TEPPUTOPHUAJIBHAS M3BUPATEJIBHASL KOMMCCHS Ne 48
CAHKT- IIETEPBYPT

PEIIEHHUE

24.06.2020 roxa Ne 2-5

O0 MHCTPYKUUM IO JeJTONMPOU3BOJACTBY
B TeppuropuanbHoii u30upareabHOH KoMuccuu Ne 48

B cootrBerctBun ¢ pemenuem Cankrt-IletepOyprckoit m3duparenbHON
xomuccuu oT 06.12.2018 Ne §81-1 «O TunoBoi HHCTPYKLMU O AEIONPOU3BOJICTBY
B TeppuropualibHOW  u30OupatenbHoil Komuccuu B Cankrt-IlerepOyprey,
TeppuropuanbHas uzdbuparenbHas komuccuss Ne 48 p e 1 u J1 a:

1. YTBepAuTr MHCTPYKIMIO MO JEIONPOU3BOACTBY B TepputopuanbHOi
n3ouparenbHO KoMuccuu Ne 48 cormacHO  MPWIOKEHUIO K HACTOSIIEMY
PELIEHMUIO.

2. OnyOnvKoBaTh HACTOAINEE pelIeHHe Ha caite TeppuTopraibHOU
uzbuparenbHoii komuccuu Ne 48 B HMH(POpPMAIMOHHO-TEIEKOMMYHHUKAIIMOHHON
cetu MHTEpHET.

3. KoHTposib 3a HCHOJHEHHMEM HACTOSILETO PEUIEHUS BO3JOXKUTh Ha
npencenarens TepputopuanbHO u3OupaTenbHOM Komuccun Ne 48 A A.

JlonnpHUIIBIHA.

IIpencenarens TeppuToprabHOM
n30upatenpHOi Komuccun No 48 A.A. JlonbHULIBIH

Cexkperaps TepputopuanbHOi
n3buparenbHoi komuccuu Ne 48 E.A. CamoiineHko



YTBEPXJIEHA
pemieHreM TeppuTopuaIbHOU

n3bupareabHor komuccuu Ne 48
oT 24.06.2020 Ne 2-5

HHCTPYKIMUA 1O AEJIOITPOU3BOACTBY
B TEPPUTOPUAJILHON U3BUPATEJIBHONU KOMUCCHU Ne 48

1. O0IMe MoJIoKeHus

1.1. UuaCcTpyKIMS 1o JEJIONPOU3BOICTBY B TeppuropraibHOU
n3buparenbHoi komuccuu Ne 48 (manee — MHCTpyKIMS) yCTaHABIUBAET MOPSIIOK
paboThl C JOKyYMEHTaMH, OCHOBHBIC MpaBuja UX MOJATOTOBKM U O(OPMIICHUS B
TepputopuanbHoii n3bupatenbHoil komuccun Ne 48 (nmanee — TeppuropuanbHas
KOMUCCHS).

[Topsimox pa®OTBl C 3JIEKTPOHHBIMU JOKYMEHTaMH, JIOKyMEHTaMH IIO
BEICHUIO  KaJpOBOTO  JEJIONPOM3BOJACTBA  OIPENEIAETCS  OTACIbHBIMU
UHCTPYKIHSIMU.

WucTpykiust  pa3pabotaHa Ha ocHoBaHuM DenepaibHbIX  3aKOHOB
«O0 OCHOBHBIX TapaHTHSIX M30MpATENbHBIX MpaB M TMpaBa HAa y4yacTHE B
pedepenayme rpaxnman Poccuiickoit ®enepanun», «OO0 apXWBHOM Jelie B
Poccuiickoii ®@enepanun», «O TOpsiAKEe pacCMOTpPeHHUs oOOpalleHud TpakaaH
Poccuniickon Denepanuny, 3aKOHOB Cankr-IletepOypra, IIpaBun
JCJIONPOU3BOACTBA B  (pelepalibHbIX OpraHax HMCIOJIHUTEIBHOW  BJIACTH,
YTBEPXKACHHBIX IocraHoBiieHUeM IIpaBurenscrBa Poccuiickonn dPenepauuun
oT 15 wurona 2009 roga Ne 477, ¢ yyetom MeToauyecknux peKOMEHJALUN IO
pa3paboTKe HWHCTPYKUMH MO JIeJONPOU3BOJCTBY B (heaepalibHbIX OpraHax
UCIIOJIHUTENILHON BJACTH, YTBEpPXKIAEHHBIX NpukazoMm denepalbHOr0 apXUBHOIO
aredTcTBa oT 23 aexabps 2009 roga Ne 76, mocTaHOBIIEHUN ¥ MHBIX HOPMATHBHBIX
aktoB UK Poccumn, Cankr-IlerepOyprckoii u30uparenbHOM  KOMHUCCHUH,
pernamenta TepputopuanbHOW KoMHccuu, ¢ ucnoiab3oBanuem ['OCTa

P 7.0.8-2013 «CHUBU/A. [denonpou3BOACTBO M apXMBHOE [J€70. TepMUHBI H



onpenenenus», 'OCTa P 7.0.97-2016 «CUBU/. YuubuuupoBaHHbIE CHCTEMbI
noKkymMeHTauuu. OpraHu3alMOHHO-PACIOPSAAUTENbHAS TOKYMEHTALIHS.

PabGora ¢ nokymeHTaMu, colepKallUMH HWHGOPMAIUMIO OTPAHUYEHHOTO
pacrpoCTpaHEHHUs, OCYUIECTBIIETCS B  COOTBETCTBUM C IOCTAHOBJIEHHUEM
[TpaButensctBa Poccuiickoit ®eneparu ot 3 HosiOps 1994 roma Ne 1233
«O0 yrtBepxaeHun IlonoxeHnuss o mopsiAKe OOpallleHUuss Cco  CciyXeOHOM
uH(popMaluer OrpaHUYEHHOTO pacHpocTpaHeHUs: B (elepalibHbIX OpraHax
VICITOJIHUTEJIbHOM BIIACTH, YIIOJTHOMOYEHHOM OPIaHe YIPaBJIEHUS UCIIOIb30BaHUEM
aTOMHOM HEPTUMU U YIIOJTHOMOYEHHOM OPraHe MO KOCMHUYECKOU JEATEIIbHOCTHY,
32 HCKJIIOYEHUEM JOKYMEHTOB, COAEpKaluX CBeAeHUs 00 u30uparensx,
ydacTHUKax pedepeHayma, oOpalalomuxcss B paMKax (QYHKIIMOHUPOBAHUS
['ocynapcTBeHHOW CHCTEMBI peructpanuu (ydera) wuz0ouparened, y4aCTHHUKOB
pedepenayma B Poccuiickoit deneparium.

1.2. IlpaBuna odopMieHuss JOKYMEHTOB M TMOPSAOK pabOThl C HHUMH,
MpEeayCMOTPEHHBIE HacTosmed MHcTpykmueit, oOs3aTenbHbl IS WICHOB
TeppuTopualibHOM KOMHUCCHM W TOCYJAPCTBEHHBIX TPAXKIAHCKUX CIYKalllMX
annapara TeppuTOpHAIbHOM KOMHUCCUU (fajee — TrpakJaHCKHE CIy’Kalue), a
TaKke JIUI], MPUBJIEKAEMBIX 0 TPaKJIaHCKO-IPABOBBIM JOTOBOPaM.

1.3. PaGOTHUKH, TOCTYMUBILIKE HA TOCYIAPCTBEHHYIO TPAXKIaHCKYIO CITYXKOY
B amnmapar TeppUTOpHATbHOW KOMHUCCHH, AOJKHBI OBITh O3HAKOMJIEHBI O]
MOAIUCH C TEKCTOM HacTosmen MucTpykuun.

1.4. Benenue JIETTONTPOU3BOCTBA TeppuropuanbHOii KOMHCCHUU
OCYUIECTBIJISIET MpPEACEaTesib TeppUTOPUATIBHON KOMHUCCUM WM TPa)XKJaHCKUAU
ciayXamuy anmapara TeppuTopuaibHOW KOMHUCCHM B COOTBETCTBUU CO CBOUM
JOJKHOCTHBIM PETJIaMEHTOM.

1.5.B cmywae yxoma B OTIYCK, BbIe3la B KOMaHIUPOBKY, OOJie3HH,
YBOJBHEHHSI  MCIIOJIHUTENS JOKYMEHTOB IMpelcenareiib T eppuTOpHAIBHON
KOMHMCCUM JA€T YKa3aHWE IIepelaTb HEHUCIOJHEHHbIE JOKYMEHTHI JpPYyromy

HCITIOJTHUTCIIIO.



1.6. lemonpon3BoacTtBo B TeppUTOPHAIIBHON KOMHMCCUM OCYILECTBISETCS C
WCIIOJIb30BaHMEM IIPOTPAMMHOIO M3Aenus «/lemo» moacucTeMbsl aBTOMAaTH3aLUN
aAMUHHACTPATUBHOM  JEATEJIIBHOCTH [ OCyJapCTBEHHOM  aBTOMAaTU3MPOBAHHOMU
cuctembl Poccuiickoit denepannu «BpIOOpHD», BXOAIIEH B COCTaB CHEIUATBLHOTO
nporpaMMHoro obecneuenus (naiee — [11 JIEJIO).

Hoctyn k IIM JIEJIO ocyuiecTBisieTcsi B COOTBETCTBUU C PerimameHTOM
UCIIOJB30BaHUS  MH(MOPMAIMOHHBIX PECYpCOB  KOMIUIEKCa aBTOMATU3ALUU
TeppuTOopuanbHOi u3buparenbHor komuccuu (manee — KCA THUK) mo mpukasy
npencenarens TeppuTopuaIbHOM KOMUCCHUMU.

Pabora ¢ mokymentamu TeppuUTOpHaIbHON KOMHUCCHM OCHOBBIBAETCS Ha
IIPUHLINAIIE OJJHOKPATHOW PErucTpauuy JOKyMEHTA.

1.7. 11X JEJIO npenocTaBisieT BO3MOXHOCTh pabdOTaTh C 3JIEKTPOHHBIMU
oOpa3uamMu JOKYMEHTOB M 3JIEKTPOHHBIMHU JIOKyMEHTaMH, OCYUIECTBIIATH B 0Oaze
JAHHBIX aBTOMATHU3UPOBAHHBIA ITOMCK JOKYMEHTOB IO Pa3IMYHBIM KPUTEPUAM,
OPraHU30BbIBATH KOHTPOJIb MCIIOJHEHHs JOKYMEHTOB M IOPYYEHHH, a TaKkKe
MOJIy4yaTh CTaTUCTHUYECKHE OTYETHhl MO JOKyMeHTo00opoTy B TeppuropuanbHOu
KOMMCCHHU.

1.8. MHCTpyKIIMS yTBEpAKAAETCS perieHueM TeppuTopranbHOil KOMUCCHH.

1.9. B MHCTpYKIMH HUCTIOJIB3YIOTCS CIEAYIOIINE TTOHSITHUSA:

OJlaHK JOKYMEHTa — Ha0Op pEKBU3HMTOB, HJECHTU(DUIMPYIOUIUX aBTOpa
Oo(pUIHATEHOTO MUCHbMEHHOTO IOKYMEHTA,

BHYTPEHHUU TOKYMEHT — JOKYMEHT, IOATOTOBJIEHHBIN B TeppuTopranibHOn
KOMMCCHUH, HE BBIXOJSIINM 3a €€ IPEIEIIbl;

BXOJAIIMN JTOKYMEHT — JOKYMEHT, IMOCTYNUBIIMK B TeppUTOPHUAIBHYIO
KOMHCCHIO;

€10 — COBOKYNHOCTb JOKYMEHTOB WJM  OTHEJIBHBIA  JOKYMEHT,
OTHOCSIIMECA K OJHOMY BOMNPOCY WM YYAacTKy AEATEIbHOCTH, ITOMEIICHHBIE B
OT/ICJIbHYIO 00JIOKKY;

JEJIONPOU3BOACTBO  —  JIEATENBHOCTh,  OOECIeUMBaIoliasi  CO3/aHue

0(1)I/II_II/IaJ'IBHBIX JOKYMCHTOB M OpraHMu3alnuio pa6OTBI C HUMU,



NOKJIaJiHasl  3alucKa —  BHYTPEHHUW  JIOKYMEHT,  aJpECOBaHHBIN
BBIIIECTOSIIEMY JOJDKHOCTHOMY JIMILY OT HHMXKECTOAIIETO JOJLKHOCTHOIO JIMIA U
coliepkKamuii 00CTOATENFHOE HM3JI0KEHHWE KaKOro-JIM0O BOIpPOCa C BHIBOJAMH U
MPEIIOKEHUSIMHA COCTABUTEIS;

JOKYMEHT — OQUIMATbHBIA JTOKYMEHT, CO3JIaHHBIH TOCYJapCTBEHHBIM
OpraHoM, OpraHOM MECTHOT'O CaMOYIIPABJICHUS, IOPUIUYECKUM WIH (PU3NUESCKUM
JUIOM, O(OPMIICHHBIM B YCTAHOBJIEHHOM TIOPSIIKE U BKIIOYCHHBIM B
TOKyMeHT0000poT TeppuTopraabHOM KOMUCCHHY;

JOKYMEHTHpOBaHUE — (Qukcamus wuHbOpMAIMM HA  MaTepHaTbHBIX
HOCHUTEJSIX B YCTAHOBJIEHHOM TOPSIIKE;

JTOKyMEHTOOOOPOT — JIBIPKEHHE JOKYMEHTOB C MOMEHTA WX CO3/IaHUS WIIH
MOJYYEHHUS 10 3aBEPIICHUS UCITOTHEHUS WA OTIPABJICHUS;

nyOnmuKaT JOKyMEHTa — TMOBTOPHBIN JK3EMIUIAP TOJIJIUHHUKA JOKYMEHTA,
HMMEIOIINHN IOPUANYECKYIO CUITY;

3aBEpEHHAs KOMNUs — KOMNHUS JOKYMEHTa, Ha KOTOPOW B COOTBETCTBHUMU C
YCTaHOBJICHHBIM TOPSJIKOM MPOCTABIISIIOT HEOOXOIMMBIE PEKBU3HUTHI, TIPUIAIOIINC
€U IOPUINYECKYIO CUITY;

HUCXOJAIINN JTOKYMEHT — JIOKYMEHT, OTHpPaBIIEMbId U3 TepputopuanbHON
KOMHCCHUH;

KOHTPOJIb ~ UCIIOJHEHUA  JOKYMEHTOB —  COBOKYIIHOCTh JICHCTBUHU,
00ecCTeunBarOIINX CBOEBPEMEHHOE UCTIOJIHEHUE JJOKYMEHTOB;

KONusAg  JOKYMEHTa —  JOKYMEHT, TIOJHOCTBIO  BOCIPOU3BOISIIUN
uHQoOpManuioo TOMIMHHUKA W €ro BHEIIHHWE MNPH3HAKH, HE HMCIOIMUN
FOPUAYECKON CHIIBI,

HOMEHKJIaTypa JeJl — CUCTEMAaTU3UPOBAHHBIN NIEPEYECHb HAMMEHOBAHUM €1,
3aBOJIUMBIX B TeppUTOPHUAIIBHON KOMHMCCHM, C YKAa3aHHEM CPOKOB MX XPaHECHHS,
0(hOpPMIICHHBIN B yCTAaHOBJIEHHOM TMOPSIKE;

HOPMATUBHBIE JIOKYMEHTBI — COBOKYIIHOCTh MHCTPYKTHMBHBIX MaTEpHAJIOB,
pACCUMTAHHBIX HA ITOCTOSIHHOE WJIM MHOTOKPATHOE JCWCTBUE M COJEpPKaIIUX

KaKue-1M00 HOPMBbI, TTpaBUiia, IPEAITUCAHMUS;



opopmiieHHE JOKYMEHTa — MPOCTaBICHHE HEOOXOIWMBIX PEKBU3HTOB,
YCTaHOBJICHHBIX MPABUIIAMH JOKYMEHTUPOBAHMUS;

MUChMEHHOE O0pallleHue rpaKIaHNHA — HAMPaBJICHHOE B FOCYAapCTBEHHBIN
Opras, opraH MECTHOTO CaMOYTPaBJICHHs WX JOHKHOCTHOMY JIMIYy TUCHMEHHOE
peIoKEHHIE, 3asIBICHUE WK Kanooa;

MUCHhMO — 0000IIEHHOE Ha3BaHWE PA3IMYHBIX 110 COJIEPIKAHUIO TOKYMEHTOB,
CITyKaIlliX CPEACTBOM OOIICHHS MEXKIY OpTaHU3AIMSIMU, TPaXKIaHAMH,

MO/VIMHHUK ~JOKyMEHTa — TIePBBIM WM EJUHCTBEHHBIH OK3EMILISP
JIOKYMEHTa,;

MOpy4YeHUEe — JOKYMEHT, MPEANHCHIBAIONINI BBIMTOTHEHNUE TE€X WM WHBIX
3aJaHu;

perucTpanuoHHas KapTouka nokymeHnrta (mainee — PK) — perumcrparmonHo-
y4eTHass opMa, B TOM YHCJIE B DJICKTPOHHOM BHUJE, WCIOJb3yeMas JJIs 3allich
CBEJICHHI O JOKYMEHTE B IIENISAX yuyeTa, MOMCKAa M KOHTPOJISA, co3daBaemasl Ipu
perucrpauuu JokymeHTa ¢ ucrnoiaszoanuem 1114 JIEJIO;

perucTpanus JOKyMEHTa — TPHUCBOCHHE JOKYMEHTY PETHCTPAIMOHHOTO
HOMEpa ¥ BHECEHUE CBEJICHHUM O IOKYMEHTE B PETUCTPAIIMOHHO-YUYETHYIO GOopMY;

peructpanoHHas Qgopma — CcHUCTEMa pPETrucTpaluu, HCIoIb3yeMas B
TepputopraibHON KOMUCCHU TIPU PETUCTPALIUN JOKYMEHTOB (KypHAaI);

PEKBU3UT  JOKYMEHTa —  OOs3aTeNbHBIA  AJEMEHT  OQOPMIICHHUS
0opUIUATHFHOTO TOKYMEHTA;

CHUCTeMa 3JIEKTPOHHOTO JOKYMEHTO00OpOoTa — MH(pOpPMAIMOHHAS CHCTEMA,
obecreunBaromias coOp JTOKYMEHTOB (BKJIFOUEHHE JOKYMEHTOB B CHUCTEMY), HX
00paboTKy, yIpaBJIeHHE TOKYMEHTAMHU U JOCTYI K HUM;

CKaHUPOBaHUE JOKYMEHTA — TIOJyUeHHUE IIEKTPOHHOTO 00pa3a TOKyMEHTa;

CPOK HCIIOJIHEHUS JTOKYMEHTa — CpOK, YCTAaHOBIICHHBIH HOPMATHBHBIM
MIPaBOBBIM aKTOM, OPTaHNU3aIMOHHO-PACTIOPSTUTEIHLHBIM JOKYMEHTOM, YKa3aHUSIMU

110 UCITOJIHCHHUTIO JOKYMCHTA HUJIM ITIOPYUCHUCM;



yKa3aHUs TI0 UCTIOJHEHUIO TOKyMEHTa — PEKBU3UT, COCTOSIINIA U3 HAAMHUCH
Ha JIOKyMEHTE WJIM Ha OTIEIHLHOM JIMCTE YCTAaHOBJICHHOW (OPMBI, CIACITaHHOU
JOJDKHOCTHBIM JTUIIOM;

y4eT JOKYMEHTOB — (ukcamus ¢akta TOJTydYeHUs] JTOKYMEHTOB 0e3
MIPOCTABIICHUS HA HUX PETUCTPAIIMOHHBIX I TAMIIOB;

dbopMupOBaHUE JeNa — TPYNIUPOBAHUE UCIIOJIHEHHBIX JOKYMEHTOB B JIEJIO B
COOTBETCTBUU C HOMEHKIATYpOW Jel M CHCTeMAaTh3alus IOKYMEHTOB BHYTpPHU
nena;

AKCIIEPTH3a IIEHHOCTH JOKYMEHTOB — W3YYCHHE JOKYMEHTOB Ha OCHOBAaHHUU
KPUTEPHUEB UX IIEHHOCTH B IIEJISIX OMpPEACNICHUS CPOKOB XpaHEHUsS TOKYMEHTOB U
oTOOpa uX ISt TaTbHEHIIIETO XPaHESHUS UITH YHHUTOXKCHHUS;

ANICKTPOHHBIA  JIOKYMEHT — JOKYMEHT, B KOTOpPOM HH(pOpMAIHS
MPEICTaBIICHA B AJICKTPOHHO-IIU(POBOI hopme;

DIIGKTPOHHBIH 00pa3 JOKyMEHTa — OJJEKTPOHHAs KOMHUsA JOKYMEHTa,

HN3TOTOBJICHHAA Ha 6YMa)KHOM HOCHTCIIC.

2. IIpuem, perucTpanusi ¥ NPOX0KIeHHUE MOCTYNAIUX JOKYMEHTOB

2.1. JlokymeHTBl B TeppuUTOpHanbHYH0 KOMHCCHIO JOCTaBIIIOTCS 4Yepes3
OTJIeNieHHe CBsI3U (1Mo4YTOH, Tenerpadom), (eababerepCcKod WM ClenuaIbHOU
CBA3BI0, HAPOUHBIM WJIM IIEPENAIOTCS HA JUYHOM IIPUEME IPakIaH IIPEACcenaTerto
TepputoprualibHOM KOMUCCHHU.

JIOKyMEHTBI MOT'YT MOCTyNaTh B TeppUTOPHAIBHYIO KOMUCCHIO IO KaHaJlaM
cBs3u ['oCcyapcTBEHHOM aBTOMAaTU3UPOBaHHOM cucTeMbl Poccuiickon denepanuu
«Bw100ope cpenctBamu snektponHoil moutsl 11 JIEJIO, yepe3 oduiumanbHyio
AJIEKTPOHHYIO MOUTY, M0 (PaKCUMUIBHOMN CBSI3H.

2.2. Illpuem, mnepBuyHasi oO0pabOTKa W PETUCTpalMs TMOCTYHAOLIUX
JOKYMEHTOB MPOU3BOJATCA MpeacenarTesieM TeppuTopruasbHOl KOMUCCHH WIIU

OTBETCTBEHHBIM 3a BenieHue nenonpousBojictBa ¢ [T JIEJIO exxenHeBHO B 4achl



pabotbl  TeppUTOpHAIbHOW KOMHUCCHUH, KpOME BBIXOJIHBIX M Hepabouux
Mpa3HAYHBIX JHEMU.

B mepuon moaroToBkM W MpoOBEAEHUS M30MPATEIbHBIX KaMIaHUN MOPSIIOK
MOJIyYeHUS] W PErucTpaldd JIOKYMEHTOB IIOCJ€ OKOHYaHMs padodero AHs, B
BBIXOJIHBIC W Hepabouue Npa3gHUYHBIC JTHHW, YCTAHABIMBACTCS TMpeceaaTesieM
TeppuroprualibHOM KOMUCCHMU.

OOpaiieHus, Kacaroluecs HapylIeHU W30upaTeNbHBIX MpaB TPaKIaH B
TIEPHUO/T TOATOTOBKU U MPOBECHUS BEHIOOPOB U pedepeHIYMOB, PETUCTPUPYIOTCS B
JIeHb TOCTYIUICHUS B TeppUTOpHaIbHy0 KOMUCCHIO WM Ha CIICIYIOMIMN pabounii
JICHb.

Perucrpanus TOKyMEHTOB OCYLIECTBISIETCS B COOTBETCTBUU CO CPOKAMH U
MOPSAKOM, YCTAaHOBJICHHBIX B COOTBETCTBUHM C 3aKOHOJATEILCTBOM O BBIOOpax W
pedepenaymMax st paCCMOTPEHUS OOpaIICHHIMA.

2.3. I[loctynuBimKe AOKYMEHTHI MOAPA3AECISAIOTCS HA PETUCTPUPYEMBIE U HE
noanexamue peructpauuu B [IN IEJIO (mpunosxkenne Ne 1).

2.4. Tlpu BCKPBITHM KOHBEPTOB, TMOCTYMAKIMKX (ETbIBErepCKONd WK
CICIMAIIBHON CBA3bIO, MO TMOYTE, MPOBEPSETCS MNPABUWIBHOCTh aJpECOBAHUS,
KOMIUIEKTHOCTh M LEJIOCTHOCTh JOKYMEHTOB, HAJIIMYKME TMPHUIOKEHUN, CBEPSIETCA
COOTBETCTBME WX HOMEPOB YUYE€THBIM HOMEpaM, YyKa3aHHbBIM Ha KOHBEPTax.
HenpaBunbHo ajgpecoBaHHblE U OMIMOOYHO BJIOKEHHBIE JOKYMEHTHI HE
PETUCTPUPYIOTCS, MEPECBUIAIOTCA IO  HA3HAYEHWI0 WJIM  BO3BPAIIAKOTCS
OTIIPABUTEITIO.

2.5. Ecniu mpu BCKPBHITHH KOHBEpPTa OOHAPYKEHO OTCYTCTBHE JOKYMEHTOB
WM HX OTHCIbHBIX JIMCTOB, NPUJIOXKEHUM, MNOBPEKICHUE HOKYMEHTOB WIIH
HECOOTBETCTBME HOMEPOB JOKYMEHTOB HOMEpaM, YKa3aHHbIM Ha KOHBEPTE,
npeacenareneM TeppuTopuaibHOM KOMHCCHUM WJIM OTBETCTBEHHBIM 3a BEICHUE
JIEJIONPOU3BOJICTBA COCTABIISIETCS aKT YCTAaHOBJIECHHON (DOPMBI B ABYX DK3EMILIsIpax
(mpuiioxenue Ne 2). OIuMH SK3eMIUISIp aKTa MOCHLIACTCS OTIPABUTEIO, JIPyron

HpI/IO6H_[aeTC$I K IIPUHATBIM JOKYMCHTAM.



Ha 060opoTHOM CTOpOHE MOCHEIHEro JIMCTa MOBPEXKACHHOTO JTOKYMEHTA B
[IPaBOM HWKHEM YTIIy JENaeTcsl OTMETKA «JlOKYMEHT MOJy4eH B MOBPEXICHHOM
BUJIEY.

2.6. KoHBepThl OT MOCTYNUBIINX JTOKYMEHTOB HE YHUUTOXKAIOTCS B CIydae,
€CJIM TOJIBKO 10 HUM MOXHO YCTaHOBHUTH aJIpEC OTIIPABUTENS, JATy OTHPABKUA U
MOJIYYEHHS] JOKYMEHTOB, €CIIM OHM COJAEPKAT JOKYMEHTBI, KOTOPbIE MOCTYIIHIIN
n3-3a IpenenoB teppuropun Poccuiickont denepannu, U3 CyJI0B, CIEICTBEHHBIX
OpraHoB, JIMOO JOTOBOPBI, NPETEH3UU, HCKOBBIC 3asABIICHUS, JOKYMEHTHI,
CBSI3aHHBIE C Pa3MEILEHUEM 3aKa30B Ha MOCTAaBKM TOBAPOB, BBIMOJHEHUE PaloT,
OKa3aHME YyCIYT I FOCYJapCTBEHHBIX HYX/I.

2.7. ITakeTsl ¢ MOMETKON «JIMYHO» yUYHUTHIBAIOTCS MO NAKETHOMY KYpHaJy U
nepeaarnTcs ajpecaraM B 3aKPhITOM BUJIE TIOJT MTOATHCH.

2.8. Ilpu peructpanuu mnoCTynuBIIero mokymeHta B PK o06s3arensHo
BBOJISITCS CJIEAYIOLINE PEKBU3UTHL: BUJI IOKYMEHTA, €r0 HCXOAIINA HOMED U J1aTa,
JaHHBIE O KOppecrnoHeHTe (ampecanTe) (paMuausi, UMsi, OTYECTBO (PU3UUECKOTO
JUlla WIM Ha3BaHUE OpraHU3alMd, MECTOHAXO0XICHUE OTIPABUTENS), a TaKXKe
KpaTKOe COJAEp>KaHHUE JIOKYMEHTa, KOJMYECTBO JIMCTOB OCHOBHOIO JIOKYMEHTa U
JIMCTOB MPUJIOKEHHUSI, KOJIMYECTBO 3K3EMILIIPOB.

PerucrpaiimoHHbIN ITAMI C YKa3aHUEM BXOJSIET0 HOMEPA, 1aThl, BPEMEHH
(mpy HEOOXOAMMOCTH) PETUCTPALMU MPOCTABIAETCA, KaK MNpPaBUIO, B MPaBOM
BEPXHEM yINIy JIMUEBOM CTOPOHBI IEPBOrO JIUCTAa 3aPErMCTPHUPOBAHHOTO
nokymeHTa. Ilpu HEoOXOIMMOCTH yKa3bIBae€TCsl BpeMsl perucrpanuu (4achl U
MUHYTHI). Ha TOpuiaokeHuu mnpocTaBisieTCs BXOIAIIMM HOMEpP JIOKYMEHTa, K
KOTOPOMY OHO OTHOCHUTCHI.

Ha xommm pokymenTta Bxoagmuii HoMmep, nara, ®.M.O., nogmnuce u
JIOJKHOCTD JIMIA MPUHSIBIIETO JOKYMEHT, MPOCTABIISIETCS. B IPABOM BEPXHEM YTy
JUIEBON CTOPOHBI IEPBOTO JIUCTA.

Hymepanusi nocTynuBIIMX JOKYMEHTOB OCYILECTBIISIETCS B IIpejaenax

KaJICHAAPHOI'O Ioaa.



IIpu peructpaumu nokymenta B I1M JIEJIO, saBasitomierocss OTBETOM Ha
UCXOMSIINN JOKYMEHT WM MPUCIAHHOTO B JOMOJHEHUE K PaHEe HAMpPaBICHHOMY
noKyMmeHTy, B PK aenaerca cooTBeTCTByromas CChlIKa (CBSI3KA).

K mnoBTOpHBIM JOKyMEHTaM NpPHUKIAAbIBACTCS HHPOpMaLUg O paHee
MOCTYNUBIIUX JOKYMEHTaX M pe3yJbTarax MX HCIOJHEHHUS, KOTopas NepeaaeTcs
OTBETCTBEHHOMY 3a €TI0 UCITOJIHEHUE.

[Tocne perucTpanuu JOKyMeHTa Ha OyMa)KHOM HOCHUTEJIE OH MOXET OBbITh
orckanupoBad, a 3areM k PK B IIM JIEJIO Moxer ObITh NPHUCOEAMHEH
AJIEKTPOHHBIN 00pa3 TOKyMEHTa U MPUJIOKEHUS K Hemy B dhopmate .pdf.

2.9. 3apeructpupoBaHHbIe JOKYMEHTHl PacCMATPUBAIOTCS MpeAceaaTeIeM
TeppuToprualibHOM KOMHCCHUH, 3aT€M IIOCIE€ TIEPEHECEHMs] YKa3aHus 1O
ucnoiaHeHuro gokymeHnta B PK (B ciywae peructpamuu qokymenta B [11 JIEJIO)
Nepeat0TCs UCIIOTHUTENSM O] OAMNUCH.

2.10. crionHEeHHBIE JTOKYMEHTBI CHHCBIBAIOTCS B JI€JIO IpeacenaTeseM
TeppuToprualibHOM KOMHUCCHM H TOMEIIAIOTCA B JE€JI0 B COOTBETCTBUH C

HOMEHKJIATYpOU Jies1 TeppuTopruaibHONM KOMUCCHH.

3. OcHOBHbBIE TPEOOBAHUSA K NNOATOTOBKE M 0()OPMJICHHIO TIOKYMEHTOB

3.1. JlokyMeHTbl odopMIsitoTcsT Ha OJlaHKaxX YCTAaHOBJICHHOW (POPMBI,
W3TOTOBJIEHHBIX KOMITBIOTEPHBIM CIIOCOOOM (mpuiioxkeHue Ne 3).

B TepputopuanbHOii KOMHCCHUM MOTYT OBITh YCTAHOBJIEHBI CIEAYIOIIHNE
BHU/IbI OJIAHKOB:

OJlaHK TPOTOKOJIA 3acefaHus |eppUTOPUATBHON KOMHCCHH (TIPUIIOKEHUE
Ne 3.1);

Onask pemenust TeppuropranbHoi komuccuu (puiioskerue Ne 3.2);

OnmaHK MpuKasa mpeacenaTens TeppuTOpHabHON KoMHCccUU (TIPUTIOKEHUE
Ne 3.3);

OsaHk nucema TeppuropuanbHoi kKomuccuu (mpuitosxerue Ne 3.4).



3.2. Ha Onankax pokymeHToB mniomennaerca repd Cankr-IlerepOypra
B cooTBeTcTBUM ¢ 3akoHOM Cankr-lletepOypra «O peraspHOM ONUCAaHUU
ounmanbHeix cuMBOJIOB CaHkT-IleTepOypra u mopsake ux UCIOIb30BAHUSD.

3.3. KoHTpons 3a TMpaBWIBHBIM HCIOJb30BaHWEM OJIAHKOB M HX
COOTBETCTBUEM YCTAHOBJIEHHBIM 00pa3liaM OCYILIECTBIIACTCS MpeAcenaTeiaeM Win
OTBETCTBEHHBIM 3a BEJICHUE JEIOMPOU3BOICTBA.

3.4. JlokyMeHTbl O(OpMIISIIOTCS B COOTBETCTBUM C TpeboBaHUSIMU K
JOKYMEHTaM, U3TOTOBJISIEMBIM C ITOMOIIBIO MEYATAIOUINX YCTPONCTB U K (ailnam
TEKCTOBBIX JIOKYMEHTOB (TiprioxkeHue Ne 4)

3.5. [Ipu noaroToBke u 0opMIEHUH TOKYyMEHTOB WiEHB TeppuTOpranbHOR
KOMHCCUHU U TPaKJaHCKUE CIy’Kalllue anmnapara TeppuTopuaibHONl KOMUCCHH, a
TaK)K€ JIMIA, TMPUBJIEKAEMbIE MO TPaXIAHCKO-TIPABOBBIM JIOTOBOPaM, JOJKHBI
co0iroAaTh npasuiia 0pOpMIICHHSI PEKBU3UTOB JJOKYMEHTOB, U3JI0)KEHHbIE HIKE.

3.5.1. laTa noKymeHTa.

JlaTol TOKyMEHTa SIBJIIETCSA Jara €ro NOANMCAHUs, yTBepxkaecHus. [laron
MIPOTOKOJIA SIBJISICTCS IaTa 3aceAaHus, a aKTa — JJaTa COOBITHS.

JlaToit TOKyMeHTa, U3JJaHHOTO COBMECTHO JIBYMsI M 00Jiee OpraHu3aIusiMH,
SBJISIETCS 1aTa OoJjiee MOo3JHeH MOANHCH.

Haty nokymeHnTta opopMIISIIOT apabCKuMu LU(PpaMu B MOCIEI0BATEIbHOCTH:
JeHb Mecsua, mecsl, rof. [Jenp Mecdna u mecdan opopMIISIOTCS ABYMs MapaMu
apa0Ockux 1udp, pa3aeIeHHBIMA TOYKOW, TOJl — YEThIPhbMS apaOCKuMu I pamu,
HaIpumep:

17.01.2011
Jlomyckaercsi cioBeCHO-IIU(POBOI crtocod oopmiteHHs! 1aThl, HATPUMED:

17 sauBaps 2011 1.

3.5.2. PerucrpauvoHHbIi HOMEP JOKYMEHTA.
JIns BXOASIIMX M HUCXOJSAIIMX JOKYMEHTOB — 3TO HHJEKC Jena Mo

HOMEHKJIATypE U, 4epe3 KOCYIO UePTY, NOPSIKOBBIA HOMEDP TOKYMEHTA.



PeructpanmoHHbIil HOMEp JOKyMEHTA, W31aHHOTO COBMECTHO, COCTOUT M3
pa3le’eHHbIX KOCOW YepTOMl PErucTpalMOHHBIX HOMEpPOB, IPUCBOEHHBIX
OpraHu3alMs MU —  aBTOpaMHM  JOKYMEHTa M pPAclOJIO)KEHHBIX B
NOCJIEI0BATEIBHOCTH,  COOTBETCTBYIOIEH  OOO3HAYEHHI0  HAaUMEHOBAHUM

OpTraHu3alri B 3ar0JIOBOYHON YaCTH JOKYMEHTA.

3.5.3. Ccblika HA MCXOASIIUI HOMEP M ATy JOKYMEHTA.

Ccbulka Ha MCXOISIIMM PEruCTPAllMOHHBI HOMEpP M JaTy JOKyMEHTa
BKJIFOYAETCSI B COCTaB PEKBU3UTOB OyiaHka muchMma. CChUIKa HA HWCXOMSIINN
PErUCTPALIMOHHBIN HOMEpP U JaTy JOKYMEHTa MPOCTABJISETCS MCIOJHUTENEM IPU

IIOATrOTOBKE ITMCbMA-0TBCTA.

3.5.4. Anpecar.

PexBu3HT «ApecaT» pacroiaraercsi B IpaBOM BEPXHEM YTIIy.

JIOKyMEHTBI apeCYIOTCS B OPTaHU3alMM, UX CTPYKTYpPHBIEC MTOAPA3ACICHNUSA,
IOJDKHOCTHBIM — JIMIIAaM  WJIM  TpaKAaHaM Tpd  OTBET€ Ha MX oOpalieHwus.
HaumenoBanue OopraHu3alid MU CTPYKTYPHOI'O IIOAPA3JCICHHA YKA3bIBAIOTCA B

VMEHUTEIIbHOM ITaJI€KE, HAITPUMED:

[IpaButenscTBO CTaBpOMOJIBCKOTO Kpast
IIpaBoBOE€ yIpaBiieHHE

Ecnm  nmokymeHT anpecyercs JOJDKHOCTHOMY —JIMIYy, HAuWMEHOBAHHE
OpraHM3alM YKa3bIBAE€TCSA B NMEHUTEIBHOM Ma/IeXkKe, a JOJKHOCTh U (haMUIMs — B
natensHoM. [IpHu 3TOM MHHUIIMATIBI YKA3bIBAIOTCS TIOCTE (paMIIIUU, HAIPUMED:

[IpaBuTENnBLCTBO

MypmaHckoit o6iactu
3aBeqyroleMy OTIAEI0M

AunexkcanapoBy A.B.



Ecin JOKYMCHT aJApCCyCTCA PYKOBOAUTCIIO OpraHu3alrd MWW C€ro
3aMCCTUTCIIIO, HAMMCHOBAHUC OpraHu3al JOJDKHO BXOAHWTb B HAMMCHOBAHHC

JOJDKHOCTH aJipecara, HalpuMep:

3amecrturento aupexropa Beepoccuiickoro
Hay4YHO-HUCCJIEI0BATEIbCKOTO HHCTUTYTA
JIOKYMEHTOBE/ICHUSI U apXUBHOTIO JIeia

3umuny B.C.

Ecnum  nokymMeHT ajpecyeTrcsi OpraHuM3alud, CHadajga YKa3bIBaeTCsl ee
HAaMMEHOBAHHE, 3aT€M ITIOYTOBBINA apec, HaIlpUMED:

[{enTpanbHas n3duparenbHas KOMUCCHUS
Poccurickon ®enepanuu
b. Uepkacckuii nep., 1. 9, Mocksa, 109012

JlomyckaeTcsi LEHTPUPOBATh KAXKAYK CTPOKY pPEKBU3UTA «Ajapecar» Mo
OTHOIIIEHHIO K CAaMOU JNITMHHOW CTPOKE.

JlomyckaeTrcsi MCMOJIb30BaTh  OQUIMAIBHO MPUHSITHIE  COKpAICHHbIC
HANMMEHOBAHUSI OPraHOB TOCYAApPCTBEHHOM BJIACTH, MECTHOTO CaMOYIIPABJICHHS,
OpraHu3aIyi.

[TouToBBI aapec yKa3bIBa€TCsl B TMOCJIEAOBATEIILHOCTH, YCTAHOBJICHHOM
[IpaBunamMu OKa3aHUs YCIYI TIOYTOBOM CBSI3M, YTBEPKIACHHBIMU IPUKA30M
MunkomcBsizu Poccun ot 31 utons 2014 romga Ne 234 «O06 yTBEpKI€HUHU TTPaBUII
OKa3aHMs yCIyT MOYTOBOM CBS3UY.

Ecin 1oOKyMeHT OTIIpaBisieTcsi B HECKOJIBKO OJHOPOJHBIX TOCYIapCTBEHHBIX

OpraHoOB WJIM OpTaHU3ALMMI, UX CJIeIyeT YKa3blBaTh 0000IIEHHO, HATPUMED:

[Ipencenarensm y4acTKOBBIX KOMHUCCUN

JIOKyMeHT He JOJDKEH cojaepkaTh Oosee ueThipex azapecaToB. CIOBO

«(KOIIMSD» MEPC BTOPBIM, TPETbUM, YCTBCPTBIM aApPCCaATOM HE YKA3bIBACTCH.



[Ipu HanpaBieHHH TOKyMEHTa 0oJjiee YeM B UYEeThIpE aJ[peca COCTaBIIACTCS
CIMCOK pPAacChUIKM YCTaHOBIEHHOW ¢opMbl (mpuioxenue Ne5), KOTOpsIid
MOAIKUCHIBACTCS IIpeacenaresnieM TeppuTopuaibHON KOMUCCHU.

[Ipu agpecoBaHMM AOKYMEHTa (PU3MYECKOMY JIMI[y BHAdalle YKa3bIBAIOTCS

(haMuITUsT ¥ MHUTIMATIBI TTOJTyYaTelsl, 3aTeM MOYTOBBIN aJIpec, HAPUMED:

AreeBoii A.1.
yi1. KocmonaBToB, 1. 42, r. [Tonsicaeso,
Kemeposckas obnacts, 652560

3.5.5. I'pud yrBepxaeHNs1 JOKYMEHTA.

JIOKyMEHT  YTBEp)KJaeTCs JOJDKHOCTHBIM JIMIIOM WJIM  CIEHHAIBHO
U3/1aBAEMbIM JOKYMEHTOM.

[Ipy yTBEpKJIEHHH JOKYMEHTA JOJKHOCTHBIM JIUIIOM Tpu( yTBEpKACHUS
noJbKeH coctosTh u3 ciaoBa Y TBEPXKIIAIO 6e3 kaBbiuek U 3arjlaBHBIMU OyKBaMU
U Ha CJIEAYIOUIEH CTPOKE — HAMMEHOBAHUE JOJKHOCTH, MOIINUCHh, UHULIAAIBI U

dbamMunus auia, yTBepAUBIIEro JOKYMEHT, JaTa YTBEPKIACHUS, HAlpUMep:

YTBEPXIAIO
IIpencenarens TepputopuanbHOM

n3ouparenbHo komuccun Ne 48
JIM4YHas 1IMoAIucCh HHHUIOUAJbI, (baMI/IHI/IH

JlaTta

[Tpu yTBepKaeHUH TOKyMEHTA PEIICHNEM, IIPOTOKOJIOM, TPUG YTBEPKIACHUS
cocrour un3 cnoBa YTBEPXJIEH (YTBEPXIEHA, YTBEPXJEHbI wm
VYTBEPXJIEHO) 06e3 kaBbluek U 3arjlaBHbIMH OyKBaMH, HaWMEHOBAHUS
YTBEPXKIAIOMIETO JTOKyMEHTa B TBOPUTEIBHOM TIaJieKe, €ro JaThl U HOMepa,
HaIpuMep:

YTBEPX/IEH
pemieHrneM TeppuTopuanbHOU

n3ouparenbHo komuccun Ne 48
oT 24 utons 2020 1. Ne 1-5



I'pud yTBepkaeHUs pacrojararoT B NPaBOM BEPXHEM YTy IOKYMEHTA.
B rpude yrBepkmeHus IOMyCKaeTcss LEHTPUPOBATH 3JIEMEHTHl OTHOCHTEIHHO
CaMOM JJIMHHOM CTPOKHU.

3.5.6. Yka3aHusi 10 UCNIOJIHEHUIO JOKYMEHTA (Pe30JI01us).

VYka3aHusi MO HKCIOJHEHUIO JOKYMEHTa MOTYT OBITh HAmucaHbl OT PYKHU
npexacenareiaeM TeppUTOpUATbHOW KOMHUCCHMM HAa MOMJUHHUKE JOKYMEHTa Ha
CBOOOJHOM OT TEKCTa MecTe Wi opOpMIICHBI Ha OTACIBHOM JCTe dopmaTta A 6
(105x147), npunoxeHHOM K JOKYMEHTY. YKa3aHus [0 MCIOJHEHUIO TOKyMEHTa
BKJIIOYAIOT ()aMUJIMM W HWHULUAIBI HUCHOJHUTENEeH, MpU HEOOXOAUMOCTH —
COJIep’KaHuEe TOpYUYEHUs, CPOK HCIOJHEHUS, MOAMNCH PYKOBOIUTENS U JaTy,
HanpuMep:

CuzoBy A.1O.
I'puropreBy B.C.

[Tpomry paccMOTpeTh U 1aTh OTBET
K 27.06.2020

JIngHasg nmoanuch
Jara
3.5.7. 3aroJi0BOK K TEKCTY JOKYMEHTa (HAMMEHOBAaHHEe JOKYMEHTA).
3arojoBOK K TEKCTY JOKYMEHTa JOJDKEH KPAaTKO MU TOYHO PacCKphIBAThH €ro
coJiepaHue U OBbITh COrJIacoBaH C HAMMEHOBAHMEM BHUJA JOKYMEHTA. 3arojloBOK

MOJKCET OTBCYATh Ha BOIIPOCHI:

«0 4eM (0 KoM)?», HarpuMep:

[Tpukas
O co3nanuu DKCIEepTHON KOMUCCUU

«4ero (Koro)?», Hampumep:

JIOJBKHOCTHOM perjiaMeHT
BEIYIIETO CeIUaInCcTa

3aroJIOBOK COCTaBJIICTCS JIMOOM, I'OTOBAIIUM IIPOCKT JOKYMCHTA.
3aFOJ'IOBOK, COCTOHIHI/Iﬁ N3 ABYX H Ooiee CTPOK, IM€YaTacTCsda 4YC€pe3 OJHH

MG)KCTpO‘-IHBIﬁ HHTCPBAJI, TOYKAa B KOHIC 3aroJIoOBKa HC CTAaBUTCA. 3aroJiIoBoK



pacrojiaraercss Ha IEpBOM JIMCTE€ HaJ TEKCTOM JTOKYMEHTa IO LIEHTPY, a IpH
0o(OpMIIEHUU TUCHMA — OT TPAHUIIBI JIEBOTO TOJSL.

3.5.8. TekcT JOKYMeHTA.

Texct noxkymeHTa O(QOPMIIAIOT B BUJE CBSI3HOTO TEKCTa, TAOIMIIBI WU
COEIMHEHMSI 3TUX CTPYKTYP.

TexcT [OOKyMeHTa JODKEH U3JaratbCs KpaTKO U SICHO, OBITh
apryMEHTHUPOBAHHBIM, OO0ECIeuYnBaTh TOYHOE M OJHO3HAYHOE BOCHPUATHE
coJieprkalieiicss B HeM nH(OpMaluu.

TexcT NOKyMeHTa IOJDKEH, Kak MpaBUJIO, COCTOATh M3 JBYX vacTeil. B
NIEPBOI YACTH YKA3bIBAIOTCA PUYUHBI, OCHOBAHUS, LIEJIU COCTABJICHHMS JOKYMEHTA,
BO BTOPOM — pEIICHHUs, BBIBOJIbI, TPOCHOBI, PETOKEHHSI, PEKOMEH 1ALl H.

TexcT AOKyMEHTa MOXET COAEpXkaTb TOJIbKO 3aKIIOUUTENBHYIO YacTh
(Hampumep, MPHUKa3 — PaCIOPAIUTENbHYIO YacTh 0€3 KOHCTaTHUPYIOUIeH, MUChMO,
3asBJIEHUE — TPOCKOY 0€3 MOSICHEHHUS).

B TekcTte noKymMeHTa, MOATOTOBJIEHHOIO HA OCHOBAaHHWH 3aKOHOJATENbHBIX,
WHBIX HOPMAaTUBHBIX [TPABOBBIX AKTOB, H3JaHHBIX OPraHaMU BJIACTH U YIIPABIICHUS,
UK Poccun, Cankt-IlerepOyprckoit wu30upaTenbHOM KOMHCCHEH, paHee
W3IaHHBIX TeppUTOpHAIBHOM KOMMCCHEH, YKa3bIBa€TCS HAMMEHOBAaHUE BHJA
JOKYMEHTa, HAaUMEHOBAHHME OpraHa, W3/aBIIEr0 JOKYMEHT, JaTa NMPHUHITHS WIN
YTBEPXKJICHUSI JIOKYMEHTA, €r0 pPEruCTpPalMOHHBIA HOMEpP, a TakKXKe 3aroJIOBOK
JIOKYMEHTA, 3aKJIIOYCHHBIN B KaBbIUKH.

TekcTbl JOKYMEHTOB OOJBIIOrO O0OBEMA MOTYT JACJIUTHCS Ha pasjelbl,

NoJIpa3zelibl U MyHKThI, KOTOPbIE HyMEPYIOTCS apaOCKUMU [UPpaMu, HapuMep:

1. Pa3nen
1.1. [Togpaznen
1.1.1. ITyHkT

AG3a1ibl BHYTpH IyHKTOB HE HYMEPYIOTCS.
B nuceMax ucnosp3yror ciaenyroume GopMbl U3I0KEHUS:
or l-ro mmma MHOXectBeHHOro uyucia («IIpocuM  HampaBHUTH

uHdopmaruio...», «HampasisieM Ha 3aKJIIOUEHHUE MTPOEKT...» U JAp.);



oT 3-ro nwma eauHCcTBeHHOro uncna («TeppuropuanbHas KOMHCCUS HE
CUMTACT BO3MOXKHBIM...», « TeppuTOpraibHasi KOMUCCUS TPeIaraeT paccCMOTPETh
BO3MOYKHOCTb...»).

['padbbl ¥ CTpoKM TaOMUIBI AOKHBI WMETh 3aroJIOBKH, BBIPaKEHHBIC
CYIIECTBUTEIIBHBIM B HWMEHHUTEIHLHOM majaexe. [lom3aromoBku rpad ©u CTPOK
JIOJKHBI OBITH COTJIACOBaHBI C 3arosioBkamu. Ecim Tabnuily medyataroT Oosiee yeM
Ha OJHON cTpaHuile, Tpadbl TaOJMIBI JOKHBI OBITH MPOHYMEPOBaHBI W Ha

CJICaAyromux CTpaHruax J0JIKHbBI OBITH Halle4yaTaHbI TOIBLKO HOMCpPa 3THX rpa(b.

3.5.9. OT™MeTKA 0 HAJIMYMH NIPUITOKEHH .

OTMeTKa 0 HAIMYMK MPUIOKEHUH pacnojaraeTcsi OT IPaHUIIbI JEBOTO MOJIS
10CJIe TeKCTa Mepe]l MOAMUCHIO.

Ecnu nokyMeHT uMeeT NpuiloKeHUs, Ha3BaHHBbIE B TEKCTE, OTMETKa 00 HX

Hajmuuuu oopmIIsieTCs 1Mo ciaeayolel hopme:

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

Ecmn OHOKYMCHT HUMCCT IPUITOKCHUA, HC HA3BAHHBIC B TCKCTC, HX
HaNMCHOBAaHUA HCO6XO,Z[I/IMO NEpCUNCIUTL IIOCJIC TEKCTAa AOOKYMCHTA IICPCO
MNOAINCHIO C YKA3aHHUEM KOJINYCCTBA JTUCTOB B KAXKJIOM IMPHUIIOKCHHUHU U KOJIUYCCTBA

DK3EMIUIAPOB, IIPY HAJIMYNN HECKOJIBKUX MTPUIIOKEHUN UX HyMEPYIOT, HAIIPUMED:

[Tpunoxenue: 1. Tlomoxenue 006 skcniepTHON KoMuccun Ha 15 1. B 1 9K3.
2. Ilpumepnast HoMeHKIaTypa 1en Ha 14 1. B 1 7k3.
Ecnim  mpunoxenuss  cOpommopoBaHbl, TO KOJIMYECTBO JIUCTOB  HE
YKa3bIBaCTCH.
Ecmu IMPHUIIOKCHUEC HAIIPABIACTCA HE BO BCC YKA3aHHBIC B JOKYMCHTC

azpeca, TO OTMETKA O HAJIMYUU MPUIIOKEHUS ohopmiseTcs 1o cienytomuieit gpopme:

[Tpunoxenue: Ha 20 1. B 3 3K3. TOJBKO B MEPBBIN aJipec.

Ecin Kk nOKyMeHTy mpuiiaraercs ApPYyrod JOKYMEHT, TaKKe HMEIOIIHUM
MPWIOKEHUE, TO OTMETKA O HAJWUYHMH TMPUIIOKECHHUS O(POPMIISIETCS CIeyIOIMUM

obpazom:



[Tpunoxenue: nuceMo  [lerponaBnoBck-KamyaTckoid  TOpOACKOM — TeppPUTOpPUATIBLHOM
komuccuu ot 25.06.2020 Ne 01-21/450 u mpunoxeHne K HEMY, BCEro Ha
12 1.
B PCUHICHUAX U ITIPpUKa3axX CBEACHHUA O HAJIMYHUH HpI/IJ'IO}KCHI/Iﬁ YKa3bIBarOTCs B
tekcre. Hammpumep:

«Pa3paborarb W  TpENCTaBUTh  MPOEKT IulaHa 1o  Qopme,  yKa3zaHHOM
B MpHJIOKEHUH Ne 1.

Ecim B JoKyMmMeHTe, K KOTOpPOMY OTHOCHUTCS TMPWJIOXKEHUE, OHO
HE YTBEPKJAETCsl, @ MPOCTO COJEPKUTCSA CChLIKA HA HEro, TO B MPABOM BEPXHEM
YTy YKa3bIBaeTCS, K KaKOMy pelleHut0 (IpHuKazy) MNpPUIIOKEHHE OTHOCHUTCH,
HarpuMmep:

[Ipunoxxenue
K peleHuto TeppuTopuaibHON
n3bupatensHol KoMuccuu Ne 48
ot 24 urons 2020 r. Ne 1-5

[Tpunoxenue
K IpuKa3y npeaceaarens TepputopuaibHOM
n30upaTenbHoil kKoMuccuu Ne 48
ot 24 urons 2020 r. Ne 1-5

[Ipy HanmMYUMM HECKOJbKUX NPUIOKEHUH OHU HYMEPYIOTCS, HampuMmep,

npunoxenne Ne 1, npunoxxenue Ne 2 u tak ganee.

3.5.10. lloanuch, A0JKHOCTHOIO JIMIIA.

B cocraB mognucu  BXOJAT: HaMMEHOBaHHE  JOJDKHOCTH  JIMIIA,
MOJIMMCABUIET0 JOKYMEHT, €r0 JHMYHAas MOJNUCh, KOTopas o(popmisieTcss CUHUMU
WU YEPHBIMHM YepHUIIAMH, paciin@poBKa MOANMCH (MHUIUAIBI, (DaMUIIH).

Ecnu noxymeHT odopmisiercs Ha Gianke TeppuropuaibHOW KOMUCCUU, TO
PEKBU3UT BKIIOYA€T HAUMEHOBAaHWE JODKHOCTU JIMIA, TOJIMUCHIBAIOIIETO
JOKYMEHT, €ro JHUYHYI0 TOJIMUCh, pacM@pOBKY TMOANUCH (MHUIUAIBI U

dbaMuuio), HapuUMep:

HpeI[CC,Z[aTCJ'H: JJU4YHas 1IMoAucCh WHUIIUAJIBI, q)aMI/I.HI/IH



Ecnu 1oMKHOCTHOE JMII0, MOANKUCH KOTOPOTO 3aroTOBJIEHA Ha IPOEKTE
JIOKYMEHTa, OTCYTCTBYET, TO JOKYMEHT IMOJIIUCHIBAET €r0 3aMECTUTENIb WM HHOE
JIMI0, WCTONHSAOMEe ero o0s3aHHOCTH. [Ipu 3TOM 00s3aTeNbHO YKa3bIBAIOTCS
dakThueckas TOHKHOCTh JIMIA, MOJNUCABIIEr0 JOKYMEHT, U ero ¢damunusa. He
JIONyCKAETCsl MOANUCHIBATh JOKYMEHTHI C MPEIJIOrOM «3a» WM IMPOCTaBICHUEM
KOCOH 4epThl Nepej] HAMMEHOBAHUEM JIOJIKHOCTH.

Ecnu nokyMeHT odopmiisieTcs He Ha OJIaHKe, TO PEKBU3UT COJIEPKUT MOJTHOE
HAaUMEHOBAaHUE JIOJDKHOCTH JIMIA, MOJMKMCABIIETO JOKYMEHT, €ro JUYHYIO

MOAMNUCH, paciu@POBKY MOJAMUCH (MHUITMAIBLI ¥ hamuiiuio). Hampumep:

3aMecTUTENb NpeCceaTeNs
TeppuropranbHON N30UpaTETHLHON
komuccuu Ne 48 JMYHAs TOATNUCH UHHULIKAIbI, (haMunus

[Ipy moamucaHuu JOKYMEHTa HECKOJIbKUMH JOJDKHOCTHBIMU JIMIIAMHU HX
NOANUCH  paclojiaraloTcs OJHa MOJ JAPYrol B MOCIEI0BATEIBHOCTH,

COOTBETCTBYIOIICH 3aHUMAEMOM JOHKHOCTH, HAITPUMED:

[Ipencenarens JINYHAs MOAINCH WHULAAIBI, pamMutus

I'maBHBII OyXxranTep JIMYHAas OAINCH UHHULIHANTbI, (haMunus

B mokymeHTe, moaAroTOBIEHHOM KOMUCCUEN, TOAMCH PACIIOJIAratOTCs OHA
nof aApyroi. IlepBeIM yKa3bpIBaeTCs MpecenaTesib KOMUCCHH, a (aMUJIUKA YJICHOB

KOMHCCHUH PacroJiaralorcs B aindaBuTHOM mopsake. Hampumep:

[Ipencenarens KOMUCCUH JUYHAS TOANMKUCH  WHUIIHAIBI, (pamMutms

YUsieHB KOMHCCHU JIMYHas MnoAInmncChb WHUIOHUAIbI, (baMI/IJ'II/IfI
JIM9Hasg nNoAIuCh HWHHUIIUAJTIBI, (baMI/IJII/ISI

Ecnu noKyMeHT coOCTaBieH Kak IpuiaraeMas K OCHOBHOMY JOKYMEHTY
CIpaBKa Wi UHGOpPMAILKs, TO OH MOJANUCHIBAETCS] COCTABUBIIMM €0 JIULIOM.

3.5.11. I'pu¢ cornacoBanus.

I'pu¢ cormacoBanuss coctouT u3 cinoBa COIJTACOBAHO 06e3 KaBbIYEK
U 3arylaBHbIMM OyKBaMM, HAuMMEHOBAHMs JIOJDKHOCTU JIMIA, C KOTOPBIM

COIIaCOBBIBACTCA NTOKYMCHT (BKJ'IIO‘-I&?I HAanMCHOBAaHHC OpFaHI/IBaLII/II/I), ero JIMYHOHU



NOJANMKUCH, paclinPPOBKHA MOJANUCU (MHULMAIBI, (PaMUITUsl) U J1aThl COTJIACOBAHUS,

Harpumep:

COI'NTACOBAHO
3aMecTHUTENb IVIaBbl aIMUHUCTPALUN
MockogBckoro paitona Cankrt-IlerepOypra

JIM4Hasg noAnucCh HHUITHUAIIBI, (baMI/IJII/IH
Hara

Ecan cornacoBanue OCYIICCTBJLACTCA IMPOTOKOJIOM, IMHCbMOM HIIM APYTHUM

JIOKyMEHTOM, TO COTJIaCOBaHME O(hOPMITSIETCS CIIETYIONTUM 00pa3oM:

COI''TACOBAHO
IIPOTOKOJI 3aCEaHUs
aTTECTAIIMOHHON KOMUCCUU
TepputopuanbHON W30MpATETLHON KOMUCCUT
Neo 48
oT 24utons 2020 r. Ne 16
WJN:
COI''TACOBAHO
nucbMo Pocapxua
ot 24 utons 2020 r. Ne 4-15/46

I'pud cormacomanus pacrionaraercs non pekBusutoM «lloamuce» B eBOM
HUKHEM TI0JIe JOKyMEHTA.

3.5.12. Bu3a.

BryTpennee coriacoBaHue mMpOEKTa JTOKYMEHTa O(OpMIISIETCS BHU30M.
Buza BKIIIOYaeT MOJANKCH BU3UPYIOIIETO, PaciIM(PpPOBKY MNOANMMCH (MHUILIUAIIBI,
dbammwims) U AaTy, OpU HEOOXOJAMMOCTH MOXKET OBITh yKa3aHa JOJKHOCTH
BU3UPYIOIIETO, HAPUMED:

[Ipeacenarens TeppuropuanbHOt n30MpaTenbHON Komuccuu Ne 48
JIMYHAas 1nmoanuch HWHHUIIUAJTIBI, (baMI/IJII/IH
Hara

[Ipu HaMuMK 3aMedaHuil K TOKYMEHTY BU3a 0(hOpPMIISIETCS CIIETYIOUUM 00pa3oM:

3ameuaHus IPUIIAraoTCs

[Ipencenarens TeppuropuanbHOt n30MpaTenbHON Komuccun Ne 48
JUYHAas OAMKUCH WHUIUANTBI, paMuus

Hara



3amevaHus M3JIararoTCs Ha OTZEJIBHOM JIUCTE, ITOAIMCHIBAIOTCS
Y IPWJIAraroTcs K JTOKYMEHTY.

JloryckaeTcst MOJMCTHOE BUUPOBAHUE JOKYMEHTOB U ITPWIIOKEHUHN K HUM.

Ecnu mopnmvHHUK NOKymMeHTa ocTaercs B TeppUTOpHabHOW KOMUCCHH,
BU3bl IIPOCTABJISIIOTCS B HM)KHEW 4acTH OOOPOTHOM CTOPOHBI MOCJIETHETO JIMCTA
IOVIMHHUKA TOKYMEHTA.

JInst MOKyMEHTa, MOJJIMHHHUK KOTOPOTO OTIIPABISAIOT M3 TEPPUTOPUAIIBHOU
KOMHUCCHH, BU3bI IIPOCTABIIAIOTCS B HWKHEW 4acCTH JIMLEBOM CTOPOHBI IOCIEIHETO

JIMCTA KOIIUH OTHPABIIACMOIO 1OKYMCHTA.

3.5.13. OTTHCK neYaTHu.

[leyatp 3aBepseT MOJJIMHHOCTh MOANUCHA JOJDKHOCTHOTO JIMIIA Ha
JIOKYMEHTaX, yJOCTOBEPSIOIIUX  MPEAYCMOTPEHHBbIC  IPABOBBIMH  aKTaMH
MOJITHOMOYHSI JTOJDKHOCTHBIX JIUI[ WA (UKCUPYIOMUX (aKThl, CBSI3aHHBIC C
(UHAHCOBBIMU CPEJICTBAMU, a TAK)KE€ HA UHBIX JOKYMEHTaX, MpeayCMaTPUBAOIINX
3aBepEeHUE MOJJIMHHOMN TOAMHUCH.

[leuaTs cTaBUTCA Ha CBOOOJHOM OT TEKCTAa MECTE, HE 3aXBaTbIBas JIMYHOU
MMOIINCHU JTOJDKHOCTHOTO JinIia. IleyaTh MOJKET 3aXBaThIBaTh YacTh HAUMEHOBAHHUS
JOJKHOCTH JIMIIA, MOMKUCABIIETO JOKYMEHT.

B nmoxymeHTax, MOATOTOBJICHHBIX HAa OCHOBE YHUDHUIIMPOBAHHBIX (opMm,

revyaTh CTaBUTCA B MecTe, 0003HauYeHHOM OTMeTKoM « MII» niu uHbIM 00pazoM.

3.5.14. OTmeTKa 0 3aBepPEeHUU KONUM.

Jlns 3aBepeHHs COOTBETCTBUSA KOMHHM JOKYMEHTAa TOJJIMHHUKY HUXKE
pekBuzuta «lloamuce» MPOCTABIAETCS OTMETKA O 3aBEPEHUM KONMUU —
3aBepuTeNibHas Haanuch «BepHo» wumum «Kommsi BepHa», TOJKHOCTH JIMIIA,
3aBEPUBIIETO KOIHIO, €r0 JIMYHAs TMOANUCH, pacimm@poBKa MOAMUCH W Jara

3aBEpEHUs, HAIPUMED:



Bepno

[Ipencenarens TeppuropuanbHOU
n3bupatensHol KoMuccuu Ne 48

JIMYHAas 1nmoanuch HWHHUIIUAJTIBI, (baMI/IJII/IH
Hara

[Ipu HEOOXOIMMOCTH TIPH 3aBEPCHUH KOMHH JIOKYMEHTa MOXKET OBITh
MIPOCTABJICHO BpeMs 3aBepeHUs (HampuMep, P 3aBEPEHUH KOTUI MTPOTOKOJIOB 00
WTOTrax ToJIOCOBAHUS).

Ecnm xomust JOKyMEHTa M3rOTABIMBACTCS Ha HECKOJBKHX JIMCTaX, TO
3aBepsIeTCS KaXKJIbIH JIUCT JOKYMEHTa JUO0 JTOKYMEHT MPOIIWBACTCS U HAa MECTE
MPOIIMBKU CTAaBUTHCS 3aBepHTENIbHAsS HaaAmuch «BepHo» mimm «Komus BepHay,
JOJDKHOCTh JIMIIA, 3aBEPHUBIICTO KOIHIO, €ro JIMYHAas IMOAMNHCH, pacmudpoBKa
MOJIMKCH U JIaTa 3aBEPCHUS.

[Ipu mepechlTke KONMUU JOKYMEHTAa B JIPYyTrMe OpPTaHU3aIliy WU BBIAYE c¢
Ha PyKU 3aBEepUTEIbHAS HAAMKUCHh yAOCTOBEpsieTcs medarbio «TepputopuanbHas
n3oupatenpHas komuccus Ne 48y nrbo npu HAIMYUU niedaThio « TepputopranbHas

n3ouparenbHas komuccus Ne 48. JI1s1 JOKyMEHTOBY
3.5.15. OT™MeTKa 00 HCIIOJTHUTEJIE.

OTMerka 00 WUCHOJHUTENE BKIIOYAET B ce0si MHUIMAIBI U (HaMUIUIO
UCIIOJTHUTEIIS TOKYMEHTa U HOMEP €ro ciy:ke0Horo tenedoHa ¢ KOJIOM PETHOHA.
OTMeTKy 00 MCIOJIHUTEIE PAacloiaraloT Ha JIMLIEBOM WU, IPU OTCYTCTBUU MECTa,
Ha OOOpPOTHOH CTOPOHE IOCJIEIHErO JIMCTa JOKYMEHTA B JIEBOM HW)KHEM YTy

pasmepom mpudra 10 myHKTOB, HarpuUMep:

3y6apes B.JIL.
(499) 356-85-31

3.5.16. OTMeTKa 00 MCTIOJITHEHMH JOKYMEHTA.

OTtmeTka 00 UCIOJHEHUU JIOKyMEHTa M HaIlpaBJICHUU €ro B JEJ0
BKJIFOUAET CIIEIYIOIINE JIaHHBIE: KpaTKUE CBEJACHHUS 00 HCIIOJIHEHUU JOKYMEHTa
(pu OTCYTCTBUHU JOKYMEHTA, CBUJICTEIBCTBYIONIETO OO0 HCIIOJHEHWH), AATy U

HOMCP UMCIOIICTOCA JOKYMCHTA 00 HCIIOJIHCHUH, CJIOBA «B ACJI0», HOMEp ACiia, B



KOTOPpOM 6y,IICT XPaHUTBHCA JOKYMCHT, Aaary, oA Ch npeaceaaTcis

TeppuroprualibHO KOMUCCHH.

4. Opranuzanusi padoThbl ¢ HCXOAAIIUMH (OTHPABJISIEMBIMHU) JOKYMEHTAMHU

4.1. Ucxondamume TOKYMEHTHI TIeyaTaroTcsli Ha OJlaHKax YCTaHOBIEHHOU
dbopMbl U OQOPMIISIIOTCSI B COOTBETCTBUM C TOJOXKEHHUSIMU  HACTOSIIEH
NucTpykunm.

4.2. OtnpaBka JIOKYMEHTOB u3 TepputoprabHOU KOMMCCUU
OCYIIECTBIsICTCA (DeNbIberepCcko WM CHEUUaIbHOM CBSI3bIO, TMOYTOHM, 10
tenerpady, kananam cBszu ['AC «Bwidops», [ JIEJIO, kananam dhakcuMmIbHON
CBA3M, CETU MIHTEpHET NN HApOYHBIM.

4.3.1lpu odopmieHMHM NTUCEM U TeJerpaMM HCIOJIHUTENb YKa3bIBaeT
MOJIHBIM TIOYTOBBIN (BKJIHOYAs MHAECKC) aApec OpraHU3aliK WM IPaKJaHUHA.

4.4. Ucxopsamme mNHChbMa HANPaBISAIOTCA 3@ MOAIUCBIO IpeacenaTess
TeppuToprallbHOW KOMHCCHHM, B €0 OTCYTCTBHUE — 3a IOANMUCHIO 3aMECTUTEIS
npeacenaTens WM WHOTO WieHAa TeppuTOpPHATIbHOM KOMHUCCHM, HCIIOJHSIOLIETO
00s13aHHOCTH MpeJiceaTelis, Ha OJJaHKe MUChMA.

4.5. llonnucanHsle mucbMa U TenerpamMmsl peructpupytorces B [IM JIEJIO
WIH JKypHAJIE.

Ecnu otnipaBiisieMblit JOKYMEHT SIBJIIETCS OTBETOM HA BXOJSAIIUN TOKYMEHT,
HEOOXOJUMO TMPUOOIIUTH MOAJUHHUK BXOJSIIETO JIOKyMEHTa K  KOIHHU
OTHPABJISAEMOr0 TOKYMEHTA, OCTAIOLIEHCS B JEJIE.

4.6. JIokyMEeHTaM NPUCBAaUBAETCA UCXOMSIIAA HOMEpP, KOTOPBI COCTOUT U3
MHJEKCa Jiejla 10 HOMEHKJIAType Jel W MOPSAKOBOIO HOMEpa JIOKYMEHTa,
pa3[EIIEHHBIX KOCOW 4epTou. Mcexomsammi HOMEp YKa3bIBAa€TCS TAKXKE HA KOIUHU
JNOKyMEHTa, ocTraiouiencs B gene. Hymepanusa wucxomdmux JOKYMEHTOB
OCYILECTBIISIETCA B MPEIENIax KAJICHIAPHOIO ro/ia.

[Ipu peructpanu MCXOASUIET0 JOKYMEHTa B PErUCTPALMOHHON (dopme
00s13aTeNIbHO  YKa3bIBAIOTCA CJENYIOIIME PEKBU3UTHI: JaHHbIE 00 ajpecare

(bamunusi, uMs, OTYeCTBO (HU3MYECKOTO JHWIAa WJIM Ha3BaHWE OpraHu3alluy,



MECTOHaXOXJACHUE ToJIydaTelis), a TaKKe KpaTKoe COJEep>KaHue JOKYMEHTa,
KOJIMYECTBO JIMCTOB OCHOBHOTO JOKYMEHTA W JIMCTOB IPUJIOKEHUS, KOJINYECTBO
DK3EMIUIAPOB, HCIIOJHUTENb JOKYMEHTA, €r0 COMWCIOJHUTENH, & TAaKXKE KEM OH
MOATIMCAH.

4.7. JloxymMeHTBI IO BonpocaM (popMupoBanus TeppuTOpHaIbHON KOMUCCUU
U OCYIIECTBJICHUS €€ (PUHAHCUPOBAHMS, HArPAXKICHUS M TMOOLIPEHUS YJICHOB U
paboOTHUKOB ammnapara TeppUTOpHaTbHOW KOMHMCCHH, B 00S3aT€IbHOM MOpPSJIKE
HaMpPAaBJSIOTCS HAPOUHBIM.

NHple TOKyMEHTBI MOTYT OBITH OTIpaBiieHbl 1o cpeactBam [TU JIEJIO umu
IOYTOM IO YKA3aHUIO npeaceaareis TepputopuaibHOU KOMUCCHUMU.

4.8.1lo xanamam (akCUMWIBHOM CBSI3U  JOKYMEHTBHI  IEpelarTcs
OTBETCTBEHHBIM 3a BEJEHUE JEJIONPOU3BOICTBA MOCIIE UX PETUCTPALIUH.

4.9. Ilpu otmpaBke TellerpaMMbl Oojiee 4eM B YeThIpe ajpeca opopmisercs
NOJJINHHUK, KONWS W JBa JSK3EMIUIIpa MOAIMCAHHOTO CIIMCKAa PACCBUIKU C
yKa3aHHEM TIOJIHBIX ITOYTOBBIX (BKJIOYas TOYTOBBIA HMHIAEKC) aapecoB. Ha
Tenerpad TepenarTcs MOMIUHHUK C OJHUM JK3EMIUIIPOM CIHCKA PACCHUIKH U
KOIHS TeJIETpaMMBbl, KOTOPAsi C OTMETKOM O Iepefaye TelerpaMMbl BO3BPAIAETCs
B TeppuropuanbHyl0 KOMHCCHIO M BMECTE€ CO BTOPBIM DK3EMIUIAPOM CIIMCKA
PACCBUIKH MOJIMBAETCS B JETIO0.

4.10. Ilpu otmpaBke nuchbMa 0oJjiee YEM B YETHIpE aJpeca COCTABISIETCS
CIIUCOK PACCBHUIKA YCTaHOBICGHHOW ¢opMbl (mpuioxkenue Ne5), KoTopwid
MOANMCHIBAETCS MPEACENATETIEM, B €M0 OTCYTCTBUE — 3aMECTUTENIEM MPEACENATENS
WM WHBIM 4YieHOM TeppuTopuaibHOM KOMHCCHH, WCIIOJHSIONIMM OO0S3aHHOCTH
npeacenarens TeppuropuanbHOM Komuccuu. llociie perucrtpauuud NHUCBMO
TUPAXUPYETCS B HEOOXOAMMOM KOJIMYECTBE U OTIPABIIAETCS.

Ecnu mucbMo wim TenmerpamMma HampaBiisieTcss He 0oJjiee 4eM B 4YeThIpe
azpeca, TO MOJIUCHIBACTCS KaXK b SK3EMILISP.

4.11. OtnipaBKka JOKYMEHTOB MPOW3BOAUTCS €XKETHEBHO B Yachl PadOThHI
TepputopraibHOH KOMHCCHUH, KpPOME BBIXOJHBIX W HEPaOOUMX Mpa3THUYHBIX

JTHEH.



[Topsimok OTMpaBKU HUCXOASIIUX JOKYMEHTOB IOCJIE€ OKOHYaHUS pabodvero
JIHA, B BBIXOJHBIE M Hepabouue Mpa3AHUYHbIC JHU, B MEPUOJ IMOATOTOBKU H
MpPOBEJCHUSI M30UpaTENbHBIX KaMIAHWM YCTaHABIMBAETCS IMpeJceaaTeseM
TeppuropualibHOM KOMUCCHMU.

4.12. JIokyMEHTbI C OTMETKOM O CPOYHOCTH AOCTaBKU «Becbma cpouHO» H
«CpouHo» 0(OpPMIIAIOTCS HE3aMEMJIUTEIbHO, OTIPABISAIOTCS 10  KaHajam
baxcummiibHOM cBsi3u, [T JIEJIO miu HapOUYHBIM.

4.13. JIokyMEeHTbI, HampaBisieMble Tpa)KJaHaMm [0 JIOMAaIlHEMY aJpecy,
OTHPABJISAIOTCS 4YEpe3 IMOYTOBOE OTACIICHUE CBSA3M, KaK MPaBUIIO, 3aKa3HBIMU
MHUCbMaMHU.

4.14. JlokyMeHTBI, TiepemaBacMble MO0 KaHaiaMm (HaKCUMUIBHOU CBS3H,
PETUCTPUPYIOTCA B MOPAJIKE, YCTAHOBIEHHOM ISl HCXOIAIINX JOKYMEHTOB.

4.15. Ucxonsmue JOKYMEHThI, 0OpMJICHHbIE C HApPYyLIEHUEM TpeOOBaHUU
NHCTpyKIIMKM, K OTIPAaBKE HE MPUHUMAIOTCA M BO3BPAILAKOTCS WCIIOJHUTEISAM Ha
nopabotky. KoppecnoHaeHIusl HeclTy>)keOHOTro XapakTepa, B TOM YHCIIE JHYHas
KOPPECTIOHJEHIUS, K OTIPABKE HE TPUHUMAETCS.

4.16. Konuu UCXOIAIIMX JOKYMEHTOB IMOMEMIAIOTCA B €0 B COOTBETCTBUU

C HOMEHKJIATYpOou aes TeppuTopruaibHON KOMUACCHH.

5. OcobennocTH padoTHI ¢ OOpalIeHUSIMU TPAKAAH

5.1. Opranuzamusi paboThl € OOpaIIEHUSIMUA TPAKIAH OCYIIECTBISETCS
B COOTBETCTBUU C pa3eiioM 2 HacTosmeld MHCTpyKIuu ¢ y4eToM 0COOCHHOCTEH,
yKa3aHHBIX B JJAHHOM pa3jelie.

5.2. [lucemennbie  oOpamieHus  rpaxaaH (mamee —  oOpareHus),
NOCTYNUBIINE B  TeppUTOPHATBHYIO  KOMHCCHIO,  PETHUCTPUPYIOTCA  C
UCIIOJIb30BAHUEM  PETHUCTPAIlMOHHBIX (OpPM  OTACIBHO OT JPYTUX BHJIOB
JOKYMEHTOB HE IMO3JHEe TpeX IHEH ¢ MoMeHTa mocTymieHus. OOparieHus,
Kacaroluecs HapylIeHnd W30upaTeNbHBIX MpaB TpaKAaH B MEPHUOJ MOATOTOBKU
¥ TIPOBEICHUS BEIOOPOB U pedepeHayMOB, PETHCTPUPYIOTCS B JICHb MOCTYIUICHUS

B TeppuTopraibHyI0 KOMUCCHIO HJIM Ha CJICTYIOMNN paOodyuii JCHb.



5.3.1Ipu BCKpBITMM KOHBEPTOB IPOBEPSAETCS HAINYUE BCEX BIIOKECHUHU.
KouBepT 00s13aTeNbHO COXpaHsieTcs.

OOpamienus, conepkamue B aAPECHOM YacTh TOMETKY «JImdHOY,
paccMaTpuBaroTCs B 00ILEM MOPSAKE B COOTBETCTBUM ¢ HCTpyKIKEN.

[Ipu peructpanmuu  noBTOpHBIX  OOpamieHuii WM NPUCBAaWBAETCS
OUEpEIHON pEerucTpalMoOHHbII HOMEpP, B PETUCTpPAllMOHHOW (opme nenaercs
oTtMmeTKa «II0BTOpHOY.

Ecnu O6patenne nocTynusao OT KOJUIEKTHBA TpaXkJiaH, TO PU PErUCTpaluu
B PETUCTPALMOHHON (hopMe CTaBUTCS OTMETKA «KOJIIEKTUBHOEY.

5.4. PeructpalliOHHBI IITAMII, COCTOSIIIMA W3 MOPSAKOBOrO HOMEPA
oOpallleHusi U JaThl PEruCTpallid, CTaBUTCS, KaK MPaBUJIO, HAa TEPBOM JHCTE
OOpailieHus B MPaBOM BEPXHEM YIUIy WM Ha CBOOOJHOM OT TEKCTa MECTE.

Hymepanuss mnoctynuBmux OOpamieHuil OCyIIeCTBIsIETCS B Ipenenax
KaJIEHJAPHOI0 IroJ1a.

5.5. 3apeructpupoBannbie OOpallleHus paccMaTpUBAIOTCS MpeceaaTeaeM
TepputoprallbHOM KOMMCCUH, 3aT€M IIOCIE€ IIEPEHECEHHs] YyKa3aHus IO
UCIIOJIHEHHUIO JOKYMEHTA B PErUCTPALIMOHHBIE (DOPMBI MEPEIat0TCsI UCIIOJIHUTEISAM
110/, IOJIIHC.

5.6. OOpanieHusi, aJpecoBaHHblE WiI€HaM TeppUTOpPHANIBHOW KOMHUCCHH,
PETUCTPUPYIOTCA B YCTAHOBJIEHHOM IOPSIAKE, AOKJIAABIBAIOTCS MPEICENATEIIO
TepputopraqbHOM KOMMCCUHM, 3aT€M IIOCIE IIEPEHECEHHUs YyKa3aHus IO
UCIIOJIHEHHUIO JOKYMEHTA B PErUCTPALIMOHHBIE (DOPMBI MEPEAIOTCSI UCTIOJIHUTEISM
110/, IOJIHC.

OOparieHuss paccMaTpUBAIOTCSI B COOTBETCTBUM C  YKa3aHUSAMHU IIO
UCIIOJIHEHUIO JOKYMEHTA mpenacenaress TepputopuaabHOM KOMUCCHH B MOPSAKE,
YCTaHOBJIEHHOM 3aKOHOJAaTenbCTBOM Poccuiickon denepanuu.

5.7. OOpaienus, coaepxaiiie BOIMpoChl, pelieHue KOTOPbIX HE OTHOCUTCS
K KOMIETEHUUH TeppUTOPUAIIBHON KOMMCCUH, JOKJIAABIBAIOTCS MPEACEAATEIIO
TepputopralbHOM KOMHMCCUHM U IIO €0 YKAa3aHUIO 110 MCIOJHEHUIO JOKYMEHTA B

TCUCHUC CCMHU KaJICHAAPHBIX I[Heﬁ CO AHA PpEruCrpanvi HAIpPaBIAIOTCA C



COIIPOBOJIUTENIBHBIM MTMCHbMOM 3a €ro MOJANKCHI0 B COOTBETCTBYIOLIUNA OpraH WIIU
COOTBETCTBYIOIIEMY JOJKHOCTHOMY JIHMIy, K KOMIETEHIIMH KOTOPBIX OTHOCHUTCS
perieHne mocTaBiIeHHBIX B OOpallleHnyd BOIPOCOB, C YBEIOMJICHHEM Tpa)aaH,
HarnpaBuBiux OOpaienus, o nepeaapecanuun OOpanieHuil. B conpoBoauTenbHOM
MMCHME OTOBApUBACTCS MOPSOK HAIIPaBJICHUS 0TBeTa aBTopy OOparieHus.

Ecnn pemenue mnocraBieHHbIx B OOpamlieHUsIX BOINPOCOB OTHOCHUTCS K
KOMIIETEHIIMH HECKOJIBKMX T'OCYJIapCTBEHHBIX OPraHOB WIIA JOJKHOCTHBIX JIMII,
korus OOparieHus B T€YCHUE CEMU KaJlGHIApPHBIX JHEH CO JHS PErucTpanuu
HalpaBJIETCI B COOTBETCTBYIOIIME  OpraHbl WM  COOTBETCTBYHOLIUM
JOJKHOCTHBIM JIUIIAM.

5.8. 3ampemaercst  HampamJIATh Obparmienue Ha  pacCMOTPEHHE
B F'OCY/IapCTBEHHBIN OpraH, OpraH MECTHOT'O CaMOYTMPABJICHUS UIIN JTOJDKHOCTHOMY
JUIYy, pelieHne Wik JeWctBue (Oe3neicTBUE) KOTOPHIX —oOOKamyercs, 3a
HCKJIIOUCHUEM CJIyYaeB, YKa3aHHBIX B MyHKTE 6 cTtatbu 75 DenepanbHOro 3aKOHa
«O0 OCHOBHBIX TapaHTHSX W30UpPATENBLHBIX MpPaB M TMpaBa HA Y4YacTHUE B
pedepenayme rpaxknan Poccuiickoii @eneparum.

5.9. Ecniu B COOTBETCTBMHM C 3alpeTOM, yKa3aHHbBIM B Toapasjaene S5.8
NucTpykiuy, HEBO3MOXKHO HampaBuTh (OOpaiieHne Ha pPacCMOTPEHHE B
rOCYyJIapCTBEHHBIN OpraH, OpraH MECTHOT'O CaMOYIPaBJICHUS WU JIOHKHOCTHOMY
JIUILy, B KOMIETEHIIUIO KOTOPBIX BXOIUT pEIIeHHE MOCTaBJIeHHBIX B OOpalleHuu
BompocoB, OOpareHne BO3BpalIaeTCs TPaXIAaHUHY C Pa3bSICHEHHEM €ro IpaBa
00’KaJIoBaTh COOTBETCTBYIOIIEE pEIICHUE WM JCHCTBUE B YCTaHOBJIECHHOM
NOPSIZIKE B CY/JIE.

5.10. OGpaiienusi, TMOCTyNUBIINE B TepPpUTOPHAIBHYIO KOMUCCHIO,
paccMaTpuBalOTCd B CPOKH, YCTAaHOBIEHHbIE moapasgenamMu 9.5 u 9.6
HNucTpykum.

B nepuon moAaroroBku W MpoBeAEHHUsS BBIOOPOB U pedepeHIyMOB CPOKHU
paccmotrpenuss  OOpaiieHud  yCTaHABIMBAIOTCS B COOTBETCTBUU  C

3aK0HOIaTeLCTBOM Poccuiickoit denepaiiuu o BHIOOpax U pedepeHmymax.



Ecin  HeoOxomumMo  mpojyiMTh  Cpok  paccmorpeHuss  OOpaiieHus,
VCITOJIHUTEIb HE MO3/IHEE YEM 32 TPH JHS A0 UCTEUEHUS CPOKA MOATOTOBKU OTBETA
NPEACTABIIET HAa UMs mpencenarens TeppuTopuasbHON KOMHCCUU JOKIATHYIO
3alUCKYy C OOBACHEHUEM, 10 KakOil IpUYMHE HEBO3MOXKHO JaTb OTBET B
YCTAHOBJICHHBIA CPOK. MakCHUMaJIbHOE MNPOJJIEHUE CPOKA PACCMOTPEHUS
O6pamienus cocrapiisgeT 30 KaJIeHIapHBIX THEH.

3asiBUTEIIIO HAPABISAETCS YBEAOMIIEHHE O MPOIJIEHUHN CPOKA paCCMOTPEHUS
ero OOpaiieHus.

OOparieHusi, Ha KOTOPbIE JAIOTCSI IPOMEKYTOUYHBIE OTBETHI, C KOHTPOJIS HE
CHUMAIOTCH.

5.11.B  cnyuae mnocrymueHuss B TeppuUTOpHaIbHYyr0O KOMHUCCHIO B
YCTaHOBJICHHOM MOPSJKE 3arpoca ToCyAapCTBEHHOTO OpraHa, OpraHa MECTHOIO
CaMOYIPAaBJICHUSI WM JOJDKHOCTHOTO JiMIA, paccMaTpuBaromux OOparieHue,
JOKYMEHTbl W MaTepuaibl, HeoOXoaumble s paccmorpeHus OOpaieHus,
MPEJICTABISAIOTCS B T€UCHHUE |5 KalleHIapHBIX THEH.

5.12. OtBet Ha OOparienue, B KOTOPOM HE yKa3aHbl (paMUITus rpakJaHUHA
U €ro IOYTOBBIA agpec WM aAPEC AIEKTPOHHOM IOYTHI, 110 KOTOPOMY AOJDKEH
ObITh HallpaBIeH OTBET, He gaerca. Takoe OOpalleHue CHHCHIBAETCS B JIEIIO
npenceaarenem TeppuropuanebHoil komuccuu. B ciywae ecnu B OOpamieHun
COJIEp)KaTCsl CBEJICHUS O IMOATOTAaBIMBAEMOM, COBEPIIAEMOM HJIM COBEPLICHHOM
IPOTUBOIIPABHOM J€SHUM, a TakXke O JIMLIE, €ro IOATrOTaBIMBAIOILIEM,
COBEpLIAIOIIEM WM COBEpIIMBIIEM, OOpallleHHue IOAJIEKHUT HAMPABICHUIO B
rOCyJapCTBEHHBI OpPraH B COOTBETCTBUU C €T0 KOMIIETEHLUEH.

Eciu tekct OOpaienusi He TIOIAETCSl MPOYTEHHIO, OTBeT Ha OOparieHue
HE JaeTcsi M OHO HE TOJJIEKUT HANpaBICHUI0 HA pPACCMOTPEHUE B
rOCYJapCTBEHHBI OpraH, OpraH MECTHOI'O CaMOYIIPABJIEHUS WM JTOJXKHOCTHOMY
JMIYy B COOTBETCTBUU C UX KOMIIETEHIIUEH, O YEM B TEUEHUE CEMM KaJCHIApHBIX
nHel co nHd peructpanuu OOpamieHus: cooOIaeTcs rpakIaHuHy, HalpaBUBIIEMY

OoOpaienue (eciu ero GpamMuIHs ¥ MOYTOBBIN aPeC MOAAIOTCS TPOUTEHUIO).



5.13. O0Opaiienusi, B  KOTOPBIX  COJEpKATCA  HEIEH3ypHbIE  JMOO
OCKOpOUTENbHBIE BBIPAXKEHHS, YIPO3bl JKU3HHU, 3J0POBBI0O M HMMYIIECTBY
JOJDKHOCTHOTO JIMIA, @ TaKKE€ WICHOB €ro CEeMbH, OCTaloTci 0e3 OTBeTa IO
CYIIECTBY TIIOCTaBJIEHHbIX B HEM BONPOCOB, a 3asBUTEISAM COOOIIAeTCs
0 HEJIOMYCTUMOCTH 3J710yNOTPEOICHHS TPABOM.

5.14. Obpaiienre, B KOTOPOM OOXKaJIyeTcs CyJeOHOE pEIICHHE, B TCUCHHUE
CEMH KaJEHIApPHBIX JOHEW CO JHA PEruCTpaldd BO3BpAILACTCS TPaKIAHUHY,
HaIlpaBUBILIEMY OOpalllEeHHEe, C Pa3bsCHEHWEM NOpAIKa O00KajJoBaHUS JTaHHOIO
CyJ1€OHOTO pEeIICHHUS.

5.15. Ecnu B OOGpallieHuu COJAEP>KUTCS BONPOC, Ha KOTOPBINA Tpa)JIaHUHY
HEOJITHOKPATHO (1Ba pa3a M OoJiee) JaBaluCh MUChbMEHHBIE OTBETHI MO CYIIECTBY B
CBS3M C paHee HarpaBieHHbIMH OOpaieHusiMu, U 1npu 3ToM B OOpaiieHuu He
IPUBOJATCS HOBBIE JOBOJABI M OOCTOATEIBCTBA, TO IMEpENHCKa IO JIaHHOMY
BOIIPOCY C IPaXJAHUHOM IPEKPAIIAETCS, O YEM €MY HANPABIISAETCSA YBEIOMIICHHUE.

5.16. JInuHblil mpueM Tpak[aH BeAeTcsd npenacenareiaemM TeppUTopruanbHON
KOMHCCHH.

Nudopmanms o mnopsake mnpueMa  TpakgaH — pa3Meniaercss  Ha
WH()OPMAITMOHHOM CTEHJIE U O(UIIUATEHOM caiiTe TeppuTopraibHOW KOMUCCHU B
MH(OPMAIMOHHO-TEJIEKOMMYHHUKAIIMOHHOM ceTH VHTepHeT.

I[lpy  guyHOM  TpueMe  TpaXJaHUH  TPEAbSABIACT  JTOKYMEHT,
YAOCTOBEPSIIOLINMI €r0 JINYHOCTb.

Benenne nu4yHOro mnpueMa rpakJaH MOXKET CONPOBOXKIATHCS ayauo- U
BHJIC03AITHCHIO, O YEM T'PAXKAAHE YBEIOMIISIIOTCA IO Hadajaa npuemMa.

5.17. Bo Bpemsi mpueMa TpakJlaH BeEIETCS JXKypHal yd4eTa, B KOTOpPBII
BHOCSATCA JAaHHBIE O TpaXIaHMHE, KPaTKOE COAepKaHue OOpallleHus, pe3yJbTar
€r0 PACCMOTPEHUS, a TAKKe JOHKHOCTh U (DaMIIIUS JTUTIA, TIPOBOISIIIETO TIPUEM.

Ecoiu  wusnoxenuele B ycTHoM OOpaimienuu  ¢GakThl He  TpeOYyrOT
JIOTIOJTHUTENBHOU MPOBEpKHU, OTBET HAa OOpallieHne ¢ corjaacusi rpakJaHuHa MOXKET

OBITH JaH YCTHO B XOAC JIMYHOI'O IMpHEMA, O YCM JACJIACTCA 3allMCbhb B JKYpHAaJIC



ydyera. B ocTanbHbIX ciydasX Jgaercs NHUCbMEHHBIM OTBET MO CYILIECTBY
noCTaBJIeHHBIX B OOpaleHnn BOIIPOCOB.

B xone nmuuHOro npuema rpakJJaHuHy MOXKET ObITh OTKa3aHO B JajbHEMIeM
paccMOTpeHMH OOpallleHusl, €cllM €My paHee ObUl JaH OTBET IO CYIIECTBY
noctaBiieHHbIX B OOpalleHny BOIpPOCOB.

B ciydae rpy0oro, arpecCUBHOrO MOBEIECHUS I'Pa)JaHWHA MPUEM MOKET
ObITh NpekpatlieH. [Ipn HeoOX0UMMOCTH MOKET OBbITh BBI3BAH COTPYAHHUK OXPaHBbI.
WNudopmarius o moBeACHUN IpakAaHUHA OTPAXKAETCA B KypHAJIE yueTa.

5.18. Ilepenannble Ha  mpueme  OOpalleHUs  PErUCTPUPYIOTCA  C
UCIIOJIb30BAaHUEM PErHCTPAIlMOHHBIX (OPM M PACCMAaTPUBAIOTCS B MOPAJIKE,

YCTAHOBJICHHOM HACTOAIIUM PA3ACIIOM.

6. Oco0enHOCTH PadOTHI C JOKYMEHTAMHU, COAEPKAIIUMHU CJIYKeOHYI0
HH(OPMALHIO OTPAHNYEHHOI'0 PACIIPOCTPAHEHUS (B TOM YHCJIE CBeIeHUs 00
n30MpaTessx, yY4acTHUKaX pedepeHaymMa, 00palialoIuMHCH B paMKax
¢pynkunonupoBanus I'ocyaiapcTBeHHOH CHCTEMbI perucTpanmu (yuera)

u3duparesieid, yaacTHukoB pedepenayma B Poccuiickoit @enepanun)

6.1. OcoOeHHOCTH paboOThl C JOKYMEHTaMH, COJEpPKALIMMH CIIyKEOHYIO
MH(POPMAILMIO OTPAHUYEHHOTO PaCIpOCTPAaHEHUSI.

6.1.1. K cayxeOHoil uH(pOpMalMu OTPaHUUYEHHOTO PACIPOCTPAHEHHUS
OTHOCHUTCSI HECEKpeTHass HMHQOpMalus, HE3aBUCUMO OT BHJA €€ HOCHUTE,
OTrpaHUYEHUS Ha pacrnpocTpaHeHHe KOTOpOi YCTaHABIIMBAIOTCSA
3aKoHOJATeNbCTBOM Poccuiickoilt Pepepannn, pelmieHussMH (TIOCTAHOBIICHUSMH)
BBIILIECTOSIIIIUX U30UPATENIbHBIX KOMUCCHIA.

6.1.2. HeobxonumocTh  mpocTaBieHuss nomeTtkun «/ns  ciyxeOHOTO
nonbp3oBaHus» (nanee — «/ICII») Ha OOKyMEHTax M M3JaHMSX, COJEpKaLIUX
ClIy’)keOHYy!0 HMH(OPMAIMI0 OTPAHUYCHHOTO PACHPOCTPAHEHHUs, ONpeaessieTcs
npenceaareneM  TeppuTopuaibHOM ~ KOMHCCHM,  THOJNUCHIBAIOIIMM WU

YTBCPXKAAOIIUM JOKYMCHT.



JIOMKHOCTHBIE JIMIlA, TMPUHSBILME pEIIeHHE 00 OTHECEHUHU CIIyKeOHOM
uH(OPMAITUHU K pa3psly OrPaHUYEHHOTO PACIIPOCTPAHCHHUSI, HECYT TIEPCOHATBHYIO
OTBETCTBEHHOCTH 32 000CHOBAHHOCTh IIPUHSITOTO PEIICHUSI.

6.1.3. [Tometka «JICII» u HOMEp SK3EMIUIApa MPOCTABIISIOTCS B MPABOM
BEPXHEM YyTIIy TIEPBOM CTPAHMIIBI TOKYMEHTa (B CiIydyae HEOOXOAMMOCTH — M €ro
IPOEKTA), colepKaliero  ciuykeOHyro  uH(OpManui0  OrpaHUYEHHOTO
pacnpocTpaHeHus, Ha O0JI0KKE U TUTYJIBHOM JIMCTE U3JaHUS, a TAKXKE Ha MEPBOU
CTpaHULIE COMPOBOAUTEIBHOIO MUChMA K TAKUM JIOKYMEHTaM.

6.1.4. Pabota ¢ AOKyMEHTaMH, COJEpKAIUMU CIyKeOHYI0 HHGOPMAIIUIO
OTPAaHUYEHHOTO PACIpPOCTPAHEHUs, B TOM YHUCJE UX MPHUEM, y4eT (perucrpanus),
OCYILIECTBIISIETCA B TOPSIAKE, YCTAHOBJIEHHOM JJISI HECEKPETHBIX JOKYMEHTOB, C
y4EeTOM OCOOEHHOCTEH, W3JIOKEHHBIX B HacrosileM pazjaene. I[lpu sTtom K
pPETUCTPAllMOHHOMY HOMEPY TIOKyMeHTa ao00aBisieTcst mometka «J{CIDy».

6.1.5. lokymentsl ¢ mometkoit «JICID» peructpupyrorcs (yUHUTHIBAIOTCS)
BMECTE C JIPYTMMHU HECEKPETHBIMU JOKYMEHTaMH. B peructpaliiOHHOW KapTOYKe
JTOKyMEHTa npou3BoauTcs 3anuch «[CID».

6.1.6. CkanupoBaHue, KONHpPOBaHUE (TUPAKUPOBAHUE) JIOKYMEHTOB C
noMetkoil «JICID», mpoM3BOIUTCS HUCHOIHUTENEM JTOKYMEHTa C MHUChbMEHHOIO
paspeumieHuss  npeacenarenas  TeppUTOpUATIbHOM  KOMHUCCHHM, TPU  OTOM
OCYILIECTBIISIETCS YUET KaXKI0TO IK3EMILISIpa YKa3aHHBIX JOKYMEHTOB.

6.1.7. Jokymentst ¢  nometkod  «JCII»  mepematorcst  wieHam
TepputopualbHOM  KOMHUCCHUM U TPAXKIAHCKUM  CIIyXKalldM  arrnapara
TeppuropruaibHOM KOMUCCHU TIOJ TIOATHUC.

6.1.8. Jokymentsl ¢ mometkoil «JICID» HampaBisitoTCst B Apyrue OpraHbl U
OpraHu3allud opraHamu QeaepaibHON  (Penbaberepckol  CBsI3M, CIyXO0M
CHEIUAIbHOM CBSI3M JIMOO HApOYHBIM. 3ampeliaeTcs mepeaBaTh TOKYMEHTHI C
nomeTkor «JICID» Mo He3alMIIEHHBIM KaHajdaM KOMIIbIOTEPHO-MOJAEMHOU H
(hakCUMMIIBHOM CBSI3H.

Joxymentsl ¢ momerkoil «JICII» pacchuiatoTcsi HECKOJIBKUM ajpecaTaM

COrilaCHO CIHIHCKY pacCCblUIKM, B KOTOPOM HAIIPOTHUB KaXIOI0 aapecara



MIPOCTABIISIETCS. HOMEP DK3EMILIAPA OTIPABIAEMOTO JOKyMeHTa. CIHCOK PacChUIKU
NOJNKCHIBAETCS UCIIOTHUTENEM U NpeAceaareneM TeppuToprualbHON KOMUCCHU.

6.1.9. Mcnonnennsie 1okyMeHThI ¢ nomeTkoil «/ICID» dhopmupyrores B aena
B COOTBETCTBUU C HOMEHKJIATYpoil esl. B mpaBoMm BepxHeM yrily OOJIOKKH Jiefia, B
KOTOPOE MOMEILEHBI TAKUE JOKYMEHTHI, ITpocTaBiigeTcs noMmerka «JCID».

6.1.10. Hoxymentsl ¢ nometrkod «JICID» XpaHSTCS B 3aKpbIBAOIIMXCS
mkadax.

6.1.11. YHuuroxxeHue nen, JOKyMEHTOB M M3JaHui ¢ nomeTkod «/CID»,
YTPaTUBIINX CBOE MPAKTUYECKOE 3HAYCHHUE M HE UMEIOUIUMX HCTOPUYECKON H
HAYYHOM LIEHHOCTH, IPOU3BOAUTCS MO aKTy YCTAaHOBJIEHHON (POPMBI C yKa3aHHEM
HOMEPOB 3K3eMIUIsApoB (mpuiokerne Ne 13). B yuerHeix Qopmax penaercs
OTMETKa 00 YHUUTOXEHUHU CO CCHUIKOM Ha COOTBETCTBYIOIIUM aKT.

6.1.12. Pemenne o cHsatum nometrku «CII» ¢ nokyMeHTa npuHHMAET
JOJKHOCTHOE JIMLO, TOANMCABILIEE WA YTBEPAUBIIEE TOKYMEHT.

Custue nometku «JICID» ¢ npucianHoro B TeppuTopHaibHyI0O KOMHUCCHUIO
JIOKYMEHTa MOXET ObITh MMPOU3BEICHO TOJBKO 10 COTJIACOBAHUIO C OpraHU3aluei,
HalpaBUBLIEH JOKYMEHT.

Cusatue nometkn «JICII» ¢ mokyMeHTa MpOM3BOAUTCS OTBETCTBEHHBIM 32
BEJICHWE  JICJIONPOM3BOJACTBA HAa  OCHOBAaHMM  IUCBMEHHOIO  yKa3aHUs
JOJKHOCTHOTO JIMIA, PUHSBIIEro Takoe pemeHue. [Ipu casatnn nomerku «ACID»
Ha JOKYMEHTax M JeJlaX, a TakK€ B PETUCTPALMOHHON KapTOYKE JEIaroTCs
COOTBETCTBYIOIIME OTMETKH.

O cuatun nometku «JCII» yBegomiaroTcsi Bce anpecaTsl, KOTOPBIM
JIOKYMEHT HampaBJisijics, MO0 OpraHu3alys, ero HalpaByUBILas.

6.1.13. B ciaywae yrtparbl nAen, JOKYMEHTOB WM M3JIaHUKM C TOMETKOU
«JICIl» nmbo pasrimamieHus coaepxkamieiicss B HUX WHGOpPMAIMU Ha3HAYAETCS
ciyeOHasi MpOBEpKa, O pe3yJibTaTax KOTOPOW JOKIAJbIBAETCS MpPECeqaTeNto
TeppuroprualibHOM KOMUCCHUMU.

O6 ytpare nmen u gokymeHToB ¢ mometkoit «JICID» cocraBisercs akT, Ha

OCHOBAHHMH KOTOPOTO JIETAI0TCA COOTBETCTBYIOUIME OTMETKH B YUYETHBIX (popmax.



6.2. Pabota ¢ JOKyMEHTaMH, COJEpKalllUMH CBEICHHS 00 H30upaTrensx,
ydacTHUKax pedepeHayma, oOpallaloMMUCi B paMKax (QYHKIIMOHUPOBAHUS
lNocynapcTBeHHOM CHCTEMBI peructpanuu (ydera) wuszdupareneid, y4aCTHHUKOB
pedepenayma B Poccuiickoit deneparuu.

6.2.1. K nokymeHTaM, coJiepKalluM CBEJCHHs 00 n30upartensix, ydacTHUKaxX
pedepenayma, oOpaniaronumucs B paMKax (GYHKIMOHUPOBAHUS
['ocynapcTBeHHOM cHUCTeMBI peructpairuu (ydera) wusz0Ouparesied, y4yaCTHUKOB
pedepenayma B Poccuiickoit denepanun, OTHOCATCS TOKYMEHTHI, TIOCTYIIAIOIINE
B TeppuTOpuanpbHyt0 KOMHCCHIO OT MCIIOJHUTEIBHBIX OPraHOB rOCYyAapCTBEHHOU
Biaactu Cankt-IlerepOypra, TeppUTOpPHATBHBIX OPraHOB (perepasbHBIX OpPraHOB
UCIIOHUTENbHOM BiacTu, LleHTpanbHoil u3bupaTenbHON KoMuccuu Poccuiickoit
®enepanuu, PI'KY «Denepanbubiii eHTp MHpopmaTuzanuu npu LlenTpanbsHoi
u3buparenbHoii komuccuu Poccuiickoit ®denepaunn», Cankr-lIletepOyprekoit
n30UpaTebHOM  KOMHUCCHUU, H30UpATEeNIbHBIX KOMHUCCHM  BHYTPUTOPOJCKHX
MyHULUTIATBHBIX oOpa3oBaHHMii Cankrt-IlerepOypra, CUCTEMHBIX
aIMUHUCTPATOPOB KOMIUJIEKCOB CpPEICTB aBTOMaTH3alUWHd ['oCylapCTBEHHOMN
aBTOMAaTU3UpPOBaHHOU cuctembl Poccuiickoit denepannu «Bwuibope» (manee —
UCTOYHUKM  HMHQOpPMAIMH),  HampaBiseMble  M30MpaTeIbHOM  KOMHCCHEH
UCTOYHUKAM uWH(}OpManuu, a Takxke JAOKYMEHTBI, IEpecChbUIaeMble MEXIY
KOMILJIEKCAMH ~ CPEJCTB aBTOMATH3AllMM TEPPUTOPUATIBHBIX  H30MpaTEIbHBIX
komuccuii B Cankt-Ilerepoypre (manee — KCA THK), Canxt-IletepOyprckoit
uzouparenbHoii  komuccued (mamee — KCA HKCP®) wu IentpanbHoi
n3bupatenpHoi komuccueit Poccuiickoit @enepanunu (nanee — KCA UK Poccun)
B paMKax peanu3auuy Lened U 3a1ad ['ocyJapCTBEHHOW CUCTEMbl PETHCTPALUU
(yueta) uzbuparesneit, yaacTHUKoB pedepenayma B Poccuiickoii ®enepanuu.

JIOKyMEHTBI MOTYT OQOpPMISATbCSI Kak Ha OyMaXHbIX, TaKk U Ha
MalIMHOYHUTAEMbIX HOCUTENSX.

6.2.2. PaboTa ¢ IOKyMEHTaMH, COJEpKallUMU CBeJEeHUsI 00 M30Mpartessx,
ydyacTHUKax pedepeHayMa, JOJDKHA OCYIIECTBISATBCA C  YYETOM  HOPM

®enepanbHoro 3akoHa ot 27 uwonsg 2006 roga Ne 152-03 «O nepcoHAIbHBIX



NaHHBIX», [lonoxeHuss 00 0COOEHHOCTSIX OOpPabOTKH NEPCOHANBHBIX JAHHBIX,
OCYIIECTBIISIEMON 0€3 MCIOJIb30BaHUS CPEACTB aBTOMATHU3AIUHU, YTBEPIKICHHOTO
MOCTAHOBJICHUEM [IpaBurenbcTBa Poccuiickoi Oenepanyun
oT 15 centsa6ps 2008 roma Ne 687, Ilonoxxkenuss o ['ocynapcTBEeHHOM cuCTEMeE
peructpanuu (ydera) m30uparteneid, y4acTHHKOB pedepeHmyma B Poccuiickoi
Oenepauuu, YTBEPKIECHHOTO MMOCTAHOBJICHUEM MK Poccun
oT 6 Hos0ps 1997 roma Ne 134/973-11, PernamenTa MCHOJIb30BaHMS TOICHCTEMBI
«Peructp  m3bmpareneii, ydacTHUKOB pedepenmyma»  ['ocymapcTBeHHOM
aBTOMaTU3UpOBaHHOW  cuctembl  Poccuiickoit ~ ®Denepanuu  «Bwuibopsi»,
yTBepxkaeHHoro mnocraHoBiaenueM LMK Poccunm ot 26 wmapra 2014 rona
Ne 223/1437-6, llonoxkenuss 06 obecnedueHun Oe30mMacHOCTH HWHGOpPMALUU B
l'ocynapctBeHHOM aBTOMAaTtu3upoBaHHOW cucrteme Poccuiickon ®denepanuu
«Bw160ope», yTBepknenHoro mnocraHoBieHueM LUK Poccuu ot 23 urons 2003
roga 19/137-4.

6.2.3. JlokyMeHTbI, coaep Kalife CBEeACHUs 00 H30MpaTeNsX, y4acTHUKAX
pedepeHayMa T0JDKHBI 00pabaThiBaThCS B peKUME KOH(DHUICHIIMATEHOCTH.

6.2.4. Peructpaiuio U XpaHeHHE JTOKYMEHTOB, COJEp)KAIllMX CBEJICHHUS 00
n30upartensix, ydJacTHUKax pedepeHayMa, TMOCTYyHalolmMX OT HCTOYHUKOB
uH(OpMAIMM M HaIpaBISIEMbIX UM, OCYIIECTBIISIIOT TpakIaHCKUE CIyKalllue
arnmapara TepputopraaibHON KOMUCCHH.

6.2.5. CMcoKk  JIALl, YHOOJHOMOYEHHBIX IOJy4aTb OT HCTOYHHKOB
uHpopMaluu M TepelaBaTh WM JOKYMEHTBI, COJEp)Kalllue CBeIeHUs 00
n30upaTeNsiX, y9acTHUKaxX pedepeHayma, yTBepKIaaeTcsl IPUKA30M MpeceaaTens

TeppuroprualibHON KOMUCCHH.

6.2.6. [lonyyuB OT UCTOYHMKA MHPOPMALIMK AOKYMEHT Ha OyMaKHOM JHOO
MAalIMHOYUTAEMOM HOCHTENIe, COJAEpXKalluid cBeleHus o0 u30upaTensx,
y4acTHHKaxX pedepeHayma, COTpYIHUK amnmapara TeppUTOpUanbHOW KOMMCCHH,
OTBEYAIOIINM 32 JEIONPOU3BOACTBO, MpOocTaBisieT NOMETKY «JICID»:

Ha OyMa)XHOM HOCHUTENE - B IIPaBOM BEPXHEM YIJIy MEPBOW CTPaHUIIbI

JOKYMEHTA,



HAa MAallMHOYMTAEMOM HOCUTEIE - B IIPaBOM BEpXHEW  4YacTH

MalTuHOYUTAEMOT0 HOCUTENSI HH(POPMATIHH.

ITometka «JICI» mpocraBisiercs Takke Ha TEPBOM  CTpaHUIIE
CONPOBOAUTENIBHOIO MHChMA K JOKYMEHTAaM, COJEpXKalllUM CBEACHUS 00
n30upaTensix, yaacTHUKaX pedepeHayma.

6.2.7. Bce OKyMeHTBI, coJep)Kalide cBeaeHuss o0 u3buparensx,
y4YacTHHKaxX pedepeHayma, M COMPOBOAMTENbHBIE NUChbMa K HUM TpH HX
MOJIydeHUH MO0  OTHpaBKE  PErUCTPUPYIOTCS  COTPYIHUKOM  ammapara
TeppuToprallbHOM KOMHMCCUH, OTBEYAIOIINM 324 JEJONPOU3BOACTBO B OTIAEIBHOM
XKypHajie 10 (opme, YCTaHOBIEHHOW COOTBETCTBYIOIIMM IIPABOBBIM aKTOM
TepputoprnanbHOol KoMuccuM. IIpm 3TOM K PErMCTPAlMOHHOMY HWHIEKCY
JTOoKyMeHTa jo0aBisercs nomerka «JICIDy».

6.2.8. ConpoBOAUTENbHBIE MUChMA K MAIIMHOYUTAEMBIM HOCHUTEISM,
coliepKalliM H3MEHEHHsI pPEerHOHANbHBIX (parMeHToB Perucrpa uzbupartenei,
YYaCTHUKOB pedepeHayMa pErucTpUPYIOTCS OTBETCTBEHHBIM 32 BEJICHUE
JeNonpou3BoAcTBa B TeppuropuanbHon  komuccuu. [lpy  3TOM  Ha
CONPOBOJIUTEIIBHOM TIMCbME M MAIIMHOYUTAEMOM HOCHUTENIE MPOCTABIISIETCS
nomeTka «{CID».

MaiHounTaeMble HOCUTENM, COJACpKAIllUEe WM3MEHEHUS PEruoHaIbHBIX
(dbparmMeHToB Perucrtpa u30uparenei, YYaCTHUKOB pedepenayma,
COIIPOBOJIUTENIbHBIE MUChMA K HUM JIOCTaBIISIIOTCS B TeppUTOPHUATIBHYIO KOMHUCCHIO
MOCPEJICTBOM 3aIUIIIEHHBIX cepTUUIIMPOBAHHBIMU CpeacTBaMU
Kpunrorpa@uueckod  3amUThl  TEJICKOMMYHHUKAIMOHHBIX  kKaHamoB  ['AC
«Bp160pBIY, Opranamu GeaepanbHoi GenbIberepCKoi CBA3H JIN00 HAPOUHBIM.

6.2.9. JIOKyMeHThI, COJAEpKaIllUe€ CBEICHHUS 00 H30MpaTeNsX, y4acTHUKaX
pedepenayma, Ha OYMa)KHBIX JIMOO MAITMHOYMTAEMBIX HOCHUTEINSAX XPAHITCS B
ceiipax WM B HAACKHO 3alMpaeMbIX M OIEyaThbIBaeMbIX IKadax (sumkax,

XpaHWIMIIAX).



[To ucreueHnn cpoka XpaHEHUsI U PACCMOTPEHUS HA IKCIIEPTHOW KOMHUCCUU
TepputopralibHOM KOMHUCCHUM YKa3aHHbBIE JOKYMEHTHl YHHUUTOXAIOTCS MO aKTy
(mpunoxxenne Ne 13).

6.2.10. [IokyMeHTBI, coaepKallie CBEeJACHUS 00 M30MpaTeNsiX, Y4aCTHUKAX
pedepeHayma, TEPETarOTCsS COTPYAHHKAM TeppUTOpPHATIBHON KOMHUCCHUU TIOJ
MOAIUCH.

Ilepemaua JAOKYMEHTOB, COJIEpXKAllUX CBEJACHUA 00 H30Mparesx,
ydacTHUKax pedepeHayma, OT OJHOTO pabOTHUKA JPYroMy OCYIIECTBISIETCS C
pa3pelieHuss Inpenacenarens TeppUTOpUAIbHOM KOMHUCCHM WM JIMLA, €ro
3aMEILAIOIIETO.

JIOKYMEHTBI, CoJepKallie CcBeAeHUus 00 u30upaTensx, y4JacTHHKax
pedepenayma, TUPWKHUPYIOTCA C TMHCHBbMEHHOTO pa3pelieHusi MpeceaaTes
TeppuTopHaIbHOM KOMUCCHM WM JIMIA, €70 3aMEIIAIOIIET0. YYeT TUPAKUPYEMBIX
JIOKYMEHTOB OCYLIECTBISETCS ModK3eMIusipHo. Ha obGopore mocienHero nmcra
Ka)XJIOr0 3K3eMIUISIpa MCHOJIHUTENb JIOJHKEH YKa3aTh KOJIMYECTBO OTIIEYATAHHBIX
AK3EMIUISIPOB, CBOIO (DAMUIIMIO M 1aTy TUPAKUPOBAHUS JOKYMEHTOB.

6.2.11.O0 dakrax yTpaThl JAOKYMEHTOB, COJIEpXKalluX CBEJACHUS 00
n30upaTensix, ydacTHUKaxX pedepeHayma, Ju00 pasriialieHus COepKaleincs B
HUX HH(OpMalMM CTaBUTCA B M3BECTHOCTh IpelicenaTenb | eppUTOpHaibHON
KOMUCCUM WM JIMIO, €ro 3amemiatomiee. Ilpencenarens wiM JULO, €ro
3aMeniaroniee, Ha3HauaeT KOMHCCHIO Ul PaccieoBaHUsl OOCTOSATENbCTB yTPAThl
WIM pasrjameHus. Pe3ynbTaTsl TPOBEPKH JIOKJIAIBIBAIOTCA MPEACENATEINIO
TeppuropruaiibHOM KOMUCCHM WM JIMLY, €r0 3aMENAIOIIEMY .

7. IlloaroroBka, ogopmiieHHe, BBIMYCK, Y4€T JOKYMEHTOB, PACCMATPHUBAaEMbIX

Ha 3acegaHusx TeppuTopuaibHO KOMUCCHU

7.1. @opmupoBanue NMPOEKTAa MOBECTKHU AHSA 3aceqaHus
TeppuropuajbHOil KOMHCCHUH.
7.1.1. IIpoekT mMOBECTKH JHSA 3acelaHusi [eppuTOpUaIbHON KOMHUCCUU

dbopmupyeTcsi mnpencenareneM (cekperapeM) TeppuUTOpUATIbHOM KOMUCCHH B



CPOKH, YCTAaHOBJICHHBIC pEIIaMEHTOM TeppUTOpUaIbHOM KOMUCCUM, Ha
OCHOBaHUU IJIAHOB paboThI U perieHuid TeppuropruaabHOW KOMHUCCUH, TOPYUSHUN
npeacenarens TeppuTopuaabHON KOMUCCHM, ITOCTYIIMBIINX JOKYMEHTOB U, IOCIIE
COIIacOBaHUsA C MmpenacenaresieM TeppUTOpUAIbHOM KOMHUCCHH, IOIINHUCHIBACTCS
cekperapem TeppuTopranbHON KOMUCCHUH.

7.1.2. YUnensl TeppuTopualibHOM KOMHUCCHM BIpPaBE MPEIJIOKUThH BHECTH B
IIPOCKT IIOBECTKU JHA 3aceIaHus BOIPOCHI, B TOM YUCIE, HE IIPELYCMOTPEHHBIE
IIaHaMd paboThl W pelIeHUusIMUA TeppUTOPHAIbHON KOMHCCHM, TpPH YCJIOBHUHU
HaJIUYus MOArOTOBIIEHHBIX 110 3TOMY BOIIPOCY JOKYMEHTOB.

JIaHHBIE BONIPOCHI BKJIIOYAKOTCS B IIPOEKT IMOBECTKU [JHSA 3acelaHus
TeppuTopHalibHONl KOMHCCHU TPU TMHCbMEHHOM OOpamieHuu (B TOM 4YHUCIe
HaIPaBJIEHHOTO MO CPEACTBAM 3JEKTPOHHOW MOYTHI) ujieHa TeppuTopuanbHOU
KOMMCCHUU I10 MHHUIIMATUBE KOTOPOI'0 BONPOC BBIHOCUTCS HAa 3acCeJaHue, HAa UMS
npeacenarens TeppuTopuaibHO KOMHUCCUU, B KOTOPOM YKa3bIBACTCSA Ha3BaHUE
BOIIpOCa, AOKJIAAYMK M JaTa Iepeladd IOArOTOBJIEHHOIO IIPOEKTA PELICHHS B
COOTBETCTBUM C MYHKTOM 7.2 VHCTpyKIMHM W MAaTe€puajoB K HEMY CEKpETapro
TeppuroprualibHOM KOMUCCHMU.

7.1.3. CornacoBanHblii ¢ mpejaceaareneM TeppuUTOpUATBLHON KOMHUCCHU U
MOAIUCAHHBIA CeKperapeM TeppuTopuaibHOM KOMUCCUM IPOEKT IOBECTKU JHS
3acenanusl TeppUTOPHAIBHON KOMHUCCHM TUPAKHUPYETCS I PACCBUIKA YJIEHAM
TepputopuaibHOM KOMHUCCHH.

[IpoekT moBecTKU IHS 3acelaHus M30MpaTeIbHOM KOMHUCCUU pPa3MEIIaeTcs
Ha odumuasibHOM caiiTe u30MpaTenTbHONM KOMHCCMM B  HH(OPMAIMOHHO-
TEJIEKOMMYHUKAMOHHOMN ceTu VIHTepHeT.

7.2. lloaroroBKa AOKYMEHTOB II0 BOIPOCAaM, BKJIYEHHBIM B IPOEKT
MOBECTKH JHA 3acefaHusi TeppuTopHaIbLHOM KOMHUCCHH.

7.2.1. JIOKyMEHTBI IO BOMNPOCAM, BKJIIOYEHHBIM B TPOEKT IMOBECTKH JHS
3aceaHus TeppuTOpUaIbHONM KOMHUCCUM, FOTOBATCS 4Wi€HaMHU TeppUTOpHaIbHOU

KOMHUCCHUH, 3a KOTOPbBIMHU 3aKpPCIIJICHBL COOTBCTCTBYIOIIIHC HallpaBJICHUA



JESTEIbHOCTH, C IPUBJICYEHUEM, B ClTydyae HEOOXOAUMOCTH, paOOTHUKOB ammapara
TeppuToprabHOM KOMUCCHH U IPYTHUX CIIELIUATUCTOB.

7.2.2. IlpeacraBisieMple K PaCCMOTPEHUIO JOKYMEHTHI JOJDKHBI BKIIFOYATh
03arjaBjCHHbIA NPOEKT PEIICHUS C NPHUOOIIEHHBIMM K HEMY IOJJIMHHUKAMU
JOKYMEHTOB, TIOCIY>)KUBIIMX OCHOBAaHHMEM I PAacCMOTPEHHs BOIpoca Ha
3acefaHuu TeppUTOpHATBHOM KOMMCCHUH, JIMOO MPOEKT NMUChbMA, IMOIJIEHKAIIETO
COIJIACOBAHUIO Ha  3acelJaHuu TeppuropuasnibHOM KOMUCCHH, pu
HEOOXOJMMOCTH — MOSICHUTENbHYIO 3aITUCKY 110 PACCMaTpUBAeMOMY BOIIPOCY.

7.2.3. IIpoeKThl TOKyMEHTOB (BKJIIOYasl MPUIIOKEHMS ), IPEACTABISAEMBIE JIJIS
pacCMOTpPEHHsI Ha 3aceNaHud [eppUTOPUAIIBHOM KOMHUCCUHU, BU3UPYIOTCS
UCITOJIHUTENIEM, W WICHOM TeppUTOpPHAJIbHOW KOMMCCHHM, OTBETCTBEHHBIMHM 32
MOJITOTOBKY JIOKYMEHTA.

[IpoeKThl JOKYMEHTOB (BKJOYas HPHIOKEHHUS), COAEpPKAIIUE BOMPOCHI
dbuHaHCUpOBaHUS BBIOOPOB, oOOECHeUYeHUs JESITeIBbHOCTH TeppuTtopranibHON
KOMHUCCHH, OOy4YeHHsI OpPraHu3aTOpOB BHIOOPOB M YUYAaCTHHKOB H30HPATEIHHOTO
mporecca, B 00s3aTeIbHOM TOPSAIKE BH3UPYIOTCA TIJIaBHBIM OyXrajiarepom
TepputoprualibHOM KOMUCCHUMU.

Busbl mpocTaBisioTCS B KOHIIE TEKCTa IMPOEKTa pelieHus Jubo Ha
00OpPOTHOM CTOpPOHE TOCIETHEro JIMCTa MPOEKTa JOKYMEHTa (BKJIIOYas
NPWIOKEHUSI) TO YyCTaHOBIEHHON (opme (mpunoxkenue Ne 6). Kaxapiid juct
IPWIOKEHUS BU3UPYETCS UCIIOMHUTENIEM. Br3a nmpocTaBisieTcsi B IpaBOM HUYKHEM
yIJIy Ha CBOOOJHOM TOJI€ CTPAHHUIIBI TTOCTIE TEKCTa JIMOO Ha 0OOPOTHOM CTOPOHE.

7.2.4. IIpoeKkThl JOKYMEHTOB JJII BU3UPOBAHMS JOJKHBI IPEICTABIATHCS B
CPOKH, YCTAaHOBJICHHBIE PEMVIAMEHTOM TeppUTOPUAIbHON KOMHUCCHUH.

7.2.5. UcnionauTens oOecneYrBaeT KOMIUIEKTHOCTh BCEX JOKYMEHTOB,
0003HAaYEHHBIX KaK B MPOEKTE PEUICHUs], TAaK U B IPUIIOKEHUAX K HEMY.

7.2.6. Ilocne mpocMOTpa, a B HEOOXOMMBIX CIIy4asiXx — BHECEHHUs MOMPAaBOK,
cekperapb TeppuTopuasbHONl KOMUCCHUM Ha MOJATOTOBIEHHBIX U O(POPMIIEHHBIX
JUISlL pacCMOTPEHMSI Ha 3acelaHUM IPOEKTax JIOKYMEHTOB JeiaeT oTMeTKy «Ha

3aCCAaHnC», CTaBUT IMOAIMUCH U JaTy MW ICpCAacT BECb KOMIUICKT JOKYMCHTOB



OTBETCTBEHHOMY 3a BEJECHUE JIEJIONPOU3BOJICTBA (32 MOATOTOBKY 3acelaHusl) AJis
TUPAXKUPOBAHHUSL.

7.2.7. Ilpoextsl pemenuit Komuccuu u apyrue HeoOXOIuMBbIE MaTepHaIbI
NpeaoCcTaBisAoTCs uieHaM KoMuccun He mosgHee, 4eM 3a JBa padouux AHS /10
3acenanusi Komuccuu, a B MCKIIOYUTENBHBIX ClIy4yasx — HE Mo3AHee 4eM 3a 1 ydac
110 Havaua 3acenanust Komuccun.

7.2.8. OTBETCTBEHHBIH 3a BEJEHHUE JCJIONPOU3BOJACTBA  (IMOJTOTOBKY
3aceaHusl) KOMIUIEKTYET MalKu ¢ JOKYMEHTaMu, MOJICKAIIUMU PACCMOTPEHUIO,
B COOTBETCTBHM C TIIPOEKTOM IIOBECTKM JHS 3acefaHus TeppuTopualbHON
KOMHCCUM U pa3laeT HUX ujieHaM TeppuTropuaibHONM KOMHCCUU, B CpOK,
YCTaHOBJICHHBIN PErIaMEHTOM TeppUTOPHATIBHON KOMUCCHH.

Ecim unen TeppuropuasibHOM KOMHCCUM HAXOJIUTCA B  OTIIYCKE,
KOMaHJIUPOBKE WJIM OTCYTCTBYET 1O OO0JIC3HU, TPETHA3HAYCHHAS ISl HETO IMarKa ¢
JOKYMEHTaMHU OCTaeTCs J0 €ro BO3BpAllE€HHUs Yy OTBETCTBEHHOIO 3a BEICHHE
JEJ0NPOU3BOICTBRA (32 MOATOTOBKY 3aceaHus).

Unenam TeppuropuanbHOW KOMHUCCUHU C MPABOM COBEMIATEIBHOIO TOJIOCA U
JUIaM, T[PUIJIAIIEHHBIM Ha  3acelJaHue, COOTBETCTBYIOUIME  MAaTepHuabl
nepearoTcs nepe HaualoM 3aceJaHus.

7.2.9.Ilepen  HavamoM  3aceJaHUsi  OTBETCTBEHHBIA 32  BEJICHUE
JIEIONPOU3BOCTBA (3a MOATOTOBKY 3aCEaHUs) PETUCTPUPYET MPUTIIAIIEHHBIX Ha
3acejaHue  JMI, CIUCOK  KOTOPBIX  NPEACTaBIACTCS  MPEACeAaTello
TepputopralibHONM KOMUCCHHU.

7.2.10. Ha 3acenanun TepputopuaibHOM KOMHCCHUU BEIETCS MPOTOKOJ U
MOXXET MPOU3BOJIUTHCA ayAHO3anmuch (BUIEO3amuch). B cimydae mpou3BOICTBa
aynuo- wWid  (BUAEO) 3alUCU  WIeHbl [eppUTOpUAIbHOM KOMHUCCHUU U

IMPUTIIAICHHBIC YBCIOMIISKOTCS 00 3TOM a0 00BABICHUS IOBECTKH AHA 3aCCIaHuA.

7.3. Boimyck JOKYMEHTOB, PaccMOTPEHHBIX HA 3acelaHUU

TeppuTopuajbHOM KOMUCCHH.



7.3.1. JIoOKyMEeHTBI, pPACCMOTPEHHBIE HA 3aceJaHuu | eppUTOpUATLHON
KOMMCCHUH, B CIIy4yae, €CJId B XOJ€ 3aCENAHUs BHOCUIIMCH W3MEHEHWs, JOJLKHBI
OBITh 10pabOTaHBbI, a 3aT€M MOJIIUCAHBI, 3aPETUCTPUPOBAHBI U PA30CIaHBbI.

7.3.2. Cpok 10pabOTKH JTOKYMEHTOB HE JIOJDKEH IMPEBBINIATh TPEeX pabouyux
JTHEN mocne AHS 3acelaHus, €clidi HWHOM CpOK He ompeaenceH (deaepaabHbIM
3aKOHOM M (WIM) 3aKOHOM cyObekTa Poccuiickoit ®enepaiuu, perjiaMeHTOM
TepputoprualibHOM KOMUCCUU WJIM HE OTOBOPEH HA 3aCEIaHUU.

7.3.3.Ilpu nmopaboTke JOKyMEHTa WCIOJHUTEIh BHOCHUT B  TEKCT
COTJIACOBAHHBIE B XOJI€ 3acelaHus HW3MEHEHMs. B ciywyae mnpuHsATHA
TepputopualibHOl KOMHCCHEH pelieHHsT O HEOOXOAMMOCTH KOHTPOJsS 3a
BBIIIOJIHEHWEM PELIEHUs €ro TEKCT JOIOJHAETCS IIYHKTOM, B KOTOPOM
HA3HAYalOTCs JIMIA, OTBETCTBEHHBIE 32 MCIOJHEHUE, U B CIy4ae HEOOXOAMMOCTU
ONPENEIISIETCSA CPOK UCIIOTHEHHUS.

[Ipu HEOOXOAUMOCTH, B CIy4yae BHECEHHUS B JIOKYMEHT COTJIAaCOBAaHHBIX Ha
3aceaHuy U3MEHEHUM, OH BU3HUPYETCA Y WICHOB TeppUTOpPUAIbHOM KOMHUCCHH,
BHECIIIMX HA 3aCE€JaHUH COOTBETCTBYIOIINE NPEIIIOKECHUS.

Buszbl mnpocTaBisiorcs Ha OOOpPOTHOM CTOPOHE TMOCJEIHEro JIUCTa
JOKyMeHTa (pelIeHus, TPWIOKEHHS) MO0 yCTAaHOBJICHHOW (opMe (MPUIIOKECHUE
No 6).

7.3.4. icionHUTEND CIEINUT 3a KOMIUIEKTHOCTBIO MPUJIATaeMbIX K PELICHUIO
JOKYMEHTOB M PAcCIOjlaraeT MX B TOM IMOCJIEIOBATEIBHOCTH, B KOTOPOW OHH
YIIOMUHAIOTCS B TEKCTE.

7.3.5. Eciiu  BoOmpoChl, coaepKalecs B peuieHud TepputropuaibHOR
KOMHUCCHM, KacaroTCsl JESITEJIbHOCTH OJHOW WM HECKOJIbKUX CTOPOHHHUX
OpraHM3alrid, K JOKYMEHTy MpWJIaraeTcsi JHCT COIVIACOBAaHUsA, B KOTOPOM
YKa3bIBa€TCS HAMMEHOBAHWE OpPTaHU3AIHH, TOJDKHOCTh, MHHUITMANBI U (haMuiIns
JOJDKHOCTHOTO JIMIA, C KOTOPBIM 3TOT JOKYMEHT COTIJIaCOBaH, U CTAaBUTCS €ro
JIMYHAas MOJIHUCH.

CornacoBanue MOXeT O(OPMIIATBCA HAa TMOCIEAHEM JHCTE pELIEHUs

TeppuropuaibHOM KOMHUCCHH.



7.3.6. K odopmieHHoMy Uisi TOANMMCAHMS penieHuto TeppuTopuaibHOM
KOMHMCCUM MWCHOJIHWTENIb IIPUJIAracT OT4ET O pPa3MEUICHUM pELICHHWs Ha
opurmaabHOM  caite  TeppUTOpHANbHOW  KOMHUCCHU U PACCBUIKE  TI0
COOTBETCTBYIOIIMM aJipecaTaM, KOTOPbIM HalpaBisieTcs] pelieHne n30upaTenbHOU
komuccuu (ganee — Otuer) (npusoxenue Ne 7).

B Ortuer BKIIOYAIOTCS AOJKHOCTHBIE JIMIIA (OpraHu3alii), KOTOpble OyIyT
3aJIeCTBOBaHbl B pealM3alldd MPUHITOrO JOKYMEHTa WM JOJIKHBI OBbITh
IpOMH(OPMHUPOBAHBI O €r0 COJEPKaHUU U KOTOPHIM 3TOT JOKYMEHT JOKEH OBITh
pasociiaH.

OT4eT NOANMCHIBAETCS HWCIOJHHUTEIEM M YTBEPKIAETCA MpPEeIceaaTeIeM
TeppuroprualibHON KOMUCCHH.

7.3.7. OpopMiIeHHBIH KOMIUIEKT JTOKYMEHTOB (pelieHue, 0003HauYE€HHbIE B
€ro TEeKCcTe NpuIokeHus, OT4EeT) UCIOJHUTENb NEPENAET OTBETCTBEHHOMY 3a
BEJICHUE JEJONPOU3BOACTBA (32 TMOATOTOBKY 3acelaHus) s MPOBEPKU
IPAaBUJIBHOCTH O(OPMIICHHUS TOKYMEHTOB M MOCIEAYIOIIEro UX MPEACTaBICHUS Ha
IIOANMUCH MPEACENATENI0 U CEKpeTapro TeppuTopraibHON KOMUCCHUM.

7.3.8. PemieHne = moamuchIBaeTCA — MpEACENaTeieM = M CEKpeTapeM
TeppuToprualibHOM KOMUCCHH.

Ecmn nHa 3acemanun TeppuropuaibHOM KOMHUCCUM IIPEACENATEIBCTBOBAI
3aMECTUTENIb  Mpeacenarens  [eppUTOpUATIBHOW  KOMHMCCHUH,  CEKpETaphb
TeppuTopruaibHOM KOMUCCUM WIIN OJIMH U3 WIEHOB TeppUTOpUAIbHON KOMUCCHH C
IIPAaBOM  pEIIAIOMIETO ToJIoca, a TakKE€ €CIM TOJHOMOYHUSA  CEKperaps
TepputopralbHOM KOMMCCHUM OCYLIECTBIII OJMH W3 WIEHOB TeppuTOpHanbHOU
KOMMCCHUH C IIPAaBOM PELIAIOLIEro rojoca, TO NOAIMCH B IIPOTOKOJIE, HA PELICHUN
0hOPMIISIOTCS CIIEAYIOIIMM 00pa3oMm:

«3aMecTuTens npeacenarTesss TeppUTOpUATIBHOW KOMUCCHW» — B Cllydae
BPEMEHHOT'0 OTCYTCTBUS Npeicenareiisa TeppuTopruanbHOl KOMUCCHH;

«Mcnonusronuii  00s13aHHOCTH Tipezcenaarens TeppuTopuaibHON KOMUCCUID —

npu Hamuuuu pemieHusi Cankt-IlerepOyprckoil n30HpaTenbHON KOMHUCCHH O



BO3JIO)KCHMM Ha OJHOIO W3 YIEHOB TeppUTOpHAIbHOM KOMHCCHM C IIPaBOM
pPEIAKOIIETo ToJ10ca NOJIHOMOYMH ITpeacenarTens TeppuTopruabHOW KOMUCCHH,

«IIpencenarensCTBYIOMNM HA 3aceqaHuu TeppUTOpUAIBHON KOMUCCUN» - B
Cllydyae BpPEMEHHOIO OTCYTCTBHs IIPEACENATeNs, 3aMECTUTENs IpeAcenareis
TepputopnanbHoii komuccuu, oTcyTcTBUs pemeHuss Cankr-IletepOyprekoit
n30UpaTeIbHON KOMUCCUH O BO3JIOKEHUH HA OJHOTO U3 WieHOB TeppuropuaabHOn
KOMHCCHM C TIPaBOM PpELIAIIIEr0 Trojoca IOJHOMOYMH  Ipeacenaress
TepputoprallbHOM KOMHCCUM W TPHU HAJW4YUMU peleHus TeppuropuanbHOU
n30UpaTeIbHOM KOMUCCHUH,

«Mcnonusromuil 00513aHHOCTH ceKpeTapsi TeppuTopruaibHON KOMUCCHI —
B Clly4a€ Hajau4us peuieHus TeppuTOpUabHOM KOMHCCHUM O BO3JIOKEHUM Ha
OJHOTO W3 WICHOB TeppUTOpHATIBHOW KOMHCCHM C MPABOM PELIAIOUIETO rojioca
IIOJTHOMOYHH cekpeTaps TeppuToprarbHON KOMUCCHH.

«Cexkperapp 3acemanuss TeppuTopuaibHOM KOMHUCCHM» — B Cly4ae
BPEMEHHOI'O OTCYTCTBHSI CEKpeTaps H30UpaTeabHOW KOMHCCHM U TPU HaJTUYUU
pelieHus: n30upaTeaIbHON KOMUCCHUH.

7.3.9.1locne mnoanucaHus pELICHHUS PETHUCTPUPYIOTCS MpeaceaaTeaeM
(OTBETCTBEHHBIM 3a BEJACHHE AEIONPOU3BOACTBA) TeppUTOpHATBEHON KOMHCCHH C
UCIIOJIb30BaHUEM peructpanmonHod ¢opmel. Ha pokymentax u  Otuere
IIPOCTABJISIETCS] PETUCTPALIMOHHBIA HOMED.

7.3.10. Pemenus HymMepyrTCSd B XPOHOJOTMYECKOU MOCIEA0BATEILHOCTH
B Ipezenax Cpoka moJiHomouuil TeppuropuanbHOM Komuccuu. Homep perienus
COCTOUT M3 HOMEpa IPOTOKOJIA U IMOPSAKOBOIO HOMEPA PELICHHUs], Pa3AcIICHHBIX
neducom, Hanpumep: 1-5.

7.3.11. Yka3aHHbI€ BbIIIE PEKBU3UTHI BHOCATCS B PETMCTPALUOHHYIO (hOpMY.

7.3.12. Pa3zperienne Ha THPaKAPOBAHUE JOKYMEHTOB B HEOOXOIUMOM
KOJIMYECTBE JAET IIpEACenaresb [eppuTOpUaIbHOM KOMHUCCHUMU. JIOKYMEHTHI
TUPAXUPYIOTCSI OTBETCTBEHHBIM 3a BEICHUE JEIONPOU3BOACTBA (32 MOJATOTOBKY
3acelaHns) B COOTBETCTBMM C OT4eTOM, Ha KaXIOH KOIHWHU JIOKYMEHTa

IMPOCTaBJISICTCA I1€4aTh, YAOCTOBCPAIOIIAs IIoAIIMcu npeaceaaTcis



TepputopualbHOM KOMHUCCHM U cekpeTaps TepputopuaibHOW KomMuccuu (6e3
BOCIIPOU3BEJAECHUS MOAMKCEN).

7.3.13. Konuss pemieHuss TeppUTOpUANbHOW KOMHCCHHM  HAIPABISETCA
TPAXJAHUHY B Ciydyae, €ciu ero oOpamieHue B TeppUTOPHAIBHYIO KOMHUCCHIO
IIOCIYKWJIO OCHOBAaHMEM JUIsi  PACCMOTPEHMS  BOIpPOCAa HA  3acelaHuu
TepputoprualibHOM KOMUCCHHU.

7.4. OdopmiieHne MPOTOKOJIA 3acefanus TeppuropuajibHOH KOMUCCHH.

7.4.1. IlpoTokon 3aceganust TepputopuanbHOM KOMHCCHH O(OpMIISETCS Ha
0JIaHKe B CPOK, YCTAHOBJICHHBIA periaMeHToM TeppuTopuasbHOM KOMUCCHH.

7.4.2. IlpoTokoa 3acedaHusi MOXKET OQOPMIIATHCS B MOJHOW HIIM KpaTKOH
dbopwme.

7.4.3. Texct nmpoTokoiia 3acenanusi TeppUTOpUATbHON KOMHCCHH COCTOUT
Y3 JIBYX 4aCTEWl — BBOJHOW U OCHOBHOM.

7.4.4. B BBOJHOM 4YacTH MPOTOKOJA yKa3bIBAIOTCA (aMIIMS U WHUIHAIBI
npeacenarenabCTByomero  (mpeaceaarens  TeppuTOpuanbHOM — KOMHCCHH,
3aMECTUTENIb  Ipeacenarenss  [eppUTOPHAIbHOW  KOMHCCHUHM,  CEKpETaph
TeppuropraibHOM KOMHCCHUHM) M MPUCYTCTBYIOIIMX Ha 3aCeIaHUU: 3aMECTHUTENIs
npeacenarens TeppuUTOPUAIIBHOM KOMHUCCHM, CeKperaps TeppuropuaibHOU
KOMUCCUM W 4YJIEHOB TeppuUTOpHAIbHOW KOMHUCCHUH, B TOM YHUCJIE C IPaBOM
COBENIATENIbHOTO ToJloca W JIMI[, MPUIJIAIEHHBIX Ha 3acefaHue, B ajadaBUTHOM
HOPSIZIKE.

Homyckaercss odopmileHHEe TPUCYTCTBYIOIIUX OTHAENbHBIM CIUCKOM C
yKa3aHUEM WHUIUATIOB, GaMuiuii u aopkHocTed. Chnmcok mpuiaraercs K

IMPOTOKOJY 3aCCaaHusl.

Hanpumep:

IIpencenarenscTBOBAI: [Ipencenatens TepputopuanbHO H30UpaTEIbHOM
komuccuu Ne 48 @©.11.0.

IIpucyrcrBoBanu:

3aMecTuTeNb NpeaceaTes ®.1.0.

TepputopuanbHON U30MpaTETHLHOMN
komuccuu Ne 48



Unens! Tepputopuanbaoit uzdbuparensHonn  ®.1.0.
komuccuu Ne 48

Unens! TepputopuanbHoit uzdbuparensuoit  ©.1.0.
komuccuu Ne 48 ¢ mpaBom
COBEIIATEIBHOTO IoJI0ca

[IpurnamenHssie ®.1.0.

7.4.5. IloBecTka JHS BKJIKOYAETCS B BBOJHYKO 4YacTh MpoTokosa. OHa
COCTOUT U3 NEPEUYMCIEHUs BOIPOCOB, KOTOpblE OOCYKIAIOTCS Ha 3acCelaHUU, U
3aKpeIUIsIeT TOCIEeN0BaTeIbHOCTh HUX OOCYXACHHS H (paMUIUU JOKIATYUKOB
(BBICTYIAOIIHNX ).

Kaxxapiii Bonpoc MOBECTKU JHS 3acelaHusi HyMmepyercs apaOckoi nudpoi,
ero HamMmeHoBaHue (popmynupyior ¢ mpeanora «O» wumum «O0». Ilo kaxmomy
INYHKTY YKa3bIBAaeTCs JOKIAJAYuK U (opMa IpeacTaBiIeHMs] BoIpoca (JOKiasn,
OT4eT, COOOIIeHNE, HHGOPMAIIUS ).

7.4.6. OcHOBHas1 4acTh MPOTOKOJIA COJAEPKHUT CTOJBKO Pa3/eiioB, CKOJBKO
IIYHKTOB BKJIFOUEHO B IIOBECTKY JHs. B COOTBETCTBUU C HEW pa3fieibl HyMEPYIOTCS.

Kaxnpii  pasmen  coctour w3 T1pex wacreid: «CIIYIHAJIN»,
«BBICTVYIINJIN», «TepputopuanbHast uzduparenbHas koMmuccust Ne 48 perimiay,
KOTOpBIE NI€YATAIOTCs OT IPAHMIIBI JIEBOTO MOJIS.

B uwactm «CJIYIOAJIM» KpaTKO H3/Iaraercsi TEKCT BbICTYIUICHHS
noxiaguuka. MiHunmane! v pamMunus AOKJIaq4rKa eYaTaroTCsl ¢ KpaCHOM CTPOKHU B
POIMTENBHOM MaJeXe. 3amuch JOKJIaJa H3Jlaraercd OT TPEThEro JMIA
€IMHCTBEHHOTO YMCJIA U OTAENSIeTCS OT (paMUIIuuU THpE.

Ecnu TekcT noknana mpuiaraeTcs K MpOTOKOJY, TO MCIOJIb3YETCs CChLIKA
«TekcT noknaga npusaraeTcs».

B uactu «BBICTYIIMJIM» mnepeyucnsroTcss BBICTYNAIOIIME W aBTOPbI
BOIPOCOB. MHUIMAIEl 1 (paMuiIMsl BBICTYAIOLIETO MTEYaTAKOTCs ¢ KPACHON CTPOKU

B HWMCHUTCIIBHOM IIaJCKC. KpaTKaﬂ 3aIlIMCh BBICTYIUICHHA 110 CYIOCCTBY



paccMaTpuBaeMoro Borpoca (1o penieHuro MpeiceaTelbCTBYIONIEr0) U3IaraeTcs
OT TPETHETO JULA €ANHCTBEHHOTO YUCJIA.

Ecnu TekcT BBICTYIUIEHUS] MPUIIAraeTcsd K MPOTOKOIY, TO HCHOJIb3YETCs
ccbulKa «TeKCT BBICTYIUICHUS IPUIIATaeTCs.

B uactu «TepputopuanbHas wu3dbuparenbHas komuccust Ne 48 permma:y
OTpaXKaeTcsi MPUHATOE pEeUIeHUE IO OO0CYKJaeMOMY BONPOCY M Pe3yJIbTaThl
rOJIOCOBAHHSI.

ConepxaHnue 0co0OTO MHEHHUS, BBICKa3aHHOTO BO BpeMs OOCYXICHHUS,
3allMCBIBAETCS B TEKCTE MPOTOKOJA IOCIE COOTBETCTBYIOLIErO PEIICHUS WIH
obopmIIsieTcss Ha OTACIBHOM JIMCTE W TOMEIIAETCS TOCIE COOTBETCTBYIOIIETO
peLIeHHUS.

7.4.77. Ilporokon 3acenanusi TeppUTOPUATIBHON KOMMCCHUU MOJMHUCHIBACTCS
npeacenareneM TeppuTopuanibHOW KOMHUCCUU (WM MNPEICENATEeNIbCTBYIONIUM) U
cekperapeMm TeppuropuanbHO KoMUccHH (4ieHOM TeppuToprasbHOW KOMHUCCHUH,
UCIIOJHSBIINM OOS3aHHOCTU ceKpeTaps TeppUTOpuanbHOW KOMHUCCHHM, WIIU
cekperapeM 3acenanus TepputopuaibHON KOMHCCHUR).

7.4.8. [IpOoTOKOJIBI ~ 3acelaHUM  HYMEPYIOTCS B XPOHOJOTMYECKOM
MOCJICIOBATENPHOCTH B NPEAETax CpoKa IMOJHOMOYHM TeppuTopuaibHON
KOMHCCHH.

7.4.9. Tlporokonsl 3acenanuii TepputopruaabHOH KOMUCCHUU, PUOOIICHHBIE
K HUM pEIIEHUsI BMECTE€ C MaTepuajlaMu, MOCIYKUBIIMMH OCHOBAHHEM JJIsI MX
MPUHATHS, 0COOBIMU MHEHUSIMU 4JIeHOB TeppUTOpHUaTbHOW KOMHCCUU XPAHSITCS Y
npeacenarenss TeppUTOpHANIbHOW KOMHCCHHM, a 3areM, OQOpMIICHHBIE B

COOTBETCTBHH C TpeOoBaHUSIMU VHCTPYKITNH, TIEPEIAtOTCS B ApXUB.

8. Odopmiienne npuka3oB npejacenaaresis TeppuropuaibHOH KOMUCCHH

8.1. Ilpuxka3 mnpexacenarens TeppUTOPUATIBHON KOMHCCHUUA IO OCHOBHOM
NEeATEIbHOCTH W JUYHOMY cocTaBy (manee-Ilpukas) odopmisiercs Ha OnaHke

ycTaHoBJIeHHOU (hopmbl (iprioxeHue Ne 3.3).



8.2. Texcr Ilpuka3a cocToUT, Kak MPaBWIO, U3 KOHCTATUPYIOWIEH U
pacopsSIANTENLHON YaCTEN U JIOJIKEH UMETh 3ar0JI0BOK.

8.3.B  KoHcTatupylolied 4YacTH  H3JararloTcsd Uead U 33Jadu
MPEANUCHIBAEMBIX AEUCTBUM. Eciin ocHOBaHuWeM K u3maHuto l[Ipukasa sBisiercs
HOPMATUMBHBIM IIPABOBOW AKT WM PACHOPAIUTENBHBIA JOKYMEHT, TO B
KOHCTAaTUPYIOLIEN YaCTH YKa3bIBAKOTCS €r0 Ha3BaHME, 1aTa, HOMEP, 3ar0JOBOK.

84.B pacropsiauTEIbHON 4acTu coaepKaTcs NIEPEYUCIIEHUE
IPEANUCHIBAEMBIX JEUCTBUM, CpokM u wucnoysHurend. [lynkrer Ilpukasza
HYMEPYIOTCS apaOCKUMH LIU(PPaMU C TOUYKON U HE UMEIOT 3ar0JIOBKOB.

8.5. Ecnu Ilpuka3 u3MeHsieT, OTMEHSIET WM JOMNOJHSAET paHee W3JaHHBIMI
[Iprka3 nim ero otTaenbHbIE YHKTHI, TO 3TO OroBapuBaercs B Tekcte Ilpukasa.

8.6. B mocieqneM myHKTe pacnopsIMTEIbHON YacTu, TP HEOOXOJIUMOCTH,
YKa3bIBAa€TCs JNOJKHOCTHOE JULIO, Ha KOTOpPOE BO3JIaraeTcs
KOHTpOJIb 32 ucnojiHeHnem IIpukasa.

8.7.1lpu wHammuum npunoxenuid Kk Ilpukazy B Tekcre Ha HUX
00s13aTeNbHO JIEIAaeTCs CChLIKA.

8.8. Ecniu B Ilpukaze conepxarcsi BONpPOChl (DMHAHCHUPOBAHHUS BBIOOPOB,
oOecrieyeHnsT JeATENbHOCTH TeppUTOPHAIbHON KOMHUCCHH, 3KCIUTyaTallud U
pa3BUTHSL CPEACTB aBTOMAaTHU3allMu, OOYYEHHUSI OpraHu3aToOpoOB BBHIOOPOB W
YYaCTHUKOB UW30UpaATENbHOTO MpOIEecca, TO OH BHU3UPYETCA VY TJIABHOIO
Oyxranrepa.

Busbl mpocTaBisitoTcs Ha 000POTHOM CTOpOHE mocieaHero gucra [Ipukasa,
IPUJIO’KEHUS K HEMY T10 YCTaHOBJIEHHOU popme (mpuitoskenue Ne 6).

8.9.Ilocne mnoanucanus Ilpukasel pPErHCTPUPYIOTCS  MpEICENaTENEM
(OTBETCTBEHHBIM 3a BEJCHHE ACIONPOU3BOACTBA) TeppuTOpUaIbHON KOMHUCCHH C
UCIIOJIb30BaHUEM PETUCTPALMOHHON (PopMbl (KypHaI) U (POpMHUPYIOTCS B Jiea B
COOTBETCTBUM C HOMEHKJIATYpOW Jen TeppUTOpualibHOM KOMHUCCHUUA BMECTE C
JOKYMEHTaMU, IOCITYKUBIIMMU OCHOBaHHWEM Ui u3nanus [Ipukasa.

8.10. Ilpuka3zaM mpUCBaMBAIOTCS PErUCTPAlMOHHBIE HOMEPA B TIpeAeiax

KaJICHAApHOTO rojaa.



8.11. Konuu IIprka3oB 3aBepsitOTCA NEYaThIO.

8.12. Tlpuka3sl BMECTE C JIOKYMEHTAMH, MOCTYKUBITUMUA OCHOBAaHUEM JIJIsi
UX W3JaHud, XpaHiATcAd y Impeacenarenss (OTBETCTBEHHOTO 3a  BEICHUE
JIeONPOU3BOJCTBA), a 3areM, O(OPMIICHHBbIE B COOTBETCTBHM C HACTOSILIEH

WMHcTpyKimen, nepenarTcs B apXus.

9. KOHTPOJIb HCIIOJIHEHUS IOKYMEHTOB U MOPYyYeHU il

9.1. KoHTpoI10 UCTIOTHEHUS TTOJIEXKAT:

IIOPYYEHHMs], COAEPIKAIIMNECS B IIOCTAHOBICHUX U Apyrux nokymenrtax [{UK
Poccun, Cankr-IletrepOyprckoit u30upaTenbHOM KOMUCCHH, B PEHISHUSX
TeppuropruaibHON KOMUCCHU;

- nopy4denus, conepxamuecs B [Ipukasax npencenarens TeppuropruanbHOU
KOMUCCHU;

- MUCBbMEHHBIE MOPYYEHUS NpeacenarTens TeppuTopuaibHON KOMUCCHH;

- BXOJSIIME JOKYMEHTBI, B TOM YMCJI€ MUChbMEHHbIE OOpallleHus TpaxaaH,
yKa3aHHbIE B llepeune nmommexamux KOHTPOJIIO JOKYMEHTOB C YKa3aHUEM CPOKOB
ucnojgHeHus (npuiioxkeHue Ne 8), B COOTBETCTBUU C YKa3aHUSAMM 1O UCHOJHEHUIO
JNOKyMEHTa npecenaresis TeppuTtopruanbHO KOMUACCHH;

- HCXOJSIINE TOKYMEHTHI, TpeOyIOIIHe OTBETA;

- IOPYYEHHUS, COJEpIKAIIMECs B MPOTOKOJIAX 3acefqanui TeppuropuanbHOU
KOMHCCHU;

- IUTAHBI MEPOITPUATHH.

9.2. KoHTpoib HCHOJHEHUS JTOKYMEHTOB, YKa3aHHBIX B moapaszaene 9.1
HacTosimer WMHCTpykuMM (3a HMCKIOYEHUEM HUCXOJALIUX JOKYMEHTOB), IO
CyIIECTBY 3aTPOHYTBIX B HHX BONPOCOB OCYILECTBISIET IPEICENaTEelb
TepputoprualibHOM KOMUCCHMU.

9.3. KOHTpOb HCHOTHEHUS HUCXOASIIMX JOKYMEHTOB, B TOM YHCIE 32
CBOEBPEMEHHOCTBIO  TOJIyYEHHsS OTBETOB Ha 3ampockl TeppuropuaibHOU
KOMHUCCHUH, OCYLIECTBISIOT PaOOTHUKH, OTBETCTBEHHBIE 32 TOJTOTOBKY JaHHBIX

JOKYMCHTOB.



9.4. Cpoky UCHOJIHEHHsT TIOPYYEHHUH, COIEpXKAIUMXCA B  PEUICHUAX
TepputopnansHori komuccuu, Ilpukaszax mnpencemarens TeppuTopruanbHOU
KOMMCCHUH, IIMCbMEHHBIX MOPYYECHUH Ipeacenarens TeppuTopuanbHON KOMUCCUN
ONPEIEIAIOTCS STUMU JOKYMEHTaMHU.

9.5. JIOKyMEHT MOJIEKUT UCIIOJIHEHHIO B TeueHue 30 KaJeHJapHbIX JHER CO
JHS €ro pErucTpaluy, 3a HCKIIYEHMEM CJIy4daeB, IPELyCMOTPEHHBIX
nojapasaesiom 9.6 HacTosIEero pa3aena.

Ecnu nocneanuii 1eHb UCTIONHEHUS JOKYMEHTA MPUXOIUTCS Ha Hepabouuid
JI€Hb, TO OH HOJUIEKUT UCIIOJIHEHUIO B IPEAIIECTBYOUINM eMy paOouuil 1€Hb.

JlokymeHTBl ¢ omeTkamMu «BecbMa cpouHo», «CpouHO» HCHOJIHAKOTCS B
TPEXJAHEBHBIA CPOK, TOKYMEHTBI C MOMETKON «ONepaTuBHO» — B IE€CATUIHEBHBIM
CPOK CO JIHS YKa3aHUS 10 UCITOJHEHUIO.

Ecnu nmocnenHuil 1eHb UCHOJHEHUS JOKYMEHTA, CONEPIKAILEro IMOMETKY O
CPOYHOCTH MWCIIOJIHEHHS, NPUXOJUTCS Ha HEpabouui JAE€Hb, TO OH IOJJIEKUT
UCIIOJTHEHUIO B CJIETYIOIINN 32 HUM pabOyuil 1€Hb.

9.6. Cpokn  UCIIOJIHEHMSI  BXOJSAIIMX JIOKYMEHTOB  YCTaHOBJIEHBI B
npuioxeHuu Ne 8.

OOpamenus 1Mo BompocaM BBIOOPOB W pedepeHAYMOB, MOCTYIUBIINE B
nepuoJl HU30MpATEeNbHONM KaMIaHWHW, HWCIOJNHSIOTCA B CPOKH, YCTAaHOBJICHHbBIC
®denepanbHbIM 3aKOHOM «O0 OCHOBHBIX TapaHTHUSAX MU30MPATENbHBIX MIPaB U MpaBa
Ha ydactue B pedepenayme rpaxkaan Poccuiickoit denepanumy.

9.7. OTBETCTBEHHOCTh 32 CBOEBPEMEHHOE€ M TIOJJHOE€ BHECEHHUE B
perucTpauuoHHyo ¢opMmy (KypHaia) CpOKOB HCIOJIHEHHS JOKYMEHTOB U
uHGOpMAILlMU O COCTOSIHUM MCIOJIHEHHUSI JIOKYMEHTOB, KOHTPOJb CpPOKOB
WCIIOJIHEHNSI JOKYMEHTOB BO3JIaralOTCsi Ha OTBETCTBEHHOIO 3a BEICHUE
JEJIONPOU3BOCTBA.

9.8.B nIaHax MEpONPUATHUH, YTBEPAKIAEHHBIX peLIECHUSIMU
TepputopralibHOW KOMHUCCHM, IIpUKa3amMu Ipeacenarens TeppuTopuaibHON
KOMHUCCHH, CPOKU HCIOJIHEHUS! OT/AEIbHBIX MYHKTOB MOTYT OBITh IOCTaBJICHBI Ha

KOHTPOJIb.



9.9.1lpu HEOOXOOUMOCTH MPOMJICHUS CpPOKAa HCIOIHEHHUS JIOKYMEHTa
OTBETCTBEHHBII 33 UCIIOJIHEHHE HE IMO3]IHEE YEM 3a TPH JIHA IO MCTEUEHHUs CpPOKa
VCITOJIHEHHSI TOKYMEHTa MPEJICTaBIsIeT HA UMS mpenacenaresns TeppUTopranbHON
KOMHUCCUH JOKJIAJHYIO 3alIUCKY C MOTUBUPOBAHHOW MPOCHOOM O €ro MpPOAJICHUN.

9.10. IoKyMEHT CUMTAETCS MCIOJHEHHBIM U CHHUMAETCS C KOHTPOJS IOCIHEe
pelieHus BCEX TIIOCTABIICHHBIX B HEM BOIIPOCOB, COOOIIECHHSI PE3YJIbTaTOB
PacCMOTPEHHUS BCEM 3aMHTEPECOBAHHBIM JIMLIAM.

9.11. OcHOBaHMAMU JJI CHATHS TOKYMEHTA C KOHTPOJIS SIBJISFOTCSL:

pemieHne  TepputropuanbHOM  KOMHUCCHM,  IPUKA3  MPEICENATEIIs
TepputopraibHON KOMUCCUU IO PE3yJIbTaTaM UCIIOJIHEHHS IOKYMEHTA;

OTBET Ha BXOJSAUINI TOKYMEHT 110 CYILECTBY;

MOJIy4YeHUE OTBETa OT OpraHU3alluid, B KOTOpPbIE JOKYMEHT ObLI HalpaBieH
JUISL PacCMOTPEHUsSI IO CYUIECTBY IIOCTABJIICHHBIX B HEM BOIPOCOB U OTBETA
3asIBUTEINIO;

HaIpaBlieHUE OOpalleHUs] B JAPYTrMe OpPraHMU3alMH JUIsl PACCMOTPEHHS IO
CYLIECTBY IOCTaBJICHHBIX B HEM BOIPOCOB U TMOCIEAYIOMIETO MHPOPMHUPOBAHUS
aBTOpa O pe3yJIbTaTax PacCMOTPEHNS;

BH3a IpescenaTens Ha TokyMeHTe «B aeno», «CHATh ¢ KOHTPOJISD.

9.12. JIoKyMEHT HE CUMTAETCS UCTIOJHEHHBIM M OCTA€TCS Ha KOHTPOJIE:

€CJIM OH HamlpaBseTCs B JAPYrME OpraHbl WM OPTraHU3alMU C LENbI0
noyrydeHus: TeppuTopHaibHOW KoMHCcHer uWHGOpMaui, HEOOXOIUMON s
pacCMOTpEHHs MO CYIIECTBY IOCTaBJICHHBIX B JOKYMEHTE BONPOCOB. B ciydae
HeoOxomumoctu TepputopuanbHas KoMmuccus WHGOpPMHUpYEeT 00 3TOM aBToOpa
JOKYMEHTA;

€CIM OH HalpaBJSIETCS B JAPYrM€ OpraHbl WJIH OPraHU3aluu s
PacCMOTPEHHUS 110 CYLIECTBY ITOCTaBIEHHBIX B HEM BOIIPOCOB M OTBETA 3asBUTEIIIO
C mocJyeayouM HHPopMupoBaHueM TeppUTopuaIbHOM KOMUCCUU O pe3yibTaTax
VCIIOJIHEHNS,

€CJIM Ha HEM HE CTOMT OTMETKa npeaceaareis TeppuTopranbHOl KOMHCCHH

O IMPHUHATHUHU UCIIOJITHCHHU .



10. U3roroBiieHHME U MCIIOJIB30BAHME NMeYATed U IITAMIIOB

10.1. lnst ymocToBEepeHUs MOJIMHHOCTA JOKYMEHTOB WM COOTBETCTBUS
KOIMKA JOKYMEHTOB IOJJIMHHUKAM, IIPOCTABICHUS OTMETOK O [OJy4YEHUH,
perucTpalyy JIOKyMEHTOB B TeppUTOPHAIBHOM KOMHCCHHM HCIIOJB3YHOTCS
repOOBBIE U IPYTHE NEYaTH U ILITAMIIBI.

10.2. M3roroBneHue mneyaTeil W IUTAMIOB OCYLIECTBIIAECTCA MO YKAa3aHHUIO
npeacenarens TeppuTopuaibHON KOMUCCHUU.

10.3. 'epboBass meuath mpocrtaBisiercss Ha [lodyeTHbIX TrpamoTax U
OmarogapHoOCTsX, (MHAHCOBBIX JIOKyMEHTax TeppUTOpPHAIBbHOM KOMHCCHUH,
rapaHTHUMHBIX MHCbMax, JOrOBOpPAaX, FOCYAApCTBEHHBIX KOHTPAKTaX M B JAPYrUX
IPELYCMOTPEHHBIX 3aKOHOAATEIbCTBOM CIIy4asix.

10.4. Ha paccbuiaeMbIx KonusAx pemeHuid TeppuTtopuaibHON KOMHCCHUH,
npuKaszax npezacenarens TeppuTOpHAIbHON KOMUCCHHN, HA TIAKETax MPHU OTIPABKE
JOKYMEHTOB, IIpU O(OPMJIEHUM JOKYMEHTOB Ha IPUEM TOBapHO-MAaTEpUAIbHBIX
LIEHHOCTEM, Ha BHOC M BBIHOC TOBAPHO-MAaTEPUAJIbHBIX HEHHOCTEM, Ha HAKJIAJHBIX
IpOCTaBJIsieTCs MevaTh ¢ Haanuchio «TeppuTopuanbHas u3dupareibHas KOMUCCHUS
Ne 48.» wnu npu Hanu4yuKM Nevarb ¢ HaANKUChbio « TeppuTopuanpHas u3dUpareabHas
xomuccust Ne 48. J1j1st TOKyMEHTOB

10.5. Ileyatn W mITaMnbl MOJJIEKAT PETHCTPALMU B OTAEIBHOM >KypHaie
ydyera mnedared M IuramnoB. [ledaty M 1mtammbl BBIJAIOTCA MOJ MOAMNKHCH B
JKypHaJle ydera Inedare u mramnoB. Ha sxypHane npocrasisercsa nomerka «is
CIIy’K€OHOTO  TOJIb30BaHUS», €ro JIMCThl HYMEpPYIOTCS, MPOIIMBAIOTCS U
OIEYaThIBAIOTCS.

10.6. ITeyatn M wmITaMObl JOJDKHBI XPAHUTHCS B HAAEKHO 3aKPHIBAEMbBIX
U OlleYaThIBa€MbIX B Hepabouee BpeMs ceripax niinm MeTauTMYecKux mKadax.

10.7. ITpeacenatens TeppuropuaibHOH KOMUCCUU OCYIIECTBISIET KOHTPOJIb

3a MMPaBUJIbHOCTBIO XPAaHCHUA U UCITIOJIBb30BAHHA rneyaTey U IITaMIoB.



10.8. IIpumenmue B HErOAHOCTh NIEYaTH U IITAMIIbl YHUYTOXKAIOTCS, O YEM
COCTaBJIETCS AaKT, a B JKypHaJe ydera II€4aTed U INTaMIOB CTaBUTCS
COOTBETCTBYIOIIAsl OTMETKA.

YHUYTOKEHHE IPOU3BOJUTCS IIOCIE YTBEPXKICHUS aKTa IpelcetaTereM
TepputopralbHOM KOMHMCCUU. MeETaJUIMYECKUE MEeYaTH YHUYTOXKAKOTCS ITyTEM
IIOJIHOTO CIMJIMBAHMS TEKCTA WM ONMIIMBAHMS JBYMs IEPEKPECTHBIMU JIMHUSMH,

Kay4yKOBBI€ I1I€YaTH U IITAMIIBI PA3PE3at0TCs HAa MEJIKME YaCTH WUJIU COKUTAIOTCS.
11. ®opmupoBaHme e U nepeaaya ux B apxuB

11.1. CocraByieHHEe U YTBepKAeHHE HOMEHKJIATYPBbI €.

Homenknatypa nen mpemHasHadeHa it (GOPMHPOBAHUS HMCIIOTHEHHBIX
JOKYMEHTOB B J€Jla, CUCTEMAaTU3alWyd W y4deTa JeJl, ONPENEJCHUsS CPOKOB HX
XpaHEHUsT U SIBIIACTCS. OCHOBOM JJIsi COCTABJICHHSI ONMMUCEN €] MOCTOSIHHOTO H
BpeMeHHOTO (10 neT u 6osee) XxpaHeHUsI.

B HOMEHKIaTypy Jen BKJIIOYAKOTCA 3arojOBKH [, OTPAXaoIIHE BCE
JIOKYMEHTUPYEMbI€ y4acTKU padoThl TeppuUTOpHAIbHOW KOMHUCCHUU, B TOM YHCIIE
JUYHBIC JIeJIa, CIIPABOYHbBIC U YUETHBIC KAPTOTEKH U JIPYTUE YUETHBIE (POPMBI.

3aroJoBOK JeNia JTOJDKEH YETKO OTPAaKaThb OCHOBHOE COJEpKaHUE M COCTaB
nokyMeHToB. He nomyckaercs ymnoTpeOiieHHe HEKOPPEKTHBIX (HOPMYIHPOBOK,
BBOJIHBIX CJIOB M CJIOKHBIX O0OOPOTOB.

[Ipu cocTaBieHHMM HOMEHKJIATYphl JIeJ CJEeAyeT PYKOBOJICTBOBATHCS
periiaMeHToM TeppuropuanbHOU KOMHCCHUH, [Iepeunem TUIIOBBIX
YOPABJICHUYECKUX  apXMBHBIX JOKYMEHTOB, OOpa3ylolluxcs B  Ipolecce
JEeATEIbHOCTH FOCYJaPCTBEHHBIX OPraHOB, OPraHOB MECTHOT'O CaMOYIpPAaBJICHUS U
OpraHu3alMii, C YKa3aHHWEM CPOKOB XPAaHEHHs, YTBEPKIACHHBIM NPHKA30M
MunucrepctBa KyJIbTypbl Poccuiickoit @enepaumu ot 25 arycra 2010 roma
Ne 558 (manee — IlepeyeHp), mopsAKaMU XpaHEHUs M IEpeladyd B apXUBBI
JIOKYMEHTOB,  CBSI3AHHBIX C  MOJATOTOBKOM M  MPOBEACHUEM  BHIOOPOB,

ytBepxkaeHHbIMU [IMK Poccum u  Cankrt-IletepOyprckoit  nu30upatebHOM



KOMHCCUEH, HOMEHKJAaTypamu Jen  TeppuTopuaibHOW  KOMHUCCHM 32
IPEAIIECTBYIOIIME TOBI.

IIpr moaroToBKke HOMEHKJIATYPHI A€ Ha MPEACTOSIIMN KaJIEHIAPHBIA IO
HEO0OXOMMO YUYUTHIBATh XapaKTEP BHIOOPOB, TPOBOJUMBIX B MPECTOSIIEM Oy .

Homenknarypa nen TeppuTopuanibHOM KOMHMCCHM HA MPEACTOSIIUN
KUICHIAPHBIA TOJ COCTABJISETCA B TOCIEIHEM KBapTajle TEKyUIEro roja,
COTJIACOBBIBAETCS € ceKpeTapeM TeppUTOpHUanbHON KOMHCCHUH, PACCMATPUBAETCS
Ha 3aceJaHuu OKCIEPTHOM KOMHUCCHM TeppUTOPHAIbHOW KOMHUCCHHM 10
JKCIEPTHU3€e LIEHHOCTH JOKyMeHTOB (manee — OK) yTBepknaercst npeaceaaresieM
TeppuTopuanbHOi  KOMHCCHH, COIJIACOBBIBaeTCA C  cekperapem  (CaHKT-
[TerepOyprckoit n30upaTeIbHOW KOMHCCHH M BBOJIUTCS B JCUCTBUE C | sHBaps
cieayroniero rojaa (npuioxxeHue Ne 9).

IIpy moaroToBKke HOMEHKJIATYPHI A€ Ha MPEACTOSIIMN KAJIEHIAPHBIA IO
HEO0OXOJMMO YUYUTHIBATh XapaKTEP BHIOOPOB, TPOBOJUMBIX B MPECTOSIIEM Oy .

B cityyae BO3HMKHOBEHUS B TEUEHHUE T'0OJla HOBBIX JIEJI, OHU JOIOJHUTEIBHO
BHOCSITCSI B YTBEP)KICHHYIO HOMEHKJIATYpy JeJI [0 YKAa3aHUIO IpeJcenaTess
TeppuropuanbHOM  KOMHCCUHM  IIOCJIE  COIJIACOBAaHHUS  C  CEKpeTapem
Cankr-IleTepOyprckoit u30upaTeTbHON KOMHUCCHH.

I[Io OKOHYaHMM KAJEHIApPHOIO ToJa B KOHILE HOMEHKIATYpbl JEll
COCTAaBJISIETCSl UTOTOBAs 3allUCh O KOJIMYECTBE 3aBEJCHHBIX 1€l (TOMOB, 4acTeil),
OTZEJIBHO I10 J€JaM ITIOCTOSTHHOI'O ¥ BPEMEHHOI'O XPaHEHHs.

Cpok XxpaHeHUsI JOKYMEHTOB YKa3bIBA€TCA B HOMEHKJIATYPE JI€]I CO CCBIIIKOU
Ha crarblo [lepeuns. Cpok XpaHEHHMs JOKYMEHTOB, HE YKa3aHHbIX B JIAHHOM
[lepeune, ycranaBmuBaetrcs OIIK mo cormacoBanuio c¢ Cankt-lleTtepOyprekoit
n30UpaTebHOM KOMUCCHEM.

Hcuncnenne CPOKOB XpaHeHus JNOKYMEHTOB, 3aKOHYEHHBIX
JEJONPOU3BOACTBOM B TEKYLIEM I'O/ly, HAUMHAETCS C | SHBaps CIEAYOLIEro roja.

11.2. OdopmiieHHe TOKYMEHTOB, 3aKOHYEHHBIX /1eJONMPOU3BOJICTBOM,

(popmupoBaHue U TeKyliee XpaHeHue eI B TeppuropuajibHOM KOMHCCHH.



3aKOHYEHHbIE JIEJIOMPOU3BOICTBOM JIOKYMEHTBI opopMIIsIIOTCS
B COOTBETCTBHM C TpeOOBaHWSAMHU HacTosime WHCTPYKIMU, CHUCBIBAIOTCS
npeacenareneM TeppuTopuaibHOM KOMUCCHH B Aeno. [Ipu 3TOM B HUKHEN YacTu
JIMIIEBOM CTOPOHBI MEPBOr0 JUCTA JIOKYMEHTa Ha CBOOOJAHOM OT TEKCTa MECTe
CTaBUTCS OTMETKA O €ro MCIIOJTHCHHUH, pacIu(POBBIBACTCS TOIMUCH MPECEAATEIS
TeppuropralibHON KOMUCCUH, YKa3bIBa€TCsI HOMEP Jiea M0 HOMEHKIIaType U JlaTa
criucanus. [Ipn HEOOXOIUMOCTH OTMETKA 00 MCIIOJTHEHUH MOKET OBITh cJieJlaHa Ha
000pPOTHOM CTOpPOHE TEPBOrO JHUCTAa JMOKyMeHTa. B peructpamuonuyio dopmy
BHOCUTCSI OTMETKa O CIIMCAaHUHU JIOKYMEHTa B JIeJI0 C yKa3aHHMEM HOMepa jena
COTJIACHO HOMEHKJIAType el

HcnonHeHHbIE JOKYMEHTHI (OPMHPYIOTCS B Jiela B COOTBETCTBHH C
YTBEPKICHHON HOMEHKIaTypOU JIeJl.

Jleno cuuTaeTcsi 3aBEICHHBIM C MOMEHTA BKJIIOUEHHSI B HErO IEPBOIO
UCIIOJIHEHHOTO IOKYMEHTA.

[Ipu dopMupoBaHum jgena TPOBEPSETCS MPABUIBHOCTh  OTHECCHHS
JOKYyMEHTOB B JIlaHHOE JEJI0, KauyecTBO OQGOpPMIICHUS U KOMIUIEKTHOCTD
JIOKYMEHTOB, HAJIMYWE MOJIUCEH, BU3, PETUCTPAIIMOHHBIX HOMEPOB, CIIPABOK HIIH
OTMETOK 00 WCIOJHEHWH, CIHCAHWM B [IeJ0 W Jpyrux. HempaBuibHO
0ohOpMIICHHBIE JIOKYMEHTBI JOJDKHBI OBITh J10O(OPMIICHBI, a 3aTE€M IOMEIICHBI B
JIEJO.

He pomyckaercs nmomenieHre B 1€J10 TOKYMEHTOB, COAEPKaHUE KOTOPHIX HE
COOTBETCTBYET 3aroJIOBKY Jiefa.

[Tpu popmupoBaHuy J1€71 COOTIOAAOTCS CIICAYIONINE TPEOOBAHNUS:

JIOKYMEHTBI MOCTOSTHHOTO M BPEMEHHOTO XpaHeHUs (OopMHUPYIOTCS B Jeia
pa3zenbHo;

B JICJI0 BKJIIOYAIOTCS TOJIBKO HCIIOJHEHHBIC, TPAaBUIHHO OQOpPMIICHHBIC
JIOKYMEHTBI B COOTBETCTBHU C 3arojIOBKaMU JieJ B HOMEHKJIAType;

BCE JJOKYMEHTBI, OTHOCSIIUECS K PEIICHUIO OJHOTO BOMpoca, GOpMUPYIOTCS

B OJHO 1eno. B cmywae ecnm moabopka JTOKYMEHTOB IO OJIHOMY BOIIPOCY



HacuuTbiBaeT Oosiee 100 TUCTOB, OHA MOXKET OBITH BbIIEJIEHA B CAMOCTOSITEILHOE
JEeT0;

JOKYMEHTBI, ITOJIeXKAaIlUe BO3BpaTy, B I€JI0 HE IIOMEIIAI0TCS;

B JI€JI0 IIOMEILIAETCS TOJIBKO OJHMH JK3EMIULAP JOKYMEHTA, YEPHOBUKU U
BapUaHThI IPOEKTOB JOKYMEHTOB B JI€JIO HE MOAIINBAKOTCS (32 UCKIIFOUEHHUEM TEX,
Ha KOTOPBIX HMMEIOTCS BM3bI, YKAa3aHUs I10 HUCIIOJHEHHUIO JOKYMEHTOB U Apyrue
OTMETKH, JOTIOJIHAIOIINE TIEPBBIN 3K3EMIUISP);

B JI€JI0 BKJIFOYAIOTCs, KaK IPABUJIO, JOKYMEHTBI OJHOIO KaJE€HIapHOro roja
(MCKJIFOUEHHUE COCTABJISIOT JINYHBIE U MIEPEXOAIINE JENA);

KaXX70€ JeJI0 He JODKHO MpeBblmath 250 mucToB, mpu OoJblieM oObeme
JIOKYMEHTOB B JieJie (JOPMUPYETCSI HECKOJIBKO TOMOB (4acTeil).

[Ipu BKIJIFOUEHHH B J1€7I0 (paKCOrpaMMbl JEJIaeTCA €€ KCePOKOIHUs, KOTOpast
nonmuBaeTcss B Aeno. [lojnmMHHUK — akcorpamMmbl  YHHUUTOXKAETCA €
IIPOCTaBICHUEM OTMETKH 00 YHUUTOXKEHUH HA KCEPOKOIUU.

B cinyyae HeoOXOAMMOCTH JOKYMEHTHI [0 OJJHOMY U TOMY € BOMPOCY, HO ¢
pa3JIMYHBIM CPOKOM XpaHEHMs, MOIYT HAXOIMUTbCA B OJHOM Je€l€ J0 KOHIa
TEKYIIEro Troja WIM N0 3aBEpIICHUS UCIOJHEHUA JOKYMEHTa, a 3aTeM
nepeopMUPOBBIBAIOTCS B Ji€ja MOCTOSHHOTO U BPEMEHHOTO XPaHEHUSI.

B nemo BiIO4aroTCsA BCE JOKYMEHTBHI II0 KOHKPETHOMY BOIIPOCY BMECTE C
IIPUIOKEHUAMY, YKa3aHHBIMU B TEKCTE JOKYMEHTA, IIPU OTCYTCTBUU IIPUIIOKEHU,
yKa3aHHBIX B TEKCTE JIOKyMEHTa, HUCIOJIHHUTENIh OOs3aH clenaTh 3aluch Ha
JOKYMEHTE 00 X MECTOHAXOKIECHUH.

JIOKyMEHTBl BHYTPHU J€Ja pPACIOJIAraloTcsi B XPOHOJIOTMYECKOM WIIN
BOITPOCHO-JIOTUYECKON MOCIEA0BATEILHOCTH WIK UX COYETAHUH.

HopMatuBHbIE UM  OpraHU3alMOHHO-PACHOPAIUTEIIBHBIE JTOKYMEHTBI C
OTHOCAILMMUCSI K HHUM [PWIOKCHUAMU TIPYNIUPYIOTCA B J€jla II0 BUIAM
JIOKYMEHTOB U 110 XPOHOJIOTHH.

[Iporokonel 3aceqanuii TeppuTOpUaAIBHON KOMHUCCUU PACIIOJIArarOTCs B JIEIIe
II0 XPOHOJIOTMM B NOPSAKE BO3pACTaHUs HOMEPOB. J[OKYMEHTBI K 3aCEIaHMIO

TeppuropraabHON KOMUCCHH ITOMEIIAIOTCA [TOCIIE COOTBETCTBYIOIIETO MTPOTOKOJIA.



[Tonoxenus, WHCTPYKIINH, YTBEPKICHHbIE pacrnopsAuTEIbHbIMUA
JOKYMEHTaMHU, SIBJISIIOTCS MPWIOKEHHSIMU K HUM U TPYNIHUPYIOTCS BMECTE C
YKa3aHHBIMH JIOKYMEHTaMHU.

[ImaHoBas u oT4ETHAST NTOKYMEHTALIUS HE3ABUCUMO OT JAThl €€ COCTABJICHUS
BKJIFOYAETCS B JICJIO TOTO roj/ia, K KOTOPOMY OHA OTHOCHUTCHI.

B nene «llepenucka» wucxonmsimuii (OTBETHBIM) TOKYMEHT MOMEIIAETCs
nocye Bxogsiero. [Ipu Bo300HOBIEHUN MEPENUCKU MO BOMPOCY, HayaBIIEHCS B
NpeAbIIyIIEM TOAy, JOKYMEHTbl BKJIOUAIOTCA B JI€JI0 TEKYIIEro Toja u
YKa3bIBAE€TCSI MHAEKC TOrO Jela MO0 HOMEHKIAType AEN MNPENbIAyLIero roja, B
KOTOPOM HaXOJIATCS MPEANIECTBYIONINE IOKYMEHTBI 10 3TOMY BOIIPOCY.

OOpareHus rpaxkJIaH U JOKYMEHTBI M0 UX PACCMOTPEHHUIO (OPMHUPYIOTCS
B OT/CNbHBIC Jiena. Kaxkoe oOpalieHue 1 Bce JOKYMEHTHI IO €r0 paCCMOTPEHUIO
COCTaBJISIFOT B JIEJIE CAMOCTOSITEIBHYIO TPYIITY M PACHOJIaraloTcs B an(paBUTHOM
MOPSAKE MO TepBbIM OyKkBaM (hamMuiInii aBTOPOB 0OpaIeHU.

B nenax, Haxonsmmxcsi B JA€JIONPOU3BOJICTBE, TOKYMEHTHI TEKYIIEro rojia
pacrojaratorcsi 1m0 XpOHOJOTHHM CHHU3Y BBEpX MO Mepe mnocrymieHusa. l[lpu
MOATOTOBKE K CAadye B apXuB Jieja ¢ JOKYMEHTaMHU TMOCTOSIHHOTO M BPEMEHHOTO
(10 mer m Oonee) xpaHeHUsT NepePOPMUPOBBIBAIOTCA B OOpPaTHOM MOPSIIKE:
JIOKYMEHT, MOCTYIUBIIUN B KaJE€HJAPHOM TOJIy MOCJIEAHUM, JOJDKEH ObITh BHU3Y
Jienia, a IepBbIi JOKYMEHT KaJICHJAApHOTO rojia — BBEPXY, MEPBBIM.

Jlena ¢ MOMEHTA KX 3aBEJICHUS U JI0 Mepe/layd B apXHUB WM YHUUTOXKEHUS B
CBSI3M C HCTEUEHHEM CPOKOB XpaHEHHUSI HaxomsITCs y  Mpeacenaress
(OTBETCTBEHHOTO 32 BEJCHUE JEIONPOU3BOACTBA) TeppUTOpHaIbHON KOMUCCHH.

[Iporokoisbl 3acenaHui, pemeHuss TeppUTOpUATIBHOW KOMHMCCHUH, CIUCKHU
MPUTJIAICHHBIX, TpUJIaraéMble K MMPOTOKOJTY, MOJIMHHBIC SK3EMIUISPhI PEIISHUN ¢
COOTBETCTBYIOIIUMHU MPUIOKEHHUSIMHU, MPOTOKOJbHbIE MOPYUYEHHUS, JTOKYMEHTHI,
MOCIYKUBIIME OCHOBAHMEM JUIi PACCMOTPEHMS BOIIPOCAa Ha 3acedaHuU
TepputopuaabHOil KOMHUCCHH, paciindpoBaHHAS ayIM03aMUCh 3aceaHus (Mpu ee

HaJMyuM), CIHCKH PACCBUIKM PEIICHHM 10 MepeJayd B apXUB HAXOMSITCA Y



npeaceaaTens (OTBETCTBEHHOTO 3a BEJICHUE JIEJIONPOU3BOICTBA)
TeppuropuanbHOW KOMUCCHUMU.

3a COXpPaHHOCTh JIOKYMEHTOB M J€J OTBETCTBEHHOCTh HECET IMpEJCeaTelNb
TepputopuaabHONl KOMUCCUU U OTBETCTBEHHBIN 32 BEICHUE NEJIOMPOU3BOJICTBA B
TeppuropralibHOM KOMUCCHH.

Jlena [OJDKHBI HaXOAWThCS B paboyell KOMHATe WM B CHEHUATBHO
OTBEJICHHOM ISl 3TOM 11eJIM TTOMEIIEHUH U XPAaHUThCA B 3alHUparoIuxcs mkadax,
MPEIOXPAHAIOIINX JTOKYMEHTHI OT IBIJIM U BO3JECUCTBUS COJTHEYHOIO CBETA.

B wmemsx o0ecreyeHusi ONEpaTUBHOIO TMOMCKAa JOKYMEHTOB Jeja
pacroJiaratoTcsi B COOTBETCTBHUM C HOMEHKJIATypOM JI€JI, KONHS KOTOpPOH
MOMEIIAeTCsl Ha BHYTPEHHEW CTOPOHE JIBEPIIbI MKada.

Ha xopemkax o00g0oXeK Jefla YKa3bIBalOTCS MHJEKCHI el 1O
HOMEHKJIATYpE JIEIL.

Jlena, Haxopnsmuecs Ha TEKYyIIEM XpaHEHHH, Moiuexar yuery. llepen
Iepe1adyel JOKyYMEHTOB B apXMB NPOBOAUTCS MNPOBEPKA HAIUYUSA U COCTOSIHUA
JIOKyMEHTOB M JIeJI B IEJAX YyCTAHOBICHUS (PAKTUYECKOTO HAIWYUS AN U
COOTBETCTBHS UX KOJUYECTBY, YUCIALIEMYCS 10 HOMEHKIAType Ae.

[IpoBepka Hamuuust U COCTOSIHHSI JOKYMEHTOB W JI€JI HPOBOIUTCS IIPU
NEpEMEIICHUN €], BO3BpaTe [eJ, CMEHe Impeacenarens TeppuTopHalbHON
KOMUCCHH.

[IpoBepka mpPOBOAWUTCS MYTEM CBEPKM CTAaT€ HOMEHKIATYpPbl JE€d C
OMMCAHUEM JieJl Ha 00JIOKKE, a (U3HUYECKOE COCTOSTHUE JIeNl ONpPEeNesieTcs MyTeM
WX BHU3yaJIbHOTO MpocMoTpa. Bce oOHapyKeHHBbIE HEAOCTATKH (PUKCUPYIOTCS B
aKTE MIPOBEPKU HAJIMYKS U COCTOSHUS JIEIL.

B cnydae yTpartbl JOKYMEHTOB UM Jell MPOBOJUTCA  CIIy>KeOHOE
pacciieloBaHHe, MO pe3yJibTaTaM KOTOPOrO JHMIO, BUHOBHOE B yTpaTe, HECET
OTBETCTBEHHOCTbh B YCTAHOBIICHHOM MOPSJIKE.

Ecnmu oTaenbHblE JOKYMEHTBI, YK€ BKIIOYEHHBIE B JI€JI0, BPEMEHHO

TpeOyroTcs Ay pabOThl, OHM MOTYT OBITh BBIIAHBI W3 JIeJa, a HAa MX MECTO



BKJIA/IBIBAETCS JIMCT-3aMECTUTENb C yKa3aHUEM, KOIJa, KOMy M Ha KaKOM CpOK
BBIJIAH JOKYMEHT.

11.3. OkcnepTH3a HEHHOCTH I0KYMEHTOB.

OKcnepTu3a LEHHOCTH JOKYMEHTOB IPOBOAUTCA JJISl  YCTaHOBJICHUS
HAay4yHOM, HMCTOPUYECKOM M  IPAKTUYECKOW  3HAYMMOCTH  JOKYMEHTOB,
o0pa30BaBIIMXCA B IPOLECCE JEATEIBHOCTH TEeppUTOPUAIBHON KOMHUCCHUM, C
LEJIBbI0 0TOOpA UX JJIS JAJIbHEHMIIEr0 XpaHEeHUs! WK YHUUTOKEHUSI.

DKcnepTh3a UEHHOCTH JIOKYMEHTOB IIPOBOJUTCA IPU  COCTABJICHHUH
HOMEHKJIaTypbl JeJ, B Ipouecce (OpMUPOBAHMS 1€, NPU MOATOTOBKE JEd K
nepenaye B apXuB.

JU1st pacCMOTpPEHHUsI TPOEKTOB HOPMATUBHO-METOIUYECKUX JOKYMEHTOB IO
BOIIpOCaM JIEJIONIPOU3BOJICTBA U APXMBHOTO J€Ja, ONUCEH JAeN MOCTOSHHOTO U
BpemeHHoro (10 ner u OoJjiee) XpaHEHHs, aKTOB HAa YHUYTOXKEHHUE J€l U
JOKYMEHTOB, HE HMEIOLIMX HAyYHOW IIEHHOCTH U MPAKTUYECKOrO0 3HAYCHMUS,
pUKa3oM mpejacenarenss TeppUTOPUAIBHOM KOMHUCCUU CO3/1a€TCi DKCIIEpTHAs
komuccus (ganee — OK).

B ee ¢pyHKIUM BXOIUT TakKe PacCMOTPEHHUE U OJOOpPEHHE HOMEHKJIATYpPhbl
nen TeppuropuaabHOM KOMUCCHUM.

B cocras OK Brimouarorcs wieHbl TeppuTOopuanbHON KOMMCCHUH,
IPaXIaHCKHE CHOy’Kallye amnmnapara [eppuTOpUaIbHOM KOMMCCHUHU, YJIEHBI
Cankr-IletepOyprckoil m30upareabHOW KOMHMCCHM WM COTPYAHMUKH ammapara
Cankrt-IletepOyprckoit n3duparesbHON KOMUCCHH (IO COTJIACOBAHUIO).

[Ipy npoBeneHHH BKCHEPTHU3bl LEHHOCTU JOKYMEHTOB OCYIIECTBIIAETCS
oT0op Aen nmoctostHHOro U BpemeHHoro (10 snet u Oonee) xpaHeHus, oTOOp Ael ¢
BPEMEHHBIMU CPOKaMU XpAHEHUs, MOAJEKAIIUX XPaHEHHUIO, BBIACICHUE K
YHUUTOXKEHUIO JIe] 3a MPEAbIAYIINE TOJbl, CPOKH XPaHEHUS! KOTOPBIX, HCTEKIIH.
ITpu 3TOM OJHOBPEMEHHO MPOBEPSIIOTCS KAUE€CTBO U MOJIHOTAa HOMEHKIATYPHI 1€,

MMPpaBUJIBbHOCTL OMPCACICHUA CPOKOB XpaHCHHA ACII.



DKcrepTr3a LEHHOCTH JOKYMEHTOB OCYIIECTBISIETCS IyTEM IOJMCTHOTO
npocmotpa gnen. He nomyckaercs oTOOp JOKYMEHTOB Ui XpaHEHHS WIH K
YHUYTOXKEHUIO TOJIBKO HA OCHOBAHHUH 3ar0JIOBKOB JIEII.

JIOKyMEHTBI, YTpaTUBIIHME MPAKTUYECKOE 3HAYEHHE W HE HMEIOLIUE
UCTOPUYECKOW WM HAYYHON IIEHHOCTH, 1O MCTEYEHUU YCTAHOBJIEHHBIX CPOKOB
XPAHEHUS MMOJJIEKAT YHUUYTOKEHHUIO T10 aKTY.

AKTBI O BBIJICJICHUU K YHUUYTOKEHHUIO €] U JOKYMEHTOB pacCMaTpPUBAKOTCS
Ha 3acegaHusx OK OJZHOBpPEMEHHO C ONMCSAMHU JieJ. YHUYTOXKEHUE Jel U
JOKYMEHTOB JI0 YTBEPKACHUS aKTOB 3aPEIIACTCS.

Ilo pe3ynbraram 3KCIEPTU3bl LEHHOCTU JOKYMEHTOB OTBETCTBEHHBIM 3a
BEJICHUE JIEJIONPOMU3BOJICTBA €XKETOJHO COCTaBIIAFOTCS CBOJHBIE ONKMCH Ml
NOCTOSIHHOTO U BpeMeHHOro (10 net u Oonee) xpanenus (nmpuioxeHuss Ne 10, 11)
U 10 JUYHOMY cocTaBy (mpuioxkeHue Ne 12), a Takke akThl O BBIJICICHUU K
YHUYTOXKEHHUIO JIeJI, HE MOJUIeKAIINX XpaHeHUo (Tpuioxenue Ne 13).

Onucu gen moctostHHOro u BpemeHHoro (10 jmer m Oonee) XpaHeHwHs, a
TaKKe€ aKThl O BBIJICIICHUM K YHUUYTOXKEHUIO 3THX €] paccmaTpuBaioTca Ha DK
Y yTBEPKAAIOTCS Npeacenarenem TeppuropruaibHON KOMUCCHH.

[Tpu YHUYTOKCHUU JIOKYMEHTOB co CPOKOM XpaHEHHUS
«/lo muHOBaHus HamoOHOCTH», «1 TOm», «3 TOHa», «S5 JET» COCTaBISETCS aKT
(mpunoxenue Ne 14), KOTOpbIM MOAMMCHIBACTCS HE MEHEE YeM JIByMs 4JIEHAMU
TepputopuanbHOM KOMUCCUHM U YTBEPXKAAETCA IMpeacenaresnemM TeppuTopruaIbHON
KOMHCCHH.

UepHOBUKM W  PYKONHCH MOJTOTABIMBAEMBIX JIOKYMEHTOB, KOIHH
WH(OPMAIMOHHBIX W JPYIHX MaTepHalioB, HE TMOJJICKANUX BKIIOYCHUIO B
HOMEHKJIaTypy [, I0 MUHOBaHUM B HUX HAJIOOHOCTU MOTYT YHUUTOXAThCs 0€3
COCTAaBJICHHUS aKTa.

BpourtopoBka el MpOU3BOAUTCS TOJIBKO TIOCIIE MPOBEICHUS DKCIIEPTU3BI

IHNEHHOCTHU JOKYMCHTOB.



11.4. Odopmienue aeiu.

Jlena, mojiekamye Iepefade Ha XpaHEHHEe B apXuB, JOJDKHBI OBITH
0 OopMIIEHBI COOTBETCTBYIOIIUM 00pa3oM.

Odopmiienne nena BKIOYaeT B ce0s  MPOBEPKY CUCTEMATU3ALMU
JIOKYMEHTOB BHYTpH JI€JIa, HyMEpaIUIO JUCTOB, COCTABJIICHNE BHYTPEHHEH OMHCU
JTOKyMeHTOB jena (mpuiiokenue Ne 15), mucra-3aBeputens aena (MpUIIOKEHUE
Neo 16), obopmieHne peKBU3UTOB 00JI0KKHU, TTOIIMBKY (IIEpEIUICTCHHE) JIea.

B 3aBHCHMOCTH OT CPOKOB XpaHEHHs MPOBOAUTCS MOJHOE WM YACTUUHOE
odopMIIEHHE JICII.

Jllena BpemeHHoro (no 10eT BKJIIOYMTENBHO) XpaHEHUsI MOJIeKAT
YacTUYHOMY O(QOpPMJICHHIO: JIOMYCKAaeTCs JIUCThl Jella HEe HyMepoBaTh,
3aBEpUTENbHBIC HAINUCH HE COCTaBIATh. lIpM 3TOM HOKyMEHTHI OMyCKaeTcs
XPaHHUTH B MANTKaX-CKOPOCIIUBATEIISAX, MITKUX 00JIOKKAX.

Jlena mOCTOSIHHOTO XpaHEHHs MOoAJIekaT MoJHOMY odopmieHuto. [lomHoe
oopmiieHne nena mnpeaycMaTpUBAaeT MPOBEPKY CHCTEMAaTU3allUd JOKYMEHTOB
BHYTPH Jieja, TPABUIBHOCTU UX 0GOopMIIEHHUS (HATMYUE HEOOXOIUMBIX TIOIITUCEH,
BU3, OTMETOK O PETHCTPAIH W UCTIOJHEHHH, MPHIOKEHUH ), HyMEpPaInIo JIHCTOB,
COCTaBJICHME BHYTPEHHEH ONUCH JOKYMEHTOB JieJa, COCTaBJCHHE JHCTa-
3aBepuTeIs Jela, opopMIeHHE PEKBU3UTOB OOJIOKKH, MOAMINUBKY (MIEPEIIETCHHE)
nena.

O6noxKa nena odopmIsieTcs o YCTaHOBJIEHHOM dbopme
(npunoxxenne Ne 17). CBefieHust Ha 00JI0KKY MEPEHOCATCA U3 HOMEHKJIATYPhI J1e]T
C YTOYHEHMUSIMH, OTPAKAIOIUMHU (PAKTHUECKUH COCTaB IOMEIICHHBIX B €O
JTOKYMEHTOB.

OO6nokka Jgena HAAMHUCHIBAETCS YEPHBIMH CBETOCTOMKHUMH YEpHHJIAMHU,
paz0opunBo, 6e€3 cokpameHuii. Jlomyckaercs odopmieHHe OOJOXKKH Jena ¢
MCIIOJIb30BaHNEM KOMIBIOTEPHON TEXHUKH.

Ha o0noxke pgena yKasbIBarOTCS CIEAYIONIME PEKBU3UTHI: HA3BaHHE

TeppuTopuansHoii KOMHUCCHU, EJIOMPOU3BOJCTBEHHBINI HOMEpP (MHIIEKC) Jena,



3arojioBOK Jelna, Jnara jneia (ToMma, 4acTd), KOJUYECTBO JIUCTOB B JI€Je, CPOK
XpaHeHus Jena.

PekBu3uThI, IpocTaBiseMble Ha 00J0XKKE Aena, 0GOPMIISIOTCS CIIETYIOIINUM
obpazom:

Ha3BaHHE TeppPUTOPUAIBHON KOMHMCCHUU YKAa3bIBA€TCSI B COOTBETCTBHM C
periiamenToM  TepputopuanbHo komuccuu. Ilpu  HU3MEHEHHWHM  Ha3BaHUS
TeppuropralibHOH KOMHCCHM B T€UEHHE TMEPHOJA, OXBATHIBAEMOIO JIOKYMEHTAMU
7ena, Ha 00JIOKKE K CTapOMY Ha3BaHUIO MPUIMCHIBAETCS HOBOE;

JIEJIOTPOU3BOACTBEHHBIM HOMED (MHJIEKC) Jiesia — MPOCTaBiseTcs 1udpoBoe
o0o3HaueHHe (MHIEKC) JeNia M0 HOMEHKJAType JIed U YKa3blBaeTcs HOMEp ToMa
(qactn);

3arojIOBOK (HaMMEHOBAaHME) JieJla TMEPEHOCUTCS W3 HOMEHKJIATYphI el
(B HEOOXOJIUMBIX CITydasiX B 3ar0JI0BOK BHOCSITCSI YTOUHECHHUS);

Jata Jena — Ha OOJOKKE Jea YKa3bIBalOTCsl JBE JIaThl, KOTOpPHIE
HA3BIBAIOTCSl KPAHUMU JTaTaMU M COOTBETCTBYIOT IOy 3aBEIICHUS U OKOHYAHUS
nena. HauanpHast mara — 3TO jaTa camMoro paHHEro, a KOHEYHas jJaTa — JaTa
CcaMoTO TO3HETO JOKYMEHTa B aene. [Ipu 3TOM y4HTHIBAIOTCS aThl BXOIAIIUX U
UCXOJIAIUX JIOKYMEHTOB (B cCllydae WX OTCYTCTBUSI — JaThl PETHCTpalldd
JIOKyMEHTOB), U HE YYHUTHIBAIOTCS JaThl CIUCAHUS JOKYMEHTOB B JICNIO, YKa3aHUN
110 WCIIOJIHEHUIO JOKYMEHTOB, OTMETOK HMCIIOJTHUTENS (32 MCKIIIOUEHUEM CITydaeB,
KOT/Ia Ha JOKyMEHTaX HEe UMEETCS JIPYTUX JIaT, KpOME MEePEUUCICHHBIX ).

[Ipn HamucaHmm KpaWHUX JaT Ha OOJIOXKKAX JIeJ MOCTOSTHHOTO XpaHCHHUS
YUCJIO U TOJ IPOCTaBISIOTCS apadckumu mudpamu. Ha 00610KKax €1 BpeMEHHOTO
XPaHEHUS YKa3bIBAETCS TOJIBKO TOJI.

Ha oOnoxkax Jen, COCTOAIIMX M3 HECKOJbKUX TOMOB (4acteid),
MPOCTABIISIOTCS KpailHUE JaThl KaXKJ0T0 ToMa (4acTu).

KonnuecTBo MpoHyMEpOBaHHBIX B JI€Ni€ JIUCTOB IMPOCTABISETCS C JIMCTa-
3aBEpUTEIA Jea.

Cpox XpaHeHHUs TIEPEHOCUTCSI Ha 00JIOKKY Jie7la U3 HOMEHKJIATyphl nei. Ha

JAcJax IMMOCTOAHHOI'O XpaHCHUA IMUIICTCA: «ITocTOsIHHO.



Ha kopemike aena yka3sIBarOTCs 3aroJIOBOK Jieja, FoJL Jea U TOM JIeJIa.

B memsax obOecrneueHHss COXPAaHHOCTM M 3aKpEIUICHUA  TOpsAKa
PacCIIOIOKEHUS TOKYMEHTOB, BKJIIOYEHHBIX B €0, BCE JMUCTBHI, KPOME YUCTHIX,
JIMCTA-3aBEPUTEIS J€JIa U JINCTOB BHYTPEHHEH OIMCH HYMEPYIOTCS B pPa3BEPHYTOM
BUJe apabckumMu ImdpamMu BaloBOM Hywmepauued. YUucTble JHCTHI U3 Jena
U3bIMalOTCsl (0€3 MOBPEXIEHUS LEJIOCTHOCTU Ji€Jla) U YHUUYTOXKAITCA. JIMCThI
HYMEPYIOTCSI MPOCTBIM KapaHAAllOM, CBEPXY BHHU3 B BO3pacTarOLIEM IMOPSAIKE
HOMEpOB, HauMHAasA C nepBoro. Lludpsl npocTapisioTCa B MPAaBOM BEPXHEM YTy
mucta. Hymepanus nBETHBIMM KapaHJalllaMM, YEPHWJIAMH M HYMEpPaTOpaMH He
JOITY CKaeTCsl.

JIOKyMeHTBI ¢ COOCTBEHHOUW HyMmepalued JMCTOB, B TOM 4YHCIE MeYaTHBIC
U3JIaHUsl, HYMEPYIOTCS B OOIIEM IMOpPSAJKE WIH COXPAHSIOT COOCTBEHHYIO
HYMEpALHUIO, €CIIM OHA COOTBETCTBYET INOPSIAKOBOMY PACHOJIOKEHHIO JUCTOB B
nene.

Cnoxennplii nuct Oonbiioro ¢opmata (A2, A3) pa3BopauuBaeTcs U
HyMepyeTcs B MpaBOM YacTh BEepXHEro mois jucra. [lpu stom nuct mobdoro
¢opmarta, MOAIIMTBHIA 3a OAMH Kpal, HyMEpyeTCcs KaK OAMH JIMCT, a JIKCT,
CJIO’KCHHBIA U ITOAIIMTBIA 34 CEPENMHY, ITOJIEKUT NEPEIINBKE U HYMEPYETCS KaK
OJIH JIUCT.

Ecim B nene ectb KOHBEPT C BIOKEHUSAMM, TO CHadajga HyMEpYeTcs
KOHBEPT, 4 3aT€M OYEPEAHBIM HOMEPOM KaXJ0€ BIOKECHUE.

dororpapuu U Jpyrue WUIOCTPaTUBHBIE MaTepUalbl HYMEPYIOTCS Ha
00OpOTHOM CTOPOHE B JIEBOM BEPXHEM YTIIy.

JIuct ¢ Harfmyxo HakKJIeeHHBIMU JOKYMEHTaMU (BbIpe3KaMu, (hoTorpadusimu)
HyMepyeTcs KaK OJMH JIMCT. ECIIM K TOKYMEHTY NOAKJIEEHBI OJTHUM KpaeM JIpyTue
JOKYMEHTBI (BCTaBKU TEKCTA, IEPEBOJIBI), TO KaXKIbI JTUCT HYMEPYETCS OTIEIBHO.

IIpunoxenue K JAelly, COCTABJSIIOLIEE OTIEIBHBIM TOM, HYMEpYeTCs

OTJICNIBHO.



[Ipy Hanuuum OTAENBHBIX OMMOOK B HyMepaluu JUCTOB B Jejax Mpu
NOJrOTOBKE HX K cladye B apXWB JIOMYCKaeTcs  YNOTpeOJIeHHe JUTEPHBIX
(c OYKBEHHBIMH JIOTIOJTHEHUSIMH ) HOMEPOB JIUCTOB.

B nenax mOCTOSIHHOTO XpaHEHUs M1 ydeTa M IIOMCKAa JOKYMEHTOB
B HayaJie Jieja MOKET IOMEIIAThCSI BHYTPEHHss onuch (npritoxenue Ne 13).

JINCTBI BHYTPEHHEN ONMCH HYMEPYIOTCS OTIEIIBHO.

Kaxnoe neno 3akaHUMBAEeTCs JIMCTOM-3aBEPUTEIIEM YCTAHOBIEHHONW (POPMBI
(mpunoxenue Ne 16).

B nucre-3aBepurene nena nudpaMu U IpONUCHI0 YKa3bIBAETCS (PaKTUUECKOE
KOJIMYECTBO JINCTOB B JAHHOM JIEJIE, & TAK)KE HAIMYME JIMTEPHBIX U MPOITYLIEHHBIX
HOMEPOB JIUCTOB, KOJUYECTBO JINCTOB BHYTPEHHEHW ONUCU W HAJUYHUE CpEIu
JIOKYMEHTOB Ta3€T, KHUT, OpolIop, deprexei, ¢ororpaduii, pucyHKOB U T.A.,
CTaBUTCS JlaTa M MOAMNHCH paOOTHUKA, CHOPMHUPOBABILErO JENI0, U YKa3bIBAETCS
€ro JIOJDKHOCTh, MHMLIMAIbl W ¢amuwind. Ecin KonuyecTBO JHCTOB B Jeie
U3MEHSETCS, 3aBEpUTEIbHAS HAAMUCh COCTABIIAETCS] BHOBB.

[Ipu moAroToBKE A€ K MOAIIMBKE (TEPEIUIETY) NPOBEPSAETCS NPABUIBHOCTD
ux ¢GopmupoBaHus, 0(QOPMIICHUS, METAIUIMYECKUE CKPEIJICHUS U3 JIOKYMEHTOB
YAQIAIOTCS.

JIOKyMEHTBI TOJIIIMBAIOTCS TAKUM 00pa3oM, 4TOOBI MOKHO OBLIIO CBOOOHO
IPOYUTATh TEKCT KaXJIOro JOKYMEHTa, BU3bl W YKa3aHUSA 10 HCIOIHEHUIO
JOKYMEHTA.

11.5. Ilepenaua ges B apxXuB.

Ilepenaua pgen DOCTOSHHOTO XpaHEHUS B apxXuB TeppUTOpHATBLHOU
KOMHCCHH OCYIIECTBISETCS MOECIMHUYHO 1O yTBepxkaeHHbIM OIIK omucsam npen
MOCTOSIHHOTO XPaHEeHHUSI.

[Ipuem noxkymeHTOB Ha mocTosiHHOE XpaHeHue B Cankt-lleTepOyprckyro
n30UpaTeNbHYI0 KOMUCCHIO O(DOpMIISIETCSl aKTOM IpHeMa-lepenayn JOKYMEHTOB

(npunosxxenue Ne 18).



B apxuB Cankr-IletepOyprckoit n3dupareabHOi KOMUCCUU B COOTBETCTBUU
C HOMEHKJIATYpOu Jell TeppuTOpHAIIbHOM KOMHMCCHM Ha ITOCTOSHHOE XPAaHEHHE
IIepEeNarOTC:

JUYHOE Jeno mpexncenareis TeppUTOpUAIbHOM KOMHCCUM B CIydae
OKOHYaHHS CPOKa MOJTHOMOYUN WIIM OCBOOOXKICHHS OT JIOJDKHOCTU A0 MCTEUCHUS
CPOKa IIOJITHOMOYHI;

JUYHOE JeJ0 TOCYAApCTBEHHOIO TPaXXIAHCKOTO CIIy Kallero ammapara
TeppuTopralbHOM KOMHMCCHUM B CIIy4ae €ro YyBOJBHEHHsS C TOCYIAapCTBEHHOU
CITY>KOBI;

JOKYMEHTBI IOCTOSIHHOTO U BpeMeHHoro (10 neT u 0osee) CpoKOB XpaHEHUs
B Cily4ae peopranu3anuu (JimkBuganun) TeppuTtopruaabHON KOMUCCUU.

IIpn mepemade nen Ha BCEX DK3EMIUISIPAX OMUCU JAEN IMPOTHUB KAXKIOTO
BKJIFOUEHHOTO B Hee jena B rpade «IIpumeuanue» craBUTCS OTMETKA O HATUYUU
nena. B KOHIIE KaXA0ro 3K3eMIULIpa ONMCH JAeN yKas3blBaloTCAd LHUdpaMu U
IPOMUCHI0 KOJUYECTBO (HAaKTUYECKU NPUHATHIX (TIEPEIaHHbIX) B apXWB [,
WMHUIMAIBI 1 (aMUIINK JIUL], OCYIIECTBISIONINX IPUeM-TIepeaauy e, CTaBsITCS X
MOANVCHU U J1aTa.

[Ipu mpueme paen mnpoBepseTcs NpPaBUIbLHOCTh MX odopmienus. [lena,
opopMJIEHHBIE € HapyUIEeHMEM TMpaBWI, YCTAHOBIEHHbIX WHCTpyKIueH,
BO3Bpalarorcs B TeppUTOopuasbHyr0 KOMHCCHUIO C YKa3aHUEM HEAOCTATKOB I X
YCTpPaHEHHS.

N3buparenbHas JOKyMEHTAIUsl XpaHUTCA B TeppUTOpHabHON KOMHUCCHUH B
coorBeTcTBUM ¢ llopsAakom XpaHeHUs, NEpeNadyd B APXUB M YHUUYTOXKCHUS
JOKYMEHTAallu¥, CBSI3aHHOW C TOATOTOBKOW M TMPOBEIEHUEM BBIOOPOB U
pedepeHayMoB B Cankr-IletepOypre, YTBEPKIECHHBIM peleHneM
Cankr-IletepOyprckoii  m30uparenbHON Komuccuu, I[lopsimkoM XpaHeHus U
Nepejayd B apXWBbl JTOKYMEHTOB, CBSI3aHHBIX C IMOJATOTOBKOM W MPOBEJACHUEM
BbIOOpOB IIpesunenta P®, IlopsakoM XpaHeHuWs W Tepefadyd B apXMBbI

JOKYMCHTOB, CBsA3dHHBIX C HOI[FOTOBKOﬁ H IIPOBCACHHCM BBI60pOB ACIIyTaTOB



I'ocynapctBennoit [Jymbr @PC P®D, yTBEpKIAEHHBIMU COOTBETCTBYIOIIUMHU
noctanoBienusimu [{K PO.

11.6. Ilopsaiok padoThI € 3JIEKTPOHHBIMH JOKYMEHTAMHM.

HcnonHeHHbIE AJEKTPOHHBIE JOKYMEHTBI CHUCTEMAaTU3HPYIOTCS B J€ja B
COOTBETCTBUM C HOMEHKJIAaTypou pnen TeppuropnanbHor Komuccuu. Ilpm
COCTaBJICHUM HOMEHKJATypbl J€JI B 3aroJIOBOK JieJla BKIJIKOYAETCA YyKa3aHUE
«NEKTPOHHBIE JOKYMEHTBD».

Cpoky XpaHEHHMS DSJIEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CpPOKaM
XpaHEHUs aHAJIOTMYHBIX TOKYMEHTOB Ha OyMa)KHOM HOCHUTETIE.

DKcnepTh3a LEHHOCTH JJIEKTPOHHBIX JOKYMEHTOB OCYILIECTBIISIETCS B
oOmieM MOpsiAKe, YCTAHOBJIEHHOM JJIsi JOKYMEHTOB Ha OyMa)kKHOM HOCHTEJE.
[locne wucTeyeHuss CpOKa, YCTAaHOBJIEHHOTO ISl XPAHEHHs DSJIEKTPOHHBIX JIElI
(37EKTPOHHBIX JTOKYMEHTOB), Ha OCHOBAaHMM aKTa O BBLICIEHHH HX K
YHUUYTOXKEHUIO, YTBEPKACHHOTO IpencenaresneM TeppuTopruanbHOW KOMHCCHH,
yKa3aHHbIE  3JIEKTPOHHBIE  Jiea  (JIEKTPOHHBIE  JIOKYMEHTBI)  MOJJIEXAT
YHUUYTOXKEHUIO.

OJIEKTPOHHBIE JTOKYMEHTBI IIOCTOSHHOTO XPaHEHWsS IEpeAaroTcs Ha
apXUBHOE XpaHEHHE IO OmHuciAM ¢ OQOpMJICHHEM akTa IpueMa-lepeaadn

AJIEKTPOHHBIX TOKYMEHTOB.
12. OTBETCTBEHHOCTH

12.1. Ynensl TeppuropuaibHOW KOMHUCCHU U TpakJIaHCKHE CIIyXKallue
anmapara TeppuTopraibHON KOMUCCUU HECYT MEPCOHAIBHYIO OTBETCTBEHHOCTD 3a
cobmoienre TpeOoBaHM HacTosmed MHCTpyKIMK, COXpaHHOCTh HAXOISIIUXCS Y
HUX JOKYMEHTOB.

12.2. OTBETCTBEHHOCTH 3a OpraHU3aIUI0 JIEJIONMPOU3BOCTBA B
TepputopualibHOM KOMMCCHH, BHEJIPEHHE aBTOMATU3UPOBAHHBIX
(KOMIBIOTEPHBIX)  TEXHOJIOTMM  TOJATOTOBKM W 0OpabOTKM  JTOKYMEHTOB,

o0ecreueHrne COXpPaHHOCTU JOKYMEHTOB M Iepefady UX B apXWB, KOHTPOJb 3a



cobmoaenueM TpeboBaHuM HacTtosmied WMHCTpyKIMuM HeceT mpejcenaresb

TeppuroprualibHON KOMUCCHH.
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[Tpunoxenue No 1
K MHCTPYKIIUU I10 IEJIONPOU3BOACTBY B
TepputopuanbHOl W306UpaTeaIbHON KoMuccuu Ne 48

HEPEYEHDb

AOKYMEHTOB, HE MMOMJICKAINUX PErucTpanumn

Coo01ieHuns 0 3aceJaHusX, COBEIIAHUIX U TTOBECTKAX JHS.

VY4eOHble TPOrpaMmbl, MJIaHbI.

PexnaMHble U3BEIIEHUS, TIAKATHI (32 UCKIIFOYEHUEM aruTallMOHHBIX ).
[To3npaBuTenbHBIE MUCHMA U TEJIETPAMMBI.

[IpurnacurenbHbie OUIETHI.

Byxrantepckue TOKyMEHTBHI.

[leuaTHbie U3gaHUS.

OmnepatuBHas uHpoOpMalMs, NocTynawmas no kaHamam cBsizu ['AC

«Bb160pBDY.



[Tpunoxenue Ne 2
K HHCTPYKLHH I10 JEJIONPOU3BOICTBY B
TeppuropuanbHOl n30upaTenbHON KOMUcCHU Ne 48

AKT

MBI, HUKETIOAIUCABIINECS

COCTAaBUJIM AKT O TOM, 4YTO « » 20 r. Ipu
BCKPBITHH TTAKeTa
B HEM HE 0Ka3aJIOCh

Hacrosimuii akT coCTaBieH B ABYX DK3EMIUISPax.

Iloamucu:




[Tpunoxenue Ne 3
K MHCTPYKIIUU I10 IEJIONPOU3BOJCTBY B
TepputopuanbHOl U306UpaTeaIbHON KoMuccuu Ne 48

®opmbl 0JIaHKOB, HCIO0JIb3YEeMBbIX B H30MpPaTeIbHOH KOMHCCUH



[Tpunoxenune Ne 3.1

TEPPUTOPUAJIBHAA UBBUPATEJIBHAS KOMUCCHUS Ne 48

INPOTOKOJ 3ACEJAHUA

20 rona Ne

Cankr-IletepOypr



[Tpunoxenue Ne 3.2

TEPPUTOPUAJIBHAA UBBUPATEJIbHAS KOMUCCHUSA Ne 48

PEIIEHUE

20 roma Ne

Cankr-IletepOypr



[Tpunoxenue Ne 3.3

TEPPUTOPUAJILHAS U3BUPATEJIBHASI KOMUCCHS Ne 48
NPEACEJAATEJD

IIPUKA3

20 roxa Ne

Canxkrt-IletepOypr



TEPPUTOPUAJIBHASA
MN3BUPATEJIbBHASA KOMUCCHS Ne 48
CAHKT-IIETEPBYPI'

yIL , ., Cankr-IletepOypr, 198
Ten. (812) , Paxc (812)
http://www.
OKIIO ; OTPH
WHH/KIIIT
Ne

Ha Ne oT

[Tpunoxenue Ne 3.4



[Tpunoxenue Ne 4
K HHCTPYKLHH I10 JEJIOIPOU3BOICTBY B
TeppuropuanbHOi n30upaTenbHON KOMUCCHU Ne 48

TpebGoBaHus K JOKYMEHTAM, H3TOTOBJISAEMbIM C IOMOIIbIO

MeYaTawiluX YCTPOUCTB, M K (pailjiaM TEKCTOBBIX JOKYMEHTOB

1. TekcTsl T0KyMEHTOB Ha OysaHkax (opmara A4 meuyararoTcs yepes 1 -
1,5 MeXCTpOUHBIX MHTEpPBAJIA.

2. TekcTbl JOKYMEHTOB, MOATOTaBIMBAaEMbIX K TUHOrpadcKomy
W3/IaHUI0, TIEYATAOTCS Yepe3 JIBa MEKCTPOUHBIX MHTEpBAJIA.

3. HasBanue BuJa TOKyMEHTA MeYaTACTCs IPOMMCHBIMU OYKBaMHU.

4. Eciu 3arojoBok K TeKCTy nmpeBbimaer 150 3HakoB (5 CTpoOK),
JOMyCKaeTCsl MPOJJIeBaTh €ro 0 TPaHMIBl MpaBoro mnojisa. Touka B KOHIIE
3arojioBKa HE CTaBUTCA.

5. PacumdpoBka mnoamucu B pekBuzute «lloamuce» medaraercs
Ha YpPOBHE MOCJEAHEN CTPOKM HAUMEHOBAHHUS JOJKHOCTU C HCIOJIb30BaHUEM
koMmOuHaruu kiapui Shift — Ctrl — [TpoOen Mexay nHuIManIaMu ¥ aMUIIUCH.

6. Coznmanue, QopMaTtupoBaHWE U BBIBOJ Ha Te4aTh JOKYMEHTOB
MPOU3BOJATCS HAa KOMIBIOTEPAX C MCIOJIB30BAHHMEM TEKCTOBOTO IMpoleccopa
MS Word. BHenpeHue »5IeKTpOHHBIX TaOJMI], CO3AaHHBIX B TaOJIMYHBIX
nporeccopax, B mokymeHTel MS Word He pomyckaercs. Jlomyckaercs, mpu
HEOOXOJIMMOCTH, co3daHue, (GopMaTUpOBaHWE M BBIBOJ, Ha IeYaTh TaOJIHUII
MOCPEACTBOM TabIM4YHOTro Iporeccopa MS Excel.

7. Tlpu dopMaTupoBaHUU JOKYMEHTOB OOS3aTEIBHO HCIOIb3YETCS
BKJIFOUEHHAsI KHOTIKa 4TOOBI BUJIETh HA IKPAHE BCE CITY>KEOHbIE CHMBOJIBI.

8. Ilpu ¢dopmaTupoBaHuM TEKCTa TOKYMEHTOB HCIOJIb3YETCS CTHUIIb,
KOTOPBIM UMEET CIEAYIOIIUE TapaMeTphI:

o[lIpucdr TimesNewRomanCyr

ePasmep 14 myHkTOB



eOt1CcTYN cieBa 0 cm

cripaBa 0cMm
e lHTepBan nepen 0 myHKTOB
nocyue 0 myHKTOB

eMeKCTPOUHBIM UHTEPBAT OAWHAPHBIN, Oy TOPHBIN
ellepBas cTpoka orctyn Ha 1,25 cm
eBrIpaBHUBaHUE 10 LIUPHUHE
9. Ilpu dbopmatupoBaHuu TabIUIl HEOOXOIUMO COONIOAATH CIEAYIOLINE
TpeOOBaHMUS:
Tabluia Bcerna JODKHa HWMETh Ha3BaHHE, KOTOPO€ BbIPABHUBAETCA
10 [TPaBOMY IOJIO JOKYMEHTA,
Ta0JINLa BEIPABHUBAETCS IO LEHTPY JIUCTA;
3aroJIOBKU CTOJIOLIOB U CTPOK BBIPABHUBAIOTCS I10 LICHTPY SAUYCHKU;
JaHHbIE B sTYelKaX TaOJUIbl BEIPABHUBAIOTCS CBEPXY 110 JIEBOMY Kpalo;
NPOAOHKEHHE TaONUIIBI HA HOBOM JIMCTE BCErJa HAYMHAETCS C 3aroJIOBKOB
ee cToiOuoB (Miau HOMEpOB rpad B ciydae, eciau rpadsl TaOIUIBI HA TEPBOM
JHMCTE IPOHYMEPOBAHbI);
CTPOKHU TaOJUIIbl IEPEHOCATCS Ha HOBBIM JIUCT TOKYMEHTA UCKIIOUYUTEIBHO
LEJTUKOM;
IIMpUHA W BBICOTA TaONMIBI HE JOJDKHBI IPEBBIIATH pa3Mepbl IOJIEH
JOKYMEHTA.

10. Pa3mepsl nosieit JOKyMeHTa 10HKHBI UMETh CIEAYIOIINE TapaMeTphl:

®BEpXHEE 2,0 cm
®HIDKHEE 2,0 cm
®JICBOC 2,0 CM (Ha JIOKyYMEHTaxX CpoKoM xpaHeHus cbiie 10 get — 3,0 CM)
®IIpaBOE 1,0 cm

OT kpast 40 KOJIOHTUTYJIA:
®BEPXHETO 1,25 cm

SHIKHETO 1,25 cm



11. ITpu mOArOoTOBKE TOKYMEHTOB UCIOJIb3YIOT CIIEYIOUIUE PEKBUZHUTHIL:

repb cyonekTa Poccutickoit deaeparuu;
HAaWMEHOBaHHE N30MPATETHLHON KOMUCCHUHY;
HAaWMEHOBAHHE JIOJDKHOCTHOTO JINIIA;
CIpaBOYHBIE CBEJCHUS 00 OpraHU3aIny;
HaMMEHOBAaHHE BUJA TOKYMEHTA,

JaTa JOKYMEHTa;

PETHCTPAIMOHHBIN HOMEP JTOKYMEHTA;

CCBIJIKAa Ha I/ICXO,ZIHHII/Iﬁ pGFHCTpaHHOHHLIﬁ HOMCD U

AaTy IOKYMCHTA,

ajipecar;

rpud yTBEp>KACHUS TOKYMEHTA;
3aroJIOBOK K TEKCTY JOKYMEHTA;
yKa3aHUsl 110 UCIIOTHEHUIO IOKYMEHTA;
OTMETKa O KOHTPOJIE;

TEKCT JOKYMEHTA;

OTMETKA O HAJTMYMU MPUII0KEHUS;
HOJIIHUCH;

rpud coriacoBaHus TOKYMEHTA;
BU3A;

neyvarsb;

OTMETKA 00 HUCIIOJIHUTEIE;

UJEHTU(UKATOP AIEKTPOHHON KONUU JTOKYMEHTA.

12. PexBu3uthl (KpomMe TEKCTa JOKYMEHTa M ajpecara), COCTOSIIHE

N3 HCCKOJIBKHUX CTPOK, IICYATaOT CO CICAYIOIINMU ITapaMCTpaMu:

elllpudt
ePazmep

eOt1CcTyn

ellHTEpBaN

TimesNewRomanCyr
14 myHkTOB

cieBa 0 cm
cripaBa 0cm
nepen 0 myHKTOB

rocie 0 MyHKTOB



eMeXCTpOUYHBINM UHTEPBAT OJVHAPHBIN
e¢OTCTYII IEPBOM CTPOKH HET

eBripaBHuBanue 10 LIEHTPY

13. PekBusut «Aapecar» nevararoT cO CIASAYIOMUMHU MapaMeTpaMu:

elllpudr TimesNewRomanCyr
ePasmep 14 nynkToB
eOT1CcTYyn cieBa 12 cm
cIipaBa 0cm
elluTepBan nepen 0 myHKTOB
rnocyue 0 myHKTOB
eMeKCTPOUYHBIN UHTEPBA OJIMHAPHBIN
eOTCTYyN NEPBOM CTPOKHU HET
eBrIpaBHUBaHME [0 JIEBOMY Kparw WU LEHTpyeTcs

OTHOCHUTEJIBHO CAMOM JUIMHHOU CTPOKH.

Ecnu cocraBHblE 4YacTU PpEKBU3UTOB «Agnpecar», «['pud yrBepxkaeHus
NOKyMeHTa», «I'pud cormacoBaHust JOKyMeHTa», «OTMeTKa O HaJIU4UU
INPWIOKEHUS» HE YMEIIAIOTCA Ha OJHOW CTPOKE, TO Pa3pblB CTPOKH B HYKHOM
MECT€ MPOU3BOJUTCA C MOMOIIbIO cuMBOJIa «Pa3pbiB cTpoku» (KOMOMHaIMs

kiapuin Shift — Enter), nHanmpumep:

COTI'JTACOBAHO
IIpencenarens komuTeTa
MMYIIECTBEHHBIX OTHOLIEHUI

Cankr-IleTepOypra

A.H. IBanoB

14. IIpu opopmiieHnN TOKYMEHTOB Ha JBYX M O0Jiee CTpaHUIaX BTOpasi U
MOCIIEAYIOIUE CTPAHUIIBl JOJKHBI OBITh MpOHyMepoBaHbl. Homepa cTpaHuil
MPOCTABIIAIOT MOCEPEANHE BEPXHEro IMOJid JUCTa apaOckumu nudpamu 0e3

BCSKHX 3HAKOB ITPCIIMHAHMA.



Ecin JOKYMCHT UMECT ITPHUIIOKCHUC, TO OHO II€YaTacTCsA C HOBOU CTpaHHIIBI.

15. [l BBISIBAEHUS W HCHOPABICHHS  BO3MOXHBIX  OMIMOOK B
paBoOMUCaHUU B CHOPMHUPOBAHHBIX (aiaaXx PEKOMEHIYETCS OCYIIECTBIISThH
MPOBEPKY JTOKYMEHTOB, HCOJb3Ys CUCTEMbI IPOBEPKH MPABOMUCAHMUS.

16. Kaxxaplii TOKYMEHT CO BCEMH HNPHIOKEHUSMU K HEMY IOMEIIAIOT
B OTJICTIbHBIN (paiii (€CiIu MPUIIOKEHUS CO3/1aHbl OJTHUM IIporieccopoM). BuyTpu
daiina caM JOKYMEHT M KaXJI0€ TMPUIOKEHHUE TOMEIIAloT B OTIEIbHBIC
pazzebl.

17. Bce pekBU3UTHI JOKYMEHTA OTHEIISIIOT APYT OT Jpyra OJHOW IyCTOM
CTpOKOM, oOpa3yemoii cumBosioM ab3ama (Y — kmaBuma Enter). B Tekcte
HE JIOJHDKHO BCTpeUaThCsi OoJiee ABYX CHMBOJIOB ab3aria moIpsij.

18. He nomyckaeTcss mucaTh CjoBa C pa3psAKOM, BCTaBIsAs MNpPOOEIbI
MeXIy OyKBaMU B CJIOBaxX, 3a MCKJIIOYECHUEM CJIOBA «PEIIUIa» B PEIICHUAX H
NpPOTOKOJIAX  3acelaHuid  u30buparenpHOM  komuccuu. He  gomyckaercs
UCIIOJIb30BaHUE TMPOOENIOB jii 00pa3oBaHMsi a03alHOTO OTCTyma (KpacHOM
CTPOKH) WJIM MYCTHIX CTPOK. B TekcTe He JOMMKHO BCTpedaTrhes moApsn Oosee
OJIHOTO cHMBOJIa npobena. Pazaenenue nnunuaioB u GamMuinu, cuMmBosia Ne u
YHCIIa, TOPSAIKOBOTO HOMEpA CTaThH, YaCTH, ITYHKTA WJIM MOAIYHKTA TIPABOBOTO
aKTa, 4yuclia MecsAlla U Ha3BaHUsSl Mecsla, YHuciia Tofa U CIoBa «rojy, JIFOOBIX
YUCJIOBBIX 3HAYCHUN U E€IUHUI] H3MEpPEHHUs JelaeTcs C HCIOJIb30BaHHEM
Hepazaenumoro npobdena (coueranue kinapui Shift — Ctrl — [IpoGen).

19. He pomyckaercs BKJIOYaTh B TEKCT JOKYMEHTA pa3/IelIUTEIIbHBIC
JUHUH, COCTABJICHHBIC U3 IIETIOYEK CUMBOJIOB (¥, =, -, — 1 J1p.).

20. He pomyckaeTcsi WCHOJB30BaHUE B PYCCKUX CJOBaX CXOJHBIX IO
HauepTaHuIo JIaTUHCKUX OYKB (A, a, B, C,c,E, e, H, K, M, O, 0, P, p, 1, X, X, y).

21. He pomyckaercs UCIOJNB30BAaHUE CHUMBOJIA TaOymsauuu (—) IS
oOpa3zoBaHMsi a03alHOrO0 OTCTyNa (KpPacHOW CTPOKH) WJIM MYCTBbIX CTPOK.
AO3alHbIA OTCTYN YCTaHaBIMBAIOT B MeHI0O Popmar/Ab3al WU C MOMOIIBIO

BEPXHETO JIBUKKA HA TOPU30HTAIIbHOM JIMHEUKE.



22. He pomyckaercs UCHOJIb30BAaHUE CHMBOJIA «-» JJIsi 00O3HAUEHUS
nepeHoca. BMecTo Hero cieayeT HMCIOIb30BaTh CHMBOJI MSTKOTO IEpeHOca
(xomOuHamms kinaui Ctrl — «-»).

23. Jlng HanvcaHusl pUMCKUX IUGP JAOHKHBI UCIIONB30BATHCA 3arjlaBHbIE
oyksel matunckoro andasuta (I, V, X, C, D, L, M). Wcnons3oBanue ajist 3Toi
I[EJTU PYCCKUX OYKB U apaOCKuX mudp He JOMYyCKaeTCs.

24. Bmecto O6ykBbl «E» nomkHa ynoTpe6nsaThes OykBa «E» (kpoMe MMeH
COOCTBEHHBIX TP HATMIUH TIOITBEPKAAOITNX TOKYMEHTOR).

25. PexBusutsl «HamMeHOBaHWE BHJIAa JOKYMEHTa» JOJDKHBI OBIThH
BBIPOBHEHBI TI0 TIEHTPY. He momyckaercs MCmoyib30BaHUE CUMBOJIA ab3ara Jis
IPEphIBAaHUS CTPOKH B MPOU3BOJBHOM MECTE, JJIS 3TOTO CIEAYeT MPUMEHSThH

CUMBOJI pa3pbiBa CTPokH (komOuHarms kinasui Shift — Enter).



[Tpunoxenue Ne 5
K MHCTPYKILIUU I10 IEJIONPOU3BOJCTBY B
TepputopuanbHOl W306UpaTeaIbHON KoMuccuu Ne 48

Cnucox PACCBLIIKH HCXOAAIIHUX JOKYMCHTOB

Ne HaunmenoBanue oprana . .
ITosiHbIi MOYTOBBIH agpec
n/n (opranm3zaumu)
[Ipencenarens

TeppuropuanbHOl n30MpaTenbHON KoMuccun No

Hcnomaurenn

«

»

20 T.




CornacoBaHue MPOEKTA:

JIOJKHOCTB

(mata)

JIOJ>KHOCTB

(nara)

JIOJKHOCTB

(mata)

HUcnomuurenn:

JIOJ>KHOCTB

(nara)

[Tpunoxenue Ne 6
K MHCTPYKIIUU I10 IEJIONPOU3BOACTBY B
TepputopuanbHOl U30UpaTeaIbHON KoMuccuu Ne 48

HWHHUIIHUAJIbI, (baMI/IJ'II/IH

(mmoxmnce)

HMHHUIIHUAJIBI, (i)aMI/IJII/IH

(nmoamnucek)

HWHHUIIHUAIbI, (baMI/IJ'II/IH

(mmomnce)

HMHHUIIUAJIbI, (baMI/IJII/ISI

(nmoamnucek)



[Tpunoxenue Ne 7
K MHCTPYKILIUU I10 IEJIONPOU3BOJCTBY B
TepputopuanbHOl W306UpaTeaIbHON KoMuccuu Ne 48

YTBEPX/IAIO
IIpencenarens TepputopuanbHoil komuccun Ne 48

WHUILHAAIIBI, (GaMUTUs

(noonuco)

« » 20 T.

Otuer o pa3memiennu pemeHuil TeppuropuaibHoil H30MpaTeJbHON
Komuccuu Ne 48
caiite www.tik___ .spbik.spb.ru,
B pasjaeiie «/{0KyMeHTbI» H pacChblIKe 10 COOTBETCTBYIOLIHMM a/ipecaram

3acenanue No OT « » roja
No Ne pemrenust Anpec pa3menieHus, aapecar pacCbUIKU ara
n/m TUK pa3MeleHus,
pacChlUIKU
1
2
3

HUcnonuurens:




ITpunoxxenne Ne 8
K MHCTPYKIIMHU 1O AEJIONPOU3BOJICTBY B
TeppurtopunansHoii n36UparenbHOi Komuccuu Ned§

IHEPEYEHD

MOMJICKAIIMUX KOHTPOJIO JOKYMEHTOB € YKA3aHHEM CPOKOB HCIIOJITHCHUHA

1. denepanbHble KOHCTHTYLMOHHBIE 3aKOHBI, (elepanbHble 3aKOHBI
Poccuiickon denepannn — COrNIACHO YKa3aHHOMY B HUX CPOKY.

2. VYkaswl IIpesunenra Poccuiickoit @enepaiuyu — COTJIaCHO YKa3aHHOMY B
HUX CPOKY.

3. Pacnopsixenust llpesmnenra Poccuiickoii @enepanii — COTJIACHO
YKa3aHHOMY B HUX CPOKY.

4. TlocTaHoBneHUs, pacnopsKEHUS [IpaBurenscTBa Pocculickon
denepanuy — COrJacHO YKa3aHHOMY B HUX CPOKY.

5. 3axonbl Cankt-IleTepOypra — coriacHO yKa3aHHOMY B HUX CPOKY.

6. IlocranoBnenusi 3akonomatenpHoro CoOpanusi Cankt-IlerepOypra —
COTJIACHO YKa3aHHOMY B HUX CPOKY.

7. TlocranoBnenusi [IpaButensctBa Cankt-lIletepOypra — corjacHo
YKa3aHHOMY B HUX CPOKY.

8. Pacmopspkenust ['yoepnatopa Cankt-IletepOypra —  COIJIaCHO
YKa3aHHOMY B HUX CPOKY.

9. Ilapmamentckue 3anpockl CoBera denepannu denepanbHoro CobpaHus
Poccuiickoit ®enepanuu, ['ocymapctBennort Jlymbr ®denepanpHoro CobOpanus
Poccuiickoit denepanuu — HE MO3HEE YeM yepe3 15 KaleHJapHbIX JTHEW CO JTHS
MOJYy4YEHUs  MapJIaMEeHTCKOro  3ampoca WIM B WHOW  YCTAaHOBJICHHBIN
cooTBeTcTBYIOIIEH manato denepanbHoro Cobpanusi Poccuiickoit deneparuu

CpOK.



10.3anpocer  wienoB Coera ®enepaunu DenepanbHoro CobpaHus
Poccuiickonn ®@enepanuun, aenyraroB ['ocymapctBeHHou Jlymber denepanbHOro
CoOpanus Poccuiickoit denepannn — He mo3aHee yeM udepe3 30 kajaeHAapHBIX
JHEW CO JIHS €r0 IMOJYYEHHUS UM B UHOM COIIACOBAHHBIN C MHULIUATOPOM 3ampoca
CPOK.

11.06pamenuss wieHoB CoBera denepannu DenepanbHoro CobOpaHus
Poccuiickonn ®@enepanuun, aenyraroB ['ocymapctBeHHou Jlymber denepanbHOro
CoOpanus Poccuiickoit  ®enepauuu 1O  BOMpocaM, CBS3aHHBIM C  HX
NeATENIbHOCThIO, — 0e30TyIarareibHO (a TP HEOOXOJUMOCTH TOJTYYEHHUS
JOTIOJTHUTENBHBIX MaTE€pUANIOB — HE Mo3aHee yeM uepe3 30 KaleHJApHBIX JTHEU
CO JIHS TIOJTyYeHHUsI OOpaIeHus).

12.0O6parmieHus JIEMyTaToOB 3aK0HOIaTEITLHOTO CoOpanus
Cankrt-IletepOypra — B CPOK, YCTAaHOBJICHHBIM  3aKOHOJATEILCTBOM
Canxrt-IletepOypra.

13.1Tucema u3 Anmunuctpanuu Ilpesunenta Poccuiickoit ®enepanuu,
IIpaButennbctBa Poccuiickont @enepaunu, Koncturynmonnoro Cyaa Poccuiickoit
Oenepannu, BepxoBHoro Cyna Poccuiickoin ®@enepanuu, ['eHepanbHOM
npokyparypsl Poccuiickoit ®denepauuu, agmunuctpauuu ['yOepHaropa CaHKT-
[lerepOypra — B COOTBETCTBMM C YyKa3aHUSIMU IO MCIOJHEHUIO JIOKYMEHTa
npeacenarenss TeppuTOpUaIbHOM KOMUCCHM, €CIIM B HUX HE yKa3aH CpPOK, — HE
nosaHee yeM uepe3 30 kaJieHAapHbIX JHEH.

14.IIpoTtect npokypopa — He no3/iHee YeM yepe3 10 kaneHaapHbIX JTHEH.

15.1TpeacraBnenue npokypopa — He nosaHee dyem udepe3 30 KaneHAapHBIX
JTHEH.

16.0O0parmienust rpakaaH IO BOIPOcaM BBIOOPOB W pedepeHAYMOB —
1o 30 kaneHaapHbIX JHEH, a HOCTyNHBIINE B IEPUOA U30UpATEIbHON KaMIIaHUH —
B coorBeTcTBUM C DenepaibHbIM 3aKOHOM «OO0 OCHOBHBIX TapaHTHUSX
n30upaTenabHbIX MpaB U MpaBa Ha yyacTue B pedepeHayme rpaxnan Poccuiickoii

Oenepauumny.



17.Ilepecbuika oOpamieHuil TpaxaaH, COAEpPKallUX BOIMPOCHI, PEIICHHE
KOTOPBIX HE OTHOCHTCS K KOMIETEHIIMH TeppuTOpuanbHOW KOMHCCHH,
OCYIIECTBIISIETCS B TEUEHUE CEMU KaJICHIAPHBIX JTHEH.

18.00pamienuss  cpeCTB  MaccoBOM  HMH(oOpMalMu IO  BOIpocaM
npenocTaBiieHuss WHDOpManuu — ceMmb KaJdeHAapHbIX nHel. Eciam tpebyembie
CBEJICHUS HE MOTYT OBITh MPEIOCTABICHbl B yKa3aHHBIA CPOK, TO JIOMYyCKaeTcs
OTCPOYKa B TPEIOCTABICHUU 3allpaliuBacMoOil HMH(POpMAlUA C BPYUYECHHUEM B
TPEXJTHEBHBIA CPOK CO JHS TMOJY4Y€HHUsT MUCBMEHHOIO 3ampoca HHQpOpMaluu
YBEJOMIIEHHSI 00 OTCpOYKE MPEICTABUTENI0 PEAAKIMU, B KOTOPOM YKa3bIBAIOTCA
OpUYMHA OTCPOYKH, JaTa, K KOTOpOHl OyAeT mpedocTaBieHa 3alpaliinBaeMasi
uH(popmaIus, TOJDKHOCTHOE JMII0, YCTAaHOBUBIIEE OTCPOUYKY, AaTa MPUHATHUSA
perieHus 00 OTCpOUKe.

19.3anpoc rocyaapCTBEHHOrO0 OpraHa, OpraHa MECTHOTO CaMOYIPaBJICHUS
WIK JOJHDKHOCTHOTO JIMIA, pacCMaTpHUBAIOLIEro oOpallleHHe TpaxAaHuHa, —
JOKyMEHTBI W Marepuaibl, HEOOXOAMMbBIC JUIsI PACCMOTPEHHS OOpalleHWs,
NPENIOCTABISAIOTCS B TeueHue 15 [Hel, 3a UCKIIOYEHHEM JOKYMEHTOB U
MaTepUajoB, B KOTOPHIX COACPKATCS CBEICHHUS, COCTABISIONINE TOCYIapCTBEHHYIO
WIM  HWHYIO OXpaHsieMylo ¢eepalibHbIM 3aKOHOM TaWHy, W JJIs KOTOPBIX

YCTAHOBJIEH OCOOBIN MOPAIOK IPEJOCTABICHHUS.



[Tpunoxenue Ne 9
K MHCTPYKIIUU I10 IEJIONPOU3BOJCTBY B
TepputopuanbHOl U30UpaTeaIbHON KoMuccuu Ne 48

YTBEPXJIAIO

[Ipencenarens TepputopuanbHOU
n3bupatenbHOl Komuccuu Ne 48

HNOJNUCh  pacIM(pPOBKA MOAIUCH

20 1.
HOMEHKJIATYPA JAEJI
TeppuropuanbHoii u30upaTeabHON Komuccuu Ne 48 na 20 rox
Viizexe Koun-Bo Cpok xpaHeHus Jena
GIJ[Ia 3aronosoxk nena nen (ToMoB, (ToMa, yacTH) [pumeuanue
A (Toma, yacth) Jacrei) 1 Ne crareii 1o mepeyuHio
1 2 3 4 5
HaszBanue paznena
HauMeHoBaHME NOKHOCTU COCTaBUTEIA IMoamuce Pacmmdposka
HOMEHKJIaTyPbl MOAMHUCH
Hara
COI''TACOBAHO COI''TACOBAHO
[Iporokon DK Cekperapp Cankt-IlerepOyprckoit
or No U30MpaTeIbHON KOMUCCHH

[oanuce pacundpoBKa HOAMUCH



[Tponomkenune npunoxeHus Ne 9

HTorosas 3anuch 0 KaTeropusx U KOJIUYECTBE /€11, 3aBEJICHHBIX B rofay B
TeppuropuanbHoii n3dupaTenbHol Komuccuu Ne 48

B ToMm uucie

ITo cpokam xpaHeHus Bcero HepeXOAIIIX C OTMETKOM
«OIIK»
1 2 3 4
[TocTostHHOTO

Bpemennoro (cBeie 10 ser)

Bpemennoro (o 10 et BKIFOYUTEIBHO)

HUTOI'O:

HauMmeHoBaHUE NOKHOCTU COCTaBUTEIISA IToamuce Pacimdposka
HOMEHKJIATyPhI MMOIITHCH

Jara




ITpunoxxenne Ne 10
K MHCTPYKIIMHU 10 AEJIONPOU3BOJICTBY B
TeppuropuansHoii n3dupareabHoi Komuccuu Ne 48

TepputopuanbHas komuccus Ne 48 YTBEPXIAIO

[Ipencenarens

OIIUCD Ne TeppuropnansHO# Komuccun Ne 48

ACJI NTOCTOAHHOTO XpaHCHUA

3a roa Tloanuce Pacmmdposka moamnucu
Hara
Ne Wunekc Kpaithue | Koin-Bo
3aroJIoBOK neia [Ipumeuanue
/1 nena aThl JINCTOB
1 2 3 4 5 6

B nanubIil paznen onucyu BHECEHO

(yudpamu u nponucwio)

¢ Ne mo Ne , B TOM YHCJIE:

JIMTCPHBIC HOMCpaA:

IIPOITYLIIEHHBIE HOMEpa!

HaumeHnoBaHue NOJKHOCTH COCTABUTEIIS [Hoanuce PacimmdpoBka noamucu
OMHUCH
JlaTa
COI''TACOBAHO YTBEPXJEHO
[Iporokon OK IIporokon LleHTpabHON SKCIIEPTHO-

MIPOBEPOYHON METOANYECKON KOMUCCHH
ApxuBHoro komurera Cankt-IlerepOypra

oT Ne oT Ne




Tepputopuanbuas komuccust Ne48

OIIUCDb Ne

ITpunoxenne Ne 11

K MHCTPYKIIMHU 1O AEJIONPOU3BOJICTBY B
TeppuropuansHoii u3dupareabHoi Komuccuu Ne 48

nen BpemerHoro (10 et u 6osee) XpaHeHUs

YTBEPXJIAIO

[Ipencenarens
TeppuropuanbHoit komuccun Ne 48

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

/o zena JTaThl JINCTOB XpaHeHust

1 2 3 4 5 6 7
B nanubIil paznen onucyu BHECEHO

(yugpamu u nponuceio)

¢ Ne mo Ne , B TOM YHCJIE:
JUTEPHBIE HOMEPA:
MPONyIIEHHbIE HOMEpA:
HaunMmenoBaHue TOMKHOCTH COCTaBUTEIS IMoamuce Pacmudposka moanucu

OIIMCHU

Jara

COI''TACOBAHO
[Iporokon OK

oT Ne

COI'TTACOBAHO
Cexperapp Cankr-IletepOyprekoit
n30MpaTeIbHON KOMUCCHT

©.1N.0.




TepputopuanbHas komuccust Ne 48

OIIUCDb Ne

JIeJ1 110 IMYHOMY COCTaBYy

[Ipunoxenne Ne 12
K MHCTPYKIIMHU 1O AEJIONPOU3BOJICTBY B
TeppuropuansHoii u30HpaTeabHOi Komuccuu Ne 48

YTBEPXJAIO

[Ipencenarens
TepputopuansHoit komuccuu Ne 48

3a rong [Moanuck Pacumgposka nomucu
JlaTa
Ne Nunekc Kpaiinue | Kou-Bo Cpox
3aroyioBOK ziena [Ipumeuanue

n/m Jena JIaThl JINCTOB XpaHEHHUs

1 2 3 4 5 6 7
B nanHb1i pa3znenn onucu BHECEHO

(yugpamu u nponucwvio)

¢ Ne mo Ne , B TOM YHCJIE:
JIMTEPHBIC HOMEpA:
MPONyIIEHHbIE HOMEpA:
HaunMmenoBaHue TOMKHOCTH COCTaBUTEIS IMoamuce Pacmudposka moanucu

OIIMCHU

Jara
COI''TACOBAHO
[Iporokon OK
oT Ne

oT

COI'JTACOBAHO
IIporokon LleHTpabHON SKCIIEPTHO-
MIPOBEPOYHON METOANYECKON KOMUCCHH
ApxusHoro komuteTa Cankr-IlerepOypra

Ne




TeppuropuanbHas komuccust Ne 48
AKT

Ne

(mecmo cocmaenenust)

(0] BBIACJICHUU K YHUYTOKCHHUIO TOKYMEHTOB,
HE MOIJICKAIUX XPAHCHUIO

Ha

OCHOBAaHHUH

Ilepeuns

THUIIOBBIX

[Tpunoxenune Ne 13
K MHCTPYKILIUU I10 IEJIONPOU3BOJCTBY B
TepputopuanbHOl W306UpaTeaIbHON KoMuccuu Ne 48

YTBEPXIAIO

[Ipencenarens

TepputopuanbHoit komuccun Ne 48

noAIuCh

Jlara

YIIPaBICHYECKUX

Pacmmdposka

OAIMHUCH

APXUBHBIX

JOKYMEHTOB,

oOpa3yronmxcsi B Ipolecce AESITeNbHOCTH TOCYJapCTBEHHBIX OpPraHOB, OPraHOB MECTHOIO

CaMOYITPaBJICHUSI W OpraHHU3alNil,
TepputopuanbpHOli W30UpaTETHHOMN

C YKa3aHMEM CpPOKOB XPAaHEHHUS M HOMEHKIATYpbI

p1{SA) |

komuccurn Ne 48 0TOOpaHBl K YHHUYTOKEHHUIO Kak He

HUMCHOIINEC H&y‘lHO-HCTOpH‘-IGCKOﬁ OCHHOCTH W  YTPATUBIIUC MPAKTUYCCKOC 3HAUCHUC
JIOKYMEHTBI.
3aroyioBOK ziena Wunekc nena no
. . Cpoku xpaHeHHUs
No WJIM TPYIIOBOM Kpaitnue HOMEHKJIaType Koun-Bo . | Ilpume-
U HOMepa craTeit
n/n 3ar0JIOBOK JaThl HJIM HOMED [el1a el. Xp. JaHue
M0 MEePEYHIO
JTOKYMEHTOB 110 OIUCH
1 2 3 4 5 6 7
Hroro: el. Xp. 3a oAbl

(yugpamu u nponuceio)

Omnucu ACJI IIOCTOSTHHOI'O XPpaHCHHUA 3a

coritacoBaHrl ¢ DK

(TpoTokoI OT

« »

T. Ne

TOJIbI YTBEPIK/ICHBI, TIO TMYHOMY COCTaBY
Cankr-IleTepOyprckoit n30MpaTeTbHON KOMUCCHN

(HaumeHosaHue OONAHCHOCIU TUYA, NPOBOOUBULE20 IKCHEPINU3Y YEHHOCU OOKYMEHMOB)

JlaTa

(noonucwv)

(unuyuanwl, pamunus)




[Iponomxenune npunoxenus Ne 14

COI'JTACOBAHO COT'JTIACOBAHO
[IpoToxon K Cekperapp Cankr-IlerepOyprekoit
n30MpaTeIbHON KOMUCCHUT
or Ne ®.1.0.
JIOKYMEHTBI B KOJIMYECTBE Jiel1, TOMOB
BECOM KT C/IaHbI B

(naumeHosanue opeanuzayuiL)

Ha repepaboTKy Mo MPUEMOCIATOYHOM HAKIIaIHOW OT Ne
(O0ama)

HaumenoBanue NODKHOCTH JIWIIA,
CHABIIETO JOKYMEHTBI

Jlata Tloonucw Pacwughposxa noonucu

N3meHnenus B YUYCTHBIC JOKYMCHTBI BHCCCHBI

HaunmeHnoBanmne qoMKHOCTH JIUIIA ,
BHECIIIETO N3MEHEHUS B YUETHBIE
JIOKYMEHTBI

Jlata Tloonucw Pacuugposra noonucu



[Tpunoxenne Ne 14
K MHCTPYKIIUU I10 IEJIONPOU3BOJCTBY B
TepputopuanbHOl U30HpaTeaIbHON KoMuccuu Ne 48

Tepputopuanbnas uzbuparenbHas komuccus Ne 48

YTBEPXIAIO
AKT [Ipencenarens
20 r. Ne TeppuropuanbHOl H30MpPATETHLHOMN

komuccuu Ne 48

MecCTO COCTaBJICHUS

TOANMCH pacmudpoBKa MOJIMTUCH
OO0 yHHYTOKEHUH JOKYMEHTOB
€ OrpaHNYEHHBIM CPOKOM

XpaHeHHus1

( AMH, 1 rox, 3 rona, 5 ner)

Jara

Ha ocnoBanun Ilepeuns TUIIOBBIX YIPABJIEHYECKUX apPXUBHBIX [TOKYMEHTOB,
oOpa3yronmxcsi B Ipolecce AESITeNbHOCTH TOCYJapCTBEHHBIX OpPraHOB, OPraHOB MECTHOIO
CaMOYIIPaBJICHUs. U OpraHu3alMi, C YKa3aHHEM CPOKOB XpaHEHUs M HOMEHKIATYphl eIl
TepputopuanpHoli n3bupatenbHOM Komuccuu Ne 48 0TOOpaHBI K YHHUUYTOXKCHHIO KakK HE
HUMCHOIIHNEC H&y‘lHO-HCTOpH‘-IGCKOfI OCHHOCTH W  YTPATUBIIUC MPAKTUYCCKOC 3HAUCHUC
JIOKYMEHTBI.

aroJIOBOK Jieja Wunekc nena i
3aronosok zie N . JICKC Jiea o Kos-so CpoKu XpaHeHHus
No WY IPyIIIOBOM Kpaitaue HOMEHKJIAType el Xp o TIpume-
- XP- Y HOMepa crareit
n/m 3aroJI0BOK JIaThl WJIK HOMED Jiena YaHUe
(IUCTOB) 10 ePEUHIO
JIOKYMEHTOB 10 OIHCH
1 2 3 4 5 6 7
Hroro en.xp. (TUCTOB) 3a IO
(1),
(undpamu, NPONHCHIO)
Becom KT CJIaHBI B Ha

(HamMeHOBaHUE OPTaHU3AIINN)

nepepadoTKy M0 MPUEMO-CATOYHOM HAKIaIHOW OT Ne

(MM YHUYTOXEHBI IyTeM U3MeNIbYeHUs (IIPEeTUpOBaHNs) Ha CIICLIUATU3HPOBAHHOM

00opynoBaHUM 0€3 BO3MOKHOCTH BOCCTaHOBJICHHS ).
nara BpeMs
COI'JTACOBAHO COT'JTACOBAHO
[TpoTokon DK Cexkpetapp Cankrt-IlerepOyprckoit

oT

Ne

n30UpaTenbHOM KOMUCCUU

®.1.0.




ITpunoxxenne Ne 15
K MHCTPYKIIMHU 1O AEJIONPOU3BOJICTBY B
TeppuropuansHoii u306UpareabHoi Komuccuu Ne 48

BHYTPEHHA OIINCb

AOKYMEHTOB JeJia Ne

Ne Nupexe Hara Homepa
3aroyI0BOK T0KyMEHTa [Ipumeuanue
I/ | JAOKyMEHTa | JOKyMEHTa JIUCTOB JIeJIa
1 2 3 4 5 6
Hroro: JloxymeHTOB
(undpamu ¥ MPONKCHIO)
KosnnuecTBo IMCTOB BHYTPEHHEH OMUCH
(dpamMu 1 IPONUCHIO)
HaumeHnoBanue noimkHOCTH IMIIA,
TTonnuce Pacmmdposka moamnvcu

COCTAaBUBIICTO BHYTPCHHIOIO OIIKCH

AOKYMCHTOB JiCJia

Jara



[Ipunoxenne Ne 16
K MHCTPYKIIMHU 1O AEJIONPOU3BOJICTBY B
TeppuropuansHoii u306upareabHoi Komuccuu Ne 48

JIMCT-3ABEPUTEJIb JIEJIA Ne

B neno noamuTo U NpoHyMepOBaHO JUCTOB(a),
(dpamMu 1 IPONUCHIO)

B TOM 4YHCJIC:

JUTEpHBbIE HOMEpa JIUCTOB

IMMPOMYyIICHHBIC HOMEpA JIUCTOB

+ JMCTOB BHYTPEHHEH ONUCHU

OcobenHocTy (pU3NIECKOTO COCTOSIHUS U Howmepa
dhopmMupoBaHuSs e JluctoB
1 2

HaunmenoBaHnue NOMKHOCTH

Ionmuce Pacimndposka noanucu

Hara



[Tpunoxenue Ne 17
K MHCTPYKILIUU I10 IEJIONPOU3BOJCTBY B
TepputopuanbHOl W306UpaTeaIbHON KoMuccuu Ne 48

TEPPUTOPUAJIBHAS U3BUPATEJIBHAS KOMUCCHUS Ne 48
CAHKT- IIETEPBYPT

JEJIO Ne

(3ae0n080k dena, mom deia)

(kpatinue damol)

Ha JIACT
D. Ne
On. Ne
A Ne

XpaHUTh



YTBEPXJAIO
[Ipencenarens
TeppuropuanbHoi
n3bupatensHol Komuccuu Ned§

MOJNKCE  pacmr(poBKa MOIIICH

[Tpunoxenue Ne 18
K MHCTPYKILIUU I10 IEJIONPOU3BOJCTBY B
TepputopuanbHOl W30UpaTeaIbHON KoMuccuu Ne 48

YTBEPXJAIO
[Ipencenarens
Cankr-IleTrepOyprckoit
n30UpaTenbHOM KOMUCCUU

MOJMHCEH pacmu(POBKA MOIIICH

[ara ITeuats [ara ITeuats
AKT Ne
npueMa-nepenaqu
ApPXMBHBIX JIOKYMEHTOB Ha
XpaHeHHe
(ocHosanue nepedayu)
(nazeanue nepeoasaemozco ¢onoa)
TeppuropuanbHas u3dupareabHast KOMUCCHSHA 48 B e
coana, a
JIOKHOCTB, (haMuITvsl, MHUATIAAITBI
Cankr-IlerepOyprekas u3duparTelbHas KOMMCCHS B Jv1e

JlomxHOCTh, haMUITKsl, HHUAITHAIIBI

MpUHsIIA JOKYMEHThI Ha3BaHHOTO ()OHJIa ¥ CIIPABOYHOT0 MaTepuaia K HUM:

Ne n/mt Hasganue, Homep onucu KonnuecTtso KonnuectBo | Ilpumeuanue
9K3EMIUISIPOB en. Xp.
OIMCH
1 2 3 4 5
Nrtoro npunsito en.Xp.

JomxHOCTD

Jara

Ilepenauy npoussenu:

[Toamnuce Pacmmdposka

®onay npucBoeH No

JlaTa

N3menenus B YUCTHLBIC TOKYMCHTBI BHCCCHBI

JIOMKHOCTH

Jara

IMoamuce

JIOMKHOCTD

[Togmuce  PacumdpoBka

Pacmmdposka



K MHCTPYKLIMH I10 JCJIONIPOU3BOICTBY B

[Tpunoxenne Ne 19

TeppuropuanbHOl n30upaTenbHON KOMUCCHU Ne 48

dopma perucTpanMOHHOI0 KYPHAJIA BXOASIIIUX IOKYMEHTOB

Hara Peructpa | Koppecn | Homep wu | Comepx | Pezomo | Ucnon | Cpok | Ormer | Hom

moJryue HHOHHBIﬁ OHICHT Jarta aHHueC s HUTCJb | UCIIOJI Ka 06 cp

HUs HOMeEp JIOKYMEHT HEHUS | UCMOJN | Jena

a HCEHUU
@®opMa perucTPpalMOHHOI0 KYPHAJIA UCXOAHAIIUX JOKYMEHTOB

Hara Peructpammonnsiii | Anpecar | Kpartkoe Kto Ucnonuutens | Homep aena

OTHPABIICHUS | HOMEP coJiepaHue | MOJIucal C  Komueu

JIOKYMEHTa JOKYMEHTa | TOKYMEHT UCXOSIIEr0o
JIOKYMEHTa




	1. Общие положения
	2. Прием, регистрация и прохождение поступающих документов
	4. Организация работы с исходящими (отправляемыми) документами
	5. Особенности работы с обращениями граждан
	7.1. Формирование проекта повестки дня заседания Территориальной комиссии.
	7.1.1. Проект повестки дня заседания Территориальной комиссии формируется председателем (секретарем) Территориальной комиссии в сроки, установленные регламентом Территориальной комиссии, на основании планов работы и решений Территориальной комиссии, п...
	7.1.2. Члены Территориальной комиссии вправе предложить внести в проект повестки дня заседания вопросы, в том числе, не предусмотренные планами работы и решениями Территориальной комиссии, при условии наличия подготовленных по этому вопросу документов.
	Данные вопросы включаются в проект повестки дня заседания Территориальной комиссии при письменном обращении (в том числе направленного по средствам электронной почты) члена Территориальной комиссии по инициативе которого вопрос выносится на заседание,...
	7.1.3. Согласованный с председателем Территориальной комиссии и подписанный секретарем Территориальной комиссии проект повестки дня заседания Территориальной комиссии тиражируется для рассылки членам Территориальной комиссии.
	Проект повестки дня заседания избирательной комиссии размещается на официальном сайте избирательной комиссии в информационно-телекоммуникационной сети Интернет.
	7.2. Подготовка документов по вопросам, включенным в проект повестки дня заседания Территориальной комиссии.
	7.2.1. Документы по вопросам, включенным в проект повестки дня заседания Территориальной комиссии, готовятся членами Территориальной комиссии, за которыми закреплены соответствующие направления деятельности, с привлечением, в случае необходимости, раб...
	7.2.2. Представляемые к рассмотрению документы должны включать озаглавленный проект решения с приобщенными к нему подлинниками документов, послуживших основанием для рассмотрения вопроса на заседании Территориальной комиссии, либо проект письма, подле...
	7.2.3. Проекты документов (включая приложения), представляемые для рассмотрения на заседании Территориальной комиссии, визируются исполнителем, и членом Территориальной комиссии, ответственными за подготовку документа.
	7.2.7. Проекты решений Комиссии и другие необходимые материалы предоставляются членам Комиссии не позднее, чем за два рабочих дня до заседания Комиссии, а в исключительных случаях – не позднее чем за 1 час до начала заседания Комиссии.

	9. Контроль исполнения документов и поручений
	10.8. Пришедшие в негодность печати и штампы уничтожаются, о чем составляется акт, а в журнале учета печатей и штампов ставится соответствующая отметка.
	Уничтожение производится после утверждения акта председателем Территориальной комиссии. Металлические печати уничтожаются путем полного спиливания текста или опиливания двумя перекрестными линиями, каучуковые печати и штампы разрезаются на мелкие част...
	11. Формирование дел и передача их в архив
	11.1. Составление и утверждение номенклатуры дел.
	Номенклатура дел предназначена для формирования исполненных документов в дела, систематизации и учета дел, определения сроков их хранения и является основой для составления описей дел постоянного и временного (10 лет и более) хранения.
	В номенклатуру дел включаются заголовки дел, отражающие все документируемые участки работы Территориальной комиссии, в том числе личные дела, справочные и учетные картотеки и другие учетные формы.
	Приложение № 1
	к инструкции по делопроизводству в Территориальной избирательной комиссии № 48

	ПЕРЕЧЕНЬ документов, не подлежащих регистрации
	Приложение № 2 к инструкции по делопроизводству в Территориальной избирательной комиссии № 48
	Приложение № 3 к инструкции по делопроизводству в Территориальной избирательной комиссии № 48
	Приложение № 3.1
	Приложение № 6 к инструкции по делопроизводству в Территориальной избирательной комиссии № 48
	Приложение № 7 к инструкции по делопроизводству в Территориальной избирательной комиссии № 48
	Приложение № 8 к инструкции по делопроизводству в Территориальной избирательной комиссии №48
	Приложение № 9 к инструкции по делопроизводству в Территориальной избирательной комиссии № 48
	Приложение № 10 к инструкции по делопроизводству в Территориальной избирательной комиссии № 48
	Приложение № 11 к инструкции по делопроизводству в Территориальной избирательной комиссии № 48
	Приложение № 12 к инструкции по делопроизводству в Территориальной избирательной комиссии № 48
	Приложение № 13 к инструкции по делопроизводству в Территориальной избирательной комиссии № 48
	Приложение № 14 к инструкции по делопроизводству в Территориальной избирательной комиссии № 48
	Приложение № 15 к инструкции по делопроизводству в Территориальной избирательной комиссии № 48
	Приложение № 16 к инструкции по делопроизводству в Территориальной избирательной комиссии № 48
	Приложение № 17 к инструкции по делопроизводству в Территориальной избирательной комиссии № 48
	Приложение № 18 к инструкции по делопроизводству в Территориальной избирательной комиссии № 48
	Приложение № 19


