[Tpunoxenue
K peuienunto TepputopuaibHOn
n3buparensHO kKomuccuu Ne 61
ot 25 utons 2020 roga Ne 3-10

NHCTPYKIMUA 110 JEJJOITPOU3BOIACTBY
B TEPPUTOPUAJIBHON U3BUPATEJIBHOM KOMUCCHH Ne 61

1. O01mMe mMoJI0KEeHUA

1.1. NucTpykuus o JEJIONPOU3BOACTBY B TepputopuasibHOM
u30upatenbHoi komuccun Ne 61 (manee — MHCTpyKIus) yCTaHABIMBAET MOPSIOK
paboThl C TOKYMEHTaMH{, OCHOBHBIE IpaBWia KX MOATOTOBKA M OQOPMIICHUS B
Teppuropuanbaoit nzduparenbHoi komuccuu Ne 61 (manee — TeppuropuanbHas
KOMHUCCHS).

[Topsimok pabGoThl C 3JIEKTPOHHBIMH JIOKYMEHTAMM, JOKYMEHTaMHU IO
BEICHUIO  KaJpOBOTO  JEJIONPOM3BOACTBA  ONPENEIAECTCS  OTACIbHBIMU
UHCTPYKIHSIMU.

Uuctpykiust  paspaborana Ha ocHoBaHuu  DenepanbHBIX  3aKOHOB
«O0 OCHOBHBIX TapaHTHUSIX W30MpaTEIbHBIX IpaB M IIpaBa Ha YydyacTHE B
pedbepennyme rpaxnaan Poccuiickoit ®depeparumn», «O0 apXWBHOM Jeje B
Poccuiickoit ®enepanun», «O TOpSIKE PaCCMOTPEHUs] OOpallleHUN TpaxkiaaH
Poccutickon Denepanumy, 3aKOHOB Canxkr-IleTepOypra, [TpaBun
JeIONPOU3BOACTBA B  (peiepalibHBIX OpraHax MCIOJHUTEIBHOM  BJACTH,
YTBEPXKIAEHHBIX nocTaHoBiIeHHeM lIpaBurensctBa Poccuiickonn  ®enepannn
or 15 wnronsa 2009 roma Ne 477, ¢ yueroM MeTONMYECKUX PEKOMEHAALMHN IIO
pa3paboTKe HWHCTPYKUMH MO JEJONPOU3BOJACTBY B (eaepalibHbIX OpraHax
VCIIOJTHUTEIIbHOM BJIACTH, YTBEPXKIECHHBIX MNpuKazoM DeneparbHOro apXWBHOTO
arerrctBa ot 23 npexadpst 2009 roga Ne 76, mocTaHOBIEHUN U UHBIX HOPMATUBHBIX
aktoB [IUK Poccun, Cankr-IlerepOyprckoii u30uparenbHONH  KOMUCCHUH,
pernamenta TepputopualibHOM  KOMHMCCHM, C  ucnois3oBanneM ['OCTa

P 7.0.8-2013 «CHUBU/I. Jlenonpou3BOACTBO U apXWUBHOE Je€70. TepMuHBI U



omnpenenenusi», [OCTa P 7.0.97-2016 «CUBU. YuudunupoBaHHbIE CHUCTEMBbI
JOoKyMeHTanuu. Opraiu3alioOHHO-PaCIIOPSAIUTENbHAS JOKYMEHTALIHD).

PabGota ¢ pokymeHTamu, cojepKalluMu HHGOPMALMIO OTPAHUYEHHOTO
paclpoCTpaHEHHUsl, OCYIIECTBISICTCSI B COOTBETCTBHM C TMOCTAHOBJICHUEM
[IpaButenscTtBa Poccuiickoit ®denepammu ot 3 Hos0ps 1994 roma Ne 1233
«O06 yrBepxaeHun [lomoxeHuss o TOpsiAKe OOpameHusi €O CIyKeOHOM
uH(popMaIMelt OTPAaHWYCHHOTO PACTIPOCTPAHCHHS B (eaepaabHBIX OpraHax
WCIIOJIHUTEIILHOM BJIACTH, YIIOJTHOMOYEHHOM OpPraHe yIpaBJIECHUS UCIIOJIb30BAHUEM
aTOMHOM SHEPruy M YINOJHOMOYEHHOM OpPraHe M0 KOCMUYECKOU JeATETbHOCTU,
3a HCKJIIOYEHHEM JIOKYMEHTOB, COJAEpXKalluX CBeACHHs 00 u30upaTesx,
ydyacTHHKax pedepenayma, oOpamammuxcs B paMKax (QYHKIIMOHUPOBAHUS
['ocynapcTBeHHOM cHCTeMBbI peructpanuu (ydera) wusz0Ouparesied, y4aCTHUKOB
pedepenayma B Poccuiickoit deneparumu.

1.2. [IpaBuia odopmiieHUsT JAOKYMEHTOB U TOPSAJOK padOThl C HUMH,
NpPEeNyCMOTPEHHbIE HacTosmerd MHCTpykuuei, oO0s3aTeNbHbl 1 YJICHOB
TeppuTopralbHOW KOMHUCCHM W TOCYJAPCTBEHHBIX TPAXKIAHCKUX CIYKAIIUX
anmnapara TepputropuaibHOM KOMHUCCHHM (llajiee — rpakJIaHCKHUE CIyKallue), a
TaKXe JIUI, IPUBJIEKAEMBIX 0 TPaKJIaHCKO-IIPABOBBIM JOTOBOPaM.

1.3. PaboTHUKY, TOCTYNUBIINE HA TOCYJAPCTBEHHYIO IPaXKAaHCKYIO CITYKOY
B anmapaT TeppuTOpHaIbHOM KOMHMCCHHU, JOJDKHBI OBITh O3HAKOMIJICHBI MO/
MOJIMUCH C TEKCTOM HacTosen MHcTpyKumy.

1.4. Benenue JETTOMTPOU3BOJICTBA TeppuropuasibHOM KOMMCCHUH
OCYIIECTBISIET MpeAcenaresib TeppuTOpUaIbHOM KOMHUCCUM WM TPa)XTaHCKUU
CIy)Kalluy amrmapara TeppuTopraibHOW KOMHCCHM B COOTBETCTBUU CO CBOUM
JIOJDKHOCTHBIM PErJIaMEHTOM.

1.5.B cmyyae yxoma B OTIYCK, BbIe3la B KOMaHAMPOBKY, OOJIC3HH,
YBOJIBHEHMSI  MCIIOJIHUTENS  JOKYMEHTOB Ipejacenarenb TeppuTopualibHON
KOMHCCUU JIaeT YyKa3aHHWE Iepe/aTb HEUCIOJHEHHbIE JOKYMEHTBHI JIPyroMy

HUCITIOJTHUTCIIIO.



1.6. lemonpounsBoactBo B TeppuTOpHATIEHON KOMHCCHUH OCYLIECTBISIETCS C
WCIIOJIb30BaHUEM IPOTPAMMHOIO M3AENUS «/Jlemo» MoACMCTEMBl aBTOMAaTH3alUuU
aAMUHUACTPATUBHON  JEATEIBHOCTH ['OCyHapCTBEHHOM  aBTOMAaTU3UPOBAHHOM
cuctemsl Poccuiickoit denepanuu «BeIOOpBD), BXOASAIIEH B COCTaB CIEUUATBHOTO
nporpammHoro odecnedenus (nanee — [ JIEJIO).

Hoctyn x I JAEJIO ocymiecTBisieTcss B COOTBETCTBUM C PermameHToM
UCIIONb30BaHUSl  MH(OPMAIIMOHHBIX  PECYpCOB  KOMILJIEKCA aBTOMAaTH3alluU
TepputopranbHoi n3duparensHoil komuccuu (nanee — KCA TUK) nmo mpukasy
npexacenarens TeppuTopranbHOl KOMUCCUMU.

Pabora ¢ pokymentamu TeppuTOpHalbHON KOMHUCCHUM OCHOBBIBAETCS Ha
IIPUHIUIE OJJTHOKPATHOW PEruCTpaluy JOKYMEHTA.

1.7. 111 JEJIO mpenocTaBisieT BO3MOXHOCTh pPadOTaTh C 3JIEKTPOHHBIMU
oOpa3namMu JTOKYMEHTOB U 3JIEKTPOHHBIMU JOKYMEHTaMH, OCYLIECTBISATh B 0a3e
JAHHBIX aBTOMATU3UPOBAHHBIA TMOMCK JOKYMEHTOB IO Pa3jIUYHBIM KPUTEPHSIM,
OpPraHU30BbIBaTh KOHTPOJIb HCIOJHEHUS IJOKYMEHTOB M IIOPYYEHMH, a TaKXKe
[OJIy4yaTh CTATUCTHUYECKHE OTYETHI MO JIOKYyMEHTOOOOpOoTy B TeppuTopuanbHON
KOMUCCHUHU.

1.8. MHCcTpyKIIMS yTBEpAKAAETCS peuieHueM TeppuTopruanbHOl KOMUCCHUHU.

1.9. B MHCTpYKIIMK HCTIOJIB3YIOTCA CIIETYIOIINE MOHSITH:

OJlaHK JOKyMEHTa — Ha0Op pEKBU3HMTOB, HJCHTU(DUIMPYIOUIUX aBTOpa
o(pULIMaTBFHOTO MUCBMEHHOTO TOKYMEHTA;

BHYTPEHHHMU TOKYMEHT — JOKYMEHT, TOATOTOBIIEHHBIN B TeppuTOpranbHON
KOMHCCHH, HE BBIXOAIINM 32 €€ IPeebl;

BXOJAIINM JOKYMEHT — JOKYMEHT, IOCTYIHBIIAK B TeppUTOpHAIbHYIO
KOMUCCHIO;

J€JN0 — COBOKYNHOCTh JIOKYMEHTOB WJHM  OTHAEJBHBIA  JOKYMEHT,
OTHOCAIIMECS K OJIHOMY BOIIPOCY WJIM Y4YacTKy AESTENbHOCTH, MOMEIICHHBIE B
OTJICJIbHYIO OOJIOXKKY;

JEJIONPOM3BOACTBO  —  JIEATENBHOCTh,  OOECIeuuBarolas  Co3/aHue

0(1)I/II_II/Ia.HBHBIX JOKYMCHTOB M OpPraHu3alunro pa6OTI:>I C HUMU,



NOKJagHas  3alMcKa —  BHYTPEHHUMM  JOKYMEHT,  aIpECOBAaHHBIN
BBILIECTOSAIIEMY JOKHOCTHOMY JIMIY OT HUKECTOSIIErO0 JOJKHOCTHOTO JIMIA U
coJiepKaliuii 00CTOSATENBHOE H3JI0KEHHE KaKOro-Iubo BOMpPOCa C BBIBOJAMHU U
IIPEUIOKEHUSIMUA COCTABUTEIS;

JOKYMEHT — O(UIMaIbHBIA JTOKYMEHT, CO3JIJaHHBbI TOCYyJapCTBEHHBIM
OpraHoM, OpraHOM MECTHOI'O CaMOYIpaBJECHUS, IOPUINYECKUM WU (PU3NYECKUM
JAUIOM, OQOPMIICHHBII B YCTaHOBJICHHOM TMOPAAKE M  BKJIIOYCHHBIH B
TOKyMeHT0000poT TeppuTopuanbHO KOMUCCHH,

JOKYMEHTUpOBaHHE — (Qukcanuss HWHPOPMAIMM HA  MaTepHAIbHBIX
HOCUTEIISAX B YCTAHOBICHHOM IIOPAIKE;

JOKYMEHTOOOOPOT — JABM)KEHUE TOKYMEHTOB C MOMEHTA MX CO3JIaHUsl WIIU
ITOJTYYEHHUSI 10 3aBEPIICHUS UCTIOJIHEHUS WM OTIIPABIICHMUS;

nyOauKaT JOKyMEHTa — MOBTOPHBIM 3K3EeMIUIAp MOJJIMHHUKA JIOKYMEHTAa,
MMEIOIINHN IOPUINYECKYIO CHITY;

3aBEpEHHAs KOMNHUs — KOMNMUs JOKYMEHTa, Ha KOTOPOW B COOTBETCTBHUU C
YCTaHOBJICHHBIM MOPSAJIKOM MPOCTABJISIIOT HEOOXOIMMBIE PEKBU3UTHI, MPUJIAIOIIINE
el FOPUIUYECKYIO CUITY;

UCXOJAIINN JOKYMEHT — JIOKYMEHT, OTHPABIIEMbId U3 TeppUTOPHAIBHON
KOMMCCHU;

KOHTPOJb  HUCIIOJHEHUS  JOKYMEHTOB —  COBOKYNHOCTb  JIEWCTBHU,
00ecreunBaoIIUX CBOEBPEMEHHOE UCTIOTHEHUE JOKYMEHTOB;

KONMS  JTOKYMEHTa —  JIOKyMEHT, TMOJHOCTBIO  BOCHPOWU3BOASALINN
uHOpMAIMIO TOJJIMHHUKA ¥ €ro BHENIHUE TMPU3HAKH, HE WMo
FOPUIAYECKON CHIIBI,

HOMEHKJIAaTypa AEN — CUCTEMATU3UPOBAHHBIN IT€pEYEHbh HAMMEHOBAHUM JIEII,
3aBOJIMMBIX B TeppUTOpPHAIBHOM KOMHMCCHH, C YKAa3aHUEM CPOKOB MX XPAHEHUS,
O(QOpPMJICHHBIN B YCTaHOBJIEHHOM MOPSIKE;

HOPMATHBHBIE JOKYMEHTBI — COBOKYITHOCTh MHCTPYKTHUBHBIX MAaTE€pHUAasOB,
PACCUMTAHHBIX HA IIOCTOSHHOE WJIM MHOTOKPAaTHOE JEWCTBHE M COJEPIKALINX

KaK#e-110o0 HOPMBI, IIpaBuJIa, IIPCAIMMCAHNAA;



oopmiieHHE JOKYMEHTa — MPOCTaBICHHE HEOOXOIUMBIX PEKBU3HTOB,
YCTaHOBJICHHBIX MPAaBUJIAMU JJOKYMEHTUPOBAHMSI;

NUCbMEHHOE O0pallleHHue TpaxAaHNHAa — HAMPaBIEHHOE B TOCYapCTBEHHBIM
opraH, OpraH MECTHOIO CaMOYIPABJIEHUS WU JOJDKHOCTHOMY JIMIy MHUCbMEHHOE
MPEIOKEHHE, 3asIBJICHUE WIH Kajo0a;

MMCBbMO — 0000IIEHHOE Ha3BAHHUE PA3JIMYHBIX 110 COAEPKAHUIO JOKYMEHTOB,
CIIy’KallluX CPEJACTBOM OOIICHHS MEXy OPraHU3alUsIMHU, FPAKIAHAMU;

NOJJIMHHUK JOKYMEHTa — TIEPBBIM WJIM €AMHCTBEHHBIM 3K3EMIUISp
JIOKYMEHTA;

NOPYYEHHE — JOKYMEHT, IPEANKCHIBAIOIINI BBIIOJIHEHUE TEX WJIM WHBIX
3aJIaHUU;

perucTpalurMoHHas KapTouka JokymeHta (nanee — PK) — perucrpainmonHo-
yueTHasi ¢popMa, B TOM YHKCJE B IJIEKTPOHHOM BHJE, UCIIOJIb3yeMas IJis 3aluCu
CBEJICHUN O JOKYMEHTE B LIENSAX y4yeTa, MOMCKA M KOHTPOJS, CO3JaBaeMasl IpH
peructpanuu 1oKkyMeHTta ¢ ucnonb3zoanuem [11 JIEJIO;

perucrpanys JOKyMEHTa — IPUCBOCHHE JOKYMEHTY PETMCTPAlOHHOTO
HOMEpPA U BHECEHHE CBEJCHUI O JOKYMEHTE B PETUCTPALIMIOHHO-YUYETHYIO (hopMmy;

peructpaliMoHHass (gopma — cHUCTeMa pEerucTpaluu, HCIoIb3yeMas B
TeppuropraibHON KOMUCCUU TTPU PETUCTPALIMH TOKYMEHTOB (>KypHa);

PEKBU3UT  JOKyMEHTa —  O0s3aTelbHbIA  3JeMEHT  O(OopMIIEHUS
OQUITMATBHOTO TOKYMEHTA;

CUCTEMA 3JIEKTPOHHOI'O JOKYMEHTOOOOpOTa — MH(pOpPMAalMOHHAsI CHCTEMA,
oOecrieunBaroIiasi cOOp MTOKYMEHTOB (BKIIOUEHHE TOKYMEHTOB B CHUCTEMY), HX
00paloTKy, yrpaBieHHE JOKYMEHTaMU U TOCTYI K HUM;

CKaHMpPOBaHUE JOKYMEHTA — MOJIyYeHHE dJIEKTPOHHOT0 00pa3a JOKYMEHTA;

CPOK HCIHOJIHEHHS JIOKYMEHTa — CpOK, YCTAHOBJICHHBI HOPMATHBHBIM
IIPABOBBIM AKTOM, OPraHU3alMOHHO-PACTIOPAIUTENBHBIM JOKYMEHTOM, YKa3aHUSIMU

10 UCITOJIHCHUIO JOKYMCHTA WUJIU ITIOPYUYCHUCM;



YKa3aHUS M0 UCIOJHEHUIO TOKYMEHTA — PEKBU3UT, COCTOSIINMA U3 HAAMNMHUCU
Ha JIOKyMEHTE WJIM Ha OTJEIIbHOM JIUCTE€ YCTAHOBJIEHHOW (hOpMBbI, chaenaHHON
JOJKHOCTHBIM JTULIOM;

y4eT JOKyMEHTOB — (Qukcamus Qaxta TMOJy4eHHUs JOKYMEHTOB 0e3
NPOCTABICHHUS HA HUX PETUCTPAIMOHHBIX IITAMIIOB;

(dopMupoBaHue Aena — rpyninupoBaHre UCTIOJTHEHHBIX TOKYMEHTOB B JIEJO B
COOTBETCTBHUHM C HOMEHKJIATYpOW JIeJd M CHUCTEeMaTH3alusl JTOKyMEHTOB BHYTPH
nena;

AKCIIEPTH3a LIEHHOCTH JOKYMEHTOB — M3Y4YCHHE JOKYMEHTOB Ha OCHOBAaHUU
KPUTEPUEB UX LEHHOCTU B LIEJSAX OINpPEAETICHUsS] CPOKOB XpaHEHUS! JOKYMEHTOB M
oT0opa uX JJi JaJIbHEHIIEr0 XpaHEH!s WIM YHUUTOXKEHUS;

AIIEKTPOHHBIA  JOKYMEHT — JOKYMEHT, B KOTOpOM uH(pOpMaIus
IpeJICTaBICHA B AIEKTPOHHO-IU(POBOI dopMme;

ANIEKTPOHHBIA 00pa3 JOKYMEHTa — OJIIEKTPOHHAs KOMUSA JIOKyMEHTa,

HN3TOTOBJICHHAA Ha 6YM2DKHOM HOCHTCIIC.

2. Ilpuem, perucrpanusi ¥ NPOX0KIAeHUE MOCTYNAKIINX JOKYMEHTOB

2.1. JoxyMeHTBI B TeppUTOpHAIBHYIO KOMHCCHIO JIOCTaBIISIIOTCS 4Yepe3
oTneseHne CB3u (mouToi, Tenmerpadom), (enpaberepckoil WM  CreNUaIbHOM
CBSA3bI0, HAPOYHBIM WJIM NEPENAIOTCSA HA JIMYHOM IMPUEME TPaXkaaH MPEICEaaTEIo
TeppuropraibHON KOMUCCHH.

JIOKyMEHTBI MOTYT MOCTYIATh B TeppUTOPHAIBHYI0 KOMUCCHIO IO KaHajlam
cBsi3u ['ocygapCcTBEHHOM aBTOMAaTU3UpPOBaHHOW cucTteMbl Poccuiickoit denepanun
«Bw100ops» cpenctBamu snektporHou moutsl [ JIEJIO, uepe3 oduiumanbHyo
AJIEKTPOHHYIO TIOUTY, 0 (PAKCUMUIIEHOU CBSI3H.

2.2. Ilpuem, mnepBuyHas oOpabOTKa W PETUCTpalMs TMOCTYHAKOLIUX
JIOKYMEHTOB MPOU3BOSTCA TIpejaceaareseM TeppuTOpUabHOM KOMHUCCUU WIU
OTBETCTBEHHBIM 3a BeneHue nenornpounsBojctea ¢ [IM JIEJIO exenHeBHO B 4dachl

pabotel TeppuTopraibHON KOMUCCUH, KPOME BBIXOJIHBIX U HEPAOOUUX JTHEH.



B mepron moAaroToBku M MpOBEAEHUS M30MPATENbHBIX KaMMaHUN MOPSIOK
IOJyYEHUS W PETUCTPALMU JOKYMEHTOB IIOCJIE OKOHYaHMs padoyero AHs, B
BBIXO/IHBIC U Hepabouue TTHH, yCTaHaBJIMBAETCSA npeacenaTenem
TepputopruaibHON KOMUCCHH.

OOparienus, Kacarolmuecs HapylIEHUN H30MpaTeNbHBIX MpaB IPaXKIAaH B
NepUo/ MOATOTOBKH U MPOBEACHUS BHIOOPOB U pedepEeHIyMOB, PETUCTPUPYIOTCS B
JI€Hb MOCTYIUIEHHS B TeppUTOPHATIbEHYI0O KOMUCCUIO WM HA CIEAYIOIUI pabounii
JICHb.

Perncrpanys TOKyMEHTOB OCYLIECTBISETCS B COOTBETCTBHM CO CPOKAMH U
HOPSAKOM, YCTaHOBJICHHBIX B COOTBETCTBUU C 3aKOHOJATEIbCTBOM O BBIOOpax U
pedepenaymax A pacCMOTPEHUsT 00OpallleHu.

2.3. [loctynuBmye AOKYMEHTHI MOAPA3AEISAIOTCS HA PETUCTPUPYEMBIE U HE
nomnexaniue peructpanuu B [1I1 JIEJIO (npunosxxenne Ne 1).

2.4. Ilpn BCKpPBITHM KOHBEPTOB, NOCTYMNAIOMMX (ETbIBErepCKON WIH
CIICLIMAJIBHOW CBs3bI0, II0 IIOYTE, IPOBEPAETCS IPABWIBHOCTH aJpPECOBAHMS,
KOMIUIEKTHOCTb M LEJIIOCTHOCTH JTOKYMEHTOB, HAJIMUME IPWIOKEHUM, CBEPSIETCS
COOTBETCTBHE HMX HOMEPOB YYETHBIM HOMEpPAM, YKA3aHHbIM Ha KOHBEpTaXx.
HenpaBuibHO ajpecoBaHHble M  OMIMOOYHO BIJIOKEHHBIE JIOKYMEHTBl HE
PETUCTPUPYIOTCS, MEPECBUIAIOTCA IO  HA3HAYCHUI0 WM  BO3BPAILAIOTCS
OTHPABUTEIIO.

2.5. Ecnu npu BCKPHITUM KOHBEpTa OOHAPY>KEHO OTCYTCTBHE JIOKYMEHTOB
WM WX OTHEIBHBIX JIMCTOB, MPUJIOKEHUN, NOBPEXKACHUE JIOKYMEHTOB WU
HECOOTBETCTBME HOMEPOB JOKYMEHTOB HOMEpaM, YKAa3aHHBIM Ha KOHBEpTE,
npeacenareneM TeppuTOPUAIIBHOM KOMHUCCUM WM OTBETCTBEHHBIM 33 BEICHUE
JIEJIONPOU3BOCTBA COCTABIISIETCS aKT YCTAHOBJIEHHOM (DOPMBI B IBYX SK3EMILIsIpax
(mpuioxenue Ne 2). OauH 3K3eMIUISIp aKTa MOCHUIAETCS OTHPABUTENIO, APYroil
MPUOOIIAETCS K IPUHATHIM IOKYMEHTaM.

Ha 060poTHOI CTOpOHE MOCJIEIHEro JMCTa MOBPEXKICHHOIO JOKyMEHTa B
IIPAaBOM HWXKHEM YIUIy JIEJIA€TCSl OTMETKA «JlOKyMEHT MOJIy4eH B IOBPEKIACHHOM

BUEY.



2.6. KoHBepThl OT NOCTYNUBIIUX JOKYMEHTOB HE YHUUTOXAIOTCA B Cllydae,
€CJIM TOJIBKO 10 HUM MOXHO YCTAHOBHUTH aJpEC OTIPABUTENS, JATy OTIPABKU U
IIOJIyYEHUS] JOKYMEHTOB, €CIIH OHU COJAEPKAT JOKYMEHTBI, KOTOPBIEC MOCTYIIHIIN
n3-3a npeaeno teppuropun Poccuiickon denepanuu, U3 CyJa0B, CIEICTBEHHBIX
OpraHoB, JIMOO JOrOBOPBI, TPETEH3UH, WCKOBBIE 3asBJICHUS, JIOKYMEHTHI,
CBSA3aHHBIE C Pa3MEIIECHUEM 3aKa30B HA MOCTAaBKM TOBAPOB, BBINOJHEHUE PaloT,
OKa3aHue yCIYT ISl TOCYAAPCTBEHHBIX HYXI.

2.7. IlakeTsl ¢ MOMETKON «JIMYHO» yUHUTHIBAIOTCS 10 TAKETHOMY XKypHAJly U
IEPENA0TCs aapecaTaM B 3aKPbITOM BUJE IO TIOAIHCH.

2.8. Ilpu peructpanuu nocrynusuiero aokymeHta B PK o0s3aTenbho
BBOJSITCS CIEAYIOIINE PEKBU3UTHI: BUJI JOKYMEHTA, €T0 UCXOIAIIMIA HOMED U J1aTa,
JTaHHBIE O KOppecnoHJeHTe (aapecanTe) (pamMuiaus, UMs, OTYECTBO (PU3UUECKOTO
JUlla WIA Ha3BaHUE OpraHU3allud, MECTOHAXOXKIACHHE OTIIPABUTENsS), a TaKKe
KpaTKOE COAEPKAHUE NOKYMEHTA, KOJIUYECTBO JIMCTOB OCHOBHOTO JOKYMEHTa U
JIMCTOB MPUJIOKEHHUSI, KOJIMYECTBO 3K3EMILIIPOB.

PerucrpaniioHHBIN IITAMII C YKa3aHUEM BXOJSALIETO HOMEPA, 1aThl, BPEMEHH
(mpy HEOOXOAMMOCTH) PETUCTpAlMU MPOCTABISAETCSA, KaK MPaBWIO, B IPABOM
BEPXHEM yIJIy JIMUEBOM CTOPOHBI II€PBOrO JIUCTA 3apErHMCTPUPOBAHHOIO
nokymeHTa. Ilpy HEOOXOOMMOCTH YyKa3bIBAE€TCS BpeMsl perucrpauuu (4acbl U
MUHYTBI). Ha Npuiio)KeHHH MNpOCTABISIETCS BXOIAIIMNA HOMEpP JTOKYMEHTa, K
KOTOPOMY OHO OTHOCHTCHI.

Ha xommm pokymenTta Bxomgmwmii Homep, gnara, ®.M.O., nmoamuce u
JOJDKHOCTB JIMIIA IPUHSABLIETO JTOKYMEHT, IPOCTABIIAETCS B IPABOM BEPXHEM YIUIY
JMIEBON CTOPOHBI IEPBOTO JIUCTA.

Hymepanusi nocTynuBIIMX JOKYMEHTOB OCYIIECTBISETCS B Ipejaesiax
KaJIEHJAPHOIO ro/1a.

IIpn perucrpaunn noxkymenta B [IM JIEJIO, sBigromerocss oTBETOM Ha
UCXOJSAIIUN TOKYMEHT WJIM MPUCITAHHOTO B JIOMOJIHEHHE K paHee HalpaBICHHOMY

nokymeHTy, B PK nemaerca cooTBeTcTByronas cchlika (CBsI3Ka).



K mnoBTOpHBIM JOKyMEHTaM MpUKIaAbIBaeTCs HHPOpMaAIus O paHee
MOCTYNUBIINX JTOKYMEHTaX U PE3ylbTaTax MX UCIOIHEHUSA, KOTOpas MepeaacTcs
OTBETCTBEHHOMY 32 €r0 HCIOJIHEHHE.

[Tocne permcrTpanuu JOKyMEHTa Ha OyMa)KHOM HOCHTENIE OH MOXKET OBITh
orckanupoBad, a 3areM k PK B IIM JEJIO wmoxer ObITh mNpUCOEAUHEH
AJIEKTPOHHBIN 00pa3 TOKyMEHTa U MPUJIOKEHUS K Hemy B ¢popmare .pdf.

2.9. 3aperucTpupoBaHHbIE JOKYMEHTBl PacCMaTpPHUBAIOTCS MpPeaCceaaTeNIeM
TepputopralbHOW KOMHMCCUHW, 3aT€M IIOCJE MEPEHECEHUs YKa3aHus [0
ucrnosHeHnto JokymeHnta B PK (B ciiyuae peructpauuu noxkymenta B 1114 JIEJIO)
[IEPEAIOTCS UCIIOITHUTENAM IO IOAINCH.

2.10. McnionHeHHbIE JOKYMEHTBI CIHUCBIBAKOTCS B JEJ0 MpeaceaTesIeM
TepputopralbHOM KOMHCCHHM W IIOMEHIAIOTCA B JEI0 B COOTBETCTBUU C

HOMEHKJIATYpOU Jies1 TeppuTopruaibHON KOMUCCHH.

3. OcHOBHbBIC TPEOOBAHUSA K NOATOTOBKE U 0()OPMJICHHIO TOKYMEHTOB

3.1. lokymeHTbl oQopMIsIIOTCS Ha OJaHKaX YCTaHOBJIEHHOW (HOpMBI,
M3TOTOBJICHHBIX KOMITBIOTEPHBIM cItocoOoM (mpuitoxenue Ne 3).

B TepputopuanbHOii KOMHCCHMH MOTYT OBITh YCTAHOBJIEHBI CIIEIYIOIINE
BUJIbI OJIAHKOB:

OJIaHK TPOTOKOJAa 3acefaHust TeppuTopuasbHON KOMUCCUU (MPUIIOKEHHE
Ne 3.1);

Onask pemenus TepputropuaibHON KoMmuccuu (puioxenue Ne 3.2);

OnmaHK MpHKasa mpeacenaTens TeppuTOpHAIbHON KOMHUCCHH (TIPHUIIOKEHUE
Ne 3.3);

6nank muckma TeppuropuanbHoit Komuccuu (puitoskenne Ne 3.4).

3.2. Ha Onankax pokymMeHTtoB mnomemiaercss repd Cankr-IletepOypra
B coorBercTBUU ¢ 3akoHOM Cankr-IletepOypra «O neTaJbHOM ONHCAHUU

ouimanbHbIx cuMBosIOB CaHkT-IleTepOypra u nopsiike ux UCIOIb30BAHUS.



3.3. Koutponr 3a TpaBUIBHBIM HCIIOJIb30BAHWEM OJIAaHKOB U UX
COOTBETCTBHEM YCTAHOBJIEHHBIM 00pasliaM OCYILECTBISETCS IpeaceaaresieM WUiu
OTBETCTBEHHBIM 3a BEJICHUE JIETIONPOU3BOJICTBA.

3.4. JlokyMeHTBl O(OPMIISIIOTCS B COOTBETCTBHU C TpeOoBaHUSIMU K
JOKYMEHTaM, M3TOTOBJISIEMBIM C IMOMOILBIO MEYATAIOMX YCTPONCTB U K (ailinam
TEKCTOBBIX IOKYMEHTOB (TipriioskeHue Ne 4)

3.5. Ilpu noaroroBke n 0(pOpPMIIEHUN JOKYMEHTOB WI€HBI TeppUTOPHATBHON
KOMHUCCHM U TPaXKJIaHCKHE CIIy’)Kallue ammapara TeppUTOpHaibHOM KOMHUCCHUH, a
TaK)K€ JIMLA, IPUBJIEKAEMBbIE IO TIPakJIaHCKO-IIPABOBBIM JIOTOBOPaM, JOJKHBI
co0r01aTh MpaBuiia OPOPMIIEHUSI PEKBU3UTOB JOKYMEHTOB, U3JI05KEHHBIE HUXKE.

3.5.1. laTta 1OoKyMeHTa.

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

JlaToil TOKyMEHTa, U3JaHHOTO COBMECTHO JBYMsl U OoJiee OpraHU3alusIMH,
SBJISIETCS 1aTa OoJjiee MO3HEH MOANNCH.

Jlaty nokyMeHTa opopMIISIIOT apaOCKUMu uppamMu B OCIEA0BATEIbHOCTH:
JIeHb Mecsua, mecsl, rof. [JeHp Mecdna u mecsan opopMIIOTCS IBYMs MapaMu
apa0Ockux 1udp, pa3aeIeHHBIMA TOYKOHW, TOJl — YETHIPhbMS apaOCKuMu Iudpamu,
HaIpumep:

17.01.2011
Jlomyckaetcst clioBeCHO-ITU(POBOI crtocod oopmIIeHHsI 1aThl, HATPUMED:

17 suBaps 2011 1.

3.5.2. PeructpaiuOHHBIN HOMEDP TOKYMEHTA.

JInsg BXOmSAIIMX M HCXOASAIIMX JOKYMEHTOB — 3TO HHIAEKC Jena Mo
HOMEHKJIAType U, 4YePe3 KOCYIO YEPTY, NOPSAKOBBIA HOMEDP JOKYMEHTA.

PerucrpauoHHbli HOMEP AOKYMEHTA, U3IAHHOTO COBMECTHO, COCTOUT U3
pa3lENIeHHBIX KOCOM 4YepTOM PETrHCTPALlMOHHBIX HOMEPOB, IPUCBOCHHBIX

opraHu3anusamMunu — aBTOpaMH JAOKYMCHTA u PaCIIOJIOKCHHBIX B



MOCJIEA0BATEIBHOCTH, COOTBETCTBYIOLIEH 0003HAUEHNWIO  HAWMEHOBAaHUU

OpFaHI/ISaHHﬁ B 3aroJIOBOYHOM 4acTH JOKYMCHTA.

3.5.3. Cchbuika Ha UCXOJAIIUN HOMEP U JaTy JOKYMEHTA.

CcbUika Ha MCXONMAIIMM PETUCTPALMOHHBIA HOMEpP W JaTy JIOKYMEHTa
BKJIIOYAETCSI B COCTaB PEKBU3UTOB OyiaHka mucbMa. CchlUlKa Ha HMCXOIAITUN
PErUCTPAIMOHHBIN HOMEp W JaTy JOKYMEHTa MPOCTABISETCS UCIOJIHUTENIEM MpHU

IIOATOTOBKE ITMCbMAa-0TBECTA.

3.5.4. Anpecar.

PexBusut «Agpecar» pacnoliaraercsi B IpaBOM BEPXHEM YIITy.

JIOKYMEHTBI aJpeCcyIOTCsl B OpraHU3allMK, UX CTPYKTYpHBIE MOAPA3ICIICHUS,
JOJDKHOCTHBIM ~ JIMIIaM  WJIM TpaXkJaaHaM TIpd  OTBETE Ha UX OOpallcHus.
HanmenoBaHue opraHuzanid W CTPYKTYpPHOTO TOAPA3JCICHUS YKa3bIBAIOTCS B

HMCHHUTCIIbHOM IIaJICKC, HAIIPUMCP:

[IpaBuTenscTBO CTaBpOMOJIBCKOTO Kpast
[IpaBoBoOE€ yrpaBiieHHE

Ecmn  nmokymeHT anpecyercs JOJDKHOCTHOMY JIMIY, HAMMEHOBAHUE
OpraHu3alliy YKa3bIBa€TCsl B UMEHUTEILHOM MaJIeKe, a JOJKHOCTh U (paMUJIHS — B
narenbHoM. [Ipy 3TOM MHUIIMANBI YKa3bIBAIOTCS TTOCe aMUIIUK, HAPUMED:

IIpaButensCTBO

Mypwmanckoit o0iacTu
3aBeAyIoUIEMY OTIEIIOM

AunexkcanapoBy A.B.

Ecniu  nmoxkymeHT azapecyeTcss pPYyKOBOAMTENIO OpraHM3allid WIH  €ro
3aMECTUTENI0, HAMMEHOBAHUE OpraHU3allMUd JIOJDKHO BXOJIUTh B HaMMEHOBaHUE

JIOJKHOCTH aJipecarta, Halpumep:



3amecturento aupexTopa Beepoccuiickoro
HAY4YHO-UCCIIEI0BATEIBCKOIO HHCTUTYTA
JIOKYMEHTOBEICHUS U ApXUBHOTO JIeJia

3umuny B.C.

Ecmu nokymeHT ajapecyercs OpraHMs3aldd, CHadajla YyKas3blBaeTcs ee
HAaNMEHOBAHHUE, 3aTEM MTOYTOBBIN aJIpEC, HATPUMED:

[lenTpanbHas u3dupareabHasi KOMUCCHS
Poccuiickon denepanunu
b. Uepkacckuii nep., 1. 9, Mocksa, 109012

JlonmyckaeTcsi LEHTPUPOBATh KaXAYH CTPOKY pPEKBU3HTA «Anpecar» IO
OTHOUIEHHIO K CAMOW INTMHHOM CTPOKE.

JlomyckaeTrcsi KCHONBb30BaTh  O(PUIMAIBHO MPUHSATHIE COKpAILEHHBIE
HAaMEHOBAHUS OPraHOB T'OCYJApPCTBEHHOM BJIACTH, MECTHOIO CAMOYIIPABJICHUS,
OpraHu3aIuu.

ITouTOBBIN aapec yKa3pIBAa€TCs B IIOCJIEIOBATEIBHOCTH, YCTaHOBJICHHOM
[IpaBmiiamMn OKa3aHWSl YCIyT TIOYTOBOM CBSI3M, YTBEPKIACHHBIMU MPUKA30M
MunkomcBsizu Poccun ot 31 utonst 2014 roga Ne 234 «O06 yTBEpKICHUU TTPaBUI
OKa3aHMsl YCIYT TIOYTOBOM CBS3M».

Ecnu mokyMeHT OTHpaBisieTcs B HECKOJIBKO OJHOPOIHBIX TOCYapCTBEHHBIX

OpraHOB WJIM OPTaHU3AIINM, UX CJIEIYET YKa3blBaTh 0000IIEHHO, HATTPUMED:

[Ipencenarensm y4acTKOBBIX KOMHUCCUI

JIOKyMEHT He JOJDKEH conaepkarbh Ooisiee deTbipex azapecaToB. CloBO
«KOMHUS» Mepel] BTOPhIM, TPETbUM, YETBEPTHIM aJJPECATOM HE YKa3bIBACTCS.

[Ipu HampaBieHun AOKyMeHTa Oojiee 4eM B YeThIpe ajpeca COCTaBISETCS
CIIMCOK pAaCChUIKM YCTaHOBIEHHON QopMmbl (mpunoxenue Ne5), KOTOpbIi

MOAIUCHIBACTCS IIpeacenareneM TeppuTopuaibHON KOMUCCHH.



[Ipu ampecoBannu JOKyMeHTa (PU3MUECKOMY JHUI[y BHAuyajie YKa3bIBAIOTCS

q)aMI/IJ'II/IH N MHUIUAJIBI I1I0JIYYaTCJIA, 3aTCM MMOYTOBBIN aJpcC, HAIIPUMCEDP:

AreeBoii A.1.
yi. KocMonaBToB, 1. 42, r. [lonbicaeBo,
Kemepogckas o0mactb, 652560

3.5.5. I'pu¢ yTBepx1eHHs JOKyMEHTA.

JIOKyMEHT  yTBEp>KIaeTcsl JOJDKHOCTHBIM  JIMIIOM WM  CHEIUAIIbHO
M3/1aBA€MbIM IOKYMEHTOM.

[Ipu yTBepKIIeHUU JTOKYMEHTa JOJDKHOCTHBIM JIMIIOM TpUG YTBEPKICHUS
JoJKeH cocTosiTh u3 ciaoBa Y TBEPXKIIAIO Oe3 kaBbluek U 3arjaBHbIMU OyKBaMu
U Ha CIEAYIOUIEH CTPOKE — HAWUMEHOBAHUE JOJKHOCTH, MOINUCH, UHULUAAIBI U

Cl)aMI/IJII/ISI Jana, yITBEpAUBIICTO JOKYMCHT, AdaTa YTBCPKACHUS, HAIIPUMCEP

YTBEPXIAIO
IIpencenarens TeppuTopHaIbHON
n3buparenbHoi komuccuu Ne 61
JIUYHasd 1nmoAInuncCh HWHUIINAJIBI, (1)3MI/IJ'II/I$[

JlaTta

[Tpu yTBep)KIeHUN JOKYMEHTA PEIICHUEM, IIPOTOKOJIOM, TPU( YTBEPKICHUS
cocrour u3 cinoBa YTBEPX/IEH (YTBEPXJIEHA, YTBEPXIEHBI wumm
YTBEPXJIEHO) 06e3 kaBbluek U 3arjlaBHbIMA OyKBamMH, HauMEHOBaHUS
YTBEP)KIAIONIETO JOKYMEHTa B TBOPHUTEIBLHOM IAfeXe, €ro JaThl M HOMeEpa,
HaIpumep:

YTBEPXJIEH
peuwienueM TepputopraibHOU
n30bupatenpHOl Komuccuu Ne 61
ot 15 denpanst 2011 1. Ne 28- 5
I'pud yTBepkameHus pacronararoT B TPaBOM BEpPXHEM YTy IOKYMEHTA.

B rpude yTBepkaeHHs AOMYCKAaeTCAd LIEHTPUPOBATH AJIEMEHTbl OTHOCHUTEIBHO

CaMOM JIJIMHHOW CTPOKH.



3.5.6. Yka3aHus MO UCTIOJHEHHUIO JOKYMEHTA (PE30JOIus).

VYKazaHus MO HCIOJTHEHUIO JOKYMEHTa MOTYT OBbITh HAmUCaHbl OT PYKHU
npeacenareieM TeppUTOPUATbHOM KOMHUCCHMM HAa TOMJUHHUKE JOKYMEHTa Ha
cBOOOJHOM OT TEKCTa MecTe WU O(OpMIICHBI Ha OTAEIbHOM JucTe popmara A 6
(105x147), npuno>xeHHOM K JIOKYMEHTY. YKa3aHHus IO HCIIOJIHECHHUIO JIOKYMEHTa
BKJIIOYAIOT (aMUIMM WM WHUIUANBl HCIOJIHUTENCH, MpH HEOOXOIWMOCTH —
COJICp)KaHUE TOPYYEHHs, CPOK HCIOJHEHHs, MOAMHUCH PYKOBOIUTENS W Jary,
HaIpumep:

Cusosy A.1O.
I'puropseBy B.C.

IIpoury paccMOTpETh U 1aTh OTBET
K 15.02.2011

JInuHasg nmoanmch
JHara
3.5.7. 3aronoBOK K TEKCTY TOKYMEHTa (HaMMEHOBaHUE JJOKYMEHTA).
3aroyioBOK K TEKCTY JOKYMEHTa JIOJDKEH KPaTKO M TOYHO PacKpbIBATh €0
coJlep>KaHUe U OBITh COIVIACOBAH C HAMMEHOBAHUEM BHJIa IOKYMEHTA. 3aroJiOBOK

MOXKCET OTBCUYATh Ha BOIIPOCHI:

«0 4eM (0 KoM)?», HarpuMep:

IIpukas
O co3pnannn DKCepTHOM KOMUCCUU

«uero (koro)?», HampuMmep:

JIOJDKHOCTHOM perylaMeHT
BEJYLIETO CIELUATIUCTA

3aroJI0BOK COCTaBIISICTCS JTUI[OM, TOTOBSIIIUM TPOSKT JOKYMEHTA.

3aroyioBOK, COCTOSIIMN W3 JABYX M OOJiee CTPOK, IMEYaTaeTCs 4Yepe3 OJIUH
MEXCTPOYHBIM WHTEpBaj, TOYKAa B KOHIIC 3arojiOBKa HE CTAaBUTCS. 3arojIOBOK
pacrnoyiaraeTcsi Ha TEPBOM JIMCTE HaJ TEKCTOM JOKYMEHTa MO IEHTPY, a TMpH
o OpMJICHUHU TTUChMa — OT TPAHUIIBI JICBOTO TTOJIS.

3.5.8. TekcT TOKyMeHTa.



Texct nmoxymeHnta o(OpMIIAIOT B BHUJIE CBSI3HOTO TEKCTa, TAOIULBI WIIH
COEIMHEHHUS ITUX CTPYKTYD.

TexkcT JOKyMeHTa JOJDKEH M3JaraTtbCsi KpaTko UM SICHO, OBITh
apryMEHTUPOBAHHBIM, OOECIEYMBaTh TOYHOE H OJHO3HAYHOE BOCIPHSITHE
coJeprkalieiicst B HeM UH(pOopMaluu.

TexkcT nOKyMeHTa JOJDKEH, KAaK MPaBUIIO, COCTOSATh M3 JIBYX 4acTeu. B
NEPBOM YAaCTH YKa3bIBAIOTCSA MPUUNHBI, OCHOBAHUS, LIEN COCTABIICHUS IOKYMEHTA,
BO BTOPOM — pEIIeHHUs, BBIBOJIbI, TPOCHOBI, IPEIIOKEHHS, PEKOMEH 1ALl H.

TexkcT MOKyMEHTa MOXKET COJEPKaTh TOJBKO 3aKIIOUUTEIBHYIO YacTh
(Hampumep, MpHUKa3 — PACMIOPAIUTENbHYIO YacTh 0€3 KOHCTATUPYIOUIEH, MHChMO,
3asBJICHUE — ITPOCKOY 0€3 MOSICHEHHUS ).

B Tekcte nokymeHTa, MOATOTOBJIEHHOIO HA OCHOBAaHMHU 3aKOHOAATENIbHBIX,
VHBIX HOPMAaTUBHBIX ITPABOBBIX aKTOB, H3AAHHBIX OpraHaMy BJIACTH U YIIPaBJICHUS,
UK Poccun, Cankr-IlerepOyprckoil wu30MpaTenbHON KOMHCCHEH, paHee
W3JIaHHBIX TEeppUTOPHAIBHOM KOMMCCHEH, YKa3bIBAETCSI HAaMMEHOBAHHE BHJA
JIOKyMEHTa, HAUMEHOBAaHHWE OpraHa, W3JaBIIECro JOKYMEHT, JaTa NPUHATUS WIN
YTBEPXKJICHUSI JTOKYMEHTA, €r0 PETrUCTPAllMOHHBIA HOMEp, a TaKXe 3arojloBOK
JOKYMEHTA, 3aKJIFOUECHHBIN B KABBIUKH.

TekcTbl JOKYMEHTOB OOJIBIIOTO 00bEMa MOTYT JEIUThCA Ha pa3Jiesbl,

NO/Ipa3/Iebl U MyHKTHI, KOTOPbIE HYMEPYIOTCS apaOCKUMU U pamu, HalpuMep:

1. Pa3nen
1.1. TITonpaznen
1.1.1. ITyHkT

AG3a11bl BHYTpH IMYHKTOB HE HYMEPYIOTCS.

B nucbmax ucnons3yroT ciaeayronme GopMbl U3JT0KEHUS:

or l-ro nmma wMHoxecTBeHHOro uyucina («[Ipocum  HampaBuUTh
uHpopmarmio...», «Hampasisiem Ha 3aKIIIOUEHUE TTPOCKT...» U JIp.);

OT 3-ro Juiia €IUHCTBEHHOro uucia («TepputopuaibHas KOMHCCHUS HE
CUMTAET BO3MOXKHBIM...», «TeppuTopraibHas KOMUCCUS MPEATIAraeT pacCMOTPETh

BO3MOXXHOCTb...»).



I'padbbl ¥ CTpokM TaOMUIBI AOJKHBI HMMETh 3arojOBKH, BBIPAKCHHBIC
CYIIECTBUTEILHBIM B HMMEHUTENbHOM manexe. llomzaromoBku rpad M CTpOK
JOJDKHBI OBITH COTJIACOBAHBI C 3arojoBkamu. Eciu Tabmuily nmeyaTaroT 6osee yeMm
Ha OJHOW cTpaHuIe, rpadbl TaOMUIBI JOMKHBI OBITH MPOHYMEpPOBAaHBI U Ha
CIICAYIOIIMX CTPAHULIAX JOJDKHBI OBITH Halle4aTaHbl TOJIBKO HOMEpA STHX Tpad.

3.5.9. OT™MeTKa 0 HaJIM4YHUH NPUITOKEHUH.

OTMmeTKa 0 HAIMYUH TPUIIOKEHUH pacroiaraeTcsi OT TPaHHUIlbl JIEBOTO MO
1ocJjie TEKCTa Mepe] MOANUCHIO.

Ecnu noxkymMeHT uMeeT MpuiioXKeHHs, Ha3BaHHBIE B TEKCTE, OTMETKa 00 HX

HaJau4uuu 0opMIIETCS T10 caeayroIlei hopme:

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

Ecan JOKYMCHT HMCCT IIPUIOKCHHA, HC HA3BAHHBIC B TCKCTC, HX
HAaNMMCHOBaHUA HCO6XOI[I/IMO NNEpCUNCIIUTL IIOCJIC TCEKCTAa MAOKYMCHTA IICPCA
MMOAIMCHIO C YKA3aHHUEM KOJIMYCCTBA JIMCTOB B KAXKJIOM IMPHUIIOKCHHUHU U KOJINYCCTBA

9K3CMILIAPOB, IIPU HAJIMINH HCCKOJIbKHX HpI/IJ]O)KGHI/Iﬁ HUX HYMCPYIOT, HAIIpUMCD:

[Ipunoxenue: 1. TlonoxeHue 00 IKCIEPTHONW KOMUCCUH HA 15 1. B 1 9K3.
2. Ilpumepnas HomeHKJaTypa aen Ha 14 1. B 1 3k3.
Ecnu  npwioxenus cOpOIIIOPOBaHbI, TO KOJHYECTBO JIMCTOB HE
YKa3bIBacTCHI.
Ecim npunoxeHue HampapisieTCs HE BO BCE€ YKa3aHHbIE B JOKYMEHTE

ajpeca, TO OTMETKA 0 HAIMYWU TIPHIIOKEHUST 0OPMITSIETCS TI0 ClIeyromieit hopme:

[Tpunoxenue: Ha 20 1. B 3 9K3. TOJBKO B MEPBHIN ajapec.

Ecnm x pokymeHTy mnpwiiaraercsi Opyrod JOKYMEHT, TakK€ HMEIOLIUN

MNPUIOKCHUC, TO OTMCTKA O HAJIWYHH ITPHUIOKCHUA OQ)OPMHHGTCH CJICOYIOIM

obOpazom:

[Tpunoxenue: nmuceMo  [lerponaBnoBck-KamyaTckoil  TOpOACKOM — TEpPUTOPHATBHON
komuccun ot 15.11.2010 Ne 01-21/450 m mpunoxeHue K HeEMy, BCEro Ha
12 7.

B PEIICHUAX W ITPHUKa3aX CBCACHUSA O HAJTMYNHU HpI/IJIO)KeHI/Iﬁ YKa3bIBaIlOTCA B

tekcte. Hanpumep:



«Pa3paborath W  TpEACTaBUTh  MNPOEKT 1IaHa 1o  Qopme,  ykKazaHHOU
B MpHJIOKEHUH Ne 1.

Ecmu B goKymeHTe, K KOTOPOMY OTHOCUTCS IPUIIOKEHHUE, OHO
HE YTBEPKIAETCsl, @ IPOCTO COJAEPKUTCSA CChUIKA HA HETO, TO B IIPABOM BEPXHEM
yIJy YKa3bIBaeTCs, K KaKOMYy pELIEHUI0 (MpHUKa3zy) MPUIOKEHUE OTHOCUTCH,
HaIpuMep:

IIpunoxenue
K pelieHnio TepputopuanbHOU
n3buparenpHOil Komuccuu Ne 61
oT 11 auBaps 2011 r. Ne 11-5

[Tpunoxenue
K [IpUKa3y npezacenatens TeppuTopuanbHOR
nzbuparenbHoii Komuccuu Ne 61
ot 15 mapta 2010 r. Ne 27

[Ipy HamMYMM HECKOJBKUX NPUIOKEHHN OHM HYMEPYIOTCS, HAIpUMEp,
npwioxenue Ne 1, npunoxxenne Ne 2 u tak nanee.

3.5.10. Iloanucey KOMKHOCTHOTO JIUIIA.

B coctaB moamucu  BXOIAT: HAaMMEHOBAaHHWE JOJDKHOCTH  JIMIIA,
HOJIIMCABUIETO JOKYMEHT, €ro JHM4YHas MOJIUCh, KOTOpas o(popmisieTcss CHHUMU
WJIM Y€PHBIMH YEPHUIAMH, paCIIM(PPOBKA NOANMUCH (MHULIUAIIBI, (pamMuins).

Ecnmu noxkyment odopmisiercst Ha 6imanke TepputopuaibHOM KOMUCCUH, TO
PEKBU3UT BKJIIOYAECT HAMMEHOBAaHUE [JOJDKHOCTH JIMLA, IOAIMUCHIBAIOLIETO
JOKYMEHT, €ro JIMYHYK TOANKHCh, pacliMpoBKYy MNOANUCK (MHULMAIBI U

dbaMuuio), HapUMep:

Hpez[cez[aTeﬂL JIMYHas 1nmoanuchb HWHUIIUAIBI, q)aMI/IJ'II/IH

Ecnmu n1omxHOCTHOE JHIO, MOJAMMCH KOTOPOTO 3aroTOBJIEHA HA MPOEKTE
JIOKYMEHTA, OTCYTCTBYET, TO JOKYMEHT MOJAMMUCHIBAET €r0 3aMECTUTENb WA UHOE
JIUI0, WCTOJHSOMeEee ero o0s3aHHOCTH. [Ipu 3TOM 0053aTenbHO YKa3bIBAKOTCS
(daxkTuyeckasi JOJKHOCTh JIUIA, TMOAMUCABIIETO JOKYMEHT, H ero damwmiusa. He
JIONyCKaeTCsl MOAMUCHIBATh JTOKYMEHTHI C MPEIJIOTOM «32» WIW MPOCTABICHUEM

KOCOM YCPThI NICPpEA HANMCHOBAHHUEM IOJIZKHOCTH.



Ecnu nokymeHT odopmiisercs He Ha OlaHKe, TO PEKBU3UT COACPKUT MOTHOE
HAaUMEHOBAHHUE JOJDKHOCTH JIMLA, MOJIMUCABUIETO JIOKYMEHT, €ro JHMYHYIO

MOAMNHUCH, paciIu@POBKY MOAMUCH (MHUITUAIBI U pamMuinio). Hanpumep:

3amecTuTenb npeiceaaTens
TeppuropuanbHOl N30UpaTEITHHOM
komuccun Ne 61 JUYHAs OAMUCH WHUIUATBI, pamMuius

HpI/I nmoanrMCaHun AOKYMCHTA HCCKOJIbBKMMHU JOJDKHOCTHBIMHU JIMIIAMH HX
IHoAIInMCH paciojararoTcs OJHa 1o g ,leerfI B IIoCJICA0BATCIILHOCTH,

COOTBETCTBYIOIIECH 3aHMMAEeMOM JOJKHOCTH, HAlIPUMEp:

Hpez[cezlaTeJIL JIM4Has nmoAnuch HWHHUIIUAJBI, q)aMI/IJ'II/IH

['maBHBI OyxTanTep JIMYHAs MOJINKCH WHULAAIBI, pamMuIus

B AOKYMCHTC, IIOATOTOBJICHHOM KOMI/ICCI/IGI\/'I, IMOAIMUCH PaCIIoJIararoTCsa oaHa
1o g ,ZIperﬁ. HepBBIM YKa3bIBACTCA IIPCACCAATC/Ib KOMHUCCHUH, a (I)aMI/IHI/IH YJICHOB

KOMHCCHUU pacroiaratorcs B asipaButTHoM nopsjke. Hampumep:

HpeIlCGI[aTCJH) KOMUCCHH JIM4Has 1IoAIINChH WHUIINAJIBI, (1)3,MI/IJII/I$[

Y1eHBl KOMHCCUH JIUM4YHas 1nmoAnncChb WHUIIKAJIBI, (baMI/IJII/Iﬂ
JIM4YHas moAnuch HWHHUIINAJIBI, (I)aMI/IJ'II/IH

Ecau nokymeHT cocTaBieH Kak Ipuiaraemas K OCHOBHOMY JOKYMEHTY
cripaBKa WM HH(OPMAIIHs, TO OH TOAMUCHIBAETCS COCTABUBIINUM €T0 JIUIIOM.

3.5.11. I'pud cornacoBanus.

I'pud cormacoBanus cocroutr w3 cioBa COIJIACOBAHO 0e3 KaBBbIYCK
W 3arjaBHBIMH OyKBaMM, HaWMCHOBAaHMS JODKHOCTH JIMIA, C KOTOPBIM
COTJIaCOBBIBACTCS TOKYMEHT (BKJIFOYAas HANMCHOBAHNE OPTaHU3AINH), €T0 JINIYHOU
MOAIKUCH, pacuPPOBKU MOANKMCH (MHUIMANBI, (aMUIIMS) U JaThl COTJIACOBAHMUS,
HaIpuMep:

COI''TACOBAHO

3amMecTUTENb I1aBbl AIMUHUCTPALIUU
Kpacuocennckoro paitona Cankrt-IlerepOypra

JTUYHAs TOANKUCH WHUITHAIIBI, PaMUITUs
Harta



Ecan cornacoBanue OCYHICCTBIIACTCA IMPOTOKOJIOM, IMHMCbMOM HJIM APYTIMM

JIOKyMEHTOM, TO COTJIaCOBaHKE O(HOPMIISIETCSI CIICTYIOITIM 00pa3oM:

COI'JTACOBAHO
IIPOTOKOJI 3aCEJaHuUs
aTTECTAlMOHHOW KOMUCCUHU
TepputopualibHON H30UPaATENTEHON KOMUCCHUT
Ne 61
ot 05 ¢espamns 2011 r. Ne 16

WJIH:
COI''TACOBAHO
nucbMo Pocapxusa
ot 05 maprta 2011 r. Ne 4-15/46

I'pud cornmacoBanust pacrnonaraercs noj pekBuzutom «lloamuce» B JieBoM
HIDKHEM T0JIe JOKYMEHTA.

3.5.12. Buza.

BHyTpenHee coriacoBaHue TMpoekTa JOKyMeHTa o(opMIIsieTcss BH30il.
Buza Bkirouaer moANuCh BU3UPYIOLIET0, Pacliu(PpOBKY MOANUCH (MHUIUAIBI,
dbamunusi) W ngary, Opu HEOOXOAMMOCTH MOXKET OBITh yKa3aHa JOJIKHOCTb
BU3UPYIOLIET0, HAIIPUMED:

[Ipencenarens TeppuropuansHoil n3dbupaTensHoit komuccuu Ne 61
JINYHAS TOAMUCH WHUIHAIIBI, (aMuITus
ara

[Tpu HaIMuMK 3aMedaHuii K TOKYMEHTY BU3a 0(OpMIIIETCS CISAYIOIMHNM 00pa3oMm:

3amevaHus IpUJIararTcs

[Ipencenarens TeppuropuanbHoO n30UpaTeabHO Komuccuu Ne 61
JMYHas NOANKUCH WHUIUANbI, pamMuus

Hara

3aMeuaHusi  W3JaraloTcs Ha  OTACIBbHOM  JIUCTE€, TOJANMMCHIBAKOTCS
Y TIPWIATAOTCS K IOKYMEHTY.

JlomyckaeTcst TOJIMCTHOE BUSUPOBAHUE JOKYMEHTOB U MPUIIOKEHUN K HUM.

Ecnmu nomMHHUK JOKYMEHTa OCTaeTcs B TeppUTOPHAIBHONM KOMHUCCHUHU,
BU3BI MPOCTABJISIOTCS B HUKHEH YacTH OOOPOTHOM CTOPOHBI MOCJIEIHEro JIMCTa

MNOAJIMHHHWKA JOKYMCHTA.



JIns MOKyMEHTa, MOJJIMHHHUK KOTOPOTO OTIPABISAIOT M3 TEPPUTOPUATIBHOU
KOMMCCHUH, BU3BI IIPOCTABIIOTCA B HIDKHEW YacCTU JIMLEBOU CTOPOHBI IIOCJIEIHETO

JINCTA KOIIMU OTIIPABIIICMOTO JOKYMCHTA.

3.5.13. OTTHUCK neyaTH.

[leyatp 3aBepseT MNOJIMHHOCTD NOAMMCH JOJDKHOCTHOTO JIMIA Ha
JOKYMEHTAX,  YAOCTOBEPSIOIMIMNX MOPEAYCMOTPEHHBIE  MPABOBBIMHU  AKTaMHU
MOJITHOMOYHS JIOJDKHOCTHBIX JIMI] WX (PUKCHPYIOMINX (DaKThI, CBS3aHHBIC C
(YHaHCOBBIMU CPEICTBAMHU, a TAK)KE€ HA MHBIX IOKYMEHTaX, MIPeayCMaTPUBAIOIINX
3aBEPEHUE MTOJIMHHOW MOAUCH.

[leyaTs cTaBUTCS Ha CBOOOJHOM OT TEKCTa MECTE, HE 3aXBaThIBasl JIMYHOU
MOAIKUCH JTOJDKHOCTHOTO juua. [leyats MOXKET 3aXBaThIBaTh YaCTh HAUMEHOBAHUSA
JIOJKHOCTH JIAIIA, TOANUCABIIETO JOKYMEHT.

B noxymeHTax, MOATOTOBJICHHBIX Ha OCHOBE YHUMDUIIMPOBAHHBIX (HOpPM,

neyaTh CTaBUTCA B MeCTe, 0003Ha4UeHHOM oTMeTKOoU «MID» ninu nHbIM 00pa3oMm.

3.5.14. OTmeTKa 0 3aBEpEHHUH KOIUHU.

JIns 3aBepeHHs] COOTBETCTBUS KOMNHUHM JOKYMEHTA MOJIMHHUKY HUXKE
pekBuzuTa «lloamuce» TPOCTaBIAETCS OTMETKa O 3aBEPEHUM KOMUU —
3aBepuTenbHas Haanuchk «BepHo» wumum «Komus BepHa», DOKHOCTH JIMIIA,
3aBEPUBIIETO KOIMHIO, €r0 JIMYHAas MOANUCh, paciu(poBKa MOANUCH M JaTa

3aBEpEHUs, HAPUMED:

Bepno

[Ipencenarens TeppuropranbHoii
n3buparenbHoi Komuccuu Ne 61

JIMYHAs TOJIMKUCH WHUIUANbI, pamMuIus
Hara

[Ipy HEOOXOIMMOCTH MNpPU 3aBEPEHHHM KOMHH JOKYMEHTAa MOXET ObITh
IPOCTAaBJICHO BpeMs 3aBepeHus (HampuMep, Mpy 3aBEPEHUU KOMUI MPOTOKOJIOB 00

WTOTrax TOJIOCOBAHUS ).



Ecnu xomust AOKyMEHTa W3rOTaBIMBAETCS HAa HECKOJBKUX JIUCTAX, TO
3aBEpSETCS KaXKJbIM JIMCT TOKyMEHTa JHOO JOKYMEHT MpOIIMBAETCS U HAa MECTE
IIPOILMBKY CTAaBUTHCS 3aBEpUTENbHAs Haanmuch «BepHo» nimm «Komnus BepHay,
JOJKHOCTh JIMLA, 3aBEPHUBIIETO KOIMHIO, €r0 JHYHAas MOJIHUCH, pacHI(poBKa
IIOJIKCH U J]aTa 3aBEPEHUSL.

[Ipu nepechuUike KONUU JOKYMEHTa B JPYrue OpraHv3aliy WK BblIaue ee
Ha pyKM 3aBEpUTEIbHAs HAJANUCHh yJIOCTOBepsieTcs nedarbio «TeppuTopuanbpHas
n3zbuparenbHas komuccus Ne 61» nubo npu Hanuuuu nedateto «TeppuropuanbHas

u3zbuparenbHas komuccus Ne 61. Jlj11 TOKyMEHTOBY
3.5.15. OTrMmeTKa 00 UCIIOJTHUTEIIE.

OtMeTka 00 UCHOJHUTENE BKIOYAaeT B €0 HUHUIMAIBI U (HaMUIIHUIO
WCIIOJTHUTENSL IOKYMEHTa U HOMEP €ro CIy)XeOHOTo TesieoHa ¢ KOJIOM pEerroHa.
OTMmeTKy 00 MCIIOJIHUTENIE PACIoIaraloT Ha JUIEBOM MM, IPU OTCYTCTBUU MECTA,
Ha OOOPOTHOHM CTOPOHE MOCIEIHETr0 JUCTa JOKYMEHTa B JIEBOM HIDKHEM YTy

pasmepom mipudra 10 myHKTOB, HarpuMep:

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

3.5.16. OTmeTKa 00 UCTIOTHEHUHU JJOKYMEHTA.

OrMeTka 00 WCHOJHEHWH JOKYMEHTa W HANpaBJICHUHW €ro B JICNIO
BKJIFOYACT CJICAYIONINE NAaHHBIC: KpPAaTKUE CBEICHHsI 00 WCIOJHEHWU JITOKyMEHTa
(Ipu OTCYTCTBHUM JOKYMEHTA, CBUJCTEIBCTBYIOIIETO 00 HCIIOJIHEHUH), ATy H
HOMEpP MMEIOIIErocs JOKyMeHTa 00 UCIIOJIHEHUH, ciioBa «B memo», Homep nena, B
KOTOpOM  OyJeT XpaHUThCA JOKYMEHT, JaTy, TOAMNKHCh TpeacemaTess

TeppuropuaibHOM KOMUCCHH.

4. Opranusanusi padoThl ¢ HCXOAAIIMMHU (OTHPABJISIEMbIMH) JOKYMEHTAMU

4.1. Ucxondamme JTOKYMEHTHI IedyaTaloTcsi Ha OJaHKaX yCTaHOBJIEHHOMN
dbopMbl U OQOPMISIIOTCSI B COOTBETCTBHUM C TMOJOKEHHUSIMU  HACTOSLIEH

HNHcTpyKuum.



4.2. OrnpaBka JIOKYMEHTOB u3 TeppuropuanbHOU KOMMCCHUU
OCyHIECTBIsIETCS  (DEeTbABErepCKOd WM  CHEIMANIbHOW CBS3bI0, TOYTOM, IIO
tenerpady, kananam cBsizu 'AC «Bwi0opsi», [ AEJIO, kananam dhakcUMUIbHON
CBA3U, ceT VIHTEpHET WK HApOYHBIM.

4.3.Ilpu odopmieHUH NHCEM U TEJErpaMM HUCIHOJHUTENh YKa3bIBACT
MOJIHBIN TTOYTOBBIN (BKJIIOYAs MHAECKC) apec OpraHU3allK WK TpaKJaHUHA.

4.4. Ucxodmue NUChbMa HANpaBIAIOTCS 33 MOJIUCHIO MpeaceaaTesis
TeppuTopralbHOW KOMHUCCHH, B €ro OTCYTCTBHE — 3a IMOANMUCHIO 3aMECTUTEIS
npeacenaTens WM WHOTO 4ieHa TeppUTOPUAIbBHOW KOMMCCHU, HCIIOJIHSIOIIETO
00513aHHOCTH TIpejiceaaTesis, Ha OJaHKe MUChMA.

4.5. llognucanHple mUCbMa U TenerpaMmbl peructpupyrorcs B 1IN EJIO
WJIU KypHAJIE.

Ecnu otnipaBiissieMblil TOKYMEHT SIBJISIETCSI OTBETOM HA BXOISIINUN JOKYMEHT,
HEOOXOAMMO TPHOOMIUTH TMOUIMHHMK BXOJSUIETO JIOKYMEHTa K KOIUHU
OTIPABIIAEMOI0 TOKYMEHTA, OCTAIOLIEHCS B JIEIIE.

4.6. JIOKyMEHTaM NPUCBAaUBACTCA UCXOMSIIANA HOMEP, KOTOPBIM COCTOUT U3
WHJEKCa JieJla N0 HOMEHKJAType Jel W IOPSAKOBOIO HOMEpa JIOKYMEHTa,
pa3dEeNeHHbIX KOCOW uepTou. MeXonadmmi HOMEp yKa3bIBaeTCsl TAaKXKE HA KOIUU
JOKyMEHTa, ocrarouieics B gene. Hymepanus #cexogsmmx JOKYMEHTOB
OCYILECTBIISIETCS B MPEIENIax KAJICHIAPHOIO rojia.

[Ipu peructpauuu HMCXOASIIET0 JOKYMEHTa B PErHUCTPAllMOHHON Qopme
00s3aTENIbHO  YKa3bIBAIOTCS CJEAYIOIIME PEKBU3UTHI: JaHHblE 00 ajapecare
(pamunmsi, uMs, OTYECTBO (PU3UUYECKOrO JIMIIAa WM Ha3BaHWE OpraHU3aIluH,
MECTOHAXO0XKJACHUE IIOJIydaTels), a TaKKe KpaTKoe COAECpKAaHUE JOKYMEHTA,
KOJIMYECTBO JINCTOB OCHOBHOI'O JOKYMEHTA W JINCTOB IPHJIOKEHHUS, KOJIUYECTBO
DK3EMIUIIPOB, HCIIOJHUTENb JOKYMEHTA, €r0 COMCIHOJIHMTENH, a TaKXKEe KEM OH
MTOATIMCAH.

4.7. lJokyMeHTBI 110 BorpocaMm GopMHUpoBaHus TeppUTOpraibHOW KOMUCCUU

U OCYIIECTBIICHUS €€ (PUHAHCHUPOBAHWSI, HATPAXKACHUS U TIOOIMIPEHUS YICHOB H



pabOTHUKOB ammapara TeppuTOpHaTbHON KOMHUCCHHU, B OOS3aTEIHHOM MOPSIKE
HaIIPaBJISIIOTCS. HAPOYHBIM.

WNHble 10KyMeHTBl MOTYT ObITh OoTHpaBiieHbl 1o cpeactBam [IW JEJIO wiu
MOYTOM IO YKA3aHUIO npeacenareiis TepputopruaibHOU KOMUCCHUMU.

4.8. 1o xanHamam (aKCUMUIBHOM CBSI3M  JIOKYMEHTHI  MEpEatoTCs
OTBETCTBEHHBIM 3a BEJICHUE JCIOMPOU3BOACTBA MOCIE UX PETUCTPALIH.

4.9. Ilpu otmpaBke TelerpaMMbl Ooliee 4eM B YEThIpe aapeca ohopmiiseTcs
MOJJINHHUK, KOMWS W JIBa SK3EMIULIpa MOANMCAHHOIO CIIMCKAa pacChUIKH C
YKa3aHUEM TIOJIHBIX IIOYTOBBIX (BKJIOYasi TMOYTOBBIA MHIAEKC) anpecoB. Ha
Tenerpad mepenarTcs MOMJIMHHUK C OJHUM JK3EMIUIAPOM CIHCKA PACCHUIKU U
KOIUs TeJIErpaMMbl, KOTOpasi ¢ OTMETKOM O Iepeaade TejaerpaMMbl BO3BPAILACTCS
B TepputopuaibHyl0 KOMHUCCHUIO M BMECTE€ CO BTOPBIM SK3EMIUIIPOM CITHCKA
PACCBUIKH IMOJIIUBAETCS B JIEIIO.

4.10. Ilpu ormpaBke mnuichbMa 0oJiee YEM B YETHIPE aJpeca COCTABIISIETCS
CIIUCOK PpACCBUIKM YCTaHOBIEHHOW Qopmbl (mpunoxenue Ne5), KOTOpbIi
MTOAIHUCHIBACTCS MPEACENATENIEM, B €0 OTCYTCTBUE — 3aMECTUTENIEM MPEACEAATEIIA
WM UHBIM 4YJIeHOM TeppuTOpUaTbHOW KOMHMCCHHU, UCIOJHSIOIMIMM OO0S3aHHOCTH
npeacenarenss TeppuropuaibHOM Komuccuu. llociie perucrtpauuu MNUCHBMO
TUPAXKUPYETCS B HEOOXOAMMOM KOJTUYECTBE U OTIIPABIISCTCS.

Ecnu muceMo wnm TenmerpamMma HampabiiseTcsi HE 0ojiee 4yeM B 4YEThIpE
azpeca, TO IMOAIUCHIBACTCS KAXKABIM IK3EMILISP.

4.11. OtnpaBKka JOKYMEHTOB MNPOW3BOIAUTCS €XKEIHEBHO B 4Yachl PadOThHI
TeppuTopralbHOM KOMUCCHH, KPOME BBIXOAHBIX U HEPAOOUMX JTHCH.

[Topsimok OTMpaBKH MCXONAIIMX JOKYMEHTOB TOCIIE OKOHYaHUsSI paboyero
JIHA, B BBIXOJHBIE M Hepabouue AHM, B TEPUOJ TMOJTOTOBKU M TPOBEIACHUS
n30UpaTeNbHBIX KaMITAHUW YCTAHABJIHMBAETCS TpeaceaaTesieM TeppuTopruaibHON
KOMUCCHH.

4.12. JIoKkyMEHTBI ¢ OTMETKOM O CPOYHOCTH NOCTaBKM «Becbma cpouHo» u
«CpouHo» 0oGMOPMIIIIOTCS  HE3aMEJIUTEIBHO, OTIPABISAIOTCS IO  KaHajlaM

bakcummnbHOU cBsi3u, [TW JIEJIO nnm HapOoYHBIM.



4.13. JIokyMEHTbI, HampaBisIEMble Tpa)KJaaHaMm [0 JOMAIHEMY aJpecy,
OTIIPABJISIFOTCSL Yepe3 IOYTOBOE OTAEJIEHUE CBSI3M, KaK IpaBWIIO, 3aKa3HbBIMU
NUCbMaMH.

4.14. JlokymMeHTBI, TiepenaBacMble TI0 KaHalaM (aKCUMIUIBHOW CBSI3H,
PETUCTPUPYIOTCS B MOPSAKE, YCTAHOBIEHHOM I UCXOSIINX TOKYMEHTOB.

4.15. Ucxonsmue JOKYMEHThI, O()OpPMIICHHBIE C HapylIeHHEeM TpeOoBaHUM
WMHCTpyKIMK, K OTOPABKE HE NMPUHUMAIOTCS U BO3BPAILAIOTCS WCIIOIHUTENSAM Ha
nopabotky. KoppecnoHaeHMsl HeCIy:)KeOHOro XapakTepa, B TOM 4YHCIIE JUYHAs
KOPPECTIOHJAEHIMS, K OTIPABKE HE TPUHUMAETCSI.

4.16. Konuu nexomdmux JOKyMEHTOB ITIOMENIAIOTCS B JI€JI0 B COOTBETCTBUH

C HOMEHKJIATYpOu Jen TeppuTopruagbHON KOMUCCHUH.

5. OcoO0ennocTH padoThI ¢ 00pPALEHUAMH IPAKIAH

5.1. Opranuzamust paboThl ¢ OOpamieHUsSIMH TPaKJIaH OCYIIECTBISECTCS
B COOTBETCTBUU C pa3zesioM 2 Hactoswed MHCTpyKIMU ¢ y4eToM 0COOEHHOCTEH,
YKa3aHHBIX B JJaHHOM pa3Jielie.

5.2. IlucbmeHHble  OOpalleHus  TpakaaH (majmee —  oOpaleHus),
NOCTYNUBIINE B  TeppuUTOpHAIIBHYI0O  KOMHCCHIO,  PETUCTPUPYIOTCS  C
UCIIOJIb30BAaHUEM  PETUCTPALMOHHBIX (OpPM  OTAENBHO OT JAPYTrUX BHUJIIOB
JIOKYMEHTOB HE€ TMO3JHEEe TpeX JHEeW C MOMeHTa mnocTymieHud. OOpamieHus,
Kacarolyecs: HapylieHuN U30MpaTeNbHBIX MpaB TPakJaH B MEPUOJ] TMOJITOTOBKH
Y TIPOBEJICHUS BHIOOPOB U peepeHIyMOB, PETUCTPUPYIOTCS B A€Hb MOCTYIUICHUS
B TeppUTopralibHyt0 KOMUCCHIO UJIM Ha CIEAYIOIIHNI pabounii JeHb.

5.3.IIpu BCKpBITUHM KOHBEPTOB IMPOBEPSETCS HAJIMYUE BCEX BIOKECHUI.
KoHBepT 00s13aTEIBHO COXPaHIETCS.

OOpamienusi, cojepXaiue B aJpPEeCHOM dYacTH TOMETKY «JInuHOoY,
paccMaTpuBarOTCs B 00LIEM MOPSAJIKE B COOTBETCTBUU ¢ MHCTpyKIIMEH.

[Ipu peructpauuu  nNoBTOpHBIX  OOpalieHud UM TPUCBAUBAETCS
OUEpPETHON PETHCTPAIMOHHBI HOMEp, B PETUCTpPAIMOHHOW (opMme Jemaercs

otMeTKa «I10BTOpHO.



Ecnu O6palenne nocTynuiao OT KOJUIEKTHBA TPaXk/laH, TO IPU PETUCTPaLin
B pErucTpalmoHHoOM Gopme cTaBUTCa 0TMETKA «KOMIEKTUBHOEY.

5.4. PeructpalluOHHBIN IITaMII, COCTOSIIIMA U3 TIOPSAJKOBOIO HOMEpa
oOpalieHus U JaThl PErHCTpallH, CTaBUTCA, KaK IMPaBWJIO, Ha TEPBOM JIUCTE
OOpailieHus B MPaBOM BEPXHEM YTIIy WJIM Ha CBOOOJHOM OT TEKCTa MECTE.

Hymepamuss noctynuBmux OOpallleHHid OCYIIECTBISIETCA B Ipenesax
KJIEHIAPHOIO roja.

5.5. 3apeructpupoBanisie OOpallieHus: paccMaTpUBAIOTCS TpejcenaTeIeM
TepputoprallbHOM KOMMCCUHM, 3aT€M IIOCIE TEPEHECEHUs YKa3aHWus 10
UCIIOJTHEHUIO JJOKYMEHTA B PErMCTpallMOHHbIE (POPMBI MIEPEAAOTCS UCTIOTHUTEISAM
10/, TIOJAITHCh.

5.6. OOpanieHusi, aapecoBaHHblE WIEHAM TeppUTOPHAIBHONM KOMHUCCHUU,
PETUCTPUPYIOTCS B YCTAHOBJIEHHOM IOPSAJKE, JOKJIAJIBIBAIOTCS IPEACENATEIIO
TeppuToprallbHOW KOMMCCHUHM, 3aT€M IIOCIE TIEPEHECEHHs] YKa3aHWs 110
UCIIOJTHEHUIO JOKYMEHTA B PErHCTPaIlMOHHbIE (POPMBI MEPEAAIOTCS UCTIOTHUTEISIM
10/, TIOJAITHCh.

OOpaieHnss paccMaTpuBalOTCS B COOTBETCTBHM C  YKa3aHUSIMU 110
VCITOJIHEHHIO JOKYMEHTa mpencenaress TeppuTopruanbHO KOMUCCUU B MOPSAKE,
YCTaHOBJIEHHOM 3aKOHOJATeNbCTBOM Poccutickoit denepanumu.

5.7. OOpaienusi, coepxaliue BOMPOChl, PEIIeHUE KOTOPHIX HE OTHOCUTCS
K KoMmrereHunn TeppuTopuanbHON KOMHCCHH, IOKJIAIbIBAIOTCSA MNPEACEHATEINIO
TepputoprallbHOM KOMHCCUHM U IO €r0 YKa3aHWIO MO0 MCIOJHEHUIO JOKYMEHTA B
TEYEHUE CEMHU KaJCHAAPHBIX JHEH CO [JHSA PETHCTPAalUy HaIpaBISIOTCS C
COIPOBOAMUTEIBHBIM ITHCHMOM 32 €ro MOJINUCHIO B COOTBETCTBYIOIIUI OpraH WM
COOTBETCTBYIOIIEMY JOJDKHOCTHOMY JIMIYy, K KOMIETEHIUA KOTOPBIX OTHOCHUTCS
pemieHue moctaBieHHbIX B OOpallleHuu BOMPOCOB, C YBEIOMIIEHHEM TIpa)/aH,
HanpasuBinx OOpatenus, o nepeaapecanuu O6pamienuii. B conpoBoauTensHOM
MMCbME OTOBAPUBAETCS MOPSAAOK HANpaBiIeHUs 0TBeTa aBTopy OOpaiieHus.

Eciu pemenne mnoctaBieHHbIX B OOpallleHHSX BONPOCOB OTHOCHUTCS K

KOMIICTCHOMHW HECKOJBbKHX T'OCYAAapPCTBCHHBLIX OPraHOB HIIM OOJZKHOCTHBIX JIMII,



konusi OOparieHus B TEUCHHE CEMU KaJleHAApHBIX JHEW CO JIHS PETrUCTpaluu
HAIpaBJIIETCSI B COOTBETCTBYIOLIME  OpraHbl WJIM  COOTBETCTBYIOLIUM
JOJKHOCTHBIM JIMLIAM.

5.8. 3anpemiaeTcss ~ HaANMpaBIATH O6pamienue Ha  pacCMOTpEHHUE
B TOCY/IapCTBEHHBIN OpraH, OpraH MECTHOTO CaMOYIPABJICHUS WIH JOJKHOCTHOMY
JULy, pELIeHHe Wik JelcTBue (Oe30eiCTBHE) KOTOpPBIX oOOXkKamyercsd, 3a
UCKIIFOUEHHEM CITy4aeB, yKa3aHHBIX B IyHKTe 6 cratbu 75 denepanbHOro 3akoHa
«O0 OCHOBHBIX TapaHTHSIX U30UpaTElIbHBIX IpaB W IpaBa Ha Yy4yacTHE B
pedbepenayme rpaxkaan Poccutickoit Denepammmy.

5.9. Ecnmn B COOTBETCTBUM C 3alIpeTOM, YKAa3aHHbIM B mojpasuene 5.8
WHCTpyKUMK, HEBO3MOXXHO HampaBuTh OOpallieHue Ha pacCMOTpPEHHE B
rOCyJapCTBEHHBI OpraH, OpraH MECTHOI'O CaMOYIPaBJIEHUS WU JOJKHOCTHOMY
JUILY, B KOMIIETEHLHIO KOTOPBIX BXOJIUT pELIEHUE MocTaBleHHbIX B OOpalieHun
BOIpocoB, OOpamnieHnue BO3BpAIIAECTCS I'PaXKJAaHUHY C Pa3bSICHEHHEM €ro Ipasa
00aJloBaTh COOTBETCTBYIOILLIEE pEIIEHWE WM JACWCTBUE B YCTAaHOBJIEHHOM
HIOPSIZIKE B CYJIE.

5.10. O6paiienus, mnocTynuBmIME B TeppUTOPHATBHYIO  KOMHCCHIO,
paccMaTpuUBalOTCSI B CPOKHM, YCTaHOBJEHHbIE moapazaenamMu 9.5 u 9.6
HNHcTpykumm.

B nepuoa moAroToBKM M NPOBENEHUS BBHIOOPOB U pedepeHIyMOB CpPOKU
paccmotpenus ~ OOpallleHMi ~ yCTaHABIMBAIOTCSI B~ COOTBETCTBUU €
3aKoHOJaTeNbCTBOM Poccuiickoit denepanuu o BbIOOpax u pedepeHaymax.

Ecniu  HeoOxomuMo  mpoyiuTh  CpOK  paccMmoTrpeHust  OOparieHus,
VICITOJIHUTEIIb HE MO3/IHEE YEM 32 TPH JHS A0 UCTEUEHUS CPOKA MOATOTOBKU OTBETA
NPEACTaBIAeT Ha UMs mpeacenarens TeppUTOpUanbHOW KOMHCCHM JTOKJIAIHYIO
3alUCKy C OOBSCHEHUEM, MO KaKoW NpUYMHE HEBO3MOXXHO [aTh OTBET B
YCTAHOBJIEHHBIM CpPOK. MakcuMalnbHOE TIPOMJIEHUE CpPOKa PacCMOTPEHUs
Oo6pamienust coctapiisgeT 30 KaleHIapHBIX THEH.

3asiBUTENIO HANPABIIETCA YBEAOMIIEHUE O MPOJIEHUN CPOKA paCCMOTPEHUS

ero OOpartieHus.



OOparienusi, Ha KOTOPbIE AAIOTCS MPOMEXKYTOUHBIE OTBETHI, C KOHTPOJIS HE
CHUMAIOTCA.

5.11.B cayyae mnocrymieHus B TeppuTopuaibHyl0 KOMHUCCHUIO B
YCTAaHOBJIICHHOM MOPSJKE 3alpoca TOCYyJApCTBEHHOIO OpraHa, opraHa MECTHOTO
caMOYIIpaBJICHUs WM JOJHKHOCTHOTO JUIa, paccMmarpuBaronmx OOparieHue,
JOKYMEHThl W MaTepualibl, HeoOXoaumble s paccMmorpenus OOparieHus,
IIPEACTABIAIOTCA B TEUCHUE 15 KaJleHIapHBIX THEH.

5.12. OtBet Ha OOpailieHne, B KOTOPOM HE yKa3zaHbl (haMUIIMs TpakJaHUHA
Y €ro MOYTOBBIA Apec WM aJAPeC SJIEKTPOHHOW IOYTHI, MO KOTOPOMY JOJHKEH
ObITh HallpaBlIeH OTBET, He naaerca. Takoe OOpallleHUE CIHMCHIBAETCS B JEIIO
npenceaarenem TeppuropuanbHoii komuccuu. B cimyudae ecnu B OOpaieHuu
coJlepKaTcsl CBEIEHHSA O TOJrOTABIMBAEMOM, COBEPIIAEMOM HIIM COBEPLIEHHOM
IPOTUBOIIPABHOM  JIESTHUM, a TaKXke O JIMIE, €ro IOATrOTaBIMBAIOLIEM,
COBEPILIAIOIIEM WJIH COBEPIIMBIIEM, OOpallleHHE TMOJJICKUT HANpPaBICHUIO B
rOCyAapCTBEHHBIN OpPraH B COOTBETCTBUU C €70 KOMIIETEHIIUEH.

Ecnu texct OOpaieHus He MojjaeTcss NpouTeHuto, oTBeT Ha OOpaileHue
HE JaeTcsi M OHO HE TOJJEKHUT HANpaBICHUIO HA pAacCCMOTPEHHE B
rOCYAapCTBEHHBI OpraH, OpraH MECTHOI'O CAMOYIPABJIECHUS WU JOJDKHOCTHOMY
JIMIy B COOTBETCTBUM C MX KOMIETEHIIMEH, O YeM B T€UEHUE CEMHU KaJeHJIapHBIX
IHeHl co nHA peructpanuu OOpalieHusi cooOaeTcsl rpak/IaHuHy, HallpaBUBILIEMY
OO6paienue (ecnu ero GpamMms ¥ MOYTOBBIN aAPEC MOAAAIOTCS MPOUYTEHHIO).

5.13. O0Opaiiennsi, B  KOTOPBIX  COAEpKATCS  HELEH3ypHbIE  JIMOO
OCKOpPOUTEJIbHBIE BBIPAKEHHUS, YIPO3bl JKU3HH, 3JIOPOBBI0O M HUMYILECTBY
JOJDKHOCTHOTO JIMIIA, @ TaKKe YJIEHOB €ro CeMbH, OCTaloTcs 0e3 OoTBeTa Mo
CYLIECTBY IIOCTaBJIEHHBIX B HEM BOIPOCOB, a 3asABUTENIM COOOIIAETCS
O HEJOIMyCTUMOCTH 3JI0yTIOTPEOICHUS TPABOM.

5.14. Obpaiienre, B KOTOPOM OOXKaJIyeTCs CyJAeOHOE pEIlICHHE, B TCUCHHUE
CeMHU KaJleHIApHbIX JHEW CO JHS PErucTpalid BO3BpAIlA€TCS TpakIaHUHY,
HanpaBUBIIEMY oOOpallleHue, C pa3bsCHEHHEM NOopsKa 00KajJOBaHUS JaHHOTO

Cy1e0HOTO peIlIeHHUS.



5.15. Ecnu B OOpaiiieHun COAEP>KUTCS BOMPOC, Ha KOTOPBIM TpakIaHUHY
HEOJTHOKPATHO (ABa pa3a U 0oJjee) JaBajluCh MMUCbMEHHBIE OTBETHI 110 CYILECTBY B
CBSI3U C paHee HampasiieHHbIMH OOpalleHusiMu, U npu 3ToM B OOpallleHuu He
INPUBOJAATCS HOBBIE JOBOJABI U OOCTOATENBCTBA, TO IMEPENUCKA [0 JAHHOMY
BOIIPOCY C IPakJTaHUHOM IIPEKPALIACTCS, O YEM €MY HaIIPaBIIAETCS YBEIOMIICHHUE.

5.16. JInunblil pueM TpaxaaH BeleTcs IpeacenarenaemM TeppUTopruanbHON
KOMUCCHUH.

Wupopmanus o nopsake mOpueMa TIpakJaH — pa3Mellaercs  Ha
UH(GOPMAIIMOHHOM CTEHJIE U OPHUIMATBFHOM caiiTe TeppuTopuanbHON KOMHUCCUU B
UH(POPMAILMOHHO-TEIEKOMMYHHUKAIIMOHHOM ceTn HTepHeT.

I[Ippy  guyHOM  TIpUEME  TpaXJaHWH  IPEABABISIET  JOKYMEHT,
YAOCTOBEPSIOIIHNI €r0 JIMYHOCTb.

Benenne nu4HOro InpueMa IpakJaH MOJKET CONPOBOXKAATHCS ayauo- U
BUJIC03aIKMCHIO, O YEM IPaXKIaHE YBEJOMIISIIOTCS O Hayaia npueMa.

5.17. Bo Bpemsi mpueMa TpakaH BEIETCS JKypHal ydeTa, B KOTOpBIi
BHOCSITCSI JaHHBIE O TpaXkKIaHWHE, KPaTKOE COJepKaHue OOpalleHus, pe3ysbTaT
€ro pacCCMOTPEHUS, a TAKKE JOJLKHOCTD U (DaMIIIKA JTULA, TPOBOISIIETO IPUEM.

Ecmu  wmsnoxennele B yctHoM  OOpamenuu  ¢dakThl HE  TPeOYIOT
JOTIOJTHUTENBHOU MPOBEPKHU, OTBET Ha OOpalieHre ¢ Coracus rpaxaaHluHa MOKET
ObITh JJaH YCTHO B XOJI€ JINYHOTO MpHEMa, O YeM JENaeTcs 3aluCh B KypHaje
yuyera. B ocTanpHBIX Cily4asX [Jaercsi IMCBMEHHBIA OTBET [0 CYIIECTBY
nocTaBieHHbIX B OOpalieHuu BOIpOCOB.

B xone nuuHOro npuema rpakJaHuHy MOKET ObITh OTKa3aHO B JaJbHEUIIEM
paccMOTpEeHHUH OOpalleHusi, €CaM €My paHee ObLI JaH OTBET IO CYLIECTBY
nocTaBieHHbIX B OOpalieHuu BOIPOCOB.

B ciydae rpyboro, arpecCUBHOrO MOBEACHMS TPakJaHWHA MPHUEM MOXKET
ObITh mpekpailieH. [Ipu HeoOX0AUMOCTH MOKET ObITh BBI3BaH COTPYIHHUK OXPAHBI.

Nudopmartiust 0 moBeJeHNN IpakIaHHA OTPAKACTCS B )KypHAJIC yUeTa.



5.18. Ilepenannsie Ha  mpueme  OOpaieHUs  PErHCTPUPYIOTCS  C
UCTIOJIb30BAHUEM PETHCTPAIIMOHHBIX (OPM M pacCMaTpUBAIOTCS B TOPSIIKE,

YCTAHOBJICHHOM HACTOAIINM pa3acjiOM.

6. Oco0enHOCTH PadOTHI C JOKYMEHTAMHU, COAEPKALIUMH CJIYKEOHYI0
UHGpOPMALNIO OTPAHUYEHHOT0 PACIIPOCTPAHEHH (B TOM 4MCJIe CBeJdeHus 00
U30UparTesfX, yY4aCTHHKAX pedepeHayma, 00pamanouuMucs B paMKax
pynkuuonupoBanus I'ocyqapcTBeHHOM CHCTEMBbI perucTpauuu (y4era)

nzduparesiei, yaacTHUKOB pedepenayma B Poccuiickoit @egepanun)

6.1. OcobenHocTH pabOThl C JIOKYMEHTaMH, COJICPXKAITUMU CIYKEOHYIO
MH(pOpMAIINIO OTPAHUYEHHOTO PAaCIPOCTPAHCHUSI.

6.1.1. K cuyxebHOl wuHbOpMAIIMK OTPAHUYCHHOTO PaCHpPOCTPAHEHUS
OTHOCHUTCS HECEKpeTHas WH(GOpMalus, HE3aBUCMMO OT BHJA €€ HOCHUTEIS,
OTrpaHUYCHUS Ha pacrnpocTpaHeHue KOTOPOW YCTaHABIIUBAIOTCS
3aKoHOJaTeIbCTBOM Poccuiickoit denepannu, pemeHUsMH (TTOCTaHOBICHUSIMU)
BBIIIECTOSIIUX U30UpPATETbHBIX KOMUCCHIA.

6.1.2. HeobxomumocTh  mpocTaBiieHus ToMeTkH  «[ns  cmykeGHOTO
nonb3oBaHus» (ganee — «JICID») Ha mOKyMeHTaX M HW3JaHUSX, COJACPKAIIUX
CIIy>KeOHYI0 HH(POPMAIMIO OrPaHUYEHHOTO PACIpPOCTPAHEHUsS, OMNpPEAeIIsIeTCs
npeacenareneM — TeppUTOpHAIBHOM  KOMHUCCHM,  NOAMNMUCBHIBAIOIIUM  WJIU
YTBEPKIAIOIIUM JTOKYMEHT.

JIOMKHOCTHBIC JIMIIA, TPUHSBIIME pEIIeHHEe 00 OTHECEHUHU CIIyKEOHOU
uH(MOpPMAITUU K pa3psly OTPAaHUYECHHOTO PACIPOCTPAHEHUsI, HECYT MEPCOHATBHYIO
OTBETCTBEHHOCTH 32 000OCHOBAHHOCTh MPUHSITOTO PEIICHUS.

6.1.3. Ilometka «/ICII» m HOMEp SK3eMIUIsipa MPOCTABISIOTCS B MPABOM
BEpXHEM YTJy MEPBOM CTPAHUIIBI JOKYMEHTAa (B cliydae HEOOXOJUMOCTH — M €ro
MIPOEKTA), CoJepKalllero  CiykeOHyro  uHGOpPMAlUI0  OTPAHUYCHHOTO
pacnpocTpaHeHus, Ha 00JIOKKE U TUTYJIHLHOM JIUCTE M3/IaHUsI, a TAaK)KE Ha MEePBOU

CTpaHUILC COIMPOBOAUTCIBHOIO MMChbMa K TAKMM JOKYMCHTAM.



6.1.4. PaGota ¢ mOoKyMeHTaMH, COAEpKAlIMMH CIYXEOHYI0 HH(OPMALINIO
OTPaHMYEHHOI'0 PACTIPOCTPAHECHMSI, B TOM UYHUCIE UX MPUEM, YUeT (perucrparius),
OCYUIIECTBIISICTCS B MOPSAKE, YCTAHOBICHHOM JUIsl HECEKPETHBIX JOKYMEHTOB, C
Y4€TOM OCOOEHHOCTEH, W3JIOKEHHBIX B HacTodmeM pasgene. Ilpu srom k
PErUCTPallMOHHOMY HOMEPY JOKyMeHTa go0aBisiercs nomeTka «JICID».

6.1.5. lokymentsl ¢ nometkoi «JICID» peructpupyrorcst (YU4UTHIBAIOTCA)
BMECTE C JAPYTMMH HECEKPETHBIMHU JOKYMEHTaMHU. B peructpanrioHHON KapTodke
JIOKyMeHTa Mpou3BoauTcs 3anuch «JCII».

6.1.6. CkanupoBaHue, KONHMPOBaHHWE (TUPAKUPOBAHUE) JIOKYMEHTOB C
nomeTkon «JICII», Mpou3BOAUTCS HUCHOJHUTEIEM JAOKYMEHTAa C IHCbMEHHOIO
paspemieHuss  npeacenarenss  TeppuTOpHAIbHOM  KOMHCCHHM, TPH  3TOM
OCYUIIECTBIISIETCS YUET KAKIO0T0 IK3EMILISIPA YKA3aHHBIX JOKYMEHTOB.

6.1.7. Jokymentel ¢  noMetkon  «JICII»  mepenmarorcsi — 4jaeHam
TeppuropraibHOH  KOMUCCMM M TPaXIAHCKAM  CIYXallMM  ammapara
TeppuTopHaIbHON KOMUCCUU TIOJT ITOATIHC.

6.1.8. JokymenTsl ¢ mometkoil «JICID» HampaBistoTcss B Apyrue OopraHbl U
opraHuzanud opraHamu (eaepanbHOM  (ENbIbETepCKOM  CBSI3U,  CIIYKOOi
CHEeLMAIbHOM CBsI3UW JIMOO HAPOUHBIM. 3amlpeuiaeTcsl mnepeaaBaTb JOKYMEHTHI C
nomeTkord «JICID» mo He3amMIIEeHHBIM KaHajlaM KOMIIbIOTEPHO-MOJAEMHOU H
(hakCUMMIIBHOM CBSI3H.

Joxymentsl ¢ momerkoi «JICII» pacchuiatoTcsi HECKOJIBKUM ajpecaTam
COrJacHO CIIMCKY pAacChUIKA, B KOTOPOM HANpOTHUB KaXIOro ajapecara
IIPOCTABIIAETCS. HOMEP SK3EMIUISIpA OTIPABIAEMOro JoOKyMeHTa. CIIHCOK pacChUIKU
MOJNKCHIBAECTCS UCIIOTHUTENIEM U IpeacenareneM TeppuTopranbHOl KOMUCCHU.

6.1.9. Ucnionnennsle 1oKyMeHThI ¢ momeTkoil «JICII» ¢popmupytores B aena
B COOTBETCTBUHU C HOMEHKJIATYypo# Aeil. B mpaBom BepxHeM yrity 00JI0KKH Jiefa, B
KOTOpPOE MOMEILIEHbI TaKue JOKYMEHTBI, TpocTaBiisieTcs nomerka «JCID».

6.1.10. Joxymentsl ¢ mnometkond «JICII» XpaHsATCd B 3aKpbIBAOIIMXCS

mkagdax.



6.1.11. YHuuroxxenue nen, JOKyMEHTOB M u3gaHui c¢ mometkoll «JICID»,
YTPATUBIINX CBOE MMPAKTUYECKOE 3HAYEHHE M HE HUMEIOIIMX HCTOPUYECKOW U
HAyYHOM L[EHHOCTH, MPOU3BOIUTCS MO aKTy YCTAaHOBJICHHON (DOPMBI C yKa3aHHEM
HOMEpPOB 3K3eMIUIsIpoB (mpuiokerne Ne 13). B yuetHeix Qopmax nmemaercs
OTMETKa 00 YHHUUYTOKEHUH CO CCHUIKOM Ha COOTBETCTBYIOIIUM aKT.

6.1.12. Pemennie o cHatum nometkn «JCII» ¢ mokymeHTa npuHUMaer
JOJKHOCTHOE JIUIIO, TTOAMKCABIIIECE UM YTBEPAUBILIEE TOKYMEHT.

Cusatue nometku «ICID» ¢ nmpucmanHoro B TeppUTOpHATIBHYIO KOMHUCCHIO
JIOKyMEHTa MOKET OBITh IPOU3BEACHO TOJILKO MO COTJIACOBAHMIO C OpPTaHU3aIleH,
HaIpaBUBIIEH TOKYMEHT.

Cusatue nometrku «JICID» ¢ nokymeHTa MpOU3BOAMTCS OTBETCTBEHHBIM 32
BEJICHUE  JICJIONPOM3BOACTBA HA  OCHOBAaHMM  IHCHbMEHHOTO  yKa3aHUs
JIOJKHOCTHOTO JIMIA, MPUHSBLIEro Takoe peuieHue. [Ipu casatun nometku «ICID»
Ha JIOKYMEHTaX W JeJaX, a TaKkKe B PETrUCTPALMOHHOW KapTOYKe JeNaroTCs
COOTBETCTBYIOIINE OTMETKH.

O cusatun nometrku «JICII» yBemomiIIOTCS BCE aJpecaTbl, KOTOPBIM
JIOKYMEHT HalpapJsijIcs, MO0 OpraHu3allvs, €ro HalpaBUBIIas.

6.1.13. B cnydae yrtparbl nei, OKYMEHTOB WM H3JaHUA C IOMETKOM
«JICIl» nubo pasriameHus cojiepkalieiics B HUX WH(OpMalMu Ha3HAYaeTCs
ciy’keOHasi MpOBEpKa, O pe3yjbTaTaX KOTOPOW [OKIJIAIbIBACTCS MPEACeAaTelto
TeppuropuaibHOM KOMUCCHH.

O6 ytpare nen u aokymeHTOB ¢ momerkoil «J[CII» cocraBnsiercss akT, Ha
OCHOBAaHHMH KOTOPOTO JIETAI0TCS COOTBETCTBYIOIINE OTMETKHU B yUETHBIX (popmax.

6.2. Pabora ¢ moxkymeHTaMu, COJEpKalllMMU CBeIEeHUS 00 wu3buparessx,
ydJacTHUKax pedepeHayma, oOpaljalomuMucsis B paMKax (QyHKIIMOHUPOBAHUS
['ocymapcTBeHHOW cHCTeMBbI perucTparuu (ydera) wu30uparencid, yJaCTHHUKOB
pedepenayma B Poccuiickoit deaeparumu.

6.2.1. K nokymeHTam, cofepskaliiuM CBeeHUsI 00 U30upaTesiX, y4aCTHUKAX
pedepenayma, oOpararonumMucs B paMKax GyHKIIMOHUPOBAHUS

['ocynapcTBeHHOM cHCTeMBbI peructpanuu (ydera) wusz0Ouparesied, y4aCTHUKOB



pedepennyma B Poccuiickoit Deaepannn, OTHOCATCS TOKYMEHTHI, TIOCTYIAOIINE
B TeppUTOpHanbHyl0 KOMHCCHIO OT MUCIOJHUTEIBHBIX OPraHOB rOCYAapCTBEHHON
Brnactu Cankrt-IleTepOypra, TeppUTOpUATIBHBIX OPTraHOB (enepaibHbIX OPraHOB
UCITOJIHUTENbHON BiacTH, LleHTpanbHOW M30MparenbHON Komuccuu Poccuiickoi
Ddeneparuu, OI'KY «Denepanbhblii IeHTp UHGOpMaTH3anuu npu LleHTpanbHOM
uzbuparenbHoli komuccun Poccuiickoit ®denepauuny», Cankt-IletepOyprekoii
n30UpaTeIbHOM  KOMHUCCHU, W30MPATEIbHBIX KOMHCCHWA  BHYTPHUTOPOICKUX
MYHULHAAIbHBIX o0OpazoBaHHMii Cankr-IletepOypra, CHUCTEMHBIX
aJMUHUCTPATOPOB KOMIUJIEKCOB CpPEJACTB aBTOMATH3auuu [ 'oCyaapCTBEHHOM
aBTOMaTU3UpOBaHHON cuctembl Poccuiickoit ®denepanuu «BwiOops» (nanee —
UCTOYHUKU  WHPOpMAIMM),  HaAmpaBisieMble  HU30MpATEIbHOM  KOMHCCHEH
UCTOYHUKAM HHQPOpMAIIMU, a TaKXke JOKYMEHTHI, IMEpeChlIaeMble MEXIy
KOMILJIEKCAMH ~ CPEJICTB  aBTOMATH3allMM TEPPUTOPUATBHBIX U30MpaTEIbHBIX
komuccuit B Cankrt-IletepOypre (manee — KCA THK), Cankrt-lletepOyprckoit
uzbupartenpHoit  komuccueit (mamee — KCA HKCP®) wu IenrpanbHoit
n3bupatenbHoi komuccueit Poccuiickoit @enepanuu (nanee — KCA UK Poccun)
B paMKax peajn3anuu Lener u 3agad ['ocyaapcTBEHHOW CHCTEMBbl PErHCTpanuu
(yueta) uzbupareneit, yuacTHuKoB pedepenayma B Poccuiickoit denepariim.

JlIokyMeHTBl MOTYT O(OpMIIATBCS KaKk Ha OyMaXHBIX, TaK ¢ Ha
MaIlIMHOYUTAEMbIX HOCUTEISX.

6.2.2. Pabota ¢ JOKyMEHTaMH, COJIEp)KAIUMU CBEJCHUS 00 M30MpaTelsx,
y4acTHHKaX pedepeHayMa, JODKHA OCYHIECTBISTBCA C  YYETOM  HOpPM
®epnepanbHoro 3akoHa ot 27 wurons 2006 roga Ne 152-®3 «O mepcoHanbHBIX
naHHBIX», [lonoxeHuss 06 0COOEHHOCTSIX OO0pPabOTKM MEPCOHATBHBIX JAHHBIX,
OCYUIIECTBISIEMOIl 0€3 HMCMOJB30BAHMS CPEACTB ABTOMATU3ALMH, YTBEPKIECHHOTO
NOCTAHOBJICHUEM [IpaBuTenbCcTBA Poccuiickoit denepanuu
ot 15 centsi0pss 2008 roma Ne 687, Ilonoxenuss o I'ocynapcTBeHHOU cucTeme
peructpanuu (y4yera) uzlOuparened, ydacTHUKOB pedepeHayma B Poccuiickoit
denepanuu, YTBEPKIAECHHOT'O IIOCTAHOBJIEHUEM 1K Poccun

ot 6 HOsA0pst 1997 ronma Ne 134/973-11, PernamenTa uCmosib30BaHUSI MTOJCUCTEMBI



«Peructp  um3bupateneit, ywyacTHUKOB pedepenayma»  [ocymapcTBEeHHOM
aBTOMaTU3WpOBaHHOW  cuctembl  Poccuiickoit  ®denepaunn  «BbIOOpHY,
yTBepkaeHHOro mnoctaHoBieHueM I[HMK Poccum ot 26 mapra 2014 roma
Ne 223/1437-6, llonoxkenusi 006 obOecrneueHuu O€30MACHOCTH HH(POpPMAIUU B
['ocynapcTBeHHOM aBTOMATU3UPOBAHHOW cucreMe Poccuiickont ®denepaunun
«Bw160ope», yTBepkneHHoro mnocraHoBineHueM LUK Poccum ot 23 utons 2003
roga 19/137-4.

6.2.3. JIOKyMeHTBI, cojepalliue CBeleHUus 00 u30uparensX, yJyaCTHHUKAX
pedepenayMa JODKHBI 00padaThIBaTHCS B peKUME KOH(DUICHITNATLHOCTH.

6.2.4. Peructpauuio u XpaHeHHE JAOKYMEHTOB, COIEpIKAaIIUX CBEIEHUS 00
n30upaTensiXx, Yy4YacTHUKax pedepeHayMa, MOCTYMAIIMX OT HCTOYHUKOB
uH(pOpMAlMM M HANpPaBISEMBIX MM, OCYIIECTBISIOT TPAXKIAHCKHE CIy’Kalue
anmnapara TeppuTOpHaIbHON KOMUCCHH.

6.2.5. CriucoK 7ML, YHOOJHOMOYEHHBIX IIOJy4aTb OT HCTOYHUKOB
uHpopMaluu M TepenaBaTh UM JOKYMEHTBI, COJIEpKalllue CBEACHUS 00
n30upaTensix, yuacTHUKaxX pedepeHayma, yTBepKIaaeTcsl IPUKA30M IpeceaaTens

TeppuropraibHON KOMUCCHH.

6.2.6. [lony4nB OT UCTOYHMKA MHPOPMALUU JOKYMEHT Ha OYMa)KHOM JIMOO
MalIMHOYUTAEMOM  HOCHUTEJNIE, COAEp)KallMi CcBeAeHuss 00 u30uparensx,
yyacTHUKax pedepeHayma, COTPYAHUK ammapaTta TeppuTopuanibHON KOMHUCCHUH,
OTBEYAIOIIN 32 JEIOMPOU3BOACTBO, NpOCTaBisieT NOMETKY «JICID»:

Ha OyMa)XHOM HOCHUTEJE - B IPAaBOM BEPXHEM YNy IEpPBOM CTpPaHULIBI

JIOKYMEHTA;
Ha MAIIMHOYUTAEMOM HOCHUTEJIIE - B TIPaBOM BEPXHEM  YacTH

MAIIMHOYXUTAEMOT0 HOCUTENS HH(POopMaLIH.

ITometka «JICII» mpocTtaBiseTcss TakKe Ha TIEPBON  CTpaHMIIE
COMPOBOJIUTEIILHOIO THChMA K JOKYMEHTaM, COJCpXKAIllUM CBEICHHUS 00
n30Mparesax, yuacTHUKax pedepenayma.

6.2.7. Bce  TOKyMEHTBI, COJEp)Kalue CBeIeHUs 00 u30upaTesx,

y4acTHUKaxX pedepeHaymMa, U COMPOBOAUTENbHBIE NHUCbMa K HUM IMPU HX



NOJyYeHUHu JUOO  OTHpPaBKE  PErHUCTPUPYIOTCA  COTPYAHHMKOM  ammapara
TeppuTopHaIbHON KOMHUCCUM, OTBEUYAOIIMM 3a JEJIONPOU3BOACTBO B OTACIBHOM
KypHasie 1o (opMe, YCTaHOBJIEHHOM COOTBETCTBYIOIIMM IIPAaBOBBIM aKTOM
TepputopnanbHoli kKomuccuu. lIpy 3TOM K pETrHCTPalMOHHOMY HHJIEKCY
JNoKyMeHTa no6asisercs nomerka «{CII».

6.2.8. ConpoBOUTENIbHBIE MHUChbMAa K MAIIMHOYUTAEMbIM HOCHUTEIISIM,
COJIEpKalllUM H3MEHEHHsS PETHOHANbHBIX (parMeHToB Perucrpa wusbuparenei,
YYaCTHUKOB pe(epeHIyMa pETUCTPUPYIOTCSI OTBETCTBEHHBIM 3a BEACHUE
JENIONPOU3BOACTBA B TeppuropuanbHOM  komuccun. Ilpy  3TOoM  Ha
COIPOBOJMUTEIBHOM IIMCBME W MAIIMHOYWTAEMOM HOCHUTENIE ITPOCTABIIACTCS
nomeTka «CID».

MammHounTaeMble HOCHUTENHM, COAEP)KAIIME HW3MEHEHHS PErMOHAIbHBIX
¢parMeHTOB Peructpa u3zbupareie, YYaCTHUKOB pedepenayma,
COMPOBOJAMUTEIbHBIE MTUChMA K HUM JIOCTaBJISAIOTCS B TeppuTopraibHyr0 KOMUCCHIO
IIOCPEJCTBOM 3aIUIIEHHBIX cepTu(ULIUPOBAHHBIMU CpEICTBAMHU
KpunTorpapuueckoil  3aluThl  TEJIEKOMMYHHMKAalMOHHbIX  KaHaioB ['AC
«Bp100pBI», Opranamu geaepaabHON PenbIberepCcKoil CBsI3H TMO0 HAPOUHBIM.

6.2.9. JIoOKkyMeHTBI, coAepIKallue CBEIeHUs 00 M30MpaTensix, y4yacTHHUKaX
pedepenayMa, Ha OyMaXHbIX JIMOO MAIIMHOYMTAEMBIX HOCUTENSX XPAHATCS B
ceiibax WM B HAJEKHO 3aMHMPAEMbIX M OINEYaThIBaMbIX IIKadax (SuIuKax,
XPaHWIUIIAX ).

[lo ucTeueHnu cpoka XpaHEHHUs] U PACCMOTPEHHUS Ha SKCIEPTHOW KOMUCCUU
TeppuTopHaIbHONM KOMHUCCUM YKA3aHHBIE JOKYMEHTBl YHMUYTOXAKOTCA IO aKTy
(mpunosxxenue Ne 13).

6.2.10. JlokyMeHTbI, coaepkaiiue cBeleHHUs 00 M30MpaTensX, Y4aCTHHUKAX
pedepeHayma, MepenaroTcss COTpyAHHKaM TeppuTtopuaabHOW KOMHUCCHHM TOJ
MOJIIHUCH.

[lepegaua JOKYMEHTOB, COJEpKalllMX CBeleHUA 00 u30Huparensx,

y4acTHHKaX pedepeHayma, OT OJHOTO pPaOOTHHKA APYrOMY OCYIIECTBISIETCS C



paspemieHus npeacenarens 1eppuTOpUANIbHOM KOMMCCHMM WM JIMLA, €ro
3aMENIaroILIEero.

JIOKyMeHTBI, cojaepxkaliue cBeAeHUs 00 u3buparensX, ydacTHHUKaX
pedepeHayMa, THPAKHUPYIOTCS C MHUCBMEHHOTO pa3pellieHusi MpeacenaTeis
TeppuTopralibHOW KOMUCCHH WIIH JIMIA, €70 3aMEUIAOIIETO. YYET TUPAKUPYEMBIX
JIOKYMEHTOB OCYIIECTBISICTCSl MOIK3eMIUsipHo. Ha oOopoTe mocnemHero smcra
KKJOTO 3K3EMIUIAPA UCIOJHUTEND JIOJDKEH YKa3aTh KOJWYECTBO OTHEYATAHHBIX
HK3EMIUISIPOB, CBOIO (DAMIIINIO U 1aTy TUPAKUPOBAHUS JOKYMEHTOB.

6.2.11. 0 ¢dakrax yTpaThl TOKYMEHTOB, COJEPXKAIIUX CBEACHUS 00
n30uparensax, yJyaCTHUKaX pedepeHayMa, JIMOo pasrialleHus CoAepKalleiics B
HUX HMH(pOpMaluu CTaBUTCA B H3BECTHOCTb HpelceAarenb TeppuTopuanbHON
KOMHMCCUM WJIH JHIO, ero 3aMemaroniee. [lpencemarens wim auno, €ro
3aMeliaroniee, Ha3HauaeT KOMHUCCUIO AJI paccieloBaHUsl 0OCTOSITENIbCTB yTpaThl
WM pasrjameHus. Pe3ynbrarbl NpPOBEPKH JOKJIAABIBAIOTCS MPENCEIaTEeNr0

TeppuTopralibHOW KOMUCCUHU WUJIIU JIUILY, €70 3aMENIAIOIIEMY.

7. lHoaroroBka, opopmiieHHe, BBIIMYCK, Y4eT JOKYMEHTOB, PACCMATPUBAEMBbIX

Ha 3acefaHusiX TeppuTopHaIbHOH KOMUCCUU

7.1. ®opmupoBaHuE NMPOEKTa MOBECTKU JIHS 3acefaHus TeppuTopuanbHON
KOMMCCHHU.

7.1.1. IIlpoekT moOBECTKM MOHSA 3acedaHus TeppUTOPHAIIBHOW KOMHCCUH
dopmupyercss npencenarenem (cekperapeM) TeppuTopuanbHOW KOMHUCCHU B
CPOKM, YCTAHOBJICHHBIE pErjJaMeHTOM TeppuTOpHaTbHOM KOMHMCCHM, Ha
OCHOBAHMH IUTAHOB PaOOTHI U perieHuil TeppuToprabHON KOMUCCHH, TOPYYEHUIN
npexacenarens TeppUTopuanbHOW KOMUCCHHN, MOCTYIUBIIUX JOKYMEHTOB U, IOCIE
COTJIACOBAHMS C MpeacenaresneM TeppuTopuanbHONM KOMHCCHH, NMOANUCHIBACTCS
cekperapeM TeppuTopraibHON KOMUCCHUU.

7.1.2. Unenst TeppuropuaibHON KOMHCCUU BIOPABE MPEIOKUTH BHECTH B

IMPOCKT MOBECTKU AHA 3aCCAaHus BOIIPOCHI, B TOM YHCJIC, HC MNPCAYCMOTPCHHLIC



wiaHaMd paboThl W peueHusIMU TeppUTOopHanbHOM KOMUCCHHU, TPU YCIOBUH
HAJIN4YHs IOArOTOBJICHHBIX 10 3TOMY BOIIPOCY JOKYMEHTOB.

JlaHHBIE BONIPOCHI BKJIIOYAKOTCA B IIPOCKT ITOBECTKH JHS 3aCEIaHHUs
TeppuropHalbHOM KOMHUCCUM NPH INHUCBMEHHOM OOpanieHuu (B TOM YHCIIE
HAIpPaBJIEHHOTO MO CPEACTBAM 3JIEKTPOHHOM MOYTHI) WieHa TeppuTOpUaNbHOM
KOMMCCHUM I10 MHHLMATUBE KOTOPOI'O BOMNPOC BBIHOCHUTCS Ha 3acelaHue, Ha UM
npeacenarens TeppuTopuanbHOM KOMHMCCUH, B KOTOPOM YKa3bIBAETCS HA3BAHUE
BOIIPOCA, JOKJIAJUMK M JlaTa IEepeladd IOATOTOBIICHHOIO IPOEKTA PEIICHUS B
COOTBETCTBHM C NYHKTOM 7.2 WHCTpyKIMM M MaTEpUaJOB K HEMY CEKPETapIo
TeppuropualibHOM KOMUCCHH.

7.1.3. CornacoBaHHblii C mpexacenareneM TeppUTOpUAIbHOW KOMHUCCHH H
MIOANMCAHHBIA CEKpeTapeM TeppuTOpUanbHONM KOMHUCCHHM IMPOEKT IMOBECTKU JHS
3acenanus TeppUTOPUAIBHON KOMUCCUM TUPAKUPYETCS I PACCBUIKA YJI€HAM
TepputopraibHON KOMUCCHH.

[IpoekT moBecTKH AHS 3acefqaHusl M30UpPATEIbHOW KOMHCCHU Pa3MEIaeTcs
Ha OQUIUAIbHOM caiTe u30MpaTeIpbHOM KOMHCCHMM B HH(OpPMAalMOHHO-
TEJIEKOMMYHUKAIITMOHHOMN ceTn VHTEepHeT.

7.2. IloAroTOBKA OKYMEHTOB IO BONPOCAM, BKJIIYEHHBIM B IPOCKT
MOBECTKH JAHA 3acefanus TeppuropuaIbHO KOMUCCHH.

7.2.1. JIOKyMEHTBI IO BONPOCAaM, BKJIKOYEHHBIM B INPOEKT IOBECTKUA IHS
3acenanusl TeppuTOpruaIbHOM KOMHMCCHUH, TOTOBATCS WiIE€HAMHU TeppuUTOpUaIbHOU
KOMHMCCUHM, 332 KOTOPBIMM 3aKpEIUIEHBl COOTBETCTBYIOIIHME  HANPABICHUS
NeSITEIbHOCTH, C IPUBJICYCHUEM, B CITyyae HEOOXOAUMOCTH, paOOTHUKOB armnapara
TeppuropraibHOM KOMUCCHUU U APYTUX CHELUUAIUCTOB.

7.2.2. llpencraBnsieMble K PACCMOTPEHUIO TOKYMEHTBI JOJDKHBI BKIIKOYATh
O3arjaBJCHHbII MPOEKT pELIEHUS C MNPUOOIIEHHBIMA K HEMY IOJJIMHHUKAMH
JOKYMEHTOB, IIOCIYKMBIIMX OCHOBAaHHWEM JUIsi PACCMOTPEHHs BOIIpoca Ha
3acefaHud TeppuUTOpUaNbHOW KOMHUCCHH, JIMOO MPOEKT MUChMA, MOAJIEKAIIETO
COIJIACOBAHUIO Ha  3aceJaHuu TeppuropuanbHO KOMHCCHUH, pu

HEO0OXOMMOCTHU — MOSACHUTEINIbHYIO 3alMCKY IO pacCMaTpUBAEMOMY BOIIPOCY.



7.2.3. IIpoeKThl JOKYMEHTOB (BKJIIOYAs MPUIIOKEHUS ), MPECTABIISIEMBIE IS
paccMOTpeHHs]T Ha 3acelaHud [eppUTOPUAIIBHOW KOMHUCCHHM, BH3UPYIOTCS
UCIIOJTHUTENIEM, U YJIEHOM TeppuTOopuaibHOM KOMHMCCUU, OTBETCTBEHHBIMH 32
MOJATOTOBKY TOKYMEHTA.

[IpoexkThl JOKYMEHTOB (BKJIOYasi MPHIIOKEHHS), COJIEpKAlIUE BOMPOCHI
¢buHaHCHpOBaHUS BBIOOPOB, OOECIEUEHUs] JEATEIBHOCTH TeppuTOpUaTbHON
KOMHUCCHH, OOY4YeHHS OpPraHM3aTOPOB BHIOOPOB M YYAaCTHMKOB HM30MPATEIIbHOTO
mpoiiecca, B 00S3aT€NBHOM TMOPSAKE BU3UPYIOTCS TJIAaBHBIM  OyXraiaTepom
TeppuropruaibHON KOMUCCHH.

Busbel mpocTaBisiloTCs B KOHIIE TEKCTa IIPOEKTa pelIeHus Jubo Ha
OOOpOTHOM CTOpPOHE TMOCJIEIHEro JHUCTa MPOEeKTa JOKyMEHTa (BKJIrOYas
NPUJIOKEHUS) 1O ycTaHOBJIeHHOUW ¢opme (mpuioxkenue Ne 6). Kaxnaplii nuct
IIPWIOKEHUS BU3UPYETCS UCIIONHUTENIEM. Br3a nmpocTaBiisieTcsi B IpaBOM HUKHEM
yTJIy Ha CBOOOHOM T10JI€ CTPAHMUIIBI MTOCTIE TEKCTA JIMOO Ha 0OOPOTHOM CTOPOHE.

7.2.4. IIpoeKThl JOKYMEHTOB /I BU3HPOBAHUS JOJDKHBI MPEICTABIATHCA B
CPOKH, YCTaHOBJICHHBIE PETJIAMEHTOM TeppuTOpHaIbHON KOMUCCHUU.

7.2.5. UcnionHuTenp 00eCreunBaeT KOMIUIEKTHOCTh BCEX JIOKYMEHTOB,
0003HAYEHHBIX KaK B IPOEKTE PEIICHUS, TaK U B MPUIOKEHHUIX K HEMY.

7.2.6. Ilocne mpocMOTpa, a B HEOOXOUMBIX CIIy4asiX — BHECEHHS MOMPAaBOK,
cekpeTapb TeppUTOpUanbHOM KOMHCCHUM HAa TMOATOTOBJIEHHBIX M O(DOPMIIEHHBIX
JUISlL paCCMOTPEHMSI HA 3aCElaHMM IPOEKTax JTOKYMEHTOB JeflaeT oTMeTKy «Ha
3ace/laHne», CTABUT MOJIUCH U JaTy M TepelaeT BeCh KOMIUIEKT JIOKYMEHTOB
OTBETCTBEHHOMY 3a BEJCHHE JIEJIONPOU3BOJICTBA (32 MOATOTOBKY 3acCeHaHUs) IS
TUPAKUPOBAHHSL.

7.2.7. IlpoexTsl pemenuid Komuccun u apyrve HeoOXOIUMblE MaTepuaibl
penocTaBIsiioTea wieHaM Komuccuu He mo3ziHee, 4eM 3a JBa pabouyux JTHS 110
3acenanus Komuccnn, a B MCKITIOUMTEIBHBIX CIIydasXx — HE To37Hee yeM 3a 1 yac
10 Hayasa 3acexanusa Komuccun.

7.2.8. OTBETCTBEHHBI 3a BEJAEHUE JICJIONPOU3BOJICTBA  (IIOATOTOBKY

3aCCI[aHI/I$[) KOMIUICKTYCET IIallKh ¢ JOKYMCHTAMM, IOJICKAIIUMU PaCCMOTPCHUIO,



B COOTBETCTBMM C IIPOEKTOM IIOBECTKM JHs 3acefaHus TeppuTopruabHOU
KOMHCCUM U pa3laeT HX 4YieHaM [eppuTopuaibHONM KOMHCCHUU, B CpOK,
YCTaHOBJICHHBIN PErIaMEHTOM TeppUTOPUATIBHON KOMUCCHH.

Ecmn umen TeppuTopuanbHOM KOMHMCCHHM HaxOOUTCA B OTIIYCKE,
KOMaHJIUPOBKE UJIM OTCYTCTBYET IO 00JIe3HU, MpeTHA3HAUYCHHAS JJI HETO TMaIkKa C
JOKYMEHTAMHM OCTaeTCsl J0 €ro BO3BpAlICHUS Y OTBETCTBEHHOIO 3a BEICHUE
JeTIONPOU3BOICTBRA (32 MOATOTOBKY 3aceqaHus).

Unenam TepputopuanbHONM KOMHUCCUHU C IPABOM COBEIIATEIBHOIO IoJIoca U
JUIaM, IPUIVIALIEHHBIM HAa  3aceJaHue, COOTBETCTBYIOIIME  MaTepHUalbl
[IEpEAr0OTCs IIepe] Ha4aJIOM 3aceaHus.

7.2.9.1lepen  HavaaoM  3acelaHMsl  OTBETCTBEHHBIM 332  BEJICHHE
JIEJIONPOU3BOACTBA (3a MOATOTOBKY 3aceJaHusl) PETUCTPUPYET MPUTTIALIEHHBIX Ha
3acejaHue  JIML, ~ CIMCOK  KOTOPBIX  INPEICTaBIACTCA  IIPEACENATEII0
TeppuTopuaibHON KOMHUCCHUMU.

7.2.10. Ha 3acenannun TepputopuaibHOM KOMHCCUU BENETCS MPOTOKONI U
MOKET MPOU3BOJIUTHCA ayAuo3amuch (BUIeo3amuch). B ciydae mpou3BojCTBa
ayauo- wid  (BUAEO) 3aluCH  WiIeHbl TeppuUTOpHATIbHOM KOMHCCHH |

IMPUTTTaAICHHBIC YBCAOMIIAIOTCA 00 3TOM a0 O0OBSIBJIICHHS ITOBECTKH JHA 3aCCIaHuA.

7.3. Bolnyck JOKYMEHTOB, PacCMOTPEHHBIX Ha 3acelaHuu
TeppuropraibHON KOMUCCHH.

7.3.1. JlokyMeHTbI, pacCMOTpEHHbIE Ha 3acelaHuu TeppUTOpHATBHON
KOMHUCCHH, B Cly4ae, €Clid B XOJ€ 3aceJaHus BHOCWJINCH M3MEHEHUs, JOJIKHBI
OBITH T0pabOTaHBbI, a 3aT€M MOMUCAHBI, 3APETUCTPUPOBAHBI 1 PA30CIIaHBbI.

7.3.2. Cpok 10paOOTKH JOKYMEHTOB HE JOJKEH MPEBBIIATh TPEX pabounx
JHEW T1ocie JHS 3acefaHus, €ClIM HHOM CpOK He ompefeneH ¢deaepalbHbIM
3aKOHOM M (W) 3aKkoHOM cyObekta Poccuiickoit denepanuu, periiaMeHTOM

TeppuropraibHOM KOMUCCHUH WJIM HE OTOBOPEH HA 3aCEIaHUMU.



7.3.3.Ilpu nmopaboTke JOKYMEHTa WCIOJHUTENIh BHOCUT B  TEKCT
corjacoBaHHbIE B XOJ€ 3acelaHus M3MEHeHus. B  cioydae mnpuHATHA
TeppurtopraibHOM KOMHCCHEW pEHIeHUsT O HEOOXOJUMOCTH KOHTpOJIS 3a
BBITIOJTHEHUEM PEUICHUS €ro TEKCT JOMOJHSAETCS IYHKTOM, B KOTOPOM
Ha3HAYalOTCs JIMIa, OTBETCTBEHHBIE 32 MCIIOJHEHHUE, U B Clly4ae HEOOXOJIUMOCTHU
ONpEIENIIETCS CPOK UCIIOTHEHUS.

[Ipu HEOOXOaUMOCTH, B CiIydyae BHECEHHUS B JOKYMEHT COTJIACOBAHHBIX Ha
3acellaHd MU3MEHEHUW, OH BU3UPYETCS Yy WICHOB TeppuTOpHaIbHON KOMHUCCHUH,
BHECIIMX HA 3aCEJJaHUU COOTBETCTBYIOLINE MPEJI0KECHHUS.

Busbl mpocTaBistorcss Ha  OOOpPOTHOM CTOpPOHE TIOCIETHEro JIMCTa
JIOKyMeHTa (pelieHus, TMPUJIOKEHHsS) MO0 YCTAaHOBJICHHOW (opMe (MpUiIoKEeHUe
Ne 6).

7.3.4. UcnionHUTENb CIEINUT 33 KOMIUIEKTHOCTBIO MPUJIAra€MbIX K PELICHUIO
JIOKYMEHTOB M pacrojlaraéT UX B TOH IOCJIENOBATEIHbHOCTH, B KOTOPOMl OHHU
YIOMUHAIOTCS B TEKCTE.

7.3.5. Eciiu  BOIpOCHI, COJEpXkKalmecs B pEUIEHUH TeppUTOpUaibHON
KOMHCCHUH, KacalTCsl JESITEIbHOCTH OJHOM WM HECKOJIBKMX CTOPOHHUX
OpraHu3alui, K JIOKYMEHTY MpWJaraercsi JIUCT COTIJIaCOBaHUS, B KOTOPOM
YKa3bIBa€TCs HAaMMEHOBAaHWE OpTraHU3alNH, JOJKHOCTh, WHUIMAIBI U (paMuius
JIOJDKHOCTHOTO JIWIIA, ¢ KOTOPBIM 3TOT JOKYMEHT COTJIacOBaH, U CTaBUTCS €ro
JIMYHAas MMOJINCH.

CornacoBanue MoOXeT OG(OPMISATHCS Ha TOCJIECIHEM JINCTE PEIICHUS
TeppuropuaibHOM KOMUCCHH.

7.3.6. K odopmieHHOMY nJisi TOJNUCAHUS PEIICHUIO | eppUTOpHATbHON
KOMHCCUU WCIOJIHUTENIb TpUjaraeT oOT4eT O pPa3MEIICHUH pelieHus Ha
opurmanpbHOoM  caiite  TeppuUTOpHATIbHOW  KOMHCCHM W PACChUIKE  TIO
COOTBETCTBYIOIIMM ajpecaTaM, KOTOPbIM HaIpaBJIseTCs pelieHrue n30upatebHON
komuccuu (ganee — Otuer) (npusoxerue Ne 7).

B Otuer BKIIIOYAIOTCS AOKHOCTHBIE JIMIIA (OpTraHU3aIiK), KOTOphIe OYyIyT

3aﬂeﬁCTBOBaHBI B pfaln3alyv IPHHATOrO JOKYMCHTa MHJIM JOJIKHBI OBITH



pOMH(OPMHUPOBAHBI O €T0 COACPKAHUHU M KOTOPBHIM 3TOT JOKYMEHT JOJIKEH OBbITh
pasociiaH.

OTyer MNOANMCHIBAETCS MCIIOIHUTEIEM M YTBEPKIACTCA IpeaceraTeseM
TepputopruaibHON KOMUCCHH.

7.3.7. OpopMieHHBI KOMIUIEKT ITOKYMEHTOB (pelieHre, 0003HaueHHbIE B
€ro TeKcTe NpuiIokeHus, OT4eT) UCHOJHUTENh NEPENacT OTBETCTBEHHOMY 3a
BEJICHUE JEJIONPOU3BOACTBA (32 MOArOTOBKY 3acedaHusi) M HPOBEPKHU
MPaBUILHOCTH O(POPMIIEHUS TOKYMEHTOB U MOCJIEAYIOLIEro UX MPeICTaBICHUs Ha
IIOANMCH MPEACEAATENIO U CEKpeTapIo TeppuTopratbHON KOMHUCCHUM.

7.3.8. Pemlenne  moammchIBaeTCAd  IpeAcenareneM M CEKpeTapeM
TeppuropualibHOM KOMUCCHH.

Ecmu na 3acepanum TepputopranbHOM KOMHUCCHHM IPEICENATENHCTBOBAI
3aMeCTUTENb  IIpeAcenarens  TeppUTOpUaIbHOM  KOMMCCHUHM,  CEKpeTaphb
TeppuTopralbHOM KOMHUCCHH WM OJIMH U3 YIEHOB TeppuUTOpHaIbHON KOMUCCUU C
[I[PAaBOM  pEIIAIOIIEro IoJioca, a TakKe €CIM  IIOJIHOMOYHMSA — CeKperaps
TepputoprallbHOM KOMMCCUU OCYLIECTBIII OJUH U3 WICHOB TeppUTOpHUAIIBHOU
KOMMCCHUU C IIPAaBOM PEMIAIOLIEr0 IroJoca, TO HOANKUCH B IIPOTOKOJIE, HA PEIICHUN
o(pOpMIIAIOTCS CIEAYIOUIMM 00pa3oM:

«3amMecTuTenpb Tpeacenarens TeppuTOpUaIbBHONM KOMHUCCHM» — B CIIy4ae
BPEMEHHOT'0 OTCYTCTBUS Npeacenaresns TeppuTopruaibHONM KOMUCCHH;

«Hcnonssrommii  00s13aHHOCTH TIpeicenaTens TeppuTopuaibHO KOMUCCUID —
npu Hanmuuuu pemieHuss Caskt-IletepOyprckoid M30MpaTenbHON KOMHUCCHUU O
BO3JIOKCHHUM Ha OJHOIO W3 WICHOB TeppUTOpPUATIBHOM KOMHUCCHM C IIPAaBOM
pELIAroIIEro rojioca MOJHOMOYNM npeacenarelist TeppuropruaibHO KOMUCCHH;

«lIpencenarensCTBYOMNM HA 3aceqaHun TeppUTOpUAIbHON KOMHCCUN» - B
Cllyya€ BPEMEHHOIO OTCYTCTBMS MPEACENATENsl, 3aMEeCTUTENs NpeacenarTess
TeppuropuanbHol KoMuccuU, oTcyTcTBUd pemieHuss Caskrt-lleTepOyprekoit
n30MpaTeIbHOM KOMUCCHH O BO3JIOXKEHUH HAa OJHOTO U3 WICHOB TeppUTOpHanibHON

KOMHCCHMHX C IIPpaBOM  pPCIOAOmCro rojoca MMOJTHOMOYM U npeaceaaTcir:l



TepputoprallbHOM KOMHCCHMM W TIPH HAJIUM4YMM peuieHus TeppuTtopuaibHON
n30MpaTeIbHOM KOMUCCHH;

«Mcnonusomuii 0043aHHOCTH ceKpeTapsi TeppUTopruaibHOM KOMUCCUNY —
B Clly4ac HaJau4us peuieHus TeppuTOpualbHOM KOMHCCHUM O BO3JIOKEHUM HA
OIHOTO U3 WIECHOB TeppUTOpHaIbHON KOMHUCCHH C IIPAaBOM PEMIAIOILIETO roJjioca
ITOJTHOMOYHNHU cekpeTaps TeppuTOpraIbHON KOMUCCHH.

«Cekperapp 3acenanus TeppUTOpUAIbHOM KOMHUCCHMM» — B Clydae
BPEMEHHOTO OTCYTCTBHUSI CEKpeTapsi M30MpaTeIbHON KOMHCCHUM U TPU HATUYUU
peleHus U30upaTeIbHOM KOMUCCHU.

7.3.9.Ilocne mnoanucaHus PELICHUS PETUCTPUPYIOTCA IpeAceaaTesieM
(OTBETCTBEHHBIM 3a BEJCHHE JIEJIONPOU3BOJICTBA) TeppUTOPHAIIBHON KOMHUCCHH C
UCIIOJIb30BaHUEM peructpaiioHHod ¢opmbl. Ha mokymentax u  Otyerte
IIPOCTABJISICTCS] PETUCTPALIMOHHBIN HOMED.

7.3.10. PemeHuss HymMepyrOTCS B XPOHOJOTMYECKOM IMOCIIEA0BATEIBHOCTH
B Ipezenax Cpoka mosHomouuil TeppuropuanbHOM kKomuccuu. Homep peuieHus
COCTOUT M3 HOMEpa MPOTOKOJA U IOPSAKOBOIO HOMEpPA PELICHUs, Pa3lIeiIEHHbIX
neducom, Hanpumep: 1-5.

7.3.11. Yka3aHHbIe BbIIIE PEKBU3UTHI BHOCSITCSI B PETUCTPAIMOHHYIO (JOpMY.

7.3.12. Pa3zpenieHue Ha TUPaXKUPOBaHUE JOKYMEHTOB B HEOOXOJAMMOM
KOJIMYECTBE JAaeT Mpeaceaarenab TeppuTopuanbHOM KOMHUCCUU. JIOKYMEHTHI
TUPAXUPYIOTCS OTBETCTBEHHBIM 32 BEACHHUE AEIIONPOU3BOJACTBA (33 MOArOTOBKY
3acefaHusi) B COOTBeTCTBUM ¢ OT4eTOoM, HA KaXJAOW KOMUU JIOKYMEHTa
IIPOCTABJISAETCS [1€4Yarh, YAOCTOBEPSIOIIAs MOJIIUCH npeacenaresns
TepputopuanibHONM KOMHCCHHM M CcekpeTaps TeppuTopuanbHOW kKomuccuu (0e3
BOCITPOU3BEJEHUS MOAMKCEN).

7.3.13. Konust pemenuss TeppuTopralibHOM KOMHUCCHM HaNpaBIseTCs
rpaXJaHUHY B Cily4ae, €clii ero oOpaileHue B TeppuTopuaIbHyI0 KOMHUCCHIO
MOCIYKWJIO OCHOBaHMEM JUIsl PACCMOTPEHHMsS  BONpPOCA HA  3acelaHUuu

TeppuropuaibHOM KOMUCCHH.



7.4. OdopMieHne NpoToKoJa 3aceqanns TeppuTopuajbHOil KOMUCCHH.

7.4.1. Ilpotokon 3acenanusi TeppuTopualibHOW KOMUCCHH OhOpMIIseTCS Ha
OJIaHKe B CPOK, YCTAaHOBJICHHBIN perjaMmeHToM TeppuTopuanbHO KOMUCCHH.

7.4.2. IIpoTokon 3acegaHus MOXET O(QOPMIIATHCA B MOJHOW MM KPaTKOM
dbopme.

7.4.3. Texct mpoTokoia 3acenanusi TeppuTopraibHON KOMUCCHUU COCTOUT
Y3 ABYX 4aCTel — BBOJHOW U OCHOBHOM.

7.4.4. B BBOJHOI 4acTH MPOTOKOJA YKa3bIBAIOTCA (aMUIUS U WHUIUAIBI
npeacenarenbCTByomero  (mpeaceaarens  TeppuUTOpUanbHOM  KOMHUCCHH,
3aMECTUTENIb  mpenacenarenss  TeppUTOPUAIBHOM  KOMHUCCUHM,  CEKpETaphb
TepputopraibHOM KOMHCCHM) U MPUCYTCTBYIOIIMX HA 3aCEJIaHUU: 3aMECTHUTENS
npeacenarens TeppUTOpHabHOM KOMHMCCHH, cekperaps TeppuropuanbHOU
KOMHCCHH M WICHOB TeppUTOpPHAIIBHOM KOMHMCCHUHM, B TOM YHCIIE C IIPaBOM
COBEIIATEJILHOTO TOJ0Ca W JIML, NPUIJAIICHHBIX Ha 3acelaHue, B al(paBUTHOM
IIOPSIKE.

JlomyckaeTcsi OQOpMIIEHHE MNPUCYTCTBYIOUIMX OTAEIbHBIM CIHCKOM C
yKa3aHUEM HWHUIMAIOB, GamMmwinii u JgomkHocTed. Chucok mpuiaraercs K

MIPOTOKOJTY 3aCEeIaHUsl.

Hanpumep:

IIpencenarenbcTBOBAN: [Ipencenarens TeppuropuanbHOi H30UpaTENBHOM
komuccuu Ne 61 ©.1.0.

IIpucyrcrBoBanu:

3amecTuTenb NnpeacenaTens ®.1.0.

TepputopuanbHOil H30UpaTENbHOM
komuccun Ne 61

Unensl TepputopuanbHoit uzbuparenson  O.1.0.
komuccuu Ne 61

Unens! TepputopuanbHoit uzdbuparensuoit  ®.1.0.
komuccuu Ne 61 ¢ mpaBom
COBENIATENBHOTO rojIoca



[TpurnameHHsle ®.1.0.

7.4.5. 1loBecTka [HS BKJIIOYAeTCS B BBOJHYKO 4YacTh npoTokosia. OnHa
COCTOHUT M3 TEPEUYUCICHHS] BOMPOCOB, KOTOPBIE OOCYXIAIOTCS Ha 3aceqaHuH, U
3aKpeIIIeT TMOCJIEA0BATEILHOCT, UX OOCYXKJEHHUS MU (QaMWIMKM JOKJIATIUKOB
(BBICTYNAOILIHNX ).

Kaxxapiit Bompoc MOBECTKM JHS 3acelaHusi HyMepyeTcs: apaOckoi 1udpoi,
ero HaumMmeHoBaHue Gopmyaupyor ¢ npemsora «O» umm «O6». [lo kaxmomy
MYHKTY YKa3bIBaeTCA MOKIAAUYUK M ¢dopMa MpeAcTaBiICHUS Bompoca (JOKIa,
oT4eT, coo0IIeHUe, HHGOPMAIIUS).

7.4.6. OcHOBHas 4acTh IPOTOKOJIA COJIEPKUT CTOJIBKO Pa3AeiIOB, CKOJIBKO
IYHKTOB BKJIFOYEHO B MTOBECTKY AHS. B COOTBETCTBUU C HEW pa3zienbl HyMEpYIOTCS.

Kaxnpiii  paszgen  coctout w3 Tpex  yacten:  «CIIYITAJIN»,
«BBICTYIIMJIN», «TepputopuansHas uzduparenbHas komuccust Ne 61 pemnmnay,
KOTOPBIE NIEYATAKOTCS OT TPAHULIBI JIEBOTO TIOJIS.

B wactu «CJIYIIAJIM» KpaTko W37araercs TEKCT BBICTYIUIEHUS
JnoKiaaurKa. Maummansl u GamMuwing T0KIaguuKa NeyaTatoTcsl ¢ KpaCHOM CTPOKH B
POIMTENBHOM IaJeXe. 3anmuch JOKJIaja M3Jaraerca OT TPEeThero Jmua
€IMHCTBEHHOT'O YHCIIa U OTAEISAETCS OT (paMUIIMK TUPE.

Ecnu TekcT noknana mpuiiaraeTcsi K MpOTOKOIY, TO HMCIOJB3YETCSl CChLIKA
«Texcr nokana mpuiaraeTcs.

B wactm «BBICTYIIMJIM» nepeyucnsroTcss BBICTYHAIOIIAE W aBTOPBI
BONpocoB. MHumanel 1 paMuirs BEICTYNAIOLIETO M€YaTal0TCsl C KPACHOM CTPOKHU
B UMEHHTEIBHOM manexe. KpaTkasg 3amuch BBICTYIUIEHHMS 10 CYIIECTBY
paccMaTpuBaeMoro Bompoca (1o pelieHnio NpeIceaTeNbCTBYIOIIET0) U31araercs
OT TPETHETO JIMLA €IUHCTBEHHOI'O YUCIIA.

Ecnu TekCcT BBICTYIUIEHMS TMpuiaraercd K MPOTOKOIY, TO HCIOJIb3YeTCs

ccolika «Teker BBICTYIIJICHUSA IMPUJIAracTCs.



B wactu «TeppuropuanbHas uzOuparenpHas komuccus Ne 61 pemnma:»
OTpaXkaeTcsi NPHUHATOE pElIeHHEe MO0 00CYXJIaeMOMY BOIPOCY M Pe3yJbTaThl
rOJIOCOBAHHS.

ConepxxaHue 0coOOro MHEHHS, BBICKa3aHHOTO BO BpeMs OOCYXIEHUs,
3alUCHIBAETCSI B TEKCTE IPOTOKOJIA IOCJIE COOTBETCTBYIOUIETO PEIICHUS WIIN
oopmiiieTcss Ha OTIECIBHOM JIUCTE M TMOMEIIAETCs IMOCJe COOTBETCTBYIOLIETO
pEILICHMS.

7.4.77. Ilporokos 3acenanusi TeppuTOpUaTIbHOM KOMHUCCHUHU IOJNMUCHIBACTCS
npeacenateneM TepputopuaibHOW KOMHCCUU (WM MPENICENATEeNbCTBYIONIMM) U
cekperapeM TeppuropuaibHON KOMHUCCHU (4€HOM TeppUTOpHalIbHON KOMHUCCHUH,
UCHOJHSABUIMM OOSI3aHHOCTH CeKpeTaps TeppuTOpuanbHOM KOMHUCCUH, WIH
cekperapeM 3acenanus TepputopuaibHONH KOMUCCHUN).

7.4.8. IIpoTOKOJIBI ~ 3acelaHWil  HYMEPYIOTCS B XPOHOJOTHYECKOMN
IIOCJENOBATENPHOCTH B IIpENeNlax CpoKa MOoJHOMOuMM TeppuropranbHOU
KOMUCCHH.

7.4.9. IlpoTokonsl 3acenanuii TeppuropuanbHON KOMUCCHH, IPUOOIICHHBIE
K HUM pElIeHUs BMECTE C MaTepuajamu, MOCITYXUBIIMMU OCHOBAaHHUEM I HMX
OPUHATHSA, OCOOBIMU MHEHUSIMU 4lI€HOB TeppUTOpHUaIbHOW KOMUCCUM XPAHSTCS y
npeacenatenss TeppuTopuaibHOM KOMHMCCHUH, a 3areM, OQOpMIICHHBIE B

COOTBETCTBUHM C TpeOoBaHUAMU NHCTPYKIIMY, IEPENAIOTCS B ApXUB.

8. Odopmiienne npuka3oB npeaceaarens TeppuropuajabHO KOMUCCUH

8.1. IIpuka3 npexacenarens TeppUTOPUATIBHONM KOMHCCHUHA IO OCHOBHOM
NESTENIbHOCTH U JUYHOMY cocTaBy (najnee - Ilpukas) oopmiserca Ha OnaHke
ycTaHOBJIEHHOU (popMbl (Tipusioxkenue Ne 3.3).

8.2. Texcr Ilpuka3a cOCTOHUT, Kak MPaBWIO, U3 KOHCTATUPYIOLIEH U

PacoOpSIANTENBHON YaCTEN U IOJKEH UMETH 3ar0JIOBOK.



8.3.B  KoHcTartupylomled 4YacTH  H3JNararloTca Uead W 33Jauud
MpEeANUChIBaeMbIX AeiicTBUil. Ecium ocHoBaHmeM Kk um3nanuio Ilpukaza siBisercs
HOPMATUBHBIM MPABOBOM AaKT WM pACIOPSAOUTENbHBIA JTOKYMEHT, TO B
KOHCTAaTUPYIOIIEH YaCTH YKa3bIBAIOTCS €r0 Ha3BAHUE, 1aTa, HOMEP, 3ar0JI0BOK.

84.B pacropsauTEIbHON 4acTH coziepKarcs MIEPEYUCIICHUE
IIPEANUCHIBAEMBIX JEUCTBUM, CpPOKM U ucnojHurenu. Ilynkrer Ilpukasa
HYMEPYIOTCS apaOCKUMU [UPpaMu ¢ TOYKON U HE UMEIOT 3aT0JIOBKOB.

8.5. Ecnn Ilpuka3 nM3MEHSET, OTMEHSET WU JAOIOJHSAET paHee W3JIaHHbIN
[IpuKka3 nnm ero OTaeapHbIE TYHKTHI, TO 3TO OroBapuBaercs B Tekcte IIpukasa.

8.6. B mocinenHemM myHKTe pacnopsiAUTENbHON 4acTH, IPpU HEOOXOJUMOCTH,
YKa3bIBaeTCs JOJDKHOCTHOE JIMLO, Ha KOTOpPOE BO3JIaraercs
KOHTpPOJIb 32 ucnojiHeHneM IIpukasa.

8.7.1lpu Hamuuuu npunoxkenuit k Ilpukady B TekcTe Ha HHX
00s3aTENBHO JENAETCs CChUIKA.

8.8. Eciu B Ilpukasze coxepkarcs BONpOCH (PUHAHCUPOBAHHS BBHIOOPOB,
o0ecrieueHuss JeATENbHOCTH TeppUTOpHaTbHOM KOMHCCHM, 3KCIUTyaTallud |
pa3BUTHS CPEACTB aBTOMATU3AllMHM, OOYYEHHsS OpPraHM3aTOpPOB BHIOOPOB U
YYaCTHUKOB HM30MpaTeIbHOrO Mpolecca, TO OH BHU3HMPYETCS Yy IJIaBHOTO
Oyxranrepa.

Busbl mpocTaBisitoTcst Ha 000pOTHOM cTOpoHE nocneaHero gucra [lpukasa,
MPWIOKEHUS K HEMY TI0 YCTaHOBJICHHOU (popme (mpusioxkenue Ne 6).

8.9.Illocne mnonmucanus IIpuka3sl PEruCTPUPYIOTCA  MpeacenaTeseM
(OTBETCTBEHHBIM 3a BEJCHHE JIEJIONPOU3BOJICTBA) TeppUTOpHATIbHON KOMHUCCUU C
HCITIOJIb30BAaHUEM PETHCTPallMOHHON (hopMbl (KypHa) U (POpMUPYIOTCS B Jienia B
COOTBETCTBMM C HOMEHKJIATypoH Jen TeppuTopuambHOW KOMHUCCHH BMECTE C
JNOKYMEHTaMHU, MOCITYKUBIIIMMH OCHOBaHHUEM 1S u3aanus [Ipukasa.

8.10. Ilpuka3aM mpUCBaMBAIOTCS PETUCTPALMOHHBIE HOMEPA B Ipeaenax
KQJIEHIAPHOIO rofa.

8.11. Konuu IIpuka3oB 3aBepsitoTCs MEYATHIO.



8.12. [Ipuka3pl BMECTE C JOKYMEHTAMHM, IOCIYKUBUIMMU OCHOBAaHUEM IS
UX W3JaHUA, XpaHATCA y Inpenaceaarens (OTBETCTBEHHOTO 3a BEJCHUE
JIEJIONPOU3BOACTBA), a 3aTeéM, O(OPMIICHHbIE B COOTBETCTBUM C HAcTOSIIEH

WNHcTpyKimen, nepeaaroTcs B apXuB.

9. KOHTPOJIb HCIIOJIHEHUS JOKYMEHTOB U MOPYy4YeHUil

9.1. KOHTpOIIO NCTIOHEHHUSI TIOIIIEXKAT:

IIOPYYEHHUsI, COAECPIKAIINECS B ITIOCTAHOBIICHUSIX U Apyrux nokyMmenrax [{UK
Poccun, Cankr-IletepOyprckoit u30upaTeNbHOW KOMHUCCHH, B  PEIICHUAX
TeppuropraibHON KOMUCCHU;

- nopyudenus, conepxamuecs B [Ipukasax npencenarens TeppuropuainbHOU
KOMMCCUU;

- MUCBMEHHBIE IOPYYEHUS IIpeacenaTens TeppuTopuabHON KOMUCCHH;

- BXOJSIIME JOKYMEHTBI, B TOM YHCII€ MHCbMEHHbIE OOpalleHusl Ipak]aH,
yKasaHHbIE B [lepeyHe moexanmx KOHTPOIO JOKYMEHTOB C YKa3aHUEM CPOKOB
UCIIOJIHEHHSI (rpuitoxkenue Ne 8), B COOTBETCTBUU € YKa3aHUSIMU I10 UCIIOJIHEHHIO
JNOKyMEHTa npencenareis TeppuropuaibHONM KOMUCCHUH;

- UCXOSIIINE TOKYMEHTHI, TPEOYIOIINE OTBETA;

- IOPYYEHHUs], COAEpKAaLIMECs B IMPOTOKOJIAX 3aceqaHuil TeppuTopuaibHOU
KOMMCCHU;

- TUTAHBI MEPOITPUATHIA.

9.2. KOHTpoib HWCIOTHEHUsSI AOKYMEHTOB, YKa3aHHbIX B mozapaszzaene 9.1
HacTosimer WHCTpykuMu (32 HCKIIOYEHHEM MCXOASIMIMX JOKYMEHTOB), IIO
CyLIECTBY 3aTPOHYTBIX B HHUX BOIIPOCOB OCYLIECTBIIIET IIpeAcenaTesb
TepputopualibHOM KOMHUCCHH.

9.3. KoHTpONb HCHOJHEHUS HUCXONSIIMX JOKYMEHTOB, B TOM YHCIE 3a
CBOCBPEMEHHOCTBIO  MOJIYYEHHUS] OTBETOB HA 3ampochl [ eppUTOpUATIBbHOU
KOMHUCCHUH, OCYHIECTBISIOT PAaOOTHUKH, OTBETCTBEHHBIE 3a MOJATOTOBKY JAHHBIX

JIOKYMEHTOB.



9.4. Cpoku UCHOJIHEHHS TOPYYEHUH, COJEpXKAIIUXCA B  PEIICHUIX
TepputopuanbHorn komuccud, IIpukazax mnpencenarens TeppuTopuagIbHON
KOMHCCHUH, MMCbMEHHBIX MOPYUYEHHI Tpeacenarens TeppuToprualbHON KOMHCCUU
ONPENEIAOTCA STUMH TOKYMEHTAMHU.

9.5. IOKyMEHT MOJJIEKUT UCIIOTHEHUIO B TeueHHe 30 KaJIeHIapHBIX JHEU CO
JHS €ro pEerucrpanuy, 3a MCKIIOYEHUEM CJIy4aeB, IPEIyCMOTPEHHBIX
nojpaszenom 9.6 HacTOAIEro pa3aena.

Ecnu mocneanuii IeHb MCTIONHEHUS TOKYMEHTa MPUXOAUTCS Ha Hepabouuid
JI€Hb, TO OH TOJICKUT UCIIOTHEHUIO B MPEANICCTBYIOMNNA eMy paboduii 1eHb.

JlokymeHTBl ¢ nomeTkamu «BecbMa cpodHO», «CpOYHO» HCHOJIHSIOTCS B
TPEXTHEBHBIN CPOK, JTOKYMEHTBI C IIOMETKON «OIepaTUBHO» — B JIECATHIHEBHBIN
CPOK CO JIHSI YKa3aHHS 10 UCIIOJIHEHUIO.

Ecnu nmocnenHuil JeHb MCHOJHEHUS JOKYMEHTA, COJEp KAlllero IMOMETKY O
CPOYHOCTH HCIIOJHEHUS, NPUXOAUTCS Ha HEpaOO4YuMd JeHb, TO OH MOMJIEKUT
UCIIOJTHEHUIO B CJICAYIOIIUHI 32 HUM pabouuil 1eHb.

9.6. Cpoky  UCHOJIHEHHsI BXOJSIIUMX JIOKYMEHTOB YCTaHOBIIEHBI B
npunoxeHuu Ne 8.

OOpaiienus 1Mo BompocaM BBIOOPOB U pedepeHIyMOB, MOCTYIUBIIUE B
NepuoJl HM30MPATENbHON KaMIaHWUM, HWCIHOJHSIOTCA B CPOKH, YCTaHOBJIEHHbBIC
®denepanabHbIM 3aKOHOM «O0 OCHOBHBIX rapaHTHUSX M30MpaTEIbHBIX MPaB U MpaBa
Ha yudactue B pedepeHayme rpaxkaan Poccuiickoit denepanumy.

9.7. OTBETCTBEHHOCTh 32 CBOEBPEMEHHOE M TIOJHOE BHECEHUE B
perucTpauvoHHyo ¢opMmy (KypHaa) CpPOKOB MCIOJHEHUS JOKYMEHTOB U
uHGOpMAllMU O COCTOSIHUM MCIIOJIHEHUS JIOKYMEHTOB, KOHTPOJIb CpPOKOB
WCIIOJIHEHNST JOKYMEHTOB BO3JAaralOTCsl Ha OTBETCTBEHHOI'O 3a BEICHUE
JEJIONPONU3BOCTBA.

9.8.B IJIaHax MEpPONPUATHUH, YTBEPKIAECHHBIX pEelIEHUAMU
TeppuroprasbHOM KOMHUCCHM, IIpUKa3aMU mpeacenaresiss TeppuTopuabHOU
KOMHUCCHH, CPOKH WCIOJHEHUS OTIEIbHBIX IMYHKTOB MOTYT OBITh IOCTaBJICHbI Ha

KOHTPOJIb.



9.9.1lpu HEOOXOAMMOCTH TMPOJJICHUS CpPOKA HCIIOJHEHUS JOKyMEHTa
OTBETCTBEHHBIN 32 UCIOJHEHHE HE MO3JHEE YEM 3a TPH JIHS 10 UCTEUCHHS CpOKa
WCIIOJIHEHUS TOKYMEHTA MPENICTABISET HA UM Mpeacenarens TeppuTopruaibHON
KOMMCCHUU JOKJIAJHYIO 3alUCKY ¢ MOTUBUPOBAHHOM MTPOCHOOI O €ro MpoAJICHUH.

9.10. JIOKyMEHT CUMTAETCS MCHOJHEHHBIM U CHUMAETCS C KOHTPOJIS MOCIE
pelieHrs BCEX IOCTaBIEHHBIX B HEM BOINPOCOB, COOOUIEHUS PE3YIbTATOB
PacCMOTPEHUSI BCEM 3aMHTEPECOBAHHBIM JIUIIAM.

9.11. OcHOBaHUSAMH JJI51 CHATHS JOKYMEHTA C KOHTPOJIS SIBJISIEOTCA:

pemieaue  TeppuTOpuasbHOM  KOMHCCHH, MpUKA3  [peacenaress
TeppuTopralibHOW KOMUCCHH 10 PE3YIbTATaM UCIOJIHEHUS JOKYMEHTA;

OTBET Ha BXOJSIIMN JOKYMEHT M0 CYIIECTBY;

MOJYyYEeHHE OTBETAa OT OpraHu3aluii, B KOTOPbI€ JOKYMEHT ObUI HaIpaBJieH
JUISl pacCMOTPEHHUSI IO CYUIECTBY IIOCTABJICHHBIX B HEM BOIPOCOB M OTBETa
3asIBUTEIO;

HaIpaBJeHUEe OOpallleHus B JPYrue OpraHu3aliu il PacCMOTPEHHUS I10
CYIIIECTBY TOCTaBJICHHBIX B HEM BOIPOCOB U MOCIEAYIOMIETO WHMOOPMHUPOBAHUS
aBTOpA O pe3yJbTaTax pacCMOTPEHMUS;

BU3a IpejcenaTens Ha JokyMeHTe «B neno», « CHATh ¢ KOHTPOJIS».

9.12. JIOKyMEHT HE CYMTAETCS] UCIIOJIHEHHBIM M OCTAE€TCS Ha KOHTPOJIE:

€CJIM OH HampaBisieTcss B JPYrue OpraHbl WIM OpPraHu3allud C IEJIbIO
noyiydeHus: TeppuTropualbHOM KoMHccHer uHGOpMaIKi, HEOO0XOauMON s
pPacCMOTpPEHHUs O CYIIECTBY IMOCTaBJIEHHBIX B JIOKYMEHTE BONpOcOB. B ciyuae
HeoOxomumoctu TepputopuanbHas Komuccuss UHGOpMHUpYEeT 00 3TOM aBTopa
JIOKYMEHTA;

€CJIM OH HalpaBJsIeTCSs B JAPYyrde OpraHbl WIM OpTraHu3aluu s
pPacCMOTPEHUS IO CYILECTBY MOCTABICHHBIX B HEM BOMPOCOB U OTBETA 3aBUTEIIO
C MocaeayoIuM HHGOPMUPOBAHUEM TeppUTOPUAIBHOM KOMHUCCUU O Pe3yJbTaTax
WCIIOJTHEHUS,

€CJIM Ha HEM HE CTOUT OTMETKA mpejaceaarens TeppuTtopraibHON KOMUCCUU

O IIPUHATHUN UCITOJITHCHUS.



10. U3roroB/ieHME U MCIIOJIH30BAHNE MeYaTe U IITAMIIOB

10.1. Ins ynocToBepeHHs IOMJIMHHOCTH JTOKYMEHTOB WM COOTBETCTBUSA
KOIIMK JOKYMEHTOB IIOJUIMHHUKAM, IIPOCTaBJICHHS OTMETOK O IIOJY4YECHUH,
perucrpauuy JOKYMEHTOB B TeppHUTOpHAIbHOM KOMHCCHM HCIIOJB3YIOTCS
repOOBbIE U IpYTHe€ MeYaTH U IITAMIIBI.

10.2. M3zroroBneHue mevyaTed M IITAMIIOB OCYLIECTBIIETCS MO YKa3aHUIO
npeacenarens TeppuropraabHON KOMUCCHUHU.

10.3. I'epboBass meuath mpocraBisercss Ha [lodeTHbIX TrpamoTax U
OJlarolapHOCTSIX, (PUHAHCOBBIX JOKYMEHTaX [eppUTOPHAIBHOW KOMHCCHH,
rapaHTUWHBIX MUCBMAaX, OTOBOpaxX, I'OCYJAPCTBEHHBIX KOHTPAKTax W B APYTHX
IIPENYCMOTPEHHBIX 3aKOHOAATEIBCTBOM CIIy4asiX.

10.4. Ha paccpuiaeMbpIX KONMAX pelIEHWHA TeppuTOpuanbHOM KOMHCCHH,
IpuKas3ax Inpejacenarens TeppuTopraabHON KOMUCCUH, HA MAKETaX MPHU OTIPABKE
JOKYMEHTOB, TP O(QOPMJIEHUU JOKYMEHTOB Ha MPUEM TOBAPHO-MATEPHATBHBIX
LIEHHOCTEM, Ha BHOC M BBIHOC TOBAPHO-MAaTEPHUAIBHBIX LIEHHOCTEM, Ha HAKJIaJHBIX
IpoCTaBisieTcs nevaTh ¢ Haanuchlo «TeppuropuanbHas n3dupareabHasi KOMUCCHUS
Ne 61» wnu npu HaJNIMYMKM MeYaTh ¢ HaANKUChIO « TepputopuanbHas n3dupaTeabHas
komuccust Ne 61. /It JOKyMEHTOB»

10.5. ITeyatn m mTammnbl NOMJIEXKAT PETHCTPALMU B OTAEIBHOM JKypHase
ydyera nedared M mramnoB. [ledatm M mITaMmbl BBIAAIOTCSA MOJ MOANKUCH B
JKypHaJie y4yera rnedyared u mramioB. Ha skypHaine npocrasisiercs nomerka « /s
CIIy’K€OHOTO  TOJIb30BaHUS», €ro JUCThl HYMEPYIOTCS, MPOUIMBAIOTCS U
OIIEYaThIBAIOTCS.

10.6. ITeyatn ¥ wmITamMnObl JOJKHBI XPAHUTHCS B HANEKHO 3aKPHIBAEMBIX
U OlleYaThIBa€MbIX B Hepabouee BpeMs cer(pax nim MeTalTnyeckux mkadax.

10.7. ITpeacenatens TepputopuanibHONH KOMHCCUU OCYIIECTBISIET KOHTPOJb

34 MMPaBUJIbHOCTBIO XPAHCHUA WU UCITOJIBb30BaHUSA rneyaTeu U ITaMIoB.



10.8. ITpumeaiirie B HErOAHOCTh MEYATH U IITAMIIbI YHUUYTOXKAIOTCSA, O YEM
COCTaBIIICTCS aKT, a B OKypHaJe ydeTra IeyaTed | INTAaMIIOB CTaBHUTCS
COOTBETCTBYIOIIIAsl OTMETKA.

YHUUTOXKEHUE NPOU3BOJUTCA TIOCJIE YTBEPKICHHUS aKTa MpeaceaaTeneM
TepputopuaibHOW KOMHCCHUH. MeTasinueckue TMedaTH YHUYTOXKAIOTCS IyTeM
MOJIHOTO CIWJIMBAHUSI TEKCTA WJIM OMUJIMBAHUS JBYMS MEPEKPECTHHIMU JIMHUSIMU,

Kay4yKOBBI€ I€YATH U IITAMIIBI Pa3pe3at0TCsl Ha MEJIKUE YaCTH WM CHOKUTAIOTCA.
11. ®opmupoBaHue eI U epeaadya ux B apXuB

11.1. CocraBienue u yTBEPKIEHUE HOMEHKIIATYPHI JIEIL.

Homenknatypa nen mnpenHasHaueHa Juisi (GOpPMHUPOBAHUS HCIIOTHEHHBIX
JOKYMEHTOB B Ji€Jla, CUCTEMAaTH3allMd WM ydyeTa JeJl, ONpPEIEICHUs CPOKOB HX
XpaHEHUs] M SIBISETCS OCHOBOM JIJIi COCTAaBJIEHHUS OMMCEH /el MOCTOSHHOIO U
BpeMeHHOTO (10 siet u GoJiee) XpaHeHUsI.

B HoMmeHKNaTypy [ed BKJIIOYAIOTCS 3aroJIOBKM [€J1, OTpa)karollue BCe
JOKYMEHTUpPYEMBbIE y4acTKu paboTbl TeppuTopuanbHOM KOMHUCCHUHU, B TOM YHCIIE
JMYHBIE JIeN1a, COIPABOYHbIC U YUETHBIE KAPTOTEKU U IPYTHe YUETHbBIE (POPMBI.

3aroyioBOK Jefia JOJKEH YETKO OTPa)KaTh OCHOBHOE COJIEpPKaHUE M COCTaB
nokyMeHTOoB. He nomyckaercs ynorpeOiieHHE HEKOPPEKTHBIX (OPMYIUPOBOK,
BBOJIHBIX CJIOB M CJIOKHBIX OOOPOTOB.

[Ipu cocTaBieHHMM HOMEHKIATYphl JIeJ CJEAyeT pPYKOBOJCTBOBATHCS
periiaMeHToM TeppuropuanpHOU KOMHUCCHUH, ITIepeunem TUIIOBBIX
VIOPABJICHUYECKUX  apXMBHBIX JIOKYMEHTOB, OOpa3ylolluxcs B  Ipouecce
JEATEIbHOCTH T'OCYJaPCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIIPABIICHUS U
OpraHu3alyid, C YKa3aHHEM CpPOKOB XpaHEHUsS, YTBEPKIECHHBIM IPUKA30M
MunncrepctBa KynbTypbl Poccuiickoit ®enepaunu ot 25 asrycra 2010 roma
No 558 (manee — IlepedeHnb), mopsiAKamMH XpaHEHHS W TEepeayd B aApPXUBbI
JIOKYMEHTOB,  CBSI3aHHBIX C  MOJATOTOBKOW W  TPOBEJACHHEM  BBIOOPOB,

yrBepxkaeHHbiMu  [IUK Poccum u  Cankrt-IletepOyprckoit  m30upartenbHOM



KOMHMCCHEH, HOMEHKJAaTypamMu Jen  TeppuTopuaibHOM  KOMUCCHM 34
MPEAUIECTBYIOIINE TOBI.

[Ipr moAaroToBKe HOMEHKJIATYphI AEN Ha NPEACTOSIINN KaJleHIApHBINA TOJ
HEOOXOMMO YUYHUTHIBATH XapaKTeP BHIOOPOB, TPOBOIUMBIX B IMPECTOSIIIEM TOIY.

Homenkmatypa npen TeppuropualibHOM KOMUCCHMM HA MPEACTOALIUN
KAJICHOApHBIA TOJ COCTaBIIETCS B IIOCIAEAHEM KBapTaje TEKYLIEro roja,
COIJIaCOBBIBAETCSI C CEKpeTapeM TeppUTOpHAIBHOM KOMHUCCUHU, PACCMaTPHUBAETCS
Ha 3aCelaHuM OKCIIEPTHOW KOMHUCCHUM TeppUTOpHUaIbHOM KOMHUCCHH IO
AKCIEPTU3E LIEHHOCTU JOKYMEHTOB (nasiee — OK) yTBepxkmaeTcs: npeaceaareneM
TeppuTtopnanbHOli  KOMHCCHHM, COIJIacCOBBIBaeTCiA C  cekperapeMm  CaHKT-
[TetepOyprckoit U30uUpaTeTbHON KOMUCCUM W BBOAMUTCS B JieHcTBUE C | sHBaps
cieayromiero rojaa (npuioxenue Ne 9).

B cilyyae BOBHUKHOBEHUS B TEUEHHUE T'0Ja HOBBIX JI€JI, OHU JOMOJIHHUTEIBHO
BHOCATCS. B YTBEP)KICHHYIO HOMEHKIATYpy [el MO YKa3aHHWIO Mpeiceaaress
TeppuTtopuanbHOi ~ KOMHCCHUM  IIOCJE€  COTJIACOBaHUSI C  CEKpeTapeM
Cankr-IleTepOyprckoit n30upaTenbHOM KOMUCCHH.

[lo OKOHYaHMM KaJEHIAPHOTO TOJa B KOHLE HOMEHKIATyphl JAell
COCTABJISIETCSI UTOTOBAsl 3alUCh O KOJMYECTBE 3aBEJICHHBIX JieNl (TOMOB, 4acTen),
OTJIEIBHO T10 JieJIaM MTOCTOSIHHOTO U BPEMEHHOT'O XPaHEHHS.

Cpox xpaHeHHs] JOKYMEHTOB YKa3bIBA€TCSl B HOMEHKIIATYpPE JI€ CO CChLIKON
Ha ctaTblo Ilepeuns. Cpok XpaHEHUs JOKYMEHTOB, HE€ YKa3aHHbIX B JaHHOM
[lepeune, ycranaBmuBaercss OIIK mo cormacoBanuto c¢ Cankrt-IletepOyprekoit
n30UpaTeIbHOM KOMUCCHEH.

Hcuucnenune CPOKOB XpaHEeHUs JIOKYMEHTOB, 3aKOHYEHHBIX
JeJIOMPOU3BOACTBOM B TEKYILIEM I'O/ly, HAUMHAETCS ¢ | STHBaps CIEeAyIOLIEro roja.

11.2. Opopmnenue JOKYMEHTOB, 3aKOHYCHHBIX JIEJIOMPOU3BOACTBOM,
dbopMHpoBaHUE U TEKYyIIee XpaHEeHue el B TeppuTopralibHOH KOMUCCHHU.

3aKOHYEHHbIE JEJIONPOU3BOICTBOM JTOKYMEHTBI ohopMIISIOTCS
B COOTBETCTBMM C TpeOOBaHWSAMHU HacTosmed WHCTPYKIuU, CHUCBIBAIOTCA

npeacenarenaeM TeppuTOpUAIbHON KOMUCCUU B 1e€0. [Ipyu 3TOM B HUKHEN 4acTH



JUIEBOW CTOPOHBI MEPBOrO JHCTAa JOKYMEHTa Ha CBOOOJHOM OT TEKCTa MECTe
CTaBUTCSI OTMETKA O €r0 UCHOJHEHUH, paciin(poBBIBAECTCS OJNUCH IPECENATENS
TeppuroprabHON KOMHUCCHH, YKa3bIBA€TCSI HOMEP Jiea 110 HOMEHKJIaType U JaTa
cnucanus. [Ipu He06X0AUMOCTH OTMETKa 00 MCTIOTHEHUN MOXET OBITh ClIeaHa Ha
O00OpOTHOM CTOPOHE NEPBOrO JIUCTAa JOKYMEHTa. B peructpaumonHyoo ¢opmy
BHOCUTCS OTMETKa O CIMCAaHUU JIOKYMEHTa B JIEJI0 C yKa3aHUEM HOMepa Jena
COTJIACHO HOMEHKJIAType JEN.

VcnonHeHHbIE JTOKYMEHTHI (OPMHUPYIOTCS B Jejla B COOTBETCTBUM C
YTBEPKACHHON HOMEHKJIATypOH JEII.

Jleno cuuTaeTcs 3aBEACHHBIM C MOMEHTA BKIIOUYEHHS B HErO0 IIEPBOTO
VCIIOJIHEHHOT'O JIOKYMEHTA.

[Ipyu ¢opMupoBaHMM Jefa OPOBEPSAETCS MPABUIBHOCTH OTHECEHHUS
JOKYMEHTOB B JaHHOE JENo, KauecTBO O(OpMIICHHS M KOMIUIEKTHOCTb
JIOKYMEHTOB, HAJIMYKME MOJIUCEN, BU3, PETUCTPALIMOHHBIX HOMEPOB, CIIPABOK HIIU
OTMETOK 00 UCHOJIHEHWH, CHOUCAaHMM B JeJ0 U Jpyrux. HemnpaBuibHo
oopmiieHHBIE JOKYMEHTHI JOJKHBI OBITH JOO(QOPMIIEHBI, a 3aTEM MOMEIICHbI B
JENO0.

He nonmyckaercs moMemeHue B €10 JOKYMEHTOB, COACPKAHUE KOTOPBIX HE
COOTBETCTBYET 3aroJIOBKY Jiena.

[Ipu popMupoBaHUM J1€7 COONIOAAIOTCS CIEAYIOIINE TPEOOBAHMUS:

JOKYMEHTBI MOCTOSIHHOTO M BPEMEHHOTO XpaHEHUs (POpMHUpYIOTCS B jAela
pa3leNbHO;

B JIeJIO0 BKJIIOYAIOTCS TOJIBKO MCIIOJIHEHHbIE, MPaBUJIBHO O(OPMIICHHBIE
JOKYMEHTBI B COOTBETCTBUH C 3aroJIOBKaMU JI€JI B HOMEHKJIATYPE;

BCE€ JIOKYMEHTBI, OTHOCSILMECS K PELIEHUIO0 OJJHOTO BOIpoca, (GOpMHUPYIOTCA
B OofHO neno. B ciywae ecnu mogbopka JOKYMEHTOB IO OJHOMY BOIIPOCY
HacuHuThiBaeT 0ojee 100 JTHCTOB, OHA MOXKET OBIThH BBIJEIIEHA B CAMOCTOSITEIILHOE
NEI0;

JAOKYMCHTHBI, ITOJJIC)KAIIC BO3BPATY, B ACJIO HC ITOMCIIAOTCA,;



B JIEJIO IMOMENIAETCS TOJIBKO OJUH 3K3EMIULIP JOKYMEHTA, YEPHOBUKH H
BapHaHThI IPOEKTOB JOKYMEHTOB B JI€JIO HE MOIINBAIOTCS (32 UCKIIOYEHUEM TEX,
Ha KOTOPBIX MMEIOTCS BM3bl, YKa3aHHs IO MCIOJHEHHIO JOKYMEHTOB U JPYIHe
OTMETKH, JIOMOJIHSIOIINE NEPBBINA IK3EMIUISD);

B JI€JIO BKJIKOYAIOTCA, KaK IIPaBUJIO, JOKYMEHTHI OJHOTO KaJIEHIapHOTO roja
(MCKJIFOUEHUE COCTABIIAIOT JINYHBIE U MEPEXOAIINE JEI1a);

KaXX70€ JeN0 He JOJKHO mpeBblmath 250 JaucToB, mpu 00iblieM o0beme
JIOKYMEHTOB B JieJie JOPMUPYETCSI HECKOJIBKO TOMOB (4acTei).

[Ipu BKJIIOYEHHUHU B J€NI0 (paKCcOrpamMMbl JENACTCS €€ KCEPOKOIMHUs, KOTopas
nonmuBaercss B Aeno. [logiMHHUK — dakcorpaMMbl  YHHUYTOXKAETCS  C
IPOCTaBJICHUEM OTMETKH 00 YHUUTOXEHUU HA KCEPOKOITUU.

B ciyyae He0OX0IMMOCTH JOKYMEHTHI IO OJJHOMY M TOMY € BOIIPOCY, HO C
pa3IM4YHBIM CPOKOM XPaHEHHUs, MOTIYT HaxOIWUTbCS B OJHOM Jele J0 KOHIA
TEKyIIEr0o Troja WIM [0 3aBEPIICHUS MCIOJHEHUS JOKYMEHTa, a 3aTeM
nepedopMUPOBBIBAIOTCS B Ji€jIa IOCTOSHHOTO U BPEMEHHOT'O XPaHEHUSI.

B neno BKIIIOYAKOTCS BCE JOKYMEHTBI IO KOHKPETHOMY BOIIPOCY BMECTE C
IPUIOKEHUSIMH, YKa3aHHBIMU B TEKCTE JOKYMEHTA, IPU OTCYTCTBUU MPUIIOKEHUH,
yKa3aHHBIX B TEKCTE JIOKyMEHTa, HUCIOJIHHUTENIb OOs3aH cJlenaTh 3aluch Ha
JOKYMEHTE 00 UX MECTOHAXOKICHUU.

JIOKyMEHTBl BHYTpPM JI€Jla paclojaraiTcss B XPOHOJOTMYECKON WM
BOIIPOCHO-JIOTUYECKOM MOCIIEN0BATEIBHOCTH NN UX COUETAHUU.

HopmaTuBHBIE U  OpraHU3ALMOHHO-PACTIOPSAUTENbHBIE JIOKYMEHTBI C
OTHOCALIMMUCA K HUM [PUIOKECHHUSIMHU TPYNIUPYIOTCS B Je€ja IO BUIAM
JOKYMEHTOB U 110 XPOHOJIOTHH.

IIpoTokoel 3acenannii TeppUTOPHUATBEHON KOMUCCUU PACIIONArarOTCs B JENE
[0 XPOHOJIOTMM B TOPSAKE BO3pacTaHUs HOMEPOB. J[OKyMEHTBI K 3acelIaHHIO
TeppuropraabHOM KOMUCCUM IIOMEIIAIOTCA ITOCIE COOTBETCTBYIOIIErO MMPOTOKOJIA.

[Tonoxenus, UHCTPYKILIHH, YTBEPKJICHHbIE pacnopsIuTeIbHbIMU
JOKYMEHTaMH, SIBISIIOTCS NPWIOKEHUSAMU K HUM M TPYHIHUPYIOTCS BMECTE C

YKa3aHHBIMH JOKYMCHTAaMM.



[limanoBast © OTYETHAS] TOKYMEHTAMs HE3aBUCUMO OT JAThl €€ COCTABIICHUS
BKJIFOYAETCS B JEJIO TOTO ro/ia, K KOTOPOMY OHA OTHOCHUTCSI.

B nene «llepenucka» wucxomsimmii (OTBETHBIM) TOKYMEHT TMOMEIIAETCs
nocie Bxojdiiero. [Ipu Bo300OHOBIEHUM MEPENUCKH MO BOIMPOCY, HAayaBIIEHCS B
NpeAbIIyIIEM TOAYy, JOKYMEHTBl BKJIIOYAIOTCA B JIEJI0 TEKYLIEro rojga u
YKa3bIBACTCSI MHJIEKC TOTO Jieja MO0 HOMEHKIAType AEeN MPEIbIAyIIEro roja, B
KOTOPOM HaXOJSITCS MPEALIECTBYIOIIME IOKYMEHTBI [0 3TOMY BOIIPOCY.

OOpaiieHus rpaxkJaH U AOKYMEHTBI MO MX PACCMOTPEHUIO (OPMUPYIOTCS
B oTnenbHBIC fena. Kaxkmoe oOpaiieHre U Bce JOKYMEHTHI 10 €r0 PAaCCMOTPEHUIO
COCTaBJISIFOT B JI€JI€ CAMOCTOSITEJIbHYIO TPYIIIY U pacrojiaratoTcsi B aipaBUTHOM
MOPSIJIKE 10 TIepBhIM OykBaMm daMUIuii aBTOPOB 0OpaIeHu .

B nenax, Haxomsimmxcs B JEJONPOU3BOJICTBE, JOKYMEHTHI TEKYILETO roja
pacmnoyiararorcsi IO XpPOHOJIOTMM CHU3Y BBEpX M0 Mepe mnoctyiuieHus. [lpu
MOJATOTOBKE K CHAa4Y€ B apXWB JieJIa ¢ JOKYMEHTAMH MOCTOSSHHOTO M BPEMEHHOTO
(10 mer u Oosee) xpaHeHUs MepeOPMUPOBBHIBAIOTCS B OOPATHOM TOPSJIKE:
JIOKYMEHT, MOCTYNUBIIUN B KaJICHJIAPHOM TOAY IMOCJIEIHUM, JIOJDKEH ObITh BHU3Y
JleNia, a MePBbId JOKYMEHT KaJE€HIapHOIO TO/1a — BBEPXY, IEPBBIM.

Jlena ¢ MOMEHTA UX 3aBEJICHHS U JI0 NIepeJayu B apXUB WM YHUUTOKEHUS B
CBSI3M C HUCTEUEHUEM CPOKOB XPaHEHUA HAXONATCA Yy Mpeaceaarens
(OTBETCTBEHHOTO 32 BeJICHUE JCIONPOU3BOACTBA) TeppuTopraIbHOl KOMUCCHHU.

[Iporokoisbl 3acenanui, pewmieHus TeppUTOPUATIBHOW KOMMCCHUM, CIUCKHU
MPUTJIAMICHHBIX, PUJIAra€MbI€ K MPOTOKONY, MOJJIMHHBIE IK3EMIUISIPhI PEIIEHUN C
COOTBETCTBYIOIIMMHU TMPWIOKEHUSIMHU, MNPOTOKOJbHBIE MOPYYEHUS, JOKYMEHTHI,
MOCITY)KUBIIIME OCHOBAaHMEM JUISl PACCMOTPEHMS BOIIPOCAa Ha 3aCEHaHUU
TepputopuanbHOil KOMHCCUH, paciiMdpoBaHHAS ayIM03aMUCh 3aceqanus (Mpu ee
HaJW4yuM), CIHCKA PACCBUIKM PELICHUA A0 Tepefayd B apXuB HAXOJATCS Yy
npejcenarens (OTBETCTBEHHOTO 3a BEJICHUE JIEIOTPOU3BOICTBA)

TeppuropranbHON KOMUCCHUH.



3a COXpaHHOCTh JOKYMEHTOB M €I OTBETCTBEHHOCTbh HECET IMPEACENaTEeb
TepputopuanbHOl KOMUCCUU M OTBETCTBEHHBIN 32 BEJCHUE NIEJIOMPOU3BOJICTBA B
TeppuropualibHOM KOMUCCHH.

Jlena JOJDKHBI HAXOAMThCS B pabodeid KOMHATE WM B CHEUUAIBHO
OTBEJICHHOM IS 3TOM 11e7TM MOMEIIEHUU U XPAHUTHCS B 3alUparomxcs mkadax,
IIPEAOXPAHAIOIIUX JTOKYMEHTHI OT IBUIH U BO3JIEUCTBUS COJTHEYHOTO CBETA.

B wmemsx o0ecnedeHWs ONEpPaTUBHOIO IIOMCKA JIOKYMEHTOB J€la
pacronaratorcsi B COOTBETCTBUM C HOMEHKJIATypoOW Jes, KOIUsi KOTOpOi
MIOMENIAeTCsl Ha BHYTPEHHEW CTOPOHE JIBEPILIbI IKada.

Ha «kopemkax o0noxek Jena yKa3bplBalOTCS HHACGKCHI JeNl 0
HOMEHKJIaType Jell.

Jlena, Haxonsdmuecs Ha TEKYyIIEM XpaHEHHMH, Mojuexar yuery. llepen
nepenadell JOKYMEHTOB B apXWB IPOBOJUTCSA IIPOBEPKA HAMUMYMUSA U COCTOSIHUS
JOKYMEHTOB M JIeJl B LENSAX YCTAHOBJEHUSA (PAKTUYECKOTO HAIWYUS JAel U
COOTBETCTBUS UX KOJUYECTBY, YUCIIAIIEMYCS [10 HOMEHKIIAType AL

IIpoBepka HamM4Msi M COCTOSIHUSA JOKYMEHTOB W €1 NPOBOAUTCS IIPH
IIEpEMEIICHUM JI€, BO3BpaTe JeJ, CMEHe Ipeacenarens 1 eppuTOpHAIbHON
KOMMCCHU.

IIpoBepka mPOBOAUTCS IIyTEM CBEPKM CTAaT€l HOMEHKJIATYpbl JEl C
OMMCAHHUEM JIe]l Ha OOJIOKKE, a PU3NUECKOE COCTOSIHUE JIeT ONMpEeaesieTcs] MyTeM
UX BU3YyaJbHOro mpocMmoTpa. Bce oOHapykeHHbIE HEOCTATKH (DPUKCHPYIOTCS B
aKTe MPOBEPKU HAJMYUS U COCTOSTHUS JIEIT.

B cmywae yrpaThl JOKYMEHTOB UM Jie MPOBOIUTCS  CilyXkeOHOe
paccienoBaHue, IO pe3yibTaTaM KOTOPOIO JIMIIO, BUHOBHOE B YyTpaTe, HECeT
OTBETCTBEHHOCTh B YCTAHOBJICHHOM MOPSIJIKE.

Ecnu otnenbHble TOKYMEHTBI, YK€ BKJIIOYEHHBIE B JE€JI0, BPEMEHHO
TpeOyIOTCs AJis paboOThl, OHU MOTYT OBITH BBIJAHBI M3 JieJla, @ HAa UX MECTO
BKJIQ/IBIBAECTCS JINCT-3aMECTUTENIb C YKa3aHHEM, KOT/la, KOMYy W Ha KakOW CpOK
BBIJIaH JJOKYMEHT.

11.3. DxcnepTr3a IEHHOCTH JOKYMEHTOB.



OKcnepTu3a LEHHOCTH JOKYMEHTOB MPOBOAUTCS Uil  YCTAHOBJICHUS
HAay4YHOM, HUCTOPUYECKOM M  MPAKTUYECKOM  3HAYUMOCTH  JOKYMEHTOB,
00pa30BaBIIUXCS B TpollecCe NEATEIbHOCTH TeppUTOpHaNbHOM KOMHUCCHUU, C
LETBI0 0TOOpa UX NSl JAaTbHEUIIIETO XPAHECHUS WM YHUUTOXKEHUS.

DKcrepTr3a UEHHOCTH JIOKYMEHTOB IPOBOAMUTCS TMPU  COCTABJICHUU
HOMEHKJIATyphl JieJ, B mpolecce (HOPMUpPOBAHMS €, MPU MOATOTOBKE NN K
nepeaye B apXuB.

JIns paccMOTpeHHUs] IPOEKTOB HOPMAaTUBHO-METOJINYECKUX TOKYMEHTOB IO
BOIIPOCAM JIEJIONPOMU3BOJICTBA U APXUBHOIO JEJa, ONMUCEH el MOCTOSHHOIO H
BpeMeHHoro (10 mer u Oosee) XpaHEHUs, aKTOB Ha YHUYTOXEHUE eI H
JOKYMEHTOB, HE€ HWMEIOIIMX HAYYHOM I[IEHHOCTM M MPAKTUYECKOTO0 3HAYECHUS,
npukazoM npexaceaarens TeppuTopraibHOW KOMHMCCHUU CO3JAeTCS DKCIepTHas
komuccus (nanee — JK).

B ee ¢yHKIIMU BXOIUT Tak»Ke PacCMOTPEHHE U OJI0OpEHHE HOMEHKJIATYPbI
nen TeppurtoprualibHOM KOMHUCCHH.

B cocra OK BkiouarTCs uieHbl TeppUTOpUAIbHON  KOMUCCHH,
rpakJaHCKUE Cy)Kalllhe anmapara TeppuTopuaibHOM KOMMCCUHU, UJICHBI
Cankr-IletepOyprckoit U30MpaTeNbHON KOMHCCHH WM COTPYAHUKM ammapara
Cankr-lleTepOyprckoii n30upaTenbHOM KOMUCCHH (IO COTJIACOBAHUIO).

[Ipu mnpoBeneHHM HKCMEPTU3BI IIEHHOCTH JOKYMEHTOB OCYIIECTBIISIETCS
oTOOp 1en mocTosTHHOTO M BpemeHHoro (10 yet u Gomnee) xpaHeHus, oT00p 1€ C
BPEMEHHBIMU CpPOKaMHM XpaHCHHS, TMOJICKAINX XPAHEHUIO, BBIJEIECHUE K
YHUYTOXXEHUIO JIeJl 3a MPEABIAYIINE TOJbl, CPOKU XPAHEHUS KOTOPBIX, HUCTEKIIU.
[Ipu 3TOM OAHOBPEMEHHO MPOBEPSIIOTCS KAYECTBO U MOJTHOTA HOMEHKJIATYpPHhI JIEd,
MPABWIBHOCTH OINPEICTCHUS] CPOKOB XPAHECHUS JEI.

DKclepTr3a LEHHOCTH JOKYMEHTOB OCYIIECTBISIETCS MyTEM MOJKMCTHOTO
npocmoTpa gen. He pomyckaercss oTOOp OOKYMEHTOB [JIsl XpaHEHUS WU K

YHUYTOKCHHUIO TOJbKO HAa OCHOBAHHWH 3aroJIOBKOB ACJI.



JIOKyMEHTBI, yTpaTUBILIHE MPAKTUYECKOE 3HAYEHWE U HE HMEIOIIUe
HUCTOPUYECKONW WJIM HAYYHOM LIEHHOCTH, IO HCTEYEHUU YCTAHOBJIIEHHBIX CPOKOB
XPAaHEHUS MOJIEKAT YHHUTOKEHHUIO 110 AKTY.

AKTBI O BBIJICJICHUU K YHUYTOXKEHUIO JIe] U JJOKYMEHTOB paccMaTpUBAIOTCS
Ha 3acenaHusx OK OJHOBPEMEHHO C ONMUCAMM J€l. YHHUUYTOXKEHUE AN U
JOKYMEHTOB J10 YTBEPKACHUS aKTOB 3aIPEIIACTCs.

[lo pe3ynbraram 3KCIEPTU3bl LEHHOCTH JAOKYMEHTOB OTBETCTBEHHBIM 32
BEJICHUE JIEJIONPOU3BOACTBA €XKErOJHO COCTABISIOTCA CBOAHBIE ONUCH JIEII
MOCTOSTHHOTO W BpemeHHOoro (10 nmeT u Gonee) xpanenus (mpuoxkennst Ne 10, 11)
U 0 JMYHOMY cocTaBy (mpuioxkenue Noe 12), a Takke akThl O BBIJCICHUU K
YHUUTOXKEHHUIO JIe]1, HE MOJUIeKaINX XpaHeHu o (mpuioxenue Ne 13).

Onucu nen mocrossHHOro u BpemeHHoro (10 yner u Oozee) XpaHeHus, a
TaKKe€ aKThl O BBIICIICHUM K YHUYTOXXECHHUIO 3TUX Jed paccmaTpuBaroTcs Ha DK
Y YTBEPXKAAIOTCS Ipeacenarenem TeppuropruanbHO KOMUCCHH.

ITpu YHUYTOKEHUH JIOKYMEHTOB co CPOKOM XpaHEHUs
«/lo muHOBaHus HagoOHOCTH», «1 TOm», «3 TOHA», «S5 JIET» COCTABJISETCS AKT
(mpunoxxenue Ne 14), KOTOpBIM MOAMMUCHIBAETCS HE MEHEE YEM JIByMs 4JI€HaMU
TeppuropuanbHOM KOMUCCUUA M YTBEPXKAAETCA IpeacenaresieM TeppuTopuaibHON
KOMHCCHH.

UepHOBUKM W  PYKONKWCH MOJArOTABIUBAEMBIX JOKYMEHTOB, KOIHUU
WH(GOPMAIIMOHHBIX W JPYIMX MAaTEpHaliOB, HE TMOJUICKANIMX BKIIOYCHUIO B
HOMEHKJIaTypy [, 10 MUHOBaHUM B HUX HaJOOHOCTH MOTYT YHHUTOXATbCs O€3
COCTaBJICHUS aKTa.

BpomropoBka e MpOU3BOAUTCS TOJIBKO IOCJIE MPOBEACHUS HKCIEPTU3BI

HNECHHOCTHU JOKYMCHTOB.

11.4. Odopmiienue nern.
Jlena, momiexamuye Imiepenaade Ha XpaHGHHE B apXHB, JOJDKHBI OBITH

0o(OpMJIEHBI COOTBETCTBYIOILIUM 00pa3oM.



Odopmnenne fena BKIIOYaeT B ce0s MPOBEPKY CHCTEMaTU3allUU
JIOKYMEHTOB BHYTPH JIeJia, HyMEpAIUIO JIMCTOB, COCTABIICHUE BHYTPEHHEH ONMUCH
JTOKyMeHTOB jena (mpmiokenue Ne 15), nucra-zaBeputens nena (MPHIOKCHHE
Ne 16), opopmiieHre peKBU3UTOB O0I0KKH, MOAIMINUBKY (NIEpETJICTCHHUE) AeTa.

B 3aBHCHMOCTH OT CPOKOB XpaHEHUs MPOBOAMUTCS MOJTHOE WU YaCTHYHOEC
odopmIIeHHE JIeTT.

llena BpemenHoro (mo 10 yeT BKJIIOYUTENBHO) XpaHEHUsS MOJJIekKAT
qacTUYHOMY OQOpPMJICHHIO: JIOMYCKAaeTCs JIUCTHI Jella He HyMepoBarth,
3aBEPUTEIbHBIE HANIUCA HE COCTaBIATH. [IpM 3TOM JOKYMEHTBHI IOMyCKAeTCs
XPaHUTh B MANMKAX-CKOPOCIIMBATENSIX, MATKUX 00JI0KKaX.

Jlena MOCTOSIHHOTO XpaHEHHs MojJiexaT mosiHoMy odopmieHuto. [lomHoe
oopmiieHne ena MpeaycMaTpUBAET MPOBEPKY CHUCTEMATH3alMU JOKYMEHTOB
BHYTPH JieJia, MPAaBWIBHOCTU X OQOpMIICHUS (HaTUYue HEOOXOIUMBIX MOIUCEH,
BU3, OTMETOK O PETHUCTPAIMH U WCIIOTHEHHH, MPUIIOKEHN), HyMEpaIluio JIMCTOB,
COCTABJICHHME BHYTPEHHEH OIKMCH JOKYMEHTOB Jieja, COCTaBJICHUE JIMCTa-
3aBepuTes jiena, opopmiIeHHe PEKBU3UTOB OOJI0KKH, TIOJIIIUBKY (TIEpeIieTeHUE)
nena.

O6noxKa nena odopmisieTcs o YCTAHOBJICHHOU dbopme
(mpuoxenue Ne 17). CBegenus Ha 00JI0KKY TIEPEHOCATCS] U3 HOMEHKIIATYPHI JET
C YTOYHCHHUSMH, OTPAXKAIOMUMU (AKTHUCCKHI COCTaB TOMEIICHHBIX B JIEJIO
JIOKyMEHTOB.

OOnoxKka nmena HAIMUCHIBAETCS YEPHBIMH CBETOCTOMKHUMHU YCPHHIIAMH,
pazbopunBo, 06e3 cokpameHuii. JlomyckaeTcs odopmieHHE OOJIOKKH Jelia ¢
WCITI0JIb30BAaHUEM KOMITBIOTEPHON TEXHHKH.

Ha o0noxke npenma yKas3bIBalOTCS CJCNYIONIME PEKBU3UTHI: Ha3BaHUE
TepputopralibHOW KOMHUCCHH, JAEJIONPOU3BOJICTBEHHBI HOMEp (MHAEKC) Jena,
3arojIOBOK Jefia, jJara aena (ToMma, 4acTH), KOJWYECTBO JIMCTOB B JIEJie, CPOK
XpaHeHus Jena.

PexBu3uTHI, mpocTaBisieMble Ha 00JIOKKE Aesa, OPOPMIISIOTCS CIAEAYIOIINM

obOpazom:



Ha3BaHue TeppuUTOpHUATEHON KOMHUCCHUM YKa3bIBAETCSI B COOTBETCTBHM C
perniamenToM  TepputopuanbHoili komuccuu. [lpu  H3MeHEeHUM  Ha3BaHUSA
TeppuropraibHONM KOMUCCUU B TE€UEHHE MEPUOA, OXBATHIBAEMOTO JOKYMEHTaMU
Jiena, Ha 00JI0KKE K CTapOMY Ha3BaHUIO MPUITMCHIBAETCS HOBOE;

JIEJIONPOU3BOACTBEHHBIN HOMEP (MHIEKC) JieJia — MpOCTaBisieTcs: udpoBoe
o0o3HaueHUE (MHIEKC) Jea M0 HOMEHKJIAType el M yKa3blBaeTcs HOMEp ToMma
(uactn);

3aroJioBOK (HaWMMEHOBAaHME) Jiela TEPEHOCUTCS U3 HOMEHKIATYphl el
(B HEOOXOJIMMBIX CITy4YasiX B 3ar0JI0BOK BHOCSITCSI YTOUHEHHS);

mata Jena — Ha OOJOXKKE Jiea YKa3bIBalOTCS JBE JIaThl, KOTOpPBIE
HA3bIBAIOTCSl KPAHUMH JJaTaMU M COOTBETCTBYIOT T'OJIy 3aBEJCHUS M OKOHYAHUS
nena. HavanpHas mara — 3TO JaTa camMoro paHHEro, a KOHEYHas Jara — Jjara
camMoro Mo3AHEro JOKyMeHTa B fiene. [Ipu 3ToM yuuThIBaroTCsl JaThl BXOJALINX U
UCXOJAIIMX JIOKYMEHTOB (B cCllydyae HMX OTCYTCTBHSI — JaThl PErucTpaluu
JIOKyMEHTOB), U HE YUUTHIBAIOTCS JIaThl CIIMCAHUSI JOKYMEHTOB B JI€JIO, YKa3aHUU
[0 WCIIOJIHEHUIO JOKYMEHTOB, OTMETOK HUCIIOJIHUTEINS (32 UCKIIOYEHUEM CITy4yaes,
KOI'/Ia Ha JOKyMEHTaX HEe UMEETCA JIPYruX J1aT, KpOME MEPEUUCICHHBIX ).

[Ipu Hamucanuu KpaHUX AaT HA OOJIOKKAX €l MOCTOSHHOTO XpaHEHUs
YUCJIO U TOJ] MPOCTaBIISIOTCS apabckumu mudpamu. Ha o0moxkkax e BpeMEHHOTO
XPaHEHMs! YKa3bIBAETCS TOJIBKO T'O/I.

Ha oOnoxkax fen, coOCTOAIMMX U3 HECKOJBKUX TOMOB (4acteil),
MPOCTABJISIOTCS KpaliHUE AaThl KAXI0T0 ToMa (4acTH).

KonnuecTBo MpoHyMEpOBaHHBIX B JieJ€ JUCTOB MPOCTABJISETCS C JIMCTa-
3aBEpUTENIS Jena.

Cpox XpaHEHHUs IEPEHOCUTCSI Ha OOJIOKKY Jieja U3 HOMEHKIaTypsl Aen. Ha
Jiesiax MOCTOSIHHOTO XpaHeHust nuieTcs: «[locTosHHo».

Ha kopemnike aena yka3bIBarOTCs 3aroJIOBOK Jieja, roJ1 Jejia U TOM Jiena.

B wmemsax  oOecniedeHHsT COXPAaHHOCTM M 3aKpeIUICHUS  MOpsIKa
pacmojoXKeHus] JOKYMEHTOB, BKIIFOUEHHBIX B JI€NIO, BCE JIMCTHI, KPOME YMCTHIX,

JIMCTa-3aBEpUTENs Jelia U JINCTOB BHYTPEHHEN ONUCU HYMEPYIOTCS B Pa3BEPHYTOM



BUJe apabckumu ImdpamMu BajoBOW Hymepauued. YucTtele nHUCThl U3 JAena
u3bIMalOTCs (0€3 TOBPEXKIEHUS IIEJOCTHOCTH Jea) M YHUYTOXaroTcs. JIucThi
HYMEPYIOTCA MPOCThIM KapaHJalloM, CBEPXY BHH3 B BO3pPACTAIOLIEM MOPSAKE
HOMEpOB, HauMHasA C nepBoro. Ludpsl mpocTaBisAioTCS B MPABOM BEPXHEM YTy
mucta. Hymepanusi LBETHBIMU KapaHAAllaMU, YEpPHWJIAMH U HYMEPATOpaMH HE
JOITYCKaeTCsl.

JIOKyMEHTBI ¢ COOCTBEHHOM HyMepaluei JIMCTOB, B TOM YHCIIE ME€YaTHBIC
U3JIaHUS, HYMEPYIOTCS B OOIIEM TMOPSAKE WM COXPAHSIOT COOCTBEHHYIO
HYMEPALIMIO, €CJIA OHa COOTBETCTBYET MOPSAKOBOMY PACIIOJIONKEHUIO JIMCTOB B
nene.

Cnoxennblii Jct Oonbimoro ¢opmata (A2, A3) pa3BopauuBaeTcs Hu
HyMEpyeTcsi B NPaBOM 4YacTU BepxHEro mojis jucta. llpu 3toM muct mroboro
¢opmaTta, MOAIIMTHIA 3a OAMH Kpail, HyMmMepyercs KaK OJWH JIUCT, a JIUCT,
CJIOKEHHBIM 1 MOJAIIUTHIA 32 CepeANHY, MOIJIEKUT MEPEIINBKE U HYMEPYETCs Kak
OJIVH JIUCT.

Eciu B nene ectb KOHBEPT C BIOXKEHUSMH, TO CHadalga HyMmepyercs
KOHBEPT, a 3aT€M O4YepEAHBIM HOMEPOM KaXK/10€ BIIOKEHHUE.

®dortorpapun U Apyrue WIUIIOCTPATUBHBIE MaTepHallbl HYMEpPYIOTCS Ha
00OpOTHOI CTOPOHE B JIEBOM BEPXHEM YTIIy.

JIMCT ¢ HAarayxo HaKJIEEHHBIMU JIOKYMEHTaMHU (BbIpe3KaMu, GoTorpausimMn)
HYMEPYETCS KaK OJIMH JINCT. EciM K TOKYyMEHTY NOJKJIEEHBI OJHUM KPAaeM Apyrue
JIOKYMEHTBI (BCTaBKU TEKCTA, IEPEBO/IBI), TO KaXKIbI JTUCT HyMEPYETCS OTIEIBHO.

[Ipunoxenue K Jelly, COCTaBISIFOUIEE OTHAEIBHBIM TOM, HyMeEpyercs
OTJIEIBHO.

[Ipy HamMyuU OTHENBHBIX OMIMOOK B HyMEpalMU JMCTOB B Jejax IpH
NOJrOTOBKE HX K cJlade B apXuB JIOMYCKAETCA  YMOTpEOJIEHHWE JHUTEPHBIX
(c OyKBEHHBIMH JIOTIOJTHEHUSIMH ) HOMEPOB JIUCTOB.

B nenax mnOCTOSIHHOrO XpaHEHWs MJisi ydyeTa W TIOMCKa JOKYMEHTOB
B Hayasie Jieja MOKET OMENIaThCA BHYTPEHHSIs1 onuch (npuioxenue Ne 13).

JIucTel BHYTPEHHEN ONMCH HYMEPYIOTCSI OTAEIBHO.



Kaxnoe neno 3akaHuMBaeTCs JTMCTOM-3aBEPUTENIEM YCTAHOBIEHHOW (OPMBI
(mpunoxkenue Ne 16).

B nucre-3aBepurene aena nugpamMu v MPOMUCHI0 YKa3bIBAETCS (haKTHUECKOE
KOJIMYECTBO JINCTOB B JAHHOM JI€JIE, 4 TAKXKE HAJTUYUE JIMTEPHBIX U MPOITYIIEHHBIX
HOMEPOB JIMCTOB, KOJMYECTBO JMUCTOB BHYTPEHHEH ONWUCH WM HAJIUYUE CpPEOu
JOKYMEHTOB Ta3eT, KHUT, Oporrop, depTexel, dororpaduil, pucyHKOB U T.1.,
CTaBUTCS JlaTa M MOAMHUCH pabOTHUKA, CPOPMUPOBABIIETO AENO, U yKa3bIBACTCS
€ro JOJHKHOCTb, WMHULIMANGI U (ammiug. Eciam xonuyecTBO JHMCTOB B Jee
WU3MEHSETCS, 3aBEPUTENIbHAS HAIIIUCh COCTABIISETCS BHOBb.

[Ipu moaroToBKe /el K MOIIIMBKE (MEPEIIETy) MPOBEPSETCS MPABUIBHOCTD
ux ¢GopMupoBaHusi, 0POPMIICHHUS, METAJUIMUYECKHE CKPEIUICHHS U3 JOKYMEHTOB
YAQISIIOTCSL.

JIOKyMEHTBI TIOJIIIUBAIOTCS TAKUM 00pa3oM, YTOOBI MOKHO ObLIO CBOOOIHO
MPOYUTATh TEKCT KAXAOTO JOKYMEHTAa, BU3bl W YKa3aHUS [0 MCIOJHECHUIO
JIOKYMEHTA.

11.5. Ilepenaya nen B apXuB.

Ilepemaua pgen MOCTOSHHOTO XpPaHEHWS B apXWB |eppUTOpHAIBHOU
KOMHCCUHU OCYILIECTBIISIETCS MOEAMHUYHO MO yTBepkaeHHbIM OIIK omnucsam nen
ITOCTOSTHHOT'O XPaHEHUs.

[Ipuem nokymMeHTOB Ha mocTosiHHOEe XpaHeHue B Cankt-IletepOyprckyto
n30UpaTEIbHYI0 KOMHUCCUIO O(OPMIISIETCSI aKTOM TpHUeMa-Tepesadn JTOKyMEHTOB
(mpunoxenue Ne 18).

B apxuB Cankr-IlerepOyprckoii n3dbupareabHO KOMUCCHH B COOTBETCTBHUU
C HOMEHKJIaTYypou Aen TeppuTopuasbHOM KOMHCCUU HAa THOCTOSIHHOE XPaHEHUE
MEpENAOTC:

JUYHOE JEN0 Tmpeacenarens TeppuTopualibHOM KOMHUCCUM B ClIy4ae
OKOHYAHHUSI CPOKA MOJHOMOYUNA MM OCBOOOXKJIEHHUS OT JTOJKHOCTH 10 MCTEUECHHMS

CPOKa IOJIHOMOYHI;



JUYHOE JEeN0 TOCYyAApPCTBEHHOIO TPa)XXJAHCKOIO CIY’KAIlllero arrmapara
TeppuTopralibHOW KOMHCCHUU B CIydae €ro YyBOJIBHEHHS C TOCYyAapCTBEHHOMU
CITY>KOBI;

JTOKYMEHTBI MIOCTOSTHHOTO M BpeMeHHOoTO (10 jeT u 6osiee) CpoKOB XpaHEHUS
B cilyuae peopranuzanuu (JiukBuaanuu) TepputopruanibHON KOMUCCUU.

IIpn mepemade nen Ha BCEX HIK3EMIUIAPAX OMNMCH J€JI NPOTHUB KaXIOTO
BKJIIOUEHHOTO B Hee nena B rpade «lIpuMeyanue» cTaBUTCS OTMETKA O HATUYUU
nena. B KOHIlE KakIIOro SK3eMIUIsApa OMUCH JIeJ YKa3bIBalOTCA HUppamMu U
IPOIMHUCHIO KOJIMYECTBO (PAKTHUECKH MPUHATHIX (IIEpEAaHHBIX) B apXUB Jell,
MHUIMAJIBI U (aMIINU JIUL], OCYILECTBISAIONINX IPUEM-TIepeaayy e, CTaBsITCs UX
IOJIMKCH U J1aTa.

IIpu npueme pgen mnpoBepsercd NpaBWIBHOCTH WX odopmiieHus. Jlena,
oopmileHHBIE C HapyLIeHHMEM IpaBWJ, YCTaHOBJEHHbIX MHCTpyKuueH,
BO3BpalaroTcs B TeppUTOpHAIbHYI0O KOMHACCHUIO C YKa3aHUEM HEAOCTATKOB I X
YCTpPaHEHHs.

N30uparenpHas TOKyMEHTalMs XpaHuTcs B TeppUTopHanbHOW KOMUCCUH B
coorBeTrcTBUM ¢ [lopsakoM XpaHeHus, Iepeladyd B apXUB WM YHUYTOKCHHS
JOKYMEHTAllii, CBS3aHHOW C TMOATOTOBKOM M MPOBEJECHUEM BBIOOPOB U
pedepeHayMoB B Cankr-IlerepOypre, YTBEPKIACHHBIM pelIeHueM
Cankrt-IlerepOyprckoit  u3bupartenbHOoil komuccuu, IlopsakoM XpaHeHUsT W
Iepeayl B apXuBbl JTOKYMEHTOB, CBS3aHHBIX C IIOATOTOBKOM M IIPOBEIECHHUEM
BbIOOpOB IIpesuaenta P®, I[lopsakom XpaHeHuss W TNepelayd B  apXHUBbI
JIOKYMEHTOB, CBSI3aHHBIX C IOATOTOBKOW M TPOBEJECHHWEM BBIOOPOB JIEMYTATOB
I'ocynapctBenHoit Jymbr @®C PO, yTBEpKIEHHBIMU COOTBETCTBYIOIIMMU
noctanoBieHusimu LK P®.

11.6. ITopsimok paGoThI C MEKTPOHHBIMH TOKYMEHTAMHU.

HcnonHeHHbIE AJEKTPOHHBIE JOKYMEHTBl CUCTEMATHU3UPYIOTCS B Jena B
COOTBETCTBMM C HOMEHKJIarypou nen TeppuropuanbHoi Komuccuu. Ilpu
COCTaBJICHHWM HOMEHKJIATYpbl J€J B 3arojIOBOK J€Ja BKJIIOYAECTCA YKa3aHUe

«DNEKTPOHHBIE TOKYMEHTBI».



Cpokr XpaHEHHsS DJEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CpPOKaM
XpaHEHUs aHAJIOTUYHBIX JOKYMEHTOB Ha OyMa)KHOM HOCHUTEIIE.

OKcnepTh3a LEHHOCTH JJIEKTPOHHBIX JOKYMEHTOB OCYLIECTBISIETCS B
O0IIeM TMOpsIIKEe, YCTAHOBJIEHHOM [UIsl JOKYMEHTOB Ha OyMa)KHOM HOCHTEIE.
[locine wucTedeHUs CpOKa, YCTAHOBJIEHHOIO [UISl XPaHEHUS DSJIEKTPOHHBIX €]
(3NEKTPOHHBIX JOKYMEHTOB), Ha OCHOBaHMM aKTa O BBIICJIECHHUH HX K
YHUYTOXKEHUIO, YTBEPKIECHHOIO IpeacenareneM 1eppuTopuanbHON KOMHUCCHUH,
yKa3aHHbIE  JJEKTPOHHBIE Jena  (JIEKTPOHHBIE  JOKYMEHTBI)  IOJJIEXKaT
YHUYTOKEHUIO.

ONEKTpPOHHBIE JOKYMEHTBHI IIOCTOSHHOI'O XPAaHEHMs [EpEeJaroTcs Ha
apXUBHOE XpaHEHHE II0 ONUCAM C O(QOPMIICHHEM aKTa IpueMa-lepeaadn

ANIEKTPOHHBIX IOKYMEHTOB.
12. OTBeTCTBEHHOCTH

12.1. Ynensr TeppHUTOpHAIbHOM KOMHMCCHM W TPAXKIAHCKHAE CITyKaIIUe
annapara TeppuTopraabHOM KOMUCCUU HECYT IEPCOHAIBHYIO OTBETCTBEHHOCTD 3a
coboieHre TpeboBaHU HacToseld MHCTPYKIMKM, COXPAaHHOCTh HAaXOIAINXCS Y
HUX JIOKYMEHTOB.

12.2. OTBETCTBEHHOCTh 3@  OpraHW3alMI0  JEJONPOU3BOJACTBA B
TeppuropuanbHoit KOMHUCCHH, BHEJIpEHUE aBTOMAaTU3UPOBAHHBIX
(KOMIBIOTEPHBIX)  TEXHOJIOTMA  TOATOTOBKM W 0OpabOTKM  JTOKYMEHTOB,
o0ecrieueHrne COXpPaHHOCTU JOKYMEHTOB U IepeAady MX B apXHMB, KOHTPOJIb 3a
coOmoieHneM TpeOoBaHU HacTosime MHCTpykuuu HeceT mpencenaTenb

TeppuropuaibHOM KOMUCCHH.
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[Tpunoxenue Ne 1

K MHCTPYKLIUHU T10 JACJIONPOU3BOCTBY B
TeppuropuanbHON U30MpaTEITHLHOMN
komuccun Ne 61

HEPEYEHDb

JAOKYMEHTOB, HE€ ITOVIC/KAIIINX PErUCTpanumn

Coo0mieHuns o 3acelaHnsIX, COBEIaHUIX 1 MMOBECTKAX JTHS.

VY4eOHble TPOrpaMMmBbl, TIJIaHbI.

PexnaMHbIe U3BEIIEHUS, TJIAKATHI (32 UCKJIIFOYEHUEM aruTallMOHHBIX ).
[To3npaBuTENBHBIE TUCHMA U TEIETPAMMBI.

[IpurnacurenbHbie OUICTHI.

byxranrepckne TOKyMEHTBI.

[TeuaTHble U3gaHUA.

OmneparuBHass uHboOpMalus, TocTynaromas nmo kaHaizam cBsizsu ['AC

«BpI10OPBD.
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K UHCTPYKIIHUHU O JIEJOMPOU3BOJICTBY B
TepputopualibHON H30HpaATEILHON
komuccun Ne 61

AKT

MLI, HWKCITIO AN CaBIIHNCCA

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

Hacrosimuii akT cOCTaBIEH B ABYX IK3EMIUISPax.

IHoamucu:
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TepputopualibHON H30HpaATEILHON
komuccun Ne 61

®opMbl 0JIAHKOB, HCII0JIb3yeMbIX B H30UPATEIbHOH KOMUCCHHA
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TEPPUTOPHUAJIBHAA UBBUPATEJIBHAS KOMHUCCHA Ne 61
INPOTOKOJ 3ACEJAHUA
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PEIHNIEHUE

20 ron Ne

Cankr-IletepOypr
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TEPPUTOPUAJTBHAS UBBUPATEJIBLHASI KOMUCCHS Ne 61
NPEJACEJIATEJD

ITPUKA3

20 roJ Ne

Cankr-IleTepOypr
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ITpunoxxenne Ne 4

K UHCTPYKIIHUHU O JIEJOMPOU3BOJICTBY B
TepputopualibHON H30HpaATEILHON
komuccun Ne 61

Tpe6oBaHus K JOKYMeHTaM, H3rOTOBJIIEMbIM C IOMOIIbI0

MeYaTawiuux YCTPOUCTB, U K (pailuiaM TEKCTOBBIX JOKYMEHTOB

1. TekcTsl TOKyMEHTOB Ha OylaHkax ¢opmara A4 meyaTtarotcs depe3 1 -
1,5 Me)XCTpOUYHBIX MHTEpPBAJIA.

2. TekcTbl JOKYMEHTOB, MOATOTaBIMBAaEMbIX K  THUHOTrpadCKOMY
U3JIaHUIO, TIEYATAIOTCS Yepe3 JIBa MEKCTPOUHBIX HHTEpBAJIA.

3. HazBaHue BuJa JOKyMEHTa [I€YaTaeTCs MIPOIMMCHBIMU OYKBaMHU.

4. Ecnam 3aronoBok K Tekcty mnpeBbimaer 150 3HakoB (5 CTPOK),
JOMyCKaeTcsl MPOAJIEBATh €ro 10 TPaHMIBI MPaBoro mois. Touyka B KOHIIE
3aroJ0BKa HE CTABUTCA.

5. PacumdpoBka mnomanucu B pekBusute «llogmuce» medaraercs
Ha YpOBHE MOCJIEIHENH CTPOKHM HAMMEHOBAHUS JOJKHOCTH C HMCIOJIb30BAHHEM
koMOuHaruu kinasuil Shift — Ctrl — [IpoGen mexny nHunmazamMu u paMuInei.

6. Co3znganue, ¢GopmMaTUpPOBAaHHE U BBIBOJ Ha Ie4aTh JOKYMEHTOB
MPOU3BOAATCS HA KOMIIBIOTEpAaxX C HMCIOJBb30BAaHUEM TEKCTOBOTO Ipolieccopa
MS Word. BueapeHue »dJEKTPOHHBIX TaOJMI], CO3/aHHBIX B TaOJIMYHBIX
npoueccopax, B nokymeHTel MS Word He pomyckaercs. Jlomyckaercs, npu
HEOOXOIMMOCTH, CO3/laHue, (popMaTUpOBaHWE W BHIBOJ Ha TMe4YaTh TaOJIHII
MOCPEACTBOM Tabm4yHOro mporeccopa MS Excel.

7. Ilpu QopmaTupoBaHUM JTOKYMEHTOB 0O0SI3aTE€JIBHO HCIOJIb3yETCS
BKJIFOUEHHAs] KHOIIKA 9YTOOBI BUACTH HA KPAHE BCE CIIY>KEOHBIE CUMBOJIBI.

8. Ilpu ¢dopmaTupoBaHuM TEKCTa JOKYMEHTOB MCIOJIB3YETCS CTHIIb,
KOTOPBIN UMEET CIIETyIOUIUE TapAMETPHI:

olllpucdr TimesNewRomanCyr

ePasmep 14 myHkTOB



eOtcTyn cieBa 0cm

cripaBa 0cm
ellHTepBan nepen 0 myHKTOB
nocie 0 myHKTOB

eMeKCTPOUYHBIM UHTEPBAT OAWMHAPHBIN, Oy TOPHBIN
ellepBas cTpoka orcTtyn Ha 1,25 cm
eBripaBHuBaHNE 0 IIMPUHE
9. Ilpu ¢opmatupoBaHur TAOIUIl HEOOXOJAUMO COOJIIOAATH CIETYIOIINE
TpeOOBaHUS:
Ta0auIla BCerja JOKHA MMETh Ha3BaHHE, KOTOPOE BBbIPABHHUBACTCS
IO MPAaBOMY TIOJTIO IOKYMEHTA;
Ta0IMIa BEIPABHUBACTCS TI0 IIEHTPY JIUCTA;
3aroJIOBKH CTOJIOIIOB M CTPOK BBIPABHUBAIOTCS T10 IIEHTPY SUCHKH;
JTAaHHBIC B sIMEHKaX TaOJIUITHI BRIPABHUBAIOTCS CBEPXY 10 JICBOMY Kpalo;
IPOJIOJHKEHUE TaOIWIIBI HA HOBOM JIMCTE BCETa HAYMHAETCS C 3arojIOBKOB
ee cTonbmoB (WM HOMEPOB Tpad B ciydae, ecid rpadnl TabIUIBI HA MEPBOM
JUCTE MPOHYMEPOBAHBI);
CTPOKH TaOJIUIIBI TIEPEHOCSATCS Ha HOBBIM JIUCT JOKYMEHTA MCKIIOYHUTEILHO
LIEJTUKOM;
IIUPHWHA W BBICOTA TaONWIBI HE JO/DKHBI TPEBBINIATH pPa3Mepbl IOJCH
JTIOKYMEHTA.

10. Pazmeps! nosieit TOKyMeHTa JOJKHBI UMETh CIEAYIOLINE TapaMETPBhI:

®BEPXHEE 2,0 cm
SHIDKHEE 2,0 cm
®JICBOC 2,0 CM (Ha JIOKyMEHTaxX CpoKoM XpaHeHus caoime 10 jer — 3,0 CM)
®IIpaBOE 1,0 cm

OT Kkpas 10 KOJIOHTUTYA:
®BEPXHETO 1,25 cm

®HMKHETO 1,25 cm



11. ITpy nOArOoTOBKE TOKYMEHTOB UCIOJIB3YIOT CIEAYIOIINE PEKBU3ZHTBHI:

repb cyonekta Poccutickoit denepanuu;
HalMEHOBaHKUE U30UpaTEIbHON KOMUCCHH;
HAaWMEHOBAHUE JTOJKHOCTHOTO JIAIIA;
CIIPaBOYHBIE CBEJCHUS 00 OpraHU3allNH;
HAMMEHOBAHHE BUJIA TOKYMEHTA,;

JaTa JOKYMEHTA,

PETUCTPALlMOHHBIN HOMEP JOKYMEHTA;

CCBIJIKa Ha I/ICXOI[SIHII/Iﬁ peFI/ICTpaHI/IOHHHﬁ HOMCD U

JlaTy TOKYMEHTA;

ajpecar;,
rpud yTBepKACHUS JOKYMEHTA;
3aroJIOBOK K TEKCTY JOKYMEHTA;
yKa3aHus M0 UCIIOJIHEHUIO JOKYMEHTA;
OTMETKA O KOHTPOJIE;

TEKCT JOKYMEHTA,

OTMETKA O HAJIMYUH MTPUIIOKEHNUS;
MOJINUCH;

rpud coriacoBaHus TOKYMEHTA;

B34,

1ey4arsb;

OTMETKa 00 MCITOJTHUTEIIC;

UACHTU(PUKATOP DIEKTPOHHOU KOMUH JOKYMEHTA.

12. PekBusutbl (KpoMe TEKCTa JOKYMEHTa U ajpecara), COCTOSIIHE

N3 HCCKOJIBKUX CTPOK, II€YATar0T CO CICAYIOINNMU IMapaMCTpaMu:

elllpudt
ePasmep

eOtcTyn

ellnTepBan

TimesNewRomanCyr
14 myHkTOB

cieBa 0cm
cripaBa 0cMm
nepexn 0 myHKTOB

ocie 0 myHKTOB



eMeXCTpOUHBINM UHTEPBAI OJMHAPHBIN
e¢OTCTYII IEPBOU CTPOKH HET

eBripaBHuBaHue I10 LIEHTPY

13. PexBu3UT «Anpecar» nevyaTaroT cO CISAYIOUMMHU MapaMeTpamu:

elllpudt TimesNewRomanCyr
ePasmep 14 nyHkTOB
eOtcTyn cieBa 12 cm
cripaBa 0cMm
ellHTEpBan nepen 0 myHKTOB
1ocie 0 myHKTOB
eMeKCTPOYHBIN UHTEPBA OJIMHAPHBIN
e¢OTCTYyII IEPBOU CTPOKH HET
eBripaBHUBaHME 0 JIEBOMY Kpalw WU IEHTpyeTcs

OTHOCHUTEJIBHO CaMOM I[J'IHHHOﬁ CTPOKH.

Ecnu cocraBHble 4acTH pPEKBU3UTOB «Anpecar», «I'pud yTBepKIeHHs
nokymeHTay, «I'pu¢d cormacoBaHus JOKymMeHTa», «OTMETKa O HaJIU4uu
IPWIOKEHU» HE YMEIIAKOTCA HAa OAHOW CTPOKE, TO Pa3pblB CTPOKH B HYKHOM
MECT€ MPOU3BOJUTCA C MOMOIIbIO cUMBOJa «Pa3pbiB CTpokW» (KOMOMHAIMSA

kiaui Shift — Enter), Hampumep:

COI''TACOBAHO
[Ipencenarens komuTeTa
MMYILECTBEHHBIX OTHOIICHUM

Cankr-IletepOypra

A.H. BanoB

14. TIpu odopmieHNH JOKYMEHTOB Ha JABYX U 0oJiee CTpaHHIIAX BTOPAS
NOCIEAYIOUIME CTPAHUIIBl JOJDKHBI ObITh MpOHYMepoBaHbl. Homepa crpaHuIl
MPOCTABIIAIOT MOCEPEANHE BEPXHEro MoJid JucTa apabckumu uudpamu 0e3

BCAKHX 3HAKOB IIPCIIMHAHUA.



Ecan JAOKYMCHT MMCCT ITPUJIOKCHUC, TO OHO II€HYATACTCA C HOBOM CTpaHHIIbL.

15. JIna  BBISIBACHUS W WCHOPABICHUS BO3MOXHBIX  OMIMOOK B
paBOMUCaHUU B CHOPMHUPOBAHHBIX (paillaXx PEKOMEHIYETCS OCYIECTBISAThH
IIPOBEPKY JOKYMEHTOB, HCIOJb3Ysl CUCTEMBI IIPOBEPKH MPABOIMCAHUS.

16. Kaxxaplif TOKYMEHT CO BCEMH NPHIOKEHUSMU K HEMY MOMEIaloT
B OTJAETBHBIN (paiin (ecu MPHUIIOKEHUs CO3[]aHbl OHUM TpoIieccopoM). BHyTpu
daitma caMm JOKYMEHT M KaXI0€ MPWIOKEHHE TMOMEIIAl0T B OTACIbHBIC
paziebl.

17. Bce peKBU3UTHI JOKYMEHTA OTAEISAIOT IPYr OT Apyra OJHOM IIyCTOM
CTpOKOH, oOpasyemoi cumBosioM aO3ama (9 — kmaBuma Enter). B Tekcte
HE JIOJKHO BCTpedaThesi OoJiee IByX CUMBOJIOB ab3ana moapsil.

18. He pomyckaeTrcss mucaTh CJoBa C pPa3psaKoil, BCTaBisAs MPOOEIbI
MeXIy OyKBaMHU B CJIOBAX, 3a MCKJIIOYEHUEM CJIOBA «PEUIUIa» B PEUICHUAX U
MPOTOKOJIAX  3aceJaHuid  u30upaTenpbHOM  Komuccuud. He  gomyckaercs
UCIIOJIb30BaHUE Mpo0eoB sl 0Opa3oBaHus ab3allHOrO OTcTyna (KpacHOM
CTPOKHM) WJIM MYCTBIX CTPOK. B TekcTe He NOJKHO BCTpeyaThCs Moapsija Oosee
OJIHOTO CUMBOJIa TipoOena. Pa3znenenune nHunMaioB u GamMuianu, cuMmBosia Ne u
qyucia, MOPsSAKOBOr0O HOMEpa CTaThH, YACTH, MYHKTA WIM MOANYHKTA IPAaBOBOIO
aKTa, 4yMciia Mecslla U Ha3BaHMs Mecsla, YUcia rojia U CloBa «ro», JHOOBIX
YUCJIOBBIX 3HAYEHUW M EOUHUL H3MEPEHHs JENaeTcsl C HCIOJIb30BAHUEM
Hepazaenumoro npobdena (coueranue kinasuin Shift — Ctrl — [IpoGen).

19. He npomyckaercss BKJIIOYATh B TEKCT JOKYMEHTa pPa3aelUTEIIbHBIE
JUHUH, COCTABJICHHBIC U3 IIETIOYEK CUMBOJIOB (¥, =, -, — ¥ JIp.).

20. He pomyckaercsi MCHOJB30BAHME B PYCCKHUX CJIOBAX CXOJHBIX IIO
HauepTaHuIo JatuHckux OykB (A, a, B, C,c,E,e, H, K, M, O, 0, P, p, 1, X, X, y).

21. He pomyckaercs WCIMONB30BAaHWE CHUMBOJIA TaOymsuuu (—) s
oOpa3oBaHus a03alHOrO OTCTyna (KpacHOM CTPOKM) WM MYCTBIX CTPOK.
AO3alHbIA OTCTYN yCTaHaBIUBaIOT B MeHI0 Popmar/Ab3an Win ¢ MOMOIIbIO

BEPXHETO JIBUKKA Ha TOPU30HTAIIbHOMW JINHEUKE.



22. He nmomyckaercs WCIOJB30BAHUE CHMBOJIA «-» [JIs1 O0O3HAYCHUS
nepeHoca. BMecTo Hero ciemyer MCIoiab30BaThb CHUMBOJ MATKOIO IIEPEeHOCa
(xomOunarms kinaBuil Ctrl — «-»).

23. Jlns HanmucaHus PUMCKUX HUQP JOHKHBI UCTOJIB30BATHCS 3arylaBHbIC
oykBbl natuHckoro andasuta (I, V, X, C, D, L, M). Mcnons3oBanue 11t 3TOM
eI PYCCKUX OYKB U apaOCKUX IU(P HE AOMyCKaeTCsl.

24. Bmecto 6ykBbl «E» momkna ynotpednsarbea 6yksa «E» (kpome UMeH
COOCTBEHHBIX NPU HAIMYUH MOATBEPHKAAIOIINX TOKYMEHTOB).

25. PexBusutsl «HanmeHoBaHME BHAA JOKYMEHTa» JOJDKHBI OBITh
BBIPOBHEHBI 110 LIeHTpY. He nomyckaercs uMcnosiab30BaHUE CHUMBOJIA ab3ana Juis
IIPEPBIBAHUS CTPOKH B IIPOU3BOJIBHOM MECTE, JJIS 3TOTO CIEAYyeT NMPUMEHSTH

CUMBOJI pa3pbiBa CTpokH (komOuHanus kinaBui Shift — Enter).



ITpunoxenue Ne 5

K UHCTPYKIIHUHU O JIEJOMPOU3BOJICTBY B
TepputopualibHON H30HpaATEILHON
komuccun Ne 61

Cnucok pacchblJIKH HCXOAIIMX TOKYMEHTOB

Ne HaumenoBanue oprana N N
IosHbIii MOYTOBBIN apec
n/n (opranuszaumu)
[Ipencenarens

TeppuropuanbHoit nu3duparenbHon komuccun Ne 61

Hcnomaunrenn

«

»

20 r.




CornacoBaHue MPOEKTA:

JIOJKHOCTB

ITpunoxxenne Ne 6

K UHCTPYKIIUHU IO JIEJIOMPOU3BOJICTBY B
TepputopualibHON H30HpaATEILHON
komuccun Ne 61

HWHHUIIHWAJIbI, (baMI/IJII/IH

(mata)

JIOJ>KHOCTB

(moamucek)

HMHHNIIHUAJIbI, ¢)aMI/IJ'II/ISI

(mata)

JIOJDKHOCTD

(moamucsk)

HWHHUIIHUAJIbI, (1)aMI/IJ'II/I$I

(mata)

Hcnomaurens:

JIOJ>KHOCTB

(mmoamuce)

HWHUIIUAJIbI, (baMI/IJ'II/IH

(mara)

(moxmuck)



[Tpunoxenue Ne 7

K MHCTPYKLIUHU T10 JACJIONPOU3BOCTBY B
TeppuropuanbHON U30MpaTEITHLHOMN
komuccun Ne 61

YTBEPXJAIO
[Ipencenarens TeppuropuanbHoit komuccuu Ne 61

WHUIUATBI, paMuTus

(noonucy)

« » 20 T.

OT4er 0 pasMemieHuu pemeHuii TeppuropuanbHoOil H30UPaTEIbHOM

Komuccun Ne 61
caiite www.tik61.spbik.spb.ru,

B pa3jaeJie «I[OKyMeHTLI» N PaCCbUIKE IO COOTBETCTBYOIINM ajapecaTamM

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

Hcnonuurens:




[Tpunoxenue Ne 8

K MHCTPYKLIUHU T10 JACJIONPOU3BOCTBY B
TeppuropuanbHON U30MpaTEITHLHOMN
komuccun Ne 61

HEPEYEHD

nmoaJaeKamuX KOHTPOJJIK JOKYMECHTOB €C YKa3aHUEM CPOKOB HCITOJTHCHHUS

1. ®enepanibHble KOHCTUTYLIMOHHBIE 3aKOHBI, (elepaibHble 3aKOHBI
Poccniickon @enepanuuy — COTIIACHO YKa3aHHOMY B HUX CPOKY.

2. VYka3sl I[Ipe3unenta Poccuiickoit @enepanun — COrjJacHO yKa3aHHOMY B
HUX CPOKY.

3. Pacnopsixenust Ilpesumnenra Poccuiickoit @enepaniiu  — COTJIACHO
YKa3aHHOMY B HHX CPOKY.

4. TlocraHoBICHMS, PaCIOPSKEHUS [IpaBurenbcTBa Poccutickon
denepanuu — COrJacHO YKa3aHHOMY B HUX CPOKY.

5. 3akonsl Cankr-IlerepOypra — coriaacHO ykazaHHOMY B HUX CPOKY.

6. IloctanoBnenuss 3akoHoparenbHoro CoOpanust Cankrt-IlerepOypra —
COTJIACHO YKa3aHHOMY B HHUX CPOKY.

7. IlocranoBnenuss IlpaButennctBa Cankt-IlerepOypra — coryiacHo
YKa3aHHOMY B HHX CPOKY.

8. Pacnopsokenust I'ybepnatopa Cankt-IletepOypra —  COIJIacHO
YKa3aHHOMY B HUX CPOKY.

9. IMapnamentckue 3anpockl Coeta denepanuu denepanpHoro Cobpanus
Poccuiickoit ®enepauuu, l'ocynapctBennoit Jymbr ®enepanbHoro CobOpaHus
Poccuiickoit @enepanun — He TO3/IHEE YeM depe3 15 KaleHIapHbIX AHEH CO JTHA
MOJYYEHHs]  MAPJAMEHTCKOrOo  3ampoca WIM B HMHOM  yCTAHOBJICHHBIN
cooTBeTcTBYIOMIEeH manaroit denepansHoro Cobpanus Poccuiickoit denepanuu

CPOK.



10. 3anpocst  uneHoB CoBera ®enepauuun DenepanbHoro Cobpanus
Poccuiickon ®@enepaunu, aenyratoB [ocymapctBeHHou Jlymbel denepaibHOTO
Cobpanus Poccuiickoit denepanuu — He mo3aHee yem depe3 30 KameHAapHBIX
JTHEW CO JTHSI €r0 MOJyYEHHUs WM B HHOM COTJIACOBAHHBIN C MHHUIIMATOPOM 3arpoca
CPOK.

11. O6pamiennss wienoB Cosera @Penepauun DenepanbHoro CoOpaHus
Poccuiickon @enepaunu, aenyraroB l[ocymapctBeHHou J[lymer DenepaibHOTO
CoOpanmst  Poccmiickoit ®@enepanmuui  TO  BOMpOcaM, CBS3aHHBIM C  UX
NEeATEIbHOCThIO, — Oe30TyiaraTeNbHO (2 MpU  HEOOXOAMMOCTH IOJMYYEHUS
JIOTIOJIHUTENBHBIX MaTEPUATIOB — HE Mo3aHee 4eM uepe3 30 KaleHAapHbIX THEU
CO JIHSI IOJIyYEHUsI 0OpallleHus).

12. Obpamenus JICIyTaTOB 3aKOHOAATEIBLHOTO CobOpanus
Cankr-IleTepOypra — B CpPOK, YCTAaHOBJICHHBId 3aKOHOJATEIHCTBOM
Canxrt-IletepOypra.

13. Ilucema u3 Apmunuctpaumu llpe3unenra Poccuiickoii Penepanuu,
[IpaBurenscTBa Poccuiickon ®enepannu, Koncturtynnonnoro Cyna Poccniickon
Oenepannu, BepxoBHoro Cyma Poccuiickorn ®@enepamuu, ['eHepanbHOU
npokypatypbl Poccuiickoit ®deneparuu, agmuuuctpanuu ['yoepnaropa CaHKT-
[lerepOypra — B COOTBETCTBMM C YKa3aHUSAMU N0 MCIOJHEHUIO JIOKYMEHTa
npeacenatenss TeppUTOpUAIBHON KOMHUCCHH, €CIM B HMX HE YKa3aH CpPOK, — HE
no3aHee yeM uepe3 30 KalleHAapHbIX THEMH.

14. IIporect npokypopa — He mo3aHee yeM yepe3 10 KaneHJapHbIX JHEH.

15. IlpencraBiaeHne nNpokypopa — He mo3aHee yeMm depe3 30 KajaeHIapHbIX
JTHEH.

16. OGpamienust TpaxkaaH MO BOMpPOcaM BBIOOPOB U pedepeHIyMOB —
10 30 KaJIeHapHBIX THEH, a TOCTYIUBIINE B MIEPUO N30UPaATEIbHOW KaMITAHUHA —
B cooTBeTcTBUU ¢ DenepanbHbIM  3aKOHOM «OO OCHOBHBIX TrapaHTHUAX
n30MpaTeNbHBIX TIPaB M IpaBa Ha ydactue B pedepenayme rpaxaan Poccuiickoit

Oenepauuny.



17. Ilepecbuika oOpallleHui Tpa)kAaH, COAEPXKAIIUX BOMPOCHI, pEIICHUE
KOTOpPBIX HE OTHOCUTCS K KOMIIETEHIMH TeppUTOpHaIbHOW KOMMHCCHUH,
OCYULIECTBJISIETCS B TEUEHUE CEMU KaJ€HAAPHBIX THEH.

18. OOpamennst  CpeACTB  MaccoBOM  wHGOpPMAIMU 1O  BOIPOCaM
IPEJOCTaBICHUS] MH(pOpMAMM — CeMb KaleHIapHbIXx JHeil. Ecim TpeOyemble
CBEJICHUSI HE MOTYT OBITh IPEJOCTABIEHbI B YKa3aHHBIA CpPOK, TO JIOIYyCKAaeTCs
OTCpPOYKa B MPEAOCTaBICHUM 3allpallliBaeMoil MH(OpMalUd C BpPYYEHUEM B
TPEXIHEBHBIA CPOK CO JHA TOJy4YeHHUs MHCbMEHHOTO 3ampoca uHpopmanuu
yBeIOMJICHHSI 00 OTCPOYKE MPEJCTABUTENIO PEIAKIMU, B KOTOPOM YKa3bIBAIOTCA
IpUYMHA OTCPOYKH, JaTa, K KOTOpOMl OyAeT mpenocTaBiieHa 3alpallidBaeMast
uH(popmanus, TOJDKHOCTHOE JMIO, YCTAaHOBUBILEE OTCPOYKY, JaTa MPHHITHS
pereHust 00 OTCpOUKe.

19. 3anpoc rocyaapcTBEHHOrO0 OpraHa, OpraHa MECTHOI'O CaMOYIIPaBIICHUS
WIM JODKHOCTHOIO JIMIA, PaccMaTpHUBAIOLIEro OOpallleHHe TpaXkIaHWHA,
JOKYMEHTbl W MaTepuaibl, HEOOXOAWMBbIE [UIsl PACCMOTPEHHs] OOpalleHHUs,
IPEJOCTABISAIOTCA B TeyeHHWe 15 J1HeW, 3a HCKIIOYEHUEM JOKYMEHTOB U
MaTepHaoB, B KOTOPBIX COAEPHKATCS CBEICHUS, COCTABISIOINE TOCYJaPCTBEHHYIO
WIM  UHYIO OXpaHsIeMyIO0 (QeaepalbHbIM 3aKOHOM TalHy, M JJs KOTOPBIX

YCTaHOBJIEH 0COOBIN MOPAIOK MPETOCTABICHUS.



ITpunoxxenne Ne 9

K UHCTPYKIIHUHU O JIEJOMPOU3BOJICTBY B
TepputopualibHON H30HpaATEILHON
komuccun Ne 61

YTBEPXJIAIO

[Ipencenarens TeppuropranbHOii
n3buparenbHOM Komuccuu Ne 61

MOJNNCh  PAcIIH(POBKA MOAIICH

20 T
HOMEHKJIATYPA JAEJI
TeppuropuanbHoii u30upaTeabLHOH Komuccnu Ne 61 na 20 roj
Vinexc Kon-Bo Cpoxk xpaHeHus aeina
;[Ia 3aronoBok siena nen (TOMOB, (Toma, yacTu) [Ipumeuanue
a (Toma, wacTu) vacreii) 1 Ne crareii 1o mepeuHio
1 2 3 4 5
HaszBanue paznena
HaunmeHnoBaHue 10KHOCTH COCTaBUTENS [Toanuce PacimmdpoBka
HOMEHKJIaTypPbl MOATICH
[ara
COI'JTACOBAHO COT'JTIACOBAHO
[Ipotokon DK Cekperapp CankT-IlerepOyprckoit
or No n30upareabHOH KOMUCCHH

IToanuce pacuidpoBKa MOAMUCH



[Iponomkenune npunoxxenus Ne 9

Hrorosas 3anuce o KaTC€ropuiax U KOJIUYCCTBE A€, 3aBCACHHBIX B

TeppurtopuansHoit n36uparenbHoil komuccuu Ne 61

rozy B

B ToM uucie

ITo cpokam xpaHeHus Bcero T — C OTMETKOM
PEXOUI «OIK»
1 2 3 4
[TocTostHHOTO
Bpemennoro (cBeie 10 ser)
Bpemennoro (10 10 et BKIIOUYUTENBHO)
HUTOI'O:

HanmeHnoBanue qOJKHOCTH COCTABUTENA [Moanuce PacmmugpoBka
HOMEHKJIaTypbl MOAIUCH

[ara




ITpunoxxenne Ne 10

K UHCTPYKIIHUHU O JIEJOMPOU3BOJICTBY B
TepputopualibHON H30HpaATEILHON
komuccun Ne 61

TepputopuansHas komuccus Ne 61 YTBEPXK/IAIO

[Ipencenarens

OIIUCD Ne TeppuropuanbHoii komuccun Ne 61

ACJI IOCTOAHHOT'O XpaHCHUA

3a rox IMonnuce PacmmdpoBka nomnucu
[ara
No HNupexc Kpaithue | Kon-Bo
3aroyioBOK ziea [Ipumeuanue
/a nena ATkl JIMICTOB
1 2 3 4 5 6

B nanHbIi pa3nen onucu BHECEHO

(yugbpamu u nponucwro)

¢ Ne mo Ne , B TOM YHCJIE:

JIMTCPHBIC HOMEpaA:

MMPOMYyHICHHBIC HOMCPA:

HanMeHoBaHMEe TOIKHOCTH COCTaBUTENS IToamuce Pacmm¢poBka noanucu
OIHUCH
JlaTa
COI''TACOBAHO YTBEPXIEHO
ITporoxon DK [Iporokou LleHTpanbHON IKCIIEPTHO-

MIPOBEPOYHON METOANYECKON KOMUCCHH
ApxusHoro komuteTa Cankt-IlerepOypra

oT Ne oT Ne




Tepputopuanbnas komuccust Ne 61

OIIUCD Ne

nen BpemerHoro (10 et u 6osee) XpaHeHUs

ITpunoxxenne Ne 11

K UHCTPYKIIHUHU O JIEJOMPOU3BOJICTBY B
TepputopualibHON H30HpaATEILHON
komuccun Ne 61

YTBEPXIAIO

[Ipencenarens
TeppuropuanbHoi komuccuu Ne 61

3a roa Iloamnuce PacmmdpoBka moamucu
[ara
Ne Nunexe Kpaiinne | Kon-Bo Cpok
3aroioBoK Aena [Ipumeuanue

/i Jiena JIaThl JINCTOB XpaHEHHUs

1 2 3 4 5 6 7
B naunbIN pazaen onvucu BHECEHO

(yughpamu u nponucwvio)

¢ No o Ne , B TOM YHCJIE:
JIMTEPHBIE HOMEpA:
MPONYIIEHHbIE HOMEPA!
HanmenoBanue 10IKHOCTH COCTaBUTENS [Toanuce PacimmdpoBka noanucu
OIHCH
Jara

COI''TACOBAHO
ITporoxon DK

oT Ne

COI''TACOBAHO
Cexkpertapb Cankr-IletepOyprekoit
n30MpaTeTbHON KOMUCCHU

©.N.0.




TeppuropuanbHas komuccus Ne 61

OITUCDb Ne

Je]1 TI0 JINYHOMY COCTaBYy

[Tpunoxenue Ne 12

K MHCTPYKLIUHU T10 JACJIONPOU3BOCTBY B
TeppuropuanbHON U30MpaTEITHLHOMN
komuccun Ne 61

YTBEPXIAIO

[Ipencenarens
TeppuropuansHoit komuccuu Ne 61

3a T'on IToanuce PacmmdpoBka nomnucu
Jara
Ne WNunexc Kpaitnue | Komu-Bo Cpok
3aroyioBOK Jiea [Ipumeuanue

n/m Jiena JIaThl JINCTOB XpaHEHUS

1 2 3 4 5 6 7
B nanHbIi pa3aen onucyu BHECEHO

(yughpamu u nponucsio)

¢ Ne mo Ne , B TOM 4HCJIE:
JIMTEPHBIE HOMEpA:
MIPONYILIEHHBIE HOMEPA!
HaumenoBanve TOMKHOCTH COCTaBUTENS [Toanuck PacimdpoBka nmoanucu

OITMCHU

JlaTa
COI''TACOBAHO
IIporokon OK
oT No

COI'NTACOBAHO
[IpoTokoi LleHTpanbHON IKCIEPTHO-
IIPOBEPOYHOU METOAUYECKON KOMUCCUU
ApxuHoro komuteta Cankt-IlerepOypra

oT No




Tepputopuanshas komuccusi Ne 61
AKT

Ne

(mecmo cocmagnenus)

(0 BbIICJICHUN K YHUITOKCHUIO JOKYMECHTOB,
HE IOMJIC/KALIUX XPAHCHUTIO

Ha

OCHOBAaHUH

Ilepeuns

THUIIOBBIX

ITpunoxxenne Ne 13
K UHCTPYKIIUHU IO JIEIONPOU3BOJICTBY B
TepputopualibHON H30HpaATEILHON

komuccun Ne 61

YTBEPXIAIO

[Ipencenarens

TepputopuanbHoit komuccuu Ne 61

OAIMUCH

Jlata

YIPABJICHUYECKHUX

PacmmmdpoBka

TOIITUCH

APXUBHBIX

JIOKYMEHTOB,

o0pa3yromuxcsi B Ipolecce AESITeIbHOCTH TOCYAapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO
C YKa3aHHEM CpPOKOB XpaHEHHS M HOMEHKJIATYpPHI el
komuccun Ne 61 0TOOpaHbl K YHHUYTOXKEHHUIO KakK He

CaMOYITPaBJICHUS M OpraHU3aLHUi,
TepputopuaibHONW HW30HUpaTEIHHOM

UMEIONNE HAYYHO-UCTOPHUYECKOH IIEHHOCTH U yTPATHBIIHME MPAKTHYECKOE 3HAUCHUE
JIOKYMEHTHI.
3aroyioBOK siena WNunekc nena mo
N . Cpoku XxpaHeHHUs
No WM TPYIIOBOM Kpaiinue HOMEHKJIaType Kon-Bo . | Ipume-
U HOMepa craTeit
/11 3aroJIoBOK JaThI WJIM HOMED Jielia eI Xp. JaHHE
IO MEePEYHIO
JTOKYMEHTOB 10 OTMTUCH
1 2 3 4 5 6 7
Uroro: el. Xp. 3a rOJIbl

(yugppamu u nponucwio)

Omnucu ACJI TIOCTOSIHHOT'O XPAaHCHUS 3a

coriracoBansbl ¢ DK

(mIpoTOKOI OT

« »

T. Ne

rofibl YTBEPKACHBI, IO TUYHOMY COCTaBY
Cankr-IletepOyprckoif U30MpaTeNTbHON KOMUCCUN

(Haumeno8aHUE OONIHCHOCU JUYA, NPOBOOUBULE20 IKCHEPMUIY YEHHOCNU OOKYMEHNO08)

Jara

(noonucv)

(unuyuansl, pamunus)




[Iponomxenue npunoxenus Ne 13

COI'JTACOBAHO COI''TACOBAHO
[TpoTokon DK Cexkpetapp Cankr-IlerepOyprekoit
n30UpaTenbHO KOMUCCUT
ot No ©.1.0.
JIOKyMEHTBI B KOJIUNYECTBE 7€, TOMOB
BECOM KT C/IaHbI B

(Haumenosanue opeanuzayuLL)

Ha 1iepepaboTKy M0 MPUEMOCIATOYHON HAKIIaTHON OT Ne
(0ama)

HanmeHoBaHne JOIKHOCTH JuIia,
CAAaBUICTO NOKYMCHTbBI

Jlara Ioonuce Pacuugposra noonucu

N3meHnenus B YYCTHBIC JOKYMCHTBI BHCCCHBIL

HaumeHnoBanue JOJDKHOCTH JIMIIA ,
BHCCIICTO U3BMCHCHUS B YUCTHLIC
HAOKYMCHTBI

Jlara Ioonuce Pacwugposka noonucu



ITpunoxxenune Ne 14
K UHCTPYKIIHUHU O JIEJOMPOU3BOJICTBY B
TepputopualibHON H30HpaATEILHON

xkomuccuu Ne 61

TeppuropuansHasa n3dbuparenbHas komuccus Ne 61

AKT

20 r. Ne

MecCTO COCTaBJIICHUS

OO0 yHMUTOKEeHUH TOKYMEHTOB
¢ OrPAHUYEHHBIM CPOKOM

XpaHEHUs

( JIMH, 1 ronx, 3 rona, 5 yet)

Ha ocnoBanun Ilepeuns

YTBEPXIAIO

[Ipencenarens

komuccuu Ne 61

IIOAIHCH

TeppuropuaibHON N30UpaTETHLHOM

pacmdpoBKa IMOIMTUCH

Jara

THUIIOBBIX  YIIPABJICHUYCCKUX APXHUBHBIX HJOKYMCHTOB,

06p213y}OH_[I/IXCSI B IIpoHecce ACATCIbHOCTH TI'OCYAAPCTBCHHBIX OpPraHOB, OPraHOB MCECTHOI'O

CaMOYITPaBJICHUS M OpraHU3aLHUi,
TepputopuaibHONW W30HUpaTEIHHOM

HUMCIOIIHNEC HaquO-HCTOpH‘IeCKOﬁ

JAOKYMCHTHI.

IIPAaKTHYECKOE

C YKa3aHHEM CpPOKOB XpaHEHHS M HOMEHKJIATYpPHI el
komuccun Ne 61 0TOOpaHbl K YHHUYTOKEHHUIO Kak He

OCHHOCTH W  YTpAaTHUBUINC 3HA4YCHUC

3arosioBOK Jesa HWHpexe aena mno
AIeTE . AICKE A Kon-o Cpoxku XpaHeHust
Ne WY FPYIIIOBO’ Kpaitaue HOMEHKJIAaType el Xp N ITpume-
- Xp- ¥ HoMepa crareit
o/t 3aroJI0BOK JaThl WM HOMEp Jielia 110 TIePetHIO JaHue
JIOKYMEHTOB 110 OTIHCH (ymcroB) P
1 2 3 4 5 6 7
Htoro en.xp. (JiucTon) 3a roj
(1),
(umpamu, IPOITUCHIO)
Becom KT CAAHBI B Ha

(HanMeHOBaHME OPraHU3AIIH)
nepepadoTKy MO MPUEMO-CAATOYHON HAKIaAHOU OT

Ne

(MM YHUYTOXKEHBI IyTEM U3MEbUYeHHUS (IIpeANPOBaHMS) Ha CIIEIMATN3UPOBAHHOM
o0opynoBaHun 06€3 BO3MOXXHOCTH BOCCTAHOBJICHHS

COI''TACOBAHO
ITporoxon DK

OoT

No

Jara

).

BpeMst

COI''TACOBAHO
Cexkperapb Cankr-IletepOyprekoit

n30MpaTeTbHON KOMUCCHT

©.N.0.




ITpunoxxenne Ne 15
K UHCTPYKIIHUHU O JIEJOMPOU3BOJICTBY B
TepputopualibHON H30HpaATEILHON

komuccun Ne 61

BHYTPEHHA OIIUCH

JOKYMEHTOB JeJsia Ne

Ne Nunexc Jara Howmepa
3aroJIoBOK JIOKyMEHTa [Ipumeuanue
I/ | JAOKYMEHTa | JOKyMEHTa JIUCTOB JieJia
1 2 3 4 5 6
Utoro: JOKYMEHTOB

(1dpamMu ¥ POMTUCHIO)

KonnyecTBo TMCTOB BHYTPEHHEN ONMCHU

HanmeHoBaHNe JOIKHOCTH JIn1ia,

COCTAaBUBIICTO BHYTPCHHIOIO OIMMCH

AOKYMCHTOB JI€J1a

Jara

(mdpaMu ¥ IPOITHCHIO)

IMonmnuce

Pacmm¢poska noamnucu




ITpunoxxenue Ne 16

K UHCTPYKIIHUHU O JIEJOMPOU3BOJICTBY B
TepputopualibHON H30HpaATEILHON
komuccun Ne 61

JIMCT-3ABEPUTEJIb JJEJIA Ne

B neno nogmuTo u mpoHyMepoBaHO JTUCTOB(a),
(mmpaMu 1 IPOTIHCHIO)

B TOM YHCJIE:
JUTEPHBIE HOMEpPA JINCTOB
IIPONYILIEHHBIE HOMEPA JIMCTOB
+ JINCTOB BHYTPEHHEHN OIHUCH

OcoOenHocTH (PU3HUECKOTO COCTOSIHUS U Homepa

dbopMupoBaHusI J1ena JMCTOB
1 2

HaunmenoBaHue T0IKHOCTH

IMoamnuce

Hara

Pacmndposka mogmmcu




ITpunoxxenne Ne 17

K UHCTPYKIIHUHU O JIEJOMPOU3BOJICTBY B
TepputopualibHON H30HpaATEILHON
komuccun Ne 61

TEPPUTOPUAJIBHAS U3BUPATEJIBHASA KOMUCCHS Ne 61
CAHKT- IIETEPBYPT

JIEJIO Ne

(3a2011080k dena, mom dena)

(kpaiinue oamot)

Ha JIACT
@. Ne
Omn. Ne
A Ne

XpaHuTh



ITpunoxxenne Ne 18

K UHCTPYKIIHUHU O JIEJOMPOU3BOJICTBY B
TepputopualibHON H30HpaATEILHON
komuccun Ne 61

YTBEPXKJAIO
[Ipencenarens
TepputopranbHOit
n3buparenbHOM kKomuccuu Ne 61

YTBEPXKJIALIO
[Ipencenarens
Cankr-IlerepOyprekoii
n30MpaTenbHO KOMUCCUT

MOANUCH  PACIIU(POBKA ITOIIHCH

MOZMNCH PACIIU(POBKA HOAITUCH

Hara [Teuarts Hara [Teuars
AKT Ne
npueMa-nepesavyu
ApXMBHBIX JIOKYMEHTOB HA
XpaHeHHue
(ocnosanue nepedauu)
(nassanue nepedasaemozo gonoa)
TeppuropuaabHas u3dupareabHas KOMUCCHSA Ne 61 B nue
chaina, a
Jl0KHOCTD, (hamMuITHs, HHUTHATIBT
Cankr-IleTrepOyprckas u3buparenbHasi KOMMCCHS B JU1LE

JlomxHOCTh, haMUITKs, HHUIHAIIBI

MpuHAIa JOKYMCHTBI HA3BAHHOI'O (1)0Hz[a U CIIPABOYHOI'O MaT€prajia K HUM:

Ne n/n Hasganue, Homep onucu KomnuectBo KommuectBo | IIpumeuanue
JK3EMILISIPOB el. Xp.
OIUCH
1 2 3 4 5
Hroro npunsaro en.xp.

Ilepenauy npounssenu:
J0JDKHOCTB IToamnuce Pacmm¢ppoBka  J{omkHOCTD
Hara Hara

®oHay npucBoeH Ne

N3MeHeHus B yd4eTHbIE TOKYMEHThHI BHECEHBI
JIOIDKHOCTD Iloamuce

Jara

IMonmucs  Pacmmdposka

Pacmmgposka



(I)opMa PETrUCTPANUOHHOIO KYPpHaJa BXOAAINUX TOKYMEHTOB

ITpunoxxenne Ne 19
K MHCTPYKIIMH TI0 JeJIONIPOU3BOICTBY B

TepputopualibHON H30HpaATEILHON
komuccuu Ne 61

Hata Perucrtpa | Koppecn | Homep u | Comepx | Pezomio | Ucnon | Cpok | Otmer | Hom

noJjiyue | IMOHHBINA | OHJEHT | JaTta aHue nus HUTENb | UCTIONT | Ka 00 | ep

HUS HOMED JOKYMEHT HEHUs | UCHoja | Jena

a HEHUH
(I)OpMa PETrUHCTPAINMOHHOIO KYPpHaAJa HCXOAAIIUX TOKYMEHTOB

[Hara Peructpanuonssiii | Anpecat | Kpatkoe Kto Hcnonnurens | Homep nena

OTIIPABJICHUS | HOMEP coJiep’KaHue | MOJAMKUCAT C  Komuewu

JOKYMEHTa JOKYMEHTa | JOKYMEHT HCXO/ISAIIETO
JOKYMEHTa




