAPOB, BU OTIIPABKH.



IIpy  perucrpaumm  HCXOIALIErO  JNOKYMEHTa  JIE€JAeTCd  CBA3KA
C BXOJSILUM JOKYMEHTOM, Ha KOTOPBIN 1aeTCsl OTBET (€CJIM TAKOBOW NMEETCS).

4.7. OTnpaBka UCXOAAIMIMX JOKYMEHTOB cpeactBamu I1J[ ocymectBisercs
JUIIOM, UMEIOITUM J0cTyn K padote ¢ [1]].

WNHple NOKYMEHTBI MOTYT OBITH OTIIPaBJIEHbl OpraHamu (QenepajibHOM
Gbenbaperepckoil WiM CrienuatbHON CBSI3U WM MOYTOU MO YKa3aHUIO Mpece1aTes
TEPPUTOPUAIBHON KOMHCCHH.

4.8. Jlns nepenaun ucxopsiiero nokymenra I1JI uimy 3J1€KTpOHHOM MOYTOM
B ceTh HHTEepHET OTHpaBiIsIEeMbld JOKYMEHT O(OpPMISIETCS B COOTBETCTBUH
c TpeboBanusMu MHCTpyKUIUU.

B cnyuae perucrpauuu nokymenta B I1/] Tekct qokymenrta B ¢popmare docx
uin XIsx unm 31eKTpOoHHBIM 00pa3 aokymeHta B (opmarte pdf (mpu Hanuuuu
CKaHHPYIOLIETO YCTPOMCTBA) MPUCOEAMHSETCS K PErMCTPAllMOHHON KapTOYKe
Y OCYIIECTBIISIETCA €T0 OTIPABKA.

IIpu mnoaroroBke nOKyMeHTOB cpencrBamu IIJ[ ¢ wucnonp3oBaHueM
AIIEKTPOHHON MOJNUCH MOCJE MOAMUCAHUS TOKYMEHThI MOTYT aBTOMAaTHYECKH
peructpupoBatbcsi U Hanpaiarbea B LIMK Poccun, @I nmpu LUK Poccun,
PIHOUT mpu LUK Poccuu, Cankrt-IleTepOyprckyro n30upaTebHYyI0 KOMHCCHIO,
uHble K30UpaTenbHble KOMUccUM — CcyOBekToB  Poccuiickoir  ®denepauuu,
TEPPUTOPHUAIBHBIE KOMUCCHH.

4.9. Ilpu otmpaBke TenerpaMMbl 0oJiee 4eM B YeThIpe aapeca ohopmiisieTcs
NOMJIMHHUK, KOMUS W JBa OK3EeMIUIApa MOANMCAHHOIO CIHUCKAa PACCHUIKH
C YKa3aHMEM TIIOJIHBIX IIOYTOBBIX (BKJIOYas TIOYTOBBIA HHJIEKC) AaJIpPECOB.
Ha Tenerpad nepenatoTcs MOATUMHHUK C OJHUM DK3EMIUIIPOM CIHCKA PACCHUIKU
Y KOIHS TEJIErpaMMBbl, KOTOpas ¢ OTMETKOM O Mepeaye TeNerpaMMbl BO3BPAIAETCS
B TEPPUTOPUATBHYI0 KOMHCCHIO M BMECTE CO BTOPBIM OJK3EMIUISIPOM CIIHCKA
PACCBUIKH MOIIIMBAETCS B AETO0.

4.10. Ilpu ormpaBke muchMa OoJjiee YeM B YETHIPE ajpeca COCTABISCTCS
CIHCOK PACCBUIKM YyCTaHOBJEHHOM (opmbl (mpuioxkenue Ne 6), KOTOPBIH
IIOJNMCBIBAETCS MIPENCENATEIEM, B €0 OTCYTCTBUE — 3aMECTUTENIEM NIPEACENaTeNs

NWJIKn HMHBIM YJICHOM TeppHTOpHaHBHOfI KOMHUCCHH, HCIIOJTHAIOIINM 00513aHHOCTH



npeacenarenas TEeppUTOpUANIbHOW Komuccuu. Ilocne peructpanuum MUCBMO
TUPAKUPYETCS B HEOOXOJMMOM KOJIMYECTBE U oTmpasisierca. [Ipu moaroroske,
COrJIaCOBaHUM W MOANHMCAHUM nuceM cpeacTBaMu [IJ] cnHMCOK pacChUIKK Takxke
roroButcs cpeacreamu /1.

Ecnu nucbMo uim TenerpaMMa HarpasJisieTcst He 0oJiee 4eM B UeThIpe ajpeca,
TO MOJIUCHIBAETCS KAXKIbII K3EMILIAP.

4.11. OTnpaBKka JOKYMEHTOB IPOU3BOAMUTCS €KEIHEBHO B 4Yachl PabOThI
TEPPUTOPUATBHON KOMUCCHH, KPOME BBIXOAHBIX U HEPAOOUUX MPA3THUYHBIX JHEM.

OtnpaBka HCXOIAIIMX JOKYMEHTOB TMOCJE OKOHYaHUs padodero Hf,
B BBIXOAHBbIE U Hepabouue Mpa3JIHUYHbIE JHHM, B [EPUOJ MOATOTOBKU
U TpOBEACHUS W30MpaATENbHBIX KaMIAHUM OCYIIECTBIAECTCA IO YKa3aHUIO
npejacenareias TEPPUTOPUATBHOM KOMUCCHUU JIUOO B COOTBETCTBUHM C PELICHUEM
TEPPUTOPUAIIBHON KOMHCCHH.

4.12. JIOKyMEHTBI C OTMETKOM O CPOYHOCTH JOCTaBKH «BecpMa CpodHO»
U «CpoyHO» OPOPMIISIFOTCSI HE3aMEeUIUTEIbHO, MOTYT OTIPABIATHCS CPEICTBAMHU
[1/1, no xaHanaM (QaKCUMHUIIBHOM CBSI3U, 3JEKTPOHHOW MOYTOW B cetu MHTepHeT,
HapOYHBIM W/WJIM MEepeaBaThcs B OTAET (enbAbEerepcKoOil WK CIIeLIMAIbHON CBA3U
JUIsL TOCTaBKM B TIEPBYIO OYepelb B COOTBETCTBUM C IpaUKOM MaplIpyTOB
benbanerepeil.

4.13. JlokyMeHTbI 0€3 OTMETOK OQOpPMISIOTCS IO Mepe MOCTYIUICHUS
U MOTYT OTIpaBisThes cpeactBamu I/l n/unu nepenaBaThesl B OTAEN TOCTaBKU
denpaberepckol WM  CHEUAIbHOW CBSI3M, TIA€ OTIpPaBKAa OCYIIECTBISETCS
B COOTBETCTBUU C Ipa(pKOM BBITIOJHEHUS MAPUIPYTOB B ONTUMAJIbHBIE CPOKH.

4.14. JlokyMEeHTBI, HampaBJsIEMbIE TpaXkAaHaM MO0 TOYTOBOMY aJApecy,
yKa3aHHOMY UMH B OOpallleHUH, OTIIPABISIOTCS YEpe3 MOYTOBOE OTJIEJICHUE CBSI3U
IPOCTBIMU TOYTOBBIMH OTIIPABICHUSMHU WJIU 3aKa3HBIMU ITMCbMaMU.

4.15. JlokyMeHThI, TepenaBaeMble MO KaHajdaM (haKCUMUIIBHOW CBSI3H,
PETHCTPUPYIOTCS B OPAJIKE, YCTAHOBICHHOM ISl HCXOASIIMX JOKYMEHTOB.

4.16. Ucxonsmue JOKYMEHTBI, O(OPMIICHHbIE C HapylIeHHEM TpeOOoBaHUI

HHCTpYKHI/II/I, K OTIpaBKC HC IMNMPHHUMAIOTCA W BO3BPAIIAIOTCA HCIIOJHUTCIIAM



Ha A0paboTKy. Koppecnonaenus HecayKeOHOro XxapakTepa, B TOM YUCIIe JINYHAas
KOPPECIIOHAEHIMS, K OTIPABKE HE IPUHUMAETCS.

4.17. Komuu uCXOAAIUX JTOKYMEHTOB, O(OpPMIEHHBIX Ha OyMakKHOM
HOCHUTEJIC, IIOMEINAIOTCS B JEJIO B COOTBETCTBUM C HOMEHKIIATYpOH J€ll

TEPPUTOPUATBHON KOMHUCCHH.

5. Oco0enHoCcTH PadOTHI € JJIEKTPOHHBIMHU JOKYMEHTAMU
(ocymecTBiieHue padoThl ¢ jokymeHTamu B I1/1)

5.1. DneKTpOHHbIE JAOKYMEHTHI SIBISIOTCS O(UUHMATBHBIMU JOKYMEHTAMHU.
DOneKTpOHHBIE JOKYMEHTHI CO3Jal0TCs, 00padaThiBatoTcs U Xpanarcs B 111

5.2. DNeKTPOHHBIN JOKYMEHT JOJKEH ObITh O(hOopMIIEH MO OOLIMM MpaBUiIaM
JIeJI0NPOU3BOCTBA U UMETh PEKBU3UTHI, YCTaHOBJICHHbIE
JUTSl aHAJIOTUYHOTO JOKYMEHTa Ha OyMa)XHOM HOCHUTEJNE.

5.3.B  TeppuTOpHaIbHOM  KOMHMCCHM  HCIIOJNB3YIOTCS  AJIIEKTPOHHBIE
JOKYMEHTBI, a TakXe DJJEKTPOHHbIE 00pa3bl JOKYMEHTOB, IOJyYECHHbIE
B pe3yJIbTaTe CKaHUPOBAHUS JOKYMEHTOB Ha OyMa)XHOM HOCHUTEJIE U XpaHsILIUEeCs B
ITA.

5.4. lns moATBEp>KAEHUS NOMJIMHHOCTH TpH TMepefadye dJIEKTPOHHBIX
JOKYMEHTOB B JpYyrH€ TOCYJapCTBEHHBIE OpIaHbl, OpraHbl MyOJIMYHOU BIACTH
benepanbHoii Tepputopun «CHpUyC», OpraHbl MECTHOTO CaMOYIpaBJICHHUS,
OpraHu3alysIM M TpaXJaHaM JIOKYMEHTbI 3aBEpSAIOTCS 3JIEKTPOHHOM MOJIHUCHIO
JOJDKHOCTHOTO JIMIIA TEPPUTOPUATIBHONM KOMHCCHH, IMOINUCABLIErO JIOKYMEHT,
B cooTBeTCTBUU ¢ DenepanbHbiM 3akoHOM OT 06 ampenst 2011 roga Ne 63-D3
«O0 >JIEeKTPOHHOU TTOITHACH).

5.5.1lpu 00paboTke, pacCMOTPEHHUU, COIVIACOBAaHUU U TOANUCAHUU
ANEKTPOHHBIX JOKYMEHTOB B IIJ[ BO BHYTpeHHEM JOKYMEHTOOOOPOTE MOTYT
UCIIOJIb30BAaThCS  CIIOCOOBI  MOJATBEPXKIEHUS  JIEUCTBUH C  DIIEKTPOHHBIMHU
JOKyMEHTaMH, TpPU KOTOPBIX DJJIGKTPOHHAsS TIOJANUCH HE  HCHOJb3YyETCH.
WNnentuduxaus JOHKHOCTHOTO JIMIA MPOU3BOJIUTCS IO €ro Y4eTHOM 3alucu
B IIJ[ mmbGo MoOXeT WHCIoNb30BaThbCd MPOCTast dJICKTPOHHAs  IMOJIKUCH.

Taxxke IMpoCTad 3JCKTPOHHAA IMOAINNCHE MOXKCET MCIIOJb30BATLCA IIPU HAIIPABJIICHHUA



anekTpoHHbIX JokyMeHTOB B [IMK Poccuu, ®IUU npu MUK Poccuu, PIIOUT
npu [IUK Poccun, Cankr-IletepOyprckyto u30MpaTenbHYI0  KOMHCCHIO,
nu30uparenabHble Komuccun cyobekToB Poccuiickoit denepaiinu, TeppuTopraibHbIe
KOMUCCHH.

5.6. CoctaBnenue, oOpMIICHUE U COTJIACOBAHUE MPOEKTOB 3JIEKTPOHHBIX
JIOKYMEHTOB ~ OCYILIECTBJISIETCS IO OOIIMM TpaBujiaM JeJIONpPOU3BOJICTBA,
YCTaHOBJICHHBIM B OTHOIIIEHUHY aHAJIOTUYHBIX IOKYMEHTOB Ha OyMaKHOM HOCHTEJIE.

5.7. llepeyeHb NTOKYMEHTOB, CO3[1aBa€MbIX, XPAaHUMBIX M HCIOJIb3YEMBIX
UCKJIIOYUTEILHO B (oOpMe  DIIEKTPOHHBIX  JIOKYMEHTOB,  OIpEAesieTcs
HOMEHKJIATYpPOU JIe]I.

5.8.1lppueM w© oOTIpaBKa OJIEKTPOHHBIX JOKYMEHTOB OCYIIECTBISIOTCS
JOJDKHOCTHBIM  JIMIIOM, HMEIOIIUM JocTyn K padore c¢ IIJI, Takxke Moxer
OCYIIECTBIIITECS aBTOMATUUYECKas OTIPAaBKa JOKYMEHTOB, IMOANKUCAHHBIX ITPOCTON
anekTpoHHoM  moamuchkto  cpeacrBamu  [IJI B IIHUK  Poccumn, LU
npu I[IUK Poccun, PLHOUT npu UK Poccun, Cankr-IlerepOyprckyio
M30UpATENIbHYI0 KOMUCCHIO, M30HUpaTelibHble KOMHUCCUU CyOBbeKTOB Poccuiickoit
denepanuu, TEPPUTOPUATIEHBIE KOMUCCHUMU.

5.9.1lpu mnonydeHuH OIJEKTPOHHBIX JokymeHToB U3 I[IWK Poccuwn,
O mpu UK Poccuu, PLHIOUT npu LMK Poccum, Cankr-IletepOyprckoit
n30UpaTebHOM KOMHUCCHHU, HM30MpATENbHBIX KOMHUCCUN CyOBeKTOB Poccuiickoit
Qenepau, TEPPUTOPUAIBHBIX  KOMUCCHHM, NOANMCAHHBIX  JJIEKTPOHHOU
MOJIUCHIO, OCYILLIECTBISECTCS MMPOBEPKA JCUCTBUTEIBLHOCTU JIEKTPOHHON MOAIUCH
cpenctBamu [1]1.

5.10. [Ipu BKJIIOYEHHH OSJIEKTPOHHBIX JTO0KymMeHTOB B IIJ[ dopmupyrorcs
pPEruCTpallMOHHO-YUYE€THBIC JAHHBIC O JIOKYMEHTE, 00eCIeUnBalOIUe yIPaBICHHUE
JIOKYMEHTOM, B TOM YHCJIE €TO MTOUCK, JOCTYH K JOKYMEHTY, KOHTPOJIb, XpPAHEHUE U
ucrojb3oBanue (mpunoxenue Ne 7).

5.11.1lpu  mepemaye  MOCTYNUBIIUX  BJEKTPOHHBIX  JOKYMEHTOB
Ha pPACCMOTPEHUE, HANPABICHUU JJIEKTPOHHBIX JIOKYMEHTOB HWCHOJHUTEISM,
OTHPABKE U XPAHEHUU JJIEKTPOHHBIX JOKYMEHTOB BMECTE C HMMHU NEPEAAIOTCS

(HampaBIIAKOTCS, XPAHATCSA) UX PETUCTPALMOHHBIE TAHHBIE.



5.12. Eqununeit yyera 3J€KTPOHHOIO JTOKYMEHTa SIBJISIETCS AJIEKTPOHHBIN
JIOKYMEHT, 3aperucTpupoBaHubii B [1]1.

DNEeKTpOHHbIE JOKYMEHTBHI, HMEIOIIME NPWIOKEHUS, PETHCTPUPYIOTCS
Y YUUTBHIBAIOTCS KaK OJUH JIOKYMEHT.

5.13. DneKTpoHHbIE JOKYMEHTHl (OPMUPYIOTCS B Jieda B COOTBETCTBUU
C HOMEHKJIATYypOH J1€J1 TEPPUTOPUAIIBHON KOMHUCCUHN U MHAEKCUPYIOTCS B MOPSJIKE,
YCTAaHOBJIEHHOM B OTHOILEHUU JI€JI, COCTABJICHHBIX U3 JTOKYMEHTOB Ha OyMa)KHOM
HOCHTEJIE.

IIpn cocTaBiieHMM HOMEHKJIATYPBI J€J YKa3bIBAETCSA, YTO JEJIO0 BEHETCSA
B DJJIEKTPOHHOW (opMme, 4YTO OTMEYaeTcsi B 3arojioBKe Jeia wid B Trpade
«ITpumeuanuey», Hanpumep:

[ToctanoBnenust lLleHTpanbHON u30MpaTenbHOM Komuccuu Poccuiickoit
®enepannn. Konuu. DneKTpoHHBIE JOKYMEHTBHI.

5.14. DeKTpOHHBIE IOKYMEHTHI MTOCIIE UX UCIIOJHEHUS MOIJIEXKAT XPAHCHUIO
B YCTaHOBJICHHOM TIOpsSJIKE B  TEYEHUE CPOKOB, IIPELYyCMOTPEHHBIX
JUTSl aHAJIOTMYHBIX IOKYMEHTOB Ha OyMa)KHOM HOCHUTETIE.

5.15. MecTto XpaHeHUs DJJIEKTPOHHBIX JOKYMEHTOB N0 MX Iepeaadu
Ha apXMBHOE XpaHEHME, BHJI HOCHUTEJECH, Ha KOTOPBIX OHU XpaHATCA, (HOpMAaThI
UX TIOCTOSSHHOTO W JIOJTOBPEMEHHOTO XPAHEHMS OIPEAEISIIOTCS € YYETOM
UCITIOJIB3YEMBIX B TEPPUTOPHUAIIBEHON KOMUCCHH POTPAMMHO-TEXHUYECKUX CPEJICTB,
HOPMATHBHBIX AaKTOB W METOJMYECKHX JOKYMEHTOB PocapxuBa, ApXuUBHOIO
komuteTa Cankrt-IletepOypra.

5.16. DkcnepTH3a LEHHOCTH 3JIEKTPOHHBIX JOKYMEHTOB OCYIIECTBIISIETCS
B 00IleM MOpsSAKE, YCTAHOBJIEHHOM B OTHOILIEHWU JOKYMEHTOB Ha OyMa)XHOM
HOCUTETIE.

5.17. Ilocne ucreuenus Cpoka, yCTAHOBIEHHOTO ISl XPaHEHUSI SJIEKTPOHHBIX
Jen (27MEKTPOHHBIX  JTOKYMEHTOB), OHM  MOJJEXKAT  YHUYTOKECHUIO
C COCTaBJICHUEM aKTa YCTaHOBJIEHHOU (opmbl (mpuioxkenue Ne 16).

5.18. DJIeKTpOHHBIE JTOKYMEHTBI, NOJJIEXKAIINE IUTEIBHOMY XpPaHEHHUIO,
NEPEAIOTC Ha apXMBHOE XPAaHEHUE MO OMUCAM C OPOPMIIEHHEM aKTa IpHuemMa-

nepeaadun 3JICKTPOHHBIX TOKYMCHTOB Ha apXHMBHOC XpPAHCHHUC.



6. Oco0ennocTH padoTHI ¢ OOpalIEeHUIMH TPAKAAH.
Opranu3anus JUYHOTO PHeMAa TPaKIaH

6.1. Opranuzanust paboThl ¢ OOpalIeHUSIMU TpaxIaH OCYIIECTBIISIETCS
B COOTBETCTBUU C pazzaesiioM 2 MHCTpyKmuu ¢ y4eToM 0COOCHHOCTEH, YKa3aHHBIX
B JJAHHOM paszJielie.

6.2. O0patieHust B TEpPUTOPUATBHYIO KOMUCCHIO MOTYT OBITh HAMPABJICHBI B
NUChMEHHOHU (hopMe, a Takke B (popMe 3IEKTPOHHOTO JJOKYMEHTA.

6.3. O0Opamenne B (opmMe DBJIEKTPOHHOTO JOKYMEHTAa HaIpaBiseTcs
C HCIOJb30BaHWEM CTpaHMIbl oduiuuanbHoro caita Caskt-IleTepOyprekoi
n30upareabHON KoMHUCCUU B ceTH MIHTepHeT, npelHa3HaueHHON JIJIsl HalpaBJICHUS
oOpallleHuii B TEPPUTOPUAIBHYI0 KOMHUCCUIO (J1ajee — JIeKTpoHHas (dopma
oOpalieHuii).

HanpaBnenue  oOpamenuii B (QopMme  3JEKTPOHHOTO  JOKYMEHTa
B TEPPUTOPHATBHYIO KOMHUCCHIO OCYIIECTBIICTCS TIOCTIE MPOXOKICHUS 3asIBUTEIIEM
uAeHTUGUKAIINY U ayTeHTUDUKAIINH TTOCPECTBOM (DesiepanbHO rocy 1apCTBEHHOM
uHbpopMallMOHHOM  cuctembl  «EnuHas  cuctema  UJIEGHTU(QUKAUUU U
ayTeHTUQUKauuu B UHPpACTpyKType, obOecneunBaromed HHPOPMALMOHHO-
TEXHOJIOTMYECKOe B3aUMOICHCTBUE HH()OPMALIMOHHBIX CUCTEM, UCTIOIb3YEMBIX IS
MPEIOCTABICHUSI TOCYJAPCTBEHHBIX W MYHHUIIMNAIBHBIX YCIyr B DJIEKTPOHHOM
bopmey.

DnexTpoHHas ¢Gopma OoOpalleHH JOHKHA MperycMaTpuBaTh 3allOJHEHUE
ampeca DJIEKTPOHHOM TOYTHI, Ha KOTOPBIA MJOJDKEH OBITh HAIMpaBJIeH OTBET
Ha oOpalleHue, crenruaibHOro Mo ISl BBOJA TEKCTa OOpalIeHHs], COJIEPKaIIero
€ro CyTh, BO3MOXKHOCTh MPHUJIOKEHHS TOKYMEHTOB U MaTEpUajOB B 3JIEKTPOHHOM
dbopMe, MOATBEPKIAAFOIINX JOBOIBI OOPAIIICHUS, a TAK)KE MOXKET MPeyCMaTpHBATh
BO3MOXXKHOCTh ~ YKa3aHUSl JIOTIOJIHUTEIBbHBIX CBEICHUN, YTOUHSIONIMX CYTb
oOparieHus.

6.4. Conepxaiuecs B HalpaBJICHHBIX B (pOpME 3JIEKTPOHHOTO JTOKyMEHTa
oOpallleHUsIX CBEACHUS, a TaKKe TMpuiIaraeMble Marepuanbl (MpyU HaJIUYWN)

BBOJsATCA B [1]] 1160 B Ipyrue peructpaioHHo-y4eTHbie popmbl. BBox cBeneHui,



COJIEPKAIIUXCS B HATTPABJICHHBIX B ()OPME AIEKTPOHHOTO JOKYMEHTA OOpaIeHUsX,
npujaraéMpIX  MaTepuaJioB M HMX  PETUCTpAlUS  OCYIIECTBIISIFOTCS
HE TIO37HEe TpeX pabouyux JHEW CO THS HampaBleHUS OOpaIeHUs, a B MEPUOJ
MPOBENCHUSI  COOTBETCTBYIOIMX  M30MPATENbHBIX  KaMMaHWK, KaMmIaHWi
pedepeHayMa 1O BONpOcaM TMOATOTOBKM W TPOBEACHUS IJTHX BBIOOPOB,
pebepenayma 1o  oOpamieHWsM,  HalpaBJIE€HHBIM 1O  YCTAHOBJICHUS
TEPPUTOPUATBHON KOMHCCHEW HWTOTOB TOJIOCOBAHWS, OMPEACICHUS pPEe3ylIbTaTOB
BBIOOPOB, pedepeHIyMa — B JIeHb HalpaBJICHHUS OOpaimieHusi JTu00 HE TO3IHee
CIIEYIOIIEro pabovyero JHS B COOTBETCTBHUH C TpapuKoM pabOThI TEPPUTOPHATEHOM
KOMHUCCHUH, C YYE€TOM CPOKOB PACCMOTPEHHUS COOTBETCTBYIOIIUX OOpaIleHuH,
YCTaHOBJICHHBIX 3aKOHOJATEILCTBOM O BBIOOpax m pedepeHaymax. Perucrparus
oOpallieHuii, HaNpaBJICHHBIX B TEPPUTOpPUATIbHBIE KOMHUCCHU B  (dopme
AJIIEKTPOHHOTO JOKYMEHTa, MOKET OCYIIECTBIATHCS C HCHoib30BanueM [1]]
au00 C WCMOJB30BAHMEM JPYTUX PETHCTPAIMOHHO-Y4YeTHBIX ¢opM. Ilocie
OCYIIECTBJICHUSI YKa3aHHBIX JCUCTBUN OOpallleHWe CUMUTACTCS MOCTYIUBIINM
B TEPPUTOPHATBHYIO KOMHUCCHIO.

OOpamenrss B MUCBMEHHOW (hopMe, MOCTYNUBIINE B TEPPUTOPHATBHYIO
KOMHUCCUIO, PETUCTPHUPYIOTCS TpefcenaTesieM (CeKpeTapeM) TeppUTOPHAIbHON
KOMHCCUM WM  paOOTHUKOM  ammapaTra, OTBETCTBEHHBIM 3a  BEACHHE
JIEIONIPOU3BOICTBA ¢ ucmosib3oBaHueM I[IJ] nmmubo ¢ wucmoiab30BaHMEM APYTrUX
pPErUCTPAllMOHHO-YYETHBIX (OpM HE TO37HEE Tpex pabdouux JHEW Cco JHA
MOCTYIJICHUST OOpalIeHHus, a B TIEPUOA TPOBEICHHUS COOTBETCTBYIOIINX
n30UpaTeNbHBIX  KaMIaHWW, KaMIlaHUW pedepeHaymMa 10  YCTaHOBJICHHS
TEPPUTOPHATBHOH KOMHCCHEH WTOTOB TOJIOCOBAHUS, OMPEICICHHS pPEe3yJbTaTOB
BBIOOPOB, pedepeHaymMa — B JeHb TMOCTYIUICHHsI oOpaiieHuss JTub0 He TO3JIHee
CJIEIyIONEro pabodero MHS B COOTBETCTBHHM C TpaduKoM pabOThl KOMHUCCHH,
C YYETOM CPOKOB PaCCMOTPEHHUSI COOTBETCTBYIOIINX OOpPAICHUH, YCTAHOBIICHHBIX
3aKOHOJIATEIHLCTBOM O BBIOOpax u pedepeHymax.

OOpameHns, TOCTYNHUBIINE B TEPPUTOPHAIBHYIO KOMHCCHIO, MOTYT
PETUCTPUPOBATLCS B YCTAHOBJICHHBIE BHINIE CPOKH OTAEIHHO OT JIPYTHUX BHUIOB

JIOKYMEHTOB.



6.5. B cmydae peructparmuu obpamienus B I1J[, MODKHOCTHBIM JIHIIOM,
UMEIOLINM JocTyn K padote ¢ 1/, 3anonHst0Tca HEOOXOAUMBIE MO BO BKJIAJIKE
«O6pamenue» [1J] B 3aBucMMOCTH OT MMeIelcs WHGOPMALUU B OOpalieHUH
HE TO31Hee Tpex paboynx JAHEHW €O [JHSA PETUCTpaluu  OoOpalieHus
B TEPPUTOpPUATBHOM KOMHUCCMM M B TEYEHHE OJHOrO pabodero AHA cO MJHs
NOCTYIJIEHUs1 00palieHus IO BOIIPOCcaM MPOBOJAMMBIX U30MpPaTEIbHBIX KAMITAHUH.

6.6. [Ipy BCKpBITMM KOHBEPTOB, COJAEpPIKAIIMX OOpalIeHUs] B MUCbMEHHOU
dopMme, TmpoBepseTcss Haimuuume Bcex BiokeHHd. KoHBepT —00s3aTenbHO
COXPAaHSIETCH.

OO0parieHus B IMCbMEHHOM (popMe, CoJIeprKalie B aApECHON 4aCcTU IIOMETKY
«JImuyno»,  paccmarpuBaroTca B OOlIEM  MOpSAKE B COOTBETCTBHUHM
¢ UucTpykumei.

[Ipu  peructpauuu  TOBTOPHBIX  OOpalleHUH UM  NPUCBAUBAETCS
OUEpPEHOW PETUCTPALMOHHBIA HOMEpP, B PErUCTPAallMOHHO-YYETHON (opme
nemaercsi ormetka «lloBropHo», a mpum ucnons3oBanuu IIJ] ocymecrsusercs
ces3piBaHue ¢ PYK mno mnepBuuHbIM oOpamieHusM, npu HEOOXOJIUMOCTH
opopmiicHUST Ha OyMa)XHOM HOCHUTEJIE K OOpalleHUI0 MPUKIAIBIBAIOTCS
nonoopannbie PYK no nepBuyHBIM 00patiieHusm.

Ecnu oOparnienure nocTynusao oT KOJIJIEKTUBA TpaXaaH, TO MPU PErUCTPALIMH
B PETUCTPALMOHHO-YYeTHON (hopMe cTaBUTCS OTMETKA «KOIJIJIEKTUBHOEY.

6.7. IIpu ocymiecTBieHUU perucTpaiuu cpeacrsamu 1/ Ha mutieBoit ctopoHe
NEPBOT0 JIMCTa 3aPErMCTPUPOBAHHOTO JOKYMEHTa Ha OyMaKHOM HOCHUTENE, Kak
IIPaBUJIO, B IPABOM HMXKHEM YTy IPOCTABIISIETCS PETMCTPALMOHHBIN HOMED U J1aTa,
a TaK)Ke€ IITPUX-KOJ C YKa3aHUEM HaNMEHOBAHMS OpTaHU3aLUU.

Ecnu mpocTtaBineHne perucTpallMOHHOIO HOMEpPA 3aTPyAHSET MPOYTEHHUE
TEKCTa JOKYMEHTa, B TaKOM CJy4yae BXOJAIIMH HOMEpP NPOCTaBISAETCA
B CBOOOJHOM OT TEKCTa YIJIy Ha JIMIIEBOM CTOPOHE MEPBOrO JIUCTA JIOKYMEHTA,
a IITPUX-KOJI MTPOCTABIIAETCS PU HATUYUHA TEXHUYECKON BO3MOKHOCTH.

IIpr ocymecTBIEHMM PETUCTPALMU B APYTOM PErucTpalvoOHHO-YYETHOU

(dbopme perucTpalMoOHHbIN IITAMII, COCTOSIIIUN U3 MMOPSIAKOBOTO HOMEPa OOpaIeHHs



U JaThl PETUCTPALMU, CTaBUTCS, KaK MPaBWJIO, Ha TEPBOM JHCTE OOpaIleHHs B
IIPaBOM HM)KHEM YTJIy WM Ha CBOOOJHOM OT TEKCTa MECTE.

Hymepanusi mocTynuBIIMX OOpamieHUWd OCYIIECTBISIETCA B Ipeneax
KaJIEHJAPHOIO ro/1a.

6.8. 3apeructpupoBaHHble OOpallleHUs PACCMATPUBAIOTCS B COOTBETCTBUU
C IOPSAZIKOM, ONIPEAEICHHBIM pa3iesioM 2 MHCTpyKIuu.

6.9. O0paieHus, aJpecoBaHHbIE YJIEHAM TEPPUTOPUATIBHOW KOMHUCCHUH,
PErUCTPUPYIOTCS, JOKIAABIBAIOTCS W INEPEAAIOTCS B COOTBETCTBHM C IOPSAJIKOM,
YCTaHOBJICHHBIM MHCTpyKIMEN.

OOpamieHuss  pacCcMaTpuBAalOTCS B COOTBETCTBMM C  YKa3aHHUSIMHU
[0 UCIHOJIHEHHUIO JOKYyMEHTa TNpelacenareis TEepPUTOPHUATIBHOM KOMHCCHH
B IIOPSZIKE, YCTAHOBJIICHHOM 3aKOHOIATeNbcTBOM Poccuiickon @enepanum.

6.10. OOpamienus, copepKalinue BOIPOCHI, PEIICHUE KOTOPbIX HE OTHOCHUTCS
K KOMIIETEHIIMM TEPPUTOPUATBHOM KOMHCCHH, IOKJIAJBIBAIOTCS MNPEICEHATENIO
TEPPUTOPUAIIBHOM KOMHUCCHHM W IO €r0 YKa3aHUIO I10 MCIOJHEHHIO JTOKYMEHTa
B CpPOKH, YCTAaHOBJICHHBIE 3aKOHOJATEIhCTBOM O BbIOOpax M pedepeHaymax,
HaIpaBJIsIOTCd C  CONPOBOAMTENIBHBIM  MHCbMOM 332  €ro  MOJINUCHIO
B COOTBETCTBYIOIIMA OpraH WM COOTBETCTBYIOIIEMY JIOJDKHOCTHOMY JIMILY,
K KOMIIETEHIIMM KOTOPBIX OTHOCHUTCSI PEIIECHUE TIOCTABJIEHHBIX B OOpalleHUun
BOIPOCOB,  C  YBEJOMJIEHMEM  TpaxJaH,  HaIpaBUBIIMX  oOpalleHus,
0 Tepeaapecanuy oOpamieHui. B cOmpoBOAMTENIFHOM IHCHME OTrOBapUBACTCS
MOPSIJIOK HAIlpaBJIEHUSI OTBETA aBTOPY OOpaIlleHHUS.

Ecnu pemenne mnocTaBieHHBIX B OOpalleHUHM BOMPOCOB OTHOCUTCS
K KOMIETEHIIMM HECKOJIbKUX TOCYIapCTBEHHBIX OPraHoB, OpPraHOB MECTHOTO
CaMOYIIPABJIEHUSI WJIM COOTBETCTBYIOIIMX JIOJKHOCTHBIX JIMIL, KOMHUS OOpaIieHus
HaITpaBJISIETCS B COOTBETCTBYIOLIME OPTaHbl MM COOTBETCTBYIOINM JOKHOCTHBIM
JUIaM B CPOKHM, YCTaHOBJICHHbIE  3aKOHOJATENIbCTBOM O  BbIOOpax
u pedepeHIymax.

6.11. 3anpemaercs  HanpaBiATh ~ OOpalIEeHWE  HA  PACCMOTPEHUE
B FOCYJJapCTBEHHBIN OpPIraH, OpraH MECTHOTO CaMOYIIPABJICHUS UIIU JOJKHOCTHOMY

Uy, pemieHue wid - JedctBue  (Oe3meicTBHE)  KOTOPBIX — OOXKamyeTcs,



32 UCKIIFOUEHHUEM CITy4YaeB, YKa3aHHbIX B MyHKTE 6 cTatbu 75 PeaepanbHOro 3aKOHa
00 OCHOBHBIX TapaHTHUSAX U30MPATENbHBIX MPaB.

6.12. Eciu B COOTBETCTBUM C 3alpeTOM, yKa3aHHbIM B mojpaszaene 6.11
WHCTpyKlIMK, HEBO3MOXKHO  HANpaBUTh  OOpalleHHe Ha  PacCMOTpPEHHUE
B F'OCY/IApCTBEHHBIN OpraH, OpraH MECTHOI'O CaMOYIIPABJICHUS WU JOJKHOCTHOMY
JUIY, B KOMIIETEHLIUIO KOTOPBIX BXOJUT PELICHUE MOCTABJICHHBIX B OOpalllEHUU
BOIIPOCOB, OOpaIieHre BO3BpallaeTCsl TPaXJAaHUHY C Pa3bsiCHEHMEM €ro IpaBa
00anoBaTh COOTBETCTBYIOIIEE PEIICHUE U JEHCTBUE B YCTAHOBICHHOM IMOPSIIKE
B Cy/.

6.13. OOpaiienusi, TOCTYIHUBIIME B  TEPPUTOPUATBHYI0  KOMHCCHIO,
paccMaTpHUBAIOTCSI B CPOKH, YCTAHOBJIEHHBIE 3aKOHOJATENBCTBOM O BbIOOpax
U pedepeHayMax, C Y4eTOM OCOOEHHOCTEW, yKa3zaHHbIX B mojapazzenax 10.5
u 10.6 MucTpykumm.

Ecnu HeoO6XxoauMo poaSIuTh CPOK PACCMOTPEHUS OOpaIleHuU s, UCTIOTHUTEIb
HE II03[HEE YeM 3a OAWH JECHb JO MWCTEUYEHHs CpOKa MOATOTOBKM OTBETa
MPEACTABIIAET MpeaceaaTeNio 0O0ObsICHEHNE, M0 KaKOW MPUYMHE HEBO3MOXKHO AaTh
OTBET B YCTAHOBJIEHHBI CpOK. MakcuManbHOE MPOMJIEHHE CPOKA HCIIOIHEHUS
oOpallleHusi HE JOJDKHO TPEBbINIATh YCTAHOBJIIEHHBIX 3aKOHOM  CPOKOB
paccMOTpeHHUs 00paIieHusl.

3asiBUTENIO HANPABIIETCA YBEAOMIIEHUE O MPOJJIEHUN CPOKA paCCMOTPEHUS
€ro oOparicHusI.

OOpaieHus, Ha KOTOpbIE AAOTCSA MPOMEKYTOUHBIE OTBETHI, C KOHTPOJIS
HE CHUMAIOTCSL.

6.14.B cnaydyae mOCTyIUIEHHS B TEPPUTOPUAIBHYIO  KOMHUCCHIO
B YCTaHOBJICHHOM MOPSJIKE 3aIpoca rocyJapCTBEHHOr0 OpraHa, opraHa MECTHOTO
CaMOYNpaBJI€HUS WM JOJHDKHOCTHOIO JIMILA, paccMaTpUBaIOLIUX oOOpalleHue,
JIOKYMEHTbl W Marepuaybl, HEOOXOJIMMBbIE I PacCMOTpPEHHUs OOpauieHus,
MPEJICTABJISIOTCS B CPOK, YKa3aHHBIM B 3alIpPOCE WJIM MHOM CPOK, YCTAHOBJICHHBIN
JNENUCTBYIOIUM 3aKOHOIATEIbCTBOM.

6.15. B oOpaiiennu 10mKHBI ObITh YKa3aHbl (haMuIus, UMs, OTYECTBO (TIpH

HaJII/I‘-II/II/I) 3asBHUTCIIA (I[J'IH BaHBHTCHCﬁ, HC ABJIAIOIIHUXCSA (I)I/ISI/I‘-ICCKI/IMI/I Junamu, —



HauMeHoBaHue). B oOpamieHuun B mHCbMEHHON ¢opMe JO0KEH ObITh YyKa3aH
MOYTOBBIN aJipec, M0 KOTOPOMY JOJIKEH ObITh HampaBJIEH OTBET HAa OOpalleHue,
TaKKe€ JODKHBI  CONEP)KAThCS JUYHAS TOAMUCH 3asABUTENS WA JINIIA,
YIOJIHOMOYEHHOTO JIEWCTBOBATh OT €r0 MMEHH, M JaTa MOAMHCAHUS OOpaIeHus.
B oOpamennn B hopme 3IEKTPOHHOTO JOKYMEHTa JOJKEH OBITh YKa3aH aJipec
JIEKTPOHHON TIOYTHI, MO KOTOPOMY JOJDKEH OBITh HampaBlieH OTBET
Ha oOpaIleHue.

Ecin B oOpamenun He ykaszanbl (pamuius 3asaBUTeNs (s 3asBUTEINS,
HE SIBJISIOIIETOCS (PM3UYECKUM JIUIIOM, — HAUMEHOBAHUE) WIIH a/IpEC, IO KOTOPOMY
JOJDKEH OBITh HampaBJIeH OTBET Ha OOpallieHue, OTBET Ha Takoe oOpalleHue
HEe Jaercsa. Takoe oOpalieHHe CHUCBIBACTCS B JICNIO  IIpejacenareiieM
TEPPUTOPUATBHON KOMUCCHH.

Ecim B oOpameHun copepkarcs CBEIACHUS O TOJrOTaBIMBAEMOM,
COBEpPIIACMOM WJIA  COBEPIICHHOM TMPECTYyIUICHWH, a TakXke O JIHIIE,
€ro TOJrOTABJIMBAIONIEM, COBEPIIAIONIEM WM COBEPIIUBIIEM, OOpaIieHue
TIO/IJIC)KUT HATPABJICHUIO B TIPABOOXPAHUTEIILHBIC OPTaHBbl.

Ecmu Texer oOpamieHus He MOAAacTCs MPOUYTEHUIO WM HE ITO3BOJIACT
OMpEeNeNIUTh CYTh OOpalleHWs, OTBET Ha TaKoe OOpalleHue He JJdaeTcs,
0 YeM B TCUEHHE CEMH KaJICHIAPHBIX JHEH IMOcie AHS MOCTYIUICHUS OOpalieHUs
YBEJIOMIISIETCSI 3asBUTEIIb B Cydae, €CJIM B OOpallleHUH MOAMAIOTCS MPOUYTCHHUIO
dbamunus 3asBUTENs (VI 3asABUTEINS, HE SIBISIOMErocs (U3MUECKUM JIUIIOM, —
HAaUMCHOBAaHHWE) W aJI[peC, IO KOTOPOMY JOJDKEH OBITh HaIpaBiICH OTBET
Ha oOparieHue.

He sBasercs  oOpamieHneM  TEKCT, COACpIKAIIUN  IO3paBiICHHE,
c000JIC3HOBAHUE WITH OIICHKY JICSITCIIBHOCTH U HE COOTBETCTBYIOIIHI TPEOOBAHMSM,
npeabsaBisieMbiM DeiepanbHBIM 3aKOHOM 00 OCHOBHBIX TapaHTHSIX N30UpaTETbHBIX
npaB, ¥ TpeOOBaHUSAM K 3ampocy MHGOpMAIMH, MpeabsIBisseMbiM DenepaabHbIM
3akoHOM OT 9 depass 2009 roga Ne 8-d3 «O6 obecneyeHuM mOCTyma K
uHOpPMAITUU O JEATETHHOCTH TOCYMAPCTBEHHBIX OPTaHOB W OPTaHOB MECTHOTO

CaMOYIIPaBJICHUS.



6.16. OOpaiienusi, B  KOTOPBIX  COAEPKATCS  HELEH3ypHbIE  JIUOO
OCKOpOUTENbHBIE BBIPAKEHUS, YIrpO3bl KU3HHU, 3J0POBbI0 M HMYIIECTBY
JOJDKHOCTHOTO JIMIIA WM HWHBIX JIMI, OCTalTCs 0€3 OTBeTa MO CYIIECTBY
MOCTABJICHHBIX B HUX BOIIPOCOB, a 3asIBUTEISIM coobaercs
O HEJIOMYCTUMOCTH 3JI0YTIOTPEOICHUS TPABOM.

6.17. OGpaiienne, B KOTOPOM OOKaIyeTcsl Cy/le0HOE pelieHue, B TeUCHUE
CEMH KaJEHIApHBIX JOHEW CO JHS PErucTpalyyd BO3BpAIACTCS TPaXIaHUHY,
HaIlpaBUBILIEMY OOpallleHue, C Pa3bsICHEHUEM TMOpsAAKa O0XKaJIOBAHMS JAHHOTO
Cy1eOHOTO peIlICHHUS.

6.18. Ecnmu B oOpallleHun COAEpKHUTCS BONPOC, HA KOTOPBIM 3asBUTEIIO
HEOJHOKPAaTHO JAaBaJMChb NUCBMEHHBIE OTBETHI IO CYIIECTBY B CBA3M C paHee
HaIlpaBJIeHHbIMA OOpAIICHUSIMH, U MIPU 3TOM B OOpAILEHUN HE TPUBOMASTCS HOBBIE
JOBOJbI U OOCTOSITENBCTBA, TO MEPENUCKa MO0 JaHHOMY BOIIPOCY C 3asBUTEJIEM
MO>KET OBITh MPEKPAIEHA C YBEAOMIIEHUEM 00 3TOM 3asBUTEJIS.

Ecnu oT 3asBuTENs, ¢ KOTOPHIM TEpenucKa Oblia MpekpaiieHa, mocTymnaeT
ouepeHOe 00pallleHrue M0 TOMY K€ BONPOCY, TO MUCbMEHHBIN OTBET Ha HETO MOXKET
HE JaBaThCs, a caMO OOpallleHne HAIpaBJIsIeTCs B JEIO.

6.19. OOpaiienusi, HampaBJICHHbBIE B  TEPPUTOPUATBLHYIO  KOMHCCHIO
C HCHOJIb30BAaHUEM  DIIEKTPOHHOH (OpMBbI  OOpallleHuH, PpPETUCTPUPYIOTCA
U pacCMaTPHUBAIOTCA B YCTAaHOBJIIGHHOM mopsijake. OTBEThl Ha Takue OOpalleHHs
HAIpaBJISIOTCA B (POopMe DIEKTPOHHBIX JOKYMEHTOB, TOJIMMCAHHBIX JJICKTPOHHOM
NOJANKCHIO, MO0 B (OpME ANEKTPOHHBIX 00pa3oB AOKYMEHTOB B ¢opmare pdf
Mo  ajapecaM  DJJIGKTPOHHOM  MOYTHI,  yKa3aHHbIM B OOpalleHuwu.

OOpaieHus TrpaxkiaaH, MOCTYNHMBIIME Ha aApec JJIEKTPOHHOM IMOYTHI
TEPPUTOPUAIBHOM  KOMHUCCUHM, HE  PETUCTPUPYIOTCA B COOTBETCTBUU
c denepanbHbIM 3akoHOM OT 28 nmekabps 2024 roma Ne 547-03 «O BHeceHuU
u3MeHeHnil B @DenepaibHblii 3akoH «O MOpSAKE paccMOTpPeHUs OOpalieHUit
rpaxnaH Poccuiickon @enepanum.

OOpamenuss rpaxnaaH, MNOCTyNUBIIME B TEPPUTOPUATIBHYI0 KOMMCCHIO
n3 [IUK Poccun, peructpupyrorcs ¢ ucnoib3zoBanueM I oTaenbHO OT Apyrux

BHUJIOB NOKYMCHTOB.



6.20. B ciaywae ecnu 3ampammBaeMas uH(opmanus —omyOJIMKOBaHa
B CpeacTBax MaccoBoll uH(opmanuu 5ub0 pasmenieHa B ceTud VHTepHer,
TEPPUTOPHAIbHASL KOMUCCHS B OTBETE HA 3aIIPOC MOXKET OIPAaHUYUTHCS YKa3aHUEM
HA3BaHUA, JaThl BBIXOJAa U HOMEpPA CPEICTBa MacCOBOM MH(OpMAIMH, B KOTOPOM
OIMyOJIMKOBaHA 3ampaiiuBaemMasi MH(POpMalUsg CO CChUIKOW (aapec CTpaHMIIbI)
Ha HHPOPMAIIHIIO, pa3MEeIeHHYIO B ceTu IHTepHeT.

6.21. [Ipu perucrtpanuu oOpamenus B [IJI mo wuroram paccMoTpeHUs
oOpalieHusi JOJDKHOCTHBIMM JIMIIaMHU, OTBETCTBEHHBIMU 3a BBOJ M 0OpabOTKY
uHpopmanuu B [1]1, Bo Bkinaake «O0pamenue» [1]] 3anonusercsa nomne «lIpunsreie
MEpPBI», a TAK)KE€ BHOCATCA CBEICHHUS O PE3yJibTaTaX PacCMOTPEHHs OOpalieHus
B Onoke «Bompocel» B TeueHue Tpex paboyumx JHEH CO JHS PacCMOTPEHHS
oOpalieHusi 1 B T€YEHUE OJHOro padoyero IHA AJig OOpalleHHil Mo BOIpOcaM
IPOBOAUMBIX M30MpaTEeIbHBIX KaMIaHUI.

6.22. JInuHbI NpUEeM TpaXJaH MO BOMPOCAM, BXOJSIIMM B KOMIIETCHIIUIO
TEPPUTOPUAIIBHOM  KOMHUCCUM,  SIBJISIFOLIEHCS  TOCYIapCTBEHHBIM  OPIaHOM,
OCYUIECTBJISIETCS npenacenareaemM TEPPUTOPUATBHON KOMUCCHH,
N0 TpeIBapUTEIBHON 3amucu Mo rpaduKy, YTBEPKICHHOMY IIpejcenareaemM
TEPPUTOPHAIIBHON KOMUCCHUH U perucTpupyercs B JKypHaie ydera npueMa rpaxaas
(mpuioxenue Ne 8.1).

Nudpopmanus 0 NOpsIZIKE npuema IpaKJaaH pa3mMernaercs
Ha MHPOPMAIMOHHOM CTEHJIE TEPPUTOPUATBHON KOMUCCHH.

[To npuObITUM HaA JIMYHBIA NpUEM TpaKIaHUH MPEAbSIBISET JOKYMEHT,
YAOCTOBEPSIIOLINMI €r0 JINYHOCTD.

Benenne nuyHOro mnpuema TrpaxIaH MOXKET COMPOBOXKIATHCA AyJIUO-
Y BUJIC03AIMCHIO, O YEM IpakIaHe YBEIOMIISIOTCS 0 Havyaia npueMa.

6.23. Kpatkoe conmepkaHue yCTHOTO OOpaimieHus, AOHKHOCTh W (aMUIus
JUIA, OCYIIECTBIISIIONIETO MPHUEM, PElIeHUE, MPUHATOE MO YCTHOMY OOpaIlieHHUIO
3aHOCUTCSI B KAPTOUKY JIMYHOTO MpueMa rpaxaanuHa (mpuiosxxenue Ne 8.2).

B xozxe nuuHoro mpuema 3asBUTEIEM TaKKEe MOXKET ObITh I0JIaHO oOpalieHue
B NHUCbMEHHOW  (¢opme, Ha  KOTOpPO€  JaeTrcd IUCbMEHHBIH  OTBET

B CPOKH, YCTaHOBJICHHBIE JIJIsl PACCMOTPEHHS COOTBETCTBYIOLINX OOpaIlieHuH.



Ecnu oOcTosiTenscTBa, M3M0KEHHBIE B YCTHOM OOpallleHHH B XOJ€ JTMYHOTO
npueMa, TpeOylT MPOBEPKH, HAa Takoe OOpalleHHe AAaeTcsd MUCbMEHHBIA OTBET
B CPOKH, YCTaHOBJICHHBIE JIJIsl PACCMOTPEHUSI COOTBETCTBYIOIIMX OOpaICHUIA.

B xozie TM4HOrO npuemMa 3asBUTENI0 MOXKET ObITh OTKA3aHO B JaJbHEHIIEM
paccMOTpeHMH oOOpallleHusl, €cld €My paHee OblUl JaH OTBET IO CYLIECTBY
MOCTABJICHHBIX B 00OpaIlEeHUH BOIPOCOB.

B ciyuae rpy0oro, arpeccCUBHOTO ITOBEACHUS 3asIBUTEIIS IPUEM MOKET OBITh
npekpamieH. [Ipy HeoOXoauMocTH MOXKET OBITh BbI3BAH COTPYJHUK OXPAHBI
WIM TPAaBOOXPAHUTENbHBIX OpraHoB. HMHdpopmaims o mnoBeneHHH 3asiBUTENS
OTpa)XaeTcs B KypHaJe yJyera.

6.24. [lepenanHble Ha JUYHOM IpUeMe OOpalleHus B MUCbMEHHOW (opme
PETHCTPUPYIOTCS M PACCMATPUBAIOTCS B YCTAHOBJIEHHOM JJIi COOTBETCTBYIOIIMX

oOpalleHui MmopsaKe.

7. Oco0eHHOCTH PadOThI C JOKYMEHTAMHU, COACPKALIUMH CJIYKEOHYI0
HH(OPMALHMIO OTPAHNYEHHOTO PACTIPOCTPAHEHUS
(c mometkoi «/lyist ¢ci1y:ke0HOT0 MOJIB30BAHUS)

7.1. OcobeHHoCTH PabOTHI C JOKYMEHTaMH, COJIEPXKAIIMMH CITY>KEOHYIO
UH(OPMAITUIO OTPAHUYCHHOTO PACIIPOCTPAHCHUS.

7.1.1. K cmyxeOHOU wuHGOpPMAIIMK OTPAHUYCHHOTO PaACHpPOCTPAHEHUS
OTHOCUTCS HECEKpeTHas WH(OpMalns, HE3aBUCHMO OT BHJA €€ HOCUTE,
OTpaHUYCHHMsSI HAa pPaCHpOCTpaHEHHUE KOTOPOW JUKTYIOTCS €€  CIy)KeOHOM
HEOOXOIMMOCTBIO.

7.1.2. HeobXxoquMoCTh ~ TIPOCTaBJICHUs] MOMETKU  «JlJist  ciry’eOHOTo
nonb3oBaHus» (nanee — «JICI») Ha JOOKyMEHTaX W U3JIaHUSX, COAEpKallNX
CIIyeOHYI0 HH(POpPMAIMI0O OTPAHUYECHHOTO PACHPOCTPAHEHUS, OIPEACISICTCS
npejacenareaemM TEPPHUTOPHATBHOU KOMHCCHH, TIOIMTACHIBAFOIIIAM
WM YTBEPKIAIONTUM JOKYMEHT.

JIOJKHOCTHBIE JIMIIA, MPUHSBIIME pEIIeHHEe 00 OTHECEHUHU CIIyKEOHOU
uH(pOpMAaIUHU K pa3psy OrPaHUYEHHOTO PACPOCTPAHEHUs], HECYT MEPCOHATBHYIO

OTBETCTBEHHOCTH 32 000CHOBAHHOCTH IMPUHATOTO PCIICHUA.



7.1.3. ITometka «ICII» u HOMEp 3K3eMIUIsipa NPOCTABISAIOTCS B MPaBOM
BEpXHEM YUy TIEPBOM CTpaHUIBI JIOKyMEHTa (B cliydae HEOOXOIUMOCTH —
U €ro TMPOEKTa), COACPKAIIEro CIyXeOHyI0 HWH(POpPMAIMI0O OTPaHUICHHOTO
pacnpocTpaHeHHs, Ha 00JIOKKE U TUTYJIHLHOM JINCTE U3/IaHWA, a TAKKE HA MEPBOM
CTpPaHULIE COMPOBOJUTEIBHOIO MUChbMAa K TaKUM JOKyMmMeHTaM. lIpu moaroroBke
nokymenTa cpeactsamu I1/] momerka «JICII» mpoctaBisieTcss Ha 3JIEKTPOHHOM
mabsoHe OJaHKa IOKyMEHTA.

7.1.4. PaboTa ¢ JOKyMEHTaMH, COAEpKAIIUMHU CIYKEOHYI0 HH(MOpMAIUIO
OTPAaHUYECHHOT'O PACIpPOCTPAHEHUs, B TOM YHUCJIE UX MPHUEM, YUET (peructparius),
OCYIIECTBISIETCS B IIOPSAJKE, YCTAHOBICHHOM JUJII HECEKPETHBIX JOKYMEHTOB,
C y4yeToM OCOOEHHOCTEH, H3J0KEHHBIX B Hacrosuiem paszaene. llpu stom
K PETUCTPAllUOHHOMY HOMEpPY TOKyMeHTa go0asisieTcs noMmerka «JCID».

7.1.5. Hokymentsl ¢ nometkoir «JICID» peructpupyrorcsi (YUYUTHIBAIOTCA)
BMECTE€ C APYTHMMHU HECEKPETHBIMHU JIOKYMEHTaMH. B perucrpannroHHO-y4E€THOU
dbopme nipousBoauTes 3anmuch «JJCIDy».

7.1.6. CkaHupoBaHue, KONUPOBAaHHE  (THPAXXKUPOBAHHE)  JIOKYMEHTOB
¢ nometkoi «/[CII», a Takke pa3MenieHre ux Mpu ocyliecTBiIeHnn padboTel B 11/]
MIPOU3BOIUTCS TIpencenaresaemM (CeKkperapeM) TEppUTOPUATbHON KOMHUCCHH JIOO
pabOTHUKOM  amnmapara, OTBETCTBEHHbIM 3a BEJEHUE JEJIONPOU3BOJICTBA
C MX NHMCBMEHHOIO pPAa3pelleHUs, MPU 3TOM OCYLIECTBISIETCA YYeT KaXI0Io
DK3EMIUISIPA YKa3aHHBIX JOKYMEHTOB.

7.1.7. loxkymenTsl ¢ mometkoi «J{CII» Ha OyMa)kHOM HOCUTEIIE TIepeatoTCs
noA noanuck. [Ipu HanpaBnenun qokyMeHToB ¢ momeTko «JICID» cpenctBamu I1/]
B PYK MPOCTABIIACTCSA COOTBETCTBYIOLIAMN YPOBEHb JIOCTyIa
K JIOKYMEHTY.

7.1.8. Jokymentsl ¢ mometkoil «J[CII» HampaBisitoTCsi B APYyrue OpraHbl
W opraHusanuu opraHamu ¢enepaibHON  (QeabIberepckoil  CBs3M, CIyKO00M
CHEIUATBHON CBSI3H JIMOO HApouHBIM. [Ipn HampaBiIeHUN JOKYMEHTOB C TTOMETKOMN
«ICIl» cpencrBamu 1] B LMK Poccun, @I npu LUK Poccuu, PIIOUT
npu [HUK Poccuu, Cankr-IlerepOyprckyto u30upaTenbHy0  KOMHCCHIO,

u3buparenabHble Komuccun cyobekToB Poccuiickoit denepanuu, TeppuTopraibHbIe



komuccnn B PYK mpocraBisiercss COOTBETCTBYHOIIMU YPOBEHBb JOCTyHa K
JOKYMEHTY. 3ampeliaercs InepenaBaTh HOKyMeHTbl ¢ nomerkod «ICID» mo
HE3aIUIIEHHBIM KaHaJIaM KOMITbIOTEPHO-MOJAEMHON U (DAKCUMUIIBHOM CBSI3H.

Hokxymentsl ¢ nometrkoil «JICID» paccbuiaroTCsi HECKOJIBKHM ajpecaram
COTJIACHO CIIUCKY pAacChUIKM, B KOTOPOM HANpOTHUB KaXIOTo ajpecara
MPOCTABIISECTCSI HOMEP AK3EMILIAPA OTIPABIAEMOTO JOKyMeHTa. CHCOK PacChUIKU
MOANMCHIBAETCS MPEICENATENIEM TEPPUTOPHUATBHON KOMHUCCHHU.

7.1.9. Ucionnennsle aokymeHThl ¢ mnometrkoi «JICI» dopmupyrorcs
B JleJla, B TOM YHCJII€ BJEKTPOHHBIC, B COOTBETCTBUM C HOMEHKJIATYpOH JEl.
JIOKyMEHTBl TpYyNmUpYyrOTCS B Jejla BMECTE€ C JPYIUMH HECEKPETHBIMHU
JOKYMEHTaMu TI0 OJHOMY M ToMmy ke Bompocy. I[Ipu dopmupoBanum nena
Ha OyMa)XHOM HOCHUTEJE€ B NPaBOM BEPXHEM YTy OOJOXKKH Jeja, B KOTOPOe
MOMEIIEHBI TAKHE TOKYMEHTHI, MpocTaBiisieTcs: mometka «JCIDy».

7.1.10. Hokymentsl ¢ nomeTkoi «J{CII» Ha OymMa)kHOM HOCHTEJIE XPaHATCS B
3aKpBIBAIOIIMXCS MIKAa(ax.

7.1.11. YHu4uTOXKEHUE I€N, NOKYMEHTOB W u3AaHui ¢ noMeTkou «J(CID»,
YTPAaTUBIIMX CBO€ IMPAKTHYECKOE 3HAYCHUE M HE HMEIOMMNX HCTOPUYECKOU
U HAay4dyHOW IIEHHOCTH, TIPOU3BOJUTCA TO aKTy YCTAaHOBIEHHOW (OpMBI
C YKa3aHUEM HOMEPOB AK3eMIUIIpOB (mpuiioskeHue Ne 16).

7.1.12. Pemienne o cusatun nometkn «JCID» ¢ nokyMeHTa mHpuUHUMAET
JIOJKHOCTHOE JIALIO, IMOANMUCABIIEE UM YTBEPAUBIIEE TOKYMEHT.

Cusatue nometku «JICII» ¢ mpuciaHHOrO B TEPPUTOPUAIBHYIO KOMHUCCHIO
JIOKyMEHTA MOKET OBITh IPOU3BEACHO TOJBKO MO COTJIACOBAHUIO C OpPTaHHU3AIMEH,
HalpaBUBLIEH JOKYMEHT.

Cusatue nometrku «/ICID» ¢ OOKymMeHTa TPOU3BOAUTCS NPEACEIATEIIEM
(cexpeTapeM) TEPPUTOPHAIBHOW KOMHCCHHM JIMOO paOOTHUKOM arrapara,
OTBETCTBEHHBIM 3a BEJICHUE JACJIONPOU3BOJACTBA HAa OCHOBAHWHU IHCHBMEHHOTO
yKa3aHus JOJDKHOCTHOTO JIMLA, IPUHABLIETO Takoe peueHue. [Ipu casatun nomerku
«J1CII» Ha JOKYMEHTAaXx, Jeax 1503051 U30AHUAX, a TaKXKe

B PETUCTPALMOHHO-YYETHOU (DOpME JIeNIal0TCsl COOTBETCTBYIOLIUE OTMETKHU.



O cusatun nometku «JICIT» yBemomisiloTCs BC€ aapecaThl, KOTOPHIM
JIOKYMEHT HampaBJsUIcs, TMO0 opraHu3aliys, ero HalpaBUBIIIas.

7.1.13. B cityuae yTpaThl Jiell, JOKYMEHTOB WK W3AaHui ¢ moMeTkoi «J{CIT»
ar00 pasriamieHus coiepiKamieiicss B HUX WH(pOpMaIid Ha3HAYaeTCs CIyKeOHas
MpOBEpPKAa, O  pe3yibTaTax  KOTOPOM  JOKJIAAbIBACTCS  IPEACEAATENIO
TEPPUTOPUAITBHON KOMUCCHH.

OG0 yTpare nen, JOKyMeHTOB M u3fgaHuil ¢ nmometkon «JICII» coctaBnseTcs
aKT, HA OCHOBAHUM KOTOPOTO NIEJIAIOTCS COOTBETCTBYIOIIME OTMETKH B YUETHBIX
dbopmax.

8. IToaroroBka, opopmiieHHne, BBINYCK, Y4€T JOKYMEHTOB,
paccMaTpHUBaeMbIX HA 3aCeIaHUAAX TEPPUTOPHATBHON KOMUCCHH

8.1. ®opMHpOBAHUE MPOEKTA MOBECTKH [HA 3acEaHUs TEPPUTOPUAIBHOU
KOMHCCHHU.

8.1.1. [IpoekT moOBECTKM [HS 3aceNaHusl TEPPUTOPUAIBHOM KOMUCCHH
dbopmupyeTcsi 3a0JaroBpeMEHHO Ha OCHOBAaHWM IIJIAHOB PaOOTHl W PEIICHHI
TEPPUTOPUAIBHOM KOMHUCCUM (Jajiee — pellieHUid), MOpPYYEeHUM mpeaceaaresns
TEPPUTOPUATHLHON KOMUCCHUHU, TOCTYTUBIIUX JIOKYMEHTOB U, ITOCJIE COTJIACOBAHUSI C
npeaceqaTe’IeM TEPPUTOPUAIBHOW KOMHCCUU  TOAMNMUCHIBAETCS  CEKpeTapeM
TEPPUTOPUAITBHON KOMUCCHH.

Takxe MPOEKT MOBECTKU JHS 3aCEIaHUs TEPPUTOPUATBHON KOMUCCUU MOKET
dbopMHpoBaTECS U COTIACOBBIBAaThCS cpenacTtBamu [IJ[ u mocne cormacoBaHus
npejacenareieM TEepPUTOPUATIBHOM KOMMCCHHM  COTJIACOBBIBAETCA CEKpETapeM
TEPPUTOPUATBHON KOMUCCHUH JIJIs1 BBIHECEHUS Ha 3aceaHue.

8.1.2. UsieHbl TEPPUTOPUATILHOM KOMHUCCHHM BIpaBe MPEIJIOKUTh BHECTH
B TMOBECTKY [IHSI 3acelIaHusl BOIIPOCHI, HE MPEAYCMOTPEHHbIC IJIAaHAMHU PabOTHI
U PEHICHUSIMH  TEPPUTOPUATBHOM  KOMHUCCHHM, TPU  YCIOBUU  HaJIUYUS
MOATOTOBJICHHBIX TI0 3TOMY BOIIPOCY JIOKYMEHTOB.

JlaHHBIE BOMNPOCHl BKJIIOYAKOTCS B MPOEKT TMOBECTKU [HA 3acelaHus
TePPUTOPUAIBPHOW  KOMHUCCHM  TPU  TUCBMEHHOM  OOpameHuu  4jieHa
TEPPUTOPUAIBHON KOMHMCCUHM, IO HHUIMATHUBE KOTOPOTO BOMNPOC BBIHOCUTCS

Ha 3aceJaHue, Ha UMs Ipeacenareis TEPPUTOPUATIbHOM KOMHUCCHH, B KOTOPOM



YKa3bIBaIOTCA HAWMMEHOBAHHWE BOIPOCA, AOKIAAYMK M Jara Iepeladd IMpPOEeKTa
pELIEHUs] B COOTBETCTBUU C NYHKTOM 8.2 M MaTepuajoB K HEMY CEKpPETapIo
TEPPUTOPUAITBHON KOMUCCHH.

8.1.3. CornacoBaHHbIil C mHOpeacenaTeNieM TEPPUTOPUATIBHON KOMUCCUU
Y TIOJINTMCAaHHBIN (cortacoBaHHbIN cpeacTBamu I1]]) cekperapem TeppuToprUanibHON
KOMUCCHM TPOEKT IOBECTKM JHS 3acElaHus TEPPUTOPUAIBHON KOMHCCHUU
TUPAXKUPYETCS ISl PACCHUIKH WICHAM TEPPUTOPUATIBHON KOMHUCCHUHU.

[IpoekT nmoBecTKM AHSA 3acCE€laHKs TEPPUTOPUATBHON KOMUCCHN Pa3MENIAETCs
Ha opuIaIbHOM caire TEPPUTOPHUATBHOU KOMUCCHUU
B UMHpopManmoHHO-TENEKOMMYHHUKAIIMOHHOM cetn  VHTEepHeT B  CpOKW,
YCTaHOBJICHHbIE PermaMeHToM TeppUTOpUATBEHON KOMUCCHH, & TAKKE MOXKET OBITh
pa30CilaH 4jeHaM TEPPUTOPUATIBHON KOMHCCUH HA YKa3aHHBIE UMH DJICKTPOHHBIC
IIOYTOBBIE aJpeca.

8.2. [logrotoBka MOKYMEHTOB MO BONpPOCAaM, BKJIIOYECHHBIM B MPOEKT
MOBECTKH JTHS 3aCE€IaHNsI TEPPUTOPUATIBHON KOMUCCHUU.

8.2.1. JIokyMeHTBI IO BOIIPOCaM, BKJIFOYEHHBIM B IPOEKT MOBECTKU JIHS
3acellaHds TEPPUTOPUAIBHOM KOMHUCCHUH, TOTOBSATCA pabO4YMMM  TpyIIaMu
TEPPUTOPHATIBHON KOMUCCHH, npeacenaTenemM (cekperapem),
aMb0 MO WX TOPYYEHHID HWHBIMU WIEHAMH TEPPUTOPUATIBHOM KOMUCCHUH,
33 KOTOPBIMH 3aKpEIUIEHbl COOTBETCTBYIOIIME HANPABICHUS JEATEIBHOCTH,
C IpHUBJIEYEHHEM, B CclIydyae HEOOXOJMMOCTH, pabOTHHUKOB ammapara
TEPPUTOPUATBHON KOMUCCHUU U JAPYTUX CHEIUAIUCTOB (JOKYMEHTBI IO BOIIPOCAM,
BKJIFOYEHHBIM B IPOEKT IMOBECTKH JHS 3aCElaHus TEPPUTOPUATIBHON KOMHUCCHUH,
MOTYT TOTOBUTBLCS U COTJIACOBBIBAThHCSA cpeactBamu [1]1).

8.2.2. IlpencraBnsieMble K PaCCMOTPEHUIO JTIOKYMEHTBI JOJKHBI BKIIKOYATh
O3arjaBJCHHbII MPOEKT pELIEHUS C MNPUOOIIEHHBIMA K HEMY IOJJIMHHUKAMH
JOKYMEHTOB (B TOM 4YHCJ€ pacleyaTaHHbIMU  KONHUAMH  JOKYMEHTOB,
NOCTYNUBIIMX/TMIOATOTOBICHHBIX B JJIGKTPOHHOM  BHJE),  MOCITY>KUBIIMX
OCHOBAaHHMEM [UIl PACCMOTPEHHUS BONPOCA HA 3aCeAaHUM TEPPUTOPHUAIBHOU

KOMHUCCHHU, 0o IMPOCKT IIHMCbMA, IIOJJICKAIICTO COIIaCOBAHWIO Ha 3aCCIaHHHU



TEPPUTOPUAIBHOM KOMHUCCHH, NPU HEOOXOJUMOCTH — MOSICHUTEIbHYIO 3aIHCKY
10 pacCMaTpUBaeMOMY BOIIPOCY.

8.2.3. [IpoeKThl TOKYMEHTOB (BKJIIOYAs MPUIIOKEHUS), IPECTABIISIEMBIE IS
pacCMOTpEHHs Ha 3acelJaHud TEPPUTOPUATIBHOM KOMHUCCHH, BU3BHPYIOTCA
UCIIOJIHUTEJIEM M WICHOM TEPPUTOPUAIBHOM KOMMCCUM, OTBETCTBEHHBIM
3a MOATOTOBKY IOKYMEHTa, Kak Ha OyMa)KHOM HOCHUTEJIE, TaK U B JJIEKTPOHHOM BH/IE
cpencramu [1/1.

[IpoekTbl OKyMEHTOB (BKJIIOYas MPHIOKEHHS), COAEpPIKAIIME BOIPOCHI
(¢uHaHCcHUpoBaHUs BEIOOPOB (pedepeHnyMoB), (prHAHCOBOTO 0OECTeueHUs TEKy e
NESATEIIbHOCTH TEPPUTOPUATIEHOM KOMUCCHHU, B 00s13aTEIbHOM MOPSIKE BU3UPYIOTCS
[JIABHBIM OyXralaTepoM TEPPUTOPUATIEHON KOMHUCCHUU.

Busbl 1npocTaBisOTCS B KOHIIE TEKCTa IMPOEKTa peleHus Jubo
Ha OOOpPOTHOM CTOpPOHE HOCIEAHEr0 JHUCTa MPOEKTa JOKyMEHTa (BKJIIOYas
NPWIOKEHUSI) TO YCTaHOBIEHHON ¢opme (mpumoxxkenue Ne 9). Kaxnaplid smct
IIPWIOKEHUS BU3UPYETCS UCIIONHUTENIEM. Br3a nmpocTaBiiieTcsi B IpaBOM HUKHEM
yIJIy Ha CBOOOJHOM MOJI€ CTPAHUIIBI TTOCIE TEKCTa JINOO0 HA 0OOPOTHOM CTOpPOHE.

IIpr MOATOTOBKE M COTIACOBAHHUM IMPOEKTOB TOKYMEHTOB cpencrBamMu I1/]
JMCT COTJIACOBAHUS pacleydaThIBacTCs U MPUOOIIaeTcs K MOUIMHHUKY TOKYMEHTA.
[Ipy HeoOXoAMMOCTH TOJYYEHHsS] BH3bl JODKHOCTHOTO JIMLA Ha JIMCTE
COIJIACOBAHUA JIOKYMEHTA, MOJATOTOBJIEHHOTO cpencTBamMu I/,
OH pacIieyaThIBaECTCs, EPENAETCI BMECTE C IPOEKTOM JIOKYMEHTA HA BU3UPOBAHUE
COOTBETCTBYIOIIEMY JAOJKHOCTHOMY JIUILY.

8.2.4. UcnionnuTenp 00ecreynBaeT KOMIUIEKTHOCTh BCEX JOKYMEHTOB,
0003HAaYEHHBIX KaK B MIPOEKTE PELICHUS, TaK U B MIPUIOKEHUAX K HEMY.

8.2.5. Ilocne mpocMoTpa, a B HEOOXOAMMBIX CIydasiX — BHECEHUS MOIMPABOK,
CeKpeTaph TEPPUTOPUATILHOM KOMUCCUU Ha MOATOTOBIECHHBIX U 0(OPMIICHHBIX IS
paccCMOTpEeHMs] Ha 3acelaHMU TMPOEKTaX JIOKYMEHTOB JIeJlaeT  OTMETKY
«Ha 3acenanue», cTaBUT MOANKCH U JaTy (MpocTaBiseT oTMeTKy «Ha 3acenanue»
cpeactBamu I1J]) m mepenaer (HampasnisieT cpeactBamu [1/]) Bech KOMILIEKT
JOKYMEHTOB JUIsl THUPAXUPOBAaHUS paOOTHUKY anmnapara, OTBETCTBEHHOMY

34 BCIACHHUC ACJIOIPONU3BOJCTBA.



8.2.6. JIokyMeHTHI K 3acelaHHI0 MOTYT HAIpPaBIATHCA MO MPOCHOE UYJICHOB
TEPPUTOPUATBHON KOMHCCHM HAa YKa3aHHbIE UMU AJIEKTPOHHBIE TIOYTOBBIE ajipeca
W/WIA TIepeaBaThCs UM TEpe]] HayaloM 3acelaHus, a JIMIaM, MPUTIIAIICHHBIM
Ha 3acejaHue, MaTepHalIbl 110 BOIPOCY, HAa KOTOPBINA OHU MPUTJIALLIEHBI, IEPEIAFOTCS
nepei HayajaoM 3ace/laHusl.

[Tanku ¢ JOKyMEHTaMH, MOJJIEKAIIUMH PACCMOTPEHUIO B COOTBETCTBHH
C MPOEKTOM MOBECTKH JIHS 3aCEIaHUsl TEPPUTOPUATBHON KOMUCCUU, KOMIUIEKTYET
U pa3gaeT 4WieHaM TEPPUTOPUAIbHOW KOMMCCHM Tepe]l HayaloM 3acelaHus
pabOTHUK ammapara, OTBETCTBEHHbIN 3a BEJICHUE JIETONPOU3BOJICTBRA.

8.2.7. Ilepen HauanmoMm 3acenaHus paOOTHHK armapara, OTBETCTBEHHBIN
3a BEJCHHUE JEJONPOM3BOACTBA, JUOO CEKpEeTapbh TEPPUTOPUATBHOM KOMHUCCHUH,
PETHCTPUPYIOT WICHOB TEPPUTOPUATILHON KOMUCCHUHU C TPABOM PEILAIOIIETO TOJI0ca,
MPUCYTCTBYIOIIUX HA 3aCEaHUM W TPUTJIAIICHHBIX HA 3acellaHue JIMIl, CIUCOK
KOTOPBIX NPEJCTABISAECTCA MPEACEAATENI0 TEPPUTOPHATIBHON KOMUCCHH.

8.2.8. Ha 3acemaHum TeppuUTOpPUATIBHON KOMHCCHUU BEIETCS MPOTOKOI
U MOKET MPOM3ZBOAUTHCA ayauO3amuch (BUAECO3alKCh). B cilydae mpou3BojCTBa
ayJIMo- WU BUJEO3AMHICH YIEHBI TEPPUTOPUATHHON KOMHUCCHUU W TPUTIIAIICHHbIC
YBEJOMIISIFOTCSI 00 9TOM 110 OOBSIBIICHUSI TOBECTKU JTHS 3aCEIaHUS.

8.3. BhITyCK TOKYMEHTOB, PACCMOTPEHHBIX Ha 3aCENAHUU TEPPUTOPHUATIBHON
KOMUCCHH.

8.3.1. JIoKkyMeHTBI, pPACCMOTPEHHBIE HAa 3aC€JaHUU TEPPUTOPUAIBHON
KOMHUCCHH B CTy4dae, €CiIu B XOJI€ 3aCeJaHusl BHOCUIIMCh U3MEHEHHS], IOJKHBI ObITh
0pabOTaHbl, a 3aTE€M MOANMMCAHBI, 3aPETUCTPUPOBAHBI U PA30CIIAHBI.

8.3.2. Cpok nopabOTKU JOKYMEHTOB HE JOJDKEH MPEBBIIATH TPEX pabouux
JTHEH 1ocTie THs 3acelaHus, €ClIM MHOM CPOK He orpeelieH (eaepalbHbIM 3aKOHOM
u/umu 3akoHoM Cankt-IleTepOypra, periaMeHTOM TEpPPUTOPUATIELHON KOMHUCCUU
WJIM HE OTOBOPEH Ha 3aceJaHuMu.

8.3.3.1lpu nmopaboTKe MOKYMEHTa WCIOJHUTEIh BHOCHUT B TEKCT
COrJIacCOBaHHBbIE B XOJ€ 3acelJaHus u3MeHeHus. B ciydae mnpuHITHS

TEPPUTOPUAIBHOM  KOMHUCCHEH  pelieHuss O  HEOOXOJUMOCTH  KOHTPOJIS



3a BBINOJIHEHUEM PEUIEHUsS €r0 TEKCT JOIOJHAETCS IIYHKTOM, B KOTOPOM
HA3HAYaIOTCH JINLA, OTBETCTBEHHBIE 33 UCIIOJHEHHUE.

8.3.4. JIoKyMeHT, TOJICKAIUN MOJAMUCAHUIO (BKJIIOYAsT TPUIOKEHHUS),
MOJTOTOBJICHHBI HAa OyMa)XHOM HOCHUTENe, BHU3HUPYETCA HCIOIHUTEIIEM,
OTBETCTBEHHBIM 32 €0 ITOATOTOBKY.

JIOKyMEHTBI (BKITIOUAs PUIOKEHUS), COZAEpIKAILINE BOIIPOCHI
(¢uHaHCHpPOBaHUS BBIOOPOB, (PMHAHCOBOIO OOECHEUYEHUs TEKYLIEH NeATEIbHOCTH
TEPPUTOPUAIBHON KOMHUCCHUM, B 00S3aTEIbHOM MOPSAKE BU3UPYIOTCS TJIaBHBIM
OyXrajJTepoM TePPUTOPUATBHON KOMHCCHH.

JIOKYMEHT, TNOJUIeKalluil  NoAmucaHuio  (BKJIOYas  MPUIIOKEHHUS),
corjacoBaHHbll cpenctBamu [1J w mpuHATBHIA 0e3 M3MEHEHUN Ha 3aceaHuu
KOMHUCCHH, pacreyaTbIBa€TCsl HA COOTBETCTBYIOIIEM OJIaHKE, K HEMY MPUOOIIAETCS
JIMCT COIVIACOBAHUsA, 3aTE€M IOKYMEHT IIPEACTAaBIACTCS Ha IOANUCH CEKPETapro
U IIPEACENATENIO TEPPUTOPUAIBHON KOMUCCHH.

JlopaboTKa M COTJIacOBaHHE JOKYMEHTOB, PaCCMOTPEHHBIX HA 3aceJaHUU
KOMMCCHUH, MOXKET OCYILECTBIAThCA cpencrBamu [1/].

Bu3bl mpocTaBIAIOTCS aHATIOTUYHO NOPAJKY, YKa3aHHOMY B a03alle TPETbeM
nyHkTa 8.2.3.

IIpr mOATOTOBKE M COTIACOBAHHUM IMPOEKTOB JTOKYMEHTOB cpencrBamMu I1/]
JMCT COTJIACOBAHMUSA MPHOOIIAETCS K MOJATMHHUKY JOKYMEHTA.

8.3.5. PaboTHHK ammapaTta, OTBETCTBEHHBIM 3a BEJICHHE JICIIONPOU3BOJICTBA
CIEAUT 3a KOMIUIEKTHOCTBIO IPUJIAraéMbIX K  PELIICHHK JIOKYMEHTOB
M PaCIoyiaraeT UX B TOW IOCIEAOBATEIBHOCTH, B KOTOPOM OHHM YINOMMHAIOTCS
B TEKCTE.

8.3.6. Ecmu BOmpoChl, cCoOAeprKalllUeCcs] B PEIICHUH TEPPUTOPHATBHON
KOMMCCHUH, KacCalTCsA JEATEIBbHOCTH OJHOM WM HECKOJIBKMX CTOPOHHHX
OpraHu3aluid, K JOKYMEHTY IIpUJIAraeTcsi JIUCT COTJIACOBAHUSA, B KOTOPOM
YKa3bIBalOTCS HAUMEHOBAaHUE OpTraHM3allM, TOJDKHOCTb, MHULMANBI U (pamuimus
JOJDKHOCTHOTO JIMIA, C KOTOPBIM OTOT JOKYMEHT COIVIACOBAaH, M CTABUTCA
€ro COOCTBEHHOPYYHas! MOIHCH.

CormacoBanne MOXKET OGOPMIISITBCS HA TOCICIHEM JIUCTE pEeUICHUs



TEPPUTOPUAITBHON KOMUCCHH.

8.3.7. K opopmiieHHOMY pelIeHUI0 TePPUTOPUATHLHOM KOMUCCUU PAOOTHUK
anmapara, OTBETCTBEHHBIM 3a BEJIEHHWE JEJONPOU3BOACTBA, TOTOBUT OTYET
O pacchUIKE M0 COOTBETCTBYIOUIMM aJpecaraM M pPa3MEUICHUU PEIICHHM
TEPPUTOPUAIBHOM KOMHUCCHMU Ha oduuuaibHoM caite (mpuioxkenue Ne 10).
Cnucok JOJDKHOCTHBIX JIMI[ (OpraHu3anuil), KOTOPbIM HalpaBiIIETCS pELICHUE
TEPPUTOPUATBHON KOMUCCHUH, MOXKET OBITh OJITOTOBIIEH cpenctBamu T1/1.

B cnmcok BKIIIO4arOTCS MIa, KOTOphIe OyAYT 3a/1€iCTBOBaHbI B peanu3aliu
OPUHATOTO  JOKYMEHTa  WIM  JIOJDKHBI  OBITh  NPOUH(OPMHUPOBAHBI
0 €ro COJIEP’KaHUU M KOTOPBIM 3TOT JOKYMEHT JOJDKEH OBITh Pa30CiaH.

ChnucoK pacchbUIKM JOKYMEHTOB IMOJIUCHIBA€TCS pPaOOTHUKOM ammapara,
OTBETCTBEHHBIM 3a BEJICHHE AEJIOMPOU3BOACTBA U YTBEPKIAETCA IMpeacenaTeIeM
TEPPUTOPUAIIBHON KOMHUCCHH.

8.3.8. OpopMIICHHBIM KOMIUIEKT JOKYMEHTOB (pelieHue, OO003HAUYCHHBIC
B €0 TEKCTE MPUIIOKEHHSI, CHUCOK PACChUIKK) paOOTHHK armapara, OTBETCTBEHHBIN
3a BEJICHHE JIEJIONPOU3BO/ICTBA, NIEPEAAET HA MOAIUCH MPEICENATENIO U CEKPETAPIO
TEPPUTOPUAITBHON KOMUCCHH.

8.3.9. Pemienne = moANMCHIBa€TCS ~ MOpPEACENATeieM UM CEKpeTapeMm
TEPPUTOPUATBHON KOMUCCHH.

Ecnn Ha 3acenaHuy TEppUTOPHANIBHONW KOMHMCCHHM NPEICENATENbCTBOBAI
3aMECTUTENIb  MpEeACenaresis  TEPPUTOPUAIBHOW  KOMHMCCHM,  CEKpeTapb
TEPPUTOPUATBHOM KOMUCCHUU WJIM OJUH M3 WICHOB TEPPUTOPHAIBHON KOMHUCCHU
C TMpPaBOM PEIIAMIIEr0 ToJIOCA, A TaKXKe €ClAd IOJHOMOYMS CeKpeTaps
TEPPUTOPUATBHOM KOMHMCCHM OCYIIECTBIIST OJMH W3 WICHOB TEPPUTOPHAIBHOU
KOMHCCHHU C TIPABOM PEIAIOUIETO T0J0Ca, TO MOAMKUCH B MPOTOKOJIE, HA PEIICHUH
o(pOpMIIAIOTCS CIEAYIOUIMM 00pa3oM:

«3aMecTuTenh Tpeacenareiss TEePPUTOPUAIBHOM KOMHUCCHM» — B  Cllydae
BPEMEHHOT'O OTCYTCTBHUS MPEACEAATEINS TEPPUTOPHUATBHON KOMHUCCHH;

«Mcnonssrommii 003aHHOCTH MIPEACEATeNs TEPPUTOPHATIBHON KOMUCCUI —

npu Hanuuuu pemieHus Cankrt-IlerepOyprckoil  u30MpaTenbHON KOMHUCCUU



O BOB3JIOXKEHHUHM HA OJHOTO M3 YJIECHOB TEPPUTOPUAIBHOM KOMHCCHUU C IPaBOM
pelaronero rojoca MOJIHOMOYUH MpeceaaTeNsi TepPUTOPUATILHON KOMUCCUY;

«IIpeacenaTenbCTBYIOMNM Ha 3acelaHUU TEPPUTOPUATIBHOU KOMUCCHI —
B CJydae BpPEMEHHOI'O OTCYTCTBHUSI Ipelcenareis, 3aMECTUTENs Ipeacenarens
TEPPUTOPUAIBHOM KOMHUCCHHM, OTCcyTcTBUsS pemieHus Cankt-IletepOyprekoit
n30UpaTeIbHOM KOMHMCCHHM O  BO3JIOKEHHH  TOJIHOMOYHI  Tpenceaarens
TEPPUTOPUATIBHON KOMHUCCHUU Ha OJHOTO U3 WIEHOB TEPPUTOPUATBHOM KOMHUCCUU
C MPaBOM pEIIAIONIEr0 T0J0ca W MPU HAIUYUU PEUICHUS TEePPUTOPUATHLHOM
M30UpaTEIbHOM KOMUCCUH;

«Mcnonusomuii 00S3aHHOCTH CEKpeTapsi TePPUTOPUATHLHOM KOMUCCUM —
B cCllydyae HaJIuuusl perieHuss TepputropuaibHOM KOMHUCCUM O BO3JIOKEHUU
MOJTHOMOYUM CeKpeTapsi TEPPUTOPUATBLHOM KOMHMCCHMM Ha OJIHOTO U3 YJICHOB
TEPPUTOPUATBHON KOMUCCHH C IPABOM PEIIAKOLIETO rOJI0CA.

«Cekperapp  3acelaHusi  TEPPUTOPUAIILHOM  KOMHUCCHU» —B  CiIydae
BPEMEHHOTO OTCYTCTBHUSI CEKpeTapsi M30MpaTenbHON KOMHCCHUM U TIPU HATUYUH
pelieHus TePPUTOPUATIBHON KOMUCCHH.

8.3.10. [locne mnoamucaHuss pEUIEHUS PETUCTPUPYIOTCA B  JKypHaJe
pErucTpanuu peiieHuii, B KOTOpOM IpeayCMaTpUBAIOTCS: OPSIKOBBINA HOMED, /1aTa
MPUHATHUS ~ PELICHUS, PETUCTPAIlMOHHBII  HOMEp, COJIepKAHUE  PEIICHUs
Y HOMeEp Jiesia XpaHEeHHUsl.

8.3.11. Pemiennsi HyMepyroTcsi B XPOHOJOTHYECKOM IOCIEI0BATEIbHOCTH
B npeaenax cpoka MTOJTHOMOYU U TEPPUTOPUATBHOMN KOMHUCCHH.
Homep pemieHusi TeppuTopuaibHOM KOMHCCHU COCTOMT M3 HOMEpa MPOTOKOJa
3aceqaHus U MOPSIKOBOrO HOMEpa Bompoca, (Hampumep: 1-5).

8.3.12. Yka3aHHbI€ BBIIIE€ PEKBU3UTHI BHOCATCS] B PETUCTPAIMOHHO-YUYETHYIO
dbopmy. B ciyuae ucnonwszoBanus 1] k PYK npukperuisieTcs TeKCT TOKyMEHTa
B (hopmate docx (mis Tabmmi nomyckatotes ¢aitisl popmaTa X1sX) v SIEKTPOHHBIN
o0Opa3 gokymeHTa B (hopmare pdf (mpu HEOOXOAUMOCTH), a TAKXKE JCJIACTCs CBSI3Ka
C JIOKYMEHTaMH, NOCIY>XUBIIMMH OCHOBAaHHUEM JUIsl PACCMOTPEHMsI BOIpOCa

Ha 3aceJaHuU TePPUTOPUATBHON KOMUCCHH.



8.3.13. Pazpemierrie Ha THpaXUPOBAHHE JOKYMEHTOB B HEOOXOIUMOM
KOJMYECTBE JaeT TMpejacenareib TEePPUTOPUATIBHOM KOMUCCUU. JIOKyMEHTHI
TUPOKUPYIOTCS  paOOTHUKOM  ammapaTa, OTBETCTBEHHBIM 32  BEJACHHE
JIEJONPOU3BOACTBA, HA KaXKJIOM KONMHM JOKYMEHTa MpPOCTAaBISETCS I€4aTh,
YAOCTOBEpSIONIAs  TOJMUCHA  TpelcenaTessi  TEePPUTOPUAIBHOW  KOMHUCCHUU
U CeKpeTapsi TEPPUTOPUATEHON KOMUCCHH (0€3 BOCTIPOU3BEACHHUSI TTOAMHICEN).

8.3.14. Konusi pemieHuss TEPPUTOPUAIBHON KOMMCCHUM  HaIpaBIISIETCA
3asiBUTENI0 B Clly4yae, €Clii ero oOpalieHue B TEPPUTOPUATBLHYIO KOMMCCHIO
NOCIY)KHJIO OCHOBAaHMEM JUII  PAacCMOTPEHHs  BONpoca Ha  3aceldaHuH
TEPPUTOPUAIIBHON KOMUCCHH.

8.4. OdopmieHue mpoToKoIa 3acelaHusl TEPPUTOPUATHEHON KOMHUCCHUHU.

8.4.1. IlpoTrokon 3acenaHus TEPPUTOPHAIIBHOM KOMHUCCUU O(OpMIISIETCS
Ha Oy1aHKe ycTaHOBJICHHOU QopMbl (ipuiioskeHune Ne 4) B CpoOK, HE TPEBBIIIAIOIINAN
Tpex pabouux qHeH nocie aHs 3aceaanus. [Iporokon 3acenanusi TeppuUTOpUATBLHON
KOMHUCCHUM MOXeT ObITh odopmieH cpeactBamu IIJI ¢ wucnonab3oBaHuem
COOTBETCTBYIOIIETO Ia0I0HA OJlaHKa JOKYMEHTA.

8.4.2. Ilporokon 3acenaHusi MOXET O(OPMIIATHCS B MOJHOM WIM KpaTKON
dbopme.

8.4.3. TekcT mpoOTOKONA 3acelaHusl TEPPUTOPUAIBHON KOMHUCCHUU COCTOUT
W3 JIBYX YaCTE€W — BBOJHOW U OCHOBHOM.

8.4.4. B BBOAHON 4YacTH MPOTOKOJIA YKA3bIBAIOTCS MHUIMAIBI U (PaMUIHSL
npeacenareiass — TEPPUTOpPUATIBHOM  KOoMHccHM  (IIpeAcelaTeabCTBYIOIIETO),
a TakKe NPUCYTCTBYIOIIMX: 3aMECTUTENs TNpeAceaaTeis TEeppUTOPUATBLHON
KOMHUCCHHU, CEKpeTapsi TePPUTOPUATILHON KOMHUCCHUHU M YJIEHOB TEPPUTOPUATIBLHOM
KOMUCCHH, JIUII, IPUTJIAIIEHHBIX HA 3acelaHne, B aja()aBUTHOM TMOPSIJIKE.

Homyckaercss odopmiieHHe TMPUCYTCTBYIOIIUX  OTAEIBHBIM  CIHUCKOM
C yKa3aHWeM WHUIMAJIOB, ¢GaMuiauii u JoipkHocTel. CHUCOK mpuiaraercs
K IIPOTOKOJTY 3aceaHusl.

8.4.5. IloBecTka JHSA BKJIIOYAETCS B BBOJHYK 4YacThb IPOTOKOJIA.
OHa COCTOUT U3 MEPEUUCIEHUs] BOIIPOCOB, KOTOPhIE 00CYXK/1al0TCsl Ha 3acedaHuH,

M 3aKpCILACT IMOCIACAOBATCIIBHOCTDL HX O6CY)I(I[CHI/I$I " (baMI/IJ'H/II/I JOKJIaJYNKOB



(BBICTYIAOILNX ).

Kaxxnp1ii Bompoc MoBecTKu JHS 3acelaHus HymepyeTcs: apabckoil 1mudpoit,
€ro HanMeHoBaHue HOpMyIUPYIOT ¢ ipemtora «Oy» umu «Ooy». [1o kaxxIoMy TyHKTY
YKa3bIBAa€TCsl NTOKJIAIUUK.

8.4.6. OCHOBHasl 4acTh MPOTOKOJA COHEPKUT CTOIBKO PA3LEIOB, CKOJBKO
MYHKTOB BKJIFOYEHO B TOBECTKY JIHSI. B COOTBETCTBUM C HEH pa3/ieibl HyMEPYIOTCSI.

Kaxnprii pazaen cocrout u3 tpex yacret: «CJIVITAJIN, « BBICTYITUIIN»,
«PEHIMJIN», kOTOpBIE MMEYaTAOTCA OT TPAHUIBl JIEBOTO IIOJS MPONHUCHBIMU
OyKBaMHU.

B yactu « CJIYIHAJIMN» KpaTKO U37ara€Tcsi TEKCT BBICTYIUICHUS JOKIATIMKA.
Nuanmmansl u daMmwinsg — JOKJIAqYMKa TMe4aTaloTcsl € KpacHOM  CTPOKHU
B HMMCHMUTEIBHOM MaAeKe. 3alncCh JOKIAAa M3JIaraeTcsi OT TPEThEro JHMIA
€MHCTBEHHOTO YMCIIa U OTIEISAETCS OT (paMIInK TUpE.

Ecnn Texer noknazga mpuiiaraercs K MPOTOKOIY, TO MCHOJIB3YETCS CChUIKA
«Teker noknanga mpuiaraeTcs.

B wactm «BBICTVYIIMJIM» nepeyucnstorcss BBICTYNAIOIIAE W aBTOPBI
BOIpocoB. MHuIManel U paMuins BBICTYIIAIOIIETO MEYaTaAOTCs ¢ KPACHOW CTPOKHU
B HMEHUTEIbHOM majexe. KpaTkas 3anuch BBICTYIUIEHUS 10 CYIIECTBY
paccMaTpUBaEMOTro Bompoca (MO PElICHUIO MPeICceaaTeIbCTBYIOIIETr0) U31araeTcs
OT TPETHETO JUIA EAUHCTBEHHOTO YUCJIA.

Ecnu TekcT BBICTYIUIEHHS] MPUIIArae€Tcsa K MPOTOKOIY, TO HMCHOJIb3YETCS
cchuika «TekeT BBICTYIUICHHS IPUIIATAETCSD).

B wactu «PELINJIN» oTpakaeTcst MPUHATOE PEIICHUE MO 00CYKIaeMOMY
BOIIPOCY U PE3yJIbTaThl TOJIOCOBAHUSI.

B mporokosne 3acemaHusi oTpaxkaeTcs HaJlMyMe O0COOOro MHEHHUS Yy 4YIIeHa
TEPPUTOPHATBHON KOMUCCHH, 0(DOPMIICHHOE B TUCEMEHHOUN (hopMe 0c000€ MHEHHUE
MTOMEIIAETCS MOCIIE PEUIEHNS, B CBA3U C KOTOPBIM 3TO MHEHHUE U3JIOKEHO.

8.4.7. IIpoTokon 3aceaHus MOAMUCHIBACTCS npeaceaaTenemM
WU TpeAceaTeIbCTBOBABIIMM Ha 3ac€JaHUUd U CEKpPETapeM TepPPUTOPUATIBHON
KOMHUCCUH (WJIH YWICHOM TePPUTOPUATBEHON KOMUCCHUH, UCTIOIHSIBIINM O0S3aHHOCTH

CEKpeTaps TEPPUTOPUATBLHON KOMHUCCHUN).



8.4.8. Ilociie moanucaHusi MPOTOKOJIBI PETUCTPUPYIOTCA C MUCHOJIb30BaHUEM
perucTpaiioHHo-yueTHo  opmbl.  [IpoTokonbl  3acegaHuil  HyMepyroTcs
B XPOHOJIOTUYECKOW IOCIEAOBATEIBHOCTH B IIpeleraax CpoKa IOJHOMOYUUN
TEPPUTOPUAITBHON KOMUCCHH.

8.4.9. IIpoTokosbl 3aceaHuil TEPPUTOPUATBHON KOMUCCUH, TPUOOIIIEHHBIE K
HAM PENICHHS] BMECT€ C MaTepuallaMHy, IMOCIYXKUBIIMMH OCHOBAHUEM
JUISL UX TPUHSTHS, OCOOBIMH MHEHUSMU YIJICHOB TEPPUTOPHUATILHONM KOMHUCCUU
XpaHsATcs y mpejacenarens (cekperapsi Wi pabOTHUKA armapaTta, OTBETCTBEHHOTO
3a BEJCHHE JICNONPOM3BOJICTBA) TEPPUTOPUAIBHOM KOMHCCHHM, a 3aTeM,
oQopMJICHHBIE B COOTBETCTBMM C TpeOoBaHUsAIMU WHCTpyKIIMH, TEpeaaroTcs
B APXWB.

9. OdopmiieHre NPUKA30B MpeaceaaTe st
TEPPUTOPHAIBHON KOMUCCUU

9.1. Ilpuka3z mnpexncenarens TEPPUTOPHUAIBHOM KOMHUCCUU 110 OCHOBHOM
JesATebHOCTH (asiee — npuka3) ohopmiiseTcsi Ha OJIaHKe YCTaHOBJICHHOU (HOPMBI
(npunoxxenue Ne 4).

9.1.1 IIpoekTbl MOpPUKA30B TOTOBATCA MO TMOPYYEHHIO MPEACEHATENS
TEPPUTOPHUAITBHOU KOMUCCHHU.

[Iprkassl MOTYT TOTOBUTBCA U COTIACOBBIBATHCA Takxke cpeactsamu L1/1. [1pn
MOATOTOBKE MPHKa30B cpenctBaMu [1/] ucronb3yercss COOTBETCTBYIONTUIN 11a0JIOH
OJlaHKa JIOKYMEHTA.

9.1.2. Texcr mpukaza COCTOMT, KaK IPaBWIO, U3 KOHCTATUPYIOLIEH
Y PaCIOPSAAUTEILHON YaCTEN U JIOJKEH UMETH 3ar0JIOBOK.

9.1.3.B KoHCTaTHpylOUIEd YaCTH H3JAralOTCA UEIM H  33Ja4u
MPEANUCHIBAEMBIX JICUCTBUUA. ECIM OCHOBAHMEM K MU3JAHUIO NIPUKA3a SIBIISIETCS
HOPMATUBHBIM  MPAaBOBOM  aKT  WIM  PACHOPSAUTENIBHBIA  JTOKYMEHT,
TO B KOHCTAaTHUPYIOILIEH YaCTH YKa3bIBAKOTCA €r0 Ha3BAHUE, 1aTa, HOMED, 3ar0JIOBOK.

9.14.B  pacnopsaudTenbHOM  4YacTU  COJEpKATCA  NEPEUHCICHHUE
NPEANUCHIBAEMBIX JIEUCTBUM, CPOKM W uUcnonHUTenu. IlyHKTBI npukasa
HYMEPYIOTCS apaOCKUMH LIUPPAMH C TOYKON U HE UMEIOT 3ar0JIOBKOB.

9.1.5. Ecnu npuka3 U3MEHSET, OTMEHSIET WM JIONOJIHAET PaHee W3AaHHbIN



IIPUKa3 WK €ro OTAEJIbHBIE IIYHKThI, TO 3TO OTOBAapPUBAETCS B TEKCTE MPUKa3a.

9.1.6.B MOCTICTHEM MTYHKTE pacnopsiAuTENIbHOM YacTH,
py HEOOXOJIUMOCTH, YKa3bIBA€TCs JOJDKHOCTHOE JIMIO, HA KOTOPOE BO3JIAraeTCs
KOHTPOJIb 33 UCIIOJHEHUEM IIPHUKa3a.

9.1.7.1lpun HAUTMYUA MPUJIOKEHUMN K MIPUKA3Y B TEKCTE
Ha HUX 00513aTEJIbHO JIeJIaeTCs CChUIKA.

9.1.8.IlpoekT mpuKaza W  NOPWIOKEHHA K HEMY  BU3HPYIOTCSH
HEIMOCPEACTBEHHBIM UCIIOJIHUTEIEM.

Ecim B nmnpukasze coaepkarca BONpOChl ()MHAHCHUPOBAaHUS BBIOOPOB,
o0ecrieueHusl NIeATENbHOCTH TEPPUTOPUAIBHON KOMHCCHUH, TO OH BHU3UpPYETCS
y TJIaBHOTO OyXrairepa.

[Ipukassl, nmoaroroBieHHble cpeacTtBamu [IJI, BU3HpPYIOTCS aHAJIOTMYHO
pUKa3aM, MOATrOTOBJIEHHBIM Ha OyMaKHOM HOCHUTEIIE.

Bu3bl npocTaBisioTca Ha 000POTHOM CTOPOHE MOCIEAHETO JIMCTA JOKYMEHTA
(mpukasa, MIPUIIOKEHUS K HEMY) o YCTaHOBJIEHHOM dbopme
(npunoxenue Ne 9).

[Ipy moaroToBKe MU COrnacoBaHWM MPOEKTOB MPUKa30B cpeacteamu I/ muct
COIJIACOBAaHUSl pacleydarbIBacTcsi Ha OOOPOTHOM CTOPOHE TIOCIEAHEro JHCTa
JOKyMeHTa (IIpHrKa3a, IpUII0KeHHs K HeMy ). [Ipr HeoOX01MMOCTH NOTy4YeHUs BU3bI
JOJDKHOCTHOTO JIMIIA Ha JIMCTE COIJIaCOBaHMWS IIPUKa3a, IOATOTOBJIEHHOTO
cpenctBamu I1/], tokymeHT nepenaercst Ha OyMa)XHOM HOCHUTEJNIE Ha BUSHPOBAHUE
COOTBETCTBYIOIIEMY JAOJKHOCTHOMY JIUILY.

9.1.9. Ilocne moanucaHusi NpPHUKa3bl PETUCTPUPYIOTCS C HMCIOJIB30BAHHEM
pPEruCTpallMOHHO-YYeTHOU (QopMbl M (QOpPMHUPYIOTCS B Jela B COOTBETCTBUU
C HOMEHKJIATypOu e TeppUTOPUATBLHOM KOMHUCCUU BMECTE€ C JOKYMEHTamH,
NOCITYKUBLIIMMHU OCHOBAHHMEM JUJISl M3/IaHUS [TPUKA3a.

B ciywae ucnonszoBanus qs perucrpaunu I1J1 x PYK npucoenunsrorcs
TeKcT mpukaza B ¢opmare docx wmmm xIsx (mms tabmury momyckaroTcs (hanibl
dopmara  xIsx), oJeKTpoHHBI  00pa3 mpukaza B ¢opmare  pdf
(mpu HEOOXOJUMOCTH) M JENAOTCS CChUIKM Ha JIOKYMEHTBI, MOCIYKUBIIHE

OCHOBAHHMEM IJIA U3JIaHUA IIpUKa3a.



9.1.10. ITpuka3am NpUCBaMBAIOTCS PETHMCTPALMOHHBIE HOMEpAa B Mpenenax
KaJICH/IapHOTO r'0/1a, IIPH ATOM K OPSAIKOBOMY HOMEPY depes iehuc MpocTaBiseTcs
OYKBEHHBIN UHACKC «O/».

9.2. ObopmiieHne mNPUKA30B TpeaceaaTeNiss W30UpaTeIbHOW KOMHUCCHU
10 KaJIpOBBIM BOIIPOCAM.

9.2.1. Ilpukasel mpeacenarenss TEPPUTOPUAIBHON KOMHUCCHH IO KaIpPOBBIM
BOIIpOCaM U3JAI0TCS o KOHKPETHBIM BOIIpOCaM, CBSI3aHHBIM
C  JEATEIbHOCTBIO  YJIEHOB  TEPPUTOPUATIBHOW  KOMHUCCUHM,  IPUEMOM
Ha TOCYJapCTBEHHYIO TIpaxaaHcKyto ciyx0y Cankr-lIletepOypra B ammapar
TEPPUTOPUANBHON  KOMHUCCHHM,  NPOXOXKIEHHUEM  TPaXJTaHCKOW  CIy>KOBbI
Y YBOJIbHEHHUEM C IPAKJAHCKOM CIIY>KOBI B anmapare TEPPUTOPHATIBHON KOMUCCHUU.

9.2.2. Ilpukasel mpeacenaTenss TEPPUTOPUAIBHON KOMHUCCHH MO KaIpPOBBIM
BOIpocaM 0(OpMIISIOTCS aHAJIOTUYHO IIPUKa3aM MpecenaTesst TeppUTOpruaIbHON
KOMHUCCHUM TI0O  OCHOBHOM  JesarenbHOCTH.  [lpukasam  mpucBamBaroTcs
pPErHCTpAallMOHHBIE HOMEpa B IpeAesax KaJeHJapHOro roja, Ipu 3TOM
K MOPSIAKOBOMY HOMEPY 4epe3 AePUC NpOoCTaBiseTcss OYKBEHHbBIN HHACKC «K».

9.3. Konuu npukas3oB 3aBEPSAIOTCS NEYATHIO TEPPUTOPUATIBHONM KOMHUCCHUU.

9.4. Ilpukazpl BMecT€ C MNPUOOIIEHHBIMH K HHUM JIOKYMEHTaMHU,
NOCIIYKUBUIUMU OCHOBAaHUMEM MJI1 UX W3JIaHus (B TOM 4YHCIIE€ paclieyaTaHHBIMU
KONUSIMU JOKYMEHTOB, MOCTYHHUBIIMX/TIOATOTOBICHHBIX B 3JIEKTPOHHOM BHJE),
dbopMupyrOTCA B Jie7a COTJIaCHO HOMEHKJIAType JIed TepPUTOPHAIbHON KOMHUCCHH,
XpaHATCs y Mpejacenaress Wik paboTHUKA anmnapara, OTBETCTBEHHOTO 32 BEJCHUE
JIEIIONPOU3BOJACTBA B TEPPUTOPHAIBHOM KOMHUCCHHM, a 3aTeM, O(OpMIICHHBIE

B COOTBETCTBUU C TpeOOBaHUAMU MHCTPYKIIMU, IEPENAIOTCS B apXUB.

10. KoHTpOJIb HCIIOJTHEHHS JOKYMEHTOB U NOPYYeHUi

10.1. KoHTpost0 HCTIOJTHEHUS TTOAJIEXKAT:
MOpYYEHUs, COJAepalluecs B TOCTAHOBJICHUAX M APYTUX JTOKyMEHTax
MUK Poccun, Canxt-IlerepOyprckoit m30uparenbHOW KOMHCCHU, B PEHICHHIX

TEPPUTOPUATBHON KOMHUCCHH;



MOPYYEHHS], COJEpKAIMECS B IpUKa3ax MpeaceaaTess TeppUTOPUATIbHOM
KOMHCCHU;

MMCbMEHHbIE MOPYYEHUsA NpeacenaTens (3aMecTHTeNss NpeacenaTes,
CeKpeTapsi) TEPPUTOPHAIBHON KOMHUCCHH;

BXOJAIIME JOKYMEHTbl, B TOM YHCJI€ MUCbMEHHbIC OOpaIleHus] Tpa)jaaH,
yKka3aHHble B llepeune nojmexamnux KOHTPOJIIO TOKYMEHTOB C YKa3aHUEM CPOKOB
ucnosiHenus (nmpusoxxkenue Ne 11), B COOTBETCTBUU € YKa3aHUSIMU 10 UCIIOJTHEHUIO
JOKYMEHTa MPEeICEeNaTelsl TEPPUTOPUATBHON KOMUCCHU;

UCXOJIAIIME JOKYMEHTHI, TPEOYIOIIUE OTBETA;

NOPYYEHHUSI, COAEpKAIIUECS B IMPOTOKOJIAX 3aCENAHUN TEPPUTOPUATIBHOU
KOMUCCHUU;

IJTAHBI MEPOTIPUATHUN.

10.2. KoHTposib UCHONMHEHUS JOKYMEHTOB, yKa3aHHbIX B mozapaszaene 10.1
NHcTpykiuu (32 HMCKIIOYEHHEM HCXOASIMIMX JOKYMEHTOB), IO CYILIECTBY
3aTPOHYTBIX B HHX BOIIPOCOB OCYILIECTBIIIET IIpejacenareiab (CEKpeTaps)
TEPPUTOPUATIBHON KOMUCCHH.

10.3. KOHTpONb HCHOJHEHUS MCXOIAIINX JOKYMEHTOB, B TOM 4YHCIE
32 CBOEBPEMEHHOCTBIO IIOJYyYEHHs OTBETOB Ha 3alpoChl TEPPUTOPHATBHOU
KOMHUCCHH, OCYILIECTBISIET PabOOTHUK ammapara, OTBETCTBEHHBIN 3a MOATOTOBKY
JAHHBIX JTOKYMEHTOB.

10.4. Cpokr HCHOJIHEHUS TOPYYEHUM, COAEpKAIIMXCS B PEHICHUAX
TEPPUTOPUAIIBHOM  KOMHUCCUHM, TMpUKa3zax MpeaceAaresis TeppUTOPHATIbHON
KOMHCCHUH, TUCbMEHHBIX MOPYUYECHHI mpencenareis (3aMecTUTENs MpeIcenaTens,
ceKpeTapsi) TEpPUTOPUATBHON KOMUCCHH ONPEACIISIIOTCS A TUMU TOKYMEHTAMH.

10.5. IokyMEHT TIO[JICKUT UCIOJHEHUIO HE TMO3JHEE, YEeM 4Yepes
30 xalleHIapHbIX JTHEW CO JHA €ro MOCTYIUIEHUS, 32 UCKIIOYEHHUEM CIy4Yaes,
MIPEAYCMOTPEHHBIX ITyHKTOM 10.6 HacTosIIero pa3aena.

Ecnu mocnennuii 1eHb MCTIONTHEHHS TOKYMEHTa MPUXOAUTCS Ha HepaOouuii

JI€Hb, TO OH MOJICKUT UCIIOIHEHUIO B MPEAIISCTBY IO eMy pabo4uil 1eHb.



JokymeHTsl ¢ noMeTkamu «BecbMma cpouyHO», «CpOYHO» HCHOIHSAIOTCS
B TPEXJHEBHBIA CPOK, TOKYMEHTBI C IOMETKON «OnepaTUuBHO» — B IECSITUAHEBHbBIN
CPOK.

CpoK HCNOJTHEHUS WCUYUCISETCS B KaJeHAApHbIX AHAX. s mopyuyeHui —
OT JaThl MOJINUCAHUS MOPYYEHUS, JJISI BXOIAIIUMX JIOKYMEHTOB, B TOM YHCIE
oOpallleHu#, — OT AaThl PErUCTPAIH TOKYMEHTA.

Ecnu mocnenHuil A€Hb WCHOJHEHUS JOKYMEHTA, COJEPKAIIETO MOMETKY
O CPOYHOCTH HCIIOJIHEHHS, MPUXOJUTCS HAa HEpaOOUUd J€Hb, TO OH MOJJICKHUT
WCIIOJTHEHUIO B CIEAYIONIUI 32 HUM pabouuii IeHb.

10.6. Cpokr  UCIIOJIHEHHUSI  BXOIAIIMX  JOKYMEHTOB W  OOpalleHui
YCTaHABJIMBAIOTCS UCXO/IS U3 CPOKOB, IIPEITIAaraéMbIX OpraHu3aluei, HalpaByBILIEH
JTOKYMEHT, WJIA CPOKOB, YKa3aHHBIX B puiIokeHur Ne 11.

OOpamienuss 0  HapyLIeHMH  3aKOHA, [OCTYNHMBLIME B  IEPUOA
COOTBETCTBYIOIIEH  M30MpaTeNbHOW  KaMIIaHWHM, KaMIIaHUM  pedepeHayma,
UCIIOJIHSIOTCS B CPOKHM, YCTaHOBJIEHHBIE 3aKOHOJATEIBLCTBOM O BbIOOpax
u pedepeHayme.

10.7. OTBETCTBEHHOCTh 32  CBOEBPEMEHHOE UM  IIOJJHOE BHECCHHE
B PETUCTPAllMOHHO-YYE€THYI0 (OpMy CPOKOB  HCIIOJIHEHUS  JOKYMEHTOB
u uHbOpMAIMM O COCTOSHMM HWCIOJIHEHUS JOKYMEHTOB, KOHTPOJb CpPOKOB
WCIIOJIHEHMSI IOKYMEHTOB BO3JIararOTCs Ha CEKpeTaps wid paboTHHKa ammapara,
OTBETCTBEHHOTO 3a BEJICHUE JEJIOIPOU3BOCTBA.

10.8.B IJIaHax MEpOIPUATH, YTBEPKIECHHBIX pELIEHUAMU
TEPPUTOPUAIBHOM KOMHUCCHM, MpHKa3aMu MpeACceNaTeNss TepPUTOPHATBHOM
KOMHUCCHUH, KOHTPOJIIO MOAJIEKAT CPOKH MCTIOTHEHUS OT/IETBHBIX €r0 MyHKTOB.

10.9. ITpu HEOOXOAUMOCTH MPOIJICHUS CPOKa HCIOJHEHUS] JTOKYMEHTa
OTBETCTBEHHBIN 32 UCIOJHEHUE HE MO3JHEE YEM 3a TPU JHS A0 UCTEYEHHUS CPOKa
WCIIOJIHEHMS IOKYMEHTa MPEACTaBISET Ha UMS Mpejacenaresss TeppUTOpUaibHON
KOMHUCCHH CITy’K€OHYIO 3allMCKy C MOTMBHUPOBAHHOM MPOChOOil O €ro mpojieHuH,
KOTOpasi MOXKeT ObITh MOATOTOBIIEHA U corjacoBaHa cpenctamu [11.

10.10. JJoKyMEHT cUMTAETCS UCIIOJIHEHHBIM U CHUMAETCS C KOHTPOJIS MOCIE

pemcHuss BCEX TIIOCTABJICHHBIX B HCEM BOIIPOCOB, COO6IH€HI/I$I pPE3yJIbTAaTOB



PacCMOTPEHHUS BCEM 3aMHTEPECOBAHHBIM JIUIIAM.

10.11. OcHoBaHMSIMM JJIs1 CHATHUS IOKYMEHTA C KOHTPOJIS SIBIISIOTCS:

CIy>keOHasi 3alMuCKa O CHSATUU JOKYMEHTa (WJIM OTIEJbHBIX €ro MYHKTOB)
C KOHTpOJss wWihn 00 WCHOJHEHUU [JIOKYMEHTa Ha UM [peaceaaTels
TEPPUTOPUAIPHOM KOMHUCCHH, IIOJATOTOBJICHHAS OTBETCTBEHHBIM 32 UCIIOJHECHHE
c orMmetrkoit («Cormacen», «Paccmotpen», «llpunaro») mpeacenarTens
TEPPUTOPUATIPHOM KOMHCCHUU O TPUHATHH MCIOJHEHHS, KOTOpas MOXET OBITh
MOATOTOBJIEHA U coryiacoBaHa cpeacTBamu [1]1;

pelieHue  TePPUTOPUATBHOM  KOMHUCCHHM,  MpPUKa3  Mpelcenarelis
TEPPUTOPUATHLHON KOMUCCHH 110 PE3yJIbTaTaM UCIOJHEHUS JOKYMEHTA;

OTBET Ha BXOJSIIUNA JTOKYMEHT;

OTBETHl OT OpraHu3anuii, B KOTOpbIE JOKYMEHT ObUI HampaBicH
JUIE pacCMOTPEHMSI MO CYILIECTBY IIOCTaBJICHHBIX B HEM BOIIPOCOB W OTBETA
3asIBUTEIIIO;

HalpaBJICHHE oOpalieHus B APYrde OpTraHW3alu IS PacCMOTPECHHS
M0 CYIIECTBY MOCTABJICHHBIX B HEM BOMPOCOB U MOCIIEIYIONIETO HHPOPMUPOBAHUS
aBTOpa O pe3yJibTaTax pacCMOTPEHUSI.

10.12. JIoKyMEHT HE CUMTAETCS UCIIOJHEHHBIM 1 OCTA€TCS Ha KOHTPOJIE:

€CIM OH HalpaBigeTcs B JIpyrWe OpraHbl WIM  OpraHU3aluu
JJIE  PacCMOTPEHUA C 1IEJIbI0 TOJYyYEHUS TEPPUTOPUAIBHON KOMHUCCHEH
nHpopMaruu, HEOOXOIUMON JJIi PACCMOTPEHHUS IO CYIIECTBY ITOCTABICHHBIX
B JIOKYMEHTE BOMpPOCOB. B cilyyae HE0OXOIUMOCTU TeppUTOpHATbHAS KOMHUCCHS
uHdopmMupyeT 00 3TOM aBTOpa JOKYMEHTA,

€CIM OH HalpaBisgeTcs B JIpyrMe OpraHbl WM  OpraHu3aluu
JUISL PAacCMOTPEHHUsI TIO CYIIECTBY IOCTABJICHHBIX B HEM BOIPOCOB M OTBETa
3asIBUTENIO0 C TMOCIEAYIOIMM HH(POPMUPOBAHUEM TEPPUTOPHAIBHOW KOMUCCHUU
0 pe3yJibTaTaxX UCTIOJHCHHUS.

11. U3roroBjieHME U MCIIOJIH30BAHNE MeYaTe U MITAMIIOB

11.1. I[JISI YAOCTOBEPCHHUA MNMOAJIMHHOCTH OJOKYMCHTOB HJIHM COOTBCTCTBHA

KOITHI JOKYMCHTOB IIOAJIMHHHUKAM, IIPOCTABJIICHHUA OTMCTOK O IIOJYYCHHUMH,



perucTpauuy TO0KYMEHTOB B TEPPUTOPUAIBHOUM KOMHUCCHUH UCIIOJIB3YIOTCS IEYATH
¢ u3zoOpaxkenueMm [ocymapctBeHHoro repba Poccuiickoit denepanuu (nanee —
repOOBBIE MIEYATH) U APYTHE M€YATU U IITAMIIBL.

11.2. U3roToBneHWE MeYaTel W IITAMIIOB OCYUIECTBIISICTCS IO YKa3aHUIO
npejacenareias TEPPUTOPUATBLHOM KOMHUCCUU JIUOO B COOTBETCTBHHM C PEHICHUEM
BBIIIECTOALLEH N30UPATENbHOW KOMHCCHH.

tamnbl ¢ (pakCUMHIBHBIM BOCIPOU3BEICHUEM TMOJIUCU TpeAceaaTens,
3aMECTUTENI  MPENCENarelis,  CEKperaps  TEPPUTOPUAIBHOM  KOMHCCUU
U3FOTOBJIAIOTCS 1O WX TOPYYEHHI0O M  MOLYT OBITh  HCIIOJIb30BAHBI
JUIsL TIPOCTaBJIEHMsI Ha AyOJIMKAaTax U KONUSAX MOJIMUCAHHBIX B YCTAaHOBJICHHOM
MOPSIAKE TOKYMEHTOB.

11.3.T'epOoBasgs medarb TEPPUTOPUATBHON KOMHUCCHUHM MPOCTABISAETCS
Ha  (UMHAHCOBBIX  JOKYMEHTaX, TapaHTHUMHBIX  MHUChbMaX, JOroBOpax,
rOCyJapCTBEHHBIX KOHTPAaKTax JOBEPEHHOCTSX, U B JPYTUX MPETyCMOTPEHHBIX
3aKOHOJATEIbCTBOM CIIydasX.

11.4. Ha paccputaeMbIX KONHUSX PEIIEHUW TEPPUTOPUAIBHOW KOMHCCHH,
IIPUKA30B MpeJcenaTesss TEpPUTOPUATbHON KOMHUCCUM, HA MMAKETax MPU OTIPaBKE
JOKYMEHTOB, TIpU O(GOPMIICHUH JOKYMEHTOB Ha MPUEM TOBapHO-MaTepUaTbHbBIX
LIEHHOCTE TmpocTaBisieTcs TrepOoBas WM HHAs Te4aTb TEPPUTOPHUATIBHON
KOMMCCHHU.

11.5. Tleyatn m mrTamnosl MOMJIEkKAT YYETy B OTIAEIBHOM JKypHAJIE ydeTa
nevyaren U LITaMIIOB pabOTHHUKOM anrapara, OTBETCTBEHHBIM
3a JIeJ0oNpoM3BOJACTBO. [leyaTn M mTammnel BBIIAFOTCS MOJ MOIIUCH B )KypHase
ydyeta meyated u wmramnoB. Ha »xypnHane mnpocraBnsercs otmeTtka «/CII»,
€r0 JIMCThl HyMEPYIOTCS, IMTPOIIMBAIOTCS U OTIEYATHIBAIOTCS.

11.6. ITeyatn u wITaMnObl JOJKHBI XPAHUTHCS B HANEKHO 3aKPHIBAEMBIX
U OlleYaThIBAEMbIX B Hepabouee BpeMs cer(pax niim MeTalTnYecKux mkadax.

11.7. KouTponb 3a NpaBUIBHOCTBIO XPAaHEHUS M HMCIOJIb30BAHMS MedaTeil
U IITaMIIOB OCYIIECTBIIsICT PaOOTHHK amnmapara TEeppPUTOPHATBHON KOMHCCHUH,

OTBETCTBEHHBIM 3a ACJIOIIPONU3BOACTBO.



CBepka HaiMuusl Me4aTed W IITAMIIOB OCYUIECTBIAECTCS MpeaceaaTeemM
TEPPUTOPUAITHLHON KOMUCCHH OJIMH Pa3 B TOI.

11.8. [Ipumeamme B HErOAHOCTh II€YATH W IITAMIIBI YHHYTOXKAKOTCH,
O YEeM COCTaBJISIETCS aKT, a B JKypHaJ€ ydeTa IeyaTed M IITaMIIOB CTaBUTCS
COOTBETCTBYIOIIAs OTMETKA.

YHUUTOXKEHHUE NPOU3BOJAUTCA TMOCIE YTBEP)KICHHS aKkTa MpeiceaaTeIeM
TEPPUTOPUAIBHON KOMHUCCHHU. MeTaUIMYeCKHEe TeYaTH YHUYTOXXAIOTCS IyTEM
MOJTHOTO CHWJIMBAHUS TEKCTA WJIM OMUJIMBAHUS ABYMS MEPEKPECTHBIMU JIMHUSIMH,
Kay4yKOBBI€ I€UATH U IITAMIIBI Pa3pe3at0TCsl Ha MEJIKUE YaCTH WJIM CHOKUTAIOTCA.

11.9.06 yrepe mneyaTd WM IITaMIa He3aMEIUTEIBHO CTaBHUTCS

B U3BECTHOCTH MPEACEAATENh TEPPUTOPUATILHON KOMHUCCHUHU.

12. ®opmupoBaHue AeJI M epeaada ux B ApXuB

12.1. CocraBneHue u yTBEpKACHUE HOMEHKIATYPhI JEI.

Homenknatypa nen npenHasHaueHa s (OPMUPOBAHMS HMCIOJHEHHBIX
JOKYMEHTOB B Jiefla (PJIEKTPOHHBIE Jeia), CUCTEMaTh3aluh M ydera Jell,
OMpEICJICHNUS] CPOKOB UX XPAHEHUS U SIBJIETCSI OCHOBOW JJISI COCTABIICHUS ONUCEH
JieJl TOCTOSSHHOTO U JOJITOBpEMEHHBIX (CBhImie 10 J€T) CpOKOB XpaHEHWs,
B TOM YHUCJE€ MO JUYHOMY COCTaBy, aKTOB O BBIJICJICHUH K YHHYTOKECHUIO
JIOKYMEHTOB C HCTEKIIMMU CpPOKaMH XpaHEHHUs, a Takxke IS ydera el
B JICJIONIPOU3BOCTBE.

B HOMeHKnaTypy Jen MOTyT BKJIIOYAThCSl 3arojIOBKU JI€J, OTpaKarollue
JEATECIIbBHOCTh TEPPUTOPUATIBHOW KOMHUCCHHM, B TOM YHCJIE€ JIMYHBIC JIela,
CIIPABOYHBIE M YYETHBIC KAPTOTEKU U JPYTHE YUETHBIE (POPMBI.

He Bkito4aroTcsi B HOMEHKJIATYpPY €7 NMEPUOANMYECKHE HM3JIaHUs, KHHIH,
OpOUIIOPHI.

3aroJIOBOK JIeJIa JIOJDKEH YETKO M B 00001meHHOM (opMe OTpakaTh OCHOBHOE
colepXkaHue W coctaB JokymeHToB. He ngomyckaercs ynoTpeOiieHue

HEKOPPEKTHBIX (DOPMYJIUPOBOK, BBOAHBIX CJIOB U CIOKHBIX 00OPOTOB.



IIpn cocraBieHMM HOMEHKIATYpbhl JAEN CIEAyeT PYKOBOACTBOBATHCS
pErJIaMEeHTOM TEPPUTOPUAIIBHON KOMUCCHUH, [IlepedHeM TUTIOBBIX YIPaBIECHUYECKUX
ApXUBHBIX  JIOKYMEHTOB, 0OpasyloIIuxcs B  Tpolecce  JeATeIbHOCTU
roCy/1apCTBEHHBIX OPraHOB, OPTaHOB MECTHOTO CAMOYIPABJICHHUS U OPraHU3aLN I,
C YKa3aHHMEM CPOKOB XpaHEHUs, YTBEPKICHHbIM IpukazoMm DenepanbHOro
apXHUBHOTO arentctBa o 20 nexaops 2019 rona  Ne 236
(manee — Ilepeuens), IlpaBuimamu opraHuzalvu XpaHEHUs, KOMIUIEKTOBaHMSI,
ydeTa U UCI0JIb30BaHUsl IOKyMeHTOB ApxuBHOTO (hoHna Poccuiickoit denepannu
Y IPYTUX ApXUBHBIX JOKYMEHTOB B FOCYJAaPCTBEHHBIX OPraHax, OpraHax MECTHOTO
CaMOYIPABJICHUS W OpraHU3alUsaX, YTBEPKICHHBIX IpHKa3oM PenepanbHOro
apxuBHOro areHrctsa oT 31 wmromsa 2023 roma Ne 77, mopsakamu XpaHEHUs U
nepeayn B ApXUBBl  JIOKYMEHTOB,  CBSI3aHHBIX C  IOJATOTOBKOM
U IIPOBEICHUEM BBIOOPOB, YTBEPKICHHBIMU MUK Poccun
n Cankrt-IlerepOyprckoil M30MpaTeNbHOM KOMHUCCHHM, HOMEHKJIATYypaMH Jel
TEPPUTOPHUAIIBHON KOMHUCCHUH 32 IIPEAIIECTBYIOIINE TObI.

[Ipy moAroTOBKE HOMEHKJIATYPHI JI€ HEOOXOAMMO YUYHUTHIBATh XapaKTep
BBIOOPOB, MPOBOANMBIX B IIPEICTOSIIEM TOAY.

Homenknatypa pen TeppUTOPHUAIIBHOM KOMHUCCHUM HA  MPEACTOSIIUNA
KaJICHOApHBIA TOJl  COCTaBIsieTCs PAOOTHUKOM ammapara, OTBETCTBEHHBIM
3a BEIECHME [EJIONPOM3BOJACTBA, B IIOCIEAHEM KBapTajle TEKYLIEro Ioja,
COTJIACOBBIBAETCS C CEKPETAPEM TEPPUTOPHATILHON KOMUCCHH, PACCMATPUBAECTCS HA
3acegaHuy DKCIEPTHON KOMUCCHH TEPPUTOPUAIIBHON KOMUCCUH, COTIIACOBBIBAECTCS
c cekperapem Cankrt-IlerepOyprckoit n3bupareIbHON KOMHUCCHH, YTBEPIKIACTCS
npeacenaTeaeM TEPPUTOPUAIIBHON KOMMCCHUHU
Y BBOJIUTCS B JielcTBHE C | stHBaps cieayromiero roga (mpuioxenue Ne 12).

Homenkiatypa nem He pexe OLHOrO pa3a B IATh JIET YTBEPKIAACTCS
AKCIIEPTHO-IIPOBEPOUHOU METOIMYECKOU KOMUCCHUEN (manee — OIIMK)
Cankr-IlerepOyprckoro roCy1apCTBEHHOTO Ka3€HHOT0 YUPEKICHUS
«Uentpanpupiii  rocymapctBeHHbld  apxuB  Cankrt-IlerepOypra»  (manee —

LICA CII6).



B cimyyae BOZHMKHOBEHMSI B TEUCHHME I'OJa HOBBIX A€ OHU JOMOJHUTEIBHO
BHOCSITCSI B YTBEPKJICHHYO HOMEHKIIATypy JI€] B YCTAHOBJIEHHOM BBIIIIE TTOPSIJIKE.

[To okOHYaHMU KaJlEHIAPHOTO roja padOTHUK armapara, OTBETCTBECHHBIN
3a BEJCHUE JEJIONMPOM3BOJCTBA, B KOHIE HOMEHKJIATYpPBl JE€J1 COCTABIISIET
UTOTOBYIO 3allUCh O KOJMYECTBE 3aBEACHHBIX Jed (TOMOB, HacTeil), OTAEIbHO
MOCTOSSHHOTO Y BPEMEHHBIX CPOKOB XpaHEHUsT Ha OyMaXHOM HOCHUTEJE
U O KOJIMYECTBE 3aBEACHHBIX JIJIEKTPOHHBIX JI€JI MOCTOSHHOTO U BPEMEHHBIX
CPOKOB XpaHEHHMS, a TAKXKE 3aMOJHIET Tpady 3 HOMEHKIATYPHI.

Cpok xpaHEeHMS IOKYMEHTOB YKAa3bIBAETCA B HOMEHKJIATYPE AEI CO CCHUIKOU
Ha cTarbio llepeuHst niM MHOM HOPMATHUBHBIM MPABOBOM aKT, YCTAHABIIMBAIOLIUN
CPOK XpaHeHUs TIOKyMeHTa. CpOK XpaHEHUsI JOKYMEHTOB, HE YKa3aHHBIX B TAHHOM
[lepeune, ycraHaBiuBaercss 1o coryacoBaHuto ¢  Cankt-lIleTepOyprekoi
u3buparenbHoi komuccueit u IIMK LI'A CIIO.

Ucuucnenne CpPOKOB XpaHCHUS JIOKYMEHTOB, 3aKOHYEHHBIX
JI€JIONPOU3BOJCTBOM B TEKYIIEM I'O/ly, HAUMHAETCS ¢ | SHBaps CIEAYIOUIEro roja.

TepputopuanbHas KOMUCCHS TakKe BIpaBe pa3padaThiBaTh THUIIOBbIE
W/WJIA PUMEPHBIC HOMEHKJIATYPHBI ACJ 1JI1 Y4aCTKOBBIX U30UpaTEIbHBIX KOMUCCHUH.

12.2. OdbopMieHre JOKYMEHTOB, 3aKOHUYCHHBIX JEJIOMPOU3BOACTBOM,
dbopMUpOBaHUE U TEKYIIIEE XPAHECHHE JIe]T B TEPPUTOPUATHLHON KOMUCCHH.

3aKOHYEHHBIE JEJIOITPOU3BOACTBOM JOKYMEHTHI oopMIISIOTCS
B COOTBETCTBHHM C TpeOoBaHUSMU WHCTPYKIIMHU, CIHCHIBAIOTCS TMpejceaaTesieM
TEPPUTOPUAIIBHOM KOMUCCHUM B A€J10. [Ipr 3TOM B HMKHEN 4aCTH JIMIIEBOM CTOPOHBI
MEePBOTO JINCTA JJOKYMEHTa Ha CBOOOTHOM OT TEKCTa MECTE CTABUTCSI OTMETKA O €T0
WCMOJIHEHUH, JeNaeTcsl Haanuch «B 1eno», MOXeT yka3bIBaThbCsl HOMEpP Jiena 1Mo
HOMEHKJIaType W  Jjara  cnucaHus. IIlpy  HEOOXOAMMOCTHM  OTMETKa
00 WCMOJIHEHHH MOXKET OBbITh cjellaHa Ha OOOPOTHON CTOPOHE IMEPBOTO JIHCTA
JOKyMeHTa. B peructpaiuoHHyr0 QopMy BHOCHTCS OTMETKa O CHUCAaHUU
JIOKYMEHTA B JE€J0 C YKa3aHHEM HOMEpPA JIeJIa COTJIACHO HOMEHKIATYPe AE.

HcnonHeHHbIE  TOKYMEHTBHI  (OPMUPYIOTCS  pabOTHUKOM  ammapara,
OTBETCTBEHHBIM 3a BEJCHHUE [IEJIONPOU3BOJACTBA, B Jiela B COOTBETCTBUU

C YTBEPKICHHOM HOMEHKIIATYPOU JIEII.



Jleno cuuTaeTcs 3aBEACHHBIM C MOMEHTA BKIIOUEHHS B HEro0 IEPBOrO
UCIIOJIHEHHOTO JIOKYMEHTA.

3aKOHYEHHBIE JIETOMPOU3BOCTBOM JIEKTPOHHBIE JOKYMEHTHI (POPMUPYIOTCS
paOOTHMKOM  ammapaTa, OTBETCTBEHHBIM 32 BEJCHHE JICJIOMPOM3BOICTBA
B AJIEKTPOHHBIE Jiena (Manku, JUPEKTOPUHN) B COOTBETCTBUM C HOMEHKIIATYPOM J1e.

[Ipu ¢dopmupoBanun gena MpoBepsSETCS MNPABUIBHOCTH OTHECEHUS
JIOKYMEHTOB B JIAHHOE JI€JI0, Ka4eCTBO 0(OPMIICHUS M KOMILJIEKTHOCTh TOKYyMEHTOB,
HaJIU4ue MOJIMUCEH, BU3, pPErUCTPaIMOHHBIX HOMEPOB, CIPaBOK
WIK OTMETOK 00 HCIOJIHEHWH, CIHCAHWM B Je0 M JApyrux. HemnpaBuiibHO
oopmIieHHBIE JOKYMEHTBI JOJDKHBI OBbITh J00(OPMIIEHBI, a 3aTEM IOMEUICHbI
B JIEJIO.

He nomyckaercs momelieHue B JI€J0 JOKYMEHTOB, COJEP>KAHHE KOTOPBIX
HE COOTBETCTBYET 3aroJIOBKY JIena.

[Ipu popmMupoBaHUM J1€7 COONIOAAIOTCS CIEAYIOIINE TPEOOBAHHUS:

JOKYMEHTBI MOCTOSIHHOTO M BPEMEHHOTO XpaHEHUs (POpMHpYIOTCS B jAela
pa3zienbHo;

B JI€JI0 BKJIIOYAIOTCS TOJBKO HCIOJIHEHHBIE, MPABUIBHO OQPOPMIIEHHBIE
JIOKYMEHTBI B COOTBETCTBUH C 3ar0JIOBKaMHU JieJ B HOMEHKJIATYpE;

BCE€ JIOKYMEHTBI, OTHOCSILKECS K PELIEHUIO0 OJTHOTO BOIpoca, (GOpMUPYIOTCS
B OJIHO JI€JIO;

JOKYMEHTBI, TOJJIEXKAINE BO3BPATY, B €0 HE TOMEIIAOTCS;

B JICJI0 MOMEIIAETCS TOJBbKO OJMH JK3EMIUISIP JOKYMEHTa, YEPHOBHUKHU
Y BApUAHTHI IPOEKTOB IOKYMEHTOB B JIEJIO HE MOAIINBAIOTCA (32 UCKITIOYCHHEM TEX,
Ha KOTOPBIX MMEIOTCS BM3bl, YKa3aHHUS MO HCIHOJHEHUIO JOKYMEHTOB U Jpyrue
OTMETKH, JIOTIOJIHSIOIINE MEePBbINA IK3EMIUISP);

B JIEJIO BKJIFOYAIOTCS, KaK MPaBUJIO, TOKYMEHTHI OJIHOTO KaJIeHJapHOTO roja
(MCKJTIOYEHUE COCTABIIAIOT JINYHBIE U MEPEXOISALIUE /1eT1a);

00BbeM (hopMHpYEMBIX €T TIOCTOSHHOTO XPaHEHUs U TI0 JINYHOMY COCTaBY He
JOJKEH TipeBblath 250 nmuctoB (3—4 cM TONIIMHBI KOPEUIKa Jea), TOJNIUHA e
BPEMEHHBIX CPOKOB XpaHEHUs He A0JbkHa peBbimath 10 cM. [Ipu Oonbiiem o0beme

JOKYMEHTOB B Jene  (GOopMHUpPYeTCSl  HECKOJBKO  TOMOB  (4acrtem).



[Ipn Hanmuuuu B Jen€ HECKOJBKMX TOMOB (YacTeil) MHAEKC M 3arojoBOK Jena
IPOCTABJISIIOTCS Ha KaXKJI0M TOMe ¢ jo0aBieHneM o0o3HaueHui «Tom 1», «Tom 2»
U T.JI.

DONeKTpOHHbIE JOKYMEHThI Ha TOMa M YacTU HE Pa3JelstoTCs.
Bce 53nekTpoHHBIE JOKYMEHTBI, OTHOCALIMECS K OJHOMY HOMEHKJIATYpHOMY
UHJIEKCY, HE3aBUCUMO OT UX 00beMa, BKIFOUAIOTCS B OHO 3JIEKTPOHHOE JIEIIO.

B ciydyae HE0OXOAMMOCTH JOKYMEHTBHI IO OJHOMY M TOMY >K€ BOIpPOCY,
HO C pa3jiuyHbIM CpPOKOM XpPaHEHUS MOIYT HAaXOJIUTbCS B OJHOM [EJie
70 KOHIIA TEKYILEro roja Win 10 3aBEpLICHUs UCIOJIHEHUS JNOKYMEHTa, a 3aTeM
nepedopMHUPOBBIBAIOTCS B Ji€j1a IOCTOSHHOTO U BPEMEHHBIX CPOKOB XPAHEHHUSI.

B neno BkIOYArOTCS BCE JOKYMEHTHI MO KOHKPETHOMY BOIPOCY BMECTE
C MIPWIOKEHHUSIMH, YKa3aHHBIMU B TEKCTE JOKYMEHTA, IPU OTCYTCTBUH MPUIIOKEHUH,
YKa3aHHBIX B TEKCTE IOKYMEHTA, UCIIOJIHUTEIb 00513aH OPraHu30BaTh UX PO3bICK U B
ciryyae 170:¢ oOHapyKeHus chopMHUpPOBaAThH B hi (N (0] BMECTE
C JIOKYMEHTOM, K KOTOPOMY OHHM Mpuiararorca. Eciu po3bICK JTOKYMEHTOB €N
MOCTOSIHHOTO WJIM JIOJATOBPEMEHHBIX CPOKOB XpPaHEHHs, B TOM YHCIE MO JIMYHOMY
COCTaBy, HE€ Jal  I[OJIO)KUTEIBbHBIX  pE3yJIbTaTOB,  COCTABIIIETCS  aKT
0 HEOOHAPY>KEHUH JTOKYMEHTOB, ITyTH PO3bICKAa KOTOPBIX HCUYEPIIAHBI.

JIOKyMEeHTBl ~ BHYTpU  JleJla  pacloyiaralorcs B XPOHOJOTHYECKOM
WUJIM BOIIPOCHO-JIOTMYECKOM MTOCJIEA0BATEIIBHOCTH WIIM UX COYETAHUU.

HopmaTuBHBIE W OpPraHU3alMOHHO-PACHOPSAAUTENBHBIE  TOKYMEHTHI
C OTHOCSIIMMHCS K HHUM MPWIOKEHUSMU TPYNIUPYIOTCS B Jeia IO BHUAAM
JOKYMEHTOB U I10 XPOHOJIOTHH.

IIpoToKOBI 3aceiaHuil TEPPUTOPUATIEHOM KOMUCCHU PACIIONIAraroTCs B JIENe
10 XPOHOJIOTUU B TMOPSAKE BO3pacTaHUsi HOMEpPOB. JIOKyMEHThI K 3aceIaHHIO
TEPPUTOPHUATIEHON KOMHCCHH ITOMENIAIOTCS MIOCIIE€ COOTBETCTBYIOLErO IPOTOKOJIA B
NOPSKE PACCMOTPEHUS BOIIPOCOB HA 3aCEAAHUU.

[Tonoxenus, UHCTPYKLIVH, YTBEP>K/ICHHbIE pacnopsAIuTEIbHBIMU
JOKYMEHTaMH, SBISIOTCSA MPWIOKEHUAMH K HHM M TPYIIIUPYIOTCS BMECTE
C YKa3aHHBIMU JOKYMEHTaMH.

IInanoBast U oT4yeTHas JOKYMCHTAIUA HC3aBUCHUMO OT AaTbl €€ COCTABJICHUSA



BKJIFOYAETCS B JICJIO TOTO r0Jia, K KOTOPOMY OHa OTHOCHTCS.

IIpu nHeoOxomumoctu B Jnene «llepenucka» wucxonsdmuid (OTBETHBIN)
JOKyMEHT TIOMEIIaeTcsl Tocie BXojsamiero. IIpu BO30OHOBICHUHM TMEPEHUCKA
10 BOIPOCY, HAYABIICHCS B MPEIbIAYIIEM IOy, TOKYMEHThI BKIIOUAIOTCS B JIEJIO
TEKYyIIEro roja M YKa3blBa€TCd HWHIEKC TOro Jeja [0 HOMEHKIAType Hell
NpEeAbIAYIIEr0 TOJa, B KOTOPOM HaXOJATCS MPEAIIECTBYIOMINE JOKYMEHTHI
10 3TOMY BOIIPOCY.

OOpaieHus rpakJaH U JOKYMEHTHI IO UX PAacCMOTPEHHUI0 (POpMUPYIOTCS
B OTACHbHBIE Nena. OOpalieHus, JOKyMEHThI M0 UX PACCMOTPEHUIO COCTABIISIOT
B JIEJI€ CaMOCTOSITEJIbHBIE TPYIIBI M MOMEMIAIOTCS B Ji€Jla B COOTBETCTBUU
C HOMEHKJIATYPO J1eJl TEPPUTOPUAIBHON KOMUCCHH.

[Ipu popmMupoBaHuM Aena U3 HECKOIBKHUX TOMOB (4acTeil), Kpome oOIIero
3aroJoBKa nena npu HE0OXO0IUMOCTH COCTaBIIIFOTCS 3aroJI0BKH
Ka)XJI0ro ToMa (4acTu), yTOUHSIIOIIUE COAEpKaHNEe TOMOB (YacTeil) nena.

B nenax, Haxonmsmmxcs B JEIONPOU3BOJCTBE, JOKYMEHTBI TEKYIIETrO rojia
pacroyiaratoTcsi MO XPOHOJOTMM CHHU3Y BBEpX IO Mepe TMOCTYIUICHHUS.
[Ipy moOAroTOBKE K clIaue B apXuB Jejla C JOKYMEHTAaMU IOCTOSIHHOTO
U JTOJTOBpeMEHHBbIX (cBbIme 10 j€eT) cpokoB XpaHeHHs mepedOpMUPOBBIBAIOTCS
B 00paTHOM MOpPSJIKE: TOKYMEHT, MOCTYNMUBIIUN B KaJE€HIAPHOM IOy MOCJIEIHUM,
JOJKEH OBITh BHU3Y JieNla, a TMEepPBbIA JIOKYMEHT KaJICHJApHOTO Toja — BBEPXY,
MIEPBBIM.

Jlena ¢ MOMEHTa MX 3aBEJICHUS W JI0 TMEepeladynd B apXUB WU YHUUYTOXKCHUS
B CBS3U C UCTEUECHHEM CPOKOB XPAaHEHUsS HAXOJATCS y Mpeacenarens (cexperaps
uiu pabOTHHUKA arfmapara, OTBETCTBEHHOTO 3a BEICHHUE JEIONPOM3BOACTBA)
TEPPUTOPUATIBHON KOMUCCHH.

DONEeKTpOHHBIE  JTIOKYMEHTHI  (OPMHPYIOTCS B  DJIGKTPOHHBIE  Jela
B COOTBETCTBMM C HOMEHKJIaTypod pen. B HomeHkmatype Aen ykasblBaeTcs,
YTO JEJI0 BEJETCS B DJIJIGKTPOHHOU (opme. DIEKTPOHHBIE TOKYMEHTHI TOCIIe
WX WCTOJHEHHS WM OTIPaBKU MojJsiekar XxpaHneHuto B IIJ[ B TeyeHue CpoKoOB,
NPEAYyCMOTPEHHBIX Il AHAJIOTHYHBIX JIOKYMEHTOB Ha OyMa)XHOM HOCHTETIE.

B cayuae ecnu gema mpenactaBieHbl Ha OyMakHOM HocuTene U B (opme



AJIEKTPOHHBIX JOKYMEHTOB («THOPUIHOE JEJI0») U HE UMEIOT DJIEKTPOHHOTO 00pa3a
B cooTrBercTBytomed  PYK, To oHM  momiexar  CKaHMPOBAHUIO
C MOCJIEIYIOIUM MPUCOEAMHEHUEM 3JEKTPOHHOIO 00pa3a B COOTBETCTBYIOLIYIO
PVYK.

B HoMeHKkIaType nien 3JeKTPOHHOE JENO0 U JIeJI0 Ha OyMa>KHOM HOCHUTEINe
OTpaXkaroTCid Kak JBa TOMa, MMEIOIIME OJIMH 3aroJIOBOK W CPOK XpaHEHHS.
K uHIIeKCY 37eKTPOHHOTIO Jiejia MPUOaBIseTCs IUTepa «IO».

[IpoTokonbl 3acelaHuil, PEIICHUS TEPPUTOPUAIBHOW KOMHCCHH, CIHCKHU
NPUTJANIEHHBIX, TPWJIAraéMble K MPOTOKOJY MOJUIMHHBIE SK3EMIUISIPhl pEUICHUI
C COOTBETCTBYIOIIMMH IPUIIOKEHUSIMH, POTOKOJIBHBIE NOPYYEHMsI, TOKYMEHTHI,
NOCIIYKMBIIME OCHOBAaHMEM I pPacCMOTPEHHs BONpOca Ha 3acedaHuu
TEPPUTOPUATILHOM ~ KOMHUCCUH, pacliM(ppOoBaHHAs  ayJHMO3aNKNCh  3aceJaHus
(pu ee HaIM4MU), 10 MEPEAAYU B apXUB HAXOAATCA y npeacenatens (paboTHHUKa
anmapara, OTBETCTBEHHOIO 3a BEJEHHUE JIEJONPOU3BOJCTBA) TEPPUTOPHUAIBHON
KOMUCCHH.

3a COXpaHHOCTh JOKYMEHTOB M J€JI OTBETCTBEHHOCTbh HECET IMpeacenaTelb
TEPPUTOPUATIEHON KOMHUCCHH.

Jlena MOKHBI HaxXOOUThCsl B paboueld KOMHATe WM B CHEIUAJIbHO
OTBEJCHHOM I 3TOM L€ MOMEIEHUN U XPAaHUTHCS B 3alHparoluxcs mkadax,
IPENOXPAHSIONINX JOKYMEHTBI OT MBLIM U BO3ACHCTBUS COJIHEYHOT'O CBETA.

B memsix ofOecrneueHuss ONEpaTUBHOIO IOMCKAa JOKYMEHTOB Jela
pacnosiararorcsi B COOTBETCTBMM C HOMEHKJIATypOW [I€JI, KOIHS KOTOpPOH
IpU HEOOXOIMMOCTH, MTOMEIIAETCS Ha BHYTPEHHEH CTOpOHE ABEpIIb MKada.

Ha xopemikax o0noxkeK Jieia yKa3blBatoTCs MHACKCHI JeJ1 0 HOMEHKIIAType
ned.

Jemna, HaxonsduiuMecs Ha TEKYILEM XpaHEHWH, Mojuiexar ydery. Ilepen
nepefadyed  JOKYMEHTOB B apXWB  IPOBOJUTCA  IPOBEpKa  HAIWYMS
Y COCTOSIHUS TOKYMEHTOB U JIeJ1 B LIETISIX YCTAHOBJICHUS (PAKTUUECKOTO HATMYMSI 1T
Y COOTBETCTBHS UX KOJUYECTBY, YUCIAILIEMYCS 10 HOMEHKIIATYpe JEll.

[IpoBepka HanmMuusi M COCTOSIHHUS JIOKYMEHTOB M JI€1 IIPOBOJMUTCS

MpU TNEpPEMENIEHUU e, BO3Bpare Jejd, CMEHE Mpecenarelisi TepPPUTOpPHATIbHON



KOMHCCHUH, TIEpe]] IEpeIadeii B apXuB.

[IpoBepka MPOBOAMUTCS IyTEM CBEPKU CTAaTed HOMEHKJIATYphl Jel
C OMHCAHWEM JIe]T Ha 00JIOKKE, a ((U3NIECKOE COCTOSHHE NI OTPEALIISCTCS MyTeM
WX BH3yaJIBHOTO TpocMOTpa. Bce oOHapyXKeHHBICE HEAOCTATKH (PHUKCHPYIOTCS
B aKT€ MPOBEPKU HATMYUS U COCTOSIHUS JIEII.

B cmydae yTparthl JOKYMEHTOB U J€JI IPOBOJUTCSA  CIIy)KeOHOE
paccienoBaHue, MO pe3yJbTaTaM KOTOpPOTO JIMIIO, BUHOBHOE B YTpaTe, HECET
OTBETCTBEHHOCTh B yCTaHOBJIEHHOM  mopsiake. [IpuHumaiorcs  Mepsl
0 3aMEIICHUI0 YTPAYEHHOTO JJOKYMEHTA 3aBEPEHHOM Komuei (1o BO3MOKHOCTH).

Ecnu  ornenbHble JOKYMEHTHI, YK€ BKJIIOUYECHHBIE B JI€JI0, BPEMEHHO
TpeOyIOTCs AJisi pabOThl, OHM MOTYT OBITh BBIJAHBI M3 Ji€Jla, a Ha UX MECTO
BKJIQ/IBIBACTCS JIUCT-3aMECTUTENH C YKa3aHUEM, KOTa, KOMY M Ha KaKOU CPOK BbIJIaH
JIOKYMEHT.

12.3. DxcnepTu3a EHHOCTU JOKYMEHTOB.

DKcnepTu3a HEHHOCTH IOKYMEHTOB ITPOBOJUTCS AJI1 yCTAHOBJICHUS] HAYYHOM,
HUCTOPUYECKOM W TPAKTUUYECKON 3HAYMMOCTH JTOKYMEHTOB, OOpa30BaBIIMXCS B
npoiecce NeSATeIbHOCTU TEPPUTOPUATIBHON KOMHCCHH,
C IIeJIbI0 0TOOpA UX IS JATbHEHIIEro XpaHEeHUs UM YHUUYTOKECHHUS.

OKClepTr3a I1EHHOCTU JIOKYMEHTOB TMPOBOAUTCS TMPU  COCTABJICHUHU
HOMEHKJIATyphl JIeJ, B Tporiecce (GopMuUpoBaHHS Ji€7, MPU TOJATOTOBKE JIeT
K IepeJaye B apXWB, MPHU BBIJCICHUM K YHHUTOXKEHHUIO J€J, JJIEKTPOHHBIX
JIOKYMEHTOB, HE MOJIJICKAIUX XPAHCHHUIO.

JIns paccMOTpeHUsI MPOEKTOB HOPMATUBHO-METOJMYECKUX JOKYMEHTOB
10 BOIMpOCaM JCJONPOU3BOACTBA M APXUBHOIO Jeja, OMUCEH JIeJI TMOCTOSIHHOTO
Y JI0JTOBpPEMEHHBIX (CBbIlIe 10 JIeT) CpOKOB XpaHEHUsI, aKTOB 00 YHUUTOKEHUU JICJT
U JOKYMEHTOB, HE HMMEIOIIUX HAyYHOW LEHHOCTHM M MNPAKTUYECKOTO 3HAYCHWS,
MPUKa30M TMpeJceqaTesss TePPUTOPUATIbHOM KOMHUCCHU CO3JAE€TCs dKCIEepTHas
komuccus (ganee — IK).

B ee dbyHKIMM BXOAUT pacCCMOTPEHUE W COTIIACOBAHWE HOMEHKIIATYPHI JEI

TEPPUTOPUATIEHON KOMUCCHUHU.



B cocraB DK Moryr BKIIOYATHCS WIEHBl TEPPUTOPUATIBHON KOMUCCHH,
I'PaKJaHCKHE CITy Kalue arnmapara TEPPUTOPUATILHOU KOMUCCHH,
1o corjacoBaHuio pabotHuku ammapara Caukrt-IletepOyprckoit mzbuparenbHON
KOMUCCHH.

IIpn npoBeNEeHHMH OSKCHIEPTU3bl LEHHOCTH JOKYMEHTOB OCYILIECTBISETCS
0oTOOp J1eJ1 MOCTOSTHHOTO M JIOJTOBPEMEHHBIX (CBbIIE 10 JI€T) CPOKOB XpaHEHHS,
B TOM YHCIJIE 110 JUYHOMY COCTaBYy, OTOOp /€]l C BpEMEHHBIMU CPOKAMHU XPAaHEHUS,
NOJJICKAIMX XPAHCHUIO, BBIJACICHUE K YHUYTOXCHHUIO €, CPOKH XpaHCHUS
KOTOpbIX UCTEKNU. [Ipyu 3TOM OJHOBPEMEHHO MPOBEPSIOTCS KAa4e€CTBO M IMOJHOTA
HOMEHKJIaTypbl JI€Jl, NPaBWIBHOCTb ONPEIEICHUS CPOKOB XpaHEHUs e,
JIOKYMEHTOB.

DKcnepTh3a LEHHOCTH TOKYMEHTOB OCYIIECTBISIETCA IMYTEM MOJUCTHOTO
npocMotpa Jnen. He nomyckaercas oTOOp JIOKYMEHTOB JJii  XpaHEHMs
WIM K YHHUTOKEHHUIO TOJIBKO Ha OCHOBaHUM 3ar0JIOBKOB JIE.

OTOOp  DNEKTPOHHBIX  JIOKYMEHTOB  JJsi  Mepeladyd B apXUB
MOXXET OCYIIECTBISTbCS B aBTOMAaTHU3UPOBAHHOM pEXHME MyTeM O0TOopa
nokymeHToB B I1]] mo npusnakam «MHaekc nenay», «Cpok XpaHEHUsD.

JIOKyMEHTBI, YTPATHBIIME NPAKTUYECKOE 3HAYEHHE M HE HUMEHOIINE
VCTOPUYECKONM WJIM HAYYHOM LEHHOCTH, MO MCTEYEHUH YCTAHOBJICHHBIX CPOKOB
XPAaHEHMSI MOJJIEKAT YHUUTOKEHUIO 10 aKTy.

AKTBI O BBIJICJICHUHM K YHUYTOXXEHHUIO 1€ U JJOKYMEHTOB pacCMaTpHUBarOTCS
Ha 3acegaHusix OK OJHOBPEMEHHO C ONUCAMH [I€JI. YHUUTOXKEHUE el
Y JOKYMEHTOB JI0 YTBEPKIACHUS aKTOB 3aIIPELIACTCSl.

ITo pe3ynbpTaTaM sKCIEepTU3bl HEHHOCTH IOKYMEHTOB pa0OTHUKOM ammnapara,
OTBETCTBEHHBIM 32 BEJICHHUE JIETIONPOU3BOJICTBA €KETOJIHO COCTABIISIIOTCS CBOJIHBIE
OIKCH nen ITOCTOSIHHOT'O " JOJITOBPEMEHHBIX
(cBpimie 10 7€T) CpOKOB XpaHEHUs M MO JIMYHOMY COCTaBYy (MIPUIIOKEHUS
NoNe 13,14,15), a Takke akTbl O BBIACIICHUM K YHHUYTOXEHHUIO JOKYMEHTOB,

HE NOJIekKAINX XpaHeHHIO (mpuitoxxeHue Ne 16).



Onucu faen MOCTOSHHOTO M JOJATOBpeMEHHbIX (cBbimie 10 JeT) CpokoB
XpaHEHMs, a TakKe akKThl O BBIJCICHUM K YHUUTOXKEHHUIO JIOKYMEHTOB,
HE NOoJIeXKAalINX XpPaHEeHUI0, paccMaTpuBaroTcs Ha K.

Onucu  fen, JOKyMEHTOB IIOCTOSIHHOTO CpPOKa XpaHEHUs M aKThl
O BBIJIEJICHUU K YHUYTOXEHUIO IOKYMEHTOB, HE MOJJICKAIUX XPAHEHUIO, TOIJIeKAT
yTBepKIeHUIO LleHTpanbHOi 3KCepTHO-IpoBepouyHOr kKomuccnu (manee — LIDIK)
ApPXHUBHOTO KOMHUTETA Cankr-IletepOypra, a OIHCH aen
no jguuHoMy coctaBy — yTBepxkaeHuo DIIMK II'A CII6. Ilocne ytBepxaeHus
[DOIIK ApxuBHoro komutera CaHkT-IleTepOypra onucu Aemn v akThl O BbIICIECHUU
K YHHUYTOXEHHUIO JOKYMEHTOB, HE MOIJIEKAIIUX XPAHEHUIO, YTBEPKIAOTCS
npejceaTe’aeM TEPPUTOPUAIbHON KOMUCCUH.

UepHOBUKM W  PYKONKMCH TOJTOTABIUBAEMBIX JOKYMEHTOB, KOIHUU
WH(GOPMAIIMOHHBIX M JIPYTUX MaTepHalioB, HE TMOJJICkKANINX BKIIOUYEHUIO
B HOMEHKJIATypy [I€], 110 MHUHOBAHHHM B HHMX HAJOOHOCTH MOTYT YHUUTOXAThCS
0€e3 COCTaBIJICHUS aKTa.

[leperner (moammBKa) A€ TPOU3BOIUTCA TOJIBKO TIOCIE MPOBEIACHUS
AKCIEPTU3bI LICHHOCTH TIOKYMEHTOB.

12.4. Oopmnenue aenn.

Jlena, mojyiexaiyde Tmepefadye Ha XpaHEHHE B apXWB, JOJDKHBI OBITh
o(opmIIEHBI COOTBETCTBYIOLIUM 00pa3oM.

Odopmienue nena BKIIIOYAET B ce0s MPOBEPKY CUCTEMATU3ALUHU JOKYMEHTOB
BHYTpPHU JieJia, HyMEPALMIO JTMCTOB, COCTABJIEHUE BHYTPEHHEH OMUCU JOKYMEHTOB
nena (npunoxenue Ne 17), nucra-zaBeputens naena (mpuioxkenne Ne 18),
oopMIIEHHE PEKBU3UTOB 00JI0KKH, TTOAMIUBKY (TIEpEIIeT) aAena.

B 3aBUCUMOCTH OT CPOKOB XpaHEHUSI MPOBOAUTCS MOJHOE WM YACTUYHOE
odopMIICHHE JIC]I.

Jlena MOCTOSIHHOTO M JIOJATOBpEMEHHBIX (cBhilIe 10 J€eT) CpoKOB XpaHEHUs
noJyiekar noiHomy odopmienuto. [lonnoe odopmiienue aena npexycmaTpruBaeT
IPOBEPKY  CHCTEMATH3aluMyd  JOKYMEHTOB BHYTPU  J€ld, IPaBHIBHOCTH
ux opopMieHus (HaaIu4ure HeOOXOUMBIX MOJNUCEN, BU3, OTMETOK O PETUCTPALUH

Y WCIOJHEHUH, NPUIOKEHUN), HyMEpPAUUIO JIMCTOB, COCTABICHHE BHYTPEHHEU



ONKCU JOKYMEHTOB fena (g 0co00 LEHHBIX e, JUYHBIX JeNd, a TaKkkKe e,
C()OPMUPOBAHHBIX IO PA3HOBUIHOCTSAM JOKYMEHTOB, 3arojJOBKM KOTOPBIX
HE PACKpPBIBAIOT KOHKPETHOE COJEpXKaHHE JOKyMEHTa), COCTaBJIEHWE JIHCTa-
3aBepuUTEINA Jena, 0hopMIIeHHE PEKBU3UTOB 00JI0KKH, TIOIIIUBKY (TIEPETIeT) Jea.

Jlena BpeMeHHBIX (10 10 JIeT BKJIIOUHUTENBHO) CPOKOB XPaHEHMsI MOJJIEKAT
4aCTUYHOMY O(OPMIICHHIO: JIOMYCKAaeTcs HE MPOBOAUTH CHCTEMATU3ALUIO
JOKYMEHTOB B JeJie, JHCTBl Jela HE HyMepoBaTb, 3aBEPUTEJIbHbIE HAANNUCU
HE COCTaBJIATh.

O6noxka nena oopmiseTcs 1o YCTaHOBJICHHOM dopme
(npunoxxenue Ne 19). Ilpu sTom 0003HaueHHE apXWUBHOTO MM(dpa, HAHOCUMOE
B IIPaBOM BEpPXHEM YINy, nepeBopaunBaercs Ha 180 rpagycoB MO OTHOLIECHHIO
K O0OO3HAYeHWIO B JICBOM HW)XXHEM YTy eAuHMIBI XpaHeHusa. CBeneHUs
Ha 00JIOKKY MEPEHOCATCS U3 HOMEHKJIATYPhI J€J1 C YTOUHEHUAMHU, OTPAKAIOLUMU
(dakTUYECKuil COCTAaB TOMEIICHHBIX B JIET0 JOKYMEHTOB.

O6noxka nena odOpMIISIETCS YEPHBIMH CBETOCTOMKUMHU YEPHHIIAMU,
paz00opunBO, O€3 COKpaIICHUM.

Ha o6nokke nema yka3bIBalOTCS CIEAYIOLIME PEKBU3UTHI: HAUMEHOBAHUE
TEPPUTOPUAIBHON KOMHUCCHUH, JIEJIONPOM3BOACTBEHHbINI HOMeEp (MHIEKC) Jena,
3arojIOBOK Jefa, jJara Jena (Toma, 4acTH), KOJUYECTBO JIHCTOB B JIENE, CPOK
XpaHeHus Jena, apXuBHbIN MHdp aena.

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

HAaUMEHOBAHHUE TEPPUTOPHAIBHON KOMHUCCHH YKa3bIBA€TCSl B COOTBETCTBUU
C PErIaMEeHTOM TEPPUTOPHAIBHON KoMHccHH. [IpM M3MEHEHWHM HaWMEHOBAHWUSI
TEPPUTOPUATHHON KOMHCCHUU B TEUEHHUE TMEPHOA, OXBATHIBAEMOTO TOKYMEHTaMHU
7iena, Ha 00JI0)KKe K CTapOMy HAaMMEHOBAHUIO MTPUIHCHIBAETCS] HOBOE;

JEJIOMPOU3BOACTBEHHBIN HOMEP (MHIAEKC) JieJa — MpocTaBisieTcs: HudpoBoe
o0o3HaueHUEe (MHIEKC) Jieja M0 HOMEHKJIAType el M yKa3blBaeTcs HOMEp Toma
(gacTn);

3arojIoBOK (HaMMEHOBaHME) Jejla IEPEHOCUTCS W3 HOMEHKJIATYpbl el

(B HEOOXOIMMBIX CITydasiX B 3ar0JIOBOK BHOCSITCSI YTOUHCHUS ),



JaTa Jiefia — Ha O0JIOKKE Jiea yKa3bIBAIOTCS IBE JaThl, KOTOPbIE HAa3bIBAIOTCS
KpallHUMU JaTaMd W COOTBETCTBYIOT TOAY 3aBEICHHUS W OKOHYaHHS JIeJia.
HavanpHas gata —3TO Jara camMoro paHHEro, a KOHEYHas JaTa — JlaTa CcaMoro
MO3/IHETO JIOKyMeHTa B jene. [Ilpu 3TOM yUYUTHIBAIOTCA JaThl BXOJSIIUX
U UCXOISAIIMX JOKYMEHTOB (B Cilydae HMX OTCYTCTBHS — JIaThl PErucTpaluu
JIOKYMEHTOB) U HE YUUTHIBAIOTCS IaThl CIUCAHUSI IOKYMEHTOB B JI€JI0, YKa3aHUH MO
UCIIOJIHEHUIO JIOKYMEHTOB, OTMETOK MCIOJHUTENS (32 UCKIIOYEHUEM CIIy4acs,
KOI'JIa Ha JIOKYMEHTax HE UMEETCs JPYTuX JaT, KpoMe MepeyucieHHbIx). JJatamu
1€, CoZIep KallluX MPOTOKOJIbI 3aCEIaHNM, BISIOTCS JAThl IEPBOTO U MOCIEIHETO
MIPOTOKOJIOB, BOLIEIIUX B JEJO.

[Ipy HanmucaHuM KpallHUX JaT HA OOJIOXKKAX JeJ MOCTOSTHHOTO XpaHECHHS
YUCJIO U TOJ MPOCTABISIOTCS apaOCKUMU LudpamMu, a Ha3BaHUE Mecsila MUIIETCS
nponuchio 6e3 cokpaimieHus. Ha oOnokkax e BpPEeMEHHBIX CPOKOB XpPaHECHHS
YKa3bIBAETCS TOJIBKO TO/I.

Ha oOnoxkax fen, cOCTOSAIMMX W3 HECKOJIbKUX TOMOB (4acTeil),
MPOCTABIIAIOTCS KpallHUE AaThl KAXKJIOTO TOMa (YacTH).

KonuuectBO  mpoHYMEpOBaHHBIX B JieJie  JIUCTOB  MPOCTABJISIETCS
C JINCTa-3aBEPUTEIIS JIETa.

Cpox XpaHEHHs TMEPEHOCUTCS Ha OOJIOKKY Jejia U3 HOMEHKIATypbl Jell.
Ha nenax nmoctostHHOro XpaneHnus numercs: «[1ocTostHHOY.

ApxuBHBIN mUdp AeIa COCTOUT U3 HoMepa (oHIa, HOMEpa ONUCH, HOMEpa
Jiesa Mo OMUCH U MPOCTABIISIETCS TIOCIIE YTBEPXKICHUS M COTJIACOBAHUS OMKCEH el
MOCTOSIHHOTO U JIOJITOBpeMEHHBIX (CBbilIe 10 JIeT) CpOKOB XpaHEHUS.

Ha «kopemke [ena yka3bIBalOTCS 3aroJIOBOK  Jiefla, MHACKC Jena
110 HOMEHKJIAType, J1aTa JeJia U CPOK XPaHEHUSI.

B nensix oGecriedeHust COXpaHHOCTH U 3aKPETUICHUS TTOPSAKA PACTIONOKECHHUS
JIOKYMEHTOB, BKJIFOUEHHBIX B JIEJI0, BCE JIMCThI, KPOME UUCTHIX, JIUCTA-3aBEPUTEIISI
nena u JIUCTOB BHYTpPEHHEU OTIUCH, HYMEpYIOTCS
B Pa3BEpHYTOM BHJI€ apaOCKuMu nudpaMu BaioBOM HyMeparueid. UucThie JTUCTHI
U3 Jena u3bIMaloTcs (0€3 MOBPEKIEHHUs IEJIOCTHOCTH JIeja) U YHUUYTOXKAIOTCS.

JIncTel HyMepyIOTCS IPOCTBHIM KapaHIAIIoOM CBEPXY BHU3 B BO3PACTAIOLIEM ITOPSIAKE



HOMEpOB HauuHas ¢ nepBoro. L{udpsl mpocTaBisioTCS B MpPaBOM BEPXHEM YIIIy
aucta. Hymepanusi LBETHBIMM KapaHAalllaMU, YEpHUJIAMU U HyMepaTopamHu He
JIOITY CKaeTCsl.

JIOKyMEeHTBI ¢ COOCTBEHHOM HyMepaluei JIUCTOB, B TOM YHCIIE NEYaTHBIC
U3JIaHUs, HYMEPYIOTCS B OOIIEM TNOpSAKE WIM COXPAHSAIOT COOCTBEHHYIO
HYMEPALIMIO, €CJIM OHAa COOTBETCTBYET NOPSJIKOBOMY PACIOJIOKEHUIO JIMCTOB
B JIEJIE.

Cnoxennpii  juct Oousbimoro dopmata (A2, A3) pa3BopauuBaercs
U HyMEpyeTcs B MPaBOW 4YacTU BepxHero mnouss jmcra. [Ipu 3ToM juct maroboro
¢opmaTta, MOAIIMTHIA 3a OAMH Kpail, HymepyeTrcs KakK OJWH JIUCT, a JIUCT,
CIIOKEHHBIM M TOJIIMTHIA 32 CEpelHHY, MOMJIECKUT NEPEIIUBKE U HyMepyeTcs
KaK OJIMH JIUCT.

Ecnu B 1ene ecTb KOHBEPT C BIOXKEHUSIMH, TO CHayajaa HyMepyeTcsl KOHBEPT,
a 3aTe€M OYepEeIHBIM HOMEPOM KaXK/10€ BIIOKECHHUE.

dororpapun U JIpyrue WUIOCTPaTUBHbIE MaTepHalibl HYMEpYHOTCS
Ha 000POTHOI CTOPOHE B JIEBOM BEPXHEM YTIIy.

JIMCT ¢ HAarayXo HaKJIEEHHBIMU JOKYMEHTaMU (BbIpe3Kamu, (pororpadusimMm)
HyMepyeTcsl Kak OJIMH JINCT. Eciiu K TOKyMEHTY NOJKJIEEHBI OJHUM KPAaeM Apyrue
JIOKYMEHTBI (BCTaBKU TEKCTA, IEPEBO/IBI), TO KaXKIbI TUCT HYMEPYETCS OTIEIBHO.

[Ipunoxenue K Jelly, COCTABISIFOUIEE OTIEIbHBIM TOM, HyMEpYeTcs
OTJIEIBHO.

[Ipy HamMuuu OTHENBbHBIX OMMOOK B HyMepaluu JIMCTOB B Jienax
Opy TOArOTOBKE HUX K CJade B apXHUB JOIYCKAETCd MO COINIACOBAHUIO
C HUM yNOTpeOIeHUE TUTEPHBIX (C OYKBEHHBIMU JIOMOJHEHUSIMU ) HOMEPOB JIUCTOB.

B nenax MOCTOSSHHOrO CpoKa XpaHEHUs M OTIEIbHBIX KAaTeropusix e
0 JINYHOMY COCTaBy (JIMYHBIX JeliaX, a TaKXkKe JejaxX, BKIIYAIIUX B cels
TPYJIOBbIE JIOTOBOPBI, JOTOBOPHI T'PAKIAHCKO-IIPABOBOIO XapakTepa M aKThI
BBITMIOJTHEHHBIX pa0OT K HUM) AJIsl yUeTa U MOMCKa JOKyMEHTOB B HauaJje 1ejia MOKET
MOMEIIATHCS BHYTPEHHSS onuch (mpuitoxenue Ne 17).

JIMCTBI BHYTpEHHEN ONMKUCH HYMEPYIOTCS OTJIETBHO.



Kaxxmoe nemo 3akaHYMBAETCS JTUCTOM-3aBEPUTENIEM yCTAaHOBICHHOW (HOPMBI
(mpunoxenue Ne 18).

B nucte-3aBeputene nena undpamMu u NpoNKUChIO YKa3bIBaeTcs (pakTHUIeCcKoe
KOJIMYECTBO JINCTOB B JIAHHOM JI€JI€, a TAK)KE HAJUYUE JIMTEPHBIX U MPOMYIICHHBIX
HOMEPOB JIUCTOB, KOJMYECTBO JIMCTOB BHYTPEHHEH ONMHCH W HAIU4YUE CpEeAu
JIOKyMEHTOB Ta3eT, KHUT, Opomrop, deprexeit, ¢gororpaduii, pucyHKOB U T.1.,
CTaBATCA JaTa U MOANUCH paOOTHHUKA, CPOPMUPOBABIIETO JIEJI0, U YKA3BIBAIOTCS €T0
JOJDKHOCTh, MHUIIMABI U (paMuius. Eciu KonryecTBO JTUCTOB B Jieie U3MEHSIETCH,
3aBepUTEIbHAS HAMUCH COCTABIISAECTCS BHOBD.

[Ipu nmoAroToBKE A€ K MOIIIMBKE (TIEPEIJIETY) MPOBEPSETCS MPABUIHLHOCTD
ux ¢opmupoBanus, opopmiieHus. MeTaIMueCKue U MIACTUKOBBIE CKPEIUICHMUS,
a TaK)Ke TEPMOIIEPEIIETHI U3 TOKYMEHTOB Y IaJISFOTCHI.

JIOKyMEHTBI TIOJIITUBAIOTCS TAKUM 00pa3oM, YTOObI MOXKHO ObLIO CBOOOIHO
MPOYUTATh TEKCT KaXJAOro JTOKYMEHTa, BU3bl M YKa3aHWUS 110 HCIOJHEHUIO
JIOKYMEHTA.

12.5. Ilepenayva nen B apXus.

Ilepenaua aen nocrosinHoro cpoka xpanenus B LII'A CII6 ocymiectBisieTcs
noeanHn4YHO 110 yTBepkaeHHbIM [[DITK ApxuBHoro komutera Cankr-IlerepOypra
OMUCSIM JIeJT TOCTOSTHHOTO XpaHEHUSI.

[IpueM MHOKYMEHTOB Ha TIOCTOSSHHOE XpaHEeHHe OQOPMIIIETCS aKTOM
npuema-fepeadu 10KyMeHToB (mpuiioxerue Ne 20).

[Ipu mepemave Aen Ha BCEX JK3EMIUISIpAX OMUCH JIeN MPOTHB Ka)JA0Tro
BKJIFOUEHHOTO B Hee Jena B rpade «IIpuMeuanne» cCTaBUTCS OTMETKA O HATWIUHU
nena. B KOHIE KaXIOro »SK3eMIUIsipa ONHMCH JIeJ YyKas3blBalOTCS Uudpamu
U TMPONUCHIO KOJUYECTBO (PAKTHUUECKU TMPUHSATHIX (MIEpElaHHBIX) B apXxuB Jied,
WHUIIMATB 1 (HaMWIUU JIUI, OCYIIECTBISIOMNUX MpUEM-TIepeaady e, CTaBATCS
WX TIOJMKCH U JaTa.

[Ipu mpueme nen B apXwBe MPOBEPSETCS MPABWIBHOCTh MX O(OPMIICHHS.
Jlena, odopmiieHHBIE C HapyIIEHHWEM IMPaBUJl, YCTaHOBIEHHBIX WHCTpyKIneH,
BO3BpAILAIOTCS B TEPPUTOPUAIBHYI0 KOMUCCHIO C YKa3aHMEM HEIOCTaTKOB

JUISl UX YCTPAHEHMUS.



TeppuropuanbHas KOMUCCHS MMEET IIPUOPUTETHOE IIPaBo
Ha MCIOJIb30BAHNE JOKYMEHTOB, IIEPEIAHHBIX €10 HAa TOCYAPCTBEHHOE XPAaHEHUE, B
TOM YHCJIE HA UX MIEPBYIO MTyOJIUKAIHIO.

12.6. VcrionHEHHBIE JIEKTPOHHBIE TOKYMEHTBI CUCTEMATU3UPYIOTCA B JI€NIa B
COOTBETCTBUM C  HOMEHKJIATypoH A€l  TEPPUTOPUATIBHOM  KOMUCCHHU.
[Ipu cocraBileHMM HOMEHKIIATYPHI A€ B 3arOJIOBOK Ji€Ja BKIIIOYACTCA yKa3aHUE
«ONEKTPOHHBIE TOKYMEHTBD.

Cpokn XpaHEHMsS DJEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CpOKaM
XpaHEHUs aHAJIOTMYHBIX TOKYMEHTOB Ha OyMa)KHOM HOCHUTETIE.

OKcnepTh3a LEHHOCTH  JJEKTPOHHBIX  JOKYMEHTOB  OCYILECTBIISETCS
B OOILIEM MOpPSAAKE, YCTAHOBJIEHHOM [UIsl TOKYMEHTOB Ha OYMa)KHOM HOCHTEIIE.
[locne wucTedeHuss CpPOKa, YCTAHOBJIEHHOTO JUISI XPAHEHHsI DJIEKTPOHHBIX JIEII
(97EKTPOHHBIX  JIOKYMEHTOB), = Ha  OCHOBAaHMM  aKTa O  BbLICJICHUU
UX K YHUYTOKEHUIO, YTBEPKICHHOTO ITPEACENATENEM TEPPUTOPUATBHON KOMUCCHUH,
yKa3aHHbIE  JJEKTPOHHBIE Jena  (JIEKTPOHHBIE  JOKYMEHTBI)  MOJJIeXaT
YHUUYTOKEHUIO.

DJIEKTPOHHBIE JOKYMEHTBI ITOCTOSIHHOTO CpOKa XpAaHEHUs IEePEHaroTCs
Ha apXMBHOE XpaHEHUE MO OMmHCIM C O(OpPMIICHHEM aKTa IMpUeMa-Iepesadu

SJICKTPOHHBIX JOKYMCHTOB.

13. OTBEeTCTBEHHOCTH

13.1. YUneHbl TEppPUTOPUAIBHOM KOMHCCHUM W TPAXKIAHCKUE CITyXKallue
amnmapara TEpPUTOPUATBLHOM KOMHUCCHH, Tpa)KJaHE, 3aMEIIAIoNInie TOJDKHOCTH,
HE SIBJISIOIIUECS JODKHOCTAMU TOCYAapCTBEHHOM Ipa)KIaHCKOM CITy>KOBbI, a TaKxke
rpakiaHe, TWpPHUBIEKAEMbIE TI0 TPAKIAHCKO-TIPABOBBIM JOTOBOpaM, HECYT
NEPCOHAIBHYIO OTBETCTBEHHOCTh 3a coOitofeHue TpebdoBanuit WHcTpykuuy,
COXPaHHOCTh HAXOSIINXCS Y HUX TOKyMEHTOB.

13.2. OTBETCTBEHHOCTH 3a OpraHu3alIo JETONPOU3BOACTBA
B TEepPPUTOPUATBHOMN KOMUCCHH, BHEJPEHUE aBTOMATU3UPOBAHHBIX
(KOMITBIOTEPHBIX)  TEXHOJIOTUH  TMOJATOTOBKM W OOpabOTKHM  JIOKYMEHTOB,

o0ecrieueHrne COXPaHHOCTH JOKYMEHTOB M Tepeadyy UX B apXuB, KOHTPOJb



3a coOmmoienrneM TpedoBannii UHCTpyKIMK HECET peceAaTeb TEPPUTOPUATHHOMN

KOMUCCHH.



[Ipunoxenue Ne 1

K MHCTPYKIIUHU TIO JIEIOMPOU3BOICTBY
B TepputopuanbHoii n3dbupatensuoit komuccuu Ne 56

(I)opMa PErUCTPAMOHHOIO KYPHAJA BXOAAINUX JOKYMECHTOB

OtMeTKa 00
HCIIOJIHEHU U
. | Kpatkoe
Perucrpamu Hcxonsammi (mara
o cojepka- IImanoBas
Hata OHHBIN Koppec- HOMED Crnioco6 WCIIOJTHECHUS
HHUE Pesomonmsa | UcnomHUTEH marta
MOJy4YEHUs HOMED HOHIEHT U JaTta MOJIyYEeHUs U /uim
JIOKYMEHTa JIOKyMEHTa (x011-BO HCTOTHEHHA PEKBU3HUTHI
JMCTOB)
HUCXOJIAIIETO
JIOKYMEHTA)
(I)OpMa PErucCTPAIIMOHHOIO KYPHAJIa HCXOAAIINX TOKYMEHTOB
Kpatkoe conepxanne
ara PerucrpanunoHHbIi OKyYMEHTAa ®UO noxmucanTa
A pan Anpecat JIOKY A HUcnomaurenn Bug ornipaBku
pPETHCTpalliK | HOMEpP JOKYMEHTa (pEeKBU3UTHI BXOASIIETO JIOKYMEHTa

IIOKYMCHTE[), KOJI-BO JIUCTOB




[Ipunoxenue Ne 2
K HHCTPYKIUU IO JAEJONPOU3BOACTBY
B TeppuropuanbHOi n30upaTeapHol Komuccuu Ne 56

HEPEYEHDb
JOKYMEHTOB, He MOVIeKALIUX PerucTpanumn

1. CooOmieHuns o 3acelaHnsIX, COBEIIaHUIX U MOBECTKAX JTHS.

2. YueOHble IpOrpaMMBbl, IJIAHBI.

3. PeknamHbIe U3BEIICHUS, 1aKaThI.

4. Ilo3apaBUTENBHBIE TUCHMA U TEJIETPAMMEL.

5. [IpurnacurensHble OWIICTHI, MPUTJIANIICHNAS HA PA3IUYHBIC MEPOIPHUSITHS,
HE COJIEpIKAIlME HAJJIEKAIINX PEKBU3UTOB NIUCHhMA.

6. byxrantepckue JOKYMEHTHI.

7. IleyaTHble U31aHMS.

8. OneparuBHas wuHboOpMaIMs, TMOCTyMawIas IO KaHajlaM  CBS3H
['ocynapcTBeHHONW aBTOMATHU3WPOBAaHHOM cucTeMbl Pocculickon ®Denepannu
«BBIOOpEI».

9. OOpaituenus rpaxaaH, NOCTYNUBIINE HA aJJPEC SJIEKTPOHHON MOYTHI.



[Ipunoxenue Ne 3
K HHCTPYKIUU IO JAEIONPOU3BOICTBY
B TeppuropuasibHON n3dupaTenbHo komuccuu Ne 56

AKT

MLI, HWKCITIOAIINM CaBIITHCCA

COCTaBUJIM aKT O TOM, UYTO « » 20 r. Mpu
BCKPBITUU TTAKETa
O0OHapy’KEHbI CIEYIOUIUE HEAOCTATKH:

Hacrosimuii akT cOCTaBIEH B ABYX DK3EMILISIPax.

[Toanucek, pacuppoBKa NOANKUCH:




[Tpunoxenue Ne 4
K HHCTPYKIUU IO JAEIONPOU3BOICTBY
B TeppuropuasibHON n3dupaTenbHo komuccuu Ne 56

DopMbI 0JIAaHKOB, HCII0JIb3YEeMbIX B TEPPUTOPUAIBLHONH KOMHUCCHU



«

»

TEPPUTOPUAJIBHASA NU3BUPATEJIBHASL KOMUCCHUSA Ne 56

IIPOTOKOJ 3ACEAAHUNUA

20  rTonm Ne

Cankr-IletepOypr



TEPPUTOPUAJIBHASA NU3BUPATEJIBHASL KOMUCCHUSA Ne 56

PEINIEHHUE

« » 20 ronm No

Cankr-IletepOypr



«

TEPPUTOPUAJILHAS U3BUPATEJLHASI KOMUCCHS Ne 56
NPEJCEJAATEJD

INPUKA3

» 20  roxm No

Cankr-IletepOypr



TEPPUTOPUAJIBHAS
MN3BUPATEJIBHAA KOMUCCUS Ne 56
CAHKT-IIETEPBYPI'
yia. CaBylikuHa, 10M 83,
Cankr-IlerepOypr, 197374
Ten.: +7(812)576-03-56;
http://www.tik56.spbik.spb.ru
OI'PH 1207800070796; OKIIO 44447937
WHH 7814776557 KIIIT 781401001

Ne

Ha Ne oT




[Tpunoxenue Ne 5
K HHCTPYKIUU IO JAEIONPOU3BOICTBY
B TeppuropuasibHON n3dupaTenbHo komuccuu Ne 56

TpeGoBanus K JOKyMEeHTaM, U3rO0TOBJIAEMbIM € IOMOIIbIO
MeYaTawiuuxX YCTPOUCTB, U K (pailjiaM TEKCTOBBIX JOKYMEHTOB

1. TekcTel MOKYMEHTOB Ha OmaHkax ¢opmara A4 medararoTcs uepes
1,5 MEXCTpOUYHBIX HMHTEpBaJia, JOIMYyCKaeTcd IMe4yaTh JIOKYMEHTOB Ha OJjaHKax
dopmara A4 yepe3 1 MeKCTpOUHBI MHTEpBAJ, HA OMaHkax (Gopmata AS — yepe3
1 MEXCTPOUYHBIN UHTEPBAJL.

TekcTbl JTOKYMEHTOB, MOATOTaBIMBAEMBIX K THIOTPACKOMY H3JaHUIO,
neyaTaroTcs yepe3 2 MEeKCTPOUHbIX HHTEpBaa.

2. HaumeHoBaHue BUa TOKYMEHTA MEYATACTCs IPOMMCHBIMU OYKBaMHU.

3. Ecnu 3arosioBoK K TEKCTy npeBbimiaeT 150 3HakoB (5 CTpoOk), A0OMmycKaeTcs
IpOJUIEBAaTh €ro JO0 TpaHUIbl MpaBoro mnojs. Todyka B KOHLE 3arojioBKa
HE CTaBUTCA.

4. PacuiudpoBka moamucu B pekBuzute «lloamuce»  medaraetcs
Ha YPOBHE IIOCJIEIHEM CTPOKM HAWNMEHOBAHMS JOJDKHOCTH C HCIOJIb30BAaHUEM
koMOuHanuu knasuil Shift — Ctrl — [IpoOen mexay nHunmanamMu 1 paMuianei.

5. Co3nanue, d¢opmaTUpoBaHHE U BBIBOJ Ha TMe4aTh JOKYMEHTOB
IIPOU3BOJMTCS HA KOMIBIOTEPAX C HCIOJIB30BAHUEM TEKCTOBOIO PENAKTOPA,
nozaaepxkuBatoriero popmat docx. BHenpeHue 35eKTpOHHBIX TabJINII, CO3IaHHBIX B
TaOJIMYHBIX PEIaKTOpax, B JOKyMeHThl (opmata docx HeE mOmycKaercs.
Jlomyckaercsi, mpu HEOOXOJUMOCTH, CO37aHue, (OpMaTUPOBAHHUE U BBIBOJ Ha
neyaTh TabJUIl TOCPECTBOM PEIaKTOPa IEKTPOHHBIX TAOJHIL, MOAAECPHKUBAIOIINX
dbopmar xIsx.

6.[Ipu  dopmaTupoBaHMM  JOKYMEHTOB  pEKOMEHAyeTcs  paboTaTh
C BKJIFOUEHHOM KHOMKOH Y, 4TOOBI BUJIETh HA DKpPaHE BCE CITY>KEOHBIE CUMBOJIBI.

7. 1lpu ¢dopMaTUpOBaHUU TEKCTOB JIOKYMEHTOB HCIOJb3YETCS CTUJIb,
KOTOPBIN UMEET CIIeTyIOUIUE TapaMeTphl:

o 1pudT PT Astra Serif



e pasMmep 14 myHKTOB

® OTCTYyI cieBa 0cm
cIipaBa 0cMm
® UHTEpBAI nepen 0 myHKTOB
rocie 0 myHKTOB
® MEKCTPOYHBIM MHTEPBAJ IOy TOPHBIN
® [iepBasg CTPOKa oTcTyn Ha 1,25 cMm
® BHIPDABHUBAHUE IO IIMPHUHE.

8. Ilpu ¢dopmaTupoBanuu TaONHI HEOOXOAMMO COOJIOATH CIIEIYIOLIUE
TpeOOBaHMUS:

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

TabJIMIa BBIPABHUBAETCS TI0 LEHTPY JIUCTA;

3aroJIOBKM CTOJOIIOB U CTPOK BBIPABHUBAIOTCS IO IIEHTPY STYCHKU;

JaHHbIE B sTYelKax TaOJUIbl BEIPABHUBAIOTCS CBEPXY IO JIEBOMY Kpalo;

MPOAOHKEHNE TaOIUITHI HA HOBOM JIHCTE MOYKET HAYMHATHCSI C 3aT0JIOBKOB €€
rpad (umm HOMeEpoB Tpad B ciydae, ecau rpadbl TaOIUIBI HA TEPBOM JIHCTE
MIPOHYMEPOBaHbI);

CTPOKHU TaOIUIIBI IEPEHOCATCS Ha HOBBIM JTUCT TOKYMEHTA UCKIIOYUTEIBHO
LEJIUKOM;

IIMpUHA W BBICOTA TaOJMWIBI HE AOJDKHBI TPEBBIIATH pPa3Mephl TOJCH
JIOKYMEHTA.

9. Pazmepsbl noneil JOKyMEHTa JOJKHBI UMETh CIIEAYIOIINE MapaMeTpPhl:

® BEpXHEe 2,0 cm
e HIDKHEE 2,0 cm
® JICBOC 3,0cm
® IIpaBoe 1,5 cm.

OT Kpas 40 KOJIOHTHUTYJIA:
® BEpPXHErO 1,25 cm

® HIDKHETO 1,25 cm.



10. ITpu moAroTOBKE TOKYMEHTOB UCIOJIb3YIOT CJIEYIOUIUE PEKBUZHUTHI:
® HauMMEHOBAHUWE OpraHU3alIUH;

¢ HANMMCHOBAHHNC BUJ4d JOKYMCHTA,

® CCbhbIJIKa Ha HCXO,ZI?IIHI/Iﬁ peFI/ICTpaHI/IOHHLIﬁ HOMCDp H A4ty

JIOKYMEHTA,
® MECTO COCTaBJIEHUS (M31aHUs) JOKYMEHTA;

e rpud (momerka) o0 OrpaHUYEHUU JOCTyMa K JOKYMEHTY; (IIpu

HaJIMYUH)
e ajpecar;
e Tpud yTBEpKACHUA JOKYMEHTA;
® 3aroJIOBOK K TEKCTY JJOKYMEHTA;
® TEKCT JOKYMEHTAa;
® OTMETKa O HAIMYUH MIPUIIOKEHUS;
® TIOJIITUCE;
® OTMETKa 00 3JEKTPOHHOU MOIIUCH;

e rpud coriracoBaHUs TOKYMEHTA;
e OTMETKa 00 HCIIOJIHUTEIE;
® WIECHTU(UKATOP DJIGKTPOHHON KOMUU JOKYMEHTa (TIpH
HaJU4yun).
11. PekBu3utbl (KpoMe€ TEKCTa JIOKYMEHTa U ajpecaTra), COCTOSIIUE

N3 HCCKOJIbKHUX CTPOK, I€YaTarOT CO CIACAYIOINMU IIapaMCTpaMu:

o 1mpudT PT Astra Serif

e pasmep 14 myHkTOB

® OTCTYN cjeBa 0 cm
cripaBa 0cMm

® UHTEpBaJ nepesn 0 myHKTOB



rnocie 0 myHKTOB

MEKCTPOYHBIN UHTEPBA OJIMHAPHBIN
OTCTYII IIEPBOU CTPOKHU HET
BBIPABHUBAHNE 110 LICHTPY.

12. PexBU3UT «AipecaT» neyaTaroT cO CISAYIOIMMHU MapaMeTpamu:

mpudT PT Astra Serif

pa3Mep 14 myHkTOB

OTCTYII cJjeBa 7 cMm
cripaBa 0cMm

UHTEpBaI nepen 0 MyHKTOB
1ocie 0 myHKTOB

MEKCTPOYHBIN HHTEPBAJ OJIMHAPHBIN

OTCTYII IIEPBOU CTPOKH HET

BBIPDABHUBAHUE 0 LICHTPY.

Ecnm cocraBHBle YacTH peKBU3UTOB «Anpecat», «I'pud yTBepkaeHUS

nokyMeHTa», «['pud cormacoBanuss JgokyMeHTa», «OTMeTKa O HaJIWYUU

MPUJIOKEHUS» HE YMEILIAIOTCSA Ha OHOM CTPOKE, TO Pa3pbIB CTPOKH B HY’)KHOM MECTE

MIPOU3BOAMTCS C TOMOILBIO cUMBOJIa «Pa3peiB cTpokm» (komOuHanus kinaBu Shift

— Enter), Hanpumep:

COT'JTACOBAHO

PykoBoaurens @enepanbHOro
apXMBHOI'O areHTCTBA

A.H. Aptuzos

[Ipy wHCMONB30BaHMM B TEPPUTOPUAIBHONM KOMHUCCHUHM HJIEHTU(]HUKATOpA

AIIEKTPOHHOM KOIMU JOKyMEHTa (KOJOHTHUTYJA) OH II€YaTaeTcsi B JIEBOM YIIIy

HUKHETO TMOJISI K&XKI0M CTpaHMIIbl JOKYMEHTA IPUGPTOM 8 MTyHKTOB.

13. Tlpu odopmieHnrn AOKYMEHTOB Ha JIBYX M Oojiee CTpaHMIIaX BTOpas

U TIOCJTEAYIOUIHe CTPaHMIIBI JOJDKHBI OBITH MpoHyMmepoBaHbl. Homepa crpanui



MPOCTABJIAIOT MOCEPEIMHE BEPXHETrO MOJIs TUCTa apaOCKuMu Iudpamu 0e3 3HaKOB
penuHaHusl.

Ecnu 1okyMeHT uMeeT IpHIokKEHUE, TO OHO MEYaTaeTCsl C HOBOM CTPaHUIIBL.

14. Jlyia BBISIBJICHUS U KCIPABIEHUS BO3MOXKHBIX OIIMOOK B MPABOIMCAHUU
B chopMmupoBaHHBIX (aillax pPEKOMEHIYETCs OCYILIECTBIATH  IPOBEPKY
JTIOKYMEHTOB, HCIIOJIb3YsI CUCTEMBI ITPOBEPKHU MPABOIIMCAHUSI.

15. Kaxxaplif TOKYMEHT CO BCEMH MNPUIOKEHUSIMH K HEMYy I[OMEIIAIOT
B OTIENBHBIN (Dailsl (eciiv MPHIIOKEHHSI CO3/IaHbl OJHUM IMpoueccopoM). BHyTpu
¢aiina caM JOKyMEHT U Ka)KJ0€ MPUJIOKEHNE IOMELIAIOT B OTJENIbHBIE pa3/Iebl.

16. Bce pekBU3UTBHI AOKYMEHTa OTAEISAIOT APYT OT Apyra OJHOM ITyCTOH
CTpPOKO#, oOpa3zyemoii cumBosioM abO3ama (f — knaBuma Enter). B Ttekcre
HE JIOJKHO BCTpeYaThesi OoJiee IByX CUMBOJIOB ab3alna noapsI.

17. He nomyckaetcst mucaTh CI0Ba C pa3psiIKOM, BCTaBIsAsA MPOOEIbI MEXKITY
OykBaMu B ciioBax. He gomyckaercst ucnoib30BaHue NpoOesnoB [jisi 00pa30BaHUs
a03alHOro OTCTyMNa (KpacHOM CTPOKM) WMJIM MYCTHIX CTPOK. B Tekcre He MOIKHO
BCTpeYaThesl Mopsia Oojee ogHOro cMMBoOja mnpoOena. PazneneHue MHUIMANIOB
U Gamuiiny, cuMBoa Ne 1 yncia, MOpsIKOBOTO HOMEpPA CTaThU, 4YaCTH, ITyHKTA WU
NOJAMYHKTa MPaBOBOTO aKTa, YMciia Mecsla M Ha3BaHHUS Mecslla, Yucia roja
U CIIOBAa «TOJ», JIOOBIX YHUCJIOBBIX 3HAUYCHUM M €IUHULl U3MEPEHUs JeJaeTcs
C HCIOJB30BaHUEM Hepa3pbIBHOro mpobena (coueranue kiaBum Shift — Ctrl —
[IpoGen).

18. He nomyckaeTcst BKIIIOYaTh B TEKCT JTOKyMEHTA pa3/ieUTeNbHbIE JINHUHY,
COCTaBJICHHBIE U3 IIETI0YEK CUMBOJIOB (*, =, -, — 1 ipyrue).

19. He pomyckaeTcs HCHOJNB30BaHHE B PYCCKUX CIOBaX CXOJHBIX
1o HauepTaHuto JaTuHCKuX OykB (A, a, B, C,c, E, e, H, K, M, 0,0, P, p, 1, X, X, y).

20. He pomyckaercs UCHOJNBb30BAaHUE CHMBOJIa TaOymsiuuu (—) Ui
oOpa3oBaHus a03alHOT0 OTCTYyIA (KPaCHOM CTPOKM) WIIM MYCTHIX CTPOK. AO3aIHBIA
OTCTYT yCTaHABIUBAIOT B MeHIO PopMaT/AbG3a1] WK C TOMOIIBIO BEPXHETO JBUKKA

HA TOPU30HTAJILHOM JIMHEHNKE.



21. He pomyckaeTcsi WCHOJB30BaHHWE CHUMBOJA «-» JUIsi OOO3HAYCHHUS
nepeHoca. BMecTo Hero ciemyer HCIOJIb30BaTh CHMBOJ MSTKOTO IepeHoca
(xomOuHarms knasuit Ctrl — «-»).

22. JIns HamMcaHUA PUMCKUX HUGP TOJDKHBI WCIOJIB30BAThCS 3aryiaBHBIC
oyksel matuHckoro andasura (I, V, X, C, D, L, M). Ucnonp3oBanue A 3TOU 11eTu
pycckux OyKB B apaOCKuX UG HE TOMyCKaeTCs.

23. BMecTo OYKBBI «&» JOJKHA YMHOTpeOnsAThbes OykBa «e» (KpomMe HMMEH
COOCTBEHHBIX MPU HAJTUIHH ITOATBEPKIAFOIINX JOKYMEHTOB).

24. PekBU3UTHI «3arojIoBOK K TEKCTY» JOJIKHBI ObITh BRIPOBHEHBI 10 LIEHTPY
U KaXIbI U3 HUX JOJIKEH MPEJCTaBISATh COO0M 01H ab3all, TO €CTh BHYTPU TEKCTa
KOKIOTO pPEKBH3UTa HE JOKHO OBITh cuUMBoia ab3ama. He pomyckaercs
HCITI0JIb30BAaHUE CMMBOJIa ab3aria Jyisi IpephIBaHUSI CTPOKU B MPOU3BOJILHOM MECTE,
JUTSL 3TOTO CJIETYET MCIOIB30BaTh CHMBOJI pa3pbiBa CTPOKH (KOMOWHAIIHS KITABHIII

Shift — Enter).



[Tpunoxenue Ne 6
K HHCTPYKIUU IO JAEIONPOU3BOICTBY
B TeppuropuasibHON n3dupaTenbHo komuccuu Ne 56

Cnucok pacchblIKH MCXOISIIIIUX TOKYMEHTOB

Ne HaumenoBanue oprana

ITostHBIN MOYTOBBIA aApPec
n/n (opranuszanumn)

IIpencenarens TeppuropuaibHON

nu30upatenbHoOi komuccuu Ne 56

(moamuce) (pacmmdpoBKa MOAMUCH)

HUcnoaaurenn

(moamuce) (pacmudpoBKa MOAMUCH)

« » 20 1.




[Tpunoxenue Ne 7
K HHCTPYKIUU IO JAEIONPOU3BOICTBY
B TeppuropuasibHON n3dupaTenbHo komuccuu Ne 56

IlepeueHb 00s13aTeILHBIX CBEJACHUI 0 JOKYMEHTAX, HCIOJIb3YeMBbIX B LeJIAX
y4yera u nHoucKa gokymenros B I
1. ABTop.
. Anpecar.
. Jlo;KHOCTD, (haMUIIUs M MHULIMAJIBI JIMLIA, TIOJIUCABIIETO JOKYMEHT.

. HaumenoBanue rpyniibl 1 BUga 10KyMCHTA.

2
3
4
5. lara nokyMeHTa.
6. PeructpanonHblii HOMEP JTOKYMEHTA.
7. JlaTa mocTynmuBIIETO JOKYMEHTA.
8. PeructpainOHHbBIN HOMEP MOCTYIUBIIETO TOKYMEHTA.

9. CBeneHusl O CBSI3aHHBIX JOKYMEHTax (HaMMEHOBAaHUE BUJIA JIOKYMEHTA,
JaTa, perUCTPAIIMOHHBIN HOMEp, TUII CBS3KH).

10. 3aroyioBoOK K TEKCTY (KpaTKOe COAepKaHUE JOKYMEHTA).

11. Uupekc nena mo HOMEHKJIAType Jedl.

12. CBenenus o nepeajipecalvivi JOKyMEHTA.

13. KonuuecTBO TMCTOB OCHOBHOTO IOKYMEHTA.

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

15. Yka3aHusi o MCMOJHEHUIO TOKYMEHTa (TIOpy4YeHHEe, UCTIOJIHUTENb, 1aTa
WCTIOJTHEHUS ).

16. OT™MeTKa 0 KOHTpOJIE.

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

18. ITpoBepka 371eKTpOHHOM MOAUCH (TIpU HATTUYHNH).

19. Tloppaznenenune — OTBETCTBEHHBIN UCIIOJHUTENL JOKYMEHTA.

20. daitpl AJIEKTPOHHOTO TOKYMEHTa (KOJIM4ecTBO (aiiioB, MMeHa (haniion).

! Ucnionb3yeTcs cokpalieHne, IPUBEAEHHOE B MyHKTe 1.8 HacTosmedl MHCTpyKIuHy.



[Tpunoxenue Ne 8.1

K HHCTPYKIHH I10 ACIOIIPONU3BOACTBY

B TeppuropuasibHON n3dupaTenbHo komuccuu Ne 56

KYPHAJI

yueTa JUIHOI0 IMpuemMa rpaskaaH

B TeppuropuajbHoil H30MpaTebHONH KoMuccHU Ne 56

Ormerka D.1N.0.
I[HouToBBbIii Kpartkoe 0 pe3yJbTaTax U MOANHUCH
Ne Jara D.N.0. P pesy A
aapec coJep:KaHue npuemMa JIMna,
n/n | npueMa | 3asiBHTeJIA
3afiBUTEJISI | OOpalieHus (npuHATOE MPOBOAUBIIET0
pelieHue) npueM
1 2 3 4 5 6 7




[Tpunoxxenue Ne 8.2
K MHCTPYKLHUU IO JIEJIONPOU3BOJCTBY
B TeppuropuasibHON n30upaTenbHo Komuccuu Ne 56

KAPTOYKA JIMYHOI'O IPUEMA I'PA’KJIAH
B TEPPUTOPUAJIBHOMN U3EUPATEJIBHONU KOMUCCHU Ne 56

Jara oOpamienus
Jara npuema

« » 20 T. Ne
daMuns, UM, OTYECTBO 3aIBUTENS Jl0MmKHOCTHOE JIMI0, BEAYILEE PUEM
MecTo xuTenscTBa, TeaehoH Pe3ynbrarsl paccMoTpeHus

KaTeropI/I;I 3asABUTCIIA

Copepxanue obpalieHus

A,
BBIPAXKAIO (pamunusi, UMs1, OTYECTBO 3aBUTEINS)

coriiacu€ Ha MnOpeaoCTaBJICHUEC MHE YCTHOTO OTBETa B XOJA€C JHUYHOroO IMpueMa 10 CYHECTBY
IMMOCTABJICHHBIX B YCTHOM 06paH_ICHI/II/I BOITPOCOB. IIuceMeHHOTO OTBETA HE Tpe6yeTc51.

(mata) (ToamuUCH 3asBUTEIS) (pactmmdpoBKa MOAMHUCH)

A,
BbIpaXaro

(Damunusi, UMs, OTYECTBO 3asIBUTEIIS)

corjiacue Ha BUAE0-H (W) ay IMOIPOTOKOIMPOBAHUE JIMYHOIO IIPUEMA.

(mara) (moamuch 3asBUTETIA) (pacmmdpoBKa OMUCH)



ITpunoxenue Ne 9
K HHCTPYKLHUU IO I€TONPOU3BOJICTBY
B TeppuropuasibHON n30upaTenbHo Komuccuu Ne 56

JIucer coryiacoBanus

Pamunus
JIOTKHOCTD Jata Tonmucsy MHULHAIIB]

Ucnomuaurenun
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[Tpunoxenue Ne 10
K HHCTPYKIUU IO JAEIONPOU3BOICTBY
B TeppuropuasibHON n3dupaTenbHo komuccuu Ne 56

VTBEPXJIAIO

IIpencenarens TeppuropuanbHOM
u30upatenbHoi komuccuu Ne 56

(moamuce) (MHUIMAITBL, (haMUITHS)

« » 20 T.

OTyer 0 pacchbliIKe 110 COOTBETCTBYIOIIMM a/ipecaTaM M pasMelieHHH
pewieHuii TeppuropuajbHOH H30MpaTebHONH KoMuccuu Ne 56

Ha O(PULHAIBHOM CalTe

3acenanue Ne OT « » roja

No No perrenust AJnpecaT pacChbUIKH, aApeC Pa3MENICHUS Hara

n/n THUK pa3MeleHus

PACCBUIKH

1
2
3

Hcniomaurens

(moamuce) (pacmm@poBKa MOAMUCH)
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[Ipunoxenune Ne 11
K HHCTPYKIUU IO JAEIONPOU3BOICTBY
B TeppuropuasibHON n3dupaTenbHo komuccuu Ne 56

IHEPEYEHD

MOAJICKAIIUX KOHTPOJJII JOKYMEHTOB € YKa3aHUEM CPOKOB HCITOJIHCHHUSA

1. ®enepanbHble  KOHCTUTYIIMOHHBIE 3aKOHBI, (elepalbHble  3aKOHBI
Poccuiickon ®@enepanuu — COracHO yKa3aHHOMY B HUX CPOKY.

2. VYxa3wl Ilpesunenta Poccuiickoit ®denepauiud — COTJIACHO YKa3aHHOMY
B HUX CPOKY.

3. Pacnopsikenust  IIpesmpgenra  Poccuiickorn ~ ®Denepanuu — COrJIacHO
YKa3aHHOMY B HUX CPOKY.

4. IlocranoBnenus, pactiopsbkenus [IpasurensctBa Poccuiickoin denepanmn —
COIJIACHO YKAa3aHHOMY B HUX CPOKY.

5. 3akonsl Cankt-Ilerepbypra — corjaacHO ykazaHHOMY B HUX CPOKY.

6. [TocranoBnenus, perleHuns 3aKOHOJATEIBHOTO CobOpanus
Cankrt-IletepOypra — corjiacHoO yka3aHHOMY B HUX CPOKY.

7. IlocTaHOBNEHUS, PACHOPSIKEHUSI OpraHa TOCYJapCTBEHHOW BIIACTH
Cankr-IleTepOypra — coryiacHO yKa3aHHOMY B HUX CPOKY.

8. [locTaHOBIIEHHUS], PACTIOPSIKEHUS PYKOBOJUTEINSI OpraHa rocy1apCTBEHHOM
Binactu Cankt-IleTepOypra — corjiacHO yKa3aHHOMY B HUX CPOKY.

9. Ilapnamentckue 3anpockl CoBera dDeneparuu DeaepanibHoro Codbpanus
Poccuiickoit ®enepanuu, ['ocynapctBenHoit [ymber ®denepanbHoro CobpaHus
Poccuiickoit @enepanuy — HEe TMO3AHEE YeM uepe3 15 KaneHIapHBIX JTHEH
CO JHS TMOJY4YEHHS MapJIaMEHTCKOTO 3ampoca WIM B HMHOW YCTAaHOBJICHHBIM
cooTBeTcTBYIONIEH manatoi denepanbHoro Cobpanmsi Poccuiickoit deneparyu
CPOK.

10. 3anpocsl CEHATOpOB Poccuiickoit denepanuu, Ty TaTOB

INocynapctBennoit {ymbr ®denepansHoro CoOpanusi Poccuiickoit denepaiuu —
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He no3Hee yeM depe3 30 KaJleHIapHbIX JTHEW CO JHS €r0 MOJIyYEHUs WU B UHOMN
COTJIACOBAHHBIN C HHUIIMATOPOM 3aIlpoca CpOK.

11. O6pamienuss  cenaropoB  Poccuiickoit ~ denepanuu, JIemyTaToB
['ocymapctBennort ymer ®DenepansHoro CobOpanmsi Poccuiickoit denepamnum
[0  BONPOCaM, CBS3aHHBIM C WX  JEATEIBbHOCTBIO, — HE3AMEIUTEIBHO
(mpu HEOOXOAUMOCTHU MOJTyYEHHUS! IONOJHUTEIBHBIX MATEPHAIIOB — HE MO3/IHEE YEM
yepe3 30 KaJeHAapHbIX THEN CO THA MOTy4YeHUs: 0OparieHus ).

12. O6parieHus JEyTaTOB 3aKOHOIATEIBLHOTO Cob6panus
Cankr-IletepOypra — B cpok, ycTaHOBJIEHHBIN 3akoHOM CaHkT-IleTepOypra.

13. [Iucema w3 Apmunuctpaunu [Ipesunenta Poccuiickonn dPepepanum,
[IpaBurenscTBa Poccuiickon ®enepannu, Koncturtynmumonnoro Cyaa Poccuiickon
Oenepannu, BepxoBHoro Cyna Pocculickoii @enepanuu, [ 'eHepaibHOU
npokypatypbl Poccuiickoit ®eneparuu, IlpaButensctBa Cankrt-IleTepOypra —
B COOTBETCTBMU C YKa3aHUSIMU II0 HCIOJIHEHUIO JOKYMEHTA MpeAceaaTelis
TEPPUTOPUAIIBHOM  KOMHMCCHUM, €CIIH B  HUX HE  yKa3aH  CpOK —
HE no3aHee uem yepe3 30 kajieHaapHbIX THEH.

14. IIporect mpokypopa — He o3aHee yeM yepe3 10 KaneHIapHbIX THEH.

15. IIpencraBienune NpoKypopa — B TEYEHUE MECSIIA CO THS MOCTYTUICHHUS.

16. O6paiiieHus, CBI3aHHBIC C pea3aIluei U 3alUTON N30UpaTEIHHBIX MPaB
U mpaBa Ha ydactue B pedepenayme rTpaxaaH Poccuiickoii deneparuu,
MIOCTYNIUBIIAE B TEPPUTOPHUAIBHYI0 KOMHMCCHUIO B XOAE COOTBETCTBYIOLIEN
M30MpaTeIbHOM  KaMIlaHWW, KammnaHuu  pedepeHayma, —B  COOTBETCTBUHU
¢ MenepanbHbIM 3aKOHOM 00 OCHOBHBIX MAPAaHTHAX M30MPATENbHBIX IPaB’.

17. Tlepechimka oOpamieHuil TpaKaaH, COAEPXKAIIMX BOMPOCHI, pPEIICHUE
KOTOPBIX HE OTHOCUTCA K KOMIIETEHUIMH TEPPUTOPUAIBHOM KOMMCCHH,
OCYILECTBIJISIETCS B TCUCHUE CEMU KAICHIAPHBIX THEH.

OOpareHue, CBI3aHHOE C COOTBETCTBYIOILICH M30MpaTeIbHON KaMITaHUEH,
KaMmnaHued pedepeHayMa, TMOCTYyNHUBIIEE B TEPPUTOPUAIBHYI0 KOMMCCHIO

A0 YCTAHOBJICHHUS €10 UTOI'OB I'0OJIOCOBAHUA, OIPCACIICHUA PE3YJIIbTATOB BI)I60pOB,

! Ucnionb3yeTcs cokpalieHue, IPUBEAEHHOE B MyHKTe 1.2 HacTosmed MHCTpyKIuy.
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pedepenaymMa U coaepialiee BOMPOCHI, PEIICHHE KOTOPhIX HE BXOJUT
B KOMIICTCHIIMIO KOMHUCCHHM, B TEUEHHUE MATU JHEW MOCie IHS MNOCTYIUICHHS
HalpaBJsieTCs] B KOMHCCHIO, HMHOW OpraH Wid JODKHOCTHOMY  JIMILY,
B KOMIIETEHLHIO KOTOPBIX BXOAUT €r0 PacCMOTPEHHE, a MOCTYNHMBIIEE B WHOMN
nepuoa U0 HE CBSA3aHHOE C COOTBETCTBYIOIICH H30MpaTeNbHON KaMITaHHUEH,
KaMmnaHuel pedepeHayma — B TeUEHUE CEMU JHEH mocie AHS MOCTYIUICHHUS.

OOpailieHus, He CBA3aHHBIC C peain3alyell U 3aluToN N30UpaTeNbHbIX MPaB
U mpaBa Ha ydactue B pedepenayme rTpaxaaH Poccuiickoii deneparuu,
NOCTYIHUBIIME B TEPPUTOPUATBHYI0 KOMHUCCHIO B IMEPUOJ COOTBETCTBYIOLIEH
n30MpaTeNbHOM KaMIaHUM, KaMOaHuu pedepeHayma, a TakKe MOCTYIUBIIHE
BHE NepHoJa H30MpaTENbHON KaMIaHWM, KaMIaHUU pedepeHayma Wiu MOcie
YCTaHOBJICHHSI TEPPUTOPHAIBHON KOMHMCCHEN UTOTOB I'OJIOCOBAHUS, ONPEICICHUS
pe3ynbTatoB  BBIOOpOB, pedepeHnyma, —B TeueHue 30 paHeld mocne JHA
UX MOCTYIUICHHUS.

18. OOpamienuss  cpeACTB  MaccoBod  uHpOpManuu MO  BOIpocam
NpefocTaBieHuss UMH(OpMAnuu —B  TEUEHHWE CEMU  KAJICHJApHBIX  JIHEW.
Ecnu tpeOyeMble CBeA€HUS HE MOTYT ObITh NPENOCTABIEHbI B yKa3aHHBIM CPOK,
TO JOIMYCKaeTcsi OTCpOYKa B IMPEAOCTaBICHUU 3alpaminBaeMoil uHbopmanuu
C BPYUYEHHUEM IPEICTABUTENIO PEAAKIIUHA B TPEXIHEBHBIA CPOK CO JHS MOJYyYECHHS
NUCBMEHHOr0 3ampoca MHGOpMaluu yBeAOMJIEHHS 00 OTCpOYKE, B KOTOPOM
YKa3bIBalOTCA NPHUYMHBI OTCPOYKH, Jara, K KOTOpod OyaeTr mpenocTaBiieHa
3anpammBaeMasi “iHpopMalus, JoJKHOCTHOE JIMIIO, YCTaHOBUBIIIEE OTCPOUKY, J1aTa
INPUHATHUS PEIIeHUs] 00 OTCPOUKe.

19. 3anpoc rocyaapcTBEHHOIO0 OpraHa, OpraHa MECTHOI'O CaMOYIIPaBIICHHS
WIM JIOJDKHOCTHOTO JIMIAa, pPacCMaTpUBAIOIIEro OOpallleHHe TIpa)JIaHuHa, —
JOKYMEHTBl W MaTepuaibl, HEOOXOJWMbIe JUIsl PaccCMOTpeHus oOpalleHus,
MPEIOCTABISIIOTCA B TE€YEHHE 15 NHEH WM WHOW CPOK, YKAa3aHHBIM B 3ampoce
(MO0 BO3MOKHOCTH), 32 HMCKJIIOYEHHUEM JOKYMEHTOB M MAaTe€pHalOB, B KOTOPBIX
COJZIEpKATCsI CBENICHUS], COCTABIIAIOLIME IOCYTAPCTBEHHYIO WM MHYIO OXPaHSAEMYO
denepanbHBIM 3aKOHOM TailHy, W A1 KOTOPBIX YCTAaHOBJEH OCOOBIN MOPSAOK

IIPENOCTABIICHHUS.
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[Tpunoxenue Ne 12
K HHCTPYKIUU IO JAEIONPOU3BOICTBY
B TeppuropuasibHON n3dupaTenbHo komuccuu Ne 56

TeppuropuanbHas YTBEPXIAIO
n30uparenbHas komuccus Ne 56
HOMEHKIJIATYPA JEJI IIpencenarens
TepputopuanbsHOU
Ne n30upaTenpHON Komuccuu Ne 56
(maTa)
(moamnuce) (pacmudpoBKa MOANKCH)

Ha FOI[ (Ha’ra)

WNupekc Komuuecrso Cpok xpaHeHHUsI

A 3aronoBox jena TOMOB POK Xp [Mpumeyanus
nena . 1 Ne craTeil 1o nepeyH:o
(dacreii)
1 2 3 4 5
Hazpanue pasnena
(HaMMEeHOBaHUE JTOJKHOCTU COCTABUTEINS (moamuce) (pacmm@poBKa MOAMNHUCH)
HOMEHKJIaTyphbl)
(mara)
COT'JTACOBAHO COT'JTACOBAHO
[IpoTokosI DKCIEPTHON KOMHCCHH Cekperapp Cankr-IlerepOyprekoit
TepputopuansHoit n3dupaTensHoi komuccuu Ne 56 n30upaTenbHON KOMUCCUHI
oT Ne

(mogmucek)  (pacmudpoBKa MOIMUCH)
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[Iponomxenne npunoxenust Ne 12

Hrorosas 3anuce o KaTCropusiaX U KOJIUYICCTBEC ACJI, 3aBCACHHBIX

B rony B TepputopuanbHoii u3dbupareabHo komuccuu Ne 56
B toMm uncne
ITo cpokam xpaHeHus Bcero O C OTMETKOM
PEXOIAIL «OIIK»
1 2 3 4

Ha OymaxxHoM HOcHUTETE

(mpu HaTWMYMKM THOPUIHBIX e, ToM(a) Ha OYMa)XHOM HOCHTEJIC YUYUTBHIBAIOTCS B pa3ieiie
tabinupl «Ha OymakHoM HocuTene», TOM(a) Ha 3JEKTPOHHOM HOCHUTEJE YYMTHIBAIOTCS B
paszeine TabauIbl « DIEKTPOHHBIX»):

ITocTossHHOTO

JonroBpemenHoro (coime 10 jeT)

Bpemennoro (10 10 et BKIIIOUUTENBHO)

DNIEKTPOHHBIX

(npu HaJIMYMK TUOPUAHBIX J1€]1, TOM(a) Ha OYMa)KHOM HOCHUTEJIE YUUTBIBAIOTCS

B pazjesne Tabnuibl «Ha Oyma)kHOM HOcUTeley, TOM(a) Ha 3JIEKTPOHHOM HOCUTENe
YUUTBIBAIOTCS B pa3zesie TadIuIbl « DIEKTPOHHBIX)):

ITocTossHHOTO

JonroBpemenHoro (coime 10 jeT)

Bpemennoro (10 10 et BKJIIOUUTENBHO)

HUTOTI'O:

(HaMMEeHOBaHHUE JOJIKHOCTH COCTABUTEIIS (monmucek) (pacuudpoBka moanucu)
HOMEHKJIATypBhI)

(mara)
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[Ipunoxenue Ne 13
K HHCTPYKIUU IO JAEIONPOU3BOICTBY
B TeppuropuasibHON n3dupaTenbHo komuccuu Ne 56

TepputopuanbHas YTBEPXIAIO
n3bupatensHas komuccus Ne 56

DOOH/JI Ne [Ipencenarenb
OIIUCH N TeppuroprabHON

n3buparenpbHO Komuccuu Ne 56
Jiell, JOKYMEHTOB IIOCTOSIHHOT'O XpaHEHUs

3a roJ
(moamuck) (pacrudpoBKa MOAIICH)
(mara)
No Hunexc 3aroJyiIoBoK o
Kpaiinue nats KonuuectBo muctoB | Ilpumeuanus
/1 nena zena
1 2 3 4 5 6

HaszBanue pasnena

B nanub1i pa3znen onucyu BHECEHO

nen
(unpamu 1 MPOIMUCHIO)

¢ No o Ne , B TOM YHCJIE:
JUTEPHBIE HOMEpa! )
MPOMYLIEHHbIE HOMEpa:
HanmeHoBaHMe TOIDKHOCTH COCTaBUTEIIS TMIOJIITHCh pacmudpoBKa MOANUCH
OIUCH
HaumeHoBaHMe JOKHOCTH MOJITHUCh pacm@poBKa MOANNUCH

OTBCTCTBCHHOI'O 3a apX¥WB

(nata)

COI''TACOBAHO YTBEPX/EHA
[TpoTokon DKCIEpTHOM KOMUCCHU [Mpotokoi LeHTpanbHO SKCIEPTHO -
TeppuTtopuansHoOl N30MpaTeIbLHON IPOBEPOYHON KOMUCCUU

komuccuu Ne 56 ApPXHBHOIO KOMUTETA

Canxkr-IlerepOypra

oT Ne oT Ne
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[Tpunoxenue Ne 14
K HHCTPYKIUU IO JAEIONPOU3BOICTBY
B TeppuropuasibHON n3dupaTenbHo komuccuu Ne 56

TepputopuanbHas

n3bupatensHas koMuccus Ne 56

®OHJ Ne

OIIUChb Ne

nel, JIOKYMEHTOB BPEMEHHBIX

(cBbilie 10 neT) cpoka XpaHeHuUs

YTBEPXJAIO

[Ipencenarenn
TeppuropuaibHOn
n3bupareapHoi Komuccuu Ne 56

(monmuck) (pacuudpoBKa IMOITUCH)

3a rox
(mara)
No Hunexc 3arojoBoK Kpaiinue Cpox KomuuecTtBo
[Ipumeuanus
n/m zena zena JIaThl XpaHEHUs JINCTOB
1 2 3 4 5 6 7
HaszBanue pasnena

B nanuHbI1i pa3nen onucu BHECEHO Ien

¢ Ne
YHCHE:

JUTEPHBIC HOMEPA:

o Ne

(urdpaMu ¥ TPOMHCHIO)
, B TOM

IMPOMYyIICHHBIC HOMEpA:

(HaMMEHOBaHUE JIOJDKHOCTHA COCTABHUTEIIS
OTIHCH)

(moamuce) (pacmmdpoBKa MOAMNHUCH)

(HaI/IMeHOBaHI/Ie JOJIDKHOCTH
OTBE€TCTBCHHOI'O 3a apXI/IB)

(mara)

COT'JTIACOBAHO
IIpoTokoa DKCEPTHON KOMUCCHH
TepputopuaibHON H30UpaTENBLHOM

komuccuu Ne 56

oT Ne

(moamuce) (pacmmdpoBKa MOAMNKUCH)

YTBEPXIEHA
IIporokou LleHTpanbHON SKCIEPTHO -
MPOBEPOYHON KOMHUCCUHU
ApxusHoro komureta Cankr-IlerepOypra

oT Ne
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[Tpunoxenue Ne 15
K HHCTPYKIUU IO JAEJONPOU3BOACTBY
B TeppuropuaibHoi nu3dupatenbHoi komuccuu Ne 56

TepputopuanbHas YTBEPXIAIO
n3bupatensHas komuccus Ne 56

DOOH/J] Ne [Ipencenarenn
OIIUChb N TeppuropuaibHOn

n3bupareapHoi Komuccuu Ne 56
Jel1, JOKYMEHTOB I10 INYHOMY COCTaBY

|___ToA (moamucek) (pacurupoBKa IMOITUCH)
(nara)
No Hunexc Kpaiinue Cpox Komn-Bo
3aroyioBOK Jieia [Ipumeuanus
n/n nena JIaThl XpaHCHHUS JIMCTOB
1 2 3 4 5 6 7

Haspanue pasaciia

| | | | | |

B nanuHb1i pa3znen onucu BHECEHO nen
(urdpaMu 1 IPONKCHIO)

c Neo mo Ne , B TOM

JHCIIe:

JIMTCPHBIC HOMEpA: >

MIPOMYILEHHbIE HOMEpa:

(HaMMEHOBaHUE JIOJKHOCTH (moamuce) (pacmmdpoBKa MOAMHUCH)
OTBETCTBEHHOTO 32 apXUB)

(HaMMEHOBaHUE IOJKHOCTH COCTABUTENS (moamnuce) (pacuudpoBKa MOIMHUCH)
OTIHCH)
(nata)
COI''TACOBAHO COI'NTACOBAHO
[Iporokos DkcnepTHOM KOMUCCUHT IIpoTOKOII HKCIIEPTHO-IIPOBEPOUHOMN
TepputopuaiibHOI U30UpaTENbHOMN METOANYECKON KOMUCCUU
xomuccuu Ne 56 [{eHTpanbHOrO rOCY JApCTBEHHOI'O apXUBa

Cankr-IlerepOypra

OoT Ne OoT Ne
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[Tpunoxenue Ne 16
K MHCTPYKIUU IO JAEJONPOU3BOACTBY
B TeppuropuaibHoi nu3dupaTenbHoi komuccuu Ne 56

TeppuropuaibHas YTBEPXIAIO
n3bupareapHas komuccus Ne 56 [Ipencenarenb
AKT TeppuroprabHON
No n3bupatenpbHOi Komuccuu Ne 56

(MecTo cocTaBIeHUS)

O BbLICICHHH K YHHYTOKCHHIO (moamuce) (pacmmdpoBKa MOAMKUCH)
(apXMBHBIX) IOKYMEHTOB,
He MO/JIeKANUX XPAHEHU IO
(mara)
Ha ocHoBanum IlepedHsi THIIOBBIX YIPABICHYSCKUX  APXHUBHBIX  JIOKYMEHTOB,

o0pa3yrommxcsi B MPOLECCe JEATEIbHOCTH TOCYIAapCTBEHHBIX OpPraHoB, OPraHOB MECTHOTO
CaMOYTIPaBJICHUSI M OpraHu3aludid, C YyKa3aHHEM CPOKOB XpaHEHHS W HOMEHKIATYpbl e
TepputopuanbHoil u30MpaTenbHON Komuccuu No  oToOpaHbl K YHHUYTOXKEHHUIO KaK He UMEIOIIUe
Hay4YHO-UCTOPUYECKON [IEHHOCTH U YTPATUBIIKE TPAKTUUYECKOE 3HAUCHUE JOKYMEHTHI:

Ne Ne ornen
(npu
BBIJICIICHUH K
3arojaoBoK Ne en. xp.
YHUUYTOKEHHUIO Cpoku
nena 10 OTHUCH
JOKYMEHTOB Kon-Bo XpaHeHHS
Ne WU TomEL (uHIEKC [Tpume-
. N IIPU MOJITOTOBKE enl. Xp. U HOMepa
n/m | TpYNIoBOH o o YaHUs
JIeN K Tiepenaye (mem) craTei
3aroJIoBOK HOMEHKJIa-
B apXMB 0 MEPEYHIO
JIOKYMEHTOB Type zien)
OpraHu3alniy,
rpada He
3aMoIHsIeTCs])
1 2 3 4 5 6 7 8
Htoro ell. Xp. (e, 2IeKTPOHHBIX JIelT) 3a TOfbI

(mmdpamMu ¥ IPOTHCHIO)

Onucu ACI ITOCTOSAHHOI'O XPAHCHUS 34 TOAbl YTBCPIKICHEI C L[eHTpaHBHOﬁ 9KCIICPTHO

-IIPOBEPOYHOU KOMUCCHEN ApXUBHOTO KOMHTETA Cankr-Ilerepbypra (poToKoT
OT «___ » 20 1. Ne ).
(HaMMEHOBaHUE JTOJDKHOCTH JIMIIA, (moamwuch) (pacmmdpoBKa MOAMKCH)
OTBETCTBEHHOTI'O 32 apXUB
(mata)
COT'JTACOBAHO YTBEPXJEH
IIpoTokOoa DKCEPTHON KOMUCCHH [leHTpanbHOM 3KCIEPTHO-ITPOBEPOYHOMN
TepputopuaibHOM KOMUCCUH APXHUBHOTO KOMUTETA

n3bupatensHoi Komuccuu Ne 56 Cankr-IlerepOypra

oT Ne oT Ne
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[Iponomxenue npunoxenus Ne 16

JIOKyMEHTBI B KOJTUYECTBE el1. Xp. (e, AIeKTPOHHBIX Je):
- Ha OyMa)XKHOM HOCHUTEJIE BECOM KI' CJTaHBI B

(HaMMEHOBaHWE OpTraHU3AIIH )

- Ha 3JICKTPOHHOM HOCHUTCJIC CAaAHbI HA YHUYTOXKCHUEC

(crmoco0 YHUUTOKEHUS)

(HaMMeHOBaHUE JOJKHOCTH JINIIA, (moamuck) (pacmudpoBka moanucy)
CIABILEr0 JOKYMEHTBI)

(mara)

HN3menenus B YUCTHBIC TOKYMCHTBI BHCCCHBI

(HaMMeHOBaHUE JIOJHDKHOCTH JIMIIA, BHECIIIETO (moamuce) (pacmudpoBka moanucy)
W3MCHCHUS B YUETHBIC JJOKYMEHTHI)

(mara)
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[Tpunoxenue Ne 17
K HHCTPYKIUU IO JAEIONPOU3BOICTBY
B TeppuropuasibHON n3dupaTenbHo komuccuu Ne 56

BHYTPEHHSA OITMCH JOKYMEHTOB JIEJIA

BHyTpeHHsIf1 OTUCH TOKYMEHTOB Jiejia Ne

Perucrpanmonnslii Howmepa
No Thatl Jlara 3arojioBoK p
HOMCED JIUCTOB HpI/IMC‘{aHI/IH
n/m AOKYMCHTa JAOKYMCHTa
JIOKYMEHTa Jena
| 2 3 4 5 6
Uroro: JIOKYMEHTOB
(mudpamMu ¥ MPOMHUCHIO)
KonnyecTBo MCTOB BHYTPEHHEN ONUCH JUIL.
(g pamMu 1 MPOTUCHIO)
(HauMeHOBaHUE JOJKHOCTH (moamnucs) (pacmmdpoBKa MOJMMCH)

JIMIIa, COCTaBUBIIIETO
BHYTPCHHIOIO OIHCH
JIOKYMEHTOB JIeJIa)

(nata)
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IIpunoxenue Ne 18

K HHCTPYKIUU IO JAEJONPOU3BOACTBY
B TeppuropuanbHOil n30upaTeapHol Komuccuu Ne 56

JIMCT-3ABEPUTEJIb AEJIA

Jluct - 3aBeputens aena No

B nene noammTo ¥ mpoHyMEpOBaHO

ucT(OB),

(mudpamMu ¥ IPOITUCHIO)

c Ne 1o Ne

, B TOM UHCJIC:

JIMTCPHBIC HOMCpPA JINCTOB

IIPOIIYMCHHBIC HOMCpA JINCTOB

+ JINCTOB BHYTPEHHEW OMUCH

Oco0eHHOCTH (PU3UYECKOr0 COCTOSTHUS Howmepa
1 (popMupoBaHuUsl jieia JIMCTOB
1 2

(HauMeHOBaHUE (moamnuch)
JTIOJ>KHOCTH)

(mara)

(pacurudpoBKa MOAIICH)



111

[Ipunoxenue Ne 19
K HHCTPYKIUU IO JAEIONPOU3BOICTBY
B TeppuropuasibHON n3dupaTenbHo komuccuu Ne 56

W I
o[ "Iy
N D
Cankr-IlerepOyprckoe rocyiapcTBeHHOEe Ka3eHHOE yUpeKaeHne
«enTpajbHblii rocyrapcreeHnsblii apxus Cankr-Ilerepoypra»
TEPPUTOPUAJIBHASA U3BUPATEJIBHASA
KOMHUCCHUA Ne 56
JAEJIO Ne Tom Ne
(3aroJyioBoK jena)
(kpaitHue 1atThl)
Ha JIUCTax

XpaHUTh

D Ne
On. Ne
. No
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[Tpunoxenue Ne 20
K UHCTPYKIIUU T10 JIEIIOMPOU3BOJACTBY
B TeppuropuaibHoi nu3dupaTenbHoi komuccuu Ne 56

YTBEPXIAIO
[Ipencenarens
n3bupareabHoi kKomuccuu Ne 56

YTBEPXIAIO
Jupexrop
Cankr-IlerepOyprckoro rocy1apcTBEHHOIO
Ka3eHHOro yupexaeHus LlenTpaibHoro
rocyapctBeHHoro apxusa Cankr-IlerepOypra

Tloamuce Pacmudposka noanucu

Ileuatn
[ara

AKT
No
preMa-tiepeiaun apXuBHbBIX
JIOKYMEHTOB Ha XpPaHCHUE

[Toanuch Pacmmmdposka
MOAMUCH
[TeuaTs
[ara

(ocHOBaHME TEepeaun )

(Ha3BaHKe TIepeIaBaeMoro GpoHIa)

caal,

(HaMMEHOBaHUE OPTraHU3alUHY, TIEpeJatoIel JOKYMEHTHI)

TIPUHSLIL

(HaMMEHOBaHUE OPTraHU3alNN, TPUHUMAIOIIEH TOKYMEHTHI)

HpI/IHI/IMaeT Ha roCyiapCTBCHHOC XpaHCHHUC JOKYMCHTHI 3a

u CHpaBO“IHHﬁ armapar
(romer)

K HUM:
Ne n/mt HasBanue, Homep KonmnuaecTBo 3x3eMILISIpOB Komnuecto | Ilpumeuanus
OIHMCH OIMCH J€JI, JOKYMEHTOB en. Xp.
1 2 4 5
Hroro npunsaro en.Xp.

(M (PpamMu 1 IPOTINCHIO)

[Tepenauy npoussenu

ITpuem npoussenu

JL0JKHOCTB [Toqnuce  PacmmdpoBka  JlomKHOCTH ITognuce PacmmgpoBka
MTOATIMCH MOATNCH
Hara Hara
®oHay npucBoeH Ne
N3meHeHus B ydeTHbIE JOKYMEHTBI BHECEHBI
HanmenoBanue nomkHoOCTH ITongnuce Pacmm¢poBka noanucu

OTBCTCTBCHHOI'O 3a apXUB

Hara



