TEPPUTOPUAJIBHAS U3BUPATEJIBHASLI KOMUCCHSA Ne 60

PEIHIEHHUE
04 aBrycra 2026 roma Ne 13-9

Cankr-IletepOypr

OO0 MHCTPYKIMH 110 AeJIONPOU3BOACTBY
B TeppuropuanbHoii u3duparebHoii komuccuu Ne 60

B cootBerctBun ¢ pemenueM Caskt-IlerepOyprckoil n30HMpatenbHOM
komuccun ot  31.07.2026 Ne 188-10 «O TwumoBol HHCTPYKUUH IO
JIEJIONPOU3BOJACTBY B TEPPUTOPUATIBLHOW H30MpareabHOM Komuccud B CaHKT-
[TerepOypre», TepputopuansHas nzduparenbpHas komuccus Ne 60 pemuaa:

1. [lpuzHath  yTpaTHBIIMM  CHJIy  pelieHue  TeppuTopuaTbHON
uzbuparenbHorr Komuccuu Ne 60 ot 23.06.2020 Ne 2-11 «O06 WHCTPYKUIMHU TIO
JIEONPON3BOACTBY B TeppuTopuanbHOit m30uparensHoi komuccuu Ne 60y

2. YTBepauTh MHCTPYKIMIO TIO JEIONMPOU3BOJACTBY B TeppuTOpHaTbHON
uzbuparenbHori kKomuccuu Ne 60 corjacHO TPUIIOKEHUIO K HACTOSIIEMY
PELICHHUIO.

3. Paamectuth  HacTOfIllee  pelieHHME ~Ha  OPUIMATIBLHOM  CcailTe
TeppuropuanbHoit nzduparenbHoi komuccuu Ne 60 B cetn HTepHeT.

4. KOHTpOJb 3a HCIOJIHEHUEM HACTOSLIEr0 pElIEHUs BO3JO0XKUTh Ha
npeacenatens TeppuropuanbHol n3duparenbHo komuccun Ne 60.

IIpencenarens TeppuropuanbHOU
n3buparenbHoi komuccuu Ne 60 H.IIL. Ilynrun

Cexkpetaps TepputropuanbHOl
n3ouparenbHoit komuccun Ne 60 C.B. MannHoBckas



[IpunoxeHue K pemeHuto
TepputopuanbHOi H30UpaATENHHOMI
komuccun Ne 60
ot 04.08.2026 Ne 13-9

YTBEPX/IEHA pemenuem
TeppuropraibHON N30UpaATETHHOM

komuccuu Ne 60
ot 04.08.2026 Ne 13-9

THUIIOBAA HHCTPYKLUA _
IO AEJIONPOU3BOACTBY B TEPPUTOPUAJIBHOU
N3BUPATEJIBHOU KOMUCCHUU B CAHKT-IIETEPBYPTE

1. O0mme moJoKeHus

1.1. Uuctpykuus mo AeNonpous3BoACTBY B TeppuTopuanbHO H30MpaTEIbHOM
komuccun Ne 60 (mamee — MHCTpyKIms) yCTaHaBIMBAeT MOPSIOK pabOTHI C
JOKYMEHTaMH, OCHOBHBIE TMpaBuja MX TMOJATOTOBKA U  OdOpMIICHUs
B TeppuropuanbHoit nzduparenbHoit komuccuu Ne 60 (nmanee — TeppuTopraibHas
KOMUCCHSA).

TepputopuanbHas KOMHUCCHS BIIPABE YTBEPKIATh TUIIOBbIE
W/WIU  TIpUMEpHBbIE HMHCTPYKIHUU TO JIETOMPOU3BOJCTBY JUISl  y4aCTKOBBIX
M30UPATEIIbHBIX KOMUCCHH.

1.2. Uuctpykius paszpaboTaHa Ha OCHOBaHMHM (eAepalbHbIX 3aKOHOB
ot 12 urons 2002 roga Ne 67-®3 «O06 OCHOBHBIX FapaHTUSIX U30MPATEIbHBIX MPAB
U TpaBa Ha ydactue B pedepenmyme rtpaxaaH Poccuiickont Deneparuiny
(manee — denepasibHBI 3aKOH 00 OCHOBHBIX TapaHTHSIX HM30MpaTeIbHBIX MPaB),
or 22 oktsa6ps 2004 roga Ne 125-®3 «O6 apxuBHOM Jene B Poccuiickoi
denepanuny, 3akoHoB CaHkT-IleTepOypra, MOCTAaHOBICHUA U UHBIX HOPMATHUBHBIX
aktoB lleHTpanbHOM M3bUparenbHOM komuccun Poccuiickoit deaeparuu (anee —
UK Poccun), Cankrt-IlerepOyprckoil m3dupaTebHOM KOMHUCCHM, PErjlaMeHTa
TEPPUTOPUAIBHOM  KOMHUCCHUM, C HCIOJIb30BaHMEM TNpuKka3oB Pocapxusa
or 22 mas 2019 roma Ne 71 «O6 yrtBepxaenuu IIpaBun aenonpou3BOACTBa

B TOCyAapCTBCHHBIX opraHax, opraHax MECCTHOI'O CaMOYIIPABJICHU S,



or 25 ngexabps 2020 roma Ne 199 «O6 yrBepxkaeHuu MeToaUYECKUX
peKOMeHJauMii 1o pa3paboTKe  MHCTPYKIUH MO  JEJIONPOU3BOJCTBY
B TOCYJAapCTBEHHBIX  OpraHax, oOpraHax MECTHOIO  CaMOYMIpaBJICHUID,
ot 31 urons 2023 roga Ne 77 «O6 yrBepxkaeHuu [IpaBun opranuzanuu XxpaHeHus,
KOMITJIEKTOBAHMSI, y4€Ta W WCIOIB30BAaHUS JTOKyMEHTOB ApxuBHOTO (hoHIa
Poccuiickoit denepaliui U Jpyrux apXUBHBIX JOKYMEHTOB B TOCYAapCTBEHHBIX
opraHax, OpraHax MECTHOIO  CaMOYIpaBJEHUS U  OpPraHU3aALUIXY,
['OCT P 7.0.97-2025 «HanuwonaneHblii ctangapt Poccuiickoit deneparuu.
Cucrema cTaHaapToB 10 HH(POpMaAIMK, OUOIMOTEYHOMY M U3JATEIHCKOMY
neny.  OpranuzaliMOHHO-pacropsiiuTeNnbHas — JAOKyMmMeHTanus.  TpeOoBaHus
kK odopmieHnto mokymeHtoB», ['OCT P 7.0.8-2025 «HarmmoHanbHBIH CcTaHAApT
Poccuiickoit denepanuu. Cuctema craHaapToB 10 UHGOPMAIMU, OUOINOTEYHOMY
U U3JAaTEeNIbCKOMY Jieny. Jlemompou3BOJACTBO W apXUBHOE J1€710. TepMUHBI
U OTIPEICIICHUS.

PaGota ¢ nokymeHTamu, cojaepKaluMu HWH(OpPMAIKMI0 OTrpaHUYEHHOTO
pacrpoCTpaHEHHUs, OCYIIECTBISETCSI B COOTBETCTBUM C TMOCTAaHOBJIECHUEM
[IpaButensctBa Poccuiickoit ®deneparuu ot 03 HosOps 1994 roma Ne 1233
«O0 ytBepxaeHuu llonoxkeHuss o0 TOpsSAKE OOpaIlleHUs CO  CIIyKeOHOM
nHpopMalelt OrpaHUYEHHOTO pacnpocTpaHeHuss B (enepaabHbIX OpraHax
WCIIOJTHUTEILHOM BJIACTH, YIIOJTHOMOYEHHOM OpraHe yIpaBJE€HHs UCIOIb30BaHUEM
aTOMHOM SHEPrUU M YIMOJHOMOUYEHHOM OpPraHe MO0 KOCMHUYECKOU AeATETbHOCTUY,
3a HCKJIIOYCHHEM JIOKYMEHTOB, COJAEpXKaIluX CBEACHHs 00 u30upaTensx,
y4acTHUKaX pedepeHayma, oOpamalommuxcs B paMkax (yHKIIMOHUPOBAHUS
['ocynapcTBEeHHOM CHCTEMBI perucTpanuu (ydera) wuszOuparesied, y4aCTHUKOB
pedepenayma B Poccuiickoit deneparuu.

1.3. ITonoxenuss MHCTpyKIIUU pacipOCTPaHAIOTCS HAa OpraHU3aIui0 padOThI
C JOKYMEHTaMH HE3aBUCHUMO OT BHJA HOCUTENS, B TOM YHUCIE C 3JIEKTPOHHBIMU
JIOKYMEHTaMH, BKJIOYas MOJATOTOBKY, PErUCTpallMI0, MPOXOXKIACHUE, XPAHECHHE

N UCITIOJIb30BAHHUC JOKYMCHTOB.



[Tonoxenuss MHCTpyKUMKM HE pacpOCTPaHSAIOTCS HAa OpraHU3aluio paboThI
C JOKYMEHTaMH, COJACPKAIIUMH CBEICHUS, COCTABIAIOIIME TOCYJApPCTBEHHYIO
TalHy.

TpeboBanus MWHcTpykiuu Kk pabore ¢ (UHAHCOBOW, B TOM YHCIE
OyXranTepcKkoil JOKYMEHTAllMEeW paclpOCTPaHAIOTCS Ha JaHHbIE JIOKYMEHTBI
B YacTU OOUIMX MPHUHIMIOB pabOThl C HUMH, a TAaKKE OpraHU3allUud TEKYIIETOo
XpaHEHUs1 JOKYMEHTOB M IMOJTOTOBKH HMX K I€pellade Ha apXUBHOE XpAHEHHE,
C y4eToM OCOOCHHOCTEH  OIOKETHOTO  3aKOHOMATENbCTBA,  HACTOSIICH
Nuctpyknuu, nabix HopMatuBHBIX akToB IIMK Poccum, Cankr-IleTepOyprcekoit
n30MpaTeNbHOW KOMUCCHH, TEPPUTOPUATIBHON KOMUCCHH.

PaboTa ¢ JOKyMeHTamMHu MO OpraHU3alyy 3aKylOK TOBapoOB, pabOT U yCIyT
ocyiecTBisiercas ¢ ydetom @DexpepanbHoro 3akoHa ot 5 ampens 2013 rona
Ne 44-®3 «O kKoHTpakTHOW cucTeME B cepe 3aKynoK TOBAapOB, padOT, yCIayr
Uil 0OecrieueHs] TOCYJapCTBEHHbIX W MYHMIMIAIBHBIX HyX1». OcobeHHocTH
OpraHu3alMu JOKYMEHTOOOOpOTa, OTHOCAIIEroCs K OpraHu3aludd 3aKyIoK
TOBapoOB, padOT U yCIIyT, MPaBHJia MOATOTOBKH U OPOPMIIEHUSI TAKMX IOKYMEHTOB,
a TakXke MOpAdoK padoThl ¢ HMUMHM MOTYT JOMOJHUTEIBHO YCTaHABIMBATHCS
COOTBETCTBYIOIIUMHU HOPMAaTUBHBIMU aKTaMHu UK Poccun,
Canxrt-IletepOyprckoit n30uparenbHOH KOMHUCCUHU, TEPPUTOPUATLHON KOMUCCHUU,
IIpUKa3aMu NpeIcenaTetsi TEpPUTOPUATBHON KOMUCCHH.

1.4. IlpaBuna moAroToBKH U 0(OPMIIEHHSI JOKYMEHTOB U MOPSAOK pabOThI
C HUMH, TnpeaycMoTpeHHble WMHcTpykimeil, o0s3arenabHbl ISl YJICHOB
TEPPUTOPUAIBHOM KOMHUCCUU M TOCYAAPCTBEHHBIX T'PAXKIAHCKUX —CIyXKaIIUX
anmnapara TEppUTOPUAIBHON KOMUCCHUU (Jlajiee — rpakJAaHCKue CITyKalllue) U Jull,
3aMEIIAOIMIMNX JOJDKHOCTH, HE SBISIOIIMECS JOHKHOCTAMHM TIOCYIapCTBEHHON
IPaKIAHCKOM CIIy>KOBbI, a TaKXKe JIMI], MPUBJIEKAEMbIX O T'Pa)XJIaHCKO-TPABOBBIM
JIOTOBOPAM.

1.5. Benenue JEIONPOU3BOACTBA TEPPUTOPHUAITBHOU KOMMCCHUU
OCYILECTBIISIET MPEICENATENIb TEPPUTOPUAIIBHOM KOMHMCCUU WM TPa)XIaHCKUI

CIy)KalllMil anmnapara TEPPUTOPHAIBHOM KOMHCCHHM, Ha KOTOPOIO BO3JIOXKEHA



(GyHKIMS BeOEHUS JEJIONPOM3BOACTBA B COOTBETCTBUU C  JIOJDKHOCTHBIM
pernmaMeHToM  (zajee — pabOTHHMK — ammapara, OTBETCTBEHHBIM 3a  BEJCHHE
JIEJIOTPOU3BOICTBA).

1.6. PaboTHukn  ammapara,  IOCTYNMBIIME Ha  TOCYJapCTBEHHYIO
rpaxaanckyto ciayxOy Cankr-lIletepbypra B ammapar TeppUTOPHAIBHON
KOMUCCHH, JIUOO Ha JOJHKHOCTH, HE ABJIAIOIINECS JOHKHOCTSIMU TOCYIapCTBEHHON
IPaXIaHCKOM CIYy’KOBI, a TakXke TpakaHe, NPUBJIEKAEMbIE IO TI'Pa)XITaHCKO-
IPaBOBBIM JOTOBOpPaM, JIOJKHBI OBITh O3HAKOMJIEHBI MOJ MOIIUCH C TEKCTOM
WHCcTpyKuMn ~ paOOTHUKOM  ammapaTa,  OTBETCTBEHHBIM 32  BEJICHUE
JIEJIONPOU3BOICTBA.

1.7.B cmydae yxoma B OTHYCK, BbI€3la B KOMAHJHUPOBKY, OOJIE3HH,
YBOJIBHEHUSI ~ MCIOJHUTENS  JIOKYMEHTOB  HEUCIIOJIHEHHBIE  JOKYMEHTBI
10 MOPYYEHUIO TMpeceaTessl TePPUTOPUATIBLHON KOMUCCHH MEPEAAOTCA APYTOMY
VCITOJIHUTEIIIO.

1.8. Jlenonpou3BoACTBO B TEPPUTOPUATBHON KOMHUCCHUHM OCYILECTBISETCS
CpPEICTBAMHM  MOJCHCTEMBI JIOKYMEHTOOOOpOTa M  yINpaBiieHus IU(POBBIM
KOHTEHTOM ['OCyZapCTBEHHOW AaBTOMATU3UPOBAaHHOW cucCTeMbl Poccuiickon
®enepaunn  «BwiOope» (manee —I1J[), a Takke C HUCHNOJIB30BAHUEM JIPYTUX
pPErHCTPAlMOHHO-YYETHBIX (opM  (KapTOUYHOM WM KYpPHaJbHOM CHCTEMBI
perucTpanuu JOKyMEHTOB).

Pabota B IIJ] MOXeT OCyHIECTBIATHCA KaK B 3aKPBITOM KOHTYpE, OCTYII
K KOTOpOMY 4WIEHaM TEPPUTOPUAIBHON KOMHUCCHMM M pabOTHUKaM ammapara
TEPPUTOPUATBHOM KOMHMCCHUHM TIPEIOCTABISETCS B COOTBETCTBHM C IPHUKA30M
npejacenaress TEPPUTOPUATIBHON KOMHUCCHM, TaK U B OTKPBITOM KOHTYpE, AOCTYM
K KOTOpPOMY IpPENOCTABISIETC B COOTBETCTBUM C pacnopsbkeHueM IIpencenarens
UK Poccun, nHopmaruBHbiMH akTamMu CaskT-lleTepOyprckoit u3OupaTenbHON
komuccuu 1o coriacopanuto ¢ [{IUK Poccun.

B 3akpeiToM KOHTYpe mpeaycMoTpeHa o0pabdoTKa MEPCOHANBHBIX JTaHHBIX
Y MHON KOH(QUACHINAIbHONW HH(OpMaLIUU.

JlokymenTsl, coaepxamuecs B [1/], MOoryT ObITh MOANKCAHBI AJIEKTPOHHON



MOANMUCHIO JOJKHOCTHOTO JIULA.

PaGota ¢ [OKyMeHTaMu TEeppUTOPUATBHOM KOMHUCCHU OCHOBBIBAETCA
Ha IPUHIIUIE OJHOKPATHOW PErUCTpallud JOKYMEHTA.

1.9. Unctpykuus W HU3MEHEHHS B HEE YTBEPXKIAIOTCS pelIeHUEM
TEPPUTOPUAIIBHOM KOMHCCHMM Tiociie coriacoBanus ¢ Caskr-lletepOyprekoi
N30MPpaTEIIbHOM KOMUCCHUEH.

1.10. B UHCTpYyKIIMU UCTIONB3YIOTCS CIEAYIONIUE TEPMUHBI U OIIPEIeTICHUS:

OJIaHK JOKYMEHTa; OJJICKTPOHHBIM 1a0JoH OJlaHKa JOKYMEHTA — JIUCT
OymMaru Wid O3JIEKTPOHHBIM MIAOJOH C PEKBU3UTAMH, HIECHTUPUIUPYIOUIMU
aBTOpa 0(ULIHUATBHOTO JOKYMEHTA, PACIOJIOKEHHBIMH B OIPEACIIEHHOM MOPSJIKE;

BHYTPEHHHMM JOKYMEHT — JOKYMEHT, ITOATOTOBJICHHBIA B TEPPUTOPUAIBHOU
KOMUCCHH, HE BBIXOAIINIM 3a €€ IPEIebl;

BXOJSIINA JOKYMEHT — JOKYMEHT, MOCTYNHUBIIMK B TEPPUTOPHAIBHYIO
KOMUCCHIO;

(2JIeKTpOHHOE)  J1e7I0 — PU3HYECKH  000COOJIGHHAass WM JIOTHUYECKH
ONpeJeNieHHasl eIMHNLA KIACCU(PUKALUA U CUCTEMATU3AlMU B JOKYMEHTAILHOM
boHIIe TePPUTOPHATIBHON KOMHUCCHH, BKIIHOYAIOMIAsl JOKYMEHT MM COBOKYITHOCTb
JIOKYMEHTOB, OTHOCAILMXCS K OJHOMY BOMNPOCY WM YYacCTKy JAESITEIbHOCTH,
MMEIOIINX OJIMHAKOBBIA CPOK XPAHEHUS;

JeJIONPON3BOACTBO — COBOKYITHOCTh MPOIIECCOB pabOThl € JOKYMEHTaMH,
BKJIIOYAsl JIOKYMEHTHUPOBAHHUE, JIOKYMEHTOOOOpPOT, OINEpaTUBHOE XpaHEHUE
Y UCIIOJIb30BAaHUE JJOKYMEHTOB B JI€ATEIBHOCTH TEPPUTOPHUATBHON KOMHUCCHH;

JOKYMEHT — 3a)UKCUpOBaHHAsl Ha HOCUTENEe MH(OpMalUsi C PEKBU3UTAMHU
W/WIU METaJIaHHBIMU, TTO3BOJISIONIMMU €€ UACHTU(UIUPOBATH;

JOKYMEHTAJIbHBIA  (POHJ — COBOKYITHOCTh ~ JOKYMEHTOB, 0Opa3yrOIINXCs
B JICATEIbHOCTH U30MPATETLHON KOMUCCHUY;

JOKYMEHTUPOBAHHUE — CTaAMs KU3HEHHOIO LIMKJIA JOKYMEHTA, Ha KOTOPOM
OCYILECTBIISIETCS 3aluCh HH(OpPMALMKM C PEKBU3UTAMH W/WIM METaJaHHBIMU

Ha HOCHUTCJIC 110 YCTAHOBJICHHLIM IIpaBHUJIaM B YCTaHOBHCHHOﬁ (bopMe;



JOKYMEHTOOOOPOT — ABUKEHUE IOKYMEHTOB B TEPPUTOPUATILHON KOMHUCCHH
C MOMEHTa HX CO3/JaHMs WM TMOJy4YeHHUS [JI0 3aBEPIICHHS] HCIIOJIHECHHUS
VI OTIPABKH;

nyOauKaT JTOKYMEHTa — MOBTOPHBIA H3K3EeMIUIApP MOMJIMHHUKA JOKYMEHTa,
CO3/1aBaE€MBbIH C LIEJIbI0 3aMEHBI MOAJIMHHUKA;

KU3HEHHBIA LMK JOKYMEHTA — COBOKYMHOCTh CTaJMi CYIECTBOBAHUS
JOKyMEHTa (JOKYMEHTHPOBAaHHOW HHQOpMAIMK), HaUUHAs ¢ ero (ee) co3maaHus
710 YHUUTOKEHUS;

3aBepeHHasl KONUS — KONUS JOKYMEHTa, Ha KOTOpPOH B COOTBETCTBUU
C YCTaHOBJICHHBIM TMOPAIKOM TPOCTaBICHBl PEKBU3UTHL, OOECIEUNBAIOIINE
ee IOPUIUIECKYIO CUTTY;

UCXOSIIUN JTOKYMEHT — IOKYMEHT, OTIIPABISEMbI W3 TEPPUTOPHAIBHOM
KOMUCCHH,

KOHTPOJIb UCTIOJTHEHHUS JIOKYMEHTOB — COBOKYITHOCTb NEeNCTBUI,
00ecreurBaoIIUX CBOEBPEMEHHOE NCIIOJTHEHUE IOKYMEHTOB;

KOTHS JOKYMEHTa — JOKYMEHT, MOJTHOCTBIO BOCTIPOM3BOISIIINN
uHGOPMAaIMIO MOIJTMHHUKA U BCE €0 BHEUTHUE MPU3HAKU WM UX YaCTh;

HOMEHKJIATypa JieJd — JOKYMEHT, COJepKalliii CHUCTeMaTU3HPOBAHHBIN
nepeueHb 3arojIOBKOB JIEJI, CO3[aBaéMbIX B TEPPUTOPHUATIBLHOW KOMHCCHUH,
C YKa3aHHEM CPOKOB UX XpaHEHUs, OPOPMIICHHBII B YCTAHOBJIEHHOM IMOPSIKE;

HOPMATUBHBIE JTOKYMEHTHI — COBOKYITHOCTh HMHCTPYKTHBHBIX MAaTE€pPHAJIOB,
paccuMTaHHBIX Ha TOCTOSHHOE WJIM MHOTOKPAaTHOE JEWCTBHE U COJEpKalluX
KaKue-Tu00 HOPMBI, TIPaBUiIa, MPEAUCAHNUS;

HOCHUTEINIb (JOKYMEHTHPOBAHHOM) HHGOpPMALIMKM — MaTepUaIbHBIA OOBEKT,
UCIIONIBb3YEeMbIN 11 (PUKCAlMK U XpaHEHHs IOKyMEHTUPOBAaHHON MH(pOpMAaIIH;

obpamenne B (opMe  DJIEKTPOHHOTO  JIOKYMEHTa — oOpalieHue,
NOCTyNHBIIEE B (OpME 3JIEKTPOHHOTO JOKYMEHTA C MCIOJIb30BAHUEM CTPAHMIIBI
opunmansHoro caiita  Canxt-lIlerepOyprckoit  u30upaTenbHOM ~ KOMHUCCHH

B HMH(POPMALIMOHHO-TEIEKOMMYHUKAIIMOHHOU cetu «WHTepHeT» (nanee - ceTh



WHuTepHeT), npeqHa3HauyeHHOM JUIsl HalpaBJeHUsl 0OpalleHui B TEpPpUTOPUAIIbHBIE
KOMUCCHUU;

OTMETKa 00 3JEKTPOHHOU MOJIMUCH — PEKBU3HUT 3JIEKTPOHHOIO JOKYMEHTA,
NOATBEPIKAAIOIINI €r0 MOANKMCAHUE DJIEKTPOHHOU MOAHUCHIO;

opUIMATBHBIA JTOKYMEHT — IOKYMEHT, KOTOPBIA CO3/aeTCs, 3aBepseTcs,
BBIZIACTCSI B YCTAHOBJICHHOM 3aKOHOM HWJIM WHBIM HOPMATHBHBIM aKTOM ITOPSIJIKE
OpraHOM T'OCYJAapCTBEHHOW BIIACTH, MHBIM T'OCYJAapCTBEHHBIM OpPraHOM, OpraHOM
MECTHOTO CaMOYIIPABJIICHUS WM MHOM  YIIOJHOMOYEHHOW OpraHu3alueH,
YIOJHOMOYEHHBIM JOJDKHOCTHBIM JIMLIOM U yIOCTOBEPSIET IOPUANIECKH 3HAYNMBbIE
(haKThL;

oopMiIeHUE JOKYMEHTa — IPOCTaBJIEHUE Ha JOKYMEHTE HEOOXOIMMBIX
PEKBU3UTOB;

oOpanieHre B NMUCbMEHHOM (popMe — HamlpaBIIEHHbIE B TOCYJIAapPCTBEHHBIM
Oprad, OpraH MECTHOI'O CAMOYIPABJICHHUS WM  JOJDKHOCTHOMY  JIMILY
B MTUCbMEHHOU (DOopMe MpEeITIOKEHUE, 3asiBICHUE WK Kano0a;

MUCHbMO — 0000LIEHHOE HAa3BaHUE PA3IMYHBIX [0 COAEP’KAHUIO JOKYMEHTOB,
CIIy’>KallliX CPEICTBOM OOIICHUS MEXAY OpraHU3alMsIMU, TPaXIaHaMU;

MO/JJIMHHUK ~ JIOKYMEHTA — IIePBbIA  WJIM ~ €AMHCTBEHHBIM  3K3EMILISP
JOKYMEHTA,

NOPYYEHHE — JOKYMEHT, IMPEANUCHIBAIOIIMN BBINOJHEHNE TEX WM HHBIX
3aJIaHUM;

pErUCTpallMOHHO-YYeTHass KapTouka gokymeHta (nanee —PYK)— dopwma,
UCIIONb3yeMas I 3alllCU CBEACHUW O JOKYMEHTE B LENSAX ydeTa, IMOHCKa
Y KOHTPOJIS, CO3aBaeMasi Ipyu PErUCTPALMKU JOKYMEHTA ¢ Ucnoiab3oBanuem [1/1;

pEerucTpallMOHHO-y4YeTHast (opMa — CUCTeMa PErucTpaluy, HCIOJIb3yeMas
B TEPPUTOPHAIBHOW KOMHCCHM Mpu perucrpauuu gokymeHtoB (IIJ, xapTouku
WJIU KypHa);

perucrpauvs JOKYMEHTAa — 3allUChb  YYETHBIX JAaHHbIX (METaJaHHBIX)

O JOKYMEHTE IO YCTaHOBJIEHHON (opme, duxcupyromas (akT ero co3maaHus,



OTHPABJIEHUS WIM TOJYYEHUs, U MPUCBOCHUE €MY PETUCTPALMOHHOIO HOMEpa
U JaThl;

PEKBU3UT JOKYMEHTA — CTPYKTYpHasiT 4YacTb M JJIEMEHT OQOpMICHUS
JIOKyMEHTa, CIyXalluil ajid HACHTUPUKAUUA JIOKYMEHTa U COJepKalencs
B JJOKYMEHTE HH(POpMAIIH;

CUCTEMa DJJIEKTPOHHOTO JOKYMEHTO000pOoTa — MH(GOPMAIIMOHHASI CHCTEMA,
oOecreunBaroiasi >KU3HEHHBIM UK JOKYMEHTOB JO MX Mepexoja Ha CTaJuio
ApPXMWBHOI'O XPAHEHUS WJIA YHUUTOXKEHUS;

CKaHUPOBAHUE JOKYMEHTa — OJyYEHHUE 3JIEKTPOHHOTO 00pa3a TOKyMEHTa;

CiIykeOHasi 3alKucKa — BHYTPEHHUH JOKYMEHT, aJpECOBAaHHBIM OJHOMY
JOJDKHOCTHOMY JIMIY TEPPUTOPUATBHOW KOMUCCHUU JAPYTUM JOJIKHOCTHBIM JIMIIOM
TEPPUTOPUAIBHON KOMHMCCHUM U COAEpX AU OOCTOSTENbHOE HU3JI0KEHUE
KaKOro-1100 BOMpOCa C BBIBOJIAMHU U MTPEITIOKEHUSIMU COCTABUTEIS;

CPOK HCIIOJHEHUS JOKYMEHTA — CPOK, YCTaHOBJICHHBIM HOPMAaTHBHBIM
IIPABOBBIM AKTOM, OPraHU3alMOHHO-PACIIOPAIUTENBHBIM JOKYMEHTOM, YKa3aHUSIMU
M0 UCTIOJTHEHUIO JOKYMEHTA WK OPYUYEHUEM;

YKa3aHUs N0 MCIOJHEHUIO JOKYMEHTA — PEKBU3HUT, COCTOAIINN U3 HAAIKMCH
Ha JIOKYMEHTE WJIM Ha OTJEJIbHOM JIMCTE YCTAHOBJICHHOW (HOPMBI, CIeIaHHOMN
JOJKHOCTHBIM JIULIOM;

yuyeT  JOKYMEHTOB — (ukcauus  (akta  HOJy4yeHUs  JOKYMEHTOB
0€3 IpOCTaBJICHNS Ha HUX PETUCTPALIMOHHBIX ILITAMIIOB;

(¢opMupoBaHue  (3JIIEKTPOHHOIO)  Jejia — FPYNIUPOBaHUE  JOKYMEHTOB
B (RJICKTPOHHOE) JICJIO U UX CUCTEMAaTH3allus;

AKCIIEPTU3a LIEHHOCTU JOKYMEHTOB — JESTENBHOCTh 110 YCTAHOBIICHHUIO
CPOKOB XpaHEHHUs JOKYMEHTOB, OTOOpa HX /i apXUBHOTO XpaHEHHs
WIM YHUYTOXXEHUS, BBISIBJICHUIO OCOOO LIEHHBIX W YHHUKAJIbHBIX JIOKYMEHTOB
Ha OCHOBAaHMM TpeOOBAaHMN HOPMATHUBHBIX IIPABOBBIX AaKTOB U KpPUTEPHEB
AKCIIEPTU3bl HUEHHOCTH IOKYMEHTOB;

AJNIEKTPOHHAS MOAMNKUCH — UHPOpMaLUg B 3IEKTPOHHOU (opme, TpeOOBaHMS

KOTOpOﬁ YCTAHOBJICHBI HOPMATUBHO, IIPCAHA3HAYCHHAA JII TMOAIIMCAHUA,



COTJIacCOBaHUS (BU3UPOBAHKS) M YTBEPKICHUS DJIEKTPOHHBIX JOKYMEHTOB;

AIIEKTPOHHBIN JTOKYMEHT — TOKyMEHTHPOBaHHAS uHpopMaIus,
MIPEICTABIICHHAS B DJICKTPOHHOU (hopMme;

AJIEKTPOHHBINA JTOKYMEHTOOOOPOT — TIOKYMEHTOOOOPOT C HCIOJIB30BaHHUEM
aBTOMATU3UPOBAHHOW WH(POPMAITMOHHOM CHUCTEMBI (CHCTEMBI DJIEKTPOHHOTO
JIOKYMEHTO000pOTa);

AJIGKTPOHHBIA  00pa3  MOKYMEHTa — 3JICKTPOHHAs  KOMHs  JTOKyMEHTA,
U3TOTOBJICHHAS Ha OYMa)XHOM HOCHTETIE;

ANIEKTPOHHBIM  MIA0JIOH  OJIaHKa  JOKYMEHTa —CM. TEPMHUH  «OJIaHK

JAOKYMCHTAa».

2. HpneM, PerucTrpanus U MpPoxXoKIACHUE MOCTYNAKIIUX JOKYMCHTOB

2.1. IOKyMEHThl B TEPPUTOPUATBHYIO KOMHCCHUIO JOCTaBJSIIOTCS dYepes
OTJeNIeHnEe CBsA3U (MOYTOM, TenerpaHOl CBs3bI0), OpraHamu (QenepaibHOM
denbaberepckoil  CBSA3M, CHELMAIbHOW CBS3bI0, HAPOUHBIM WM TEpeAaroTCs
Ha JIMYHOM IpHEME IPpak/iaH.

JIOKyMEHTBI MOTYT IIOCTYIIaTh B TEPPUTOPHAIBHYIO KOMHUCCHUIO CPEICTBAMMU
[, ¢akcUMUIBHOW CBS3bIO, JJIEKTPOHHOM TouToM B cetu VIHTEepHeT
(mpenHa3HauY€Ha MCKIOYUTENBHO MJisi CIY>KEOHOM KOPPECHOHIEHIMHU), 4Yepes3
pazmen  «OnekTtpoHHas ¢Gopma oOpamieHus» Ha  OQUIMATBHOM  CaiTe
Cankrt-IlerepOyprckoit  u3buparenbHO  komuccu B ceth  MHTepHer,
npeIHa3HaYeHHbIN 715 HanpaBlIeHUs] 00palieHU B TEPPUTOPUATBHYIO KOMUCCHIO.

2.2. Ilpuem, mepBuUYHas 00pabOTKa ¢ pErucTpauus MNOCTYMAIOIIUX
JIOKYMEHTOB TPOU3BOMASATCS TIpelcenaTeneM (CeKpeTapeM) TeppUTOpHaTbHON
KOMUCCHUM WM  pabOOTHUKOM  ammapaTa, OTBETCTBEHHBIM 3a  BEJICHHUE
JIeJIONPOU3BOACTBA ¢ Hcnoib3oBanueM [1/], n1ubo KypHalbHON perucTpanuoHHO-
yaetHo  dopmbl  (mpwioxeHue Ne 1)  exemHeBHO B 4Yachl  pabOTHI
TEPPUTOPHUATBHON KOMHCCHH, KPOME BBIXOJHBIX U HEPAOOUMX MPA3IHUYHBIX JHEH.

[Topsimok TOJydeHHs] W PErucTpaldd JIOKYMEHTOB IIOCJIE€ OKOHYAHHUS

pa60qer0 JHs, B BBIXOIHBIC H Hepa6que mpa3JHUIHbIC JHU, B IICPUOI



NOATOTOBKM M TMPOBENEHUA M30UpATeNbHbIX KaMIIAaHWM  yCTaHaBIMBAETCA
npejacenaTe’IeM TEePPUTOPHATIBHON KOMHMCCHHM JIMOO OMpENEsieTcsl pEelIeHHEM
TEPPUTOPUATBHON KOMUCCHH.

2.3. IloctynuBiime JOKYMEHTBHI TOJPA3JEISAIOTCd Ha PErUCTPUPYEMbIe
U He mnojjexanme peructpanuu. llepedyeHb TOKYMEHTOB, HE MOJICKAIIUX
perucTpaiuu, onpeeiacH B mpuiiokeHun No 2.

2.4. Tlpu BCKpPBITMM KOHBEPTOB, JOCTaBIEHHBIX OpraHamu ¢eaepaibHON
beapaberepcKoil  CBSI3M, CIEIUAIBLHOW CBS3bI0, IO TIOYTE WJIA HAPOYHBIM
MPOBEPSIOTCS MPABWIBHOCTh AJPECOBAHUS, KOMIUIEKTHOCTh W LEJIOCTHOCTH
JIOKYMEHTOB, HaJIW4We TMPUIOKEHUIN, CBEpPACTCS COOTBETCTBHE HX HOMEPOB
YYETHBIM HOMEpaM, YKa3aHHbIM Ha KOHBepTax. HemnpaBwibHO aapecOBaHHbBIC
U OMMOOYHO BIIO)KCHHBIE JOKYMEHTHI HE PETUCTPUPYIOTCS, IEePEChUIAI0TCS
10 HA3HAYCHUIO WJIM BO3BPAILAIOTCS OTHPABUTEIIIO.

2.5. Ecnu nipu BCKpBITUM KOHBEPTA OOHAPYXKEHO OTCYTCTBHUE JIOKYMEHTOB
WIM WX OTHEIbHBIX JIUCTOB, MPUJIOXKEHUN, MOBPEKICHUE JTOKYMEHTOB
WM HECOOTBETCTBHE HOMEPOB JOKYMEHTOB HOMEpaM, yKa3aHHbIM Ha KOHBEpTE,
npeacenareaeM (CeKpeTapeM) TEPPUTOPUATBHOM KOMHUCCHUU WM PabOTHUKOM
armapara, OTBETCTBEHHBIM 3a BEICHHUE JAECIONPOU3BOJCTBA COCTABIISIETCA AaKT
YCTAaHOBJCHHOH  (opMbl B  JABYX  9SK3eMiuispax  (mpwiokenue  Ne 3).
OauH SK3eMIUIAp aKTa TOChUIACTCS OTIPaBUTENIO, JAPYyrod MpuoOIIaeTcs
K MPUHATHIM JOKYMEHTaM.

Ha o6opoTHO# CTOpOHE MOCHEIHET0 JMCTa TOBPEKIECHHOTO JTOKYMEHTa
B MPABOM HIKHEM YTy JENaeTCsl OTMETKA «JlOKyMEHT MoJiydeH B MTOBPEKICHHOM
BUEY.

2.6. KoHBepThl OT MOCTYNUBIINX JTOKYMEHTOB HE YHHUTOXKAIOTCS B CIyvae,
€CJIM TOJIbKO TI0 HUM MOXKHO YCTAHOBHUTH aJpecC OTIPABUTENs, JAaTy OTIPaBKHU
Y TIOJIyYEHUS IOKYMEHTOB, €CJIM OHHU COAEPKAT IOKYMEHTBI, KOTOPBIE MOCTYITHIIN
n3-3a npeaenoB teppuropun Poccuiickon denepanuu, U3 Cya0B, CIEICTBEHHBIX

OpraHoOB, h15(e0) AOroBOpPbI, IMIPETCH3MH, HWCKOBLIC 3adBJICHHA, OOKYMCHTEI,



CBSI3aHHBIE C pPa3MEIICHUEM 3aKa30B Ha MOCTABKM TOBAPOB, BHINOJHEHHE padoT,
OKa3aHME yCIIYT IS TOCYAAPCTBEHHBIX HYXKI.

2.7. TTaketsl ¢ mOMeTKON «JIMUHO» TIEepemaroTcs aapecaraM B 3aKPHITOM
BH/JIE TIOJT ITOATIHUC.

2.8. [Ipn peructpanuyd MOCTYNHUBIIETO JOKYMEHTa B PETrHCTPAIMOHHO-
y4eTHOU ¢opMme 00s3aTeIbHO BBOASATCS CIEAYIOIIUE PEKBU3UTHI: HCXOISAIINN
HOMEp JIOKyMEHTa U JlaTa, JaHHbIE O KOppecHoHAeHTe (aapecaHTte) (pamuius,
UM, OT4YeCTBO (IpU HaNU4MK) (U3UYECKOTO JIMIAa WIM HANMEHOBaHUE
OpraHu3aliu), KpaTKoe COJAEp)KaHHE JOKYMEHTa, a TaKKe KOJUYECTBO JIMCTOB
OCHOBHOTO JOKYMEHTAa W JIUCTOB IPUJIOKEHMS, KOJIUYECTBO SK3EMIULIPOB, BUJ
noctaBku. Ilpm  perucTpanmm  BXOZSAIIEr0 JOKYMEHTA JEJAETCA  CBA3KA
C UCXOJISALIMM JIOKYMEHTOM Ha KOTOPBII 1aeTCsl OTBET (€CIIM TAKOBOW UMEETCH).

IIpn ocymecTBineHnn peructpaunu cpeacrsamMu 11/l Ha nuneBon cTtopoHe
IEPBOr0 JIUCTA 3apPETUCTPUPOBAHHOTIO JIOKyMEHTa Ha OyMa)KHOM HOCHTEIIE,
KakK IPaBWJIO, B IIPAaBOM HM)KHEM YIUIy NPOCTABIIAKOTCA PETUCTPALIMOHHBIA HOMED
Y J1aTa, a TAK)KE IITPUX-KOJ C YKa3aHUEM HaNMEHOBAHHUS OpraHU3alUu.

Ecnn mpocraBieHHe perucTpalMOHHOIO HOMEpPA 3aTpyAHSET IMPOYTCHHUE
TEKCTa JOKYMEHTa, B TaKOM ClIy4ae BXOASALIIMH HOMEP MPOCTABISAETCA
B CBOOOJHOM OT TEKCTa YIJIy Ha JMIEBOH CTOPOHE MEPBOr0 JIUCTA JIOKYMEHTA,
a IITPUX-KOJ IIPOCTABIAETCS NPU HAIMYUU TEXHUYECKON BO3MOKHOCTH.

[Ipr OCymIECTBIEHMM PETHCTPALMU B APYrOMl PErucTpalMOHHO-YYETHOU
dopMe pErucTpalMOHHBIN IITaMI C YyKa3aHWEM BXOJAIIET0 HOMEpa, JaTbhl
pEerucTpauvy MPOCTABIIAECTCS, KaK IMPAaBWIO, B IPABOM HIKHEM YIIIy JIMLEBOU
CTOPOHBI MIEPBOTO JINCTA 3aPETUCTPUPOBAHHOTO JOKyMeHTa. [Ipu HeoOxoauMocTu
YKa3bIBAETCS BPEMsI PETMCTPALMM (4ackl U MUHYTHI), & TaKK€ BXOIAIIUNA HOMEP
JOKYMEHTA Ha PHUJIOKEHUH.

Ha xonuu noxyMeHTa BXOIAIIMM HOMED NMPOCTABIISIETCS B IIPABOM HUKHEM
YTIIy JIMLEBOM CTOPOHBI IIEPBOTO JIUCTA.

Hymepanus nocTynuBIIMX JOKYMEHTOB OCYIIECTBIIIETCS B IIpeneiax

KaJICHAAPHOTO Io/a.



K mnoBTOpHBIM JOKyMEHTaM NPUKIAAbIBACTCS HHPOpMaLUg O paHee
MOCTYNUBIINUX JTOKYMEHTAaX M PE3YyIbTAaTaX UX HCIOJIHEHHS, KOTOpas MepenaeTcs
OTBETCTBEHHOMY 3a HCIOJHEHUE.

[Ipu peructpanuu gokymMeHTa Ha OymaxkHoM Hocutene B I[1J] o moxer
ObITh OTCKaHMpoOBaH, a 3aTeM K PYK MokeT ObITh MpUCOEIWHEH AJIEKTPOHHBIN
o0pa3 TOKyMeHTa U MIPUJIOKEHHS K Hemy B ¢opmaTte pdf.

ITocne peructpamuu cpeacteamu  [I/[ mocTynuBIIErO 3IEKTPOHHOTO
JIOKYMEHTa, B TOM YHUCJI€ W3 BBIIIECTOSIIEH U MHOW M30UpaTeIbHOW KOMHUCCUH,
OH MOXeET OBITh pacreyaTaH Mpu He0OXOIMMOCTH.

2.9. 3aperucTpupoBaHHbBIE JTOKYMEHTHI PAacCMaTPHUBAIOTCS TpejcenareieM
TEPPUTOPUAIBHOM  KOMHUCCHH,  3aT€éM  TOClie  TIEPEHECEHHs]  yKa3aHus
M0 HKCIOJIHEHUIO JOKYMEHTa B PETUCTPAIMOHHO-YYETHYI0 (opMmy mepenarorcs
WCTIOJTHUTEIISIM.

IIpu peructpauun nokymentoB B IIJI paccmoTpenue mnpencenarenem
TEPPUTOPUAIIBHOM KOMHUCCHUU JIOKYMEHTOB M HAMNpPABJICHUE HMX HCIOIHUTEISAM
B DJIEKTPOHHOM BHJI€ MOKET OCYHIECTBIAThCA cpenctBamu [1]] 6e3 opopmuenus
KOIUU HAa OYMa)KHOM HOCHTEIIE.

2.10. UcrionHeHHBIC JTOKYMEHTHI CITMCHIBAIOTCS B JIEJIO TIpejcenareeM
TEPPUTOPUAIBHOM KOMHUCCUM W TOMEIIAIOTCS B JIeI0 B COOTBETCTBUU

C HOMEHKJIATYPOU JI€J1 TEPPUTOPHUAIIBHON KOMUCCHH.

3. OcHOBHbBIE TPeOOBaHUS K NOATOTOBKE U 0()OPMJIEHUIO IOKYMEHTOB

3.1. JlIokyMeHTBI,  cO3/J1aBacMble B  TCPPUTOPHAIILHOH  KOMHCCHH,
opopMistoTcsl Ha OJIaHKaxX, HAa CTaHJAPTHBIX JucTax Oymarum ¢dopmata A4
(210 x 297 mm) unmu AS (148 x 210 mMm) G0 B BUE DJIEKTPOHHBIX JOKYMEHTOB
Y JI0JDKHBI IMETh YCTaHOBJICHHBIN COCTaB PEKBU3UTOB.

3.2. JlokyMeHTbl O(QOpPMIISIOTCS Ha TPOAOJBHBIX JTMOO YIJIOBBIX OJlaHKax
YCTAaHOBJICHHOW (DOPMBI, HM3TOTOBJIEHHBIX THUIOTPA(PCKUM WU KOMITBIOTEPHBIM

criocodoMm (mpuinoxenne Ne 4),



B TeppuTopuanbHOil KOMHUCCHUM MOTYT OBITh YCTAaHOBJIEHBI CIEAYIOIIHE
BUbI OJTAHKOB:

OJIlaHK MTPOTOKOJIA 3aCEAAHUS TEPPUTOPUATHHON KOMUCCHH;

OJIaHK pellIeHUsI TEPPUTOPHUATIBHON KOMHUCCHUU;

ONaHK MpHKa3a mpeaceaaTesNs TepPUTOPHATEHON KOMUCCHUY;

0JIaHK MUChMa TEPPUTOPUATIEHON KOMHUCCHUHU.

3.3. Ilpy moAroToBke IOKyMEHTOB ¢ mpumeHeHueM IIJ[ umcnonb3yroTcs
DJIGKTPOHHBIEC  IA0JIOHBI  OJIAHKOB ~ JJOKYMEHTOB, KOTOpPbIE  pPaBHO3HAYHBI
U UJICHTUYHBI TI0 COCTaBY PEKBU3UTOB, MOPSAKY UX PACIIONIOKEHUS U TAPHUTYPaAM
mpudTa OJaHKaM TOKYMEHTOB Ha OyMa)XHOM HOCHTEJIE.

3.4. JlokyMeHTBI OPOPMIISIOTCSI B COOTBETCTBUM C TpeboBaHUAMHU
K JOKYMEHTaM, U3TOTOBJISIEMBIM C TTIOMOIIBIO ITEYATAIOIIUX YCTPOIMCTB, U K (haiaam
TEKCTOBBIX IOKYMEHTOB (TipruioxeHue Ne 5).

3.5. Ilpu noxaroroBke U OGOPMICHUH JOKYMEHTOB JOJKHBI COOIIOJATHCS
npaBuiia 0pOPMIIEHUSI PEKBU3UTOB, U3JI0KEHHbBIE HIDKE.

3.5.1. Ha Onankax mgokymeHToB mnomemaercs rep0 Cankt-IletepOypra.
[Topsinok U3TFOTOBJICHHS], WCITOJIB30BaHUS u XpaHEeHUS 0JIaHKOB
c BocnpousBeaennem repba Cankr-IlerepOypra ycraHaBnuBaercss 3aKOHOM
Cankrt-IletepOypra ot 23 anpens 2003 rona Ne 165-23 «O netajibHOM ONMKMCAaHUU
odurmanbHeIXx cuMBOJIOB CaHKkT-IleTepOypra u nmopsike ux UCIOIb30BAHUS.

KoHTposib 32 npaBuiIbHBIM MCHOJIB30BAHUEM OJIAHKOB M MX COOTBETCTBUEM
YCTaHOBJICHHBIM 00pa3liaM OCYIIECTBISIETCS MpeceaaTesieM TepPUTOPUATIBLHON
KOMHUCCHUM U pabOOTHUKOM  ammapara, OTBETCTBEHHbIM 32  BEJICHUE
JeJI0NPOU3BOCTBA.

3.5.2. HaumenoBanne u30MpaTearHON KOMUCCHH.

HanmenoBanve wu30upaTenbHOW KOMHUCCHMM YKa3bIBaeTCs Ha OJlaHKax
B COOTBETCTBUU C pemeHneM CaakT-IleTepOyprckoii n3dbupareIbHON KOMUCCHH.

3.5.3. CpaBouHbIe AaHHBIE 00 U30UPATENLHON KOMHUCCHUH.

CrnpaBoyHbl€ JaHHBIE O TEPPUTOPUAIBHOW KOMHMCCUHU YKa3bIBAIOTCS

B OJlaHKax MHUCEM, HAlIpUMeEp:



yi. [Taptuzana ['epmana, 1. 3,
Cankr-IletepOypr, 198329
Ten. (812) 241-43-55, ®akc (812) 241-43-55
http://tik6.spbik.spb.ru
OKIIO 15172623; OI'PH 1037819015960;
MHH/KIIIT 7807053839/780701001

3.5.4. HaumeHoBaHue BUIa IOKYMEHTA.

HavMenoBanve Buma JOKyMEHTa YKa3bIBaeTCs Ha BceX OJIaHKax
U3/IaBaEMbIX JTOKYMEHTOB (IIPOTOKOJI, PEIICHHE U T.1I.), 32 UCKIIOYECHUEM MHCEM.

3.5.5. Jlara nokymeHTa.

JlaTol TOKyMEHTa SIBJIETCS JaTa €ro NOANMCAHUWA, yTBepxkacHus. Jlarou
IPOTOKOJIA SIBJISIETCS J]aTa 3ace/laHus, a aKTa — J1aTa COOBITHUS.

JIOKYMEHTBI, U3JJaHHbIE JBYMs WK 00Jiee OpraHu3alUsIMHU, JOHKHBI UMETh
olHY (eAWHYI0) JaTy, COOTBETCTBYIONIIYIO JlaT€ TMOJIUCAHUS JIOKYMEHTa
HOCJIEAHUM JOJKHOCTHBIM JIMIIOM.

Jaty nokymeHTa opopMISIOT apaOCKuMu IuppamMu B OCIEA0BATEIHHOCTH:
JIeHb Mecsla, Mmecsll, roA. [leHp mecsmma u mecs oGOopMIISIOTCS ABYMsS HapaMu

apa0Ockux nudp, pa3faeseHHbIMUA TOYKOM, TOJl — YEeThIPhbMS apabckuMu Iudpamu,

HaIpuMep:
17.01.2025
Jlomyckaetcst ciioBecHO-IIUGPOBOM crtocod opopMiteHUs 1aThl, HAPUMED:
09 suBaps 2025 r.

3.5.6. Perucrparnmonnplii HOMEpP TOKYMEHTA.

JUist BXOIAIIUX W HUCXOIANUX JOKYMEHTOB, OOpaIlleHWd — MHACKC Jeia
110 HOMEHKJIATYPE U, YEPE3 KOCYIO YEPTY, NOPAIKOBBII HOMEDP TOKYMEHTA.

PerucrtpauvoHHBIN HOMEP HOOKYMEHTA, HW3JAHHOIO COBMECTHO, COCTOMUT
W3 PpAa3JICJICHHbIX KOCOM 4YEpPTOM PErMCTPAllMOHHBIX HOMEPOB, IPHUCBOCHHBIX
OpraHu3alysIMU — aBTOPpAMU JIOKYMEHTA " PAacoJIOKEHHBIX
B  TOCJEAOBATEILHOCTH, COOTBETCTBYIOIIEH OOO3HAYEHUIO HAMMEHOBaHUI
OpraHu3alyiy B 3aroJIOBOYHOM YaCTH JOKYMEHTA.

3.5.7. Cchlmka Ha pErucTpallMOHHBIA HOMEpP M JaTy MOCTYHHUBIIErO

JIOKYMEHTA.



CcbUlKka Ha PEruUCTPALMOHHBIA HOMEpP M JIaTy MOCTYNUBILIEro JOKYMEHTa
BKJIIOYAETCSI B COCTaB PEKBU3UTOB OsiaHka mucbMa. CcChUIKa MPOCTaBISETCS
UCTIOJTHUTEIIEM TIPU MOATOTOBKE MHChMa-0TBETA.

3.5.8. MecTto cocraBienus (U3aaHus) JOKYMEHTA.

MecTto coctaBneHus (M3laHUA) JOKYMEHTa YKa3blBaeTcs Ha OJaHke
KOHKPETHOTO BHJA JIOKyMeHTa. B OyiaHkax muceM CBENIEHHS O MECTE CO3/IaHMs
JIOKyMEHTa coziepKaTcs B PEKBU3UTE «CrpaBouHbIE JTAaHHBIE
00 n30upaTeTbHOU KOMHICCHI.

[Ipu npoaoIBLHOM PaCIOJIOKEHUH PEKBU3UTOB OJIaHKAa MECTO COCTaBIICHUS
WIM W3JaHusl JOKYMEHTa YKa3blBaeTCsi B CEpeIUHE CTPOKH MEXAY MAaToi
U PETHCTPAIlMOHHBIM HOMEpPOM JOKYMEHTa, a TPHU YIJIOBOM PaCIOJIOKCHUH
PEKBU3UTOB — MOJI JaTOW M PETUCTPAIMOHHBIM HOMEPOM JOKYMEHTa, OT Kpas
JIEBOTO TTOJIS.

3.5.9. I'pud (momeTka) 06 orpaHUYEHUU AOCTYyNA K JOKYMEHTY.

[IpocraBnsercs Ha JIOKyMEHTaX, coJiep KaImx uHdopmaruio
OTPaHUYEHHOTO PACIPOCTPAHECHUS, KAaCAIOIIYIOCS NEATEIbHOCTH OpraHu3allni,
OTpaHUYCHMsI HA  PACHPOCTPAHCHHE  KOTOPOW  JUKTYIOTCA  CIy>KeOHOM
HEOOXOJMMOCTBIO, a TakXe TIOCTYNUBIIAS B TEPPUTOPHAIBHYIO KOMHUCCHIO
HeceKkpeTHass WHGOpMAIMA, ITOCTYNl K KOTOPOW OTpaHWYEH B COOTBETCTBUH
¢ dhenepaabHBIMU 3aKOHAMM.

[TomeTka Ha JOKYMEHTaX, COAEpXKAIUX HHQPOPMAIUIO OTPAaHUYCHHOTO
pacnipocTpaHeHus1, umeeT Bu « s ciyxebHoro mons3oBanusy» (manee - JICII).

[TomeTka TpPOCTABISAETCS B BEPXHEM TMPAaBOM YUy JIHMIEBOW CTOPOHBI
MIEPBOTO JIMCTA JOKYMEHTA OT TPaHUIIBl BEPXHETO TOJISI.

3.5.10. Anpecar.

PexBu3uT «Aapecary» pacmojiaraeTcs Crpana Mo peKBU3UTaMHU OJIaHKa.

JIOKyMEHTBI aApeCyIOTCS B OpTraHU3AIMH, UX CTPYKTYpPHBIC MOAPA3ACIICHUS,
JOJDKHOCTHBIM  JIMIIAM WJIM  TpaXKJaHaM TMpU OTBETE Ha WX OOpalieHusl.
HanMeHoBaHMsSI opraHu3allMd M CTPYKTYPHOTO MOAPA3AENCHUs YKa3bIBAIOTCS

B UMCHUTCJIILHOM IIAJIC)KE, HAIIPUMCP:



Anmunuctpanus L{enTpanbHOTO paiioHa
Cankr-IleTepOypra
KOpuanueckuii otaen

Ecan AJOKYMCHT aApCCyCTCA OOJDKHOCTHOMY JIMIY, HAHNMCHOBAHHC
opraHu3al YKa3bIBACTCA B MMCHHUTCIBHOM IIAACIKE, a4 JOJLKHOCTH U ClJaMI/IJII/IH

— B 1aTCJIBHOM. HpI/I 9TOM MHHUIHUAJIBI YKA3BIBAIOTCS ITOCJIC q)aMI/IJIHI/I, HaIlpUMCp:

Anmunauctpanus LlenTpanbpHOro paiioHa
Cankr-IletepOypra
HavanpHuky oOuiero otaena

NBanosy H.IIL.

Ecnu JOKYMEHT aapecyercs PYKOBOJIUTEIIO OpraHu3alyu
WIM €ro 3aMECTUTENI0O, HAaWMEHOBAHME OpPraHu3alud JOJDKHO  BXOIUTh
B HAMMEHOBAHHE JTOJDKHOCTH aJipecaTa, HalpuMep:

3amMmecTuTelo aupekTopa Beepoccuiickoro
Hay4YHO-HUCCJIEI0BATEIILCKOTO HHCTUTYTA
JIOKYMEHTOBE/ICHUS U apXUBHOTO JIeia

Cwmupnosy 1111

Ecniu  noxkymeHT ajpecyercs OpraHu3ald, CHayalga yKa3bIBAETCS

€e HaMMEHOBaHUeE, 3aTEM MOYTOBBIN aJipec, HapUMep:

[lentpanbHas u3dupareabHasi KOMUCCHS
Poccuitckon denepanmnu

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

JlommyckaeTcsi UEHTPUPOBATh KAyl CTpPOKY pEKBH3UTa «Agpecar»
110 OTHOIIEHHIO K CaMOW JUIMHHOM CTPOKE.

JlomyckaeTcsi HMCMHOJIb30BaTh  OQUIMAIBHO TMPHUHSITHIE  COKpAICHHbBIC
HAaMMEHOBAHUSI OPraHOB TOCYJApPCTBEHHOM BIJIACTH, MECTHOIO CaMOYIIPABJICHUS,

OpraHu3aIuu.



[TouToBBIll ajnpec ykas3bIBaeTCs B TOCJIEIOBATEIBHOCTH, YCTAaHOBJICHHOMU
[IpaBmiiamMu oOKa3aHWsS YCIyT TIOYTOBOM CBSI3M, YTBEPXKICHHBIMU IPHUKA30M
MunuctepcTBa HUGPOBOTO pa3BUTHS, CBSI3U M MAaCCOBBIX KOMMYHHUKAIUH
Poccuiickoit ®@enepanuu ot 17 ampens 2023 roga Ne 382 «O06 yTBepkaeHUU
[IpaBui1 oka3zaHus yCIyT MOYTOBOM CBSI3H.

Ecnu moxkyMeHT oTnpaBisieTcss B HECKOIBKO OJTHOPOJIHBIX TOCYapCTBEHHBIX

OpraHOB WJIM OpTaHU3AIMM, UX CIEYEeT YKa3bIBaTh 0000IIEHHO, HAITPUMED:

IIpencenarensM y4acTKOBBIX KOMUCCUU

JIOKyMEHT He JIOJDKEH CcoJepKaTb Ooyiee  4eThIpeX  aJpecaTos.
CnoBO «Komus» nepes BTOPbIM, TPETHUM, UETBEPTHIM a/IpECaTOM HE YKa3bIBAETCH.

[Ipu HampaBieHun AOKyMeHTa Oojiee 4eM B YEThIPE aJpeca COCTaBISAETCS
CIIMCOK PACCBUIKH YCTaHOBJCHHOW Qopmbl (nmpuioxkenne Ne 6), KOTOpsbIid
MOJIKCBIBAETCS MPEACEAATENIEM TEPPUTOPHUATBHON KOMUCCHH.

IIpu anpecoBaHnu JOKyMeHTa (PM3MUYECKOMY JIUIy BHAuyajie YKa3bIBaIOTCS
(baMuusl 1 THULMAJBI [TOJIyYaTelisd, 3aTeM MOYTOBBINA apec, HapuMep:

®omuuey 11.1.
Mockosckuii np., 1om 15, k8. 10,

Cankr-IletepOypr,
190005

[Ipu oTmpaBke mrcbMa MO AESKTPOHHON MOUYTE WM 1O (PAKCUMUIILHOM CBSI3U
(6e3 mMOCBHUIKM MO TOYTEe) TMOUYTOBBIN ajipec He yka3biBaeTcs. [Ipu HeoOXoauMocTH
MOXET OBITh yKazaH aJpec OJJICKTPOHHON mouThl (HoMep TenedoHa/Pakca),
HaIrpuMmep:

MWUHHCTEPCTBO FOCTUIIUU
Poccutickon ®enepanuun
mail@minjust.ru
3.5.11. I'pud yrBepx’aeHus JOKyMEHTA.

I[OKYMCHT YTBEPKIAACTCA  AOJDKHOCTHBIM  JIMOOM WK  CIICHUAJIBHO

HN3JaBaCMbIM JOKYMCHTOM.



[Ipu yTBEpKII€HUU JTOKYMEHTa JOJKHOCTHBIM JIMIIOM TPU( YTBEPXKICHUS
noipkeH coctoaTh u3 cinoBa Y TBEPXK/IARO 6e3 kaBbiuek v MpONUCHBIMEU OyKBaMu
U Ha  CIEQYIOLIEH  CTPOKE — HAUMEHOBAHWUE  JIOJDKHOCTH,  ITOJIMCH,
(mpu odopmiieHurn Ha OyMaXKHOM HOCHUTENE), MHHUIMANBl W (QamMuiaus auIa,
YTBEPJUBILIETO JOKYMEHT, JaTa yTBEPKACHUSI.

['pud yTBepkaeHus: pacnoiaraloT B IpaBOM BEPXHEM YTy MEPBOTO JIUCTA
noKymMeHTa. B rpude yTBepKIeHUS HOMYCKAeTCA I[EHTPUPOBATH AJIEMEHTHI

OTHOCHUTEIIBHO CaMOW JNTMHHOM CTPOKH, HAITPUMED:

YTBEPX/JAIO
npeacenarens TeppuropuaibHON
n3buparenbHo komuccuu Ne 6

IIOAITNCH HMHHUIIUAJIbI, (baMHJII/ISI
Jara

[Ipu yTBEp)KIEHMU NOKYMEHTA MOCTAHOBJIEHUEM, MPOTOKOJIOM, PELIEHUEM,
pacriopsbkeHueM Tpud  yTBepkIeHHs cocrouT w3 cioBa YTBEPXJIEH
(VTBEPXIEHA, VYTBEPXJIEHbI wmu VYTBEPXJIEHO) 06e3 kaBbluek
U TPONMUCHBIMA OyKBaMHM, HAaWMMEHOBAHHUS  YTBEPXKIAIOIIETO JTIOKYMEHTa

B TBOPUTCIIBHOM IAJCKE, €T0 JaTbl © HOMEpPA, HAIIPUMEDP:

YTBEPXJIEH
peuenueM TepputopranbHOU
n3buparenpHOU kKomuccuu Ne 6
ot 24 suBapst 2025 r. Ne 130-7

3.5.12. YkazaHus o UCTIOJTHEHUIO JOKyMEHTA (PE30TIONHS).

VYkazaHusi MO MCHOJHEHHUIO JOKYMEHTa MOTYT OBITh HalMCaHbl OT PYKH
npeaceaaTe’IeM TEPPUTOPUATBHOM KOMHUCCHUM Ha TMOJJIMHHUKE JIOKYMEHTa
Ha CBOOOJHOM OT TEKCTa MeCTe WM O(QOpPMIIEHBI Ha OTAEJIBHOM JiMcTe Gopmara
A6 (105 x 147 MM), TpPUIOKEHHOM K JIOKYMEHTY. YKa3aHUsl IO HMCIOJHEHHIO

JAOKYMCHTA BK/JIKOYarOT (l)aMI/IJ'II/II/I u JZ05050005E:R105)1 choanTeneﬁ,



Ipyu HEOOXOAMMOCTU — COJIEP)KaHUE MOPYUYEHUSI, CPOK MCIOJHEHUs, IOJIUCh
(npu odopmileHUH Ha OYMa)KHOM HOCHUTEJIE) PYKOBOJIUTENS U 1aTy, HAIIPUMED:
CuzoBy A.1O.
['puropreBy B.C.

[Ipo1ry paccMOTpeTh U 1aTh OTBET
k 14.02.2025

MOJIHKCH
JaTta

VYKkazaHus 1O HUCIOJHEHHIO JTOKYMEHTa TaKXe€ MOTrYT ObITb O(OpPMIIECHBI
c wucnons3oBaHueM I/l ¢ mpuMeHEHHEM >JEKTPOHHBIX MIA0JOHOB OJaHKOB
JIOKYMEHTOB.

3.5.13. 3aroyioBoK K TEKCTy JOKyMEHTa (HAMMEHOBaHUE TOKYMEHTA).

3aroJloBOK K TEKCTy JOKYMEHTA JOJDKEH KpAaTKO M TOYHO PacKpbIBaTh
€ro cojep)kaHue M ObITh COIVIACOBAH C HAaWMEHOBAHMEM BHJIA JIOKYMEHTA.
3aros0BOK MOKET OTBEYATh HA BOIIPOCHI:

«0 4eM (0 KoM)?», HarpuMep:

Pacnopsikenune — O cozpannn DKCIEPTHOW KOMUCCHH;

«uero (Koro)?», HampuMep:

JIOMKHOCTHOM pErjJaMeHT BEAYILIErO CIIENUalINCTa;

AKT 00 YHUUYTOXEHHH JOKYMEHTOB C UCTEKITUMHU CPOKAMHU XPAHEHUSI.

3aroJyIoBOK COCTaBJISIETCS JTULOM, TOTOBSIIHAM IMPOEKT JOKYMEHTA.

3aroyioBOK, COCTOSIIIMKA M3 ABYX U OoJjiee CTPOK, MeyaTaeTcsl 4yepe3 OJuH
MEXCTPOYHBIM HHTEpBaj, TOYKAa B KOHIIE 3arojiOBKa HE CTABUTCS. 3arojlOBOK
pacmoylaraeTcsi Ha TI€PBOM JIMCT€ HAJ TEKCTOM JOKYMEHTa IO LEHTpY,
a npu 0(OPMIIEHUU MKUCbMa — OT TPAHUIIBI JIEBOTO MOJIA.

3.5.14. TekcT JOKyMEHTA.

Texct npokymeHnta oQOpPMIISIIOT B BHJAE CBSI3HOTO TEKCTa, TaOJIULBI

WM COETUHEHUS 3TUX CTPYKTYP.



TexkcT 1OKyMeHTa JOJDKEH M3JaraTbCsi KpaTko UM SICHO, OBITh
apryMEHTHUPOBAHHBIM, O00€CleuynBaTh TOYHOE M OJHO3HAUYHOE BOCIPUSATHE
coJiepKaIieicst B HeM HHGOPMAIIHH.

Texkecr MOKymMeHTa JOJDKEH, KaK IPaBWIIO, COCTOATh M3 JBYX YacTEW.
B mepBoil yacTuM yKa3bpIBalOTCS MPUYHMHBI, OCHOBaHUSA, ILEJIH COCTABJICHUS
JOKYMEHTa, BO  BTOPOW — pEIICHUs, BBIBOABI, MPOCHOBI, MPEIIOKEHHUS,
PEKOMEHIallNH.

TexkcT NOKyMEHTa MOXKET COJEPKaTh TOJBKO 3aKIIOUUTEIBHYIO YacTh
(Hampumep, pacropsKEHUE — PAcTIOPSIIUTENbHYI0 4acTh 0€3 KOHCTaTUPYIOILEH,
MKUCHhMO, 3asBJICHUE — MPOCHOY O€3 MOSICHEHUS).

B Tekcte nokymeHTa, MOATOTOBIEHHOIO HAa OCHOBAaHUU 3aKOHOJATEINbHBIX,
WHBIX HOPMATHBHBIX IIPaBOBBIX AaKTOB, W3JAHHBIX OPraHaMU TIOCYIapCTBEHHOMN
Bnactu u ynpasieHus, [IUK Poccum, Canxr-IlerepOyprckoil mzbuparenbHON
KOMHCCHEW, paHee W3JaHHbIX TEPPUTOPUATIBHOM KOMHMCCHEHN, YKa3bIBAIOTCS
HAaMMEHOBAaHHE BHUJA JIOKYMEHTA, HAUMEHOBAHHWE OpraHa, M3JaBIIEro JOKyMEHT,
JaTa MPUHATUS WIM YTBEPKIEHUS JTOKYMEHTa, €ro PerucTpaluoOHHBIA HOMeEp,
a TAKXe 3aroJIOBOK JOKYMEHTA, 3aKJIIOUEHHBII B KaBBIYKU.

[Ipu ynorpebnenuu B TeKcTe (pamMUIIMiA UL MHULMAIBI YKa3bIBAIOTCS MOCIIE
bamunuu.

TexkcThl OKyMEHTOB OOJIBIIOTO OOBEMa MOTYT JAEIUTHCS Ha pasfedbl,
NO/Ipa3/Iebl U MyHKTHI, KOTOPhIE HYMEPYIOTCS apaOCKUMU U pamu, HalpuMep:

1. Paznen
1.1. IToapaznen
1.1.1. ITyHkT

AG3a11bl BHYTpH IMMYHKTOB HE HYMEPYIOTCS.
B nucemax ucnonb3yroT ciaeayronme GopMbl U3JI0KEHUS:
or l-ro mma wmHoxecTBeHHOro uyucina («[Ipocum  HampaBuUTh

uHpopMaluio...», «Hampasisiem Ha 3aKiII0U€HUE TPOCKT...» U IP.);



OT 3-r0 JuIa EJUHCTBEHHOIo 4Yucia («TeppUTOpHANbHAs KOMHUCCHUS
HE CYMTaeT BO3MOXKHBIM...», «TE€PPUTOpPHAIbHAS KOMHUCCUS  Mpejjaraer
PacCMOTPETh BO3MOKHOCTb...»).

I'padpr 1 cTpokM TAOMUIBI JOJKHBI MMETh 3arojOBKH, BbIpaKEHHbBIC
CYIIECTBUTEIFHBIM B HMEHUTENIBbHOM majexe. [lom3aromoBku rpad M CTPOK
JOJKHBI OBITH COTJIACOBAHBI C 3ar0JIOBKAMH.

Ecnu Ttabnmuiy nedararoT Oojiee 4eM Ha OJIHOM CTpaHMIIE Ha CIIETYIOUIUX
CTpaHMIIAX MOTYT OBITh HaleyaTaHBI 3aroJIOBKH Tpad Win Ux HOMepa (B ciydae,
eciu rpadpl TaOIUIBI HA TIEPBOM JIUCTE TPOHYMEPOBAHBI).

3.5.15. OT™eTKa 0 HaTMYUU TPUITOKEHUI.

OTMeTKa 0 HAIMYUH TIPUIIOKEHUHN pacioiaraeTcsi OT TPaHHIIbl JIEBOTO OIS
1ocJie TEKCTa Mepesi MOAMNUCHIO.

C0BO «IIPHUIIOKEHHE)» TEYaTaeTCs B €AWHCTBEHHOM WJIM MHOXXECTBEHHOM
YHCJIE B COOTBETCTBUM C KOJIMUYECTBOM MPUIIOKEHUH.

Eciu 1OKyMEHT uHMeeT NpUJIOKEHHE, Ha3BaHHOE B TEKCTE, OTMETKa

0 €ro HaJau4uu opopMIISIETCs 10 cieayroieit hopme:

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

Ecan AOKYMCHT HMMCCT IPHUIOXKCHHUEC, HC HA3BAHHOC B TCKCTC, HIJIMN CCJIHU
HpI/IJ'IO)KeHI/Iﬁ HCCKOJIbKO, NX HAMMCHOBaHHA HGO6XOI[I/IMO IICPCUYNUCIINTL II0CJIC
TEKCTAa JOKYMCHTA IICPC IHMOAINMUCBIO C YKAa3aHUCM KOJIMYCCTBA JUCTOB B KaXKJ10OM
IMPUITOKCHHUN U KOJIMYCCTBA 3K3CMILIIAPOB, IIPU HAJIUINH HCCKOJIBKHUX HpI/IJ'IO)I(eHI/Iﬁ

UX HyMEPYIOT, HAIPUMED:

[Tpunoxenusi: 1. Ilonoxenue o0 DxcnepTHON KoMuccuu Ha 15 1. B 1 9K3.

2. IlpumepHas HOMeHKIatypa jen Ha 14 1. B 1 2k3.

Ecniu  npunokeHuss  cOpOLIOpOBaHbl, TO  KOJIMYECTBO  JIMCTOB
HE YKa3bIBACTCH.
Ecnn npuioxeHue HampasisieTcsi HE BO BCE YKA3aHHbIE B JIOKYMEHTE

ajzipeca, TO OTMETKA O HAIMYMHU MPUIIOKEHUST 0OpMIIETCA 10 clienytonieit popme:



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

Ecnmm x pokymeHTy mnpwiaraercst Ipyrod JOKYMEHT, TAakK€ HMEIOLIUN
IPUJIOKEHUE, TO OTMETKA O HAJIWYUM TMPUIOKEHUS O(OPMISETCS CIIETyIOIIUM

oOpazom:

[Tpunoxkenne: mnucbmMo Cankrt-IlerepOyprckoil  u30uMpaTeNbHON  KOMHCCUU
or 15.11.2024 Ne 01-18/450 u mnpunoxxeHue K HEMY, BCETO
Ha 15 I

Ecnu npuniokenueM sBiseTcss 000COOJEHHBI AJIEKTPOHHBIA HOCHUTENb
(KOMIaKT-IUCK, usb-nem-HakonuTenas W Ap.), TO OTMETKAa O HaJIUYUU

MPUIOKEHUS OPOPMIISIETCS CIEAYIOIUM 00pa3oM:

[Ipunoxenune: CD B 1 3k3.

I[Ipu »roMm Ha Hocurene (BKiaublne (KOHBEPTE)), YKa3bIBAIOTCA
HAaUMEHOBAHUSI IOKYMEHTOB, 3alMCAaHHBIX HA HOCUTEJb, MJIM UMEHA (DaIOB.
B pemieHusix u npukazax CBEICHHUS O HAJIMYHMHU MPUIOKEHUN YKa3bIBAIOTCS

B TCKCTC, HAIIPHUMCP:

«Pa3paboTath M TpeACTaBUTh MPOEKT IUIaHa Mo (opme, YyKa3aHHOU
B npuiioxeHuu Ne 1
W

«...JIeJIaeTCs 3aMrCh B )KypHaJ yCTaHOBJIECHHOU (hopMbl (puitoxkeHue No 2).»

Ecom B goOKkymeHTe, K  KOTOpPOMY  OTHOCHUTCS  NPHWIOXKEHHUE,
OHO HE YTBEPKIACTCs, a IPOCTO COACPIKUTCS CCHUIKA HAa HETO, TO HA IIEPBOM JIUCTE
[IPUJIOKEHUST B IIPaBOM BEPXHEM VYIUNIY YKa3bIBa€ICs, K KaKOMY pELICHUIO
(mprKa3y) NpUIOKEHUE OTHOCUTCS, @ CTPOKU MOTYT LIEHTPOBAaThCA OTHOCHUTEIBHO
CaMOW JUIMHHOM CTPOKH, HaIlpUMep:

[Tpunoxenue
K MPUKa3y MpeceaaTens
TeppuTopransHOit H30UpPATETHLHOMN
komuccuu Ne 6
oT 14 mapta 2025 r. Ne 27-pn



[Ipy HanUYMM HECKOJbKHX MPUIIOKEHUA OHM HYMEpPYIOTCS, HampHuMep,
npunoxxenue Ne 1, nmpunoxxkenue Ne 2 u Tak nainee.

3.5.16. IToamucek.

B cocra nmoamucu  BXOIAT: HAaMMEHOBAaHHUE JOJDKHOCTH  JIMIIA,
MOAMUCABIIETO  JIOKYMEHT, €ro COOCTBEHHOpYYHas [MOJIHUCh, KOTOpas
opopMIIsieTCSI CHUHUMHU WM YEPHBIMU YEpHWIAMH, pacliupoBKa MOAMUCH
(MHUIIAAIBI, (aMUITHA).

Ecmu nmoxymeHT odopmisieTcs Ha OJlaHKE TEPPUTOPHUATBLHOM KOMHCCHH,
TO PEKBHU3UT BKJIIOYACT HAMMEHOBAHUE JOJDKHOCTU JIMIA, TMOIMUCHIBAIONIETO
JIOKYMEHT, €r0 COOCTBEHHOPYYHYIO MOJNKUCH, paciu(PpOBKY MOANUCH (MHULIUATIBI

1 (hamMuIInIo), HalpUMep:

HpGIICCI[aTGJIB IIOAITNCH HMHHUIIHUAJIBI, (baMI/IJII/IH

Ecin [OMKHOCTHOE JMIO, MOJAIUCh KOTOPOTO 3aroTOBJIEHA HA IPOEKTE
JIOKyMEHTA, OTCYTCTBYET, TO JTOKYMEHT IOAMMUCHIBAET €r0 3aMECTUTEb WM HHOE
JMIO0, UCHOJHSIoUEe ero o0s3aHHOCTH. [Ipu 3TOM 00s13aTeNIbHO yKa3bIBAIOTCS
(dakThueckass JOJKHOCTb JIMLA, MOAMNKMCABIIETO JAOKYMEHT, U €ro (aMuius.
He  pomyckaercss — mognuceiBaTh  JOKYMEHTBI  C  MPEIUIOTOM  «3a»
WM MPOCTABJICHUEM KOCOM YepThl Nepe/] HAMMEHOBAHUEM JIOJKHOCTH.

Ecnu nokyMeHT odopmiisieTcs He Ha OJIaHKe, TO PEKBU3UT COECPKUT MOJTHOE
HAaUMEHOBaHUE JOJDKHOCTH Jv1a, HOJNHCABIIETO JOKYMEHT,
€ero COOCTBEHHOPYUYHYIO MOJNUCh, pACIIM(PPOBKY MOANUCH  (MHULIMAJIBI

U (haMUITHIO0), HATIPUMED:

[Ipencenarens
TepputopuanbHON N30MPATEITHHON KOMUCCHH
Ne 6 MOJANMKUCH WHUITHAIIBI, PaMUITHS

HpI/I NoANMMCaHMK AJOKYMCHTA HCCKOJBKHMH JOJDKHOCTHBIMH JIMIAMHA
HUX TIIOAIIMCH pacCliojararoTcsa oOJHa II0J L[pyroﬁ B IOCICOA0OBATCIBHOCTH,

COOTBETCTBYIOILLIEH 3aHUMAEMOM TOXKHOCTH, HALIPUMED:



IIpencenarens IO/ IINCH UHUIHAIBI, (paMUTHs

['naBHbIN OyxTantep MOJAMNKCH WHULMAJBI, (haMUIIns

HpI/I nmoannruCaHun AOKYMCHTAa HCCKOJIbBKMMH JIMOAMH, 3aHHMAarOmuMH

PaBHBIC JOJDKHOCTH, nux ImoArnuncCu  paclojararoT Ha OIHOM  YpPOBHC,

HaIpuMep:
HavanpHuk mpaBoBOro oraena HauvansHuk
OpPraHU3alHOHHO-METOAUYECKOTO
oTAena
MOANUCh UHUITUAIBI, (pamMuIus MOAMUCh WHULHAIIBI, (haMIITHS

B noxyMmeHTe, mOATOTOBIEHHOM KOMHUCCHEH, TOAMUCH PaCIoiaraloTcsl OJHa
nox apyroi. IlepBeIM yKa3bIBaeTcs Mpejicenaresib KOMUCCHH, a (aMUIIMU YJICHOB

KOMMCCHUH PacnoyiaratoTcs B aipaBUTHOM MOPSJIKE, HAIPUMED:

Hpezlcez[aTenb KOMHUCCHUH IIOAIINCH HWHUIIKAJIbI, (1)aMI/IJ'II/I$I
IIOAIINCH HWHHUIIUAJIbI, (baMI/IJ'H/IH
IIOAIINCH HWHUIIKAJIbI, (1)aMI/IJ'II/I$I
IIOAIIMCH HWHUIIKAJIbI, (1)aMI/IJ'II/I$I

Ecnu JOKyMEHT cocTaBie€H Kak mpuiaraeMasi K OCHOBHOMY JOKYMEHTY
cnpaBka wid  uHbOpMAIUA, TO OH OQpOpPMISIESTCSI B  COOTBETCTBUH
c myHkToMm 3.5.15, a BMeCTO MOANUCU TOJA TEKCTOM JOKYMEHTa, KakK IMpaBuIIO,
yKa3biBaeTcs aMuiIusi, UMs, OTYECTBO UCTIOTHUATETIS.

3.5.17. OTmeTKa 00 AIEKTPOHHOM MOAMKCH.

[IpocTaBnsercss Ha BU3yaTM3UPOBAHHOM DJIEKTPOHHOM JOKYMEHTE B MECTE
PacCIoJIOKEHUSI COOCTBEHHOPYYHOW TMOJIUCH JTOJDKHOCTHOTO JIMIA B JIOKYMEHTE

Ha OyMa)XHOM HOCHUTEJIe, HallpuMep:

[Ipencenarens AOKYMEHT NOANMNCAH
T o NPOCTOM noaonMucbIO
CpPUTOPHATILHOU

I/I36I/IpaTCJIBHOI71 KOMUCCUH Ng 6 XYBQCT/PIZL7BQ+0 +6LTHNQPOMVDVUYS = I/IB I/IpI/IHI/IHa

Aencranrenes:be3 cpoka AeRcTans
Brapenew: Vipweno Hura Buransesna




DJeMeHTbl OTMETKH 00 3JEKTPOHHOW MOMNUCH JOJKHBI ObITh BHIWMBIMH
Y YUTAEMBIMU [IPU OTOOPAKEHUU JOKYMEHTa B HATYpaJIbHOM pa3Mepe.

DneMeHTbl OTMETKU 00 3IEKTPOHHON MOJMUCH HE JOJIKHBI EPEKPhIBATHCS
WIM HaKJIAJbIBAThCA APYT HA ApYTa.

DneMEeHTbl OTMETKU 00 3JEKTPOHHOM MOJIMUCU HE JIOJKHBI MEePEKPHIBATH
DJIEMEHTHI TEKCTa JOKYMEHTa W Jpyrue OTMETKM 00 DJIEKTPOHHON MOIMUCH
(pY HATTMYHHN).

B cnyuae, ecnu 3J€KTpOHHAas MOANUCH COAEPKUT METKY JIOBEPEHHOIO
BPEMEHH, OTMETKa OO0 JJIEKTPOHHOW MOMIMUCH JOJDKHA 00s3aTENIbHO BKIIOYAThH
uHpOpMaIlMI0O O JaTe M BPEMEHM MOJNUCAHMS JOKyMEHTa 3JIEKTPOHHOMN
MOANMCHIO. BHENTHUI BUJ METKM JIOBEPEHHOTO BPEMEHHU U BHEIIHUM BUJI IPOCTON
AIIGKTPOHHOW TMOJIMCH yCTaHABIUBAETCS JOKAJIBHBIMH HOPMATHBHBIMH aKTaMU
WJIH 10 COTJIAIIEHUIO CTOPOH IOKyMEHTO000pOTa.

3.5.18. I'pud cormacoBaHus.

I'pud cornmacoanusi coctoutr u3 cimoBa COIJTACOBAHO 6e3 kaBbluek
¥ TIPOTMCHBIMHU OyKBaMH, HAMMEHOBAHUS JOKHOCTH JIUIA, KOTOPBIM COTJIaCOBaH
JOKYMEHT (BKJIIOYAasi HAaWUMEHOBAHHME OpraHU3allMH), €ro COOCTBEHHOPYYHOU
noamucu (pu opopMiIeHUH Ha OyMa)XHOM HOCHTEINE), pacuudpOBKUA TOMUCH

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

COT'JIACOBAHO
Cexpetapp TepputopuaibHOn
n3buparenpHON komuccun Ne 6
MOANKUCH WHUITHAIIBI, pamMuius
naTa

Ecmu  cornacoBaHue  OCYIIECTBIISICTCS MPOTOKOJIOM WM  IHCHMOM,
TO COTJIACOBaHME O(OPMIISIETCS CIICTYIOIITIM 00pa3oM:

COI''TACOBAHO
IIPOTOKOJIOM 3aCEIaHHUs



aTTECTAllMOHHOW KOMHUCCUU
TepputopuaibHON U30UPATEITHHOM

komuccun Ne 6
ot 14 ¢espans 2025 . Ne 16

WIIH:
COT'JIACOBAHO
nuceMoM PocapxuBa
ot 05 mapta 2025 t. Ne 4-15/46

I'pud cornmacoBaHusi OKyMEHTa B 3aBUCMMOCTH OT BHJa JOKYMEHTa
1 0COOCHHOCTEH ero 0(hopMIIECHUS MOXKET MPOCTABIIATHCS:

Ha MEPBOM JIMCTE JIOKYMEHTa B JICBOM BEpXHEM YINIy Ha YpoBHE Tpuda
YTBEPKJICHUS UJTM TI0]T HAUMEHOBAHHUEM JIOKYMEHTa OJIMKE K HIPKHEMY TI0JIIO;

Ha MOCJIETHEM JIUCTE TOKYMEHTA MOJI TEKCTOM;

HAa JINCTE COTJIACOBAHUS, SBJIIOIIEMCS HEOTHEMIIEMOM YaCThIO IOKYMEHTA.

3.5.19. Busa.

BHyTpeHHee cornacoBaHue NpoeKTa J0KyMEHTa 0(OPMIISIETCSI BU3OM.

CoryacoBanue NpoeKkTa JOKYMEHTa MOXKET OCYLIECTBISATHCS CpPEICTBAMM
[T11. Ilpu coriacoBaHuM NPOEKTa JOKyMEHTa Ha OYMa)KHOM HOCHUTEJIE BHU3a
BKJIIOYAET TOJANKWCH BHU3UPYIONIIETO, pPACHIMPPOBKY TOANMKUCH (MHUIUAIBI,
dbamuius) W AaTy, OpU HEOOXOIUMOCTH MOXET ObITh yKazaHa JI0JKHOCTh

BU3UPYIOILET0, HAIPUMED:

Cexpetapp TepputopuaibHOn
n3bupatenpbHOM Komuccuu Ne 6

IMOAITNCH HMHHUIIUAJIbI, (baMI/I.HI/ISI
JgaTta

[Ipy HanmuuuM 3aMeyaHuid K JOKYMEHTY BH3a O(QOpPMIISIETCS CIEeAYIOLIUM
obOpazom:

3amevaHus MIpUiIararoTcsa

Cekpertapp TeppuropuaibHOU



n3ouparenbHo komuccuu Ne 6
MOJIMUCH WHULIKAAJBI, (pamMuimst

Jara

3aMeuaHuss  W3JaraloTcsi Ha  OTACIBHOM  JIUCTE,  TOJNMMCHIBAIOTCS
Y MIPUJIArarTCs K JOKYMEHTY.

JlommyckaeTcst TOMCTHOE BUSMPOBAHUE JOKYMEHTOB U MPHUIIOKEHUN K HUM.

Eciu o iiiMHHUK TOKyMEHTa OCTaeTCsl B TEPPUTOPHUATIBHON KOMUCCHUH, BU3bI
MPOCTABIISIOTCS B HIDKHEM dYacTu OOOpPOTHOM CTOPOHBI TOCIEIHETO JIUCTa
MOJJIMHHUKA IOKYMEHTA.

Jmd nokymeHTa, MOJJIMHHUK KOTOPOTO OTIPABJISIOT U3 TEPPUTOPHUATIBHOMN
KOMUCCHH, BUA3bI MPOCTABIIAIOTCS B HAYKHEN YaCTH JIMLIEBON CTOPOHBI MOCIECIHETO
JIACTA KOIIUM OTIIPABJISEMOIr0 JOKYMEHTA.

3.5.20. Ileuats.

[Teyats  3aBepseT MNOMJIMHHOCTH  TOANWCH  JOJKHOCTHOTO  JIMIIA
Ha JIOKYMEHTaX, VYJOCTOBEPSIOMIMX NPEAYCMOTPEHHBIE IPABOBBIMU aKTaMH
MOJTHOMOYHUS  JIOJDKHOCTHBIX —JIUI[ WU (UKCUPYIOIUX (DAKTHI, CBS3aHHBIE
C  (uHAHCOBBIMU  CpEICTBaAaMH, a TakKXKe€ Ha  HWHBIX  JIOKYMEHTax,
MPEyCMATPUBAIOIINX 3aBEPEHUE MOJIMHHOMN MTOIIUCH.

[leyatp craBUTCS Ha CBOOOJHOM OT TEKCTa MECTE€, HE 3aXBaThIBas
COOCTBEHHOPYYHOUN TOMAMKUCH JOJDKHOCTHOTO Juia. IledaTh MOXXeT 3axBaThIBaTh
4acTh HAMMEHOBAHUS JTOJKHOCTH JIUIIA, TOANMUCABIIETO JOKYMEHT.

B nokymeHTax, MOATOTOBJICHHBIX HAa OCHOBE YHHU(MUIIMPOBAHHBIX (OpM,
1eyaTh CTaBUTCS B MeCTe, 0003HaUeHHOM OTMEeTKOM « MII» i nHBIM 00pa3oMm.

3.5.21. OTmeTKa 0 3aBepEeHUH KOITHUHU.

Jlnss 3aBepeHMsT COOTBETCTBHUSI KOINHHM JIOKYMEHTA TMOJIMHHUKY HUXE
pekBu3ura «llogmuce» mpocTaBiasieTCsT OTMETKA O 3aBEPEHUH  KOMMUU —

3aBCPUTCIIbHAA HAAIIUCh «BCpHO», AOJDKHOCTh JIKIA, 3aBCPHUBHICIO KOIIMIO,



ero COOCTBEHHOpYYHas MOJIMUCH, pacurdpoBka NOJIUCH

U JaTa 3aBEPEHUs, HallpUMeED:
Bepno
IIpencenarens TEpPUTOPUATIBHON KOMUCCHH
MTOIINCH WMHUIMAIBI, (paMuITus
naTa

JlommyckaeTcst 3aBepATh JTOKYMEHTBI OTMETKON «BepHO» mpocTaBieHHEM
mramMna € yKa3aHMeM  JIOJDKHOCTM — JIMI[A,  3aBEPHUBIIET0  KOIMIO,
€ro COOCTBEHHOPYYHO! MOJIUCH, paCIIM(PPOBKU MOANKCH U 1aThl 3aBEPEHUS.

B caydasx, nOpeayCMOTpPEeHHBIX  3aKOHOAATENbCTBOM  Poccuiickon
Oepneparuu 0 BeiOOpax u pedepeHmyMax, IMpU 3aBEPEHUU KOMUU JOKYMEHTa
TaK)Ke IMPOCTABJISIETCS BPEMS 3aBEPEHHUSI.

[Ipu mepecbUIke KONMHUM JOKYMEHTa B JPYrM€ OpraHU3allid WM BblAade
€€ Ha pyKHU 3aBEpUTEIbHAs HAJIIUCh YAOCTOBEPSETCS COOTBETCTBYIOIIEH MMEYATHIO.

JIMCTBI MHOTIOCTPAaHWYHBIX KONUN HYMEPYIOTCS, OTMETKa O 3aBEPEHHH
KOIMK  JOTIOJHSETCS  yKa3aHWeM  KOJIMYecTBa JHUCTOB  komuu  «Bcero
B KONWM ___ JINCTOB». Ha KOMMSAX MHOTOCTPAaHWYHBIX JOKYMEHTOB OTMETKA
O 3aBEpEHHMM KONMM IIPOCTABIAETCS HA  KaXJIOM JIUCTE  JOKyMEHTa
WIM Ha TOCIEAHEM JIMCTE MPOIIMTOIO0 WM CKPEIJIEHHOTO HWHBIM 00pa3oM
JOKYMEHTA.

3.5.22. OTmeTKa 00 UCTIOTHUTEIIE.

OtMmeTka 00 WCHOJSHUTENE BKIOYAaeT B ceOst (haMuinMio, UM U OTYECTBO
(Mpu HATWYMM) WCHOJHUTENS JOKYMEHTa M HOMEp €ro CiyxeOHoro TtenedoHa
C KOJOM pervoHa (B ciiyuyae HampaBlIeHUs JOKYMEHTa B ajpec M30upaTesbHbIX
KOMHUCCHII MOXET YKas3bpIBaTbcsi HoOMep ciyxeOHoro Ttenedona ATCB).
OTMeTKy 00 MCIIOJIHUTENIE PACIIONIaraloT Ha JUIEBON MU, IPU OTCYTCTBUU MECTA,
Ha OOOPOTHOHM CTOPOHE MOCJEIHEro JUCTa JIOKYMEHTa B JIEBOM HIKHEM YTIy

mpuprom 10 myHKTOB, HarIpuUMep:



3y6apes Bragumup Uibuu
(812) 356-85-31

3.5.23. OTmeTKka 00 UCIIOJTHEHUH TIOKYMEHTA.

OrMmeTka 00 WCHOJHEHUM JOKYMEHTa W HAMNpaBJICHUU €ro B JIEJIO
MOTYT BKJIIOYAET CICAYIONINE JaHHBIC: KpaTKue CBEACHUS 00 WCIIOJTHECHUN
JOKyMEHTa (IIPHU OTCYTCTBUH JOKYMEHTA, CBUIETEIbCTBYIOIIETO 00 UCIIOJHEHUH ),
JaTy 1 HOMEP MMEIOIIETOCs TOKYMEHTa 00 MCIIOTHEHHH, ciioBa «B memo», Homep
Jiesa, B KOTOpOM OyJIeT XpaHUThCS JTOKYMEHT, AaTy, MOANKCh (Ipu odopMieHun
Ha OyMa)XHOM HOCHUTEJIE) MpeIceaTelsl TePPUTOPHATBLHON KOMUCCHH.

3.5.24. Unentudukatop 3MEKTPOHHON KOMUU JOKYMEHTA (KOJOHTUTYI).

Nnentudukatop (MM ¢aiina Ha MAIIMHOYUTAEMOM HOCHUTEIIE) SJIEKTPOHHOM
KOIMWW JOKYMEHTa (KOJOHTHTYJ) MOXKET MPOCTABJIATHCSA B JICBOM YTy HIDKHETO
TIOJIST KKJIOW CTPAaHMIIBI JOKYMEHTA MPUGPTOM 8 TyHKTOB, HAIIPUMED:

K0305298

3.5.25 tpux-kon (QR-komx) 1OKyMeHTA.
[Ipu wCHONB30BaHMM IITPUX-KOJA, €r0 CIeAyeT pa3MelaTh B MPaBOM
HIDKHEM YIJIy TIepBOro JmcTa. Ecoum Mecta HEZOCTaTOYHO, JOIMYCKaeTcs

pa3MeleHre B MPaBOM BEPXHEM YTIIy WM Ha IPYTOM CBOOOJIHOM MECTE.

4. Opranu3anusi padoThbl ¢ HCXOAAIIMMU (OTHIPABJISIEMbIMHU)
TOKYMEHTAMU

4.1. Pabota ¢ oTmpaBiasieMbIMH (MCXOISAIIUMHU) W3 TEPPUTOPUATHLHOM
KOMHCCUU JOKYMEHTAMH BKJIIOUYAE€T UX PETUCTPALMIO, MPOBEPKY MPABUILHOCTH
oopMIIeHHUS, B TOM YHUCJIE€ HAJIMYUE TIOJHOTO aJpeca M ero TOYHOCTh, HAJU4He
NOJIMHHOW TOANUCH (JI 3JIEKTPOHHOTO JOKYMEHTa — MPOBEPKA TMOJJIUHHOCTH
AJICKTPOHHON TOJAMMCH), JPYTHUX HEOOXOJMMBIX JJIEMEHTOB O(OpMIIEHUS,
YKa3aHHbBIX IPUIOKEHHM, U OTIIPABKY.

4.2. Ucxopsuue JOKYMEHTHI IeUaTarTCs Ha OJlaHKaX YCTaHOBJIEHHOMU
dbopmbl, O(QOpPMISIIOTCS B COOTBETCTBUM C TMOJIOkKEHUSIMU  HCTpyKIMu

u peructpupytorcs B [1J] unm npyrux peructTpannoHHO-y4eTHBIX (hopMax.



4.3. OtnpaBka JOKYMEHTOB u3 TEPPUTOPHUATBHOM KOMHCCHUU
OCYUIECTBIISICTCS OpraHamu (eaepaibHON (PesbIbEerepCKo WM  CIElUaIbHOM
CBA3M, IIOYTOBOH, TenerpagHoil cBA3blO, cpeactBamu IIJI, mo kaHamam
(baKCUMUIBHON CBSI3U, JIEKTPOHHOM MOYTOM B ceTh MIHTEpHET Wiu HapOYHBIM.

4.4. Tlpu odopMIeHUH OTHPABISAEMBIX (MCXOMSIINX) MHCEM, B TOM YHUCIE
IIpU MOATOTOBKE MPOEKTOB muceM cpeactBamu II/[, u TenerpaMm HCIOTHUTENb
yKa3blBaeT TMOJHBIA TOYTOBBIM (BKJIOYash WHIEKC) aJpec OpraHu3aluu
WJIM TPaKIaHHUHA.

4.5. OrnpaBisiemble  (MCXOASAIIME)  JOKYMEHTbl  MOTYT  T'OTOBUTHCH,
COTJIACOBBIBATHCS M MOANMUCHIBATHCS cpeacrtBamu [1/1.

Hcxondmpe mnucbMa  HANpaBIAIOTCA 32  MOJANUCHIO  MpeaceaaTelis
TEPPUTOPUAIIBHON KOMHUCCUHM, B €ro OTCYTCTBHE —3a IOJIUCBIO 3aMECTHUTEI
npejacenarenass WM WHOTO 4jieHa TEPPUTOPUATIBHONM KOMHCCHUH, UCIHOJIHSAIOIIETO
O0s3aHHOCTH  TpejAcenaTeNs, Ha  COOTBETCTBYIOLIEM  OJlaHKe  IHChbMa
(mpu MOATOTOBKE MCXOIAIIMX JTOKyMEHTOB cpeactBamu I[1/] — cooTBeTcTBYIOIIMX
AIIEKTPOHHBIX 1IA0JIOHAX OJJAHKOB JOKYMEHTOB).

4.6. C ucnonb3oBanueM [1J] wim apyrux perucTpaniioHHO-YYETHBIX (HOpM
JIOKyMEHTaM MPUCBAWBAETCS UCXOJSALIMNA HOMEpP, KOTOPBIM COCTOMT M3 MHAEKCA
Jiena Mo HOMEHKIIAType Aell U MOPSAKOBOTO HOMEpa JIOKYMEHTA, pa3/eleHHBIX
Kocou 4yepTo. Mcxomdmmii HOMEp YKa3blBaeTCs TAKKE€ Ha KONUU JIOKYMEHTAa,
ocraromiericss B nene. Hymepanuss wucxomsmmx JOKYMEHTOB OCYIIECTBISIETCS
B IIpe/ieIIax KaJeHAapHOIo roJa.

[Ipu perucrpanuu UCXOIAIIETO JOKYMEHTAa B PETrUCTPALMOHHO-YUYETHOM
dbopme 00s13aTeNIBbHO YKa3bIBAIOTCS CICAYIONINE PEKBU3UTHI: JaHHbBIE 00 aapecaTe
(pamunmst, ums, 0TYECTBO (TTPU HATUYKMH) (HU3NIECKOTO JIMIIA WM HAMMEHOBAHUE
OpraHu3alliy, KpaTKOEe COJAEpX aHUuE€ JOKYMEHTAa, HCIOJHUTENb JIOKYMEHTa,
€ro COMCITOJIHUTENN, KEM OH IOJIHKCAH, a TaKK€ KOJIMYECTBO JIMCTOB OCHOBHOIO

JAOKYMCHTA U JIMCTOB IIPUIIOKCHUA, KOJIMYCCTBO 3K3CMILIAAIPOB, BUJ OTIIPABKU.



IIppu  perucTpanym  HCXOAAINETO  JOKyMEHTa  JEJaeTcs  CBs3Ka
C BXOJSIILIUM JOKYMEHTOM Ha KOTOPBIN 1aeTCsl OTBET (€CJIM TAKOBOM UMEETCS).

4.7. OTnpaBKka UCXOAAIMIMX JTOKYMEHTOB cpeactBamu I1J] ocymectBisercs
JIUIIOM, UMEIOIITUM JOCTYM K padote ¢ T1]1.

WNuple JOKYMEHTHI MOTYT OBITH OTIPaBJICHBI OpraHaMu QeaeparbHON
denbaberepckoil  WIM CHEUAJBbHOM CBSI3W WM MOYTOM IO  YKa3aHHIO
npejacenaresns TEppUTOPUAILHON KOMUCCUU.

4.8. Jlns mepenaun ucxojsuiero Aokymenta [T/l wim s1eKTpoHHON MOYTOMN
B ceru VHTepHET OTIpaBisgeMblil JOKYMEHT O(QOpMISIETCS B COOTBETCTBUHU
¢ TpeboBaHusiMU MHCTpYKIUH.

B cnygae perucrpanuu gokymenta B [1]] Tekct nokymenrta B ¢oopmare doCxX
WK XISX WM AJIEKTPOHHBIA 00pa3 jokymeHTa B ¢opmare pdf (mpu Hamuuwuu
CKaHHUPYIOUIET0 YCTPOMCTBA) MPUCOEAMHSIETCS K PErUCTPALMOHHON KapTOUKe
Y OCYLIECTBJIISIETCS €r0 OTIPABKA.

IIpu mnoaroroBke nmOKyMeHTOB cpencrBamu IIJ[ ¢ wucnons3oBaHueM
ANIEKTPOHHOM MOJNUCH MOCJE MOANMUCAHUS TOKYMEHThI MOTYT aBTOMAaTHYECKH
peructpupoBatbcsa U HampabisiTeca B [IUK Poccuun, @M npu WK Poccumn,
PHOMT mnpu LUK Poccuu, Cankr-IletepOyprckyto n3OupaTenbHyt0 KOMHCCHIO,
uHble K30UpaTenbHble KoMUccUM — CcyOBekToB  Poccuiickoiri  ®denepauuu,
TEPPUTOPHAIBHBIE KOMUCCHH.

4.9. Tlpu oTmpaBke TeaerpaMMbl 0OJiee YeM B YeThIpe aapeca 0hOopMIIIETCS
NO/JIMHHUK, KOMMS W [JBa 3K3EeMIUIApa NOANHMCAHHOIO CIHMCKAa PAaCCBUIKU
C YKa3aHMEeM TIOJIHBIX TMOYTOBBIX (BKJIOYas TMOYTOBBIA MHJIEKC) AaJPECOB.
Ha tenerpad nepenatorcs MOATMHHUK C OJHUM 3K3EMIUISIPOM CIHMCKA PACCHUIKU
W KOIHWA TeJNerpaMMbl, KOTOpas C OTMETKOW O Iepefade TeJaerpaMMbl
BO3BPAILAETCS B TEPPUTOPUATILHYIO KOMUCCHIO U BMECTE CO BTOPBIM IK3EMILISIPOM
CIIMCKA PACCBUIKH MOJIIUBAETCS B JEIO.

4.10. [Ipn otnpaBke muchMa Oojiee YeM B YETHIpE aJpeca COCTABIAETCS
CIMCOK pACCBUIKM YCTaHOBJIEHHOM (opmbl (mpuiioxkeHue Ne 6), KOTOPbIH

MNOAIMCBIBACTCA MPCACCAATCIICM, B €TI0 OTCYTCTBUC — 3aMCCTUTCIJICM IIPCACCIATCIIA



WIM WHBIM YIEHOM TEPPUTOPUAIBHOW KOMHUCCUH, HCIIOJIHSAIOMNM OOS3aHHOCTH
npencenarens TEPpPUTOPHAIBHOW Komuccuu. Ilocnme perucrpanuu  IHUCBMO
TUPAXUPYETCS B HEOOXOIMMOM KOJIMYECTBE M oOTmpasisercsa. [Ipu moarortoske,
COIJIaCOBaHUM W IOANMCAHUM IuceM cpeactBaMu [IJ[ CIMCOK pacChUIKHA TaKxke
rotoButcs cpeacreamu /1.

Ecin nucbMo uim TenerpaMMa HampaBisieTcsl He 0ojiee 4eM B UeThIpe
azpeca, TO MOAIMMUCHIBACTCS KaXAbIA IK3EMILIIAD.

4.11. OTnpaBka JOKyMEHTOB MPOU3BOIUTCS €XKEIHEBHO B Yachl PabOTHI
TEPPUTOPUATBHON KOMUCCUH, KPOME BBIXOAHBIX U HEPAOOUUX MPA3THUYHBIX JHEH.

OtnpaBka HCXOIAIIMX JTOKYMEHTOB TMOCJE OKOHYaHUs padodero [Hf,
B BBIXOJHBIE W Hepabouyue TMpa3JHUYHBIE JHHU, B NEPUOJ MOATOTOBKU
U TpPOBEICHUS U30MpATENbHBIX KaMIAHUM OCYIIECTBISETCS IO YKa3aHMIO
npeacenarenas TEPPUTOPUATBHON KOMHUCCHUU JIMOO B COOTBETCTBHM C PEUICHUEM
TEPPUTOPUAIIBHON KOMHCCHH.

4.12. JIokyMEHTbI ¢ OTMETKOM O CpOYHOCTH JOCTaBKU «BecbMa cpouHO»
u «CpouHOo» 0hOPMIIAIOTCS HE3aMEIUTENbHO, MOTYT OTHPABISTHCS CPEACTBAMU
[1/1, mo xaHamaM paKCUMHUIBHOM CBSI3U, JIEKTPOHHOW MOYTON B cetu MHTepHer,
HapOYHBIM W/WJIM MEepeaBaThCs B OTIAET (enbAberepcKoil WK CIIeLIMAIbHON CBA3U
JUIsl JIOCTaBKM B TEPBYIO OYEpe/lb B COOTBETCTBHMM C TIpaMKOM MapUIpyTOB
benpaberepeil.

4.13. lokyMeHTbl 0€3 OTMETOK OQOPMIISIOTCS TO Mepe TMOCTYIUICHUS
U MOTYT OTIpaBisiThes cpenctBamu [/l w/unu nepemaBaThCsl B OTAEN IOCTaBKU
denpaberepckol WM  CHEUAIbHOW CBSI3M, TI€ OTIPAaBKAa OCYIIECTBISIETCS
B COOTBETCTBUU C Ipa)KOM BBIIIOJHEHHS MapLIPYTOB B ONTUMAJIbHBIE CPOKHU.

4.14. JlTokyMEeHTbI, HampaBisieMble TpaxigaHaM [0 TOYTOBOMY ajpecy,
yKa3aHHOMY MMH B OOpallleHUH, OTIIPABISIOTCS Yepe3 MOYTOBOE OTJIECJICHUE CBS3U
IPOCTBIMU TOYTOBBIMH OTIIPABICHUSMHU WJIU 3aKa3HBIMU ITMCbMaMU.

4.15. JlIokyMeHThI, TepeaaBaeMble IO KaHajdaMm (HaKCUMHIBHOM CBSI3H,

PETUCTPUPYIOTCA B MMOPAAKE, YCTAHOBJICHHOM IS HCXOJAIUX JOKYMCHTOB.



4.16. Ucxopsmiue AOKyMEHTHI, 0)OpMIICHHBIE C HapylIeHHEeM TpeOOoBaHUM
WHcTpyKIuu, K OTIpPaBKE HE MPUHUMAIOTCS M BO3BPAILIAIOTCS HMCIOJHUTEISM
Ha A0paboTKy. KoppecnonaeHus Hecny>keOHOTo XapakTepa, B TOM YHCIIe JTHYHas
KOPPECTIOHJEHITUS, K OTIPABKE HE TPUHUMAETCSI.

4.17. Konun uUCXOQAUIMX JTOKYMEHTOB, O(QOPMJIEHHBIX Ha OyMa)XHOM
HOCHUTENIe, TIOMEIIAITCS B JEJI0 B COOTBETCTBUM C HOMEHKIATYpOH Jen

TEPPUTOPUATBHON KOMHUCCHH.

5. Ocob0enHocTH padOTHI € JIEKTPOHHBIMHU T0KYMEHTAMH
(ocymecrBiieHne padorsl ¢ JokymeHTamu B I1/1)

5.1. DneKTpOHHBIE JTOKYMEHTHI SBJISIIOTCS OQPHUIIMATBHBIMU JOKYMEHTAMH.
DOneKTpOHHBIE JOKYMEHTBI CO3al0TCs, 00padaThiBatoTcs U Xpanarcs B [1]1.

5.2. DNEKTPOHHBIA JOKYMEHT JIOJDKEH OBbITh oQopmiieH Mo o0muMm
mpaBujaM  JICTOTIPOM3BOJICTBA W WMETh  PEKBH3UTHI,  YCTAHOBJICHHBIE
JUTSL aHAJIOTMYHOTO JJOKYMEHTa Ha OyMa>KHOM HOCHUTEJE.

5.3. B TeppuTopuanbHONW  KOMHCCHH  HCHOJB3YIOTCS  DJCKTPOHHBIC
JOKYMEHTBI, a TakKe DJIEKTPOHHBIE O00pa3bl JOKYMEHTOB, TOJyYeHHBIC
B pe3yJIbTaTe CKAHHUPOBAHUS JTOKYMEHTOB Ha OyMaKHOM HOCHUTEINIC U XPaHSIIUECs
B I1JI.

5.4.]Ing TOATBEPXKIEHUS TOJIMHHOCTH TIPH TIepenade dIICKTPOHHBIX
JIOKyMEHTOB B JIPyTHM€ TOCYJIAapCTBEHHBIE OpPTaHbl, OpPraHbl MMyOJMYHON BIACTH
benepanbHoit  Tepputopun  «CHpUyC», OpraHbl MECTHOTO CaMOYIpaBJICHHUS,
OpraHu3alisIM W TpakJIaHaM JIOKYMEHTBHI 3aBEPSAIOTCS JJICKTPOHHOM TMOJMUCHIO
JIOJDKHOCTHOTO JIMIIA TEPPUTOPUATLHON KOMHUCCHUM, TOIMUCABIIETO JIOKYMEHT,
B cooTBeTCTBUU ¢ DenepanbHbiM 3akoHOM OT 06 ampenst 2011 roga Ne 63-D3
«O0 >7IeKTPOHHOM TTOITHACHY.

5.5.Ilpu 00paboTke, pPacCMOTPEHHM, COTJIACOBAHUM U  TOJNUCAHUU
AJIEKTPOHHBIX JOKYMEHTOB B [IJ[ BO BHYTpPEeHHEM JOKYMEHTOOOOPOTE MOTYT
WCIIOJIB30BAThCSA  CIMOCOOBI  TOATBEPXKICHUS  JIEHUCTBUA C  DJIEKTPOHHBIMHU
JIOKyMEHTaMH, TpPU KOTOPBIX JJIGKTPOHHAsS TOJANUCH HE  HCHOJb3YETCH.

WNnentuduxanus JOHKHOCTHOTO JIMIA MPOU3BOJIUTCS IO €ro Y4eTHOM 3alucu



B IIJI 1nubGo MOXKET HCMIOIb30BATbCS MPOCTast dBJIEKTPOHHAS  IMOJIHUCH.
Takke mpocras 3JIEKTPOHHAS MOJINKUCh MOKET MCHOJIb30BATHCS MPH HANPABICHUU
anekTpoHHbIX JokyMeHTOoB B [[MK Poccuu, ®IU npu UK Poccuu, PIIOUT
npu [MUK Poccumn, Cankr-lIletepOyprckyto u30upaTrenbHyl0  KOMHCCHIO,
n30upaTebHbIC KOMHCCUU CyOBEKTOB Poccuiickoit ®denepanuu,
TEPPUTOPHUAIBHBIE KOMUCCHH.

5.6. CocraBnenue, oopmiIeHHE M COTJIACOBAHHUE IMPOEKTOB AJIEKTPOHHBIX
JIOKYMEHTOB ~ OCYHIECTBJISIETCSL 1O OOIIMM MpaBujaM JeJIOMPOU3BOJICTBA,
YCTAaHOBJICHHBIM B OTHOIIECHWU AaHAJIOTMYHBIX JIOKYMEHTOB Ha OyMa)kKHOM
HOCHTEJIE.

5.7. IlepeueHb NOKYMEHTOB, CO3/1aBa€MbIX, XPAaHUMBIX M HCIOJb3YEMbIX
UCKIIIOUUTENTLHO B (OpME  DJIEKTPOHHBIX  JIOKYMEHTOB,  OMPEIEIseTCs
HOMEHKJIATYpOU JIEJI.

5.8.IlpueMm u oOTOpaBKa O3IEKTPOHHBIX JIOKYMEHTOB OCYIIECTBISIOTCS
JOJDKHOCTHBIM  JIMIIOM, HMEIOIIUM JoCTynm K padore c¢ IIJI, Takke Moxer
OCYILIECTBIISITECSI aBTOMATUYECKasi OTHpaBKa JOKYMEHTOB, MOJMUCAHHBIX MPOCTON
anekTpoHHoM — moamuchkto  cpeacrBamu  IIJI B LMK  Poccum, @IU
npu [UK Poccun, PIHOUT npu UK Poccun, Cankr-IlerepOyprekyto
M30UPATENIbHYI0 KOMUCCHIO, M30MpaTelibHble KOMHUCCUU CYOBeKTOB Poccuiickoit
denepannu, TEPPUTOPUATIBHBIE KOMUCCHUMU.

5.9.1lpu mnonmyuyeHun onekTpoHHBIX AokymeHToB wu3 LMK Poccun,
O mpu UK Poccuun, PLUOUT mpu LUK Poccuu, Cankr-IlerepOyprckoit
M30UpATEeIbHOM KOMHMCCHHU, M30UpaTeNbHBIX KOMHUCCHM CyOBekToB Poccuiickoi
Qenepauvv, TEPPUTOPHUAIBHBIX  KOMHUCCHUM, TOANMCAHHBIX  AJIEKTPOHHOU
MOAIHUCHIO, OCYLIECTBIISIETCS MTPOBEPKA JCUCTBUTENBHOCTH 3JIEKTPOHHOM MOIIMCH
cpencteamu I1/1.

5.10. I[Ipu BKJIIOYEHUU OHIEKTPOHHBIX NOKyMeHTOB B I[IJl dopmupyrorcs
PETHCTPAIIMOHHO-YYETHBIC JaHHBIC O JIOKYMEHTE, 00SCIeUNBAIONINE YIPABICHUE
JOKYMEHTOM, B TOM YHCJIE€ €r0 MOUCK, JOCTYI K TOKYMEHTY, KOHTPOJIb, XpPAaHEHUE

¥ HCTIOJNIb30BaHue (TprtoskeHue Ne 7).



5.11. Ilpu  mepemaue  MOCTYNUBIIMX  AJIEKTPOHHBIX  JIOKYMEHTOB
Ha pacCMOTPEHHE, HAINpPaBICHUU DJIEKTPOHHBIX JTOKYMEHTOB HCIIOJTHUTEISAM,
OTIPAaBKE M XPAHEHHUH 3JIEKTPOHHBIX JOKYMEHTOB BMECTE C HUMH MEPEIAIOTCA
(HampaBJIAIOTCS, XPAHATCA) UX PETUCTPALIMOHHBIC JIAHHBIE.

5.12. Enununeit y4yetra 3JIEKTPOHHOTO JOKYMEHTA SIBIISIETCS DJIEKTPOHHBIM
JIOKYMEHT, 3aperucTpupoBaHHbii B [1/1.

DJIEKTPOHHBIE JOKYMEHTBI, HMMEIOIINE TPUIIOKEHUSA, PETUCTPUPYIOTCS
Y YYUTBIBAIOTCS KaK OJUH JTIOKYMEHT.

5.13. DneKTpoHHBIE JAOKYMEHTHI (POPMUPYIOTCS B Jiela B COOTBETCTBUU
C HOMEHKJIATypOil el TEPPUTOPUATBHON KOMUCCUU U UHJEKCUPYIOTCS B TIOPSJIKE,
YCTAaHOBJICHHOM B OTHOILIEHUH JI€JI, COCTaBJICHHBIX U3 JOKYMEHTOB Ha OyMa)KHOM
HOCHTEJIE.

[Ipu cocraBiieHHUH HOMEHKJATYpbI JI€J YKa3bIBA€TCSA, 4YTO JENO BEAETCA
B DJJIEKTPOHHOM (opMe, 4YTO OTMEYaeTcsi B 3arojioBKe Jeia wid B rpade
«IIprnmeuanuey», HanpuUMep:

[loctanoBnenust LlenTpanbHON u30MpaTenbHOM KomMuccuu Poccuiickoit
Oepnepanuu. Konun. D1€KTPOHHBIE JOKYMEHTHI.

5.14. DneKTpOHHBIE JIOKYMEHTHl MOCJI€ MX HWCIOJHEHHS MOJJjIexar
XpPAaHEHUI0 B YCTAHOBJEHHOM IMOPSAKE B TEYEHHE CPOKOB, MPETyCMOTPEHHBIX
JUISL aHAJIOTMYHBIX JJOKYMEHTOB Ha OyMa)KHOM HOCHTEJIE.

5.15. Mecto xpaHeHUsI DJJEKTPOHHBIX JOKYMEHTOB JO WUX [epeaadu
Ha apXMBHOE XpaHEHHE, BHJI HOCHUTEJECH, Ha KOTOPBIX OHU XpaHATCA, (HOpMATHI
UX TIOCTOSHHOTO M JIOJITOBPEMEHHOTO XPAHEHUsS ONPENENSIOTCS C  y4eTOM
UCIIOJIB3YEMbIX B  TEPPUTOPUATIBHOM KOMMCCHHM  MPOTrPaMMHO-TEXHUYECKHX
CPEICTB, HOPMATHBHBIX AaKTOB M METOAMYECKUX JOKyMEHTOB Pocapxusa,
ApxuBHoro komuteta Cankt-IlerepOypra.

5.16. DkcnepTH3a IIEHHOCTH SJEKTPOHHBIX JOKYMEHTOB OCYIIECTBIISIETCS
B 0OIIEM MOpsAKE, YCTAHOBJICHHOM B OTHOUICHMHM JOKYMEHTOB Ha OyMa)kKHOM

HOCHTCIIC.



5.17.Tlocne  ucTeyeHUsT CpOKa, YCTAHOBJIEHHOIO JJIA  XpaHEHHUs
ANEKTPOHHBIX JeNl (3JIEKTPOHHBIX JOKYMEHTOB), OHM MOJJIEXKAT YHHUYTOKCHHUIO
C COCTaBJICHHEM aKTa yYCTaHOBJIEHHOU (popmbl (mpuioxkenue Ne 16).

5.18. DneKTpOHHbIE JOKYMEHTBI, MOJICKAIINE JJIUTEILHOMY XpaHEHUIO,
MEePEeTA0TCSl HA apXWBHOE XPAaHECHHE IO OMHCSAM ¢ OhOpMIICHHEM aKTa MpreMa-

nepeaadu 3JCKTPOHHBIX TOKYMCHTOB HAa APpXUBHOC XPaHCHUC.

6. Oco0ennocTH padoThI ¢ OOpaIIEeHUAMH TPAMKIAAH.
Opranuzanus JHYHOTO IpHeMa rPaKaaH

6.1. Opranuzanus paboTel C OOpaIlEHUSIMH TPaKIaH OCYIIECTBISIETCS
B COOTBETCTBUU C pazjesioM 2 MHCTPYKIIMU ¢ y4€TOM OCOOCHHOCTEM, YKa3aHHBIX
B JAaHHOM pa3Jielie.

6.2. O6paieHust B TEPPUTOPUATBHYIO KOMUCCHIO MOTYT OBITh HAIlPaBIICHBI
B IUCbMEHHOM (hopMe, a TaKkkKe B (popMe 3IEKTPOHHOTO JOKYMEHTA.

6.3. O6pamienne B (opmMe DIEKTPOHHOTO JOKYMEHTa HaIpaBlseTcs
C WCIOJb30BaHUWEM CTpaHMIbl oduimanbHoro caita Cankt-lIleTepOyprekoit
n30upaTebHOM KOMUCCUU B ceTh VIHTepHeT, npeHa3HaueHHOM JIsl HallpaBIeHUs
oOpallleHuii B TEPPUTOPUATIBHYIO KOMHUCCHUIO (J1ajee — JeKTpoHHas (dopma
oOpalieHuit).

HampaBnenue  oOpamiennii B~ (GopMme  DJIEKTPOHHOTO  JOKYMEHTa
B TEPPUTOPUAIBHYIO KOMHUCCHUIO  OCYIIECTBIIAECTCS  MOCIAE  NPOXOXKICHUS
3asiBUTEIEM HJICHTU(DHUKAIMA W ayTeHTU(HKAIMKA TOCPEACTBOM (eaeparibHON
rocyJapcTBeHHOM nHpopMalimoHHou cucremsl «EnuHas cucrema uaeHTUQuUKaIuu
u ayreHTHUKAIMU B HUHPpPACTpyKType, obecreunBarome uHOOPMaIMOHHO-
TEXHOJIOTUYECKOE B3aMMOJICHCTBME HH(POPMAIMOHHBIX CHUCTEM, HCIIOIb3YEMBIX
JUTSL IPEAOCTABIICHUS TOCYAAPCTBEHHBIX U MyHUIIUNIATBHBIX YCIYT B 3JIEKTPOHHOM
dbopme».

OnexktpoHHas ¢opma OOpalieHud JOHKHA MPETyCMAaTPUBATh 3AMIOTHCHHE
azpeca SJEKTPOHHOW TMOYTHI, Ha KOTOPBIA JIOJDKEH OBbITh HampaBi€H OTBET

Ha O6paIIICHI/Ie, CIICOUaJIbHOI'O II0JIA OJI1 BBOJA TCKCTA 06paHleHI/IH, COACPIKAIICTO



€ro CyTh, BO3MOXXHOCTb MPUJIOKEHUS IOKYMEHTOB U MAaTE€pPUAIOB B 3JIEKTPOHHOM
dbopme, MOATBEPKIAIOIINUX JOBOIBI OOPAILIEHHUS, a TAK)KE MOXKET MpelycMaTpUBaTh
BO3MOXXHOCTh ~ yKa3aHUSl JOTOJIHUTEIBHBIX CBEICHUN, YTOUHSIOMIMX CYThb
oOparieHus.

6.4. Conepxaiuecs B HalpaBJICHHBIX B (pOpMe 3JIEKTPOHHOTO JTOKYMEHTa
oOpalleHHsIX CBEJEHUs, a TaKXke IMpuiaraeMble Marepuainbl (MpU HAIUYUN)
BRojsiTca B [IJI 7nmbo B Jpyrue peructpanmoHHoO-ydeTHole (opmbl. Bpon
CBEJCHMI, COJEPKAIIMXCS B HANpaBICHHBIX B (POpME 3IEKTPOHHOTO JOKYMEHTa
oOpallleHUsIX, MpUaraéMblX MaTepUaloB M HUX PErucTpanusi OCYLIECTBISIOTCS
HE TI03/IHEE TpeX padouux JHEH cO JHS HampaBlieHHs OOpalleHus, a B MEPHOA
NPOBEJCHUSI  COOTBETCTBYIOIIMX  W30MpATENbHBIX  KaMIIaHWH,  KaMIlaHUH
pedepeHaymMa 1O BOOpocaM IOATOTOBKM W MPOBEACHUS IJTUX BBIOOPOB,
pedbepennyma 1o  oOpaleHusiM,  HalpaBJIECHHBIM 70  YCTaHOBJICHUSA
TEPPUTOPUAIBHON KOMHCCHEW HTOTOB TOJIOCOBAHUS, OINPEAEICHUS PEe3ylbTaToOB
BBIOOpOB, pedepeHayMa — B JIGHb HalpaBjieHUs oOpaiieHus 00 HE MO3THEee
cienyroumiero  pabodyero JHA B COOTBETCTBHM €  TpaduKoM  pabOThI
TEPPUTOPUATBHON KOMUCCUH, C YIETOM CPOKOB PACCMOTPEHUSI COOTBETCTBYIOLINX
oOpalieHtii, YCTaHOBJIEHHBIX 3aKOHOJATEIBLCTBOM O BbIOOpax U pedepeHayMax.
Peructparnus o6paiieHuii, HapaBJICHHBIX B TEPPUTOPHATEHBIE KOMUCCUU B hopMme
AJIEKTPOHHOTO JIOKYMEHTa, MOKET OCYIIECTBIAThCS C UCHoiab30BaHueM [1]]
aub0 ¢ WCMOIB30BAaHUEM JAPYTHX PETUCTpalMOHHO-y4eTHhIX ¢opMm. Ilocrie
OCYILIECTBJICHUS] YKa3aHHbIX JEUCTBUH OOpalleHHe CUMUTAETCS MOCTYMUBIIUM
B TEPPUTOPHAITBHYIO KOMHUCCHIO.

OOparieanss B MUChMEHHOW (hOpMe, TMOCTYIMHUBIINE B TEPPUTOPHATHHYIO
KOMHUCCHIO, PETHCTPUPYIOTCS IpejacenaTesieM (CeKpeTapeM) TeppUTOpuaIbHON
KOMUCCHM WM  pabOTHUKOM  ammapara, OTBETCTBEHHBIM 3a  BEJCHHE
JeIONpou3BOACTBa ¢ ucnoib3oBanueM I/l aubo ¢ wucmonb30BaHHEM JIPYTHX
pPErUCTPALIMOHHO-YUETHBIX (OpPM HE To3AHee Tpex paboumx [HEH co JHsA
NOCTYIJIEHUs OOpallleHus, a B TMEpUuoJ TPOBEJICHUS COOTBETCTBYIOIIHUX

n30upaTeabHbIX  KaMIlaHWW, KaMmmaHud pedepeHayma A0  YCTaHOBJICHUS



TEPPUTOPUAIIBHON KOMHCCHEN HTOTOB TOJIOCOBAHUS, ONPEACICHUS PE3YJIbTAaTOB
BBIOOpOB, pedepeHayMa —B JIeHb MOCTYIUICHUS oOpalleHus 00 He MO3Hee
CIIEYIOIIEr0 paboyero JHsS B COOTBETCTBUU C TpadUKOM pabOThl KOMHCCHUH,
C YYETOM CPOKOB PACCMOTPEHHUSI COOTBETCTBYIOLIMUX OOpallleHU, YCTAHOBIIEHHBIX
3aKOHO/IaTEJILCTBOM O BBIOOpaxX U pedepeHayMax.

OOpailieHns, TMOCTYNHBIIME B TEPPUTOPHAIBHYIO KOMHUCCHUIO, MOTYT
PETUCTPUPOBATHCS B YCTAHOBJICHHBIC BBIIIE CPOKH OTAEIBHO OT JIPYTHX BHJIOB
JIOKYMEHTOB.

6.5. B ciyuae peructpamuu oOpamenuss B IIJ[, TOMKHOCTHBIM JIMLIOM,
UMEINUM JocTyn K padote ¢ [1/], 3anoaHAr0TCS HEOOXOUMBIE OISl BO BKJIAJIKE
«O0pamenue» I1J[ B 3aBUCMMOCTH OT MMerOUIecs MH(pOpManuu B OOpalleHUH
HE TMO31Hee Tpex paboyux JAHEW CcO [JHSA PErucTpauuu  OoOpaleHUs
B TEPPUTOPUATIBHOM KOMHUCCMM M B TEYEHUE OJHOrO pabodero AHS €O JHS
NOCTYIUIEHUs1 0OpallleHus: IO BOIIPOCaM MPOBOJIUMBIX N30MPATEIbHBIX KaMIAHU.

6.6. IIpu BCKpBITUU KOHBEPTOB, COAEpIKAIIMX OOpaiieHuss B MUCHMEHHOMN
dbopme, mpoBepsieTcs Hamuuue Bcex BioxeHuid. KoHBepT 00s3aTenbHO
COXpaHsETCH.

OOGpamienuss B mNHUCbMEHHOM (opMme, cojaepiKalde B aJpecHON YacTh
noMeTKy «JImyHo», paccmaTpuBaroTcs B OOLIEM TMOPSIIKE B COOTBETCTBUU
¢ MHCTpYyKLIMEN.

[Ipu peructpanuu  MHOBTOPHBIX  OOpalleHUH UM  IPUCBAUBAETCA
OUEpPETHONW PETUCTPAIIMOHHBIA HOMEpP, B PETHCTPAIMOHHO-YYeTHON (opme
nenaercsi orMmetrka «lloBTopHo», a mpu wucnonb3zoBanuu IIJ] ocymectBisercs
ces3piBaHue ¢ PYK mno mnepBuusHbiM oOpalieHusiM, NpU HEOOXOIUMOCTH
opopmieHuss Ha OyMa)XHOM HOCUTEIE K OOpAIlCHUIO MPUKIAIBIBAIOTCS
nonoopannbie PYK no nepBuyHBIM 00pallieHUsIM.

Ecnu obparienne nocTynusao OT KOJUIEKTHBA TPaskJaH, TO MPU PETUCTPaALluU
B PETUCTPALMOHHO-y4eTHOU (hopMe cTaBUTCS OTMETKa «KOIJIEKTUBHOEY.

6.7. Ilpu ocymecTBiaeHun peructpanuu cpeacramu [IJ[ Ha nuieBoi

CTOPOHE TIEPBOTO JINCTA 3aPETUCTPUPOBAHHOTO JIOKYMEHTA Ha OyMa)KHOM



HOCHUTEJIC, KAaK IPaBWiIO, B IPaBOM HWXKHEM yIJIy  IPOCTaBISETCS
PErMCTpAallMOHHBII HOMEpP M JaTra, a Takke IITPUX-KOA C YKa3aHHWEM
HAaMMEHOBAaHHUS OpraHU3alu.

Ecnu mpocrtaBineHue perucTpalioOHHOIO HOMEpa 3aTpyIHSAET IPOYTECHHE
TEKCTa JOKYMEHTa, B TaKOM CJy4yae BXOJAIIMHA HOMEpP MPOCTaBIAETCA
B CBOOOJHOM OT TEKCTa YIJIy Ha JIMLEBOH CTOpPOHE NEPBOIO JHMCTA JOKYMEHTa,
a INTPUX-KOJ ITPOCTABIIACTCS PU HATUYUHA TEXHUYECKON BO3MOKHOCTH.

IIpr OcCymiecTBICEHMM PETUCTPALMU B APYIOM PErucTpalliOHHO-YYETHOU
dopMe perucTpallMOHHBIA ILITAaMI, COCTOSIIMA M3 MOPSJIKOBOIO HOMeEpa
oOpalieHusi U JaThl PErHCTpalMd, CTABUTCS, KaK MpaBUJIO, HA NEPBOM JIHCTE
oOpalieHus B IpaBOM HM)KHEM YTJIy HJIA Ha CBOOOJIHOM OT TEKCTa MECTE.

Hymepanuss noctynuBmIMX OOpallleHUH OCYILECTBISETCS B Ipeaenax
KJIEHIAPHOTO rofa.

6.8. 3apeructpupoBaHHble O0palleHUs PACcCMATPUBAIOTCS B COOTBETCTBUU
C MOPSAKOM, ONPEIEIEHHBIM pa3ienaoM 2 MHcTpyKuuu.

6.9. O6pameHusi, aapecoBaHHbIE 4YJICHAM TEPPUTOPUATHLHOW KOMHUCCHH,
PETHCTPUPYIOTCS, JOKJIAJIBIBAIOTCS M NEPENAIOTCS B COOTBETCTBUU C MOPSAIKOM,
YCTaHOBJIEHHBIM MHCTpyKIMEN.

OOpaieHnus  paccMaTpuBalOTCS B COOTBETCTBHM  C  YKa3aHUSIMHU
[0 UCIHOJIHEHHIO JOKYMEHTa Npeacenareiass TEePPUTOPUAIBHOM KOMMCCHUU
B MOPSZIKE, YCTAHOBJICHHOM 3aKOHOIAaTeNIbcTBOM Poccuiickon @enepanum.

6.10. OOpammenus, coaepskalire BOIMPOCH, PEIICHUE KOTOPHIX HE OTHOCHUTCS
K KOMIIETEHIIMH TEePPUTOPUATILHOM KOMHCCHH, TOKJIAABIBAIOTCS MpPEncenaTeNto
TEPPUTOPUAIBHOM KOMUCCHUM W TIO €r0 YKa3aHUIO0 IO HMCIOJHEHUIO JOKyMEHTa
B CpPOKHM, YCTAHOBJICHHbIE 3aKOHOAATEIHLCTBOM O BbIOOpax U pedepeHmymax,
HaMpaBJslOTCd C  CONPOBOAMTENIBHBIM  MHCHbMOM 332  €ro  IOJINHUCHIO
B COOTBETCTBYIOIIMA OpraH WM COOTBETCTBYIOLIEMY JOJKHOCTHOMY JIMILY,
K KOMIIETEHIIMM KOTOPBIX OTHOCHTCSI pELICHHE IMOCTaBJICHHBIX B OOpalleHuu

BOIIPOCOB, C YBCIOMIICHHUEM I'paxKaaH, HaIlpaBUBIINX O6paH_I€HI/I}I,



0 mepeaapecaluu oOpanieHuil. B compoBoaUTEILHOM NUCHME OrOBapUBAETCS
MOPSIJIOK HAIlPaBJICHUSI OTBETA aBTOPY OOpaIlleHHUs .

Eciu pemieHre mNOCTaBIEHHBIX B OOpAllEHUH BOIMPOCOB OTHOCHUTCS
K KOMIIETEHIIMM HECKOJIbKUX TOCYIapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO
CaMOYTPAaBJIECHUS UM COOTBETCTBYIOIIMX JOJKHOCTHBIX JIUI, KOMUS OOpaIieHus
HaIpaBJsieTCsI B COOTBETCTBYIOUIME  OpPraHbl  WJIM  COOTBETCTBYIOIIUM
JIOJDKHOCTHBIM JIMIIAM B CPOKH, YCTaHOBIIEHHBIE 3aKOHOJATEILCTBOM O BhIOOpax
u pedepeHmymax.

6.11. 3anpemaercss ~ HampaBiATh ~ OOpalieHWEe  Ha  PAcCMOTPEHUE
B TOCYIapCTBEHHBIN OpTraH, OpraH MECTHOTO CaMOYIPABICHUS WIH JOIKHOCTHOMY
JuIly, pelieHue uiad - jaeucTBue  (0e3AeiicTBHE)  KOTOpPBIX — OOXKallyeTcs,
3a MCKJIIOYEHUEM CIIy4aeB, yKa3aHHBIX B MyHKTe 6 crathu 75 denepabHOTO
3aKOHA 00 OCHOBHBIX TapaHTHIX N30MPATEIbHBIX MIPAB.

6.12. Ecam B COOTBETCTBMM C 3ampeToM, YKa3aHHbIM B mojapasnaene 6.11
WHcTpykiuu, HEBO3MOXKHO  HAMpaBUTh  OOpalieHWe Ha  PacCMOTpPEHUE
B TOCYIapCTBEHHBIN OpTraH, OpraH MECTHOTO CaMOYIPABICHUS WIH JOIKHOCTHOMY
JUITY, B KOMIIETCHIIUIO KOTOPBIX BXOJUT PEIIEHUE TOCTABJICHHBIX B OOpalleHUun
BOTIPOCOB, OOpallieHrne BO3BpAlllaeTCsl TPaXIaHWHY C Pa3bICHEHHEM €ro Impasa
00KaJloBaTh COOTBETCTBYIOIIEE pEIICHWE WM JACWCTBUE B YCTAaHOBJICHHOM
HOpSIKE B CY/I.

6.13. OOpaiieHnsi, TOCTYNMBIIME B  TEPPUTOPHATBHYIO  KOMHCCHIO,
paccMaTpHUBAIOTCSI B CPOKH, YCTAHOBIICGHHBIE 3aKOHOJATEIBCTBOM O BBIOOpax
U pedepeHayMax, C Y4ETOM OCOOEHHOCTEH, yKa3aHHbIX B moapaszaenax 10.5
u 10.6 MucTpykuuu.

Ecnim  HeoOXogumo  TPOIIMTH  CPOK  PACCMOTPEHHS  OOpallleHus,
UCTIOTHUTENb HE TMO37HEEe YeM 3a OJUH JCHb 10 MCTCUEHHUS CPOKa MOATOTOBKH
OTBETa TNPEACTABISIET MpelAceAaTeNt0 OOBsICHEHHE, 10 KaKoW NpUYUHE
HEBO3MOXKHO JaTh OTBET B YCTAHOBJIGHHBIM CpPOK. MakcHUMallbHOE MpPOJJICHHE
CpOKa MCTIOJIHEHUs] oOpalieHusl He JIOJDKHO MPEBBINIATh YCTAHOBIEHHBIX 3aKOHOM

CPOKOB pacCMOTpEeHHs 0OpaIeHHS.



3asBUTENIO HAMPABIISAETCA YBEJAOMIICHUE O MPOIJIEHUU CPOKA PaCCMOTPEHUS
€ro ooparieHusl.

OOpamenrs, Ha KOTOpPBIE JAIOTCA MPOMEKYTOUHBIE OTBETHI, C KOHTPOJIS
HE CHUMAIOTCS.

6.14.B ciaydyae TOCTYyIUICHHS B  TEPPUTOPHAIBHYIO  KOMHCCHIO
B YCTaHOBJICHHOM TOPSJIKE 3alpoca rocyAapCTBEHHOTO OpraHa, opraHa MECTHOTO
CaMOYIIpaBJICHUs WIA JOJHDKHOCTHOTO JIMIIA, paccMaTpUBarONIMX oOparieHue,
JOKYMEHTBI W MaTepuaibl, HEOOXOIWMBIC JUII PAcCMOTPEHHUs OOparieHus,
MPEICTABIISAIOTCS B CPOK, YKa3aHHBIM B 3alpoce WM MHOW CPOK, YCTAaHOBJICHHBIN
JEHUCTBYIOLIUM 3aKOHOIaTEIbCTBOM.

6.15. B oOpamenuu 10JDKHBL OBITh yKa3aHbl (pamMuitusi, UMsi, OTYECTBO (IIPH
HAJIMYKUK) 3asIBUTENS (JJIs1 3asABUTENICH, HE SBISIOMUXCS (DU3UUYECKUMU JIMIIAMH, —
HauMeHoBaHue). B oOpaiieHnn B NHUCHhMEHHOW (QopMme JOJKEH OBbITh yKa3aH
MOYTOBBIN aJipec, M0 KOTOPOMY JOJKEH OBITh HalpaBJIEH OTBET Ha OOpalleHue,
TaKKe€ JOJDKHBI  COJEpPXKAThCS  JUYHAs TOAMUCH 3asBUTENS WM JIWIIA,
YIOJITHOMOUYEHHOTO JEHCTBOBAaTh OT €r0 MMEHH, U JaTa MOJINUCAHUS O0palleHusl.
B oOpamenun B opme 3IEKTPOHHOTO JOKYMEHTa JOJKEH OBITh YKa3aH aJipec
AJIEKTPOHHON TMOYThI, MO KOTOPOMY JIOJDKEH OBITh HAampaBjiieH OTBET
Ha oOpaileHue.

Eciu B oOpamenun He ykaszanbl (pamuius 3asBUTeNs (I 3asBUTEINS,
HE SIBJISIIOIIETrocs (PM3UYECKUM JIUIIOM, — HAMMEHOBAHUE) WM apeC, IO KOTOPOMY
JIOJDKEH OBITh HAmNpaBJICH OTBET Ha OOpallieHuWe, OTBET Ha Takoe OOpalleHue
He Jaerca. Takoe oOpallleHHE€ CHOUCBIBaeTCS B JIeJI0  IpejcenareieM
TEPPUTOPUAIIBHOM KOMUCCHUHU.

Ecnim B oOpameHun copepkaTcs CBEIACHUS O TIOJTOTaBIMBAEMOM,
COBEpIIAEMOM WJIA COBEPIIEHHOM TMPECTYIUIEHUH, a TaKke O JIUIE,
€ro TOJTOTABJIMBAIONIEM, COBEPIIAIONIEM WM COBEPIIUBIIEM, OOpaIieHue
TIO/IJICKUT HATIPABJICHUIO B TIPABOOXPAHUTEIILHBIE OPTaHbl.

Ecnu Texcr oOpaiieHuss He MNOAJAeTCss MPOUYTEHUIO WM HE TO3BOJISET

ONpEeNeNnuTh CyTh oOOpallleHus, OTBET Ha Takoe OoOpalleHHe He Jaercs,



O YeM B TeUCHHE CEMHU KalleHIApHBIX THEH Mocie JHS MOCTYIUICHUS OOpalieHHs
YBEIOMJISICTCSI 3asIBUTENIb B CiIydae, €CIM B OOpaIleHUH TMOIAIOTCS MPOYTECHHUIO
dbamunus 3asBUTENS (VIS 3asBUTEINS, HE SIBISIOMErocs (U3HYECKUM JTUIIOM, —
HAaUMEHOBAaHMWE) W aJpec, IO KOTOPOMY JIOJDKEH OBITh HalpaBJIeH OTBET
Ha oOpalieHue.

He sBnsercs  oOpamieHueM  TEKCT, COJEpKallMid  IO3IpaBJICHUE,
COOOJIE3HOBAaHME WM OICHKY JIEATEIBbHOCTH W HE  COOTBETCTBYIOIIHMA
TpeOOBaHMM, TPEIBABIsIeMbIM DeepaTbHBIM 3aKOHOM 00 OCHOBHBIX TapaHTHSIX
n30UpaTeNbHBIX TIPaB, U TPEOOBaHUSIM K 3ampocy UHGOPMAIUH, TPEIbIBIIEMbIM
®denepanbabiM 3akoHOM 0T 9 deBpansg 2009 roma Ne 8-D3 «O6 obecreueHun
nocTyrna K nH(popMaIuu o JAesTeIbHOCTH TOCYAapCTBEHHBIX OPTaHOB M OPTaHOB
MECTHOTO CaMOYIIPaBICHUS.

6.16. OOpamennsi, B  KOTOPBIX  COACp)KATCA  HEIEH3YpHBIE  JHOO
OCKOpOUTENbHBIC BBIPAKEHUS, Yrpo3bl IKU3HHU, 3JI0POBBI0 M HMYIIECTBY
JIOJDKHOCTHOTO JIMIIA WJIM WHBIX JIMI, OCTalTCs 0e3 OTBEeTa IO CYIIECTBY
MOCTaBJICHHBIX B HUX  BOIIPOCOB, a  3asgBUTEISIM coobmaeTcs
O HEJIOTTYCTUMOCTH 3JI0YTIOTPEOICHUS TTPABOM.

6.17. OGpaiienne, B KOTOPOM OOXKaIyeTcs CyneOHOE pelieHue, B TCUCHUE
CeMHU KaJIeHIApHBIX JHEW CO JHS PErHCTPAllid BO3BPAIIACTCS TPaKIaHUHY,
HaIpaBUBILIEMY OOpallleHHue, C Pa3bsCHEHUEM TMOpsAAKa O0XKaJIOBAHMS JAHHOTO
CyJ1e0HOTO peIlICHHUS.

6.18. Ecnmu B oOparieHuu COAEPKUTCS BOIMPOC, HAa KOTOPBIA 3assBUTEIIO
HEOJHOKPATHO JaBaJMCh NMUCHMEHHBIE OTBETHI MO CYIICCTBY B CBSI3W C paHee
HaIpaBJICHHBIMHA OOpAICHUSAMU, U TIPU 3TOM B OOpaIllEHUH HE TIPUBOISITCS HOBBIC
JIOBOJIBI U OOCTOSITENILCTBA, TO TMEPENMUCKAa MO JAaHHOMY BOMPOCY C 3asBHUTEIIEM
MOXET OBITh MPEKpaIieHa ¢ yBEJOMICHUEM 00 3TOM 3asBUTEIS.

Ecnu oT 3asBuTENS, ¢ KOTOPHIM TEpenucKa OblIa MpeKparieHa, mocTymnaeTt
ouepenHoe oOpallleHHue MO TOMY K€ BONpPOCY, TO MHUCHbMEHHBIH OTBET Ha HETro
MOJKET HE JIaBaThCs, @ CaMO OOpaIleHNe HAMPaBISIETCS B JIEO.

6.19. OOpamieHus, HanpaBlI€HHbIE B TEPPUTOPUATBHYIO  KOMHCCHIO



C UCIOJIb30BaHUEM HJIEKTPOHHOM (OopMbl  0OpallleHud, PEerucTpUpyroTCs
U paccMaTpHUBAIOTCA B YCTAHOBJIEHHOM Mopsiake. OTBETHl Ha Takue OOpalleHHs
HaIpaBJIAIOTCA B (popMe dIEKTPOHHBIX JOKYMEHTOB, TIOJMUCAHHBIX AJICKTPOHHOMN
HOJIKMCHI0, JTMOO B (pOpME DIIEKTPOHHBIX 00pa3oB JOKyMEHTOB B ¢opmare pdf
Mo  aapecaM  DJIGKTPOHHOM  TOYTHI,  yKa3aHHBIM B  OOpAIllCHUHU.

OOpaiieHns TpaXJaaH, TM[OCTYNUBIIME HAa aJgpec dSJICKTPOHHOW MOYTHI
TEPPUTOPUAIBHOM  KOMHUCCUH, HE  PETUCTPUPYIOTCI B COOTBETCTBUU
¢ DenepasnibHbIM 3aKOHOM OT 28 nekadps 2024 roma Ne 547-03 «O BHeceHuun
u3MeHeHuit B @DexnepanbHbiii 3akoH «O TMOpsAKE paccMOTpPEHHUs OOpaleHui
rpaxxnad Poccutickoit denepanymy.

OOpamennss TpaxaaH, TMOCTYNHUBIINE B TEPPUTOPHUATHLHYI0 KOMHCCHIO
n3 [IUK Poccuu, peructpupytorcsi ¢ ucnoibzoBanuem 1] oTnenbHO OT apyrux
BUJIOB JJOKYMEHTOB.

6.20. B cmywae ecnm 3ampammBaeMas HWHGOpMaIlMs — OIMyOJIMKOBaHA
B CpeACTBaX MaccoBoi uHGpopmaruu Jmbo pasMenieHa B ceTu HTepHer,
TEPPUTOPHATBHAS KOMHUCCHS B OTBETE Ha 3aIIPOC MOXKET OTPAHUYIUTHLCS YKa3aHUEM
Ha3BaHUs, JaThl BHIXOJIa U HOMEpa CPEICTBa MacCOBOM MHGOPMAIIMH, B KOTOPOM
onmyOJIuMKOBaHa 3ampaiiMBaeMas WHQOpMAIMs CO CCBUIKOM (aapec CTpaHUIIbI)
Ha UHQpOpMaIUIO, pa3MEIIeHHYI0 B ceTu HTepHeT.

6.21. [Ipu peructpanuu oOpamenus B [IJ[ mo wuroram paccMmoTpeHus
oOpailieHusl JTOHKHOCTHBIMM JIUIIAMHU, OTBETCTBEHHBIMH 3a BBOJI U OOpabOTKy
undopmaruu B [1]], Bo Bkiagke «O6pamenue» 1] 3anonusercs nmone «IIpunsreie
MEphI», a TaKXKe BHOCSTCA CBEICHHUS O pe3yJbTaTaX PacCMOTPEHHsI oOpaIrieHus
B Onoke «Bompock» B TeueHHE TpeX padoumx JTHEH CO JIHS PACCMOTPEHUS
oOpaIieHusi 1 B T€UEHHWE OJHOTO paboyero mHs i oOpalieHuil Mo BOmpocam
MIPOBOJIUMBIX U30MPATETHHBIX KaMITAHHM.

6.22. JInuHbIi TIpEiEM TpaXkJaH MO BOMPOCaM, BXOJISAIIAM B KOMIIETCHIIHIO
TEPPUTOPUAIIBHOW  KOMHUCCHH,  SIBJISIIOIIEHCS  TOCYIAapCTBEHHBIM  OPTaHOM,
OCYIIECTBIISIETCS npejacenareaemM TEPPUTOPHUATBHON KOMHCCHUH,

10 TMpeABapUTEIBHON 3amucu Mo TpaduKy, YTBEPKACHHOMY IpeacenaTesieM



TEPPUTOPUATBHON KOMHUCCHH U peructpupyercs B JKypHane yuera npuema
rpaxiaH (nmpuioxxenue Ne 8.1).

Nudopmarus 0 MOPSIIKE npuema rpaxaaH pa3Merniaercs
Ha MHPOPMAITMOHHOM CTEHJIE TEPPUTOPUATHHON KOMHUCCHH.

[To npuOBITHM HA JUYHBIA TPHUEM TPAKTAHWUH MPEIBIBISCT IOKYMEHT,
YIIOCTOBEPSIONINI €T0 TUIHOCTD.

Benenue nuyHOrO TpHeMa TpaKAaH MOXKET COMPOBOXKIATHCS —AYAHO-
U BUJICO3AIKCHIO, O YeM TPpaKJlaHEe YBEIOMIIIOTCS 10 Hayasa mpuema.

6.23. Kpatkoe conepkaHue YCTHOTO OOpaiieHus, AOHKHOCTh W (haMuus
JWIA, OCYIIECTBIIIONIETO MPHUEM, PEIICHHE, MPUHITOE MO YCTHOMY OOpalieHuto
3aHOCHUTCS B KapTOUKY JIMYHOTO TIpHeMa rpakaannHa (mpunoxerue Ne 8.2).

B xome nuyHOro mpuema 3asBUTEIEM TaKKe MOXKET OBbITh MOJaHO
oOparieHre B TNHCBMEHHOW (opMe, Ha KOTOpOE MdaeTcs IMCHMEHHBIA OTBET
B CPOKH, YCTAHOBJICHHBIE JIJIsl PACCMOTPEHUSI COOTBETCTBYIOIIUX OOpAIICHH.

Ecnu o6cTosTenbcTBa, N30KEHHBIE B YCTHOM OOpaIlieHUH B XOJ/1€ JTUYHOTO
npuema, TpeOYyIOT MPOBEPKH, Ha TaKOe OOpalleHHe AAcTCs MUCHbMEHHBIA OTBET
B CPOKH, YCTAHOBJICHHBIE JIJISl PACCMOTPEHUSI COOTBETCTBYIOIINUX OOpaIeHu .

B xome nudHOTO MpHeMa 3assBUTEII0 MOXKET OBITh OTKA3aHO B JaTbHEHUIIIEM
paccMOTpEeHUU OOpallleHusl, €CIu €My paHee ObLI JaH OTBET MO CYIIECTBY
MOCTaBJICHHBIX B 0OpaIEHUH BOTIPOCOB.

B ciyuae rpy0Ooro, arpecCUBHOTO MOBEACHUS 3asBUTEIISI TPUEM MOXKET OBbITh
npekpamied. [Ipu HEoOXOIMMOCTH MOKET OBITh BBI3BAH COTPYIHUK OXPaHbI
WIM TPaBOOXPAHUTEIBHBIX OpraHoB. MHdbopmanus o TNOBEICHUH 3asBUTEIS
OTpakaeTcs B )KypHaJe y4yeTa.

6.24. [lepenanHpie Ha JUYHOM TpueMe oOpaIreHus B MUCbMEHHOU (popme
PETUCTPUPYIOTCS M PAacCMAaTPUBAIOTCSA B YCTAHOBICHHOM JUISI COOTBETCTBYIOIITUX

oOpalleHui MmopsaKe.



7. OcoOeHHOCTH PadoThI ¢ JOKYMEHTAMM, COJIEPKAIMUMH CJIYKEeOHYI0
HH(OPMALNIO OTPAHNYEHHOT0 PACIIPOCTPAHEHUS
(c momeTkoi «JJ151 CITyKe0HOTO MOJIb30BAHUSD))

7.1. OcobenHocTH PabOTHI C JOKyMEHTaMH, COJAEPKAIIUMH CIYKESOHYIO
UH(OPMAIUIO OTPAHUYEHHOTO PACIIPOCTPAHEHUS.

7.11. K cayxebHoii wuHbOpMalMU OTPAHUYECHHOTO PACIPOCTPAHEHHS
OTHOCUTCS HECEKpeTHas WH(OpMaIns, HE3aBUCHMO OT BHJA €€ HOCUTES,
OTpaHUYEHMs] Ha PACHpPOCTpaHEHUE KOTOPOM JIUKTYIOTCS €€  CIy>KeOHOM
HEO0OXOIUMOCTBIO.

7.1.2. HeoOXxoauMOCTh ~ IIpOCTaBICHUS TOMETKH  «Jlma  ciaykeOHOro
nosib3oBaHus» (nanee — «JICII») Ha ngoKymMeHTaX W W3JaHUSAX, COJEPKAIIUX
CIy’)XeOHYI0 HWH(DOpPMAIMI0O OTPAaHWYCHHOTO PACHPOCTPAHEHUS, OIPEACIICTCS
npejacenareaemM TEPPUTOPUATHHON KOMHCCHUH, MOIMUCHIBAIOIIUM
WM YTBEPXKIAIOITUM JOKYMEHT.

JIOMKHOCTHBIE JIMIIA, TPHUHSBIIME pEIIeHHEe 00 OTHECEHUHU CIIyKeOHOU
uH(MOpMAIUU K pa3psly OTPaHUYECHHOTO PACIPOCTPAHEHUsI, HECYT MEPCOHATBHYIO
OTBETCTBEHHOCTH 32 000OCHOBAaHHOCTH MPUHSATOTO PEIICHHUS.

7.1.3. Tlometka «JICIl» m HOMEp SK3eMIUIsipa MPOCTABISIOTCS B MPaBOM
BEpXHEM YIUIy TIEPBOM CTpPaHUIBI JOKyMEHTa (B cCllydae HEOOXOIUMOCTH —
U ero IMpOEKTa), COJACPKAIIECTO CIYXKeOHYI0 HWHPOPMAIUI0 OrPAHUYCHHOTO
pacnpocTpaHeHus, Ha 00JIOKKE U TUTYJIBLHOM JIUCTE U3JIaHUA, a TAKKE Ha MEePBOM
CTPaHHMIIC COMPOBOJMTEILHOTO MHChMa K TaKUM JOKYMeHTaM. IIpu moarotoBke
nokyMenta cpencrBamu I1J] momerka «JICID» mpocTaBisieTcssi Ha 3JIEKTPOHHOM
mabsoHe OJaHKa TOKyMEHTA.

7.1.4. Pabota C AOKyMEHTaMH, COJEPKAITUMU CIY)eOHYI0 HHGOpMAIIUIO
OTPAaHUYECHHOTO PACTIPOCTPAHCHHMSI, B TOM UYHCIIE UX MPUEM, Y4eT (perucrparius),
OCYIICCTBJISCTCS B TIOPSJIKE, YCTAaHOBJICHHOM JUISI HECEKPETHBIX JTOKYMEHTOB,
C y4eToM OCOOCHHOCTEH, W3JI0KEHHBIX B HacTosmeM pasnaene. [lpm sTom

K PErucTpallMOHHOMY HOMEpPY AOKyMeHTa nooasisercs nomerka «{CII».



7.1.5. lokymenTsl ¢ mometkot «JICII» peructpupyrorcsi (yUUTHIBAIOTCS)
BMECTE C JAPYTMMHM HECEKPETHBIMH JOKYMEHTaMH. B perucrpanmoHHO-y4E€THOU
dbopme nmpousBoautcs 3amuch «ICID».

7.1.6. CkanupoBaHue, KONUpPOBaHUE  (TUpPXKUPOBAHUE) JOKYMEHTOB
c mometkoi «JICII», a Takke pa3MelieHue ux npu ocyiecTsiaeHUH padoTsl B [1]]
MPOU3BOMUTCS TIpefceaTeseM (CeKpeTapeM) TePPUTOPHATIBHON KOMHUCCUH JHOO0
pabOTHUKOM  ammapaTra, OTBETCTBEHHBIM 3a BEJIEHHE JIeJIONPOU3BOJICTBA
C UX NHMCBMEHHOTO pPAa3pelIeHUs, MPU 3TOM OCYIIECTBISIETCA YYET KaxJI0ro
HK3EMILISIPA YKA3aHHBIX JOKYMEHTOB.

7.1.7. lokymentel ¢ mnomMetrkort «JICII» Ha OymaxXHOM HOCHUTENE
nepenarorcs noA noanuck. [Ipu HampaBieHun TOKYMEHTOB ¢ momeTkou «JCID»
cpeactBamu IIJ[ B PYK mnpocraBisieTrcs COOTBETCTBYIOLIMK YPOBEHb OCTYyNa
K JIOKYMEHTY.

7.1.8. lokymentsl ¢ nometkon «JICII» HampaBnsitoTcs B Jpyrue OpraHbl
U OpraHu3alu opraHamu QeaepanbHOil  (HenbIBErepCcKoil CBS3H, CIIyXKOOU
CHeuanbHOU CBs3M JIMOO HApOUHBIM. [Ipu HanmpaBiIeHUM JOKYMEHTOB C TOMETKON
«JICII» cpenctBamu 1171 B LHMK Poccuu, ®ILU npu UK Poccuu, PLHOUT
npu [IUK Poccuu, Cankt-IlerepOyprckyto u30upaTenbHYyI0  KOMHCCHIO,
M30UpaTeNIbHBIC KOMHUCCUU CyOBEKTOB Poccutickon denepanuu,
TeppuTtoprualibHbie koMuccuru B PYK mpocTaBiisieTcss COOTBETCTBYIOLIMKA YPOBEHb
JIOCTyIA K JOKYMEHTY. 3anpelaercs nepeiaBarb JOKYMEHThI ¢ moMeTKon «J{CII»
M0 HE3AIUIIICHHBIM KaHallaM KOMITBIOTEPHO-MOJAEMHON U (DAKCUMUILHOM CBSI3H.

Hokymentol ¢ nomeTkon «JICID» pacchuiaroTcss HECKOJIBKMM ajipecaram
COTJIACHO CIIUCKY pAacChUIKM, B KOTOPOM HANpOTHUB KaXIOTO ajpecara
MPOCTABIISICTCSI HOMEP AK3EMILIAPA OTIPABIAEMOTO JOKyMeHTa. CIHCOK PacChUIKU
MOJIUCHIBAETCS MPEICEIATENEM TEPPUTOPUATBHON KOMUCCHH.

7.1.9. Ucnionnennple gokyMeHThl c moMmetkoi «JICID» dopmupytorcs
B JIeJla, B TOM YHCJI€ BJEKTPOHHBIC, B COOTBETCTBUM C HOMEHKJIATYpOH JEl.
JIOKyMEHTBI TpPyNIUPYIOTCS B J€la BMECT€ C JPYTMMH HECEKPETHBIMU

JOKyMEHTaMU TI0O OJHOMY M TOMYy Xe Bompocy. Ilpu dopmupoBanuu paena



Ha OyMaXHOM HOCHUTEJE€ B IPaBOM BEPXHEM YTy OOJIOKKH Jejia, B KOTOPOE
MTOMEIIIEHBI TAKKE JOKYMEHTHI, ITpocTaBisieTcst mometka «J{CID».

7.1.10. HoxymenTtsl ¢ momeTkoit «JICII» Ha GymMakHOM HOCHTENE XpaHSITCS
B 3aKPBIBAIONTUXCS ITKadax.

7.1.11. YHuuTOXkeHue aed, JOKYMEHTOB U u3iaHuil ¢ noMetkoil «J[CII»,
yTPaTUBIIMX CBO€ IMPAKTHUYECKOE 3HAYCHUE W HE HMEIOIMIMX HCTOPUYECKOU
W Hay4YHOW IIEHHOCTHU, WIPOM3BOJUTCS II0 AaKTy YCTAHOBJIICHHOW (POpMBI
C YKa3aHHEM HOMEPOB 3K3eMIUTAPOB (mpuiioxkenue Ne 16).

7.1.12. Pemieane o cHsatun nometkn «JICID» ¢ mokyMeHTa HpUHHUMAET
JOJKHOCTHOE JIUIIO, TTOAMKUCABILEE UM YTBEPAUBILIECE TOKYMEHT.

Cusatue nometkn «JICII» ¢ mpuciaHHOrO B TEPPUTOPHUAIBHYIO KOMHUCCHIO
JIOKYMEHTa MOET OBITh IPOU3BEJICHO TOJBKO IO COTJIaCOBAHUIO ¢ OpraHU3aIlueH,
HaIlpaBUBLIEH JOKYMEHT.

Cusarue nometku «J[CI» ¢ JOoKymeHTa TpPOM3BOAUTCS TNpeAceaaTesieM
(cexkperapeM) TEppUTOPHAIBLHONM KOMHCCHHM JIMOO pPaOOTHUKOM armrapara,
OTBETCTBEHHBIM 3a BEJICHHE JEJONMPOU3BOJCTBA HAa OCHOBAHUM TMHCHMEHHOTO
yKa3aHusg JOJDKHOCTHOTO JIMIA, MPUHSBIIEro Takoe pemieHue. I[lpu cHATHM
nometkn  «JCID» Ha [OOKymMeHTax, Jenax WM U3JaHUSIX, a TaKke
B PErUCTPAIMOHHO-YUYETHOU (POpMeE J1eN1at0TCsl COOTBETCTBYIOIINE OTMETKH.

O cHatuu nometkn «J[CID» yBemomuisitoTcsi BCE ajapecaThl, KOTOPBIM
JIOKYMEHT HampaBJsijIcs, MO0 OpraHu3alivs, €ro HalpaBUBIIas.

7.1.13. B cnyyae yTpaThl Jei, JOKYMEHTOB WJIM M3JIaHUNA C MOMETKOU
«JICIl» nmubo pasriamieHus cojiepkalieiics B HUX WH(OpMalMu Ha3HAYaeTCs
ciy>keOHasl MpoBEpKa, O pe3ysibTaTaX KOTOPOH JOKJIQJIBIBACTCS MPEACEHaTeIIIo
TEPPUTOPUAIIBHON KOMUCCHH.

O6 ytpare nen, JOKyMEHTOB M u3faHuii ¢ mometkon «JCII» cocraBnsiercs
aKT, HA OCHOBAHUM KOTOPOTO JI€JIAIOTCS COOTBETCTBYIOIIME OTMETKH B YUETHBIX

dbopmax.

8. IloaroroBka, ogopmiieHue, BHIMTYCK, Y4eT JOKYMEHTOB,
paccMaTpUBaeMbIX Ha 3aCeJaHUAX TEPPUTOPHATHHON KOMUCCHH



8.1. ®opmupoBaHUe MPOEKTAa MOBECTKU JHS 3acelaHusl TePPUTOPUATIHLHOM
KOMHCCHHU.

8.1.1. IlpoexT mMOBECTKHM [HA 3aceaHUus TEPPUTOPHAIBHONM KOMHUCCHH
dbopmupyeTcsi 3a0JIarOBpEMEHHO Ha OCHOBAHHMM IIJIAHOB pabOThl M PEHICHU
TEPPUTOPUAIBHOM KOMHUCCUHU (Z1ajiee — pelIeHuid), MOpPY4YeHUN mpecenares
TEPPUTOPUAIBHON KOMHUCCHHM, ITOCTYIIUBIINX JTOKYMEHTOB U, IIOCJIE COITIACOBAHUS
C IMpeacenaTeseM TEepPUTOPHAIBHOM KOMHMCCUU TMOIIMCHIBAETCS CEKpETapeM
TEPPUTOPUAITBHON KOMUCCHH.

Taxke NPOEKT IOBECTKHM JHs 3aCENaHUs TEPPUTOPUAIBHOU KOMUCCUH
MOKET (OpMHUpPOBaThCA M  corjacoBbiBaThesi cpeactBamu [/l u  mocne
COTJIACOBAHMS TMPEICENATENIEM TEPPUTOPUATIBHON KOMHUCCHH COTJIACOBBIBACTCS
CEKpEeTapeM TEPPUTOPUATILHON KOMUCCUM I BBIHECEHU HA 3aCEIaHuE.

8.1.2. UneHbl TEpPUTOPHAIBHON KOMHCCHH BIIPaBE MPEIOKHTh BHECTH
B IIOBECTKY [JHS 3aceJaHHsl BOIPOCHI, HE IMPEIyCMOTPEHHbIE IUIaHaMU pPadOThI
U pELICHUSMH TEPPUTOPUAIBHOM  KOMHMCCHUM, IIPM  YCJIOBHM  HaJU4Ms
MTOATOTOBJIEHHBIX IO 3TOMY BOITPOCY TOKYMEHTOB.

JIaHHBIE BOIPOCHI BKJIIOYAKOTCS B IIPOEKT IOBECTKU [JHA 3acelaHus
TEPPUTOPUAIBHOM  KOMHUCCHUM  NpPU  NUCBMEHHOM  OOpalieHuu  4JjieHa
TEPPUTOPUAIBHON KOMMCCUHM, [0 HWHULIHAATHBE KOTOPOIO BOIPOC BBIHOCUTCA
Ha 3acelaHue, Ha UMA IpeAcenaress TEPPUTOPHAIBLHON KOMHUCCHHM, B KOTOPOM
YKa3bIBalOTCS HAaWMMEHOBAHHWE BOIPOCA, AOKIAAYMK M JaTa IMepeladd IMpOEKTa
pElIeHUs] B COOTBETCTBUU C IMYyHKTOM 8.2 M MaTepUaloB K HEMY CEKpPETapro
TEPPUTOPUAIIBHON KOMHUCCHH.

8.1.3. CornacoBaHHblii € TMpeAcenareyieM TEePPUTOPUAIBHOW KOMHCCHH
Y MOJIMCaHHbIN (coracoBaHHbIM cpenctBamu [1/]) cekperapem TeppuTOpUaIbHON
KOMHMCCUM TIPOEKT TIOBECTKM [HA 3aCENaHUsl TEPPUTOPUAIBHON KOMUCCUU
TUPAXKUPYETCS JUIs1 PACCBUIKH WICHAM TEPPUTOPUATIBHON KOMHUCCHUMU.

IIpoekr 1OBECTKM JOHS  3aCE€NaHUsT  TEPPUTOPHAIBHOM  KOMMCCUU
pasmermiaercs Ha  OQUIMAIBLHOM  CalTe  TEPPUTOPHUAIBHOM  KOMHUCCUU

B HHdpopManmoHHO-TENTEKOMMYHHUKAIIMOHHOW ceTH MHTepHET B  CpOKH,



YCTaHOBJIEHHbIE PeriiaMeHTOM TeppUTOpUATIbHON KOMUCCUH, & TAKKE MOXKET OBbITh
pa3ociiaH WieHaM TEpPPUTOPUAIBHON KOMHUCCHM Ha YKa3aHHBIE UMM 3JIEKTPOHHBIE
MIOYTOBBIE a/Ipeca.

8.2. IlogrotoBka JOKYMEHTOB IO BOIPOCaM, BKIIOYEHHBIM B IPOEKT
MOBECTKH JTHS 3aCE€IaHHs TEPPUTOPUATIBHON KOMUCCHUMU.

8.2.1. JlokyMeHTBl 10 BONpOCaM, BKJIIOYEHHBIM B IMPOEKT MOBECTKH IHS
3acellaHusl TEPPUTOPUAIBHONM KOMHUCCHUH, TOTOBATCA pabOYMMM TIpyNIaMu
TEPPUTOPUATHHOM KOMHCCHH, npejceaaTeaeM (cexperapem),
aM00 MO HUX TMOPYYEHHIO HMHBIMH WIEHAMU TEPPUTOPHAIBHOM KOMMCCHUH,
32 KOTOPBIMH 3aKpeIUIEHbl COOTBETCTBYIOIIME HANPABICHUS JEATEIbHOCTH,
C TMpUBIECYEHUEM, B Cllyda€ HEOOXOAMMOCTH, pPAOOTHUKOB  ammapara
TEPPUTOPUATBHON KOMHCCHUU U IPYIMX CHELHMATUCTOB (JOKYMEHTHI IO BOIpOCaM,
BKJIFOYEHHBIM B IPOEKT MOBECTKH JHS 3acellaHds TePPUTOPUATIBLHON KOMHCCHUH,
MOTYT TOTOBUTBCS U COTJIACOBBIBATHCS cpencrBamu 11/1).

8.2.2. [IpeacraBnsieMbie K PacCMOTPEHHUIO JOKYMEHTHI JOJKHBI BKIIIOUAThH
O3arJIaBJICHHbI MPOEKT pELICHUS C MNPUOOIIEHHBIMA K HEMY MOIJUHHUKAMHU
JOKYMEHTOB (B TOM 4YHCJIE€ pacleyaTaHHbIMU KOINUSAMH  JIOKYMEHTOB,
NOCTYNHUBIIKUX/TIOATOTOBICHHBIX B AJIEKTPOHHOM  BHUJE),  MOCITY>KHUBIIHX
OCHOBAHMEM JUIsl PAacCMOTPEHHsS BONpPOCA HAa 3aCENaHUd TEPPUTOPHATBHON
KOMHUCCHH, JIMOO MPOEKT MHUCHbMA, MOMJIEKAIIEro COIJIaCOBAHUIO Ha 3acellaHuu
TEPPUTOPUAIBHOM KOMHUCCHH, TPU HEOOXOIUMOCTH — MOSICHUTENBHYIO 3aMUCKY
110 paccMaTpuBaeMOMY BOIIPOCY.

8.2.3. [IpoeKThl JOKYMEHTOB (BKJItOUasl MPUIIOKEHHUS ), TPEICTABISIEMbIE TSI
pacCMOTpEHMs] Ha 3aceJaHuU TEPPUTOPUATBHOM  KOMMCCHM, BU3UPYIOTCS
UCIIOJIHUTENIEM M WICHOM TEPPUTOPUAIBHONM KOMMCCHHM, OTBETCTBEHHBIM
3a MOATOTOBKY JIOKYMEHTa, KaK Ha OyMa>XHOM HOCHUTENE, TaK U B BJIECKTPOHHOM
Bue cpeacrtBamu I1]1.

[IpoeKkThl JOKYMEHTOB (BKJIOYash NPHIOKEHHS), COAEpKAIIUE BOMPOCHI

dbuHaHcupoBaHus BbIOOpPOB  (pedepeHnymMoB), (UHAHCOBOTO oOecTedYeHUs



TEKyLIeH AESTENbHOCTU TEPPUTOPUATBHOM KOMHMCCHH, B 00sI3aTEIHLHOM MOPSIKE
BU3UPYIOTCS TJIaBHBIM OYXTalTEPOM TEPPUTOPUATHHON KOMHCCHH.

Bu3bl 1OpocTaBisIOTCS B KOHIIE TEKCTa MPOEKTa peleHus Judo
Ha OOOpPOTHOM CTOpOHE TOCIEIHEr0 JIMCTa MPOeKTa JAOKYMEHTa (BKJIHOYas
NPWJIOKEHUs) 0 ycTaHoBIeHHOUW (opme (mprmtoskenne Ne 9). Kaxupiii jmct
MPUWIOKEHUST BUBUPYETCS UCTIONHUTENIeM. Br3a npocTaBisieTcsi B IpaBOM HUKHEM
YTy Ha CBOOOJAHOM I10JI€ CTPAHUIIBI TTOCIE TEKCTa JIM00 Ha 000POTHOM CTOPOHE.

IIpr mOATOTOBKE M COrIACOBAHMM IMPOEKTOB TOKYMEHTOB cpencrBamMu [1/]
JIUCT COTJIACOBAaHUS PAcCleyaThiBa€TCA U MPUOOIAETCA K MOMJTUHHUKY JTOKYMEHTA.
[Ipy HeoOXOAMMOCTH TOJYYEHHS BH3bl JOJDKHOCTHOIO JIMIIA Ha JIUCTE
COIJIacOBaHUS JIOKYMEHTA, MOATOTOBJICHHOTO cpelicTBaMU /1,
OH pacreyvyaThIBAETCs, EPEIACTCS BMECTE C MTPOEKTOM JIOKYMEHTAa HA BU3UPOBAHHE
COOTBETCTBYIOILIEMY JAOJKHOCTHOMY JIUILY.

8.2.4. UcnionauTtenb oOecrieunBaeT KOMIUIEKTHOCTh BCEX JOKYMEHTOB,
0003HaYEHHBIX KaK B MIPOEKTE PEIICHHUS, TaK U B MPUIIOKEHUAX K HEMY.

8.2.5. Ilocne mpocmoTpa, a B HEOOXOIUMBIX CIy4asX — BHECEHHs TOMPABOK,
CEKpeTapb TEPPUTOPUATLHON KOMUCCUU Ha TIOJITOTOBIEHHBIX U O(OPMIICHHBIX IS
pacCMOTpPEHHUsT Ha 3ac€JaHuu MPOEKTax JOKYMEHTOB JIeJIaeT  OTMETKY
«Ha 3acenanue», cTaBUT MOANKCH U AaTy (MpocTaBisieT oTMeTKY «Ha 3acenanue»
cpenctBamu I1J[) u mepenmaer (Hampasiser cpeiactBamu [IJ]) Bech KOMIUIEKT
JOKYMEHTOB 11 TUPAXUPOBaHUA pPaOOTHUKY ammapara, OTBETCTBEHHOMY
3a BEJICHHE JIEJI0NPOU3BO/ICTBA.

8.2.6. JlIokyMeHTBI K 3aceJaHHI0 MOTYT HANpaBJIATHCS MO MPOChOE YICHOB
TEPPUTOPUATIHLHOM KOMUCCHHM Ha yKa3aHHbIE UMM DJICKTPOHHBIC TIOUTOBBIC ajipeca
W/WIU TIepeaBaThCcs UM TIEpe] HavyalioM 3acelaHus, a JUIaM, MPUTIANICHHBIM
Ha 3acelJaHue, MaTepuaibl IO BOMPOCY, HA KOTOPHIA OHM MPUTJIALIEHBI,
nepearoTcs nepe] HaualoM 3aceJaHus.

[Tanku ¢ JOKyMEHTaMHU, MOMJICKAIIUMH PACCMOTPEHUIO B COOTBETCTBUU

C IMPOCKTOM IIOBECTKH IOHA 3aCCAaHUSA TeppHTopHaHbHOﬁ KOMHCCHUH, KOMIIJICKTYCT



U pa3laeT 4WieHaM TEPPUTOPUAIBHOW KOMHUCCUU II€pel] HAaydajioM 3acelaHMs
pabOTHUK anmnapaTta, OTBETCTBEHHBIN 3a BEJCHHUE JEIONPOU3BOCTBA.

8.2.7. Ilepen HauanmoMm 3acenaHusi paOOTHHK amnmapara, OTBETCTBEHHBIM
3a BEJIEHUE JEJIONPOU3BOJACTBA, JIMOO CEKpeTapb TEPPUTOPUAIBHOM KOMMCCHUH,
PETUCTPUPYIOT UJICHOB TEPPUTOPHAIBHONM KOMHCCHH C TIPaBOM PEIIAIOIIEro
rojoca, MpPUCYTCTBYIOIIMX Ha 3acelaHud U TNPUIJIALICHHBIX Ha 3acelaHue JIULL,
CIHMCOK KOTOPBIX MPEICTABIIAETCS MPEACEAATENIO TEPPUTOPUATBHON KOMUCCHU.

8.2.8. Ha 3acemanum TeppUTOPUATBHON KOMHCCUU BEAETCA IPOTOKOI
U MOKET IMPOU3BOJUTHCS ayJuo3amluch (BHIE03anmuch). B ciydae mpowusBojcTBa
ayJo- WU BUJEO3AMICH YICHBl TEPPUTOPUATHHON KOMHUCCHUU U TPUTIIAIICHHBIC
YBEIOMIIAIOTCSL 00 3TOM J10 OOBSBICHUS TOBECTKH JTHS 3aCEIAHUS.

8.3. Brlllyck JOKYMEHTOB, pACCMOTPEHHBIX HA 3aC€laHuU TEPPUTOPUATBHON
KOMUCCHH.

8.3.1. JlokyMeHTbI, pPACCMOTPEHHBbIE Ha 3aceJaHUM TEPPUTOPHAIBHOU
KOMHUCCHH, B Cly4ae, €Clid B XOJ€ 3aceJaHus BHOCWJINCH HU3MEHEHUs, JOJKHBI
OBITH T0pabOTaHBbI, a 3aT€M MOMUCAHBI, 3aPETUCTPUPOBAHBI 1 PA30CIIaHBI.

8.3.2. Cpok 1opabOTKH TOKYMEHTOB HE JIOJDKEH IMPEBBINIATh TPEX paboynx
JTHEH T1ocie JHS 3acedaHus, €ClIM WHOM CpOK He ompefeneH (deaepalbHbIM
3akoHOM wW/miu 3akoHoM CankTt-IlerepOypra, periiaMeHTOM TeppUTOpUaTHLHON
KOMHUCCHH UM HE OTOBOPEH Ha 3ace/laHuu.

8.3.3.Ilpu nmopaboTke JOKyMEHTa HWCIOJHUTEIb BHOCUT B  TEKCT
COIJIacCOBaHHbIE B XOJ€ 3acelJaHuss u3MeHeHus. B ciyuae mpussITHS
TEPPUTOPUATBHON  KOMHCCHEH  pemieHHuss O  HEOOXOAMMOCTH  KOHTPOJIA
32 BBIMIOJHCHWEM pEIICHUSI €ro TEKCT JOMOJHACTCS IYHKTOM, B KOTOPOM
HA3HAYaroTCs JIMIA, OTBETCTBEHHBIE 32 UCIIOJHEHHE.

8.3.4. JlokyMeHT, moAJeXaluii MOANMCAHUIO (BKJIOYAs MPUIIOKEHHUS ),
NOJIFOTOBJICHHBI HAa OyMa)XHOM HOCHUTENIe, BHU3HUPYETCS HCIOJHUTEIIEM,
OTBETCTBEHHBIM 3a €T0 MOATOTOBKY.

JIOKYMEHTBI (BKJIIOYass  MPUIIOKEHUS), COJEeprKallie  BOIMPOCHI

¢uHaHCHpOBaHUS BHIOOPOB, (PMHAHCOBOTO OOECMEUYEHMs TEKYIICH NeATeIbHOCTH



TEPPUTOPUAIPHOM KOMHMCCHH, B 00S3aT€IbHOM TMOPSIIKE BU3HPYIOTCS TJIaBHBIM
OyXrajaTepoM TepPUTOPHATHLHON KOMUCCHH.

JIoKyMeHT,  HOJyIeXallluii ~ MOANHCAaHWI0  (BKJIOYAsl  MPUIIOKEHUS),
corjlacoBaHHbli cpenctBamu [1J[ W mpuHATHIE 0e3 M3MEHEHUM Ha 3aceaHuu
KOMHCCHH, PaCliedaThIBACTCsI HA COOTBETCTBYIONIEM OJIaHKE, K HEMY MTPHOOIIAETCS
JUCT COTJIACOBAHMS, 3aTE€M JOKYMEHT IPEJCTABISACTCS Ha MOAINUCH CEKPETaplo
U MIpeJIceAaTEN0 TEPPUTOPUATLHON KOMUCCHH.

JlopaboTka W cOTJIacOBaHHWE JOKYMEHTOB, PACCMOTPEHHBIX Ha 3aceIaHUuU
KOMMCCHUH, MOXKET OCYIIECTBISAThCA cpencrBamu [1/].

Bu3sbl npocTaBiIsitOTCS aHAIOTUYHO MOPAJIKY, YKa3aHHOMY B ab3alie TpeTheM
nyHkra 8.2.3.

[Ipy mOATOTOBKE M COrIaCOBAHUM MPOEKTOB JTIOKYMEHTOB cpenctBaMu [1/]
JIUCT COTJIACOBaHUS MPUOOIIAETCS K MOJJTMHHUKY IOKYMEHTA.

8.3.5. PaboTHuk ammapaTa, OTBETCTBEHHBIN 3a BEJCHHUE JIETONMPOU3BOJICTBA
CIEAUT 3a KOMIUIEKTHOCTBIO TMpPUJIAraéMbIX K  PpEIICHHI) JIOKYMEHTOB
M pacrojiaraeT X B TOW MOCIEIO0BATEIBbHOCTH, B KOTOPOH OHHM YIMOMHHAIOTCS
B TEKCTE.

8.3.6. Ecnmu Bompochl, coaepxamuyecs B PEIICHUH TEPPUTOPHUATHHON
KOMHCCHUH, KacalTCsl JESITEIBbHOCTH OJHOM WM HECKOJIBKMX CTOPOHHUX
OpraHu3aluid, K JIOKYMEHTY TMpWJaraercss JIUCT COIJIaCOBaHUS, B KOTOPOM
YKa3bIBAIOTCS HAMMEHOBAHUE OpraHu3alluu, TOJLKHOCTh, MHULMANIBI U (pamMuaus
JOJDKHOCTHOTO JIMIA, C KOTOPBIM 3TOT JIOKYMEHT COIJIacOBaH, W CTaBUTCS
€ro coOCTBEHHOpYYHas MOAMHUCH.

CornacoBanue MoOXKeT OG(OPMISATBCS Ha TIOCJIECIHEM JIUCTE PEIICHUS
TEPPUTOPUAIIBHON KOMHUCCHH.

8.3.7. K opopMieHHOMY pEeILIEHUI0 TEPPUTOPUATIEHON KOMHUCCUH PAOOTHUK
ammnapara, OTBETCTBEHHBIM 3a BEJIEHUE JIEJIONPOU3BOJICTBA, TOTOBUT OTYET
O pPacChUIKE MO COOTBETCTBYIOIIMM aJpecaTaM W pPa3MEUICHUM pEUICHUN

TEPPUTOPHAIBHON KOMHCCHUH Ha oduimanbHoM caite (npuiaoxkenue Ne 10).



Cnucok JOJKHOCTHBIX JUI[ (OpraHu3aluii), KOTOPbIM HampaBiseTCs pelIeHUe
TEPPUTOPUATBHON KOMHUCCHH, MOXKET ObITh OATOTOBIIEH cpencTBamu T1/1.

B cnmcok BkitouaroTes Jauila, KOTopble OyayT 3aJ€iCTBOBAHbI B peaanu3aliuu
MPUHATOTO  JOKYMEHTAa WM JIOJDKHBI OBITh POUH(DOPMUPOBAHBI
0 €ro COAEpP’KaHUU U KOTOPBIM 3TOT JOKYMEHT JIOJKEH OBITh pa30CiaH.

Cnucok pacchUIKM JOKYMEHTOB TOJIUCHIBAETCS PaOOTHUKOM ammapara,
OTBETCTBEHHBIM 3a BEJICHHE JEJIONPOU3BOJACTBA M YTBEPKIAAETCA MpeaceaaTeIeM
TEPPUTOPUAITBHON KOMUCCHH.

8.3.8. OpopmieHHBIN KOMIUIEKT JOKYMEHTOB (pelieHre, 00O3HAaYCHHbIC
B €ro TEKCTe MPUIOKEHHUS, CIHCOK pacChUIKM) pabOTHUK anmapara,
OTBETCTBEHHBII 3a BEJIEHUE JEJIIONPOM3BOJACTBA, INE€pelaeT Ha MOAIUCH
IIPEJICEIATENI0 U CEKPETAPI0 TEPPUTOPUAIBHON KOMUCCHH.

8.3.9. Pemenne  moammceIBaeTCA — TpeAcemareieM = M CeKpeTapeM
TEPPUTOPUAIIBHON KOMUCCHH.

Ecnu Ha 3acemannu TEppUTOPUAIBHOW KOMHUCCHHM MPEACENATENbCTBOBAI
3aMECTUTENIb  MpeAcenaresis  TEPPUTOPUAIBHOW  KOMHMCCHM,  CEKpeTapb
TEPPUTOPUAITBHON KOMHUCCHHM WJIM OAWH U3 YJIEHOB TEPPUTOPHAIBHON KOMHUCCHH
C TMpaBOM PEIIAIIIEr0 ToJIoca, a TaKKe €eClId MOJHOMOYHUS CeKpeTaps
TEPPUTOPUATIBHOM KOMHMCCHHM OCYILECTBIISUI OJAMH M3 WICHOB TEPPUTOPHAIBHOU
KOMHCCHH € TIPABOM PELIAIOLIETO T0JI0Ca, TO MOANKMCH B IMPOTOKOJIE, HA PEIICHUH
0(OPMIISIFOTCSI CJIETYIOIINM 00pa3oMm:

«3aMecTuTenb Mpeaceaarens TEePPUTOPUATBHON KOMHCCUU» —B Cllydae
BPEMEHHOT'O OTCYTCTBHUSI MpECEAATEN TEPPUTOPUATBHON KOMUCCHH;

«HcnonHsrommii 003aHHOCTH TIpeACeaTeNs TePPUTOPHUATIBHON KOMHUCCHUNY —
npu Hanmuuuu pemeHus Cankrt-IlerepOyprckoit m30MpaTenbHON  KOMHUCCUU
O BO3JIO)KEHHU Ha OJIHOIO M3 YJIEHOB TEPPUTOPUATIBHONH KOMMCCHH C MPaBOM
pELIAIONIEro TO10ca MTOJHOMOYMI MpeaceaaTelis TEPPUTOPHATBHON KOMHUCCHH;

«IIpencenarensCTBYOIMM Ha 3aCENAHUU TEPPUTOPHUAIBHOU KOMUCCHM —
B Cllydya€ BPEMEHHOTO OTCYTCTBUSI NpPEACEAATENs, 3aMECTUTENS MpeCcenaTess

TEPPUTOPUANBHON KOMHUCCHH, OTCyTcTBUs pemieHus Cankr-IletepOyprekoii



n30MpaTeNbHOM  KOMHUCCHM O  BO3JIOKEHMHM  IOJIHOMOYMM  Tpejacenaress
TEPPUTOPUATIBHON KOMHUCCUHU Ha OJHOTO U3 WIECHOB TEPPUTOPUATBHOM KOMHUCCUU
C MpPaBOM pEUIAIONIETO0 TOJ0CAa W MPU HATUYUUA PEHICHUS TePPUTOPHAIBHOM
n30MpaTeIbHOM KOMUCCHH;

«Hcnonusromuii 0053aHHOCTH CEKpeTapsi TePPUTOPUATHHON KOMHUCCHUN) —
B cllyyae HalW4yusi penieHus TeppuTropralibHOM KOMHCCHH O BO3JI0KEHUHU
MOJIHOMOYMM CEeKpeTapsi TeppPUTOPUATBLHOM KOMHCCHMM Ha OJIHOTO M3 YJIEHOB
TEPPUTOPUATBHON KOMUCCHH C TIPAaBOM PEIIAIOIETO roJioca.

«Cekperapp  3aceflaHUsl  TEPPUTOPUATBLHOM  KOMHCCHUU» —B  Cllydae
BPEMEHHOTO OTCYTCTBHUS CEKpeTaps M30MpaTeTbHOW KOMHCCHUW M TIPH HATHYUHU
pelieHus: TePPUTOPHATEHON KOMUCCHH.

8.3.10. Ilocnie monmucaHus pEHICHUS PETUCTPUPYIOTCS B IKypHaie
perucTpalui penieHui, B KOTOPOM MPEeayCMaTPUBAIOTCS: TMOPSIAKOBBI HOMEp,
JIaTa TPUHATUS PEIICHHs, PETHCTPAIlMOHHBIM HOMEp, COJEp)KaHWE pPEIICHHUs
¥ HOMED JieJIa XpaHEHUSI.

8.3.11. Pemienuss HymMepyroTCsS B XPOHOJOTUYECKOW TMOCIIEN0BATEIHLHOCTU
B npeneax CpoOKa ITOJTHOMOYHI TEPPUTOPHUAITBHOM KOMUCCHH.
Homep pelieHusi TeppUTOpPHAIIbBHON KOMHCCHM COCTOMT M3 HOMEpa IMpPOTOKOJa
3ace/IaHus M MOPSIKOBOrO HOMEpa Bompoca, (Hanpumep: 1-5).

8.3.12. Yka3aHHbIE BBIIIE PEKBU3UTHI BHOCATCS B PETUCTPALMOHHO-YUETHYIO
dbopmy. B ciyuae ucnonszoBanus I/ k PYK nmpukperuisiercs TeKCT TOKyMeHTa
B (hopmate docx (it TabnuIl gomyckarotes daitasl popmara XISX) v 37K TPOHHBIH
obOpa3 gokymeHTa B (hopmare pdf (mpu HEOOXOIUMOCTH), a TAKXKE JIeTIaeTCs CBSI3Ka
C JIOKyMEHTaMH, TOCIYXHBIIMMH OCHOBAaHHUEM JUIsl PACCMOTPEHHs BOIpOCa
Ha 3aCeaHUU TEPPUTOPHATBHON KOMHCCHH.

8.3.13. Pazpemnienue Ha THUPAKUPOBAHUE JOKYMEHTOB B HEOOXOIUMOM
KOJIMYECTBE JaeT TMpejAcelaTeNlb TEPPUTOPUATBbHOW KOMHCCHUU. JIOKYMEHTHI
TUPOXUPYIOTCS  paOOTHUKOM  ammapaTa, OTBETCTBEHHbIM 33  BEJICHUE

ACJIOIIPONU3BOACTBA, Ha Kﬁ)KI[Oﬁ KOIIMMU HOOKYMCHTA IPOCTABJIACTCA IICUYATh,



yIOCTOBEpSIOLIAsl  IMOANKUCU  TpeAcenaTesis  TeppPUTOPUATIbHOW  KOMHCCUU
U CEKpeTapsi TEPPUTOPUATILHON KOMUCCUH (0€3 BOCTIPOU3BEICHUSI TOAMUCEN).

8.3.14. Komusi pemieHusi TEPPUTOPHUAIBHON KOMHCCHHM  HAINpaBJIsIeTCS
3aBUTENI0 B CIlIyyae, €CJIM €ro OOpalleHHEe B TEPPUTOPHAIBHYI0 KOMHCCHIO
NOCTY>KWJIO OCHOBAaHMEM JJIl PAacCMOTPEHHs  BOIpOCAa Ha  3acelaHuu
TEPPUTOPUATBHON KOMHCCHH.

8.4. OdopmiieHne NpoTOKOJIa 3acelaHusl TEPPUTOPHAIBHON KOMHUCCHH.

8.4.1. IlpoTokon 3acenaHusi TEPPUTOPUAIBHON KOMHUCCHUU OQPOPMIISIETCS
Ha OJlaHKe yCTaHOBJIEHHOU (popmbl (puitokeHne Ne 4) B Cpok, HE IPEBBILIAOIINN
Tpex pabouux JHEW mocie JaHS  3acedaHus. lIpoTtokon  3acenaHus
TEPPUTOPUAIBHOM KOMHUCCUM MOXKeT ObITh odopmiieH cpenctBamu 1]
C UCTIOJIb30BAaHUEM COOTBETCTBYIOIIETO 11a0JI0HA OJ1aHKa IOKYMEHTA.

8.4.2. IlpoTokon 3acegaHuss MOXET OQOPMIIATHCA B TOTHOW MU KPATKOM
dbopme.

8.4.3. TekcT mpoTOKONA 3aceqaHus TEPPUTOPHATIBLHON KOMHUCCHUU COCTOUT
13 ABYX 4acTel — BBOJHOW U OCHOBHOM.

8.4.4. B BBOJHOI 4acTH MPOTOKOJA YKA3bIBAIOTCS WHUIMAIBI M (HaMHIIUS
npenaceaarenss  TEPPUTOPUATBHOM  KOMHCCHMU  (IIPelCeAaTelbCTBYIOIIETO),
a TakXKe MPHUCYTCTBYIOIIMX: 3aMECTUTENS Tpeaceaareiss TeppUTOPHAIBHOM
KOMHUCCHH, CEKpeTaps TeppUTOPHAIbHON KOMHUCCHUU M 4YJIEHOB TEPPUTOPHAIIBHOM
KOMUCCHH, JIUII, TPUTJIAIEHHBIX Ha 3acCe/IaHne, B ali(paBUTHOM MOPSIIKE.

Homyckaercss  oopmiieHHe MPUCYTCTBYIOUIUX  OTAEIBHBIM  CIUCKOM
C YyKa3aHWEM WHHIHAIOB, (QamMuiuii W AO0DKHOCTeW. CHHCOK mpuiaraeTcs
K MTPOTOKOJTY 3acelaHusl.

8.4.5.TloBecTka JHS BKJIIOYAeTCd B BBOAHYIO 4YacTb MPOTOKOJIA.
OHa COCTOUT M3 TIEPEUYHUCIICHUSI BOMPOCOB, KOTOPHIE 0OCYKIAIOTCS Ha 3acelaHuH,
U 3aKpeIuisieT MOCJIEA0BATEeIbHOCTh UX 00CYXKIEHHS W (aMUWINKU JOKJIATYMKOB
(BBICTYHNAOILINX ).

Kaxxaplii BOmpoc MOBECTKM AHS 3acedaHusi HyMepyeTcsi apaOckoi 1ugpoi,

ero HamMmeHoBaHue (opmynupyroT ¢ mpemiora «O» wmu «O6». Ilo kaxgomy



MYHKTY YKa3bIBA€TCS TOKJIATUHUK.

8.4.6. OcHOBHAasg 4YacTh MPOTOKOJIA COJIEPKUT CTOJIBKO Pa3zesioB, CKOJBKO
IIYHKTOB BKJIFOYEHO B IIOBECTKY JIHs. B COOTBETCTBHUM C HEN pa3leiabl HyMEPYIOTCS.

Kaxnpii  paszmen  coctout w3 Tpex  uacten:  «CIIYITAJIN»,
«BBICTYIINJ/IN», «PEILINIIN», koTOpbIE EYaTatOTCA OT TPAHULBI JIEBOTO ITOJIS
MPONUCHBIMU OYKBaMHU.

B wactm «CJIYIIAJIM» KpaTko W37ara€rcs TEKCT BBICTYIUIEHUS
noxnamunka. Maunmanel 1 GpaMunus AOKIaguMKa IMeYaTaroTCsl ¢ KPaCHOMW CTPOKHU
B HMMEHUTEIBHOM IaJeXke. 3aluch JOKIaJa H3JIaraeTcs OT TPEThEero Juua
€MHCTBEHHOT'O YHCJIA U OTAEISAETCS OT (PaMUIIMK THUPE.

Ecnm texer noknanga mpuiiaraercs K NpOTOKOIY, TO HCHOJIB3YETCS CChUIKA
«Texcr nokiana mpuiaraeTcs.

B wactm «BBICTYIIMJIM» nepeyucnsrorcs BBICTYNAIOIIAE W aBTOPHI
BONpocoB. MHummanel 1 paMusns BEICTYNAOLIETO M€YaTAIOTCS ¢ KPACHON CTPOKU
B UMEHHUTEIBHOM Tmajexe. KpaTkas 3amuch BBICTYIUIEHHMS 110 CYIIECTBY
paccMaTpUBaEMOTro Bompoca (MO PElICHUI0 MPeCeaaTebCTBYIOIIET0) U31araeTcs
OT TPETHETO JIMIA €IUHCTBEHHOI'O YUCIIA.

Ecnu TekcT BBICTYIUIEHHS] NPUIIAraeTcsa K IMPOTOKOIY, TO HMCHOJIB3YETCS
cchuIKa «TeKCT BBICTYIICHHS IPUIIATAETCS).

B wactun «PELIMNJIN» oTpakaeTcst MPUHATOE PEIICHHE MO 00CYX)IaeMOMY
BOIIPOCY U PE3YJIbTATHI TOJIOCOBAHUSI.

B npotokone 3acemaHus oTpa)kaeTcsi HAIUYUE OCOOOTO MHEHHS y WieHa
TEPPUTOPUAIBHOM KOMHCCHHM, OGOPMIIEHHOE B MNHUCBMEHHOW (opme ocoboe
MHEHHME TTOMENIAETCS MOCIIE PEMIEHUS, B CBSA3U C KOTOPBIM 3TO MHEHHE U3JI0KEHO.

8.4.7. IIpotokon 3acelaHus MOAITHUCHIBACTCS npeacenaTeneM
WM TPEACENATENbCTBOBABIIMM HA 3aCEJaHUU U CEKPETApEM TEPPUTOPHUAIBHON
KOMHUCCHH (MM  WIEHOM  TEPPUTOPUAIBHOW  KOMMCCHM,  HCIOJHSABIIUM
00513aHHOCTH CEeKpeTapsi TEPPUTOPUATHLHON KOMUCCHH).

8.4.8. [locne noanucanus MPOTOKOJIBI PETUCTPUPYIOTCS C UCIIOJIb30BAHUEM

perucTpauoHHo-yueTHo  ¢opmbl.  [IpoTokonbl  3acenaHuit  HyMepyroTcs



B XPOHOJIOTUYECKOW IOCIEAOBATEIBHOCTH B IMpeAenax CpoKa MOJHOMOYUN
TEPPUTOPUAIIBHON KOMUCCHH.

8.4.9. [IpoTokomabl 3acenaHuii TEPPUTOPUATHFHON KOMUCCHUHU, TIPUOOIIICHHBIE
K HUM pEUIEHUs BMECT€ C MaTepuajaMiy, MOCIYKUBIIMMH OCHOBaHUEM
JUISL UX TPUHSTUS, OCOOBIMA MHEHHUSIMU YJICHOB TEPPUTOPUATILHOW KOMHCCUU
XpaHsATcs y mpejacenarens (cekperapsi wid pabOTHUKA ammapara, OTBETCTBEHHOTO
3a BEJCHHE JICNOMPOM3BOJICTBA) TEPPUTOPUAIBHOM KOMHCCHM, a 3aTeM,
oopMJICHHBIE B COOTBETCTBHHM C TpeOoBaHWsAMU WHCTpyKIMH, TepeaaroTcs
B ApXUB.

9. OdopmileHue NPUKA30B NpeaceIaATe s
TEPPUTOPUAITBHOM KOMUCCHH

9.1. Tlpuka3z mnpencenatenss TEPPUTOPUATHLHOM KOMHCCHH 10 OCHOBHOM
JesATeNbHOCTH (fajiee — npuka3) oopmiigeTcsl Ha OJIaHKE YCTaHOBJIEHHOU (hOPMBI
(mputoxerue Ne 4).

9.1.1 IlpoekTsl TPUKA30B TOTOBATCSA II0 TOPYYCHHUIO IIpeAcedaaTess
TEPPUTOPUATBHON KOMUCCHH.

[Iprka3pl MOTYT TOTOBUTBCS M COTJIACOBBIBATBHCA Takxke cpeacrtsamu I1/].
[Ipn moaroroBke mnpuka3zoB cpeactsamu [IJ] ucronbp3yercss COOTBETCTBYHOLIMMI
m1abJioH OJ1aHKa IOKYMEHTA.

9.1.2. Tekct mTpHKaza COCTOMUT, KakK MPaBUIO, U3 KOHCTATUPYIOIIEH
Y PacClopsIANTENBHOM YaCTEN U JOJDKEH UMETh 3ar0J0BOK.

9.1.3.B KOHCTaTupymoNIeW 4YacTH W3JAraroTCs eI W 3aJa4u
MPEANUCHIBAEMBIX JICUCTBUUA. ECIM OCHOBAHMEM K M3IJAHUIO IIPUKA3a SIBIISIETCS
HOPDMATUBHBIM  IPAaBOBOW  aKT  WIM  PACHOPSAAUTENIBHBIA  JIOKYMEHT,
TO B KOHCTAaTUPYIOLIEWM 4YacTH YKa3bIBAKOTCA €ro Ha3BaHWE, Jara, HOMED,
3aroJ0BOK.

9.14.B  pacnopsauTeNbHONM  YacTH  COJEpXKaTcsl  TEpEeurcIeHUe
MPEANKUCHIBAEMBIX JEUCTBUM, CpPOKM H ucnonHuTenu. IIyHKTBI mnpukasza
HYMEPYIOTCS apaOCKUMH LIUPPAMU C TOUKON U HE UMEIOT 3ar0JIOBKOB.

9.1.5. Ecnu mpuka3 u3MeHseT, OTMEHSET WM JIOTIONHSAET paHee W3IaHHBIN



MPUKa3 WK €ro OTAENbHbIE TYHKTHI, TO 3TO OTOBAPUBAETCS B TEKCTE MpPUKa3a.

9.16.B MOCJICTHEM MYHKTE pacropsauTeIbHON 4acTH,
Ipy HEOOXOJUMOCTH, YKa3bIBAETCS JOJDKHOCTHOE JIMIO, HA KOTOPOE BO3JIAraeTcs
KOHTPOJIb 332 UCTIOJTHEHUEM TIPHUKa3a.

9.1.7. llpu HaJINYUU IIPUIIOKEHUN K puKazy B TEKCTE
Ha HUX 00513aTeNIbHO JIeNIaeTCs CChUIKA.

9.1.8. [IpoekT mpuKaza ¢ TOPWIOKEHHS K  HEMY  BH3UPYIOTCS
HEIMOCPEICTBEHHBIM UCIIOJIHUTEIIEM.

Eciu B mnpukaze conepkarcs BOIPOCH (UHAHCUPOBAHUS BbIOOPOB,
oOecrieyeHusi JAEATEeIbHOCTH TEPPUTOPUATBHOM KOMHUCCHHU, TO OH BHU3HPYETCSH
y TJIaBHOTO OyXranTepa.

IIpukasel, noarortosiieHHbIE cpeactBamu [1/], BU3HMpYIOTCS aHAJIOTMYHO
IpHKa3am, MOArOTOBICHHBIM Ha OyMaKHOM HOCHUTEJIE.

Busel mpocTaBnsioTcsi Ha OOOpPOTHOM CTOPOHE TIOCIEAHEro JIMCTa
JOKyMeHTa (MpuKa3a, NPWIOKEHHs K HEMYy) [0 YCTaHOBIEHHON Qopme
(mpunoxenne Ne 9).

[Ipyr moATOTOBKE U COTIACOBAHUM MPOEKTOB NpUKa30B cpeacTteamu [1]1 muct
COrJIacOBaHMUSl pacleyaThIBae€TCs Ha OOOPOTHOW CTOPOHE TMOCIEAHEro JIMCTa
JOKyMeHTa (mpukaza, mpuioxkeHuss K Hemy). [Ipm HeoOXoaMMOCTH MOMy4YEHUS
BH3bl JIOJDKHOCTHOTO JIMIA HA JIMCTE COIVIACOBAaHMS NPHKAa3a, MOATOTOBIEHHOTO
cpenctBamu 1/, nokyMeHT nepenaerca Ha OyMa)KHOM HOCUTEJE Ha BU3UPOBAHHE
COOTBETCTBYIOILIEMY JAOKHOCTHOMY JIMLLY.

9.1.9. Ilocne moxanucaHusi MPUKa3bl PETUCTPUPYIOTCS C HUCIOJIb30BAaHUEM
PEruCTPallMOHHO-YYETHOU (QOopMbI U (QOPMHUPYIOTCS B Jela B COOTBETCTBHUU
C HOMEHKJATypOl €l TEppUTOPUATIBHOM KOMHUCCUM BMECTE€ C JOKYMEHTaMH,
MOCITY>KUBIIUMHU OCHOBAHHMEM JIJISl M3/IaHUA MTPUKA3a.

B cnyuae ucnone3oBanus s perucrpanuu [1J1 k PYK npucoenunstorcs
TekcT mpukaza B (opmare docx wmm xIsx (mist TaGmui gomyckaroTcst (hanibl

dopmara  XISX),  oJekTpoHHBI  00pa3 npumkaza B ¢opmare  pdf



(mpy HEOOXOJUMOCTH) M JENAOTCS CChUIKM Ha JIOKYMEHTBI, MOCIYKUBIIHE
OCHOBAHMEM JIJIsl U3JIaHUs [IPUKa3a.

9.1.10. [IpukazaM NMPUCBAMBAIOTCA PErHCTPAIIOHHBIE HOMEpa B Mpejaenax
KaJICHJApHOTO TojAa, MpU OSTOM K TMOPSAKOBOMY HOMEpy uepe3 jaeduc
POCTaBIsIETCS OYKBEHHBIN HHACKC «O/I».

9.2. OdopmiieHne mpuKa3zoB MpeacenaTesis U30UpaTeNbHOW KOMUCCUU
10 KaJPOBBIM BOIIPOCAM.

9.2.1. Tlpukassl mpencenaTenss TEPPUTOPUAIBHON KOMHUCCHH IO KaJpOBBIM
BOIpOCaM U3JAI0TCS o KOHKPETHBIM BOMpOCaM, CBSI3aHHBIM
C  JEATENbHOCTHIO  YJICHOB  TEPPUTOPUATBHOW  KOMHCCHUH,  IPUEMOM
Ha TOCYAapCTBEHHYIO TpaxmaHckylo ciuyx0y Cankt-Ilerepbypra B ammapar
TEPPUTOPUAIBHON  KOMHUCCHHM,  MPOXOXKJIEHUEM  TPaXJaHCKOM  CIyXKObl
¥ YBOJIbHEHHEM C TPAKIaHCKOH CITy>KOBI B armapaTe TeppUTOpUaIbHON KOMUCCHH.

9.2.2. Tlpukassl npenacenarenss TEPPUTOPUAIBHON KOMHUCCHM IO KaJpOBBIM
BOMpocaM o(OpMIISIOTCS aHAJIOTUYHO IPpUKa3aM MpeJcenaTesst TeppUTopruaibHON
KOMHUCCHMM  TIO  OCHOBHOW  jgearenbHocTh.  [Ipmkazam  mpucBamBaroTcs
pEerucTpallMoOHHbIE HOMEpa B TpeJenax KajJeHAapHOro rojaa, MpH 3TOM
K MOPSIAKOBOMY HOMEPY 4epe3 AePUC NpOoCTaBIseTCss OYKBEHHBIH HHACKC «K».

9.3. Konuu nprka3oB 3aBepsIOTCS MEYaThi0 TEPPUTOPHATEHON KOMUCCHH.

9.4. Tlpuka3zel BMeCTe ¢ TPUOOIIEHHBIMH K HHUM JIOKYMEHTaMH,
MOCTY>KUBIIUMHU OCHOBAaHHWEM JJIsl WX W3JaHus (B TOM YHMCJE pacleyaTaHHBIMHU
KONUSIMU JTOKYMEHTOB, MOCTYHHUBIIMX/TIOATOTOBICHHBIX B A3JIEKTPOHHOM BHJE),
dbopMupyIOTCA B JieTia COTIIAaCHO HOMEHKIIATYpe JIel TEPPUTOPHATBHON KOMHUCCHH,
XpaHATCA y Tpenceaarens Wik padOTHHUKA armapaTa, OTBETCTBEHHOTO 32 BEIACHHE
JIEIONPOU3BOJCTBA B TEPPUTOPHAIBHOM KOMHUCCHHM, a 3aTeM, O(OpMIICHHBIE

B COOTBETCTBUU C TpeOOBaHUAMU MHCTPYKIIMHU, IEPENAIOTCS B apXUB.

10. KoHTpOJIb MCTIOJIHEHHUS IOKYMEHTOB M NOPYY€eHUi

10.1. KoHTpoJIt0 UCTIOJIHEHUS TTO/1JIEKAT:



NOPYYEHHUSI, COJEpXKAIIUECSs B IOCTAHOBJICHUSAX W APYIHMX JIOKYMEHTax
MUK Poccuu, Cankt-IlerepOyprckoil m3OupaTenbHOM KOMHUCCHUHU, B PEIICHUSX
TEPPUTOPUAIIBHON KOMUCCHH;

NOPYYEHHUs, COJEpkKAIIMECSs B MpPHUKa3ax MpPEIcenaresis TEPPUTOPUATIbHON
KOMMCCHU;

NUCBbMEHHBIE TOpYYEHUs mpencenarTens (3aMecTuTens MpeaceaaTes,
CeKpeTapsi) TEPPUTOPHUATBHON KOMUCCHH;

BXOJSIIIAE JOKYMEHTBI, B TOM YHUCJIE€ MHUCbMEHHbIE OOpalIeHUs] TPa)aaH,
yKasaHHbIE B [lepeyne nmoexamux KOHTPOI0 JOKYMEHTOB € YKa3aHUEM CPOKOB
ucnojaHeHus (mpuioxenue Ne 11), B COOTBETCTBUU € YKa3aHUSMU 110 UCTIOJIHEHUIO
JOKYMEHTA MPECEeNaTelsi TEPPUTOPUATBHON KOMHUCCHH;

UCXOJSIIINE JOKYMEHTBI, TPEOYIOIUE OTBETA;

MOPYYEHHUs], COJEPKAIMECS B MPOTOKOJAX 3aCeAaHUld TEPPUTOPHUATBLHOU
KOMUCCUU;

IIJIAHBI MEPOTIPUATHMN.

10.2. KoHTponb MCHOTHEHHs JHOKYMEHTOB, yKa3aHHbIX B mojapaszzaene 10.1
WHCcTpyKUuMK (32 MCKIIOYEHHEM HUCXOASIIUX JOKYMEHTOB), IO CYIIECTBY
3aTPOHYTBIX B HHUX BOINPOCOB OCYILECTBIAECT TMpejacenareiab (CeKpeTaps)
TEPPUTOPUATIBHON KOMUCCHH.

10.3. KoHTpOsb HMCTHOTHEHUS MCXOASIIMX JOKYMEHTOB, B TOM YHCJE
3a CBOEBPEMEHHOCTHIO IIOJYYEHHUS OTBETOB Ha 3aIllpoChl TEPPUTOPHUAIBHOU
KOMHUCCHH, OCYLIECTBJIACT PaOOTHHK ammapaTa, OTBETCTBEHHBIH 3a IMOATOTOBKY
JAHHBIX JTOKYMEHTOB.

10.4. Cpoki UCHOJIHEHUS TOPYYEHUH, COJEPKAIIUMXCS B  PELICHUSAX
TEPPUTOPUAIBHOM  KOMHUCCHM, IIpUKa3ax MpEeAceNaresisi TEePPUTOPUATIbHOM
KOMHUCCHUH, TUCbMEHHBIX MOPYYEHUHN TpencenaTens (3aMecTUTENs MpefceaaTens,
ceKpeTapsi) TEpPUTOPUATBHON KOMHCCHH ONPEAEIISIFOTCS ITUMHU TOKYMEHTAMH.

10.5. JIokyMeHT TMOAJICKHUT HCIOJHEHHUIO HE TMO3JHEe, YeM dYepes
30 xaJleHJapHbIX THEW CO JHA €ro MOCTYIUIEHUS, 32 HCKJIIOYEHHUEM CIIy4dacs,

IPELyCMOTPEHHBIX MyHKTOM 10.6 HacTosero pasaena.



Ecnu mocneanuii eHb MCMIONHEHMS TOKYMEHTa MPUXOAUTCS Ha Hepabouuid
JI€Hb, TO OH MOJIJICKUT UCTIOTHEHUIO B MPEAIIECTBYIOMINM eMy pabouuil 1eHb.

JlokyMeHTsl ¢ momeTrkamu «Becbma cpouno», «CpouyHO» HUCHOIHSIOTCA
B TPEXJIHEBHBIN CPOK, TOKYMEHTHI C TOMETKON «OnepaTuBHO» — B IECSATHIHEBHBIN
CPOK.

CpoK HCTIOJTHEHUS! UCUYUCISETCS B KaJeHAApHbIX AHIX. s mopydeHui —
OT JAaThl MOJNUCAHUS TOPYYEHHMsS, JUISI BXOMSIIUX JIOKYMEHTOB, B TOM YHCJE
oOpallleHu, — OT AaThl PErUCTPAIH TOKYMEHTA.

Eciu mocnennHuil eHb UCHOJHEHUS JAOKYMEHTA, COJEPIKAIIEro IMOMETKY
O CPOYHOCTH HWCIOJHEHUS, MPUXOAUTCA Ha HEpaOOuWid N1€Hb, TO OH TMOIJICHKHUT
VCITOJIHEHHIO B CJIEIYIOLIUHI 32 HUM pabO4Ymil I€Hb.

10.6. Cpokr  UCHOJIHEHHUS ~ BXOJAIIMX  JOKYMEHTOB W oOpalieHui
YCTaHABIMBAIOTCS  HMCXOAS M3  CPOKOB, [MpEMJIaraéMbIX  OpraHU3aLMEH,
HaIpaBUBILEH JOKYMEHT, UJIM CPOKOB, YKa3aHHBIX B MpuiioxeHun Ne 11.

OOpamienuss 0  HapylIeHMH  3aKOHA, [OCTYNUBLIME B  NEPUOA
COOTBETCTBYIOILIEH  M30MpaTeNbHOW  KaMIIaHWM, KaMIIaHUM  pedepeHayma,
UCIOJIHSIOTCS B CPOKHM, YCTaHOBJIEHHBbIE 3aKOHOJATEIBCTBOM O BbIOOpax
u pedepeHyme.

10.7. OTBETCTBEHHOCTh 332 CBOCBPEMEHHOE€ M  IIOJIHOE  BHECCHUE
B PETUCTPAllMOHHO-yYeTHYI0 (OpMy CPOKOB  HCIIOJIHEHUS JOKYMEHTOB
U uHQOpPMAIMK O COCTOSHUM WCIOJHEHHS] JOKYMEHTOB, KOHTPOJb CPOKOB
UCIIOJTHEHUS IOKYMEHTOB BO3J1araloTcsi Ha CEeKperapsl Wi paOOTHHKA almapara,
OTBETCTBEHHOTO 3a BEJICHUE JEIOMPOU3BOACTBRA.

10.8.B IJIaHax MEPONPUATHUH, YTBEPAKIECHHBIX peLIEHUMU
TEPPUTOPUANBHON KOMMCCUHM, TpPUKa3aMH TMpelceAaresss TEeppPUTOPUAIBLHON
KOMUCCHH, KOHTPOJIIO MOJIekKAT CPOKHU MCIIOTHEHUS OT/ICIBHBIX €TO MMyHKTOB.

10.9. TIpn HEOOXOAUMOCTH TMPOIJICHUS CPOKAa MCHOJHEHUS JOKyMEHTa
OTBETCTBEHHBIN 32 UCIOJHEHUE HE MO3HEE YEM 3a TPU JHS A0 UCTEYEHUS CPOKa
UCIIOJIHEHUS IOKYMEHTa MPEACTaBISET Ha UMS Mpejacenaresss TeppUTOopUuaibHON

KOMHUCCHH CITy>K€OHYIO 3alMCKy ¢ MOTUBHUPOBAHHOM MPOCHhOOil 0 €ro MpoJJIeHUH,



KOTOpasi MOXeT ObITh MOATOTOBJIEHA U corjacoBaHa cpeactamu 111

10.10. ZlokyMeHT cuuTaeTcs UCHOJHEHHBIM U CHUMAETCS C KOHTPOJIS MOCIIe
pEelIeHUs] BCEX IOCTaBJIEHHBIX B HEM BOIPOCOB, COOOIIEHUSA PpPE3yJbTaTOB
PaccMOTPEHHMSI BCEM 3aMHTEPECOBAHHBIM JIULIAM.

10.11. OcHoBaHUSMHU ISl CHATUS JOKYMEHTA C KOHTPOJIS SIBISIOTCS:

ciy>keOHasl 3alucKa O CHATHM JOKYMEHTa (WM OTAEIbHBIX €r0 IyHKTOB)
C KOHTpPOJsi WIM 00 WCIOJIHEHWH JOKYMEHTAa Ha WMs Ipeicenaress
TEPPUTOPUAIIBHOM KOMHUCCUM, IOATOTOBICHHAS OTBETCTBEHHBIM 32 UCIOJIHEHHE
c ormerkoit («Cormacen», «Paccmorpen», «llpunaro») mnpencenarens
TEPPUTOPUAIBHOM KOMHUCCUU O MPUHATHUH HUCIHOJIHEHUS, KOTOpask MOXET ObITh
IIOATOTOBJIEHA U coryiacoBana cpeactsamu 11/1;

peuieHue  TEPPUTOPUAIBHOM  KOMHCCHM,  NPHKa3  IIpeacenaress
TEPPUTOPUATBHONM KOMUCCHH T10 PE3yJIbTaTaM UCIIOIHEHUS TOKYMEHTA;

OTBET Ha BXOJSAUIUHN TOKYMEHT;

OTBETHl OT OpraHM3alMii, B KOTOpbIe JOKYMEHT ObUl HampaBjeH
JUISL PacCMOTPEHUsI MO CYIIECTBY IOCTaBJIECHHBIX B HEM BOIPOCOB U OTBETa
3asIBUTEIO;

HarpaBjeHue oOpallleHHus] B JApyrue OpraHu3aluu s PacCMOTPEHUs
M0 CYILIECTBY NMOCTaBJICHHBIX B HEM BOMPOCOB U MOCIIEIYIOUIEr0 HH(POPMUPOBAHUS
aBTOPA O pe3yJIbTaTax pacCMOTPEHUS.

10.12. JlokyMeHT He CYMTAETCS MCTIOTHEHHBIM U OCTAETCSl Ha KOHTPOJIE:

€CIi OH HampapiseTcss B JpyrHe OpraHbl WM  OpraHHU3aliH
Ul PacCMOTPEHUS C€ LEIbK IIOJNYyYEHUs TEPPUTOPUAIBHONM KOMHUCCHUEN
uH(popManuu, HEOOXOIMMON Jii PACCMOTPEHHUsS IO CYIIECTBY MOCTaBICHHBIX
B JIOKYMEHTE BOIIPOCOB. B ciyyae HEOOXOAMMOCTH TeppUTOpUATIbHAST KOMHCCHUS
uH(popMupyeT 00 3TOM aBTOpa JOKYMEHTA;

€CIi OH HampapisieTcss B JpyrHe OpraHbl WIA  OpraHu3aluu
JUISL PacCCMOTPEHUSI IO CYIIECTBY IIOCTABJIEHHBIX B HEM BOIPOCOB M OTBETA
3aBUTENIO0 C MOCIEAYIOIUM HH(GOPMUPOBAHUEM TEPPUTOPUAIBHON KOMHCCHUU

O pe3yJibTaTaxX UCIOJHEHHUS.



11. U3roroBJieHHE U UCIOJIb30BAHUE MEYATEH U IITAMIIOB

11.1. Inss ymoCTOBEpEeHUS] MOMJIUHHOCTH JIOKYMEHTOB WJIM COOTBETCTBHS
KON JOKYMEHTOB TMOJJIMHHUKAM, IIPOCTABJIEHUS OTMETOK O TMOJy4YECHUH,
pEerucTpaluy JTOKYMEHTOB B TEPPUTOPHAIIBHONM KOMHCCHUHU HCIOJIB3YIOTCS IeYaTu
¢ u3zoOpaxkenueMm [ocymapcrBenHoro repda Poccuiickoit denepanuum (manee —
repOOBBIC M€YaTH) U IPYTUE MEYATH U IITAMIIBI.

11.2. VsroToBiIcHHE TeYaTeld W IITAMIIOB OCYIIECTBISIETCS IO YKA3aHHIO
npejaceaarens TEPpUTOPUATbHON KOMUCCUU JIMOO B COOTBETCTBUM C PEIICHUEM
BBIIIECTOALLEH N30UPATENbHOU KOMHCCHH.

[tamnbl ¢ (GpakCUMHIBHBIM BOCIPOU3BEICHUEM TOJIUCH TpeCceaaTes,
3aMECTUTENII  MpeAcenarels,  CeKperapss  TEppUTOPUAIBHOM  KOMHUCCUH
U3FOTOBIIAIOTCA 1O WX TIOPYYEHHIO M  MOLYT OBITh  HCIIOJIb30BAHBI
JUISL TIPOCTaBJICHUS Ha JyOJMKaTaX W KOMUSAX TMOJIUCAHHBIX B YCTAHOBJIICHHOM
NOPSJIKE IOKYMEHTOB.

11.3. TepOoBast medaTp TEPPUTOPUATHHOH KOMHUCCHH TPOCTABIIAETCS
Ha  (UHAHCOBBIX  JIOKYMEHTaX, TapaHTUWHBIX  MHCbMaX,  JOTOBOPAX,
rOCYAapCTBEHHBIX KOHTPAKTaX JIOBEPEHHOCTSX, U B APYIHMX MNPEAYCMOTPEHHBIX
3aKOHOJATEIBCTBOM CIIyYasiX.

11.4. Ha pacchuiaeMbIX KOIUSX PEHICHUN TEePPUTOPHAIBHOU KOMUCCHH,
MPUKA30B MpeaceaaTess TepPUTOPUAIbHON KOMUCCUH, Ha TTAKETax MpH OTIIPaBKe
JIOKyMEHTOB, TIpH O(POPMJICHUU JOKYMEHTOB Ha MPUEM TOBAPHO-MATEPHABHBIX
LEHHOCTE TmpocTaBiseTrcss TrepOoBas WM HHAs Te4aThb TEPPUTOPHUATBHOU
KOMUCCHHU.

11.5. Tleyatn ¥ TaMIBl HOJJIEXKAT YYETy B OTAEIBHOM >XypHajle ydeTa
neyarei U IITAMIIOB pabOTHUKOM anmnapara, OTBETCTBEHHBIM
3a JeN0Npou3BOACTBO. I[leyatn W mTaMibl BBIIAIOTCSA MOJI MOJNKHCH B >KypHale
yuera mneuyated u mramnoB. Ha »xypHaie mnpocraBisercss otmeTka «JCIDy»,
€ro JIMCThl HyMEPYIOTCS, IMTPOIIMBAIOTCS U OTIEYATHIBAIOTCS.

11.6. [leyaTn ¥ MITaMIbl JOJDKHBI XPAHUTHCS B HAIEKHO 3aKPHIBAEMBIX

U OlleYaThIBa€MbIX B Hepabouee BpeMs cer(pax nim MeTalTnyecKux mkadax.



11.7. KoHTpoap 3a NMpaBUIIBHOCTBIO XPAHEHMsI UM MCIIOJIb30BaHMs Iedaren
U IITaMIIOB OCYHIIECTBIIIET PaOOTHHMK amnmapara TEPPUTOPHAIBHOM KOMMCCHUH,
OTBETCTBEHHBIN 3a JEIOIPONU3BOJCTBO.

CBepka HanMuusl medaTedl M IITAMIIOB OCYIIECTBIISIETCS IPEICEeAaTeIeM
TEPPUTOPUAIIBHOM KOMUCCHH OJMH pPa3 B FOJ.

11.8. Ilpumene B HEroJHOCTh I€YaTH MW INTAMIIbl YHUYTOXKAIOTCS,
O YeM COCTaBIIIETCS aKT, a B JKypHaje ydeTa IeyaTell M IUTaMIIOB CTaBUTCS
COOTBETCTBYIOIAsl OTMETKA.

YHUYTOKEHNE TPOU3BOAUTCS IIOCIE YTBEPXKACHUS aKTa IpeiceaaTeiieM
TEPPUTOPUAIBHOM KOMHUCCHH. MeTalsInyeckue IeYaTd YHUYTOXKAIOTCS IyTeM
MOJIHOTO CIUJIMBAaHUSA TEKCTA WIM ONUJIMBAHUA JIByMs MEPEKPECTHBIMU JIUHUSIMHU,
Kay4yKOBBI€ [1I€YaTH U IITAMIIBI PA3PE3AI0TCS HA MEJIKME YaCTH WU CKUTAROTCS.

11.9. O6 yrepe meyaTH WM INTaMIa HE3AMEMJIUTEIIBHO CTaBHUTCA
B U3BECTHOCTB IIPEACENATEND TEPPUTOPUATBHON KOMUCCHUH.

12. ®opmupoBanue e U nepeaaya ux B apxuB

12.1. CocraBnenue u yTBep>KJIeHUE HOMEHKIIATYPHI JIeTI.

Homenknatypa nen npenHasHaueHa s (OPMUPOBAHMS HMCIOJHEHHBIX
JOKYMEHTOB B Jena (3JEKTPOHHBIE JE€Nla), CUCTEMaTh3aluyd W ydera Jell,
OIPEJENICHNUS] CPOKOB MX XPAHEHUS W SIBJIIETCS OCHOBOM IS COCTABIICHUS OMCEN
JieJl TOCTOSHHOTO U JOJITOBpEeMEHHBIX (CBhIe 10 J€T) CpOKOB XpaHEHUS,
B TOM 4YHUCJIE IO JIMYHOMY COCTaBy, AKTOB O BBIAEICHUM K YHUYTOKEHHUIO
JOKYMEHTOB C MCTEKIIMMH CpPOKaMU XpaHEHUs, a Takxke Juis ydera Jdell
B JICJIONIPOU3BOICTBE.

B HOMeHKnaTypy A€l MOrYT BKJIFOUATbCsS 3aroJIOBKH JEJN, OTPAKAIOIIME
JEATEIbHOCTh TEPPUTOPUATIBHOM KOMHUCCHMM, B TOM 4YHUCJE JIMYHBIE JIela,
CHPAaBOYHBIE U YUETHbIE KAPTOTEKH U JIPYTHe yUeTHbIE (POPMBI.

He Bxiroyarorcs B HOMEHKJIATYpy J1€71 NEPUOJUYECKUE W3aHMSI, KHUTH,

OpOIITIOPHI.



3arojoBoK Jiefia JOJDKEH YeTKO W B 0000mIeHHOW ¢dopme oTpaxaThb
OCHOBHOE€ COJIEp’KaHHe U COCTaB JOKyMeHTOB. He momyckaercsi ynotpebiieHue
HEKOPPEKTHBIX (POPMYITHUPOBOK, BBOJHBIX CJIOB U CIOKHBIX 00OPOTOB.

IIpu cocTaBieHUM HOMEHKIATYpbl JAEN CIEAYET PYKOBOACTBOBATHCS
pEeriIaMEHTOM TEPPUTOPUAITIBHOU KOMMCCHH, [Iepeunem TUIIOBBIX
YOPaBIEHYECKUX apXUBHBIX JIOKYMEHTOB, OOpa3yloluxcsi B  Ipoliecce
JNEATENBHOCTA TOCYJAapCTBEHHBIX OPraHOB, OPTAaHOB MECTHOTO CaMOYIIPABJICHUS
M OpraHu3alui, C YKa3aHUEM CpPOKOB XPAaHECHUs, YTBEPKICHHBIM IPUKA30M
denepanbHOro apxuBHoro areHrctBa oT 20 ngexabps 2019 roma Ne 236
(manee — Ilepeuenn), [IpaBunamu opraHu3alnu XpaHEHUs, KOMIUIEKTOBAHUS,
ydyeTa U HCHOJIb30BaHUS JOKYMEHTOB ApxuBHOoro @Qonma Poccuiickoii
denepauuy M APYTUX ApPXUBHBIX JOKYMEHTOB B TOCYJAapCTBEHHBIX OpraHax,
OopraHax MECTHOTO CaMOYMPAaBJICHUSI U OPTraHU3ALMAX, YTBEPKIACHHBIX MPUKA30M
denepanbHOro apxuBHOro areHTcTBa oT 31 urona 2023 roma Ne 77, nopsiakaMu
XpaHEHHs] W Tepellaud B apXHWBbl JOKYMEHTOB, CBSI3aHHBIX C IOJTOTOBKOM
u IIPOBEACHUEM BBIOOPOB, YTBEPKIACHHBIMU UK Poccun
u Cankr-IlerepOyprckoit M30UpaTEIbHOM KOMHUCCHM, HOMEHKJIATYpaMH Jel
TEPPUTOPUATIBHON KOMUCCUH 32 IPEAIECTBYIOIINAE TOIBI.

[Ipy MOAroTOBKE HOMEHKJIATYphl Jed HEOOXOJMMO YYUTHIBATH XapakTep
BBIOOPOB, MPOBOJAMMBIX B TIPEICTOSIIEM TOY.

Homenknatypa pen TeppUTOPHUAIbHOM KOMHUCCUM Ha MPEACTOSIIUN
KaJICHTAPHBIA TOJl COCTaBIsIeTCS PAOOTHUKOM ammapara, OTBETCTBEHHBIM
3a BEJCHHE JICJIONPOU3BOJICTBA, B IIOCIEIHEM KBapTaje TEKYIIEero roja,
COTJIACOBBIBAETCA C CEKPETapeM TEPPUTOPUATBLHOM KOMHMCCHUH, PACCMATPUBAECTCS
Ha  3acelaHuu  OKCHEPTHOM  KOMHUCCHU  TEPPUTOPUAIILHOW  KOMHCCHH,
coriacoBbiBaeTcsi ¢ cekperapem  Cankrt-lletepOyprckoid  u30uparenbHON
KOMHCCUHU, YTBEp)KJAaeTCcsl MpeaceNaresieM  TEepPUTOPUATIbHOM  KOMUCCUU
Y BBOJIUTCS B JICKCTBHE ¢ | sTHBaps ciieayroliero roja (nmpuioxenue Ne 12).

Homenkiatypa nen He pexe OOHOro pa3a B MATh JIET YTBEPKIAAETCS

AKCIIEPTHO-IPOBEPOYHOU METOIMYECKOU KOMUCCHUEHN (manee — IIIMK)



Cankr-IletepOyprckoro roCyJ1lapCTBEHHOTO Ka3eHHOTO YUPEKICHUS
«lentpanpubiii  rocynapctBennbii  apxuB  Cankrt-lletepOypra»  (nmanee —
LI"'A CIIO).

B ciydae BOZHMKHOBEHMSI B T€UEHHUE roJia HOBBIX JEJ OHHM JOTOJHHUTEIBHO
BHOCATCA B YTBEPKICHHYIO HOMEHKJIATYPy JI€]l B YCTAHOBIICHHOM BBIIIIE MMOPSIKE.

[To oxoHYaHWU KaJeHAAPHOrO Toja pabOTHMK armapara, OTBETCTBEHHBIN
3a BEIECHUE [ICJIONPOU3BOJCTBA, B KOHIIE HOMEHKIATYPHl €] COCTaBISET
UTOTOBYIO 3aIlMCh O KOJMYECTBE 3aBEACHHBIX Jed (TOMOB, 4acTei), OTACIbHO
MOCTOSTHHOTO M BPEMEHHBIX CPOKOB XpaHEHUs Ha OyMaXHOM HOCHUTENe
M O KOJMYECTBE 3AaBEICHHBIX JJIEKTPOHHBIX €N IMOCTOSIHHOTO M BPEMEHHBIX
CPOKOB XpaHEHHUS, a TAKXKE 3aMoHsIEeT rpady 3 HOMEHKIATYPHI.

Cpok xpaHEeHUs] JOKYMEHTOB YKa3bIBAa€TCS B HOMEHKJIAType JIEN CO CChUIKOM
Ha cTaThio llepeyHs WM MHOM HOPMATHWBHBIM ITPABOBOW aKT, YCTaHABIMBAKOLIUN
CPOK XpaHeHus1 JoKyMeHTa. CpoK XpaHEHUs IOKYMEHTOB, HE YKa3aHHbBIX B JAHHOM
[lepeune, ycraHaBnmBaercss 10 coryiacoBanuto ¢  Cankr-IleTepOyprekoi
uzouparenbHoit komuccuert u AIIMK IT'A CII6.

Ucuncnenue CPOKOB XpaHEeHUs JIOKYMEHTOB, 3aKOHYEHHBIX
JIEJIOMPOU3BOJCTBOM B TEKYIIEM 'Oy, HAUMHAETCA C | sTHBapsl CIEAYIOLIETO roja.

TepputopuanbHas KOMHUCCHSI TakKe BIIpaBe pa3padaThbiBaTh THUIIOBHIC
W/WIW  TpPUMEpPHbIE HOMEHKJIATYPbl JeN JUIsl YYacTKOBBIX HW30HUpaTEIbHBIX
KOMUCCHIA.

12.2. OdbopmiieHre  TOKYMEHTOB, 3aKOHUEHHBIX JIEJIOMPOU3BOJICTBOM,
dbopMUpOBaHUE U TEKYIIIEE XPAHEHHE JIe]T B TEPPUTOPHATHLHON KOMUCCHH.

3aKOHUYECHHBIE JIETIOTTPOU3BOACTBOM JIOKYMEHTBI ohopMIISIIOTCS
B COOTBETCTBHHM C TpeOoBaHUSMU WHCTPYKIMHM, CIHCHIBAIOTCS MpejceaaTesieM
TEPPUTOPUAIIBHOM KOMHUCCHM B JeJio. Ilpru 3TOM B HMKHEM YacTH JIMIEBOM
CTOPOHBI TIEPBOTO JHCTA JOKYMEHTa Ha CBOOOJHOM OT TEKCTAa MECTE CTaBUTCS
OTMETKa O €ro WCIOJHEHUH, JIEJIACTCA HAANUCh «B J1e510», MOXKET YKa3bIBaThCs
HOMED JleJIa TI0 HOMEHKJIaType W jJara cnucanus. [Ipu HeoOXoaumMocTu OTMeTKa

00 WCMOJIHEHHH MOXET OBITh cjellaHa Ha OOOPOTHON CTOPOHE IMEPBOTO JIHCTA



JNOoKyMeHTa. B peructpanmoHHyro ¢opMy BHOCUTCS OTMETKa O CIHCAHWUU
JIOKYMEHTA B JIEJIO ¢ yKa3aHUEM HOMepa JIejla COTJIaCHO HOMEHKJIaType JAedl.

HcnonHenHble  AOKyMEHTHl  (opMupyroTcs  pabOTHHKOM  ammapara,
OTBETCTBEHHBIM 3a BEACHHUE JICIONPOM3BOJACTBA, B Ji€Ja B COOTBETCTBUU
C YTBEPK/I€HHOM HOMEHKJIATYpOU AEll.

Jleno cuuTaeTrcs 3aBEACHHBIM C MOMEHTa BKJIIOYEHHUS B HET0 IIEPBOIO
UCIIOJIHEHHOT'O IOKYMEHTA.

3aKOHYEHHBIE JISTOMPOU3BOCTBOM JIEKTPOHHBIE JOKYMEHTHI (POPMUPYIOTCS
pabOTHUKOM  amnmapaTa, OTBETCTBEHHBIM 32 BEACHUE JIEJIOIpPOU3BOICTBA
B AJIEKTPOHHBIE Jiena (ManKu, JUPEKTOPUHN) B COOTBETCTBUM C HOMEHKJIATYpPOM J1e.

[Ipu ¢dopmupoBanuu gena MpoOBEpsSETCS MPABUIBHOCTh OTHECEHUS
JOKYMEHTOB B JaHHOE JeNlo, KauecTBO O(OPMIEHHS M KOMIUIEKTHOCTb
JOKYMEHTOB, HAQJIMYHE TMOMANUCEH, BHU3, PETUCTPAIMOHHBIX HOMEPOB, CIPaBOK
WIA OTMETOK OO0 HCIOJHEHWH, CIHCAHMU B Jelo M Jpyrux. HemnpaBuibHO
o(OpMIICHHBIC JTOKYMEHTBI JOJKHBI OBITh JTOO(GOPMIICHBI, a 3aTeM ITOMEIICHbI
B JIEJIO.

He nomyckaercs momenieHue B J€JI0 JOKYMEHTOB, COJEp)KaHUE KOTOPBIX
HE COOTBETCTBYET 3aroJIOBKY Jiena.

[Ipu popMupoBaHUM J1€7 COONIOAAIOTCS CIEAYIOIINE TPEOOBAHMUS:

JOKYMEHTBI MOCTOSIHHOTO M BPEMEHHOTO XpaHEHUs (POpMHUpYIOTCS B jAela
pa3zienbHo;

B JIEJI0O BKJIIOYAIOTCS TOJBKO HCHOJHEHHBIE, MPABUIBHO O(OpPMIICHHBIE
JIOKYMEHTHI B COOTBETCTBUH C 3aT0JIOBKaMHU JIeJI B HOMEHKJIATYPE;

BCE€ JOKYMEHTBI, OTHOCSIIIIMECS K PEIICHUIO OJHOTO BOIpoca, (GOPMHUPYIOTCS
B OJIHO JI€JIO;

JOKYMEHTBI, TO/JIeXkKAalle BO3BPaTy, B JA€JI0 HE TOMEIAI0TCS;

B JIENI0O TOMEINAETCS TOJBKO OJIMH D3K3EeMIULP JOKYMEHTa, YEPHOBUKU
¥ BapuaHThl POEKTOB JOKYMEHTOB B IO HE MOJLIMBAIOTCS (32 MCKIIOYECHUEM
T€X, Ha KOTOPBIX UMEIOTCS BU3bl, YKAa3aHUS 110 UCIIOJIHEHUIO IOKYMEHTOB U IpyTue

OTMETKH, JIOMOJIHSIOIINE NEPBbIN IK3EMIUISP);



B JIEJIO BKJIFOYAKOTCS, KaK MPAaBUJIO, IOKYMEHTBI OJJHOTO KaJEHIApHOTO roJa
(MCKJTIOYEHUE COCTABIIAIOT JIMYHBIE U MEPEXOISAIIUE J1eT1a);

o0beM (popMUPYEMBIX JEN MOCTOSHHOTO XPAaHECHHs U TI0 JIMYHOMY COCTaBY
He J0JkeH mpeBbimaTh 250 nuctoB (3—4 M TOJNIIMHBI KOpEIKa Jena), TOJIUHA
JieJT BPEMEHHBIX CPOKOB XpaHEHUsI HE NoJkHA mpeBbimath 10 cM. [Ipu Gosnbiiem
o0beMe JOKyMEHTOB B jene ¢GOpMUPYETCS HECKOJBKO TOMOB (dacTei).
[Ipn Hanmuuuu B €€ HECKOJbKUX TOMOB (YacTeil) MHIEKC M 3arojoBOK jela
MIPOCTABIIIOTCS HA KAKIOM TOME ¢ oOaBieHreM ooo3HadeHuit «Tom 1», «Tom 2»
U T.[.

DJIEKTPOHHBIE JOKYMEHTBI Ha TOMa M 4YacTH HE Pa3JesItOTCA.
Bce »nekTpoHHBIE NOKYMEHTBI, OTHOCSIIMECS K OJHOMY HOMEHKIIATYPHOMY
WHJIEKCY, HE3aBUCUMO OT UX 00beMa, BKIIFOUAIOTCS B OJTHO AJIEKTPOHHOE JIETIO.

B ciyyae HEoOXOAMMOCTH JTOKYMEHTHI MO OJIHOMY M TOMY € BOIIPOCY,
HO C Ppa3JIM4YHBIM CPOKOM XpaHEHUS MOIYT HAaXOAUTHCS B OJHOM JIEJE
JI0 KOHIIA TEKYLIEro roja Wiu J0 3aBEPIICHUS UCIIOJHEHHS JHOKYMEHTa, a 3aTeM
nepeOpMUPOBBIBAIOTCS B Ji€Jia MOCTOSTHHOTO U BPEMEHHBIX CPOKOB XPaHEHUSI.

B neno BkiIOYarOTCA BCE JNOKYMEHTHI 10 KOHKPETHOMY BOIIPOCY BMECTE
C TPWIOXKECHUSAMH, YKa3aHHBIMM B TEKCTE€ JOKYMEHTa, NpPU OTCYTCTBUHU
MPUJIOKEHUM, YKa3aHHBIX B TEKCTE IOKYMEHTA, UCTIOJHUTEh 00s13aH OPraHU30BaTh
WX PO3BICK M B Ciy4ae HX OOHapyxeHuss chopMUpOBaTh B JE€JI0 BMECTE
C JOKYMEHTOM, K KOTOPOMY OHM Mpuiaratorcs. ECiau po3bICK JTOKYMEHTOB €l
IIOCTOSIHHOT'O WJIA JIOJITOBPEMEHHBIX CPOKOB XPAaHEHHS, B TOM YHCIIE MO JIMYHOMY
COCTaBy, HE JaJl  IOJIOKUTEIBHBIX  PE3YyJbTAaTOB,  COCTABIIAETCS  AKT
0 HEOOHAPYKEHUH JIOKYMEHTOB, ITyTH PO3BICKA KOTOPHIX UCUEPITAHBI.

JIOKyMEHTbl ~ BHYTPM  JI€Jla  PacCIojararorcsi B XPOHOJOTHYECKOU
WJIM BOIIPOCHO-JIOTUYECKOM MTOCIEN0BATEIBHOCTH UITM UX COYETAHUU.

HopMmatuBHbiE ¥ OpraHM3allMOHHO-PACHOPSIAUTENBHBIE  JOKYMEHTBI
C OTHOCSAIIMMUCS K HHUM NOPWIOKEHUAMU TPYNNUPYIOTCS B Jejla IO BUAAM
JOKYMEHTOB M 10 XPOHOJIOTHH.

IIpoTOKOIIBI 3acenaHnil TEPPUTOPUAIIBHON KOMHUCCUM PACIIONAraroTCs B ACIIe



[0 XPOHOJIOTMM B TOPSAKE BO3pACTaHUs HOMEPOB. J[OKYMEHTBHI K 3aCEIaHUIO
TEPPUTOPUATIEHON KOMHUCCUHU MOMEIIAKOTCA MOCJIE€ COOTBETCTBYIOIIETO MPOTOKOJIA
B MOPSJIKE pACCMOTPEHHUS BOITPOCOB HA 3aCEIAHUMU.

[Tonoxenus, WHCTPYKLIHH, YTBEPKICHHBIE pacnopsauTeIbHBIMA
JOKYMEHTaMH, SIBIIIIOTCA MPUWIOKEHUSIMHM K HUM M TPYNIUPYIOTCA BMECTE
C YKa3aHHBIMU JOKYMEHTAMM.

[InaHoBas u oT4ETHAs! JOKYMEHTAIIASI HE3ABUCUMO OT JIAaThl €€ COCTABJICHUS
BKJIIOYAETCSI B JICJIO TOTO roj/ia, K KOTOPOMY OHA OTHOCHUTCSI.

IIpu HeoOxomumoctu B gnene «llepenucka» wucxonsdmuid (OTBETHBIN)
JOKYMEHT TIOMelaercss mocie Bxozsuiero. IIpu BO30OHOBICHUH MEPENHUCKU
10 BOIPOCY, HAYaBIICHCS B MPEIbIAYIIEM IOy, TOKYMEHThI BKJIIOUAIOTCSA B JICJIO
TEKYIIEro roja M YKa3blBA€TCS HHJIEKC TOro Jeja MO0 HOMEHKIAType el
NpEeAbIAYIIEr0 TOoJa, B KOTOPOM HaxXOJATCS MPEAUICCTBYIOMINE JOKYMEHTHI
10 3TOMY BOIIPOCY.

OOpaiieHrs rpaxkjaaH U JOKYMEHTHI IO X PAacCMOTPEHHUI0 (POPMHUPYIOTCS
B OTAeHbHBIE nena. OOpalieHus, JOKYyMEHThI M0 WX PACCMOTPEHUIO COCTABIISIOT
B JI€JI€ CaMOCTOSITEJIbHBIE TPYIIBI M MOMEMIAIOTCS B JieJla B COOTBETCTBUU
C HOMEHKJIATYPOHl JIeJ1 TEPPUTOPUATHLHON KOMHUCCHH.

[Ipu popmMupoBaHuM Jena U3 HECKOIBKHUX TOMOB (YacTeil), Kpome oOIIero
3aroJoBKa nena npu HEO0OXO0IUMOCTH COCTaBJIISIIOTCS 3aroJI0BKH
KQ)KJI0T0 TOMa (4acTH), YTOUHSIOIINE COAep>KaHue TOMOB (4acTel) aena.

B nenax, Haxomsmmxcsi B JEIONMPOU3BOJCTBE, JOKYMEHTBI TEKYIIETrO rojia
pacronararoTcs IO XPOHOJOTUM CHHU3Yy BBEpPX IO Mepe IMOCTYIUICHHUS.
[Ipy moOArOoTOBKE K ClIadye B apXUB Jejla C JOKYMEHTAaMU IOCTOSHHOTO
U JTOJITOBpeMEHHBIX (CBbIme 10 7€T) cpokoB XpaHeHHs MepedOpMUPOBBIBAIOTCS
B 00paTHOM MOPSIJIKE: TOKYMEHT, MTOCTYNUBIIUN B KaJlEHJAPHOM IOy MOCJICIHHUM,
JOJKEH OBITh BHU3Y JieNla, a TEPBBIA JIOKYMEHT KaJICHJAPHOTO TOoja — BBEPXY,
MIEPBBIM.

Jlena ¢ MOMEHTA MX 3aBEICHUS W 10 MEPENAYN B apXHUB UM YHUUYTOKECHUS

B CBS3U C UCTEUECHHEM CPOKOB XpAaHEHUsS HAXOJATCS y Mpejacenarens (cexperaps



Wi pabOTHUKA ammapara, OTBETCTBEHHOTO 3a BEICHHUE JIEJONPOU3BOJICTBA)
TEPPUTOPUATIEHON KOMHUCCHHU.

DNEeKTPOHHBIE  JOKYMEHTHI ~ (OPMHUPYIOTCS B DJIGKTPOHHBIE  Jefia
B COOTBETCTBMM C HOMEHKJIATypod Jen. B HomeHKiarype Aen yka3blBaeTcs,
YTO JEJO0 BENETCS B JJIEKTPOHHOU (opme. DIEKTPOHHBIE AOKYMEHTHI IOCIHE
WX HCIOJHEHHS WM OTIPABKHU NOMJIEKaT XpaHeHuio B I/l B TeyeHue CpoOKOB,
MPEAYCMOTPEHHBIX Il AHAJIOTHYHBIX JIOKYMEHTOB Ha OyMa)KHOM HOCHTEIIE.
B cnyyae ecnu genma mpenacTaBieHbl Ha OyMaXHOM HocutTelde W B (opme
AJIEKTPOHHBIX JOKYMEHTOB («THOpUAHOE J€J0») U HE HMEIOT 3IIEKTPOHHOIO
obpaza B cootBercTBytomed PVYK, To oHM momiexar CKaHUPOBAHUIO
C MOCJIENYIOUUM MPUCOEAUHEHUEM 3JIEKTPOHHOIO0 00pa3a B COOTBETCTBYIOUIYIO
PVK.

B HOMeHKIIaType [en 3JEKTPOHHOE JENO0 U 0 Ha OyMa)KHOM HOCHUTEIE
OTP@XAIOTCA Kak JBa TOMa, HMMEIOLIME OJWH 3aroJIOBOK M CPOK XpaHECHUS.
K unaexcy anekTpoHHOro Jenna npulaBisieTcs IuTepa «I.

[IpoTokonsl 3acelaHuii, PEIIEHUS TEPPUTOPUAIBHOW KOMHUCCHUH, CIHCKHU
NPUTJALIEHHBIX, IPWJIAraéMble K MPOTOKOIY IOUIMHHBIE 3K3EMIUISPBI PELICHUM
C COOTBETCTBYIOIIMMU TPUIIOKEHUAMH, MPOTOKOJBHBIE NMOPYYECHUS, JOKYMEHTBHI,
MOCIYKMBIIME OCHOBAHMEM JUII PACCMOTPEHMS BONpPOCA HAa 3aceldaHuu
TEPPUTOPUATILHOM ~ KOMHCCUHM, pacliMpoBaHHAs  ayauo3aluCh  3acelaHus
(npu ee HaNM4YMK), A0 MIEPEAAYM B apXHUB HAXOAATCA y npeaceaarens (paboTHUKA
anmapara, OTBETCTBEHHOIO 3a BEIEHHUE JEJONPOM3BOJICTBA) TEPPUTOPHAIBHOMN
KOMMCCHHU.

3a COXpaHHOCTh JOKYMEHTOB U JI€JI OTBETCTBEHHOCTh HECET IMpEACENATEND
TEPPUTOPUATIBHON KOMHUCCHH.

Jlena JOJKHBI HAXOAMThCS B pabodeid KOMHATE WM B CHEHUAIBHO
OTBEJICHHOM I ATOM 1IeJIM MOMEIICHUH M XPAHUTHCS B 3alTUPAOIIUXCS MIKadax,
IPENOXPAHAIOIINX JOKYMEHTHI OT IBIJIN U BO3IEUCTBUS COJTHEYHOTO CBETA.

B umensx obOecnieyeHuss ONEpaTUBHOIO TIOMCKA JOKYMEHTOB Jlela

pacronararorcs B COOTBETCTBUM C HOMEHKJIATYpOM €], KONHUSA KOTOPOU



MIpU HEOOXOJIMMOCTH, TIOMEIIAETCS Ha BHYTPEHHEH CTOPOHE JIBEPIIbI ImKada.

Ha xopenikax 06510%eKk Jea yKa3bIBatOTCA WHJCKCHI Jie 0 HOMEHKIIAType
neq.

Jlena, HaxojsmMecs Ha TEKYIIeM XpaHEeHMH, Mojuiexar ydety. Ilepen
nepegayeil  JOKYMEHTOB B apXWB  MOPOBOJUTCS  NPOBEpPKA  HaIWYUs
U COCTOSIHUSI JIOKYMEHTOB M JIe] B IIEJISAX YCTAHOBJICHHS (PAKTHUYECKOTO HATUYHS
JIeJT U COOTBETCTBUSI MX KOJIMUECTBY, YUCIIAIIEMYCs IO HOMEHKJIAType JIell.

[IpoBepka Hanmuuusi W COCTOSHHUS JIOKYMEHTOB U i€l TPOBOAUTCS
MpU TNEPEMELICHUN €, BO3BpaTe AEl, CMEHE MPEACENaTesisl TEPPUTOPHAIBHON
KOMHCCHH, TIepe]] Iepeadyeii B apXuB.

[IpoBepka mNpPOBOAUTCA TMyTEM CBEPKUM CTaTed HOMEHKJIATYphl el
C OMKMCAHHEM JIe]l Ha 00JI0OKKE, & PU3NIECKOE COCTOSHUE JIETT ONPELISIETCS MyTeEM
UX BHU3YaJIbHOrO MpocMOTpa. Bce oOHapyKeHHbIE HEIOCTATKH (PUKCUPYIOTCS
B aKTe IMIPOBEPKU HAIMYUS M COCTOSIHHS JICII.

B cmywae yTpaThl JIOKYMEHTOB M J€1 TPOBOJUTCS  CIy)KeOHOE
paccieoBaHue, MO pe3yibTaTaM KOTOPOTO JIMII0, BUHOBHOE B yTpaTe, HECeT
OTBETCTBEHHOCTb B  yCTAHOBJICHHOM  Tmopsnake. IIpuHuMaroTcs  Mepbl
0 3aMEIICHUIO0 YTPAYEHHOTO JOKYMEHTA 3aBEPEHHOM Komuel (1o BO3MOXKHOCTH).

Ecnu oTnenbHBIE JOKYMEHTBI, YK€ BKJIIOUEHHBIE B JI€JI0, BPEMEHHO
TpeOYIOTCSA JJIS pabOThl, OHM MOTYT OBITH BBIJAHBI M3 JieJla, 4 Ha HUX MECTO
BKJIQJIBIBACTCS JIMCT-3aMECTUTENIb C YKa3aHHUEM, KOTJla, KOMYy U Ha KakKoWl CpOK
BBIJIaH JJOKYMEHT.

12.3. DkcnepTr3a IEHHOCTH IOKYMEHTOB.

OKcnepTu3a IEHHOCTH JOKYMEHTOB TMPOBOJUTCS ISl YCTAHOBJICHUS
HAyYHOW, HWCTOPUYECKOW W  MIPAKTUYECKOM  3HAYMMOCTH  JOKYMEHTOB,
o0pa3oBaBIIUXCA B TIpollecce MACATEIbHOCTH TEPPUTOPUAILHOM KOMHCCHUH,
C IIeJIbIO 0TOOpA UX IS JATBHEHIIIET0 XpaHEHHUS UIIN YHUUTOKCHHUS.

DKcrepTr3a UEHHOCTU JIOKYMEHTOB TMPOBOAUTCS TMPU  COCTABJICHUHU
HOMEHKJIATyphl Jel, B Ipolecce (GopMUpOBaHMS JielI, TPU TOATOTOBKE el

K Iepcaadc B apXHB, IPHW BBIACICHHU K YHHYTOXCHHUIO JACJI, JJICKTPOHHLIX



JIOKYMEHTOB, HE MOJIJIEKAIUX XPAHEHHUIO.

JIns paccMOTpeHHsI MPOEKTOB HOPMATMBHO-METOJMYECKUX JOKYMEHTOB
10 BOIPOCaM JIEJIONPOU3BOJICTBA U apXUBHOTO J€]a, OMHCEN AeN MOCTOSHHOIO
U J10ArOBpeMeHHBIX (cBhimie 10 JieT) CpOKOB XpaHEHHUs, aKTOB 00 YHUUTOKCHHUU
JIe1 ¥ JOKYMEHTOB, HE UMEIOIIMX HAYYHOU [IEHHOCTH M MPAKTUYECKOIO 3HAYEHUS,
MIPUKA30M TMpeacenaTenss TEPPUTOPUATIBHOM KOMHUCCHUU CO3JAE€TCSA AKCIEpPTHAas
komuccus (nanee — JK).

B ee pyHkumMu BXOIUT pacCMOTPEHHE U COTJIACOBAaHWE HOMEHKIJIATYPHI €T
TEPPUTOPHUAIIEHON KOMHUCCHUHU.

B cocra DK Moryr BKIIOYAThCA UICHBI TEPPUTOPUAIBHOW KOMHUCCHH,
TPaKJAHCKHE CIIyKallue anmnapara TEPPUTOPUATIEHOM KOMHUCCHH,
1o corjacoBaHuio pabotHuku amnmnapara Cankrt-IlerepOyprckoil mzbuparenbHON
KOMUCCHUHU.

IIpn npoBeneHWH BKCHEPTU3bl LEHHOCTH JOKYMEHTOB OCYILIECTBISETCA
0TOOp JIeNl MOCTOSTHHOTO U JIOJITOBPEMEHHBIX (CBbImIe 10 JIeT) CPOKOB XpaHEHHS,
B TOM YHCJIE 110 JUYHOMY COCTaBy, OTOOp JIe€] C BpEMEHHBIMU CPOKaMHU XpaHEHUS,
NOJJIEKAIMX XPAHEHUIO, BBIJACICHHE K YHMUYTOXEHHUIO [€J1, CPOKH XPaHEHUS
KOTOpbIX UCTEKIU. [Ipyn 3TOM OJHOBPEMEHHO MPOBEPSAIOTCS KAa4e€CTBO M IMOJHOTA
HOMEHKJIATypbl JIeJl, MPaBWIBHOCTh ONPEIEICHUS CPOKOB XpaHEHUs Jell,
JOKYMEHTOB.

DKcnepTh3a LEHHOCTU JTOKYMEHTOB OCYILECTBIIETCS MYTEM MOJHUCTHOTO
npocMotpa nen. He nmomyckaercas oTOOp JOKYMEHTOB Ui XpaHEHUS
WIM K YHUUTOKEHHUIO TOJILKO Ha OCHOBaHUM 3ar0JIOBKOB €.

OTO6op  DJMEKTPOHHBIX  JIOKYMEHTOB  JUId  Tepeladyd B apXuB
MOJKET OCYIIECTBISTHCS B aBTOMATU3MPOBAaHHOM pEXHUME NyTeM oTOopa
nokymeHToB B I1]] mo npusnakam «Munaekc nenay», «Cpok XpaHEHUSD.

JIOKyMEHTBI, YTPATHBIIME NPAKTUYECKOE 3HAYEHHE M HE HMEIOIIHE
VCTOPUYECKON WJIM HAYYHOM LEHHOCTH, IO MCTEYEHUH YCTAHOBJIEHHBIX CPOKOB

XpaHCHUA IOJIC)KAT YHHUUYTOXKCHHUIO 11O aKTY.



AKTBI O BBICIEHUN K YHUUYTOKECHHUIO 1€ U JOKYMEHTOB pacCcMaTpUBAKOTCS
Ha 3acenanusx OK OZHOBpPEMEHHO C ONUCAMHM J€. YHHUUYTOXKEHUE el
Y IOKYMEHTOB JI0 YTBEPKACHHUS aKTOB 3aIPENIACTCS.

[Io pe3yapTaTaM SKCOEPTU3bl IEHHOCTH JOKYMEHTOB pPabOTHHUKOM
amnrapara, OTBETCTBEHHBIM 34  BEICHHE  JICJIONPOM3BOJCTBA  €XKErOJHO
COCTAaBIISIFOTCS  CBOAHBIE ONUCH JI€I TOCTOSIHHOTO W JOJITOBPEMEHHBIX
(cBpimie 10 7€T) CPOKOB XpaHEHUsS M MO JIMYHOMY COCTaBY (MPUIIOKECHUS
NeNe 13,14,15), a Taxke axkThl O BBIACIECHUM K YHUUYTOXKEHUIO JOKYMEHTOB,
HE MO YIeKAINX XpaHeHUIO (puioxeHue Ne 16).

Onucu el MOCTOSHHOTO M JOJTOBpeMEHHBbIX (cBbime 10 JeT) CpokoB
XpaHECHUs, a TaKXE akThbl O BBIJCICHUM K YHUYTOXECHUIO JIOKYMEHTOB,
HE MOJIeKAIINX XPaHEHHUI0, paccMaTpuBaroTcs Ha DK.

Omucu gen, AOKYMEHTOB IIOCTOSSHHOTO CpPOKa XpaHEHHSI W aKThl
O BBIJACICHUU K YHUUYTOXKECHUIO JOKYMEHTOB, HE TMOMJICKAIIUX XPAHEHHUIO,
MOJJIEXKAT YTBEPKACHUIO LleHTpambHOW SKCIEPTHO-IPOBEPOYHOM KOMMCCUHU
(manee — [IOIIK) ApxuBHoro komutera Cankrt-lIletepOypra, a omnucu naen
no JuuHoMy cocrtaBy — yTBepxkaeHuo DIIMK II'A CII6. Ilocne yrBepxkacHUs
[OIIK ApxuBHoro komutera Cankt-IleTepOypra onucu Aen v akThl O BbIIECIEHUU
K YHUYTOXEHHIO JIOKYMEHTOB, HE€ MOJICKAIIUX XPAHCHUIO, YTBEPKIAKOTCA
IpeICEeNATENEM TEPPUTOPHUAIIBHON KOMUCCHU.

UepHOBUKM W  PYKONHMCH MOJrOTABIUBAEMBIX JOKYMEHTOB, KOIHUU
WHOOPMAIIMOHHBIX H  JPYTUX MaTepHalOB, HE TMOJICkKAIINX BKIIOUYEHUIO
B HOMEHKJIATypy JeJI, I0 MUHOBAaHUM B HUX HAJ0OHOCTH MOTYT YHHUTOXKAThCS
0e3 cocTaBJICHUS aKTa.

[leperner (moammMBKa) A€ MPOM3BOAUTCA TOJIBKO TOCIE MPOBEACHUS
AKCIEPTU3BI LICHHOCTU JOKYMEHTOB.

12.4. Odopmnenue ned.

Jlema, mojyiexaniye Tepenade Ha XpaHEHHWE B apXWB, JODKHBI OBIThH
o opMIIEHBI COOTBETCTBYIOIIUM 00pa30oM.

Odopmnenne fena BKIIOYaeT B ceOs MPOBEPKY CHUCTEMaTH3AIUH



JIOKYMEHTOB BHYTPH Ji€Jla, HyMEPALMIO JTMCTOB, COCTABJIICHUE BHYTPEHHEW OIMUCH
JTOKyMeHTOB Jena (mpuniokenure Ne 17), mucra-3aBeputens jAena (MpUIIOKEHUE
Ne 18), odopmiteHue peKBU3UTOB OOJIOKKH, MTOANIMBKY (TIEPEIUIET) Jela.

B 3aBUCUMOCTH OT CPOKOB XpaHEHUSI MPOBOAUTCS MOJHOE WJIM YACTUYHOE
odopmIIeHHE JIeTT.

Jlena MOCTOSIHHOTO W JAOJATOBpeMeHHbIX (CBbIme 10 JIeT) CPOKOB XpaHEHUS
nojJiexaT nosHoMy odopmiieHuto. [lomHoe odopmiieHue nena nmpeaycMaTpuBaeT
NPOBEPKY  CHCTEMaTH3allMd  JOKYMEHTOB BHYTpU Jefla, TPaBUIBHOCTU
ux opopMieHus (Haau4re HEOOXOIUMBIX TOJIMUCEN, BU3, OTMETOK O PErUCTpalluu
¥ WCIIOJIHEHWH, TMPWIOKEHUN), HyMEpaIuio JIMCTOB, COCTaBJICHHE BHYTpPEHHEH
ONMHMCH JOKYMEHTOB Jenia (Uisi 0co00 LEHHBIX NeJl, JUYHBIX JAeN, a Takxke e,
cOPMHUPOBAHHBIX MO PA3HOBUIHOCTSAM JIOKYMEHTOB, 3aroJIOBKM KOTOPBIX
HE paACKpBIBAIOT KOHKPETHOE COJIEpKaHUE JOKYMEHTA), COCTABICHHE JIMCTa-
3aBepuTeNs Jiena, OPOpMIICHUE PEKBU3UTOB OOJIOKKH, MOAMIUBKY (TIEpEILIeT)
nena.

Jlena BpemeHHbIX (70 10 €T BKJIIOYUTEIHLHO) CPOKOB XpaHEHUS MOJJICKAT
YaCTUYHOMY O(OPMJICHHUIO: JIOMYCKAETCA HE NPOBOAUTH CHUCTEMATHU3AINIO
JIOKYMEHTOB B JieJie, JIUCThl JieJla HE HYMEPOBaThb, 3aBEPHUTENIbHBIC HAJINCU
HE COCTABJISATD.

O6noxKa nena odopmsieTcst o YCTaHOBJICHHOM dbopme
(mpuinoxenue Ne 19). Ilpu stom o0003HaUeHHE apXWUBHOrO MKdpa, HAHOCUMOE
B IIPaBOM BEpXHEM YIiy, nepeBopaunBaercs Ha 180 rpaaycoB MO OTHOILICHHUIO
K O0OO3HAaYCHHWIO B JICBOM HIKHEM YIJy CIWHHIBI XpaHeHus. CBeiacHUs
Ha OOJIOKKY MEePEHOCATCS U3 HOMEHKJIATYPHI JIeJI C YTOYHCHUSAMH, OTPAKAIOIIMH
(bakTHYeCKuil COCTaB MOMEIIEHHBIX B JIEIO0 JOKYMEHTOB.

O6noxka nena oQoOpMIIIETCS YEPHBIMH CBETOCTOMKHUMHU YEpHHIIAMH,
pazbopunBo, 6€3 COKpaIICHUM.

Ha o6noxke nena yka3bIBalOTCS CIEAYIOIIME PEKBU3UTHI: HAMMEHOBAaHUE

TEPPUTOPUAIBHOM KOMHUCCHH, JI€JIONPOU3BOJCTBEHHbI HOMEp (HMHIEKC) Jena,



3arojIOBOK Jefa, Jara Jena (Toma, 4acTH), KOJUYECTBO JIMCTOB B JEJE, CPOK
XpaHEeHUs Jiea, apXUBHbIN mudp nena.

PexkBu3uThl, mpocTaBisgeMbie Ha 00J0KKe Aena, 0GOPMIISIOTCS CIIETYIOMUM
obpazom:

HAUMEHOBAHHUE TEPPUTOPHAIBLHON KOMHUCCHH YKAa3bIBAETCS B COOTBETCTBUU
C pPErIaMeHTOM TEPPUTOPHAIbHON KoMmHccHM. [IpM HM3MEHEHHH HauMEHOBaHMS
TEPPUTOPUAIBHON KOMUCCUU B TEUEHHUE MEPHOAA, OXBAThIBAEMOI'O JTOKYMEHTaMHU
niena, Ha 00JIOKKE K CTapOMy HAaMMEHOBAHHUIO MPUMHUCHIBAETCS HOBOE;

JIeJIONPON3BOACTBEHHBIN HOMEp (MHIEKC) Jieda — mpocTaBisiercs nuudposoe
o003HaueHue (MHAEKC) Jieda M0 HOMEHKJIAType el M YKa3bIBaeTCs HOMEpP ToMa
(qactn);

3arojIoBOK (HaMMEHOBaHHE) Jejla INEPEHOCUTCS W3 HOMEHKJIATYphl Jel
(B HEOOXOJIMMBIX CITy4YasiX B 3ar0JI0BOK BHOCSITCSI YTOUHEHHS);

Jata Jena—Ha OOJIOKKE JieJa YKa3blBalOTCSl JIBE JaTbl, KOTOpPbIE
Ha3bIBAIOTCS KPaHUMHU J1JaTaMU U COOTBETCTBYIOT I'OJly 3aBEJIEHUS M OKOHYAHUS
nena. HavanpHas pata—3TO Jara camMoro paHHEro, a KOHEYHas Jara — Jara
camMoro Mo3AHEro JOoKyMeHTa B jene. [Ipu 3ToM yuMTHIBaIOTCS AAaThl BXOASILUX
U HCXOIANIMX JOKYMEHTOB (B cCllydae HMX OTCYTCTBUSA — AAaThl PETUCTPAIUU
JOKYMEHTOB) M HE YUYUTBIBAIOTCS JAThl CIIMCAHUs JTOKYMEHTOB B 10, yKa3aHUH
[0 WCIIOJIHEHUIO JOKYMEHTOB, OTMETOK HCIIOJIHUTENS (32 UCKIIIOUEHUEM CIIyYaesB,
KOTJla Ha JJOKYMEHTaX He UMEETCs IPYTuX JaT, KpoMe MepedyrclieHHbIx). JJaTamu
JieJ1, CoAep KaIIUX MPOTOKOJIBI 3aCEIaHHM, SIBIISIFOTCS JaThl MIEPBOTO U MOCIEIHEr0
MIPOTOKOJIOB, BOLIEAIINUX B AEJIO.

[Ipn HamwcaHuu KpalHUX AAaT Ha OOJOXKax JAeNl MOCTOSHHOTO XPaHCHUS
YHCIIO U TOJl MPOCTABJISIOTCS apaOCKUMU IuppamMu, a Ha3BaHUE MecCAlla MUIIETCS
nponuchbio 0e3 cokpaimleHus. Ha oOnokkax Jei1 BpPEeMEHHBIX CPOKOB XpPAaHEHMS
YKa3bIBAETCS TOJBKO TOI.

Ha oOnoxkax fem, CoOCTOAIMMX W3 HECKOJBKUX TOMOB (4acTeil),

MPOCTABIIAIOTCS KpaliHUE AaThl KAKIOTO TOMA (YacTH).



KomnuectBO  mpOHYMEpOBaHHBIX B JI€JIE  JIUCTOB  MPOCTABIISIETCS
C JINCTa-3aBEPUTEIIS JIETA.

Cpok XxpaHEeHHs TEPEHOCUTCS Ha OOJOXKKY JieJa U3 HOMEHKJIATYyphl Jedl.
Ha nenax noctosHHOro xpaneHus numercs: «I[ocTosHHOY.

ApxuBHBIA mUGp AeTa COCTOUT U3 HoMepa (HoHIa, HOMepa ONMHUCH, HOMEPA
JIeJIa IO ONMCHU U MPOCTABIISIETCS MOCIIE YTBEPKIACHUS U COTJIACOBAHUS OIUCEN el
MOCTOSIHHOTO U JIOJITOBPEMEHHBIX (CBbIIIE 10 JeT) CPOKOB XpaHEHUSI.

Ha xopemke pema yKa3pIBalOTCs 3arojoBOK  JI€Jla, HHJAEKC JIeJa
10 HOMEHKJIAType, 1ara J1ej1a U CPOK XPaHEHHUs.

B wmemsax o0ecnedeHHs COXpPAaHHOCTM M 3aKpEIUIEHUS  MOpSIKa
PACIIOJNIOKEHUS TOKYMEHTOB, BKIIFOUEHHBIX B JEJNO, BCE JHUCTBI, KPOME YHUCTHIX,
JUCTa-3aBEpUTENA  JejJa W JIMCTOB  BHYTPEHHEW  OIKWCH, HYMEPYIOTCA
B pa3BEpPHYTOM BHUJE apaOCKuMH IudpamMu BajJoBoil Hymeparueid. YucTbie JTUCTHI
U3 jaena us3bIMaroTcs (0e3 MOBPEXIECHUS IEJIOCTHOCTH J€J1a) U YHUUYTOXKAIOTCS.
JIucTel HyMepyrOTCs NIPOCTBIM KapaHJallOM CBEPXy BHM3 B BO3pacTarolIeEM
NOpsIJIKE HOMEPOB HauMHasi ¢ nepBoro. L{udpsl npocTaBistoTCsA B MPABOM BEPXHEM
yriry Jmmcra. Hymepanus nBeTHbIMU KapaHaallaMy, YEPHUIIAMU U HyMepaTopaMu
HE JOITyCKaeTCs.

JIOKyMeHTBI ¢ COOCTBEHHOW HyMepalueil JHCTOB, B TOM YHCIIE ME€YaTHBIE
U3JIaHUs, HYMEpPYIOTCS B OOIIEM TOpSAKE WM COXPaHSAIOT COOCTBEHHYIO
HyMEpalHnio, €CIM OHa COOTBETCTBYET IMOPSAKOBOMY PACIIOJIOKEHUIO JIMCTOB
B JIETI€.

Cnoxennbii  juct Oosbiioro ¢opmata (A2, A3) pa3BopauuBaercs
U HyMEpyeTCs B MPaBOW 4YaCTU BepxHero mousis jmcra. [Ipu 3ToM nuct maroboro
dbopmara, TOAIIUTHIA 3a OJWMH Kpail, HyMmMepyeTcs KaK OJWH JIUCT, a JIUCT,
CJIO)KEHHBIM M TOAIIMTBIA 3a CEPEIHHY, IMOJJIEKHUT IMEPEIIMBKE U HYMEPYETCS
KaK OJIMH JIUCT.

Ecom B gene ecTp KOHBEPT € BIIOKEHHUSMH, TO CHAdalla HyMEPYeTCs

KOHBECPT, a 3aTEM OUYCPCIAHBIM HOMEPOM KaXKA0€ BIIOKCHHUC.



dororpapun U JIpyrue MWUIIOCTPAaTUBHBIE MaTE€pUalbl HYMEPYIOTCS
Ha 0OOOpPOTHOI CTOPOHE B JIEBOM BEPXHEM YIIIy.

JIuct ¢ Harmyxo HaKJIECHHBIMHU JOKYMEHTaMu (BbIpe3KaMu, (hoTorpadusimm)
HYMEpPYETCsl KaK OJIMH JINCT. ECiM K TOKyMEHTY NOJAKJIEEHBI OJHUM KPAaeM Apyrue
JOKYMEHTBI (BCTaBKU TEKCTA, IEPEBO/IBI), TO KaXKIbI TUCT HyMEPYETCS OTIEIBHO.

IIpunoxenue K Jelly, COCTABILIIOLIEE OTIAEIbHBIM TOM, HyMEpyercs
OTJIEJIBHO.

[Ipy HamMYuM OTAENBHBIX OWMOOK B HyMeEpaluu JIMCTOB B Jienax
IpyU TOArOTOBKE HUX K CJade B apXHWB JOIYCKAaeTCd IO COINIACOBAHUIO
C HUM yHOTpeOJICHHE JIUTEPHBIX (C OYKBEHHBIMU JOMOJHEHUSMHU) HOMEPOB
JIUCTOB.

B nenax IMOCTOSIHHOIO CpOKa XpaHEHUS M OTHEIbHBIX KATETOPHSIX el
10 JUYHOMY COCTaBy (JIMYHBIX JI€JlaX, a TaKKe JellaX, BKIIOYAIIIMX B ce0s
TPYJIOBBIE JTOTOBOPBI, JIOIOBOPBHI T'PAXKIAHCKO-IIPABOBOIO XapaKTepa M AaKThI
BBIMIOJIHEHHBIX pa0OT K HUM) JUJIsl yyeTa U IMOMCKa JOKYMEHTOB B Haudaje jela
MOJKET IMOMEIIAThCs BHYTPSHHSISL OMHKCH (TpritoskeHue Ne 17).

JIucThl BHYTPEHHEN ONIMCH HYMEPYIOTCSI OTAEIBHO.

Kaxxnoe neno 3akaHYMBaeTCsl JTMCTOM-3aBEPUTENIEM YCTAHOBJICHHON (POPMBI
(mpuoskenue Ne 18).

B nucte-3aBepurene nena urdpamMu 1 Nponuchbio ykasblBaeTcs (pakTHueckoe
KOJIMYECTBO JIUCTOB B JAHHOM JIEJI€, @ TAK)KE HAJIMYUE JIUTEPHBIX U MPOMYIIEHHBIX
HOMEPOB JIUCTOB, KOJMYECTBO JINCTOB BHYTPEHHEH ONHWCH M HAJIMYUE CPEAU
JIOKYMEHTOB Ta3eT, KHUT, OpolIop, yeprexei, gororpaduii, pucyHKoB U T.A.,
CTaBATCA JaTa U MOANKUCH pabOTHHKA, C(POPMUPOBABIIETO JIE€J0, U YKA3bIBAIOTCA
ero JOJDKHOCTb, MHHMIMANBl W ¢amuiua. Eciu KomuyecTBO JHCTOB B jele
U3MEHSETCS, 3aBepUTEIbHAS HAAUCh COCTABIISIETCS] BHOBD.

IIpu moAroToBKE A€ K MOIIMBKE (MEPEIIETY) NPOBEPSETCS NPABUIBHOCTD
ux (popmupoBanusi, odpopmiacHus. MeTandeckue U IIACTUKOBBIE CKPETUICHUS,

a TaK)XKC TCPMOIICPCILICThI U3 JOKYMCHTOB YIAJIAIOTCA.



JIOKyMEHTBI TIOJIIIMBAIOTCS TAKUM 00pa3oM, YTOObI MOXKHO ObLIO CBOOOIHO
MIPOYNUTATh TEKCT KaXJAOro IJOKYMEHTA, BU3bl M YKa3aHHUS 110 HCIOJHECHHIO
JIOKYMEHTA.

12.5. Tlepenaua aenn B apxuB.

ITepenaua gen nocrosinHoro cpoka xpanenus B LII'A CII6 ocymiectBisieTcs
noeauHU4YHO 1o yrBepkaeHHbIM [[DITK ApxuBHoro komutera Cankr-IlerepOypra
OMUCSIM JIeJT TOCTOSIHHOTO XPAHEHUSI.

[IpueM HOKYMEHTOB Ha TIOCTOSSHHOE XpaHEHHE OQOPMIISIETCS aKTOM
npuema-fepeiadu 10KyMeHToB (mpuiioxkeHue Ne 20).

[Ipu mepemade nen Ha BCEX JK3EMIUISIpAX OMNKUCH JAEN MPOTUB KAXKIOTO
BKJIIOUEHHOTO B Hee jena B rpade «lIpumedanue» cTaBUTCS OTMETKA O HaJUYUU
nena. B KOHIlE KakIOro »SK3eMIUIsipa ONHMCH JIeN yKa3bIBalOTCs ludpamu
U TMPONUCHIO0 KOJUYECTBO (PAKTHUUECKU MPUHSTHIX (MEPEaHHBIX) B apXuB Jied,
WHULIMAIB 1 (aMUIUU JIUI, OCYIIECTBISIOMMUX IMpUEM-Tiepeaady e, CTaBsATCA
UX TOJANUCH U JaTa.

[Ipu mpueme nen B apXuUBEe MPOBEPSAETCS MPABUWIBHOCTh UX OGOPMIICHUS.
Hena, odbopmiieHHBIE C HapyIlIeHHWEM IMpaBUJl, YCTaHOBIEHHBIX WHCTpyKIneH,
BO3BpAIIAIOTCS B TEPPUTOPUAIBHYIO KOMHCCUIO C YKA3aHUEM HEJIOCTATKOB
JUJISl UX YCTPAHEHMUS.

TepputopuanbHas KOMHCCHS UMEET MIPUOPUTETHOE MpaBo
Ha HUCTOJIb30BAaHUE JIOKYMEHTOB, MEPEJAHHBIX €0 HA TOCYIAPCTBEHHOE XPAHEHHUE,
B TOM YHCJIE HA X MEPBYIO MyOIUKAIIHIO.

12.6. cnionHEHHBIE JIEKTPOHHBIE TOKYMEHTBHI CUCTEMATU3UPYIOTCS B Jeia
B COOTBETCTBMM C HOMEHKJIATypOl [IeJ1 TEPPUTOPUAIBHOM KOMHUCCHM.
[Ipu cocTaBlieHMM HOMEHKIIATYPHI JIeJl B 3arojIOBOK JieJia BKJIIOUAETCS yKa3aHUeE
«DNEKTPOHHBIEC TOKYMEHTBI».

Cpoku XpaHEHHMsI JJIEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CpOKam
XPaHEHUS aHATOTHYHBIX TOKYMEHTOB Ha OyMa)XHOM HOCHUTETIE.

DKcrepTr3a LEHHOCTH  3JIEKTPOHHBIX  JIOKYMEHTOB  OCYLIECTBIIAECTCS

B 06H.[€M MopsAaAKE, YCTAaHOBJICHHOM JJIA AOKYMCHTOB Ha 6YMEDKHOM HOCHUTCIIC.



ITocie wucTeyeHUst CpOKa, YCTAHOBJIEHHOIO U XPAHEHUS DJIEKTPOHHBIX JIEl
(9NMEeKTpPOHHBIX  JOKYMEHTOB), = HAa  OCHOBAaHMHM aKTa O  BBIJCJICHUH
UX K YHUYTOKECHMIO, YTBEPXKACHHOIO IIPEACENATEIEM TEPPUTOPUAIBHOU
KOMHUCCHUH, YKa3aHHbIE AJIEKTPOHHBIE Jieda (3JIEKTPOHHBIE JOKYMEHTBI) MOAJIekKAT
YHHAUYTOKECHUIO.

DJIEKTPOHHBIE JOKYMEHTBI ITOCTOSIHHOTO CpOKa XpAaHEHUs MeperaroTCs
Ha apXWBHOE XpaHEHUE MO OMUCAM C O(OpMIICHHEM aKTa MpueMa-liepeaadu

SJICKTPOHHBIX JOKYMCHTOB.

13. OTBeTCTBEHHOCTH

13.1. Unensl TeppUTOPUATBFHOW KOMHCCHU U TPAXKIAHCKHE CIyXKallue
amnrapara TEpPUTOPHAIBHON KOMHCCUH, TpaXkJaHE, 3aMelIalollue JOJKHOCTH,
HE SIBJIAIONIMECS JOJDKHOCTSIMH TOCYIapCTBEHHON TPaXKIaHCKOM CITy»KOBbI, a TaKxKe
rpaXKJIaHe, NPUBIECKAEMbIE MO TPAXKIAHCKO-TIPABOBBIM JIOTOBOPAM, HECYT
MEPCOHANIHYI0 OTBETCTBEHHOCTh 3a coOmtoneHue TpeboBanuii WHCTpyKIuy,
COXPAHHOCTh HaXOJSAIIUXCS Y HUX JJOKYMEHTOB.

13.2. OTBETCTBEHHOCTH 3a OpraHu3aIrio JIETIOTIPOU3BOICTBA
B TePPUTOPUATHHOU KOMHCCHH, BHEJIPCHHE ABTOMATU3UPOBAHHBIX
(KOMITBIOTEPHBIX)  TEXHOJIOTUM  TMOJATOTOBKM U  OOpabOTKHM  JTIOKYMEHTOB,
oOecrieueHne COXPAaHHOCTH JOKYMEHTOB W Iepefadyy HUX B apXuB, KOHTPOJb
3a  coOmroneHueMm  TpeOoBanmii  MHCTpyKIMuM ~ HeceT  Mpejacenareib

TEPPUTOPUAIIBHON KOMUCCHH.



[Tpunoxenue Ne 1

K TUIOBOW MHCTPYKLINU
IO JICJIONIPOU3BOJICTBY B TEPPUTOPUAIIBHON
u3ouparenbHoil komuccun B Cankt-IlerepOypre

(I)OpMa PETrHCTPAINMOHHOIO KYPHaAJa BXOAAINUX TOKYMEHTOB

OtmeTKa 00
HCITOJITHCHUHU
. | Kparkoe
Perucrpammu Ucxonsmuii (mara
N coaepxa- [ImanoBas
Hara OHHBIN Koppec- HOMEp Cnoco0 HUCIIOJIHCHHS
HUE Pezomromnsg | Mcnomuurens nara
MOJy4YCHUS HOMEp IMOHJCHT " JaTa MOJTy4YECHUS U /WIH
(kos-BO WCTIOJTHECHUS
JOKyMEHTA JIOKyMEHTA PEKBUBHUTHI
JUCTOB)
HCXOJSIICTO
JIOKYMEHTA)
@DopMa perucTpalMOHHOIO KYPHAJIA HCXOASAUIUX JOKYMEHTOB
Kparkoe conepxanue
ara Peruncrpamuonsbmi OKYMEHTa ®UO noanumcanTa
A pant Anpecar AOKYM ¢ Hcnonnurens Bun otnpaBku
pEerucTpalnuu | HoMep JOKyMEHTa (PEKBU3UTHI BXO/SILIETO JIOKyMEHTA

JIOKYMEHTA), KOJI-BO JINCTOB




[Tpunoxenue Ne 2
K THUIIOBOM MHCTPYKINU
IO JIEJIONPOU3BOJICTBY B TEPPUTOPUATIEHON
u3oupatenbHoit komuccun B CankT-IleTepOypre

IHEPEYEHDb
JOKYMEHTOB, He MOVIeKALUX PerucTpanumn

1. Coobnienus o 3aceqaHusIX, COBEIIAHMAX M ITOBECTKAX JIHA.

2. Y4yeOHble TPOrpaMMBbl, TTAHbI.

3. PexytaMHBIe U3BEIICHMS, TNTAKATHI.

4. Tlo3npaBUTENBHBIC MICHMA U TEJIETPAMMBI.

5. [IpurnacurenbHple OWIIETHI, IPUTJIAIICHUS HA Pa3IMYHbIE MEPOIPUSITHS,
HE cojieprKalllie HaJIeKAIUX PEKBU3UTOB MUChMA.

6. byxranTepckrue JOKyMEHTHI.

7. IleyaTHble M3MaHUs.

8. OnmepatuBHass wH(pOpMANUs, TOCTYyMAOIIas 1O KaHajlaM  CBSI3U
['ocynapcTBeHHONM aBTOMAaTU3UpPOBAaHHOM cucteMbl Poccuiickont depepanuu
«BBIOOPHIY.

9. OOpaiuenus rpaxaaH, NOCTYNUBIINE HA aJJPeC SJIEKTPOHHON MOYTHI.



[Tpunoxxenune Ne 3
K TUIOBOW MHCTPYKIIUHU
IO JICJIONIPOU3BOJICTBY B TEPPUTOPUAIIBHON
u3oupatenbHoit komuccun B Cankt-IletepOypre

AKT

MBI, HMKCIIOAITNCAaBIINCCSL

COCTaBUJIM aKT O TOM, YTO « » 20 r. Mpu
BCKPBITUH TTAKeTa
O0OHapy>KEHbI CIEYIOUIUE HEAOCTATKH:

Hacrosimuii akT cOCTaBIEH B ABYX IK3EMIUISPax.

[Toanuce, pacumppoBKa MOAMKUCH:




[Tpunoxenue Ne 4
K THUIIOBOM MHCTPYKINU
IO JIEJIONPOU3BOJICTBY B TEPPUTOPUATIEHON
u3oupatenbHoit komuccun B CankT-IleTepOypre

®opMbl 0JIAHKOB, HCIIOJIb3YEeMbIX B TEPPUTOPUAJILHONH KOMHUCCHU



«

»

TEPPUTOPUAJIBHASA U3BUPATEJIBHAA KOMUCCHUA Ne

NPOTOKOJ 3ACEAAHUA

20  Tonm No

Cankr-lleTepOypr



«

TEPPUTOPUAJIBHAA U3BUPATEJIBHAA KOMUCCHUA Ne

PEINIEHUE

» 20  ron No

Cankr-lleTepOypr



«

TEPPUTOPUAJILHAS N3BUPATEJIBLHASI KOMUCCHUS No
NPEJCEJAATEJD

ITPUKA3

» 20 ron No

Cankr-IletepOypr



TEPPUTOPUAJIBHAS
N3BUPATEJIBHASAA KOMUCCHUSA Ne
CAHKT-IIETEPBYPI'
yi. Ilaprusana ['epmana, 1. 3,
Cankr-Ilerepoypr, 198329
Ten. (812) 241-43-55, ®@akc (812) 241-43-55
tik6.spbik.spb.ru
OKIIO 15172623; OI'PH 1037819015960;
WHH/KIIIT 7807053839/780701001

No

Ha Ne oT




[Tpunoxenue Ne 5
K TUIOBOW MHCTPYKIIUHU
IO JICJIONIPOU3BOJICTBY B TEPPUTOPUAIIBHON
u3oupatenbHoit komuccun B CankT-IleTepOypre

TpeGoBanus K JOKyMEeHTaM, U3rO0TOBJIAEMbIM € IOMOIIHIO
MeYaTawiuuxX YCTPOUCTB, U K (pailuiaM TEKCTOBBIX JOKYMEHTOB

1. TexcThl MOKyMEHTOB Ha OjaHkax ¢opmara A4 rmeyaTaloTcs dYepes
1,5 MEXCTPOUHBIX HHTEpBajia, JOMYyCKaeTcs IedaTh JAOKYMEHTOB Ha OJlaHKax
dopmara A4 yepe3 1 MeKCTpOUHBI MHTEpBAJ, HA OmaHkax Gopmata AS — yepe3
1 MEXCTpPOUYHBII UHTEPBAJL.

TexkcThl JOKYMEHTOB, IOATOTABIMBAEMBIX K TUIOTpa)CKOMY H3JaHUIO,
neyaTaroTcs yepes3 2 MEeKCTPOUYHBIX HHTEpBaa.

2. HanMeHoBaHU€ BHIa TOKyMEHTA MeYaTaeTCs MPONMUCHBIMUA OyKBAMH.

3. Ecm 3aromoBok k TekcTy npesbimaeT 150 3HakoB (5 CTpOK), AOMyCKaeTCsI
IpoJJieBaTh €ro J0 TpaHUIbl MpPaBoro mnojs. Touyka B KOHIE 3arojoBKa
HE CTaBUTCH.

4. PacumudpoBka mnoanucu B pekBuszure «lloamuce» — medaraercs
Ha YpOBHE MOCJEIHEH CTPOKM HAMMEHOBAaHHUS JOJDKHOCTH C HCIIOJIb30BAHUEM
komOuHanuu kiaasuin Shift — Ctrl — IIpoden mexxay nuuimanamMu u haMuIHeH.

5. Cozmanne, (¢GopmMaTHUpOBaHME W BBIBOJ Ha IeyaTh JIOKYMEHTOB
IIPOU3BOJMTCS HA KOMIBIOTEPAX C HCIOJIB30BAHUEM TEKCTOBOIO PENAKTOPA,
noaaepxkuBatoriero popmar docx. BHenpeHune 3JIeKTPOHHBIX TaOJUII, CO3TaHHBIX
B TaONMYHBIX pENakTopax, B JOKyMEHTHl ¢opmara docx HE TOMyCKaeTcs.
JlomyckaeTcsi, mpu HEOOXOJUMOCTH, CO3JaHue, (OpMAaTUPOBAHHUE M BBHIBOJ HA
neyaTh TabJUIl TOCPEICTBOM PEIaKTOPa IEKTPOHHBIX TAOJIHIL, MOAAECPHKUBAIOIINX
dbopmar xIsx.

6.[Ipu  dopmaTupoBaHMM  JOKYMEHTOB  pEKOMEHAyeTcss  paboTaTh
C BKJIFOUEHHOM KHONKOM Y, 4TOOBI BUJIETh HAa SKpaHE BCE CIY>KEOHbIE CUMBOJIBI.

/. Ilpu ¢dopMaTUpOBaHUM TEKCTOB JIOKYMEHTOB HCIOJB3YETCS CTUJIb,
KOTOPBIN UMEET CIIeTyIOUIUE TapaMeTphI:

o mpudr PT Astra Serif



e  pasmep 14 nyHkTOB

e OTCTyn cleBa 0 cMm
cupaa O cwm

e wuHTepBanm  mepex O MyHKTOB

nocJie 0 myHKTOB

®  MEXKCTPOYHBIM UHTEPBAJ IOy TOPHBIN
® [iepBas CTPOKa oTcTyn Ha 1,25 cM
®  BBIPABHUBAHHUE 0 [LIMPUHE.

8. [Ipu QopmatupoBaHuu TAOIUI] HEOOXOIUMO COOJIIOAATH CIEAYIOIINE
TpeOOBaHMUS:

Tabnuila BCerja JOJDKHA HWMETh Ha3BaHHWE, KOTOPOE BBIPAaBHUBACTCS
0 LIEHTPY AOKYMEHTA,

TabJIMIla BEIPAaBHUBAETCS TI0 LIEHTPY JIMCTA;

3aroJIOBKU CTOJIOIIOB M CTPOK BBIPABHUBAIOTCS IO LIEHTPY SIYCUKH;

TaHHBIE B STYCKaX TaOIUIIBI BEIPABHUBAIOTCS CBEPXY MO JIEBOMY Kpalo;

IPOJIOJDKEHUE TAOIHIIBI HA HOBOM JIMCTE MOXET HAYMHATHCS C 3ar0JOBKOB
ee rpad (umu HOMepoB rpad B ciaydae, eciau rpadsl TaONMIBI HA TIEPBOM JIUCTE
IIPOHYMEPOBAHbI);

CTPOKH TAaOJUIIBI MEPEHOCSITCS HA HOBBIM JIUCT JOKYMEHTA UCKIIOYUTEIHHO
IETUKOM;

IIUPUHA W BBICOTA TAONMIBI HE JODKHBI TMPEBBINIATH Pa3Mephbl MOJICH
JIOKyMEHTA.

9. Pa3mepsl noJiel TOKyMeHTa I0KHBI UMETh CIEAYIOLIUE apaMeTphl:

®  BEpxHEe 2,0 c™m
®  HIDKHEE 2,0 c™m
e  JIEBOE 3,0 cm
e [paBoe 1,5 cm.

OT Kpas 10 KOJOHTHUTYJIA:
®  BEpXHEro 1,25 cm

®  HIDKHEIO 1,25 cwm.



10. [Ipu moAroTOBKE TOKYMEHTOB UCHOIB3YIOT CIEAYIONINE PEKBUZUTHI:
® HAMMEHOBAHNE OPTaHU3ALNH;

® HAMMCHOBAHNC B4 NOKYMCHTA,

® CChlJIKa Ha I/ICXOI[}IHII/Iﬁ peI‘I/ICTpaHHOHHHﬁ HOMCD W JdaTy

JIOKYMEHTA;
® MECTO COCTaBJICHUS (U3JaHUA) TOKYMEHTA;

o rpu¢ (momeTKa) 00 OrpaHUYEHUM JOCTyNa K JAOKYMEHTY; (TpH

HaJIMY1H)
e ajpecar;
e rpud yTBEPXKICHUS JOKYMEHTA;
® 3ar0JIOBOK K TEKCTY JIOKYMEHTA;
® TEKCT JJOKYMEHTA;
® OTMETKa O HAJUYMU IPUITIOKEHUS;
® MTOITVCh;
® OTMETKa 00 AJIEKTPOHHOM MOJITUCH;

e rpu coriacoBaHus JOKyMEHTA;
® OTMETKa 00 HMCIIOJIHUTEIIE;
® WICHTU(PUKATOP  DJIEKTPOHHOW  KOMWUU  JOKyMmMeHTa (TipH
HaJIU4YuN).
11. PekBu3uThl (KpoMe TEKCTa JOKYMEHTa U ajpecara), COCTOSIIHUE

N3 HCCKOJIBKUX CTPOK, Ie4YaTaroT CO CIACAYIOIINUMH ITapaMCTpaMHU:

e 1pudT PT Astra Serif
e  pasMep 14 nyHkTOB
e oOTCTyN cieBa 0cm

cupaBa O cwm

®  UHTepBal nepen 0 myHKTOB



rnocJe 0 myHKTOB

®  MEXKCTPOYHBIM UHTEPBAJ OJIMHAPHBIN
®  OTCTYH IEPBOU CTPOKHU HET
e  BBIPABHUBAHUE 10 LICHTPY.

12. PexBU3UT «AzipecaTy MeyaTaroT co CICAYIONMMU TapaMeTPaMHu:

e 1pudT PT Astra Serif

e  pasmep 14 nyHkTOB

®  OTCTYI cieBa 7 cM
cripaBa 0 cMm

®  WHTEpBal nepen 0 MyHKTOB

1ocie 0 mMyHKTOB

®  MEXCTPOYHBIM UHTEPBAI OJIMHAPHBIN
®  OTCTYyN HNEPBOM CTPOKHU HET
e  BBIPABHUBAHHUE 10 LICHTPY.

Ecnu cocraBHble 4acTH pPEKBU3UTOB «Agnpecaty, «I'pud yTBepKaeHHs
nokyMeHTa», «I'pud cormacoBaHust JOKyMeHTa», «OTMeTka O HaJU4uu
NPUWIOKEHUS» HE YMEIIAIOTCS HAa OAHOW CTPOKE, TO Pa3pblB CTPOKU B HYXKHOM
MECTe MPOU3BOJUTCS C IMOMOIIBI0 cUMBOJa «Pa3pblB CTpOKH» (KOMOMHAIUS

knasum Shift — Enter), Hanpumep:

COI'JTACOBAHO

PyxoBogurens @enepaabHOTO
ApXMBHOTO areHTCTBA

A.H. Aptuzos

[Ipu wucmonp30BaHMM B TEPPUTOPUATBHON KOMHCCHH HJIEHTH(]HKATOpA
AJICKTPOHHON KOINHU JOKyMEHTa (KOJOHTHUTYJIA) OH IIeYaTaeTCs B JICBOM YIIIY
HUKHETO TIOJISI KQKIOW CTPAHMIIBI JOKYMEHTA MPUPTOM 8 TyHKTOB.

13. Ilpu odopmieHUU JOKYMEHTOB Ha JABYX M Oojiee CTpaHHUIAX BTOpas

U TIOCJIEYIONIME CTPaHUIIbl JOJKHBI OBITh MpOHYyMepoBaHbl. Homepa cTpanwuil



IPOCTABJISIIOT OCEPEANHE BEPXHETO MOJIs JTUCTa apaOCKuMu nudpamu 6e3 3HAKOB
MpenMHAHUS.

Ecnu nokyMeHT uMeeT npuiioKeHue, TO OHO TieYaTaeTcsi C HOBOM CTPAHMIIBI.

14. JIns BBISABICHUS M UCHPABJICHHS BO3MOXHBIX OIIMOOK B MPaBONUCAHUU
B cpOpMHUpPOBaHHBIX (paillax PpPEKOMEHIYETCS  OCYIECTBISATH  MPOBEPKY
JIOKYMEHTOB, UCIIOJIB3YSl CUCTEMBI IPOBEPKU MPABOMUCAHUS.

15. Kaxnaplii JOKYMEHT CO BCEMH IMPWIOKEHUSIMU K HEMY IOMEIIA0T
B OTIIETBHBIN (Daiisl (eciu MPUIIOKEHHs! CO3JIaHbl OAHUM IpolieccopoM). BHyTpu
¢aiina cam TOKYMEHT U Ka)KJ0€ MPUJIOKEHNE TOMENIAIOT B OT/IEIbHBIE Pa3/Iebl.

16. Bce pekBHM3UTHI JOKYMEHTa OTACISIOT APYT OT Jpyra OJHON IMyCTOM
CTpOKOH, oOpa3yemoili cuMBojoMm abO3ana (Y — kmaBuma Enter). B Tekcre
HE JIOJDKHO BCTpeuaThes 60Jiee IBYX CUMBOJIOB ad3aria moapsI.

17. He nomyckaeTcsi mucaTh CJIOBa C Pa3psIKOM, BCTABIISAS MPOOEITbI MEXKITY
OykBamu B ciioBax. He nomyckaercss ucnosiab3oBaHue MpoOenoB st oOpa3oBaHUs
a03alHOro OTCTymna (KpacHOM CTPOKHM) WM MyCTBIX CTPOK. B TekcTe He AOIKHO
BCTpeUaThCsl MoApsA] Oojiee OJHOTO CHMBOJIA Mpodena. PaszneneHue MHULIMAIOB
U ¢pamunauu, cuMBosia Ne M 4ucia, TOPAJKOBOIO HOMEpA CTaThbU, YaCTH, ITyHKTA
WM TIOJMYHKTA MPaBOBOTO aKTa, YMCJIa MECSIa U Ha3BaHUsS Mecdlla, Yuciia roja
U CIIOBA «TOJ», JIIOOBIX YHUCJIOBBIX 3HAUYCHUM W EIUHUIl MU3MEPEHUS JeJIacTCs
C HCIOJIb30BaHHWEM Hepa3pbIBHOTO Mpobena (coderanue kmaum Shift — Ctrl —
[TpoGe).

18. He nomyckaercst BKJIIOYaTh B TEKCT JOKYMEHTa pa3JeiUTelIbHbIE JTUHUH,
COCTaBJICHHBIE U3 IIEMOYEK CUMBOJIOB (*, =, -, — U apyrue).

19. He nomyckaeTcsi UCIOJIB30BAaHUE B PYCCKUX CIIOBaX  CXOJHBIX
1o HauepTaHuio JaTuHckux OykB (A, a, B, C, ¢, E, e, H, K, M, O, 0, P, p, 1, X, X,
y).

20. He pmomyckaeTcsi WCHONB30BaHHE CHUMBOJA TaOymsamuu (—) s
oOpa3zoBanusi ab3amHOro otcryna (KpacHOM CTPOKHM) WM MYCTBIX CTPOK.
AO3anHblif OTCTYyNn ycTaHaBIMBAlOT B MeHI0O Dopmar/Al3anl Wi ¢ MOMOIIBIO

BCPXHCTO JABHUKKA HaA I‘OpHSOHT&J’IBHOﬁ JINHEHKE.



21. He pomyckaeTcsi WCIOJIL30BAHME CHUMBOJA «-» IS 0003HAYEHUS
nepeHoca. BmecTo Hero criemyer HCMONb30BaTh CHUMBOJ MSTKOTO IEpeHoca
(xkomOuHarus kiaauir Ctrl — «-»).

22. ]Inst HamucaHus pUMCKHX IUGP TODKHBI HCTOJIB30BATHCS 3arjlaBHbIC
oykBbl natuHckoro andasuta (I, V, X, C, D, L, M). Ucnonp3oBanue ajis 3Toi
1eJIM pYCCKUX OYKB M apaOckux udp He JoImycKaeTcsl.

23. Bmecto OykBBI «&» NODKHA yHnoTpeOnsiThesi OykBa «e» (Kpome HMEH
COOCTBEHHBIX MPU HAIMYUH MOATBEPHKAAIOIINX TJOKYMEHTOB).

24. PexBU3UTHI «3aroIOBOK K TEKCTY» JOJKHBI OBITh BEIPOBHEHBI 110 IIEHTPY
U KaXAbld U3 HUX JOJDKEH MPEACTaBIATh COOOW OIMH ab3al, TO €CTb BHYTPH
TEKCTa KaX/J0ro PEeKBU3UTA HE JOJDKHO OBITh cuMBoJa abO3ama. He nomyckaercs
MCIIOJb30BaHUE CUMBOJIA ab3a1ia JJisl IPEephIBaHMs CTPOKHU B MMPOU3BOJILHOM MECTE,

ML 9TOTO CICAYCT HCIIOJIb30BAaTh CMMBOJI pa3pbiBa CTPOKH (KOM6I/IHaHI/I}I KJIaBHIII

Shift — Enter).



[Tpunoxxenue Ne 6
K TUIOBOW MHCTPYKIIUHU
IO JICJIONIPOU3BOJICTBY B TEPPUTOPUAIIBHON
u3oupatenbHoit komuccun B CankT-IleTepOypre

Chnucok PACCBIJIKHA UCXOAAIINX JOKYMEHTOB

Ne HauMeHoBaHMe oprana

ITosiHBIN MOYTOBBIA aApPeC
n/n (opranuszanumn)

IIpencenarens TeppuropuanbHOU

nu30upareabHO KomMuccuu No

(moamuce) (pacmudpoBKa MOAMUCH)

HUcnoaaurein

(moamnuce) (pacmudpoBKa MOAMUCH)

« » 20 T.




[Tpunoxenue Ne 7
K TUIOBOW MHCTPYKIIUHU
IO JICJIONIPOU3BOJICTBY B TEPPUTOPUAIIBHON
u3oupatenbHoit komuccun B CankT-IleTepOypre

IlepeueHb 00s13aTeIbLHBIX CBEICHUI 0 JOKYMEHTAX, HCIOJIb3YyeMbIX B LEJIAX
y4era u nmoucKa aokymentos B I
. ABTOD.
. Anpecar.

. I[OJDKHOCTB, q)aMI/IJII/IH N MHUIHWAJIBI JTUIA, IIOAIMNCABIICIO JOKYMCHT.

1
2
3
4. HammeHOBaHME TPYIITHI U BUA JOKYMEHTA.
5. JlaTa noKyMeHTa.
6. PeructpaiioHHbIii HOMEp JOKYMEHTA.
/. JlaTa mOCTyNMBLIETr0 JOKYMEHTA.
8. PerucrpaiimoHHblii HOMEp MOCTYNHUBIIETO JOKYMEHTA.

9. CBeneHMs O CBS3aHHBIX JOKyMEHTax (HAaMMEHOBAaHWE BHJIA JTOKYMEHTA,
JaTa, perUCTPAIIMOHHBINA HOMEp, TUII CBS3KH).

10. 3aronoBoK K TEKCTY (KpaTKOe CoJiepKaHNe IOKYMEHTA).

11. unekc nena no HOMEHKIaType Jed.

12. Ceaenus o nepeaapecauy J0KyMEHTa.

13. KonnaecTBo TUCTOB OCHOBHOTO JIOKYMEHTA.

14. OT™MeTKa O NPUIOKEHUU (KOJTUYECTBO MPUIIOKEHUN, 00IIee KOJTUIECTBO
JIMCTOB MPUJIOKEHUN).

15. Yka3aHus Mo MCIOJHEHUIO TOKYMEHTa (opydYeHUe, UCTIOIHUTENb, AaTa
WCTIOJTHEHUS ).

16. OTmeTKa 0 KOHTpOJIE.

17. I'pud (momerka) 06 OrpaHMYEHUHN JOCTYIIA.

18. TIpoBepka »7EKTPOHHON MOAMKUCH (TIPU HATHYUHN).

19. Iloapazaenenue — OTBETCTBEHHBIN UCTIOJIHUTEIb IOKYMEHTA.

! Ycnonb3yercs cokpanienue, NpuBeJeHHOE B yHKTe 1.8 HacTosmed MHcTpyKumy.



20. @aiinpl  AIEKTPOHHOTO JTOKyMEHTa (KOJM4ecTBO (paiiyioB, HMeHa

(aiisioB).



[Tpunoxenue Ne 8.1
K TUIOBOW MHCTPYKIIUHU
IO JICJIONIPOU3BOJICTBY B TEPPUTOPUATIEHON
n3oupatenbHoit komuccun B Cankt-IleTepOypre

KYPHAJI
yuyera JHYHOI0 NpHeMa rpaxiaaH
B TeppuropuajibHoii n30MpaTeJabHO KOMHCCHH Ne

OTtMeTKa D.1N.0.
IHouToBBIi Kpartkoe 0 pe3yJbTarax U NOANNUCH
Ne Hdara ®.1.0. P pesy A
ajapec coJepxaHue npuemMa JIMna,
n/m | npueMa | 3asiBUTeJIA
3asfiBUTENIsI | oOpalieHus (npuHsTOE NMPOBOJAMBIIET0
peluieHue) npueM
1 2 3 4 5 6 7




[Tpunoxenue Ne 8.2
K TUIOBOW MHCTPYKIIUHU
IO JICJIONIPOU3BOJICTBY B TEPPUTOPUATIEHON
n3oupatenbHoit komuccun B Cankt-IleTepOypre

KAPTOYKA JIMYHOI'O IIPUEMA I'PAKJIAH
B TEPPUTOPUAJIBHON N3BUPATEJIBbHOU KOMUCCHUHU Ne

Jara obparienus
Jara mpuema

« » 20 T. Ne
damuius, UMs, OTYECTBO 3asIBUTEIA JIOMKHOCTHOE JIHIIO, BEAyIllee PUeM
MecTo XKUTeNbCTBa, TeNeHOoH PesynbpTaThel paccMoTpeHus

KaTel"OpI/ISI 3asABUTCIIA

Coneprxanue oOpalieHus

A,
BBIPAXKAIO (pammnus, UMs1, OTYECTBO 3aSIBUTEIS)

COIVIaCH€ Ha IPENOCTaBICHHE MHE YCTHOIO OTBETa B XOJE JIMYHOIO IpUEMAa IO CYIIECTBY
MOCTaBJIEHHBIX B YCTHOM 0OparieHuu Bonpocos. [lncbkMeHHOro oTBETa HE TpedyeTcs.

(mata) (moamuch 3asBUTEIS) (pacmu@poBKa MOANUCH)

A,
BBIPAKAIO

(damunust, UMsi, OTIECTBO 3aSBUTEIIA)

corjacue Ha BUAE0-H (W) ayIHONPOTOKOIMPOBAHUE IUYHOTO IIPUEMA.

(mara) (moamuch 3asiBUTEIISA) (pactmmdpoBKa MOAMKCH)



[Tpunoxxenune Ne 9
K TUIOBOW MHCTPYKIIUHU
IO JICJIONIPOU3BOJICTBY B TEPPUTOPUATIEHON
n3oupatenbHoit komuccun B Cankt-IleTepOypre

JIucer coryiacoBanus

JIOKHOCTh

dammus,

Hara Ioanucs WHAINAJIBI

Hcnomuurenn
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[Tpunoxenue Ne 10
K THUIIOBOM MHCTPYKINU
IO JCJIONPOU3BOJICTBY B TEPPUTOPHUATIEHON
n3buparenpHOi kKomuccuu B CaHkT-IleTepOypre

YTBEPXIAIO

[Ipencenarens TeppuropuanbHoOn
n30upaTebHON KoMuccuu No

(moamucek) (vHUIMATBI, (HaMUITHS)

« » 20 r.

OT14eT 0 pacchlIKe 0 COOTBETCTBYIOLIUM a/IpecaTaM U Pa3MelleHNnH
pemiennii TeppuropunajbHoil H30MpPATEIbHOI KOMUCCUM Ne
Ha 0pUUIHMAIBHOM caiiTe

3acenanne Ne OT « » roga
No No pemrenust AgnpecaT pacChbUIKH, aIpec Pa3MEILICHUS Jara
n/m THUK pa3menieHus
pacChbUIKH
1
2
3
HUcnomauTens

(moamuce) (pacmm@poBKa MOAMUCH)
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[Tpunoxxenune Ne 11
K TUIOBOW MHCTPYKIIUHU
10 JICJIONIPOU3BOJICTBY B TEPPUTOPUATIEHON
n3bupatenpHOi kKomuccun B CaHkT-IleTepOypre

HEPEYEHD

nmoaJgIe;KalmuX KOHTPOJJIK JOKYMEHTOB € YKa3aHUEM CPOKOB UCITOJTHCHHUSA

1. ®enepanpHble  KOHCTUTYLIHOHHBIE 3aKOHBI, (efepalbHble  3aKOHBI
Pocculickon ®@enepanuy — cOracHO yKa3aHHOMY B HUX CPOKY.

2. Yxas3wl [Ipesuaenta Poccuiickoit denepanud — COTIACHO YKa3aHHOMY
B HUX CPOKY.

3. Paciopsixkenust  Ilpesumenta  Poccuiickoit  Deaepanuu — COTIACHO
YKa3aHHOMY B HHX CPOKY.

4. TTocranoBnenus, pacrnopspokenus [IpaBurensctBa Poccutickoit denepanu —
COTJIACHO YKa3aHHOMY B HUX CPOKY.

5. 3akonsl CankT-IleTepOypra — coriacHO yKa3aHHOMY B HUX CPOKY.

6. [loctanoBneHus, peneHus 3aKOHOIaTENLHOTO CobOpanus
Cankr-IleTepOypra — coriiacHO yKa3aHHOMY B HUX CPOKY.

7. IlocTaHOBJIEHHSI, PACHOPSHKEHUS OpraHa TOCYJAapCTBEHHOW BIACTH
Cankr-IletepOypra — coriiacHO yKa3aHHOMY B HUX CPOKY.

8. [TocTanoBICHMS, PACTIOPSIKEHUS PYKOBOAUTEIIS OpraHa TOCyAapCTBEHHON
Bnactu Cankt-IleTepOypra — corjiacHO yka3aHHOMY B HUX CPOKY.

9. [Tapnamentckue 3anpocbl CoBera deneparuu PeaepanibHoro Codpanus
Poccuiickoit ®enepanuu, ['ocymapcrBennort Jlymbr denepanpHoro CoOpanus
Poccuiickoit ®@enepaiuu —HE TMO3JHEE YeM uepe3 15 KaleHIapHbIX JHEW
CO JHS TMOJYYEHHsS MapJIaMEHTCKOTO 3ampoca WIM B HMHOW YCTaHOBJICHHBIM
cooTBeTcTBYIOMIEeH mnanaroir denepanpHoro Cobpanusi Poccuiickoit denepanmu
CPOK.

10. 3anpockr CEHATOPOB Poccuiickon Odenepannu, JIETTyTaTOB

I'ocymapctBennori Jlymbr ®enepanproro Cobpanus Poccuiickoit ®enepammm —
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HE no3aHee yeM yepes 30 KaleHJapHbIX JTHEH CO JIHS €ro MOJYYEHUs] WIM B UHOU
COTJIACOBAHHBIM C HMHULIMATOPOM 3aIIpoca CpOK.

11. O6pamenust  cenatopoB  Poccuiickoit ~ ®expepanum, JAEmMyTaToB
I'ocynapctBennoit Jlymer @DenepansHoro CobOpanus Poccuiickoit depeparuu
0  BONpPOCaM, CBS3aHHBIM C WX  JEATEIbHOCTHIO, — HE3AMEJIUTEIBHO
(mpu HEOOXOAMMOCTU TMOJYYEHHUS! JOIMOJHHUTENIbHBIX MAaTepUajoB — HE IMO3]IHEE
yeM uepe3 30 KaneHJapHbIX JHEH CO THS MOJyuyeHus: oOpalieHus).

12. O6pamenns JEIyTaToOB 3aKOHOATEIHLHOTO CobOpanust
Cankr-lleTepOypra — B cpok, ycranoBiieHHbI CaHkT-I1leTepOypra.

13. ITucema u3 Anmunuctparuu Ilpesuaenta Poccuiickoit deneparnmm,
[IpaButensctBa Poccuiickoit ®enepaunn, Koncrutyunonnoro Cyna Poccuiickoi
Oenepannu, BepxoBHoro Cyna Poccuiickoii ®@enepanuu, ['eHepaabHOU
npokypatypbl Poccuiickoit ®enepauuu, IlpaButenscrBa Cankrt-lleTepOypra —
B COOTBETCTBMH C YKa3aHUSIMHA 10 HCIOJHEHHUIO JOKYMEHTAa MpPeACEaaTels
TEPPUTOPUAIBHOM ~ KOMHCCHM, €CIIM B  HHUX  HE  yKa3aH  CpOK —
He 1o3/aHee yeM uepe3 30 KaJeHIapHbIX JHEH.

14. TIpoTecT npokypopa — He no3aHee 4yem uepe3 10 kaneHaapHbIX JHEH.

15. TlpencraBnenue mpoKypopa — B TEUEHHE MecsIa CO JHS OCTYIUICHUS.

16. OOpareHus, CBSI3aHHBIE C pealM3alleil W 3amUTON W30HUpaTEThbHBIX
npaB U MpaBa Ha ydactue B pedepenayme rpaxaan Poccuiickoit denepanuu,
MOCTYNHBIIAE B TEPPUTOPUATBHYID KOMHUCCHUIO B XOJI€ COOTBETCTBYIOLIEH
n30UpaTebHOM  KaMIaHWM, KaMIlaHud  pedepeHayma, —B  COOTBETCTBUU
¢ deepanbHbIM 3aKOHOM 00 OCHOBHBIX MAPaHTHAX M30MpaTEIbHBIX IpaB’.

17. Tlepecbuika oOpaiieHuil TpaxaaH, COJEPIKAIIUX BOIMPOCHI, PEIICHUE
KOTOPBIX HE€ OTHOCUTCA K KOMIIETEHIMH TEPPUTOPUATIBHOM KOMMCCHH,
OCYILIECTBIISIETCS B TCUCHUE CEMU KAICHIAPHBIX THEH.

OGparieHue, CBI3aHHOE C COOTBETCTBYIOIIECH M30UpaTeNbHOW KaMIaHUew,
KaMmmaHuenn pedepeHayMa, TMOCTYyNHUBIIEE B TEPPUTOPUATBLHYIO KOMHCCHUIO
JI0 YCTAHOBJICHUSI €10 UTOTOB TOJIOCOBAHUS, ONPEACIICHUS PE3yJbTaTOB BHIOOPOB,

pedepeHaymMa U coepiKalliee BOMPOCHL, pEIIEHHEe KOTOPhIX HE BXOJHUT

! Yicnonb3yercs cokpanienue, NpuBeeHHOE B yHkTe 1.2 HacTosmed MHcTpyKumy.
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B KOMIICTCHIIMIO KOMHUCCHM, B TEUEHUE MATHU JHEW Mocie JHS MNOCTYIUICHUS
HanpaBJsIeTCI B KOMHCCHUIO, HWHOW OpraH WIA JOJDKHOCTHOMY  JIHILY,
B KOMIIETEHIIUIO KOTOPBIX BXOJUT €ro pacCMOTPEHHE, a MOCTYNHUBIIECE B WHOU
nepuoJl MO0 HE CBSI3aHHOE C COOTBETCTBYIOLIECH H30MpATElIbHOM KaMIaHUEH,
KaMmnaHuel pedepeHayma — B TeUEHUE CEMU JAHEU MOCye AHS MOCTYIICHHUS.

OOpaiiieHus, He CBA3aHHBIC C peajn3aluell U 3aluTol N30upaTebHbIX MPaB
W TpaBa Ha ydactue B pedepenayme rpaxaaH Poccuiickoit deneparuu,
MOCTYNUBIIUE B TEPPUTOPUAIBHYI0 KOMHCCHIO B TEPUOJ] COOTBETCTBYIOIIEH
M30UpATEIbHOM KaMITaHWM, KaMIIaHUU pedepeHayMa, a TakkKe MHNOCTYNHUBIIUE
BHE TepHoJa M30MpATENbHON KaMIlaHWW, KaMIlaHUU pedepeHaymMa Wi Tocie
YCTAHOBJICHUSI TEPPUTOPUAIBHON KOMHUCCHUEN UTOTOB TOJIOCOBAHMS, ONPEHACICHUS
pe3ynbpTaToB BbIOOpOB, pedepeHnyma, —B TeueHue 30 gHeH 1mocie JIHA
WX TIOCTYIUICHHUS.

18. Obpamiennst  cpeACTB  MaccoBOM  MH(pOpManMM MO  BOMpOcam
npefocTaBieHus  HUHGOpPMAIMU —B  TEUEHHE CEMU  KaJCHIapHBIX  JTHEH.
Ecnu TpeOGyembie cBefieHUS HE MOTYT OBITH MPEJAOCTABICHBI B YKa3aHHBIN CPOK,
TO JIOMYCKAeTCs OTCPOYKa B TPEIOCTABICHUM 3alpaiimBacMor HH(OpMauu
C BPYUYECHHEM MPEACTABUTEIIIO PEIAKINUHA B TPEXTHEBHBIN CPOK CO JHS MOJYy4YECHUS
MUCHbMEHHOIO 3ampoca WH(OpManuu yBEIOMJICHUS 00 OTCpPOYKE, B KOTOPOM
YKa3bIBAIOTCSA MPUYUHBI OTCPOYKH, JaTra, K KOTOpOW Oyner mpeaocTaBiieHa
3ampamuBaeMas UHGOpMaIs, JAOJHKHOCTHOE JIMIO, YCTAHOBUBIIEE OTCPOUKY,
JaTa IPUHSITHS pelieHus 00 OTCpoUKe.

19. 3ampoc rocyaapcTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYIpPaBJICHUS
WIM JOJDKHOCTHOTO JIMIA, PAacCMaTPUBAIONIETO OOpalieHue TpaKaaHuHa, —
JOKYMEHTBl M MaTepHuaybl, HEOOXOIUMBIC [IJII PACCMOTPEHHUs OOpalieHus,
MPEIOCTABIISIIOTCA B TE€UECHHE |5 NHENW WM HMHOM CPOK, YKA3aHHBIM B 3ampoce
(To BO3MOXKHOCTH), 32 MCKJIIOUEHHEM JIOKYMEHTOB M MAaTEpUajoB, B KOTOPBIX
COJIEpKaTCs CBEJICHUS], COCTABIISIONIME TOCYIAPCTBEHHYIO WM UHYIO OXPaHSEMYIO
dbenepasbHBIM 3aKOHOM TailHy, W IJIi KOTOPBIX YCTAaHOBJICH OCOOBIA TMOPSIOK

IIPENOCTABIICHHUS.
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TeppuropuanbHas

[Tpunoxxenue Ne 12
K TUIOBOW MHCTPYKIIUHU

IO JIETIOTIPOU3BOJICTBY B TEPPUTOPHUATHHON
n3bupatenpHOi kKomuccun B CaHkT-IleTepOypre

YTBEPX/IAIO
n3buparenbHas komuccus No
HOMEHKIJIATYPA JIEJI [Ipencenarens
TeppuropuaibHOU
Ne u30upaTenbHON komuccuu No
(mata)
(moamuce) (pacuupoBKa TMOATUCH)
Ha o (HaTa)
n Koumectso Cpok xpaHeHus
HACKC 3arosoBok ziena TOMOB POX ¥D [pumeyanus
zena . u Ne crareii 1o nepevHIo
(uacTeii)
1 2 3 4 5
HasBanue paznena
(HaMMEHOBaHUE JIOJKHOCTH COCTABUTENS (moamnuce) (pacmmdpoBKa MOANKCH)
HOMEHKJIaTYphI)
(mara)
COI'JTACOBAHO COI''TACOBAHO

ITpoTokos DKCepTHOW KOMUCCUHT

TeppuropuanbHON N30UpaTETHLHON KOMUCCHHU Ne

oT

Ne

Cexkperapb Cankr-IleTepOyprekoit
n30MpaTeaTbHON KOMUCCHHT

(moamuce) (pacmmdpoBKa MOAMKCH)
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[Iponomxenue npunoxxenus Ne 12

HTorosas 3anuch 0 KATETOPUAX U KOJUYECTBE JI€T1, 3aBEACHHBIX
B roay B TepputopualibHO# n30upaTenbHoil komuccun Ne

B ToMm uucie

ITo cpokam XpaHeHus Bcero O — C OTMETKOM
PEXOIIIL «IIK»
1 2 3 4

Ha 6ymaxkxnom HocuTene

(mpu HanU4MKM THOPUIHBIX Aes, ToM(a) Ha OyMaXHOM HOCHUTEJIE YUWUTBHIBAIOTCS B pasjieiie
tabmunbl «Ha OymakHOM HocuTene», ToMm(a) Ha SJEKTPOHHOM HOCHUTENE YYHUTHIBAIOTCA B
pazzene TabauIpl «IJTEKTPOHHBIXY):

IlocTostHHOTO

JlonrospemenHoro (cabiuie 10 ner)

Bpemennoro (10 10 net BKIIOYUTENBHO)

DNEKTPOHHBIX

(pu HANMUYUK TUOPUIHBIX J1e]1, TOM(a) Ha OyMa)KHOM HOCHUTEIIE YUYUTHIBAIOTCS
B pazzeine Tabnuisl «Ha GymMakHOM HOCHTENE)», TOM(a) Ha AJICKTPOHHOM HOCHTEIIE
YUUTBIBAIOTCS B pasjiene Tabuuibl « IJIEeKTPOHHBIXY):

TlocTostHHOTO

JlonroBpemenHoro (cBoimie 10 jer)

Bpemennoro (10 10 et BKIIOYUTENBHO)

UTOI'O:

(HaI/IMeHOBaHI/Ie JOJIDKHOCTH COCTAaBUTECIIA

HOMEHKJIaTYphI)

(mara)

(moamnuce)

(pacurupoBKa MOITUCH)
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[Tpunoxxenue Ne 13
K TUIOBOW MHCTPYKIIUHU
IO JIETIOTIPOU3BOJICTBY B TEPPUTOPHUATHHON
n3bupatenpHOi kKomuccun B CaHkT-IleTepOypre

TepputopuanbHas YTBEPXIAIO
nuzbuparenbHas komucens Ne

DOOH/, Ne [Ipencenarens
OI1UChb Ne TeppuropuaibHON

n30upaTeIbHON KoMuccuu Ne
JeJ1, JOKYMEHTOB MOCTOSIHHOTO XPaHEHUs —

3a ToJI
(monmuck) (pacumdpoBKa IMOIITUCH)
(mara)
No Wnnekc 3arojI0BOK .
Kpaitnue nate KonunuectBo nmucto | Ilpumeuanus
/11 nena nena
1 2 3 4 5 6

Haspanue paznena

| | | | |

B nanHbIi pa3nen onvucu BHECEHO

nel
(undpamu 1 MPONUCHIO)
¢ Ne o Ne , B TOM YHCIJIE:
JUTEpPHBIE HOMEpa:! '
IIPOIYILEHHBIE HOMEpA!
HaumeHoBaHue JOMKHOCTH COCTaBUTENS MOJIHUCH pacimudpoBKa MOANKUCH
OINCH
HanmenoBanue 1omxHOCTH MOJIHNCH pacuugpoBKa HOAMHCH
OTBETCTBEHHOTI'O 32 apXUB
(nata)
COT'JTACOBAHO YTBEPX/EHA
[TpoTokoa DKCepTHOM KOMUCCHHI [TpoTokoun L{eHTpasibHOM IKCTIEPTHO -
TeppuropuansHoi U30UpaTEILHON MIPOBEPOYHON KOMUCCUU
Komuccuu Ne ApPXUBHOIO KOMHUTETA

Cankr-IletepOypra

oT Ne oT Ne
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[Tpunoxenue Ne 14
K THUIIOBOM MHCTPYKINU
10 JIETTOTIPOU3BOJICTBY B TEPPUTOPHATHHON
n3buparenpHOi kKomuccuu B CaHkT-IleTepOypre

TeppuropuasbHas YTBEPXIAIO
n30uparenbHas komuceus Ne

DOHJ Ne [Ipencenarens

OlnUCh N TeppuTtopuanbHOM

e, JIOKYMEHTOB BPEMEHHBIX H36HpaTeHBHOﬁ komuccuu Ne .

(cBeimre 10 jeT) cpoka XpaHEHHS

(moamuce) (pacmudpoBKa HOIMUCH)

3a ron
(mara)
Ne Nunexe 3aronoBoK Kpaiinue Cpok KonuuectBo
ITpumeuanus
n/m nena nena JIaThl XpaHeHUs JIUCTOB
1 2 3 4 5 6 7
Hassanue paznena
B nannbIiN pa3aen onucu BHECEHO Jien
(uMdpamMu ¥ IPONKCHIO)
¢ Ne mo Ne , B TOM
YHCIIe:
JUTEPHBIE HOMEPA: :
MPOITYIIIEHHBIE HOMEpA!
(HaMMEHOBaHUE JIOJKHOCTH COCTABUTEIS (moamuch) (pacmmdpoBKa MOAMKCH)
OTIHCH)
(HaMMEHOBaHUE JIOJDKHOCTU (monmnuce) (pacmmdpoBKa MOAMKCH)
OTBETCTBEHHOTO 32 apXUB)
(nata)
COT'JTACOBAHO YTBEPXEHA
IIpoTokos DKkcnepTHOM KOMUCCUU [Tporoxoi [{eHTpaabHON SKCIIEPTHO -
TepputopuanbHoil H30UpaTenbHOM MIPOBEPOYHON KOMUCCUU
Komuccuu Ne ApxuHoro komutera CankT-IlerepOypra

oT Ne oT Ne
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TeppuropuaibHas

u3zbupatenbHas komuceus Ne
OOH/J Ne
OIIUChb Ne

ACJI, IOKYMCHTOB 110 JIMYHOMY COCTaBy

[Tpunoxenue Ne 15
K THUIIOBOM MHCTPYKIINU
TI0 JISTIOTIPON3BOJICTBY B TEPPUTOPHATIEHOMN
n3buparenpHOi kKomuccun B CankT-IleTepOypre

YTBEPXIAIO

[Ipencenarens
TepputopuasibHOM
n3buparenbHO KoMuccuu No

B|___Tol (moamuce) (pacmudpoBKa MOAMKCH)
(mara)
Ne Nunexe Kpaiinue Cpok Kon-Bo
3aroyioBOK Jiena [Tpumeuanus
n/m nena JIaThl XpaHEHUus JIUCTOB
1 2 3 4 5 6 7

Haspanue paznena

| | |

B nanHBII pa3fen onucH BHECEHO Jen
(undpamu U IPONUCHIO)

¢ Ne mo Ne , B TOM

quCIIe:

JUTEpPHBIE HOMEpa:! :

IIPOIYILEHHBIE HOMEpA!

(HaMEeHOBaHUE JOJIKHOCTH (moamucek) (pacurupoBKa MOITUCH)

OTBETCTBEHHOTO 3a apXUB)

(HauMEeHOBaHME JJOJPKHOCTH COCTABUTEIS (moamuce) (pacuudpoBKa MOMHUCH)

OTIHCH)

(nata)

COI''TACOBAHO
[TpoTokoa DKCepTHOM KOMUCCHHI
TepputopuansHoit H30UpaTENBHOM

komuccuu No

oT

Ne

COT'JTIACOBAHO
[IpoTOKOII SKCTIEPTHO-TIPOBEPOUHON
METOINYECKOW KOMUCCUHI
IleHTpasbHOrO roCcy1apCTBEHHOI'O apXHBa
Cankr-IlerepOypra

oT Ne
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[Tpunoxenue Ne 16
K THUIIOBOM MHCTPYKIINU
TI0 JISTIOTIPON3BOJICTBY B TEPPUTOPHATIEHOMN
n3buparenpHOi kKomuccun B CankT-IleTepOypre

TepputopuanbHas YTBEPXIAIO
n3buparenpHas kKomuccust No [Ipencenarens
AKT TeppuropuaibHON
Ne n3bupartensHol Komuccun Ne

(MecTo cocTaBJIEHHUS)
O BbIIEJIEHHH K YHHYTOKEHUIO (moamuce) (pacumupoBKa MOITUCH)
(apXuBHBIX) 1OKYMEHTOB,
He MO/JIeKAIMX XPAHEHH 0

(mara)

Ha ocHoBanum IlepeuHs THIIOBBIX  YIPABJICHYECKUX apXUBHBIX  JOKYMCHTOB,
00pa3ylomMxcsi B TMpPOLECCEe MAEATEIBHOCTH TOCYIapCTBEHHBIX OPTraHOB, OPraHOB MECTHOTO
CaMOYIIPaBIICHUST W OpraHMW3alWii, C yKa3aHUEM CpPOKOB XpaHEHUS W HOMEHKIIATYPBI eI
TepputopualibHO# N30MpaTeNbHON KOMUCCHH N O0TOOpaHbl K YHUYTOXKEHHUIO KaK HE HMEIOIIINe
HaquO-HCTOqueCKOfI OCHHOCTH M YTPATUBIINC MPAKTUYCCKOC 3HAYCHUEC JOKYMCHTLI:

Ne Ne onucu
(pu
BBIICTICHUH K
3aroy0BoK Ne en. xp.
YHUUYTOKEHHUIO Cpoxu
nena 0 OTIMCH
JTIOKYMEHTOB Kon-Bo XpaHeHus
Ne WIN TobI (uHOEeKC [Tpume-
. A MIPH TIOJITOTOBKE el. Xp. U HOMEpa
/0 | TPYNIOBOM o - YaHUs
JieN K epeiaue (mem) craTeit
3aroJ0BOK HOMEHKJIa-
B apXUB 0 MEPEYHIO0
JTOKYMEHTOB Type J1en)
OpraHH3aIlNH,
rpada He
3aIoJHSIETCS)
1 2 3 4 5 6 7 8
Uroro ed. Xp. (e, dJIESKTPOHHBIX JeIT) 3a TOJTbI
(urdpaMu 1 TPOMHCHIO)
Omnucu e MOCTOSIHHOTO XPaHEHHs 3a roapl yTBEepKJIeHbl ¢ LleHTpanbHOU

OKCIIEPTHO -MPOBEPOYHON Kommccuerd ApxuBHoro komurera Cankr-IlerepOypra (mpoToKo
OT «__ » 20 1. Ne ).

(HaMMEeHOBaHUE JTOJKHOCTH JIMIIA, (moamnuck) (pacmudpoBKa MOAMKCH)
OTBETCTBEHHOTI'O 32 apXUB

(mara)
COI''TACOBAHO YTBEPXIEH
[IpoTokoa DKkcrnepTHOW KOMUCCUH [{eHTpaJIbHOM SKCTIEPTHO-IPOBEPOUHOM
TeppuropraibHOI KOMHUCCUH APXUBHOT'O KOMUTETA
n3buparenpbHOi Komuccuu Ne Cankr-IlerepOypra

oT Ne OoT Ne
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[Iponomxkenue npunoxenus Ne 16

JIOKyMEHTBI B KOJIUUECTBE el. Xp. (e, 3JAEKTPOHHBIX JIeN):
- Ha OyMa)XKHOM HOCHUTEJIC BECOM KT CJTaHbI B

(HaMEeHOBaHUE OPraHU3ALINN)

- Ha 3JICKTPOHHOM HOCHUTCJIC CAaHbI HA YHUYTOKCHUC

(crtoco® yHUYTOXKEHUS)

(HaMMeHOBaHUE JOKHOCTH JIUIIA, (moamuck) (pacumupoBKa MOITUCH)
CIABILIErO JOKYMEHTHI)

(mara)

HN3meHeHus B YUYCTHBIC NTOKYMCEHTBI BHCCCHBI

(HauMeHOBaHUE JOJKHOCTH IMua, (moamnuce) (pacmudpoBKa MOIIHCH)
BHECILIETO U3MEHEHHUs B yUYETHBIE
JIOKYMEHTBI)

(mara)
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[Tpunoxxenue Ne 17
K TUIOBOW MHCTPYKIIUHU

10 JICJIONIPOU3BOJICTBY B TEPPUTOPUATIEHON

n3bupatenpHOi kKomuccun B CaHkT-IleTepOypre

BHYTPEHHSA OITMCH JOKYMEHTOB JIEJIA

BHyTpeHHss ONUCH JOKYMEHTOB Jiejia Ne

Perucrpaunonnbiit Homepa
No patl Jara 3aroJioBOK p
HOMEp JIMCTOB [Ipumeuanus
n/n JOKYMEHTa JOKYMEHTa
JTOKyMEHTa nena
1 2 3 4 5 6
Hroro: JIOKYMEHTOB
(mudpaMu ¥ MPOIUCHIO)
KonnuecTBo 1MCTOB BHYTPEHHEN ONKMCHU JU1.

(g pamMu ¥ MIPOMUCHIO)

(HaMMeHOBaHUE JOJKHOCTH

JIMI1a, COCTABUBIIIETO
BHYTPEHHIOIO OIUCh
JOKYMEHTOB JIEJIa)

(nata)

(moamnuce)

(pacmudpoBKa MOITUCH)
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[Tpunoxxenue Ne 18
K TUIOBOW MHCTPYKIIUHU

IO JIETIOTIPOU3BOJICTBY B TEPPUTOPHUATHHON
n3bupatenpHOi kKomuccun B CaHkT-IleTepOypre

JIMCT-3ABEPUTEJIb JIEJIA

Jluct - 3aBeputens nena No

B nene noammTo u mpoHyMEpOBaHO

ucT(oB),

(mudpamMu ¥ IPOIUCHIO)

c Ne o Ne

, B TOM 4HCIIE:

JIMTCPHBIC HOMCpPA JIUCTOB

MPOMYIIEHHBIE HOMEpA JIUCTOB

+ JIMCTOB BHYTPEHHEN ONMUCHU

Ocob6eHHocTH (HPU3UUECKOT0 COCTOSHUS Howmepa
1 GOpMHpPOBaHUS JIeja JIUCTOB
1 2
(HauMeHOBaHUE (moamnuce) (pacmmudpoBKa MOITUCH)

JTOJIKHOCTH)

(mata)
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[Tpunoxenue Ne 19
K TUIOBOW MHCTPYKIIUHU
IO JIETIOTIPOU3BOJICTBY B TEPPUTOPHUATHHON
n3bupatenpHOi kKomuccun B CaHkT-IleTepOypre

Cankr-IlerepOyprckoe rocyiapcrBeHHOE Ka3eHHOE YUpeKIeHue
«enTpajbHblii rocynapcreeHnblii apxuB Cankr-IlerepOypra»

TEPPUTOPUAJIBHASA N3BUPATEJIBHASA
KOMMUCCHSA Ne

JAEJIO Ne Tom Ne

(3aroJIOBOK Jiernia)

(kpaliHue J1aThl)

Ha JINCTax

XpaHUTh
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[Tpunoxxenue Ne 20
K TUIOBOW MHCTPYKIIUHU

O JIETIOMPOU3BOJICTBY B TEPPUTOPHUATIBHON
u3ouparenbHoi komuccun B Cankt-IlerepOypre

YTBEPXIAIO
[Ipencenarens
n30upareabHO KOMUCCUT

YTBEPXIAIO
Jupexrop
Cankr-IlerepOyprckoro rocyaapcTBEHHOTO
Ka3eHHOTO yupexieHus LlenTpanbHoro
rocynapcrBeHHoro apxuBa Cankt-IlerepOypra

Ilonnuce Pacmudposka noanucu

Ileuatn
Jara

AKT
Ne
preMa-Tiepeiaun apXuBHbBIX
JOKYMEHTOB Ha XpaHEHHUE

[Toanuck Pacmmdposka
MOAIIUCH
[Teuats
[ara

(ocHOBaHME NEepeIayun)

(Ha3BaHMe nepegaBaeMoro Gpoxa)

chai,

(HaMMEeHOBaHUE OpPraHU3alluHY, TIepeatoIle TOKYMEHTHI)

HPUHSI.

(HaMMEeHOBaHUE OpPraHU3alluY, IPUHUMAIOLIEH JOKYMEHTHI)

HpI/IHI/IMaeT Ha roCyapCTBCHHOC XpaHCHUC JOKYMCHTHI 3a

n CHp&BO‘IHLIﬁ arrapar
(Tomer)

K HUM:
Ne n/nt HasBanue, Homep KonunuaecTBo 3K3eMILISIpOB Komnuectso | IIpumeuanus
OIHUCH OIMCH J€JI, JOKYMEHTOB en. Xp.
1 2 4 5
Hroro npunsATO en.Xp.

(M (ppamMu 1 IPOTINCHIO)

Ilepenauy npoussenu

[Ipuem npoussenu

JIOJIKHOCTB IMonmucr  PacmmgpoBka  JlomkHOCTB IToamuce PacmmgpoBka
MTOATIUCH MTOATINCH
Hara Jata
®oHay npucBoeH Ne
M3MeHeHNs B y4eTHbIE JOKYMEHTBI BHECEHBI
HaumenoBanue nomkHOCTH [Toanuce PacmmdpoBka noamucu

OTBCTCTBCHHOI'O 34 apXHUB

JHara
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