TEPPUTOPUAJIBHASA UBBUPATEJIBHASA KOMUCCHUSA Ne 58

PEHIEHUE

11 aBrycra 2026 roga Ne 18-2

Cankr-IleTepOypr

OO0 MHCTPYKIMH 1O JeJTONPOU3BOACTBY
B TeppuropunanbHoii n3d0uparenbHoil komuccuu Ne 58

B cootBerctBum ¢ pemenuem Cankr-IlerepOyprckoit u3bupaTenbHON
komuccun ot 31 wurons 2026 roma Ne 188-10 «O TumnoBoil HWHCTPYKIIMHU
N0  JCJONPOU3BOJACTBY B  TEPPUTOPHAIBHOM  HM30MpPATENBbHON  KOMHCCHH
B Cankrt-IletepOypre», TepputopuanbHas uzbuparenbHas komuccus Ne 58
pemuia;

1. YTBepaAuTh MHCTPYKUMIO MO JEIONPOU3BOJACTBY B TeppUTOpHanbHON
n3buparenbHo komuccun Ne 58 corjmacHO TPUIIOKEHHUIO K HACTOAIIEMY
PEUIEHUIO.

2. [IpuzHaTh YTPaTUBIIUM CUITY pelieHne TeppuropuanbHOU
n3zbuparenbHoi komuccuu Ne 58 ot 26 uronst 2020 roga Ne 2-9 «O06 uHCTpYKIIMHU
0 JIeTIONPOU3BOACTBY B TepputopuanbHoil n30upatenbHoit komuccuu Ne 58».

3. PaamecTuTh  Hacrosilliee  pemieHHe Ha  caite  TeppuTOpHANBHOM
n3bupatenbHol komuccuu Ne 58 B MH(POPMAIMOHHO-TEIEKOMMYHHUKAIIMOHHON
cetu «MHTEpHETY.

4. KoHTpoJiIb 32 WCHOJIHEHHUEM  HACTOSINEr0  PEUICHUS  BO3JOXHUTh
Ha npencenarens TeppuropuanbHOM  u3OuparenbHOM Komuccuu Ne 58
M.M. Hukudoposny.

[Ipencenarens TeppuropuanbHOU
n3buparenbHOl Komuccuu Ne 58 M.M. Hukudopona

Cexperaps TepputopuanbHOn
n3bupatenpHON Komuccun Ne 58 E.A. KpaBunk



IIpunoxenune
K pemeHuto TeppuTopranbHOi
n3buparenbHoi Komucenu Ne 58
ot 11 aBrycra 2026 romga Ne 18-2

YTBEPX/IEHA
pemerreM TeppuropuaabHOit

n3buparenbHoi Komuccnu Ne 58
ot 11 aBrycra 2026 roma Ne 18-2

HHCTPYKIUS
IO JIEJIOITPOMU3BOJCTBY TEPPUTOPHAJILHOM
U3BUPATEJBHOU KOMUCCHH Ne 58

O0mme mo1oKeHus

1.1. UucTpyKIius 1o JETOTPOU3BOICTBY B TepputopuanbHoi
nu3zbuparenbHoit komuccun Ne 58 (nmanee — MHCTpyKIusl) ycTaHaBIMBAET MOPSAOK
paboThl C JOKYMEHTaMH, OCHOBHBIE IMpaBUja MX MOATOTOBKH M O(OPMIICHHUS
B TepputopuanbHoil u3dbuparensHoil komrccuu Ne 58 (nanee — repputopraibHas
KOMMCCHS).

TeppuropuanbHas KOMHUCCHS BIIPaBE YTBEPKIATh TUIIOBBIE
W/  TPUMEpPHbIE HWHCTPYKIUU IO JIETONPOU3BOJACTBY IS  yYaCTKOBBIX
U30MpaTebHBIX KOMUCCHIA.

1.2. UncTpykius pa3paboTaHa Ha OCHOBaHUU (eaepallbHBIX 3aKOHOB
ot 12 urons 2002 roga Ne 67-®3 «O06 0CHOBHBIX TapaHTUAX U30UPATEIHHBIX MPAB
U TpaBa Ha ydactue B pedepeHayme rpaxknan Poccuiickoit dDenepanum»
(manee — denepanbHBIE 3aKOH 00 OCHOBHBIX TapaHTHSIX HM30MpaTEIbHBIX MpaB),
or 22 oxta6ps 2004 roma Ne 125-®3 «0O6 apxuBHOM nene B Poccuiickoii
®denepanuny, 3akoH0B CankT-IleTepOypra, moCTaHOBICHHU ¥ HHBIX HOPMATHBHBIX
akToB LleHTpanbHO# M3bupaTenpHOl Komuccuu Poccuiickoit denepanuu (1anee —
UK Poccum), Cankr-IletepOyprckoit m30uparenbHO KOMHUCCHH, PETjaMeHTa
TEPPUTOPUATIBHOM  KOMHMCCHM, C HCHOJIb30BaHWEM IMpuka3oB Pocapxusa
or 22 mas 2019 roma Ne 71 «OO6 yrtBepxkaenun IIpaBun aenonpom3BOACTBa
B TOCYJAapCTBEHHBIX  OpraHax, OpraHax MECTHOIO  CaMOYIpPaBJICHUSY,
or 25 npekabps 2020 roma Ne 199 «OO6 yrBepxaeHun MeToanvecKux

pekoMeHaanui 1o pa3paboTKe  MHCTPYKUHMM 1[0  JIEONPOU3BOJCTBY



B T'OCYapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIIPaBICHUS», OT 31 wmrois
2023 roma Ne77 «OO6 yrBepxkaeHuu IlpaBun opraHuzanuu XpaHeHUS,
KOMIUJIEKTOBAaHHUSA, Y4Y€Ta W HCIOJb30BaHUA JTOKYMEHTOB ApXUBHOro (oHaa
Poccuiickonn denepanuy U Ipyrux apXUBHBIX JOKYMEHTOB B I'OCYIAapCTBEHHBIX
opraHax, opraHax MECTHOro camoymnpasieHus u opranuzauusx», [OCT P 7.0.97-
2025 «Hammonanenslii crangapt Poccuiickoit @enepanuu. CucteMa cTaHIApTOB
no uH@opManuu, OMOIMOTEUHOMY M H3JaTelbckoMy Aeny. OpraHu3alMOHHO-
pacnopsauTenbHas JAOKyMeHTauus. TpeOoBaHus K O(OPMIIEHHUIO JOKYMEHTOBY,
I'OCT P 7.0.8-2025 «Hauuonaneusiii  cranmapt Poccuiickoit  ®enepanuu.
Cucrema cTaHaapToB Mo MHPoOpMaluu, OMOIMOTEYHOMY U HU3AATEILCKOMY JIENy.
J1enonpon3BOACTBO U apXUBHOE /1€J10. TEPMUHBI U ONIPEACIICHUS».

PaGora ¢ nokymeHTamu, cojaepXallMMH HWHGOPMAIMIO OrpPaHUYEHHOTO
pacrpoCTpaHEHUs, OCYIIECTBISIETCS B COOTBETCTBUH C TOCTAHOBJIEHUEM
[IpaButensctBa Poccuiickoit ®eneparuu ot 03 HosOpst 1994 roma Ne 1233
«O0 yrtBepxkaenun I[lomoxkeHuss o TOpsiAKE OOpalieHusT co  CIyKeOHOM
UHpOpMaIMel OrpaHUYEHHOIO paclpocTpaHeHHs B (¢eAepalbHbIX OpraHax
UCIIOJIHUTEIBHOU BJIACTH, YIIOJJHOMOUYEHHOM OPraHe yNpaBJICHHs UCIOJIb30BAHUEM
ATOMHOM 3HEPIUMM U YIOJHOMOYEHHOM OpraHe 10 KOCMHYECKOW JESITEIIBHOCTHU,
32 HCKIIOYEHMEM JOKYMEHTOB, COJEpKallUX cBeleHus o0 u3buparessix,
ydacTHUKaX pedepeHayma, oOpamaronumxcss B pamMkax (DYHKIIMOHUPOBAHHS
I'ocynapcTBeHHOM CcHCTeMBI perucTpanuu (ydera) wuzOuparenel, yJaCTHHKOB
pedepennyma B Poccuiickoit deneparmm.

1.3. Ilonoxxenust HCTpYKIMK pacipoCTPaHSIOTCS Ha OpraHU3alfio paboTh
C JOKYMEHTaMH HE3aBUCUMO OT BHJA HOCHUTENS, B TOM 4YHCIE C JIEKTPOHHBIMU
JOKYMEHTAMH, BKJIOYas MOArOTOBKY, PETHCTPALUIO, MPOXOXKICHHE, XpaHEHUE
Y UCIIOJIb30BAHUE JOKYMEHTOB.

[Tonoxenuss HCTpyKIMHM HE pacHpOCTPaHSIOTCS HAa OpPraHu3alui padoThl
C JOKYMEHTaMH, COJAEPKAIMMM CBEACHUSA, COCTABIAIOIIME TOCYAAPCTBEHHYIO

TaiHy.



TpeboBanuss WHcTpykuum Kk pabore ¢ (UHAHCOBOH, B TOM YHCIE
OyXraiTepckoil JOKyMEHTAIlMed pacnpoCTpaHsIOTCS Ha JaHHBIE JOKYMEHTHI
B YacTH OOIIMX MPUHLMUIIOB PabOThl C HUMHU, a TAKXKE OPraHU3alMHU TEKYIIETO
XpaHEHHs] JOKYMEHTOB M MOJATOTOBKM HMX K IEpeladye Ha apXUBHOE XpaHCHUE,
C ydeToM oOcoOeHHOCTeH  OIKETHOTO  3aKOHOAATENIbCTBA,  HACTOAIICH
Wuctpykiuu, uabix HopMatuBHbIX akToB LIMK Poccun, Cankr-IletepOyprckoit
n30UpaTebHON KOMUCCHUHU, TEPPUTOPUATIBHON KOMHUCCHUU.

Pabota ¢ qokyMeHTaMM MO OpPraHM3alMU 3aKyNOK TOBapoOB, padOT U YCIyr
ocyiiecTBigeTcs ¢ yderoMm @DenepanbHoro 3akoHa ot S5 ampens 2013 ropa
Ne 44-®3 «O kOHTpakTHOM cucTteMe B cdepe 3aKylmoK TOBapoOB, padOT, yCIyr
Ui oOecredeHus TOCYIapCTBEHHBIX M MYHUIMIAIBHBIX HYXI». OCOOEHHOCTH
OpraHu3aluyd JOKYMEHTOOOOpOTa, OTHOCSIIErocs K OpraHu3alud 3aKymnoK
TOBapoOB, pabOT W YCIIYT, MPaBUJIa TOATOTOBKH U O(hOpMIIEHUS TaKUX JTOKYMEHTOB,
a TaKXe TOpSJOK paboThl ¢ HUMHU MOTYT JIONOJIHUTEIBHO YCTaHABIMBATHCS
COOTBETCTBYOIIMMU  HopMmaTuBHbIMM  aktamu UK  Poccum,  CaHkT-
[TerepOyprckoit  mM30UpaTeIbHOW KOMHCCHH, TEPPUTOPHATBLHON  KOMMCCHH,
pUKa3aMu MpecenaTesss TepPUTOPUATIBHON KOMUCCHH.

1.4. TlpaBuna moAroTOBKH U OGQOPMIICHUS TOKYMEHTOB U MOPSIOK PaOOTHI
C HHUMH, TpeaycMoTpeHHble WHCTpykuuen, oO0s3aTeNbHbl Il YJICHOB
TEPPUTOPUATIBHOM KOMHUCCHUU U TOCYJAPCTBEHHBIX TPaXTaHCKUX CIYy’KalluX
amnrapaTta TEPPUTOPUATIBHON KOMUCCHHM (Jlajiee — TPayKJaHCKUE CIIyXallue) U JIULI,
3aMEIIAOIINX JOJDKHOCTH, HE SBJISIOIIMECS JOJKHOCTSMHU TIOCYJAapCTBEHHOU
IPAXKIAHCKON CIIYXOBbI, a TaKKe JIMIL, MPUBIEKAEMBIX O T'Pa)KJaHCKO-TIPAaBOBBIM
JIOTOBOPAM.

1.5. Benenue JIETTOIPON3BOJICTBA TEPPUTOPUATIBHOU KOMHUCCHUH
OCYHIECTBIIIET MpeJCeNaTeNb TEPPUTOPUAIBHOM KOMHCCUM WM TPAKIAHCKUM
CIyXKallMil anmapara TEPPUTOPUATBLHOM KOMHUCCHHM, HAa KOTOPOTrO BO3JIOKEHA
byHKIMS BEJACHUS JIEIONMPOU3BOJCTBA B COOTBETCTBUU C  JIOJDKHOCTHBIM
pernameHToM  (#anee — paOOTHUK amnmaparta, OTBETCTBEHHBIM 3a  BEJCHUE

JeTTOTIPON3BOJICTBA).



1.6. PaGoTHuku  ammaparta, MNOCTYNMBIIME  HA  TOCYIapCTBEHHYIO
rpaxaanckyto ciayxk0y Cankr-lIletepOypra B ammapaT TeppUTOpUATIbHOU
KOMHCCHUH, TUOO0 Ha JOJDKHOCTH, HE SIBISIONIUECS TOKHOCTSIMU TOCY1apCTBEHHOMN
TPAKIAHCKON CIIY>KOBI, a TakXke TpaxkJaHe, IMPUBJIEKAEMbIE MO TpaxkIaHCKO-
MPaBOBBIM JOTOBOPaM, JIOJDKHBI OBITh O3HAKOMJICHBI TOJ TMOJIUCH C TEKCTOM
Nuctpykimu ~ paOOTHMKOM — amnmapaTa,  OTBETCTBEHHBIM 32 BEJICHHE
JETONPOU3BOJICTBA.

1.7.B cnyuae yxoga B OTHYCK, Bble3Jla B KOMAaHAHPOBKY, OOJIE3HH,
YBOJBHEHUS  HUCIOJHUTENS  JOKYMEHTOB  HEHUCIOJHEHHBIE  JIOKYMEHTBI
0 TIOPYUYEHHUIO TMpeJIceAaTeNs] TEPPUTOPUATIBHON KOMUCCUM TIEPEAAIOTCS APYTOMY
UCIIOJTHUTEITIO.

1.8. Jlesonpou3BoACTBO B TEPPUTOPUATILHOM KOMUCCHH OCYIIECTBIISIETCS
CpeACTBAMU  TOJCUCTEMBl JOKYMEHTOOOOpPOTa W  yIpaBieHUS HHUPPOBBIM
KOHTEHTOM ['OCyZIapCTBEHHOW aBTOMATU3UPOBAHHOW CHUCTEMBI Poccuiickou
Odeneparun «Beiboper» (manee — [1J]), a Takke ¢ HCMOIB30BAaHUEM APYTUX
PETUCTPAlIMOHHO-YYETHBIX (QopM  (KapTOUHOM WM KYpHAJbHOM CHCTEMBI
pErucTpanuu JOKyMEHTOB).

Pab6ora B IIJ] MOXeT OCYIIECTBIATHCS KaK B 3aKpPBHITOM KOHTYpe, JAOCTYII
K KOTOPOMY 4WIEHaM TEPPUTOPUATBHOM KOMHUCCHMU W pabOTHUKAM anmapara
TEPPUTOPUATIBHOM KOMHUCCHUM IIPENOCTABISAETCA B COOTBETCTBUU C IPUKA30M
peacenaressi TEppUTOPUAIIBHON KOMUCCUM, TAK U B OTKPBITOM KOHTYpPE, IOCTYII
K KOTOPOMY ITPEIOCTaBISECTCS B COOTBETCTBUU C pacnopsbkeHueM lIpencenarens
UK Poccun, nopmatuBabiMu akTamu CankT-lleTepOyprckoit m3OupaTenbHON
koMuccuu 1o corjiacopanuio ¢ [{UK Poccun.

B 3akpeiToM KOHTYpe mpeaycMOTpeHa o0paboTka MEepCOHATBHBIX JAaHHBIX
1 MHOM KOH(pUACHIIMAIbHON HH(pOpMaITHy.

JlokymeHThI, comepxkariuecs B I1JI, MoryT OBITh MOANMHUCAHBI AICKTPOHHOMN
MOAIHCHIO TOJDKHOCTHOTO JIMLIA.

PaGora c JOKyMeHTaMu TEpPpPUTOPUATBHON KOMHUCCHM OCHOBBIBAETCS

Ha NPUHLHUIIE OJJHOKPATHOW PETUCTPALMHU TOKYMEHTA.



1.9. UncTtpykuuss W HU3MEHEHUsT B HEE YTBEPXKIAIOTCS PEIICHHEM
TEPPUTOPHAIBHOM KOoMHCCcHM Tociie coryiacoBanusa ¢ Caskr-lletepOyprekoit
n30UpaTebHON KOMUCCHEH.

1.10. B UHCcTpyKIIMU UCTIOJIB3YIOTCS CIEAYIOLIME TEPMUHBI U ONPEEICHUS:

OJIaHK JIOKYMEHTa; DJIEKTPOHHBIA 11a0JI0H OJaHKa JOKyMEHTa — JIUCT
OyMaru WM OJJIEKTPOHHBIM IAOJOH C PEKBU3UTAMH, HACHTHUPUIUPYIOMIUMHU
aBTOpa OPUIMATBLHOTO TOKYMEHTA, PACIOJI0KEHHBIMU B ONIPEIETIEHHOM MOPSIKE;

BHYTPEHHUI JOKYMEHT — JOKYMEHT, MOATOTOBJIEHHBIN B TEPPUTOPHATIBHON
KOMHUCCHUH, HE BBIXO/SIINM 3a ee Mpeebl;

BXOJSIINNA JOKYMEHT — JOKYMEHT, MOCTYNUBIIMA B TEPPUTOPHATHHYIO
KOMUCCHIO;

(oneKkTpoHHOE)  Jeno — pusznuecku  000cOOJEHHAs  WIM  JIOTHYECKH
OTIpeJICICHHAs] eIMHUIIA KJIACCU(PUKALUU U CUCTEMATU3AlMH B JIOKYMEHTaJIbHOM
boHIe TeppUTOPHATIBHON KOMUCCHHU, BKIIFOYAIOIIAS JOKYMEHT UM COBOKYIMHOCTD
JIOKYMEHTOB, OTHOCSIIUXCS K OJHOMY BOIIPOCY WM YYacTKY J€SITEeIbHOCTH,
UMEIOIIUX OJJMHAKOBBIN CPOK XpaHEHUS;

JIEJIOMPOU3BOICTBO — COBOKYITHOCTh IPOIIECCOB PAbOThI C JOKYMEHTaMH,
BKJIIOUass JOKYMEHTHPOBAaHHE, JTOKyMEHTOOOOPOT, ONEPATUBHOE XpaHECHHE
Y MCTIOJIb30BaHKE IOKYMEHTOB B JCSATEIBHOCTUA TEPPUTOPUATIEHON KOMUCCHUU;

JOKYMEHT — 3a)UKCUpOBaHHAasi Ha HOcuTesle HH(OpMaIus C peKBU3UTAMU
W/WJIA METaJIaHHBIMU, TIO3BOJISIONIUMU €€ UICHTH(PUIIUPOBATD;

JOKYMEHTAJIbHBIN  (DOHA — COBOKYIHOCTh JOKYMEHTOB, OOpa3ylOIIUXCs
B JICSITEIbHOCTU N30MpaTeIbHON KOMUCCHH;

JOKYMEHTHUPOBAHUE — CTaIUs JKU3HEHHOTO IUKJIAa JOKYMEHTa, Ha KOTOpOil
OCYILIECTBJISIETCST 3aMuch HWHGPOpPMALMKM C PEKBU3UTAMU W/MIU METaJaHHBIMU
Ha HOCHUTEJIE M0 YCTAHOBJICHHBIM MPaBUjIaM B YCTAaHOBIEHHOU (hopme;

JOKYMEHTOOOOPOT — ABMKEHUE TOKYMEHTOB B TEPPUTOPUAIBHON KOMUCCUHU
C MOMEHTa HX CO3[aHHMA WIM T[OJYYCHHUS [0 3aBEpPUICHUS HCIOIHEHUS

WJIH OTHPABKH,



nyONMuKaT JIOKYMEHTa — MOBTOPHBIN SK3eMIUISIp MOJUIMHHUKA JOKYMEHTA,
CO3/1aBAE€MBbII C LENbIO 3aMEHBI MMOIJIMHHUKA;

KU3HEHHBIM LMK JOKYMEHTAa — COBOKYMHOCTh CTaJWM CYIIECTBOBAHUS
JIOKyMEeHTa (JOKyMEHTUpPOBAHHOW WH(OpMaIMKM), HauMHas ¢ ero (ee) co3aaHus
710 YHUUTOXKECHUS;

3aBEpEHHAasl KOMMS — KOMUsl JOKYMEHTa, Ha KOTOPOM B COOTBETCTBHU
C YCTAaHOBJICHHBIM TOPSJIKOM MPOCTaBJICHbl PEKBU3UTHI, OOECIEUUBAIOIINE
€€ IPUIUYECKYIO CUITY;

UCXOJIAIINA JTOKYMEHT — IOKYMEHT, OTIPAaBISIEMbIM U3 TEPPUTOPUATBLHOMN
KOMUCCHH;

KOHTPOJIb UCIIOJIHCHUS JIOKYMEHTOB — COBOKYITHOCTh NeNCTBUM,
o0ecTieurBaloINX CBOCBPEMEHHOE UCIIOJTHEHNUE IOKYMEHTOB;

KOTTHSI JIOKYMEHTa — JOKYMEHT, MOJTHOCTBIO BOCTIPOM3BOISIIIUIA
uH(OpMaIHIO TTOVIMHHUKA W BCE €r0 BHEITHUE NMPU3HAKK WIIA UX YacCTh;

HOMEHKJIaTypa JeJ] — JOKYMEHT, COAEpPKAIIMM CHCTEMATU3UPOBAHHBIN
NEepeYeHb 3arojIOBKOB JEJ, CO3/1aBa€MbIX B TEPPUTOPUAIBHONW KOMHCCHH,
C YKa3aHHUEM CPOKOB UX XpaHEHUs, OPOPMIICHHBIN B YCTAHOBIIEHHOM TOPSJIKE;

HOPMAaTUBHbBIE JIOKYMEHTBI — COBOKYITHOCTh WHCTPYKTHUBHBIX MaTEpHAaJOB,
PAacCUMTAaHHBIX Ha IOCTOSHHOE WJIM MHOTOKPAaTHOE JAEHCTBUE M COAEPKAIIMX
KaKue-Im00 HOPMBI, TTpaBua, MPEIUCaAHUS;

HOCHUTENb (JOKYMEHTUPOBAHHOM) HH(POpMAIMUA — MATEPHAIBHBINA OOBEKT,
MCIIOJIb3YyeMbIN JIsl GUKCAIIMK U XPAaHEHUS TOKYMEHTUPOBAaHHOW HH(OpPMAIINK;

obpamenne B (GopMe  DJIEKTPOHHOTO  JIOKyMEHTa — oOpalieHue,
MoCTymnuBIIee B (GOpME AIEKTPOHHOTO JOKYMEHTa C MCIOJIb30BAHHEM CTPAHUIIBI
odpurmanpHoro caiita Cankr-IleTepOyprckoit n30MpaTeTbHOM KOMHCCHH B
WH()OPMAITMOHHO-TEJICKOMMYHUKAIMOHHON  cetn  «MHTepHeT»  (manee - ceThb
WNuTtepHer), npeiHa3HauYE€HHOM /JI HAMpaBJICHUS] O0palleHuil B TEpPUTOPHAIbHBIE
KOMHCCHU;

OTMETKa 00 3JEKTPOHHON MOAMMUCHU — PEKBU3UT 3JEKTPOHHOI'O JIOKYMEHTA,

MOJITBEPKIAIOIIUN €T0 NOANUCAHUE FIIEKTPOHHOU MOAIUCHIO;



opUIMANbHBIA JTOKYMEHT — IOKYMEHT, KOTOpPBIH CO3JaeTcs, 3aBepsiercs,
BBIJJAETCA B YCTAHOBJICHHOM 3aKOHOM HWJIM MHBIM HOPMAaTUBHBIM aKTOM IOpPSJIKE
OpraHOM TOCYAApPCTBEHHOW BIJIACTH, WHBIM I'OCYJApPCTBEHHBIM OPraHOM, OPraHOM
MECTHOI'O CaMOYIIpaBJICHUs WIM HMHOW YIIOJHOMOYEHHOM OpraHu3auuen,
YIOJIHOMOYEHHBIM JTOJKHOCTHBIM JIMIIOM M YAOCTOBEPSET IOPUANYECKU 3HAUMMBIE
(hakThbI;

oopMIIeHHE [TOKYMEHTa — MPOCTaBJICHUE Ha JIOKYMEHTE HEOO0XOIUMBIX
PEKBU3HTOB;

oOpalieHre B NUCbMEHHON (opMe — HampaBle€HHbIE B TOCYAapCTBEHHBIN
OpraH, OpraH MECTHOTO CaMOYNPABJIEHUS WM  JIOJHDKHOCTHOMY  JIMILY
B MUCBMEHHOM (hopMe MpeIoKEHUE, 3asIBICHUE UITH Kallo0a;

MUCHEMO — 0000IIEHHOE Ha3BaHKME PA3JIMYHBIX MO COAECPKAHUIO TOKYMEHTOB,
CITy’KalllUX CPEICTBOM OOILEHUS MEXK]Ty OPTaHU3ALUSIMHU, TPAKIAHAMU;

NO/JIMHHUK ~ JOKYMEHTA — IIEPBBIA ~ WJIM  €IMHCTBEHHBIA  DK3EMILISP
JNOKYMEHTA;

IIOPYyYEHHUE — JOKYMEHT, IPEANKUCHIBAIOIIMN BBIITIOJIHEHUE TEX WA HHBIX
3aJaHMH;

pEerucTpaIlmoHHO-yueTHas KapTouka gokymeHTa (nmanee —PYK) — dopwma,
UCIIOJb3yeMasl Ul 3alliCU CBEACHMM O JOKYMEHTE B LEJIAX ydeTa, MOUCKa
Y KOHTPOJIS, CO3aBacMasi Ipy PErucTpalny JOKyMeHTa ¢ ucnosb3oBanuem I1/;

pETHCTPAIMOHHO-YYeTHasT (opMa — CUCTEMA PETUCTpAIlUH, HCIOJIb3yeMast
B TEPPUTOPHAIBHOM KOMHCCHUM TpU peructpauuu aokymeHtoB (IIJ], xaprouxu
WJIW KypHam);

perucrpanus JIOKYMEHTa — 3allUChb  yYETHBIX JAaHHBIX (METaJaHHBIX)
O JIOKyMEHTE IO YCTaHOBIEHHOW (opme, ¢ukcupyoomas (GaxT ero cosgaHus,
OTNPABJICHUS WA TOJYYEHUS, U IPUCBOCHHUE €My PErMCTPalMOHHOIO HOMeEpa
Y J1aThl;

PEKBU3UT JOKYMEHTa — CTPYKTypHas dYacTb W DJJIEMEHT O(OopMIIEeHUS
JOKYMEHTAa, CIYXAallUid [ HICHTUPUKAUMKU JIOKyMEHTa W COJAepKalencs

B JIOKyMeHTe UH(GOpMallnu;



CHUCTeMa JJIEKTPOHHOTO JOKYMEHT0000poTa — MH(pOpMalMOHHAs CHCTEMa,
oOecrieunBaromas KA3HCHHBIA IHUKJI JOKYMEHTOB JO WX TIEpexXo/a Ha CTaIuio
ApPXUBHOTO XPAaHCHMSI VI YHUYTOKCHHUS;

CKaHUPOBaHUE JTOKYMEHTA — TIOJTyYeHHUE IEKTPOHHOTO 00pa3a JTOKYMEHTa,;

Cy)xeOHasl 3amncKa — BHYTPEHHUH JOKYMEHT, aJpECOBAaHHBIA OIHOMY
JOJKHOCTHOMY JTUITy TEPPUTOPHATLHON KOMUCCHH JPYTUM JTOJDKHOCTHBIM JIUIIOM
TEPPUTOPUATIEHON KOMHUCCHU U COJACPXKAIIMi  OOCTOSITEIBHOE HW3JIOKCHHE
KaKoro-n0o BOIIPOCA C BBIBOJAAMH U MIPEIJIOKCHUSIMH COCTABUTEIIS;

CPOK HCIIOJTHCHHS JIOKYMEHTa — CPOK, YCTAHOBJICHHBI HOPMAaTUBHBIM
IIPABOBBIM aKTOM, OpraHU3aIMOHHO-PACIIOPSIUTEIBHBIM JOKYMEHTOM, YKa3aHUSIMU
10 WCIIOTHCHHIO JOKYMEHTA WJTU TIOPYYCHHUEM;

yKa3aHMs 110 MCIOJHCHUIO JOKYMEHTA — PEKBU3UT, COCTOSIINN U3 HaAMHCH
Ha JIOKyMCHTC WJIM Ha OTACIBHOM JINCTEC YCTAHOBJICHHOW (DOPMBI, ClICJTaHHOM
JOJIKHOCTHBIM JIUIIOM;

y4yeT  JIOKYMEHTOB — ¢ukcanust  (akrta  MOJdy4yeHuss  JOKYMEHTOB
0e3 mMpOoCTaBIeHUsI HA HUX PETUCTPAIIMOHHBIX ITAMIIOB;

dopMupoBanue  (MEKTPOHHOIO)  Jieja — rPYIIUPOBAHUE  JIOKYMEHTOB
B (3JIEKTPOHHOE) AEJI0 U UX CUCTEMAaTH3aIlUs;

AKCIIEPTU3a IIEHHOCTH JIOKYMEHTOB — JCSTEIbHOCTh IO YCTAHOBJICHUIO
CPOKOB XpaHEHHUs JIOKYMEHTOB, OTOOpa WUX I apXHBHOTO XpaHEHHUS
WIM YHUYTOXCHUS, BBIABICHHIO OCO00 IEHHBIX M YHHUKAJIbHBIX JOKYMEHTOB
HAa OCHOBaHMU TpeOOBaHWI HOPMATHUBHBIX TPABOBBHIX aKTOB W KPUTEPHUEB
AKCIIEPTU3bI [ICHHOCTH JOKYMEHTOB;

AJNIEKTPOHHAS TMOAMKUCH — UH(POpPMAIUs B AIEKTPOHHON dopme, TpeOoBaHUS
KOTOPOW YCTAaHOBJCHHI HOPMATHUBHO, TIPEIHA3HAYCHHAS JUIsl TIOIUCAHUS,
COTJIacoBaHMs (BU3UPOBAHUS) M YTBEPKIACHUS DIEKTPOHHBIX TOKYMEHTOB;

AIEKTPOHHBIN JOKYMEHT — JOKyMEHTHPOBaHHAS uHbopMaIws,
MpPE/ICTaBIICHHAS B DJIEKTPOHHOU popme;

ANEKTPOHHBIN JOKYMEHTOOOOPOT — JOKYyMEHTOOOOPOT C HCIIOIh30BAaHUEM

aBTOMATU3UPOBAHHOM WH(POPMALIMOHHOM CHUCTEMBI (CHUCTEMBI 3JIEKTPOHHOIO



JIOKyMEHTO000pOTa);

ANIEKTPOHHBI  00pa3  MOKyMEHTa — DJICKTPOHHAsI  KOMUS  JOKyMEHTA,
M3TOTOBJICHHASA HA OYMa)KHOM HOCHUTEJE;

ANIEKTPOHHBIM  11abMoH  OJlaHKa  JIOKYMEHTa — CM. TEpPMHUH  «OJaHK

JOKYMCHTA».

2. Ilpuem, perucTpanusi M NPOXOKACHUE MOCTYNAKOIIUX JOKYMEHTOB

2.1. JlokyMeHTbl B TEpPUTOPUATBHYIO KOMHCCHIO JOCTaBISIIOTCS Yepe3
oTHeleHre CBsA3M (IOYTOM, TeyerpagHoil CBsI3bIO), OpraHamu (QeaepaabHOU
(denbaberepckoil CBsI3M, CHEIHAJIbHOM CBS3bIO, HAPOYHBIM WM TEPEaloTCs
Ha JUYHOM MPUEME TPaKJaH.

JIOKyMEHTBI MOTYT MOCTYyNaTh B TEPPUTOPHUATBHYI0 KOMHCCHUIO CPEICTBAMU
[1I, dakcuMUIbHONW CBS3bIO, OJJIEKTPOHHOM mTouTo B cetn HWHTepHeT
(mpenHa3HayeHa MCKIIOYUTENIBHO [JIs CIY>KeOHOM KOppEeCNOHICHIIMHU), uepes
pazmen «OnekTpoHHas ¢opma oOpamieHus» Ha  OQUIMATIBHOM  cailTe
Cankr-IlerepOyprckoit  m3bupatenbHOW  KOoMuUccMHM B ceth  HHTepHer,
npeHa3HAYeHHBIN JJIs HalpaBleHus: 00palleHuii B TEPPUTOPUATIBHYIO KOMHUCCHIO.

2.2. [lpuem, mepBuuyHas o00pabOTKa ¥ PpPETrUCTpanus IMOCTYIAOIINX
JOKYMEHTOB TPOU3BOIATCA TpeaceaaresneM (CEeKpeTapeM) TeppUTOpPHaAIbHOMN
KOMUCCUU WM  paOOTHUKOM  ammapara, OTBETCTBEHHBIM 3a  BEICHHE
JIEJIOMPOU3BOJICTBA ¢ HcIonb3oBanueM I1/], mubo KypHalbHONW PErHCTPallHOHHO-
yaeTHOW  dopmbl  (mpwiroxkeHne Ne 1) eXKETHEBHO B  4Yachl  pabOTHI
TEPPUTOPUATIEHON KOMUCCUH, KPOME BBIXOJHBIX U HEPAOOUUX MPA3THUYHBIX THEH.

Ilopsnok MOJNy4eHUS U PETUCTPALMM  JTOKYMEHTOB II0CJIE€ OKOHYaHWS
pabouero 1HS, B BBIXOJHBIE W Hepabouyue Tpa3gHUYHBIE ITHU, B TEPHUOJ
MOATOTOBKM M TMPOBEACHUA HW30UPATENbHBIX KaMIAHUW  yCTaHABIMBAECTCS
IpejcenaTeaeM TEPPUTOPUATIBHON KOMHUCCHHM JIMOO ONpENEsieTcss pEIIeHHEM
TEPPUTOPHUATIBHON KOMUCCHH.

2.3. [loctynuBime AOKYMEHTHI MOJAPA3JENsIOTCS Ha PETUCTPUPYEMBIE

n HC IMNOMICKAIIHUC PEIrUCTpalnm. HepequL AJOKYMCHTOB, HC IIOAJICKAIINX



perucTpaluu, onpeiesieH B npuiioxkeHun No 2.

2.4. Ilpu BCKpBITUM KOHBEPTOB, JOCTaBIEHHBIX OpraHamu QeaeparbHOR
dbenpaberepckoil  CBA3M, CHEUUATBHOW CBSI3bIO, MO TOYTE€ WM HAPOUYHBIM
MPOBEPSIOTCS  MPABWIBHOCTh aJPECOBAHUS, KOMIUIEKTHOCTh U II€JIOCTHOCTH
JOKYMEHTOB, HaJIMYME NPWIOKEHUM, CBEPSAETCS COOTBETCTBUE HUX HOMEPOB
YUYEeTHBIM HOMEpaM, yKa3aHHbIM Ha KOHBepTax. HemnpaBwibHO aapecOoBaHHbBIC
U OHIMOOYHO BJIOKEHHBIE JIOKYMEHThI HE PErUCTPUPYIOTCS, TMEPEChLIAI0TCS
10 HA3HAYEHMIO WM BO3BPAIIAIOTCS OTIPABUTEIIO.

2.5. Ecnmu mipu BCKpBITHMM KOHBEpPTa OOHAPY>KEHO OTCYTCTBHE JOKYMEHTOB
WIM WX OTACJIBHBIX JIUCTOB, NPWIOKEHUM, TOBPEXKACHUE JTOKYMEHTOB
WM HECOOTBETCTBHE HOMEPOB JOKYMEHTOB HOMEpaM, YKa3aHHBIM Ha KOHBEPTE,
npeacenaTeneM (CeKperapeM) TEPPUTOPUATILHOM KOMHUCCHM WM PaOOTHHUKOM
arnmapara, OTBETCTBEHHBIM 3a BEIEHUE JEJIONPOU3BOJICTBA COCTABISAETCS AKT
YCTaHOBJICHHOM  QopMbl B ABYX  dK3emiurgpax  (npuiaoxkeHue  Ne 3).
OauH SK3eMIUIAp akTa TOChUIAeTCsl OTIPaBUTENIO, APYrod mpuoOIIaeTcs
K PUHSATBHIM TOKYMEHTaM.

Ha o00opoTHO#1 cTOpOHE MOCHIEIHEro JUCTa MOBPEXKACHHOTO JIOKYMEHTa
B MPABOM HUKHEM YTJIy JEJNAEeTCs OTMETKA «J[OKYMEHT MOIyYeH B MOBPEKICHHOM
BUJIEN.

2.6. KoHBepThl OT MOCTYNHUBIIMX JOKYMEHTOB HE YHUYTOXKAIOTCS B CiydYae,
€CJIM TOJbKO MO HHUM MOKHO YCTAHOBHUTH aJpEC OTIIPABUTEINS, AATy OTIPABKHU
U TIOJIyYEHUs TOKYMEHTOB, €CJIM OHU COAEPXKAT TIOKYMEHTBI, KOTOPbIE MOCTYIUIN
n3-3a TpenesnoB teppuropun Poccuiickon denepannu, U3 CyJI0B, CIEICTBEHHBIX
OpraHoB, JMOO JIOTOBOPHI, TPETCH3WH, WCKOBBIC 3asBICHUS, JOKYMEHTHI,
CBS3aHHBIE C pPa3MEIICHUEM 3aKa30B Ha MOCTABKU TOBApOB, BBIMNOJHEHHE PadOT,
OKa3aHUe yCIIYT JJII TOCYIapCTBEHHBIX HYX]I.

2.7. ITakeTsl ¢ momeTKON «JIMuHO» mepemaroTcs agpecaraM B 3aKPHITOM
BU/JIE MO/ MOIHUCH.

2.8. Ilpu perucTpamuu TMOCTYNHBIIETO JOKYMEHTA B PETHUCTPAIMOHHO-

y4eTHOM (opMe 00s3aTeIbHO BBOAATCS CICAYIONINE PEKBU3WUTHI: HCXOISIIHI



HOMEp JOKYMEHTa W JaTa, JaHHble O KoppecnoHaeHTe (anpecante) (dhamumnus,
uMsl, OT4ecTBO (IpU HaNW4yuMK) (PU3MYECKOTO JIMIAa WM HAUMEHOBAaHHE
OpraHu3aluu), KpaTKoe COACp)KaHHE JOKYMEHTa, a TaKXKe KOJIUYECTBO JHUCTOB
OCHOBHOI'O JOKYMEHTa M JIMCTOB NPUJIOKEHHUS, KOJUYECTBO SK3EMIUISPOB, BHU/I
noctaBkd. Ilpu peructpanum BXOIAIIETO JOKYMEHTa JIEJNAeTCAd CBs3KA C
HCXOJISIIIIUM JOKYMEHTOM Ha KOTOPBIM TaeTcsi OTBET (€CIM TaKOBOU UMEETCs).

IIpu ocymecTBneHun perucrpanuu cpencrsamu IIJ[ Ha nuueBor cTOpoHE
NEepPBOTO JIUCTA 3aperMCTPUPOBAHHOTO JOKYMEHTAa Ha OyMa)XHOM HOCHUTEJE,
KaK MPaBUJIO, B TIPABOM HIKHEM YTy MPOCTABISIOTCS PErUCTPAIlMOHHBIN HOMEP
U J1aTa, a TAKXKE IITPUX-KOJ C YKA3aHUEM HAUMEHOBAHUS OpraHU3alnu.

Ecnu mpocTtaBneHue perucTpaliMoHHOTO HOMEpa 3aTpyAHSAECT MPOYTEHUE
TEKCTa JIOKYMEHTa, B TakOM CJly4ya€ BXOJSIIMHA HOMEp MPOCTaBIAECTCS
B CBOOOJHOM OT TEKCTa YIJIy Ha JIUIIEBOM CTOPOHE MEPBOTO JIMCTA JOKYMEHTA,
a MTPUX-KOJ] TPOCTABISACTCS MPU HATUYUHA TEXHUUECKON BO3ZMOKHOCTH.

IIpy oOcymiecTBIEHHH PETUCTPALMK B JAPYIOM PErUCTPALMOHHO-YYETHOU
dopMe perucTpalMoOHHBIM INTAMI C YyKa3aHHEM BXOSIIEr0 HOMepa, JaThl
pErucTpauu MpOCTABISAETCS, KaK IMPAaBHJIO, B NMPaBOM HIKHEM YIIy JUUEBOU
CTOPOHBI TIEPBOTO JINCTA 3aPETUCTPUPOBAHHOTO JAOKyMeHTa. [Ipu HeoOXoauMocTu
YKa3bIBAa€TCA BPEMSI PETHCTpPAlMM (Yachl MU MUHYTHI), & TAK)KE BXOISIIHI HOMEP
JOKYMEHTA HA MPUII0KEHUU.

Ha konum nokymeHTa BXOASUIMNA HOMEP MPOCTABISAETCS B MIPABOM HIKHEM
YTI1y JIMIIEBOM CTOPOHBI MIEPBOTO JIUCTA.

Hymepanuss nocTynmuBIIMX JOKYMEHTOB OCYHIECTBISIETCS B Ipeneiiax
KaJICHIApHOT0 roja.

K moBTOpHBIM JOKyMEHTaM MpUKIAIbIBaeTCs WHPOpMAIUI O paHee
MOCTYNUBIIKX JOKYMEHTaX M pe3yjbTaTaX UX HCIOJIHEHHUS, KOTopas nmepeaaeTcs
OTBETCTBEHHOMY 34 UCIIOJIHECHHUE.

[Ipu peructpanum maokymeHta Ha OymaxHoMm Hocutene B IIJl oH moxer
OBITh OTCKaHMpPOBaH, a 3aTeM K PYK MoxeT ObITh NMpUCOETUHEH 3JIEKTPOHHBIN

o0pa3 JOKyMeHTa U MPWIOKEeHUs K Hemy B ¢popmate pdf.



[Tocne peructpauuu cpencrteamu IIJ[  mocTynuBIIErO  3JIEKTPOHHOIO
JOKYMEHTa, B TOM YHUCJE M3 BBILIECTOSIIEH M MHOW HM30MpaTEIbHON KOMHUCCHUH,
OH MOXeET OBITh pacreyaTaH Ipy HEOOXOJUMOCTH.

2.9. 3aperucTpupoBaHHbIE JOKYMEHTBHl pacCMaTpUBAIOTCS IpejcenaTeaemM
TEPPUTOPUAIIBHOM  KOMHUCCHH,  3aT€M  [OCIE  NEPEHECEHHs  YKa3aHWUs
M0 HKCIOJHEHUIO JIOKYMEHTa B PETUCTPALMOHHO-YYETHYIO (OpMY NEepenaroTcs
HCTIOJTHUTENSIM.

IIpn perucrpaunu noxymentoB B IIJI paccmorpeHue npencenarenem
TEPPUTOPUATIBHOM KOMMCCHUU JIOKYMEHTOB M HAINPABICHUE HMX HCIOJIHUTEIAM
B 3JIEKTPOHHOM BHJI€ MOXKET OCYIIECTBIAThCS cpeactBamu [1J] 6e3 odopmiienus
KOITUU Ha OyMa)KHOM HOCHUTEJE.

2.10. VicnosiHeHHBIE JOKYMEHTBI CIIMCBIBAIOTCS B JEJ0 TpejceaaTesieM
TEPPUTOPUATIBHOM KOMHUCCHM U TOMEIIAITCA B JEI0 B COOTBETCTBUU

C HOMEHKJIaTYpO# Jie]1 TEPPUTOPUATIBHON KOMUCCHH.

3. OcHOBHBIE TPeOOBAHNS K MOATO0TOBKE M 0)OPMIIEHHIO TOKYMEHTOB

3.1. JlIokyMeHTBhI,  cO3/aBaeMble B  TEPPUTOPUATBLHOM  KOMHCCHH,
opopmiisitoTcss Ha OJlaHKaxX, Ha CTAHJAPTHHIX JucTax Oymarum Qopmara A4
(210 x 297 mm) mim AS (148 x 210 MM) 100 B BUJE IICKTPOHHBIX JTOKYMEHTOB
U JIOJDKHBI UMETh YCTaHOBIIEHHBIN COCTAB PEKBU3UTOB.

3.2. lokymMmeHTbl OGOPMIISIOTCS Ha TPOJOJIBHBIX JUOO YIJIOBBIX OJIaHKax
YCTAaHOBIIEHHON (DOPMBI, HM3TOTOBJICHHBIX TUMOTPA()CKUM WIH KOMIBIOTEPHBIM
criocobom (mpmitoxkenue Ne 4).

B TtepputopuanibHO KOMHUCCHHM MOTYT OBITh YCTaHOBIEHBI CIEIYIOIINE
BUJIbI OJIAHKOB:

OJIaHK MPOTOKOJIA 3aCEeIaHUs TEPPUTOPHATHHON KOMHUCCHH,

OJIaHK peleHus] TEPPUTOPUATIEHON KOMHUCCHUH;

OJIaHK TpUKa3a MpeacenaTess TEPPUTOPUATbHON KOMUCCHUN;

0JIaHK MHUCbMa TEPPUTOPUATIBHON KOMUCCHUHU.



3.3. Ilpy moxaroroBke IOKyMEHTOB ¢ mnpumeHeHueM IIJ] umcnonb3yrorcs
ANEKTPOHHbIE  IIA0JOHBI  OJAaHKOB  JOKYMEHTOB, KOTOPbIE€ PaBHO3HAYHBI
Y UJICHTUYHBI IO COCTaBY PEKBHU3UTOB, MOPSAKY UX PACIOJIOKEHHUS U TAPHUTYPAM
mpudTa OJaHKaM JOKYMEHTOB Ha OyMa>KHOM HOCHUTEJNE.

3.4. lokymMmeHTbl OQOpMIISIIFOTCSI B COOTBETCTBUU ¢ TpeboBaHUSIMU
K IOKyMEHTaM, U3rOTOBJISIEMBIM C TIOMOUIBIO MEYATAIOLIUX YCTPOUCTB, U K (paiiiam
TEKCTOBBIX TJOKYMEHTOB (mpuiiockeHue Ne 5).

3.5. Ilpu noaroroBke M oGOpMIIEHHH AOKYMEHTOB JOJDKHBI COOMIOAATHCS
npaBuiia 0OpMIICHUS PEKBU3UTOB, U3JI0KEHHBIE HUXKE.

3.5.1. Ha Omnankax gokyMeHToB mnomemiaercs rep0o Cankt-IlerepOypra.
[opsnok U3rOTOBJICHUS, UCIIOJIb30BAHUS U XpaHeHus 0JIaHKOB
¢ BocnpousBenenuem repba Cankr-IlerepOypra ycranaBiauBaercss 3aKOHOM
Cankrt-IlerepOypra ot 23 anpenst 2003 roma Ne 165-23 «O nerasbHOM ONMKMCAaHUU
oduimanbHbIX cuMBOJIOB CaHkT-IleTepOypra u nopsiike uxX UCIOIb30BAHUS.

KoHTponb 3a npaBMIIbHBIM HCIIOJIB30BaHUEM OJIAHKOB U UX COOTBETCTBHEM
YCTaHOBJIEHHBIM 00pa3liaM OCYIIECTBISETCA MpecenaTeeM TeppUTOpUaIbHOM
KOMUCCMM W pabOOTHMKOM  ammapaTa, OTBETCTBEHHBIM 32  BEJICHHE
JIEIOMIPOU3BOJICTBA.

3.5.2. HaumeHnoBanue n30upareabHON KOMUCCHHU.

HaumenoBanve wu30upaTenbHOM KOMHCCHMHM YKa3bIBaeTCs Ha OJIaHKax
B COOTBETCTBHHM C pemeHrueM Cankr-IleTepOyprckoit n3duparenbHOM KOMUCCHH.

3.5.3. CpaBouHbIe 1aHHbIE 00 N30UPATEIHHON KOMUCCHUHU.

CnpaBouHble JaHHbIE O TEPPUTOPUAIIBHOM KOMHCCUU  YKa3bIBAIOTCS
B OJ1aHKaX MHUCEM, HaIIpuUMep:

yi. CaBynikuHa, 1oM 83,
Cankr-IletepOypr, 197374
Ten.: +7 (812) 576-03-58;
http://www.tik58.spbik.spb.ru
OKTIO 44449577; OI'PH 1207800070807,
WNHH 7814776564 KIIIT 781401001

3.5.4. HauMeHOBaHHUE BHJIa IOKYMCHTA.


http://www.tik58.spbik.spb.ru/

HamMmeHnoBaHue BHJa JOKYMEHTa yKas3blBaeTcsl Ha BcexX OJlaHKax
M3/1aBAEMbIX IOKYMEHTOB (IIPOTOKOJI, PEIIEHUE U T.J.), 3 UCKIIIOUEHUEM IHCEM.

3.5.5. Jlata nokymeHTa.

JlaToli nOKyMEHTa sBIIAETCA JaTa ero IOANKCaHUs, yTBepxkaeHusd. [laron
MIPOTOKOJIA SIBJISIETCS 1aTa 3aceaHusl, a aKkTa — Jlata COOBITHS.

JIOKyMEHTBI, U3JJaHHbIe ABYMs WM OoJiee OpraHu3alusIMU, TOJKHBI UMETh
onHYy (eauHyl0) JaTy, COOTBETCTBYIOLIYIO JaTe€ NOJNUCAHUA JOKYMEHTa
IIOCJIEAHUM JOJIKHOCTHBIM JIMLIOM.

Haty noxkymenTa opopMIIsiIOT apaOCKUMH U paMu B IOCIE0BATEIbHOCTH:
JeHb Mecsila, mecsl, roa. Jlenb mecsua u mecsy oQopMIISIOTCS ABYMSI apamu
apa0Ockux uudp, pa3aeneHHbIMU TOYKOW, TOJl — YEThIpbMS apabckumu nudpamu,
HaIpumep:

17.01.2025

Jlomyckaercs clioBecHO-IIMGPOBOI criocod oopMiIeHUs 1aThl, HAPUMED:
09 stuBapst 2025 T.

3.5.6. PerucrpaiimoHHbIii HOMEp JOKYMEHTA.

JUist BXOIAIIMX M HUCXOISIIMX JIOKYMEHTOB, OOpalieHuil — MHIEKC Jelna
110 HOMEHKJIAType U, Yepe3 KOCYI0 YepTy, MOPSIKOBBIA HOMEDP TOKYMEHTA.

PeructpaniMoHHbIii HOMEpP JOKYMEHTAa, W3JIaHHOTO COBMECTHO, COCTOMT
U3 PAa3JCICHHBIX KOCOW YepTOM pPEruCcTPAllMOHHBIX HOMEpPOB, MPHUCBOCHHBIX
OpraHu3alusIMHi — aBTOPAMHU JOKyMEHTa u PaCIOIOKEHHBIX
B TOCJEAOBATENbHOCTH, COOTBETCTBYIONICH OO0O3HAYCHUIO HAWMMEHOBAHMM
OpraHu3alui B 3aroJ0BOYHOM YaCTH IOKYMEHTA.

3.5.7. Ccputka Ha pPETUCTPAIMOHHBIA HOMEpP M JaTy TMOCTYIHUBIIETO
JIOKYMEHTA.

Ccblika Ha PErUCTPAllMOHHBIA HOMEP M JIaTy MOCTYHUBIIErO JIOKYMEHTa
BKIIFOYAE€TCI B COCTaB PEKBU3UTOB OiaHka muchMa. CChUIKAa MPOCTABIACTCS
MCIIOJTHUTENEM MPU NOATOTOBKE MUChMa-OTBETA.

3.5.8. Mecro cocraBnenus (M31aHus) JOKyMEHTA.

Mecto cocraBinenusi (u3aHusl) JOKYMEHTa YKa3blBaeTcsi Ha OJlaHKe

KOHKPCTHOI'O BHJIAa AJOKYMCHTA. B Onankax mmcem CBCACHHUA O MCECTC CO3aaHUA



JOKYMEHTa coJiepKarcs B PEKBHU3UTE «CrpaBoyHbIe JaHHbIE
00 130upaTeIbHOM KOMUCCUM.

[Ipy npomOABLHOM PacCHOIOKEHUH PEKBU3UTOB OJIaHKA MECTO COCTaBIICHHUS
WIM W3JaHUS JOKYMEHTa YKAa3blBa€TCS B CEpPEIMHE CTPOKM MEXAYy JaTou
U PErHCTPAllMOHHBIM HOMEPOM JOKYMEHTa, a MpU YIJIOBOM PACHOJIOKEHUH
PEKBHU3UTOB — I10J] JAaTOH M PErUCTPALMOHHBIM HOMEPOM JIOKYMEHTa, OT Kpas
JIEBOTO TOJIS.

3.5.9. I'pud (momeTka) 00 orpaHUYEHUH AOCTyNA K JOKYMEHTY.

[IpocraBnsercs Ha JIOKYMEHTAX, coJiepKaIux UH(OpPMALIHIO
OTPaHUYEHHOI'O PAaCHpPOCTPAHEHUS, KacCaloIyIOCsd IeATEIbHOCTH OpraHu3aluii,
OTpaHUYEHHUs] HAa  PACIPOCTPAHEHHE  KOTOPOM  JIUKTYIOTCS  CIYKeOHOM
HEOOXOJMMOCTBIO, a TakKe IMOCTYNUBIIAS B TEPPUTOPHAIBHYIO KOMHUCCHUIO
HecekpeTHass MHGOpMaIMs, JOCTYN K KOTOPOW OTrpaHWYeH B COOTBETCTBHH C
dbeneparbHBIMU 3aKOHAMH.

[lomeTka Ha MAOKyMEHTaX, COJAEpXKAIUX HHPOPMAIMIO OTrPaHUYEHHOTO
pacnpocTpaHeHus, uMeeT Bua «lis ciyxeOHoro nonb3oBanus» (nanee - J1CII).

IlomeTka mnpocTaBiseTCss B BEPXHEM IPaBOM YIUIy JIMLEBOH CTOPOHBI
IIEPBOTO JIUCTA IOKYMEHTA OT IPAHUILIbI BEPXHETO IOJIS.

3.5.10. Anpecar.

PexBu3uT «Anpecaty pacrnonaraercs crpaBa MoJl peKBU3UTaMu OJlaHKa.

JIOKYMEHTBI aIpeCylOTCs B OpraHU3alMU, UX CTPYKTYpHBIE TOJpa3/ielIeHus,
JOJDKHOCTHBIM JIMLAM WJIM TpakaaHaM IIpM OTBET€ Ha HUX OOpalleHus.
HaumMeHOBaHUs OpraHu3allid W CTPYKTYPHOTO IOAPA3JIEICHUs YKa3bIBAIOTCS
B IMEHUTEIBHOM MAaJIeKe, HAIIPUMED:

Anmvunuctpanus [Ipumopckoro paiiona
Cankr-IletepOypra
HOpuanueckuii otaen

Ecnu AOKYMCHT aApeCyCTCda AOJZKHOCTHOMY JIMIy, HAMMCHOBAHHC
opraHm3aliii YKa3bIBACTCA B MMCHUTCIIBHOM IIaACKE, a4 AOJZKHOCTb H (I)aMI/IJII/IH

— B JaTCJIIbHOM. HpI/I 9TOM MHHIHAJIbI YKA3bIBAOTCA I10CIIC (I)aMI/IJ'II/II/I, HaIIpUMCECp:



Anvunuctpanus LlenTpanbHOro paiiona
Cankr-IletepOypra
HawansHuky o6uiero otaena

NBanosy H.II.

Ecnu JOKYMEHT aapecyercs PYKOBOJIUTENIO OpraHu3aluu
WIM ero 3aMeCTUTENII0, HAaWMEHOBAaHHE OpraHuW3alud JOJDKHO  BXOJHTHh
B HAMMEHOBaHUE JOHKHOCTHU ajJpecara, Halpumep:

3amecTurento nupekropa Beepoccuiickoro
HAy4YHO-HMCCIIEI0BATEIHCKOTO HHCTUTYTA
JIOKYMEHTOBEJICHUS U apXUBHOTO JIeJia

Cwmupsaoy ILII.

Ecmu HJOKYMCHT  aJApCCyCTCA OpraHu3anvu, CHa4daJla  YKa3bIBaCTCA

€€ HAaUMCHOBAHHC, 3aTCM MMOYTOBBIN aJIpeC, HAIIPUMCP:

[lenTpanpHas u30upaTeabHass KOMUCCHUS
Poccuiickoit @enepannu

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

Jlonyckaercs LIEHTPUPOBATh KaXIyl0 CTPOKY PEKBH3UTA «AIpecar»
10 OTHOILICHUIO K CAMOU JNIMHHOW CTPOKE.

JlommyckaeTrcs  MCIMONBb30BaTh  OMQUIIMANTBEHO  TMPHUHATBIE  COKpPAIICHHBIE
HAaNMEHOBAaHUs OPraHOB T'OCYJAPCTBEHHOM BIJIACTH, MECTHOI'O CaMOYIIPABJICHUS,
OpraHU3aIUH.

[TouToBBIN agpec yKa3blBa€TCA B IIOCJIENOBATEIIBHOCTH, YCTAHOBICHHOMN
[IpaBunamMu OKa3zaHusg YCIYyr MOYTOBOM CBSI3H, YTBEPKICHHBIMH NPUKA30M
MunuctepcTBa UUPPOBOTO pa3BUTHUS, CBA3M M MACCOBBIX KOMMYHHUKAIMI
Poccuiickoit ®@enepanuu ot 17 ampens 2023 roma Ne 382 «O06 yTBepkIeHHUH
[IpaBun oka3aHus yCIyT MOYTOBOU CBSI3U.

Ecnn nokyMeHT oTnpaBiisieTcs B HECKOJIBKO OJHOPOIHBIX TOCYAAPCTBEHHBIX

OpraHOB WJIM OpraHU3allui, UX CIEAYET YKa3blBaTh 000OIIEHHO, HATPUMED:



[IpencenarensiM y4aCTKOBBIX KOMUCCUH

JIOKyMEeHT He JOJDKeH cojep)kaTh Oojee  4YeThlpeX  aJpecaros.
CnoBo «konus» nepes BTOPbIM, TPETHUM, UETBEPTHIM aJIPECATOM HE YKa3bIBAETCS.

[Ipu HanmpaBiieHHH JOKyMeHTa Oojee 4yeM B YeThIpe aJpeca COCTaBISETCS
CIIMCOK PACChUIKA YCTaHOBJIICHHOW Qopmbl (npwiokenue Ne 6), KOTOpBIi
MOJIMKUCHIBAETCS MIpe/icelaTeIeM TEPPUTOPHUATIbEHON KOMUCCHUU.

[Ipu aapecoBaHMM NOKYMEHTa (PU3UYECKOMY JIMI[y BHAJaye yKa3bIBaIOTCS
(baMuIMs ¥ MTHUIMANBI TIOJTydaTessi, 3aTeM [MOYTOBBIN a/ipec, HalpuMep:

®omunueny I1.1.
MockoBckuii np., 1om 15, kB. 10,

Cankr-IletepOypr,
190005

[Ipu oTnpaBke MUcbMa MO ANEKTPOHHOM MOYTE WK MO (PAKCUMUIBHOU CBA3U
(6e3 mochUIKM MO MOYTe) MOYTOBBIN ajnpec He ykasbiBaeTcs. [Ipu HeoOXoaumMoCTH
MOXXET OBITh YyKa3zaH aJpec JJICKTPOHHOM TMo4Thl (HoMmep TenedoHa/dakca),
HaIpumep:

MUHHUCTEPCTBO FOCTUIIUH
Poccuiickoit @enepannu
mail@minjust.ru

3.5.11. I'pud yrBepxkacHUS TOKYMEHTA.

JIOKyMEHT  yTBEpKIAeTcsd JOKHOCTHBIM JIUIIOM WJIH  CHEUAJIbHO
M3/1aBA€MbIM JIOKYMEHTOM.

[Ipu yTBEepkKaeHUU TOKYMEHTa IOJKHOCTHBIM JUIOM TpU( YyTBEpKIACHUS
noixeH coctosTh u3 cioBa Y TBEPXXJIAIO 6e3 kaBbluek u MPOMUCHBIMUA OYKBAMH
U Ha  CclHeaymouled  CTpOKE — HAMMEHOBAHWE  JIOJDKHOCTH,  IMOAIMUCH,
(mpu odopmieHun Ha OyMaXKHOM HOCHUTENIE), WHHUIMAJIBI W (QamMuwinds uIa,

YTBCPAUBLICTO JOKYMCHT, AdTa YTBCPXKACHUAA.



I'pud yrBepxaeHUs pacnojiararoT B IPaBOM BEPXHEM YIUIy MEPBOTO JIUCTa
JOKyMeHTa. B rpude yTBepKIAEHUS [TOMYCKAaeTCsl UEHTPUPOBATH SJIEMEHTHI

OTHOCHUTEJIBHO CaMOM JJIMHHOM CTPOKHU, HAIIPUMED:

YTBEPXJIAIO
npeaceaarens TeppuropuaibHON
u30upatenbHoi komuccuu Ne 58

IHOAIINCH HMHUIINAJIbI, (I)aMI/IJ'II/ISI
JgaTa

[Ipu yTBep)IEHUM NOKYMEHTA MOCTAHOBJIECHUEM, IMPOTOKOJIOM, PELICHUEM,
pactiopsikeHueM Tpud  yTBepxkaeHus coctout u3 cioBa Y TBEPXJIEH
(YTBEPXIAEHA, VYTBEPXJIEHbI wm VYTBEPXJIEHO) 0e3 kaBbiuek
U TNPONUCHBIMH OyKBaMHM, HAWMEHOBAHHUS  YTBEPXKIAIOIIETO JIOKYMEHTa

B TBOPUTCIIBHOM IIAJCKE, €TO AAThl 1 HOMCpPA, HAIIPUMCP:

YTBEPX/EH
pemieHneM TepputopualibHON
n30upatenbHoi kKomuccuu Ne 58
oT 24 suBaps 2025 r. Ne 130-7

3.5.12. Yka3zaHus 1o UCTIOIHEHUIO JOKyMEHTA (PE30TIONNs).

VYkazaHusi M0 WCIOJHEHHUIO JOKYMEHTa MOTYT OBITh HANHCAaHBl OT PYKHU
mpeacenareyeM TEPPUTOPHAIBHOW KOMHUCCHU Ha TMOJJIWHHUKE JTOKyMEHTa
Ha CBOOOJHOM OT TEKCTa MeCTe WM OPOPMIICHBI Ha OTIEITHLHOM JHUCTe (hopmaTa
A6 (105 x 147 mM), OpUIOKEHHOM K JIOKYMEHTY. YKa3aHUsl MO HCIOJHEHHIO
JOKyMEHTa BKITFOUAIOT bamunuu u WHUIAAITBI UCTIOJTHUTENCH,
Mpu HEOOXOAMMOCTH — COJIEPKAHUE TMOPYUYEHHs, CPOK HCIOJIHEHHUS, MOIIUCH
(mpu opopmIteHNN HA OYMa)KHOM HOCHTEJIE) PYKOBOJIUTEINS M 1aTy, HAIIPUMED:

CuzoBy A.1O.
['puropseBy B.C.

[Ipomry paccMOTpeTh U JaTh OTBET



k 14.02.2025

HOJIIUCH
naTa
VYkazaHusi MO HUCHOJHEHUIO JOKYMEHTa TaKKe MOTYT ObITh 0(OpPMIICHBI
¢ ucnonb3zoBanueM IIJ[ ¢ mnpuMeHEeHHEM »HJIEKTPOHHBIX I1a0JOHOB OJIAHKOB
JOKYMEHTOB.
3.5.13. 3aroioBOK K TEKCTY JOKyMEHTa (HAMMEHOBaHUE JOKYMEHTA).
3aroioBOK K TEKCTYy JIOKYMEHTa JOJDKEH KpaTKO M TOYHO PACKPHIBATH
€ro cojiep>kaHue M ObITh COIVIACOBaH C HAMMEHOBAaHHWEM BHUAA JOKYMEHTA.
3aroyioBOK MOKET OTBEYaTh HA BOIPOCHI:
«0 9eM (0 KoM)?», Hampumep:
Pacnopsixenne — O co3ganun DKCIEPTHON KOMUCCHUU;
«4ero (Koro)?», Hanpumep:
JIOJ>KHOCTHOM pEryIaMeHT BEAYLIETro CIelHaIncTa;

AKT 00 YHHUYTOXCHUN NOKYMCHTOB C HCTCKINMMHU CPOKAMH XPAHCHUA.
3aroJIoBOK COCTaBIISETCS JIMOOM, TOTOBAIIUM ITPOCKT JOKYMCHTA.

3aroJioBOK, COCTOSIIIMI M3 JABYX M 0oJiee CTPOK, IedYaTacTcs 4Yepe3 OIuH
MEXCTPOUHBIM HHTEpPBAJI, TOYKAa B KOHIIC 3arojioBKa HE CTaBHUTCS. 3aroJiOBOK
pacrmojlaracTcsi Ha TICPBOM JIHCT€ HaJ TEKCTOM JIOKYMEHTa I10 IICHTpY,
a ipu 0()OPMIICHUH MTHCbMa — OT TPAHMIIBI JICBOTO TOJIA.

3.5.14. Tekct noKyMeHTA.

Texcr nokymeHTa OQOPMISIOT B BHJAE CBS3HOIO TEKCTa, TaOJIUIIBI
WU COCAUHEHUS 3TUX CTPYKTYP.

Texcr JmOKyMeHTa JOJDKEH  M3JaraThCsl KpaTKO H  SICHO, OBIThH
apryMCHTHPOBAaHHBIM, OOCCIIEYMBATh TOYHOEC M OJIHO3HAYHOE BOCIIPHUSATHE
coJieprKaleicst B HeM HH(POPMAaITUH.

Texcr MOKyMEeHTa JODKEH, KaK IPaBHIIO, COCTOSATh M3 JIByX YacTCH.
B mepBoii wacTH yKa3bIBAaIOTCS NPUYMHBI, OCHOBAaHMS, IICIIM COCTABJICHUS
JOKYMEHTa, BO  BTOPOM — pCIICHHS, BBIBOJABI, IPOCHOBI,  MPEITIOKCHHUS,

PEKOMEHIAIMH.



TekcT HOKyMEHTa MOXKET COAEpXKaTb TOJBKO 3aKJIIOYUTEIBHYI0 4YacTb
(HanpuMep, pacrnopsKEeHHE — pacopAIUTEIbHYI0 YacThb 0€3 KOHCTATHPYIOLIEH,
MUCBMO, 3asBJIEHHUE — IPOCHOY 0€3 MOSACHEHHUS ).

B tekcre noKymeHTa, MOATOTOBICHHOIO HAa OCHOBAHUU 3aKOHOJATENIBHBIX,
VHBIX HOPMAaTHUBHBIX IPABOBBIX AKTOB, M3JaHHBIX OPraHaMH I'OCYAapCTBEHHOU
Bnactu u ynpasienus, [IUK Poccum, Canxr-IlerepOyprckoit m3zbuparenbHOU
KOMHUCCHUEH, paHee W3JaHHBIX TEPPUTOPUATIBHOW KOMMCCHUEH, YKa3bIBaIOTCS
HAalMEHOBAHUE BUJA JOKYMEHTAa, HAUMEHOBAaHHWE OpraHa, U3AaBLIErO0 JOKYMEHT,
Jara IPUHATUS WA YTBEPKICHUSA JOKYMEHTA, €ro PErucTpallMOHHBIA HOMEp,
a TaK>XKe 3arojIOBOK JOKYMEHTA, 3aKJIFOYCHHBIN B KABBIYKH.

[Tpu ynorpebiennn B TekcTe pamMuiIvii Ul UHUIMABI YKAa3bIBAIOTCS TIOCIEe
bamunmnm.

TexcTel JOKYMEHTOB OOJBIIOTO OO0beMa MOTYT JEIUThCS Ha pasJiesbl,
NOJIpa3/iesbl U MyHKTHI, KOTOPbIE HyMEPYIOTCS apaOCKUMU LIU(PPaMH, HAPUMED:

1. Paznen
1.1. TTogpaznen
1.1.1. ITyHkT

A03a11bl BHYTpY IMTYHKTOB HE HYMEPYIOTCS.

B nucbMax ucnonb3yroT cienyroniue GopMbl U3IT0KECHHUS:

or l-ro nunma MHOXecTBeHHOTro  uucia («IIpocum  HampaBUTH
uHpopmanuio...», «HamnpapnseMm Ha 3aKITI0OYEHUE TIPOEKT...» U JIP.);

OoT 3-r0 JuUa €AUHCTBEHHOro 4Hcia («TeppuropuanbHas KOMHUCCHS
HE CUMTA€T BO3MOXHBIM...», «TE€PPUTOpUAIIbHAsI KOMHUCCUA  IpeAJiaraet
pPacCcMOTPETh BO3MOXKHOCTb...»).

I'padpt m cTpoku TAOMUIBI JOHKHBI MMETh 3arOoJIOBKH, BBIPAKCHHBIE
CYIIECTBUTEIBHBIM B HMMEHUTENbHOM manexe. [lom3aromoBku rtpad u CTpPoOK
JIOJIKHBI OBITh COTJIACOBAHBI C 3ar0JI0BKaMH.

Ecnu Tabnuiy nedararor Oojiee 4eM Ha OJTHOM CTpaHUIIE Ha CIEAYHONIUX
CTpaHUIaX MOTYT OBITh HalleyaTaHbl 3aroJIOBKU Ipad WM uX HoMmepa (B ciydae,

eciau rpadpl TAOIUIBI HA IEPBOM JIUCTE TPOHYMEPOBAHBI ).



3.5.15. OT™meTKa 0 HATMYUU TPUIIOKEHUI.

OTMmeTKa 0 HaNMYMU NPUJIOKEHUN PacIionaraeTcs OT TPaHMIIbI JIEBOT'O MOJIs
II0CJIE TEKCTA Mepel MOAMUCHIO.

CnoBo «HpUJIOKEHHE» TeYaTaeTcs B €JUHCTBEHHOM WJIM MHOKECTBEHHOM
YHCJI€ B COOTBETCTBUU C KOJIMYECTBOM MPHUIOKEHUH.

Ecnu noKyMeHT wuMeeT NpUJIOKEHHE, Ha3BaHHOE B TEKCTE, OTMETKa

0 ero Hajau4uu opopMIISIETCS 10 cieayromiel Gopme:

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

Ecmu HJOKYMCHT HMMCCT IIPUIIOKCHUC, HC HA3BAHHOC B TCKCTC, HIIKN CCJIUA
HpI/IHO)KeHI/Iﬁ HCCKOJIBKO, MX HaAMMCHOBAaHMHA HGO6XOJII/IMO MNEPCUNUCIINTL IIOCJIC
TCKCTAa JOKYMCHTA IICPCA IMOANUCHIO C YKA3aHHUCM KOJIMYCCTBA JIMCTOB B KaAXKIOM
MPUJIIOKCHUHN U KOJIMYCCTBA SK3CMILIAPOB, ITPHU HAJITNYNU HCCKOJIBKUX HpI/IJIO}KeHI/Iﬁ

UX HYMEPYIOT, HAallpUMeEp:

[Ipunoxenus: 1. Ilonoxxenue 06 DkcrepTHON KOMHCCHU Ha 15 1. B 1 9K3.

2. IlpumepHas HoMeHKIaTypa ael Ha 14 1. B 1 9k3.

Ecniu  npunoxkenuss ~ cOpomIropoBaHbl, TO  KOJIMYECTBO  JIUCTOB
HE YKa3bIBAeTCH.
Ecnn npunoxeHune HampasisieTCs HE BO BCE YKA3aHHBIE B JIOKYMEHTE

azpeca, TO OTMETKa 0 HAIMYUU TIPUIOKEHUST opopMIIsieTcs TIo cleyromen popme:

ITpunoxenue: Ha 20 1. B 3 3K3. TOJIBKO B IIEPBBIN aapec.

Ecnm x [OOKyMeHTy mpuiaraercst APYrod JOKYMEHT, TaKKe HMEIOIINI
MPUJIOKEHHE, TO OTMETKAa O HAJUYUU NPUIIOXKEHUS O0(OopMIISeTCs CIeAYHOUUM

obpazom:

[Tpunoxenune: muceMo  Cankt-IleTepOyprckoit  m30MpaTeTbHONM  KOMHUCCUHU
or 15.11.2024 No 01-18/450 u mnpuioxeHHe K HEMY, BCEro
Ha 15 n.

Ecnun npunoxkeHueM siBiseTcsi 00OCOOJEHHBIM 3JIEKTPOHHBIM HOCUTENb



(koMmakT-AuCK, usb-duienm-HakonuTenb W Jp.), TO OTMETKa O HaJIUYUU

IIPUIIOKEHUS O(POPMIIIETCS CIELYIOIUM 00pa3oM:

IIpunoxenune: CD B 1 3Kk3.

I[Ipu »>TOM Ha HocuTene (BKIaabIne (KOHBEPTE)), YKa3bIBAIOTCS
HaUMEHOBAHUS IOKYMEHTOB, 3allMCAaHHBIX HA HOCHUTEIIb, UJIK UMEHA (PaitioB.
B pemenusix u npukazax CBEJEHHUS O HAJIMYUM MPUIOKEHHUHN yKa3bIBAIOTCS

B TEKCTE, HAIIPUMED:

«Pa3paboraTh M IpencTaBUTh MPOEKT IUIaHA M0 (opMe, YyKa3aHHOU
B nipurioskeHuu Ne 1»
WIH

«...JIeJTaeTCs 3aMKCh B )KypHAJ yCTAHOBICHHON GopMmbl (puioxkerue Ne 2).»

Ecnu B JgoKyMeHTe, K  KOTOPOMY  OTHOCHUTCSI  TNPHIIOKEHHE,
OHO HE YTBEPKIAETCs, a MPOCTO COAEPIKUTCS CChUIKA HAa HETO, TO HA IEPBOM JIUCTE
OPWIOKEHHUS B IIPAaBOM BEPXHEM YIVIy YKa3bIBAE€TCS, K KAaKOMY PEIIEHUIO
(MpuKa3zy) NPUIOKEHUE OTHOCUTCS, & CTPOKHA MOTYT LIEHTPOBATHCS OTHOCUTEIBHO
CaMOM JUIMHHOW CTPOKH, HallpuMep:

[Ipunoxenne
K MIpUKa3y npejaceaaTens
TepputopuanbHOl N30MpPATEIIBHOM
komuccuu Ne 58
ot 14 mapta 2025 r. Ne 27-pn

[Ipy HanM4uM HECKOJbKUX TMPUJIOKEHU OHM HYMEPYIOTCS, HaIlpuMeED,
npunoxkenne Ne 1, npunoxenue Ne 2 u Tak aanee.

3.5.16. INoamucs.

B cocra moamucu  BXOAAT: HAMMEHOBAaHWE JIOJDKHOCTH  JIMIIA,
MOJAMHUCABIIETO  JOKYMEHT, €ro COOCTBEHHOpYYHash  MOJNUCh, KOTopas
opopMIsieTCSs CHHUMHU WIM YEPHBIMU YEpHHJIAMH, pacmu(poBKa MOAMHCH
(vHUIMAITB, haMUTTHS).

Ecaun nokymeHT odopmisieTcss Ha OJaHKE TEpPPUTOPUATBHON KOMUCCHUH,

TO PCKBHU3HUT BKINOYACT HAMMCHOBAHHC JODKHOCTH JIMIQ, IITOAIHNCBIBAIOIICIO



JIOKYMEHT, €ro COOCTBEHHOPYUHYIO MOJIMUCH, paclin(poBKY MOANUCU (MHULIAAIIBI

1 (hamMuimnio), HarpuMep:

IIpencenarens NOAIHUCH WHULMANbI, (haMUIus

Ecnu 10JDKHOCTHOE JMIO, MOANKUCH KOTOPOrO 3arOTOBJICHA HA IIPOEKTE
JOKYMEHTA, OTCYTCTBYET, TO JOKYMEHT MOANMUCHIBAET €r0 3aMECTUTEND WU UHOE
JMLO, UCHOJHSIOIIEE ero 00s3aHHOCTH. [Ipu 3TOM 0043aTENBbHO YKa3bIBAKOTCS
(dakTUyeckass MOKHOCTh JIMIA, MOJMUCABIIErO0 JOKYMEHT, U ero Qamuius.
He  nmonyckaercs ~ moAnucChIBaTb  JOKYMEHTBI  C  HPEAJIOTOM  «3a»
WJIM TIPOCTABJIEHUEM KOCOW YEPTHI NEPE]l HANMEHOBAHUEM JIOJIKHOCTH.

Ecnu noxymeHT oopmisiercss He Ha OJIaHKe, TO PEKBU3HUT COAECPKUT MOJTHOE
HaMMEHOBaHUE JOJKHOCTH auua, MOJATHUCABILETO JOKYMEHT,
€ro COOCTBEHHOPYUYHYIO TMOAMHCH, paciupoBKY TMOANUCH  (MHUIIMAIIBI

1 haMUIINIO), HApUMED:

[Ipencenarens
TepputopuansHoit U30UpaTEILHON
komuccuu Ne 58 MOJMUCHh UHULIMAIIBI, PaMuIIHs

[Ipy mnoanmucaHuM JOKYMEHTAa HECKOJIBKMMHU JIOJDKHOCTHBIMHU  JIMIIAMU
UX TIOANWCH PACIoJaraloTCs OJHAa TMOJ JAPYrod B TMOCJIEIOBATEIbHOCTH,

COOTBETCTBYIOIIEH 3aHUMAEMOM JOIKHOCTH, HAIIPUMED:

HpeI[CGI[aTCJ'IB IHOAITUCH HMHHUIHWAJIBI, (1)aMI/IJ'II/I$I

['maBHBIN OyxTanTep MOIINCH WHUIUATB, (haMUITUs

HpI/I NOoANMMCaHn OOKYMCHTAa HCCKOJbBKHMH JIMIOAMH, 3dHHMAarOIINMU
PaBHBIC JOJDKHOCTH, ux IoAInrucCu paciojgararoT Ha OJHOM YPOBHC,

Hanpumep:



Havaneauk mmpaBoBoro oraena Havanpauk
OPraHU3alMOHHO-METOAUYECKOT O
oTraena

IIOAIINMCHh MHUITHNAJIBI, (1)3.MI/IJ'II/IH noanucChr HWHHUIIHMAIIBI, (baMI/IJII/IH
B AOKYMCHTC, IIOATOTOBJICHHOM KOMI/ICCI/Ieﬁ, IMOAINCH pacIiojararoTcda oJHa

noA Apyroi. IlepBeiM yka3bIBaeTCsl mpejceaaTeb KOMUCCUU, a (paMUIUK YJICHOB

KOMHCCHH PACIIOJIArarOTCA B aﬂ(baBI/ITHOM MMOpAAKE, HAITPUMED:

HpeIICCI[aTCJIB KOMHCCHUH IHOAIINCH HMHUIINAJIbI, (baMI/IJ'II/ISI
YJIeHBI KOMHCCHU IHOAIINCH HMHHUIINAJIbI, (baMI/IJ'II/ISI
IIOAIINCH HMHHUIINAJIbI, q)aMI/IJ'II/ISI
IIOAIINCH HMHHUIINAJIbI, q)aMI/IJ'II/ISI

Ecnu 1moKyMEHT coCTaBiCH Kak IpuiaraeMas K OCHOBHOMY JIOKYMEHTY
cupaBka wiau  uHpopMmaruMsA, TO OH odopMIIIeTcS B COOTBETCTBHH
¢ myHKkToM 3.5.15, a BMECTO TOJIMCH TOJ TEKCTOM JTOKYMEHTa, KaK IPaBHIIO,
yKa3bIBaeTCs (paMuIHsi, IMsI, OTYCCTBO MCIIOTHUTEIIS .

3.5.17. OTmeTKka 00 3IEKTPOHHOM MOMKCH.

[TpocTaBnsercss Ha BU3yaJIM3UPOBAHHOM JJICKTPOHHOM JIOKYMEHTE B MECTE
PacIoIoKCHHsI COOCTBEHHOPYYHOM IOJITUCH JTOJDKHOCTHOTO JIMIIA B JIOKYMCHTE

Ha OyMa)XHOM HOCHUTEJE, HapUMep:

HpeI[CGZ[aTeHL AOKYMEET noaonMCAH
T o nPOCTOM NOoANUCHLIO
CppuTOpHATLHOU
n3ouparenbHOU KoMuccruu No 58 | XYBQCT/PIzL78Q+0+6LTHNQPOMVDVUYS= M.M. Hukudopona

[eiicteutenen:be3 cpoka aencTems
Bnageneu:UpuHuHa UHra ButanbesHa

DneMEeHThl OTMETKH 00 JJIEKTPOHHON TOJIMHCH JTOJDKHBI OBITH BHIUMBIMHU
Y YUTAEMBIMU MPU OTOOPAXKEHUH IOKYMEHTA B HaTypPaJIbHOM pa3Mepe.

DNeMEeHTbl OTMETKU 00 3JIEKTPOHHOMW MOJIUCH HE JIOJKHBI MEPEKPHIBATHCS
WJIA HAKJIQJBIBATHCA APYT Ha Apyra.

DNEeMEHTbl OTMETKH 00 AJIEKTPOHHOM MOJMUCH HE JOJKHBI MEePEKPhIBATH

QJICMCHTBI TCKCTa MOJOKYMCHTA M APYIrH€ OTMCTKH 00 BHGKTpOHHOfI IIoAIIrcCu



(Tpu HAJTUYUH).

B ciuywae, ecnu 3yeKTpOHHas MOANUCH COAEPKUT METKY JOBEPEHHOTO
BPEMEHHU, OTMETKa 00 3JIEKTPOHHOM NOJMUCH JIOJKHA 0053aTEebHO BKIIIOYATh
uHOpMAIMI0O O JaTeé M BpPEMEHU MOJNUCAHUA JOKYMEHTA 3JIEKTPOHHOU
MIOAIUCHI0. BHEHNN BUA METKHA JOBEPEHHOTO BPEMEHU U BHEIIHUN BUJI IIPOCTOM
ANEKTPOHHON MOJNHUCH YCTAHABIIMBAETCS JIOKAJIbHBIMA HOPMATHUBHBIMU aKTaMH
WJIM 10 COTJIAIIEHUIO CTOPOH JIOKYMEHTOO00POTa.

3.5.18. I'puc cormacoanwus.

I'pu¢d cornacoanusi cocroutr u3 cioa COI'JTACOBAHO 0e3 kaBbluek
U MPONUCHBIMU OyKBaMM, HAUMEHOBAHUS JOJIKHOCTHU JIMIIA, KOTOPHIM COTJIACOBaH
JOKYMEHT (BKJItOYass HAUMEHOBAaHUE OpTaHM3alMU), €ro COOCTBEHHOPYYHOM
noanucu (mpu odopmiieHMH Ha OyMa>XHOM HOCHTENE), PacIIM(ppPOBKH IMOAMUCU

(uHMIMANBI, (PaMUITUS) U IaThl COTJIACOBAHMSI, HATIPUMED:

COI'JTACOBAHO
Cexpertaps TepputopuanbHon
n3buparenbHor komuccuu Ne 58
MOJIMUCh MHULIUAIIBI, (pamMuust
nata

Ecimn  cormacoBaHme  OCYIIECTBISICTCS  MPOTOKOJIOM WM  ITHCHMOM,
TO corjacoBaHue oopMIIsIEeTCs CICAYIOMMUM 00pa3oMm:

COI'JTACOBAHO
MIPOTOKOJIOM 3acelaHus
aTTeCTallMOHHOM KOMHUCCHU
TeppuTopuaabHOU N30UpATEITHLHON
xomuccun Ne 58

ot 14 despans 2025 . Ne 18

HIJIN:

COI'JTACOBAHO
nucbMoM Pocapxusa
ot 05 mapra 2025 1. Ne 4-15/46

I'pud cornacoBanusi TOKyMEHTa B 3aBUCHUMOCTH OT BHAA JIOKYMEHTa



1 0COOCHHOCTEM ero 0(hOpMIIECHUS MOKET MPOCTABISATHCS:

Ha TNEPBOM JIUCTE JOKYMEHTa B JIEBOM BEpPXHEM YIUIy Ha YpPOBHE rpuda
YTBEPKJICHUS UJIM TI0JI HAUMEHOBAaHUEM JIOKYMEHTA OJIMKE K HUKHEMY TMOJIIO;

Ha TOCIIETHEM JIUCTE JOKYMEHTA MO TEKCTOM;

Ha JINCTE COTJIACOBAHUS, SBISIOIEMCS HEOTHEMIIEMON YacThIO JJOKYMEHTA.

3.5.19. Busa.

BuyTtpennee coriacoBaHue NMpoekTa JOKyMeHTa 0OPMIISIETCSI BU30M.

CornacoBanue MpoeKTa JOKYMEHTa MOKET OCYILECTBIATHCS CPEACTBAMU
[I1. Tlpu cormacoBaHMM NpPOEKTa JOKyMEHTa Ha OyMa)XHOM HOCHUTeNle BH3a
BKJIIOYAET TOJNUCH BU3HUPYIOLIEro, paciiu@poBKY MOANUCH  (MHUIMAJIBI,
dbammus) W nmary, npu HEOOXOAUMOCTH MOXKET OBbITh YKa3zaHa JOJDKHOCTH

BU3UPYIOLIETO, HAIIPUMED:

Cexkpertaps TepputopuaibHon
n3buparenbHor komuccuu Ne 58

IIOIITUCH WHULIAAIIBI, (haMIITHSI
maTta

[lpu Hanwuuu 3aMe4aHWid K JOKYMEHTY BH3a OQOPMIISICTCS CIICAYIONINM
obpazom:

3ameyaHus pUararTCs

Cexpetaps TeppuropuaibHoit
n3buparenbHor Komuccun Ne 58

IMOAIINCH HWHHUIINAJbI, (1)aMI/IJII/IH

JgaTta

3aMeuanus n3j1araroTcsa Ha OTACJIBbHOM JIUCTC, IIOAIIMCBIBAIOTCA
U IIpujiararoTCa K JOKyYMCHTY.

I[OHYCKaeTCH IMOJJUCTHOC BU3UPOBAHUEC JOKYMCHTOB U HpI/IJ'IO)KCHI/Iﬁ K HUM.



Ecnu moaiMHHUK TOKYMEHTa OCTaeTCs B TEPPUTOPUATHLHON KOMUCCUH, BU3BI
MPOCTABIISAIOTCS B HIDKHEW 4YacTH OOOPOTHON CTOPOHBI TIOCIHEAHETO JIHCTa
MOJTMHHUKA TOKYMEHTA.

JIist MOKyMeHTa, TOJJIMHHUK KOTOPOTO OTIPABISIOT M3 TEPPUTOPHATBHON
KOMHCCHH, BU3BI TIPOCTABJISIOTCS B HIDKHEW YaCTH JIMIICBON CTOPOHBI MTOCIIEIHETO
JIUCTA KOTIMH OTIIPABISAEMOTO JOKYMEHTA.

3.5.20. Ileuars.

[leyaTr  3aBepseT  MOJJIMHHOCTh  IOJIUCH  JOJDKHOCTHOTO  JIMIA
Ha JOKyMEHTaX, VJAOCTOBEPSIONIUX TNPEIYCMOTPEHHBIC TMPABOBBIMH aKTaMH
MOJTHOMOYHS  JOJDKHOCTHBIX JIMIl WM (QUKCUPYIOMIMX (DAKThI, CBS3aHHBIC
¢ (UHAHCOBBIMHM  CpEJICTBAaMHM, a TaKKe Ha  HMHBIX JIOKYMCHTax,
npeyCMaTPHUBAIONIUX 3aBEPEHUE TIOIJTMHHOM O ITUCH.

[leyaTh craBHTCS Ha CBOOOJHOM OT TEKCTa MeECTE, HE 3axBaThIBas
COOCTBEHHOPYYHOM TOJIUCH JIOJDKHOCTHOTO JjuIa. Ileyath MOXKET 3aXBaThIBATh
4acTh HAMMEHOBAHUS JOHKHOCTHU JIUIA, TOMUCABIIETO JOKYMEHT.

B noxymeHTax, MOArOTOBJIEHHBIX HAa OCHOBE YHH(PHUIIMPOBAHHBIX (GOpPM,
Ie4aTh CTABUTCS B MECTE, 0003HAYEHHOM OTMETKOM «MII» miau uHbIM 00pa3oMm.

3.5.21. OTmeTKa 0 3aBepEeHUU KOTIHH.

st 3aBepeHHs] COOTBETCTBHSI KOMUU JOKYMEHTAa TONJIUHHUKY HIKE
pexBm3uta «llogmuck» mpocTaBiseTCs OTMETKa O 3aBEPEHUU  KOTHU —
3aBepuTeNbHAs HAANuch «BepHO», MOMKHOCTH JHIA, 3aBEPUBIIETO KOIIUIO,
ero COOCTBEHHOPYYHAs MIOJIMTUCH, pacmdpoBka MO/ITTHCH

Y J1aTa 3aBEPEHHUS, HAITPUMED:
Bepno
[Ipencenarens TEppUTOPUATBEHON KOMUCCUH
MTOJITUCH WHUIIAAIIBI, (haMPITHS

JgaTta



JlonyckaeTcs 3aBepATb IOKYMEHTHI OTMETKOW «BepHo» mpocraBiieHueM
mraMna € yKa3saHWEM  JOJDKHOCTM  JIML@,  3aBEpPUBIIETO  KOIIHIO,
€ro cOOCTBEHHOPYYHOI MNOJANUCH, paCIIn(PPOBKU MOANUCH U 1AThl 3aBEPEHUSL.

B caydasx, nOpeaycCMOTpPEHHBIX  3aKOHONATENbCTBOM  Poccuiickon
@denepauun 0 BbIOOpax U pedepeHayMmMax, MpU 3aBEPEHUU KONMUHU JOKYMEHTa
TAKXKe MIPOCTABIISICTCS BPEMsI 3aBEPEHMUSL.

IIpy mepecbuike KONMM JOKYMEHTa B JIPYyTrHe€ OpraHu3allid WIM BblIayde
€€ Ha PYKM 3aBEpUTEIIbHAs HAJIIUCh YIOCTOBEPSETCS COOTBETCTBYIOIIEH IIEYaThIO.

JIMcTBl MHOTOCTPAHUYHBIX KONMH HYMEPYIOTCS, OTMETKAa O 3aBEPEHUHU
KOIIMM  JOIOJHAETCSA  yKa3aHWEM  KOJIMYecTBa JUCTOB  Komuu  «Bcero
B KONWU ___ JUCTOB». Ha KONUSAX MHOTOCTPAHUYHBIX JIOKYMEHTOB OTMETKa
O 3aBEpPEHUMHU KONMU IMPOCTABISAETCS HAa  KaXIOM JIMCTE JOKYMEHTa
WIM Ha TMOCJEAHEM JIUCTE IMPOUIUTOTO WJIM CKPEIUIEHHONO HWHBIM 00pa3oM
JOKYMEHTA.

3.5.22. OTmeTKka 00 UCTIOTHUTEIIE.

OtmeTka 00 MCIIOJIHUTENE BKIIOYAeT B ce0s (amMMInIo, UM U OTYECTBO
(mpu HaAMMYMM) UCHOJHUTENS JOKYMEHTa M HOMEpP €ro CiykeOHoro rteiaedoHa
C KOJIOM peruoHa (B cllydyae HalpaBlIEHUs JIOKyMEHTa B aJipec M30HpaTesIbHBIX
KOMHUCCUH MOXET YyKa3bIBaThcsi HoOMep ciayxebHoro Ttenepona ATCB).
OTMeTKy 00 HMCIOJHUTENE paclojaraiT Ha JMIEBON WM, IPU OTCYTCTBUU MECTa,
Ha OOOPOTHOW CTOpPOHE MOCJEAHEro JHCTAa JOKYMEHTa B JIEBOM HMI)KHEM YIIIy

mpudtom 10 MyHKTOB, HATTPUMED:

3yb6apes Bragmvup Wnbma
(812) 356-85-31

3.5.23. OTmeTKa 00 UCIIOTHEHUN JOKYMEHTA.

OtMmeTka 00 WUCIOJHEHUH JOKYMEHTa M HaMNpaBiICHUM €ro B JeJ0
MOTYT BKJIIOYAET CJCAYIOIIME JaHHBIE: KpaTKHE CBEACHHUA OO0 HCIOJHEHUHU
TOKyMeHTa (IIpHU OTCYTCTBUHU JOKYMEHTA, CBUJICTEILCTBYIOIIETO 00 MCIIOJTHEHUH),

JaTy U HOMEp UMEIOUIErocsi JoOKyMeHTa o0 MCHOJHEeHUH, clioBa «B neno», Homep



JieNa, B KOTOPOM OyJIeT XpaHUTbCS JOKYMEHT, AaTy, NOANUCH (Mpu o(hOpMIIEHUH
Ha OyMa)XHOM HOCHUTEJIE) MpeJicenaTeliss TePPUTOPHATHLHON KOMUCCHUHU.
3.5.24. UnenTugukatop 3J€KTPOHHON KOMUU JOKYMEHTA (KOJOHTHUTYN).
Nnentudukarop (ums ¢aiina Ha MAIIMHOYUTAEMOM HOCHUTEIIE) AIEKTPOHHON
KOIUU JOKYMEHTa (KOJOHTUTYJ) MOXKET MPOCTABIATHCS B JIEBOM YINy HHMXKHETO
MOJIA KaX/10M CTPaHMIIBI JOKYMEHTA IPUPTOM 8 MMyHKTOB, HAIIPUMED:

K0305298

3.5.25 lItpux-kon (QR-k01) TOKyMEHTA.
[Ipu wucnonp30BaHUM MITPUX-KOJIA, €r0 CJEAYyeT pa3Mellarh B IPABOM
HIDKHEM yriay nepBoro Jmucta. Eciu Mecrta HeEIOCTaTOYHO, JOIYyCKaeTcs

pa3MelleHHe B IPABOM BEPXHEM YIIIy WIH Ha APYroM CBOOOJHOM MECTE.

4, Opranu3anusi pa6éoThbl ¢ HCXOAAIIMMHU (OTHPABJISIEMbIMH)
AOKYMEHTaAMU

4.1. Pabora ¢ oTnpaBisieMbIMUA (MCXOIAIIMMH) W3 TEPPUTOPHATHLHOMN
KOMHCCUHM JTOKYMEHTaMHU BKJIIOYAET MX PETUCTPALMIO, MPOBEPKY MPABUIBHOCTH
opopMiIeHHUS, B TOM YHUCJI€ HAJIWYUE MOJHOTO aJpeca U €ro TOYHOCTb, HaJTU4Yue
NOJJTMHHOW TMOANMUCH (Il 3JEKTPOHHOTO JOKYMEHTa — MPOBEPKa MOMJIMHHOCTH
ANEKTPOHHON TMOAMHUCH), JPYTrUX HEOOXOAMMBIX BJIEMEHTOB O(OopMIICHHS,
YKa3aHHBIX MPUIIOKEHUIN, U OTIPABKY.

4.2. Ucxopsmiye JOKYMEHTHI Ie4aTaloTCsl Ha OJIaHKaX YCTaHOBJIICHHOM
dopmbl, ODQOpPMIISIIOTCS B COOTBETCTBHHM C MOJIOKEHUsSIMU  WHCTpyKmu
u peructpupytorcs B [1J] umm apyrux perucTparoHHO-y9eTHBIX (popmax.

4.3. OtmpaBka JOKYMEHTOB u3 TEPPUTOPUATIBHOU KOMUCCHH
OCYIIECTBIISIETCSl OpraHaMu (enepanbHON (PEeNbIBErepPCKON WM  CIIeIUaTbLHOM
CBSI3W, TIOYTOBOM, TenerpadHOl CBs3bi0, cpencrBamu IIJI, 1o kaHamam
(baKCUMIIIBHOM CBSI3H, JIEKTPOHHOU MOYTON B ceT VIHTEpHET MM HAPOUHBIM.

4.4, TTpu odopmiaeHUN OTHPABIAEMBIX (MCXOASAIINX) IMHCEM, B TOM YHUCIE
MpU MOATOTOBKE MPOEKTOB muceMm cpeactBamu [, u TenerpamMm HCHOTHUTENb
YKa3bIlBa€T IMOJHBIM TOYTOBBIA (BKJIIOYas MHAEKC) aJpec OpraHu3aluu

WK I'paKJaHuHa.



4.5. OtnpaBnsiemble  (MCXOASIILIME)  JTOKYMEHTBI ~ MOTYT  TOTOBUTBCA,
COIJIACOBBIBATHCS M MOANUCHIBATHCA cpeacTBamu [1/1.

Ucxopsimme mnuchbMa  HAOpaBisIOTCS 3@  MOJIUCHIO  Mpecenarens
TEPPUTOPUATIBHOM KOMHMCCHH, B €r0 OTCYTCTBHE —3a TMOJAMUCHIO 3aMECTUTENs
npejceaaTeass WM WHOTO YjieHAa TEePPUTOPUAIBHOM KOMHUCCHH, HCIOJIHSIOIIETO
o0sI3aHHOCTH ~ TIpejcedaTeNsi, Ha  COOTBETCTBYIOIEM  OJlaHKE  IHChbMa
(Ipu MOATOTOBKE MCXOMSIINX JOKYMEHTOB cpenactBamu [1Jl — cooTBETCTBYIOMIUX
AJIEKTPOHHBIX 11a0JI0HAX OJJAHKOB JIOKYMEHTOB).

4.6. C ucnonw3oBanriem [1J] uam Apyrux peructpanoHHO-Y4YETHBIX (HopM
JIOKyMEHTaM TMPUCBANBACTCA UCXOJSIINN HOMEp, KOTOPBIM COCTOUT W3 HHJEKCa
Jiefa 0 HOMEHKJIAType JIeJl U TOPSJIKOBOTO HOMEpa JIOKYMEHTA, pa3/IelICHHBIX
Kocol yeptou. Mcxomsmuii HOMEp yKa3bIBaeTCs Tak)Ke Ha KONUM JIOKYMEHTA,
octaromeiics B jnene. Hymepanuss UCXOASIIMX JOKYMEHTOB OCYIIECTBIISETCS
B IIpejiesax KajieHaapHoro rojia.

[Ipu peructpalii UCXOIAIIETO TOKyMEHTa B PErUCTPAMOHHO-YUYETHOM
dopMe 00s13aTeNIbHO yKa3bIBAIOTCS CIEAYIONIME PEKBU3UTHI: JaHHbIE 00 aapecare
(bamunust, uMsi, oT4ecTBO (TIPU HATHMYKUK) (PU3HUECKOTO JIMIA WJIM HAMMEHOBAHHE
OpraHu3allid, KpaTKoe COJEpXKaHUE JOKyMEHTa, HCIOJIHUTEIh JTOKyMEHTa,
€ro COMCIIOJIHUTENH, KEM OH IMOAIMKCAaH, a TaKKe KOJIMYECTBO JIUCTOB OCHOBHOTO
JOKYMEHTA U JTUCTOB MPUIIOKEHHUSI, KOIMYECTBO IK3EMILUIIPOB, BUJl OTIIPABKH.

[Ipu  perucTpanuu  HUCXOIAIIETO  JOKyMEHTa  JIENIAeTCs  CBA3Ka
C BXOJISIIIMM JOKYMEHTOM, Ha KOTOPBIM TaeTCsl OTBET (€CJIM TaKOBOW UMEETCS).

4.7. OtnpaBka UCXOIAIINX JTOKYMEHTOB cpenactBamu IIJ[ ocymectBisercs
JIUIIOM, UMEIOIITUM JOCTyM K padore ¢ T1/].

WNuble nokyMeHTHI MOTYT OBITh OTIIpaBICHBI OpraHamMu (enepanbHOU
benpaIBerepcKOil MM CHCIUAIbHOM CBA3M WM TIOYTOM IO  yKa3aHUIO
npeaceaaTes TEPPUTOPUATbHON KOMHUCCHUU.

4.8. Ina mepenaun ucxoasmiero gokymenrta [1J[ wiam s1eKTpoHHON MOYTOM
B cetu MHTepHET oOTHnpaBisieMblii JOKYMEHT oO(OpMIsieTcsi B COOTBETCTBUU

¢ TpeboBaHusiMu MHCTpYyKIUU.



B cnyuae perucrpanuu nokymenta B I1/] Texct nokymenrta B hopmate docx
win XISX WM ANeKTpOHHBIA 00pa3 mokymeHTa B Qopmare pdf (mpum Hanmmuum
CKaHHUPYIOIIEr0 YCTPOMCTBA) MPHUCOEAUHAETCS K PErMCTPAlMOHHOM KapTOUKe
1 OCYILECTBIISIETCS €0 OTIIPABKA.

IIpy mnoxaroroBke nOKymeHTOB cpeactBamu IIJI ¢ wucnosnb3oBaHueM
ANEKTPOHHON MOAMMCH MOCJE MOAMMCAHUS JTOKYMEHThI MOTYT aBTOMAaTHYECKH
peructpupoBatbcsi U Hanpaisatecsi B [IUK Poccun, @ npu LUK Poccun,
PIHOUT mnpu LUK Poccun, Cankr-IlerepOyprckyro n3OupaTenbHyI0 KOMHCCHIO,
uHble  u30upaTelbHble KOMHUCCHMU  cyObekToB  Poccuiickoit  denepanum,
TEPPUTOPUATIBHBIE KOMUCCHUHU.

4.9. Tlpu oTnpaBke TeyierpaMMbl 0oJjiee UeM B YEThIpe ajpeca opopMIIsIeTCs
NOJUTMHHUK, KOMMS W JBa OK3EeMIUIsipa MOAMMCAHHOIO CIHUCKA PACCHUIKH
C YyKa3aHMEeM TOJHBIX TMOYTOBBIX (BKJIIOYas TMOYTOBBIM MHJIEKC) aJpEcOB.
Ha tenerpad nepenaroTcss MOJJIUHHUK C OJHUM 3K3EMIUIIPOM CIHCKA PACCHUIKU
U KONHS TEJIerpaMMbl, KOTOpas € OTMETKOM O [epeJaye TeJerpaMMbl
BO3BPAILAETCS B TEPPUTOPUATBHYIO KOMUCCHIO U BMECTE CO BTOPBIM 3K3EMIUISIPOM
CIIMCKA PACCBHUIKU MOJAIINBAETCS B JIEJIO.

4.10. Ilpu ornpaBke muchbMa OoJiee 4eM B YEThIpE aJpeca COCTaBISETCS
CIIMCOK pACCBUIKM YCTaHOBJIEHHOW (opmbl (mpunokerne Ne 6), KOTOpbIi
NOAMUCHIBAETCS MPEACEAATENEM, B €T0 OTCYTCTBHE — 3aMECTUTEINIEM IpECceaaTeNs
WIM WHBIM YIEHOM TEPPUTOPHAIBHON KOMHCCHUM, WCIIONHSIONIMM OOS3aHHOCTH
npeacenarenas TeppUTOpUalbHONW Komuccuu. Ilocne perucrpanmuu  MUCBMO
TUPAKUAPYETCS] B HEOOXOJUMOM KOJMYECTBE M oTmpaBisiercd. Ilpu moaroroske,
COIJIaCOBAaHMM W NOANHMCAHMM nuceM cpeactBamu [I/] cnucok pacchbUIKM Takke
rotoButcs cpeacrsamu I1/1.

Ecivn nuceMo wnu TenerpaMMa HampaBisieTcsl He 0ojiee 4eM B YeThIpe
aapeca, TO MOJAIUCHIBACTCS KaX bl SK3EMILISP.

4.11. OtnpaBka JOKYMEHTOB MPOU3BOJAMTCS €KEIHEBHO B Yachl PadOTHI

TeppHTOpHaHBHOfI KOMHCCHH, KPOMC BbIXOJHBIX 1 Hepa60qnx npasgTHUYIHbIX I[HGﬁ.



OtnpaBka HUCXOALIMX JOKYMEHTOB IIOCJIE€ OKOHYaHHWs pabouero JHs,
B BBIXOJHbIE W Hepabouue TMpa3JHUYHbIE JHHU, B TMEPUOJ MOJArOTOBKU
U TpOBEACHHS U30MpATENbHBIX KAaMIaHUM OCYIIECTBISAETCA MO YKa3aHUIO
npejacenarenas TEPPUTOPHUAIBHOW KOMHUCCHUU JIMOO B COOTBETCTBHM C pPEUICHUEM
TEPPUTOPHUATIBHON KOMUCCHH.

4.12. JIokyMeHThl ¢ OTMETKOM O CpOYHOCTM AOCTaBkH «Becbma CpodyHO»
n «CpouHO» 0POPMIISAIOTCS HE3aMEMIUTENbHO, MOTYT OTIPABISATHCA CPEICTBAMMU
[1J1, mo xaHanam (pakKCUMUIIBHOWM CBSA3M, AJNEKTPOHHON moutoi B cetu UHTepHeT,
HapOYHBIM /WM NepeaaBaThCs B OTIEN (eNbIberepCKoi Uin CrielUaIbHOU CBSI3H
JUIsl JIOCTaBKM B TMEPBYI0 O4Yepelb B COOTBETCTBUU C TIpauKOM MapUIpyTOB
benpaberepei.

4.13. JlokymeHThl 06€3 OTMETOK O(OpPMISIOTCA IO Mepe MOCTYIUICHUS
U MOTYT OTHpaBisIThCs cpenctBamu [1J] w/mnm mepenaBatbest B OTHEN JOCTaBKH
denpaberepckoil WM CHelMaTbHOM CBSI3M, T/I€ OTIpaBKa OCYIIECTBISETCS
B COOTBETCTBHHM C I'pa)KOM BBINOITHEHHS MAPIIPYTOB B ONITUMAJIbHBIE CPOKHU.

4.14. JlokyMeHTBI, HampaBiIIeMble TpaXkJaHaM II0 IIOYTOBOMY aJpecy,
yKa3aHHOMY MU B OOpallleHUH, OTIIPABIISIOTCS Yepe3 MOUYTOBOE OTAEIICHHUE CBSI3U
IPOCTHIMU IOYTOBBIMH OTIPABJICHUSIMHU WIH 3aKa3HBIMH ITHCbMAMHM.

4.15. JlokyMeHThI, TepeaBacMble IO KaHamaMm (aKCUMHUIBHON CBSI3H,
PETHCTPUPYIOTCS B IOPSAKE, YCTAHOBJIEHHOM JUISI UICXOASIINX JOKYMEHTOB.

4.16. Ucxonsmue JOKyMEHThI, OpOpMIICHHBIE C HapylIeHHEeM TpeOoBaHUI
WNHCTpyKIIMM, K OTIpPaBKE HE MPUHUMAIOTCS M BO3BPAILAIOTCS HMCHOJIHUTEISAM
Ha fopaboTky. KoppecnonaeHuus HeciayxeOHOro xapakrepa, B TOM YHCIIe JIMYHAs
KOPPECIIOHACHIIMS, K OTIIPABKE HE IPUHUMAETCS.

4.17. Konuu UCXOASMIMX JOKYMEHTOB, O(OPMJIEHHBIX Ha OyMaKHOM
HOCHUTEJNIE, IOMEIIAITCS B JEJI0 B COOTBETCTBUM C HOMEHKJIATYpOll 1enl

TEPPUTOPHUATIBHON KOMUCCHH.

5. Oco0eHHOCTH PadOTHI € JJIEKTPOHHBIMHU JTOKYMEHTAMH
(ocymecTBieHHe padoThl ¢ fokymenTamu B I1]1)



5.1. DNeKTpOHHBIE JOKYMEHTHI SIBISIOTCS OQUIMAIBHBIMU JOKYMEHTAMHU.
DNeKTpOHHbIE JOKYMEHTBI CO3/1al0Tcs, 00padaTeiBatoTcs U xpansres B [1/1.

5.2. DNEKTPOHHBIA JOKYMEHT JIOJDKEH OBbITh O(OpMIIEH MO 00IuM
mpaBUjiaM  JICJIONPOM3BOJICTBA M UMETh  PEKBHU3UTHI,  yCTAaHOBJICHHBIC
JUTSl aHAJIOTUYHOTO IOKYMEHTa Ha OYMa)KHOM HOCHUTEJIE.

5.3. B rteppuropuasibHOM  KOMHUCCHM  HUCIIOJB3YIOTCS  DJIEKTPOHHBIE
JIOKYMEHTBI, a TakKe OJJEKTPOHHbIE o00pa3bl JOKYMEHTOB, IOJy4YCHHBIC
B pe3y/bTaTe CKAaHUPOBAHUS JOKYMEHTOB Ha OyMa)KHOM HOCHUTEJEC M XpaHSIIHUECs
B I1JI.

5.4. JIlns TOATBEPXKICHUS TOJIMHHOCTU TPU TMepeade dICKTPOHHBIX
JIOKYMEHTOB B JIpYTHi€ TOCYJAapCTBEHHBIC OpPraHbl, OpraHbl IMyOJIMYHOW BJIACTH
dbenepanpHoil Tepputopun «CUpHyC», OpraHbl MECTHOTO CaMOYIIpaBJIEHUS,
OpraHu3aIusIM M TPakJIaHaM JOKYMEHTBHI 3aBEPSIOTCS DJICKTPOHHON MOIIMUCHIO
JIOJDKHOCTHOTO JIMIIA TEPPUTOPUAIIBHOM KOMHCCHH, TOJMHUCABIIEIO JOKYMEHT,
B cOOTBeTCTBUM ¢ DenepanbHbiM 3akoHOM OT 06 ampens 2011 roga Ne 63-D3
«O0 37EeKTPOHHOM MOITUCH.

5.5.1lpu 00paboTKe, pacCMOTPEHHH, COTJIACOBAHUU U TOJIUCAHUU
ANEKTPOHHBIX JOKYMeHTOB B IIJ[ BO BHyTpeHHEM JOKYMEHTOOOOPOTE MOTYT
UCIIONIb30BAaThCSl  CIOCOOBI  TOATBEPKICHUS  JEHCTBUH €  DIIEKTPOHHBIMU
JOKYMEHTaMH, TpPHU KOTOPBIX OJJEKTPOHHAs MOJNUCh HE HCHOJIb3YETCH.
Nnentudukanus JOMKHOCTHOTO JIMIIA MPOU3BOAMUTCS MO €ro Y4YETHOW 3amucH
B IIJI 1ub0o MOXET WCIOJNb30BaThCS IPOCTAasl DJICKTPOHHAS  IOJIHCH.
Takske mpocTasi 31EKTPOHHAs MOJIMUCH MOKET UCIOJIb30BaThCS MPU HAMPABICHUU
a1eKkTpoHHBIX JokymMeHTOB B IIMK Poccun, @I npu UK Poccun, PIHOUT
mpu [[UK Poccun, Cankr-lIletepOyprckyto u30MpaTenbHYI0  KOMHCCHIO,
n30MpaTebHBIC KOMHUCCHUH CyOBEKTOB Poccuiickoit denepanuu,
TEPPUTOPUATIbHBIE KOMHCCHHU.

5.6. CocraBnenue, opopMIICHHE W COTJIACOBAaHUE TPOEKTOB DJIEKTPOHHBIX

AOKYMCHTOB  OCYIICCTBIICTCA  IIO O6I]_II/IM npaByujiaMm  ACJIOIIPOU3BOACTBA,



YCTAHOBJICHHBIM B OTHOIICHUM aHAJIOTUYHBIX JOKYMEHTOB Ha OyMa)KHOM
HOCHUTEJIE.

5.7. IlepeyeHb NTIOKYMEHTOB, CO3/1aBa€MbIX, XPAaHUMBIX U HCIOJIB3YEMBIX
HUCKJIIOYUTEILHO B (opMe  DJIEKTPOHHBIX  JIOKYMEHTOB,  OMpEeIeIsieTcs
HOMEHKJIATYpPOU JIEN.

5.8. [IpueM u oTHpaBKa OHIEKTPOHHBIX JOKYMEHTOB OCYILECTBIISIOTCS
JOJDKHOCTHBIM  JIMIIOM, HMEIOIUM JocTyll K pabore c IIJI, Takxke Moxer
OCYILIECTBIIATHCA aBTOMATHYECKasi OTIPAaBKa JOKYMEHTOB, MOJAMNUCAHHBIX TPOCTOM
anekTpoHHOM  moamuckto  cpeacrBamu  [IJI B UMK  Poccuun, OUU
npu [IUK Poccuu, PIHOUT mnpu UK Poccun, Canxt-IlerepOyprekyto
n30UpaTeIbHYI0 KOMHUCCUIO, M30UpaTelbHble KOMHCCHUU CYOBEeKTOB Poccuiickoii
denepanviu, TEPPUTOPUATBEHBIE KOMUCCHHU.

5.9.[Ipu mnonydyennu daeKTpoHHBIX AokymeHToB U3 [IUK Poccun,
O mpu UK Poccuun, PLHOUT nmpu LUK Poccuu, Cankr-IleTepOyprckoit
n30UpaTeTbHON KOMHUCCHH, H30UpaTeIbHBIX KOMUCCHH CyOBekTOB Poccuiickoii
Qenepauuu, TEPPUTOPUAIBHBIX  KOMHUCCUHM, NOANUCAHHBIX  JJIEKTPOHHOU
IIOAIMCHIO, OCYIIECTBIISIETCS MPOBEPKA JAEHCTBUTEIBHOCTH 3JIEKTPOHHOU MOANUCH
cpenctBamu [1]1.

5.10. Ilpu BrIHOYEHUM DJIEKTPOHHBIX JOKyMeHTOB B IIJ[ dopmupyrorcs
PETHCTPAIMOHHO-YUYETHBIE JaHHBIE O JIOKyMEHTE, 00ECIeUHBAIONINE YIIpaBIeHUE
JOKYMEHTOM, B TOM YHCJIE€ €r0 MOUCK, JOCTYI K JOKYMEHTY, KOHTPOJIb, XpAaHEHUE
U UCTIoIb30BaHue (mprtokeHue Ne 7).

5.11.Ilpu  mepenaye  MNOCTYNUBIIMX  AJIEKTPOHHBIX  JIOKYMEHTOB
Ha pPacCMOTPEHHUE, HANPABICHUM JJICKTPOHHBIX JOKYMEHTOB MCIIOJHUTEISM,
OTHPaBKE M XPAaHECHHM JJIEKTPOHHBIX JOKYMEHTOB BMECTE C HUMH IEPEAAIOTCS
(HampaBSIOTCS, XPAHSITCS) UX PETUCTPALMOHHbBIE JJAHHBIE.

5.12. Enununeit yueta 3JIE€KTPOHHOTO JOKYMEHTA SIBIISICTCS DJICKTPOHHBIN
JOKYMEHT, 3aperucTpupoBanHbiil B [1]].

DJIEKTPOHHBIE JTOKYMEHTBHI, HWMEIOIINE MPUIIOXKEHUS, PETUCTPUPYIOTCA

M YYUTBIBAKOTCA KaK OAWH AJOKYMCHT.



5.13. DneKTpoHHBIE NOKYMEHThI (OPMHUPYIOTCS B J€la B COOTBETCTBUHU
C HOMEHKJIATYpOil Jesl TepPUTOPUATBHON KOMUCCUN U UHAEKCUPYIOTCS B MOPSAKE,
YCTaHOBJIECHHOM B OTHOLIEHUU JEJ, COCTABICHHBIX U3 JOKYMEHTOB Ha OyMaKHOM
HOCHUTEJIE.

[Ipu cocTaBneHUM HOMEHKIATYPhl 1€l YKa3bIBAETCA, YTO JEJIO BEHETCS
B DJIEKTPOHHOW (opMe, 4YTO OTMEYaeTcsi B 3arojioBKe Jefa WM B Trpade
«IIpumeuanuey, Harpumep:

[locTanoBnenus LlenTpanbHol wu30MparenbHO KoMuccuu Poccuiickoi
®enepanuu. Konnn. D1eKTpOHHBIE TOKYMEHTHI.

5.14. DneKTpoHHbIE JOKYMEHTBbl IOCJI€ HX MCIOJHEHUS MOAJIekKaT
XpaHEHUIO B YCTAaHOBJICHHOM IIOpPSIIKE B TEUEHHUE CPOKOB, MPEAYCMOTPEHHBIX
JUTSL aHAJIOTMYHBIX JJOKYMEHTOB Ha OyMaKHOM HOCHUTEJE.

5.15. Mecto XxpaHeHUS DIIEKTPOHHBIX JOKYMEHTOB JI0 HUX Tepenaydu
Ha apXWBHOE XpaHEHUE, BUJ HOCUTEJEH, HAa KOTOPHIX OHM XPaHATCA, (OpMaThI
UX TIOCTOSIHHOTO M JOJITOBPEMEHHOIO XPAHEHUS OIPEIEISAIOTCS C y4YEeTOM
UCIIOJIB3YEMBIX B  TEPPUTOPUATIBHOW KOMHUCCHHM MPOrPAMMHO-TEXHUYECKHX
CPEACTB, HOPMATHBHBIX AaKTOB M METOAMYECKHX JOKyMEHTOB Pocapxusa,
ApxuBHoro komuteta Cankr-IleTepOypra.

5.16. DkcniepTH3a MEHHOCTH AJIEKTPOHHBIX JOKYMEHTOB OCYIICCTBIISCTCS
B 0OIEM TMOpSAKE, YCTAHOBJICHHOM B OTHOUICHUU JOKYMEHTOB Ha OyMa’KHOM
HOCHTEJIE.

5.17. Tlocne  wWcTeYeHWs  CpPOKa, YCTAHOBJIEHHOrO JJISI  XpaHEHHUS
ANEKTPOHHBIX JeNl (3JEKTPOHHBIX JOKYMEHTOB), OHHM MOJJIEXKAT YHHUUYTOXXECHHIO
C COCTaBJIEHWEM aKTa yCTaHOBJICHHOU (hopmbl (TipuinoxeHue Ne 16).

5.18. DeKTpOHHBIE MTOKYMEHTHI, TOJJICKAIINE IUTEIHPHOMY XPaHEHUIO,
MIEPENAOTCS HA apXMBHOE XPAHEHHE M0 ONHUCAM € O(OPMIIEHHEM aKTa MpuemMa-

nepeaadn 3JCKTPOHHBIX JOKYMCHTOB HAa apXHMBHOC XPAHCHHUC.

6. Oco0eHHOCTH PadOTHI ¢ 00PALIEHUAMHU I'PAKIAH.
Opranmn3anus JUYHOT0 IPUeMa IPaKAaH



6.1. Opranuzanust paboTbl ¢ OOpalIeHUSIMU TpaXkJaH OCYILIECTBISETCS
B COOTBETCTBUU C pa3fenoM 2 MHCTpYKLIHMH C yYETOM OCOOCHHOCTEH, YKa3aHHbBIX
B JAaHHOM pas3Jelie.

6.2. OGparieHusi B TEPPUTOPUATEHYIO KOMHUCCUIO MOTYT OBITh HalpaBJICHBI
B IIUCbMEHHOH (hopme, a Takke B popMe INEKTPOHHOTO JOKYMEHTA.

6.3. O6pamienue B (GopMe DIEKTPOHHOTO JOKYMEHTa HampaBiseTcs
C HCIMOJNb30BaHWEM CTpaHulbl odumnuansHoro caiita Cankr-llerepOyprekoit
n30upaTesnbHONM KOMHUCCUH B ceTu MHTepHeT, npeaHa3HauyeHHOM JJIs HalpaBJIeHHUs
oOpalieHuii B TEpPUTOPUATBHYI0 KOMUCCHUIO (Jlajee — 3JeKTpoHHas (opma
oOpaiieHuii).

HampaBnenne  oOpamenuit B ¢opMe  DIEKTPOHHOIO  JIOKYMEHTa
B TEPPUTOPUATBHYIO KOMHUCCHIO  OCYIIECTBISIETCS  IOCJIE  MPOXOKICHUS
3asiBUTENIEM HJECHTU(UKAIMU M ayTeHTU(UKAIMU TMOCPEACTBOM (eaepaabHO
rocy/1apCTBEHHON MHPOpMalMOHHOM cuctemMbl «EnuHas cucrema uaeHTH(PUKALUH
U ayTreHTUPUKauuu B UHEOPACTPYKType, oOecreuuBaromeid HHPOpMaIUOHHO-
TEXHOJOTUYECKOE B3auMMOJIeCcTBHE HH(GOPMAIIMOHHBIX CHCTEM, HCIOJb3yEeMbIX
JUTS TIPEIOCTABIIEHUS TOCYIapPCTBEHHBIX U MYHUIIUIIAJIBHBIX YCIYT B AJIEKTPOHHOU
dbopmey.

OnexTpoHHast ¢opMa oOpalleHUil NOJKHA MPEeayCMaTpUBaTh 3aIlOJIHEHUE
aJpeca SJCKTPOHHOM TMOYTHI, HAa KOTOPBIA MOJDKEH OBITh HAMNpaBIeH OTBET
Ha o0pallleHue, CIeIMalbHOTro MOJIs JUIsl BBOJA TEKCTa OOpaIlleHUs, COIEPKAIIIETO
€ro CyTh, BO3MOXXHOCTH IPUJIOKEHNS JTOKYMEHTOB U MaTEPHAIOB B 3JIEKTPOHHOM
dopme, MOATBEPAKAAIONIUX TOBOJIBI OOpaIeHHs, a TAK)KE MOXKET MpeayCcCMaTpUBaTh
BO3MOXHOCTh ~yKa3aHMs JOINOJHUTENIbHBIX CBEICHUW, YTOUHSAIOIIMX CYTh
oOpareHus.

6.4. Coneprkammuecs B HallpaBICHHBIX B (pOpME 3JIEKTPOHHOTO JOKYMEHTa
oOpallleHusIX CBEACHHUS, a TaKkKe IMpuiIaraeMble Marepuaabl (MpU HAJIHMYUH)
BBogsiTcss B IIJ[ nmmbo B gpyrume perucTparimoHHO-y4deTHble ¢Gopmbl. BBog
CBEJICHUM, COJAEPKALLMXCSI B HANPAaBICHHBIX B (POPME IEKTPOHHOTO JOKYMEHTa

oOpallleHUsIX, MpUIaraéMblX MATepUAIOB M HMX PETUCTPALUS OCYIIECTBIISIIOTCS



HE TO03/1Hee TpexX pabouux AHEW CO JHA HampaBlieHUs OoOpallleHus, a B MEPHOJ
NPOBEJCHHUS  COOTBETCTBYIOIIMX  W30MpATENbHBIX  KaMOaHWM,  KaMIaHUH
pedepeHaIyMa TO BOMpOCaM TMOATOTOBKM U TPOBENEHUS OJTHUX BHIOOPOB,
pedbepernnyma 1o  oOpalieHUsM,  HANpaBICHHBIM 10  yCTaHOBJICHUS
TEPPUTOPHATIEHON KOMHCCHUEH HMTOTOB TOJOCOBaHHS, OMPEICICHUS Pe3yIbTaToOB
BBIOOPOB, pedepeHayma —B JIeHb HaIpaBlICHUs OOpaimieHus TuO0 He TO3JIHee
cienyroniero  pabodyero JOHA B COOTBETCTBUU C  TrpadukoM  paboThI
TEPPUTOPHATIBEHON KOMHUCCHH, C YI€TOM CPOKOB PACCMOTPEHHS COOTBETCTBYIOIINX
oOpaleHuii, YCTaHOBIEHHBIX 3aKOHOJATEIHCTBOM O BhIOOpax U pedepeHmayMax.
Peructpanust oOparieHuii, HampaBIeHHBIX B TEPPUTOPHUATFHBIE KOMUCCHH B (hopme
DJIGKTPOHHOTO JIOKYMEHTA, MOXET OCYIIECTBISIThCS C Hcmoib3oBaHueM [1]]
o100 ¢ WCTHOJB30BAaHWEM JAPYTHX PETUCTPAMOHHO-y4eTHBIX Qopm. Ilocie
OCYIIIECTBJIICHHUSI yKA3aHHBIX JIEHCTBUI OOpallleHHEe CYUTACTCS MOCTYIMUBIIUM
B TCPPUTOPHATEHYIO KOMHUCCHIO.

OOparieHnss B THUCHBbMEHHOH (opMe, IMOCTYIUBIINE B TEPPUTOPUATHHYIO
KOMHCCHIO, PETHCTPHPYIOTCS TpenceaareneM (cekperapeM) TeppUTOPHATBLHOM
KOMHCCHM WX  paOOTHUKOM  ammapara, OTBETCTBEHHBIM 33  BEJCHHE
JCIIOTIPON3BOJICTBA ¢ Hcmoib3oBanueM I[IJ[ mmbo ¢ ucmonmb30BaHUEM JPYTHX
PETUCTPALIMOHHO-YUYETHBIX (QOpM HE TOo3[HEe Tpex paboumx IHEH co JHSA
NOCTYIUICHUST OOpallleHus, a B TMEpPHOJ TPOBEACHHUS COOTBETCTBYIOIINX
M30MpaTeNbHBIX  KaMIaHUH, KaMIlaHUH pedepeHayMa JI0  YCTAHOBJICHHS
TEPPUTOPHATIBHOM KOMHUCCHUEH HTOrOB T'OJIOCOBAHUS, OINpPEAETCHUsS Pe3ylbTaToOB
BBIOOpOB, pedepeHayMa — B JIeHb TMOCTYIUICHUS oOpaiieHus JuO0 He MO3THee
CIEYIONIETO padodero NHA B COOTBETCTBHHM C TpaduKoM pabOThl KOMHUCCHUH,
C Y4€TOM CpPOKOB PaCCMOTPEHMS COOTBETCTBYIOIIMX OOPAIEHHUH, YCTaHOBICHHBIX
3aKOHO/IaTeIbCTBOM O BBIOOpax U pedepeHaymax.

OOpaienns, TMOCTYNMUBIINE B TEPPUTOPHAIBHYIO KOMHUCCHUIO, MOTYT
PETHCTPUPOBATHCS B YCTAHOBIICHHBIE BBINIE CPOKH OTIEITHHO OT JIPYTHX BUIOB

JTOKYMEHTOB.



6.5. B cnyuae peructpauuu oOpameHuss B I1Jl, JOKHOCTHBIM JIMIIOM,
UMeEIoIKM Joctyn K padote ¢ I1]1, 3anonHstoTcss He0OX0IUMBbIE MOJS BO BKJIAJKE
«O0pamenue» 1] B 3aBUCUMOCTH OT MMeroUIeiics MHpOpManuu B OOpallleHUH
HE [Oo3aHEee Tpex pabouumx JHEW €O JHS perucrpauuu  oOparieHus
B TEPPUTOPUATBHOM KOMHUCCMM M B TE€UEHUE OAHOro paboyero AHSA CO JHSA
MOCTYIUJIEHUs1 00OpalIeHus IO BOIIPOCcaM MPOBOAUMBIX N30MpaTENIbHBIX KaMITaHUM.

6.6. Ilpu BCKpBITUM KOHBEPTOB, COAEpXKaIIMX OOpalieHus B MHUCbMEHHOM
dopme, mpoBepsieTcs HanuuuMe Bceex BioxkeHuH. KonBepTr 00s3aTenbHO
COXpaHsIeTCsl.

OGpamienuss B NHUChbMEHHOM (opme, coiaeplKalue B aJpecHOM dYacTu
noMetky «JIuuHo», paccmaTpuBarOTCs B OOIIEM TMOPSAJIKE B COOTBETCTBHUH
¢ UucTpykuuen.

[Ipu  peructpauui  MOBTOPHBIX  OOpamieHWH UM  TPHUCBaUBACTCS
OUYepeIHOW PETUCTPALMOHHBIA HOMEp, B PEruCTPallMOHHO-y4YeTHOW (opme
nenaercsi orMmetrka «lloBropHo», a mpu ucnons3oBaHuu IIJ[ ocymectBusercs
ces3piBanre ¢ PYK mno mnepBuuHbiM oOpamieHusiM, 0Opu HEOOXOIUMOCTH
opopmieHuss Ha OyMaXHOM HOCUTENE K OOpalIeHUIO IPUKIAIBIBAIOTCS
nogo6pannbie PYK no nepBuyHbIM 0OpanieHusm.

Ecnu oOpatenre nocTynuio OT KOJUIEKTUBA TPaXkIaH, TO MPU PETUCTPAIIUU
B PETUCTPAIIMOHHO-Y4eTHOM (hopme cTaBUTCS oTMeTKa «KoekTuBHOEY.

6.7. [Ipu ocymecTBieHUH perucTpanuu cpeAactBamu [1JI Ha mueBoi
CTOPOHE TIEPBOrO JIMUCTA 3apPETHCTPUPOBAHHOIO JIOKYMEHTa Ha OyMa)XHOM
HOCHUTENIE, KaK IpaBWwIO, B IPAaBOM HWKHEM yIIy  IPOCTABIISIETCS
pPErMCTPAallMOHHBIA HOMEP MW Jara, a TakkKe MTPUX-KOJI C YKa3aHUEM
HAaUMEHOBAHUS OpPraHU3aLNH.

Ecin mpocTaBiieHHE PErucTpallMOHHOTO HOMEpA 3aTPYAHSET IPOUYTEHUE
TEKCTa JOKYMEHTa, B TAaKOM CJIy4ae€ BXOJSIIMA HOMEpP IPOCTABIISAETCS
B CBOOOJHOM OT TEKCTa YIJIy Ha JIMIEBOM CTOpPOHE NEPBOro JHCTa JOKYMEHTa,

d HITPpUX-KOJA IMMPOCTABIIACTCA IIPpKU HAJIMIHNHU TEXHUUYECKOM BO3MOKHOCTH.



IIpr ocCylIeCTBIEHUM PETUCTPALMA B APYrOM pPErUCTPALlMOHHO-YYETHOM
(opMe perucTpallMOHHBIM IITaMIl, COCTOSIIMM W3 TOPSAJKOBOIO HOMEpA
oOpalieHusi U JaThl PErucTpald, CTAaBUTCA, KaK MpPaBWJIO, HAa MEPBOM JIUCTE
oOpaliieHusi B IpaBOM HMKHEM YTIIy WJIM Ha CBOOOJTHOM OT TEKCTa MECTE.

Hymepauuss mnoctynuBmiux oOpamieHuil OCYLIECTBIsETCS B Ipenernax
KQJICHIAPHOI 0 roja.

6.8. 3apeructpupoBaHHbIE OOpAIIEHUS PACCMATPUBAIOTCS B COOTBETCTBUU
C TIOPSIAKOM, ONPEIEIICHHBIM pa3iesioM 2 MHCTpyKIHH.

6.9. OOpamieHusi, aApecOBaHHbIE 4YIEHAM TEPPUTOPUATIBHON KOMHUCCHUH,
PETUCTPUPYIOTCS, TOKIAABIBAIOTCS U NEPEAAIOTCS B COOTBETCTBUU C MOPSIKOM,
YCTaHOBJIEHHBIM MHCTpyKIMEN.

OOpaieHuss ~ paccMaTpUBAIOTCI B COOTBETCTBUM € yKa3aHUSIMU
0 HWCIOJHEHUIO JOKYMEHTa TMpeacenaTenss TEpPPUTOPUATbHON KOMUCCHUH
B MOPSIJIKE, YCTAHOBIICHHOM 3aKOHOAATeNIbcTBOM Poccuiickon denepanumu.

6.10. Obparmenus, coaepxaiiue BOIPOCH], pEIIEHHE KOTOPbIX HE OTHOCUTCS
K KOMIICTCHLIMM TEPPUTOPUAIBHONM KOMUCCHUH, AOKIAABIBAIOTCA IPEICENATEIII0
TEPPUTOPUAIIBHOM KOMHUCCUU U II0 €ro YKa3aHWIO I10 MCIIOJIHEHUIO JOKYMEHTa
B CpPOKH, YCTAHOBJICHHBIE 3aKOHOJATEIbCTBOM O BbIOOpax M pedepeHaymax,
HAIIPaBIAIOTCA  C  CONPOBOAMTENBHBIM  IMCBMOM 32  €r0  IOAIMCHIO
B COOTBETCTBYIOIIMM OPraH HJIHA COOTBETCTBYIOIIEMY IOJDKHOCTHOMY JIMILLY,
K KOMIIETEHIIMM KOTOPBIX OTHOCHUTCS pEIICHHE IIOCTABIEHHBIX B OOpallleHUuu
BOIIPOCOB,  C  yBEAOMJIEHMEM  TIpa)KJaH,  HalpaBUBIIMX  OOpanieHus,
0 Tepeaapecanuyd oOpamieHui. B COMpOBOAMTENIBHOM IHMCHME OTOBApHBACTCS
MOPSZIOK HAMIPaBJICHUs OTBETA aBTOPY OOpaILlEHUSI.

Ecin pemieHne NOCTAaBIEHHBIX B OOpAllEHWH BOIPOCOB OTHOCUTCS
K KOMIICTCHIIMM HECKOJIBKUX TI'OCYJAapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO
CaMOYIIpaBJI€HUS! WJIN COOTBETCTBYIOIIMX JIOJKHOCTHBIX JIML, KOMHUS OOpallleHHs
HaIlpaBJII€TCI B COOTBETCTBYIOIIME  OpPraHbl  WIM  COOTBETCTBYIOIIMM
JOJDKHOCTHBIM JIMIIAM B CPOKH, YCTAaHOBJIEHHBIE 3aKOHOAATEIBCTBOM O BBIOOpax

u pedepeHymax.



6.11. 3anpemaercss ~ HampaBisATh ~ OOpallleHWE  Ha  PacCMOTPEHHE
B IOCY/IapCTBEHHBIN OpraH, OpraH MECTHOT'O CaMOYIIPABICHUS WU JOJKHOCTHOMY
JauIly, penieHue wiM - jaeiictBue  (Oe3neicTBHME)  KOTOPBIX — OOXKamyeTcs,
3a HCKJIKOYEHWEM CIIy4YaeB, yKa3aHHbIX B IIyHKTe 6 cratbu 75 @PenepanbHOTO
3aKOHA 00 OCHOBHBIX TapaHTHUSIX U30HUpaATEIbHBIX MPAB.

6.12. Eciu B COOTBETCTBHM C 3alpeToM, yKa3aHHBIM B mojpaszaene 6.11
WHCTpyKIIMM, HEBO3MOXKHO  HampaBUTh  OOpalleHMe Ha  PacCMOTPEHHE
B F'OCYJIapCTBEHHBIN OpraH, OpraH MECTHOTO CaMOYIIPaBICHUS WU JOJDKHOCTHOMY
JUIlY, B KOMIICTCHIIUIO KOTOPHIX BXOJUT PEIICHUE MOCTABJIEHHBIX B OOpalleHUuU
BOMPOCOB, OOpallleHHe BO3BPAILA€TCA IPAKIAHUHY C Pa3bsICHEHHEM €ro IpaBa
00’KanoBaTh COOTBETCTBYIOIIEE PpEIICHWE WA JEeWCTBHE B YCTAaHOBJICHHOM
HOPSJIKE B CY/.

6.13. OOpaiieHusi, TOCTYNUBIINE B  TEPPUTOPHATBHYIO  KOMHCCHUIO,
paccMaTpHUBAalOTCS B CpPOKHM, YCTAHOBJIEHHBIE 3aKOHOAATENIbCTBOM O BBhIOOpax
U pedepeHaymax, ¢ y4eToM OCOOCHHOCTEW, yKa3aHHbIX B mozapaszaenax 10.5
u 10.6 MucTpykuum.

Eciu  HeoOXoauMo  OPOUIMTH  CPOK  PAacCMOTpPEHHs  OOpalleHus,
UCTIOJIHUTENh HE TO3[HEe YeM 3a OJUH JCHb JO HCTEUEHHUS CPOKa MOJTOTOBKH
OTBETa TMPEACTABISET TpelacenaTenio OOBACHEHHE, M0 KaKoi TMpUYuHE
HEBO3MOXXHO JaTh OTBET B YCTAHOBJICHHBIM CPOK. MaKcHUMallbHOE MPOJICHUE
CpOKa HMCTIOTHEHHS] OOpalleHus] He JTIOJDKHO MPEBBIIIATh YCTAHOBIEHHBIX 3aKOHOM
CPOKOB PacCMOTPEHHS OOpAIICHHUS.

3asBUTEIIO HAMPABISIETCA YBEAOMIIEHUE O MPOJJIEHUN CPOKA PACCMOTPEHUS
ero ooparicHusl.

OOpaienus, Ha KOTOpPBIE JAIOTCS MPOMEKYTOUYHBIE OTBETHI, C KOHTPOJISI
HE CHUMAIOTCS.

6.14.B cnywae TOCTyIUIGHHST B TEPPUTOPHAIBHYI0O  KOMHCCHIO
B YCTAHOBJIEHHOM MOPSJKE 3aMpoca IroCyJIapCTBEHHOTO OpraHa, OpraHa MECTHOTO
CaMOYMpAaBJICHUSI WM JOJKHOCTHOTO JIMIA, pacCMaTpUBAIOUUMX oOOpalleHue,

JOKYMEHTBl W Marepualbl, HEO0OXOAUMBbIE JUIsi PACCMOTPEHHUS OOpallleHHUs,



MIPEICTABIAIOTCA B CPOK, YKa3aHHBIN B 3aIIpOCe WJIM MHOU CPOK, YCTaHOBJICHHBIN
JEUCTBYIOIINM 3aKOHOJATEIbCTBOM.

6.15. B oOpamiennn JOMKHBI OBITh YKa3aHbl (paMUIMs, UMs, OTYECTBO (IIPU
HaJW4uu) 3asiBUTENs ()11 3assBUTENCH, HE SBIAIONIUXCS (DU3NYECKUMU JIUIAMU, —
HauMeHoBaHue). B oOpaimieHun B NMHUCHhMEHHOW (opMe AOJKEH OBbITh yKa3aH
MOYTOBBIN ajpec, Mo KOTOPOMY JOJKEH ObITh HAmpaBJIEH OTBET Ha OOpalleHue,
TAaKK€ JIOJDKHBI  COACPXKATHhCS  JIMUHAS TOJNMKUCH 3asABUTENS WIM  JIUIIA,
YIOJIHOMOYEHHOT'O JEHCTBOBATh OT €r0 MMEHU, W JaTa MOJMNUCAHUS OOpalieHusl.
B oOpamennn B (opme 3IEKTPOHHOTO JOKYMEHTa AOJKEH OBITh YKa3aH aJpec
AJEKTPOHHOM  TMOYTHhI, 1O KOTOPOMY JOJKEH OBbITh HAampaBJIeH OTBET
Ha oOpallleHue.

Ecniu B oOpamenuu He ykazaHbl (aMwids 3asBUTENS (I 3asBUTEN,
HE SBIIAIONIETOCS (PU3NYECKUM JIMIIOM, — HAMMEHOBAHUE) WK aIpec, M0 KOTOPOMY
J0JKeH OBITh HampaBlieH OTBET Ha oOpalleHHe, OTBET Ha Takoe oOpalieHue
He Jjaercs. Takoe oOpallleHHe CHOUCBIBaeTCS B JIeJI0  TpelcenaTesieM
TEPPUTOPUATIBHON KOMHUCCHUU.

Eciu B oOpameHun copepKaTcsi CBEIACHUS O TIOJTOTAaBIMBAEMOM,
COBEpIIAEMOM WJIM COBEpPIICHHOM TMPECTYIUIEHWH, a Takke O JIUIIE,
€ro TMOJrOTABIMBAIONIEM, COBEpIIAIONIEM WM COBEPIIMBIIEM, OOpalieHue
MOJIJIE’KUT HAIPABICHUIO B IPABOOXPAHUTEILHBIE OPTaHBI.

Ecnmu tekct oOpamieHuss He MOAAaeTCsl NPOYTCHUIO WM HE IO3BOJISET
ONpeAeauTh CYTh OOpallleHus, OTBET Ha Takoe oOOpallleHHe He JaeTcs,
0 4eM B TCUCHHE CEMU KaJICHJAPHBIX JTHEH IMOCie JHS MOCTYIUICHUS OOpalieHus
YBEJIOMIIIETCS 3asBUTEIb B CIIy4yae, €Cid B OOpalieHUuu TOIJAIOTCA MPOUYTECHUIO
dbamunus 3asBuTeNs (A7 3asBUTENS, HE SIBISIIONIETOCS (PU3UYECKUM JIUIIOM, —
HAaUMEHOBaHUE) W AaJpec, MO KOTOPOMY JIOJKEH ObITh HampaBi€H OTBET
Ha oOpalleHue.

He saBnsercs  oOpamieHMeM  TEKCT, COJEpIKalllMil  TO3/paBJICHHUE,
coOOJIe3HOBAaHUE WM  OILIEHKY JESITEJIbHOCTH M HE  COOTBETCTBYIOLIUM

Tpe6OBaHI/I$IM, NpCaABABISICMbBIM CDeI(epaJ'IBHBIM 3aKOHOM 00 OCHOBHBIX rapaHTHuAax



n30UpaTeNbHBIX TIPaB, U TPEOOBAHUSAM K 3ampocy WH(POpMAIUU, MPEIbIBISCMbIM
OenepanbabiM 3akoHOM 0T 9 peBpans 2009 roga Ne 8-O3 «O6 obecneueHuu
noctyna K uHGOpMAIMK O ACATEIBHOCTH TOCYIAapCTBEHHBIX OPTraHOB M OPTraHOB
MECTHOTO CaMOYIPaBICHUS.

6.16. OOpamenusi, B  KOTOPBIX COJAEp)KaTCs  HEIEH3ypHble  JHOO
OCKOpOUTEIIbHBIC BBIPAKEHHUS, Yrpo3bl IKU3HHU, 30POBBI0 H HMYIIECTBY
JIODKHOCTHOTO JIUIIA WM WMHBIX JIMIl, OCTAaroTcs 0e3 OTBeTa IO CYIIECTBY
IIOCTABIICHHBIX B HUX  BOIPOCOB, a  3asBUTENSIM coobmaeTcs
0 HEJIOMyCTUMOCTH 3JI0YTIOTPEOICHHUS TTPABOM.

6.17. O6paiieHre, B KOTOPOM OOXKaJIyeTCs CyJAeOHOE pEIlICHHE, B TCUCHUE
CeMHU KaJIeHIAApHBIX JHEH CO JHS PEruCTpallid BO3BPAMIACTCS T'PaXKJIaHHUHY,
HamnpaBUBIIEMYy oOOpalleHHue, C Pa3bsICHEHHEM TOpsAKa O0KaloBaHUS JAHHOTO
CyJ1IeOHOTO pelIeHuUs.

6.18. Ecniu B oOpamieHun COAEp>KUTCS BONPOC, Ha KOTOPBIA 3asBUTEIIO
HEOJIHOKPATHO JaBaJIMNCh MHCHbMEHHBIE OTBETHI MO CYIIECTBY B CBSI3U C paHEe
HAIPaBJICHHBIMU OOpAIlIEHUSIMH, U TIPU ATOM B OOpaIlleHUH HE MPUBOMASTCS HOBBIE
JIOBOJIbI U OOCTOSATENBCTBA, TO MEpPENHcKa MO JaHHOMY BOIPOCY C 3asiBUTEIIEM
MOKET OBITh MPEKpaIleHa C YBEJIOMICHHEM 00 3TOM 3asBUTEIIS.

Ecnu ot 3asiBuTENs, ¢ KOTOPBIM MEpenucKa Oblia MpeKpalieHa, mocTynaeT
ouepeHOe OOpalieHHe MO TOMY K€ BOIPOCY, TO MUCHbMEHHBIM OTBET Ha HETO
MOJKET He J]aBaThCs, a caMO O0pallleHne HAMIPABISIETCS B JIEO.

6.19. OGpamienusi, HampaBlI€HHbIE B  TEPPUTOPHAIBHYI0  KOMHUCCHUIO
C HCIOJIb30BAHHEM  DJIGKTPOHHOW  (GOpPMBI  OOpallleHUH, PETHCTPUPYIOTCS
U pacCMaTpHUBAIOTCA B yYCTAaHOBIEHHOM mopsiake. OTBETHl Ha Takue oOpareHus
HAIPaBISIIOTCA B JOpME DIIEKTPOHHBIX JOKYMEHTOB, MOAMMCAHHBIX AJIEKTPOHHOMN
MOANHUCHI0, OO B (OpMe IJICKTPOHHBIX 00pa30oB JOKyMEHTOB B dopmate pdf
Mo  aapecaM  DJIGKTPOHHOM  TOYTHI,  yKa3aHHBIM B OOpalleHuH.

OOpamenus TpaxaaH, TIOCTYNMUBINHE HA aJpec JJICKTPOHHOW IMOYTHI
TEPPUTOPHAIIBHOW  KOMHCCHUH, HE  PETUCTPUPYIOTCI B  COOTBETCTBUU

¢ @enepanbHbiM 3aKkOHOM OT 28 nekabpst 2024 roma Ne 547-03 «O BHeceHUU



n3MeHeHnii B @DenepanbHblii 3ak0H «O MOpSAKE paccMOTpPeHUsi OOpauieHui
rpaxzaaH Poccuiickon @enepauum».

OOpamieHusi TpaKJaH, MOCTYNHUBIINE B TEPPUTOPUATIBLHYIO KOMUCCHUIO
n3 [IUK Poccum, peructpupytorcs ¢ ucnoib3doBanueM I[IJ[ oTaenbHO OT Apyrux
BUJIOB IOKYMEHTOB.

6.20. B cinywae ecnu 3amnpamuBaemas uH(opManus — onmyOJIMKOBaHA
B cpeacTBax MaccoBod wuHpopmanuu nubo pasmenieHa B cetu HHTepHer,
TEppUTOpHUATIbHAS KOMHUCCHUS B OTBETE Ha 3aMPOC MOXKET OrPAHUUYUTHCS YKAa3aHUEM
Ha3BaHUs, JaThl BHIXOJAa U HOMEpa CpeJICTBa MacCOBOM MH(OpPMAILUK, B KOTOPOM
onmyOJMKOBaHa 3ampaiirBaemMas MHQOpMalUs CO CChUIKOW (aapec CTpaHUIlb)
Ha nH(popMaIHio, pa3MeIIeHHYO B ceTu MHTepHeT.

6.21. Ilpu peructpaumu o6Opamenuss B [IJ[ mo wurToram paccMoTpeHus
oOpalieHusi JTOJDKHOCTHBIMU JIMIIAMHM, OTBETCTBEHHBIMU 3a BBOJ M 00pabOTKy
undopmanuu B [1/], Bo Bknaake «O6pamenue» [1]] 3anonusercs none «IIpunsiteie
MEpBI», a TAKXKE BHOCSTCS CBEIECHHSI O PE3yJbTaTax PacCMOTPEHHs OOpalieHus
B Oyoke «Bormpocbl» B TedueHwe Tpex pabodux JHEH CO JIHA PacCMOTPEHHUS
oOpalieHusi 1 B T€YEHUE OAHOro pabodero IHA Ajisg oOpalieHuil Mo Bompocam
IPOBOJAMMBIX U30MPATEIbHBIX KAMITAHUM.

6.22. JInuHbIli TIpUEM TPaKJIaH IO BOIMPOCaM, BXOISAIIAM B KOMIICTCHIIHIO
TEPPUTOPUATIBHOW  KOMHCCHUH, SIBIIIOLIEHCS  TOCYJIapCTBEHHBIM  OpPraHoM,
OCYLIECTBIIAECTCS npeaceaaTenemM TEPPUTOPUATIEHON KOMHCCHH,
M0 TpPEeIBApUTEIBHOM 3amucu 1O rpaduKy, YTBEPKISHHOMY TpeaceaaTesieM
TEPPUTOPUATIBHOM KOMHUCCHM U peructpupyercs B JKypHane yuera mnpuema
rpaxaad (npunoxxeHue Ne 8.1).

Nudopmarius 0 MOpsIAKE npuemMa rpakJiaH pa3meniaercs
Ha WHOOPMAITMOHHOM CTEHIE TEPPUTOPUATHLHOM KOMHUCCHH.

[To mpuOkITHM Ha JWYHBIA TpPUEM TPAKIAHUH TPEABSIBISICT TOKYMEHT,
YIAOCTOBEPAIONINN €T0 JIMYHOCTb.

Benenne nuyHOro mnpueMa TpakKJaH MOKET COMPOBOXKIAATHCA ayAauo-

M BHUACO3AaIIMChIO, O UCM I'paKJaHC YBCAOMILAIOTCA JO Ha4dalla IIpruema.



6.23. KpaTkoe cojaepkaHue YCTHOro OOpallieHus, JAOJKHOCTh U (pamumus
JIA, OCYIIECTBISIOUIETO MPHUEM, PEIICHHE, MPUHATOE MO0 YCTHOMY OOpalleHHUo
3aHOCHUTCS B KQPTOYKY JIMYHOTO TIpUeMa rpaknannna (mpmioskernue Ne 8.2).

B xome nm4HOrO mpHeMa 3asABUTEIEM TaKKe MOXKET OBITh IOJaHO
oOparieHre B MHUCBMEHHOW (opMe, Ha KOTOpPOE JaeTCs IHUChMEHHBIH OTBET
B CPOKH, YCTAHOBJICHHBIC ISl PACCMOTPEHHS COOTBETCTBYIONIUX OOPAIICHUN.

Ecnmu 06cTosTencTBa, N3I0)KEHHBIE B YCTHOM OOpaIleHUH B XOJC JTUYHOTO
npreMa, TpeOYIOT MPOBEPKH, HAa TaKOe OOpaIleHWE JaeTCs NMUCHMECHHBIH OTBET
B CPOKH, YCTAHOBJICHHBIC /ISl PACCMOTPEHHS COOTBETCTBYIOIINX OOpaIeHUH.

B xoze mUYHOTO TIpHieMa 3asBUTEII0 MOXKET OBITh OTKA3aHO B JaJIbHEHIIIEM
paccMOTpEeHHUH OOpalleHus, eclIu €My paHee ObLI JaH OTBET IO CYIIECTBY
IIOCTaBJICHHBIX B OOPAIEHUH BOIIPOCOB.

B ciydae rpy0oro, arpecCHBHOTO IMOBEJICHHUS 3aBUTEIIS IPUEM MOXKET OBITh
npekpaimeH. I[lpy HEoOXOAUMOCTH MOXET OBITh BBI3BAH COTPYAHUK OXpaHBI
WIA TIPaBOOXPAHHUTEIBHBIX OpraHoB. MHQopMmamus o TOBEACHUH 3asBUTEIS
OTpakaeTcs B )KypHAJe yJeTa.

6.24. IlepenanHbie Ha JUYHOM TpHeMe OOpallleHus] B MUCBMEHHOU (opme
PETUCTPUPYIOTCS U PACCMATPHBAIOTCS B YCTAHOBJICHHOM JUISI COOTBETCTBYIOIIMX

oOpaleHui mopsiaKe.

7. OcodeHHOCTH PadoThI C JOKYMEHTAMM, COAEPKAIUUMH CJIY:KeOHYI0
uH(OpPMAIIHIO OTPAHUYEHHOT0 PACTIPOCTPAHEHUSA
(c moMeTKOi «JIJ151 C1Y:KE€OHOT0 MOJIHL30BAHUS)

7.1. OcobenHocT pabOTBI C JIOKYMEHTaMH, COJCPKAIIUMHU CIIYKEOHYIO
HH(pOpPMAINIO OTPAHHYCHHOTO PACTIPOCTPAHCHHUS.

7.1.1. K cayxebHOl wHPOpPMAIIMA OTPAHUYCHHOTO PACIPOCTPAHCHHSI
OTHOCHTCS HECEKpeTHas WHGOpMalus, HE3aBUCUMO OT BHJA €€ HOCHUTENS,
OTpaHWYEHUS Ha PACHPOCTPAaHEHHE KOTOPOH JUKTYIOTCS €€ CIy)KCOHOM
HEOOXOIMMOCTBIO.

7.1.2. HeoOX0omMMOCTh ~ MPOCTABICHUS TOMETKH  «Jlms  ciry»eOHOTO

nonb3oBaHus» (nanee — «JCIl») Ha [OOKyMEHTaX W W3JaHUSX, COACPKAIINX



CIIy’)K€OHYI0 HH(OpPMALMIO OrPAaHUYEHHOTO PpACIpPOCTPAHEHUS, OIpPEAENIIeTCS
npejacenareaemM TEPPUTOPUATIEHON KOMHCCHH, MOANMUCHIBAIOIIUM
WJIU YTBEPKAAIOITUM TOKYMEHT.

JIOJDKHOCTHBIE JIMIA, TPUHSBIIME pEIICHHE 00 OTHECEHHH CIIyXeOHOM
nH(popMaIK K pa3psay OrPaHUUYEHHOTO PACIPOCTPAHEHUS, HECYT MEPCOHATBHYIO
OTBETCTBEHHOCTH 32 00OCHOBAHHOCTH MPUHSITOTO PEIICHMUS.

7.1.3. TlomeTtka «JICII» u HOMep SK3eMIUIIpa MPOCTABIISIIOTCS B IMPABOM
BEpXHEM yIJy TIEPBOM CTpaHUIBI JOKyMEHTa (B cliydae HEOOXOIUMOCTH —
U €ro IpOEKTa), COJEpKaIIEro CIyXeOHyl0 UWH(OpMaIMIO OTPaHUYCHHOTO
pacrpocTpaHeHus, Ha 00JIOKKE M TUTYJIbHOM JIMCTE U3JaHUs, a TAKXKE Ha MEepBOU
CTpaHUIIE COMPOBOJAUTEILHOIO MUChbMa K TakKUM JOKyMeHTam. [Ipu moaroroBke
nokymeHTta cpeacteamu I1J1 momerka «/ICII» mpocrtaBisieTcss Ha 3JIEKTPOHHOM
mabJyioHe 0J1aHKa JIOKYMEHTA.

7.1.4. PaGoTta Cc JAOKyMEHTaMH, COJEpXKAIIUMHU CIyXeOHYI0 HH(OpMaIuio
OTPaHUYEHHOI'O0 PACIPOCTPAHEHUS, B TOM YHCIIE UX MPUEM, y4eT (perucrpaims),
OCYLIECTBIIIETCS B TMOPSAKE, YCTAHOBJIEHHOM [JII HECEKPETHBIX TOKYMEHTOB,
C y4yeToM OCOOEHHOCTEH, H3J0KEHHBIX B HacrosuieM paszaene. llpu sTom
K PETUCTPAIlMOHHOMY HOMEPY AOKyMeHTa nobasisieTcst mometka «ICID».

7.1.5. lokymentsl ¢ nometkor «JICII» peructpupyrorcst (y4UTHIBAKOTCS)
BMECTE C APYTMMH HECEKPETHBIMU JIOKYMEHTaMu. B perucrpanimioOHHO-y4Ye€THOU
dopme npouzBoauTcs 3anuch «JCID».

7.1.6. CxanupoBaHue, KONMUpOBaHWE (TUPAKUPOBAHHE)  JTOKYMEHTOB
c nometkoi «JICII», a Takke pa3menieHne ux mpu oCymecTBiIeHnu paboTsl B [1]]
MPOU3BOJIUTCS TIpescenareyaeM (CeKperapeM) TeppUTOPUATBLHONM KOMUCCHU JIHOO
pabOTHUKOM  ammapara, OTBETCTBEHHBIM 3a BEJCHHE JEIONMPOU3BOACTBA
C UX MHCbMEHHOIO pa3pelIeHHsl, MPU 3TOM OCYIIECTBIISIETCS YYET KaxIoro
AK3EMILIAPA YKa3aHHBIX JOKYMEHTOB.

7.1.7. Jokymentsl ¢ mnometrkoit «JICI» Ha OyMa)XHOM HOCHUTEIE
nepenarorcs noa noanuck. [lpu HanmpaBieHun NOKYMEHTOB ¢ moMeTkou «/ICII»

cpeactBamu Il B PYK mnpocraBisieTcss COOTBETCTBYIOIIMI YPOBEHb JOCTYIIA



K JIOKYMEHTY.

7.1.8. Hokymentsl ¢ nometkoi «/[CII» HampaBisitoTcs B Jpyrue Oprasbl
M OpraHu3aluu opraHamu (QenepanbHoil (enpabErepcKkoil CBA3M, CIYKO0M
cHenuanbHON CBSA3M MO0 HapouHbIM. [Ipyu HampaBiIeHUH JOKYMEHTOB C MOMETKOMN
«ICII» cpenctBamu 111 B LUK Poccuu, @I npu LUK Poccuun, PLHOUT
npu [IUK Poccuun, Cankr-IlerepOyprckyro u30UpaTesibHYyI0 KOMHUCCHIO,
n30upaTesbHbIC KOMUCCHUH CyOBEKTOB Poccuiickoit denepanuu,
Tepputopuanbubie kKomuccuu B PYK mpocTtaBiisieTcsi COOTBETCTBYIONMIUM YPOBEHB
JOCTYIIa K JOKYMEHTY. 3alrpeniaercs nepeaaBarb JOKyMEHThI ¢ moMeTkon «JICII»
M0 HE3aIUIIEHHBIM KaHaJaM KOMIIBIOTEPHO-MOJIEMHON U (paKCUMUIILHOM CBSI3U.

JoxymenTtol ¢ nometkoi «JICID» pacceuiatoTcss HECKOIBKHM aapecaTam
COTJIACHO CIIHCKY pacChUIKM, B KOTOPOM HAalpOTHMB Ka)XJOro ajpecara
IPOCTABIISIETCA HOMEP SK3EMIUISIpA OTIPABIAEMOro JOKyMeHTa. CIHUCOK pacChUIKU
MOAMUCHIBACTCS MpeJceiaTesIeM TePPUTOPUATIBHON KOMHUCCHH.

7.1.9. Ucnonuennsle JOKyMeHTBI ¢ moMeTkorl «J(CIl» dopmupyrorcs
B J€jla, B TOM YHCIJE 3JEKTPOHHBIE, B COOTBETCTBUHM C HOMEHKJIATYpPOU [edl.
JIOKyMEHTbl TpYyNNUPYIOTCA B Jela BMECTE€ C JPYTUMHU HECEKPETHBIMU
JOKYMEHTaMH 10 OJHOMY U ToMy ke Bompocy. [lpu dopmupoBanuu pgena
Ha OyMa)XHOM HOCHUTEJIE B IPAaBOM BEpPXHEM YIIy OOJOXKH Jela, B KOTOpOE
MIOMEIILIEHBI TAKUE JOKYMEHTHI, pocTaBiseTcs momeTka «JCII».

7.1.10. ToxymenTsl ¢ nmomeTkoi «JICII» Ha OymMa)kHOM HOCHUTENEe XPaHSITCS
B 3aKPBIBAIOIINXCA MIKa(ax.

7.1.11. YHUUYTOXKEHHE JeN, TOKYMEHTOB M u3laHuii ¢ mometkoin «J{CII»,
YTPaTUBLIMX CBOE MPAKTUYECKOE 3HAYEHHWE W HE HMEIIINX HCTOPUYECKON
M HAy4yHOW I1EHHOCTH, NPOU3BOJUTCA IO AaKTy YCTAHOBICHHOW (POpMbI
C yKa3aHUEM HOMEPOB AK3eMILISIpoB (npuiioxeHue Ne 16).

7.1.12. Pemieane o cHatun nometku «JCII» ¢ gokymeHTa mnpuHUMAET

AOJDKHOCTHOC JIMIO, ITIOAIIMCABIICC U1K YTBCPAUBIICC JOKYMCHT.



Custue nometkn «ICII» ¢ mpuciaHHOrO B TEPPUTOPUAIBHYIO KOMHUCCHUIO
JIOKyMEHTa MOET OBbITh MPOU3BEJICHO TOJIBKO MO COTVIACOBAHUIO C OpPTraHU3alMe,
HalpaBUBLIEH JOKYMEHT.

Custue nomerkun «JICID» ¢ goxkymMeHTa NOpPOU3BOAMUTCS TMpeaceaaTeaeM
(cexkperapeM) TEeppUTOPHAIBHOM KOMHCCHM JIMOO pabOTHUKOM amrmapara,
OTBETCTBCHHBIM 3a BEJICHUE JEIONPOU3BOJCTBA HAa OCHOBAHUM IHCHBMEHHOTO
yKa3aHusl JOJDKHOCTHOTO JIMIA, MPUHSABIIEr0 Takoe peuenue. l[lpu cHsATUM
nomerkn «JICI» Ha JOKyMeHTax, Jeflax WiId HU3JAaHUsSIX, a TaKxke
B PErUCTPAIIMOHHO-YUYETHON (hopMe JIeTat0TCsl COOTBETCTBYIONINE OTMETKH.

O cHatun nometku «JICID» yBemoMigroTcsi Bce ajapecaThl, KOTOPBIM
JIOKYMEHT HaIpaBJIsLICs, JIMOO OpraHu3alivsi, €ero HarpaBUBIIas.

7.1.13. B cnyyae yTparbl 1€, JAOKYMEHTOB WM M3JAaHUN C TMOMETKON
«ICIl» mmubo pasriameHuss cojepkaiieiics B HUX HHGOpPMAlUM Ha3HAYACTCS
ciykeOHasi MpoBepKa, O pe3yJbTaTaX KOTOPOUW JIOKJIAIbIBACTCS MPEICENATEIIO
TEPPUTOPUATIBHON KOMHUCCHU.

O6 yrtpare nen, JOKyMeHTOB U u3faHui ¢ mometkoil «JCII» cocTaBnsercs
aKT, Ha OCHOBAaHHMHM KOTOPOI'O JEJAIOTCS COOTBETCTBYIOIIME OTMETKHA B YUYETHBIX
dbopmax.

8. IlonroroBka, opopmMmieHue, BLIMYCK, Y4€T JOKYMEHTOB,
paccMaTpuBaeMbIX HA 3aCeJaHUSIX TEPPUTOPHAIbHON KOMUCCUH

8.1. ®opmupoBaHHE MPOEKTA MOBECTKU IHS 3acelaHHsl TEPPUTOPHAIBHON
KOMUCCHH.

8.1.1. [IpoekT mMOBECTKM [HSA 3acelaHus TEPPUTOPUATBHON KOMHUCCUHU
dopmupyetcst 3a0JIarOBpeMEHHO Ha OCHOBAaHWU IUTAHOB pabOThI W PEIICHHM
TEPPUTOPUATIBHOM KOMHCCUM (Jajee — pelieHuil), MOpyYeHH mpeacenarens
TEPPUTOPUATIBHON KOMHCCUH, MOCTYNUBIINX JTOKYMEHTOB M, IIOCJE COTIACOBAaHMS
C MpeacenaresieM TEPPUTOPUATIBHOW KOMHUCCHM TMOJIKCBHIBACTCS CEKpPETapeM
TEPPUTOPHUATIBHON KOMUCCHH.

Takke MNPOEKT MNOBECTKM MHS 3acelaHus TEPPUTOPHATBHOW KOMHCCUH

MoxeT (opMUpOBaTBCS UM  COTJIacoBbIBaThCA cpenctBamu  IIJI u  mocre



COTJIACOBAaHMS IMpEACENaTENEM TEPPUTOPUATBHON KOMMCCUM COIJIACOBBIBACTCS
CEKpeTapeM TEPPUTOPUAIBHON KOMUCCHHM I BBIHECEHUS HA 3aCEIaHHE.

8.1.2. UneHbl TeppUTOPUATIBHON KOMHMCCHM BIIPAaBE MPEIJIOKUTH BHECTHU
B IOBECTKY JHS 3acelaHMsl BOMPOCHl, HE NPETyCMOTPEHHBbIE MJIAHAMHU PabOThHI
U PEHICHUSMH  TEPPUTOPHAIBHOM  KOMHUCCHHM, TIIpU  YCJIOBUM  HAJIUYHS
ITOATOTOBJIEHHBIX 0 3TOMY BOIIPOCY JTOKYMEHTOB.

JIaHHBIE BONPOCHI BKJIIOYAKOTCA B NPOEKT IOBECTKH JHSA 3aCEIaHUs
TEPPUTOPUATIBHOM ~ KOMUCCHMM  NpPU  NUCBMEHHOM  OOpallleHHMH  4JieHa
TEPPUTOPUAIIBHONM KOMHUCCHM, 110 HHMIIMATUBE KOTOPOTO BOIPOC BBIHOCHTCS
Ha 3acelaHue, Ha UMS NpPEACENaresiss TEPPUTOPUAIBHON KOMHUCCUU, B KOTOPOM
YKa3bpIBalOTCS HAaMMEHOBAaHUE BOIpPOCA, JOKIAIUUMK M JlaTa Iepeladyd IpOoeKTa
pelieHnss B COOTBETCTBMM C IMYHKTOM 8.2 W MaTepHaloB K HEMY CEKpETaplo
TEPPUTOPUATIBHON KOMHUCCHU.

8.1.3. CornacoBaHHbIi € TMpeAcenaTreIeM TEePPUTOPUATIBEHON KOMHUCCUU
U TIOANMCaHHBIN (coryiacoBaHHBIN cpeacTBamu [1]1) cekperapeM TeppuTopraibHON
KOMHCCUHM TMPOEKT TIOBECTKM [JHA 3aCENaHUsl TEPPUTOPHAIBHON KOMHUCCUHU
TUPAXKUPYETCS ISl PACCHUIKU WICHAM TEPPUTOPHUATBHON KOMHUCCHUHU.

[Ipoext mnoBeCTKM JHS  3acCedaHUs  TEPPUTOPUAIIBHOM  KOMHCCHM
pasmemiaeTcs Ha  OQUIMATBHOM  CaliTe  TEPPUTOPHATBLHOH  KOMHCCHUU
B MHpopMaImoHHO-TEIICKOMMYHUKAIIMOHHOW ceTH  VIHTepHET B  CpPOKH,
yCTaHOBJIEHHbIE PerimaMeHToM TeppuTOpUaIbHOM KOMUCCHUH, a TAKKE MOXKET OBITH
pa3ociiaH 4jieHaM TePPUTOPUATBHON KOMHCCHUU HAa YKa3aHHbIE UMHU 3JIEKTPOHHbIE
IIOYTOBBIE aJpeca.

8.2. IloaroroBKa JOKYMEHTOB TIO BOMPOCaM, BKJIIOYEHHBIM B MPOEKT
ITIOBECTKH JHS 3aC€NaHNsl TEPPUTOPUAIBHON KOMHUCCHUH.

8.2.1. JIokyMeHTBI IO BOIPOCAM, BKIIOYCHHBIM B IMPOEKT IMOBECTKH JTHS
3aceaHusi TEPPUTOPUATIBHOW KOMMCCUHU, TOTOBATCS PabOYMMH Tpynmnamu
TEPPUTOPHUATIBHON KOMMCCHH, npeacenaTeneM (cexperapem),
amb0 MO HUX TMOPYYECHHI0 WHBIMM YI€HAMU TEPPUTOPHAIBHONM KOMHCCHUH,

3da KOTOPBIMH 3aKpPCIUICHBI COOTBCTCTBYIOIIHMC HAIIPABJICHHA HOCATCIbHOCTH,



C TMpUBIEYEHHEM, B ciydyae HEoOXOIMMOCTH, paOOTHHKOB  ammapara
TEPPUTOPUATIBHON KOMUCCUU U JAPYTUX CIEIUATUCTOB (JOKYMEHTHI MO BOMPOCAM,
BKJIIOYEHHBIM B MPOEKT MOBECTKU JHS 3acelaHus TePPUTOPUAIBHON KOMHCCUH,
MOT'YT TOTOBUTBLCS U COTJIACOBBIBAThCS cpeacTBamu [1]]).

8.2.2. llpeacraBnsieMble K PacCCMOTPEHUIO JOKYMEHTBHI JIOJDKHBI BKJIIOYATh
03arJIaBJICHHBIN MPOEKT pEelIeHUs] C MPUOOIIEHHBIMU K HEMY MOJJIUHHUKAMHU
JIOKyMEHTOB (B TOM  4YHCJ€ pacleyaTaHHbIMH KOMNHSIMU  JOKYMEHTOB,
NOCTYNUBIIUX/TIOATOTOBJIEHHBIX B DJIGKTPOHHOM  BHUJE),  MOCIYKHUBIIUX
OCHOBAaHHMEM ISl PAcCMOTPEHHUsI BONpPOCAa HAa 3acCelaHud TEPPUTOPHUATILHOMN
KOMHUCCHUH, JUOO MPOEKT MUCHbMA, MOJJIEKAIIEr0 COIVIACOBAHMIO HAa 3aCelIaHHUU
TEPPUTOPUATIBHOW KOMHUCCHUHU, TMPU HEOOXOIUMOCTH — MOSCHUTEIBHYIO 3aMUCKY
[0 paccMaTpUBaEMOMY BOIIPOCY.

8.2.3. IIpoeKThl JOKYMEHTOB (BKJIFOYAS MPUIIOKEHUS ), PEICTABIISIEMBIC IS
pacCMOTpEHHsT Ha 3acelJaHuU TEPPUTOPUAIBHOW KOMHUCCHUU, BHUBHPYIOTCA
UCIIOJIHUTEIEM M  YJIEHOM TEPPUTOPUAIIBHOM KOMHCCHHM, OTBETCTBEHHBIM
3a MOATOTOBKY JIOKYMEHTa, KaKk Ha OyMa)KHOM HOCHTEJe, TaK U B JIEKTPOHHOM
Buje cpeacreamu [1/1.

IIpoexTbl AOKYMEHTOB (BKJIIOYas TNPUIIOKEHHUS), COAEpKAIIUE BOIPOCHI
¢buHaHCHMpOBaHUS  BBIOOPOB  (pedepeHayMoB), (HUHAHCOBOTO  OOECIICUCHHUS
TEKYIICH NESITeIbHOCTH TEPPUTOPUATLHON KOMHUCCHUU, B OOSA3ATEIBHOM IOPSIKE
BU3HUPYIOTCS IJIABHBIM OyXrajaTepoM TEPPUTOPHUATIBEHON KOMHUCCHUU.

Busbl mnpocTaBisAOTCS B KOHIIE TEKCTa MPOEKTa pemieHuss Jmbo
Ha OOOpPOTHON CTOpPOHE TIOCIETHEr0 JHUCTa TPOeKTa JOKyMeHTa (BKIIOYas
NPUJIOKEHUS) TIO0 ycTaHOBICHHOW (opme (mprmiokenne Ne 9). Kaxmprit smct
MIPUJIOKEHHS] BUBHPYETCS UCIIOIHUTENEM. Bu3a npocTtapisercs: B IpaBOM HUKHEM
yIJly Ha CBOOOJHOM MOJI€ CTPAHUIIBI ITOCIE TEKCTA MO0 HA 0OOPOTHOU CTOPOHE.

[Ipr MOArOTOBKE M COTJIACOBAHMM MPOEKTOB JOKYMEHTOB cpeactBamu [1J]
JUCT COTJIACOBAHUS PACTIEUaThIBACTCS M MPUOOIIAETCS K MOMTUHHUKY TIOKYMEHTA.
I[Ipy HEoOXOAUMOCTHM TMOJYYEHUSI BH3bl JIOHDKHOCTHOTO JIMIIAa Ha JIUCTE

corjiacoBaHHA JOKYMCHTA, IIOATrOTOBJIICHHOI'O cpeacTBaMu HI[,



OH pacreyaThIBaeTCs, MEPEIAETCs] BMECTE C MPOCKTOM JOKYMEHTAa Ha BU3UPOBAHUE
COOTBETCTBYIOLIEMY JOKHOCTHOMY JIUILY.

8.2.4. Ucnonuutensb oOecreUrBaeT KOMILIEKTHOCTh BCEX JOKYMEHTOB,
0003HAYEHHBIX KaK B MPOCKTE PEIICHUS, TaK U B MPUIOKCHHUIX K HEMY.

8.2.5. Ilocne mpocMoTpa, a B HEOOXOAMMBIX CIydasiX — BHECEHUS MOMPABOK,
CeKpeTaph TEPPUTOPHUATEHON KOMUCCHH HA TIOATOTOBICHHBIX U O(OPMIICHHBIX IS
pacCMOTpEHHsT Ha 3aceJaHMHM TPOEKTaX JOKYMEHTOB JIeJaeT OTMETKY
«Ha 3acemanuey, CTaBUT MOJAMUCH U AaTy (MpocTaBisieT oTMeTKy «Ha 3acemanue»
cpenctBamu 11J]) m mepenaer (mampasnser cpenctBamu I[1J[) Bech KOMIUIEKT
JOKYMEHTOB Ui THPaXHUPOBAaHHWsS PAOOTHHKY ammapara, OTBETCTBEHHOMY
3a BEeJICHHE JIeTIONPON3BOICTRA.

8.2.6. JIokyMeHTHI K 3aCeHaHHI0O MOTYT HAIpPaBISIThCS MO MPOCHOE HYJICHOB
TEPPUTOPHAIIEHON KOMHCCHU Ha yKa3aHHBIC MMM JJICKTPOHHBIC TTOYTOBBIC ajpeca
W/WIIN TIepefaBaThCcsl UM TIepe] HAYallOM 3acelaHusi, a JIMIaM, MPUTIAIICHHBIM
Ha 3acellaHue, MarTepuajbl MO BOINPOCY, Ha KOTOPBIM OHHM MPUIJIANICHBI,
NepeatoTcs mepe]l Ha4aloM 3acelaHus.

[lanku ¢ AOKyMEHTaMH, MOJJIEKAIMMU PACCMOTPEHHIO B COOTBETCTBUU
C MPOEKTOM TOBECTKH JIHS 3aCEeIaHUsl TEPPUTOPUATIEHON KOMHUCCUU, KOMIUIEKTYET
U pa3fgacT 4WieHaM TEPPUTOPUAILHON KOMHCCHM Tepe]] HayaloM 3acelaHus
pabOTHUK ammapaTa, OTBETCTBEHHBIH 3a BEJIEHUE JCIIOMPOU3BOJICTBA.

8.2.7. Ilepen Hauajmom 3acefaHus pPaOOTHUK ammapara, OTBETCTBEHHBIM
3a BEJIEHHE JEJIONPOM3BOJACTBA, JMOO CEKpeTapb TEPPUTOPUATBHON KOMHUCCHUH,
PETUCTPUPYIOT WIECHOB TEPPUTOPHAIBHON KOMHUCCHM C IPaBOM PELIAIOIIEro
rojioca, MPUCYTCTBYIONIMX Ha 3aceJaHWU W TPUTIANICHHBIX Ha 3acelaHue JIUI,
CIHMCOK KOTOPBIX MPEICTaBISIETCS MPEeACEaaTeN0 TEPPUTOPUATHLHON KOMUCCHHU.

8.2.8. Ha 3acemanuu TeppuUTOpHATLHON KOMHUCCHUU BEACTCS TMPOTOKOI
U MOXKET MPOM3BOAUTHCS ayAHO3anuch (BUIAEO3amKch). B ciyuae mpou3BOACTBa
ayJMo- WM BHUJIC03AMUCH YICHBI TEPPUTOPHATLHON KOMHCCHH W TPUTIIANICHHBIC

YBEJIOMIISIOTCSI 00 ATOM JI0 OOBSABIICHUS MTOBECTKHU JIHS 3aCEaHMUS.



8.3. Brinmyck JOKyMEHTOB, pACCMOTPEHHBIX HA 3aCEIaHUU TEPPUTOPUATHLHOMN
KOMHCCHH.

8.3.1. /IokyMeHTbl, pacCMOTPEHHbIE Ha 3aceAaHUd TEePPUTOPUATIBHOMN
KOMKCCHUH B ClTydae, €CJIM B XOJI€ 3aceaHusl BHOCWINCH U3MEHEHUS, IOJKHBI ObITh
n0paboTaHbl, a 3aTEM MOANKUCAHBI, 3aPETUCTPUPOBAHBI U PA30CIIAHBI.

8.3.2. Cpok nopaboOTKU TOKYMEHTOB HE JOJKEH MPEBBIIIATH TPEX pabouux
JHEN TMocie AHS 3acelaHusi, €CIM WHOM CPOK He ompejaesieH QeaepaabHbIM
3akoHOM u/miu 3akoHoM Cankrt-IleTepOypra, perjiaMeHTOM TEPPUTOPUATILHON
KOMHUCCHUU WM HE OTOBOPEH Ha 3aceaHuu.

8.3.3. Ilpu nmopaboTke JOKyMEHTAa WCIOJHUTEIh BHOCUT B  TEKCT
COTJIACOBaHHBIC B XOJ€ 3acelaHusi W3MeHeHus. B ciayuae mpuHATHS
TEPPUTOPUATIBHOW  KOMHCCHEH  pEIIeHUuss O  HEOOXOJMMOCTH  KOHTPOJIS
3a BBIMOJIHEGHHEM PEIICHUST €ro TEKCT JIOMOJHSAETCS ITYHKTOM, B KOTOPOM
Ha3HA4yaloTCs JIMIA, OTBETCTBEHHBIE 32 UCIIOJHEHUE.

8.3.4. JlokymMeHT, moaJeXKallUi TOAMUCAHUIO (BKJIIOYAsl MPHUIOKEHUS),
NOJITOTOBJICHHBI Ha OYMa)XHOM HOCHUTENE, BHU3UPYETCS HUCIOJIHUTENEM,
OTBETCTBEHHBIM 32 €0 MOJITOTOBKY.

JIOKyMEHTBI (BKITIOUAS MIPUIIOKEHHUS ), cojepKalme BOITPOCHI
¢brHaHCUPOBaHUS BBHIOOPOB, (DMHAHCOBOTO OOECIICUCHMS TEKYIIEH IeITeIIbHOCTH
TEPPUTOPUATIBHON KOMHCCHM, B 00SI3aTE€IBHOM TOPSIKE BU3HPYIOTCS TJIaBHBIM
OyXranTepoM TeppPUTOPHATIBHON KOMHUCCHH.

JIOKyMEHT, TOMJIeKAIIMK  MNOANUCAHWI0  (BKJIIOYAs  MPUIIOKEHUS),
corjlacoBaHHbIM cpenactBamMu [1Jl W mpuHATBIH Oe3 W3MEHEHHH Ha 3aceaHuu
KOMHUCCHH, PacrieyaThiBa€TCSI Ha COOTBETCTBYIONIEM OJIaHKE, K HEMY MPHOOIIaeTCs
JUCT COIJIACOBAaHUS, 3aTEM JOKYMEHT MPEICTABISIETCS HAa MOMANKHCH CEKPETapro
U TIpEeACEeNaTENI0 TEPPUTOPUATIBHON KOMUCCHH.

JlopaboTka u coriiacoBaHue JOKYMEHTOB, PAaCCMOTPEHHBIX Ha 3acelaHuu
KOMHUCCHH, MOKET OCYIIECTBIATHCS cpencTtBamu [1]1.

Busbl npocTaBigOTCs aHAJIOTUYHO MOPSAKY, YKa3aHHOMY B a03alle TpeTbeM

MyHKTa 8.2.3.



IIpy MOArOTOBKE M COIVIACOBAHUM IPOEKTOB JOKYMEHTOB cpeactBamu [1J]
JUCT COTIACOBAHMUS MPHUOOIAETCS K MOTMHHUKY JOKYMEHTA.

8.3.5. PaboTHuK anmapara, OTBETCTBEHHBIN 3a BEJICHHE JEIONPOU3BOACTBA
CIETUT 32 KOMIUIEKTHOCTBIO TpWIaraeMblX K PEIIEHUI0 JOKYMEHTOB
U pacrmojiaraeT MX B TOW MOCIEIOBATEIHHOCTH, B KOTOPOH OHU YIMOMHHAIOTCS
B TEKCTE.

8.3.6. Eciu Bompockl, cojaepxamiyecss B PEIICHUH TEePPUTOPHAIBHOU
KOMHUCCHH, KacarmTCi JEATEIbHOCTH OJHOW WM HECKOJIBKUX CTOPOHHUX
OpraHM3aluii, K JOKYMEHTY TMIpHJaraeTcs JIMCT COTJIACOBAaHUS, B KOTOPOM
yKa3bIBAIOTCSI HAWMEHOBAHHME OPTaHU3allMU, JTOJKHOCTh, WHUIMAIBI M (HaMUIHS
JIOJDKHOCTHOTO JIUIA, C KOTOPBIM J3TOT JOKYMEHT COIJIACOBaH, M CTaBUTCS
€ro COOCTBEHHOPYYHAsI TIOATIHCh.

CornacoBanne MOXeT OQGOPMIIATECA Ha TMOCJIEIHEM JHUCTE pEelIeHUs
TEPPUTOPHATIEHON KOMHUCCHH.

8.3.7. K odopmileHHOMY pEelIeHUI0 TePPUTOPUATHLHON KOMHCCUU PaOOTHUK
anmapara, OTBETCTBEHHBIM 3a BEJEHHUE JCJIONPOU3BOJICTBA, TOTOBUT OTYET
O pacchUIKE TII0 COOTBETCTBYIOIIMM ajJpecaraM M pa3MELIEHUU pPEIICHHM
TEPPUTOPUAIIBHOW KOMHUCCHMHM Ha oduimanbHoM caiite (mpuioxenune Ne 10).
Croucok JOMKHOCTHBIX JHIl (OpraHu3aluii), KOTOPbIM HaIpaBIISIETCS PEIICHUE
TEPPUTOPHUATIBHONW KOMUCCHH, MOXKET OBITh TTOATOTOBJICH cpeacTBamu [1/].

B crmcok BKIIOYarOTCS 1M1, KOTOpbIe OyIyT 3a/1eiCTBOBAHbBI B pealn3aluu
OPUHATOTO  JOKYMEHTa  WIW  JOJDKHBI ~ OBITh  NPOMH(POPMUPOBAHBI
0 €ro COJIepP>KaHUU U KOTOPBIM 3TOT JJOKYMEHT JOJKEH OBITh pa30CIIaH.

Cnucok pacChUIKM JOKYMEHTOB TOJIUCHIBAETCS pPAaOOTHUKOM armapara,
OTBETCTBEHHBIM 3a BEICHHE JCIONMPOM3BOJICTBA U YTBEPKAACTCSA MIpeIceaaTeieM
TEPPUTOPHUATIBHON KOMHCCHH.

8.3.8. OpopMieHHBIII KOMIUIEKT JOKYMEHTOB (pemieHue, 00O3HAYCHHBIS
B €ro TEKCTe TMPWIOKEHHs, CIHUCOK pAacChUIKM) pabOTHUK  ammapara,
OTBETCTBEHHBIM 32 BEIEHUE JEIONPOM3BOJACTBA, NEpeJacT Ha MOJIMHUCH

MpeACcCeIaTeNI0 U CEKPETapIO TEPPUTOPUATIBHON KOMUCCHH.



8.3.9. Pemienue  moamuchIBaeTCs  MpeAcenareleM U CeKpeTapem
TEPPUTOPUAIIBHON KOMHUCCHMU.

Ecnu na 3acemanum TeppUTOpHATBHONW KOMHUCCHH IPEICEAATEILCTBOBAI
3aMECTUTENb  MOpeAcelaresis  TEePPUTOPUATBHOM  KOMHMCCHHM,  CEKpETaphb
TEPPUTOPUATIBHON KOMHCCHUU WIIM OJIMH W3 WICHOB TEPPUTOPUATIBHON KOMHCCUH
C IIpaBOM pEHIAIOLIEr0 TOJ0ca, a TaKXKe €CIM IOJHOMOYMS CeKpeTaps
TEPPUTOPUATIBHOM KOMMCCHUM OCYIIECTBIISII OJAWMH W3 YJIECHOB TEPPUTOPHUAIBHOU
KOMMCCHUM C TIPAaBOM PEIIAIOIIETO T0JI0ca, TO MOANUCH B MPOTOKOJIE, HA PEIICHUN
oQOpMIISIOTCS CIAEAYIOIUM 00pa3oM:

«3amecTuTeNh MpeaceaaTenass TEPPUTOPUATBLHOW KOMHUCCUM» —B ClIydae
BPEMEHHOI'0 OTCYTCTBHUS MIpECcEeaTeNsl TEPPUTOPUATIBHON KOMUCCHM;

«Vcrionustomui 00513aHHOCTH TPeIceaaTeNsl TePPUTOPHATTEHON KOMHUCCHID) —
npu Hanuuuu pemeHuss Cankr-lIletepOyprckoii  uU30MpaTebHOM KOMUCCHU
O BO3JIO)KEHMHU Ha OJHOTO W3 YJIEHOB TEPPUTOPHUAIBHON KOMHCCHUU C IPABOM
pELIAKOIEro Toj0ca NOJIHOMOYMI IpeaceaaTeNsi TEPPUTOPUATIbHON KOMUCCHUU;

«IIpencenarenbCcTByONMKA HAa 3aCE€NaHUN TEPPUTOPUATIBHOU KOMHUCCHMY —
B Clly4ae BPEMEHHOIO OTCYTCTBHUSl MpEIACENaTels, 3aMECTHUTENd MpeIcenaTelis
TEPPUTOPUATIBHON KoMHccHH, OTCcyTcTBUA pemieHus Cankt-lIletepOyprekoit
n30UpaTelbHOM  KOMHCCHMM O  BO3JIOKEHHWH  TOJHOMOYMN  TpelcenaTess
TEPPUTOPUATIBHON KOMHUCCHHM Ha OJHOTO U3 YJIEHOB TEPPUTOPUAIBHON KOMHUCCUU
C MpPaBOM pELIAIIIEr0 Trojoca U MpPU HAJIUYUM PELIEHUS TEePPUTOPHAIBHOM
n30MpaTeIbHOW KOMUCCHU;

«Mcnonnastomuii 00s3aHHOCTA CEKpPETaps TEPPUTOPHAIBHOU KOMHUCCHUN» —
B CIy4ae HAIUYMUSA pEHIEHUS [eppUTOPUAIBHOM KOMHCCUHU O BO3JI0KEHUU
MMOJJTHOMOYMU CEKpeTaps TEPPUTOPUATBHOM KOMHUCCHMM HAa OJHOIO W3 4YJICHOB
TEPPUTOPUATIBHON KOMUCCHH C ITPABOM PEIIAIOIIETO royoca.

«CekpeTtapb  3acellaHUsl  TEPPUTOPUATBHONM  KOMHCCHUU» —B  Clly4yae
BPEMEHHOTO OTCYTCTBHUSI CEKpeTapsi M30MpaTenbHON KOMHCCHH W TPU HATHYWU
pELICHUs] TEPPUTOPUAITIBHON KOMUCCHH.

8.3.10. [locme moamucaHus PEIMICHUS PETHCTPUPYIOTCS B IKypHAIe



pErucTpaluu penieHuid, B KOTOPOM IMpeayCMaTPUBAIOTCS: TOPSIKOBBI HOMED,
JaTa TPUHATUS PEIICHUs, PETUCTPALMOHHBIA HOMEp, COJEpKAHUE pPEIICHUs
Y HOMeEp Jiea XpaHEeHHUs.

8.3.11. Pemienuss HyMepyloTCsi B XPOHOJOTMYECKOM MOCIEA0BATENbHOCTH
B npenenax CpOKa MTOJIHOMOY UM TEPPUTOPHUAIIBHON KOMMCCHH.
Homep pemenus TeppuTOpuaibHONM KOMHUCCHM COCTOUT M3 HOMEpa NPOTOKOJa
3ace/laHus U MOPSIKOBOTO HOMEpa Borpoca, (Hanpumep: 1-5).

8.3.12. Yka3zaHHbI€ BbIIIE PEKBU3UTHI BHOCSITCS B PETUCTPALIUOHHO-YYETHYIO
dopmy. B cinyuae ucnonn3zoBanus I1]] k PYK npukpernnsiercs TeKCT JOKyMeHTa
B opmare docx (must Tabmimi qomyckarorces daiinbl popmara XISX) ¥ 37eKTPOHHBINM
o0Opa3 nokymeHnta B (popmare pdf (mpu HE0OXOIUMOCTH), a TAKXKE JCIaeTCs CBsI3Ka
C JOKyMEHTaMH, TOCTYKMBIITUMU OCHOBAaHHEM JUIsI PACCMOTPEHHS BOIpoca
Ha 3ace/laHuu TEPPUTOPUATIEHON KOMUCCHUH.

8.3.13. Pa3zpemienne Ha TUPaXUPOBAHUE JIOKYMEHTOB B HEOOXOJIMMOM
KOJIMYECTBE JaeT TMpeacefaTeslb TeppUTOPUATbHON KOMHCCHH. J[OKYMEHTBI
TUPAKUPYIOTCS ~ pabOTHUKOM  ammapaTra, OTBETCTBEHHBIM 32  BeJEHHUE
JIENONIPOU3BOJICTBA, HAa KAXKIOM KOMUM JOKYMEHTAa IMPOCTABISETCS Ie4aTh,
yIIOCTOBEpSAIONIas  MOJIMUCH  MpeAceaaresiss  TeppPUTOPUATBLHOM  KOMUCCHH
U CEeKpeTaps TePPUTOPHAIBHON KoMuccuu (0€3 BOCITPOU3BEACHUS TIOIMUCEH ).

8.3.14. Konuss  pemieHusT TEPPUTOPHAIIBHONM KOMHCCHU  HaIpaBJISCTCS
3asIBUTENII0 B CJIy4ae, €CIM ero oOpalieHHe B TEPPUTOPHAIBHYI0 KOMHUCCHUIO
MOCIYKAJIO  OCHOBaHMEM JUIsi PAacCMOTPEHHs] BONpOCa Ha  3acelJaHuu
TEPPUTOPHUATIBHON KOMUCCHH.

8.4. OdopmiieHrEe TPOTOKOIIA 3aceAaHUs TEPPUTOPUATTEHON KOMUCCHUH.

8.4.1. [Ipotokon 3acegaHusi TEPPUTOPHATBHOW KOMHUCCHUU OQOPMIISETCS
Ha OJjaHKe ycTaHoBIIeHHOU (opmbl (pmiiokerune Ne 4) B CpoK, HE MPEBBIMIAIOIINAN
Tpex pabouux JAHEH mocie JHS 3acemanus. IIpoTokon  3acemaHus
TEPPUTOPUATIBHOM KOMHCCHH MOXET ObITh odopmiieH cpeactBamu 1]
C UCIOJIb30BAHUEM COOTBETCTBYIOIIETO IIa0I0Ha OJlaHKa JOKYMEHTA.

8.4.2. Ilpotokon 3acemanuss MOXKET OGOPMIIATHCS B MOJTHOW WJIM KPATKOM

dbopwme.



8.4.3. TexcT mpoTOKOJIa 3aceaHusl TEPPUTOPUATBLHON KOMUCCHUH COCTOUT
M3 JIBYX 4aCTEW — BBOJHOM U OCHOBHOM.

8.4.4. B BBOJHOI YacTH MPOTOKOJA YKa3bIBAIOTCS MHULMAIBI U (aMUIUSL
npeacenarenas — TEPPUTOPUAIBHOW  KOMHCCHMM  (IIpelceNaTelbCTBYIOIIEro),
a TaKkKe NPHUCYTCTBYIOLIMX: 3aMECTUTENs TMpeAceaareiss TeppUTOPUATbHOM
KOMHCCHUH, CEKpeTaps TePPUTOPHAIBHON KOMUCCHH M WICHOB TEPPUTOPUATIBLHOMN
KOMUCCHH, JIUI], IPUTJIAlIEHHBIX Ha 3acelanue, B aaBUTHOM MOPSJIKE.

Honyckaercs odopMiIeHUE MPUCYTCTBYIOIIMX  OTHACIBHBIM  CIIUCKOM
C yKa3aHMeM WHUIMANOB, ¢GaMuauii u JopkHocTed. Chnucok mpuaraercs
K IPOTOKOJY 3aCEeIaHMUs.

8.4.5. TloecTka AHS BKJIIOYAETCS] B  BBOJAHYKO YacTh MPOTOKOJA.
OHa COCTOUT M3 MEPEUUCICHUs BOIIPOCOB, KOTOPbIE 0OCYXXK/Ial0TCSl HAa 3aceaHuH,
U 3aKpervIsieT MOCIeAOBATEILHOCTh UX OOCYXICHHS W (paMUIUU JTOKIATINKOB
(BBICTYHAIOLIHUX).

Kaxxnpiii Bonpoc moBecTKH JHs 3acelaHus HyMepyeTcs apaOckod mudpow,
ero HaumMmeHoBaHue GopmynupyT ¢ mpemiora «O» uan «O6». [lo kaxmomy
NYHKTY YKa3bIBa€TCA JTOKJIaIUUK.

8.4.6. OcHOBHasg 4acTh MPOTOKOJIA COJAEPXKHUT CTOJBKO Pa3lIeNoB, CKOJIBKO
IyHKTOB BKJIFOUEHO B MOBECTKY JHA. B COOTBETCTBUU € HEW pa3feibl HyMEPYIOTCA.

Kaxneiii  pazgen  coctroutr w3 Tpex  yacteu:  «CIIVIIAJINY,
«BBICTYIINJIN», «PEILNIIN», KoTOpblE MEYATAIOTCSA OT TPAHULBI JIEBOTO OIS
MPOIMUCHBIMU OYKBaMHU.

B wactm «CJIIVIOAJIM» kpaTko uU3maraercss TEKCT BBICTYIUICHHS
noxnmanuuka. MHuImansl u paMuius JOKIaa4rKa TedaTaroTcsl ¢ KPaCHOM CTPOKH
B HMEHUTEIILHOM MajeXe. 3aluch JIOKJIaJa HW3JIaraercs OT TPEThero JHia
€AMHCTBEHHOTO YHCIIA ¥ OTAEISIETCS OT (pamMiinu Tupe.

Ecnu TekcT mokinana mpuiaraercsi K NPOTOKOINY, TO HCIOJIb3YETCSl CChUIKA
«TexcT noknaga mpuiaraercs.

B wactu «BBICTYIIMJIN» mnepedncisitoTcsi BBICTYNAIOIIUE W aBTOPBI

BOIpocoB. MHumanel U paMuivs BHICTYNAIOIIETO NeYaTatoTCs ¢ KPACHOM CTPOKHU



B HMEHUTEIbHOM Tajexe. Kparkas 3amuch BBICTYIUIEHUS IO CYILECTBY
paccMaTpuBaeMOro Borpoca (Mo pelIeHr0 IpeaceaaTeIbCTBYIONIEr0) U3IaraeTcs
OT TPETHETO JINIlAa €AUMHCTBEHHOTO YHCIIA.

Ecnm TexcT BBICTYIUICHUS MpUJIaraeTcss K MPOTOKONIY, TO HCIOJIb3yeTCs
ccblika « TeKCT BBICTYIIIICHUS TIPUIIAraeTCsiy.

B uactu «PEIIWJIN» oTpakaeTcsi MPUHATOE PEIICHHE MO 00CYyX IaeMOMY
BOIIPOCY U PE3yJbTaThl TOJIOCOBAHUS.

B mpotokone 3acenaHus oTpakaeTcsi HaJIM4Me OCOOOr0 MHEHUs y uJieHa
TEPPUTOPUATIBHOW KOMHUCCHUM, O(OpMIIEHHOE B NHUCBMEHHON ¢dopme ocoboe
MHEHHE TIOMEIIAETCS MOCIE PEIICHUS, B CBSI3U C KOTOPBIM 3TO MHEHHUE U3JIOKEHO.

8.4.7. IIporokon 3acelaHus MIOIITUCHIBAETCS npejceaaTeaeM
WIM TIPEJICEeIaTeIbCTBOBABIIMM Ha 3acCEaHUU U CEKpeTapeM TEPPUTOPUATILHON
KoMUCCHH (WM YICHOM  TEPPUTOPUAIBHONW  KOMHCCHH,  HCIOJHSBIIUM
00sI3aHHOCTU CEKpeTapsi TEPPUTOPHUATIEHON KOMHUCCHH).

8.4.8. Ilocne moamnucanus MPOTOKOIBI PETUCTPUPYIOTCS C UCIIOJIb30BAaHUEM
peructpanmoHHo-y4etHo  ¢opmel.  [IpoTokonbsl  3acegaHuii  HyMepyroTcs
B XPOHOJIOTMYECKON TOCIJIEIOBATEIIBHOCTH B IMpeAenax CpokKa IOJTHOMOYHUI
TEPPUTOPHUATIBHON KOMHUCCHHU.

8.4.9. IIpoTokoybl 3aceaHuii TEPPUTOPUATEHON KOMHUCCHH, NTPHUOOIICHHBIC
K HHM pEIIEHUS BMECTE C MaTepualiaMH, IOCIYyXUBIIUMH OCHOBAaHHUEM
JUISE UX TPUHATHSA, OCOOBIMH MHEHHUSIMU WIEHOB TEPPUTOPUATBHOM KOMHCCHH
XpaHATCs y mpeaceaarens (ceKperaps Wiu padOTHHKA almapara, OTBETCTBEHHOIO
3a BEJEHHE JEJONPOU3BOJICTBA) TEPPUTOPUAIIBHOW KOMHUCCHHM, a 3aTeM,
opopMJICHHBIE B COOTBETCTBUU C TpeboBaHMsIMU WHCTPyKIIMU, NepenaroTcs
B ApXUB.

9. OdopmiieHue MPUKA30B Mpe/ceaaTes
TEPPUTOPUAIBHOH KOMUCCHH

9.1. Ilpuka3 mnpencenaTesss TEPPUTOPUATHHOW KOMHCCHH IO OCHOBHOM

NeATEeNbHOCTH (asiee — mpuka3z) opopmisiercss Ha OJlaHKE YCTaHOBICHHOU (POpMBbI

(mpmnoxenue Ne 4).



9.1.1 TlpoekThl TPHUKA30B TOTOBATCS MO TMOPYYCHHUIO TpeaceaaTeis
TEPPUTOPUAIIBHON KOMUCCHM.

[Ipuka3sl MOTYT TOTOBUTBCS M COIJIACOBBIBAaThCA Takxke cpeactBamu 1]
IIpn moxroroske mnpukasoB cpexncrBaMu [IJ[ ucmosnb3yercss COOTBETCTBYIOIIUMI
ma6JIoH OJaHKa JOKYMEHTAa.

9.1.2. Tekct mpuKaza COCTOMT, KakK IIPaBUJIO, U3 KOHCTATUPYIOIICH
U paclopsAAUTEIILHON YacTeN U JOJKEH UMETh 3ar0JIOBOK.

9.1.3. B KOHCTaTHpyIOIIEW YacTH U3JIaraloTcs Ledd U 3a7a4u
mpeAnuCchiBaeMbIX JeicTBuil. Ecnu oCHOBaHMEM K W3JIaHUIO TMPUKA3a SIBISETCS
HOPMATUBHBIA  MPAaBOBOM  aKT  WJIM  PACHOPAJUTEIbHBIA  JIOKYMEHT,
TO B KOHCTAaTUPYIOIIEH YacTU YKa3bIBAlOTCA €ro Ha3BaHUE, JaTa, HOMeED,
3aroJIoBOK.

9.1.4.B  pacnopsaMTensHOM ~ YacTM  coJep)Karcs — TEepeyucieHHe
NPEANUCHIBAEMBIX JTEUCTBUH, CPOKM W HCHOJHUTENU. [IyHKTBI mpukasa
HYMEpYIOTCs apaOCKUMHU LU(ppaMu ¢ TOUKOW U HE UMEIOT 3ar0JI0BKOB.

9.1.5. Ecniu mpuka3 u3MeHsieT, OTMEHSIET WIH JOTOJHIET paHee H3JaHHbIN
IIPUKa3 WIN €r0 OTAEIbHBIEC IYHKTHI, TO ’TO OTOBAPUBAETCS B TEKCTE MPUKA3a.

9.1.6.B MOCJICTHEM MTyHKTE pacropsIuTeIbHOM JacTH,
pu HEOOXOJMMOCTH, YKa3bIBAE€TCA JODKHOCTHOE JIMIIO, HA KOTOPOE BO3Jaraercs
KOHTPOJIb 32 UCIIOJHEHUEM MPHUKa3a.

9.1.7. Tlpu HaJIMYUU MPUJIOKEHU I K puKazy B TEKCTE
Ha HUX 00513aTEIbHO JIENIAeTCs CChUIKA.

9.1.8. [IpoekT mpukaza ©W TOPWIOKEHUS K  HEMY  BHU3UPYIOTCS
HEIMOCPEACTBEHHBIM HCTIOJIHUTEIIEM.

Eciu B mpukaze coaepkarcs BOMPOCH (UHAHCUPOBAHUS BBHIOOPOB,
oOecrieueHusl ESITEIBHOCTH TEPPUTOPHUATHHOW KOMHUCCHUU, TO OH BHU3HPYETCS
y TJIaBHOT'O OyXranTepa.

[Ipuka3pl, moarotoBiieHHbIE cpeacTBamu [IJI, BU3MPYIOTCS aHAJIOTHYHO

IIpUKa3zaM, IoAroTOBJICHHBIM Ha 6YMa)KHOM HOCHUTCIIC.



Busbel mpoctaBifioTcss Ha OOOpPOTHOM CTOpPOHE TOCIHEAHEro JIMCTa
JOKyMeHTa (TpuKa3a, TMPUIOKEHUS K HEMy) II0 YCTaHOBJIEHHOU ¢dopme
(mpunoxenue Ne 9).

[Tpu MOATOTOBKE M COTTIACOBAHHMHU MPOEKTOB MPHKa30B cpeacTBamu 1] muct
COrJIacOBaHMs paclieyaThlBaeTCsl Ha OOOPOTHONW CTOpPOHE IMOCJIEIHEro JUCTa
JIOKyMeHTa (TpuKaza, NpuwioxkeHus K Hemy). [lpu HeoOXoauMOCTH TOJIydeHUs
BU3bl JIOJDKHOCTHOTO JIMIIa Ha JIMCTE COTJIAaCOBaHUS MpHKa3a, MOArOTOBICHHOTO
cpenctBamu 11, nokymeHT nepenaercs Ha OyMa)XHOM HOCHUTEJIE HAa BU3MPOBAHUE
COOTBETCTBYIOLEMY JIODKHOCTHOMY JIUITY.

9.1.9. Ilocne moamucaHusi MPHKa3bl PETUCTPUPYIOTCS C HCIIOJIB30BAHHEM
PETHCTPAIMOHHO-YYCTHOW (OpMBI M (POPMHUPYIOTCS B Jeila B COOTBETCTBUH
C HOMEHKJIATYpOH JeNl TepPUTOPHATBLHOW KOMHCCHU BMECTE C JOKYMEHTaMH,
MOCITY>KMBIIIMIMH OCHOBAHHUEM JIJIS1 U3JIaHUS TTPUKa3a.

B cnyuyae ucnons3oBanus s perucrpauuu I xk PYK npucoenunsrorcs
TeKCT Tipuka3za B ¢opmate docx wmnu xIsx (mis Ttabmuir gomyckarorcst (aitibl
dopmara  XISX),  omekTpoHHBIH  00pa3 mpukaza B (Qopmare  pdf
(mpu HEOOXOAUMOCTH) M JENAIOTCS CCHUIKM Ha JOKYMEHTHI, IOCTY>KUBIINE
OCHOBAaHHEM [IJIsl U3/IaHUA MPUKA3a.

9.1.10. Ilpuka3zaM mpuUCBaMBAIOTCS PETUCTPAIMOHHBIE HOMEpa B Mpenaeniax
KaJeHAApPHOTO To0/a, TMPU OSTOM K TOPSAKOBOMY HOMEpy uepe3 naeduc
IPOCTaBJISIeTC OYKBEHHBIN MHACKC «OJ».

9.2. Odopmienne mMpUKA30B TMpeAceaarenss MW30UpaTebHOH KOMHCCHH
0 KaJPOBBIM BOTIPOCAM.

9.2.1. [Ipukassl mpejacenarenss TEPPUTOPUATBHON KOMHUCCHUU IO KaJIPOBBIM
BOIpOCam U3MIAF0TCS o KOHKPETHBIM BOTIPOCAM, CBSI3aHHBIM
C  JeATeIbHOCTHIO  YJICHOB  TEPPUTOPHAIBHONW  KOMHCCHH,  MPHEMOM
Ha TOCYJAapCTBEHHYIO rpaxaaHckyto ciyxk0y Cankr-IlerepOypra B ammapar
TEPPUTOPUATIBHON  KOMHCCHH,  MPOXOXKICHHEM  TPAXIAAHCKONH  CIY>KOBI

Y YBOJIbHEHUEM C TPaXJaHCKOU CITy>KObI B anmapare TeppuTOpUaIbHON KOMUCCHUHU.



9.2.2. [lpukassl mpejacenarenss TEPPUTOPUATBHON KOMHUCCHUU IO KaJIPOBBIM
BONpocaM 0(QOPMIISIOTCS aHAJIOTUYHO MpPUKa3aM MpeAcenaTes TEPPUTOPHAIBHOM
KOMUCCHUM TI0O  OCHOBHOM  JesarenbHocTH.  IIpukasam  mpucBamBaroTCs
pPETUCTPALlMOHHBIE HOMEpAa B Ipefesiax KaJleHJAapHOro TojAa, IpU  ITOM
K MOPSIIKOBOMY HOMEPY depe3 AePuC MpoCcTaBiIsieTcs] OYKBEHHBIN HHIIEKC «K».

9.3. Konuu npuka3oB 3aBepAIOTCS NEYaThIO TEPPUTOPHUATIEHON KOMUCCHUU.

9.4. Ilpuka3pl BMecTe€ ¢ NPUOOUIEHHBIMM K HHM JIOKYMEHTamH,
NOCIY>KUBIIMMH OCHOBaHUEM JJisi MX M3JlaHusd (B TOM 4YMCIE pacliedaTaHHbIMU
KONUSIMUA JIOKYMEHTOB, MOCTYNUBIIMX/TIOJITOTOBJIEHHBIX B 3JEKTPOHHOM BHUJIE),
(GopMupyIOTCS B Jieda COrJIacCHO HOMEHKJIAType Jell TEPPUTOPUATIbHON KOMHUCCHH,
XpaHATCs y IpecenaTes uin paboTHUKA amnmapaTta, OTBETCTBEHHOTO 3a BEACHHE
JEJIONPOU3BO/ICTBA B TEPPUTOPUATIBHOW KOMHUCCHM, a 3aTeM, O(OpMIIEHHBbIE

B COOTBCTCTBHHU C Tpe6OBaHI/ISIMI/I HHCTpYKIII/II/I, MepecaaroTCA B apXuB.

10. KoHTpPOJIb HCTIOJTHEHUSI TOKYMEHTOB U MOPYy4YeH Ui

10.1. KoHTpoJr0 UCTIOTHEHHS TIO/1JIeKAT:

NOPYYEHUs, COJAEpKAIIUECSs B IIOCTAHOBICHUSAX M JAPYIHMX JTOKYMEHTax
UK Poccuu, Cankt-IlerepOyprckoit m3OupaTenbHOW KOMHUCCHUHU, B PEIICHUAX
TEPPUTOPHUATIBHON KOMUCCHMU;

NOPYYEHUs, COJAEpKAIIUEeCs B IpHUKa3ax MpelCcenaresis TEPPUTOPUATbHON
KOMHCCHU;

NUCbMEHHBIE TMOPYYEHHs] Mpenacenarens (3aMecTuTeNs Mpeacenarens,
CeKpeTapsi) TEPPUTOPUATIBHON KOMUCCHH;

BXOJISAIIME JOKYMEHTHI, B TOM YHCJIE€ NMUChMEHHBIE OOpAaIleHUs TPaKIaH,
yKazaHHbIe B [lepeyHe mojexanux KOHTPOJO JOKYMEHTOB C YKa3aHUEM CPOKOB
ucnoiaHeHus (nmpuioxenue Ne 11), B COOTBETCTBUU € YKa3aHHUSIMU 110 UCTIOTHEHUIO
JOKYMEHTA MpeJceaTeNsi TepPUTOPUATIBHON KOMUCCHH;

UCXOJIAIINE TOKYMEHTHI, TPEOYyIOLIMEe OTBETA;

MOPYYEHHUs, COJEpKalllhecss B MPOTOKOJIAX 3acelaHuil TEePPUTOpPUATIbHOU

KOMUCCHU;



IIJIAHBI MEPOIPUATUN.

10.2. KOoHTpOJb MCIOJHEHHS] AOKYMEHTOB, YKa3aHHbIX B mojpaszaeine 10.1
Nuctpykimu (32 UCKIIOUEHHEM HUCXOSIIUX JOKYMEHTOB), IO CYIIECTBY
3aTPOHYTBIX B HHUX BOIIPOCOB OCYILIECTBISIET TMpenacenareiab (CeKperaph)
TEPPUTOPHUATIBHON KOMHUCCHHU.

10.3. KOHTpOab HCMIOTHEHUS MCXOASIIMX JIOKYMEHTOB, B TOM 4YHUCIE
32 CBOEBPEMEHHOCTBIO TMOJYYEHUSI OTBETOB Ha 3alpoChl TEPPUTOPHAIBHOU
KOMUCCHH, OCYIIECTBIISICT paOOTHUK ammapara, OTBETCTBEHHBIM 3a IMOJTOTOBKY
JTAHHBIX TOKYMEHTOB.

10.4. Cpoky UCHOJHEHUS TOPYYCHUH, COACPXKAIMXCA B PEIICHUSIX
TEPPUTOPUATIBHOW  KOMHCCHHM, TIpUKa3ax TMpejaceaaTessi TeppUTOPHATBLHOMN
KOMUCCHH, TTUCBMEHHBIX MOPYYEHUN Mpescenarens (3aMecTUTeNs MpesceaaTes,
CeKpeTaps) TEPPUTOPUATIBHOM KOMUCCUU OTIPEICIISIOTCS STUMU IOKYMEHTAMHU.

10.5. JIokyMeHT TIOMJICKUT UCIIOJTHEHUIO HE TI03JIHee, dYeM uepes
30 xaJleHIapHBIX OHEW CO JIHS €ro IOCTYIUIEHUS, 32 HCKIIOYEHUEM CIIy4aes,
IpeayCMOTPEHHBIX MyHKTOM 10.6 HacTosmero pa3aena.

Ecnu nocnennuii 1eHb MCMIONHEHUS TOKYMEHTA MPUXOAUTCS Ha Hepabouui
JIEHb, TO OH MOJICKUT UCIIOJIHEHUIO B TIPEAIIECTBYIONIUI eMy pabounii IeHb.

JoxkymeHTbl ¢ mnoMmeTkamu «BecbMa cpoyHo», «CpOYHO» HCHONHSIOTCS
B TPEXJHEBHBIN CPOK, TOKYMEHTHI C MOMETKOU «OTnepaTUBHO» — B ICCATUIHEBHBIN
CPOK.

CpoK HUCHOJIHEHUS UCUHCISIETCS B KaJeHAApHBIX AHAX. [ mopydyeHui —
OT JaThl MOJNUCAHUS TOPYYEHUS, HJISI BXOASUIUX JIOKYMEHTOB, B TOM YHCIE
oOpalieHuii, — OT 1aThl pErUCTPALUU JOKYMEHTA.

Ecnu nocnegHuil J1eHb WCIOJHEHHS] JOKYMEHTA, COJAEPIKaIlEero MOMETKY
O CPOYHOCTH HCHOJHEHHS, MPUXOJUTCA Ha HEepaOOuMil JIeHb, TO OH MOJJIEKHUT
WCIIOJTHCHUIO B CJICTYIONTUH 32 HUM paOOuuii ICHb.

10.6. Cpokr  WCHOJIHCHHS  BXOISIIMX JOKYMEHTOB U  OOpaIrieHui
YCTAHABIUBAIOTCS  MCXOJSl U3  CPOKOB, MpeajiaraéMblX  OpraHu3alueH,

HarpaBHUBIIEH JOKYMEHT, UM CPOKOB, YKa3aHHBIX B IpuioxkeHuu Ne 11.



OOpamieHuss 0  HapylIeHWU  3aKOHA, TMOCTYNUBIIME B  TEPUOA
COOTBETCTBYIOLIEH  M30MpaTeNbHOM  KaMIlaHWW, KaMIlaHuUW pedepeHayma,
UCIIONHSIOTCS. B CPOKH, YCTAHOBJIICHHBIE 3aKOHOAATEIBCTBOM O BBhIOOpax
u pedepeHayme.

10.7. OTBETCTBEHHOCTh 32 CBOEBPEMEHHOE M  TIIOJHOE  BHECEHHUE
B PErUCTPAIlMOHHO-YYETHYIO  (OpMy CpPOKOB  HCIOJHEHHS JOKYMEHTOB
U UHPOpMAIIMU O COCTOSHUM UCIIOJHEHUSI JOKYMEHTOB, KOHTPOJIb CPOKOB
UCTIOJTHEHUSI JOKYMEHTOB BO3JIaraloTCsl Ha CeKpeTaps Wid pabOTHUKA ammapara,
OTBETCTBEHHOTO 3a BEJCHHUE JIEJIOMPOU3BOICTRA.

10.8. B IJIaHax MEpOTIPUSITUH, YTBEPKACHHBIX peleHusIMu
TEPPUTOPUATIBHOW KOMHUCCHHM, TMpUKa3aMHU TIpeaceaaTessi TeppUTOpUaTbLHOU
KOMUCCHH, KOHTPOJIIO TIOJIJIEKAT CPOKU UCTIOTHEHUSI OTJCTBHBIX €T0 MTyHKTOB.

10.9. Tlpyu HEOOXOIUMOCTH TPOJJICHUS CpPOKA WCIOJHECHHUS JOKyMEHTa
OTBETCTBEHHBIN 3a UCIOJHEHHUE HE TO3JHEE YeM 3a TPH JIHS JIO0 UCTCUCHUs CpOKa
UCIIOJTHEHUSI IOKYMEHTA MPEACTaBIseT HA UMS MpeAceaaTesis TepPUTOPUATIbHOU
KOMUCCHH CIY>KEOHYIO 3alMCKy C MOTUBHPOBAaHHON MPOCKLOOW O €ro MpOJJICHHH,
KOTOpasi MOKET OBITh MOATOTOBJICHA U corylacoBaHa cpeactBamu [1]1.

10.10. TokyMeHT CYMTAETCS WCIIOJHEHHBIM U CHUMAETCS ¢ KOHTPOJIS TOCIIe
pelieHruss BCeX IIOCTaBJIEHHBIX B HEM BOIMPOCOB, COOOIIEHUS PE3YyIbTaTOB
pPaccMOTpPEHHUS BCEM 3aMHTEPECOBAHHBIM JIUIIAM.

10.11. OcHOBaHUSAMH JJIs CHATHUS JOKYMEHTA C KOHTPOJIS SBIISTFOTCS :

cIy)keOHas 3alucKa O CHATHU JOKYMEHTa (WJIM OTIEIbHBIX €ro IyHKTOB)
C KOHTpoJIi WiIM 00 UCIOJHEHUH JOKyYMEHTa Ha UM [pejceaaTess
TEPPUTOPUATIBHOM KOMMCCHH, TOJATOTOBJICHHAS OTBETCTBEHHBIM 32 UCIIOJTHEHUE
¢ orMmetrkoi («Cormacen», «Paccmotpen», «lIpunsiton) mnpenceaatens
TEPPUTOPUATIBHOM KOMUCCUU O MPHUHATHM HCIIOJHEHMS, KOTOpas MOXKET OBITh
MOJITOTOBJIEHA U coryacoBaHa cpeacramu [1J1;

pelieHue TePPUTOPHUATIBHOU KOMMCCHH, MpUKa3 npeaceaaTens
TEPPUTOPHATIBHON KOMHUCCHUH TI0 PE3yIbTaTaM UCIIOJTHEHHUS JOKYMEHTA;

OTBCT Ha BXOI[HH_II/Iﬁ AOKYMCHT;



OTBETHl OT OpraHu3alMii, B KOTOpPbIE€ JOKYMEHT ObUI HaIlpaBlICH
JUIsL PacCMOTPEHMSI IO CYILIECTBY IIOCTaBJIEHHBIX B HEM BOIPOCOB M OTBETa
3asBUTEIIO;

HalpaBJIeHHE OOpallleHuss B JpYyrue OpraHu3alud sl PAacCMOTPEHUS
M0 CYUIECTBY IOCTABJIEHHBIX B HEM BOIPOCOB M MOCIEAYIOIIETr0 HHPOPMHUPOBAHUS
aBTOpa O pPe3yJbTaTaX paCCMOTPEHUS.

10.12. JIokyMeHT He CUUTAETCS UCIIOHEHHBIM U OCTAeTCsl Ha KOHTPOJIE:

€CIM OH HampaBlseTcss B  JIpyrde€ OpraHbl WM OpraHu3aluu
JUISL  PacCMOTPEHHUsI C IEeJbI0 TMOJYYEHUS TEepPUTOPUATBHOM KOMHUCCHEH
uHbOpMaIKM, HEOOXOAMMOW [IJIi PACCMOTPEHUS MO CYUIECTBY MOCTABICHHBIX
B JOKYMEHTE BOIMpPOCOB. B ciyuae HE0OXOAMMOCTH TEpPpUTOPHATIbBHAS KOMHUCCHS
UHGOPMHUPYET 00 ITOM aBTOpa IOKYMEHTA;

€CIM OH HampaBlgeTCss B Jpyrue OpraHbl WIM  OpraHu3aluu
JUISL PacCMOTPEHHSI IO CYIIECTBY IOCTaBIECHHBIX B HEM BOIPOCOB M OTBETa
3asBUTEIO0 C MOCJIEIYIOIUM HHGOPMUPOBAHUEM TEPPUTOPUAIBHON KOMMCCHUU
0 pe3yJbTaTax UCIOJHEHMUS.

11. M3roroBJieHHE M UCIOJIH30BAHUE MEYATEH U IITAMIIOB

11.1. ins yaocToBepeHUs] MOMJIMHHOCTH JOKYMEHTOB WJIA COOTBETCTBUS
KOIUKA JIOKYMEHTOB NOJJIMHHUKAM, IIPOCTABICHUS OTMETOK O IOJIYy4YEHHUH,
pErucTpanuu I0KyMEHTOB B TEPPUTOPHAIBHOM KOMHUCCHUU UCIOJIB3YIOTCS MEYATH
¢ m3obpaxenuem ['ocymapctBenHoro repba Poccuiickoit denepanuu (manee —
repOOBBIC MEUATH) U IPYTUE TIEYATH U ITAMIIBI.

11.2. U3roTtoBneHre mneyaTell ¥ IITAMIIOB OCYIIECTBIISIETCS 1O YKa3aHUIO
npejacenarenss TePPUTOPHAIBHON KOMHUCCHUU JIMOO B COOTBETCTBHH C PEIICHUEM
BBIIIECTOSIIEN N30UPATEIbHOW KOMUCCHH.

[Itamnbel ¢ (paKCUMUIBHBIM BOCHPOU3BEACHUEM MOJMKUCH MpeaceaaTes,
3aMEeCTUTENsl  Mpelcenaresis,  CeKperaps  TepPUTOPUAIBHOM  KOMHCCUU
WU3TOTOBJSIFOTCS. MO WX TMOPYYEHHUIO U MOTYT  OBITh  HMCIOJIb30BaHbI
JUISL IPOCTABJICHUSI HA JyONMKaTax M KOMUSAX MOJAMHCAHHBIX B YCTaHOBJICHHOM

MOPSAJIKE JOKYMEHTOB.



11.3. 'epboBasi meyaTb TEPPUTOPHUAIBHOW KOMHUCCHUH IPOCTABIISETCS
Ha  (UHAHCOBBIX  JIOKYMEHTaxX, TlapaHTUHHBIX  MUCbMAaX,  JOrOBOpax,
rOCYy/IapCTBEHHBIX KOHTPAKTaxX JIOBEPEHHOCTSX, U B JAPYIHMX MPEAYCMOTPEHHBIX
3aKOHOJATEIbCTBOM CITydasiX.

11.4. Ha paccbuiaeMblX KOIUSAX PEHIEHUH TEepPUTOPHATIBHOM KOMUCCHH,
MIPUKA30B MpeceaTeNss TePPUTOPUATbHON KOMUCCUY, HA MAKeTaX MpPHU OTIPAaBKe
JOKYMEHTOB, NpU O(QOPMIICHHH JOKYMEHTOB Ha MPHEM TOBapHO-MATEpUATbHBIX
LIEHHOCTEW TpOCTaBisieTcss TepOoBas WM HHAsg INe4aTb TEePPUTOPUATBHOM
KOMHCCHH.

11.5. Tleyatn u mITamMobl MOJJIEKAT y4ETy B OTIAEIBLHOM KypHalie ydeTa
nevareiu u HITAMIIOB PabOTHUKOM amnmnapara, OTBETCTBEHHBIM
3a J1eNonpou3BoACcTBO. [leyaT W mTammnbl BBIIAIOTCS MOJ MOANKUCH B KypHaje
yueta meyateil u mramnoB. Ha xypuane mnpocraBusiercss otmerka «JICIDy,
€ro JIUCThl HyMEPYIOTCS, MPOIIUBAIOTCS U ONEYATHIBAIOTCS.

11.6. [leyatn W mITaMIbl JTOJDKHBI XPAaHUTHCS B HAJEKHO 3aKPbIBAEMBIX
U OlleyaThIBa€MbIX B Hepabouee Bpems cerdax miu MeTauIMYecKuX Imkadax.

11.7. KoHTpOab 32 MpPaBWIBHOCTHIO XPAHEHUS M HWCIIOJIB30BaHHUS TedaTeil
U IITaMIOB OCYIIECTBISET PAOOTHUK amnmapara TEPPUTOPHAIBHOM KOMHCCHH,
OTBETCTBEHHBIH 3a JIEIOMPOU3BOJICTBO.

CBepka HalMyusi TeYaTe M IITAMIIOB OCYIIECTBISIETCS MpencenareaemM
TEPPUTOPUATIBHON KOMUCCUU OJHH pa3 B TOJ.

11.8. Ilpumienmrie B HErOJHOCTh IMEYAaTH MW IITaMIIbl YHMYTOXKAIOTCH,
O 4YE€M COCTaBISETCA AaAKT, @ B JKypHaJIE ydeTa Ie4aTell M IITAMIIOB CTaBUTCS
COOTBETCTBYIOIAsl OTMETKA.

VYHUYTOXKEHNE NPOU3BOAUTCS IIOCIIE YTBEPXKACHMS akKTa IpejceaareeM
TEPPUTOPUATIBHON KOMHUCCUH. MeETAINIMYECKUE MEeYaTH YHUYTOXKAKTCA IyTEM
MIOJIHOTO CHWJIMBAaHUA TEKCTA WJIA ONWIMBAHUSA JIBYMS NEPEKPECTHBIMH JIMHUSIMM,
Kay4yKOBBI€ [1€YaTH U IITAMIIBI Pa3pe3ar0TCs HA MEJIKME YAaCTH WM CKUTAIOTCS.

11.9. 06 yrepe mewyatTm WM MITaMIa HE3AMEIUTEIBHO CTABHUTCS

B U3BECTHOCTH IIPEACENATEND TEPPUTOPHUATIEHON KOMUCCHH.



12. ®dopmupoBaHue e M epeJaya ux B apXuB

12.1. CocraBneHue u yTBEpkKACHHE HOMEHKIATYPBI JEIl.

Homenknatypa nen mnpenHasHaueHa i (OPMHPOBAHUS HCIIOTHEHHBIX
JIOKYMEHTOB B Jena (dJICKTPOHHBIE Jeia), CUCTeMaTh3ald MW ydeTa e,
ONPEAEICHUS] CPOKOB UX XPAHEHUS U SIBIISIETCSI OCHOBOM 11 COCTABJICHUS ONKCEN
Jie] TOCTOSIHHOTO U JOJITOBpEeMEHHBIX (cBbilie 10 JI€T) CpPOKOB XpaHEHWUS,
B TOM WYHCJIE€ [0 JMYHOMY COCTaBY, aKTOB O BBIJEJICHUU K YHUUTOXKECHUIO
JIOKYMEHTOB C HCTEKIIMMH CpPOKaMH XpaHEHUs, a Takxke Ui ydera el
B JICJIONIPOU3BOJCTBE.

B HoMeHKiaTypy Aed MOryT BKJIIOYAThCS 3arojOBKHU JI€JI, OTPAKAIOIINE
NEATeNIbHOCTh TEPPUTOPUATBLHON KOMHCCHM, B TOM YHCJE JIMYHBIC JIela,
CIIPaBOYHBIC M YYETHBIC KAPTOTEKH U APYTUE yUETHBIC (POPMEI.

He BkiroudaroTcs B HOMEHKIATYpPY JA€d NEPUOANYECKHE W3JAHUS, KHUTH,
OpOITIOPHI.

3aroioBoK Jena JOJDKEH YeTKo M B 0000IIeHHOW ¢dopMe OTpakarh
OCHOBHOE€ COJIep>KaHHE M COCTaB JIOKyMeHTOB. He momyckaercst ymotpeOieHue
HEKOPPEKTHBIX (OPMYITUPOBOK, BBOJHBIX CJIIOB M CIIOXKHBIX 00OPOTOB.

IIpu cocTaBlieHMM HOMEHKIATYypbl M€l CIeAyeT pPYKOBOICTBOBATHCS
periaMmeHToM TEpPUTOPHUATIBHOU KOMUCCHH, [lepeunem TUIIOBBIX
YOPaBICHYECKUX apXUBHBIX JIOKYMEHTOB, OOpa3yloIIuXcs B  Ipolecce
NEeATEIbHOCTU T'OCYIAPCTBEHHBIX OPraHOB, OPTaHOB MECTHOTO CaMOYIIPaBJICHUS
U OpraHu3aluii, ¢ YKa3aHHEM CpPOKOB XPaHEHHUS, YTBEPKICHHBIM MPHUKA30M
denepanbHOro apxuBHoro areHrctea or 20 mgexabps 2019 roma Ne 236
(manee — Ilepeuenn), [IpaBunamMu opraHu3alu XpaHEHHs, KOMIUIEKTOBAHUS,
ydeTa W HWCHOJb30BaHUA JOKyMEHTOB ApxuBHoro ¢onma Poccuiickoii
denepalul M JAPYTUX apXUBHBIX JOKYMEHTOB B TOCYIapCTBEHHBIX OpraHax,
OopraHax MECTHOI'0 CaMOYMNPABJICHUS U OPTraHU3alUAX, YTBEPKICHHBIX MTPUKA30M
®denepalibHOro apxuBHOro areHTcTBa OT 31 urona 2023 roma Ne 77, nmopsiakamu

XpaHCHHUA M IHepcaadd B apXHBbl JOKYMCHTOB, CBA3dHHBIX C HOI[FOTOBKOﬁ



51 IPOBEICHUEM BBIOOPOB, YTBEPKICHHBIMU UK Poccun
n Cankt-IlerepOyprckoil nM30upaTenbHOM KOMHCCUHM, HOMEHKIATypamu el
TEPPUTOPHUAIIBHON KOMHMCCHUH 32 MPEAIIECTBYIOIINE TOJIBI.

[Ipy moOArOTOBKE HOMEHKJIATYpPHI J€d HEOOXOJUMO YYMTHIBATH XapakTep
BBIOOPOB, MPOBOJAMMBIX B IPEICTOSIIEM TOLY.

Homenkmarypa pgen  TeppuUTOpUAIbHOW KOMHUCCUM Ha IPEACTOSIIHUHN
KaJIGHJapHbIA TOJl  COCTaBseTCs paOOTHUKOM ammapara, OTBETCTBEHHBIM
3a BEJCHUE JIEJIONPOU3BOACTBA, B IIOCIEIHEM KBapTaje TEKYyLIEro Troja,
COTJIACOBBIBAETCSl C CEKPETApeM TEPPUTOPUATIBHONM KOMHUCCHUH, paccMaTpUBAETCS
HAa  3acCelaHuM  OKCHEPTHOM  KOMHMCCHHM  TEPPUTOPHUAIBHOW  KOMMCCHH,
coriacoBbiBaeTcst ¢ cekperapeM  Cankr-IletepOyprckoit  u30uparenbHO
KOMHUCCUM, YTBEpPKIAETCAd  MpEACENaTeIeM  TEPPUTOPUATIBHOW  KOMHCCUU
¥ BBOJMTCS B JICUCTBHUE ¢ | ssHBaps cienyroiero rojaa (npuioxenue Ne 12).

Homenkiatypa nen He peke OJHOrO pa3a B MATh JIET YTBEPKIAAETCS
AKCIIEPTHO-TIPOBEPOYHOU METOANYECKOU KOMHUCCHEHN (manmee — OTIMK)
Cankr-IletepOyprckoro rOCyJ1apCTBEHHOTO Ka3eHHOT'O YUPEKACHUSA
«llenTpanpHbiii  TocynmapcTBeHHbI  apxuB  Cankrt-IlerepOypra»  (manee —
LI"A CIIo).

B cinydyae BO3HMKHOBEHHS B TEUECHHME I'0Ja HOBBIX JE€JI OHU JOMNOJHUTEIBHO
BHOCSITCSL B YTBEPKJICHHYIO HOMEHKJIATYPY J1€]1 B YCTAHOBJICHHOM BBILLIE TTOPSIIKE.

[To oxoHYaHWHM KaJE€HAAPHOTO roja pabOTHHK ammapara, OTBETCTBEHHBIN
3a BEIEHUE [EJIONPOU3BOACTBA, B KOHIIE HOMEHKIATYpPHl €l COCTaBISAET
UTOTOBYIO 3allUCh O KOJMYECTBE 3aBEACHHBIX 17 (TOMOB, 4acTeil), OTAEIBHO
IIOCTOSIHHOTO M BPEMEHHBIX CPOKOB XpaHEHHs Ha OyMa)XHOM HOCHUTEINE
U O KOJIMYECTBE 3aBEACHHBIX JJIEKTPOHHBIX JI€JI IOCTOSHHOTO M BPEMEHHBIX
CPOKOB XpaHEHUS, a TAK)KE 3aMOJIHAET rpady 3 HOMEHKIATYPHI.

Cpok XpaHEHHsI TOKYMEHTOB YKa3bIBA€TCSI B HOMEHKJIATypE JI€] CO CChIIKOM
Ha cTaTbio llepeyHsa miam MHOM HOPMATHMBHBIN NMPABOBOW AKT, YCTAHABIMBAIOIIUN

CPOK XpaHCHMA JOKYMCHTA. CpOK XpaHCHHUA JOKYMCHTOB, HC YKA3dHHBIX B JAHHOM



[lepeune, ycranaBimuBaeTrcs 10 coryacoBanuto ¢  Cankr-IletepOyprekoit
m3buparensHoit komuccuet u SIIMK HI'A CII6.

Hcuucnenue CPOKOB XpaHEHHUs JIOKYMEHTOB, 3aKOHUYCHHBIX
JETONPOU3BOJICTBOM B TEKYILIEM Oy, HAUMHAETCS ¢ | SHBaps CIEAYIOMIEro roja.

TepputopuanbHas KOMHUCCHsS TakKe BIpaBe pa3paldaTbiBaTh THUIIOBBIC
W/UIW  TPUMEpPHbIE HOMEHKJIATypbl Jed JJig YYacTKOBBIX H30HMpaTeNbHBIX
KOMHUCCHH.

12.2. Opopmienrie  TOKYMEHTOB, 3aKOHUEHHBIX JIEJIONPOU3BOJCTBOM,
dbopmupoBaHue U TEKYyIee XpaHEHUE JIe]T B TEPPUTOPUATIBHON KOMUCCHHU.

3aKOHUEHHBIE JETONPOU3BOICTBOM JIOKYMEHTBI odopMIISIIOTCS
B COOTBETCTBUM C TpeOOBaHUAMH WHCTPYKIIMU, CIUCHIBAIOTCSA TMpejceaaTeneM
TEPPUTOPUATIBHON KOMHUCCHMHU B JeJo. Ilpy 3TOM B HHMXKHEM YacTH JIMIEBOMN
CTOPOHBI TEPBOr0 JIUCTA JOKYMEHTAa Ha CBOOOJHOM OT TEKCTa MECTE CTaBUTCS
OTMETKA O €ro MCIIOJHEHUH, JENACTCA HAAMUCh «B Heno», MOXKET yKa3bIBaThCS
HOMeEp JeJia TI0 HOMEHKJIaType M nara cnucanus. [Ipm HE0OXoauMOCTH OTMETKa
00 HWCIOJIHEHUH MOXKET OBbITh clejlaHa Ha OOOPOTHOW CTOpPOHE MEPBOTO JIMCTA
IoKyMeHTa. B perucrpanmonnyto (opmMy BHOCHUTCS OTMETKa O CIHCAHHUH
JOKYMEHTA B JIEJIO C YKa3aHUEM HOMEpa JieJla COTJJaCHO HOMEHKIIAType Jedl.

HcnonHenHble  MOKyMEHTHl  (opMUpYIOTCS  paOOTHUKOM  ammapara,
OTBETCTBEHHBIM 3a BEJCHUE JECJIONPOM3BOJCTBA, B Jela B COOTBETCTBUU
C YTBEPKJAECHHON HOMEHKJIATypOU AE.

Jleno cuMTaeTcs 3aBEJCHHBIM C MOMEHTAa BKJIIOUYECHHUS B HErO IIEPBOTO
HCIOJIHEHHOTO JOKYMEHTA.

3aKOHUYEHHBIE JIETTOMPON3BOACTBOM SJICKTPOHHBIE TOKYMEHTHI (POPMUPYIOTCS
pabOTHUKOM  ammapara, OTBETCTBEHHBIM 3a BEICHHE JCIIONMPOM3BOJICTBA
B 3JIEKTPOHHBIE JieNa (Manku, TUPEKTOPUHN) B COOTBETCTBUU C HOMEHKIIATYPOU JE.

[Ipu QopmupoBaHum pgena TPOBEPSETCS TPABWIBHOCTh OTHECCHHUS
JOKYyMEHTOB B JaHHOE Jeli0, KadyeCcTBO O(POPMIICHUS H KOMIUIEKTHOCTh
JOKYMEHTOB, HAJIMYKME IOANUCEH, BU3, PETHUCTPALMOHHBIX HOMEPOB, CIPaBOK

WIM OTMETOK OO0 WCIOJHEHWHU, CIHCAaHUM B JeJ0 W Jpyrux. HempaBuiibHO



o(OpMIICHHBIE JTOKYMEHThI JOJKHBI OBbITh JT00GOPMIICHBI, a 3aT€M IMOMEIIECHbI
B JIETIO.

He nomyckaercs momenieHue B /€O JOKYMEHTOB, COJEpKaHUE KOTOPBIX
HE COOTBETCTBYET 3aroJIOBKY Jiefa.

[Tpu popMupoBaHuM J1e1 COONIOAAOTCS ClEAYIOINE TPEOOBAHUS:

JIOKYMEHTBHI TOCTOSTHHOTO M BPEMEHHOI'0 XpaHeHHs (opMupyloTcs B Jena
pa3lieNbHO;

B JICJIO BKJIIOYAIOTCS TOJBKO WCIOJHEHHBIC, MPaBWIHLHO OGOPMIICHHBIE
JIOKYMEHTHI B COOTBETCTBHU C 3ar0JIOBKaMU JIe]l B HOMEHKIIATYPE;

BCE JOKYMEHTBI, OTHOCSIIIUECS K PEIICHUIO OJTHOTO BOIpoca, (popMupyrorces
B OJHO JIEJIO;

JIOKYMEHTBI, TIO/IJIe)KAIe BO3BPATY, B IO HE IIOMEIIAOTCS;

B JIeJO TOMEIIAETCS TOJBKO OJWH DK3EeMIUIP JOKYMEHTa, UYEepPHOBUKHU
¥ BapUaHTHI MPOEKTOB JOKYMEHTOB B JIEJ0 HE MOIIIMBAIOTCS (32 UCKIIOYEHHUEM
T€X, HA KOTOPBIX UMEIOTCS BU3bl, YKAa3aHUS 11O UCIIOJIHEHUIO IOKYMEHTOB U APYTrUe
OTMETKH, TOMOJIHSIOIINE MEPBBIA 3K3EMIUID);

B JIEJIO BKIIFOYAIOTCA, KaK MPaBUJI0, JOKYMEHTBI OJJHOTO KaJeHAapHOro roaa
(MCKJIIOUEHHME COCTABJISIOT JIMYHBIE U TIEPEXOIAIINE Jea);

00BeM (OpMHUPYEMBIX JIeNl MOCTOSIHHOTO XPaHEHUs W 10 JIMYHOMY COCTaBY
HE JIoJKEH mpeBbimath 250 auctoB (3—4 ¢M TONIIMHBI KOpEIIKa JieJia), TOIIIMHA
JIeT BpEMEHHBIX CPOKOB XpaHEHUsl He MoJpKHA mpeBbimaTth 10 cMm. [Ipu Gombiem
o0beMe JOKyMEHTOB B jene (OpMHUPYETCS HECKOJbKO TOMOB (4YacTei).
IIpn Hanuuuu B Jelie HECKOJIbKUX TOMOB (YacTell) MHIEKC W 3arojoBOK Jefa
MPOCTABISAIOTCS Ha KaXJI0M TOMe ¢ qobaBieHueM o6o3HaueHuit «Tom 1», «Tom 2»
U T.J.

DONEKTpOHHbIE JOKYMEHThl Ha TOMa W 4YacThd HE pPa3aeisioTcs.
Bce »nekTpoHHbIE JOKYMEHTBI, OTHOCSIIMECS K OJHOMY HOMEHKIATYpHOMY
MHJIEKCY, HE3aBUCUMO OT UX 00beMa, BKIIFOYAIOTCS B OJTHO 3JIEKTPOHHOE JEJIO.

B ciyyae HE0OXOAMMOCTH MTOKYMEHTHI MO OJHOMY M TOMY € BOIPOCY,

HO C pa3In4HbIM CPOKOM XpaHCHHUA MOI'yT HAaXOAHUTbCA B OJHOM JCJIC



JI0 KOHIIA TEKYIIEro roja Wiu A0 3aBEPIICHUS UCIOJHECHUS JOKYMEHTa, a 3aTeM
nepeOpMHUPOBBIBAIOTCS B Ji€Jia MOCTOSIHHOTO U BPEMEHHBIX CPOKOB XpaHEHUSI.

B neno BkiOYarOTCA BCE JTOKYMEHTHI MO KOHKPETHOMY BOIPOCY BMECTE
C TPWIOKEHUSMH, VYKa3aHHBIMH B TEKCT€ JOKYMEHTa, NpPH OTCYTCTBUHU
MIPUJIOKEHHM, YKa3aHHBIX B TEKCTE JIOKYMEHTA, UCTIOJHUTENh 00s13aH OpPraHU30BaTh
UX PO3BICK M B ciyyae HX OOHapyxeHuss chopMHpOBaThH B JI€JI0O BMeECTE
C JOKYMEHTOM, K KOTOPOMY OHM Mpuiaratorcs. ECiam po3bICK JTOKYMEHTOB M€l
MOCTOSIHHOTO WJIM JOJITOBPEMEHHBIX CPOKOB XPaHEHHMsI, B TOM YHUCJE MO JUYHOMY
COCTaBy, H€ Jall  MOJOXHUTEIbHBIX  pPE3yJbTaTOB,  COCTABISETCS  aKT
0 HEOOHAPYKEHUU JOKYMEHTOB, MYTH PO3bICKA KOTOPBIX MCUEPIIAHBI.

JIOKyMEHTBl ~ BHYTPM  Ji€Jla  pacrojiaralorcsi B XPOHOJOTHYECKOMH
WJIY BOMPOCHO-JIOTUYECKOM MOCTIEI0BATEIIbHOCTH UM UX COYCTAHUH.

HopmatuBHBIE W OpraHuU3allMOHHO-PACHOPSAUTEIBHBIE  JOKYMEHTHI
C OTHOCAIIUMHCS K HUM TMPUJIOKECHUSMH TPYNIUPYIOTCS B Jieja MO BUJAM
JOKYMEHTOB U TI0 XPOHOJIOTHH.

[IpoToKOBI 3acelaHuil TEPPUTOPUATBHON KOMHUCCUHU PACIIONararoTcs B e
[0 XPOHOJIOTMU B TMOPSIAKE BO3pacTaHusi HOMEPOB. JOKYMEHTHI K 3aceaHUIO
TEPPUTOPUATHLHON KOMHUCCUU MOMENIAIOTCA MOCJIE COOTBETCTBYIOIIETO MPOTOKOJIA
B MOPSJIKE PACCMOTPEHHUS BOIIPOCOB Ha 3aCEIaHUMU.

ITonoxenus, WHCTPYKIINH, YTBEPKICHHBIC pacnopsaANTEIbHBIMA
JTOKYMEHTAMH, SIBJISIOTCS MPWIOKEHUSIMU K HHUM U TPYNIUPYIOTCS BMECTE
C YKa3aHHBIMHU JJOKYMEHTaMH.

[InaHoBas ¥ oTYETHASA JOKYMEHTAIMsI HE3aBUCHMO OT JIaThl €€ COCTABJICHUS
BKJIIOYAETCS B JICJIO TOrO T'0J1a, K KOTOPOMY OHAa OTHOCHTCH.

IIpu nHeoOxomumoctn B jnene «llepenucka» wucexonsamuii (OTBETHBIN)
JTOKYMEHT ToMmemiaercss mocie Bxojsmiero. [Ipu BO300HOBIEHUM MEPEMUCKHU
110 BOIPOCY, HAYaBIIECHCS B MPEABIAYIIEM IOy, TOKYMEHTHI BKIIOYAIOTCS B JICJIO
TEKyIIero Troja MW YKa3blBa€TCs HMHIEKC TOro Jeja I0 HOMEHKJIaType el
MPEbIAYIIET0 TOo/Ja, B KOTOPOM HAaXOJSTCA TMPEANISCTBYIONINE JTOKYMEHTBI

10 3TOMY BOIIPOCY.



OOpamenus rpakIaH U JOKYMEHTHI IO MX PAacCMOTPEHUI0 (POPMUPYIOTCS
B OTHebHbIe Jena. OOpalueHus, JOKyMEHTbl 0 UX PACCMOTPEHHUIO COCTaBIISIOT
B JIeJIe CaMOCTOSITEJIbHBIE TPYNIbl M TOMEIIAIOTCA B Jiela B COOTBETCTBHU
C HOMEHKJIATYpOu Jie] TEPPUTOPUATBEHON KOMUCCHUU.

[Ipu bopmupoBaHuM 1ena U3 HECKOJBKUX TOMOB (4acTeil), Kpome oOIero
3aroJioBKa aena npu HEOOXOIMMOCTH COCTaBIIAIOTCS 3aroJIOBKH
Ka)XJI0T0 TOMa (4acTH), yTOUHSIOIIUE COAepKaHNe TOMOB (YacTeil) nena.

B nenax, Haxonmsimuxcs B JEJIOMPOU3BOJICTBE, JOKYMEHTBI TEKYIIEro rojaa
pacmojlararoTcsi 1O XPOHOJIOTMM CHHU3Y BBEpX [0 Mepe MOCTYIUICHUS.
[Ipu moaroroBke K cjaade B apxXuB Jela C JOKYMEHTAaMU IOCTOSIHHOTO
U JIOJITOBpeMEHHBIX (cBbIe 10 J1eT) CpOKOB XpaHEHUs TepePOPMHUPOBBIBAIOTCS
B 0OpaTHOM TOPSIKE: JOKYMEHT, IMOCTYIUBIINN B KaJICHIAPHOM IOy MOCIICIHUM,
JOJKEH OBITh BHH3Y Jiela, a MEPBBIH JIOKYMEHT KaJICHIApHOTO Toja — BBEPXY,
TICPBBIM.

Jlena ¢ MOMEHTa WX 3aBEJIEHUS U JI0 TIepeayll B apXUB WU YHHUUTOXKCHUS
B CBSI3M C MCTEYEHUEM CPOKOB XPAHEHMsI HAXOJATCA y Tpencenatens (cexkperaps
win pabOTHUKA armapaTta, OTBETCTBEHHOTO 3a BEACHHE JIEJIONPOU3BOICTBA)
TEPPUTOPHUATIBHON KOMHUCCHUU.

DONEKTpOHHBIE  JIOKYMEHThl ~ (OPMHUPYIOTCS B  DJIEKTPOHHBIE  Jela
B COOTBETCTBHUM C HOMEHKJIATypod mein. B HoMeHkmaType nen yKas3blBaeTcs,
YTO JIeJI0 BEJECTCS B DIIEKTPOHHOU (opme. DJIEKTPOHHBIE TOKYMEHTHI MOCIIEe
WX UCIOJIHCHUS WJIM OTIPABKHU MOJUIekaT xpaHeHuio B [IJ] B TedeHme CpoKoOB,
MPETYCMOTPEHHBIX Il AHAJOTHYHBIX JIOKYMEHTOB Ha OYMa)KHOM HOCHTEIE.
B cnydae ecnu nena mpencraBieHbl Ha OyMaKHOM HocHTelne W B (Gopme
ANEKTPOHHBIX JOKYMEHTOB («THOpUIHOE JEl0») M HE HMEIOT 3JIEKTPOHHOTO
obpaza B coorBercTByromeli PYK, To oHEM mommexar CKaHHPOBAHUIO

C TOCJIEAYIONIMM MPUCOCAMHEHUEM JJIEKTPOHHOTO 00pa3a B COOTBETCTBYIOIIYIO

PVK.



B HOMeHKIIaType Aen 3JIEKTPOHHOE JENI0 M JEJI0 Ha OyMa)XHOM HOCHTENE
OTPaXAIOTCA KaK JBa TOMa, HMEIOLIUME OAWH 3arojJO0BOK U CPOK XpaHECHUS.
K vHzEKCY 3eKTPOHHOTO JieNa MPUOaBiIseTcs IUTepa «O».

IIpoTokoibl 3acenaHuii, pELICHUS TEPPUTOPUAIBHOM KOMHUCCHUM, CIIHCKHU
[IPUTTIALICHHBIX, IpWIaraéMble K IPOTOKOIY NOJIMHHBIE 3K3EMIUIAPHI PEIICHUN
C COOTBETCTBYIOLIMMU IIPUIIOKECHUSAMHU, IPOTOKOJIBHBIE NOPYYEHUs, JOKYMEHTHI,
IIOCIY)XUBIIME OCHOBAaHMEM [ pPAacCMOTPEHHs BOIIpOca Ha 3acelaHuu
TEPPUTOPUATIBHOM  KOMHUCCUM, pacliddpoBaHHAs  ayAuo3alUCh  3acelaHHus
(npu ee HaNMMuYMM), A0 MEPEaud B apXHUB HAXOAATCS y npejacenarens (paboTHUKA
amnmapaTa, OTBETCTBEHHOIO 3a BEJEHHUE JEJIONPOU3BOJICTBA) TEPPUTOPUATBHOMN
KOMMCCHH.

3a COXpPaHHOCTb JOKYMEHTOB M €1 OTBETCTBEHHOCTb HECET IPEACENATEIb
TEPPUTOPHUATIBHON KOMUCCHUMU.

Jlena nODKHBI HAXOIUTbCA B pabouell KOMHATe WM B CHEIHMAIbHO
OTBEJICHHOM JJIsl 3TOM LIeJIM MOMEIIEHNN U XpaHUThCS B 3alMparolIuXxcs mKadax,
IIPEAOXPAHSAIOIIMNX JOKYMEHTBI OT IIBUIA U BO3JAEHUCTBUSA COITHEYHOI'O CBETA.

B 1menax obecrneueHuss ONEpaTUBHOIO IOMCKAa JIOKYMEHTOB Jiejia
pacronararorcsi B COOTBETCTBMM C HOMEHKIATYpPOM [€ll, KONUsA KOTOpOM
py HEOOXOIMMOCTH, TOMEIAETCsl HAa BHYTPEHHEHW CTOpPOHE JIBEpLIbI MIKada.

Ha xopemikax o6noxex J1eja yKa3bIBalOTCS MHEKCHI J1eJ1 IO HOMEHKIIAType
nenl.

Jena, Haxopsauuecs Ha TEKYILIEM XpaHEHWH, nomiexar ydery. llepen
nepefadye  JOKYMEHTOB B apXUB  NPOBOAUTCA  IIPOBEpKA  HAJIMYMSA
U COCTOSIHUSL IOKyMEHTOB U JIeJ B IIENIIX YCTAHOBJICHUS (PAKTUUECKOTO HaJIUuus
JI€J1 U COOTBETCTBHS UX KOJIUYECTBY, YUCIALIEMYCS 10 HOMEHKIIATYPE €L,

IIpoBepka Hamuuusg H COCTOSIHHS JOKYMEHTOB M JI€JI  IPOBOAMUTCS
IIPU TEPEMELICHNUN [N, BO3BpaTe JAEN, CMEHE NPEICEeNaresss TEPPUTOPHAIBHOU
KOMMCCHH, NIEpe Iepeaadyeui B apXuB.

IIpoBepka mNpPOBOAUTCA IIyTEM CBEPKHM CTaTE€d HOMEHKIATYPBl J€J

C OIMHUCaHuEM ACII Ha O6J'IO)KK€, a (I)I/IBI/I‘-IGCKOC COCTOAHHEC ACII OIIPCACILACTCA IIYyTCM



WX BHU3YaJbHOTO MpocMoTpa. Bce oOHapyeHHble HEAOCTaTKU (DUKCUPYIOTCS
B aKTE MIPOBEPKU HAIMYUS U COCTOSIHUSI JICII.

B cinywae yTparel JOKYMEHTOB H Jed MPOBOJUTCS  CIIy>KeOHOE
paccieoBaHue, IO pe3ysibTaTaM KOTOPOTO JIHMII0, BUHOBHOE B yTpaTe, HECET
OTBETCTBEHHOCTh B  yCTaHOBJIEHHOM  mopsake. [lpuHuMaroTcs  Mepsl
10 3aMENICHUIO0 YTPAYeHHOTO JOKYMEHTa 3aBE€PEHHON KomueH (110 BO3MOXKHOCTH).

Ecnum  ornenbHble JOKYMEHTBI, YK€ BKJIIOYEHHBIE B JI€JI0, BPEMEHHO
TpeOyroTCs s paboThl, OHU MOTYT OBITh BBIJIAHBI W3 Jie€Jla, a HA MUX MECTO
BKJIQJIBIBACTCS JINCT-3aMECTUTENIb C YKa3aHWEM, KOrja, KOMy U Ha KakKOW CpOK
BbIJIaH JIOKYMEHT.

12.3. DkcnepTr3a EHHOCTH IOKYMEHTOB.

DKcrmepTu3a IEHHOCTH JOKYMEHTOB TPOBOAMTCS IS  YCTAHOBJICHUS
HAy4YHOW, HUCTOPUYECKOM M  TPAKTUUYECKOM  3HAYMMOCTH  JIOKYMEHTOB,
00pa3oBaBIIMXCS B Mpolecce JACATEILHOCTH TEPPUTOPUATILHON KOMMCCHH,
C 1IeJIbIO 0TOOpa WX IS JAJbHEHUIIEro XpaHeHHs WIIM YHUYTOXKEHUS.

DKcnepTu3a 1LEHHOCTM JOKYMEHTOB IIPOBOJMTCS TMPU  COCTaBICHHU
HOMEHKJIATYphl Jed, B Ipolecce (POopMUpOBaHUS [ed, MPU TMOATOTOBKE JeIl
K Iepejaye B apXuB, MPU BBIACICHUU K YHUYTOKEHHUIO €N, 3JIEKTPOHHBIX
JOKYMEHTOB, HE MOJJIEKAIIUX XPAHEHUIO.

s paccMOTpEeHHUs] TPOEKTOB HOPMATUBHO-METOJIMYECKUX JIOKYMEHTOB
0 BOIIpOCaM JEJIONPOU3BOJICTBA U APXMBHOTO JIE€JIa, OMUCEN JeJl MOCTOSHHOTO
U J0JroBpeMeHHbIX (cBbille 10 J€T) CpOKOB XpaHEHHUs, aKTOB 00 YHUUYTOKECHHU
7€l U TOKYMEHTOB, HE UMEIOIINX HAYyYHOW EHHOCTU U MPAKTUYECKOI0 3HAYCHUS,
MPUKA30M TMpeAceaaTeass TEPPUTOPUAIBHOW KOMHUCCHUU CO3/AaE€TCsl SKCIEepTHas
komuccus (ganee — JK).

B ee (yHKUIMU BXOIUT pacCMOTPEHHUE M COIJIACOBAHME HOMEHKJIATYphI 1€
TEPPUTOPHUATIBHON KOMHUCCHUU.

B cocta DK MoOryr BKIIOYaThCsl YJIEHBI TEPPUTOPUATIBHOM KOMUCCHUH,

rpakJaHCKHUE CITy’Kallue arnrapara TEPPUTOPHUATILHON KOMUCCHH,



[0 corjacoBaHuio paboTtHuku ammapata Caskt-lleTepOyprckoit uzdbuparenbHOU
KOMHCCHH.

[Ipu mpoBeneHUU SKCHEPTU3bl [EHHOCTH JOKYMEHTOB OCYIIECTBISETCS
0oTOOp €71 MOCTOSIHHOTO U JOJTOBpPEMEHHBIX (cBbilie 10 JIeT) CPOKOB XpaHEHUs,
B TOM YHUCJIE 110 JTUYHOMY COCTaBy, OTOOP JieJ C BPeMEHHBIMU CPOKAMH XpaHEHUS,
MOJJICKAIUX XPAHEHUIO, BBIJICJICHUE K YHUYTOXKECHHUIO JI€JI, CPOKH XpaHCHHS
KOTOPBIX UCTEKIJIU. [Ipy 3TOM OJTHOBpEMEHHO MPOBEPSIOTCS KaueCTBO W MOJHOTA
HOMEHKJIATYphl JIeJI, MPaBWIBHOCTh OMPEACIICHUS] CPOKOB XpaHEHUs e,
JIOKYMEHTOB.

DKCrepTU3a LEHHOCTH JOKYMEHTOB OCYIIECTBIISECTCS IMyTEM MOJHCTHOTO
npocMoTpa gen. He nmomyckaercss oTOOp JOKYMEHTOB JJisi  XpaHEHUSA
WIM K YHUYTOXKEHHUIO TOJIBKO Ha OCHOBAHHUU 3ar0JIOBKOB JIE]I.

OT6Op  DJEKTPOHHBIX  JIOKYMEHTOB  JUIsi  TlepeJayd B apXuB
MOXET OCYIIECTBISITECS B aBTOMATH3UPOBAHHOM PEXHME IIyTeM OTOOpa
nokymeHToB B I1]] no npusnakam «Muaekc nena», «Cpok XpaHEHUS».

JIOKyMEHTBI, YTpPaTUBIIHE NPAKTHUYECKOE 3HAYEHUE M HE UMEIIINE
UCTOPUYECKON WJIM HAyYHOW LEHHOCTH, MO HCTEUYEHHHM YCTAHOBIECHHBIX CPOKOB
XpaHEHUS MOJIEKAT YHUUTOKEHHUIO 110 aAKTY.

AKTBI O BBIICJICHUM K YHUYTOKEHHIO JI€JI U IOKYMEHTOB pacCcMaTpHUBAIOTCS
Ha 3acemaHusx OK OZHOBpEMEHHO C ONUCAMM J€l. YHUUYTOKEHHE [T
U JOKYMEHTOB JI0 YTBEPKJICHHS aKTOB 3aIIPEIIACTC.

[lo pe3ynmpTaTam SKCHEPTU3Bl I[EHHOCTH JOKYMEHTOB pPaOOTHHUKOM
ammapaTta, OTBETCTBEHHBIM 3a  BEJEHHUE  JICJIONPOU3BOJCTBA  €XKETOJHO
COCTaBJISIIOTCS.  CBOJHBIE OMNUCHU JIel MOCTOSHHOTO U JOJTOBPEMEHHBIX
(cBpimie 10 7eT) CpokOB XpaHEHHST M MO JIMYHOMY COCTaBy (TPHUIIOKEHUS
NoNeo 13,14,15), a Takxke axkThl O BBIJICICHUHM K YHUYTOKEHHUIO JIOKYMEHTOB,
HE MoJIekKAINX XpaHeHuto (mpuiioxxenue Ne 16).

Onucu nen MOCTOSHHOTO M JOJITOBpEMEHHbIX (cBbimie 10 7eT) cpokoB
XpaHEHUs, a TaKXe akKThl O BBIICJICHUM K YHUYTOXKEHUIO JIOKYMEHTOB,

HE MOJICKAIINX XPAHEHUIO, paccMaTpuBaroTcsa Ha JK.



Omnmcn  fen, JOKYMEHTOB TOCTOSHHOTO CPOKa XPAaHEHHST M AKTHI
O BBIJCICHUM K YHUYTOKCHHUIO JOKYMEHTOB, HE IOJICKAMMUX XPAHEHMIO,
MOJUIEKAT yTBEPKACHUIO LleHTpanbHOW OKCIEPTHO-IPOBEPOYHON KOMUCCUHU
(manee — [IDIIK) ApxuBHoro komutera Cankr-IletepOypra, a omnucu ngen
no nuyHoMmy coctaBy — yTBepxkacHu0 DIIMK II'A CII6. Tlocne yrBepkaeHus
LSIIK ApxuBHoro komurera Cankr-llerepOypra onucu Jen u akTbl O BbLACICHUN
K YHHUYTOXKEHUIO JOKYMEHTOB, HE TMOJIEKAIMX XPAHEHUIO, YTBEPKIAIOTCS
npeaceaaTesieM TEPPUTOPUATBHON KOMUCCHH.

UepHOBUKM W  PYKONHMCH  TOJrOTABIMBAEMBIX JOKYMEHTOB, KOIHUU
UHPOPMALIMOHHBIX M JIPYTUX MAaTEpHUajoB, HE MOMJIEKAIIUX BKIIOYEHUIO
B HOMEHKJIaTypy JeJ, IO MUHOBAaHMM B HHMX HaJOOHOCTH MOTYT YHHYTOXKAThCS
0e3 COCTaBIICHHUS aKTa.

[leperuier (moamwuBKa) A€l MPOU3BOJUTCS TOJBKO TIIOCJE MPOBEICHUS
AKCHEPTU3BI LICHHOCTH IOKYMEHTOB.

12.4. Odopmienue ne.

Hena, mnojuexaniyue Imepenadye Ha XpaHEHUE B apXUB, JODKHBI OBITh
0 OpMIIEHBI COOTBETCTBYIOITUM 00pa3oM.

Odopmnenne gema BKIOYaeT B ce0S TMPOBEPKY CHUCTEMATH3AIlUH
JOKYMEHTOB BHYTPH J€Ja, HyMEpaluio JUCTOB, COCTABJIEHUE BHYTPEHHEW OMHUCHU
NOKyMEHTOB zena (mpuioxkenue Ne 17), nucrta-zaBeputens nena (MpUIIOKEHUE
Ne 18), odopmiienne pekBU3UTOB 00J0KKH, TIOIITUBKY (TIEpeIieT) aena.

B 3aBHCUMOCTH OT CPOKOB XpaHEHHS MPOBOAMTCS IMOJHOE WIH YaCTUYHOE
odopmIiIcHUE JICII.

Jlena MOCTOSIHHOTO W JOJATOBpEMEHHBIX (CBbIme 10 1eT) CpOKOB XpaHEHUS
noJyiekat noaHomy opopmienuto. [lomHoe odopmienue aena mpexycMaTpuBaeT
MPOBEPKY  CHUCTEMATHM3alMd  JOKYMEHTOB BHYTpU Je€jla, MpaBUIbHOCTHU
ux opopmieHus (HaTuyue HeOOXOAUMBIX MOAMHUCEN, BU3, OTMETOK O PEerHCTpaliu
U UCIIOJIHEHUU, MNPUIIOKEHUM), HyMEpalui0 JIMCTOB, COCTaBJICHHE BHYTPEHHEH
OMHMCH JOKYMEHTOB Jena (i1 0co00 LEHHBIX NeJl, JUYHBIX JeNl, a Takke MAell,

C(I)OpMI/IpOBaHHBIX IO PpPa3sHOBUAHOCTAM JOKYMCHTOB, 3aroJOBKH KOTOPbIX



HE pacCKpbIBalOT KOHKPETHOE COJIep)KaHUE JOKYMEHTa), COCTaBJIEHUE JIMCTa-
3aBepuTens Jena, oQopMiieHHE PEKBU3UTOB OOJOXKKH, MOJIIMBKY (TIEperieT)
nena.

Hena BpemeHHBIX (10 10 J€T BKIIOYUTENBHO) CPOKOB XpaHEHUS MOJIEKAT
YaCTUYHOMY O(QOpPMJICHHUIO: JIOMYCKAETCS HE MPOBOJAMTH CHCTEMATH3ALHUIO
JOKYMEHTOB B J€J€, JIUCTHl JieJla HE HYMEPOBaTbh, 3aBEPUTENIbHBIE HAANKMCH
HE COCTaBIIATh.

O6noxka nena odopmisieTcs o YCTaHOBJIEHHOM dbopme
(mpunoxenue Ne 19). Ilpu sToM 0603HaUeHWE apXWBHOTO MIU(pPa, HAHOCUMOE
B IPAaBOM BEPXHEM YIIy, mepeBopaunBacTcsa Ha 180 rpaaycoB IO OTHOIIEHUIO
K O0OO3HAUYEHHIO B JIEBOM HWXKHEM yIiy eIuHUIbl XpaHeHus. CBeneHus
Ha 00JIOXKKY MEPEHOCITCS U3 HOMEHKIIATYPHI JIeJl ¢ YTOUHEHHUSIMU, OTPaKaIOIIUMHU
(akTUYECKUI COCTaB MOMEIICHHBIX B J€JI0 JOKYMEHTOB.

O6noxka nena odoOpMIIsieTCS YEpPHBIMH CBETOCTOMKMMH YEpHUJIAMHU,
pazbopurBo, 6€3 COKpaIeHUH.

Ha o6noxke nena yka3bIBarOTCSl CIIEAYIOUIUME PEKBU3UTHI: HAMMEHOBAHUE
TEPPUTOPUATIBHOM KOMMCCHUH, JEJIONPOU3BOJICTBEHHbII HOMEp (MHIEKC) [ena,
3aroJIOoBOK Jiefla, JaTta Jena (ToMma, 4acTd), KOJIMYECTBO JIMCTOB B JEJE, CPOK
XpaHeHUs JieJia, apXUBHBINA mudp aena.

PexBusuthl, mpocTaBisieMbie Ha 00JIOKKE Jiena, OQPOPMIISIOTCS CIIeAYIONTUM
obpazom:

HAaUMEHOBAaHUE TEPPUTOPUATBHON KOMHCCHM YKa3bIBAETCS B COOTBETCTBUU
C PErJIaMEHTOM TEpPPUTOPHANBHON Komuccuu. [Ipy HM3MEHEHMM HaVMEHOBAHMS
TEPPUTOPHUAIIBHON KOMHCCHM B TEUYEHHE MEPHOJA, OXBATHIBAEMOI'O JOKYMEHTAMH
7iena, Ha 00JI0’KKE K CTaApOMY HAMMEHOBAHUIO ITPUITUCHIBAETCS HOBOE;

JIeJIONPON3BOICTBEHHBIN HOMEDP (MHACKC) Jea — MpoCTaBisieTcs: uppoBoe
o0o3HaueHHEe (MHIEKC) Jiesla M0 HOMEHKJIAType Jel U YKa3bIBaeTCs HOMEp ToMma
(dactn);

3aroJIoBOK (HaMMEHOBaHWE) Jella IMEPEHOCUTCS M3 HOMEHKJIATyphl J€i

(B HEOOXOUMBIX CIIy4asiX B 3ar0JIOBOK BHOCSITCS YTOUHEHHUS);



JaTa Jefla—Ha OOJIOKKE Jiejla yKa3bIBaloTCs JIB€ JaThl, KOTOpbIE
Ha3bIBAIOTCS KpallHUMM JaTaMH U COOTBETCTBYIOT IOy 3aBEJACHUSI U OKOHUYAHHS
nena. HauanpHas pgata —3TO jJaTa caMoro paHHEro, a KOHEYHas jJara — Jiara
CaMoro MO3JHET0 JOKyMeHTa B neinie. [Ipu 3TOM yduThIBAIOTCA NAaThl BXOASIIUX
U UCXOIAIIMX JOKYMEHTOB (B cllyda€ HUX OTCYTCTBHS — JaThl PErUCTpalluu
JIOKYMEHTOB) M HE YUYUTBHIBAIOTCS JIaThl CIHCAHUS JOKYMEHTOB B JI€J]0, YKa3aHHUI
[0 UCIOJIHEHUIO IOKYMEHTOB, OTMETOK MCTOJHUTENS (32 UCKIIOUCHUEM CITy4aes,
KOT/la Ha JJOKYMEHTaX HEe UMeeTcs JAPYTruX JaT, KpoMme MepedyuciaeHHbIx). Jlatamu
Jies, cofepKaluX MPOTOKOJbI 3aCeaHui, SIBJISIFOTCS JaThl IEPBOT0 U MOCJIEIHETO
POTOKOJIOB, BOIIEAIINX B JIEJIO.

[Ipu HanucaHum KpaHUX JaT Ha OOJIOKKAaX JIeJI TOCTOSIHHOTO XpPaHCHHS
YUCJIO W TOJ MPOCTABISAIOTCS apaOCKUMH Iu]pamMu, a Ha3BaHUE MeECAIA MUIICTCS
nponuchkio 0e3 cokparieHus. Ha o0610kkax /el BpeMEHHBIX CPOKOB XpaHEHHUs
YKa3bIBAETCS TOIBKO T'OJI.

Ha o6noxkax pen, COCTOSIIMX U3 HECKOJbKMX TOMOB (4YacTteid),
MPOCTABJISIOTCS KpallHUE AAaThl Ka)XXA0ro ToMa (4acTu).

KomnuecTBO  IpPOHYMEpOBAaHHBIX B JI€JIE€  JIMCTOB  IMPOCTABIIAETCS
C JIUCTa-3aBEpUTEIIA JIeTIa.

Cpok XpaHeHUs TIEPEHOCHTCS Ha OOJIOKKY Jefla W3 HOMEHKIATYpPhl Jell.
Ha nemax nocrostHHOro Xxpanenus numercs: «l1ocTosHHOY.

ApxuBHBIN mUdp 1eJa COCTOUT U3 HoMepa GoHAa, HOMEpa ONUCH, HOMEepa
Jiea 1o OMKUCH U MPOCTABIISETCS NOCJE YTBEPKACHUS U COTIaCOBAaHUS OMKCEN Je
MIOCTOSIHHOTO U JOJNTOBpeMeHHBIX (CBbIlIEe 10 J1eT) CpOKOB XpaHEHUS.

Ha «xopemke gema yKa3blBalOTCS 3aroJiOBOK  Jieja, HWHIEKC Jena
110 HOMEHKJIaType, JaTa Jiejia U CPOK XpaHEHUSI.

B memsix obOecrieueHHsT COXpPaHHOCTM W 3aKpeIvieHUus  MOpsaKa
PaCIONIOKEHHSI IOKYMEHTOB, BKJIIOUEHHBIX B JI€JIO, BCE JIMCThI, KPOME YHCTHIX,
JIUCTa-3aBEpUTENsl Jela W  JUCTOB  BHYTPEHHEW  ONHCH, HYMEPYIOTCS
B pa3BEepHYTOM BHUJE apaObCKkumu udpaMu BajdoBOoM Hymeparueld. YucTble JTUCThI

W3 jaena u3bpIMaroTcs (0€3 TMOBPEKACHUS ILEIOCTHOCTH Jeja) U YHHUUYTOXKAIOTCH.



JIucTel HyMEpYIOTCSI TPOCTBIM KapaHAAlloOM CBEpXY BHHM3 B BO3pPAaCTAIOIIEM
MOpsAJIKE HOMEPOB HauMHas ¢ nepBoro. L{ugpsl npocTaBisOTCS B IPaBOM BEPXHEM
yray aucta. Hymepanusi IBETHBIMU KapaHAalllaMH, YEPHUIAMH U HyMEPAaTOpaMu
HE JOIMYCKaeTCs.

JIOKyMEHTBI ¢ COOCTBEHHOM HyMepalMel JIMCTOB, B TOM YHCJE NEYaTHbIE
U3JIaHUS, HYMEPYIOTCS B OOIIEM TOPSAKE WM COXPaHSIOT COOCTBEHHYIO
HyMEpallhio, €ClIM OHa COOTBETCTBYET MOPSAJKOBOMY PpAaCIOJIOKEHUIO JIUCTOB
B JIeJIE.

Cnoxennbiii  guct Oosbmoro dopmata (A2, A3) pa3BopadyuBaercs
U HyMepyeTcsl B MpaBOM YacTH BepxHero mojs jucta. [lpu stom nuct noboro
dopmara, TOAIIUTHIA 3a OAWH Kpail, HymMepyeTcs Kak OJWH JIHCT, a JIUCT,
CJIIOEHHBIM M TOJIIUTBHIA 3a CEpeANHY, IMOIJICKUT MEpEIIMBKE U HyMepyeTcs
KaK OJIUH JIUCT.

Ecniu B nene ectb KOHBEPT C BIIOKEHHUSMH, TO CHayajia HyMepyeTcs
KOHBEPT, a 3aTEM OYEPEIHBIM HOMEPOM KaKJ10€ BIIOKECHUE.

Qdororpadbun W Apyrue WUIIOCTPATUBHBIE MaTepHaIbl HYMEPYIOTCS
Ha 00OPOTHOM CTOPOHE B JIEBOM BEPXHEM YTIIIy.

JIucT ¢ Hariayxo HakKJICEHHBIMHU JOKyMEHTaMu (BbIpe3kamu, (hoTorpadusMu)
HYMEpPYeTCsl KaK OJWH JUCT. ECIIM K JOKYMEHTY MOJKIJIEEHbI OTHUM KPaeM JApyTHe
JOKYMEHTHI (BCTaBKU TEKCTA, IEPEBOBI), TO KaXKbIN JITUCT HYMEPYETCS OTAEIIBHO.

[Ipunoxxenne K ey, COCTABJSIONIEE OTACIbHBIA TOM, HyMEpYyeTcs
OTJEJBHO.

[Ipy HanuuuM OTACNBHBIX OMIMOOK B HyMEpalWu JHUCTOB B Jeiax
IpU NOArOTOBKE HUX K cJadye B apXHB JOINYCKAaeTCid IO COIVIACOBAHUIO
C HUM YyHOTpeOJIeHHe IUTEPHBIX (C OYKBEHHBIMH JOTIOJHEHUSMH) HOMEPOB
JIUCTOB.

B nenax MOCTOSIHHOrO CpOKa XpaHEHHsS M OTHENbHBIX KaTEropusx el
10 JINYHOMY COCTaBy (IMYHBIX JeNax, a TaKKe JenaxX, BKIIOYAIoUMX B ceds

TPYAOBBIE JOTOBOPBI, JIOTOBOPBI TI'PaXKIAHCKO-IPABOBOTO XapakTepa W aKThl



BBINIOJIHEHHBIX pa0OT K HUM) JJis y4yeTa U IMOMCKAa JOKYMEHTOB B Hayaie nena
MOJKET MOMEIIAThCSl BHYTPEHHsIs1 onuch (npuioxenue Ne 17).

JIucThl BHYTPEHHEN ONIUCU HYMEPYIOTCS OTAEIBHO.

Kaxxnoe neno 3akaHYMBaeTCsl JMCTOM-3aBEPUTENIEM YCTAHOBICHHOU (hOPMBI
(mpunoskenue Ne 18).

B nucre-3aBepurene aena nuudpaMu 1 MPONUCKHIO YKa3bIBaeTCs (HaKTHUECKOE
KOJMYECTBO JIMCTOB B JAHHOM JIEJI€, & TAK)KE HAJIMYUE JTUTEPHBIX U MPOIMYIICHHBIX
HOMEpPOB JIMCTOB, KOJMYECTBO JMCTOB BHYTPEHHEW ONHCH M HAJIUYUE CPEAU
JOKYMEHTOB Ta3eT, KHUT, OpouItop, ueprexei, gororpaduii, pucyHKOB U T.A.,
CTaBATCS JaTa U MOANUCH pabOTHHKA, CPOPMUPOBABIIETO JIE€N0, U YKA3bIBAIOTCS
€ro JOJDKHOCTb, WHULMAIbl U (amwmiug. Eciam KoluyecTBO JHMCTOB B Jee
U3MEHSIETCsI, 3aBEPUTENIbHASI HAITUCHh COCTABJISIETCSI BHOBb.

[Tpu moAroToBKE A€M K MOIIMBKE (MEPEIUIETY) MPOBEPSIETCS MPABUIBHOCTh
ux (popmupoBanus, opopmiaeHusi. MeTasinyeckue U IMIACTUKOBBIE CKPEIUICHHUS,
a TaK)K€ TePMOIIEPEIJIETHI U3 TOKYMEHTOB YIAISIOTCS.

JIOKyMEHTBI MOIINBAIOTCS TAKUM 00pa3oM, YTOObI MOXHO OBLIO CBOOOIHO
OPOYUTATh TEKCT KaXKIOro JOKYMEHTA, BU3bl M YKa3aHUsA IO HCIOJIHEHUIO
JOKYMEHTA.

12.5. Tlepenaua aen B apXuB.

[lepenaua nen nocrosinHoro cpoka xpanenus B LII'A CIIO ocymecTBisieTcs
noenuHuyHO 1o yrBepxkAeHHbIM [[DTIK ApxuBnoro komurera Cankr-IleTepOypra
OIMCSIM JI€JT TIOCTOSSHHOT'O XPaHEHHS.

[IpueM MJOKYMEHTOB Ha TIOCTOSIHHOE XpaHEHHE OQOpMIIIETCS aKTOM
npueMa-fepeaayu JOKyMeHToB (rpuioxeHue Ne 20).

IIpu nepemade paen Ha BCEX 3K3EMIUIAPAX OMMCH J€d MPOTHUB KaXKIOTO
BKJIIOUEHHOTO B Hee jena B rpade «lIpumedanue» cTaBUTCS OTMETKA O HAJIMYHH
nena. B KoOHIlE KaXIOro 5SK3eMIUISIpa OMHCH Jed YyKasbIBaloTcsi Luppamu
U IPOIHUCHI0 KOJIMYECTBO (PAKTUYECKH MPUHATHIX (II€pedaHHBbIX) B apXHB J€ll,
MHULMANB U (aMWINK JIML, OCYIIECTBISIOMIMX MpUEM-TIepenady Jel, CTaBSITCS

HUX IMOAIINMCH M AaTa.



[Ipu nmpueme nen B apXuBe NPOBEPSAETCA MPABHIBHOCTh UX OQOPMIICHUS.
Hena, odopmiileHHbIE C HapylUIEHHUEM IpaBWi, YCTAaHOBJIEHHbIX WHCTpyKIueH,
BO3BpPAILIAIOTCS B TEPPUTOPUATIBHYIO KOMHUCCUIO C YKa3aHUEM HEJOCTATKOB
IUI UX YCTPAHECHUS.

TeppuropuanbHas KOMUCCHS MMeEET IIPUOPUTETHOE IIPaBo
Ha HCIOJIb30BaHUE JOKYMEHTOB, IIEPEAAHHBIX €10 Ha TOCYJapCTBEHHOE XpaHECHUE,
B TOM YHKCJIE Ha UX NEPBYIO MyOJIUKALIHIO.

12.6. VcrionHEHHBIE AIEKTPOHHBIE JOKYMEHTHI CUCTEMATU3UPYIOTCS B JIea
B COOTBETCTBMM € HOMEHKIATYpOM JI€JI TEPPUTOPHATIBHOU  KOMHUCCHUHU.
IIpu cocraBneHMM HOMEHKIIATYpPBI €1 B 3arojOBOK J€ja BKJIKOYAETCA YKA3aHUE
«OJIEKTPOHHBIE TOKYMEHTB.

Cpoku XpaHEHHsS DJJIEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CpOKam
XpaHEHUS aHAJIOTUYHBIX JJOKYMEHTOB Ha OyMa)XHOM HOCHUTEJE.

OKcrepTu3a LEHHOCTH 3JEKTPOHHBIX JIOKYMEHTOB  OCYIIECTBISETCS
B O0IEM NOpsSAKE, YCTAaHOBJIEHHOM JUIsl JOKYMEHTOB Ha OyMa)KHOM HOCHTEJE.
Ilocne wucTedyeHUs CpOKa, YCTAHOBIECHHOTO JUIA XPAHEHUSA OJJIEKTPOHHBIX €Il
(97EKTPOHHBIX  JIOKYMEHTOB), = Ha  OCHOBaHMM aKTa O  BbLICJICHUU
UX K YHMUYTOXXEHHUIO, YTBEPKICHHOIO IIPEACENATENIEM TEPPUTOPUAIBHOU
KOMUCCHUH, YKa3aHHBIE AIEKTPOHHBIE €A (3JEKTPOHHBIE JTOKYMEHTBI) MOJIEXKAT
YHUYTOKECHMUIO.

ONEKTpOHHBIE JOKYMEHTHl IIOCTOSSHHOTO CpOKa XpAaHEHUs IepefaroTcs
Ha apXUBHOE XpaHEHUE IO OmHCIM C OQOpPMIICHHEM aKTa MpueMa-Tepesadu

QJICKTPOHHBIX TOKYMCHTOB.

13. OTBETCTBEHHOCTH

13.1. YneHnsl TEppPUTOPUATHHOM KOMHUCCHM W TPAKITAHCKUE CIyXKaIIUe
arnrapara TEpPUTOPUAIBHOM KOMHUCCHUM, Tpa)KJaHe, 3aMELIAIINE JOJLKHOCTH,
HE SIBJISIIOLIMECS JTOJKHOCTSAMU TOCYAapCTBEHHOM Ipa)XJaHCKOW CITy>KObI, a TaKke

rpaxaaHe, IIPUBJICKACMBIC II0 TPaXIAHCKO-IIPABOBBIM  AO0roBOpaM, HCCYT



MEPCOHAJIBHYI0 OTBETCTBEHHOCTh 3a coOtojeHue TpeOoBaHuii MHCTpyKIuH,
COXpPaHHOCTh HAaXOJSIINXCS Y HUX TOKYMEHTOB.

13.2. OTBETCTBEHHOCTh 3a OpraHu3aluio JETONPOU3BOACTBA
B TePPUTOPHATIBHOM KOMUCCHH, BHEpEHUE aBTOMAaTHU3UPOBAHHBIX
(KOMIIBIOTEPHBIX)  TEXHOJOTHH  TMOJATOTOBKM M 00pabOTKM  JIOKYMEHTOB,
o0ecrieueHrne COXPAaHHOCTH JOKYMEHTOB M Tiepefady UX B apXuB, KOHTPOJb
3a  coOmoneHueM — TpeOoBaHuid  MHCTpykuumum ~ HeceT — Mpeaceaaresb

TEPPUTOPUATIBHON KOMHUCCHUH.



[Tpunoxenue Ne 1
K UHCTPYKIIMU 10 JAEIONPOU3BOJICTBY
B TeppuTtopuanbHON U30UpPATEIHLHOMN
komuccuu Ne 58

dopMa perucTpauoOHHOIO0 KYPHAJIAa BXOASIIUX JOKYMEHTOB

OtMmeTKa 00
HCIIOJIHEHUH
. | Kpatkoe
Perucrpamnu Ucxopsmnii (mara
N coaepxa- [InmanoBas
Hara OHHBIN Koppec- HOMEp Cnoco6 WCTIOJIHEHUS
HHUE Pesomronnsa | McnomHutens narta
MOJTy4YEeHUS HOMeEp MOHAEHT " JaTa MOJTyYEHHUS U /A
OKyMEHTa OKyMEHTa (x011-BO HCIIOHCHHA €KBHU3UTHI
AOKYM FOKYM JIUCTOB) p
HACXOJIAIIETO
JIOKYMEHTA)
@®opma PerucTPANMOHHOI0 )KYPHAJIA UCXOASIIMX JOKYMEHTOB
Kpatkoe conepxanue
aTa PerucrpanunoHubIi OKYMEHTA ®OUO nmoanucanTa
A pan Anpecar JIOXYM A HUcnomnaurens Buna ornpaBku
pEerucTpanuy | HoMep JOKyMEHTa (PEKBU3UTHI BXOAIIETO JIOKYMEHTA
JIOKYMEHTA), KOJI-BO JIUCTOB




[Tpunoxenue Ne 2
K UHCTPYKIIMU I10 EJIONPOU3BOJICTBY
B TeppuTtopuanbHON U30UpPATEIHHOMN
komuccuu Ne 58

IHEPEYEHDb
AOKYMEHTOB, HE IOJIeKAINMX PerucTpanuun

1. CooO1ienus 0 3aceJaHusgX, COBCIIAHMUIX U ITOBECTKAX JHS.

2. Y4yeOHble TPOrpaMMBbl, MIJIaHbI.

3. PeximamHbIe M3BEIICHMSI, TIAKATHI.

4. TlozmpaBUTEIbHBIC TUCHMA M TEICTPAMMBI.

5. [IpurnacurtenbHble OWICTHI, MPUTIIANICHUS Ha Pa3InIHBIC MEPOIPHUSATHS,
HE CoJIeprKaIlie HAJICKAIINX PEKBU3UTOB MTHCHMA.

6. ByxranTepckue JOKYMEHTHI.

7. [leyaTHble U3AHUA.

8. OnepatuBHas uH(OpMalus, TMOCTyMawIas IO KaHajlaM CBS3U
l'ocynapcTBeHHOM aBTOMAaTM3UPOBAaHHOW cucteMbl Poccuiickoit depnepamnun
«BBIOOPEBIY.

9. OOparienus rpaxaaH, MOCTYMUBIINE HA aJpec dJIEKTPOHHON MOYTHI.



[Tpunoxenue Ne 3
K UHCTPYKIIMU T10 JETONPOU3BOACTBY
B TeppuTtopuanbHON U30UpPATEIHLHOMN
komuccuu Ne 58

AKT

MBI, HHKCIIOAIMMCAaBIINECCA

COCTAaBWJIM aKT O TOM, 4YTO « » 20 r. IIpu
BCKPBITHH ITAKETA
0oOHapy»KeHbI CIEAYIOIINE HETOCTaTKU:

HaCTOHIIII/Iﬁ aKT COCTABJICH B IBYX JK3CMILJIApaAX.

[Moanuce, pactmudpoBKa MOMUCH:




[Tpunoxenne Ne 4
K UHCTPYKIIMU I10 JAEIONPOU3BOJICTBY
B TeppuTtopuanbHOW U30UpPATEIHHOMN
komuccuu Ne 58

®opmbl 0JIAHKOB, HCIOJIB3YEMbIX B TEPPUTOPHATBHOH KOMHCCUH



«

»

TEPPUTOPUAJIBHAS U3BUPATEJIBHASA KOMUCCHUSA Ne 58

INIPOTOKOJ 3ACEAAHUA

20  ronm Ne

Cankr-IletepOypr



«

TEPPUTOPUAJIBHAS U3BUPATEJIBHASA KOMUCCHUS Ne 58

PEIIEHMUE

» 20  ron No

Cankr-IletepOypr



«

TEPPUTOPUAJTBHAS U3BUPATEJBLHASI KOMUCCHS Ne 58
ONPEACEJAATEJID

IIPUKA3

» 20  roxm No

Cankr-IletepOypr



TEPPUTOPUAJIbBHAS
MN3BUPATEJIBHASI KOMUCCHS Ne 58
CAHKT-IIETEPBYPI'
yi. CaBymikuHa, oM 83,
Cankr-IletepOypr, 197374
Tem.: +7 (812) 576-03-58;
http://www.tik58.spbik.spb.ru
OKIIO 44449577; OT'PH 1207800070807
WNHH 7814776564 KIIIT 781401001

No

Ha No oT



http://www.tik58.spbik.spb.ru/

[Tpunoxenne Ne 5
K UHCTPYKIIMU T10 JETONPOU3BOACTBY
B TeppuTtopuanbHOW U30UpPATEIHHOMN
komuccuu Ne 58

TpeGoBaHus K TOKYMEHTaAM, H3rOTOBJISIEMBIM C ITOMOIIBIO
eYaTawiinx yCTPOUCTB, U K (paililaM TEKCTOBLIX JOKYMEHTOB

1. TekcThl JOKYMEHTOB Ha OnaHkax Qopmara A4 mneuartaroTcsi dYepe3
1,5 MEKCTPOUHBIX HWHTEpBaNa, JOMYCKACTCS IeYaTh JOKYMEHTOB Ha OJlaHKaXxX
dopmara A4 depe3 1 MexKCTpOUHBINA MHTEpBaJ, Ha OnaHkax ¢opmara A5 — yepes
1 MEXCTpPOUYHBI HHTEPBAJ.

TekcThl JIOKYMEHTOB, IOJFOTABIIMBACMBIX K THIIOTpaCKOMYy H3IaHUIO,
NIEYaTAOTCS Yepe3 2 MEKCTPOUHBIX HHTEPBAIA.

2. HanMeHoBaHMe BHJIa TOKYMEHTA II€YaTACTCS MPOIMMCHBIMU OyKBaMH.

3. Ecin 3aromoBok k Tekcty npeBbimaeT 150 3HaKoB (5 CTPOK), TOIMyCKaeTCs
OpojUieBaTh €ro J0 TpaHMIBl MPaBOro Mmojs. Touka B KOHIE 3arojioBKa
HE CTaBUTCSI.

4. PaciudpoBka moamucu B pekBusure «llogmuce»  mewaTtaeTcs
Ha YpOBHE TMOCJIEIHEH CTPOKM HAWMEHOBAaHHUSA OJKHOCTH C HCIOJIb30BaHUEM
xomOuHanuu kiaasuin Shift — Ctrl — IIpobGen Mexay nHumanaMu U paMuInei.

5. Co3nanme, ¢opMaTupoBaHUE U BBIBOJ, Ha TI€4aTh JIOKYMEHTOB
NPOU3BOJIUTCA Ha KOMIIBIOTEPAX C MCIOJB30BAaHUEM TEKCTOBOTO pPEIaKToOpa,
noajepkuBaromiero ¢gopmar docx. BHenpeHne 3MeKTpOHHBIX TaOIHII, CO3TaHHBIX
B TaONWYHBIX peJakTopax, B JOKyMEHTHl ¢opmara docx HE TOMycKaeTcs.
Jlommyckaercs, mpu HEOOXOAMMOCTH, CO37aHWe, (popMaTUpOBaHHWE W BBIBOJ Ha
nevyaTh TaOJUI TOCPEJCTBOM PEaKTOPa dIIEKTPOHHBIX TAOJIHUII, TTOIIEPKIUBAIOIIINX
dopmar xIsx.

6. [Ipu  dopmaTupoBaHMM  JOKYMEHTOB  pEKOMEHAyeTcs  paboTaTh
C BKJIFOYEHHOM KHOTKOM ¥, 4TOOBI BUJETh HA 3KpPaHE BCE CIy>KEOHbIE CUMBOJIBI.

7. Ilpu dopMaTupoBaHUU TEKCTOB JTOKYMEHTOB WCIOJB3yeTCS CTHIIb,
KOTOPBIN UMEET CIICTYIOIINE TTapaMeTPhI:

o 1mpudT PT Astra Serif



® pasmep 14 nynkToB

® OTCTYI cieBa 0 cm
cripaBa 0 cm
® UHTEpBAI nepen 0 myHKTOB
ocJe 0 myHKTOB
® MEXKCTPOUYHBIM UHTEPBAJI IIOJIyTOPHBIN
e [IepBas CTpPOKa orctyn Ha 1,25 cm
® BBHIPABHHBAHUE 10 LIMPHUHE.

8. I[Ipu QopmatupoBaHum TaOIMI HEOOXOAUMO COOJIIOATH CIIEAYIOLINE
TpeOOBaHU:

Tabnmuiia BcerJa JOJDKHA UMETh Ha3BaHUE, KOTOPOE BBIPABHUBACTCS
0 IIEHTPY TOKYMEHTA;

TabIuIa BRIPAaBHUBACTCS 110 IICHTPY JIHCTA;

3aroJIOBKH CTOJIOIIOB U CTPOK BBIPABHUBAIOTCS 10 LIEHTPY SUYCHKU;

JaHHBIE B siYeiKax TaOJUIIbI BEIPABHUBAIOTCSI CBEPXY IO JIEBOMY Kpalo;

POJOJIKEHUE TAOIUIIBI HA HOBOM JIUCTE MOXET HAYMHATHCS C 3ar0JOBKOB
ee rpad (nam HOMepoB rpad B ciaydae, ecia rpadbl TaOJHIBI HA TIEPBOM JIHCTE
IIPOHYMEPOBAHbI);

CTPOKH TaOJMIIbI MEPEHOCITCS HA HOBBIM JIUCT JOKYMEHTA HCKIIOYMTEIIBHO
IEJTUKOM;

IIUpUHA M BbICOTA TAOJMUIBl HE JOJDKHBI MPEBBINATh pa3Mepbl IOJeH
JOKYMEHTA.

9. PazMepsl moJieit TOKYMEHTa JIOJHKHBI HIMETh CICAYIOIINE TTapaMeTpPhI:

® BEpXHEE 2,0 c™m
® HIDKHEE 2,0 c™m
® JIEBOE 3,0 c™m
® [IpaBoOE 1,5 cm.

Ot Kpas 10 KOJIOHTUTYJIA:
® BEpPXHETO 1,25 cm

® HWXKHETO 1,25 cwm.



10. ITpu nOArOTOBKE TOKYMEHTOB UCIOJIB3YIOT CIEIYIOIINE PEKBU3UTHI:
e HAaMMEHOBAaHHUE OPraHU3AlUH;

¢ HAWMMCHOBAHHUC BHUJda DOKYMCHTA,

® CCBUIKA Ha UCXOIAIIMA PErUCTPALMOHHBIA HOMEp MW JaTy

JIOKYMEHTA;
® MECTO COCTaBJICHMs (M3J]aHUsI) TOKYMEHTA;

e rpud (momerka) 06 orpaHMYEHHH JOCTyNa K JIOKYMEHTY; (mpu

HAJTUYMH)
® ajpecar;
e rpud yTBEpKIACHUS TOKYMCHTA;
® 3aroJIOBOK K TEKCTY IOKYMEHTA;
® TEKCT JOKYMEHTa;
® OTMETKa O HaJIMYUH MPUIIOKEHHUS;
® TIOJIHKCD;
® OTMeTKa 00 AIEKTPOHHOMN MOJIIUCH;

e rpud coriacoBaHus TOKyMEHTA;
e OTMETKAa 00 MCIIOJHUTEIE;
® UACHTU(PUKATOP DIEKTPOHHOW KOMUM JIOKyMeHTa (mpu
HAJIU4UN).
11. PekBu3uThl (KpomMe TEKCTa JOKyMEHTa U ajpecara), COCTOSIIUE

N3 HCCKOJIBKHX CTPOK, II€YAaTAaIOT CO CICAYIOIMUMU IIapaMCTpaMm:

o 1mpudT PT Astra Serif

® pasmep 14 nynkToB

® OTCTYII cieBa 0cm
cIipaBa 0cm

® UHTEpBal nepes 0 myHKTOB



oCJIe 0 myHKTOB

MEKCTPOUYHBIA UHTEPBAII OJIMHAPHBIN
OTCTYII IIEPBOU CTPOKHU HET
BBIPDAaBHUBAHUE 10 LICHTDPY.

12. PexkBu3uT «Anpecary meyararoT CO CJICIYIONUMH TapaMeTpaMu:

mpudpT PT Astra Serif

pazMmep 14 nynkToB

OTCTYII cieBa 7 cm
cripaBa 0cm

MHTEPBaI nepen 0 myHKTOB
rocie 0 myHKTOB

MEXCTPOYHBIA HHTEPBAI OJIMHAPHBIN

OTCTYH MEPBOM CTPOKHU HET

BbIpaBHUBaHUE 0 LIEHTPY.

Ecnu coctaBHble 4YacTu peKBU3UTOB «Axpecar», «['pud yrBepx aeHUs

JOKYMCHTa», ((FpI/I(i) corjiaCoBaHusl  IOKYMCHTaA», «OT™MeTKa O HaJIMYUH

NPWIOKEHUS» HE YMEIIAIOTCS Ha OJHOM CTPOKE, TO pa3phiB CTPOKH B HYKHOM

MECTE TPOU3BOAUTCS C TOMOIIBI0 cUMBOJa «Pa3peiB cTpoku» (KOMOWHaIUA

kiaasuin Shift — Enter), manpumep:

COT'JTACOBAHO

PykoBogurens denepanpHOro
apXWBHOI'O areHTCTBA

A.H. Aptuzos

[Ipn wucmonb30BaHUM B TEPPUTOPUATHHON KOMHUCCHUHU HICHTU(]HUKATOpA

AJIEKTPOHHON KOMHHU JOKYMEHTa (KOJIOHTUTYJIa) OH IeYaTaeTcsi B JIEBOM YIIIY

HIDKHETO TOJI KaXA0W CTpaHUIIbl IOKYMEHTA MIPUPTOM 8 MyHKTOB.

13. Tlpu odopmieHnn JOKYMEHTOB Ha JBYX M Oojee CTpaHHIaX BTOpAs

U TOCJIEAYIONIUEe CTPaHULBl JOJKHBI ObITh IpoHyMepoBaHbl. Homepa cTpanwuiy



MIPOCTABIISAIOT MOCEPEIMHE BEPXHETrO MOJIs JICTa apaOCKkuMu uppamu 0€3 3HaKOB
MpeTTMHAHUS.

Ecnu 1okyMeHT uMeeT NpuiioKeHHe, TO OHO NIeYaTaeTcs ¢ HOBOM CTPaHULIbI.

14. JIns BBISBICHUS M UCHPABICHUS BO3MOXKHBIX OIIMOOK B MPABOMHUCAHUU
B CcpopMHUpPOBaHHBIX (aillax pPEKOMEHIYeTCsl  OCYILIECTBISATH  IPOBEPKY
JOKYMEHTOB, UCIIOJIb3Ysl CUCTEMBI IPOBEPKHU MTPABOMMUCAHMS.

15. Kaxaplii JOKYMEHT €O BCEMHU MPWIOKEHUSIMU K HEMY IOMEIaoT
B OTIENbHBINA (haiin (ecau MPUIIOKEHHUs CO3[aHbl OAHUM Mpolieccopom). BayTpu
(aiina cam TOKyMEHT M KaxJ10€ MPUIOKEHUE TOMEIAIOT B OTACNIbHBIE Pa3/iebl.

16. Bce pekBU3HUTHI AOKYMEHTa OTACISAIOT JIPYr OT Apyra OJHOM IMyCTOM
CTpOKOM, o00Opa3zyemoii cumBojoM ab63ama (§ — wrmaBuma Enter). B Ttekcre
HE JIOJDKHO BCTpeuaTbest 0oiee IByX CUMBOJIOB a03a1ia MmoApsiI.

17. He nomyckaeTcsi mucaTh CJIOBa C pa3psiIKOW, BCTABISAA MPOOETbI MEXKTY
OykBamu B cioBax. He momyckaercs MCIoib30BaHKUE MPOOETOB sl 00pa3oBaHUs
ab3a1HoOro OTCTyNna (KpacHOM CTPOKHM) WJIM MYCTHIX CTPOK. B Texcre He MOKHO
BCTpeuaTbca MojpsAn Oojee OJAHOrO CUMBOJIa TpoOerna. Pa3nenenne MHUIMATIOB
u Qamuinu, cuMBoia No W 4ucia, MOPSAKOBOTO HOMEpPA CTaThH, YACTH, MYHKTa
WIM TIOJITYHKTa MPABOBOTO aKTa, YKCIIa MecsIla U Ha3BaHUsA MeEcsIa, YUcia roaa
U CJIOBa «TOA», JIIOOBIX YHMCIOBBIX 3HAYEHUW WM EAMHUI] U3MEPEHHUS JAeliaeTcs
C HCIIOJIb30BaHUEM Hepa3phIBHOTO Mpobeia (codyeranue kmaum Shift — Ctrl —
ITpoGemn).

18. He nomyckaercs BKIIOYATh B TEKCT JOKYMEHTA pa3eiUTeNIbHbIC JTUHUH,
COCTaBIICHHBIEC U3 IIEMIOYEK CUMBOJIOB (¥, =, -, — 1 ipyrue).

19. He pomyckaercs HCHONB30BaHUE B PYCCKUX CJIOBAaX  CXOJHBIX
1o HadepTaHuio JaTuHCKUX OykB (A, a, B, C, ¢, E, e, H, K, M, O, 0, P, p, I, X, X,
y).

20. He nmomyckaeTcsi WCMOJB30BaHWE CHUMBONA TaOymsamuu (—) IS
oOpazoBaHus a03alHOrO OTCTyna (KpacHOW CTPOKM) WM MYCThIX CTpPOK.
AO3zanHbIil oTcTyn ycrtaHaBiauBaroT B MeHio Dopmar/Ab3an uiu ¢ MOMOIIbIO

BEPXHETO JIBUKKA HA TOPU30HTAIBHOMN JIMHEUKE.



21. He pomyckaeTcs WCMOJIb30BaHUE CHUMBOJIA «-» JJIsI O00O3HAYCHUS
nepeHoca. Bmecto Hero cieayeT HCHOIb30BaTh CHUMBOJI MSITKOTO TE€peHOca
(komOuHarms knaBum Ctrl — «-»),

22. JInsg HamucaHus PUMCKHX LU(P AODKHBI HCIOJIB30BATHCS 3arjaBHbIC
oyksbl JlatuHckoro andasuta (I, V, X, C, D, L, M). HUcnons3oBanue s 3TOH
e PYCCKUX OYKB U apaOCKuX HUQp HE JOMYCKAETC.

23. BmecTto OyKBBI «&» JOJDKHA YHOTPeOJSIThCS OyKBa «e» (KpoMe HMMEH
COOCTBEHHBIX MPU HAIMYUU TTOJTBEPIKIAIOIINX JOKYMEHTOB).

24. PexBU3UTHI «3arojioBOK K TEKCTY» JTOJKHBI ObITh BHIPOBHEHHI IO IIEHTPY
U KaXIbI M3 HUX JOJDKEH MPEJCTaBIATh COOOM OIMH ab3all, TO €CTh BHYTPH
TEKCTa KaXXJOTO PEKBU3UTA HE JIOHKHO OBITh cMMBOa ab3ama. He momyckaercs
UCITIOJIb30BaHUE CUMBOJIA ab3alia 1Jis MpepbIBaHUs CTPOKH B IPOU3BOJIBLHOM MECTE,

IJIA 3TOro CJICAYCT UCITOJIb30BATH CUMBOJ pa3pbiBa CTPOKH (KOM6I/IHaIII/I$I KJIaBHUIII

Shift — Enter).



[Tpunoxenue Ne 6
K UHCTPYKIIMU T10 JETONPOU3BOACTBY
B TeppuTtopuanbHOW U30UpPATEIHHOMN
komuccuu Ne 58

Chnucox PACCBUIKH UCXOAAIIMNX JOKYMECHTOB

Ne HaumeHnoBaHue oprana

ITosHBIN MOYTOBBIN agpec
n/n (opranmsaunmm)

[Ipencenarens TeppuropruaibHOM

n30upatenbHor komuccuu Ne 58

(moamuck) (pacmudpoBKa MOJAIUCH)

Ucnomaurennp

(moamuce) (pactupoBKa MOAIUCH)

« » 20 r.




[Tpunoxenue Ne 7
K UHCTPYKIIMU I10 JAEIONPOU3BOJICTBY
B TeppuTtopuanbHOW U30UpPATEIHHOMN
komuccuu Ne 58

Ilepeuenn 00s13aTe/ILHBIX CBeACHHIT 0 JOKYMEHTAX, HCI0Ab3yeMbIX B LEJIAX
y4era ¥ moucka gokymentos B I1JI*
1. ABtop.
2. Anpecar.
3. JIOJKHOCTD, (haMMIIUS ¥ MHHUIUAJIBI M4, HOANHCABLIETO JOKYMEHT.

4, HanmenoBaHue I'pYIIIBI U BUAAd JOKYMCHTA.

o1

. Jlata mokymeHra.

6. PeructpaniioHHbIi HOMEP TOKYMEHTA.

7. Jlata mocTynuBIIero JOKyMeHTA.

8. PeructpanoHHbIi HOMEP MOCTYMHUBIIIETO JOKYMEHTA.

9. CBeneHust 0 CBA3AHHBIX JIOKyMEHTax (HAaMMEHOBaHUE BHJIa JIOKYMEHTa,
JaTa, perucTpalliOHHBIM HOMED, TUIT CBSI3KH).

10. 3aronoBok K TEKCTY (KpaTKOE COJAEpKaHUE IOKYMEHTA).

11. Mupexc nenia mo HOMEHKIAType JAe.

12. Cenenus o mepeaapecaruu JOKyMEHTA.

13. KonnuecTBo TMCTOB OCHOBHOTO JIOKYMEHTA.

14. OTt™meTKa 0 IPWIOKEHUHN (KOJIMYECTBO MPUIIOKEHUH, 00IIee KOJIMIECTBO
JIUCTOB MPUJIOKEHUI).

15. Yka3aHus 1o UCMOJHEHUIO TOKYMEHTa (MOpy4YeHUE, UCIIOJIHUTENb, aTa
WCTIOJIHCHUA ).

16. OT™MeTKa 0 KOHTpOJIE.

17. T'pud (momeTtka) 06 OrpaHUYEHUN JOCTYyIIA.

18. TIpoBepka AMEKTPOHHOM NOANMCH (TTPU HATUYHUH ).

19. IloxpasaeneHue — OTBETCTBEHHBIM HCIIOJHUTEIb IOKYMCHTA.

! Vicmone3yercs cokpanienue, MpuBeIeHHOE B MyHKTe 1.8 HacTosmiel MHCTpyKIHH.



20. @aiinibl  3JEKTPOHHOTO JOKYMEHTa (KOJIMYeCTBO (ailioB, HUMeEHa

Gbaiinon).



[Tpunoxenne Ne 8.1
K UHCTPYKIIMU IO JETONPOU3BOACTBY
B TeppuTtopuanbHOW U30UpPATEIHHOMN
komuccuu Ne 58

KYPHAJI

yue€Tra JUIHOIo nNpueMa rpakKaaH

B TepputopunanbHoii n3douparejbHoi komuccuu Ne 58

OTMeTKa d.N.0.
TTouToBBIii Kpartkoe 0 pe3yJabTaTax U MOANNCH
Ne Jara D.N.0. P pesy A
aapec co/ep:KaHue npuemMa Jauua,
n/m | mpuemMa | 3asiBUTEJIA
3asiBUTENsl | oOpauieHust (mpuHsATOE NPOBOJAMBIIEr0
pelieHue) npuem
1 2 3 4 5 6 7




[Tpunoxenne Ne 8.2
K UHCTPYKIIMU T10 JETONPOU3BOACTBY
B TeppuTtopuanbHON U30UpPATEIHLHOMN
komuccuu Ne 58

KAPTOUKA JJUUHOT'O TIPUEMA T'PAKJIAH
B TEPPUTOPUAJIBHOM U3EUPATEJIBHOU KOMUCCHUHU Ne 58

Hata obpanieHust
Hara npuema

« » 20 T. No
damMuus, UMsl, OTYECTBO 3aABUTEIS JlomKHOCTHOE JIUII0, BEAYIIEE TPUEM
MecTo XHUTENbCTBA, TeNeHOH Pe3ynbTaThl paccMOTpeHUst

Kareropus 3asBuresns

Coneprxanue oOparieHust

A,
BBIPAXKAIO (amurst, UMsI, OTYECTBO 3aIBUTEIIS)

corjlacue Ha NpeaoCTaBJICHUC MHC YCTHOI'O OTBCTa B XOJAC JIMYHOIO IIpUCMa II0 CYHIECTBY
IMOCTABJICHHBIX B YCTHOM O6paH_IeHI/II/I BOIIPOCOB. IIuceMeHHOTO OTBETA HE Tpe6yeTc51.

(mata) (TmOAUCH 3asBUTEIS) (pacmmdpoBKa MOAMKCH)

A,
BBIPAXKAIO

(Damunmsi, UMsI, OTUECTBO 3ASIBUTEIIS)

corjiacuc Ha BUIACO-U (I/IJ'II/I) AyAUOMIPOTOKOJIUPOBAHUEC JIMYHOT'O ITpHUCMa.



(mata)

(moanuch 3asiBUTENSA) (pacmupoBKa MOIKCH)
[Tpunoxenue Ne 9
K UHCTPYKIIMU I10 JAEIONPOU3BOJICTBY
B TeppuTtopuaibHON U30UpPATEIHLHOMN
komuccuu Ne 58

JIucer coritacoBanus

OamMuins
JIOIKHOCTD Jara Tonnucs MHUIAIB]

Hcnomuurenn
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[Tpunoxenue Ne 10
K UHCTPYKIIMU I10 JAEIONPOU3BOJICTBY
B TeppuTtopuanbHON U30UPATEIHLHOMN
komuccuu Ne 58

YTBEPXIAIO

[Ipencenarens TepputopuaibHON
u30upatenbHoi komuccuu Ne 58

(moamuck) (uHMLKAIBL, (haMUIINs)

« » 20 r.

OTt4eT 0 pacchblIKe N0 COOTBETCTBYIOIIMM aJpecaTaM M pa3MellleHUH
pemiennii TeppuropuaabHoii n3dupaTeabHol kKoMmuccuu Ne 58

Ha 0(PULHAIBHOM CalTe

3acemanue Ne OT « » roja
Ne Ne pemienus AJpecaT pacChUIKH, aApec pa3MeleHUsI Jlata
/11 TUK pa3MerieHus
PacChUIKU
1
2
3
HUcnonanrenn

(moamuck) (pactmdpoBKa MOAMHUCH)
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[Tpunoxenue Ne 11
K UHCTPYKIIMU I10 JAEIONPOU3BOJICTBY
B TeppuTtopuanbHON U30UPATEIHLHOMN
komuccuu Ne 58

HEPEYEHD

MOJIC/KAIIMUX KOHTPOJII0 JOKYMEHTOB ¢ YKA3aHHUEM CPOKOB UCIIOJTHCHUHA

1. ®enepanbHble  KOHCTUTYIIMOHHBIE 3aKOHBI, (efepaibHble  3aKOHBI
Poccuiickont Penepanuu — COMIACHO YKa3aHHOMY B HUX CPOKY.

2. Yxasnl [lpesugenta Poccuiickoit denepaniui — COracHO yKa3aHHOMY
B HUX CPOKY.

3. Paciopskenust  [lpesunmenta  Poccuiickoit  deneparuu — coriacHo
YKa3aHHOMY B HUX CPOKY.

4. TloctanoBnenwusi, pacnopsikenust [IpaBurensctBa Poccuiickoit denepanum —
COTJIACHO YKa3aHHOMY B HUX CPOKY.

5. 3akonsl Cankr-IleTepbypra — corsacHO yKa3aHHOMY B HUX CPOKY.

6. [locTranoBnenus, peuieHus 3aKOHOAATEIBHOTO Cobpanus
CankT-IleTepOypra — coriiacHO yka3aHHOMY B HUX CPOKY.

7. IlocTaHOBJICHUS, PpACHOPSDKEHUST OpraHa TOCYyJAapCTBEHHOW BJIACTH
CankT-IleTepOypra — coriiacHO yka3aHHOMY B HUX CPOKY.

8. [TocTanoBeHUs, pacTIOPSHKEHUSI PYKOBOJAMUTENSI OPTaHa TOCYIapCTBEHHON
Brnactu CankT-IleTrepOypra — coriacHO yKa3aHHOMY B HUX CPOKY.

9. [Napnamentckue 3anpockl CoBera ®enepanuun denepanproro Cobpanus
Poccuiickoit deneparuu, I'ocymapcrBennorr ymber ®enepansHoro CobOpanHus
Poccuiickot @enepauuu —HE TMO34HEE YeM uepe3 |5 KaneHIapHBIX JHEU
CO [JHS TMOJy4YEeHUs NapIaMEHTCKOrO 3alpoca WM B HMHOM YCTAHOBIICHHBIN
cooTBeTcTBYIOIIEeH manarod PenepanpsHoro CobOpanusi Poccuiickoit denepanuu
CPOK.

10. 3ampocer CEHATOPOB Poccuiickon denepanuu, JEIyTaTOB

I'ocynapctBennoit Jlymer ®denepansuoro CoOpanusi Poccuiickoit deneparnum —
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He no3aHee yeM uvepe3 30 KaleHJapHbIX THEN CO JHS €ro MOJIyYEHUs WIM B MHOU
COTJIACOBAHHBIN C MHUIIMATOPOM 3aIIpoca CPoOK.

11. Obpamienuss  cenatopoB  Poccuiickoit ~ denepauuu, AemyTaToB
l'ocynapctBennoii Jlympr @enepanbHoro Cobpanus Poccuiickoit deneparnu
0  BONpOCaM, CBSI3aHHBIM C  UX  JIESTEIbHOCTBIO, — HE3aMEJIUTEIIHHO
(mpu HEOOXOJAMMOCTH TOJIYYEHHUS JTOMOJHUTEIBHBIX MAaTepPHAIOB — HE TMO3JHEE
yeM uepe3 30 kaneHAapHbIX AHEH cO JHS MOJIy4eHHs OOpalleHus ).

12. O6patmenus NIy TaTOB 3aKOHOATEIBHOIO CoOpanus
Cankr-IlerepOypra — B cpok, ycTaHOBJIEHHBIN 3akoHOM CankTt-IleTepOypra.

13. Ilucema u3 Apmunuctpanmu Ilpesunenta Poccuiickoii ®enepanuu,
ITpaButenbctBa Poccuiickoit denepanun, Koucturynuonnoro Cyaa Poccuiickoit
Oenepannu, BepxoBHoro Cyna Poccuiickoit  ®@enepauuu, [ 'eHepanbHON
npokypatypsl Poccuiickoit ®eneparuu, I[IpaBurensctBa Cankt-IletepOypra —
B COOTBETCTBUM C YKAa3aHUSMH II0 MCIOJHEHUIO JOKYMEHTa IIpelcenaTeis
TEPPUTOPUAIIBHOM  KOMHMCCHUH, €CIM B  HUX HE  yKa3aH  CpOK —
He no3/iHee yeM uepe3 30 KaJleHIapHbIX THEM.

14. TIpoTect npokypopa — He To3/IHee YeM dyepe3 10 KajaeHIJapHbIX JHEH.

15. IIpeacraBieHre NpoKypopa — B TEUEHHE MeCALA CO JHA MOCTYIUICHUSI.

16. O6parieHusi, CBA3aHHBIE C peaau3alMiell W 3aluTON HM30MpaTeIbHBIX
npaB W MpaBa Ha ydacthue B pedepeHayme rpaxmanH Poccuiickoit denepanmm,
MIOCTYIIUBIIME B TEPPUTOPUAIBHYID KOMHCCHUIO B XOJI€ COOTBETCTBYIOLIEH
n30UpaTeNbHOW  KaMIlaHWHM, KamMIaHuu  pedepeHayma, —B  COOTBETCTBUU
¢ denepanbHbIM 3aKOHOM 00 OCHOBHBIX MAPaHTHSAX M30MpPaTENbHbIX IPaB.,

17. Tlepecbuika oOpalieHUd TpaklaH, COJEPIKAIUX BOIPOCHI, PEIICHHE
KOTOPBIX HE OTHOCHTCA K KOMIIETEHUWH TEPPUTOPUATBHON KOMHCCHUH,
OCYILIECTBIIAETCS B TEYEHUE CEMH KAJICHIAPHBIX THEH.

OOpaienre, CBSI3aHHOE C COOTBETCTBYIOIIEH M30MpaTENbHONW KaMIaHUEH,
KaMmmaHuel pedepeHayma, TMOCTYNHUBIIEE B TEPPUTOPHAIBHYIO KOMHUCCHIO

A0 YCTAHOBJICHHA €10 MTOI'OB I'OJOCOBAHMA, OIIPCACIICHUA PE3YJIbTAaTOB BLI60pOB,

! Vicmonw3yercs cokpanienue, puBeIeHHOE B MyHKTe 1.2 HacTosmied MHCTpyKIHH.
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pedepeHayMa M COAepXkallee BONPOCHI, PEIIEHHE KOTOPhIX HE BXOJIUT
B KOMIICTCHIIMI0O KOMHCCHHM, B TE€UEHHE IATU JHEW IMOCIE IHS IOCTYIUICHHS
HalpaBJIETCI B KOMHUCCHIO, HWHOW OpraH WiIM JOJDKHOCTHOMY JIMLY,
B KOMIIETEHLUHIO KOTOPBIX BXOJIWUT €ro PacCMOTPEHHE, a MOCTYNHMBUIEE B MHOMN
nepuoJ MO0 HE CBSI3aHHOE C COOTBETCTBYIOLIEH M30MpaTeIbHON KammaHHUeH,
KaMmnaHuei pedepeHyma — B TeUEHUE CEMU JHEH MOCie AHS MOCTYIICHHUS.

OOpaiieHus, He CBA3aHHBIE C peanr3aluenl U 3aluToNl U30upaTeIbHbIX IPaB
U TmpaBa Ha yuactue B pedepenayme rpaxaan Poccuiickoit ®enepanum,
NOCTYNIMBIIME B TEPPUTOPUATIBHYIO KOMHUCCHIO B IIEPUOJ COOTBETCTBYIOLIEH
n30upaTeNbHON KaMIlaHUM, KaMMmaHuu pedepeHayMa, a TakkKe IOCTYIUBIINE
BHE mepuoia M30HMpaTeIbHOM KaMMaHWHM, KaMIaHuu pedepeHayMa WM MOCIie
YCTAHOBJIEHUS TEPPUTOPUATBHON KOMHUCCHUEN UTOTOB I'OJIOCOBAHHUS, ONPEICIICHUS
pe3ynbTaToB BBIOOPOB, pedepenayma, —B TedeHue 30 gHedl mociie JHA
UX MOCTYIJICHUS.

18. OOpamienusi  cpeACTB  MaccoBOM  HMHpOpMalMM 1O  BOIMpOCaM
npenocTaBieHus MHPOpMAlMM —B  TEYEHHWE CEMHU  KaJeHAApHbIX  JHEH.
Ecnu tpebyemble cBeieHHs HE MOTYT OBITh MPEAOCTaBICHBI B YKa3aHHBIM CPOK,
TO JOMYyCKAaeTCcsi OTCPOYKa B MPEAOCTABICHUWU 3alpaninBaeMoil HHGOpMaIUH
C BPYYEHHEM IPEACTABUTEIIO PEIAKLIUU B TPEXIHEBHBIM CPOK CO THS MOTYyYECHUS
NUCHMEHHOTO 3ampoca MHGOpMAIMK yBEJOMIIEHHS 00 OTCpPOUYKEe, B KOTOPOM
YKa3bIBAIOTCSA TMPUYMHBI OTCPOYKH, JaTa, K KOTOpOil OyneT mpenocTaBiieHa
3ampaiidBaeMas HHQoOpMaIus, AOKHOCTHOE JIMIO, YCTaHOBHUBIIEE OTCPOUKY,
JaTa MPUHITUS PEelIeHUs 00 OTCPOUKe.

19. 3anpoc rocynapcTBEHHOIO OpraHa, OpraHa MECTHOT'O CaMOYIpPaBJICHUS
WIM JOJDKHOCTHOIO JIMIA, PacCMATPUBAIOIIET0 OOpallleHue TrpakJaHWHA, —
JOKYMEHTBl M MaTepHajbl, HEOOXOJUMBIE Ui pPAcCMOTPEHHUs oOpalieHus,
MPEIOCTABIISIIOTCA B TEYEHHE |5 NHEN WM WHOW CPOK, YKA3aHHBIM B 3ampoce
(MO0 BO3MOYKHOCTH), 33 HCKJIIOYEHHEM JOKYMEHTOB M MAaTEpHAIOB, B KOTOPBIX
COJZIEPIKATCS CBEICHMS, COCTABISIOIIME FOCYJaPCTBEHHYIO WIIM UHYIO OXPAHIEMYIO
(enepasbHbIM 3aKOHOM TalHY, W Il KOTOPBIX YCTAHOBJIEH OCOOBI MNOPSAJIOK

npcaoCTaBJICHUA].
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[Tpunoxenue Ne 12
K UHCTPYKIIMU I10 JAEIONPOU3BOJICTBY
B TeppuTtopuanbHON U30UPATEIHLHOMN
komuccuu Ne 58

TeppuropuanbHas YTBEPX/AIO
u30upartenbHas komuccus Ne 58
HOMEHKIJIATYPA JIEJI [Ipencenarens
TeppuropuanbHOU
Ne n3buparenpHOi Komuccun Ne 58
(nara)
(moamnucek) (pacmu@poBKa MOJIMUCH)
Ha rox (mara)
1 Konmuectso Cpo .
HACK 3arooBok siena TOMOB POK XpatieHis [pumeuanus
neia . u Ne crareil o nepeyHo
("acreii)
1 2 3 4 5
HaszBanue pazgena
(HaMMEHOBaHUE JIOJDKHOCTH COCTABUTEIIS (moamuce) (pacuudpoBka moamucy)
HOMEHKJIATYPbI )
(nmara)
COI'JTACOBAHO COI'JTACOBAHO

[IpoToKOJ DKCHIEPTHONW KOMHCCHH

Cekperappb Cankr-IlerepOyprekoit
TepputopuanbHoit u3dbupatenbHoit komuccuu Ne 58

H36I/IpaTCHBHOﬁ KOMHCCHU

oT Ne

(Toamuch) (pacmmgpoBKa MOAMUCH)
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[Tponomxkenue npuinoxeHus Ne 12

HtoroBas 3anuce o KaTCTopuaX U KOJINYCCTBC €I, 3aBCACHHBIX

B rony B TepputopuanbHoil n3dbuparenbHoil komuccuu Ne 58
B ToMm uucne
IIo cpokam xpaHeHus Bcero O — C OTMETKOMN
PEXOIAM «QITK»
1 2 3 4

Ha 6ymaxxnoM Hocurese

(npy Hamuuuu THUOPHUIHBIX ned, ToM(a) Ha OyMa)XHOM HOCHUTENE YYMTHIBAIOTCA B pasjiene
tabnuupl «Ha OymaxkHOM HocuTene», ToM(a) Ha 3JIEKTPOHHOM HOCHUTENE YYMTHIBAIOTCA B
paznene Tabauibl « DIEKTPOHHBIX):

TlocTossHHOTO

JlonroBpemenHoro (cBeiiie 10 ner)

Bpemennoro (70 10 et BKIIIOYUTENBHO)

OIEKTPOHHBIX

(pu HANIMYUKU THOPUIHBIX J1e1, ToM(a) Ha OyMa)XHOM HOCHUTEJE YUUTHIBAIOTCA

B paznene Tabnuibl «Ha OymaxkHOM HOcHTesey, ToM(a) Ha SJIEKTPOHHOM HOCHUTEIE
YYHUTBIBAIOTCS B pasziesnie TabauIbl « DIIEKTPOHHBIXY):

TTocTossHHOTO

HonroBpemennoro (cBoie 10 er)

Bpemennoro (;1o 10 et BKIFOYUTEIBHO)

HNTOI'O:

(HaMMEHOBaHHUE JIOJDKHOCTH COCTABUTEIIS (moamuce) (pacuudpoBka moamucy)
HOMEHKJIATYPbI )

(nara)




TeppuropuasnbHas

n3bupatenpHas komuccust Ne 58

®OH/I
OIIUChH

ACII, JOKYMCHTOB IMOCTOAHHOI'O XpaHCHUA

Ne
Ne
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[Tpunoxenue Ne 13
K UHCTPYKIIUU I10 AEJIONPOU3BOACTBY
B TeppuTtopuanbHON U30UPATEIHLHOMN

komuccuu Ne 58
YTBEPXAIO

IIpencenarens
TeppuropuanbHOU

n3oupatenbHoii komuccun Ne 58

3a ToJI
(moanuce) (pacuudpoBKa MOAMUCH)
(mara)
No Nunexc 3arojgoBoK o
Kpaitnue nater KomanuecTtBO nmucToB [Tpumevanus
/11 neia nena
1 2 3 4 5 6

HaszBanue pazgena

B nanubIi paznen onucu BHECEHO

pI(SA) |

(mdpamMu ¥ TPOITHCHIO)

¢ Ne o Ne , B TOM 9HCJIE:
JUTEpHBIC HOMEpa: ,
MPOMYIIEHHBIE HOMEpa:

HanmeHoBaHUe JTOJDKHOCTH COCTaBUTEIIS IO IITHUCh pactudppoBKa MOAMUCH
OIIHCH

HaumeHoBaHue TOJKHOCTH IO IITHUCh pacmuppoBKa MOAMUCH

OTBCTCTBCHHOI'O 3a apXHB

oT

(mara)

COI''TACOBAHO
IIpoTokos DxcnepTHOM KOMHUCCUU
TepputopuanbHoit U30UpaATENBEHOM

komuccuu Ne 58

Ne

YTBEPXJIEHA
IIporoxou LleHTpanbHOM 3KCIIEPTHO -
IIPOBEPOYHON KOMUCCUU
ApPXUBHOTIO KOMUTETA
Cankr-IlerepOypra

oT No




TeppuropuasnbHas

n3bupatenpHas komuccust Ne 58

®OH/I
OIUChH

Ac,

Ne
Ne

JTOKYMEHTOB

(cBpime 10 5eT) cpoka XpaHeHus
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[Tpunoxenue Ne 14

K UHCTPYKIIMU I10 JAEIONPOU3BOJICTBY
B TeppuTtopuaibHON U30UPATEIHLHOMN

BPEMCHHBIX

komuccuu Ne 58

YTBEPXJIAIO

IIpencenarens
TeppuropuanbHOU
n3oupatenbHoit komuccun Ne 58

(moanuce) (pacundpoBKa MOAMUCH)

3a roJ
(mara)
No HNupexc 3aroJioBOK Kpaitnue Cpoxk KosnmuecTBo
[Ipumeuanus
n/n Jena zena JIaThI XpaHECHHS JINCTOB
1 2 3 4 5 6 7
HaszBanue pazgena

B nanubIi paznen onucu BHECEHO el

c Ne

YHUCJIC:

JIUTCPHBIC HOMCPA!

MPOIYIIEHHbIE HOMEpA:

(mudpamMu ¥ TPOITHCHIO)

(HaMMEHOBaHUE JIOJHDKHOCTU COCTaBUTEIISI
OTIMCH)

(HaI/IMCHOBaHI/IC JOJDKHOCTH
OTBCTCTBCHHOI'O 3a apXI/IB)

(nmara)

oT

COI''TACOBAHO
IIpoTokos DxcnepTHOM KOMHUCCUU
TepputopuanbHoil U30UpaATENBEHOM

komuccuu Ne 58

Ne

o Ne , B TOM
(moamuck) (pacuudpoBka moamucy)
(momuck) (pacmudpoBka moamucy)

YTBEPXIEHA

IIporoxoi LleHTpanbHOM SKCIIEPTHO -
IIPOBEPOYHON KOMUCCUU
ApxusHoro komurera Cankr-IlerepOypra

oT No



TeppuropuanbHas
n3buparenpHas Komuccust Ne 58
DPOH/J Ne
OIIUChH Ne

ACJI, TIOKYMCHTOB 110 JIMYHOMY COCTaBYy

3a roa
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[Tpunoxenue Ne 15

K UHCTPYKIIMU I10 EJIOIPOU3BOJICTBY
B TepputopuanbHON U30UPATEIHHOMN

komuccuu Ne 58

YTBEPXAIO

IIpencenarens
TeppuropuanbHOU
n3oupatenbHoii komuccuu Ne 58

(moamnucek) (pacmudpoBKa MOMUCH)
(mara)

No HNupexc Kpaitnue Cpoxk Kou-Bo
3arosoBOK Jena IIpumeuanus

n/m nena JaThl XpaHECHHS JIUCTOB

1 2 3 4 5 6 7
HaszBanue pazgena

B nanubIi paznen onucu BHECEHO el

(mudpamMu ¥ TPOITHCHIO)

¢ Ne mo Ne , B TOM

qHcIIe:

JUTEPHBIEC HOMEpa: ,

MPOIMyIIEHHbIE HOMEpa:

(HauMeHOBaHUE JOJIKHOCTH (moamucek) (pacuudpoBka moamucy)

OTBCTCTBCHHOI'O 3a apXI/IB)

(HaMMEHOBaHUE JIOJHDKHOCTU COCTABHUTEIISI
OTIMCH)

(mara)

COI''TACOBAHO
IIpoTokos DkcnepTHOM KOMHUCCUU
TepputopuanbHoit U30UpaATENBEHOM

komuccuu Ne 58

oT No

(momuck) (pacuudpoBka moamucy)

COI'JTACOBAHO
[TpoToKOII SKCIEPTHO-TIPOBEPOUHOM
METOJMUECKOW KOMHCCUU
LlenTpanbHOro rocy1apCTBEHHOTO apX1Ba
Canxkr-IlerepOypra

oT No
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[Tpunoxenue Ne 16
K UHCTPYKIIMU T10 JAEIONPOU3BOJICTBY
B TeppuTtopuanbHOW U30UpPATEIHHOMN
komuccuu Ne 58

TeppuropuasnbHas YTBEPXJAIO
n3bupatenpHas komuccus Ne 58 [Tpencenarens
AKT TeppuropuanbHOU
Ne n3buparenpHOi kKomuccuu Ne 58

(MecTo cocTaBJIeHMS)
O BbIIeJIEHHH K YHHYTOKEHUIO (moamucek) (pacuudpoBka moanucK)
(apXuBHBIX) I0KYMEHTOB,
He MOoJIeKANMX XPAHEHHU IO

(mara)

Ha ocnoBanum IlepedyHss THUMNOBBIX  YIPABICHYECKUX APXUBHBIX JIOKYMEHTOB,
o0pa3yomuxcsi B IMpOLECcCe JeATEIbHOCTH TOCYIAapCTBEHHBIX OPraHoB, OPraHoB MECTHOTO
CaMOYNpaBJICHUS W OpraHU3alvii, C YyKa3aHUEM CPOKOB XpPAaHECHUS W HOMEHKJIATYphl el
TeppuropuanbHOil m306upaTenbHO kKomMuccun No  0TOOpaHBbI K YHHUTOXKEHUIO KaK HE UMEIOIINE
HAYyYHO-UCTOPUYECKOUN [IEHHOCTU U YTPATHBIINE MPAKTUYECKOE 3HAUEHUE TOKYMEHTHI:

Ne Ne onncn
(mpu
BBIICTICHUH K
3aroJiIoBOK A No enn. xp.
YHUUYTOXKEHHUIO Cpoku
nena 10 OITUCH
JOKYMEHTOB Kon-Bo XpaHEHUs
Ne WITH Tomsl (MHAEKC [Tpume-
. A IpU MOATOTOBKE el. Xp. U HOMepa
I/l | TPYHIOBOM o - YaHUS
JIeNT K Tiepenaye (mem) crare
3aroJIoBOK HOMEHKJIa-
B apXUB IO MEePEYHIO
JOKYMEHTOB Type z1en)
OpraHu3aIuH,
rpada He
3aM0JIHACTCS )
1 2 3 4 5 6 7 8
Uroro ea. Xp. (ien, SIeKTPOHHBIX JelT) 3a rOJIbl
(1mudpamMu ¥ IPOITHUCHIO)
Onucu faen TOCTOSIHHOTO XpaHEHUs 3a rojel yrBepxkKAeHbl ¢ LleHTpanbHOU

OKCIEPTHO -TMPOBEPOYHON Komuccuer ApxuBHoro komutera Cankr-IlerepOypra (mpoTokosn
OT« __ » 20 r. No ).

(HaMeHOBaHUE JOJKHOCTH JIUIIA, (moamuck) (pacmmdpoBKa MOANKCH)
OTBETCTBEHHOTO 32 apXHB

(mara)
COI''TACOBAHO YTBEPX/IEH
IIpoTokos DxcnepTHOM KOMHUCCUU LlenTpanbHOMN SKCIIEPTHO-IIPOBEPOYHON
TepputopuanbHoit KOMHccuU ApXMBHOTO KOMUTETA
n3bupatensHoi Komuccuu Ne 58 Cankr-IlerepOypra

oT No oT Ne



I[OKYMCHTI)I B KOJIMYECTBEC
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[Iponomxenue npunoxenus: Ne 16

el. Xp. (e, 2IEKTPOHHBIX JIeN):

- Ha OyMa)XHOM HOCHUTEJIE BECOM

KI' CIaHblI B

(HaMMeHOBaHUE OpraHu3alln)

- Ha 3JICKTPOHHOM HOCHUTCJIC CJaHbl HAa YHUYTOXKCHHC

(cmoco0® yHUUTOXKEHUS)

(HaMeHOBaHUE JOJKHOCTH JIUIIA,
C/IaBILIErO JOKYMEHTHI)

(mara)

N3menenus B YUY€THBIC JTOKYMCHTBI BHECCHBI

(HanMeHOBaHUE JOJDKHOCTH M1,
BHECIIIETO U3MEHEHHUS B yIEeTHBIC
JIOKYMEHTHI )

(mara)

(moamuch) (pacmudpoBKa MoANUCH)

(moamuchk) (pacuudpoBka moamucy)
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[Tpunoxenue Ne 17
K UHCTPYKIIMU I10 JAEIONPOU3BOJICTBY
B TeppuTtopuaibHON U30UPATEIHLHOMN
komuccuu Ne 58

BHYTPEHHSS OIIUCH JOKYMEHTOB JIEJIA

BHyTpeHHsIs1 OIUCH TOKYMEHTOB Jejia Ne

PerucrpanmoHHblit Howmepa
No pall Jlara 3aroJIoBOK P
HOMEp JIUCTOB [Ipumeuanus
n/m JIOKyMEHTA JIOKyMEHTA
JIOKYMEHTa aena
1 2 3 4 5 6
Hroro: JIOKYMEHTOB
(mdpamMu ¥ POTHCHIO)
KoynuecTBO 1MCTOB BHYTPEHHEN ONUCH JUI.
(mdpamMu 1 MPOTHCHIO)
(HaMMEHOBaHUE JTOTKHOCTH (moamuchk) (pacmudpoBKa IMOATUCH)

JINIIa, COCTaBUBIIIETO
BHYTPEHHIOIO OIHCH
JTIOKYMEHTOB JIeJIa)

(mata)
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[Tpunoxxenue Ne 18

K UHCTPYKIIMU I10 JAEIONPOU3BOJICTBY
B TeppuTtopuanbHON H30UpPATENHHOMN

komuccuu Ne 58

JIMCT-3ABEPUTEJIb IEJIA

Jluct - 3aBeputens aemna No

B nene noammTo U MpoOHyMEpPOBAHO

uct(oB),

(umudpaMu U IPOMUCHIO)

¢ Ne o Ne

, B TOM YHCJIC:

JIMTCPHBIC HOMCPA JINCTOB

IMPOMMYIMCHHBIC HOMCPA JINCTOB

+ JINCTOB BHYTPEHHEHN ONMUCHU

Oco6eHHOCTH (PU3UIECKOTO COCTOSTHHS Howmepa
u opMUpOBaAHUS JIeTia JIUCTOB
1 2
(HaMMEeHOBaHUE (moamuck) (pacmudpoBKa MOAIUCH)

JOJIKHOCTH )

(mata)
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[Tpunoxenue Ne 19

K UHCTPYKIUU IO JI€JIONPOU3BOJCTBY

B TeppuTtopuanbHON U30UPATEIHLHOMN

komuccuu Ne 58

N i
oo
WD

Cankr-IlerepOyprckoe rocy1apcTBeHHOE Ka3eHHOE YUPeKICHUe
«IlenTpanbHblii rocygapcrBeHHbi apxusB Cankr-IlerepOypra»

TEPPUTOPUAJIBHASA N3BUPATEJIbBHASA

KOMMUCCHUSA Ne 58

JAEJIO Ne Tom Ne
(3aroyIoBOK JieJia)
(kpaiiHue 1aThl)
Ha JMCTax
XpaHUTh

D Ne
On. MNe
. No
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[Tpunoxenue Ne 20
K UHCTPYKIIMU I10 JAEIONPOU3BOJICTBY
B TeppuTtopuanbHOW U30UpPATEIHLHOMN
komuccuu Ne 58

YTBEPXIAIO YTBEPX/IAIO
[Ipencenarens Hupexrop
n30upatensHOi Komuccuu Ne 58 Cankr-IlerepOyprckoro rocyapcTBEHHOTO

Ka3eHHOTro yupexaeHus LlenTpanbHoro
rocynapctBeHHoro apxuBa Cankrt-IlerepOypra

[Tonnuce Pacummdposka noanucu ITonnuce PacimmgpoBka
MOANUCH
E——— [Teuats
Hara Heuars Hara
AKT
Ne

IpueMa-Iepe1adn apXuBHBIX
JIOKYMEHTOB Ha XpaHEHHUE

(ocHOBaHUE Mepeaayn)

(ma3Banue nepenaBaemMoro GoHa)

caal,
(HauMEHOBaHME OPraHU3aIUH, TIEPEIAONIeH TOKYMEHTHI)
MIPUHSIL.
(HaMeHOBaHUE OpPraHU3allK, TPUHUMAIOLIEH TOKYMEHTHI)
[IpuHrMaeT Ha rocyapCTBEHHOE XPAHEHUE TOKYMEHTHI 3a Y CIIPaBOYHBIN anmapar
K HUM: (rozsr)
Ne /it Haszpanue, Homep KonnuecTBo 3K3eMILIApOB KommuectBo | I[lpumevanus
OIIUCH OIUCH eI, JOKYMEHTOB el. Xp.
1 2 3 4 5
Wroro npunsito ea.Xp.
(Tu@pamMu U IPOIHCHIO)
[lepenauy npousBenu [Ipuem npousBenu
JOIKHOCTH IToanuck PacmmmdpoBka  JlomKHOCTD [Toanuce Pacmudposka
HOAMUCH MOAIUCH
Jara JlaTa
®onay nmpucBoeH Ne
N3meHeHus B yueTHbIE JOKYMEHThI BHECEHBI
HaumenoBanue 101KHOCTH [Moanuce PactmdpoBka moanucu

OTBCTCTBCHHOI'O 3a apXHB

ara
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