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NHCTPYKIHA 110 JEJOIIPOU3BOIACTBY
B TEPPUTOPUAJILHON U3EUPATEJIBHON KOMUCCHU Ne 52

1. O01mme moJI0KeHus

1.1. UucTpyKius 1o JIEIIONPOU3BOACTBY B TepputopualibHOU
nu3zbuparenbHor Komuccuu Ne 52 (nmanee — MHCTpyKIus) ycTaHaBIMBAET MOPSIIOK
paboThl C JTOKYMEHTaMH, OCHOBHbIEC NMpaBWJia MX MOJATOTOBKM U O(OpMIEHHUS B
TeppuropuanbHoit n3bupatenbHor komuccuu Ne 52 (manee — TeppuropuanbHas
KOMHUCCHS).

[Topsinok paboThl € SIEKTPOHHBIMH JTOKYMEHTAMH, JIOKYMEHTaMU I10
BEICHUIO  KaJpOBOIO  JEJIONPOM3BOACTBA  ONPENENAECTCS  OTAEIbHBIMU
UHCTPYKLHSIMU.

Wuctpykiust  pa3pabotaHa Ha ocHoBaHUM DenepaibHBIX  3aKOHOB
«O0 OCHOBHBIX TapaHTHSIX W30MpATENbHBIX MpaB W IMpaBa Ha y4YacTHE B
pedbepennyme rpaxkaan Poccuiickoit ®denepanun», «0O0 apXuBHOM Jielie B
Poccuiickoit ®eneparun», «O MOpsSAKE pacCMOTpPEHHs OOpalleHH Tpa)kaaH
Poccuniickon denepanun», 3aKOHOB Cankrt-IletepOypra, IIpaBun
JEJONpPOU3BOACTBA B (pelepaibHBIX  OpraHax MCIOJHUTEIbHON  BJAcCTH,
YTBEpXKIAEHHbIX noctaHoBiIeHHeM lIpaBurensctBa Poccuiickonn  ®enepannn
oT 15 urtona 2009 roga Ne 477, ¢ yuyeroM MeTOAWYECKUX PEKOMEHAALUN IO
pa3paboTKe WHCTPYKUMH MO JAENONpPOM3BOACTBY B (perepanbHbIX OpraHax
WCIIOJHUTENLHOM BJIACTH, YTBEPKACHHBIX MpuUkKazoM DeaepalibHOrO apXUBHOIO
areHTcTBa oT 23 nexadbps 2009 roma Ne 76, mOCTaHOBJIGHUM U UHBIX HOPMATHUBHBIX
aktoB L[UK Poccun, Cankr-IlerepOyprckoit u30upaTenbHON  KOMHCCHUH,
pernamenta TeppuTtopualibHOM  KOMHMCCHM, ¢  ucnoib3oBanueM ['OCTa

P 7.0.8-2013 «CHUBUJI. Jlenonpou3BOACTBO W apXWBHOE MA€I0. TepMHUHBI H



onpexnenenus», ['OCTa P 7.0.97-2016 «CUBU. YuuduumupoBaHHbIE CHUCTEMBI
nokymeHTanuu. OpraHu3aliMOHHO-PACIOPSIUTENbHAS TOKYMEHTALIHS.

PaGora ¢ pokymeHTamu, coaepXalMMH HWHOOPMAIMIO OrPAHUYEHHOTO
pacnupoCTpaHEHUsl, OCYLIECTBISIETCSI B COOTBETCTBHM C IOCTAaHOBJIEHHEM
[IpaButensctBa Poccuiickoit ®denepanym ot 3 HosOps 1994 roma Ne 1233
«O0 ytBepxaeHun IlomoxkeHuss o TmOpsSAKE OOpaimeHuss Cco  CIyKeOHOM
uHpopMaIMe OrpaHMYEHHOTO pACHpOCTpaHEHUsT B (QenepalbHbIX OpraHax
UCITOJIHUTEJIbHON BJIACTH, YITOJTHOMOYEHHOM OpraHe YIpaBJeHUs UCIIOIb30BaHUEM
ATOMHOW 3HEPrUU U YINOJIHOMOYEHHOM OpraHe M0 KOCMHYECKOU AeATEIbHOCTH,
3a  MCKJIIOYEHUEM JOKYMEHTOB, COJEp)KalllMX CcBeAeHuss o0 u3buparensx,
ydyacTHHKax pedepenayma, oOpalammuxcs B paMKax (QyHKIIMOHUPOBAHUS
['ocymapcTBeHHOW CHCTEMBI perucTpanuu (ydera) wu30upareneld, yJaCTHHUKOB
pedepennyma B Poccuiickoit deaeparumu.

1.2. [IpaBuna odopmiieHHsT NOKYMEHTOB M TOPSAOK pPaOOTHl C HUMH,
NpeaycCMOTpeHHble HacTosmed WHcTpykuuei, o00s3aTenbHbl ISl YICHOB
TeppuropraibHOH KOMHUCCHM M TOCYJApCTBEHHBIX T'PAKIAAHCKUX CIIyXKaIIUX
annaparta TeppuUTOpPHAIBHOM KOMHUCCUM (Hajnee — TIpaKJaHCKHE Cly)Kalue), a
TaK)Ke JIUL, MPUBJIEKAEMBIX MO IPaKIaHCKO-IIPABOBBIM JOTOBOPAM.

1.3. PaboTHMKH, MOCTYNHUBILINE HA TOCYIaPCTBEHHYIO TPaXKIAHCKYIO CIIyk Oy
B ammapar TeppuTopuaibHOW KOMHUCCHH, JOJDKHBI OBITh O3HAKOMJICHBI O]
MOJAMKCH C TEKCTOM HacTosiel MucTpykumu.

1.4. Benenue JIEONPOU3BOACTBA TeppuropuanbHoOit KOMHUCCHU
OCYIIECTBIISIET MpeAcenareib TeppUTOpHaIbHOW KOMHUCCUU WIM TPaXAaHCKUN
cyxanuii anmapata TeppUTOpHATIbHOW KOMHUCCHU B COOTBETCTBHUM CO CBOUM
JOJDKHOCTHBIM PETJIAMEHTOM.

1.5.B ciywyae yxola B OTIYCK, Bbl€3la B KOMaHIUPOBKY, 00Jie3HH,
YBOJIBHEHHUSI  MCHOJHUTENS JIOKYMEHTOB MpelacenaTenb [ eppUTOpHaIbHON
KOMUCCHH JA€T YKa3aHWe IepeAaTb HEUCIIOJHEHHbIE JIOKYMEHTBl JpYromy

HCITOJTHUTCIIIO.



1.6. enonpousBoAcTBO B TeppUTOpUAIBHON KOMHUCCUU OCYIIECTBIISETCS C
UCIIOJIb30BaHUEM IPOTPAMMHOIO M3zenus «Jleno» moacucreMbl aBTOMATHU3ALMU
aIMUHUCTPATUBHOM  JEATENbHOCTH ['OCYynapcTBEHHONM aBTOMAaTU3UPOBAHHOM
cuctembl Poccuiickoit @eneparun «BpiOopbl», BXOAAIIEH B COCTaB CIELUAIBHOTO
nporpamMmmHoro obecnedenus (nainee — [ JIEJIO).

Hoctyn x IIM JEJIO ocymiecTBisieTcss B COOTBETCTBUU C PeriameHTOM
UCIIONb30BaHUSl  MH(OPMAIIMOHHBIX  PECYpCOB  KOMIUIEKCa aBTOMATH3ALUU
TeppuTopraibHOM u3buparenbHoi komuccun (nanee — KCA TUK) mo nmpukazy
npeacenarens TeppuTopuaibHON KOMUCCHUM.

Pabora ¢ nokymeHntamu TeppuUTOpHaIbHONM KOMHCCHUM OCHOBBIBAETCSl Ha
IPUHLINAIIE OJTHOKPATHOMN pErucTpanuu J10KyMEHTA.

1.7.1IM AEJIO mpenocTaBisieT BO3MOXKHOCTb pabOTaTh C AJIEKTPOHHBIMU
oOpa3uaMu JOKYMEHTOB M 3JEKTPOHHBIMHM JTOKYMEHTAMH, OCYIIECTBIISATH B 0aze
JAHHBIX aBTOMATHU3UPOBAHHBIA IMOUCK JOKYMEHTOB IO Pa3JIMYHBIM KPUTEPHUSM,
OpPraHM30BBIBATH KOHTPOJIb MCIIOJIHEHHUS JOKYMEHTOB M IIOPYUYEHHUH, a TaKke
[OJIy4yaTh CTATUCTHUYECKHE OTYETHl MO JOKyMEHTOoOOpoTy B TeppuropuanbHOU
KOMUCCHUHU.

1.8. MHCTpyKIMS yTBEpKAAeTCs pelieHneM TeppuToprualbHON KOMUCCHH.

1.9. B MHCTpYKIIMU UCIIOJIB3YIOTCS CIIEAYIOLINE TOHATHUS:

OnmaHK JOKyMEeHTa — Ha0Op PEKBU3UTOB, WIACHTHU(PHUIMPYIOMIUX aBTOpa
O UIMATEHOTO MUCBMEHHOTO TOKYMEHTA;

BHYTPEHHHMM TOKYMEHT — JOKYMEHT, IOATOTOBIEHHBIN B TeppuropranbHOn
KOMUCCHH, HE BBIXOJAIIUH 32 €€ NPEeAeIbl;

BXOJSIIIMA JTOKYyMEHT — JIOKyMEHT, MOCTyHNUBLIMI B TeppUTOpHAIBHYIO
KOMUCCHIO;

J€JI0 — COBOKYINHOCTb JIOKYMEHTOB WJM  OTHEIbHBIA  JJOKYMEHT,
OTHOCSIMECS K OJHOMY BONPOCY WM YYAacTKy JEATEIbHOCTH, MOMEIICHHBIE B
OTZIETHHYIO 00JI0XKKY;

JEJIONPOU3BOACTBO  —  JEATENBbHOCTb,  OOECIIEUMBAIOLIAS  CO3/1aHUE

O(I)I/ILII/IaJ'IBHBIX AOKYMCHTOB M OPraHHU3alHuIoO pa6OTBI C HUMU,



JNOKJIAJHAs  3aliCKa —  BHYTPEHHUW  JIOKYMEHT,  aJpECOBaHHBIN
BBILIECTOSIEMY JOKHOCTHOMY JIMIY OT HMKECTOAIIETO TOHKHOCTHOTO JIMLA U
coziepkalifii 00CTOATENbHOE M3JI0KEHHWE KaKOro-JMOo BOIpOCa C BHIBOJAMH U
MPEIIOKEHUSIMHA COCTABUTEIIS;

JOKYMEHT — OQUIMaIbHBIA JTOKYMEHT, CO3JIaHHBIH TOCYJapCTBEHHBIM
OpraHoOM, OpPTaHOM MECTHOTO CaMOYTPABJICHUS, IOPUIUICCKAM WIH (DU3UIECKAM
JUIOM, O(OPMJICHHBI B YCTAHOBJICHHOM TIOPSJIKE W BKJIIOYEHHBIH B
TOKyMeHT0o00opoT TeppuTopuaabHOM KOMUCCHUY;

JTOKyMEHTHUpOBaHWe — (Qukcanus wHbOpMANMK HA MaTEPHATBHBIX
HOCHUTEJISIX B YCTAHOBJIEHHOM IOPSIJIKE;

JOKYMEHTOOOOPOT — JIBM)KEHHE JOKYMEHTOB C MOMEHTA UX CO3[IaHUS WIH
MOJyYE€HUS 10 3aBEPILICHUS UCITOTHECHUS WIIN OTIPABJICHUS;

nyOnauKaT JOKyMEHTa — MOBTOPHBIN 3K3eMIUIAP MOJJIMHHUKA JOKYMEHTA,
MMEIOIINN IOPUINYECKYIO CHITY;

3aBEpPEHHAs] KOMHS — KOMHUS JOKYMEHTa, Ha KOTOPOM B COOTBETCTBUHU C
YCTaHOBJICHHBIM MOPSAJIKOM MPOCTABIISIIOT HEOOXOIMMbIE PEKBU3UTHI, MPUJIAIOIINE
€’ FOPUIUYECKYIO CUITY;

UCXOSIIIAN JOKYMEHT — JIOKYMEHT, OTIPAaBISAEMbIA U3 TeppUTOPUAIIBHON
KOMUCCHU;

KOHTPOJIb ~ UCIIOJIHEHUSA  JIOKYMEHTOB —  COBOKYIIHOCTh  JCHCTBUM,
00ecreurBaroIMX CBOEBPEMEHHOE UCIIOJIHEHUE JOKYMEHTOB;

KONus  JOKYMEHTa —  JOKYMEHT, IIOJHOCTBIO  BOCHPOU3BOISIIUN
uH(OpMAIMI0O TOJJMHHUKA M €ro BHEIIHUE TMPU3HAKKW, HE UMEIOIUN
IOpPUIMYECKOMN CUJIBI,

HOMEHKJIATypa JeJl — CUCTEMAaTU3UPOBAHHBIN NTEPEUYCHh HAUMEHOBAHUM JIEI,
3aBOAUMBIX B TeppUTOpMaIbHOW KOMHUCCUHU, C YKa3aHUEM CPOKOB MX XPaHEHHS,
0(OpMJICHHBII B YCTAHOBIIEHHOM TIOPSIJIKE;

HOPMATUBHBIE JTOKYMEHTBI — COBOKYIIHOCTh MHCTPYKTHMBHBIX MaTEpHAJIOB,
pPAaCCUUTAHHBIX HA MOCTOSIHHOE WJIM MHOTOKPAaTHOE JEWCTBUE W COJEpKAIIUX

Kakue-1100 HOPMBI, IPaBUiia, MPEANUCAHUS;



oopmiieHHE JOKyMEHTa — MPOCTaBJICHHE HEOOXOIUMBIX PEKBU3UTOB,
YCTAaHOBJICHHBIX MPAaBUJIAMU JOKYMEHTUPOBAHMUS;

NUCBbMEHHOE O0pallleHue TpaXkJaHuHa — HAMPABIEHHOE B FOCYJaPCTBEHHBIM
Opras, OpraH MECTHOT'O CaMOYTpaBJICHHsS WU JOHKHOCTHOMY JIMIY TUCHMEHHOE
NPEAJIoKEHHE, 3asBJICHUE WIH Kao0a;

MUCHMO — 0000IIEHHOE Ha3BaHUE PA3IMYHBIX 10 COJIEPIKAHUIO TOKYMEHTOB,
CIIy>KalllX CPEACTBOM OOLICHHS MEXKIY OpraHU3alUsIMU, TpaKIaHaAMH;

NOJJMHHUK JOKYMEHTa — TEPBbIM WJIM €AUHCTBEHHBIM HK3EMIUISp
JTIOKYMEHTA;

NOpYy4YEeHHE — JOKYMEHT, MPEANUCHIBAIONINI BBHIMOTHEHUE TE€X WJIM HHBIX
3aJaHMH;

perucTpalnoHHas kaprouka nokymeHnrta (naimee — PK) — perucrpammonso-
ydeTHass opMa, B TOM YHUCIIE B AJIEKTPOHHOM BHUJE, MCHOJb3yeMas [JIsl 3alucCu
CBEJICHHI O JOKYMEHTE B IIeJIIX y4yeTa, MOMCKAa M KOHTPOJIA, co3daBaeMasi Ipu
perucTpainuu 10KymeHTta ¢ ucnois3doBanuem 111 JIEJIO;

perucTpanuus JOKyMEHTa — IPHUCBOCHHE JTOKYMEHTY PErMCTPallMOHHOTO
HOMEpa 1 BHECEHHE CBEJICHUI O TOKYMEHTE B PErHCTPAIIMOHHO-YUYETHYIO GOpMY;

peructpaurdonHas ¢opma — CcHCTeMa pEerucTpaluu, HUCHoJb3yeMas B
TeppuropraibHON KOMUCCHU TIPH PETUCTPAINH TOKYMEHTOB (3KypHaI);

PEKBHU3UT  JOKyMEHTa —  OOsA3aTeNbHBIM  3JI€MEHT  O(POpPMIICHHUSA
0(pUIIMATBLHOTO TOKYMEHTA;

CHUCTEMa 3JIEKTPOHHOTO JOKYMEHTO00O0pOoTa — MH(pOpPMAIMOHHAS CHCTEMA,
obecrnieyuBaromias cOOp JOKYMEHTOB (BKJIIOYEHHUE JIOKYMEHTOB B CHCTEMY), HUX
00paboTKy, ynpaBieHHE TOKYMEHTAMHU U JOCTYH K HUM;

CKaHUPOBAHUE JOKYMEHTA — OJyYEHHUE IEKTPOHHOTO 00pa3a TOKyMEHTa;

CPOK HCIIOJIHEHUS JIOKYMEHTa — CpOK, YCTAHOBJICHHBIH HOPMAaTHUBHBIM
IIPABOBBIM AKTOM, OPTaHU3AIMOHHO-PACTIOPSTUTEIBHBIM JOKYMEHTOM, YKa3aHUSIMU

110 UCITOJIHCHHUTIO JOKYMCHTA UJIM ITIOPYUYCHUCM;



yYKa3aHUA M0 UCMOJHEHUIO JTOKYMEHTa — PEKBU3UT, COCTOSIINMA U3 HAAMHUCH
Ha JIOKyMEHTE WJIM Ha OTJEIbHOM JIUCTE YCTAHOBJIECHHOW (OPMBI, ClEIaHHON
JOJKHOCTHBIM JIMIIOM;

y4eT JOKyMEHTOB — (ukcamus (axkTa MOJy4YeHUs JOKYMEHTOB 0e3
NPOCTaBICHHUS HA HUX PErUCTPALMOHHBIX IITAMIIOB;

dbopMupoBaHue Jiena — TPYNIUPOBAHUE UCTIONHEHHBIX JOKYMEHTOB B J€JIO B
COOTBETCTBUU C HOMEHKJIATYypOl Jel M CHUCTeMaTu3alus IJOKYMEHTOB BHYTpPHU
nena;

HKCIIEPTH3a LIEHHOCTH JOKYMEHTOB — M3Y4YEHHE JOKYMEHTOB Ha OCHOBAHUU
KPUTEPHEB MX LEHHOCTH B IIENSAX OMPEAENICHUS CPOKOB XPAaHEHHS TOKYMEHTOB U
oT0opa X I JabHEHIIEro XpaHeHUs] UM YHUUYTOXKCHHUS;

ANIEKTPOHHBIA  JOKYMEHT — JOKYMEHT, B KOTOpoM uH(pOpMauus
NpeCTaBIeHA B JIEKTPOHHO-IIU(PPOBOH Popme;

AIIEKTPOHHBIA 00pa3 JTOKYMEHTa — OJJIEKTPOHHAs KOMUA JIOKyMEHTa,

HN3TOTOBJICHHAA HAa 6YMa}KHOM HOCHUTCIIC.

2. [Ipuem, perucTpanusi ¥ NPOXoKIeHUE MOCTYNAIIUX JOKYMEHTOB

2.1. lokymeHntsl B TeppUTOpHAIbHYI0 KOMHCCHUIO JIOCTaBIISIIOTCS 4epes
OT/ICJICHUE CBs3U (MOuTOM, Tenerpadom), Gdenpaberepckod WM CHelrualbHON
CBSI3bI0, HAPOYHBIM WJIM NMEPEAAIOTCS HA JUYHOM NPUEME TPAXKIAH IIPEACEAATEIO
TeppuropruaibHON KOMUCCHH.

JIOKyMEHTBI MOTYT IOCTYNaTh B TeppUTOpHATBHYI0 KOMHCCHUIO IO KaHallaM
cBs3M ['0CcynapCTBEHHONW aBTOMAaTU3UPOBAaHHOW cucTeMbl Poccuiickont denepannu
«Bp160ope» cpeactBamu snekTpoHHor moutkl [T JAEJIO, yepe3 odunmansHyro
AIIEKTPOHHYIO MOYTY, M0 (PAKCUMUIILHOMN CBS3H.

2.2. Ilpuem, mepBuuHasgs oOpaOOTKa W perucTpanys MOCTYHAIOUINX
JOKYMEHTOB IPOU3BOIATCA MpeAcenaTeneM [eppuTOpralbHOM KOMHUCCUU WM

OTBETCTBEHHBIM 3a BefeHue aenonpoussoactsa ¢ [ JIEJIO exenHeBHO B 4achl



pabotel  TeppuTOpHaTbHOW KOMHCCHH, KpPOME BBIXOJHBIX H Hepabodmx
MPa3IHUYHbBIX JHEN.

B nepuon moaroToBKH M MpPOBEAEHUS U30MPATENIbHBIX KaMIAaHUN MOPSIIOK
MOJly4YEHUSI W PETUCTPAllMd JOKYMEHTOB IIOCJIE OKOHYaHUs pabodero 1HA, B
BBIXOJIHbIE W Hepabouue Npa3gHUYHbIC JIHHM, YCTAHABJIMBAETCS IMpeJceaaTesieM
TeppuropruaibHON KOMUCCHH.

OOpamienus, kKacaromuecs HapylIeHUN H30MpaTeldbHBIX MpaB TpakaaH B
NEPHUO/JI MOATOTOBKU U MPOBEJEHUS BHIOOPOB U pedhepeHayMOB, PETUCTPUPYIOTCS B
JIEHb MOCTYyIUIeHUs1 B TeppUTOpHaIbHyI0 KOMUCCUIO WM HA CJIEAYIOMINN padounii
JIE€Hb.

Perucrpanus 1OKyMEHTOB OCYIIECTBISIETCSI B COOTBETCTBUHM CO CPOKAMH U
MOPSIKOM, YCTAaHOBJICHHBIX B COOTBETCTBHM C 3aKOHOAATEIHCTBOM O BBIOOpax U
pedepenaymax uisi pacCMOTPEHUS OOpaIlleHHH.

2.3. ITocTynuBIIKME TOKYMEHTHI MOJIPA3AEISIOTCA HA PETUCTPUPYEMBIE U HE
noaexarue peructpauuu B [IU JIEJIO (mpunosxkenne Ne 1).

2.4. 1Ipy BCKpPBITUM KOHBEPTOB, IMOCTYMAIOMMUX (ETbIbErepCcKod WM
CHELUAJbHON CBSI3bI0, O TOYTE, MPOBEPSETCS MPABHIBHOCTH AaJpPECOBAHUS,
KOMIUIEKTHOCTh M LIEJIOCTHOCTh JTOKYMEHTOB, HAJIIMYHME IMPUIOKEHUH, CBEPSIETCS
COOTBETCTBME HMX HOMEPOB YYETHBIM HOMEpPaM, YKa3aHHbIM Ha KOHBEpTax.
HenpaBunsHo anpecoBaHHBIE U OMIMOOYHO BJIOXKEHHBIE JOKYMEHTBHI HE
PETUCTPUPYIOTCSA, NEPEChUIAIOTCS IO  HA3HAYEHUIO WM BO3BPAIIAOTCS
OTIPABUTEIIIO.

2.5. Ecnu npu BCKPBITHM KOHBEpPTa OOHAPYKEHO OTCYTCTBUE JOKYMEHTOB
WIM UX OTIEIbHBIX JIUCTOB, MPUJIOKEHUN, NOBPEKICHUE JOKYMEHTOB WU
HECOOTBETCTBUE HOMEPOB JOKYMEHTOB HOMEpaMm, YKa3aHHbIM Ha KOHBEPTE,
npeacenareiaeM TeppuTOpHaIbHOM KOMHMCCUM WM OTBETCTBEHHBIM 3a BEICHUE
JIEJIONPOU3BOACTBA COCTABIISIETCS aKT YCTAHOBICHHON (DOPMBI B IBYX SK3EMILISIpax
(mpusioxenue Ne 2). OnUH 3K3eMIUISIp aKTa MOCHUIAETCS OTIPABUTEIIO, JIPYron

HpI/IO6HIa€TC}I K IPUHATBIM JOKYMCHTAM.



Ha o0opoTHO! CTOpOHE MOCIETHEro JHUCTAa MOBPEXKACHHOTO JOKYMEHTa B
MIPABOM HW)KHEM YIJIy JIENAETCS OTMETKA «JIOKyMEHT MOJIy4eH B MOBPEKICHHOM
BUJIEY.

2.6. KoHBepThl OT MOCTYNUBIINX JIOKYMEHTOB HE YHHUYTOXKAIOTCS B CIy4ae,
€CJIM TOJIbKO [0 HUM MOYHO YCTaHOBUTBH aJpEC OTIPABUTEINS, JATy OTIPABKH U
MOJy4eHUs JOKYMEHTOB, €CJIM OHHU COAEPKAT JTIOKYMEHTBI, KOTOPBIE IMOCTYIIHIIN
u3-3a npeaenoB teppuropun Poccuiickon denepanun, U3 CyI0B, CIEICTBEHHBIX
OpraHoB, JMOO JIOTOBOPBI, MPETEH3UH, WCKOBBIE 3asBJICHUSA, JOKYMEHTHI,
CBSI3aHHBIC C PA3MEIICHHEM 3aKa30B Ha MOCTABKH TOBApPOB, BHITIOJIHEHHE PadoT,
OKa3aHWE YCIYT JUIsl TOCYAAPCTBEHHBIX HYX].

2.7. ITakeTbl ¢ TOMETKOM «JIMYHOY» YUHUTHIBAIOTCA MO MAKETHOMY KypHay U
MEePEIA0OTCS aApecaTam B 3aKPbITOM BHUJIE MOJI ITOIMUCH.

2.8. Ilpu peructpauuu mnocTynuBiiero jpokymenra B PK o6s3arensHo
BBOJSTCS CIEAYIOIINE PEKBU3UTHI: BUJI JIOKYMEHTA, €r0 UCXOASAIINM HOMEp U J1aTa,
JlaHHBIE O KoppecrnoHaeHTe (anpecante) (dhamims, UMs, OTYECTBO (PHU3UIECKOTO
JUIA WM Ha3BaHHWE OPraHU3AlMM, MECTOHAXOXJACHHE OTIPABUTEINS), a TaKKe
KpaTKO€ COAEPKAHHUE NOKYMEHTA, KOJIWYECTBO JIMCTOB OCHOBHOTO JOKYMEHTA U
JIMCTOB MPUJIOKEHUS, KOJIMYECTBO IK3EMILISIPOB.

PeructpaunroHHbIN IITaMI C YKa3aHUEM BXOSILIETO HOMEPA, 1aThl, BPEMEHU
(mpu HEOOXOAMMOCTH) PETUCTPAIMU TPOCTABIACTCS, KaK MPaBUJIO, B IMPaBOM
BEpXHEM VyIJIy JIMIEBOM CTOPOHBI TIEPBOTO JIMCTA 3apErUCTPUPOBAHHOIO
nokymeHTa. [lpy HEOOXOIMMOCTH yKa3bIBa€TCsl BpEeMsl perucTpanuu (4acel U
MUHYTBI). Ha NOpuiokeHuH MpOCTaBISETCS BXONAIIMNA HOMEpP JTOKYMEHTa, K
KOTOPOMY OHO OTHOCHUTCHI.

Ha komuum pokymeHTta BxoAsumid Homep, nara, ®.UN.O., noanucek u
JOJKHOCTD JIMIA MPUHSBLIETO JOKYMEHT, MPOCTABIISIETCS B TPABOM BEPXHEM YIITY
JIMLIEBOM CTOPOHBI MIEPBOTO JIMCTA.

Hymepanuss nocTynuBmIMX JOKYMEHTOB OCYLIECTBISIETCS B MpEHeiax

KaJICHAApPHOTIO IroJa.



IIpu peructpauuu goxkymenta B IIM JIEJIO, sBastomerocss oTBETOM Ha
UCXOJSAIIMI JTOKYMEHT WJIM MPUCIAHHOTO B JONOJHEHUE K PaHEE HAIPaBICHHOMY
NOKyMeHTy, B PK nenaercst cooTBeTcTBYOIIast CChUIKA (CBS3KA).

K mnoBTOpHBIM JOKyMEHTaM MpUKIaAbIBaeTCA HHPOpMaAus O paHee
IOCTYIMBIIMX JOKYMEHTax M pe3yJIbTaTax MX MCIOJHEHUs, KOTOpas Iepenaercs
OTBETCTBEHHOMY 3a €r0 UCIOJIHEHHUE.

[Tocne peructpanuu TOKyMeHTa Ha OyMa)XHOM HOCHUTENE OH MOXKET OBbITh
orckanupoBaH, a 3areM Kk PK B [IM JEJIO Moxer ObITh MpUCOEIUHEH
3IIEKTPOHHBIN 00pa3 TOKyMEHTa U MPUJIOKEHUsS K Hemy B hopmare .pdf.

2.9. 3aperucTpupoBaHHbIE JOKYMEHTBI PacCMaTpUBAIOTCA INpPEICeaTeNIeM
TeppuropralbHOM  KOMMCCHHM, 3aT€éM IIOCJIE€ IIEPEHECEHMS yKa3aHUsA [0
ucrnonHeHnto gokymenra B PK (B ciyuae peructpamuu nokymenrta B I JIEJIO)
NIEPENAOTCS UCIIOJHUTEIAM O MTOANCH.

2.10. McnnonHeHHbIE JOKYMEHTBI CIMCBIBAIOTCA B J€J0 MPEJCeaaTeNeM
TeppuTOpHAIBHON KOMHUCCHUM M IIOMELIAIOTCA B JEJIO B COOTBETCTBHH C

HOMEHKJIATYpou Aen TepputopraibHON KOMUCCHH.

3. OcHOBHbIE TPeOOBaHUS K MOATOTOBKE U 0()OPMJICHHIO IOKYMEHTOB

3.1. lokymeHTBl OGMOPMIISIIOTCS Ha OJIaHKax yCTaHOBJIEHHOW (POPMBI,
M3TOTOBJIEHHBIX KOMITBIOTEPHBIM CIIOCOO0M (mpuitoxkeHue Ne 3).

B TepputopuanbHOl KOMHCCHMM MOTYT OBITh YCTaHOBJIEHBI CIEIYIOIINE
BU/bI OJTAHKOB:

OJIaHK TIPOTOKOJIA 3acemanusi TeppuTOopuaIbHON KOMHUCCUHU (TIPUIIOKECHHE
Ne 3.1);

Osank pemenus TepputopuanbHO KoMuccuu (mpuiioxenue Ne 3.2);

OJlaHK TpHKasza mpeacenaTens TeppuTopruaIbHOUM KOMHUCCUU (TIPUIIOKEHHE
Ne 3.3);

6nank nmucekMa TeppuropuanbHoil komuccuu (mpunoxenue Ne 3.4).



3.2.Ha Onankax pokymentoB mnomeniaercs repd Cankt-IlerepOypra
B cooTBercTBUM ¢ 3akoHOM Cankr-IletepOypra «O neTrasbHOM ONUCAHUU
odpunmanbHbiXx cuMBoJI0B CaHKT-IleTepOypra u mopsijKke ux UCHOJIb30BaAHUS.

3.3. KoHTpoas 3a TpaBWIBHBIM HCIOJIB30BaHHEM OJAHKOB M HX
COOTBETCTBUEM YCTAHOBJIEHHBIM 00pasiiaM OCYILECTBIIIETCS IMpeAcenareyeM Win
OTBETCTBEHHBIM 3a BEJICHUE JIETIONPOU3BOJICTBRA.

3.4. JlokyMeHTBl O(OPMIISIIOTCS B COOTBETCTBUU C T[peboBaHUSIMU K
JIOKyMEHTaM, U3rOTOBJISIEMbIM C MOMOIILBIO NeYaTaloOUMX YCTPOUCTB U K (haitiam
TEKCTOBBIX TOKYMEHTOB (TipritokeHue Ne 4)

3.5. IIpu moaroroBke U 0hOpMIICHUN JOKYMEHTOB UjieHbl TeppuTopruanbHOn
KOMHUCCUU U TPa)XJAaHCKUE CiyXkallue ammapata TeppuTopuaibHOM KOMHCCHH, a
TaKKe JMIa, NPUBJIEKAEMBIE IO TPa))AAaHCKO-NPABOBBIM JOTOBOpPAM, IOJKHBI
coOmro1aTh rpaBuia opopMIIeHUS! PEKBU3UTOB IOKYMEHTOB, U3JI0)KEHHbIE HUXKE.

3.5.1. laTta toKyMeHTA.

JlaTon INOKyMEHTa SIBIIIETCS JaTa €ro MOANWCAHWs, YTBEepKAcHHsA. JlaTou
POTOKOJIA SIBJSIETCS AaTa 3aceAaHus, a aKTa — JJaTa COOBITHS.

JlaToif MOKyMEHTa, W3JaHHOTO COBMECTHO JIBYMs M OOJiee OpraHU3aIHsIMHU,
SBJISIETCS 1aTa OoJiee MO3HEN TOIIUCH.

HaTty moxymeHnTa oopMIISIFOT apabCcKuMu upaMu B MOCIEI0BATETLHOCTH:
JIeHb MecsIa, Mecsl, roa. Jlenp Mecsama u mecsi ohOpMIIIIOTCS ABYMsI IMapaMu
apaOckux 1udp, pa3aeieHHbIMU TOYKOW, FOJl — YEThIpbMS apaOCKuMH 1udpamu,
HarpuMmep:

17.01.2011
Jlomyckaetcsi ciioBecHO-IIM(POBOI crtocod opopmIiIeHHs 1aThl, HAPUMED:

17 sauBaps 2011 r.

3.5.2. PerucTpanoHHbIi HOMeP IOKYMEHTA.
JInst BXONAIIMX W MCXOJSMIIMX JOKYMEHTOB — 3TO HMHIEKC Jena 1o

HOMEHKJIAType U, 4epe3 KOCYIO YepTy, NOPSIKOBBI HOMEpP IOKYMEHTA.



PerncrpanvoHHbIi HOMEP ITOKYMEHTA, M3IAHHOTO COBMECTHO, COCTOWUT M3
pa3feIeHHBIX KOCOM 4YEepTOW PETUCTPALMOHHBIX HOMEPOB, MPHCBOEHHBIX
OpraHM3alusiMM  —  aBTOpaMHU  JOKYMEHTa M  pAaCIOJIOKEHHBIX B
MOCJIEA0BATEIILHOCTH, COOTBETCTBYIOLIEH 0003HAYEHUIO HaNMEHOBAHUU

OpFaHI/ISaHI/Iﬁ B 3aroJIOBOYHOM 4acTH AOKYMCHTA.

3.5.3. CcbliIka HA MCXOASA LM HOMEP M ATy J0KYMEHTA.

Ccbulka Ha MCXOAAIIMN PETHCTPALlMOHHBI HOMEp W JaTy JOKYMEHTa
BKJIIOYAETCS B COCTaB PEKBM3UTOB OyiaHka mnucbMa. CchUIKa Ha HUCXOISLIHA
pPETUCTPALIMOHHBIA HOMEDP M ATy AOKYMEHTa MPOCTAaBISIETCS HCIOIHUTEIEM IpU

IIOATOTOBKEC ITMCbMAa-0OTBETA.

3.5.4. Anpecar.

PexBu3ut «Anpecar» pacnoyiaraercsi B ipaBoOM BEPXHEM YIITy.

JIOKyMEHTBI aJpecyloTCs B OpraHu3alii, UX CTPYKTYpHbIE TOJIpa3ieeHus,
JOJDKHOCTHBIM JIMIIAM WM TpaKJaHaM TMpU OTBET€ Ha WX OOpaIeHusl.
HanMeHoBaHMe OpraHu3aldd U CTPYKTYPHOIO MOJPA3JEiCHHs YKa3bIBAIOTCS B

HMCHUTCIIbHOM IAACKE, HAITPHUMCED:

[IpaBuTenscTBO CTaBpOMOIBLCKOTO Kpast
[IpaBoBOE yripaBieHue

Ecnu  nmokymeHT anpecyercs  JOJDKHOCTHOMY  JIMIY, HAWMEHOBAHUE
OpraHU3aINH YKAa3bIBAETCS B UMEHUTEIIBHOM MaJEXKeE, a IOJDKHOCTh U (haMIis — B
natenabHOM. [Ipu 3TOM MHULIMATIBI YKA3bIBAIOTCS MOCE (PaMUITUK, HATIPUMED:

[IpaBuTENBCTBO

MypmaHckoit obnactu
3aBenyIoleMy OTAEIOM

AnexkcannpoBy A.B.



Ecnu  pgoxkymeHT anpecyercs pyKOBOIMTENIIO OpraHM3aluyd WU €ro
3aMECTUTEIII0, HAUMEHOBAHUE OPraHU3alMM JOJDKHO BXOJWTh B HAaMMEHOBAHUE

AJOJDKHOCTH aapecaTa, HallpuMep:

3amecTtuTento aupekropa Beepoccuiickoro
HAy4YHO-UCCIIEI0BATEIHCKOTO HHCTUTYTA
JOKYMEHTOBEICHHS M ApXUBHOTO JIeia

3umuny B.C.

Ecaun AOKYMCHT aApeCye€TCsa OpraHu3alvi, CHadajlda YKa3bIBACTCA €€
HaAanMMCHOBAHUE, 3aTEM MOYTOBBIN aapec, HaIIpuMEp:

LlenTpanbHas n3dbupaTenbHas KOMUCCHUS
Poccniickon @enepanun
b. Uepkacckuii niep., A. 9, Mocksa, 109012

JlomyckaeTcsi LIEHTPUPOBAaTh KaXKIyK CTPOKY PpEKBU3HMTA «Anpecar» IO
OTHOLIEHHIO K CAMOW JUIMHHOM CTPOKE.

JlomyckaeTcsi MCHONB30BaTh  OQUIMANBHO MPHUHATHIE  COKpAIlEHHBIE
HAaVMEHOBAHHs OPraHOB TI'OCYJAapCTBEHHOM BJIACTH, MECTHOTO CaMOYIPaBJICHUS,
OpraHU3aIvu.

ITouyToBBIN aznpec yKa3bIBAaeTCAd B IOCIENOBATENBHOCTH, YCTAHOBICHHOU
[IpaBunamu OKa3aHus YCIYyr TIOYTOBOM CBSI3U, YTBEPKACHHBIMH IIPUKA30M
Munkomcsszu Poccun ot 31 urons 2014 roga Ne 234 «OO0 yTBEepKIE€HUU MPaBUII
OKa3aHUs YCIyT HOYTOBOM CBSI3W».

Ecnu 1OKyMEHT OTIIPaBIsAETCS B HECKOJIBKO OAHOPOIHBIX TOCYIAPCTBEHHBIX

OpTraHOB WJIM OpraHU3allui, UX CJIEAYeT yKa3bIBaTh 0000IIEHHO, HATIPUMED:

HpCI[CG,Z[aTeJIHM Y4aCTKOBBIX KOMUCCHU

JIOKyMEeHT He JOJDKEH cojepkaTh Oosiee ueTbipex anapecaToB. CloBo

«KOIIWs» IEpCa BTOPBIM, TPETbUM, HCTBCPTHIM aApPCCaATOM HC YKA3bIBACTCA.



[Ipu HampaBieHun AOKyMEHTa Oojiee 4eM B YEeThIpE aJipeca COCTaBIAETCA
CIMCOK pPAacChbUIKM YCTaHOBJIEHHOW ¢opMbl (mpuioxenue Ne5), KoTopsli
NOAINKCHIBAETCS NpeAceaaresieM TeppuTopruanbHO KOMUCCHH.

[Ipu anpecoBaHuu MOKyMEHTa (PU3MUECKOMY JIMIly BHAYaJle yKa3bIBAIOTCS

q)aMI/IJ'II/ISI 1 MHHUIKWAJIBI IIOJIYy4YaTeIId, 3aTEM MMOYTOBBIN aJapeC, HallpuMep:

AreeBoii A.H.
yi. KocMoHnaBTOB, 1. 42, r. [TonbicaeBo,
Kemeposckas o0mactb, 652560

3.5.5. I'pud yrBep:KaeHnsi JOKyMeHTA.

JIOKYMEHT  yTBEp)KIAeTcsi JOJDKHOCTHBIM  JIMIIOM WM  CIIEUUATbHO
U371aBa€MbIM JOKYMEHTOM.

[Ipu yTBepkIeHUU JOKYMEHTa IOJHKHOCTHBIM JUIIOM TPpHU( YTBEPKACHUS
noikeH coctosTh u3 cnoBa Y TBEPKJIAKO 6e3 kaBbluek U 3ariaBHbIMU OyKBaMu
U Ha CIEeAyIoIeld CTPOKE — HaWMMEHOBAaHHE JOJDKHOCTH, MOJAMUCH, UHUIUAIBI U

(I)aMI/IJ'II/Iﬂ Jimna, yITBEpAUBIHICTO JOKYMCHT, daTa YTBCPIKACHUA, HAIIPUMCP:

YTBEPXIAIO
[Ipencenarens TeppuTopHaIbHON

n3bupateapbHO Komuccuu Ne 52
JIMYHas IMoAIUuCh HWHUIIUAJIBI, q)aMI/IJ'II/IH
Jlara

[Tpu yTBEpKaA€HIH TOKyMEHTA PEIICHUEM, POTOKOJIOM, Tpu( yTBEPKACHUS
coctrout u3 cinoBa YTBEPXJIEH (YTBEPXJIEHA, YTBEPXJEHBI wmu
YTBEPXJIEHO) 6e3 kaBplueK U 3arjaBHbIMU OyKBaMu, HaMMEHOBAaHUS
YTBEPKIAIOIIETO JOKYMEHTa B TBOPHUTEIBHOM IIAJIEKE, €r0 IaTrbl U HOMEPA,
HaIpumep:

YTBEPX/IEH
pemennem TeppuropuanbHON
n3OupartenpHO Komuccun No 52
ot 25 utons 2020 r. Ne 2-7



['pud yTBepkaeHHs pacmojarailoT B MPaBOM BEPXHEM YNy TOKyMEHTa.
B rpude yrBepxkaeHus nomyckaeTcsi UEHTPUPOBATH 3JIEMEHThl OTHOCUTEIBHO
CaMOM JUIMHHOW CTPOKH.

3.5.6. YKa3aHMA N0 MCIIOJTHEHUIO TIOKYMEHTA (Pe30JII0Lus).

VYKkazaHus MO HCIOJIHEHUIO JIOKYMEHTa MOTYT OBITh HAIMCaHbl OT PYKH
npexacenareneM TeppUTOpUAIbHOW KOMUCCHMM HAa NOJJIMHHUKE JOKyMEHTa Ha
CBOOOZHOM OT TEKCTa MeCTe WM O(pOpPMIIEHBI HA OTAEIbHOM JucTe popmara A 6
(105x147), npunoxeHHOM K JIOKYMEHTY. YKa3aHHUs IO UCIIOJIHEHHIO JOKYMEHTa
BKJIIOYAIOT (aMWIMM M WHULUAIBl HMCIOJHUTENEH, MpH HEOOXOAMMOCTH —
coJiepaHuEe MOPYYEHHs, CPOK HCHOJHEHHUs, MOAMHUCH PYKOBOJIUTENS M JAaTy,
HaIpumep:

Cuzosy A.1O.
I'puropresy B.C.

[Ipomy paccMOTpeTh U JaTh OTBET
k 15.02.2011

JInyHasg nmoanucy,
JlaTa
3.5.7. 3aroJIOBOK K TEKCTY JOKYMEHTa (HaMMeHOBaHUe JOKYMEHTA).
3arojIoBOK K TEKCTy JAOKYMEHTa JOJDKEH KPaTKO M TOYHO PAaCKpbIBATh €ro
coJiep:KaHue U OBITh COTJIACOBAH C HaUMEHOBAaHMEM BHUA JTOKyMEHTa. 3aroJIOBOK

MOXKCET OTBE€YATh Ha BOIIPOCHI:

«0 yeM (0 KoM)?», HarpuMep:

IIpukas
O co3maHun IKCEPTHON KOMUCCUU

«4ero (Koro)?», Hampumep:

JIOJDKHOCTHOM perylaMeHT
BEYILETrO CIEeHUaINCTa

3aroJ0BOK COCTABIISETCS JIUIIOM, TOTOBSIIUM IMPOEKT TOKYMEHTA.
3aroioBOK, COCTOAIIMK W3 OBYX M OoJjiee CTPOK, IedyaTaeTcs 4yepe3 OIuH

MC)KCTpO‘IHBIﬁ HHTCpBAJI, TOYKa B KOHIC 3arojJOBKa HC CTAaBHUTCA. 3aroJioBok



pacrnoJiaraeTcsi Ha IMEpPBOM JMCTE HaJ TEKCTOM JOKYMEHTa MO LEHTPYy, a NpHu
o opMIIEHNH TUChbMA — OT IPAaHULIbI JIEBOTO MOJISL.

3.5.8. TeKCT 1OKyMeHTA.

Texct moxymeHTa O(QOPMIIAIOT B BUJIE CBSI3HOTO TEKCTa, TAOIMIIBI WU
COEJIMHEHUS 3TUX CTPYKTYP.

TexkcT nmOKyMmMeHTa JOJDKEH U3JaratbCs KpaTKO U SICHO, OBITh
apryMEHTUPOBAHHBIM, OO0ECHeunBaTh TOYHOE M OJHO3HAYHOE BOCHPUATHE
coJieprkalieiicst B HeM HH(pOpMaLuu.

TexkcT nOKyMEHTa IOJDKEH, KAaK NPaBUIIO, COCTOSTh M3 JABYX 4Yacteu. B
NEPBOM YaCTH YKa3bIBAIOTCS MPUYHUHBI, OCHOBAHMSI, LI€JM COCTABJICHUS TIOKYMEHTA,
BO BTOPOM — pEIIEHNUs, BBIBOJIbI, TPOCHOBI, IPEIOKEHHSI, PEKOMEHIALIUH.

TexkcT NOKyMEHTa MOXKET COJEPKATh TOJBKO 3aKIFOUUTENIbHYI0 YacTb
(Hampumep, MpUKa3 — paclopPAIUTENIbHYIO YacTh 0€3 KOHCTaTUPYIOLIEH, MHChMO,
3asiBJICHUE — TPOCHOy 0€3 TOSICHEHMS ).

B Tekcre nOoKyMeHTa, MOATOTOBIEHHOIO HAa OCHOBAaHUHU 3aKOHOJATEINIbHBIX,
MHBIX HOPMATUBHBIX IPABOBBIX aKTOB, U3AHHBIX OpraHaMU BJIACTU U YIIPaBJICHHUS,
MUK Poccun, Cankrt-IlerepOyprckoii u30upaTenpsHOM KOMHUCCHEH, paHee
U3JaHHBIX TeppuUTOpUAIbHON KOMHUCCHEHM, YKa3bplBaeTCs HaMMEHOBAaHUE BHJIA
JOKyMEHTa, HAMMEHOBAHWE OpraHa, M3JaBIIEr0 JOKYMEHT, AaTa NPUHATUS WA
YTBEPKJECHHUSI JTOKYMEHTAa, €r0 PEruCTpPallMOHHBIA HOMEpP, a TAaKKE 3aroJIOBOK
JOKYMEHTA, 3aKJIOYEHHbBIN B KABBIUKH.

TexkcTsl NOKyMEHTOB OOJbIIOTO OOBEMA MOTYT MACIUTHCS Ha pasJedbl,

NO/Ipa3/ieibl U MyHKTHI, KOTOPbIE HyMEPYIOTCS apaObckumu b pamu, HanpuMmep:

1. Paznen
1.1. IMoppaznen
1.1.1. ITyHKT

AG3a11bl BHYTpH IYHKTOB HE HYMEPYIOTCS.
B nuceMax ucnonb3yroT ciaeayronie GopMbl U30KEHUS:
or l-ro muma MHOXecTBeHHOro uyucia («IIpocuM  HampaBUTH

uHpopMaluio...», «Hampasisem Ha 3aKII0U€HUE TPOEKT...» U JIp.);



oT 3-ro numa eauHcTBeHHOro uucia («TeppuropuanbHasi KOMHCCHUS HE
CUMTAET BO3MOXKHBIM...», « TeppuTopuanbHas KOMHCCUS MIpeiaraeT pacCMOTPETh
BO3MOKHOCTb...»).

I'padbl u cTpokuM TaOGMMIBI AOHKHBI UMETh 3arojIOBKH, BBIPA)KEHHbBIE
CYLIECTBUTENBHBIM B HMEHUTENbHOM manexe. llogzaronoBku rpad U CTpOK
JOJKHBI OBITH COTJIACOBaHbI ¢ 3arojioBkamu. Eciu Tabnuily neuyataror Oosiee yem
Ha OJIHOW cTpaHuie, rpadbl TaOMUIBl JOKHBI OBITH MPOHYMEPOBAaHBI U Ha

CICAyrOmHuX CTpaHnax J0JI2KHbI OBITH Halle4aTaHbl TOJILKO HOMCEpa 3THUX rpa(‘p.

3.5.9. OT™MeTKA 0 HAJTMYNH TPUTOKEHHH.

OTMeTKa O HAIMYMU MPUIIOKEHUN pACTIONaraeTcs OT TPAHUIILI JIEBOTO MOJIS
MOCJI€ TEKCTA Mepe]] MOMUCHIO.

Ecnu noxymeHT mMeeT MpuiIoKEeHUs, Ha3BaHHBIC B TEKCTE, OTMETKA 00 WX

Hamauu ohopMIISIETCs IO caeayromen popme:

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

Ecaun JOKYMCHT HMMCECT IIPUIOKCHHA, HEC HA3BAHHBIC B TCKCTC, HX
HAanMMCHOBAaHUA H€O6XOI[I/IMO MNEPCUUCIIMTL IIOCJIC TCKCTA JOKYMCHTaA IICPC/
MoANMCHIO C YKA3aHUEM KOJIMYCCTBA JIMCTOB B KAXKJIOM IMPHUIIOKCHHUHU U KOJIUYCCTBA

AK3EMIUISIPOB, IPU HAIMYUHU HECKOJIBKUX MPHIOKEHUN UX HYMEPYIOT, HallpuMep:

[Ipunoxenue: 1. Tlonmoxxenue 00 3KcepTHOM KoMuccHu Ha 15 11. B 1 9K3.
2. IlpumepHas HoMeHKIIaTypa nei Ha 14 1. B 1 3k3.
Ecmu IMPUIIOKCHUA C6p0HIIOpOBaHI>I, TO KOJINYECTBO  JIMCTOB HE
YKa3bIBaeTCsl.
Ecmu mpunoxeHne HampaBiSIETCS HE BO BCE YKa3aHHbIE B JOKYMEHTE

ajzipeca, TO OTMETKA O HAJIMYMHU MIPUIIOKEHUST 0POpMIIETCA IO clieytonieit popme:

[Ipunoxenue: Ha 20 11. B 3 3K3. TOJIBKO B IEPBBIH aJpec.

Ecnmn x pokymeHTy mnpwiaraercss Opyrod AOKYMEHT, TaKKe€ HMEIOLUN
OPUIIO)KEHUE, TO OTMETKA O HAJIWYUM NPUIOKEHUS O(GOPMIISETCS CIETYIOIINUM

obpazom:



[Ipunoxenue: nucbMo Cankr-IlerepOyprekoit u3buparensHoit komuccun ot 15.11.2010
No 01-21/450 u npunoxeHue K Hemy, Bcero Ha 12 1.
B PEIICHUAX W IIPHUKa3aX CBCACHUA O HATMYHNHU HpI/IJ'IO)KCHI/Iﬁ YKa3bIBAIOTCs B

tekcre. Hammpumep:

«Pa3paborath W  TOPENCTaBUTh  MNPOEKT TulaHa 1o  Qopme,  yKa3zaHHOU
B MpWIOKEHUH Ne 1.

Eciu B JokymMeHTe, K KOTOPOMY OTHOCHUTCS MPHUJIOXKEHUE, OHO
HE YTBEPXKJAETCA, a MPOCTO COAEPKUTCA CChUJIKA HAa HEro, TO B MPAaBOM BEPXHEM
yIIy YKa3bIBaeTCsl, K KaKOMYy pelIeHUt0 (IpUKasy) MNPUIIOKEHHE OTHOCHTCH,
HarpuMmep:

[Ipunoxxenue
K peiieHnto TeppuTopuaibHON
n30uparenbHOi KoMuccuu No52
ot 25 urons 2020 r. Ne 2-7

[Tpunoxenue
K IIpUKa3y npeacenareits TeppuTopruaabHOit
n3bupareapbHo Komuccuu Ne 52
ot 25 nroHs 2020 r. Ne 27

[Ipy HamMYUM HECKOJbKUX NPUIOKEHUH OHU HYMEpYIOTCS, HalpuMep,

npunioxenue Ne 1, npunoxxenue Ne 2 1 tak ganee.

3.5.10. lHoanuch AOJKHOCTHOIO JIMIIA.

B cocraB mognucu  BXOJAT: HAaMMEHOBaHHWE  JOJDKHOCTH  JIMIIA,
MOJIMUCABIIETO JOKYMEHT, €ro JMYHAas MOJNUCh, KOTopas o(popmiisieTcss CHHUMHU
WU YEPHBIMHM YEpHUIIAMH, paciiupoBKa MOANKUCH (MHUITUAIBI, (pamMuius).

Ecnmu noxymeHnt odopmisiercst Ha Onanke TeppuropuanbHO KOMUCCUH, TO
PEKBU3UT BKIIOYA€T HAUMEHOBAHUE JIOJDKHOCTU JIMILA, TOJIMCHIBAOIIETO
JOKYMEHT, €ro JIMYHYI MOJANHCh, pacliMpoBKy MOANUCH (MHULMATBI U

bamunuio), HanpuMmep:

Hpe,uce;[aTeJIL JJU49Has 1IMoAnucChb HWHHUINAIBI, (I)aMI/I.HI/ISI



Ecnu pomxHOCTHOE JIMIO, MOANMCH KOTOPOTO 3aroTOBJIEHA HA IIPOEKTE
JOKYMEHTa, OTCYTCTBYET, TO JOKYMEHT IIOJIUCHIBAET €r0 3aMECTUTEIIb WIM UHOE
JMLO, UCHOJHSAMoLEE ero o0s3aHHOCTH. llpu 3TOM 00s3aTenbHO yKa3bIBalOTCA
dakTUyeckass TOJDKHOCTH JIMIIA, MOJAMUCABIIEr0 JOKYMEHT, U ero ¢damunus. He
JOIyCKAETCsl MOANUCHIBATh JOKYMEHTBI € IMPENJIOTOM «3a» WIM IIPOCTaBICHUEM
KOCOU YepThI Nepe]l HANMEHOBAHUEM JOJDKHOCTH.

Ecnu nokymeHT odopmiisieTcs He Ha OJaHKe, TO PEeKBU3UT COJAEPKUT TOJTHOE
HAaVMCHOBAHUE JOJDKHOCTU JIMIA, IIOANMCABIIET0 JOKYMEHT, €ro JIMYHYIO

HOJIMUCH, PaCIIU(PPOBKY NOANUCH (MHUIMANBI 1 Gpamunuio). Hanmpumep:

3aMecTUTeNb peaceaaTens
TeppuropuansHoit H306UpaTeNIHLHOM
xkomuccuu Ne 52 JINYHAA IOAINCE WHULAAIBI, paMuTus

HpI/I NoANMCaHUK JOKYMCHTA HCECKOJIbBKMMH JOJDKHOCTHBIMHU JIMIIAMH HX
IOAIINCH paciojararoTcsa OJHa oA I[py1“0ﬁ B IIOCJICA0BATCIIBHOCTH,

COOTBETCTBYIOIIEH 3aHUMAaEMOM JOJKHOCTH, HAIPUMED:

Hpe,uce):[aTeJIL JIUYHad IoAIucCh HWHHUIIUAJIBI, (I)aMI/IJII/ISI

['maBHbI Oyxrantep JMYHAs MOANUCH WHUIMANbI, pamMuus

B nokymeHnre, moaroToBI€HHOM KOMUCCUEN, TIOANMCH PACIIONAraroTCs OQHa
nox apyroii. [lepBeiM yKka3bsIBaeTCsl penceaTeIh KOMUCCHHY, a (haMIJIMU YICHOB

KOMHCCHH PACIIOJIAraroTCA B aJ'I(baBI/ITHOM IopsAaKe. HaHpHMep:

HpGIICCZ[aTeJIB KOMHUCCHUH JIN4YHasg IoAInucCh HWHUIIUAJIBI, q)aMI/IJII/IH

YieHb KOMUCCHH JIN4YHasg nmoAInucCh HWHUIIUAJIBI, (1)aMI/IJII/I}I
JIJUMYHas MnoAInncChb HMHUIUAIbI, (baMI/IJ'II/IH

Ecmn nokymeHT cocraBiieH Kak npuiaraeMas K OCHOBHOMY JIOKYMEHTY
cripaBKa wiv WHGOPMAITHS, TO OH MOIMUCHIBAETCS COCTABUBIITUM €TO JIUIIOM.

3.5.11. I'pud coriacoBanms.

I'pud cormacoBanus coctroutr u3 ciioBa COIJIACOBAHO 0e3 KaBBbIYEK
W 3arjJaBHBIMH OyKBaMH, HaWMMEHOBAHHS JOJKHOCTH JIMIA, C KOTOPBIM

COrjIaCoBbIBACTCA JOKYMCHT (BKJIIO‘{a}I HanMCHOBAHUC OpFaHI/IBaIII/II/I), €ro JIMYHOU



MOJMHCH, PAacIM(POBKHA TOANMUCH (MHHUIMAIBI, (DaMHUJIMS) U NaThl COTJIACOBAHUSA,

HaIpumep:

COI'JTACOBAHO
3aMeCTUTEND I1aBEI AAMUHHUCTpALUN
Kpacnocenbckoro paitona Cankt-IlerepOypra

JUYHAs TOANMUCH WHUIHAIIBI, (haMUITUs
Harta

Ecnu cormacoBanue OCyleCcTBISAETCS NPOTOKOJIOM, IMCbMOM WM APYTUM

AOKYMCHTOM, TO COTJIaCOBaHHEC O(I)OPMJIHGETC}I CJICAYIOMIUM 06p8,30MI

COI'JTACOBAHO
MIPOTOKOJI 3aCENaAHUS
aTTECTAllMOHHON KOMHUCCUH
TepputopualibHON H30MpaATENTEHON KOMHCCUN
Ne 52
oT 25 urons 2020 r. Ne 16
WJIH:
COI''TACOBAHO
nucbMo PocapxuBa
ot 25 urons 2020 1. Ne 4-15/46

I'pud cornmacoBanus pacronaraercs moj pekBusutoM «Iloamuce» B JieBoM
HUKHEM T10JIe TJOKYMEHTA.

3.5.12. Bu3a.

BHyTpeHHee coriiacoBaHMe MpPOEKTa JOKYMEHTa O(OpMIISETCS BH30iA.
Buza Briroyaer moamuch BH3UPYIONMIETO, PAcCHIM(GPOBKY MOANMUCH (MHUIIHAIIBI,
dbamMunus) ¥ mary, OpU HEOOXOAMMOCTH MOXKET OBITh YKa3aHa JIOJDKHOCTh
BHU3UPYIOIIET0, HAIlPUMED:

[Ipencenarens TeppuropuanbHoil n3bupaTenbHOM Komuccun Ne 52
JIMYHAas MOANKCH WHUIUANbI, pamMuus
Harta

[Tpu HaMMUMYK 3aMedaHuid K TOKYMEHTY BU3a 0(DOPMITSIETCS CIICTYIOITUM 00pa3oM:

3aMeuaHus pUIararTcs

[Ipencenarens TeppuropuanbHoil n3bupaTenbHOM Komuccun Ne 52
JINYHAas MOANKCH WHULUANbI, pamMunus

Harta



3ameqaHus U3JIararoTCs Ha OTJIEJIbLHOM JIUCTE, MOANMCBIBAKOTCS
Y IPWJIArarorcs K JTOKyMEHTY.

JlommyckaeTcsi HOJMCTHOE BUBUPOBAHUE JOKYMEHTOB U MPUJIOKEHUN K HUM.

Ecnu moavHHMK JOKyMEHTa ocTaercs B TeppUTOpuanbHOM KOMHCCHM,
BU3bl MPOCTABJISIIOTCS B HM)KHEM 4YacTH OOOPOTHOM CTOPOHBI MOCJETHETO JIMCTa
IIOJJINHHUKA TOKYMEHTA.

JUIsl TOKyMEHTa, MOMJIMHHUK KOTOPOTO OTIPABIISIIOT U3 TEPPUTOPUATIBHOU
KOMHUCCHH, BU3bl IPOCTABIIIOTCS B HH)KHEW 4acTH JIMUEBOM CTOPOHBI MOCIETHETO

JIMCTA KOIIKMK OTHPABIIACMOI0 JOKYMCHTA.

3.5.13. OTTHCK MeYaTH.

[leyatp 3aBepseT MNOJJIMHHOCTD MOANUCH JOJDKHOCTHOIO JIMIA Ha
JOKYMEHTAX,  YAOCTOBEPSIOMIMX  MOPEAYCMOTPECHHBIE  NPABOBBIMU  AKTAMH
MOJIHOMOYHMSI JTOJDKHOCTHBIX JIMIl WM (UKCUPYIOIIUX (aKThl, CBSI3aHHBIE C
(bMHAHCOBBIMU CPEACTBAMH, & TAKKE HA WHBIX JJOKYMEHTAaX, MTPEIyCMaTPUBAIOIINX
3aBEPEHUE MOJJIMHHON NOAIUCH.

[leyaTh cTaBUTCS Ha CBOOOJHOM OT TEKCTa MECTE, HE 3aXBaThIBasl JIMYHOU
MOAIKACHU JOJDKHOCTHOTO Juna. [leyaTe MOXKET 3aXBaThIBaTh YaCTh HAUMEHOBAHUSA
JTOJKHOCTH JIMLA, MOAMACABIIETO JOKYMEHT.

B noxymeHTax, MOATOTOBJIEHHBIX HAa OCHOBE YHUDUIIMPOBAHHBIX (opM,

nevyaTh CTAaBUTCS B MecTe, 0003HaueHHOM 0TMETKOM « MID» mnu uHBIM 00pazom.

3.5.14. OTMeTKa 0 3aBepeHUH KOMMH.

Jlnsg 3aBepeHHs] COOTBETCTBHS KONUHM JOKYMEHTa MOJJIMHHHUKY HIDKE
pexBusuta «lloamuce» mpocTaBiseTcss OTMETKAa O 3aBEPEHUM KOMHUU —
3aBepuTenbHas Haanuch «BepHo» wumum «Komust BepHa», MODKHOCTH JIMIIA,
3aBEpPHUBILETO KOMHIO, €ro JUYHAas MOJNKNCh, paciIuppoBKa MOIMUCH U JaTa

3aBEpEeHUs], HAPUMED:



Bepuo

IIpencenarens TeppuropuanbHOU
n3buparenpbHO Komuccuu Ne 52

JINYHAS TOJAMKUCH WHUIHAITBI, GaMUTHs
Harta

[Ipy HEOOXOOUMOCTH TpPHU 3aBEPEHUH KOMUU JOKYMEHTa MOXKET ObITh
IPOCTAaBJIECHO BpEMs 3aBEpeHUs (HanpuMep, Ipu 3aBEPEHUN KOIUH MTPOTOKOJIOB 00
UTOTaX rOJIOCOBAHUS).

Ecnun komms nOKyMEHTa M3rOTaBIIMBACTCS HA HECKOJIBKUX JIMCTaX, TO
3aBepsAeTCs KaXKIblil JUCT AOKyMEHTa JU0O0 JTOKYMEHT IpPOIIMBAETCS U Ha MECTe
IIPOIIMBKYU CTAaBUTBHCA 3aBEpUTENbHAsA Haanuch «BepHo» mmm «Komms BepHay,
JOJDKHOCTh JIMLA, 3aBEPHUBIIETO KOIHWIO, €ro JMYHAas MOJMUCH, pacHm@poBKa
IOAIKCH U aTa 3aBEPEHHUS.

IIpn mepecpuiKe KONMMM JOKYMEHTa B IPYrHe OpraHW3allid WIM BblIAYE €€
Ha PyKU 3aBEpUTEIIbHAs HAAIUCh yNOCTOBEpsieTcs nedarbro «TeppuropnanbpHas
u3zbuparenbHas komuccust Ne 52 nubo npu Hanumuuu nevarbio « TepputopuanibHas

u3zbuparenbHas komuccus Ne 52. Jj1g JOKyMEHTOBY
3.5.15. OrMeTKa 00 MCTIOJTHUTEIE.

OTtmeTka 00 HCHOJHMUTENE BKJIIOYAeT B ce0s HHULIMAIB U (HaMUIIHIO
UCTIOJIHUTENS JOKYMEHTa U HOMEp €ro CIy>KeOHOTo TenedoHa ¢ KOJOM PEerroHa.
OtMeTKy 00 MCIOJHHUTENE PaclojaraloT Ha JIMLIEBOW WU, TIPU OTCYTCTBUU MECTA,
Ha OOOpPOTHOHM CTOPOHE IMOCJIETHEro JIMCTa JOKYMEHTa B JIEBOM HIDKHEM YTy

pasmepom mipudra 10 myHKTOB, HarpuMmep:

3yb6apes B.JL.
(499) 356-85-31

3.5.16. OT™MeTKAa 00 UCTIOJTHEHUH TOKYMEHTA.

OrMeTka 00 WCHOJHEHUH JOKYMEHTa U HaMpaBJICHUHW €ro B JIEJO
BKJIFOYAET CJICAYIONIME NAaHHBIE: KpAaTKUE CBeIeHHsS 00 WCTOJHEHWU JTOKYMEHTa
(Ipu OTCYTCTBUM JOKYMEHTA, CBUJICTEJILCTBYIOIIETO OO0 HCIOJHEHHWH), JaTy W

HOMEDP UMEIOIIETOCs TOKyMEHTa 00 MCIIOTHEHUH, clioBa «B nenoy», Homep aena, B



KOTOpOM  OyJeT XpaHUThCA JIOKYMEHT, JaTy, TMOANUCh TMpeAceaaTens

TeppuropualibHOM KOMHUCCHH.

4. Opranuzanus padoTsl ¢ HCXOAAIMMHU (OTHPABJISIEMBIMHI) JOKYMEHTAMU

4.1. Ucxonsimue MOKYMEHTHI MedaTtaroTcss Ha OJaHKax YCTaHOBJIECHHOM
dbopMbl u OGOPMISIOTCSI B COOTBETCTBHM C TIOJOKCHHUSIMU  HACTOSIIEH
HNucTpykumu.

4.2. Ornpaska JIOKYMEHTOB u3 TepputopuasibHOM KOMHCCHUU
OCYIIECTBISETCA (DETbIBETePCKON WM  CHEIUATBbHOW CBS3BbIO, TIOYTOHM, I10
tenerpady, kaHanam cBsizu ['AC «Bwidops», [T JIEJIO, kananam dhakcuMMIbHOM
CBSI3U, c€TU MIHTEPHET WM HAPOUYHBIM.

4.3.1lpu odopmieHNHM THUCEM U TEJETpaMM HCIIOTHUTENb YKa3bIBACT
MOJIHBIN TTOYTOBBIN (BKJIIOYAsl MHIEKC) aApec OpTraHU3alMK WM TPAKJaHUHA.

4.4. Ucxosdmue NUChbMa HAMNpaBIIOTCS 3a MOJNUCBIO MpeaceaaTes
TepputopralbHOM KOMHCCHM, B €0 OTCYTCTBHE — 3a IOANMCHIO 3aMECTUTEIIS
npeacenaTenas WM WHOTO WieHa TeppuTOpHalbHOM KOMHUCCHH, HCIOJHSIOUIETO
00s13aHHOCTH TpejiceaTes, Ha OJlaHKe TUChMa.

4.5. IlognucanHeie nmucbMa U Teserpammel peructpupytorca B [T JIEJIO
WJIU KypHAJIE.

Ecnu otnpaBiisieMblid JOKYMEHT SIBJISIETCSI OTBETOM Ha BXOJSIIUN IOKYMEHT,
HEOOXOAMMO TPUOOHIUTH TMOJUIMHHUK BXOJSIIErOo JOKYMEHTa K  KOIHUU
OTHPABIAEMOTO JOKYMEHTA, OCTAIOIIENCS B JEE.

4.6. JoxyMeHTaM MPUCBAUBAETCS UCXOMASIINN HOMEP, KOTOPBIM COCTOUT M3
WMHJEKCa JieJla N0 HOMEHKJIAType Jel W MOPSAAKOBOrO HOMEpAa JOKYMEHTA,
pa3iesieHHbIX KOCcOW yepTou. Mcxomsammii HOMEp yKa3bIBa€TCS TAKXKE Ha KOIHUH
JOKyMEHTa, ocTrarouieics B gene. Hymepauusa HCXOOdUX JOKYMEHTOB
OCYILECTBIISIETCA B MPEIENIax KAIEHIAPHOIO rojia.

[Ipu peructpanyu HUCXOIAUIETO TOKYMEHTa B PETUCTPALMOHHOW (opme
00s13aTebHO  YKa3bIBAIOTCA CIEAYIOIIME PEKBU3UTHL: JaHHble 00 ajapecare

((baMI/IJ'II/IH, nUMsa, OT4YCCTBO (I)I/IBI/I‘-ICCKOFO Jyua WJIWM Ha3BAHHUC OpraHu3aluu,



MECTOHAXO0XJACHUE TMOJIydaTesisi), a TaKXKe KpaTKoe COJAEp)KaHHE JIOKYMEHTa,
KOJIMYECTBO JINCTOB OCHOBHOTO JOKYMEHTA W JIMCTOB IMPHUJIOKEHUS, KOJINYECTBO
DK3EMIUISIPOB, WCIOJHUTENIb JOKYMEHTA, €r0 COMCIOJIHUTENIH, & TaKXKEe KEM OH
MOATIMCAH.

4.7. JoxyMeHTHI 110 BorpocaM (popMupoBanus TepputopruaibHOH KOMUCCHU
U OCYUIECTBIICHUS €€ (MHAHCHUPOBAHUS, HATPaXKICHUS M TOOIIPEHHUS WICHOB U
pabOTHHUKOB ammapaTta TeppuTOpUaIbHON KOMHCCHH, B 00S3aTE€ILHOM MOPSIKE
HaIIPaBJISIIOTCS] HAPOYHBIM.

Wuple 1OKyMEHTHI MOTYT OBITH oTIpaBieHsl 1o cpeactsam [IW JIEJIO unu
MOYTON MO yKa3aHUIO npeacenarens TeppuroprualibHO KOMUCCHU.

4.8. 1o xaHamam (aKCUMWIBHOM CBSI3M  JIOKYMEHTHI  MEpearoTCs
OTBETCTBEHHBIM 34 BEJCHNE AEIONPOU3BOACTBA MOCIIE UX PETUCTPALIUH.

4.9. Ilpu oTmpaBke TeaerpaMMmbl 00Jiee 4eM B YeThIpe ajpeca ohopMIIsIeTcs
NO/UIMHHUK, KONHWs W JBa D3K3eMIULIpa IOAIMCAHHOIO CIIMCKA PAaCCBUIKU C
yKa3aHUEM TIOJIHBIX IOYTOBBIX (BKJIOYash IMOYTOBBIM HWHAEKC) aapecoB. Ha
Tenerpad mepenaroTcs MOMIUHHUK C OJHUM JK3EMIUISIPOM CIHCKA PACCHUIKH U
KOIIMS TeJIETPaMMBbI, KOTOpasi C OTMETKOM O Iepefaye TeJerpaMMbl BO3BPALIAETCs
B TeppuTopuanbHyl0 KOMHUCCHIO M BMECTE CO BTOPBIM HK3EMIUIIPOM CIIMCKA
PACCBUIKY MTOAIIMBAETCS B JENO.

4.10. IIpn ormpaBke muchMa Oojee 4yeM B YETBIPE ajJpeca COCTaBISIETCA
CIIMCOK PACCBHUIKA YCTAaHOBIIEHHOM ¢opmbl (mpuioxkenue Ne5), KoTopblid
IOAIMCHIBAETCS MPEACENATENIEM, B €r0 OTCYTCTBUE — 3aMECTUTENIEM MIPEACENATEI
WIM UHBIM 4jieHOM TeppuTopuaibHOM KOMMCCHH, UCIIOJHSIONIMM OO0S3aHHOCTU
npeacenarens TepputopuanbHod komuccuu. llocne peructpauuu MOUCBMO
TUPAKUPYETCS B HEOOXOANMMOM KOJIMYECTBE M OTIPABIISETCSI.

Ecnu mucbMo uiM TelierpamMma HampapiisieTcs He 0ojiee 4eM B 4eThIpe
aapeca, TO IMOANUCHIBAETCS KaKIbIM IK3EMILIIAP.

4.11. OTnpaBka JTOKYMEHTOB IPOM3BOAUTCS EXKEIHEBHO B Yachl PabOTHI
TeppuropralibHOH KOMHUCCUH, KPOME BBIXOJHBIX W HEpadOUMX Mpa3IHUYHBIX

JTHEMN.



[Topsimok OTMPaBKU HUCXOASIIUX JOKYMEHTOB IOCJIE OKOHYAHUS pabodvero
JIHS, B BBIXOJHBIE M Hepabouue TMpa3AHUYHBIC IHU, B TEPUOJ IOATOTOBKH H
MpOBEJIeHUs] M30UpaTeNbHBIX KaMIIAHUM  YCTaHABIMBAETCS IMpeJceaaTesieM
TeppuropruaibHON KOMUCCHH.

4.12. JIoKyMEHTBI C OTMETKOM O CPOYHOCTU AOCTaBKU «BecbMa CpoyHO» U
«CpouHo» 0oGhOPMIIAIOTCS HE3aMENJIUTEIHLHO, OTMPABISAIOTCS TI0  KaHajam
daxcumunbHOU cBs3u, [IW JIEJIO unn Hapo4HbBIM.

4.13. JIokyMEHTBI, HampapisieMble TpakJaHaM II0 JOMAalIHEeMY aJpecy,
OTHPABISIIOTCS Ye€pe3 MOUTOBOE OTACJICHUE CBA3M, KaK MPaBUIIO, 3aKa3HbIMU
MMMCHbMaMH.

4.14. JlokyMeHTBI, MepenaBaeMble MO KaHajgaM (aKCUMUJIBHOW CBSI3H,
PETUCTPUPYIOTCS B MOPSAJIKE, YCTAHOBICHHOM JJIsI HICXOAIIUX JOKYMEHTOB.

4.15. Ucxoasmue AOKyMEHTHI, 0OpMIICHHBIE C HapylIeHHEM TpeOoBaHUM
NHCTpyKIIMKU, K OTIPaBKEe HE MPUHUMAIOTCA W BO3BPAIIAIOTCS MCIOJHUTENSAM Ha
nopabotky. KoppecnonaeHius Hecay>kKeOHOro XapakTepa, B TOM YHWCIIE JIMYHas
KOPPECHOHAEHIIMSA, K OTIPAaBKE HE MPUHUMAETCA.

4.16. Konnu ucxoAsuimx JOKYMEHTOB MMOMEIIAIOTCS B JI€JI0 B COOTBETCTBUU

C HOMEHKJIaTypou Aen TepputopruaibHOM KOMHUCCHH.

5. OcobenHocTH padoTHI ¢ OOpalIEeHUSIMU TPAKIAAH

5.1. Opranuzanus paboThl C OOpalIEHUSIMH TPaKIAH OCYIIECTBISIETCS
B COOTBETCTBHUU C pa3iesioM 2 HacTosmeld NHCTPYKIMU ¢ y4eToM 0COOCHHOCTEH,
yKa3aHHBIX B JJAHHOM pasJele.

5.2. IlucbmeHHble  OOpalieHuss rpaxaad (majlee —  oOpaleHus),
MOCTYNUBIIMNE B  TEPPUTOPHAIBHYIO  KOMHUCCHIO,  PETHCTPUPYIOTCS  C
UCTIONIb30BaHUEM  PETUCTPAIMOHHBIX (OpM  OTAENTBHO OT JAPYTUX BHUJIOB
JIOKyMEHTOB HE TIO3JHEE TpeX J/JHEW C MOMEHTa mnoctyruieHus. OOparieHws,
Kacaromuecss HapylieHuH M30upaTenbHBIX MpaB TPaXKIaH B MEPUOJ MOATOTOBKU
U TIPOBEACHUS BHIOOPOB U peepeHayMOB, PETHCTPUPYIOTCS B JICHb MOCTYIUICHUS

B TeppUTOpHAIBHYIO KOMUCCHIO WM HA CIEAYIOIIHI padounii J€Hb.



5.3.1Ipu BCKpBITUM KOHBEPTOB MPOBEPSAETCS HAIWYUE BCEX BIIOKEHUU.
KoHnBepT 00s3aTeNbHO COXpAHAETCA.

OOpaiienus, couepkalmue B aJAPECHOM YacTh TOMETKY <«JIuuHOW,
paccMaTpHUBAIOTCS B OOIIEM MOPSIKE B COOTBETCTBUU ¢ HCTpYKITHEH.

[Ipu peructpauuu nNoBTOpHBIX  OOpailleHud UM  [PUCBAKUBAETCS
OUEpEIHON PpEerucTpaloHHbII HOMEp, B PEruCTpallMOHHOW (opme nenaercs
otMeTKa «[IoBTOpHOM.

Ecnu OOpatienue nocTynuio oT KOJUIEKTHBA TpaxaaH, TO IPU PErUCTPALIUH
B PETHCTPAIMOHHON opMe cTaBUTCS OTMETKA «KOTUIEKTUBHOEY.

5.4. PeructpalluOHHBIN IITaMII, COCTOSIIMA HW3 TMOPAJKOBOrO HOMEpa
oOpalieHusi U JAaTbl PEruCTPallUM, CTaBUTCS, KaK MpPaBHIIO, HA TEPBOM JIUCTE
OOpaieHus B MpaBOM BEPXHEM YTy WM Ha CBOOOJHOM OT TEKCTa MECTE.

Hymepamuss noctynuBmux OOpallieHuii OCYIIECTBIsIETCS B Ipejaenax
KQJIEHIAPHOI0 roja.

5.5. 3apeructpupoBannbie OOpallleHusT paccMaTPUBAIOTCS MpejceaaTesieM
TepputopuallbHOW KOMHMCCUH, 3aT€M IIOCIE€ TIEPEHECEHHUs YKa3aHus IO
WCITOJTHEHHUIO JOKYMEHTA B PETUCTPAIIMOHHBIE (DOPMBI TIEPEIAIOTCS UCTIOTHUTEIISIM
1O/, OJIHKCH.

5.6. O6paienusi, aapecoBaHHbIC YJeHaM TeppUTOPHAIBHON KOMHCCHUH,
PETUCTPUPYIOTCA B YCTAHOBIICHHOM IOPSAKE, MOKIAJBIBAIOTCS NPEACEAATEIIO
TepputopualibHOW KOMHMCCUH, 3aT€M IIOCIE€ TIEPEHECEHHUS YKa3aHus IO
WCITOJTHEHHUIO JOKYMEHTA B PETUCTPAIIMOHHBIE (DOPMBI TIEPETIAIOTCS UCTIOTHUTEIISIM
1O/ MOJIHKCH.

OOpailieHruss paccMaTpuUBaIOTCS B COOTBETCTBUM C YKa3aHUSMH TIO
VCIOJIHEHUIO TOKYMEHTA Ipeacenarens TeppuTopruaibHOM KOMUCCUU B TTOPSIKE,
YCTaHOBJIEHHOM 3aKOHOJATENLCTBOM Poccurickonn denepanuu.

5.7. OOGpartienusi, CoaeprKaIIie BOMPOCHI, PEIICHNE KOTOPBIX HE OTHOCUTCS
K KOMIIETEHIHH TeppuTOpHaIbHOM KOMHMCCHM, IOKJIAIBIBAIOTCS MPEICEAATEIIO
TepputopralibHOM KOMHCCUU M IO €0 YKa3aHHUIO M0 MCIOJHEHUIO JOKYMEHTA B

TCUCHUC CCMHU KaAJICHAAPHBIX I[Heﬁ CO AHA PpEerucrpaiuvd HAIPaBIAIOTCA C



CONPOBOJIUTENIBHBIM MHUCHbMOM 3a €ro MOJNKUCHI0 B COOTBETCTBYIOIIMNA OpraH WIId
COOTBETCTBYIOIIEMY HOJDKHOCTHOMY JIMIYy, K KOMIIETEHIIMM KOTOPBIX OTHOCHUTCS
pelieHre mnocTaBieHHbIX B OOpallleHMH BOIMPOCOB, C YBEIOMJIEHHUEM TIpaxkKiaH,
HanpasuBiux OOparnieHus, o nepeaapecanuu O6pameHuil. B conpoBoautensHOM
MMCbME OTOBApUBAETCS MOPSAIOK HANpaBieHHs 0TBeTa aBTopy OOparieHus.

Ecmu pemenne mocrtaBieHHbIXx B OOpameHUs X BOMPOCOB OTHOCHUTCS K
KOMIETEHIIMH HECKOJBKUX TOCYJapPCTBEHHBIX OPTaHOB WJIM JOJKHOCTHBIX JIMII,
koruga OOpanieHusi B T€UEHUE CEMHU KaJleHJApHBIX AHEH CO JHSA perucTpaluu
HalpaBJISIETCSI B~ COOTBETCTBYIOIIME  OpraHbl  WJIM  COOTBETCTBYIOIIUM
JOJKHOCTHBIM JIULIAM.

5.8. 3anpemiaercs HaIpaBJIsATh OGparenue Ha paccMOTpeHue
B FOCY/IApCTBEHHBIN OPraH, OpraH MECTHOI'O CaMOYTNPABJICHUS WU JTIOJKHOCTHOMY
JUIly, pelleHre Win JelcTBue (0e3neiicTBUe) KOTOPBIX OOXKalmyeTcs, 3a
UCKIIFOUEHHEM CITy4aeB, yKa3aHHBIX B IMyHKTe 6 ctarbu 75 denepanbHOro 3akoHa
«O0 OCHOBHBIX TapaHTHUSIX H30MpaTeNbHBIX IpaB W I[paBa Ha y4acTHE B
pedepennyme rpaxaan Poccuiickoit deneparum.

5.9. Eciu B COOTBETCTBUM C 3alpeTOM, YKa3aHHbIM B mojpasiene 5.8
NHcTpykiuu, HEBO3MOXXHO HampaBuTh OOpallieHue Ha paccCMOTPEHHUE B
rOCYJIapCTBEHHBIN OpraH, OpraH MECTHOTO CaMOYIPAaBJICHUS WU JIOJKHOCTHOMY
JUITY, B KOMIETCHITUIO KOTOPBIX BXOJUT PEIICHHE MOCTaBICHHBIX B OOparmieHnn
BomnpocoB, OOpalieHrue BO3BpallaeTCsl IPaKJaHUHY C pa3bsICHEHUEM €ro Ipasa
00XanoBaTh COOTBETCTBYIOIIEE pEIICHHE WIW JCHCTBHE B YCTAaHOBICHHOM
MOPSIAKE B CY/JIE.

5.10. OOpaienusi, MOCTyNUBIIME B TeppUTOPUAIBHYIO KOMHCCHIO,
paccMaTpUBalOTCSI B CPOKHM, YCTaHOBJEHHbIE moapazaenamMu 9.5 u 9.6
NucTpykuum.

B mepuoa moAroToBKM W TPOBENCHHS BBIOOPOB U PEPEPEHIYMOB CPOKH
paccmotpenust  OOpaillleHWil ~ yCTaHaBIMBAIOTCSI B COOTBETCTBUM  C

3aKkoHoAaTeILCcTBOM Poccuiickoii denepanuu o BeIOOpax U pedepeHaymax.



Ecin  HeoOxomumMo  mpomiuTh  Cpok  paccmorpenuss  OOparienus,
UCIIOJIHUTEIb HE MO3HEE YEM 3a TPU AHS 1O UCTEUEHHUS CPOKa MOATOTOBKU OTBETA
MPEACTABIIET HAa UM Mpenacenaress TeppuTopuasbHOM KOMHCCUU JOKIIAIHYIO
3alUCKy C OOBACHEHHEM, M0 KaKkOW MpHUYMHE HEBO3MOXHO JaThb OTBET B
YCTAHOBJICHHBIA CpOK. MakcuManbHOE TMPOJJIEHUE CpPOKAa PaCCMOTPEHUS
Oo6pamienus coctaBisieT 30 KaJeHIapHBIX THEH.

3asBUTEIIO HANPABIISIETCS] YBEAOMIIEHHE O IPOJUIEHUH CPOKa PACCMOTPEHHUS
ero OOpartieHus.

OOparienus, Ha KOTOpbIE AAIOTCSI MPOMEKYTOUYHBIE OTBETHI, C KOHTPOJIS HE
CHHUMAIOTCS.

5.11.B cnyuae mnocrymueHus B TeppUTOpHAIbHYO KOMHUCCHIO B
YCTAaHOBJICHHOM MOPSJKE 3arpoca roCyAapCTBEHHOIO OpraHa, OpraHa MECTHOIO
CaMOYTIPaBJIEHUs WJM JOJDKHOCTHOTO JIMIA, paccMaTpuBaromux OOpaieHue,
JOKYMEHThl W MaTepHalibl, HeoOXoaumble s paccMmorpenus OOpamieHus,
MIPEACTABIISIIOTCA B TEUEHHE 15 KalleHIapHbIX JHEN.

5.12. OtBet Ha OOpailieHre, B KOTOPOM HE yKa3aHbl (paMuIus rpakJIaHuHA
Y €ro MOYTOBBIM aJpec WM aApec JIEKTPOHHOM MOYTHI, MO KOTOPOMY IOJIKEH
ObITh HampaBieH OTBET, He gaercs. Takoe OOpallleHHE CIUCHIBAETCA B JEIO
npencenarenem TeppuropuanbHOl Komuccuu. B ciydae ecnmm B OOparmenuun
COJZIEpXKATCSl CBEACHHS O IMOATrOTaBIMBAEMOM, COBEPIIAEMOM WM COBEPILIEHHOM
NPOTUBONIPABHOM JIESIHUM, a TAaKXE O JUlLEe, €ro MNOATrOTaBIMBAIOIIEM,
COBEpUIAIONIEM WM COBEPILMBIIEM, OOpallleHue MOAJEKUT HAMpaBICHUIO B
rOCyJJapCTBEHHBIN OpraH B COOTBETCTBUU C €I0 KOMIIETCHIIUEH.

Ecnu tekct OOpaiiieHusi He TOJIAETCsl MPOYTeHHUI0, 0TBeT Ha OOpaiieHue
HE JaeTcsi M OHO HE€ INOMJIEKUT HANOpaBICHUID HA pPACCMOTPEHUE B
rOCYJapCTBEHHBIM OpraH, OpraH MECTHOTO CaMOYMNPABJIEHUSA WIH JOJKHOCTHOMY
JUIy B COOTBETCTBUM C UX KOMIETEHUMEN, O YEM B TEUEHHE CEMH KaJEHIAPHBIX
nHel co aHs peructpauuu OOpaieHus: cooOuaeTcs rpax1aHuHy, HalpaBUBIIEMY

O6pamienue (ecau ero GamMuaus U MOYTOBBIN aipec MOAAAI0TCS MIPOUYTESHHUIO).



5.13. Obpamienuss, B  KOTOPBIX  COJEpXaTcsi  HEUEH3ypHble  JHOO
OCKOpOUTENbHBIE BBIPAKEHHS, YIPO3bl >KU3HU, 3J0POBBI0O U HMYIIECTBY
JOJDKHOCTHOTO JIMIA, a TaKXe YJIEHOB €ro CeMbM, OCTAaroTCs 0e3 OTBeTa IO
CYLIECTBY TIOCTaBJICHHBIX B HEM BOINPOCOB, a 3asgBUTEISIM COOOIIAETCA
0 HEJIOMyCTUMOCTH 3JI0YTOTPEOICHUS TPABOM.

5.14. OGpaiienre, B KOTOPOM OOXaTyeTcs CyneOHOE pelieHue, B TeUCHHe
CEMM KaJ€HIApPHBbIX [HEW CO JHA PETUCTPAllMM BO3BPAIIACTCS TIPAXKIAHHHY,
HaIlpaBUBILIEMY OOpallleHHe, C Pa3zbsiCHEHHWEM TMOopsAIKa 00KajJoBaHUS JTaHHOTO
CyZ1IeOHOTO PEIICHHUS.

5.15. Eciiu B OOpaiiieHu COACPKUTCS BOIMPOC, Ha KOTOPBIA TpaKJaHUHY
HEOJHOKPATHO (11Ba pa3a u 0oJiee) 1aBaUCh MMCbMEHHbIE OTBETHI IO CYIIECTBY B
CBS3M C paHee HampaBieHHbIMH OOparieHusMu, U npu 3Tom B OOpamieHun He
IPUBOJASTCS HOBBIE JOBOJBI U OOCTOATENHCTBA, TO IMEpENucKa IO JAaHHOMY
BOIIPOCY € IPaXJaHWHOM IIPEKPAIIAETCS, O YEM €MY HANPABIISETCS YBEIOMIICHHE.

5.16. JInuHbll TIpUeM TpaxkJiaH BEAETCs MpenaceaareneM TeppuTopruaibHON
KOMHCCHHU.

Wudpopmanus o mopsake mpueMa TpakIaH  pa3Meliaercss  Ha
UH(OPMAIMOHHOM CTeHJIE U O(ULIMATILHOM caiite TeppuTtopraibHOW KOMUCCUU B
UH(POPMaAIIMOHHO-TEIEKOMMYHHUKAIIMOHHOM ceTn HTepHeT.

I[Ipy  guyHOM  TWpUeMe  TpaXIaHUH  TOPEAbSIBISAECT  JOKYMEHT,
YAOCTOBEPSIOLINN €T0 JIUYHOCTD.

Benenune nu4yHOro mpueMa rpaxaaH MOXKET CONPOBOXKIATHCS aynHo- U
BHJIEO3AIIMCHIO, O YEM IPaXkJAaHe YBEJOMIISIIOTCS 10 Hayaja mpueMa.

5.17. Bo BpemMsa mnpuema TrpaxiaH BEACTCA KypHall yudeTra, B KOTOPBIi
BHOCSITCSI JaHHBIE O TPakKIaHWHE, KPaTKOE CojJep)KaHue OOpalleHus, pe3ysibTaT
€ro pacCCMOTPEHUS, a TAKKE JTOHKHOCTh U (DaMUIIKA JTULA, TPOBOSIIETO PUEM.

Ecnmm  wm3noxennsie B yctHOM OOpamenun (akTel HE TPeOYIOT
JIOTIOJIHUTEIHLHON MTPOBEPKHU, OTBET Ha OOpaleHne ¢ coriaacus rpakJaHIHA MOXKET

OBITH JaH YCTHO B XOA€ JIMYHOI'O IMpHEMaA, O 4YEM ACJIACTCA 3allMCbh B JXYypHAaJIC



ydeTa. B OCTampHBIX CiIydasx JaeTcs IHChMEHHBIH OTBET IO CYIIECTBY
noctaBiieHHBIX B OOpalieHny BOIpOCOB.

B xone muuHOTO Mpuema rpakJjaHuHy MOXKET OBITh OTKa3aHO B JajbHEHIIIeM
paccMOTpeHUH OOpalleHus, €clii €My paHee ObLI JaH OTBET IO CYIIECTBY
noctaBieHHBIX B OOpalieHny BOIpOCOB.

B cnywyae rpy0oro, arpecCCHBHOTO TOBEICHHS TPaXKIAAHWHA TPUEM MOKET
ObITh TpekpaineH. [Ipu HeoOXOMMOCTH MOXKET OBITh BBI3BaH COTPYAHUK OXPAHBI.
Wudopmariys o MOBEACHUH IPpaKIAHIMHA OTPAXKAeTCs B KypHaJe ydera.

5.18. Ilepenannbie  Ha mnpueMe OOpallleHHs  PETrUCTPUPYIOTCA €
UCIIOJIb30BAaHUEM PETHCTPAIlMOHHBIX (OPM M PACCMATPUBAIOTCS B MOPSIKE,

YCTAHOBJICHHOM HACTOAIIUM Pa3aciIOM.

6. OcoOGeHHOCTH PAdOTHI C JIOKYMEHTAMH, COAEPKAINNMH CJIY:KeOHYI0
HHGOPMALMI0 OTPAHUYEHHOT0 PACIIPOCTPAHEHH s (B TOM 4HcJIe CBeJleHus 00
H30MpaTesifx, ydacTHUKAX pedepeHayma, o0pamaIMMHUC B paMKax
¢pynkuuonupoBanus I'ocyrapcTBeHHOM cUCTEMbI perucTpannu (y4era)

u3dbupareseid, ydacTHUKOB peepenayma B Poccuiickoii ®@enepanumn)

6.1. OcobeHHOCTH paboThl C JOKYMEHTaMH, COJEPKALIMMH CIIy>KeOHYIO
nH(OPMAITUIO OTPAHUYEHHOTO PACTIPOCTPAHCHHS.

6.1.1. K cayxeOHOM wuHOpMAIMKM OrPaHUYEHHOT'O PACHPOCTPAHEHUS
OTHOCUTCS HECEKpeTHas uHoOpMamus, HE3aBUCUMO OT BHIA €€ HOCHUTEI,
OTrpaHUYEHUS Ha pacnpocTpaHeHue KOTOpOM yCTaHABJIUBAIOTCS
3aKoHoaTenbcTBOM Poccuiickoit ®denepanuu, pemeHUs MU (MOCTAHOBJICHUSIMU )
BBIIIECTOSAIINX U30UPATEITHLHBIX KOMUCCHIA.

6.1.2. HeobxogumocTh  mpocTaBieHuss mnoMeTku «Jus  ciy>xeOHOro
nonb3oBaHus» (manee — «JICID») Ha MOKyMeHTaX W HW3AaHUSX, COAEpKAIIUX
CIyxkeOHyr0 HMH(POPMAIMIO OTPAHWYCHHOTO PACTIPOCTPAHCHHSI, OMIPEACIIICTCS
npeacenareneM  TeppuTopualbHOM ~ KOMUCCHUHM,  THOJANKUCHIBAIOIIMM  HIIU

YTBECPKAAOMUM JOKYMCHT.



JIOIDKHOCTHBIE JIMLIA, TPUHSBIINE peHIeHHe 00 OTHECEHUH CIy>KeOHOU
uH(pOpMaIU K pa3psly OrpaHUYEHHOTO PAaCPOCTPAHEHHUSI, HECYT IEPCOHATIbHYIO
OTBETCTBEHHOCTh 32 000CHOBAHHOCThH IPUHSITOTO PELICHUSI.

6.1.3. [lometka «JICID» m HOMep 3K3eMIUIIpa MPOCTABISAIOTCA B IPABOM
BEPXHEM YTy NEPBOM CTpaHMIIbI TOKYMEHTa (B CiIy4ae HEOOXOAUMOCTH — U €ro
MPOEKTa),  COJAEpXKAIIEro  CIy)KeOHyl0  HMHPOPMAIUIO  OTPAHHYCHHOTO
pacnpocTpaHEHus, Ha OOJIOKKE U TUTYJbHOM JINCTE MU3/IaHUS, & TAKKE Ha MEPBOU
CTPaHMIIE COMPOBOIUTEIHLHOTO MUChMA K TAKUM JOKYMEHTAM.

6.1.4. Pabota ¢ MOKyMEHTaMH, COJEpKalIMMH CIy>KeOHYyI0 HH(OpMaILHio
OTPaHUYEHHOTO PACHpPOCTPaHEHUs, B TOM YHCJIE UX IpPHEM, yueT (perucTpaius),
OCYIIECTBJISIETCA B MOPSJIKE, YCTAHOBIEHHOM ISl HECEKPETHBIX JOKYMEHTOB, C
y4e€TOM OCOOEHHOCTEH, H3JI0KEHHbIX B HacrosmieMm paszzaene. [Ipu stom K
PErUCTPallMOHHOMY HOMEPY IOKyMeHTa jgo0aBisiercs nometka «JCID».

6.1.5. Jokymentsl ¢ nometkoi «JICID» peructpupyrorcsi (y4HUTBIBAOTCS)
BMECTE C JPYTMMH HECEKPETHBIMHU JOKyMEHTaMu. B perucrpaiimoHHON KapToyke
JTOKyMeHTa Npou3BoauTcs 3anuch «JCIDy».

6.1.6. CkanupoBaHue, KONMUPOBaHUE (TUPAKUPOBAHHUE) JIOKYMEHTOB C
nomeTkol «JICII», mpou3BOAUTCS HCIOJHUTENEM JOKYMEHTa C MUCHhMEHHOTO
paspemieHuss  npexacenaresss  IeppuTOpUANbHOM  KOMUCCHHM, IIPU  3TOM
OCYLIECTBIISAETCS YUET KaKI0T0 IK3EMIUISIPA YKa3aHHBIX JOKYMEHTOB.

6.1.7. Jokymentel ¢  nometkor  «JICII»  mepemarorcsi — 4djieHaMm
TepputopralbHOW  KOMHUCCHM W TPAXKIAHCKAM  CIy)KalluM  arapara
TeppuropraibHON KOMUCCUU MO/ MOIHUCH.

6.1.8. Joxymentsl ¢ nomeTkon «JICII» HanpaBisitoTcst B Apyrue opraHbl U
opraHu3anuu opraHamu (QeaepanbHON  (HETbIBETEPCKOW  CBSI3HM, CIIyKOOU
CHENUaIbHON CBA3M JMOO HApOUYHBIM. 3ampeniaeTcs nepeaaBaTh JOKYMEHTHI C
noMmetkot «/ICII» mo He3allMIEHHBIM KaHajlaM KOMIBIOTEPHO-MOJEMHOU U
(haKCUMUIHHOU CBSI3U.

Jokymentbl ¢ nomeTkor «JICID» pacchuiaroTcsi HECKOJIBKUM ajipecaTaM

COrIaCHO CIIMCKY pacCCblJIKM, B KOTOPOM HAIIPOTHUB KaXIOIO aapecara



IIPOCTABIIAECTCS. HOMEP K3EMILISIpa OTIPABIAEMOro ToKyMeHTa. CMCOK pacChUIKA
MOANMCHIBAETCS UCIIOJIHUTENEM U IIpeaceaareneM TeppuropuaabHOi KOMUCCUU.

6.1.9. cnionaennslie JokyMeHThI ¢ moMeTkon «J[CIT» dhopmupyrores B nena
B COOTBETCTBUHU C HOMEHKJIATYpou nen. B mpaBom BepxHeM yriy OOJIOXKKH Jena, B
KOTOPO€ MOMEIIEHBI TAKME JOKYMEHTHI, TpocTaBisieTcst nomeTka «J{CIDy».

6.1.10. lokymentsl ¢ mnometkod «JCID» XpaHATCS B 3aKpbIBAOIIMXCA
mkadgax.

6.1.11. YHuutOo)XeHue nen, AOKyYMEHTOB M u3aaHui ¢ nomeTtkour «J(CIDy»,
YTPATUBIIMX CBOE MPAKTUYECKOE 3HAYEHHE W HE HMMEIIIUX HCTOPUYECKOU U
HAyYHOM LEHHOCTH, MPOU3BOJUTCS MO aKTy YCTAHOBJIECHHOW (JOPMBI C YKazaHHEM
HOMEPOB 3k3eMIUIApoB (mpuniokenre Ne 13). B yuerHbix Qopmax penaercs
OTMETKA 00 YHUUTOXEHUU CO CCBUIKOM Ha COOTBETCTBYIOLIUH aKT.

6.1.12. Pemienue o cHsatun nometku «JCID» ¢ mokymeHTa nOpuHHUMAaET
JOJDKHOCTHOE JIMLO, MTOANMCABLIEE WA YTBEPAUBIIEE TOKYMEHT.

Cusatue nometku «ICIID» ¢ npucnanHoro B TeppuTopualibHyr0 KOMHCCHUIO
JIOKyMEHTa MOXET OBITh MIPOU3BEECHO TOJILKO MO COTJIACOBAHUIO C OpraHU3aIliei,
HaIlpaBUBILIEH TOKYMEHT.

Cusatue nometrku «JICII» ¢ gokymeHTa MpOU3BOAUTCS OTBETCTBEHHBIM 32
BEJICHUE  JEJONPOM3BOACTBA HAa  OCHOBAaHMM  IMCBMEHHOIO  YKa3aHUs
JOJDKHOCTHOTO JIMIIA, NpUHsIBLIEro Takoe pewenue. [Ipu casitun nometku «CID»
Ha JIOKYMEHTax M [ejaX, a TaKXKe B PETUCTPAllMOHHOW KapTOYKE [EJIar0TCs
COOTBETCTBYIOIINE OTMETKH.

O cuatun nometrkn <«/JICII» yBemomisIroTCSA BCE ajpecarbl, KOTOPBIM
JIOKYMEHT HaNpaBJsLICA, TMO0 OpraHu3aliysi, €ro HanpaBUBIIas.

6.1.13. B cimydae yTpaThl A€, JHOKYMEHTOB WM HU3JIaHUM C TMOMETKOH
«CII» nmubo paszriameHus cojaepxkamieiics B HUX HHGOpMAIMM Ha3HAYAETCs
cinyxeOHasi MpOBEpKa, O PE3yJbTaTax KOTOPOH MOKIAIbIBAaeTCS MpeCceaaTerto
TeppuropruaibHON KOMUCCHH.

O6 ytpare nen u nokymeHtoB ¢ nometrkoi «JICID» cocraBmisieTcst akT, Ha

OCHOBaHUHU KOTOPOTO JENal0TCA COOTBETCTBYIOIINE OTMETKH B YYETHBIX (hOpMax.



6.2. Pabota ¢ MOKyMEHTaMH, CONEpKAIIMMH CBEICHHS 00 u30Mparensx,
y4acTHHKaX pedepeHayma, oOpallaloiuMHUCs B paMKax (QyHKIIMOHUPOBAHUS
['ocynapcTBeHHOM cHUCTEMBbl peructpanuu (ydera) wuzOupareneid, y4aCTHHUKOB
pedepenayma B Poccuiickoit deneparmm.

6.2.1. K nokymeHTaM, coaepkaiiuM cBeJeHus 00 u30upaTeisax, yuaCTHUKaxX
pedepenayma, oOparnaronmumMucs B pamMKax (GYyHKIIMOHUPOBAHUS
['ocymapcTBeHHOW CHCTEMBI perucTpanuu (ydera) wu30oupareneid, yJaCTHHUKOB
pedepennyma B Poccuiickoit denepannu, OTHOCATCA JOKYMEHTHI, MTOCTYHAIOIINE
B TeppuropuanbHyl0 KOMHCCUIO OT UCIOJHUTEIBHBIX OPraHOB rOCyAapCTBEHHON
Brnactu Caskrt-IleTepOypra, TEppUTOPUATIBHBIX OPraHOB (eAepalbHbIX OPraHoB
UCIIOJHUTENbHON BiacTH, LleHTpanbHOM m30uparenbHO kKoMuccuu Poccuiickoi
Geneparnn, OI'KY «Denepanbublii eHTp MHPOopMaTH3auuu npu LlenTpanbHoi
n3buparenbHoi komuccuu Poccuiickoit ®enepanun», Cankr-lIletepOyprcekoit
n30UpaTeIbHOW KOMHUCCHUU, W30UPATEIbHBIX KOMUCCHA  BHYTPHUTOPOJCKHX
MYHULHANAIbHBIX oOpa3oBaHui Cankr-IletepOypra, CUCTEMHBIX
aAMUHHCTPATOPOB KOMIUIEKCOB CpPEICTB aBTOMaTU3aluu ['ocyaapCTBEHHOU
aBTOMATU3UPOBaHHOUW cuctembl Poccuiickoit denepanuu «Bwuibopsr»y (manee —
UCTOYHUKK  MHGOpMAIMM),  HalpaBisieMble  HM30UpaTeIbHOM  KOMHUCCHUEH
UCTOYHUKAM WHMOpMAIMU, a TakKe JOKYMEHTBI, IEePEChUIAEMbIE MEXIY
KOMITJIEKCAMH ~ CPEJCTB aBTOMATH3AIlMM TEPPUTOPUATBHBIX H30HUpaTEIbHBIX
komuccuit B Cankt-Iletepoypre (manee — KCA THUK), Cankrt-IletepOyprckoit
n3buparenpHoii komuccuenn (mamee — KCA UWKCP®) wu llentpanpHOU
nzbuparenbHoi komuccuei Poccuiickoit ®enepanuu (nanee — KCA 1IUK Poccun)
B paMKax peanu3alnuu 1eneil u 3amad ['ocyapcTBEHHON CHUCTEMBI PErMCTpanuu
(yuera) nzdbupareneii, yuacTHUKOB pedepennyma B Poccuiickoit denepammu.

JIOKkyMeHTbl MOTYT OQOpPMISTHRCA KaKk Ha OYMaXKHbIX, TaK M Ha
MalllMHOYUTAEMbIX HOCUTEIISX.

6.2.2. PaboTta ¢ moxkymeHTaMu, COAEpXKAIIMMHU CBEICHUS 00 M30HMpaTensx,
y4yacTHHKaX pedepeHayMa, JODKHA OCYHIECTBISTRCA C  Y4ETOM  HOpM

®enepanbHoro 3axkoHa ot 27 wmrona 2006 roma Ne 152-@3 «O nepcoHaIbHBIX



naHHbIx», [lonoxkenus 00 OCOOEHHOCTSX OOpaOOTKH MEPCOHANBHBIX JaHHBIX,
OCYIIECTBISIEMON 0€3 MCIOJIb30BaHUSI CPEACTB aBTOMATHU3AIUMHU, YTBEPKICHHOTO
IMOCTAaHOBJICHUEM [IpaBuTenbcTBa Poccuiickoi denepauuu
ot 15 centsaops 2008 roma Ne 687, I[lonoxenus o ['ocymapcTBeHHOW cuUCTEMe
peructpanuu (y4yera) uzlOupareneld, y4aCTHHUKOB pedepeHayma B Poccuiickoit
Oenepanuu, YTBEPKIAECHHOT'O IIOCTAHOBJIEHUEM UK Poccun
ot 6 HOsOps 1997 roma Ne 134/973-11, PernameHnTa MCHOIB30BAHUS MOACUCTEMBI
«Peructp  uzOupateneit, ydacTHUKOB pedeperHnyma»  ['ocymapcTBeHHOMU
aBTOMaTH3UpOBaHHOMW  cuctembl  Poccmiickoit ~ ®egepanuu  «BwiOopsiy,
yTBepkaeHHOoro mnoctaHoBieHuem [IMUK Poccunm or 26 wmapra 2014 rona
No 223/1437-6, Ilonoxenus o0 obOecnedeHurn Oe€30MacHOCTH UWHMOpMAMU B
['ocynapcTBeHHOM aBTOMaTU3MpoBaHHOM cucteMme Poccuiickoin denepauun
«Bp160oph», yTBep)kaeHHOro mnoctaHoBieHueM [IMK Poccuum ot 23 urons 2003
roga 19/137-4.

6.2.3. JIokyMeHTBI, cOJAepKallue CBeleHus o0 H30MpaTesnsix, y4yaCTHHUKaX
pedepenayma 10mKHB 00padaThIBATHCS B PEXXUME KOHPUIECHIIUATIBHOCTH.

6.2.4. Peructpanvio U XpaHeHHE JOKYMEHTOB, COJEPXKAIUX CBEACHUA 00
n30upaTensiXx, ydacTHUKax pedepeHayMa, MOCTYNalIMX OT HCTOYHUKOB
uHOpPMAITMU W HAIMpPaBISIEMbIX WM, OCYIIECTBISIOT TPaKIAHCKUE CITy)KaIlne
anmnapara TeppuTOpHUAIBHON KOMUCCHH.

6.2.5. CiuCcOK 7ML, YIOJHOMOYEHHBIX MOJy4aTb OT HCTOYHHUKOB
uHbopMalluu U TepedaBaTb UM JOKYMEHTBI, COJEp’Kallfie CBEACHHS 00
n30upaTensiX, ydacTHUKaxX pedepeHayma, yTBepKIaeTcsl MPUKA30M IMpeceaaTens

TeppuropuaibHOM KOMHUCCHH.

6.2.6. [loayyuB OT UCTOYHHMKA MH(OPMALIUK TOKYMEHT Ha OyMa)HOM JIMOO
MaIIMHOYMTA€MOM  HOCHTENE, COJIEp)Kaluil cBedeHUs 00 u3buparessx,
ydacTHUKax pedepeHnyma, COTpYAHUK ammapaTta TeppuTopuaibHOW KOMHUCCHH,
OTBEYAIOUIUH 3a AEJIONPOU3BOACTBO, MPOCTABIAET MOMETKY «JICID»:

Ha OyMa)KHOM HOCHUTEJE - B IPaBOM BEPXHEM YIJIy MEPBOM CTpPaHMIIbI

JOKYMCHTA,



Ha MAalIMHOYUTAEMOM HOCHUTEJIE - B IPAaBOM BEPXHEM  4YaCTH

MaIIMHOYMUTAEMOI'0 HOCUTEIISI HHPOPMALIUU.

ITometka «JICII» mpocTaBisieTcss TakKe Ha  MEPBOM  CTPaHUIE
COTIPOBOAMTENILHOTO MHChMa K JIOKYMEHTaM, COJEp)KalluM CBEACHUS 00
n30uparesax, yaacTHUKax pedepenayma.

6.2.7. Bce mOKyMeHTBHI, comep)Kamue CBeaeHus 00 u3buparensx,
y4acTHHKaxX pedepeHaymMa, M COMPOBOAWTENIbHBIE MHUChbMAa K HUM TMIPH  HX
NoJIydeHUH MO0  OTHpaBKE  PErUCTPUPYIOTCS  COTPYJHUKOM  ammapara
TepputopualibHOW KOMHUCCUH, OTBEYAIOIIUM 32 JEJIONPOU3BOACTBO B OTIEIBHOM
KypHaie 1o (opme, YCTaHOBIIEHHONM COOTBETCTBYIOIIMM IPAaBOBHIM aKTOM
TeppuropuanbHoit komuccud. [lpm 3TOM K PEruCTPAllMOHHOMY HHIEKCY
nokymeHTa nooasisietcst momeTtka «J{CIDy».

6.2.8. ConmpoBOAUTENBHBIE NUChMA K MAIIMHOYUTAEMBIM  HOCHUTENISAM,
coepXaliiM HW3MEHCHHUSI PETHOHAIBHBIX (parMeHToOB Perucrpa usbupateneid,
YYaCTHUKOB pedepeHAyMa pEerucTpUpPYIOTCS OTBETCTBEHHBIM 32 BEJICHHUE
nenornpousBoAcTBa B TeppuropuanbHoit  komuccuu. Ilpu  3TOoM  Ha
CONPOBOJIUTEIIHBHOM THMCbME MW MAIMHOYUTAEMOM HOCHUTENIE MPOCTABISIETCS
nometka «JICID».

MaiiMHOYMTaeMble HOCUTEINH, COAEpXKAIllMe HW3MEHEHUs PEruoHaIbHbIX
¢dbparmMeHTOB Peructpa u3buparenei, YYaCTHUKOB pedepenayma,
CONPOBOAUTENbHBIE TMCbMA K HUM JIOCTaBISIIOTCS B TeppUTOPUATIEHYIO KOMUCCHIO
MOCPEACTBOM 3aIIUIIEHHBIX cepTUUITUPOBAHHBIMA cpencTBaMu
Kpunrorpaguueckod  3alUThl  TEJIEKOMMYHHMKAIMOHHBIX  KaHaioB  ['AC
«Bp160pBIY», Opranamu (eaepanbHON PenbaberepCcKoil CBA3U JTMO0 HAPOUHBIM.

6.2.9. JlokyMeHTbI, colepkaliue CBeACHHS 00 M30uparensX, y4acTHHKaX
pedepenayma, Ha OyYMaXKHBIX JIMOO MAIIMHOYUTAEMBIX HOCHUTENAX XPAHITCS B
cefibax WIM B HANEKHO 3aNMUPAEMBIX M OIMEYaThIBAEMbIX IKadax (smuKax,

XpaHUIUIIAX).



[To ncreyennu cpoka XpaHEHHs] U PAaCCMOTPEHUSI Ha SKCIIEPTHON KOMHCCHUU
TeppuTopHalbHON KOMHUCCUM YKa3aHHbIE JOKYMEHThl YHHUYTOXKAIOTCA IO AaKTY
(mputoxkenue Ne 13).

6.2.10. lokyMeHTBI, coaep:Kaliye CBeAeHUs 00 M30uparensx, ydacTHUKAX
pedepeHyma, NEpEeNaroTCs COTPYAHUKAM TeppUTOpPHAIbBHOM KOMHUCCUU TI0A
MOJIMTHUCH.

[lepeqaya MOKYMEHTOB, COJEp)KaIlUX CBEIEHUS 00 H30MpaTensx,
ydacTHUKax pedepeHayma, OT OJHOTO pabOTHHUKA IPYrOMYy OCYILECTBISETCS C
paspemieHns Ipeacenarens 1eppuTOpuanbHOM KOMHCCHM WIM JIMIA, €ro
3aMEILAOLIETO.

JIOKYMEHTBI, coJepKallue cBeaeHuss o0 u30uparensX, Yy4YacTHHKaX
pedepeHaymMa, THUPAXHUPYIOTCS C TMHUCBMEHHOTO pas3pellieHusl MpeacenaTes
TeppuTopHalIbHON KOMUCCUU WJIM JIMLA, €70 3aMEIIAIOIIET0. YYeT TUPAKUPYEMbIX
JOKYMEHTOB OCYIIECTBIsieTCsl MOodK3eMIuipHo. Ha obGopoTte mocienHero jiucra
KaXKI0ro IK3EMILISIpA MCIOJHUTEND JO0DKEH yKa3aThb KOJMYECTBO OTIEYATAHHBIX
AK3EMILISIPOB, CBOK (PaMUIIMIO U JaTy TUPAKUPOBAaHUS JOKYMEHTOB.

6.2.11. 0 (¢akrax yTpaThl JOKYMEHTOB, COAEpXKAIIUX CBEIEHUS 00
n30uparensax, ydyacTHUKax pedepeHayma, JIu00 pasriallleHusl COoAepiKallencs B
HUX HMH(POpPMAIMU CTAaBUTCA B H3BECTHOCTh IMpeacenaTelib TeppUTopuanbHON
KOMUCCHHM WJIM JIHMIO, €ro 3aMemiaromee. I[Ipencematens wiM JuIo, €ro
3aMelIaloLIee, Ha3HAaYaeT KOMHUCCHIO JUIsl PAcCIeA0BaHUs OOCTOSATENbCTB yTPAThl
WIM pas3riamieHus. Pe3ynbTaTel MPOBEPKH JOKIAIBIBAIOTCS — IPeAceaaTello

TeppuropralibHON KOMUCCUU WM JIUILY, €70 3aMEIAI0IIEMY.

7. lloaroroBka, opopmiieHHe, BBINMYCK, Y4eT JOKYMEHTOB, PACCMATPUBAEMBbIX

Ha 3acegaHusAX TeppuTopHAJIBbHOU KOMHCCUU

7.1. ®opMupoBaHue NMpoeKTa MOBECTKHU AHA 3aceqaHus

TeppuToprajJbHOM KOMUCCUH.



7.1.1. IIpoekT mOBECTKH JHsS 3acelaHus TeppuUTOpUaIbHON KOMHUCCUU
dopMmupyercss npencenarenem (cekperapeM) TeppUTOpHATbHOM KOMHCCHUU B
CPOKHM, YCTAaHOBJICHHBIE DPEIJIAMEHTOM TeppUTOPHAJIBHOW KOMHUCCUM, Ha
OCHOBaHUU IJIAHOB paboThI U perieHuid TeppuropuaabHOW KOMUCCHUU, TOPYUSHUN
npexncenarens TeppuTopruaibHOM KOMUCCHM, IOCTYIIUBIINAX JTOKYMEHTOB U, ITOCJIE
COIJIACOBaHUA C mpencenareseM TeppUTOpUAIbHONM KOMHUCCHH, MOIIHACHIBAETCS
cekperapem TeppuTOpranbHON KOMUCCHUH.

7.1.2. Unensl TeppuTopualbHOM KOMHUCCHM BHOpPaBE MPEIJIOKUThH BHECTU B
IIPOEKT ITOBECTKU JHS 3aCEaHusl BOIPOCHI, B TOM YHUCIIE, HE NMPEAYCMOTPEHHBIE
IUIaHaMKU pabOThl U pEIIEHUsIMU TeppuUTOpUAIbHON KOMHCCHM, IPHU YCJIOBHUHU
HaJIM4YHs IOArOTOBJIEHHBIX 110 3TOMY BOIIPOCY JOKYMEHTOB.

JIaHHBIE BONPOCHI BKJIIOYAKOTCS B IIPOEKT MOBECTKM [JHSA 3aCENaHUs
TeppuTopualbHOM KOMHUCCUM TpU INHCBMEHHOM OOpamieHuu (B TOM YHUCIE
HaIIPaBJIEHHOIO IO CPEACTBAM 3JIEKTPOHHOW MOYTHI) 4jieHa TeppUTOpUaIbHOU
KOMHCCHH II0 MHULAATUBE KOTOPOTO BOIPOC BBIHOCUTCS Ha 3acellaHue, Ha UMs
npexncenarens TeppUTOpUANIbHOM KOMHCCUHM, B KOTOPOM YKa3bIBa€TCSl Ha3BaHUE
BOIIPOCA, AOKIAAYUK M JaTa MEPEeNadd MOATOTOBIEHHOTO IPOEKTA PELICHUS B
COOTBETCTBUM C IYHKTOM 7.2 WHCTpyKIMM M MaTepHallOB K HEMY CEKpETaplo
TeppuropruaibHON KOMUCCHH.

7.1.3. CornacoBaHHbI € mpenacenareneM TeppUTOPHAIBHON KOMHUCCUHU U
NOANMCAHHBINA cexkpeTapeM TeppUTOpHaNIbHOW KOMHUCCHH IPOEKT IMOBECTKH JHS
3acenanusl TeppUTOPUAIBHON KOMHUCCHM TUPAKUPYETCA MUl PACCBUIKMA YJIEHAM
TeppuropuaibHOM KOMHUCCHH.

IIpoekt moBecTKM AHS 3acefaHusl U30MpaTebHOM KOMHUCCHUM Pa3MeEIlaeTcs
Ha OQUIMAIBHOM caiTe u30UpaTeNbHOM KOMHUCCHM B  HMH(OPMAIIMOHHO-
TEJIEKOMMYHUKAIIMOHHON ceT HTEepHET.

7.2. IloaroToBKa JOKYMEHTOB IO BONPOCAM, BKJIYEHHBIM B NPOCKT
NOBECTKHU AHA 3aceaHust TeppuUTOPpHAIBLHON KOMUCCHH.

7.2.1. JIOKyMEHTBI 1O BOIPOCAaM, BKJIIOYEHHBIM B IPOEKT IOBECTKH JIHS

3acenanus TeppUTOpHAIIBHOM KOMHMCCHH, TOTOBATCS WiIeHaMu TeppuTOprabHON



KOMHCCHH, 32 KOTOPbIMH 3aKpEIUIEHbl COOTBETCTBYIOIIME  HAINpPABICHUS
NEeATEIbHOCTH, C MPUBJICYEHUEM, B CITydae HEOOXOAMMOCTH, pAOOTHUKOB amnmnapara
TeppuropralibHON KOMUCCUU U APYTHUX CIIEHUATUCTOB.

7.2.2. llpencraBnsieMble K PACCMOTPEHUIO JTOKYMEHThI JIOJKHBI BKIIOYATH
03aIJIaBJICHHBIA MPOEKT PEIIeHHs] C MPUOOUIEHHBIMH K HEMY MOJIMHHUKAMU
JOKYMEHTOB, TIOCIY>KMBUIMX OCHOBAaHHWEM JJIi PAcCCMOTPEHHsI BONpOca Ha
3aceqannu TepputopuasbHOW KOMHUCCUH, JIMOO TMPOEKT MHCHhMA, IMOAJIEKAIIErO
COrjlacOBaHMI0O  Ha  3acelaHud  TeppuTOopUaNbHOM  KOMHUCCUH,  TNpHU
HEOOXOMMOCTH — MOSICHUTENBHYIO 3aIIUCKY 110 paCCMaTpUBAEMOMY BOIIPOCY.

7.2.3. [IpoeKThl JOKYMEHTOB (BKJIIOUasl MPUIIOKEHHUS ), PECTABISIEMBbIE IS
paccMOTpeHMsl Ha 3acelaHud TeppUTopuaibHOM KOMHUCCUH, BU3UPYIOTCS
WCIIOJIHUTENIEM, W WICHOM [eppUTOPHATbHOW KOMHCCHH, OTBETCTBEHHBIMH 32
MOJATOTOBKY JIOKYMEHTA.

[IpoekTbl JOKYMEHTOB (BKJIIOUAs NPHIOKEHUSI), COAEpKalIhe BOIMPOCHI
(¢buHaHCUpOBaHUSI BBIOOPOB, oOOecneyeHus: JAesTeNbHOCTH TeppuTopuanibHON
KOMHUCCHUU, OOYYEHHUsI OpPraHM3aTOpPOB BHIOOPOB M YYACTHUKOB HM30UPATEIILHOTO
mporecca, B 00s3aTENIbHOM TMOPSAKE BHU3UPYIOTCA TJaBHBIM OyXraarepom
TeppuropuaibHOM KOMHUCCHH.

Busbl mpocTaBnsiioTcs B KOHIIE TEKCTa IMPOEKTa pelieHus nubo Ha
00OpOTHOW CTOpPOHE TIOCIETHErO JINCTa TPOEKTa JOKYMEHTa (BKIIOUas
NPUJIOKEHUS) MO ycTaHOBIIeHHOW ¢opme (mpunoxkeHue Ne 6). Kaxnapiid nuct
MIPWIOKEHUST BUSHPYETCS UCTIOTHUTENEeM. Br3a mpocTaBisieTcss B IpaBOM HIKHEM
YTy Ha CBOOOJHOM I0JI€ CTPAHUIIBI ITOCIIE TEKCTa JIMO0 HAa 0OOPOTHOM CTOPOHE.

7.2.4. IIpoeKkThl JOKYMEHTOB JJIsi BUSUPOBAHUS JOJIKHBI MIPE/ICTABIATHCS B
CPOKH, YCTAaHOBJIEHHBIE PErVIAMEHTOM TeppUTOPHAIBHON KOMUCCHUHU.

7.2.5. Ucnionautens oOecneyrBaeT KOMIUIEKTHOCTh BCEX JOKYMEHTOB,
0003HAYEHHBIX KaK B MMPOEKTE PEIICHHUS], TaK M B MPUIIOKCHUSIX K HEMY.

7.2.6. Ilocne mpocMoTpa, a B HEOOXOAUMBIX CITydasix — BHECEHHs MOMPABOK,
cekperapb TeppuTopuaabHOM KOMHCCHMM Ha MOATOTOBICHHBIX U O(QOPMIIEHHBIX

A1 paCCMOTPCHUA Ha 3dCCAAHUU ITPOCKTAX JOKYMCHTOB ACIIACT OTMCTKY «Ha



3acenaHuey», CTaBUT MOAINCh U 1aTy W TEPENAeT BECh KOMIUIEKT JOKYMEHTOB
OTBETCTBEHHOMY 3a BEJECHUE JIEJIOMPOU3BOJICTBA (32 MOATOTOBKY 3acelaHusl) AJis
TUPAXKUPOBAHUSL.

7.2.7. llpoextsl pemennii Komuccun u apyrue HeoOXOAHWMBIE MaTepUabl
penocTaBisioTCes uieHaM KoMuccun He mosaHee, 4eM 3a JBa padouux AHS /10
3acenannsa Komuccun, a B MCKIIFOUUTENBHBIX CIy4yasx — HE MO3AHee 4yeM 3a | yac
110 Havaua 3acenanus Komuceun.

7.2.8. OTBETCTBEHHBI 3a BEACHHE JICJIONPOM3BOJACTBA  (TIOJITOTOBKY
3ace/laHrs) KOMIUIEKTYET NAaNKH C JTOKYMEHTaMH, MOJIEKAIIMMHU PACCMOTPEHUIO,
B COOTBETCTBMM C TIPOEKTOM IIOBECTKHM JHS 3acefaHus TeppuTopualibHON
KOMHCCUM U Pa3lacT HUX ujieHaM [eppuTopuanbHONM KOMHCCUH, B CpOK,
YCTAHOBJICHHBIA PEIIAMEHTOM TeppUTOPHATIBHON KOMUCCHH.

Ecmu unen TeppuropuanbHOM KOMHCCHUM HAxXOJWUTCS B OTIYCKE,
KOMaHJMPOBKE UJIM OTCYTCTBYET IO O0JIE3HU, IPEIHA3HAYEHHAS JUIsl HETO IanKa ¢
JOKYMEHTaAMHU OCTaeTCsl A0 €ro BO3BpAllE€HHsS Y OTBETCTBEHHOIO 3a BEJCHHE
JIEOMPOU3BOACTBA (32 MOJATOTOBKY 3acCeAaHMsl).

Unenam TepputopragbHOM KOMUCCUHU C IIPABOM COBEIIATENIBHOTO IOj0ca U
JuuaM, IpUIVIAIIEHHBIM Ha  3aCE€JaHHe, COOTBETCTBYIOUIME  MaTEpHUaJbl
NIEPENAOTCS NIEPE] HAYAJIOM 3aCEaHuUs.

7.2.9.1lepen  HayasioM  3acellaHsi  OTBETCTBEHHBI 3a  BEJCHUE
JIEJIOMPOU3BOCTBA (32 MOATOTOBKY 3aCEIaHus) PETUCTPUPYET MPUTIIAIIEHHBIX Ha
3acefaHue  JIML, ~ CHMCOK  KOTOPBIX  MPEICTaBIAETCA  IIPEACENATEIIo
TepputopualibHON KOMUCCHHU.

7.2.10. Ha 3acenanuu TepputopuaibHOW KOMHUCCHUU BEIETCS MPOTOKOI M
MOXET MPOU3BOJUTHLCS ayauo3anuch (BHUIeo3anuch). B ciaydae mnpousBoacTBa
aynuo- wid  (BUAEO) 3alucCu  WIeHbl TeppUTOpHUAIbHOW  KOMHCCHUH U

IMPUTIIAICHHBIC YBCIOMIIAKOTCS 00 »TOM a0 00BSABJICHHUS IOBECTKHU JAHA 3aCCIaHUA.

7.3. Boinmyck AOKYMEHTOB, PaccMOTPEHHbIX Ha 3aceJaHu U

TeppuropuajbHOil KOMHCCHH.



7.3.1. JIOKyMEeHTBI, PAcCMOTPEHHBIE Ha 3acelaHuHu TeppUTOpHUATBHOU
KOMHCCHH, B Cllydae, €CId B XOJE 3aCENaHMsl BHOCHUIIMCh WU3MEHEHHs, JOJDKHBI
OBITh 10pa0OTaHBbI, a 3aT€M IOJAIMCAHBI, 3aPETUCTPUPOBAHBI U PA30CIAHBbI.

7.3.2. Cpok 10pabOTKH AOKYMEHTOB HE JIOJDKEH MPEBBINIATH TPEX pabodmx
IHEN mocne AHS 3acelaHus, €Clii HMHOM CpOoK He ompenenceH (enepaabHbIM
3aKOHOM M (Wiu) 3aKOHOM cyObekTa Poccuiickoit @enepaiuu, periiaMeHTOM
TeppuToprasbHOM KOMUCCHH WIIK HE OTOBOPEH Ha 3aCEIaHUMU.

7.3.3.1lpu nopaboTke JOKYMEHTa MCIOJIHUTEIb BHOCUT B  TEKCT
COrJJacOBaHHbIE B XOJ€ 3acefJaHusi u3MeHeHus. B ciywae npuHATHA
TeppuTopualibHOM KOMHCCHEH pelIeHHsT O HEOOXOAMMOCTH KOHTpOJsA 3a
BBIIIOJIHEHHEM DPELICHHUs €ro TEKCT JOIOJIHAETCS IYHKTOM, B KOTOPOM
HA3HAYalOTCs JIMIIA, OTBETCTBEHHBIE 32 MCIIOJIHEHUE, U B Cllydyae HEOOXOIUMOCTU
ONPENEIAETCS CPOK UCIIOTHEHUS.

[Ipu HEoOXoauMOCTH, B Clydae BHECEHHUS B JOKYMEHT COIJIACOBAaHHBIX Ha
3aCEJaHUM U3MEHEHMM, OH BU3UPYETCS Yy YJICHOB TeppUTOPHAIIBHON KOMHCCHH,
BHECILMX HA 3aCEAaHUM COOTBETCTBYIOIME IIPEIIOKECHHMSL.

Buszel mpocTaBnsoTcsi Ha OOOpPOTHOM CTOPOHE TOCIEAHETO JIMCTa
JOKyMEHTa (pelieHus, MPWIOKEHUs) MO0 YCTAHOBJICHHOW (opme (TpuiiokeHue
Ne 6).

7.3.4. UcrionHUTEINb CIEINUT 32 KOMIUIEKTHOCTBIO IPHJIAraéMbIX K PELIEHUIO
JOKYMEHTOB M pacIoyiaraeT MX B TOM IMOCIEIOBATEIBHOCTH, B KOTOPOM OHHU
YIOMHHAIOTCS B TEKCTE.

7.3.5. Ecnmu  Bompochl, coaepkammecs B pelieHuu TepputopuaibHON
KOMHCCHH, KacarwTCd JEATEIIbHOCTH OJHOW WM HECKOJbKMX CTOPOHHMX
OpraHu3alMii, K JOKYMEHTY NpPWIAraercsi JMCT COINIACOBAHUS, B KOTOPOM
YKa3bIBAa€TCs HAMMEHOBAHUE OpraHMU3alMM, JOJDKHOCTb, MHULMAIBI U (amMuiIns
JOJDKHOCTHOTO JIMIA, C KOTOPBIM 3TOT JOKYMEHT COIJIacOBaH, W CTAaBUTCA €O
JUYHAS TOJIUCH.

CornacoBanue MoOkeT O(OPMIIATBCS HAa IMOCIEAHEM JIMCTE pPELIEHUS

TeppuropruasbHON KOMUCCHH.



7.3.6. K odopmneHHOMYy A MOAMHCAHMUS PEUICHUIO TeppuTOpUaNIbHON
KOMHCCHH MWCIOJHUTENb MPWIAraeT oOT4eT O pPa3MEIIEHUU pEeuIeHUs Ha
opunmaneHoM  caiite  TeppuTopuanbHOM  KOMHUCCMM M pPAacChUIKE IO
COOTBETCTBYIOILIMM ajjpecaTaM, KOTOPbIM HampaBJsieTCs] pelieHne n30upaTenbHOn
komuccuu (ganee — Otuer) (npusoxerue Ne 7).

B Ortuer BKiIIOUalOTCS JOMKHOCTHBIC JIHIA (OpraHU3aIlK), KOTOpbIe OYIyT
3aJIeCTBOBAHbl B peajM3aldd MPHUHATOIO JOKYMEHTa WU JOJDKHBI OBITH
IpOMH(OPMHUPOBAHBI O €70 COJAEPKAHUU U KOTOPBIM 3TOT JOKYMEHT JOJKEH OBITH
pa3ociaH.

OT4eT NOANMCHIBACTCS HCIIOJHUTEIEM M YTBEPKIACTCA IPElCeNaTeeM
TepputopuaibHOM KOMHUCCHH.

7.3.7. ObopMieHHBI KOMIIEKT JTOKYMEHTOB (perieHue, 0003HA4YCHHbBIC B
€ro TeKCTe MNpwiIoKeHus, OTUeT) HCIOJIHUTENb IEpelacT OTBETCTBEHHOMY 3a
BEJICHUE JEJONPOMU3BOACTBA (32 IMOATNOTOBKY 3acelaHusi) Il [POBEPKU
IPABWJIBHOCTH O(OPMIICHHUS TOKYMEHTOB U MOCIEAYIOLIErO UX MPEACTABICHUS Ha
HOJAIHKCH NPEACENATEIN0 U ceKpeTapro TeppuTopuanbHOM KOMUCCHUM.

7.3.8. Pemlenne  moamMchIBaeTCcs  MpEeACEnareieM M CEKpeTapeMm
TeppuropuaibHOM KOMHUCCHH.

Ecnmun na 3acemanum TepputopuanbHOM KOMHCCUHM IPEACENATENHCTBOBAI
3aMECTHTENIb  Hpeacenareiass  [eppUTOpUANbHOW  KOMHUCCHUH,  CEKpeTaphb
TeppuTropraIbHON KOMHCCHM WIN OAWH U3 WICHOB TeppuTOpHaIbHOM KOMUCCUU €
IpPaBOM pEIIAIIIEr0 TroJioca, a TakkKe €eClOd IOJHOMOYHSA  CEKpeTaps
TeppuropraIbHOM KOMHMCCUHM OCYILECTBIISAJ OAUH W3 WICHOB TeppUTOpHaNbHOU
KOMHCCHH € IIPABOM PEILIAIOLIEro rojoca, TO MOANUCH B IIPOTOKOJIE, HA PEIICHUN
0(OPMIISIOTCS CIICTYIOITIM 00pa3oM:

«3aMecTuTens npencenaresss TeppUTOPUAIBHONM KOMHUCCHM» — B Cllydae
BPEMEHHOI'0 OTCYTCTBHS Npeaceaarens TeppuropuanbHO KOMUCCHH;

«Ucnonustromnii  00s13aHHOCTH Tipeacenatens TeppuTopuanbHON KOMUCCUI —

npu Hanuuuud peuieHus: Cankr-IlerepOyprckoid M30MpaTeNbHONM KOMUCCUU O



BO3JIOKCHWM Ha OJHOTO M3 WICHOB TeppuUTOpHAIbHOM KOMHCCHM C IIPAaBOM
PELIAOIIETO T0JI0ca NOJHOMOYMHI Npeacenaress TeppuTopuaibHOW KOMUCCHY,

«IIpencenarenpCTBYOIIUM HA 3aC€NaHUN T EPPUTOPUATIBLHON KOMUCCUW - B
ClIy4ae BpPEMEHHOTO OTCYTCTBUS NpEACEAaTeNs, 3aMECTUTENs MpeacenaTess
TepputopuanbHoii kKomuccuu, otTcyTcTBHs pemieHus: Cankt-IleTepOyprekoit
n30upaTeabHOM KOMUCCUH O BO3JIOKEHUH HA OJHOTO U3 WieHOB TeppuropuaabHOM
KOMHMCCUM C IIPaBOM DpEIIAKOLIEr0 TIojoca IIOJHOMOYMM  Ipeacenaresns
TepputopuajibHOM KOMHUCCHM W TPU HAJIAYUM PEUICHUS [eppUTOPUAIBHON
n30UpaTeTbHOM KOMHUCCHH;

«Mcnonustommii 0043aHHOCTH cekpeTapsi TeppUTopuanbHOM KOMUCCUU» —
B Clly4a€ Hajau4usl peumieHus TeppuTopuanbHOM KOMHCCHUM O BO3JIOKEHUU Ha
OIHOTO W3 WICHOB TeppUTOpHAIBHOW KOMHCCHUM C IPABOM PEIIAIOLIErO rojoca
MOJIHOMOYMH cekpeTaps TeppuTopruaibHOM KOMUCCHHU.

«Cekperapp 3acenanus TeppUTOpUaIbHOM KOMHUCCHMM» — B Cllydae
BPEMEHHOT'O OTCYTCTBHUS CEKpeTapsi M30upaTesibHOM KOMHUCCUU W TNpPU HAIUYUU
penieHus: n30upaTebHON KOMUCCHH.

7.3.9.Ilocne mnoanucaHus peUIeHUs PETUCTPUPYIOTCS —MpelceaaTeNIeM
(OTBETCTBEHHBIM 3a BEACHHE AEJIONPOU3BOACTBA) TeppUTOpUATILHON KOMHUCCHH C
UCIIONb30BaHUEM peructpanuonHoit ¢opmel. Ha nmokymentax wu  Otuere
IIPOCTABIISIECTCS PETUCTPALIMOHHBIA HOMED.

7.3.10. PemeHus HyMepyrTCs B XpPOHOJOTHYECKOHN MOCIEA0BATEIbHOCTH
B IIpelenax cpoka nonmHomounii TeppuropuanbHon komuccuu. Homep pemenus
COCTOMT M3 HOMEpa IMPOTOKOJIA U MOPSAKOBOTO HOMEpPA PELICHHS, Pa3AEICHHBIX
neducom, Hanpumep: 1-5.

7.3.11. Yka3aHHbIE BbIIIE PEKBU3UTHI BHOCSTCS B PETUCTPALMOHHYIO (OPMY.

7.3.12. Pa3pemieHue Ha TUPKUPOBAHUWE JOKYMEHTOB B HEOOXOAMMOM
KOJIMYECTBE JAeT MpeAceaaresb [eppuTOpUaIbHOM KOMMCCUHU. JIOKyMEHTBI
TUPAXKUPYIOTCA OTBETCTBEHHBIM 32 BEICHHUE IEJIONPOU3BOACTBA (32 MOArOTOBKY
3acelaHusi) B COOTBETCTBMM ¢ OTyeToM, Ha KaXJAOW KOMHH JIOKYMEHTa

MpOCTABJIICTCA 1Ic4yarTsb, YAOCTOBCPAOIIAA moAInMcu npeaceaarcirsi



TepputopuaibHOl KOMHCCHMM U CeKpeTaps TeppuTopuanbHONM Komuccum (0e3
BOCITPOU3BEICHUS MTOAMKCEN).

7.3.13. Konuss pemenus TeppuTopuaibHOM KOMHMCCHM  HampaBJsieTCs
TpaXJAaHUHY B Cllydae, €ClIM ero ooOpaiieHue B TeppUTOpuaibHYyI0 KOMHUCCHIO
MOCIYKWJIO OCHOBaHMEM JUIsi PACCMOTPEHMS BOIpOca Ha  3acelaHuu
TeppuropruaibHON KOMUCCHH.

7.4. OdopMmiieHre MPOTOKOJIA 3acefaHusi TeppuTOPHAIBLHOH KOMHCCHH.

7.4.1. Ilpotokon 3acenanusi TeppuTopualibHOW KOMUCCUH OhopMIIsieTcs Ha
OnaHKe B CPOK, YCTAHOBJICHHBIN periiaMeHTOM TeppuTOpUaNbHON KOMUCCHUHU.

7.4.2. IIlpoToko 3aceaHusi MOXET O(POPMIIATHCS B TOJTHOM WM KpaTKOU
dbopwme.

7.4.3. Tekct npoToKoNa 3acenaHus TeppuTOPHATIEHON KOMHCCHUU COCTOMT
Y3 JIBYX 4aCTE€W — BBOJHOW U OCHOBHOM.

7.4.4. B BBOJHOM 4YacTH MPOTOKOJIA YKa3bIBAIOTCS (aMUIMs U HWHUIUAIBI
npeacenaTeNabCTBytomero  (mpeaceaarens — TeppuTopuasbHOM ~ KOMHCCHH,
3aMECTUTENIb  Mpeacenarenss  TeppUTOpUAIBHOW  KOMHUCCHUH,  CEKpEeTaphb
TeppuropraIbHOH KOMHMCCUHM) M MPUCYTCTBYIOIIMX Ha 3aCEIaHUU: 3aMECTHUTEIIS
npeacenarens TeppuropuaibHOM KOMHMCCHM, CEKpeTaps TeppuTOpualibHOM
KOMHMCCUM M 4YJIEHOB TeppUTOpHMaIbHOM KOMHCCHUM, B TOM YHUCJIE C IIPaBOM
COBEIATEIbHOTO TOJIOCAa U JIMIL, MPUTJTIANICHHBIX Ha 3acelaHue, B ajl(paBUTHOM
MOPSAKE.

JlomyckaeTcsi oGopMIICHHE NPUCYTCTBYIOIIUX OTIENbHBIM CIIMCKOM C
yKa3aHUEM HWHULKANIOB, GaMunuidi u JospkHocTed. ChnHcok mpuiiaraercss K

IMPOTOKOJIYy 3aCCOaHH:.

Hanpumep:

IIpencenarenbCTBOBA: [Ipencenarens TeppuropuanbHO H30UPATEITLHON
komuccuu Ne 52 @©.1N.0.

[IpucyrcTBOBaM:

3aMecTUTeNb IpeaceaaTens d.N.0.

TepputopualibHOM H30HpaATEIEHON
komuccun Ne 52



Unens! TepputopuansHoii u3dbuparensuoit  O.1.0.
xomuccuu Ne 52

Unens! Teppuropuanbaoit nzdbuparensHon  ®.1.0.
komuccuu Ne 52 ¢ mpaBom
COBEIATEILHOTO TOJI0Cca

[Ipurnamenueie ®.1.0.

7.4.5. 1loBecTka [HS BKJIIOYAeTCs B BBOJHYIO 4YacTh mpoTokosia. OHa
COCTOUT U3 MEPEUYHCICHUS BOIMPOCOB, KOTOpPhIE OOCYKTAIOTCS Ha 3acelaHUU, U
3aKperuisieT MOCHeAOBAaTeIbHOCTh WX OOCYXJIeHHS M (aMUINU JIOKJIaTIUKOB
(BBICTYMAIOIINX ).

Kaxxapiit Bompoc moBeCTKH AHs 3acefdaHusi HyMepyeTcs: apabckoi nupoi,
ero HauMmeHoBaHHue (opmyaupyroT ¢ npemiora «O» unu «O6». Tlo kaxaomy
MYHKTY yKa3bIBaeTCs MOKIAAYUK W (opMa MpencTaBiIeHHs] Bompoca (JOKIamd,
oT4eT, cooOIIeHue, nHpopManus).

7.4.6. OCHOBHAsI 4acTb NPOTOKOJIA COJIEPKHUT CTOJBKO Pa3/IeNIOB, CKOJIBKO
IYHKTOB BKJIFOYEHO B ITIOBECTKY AHS. B COOTBETCTBUM C HEM pa3zienbl HyMEpYIOTCS.

Kaxnpii  paszmen  coctout w3 Tpex  yacre:  «CIIYIIAJIN»,
«BBICTYIIWIN», «TepputopuansHas uzduparenbHas komuccus Ne 52 pemuiay,
KOTOPBIE NIEYATAKOTCS OT FPAHMILIBI JIEBOTO MOJIA.

B wactm «CJIYIHAJIM» KpaTko WM3Jaraercs TEKCT BBICTYIUICHUS
nokinamunka. Miaunmane! v pamMunus OKIagurKa MeYaTaloTcsl ¢ KpacCHON CTPOKHU B
pPOIMTENBPHOM IMaJeXe. 3amuch JOKJIAJa M3Jaraercss OT TPEThEro JIMIA
€IMHCTBEHHOTO YMCJIa U OTAEISAETCS OT (paMUIInK TUPE.

Ecnu TekcT noknaza mpuiiaraercs K IpOTOKOJY, TO MCHOJIB3YETCs CChLIKa
«Texcr noknana mpuiaraeTcs.

B uwactu «BBICTYIIMJIN» nepedncnstorcs BBICTYNAIOIMIME W aBTOPBI
BOMNpocoB. MHummanel 1 paMusns BHICTYNAOLIETO MMEYaTAIOTCS ¢ KPACHOM CTPOKU

B HMCHHUTCIIPHOM IIaIACXKCE. KpaTKaSI 3allMChb BBICTYIUICHHA 110 CYIICCTBY



paccMaTpUBaEMOro Bonpoca (Mo PELICHUIO NPEeICENaTENbCTBYIOIIET0) U31araeTcs
OT TPETHErO JUIA EAMHCTBEHHOTO YHCIIA.

Ecnu TekcT BBICTYIUIEHMSI TMpUiaraerca K MPOTOKOIY, TO HCIOJIb3YETCs
ccbulKa « TeKCT BBICTYIUICHHS TPUIIAraeTcs.

B wactu «TeppuropuanbHas uzbuparenbHas komuccus Ne 52 peruia:y
OTpakaeTcs MPHUHITOE pEeUICHHE M0 OOCYXJAaeMOMYy BOIIPOCY U Pe3yJbTaThl
rOJIOCOBAHUS.

Conepxanue 0co0Oro MHEHHS, BBICKa3aHHOTO BO BpeMsi OOCYXKIEHHS,
3alKMCBIBAETCSI B TEKCTE MPOTOKOJA IIOCIE COOTBETCTBYIOLIErO PELICHUS WIN
opopmMiIsieTcs Ha OTACIBHOM JIMCTE M TOMEIIAETCS MOCIE COOTBETCTBYIOUIETO
peuieHusl.

7.4.7. Ilpotokon 3acenanusi TeppuTopuaibHON KOMHUCCHH MOJIHCHIBACTCS
npenacenarenemM TeppuTopuanbHON KOMHUCCHM (WU MPECENaTeNIbCTBYIONINM) U
cekpetapem TeppuropuaibHON KOMHCCUU (4I€HOM TeppuTOpUanbHOW KOMUCCHUH,
UCIIOJIHSIBIIMM ~ O0SI3aHHOCTH  cekpeTapss TeppuTopuanbHOM KOMHUCCHU, WU
cekperapeM 3acenaHus TeppuToprualibHOW KOMUCCHH).

7.4.8. [IpoTOKONBI  3acelaHUil  HYMEPYIOTCSI B XPOHOJIOTHYECKOM
MOCJIEIOBATEILHOCTH B MpeJeiax Ccpoka moJiHoMouuid TepputopuanbHOU
KOMUCCHUHU.

7.4.9. IIpotokomnsr 3aceqanuii TeppuTopuaabHON KOMUCCHHU, TTPUOOIIIEHHBIC
K HUM pElIeHUs BMECTE C MaTepuajaMu, MOCITYKUBIIMMU OCHOBAHHUEM I HMX
MPUHATHUS, OCOOBIMA MHEHUSMH WICHOB TeppuTOpHATEHON KOMUCCHU XPAHSITCS Y
npeacenarenss TeppUTOpHalbHOW KOMHMCCHHM, a 3areM, O(QOpMIICHHbIE B

COOTBCTCTBHHU C Tpe6OBaHI/I}IMI/I I/IHCprKHI/II/I, NNepecaaroTCsAa B apXuB.

8. Odopmiienne npuxkasos npeacenarens TeppuTopuajbHOH KOMUCCHH

8.1. ITpuka3 mnpencenarens TeppUTOpuaIbHOM KOMHUCCHH IO OCHOBHOM
NEATETPHOCTH W JIMYHOMY cocTaBy (manee - [Ipukas) odopmisercs Ha OiaHKe

ycTaHOBJIEHHOU (popMmbl (Tipuiioxkerue Ne 3.3).



8.2. Tekct Ilpuka3za COCTOMT, Kak MpPaBUJIO, U3 KOHCTATHUPYIOWIEH H
pacrnopsauTENbHON YaCTe U TOJKEH UMETh 3ar0JIOBOK.

8.3.B  KoOHCTathpyrolmel 4YacTH  H3JararoTcd Uead W 3334
MPEANKUCHIBAEMBIX JIeWCTBUM. Ecnu ocHOoBaHneM Kk wm3fanuto llpukasza sBisieTcs
HOPMATUBHBIM MPABOBOW aKT WM PACHOPANUTENBHBIM JOKYMEHT, TO B
KOHCTATUPYIOIIEH YaCTH YKa3bIBAIOTCS €r0 Ha3BaHME, 1aTa, HOMEP, 3ar0J0BOK.

84.B pacnopsIuTENbHON 4acTu coziepxKaTcs NIEPEUNCIICHUE
MPEANUCHIBAEMBIX JIEHUCTBUM, CpoKH U wucnoaHutend. Ilynkrer Ilpukasa
HYMEpPYIOTCs apaOCKUMU LIUPpaMu ¢ TOYKON U HE UMEIOT 3aT0JI0BKOB.

8.5. Ecu Ilpuka3 u3MeHsIET, OTMEHAET WJIM JIONOJHIET paHee W3JAaHHbIN
[Ipuka3 nnum ero OTaeNabHbIE ITYHKTHI, TO 3TO OroBapuBaercs B Tekcte [Ipukasa.

8.6. B mocneqneM myHKTE pacnopsIuTEIbHON YacTH, IPU HEOOXOIUMOCTH,
YKa3bIBaeTCs JOJKHOCTHOE JU1O, Ha KOTOpOE BO3JIaraeTcs
KOHTpPOJIb 3a HcnojiHeHneM IIpukasa.

8.7.1lpu Hammuuu npunoxeHut Kk Ilpukasy B TEKCT€ Ha HHUX
00s13aTeIBHO JIETIAETCs CChUIKA.

8.8. Ecniu B Ilpumkasze coxmepkarcs BOMPOCH (PMHAHCUPOBAHHS BBHIOOPOB,
oOecrieueHus JEITENIbHOCTH TeppUTOpUAIbHOM KOMHUCCUHM, DJKCIUTyaTalluud U
pa3BUTUSL CPENCTB aBTOMATH3allMM, OOYUYEHHUs OpraHU3aTOPOB BHIOOPOB U
YYaCTHUKOB HW30MpATEIbHOrO TMpoLecca, TO OH BU3HPYETCA VY TJIABHOTO
oyxranrepa.

Bussl mpocraBisioTess Ha 000pOTHOM cTopoHe mocienHero jucrta [Ipukasa,
NPWIOKEHUS K HEMY 110 YCTaHOBJIEHHOU popme (mpusioxkenue Ne 6).

8.9.1locne mnonmucanuss IIpuka3sl PEruCTPUPYIOTCA MpeaceaaTesneM
(OTBETCTBEHHBIM 3a BEACHHE AEJIONPOU3BOACTBA) TeppUTOPHATIEHON KOMHCCHH C
UCIIOJIb30BAHUEM PErUCTPALIMOHHON (PopMBI (3KypHa) U GOpMHUPYIOTCSA B J€ja B
COOTBETCTBUM C HOMEHKJIATypou naen TeppuropuanbHOM KOMHMCCHUU BMECTE C
JOKYMEHTaMU, IOCIYKUBIIMMHU OCHOBaHHWEM i1 u3nanus IIpukasa.

8.10. Ilpuka3aM mpUCBaMBAIOTCA PETUCTPALMOHHBIE HOMEPA B IIpeAenax

KaJIEHAapHOTO TOAa.



8.11. Konnu [Ipuka3oB 3aBepsArOTCS NEYATHIO.

8.12. IIpuka3ssl BMeCTE C JOKYMEHTAaMHM, IIOCIY>KMBLIIMMU OCHOBAaHHUEM IS
UX W3JaHMs, XpaHATCs Yy Ipexacenarens (OTBETCTBEHHOIO 3a  BEACHUE
JIEIONPOU3BOACTBA), a 3aTeM, O(QOPMIICHHBIE B COOTBETCTBUH C HACTOSIICH

NHCcTpyKUKEN, IEPEIAOTCS B apXUB.

9. KOHTpOJIb MCTIOJIHEHHUS TOKYMEHTOB M NOPY4YeHUil

9.1. KOoHTpOI10 MCTIOTHEHUSI TOITIEXKAT:

NOPYYEHHUS, COEPIKAILNECS B TOCTAHOBIEHUAX U Apyrux nokymenrtax [{UK
Poccun, Cankt-IlerepOyprckoit  m30upaTenbHOM KOMHUCCHU, B  PEIICHHSIX
TeppuropuaibHOM KOMUCCHU;

- mopyudenus, coaepxamuecs B [Ipukaszax npencenarens TeppuropualibHOU
KOMMCCHH;

- MUCbMEHHBIE OPYYEHUS Npeacenaresns TeppuToprualbHON KOMUCCHH;

- BXOJSIIME JOKYMEHTHI, B TOM YHCIJIE€ MHCbMEHHbIE OOpaIlIeHUs TpaxkIaH,
yKazaHHbIE B [lepeuHe noanexamux KOHTPOJIIO TOKYMEHTOB C YKa3aHUEM CPOKOB
ucrnosiHeHust (rnpuioxenue Ne 8), B COOTBETCTBUM € YKa3aHUSAMU MO UCTIOJHEHUIO
JNOKyMEHTa npenacenares TeppuropuaibHON KOMUCCHUY;

- UCXO/SIINE IOKYMEHTHI, TPEOYIOIIHNE OTBETA;

- IOPYYEHHUs], COAEPKAIIUECS B MPOTOKOJIAX 3aceqaHnil TeppuropuanbHOU
KOMMCCHH;

- TUTAHBI MEPOIIPUATHIA.

9.2. KOHTpOb HMCHOJIHEHHS JIOKYMEHTOB, YKa3aHHbIX B mnozpaszaene 9.1
HacTosimier WMHCTpykuuu (3a HMCKIIOYEHHUEM UCXOJSAUIUX JTIOKYMEHTOB), IO
CyIIECTBY 3aTPOHYTBIX B HHUX BONPOCOB OCYILIECTBIISIET MpEJCENATEINb
TeppuropruaibHON KOMUCCHH.

9.3. KOHTpOib MCIHOJHEHUS HUCXOASIIMX JOKYMEHTOB, B TOM YHUCJIE 3a
CBOEBPEMEHHOCTBIO TOJIyYEHMsT OTBETOB Ha 3ampockl TeppuropuanbHOU
KOMHUCCHH, OCYIIECTBIISIIOT PaOOTHHUKH, OTBETCTBEHHBIE 3a MOATOTOBKY JIaHHBIX

JOKYMCHTOB.



9.4. Cpoku WUCHONHEHUS TMOPYYECHUH, COAEPKAIMUXCSI B PEHICHUAX
TeppuropuanbHor komuccud, llpukazax mnpexacenarens TeppuTopuaibHON
KOMHCCHUH, MNCbMEHHBIX MOPYYEHUH npeacenarens TeppuropuanbHON KOMUCCUU
ONPEIEIAI0TCS 3TUMU JOKYMEHTaMHU.

9.5. JIOKyMEHT MOJJIEKUT UCIIOTHEHUIO B TeueHue 30 KaleHAapHbIX JHEU CO
JHS €ro perucrpaluy, 3a HCKIIOYEHHEM CJIy4yaeB, MPEeIyCMOTPEHHBIX
nojpasziesnom 9.6 HacToAILIEro pasaena.

Ecnu nmocneanuii 1IeHb MCMIOMHEHUS JOKYMEHTA MPUXOIUTCS HAa HEpaOouHii
JI€Hb, TO OH MOJJIEKUT UCTIOIHEHHIO B MPEIIECTBYIONINI eMy pabouuil 1eHb.

JlokyMeHTBl ¢ noMeTkaMu «Becbma cpoyHO», «CpOYHO» HMCHOJHSIOTCS B
TPEXJAHEBHBINA CPOK, TOKYMEHTBI C MOMETKON «ONepaTuBHO» — B JECATUIHEBHBIN
CPOK CO JHS YKa3aHHMsI 10 UCIIOJHEHHMIO.

Ecnu nocnenHuil 1eHb MCHIOJHEHUS JOKYMEHTA, CONEPIKAIIEr0 MOMETKY O
CPOYHOCTH HCIOJHEHMSI, MPUXOAUTCA Ha HepaOouuid JeHb, TO OH MOIJIEKUT
UCITOJIHEHUIO B CJIEAYIOIIUI 32 HUM paOOuuil JeHb.

9.6. CpoKM  UCHOJHEHHsS  BXOASUIIMX JOKYMEHTOB YCTAHOBJIIEHBI B
npuiioxeHuu Ne 8.

OOpaieHus 1Mo BompocaM BBIOOPOB M pedepeHAyMOB, IMOCTYIUBIINE B
nepuos, M30MpaTeabHONW KaMIAaHWM, HCIONHSAIOTCS B CPOKH, YCTaHOBJICHHBIC
denepanbHbIM 3aKOHOM «O0 OCHOBHBIX TapaHTHUSX M30MpATENbHBIX MPaB U MpaBa
Ha ydacTue B pepepenayme rpaxaan Poccuiickoit deaeparum.

9.7. OTBETCTBEHHOCTh 32 CBOEBPEMEHHOE M IIOJIHOE BHECEHHE B
perucTpaoHnyro ¢opmy (KypHaia) CpPOKOB MCIOJHEHUS JOKYMEHTOB H
uHOpMAIIMU O COCTOSIHUM HCIIOJIHEHHS JOKYMEHTOB, KOHTPOJb CpPOKOB
UCIIOJIHEHHSI JIOKYMEHTOB BO3JIAralOTCsl HAa OTBETCTBEHHOIO 32 BEJICHUE
JEJIONPON3BOACTBA.

9.8.B riaHax MEpONPUATHH, YTBEPKICHHBIX pELICHUSIMU
TepputoprallbHOM KOMMCCHH, IIpHUKa3amMu Ipeacenarens TeppuTopHaibHON
KOMHUCCHUU, CPOKU HCTIOJHEHUS OTJEIbHBIX IMYHKTOB MOTYT OBITh MOCTABJICHBI Ha

KOHTPOJIb.



9.9.1lpu HEOOXOOUMOCTH MNPOMJIEHHS CpOKAa WCIOIHEHUS JOKYMEHTa
OTBETCTBEHHBIN 3a MCIIOJHEHUE HE IO3/IHEE YEM 3a TPU AHS JO HUCTEUYEHUS CPOKa
WCIIOJIHEHUS TOKYMEHTa MNPEICTABISAET HAa UM Mpeacenarens TeppuropuaibHON
KOMHUCCUHU JTOKJIAJHYIO 3aITUCKY C MOTHBUPOBAHHOW MPOCHOOH O €T0 MPOAJICHHH.

9.10. JIOKyMEHT CUMTAETCS MUCHOJHEHHBIM U CHUMAETCS C KOHTPOJS MOCIEe
pelieHrs BCEX IIOCTaBJIECHHBIX B HEM BOINPOCOB, COOOUIECHUS PE3YJIbTATOB
PacCMOTPEHHUSI BCEM 3aMHTEPECOBAHHBIM JIULIAM.

9.11. OcHOBaHUSAMH 7151 CHATHUSL JOKYMEHTA C KOHTPOJIS SBJISIFOTCS:

pemieane  TeppuTOpuasbHOM  KOMHCCHH, NpUKa3  [peacenaress
TeppuToprUalIbHOW KOMUCCHH T10 PE3YIbTaTaM UCIOJHEHUS JOKYMEHTA;

OTBET Ha BXOISALIMN JOKYMEHT I10 CYIIECTBY;

MOJIy4eHHE OTBETA OT OpraHW3alluid, B KOTOPHIE JOKYMEHT ObLI HaImpaBicH
JUISl PAcCMOTPEHHUsI IO CYLIECTBY IIOCTABJIEHHBIX B HEM BOIPOCOB M OTBETA
3asIBUTEIIIO;

HampaBjieHue oOpallleHHusl B JAPyrHe OpraHu3aluu Uil pacCMOTPEHHS IO
CYILIECTBY IOCTaBJIEHHBIX B HEM BONPOCOB U MOCIEAYIOLIEr0 MHPOPMUPOBAHUS
aBTOpa O pe3yJbTaTax pacCMOTPEHUS;

BU3a IpeacenaTens Ha JoOKyMeHTe «B neno», « CHATb ¢ KOHTPOJIISD.

9.12. JIoKyMEHT HE CUUTAETCS UCIIOIHEHHBIM U OCTAETCSl HA KOHTPOJIE:

€CJIM OH HampaBJsieTCsl B JAPYrMe€ OpraHbl WM OPraHu3aluu C IEIbIo
noiayueHus TeppuTopuanbHOM KOMHUCCHEH HWH(pOpMaluu, HEOOXOIUMOU s
pPacCMOTpPEHHUs MO CYIIECTBY MOCTABJICHHBIX B JOKYMEHTE BONPOCOB. B ciyuae
HeoOxoaumoctu TepputopuanbHas Komuccuss UHGOpPMUpPYET 00 3TOM aBTOpa
JOKYMEHTA;

€CJIM OH HalpaBisIeTCss B JAPYrM€ OpraHbl WIM OpTraHu3aluu s
PacCMOTPEHHUS 10 CYIIECTBY IMOCTABICHHBIX B HEM BOIIPOCOB M OTBETA 3asIBUTEIIO
¢ TocienyomuM HHGopMUpoBaHUEM TeppUTOPHATHHON KOMUCCUU O PE3YJIbTaTax
WCIIOJTHEHUS;

€CJIM Ha HEM HE CTOUT OTMETKA Ipeacenarens TeppuTopraibHON KOMUCCUN

O IIPUHATUH UCIIOJTHCHUS.



10. U3roroBiieHHME U MCIIOJIH30BAHNE MeYaATEeH U IITAMIIOB

10.1. lnsg ygocToBepeHUsT MOAIUMHHOCTU JOKYMEHTOB WJIM COOTBETCTBUS
KOMHMM JOKYMEHTOB TMOJJIMHHUKAM, IMPOCTABICHHUS OTMETOK O IIOJYYEHUH,
perucTpauuyd JIOKYyMEHTOB B TeppUTOpPHAIIBHOM KOMHMCCHHM HCIIOJIb3YHOTCS
repOOBBIE U JIPYTUE NIEYATH U IITAMIIBI.

10.2. M3zroToBneHue meyaTed M IMITAMIIOB OCYIIECTBIAETCS MO YKa3aHUIO
npenacenarens TeppuTopuaibHOM KOMUCCHUM.

10.3. 'epOoBass mewarb nmpocTaBisiercss Ha [lodeTHbIX TrpamMoTax u
OnmarogapHOCTSIX, (UHAHCOBBIX JIOKyMEHTax TeppUTOpHAIBbHOM KOMMCCHUH,
rapaHTUHHBIX MHCbMAax, JIOrOBOPAX, TOCYAApPCTBEHHBIX KOHTPAKTaX M B JIPYTHX
MPEAYCMOTPEHHBIX 3aKOHOAATEIBCTBOM CIIydasix.

10.4. Ha pacchuiaeMblx KONUSX pelleHuid TeppUTOpHalbHOW KOMHCCHH,
npuKazax npezacenarens TeppuTopuanbHOM KOMUCCUH, HA MAKETax MpPH OTIPABKE
JOKYMEHTOB, TpU O(OPMIICHHH JOKYMEHTOB Ha MpPUEM TOBapHO-MAaTEpUATbHBIX
LIEHHOCTEM, Ha BHOC U BBIHOC TOBAapHO-MaTEPHUAIbHBIX LIEHHOCTEM, Ha HAKIAJAHBIX
IPOCTABIIAETCS NIeYaTh ¢ HaaANuChio « TepputopuanbHas u3douparenbHas KOMUCCHUS
Ne52.» nnm npu HamM4uM nevyaTe ¢ HaANUChIO « TeppuTtopuanbHas U30MpaTeabHas
komuccust NoS2. JIiist fOKyMEHTOB)

10.5. Ileyatn W 1mITaMnbl NOJJIEXKAT PETMCTPALMUA B OTAEIBHOM >KypHaje
ydyera nedared M mramnoB. [ledatm u mrammsl BBIJAKOTCS MOJ MOANUCH B
KypHaJle yuyera nedarei u mramnoB. Ha skypHane npocraBisieTcs noMmeTtka «Jlis
CIy’)keOHOTO  TOJIb30BaHHUS», €ro JHUCThl HYMEPYIOTCSA, MPOIIMBAIOTCA U
OIEYaThIBAIOTCS.

10.6. Ileyatn u wmTamnbl JOJDKHBI XPAaHUTHCS B HAAEKHO 3aKPhIBAEMBIX
U OlevyaThIBaeMbIX B Hepabouee Bpems cer(hax MM MEeTATMYECKUX IKadax.

10.7. Ilpencenarens TepputopraibHOH KOMUCCUU OCYLIECTBIISIET KOHTPOJIb

3a MMPaBUJIBHOCTBIO XPAHCHUSA U UCITOJIB30BAHUS reyaTei U IITaMIIOB.



10.8. Ilpumeamre B HErOAHOCTh NEYATH U IITAMIbl YHUUTOXKAKOTCS, O YEM
COCTaBJIIETCS aKT, a B JKypHaJe ydeTra Ie4aTed M IUTaMIOB CTaBUTCA
COOTBETCTBYIOIIAsl OTMETKA.

YHUYTOXKEHNE NPOU3BOJUTCS IOCJIE YTBEPKACHUS aKTa MpelceaTeseM
TepputopuaibHONl KOMHUCCHM. MeTajuIMYecKue IedYaTH YHUYTOXKAKTCS IyTEeM
MOJIHOTO CHWJIMBAHMS TEKCTA WM ONUJIMBAHMS JIBYMsS MEPEKPECTHBIMU JIMHUSMH,

Kay4YyKOBBI€ M€YATH U IITAMIIbI Pa3pe3ar0TCsi Ha MEJIKUE YaCTH WJIU CHKUTAIOTCS.
11. ®opmupoBaHue [1eJ1 U MepeIadya ux B apXuB

11.1. CocTaBiieHHe M yTBep:KIeHHEe HOMEHKJIATYPBI JAeJI.

Homenknarypa naen mnpenHazHaueHa JUIsi (OpMHUPOBAaHUS MCIIOJHEHHBIX
JOKYMEHTOB B JIela, CUCTEMaTH3allMl M YydeTa Jel, ONPEACJCHUS CPOKOB HUX
XpaHEHUs! U SIBJISIETCS OCHOBOW Ui COCTABJICHUSI OMMCEW el MOCTOSHHOTO U
BpeMmeHHOro (10 neT u 6osee) XpaHeHUSI.

B HoMmeHkmaTypy Jden BKJIIOYAIOTCS 3aroJIOBKHA i€, OTpakarollue BCe
JIOKYMEHTHpYEMbIe Y4acTKu paboTsl TeppuTopualbHOW KOMUCCUH, B TOM YHCIE
JWYHbIE JIeJIa, CIPAaBOYHBIC U YUE€THbIE KAPTOTEKH U APYTUe yueTHbIE (OPMBI.

3aroyioBOK Jiesia JOJIKEH YE€TKO OTpa)kaTh OCHOBHOE COZEp)KaHHE M COCTaB
nokyMeHToB. He pomyckaercss ymoTpeOiieHHe HEKOPPEKTHBIX (HOPMYIUPOBOK,
BBOJIHBIX CJIOB M CJIOKHBIX 00OpPOTOB.

[Ipn cocTaBieHMH HOMEHKJIATYpPbl JEN CIEAyeT pPYKOBOACTBOBATHCA
periJaMeHToM TeppuropuanbHoii KOMHCCHUH, [Tepeunem THUIOBBIX
yIOPaBICHUYECKUX  apXUBHBIX  JOKYMEHTOB, O0OpasylouMxcs B  Mpoliecce
JeSITEIbHOCTH TOCYapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIMpPABJICHUS U
OpraHu3aluii, ¢ YyKa3aHHEM CPOKOB XpaHEHHUS, YTBEPKIACHHBIM IPHUKA30M
MunucrepctBa KynbTypsl Poccuiickoit ®enepanum ot 25 asrycta 2010 roxma
Ne 558 (manee — IlepeueHb), MOpsAKAMU XpaHEHUS M MEpeJadyd B APXUBBI
JOKYMEHTOB,  CBSI3aHHBIX C TOATOTOBKOM H  MPOBEIEHUEM  BBHIOOPOB,

yrBepknenabiMa  [IUK  Poccum wu  Cankt-lletepOyprckoii  m30OupaTenbHOU



KOMHMCCHEH, HOMEHKJAaTypamu  Jen  TeppuTopuanbHOM  KOMHCCHUM 32
MPEAUIECTBYIOIINE TOBI.

[Ipy moaroroBke HOMEHKJIATYpPHI A€ Ha NPEACTOSIIMN KaJICHIAPHBIA TOJ
HEOOXOMMO YUUTHIBATh XapakTep BEIOOPOB, MPOBOJAUMBIX B MIPEACTOSILIEM TOTY.

Homenkmarypa npen TeppuropuanibHOM KOMHUCCHMM HA MPEACTOSIIUN
KUICHIAPHBIA TOJ COCTABJSETCA B IOCIEIHEM KBapTale TEKyLIEro roaa,
COTJIACOBBIBAETCS C CEKpeTapeM TeppUTOpUaIbHONM KOMHUCCUH, PACCMATPUBAECTCS
Ha 3acelaHuu OKCIIEpTHOW KOMHUCCHUM TeppUTOpHMambHOM KOMHMCCHHM IO
JKCNEPTHU3E LIEHHOCTH JOKyMEHTOB (nanee — OK) yTBepkaaeTcs mnpeacenarenemM
TeppuropnanbHO  KOMHCCHHM, COIJIACOBBIBaeTcA C  cekperapem  (CaHKT-
[TerepOyprckoil n30UpaTeIbHOM KOMHUCCHUM W BBOJUTCSA B JIeCTBUE ¢ 1 sHBaps
caenyroniero rojaa (mpuioxenue Ne 9).

[Ipr moaroroBke HOMEHKJIATYpPbI A€ Ha NPEACTOSIIMN KaJICHIAPHBIA TOJ
HEOOXOMMO YUUTHIBATh XapakTep BEIOOPOB, MPOBOJAUMBIX B MIPEACTOSILIEM TOTY.

B cilyyae BO3BHMKHOBEHUS B TEUEHHUE T'OJa HOBBIX JI€JI, OHU JOIMOJHUTEIBHO
BHOCSITCSI B YTBEPXKICHHYIO HOMEHKIATYpy JAeN M0 YKa3aHUIO MpelcenaTess
TeppuropuanbHOM  KOMHCCUM  IIOCIE€  COIJIACOBAHUSA  C  CEKpeTapeM
Cankrt-IletepOyprckoit n30upaTeIbHOM KOMUCCHH.

Ilo OKOHYaHMM KAJEHJApPHOIO TOJa B KOHILE HOMEHKIATYpbl €l
COCTaBJISIETCSI UTOIOBAsl 3alIUCh O KOJMYECTBE 3aBEJCHHBIX J€1 (TOMOB, 4acTeil),
OT/EJIBHO IO JeJaM ITOCTOSSHHOT'O U BPEMEHHOI'O XPaHEHHS.

Cpox xpaHeHHs! JOKYMEHTOB YKa3bIBa€TC B HOMEHKJIATYPE JEJ CO CChUIKOM
Ha cTtaThlo Ilepeuns. Cpok XpaHEHHs JOKYMEHTOB, HE YKa3aHHbIX B JAaHHOM
[lepeune, ycranaBmuBaercs OIIK mo cormacoBanuto ¢ Cankrt-IletepOyprcekoit
n30upaTeIbHON KOMUCCHUEH.

Hcuncnenne CPOKOB XpaHEHUs JOKYMEHTOB, 3aKOHYEHHBIX
JEJONPOU3BOACTBOM B TEKYILEM Oy, HAUMHAETCS C 1 SIHBaps CIAEAYIOLIEro roja.

11.2. OdopmiieHne IOKYMEHTOB, 3aKOHYEHHBIX 1eJIONPOU3BOACTBOM,

(¢GopmupoBanue M TeKylee XpaHeHue aeJ B TeppuropuaibHOil KOMUCCHH.



3aKOHYCHHBIC JIEIIOTTPOU3BOACTBOM JIOKYMEHTBI o(pOpMIISTIOTCS
B COOTBETCTBMM C TpeOOBaHUSAMHU HacTosed WHCTpyKIuU, CHUCHIBAIOTCA
npeacenareneM TeppuTopruaibHOM KOMUCCUHU B Aem0. [Ipu 3TOM B HUKHEW YaCTH
JIUIIEBON CTOPOHBI TIEPBOTO JUCTA JIOKYMEHTa Ha CBOOOJHOM OT TEKCTa MECTE
CTaBUTCS OTMETKA O €ro MCIOJIHEHUH, paciIndpoBbIBAETCS MOANKUCH MPECcCeaaTeNs
TepputopralbHON KOMUCCHUH, YKa3bIBAETCS HOMEP Jieja 10 HOMEHKIIAType U J1aTa
criucanus. [Ipu HeoOX0IMMOCTH OTMETKA 00 UCTIOTHEHUH MOYKET OBITh C/Ie/IaHa Ha
000pOTHOM CTOpPOHE NEPBOrO JHUCTa JIOKyMeHTa. B perucrtpannonHnyio ¢opmy
BHOCUTCSI OTMETKa O CIIMCAaHWU JOKYMEHTa B JEJI0 C yKa3aHHEM HOMepa Jela
COTJIACHO HOMEHKJIAType JieTl.

WcnonHeHHble JOKYMEHTHI (OPMHUPYIOTCS B Jiela B COOTBETCTBUM C
YTBEPKACHHON HOMEHKJIATYpOH AEI.

Jleno cuuTaercs 3aBECHHBIM C MOMEHTAa BKIIOUEHHS B HEro MEpPBOro
WCTIOJIHEHHOTO JIOKYMEHTA.

[Ipu dopMupoBaHuM Jefna MPOBEPSETCS MPABUIBHOCTh OTHECEHUS
JOKYMEHTOB B JJaHHOE JeJI0, KayecTBO O(QOpMIIEHUS U KOMIUIEKTHOCTb
JIOKYMEHTOB, HAJIMYKE TIOJIUCEH, BU3, PETUCTPAIIMOHHBIX HOMEPOB, CIPABOK A
OTMETOK 00 WCIOJHEHWM, CHHCAaHMM B JeJ0 U JApyrux. HempaBuibHO
oopMIICHHBIC JOKYMEHTHI JOJIKHBI OBITH TOO(POPMIICHBI, a 3aTeM IMOMEIICHBI B
JEJIO.

He nomyckaercs nomeieHue B €10 T0KYMEHTOB, COJEpKaHue KOTOPBIX HE
COOTBETCTBYET 3ar0JIOBKY Jiefa.

[Ipu popmMupoBaHuM J1€71 COONIOAAOTCS CIIEAYIONIME TPEOOBAHUS:

JOKYMEHTBI MOCTOSTHHOTO M BPEMEHHOTO XpaHeHUs (OpMHUPYIOTCS B Jeja
pa3lieNbHO;

B JIeJI0 BKJIIOYAIOTCS TOJIBKO HCIOJIHEHHbIE, MPaBUWIBHO O(POpPMIICHHBIE
JIOKyMEHTBI B COOTBETCTBUU C 3ar0JIOBKaMU JIeJI B HOMEHKJIATYPE;

BCE€ JIOKYMEHTHI, OTHOCSIIHUECS K PEIIEHUIO0 OJTHOTO BOMPOca, (GOPMHUPYIOTCS

B OJIHO Jeio. B ciydae ecnau moabopka JOKYMEHTOB MO OJHOMY BOIPOCY



HacuuThiBaeT Oosiee 100 mTuUCTOB, OHAa MOXKET OBITH BBIENIEHA B CAMOCTOSITEILHOE
NENO0;

JOKYMEHTBI, IOJIEXKAIMe BO3BPATy, B JEJI0 HE IOMEIIAOTCS;

B JIEJIO MOMEMIAETCS TOJIBKO OJUH JK3EMIULIP JOKYMEHTA, YEPHOBUKH H
BAapUAHTHI IPOEKTOB JJOKYMEHTOB B JIEJIO HE MOJIIMBAIOTCS (32 UCKIIFOUEHUEM TEX,
Ha KOTOPBIX HMMEIOTCS BHU3bl, YKa3aHHs IO HCIOJHEHHIO JTOKYMEHTOB WU JpYyTHe
OTMETKH, JAOTOJHIIOUIUE NEPBBIA IK3EMIUIAD);

B JI€JIO BKJIKOYAIOTCA, KaK MIPaBUIIO, JOKYMEHTHI OJHOTO KaJIEHIapHOTO roja
(MCKIIFOUEHHUE COCTABIISIOT JIMUHbBIE U MIEPEXOISIINUE JIeJ1a);

Ka)X10€ JIeJI0 He JOJDKHO npeBblnath 250 auCTOB, Ipu 00JbiIeM o0beMe
JOKYMEHTOB B JieJie (JOPMUPYETCSI HECKOJIBKO TOMOB (YacTeil).

[Tpu BriIIOYEHHH B 750 (aKCOrpaMMBbl JENAETCsl €€ KCEPOKOMUs, KoTopas
nonmuBaercss B Aeno. llojymmHHUK — akcorpamMmbl  YHUUYTOXKAETCA €
IIPOCTaBJICHUEM OTMETKH 00 YHUUTOKEHHH HA KCEPOKOIUH.

B ciyuae HE0OXOAMMOCTH JOKYMEHTHI IO OJJHOMY M TOMY K€ BOIIPOCY, HO C
pa3IMYHBIM CpPOKOM XPaHEHUs, MOTIYT HAaxOIWUTbCA B OJHOM [ieJ€ J0 KOHIA
TEKyLIEr0 Troja WIM [0 3aBEPLICHHMS MCIOJHEHUS JOKYMEHTa, a 3aTeM
nepedOpMHUPOBBIBAIOTCS B Ji€Ia IOCTOSHHOTO U BPEMEHHOT'O XpaHEHUS!.

B nmemo BKIIIOYAKOTCSA BCE NOKYMEHTHI IO KOHKPETHOMY BOIPOCY BMECTE C
NPWIOKEHUSIMH, YKAa3aHHBIMU B TEKCTE JOKYMEHTA, P OTCYTCTBUH NPUIIOKEHUH,
YKa3aHHBIX B TEKCTE€ JIOKyMEHTa, HUCIOJIHUTENb OOs3aH clenaTh 3aluch Ha
JOKYMEHTE 00 X MECTOHAXOKICHUU.

JIOKyMEHTBl BHYTPM [€J1a PpACIOJAralTCsl B XPOHOJIOTMYECKOM WM
BOIPOCHO-JIOTUYECKOM MOCIIEN0BATEIbHOCTH UM UX COUYETAHUU.

HopmaTuBHBIE M  OpPraHU3ALMOHHO-PACIIOPSAUTENBHBIE JOKYMEHTBl C
OTHOCAIIMMHUCS K HHM HPWIOKECHUSAMU TIPYIIHAPYIOTCA B Jejla 10 BHIaM
JOKYMEHTOB U 110 XPOHOJIOTHH.

IIpoTokomel 3acenannii TeppUTOPHATBHOM KOMUCCUM PACIIONIAraloTCs B AEIIe
II0 XPOHOJIOTMH B IOPSAKE BO3pacTaHUs HOMEPOB. JIOKYMEHTBI K 3aceJaHUIO

TeppuTopraabHOW KOMHCCHH MOMEIIAKOTCS ITOCIIE COOTBETCTBYIOLLETO MPOTOKOJIA.



[Tonoxenus, WHCTPYKIINH, YTBEPKICHHbIC pacnopsauTeIbHbIMUA
JOKYMEHTAMU, SIBJSIFOTCS TNPWIOKEHHSIMU K HHUM W TPYNIHUPYIOTCS BMECTE C
YKa3aHHBIMH JIOKYMEHTaMHU.

[InaHoBast U OTYETHAsA JOKYMEHTALMsSI HE3aBUCUMO OT JIaThl €€ COCTABJICHHUS
BKJIFOYAETCS B JAEJIO TOTO ro/ia, K KOTOPOMY OHA OTHOCHUTCHI.

B nene «llepenucka» wucxonsimuili (OTBETHBIM) TOKYMEHT MOMENIAETCS
nocine Bxoasmero. [Ipu Bo300OHOBIEHNU MEPENUCKU MO BOMPOCY, HAyaBIICHCS B
NpEeAbIIYyIIEM TOAY, JOKYMEHTBI BKJIOUYAKOTCA B JEJIO TEKYLIEero rojia u
YKa3bIBae€TCsl MHAEKC TOrO Jena IO HOMEHKJIAType AeN MNPENbIAYyIIEero rojaa, B
KOTOPOM HaXOJATCS NPEALIECTBYIOLINE JOKYMEHTBI [10 ’TOMY BOIIPOCY.

OOpaieHus rpaxJiad U JOKYMEHTBI MO0 MX PACCMOTPEeHHIO (OPMHUPYIOTCA
B oTHeNbHbIE Jena. Kaxnoe oOpaileHne u Bce TOKYMEHTHI [0 €r0 pacCCMOTPEHUIO
COCTaBJISIIOT B JIeJIe€ CaMOCTOSATEIbHYIO TPYIIY U pacrojiaraiorcs B andaBUTHOM
HOpsJIKE TIO MEepPBBIM OykBaM (aMuiIHii aBTOPOB 0OpallieHU .

B nenax, HaxoOsmmxcsl B IEJIONPOU3BOJICTBE, TOKYMEHTHI TEKYIIETO Toja
pacrojnararorcsi MO XPOHOJOTHMM CHH3y BBEpX MO Mepe mnocrymieHus. llpu
NOJATOTOBKE K C/Iaye B apXWB Jiejla C JOKYMEHTaMHU MOCTOSSHHOTO M BPEMEHHOI'O
(10 ner u Oosiee) XpaHeHUs TMepeOPMUPOBHIBAIOTCS B OOpPaTHOM TMOPSJIKE:
JOKYMEHT, MOCTYNUBIIUN B KAJCHIAPHOM TOJY MOCJICIHUM, IOJDKCH OBITh BHU3Y
Jiena, a IEPBbI JOKYMEHT KaJICHAAPHOTO rojia — BBEPXY, IEPBBIM.

Jlena ¢ MOMEHTA KX 3aBEJICHMS U JI0 MEpeayu B apXHUB WM YHUUTOXKEHUS B
CBSI3M C HCTEUYEHHEM CPOKOB XPAaHEHUS HaxXOmITCA y Ipelacenaresns
(OTBETCTBEHHOTO 32 BEJCHUE JCJIONPOU3BOICTBA) TeppUTOpUATLHON KOMUCCHUH.

[IpoTtokosibl 3acenaHui, pemieHus TeppUTOPUAIIBHOM KOMHUCCHH, CIUCKHU
MPUTJIANICHHBIX, TPUJIaraéMble K MPOTOKOTY, MOJJIMHHBIE SK3EMIUISIPhI PEIICHUM C
COOTBETCTBYIOIIUMHU TPUIOKEHUSAMH, MPOTOKOJIbHBIE IOPYYEHUS, ITOKYMEHTHI,
NOCIYKMBIIME OCHOBAHMEM JUII PACCMOTPEHMS BONpOCAa Ha 3acelaHuu
TepputopuanbHOl KOMUCCHH, paciin(poBaHHAS ayAMO3aINCh 3aceqaHus (IpHu ee

HAJM4YMM), CIHMCKU PACCBUIKM PEIICHWH A0 MepeJadyd B apXuB HaXOAATCA Y



npeaceaaTens (OTBETCTBEHHOTO 3a BEJICHUE JIEJI0NPOU3BOICTBA)
TepputopuaabHON KOMUCCHUU.

3a COXpaHHOCTh JOKYMEHTOB U JI€JI OTBETCTBEHHOCTh HECET IMpEACEHATENh
TepputopruanbHOM KOMUCCUU W OTBETCTBEHHBIM 33 BEICHHUE JEJIONPOU3BOJICTBA B
TepputopualibHOM KOMHUCCHH.

Jlena MOKHBI HAaxOOUThCs B paboyeil KOMHATe WM B CIEHUAIBHO
OTBEJICHHOM JJI1 3TOW IEJIM TIOMEIEHUH U XPAHUTHCS B 3aUparoniuxcs mkadax,
MPEAOXPAHAIOIIUX JOKYMEHTHI OT MbUIM U BO3/IEUCTBUS COJTHEYHOTO CBETA.

B memax obecrneueHuss OMEpaTHMBHOIO TOMCKAa JOKYMEHTOB Jiena
pacronararorcsi B COOTBETCTBUM C HOMEHKJIATypOW JEd, KONUS KOTOpOM
MOMEIIIAETCSl Ha BHYTPEHHEW CTOPOHE JBEPIIbI MIKada.

Ha «kopemkax oOmoxkek Jeia yKa3bIBalOTCS MHIAEKCHI el 1O
HOMEHKJIAType Jedl.

Jlenma, HaxopnsIIMecs Ha TEKyLIEM XpaHeHuu, mnojiexar ydery. llepen
nepegayeil JOKyMEHTOB B apXUB IPOBOAUTCS NPOBEPKA HAIWYUSA U COCTOSHUSA
JOKYMEHTOB M JeJl B LEJAX YCTAHOBJIEHUA (PAKTUYECKOrO Haluyus Aen U
COOTBETCTBHS UX KOJMYECTBY, YUCISALIEMYCSI 10 HOMEHKIIATYpE AEL.

[IpoBepka Hanuuusi U COCTOSIHUSL JOKYMEHTOB W JI€J MPOBOAUTCS IpHU
NepeMEICHUH JIeJI, BO3BpaTe Jell, CMEHe mnpencenarens TeppuTopuanbHOU
KOMUCCHUHU.

IIpoBepka MPOBOAUTCS MYTEM CBEPKM CTATE HOMEHKJIATYpbl JEl C
OMHCAaHUEM JIeNl Ha O0JIOXKKE, a (PU3NUECKOE COCTOSHUE JIeN ONPEACeTCS MyTeM
UX BHU3yaJbHOTO MpocMmoTpa. Bce oOHapykeHHble HEAOCTATKM (PUKCUPYIOTCS B
aKTe MPOBEPKU HAJMYUS U COCTOSHUS JIEII.

B caywae ytpaThl JOKYMEHTOB U J€l TMPOBOJUTCS  CIyKeOHOE
pacciieoBaHue, MO pe3yJbTaraM KOTOPOro JIWIO, BUHOBHOE B YyTpATe, HECET
OTBETCTBEHHOCTh B YCTAHOBJIEHHOM TOPSIJIKE.

Ecnu otnenbHble JTOKYMEHTBI, YK€ BKJIIOYEHHBIE B JE€J0, BPEMEHHO

Tp€6YIOTC}I JJIA pa6OTBI, OHU MOTI'yT OBITH BbIJAaHBI M3 J€Jd, a4 Ha HX MCECTO



BKJIA/IBIBAETCS JIUCT-3aMECTUTENb C yKa3aHHEeM, KOrJa, KOMy M Ha KaKOW CpOK
BbIJIAH TOKYMEHT.

11.3. DkcnepTH3a HEHHOCTH JOKYMEHTOB.

OKkcnepTu3a UEHHOCTH JOKYMEHTOB MPOBOAMTCA JJSl  YCTaHOBJICHUS
HAy4YHOM, HUCTOPUYECKOW U  MPAKTHUYECKOM  3HAYUMOCTH  JOKYMEHTOB,
0o0pa30oBaBIIMXCSA B TMpOIECCe JEATEIBHOCTH TeppUTOPHATBHON KOMHUCCHH, C
LEJbI0 0TOOpa UX AJIS AaNbHEHIIEero XpaHeHUs! WK YHUYTOKEHUSI.

OKcnepTh3a IEHHOCTH JIOKYMEHTOB IPOBOJUTCA TMPU  COCTAaBJICHHUH
HOMEHKJIaTyphl Jel, B mpouecce (HOpMUPOBAHUS J€J, MPU MOATOTOBKE Jed K
nepeaaye B apXuB.

JIJist paccMOTpeHUsI IPOEKTOB HOPMATUBHO-METOJAUYECKUX JOKYMEHTOB IO
BOMpPOCaM JIEJIOTIPOU3BOJICTBA M ApPXMBHOTO JeJla, OMUCEH JeN MOCTOSHHOTO U
BpeMeHHoro (10 ner u Oojee) XpaHEHHUs, aKTOB Ha YHUYTOXKEHHE Jell U
JOKYMEHTOB, HE HMEIOIIUX HAyYHOW IIEHHOCTH U MPAKTUYECKOTO 3HAYCHHUS,
npuKa3oM mpejacenarens TeppUTOpHATIbBHON KOMHUCCHUHU CO3/1a€TCsl AKCIEepTHas
komuccus (nanee — IK).

B ee ¢yHKIIMM BXOOUT TakXke pacCMOTPEHHE U O00pEeHHE HOMEHKIIATYpPhl
nen TeppuroprualibHON KOMUCCHH.

B cocraB OK BxmouarwoTcs wieHbl TeppuTOpHanibHOW  KOMHCCHH,
TpaXXJAaHCKHE CIyKallue amnmapata TeppuTOpUANbHONM KOMHMCCHUH, HIEHBI
Cankr-IletepOyprckoit U30UpaTebHOM KOMHCCUU WM COTPYJIHHUKH arapara
Cankr-IlerepOyprckoit n30upaTenbsHoi KoMHUCCHU (TI0 COTIIACOBAHUIO).

[Ipu npoBeneHUH SKCHEPTHU3bl LIEHHOCTU JOKYMEHTOB OCYIIECTBIISETCS
0oTOOp Je1 mocTossHHOTO U BpeMeHHoro (10 jet u Gonee) xpaHeHus, oTOOp A€ C
BPEMEHHBIMU CPOKaMHU XpaHEHHs, TMOAJIeKAIIUX XPAHEHWIO, BBIACICHUE K
YHUUTOXEHHUIO JIeN 32 MpEeAbIAYyIIUe TOJibl, CPOKU XpaHEHUS! KOTOPbIX, UCTEKIIH.
[Tpu >TOM OZHOBpEMEHHO MPOBEPSIIOTCS KAUECTBO U MOJHOTAa HOMEHKJIATYPHI JE,

MMpaBUJIBHOCTDL OIIPCACIICHUSA CPOKOB XpPAaHCHHA ICJI.



DKcrepTr3a EHHOCTH JOKYMEHTOB OCYIIECTBISETCS IYTEM MOJIUCTHOTO
npocmotpa gen. He nomyckaercss oTOOp [TOKYMEHTOB Il XpaHEHUs WU K
YHUYTOKEHUIO TOJBKO HA OCHOBAHUU 3aTr0JI0BKOB JIEJL.

JIOKyMEHTBI, YTpaTUBIIME MPAKTUYECKOE 3HAYEHHE W HE HMEIOIINE
MCTOPUYECKOM WJIM HAYYHOM LIEHHOCTH, [0 MCTEYEHUU YCTAHOBJIEHHBIX CPOKOB
XpaHEHUs MOJJIEKAT YHUYTOKEHUIO 0 aKTy.

AKTBI O BBIJIEJIEHUU K YHUUTOKEHUIO JIe]l U IOKYMEHTOB PacCMaTpUBAIOTCS
Ha 3acenaHusx OK OJHOBPEMEHHO C ONUCAMM J€J. YHHUUYTOKEHHE el U
JIOKYMEHTOB /10 YTBEPKACHUS AKTOB 3alpelacTcsl.

[Io pesynpraram SKCHEpPTU3bl LEHHOCTU TOKYMEHTOB OTBETCTBEHHBIM 32
BEJICHUE [IEJIONPOU3BOJCTBA €XKETOJHO COCTABISIFOTCS CBOAHBIE ONUCH JEI
OCTOSTHHOTO U BpeMeHHOTO (10 met u Gonee) xpanenus (mprioxeHuss Ne 10, 11)
U 10 JIMYHOMY cocTaBy (mpuioxkenue Ne 12), a Takke akThl O BBIJCICHUU K
YHUUTOXKEHUIO JIe]l, HE MOJUISKAIIMX XpaHEeHuo (Tipuioxenue Ne 13).

Onucu gen noctostHHOro u BpemeHHoro (10 mer u Oonee) xpaHeHUs, a
TaKX€ aKThl O BBIICIICHUM K YHUYTOXKEHHUIO 3THUX JeJ paccmaTpuBaroTcsa Ha DK
Y YTBEPXKAAKOTCS npeacenaresnem TeppuropuaibHOU KOMUCCHH.

[Ipu YHUYTOKEHUH JOKYMEHTOB co CPOKOM XpaHEHUs
«Jlo muHOBaHMS HamoOHOCTH», «1 romy, «3 Toma», «5 JIEeT» COCTABISCTCS aKT
(mpunoxxkenue No 14), KOTOpBI MOANMCHIBAETCS HE MEHEE YeM JIBYMS 4JI€HAMU
TepputropuanbHONl KOMUCCUM U YTBEPXKAAETCS MpeacenarenaeM TepputopralibHON
KOMHMCCHH.

UepHOBUKM W  PYKONKMCH MOJATOTABIMBAEMBIX JTOKYMEHTOB, KOIHUH
WH(GOPMAIIMOHHBIX W JPYrHMX MAaTepHalioB, HE MOJJIeKAIUX BKIOYEHUIO B
HOMEHKJIATYPy JeJ, T0 MUHOBAaHUHM B HUX HAJIOOHOCTH MOTYT YHHUYTOXAThCS O€3
COCTaBJICHUS aKTa.

BpourtopoBka e mMpou3BOAUTCS TOJIBKO TOCJIE€ MPOBECHUS KCIEPTU3BI

HNCHHOCTHU NJOKYMCHTOB.



11.4. OdopmiieHue geJ.

Hena, mojuiexane Imnepeaaye Ha XpaHEHUE B apXUB, JOJDKHBI OBITh
0(opMIIEHBI COOTBETCTBYIOLIUM 00pa3oM.

Odopmnenne fena BKIIOYaeT B ce0S TMPOBEPKY CHUCTEMaTH3aLUU
JIOKYMEHTOB BHYTPH JieJla, HyMEpaIlio JTMCTOB, COCTABJICHHE BHYTPEHHEW OIUCU
JOKYMEHTOB Jena (mpuiiokeHue Ne 15), nucrta-3aBeputens naena (IPUIOKEHHE
Ne 16), opopmienne peKBU3UTOB O0JI0KKH, MOIIMBKY (MEpETIETeHHE) Aea.

B 3aBUCUMOCTH OT CPOKOB XpaHEHHUs MPOBOJUTCS MOJHOE WM YaCTUYHOE
odopmiIeHHUE JE.

Hena BpemenHoro (1o 10 meT BKIIOYUTENBHO) XpaHEHHUS MOAJIEkKAT
YaCTUYHOMY O(OpPMIIEHHMIO: JOIMYCKAaeTcsl JIUCThl Jielda HE HYMepOBaTh,
3aBEpUTENIbHbIE HAINNCH HE COCTaBJATh. lIpU 3TOM HOKYMEHTHI NOMyCKaeTcs
XPaHUTh B MANKAX-CKOPOCHIMBATENSIX, MATKUX 00JI0KKaX.

Jlena MOCTOSIHHOTO XpaHEHHs MOJJIeKaT mojJHoMmy odopmienuto. [lomHoe
opopMiieHHE JleNla MPEAYyCMATPUBAET MPOBEPKY CHCTEeMaTH3alUUd JIOKYMEHTOB
BHYTPHU JIeN1a, IPABUIBHOCTU UX OOopMIIEHUS (HAIMYUE HEOOXOJUMBIX TOJIMUCEH,
BU3, OTMETOK O PErHCTpalMM U UCTIOJHEHHUH, MPUIIOKEHUI ), HyMEPaIUIO JTUCTOB,
COCTaBJICHHE BHYTPEHHEW OMHUCH JOKYMEHTOB Jiefla, COCTaBJIEHHWE JIHCTa-
3aBepuTeNd jAena, 0hOpMIICHHE PEKBU3UTOB OOJIOKKH, MOJUIUBKY (MIEPETICTCHHE)
nena.

O6noxka nena odopmisieTcs 1o YCTaHOBJIEHHOMN dhopme
(mpuioxenue Ne 17). CBefeHus Ha 00JIOKKY MEPEHOCATCS U3 HOMEHKJIATYPhI JIell
C YTOUHEHUSIMH, OTPAKAIOMIMMH (HAKTUUECKUH COCTaB MOMEIICHHBIX B JE€J0
JIOKYMEHTOB.

OO6nokka Jgena HAAMUCHIBAETCS YEPHBIMU CBETOCTOMKHMH YEpHHIIAMHU,
pa3bopumnBo, 0e3 cokpaimieHuii. Jlomyckaercs odopMmiieHHe OOJOXKKH Jena C
UCIIOJIb30BAaHUEM KOMIBIOTEPHOMN TEXHHUKHU.

Ha o0noxke pgenma yKas3bIBalOTCS CIEAYIOUINE PEKBU3UTHI: Ha3BaHUE

TeppuropralibHOM KOMMCCHH, JI€OMPOU3BOJICTBEHHBI HOMEp (MHAEKC) Jena,



3aroJoBOK JeNia, jJara jena (Toma, 4acTh), KOJMYECTBO JUCTOB B JIeNie, CPOK
XpaHEHUS JENa.

PexBU3UTHI, TpOCTaBIsiEMbIE Ha 00JIOKKE Aesa, OPOPMIISIOTCS CIAEAYIOIMIUM
obpazoM:

Ha3BaHHe TeppuTopuaibHON KOMHMCCHUM YKa3blBa€TCsi B COOTBETCTBUU C
pernameHToM TeppuropuaibHOM KoMHCCUU. [lpu HW3MEHEHHHM Ha3BaHHS
TepputopualibHOW KOMUCCHHM B TE€UEHHE NMEPUOJA, OXBATHIBAEMOIO JIOKYMEHTaMU
Jiena, Ha 00JI0KKE K CTapOMY Ha3BaHUIO MIPUITUCHIBAETCS HOBOE,

JIEIOTTPOU3BOACTBEHHBIN HOMEp (MHACKC) Jiesia — MPOCTAaBIsETCs ITU(pPOBOE
o0o3HaueHue (MHAEKC) Jefia TI0 HOMEHKJIAType e M yKa3blBaeTCs HOMEp ToMa
(gactn);

3arojOBOK (HAaMMEHOBAHME) JieJla TMEPEHOCHUTCS W3 HOMEHKIIATYphI el
(B HEOOXOJIMMBIX CITy4asiX B 3ar0JI0BOK BHOCSITCSI YTOUHEHUS);

JaTa Jnaena — Ha OOJIOKKEe Jefla yKa3bIBalOTCS JBE JaTbl, KOTOpBIE
HAa3bIBAIOTCS KPAaWHUMM JAaTaMU U COOTBETCTBYIOT T'OJY 3aBEACHUS U OKOHYAHUS
nena. HawanpHasg nmata — 3TO Jara camMoro paHHEro, a KOHE4Has jJaTa — Jara
CaMoro MO3JAHEro JOKyMEHTa B Jienie. [Ipu 3TOM yuuThIBaIOTCSA JAThl BXOMSIIHUX U
UCXOJAIIMX JIOKYMEHTOB (B cCllyda€ HMX OTCYTCTBUSI — JaThl pErucTpaluu
JIOKYMEHTOB), U HE YYWUTBIBAIOTCA JIaThl CIIUCAHUSI JJOKYMEHTOB B JEJO, YKa3aHUM
M0 UCIIOJHEHUIO JOKYMEHTOB, OTMETOK MCIOJHUTENS (32 UCKIOUYEHUEM CIIYy4aes,
KOI'/Ia Ha JOKyMEHTaX He UMEETCsl IPYTUX J1aT, KpOME MePEeUnCICHHBIX).

[Ipn Hammucanum KpaWHWUX JaT HA OOJIOKKAX JI€7 MOCTOSITHHOTO XPaHCHUS
YHCJIO U TOJ NPOCTaBIs0TC apadckumu nudpamu. Ha 06510xkKax ey BpeMEHHOTO
XPAaHEHUS YKA3bIBAETCS TOJIBKO TO/I.

Ha oOnoxkax pem, COCTOAIMX W3 HECKOJBKUX TOMOB (4acrteid),
MPOCTABIIAIOTCS KpalHUE AaThl KAKIO0TO TOMa (YacTH).

KonuuecTBO mpoHyMEpOBaHHBIX B J€Ji€ JIMCTOB MPOCTABISIETCS C JIUCTa-
3aBEpUTEIIA Jea.

Cpox XpaHeHHUs MEPEHOCUTCSI Ha 00JIOKKY JieJla U3 HOMEHKJIaTyphsl aei. Ha

AcJiaxX IMOCTOAHHOI'O XpAaHCHUA IMUIICTCA: «IlocTosTHHOY.



Ha xopenike gena yka3pIBaroTCs 3ar0JI0BOK JeJia, T Jejia U TOM Jena.

B memax oOecrmeueHWs COXPAaHHOCTH W 3aKpeIUICHHS  TOPsIKa
pacroyoKeHUsI TOKyMEHTOB, BKIIOYEHHBIX B JIE]0, BCE JIUCTHI, KPOME UHCTHIX,
JINCTa-3aBEPUTEIIS JeNia ¥ JINCTOB BHYTPEHHEH OMUCH HYMEPYIOTCSI B pa3BEPHYTOM
BUJE apaOCKkuMu IMdpaMu BaJOBOW HyMmepamuend. UWCTbIe JHCTHI U3 Jena
U3bIMAIOTCS (0€3 TOBPEXKIEHUS IEJIOCTHOCTH Jela) W YHUUYTOXKArTCS. JIMCTBHI
HYMEpPYIOTCS TIPOCTBIM KapaHIAIlloM, CBEPXY BHH3 B BO3pacTalONIEM TMOPSIKE
HOMEpOB, HA4YMHAs C MepBOro. L{uppsl MpoCTaBIAIOTCS B MPAaBOM BEPXHEM YTy
mucta. Hymeparus 1IBeTHBIMU KapaHAalllaMH, YEpHWJIAMHU W HYMEpaTOpaMH He
JIOTTYCKaeTCsl.

JIOKyMEHTBI ¢ COOCTBEHHOW HyMmepaluel JIMCTOB, B TOM YHCIE TeYaTHBIC
W3JIaHUS, HYMEPYIOTCS B OOIEM TOpAAKE WM COXPAHSIOT COOCTBEHHYIO
HyMEpaIio, €clii OHa COOTBETCTBYET MOPSIKOBOMY PACIIOJIOKCHHUIO JUCTOB B
nene.

Cnoxennbii et Oosbinoro dopmata (A2, A3) pa3BopaumBaercs u
HyMepyeTCs B TPaBOM YacTW BEpXHEro mojs Jymcrta. I[lpm sTom nmct mrodoro
dbopmara, TOAMIUTHI 3a OAWH Kpai, HyMepyeTcs Kak OJWH JIHCT, a JIUCT,
CJIOKCHHBIN M TIOJIIUTHIN 32 CEPEANHY, MOISKHUT MEPEITNBKE U HYMEPYETCS KaK
OJIVH JTUCT.

Ecnim B nene ectb KOHBEPT C BIOKEHUSMH, TO CHadaja HyMepyeTcs
KOHBEPT, a 3aTE€M OYEPETHBIM HOMEPOM KaXKJI0€ BIOKCHHE.

dotorpadur u Ipyrue WUTIOCTPATHBHBIC MaTepHaibl HYMEpPYIOTCS Ha
000OpOTHOM CTOPOHE B JICBOM BEPXHEM YTITy.

JIucT ¢ HArITyXO HAKJICCHHBIMU IOKyMEHTaMH (BbIpe3kaMu, GpoTorpadpusimMu)
HYMEpPYETCS KaK OJWH JIUCT. ECii K TOKYMEHTY MOAKJICEHBI OJTHUM KpaeM JIpyrue
JIOKYMEHTHI (BCTAaBKH TEKCTa, TIEPEBOBI), TO KAXKIIBIN JTUCT HyMEPYETCs OTACIBHO.

[Ipunoxkenue K JAelly, COCTABISIIONIEE OTACIBHBIA TOM, HyMEPYyeTCs

OTACIIBHO.



[Ipy HanmMuuu OTAENBHBIX OMIMOOK B HyMEpaluu JUCTOB B JeNax Mpu
MOJITOTOBKE HMX K clIadye B apXWB JIOMYCKAaeTCs  yMOTpeOJeHHE JUTEPHBIX
(c OyKBEHHBIMH JIOTIOJTHEHUSIMH ) HOMEPOB JIUCTOB.

B nemax mMOCTOAHHOTO XpaHEHHMS [UIA ydeTa M TOHCKa JIOKyMEHTOB
B HayYaJie JieJla MOXKET IMOMEIIAThCs BHYTPEHHsIs onuch (mpuitoskenne Ne 13).

JIncThl BHYTPEHHEN OIUCU HYMEPYIOTCS OTAEIBHO.

Kaxnoe neno 3akaHUMBaeTCs JIMCTOM-3aBEPUTENIEM YCTAHOBIECHHOU (POPMBI
(mpunoxxerue Ne 16).

B nucte-3aBepurene nena nunudpaMu U IpONUCHIO yKa3bIBAaeTCs (PaKTUUECKOE
KOJIMYECTBO JINCTOB B JAHHOM JIeJIe, a TAK)KE HAJTM4HE JIUTEPHBIX U MPOITYIICHHBIX
HOMEpOB JIUCTOB, KOJIMYECTBO JMCTOB BHYTPEHHEW OMHCH W HAMYHME CPEIu
JIOKyMEHTOB Ta3eT, KHUT, OpoIIop, depTexed, ¢ororpaduii, pucyHKOB U T.A.,
CTaBUTCS JaTa U TOIIMUCH pabOTHHKA, C(HOPMHPOBABIIETO JIE0, M YKa3bIBACTCA
ero JOJDKHOCTb, MHHIMANB W ¢damuwing. Ecim konuuecTBO JIHCTOB B jele
U3MEHSETCS, 3aBePUTEIbHAS HAAMKUCHh COCTABIISIETCS BHOBb.

[Tpu moAroTOBKE JeN K MOIIIMBKE (MIEPEIieTy) MPOBEPSIETCs MPABUILHOCTD
ux (popmupoBaHus, oGopmIIeHUS, METAIUIMUYECKUE CKPEIUICHUS W3 JTOKyMEHTOB
yIaJSIOTCS.

JIOKYMEHTBI TIOJIIIUBAIOTCS TAKUM 00pa3oM, YTOOBI MOKHO OBLIIO CBOOOIHO
OPOYUTATh TEKCT KaXJIOTO JOKYMEHTa, BH3bl M YKa3aHHS IO HCIOJIHEHUIO
JIOKYMEHTA.

11.5. Ilepenaua e B apxus.

[lepemaga nenm TOCTOSHHOTO XpaHEHHWsI B apxuB TeppUTOpHaIbHOU
KOMHUCCHH OCYIIECTBIISIETCS MOEAMHUYHO To yTBepkaeHHbIM JIIK omwmcsam nen
MOCTOSTHHOTO XPAaHEHUS.

[Ipuem moxkymMeHTOB Ha TocTosiHHOe xpaHeHue B CankTt-IletepOyprckyro
U30UpaTeIbHYI0 KOMHUCCHIO O(GOPMIISIETCSl aKTOM IpHeMa-leperayl T0KyMEHTOB

(mpunoxxenue Ne 18).



B apxuB Cankt-IletepOyprckoit n3dbupareabHON KOMUCCHHA B COOTBETCTBHH
C HOMEHKJAaTypoul nen TeppuropuanbHOM KOMHCCHM Ha IIOCTOSHHOE XPaHEHHE
IIEPENAOTC:

JUYHOE Jeno mpexncenarenss TeppUTOpUAIbHOM KOMHMCCUM B Ciydae
OKOHYAHUS CPOKa MOJTHOMOYMH MM OCBOOOXKJIEHUS OT JAODKHOCTH O UCTEUYEHHUS
CPOKa ITOJTHOMOYH;

JUYHOE JEJ0 TOCYAApCTBEHHOIO0 TPAXKIAHCKOTO CIIy)Kallero anmnapara
TeppuropralbHOM KOMHMCCHUM B CIly4ae €ro YBOJBHEHHUS C TOCYAapCTBEHHOU
CITYXOBI,

JOKYMEHTBI IOCTOSIHHOTO U BpeMeHHoro (10 neT u 0onee) cpOKOB XpaHEHUs
B CJly4ae peopranuszauuu (MUkBuAanun) TeppuTopranbHON KOMUCCUU.

IIpn mepepmade nen Ha BCEX OJK3EMIULIPAX OMMCH JEJI IPOTUB KaKIOTO
BKJIFOUEHHOTO B Hee zena B rpade «lIpumeuanue» craBUTCS OTMETKA O HAJIUYUU
nena. B koHIle KaXAOro sK3eMIULsipa OMHCH JeN yKas3blBaloTCad HUdpaMu u
IPONUCHI0 KOJIWYECTBO (DAKTUYECKU TNPUHATHIX (II€PENaHHBIX) B apXuB Jell,
UHUIMAJIBI U (aMUWINHU JIUL, OCYILECTBISAIOUINX NIPUEM-TIEpeaauy 1€, CTaBsITCs UX
IIOAIMCH U JaTa.

IIpu npueme paen mnpoBepsercs NPaBUIBHOCTh MX odopmieHus. [lena,
opopMIIEHHbIE C HapylIeHHWEM TMpaBWI, YCTAaHOBIEHHBIX MHCTpyKuMei,
BO3BpalaloTcs B TeppUTOPHATIBbHYIO KOMHCCHUIO C YKAa3aHUEM HEAOCTATKOB I X
YCTPaHEHUS.

W30uparenpHas TOKyMEHTAIMs XpaHUTcsa B TeppuUTOpHaIbHON KOMHUCCHUU B
coorBeTcTBUM C Ilopsiakom XpaHeHHMs, INepeadyd B apXWB W YHUYTOXKCHUS
JOKYMEHTAllMM, CBSI3aHHOW C TIOATOTOBKOW M IPOBEIEHUEM BBIOOPOB U
pedepeHayMoB B Cankr-IletepOypre, YTBEP>KI€HHBIM penieHuemM
Cankrt-IletepOyprckoit  u3bupatenpbHol KoMuccuu, [lopsakom xpaHeHUs U
Iepeayd B apXWBbl JTOKYMEHTOB, CBSI3aHHBIX C IOJATOTOBKOM W NPOBEACHUEM
BbIOOpOB IIpesunenta PO, Ilopsakom xpaHeHus U Tepefayd B apXHUBBI

JOKYMCHTOB, CBsA3aHHEBIX C HOHFOTOBKOﬁ N IIPOBCACHHUCM BBI60pOB ACIyTaTOB



['ocynapctBennoii  [ymsr @C P®, yTBEpkKIAECHHBIMU COOTBETCTBYIOLIMMU
nnoctanoBieHusmu LUK PO.

11.6. Ilopsiiok padOTHI € 3JTEKTPOHHBIMU JOKYMEHTAMH.

HcnosHeHHbIE JJEKTPOHHBIE JOKYMEHTHI CHCTEMATHU3MPYIOTCS B J€la B
COOTBETCTBUM C HOMEHKJIATypou nen TeppuropualibHoM kKomuccuu. llpu
COCTaBJICHMM HOMEHKJIATypbl J€JI B 3aroJIOBOK JIeJla BKJIKOYACTCA YyKa3aHUE
«INEKTPOHHBIE JOKYMEHTBD».

Cpoku XpaHEHUsI DJIEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CpOKaM
XpaHEHUs! aHAIOTUYHBIX IOKYMEHTOB Ha OyMa)>XHOM HOCHUTEJIE.

DKcrepTr3a ILEHHOCTU DJIEKTPOHHBIX JOKYMEHTOB OCYLIECTBIIIETCS B
o01IeM Mopsiike, YCTAHOBJIEHHOM JUIsi JAOKYMEHTOB Ha OyMa)KHOM HOCHTEIIE.
[locne wucrTeyeHuss CpOKa, YCTAHOBJIEHHOIO JUISl XPAHEHMs DJIEKTPOHHBIX eIl
(3NMEKTPOHHBIX JTOKYMEHTOB), Ha OCHOBaHMM aKTa O BBIACICHUH HX K
YHUYTOXKEHUIO, YTBEPKIECHHOTO MpenacenaresneM TeppuTopruanbHOM KOMHCCHM,
yKa3aHHbIE  DJEKTPOHHBbIE Jlena  (PJIEKTPOHHBIE  JIOKYMEHTBHI)  MOJJIexar
YHUUYTOKEHUIO.

DNEKTPOHHBIE JOKYMEHTBHI IOCTOSIHHOTO XpaHEHWs MEepelarTcs Ha
apXMBHOE XpaHEHHWE IO omnucsiM ¢ O0QOpPMIICHHEM aKTa IMpUeMa-neperadn

ANEKTPOHHBIX IOKYMEHTOB.
12. OTBETCTBEHHOCTH

12.1. Unensr TeppuTopuadbHON KOMHCCHMM M TpaXkIaHCKUE CIIy)Kalllue
anmnapara TeppuTopuanibHOl KOMUCCUU HECYT MEPCOHAIBHYIO OTBETCTBEHHOCTH 32
cobmrosieHre TpeOoBaHui HacTosmed MHCTpyKIMK, COXpaHHOCTh HaXOSIIUXCS Y
HUX JIOKYMEHTOB.

12.2. OTBETCTBEHHOCTh 32  OpraHW3alMil0  JCJONPOM3BOJACTBA B
TeppuropuanibHOH KOMHUCCHUH, BHEJIpEHUE aBTOMATU3UPOBAHHBIX
(KOMIBIOTEPHBIX) TEXHOJIOTHMM TIOATOTOBKM W OOpaOOTKM  JTOKYMEHTOB,

oOecrieyeHne COXpaHHOCTU JTOKYMEHTOB M Nepefadyy UX B apXuB, KOHTPOJb 3a



coOmronenneM TpeboBaHui HacTosAmiell WMHCTpyknuu HeceT mpeacenaTeb

TeppuropualibHOM KOMHUCCHH.
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[Ipunoxenne Ne 1
K MHCTPYKLIMH I10 AEJIONPONU3BOACTBY B
TepputopuansHoii n3dbupaTensHO Komuccun Ne52

IHEPEYEHDb

AOKYMCHTOB, HEC IIOAJICKALIIUX PErucTpanuu

Coo0111eH1s 0 3aceJaHusX, COBEIIAHUAX U TOBECTKAX JHS.

Y4eOHbIe TPOTrpaMMBbI, TIIAHBI.

Pexnamubie n3BeNICHHMS, IUIAKATHI (32 UCKIIFOUEHUEM aruTallMOHHBIX).
[To3npaBuTenbHBIE TUCHMA U TEJIETPAMMBI.

[IpurnacurenbHbIe OUIICTHI.

Byxranrepckne TOKyMEHTBI.

[TeuaTHble n3gaHus.

OnepatuBHas wHbOpManmsi, TOCTymammas 1o kanamam cBsizu ['AC

«BbI60OpBI.



[Ipunoxenne Ne 2
K MHCTPYKLIUH I10 JEJIONPOU3BOICTBY B
TeppuropuansHoii u3dbupaTensHoit Komuccuu Ne 52

AKT

MI)I, HMKCIIOAIMN CAaBINIHNECCA

COCTAaBWJIH aKT O TOM, 4YTO « » 20 r. Ipu
BCKPBITUY NAKETa
B HEM HE 0Ka3aJIOCh

HaCTOSIHII/Iﬁ AKT COCTABJICH B ABYX J3K3CMILIApaXx.

IHoamucu:




[Ipunoxenne Ne 3
K HHCTPYKILIMH IO JI€JI0NPOU3BOJCTBY B
TeppuropuansHoii u30HpaTeaIbHON KomMuccuu Ne 52

®opmbl 0JIaHKOB, HCIOJIb3YeMbIX B H30MpPAaTEeIbHOH KOMHUCCUH



[Ipunoxenne Ne 3.1

TEPPUTOPUAJIBHASA N3BUPATEJIBHAA KOMUCCHUSA Ne 52
CAHKT-IIETEPBYPI'

INPOTOKOJ 3ACEJAHUA

20 roj Ne




[Ipunoxenne Ne 3.2

TEPPUTOPUAJIBHASA U3BUPATEJIBHAA KOMUCCUS Ne 52
CAHKT-IIETEPBYPI'

PEINEHUE

20 roja Ne




[Ipunoxenne Ne 3.3

TEPPUTOPUAJIBHASA N3BUPATEJIBHAA KOMUCCHUSA Ne 52
CAHKT-IIETEPBYPI'

MPEJCEJATEJD

ITPUKA3

20 ron Ne




[Ipunoxenne Ne 3.4

TEPPUTOPUAJIBHAS
N3BUPATEJIBHAA KOMUCCUA Ne
CAHKT-IETEPBYPT'

yai. ,a. , Cankr-IlerepOypr, 198
Ten. (812) , Pakc (812)
http://www.
OKIIO ; OTPH
WHH/KIIIT
No

Ha Ne oT




ITpunoxenne Ne 4
K UHCTPYKLIMH IO AEJIONPONU3BOJCTBY B
TeppuropuansHoit u3dbupaTensHoit Komuccuu Ne 52

TpeGoBanus K JIOKyMEeHTaM, U3rOTOBJISIEMBbIM € IOMOIIHIO
ne4yararlux yCTPOMCTB, U K (pailjIaM TEKCTOBBIX JOKYMEHTOB

1. Tekctbl nokymMeHTOB Ha OnaHkax (gopmara A4 meuatarorcs uepe3 1 -
1,5 MEXCTpOYHBIX UHTEPBAIA.

2. TekcTsl JOKYMEHTOB, NOJArOTaBIMBAEMBIX K  THUIOTrpadcKOMy
U3JIaHUIO, TIEUaTAIOTCS Yepe3 ABa MEKCTPOUHBIX HHTEPBAIA.

3. HazBaHue BuJa JOKYMEHTA [€YATAETCS IPOMKUCHBIMU OYKBaMHU.

4. Ecnu 3arogoBok K TeKCTy nmpeBbimaer 150 3HakoB (5 CTpoOK),
JIOMyCKaeTcsl MpOoAJieBaTh €ro J0 TpaHMIbl NMpaBoro mojs. Touyka B KOHIE
3arojIOBKa HE CTaBUTCA.

5. PacmmdpoBka momnucu B pekBuzute «llommuck» meuaTtaeTcs
Ha ypOBHE MOCJEIHEH CTPOKM HAaMMEHOBAHUS JOJDKHOCTH C HMCMOJIb30BAHUEM
komOuHanuu knaBui Shift — Ctrl — IIpoben mexny nHunmanamu u haMuIHe.

6. Coznmanue, QopMaTMpoBaHWE M BBIBOJ Ha Ie€4aTh JTOKyYMEHTOB
MPOU3BOATCS HAa KOMIIBIOTEpAaxX C MCIOJIb30BaHMEM TEKCTOBOIO Ipolieccopa
MS Word. Buenpenwme »57€KTpOHHBIX TaOJUIl, CO3MaHHBIX B TaOJIUIHBIX
npoueccopax, B nokymeHtel MS Word He pomyckaercs. Jlomyckaercs, mpu
HEOOXOIMMOCTH, cO37aHue, (popMaTUpPOBAHWE W BHIBOJ HA IE€4YaTh TaOJHII
MOCPeICTBOM TabmmuHOTO TIporieccopa MS Excel.

7. Ilpu ¢opMaTUpOBaHUU JOKYMEHTOB OO0S3aTENbHO HCMONb3YETCS
BKJIFOUEHHAs! KHOTIKA 4TOOBI BUJETH HA SKPaHE BCE CIY>KEOHBIE CUMBOJIBI.

8. Ilpu ¢dopmaTupoBaHuM TeKCTa JTOKYMEHTOB HCIOJIb3YETCS CTUJIb,
KOTOPBI UMEET CIEAYIOIUE MapaMeTphI:

o[llpudt TimesNewRomanCyr

ePa3zmep 14 nynkToB



eOtCcTYN cleBa 0 cm

cripaBa 0 cm
e lHTepBan nepen 0 myHKTOB
oce 0 myHKTOB

eMeKCTPOUHBIM MHTEPBA OJAWHAPHBIN, IOJTyTOPHBIN
ellepBas cTpoka orctyn Ha 1,25 cm
eBripaBHUBaHME 0 IIMPUHE
9. Ilpu ¢opmatupoBanuu TabIUIl HEOOXOAUMO COOJIFOAATH CIETYIOITNE
TpeOOBaHUS:
Tabnuia BCeraa JIOJDKHa HMETh Ha3BaHHWE, KOTOPOE BBbIPABHUBAETCS
10 MPABOMY TIOJTIO IOKYMEHTA,;
Ta0nuIa BEIPABHUBAETCS TI0 IIEHTPY JIUCTA;
3aroJIOBKU CTOJIOIIOB M CTPOK BBIPABHUBAIOTCS IO LICHTPY SIYEHKU;
JTAHHBIC B sIYEUKAX TaOJIUITHI BRIPABHUBAIOTCS CBEPXY 10 JICBOMY Kpalo;
NPOJOJKEHNE TaOIUIbl HA HOBOM JIMCTE BCErJla HAUMHAETCS C 3aroJIOBKOB
ee cToibnoB (Wi HOMEpoB Trpad B ciydae, eciau rpadbl TaOIHUILI HA TIEPBOM
JIUCTE MPOHYMEPOBAHBI);
CTPOKH TaOJUIbI MEPEHOCATCS HAa HOBBIN JIUCT TOKYMEHTA UCKIIOUUTEIHHO
ETTKOM;
IIUPUHA W BBICOTA TAONHIBI HE JOHKHBI TPEBBINIATH Pa3Mepbl IOJCH
JIOKYMEHTA.

10. Pa3mepsbl noJield JOKyMEHTa JI0JKHBI UMETh CIIEIYIOIIUE apaMeTpBbI:

®BEpXHEE 2,0 cm
eHIDKHEE 2,0 cm
®JICBOC 2,0 CM (Ha JIOKyMEHTaX CpoKoM xpaHeHus cbiie 10 jget — 3,0 CM)
eIIpaBOE 1,0 cm

OT Kpas 0 KOJIOHTUTYA:
®BEPXHETO 1,25 cm

S®HIKHETO 1,25 cm



11. ITpy NOArOTOBKE TOKYMEHTOB UCIOJIB3YIOT CIEIYIOIIUME PEKBU3UTHI:

repb cyonekra Poccutickoit deneparuy;
HAaMMEHOBaHHE N30MpATETHLHON KOMICCHUH;
HaMMEHOBaHWE JOJDKHOCTHOTO JIHIIA;
CIpaBOYHBIE CBEACHHS 00 OpraHu3alliy;
HAaMMEHOBAHHE BHJIa JOKyMEHTA;

JaTa JOKYMEHTa;

PETUCTPAIIMOHHBIA HOMEP TOKYMEHTA;

CCBIJIKA Ha I/ICXOI[}IHII/Iﬁ pel“I/ICTpaHI/IOHHHﬁ HOMCDp U

JaTy TOKYMEHTA;

aapecar;

rpud yTBepKACHUS JOKYMEHTA,
3aroJIOBOK K TEKCTY JIOKYMEHTA;
yKa3aHMS 110 UCIIOTHCHUIO JOKYMEHTA,
OTMETKa O KOHTPOJIE;

TEKCT JIOKYMCHTA;

OTMETKa O HAJIMYUH TPHIIOKCHHS;
MOJIINCE;

rpud coriracoBaHMs TOKYMEHTA;
BH3Q;

[1eYaTh,

OTMETKA 00 HUCIIOJIHUTEIE;

UACHTU(PUKATOP SIEKTPOHHOM KOMUU JOKYMEHTA.

12. PekBu3uthl (KpoMe TEKCTa JOKyMEHTa W ajpecaTa), COCTOSIIUE

N3 HCCKOJIBKUX CTPOK, IICYATAOT CO CIICAYIOIINMU IIapaMCTpaMu:

ollIpudr
ePazmep

eOT1CTYN

ellHTEepBan

TimesNewRomanCyr
14 myHKTOB

cleBa 0cm
cripaBa 0 cm
nepen 0 myHKTOB

oce 0 myHKTOB



eMeXCTpOUHBIM HHTEPBAT OJVHAPHBIN
e¢OTCTYII IEPBOM CTPOKH HET

eBripaBHuBaHue 10 UEHTPY

13. PexBU3UT «Apecar» NeyaTaroT cO CIEAYIOUMMU MapamMeTpamMu:

elllpudt TimesNewRomanCyr
ePa3zmep 14 nynkToB
eOT1CTYN cieBa 12 cm
cripaBa 0 cm
ellHTEepBan nepen 0 myHKTOB
oce 0 myHKTOB
eMeKCTpOUHBIN HHTEPBA OJIMHAPHBIN
e¢OTCTYyN NEpBOW CTPOKHU HET
eBripaBHUBaHME [0 JIEBOMY Kpaw WM LEHTpyeTcs

OTHOCHUTEJIBHO CaMOM I[JIPIHHOﬁ CTPOKH.

Ecnu coctaBHble 4YacTH pPEKBU3UTOB «Agpecat», «['pud yTBepkaeHUs
nokyMmeHTta», «I'pud cormacoBanus gokyMeHTa», «OTMeTKa O HaJIU4YUU
IIPWIOKEHUD» HE YMEIIAKTCA HAa OJHOM CTPOKE, TO Pa3pblB CTPOKH B HYKHOM
MECTe MPOU3BOJUTCS C TMOMOIIBI0 CcHUMBOJa «Pa3phiB CTpokn» (KOMOMHALUA

kiaui Shift — Enter), Hanpumep:

COI''TACOBAHO
[Ipencenarens komMuTeTa
UMYIIIECTBEHHBIX OTHOIIICHUHN

Cankrt-IletepOypra
A.H. lBaHoB

14. TIpu odopmieHnH JOKYMEHTOB Ha ABYX U OoJiee CTpaHMIIaX BTOPAs U
HOCTIEeYIOUEe CTPAHULBI JOJDKHBI OBITh MpOHyMepoBaHbl. Homepa crpanwmil
IPOCTABJISIIOT TOCEPEIUHE BEPXHEro IMOoJiA JHCTa apaOCKuMu Iudppamu 6e3

BCSKHX 3HAKOB IMPCIIMHAHMA.



Ecau JAOKYMCHT MMCCT ITPHUIIOKCHUC, TO OHO IICYATACTCA C HOBOMI CTpaHUIIbI.

15. lns1  BBISIBIEHHSs W UCHPaBICHHUS  BO3MOXHBIX  OLIMOOK B
IPABOIUCAaHUU B C(HOPMHUPOBAHHBIX (halllax PEKOMEHIYETCS OCYILECTBIATH
IPOBEPKY TOKYMEHTOB, UCTIOJIb3YsI CHCTEMBI POBEPKH MPABOTHCAHUS.

16. Kaxniplii TOKyMEHT CO BCEMH MPWIOKEHUSAMH K HEMY IOMEIIAIOT
B OTAETBHBINA (Pailn (eciu MPUIIOKEHUS CO3[JaHbl OAHUM MpoiieccopoM). BHyTpu
daiina cam JOKYMEHT M KaXJ0€ MNPUIOKEHHE IOMEIIAIOT B OTICNIbHBIC
pazaensl.

17. Bce peKBU3UTBHI JOKYMEHTA OTAEIAIOT APYT OT APYyra OJHOM ITyCTOU
CTpOKOH, oOpaszyemoit cumBojoMm aO3ama (f — knaBuma Enter). B Tekcrte
HE JIOJKHO BCTpEYaThesl 00Jiee IByX CHMBOJIOB a03a1a moapsil.

18. He nmomyckaercs mucaTh CJIOBa C pa3psiAKOW, BCTaBIsis MPOOEIbI
MeXy OyKBaMHU B CJIOBaX, 3a MCKIIIOUEHUEM CJIOBA «PEUIMIa» B PELICHUSAX U
OpOTOKONIAX  3aceqaHuil  u3bupatenpHOil komuccuu. He  momyckaercs
UCIOJIb30BaHuE MpoOeIoB A 00pa3oBaHMsA ab3al[HOTO OTCTyma (KpacHOH
CTPOKH) WJIM IYCThIX CTPOK. B TekcTe He AOKHO BCTpedatbes moapsn Oosee
oIHOTO cuMBoJa mpobena. Paznenenue uHUIMANOB U (haMuinu, cuMBoja Ne u
quciia, HOPSKOBOrO HOMEpa CTaThH, YaCTH, IyHKTAa WM MOJIYHKTA IPaBOBOTO
aKTa, YUCJia Mecsla U Ha3BaHMs MeCAlla, YUCJa ToJa U CJIOBa «TOMy», JHOOBIX
YHUCJIOBBIX 3HAUEHUN W EOUHHI] M3MEpPEeHHs JENaeTcsl C HCIOJIb30BaHUEM
Hepazaenaumoro npoodena (coueranue kinapuin Shift — Ctrl — [TpoGen).

19. He nmomyckaeTcst BKJIOYaTh B TEKCT JOKYMEHTa pa3ieluTeNIbHbIC
JIMHUU, COCTABJICHHBIC U3 1IETI0YEK CUMBOJIOB (¥, =, -, — 1 JIp.).

20. He nomyckaercs HMCHOJIb30BAaHUE B PYCCKUX CIIOBaX CXOAHBIX IIO
HavyepTaHuio JJaTuHCKUX OykB (A, a, B, C,c,E, e, H, K, M, O, 0, P, p, 1, X, X, y).

21. He pomyckaeTcsi HCIOJNB30BAHME CHMBOJIA TaOynsiuuu (—) Ui
oOpa3oBaHusl a03alHOTO OTCTyma (KpPacHOM CTPOKHM) MIM MYCTHIX CTPOK.
AG3alHBIi OTCTYI YCTaHABIMBAIOT B MeHIO Popmat/Ab3al win ¢ MOMOUIBIO

BCPXHCTO ABHKKA HaA FOpHSOHTaHLHOﬁ JIMHCHKE.



22. He nmomyckaercs WCIOJIB30BAaHUE CHMBOJIA «-» JJIs1 00O3HAYCHUS
nepeHoca. BMecto Hero cieayer HMCHOJIb30BaTh CHMBOJ MSITKOTO IepeHoca
(xoMOuHanms knaui Ctrl — «-»).

23. Jlns HanucaHusl PUMCKUX IUGP AODKHBI UCIIONIH30BATHCS 3arJIaBHBIE
oykBbl jgatuHckoro andasuta (I, V, X, C, D, L, M). Wcnons3oBanue st 3TOM
IIEJIM PyCCKUX OYKB U apaOckux nudp He JomycKaeTcs.

24. Bmecto 6ykBbl «E» momkna ynotpednsathes 6yksa «E» (kpome uMeH
COOCTBEHHBIX NIPHU HAIMYUU TOJITBEPKAAIOUTUX IOKYMEHTOB).

25. PexBm3utsl «HammeHoBaHMe BUAA JOKYMEHTa» JOJDKHBI OBITH
BBIPOBHEHBI 110 LIEHTpY. He nomyckaercs MCroib3oBaHUE CUMBOJIA a03ala Juis
IpPEpbIBaHUS CTPOKU B MPOU3BOJIBHOM MECTE, JJI 3TOrO CIEAYeT NMPUMEHSThH

CHUMBOJI pa3pbiBa CTpoku (KomOmHarms kinasui Shift — Enter).



IIpunoxxenne Ne 5
K HHCTPYKIIMH IO IE€J0ONPOU3BOJCTBY B
TeppuropuansHoii U30MpaTeabHON KoMuccuu Ne 52

Chnucok PACCBIJIKHA HCXOAAIINX JOKYMEHTOB

Ne HaumeHoBaHmue oprana . .
IosHblii MOYTOBBIN aapec
n/n (opranuszanuu)
IIpencenarens

TepputopuanbHON U30UpPaATEIHLHON KOMUCCHHU Ne

Hcnomaurens

«

»

20 r.




CornacoBanue ITPOCKTA:

JIOJ>KHOCTB

(mara)

JIOJ>KHOCTB

(mara)

JIOJ>KHOCTB

(mara)

Hcnomaurens:

JIOJ>KHOCTB

(mara)

ITpunoxenne Ne 6
K NHCTPYKLIHH IO JEJONPOU3BOJCTBY B
TeppuropuansHoii n30HpaTeaIbHON KoMuccuu Ne 52

HMHHUIIUAJIbI, (I)aMI/IJII/IH

(nmoamucek)

HWHHUIIHAJIbI, (baMI/IJ'H/IH

(moxncn)

HMHHUIIHUAJIbI, (I)aMI/IJII/IH

(nmoamucek)

HWHHUIIHAJIbI, (baMI/IJ'H/IH

(momuce)



IIpunoxxenue Ne 7
K HHCTPYKIIMH IO IE€J0ONPOU3BOJCTBY B
TeppuropuansHoii U30MpaTeabHON KoMuccuu Ne 52

YTBEPXIAIO
[Ipencenarens Teppuropuanbaoit komuccuu Ne 52

HWHUIIUAJIBI, q)aMI/IJII/IH

(noonucy)

« » 20 T.

OTtuer 0 pa3memenun pemiennii TeppuropuajbHoii M30MpaTebHOM
KomMuccumn Ne 52
caiite www.tik __ .spbik.spb.ru,
B pa3aeie «{0KyMeHTbD» 1 pacchlIKe 0 COOTBETCTBYIOIIUM aJpecaTaM

3acenanne Ne OT « » roaa
No Ne pemienus AJipec pa3MenieHus, aapecaTt pacChlIKU Harta
/11 TUK pasmelieHus,
PAaCCHUIKH
1
2
3

Hcnonuurenn:




[Ipunoxenne Ne 8
K MHCTPYKIIHH TI0 JICJIONIPOU3BOJICTBY B
TeppurtopuansHoit U30UpaTenbHOM
komuccuu Ne 52

HEPEYEHD

MOAJICKAINUX KOHTPOJJIIK JOKYMEHTOB € YKa3aHUEM CPOKOB UCITOJTHCHUSA

1. ®enepanbHble KOHCTUTYLMOHHBIE 3aKOHBI, (elnepanbHble 3aKOHBI
Poccuiickon depepanm — COriIacCHO yKa3aHHOMY B HUX CPOKY.

2. VYkassl [Ipesunenra Poccuiickoit denepanum — corinacHO ykazaHHOMY B
HUX CPOKY.

3. Pacnopsixenust Ilpesumpenta Poccuiickoit ®Penepanud — COTJIACHO
YKa3aHHOMY B HUX CPOKY.

4. TloctaHoBJIeHMS, pacnopsKEHUS [IpaBuTenscTBa Poccuiickon
denepanuy — COrJacHO YKa3aHHOMY B HUX CPOKY.

5. 3akonsl Cankrt-IlerepOypra — corjacHO ykazaHHOMY B HUX CPOKY.

6. IlocranoBnenust 3akoHonarenbHoro CoOpanms Caskt-IlerepOypra —
COIJIaCHO YKa3aHHOMY B HUX CPOKY.

7. IloctanoBnenust IlpaButenbctBa Cankt-IlerepOypra — coriiacHo
YKa3aHHOMY B HUX CPOKY.

8. Pacnopsokenuss I'ybepnatopa Cankt-IlerepOypra —  COIJIaCHO
YKa3aHHOMY B HUX CPOKY.

9. TMapnamentckue 3anpockl CoBeta ®eneparun Denepansaoro Codbpanus
Poccuiickoii ®enepanuu, ['ocymapcrBenHoit Jlympr ®DenepanpbHoro CoOpaHus
Poccuniickonn denepanyu — He MO3AHEE YeM yepe3 15 KaneHAapHbIX JHEH CO JTHS
MOJy4YeHUs  MapJIaMeHTCKOr0  3ampoca WIM B HWHOW  YCTaHOBJICHHBIN
cootBeTcTByMONIeH mnanatoit denepanbHoro Cobpanusi Poccuiickoit denepanuu
CPOK.

10.3anpocet  wienoB Coera ®enepammn DenepanbHoro CobOpaHus

Poccuitickonn ®epepanuu, aenyratoB [ocynmapctBeHHon Jlymbl DenepaiibHOTO



Cobpanust Poccuiickoit ®enepanu — He mo3aHee yem yepe3 30 KaleHIapHBIX
JHEW CO JTHS €ro MOJYYEHHUs UM B MHOM COIVIACOBAHHBIM C MHULIMATOPOM 3ampoca
CPOK.

11.06pamenuss unenoB CoBera Depepanun DepepanpHoro Cobpanus
Poccuitickonn ®epepanuu, aenyratoB [ocymapctBeHHon Jlymbl DenepaibHOTO
CoOpanust  Poccuiickoit  ®enepari 10 BONpPOCaM, CBSI3aHHBIM € HX
NeATEIbHOCThIO, — Oe3oTjaraTesibHO (a2 TMpU  HEOOXOAMMOCTH TOJYyYEHUs
JOTIOJTHUTENBHBIX MaTe€pUaloB — HE Mo3aHee yeM yepe3 30 KaleHAapHbIX JHEU
CO JTHS TIOJTyYEHUS OOpaIleHus]).

12.06pamienust Ty TaTOB 3aKOHOIATEIILHOTO Cobpanus
CankT-IletepOypra — B CpPOK, YCTaHOBJICHHbIA 3aKOHOJATEIHCTBOM
Cankrt-IletepOypra.

13.Ilucekma n3 Anmunuctpauuu IIpesunenta Poccuiickoit Denepamuu,
[TpaBurensctBa Poccuiickoit @enepammn, Konctutynronnoro Cyna Poccuiickoit
Oenepaunu, BepxoBHoro Cyna Poccuiickoii ®enepanuu, ['eHepanbHOM
npokyparypbl Poccuiickoit ®denepauuu, agmunuctpauuu ['yOepHatopa CaHKT-
[letepOypra — B COOTBETCTBHMHM C YKa3aHUAMH [0 MCIIOJIHEHUIO JIOKyMEHTa
npeacenatens TeppuTOpUATIBHON KOMHUCCHM, €CIM B HUX HE yKa3aH CpOK, — HE
no3aHee yeM uepe3 30 KaJleHJapHbIX AHEH.

14.IIporect npokypopa — He no3iHee yeM uepe3 10 kaneHIapHbIX JHEM.

15.1TpeacraBnenre npokypopa — He no3aHee yem udepe3 30 KaaeHAapHBIX
JTHEMN.

16.0O0panienusi rpaxkaaH IO BOIpocaM BbIOOPOB M pedepeHAyMOB —
10 30 kaneHAapHbIX JHEH, a TOCTYNHBIINE B IEPUO U30UpPATEIbHON KaMIaHUH —
B coorBeTcTBUM C DenepaibHbIM 3aKOHOM «OO OCHOBHBIX TapaHTUAX
n30upaTebHBIX MPaB U MpaBa Ha ydacThe B pedepeHayme rpaxiaan Poccuiickoi
Oenepanum.

17 Ilepecbuika oOpalieHuil TpaxaaH, COAEpKalUX BOMPOCHI, PEIICHHE
KOTOPbIX HE OTHOCHTCS K KOMIETEHUMU TeppuTopuaibHOM KOMHUCCHUH,

OCYIICCTBJACTCA B TCHCHHUEC CEMH KAJICHAAPHBIX I[H@IZ.



18.006pamienust  cpeACTB  MaccoBOW  MH(pOpMamuM 1O  BOIpPOCaM
IpeIOCTaBICHUs] WHPOPMAlMH — CeMb KalleHIapHbIX aHed. Ecmu TpeOyemble
CBEJICHUS HE MOTYT OBITh MPEIOCTABICHBI B yKa3aHHBIA CPOK, TO JIOIYCKAETCS
OTCpPOYKa B TIPEAOCTABICHUH 3alpallMBaeMOil WHPOpPMAIMA C BPYYCHHUEM B
TPEXTHEBHBI CPOK CO JHS TOJyYeHHs MHCBMEHHOrO 3ampoca HHpopMaimu
yBEIOMJICHHSI 00 OTCPOYKE MPEACTABUTEINIO PEAAKIIMUA, B KOTOPOM YKa3bIBAIOTCS
NpUYMHA OTCPOYKH, Jara, K KOTOpOW OyJeT MpenocTaBieHa 3arpamiriBaeMast
UHpOpMaIUs, IODKHOCTHOE JUI0, YCTAaHOBHBILIEE OTCPOYKY, JaTa NPUHITHS
perieHusi 00 OTCPOUKe.

19.3anpoc rocyaapcTBEHHOrO OpraHa, OpraHa MECTHOTO CaMOYIpaBJICHHS
WM JIOJDKHOCTHOTO JIMIIA, PAacCMAaTPUBAIOIIETO OOpamieHne TrpaXJaHWHA, —
JOKYMEHTBl W MaTepualibl, HEOOXOOMMBIC JJIsI PAcCCMOTPEHHs OOpalleHHS,
IPEJIOCTABISAIOTCS B TeYeHHE 15 1Hel, 3a HUCKIIOYCHHWEM JIOKYMEHTOB WU
MaTepHaJIOB, B KOTOPBIX COAEPIKATCS CBEACHUS, COCTABIISIONINE TOCYIaPCTBEHHYIO
WIM  WHYI OXpaHseMyl QenepasbHbIM 3aKOHOM TaliHy, M Ui KOTOPBIX

YCTaHOBJIEH OCOOBIH MOPSIOK MPEIOCTABICHHUS.



[Ipunoxenne Ne 9
K MHCTPYKLIUH T10 JE€JIONPOU3BOICTBY B
TeppuTtopuanbHoit n30upaTenbHON Komuccuu Ne 52

YTBEPXIAIO

IIpencenarens TeppuropuanibHOU
n3bupareapbHoi Komuccuu Ne 52

pacuppoBKa NOIUCH

OAIMUCH
20 T
HOMEHKJIATYPA JEJI
TeppuropuajibHoii n30upareabHoil komuccnu Ne 52 a 20 rox
Vreke Kou-Bo Cpok xpaHeHus nena
eIJ[1a 3aromoBok sena nen (TOMOB, (ToMa, 9acTu) [Ipumeyanue
a (Toma, qacTn) Jacreit) u Ne crareii 1Mo mepeyHto
1 2 3 4 5
HasBanue paznena
HaumeHoBaHUE NOKHOCTU COCTAaBUTEIIS Iloamuce PacimdpoBka
HOMEHKJIATypPbl MOJIITUCHU
[ara
COI'NTACOBAHO COI'NTACOBAHO
IIporoxon DK Cekperapsp Cankt-IletepOyprckoit
or Ne n30UpaTeIbHON KOMUCCHU

IMoamnucek pacuu(poBKa MOITHCH



[Iponomxenue npunoxenus Ne 9

HTorosas 3amuce o KaTCTopusiaxX U KOJIMYCCTBC ACII, 3aBCACHHLIX B

TeppuropuanbpHOt n306UparensHON KoMuccun Ne 52

roay B

B ToMm uncne

ITo cpokam xpaneHus Bcero S — C OTMETKOM
p «OITK»
1 2 3 4
[TocrossHHOTO
Bpemennoro (cBoimie 10 eT)
Bpemennoro (10 10 sieT BKIIOYUTEIBHO)
HUTOI'O:

HaumeHoBaHMEe NOKHOCTU COCTaBUTEIA IToamuce Pacumdposka
HOMEHKJIATypbl MOAMUCHU

Hara



[Ipunoxenne Ne 10
K NHCTPYKLIHH 110 JEJIONPOU3BOJCTBY B
TeppuropuansHoii u30HpaTeaIbHON KoMuccuu Ne 52

TepputopuanbHas komuccus Ne52 YTBEPXKXJAIO
OINICE N [Ipencenarens

[1] 19

- — TepputopuanbHoit komuccuu Ne 52
JIeJ IOCTOSTHHOT'O XPAHEHU ST
3a TOoJ IToanuce Pacmmdposka moamnucu

Hara
Ne WNunekc Kpaithue | Kon-Bo
3aroJIoBOK neia [Tpumeuanue
/o Jerna JIaThI JINCTOB
1 2 3 4 5 6

B mannbIil pa3zaen onucu BHECEHO

(yughpamu u nponucwro)

¢ Ne mo Ne , B TOM YHCJIE:

JIMTCPHBIC HOMCpA:

IIPOITYLICHHBIE HOMEpa!

HaunmenoBanue NOIKHOCTH COCTaBUTENSA ITonnuce Pacmm¢poBka noanucu
OINCH
JlaTa
COI''TACOBAHO YTBEPXIEHO
[Iporokon DK IIporokon LleHTpanbHON SKCIIEPTHO-

MIPOBEPOYHON METOANYECKON KOMUCCHH
ApxusHoro komurera Cankt-IletepOypra

oT No oT Ne




TeppuropuanbHas komuccusi No52

OIIUCDb Ne

nen BpemerHoro (10 et u 6osee) XxpaHeHUs

[Ipunoxenne Ne 11

K UHCTPYKIIUU 110 A€JIOIPOU3BOJICTBY
B TeppurtopuansHoii H130UpaTeabHON
xomuccuu Ne 52

YTBEPXIAIO

[Ipencenarens
Teppuropuanbaoit komuccun No 52

3a roa IToamnuce PacmmdpoBka moanucu
Hara
No HNunexc Kpaithue | Kon-Bo Cpok
3aroJIoBOK neia [Ipumeuanue

/11 Jiena JIaThl JIMCTOB XpaHeHust

1 2 3 4 5 6 7
B mannbIil pa3zaen onucu BHECEHO

(yughpamu u nponuceio)

¢ Ne 1mo Ne , B TOM 4HCJIE:
JIMTEPHBIE HOMEpA:
MPONYILLICHHbIE HOMEPA!
HanmenoBanue NOIKHOCTH COCTaBUTENSA ITognuce Pacmm¢poBka nonmucu

OITMCHU

JlaTa

COI''TACOBAHO
[IpoTokon DK

oT Ne

COT'JTACOBAHO
Cexkpetapp Cankrt-IlerepOyprckoit
n30UpaTenTbHON KOMUCCUU

®.1.0.




TeppuropuanbHas komuccust No 52

OIIUCDb Ne

JIeJT TI0 IMYHOMY COCTaBY

[Ipunoxenne Ne 12

K UHCTPYKIIUU 110 A€JIOIPOU3BOJICTBY
B TeppurtopuansHoii H130UpaTeabHON
xomuccuu Ne 52

YTBEPXIAIO

[Ipencenarens
Teppuropuanbaoit komuccuu Ne 52

3a ron IToamnuce Pacmmdposka moamnucu
Hara
No HNunexc Kpaithue | Kon-Bo Cpok
3aroJIoBOK neia [Ipumeuanue
/11 Jiena JIaThI JINCTOB XpaHeHust
1 2 3 4 5 6 7

B nannbIil pa3zaen onucu BHECEHO

(yughpamu u nponuceio)

¢ Ne 1mo Ne , B TOM 4HCJIE:
JUTEPHBIE HOMEpA!
IPONYyLIEHHbIE HOMEpA!
HaunmenoBanue NOIKHOCTH COCTaBUTENS ITonnuce Pacmm¢poBka nonmucu
OINCH
JlaTa
COI'NTACOBAHO COT'JTACOBAHO
[IpoTokon DK [IpoTokon LleHTpanbHO 3KCIIEPTHO-

oT No

MIPOBEPOYHON METOANYECKON KOMUCCUH
ApxusHoro komuteta Cankt-IlerepOypra

oT Ne




ITpunoxxenne Ne 13
K MHCTPYKIIHH TI0 JICJIONIPOU3BOJICTBY B
TeppurtopuansHoit U30UpaTenbHOM

komuccun Ne 52

Teppuropuanbaas komuccust Ne 52
AKT

Ne

(mecmo cocmagnenus)

(0] BBIACJICHUHU K YHUYTOKCHHUIO TOKYMECHTOB,
HE MOAJeKAIUX XPAHCHUIO

Ha

OCHOBaHHH

[lepeuns

THUIIOBBIX

YTBEPXIAIO

[Ipencenarens

TepputopuanbHoil komuccuu Ne 52

noanuch

Jlara

YIPABJICHYECKUX

Pacmndposka

OoAIMHUCH

APXUBHBIX

JIOKYMEHTOB,

oOpa3yromuxcs B Ipolecce AESTeNbHOCTH TOCYAapCTBEHHBIX OPraHOB, OPraHOB MECTHOIO
C YyKa3aHUEM CpPOKOB XpaHEHHA KU HOMEHKJIATYPHL eI
komuccurn No 52 0TOOpaHBl K YHHYTOKEHHIO Kak He

CaMOYITPaBJICHUSI W OpraHHU3aLNi,
TeppuropuanbpHOli M30HpaTETHLHOMN

120V (101105 (5 H&y‘-lHO-PICTOpH‘-IGCKOfI OCHHOCTH W  YTPATHUBIIUC IMPAKTUYCCKOC 3HAYUCHUC
JIOKYMEHTHI.
3aroyioBOK Jena Wunekc nena no
N . Cpoku xpaHeHHUs
No WJIW TPYNIOBOM Kpaitnue HOMEHKJIaType Kou-Bo . | Ilpume-
U HOMepa craTeit
H/ II 3aroJIOBOK JaThbl HJIK HOMCP Acjia ca. Xp. YaHUeC
0 MEePEYHIO
JTOKYMEHTOB 10 OITUCH
1 2 3 4 5 6 7
Urtoro: en. Xp. 3a TroAbl

(yugppamu u nponucwio)

Omnucu JCJI TIOCTOAHHOT'O XpaHCHHUA 3a

coriacoBanknl ¢ DK

(mpoToKOI OT

« »

T. Ne

TOJIbI YTBEPIK/ICHBI, TI0 THYHOMY COCTaBY
Cankr-IletepOyprckoii U30UpaTeTIbHON KOMUCCUN

(HauMeHceaHue 00IHCHOCIU auya, npoeoduemeeo 9KCcnepmusy yeHHocmu doxymeHmoe)

JlaTa

(noonucv)

(unuyuanvl, pamunus)




[Iponomxenue npunoxenust Ne 13

COI''TACOBAHO COI'ZTACOBAHO
[IpoTokon DK Cexkpetapp Cankrt-IlerepOyprckoit
n30UpaTenbHON KOMUCCUU
or No ©.1.0.
JIOKyMEHTBI B KOJINUECTBE Jies1, TOMOB
BECOM KT CIaHbI B

(HaumeHnosanUe Opeanu3ayuu)

Ha nepepadoTKy MO MPUEMOCAATOYHON HAKIAIHOW OT No
(oama)

HanmeHoBaHMe TOJDKHOCTH JIWIIA,
CIABILIETO JOKYMEHTBI

Jlara Toonucw Pacuugpposra noonucu

HN3meHeHus B YUYE€THBIC JOKYMCHTBI BHCCCHBI

HaumenoBanue NOJKHOCTH JIAIIA ,
BHECILIETO U3MEHEHHUS B YUETHBIC
JTIOKYMEHTBI

Jlata Iloonucw Pacwugposra noonucu



[Ipunoxenne Ne 14
K MHCTPYKIIMH 1O AEJIONPOU3BOJICTBY B

TeppuropuansHoii u30HpaTeaIbHON KoMuccuu Ne 52

TeppuropuanbHas uzdbuparenbHas komuccust Ne 52

YTBEPXIAIO
AKT [Ipencenarens
20 r. Ne TeppuTtopuansHol U30MpaTETHLHON

xkomuccuu Ne 52

MECTO COCTaBJIICHUS

IoAnuchH pacunpoBKa NOIMUCH
O0 yHHYTOXKEHUH JOKYMEHTOB
€ OTPAHUYEHHBIM CPOKOM nara
XpaHeHus!
( IMH, 1 rox, 3 roxa, 5 ser)
Ha ocHoBanuu Ilepeuns TUNOBBIX  YIPABJICHYECKUX AapXHUBHBIX JIOKYMEHTOB,

o0Opa3yrommuxcss B Mpoiecce ACSITEIbHOCTH TOCYAapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO
CaMOYNpaBJieHUsT M OpraHM3alMii, C yKa3aHHEM CpPOKOB XPAaHEHHS M HOMEHKIATyphbl el

TepputopuasnibHOil u30upaTenbHO Komuccuu Ne 52 OTOOpaHbI K YHHYTOXKCHHIO Kak

HC

UMEIOUIEe HAyYHO-UCTOPHUYECKOW LEHHOCTH W  YTpaTUBIIME MPAKTUYECKOE 3HAUYCHHE

JOKYMEHTEL.
3aroJ0BoK Jefa Hupekc nena 1o Kon-Bo Cpoku xpaseHus
No WJIU TPYIIIOBOM Kpaitaue HOMEHKJIAType e Xp. W HOMEDA CTaTeli ITpume-
n/n 3aroJI0BOK JIaThI WK HOMED JIeNa 0 Hp - YaHue
JIOKYMEHTOB 10 OIIUCHU (JcToB) 0 HEPCEHHIo
1 2 3 4 5 6 7
Hroro ea.xp. (JIucToB) 3a rof
(1),
(tdpamu, TPONHUCHIO)
Becom KT CIaHEI B Ha
(HamMeHOBaHUE OPTaHU3AIINN)
nepepaboTKy MO MPUEMO-CAATOYHON HAKIaAHOU OT No

(MM YHUYTOXKEHBI TyTEM U3MebUeHUs (IIpeaUpOBaHus) Ha CIIEHAIM3UPOBAHHOM

000pyI0BaHUU 0€3 BO3MOXHOCTH BOCCTAaHOBIICHHS ).
Jara BpeMs
COI''TACOBAHO COI'ZTACOBAHO
[Iporokon DK Cexperaps Cankr-IletepOyprekoit
n30upaTeaTbHON KOMUCCHT

®.1N.0.

oT Ne




[Ipunoxenne Ne 15
K NHCTPYKLIHH 110 JEJIONPOU3BOJCTBY B
TeppuropuansHoii u30HpaTeaIbHON KoMuccuu Ne 52

BHYTPEHHSA OIIUCH

JOKYMEHTOB JeJia Ne

Ne Nunexe [Hara Howmepa
3aroyIoBOK I0KyMEHTa [Ipumeuanue
/m | JAOKYMEHTa | JOKyMEHTa JIMCTOB JeJa
1 2 3 4 5 6
Hroro: JIOKYMEHTOB
(TmdpamMu 1 IPOMTUCHIO)
KonnuecTBo IMCTOB BHYTPEHHEH OMUCH
(TdpamMu 1 IPOTHCHIO)
HaumeHnoBanue noinKHOCTH JMLIa,
TTonnuce PacmudpoBka moamucu

COCTaBHUBILETO BHYTPEHHIOIO OMHChH
JIOKYMEHTOB JieJia

Hara



[Ipunoxenne Ne 16
K NHCTPYKLIHH 110 JEJIONPOU3BOJCTBY B
TeppuropuansHoii u30HpaTeaIbHON KoMuccuu Ne 52

JIMCT-3ABEPUTEJIb JIEJIA Ne

B neno nogmuro u MpoHyMepoBaHO JHUCTOB(a),
(undpamu 1 MPONHUCHIO)

B TOM YHCJIC:

JUTEpHBbIE HOMEpA JIUCTOB

MMPOMYHICHHBIC HOMEpPA JIUCTOB

+ JINCTOB BHYTPEHHEH ONMUCHU

OcobeHHocTH (PU3NIECKOTO COCTOSIHUS U Howmepa
dhopmMupoBaHus e JIUCTOB
1 2

HaumenosaHue nOKHOCTH

Ionmuce Pacmmdposka noanucu

Hara




[Ipunoxenne Ne 17
K NHCTPYKLIHH 110 JEJIONPOU3BOJCTBY B
TeppuropuansHoii u30HpaTeaIbHON KoMuccuu Ne 52

TEPPUTOPHUAJIBHASA U3BUPATEJIbBHAA KOMUCCHSA Ne 52
CAHKT- IIETEPBYPT

JEJIO Ne

(3a201060K Oena, mom oeia)

(kpaiinue oamot)

Ha  gjwuer
D. Ne
O Ne
A Ne

XpaHUTh



[Ipunoxenne Ne 18
K NHCTPYKLIHH 110 JEJIONPOU3BOJCTBY B
TeppuropuansHoii u30HpaTeaIbHON KoMuccuu Ne 52

YTBEPXKJIAIO YTBEPXK/JIAIO
[Ipencenarens [Ipencenarens
TepputopuaibHOMN Cankr-IlerepOyprckoit
n3bupareaprHOi Komuccuu NeS2 n30upaTeaTbHON KOMUCCHUN
noAIuCh pacmwprBKa IoAIINCH noAIInuCh pacmn(prBKa IIoAIIMCH
Hara [Teuats Harta IIeuats
AKT Ne

npueMa-nepenrayn
APXMBHBIX IOKYMEHTOB Ha

XpaHeHue
(ocnosanue nepedayu)
(naszseanue nepedasaemoeco ¢onoa)
TeppuropuanbHas u3dupareabHas KOMHCCHUSA Ne 52 B BIG11(S
chana, a
JIO/mKHOCTB, (dbamMuTus, THUIHATIBI
Cankr-IlerepOyprekas n3dupareabHas KOMHUCCHUSA B e
JIOJKHOCTD, GaMUITHs, HHUITHAIIBI
MPUHIIA JOKYMEHTHI HA3BaHHOTO ()OH/Ia ¥ CIPABOYHOTO MaTepuaia K HUM:
No /it Ha3zBanue, Homep onvcu KommuectBo KonmuectBo [Ipumeuanue
9K3EMILISIPOB el. Xp.
ONHCH
1 2 3 4 5
Hroro npunsro en.Xp.
[lepenauy nmpounsBenu:
JlomxHOCTh [Tonnuce Pacum¢poBka  JlomkHOCTD [Mongnucs  PacmmgpoBka
Hara Hara
®onny npucBoeH Ne
N3meHeHus B ydeTHbIE JOKYMEHThI BHECEHBI
JIOIKHOCTH [Moanuce Pacumdpoka

Hara



(I)opMa PErUCTPAIMOHHOIO )KypPpHaJia BXOAAIIUX TOKYMECHTOB

[Ipunoxenne Ne 19
K MHCTPYKLIHMH I10 JAEJIONPOU3BOCTBY B
TeppuropuansHoii u3dbupaTenbHoi komuccun Ne 52

[Hara Peructpa | Koppecnt | Homep wu | Comepx | Pezomo | Ucnon | Cpoxk | Otmer | Hom

HOJy4e | HMOHHBIM | OHJEHT | Jara aHue s HUTEb | UCIIONT | Ka 00 | ep

HUs HOMEp JOKYMEHT HEHUS | MCIOJN | Jena

a HEHUHU
(I)opMa PErUCTPAIMOHHOIO KYpPHaAJIa HCXOAAIIHNX TOKYMECHTOB

[Hara Peructpanmonssiii | Anpecar | Kpatkoe Kro Hcnonaurens | Homep nena

OTIIPABIICHUSI | HOMEP coJiepKaHue | MoAmucal c  Komuei

JOKyMEHTa JOKYMEHTa | JOKYMEHT UCXOJSIIETO
JIOKYMEHTa




