TEPPUTOPUAJIBHASA UBBUPATEJIBHASA KOMUCCHUSA Ne 32

PEINIEHUE

21 Mast 2020 roga Ne 2-2

Cankr-IletepOypr

00 yrBep:xkaennu MHCTPYKIUH 110 1€JIONIPOU3BOACTBY
B TeppuropuanbHoii u3éupareabHoi koMmuccun Ne 32
Ha ocnoBanuu pemenust Cankr-IletepOyprckoit n30upaTenbHOW KOMHCCHH

ot 6 nekadpsa 2018 roga Ne 81-1 «O TunoBoil HHCTPYKIUU O JEIONPOU3ZBOICTBY
B TeppUTOpHalbHOM u30uparenbHo Komuccun B Cankr-IlerepOyprey,
Tepputopuanshas nzduparenbHas komuccus Ne 32 pemuaa:

1. YTBepauTh MHCTPYKUHUIO MO JEJIONPOU3BOJCTBY B TeppUTOpHAIBbHOM
n3oupatenbHoil kKomuccun Ne 32 (nmanee — MHCTpyKuus 1O ACIONPOU3BOICTBY)
COTJIACHO MPUJIOKEHHUIO K HACTOSIIIEMY PELICHUIO.

2. OnyOnMKoBaTh  HACTOSIEE  pellieHne Ha  OQUIMAIbHOM  caiTe
TepputopuanbHoit  u30HMparenbHOl kKomMuccu Ne 32 B mH(pOpMaMOHHO-
KOMMYHHUKAIIMOHHOU ceTH MHTepHeT.

3. KoHTponb 3a UCHOJHEHHEM peELIeHHMs] BO3JIOXKHTb Ha CeKperaps
TepputopuaneHoit u3z0OupatenbHoi Komuccun Ne 32 3apeunkyro Maprapurty

EBrennseBny.

[Ipencenarens TeppuropuanbHOU
n3buparenpHO Komuccuu Ne 32 B.1O. Boponun

Cexkpetaps TeppuropuanbHoi
n3ouparenpbHOr Komuccuu Ne 32 M.E. 3apenkas



[Tpunoxenue
K pelieHuto TeppuTopralibHOM
n30ouparenpbHON Komuccuu Ne 32
ot 21 mas 2020 Ne 2-2

WHCTPYKIUSA 1O JEJIOIPOU3BOJICTBY
B TEPPUTOPUAJIBHON U3BUPATEJBHON KOMUCCHHU Ne 32

1. O0umue moJ10KEeHUA

1.1. Uuctpykuus o NEIONPOU3BOACTBY B TeppuropuanbHoi
u3buparenabHol koMuccuu Ne 32 (manee — MHCTPYKIUS) yCTaHABIMBACT MOPSIOK
paboThl C JTOKyMEHTaMH, OCHOBHBbIE IpaBUJia MX MOATOTOBKU M O(POPMIIECHHUS
B TeppuropuasibHoi nzdupatenbHoi komuccuu Ne 32 (manee — TeppuropuanbHas
KOMUCCHSA).

[Topsinok paboTBl C SJIEKTPOHHBIMH JIOKYMEHTaMM, JOKYMEHTaMH IO
BEJICHUIO  KaJpOBOro  JIEJIONPOM3BOJCTBA  OMNPEAENSETCS  OTAEIbHBIMU
UHCTPYKLHSIMU.

Nuctpykiust  paspaborana Ha ocHoBaHuu  DenepanbHBIX  3aKOHOB
«O0 OCHOBHBIX TapaHTUSAX M30UpATEeNbHBIX IpaB W INpaBa Ha YyYacTHe
B pepepernyme rpaxkaan Poccuiickoit ®Depeparun», «O0 apXWBHOM Jelie
B Poccuiickoii depeparuny», «O TNOpsaKe pacCMOTPEHHs OOpalleHuN rpaxiaaH
Poccniickon denepanuny, 3aKOHOB Cankr-IlerepOypra, [IpaBun
JeJIONPOU3BOACTBA B  (heiepalibHBIX OpraHax  MCIOJHUTEIBHOM  BJACTH,
YTBEPKIEHHBIX TnocTaHoBIeHWeM lIpaBurensctBa Poccuiickonn ®@enepanuun
or 15 wutons 2009 roma Ne 477, ¢ ydyetom MeTOAMYECKUX PEKOMEH 1AM
1o pa3paboTKe HMHCTPYKUUI 10 JEJONpPOU3BOJICTBY B (elepalibHbIX OpraHax
WCIIOJIHUTENIbHON BJIACTH, YTBEPXKACHHBIX NpHKazoM DenepalbHOro apXUBHOTO
arerrctBa ot 23 npexadpst 2009 roga Ne 76, mOCTaHOBIEHUN U UHBIX HOPMATUBHBIX
aktoB [IUK Poccun, Cankr-IlerepOyprckoit u30uparenbHON  KOMHUCCHUH,
pernamenta TeppuropuanbHOM  KOMUccHHM, ¢  ucnoias3oBaHueM ['OCTa

P 7.0.8-2013 «CHWBUJI. J[lemonpou3BOACTBO U apXWUBHOE [€J0. [epMHUHBI



u onpeaenenusi», 'OCTa P 7.0.97-2016 «CUBU/. YuuduiupoBaHHble CUCTEMBbI
nokymeHTanuu. OpraHu3alOHHO-PACTIOPSAUTENbHAS TOKYMEHTALIUS .

PabGotra ¢ nokyMmeHTamu, coAep)KallMMH HHQOPMAIMIO OTPAHUYECHHOTO
pacnpocTpaHEHUsl, OCYIIECTBISIETCSI B COOTBETCTBUM C IIOCTAHOBJIEHUEM
[TpaButensctBa Poccuiickoit ®eneparmu ot 3 HosOps 1994 roma Ne 1233
«O6 yrBepxaeHun [lomoxeHus o TOpsiAKE OOpalieHUusT €O CIy>KeOHOM
uHpopMaIuelt OTrpaHUYEHHOTO PACIPOCTPAHEHHS B (elepalbHbIX OpraHax
VCITOJIHUTENILHOM BJIACTH, YIIOJTHOMOYEHHOM OPIaHe YIpaBiI€HUs UCIOJIb30BAHUEM
ATOMHOW PHEPrUU U YIOJIHOMOYEHHOM OpraHe Mo KOCMHYECKOW AEsITeIbHOCTHY,
3a UCKJIIOYEHHEM JOKYMEHTOB, COJEpXallluX CBeleHus o0 u3duparessx,
y4JacTHUKax pedepeHayma, oOpamjarommxcs B paMkax (yHKIIMOHUPOBAHUS
['ocynapcTBeHHOM cucTeMbl peructpanuu (ydera) wu3Ouparesneil, y4acTHUKOB
pedepennyma B Poccutickoit denepanum.

1.2. llpaBuna odopMieHUs] AOKYMEHTOB U TMOPAJOK pabOThl C HHUMH,
peayCMOTpEeHHbIe Hactosmed MHCTpykuue, oO0s3aTeNbHbl I YJICHOB
TepputopuadbHOW KOMHUCCHUM W TOCYJAPCTBEHHBIX TPAXKIAHCKUX CIYKaIUX
amnmapatra TeppUTOpHUaIbHON KOMHCCHUH (Jajee — TpakTaHCKHE CIyKallue),
a TaKXe JIULI, TPUBJIEKAEMBIX 110 TPAXAAHCKO-TIPABOBBIM IOTOBOPAM.

1.3. PaGoTHUKH, TOCTYNHBIINE HA TOCYAAPCTBEHHYIO TPAXITAHCKYIO CITYKOY
B amnmapar TeppUTOpHATbHOW KOMHUCCHH, AOJKHBI OBITh O3HAKOMJICHBI TIOJ
MOJIHKCH C TEKCTOM HacTosien MucTpykuuu.

1.4. Benenue JEI0NPOU3BOACTBA TepputopuanbHOii KOMHCCUU
OCYIIECTBISIET MpeAcenaresib TeppuTOpUaTIbHOM KOMHUCCUM WIIM TPa)KJAHCKUU
ciyxamuii annapara TeppuTopHalbHOM KOMHCCHUM B COOTBETCTBHUHM CO CBOMM
JIOJDKHOCTHBIM PETJIAMEHTOM.

1.5.B caydae yxoma B OTIYCK, Bbi€3Ja B KOMAaHJAMPOBKY, OOJE3HH,
YBOJIbHEHUSI ~ MCHOJHUTENS  JIOKYMEHTOB TpelcenaTenb | eppUTopHanibHON
KOMHCCHUM JIa€T YKa3aHWe TepelaTh HEUCIOJHEHHBIE TOKYMEHTHI JAPYyroMy

HUCITIOJTHUTCIIIO.



1.6. Jdenonpou3BoAcTBO B TeppUTOpHAIBHON KOMHUCCHUU OCYIIECTBIISIETCS
C UCITOJIb30BAHUEM MPOTPAMMHOTO M3JAENHs «/lemo» moacucremMbl aBTOMaTH3alNAN
aIMUHHACTPATUBHOM  JEATEIBHOCTH ['OCyJapCTBEHHONM  aBTOMAaTU3UPOBAHHOMN
cuctembl Poccutickoit @enepariuu « BeIOOpH), BXOAAIIEH B COCTaB CIICIIMAILHOTO
nporpaMMHoro obecneuenus (naiee — [11 JIEJIO).

Hoctyn x I JAEJIO ocymiecTBisieTcsi B COOTBETCTBUU C PerimameHTOM
UCIIOJIb30BaHUSI ~ MH(MOPMAIIMOHHBIX  PECYpCcOB  KOMIUIEKCAa aBTOMATHU3AIlUU
TeppuToprabHON H30MparensHoil komuccuu (nanee — KCA TUK) nmo npukasy
npeacenarens TepputopruanbHO KOMUCCHUMU.

PaGora ¢ pokymentamu TeppuTopuanbHOM KOMHCCHM OCHOBBIBACTCS
Ha MMPUHLNIE OJHOKPATHOW PETUCTPALN TOKYMEHTA.

1.7. 111 AEJIO mpenocTtaBisieT BO3MOXXHOCTb padOTaTh C AJIEKTPOHHBIMHU
oOpa3laMH JTOKYMEHTOB U 3JEKTPOHHBIMU JOKYMEHTaMH, OCYLIECTBISATh B 0Oa3e
JTAaHHBIX aBTOMATU3UPOBAHHBIM IMOUCK JOKYMEHTOB MO Pa3JIMYHBIM KPHUTEPHSIM,
OPraHu30BBIBATh KOHTPOJIb MCIIOJHEHUS JOKYMEHTOB M IOPYYEHHM, a TaKkKe
NOJIy4aTh CTaTUCTUYECKHUE OTUETHI MO JTIOKYMEHTO00OpoTy B TeppuTopHanbHOI
KOMMCCHHU.

1.8. MucTpyKIus yTBepxKaaeTcs pemeHueM TeppuTopranbHOil KOMUACCHH.

1.9. B UHCTpyKIIMK UCTIONB3YIOTCS CIEAYIOIINE TTOHSITHS:

OJlaHK JOKyYMEHTa — Ha0Op pEKBU3HUTOB, HJCHTU(DUIMPYIOUUX aBTOpa
opUIMaTBHOTO MUCbMEHHOTO TOKYMEHTA;

BHYTPEHHUN JTOKYMEHT — JOKYMEHT, IOATOTOBJIEHHBIN B TeppUTOpUAIBHON
KOMMCCHUH, HE BBIXOJSIINM 3a €€ IPEaeIbl,

BXOJIAIIMN JIOKYMEHT — JOKYMEHT, MOCTYNUBIIMK B TeppuTOpHaIbHYIO
KOMMCCHIO;

€TI0 — COBOKYIIHOCTh JOKYMEHTOB WJIM  OTHACJIBHBIA  JOKYMEHT,
OTHOCSIIIIMECS K OJHOMY BOIIPOCY WM YYaCTKy JEATEIBHOCTH, MOMEIICHHBIE
B OT/ICJIBHYIO O0JIOXKKY;,

JEJOMPOU3BOACTBO  —  JIEATENbHOCTh,  OOECIEUMBAIOIIAsl  CO3/aHHE

O(IJI/ILII/IaJ'IBHBIX JAOKYMCHTOB 1M OPraHMU3a1nio pa6OTBI C HUMU,
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JNOKJIaJiHas  3alucKka —  BHYTPEHHUM  JOKYMEHT,  aJpECOBaHHbIN
BBIIIECTOSIIIEMY JOJDKHOCTHOMY JIMI[y OT HMKECTOSIIETO AOJLKHOCTHOTO JIMIA
U CoZIep KAl OOCTOSITEIPHOE H3JIOKEHUE KaKOTO-THOO0 BOIPOCa C BBIBOJAMU
Y MIPEIJIOKECHUSIMHA COCTABUTEIS;

JOKYMEHT — O(UIMATBHBIA JTOKYMEHT, CO3JIaHHBIH TOCYJapCTBEHHBIM
OpraHOM, OPraHOM MECTHOTO CaMOYIIpaBJICHUS, IOPUANYECKUM WU (PU3NYECKUM
JUIOM, O(QOpPMIIGHHBIW B  YCTAaHOBJICHHOM  TMOPSAJKE U  BKJIIOYEHHBIN
B JOKyMEHTO000pOT TeppuTopuanbHOil KOMHCCHH;

JOKYMEHTHpOBaHHE — (Qukcarus wuHbOpPMAIMM HA  MaTepHUATBHBIX
HOCHUTEJISIX B YCTAHOBJIEHHOM TOPSIIKE;

JIOKYMEHTOOOOpPOT — JBMKEHHUE JIOKYMEHTOB C MOMEHTa MX CO3JIaHUs WJIU
TOJIYYCHUS JI0 3aBEPIICHUS UCIIOJIHEHNS WIIH OTIIPABJICHHUS;

nyOJIUKaT JOKYMEHTa — TMOBTOPHBIM SK3EMIUISIP TMOJJIMHHUKA JOKYMEHTA,
MMEIOIINN IOPUANYECKYIO CUITY;

3aBEpPECHHAs KOMHS — KOIMS JOKYMEHTa, Ha KOTOPOW B COOTBETCTBUU
C YCTAQHOBJICHHBIM  TOPSIIKOM  MPOCTaBJISIIOT ~ HEOOXOAMMBIE  PEKBU3UTHI,
MPUAAIOIIME €1 FOPUIUYECKYIO CUITY;

HUCXOJAIINN JTOKYMEHT — JOKYMEHT, OTHpaBiisieMblid u3 TepputopuanbHOU
KOMUCCHU;

KOHTPOJb  MCIIOJHEHHUS  JIOKYMEHTOB —  COBOKYIIHOCTb  JICHCTBUH,
o0ecreunBaOIIMX CBOEBPEMEHHOE UCTIOJIHEHUE TOKYMEHTOB;

KONHUsS  JOKYMEHTa —  JOKYMEHT, IIOJIHOCTBIO  BOCIIPOU3BOISIIHNI
nHpopManuioo TOMIMHHUKA W €ro BHEIIHWE TMPU3HAKH, HE HMCIONIUH
FOPUANYECKOUN CHUJIBI;

HOMEHKJIaTypa JeJI — CUCTEMATU3UPOBAHHbBIN IIEPEYCHb HAUMEHOBAHUHN €T,
3aBOJIMMBIX B TeppuTOpHAIbHON KOMHCCHUU, C YKAa3aHUEM CPOKOB MX XPaHEHUS,
0(OPMJICHHBIN B YCTAaHOBJICHHOM TIOPSIIKE;

HOPMATUBHBIE JIOKYMEHTBI — COBOKYIIHOCTb WHCTPYKTHMBHBIX MAaTEPHUAJIOB,
pACCUMTAHHBIX HAa MOCTOSIHHOE WJIM MHOTOKPAaTHOE JIEMCTBHE W COJEpKaIIUX

Kakue-1100 HOPMBI, MpaBUiia, IPEINUCAHNS;
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opopMieHue JOKYMEHTa — TMPOCTaBICHHE HEOOXOJIUMBIX PEKBU3HUTOB,
YCTaHOBJICHHBIX MPAaBUJIAMU JOKYMEHTUPOBAHMS;

MUChMEHHOE 00pallleHNe TpaXXTaHNHA — HAMPaBICHHOE B TOCYAapCTBEHHBIN
OpraH, OpraH MECTHOTO CaMOYIIPABIIEHUS WU JOJKHOCTHOMY JIMILy MHUCHbMEHHOE
NpeJIOKEHHE, 3asBIICHNE WIH KaJl00a;

MMCHMO — 0000IIEHHOE Ha3BaHHUE PA3JIMYHBIX 110 COAEPKAHUIO JOKYMEHTOB,
CIIyalIUX CPEJCTBOM OOIICHUS MEX]y OPraHU3alUsIMHU, TPAKIAHAMU;

NOJJIMHHUK JOKYMEHTa — TIepBBIM WJIM €IWHCTBEHHBIA SK3EMIUISIP
JIOKYMEHTA;

NOpYy4YEeHHE — JOKYMEHT, MPEANUCHIBAIONINI BBHIMOTHEHUE TE€X WJIM WHBIX
3aJIaHUM;

perucTpanyoHHas kapTouka nokymenta (nainee — PK) — peructparmonso-
ydeTHas ¢opMa, B TOM UYHKCJE B AJICKTPOHHOM BHUJE, UCIIOJIb3yeMas Ui 3aluCh
CBEJCHMI O JOKYMEHTE B LIEJSX ydeTa, MOMCKAa W KOHTPOJs, cOo3/laBaeMas IpH
peructpanuu 1oKyMeHTa ¢ ucnoisb3zoBanuem [N JIEJIO;

peructpanus AOKYMEHTa — TPUCBOCHHE JOKYMEHTY PETHUCTPalMOHHOTO
HOMEpa 1 BHECEHUE CBEJCHUM O IOKYMEHTE B PETUCTPALIMOHHO-YUYETHYIO (hOpMY;

peructpanMonHas (Gopma — CHUCTeMa PETUCTPAllid, HCIOJIb3yeMas
B TeppuTOpHaibHON KOMUCCHU TIPU PETUCTPALIN JOKYMEHTOB (JKypHa);

PEKBU3UT  JOKyMEHTa —  OO0s3aTeNbHBIA  AJeMEeHT  o(opMIIeHUS
0(pUIIUATIBHOTO TOKYMEHTA;

CUCTEMa 3JIEKTPOHHOIO JOKYMEHTO000pOoTa — MH(pOpPMAIMOHHAs CHCTEMA,
oOecrieunBaroIiasi cOOp TOKYMEHTOB (BKIIOUECHHE TOKYMEHTOB B CHUCTEMY), HMX
00paboTKy, ynpaBiieHuE JOKYMEHTaAMH U IOCTYII K HUM;

CKaHUPOBAHKE JOKYMEHTa — OJyUEHHUE JIEKTPOHHOTO 00pa3a TOKYMEHTa;

CPOK HCIIOJIHEHUSI JOKYMEHTa — CpOK, YCTAaHOBJICHHBII HOPMAaTHBHBIM
MIPABOBBIM aKTOM, OPTaHU3aIlMOHHO-PACTIOPSIUTEIHHBIM JOKYMEHTOM, YKa3aHUSIMU

11O UCITOJIHCHUTIO TOKYMCHTA UJIU TTIOPYYCHUCM,



yKa3aHUs TI0 UCTIONTHEHHIO IOKYMEHTa — PEKBH3UT, COCTOSIINIA U3 HAAIMHUCH
Ha JOKYMEHTE WJIM Ha OTICIBHOM JIHCTE YCTaHOBIEHHOW (OPMBI, CIEITaHHOM
JOJDKHOCTHBIM JIUIIOM;

ydeT JOKyMeHTOB — (ukcammsi (akTa TMONydYeHUs JTOKYMEHTOB 0e3
MIPOCTABJICHUS HAa HUX PETUCTPAIIMOHHBIX IITAMIIOB;

dbopmupoBaHre Neja — TPYNIUPOBAHUE UCIIOJHCHHBIX JOKYMEHTOB B JIEJIO
B COOTBETCTBUHU C HOMEHKJIATYPOH I M CHUCTEeMATHU3alHs JOKYMEHTOB BHYTPH
nena;

AKCIIEPTH3a IEHHOCTH JOKYMEHTOB — M3YYCHHE JOKYMEHTOB Ha OCHOBAHHU
KPUTEPUEB HMX IICHHOCTH B IIEJISIX OIPEACIICHUS] CPOKOB XPAHEHUS JTOKYMEHTOB
¥ 0TOOpA X I JATbHEHIIET0 XpaHEHUS WM YHUYTOKCHHUS,

ANIEKTPOHHBIA  JTOKYMEHT — JIOKYMEHT, B KOTOpPOM HH(pOpMAIIHs
MpECTaBIICHA B 3JIEKTPOHHO-IIM(PPOBOI hopme;

ANEKTPOHHBIH 00pa3 JOKYMEHTa — OJJIGKTPOHHAs KOMHS JOKYMEHTAa,

HN3TOTOBJICHHAA Ha 6YM2DKHOM HOCHTCIIC.

2. HpneM, Pperucrpanus U MpoxXo;KACHUE MOCTYINAKIINX TOKYMCHTOB

2.1. lokymeHnTsl B TeppUTOpHAIEHYIO KOMHCCHIO JOCTABIISIIOTCS Yepe3
OTHeJIeHHe CBsi3u (MouToM, Tenerpadom), Qeapbaberepckoi Win CHelnualibHON
CBSI3b10, HAPOYHBIM WJIHM MEPEAAIOTCSA HA JUYHOM MPUEME Tpa)kAaH MPEeICEeaaTeNto
TepputopuaibHOM KOMUCCHH.

JIOKYMEHTBI MOTYT MOCTyNaTh B TeppuTOpUAIbHYI0 KOMHUCCHIO TIO KaHajlaM
cBs3U ['oCcyapCTBEHHOM aBTOMAaTHU3MPOBAaHHOM cucTeMbl Poccuiickon denepanuu
«Bw100pe» cpenctBamu snektpoHHoU moutsl [ JIEJIO, uepe3 odwurmanbHyro
AIIEKTPOHHYIO MOYTY, MO (PaKCUMUILHOMN CBSI3U.

2.2. Tllpuem, mepBuUYHas O00pabOTKAa © PETHCTpAIlUs TOCTYMAIOIINUX
JIOKYMEHTOB IIPOU3BOAATCA TpefcenareneM TeppuTopuaibHOM KOMHUCCHU WM
OTBETCTBEHHBIM 3a BejqieHue nesnonpousBojctBa ¢ [T JIEJIO exxenHeBHO B 4achl
pabotel TeppuTOpHalbHONW KOMHCCHH, KPOME BBIXOJHBIX M  HEpadOUMX

MPA3JIHUYHBIX JTHEM.



B nepuon nmoaroToBku M MpOBENEHUS M30MPATENIbHBIX KaMIAHUM MOPSIOK
NOJyYEHUS M PpErucTpanuu JOKYMEHTOB IIOCJIE€ OKOHYaHMs pabodero JH,
B BBIXO/IHBIE M Hepabouyue Mpa3IHUYHbIC JHHU, YCTAHABIMBACTCS MpelceaaTeIeM
TeppuropuaibHOM KOMUCCHH.

OOpaieHuns, Kacawlluecss HapyLIEHUH H30UpaTesbHbIX IpaB TIpaxkIaH
B NIEPUO/ MTOATOTOBKH M MPOBEACHUS BHIOOPOB U peepeHIyMOB, PETUCTPUPYIOTCS
B JICHb IIOCTYIUICHMS B TeppUTOpHAIbHYX0 KOMHCCHIO WJIM Ha CIEIyIOLIUI
pabounii 1eHb.

Perucrpanuss JOKYMEHTOB OCYIIECTBIISIETCSI B COOTBETCTBHU CO CPOKAMH
Y TIOPS,IKOM, YCTAHOBJICHHBIX B COOTBETCTBUHU C 3aKOHOJATEILCTBOM O BBIOOpax
u pedepeHyMax sl pacCMOTPEHUST 0OpallleHU.

2.3. [locTtynuBuie AOKYMEHTBbl MOAPA3JCISIIOTCS Ha PETUCTPUPYEMBIE
u He nojyiexarue peructparuu B [IW JIEJIO (mpunoskenue Ne 1).

2.4.TIpn BCKpBITHM KOHBEPTOB, TIOCTYMAIOMIUX (EIbIHETePCKON WIH
CHEUAIbHOW CBA3BIO, IO IOYTE, MPOBEPSETCS IMPABUIBHOCTh aJPECOBAHMS,
KOMILJIEKTHOCTh M LEJIOCTHOCTh JOKYMEHTOB, HAJIMYHUE MNPUIIOKEHHM, CBEPSIETCS
COOTBETCTBUE HX HOMEPOB YUYETHBIM HOMEpaM, YKa3aHHbIM Ha KOHBEPTAX.
HempaBunbHO  ajgpecoBaHHble U OMIMOOYHO  BJIOKEHHBIE  JIOKYMEHTBI
HE PETUCTPUPYIOTCS, TMEPEChUIAIOTCS [0 HA3HAYEHUIO WM  BO3BPAlAIOTCS
OTIIPABUTEIIIO.

2.5. Ecnmu mpu BCKpBITUM KOHBEpPTa OOHAPYKEHO OTCYTCTBHE JTOKYMEHTOB
WIM WX OTHENbHBIX JINCTOB, NPUJIOKEHHUM, NOBPEXKICHUE JIOKYMEHTOB WIH
HECOOTBETCTBUE HOMEpPOB JOKYMEHTOB HOMEpAaM, YyKa3aHHbIM Ha KOHBEpTE,
npexacenareiaeM TeppuUTOpUATIBHON KOMHUCCHM WMJIM OTBETCTBEHHBIM 3a BEICHUE
JIEJIONPOU3BOCTBA COCTABIISIETCS aKT YCTAHOBJICHHON (POPMBI B IBYX IK3EMILIsIpax
(mpunoskenre Ne 2). OQuH 3K3EMIUIAP aKTa MOCBUIACTCS OTIPABHUTENIO, JPYrOd
MPUOOIIAETCS K IPUHATHIM IOKYMEHTaM.

Ha o6opoTHO# CTOpOHE MOCHEIHEr0 JUCTAa TOBPEKICHHOTO JTOKYMEHTa
B [IPAaBOM HUKHEM YIIIy JielaeTcsi OTMETKa «JlOKyMEHT MOJyYeH B MOBPEXKIECHHOM

BHUACH.



2.6. KoHBepTbl OT MOCTYNUBIIMX JOKYMEHTOB HE YHMUTOXKAIOTCS B CIyyae,
€CJIM TOJIbKO MO HHM MOKHO YCTAHOBHTH AJpPEC OTIIPABUTEIS, ATy OTIPABKU
Y TIOJIyYEHHUsI TOKYMEHTOB, €CIIM OHU COJEPKAT JOKYMEHTBI, KOTOPBIE MOCTYIIHIIN
u3-3a mpenenoB teppuropun Poccuiickont @enepanuu, U3 CyI0B, CIEACTBEHHBIX
OpraHoB, JIMOO JIOTOBOPBI, MPETEH3WUH, HCKOBBIE 3asBJICHUS, JOKYMEHTHI,
CBSA3aHHBIE C Pa3MEIIECHHWEM 3aKa30B HA MOCTAaBKH TOBAPOB, BBINOJHEHUE PalOT,
OKa3aHue yCIyT Uil TOCYAapCTBEHHBIX HYXI.

2.7. TTakeTsl ¢ MOMETKOU «JIMYHO» YUUTHIBAIOTCS IO MAKETHOMY JKypHAITY
U TIEpEAr0TCs afpecaTaM B 3aKPbITOM BHJIE MO OAMUCH.

2.8.Ilpu peructpamuu mnoctynuBiiero aokymeHta B PK oOs3atensHO
BBOJISITCS CIEAYIOLIME PEKBU3UTHL: BUJ JOKYMEHTA, €70 UCXOAAIIMI HOMED U JaTa,
JaHHBIE O KOoppecmnoHjeHTe (aapecante) (pamMuius, uMs, OTYECTBO (PUIUIECKOTO
JUIAa WM HAa3BaHHME OPraHU3ALMH, MECTOHAXOXKICHHE OTIPABHUTENA), a TaKKe
KpaTKOE COJAEpP/KAHUE JOKYMEHTA, KOJMYECTBO JIMCTOB OCHOBHOI'O JIOKYMEHTA
Y JIUCTOB IIPUJIOKEHUS, KOJTUYECTBO IK3EMILIAPOB.

PerncrpanvoHHbIN IITaMI C YKa3aHUEM BXOJAILETO HOMEDPA, AAThl, BPEMEHU
(mpu HEOOXOAMMOCTH) PETUCTPAIMU TPOCTABIACTCS, KaK MpaBUiIO, B IMPaBOM
BEpXHEM yINIy JIMIEBOM CTOPOHBI MEPBOTO JIUCTA 3apPETMCTPUPOBAHHOTO
nokymeHTa. IIpy HeoOXOAMMOCTHM YKa3bIBAa€TCS BpeMsl perucTpaiuu (4yacsel
U MUHyTh). Ha mpuioxeHuun MpoCTaBISETCS BXOIANIMHA HOMEp JIOKYMEHTa,
K KOTOPOMY OHO OTHOCHUTCHI.

Ha xomum pgokymeHta Bxojsdmuid HoMmep, pgara, D.UN.O., noanuck
Y JTOJDKHOCTD JIMLA TMPUHSBIIETO JOKYMEHT, MPOCTABISAETCS B IIPABOM BEPXHEM
yIIIy JTULEBOW CTOPOHBI IIEPBOTO JIUCTA.

Hymepauuss nocTtynuBmIMX JOKYMEHTOB OCYLIECTBIISICTCS B IIpeleliax
KQJIEHIAPHOIO rofa.

IIpn peructpamum npokymenta B [IM JIEJIO, sABnsromerocs OTBETOM
HA UCXOJSIIMNA JIOKYMEHT WM [PUCIAHHOIO B JOMNOJHEHHWE K paHee

HaIpaBJICHHOMY JIOKyMeHTY, B PK nenaercst COOTBETCTBYIOIIIAsI CChLIIKA (CBS3KA).



K mnoBTOpHBIM JOKyMEHTaM NpPHUKJIAAbIBACTCS HHPOpMaLUg O paHee
MOCTYIMHUBIIUX JIOKYMEHTaX W pe3yJibTaTaX WX HCIOIHEHHs, KOTOpas mnepeaaeTcs
OTBETCTBEHHOMY 3a €r0 UCIOJHEHUE.

[Tocne peructpanuu JOKyMEHTa Ha OyMa>KHOM HOCHUTENIE OH MOXET OBITh
orckanupoBad, a 3arem k PK B [IM JIEJIO Moxer ObITh HOpHCOEAUHEH
AIIEKTPOHHBIN 00pa3 JOKYMEHTa U MPHIOKEHHs K HeMy B (hopmate .pdf.

2.9. 3aperucTpupoBaHHble JIOKYMEHTHI PacCMAaTPUBAIOTCS IMpe/ceaTeeM
TeppuropralbHOH  KOMHMCCHM, 3aT€éM  [OCJIE€  NEPEeHECEeHUs  yKa3aHus
no ucnojgHeHuto gokymeHta B PK (B cmydae peructpanuu mokymentra B [N
JEJIO) nepenatoTcst UCIIOHUTEIISAM IOJ] TOJIIHUCH.

2.10. UcrionHeHHBIC JTOKYMEHTHI CITMCHIBAIOTCS B JIENIO TIpeicenaTeeM
TeppuropHaJlbHOM KOMHCCHM M TOMEIIAIOTCS B JIEJO B COOTBETCTBUU

C HOMEHKJIATYpOU 1es1 TeppuTOpHaIbHOM KOMUCCHH.

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

3.1. JlokyMeHTbl oQopMIsitoTcsi Ha OJaHKaX YCTaHOBJIEHHOW (OpMBI,
M3TOTOBJICHHBIX KOMIIBIOTEPHBIM CIIOCOOOM (Tiprtoskenue Ne 3).

B TepputopuanbHOii KOMHCCHH MOTYT OBITh YCTAHOBIIEHBI CIIETYIOIINE
BUJIbI OJIAHKOB:

OJIaHK TPOTOKOJIa 3acefaHusi TeppuTopuaIbHON KOMUCCUU (MPUIIOKEHHE
Ne 3.1);

onank pemrenus TepputopuanbHoi komuccuu (mpunoxerue Ne 3.2);

OJlaHK MpHKa3a mpexacenarens TeppUTOpHAIBHON KOMHCCHM (IIPUIIOKEHUE
Ne 3.3);

Onank nmuceMa TepputopuansHOl Komuccuu (npuiioxerue Ne 3.4).

3.2. Ha Onankax pokymeHtoB momeniaercs repd Cankrt-IlerepOypra
B cOOTBeTCTBUU ¢ 3akoHOM Cankrt-IlerepOypra «O [eraqbHOM ONUCAHUU

oumanbHbeIx cuMBosIoB CaHkT-IleTepOypra u nopsake ux UCIOIb30BAHUS.



3.3. KouTpons 3a MNpaBWIBHBIM  HKCIIOJNB30BaHMEM OJAaHKOB U HX
COOTBETCTBHEM YCTAaHOBJIEHHBIM OOpa3liaM OCYILIECTBISETCS MpeacenaTesIeM Uiu
OTBETCTBEHHBIM 32 BEJICHUE JICTONPOU3BOJICTBA.

3.4. lokymMeHTBl O0GOPMIISIIOTCS B COOTBETCTBUHM ¢ TpeboBaHUIMHU
K JOKyMEHTaM, U3TOTOBJISIEMBIM C IMTOMOIIBIO MEYaTAIOIMX YCTPOUCTB U K (paiimam
TEKCTOBBIX JJOKyMEHTOB (npuiioxenue Ne 4)

3.5. IIpu noaroroBke u 0OpMIICHUH JOKYMEHTOB UJieHbl TeppUTOpranbHOM
KOMHUCCHH M TpakIaHCKHE CIy’Kallhe ammapata TeppUTOpHambHOM KOMHCCHUH,
a TaKXKe JIMIIA, MPUBJIEKAEMbIE MO TPAXKAAHCKO-TIPABOBBIM JIOTOBOPAaM, JIOJKHBI

CO6HIOIIaTI> IIpaBHJIa O(l)OpMJIGHI/IiI PCKBU3UTOB JOKYMCHTOB, U3JIOKCHHBIC HHUKC.

3.5.1. Jlata noxkymeHnTa.

JlaTol TOKyMEHTa SIBJIETCS Jara €ro NOANMCAHWs, yTBep:kKacHus. [larton
MPOTOKOJIA SIBJSIETCS AaTa 3acCeAaHus, a aKTa — JaTa COOBITHS.

JlaTolt JOKyMeHTa, U3aHHOT'O COBMECTHO ABYMs M 0ojiee OpraHu3alusMu,
ABJIAETCS 1aTa OoJiee MO3HEN MOUCH.

Jlaty 1okyMeHTa opopMIISIIOT apaOCKuMu U pamMu B OCIEA0BATEIbHOCTH:
JeHb Mecsua, mecsl, rof. [Jenp Mecsaua m mecsan opopMIISIIOTCS ByMs MapamMu
apaOckux 1udp, pa3aeJIeHHbIMA TOYKOM, TOJl — YEThIPbMS apaOCKuUMH Ludpamu,
HaIpumep:

17.01.2011
JlomyckaeTtcsi ciioBeCHO-1IIU(POBOI crtocod ohopmIIeHHs 1aThl, HATPUMED:

17 auBaps 2011 r.

3.5.2. PerucTpanuoHHblii HOMep JTOKyMeHTa.

Jns  BXOAAIIMX W MUCXOASAIIMX JOKYMEHTOB — 93TO HHJIACKC Jena
10 HOMEHKJIATYPE U, U€PE3 KOCYIO YEPTY, MOPSAAKOBBIA HOMED IOKYMEHTA.
PeructpaunoHHbIll HOMEP JOKYMEHTA, HW3JAHHOIO COBMECTHO, COCTOMUT

U3 pa3JIeJICHHBIX KOCOM YepTOl pPEerucTpallMOHHBIX HOMEPOB, MPUCBOCHHBIX
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opraHu3anusamMunu - dBTOpaMH AOKYMCHTA )41 PpacCIIOJI0KCHHBIX
B ITOCJICA0BATCIBHOCTH, COOTB@TCTBYIOHICﬁ 0003HAYCHUIO HAaNMMEHOBAaHMU

OpraHM3alMi B 3ar0JIOBOYHOM YaCTH JOKYMEHTA.

3.5.3. Ccpbuika Ha HCXOSIIIMIA HOMEP M ATy JOKYMEHTA.

Ccbulka Ha MCXOISIIMI PEruCTPAllMOHHBIA HOMEp M JaTy JOKyMEHTa
BKJIFOUAETCS B COCTaB PEKBU3UTOB OslaHkKa mnucbMma. CChlUIKa HAa HMCXOASIIUN
PEruCTPalMOHHBI HOMEP M JaTy AOKYMEHTa IPOCTABIISETCS UCIOJHUTENEM IPU

IIOATOTOBKC ITMCbMAa-0TBCTA.

3.5.4. Anpecar.

PexBu3uT «Anpecar» pacnosiaracTcsi B IpaBOM BEPXHEM YTIIy.

JIOKyMEHTBI aApeCyIOTCS B OPraHU3AlMK, UX CTPYKTYpPHBIE MOAPA3IACICHHUS,
JOJDKHOCTHBIM  JIMIIAM ~WJIM TpakJaHaM TIIpd OTBET€ Ha UX OOpalleHus.
HanMeHOBaHME OpraHu3aldd M CTPYKTYPHOTO IOAPA3ACIICHUS YKa3bIBAKOTCS

B UMCHUTCJIILHOM IIaJIC)KE, HAIIPUMCP:

IIpaButenbcTBO CTaBpOMOJIBCKOTO Kpast
[IpaBoBoe yrnpasieHue

Ecnu  nmokymeHT anpecyercss JOJDKHOCTHOMY —JIMIYy, HAaWMEHOBaHUE
OpraHu3alliy yKa3bIBaeTCs B MMEHHUTEILHOM TaJexke, a JOJDKHOCTh U (pamMumus —

B JaTCJIBHOM. HpH 9TOM HMHHUIHAJIbI YKA3bIBAOTCA I1I0CIIC (I)aMI/IJ'H/II/I, HaAIIpHUMCP:

IIpaBUTENBHCTBO
Mypwmanckoit o0aacTu
3aBeyIolIeMy OTIEI0M

AunekcanapoBy A.B.
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Ecan JOKYMCHT aJpeCyCTCd PYKOBOJUTCIIO OpraHn3aiiiu HWJIK €ro
3aMCCTUTCIIO, HAMMCHOBAHUEC OpraHu3alvi JOJIKHO BXOJUTL B HAMMCHOBAHHC

JIOJDKHOCTH aJipecara, HalpuMep:

3amecturento aupexropa Beepoccuiickoro
Hay4YHO-UCCJIEI0BATEICKOTO HHCTUTYTA
JIOKYMEHTOBE/ICHUS U ApXUBHOTO JIeJia

3umuny B.C.

Ecmn nokymeHT ajapecyercs OpraHM3aldd, CHadajla YKas3blBaeTcs ee
HAMMEHOBAHHUE, 3aTEM MTOYTOBBIN aJIpEC, HATPUMED:

[lenTpanbHas n3duparenbHas KOMUCCHS
Poccutickon ®enepanuu
b. Uepkacckuii nep., 1. 9, Mocksa, 109012

JlomyckaeTrcsi ILEHTPUPOBATh KAXKIYIO CTPOKY PEKBU3HTA «Anpecar»
10 OTHOIIEHHIO K CAMOM JJIMHHOM CTPOKE.

JlomyckaeTcsi  KCHONb30BaTh  O(PUIMAIBHO MPUHSATHIE  COKpAIEHHBIE
HAaMEHOBAHUSI OpPraHOB T'OCYJIApCTBEHHOUW BJIACTH, MECTHOTO CaMOYNpPAaBJICHHS,
OpraHu3aIuu.

[TouToBBI anpec yKa3bIBa€TCsl B IMOCJIEAOBATEIBHOCTH, YCTAHOBJIECHHOM
[IpaBunamu oOKa3aHus YCIOyr TOYTOBOM CBSI3U, YTBEPKACHHBIMU IPUKA30M
Munkomcsizu Poccnn ot 31 mronst 2014 roma Ne 234 «OO6 yTBep KICHUH TPABHIT
OKa3aHMsl YCIYT IOYTOBOM CBS3M».

Ecnu 10KyMeHT OTIpaBisieTcs B HECKOJIbKO OJAHOPOIHBIX TOCYIapCTBEHHBIX

OpraHOB WJIM OPTaHU3AIIMM, UX CJIEYEeT YKa3bIBaTh 0000IICHHO, HATIPUMED:

[Ipencenarensam y4yacTKOBBIX KOMUCCUN

JIOKyMEeHT He JOJDKEH cojepxaThb Ooisiee ueTbipex aapecatoB. CioBo

(KOS IEPE BTOPBIM, TPETbUM, YCTBCPTBIM aApPECATOM HE YKA3bIBACTCH.
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[Ipu HanpaBieHuH TOKyMEHTa 0ojiee 4eM B UEThIpE aJpeca COCTaBIAETCS
CIIMCOK PACCBUIKM YCTaHOBJCHHOW (opmbl (npuioxenue Neb5), koTopsrii
MOANUCKIBAaETCs mpenacenaresieM TepputopuaibHONH KOMUCCHUU.

[Ipu agpecoBaHuu NOKyMEHTa (PU3MUECKOMY JIMI[y BHAYalle YKa3bIBAIOTCS

dbaMuTUs ¥ MHUITMATIBI TTOJTyYaTelIs, 3aTeM IMOYTOBBINA aapec, HapuMep:

AreeBoii A.1.
yi. KocmonaBToB, 1. 42, r. [lonbicaeBo,
Kemepogrckas obnacts, 652560

3.5.5. I'pu¢ yrBep:kaeHNs JOKYMEHTA.

JIOKyMEHT  YTBEp)KIAaeTCs JOJDKHOCTHBIM — JIMIIOM WM CHELHAIBHO
M37aBa€MbIM JIOKYMEHTOM.

[Ipy yTBEep)XJIeHHH JOKYMEHTA JOJKHOCTHBIM JIUIIOM Tpu( yTBEp:KIACHUS
noJkeH coctosiTh u3 ciaoBa Y TBEPXKIIAIO Oe3 kaBbluek U 3arjiaBHBIMU OyKBaMHU
M Ha CIENylled CTpOKE — HAaMMEHOBAHUE JOJDKHOCTH, IMOIINUCH, WHHUIIMAIIBI

u CI)aMI/IJ'II/ISI Jna, yITBEPAUBIICTO JOKYMCHT, AaTa YTBCPXKIACHUA, HAIIPUMCP:

YTBEPXJIAO
IIpencenarens TeppuropuanbHon

n30upaTenpbHONM Komuccuu Ne 32
JIMYHas 1moAIncCh HHUIIHUAJIbI, (I)aMI/IJ'II/IH

JlaTta

[Tpu yTBep)KIeHUU TOKYMEHTA PEIICHUEM, TIPOTOKOJIOM, TPpU( YTBEP KICHUS
cocrour u3 cinoa YTBEPX/EH (YTBEPXJIEHA, YTBEPXIEHBI wumm
YTBEPXJIEHO) ©6e3 kaBbluek U 3arjlaBHbIMA OyKBamH, HauMEHOBAHUS
YTBEP)KIAIOIIETO JOKYMEHTa B TBOPHUTEIBHOM IaNeXe, €ro JaThl M HOMeEpa,
HaIpuMep:

YTBEPX/IEH
peuenueM TepputopraibHOU

u30upatenbHoi komuccuu Ne 32
ot 15 despans 2011 1. Ne 28- 5
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I'pud yTBepkaeHus pacrosiaraloT B NPaBOM BEPXHEM YTy JAOKYMEHTA.
B rpude yTBepkaeHHs AOIMyCKAaeTCd LIEHTPUPOBATh AJIEMEHTbl OTHOCHUTEIHHO

CaMOM JUIMHHOM CTPOKH.

3.5.6. Yka3zaHus 110 HCIOJTHEHHIO JOKYMEHTA (Pe30JI01usl).

VYKka3aHus MO HCIOJIHEHUIO JTIOKYMEHTa MOTYT OBITh HAIlMUCAaHbl OT PYKH
npexacenareigeM TeppUTOpUATbHOW KOMHUCCHUM Ha TOJIJUHHUKE JOKYMEHTa Ha
CcBOOOJIHOM OT TE€KCTa MecTe WM 0(OpMIICHBI Ha OTAEIbHOM JucTe dpopmaTta A 6
(105x147), npunoxeHHOM K JIOKYMEHTY. YKa3aHHs IO HCIIOJHCHHUIO JTOKYMEHTa
BKJIIOYAIOT (aMUWIMM M WHULUANBl HMCIOJIHUTENEH, MpU HEOOXOAUMOCTH —
COJIEp>)KaHUE TOPYYEHHUs, CPOK HCIIOIHEHHS, MOJINUCh PYKOBOAMTENIA W JaTy,
HanpuMep:

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

IIpoury paccMOTpETh U 1aTh OTBET
K 15.02.2011

JInuHasg moanmch
Jara

3.5.7. 3aro/10BoOK K TeKCTY IOKYMeHTa (HaMMeHOBaHHe JOKYMEHTA).

3aroJIoBOK K TCKCTY ONOKYMCHTA HOJIKCH KPATKO M TOYHO PACKPBIBATL €TI0
COACPIKAHUC U OBITH COIJIacOBaH C HAaMMEHOBAHUEM BHUIa JOKYMCHTA. 3aroJIoBOK

MOXKCET OTBCUYATH Ha BOIIPOCHI:

«0 9eM (0 KoM)?», HarpuMep:

IIpukas
O co3naHnn DKCepTHOM KOMUCCUHT

«4ero (Koro)?», HarpuMep:

JIOJDKHOCTHOM peryiaMeHT
BEIYIIETO CIELHUATUCTA

3aroJIOBOK COCTaBJISICTCS JIMIOM, TOTOBAIIUM ITPOCKT JOKYMCHTA.
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3aroji0oBOK, COCTOSIIIMN M3 ABYX U 0oJiee CTPOK, MEeyYaTaeTcs 4epe3 OJuH
MEXCTPOUHBIM MHTEpPBaJl, TOUYKA B KOHIIE 3aroJIOBKa HE CTaBUTCS. 3aroJoBOK
pacrnoJiaraeTcsi Ha IMEpPBOM JHMCTE HaJ TEKCTOM JOKYMEHTa IO LEHTPY, a MpHU

O(I)OpMJ'IeHI/II/I IMUCbMa — OT I'PaHUIBI JICBOTO ITOJIA.

3.5.8. Teker noKymeHTa.

Texecr gokymeHTa OGOPMIISIOT B BHUJAE CBSI3HOTO TEKCTa, TAOJHMIBI WU
COEJIMHEHHUS 3TUX CTPYKTYP.

Texkcr gokymMeHTa JIOJDKEH  M3JIaraTbCsd Kparko U CHO, ObITh
apryMEHTUPOBAHHBIM, OO0€CleUYnBaTh TOYHOE M OJHO3HAUYHOE BOCIIPUSTHE
coJieprKallieiicsi B HeM UH(pOpMaIuu.

Texkcr MOKyMeHTa JOJDKEH, Kak IPaBWIIO, COCTOATh M3 JBYX YaCTEW.
B nepBoii 4YacTH yKa3bIBalOTCA NPUYMHBI, OCHOBAHHUS, LEIM COCTaBICHUSA
JOKYMEHTa, BO BTOPOM — pEILIEHUSA, BBIBOJBI, NPOCHOBI, NPEITIOKEHHUS,
PEKOMEHIallNH.

TexkcT NOKyMEHTa MOXKET COJEpKaTh TOJBKO 3aKIIOUUTEIBHYIO YacTb
(Hampumep, MpHUKa3 — PACMIOPATUTENbHYIO YacTh 0€3 KOHCTaTUPYIOLIEH, MUChMO,
3asBJICHUE — TPOCKOY 0€3 MOSICHEHMUS).

B Tekcrte nOoKyMeHTa, MOATOTOBIEHHOTO HAa OCHOBAaHUMU 3aKOHOJATENbHBIX,
VHBIX HOPMAaTUBHBIX [TPABOBBIX aKTOB, H3AHHBIX OpraHaMy BJIACTH U YIIPaBJICHUS,
MUK Poccun, Cankr-IlerepOyprckoil u30MpaTenbHON KOMHCCHEH, paHee
W3JIaHHbIX TeppUTOpUAIBHON KOMHUCCHUEM, YKAa3bIBA€TCS HAWMEHOBAaHWE BHJA
JNIOKyMEHTa, HAMMEHOBAaHHWE OpraHa, W3JaBIIEro JAOKYMEHT, JaTa NPHUHATHS WU
YTBEPXKICHUSI JTOKYMEHTA, €ro pPETMCTPALlMOHHBIA HOMEp, a TaKXe 3arojioBOK
JOKYMEHTA, 3aKJIFOUECHHBIN B KABBIYKH.

TekcTbl JOKyMEHTOB OOJIBIIOTO 00beMa MOTYT JEIUThCA Ha pa3Jieibl,

NO/Ipa3/ieibl U MyHKTHI, KOTOPhIE HyMEPYIOTCS apaObCcKkuMu 1 pamu, Harpumep:

1. Pasnen
1.1. [Toxpaznen
1.1.1. ITyHkT
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A03a11pl BHYTPHU ITyHKTOB HE HyMEPYIOTCSL.

B nuceMax ucnosnp3yror cienyroupe GopMbl U3I0KEHUS:

or l-ro mmma MHOXectBeHHOoro uymcina («IIpocum  HampaBuUTh
uHpopMaluio...», «Harmpasisiem Ha 3aKiIIOU€HUE TPOEKT...» U Ip.);

oT 3-ro Jmua eguHCTBeHHoro uwmcia («TeppuTopuanbHas KOMHUCCHSA
HE CUMTAET  BO3MOXKHBIM...», «TeppuTopuanpHasi  KOMHUCCUS  Ipejaraer
PaccMOTPETh BO3MOKHOCTb...»).

I'padbbl ¥ CcTpokM TaOMUIBI JOKHBI MMETh 3arojIOBKU, BBIPAKEHHBIC
CYILIECTBUTEIbHBIM B HMEHUTENIbHOM mnajexe. Ilon3aronoBku rpadp M cTpok
JOJKHBI OBITh COTJIAaCOBaHbI C 3arosioBkamu. Ecnu Tabnuiy nedararoT Oosiee yeM
Ha OJHOM cTpaHuue, rpappl TaOMULBl JIOJDKHBI OBITh MPOHYMEPOBAHBI

M Ha CIICAYIOINUX CTpaHHLAX OOJIZKHBI OBITH HameyaTaHbl TOJIBKO HOMCpa S5THUX

rpad.

3.5.9. OT™MeTKa 0 HAJTMYMH NIPUITOKEHMIA.

OTMmeTKa 0 HAJIMUHMU HpI/IJ'IO)KeHI/Iﬁ pacnojaractCsa OT rpaHrIbI JICBOI'O ITOJIA
IIOCJIC TCKCTAa IICPCH ITOAIIUCHIO.
Ecmn JAOKYMCHT UMCECT NPUITOKCHUA, Ha3BAaHHBIC B TCKCTC, OTMCTKA 00 ux

Hanuuuu oopmIIsieTcs 1o ciaeayroei hopme:

[Tpunoxxenue: Ha 15 1. B 3 2K3.

Ecin JOKYMCHT HMCCT IIPUIIOKCHHUA, HC HA3BAHHBIC B TCKCTC, HX
HanMMCHOBAaHHUA HGO6XOI[I/IMO MNEPCUHUCIINTL IIOCJIC TCKCTA MOOKYMCHTA IICPCH
MNOANMCHIO C YKA3aHHUEM KOJIMYCCTBA JIMCTOB B KAXKJIOM IMPHUIIOKCHHUHU U KOJINYCCTBA

DK3EMIUISPOB, IPU HAJTUYMU HECKOJIBKUX MMPUIIOKEHUN UX HYMEPYIOT, HallpUMeEp:

IIpunoxenne: 1. Tlonoxenue 00 sKcriepTHOM KoMHccuu Ha 15 1. B 1 9K3.

2. Ilpumepnas HoMeHKIaTypa 1en Ha 14 1. B 1 9K3.

Ecnim  mpunokeHuss  cOpomItopoBaHbl, TO  KOJHWYECTBO  JIMCTOB

HC YKa3bIBACTCA.
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Ecan IMPUIIOKCHUC HAIIPaBJIACTCA HEC BO BCC YKa3aHHBIC B JOKYMCHTC

ajzipeca, TO OTMETKA O HAIMYMHU MPUIIOKEHUST 0OpMIISETCA 0 clienytolei popme:

[Ipunoxenue: Ha 20 1. B 3 3K3. TOJIBKO B IEPBHIN ajapec.

Ecnn x AOKymMeHTy mnpwiaraercss OpPyrod JOKYMEHT, TAKKE HMEIOIIUN

MNPUIO0KCHUC, TO OTMCTKA O HAJWYHUH ITPHUIIOKCHUA O(bOpMJ'ISICTCSI CJIcayromumM

oOpazom:

[Tpunoxenue: muceMo  [lerponaBnoBck-KamyaTckoii ~ TrOpOACKOM — TEPPUTOPUATIBLHOM
komuccur oT 15.11.2010 Ne 01-21/450 u mpunokeHHe K HEMY, BCErO Ha
12 .

B PCUHICHUAX U ITPpHUKa3axX CBECACHUS O HAJIMINHU HpI/IJ'IO)KeHI/Iﬁ YKa3bIBAIOTCA B

tekcte. Hanpumep:

«Pa3paboTarth W  TpEACTaBUTH  NPOEKT IUlaHa 1o  ¢opme,  yKa3aHHOH
B npuiiokeHuu Ne 1.

Ecin B goOKymeHTe, K KOTOPOMY OTHOCUTCS IIPUJIOKEHUE, OHO
HE YTBEPKIAETCsI, @ IPOCTO COJAEPKUTCSA CChUIKA HA HETO, TO B IPABOM BEPXHEM
YOIy YKa3bIBaeTCs, K KAaKOMYy pEHIEHUIO (MpUKa3zy) MPUIOKEHUE OTHOCUTCH,
HaIpuMep:

IIpunoxenue
K peuieHuIo TeppuTopuanbHOU
n3buparensHO KoMuccuu Ne 32
ot 11 stuBaps 2011 r. Ne 11-5

[Ipunoxxenue
K NpHKa3y npexacenarens TeppuropruaabHON
n3buparenbHol KoMmuccuu Ne 32
ot 15 mapta 2010 r. Ne 27

[Ipy HanMMUMM HECKOJBKUX MPUIOKEHUN OHU HYMEPYIOTCS, Hampumep,

npuioxenue Ne 1, mpunoxxenue Ne 2 1 Tak naiee.

3.5.10. Hoanmuchb 10JKHOCTHOIO JINIIA.

B cocraB moamucu  BXOAAT: HAaWMMEHOBAHUE  JIOJDKHOCTH — JIMIA,
MOJAMKUCABIIIETO JOKYMEHT, €r0 JIMYHAS MOJMNKUCh, KOTOpas opopMIIseTcs CHHUMU
WM YePHBIMH Y€pPHWIAMH, paciiudpoBKa MOANMKUCH (MHULIAAIBI, (amMuIus).
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Ecin nokymenT odopmisiercs Ha Onanke TeppuTopuaibHOM KOMHCCHH,
TO PEKBU3UT BKJIOYAET HAUMEHOBAHUE JOJDKHOCTH JIMLA, MOJIMMCHIBAKOLIETO
JOKYMEHT, €ro JIMYHYI0 TIOJNUCh, pacupoBKYy MOANUCH (HMHHUIIUAIIBI

1 (hamMuIInIoO), HAIpUMep:

[Ipencenarens JINYHAS [OJIINCH WHULIAAIIBI, paMuIus

Eciu [OKHOCTHOE JUIO, MOAIMCh KOTOPOTO 3aroTOBJIEHA HA IPOEKTE
JIOKYMEHTA, OTCYTCTBYET, TO JTOKYMEHT IOAMNKUCHIBAET €r0 3aMECTUTEIb WM UHOE
JUILO, UCHOJHSIoUEe ero o0s3aHHOCTH. IIpu 3TOM 00s3aTENbHO YKa3bIBAIOTCS
(dakThueckass JOJKHOCTb JIMILA, MMOAMNHCABIIEr0 JAOKYMEHT, M €ro (aMuius.
He nomyckaercst noanMcelBaTh  JOKYMEHTBl € NPEIJIOTOM  «3a»  WJIH
IIPOCTABIICHUEM KOCOM YEPTHI MEPE]l HAMMEHOBAHUEM JOJIKHOCTH.

Ecnu nokyMeHT odopmiisieTcs He Ha OJIaHKE, TO PEKBU3UT COAECPKUT MOJTHOE
HAaUMEHOBAaHHUE JIOJDKHOCTH JIMIA, MOJIHKCABIIETO JIOKYMEHT, €ro JINYHYIO

NOJMHKCH, paCIIM(PPOBKY NOANUCH (MHUIMANBI U (amuinuio). Hanpumep:

3aMecTUTENb MpeaceaaTelIs
TeppuropuanibHON N30UpaATETHHOM
komuccuu Ne 32 JUYHAS MOANMKUCh  WHUIMAIBI, (DaMHIIHS

HpI/I MMOoAIMUCAaHNH AOKYMCHTA HCCKOJIBKMMHU OOJDKHOCTHBIMHU JIMIAMH HX
IIoAIInMCHu paciojararoTcs OJHa 1o I[perﬁ B IIoCJICA0BAaTCIbHOCTH,

COOTBETCTBYIOIICH 3aHMMaeMOM JOJKHOCTH, HAIIPUMED:

[Ipencenarens JIMYHAA TTOAIUCH WHULAAIBI, pamMuTus

['maBHbI Oyxranrep JIMYHAas MOANUCH MHUIHAIbI, (haMunus

B nokymeHTe, moAroTOBJIEHHOM KOMUCCUEN, TTOANMCH PACIIONAraroTCs OHa
nof aApyroi. IlepBeIM yKa3bIBaeTCs Mpejcenaresib KOMUCCUM, a paMUITMU YJICHOB

KOMHCCHUH pacroyiaratotcs B asipaBuTHOM nopsjike. Hampumep:

[Ipencenarens komMmuccuu JTUYHAS TOANMKUCH  WHUIHAIIBI, (aMUTUS

YUsieHBl KOMHCCHU JJUYHas nmoAnruchb HMWHHUIIHAIBI, q)aMI/IJ'II/Iﬂ
JIMYHasg noAnucCb HWHHUIHUAIBI, (paMI/IJ'II/IH
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Ecan JOKYMCHT COCTaBJICH KaK IIpuJiaracéMass K OCHOBHOMY AJOKYMCHTY

CHpaBKa WM UHPOpMALHs, TO OH NOJIIMUCHIBAETCS COCTABUBIINUM €0 JIUIIOM.
3.5.11. I'pud cor1acoBanu.

I'pud cormacoBanus cocroutr u3 cioBa COIJIACOBAHO 0e3 KaBbIYEK
W 3arjlaBHbIMM ~ OyKBaMM, HAaWMEHOBAHUSI JOJDKHOCTH JIMIA, C KOTOPBIM
COTJIACOBBIBACTCS IOKYMEHT (BKJIIOUAsi HAMMEHOBAHUE OPTaHU3aINM), €ro JUYHOM
MOJANKUCH, pacinPOBKU MOANUCH (MHULIUAIBI, (JaMUJTUs) U JIaThl COTJIACOBAHUA,

Harpumep:

COI''TACOBAHO
3aMecTUTEND I1aBbl AAMUHHUCTpaln
BacuneoctpoBckoro paiiona
Cankr-IlerepOypra

JUYHAs TOANMUCH HHUITUATBI, (haMUITUs
Hara

Ecan cornacoBanue OCYmCCTBIIACTCA IMPOTOKOJOM, IMMHCHbMOM HJIIKM APYI'UM

JIOKYMEHTOM, TO COTJIacOBaHUE 0(OPMIISIETCS CIETYIOIIUM 00pa3oM:

COI'JTACOBAHO
IIPOTOKOJI 3aCEeNaHus
aTTECTAIMOHHON KOMHUCCUU
TepputopuaibHOil H30UpaTENbHON KOMHCCUN

Ne 32
ot 05 ¢espans 2011 r. Ne 16
WITH:
COI''TACOBAHO

nucbMo Pocapxua
ot 05 mapra 2011 r. Ne 4-15/46

I'pud cormacoBanust pacnonaraercs noj pekBusutoM «lloanmuce» B jeBOM

HIDKHEM T0JIe TJOKYMEHTA.
3.5.12. Bu3za.

BHyTpeHHee corjacoBaHue MpOEKTa JOKyMEHTa O(OpPMIISETCS BH30M.

Buza BKIIIOYaeT MOANMUCH BU3UPYIOLIETO, paclIn(PpOBKY MOANUCH (MHUIUAIBI,
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bamuwmms) W AaTy, OpU HEOOXOAMMOCTH MOXET OBITh yKa3aHa JOJKHOCTh
BU3HPYIOIIETO, HAIPUMED:

[Ipencenarens TepputopuaibHO H30HPATEIBHON KOMHCCUN
JIMYHAas NOANKCH WHULUANbI, pamMuus
Hara

[Ipu HaIMYWY 3aMeYaHnid K TOKYMEHTY BU3a 0(OPMIIAETCS CISAYIOIINM 00pa3oMm:

3amMeuaHusi IPUIAraloTCs
[Ipeacenarens TeppuropuanbHO U30HPATETHEHON KOMUCCUU

JIUYHAs TIOANKCH WHUILHAAIIBI, (aMUTUs
Hara
3ameuaHust n3J1ararTcAd Ha OTACJIIbHOM JIUCTE, IIOAIMMCBIBAKOTCA

U IIPUJIAratoTCs K JOKYMEHTY.

Jlomyckaercs OJIMCTHOE BUBUPOBAHUE JOKYMEHTOB U IPUIIOKEHUN K HUM.

Ecnn mognvHHUK NOKyMEHTa oOcCTaercsa B TeppUTOpHMambHONM KOMHCCHH,
BU3bl IIPOCTABJISIIOTCS B HM)KHEM 4acTH OOOPOTHOM CTOPOHBI IMOCIETHETO JIMCTA
MOVIMHHUKA IOKYMEHTA.

JIns MOKyMEHTAa, MOJJIMHHHUK KOTOPOTO OTIPABISIOT M3 TEPPUTOPUAIBHOU
KOMMCCHUH, BU3BI IIPOCTABIIAIOTCA B HYKHEW YaCTU JIMLEBOW CTOPOHBI ITOCIEIHETO

JIMCTA KOITKMHK OTHPABIIACMOIo J1OKyYMCHTA.

3.5.13. Orruck neyaru.

[TeyaTte 3aBepsieT TOMIMHHOCTH MOANUCH JOJDKHOCTHOTO JIMIA Ha
JOKYMEHTAX,  YAOCTOBEPSIOIIMX  MPEAYCMOTPEHHBIE  MPABOBBIMU  aKTaMHU
MOJTHOMOYHUS JIOJDKHOCTHBIX JIMIL WM (uKcHpyrommx (PakTel, CBS3aHHbBIC
Cc (GMHAHCOBBIMU  CPEICTBaMH, a TaKke Ha  HHBIX  JIOKyMEHTax,
MpeyCMaTPUBAIOLINX 3aBEPEHNE MOJIMHHOM MTOAIUCH.

ITeuatrs craBUTCS Ha CBOOOJHOM OT TEKCTa MECTE, HE 3aXBaThIBas JIMUHOU
MOAIKUCHU JTOJDKHOCTHOTO jula. [ledaTs MOXeT 3aXBaThIBaTh YaCTh HAUMEHOBAHUS
JIOJKHOCTH JIUIIA, TOANUCABIIETO JOKYMEHT.

B nokymeHTax, MOJATOTOBJICHHBIX HAa OCHOBE YHUMUIIMPOBAHHBIX (opM,

IeyaTh CTaBUTCS B MeCTe, 0003HaUYeHHOM 0TMEeTKOM « MID» ni MHBIM 00pa3oMm.
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3.5.14. OT™MeTKA 0 3aBepeHUHU KOMUU.

Jliss  3aBEepeHHs] COOTBETCTBHSI KOMHHM JOKYMEHTa TOJJIMHHHUKY HIDKE
pexBu3nuta «l[logmuce» TpocTaBiIsAeTCSI OTMETKA O 3aBEPCHUU KOMUU —
3aBepuTeNbHAas Haamuch «BepHo» wmmum «Komus BepHa», MODKHOCTH JIHIIA,
3aBEPHBIIETO KOIWIO, €r0 JIMYHAs TMOANNCH, pacim(poBKa MOANHCH W JaTa

3aBEpEHNs, HAPUMED:

Bepuo

IIpencenarens TeppuropuanbHOU
n3bupareabHoi Komuccuu Ne 32

JIUYHAs TOANKCH WHUIHAAIIBI, GaMUTUs
Hara

[Ip HEOOXOOUMOCTH TIPHU 3aBEPEHUM KOIUHU JIOKYMCHTa MOXKET OBITh
IIPOCTABJICHO BpeMsl 3aBepeHUs (HApHUMep, MPU 3aBEPEHUU KOIMUU MPOTOKOJIOB
00 UTOTrax roJ0COBAHUS).

Ecnmm komuss JOKyMEHTa M3rOTaBIMBACTCS HAa HECKOJBKUX JIMCTaX,
TO 3aBEPSICTCS KKIBIA JTUCT TOKYMEHTA JINOO TOKYMEHT MPOIITMBACTCS ¥ HA MECTE
IPOIIMBKY CTAaBUTHCSA 3aBepUTENbHAs Haamuch «BepHo» wim «Komus BepHay,
JOJDKHOCTh JIMIA, 3aBEPHBIIETO KOIHIO, €r0 JIMYHAs TOJIINCH, pacim(poBKa
TIOJIITMCH U JIaTa 3aBEPCHHS.

[Tpu mepechblIKe KOMHUM JOKYMEHTA B JIPYTHMEe OPraHU3AIMK WU BbIIaye ec
Ha PYKH 3aBEpUTEIIbHAS HAJIUCh YAOCTOBEPSETCS IMedaThio «TeppuTopualibHas
nu3zbupareabHas komuccus Ne 32 mu00 npH HaIMYKU NIe4aThio « TeppuTopraibHas

n3ouparenpHas komuccus Ne 32. J{1s1 JOKyMEHTOBY.

3.5.15. OrMeTKa 00 HCIIOJIHUTEJIC.

OTtMeTka 00 HCHOJHUTENE BKIOYAET B €e0sS WHUNUAIBI U (PaMUIHIO
WCIIOJTHUTENSI IOKYMEHTa U HOMEp €ro CIyKeOHOTO TesieoHa ¢ KOJOM peruoHa.

OTMeTKy 00 MCIIOJIHUTENIE PACIoaraloT Ha JUIEBOM MU, TPU OTCYTCTBUU MECTA,
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Ha 060p0THOﬁ CTOPOHEC IOCICAHCIO JHMCTa AOKYMCHTA B JICBOM HMXXHEM YIIIY

pasmepom mipudra 10 myHKTOB, HanpUMep:

Bopounun B.IO.
(812) 576-78-38

3.5.16. OT™MeTKA 00 HCIIOJIHEHUH IOKYMEHTA.

OtMmeTka 00 WCHOJHEHUM JOKYMEHTa W HANpaBJICHUU €ro B JIEJIO
BKJIIOYACT CJICAYIOIINE JaHHBIC: KpaTKue CBeJeHUS 00 HCIIOTHEHHWU JOKYMEHTa
(Ipy  OTCYTCTBUM JOKYMEHTA, CBHJICTCIBCTBYIOIIETO OO0 WCIOJHEHUH), ATy
Y HOMEpP MMEIOIIErocs JOKyMeHTa 00 MCIOoIHEeHUH, cioBa «B nemo», Homep aena,
B KOTOpOM OyAeT XpaHUTbCS JIOKYMEHT, JaTy, IOJIUCh IpeaceaaTess

TeppuropruaibHON KOMUCCHH.
4. Opranu3anus padoThbl ¢ HCXOAAIIMMHU (OTHPABJISIEMbIMHU) JOKYMEHTAMU

4.1. Ucxonsmue MOKYMEHTHI TedaTaloTcsi Ha OJaHKax YCTaHOBJICHHOM
dbopMbl U 0QOPMIISIIOTCSI B COOTBETCTBUU C TOJIOKCHUSIMU — HACTOSIIEH
NucTpyKumm.

4.2. OtmpaBka JIOKYMEHTOB u3 TeppuropuanbsHOU KOMUCCUU
ocylecTBisieTcss  (enpIberepckod  WiIM  CHENHaJIbHOM  CBSI3bIO, TMOYTOMH,
no Tenerpady, kanamam cBs3u ['AC  «Beiboper», IIM  JIEJIO, kaHamam
(akCUMUIBHOU CBSI3U, C€TU MIHTEpHET UM HApOYHBIM.

4.3.1lpu odopmieHH NHCEM U TeJErpaMM UCIHOJHUTENh YKa3bIBA€T
TIOJIHBIN TIOYTOBBIN (BKJIIOYAsI MHACKC) aJpec OpraHU3aliK WK TpaXKIaHUHA.

4.4, Ucxopsume mMHChbMA HAMpaBISIOTCS 3a TMOJINUCHIO TpecenaTess
TepputopralbHOW KOMHUCCHH, B €r0 OTCYTCTBHUE — 3a MOANUCHIO 3aMECTUTENs
npejceaaTenss WM MUHOTO ujieHa TeppuTopuaibHOW KOMMCCHUU, HCIOJIHSIONIETO
00sI3aHHOCTH TIpeJiceIaTelisl, Ha OJJaHKE MUChMA.

4.5. [longnucanneie mUcbMa U TesnerpaMmmbl peructpupytores B [T JIEJIO

WJIY KypHAJIE.
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Ecnu oTnpaBisieMblil JOKYMEHT SIBISIETCS OTBETOM HA BXOJSIIMI JOKYMEHT,
HEOOXOJAMMO TPUOOMIUTH MOJIMHHMK BXOJSIIETO JIOKYMEHTa K KOIUHU
OTIIPABIISIEMOI0 JOKYMEHTA, OCTAIOILIEHCA B JIETIE.

4.6. JIoOKyMEHTaM TPUCBAUBACTCS HCXOIAIIUNA HOMEpP, KOTOPBIA COCTOUT
U3 UHJIEKCa JIeJa MO0 HOMEHKJIAType Al W NOPAIKOBOIO HOMEpa JIOKYMEHTa,
pa3leNIeHHbIX KOCOM yepTou. Mcxomdmuii HOMEp yKa3bIBAETCS TAK)KE HAa KOIUHU
JOKyYMEHTa, ocTrarouieica B gene. Hywmepamus wucxogsmux JOKYMEHTOB
OCYUIECTBJISIETCS B MIpeeiax KaJeHAapHOIo To/a.

[Ipu peructpain UCXOASIIET0 JOKYMEHTa B PETUCTpAIlMOHHON (opme
00s3aTE€IbHO  YKAa3bIBAIOTCS CIEAYIOIIME PEKBU3UTHI: JlaHHBle 00 ajapecate
(bamuiusi, uMs, OTYeCTBO (PU3UYECKOTO JHMIA WM Ha3BaHWE OpraHu3alluu,
MECTOHAXOXJACHUE IMOJIy4aTess), a TaKKe KpaTKoe COJep)KaHue JOKYMEHTa,
KOJIMYECTBO JIMCTOB OCHOBHOI'O JIOKYMEHTa M JHMCTOB MPUIIOKEHHS, KOJIUYECTBO
AK3EMIUISIPOB, UCIOJHUTENb JOKYMEHTA, €r0 COHMCHOJHUTENH, a TakKe KeM OH
HOJIHCAH.

4.7. JlIokyMeHTBI 110 BorpocaMm (GopMHpOBaHus TeppUTOpHATIBHON KOMUCCUH
U OCYIIECTBJICHUS €€ (PUHAHCUPOBAHMS, HArpaXXIACHHUs M MOOLIPEHUS YIECHOB
¥ pabOTHUKOB anmnapara TeppuTopuasbHOM KOMUCCHU, B 00S13aTE€ILHOM MOPSIJIKE
HaIPaBJISIOTCS HAPOUHBIM.

WNHbie 1oKyMeHTBI MOTYT ObITh OoTmpaBiieHbl 1o cpeactsam [T JIEJIO unm
MOYTOM M0 yKa3aHUI0 npeacenares TepputopruaibHO KOMUCCHUMU.

4.8.1lo xanamam (GaKCUMWIBHOM CBSI3UM  JIOKYMEHTHI  MEPENar0TCs
OTBETCTBEHHBIM 32 BEJICHUE JEIIONPONU3BOICTBA MOCIE UX PETMCTPALIUN.

4.9. ITpu oTmpaBke TeaerpaMMbl 0OJiee YeM B YEThIpe aapeca 0hOopMIIIETCS
NOJJINHHUK, KOMUS MW [JIBa OHK3EMIUIApa MOJNHCAHHOTO CIUCKA PAaCChUIKU
C YKa3aHHEM TIOJHBIX TMOYTOBBIX (BKJIIOYAs TMOYTOBBIM HWHIEKC) aJpecoB.
Ha Tenerpad nepenaroTcss NOJJIMHHUK C OJHUM SK3EMIUISIPOM CIIHMCKA PACCHUIKU
W KOIMSL TeJerpaMMbl, KOTOpass C OTMETKOM O Tnepenade TeaerpaMMbl
BO3BpaIaercs B TeppUTOpHATbHYIO KOMUCCHIO U BMECTE CO BTOPBIM IK3EMILISIPOM

CIIMCKA PACCBUIKHU IMOAIIMUBACTCA B ACJIO.
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4.10. IIpu otmpaBke mnuchbMa Oojiee YeM B UETHIpE ajJpeca COCTABISETCS
CIIUCOK PACCHUIKM YCTAHOBJICHHOW Qopmbl (mpuioxkeHue Ne D), KOTOpbIH
MOJIITMCBIBACTCA MPEJCEeIaTeIeM, B €r0 OTCYTCTBUE — 3aMECTUTENIEM TpeIceaTels
WIN WHBIM 4jJieHOM TeppUTOpHaNbHOW KOMHUCCHUHU, HCHOJHSIOMUM OOSI3aHHOCTH
npenceaarens TeppuropuanbHoii Komuccuu. Ilocie perucTpanuu MNHCHMO
TUPAKUPYETCS B HEOOXOAMMOM KOJTMUYECTBE M OTIPABIISETCS.

Ecnu mucbmMo win TenerpamMma HampapiisieTcs He 0Oojiee 4eM B 4YEThIpe
azpeca, TO MOAMUCHIBACTCS KX /IbIi 3K3EMILISIP.

4.11. OTnpaBka JOKYMEHTOB IPOU3BOAMUTCS €XKEIHEBHO B 4Yachl PabOThI
TeppuropuaibHOH KOMHCCHUH, KPOME BBIXOJHBIX U HEpPaOOUYWX Mpa3THUYHBIX
JTHEH.

[Topsaaok OTHpaBKU HCXOAAIIUX JTOKYMEHTOB IIOCJIE€ OKOHYaHHs pabouero
IHS, B BBIXOJHBIE W Hepabouyue TMpa3gHUYHBIE THH, B MEPHOJA MOATOTOBKU
Y TIPOBEAICHUS M30MpATEIbHBIX KAaMIIAHWKA YCTAaHABIMBAETCS IMpeaceaaTesieM
TeppuropualibHOM KOMUCCHH.

4.12. JIOKyMeHTBI C OTMETKOM O CpPOYHOCTH JOCTaBKH «Becbma cpouHO»
U «CpouHo» O(OPMISIOTCS HE3aMEIJIUTENbHO, OTHPABISIOTCA IO KaHajlaM
bakcumunbHOU cBsi3u, [IW JIEJIO unu HapOYHBIM.

4.13. JIokyMeHTBI, HalpaBiIeMble Tpa)KIaHaM 10 JOMaITHEMYy aJpecy,
OTIIPABJISIFOTCSL Yepe3 IOYTOBOE OTAEJIEHUE CBSI3M, KaK MpaBUJIO, 3aKa3HBIMU
MUChMaMH.

4.14. JlokyMeHThI, TiepenaBacMble MO0 KaHalaM (aKCUMIIBHOW CBSI3H,
PETUCTPUPYIOTCS B MOPSIIKE, YCTAHOBICHHOM Il UCXOSIINX IOKYyMEHTOB.

4.15. Vcxopsmue TOKYMEHThI, O(pOpMIIEHHbIE C HapyLIEHUEM TpPeOOBAHMIA
WNHcTpyKiuu, K OTNpaBKE HE MPUHUMAIOTCS M BO3BPAIIAIOTCS HUCIOJHUTEISM
Ha 10paboTKy. KoppecnoHaeHIus HecIyKeOHOTo XapakTepa, B TOM YHCIIe JIMYHas
KOPPECTIOHICHITHS, K OTIPAaBKE HE MPUHIMACTCH.

4.16. Konuu ucXosmux JOKYMEHTOB ITOMEIIAIOTCS B JIEJ0 B COOTBETCTBUU

C HOMEHKJIaTypou Jen TeppuTopruasbHON KOMUCCHU.
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5. Oco0enHoCTH PadoTHI ¢ OOpaALLIEHUSMH TPAKIAAH

5.1. Opranm3amuss paboTel ¢ OOpamIEHUSIMU TPAXKIAH OCYLIECTBISETCA
B COOTBETCTBUU C pazziesioM 2 Hactosmeld MHCTPYKIMU ¢ y4eToM 0COOCHHOCTEH,
YKa3aHHBIX B JJAHHOM pa3Jielie.

5.2. [lucekMennble  oOpameHuss rpaxnaH (maiee —  oOpareHus),
MOCTYTUBIILINE B TepputopralibHyIO KOMHCCHIO, PETUCTPUPYIOTCS
C UCTOJIb30BAHUEM PETrUCTPALMOHHBIX (OPM OTIAEIBHO OT JPYyTUX BUIOB
JIOKYMEHTOB HE€ TMO3JHEEe TpeX JHed Cc MoMeHTa mnoctymieHud. OOpaiieHus,
Kacarolnyecss HapyleHUH M30UpaTeNbHBIX MpaB TpaxaaH B MEPHO] MOATOTOBKU
Y TIPOBEJICHUS BBIOOPOB U peepeHyMOB, PETUCTPUPYIOTCS B A€Hb MOCTYIUICHHS
B TepputopualibHyt0 KOMHCCHIO WM Ha CIEAYIOMIHNM pabounii JeHb.

5.3. Ilpu BCKpBITUM KOHBEPTOB TPOBEPSCTCS HAIWYHUE BCEX BIIOYKCHUMU.
KoHBepT 00s3aTEIBHO COXPAHIETCS.

OOpaiienus, cojepkamye B aJPECHOM YacTh TNOMETKY «JIuuHOo»,
paccMaTpUBaIOTCS B 00IIIEM MOPSIKE B COOTBETCTBUU ¢ HCTpyKIIMEH.

[Ipu peructpauuu noBTOpHBIX  OOpamieHudd UM TPUCBAUBACTCS
OUEpEHON PETHCTPAIlMOHHBI HOMEp, B PETHCTpPAllMOHHOW QopMe nenaeTcs
otMeTKa «[IoBTOpHOY.

Ecnu Obpariienue nocTynusao OT KOJUIEKTHBA TPpaXKaaH, TO IPU PErUCTPALINH
B PErHCTPalMOHHON opMe cTaBUTCA OTMETKA «KOIEKTUBHOEY .

5.4. PeructpalliOHHBIA IITaMI, COCTOSIIIIUH W3 TOPSIKOBOIO HOMEpa
oOpalieHusi U JaThl PETHCTPAIlMU, CTABUTCS, KaK MpaBWUJIO, Ha TIEPBOM JIUCTE
OOpaileHus B MpaBOM BEPXHEM YIUIy WM Ha CBOOOJHOM OT TEKCTa MECTE.

Hywmepamuss moctynuBmmx OOpallleHHii OCYIIECTBIISIETCS B TIpenesax
KQJIEHIAPHOIO rofa.

5.5. 3apeructpupoBannbie OOpalleHusT pacCMaTPUBAIOTCA TpeaceaaTeeM
TepputopuaibHO  KOMHCCHUHM, 3aT€M  IIOCJI€  IEPEHECEHUs  YKa3aHus
10 UCTIOJTHEHUIO  JOKYMEHTa B  PErucTpalMoHHble  (OpMBI  TEpenaroTcs

HUCIIOJTHUTCIIAM IO ITOAITHNCE.
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5.6. OOparenusi, aapecoBaHHble ujieHaM [eppUTOpPUATBHOW KOMHUCCHUH,
PETUCTPUPYIOTCA B YCTAHOBJIEHHOM NOPSAKE, JOKIAAbIBAIOTCS MPEACEAATEIIO
TepputopralbHOM  KOMHCCHHM,  3aT€M  IIOCJIE€  IEPEHECEHUs  yKa3aHus
M0 UCTIOJTHEHUIO  JIOKYMEHTa B  pErucTpalMoHHble  (OpMBI  TIEpelaroTCs
UCITOJIHUTEIISIM O, OIHUCH.

OOpamienuss  paccMaTpUBAIOTCS B~ COOTBETCTBHM  C  yKa3aHUSIMHU
10 UCIIOJTHEHUIO ~ JOKyMEHTa mpeaceaarenss TeppuTOpHAIbHOM  KOMHCCUU
B IIOPSAJIKE, YCTAHOBJIICHHOM 3aKOHOJATENbCTBOM Poccuiickoint ®denepanum.

5.7. OOpaiieHus, coaeprKaiiie BONPOCkl, pelieHue KOTOPbIX HE OTHOCUTCS
K KOMIIETEHIIMM TeppUTOpHAIBHON KOMHCCHH, JOKJIAIBIBAKOTCSA MPEACEHATEIIO
TepputopradbHOH KOMHCCHUM M O €ro0 YKa3aHWIO MO HCHOJHEHUIO JOKyMEHTa
B TCYCHUE CEMM KAJICHJIAPHBIX JHEW CO [JHSA PpErucTpalud HaIpaBISIOTC
C COMPOBOJIUTEIBHBIM TUCBMOM 3a €r0 MOANUCHI0 B COOTBETCTBYIOIIMI OpraH WK
COOTBETCTBYIOIIEMY JOJKHOCTHOMY JIMILY, K KOMIETEHIIMM KOTOPBIX OTHOCHUTCH
pelieHre mnoctaBiieHHbIX B OOpalieHuyd BONPOCOB, C YBEAOMIIEHHEM TIpaKIaH,
HanpasuBiux OOpatienus, o nepeaapecanuu O6pameHuii. B conpoBoguTearHOM
IUChME OrOBAPUBAETCS MOPSAOK HallpaBiIeHUs 0TBeTa aBTopy OOpalieHus.

Ecin pemenne mnocraBieHHbIXx B OOpallleHUAX BOMPOCOB OTHOCHUTCS
K KOMIIETEHIIMM HECKOJIbKUX TOCYJAapCTBEHHBIX OPraHOB WJIM JOJHKHOCTHBIX JIWLL,
konusi OOpalieHus B TE€UEHHME CEMHU KaJeHAAapHBIX JHEH CO JHS perucTpanuu
HalpaBJsieTCsi B COOTBETCTBYIOUIME  OpraHbl WM  COOTBETCTBYIOLIUM
JOJDKHOCTHBIM JIMLAM.

5.8. 3ampeniaeTcsi  HanpaBIsTh OO6painenue Ha  pacCMOTPEHHUE
B FOCYJJapCTBEHHBIN OpraH, OpraH MECTHOTO CaMOYMPABJICHUS WIIK JOJKHOCTHOMY
JUIly, penieHue wid - JedctBue  (0e3meicTBHE)  KOTOPBIX — O0XKamyercs,
32 HCKJIFOUEHUEM CJIy4aeB, YKa3aHHBIX B IyHKTe 6 cratbu 75 @PenepanbHOTO
3akoHa «OO0 OCHOBHBIX TapaHTHUSIX HM30MpATENbHBIX IMpaB U IpaBa Ha ydacTHe
B pedepenayme rpaxkaan Poccuiickoit denepanum.

5.9. Ectu B COOTBETCTBMU C 3alpeToM, YKa3aHHBIM B IOApa3fese

5.8 UncTpykiuu, HEBO3MOXKHO HampaButh (OOpalieHne Ha PacCMOTPEHHE
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B FOCY/IAPCTBEHHBIN OpraH, OPraH MECTHOTI'O CAMOYIIPABIICHUS WU JOJKHOCTHOMY
JMIY, B KOMIETEHIIMIO KOTOPBIX BXOJUT PEIICHHE MOCTaBiIeHHbIX B OOpaieHuu
BoIpocoB, OOpailleHre BO3BpaIllaeTCs TPAXKIAHUHY C Pa3bICHEHUEM €ro Ipasa
00XanoBaTh COOTBETCTBYIOIIEE pEIICHWE WM JIEUCTBHE B YCTAHOBJICHHOM
MOPSIAKE B CY/IE.

5.10. OOpamennsi, MOCTyNUBIIME B  TEPPUTOPHAIBHYIO KOMUCCHIO,
paccMaTpHBAaKOTCS B CPOKHM, YCTaHOBJEHHbIE mojapasnenamMu 8.5 u 8.6
HNHcTpykumu.

B nepuoa moAroToBKM M TMpOBENEHUS BBHIOOPOB U pedepeHIyMOB CpPOKU
paccMOTpEeHUs OO6parenuii YCTaHABJIUBAIOTCS B COOTBETCTBHH
¢ 3akoHozAaTenbcTBoM Poccuiickoit denepaiu o BbIOOpax U pedepeHaymax.

Ecim  HeoOxomuMo  mpoyiuTh  CpoK  paccMmoTpeHus — OOpaiieHus,
WCIIOJTHUTEIb HE MO3HEE YEM 3a TPH JHS JO UCTECYCHUSI CPOKA MOJTOTOBKU OTBETA
MpEACTaBIACT Ha UM Mpejacenaress TeppuTopuaibHON KOMUCCHH JOKIaJAHYIO
3alUCKy C OOBSICHEHWEM, 10 KakKoW TMpUYMHE HEBO3MOXXHO JaTh OTBET
B YCTAHOBJICHHBIA CPOK. MaKCcuMalbHOE TPOJIEHUE CpPOKA PACCMOTPEHUS
O6pamenus coctapisgeT 30 KaleHIapHBIX THEH.

3asBUTEIIIO HAMPABJISETCA YBEIOMIIEHUE O TIPOJIJIEHUH CPOKA PACCMOTPEHHUS
ero O0Oparexus.

OOpaiiieHus, Ha KOTOPBIE TAOTCS MPOMEXYTOYHBIE OTBETHI, C KOHTPOJIS HE
CHUMAIOTCSL.

5.11.B cnywae mocTymieHus B TeppuTOpuUaIbHyl0O  KOMHCCHIO
B YCTaHOBJICHHOM MOPSAKE 3alpoca roCyJapCTBEHHOr0 OpraHa, OpraHna MECTHOTO
caMOyTpaBJeHUsS WIM JOJKHOCTHOIO JMIla, paccmaTpuBarommx OoOpaiieHue,
JIOKyMEHTBl W MaTepualbl, HEoOXoaumbie Juisi paccMoTpenus OOparieHus,
MPEJICTABISIOTCS B T€UECHUE 15 KalleHIapHBIX JTHEM.

5.12. OtBet Ha OOpailieHre, B KOTOPOM HE YKa3zaHbl (paMuiIus rpakJaaHuHa
M €ro IMOYTOBBIM ajpec WM aJapec BJIEKTPOHHOM IMOYTHI, IO KOTOPOMY JOJKEH
OBITH HampaBjeH OTBET, He Jnaercs. Takoe OOpaleHUE CHUCHIBAETCS B JEJO

npencenarenem TepputopuanbHoil komuccuu. B cmydae ecnmu B OOparieHun
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coJlep>KaTcsi CBEJIEHUS O TOJIFOTABIMBAEMOM, COBEPIIAEMOM WIIM COBEPIIEHHOM
IPOTUBOIPABHOM JIESTHUM, a TakXke O JIMIEe, €ro MOArOTaBIMBAIOIIEM,
COBEpIIAIOIIEM WJIM COBEPIIMBIIEM, OOpalleHHEe TMOJJICKUT HANPaBICHUIO
B FOCYJJapCTBEHHBIM OpPTraH B COOTBETCTBUU C €r0 KOMITETEHIIUEH.

Ecmu tekct OOpatienusi He TOIIAETCS MPOYTEHHIO, 0TBeT Ha OOparieHue
HE JaeTcsi W OHO HE TMOMJISKHUT HAMpPaBICHUI0O HAa  PAacCMOTpPEHHUE
B FOCYJJapCTBEHHBIN OpraH, OpraH MECTHOTO CaMOYTPABIICHUS UK JOJIKHOCTHOMY
JIUITy B COOTBETCTBUM C MX KOMIIETCHITEH, O YeM B TEUEHUE CEMU KaJICHIIaPHBIX
nHeHr co nHA peructpaiuu OOpainieHus: cooOMaeTesl rpakIaHuHy, HallpaBUBIIEMY
Oo6paienue (ecnu ero Gpamims U MOYTOBBIN aApeC MOAAAIOTCS MPOYTEHHIO).

5.13. OOpamennsi, B  KOTOPBIX  COJEPKATCS  HEUEH3YpHBIE  JINOO
OCKOpOUTENbHBIC BBIPAKEHUSA, Yrpo3bl KU3HHU, 3JI0POBbI0 M HMYIIECTBY
JOJKHOCTHOTO JIMIIA, a TaKKe€ WICHOB €ro CeMbH, OCTaloTcsi 0e3 oTBeTra
0 CYIIECTBY TIOCTAaBICHHBIX B HEM BOMPOCOB, a 3asgBUTEISIM COOOIIaeTcs
O HEJIOMYCTUMOCTH 3JI0YTIOTPEOICHUS TPABOM.

5.14. O6partienue, B KOTOPOM OOXKallyeTcs CyJaeOHOE pEIICHHE, B TCUCHHUE
CeMHU KaJIeHJApHBIX JIHEW CO JHS PErucTpalldd BO3BPAIACTCA TPaKIAHUHY,
HaIlpaBUBIIEMY OOpalleHne, ¢ Pa3bsICHEHUEM TMOpSAAKa O0XKAJIOBAHHS JAHHOTO
Cy1eOHOTrO pellIeHHUS.

5.15. Ecniu B OOparieHu colepKUTCS BOMPOC, Ha KOTOPBIM TpaKaaHUHY
HEOJHOKpATHO (JIBa paza W 0oJiee) JaBAIUCh MUCHMEHHBIE OTBETHI MO CYIIECTBY
B CBSI3U C paHee HampaBieHHbIMH OOpaimieHusMu, U 1npu 3ToM B OOpaiieHuu He
MPUBOMSITCS HOBBIE JOBOJBI U OOCTOSATEIHCTBA, TO IMEPENMUCKA IO JaHHOMY
BOTIPOCY C TPXKIaHWHOM IMPEKPAIIAETCs, 0 YeEM €My HalpaBisieTCsl YBEIOMIICHHE.

5.16. JInunblii pUeM TpaKJaH BeAETCsS IpenacenareiaeM TeppuTopruaibHON
KOMHCCHH.

Nudopmarus 0 TTOPSIIKE npuema rpaxaaH pasMerniaercs
Ha UHOOPMAITMOHHOM CTeHJe u OQUIMaIbHOM caiite TeppuTropuaibHON

KOMHUCCHUU B MH(POPMALIMOHHO-TEIEKOMMYHUKAIIMOHHOM ceTu HTepHeT.

28



[Ipy  nuyHOM  TpUEME  TpaXIaHUH  TOPEAbABISET  JOKYMEHT,
YAOCTOBEPSIOIIMNA €r0 JUYHOCTb.

Benenne muyHOro mnpuemMa TpaxIaH MOXET CONPOBOXKAATHCS ayIuo-
Y BUJICO3aIMCHIO, O YEM Ipak/IaHe YBEJOMIIAIOTCS 0 Havyaia npueMa.

5.17. Bo Bpemsi mpuema TpaxiaH BeIETCA >XypHal ydeTa, B KOTOPBIU
BHOCSITCA JaHHBIE O TpakKIaHHWHE, KPaTKOE COAEpKaHUE OOpalleHHUs, pe3yJbTaT
€ro PaCCMOTPEHUS, a TAKKE JOHKHOCTD U (haMIIIUS JTUIA, TPOBOISIIETO PUEM.

Ecnu  wusnoxenneie B yctHoM OOpaimiennu  ¢GakThl HE TpeOYIOT
JOTIOJTHUTEBHOM MPOBEPKHU, OTBET Ha OOpalieHue ¢ coriacus rpaxaaHuHa MOXKET
OBITh JaH YCTHO B XOJ€ JIMYHOIO NpHUEMa, O YeM JENIaeTCsl 3alliCh B JKypHaje
yuera. B ocTanbHBIX ciy4asx [JaeTcsi NUCBbMEHHBIM OTBET M0 CYIIECTBY
noctaBiieHHbIX B OOpallieHny BOIpPOCOB.

B xoze muyHOro npruema rpakxIaHuHy MO>KET ObITh OTKa3aHO B JalbHEHIIEM
paccMOTpEHUU OOpallleHusl, €CIM €My paHee ObUI JaH OTBET IO CYIIECTBY
nocrtaBiieHHbIX B OOpallieHny BOIPOCOB.

B ciyuae rpy0oro, arpecCUBHOrO MOBEAEHUS TpakJIaHWHA MPHUEM MOXKET
ObITh MpekpatieH. [Ipn HeoOX0MMOCTH MOXKET OBITh BBI3BAH COTPYAHUK OXPaHbI.
HNudopmanus o moBeIeHUN IPaKJaHUHA OTPAXKAETCS B KypHAJIE yUyeTa.

5.18. Ilepenanusbie Ha IpueMe Oo6partenus PETUCTPUPYIOTCS
C UCTIOJIb30BAHUEM PErHCTPAIlMOHHBIX (OPM M paccMaTpUBAIOTCS B TMOPSKE,

YCTAaHOBJICHHOM HACTOAIIUM pa3acIoOM.
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6. OcobeHHOCTH PAdOTHI C JOKYMEHTAMH, COIEPKAINMMHU CIYKEeOHYI0
HHGOpPMALNMIO OTPAHMYECHHOI'0 PACIIPOCTPAHEHH (B TOM 4YHCJIe CBeJAeHusI 00
U30UparTesfX, yY4aCTHUKAX pedepeHayma, 00pamanouumMucs B paMKax
pynkuuonupoBanus I'ocygapcTBeHHOM CUCTEMbI perucTpauunu (y4era)

u3duparesieil, yuactuHukon pedepenayma B Poccuiickoii @enepanun)

6.1. OcobeHHoCTH pabOTHl C JIOKYMEHTaMH, COJICPXKAIIUMU CIIY>KEOHYIO
uHGOPMAIMIO OTPAHUYEHHOTO PaCIPOCTPAHEHUS.

6.1.1. K cuyxeOHolt wuHOpMAMK OTrPAHUYCHHOTO PACIPOCTPAHCHHS
OTHOCUTCSI HECEKpeTHas WH(pOpMallds, HE3aBUCMMO OT BHJA €€ HOCHUTEIS,
OTpaHUYCHHSI Ha pacripocTpaHeHHE KOTOPOA yCTaHaBIMBAIOTCSA
3aKoHOJaTenbCTBOM Poccuiickoit denepaiivu, penieHUsIMUA (IIOCTaHOBJICHUSIMU)
BBITIICCTOSAIINX H30MPATEITHLHBIX KOMHCCHHA.

6.1.2. HeobxomuMocTh  TpocTaBieHHS TOMETKH «Jlig  cimykeGHOTO
nosib3oBaHus» (manmee — «JICII») Ha MOKyMeHTax M M3JIaHUAX, COJIEpIKAIIUX
CIIy’)keOHYI0 HH(OPMALMIO OTPAHHMUYEHHOTO PACTIIPOCTPAHEHUS, OMPEACIACTCS
npejceaarenemM TeppuropuanbHoi KOMUCCHUH, MO CHIBAIOIIUM
WM YTBEPXKIAIOITUM JOKYMEHT.

JIOJDKHOCTHBIEC JIUIA, TPUHSBIIME pEIICHHE 00 OTHECEHUM CIIyKeOHOM
uH(MOpPMAIUH K pa3psy OrPaHUYEHHOTO PACIPOCTPAHEHUS, HECYT MEPCOHATBHYIO
OTBETCTBEHHOCThH 32 000CHOBAaHHOCTH MPUHATOTO PEIICHHUS.

6.1.3. [lometka «JICIl» m HOMEp SK3eMIUIsipa MPOCTABISAIOTCS B MPaBOM
BEPXHEM YyTIy TIEPBOM CTpAHMIIBI IOKYMEHTa (B Ciiydyae HEOOXOJAMMOCTH — U €0
MPOEKTA), COJIepKalllero  CiIy)KeOHyro  WH(OpMalUI0  OTPAHUYECHHOTO
pacnpocTpaHeHus, Ha 00JIOKKE U TUTYJIBHOM JIUCTE U3JIaHUA, a TAKKE Ha MEePBOMN
CTpaHHMIIE COMPOBOIUTEIHLHOTO MMUChMa K TAKMM JIOKYMCHTaM.

6.1.4. Pabota ¢ AOKyMEHTaMH, COJCPXKAIIUMU CIIYKEeOHYI0 HHGOPMAIIUIO
OTPAaHUYECHHOTO PACTPOCTPAHCHHSI, B TOM YHCIIE UX MpUEM, Y4eT (perucrparius),

OCYHICCTBIACTCA B IOPAAKE, YCTAHOBJICHHOM [JII HCCCKPETHBIX AOKYMCHTOB,
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C y4eToM OCOOEHHOCTEH, H3JIOKEHHBIX B HacTodAleM pazzaene. llpu sTom
K PErCTpallMOHHOMY HOMEpPY JIOKyMeHTa nooasisiercs: momeTka «JCIDy».

6.1.5. loxymentsl ¢ mometkoit «JICIl» peructpupyrorcs (y4uTHIBAIOTCS)
BMECTE C JIPYTMMU HECEKPETHBIMU JOKYMEHTaMH. B perucrpalluoHHON KapTOUKe
JTOKyMEHTa mpou3BoauTcs 3anuch «J[CID».

6.1.6. CkanupoBaHue, KOMHpPOBaHHE (TUPAKUPOBAHHUE)  JIOKYMEHTOB
c nomeTkor «ICII», mpou3BOAUTCS HCHOJHUTENEM JIOKYMEHTA C MUCbMEHHOIO
paspemieHust  npeacenarenss  TeppuTopuarbHOM — KOMHUCCHUH, IPUA  3TOM
OCYILECTBIISIETCS YUET KaXKIOT0 SK3EMIUISIPA YKa3aHHBIX JOKYMEHTOB.

6.1.7. Hoxkymentst ¢  nomerkort  «JCIl»  mepenmaroTcss  4dineHam
TepputopradbHOM  KOMHCCUM U TPaXJAAHCKUM  CIY’KallUM  ammapara
TepputopranbHON KOMUCCUU TIOJT ITOATIHC.

6.1.8. Joxymentsl ¢ mometkoi «JCID» HampaBisiOTCsS B Apyrue OpraHbl
Y OpraHu3allud opraHamMu (QeaepanbHOil  (PeNbIberepckol CBSA3M, CITyKO00H
CHELMAILHOM CBSI3U JIMOO HApOYHBIM. 3alpeliaeTcsl MepeAaBaTb JOKYMEHTHI
c mometkon «JICID» mno He3amuIIEeHHBIM KaHAJIaM KOMIIBIOTEPHO-MOAEMHOM
U (aKCUMUIIBHOU CBSA3H.

JlokymeHntsl ¢ nomerkon «JICII» pacceuiatoTcsi HECKOJNBKUM ajpecaTam
COrJacHO CIIMCKY pAacChUIKA, B KOTOPOM HANpOTHUB KaXIOro ajapecara
IIPOCTABIIAETCS. HOMEP 3K3EMILISIpa OTIPABIAEMOro JoOKyMeHTa. CIMCOK pacChUIKA
MOJNKCHIBAETCS UCTIOIHUTENEM U NpescenareneM TeppuTopuanbHOil KOMUCCHUU.

6.1.9. Mcnomuennsie 1okymeHTHI ¢ moMeTkoi «JICID» ¢popmupyroTcs B aena
B COOTBETCTBUHU C HOMEHKJIATypoil nien. B mpaBom BepxHeM yrily oOJOXKKHU Jena,
B KOTOPOE NIOMENIEHBI TAKUE TOKYMEHTHI, MpocTaBiisieTcss nomeTrka «JCID».

6.1.10. loxymentsl ¢ mometkoit «J[CII» xpaHsSTCS B 3aKpBIBAIOIIUXCS
mkagdax.

6.1.11. YHuuTox)eHue aei, JOKYMEHTOB U u3JaHuil ¢ noMetkoil «J[CII»,
YTPATHBIIMX CBOE IPAKTHUYECKOE 3HAYEHUE M HE MMEIOLUX HCTOPHYECKON

Y HAy4YHOM IIEHHOCTH, MPOU3BOAMUTCS MO aKTy YCTAHOBJIEHHOH (OpPMBI

31



C YKa3zaHHEeM HOMEpOB JK3eMIUIsIpoB (mpuiokeHue Ne 13). B yuetHbix ¢opmax
JienaeTcsi OTMETKa 00 YHUUTOKEHUH CO CChUIKOW Ha COOTBETCTBYIOIIMM aKT.

6.1.12. Pemenne o cusatuum mometku «JCII» ¢ moxkymeHTa mpuHUMAaET
JIOJDKHOCTHOE JIMIIO0, MTOAMNKCABIIEE WK YTBEPAUBIIECE IOKYMEHT.

Custue nometku «JICID» ¢ npucinanHoro B TeppuTOpHAIbHYI0 KOMUCCHIO
JOKYMEHTA MOXET OBbITh IPOU3BEAECHO TOJBKO MO COIIACOBAHUIO C OPraHHU3aLUEH,
HaIpaBUBIIEH JOKYMEHT.

Custue nometku «JICID» ¢ nokymeHTa NpPOU3ZBOAUTCS OTBETCTBEHHBIM
3a BEICHHE  JCJIONPOU3BOJACTBA HAa  OCHOBAHMM  IMHUCbMEHHOIO  yKa3aHHs
JIOJKHOCTHOTO JIMLA, MPUHSBIIEro Takoe peuieHue. [Ipu castun nometku «ICID»
Ha JOKYMEHTax M JejlaX, a TakK€ B PErUCTPALMOHHON KApTOUYKE MENIA0TCS
COOTBETCTBYIOIINE OTMETKH.

O cuartun nometrkn «JICII» yBemomisIroTC BCE ajpecarbl, KOTOPBIM
JIOKYMEHT HampaBJsUIcs, TM00 opraHu3alys, €ro HalpaByBILIAs.

6.1.13. B cnydae yTpaTbl 1€, JAOKYMEHTOB WM H3JaHUM C TMOMETKOMN
«CII» nambo pasriameHus cojepkamleincss B HUX HHGOPMALMM Ha3HA4YaeTCs
ciyeOHasi MpOBEpKa, O pe3yJibTaTax KOTOPOW JOKIIAJBIBACTCS MpPEICeNaTeNt0
TeppuropranibHON KOMUCCHH.

O6 ytpare aen u gokyMeHToB ¢ momerkoi «JICII» cocraBnsercst akr,
Ha OCHOBAHMHM KOTOPOTO JENAIOTCSd COOTBETCTBYIOIIME OTMETKH B YYETHBIX
dbopmax.

6.2. PaboTa ¢ HIOKyMeHTaMH, COJCPKAIUMH CBEJICHHS 00 H30MpaTensx,
y4acTHHKaX pedepeHayMa, oOpamamniluMicsT B paMKax (QYHKIIMOHUPOBAHUS
['ocynapcTBeHHOM cHCTeMBbI peructpanuu (ydera) wus0uparesneil, y4aCTHUKOB
pedepennyma B Poccutickoit denepanym.

6.2.1. K nokyMeHTaM, cofepKaluM cBeieHHsl 00 nu30uparessx, ydacCTHUKAX
pedepenayma, o0OpallarIuMHUCS B paMKax (G YHKITMOHUPOBAHUS
['ocymapcTBeHHOW cHCTeMBbl peructpanuu (ydera) wu3OuMparesneil, y4acTHUKOB
pedepenayma B Poccuiickoit denepanuu, OTHOCITCS JTOKYMEHTBI, TTOCTYMHAIOIINE

B TeppuTopuasbHyr0 KOMHCCHUIO OT UCITOJIHUTEIIBHBIX OPraHOB IOCYJAapCTBEHHOU
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Brnactu Cankt-lleTepOypra, TeppUTOpUATIBHBIX OPTraHOB (enepabHbIX OPraHoOB
WCIIOJTHUTENIbHON BiacTH, LleHTpanbHON n30upaTenbHON KomMuccun Poccuiickoit
Oeneparnn, OI'KY «Denepanbabiii IeHTp HHPOpMaTH3auu 1npu LleHTpanbHoil
nu3buparenbHoil komuccun Poccuiickoit ®denepanun», Cankr-lIletepOyprekoi
n30UpaTeIbHOM  KOMHUCCHM, M30UPATENbHBIX KOMHUCCHA  BHYTPHTOPOICKHUX
MYHULUTATBHBIX 00pa3oBaHuUii Cankr-IletepOypra, CUCTEMHBIX
aAMUHHACTPATOPOB KOMIUJIEKCOB CpPEACTB aBTOMAaTu3aluMu [ '0oCynapcTBEHHOM
aBTOMAaTHU3UpOBaHHON cucTteMbl Poccuiickoit ®enepanun «Bpibope» (mamee —
WUCTOYHUKK  WHPOpMAILIMM),  HalpaBisieMble  HM30MpATENbHONM  KOMUCCHEH
UCTOYHUKAM uWHOpMAIMU, a TakXke JOKYMEHTBI, IepechllaeMble MEXKIY
KOMIUIEKCAaMH  CPEJCTB aBTOMAaTH3AllMUd TEPPUTOPUANIBHBIX H30MPATEIHHBIX
komuccuii B Cankr-Ilerepoypre (manee — KCA THUK), Canxt-IletepOyprckoit
n3buparenbHoit komuccuedr (manee — KCA HUKCP®) wu IlenrpanbHoit
n3buparenbHoit komuccueit Poccuiickoit @enepanuu (nainee — KCA IIUK Poccun)
B paMKax pealu3aluy meneil u 3anad ['ocy1apcTBEHHON CUCTEMBI PErHCTpaIluu
(yueta) nzbuparesneit, yaactHukoB pedepenayma B Poccuiickoii ®enepanuu.

JlIokyMeHTBI ~ MOTYT  OQOpMIIATbCS  Kak  Ha  OYMaXHbBIX,  TakK
Y Ha MAIIMHOYUTAEMbIX HOCUTEISX.

6.2.2. PaboTta ¢ JOKyMEHTaMH, COJEp)KAIlUMH CBEICHUS 00 W30MpaTesx,
y4acTHHKaX pedepeHayMa, JODKHA  OCYHIECTBISITECA C  YYETOM  HOPM
denepanpHoro 3akoHa ot 27 wutons 2006 roma Ne 152-03 «O mepcoHaTbHBIX
JTaHHBIX», [lonoxeHuss 00 0COOEHHOCTSIX OOpaOOTKM MEPCOHANBHBIX JaHHBIX,
OCYIIECTBIISIEMO 0€3 MCIOIB30BAHMS CPEICTB aBTOMATH3AIIMH, YTBEPKIECHHOTO
IIOCTAHOBJICHUEM [IpaBuTensCcTBa Poccuniickon denepanuun
ot 15 centsi6pss 2008 roma Ne 687, INomoxenuss o I'ocymapcTBeHHOUM cucTeMe
peructpanuu (y4yera) uzlupareneld, ydacTHUKOB pedepeHayma B Poccuiickoii
QOenepauuu, YTBEPKIACHHOTO [IOCTaHOBJIEHUEM MK Poccun
ot 6 HOsOps 1997 roma Ne 134/973-11, PernmamenTta HMCITONB30BaHMS IIOCHCTEMBI
«Peructp  umsOupateneif, ywyacTHUKOB pedepenayma»  ['ocymapcTBEHHOM

aBTOMATU3UpPOBaHHOM  cucteMbl  Poccuiickoit ~ ®enepamuu  «BbuiOOpH»,
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yTBepkaAeHHOro mnoctaHoBienueM I[[MK Poccum ot 26 wmapra 2014 roapa
Ne 223/1437-6, TIlonoxenuss o0 oOecreueHUH O€30MACHOCTH HMH(pOpPMAIMK
B ['ocymapcTBeHHOM aBTOMAaTU3WpOBaHHOUW cucteMme Poccuiickoin ®denepanun
«Bp10opey,  yTBepKIAeHHOro moctraHoBieHueM I[UK  Poccum ot 23 urons
2003 roma 19/137-4.

6.2.3. JlokyMeHTbI, coaepraliue CBeIeHuss 00 H30MpaTenix, y4yacTHHKaX
pedepenayma T0KHBI 00padaThIBaTHCS B pEKUME KOH(PUICHIIMATIBHOCTH.

6.2.4. Peructpanuio W XpaHEHHE JOKYMEHTOB, COJEPXKallUX CBEACHUS
00 u3buparensx, y4yacTHUKax pedepeHayMa, MOCTyNAIMUX OT HCTOYHUKOB
uHOpPMAIIMU U HAMPaBISEMBIX MM, OCYIIECTBISIOT TI'PAKIAHCKHE CIy>Kalue
anmapara TeppuTOpHAIBHON KOMUCCHH.

6.2.5. Ciucok  Juil, YHOOJHOMOYEHHBIX TOJy4aTb OT HCTOYHHKOB
uHpopMauu W mepedaBaTh UM JIOKYMEHTBI, COJIep)Kalllue  CBEACHUS
00 m3buparensx, y4yacTHUKax  pedepeHAyMa,  YTBEpXKIAeTCsl  MPUKA30M

npeaccaaTcird TGppPITOpI/IaJIBHOﬁ KOMHUCCHH.

6.2.6. [losyunB OT UCTOYHMKA MHPOPMALIUUA JOKYMEHT Ha OYMa)KHOM JIMOO
MAIIMHOYMTAEMOM  HOCHTENE, COJEpKalliuii cBeaeHus 00 u30HpaTesx,
y4acTHHKaX pedepeHayma, COTPYIHUK ammapara TeppUTOpHAIIbHONW KOMHCCHH,
OTBEYAIOIINM 32 AEIONPOU3BOICTBO, MPOCTaBisieT NOMETKY «JICID»:

- Ha OyMa)XHOM HOCHUTEJIE€ - B MPaBOM BEPXHEM YIJIy MEPBOW CTpPAHUIIBI

JIOKYMEHTA;
- Ha MAIIMHOYWTAEMOM HOCHUTEJIE - B MpPaBOM BEPXHEHW YacCTH

MaITMHOYUTAEMOT'0 HOCUTEISI HH(POPMAIIUU.

[Tometrka «JICII» mpocrtaBisieTcss TakKe Ha TEPBOM  CTPAHUIE
COMPOBOJMUTEILHOTO  TNHUChMa K  JOKYMEHTaM, COJEpXaIluM  CBEIACHHUS
00 n3bupartensix, ydacTHUKax pedepermayma.

6.2.7. Bce OKyMEHTBI, coJepxaliue CBeJAeHUus o0 wu30uparensx,
y4acTHHKaX pedepeHaymMa, M COMPOBOAMTENbHBIE NHUChMa K HHUM TIPH HX
MOJYyYeHUH JMOO0  OTHpPAaBKE  PETUCTPUPYIOTCS  COTPYAHUKOM  armapara

TeppuTopuaibHOM KOMHCCHHM, OTBEYAIOIIMM 3a JEJIOMPOU3BOJICTBO B OTACIbHOM
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KypHasie 10 (opMe, YCTAHOBJIEHHON COOTBETCTBYIOIMM IIPAaBOBBIM aKTOM
TepputopuanbHoii komuccuu. Ilpu 3TOM K PETUCTPALMOHHOMY HHJIEKCY
nokyMmeHTa go6assercs nomerka «ICIDy.

6.2.8. ConpoBoauTe/IbHbIE MUCbMA K MAIIMHOYUTAEMBbIM HOCUTENSIM,
COJICpKaIllUM H3MEHEHHs PErHOHANbHBIX (parMeHToB Perucrpa wusbuparenei,
YYACTHUKOB pedepeHAyMa pErucTpUpPYIOTCS OTBETCTBEHHBIM 32 BEJICHHE
JIEJIONPOU3BOCTBA B TeppuropuanbHoit KOMHCCHH. [Tpu TOM
Ha COMPOBOAMUTEIIBHOM IMHCbME W MAIIMHOYWTAEMOM HOCHUTENE MPOCTABISAETCS
nomeTka «CID».

MamuHOUNTaeMblE HOCHUTENM, COAEPKAIME H3MEHEHHS PErHOHAIBHBIX
(dbparMeHToB Perucrtpa n30uparenei, YYaCTHUKOB pedepenayma,
COIPOBOJMTEIIBHBIE TMCbMA K HUM JIOCTaBJISIOTCA B TeppuTOpHanbHy0 KOMUCCHIO
MOCPEICTBOM 3aIUAIIEHHBIX CepTUPUIUPOBAHHBIMU CpeliCTBaMH
KpUnrorpauyeckod  3allUThl  TEJIEKOMMYHUKAlMOHHbIX  KaHaimoB  ['AC
«Bp160pEI», Opranamu ¢eaepanbHON (eNbIbErepcKoil CBsI3u JIUO0 HAPOUHBIM.

6.2.9. JlokyMeHTBI, coaeprKaliue CBeneHUsi 00 H30MpaTeNix, y4aCcTHHKaX
pedepeHaymMa, Ha OyMaKHBIX JHMOO MAIIMHOYUTAEMBIX HOCHUTENSX XpPaHATCA
B cei(pax WM B HANIEKHO 3alUpPaeMbIX W OINEYaThIBa€MbIX MIKadax (SLIUKax,
XpaHWINIIAX ).

ITo ucteuyeHnn Cpoka XpaHEHHs] U PACCMOTPEHUSI Ha HKCIIEPTHON KOMHCCHH
TepputopradbHOH KOMHUCCHUHM YKa3aHHbIE JOKYMEHThl YHHUYTOXKAKOTCA MO aKTy
(mpumokenue Ne 13).

6.2.10. JlokyMeHThI, cofepkaiiie CBelIeHUs] 00 M30MpaTessiX, y4aCTHHUKAX
pedbepennyma, TmepedaroTcs  COTpyAHMKAM  TeppuUTOpHAIbBHOM  KOMHCCHUU
NOJ1 ITOATIHCH.

Ilepegaya JOKYMEHTOB, coAepKaluX CBeAeHUss 00 u3buparensx,
y4acTHHKaxX pedepeHayma, OT OJHOTO pabOTHUKA JPYroMy OCYILIECTBISETCA
C pa3pewieHuss mpexacenarens TeppuTopUambHOM KOMHUCCUM WIM JIMLA, €ro

3aMCIIArOMICTO.
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JIOKyMeHTBI, cojaepxkalire cBeAeHus o0 u30upaTensX, Yy4acTHHUKaX
pedepenayma, TUPAKUPYIOTCS C MHUCBMEHHOTO pa3pelieHusl Mpejceaaresns
TepputopraibHOM KOMUCCHH WIIH JIMIA, €TO 3aMELIAOIIETO. Y YET TUPAKUPYEMBIX
JIOKYMEHTOB OCYUIIECTBIISIETCSl MO3K3eMIusipHO. Ha obopore mociemHero nucra
KaXXI0r0 IK3EMILISIpa UCHIOTHUTENb J0JDKEH yKa3aTh KOJMYECTBO OTIEYaTaHHBIX
AK3EMILISIPOB, CBOIO (PaMUIIMIO U ATy TUPAKUPOBAHUS JOKYMEHTOB.

6.2.11.O0 (akrax yTpaThl JOKYMEHTOB, COJEp)KAIllMX  CBEICHUS
00 n3bmupatensx, yuacTHUKax pedepeHayma, IubO pasriamieHus: cojepsKameiics
B HUX WH(OpMAIMU CTAaBUTCS B HW3BECTHOCTh MpeJicenaTenb TeppuTopuaibHOM
KOMHUCCHUM WM JIMLO, €ro 3amemniawoomee. llpencemarens wim JaMLO, €ro
3aMelniaroiiee, Ha3Ha4aeT KOMHUCCHIO JJI PaccieloBaHUsI 0OCTOSITENBCTB YyTPaThl
WIM pas3riameHus. Pe3ynbTraTel MPOBEPKU JIOKIAABIBAIOTCA MPEJCEAATEIIO

TeppuToprallbHOM KOMUCCHH WU JIUILY, €T0 3aMEHIAOIIEMY.

7. IlloaroroBka, opopmJieHHE, BINLYCK, YUeT JOKYMEHTOB, PACCMATPHBAaeMbIX

Ha 3acefaHusX TeppuTOpHATBLHOM KOMUCCUU

7.1. ®opmupoBanme NMPoeKTa NMOBECTKU AHS 3acelaHuA
TeppuropuajbHOil KOMHCCHH.

7.1.1. IIpoekT mOBECTKM [Hs 3aceqaHus TeppUTOpUATBHOM KOMHUCCUU
dopmupyercss mpexacenateneM  (cekperapeM) TeppUTOpHAIbHONM  KOMHUCCHH
B CPOKM,  YCTAHOBJICHHBIE  PErJIaMeHTOM  TeppUTOpHANIbHOW  KOMUCCHH,
HA OCHOBAaHHWM TUTAHOB pabOThl H pemieHuid TeppuTopuanbHOM KOMHUCCHUH,
MOpy4YeHU  mpexacenaresiss  TeppuTopuaibHOW  KOMHUCCUH,  IMOCTYNHUBIIMX
JIOKyMEHTOB M, TIOCJ€ COIJIACOBAHMS C TMpeaceaareyieM [eppUTOpHabHON
KOMHUCCHH, TOANKCHIBAETCS CEKpeTapeM TeppUTOpHAIbHON KOMUCCHH.

7.1.2. Ynensl TepputopuaibHOM KOMHCCHHU BIIpaBe MPEAJIOKUTh BHECTH
B ITPOEKT MOBECTKU JHS 3aCEaHusl BOIPOCH], B TOM YHUCJE, HE MPEAYCMOTPEHHbIE
iaHaMd paboThl W peleHus MU TeppUTOopuanbHOM KOMUCCHH, TPU YCIOBUH

HaJIW4YuA IMOATOTOBJICHHBIX 1O 9TOMY BOIIPOCY NOKYMCHTOB.
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JlaHHBIE BOMNPOCHI BKJIFOYAKOTCS B IPOEKT TOBECTKU [JHA 3acelaHus
TeppuropualibHOW KOMHCCHM TIpU TMHUCBMEHHOM oOpaiieHud (B TOM YHCIIe
HAMpaBJICHHOTO IO CPEACTBAM JJICKTPOHHOW IIOYTHI) WieHA TeppUTOpUATbHON
KOMHCCHUU [0 MHHUIIMATUBE KOTOPOrO BOMNPOC BBIHOCHTCS HAa 3acelaHue, HA UM
npeacenarens TeppuTopuanbHOM KOMHUCCUH, B KOTOPOM YKa3bIBACTCS Ha3BaHUE
BOIIPOCA, NOKJIAMUMK M Jara Iepefadyd MOATOTOBJIEHHOTO IIPOEKTA PELICHUS
B COOTBETCTBUU C IMYHKTOM 7.2 MHCTpYKIHMHM M MaTepuaioB K HEMY CEKPETapIo
TeppuropruaibHOM KOMUCCHH.

7.1.3. CornacoBanHbli ¢ mpenacenareneM TeppUTOpUATBHOM KOMHUCCUU
Y TIOJNACAHHBIN ceKpeTapeM TeppUTOpHAIBHON KOMHMCCHM IPOEKT IOBECTKU JHS
3acenaHusl TeppUTOPHAIBHON KOMHUCCHM THUPAKHUPYETCS MUl PACCBUIKM YJIEHaM
TeppuropuaibHOM KOMUCCHH.

[IpoekT moBecTKH AHS 3acelaHusi U30UpaTEIbHON KOMUCCUM pa3MellaeTcs
Ha O(UIMaIbHOM caiTe H30MpaTEeNbHON KOMHCCUM B HWH()OpPMaMOHHO-

TCJIGKOMMYHI/IKEIHHOHHOI;’I CCTHU I/IHTepHGT.

7.2. HOIII'OTOBKa AOKYMECHTOB II0 BOIIpoCaM, BKIINOYCHHBIM B IIPOCKT

MOBECTKH JHA 3acefaHus TeppuTopHaIbLHOM KOMUCCHH.

7.2.1. JlokyMeHTBI TIO BOMpOCAM, BKJIIOYEHHBIM B TMPOEKT MOBECTKH IHS
3acenanusl TeppUTOpHATIBHOW KOMHMCCUH, TOTOBITCS WIeHaMHu TeppuTopraibHON
KOMHMCCUHM, 3a KOTOPBIMM 3aKpEIUICHbl COOTBETCTBYIOIIME  HANPABICHUSA
NeSATEIbHOCTH, C IPUBJICYEHUEM, B CIIy4ae HEOOXOAMMOCTH, pAOOTHUKOB anmnapara
TeppuropraibHOM KOMUCCHUU U APYTUX CHELUUAIUCTOB.

7.2.2. llpencraBisieMble K PacCMOTPEHUIO JOKYMEHTHI JIOJDKHBI BKJIIOYATh
O3arJIaBJICHHbI TPOEKT PEIICHUS C MNPUOOIIEHHBIMA K HEMY NOIJUHHUKAMU
JOKYMEHTOB, IIOCIHYKMBIUMX OCHOBAaHMEM JUIsI  PACCMOTPEHHsI  BOIpoca
Ha 3acellaHuu TeppuTopralibHOM KOMUCCHHU, MO0 MPOEKT MUChMa, MOAJIEKAIIETO
COIJIACOBAHMUIO Ha  3acelaHuu TeppuropuanbHOi KOMHCCHUH, pH

HGO6XOI[I/IMOCTI/I — HOSICHUTCIIbHYIO 3alIMCKY IO paCCMATPUBACMOMY BOIIPOCY.
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7.2.3. TIpoekThl JOKYMEHTOB (BKJIFOYAs MPUI0KEHUS ), IPECTABIISIEMbIE IS
paccMOTpeHMs] Ha 3acellaHud [ eppUTOpUAIbHOM KOMHUCCUHU, BU3UPYIOTCS
UCIIOJIHUTENIEM, W WICHOM TeppUTOPHAIBHOW KOMHUCCHH, OTBETCTBCHHBIMU
3a MOATOTOBKY JOKYMEHTA.

[IpoeKkThl JOKYMEHTOB (BKJIOYasi HPHIIOKEHHS), COAEpKAIIUE BOMPOCHI
dbuHaHCUpPOBaHUS BHIOOPOB, OOECHEUYCHHS MESITEIBHOCTH TeppuTOpHaTbHON
KOMHUCCHUU, OOYYEHUSI OpraHM3aTOpOB BHIOOPOB M YYaCTHUKOB H30MpATEIHHOTO
mporecca, B 00S3aTEbHOM TOPSAKE BHU3BMPYIOTCS TJABHBIM OyXraaTepom
TeppuropualibHOM KOMUCCHHU.

Busbl mpocTaBisitoTcsi B KOHIIE TEKCTa TIPOEKTa pelieHus Jubo
Ha 00OPOTHON CTOpPOHE TIOCJIEAHEr0 JIMCTa TPOEKTa JOKyMEHTa (BKJIrOYas
NPUJIOKEHUS) TI0 yCTaHOBIEHHOH ¢opme (mpuioxenue Ne 6). Kaxmprit muct
MIPWIOKEHUST BUBHPYETCS UCIIOTHUTENIEM. Br3a mpocTaBisieTcsi B IpaBOM HUKHEM
yIJIy Ha CBOOOJHOM MOJI€ CTPAHUIIBI TTOCIE TEKCTA JINOO0 HA 0OOPOTHOM CTOpPOHE.

7.2.4. TIpoeKkThl TOKYMEHTOB JJisi BHU3UPOBAHUS JIOJDKHBI TPEACTABIISTHCS
B CPOKH, YCTAaHOBJICHHBIC PETIIAMEHTOM TeppUTOpHATEHON KOMHUCCHH.

7.2.5. Ucnionautens 00ecreurnBaeT KOMIUIEKTHOCTh BCEX JIOKYMEHTOB,
0003HaYEHHBIX KaK B MIPOCKTE PEIICHUS, TaK U B MPUIIOKEHUAX K HEMY.

7.2.6. IToce mpocMOTpa, a B HEOOXOAUMBIX CITydasiX — BHECEHUS MOIPABOK,
cekpeTapb TeppuUTOpHaIbHOM KOMHCCHHM Ha TMOATOTOBJICHHBIX M O()OPMICHHBIX
JUISL PacCMOTPEHHWs Ha 3aceJaHud TMPOCKTaX JOKYMEHTOB JellaeT OTMETKY
«Ha 3acenganue», CTaBUT MOAMKCH U JIaTy U MEPEIACT BECh KOMILIEKT JOKYMEHTOB
OTBETCTBEHHOMY 3a BEJCHHE JCJIIONMPOU3BOACTBA (32 MOJATOTOBKY 3aceIaHusi) JIs
TUPAKUPOBAHHUS.

7.2.7. IIpoextsl pemenuit Komuccun u apyrue HEOOXOIUMBIE MaTEpHAIIbI
MPEIOCTABIIAIOTCS 4wieHaM Komuccuu He mmosgHee, 4yeM 3a JBa paboumx JTHS
1o 3aceqanus Komuccuu, a B HMCKIIOYUTENBHBIX CIIydasX — HE TO3JHEE UYeM
3a 1 vac no Haudana 3acenanus Komwuccun.

7.2.8. OTBETCTBEHHBIN 3a BEJEHUE JICJIONPOU3BOJACTBA  (IMOJATOTOBKY

3aCGI[aHI/I$I) KOMIUICKTYCT IIAIIKKU C NOKYMCHTAMMU, IOJJICKAIMUMU PACCMOTPCHUILO,
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B COOTBETCTBHM C IIPOEKTOM IIOBECTKM JHS 3acefaHus TeppuTopualibHON
KOMHCCUM U pa3laeT HX 4iIeHaM [eppuTopuaibHOM KOMHMCCUH, B CpOK,
YCTaHOBJICHHBIN PEIVIAMEHTOM TeppUTOPHATIBHON KOMUCCHH.

Ecnu wunen TeppuropuanbHOM KOMHCCHMM HAxXOIWUTCS B  OTIYCKE,
KOMaHJIMPOBKE WJIM OTCYTCTBYET IO OO0JIE3HU, IPEIHA3HAYCHHAS ISl HErO Iarka
C IOKYMEHTaMH OCTaeTCs O €ro BO3BpPALICHUS y OTBETCTBEHHOI'O 32 BEJCHHE
JIEIOMPOU3BOCTRA (32 TOATOTOBKY 3aceaHMusl).

Unenam TeppuropuanbHON KOMHCCHHM C IPABOM COBEIIATEIBHOIO I0JIOCA
U IUUaM, [PUIVIAIIEHHBIM Ha 3aCEelIaHue, COOTBETCTBYIOIIME MaTepHUabl
NIEPENAOTCS NIEPE HAYaJIOM 3aCEIaHuUs.

7.2.9.Tlepen  HavamoMm  3acefaHHsi  OTBETCTBEHHBI 32  BEJCHHE
JIEJIONPOU3BOACTBA (32 TMOATOTOBKY 3aceJaHusl) PErucTPUPYET IPUTIIAIICHHbBIX
Ha 3acellaHue  JIMI, CIUCOK  KOTOpPBhIX  MPEIACTaBISIETCA  IPEICceaTellto
TepputopraibHON KOMHUCCHUMU.

7.2.10. Ha 3acemanuu TeppuTopuanbHOW KOMHUCCHU BEIETCS MPOTOKOII
1 MOXET MPOU3BOJUTHCS ayJauo3anuch (BUAECO3aNuch). B cioydae mpousBojacTBa
aynquo-  uiad  (BUAEO)  3amUCHM  Wi€Hbl  [eppuUTOpUAnbHOM  KOMHCCHH
Y IPUTJAlIeHHbIE YBEAOMISIOTCS 00 A3TOM J0 OOBSABICHHUS TOBECTKH JHS

3acemaHusl.

7.3. Boinyck JTOKYMEHTOB, PacCMOTPEHHBIX Ha 3acelaHUM

TeppuropuajbHOil KOMHCCHH.

7.3.1. JIoKyMeHTBI, pPAcCMOTpPEHHBIE Ha 3acefJaHuu TeppuTopuUanTbHON
KOMHUCCHH, B CIyyae, €Clii B XOJ€ 3aceJaHus BHOCWJIUCH M3MEHEHUs, JOJKHBI
OBITH T0pabOTaHBbI, a 3aT€M MOMUCAHBI, 3aPETUCTPUPOBAHBI M PA30CIIaHBI.

7.3.2. Cpox 10opabOTKH JOKYMEHTOB HE JOJKEH MPEBBIIATh TPEX pabounx
JHEW T1ocie JHS 3acefaHus, €ClIM WHOM CpOK He ompefeneH ¢deaepalbHbIM
3aKOHOM M (WJK) 3akoHOM cyObekta Poccuiickoit ®denepanuu, periaMeHTOM

TeppuropraibHON KOMUCCHUH WJIM HE OTOBOPEH HA 3aCEIaHUU.
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7.3.3.1lpu nopaboTke JOKyMEHTAa WCHOJHUTEIb BHOCUT B  TEKCT
COIJIaCOBaHHBIE B  XOJE€ 3acelaHMs M3MEHEHHMs. B cioydae npuHATHA
TepputopuaibHOW  KOMHCCHEH  penieHus O  HEoOXOAUMOCTH  KOHTPOJS
32 BBIIIOJIHCHUEM pEUICHUS €ro TEKCT JOIOJIHAETCS IIYHKTOM, B KOTOPOM
HA3HAYaIOTCs JIMIIA, OTBETCTBEHHBIC 3a MCIIOJHEHUE, U B Cllydae HEOOXOIUMOCTU
OIPENENSIETCS CPOK UCIIOTHEHUS.

[Ipu HeoOxomuMoOCTH, B Cllydyae BHECEHHMS B JOKYMEHT COIVIACOBAaHHBIX
Ha 3aCeJaHUU U3MEHEHUM, OH BU3UPYETCS Y YWIEHOB TeppUTOpHAIBHON KOMHUCCHUH,
BHECIIMX HA 3aCE€AAaHUM COOTBETCTBYIOIINE IIPEIIIOKECHHUS.

Busel mpocTaBnsioTcsi Ha OOOpPOTHOM CTOPOHE TMOCIEAHEro JIMCTa
JOKyMEHTa (pelieHusi, MPUJIOKEHUs) MO YCTAHOBJICHHOU (opMe (mpuiioxkeHue
Ne 6).

7.3.4. cnonHUTENh CHAEIUT 32 KOMIUIEKTHOCTBIO TIPUIAaraeMbIX K PEIICHUIO
JIOKYMEHTOB M pacroJiaraéT MX B TOH MOCIEA0BATEIbHOCTH, B KOTOPOH OHHU
YIOMHMHAIOTCS B TEKCTE.

7.3.5. Ecnmu  Bompochl, coaepxamuyecss B pemieHuu TeppUTOpHaIbHOM
KOMHCCHH, KacarlTCi JEATEIbHOCTH OJHOM WM HECKOJIbKHX CTOPOHHHUX
OpraHu3alui, K JOKYMEHTY TMpujaraercss JHCT COIJacoBaHUs, B KOTOPOM
yYKa3bIBa€TCs HAMMEHOBAHWE OpPraHU3ALMM, JOJDKHOCTh, MHUIMANBI U (aMuUiIus
JOJDKHOCTHOTO JIMIA, C KOTOPBIM 3TOT JOKYMEHT COIVIACOBAH, U CTABUTCS €r0
JUYHAs TOJIHUCh.

CornacoBanue MoeT O(QOPMIISATECS Ha TOCIEAHEM JIUCTE pEHICHUS
TeppuropuaibHOM KOMUCCHH.

7.3.6. K odopmieHnHomMy s MOANMHUCAHUS PEHICHUIO TeppUTOpPHATBHOM
KOMHCCHHM  HCIIOJHMUTENb  IpWiaraer oOT4eT O  Ppa3sMEIICHUM  PELICHHUs
Ha opunuanbHoM  caiite  TeppuTopuanibHOW  KOMHCCHM M PacChUIKE
110 COOTBETCTBYIOIIMM  ajpecaraMm,  KOTOPbIM  HAmNpaBi€TCsl  pPEIlEeHUE
n3oupaTenpHol Komuccuu (nanee — Otuet) (mpunoskenue Ne 7).

B Ortuer BK/IIOYAIOTCS AOJKHOCTHBIE JIMIA (OpraHu3alii), KOTopble OyIyT

3aﬂeﬁCTBOBaHBI B pcalin3dalvii TIMPHHATOIO JOKYMCHTA WM JOJIKHBI OBITh

40



POUH(POPMHUPOBAHBI O €0 COJAEPKAHUHU U KOTOPBIM 3TOT IOKYMEHT JIOJKEH ObITh
pasociiaH.

OT4eT NOANMCHIBAETCS HUCHOJHUTEIEM M YTBEPKIAETCA MpeIceaTeeM
TeppuropuaibHOM KOMUCCHH.

7.3.7. ObopmiteHHBIT KOMIUIEKT JTOKYMEHTOB (pemieHne, 0003HauYCHHBIE
B €0 TEKCTE NpwiIokeHus, OTYET) HCHOJHUTEIb NEPENAET OTBETCTBEHHOMY
3a BEICHHE [IeJIONPOU3BOJCTBA (32 TMOATOTOBKY 3acelJaHusi) g MPOBEPKHU
MPAaBHJIBHOCTH OGOPMIICHHSI JOKYMEHTOB M TOCIEIYIOMIET0 WX MPEACTaBICHUS
Ha MOAIUCH MPECEIATEI0 U CEKpETapIo T eppuTOpraIbHON KOMUCCHH.

7.3.8. Peienue  moAmuchIBaeTCS — IpelcedaTreieM U CEKpeTapem
TeppuropruaibHON KOMUCCHH.

Ecmu nHa 3acepanum TeppuropuanpHOM KOMHUCCHUHU IPEICENATEIBLCTBOBAI
3aMECTUTENb  IpeAcenarens  [eppUTOpHMaIbHOM  KOMHMCCHUHM,  CEKpEeTaph
TepputoprallbHOM KOMHCCUHM WJIM OJWH W3 YWIECHOB TeppUTOpPUAIbHON KOMHUCCUU
C IPaBOM pELIAIoIIEero TIojoca, a TakKe €CIM IIOJIHOMOYMS  CEeKpeTaps
TeppuTopruaibHOM KOMHCCHUH OCYIIECTBIISUI OJWH W3 YJIEHOB TeppuUTOpHaIbHON
KOMMCCHUH C IIPAaBOM DPEILIAIOLIEro rojioca, TO MOAINKMCH B IIPOTOKOJIE, HA PEIICHUN
0(OPMIISIFOTCSI CJIEIYIOIINM 00pa3oMm:

«3amecTuTenb Tpeacenarens TeppuTopuaibHOM KOMHUCCHM» — B Clydae
BPEMEHHOI'0 OTCYTCTBUS Ipeaceaaresns TeppuTopruaibHOU KOMUCCHUY;

«Vcnonustroiuii 00s13aHHOCTH Tpecenarenss TeppuTopruaibHON KOMUCCUIY —
npu Hanmuuuu pemieHus Cankrt-IlerepOyprckoit u30MpaTenbHON  KOMHUCCUU
O BO3JIO)KEHUM Ha OJHOTO M3 YJICHOB TeppUTOpUAIbHOW KOMHUCCHUM C NPaBOM
pPEMIAKOIIETO TOJI0Cca MOJIHOMOYNH ITpeacenaTens TeppuTopruaibHOM KOMUCCHH;

«IIpencenarensCTBYOIUM HA 3acelaHUM TeppUTOpPHATBHOM KOMHUCCHM -
B Clly4a€ BPEMEHHOIO OTCYTCTBHUS MpEACENaTeNs, 3aMECTUTENS MpeacenaTess
TeppuropuanbHolt Komuccuu, otcyTcTBUs pemenuss Cankr-lIletepOyprekoi
n30MpaTeTHbHOM KOMUCCHH O BO3JIOXKCHHUH HA OJHOTO U3 WICHOB TeppUTOpHATHHON

KOMHUCCHMHM C IIpaBOM  pCflaaromero roJjioca MMOJTHOMOYM M npeacecaaTcisa
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TepputopuajibHOM KOMHUCCUM W TIPU HAJIWYAM pEIIEHUS TeppUTOpHaIbHOU
n30upaTeabHON KOMUCCHH;

«Mcnonusrommii 00s13aHHOCTH cekpeTaps TeppuTopruasbHOl KOMUCCUI —
B CJIydyae HalW4us peuieHus TeppUTOPHAIIBHOM KOMHMCCHUM O BO3JI0KECHUU
Ha OJHOTO M3 4JIEHOB TeppUTOPHAIBbHON KOMUCCHM C IPABOM PELIAOIIETO Irojoca
ITOJTHOMOYHNHU cekpeTaps TeppuToprabHON KOMUCCHH.

«Cekperapp 3acenaHus TeppuUTOpHaIbHOM KOMHUCCHUM» — B Cllydae
BPEMEHHOI'O OTCYTCTBHUSI CEKpeTapsi M30UpaTeIbHOM KOMHUCCUU M NPU HAIWYUHU
pelieHus n30upaTeabHON KOMUCCHUH.

7.3.9. Ilocne mnoamucaHusi peLIEHUs] PErUCTPUPYIOTCS MpeaceaaTeseM
(OTBETCTBEHHBIM 32 BEJICHUE JIETONMPOU3BOJCTBA) TeppUTOPUATIBHON KOMHCCHH
C UCTIOJIb30BaHUEM perucrpauuoHHoil ¢opmbel. Ha pokymentax u Otuere
IIPOCTABIISIETCS] PETUCTPALIMOHHBIA HOMED.

7.3.10. Pemenust HyMepyIOTCSI B XPOHOJIIOTUYECKON MOCTIEI0BATEIHHOCTH
B IIpejesiax Cpoka noiaHomouuil TeppuropraneHoil komuccuu. Homep permieHus
COCTOMUT M3 HOMEpA MPOTOKOJA M MOPSAKOBOIO HOMEpA PELICHUS, Pa3IeICHHBIX
neducom, Hanpumep: 1-5.

7.3.11. Yka3zaHHbBIC BHIIIEC PEKBU3UTHI BHOCATCS B PETUCTPAITMOHHYIO (OpMY.

7.3.12. Pa3perienne Ha THPaXUPOBAHUE JOKYMEHTOB B HEOOXOIUMOM
KOJIMYECTBE JAaeT IMpeaceaarenab TeppuTopuaibHOM KOMHUCCUU. JIOKYMEHTBI
TUPAXUPYIOTCS OTBETCTBEHHBIM 32 BEACHHUE IEJIONPOMU3BOACTBA (32 MOATOTOBKY
3acelaHns) B COOTBETCTBMM C OT4eTOoM, Ha KaXIOH KOINHWHM JOKyMEHTa
IIPOCTABIIAETCS reyarsb, YAOCTOBEPSIOLIAs HNOJINCH npeacenarens
TeppuropualibHOM KOMHCCHM M cekpeTaps TeppuTopuanbHOl komuccuu (0e3
BOCIIPOU3BEJEHUS MOIUCEN ).

7.3.13. Konust pemienuss TeppuTopHaibHOM KOMHUCCHUU — HampaBisieTCs
rpaXJaHUHY B Ciyyae, eclii ero oOpaileHue B TeppuTopuasbHyl0 KOMHCCHIO
NOCIIYKWJIO  OCHOBAaHMEM JUII  pPAacCMOTPEHHMS  BOIpoca Ha  3aceldaHuH

TeppuropuajibHOM KOMUCCHM.

7.4. OdpopmiieHue NPOTOKOJIA 3acefaHns TeppuTOPUAIBbHON KOMUCCHM.
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7.4.1. Tlporokon 3acenanuss TeppuUTOpPHATBHON KOMHCCHUU OG(OPMIISETCS
Ha OJIaHKE B CPOK, YCTAHOBJICHHBIN perjaMeHToM TeppuTopuaibHON KOMUCCHHU.

7.4.2. TIpoTokon 3aceaHus MOXET O(QOpPMIIATHCA B MOJHOW MU KPaTKOM
dbopme.

7.4.3. TexcT mpoTOKOJIa 3acenaHus TeppuTopruaIbHON KOMHUCCHH COCTOUT
13 ABYX 4aCTel — BBOJHOW U OCHOBHOM.

7.4.4. B BBOJHOI YacTH MPOTOKOJIA YKa3bIBAIOTCS (haMUIIUS W WHUIIAAJIBI
npeacenarenabCTBytomero  (mpeaceaarens  TeppuTOpuanbHOM  KOMHUCCHH,
3aMECTUTENb  mpeacenarenss  TeppuropuanbHOM ~ KOMHCCHUHM,  CEKpPETaph
TeppuropuaibHOW KOMHCCHHM) M MPUCYTCTBYIOIIMX HA 3aCEaHUU: 3aMECTHUTEIS
npeacenarens TeppUTOpHambHOM KOMHMCCHH, Ccekperaps TeppuropuanbHOU
KOMHCCUM M 4YJIEHOB TeppUTOpHaIbHOM KOMHUCCHHM, B TOM YHCIE C MPaBOM
COBEIIATEJIbHOIO T0JI0Ca W JIMI, NPUIJAIICHHBIX HA 3acelaHue, B aji(aBUTHOM
MOPSIAKE.

Homyckaercss odopmiieHHe MPUCYTCTBYIOIIUX  OTAEIbHBIM  CIHUCKOM
C YKa3aHUEM WHULHMAIOB, aMmwimii u JomkHocTed. CHucok mpuiaraercs

K IIPOTOKOJY 3aCCOaHMA.

Hanpumep:

IIpencenarenbcTBOBAN: [Ipencenarens TeppuropuanbHoil H30HUpaTENBHOM
komuccuu Ne 32 @.1.0.

IIpucyrcrBoBanu:

3amecTuTeNnb npeacenaTens ®.1.0.

TepputopuanbHOil H30UpaTENbHOM
komuccuu Ne 32

Unens! TepputopuanbHoit uzduparensuoit  O©.1.0.

komuccuu Ne 32

Unens! Teppuropuanbuoit uzduparensuoin  ®©.1.0.
komruccuu Ne 32 ¢ mpaBoM
COBELIATENILHOIO I0JIoca

[TpurnamenHsle ®.1.0.
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7.4.5. TloBecTka AHS BKJIIOYAeTCs B BBOJHYIO 4YacThb MpoTokojia. OHa
COCTOMT U3 MEpPEUYUCICHUs BOIPOCOB, KOTOPbIE OOCYXIAIOTCS Ha 3acelaHuM,
U 3aKpEIUISIeT TMOCJIEeI0BATEIbHOCTh UX OOCYXXIEHHS W (PaMHINU TOKJIATINKOB
(BBICTYMAIOIINX ).

Kaxx1ip1i1 Bompoc MOBECTKU JHS 3acelaHus HymepyeTcs: apadbckoil nugpoid,
ero HamMmeHoBaHue (opmynupyioT ¢ mpemigora «O» mwmm «O6». Mo xaxmomy
NYHKTY YKa3bIBaeTCsd MOKIAAuYMK M ¢dopMa MpejcTaBiIeHUs Bompoca (oK,
OTUeT, CO00IIeHUE, HH(DOpMALIUS).

7.4.6. OcHOBHAsI 4acTh MPOTOKOJIA COJAEPKUT CTOJBKO Pa3/ieNoB, CKOJIbKO
IIYHKTOB BKJIFOYEHO B ITIOBECTKY JHS. B COOTBETCTBUM C HEW pa3/ieibl HyMEPYHOTCS.

Kaxnpi  pazmenmn  cocToMT W3 TpeX  YacTeu: «CJIYITAJIN»,
«BBICTYIINJINy, «Tepputopuanshas nzdupatenbHas komuccusi Ne 32 periuiiay,
KOTOPBIE I1€YATAI0TCs OT FTPAHULIBI JIEBOTO TOJISL.

B wactm «CJIYIIAJIM» KkpaTko wW37araeTcs TEKCT BBICTYIUIEHUS
nokiIaaurka. Maummansl 1 GamMmims DoKIaqurKa MeyaTaloTcs ¢ KpacCHOW CTPOKHU
B POAUTENBHOM Majaeke. 3anuch JOKJIaJa HW3JaraeTcsi OT TPEThEro JHuIa
€MHCTBEHHOTO YMCIIa U OTIEISAETCS OT (paMIInK TUpE.

Ecnu Texer noknanga mpuiiaraercs K MPOTOKOIY, TO MCHOJIB3YETCS CChUIKA
«Teker noknana mpuiaraeTcs».

B wactu «BBICTVYIIMJIN» mnepeyucnstorcss BBICTYNAIOIIME W aBTOPbI
BONIPOCOB. MHMUIMAaNb! U (paMUITUsl BBICTYIAIOIIETO NEYaTatOTCsl ¢ KPACHOM CTPOKHU
B HMEHUTEIbHOM majexe. KpaTkas 3anmuch BBICTYIUIEHUS 10 CYIIECTBY
paccMaTpUBaEMOT0 BONpOca (MO PELICHUIO MPEICENATENBCTBYIOIIET0) HU31araeTcs
OT TPETHETO JULA EAUHCTBEHHOTO YUCJIA.

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

B wyactu «TeppuropuanbHas uzdbuparenbHas komuccus Ne 32 permia:»
OTpa)kaeTcsi NPUHATOE pEHIeHHEe MO 00CyXk IaeMOMY BOMNPOCY U PE3YyJbTaThl

IrOJ10COBAaHUs.
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CopepxaHue 0coOOr0 MHEHUS, BBICKA3aHHOIO BO BpeMs OOCYKIEHHUS,
3alMCBIBACTCS. B TEKCTE IIPOTOKOJIA IIOCIE COOTBETCTBYIOLIEIO PELICHUS WIIN
oopmiiieTcss Ha OTIACIBHOM JIUCTE M TMOMEIIAETCS IMOCJIe COOTBETCTBYIOIIETO
penieHusl.

7.4.7. IIporokon 3acenanusi TeppUTOPUAIBHOW KOMHUCCHUW TOJIKCHIBAETCS
npeacenareneM TepputopuanbHOM KOMHUCCUU (WM TPEICEeNaTeNIbCTBYIOIINM)
u cekperapeM  TepputopuanbHoi  Komuccuu  (uineHoM  TeppuropuanbHOU
KOMUCCHH, UCIIOJIHABIINM OOS3aHHOCTH CEKpeTapsi TeppuTOpHaIbHON KOMHCCHH,
WIN ceKpeTapeM 3acefanus TeppuropruaabHONH KOMUCCHH).

7.4.8. IlpoTokonbl  3acelaHuUil ~ HYMEpPYHOTCS B XPOHOJIOTMYECKOM
MIOCJEAOBATENBHOCTH B  IIPEIENIax CpoKa IOoJHOMOUMM TeppuTopHabHON
KOMUCCHH.

7.4.9. TIpotokonsl 3acegannii TeppuTOPHATIEHON KOMHUCCHH, TPHUOOIICHHBIC
K HUM pElIeHUs BMECTE C MaTepuajamu, MOCIYXMBIIMMU OCHOBAaHHUEM I HX
IPUHATHSA, OCOOBIMA MHEHUSIMU WIEHOB TeppUTOpHaIbHOM KOMHCCHM XPaHSTCA
y npenacenartenst  TeppuTopuaibHOM  KOMHCCHHM, a 3aTeM, O(OpMIEHHbIE

B COOTBCTCTBHHU C Tpe6OBaHI/I}IMI/I HHCTpYKHI/II/I, IICpCaar0OTCs B apXHB.

8. Odopmiienue npuka3oB npejacenarens TeppuropuaibHoil KOMUCCHT

8.1. Ilpuka3z mnpencenatenss TeppuTopuanbHONM KOMHCCHMM TIO OCHOBHOM
JEATEeIbHOCTH U JUYHOMY cocTaBy (manee - Ilpuka3) odopmisiercss Ha OnaHke
yCTaHOBJICHHOH (popmbl (Tipritokerue Ne 3.3).

8.2. Texct Ilpukaza cocTouT, Kak MpaBUIIO, U3 KOHCTATUPYIOIEH
Y PaCIoOpsIAUTENBHOM YacTEN U JOJDKEH UMETh 3ar0J0BOK.

8.3. B KoHcTarupymomiei 4YacTu  M3NaralTcs  UeadM M 3a]a4d
MPEANUCHIBAEMBIX ACUCTBUM. Eciin ocHOBaHueM K u3nanuio Ilpukasa sBisiercs
HOPDMATUBHBIM  IPAaBOBOW  aKT  WIM  PACHOPAAUTENIBHBIA  JIOKYMEHT,
TO B KOHCTAaTUPYIOIIEN YacTH YKa3blBalOTCS €ro Ha3BaHWE, JaTra, HOMED,

3aroJIOBOK.
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8.4.B pacropsauTEIbHON 4acTH coJepKarcs MIEPEYUCIICHNE
MPEANUCHIBAEMBIX JIEMCTBUM, CpokM U ucnoguutenud. Ilynkrer Ilpukaza
HYMEpYIOTCS apaOCKUMU HUPpaMu ¢ TOYKON U HE UMEIOT 3aT0JIOBKOB.

8.5. Ecnu Tlpuka3z u3MeHsieT, OTMEHSIET WJIM JOMOJHSAET paHee M3JaHHBIHI
[Ipuka3 wim ero oTAeNbHbIE MYHKTHI, TO 3TO OroBapuBaercs B Tekcte IIpukasa.

8.6. B mocnenneM myHKTe pacHoOpsSAMTENBHONW YacTH, PU HEOOXOAUMOCTH,
YKa3bIBaeTCs JTOJKHOCTHOE JULO, Ha KOTOpOE BO3JIAraeTcs
KOHTPOJIb 32 ucnoiaHeHnueMm IIpukasa.

8.7.1lpu wHammuuu npuiaoxkeHudt kK Ilpukasy B TekcTe Ha HHX
00513aTEIBHO JIEJIaeTCs CChLIKA.

8.8. Ecim B Ilpukaze comepkarcs BOMPOCH (PUHAHCHPOBAHHS BBHIOOPOB,
o0ecrieueHuss JESATENIbHOCTH  TeppUTOpUaIbHOM  KOMHUCCHM, JKCIUTyaTalluu
Y Pa3BUTHUA CPEACTB aBTOMaTH3aluu, OOYyYEHHs OpPraHU3aTOPOB BHIOOPOB
Y YYaCTHUKOB HM30MpATENBbHOTO Ipolecca, TO OH BHU3UPYETCS Y TJIABHOTO
Oyxranrepa.

Busbl mpocTaBisitoTcst HA 000POTHOM cTOpoHE nocieaHero nucra [Ipukasa,
TPWIOKEHHS K HEMY T10 yCTaHOBJIEHHON Gopme (mpuiioxenue Ne 6).

8.9. Ilocne monmucanus Ilpukasel PETHCTPUPYIOTCS TpelceaaTeIeM
(OTBETCTBEHHBIM 32 BEICHME JEIONPOU3BOJICTBA) TeppUTOPHUANIBHOW KOMHCCHH
C MCTIOJIb30BaHUEM PErUCTpallMOHHON (GopMbl (KypHan) U GOpMHUPYIOTCS B Jeina
B COOTBETCTBMM C HOMEHKJIATYpOH naen TeppUTOpHAIIBHOW KOMHCCHUHU BMECTE
C JOKYMEHTaMH, MOCTY>KUBIIMMH OCHOBaHUEM 1Sl u3nanus [lpukasa.

8.10. [IpukazaM TpHCBaUBAIOTCS PETHUCTPAIMOHHBIE HOMEpPA B TIpejeiax
KaJIEHJApHOIO ro/1a.

8.11. Konuu [Ipuka3oB 3aBepsitoTCS MEYaThIO.

8.12. [Ipuka3sl BMecTe ¢ JOKYMEHTAMH, MOCIYKUBUIUMU OCHOBAHUEM IS
WX U3JlaHufA, XpaHATCcAd y npeaceaarens (OTBETCTBEHHOIO 3a  BEACHHE
JIEIONPOU3BOCTBA), a 3aTeM, O(POPMIICHHbIE B COOTBETCTBHHM C HACTOSIIEH

HNucTpyKkuuen, rnepenarTcs B apXuB.

9. KoHTpOJIb HCTIOJIHEHHS] JOKYMEHTOB H MOPY4YeHHU i
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9.1. KOHTpOJIIO UCTIOTHEHUSI TOJIIeXkKAT:
® [IOPYYEHHMs], COJIEPIKAIIMECS B IOCTAHOBICHHUIX M APYTMX JOKYMEHTax
MUK Poccun, Cankr-IletepOyprckoit u30UpaTeNbHON KOMHCCHH,
B pelieHusX TeppuTopranibHON KOMUCCHH;
® [IOpPYYECHHS, cozeprKalmecs B [Ipukazax npeacenaTens
TeppuropruaibHON KOMUCCHU;
® [HCbMEHHBIE TOPYUYEHHUS Npeacenarens TepputopuaabHON KOMUCCUY;
® BXOJAILIME JOKYMEHTBI, B TOM YHMCJIE€ TUCbMEHHbIE OOpaIeHUs TPAK/IaH,
ykazaHHble B IlepeuHe moanexanmmx KOHTPOJIK  JOKYMEHTOB
C YKa3aHHEM CPOKOB HcHonHEeHHs (mpunoxeHue Ne 8), B COOTBETCTBUU
C YKa3aHUSMHU o VICIIOJIHEHUIO JOKyMEHTa npeaceaaTens
TeppuropuasibHOM KOMUCCHU;
® HCXOJAIIUE TOKYMEHTHI, TPEOYIOILUE OTBETA;
® [IOpPYYCHHS, COZIEpIKaIIAECS B IIPOTOKOJIAX 3aceaHum
TeppuropuaiibHOM KOMUCCHU;
® [IJJaHBI MEPONPUSITUH.
9.2. KoHTponb HCMONMHEHHA JOKYMEHTOB, YKa3aHHBIX B IMOJApa3/eie
8.1 nactosimert HMHcTpykiuu (32 MCKITIIOUYEHHWEM HCXOIAIIUX  JIOKYMEHTOB),
IO CYIIECTBY 3aTPOHYTBIX B HHUX BOIPOCOB OCYIIECTBISET MpPEACENATEIb
TeppuropraibHON KOMUCCHH.
9.3. KoHTposib UCIMOJIHEHHUS] HCXONAIIMX JOKYMEHTOB, B TOM YHCIIE
34 CBOEBPEMEHHOCTBIO TIOJIyYEHUSI OTBETOB Ha 3ampocsl TeppuTopraibHON
KOMHUCCHUH, OCYHIECTBISIOT PaOOTHUKHU, OTBETCTBEHHBIC 3a IMOJTOTOBKY JaHHBIX
JOKYMEHTOB.
9.4. Cpoku WCTONHEHUS TOPYYEHUH, COAEPKAIIUXCSI B  PEIICHUSIX
TeppuropuanbHoit komuccuu, llpukazax mnpenceparens TeppuTopuaibHOU
KOMUCCHH, NMMCBMEHHBIX MOPYYEHUN Ipeacenarens TeppUTOpUalbHOM KOMHUCCUU

ONpCACIIAOTCS STUMHU JOKYMCHTAMMU.
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9.5. JIOKYMEHT MOJUIEKUT HUCIOIHEHUIO B TeueHue 30 KaleHAapHBIX JAHEU
CO IHA €ro perucTpanuy, 3a HCKIIYEHHEM CIIy4acB, IPEAyCMOTPEHHBIX
nojpaszienom 9.6 HacTosAIEro pasaena.

Ecnu nocneanuii JeHb UCIIOJIHEHUS JOKYMEHTA NMPUXOAUTCA Ha HEpabouuii
JI€Hb, TO OH TMOJIKUT UCIIOIHEHUIO B MPEANISCTBYIONINI eMy paOo4uil 1eHb.

JlokymeHTsl ¢ noMeTkamu «BecbMma cpouHO», «CpOYHO» HCIOIHSAIOTCS
B TPEXTHEBHBIN CPOK, TOKYMEHTBI C IOMETKOM «OINepaTUBHO» — B I€CSTHIHEBHBIN
CPOK CO JIHsI YKa3aHHS 10 UCIIOJIHEHUIO.

Ecnu nocnenHuii 1€Hb MCHOJHEHHs JOKYMEHTAa, COJEPKALIEro IOMETKY
O CPOYHOCTU HCHOJHEHMsSI, MPUXOAUTCS Ha HEpabOuuil J€Hb, TO OH MOIJICKHUT
WCIIOJTHEHHUIO B CIEAYIONIUHI 3a HUM pabouuii 1eHb.

9.6. Cpoku  HCHNOJNHEHUS  BXOJSAIIMX  JOKYMEHTOB  YCTAQHOBJICHBI
B NpuiiokeHun Ne 8.

OOpamenus 1o BompocaM BBIOOPOB U pedepeHAyMOB, MNOCTYIUBIINE
B IIEpUOJ HU30MpaTEebHOM KaMIaHWM, HUCIOJHSIOTCS B CPOKH, YCTAHOBJICHHBIE
®denepanabHbIM 3aKOHOM «O0 OCHOBHBIX rapaHTHUSX M30HMpaTEIbHBIX MPaB U MpaBa
Ha ydactue B pedepeHayme rpaxaan Poccuiickoit @enepanumy.

9.7. OTBETCTBEHHOCTh 32  CBOCBPEMEHHOE W  IIOJIHOE  BHECCHHE
B PETHCTPAllMOHHYI0 (QopMy (KypHaj) CpPOKOB HCIOJIHEHUS JIOKYMEHTOB
U MHPOpMAIMM O COCTOSSHUM MCIOJHEHHUs] JOKYMEHTOB, KOHTPOJb CPOKOB
WCIIOJIHEHNST JOKYMEHTOB BO3JAaralOTCsl Ha OTBETCTBEHHOI'O 3a BEJICHUE
JEJIOIPOU3BOCTBA.

98.B MJIaHax MEpPONPUATHUH, YTBEPKIECHHBIX pelIeHUAMU
TepputoprallbHOW KOMHMCCHH, TIpUKa3aMu Ipeacenarens TeppuTopHabHON
KOMHUCCHH, CPOKU HCIIOJIHEHUS OTAENBHBIX IYHKTOB MOTYT OBITH IOCTaBJICHBI
Ha KOHTPOJIb.

9.9.1lpyu HeoOXOAMMOCTH TMPOAJIEHUS CpPOKAa UCIHOJHEHUS JOKyMEHTa
OTBETCTBEHHBIN 32 MCIOJHEHUE HE MO3JHEE YEM 3a TPU JHS A0 UCTEYEHUS CPOKa
WCIIOJIHEHNS JTOKYMEHTA MPENCTABISIET HA UM Ipeacenarens TeppuTopruaibHON

KOMHUCCHH JTOKJIQ/IHYIO 3aITUCKY C MOTUBUPOBAHHOU MPOCHOOI O €ro MpOAJICHUH.
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9.10. IoKyMEeHT CUMTAETCs] UCIIOJIHEHHBIM M CHUMAETCA C KOHTPOJIS MOCie
pelieHus BCEX TIOCTaBIICHHBIX B HEM BOIPOCOB, COOOILEHUS PE3YyJIbTaTOB
PacCMOTPEHHUSI BCEM 3aMHTEPECOBAHHBIM JIMLIAM.

9.11. OcHOBaHUSIMU JIJISl CHATHS JOKYMEHTA C KOHTPOJIS SIBJISIOTCS:

pemieaue  TeppuTopuasbHOM  KOMHCCHH, NpUKA3  [peacenaress
TeppuropruaibHON KOMUCCHH O PE3yIbTaTaM HUCIOJHEHUS IOKYMEHTA;

OTBET Ha BXOJSALIMN JOKYMEHT I10 CyIIECTBY;

MOJIydeHUE OTBETA OT OpPraHW3alluid, B KOTOPHIE JOKYMEHT ObLI HaIpaBJICH
JUISl pacCMOTPEHHUsI MO CYUIECTBY IIOCTABICHHBIX B HEM BOIPOCOB M OTBETA
3asBUTEIIIO;

HampapjieHUE oOOpalleHusT B JpPYrde OpraHu3aluu sl pacCMOTPEHUS
M0 CYIIECTBY MTOCTABJIICHHBIX B HEM BOIPOCOB U MOCIIEIYIONIEr0 HH)OPMUPOBAHUS
aBTOpa O pe3yJIbTaTax PaCCMOTPEHNS;

BU3a Npeaceaarelis Ha JOkyMeHTe «B neno», «CHATbh ¢ KOHTPOJIsD.

9.12. JIoKyMEHT HE CYMTAETCSl UCIIOJIHEHHBIM U OCTAETCSI HA KOHTPOJIE:

€CIIM OH HANpaBIIIETCAd B JAPYTH€ OPTaHbl WA OPraHUu3aldd C LEJbI0
noyiydeHus: TeppuropualibHOM KoMmHccHer uHbOopMaluu, HEOO0XOIUMON s
pPacCMOTPEHHUsS IO CYILIECTBY ITOCTaBICHHBIX B JIOKYMEHTE BONPOCOB. B ciyudae
HeoOxonumocTtu TepputopuanbHas KOMHCCHUS HHGOPMUpPYET 00 3TOM aBToOpa
JIOKYMEHTA;

€CIM OH HampapisAe€TCs B JIPyrM€ OpraHbl WIM OpraHu3aluyd  JJis
PacCMOTPEHUS 110 CYLIECTBY IOCTABJICHHBIX B HEM BOIIPOCOB M OTBETA 3asBUTEIIIO
C mocJieryonuM nHpopmupoBanuemM TeppUTOpHaTbHON KOMUCCUH O PE3yJIbTaTax
WCMOJIHCHUS,

€CJIM Ha HEM HE CTOMT OTMETKa Ipenaceaarens TeppuropuarbHON KOMUCCUU

O IIPUHATHUN UCITOJITHCHUS.

10. M3roroBjieHME U MCIIOJIH30BAHME MEYATEeH U IITAMIIOB

10.1. I[J'ISI YAOCTOBCPCHUA IOJIMHHOCTU OOKYMCHTOB HJIM COOTBCTCTBUA

KONUM AOKYMCHTOB IIOAJIMHHHUKAM, IIPOCTAaBJICHHUA OTMCTOK O IIOJYYCHHMH,
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perucTpalui JOKYMEHTOB B TeppUTOpHANIbHOW KOMHUCCHUU  HCIOJIb3YIOTCS
repOOBbIC U IPYTUE NIEYATH U IITAMIIBI.

10.2. MzroroBineHre medaTreid M IITAMIIOB OCYIIECTBISIETCS TIO yKA3aHHIO
npenacenarens TeppuTopruanbHON KOMUCCHHU.

10.3. T'epOoBass meuaTs mpocTaBisercas Ha lloueTHBIX  rpamoTax
1 OJlarolapHoOCTSIX, (UHAHCOBBIX JIOKYMEHTax TeppuTOpHaIbHON KOMHUCCHH,
rapaHTUWHBIX MUCbMAaX, JIOTOBOPaX, T'OCYJAapCTBEHHBIX KOHTpPAKTax M B APYTHX
IPEyCMOTPEHHBIX 3aKOHOIATETLCTBOM CITyYasiX.

10.4. Ha paccpuiaeMbIX KOMHSAX peIIeHUuN TeppuTopUalbHOM KOMHCCHH,
npuKaszax rnpejacenaresns TeppuTopualibHON KOMUCCUU, HAa MAaKETaX MPU OTIPABKE
JIOKyMEHTOB, TIpH O(POPMJICHUU TOKYMEHTOB Ha IMPHUEM TOBAPHO-MaTEPHATBHBIX
[IEHHOCTEH, Ha BHOC M BBIHOC TOBAPHO-MAaTEPUATIbHBIX IIEHHOCTEH, Ha HAKJIQHBIX
MIPOCTABIIICTCS TIeYaTh C HAAMUChIO « TeppuTopranbHas u30upareabHass KOMUACCHS
Ne 32» wnm nipu Hanmu4uM 1evYaTh ¢ HAAMKUCHIO « TepputopuanbHas u30upaTeabHas
komuccust Ne 32. Jljist TOKyMEHTOBY

10.5. [Teyatnn w mITamMmbl MOAJICKAT PETUCTPAIMH B OTACIBHOM KypHaje
ydyera me4yateil u mramnoB. [leyaTw u mTammbl BBIAIOTCS TOJ MOJIHUCH
B )KypHaJIe yueTa nedareit u mrammnoB. Ha xypHane npocrapnsieTcst moMeTka «J{ms
CIIy’)k€OHOTO  TOJIb30BAHMS», €r0  JHUCTHl  HYMEPYIOTCSA,  MPOIIUBAIOTCS
U OTI€YaThIBAIOTCS.

10.6. [leyatnn W mITaMITBl JOJDKHBI XPAHUTBCS B HAIEKHO 3aKPHIBACMBIX
U OTleYaThIBaEMbIX B Hepabouee BpeMs cer(ax miin MeTaNTHIECKUX ImKadax.

10.7. IIpencenarens TeppuTopuadibHON KOMUCCHUU OCYIIECTBISIET KOHTPOIb
3a MPaBUIILHOCTBIO XPAHECHHSI M HCTIOIb30BaHUS TTeUaTel U IITAMIIOB.

10.8. IIpumienniue B HErOJHOCTH MEYATH U IITAMITBl YHHUYTOXKAOTCS, O YEM
COCTaBIISIETCSl aKT, a B OJKypHaJle yueTa Tiedareid W IITaMIIOB CTaBUTCS
COOTBETCTBYIOIIAs OTMETKA.

YHUYTOXKEHHUE TMPOU3BOJUTCS TOCIE YTBEPXKACHHUS aKTa MpejceaaTesieM

TeppuropuasbHOM KOMHUCCHMH. MeTajulMueckue Mne4aTd YHUYTOXKAIOTCA IIyTEM
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IMOJHOI'O CIIMJIIMBAHHA TCKCTAa WM OIIMIIMBAHHA ABYMS IICPCKPECCTHBIMUA JIMHUSAMU,

Kay4yKOBbI€ I1€YaTH U LITAMIIbI Pa3pe3ar0TCs Ha MEJIKUE YAaCTH WU COKUTAOTCS.
11. dopmupoBaHue Ae] U Nepegadya uX B apXuB

11.1. CocraBjieHue U yTBepK/AeHNe HOMEHKJIATYPHI JeJl.

Homenknatypa pgen mnpenHazHadeHa JUisi (OpMHPOBAHUS HMCIOIHEHHBIX
JOKYMEHTOB B JleJla, CHCTEMATH3alMud M ydeTa [eld, ONPEIEICHUS CpPOKOB
UX XpaHEHUSI U SIBIIAETCSI OCHOBOWM [IJII COCTABJICHUSI OIKCEW JI€J1 MOCTOSIHHOTO
u BpemeHHOro (10 neT u 6omnee) XxpaHeHUsl.

B HOMEHKNaTypy JAen BKJIIOYAIOTCS 3aroJIOBKH JEJ, OTpaXkalolllue BCE
JIOKyMEHTUPYEMbIE Yy4acTKu paboThl TepputopuanbHOW KOMHUCCHUU, B TOM YHUCIIE
JIMYHBIE JIeJ1a, CIIPABOYHBIE U YUETHBIC KAPTOTEKU U JPYTUe yUeTHbIE (DOPMBI.

3aroJIoBOK Jiej1a JJOJDKEH YETKO OTPakKaTh OCHOBHOE COJEpKAHUE U COCTaB
nokymeHToB. He momyckaercs ynorpeOiieHHe HEKOPPEKTHBIX (POPMYIHPOBOK,
BBOJIHBIX CJIOB M CJIOKHBIX 00OPOTOB.

IIpy cocTraBaeHUM HOMEHKJIATYypbl €Nl CIEAyeT PYKOBOICTBOBAThCS
perilaMeHToOM TeppuropuanbHoO KOMHUCCHH, [Tepeunem TUIIOBBIX
YOPABJICHUECKUX  apXMBHBIX JIOKYMEHTOB, OOpasylolIUXCcs B  IIpoliecce
JEeSATEIbHOCTH TOCYJAapCTBEHHBIX OpPraHOB, OPraHOB MECTHOIO CaMOYMpAaBIICHUS
W OpraHu3aliii, ¢ yKa3aHHMEM CpPOKOB XPAaHCHUS, YTBEPKIACHHBIM IPUKA30M
MununctepctBa KyabTypbl Poccuiickoit ®@enepanuu ot 25 aBrycra 2010 rona
Ne 558 (manee — IlepeueHp), mopsakaMH XpaHEHUs] M TEpelladyd B apXUBbI
JIOKyMEHTOB,  CBSI3AHHBIX C  TOJATOTOBKOW W  TPOBEJCHHEM  BBIOOPOB,
ytBepkaeHHbIMu [IMUK Poccun u  Cankr-IleTrepOyprckoit  m30mparebHOM
KOMMCCHEN, HOMEHKJIATypamu nen TeppuropuanbHOU KOMUCCHUU
32 MPEAIIECTBYOIIHNE FOJIBI.

[Ipy mOArOTOBKE HOMEHKJIATYPHI 1€ HA MPEACTOSIIAN KaJCHIAPHBIA T'OJ
HEO0OXOJIMMO YYUTHIBATh XapaKTep BHIOOPOB, MPOBOJUMBIX B MPEJCTOSIIEM TOIY.

Homenknarypa ngen TeppuTopuaibHOM KOMHCCHM HA  IPEACTOSIIUN

KaﬂeHﬂapHBIﬁ roag COCTaBJICTCA B IIOCIICAHEM KBapTalle TCKYHICro rozaa,
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COTJIACOBBIBAETCS C CeKpeTapeM TeppUTOpUaIbHOM KOMHUCCUHU, PACCMATPUBAETCS
Ha  3acelaHhM  OKCIEPTHOM  KOMHUCCUU  TeppUTOpHAIbHOM  KOMHCCHUU
M0 PKCIEPTU3E I[IEHHOCTH JOKyMeHTOB (mamee — OK)  yTBepxkaaercs
npeacenareneM TeppUTOpHATbHON KOMHCCHM, COIJIACOBBIBAETCA C CEKpETapeM
Cankrt-IletepOyprckoit  u30upaTeaIbHOM KOMUCCHM M BBOJMUTCS B JIEUCTBUE
¢ 1 saBaps cineayromero roaa (mpmiosxenue Ne 9).

[Ipr moAaroToBke HOMEHKJIATYpHI A€ Ha MPEACTOSIINN KAJICHIAPHBIA IOl
HEOOXOMMO YUYHUTHIBATH XapaKTeP BHIOOPOB, TPOBOUMBIX B MPECTOSIIIEM TOTY.

B ciiyyae BO3HUKHOBEHUS B TEUEHHUE T'OJa HOBBIX JI€JI, OHU JOIOJIHHUTEIBHO
BHOCSITCSI B YTBEPXKICHHYIO HOMEHKIATYpy M€l MO YKa3aHUIO MpecenaTens
TeppuropuanbHOW  KOMHCCHMM  IIOCIE  COIJVIACOBAHUSA  C  CEKpPETapeM
Cankrt-IletepOyprckoit n30upaTeTbHOM KOMUCCHH.

[lo oKOHUaHMM KaJlGHIapHOTO TroJa B KOHIE HOMEHKJIATypbl JEJ
COCTaBJISICTCSI UTOTOBAsl 3aMHUCh O KOJUYECTBE 3aBE/ICHHBIX JieNl (TOMOB, 4acTew),
OTZIEJIBHO IO AeJIaM OCTOSIHHOTO U BPEMEHHOTO XPaHEHUSI.

Cpok xpaHeHHs] TOKYMEHTOB YKa3bIBa€TCS B HOMEHKJIAType JIeJl CO CChUIKOM
Ha ctaThio Ilepeuns. Cpok xXpaHEHHs OOKYMEHTOB, HE YKa3aHHBIX B JaHHOM
[lepeune, ycranaBmuBaercs OIIK mo cormacoBanuto c¢ Cankrt-lIletepOyprekoit
n30UpaTeNbHOM KOMUCCHEM.

Ucuuncnenne CPOKOB XpaHEeHUs JTIOKYMEHTOB, 3aKOHYEHHBIX

JeJI0MPOU3BOACTBOM B TEKYIIEM IOy, HAUMHAETCs ¢ 1 STHBaps CIEeAYIOIIEro roa.

11.2. O¢opmiieHue TOKYMEHTOB, 3aKOHYEHHBIX [1€JIOMPOU3BOICTBOM,

¢popmupoBaHue u TeKkyiee XxpaHeHue e B TeppuropuajibHOM KOMHUCCHH.

3aKOHYEHHBIE JEIIONPOU3BOACTBOM JIOKYMEHTBI oopMIISIOTCS
B COOTBETCTBUU C TpeOOBaHUSAMM HacTosiel WHCTpyKIMHM, CHUCHIBAIOTCS
npeacenareneM TeppuTopUuaIbHON KOMUCCUU B en0. [Ipyu 3TOM B HMKHEN YacTu
JIMIIEBON CTOPOHBI TEPBOrO JIMCTa JIOKyMEHTa Ha CBOOOJHOM OT TEKCTa MECTe

CTaBHUTCA OTMCTKaA O €0 UCIIOJTHECHHNH, paCHII/I(l)pOBBIBaeTCSI MMOAIHNCH IMPEACCAATCIIA
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TepputopraibHONM KOMHCCHH, YKa3bIBa€TCSI HOMED Jiejia 10 HOMEHKJIAType U JaTa
criicanus. [Ipu HeoOX0UMMOCTH OTMETKA 00 UCTIOJTHEHUN MOYXKET OBITh C/eaHa Ha
00OpOTHOHM CTOpPOHE TEPBOrO JHUCTa JOKyMEHTa. B perucrpanuoHuyio ¢opmy
BHOCHUTCS OTMETKa O CIHCAaHWM JOKYMEHTa B JIeJI0 C yKa3aHHEM HOMepa Jena
COTJIACHO HOMEHKJIaType Je.

UcnonHneHHuble OKyMEHTHI (OPMHUPYIOTCS B Jiela B COOTBETCTBUU
C YTBEP)KJICHHOM HOMEHKJIATyPOH JieJ.

Jleno cuuTaeTcsi 3aBEICHHBIM C MOMEHTA BKJIIOUEHHUSI B HErO IEPBOIO
HCITOJTHEHHOTO JJOKYMEHTA.

I[Ipu QopMupoBaHum nena MpoBepseTCS MNPABUIBHOCTH  OTHECCHUS
JJOKYMEHTOB B JIaHHO€ JI€J0, KayecTBO O(OpMIIEHHUS U KOMIUIEKTHOCTb
JIOKYMEHTOB, HAJIMUWE MOJIHUCEH, BU3, PETUCTPAIIMOHHBIX HOMEPOB, CIPABOK HIIH
OTMETOK 00 WCIOJHEHUU, CIOUCAHMU B Jel0 U Apyrux. HemnpaBuiibHO
Oo(OpMIICHHBIC JOKYMEHTBI JOJKHBI OBITh J100(GOPMIICHBI, a 3aTEM MOMEIICHBI
B JI€JIO.

He nomyckaercst momeleHre B A0 JOKYMEHTOB, COJIEPKAHUE KOTOPBIX
HE COOTBETCTBYET 3aroJIOBKY Jea.

[Ipu popMupoBaHUM J1€7 COONIOAAIOTCS CIEAYIOIINE TPEOOBAHMUS:

JIOKYMEHTBI MOCTOSIHHOTO M BPEMEHHOTO0 XpaHEHUs (HOPMHUPYIOTCS B Jeja
pa3aeibHO;

B JIEJIO BKJIIOUAIOTCA TOJIBKO HCIIOJHEHHBIE, MPAaBUIBLHO O(OpPMIICHHbIC
JIOKYMEHTBI B COOTBETCTBHH C 3arojIOBKaMH JIe] B HOMEHKIIAType;

BCE JOKYMEHTHI, OTHOCSIIHECS K PEIICHUIO OJHOTO BOIMpoca, GopMHUPYIOTCS
B OJHO feno. B caydae ecnu moabopka JOKYMEHTOB IO OJIHOMY BOMPOCY
HacuuThiBaeT Oosice 100 ITUCTOB, OHA MOMKET OBITH BBIJIEJICHA B CAMOCTOSITEIILHOE
)i (S)) (oK

JIOKYMEHTBI, TIOJJICKAIINE BO3BPATY, B JIEJI0 HE MOMEIIAOTCS;

B JIEJI0 TMOMEMIAETCS TOJIbKO OJHWH 3K3EMIUISIP JIOKYMEHTa, YE€pPHOBHUKHU

M BApHUAHTBI IIPOCKTOB AOKYMCHTOB B ACJIO HC MOAIIMBAIOTCA (33 HCKIIIOUYCHUEM
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T€X, Ha KOTOPBIX UMEIOTCSI BU3bl, YKA3aHHUsI [10 UCIIOJIHEHHUIO JOKYMEHTOB U IpyTue
OTMETKH, JAOIOJIHAIOLIME TEPBbII 3K3EMIUISIP);

B JIEJIO BKJIIOYAIOTCS, KaK MMPABUIIO, JOKYMEHTBI OJJHOTO KaJE€HIapHOTO roja
(MCKJIFOUEHHUE COCTABJISIOT JINYHBIE U MEPEXOAIINE JEI1a);

KaX70€ JeN0 He JOJDKHO mpeBbimath 250 JaucToB, mpu 00iblieM o0beme
JIOKYMEHTOB B JieJie POPMHUPYETCSI HECKOJIBKO TOMOB (4acTeid).

[Ipu BKJItOUEHUM B J1€]10 (aKcorpamMmbl JI€JaeTcs €€ KCEPOKOIus, KOTopas
noamuBaeTcss B Aeno.  [lognmuHHUK — akcorpaMMbl  YHHUYTOXKAETCS
C MPOCTABJIEHUEM OTMETKH 00 YHUUYTOKEHUU HA KCEPOKOIHH.

B cnyuyae HeoOX0IMMOCTH JOKYMEHTBI IO OHOMY U TOMY K€ BOIIPOCY, HO
C pa3JIMYHBIM CPOKOM XpaHEHHsl, MOTYT HAaXOJUThCS B OJHOM JieJie O KOHLA
TEKyLIEr0 ToAa WM JI0 3aBEpLICHMS HCIIOJIHEHHWS JIOKyMEHTa, a 3aTeM
nepepopMUPOBBIBAIOTCS B /i€ HIOCTOSTHHOTO U BPEMEHHOTO XpaHEHUSI.

B neno BKiIOYArOTCS BCE JOKYMEHTHI MO KOHKPETHOMY BOIPOCY BMECTE
C IPUJIOKEHUSIMH, YKa3aHHBIMM B TEKCT€ JOKYMEHTa, IIPU OTCYTCTBUH
NPWIOKEHHUI, YKa3aHHBIX B TEKCTE€ JOKYMEHTA, UCIHOJHUTENb O00s3aH CHAENaTh
3aIlUCh HAa JOKYMEHTE 00 X MECTOHAXOKICHUU.

JIOKyMEHTBl BHYTpPM JI€Jla paclojaraiTcss B XPOHOJOTMYECKON WM
BOIIPOCHO-JIOTUYECKOM MOCIEA0BATETLHOCTH UM UX COUYETAHUU.

HopmaTuBHBIE ¥ OpraHM3alMOHHO-PACIOPSAAUTENBHBIE  JTOKYMEHTHI
C OTHOCSAUIUMUCA K HUM MPUIOKEHUAMH TPYNIUPYIOTCS B Jeja 1O BHUAAM
JOKYMEHTOB U 110 XPOHOJIOTHH.

[IpoTokonel 3acenanuii TeppuTOpraIbHON KOMHCCUU PACIIOJIArarOTCs B JIEIIE
10 XPOHOJIOTMU B TMOPSAKE BO3pacTaHUsi HOMEpPOB. JIOKYMEHTHI K 3aceJaHulo
TeppuTopranbHOM KOMHCCHH IIOMEIIAIOTCS ITOCIIE COOTBETCTBYIOLIETO MPOTOKOJIA.

[Tonoxenus, UHCTPYKIIHH, YTBEP>KJICHHbIE pacnopsIuTEIbHBIMU
JOKYMEHTaMH, SBJISIOTCS MPUIOKEHUSAMH K HHM M TPYIIUPYIOTCS BMeECTE
C YKa3aHHBIMHU JOKYMEHTAMH.

[InanoBast 1 OTYETHAsA AOKYMEHTAIMsI HE3aBUCUMO OT JIaThl €€ COCTABIICHUS

BKJIFO4YACTCs B ICJIO TOI'O road, K KOTOpOMY OHAa OTHOCHUTCH.
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B nene «llepenucka» wucxonmsimuii (OTBETHBIM) TOKYMEHT TMOMEIIAETCs
nocie Bxopsmiero. I[Ipu BO300HOBIECHWU TMEPEMUCKH MO BOIPOCY, HAdaBIIEHCS
B IPEABIAYIIEM TOdY, JOKYMEHTHl BKJIIOYAKOTCS B JE€I0 TEKyWIEro rojaa
Y YKa3bIBAa€TCSI MHJAEKC TOTrO Jeja MO0 HOMEHKJIAType Aed MPEeabIayIIero roja,
B KOTOPOM HaxOJATCS MPEAIIECTBYIOMIKNE JOKYMEHTHI IO 3TOMY BOITPOCY.

OOpamenus rpaxaaH ¥ JOKYMEHTHI IO UX PAacCMOTPEHUI0 (POpMUPYIOTCS
B OTJebHBIE ena. Kaxkmoe oOpaiiieHre U Bce JOKYMEHTHI 10 €r0 pacCMOTPEHHIO
COCTaBIISIIOT B JIeJIe CAMOCTOSITENIbHYIO TPYNIy U Pacroyiararorcs B ajiaBUTHOM
MOPSAKE 1O TIepBbIM OykBaM (pamMuiIuii aBTOPOB 0OpaIlieHUi.

B nenax, Haxomsmmxcs B JEJONPOU3BOJICTBE, JOKYMEHTHI TEKYIErO roia
pacrmoJiararoTcsl Mo XPOHOJOTHMM CHU3Y BBEPX MO Mepe mnoctyruieHus. [Ipu
IIOArOTOBKE K CHaye B apXuB Jiejla ¢ JOKYMEHTaMHU MOCTOSSHHOTO U BPEMEHHOIO
(10 ner u Ooisiee) XpaHeHUs mNepedOPMUPOBLIBAIOTCA B OOPATHOM MOPSJIKE:
JIOKYMEHT, MOCTYIUBIINN B KaJE€HIAPHOM TOJy MOCJIEAHUM, JOJKEH ObITh BHU3Y
JleJ1a, a IMEePBbIM JOKYMEHT KaJE€HIapHOT'0 T'0/1a — BBEPXY, IIEPBBIM.

Jlena ¢ MOMEHTa MX 3aBEICHUA U JO0 NEPEJadd B apXUB WIM YHUUTOXKCHUS
BCBA3M C HCTEYECHUEM CpPOKOB XPaHEGHUs HAXOIATCS Yy Ipeacenaress
(OTBETCTBEHHOTO 32 BeJICHUE JCIONPOU3BOACTBA) TepputopuaibHOil KOMUCCHHU.

[IpoTokonsl 3acenanuii, pemieHus 1eppUTOPUAIIBHOM KOMHMCCHH, CIHCKHU
MPUTJIAIIEHHBIX, PUJIAraéMble K MPOTOKOIY, NOIJIUHHBIE SK3EMIUISIPhI PEIICHUN
C COOTBETCTBYIOIIMMH MNPUIOKEHUAMHU, MPOTOKOJBHBIE MOPYUYEHHUS], TOKYMEHTHI,
MOCITYKUBIIIME OCHOBAaHMEM JUISi PACCMOTPEHMS BOIIPOCA HA 3acelaHuu
TeppuTopraabHO KOMHUCCHH, paciiudpoBaHHas ayIM03alNuCh 3aceaanus (Mpu ee
HaJM4YuMU), CIHUCKU PACCBUIKA PEIICHUH [0 Mepeladyd B apXWB HaXOAATCSA
y npeacenarens (OTBETCTBEHHOTO 3a BEJICHUE JEI0NPON3BOCTBA)
TepputopranbHON KOMUCCHUH.

3a COXpPaHHOCTh JTOKYMEHTOB M JI€J OTBETCTBEHHOCTh HECET IMPEICEIaTENh
TepputopratbHOM KOMHUCCHUU M OTBETCTBEHHBIM 3a BEACHHE IEIONPOU3BOACTBA

B TeppuropuaibHON KOMUCCHUMU.
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Jlena JOJKHBI HAXOAMThCS B palbodeil KOMHATE€ WM B CHEHUAIBHO
OTBEJCHHOM I 3TOM 1IeJTM MOMEIEHUH U XPAaHUTHCS B 3allUparoluxcs mkadax,
NPENOXPAHSIIONINX JOKYMEHTBI OT MbLIM U BO3JACHCTBUS COJIHEYHOT'O CBETA.

B umenmsx obOecniedeHuss ONEpaTUBHOIO TIOMCKA JIOKYMEHTOB Jela
pacronararorcs B COOTBETCTBUM C HOMEHKJIATYpOM €], KONUS KOTOPOU
MIOMENIAETCsl Ha BHYTPEHHEW CTOPOHE JIBEPILIbI MIKada.

Ha xopemkax o00g0oXeKk Jella yKas3bIBalOTCS MHJAEKCHI  Jed IO
HOMEHKJIAType el

Jlena, HaxonsuIMecs Ha TEKYIIEM XpaHEHUH, Mojuiekar yuery. Ilepen
nepenadenl JOKYMEHTOB B apXWB ITPOBOJIUTCS IPOBEpKA HAJIUYMS U COCTOSHHMS
JOKYMEHTOB M J€J1 B LENAX YCTaHOBJIEHUS (DaKTUUECKOrO HaIW4yus JAell
Y COOTBETCTBHS UX KOJUYECTBY, YUCIAIIEMYCS [10 HOMEHKJIAType Al

[IpoBepka HaaM4Msi M COCTOSIHUA JIOKYMEHTOB W J€1 MPOBOAMUTCS NpH
NepeMeNIeHN Jiell, BO3BpaTe Jell, CMEHe mpeaceaarens TeppuTopuaibHOU
KOMUCCHH.

[IpoBepka mNpPOBOAMTCS IyTEM CBEPKUM CTATEd HOMEHKJIATYphl el
C OIMCAHHUEM JIe] Ha O0JIOXKKE, a PU3NYECKOE COCTOSIHUE JIEN ONPEEISIETCS TyTeEM
UX BH3yaJbHOIO NIpocMoTpa. Bce oOHapyXeHHbIe HEAOCTATKH (PUKCHUPYIOTCS
B aKT€ MPOBEPKU HATMYUS U COCTOSIHUS /eIl

B ciywae yTpaThl JOKYMEHTOB UM JieJd MPOBOAUTCS  CIIyXeOHOe
paccienoBaHrde, MO pe3yjibTaTaM KOTOpPOTO JIMIIO, BUHOBHOE B yTpaTe, HECEeT
OTBETCTBEHHOCTh B YCTAHOBJIEHHOM TOPSIJIKE.

Ecnu otnensHbIE TOKYMEHTBI, YXKE€ BKJIKOYEHHBIE B J€JI0, BPEMEHHO
TpeOyrOTCs AJisi paboOThl, OHM MOTYT OBITh BBIJAHBI M3 Ji€Jla, @ Ha WX MECTO
BKJIAJIBIBAETCS JINCT-3aMECTUTENb C YKAa3aHUEM, KOTJa, KOMy M Ha KAaKOW CpOK

BbIJIaH IOKYMEHT.

11.3. OkcnepTH3a EHHOCTH IOKYMEHTOB.

3KCHepTI/I3a HCHHOCTN  OOKYMCHTOB IIPOBOAUTCA JIsI  YCTAHOBJICHUSA

HAay4YHOH, MUCTOPUYECKOM M  IPAKTUYECKOM  3HAYMMOCTH  JOKYMEHTOB,
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0o0pa30BaBIIMXCS B Ipollecce JEATENbHOCTH TeppUTOpHaIbHOW KOMMCCHH,
C LIeJIbI0 0TOOpa UX JUIsl JalNbHEUIIEro XpaHEHUs UM YHUUTOKEHMUSL.

OKcnepTh3a UEHHOCTH JIOKYMEHTOB IPOBOJAUTCS IPU  COCTaBIICHUU
HOMEHKJIaTypbl JeJ, B Ipolecce (OpMHUPOBAaHUS JI€], IPU IOATOTOBKE JI€M
K [Iepeaaye B apXHuB.

JUIst  paccCMOTpEHHsI TMPOEKTOB HOPMATHBHO-METOAMYECKUX JOKYMEHTOB
10 BOIIPOCaM JI€JIONIPOU3BOJICTBA M ApPXMBHOTO JIeda, OMUCEN JI€T MOCTOSHHOTO
u BpemenHoro (10 ner u Oomee) XpaHeHHs, AaKTOB Ha YHHYTOXKEHUE €T
U JIOKYMEHTOB, HE€ HMEIOLIUX HAYYHOM LEHHOCTU U IMPaKTUYECKOTO 3HAYECHMS,
IIpUKa3oM Inpexacenarens TeppUTOPUAIBHON KOMHUCCUM CO3JaeTCs DKCIIEpTHas
komuccus (ganee — IK).

B ee ¢pyHKIIMM BXOOUT Takke PacCMOTPEHUE U OA0O0pEHHE HOMEHKJIATYpPbl
nen TeppurtopuaabHOW KOMUACCHUMU.

B cocra OK BxmoyaroTcs uineHbl TeppUTOpHAIbHOM  KOMUCCHH,
IPOKIAHCKHE CIIy)KAallUe —anmapara [ eppUTOPUAIIBHOM  KOMHCCHH, YJICHBI
Cankr-IletepOyprckoii M30MpaTeNbHON KOMHMCCHM WM COTPYAHUKH amnmapara
Cankr-IleTrepOyprekoiil n30upareabHOM KOMUCCUH (TI0 COTJIACOBAHMUIO).

[Ipu npoBeneHWH SKCHEPTU3bl LEHHOCTH JOKYMEHTOB OCYILIECTBISETCA
otOOp nAen moctosiHHOro U BpemeHHoro (10 jet u Oosnee) xpaHeHus, 0OTOOp Jen
C BpEMEHHBIMM CPOKaMHM XpaHEHUs, I[OJUICKAIUX XPAHCHUIO, BBIJCICHHE
K YHUUTOXKEHHUIO JIe 32 MPeAbIAYIINE TOJIbl, CPOKA XPAHEHHSI KOTOPBIX, UCTEKIIH.
[Ipu 3TOM OAHOBPEMEHHO MPOBEPSIOTCS KAYECTBO U MTOJIHOTA HOMEHKJIATYPBI JIEl,
IIPaBUJIBHOCTH ONIPENEIICHUS CPOKOB XPaHEHUS JEl.

DKcnepTh3a LEHHOCTH JOKYMEHTOB OCYILIECTBISIETCA IMYTEM MOJUCTHOTO
npocmotpa naen. He nomyckaercss oTGop MAOKYMEHTOB [UIsl XpaHEHUS WIIH
K YHUYTOXKEHHUIO TOJIbKO HA OCHOBAHUU 3ar0JIOBKOB JIE]I.

JIOKyMEHTBI, yTpaTHUBIIME NPAKTUYECKOE 3HAUYEHHE M HE HMEIOIIHe
VCTOPUYECKONM WJIM HAYYHOM LEHHOCTH, IO MCTEYEHUH YCTAHOBJICHHBIX CPOKOB

XPaHCHUA MOAJIC)KAT YHUUTOKCHHUIO 110 AKTY.
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AKTBI O BBIICJIICHUU K YHUYTOKEHUIO €1 U JOKYMEHTOB PAaCCMATPUBAIOTCS
Ha 3acenaHusx OK OZHOBpPEMEHHO C ONUCAMHM J€J. YHHUUYTOXKEHUE el
Y JOKYMEHTOB JI0 YTBEPKACHHUS aKTOB 3aIPEIIaeTCs.

[Io pesynbTaTaM »3KCHEPTH3bl LEHHOCTH JOKYMEHTOB OTBETCTBEHHBIM
3a BEJICHUE JICJONPOU3BOJICTBA E€XKETOAHO COCTABIIAKOTCS CBOJHBIE ONMUCU JEI
noctostHHOro U BpeMeHnHoro (10 yet u Gonee) xpanenus (mpunoxernus Ne 10, 11)
U 0 JIMYHOMY cocTaBy (mpuioxkenue Ne 12), a Takke akThl O BBIJCICHUU
K YHHYTOXXCHHUIO JIe]T, He TIOJUIeXKAIINX XpaHeHHIO (puiioxerne Ne 13).

Onucu nen mocrossHHOro W BpeMenHoro (10 nmetr m OGosee) XpaHeHus,
a TAK)K€ aKThl O BBIACJICHUU K YHUYTOKEHHIO 3TUX JE€] paccMarpuBaroTcs Ha DK
Y YTBEPKAAIOTCS Ipeacenaresnem TeppuropuanbHO KOMUCCHH.

ITpu YHUYTOKEHUHU JIOKYMEHTOB co CPOKOM XpaHEHUs
«Jlo MuHOBaHHSA HAZOOHOCTH», «1 TOm», «3 TOmA», «S5 JIET» COCTABISACTCS aKT
(mpunmoskenne Ne 14), KOTOpBIM TMOINKMCHIBACTCS HE MEHEE YeM JBYyMS WICHAMH
TeppuropuanbHOM KOMHUCCUU U YTBEPKIAETCS IpeacenareneM TeppuTopruaibHON
KOMUCCHH.

UepHOBUKM W  PYKOIKHCH TOJArOTABIMBAEMBIX JOKYMEHTOB, KOIUU
WHQOPMALIMOHHBIX W JPYIMX MaTepuajoB, HE MOJJISKAIINX BKJIIOYEHUIO
B HOMEHKJIATypy JieJl, 0 MUHOBAaHUU B HUX HAJOOHOCTH MOTYT YHHUTOXATHCS
0e3 cocTaBlIeHUS aKTa.

bpoutopoBka nen MpoU3BOAUTCA TOJIBKO MOCIE MNPOBEACHUS IKCHEPTU3BI

HCHHOCTHU JOKYMCHTOB.

11.4. Odopmaenne e.r.

Jlena, mojyiexaiyde Tmepeaadye Ha XpaHEHHE B apXWB, JOJDKHBI OBITh
o(opmIIeHBI COOTBETCTBYIOLIUM 00pa3oM.

Odopmiienne nena BKIIOYaeT B ce0s MPOBEPKY CHCTEMaTH3alUU
JOKYMEHTOB BHYTpH JIeJia, HyMEpaIuIo JMCTOB, COCTaBIICHUE BHYTPEHHEH ONMUCH
JOKYMEHTOB Jena (mpunokeHue Ne 15), nucra-3aBeputens aena (IpUIOKEHHE

Ne 16), opopmienne pekBU3UTOB 00JI0KKHU, TOAIIMBKY (IIEpEIUIETeHHE) JIena.
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B 3aBUCUMOCTH OT CPOKOB XpaHEHUSI MPOBOAUTCS MOJHOE WJIM YACTUYHOE
odopmIIeHUE JIEII.

llena BpemenHoro (mo 10yeT BKJIIOYUTENBHO) XpaHEHUs MOJJIeKAT
YaCTUYHOMY O(OPMIICHHMIO: JIONYCKAeTCs JIMCThI Jiea HE HyMEpOBarth,
3aBEpPUTEIbHBIE HAANMUCH HE COCTaBATh. [Ipu 3TOM HOKYMEHTBHI NOIyCKaeTCs
XPaHUTh B MaNKaX-CKOPOCHIUBATENSIX, MITKUX 00JIOKKAX.

Jlena mOCTOSIHHOTO XpaHEHHs TojjiexaT nojsHomy odopmieHuto. [loraHoe
opopMieHHE Jena TpeaycMaTpuBaeT MPOBEPKY CHUCTEMATHU3AIMU JOKYMEHTOB
BHYTpH JieJ1a, MPABWIBHOCTU UX OOpMIICHUS (HATMYUE HEOOXOAMMBIX MOJIUCEH,
BHU3, OTMETOK O PETUCTPALIMM U MCIOJHEHUH, IPUIOKEHU ), HyMEpaLHUIO JIKCTOB,
COCTaBJICHUE€ BHYTPEHHEH OMUCH JOKYMEHTOB Ji€Jla, COCTaBJIEHUE JIUCTa-
3aBepuTess Aeiia, opopMICHHE PEKBU3UTOB O0JIOXKKH, MOIIIMBKY (TIEpPEIICTCHHUE)
nena.

O610xKa nena odopmitsieTcst o YCTaHOBJICHHOM dbopme
(mpunoxkenue Ne 17). CBeneHust Ha 00JI0XKKY TEPEHOCATCS U3 HOMEHKJIATYPBI JeI
C YTOYHEHUSMH, OTpa)karolmUMH (PaKTUUECKUA COCTAB MOMEUICHHBIX B JIEJIO
JIOKYMEHTOB.

O6rnoxka Jefla HAAMUCHLIBACTCS YEPHBIMH CBETOCTOMKMMM YEPHUJIAMU,
pazbopunBo, 0e3 cokpameHuii. Jlomyckaercss odopmiieHHEe OOJIOKKH Jielia
C UCIOJIb30BaHUEM KOMIIBIOTEPHOU TEXHUKHU.

Ha o06noxke gena ykas3bpIBalOTCS CICAYIONIME PEKBU3UTHI: Ha3BaHUE
TepputopuaibHONH KOMHUCCHM, JI€TIONPOU3BOJCTBEHHBI HOMEpP (MHIEKC) Jena,
3aroJIOBOK JeJia, Jara jAena (Toma, 4acTv), KOJIMYECTBO JIMCTOB B JEJIE, CPOK
XpaHeHus Jiena.

PexBu3uTHI, mpocTaBisieMble Ha 00JIOKKE Aesa, OPOPMIISIOTCS CIAEAYIOIINM
obOpazom:

Ha3BaHue TeppUTOpHUAIbHOW KOMUCCHHM YKa3bIBA€TCS B COOTBETCTBUU
C peraiamMeHToM TeppuTOpUaIbHOW KOMHUCCUH. I[Ipr W3MEHEHWM Ha3BaHUS
TepputopralbHONW KOMHUCCUM B T€UEHUE MEPHOJIa, OXBATHIBAEMOTO JOKYMEHTaMHU

Jca, Ha 00JI0KKE K CTapOMY HA3BAHHIO IPUITUCBIBACTCA HOBOC,

59



JIeJIONPON3BOACTBEHHBIN HOMEp (MHIEKC) Jieia — npocTaBisieTcs nuudposoe
o0o03HaueHHE (MHIEKC) JieJa 10 HOMEHKJIAType JeJl U YKa3blBaeTcs HOMEpP TOMa
(gactn);

3arojIoBOK (HaMMEHOBaHME) Jejla IEPEHOCUTCS W3 HOMEHKJIATYpPbl el
(B HEOOXOJIMMBIX CITy4YasX B 3ar0JI0BOK BHOCSITCSI YTOUHEHHS);

nata Jena — Ha OOJOKKE Jena YKa3blBalOTCS JBE JIaThl, KOTOpPBIE
Ha3bIBAIOTCS KPaWHUMM JAaTaMU U COOTBETCTBYIOT I'OJAY 3aBEACHUS U OKOHYAHUSA
nena. HaganpHasg mata — 3TO Jara camMoro paHHEro, a KOHEYHas Jara — Jara
CaMoro II03JHET0 JOKyMeHTa B aeie. IIpu 3TOM yduMTBIBAXOTCS AaThl BXOIALIUX
U UCXOJSIIUX JOKYMEHTOB (B cllydae HMX OTCYTCTBUSL — JIaThl PETUCTpALUU
JIOKYMEHTOB), U HE YYHUTBIBAIOTCS AAaThl COIMCAHUS JOKYMEHTOB B JI€JIO, YKa3aHUU
10 WCIIOJIHEHUIO JOKYMEHTOB, OTMETOK HCIIOJIHUTENS (32 UCKIIOYEHUEM CITy4yaes,
KOI'/Ia Ha JOKyMEHTaX He UMEETCA IPYTuX J1aT, KpOME MEPEUNCICHHBIX ).

[Ipn HamucaHuM KpalHUX AaT Ha OOJIOKKAxX €1 MOCTOSHHOIO XpaHEHUs
YKCIIO U TOJ] NPOCTaBIIsAIOTCS apabckumu nudpamu. Ha 060xkax e BpeMEeHHOTO
XpaHEHUs YKa3bIBAETCS TOJIBKO TO.

Ha o6noxkax nen, COCTOSIIMX W3 HECKOJBKUX TOMOB (4acTei),
MPOCTABIIAIOTCS KpallHUE AaThl KAXKJIOTO TOMa (YacTH).

KosuecTBO mMpoHyMEpOBaHHBIX B JEJNE JINCTOB NPOCTABISAETCA C JIACTA-
3aBepuUTeNs Aena.

Cpok XpaHEHHs TMEPEHOCUTCS Ha OOJIOKKY Jejia U3 HOMEHKIATypbl Jell.
Ha nenax nocrosgHHoro xpanenus numercs: «IloctoaHHO».

Ha xopemke aena ykas3blBaroTCs 3arojIOBOK JI€JIa, FOJ JIe1a M TOM Jea.

B umensix oOecnedeHHsT COXPAaHHOCTM M 3aKpeIUIeHUs  MOpsaKa
PaCIIOJIOKEHUS TOKYMEHTOB, BKJIIOYEHHBIX B JEJI0, BCE JMCTBI, KPOME YHUCTHIX,
JIMCTa-3aBEPUTENS JI€J1a U JINCTOB BHYTPEHHEW OMMCU HYMEPYIOTCS B pa3BEPHYTOM
BUJIe apabckuMu LU@paMHu BajoBOW HyMepanued. UucTele JHUCTBHI U3 Jena
u3bIMaloTCsl (0€3 MOBPEXKIEHUS LEJIOCTHOCTU Jiefa) M YHHUYTOXKaroTcsa. JIMCTh
HYMEPYIOTCSl MPOCTHIM KapaHJalloM, CBEPXY BHHM3 B BO3pPACTAKOLIEM IOPSAKE

HOMEPOB, HaunHas ¢ nepBoro. L{udper nmpocTaBisioTCS B IPaBOM BEPXHEM YIITY
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mucta. Hymepanusi 1BeTHbIMM KapaHJallamMu, YEpHWJIAMHU M HyMepaTopaMu
HE JI0MYCKAeTCsl.

JIOKyMEHTBI ¢ COOCTBEHHON HyMepauuel JIMCTOB, B TOM YHCIIE ME€YaTHBIE
U3JIaHUs, HYMEPYIOTCS B OOIIEM TMOPSAKE WM COXPAHSIOT COOCTBEHHYIO
HyMEpaIuio, €Cid OHa COOTBETCTBYET MOPSIKOBOMY pACIOJIOKEHHUIO JIMCTOB
B JIEJIE.

Cnoxennpli  juct Oousbimoro dopmata (A2, A3) pa3BopauuBaercs
U HyMepyeTcsi B MpaBoil 4acTh BepxHero mojs jucta. [Ipu 3ToM JucT 1000ro
dbopmara, TOAIIMTHIM 3a OJAMH Kpail, HymMepyercs Kak OJUH JIUCT, a JIUCT,
CJIO’KEHHBIN U MOJIIUTBIN 3a CEpeIMHY, OJICKUT MEPEIINBKE U HyMepyeTcs Kak
OJIH JIUCT.

Eciu B nene ecTh KOHBEPT C BJIOKEHUSMH, TO CHayajla HyMepyercs
KOHBEPT, a 3aTe€M O4YepeHBIM HOMEPOM KaXK/I0€ BIIOKECHHE.

dortorpadunn W JIpyrue WLTIOCTPATHBHBIE MaTepHalbl HYMEPYHOTCS
Ha 00OOPOTHOI CTOPOHE B JIEBOM BEPXHEM YIIIy.

JIMCT ¢ HAarIyXo HaKJIEEHHBIMU JOKYMEHTaMU (BbIpe3Kamu, (pororpadusimMm)
HyMepyeTcs Kak OJuH JHUCT. Ecau K TOKyMEHTY MOAKJIEEHbI OTHUM KpaeM JIpyTue
JIOKYMEHTHI (BCTaBKH TEKCTa, IEPEBOBI), TO KAXKIIBIN JTUCT HyMEPYETCS OTACIBHO.

[IpunoxkeHne K Jely, COCTaBISIONIEe OTACIBHBIA TOM, HyMEpyeTcs
OTJEJNBHO.

[Ipn Hamuuuu OTHEIBHBIX OIMMOOK B HyMepaluu JHCTOB B Jejax
IpU MOATOTOBKE MX K CJauye€ B apXUB JIOMYCKAaeTcs yHoTpeOJieHHE JUTEPHBIX
(c OyKBEHHBIMH JTOTIOTTHEHUSIMU ) HOMEPOB JIUCTOB.

B gemax mMOCTOSHHOTO XpaHEHHWs I y4deTa W TIOMCKAa JOKYMEHTOB
B HayaJle jiejia MOXKET TIOMEIIAThCS BHYTPEHHs onuch (mpuiioxenue Ne 13).

JIucTel BHYTPEHHEN ONMCH HYMEPYIOTCS OTAEIBHO.

Kaxmoe nmemno 3akaHUMBaeTCS JTMCTOM-3aBEPUTENIEM yCTaHOBIICHHOW (hOPMBI
(mpunoxenne Ne 16).

B nmucte-3aBepurene nena nudpamMu u MpoNKChiO YKa3pIBaeTcs (pakTHueckoe

KOJIMICCTBO JIMCTOB B JTAHHOM JICJIC, 4 TAKKC HAJIMIUC JINTCPHBIX WU MMPOITYIICHHBIX
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HOMEPOB JIMCTOB, KOJIMYECTBO JMCTOB BHYTPEHHEN ONUCH WM HAJIUYUE CpEOu
JIOKYMEHTOB Ta3eT, KHUT, OpouIop, deprexei, gororpaduii, pucyHKoB U T.A.,
CTaBUTCS JaTa M TOJINUCH paOOTHHKA, CHOPMHUPOBABIIETO IO, U yKa3bIBACTCS
€ro JOJHKHOCThb, WMHULMANBI U (amunug. Eciau koiMyecTBO JHCTOB B Jiefie
WU3MEHSETCS, 3aBEPUTENIbHASL HAIIUCh COCTABISETCS BHOBb.

[Ipu moAroToBKe 1€ K MOJUIMBKE (MEPEIUIETY) MPOBEPSETCS MPABUIBLHOCTh
ux ¢GopMHUpoBaHUsA, OPOPMIICHHUS, METAUIMUYECKHE CKPEIUICHHS U3 JOKYMEHTOB
YAAIAIOTCS.

JIOKyMEHTBI TIOJIIIUBAIOTCS TAKUM 00pa3oM, 4TOOBI MOKHO OBLIO CBOOOHO
MPOYUTATh TEKCT KaXAOr0 ITOKYMEHTAa, BU3bl M YKAa3aHHUS 110 HCIOJHEHHIO

JIOKYMEHTA.

11.5. Ilepenaua aej1 B apXuB.

Ilepemaya pgen MOCTOSHHOTO XpPAaHEHHWS B apXWB [eppUTOpHAIBHOU
KOMHUCCHHM OCYIIECTBIICTCA MOCAUHUYHO 1O yTBepxkaAeHHbIM JIIK omucsam aen
ITIOCTOSIHHOTO XPaHECHMUS.

[Ipuem nokymeHTOB Ha mocTtossHHOe XpaHeHue B CankT-IlerepOyprckyto
n30UpaTeIbHYI0 KOMUCCUIO O(OPMIISIETCSI aKTOM TpHUeMa-Tepeiadyl JTOKYMEHTOB
(mpunoxenne Ne 18).

B apxuB Cankr-IletepOyprckoit n30upareabHO KOMUCCUU B COOTBETCTBUU
C HOMEHKJIaTypou Aen TeppuTopuasbHOW KOMHUCCHMH Ha IOCTOSIHHOE XPaHEHUE
MEepENArOTC:

JIMYHOE JeN0 Impeacenarens TeppuTopualibHOM KOMHUCCHUM B Clly4ae
OKOHYAHHUSI CPOKA TOJTHOMOYUN MM OCBOOOXKIIEHUS OT JIOJDKHOCTH JI0 MCTEUCHHMS
CpPOKa MOJIHOMOYHH;

JIMYHOE JEJO0 TOCYIAapCTBEHHOIO TPa)KIaHCKOrO CIIyXKalllero ammnapara
TeppuTtopuaibHOM KOMHUCCUM B CIy4a€ €ro YBOJBHEHUS C TOCYJIapCTBEHHOU
CITy OBl

JIOKYMEHTBI MIOCTOSTHHOTO M BpeMeHHOTO (10 neT u 6oiee) CpOKOB XpaHECHUS

B cllydae peopranuzanuu (JIMKBuAauu) TepputopuaibHOH KOMUCCHUHU.
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[Ipn mepemade nen Ha BCEX SK3EMIUIIPAX OMHUCH JI€JT NPOTHUB KaXIOro
BKJIIOYEHHOTO B Hee Jena B rpade «lIpumeuanue» ctaBUTCS OTMETKA O HAJIUYUU
nena. B KOHIE KaXJ0ro OHK3EMIUIAIpa OMUCH JeN YKa3bIBalOTCS IH(paMu
Y TIPOIUCHIO KOJIMYECTBO (PAKTUYECKHM MPUHSATHIX (MEpPEIaHHbIX) B apXuB Jell,
VUHUIMAIBI 1 (aMUIUY JUI], OCYIIECTBIISIONINX MIpHeM-TIepeaady Ael, CTaBsITCs UX
IIOAIIMCH U JaTa.

[Ipu npueme pgen mnpoBepseTcs MNpaBUILHOCTH uUX odopmiienus. [ena,
opopmiileHHBIE C HapyUIeHHMEM TpaBWJ, YCTaHOBJICHHbIX MHCTpyKiueH,
BO3Bpalarorcs B TeppuTtopuaibHy0 KOMUCCHIO C YKa3aHUEM HEAOCTATKOB JJI X
YCTpaHEHHUs.

N30uparenpHas HOKYMEHTAlUs XpaHUTCS B TeppUTOPHAIBHON KOMHMCCHH
B cooTBeTcTBUM C llopsakoM XpaHeHus, mepeadd B apXuUB M YHUYTOKECHUS
JOKYMEHTAllM¥, CBSI3aHHOM C TMOATOTOBKOM M  MPOBEACHHEM  BBIOOPOB
U peepeH1yMOB B Cankr-IletepOypre, YTBEPKIAECHHBIM peneHueM
Cankr-IletepOyprckoit  u3buparensHoit  komuccuu, [lopsakom — xpaHeHUs
Y IIepeJayu B apXUBBI JOKYMEHTOB, CBSI3aHHBIX C MOJATOTOBKOW M IPOBEICHUEM
BeIOOpOB IIpesuaenta P®D, I[lopsakom XpaHeHus U Tiepelayd B apXHUBBI
JIOKYMEHTOB, CBA3aHHBIX C MOJATOTOBKOW M MPOBEIECHHWEM BBIOOPOB JEMYyTATOB
['ocynapctBennoii [Jymbr ®C PO, yTBEpKICHHBIMM COOTBETCTBYIOLIUMU

noctanoBienusimu LK PO.

11.6. Iopsaok padoThI ¢ 3JIeKTPOHHBIMH JOKYMEHTAMH.

HcnosmHeHHbIe  3JIEKTPOHHBIE JOKYMEHTHl CHCTEMATU3UPYIOTCA B Jela
B COOTBETCTBMM C HOMEHKJaTypou nen TeppuropuansHor komuccuu. Ilpm
COCTaBJICHWM HOMEHKJIATyphl J€Jl B 3aroJIOBOK [€Jla BKJIKOYACTCA YyKa3aHue
«DIEKTPOHHBIEC TOKYMEHTBD».

Cpoku XpaHEHHMSI DJJEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CpPOKAaM

XPaHCHUA aHAJIOTUYHBIX JJOKYMCHTOB Ha 6YMa)KHOM HOCHTCIIC.
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OKcnepTu3a ILEHHOCTH  DJJIEKTPOHHBIX  JOKYMEHTOB  OCYILECTBIISETCS
B OOLIEM MOPSIIKE, YCTAaHOBJIEHHOM Ui JOKYMEHTOB Ha OyMa)XHOM HOCHUTEIE.
[locne wucrTedeHuss CpPOKa, YCTAHOBJIEHHOTO JUISI XPAHEHHUsI DJIEKTPOHHBIX JIEII
(97IEKTPOHHBIX  JOKYMEHTOB), Ha OCHOBAaHMM aKTa O BBIICIEHUM UX
K YHAUYTOXXEHUIO, YTBEPKACHHOTO MpeacenareneM 1 eppuTopuanbHOM KOMHUCCHUH,
yKa3aHHbIE  3JIEKTPOHHBIE Jiefa  (JIEKTPOHHBIE  JIOKYMEHTBI)  MOJJIeXaT
YHUYTOXKECHUIO.

DONEeKTpOHHBIE  JOKYMEHTBl  IIOCTOSIHHOTO  XpAaHEHHs  IepeaaroTcs
Ha apXMBHOE XpaHEHHE IO OMNUCAM C OQOPMIICHHEM akKTa IpueMa-nepesadn

QJICKTPOHHBIX NOKYMCHTOB.
12. OTBeTCTBEHHOCTD

12.1. Unensl TeppuTopuanbHOM KOMHUCCHU M TPAXKAAHCKUE CITy)Kallue
annapara TeppUTOpHAIIBHOM KOMHUCCUU HECYT NEPCOHAIBHYI) OTBETCTBEHHOCTb
3a coOmonenre  TpeOoBaHMid — HacTosimed — MHCTpyKouu,  COXpaHHOCTh
HaXOJAIIUXCS Y HUX TOKYMEHTOB.

12.2. OTBETCTBEHHOCTD 3a OpraHu3aIuio JIeJONPOU3BOICTBA
B TeppuropuaibHON KOMUCCHH, BHEJIPEHUE aBTOMAaTU3HPOBAHHBIX
(KOMIBIOTEPHBIX)  TEXHOJIOTM  TOATOTOBKM W 0OpabOTKM  JTOKYMEHTOB,
o0OecrieyeHne COXPaHHOCTH JOKYMEHTOB M IepeAadyy HUX B apXuB, KOHTPOJb
3a coOnoieHreM TpeOoBaHUM Hactosmed WHCTpyKIuu Hecer mpeaceaaTeb

TeppuropruaiibHON KOMUCCHH.
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L N o g & DR

[Tpunoxenune Ne 1
K MHCTpyKIMM MO JeN0NpPOU3BOJACTBY
B TeppuropuanbHOi H30MpaTeIbHON KOMUCCUT
Ne 32

HEPEYEHDb

JAOKYMEHTOB, HC IIOVICKAIIIUX PETrUCTPpaliuu

Coo0111eHns 0 3aceJaHUsIX, COBEIIAHUAX U TTOBECTKAX JIHS.

VYueOHble mporpaMMsl, TIaHBI.

PexnaMHbIe U3BEIIECHUS, TNIAKATHI (32 UCKJIIFOYEHUEM aruTallMOHHBIX ).
[To3gpaBuTenbpHbIC MCHMA U TEJIETPAMMBIL.

[IpurnacurenbHbie OUICTHI.

byxranrepckue 1OKyMEHTBI.

[IeuaTHble U3naHwus.

OneparuBHas uHpopmalus, nocrynarpmas no kaHaiam cszu [AC

«BbIOOPHY.
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[Tpunoxenune Ne 2
K MHCTpyKIMM MO JeN0NpPOU3BOJACTBY
B TeppuropuanbHOi H30MpaTeIbHON KOMUCCUT
Ne 32

AKT

MBbI, HUKEO AU CABIIINECS

COCTAaBUJIM aKT O TOM, 4YTO « » 20 r. Ipu
BCKPBITUH TTAKETA
B HEM HE OKa3aJIOCh

HaCTOHHII/Iﬁ dKT COCTABJICH B IBYX 3K3CMILIIAIpaAXx.

[Hommuicu:
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[Tpunoxenne Ne 3
K IHCTpYKIIMH 110 JEIONPOHU3BOJICTBY

B TeppuTtopualibHON U30UpaTEbHON KOMUCCUN
Ne 32

®opMbl 0JIaHKOB, HCIIOJIb3yEeMbIX B H30MPaTeJIbHOH KOMUCCHH
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[Tpunoxenune Ne 3.1

TEPPUTOPUAJIBHASA UBBUPATEJIBHASA KOMUCCHS Ne 32

HPOTOKOJ 3ACEJAHUA

20 roa Ne

Cankr-IletepOypr
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[Tpunoxenune Ne 3.2

TEPPUTOPUAJIBHASA U3BUPATEJIBHAS KOMUCCHUSA Ne 32

PEINIEHUE

20 roa Ne

Cankr-IleTepOypr
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[Tpunoxenune Ne 3.3

TEPPUTOPUAJIBHASA UBBUPATEJIBHASA KOMUCCHS Ne 32
INPEACEJATEJb

ITPUKA3

20 rona Ne

Cankr-IletepOypr
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TEPPUTOPUAJIb
MN3BUPATEJIBHAS KOMUCCHS Ne 32
CAHKT-IIETEPBYPT

Bompemmoii ip. BO, 1. 55, Cankr-IlerepOypr, 199178
Texn. (812) 576-78-38, dakc (812) 576-78-38
http://tik32.spbik.spb.ru
OKIIO 44175611; OI'PH 1207800058707
WHH/KIIII 780168598 /780101001

Ne

Ha Ne oT
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[Tpunoxxenue Ne 4
K MHCTpyKIMH 110 AEIONPOU3BOACTBY
B TeppuropuanbHOi H30MpaTeIbHON KOMUCCUU
Ne 32

TpeGoBaHus K JOKYyMEeHTAM, U3rO0TOBJISAEMbIM € IOMOIIbIO

MeYaTawiluxX YCTPOUCTB, U K (pailjiaM TEKCTOBBIX JOKYMEHTOB

1. Texcthl nOKyMeHTOB Ha OnaHkax (opmata A4 meyaTtaroTcs uepes
1 - 1,5 MEXCTPOUYHBIX HHTEPBAJIA.

2. TekcTbl JTOKYMEHTOB, TOJrOTABIMBAEMBIX K  THUIOTPAPCKOMY
U3JIaHUIO, TIEYATAIOTCS YepE3 JIBa MEKCTPOUHBIX HHTEpBAIA.

3. HasBanue BUJa JOKYMEHTA MTeYaTACTCs IPOMMCHBIMU OYKBaMHU.

4. Ecnm 3arosioBok K TekcTy mpeBbimaer 150 3HakoB (5 CTPOK),
JOTYCKAaeTCsl MPOJIeBaTh €ro 10 TPAaHMIBI MPAaBOrO MOdsA. Todka B KOHIIC
3aroJIOBKa HE CTaBHUTCHA.

5. PacummdpoBka mnoanucu B pekBusute «lloamuck» medaraeTcs
Ha ypOBHE TOCJIEIHEH CTPOKM HAMMEHOBAHUS JOJKHOCTH C HCIIOJIb30BAHHEM
komOuHanuu kiaasui Shift — Ctrl — IIpo0Oen mexay nuuimanamMu u haMuIHeH.

6. Cosmanue, QopMaTHpoBaHWE W BBHIBOJ Ha I€4aTh JOKYMEHTOB
MIPOU3BOIATCS Ha KOMITBIOTEPAX C HCIOJIb30BAHMEM TEKCTOBOTO TMPOIIECCopa
MS Word. Bueapenue 3ICKTPOHHBIX TaONHIl, CO3JaHHBIX B TaOJIMYHBIX
nporeccopax, B jgokymeHTel MS Word He nomyckaercs. [lomyckaercs, mpu
HEOOXOIMMOCTH, CO3/laHue, (popMaTUpOBaHWE W BHIBOJ Ha TMe4YaTh TaOJIHII
nocpeacTBoM TabaruHoro npoieccopa MS Excel.

7. Ilpu ¢opMatupoBaHUM JOKYMEHTOB O0053aTE€IbHO HCIOJIb3YETCS
BKJIFOUCHHAS] KHOTIKA 06131 BUJICTh Ha DKPaHE BCE CIIYKEOHBIE CUMBOJIBI.

8. Ilpu QopmaTupoBaHMM TEKCTa JTOKYMEHTOB HCIOJIB3YETCS CTHIIb,
KOTOPBIH UMEET CIICTyIONTUE TTapaMeTPhI:

o Ilpudr TimesNewRomanCyr

e Pasmep 14 nyHkTOB
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e Ortcryn cieBa 0cm

cripaBa 0cm
e UurepBan nepen 0 myHKTOB
nocJie 0 myHKTOB

e  MeXCTpOUHBI HHTEPBA OJWHAPHBIN, IOy TOPHBIN

e [lepBas cTpoka orctyn Ha 1,25 cm

e BrIpaBHuBaHuE 10 LIMPUHE

9. Ilpu dbopmatupoBaHuu TabIUIl HEOOXOIUMO COOJIIOIATH CIEAYIOIINE
TpeOOBaHMUS:

Tabiuia Bcerma JO0DKHa WMETh Ha3BaHWE, KOTOPOE BBIPABHUBACTCS
0 MIPaBOMY TIOJIIO JTOKYMEHTA,

TabJIMIa BBIPABHUBAETCS TI0 LEHTPY JIUCTA;

3aroJIOBKM CTOJIOIIOB U CTPOK BRIPABHUBAIOTCS IO IIEHTPY STYCHKH;

JaHHbIE B sSTYEHKaX TaOJIUIbl BEIPABHUBAIOTCS CBEPXY I10 JIEBOMY Kpalo;

IPOAOKEHNE TAaOJIMIbI HA HOBOM JIMCTE BCET/la HAYMHAETCS C 3ar0JOBKOB
ee CToJOIOB (WM HOMEpOB Tpad B ciydae, eciau rpadbl TaOJHIBI HA TEPBOM
JUCTE IPOHYMEPOBaHbI);

CTPOKHU TaOIUIBI IEPEHOCATCS HA HOBBIM JTUCT TOKYMEHTA UCKIIOYUTEIBHO
IETUKOM;

IIMpUHA W BbICOTAa TaOJULBI HE AOJDKHBI IPEBBINIATH pa3Mephbl MOJeH
JTIOKYMEHTA.

10. Pa3mepsI moseii JOKyMeHTa JTOKHBI UMETh CIICAYIOITUE TTapaMeTphl:

®  BEpxHeEe 2,0 cm

®  HIKHEE 2,0 c™m

e JieBOE 2,0 cMm (Ha TOKYMEHTax CpOKOM XpaHeHus cBbimie 10 et
—3,0 cm)

e 1paBoe 1,0 c™m

OT Kpast 10 KOJIOHTUTYA:
®  BEPXHEro 1,25 cm

®  HIDKHETO 1,25 cm
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11. Ilpu mOAroTOBKE JOKYMEHTOB UCTIOJIB3YIOT CIEAYIOIINE PEKBU3UTHI:

repb cyonekTa Poccutickoit denepanuu;
HalMEHOBaHHUE U30UpaTEILHON KOMUCCHH;
HaNMEHOBAHHE JTOJKHOCTHOTO JIMLA;
CIIPaBOYHBIE CBEJCHUS 00 OpraHU3allNH;
HAaVMEHOBAHUE BUA TOKYMEHTA;

JaTa JOKyYMEHTA,

PETUCTPALIMOHHBIA HOMEDP JOKYMEHTA,;

CCBIZIKa Ha I/ICXO,ZIHHlHﬁ peFI/ICTpaHI/IOHHblﬁ HOMCD
" JaTy JOKYMCHTA,

ajpecar;

rpud yTBEpKACHHUS JOKYMEHTA;
3aroJIOBOK K TEKCTY JJOKYMEHTA;
yKa3aHUs M0 UCIIOJIHEHUIO JOKYMEHTA;
OTMETKA O KOHTPOJIE;

TEKCT JOKYMEHTA;

OTMETKA O HAJIMYUH MTPUIIOKEHNUS;
HOJIITUCH;

rpud coriacoBaHus TOKYMEHTA;
B34,

1e4arsb;

OTMETKA 00 UCIIOJHUTEIIE;

UACHTU(PUKATOP DJIEKTPOHHOM KOMUH JOKYMEHTA.

12. PexBu3uThl (KpoMe TEKCTa JOKYMEHTa W ajpecara), COCTOSIINE

N3 HCCKOJIBKHUX CTPOK, IICYaTaOT CO CIACAYIOIINMU ITapaMCTpaMHu:

[Ipudt
Pa3zmep

OTtcTyn

Nurepsain

TimesNewRomanCyr

14 nyHkTOB

cieBa 0cMm
cripaBa 0cm
nepen 0 myHKTOB
nociie 0 myHKTOB
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e  MexXCTpOUYHBI HHTEPBAI OJMHAPHBIN
e  Ortcryn nepBoM CTPOKHU HET

e BrIpaBHUBaHHE I10 LIEHTPY

13. PexBu3uT «AnpecaTy neyaTaroT co CICIYIONMMU TapaMeTpaMu:

o llpudr TimesNewRomanCyr
e Pa3zmep 14 nyHkTOB
e Orcryn cieBa 12 cm
crpaBa 0cm
e UHrepBan nepen 0 myHKTOB
rocie 0 myHKTOB
e  MeXCTpOUHBIN UHTEPBAI OJMHAPHBIN
e  Orcryn nepBoM CTPOKHU HET
e BripaBHHBaHuE II0 JIEBOMY Kparw WIM UEHTPYETCA

OTHOCHUTEJIBHO CAMOU JNIMHHOU CTPOKH.

Ecnn cocraBHble 4acTHM pPEKBU3UTOB «Anpecar», «I'pud yTBepKaeHUS
nokyMmeHTa», «I'pud cormacoBaHust JOKyMeHTa», «OTMeTka O HaJU4uu
NPUWIOKEHUS» HE YMEIIAITCS HAa OJAHOW CTPOKE, TO Pa3pblB CTPOKU B HYKHOM
MECTEe MPOU3BOJUTCS C MOMOIIBI0 cUMBOJa «Pa3pblB CTPOKW» (KOMOWMHAIUS

kiasui Shift — Enter), Hanpumep:

COI''TACOBAHO
IIpencenarens Komurera
UMYIIECTBEHHBIX OTHOIICHUHN

Cankr-IleTepOypra

A.H. IBanoB

14. Tlpu odopmieHun TOKYMEHTOB Ha JABYX M 00Jiee CTpaHMIIAX BTOpPas
U TIOCIICTYIOIINE CTPAHUIIBI JOJDKHBI OBITH TIPOHYMepoBaHbl. Homepa cTpanwmil
MIPOCTABIIAIOT TMOCEPEANHE BEPXHEro TMOJiA JHUcTa apabckumu tudpamu 0e3

BCAKHX 3HAKOB IIPCIIMHAHUA.
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Ecan JAOKYMCHT UMCCT IMPUJIOKCHUC, TO OHO II€YATACTCA C HOBOH CTpaHUIIbI.

15. JIns  BBISBIAGHUA M HUCOPABICHHA  BO3MOXHBIX  OIIMOOK
B IIPABOIMCAaHUN B C(HOPMUPOBAHHBIX (haiiax PEeKOMEHAYETCS OCYIIECTBIISAThH
IPOBEPKY JIOKYMEHTOB, UCTIOIb3YsI CUCTEMBI IPOBEPKH MPABOIMCAHHUSL.

16. Kaxxap1ii TOKYMEHT CO BCEMHU NPUIIOKEHUSMU K HEMY MOMEIIAIOT
B OTAETBHBIN (Paiin (eciu MPHUIIOKEHUs CO3J]aHbl OJHUM TpolieccopoM). BHyTpu
daiina cam MOKyMEHT W KaxJ0e TNPWIOKEHUE IIOMEIIAl0T B OTAEIbHBIC
paszensl.

17. Bce pekBU3UTHI JOKYMEHTa OTIEISIOT IPYT OT Apyra OJHOW IyCTOi
CTpOKOH, oOpasyemoi cumBoyioM abzama (Y — kmaBuma Enter). B Tekcte
HE JIOJDKHO BCTpeUaThes 60Jiee JBYX CUMBOJIOB a03alia moApsil.

18. He nomyckaercss mucarth cioBa C pa3psAaKoil, BCTaBisAsg NPOOEbI
Mexay OyKBaMH B CIIOBaxX, 32 MCKIIOYCHHEM CJIOBA «PEIIMIa» B PEIICHUSIX
U IPOTOKOJIAX 3acelaHuii u3buparenpbHol kKomuccuu. He pgomyckaercs
UCIIOJIb30BaHUE Mpo0enoB s 0oOpa3oBaHus ab3alHOro oTcryna (KpacHOM
CTPOKHM) WJIM MYCTHIX CTPOK. B TeKkcTe He JOKHO BCTpeuaThes MoAapsi Oosee
OJHOrO0 cuMBoJia mpoOena. Pazgenenue mHUIMANOB M (HaMUIMM, CHUMBOJA
Ne vt yncna, MOPSIIKOBOrO HOMEpAa CTaThM, YacTH, IMyHKTAa WM MOIIMTYyHKTa
IIPABOBOTO aKTa, YMCJIa MeCsIla M Ha3BaHUs MeEcsIla, Ynucia ToAa U CI0Ba «TOIy,
JTHOOBIX YHUCTIOBBIX 3HAUEHUH U €IMHULl U3MEPEHUS AENAeTCs C UCTIOIb30BaHUEM
Hepasaenumoro podena (coueranue kinaum Shift — Ctrl — [IpoGenn).

19. He nomyckaercss BK/IIOYAaTh B TEKCT JOKYMEHTa pa3/e/IUTENbHbIE
JUHUH, COCTABJICHHBIC U3 IIETIOYEK CUMBOJIOB (*, =, -, — 1 J1p.).

20. He nomyckaercsi MCHOJB30BAaHUE B PYCCKUX CJIOBAaX CXOMHBIX IO
HauepTaHuio JaTuHCKuX OykB (A, a, B, C,c, E, e, H, K, M, O, 0,P, p, 1, X, X, y).

21. He nomyckaercss HMCHOJIB30BaHME CHUMBOJA TaOyasauuu (—) s
oOpa3zoBaHus a03alHOrO OTcTyna (KpacHOM CTPOKM) WM IYCThIX CTpOK.
AG3anHblil OTCTYN ycTaHaBinuBaloT B MeHIO dopmar/Ab3an win ¢ MOMOUIbIO

BEPXHETO JIBUKKA Ha TOPU30HTAIbHOM JIMHEHNKE.
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22. He nonyckaercs HCHOJIb30BAaHUE CHUMBOJIA «-» [JIsi O0O3HAUYECHUS
nepeHoca. BMecTo Hero cieayer HCHOJIb30BaTh CHMBOJ MSTKOTO IepeHoca
(komOuHarus kiaaBuir Ctrl — «-»).

23. Jlna HanucaHusi pUMCKUX HUQP TOJDKHBI UCIOJIB30BAThCS 3arjaBHbIC
oyksel matuHckoro andasuta (I, V, X, C, D, L, M). Hcnons3oBanue ajist 3TOM
IIEJTM PYCCKUX OYKB U apaOCKux 1udp HE AOMyCKaeTCsl.

24. Bmecto OykBbI «E» n0omkHA ynoTpeOsaThes OykBa «E» (kpoMe MMeH
COOCTBEHHBIX MPU HATTUIUH TOITBEPIKIAFOIINX JOKYMEHTOB).

25. PexkBusutbl «HanMeHoBaHHMe BHJIAa JIOKYMEHTa» JIOJDKHBI  OBITh
BBIPOBHEHBI 10 LIeHTpY. He pormyckaercs ucnoiib30BaHre CUMBOJIA ab3ama s
MIPEPBIBAHUS CTPOKH B MPOU3BOJIBHOM MECTE, JJIS OTOTO CIEAYeT MPUMCHSTH

CHMBOJI pa3pbiBa cTpoKu (koMOuHanus kiaapum Shift — Enter).
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[Tpunoxenune Ne 5

K MHCTpYKIMH 110 1€J0NIPOU3BOJICTBY

B TeppuropuanbHOi H30MpaTeIbHON KOMUCCUT

Ne 32

Chnucokx PACCBIIIKHA UCXOAAIINX JOKYMEHTOB

Ne HaumenoBanue oprana . .
IToJiHbIi MOYTOBBIN agpec
n/n (opranmu3zaumu)
[Ipencenarens

TepputopuansHoil n30uparensHoil koMuccuu Ne 32

Hcniomaurenp

«

»

20 r.
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[Tpunoxenue Ne 6
K MHCTpyKIMM MO JeN0NpPOU3BOJACTBY
B TeppuropuanbHOi H30MpaTeIbHON KOMUCCUT
Ne 32

CornacoBaHue MPOEKTA:

JIOJIKHOCTB
(mara)

JIOJ>KHOCTB
(mata)

JIOJKHOCTD
(mata)

Hcnomaurens:

JIOJ>KHOCTB
(mata)

WHUTIAAJIBI, (DaMITHS

(moamucek)

HMHHUIIHUAJIbI, (baMI/IJ'II/IH

(mmomuce)

HWHHUIIUAJIbI, CI)aMI/IJII/IH
(mmomuce)

HWMHUIIKAJIbI, (baMI/IJ'H/IH
(moxmuch)
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[Tpunoxenune Ne 7
K MHCTpyKIMM MO JeN0NpPOU3BOJACTBY
B TeppuropuanbHOi H30MpaTeIbHON KOMUCCUT

Ne 32

YTBEPXJAIO

[Ipencenarens Teppuropuansuoit komuccuu Ne 32

HWHHUIINAJIBI, (baMI/IJ'II/IH

(noonucyw)

« »

20 I.

OT4er 0 pa3memienun pemieHuii TeppuropuaabHOil H30UpPaTEJIbHOM

KoMuccuu Ne 32
caiite www.tik32.spbik.spb.ru,

B pa3zene «JJ0OKyMeHTbD» H pacchlIKe M0 COOTBETCTBYIOLIUM aJpecaTaM

3acenanne Ne OT « » roaa

No No pemrenust AJnpec pa3MenieHus, apecaT pacChblUIKU Jara

n/m THUK pa3menieHus,

pacchbUIKH

1
2
3

Ucnonuutens:
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[Tpunoxenne Ne 8
K MHCTpyKIIMK 11O J€N0NPOU3BOJACTBY
B TeppuropuanbHoii n30HpaTeTbHON KOMUCCUH
Ne 32

HNEPEYEHD

MOAJICKAIIUX KOHTPOJJII0 JOKYMEHTOB C YKa3aHHEM CPOKOB HCITOJIHCHUSA

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

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

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

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

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

6. IlocranoBnenusi 3akoHomarenbHoro CoOpanust Cankrt-IleTtepOypra —
COTJIACHO YKAa3aHHOMY B HUX CPOKY.

7. TlocranoBnenust IlpaBurensctBa Cankt-IlerepOypra — corjacHo
YKa3aHHOMY B HUX CPOKY.

8.  Pacnopskenuss ['yb6epnatopa Cankrt-IletepOypra —  corsacHo
YKa3aHHOMY B HHX CPOKY.

9. TIlapnamentckume 3ampockl CoBera Denepauuun DenepanbHOTO
CoOpanust Poccuiickoit ®enepanmu, ['ocymapcrBennoit ymsr DenepanbHOTO
CoOpanus Poccuiickoit denepannu — HE MO3AHEE YeM 4depe3 15 kaneHaapHBIX
JTHEW CO JIHS MOJIyYEHHSI MapJaMEHTCKOTO 3almpoca WM B MHOW YCTaHOBJICHHBIN
cooTBeTcTBYMOIIEH manatoi deaepansHoro CoOpanusi Poccuiickoit denepanmu

CpOK.
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10. 3ampockl unenoB Comera ®enepauun DenepanpHoro CobOpaHus
Poccuiickon @enepaunun, aenyratoB [ocymapctBeHHou Jlymbel denepanbHOro
Cobpanus Poccuiickoit denepannu — He mo3aHee yem depe3 30 KameHAapHBIX
JTHEW CO JIHS €ro MOJIyYEHHUs WM B MHOM COTJIACOBAHHBIN ¢ MHUIIMATOPOM 3arpoca
CPOK.

11. OGpamenust uneHoB CoBeta Deneparu Denepanproro CoOpaHus
Poccuiickonn ®@enepaunu, aenyratoB [ocymapctBeHHou Jlymbl dDenepanbHOrO
CoOpanmst  Poccmiickoit @enepanmmui  TO  BOMpOcCaM, CBS3aHHBIM C  UX
NeATEIbHOCThIO, — Oe30TiiaraTelibHO (a2 TMpU  HEOOXOAUMOCTH TOJYUYEHHUS
JIOTIOJIHUTENBHBIX MaTEpHaANOB — HE Mo3aHee 4eM uepe3 30 KaleHAapHbIX THEU
CO JIHSI IOJTyYEHUsI 0OpallieHus ).

12. OO6pamenus Ty TaTOB 3aK0HOIATEIHHOTO Cobpanus
Cankt-IletepOypra — B CpPOK, YCTaHOBJIECHHBIH  3aKOHOJATEIHCTBOM
Canxrt-IletepOypra.

13. Tlucema u3z Anmunuctpanuu Ilpesunenta Poccuiickoit denepanun,
[IpaBurenscTBa Poccuiickon ®enepannu, Koncturtynmmonnoro Cyaa Poccuiickon
Oenepannu, BepxoBHoro Cyna Pocculickoit ®@enepanuu, [ 'eHepanbHON
npokypatypbl Poccuiickoit ®denepanuu, agmunuctpauuu ['yoepHaropa CaHKT-
[lerepOypra — B COOTBETCTBUM C YKa3aHUSMH IO MCIOJHEHHUIO JIOKYMEHTa
npeacenarens TeppuTOpUAIBHON KOMHUCCHHM, €CIM B HUX HE YKa3aH CpOK, —
HE no3aHee yem uepe3 30 kaneHgapHbIX THEH.

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

15. TlpexacraBnenue nmpoxkypopa — He mo3aHee yeMm depe3 30 KaleHIapHbIX
JTHEH.

16. OOpamenuss TpakaaH IO BOIpocaM BBIOOPOB U pedepeHayMOB —
10 30 KaJIeHIapHBIX JHEW, a MOCTYMUBIIKNE B TIEPUOJ M30UpATEIbHON KaMIIaHUU —
B cooTBeTcTBUU ¢ DenepaibHbIM  3aKOHOM «OO OCHOBHBIX TrapaHTHUAX
n30upaTeNbHBIX TIPaB M IpaBa Ha ydactue B pedepenayme rpaxaan Poccuiickoit

Denepaunmn.
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17. Tlepecwuika oOpallleHUN Tpak[aH, COJEpKalllUX BOMPOCHI, pELICHUE
KOTOPbIX HE OTHOCHUTCS K KOMIETEHIMU TeppUTOpUaibHOW KOMUCCHUH,
OCYIIIECTBIISICTCS] B TCYCHUE CEMH KaJICHIAPHBIX THEH.

18. OOpamenust CcpeACTB MaccoBOM HMHpOpManuu MO  BOMpPOcCaM
MpeaocTaBieHuss WH(OpPMAIMU — CeMb KaJeHAapHbIX nHed. Ecimm Tpebyembie
CBEJICHUSI HE MOTYT OBITh MPEIOCTABICHBI B YKa3aHHBINH CPOK, TO JOITyCKAETCS
OTCpOYKa B TIPEIOCTABICHUU 3alpaliuBaeMoil HHGOPMAIMK C BpPYyYCHHEM
B TPEXTHEBHBI CPOK CO JHS TOJY4YEHUsS NMUCHBMEHHOTO 3arpoca WHOOpMaIuu
yBEJIOMJICHHSI 00 OTCPOYKE MPEJICTAaBUTENI0 PEAAKIMU, B KOTOPOM YKa3bIBAIOTCS
NpUYMHA OTCPOYKH, JaTa, K KOTOpoMl OyJeT MpeaocTaBiieHa 3ampalidBaemas
uH(popMaIus, TOJDKHOCTHOE JIHIIO, YCTAaHOBUBIIEE OTCPOUYKY, JaTa MPHHITHSI
pereHust 00 OTCpOUKe.

19. 3ampoc rocyaapcTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYITPaBICHUS
WM JODKHOCTHOTO JIMIA, PacCMaTPHBAIONIETO OOpalieHue TpakIaHWHA,
JIOKYMEHTbl W Marepuaibl, HEOOXOIWMBbIE IS PACCMOTPEHHUS OOpalleHus,
MPEIOCTABISAIOTCA B TedeHuWe 15 JHeH, 3a HCKIIYEHHEM JOKYMEHTOB
U MaTEepHaJioB, B  KOTOPBIX  COJIEPKAaTCsl  CBENCHMS,  COCTaBJISIOIINE
rOCyJapCTBCHHYIO WJIM MHYIO OXpaHsieMylo (pemepaibHbIM 3aKOHOM TalHy, W IS

KOTOPBIX YCTAHOBJIEH OCOOBIN MOPSIIOK MPEAOCTABIICHHUS.
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[Tpunoxenune Ne 9

K MHCTpyKIMM MO JeN0NpPOU3BOJACTBY
B TeppuropuanbHOi H30MpaTETLHON KOMUCCUU

Ne 32

YTBEPXJAIO

[Ipencenarens TeppuropuanbHOU
n3buparenbHOU Komuccuu Ne 32

pacudpoBKa MOAIUCH

MOJIHUCH
20 T
HOMEHKJIATYPA JEJI
TepputopuajbHoii n3dupaTeabHoil Komuccuu Ne 32 Ha 20 rox
Vrnexe Kon-Bo Cpok xpaHeHus aena
e[JlIa 3arosnoBok nena ne (TOMOB, (Toma, yacTH) [Tpumeyanue
a (Toma, sacth) Jacreif) 1 Ne crarei 1o nepeyHio
1 2 3 4 &)
Ha3Banue paznena
HanmeHnoBaHue JOJKHOCTH COCTaBUTENA [Tonnuce Pacumdposka
HOMEHKJIaTypbl MIOJIINCHU
Hara
COTI'JTACOBAHO COT'JTIACOBAHO
[Tporokon K Cexpertapp Cankrt-IlerepOyprcekoit
or No n30MpaTeTbHON KOMUCCUU

IMoamuce

84

pacuidpoBKa MOAMHCH
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[Iponomxkenne npunoxenus Ne 9

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

TeppurtopuansHoi n3dUparenbHOi Komuccuu Ne 32

rojay B

B ToMm uucie

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

HanmeHnoBanue qOJKHOCTH COCTABUTENA [Moanuce PactmugpoBka
HOMEHKJIaTypbl MOAIUCH

[Hara
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Teppuropuanbhas komuccus Ne 32

OITUCD Ne

ACJI HOCTOAHHOT'O XpaHCHHUA
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[Tpunoxxenne Ne 10
K MHCTpYKIIMH 10 IEJONPOU3BOJICTBY

B TeppuropuanbHOi H30MpaTETLHON KOMUCCUU
Ne 32

YTBEPXIAIO

[Ipencenarens
TepputopuansHoit komuccuu Ne 32

3a rox Tloanuce PacmmupoBka noamnucu
[ara
No Wnnekc Kpaitnue | Koin-Bo
3aroyioBOK ziea [Ipumeuanue
/11 Iea aThl JIACTOB
1 2 3 4 5 6

B naHHBIN pa3aen onucu BHECEHO

(yugppamu u nponucwio)

¢ No o Ne , B TOM YHCJIE:

JUTEPHBIE HOMEPA:

IIPOIIYLIIEHHBbIE HOMEpa!

HanMeHOBaHME TOJKHOCTH COCTABUTEINS IToamuce Pacmm¢poBka noanvcu

OIHUCH

JlaTa

COI''TACOBAHO YTBEPXJIEHO
ITporoxon DK IIporokou LleHTpanbHON SKCIIEPTHO-
MIPOBEPOYHON METOANYECKON KOMUCCHH
ApxusHoro komurtera Cankt-IlerepOypra
oT Ne oT Ne
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[Tpunoxxenue Ne 11
K MHCTpyKIMM MO JeN0NpPOU3BOJACTBY
B TeppuropuanbHOi H30MpaTETLHON KOMUCCUU

Ne 32
Tepputopuanbhas komuccus Ne 32 YTBEPX/IAIO
OIIMUCH Ne [Ipencenarens

Teppuropuanpaoli komuccun Ne 32
nen BpemerHoro (10 et u 6osiee) XpaHeHHSI

3a roj [Tonnuce PacmmupoBka noanvcu

[ara

Ne WNunexc Kpaitnue | Kou-Bo Cpok
3aroJ0BOK Jiena [Tpumeuanne
n/n nena JaThl JHUCTOB XpaHeHUs
1 2 3 4 5 6 7

B nansbIii pa3znen onucH BHECEHO

(yughpamu u nponucsio)

¢ Ne mo Ne , B TOM 4HCJIE:

JIMTCPHBIC HOMEpaA:

MMPOMyHICHHBIC HOMCpA:

HanmMeHoBaHMEe TOIKHOCTH COCTABUTEIS [Toanuce PacimdpoBka nmoanucu
OTUCH
JlaTa
COI''TACOBAHO COI''TACOBAHO
[TpoTokon DK Cexkpetapp Cankr-IlerepOyprckoit
n30MpaTenbHO KOMUCCUU
or No ®.1.0.
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Tepputopuanbnas komuccusi No 32

OIIUCDH Ne

JCJI 110 JIMYHOMY COCTaBy
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[Tpunoxxenue Ne 12
K MHCTpYKIIMH 10 IEJONPOU3BOJICTBY

B TeppuropuanbHOi H30MpaTETLHON KOMUCCUU
Ne 32

YTBEPX/IAIO

[Ipencenarens
TepputopuaibHoit komuccuu Ne 32

3a roxa Tloamuce Pacmm¢poBka noammcu
Jara
Ne Nunexe Kpaiinne | Kon-Bo Cpok
3aroyioBOK ziea [Ipumeuanue
/11 nena JIAThI JIUCTOB XpaHECHUS
1 2 3 4 5 6 7

B naHHBIN pa3aen onucu BHECEHO

(yughpamu u nponucwio)

¢ No o Ne , B TOM YHCJIE:
JUTEPHBIE HOMEPA:
IIPOITYLLIEHHBIE HOMEpaA!
HanmenoBaHue 1OIKHOCTH COCTaBUTENS [Toanuce PacimmdpoBka noanucu
OIUCH
Jara
COTI'JTACOBAHO COI''TACOBAHO
ITporoxon DK IIporokou LleHTpanbHON SKCIIEPTHO-
MIPOBEPOYHON METOANYECKON KOMUCCHH
ApxusHoro komurtera Cankt-IlerepOypra
oT Ne oT Ne
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Tepputopuansuas komuccusi Ne 32

AKT

Ne

89

[Tpunoxxenue Ne 13
K MHCTpyKIMM MO JeN0NpPOU3BOJACTBY
B TeppuropuanbHOi H30MpaTETLHON KOMUCCUU
Ne 32

YTBEPXJAIO

[Ipencenarens
Teppuropuanpaol komuccun Ne 32

(mecmo cocmasnenust)

TIOJTITHCh PacmmgpoBka
TOATIHCH

Jlata

(0] BBIACJICHUU K YHUYTOKCHHIO TOKYMEHTOB,
HE MOAJICKAIIUX XPAHCHUIO

Ha ocHoBauuu

[lepeynss THUMNOBBIX YNPABIEHYECKUX APXUBHBIX  JIOKYMEHTOB,
o0Opa3yronmxcsi B Ipolecce ACSITeNbHOCTH TOCYAapCTBEHHBIX OpPraHOB, OPraHOB MECTHOTO
CaMOYTIPaBJICHUSI W OpraHU3alMi, C yKa3aHWEM CPOKOB XpaHEHUS W HOMEHKJIATYphI el
TepputopuanbHoii u3buparensHoit komuccuu No 32 0TOOpaHBI K YHHUYTOXKEHHIO KaK He

UMCHOIIIHNC HaquO-HCTOquGCKOfI IIECHHOCTHU nu YTpaTI/IBHII/Ie HpaKTI/ILIeCKOC 3HAYCHUC
JIOKYMEHTHI.
3aroI0BoOK Jeina HNunexc gena 1o
. . Cpoku xpaHeHus
Ne WM TPYIIOBON Kpaiinne HOMEHKJIaType Koi-Bo . | Ilpume-
1 HOMEpA CTaTel
/1 3aroJIOBOK ATkl WJIM HOMED Jielia el Xp. yaHue
IO MEePEYHIO
JIOKYMEHTOB 110 OITUCHU
1 2 3 4 5 6 7
Uroro: el. Xp. 3a TOAbI

(mpoTOKO OT

(yugpamu u nponucwio)

Onucu e NOCTOSSHHOTO XPaHEHHUs 3a
coriracoBanbl ¢ DK

roabl YTBEPIKIACHEIL, I10 IMYHOMY COCTABY

Cankr-IletepOyprckoit u30MpaTeTbHON KOMUCCHUU

« »

T. Ne )

(HaumenosanUe OONAHCHOCU TUYA, NPOBOOUBLUE20 IKCHEPMUIY YEHHOCTU OOKYMEHMO8)

JlaTa

(noonucw) (unuyuanwvl, pamunus)
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[Tponomkenne npunoxxkenust Ne 14

COI''TACOBAHO COI''TACOBAHO
[Iporokon DK Cekperaps Cankr-IlerepOyprekoii
U30MpaTeIbHON KOMUCCUH
or Ne ®.1.0.
JIOKyMEHTBI B KOJINYECTBE 7eJ1, TOMOB

BECOM KI' CI1aHbI B

Ha nepepaboTKy MO MPUEeMOCIaTOYHON HAaKIIaTHON OT

HanmeHnoBaHne JOIKHOCTH JIMILa,
CAaBIICI'O JOKYMCHTLI

JlaTa Iloonucwe

N3meHeHus B y4eTHbIC JOKYMEHTBI BHECEHBI
HanmeHoBaHKe JOKHOCTH IUIIA
BHECIIIETO U3MEHEHHUS B YUETHBIC

HAOKYMCHTBI

[ara Toonuce

90

(Haumenosanue opeanuzayuLL)

No

(dama)

Pacuugposra noonucu

Pacuughposra noonucu
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Teppuropuansuas komuccust Ne 32

AKT

Ne

OO0 YyHUYTOKEHUH TOKYMEHTOB,

(mecmo cocmasnenus,)

C OrpaHUYCHHBIM CPOKOM

XpaHeHus

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

Ha ocHoBanuu

[Iepeuns

THUIIOBBIX

[Tpunoxxenue Ne 14
K MHCTpyKIMM MO JeN0NpPOU3BOJACTBY
B TeppuropuanbHOi H30MpaTETLHON KOMUCCUU

Ne 32

YTBEPXJIAIO

[Ipencenarens

OAIMUCH

Jlata

YIPaBIEHYECKUX

APXUBHBIX

Pacundposka

MOoAIMUCH

TepputopuaibHoil komuccuu Ne 32

JIOKYMEHTOB,

06p213y}OH_II/IXCSI B IIpoHecce HACATCIbHOCTU TIOCYHAPCTBCHHBIX OpPTraHOB, OPraHOB MCECTHOI'O

CaMOYIIPaBJICHUS W OpraHU3aLHNiM,
TepputopuaibHOW H30UpATEIBHON

C YKa3aHUCM CPOKOB XpaHCHUA KW HOMCHKJIATYPbI OCJI
komuccuu Ne OTO6paHLI K YHHUYTOXCHHUIO KaK HC

UMCIOIIIUEC Hay‘IHO'HCTOquGCKOﬁ OCHHOCTH W  YTPATHUBIIUC IIPAKTUYCCKOC 3HAYUCHUC
JAOKYMCHTHI.
3aroyioBOK jena WHuneke aena no
Ne I HH(?BOf/i Kpaiinue Hoi[/[eHKiaT e Koo Cpoxnu xpanenus [Ipume-
- Py P yP €. XPp. ¥ HOMepa crateit p
n/m 3aroJIOBOK JaThl W HOMeEp Jelia 116 HebetHIo YaHHe
JIOKYMEHTOB 110 OTIHCH (ymcroB) P
1 2 3 4 5 6
Hroro en.xp. (JIucToB) 3a ToJ
(1),
(b pamu, IPOITUCHIO)
Becom KI" CI1aHbI B Ha
(HanMeHOBaHUE OPTaHU3AIIH)
nepepadoTKy MO MPUEMO-CAATOYHON HAKIaHOU OT No
(MM YHUYTOXEHBI TyTEM U3MEIbUYeHUs (IpeAUpOBaHMs) Ha CIIEIUAIN3UPOBAHHOM
0o0opyaoBaHuU 03 BO3MOKHOCTH BOCCTAHOBIICHUS ).
Jata
COI'NTACOBAHO COI'JTACOBAHO
[Iporokon K Cekperaps Cankr-IlerepOyprekoit
n30MpaTeaTbHON KOMUCCHHT
®.1.0.
oT Ne

91




92

[Tpunoxxenne Ne 15
K MHCTpyKIMM MO JeN0NpPOU3BOJACTBY
B TeppuropuanbHOi H30MpaTETLHON KOMUCCUU

Ne 32
BHYTPEHHSSA OIIUCH
JOKYMEHTOB Jiesia Ne
Ne Nupexe Hara Howmepa
3aroJIoBOK JIOKyMEHTa [Ipumeuanue
n/m JIOKyMEHTa | JOKYMEHTAa JIUCTOB JIeJIa
1 2 3 4 5} 6
Uroro: JIOKYMEHTOB
(mdpaMu 1 TPOMUCHIO)
KonuyecTBO MCTOB BHYTPEHHEN OMHUCH
(mpaMu ¥ IPOTIHCHIO)
HaumenoBanue MOKHOCTH JINIIA, -
IMoamnuce Pacum¢poska noamucu

COCTABUBLIETO BHYTPEHHIOIO OIUCH
JIOKyMEHTOB JieJia

JlaTa
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[Tpunoxxenue Ne 16
K MHCTpYKIIMH 10 IEJONPOU3BOJICTBY

B TeppuropuanbHOi H30MpaTETLHON KOMUCCUU
Ne 32

JIMCT-3ABEPUTEJIb JIEJIA Ne

B neno noamuro 1 npoHyMepoBaHo JIUCTOB(a),
(undpamu ¥ MPONHUCHIO)

B TOM YHCJIC:

JIMTCPHBIC HOMEpA JIMCTOB

MMponymcHHbIC HOMEpPA JIUCTOB

+ JIMCTOB BHYTPEHHEN OIKUCH

OcoOeHHoCTH (PU3HYECKOTO COCTOSIHUS H Howmepa
bopmupoBaHus jena JIUCTOB
1 2

HaunmenoBaunue 10IKHOCTH

IMoxamnuce Pacum¢poska noamucu

Hara
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[Tpunoxxenue Ne 17
K MHCTpYKIIMH 10 IEJONPOU3BOJICTBY

B TeppuropuanbHOi H30MpaTETLHON KOMUCCUU
Ne 32

TEPPUTOPUAJIBHAS UBBUPATEJIBHAS KOMUCCHUSA Ne 32
CAHKT- IIETEPBYPT

JEJIO Ne

(3a2011060K Oena, Mom 0eia)

(kpatinue damol)

Ha JIUCT
. Ne
On. Ne
. Ne

XpaHuTh
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[Tpunoxxenue Ne 18
K MHCTpyKIMM MO JeN0NpPOU3BOJACTBY
B TeppuropuanbHOi H30MpaTETLHON KOMUCCUU

Ne 32
YTBEPXIAIO YTBEPX/JIAIO
[Ipencenarenn [Ipencenarenp
TeppuropuabHON Canxkr-IlerepOyprekoit
n3bupareapHO Komuccuu Ne 32 n30UpaTeTbHOM KOMUCCUHI
IOAIIUCH paCHII/I(l)I)OBKa NOoAIMUCH IOAIMUCH pacum(prBKa OAIMHUCH
Hara [Teuats Jara ITeuaTn
AKT Ne
npueMa-nepeaavu
ApPXMBHBIX IOKYMEHTOB HA
XpaHeHHe
(ocHosanue nepedauu)
(nazsanue nepedasaemozo gponoa)
TeppuropuajabHas u3buparteabHas KOMMCCHS Ne 32 B JULe
caaia, a
JomKkHOCTh, (haMuIIns, HHATIHAIIBI
Cankr-IleTrepOyprckas u3buparenbHas KOMMCCHS B JU1Le
JIOIDKHOCTD, (haMIITUS], HHUIHATBI
MpUHSIA TOKYMEHTHI HAa3BaHHOTO (POHJIA U CIIPABOYHOT'O MaTeprasa K HUM:
Ne i/m Hassanue, Homep onucu KonunuecTBo KomuuectBo | Ilpumeuanue
JK3EMILISIPOB en. Xp.
OIUCH
1 2 3 4 5
Hroro npunsATO en.Xp.
[Iepenauy npoussenu:
JIoIKHOCTB [Tognuce PacnmdpoBka  JIOTKHOCTB [oamucy  Pacmmdposka
Hara JlaTa
®onny npucBoeH Ne
N3MeHeHus B yUeTHbIE TOKYMEHThHI BHECEHBI
JoJKHOCTB IToamnuce PacmmgpoBka

Harta
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(I)opMa PErUHCTPANUOHHOIO KYPHaAJa BXOAAINUX JOKYMEHTOB

96

B TeppuropuansHoii U30MpaTEIHLHON KOMUCCHH

[punoxenne Ne 19
K MIHCTpYKIIMH 110 JEIONPOU3BOJICTBY

Ne 32

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

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

HUS HOMED JIOKYMEHT HEHUs | UCHoja | Jena

a HEHUU
(I)opMa PETrUHCTPAINMOHHOIO KYPHaAJa HCXOAAINUX NTOKYMEHTOB

Jara Peructpammonnsiit | Aapecar | Kpartkoe Kto Hcnonuurens | Homep nena

OTMPABJICHUS | HOMEP COJIEpXKaHue | MOJIUCAT C  Komuewu

JIOKyMEHTa JIOKYMEHTa | JIOKYMEHT HCXOAILEr0
JIOKyMEHTA
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