[Tpunosxkenne

COT'JIACOBAHO YTBEP>XXIEHA
[TpoTOKOIOM 3KCIIEPTHO-TTPOBEPOYHOI pellieHeM
KoMuccuu mpyu MuHMCTEpCTBE IO KYJIbType U TepPUTOPUATILHOM U301 PaTeIbHON KOMUCCUN
typusmy KanvHuHrpamackoi obmactu oT 2026 romga Ne

ot 26 mapta 2026 r. Ne 3

ITPUMEPHAS NTHCTPYKIUSA
I10 TEJIOITPOU3BOJICTBY B TEPPUTOPUAJIbHOM
V3BUPATEJIbBHOW KOMUCCHUU KAJIMHUHTPAZICKOM OBJIACTU

1. Oo6iue MoI0oKeHUs

1.1. VHCTpYKIIME MO  JeJONmpoM3BOACTBY B

TepPUTOPUAJIBHON M30upaTeabHOM Komuccum KammHuHrpaackoin obiactu (manee —
VHCTpyKIIMS) yCTaHABAMBAET MOPSIAOK pabOThI C JOKYMEHTaMM, OCHOBHbIE ITpaBuia

X TOATOTOBKM U oOQopMIeHus B TepPUTOPUAJIBHON

136MpaTeIbHO KOMUCCHUM ([lajiee — TEpPUTOpUATbHAsT KOMUCCHS).

TeppuropnanbHasi KOMMUCCHSI BIIpaBe YTBEPKAATb TUIIOBbIE /WA
MPUMEPHbIE MHCTPYKIMHU TI0 AeJI0IPOU3BOICTBY AJIS1 YYACTKOBBIX M30MpaTeIbHbIX
KOMMCCHIA.

1.2. NHctpykumst paspaboraHa Ha ocHoBaHuu DenepasibHbIX 3aKOHOB
ot 12 utonsg 2002 roga Ne 67-®3 «O6 OCHOBHBIX rapaHTUSIX M30MpaTEIbHBIX ITPaB
M TIpaBa Ha YyvyacTue B pedepeHgyMme rpakmaH Poccuiickonn ®epmepanym»
(manee - demepasjbHbIM 3aKOH 00 OCHOBHBIX TapaHTUSIX M30MpaTe/bHbIX IIPaB),
or 22 okrabps 2004 rogma Ne 125-®3 «0O6 apxusHoM penme B Poccuiickoii
@epmepauum», YCTaBHBIX 3aKOHOB, 3aKOHOB KajmHMHIpagckou 06jacTy,
MMOCTAaHOBJIEHMII ¥ MHBIX HopMaTuBHBIX akToB LMK Poccum, permenus
N36uparenbHO Komuccuu KaimHMHrpagckon obacTu OT 2026 ronma
Ne «O6 yTBep)KOEHUM MMPUMEPHOM MHCTPYKIMUM IO AeJIOMPOU3BOACTBY B
TepPUTOPUAJIBHON M30MpaTesbHOM Komuccuu KanmHMHrpagckon obsacTtu»,

perjiaMmeHTa TePPUTOPUAJIBHON KOMUCCUM, C VICIIOJIb30BaHMEM

npukaszoB PocapxuBa ot 22 mast 2019 roma Ne 71 «O6 yrBepskmenun IlpaBumn
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IeJIOMPOU3BOACTBA B TOCYJApPCTBEHHBbIX  OpraHax, oOpraHax MeCTHOTO
camoympasjienus», ot 25 gekabps 2020 roma Ne 199 «O6 yTBepskmeHUn
MeTtoanueckux peKOMeHAaIMi1 o pa3paboTke MHCTPYKLMIA IO AeJIONPOU3BOACTBY
B T'OCYJApCTBEHHbIX OpraHax, OopraHax MeCTHOTO caMOYIIpaBJjieHus», oT 31 uions
2023 roma  Ne 77  «OO6 yrBepskmenun  I[IpaBuy  opranmsaumm  XpaHeHUs,
KOMIUIEKTOBAaHMSI, yYeTa M MWCIIOJb30BAaHMSI JTOKYMEHTOB ApXUBHOro GoHaa
Poccuitckon @epepaniyii M OPYyruxX apxXMBHBIX JTOKYMEHTOB B TOCYIAapCTBEHHbBIX
opraHax, opraHax MeCTHOro camoympasjeHusi u opranmsauusx», 'OCT P 7.0.97-
2025 «HammonanbHbil ctangapt Poccniickoit @epepauym. CrucreMa cTaHIapTOB 10
nHbopmauumu, OMOIMOTEUHOMY UM uU3maTesabckoMy neny. OpraHusaiyoHHO-
pacnopsimuTesbHasi JOKyMeHTalus. TpeboBaHust K OGOPMJIEHMIO TOKYMEHTOBY,
I'OCT P 7.0.8-2025 «Hammonanbubili craumapTt Poccniickoit @epepanmm. CrucreMa
CTaHAAPTOB MO WMHAOpMaLMM, OMOIMOTEUYHOMY WM M3OATEJIbCKOMY [Oey.
IleTormpon3BOACTBO U apXUBHOE 1eJ10. TepMIUHbI U OIIpeae/IeHNs » .

Pabora ¢ moKkymeHTaMu, coaepsKalyMyu WHGOPMAaIMIO OTrpaHMUYEeHHOTO
pacIpoCTpaHeHMsl, OCYIIECTBJISIETCSI B COOTBETCTBMM C IIOCTaHOBJIEHMEM
IIpaButenbctBa Poccuitckon @epmepaumuyu ot 3 HosiOps 1994 roma Ne 1233
«O6 yrBepxkaenun IlososkeHUsT O TIOpsaKe OOpalieHus CO  CIY>KeOHOM
MHboOpMaLyeld OrpaHMYEHHOrO pacIpoCTpaHeHMs] B  (emepasibHbIX OpraHax
MCIIOJTHUTEIbHOM BJIACTU, YIIOJTHOMOYEHHOM OpraHe yIpaB/IeHUs UCIIOJIb30BaHMEM
ATOMHOM SHEPIUM U YIIOJJHOMOUYEHHOM OpraHe o KOCMUUYECKO IesITeTbHOCTIY, 3a
MCKJIFOUEHMEM JIOKYMEHTOB, COIepPsKallMX CBelleHMsI 00 M306upaTessiX, ydaCTHMUKAX
pedepeHnyma, obpamiamIINXcs B paMKax (YHKIMOHMPOBaHMS ['ocymapcTBeHHOM
CUCTeMbI peructpauum (yuera) wusbMparesiei, YYaCTHMKOB pedepeHAyMa B
Poccuiickon @epeparnymn.

1.3. TTonoskenust THCTpyKIIMM pacpoOCTPaHSIOTCS Ha OPraHMU3aLuio paboThl
C JOKYMEHTaMM He3aBMCMMO OT BUAA HOCUTENSI, B TOM YMCJIEe C 3JIEKTPOHHBIMMU
IOKYMEHTaMM, BK/IIOYasl MOATOTOBKY, PErMCTpaluio, IMPOXOXKAeHre, XpaHeHue

UCITOJIb30OBaHME JOKYMEHTOB.
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[Tonoxkennst UHCTpyKUMM He pacIpOCTPaHSIOTCS Ha OpraHu3anuio paboThl C
IOKYMEeHTaMU, COepKalliMM CBefeHMsI, COCTaBJISIOl/e TOCYAapCTBEHHYIO TalHY .

Tpe6oBanust WMHCTpykiMu K pabore C (QUHAHCOBOM, B TOM UKCIIE
OyXraJTepckoM AOKyMeHTalell paclpOCTPaHSIIOTCS Ha [aHHble NOKYMEHThI B
yacTM OOIIMX TPUHIMIIOB pabOThl C HMMM, a TaKKe OpraHM3aluyM TeKYIIero
XpaHeHMsI JOKYMEHTOB U OATOTOBKM UX K Mepefadye Ha apXUMBHOe XpaHEeHMe.

1.4.IIpaBuna noATroToBKM 1 OOPMJIEHMSI JOKYMEHTOB U MOPSIOK paboThl C
HUMM, TIpegycMOTpeHHble  WHCTpyKiueir, 00si3aTe/lbHbl  IJII  YJIEHOB
TepPUTOPUAJIBHON KOMMUCCUM, a Takxke JiuI, IpUBJIEKaeMbIX IO TPasKIaHCKO-
MPaBOBbIM JJOTOBOPaM.

1.5.Benenue nenonpon3BoICTBA TEPPUTOPUATEHON KOMUCCHUU OCYIIECTBIISIET
CEKpeTapb TEPPUTOPHUATIBHON KOMUCCHUU

1.6.J1eonpon3BOACTBO B TEPPUTOPHATHLHOM KOMHMCCHH OCYIICCTBISICTCS
CpEeACTBaMHM IOJCHUCTEMBI JOKYMEHTOOOOpOTa M  yIpaBieHUs HH(PPOBBIM
KOHTEHTOM ['OCymapcTBEHHOM aBTOMAaTH3MPOBAHHOW cucTeMbl Poccuiickon
Oeneparun «Beioope» (manee — I1J]) nmubo ¢ ucmoib30BaHHEM >KypHAJIbHON
CUCTEMBbI PETUCTPAIlUU JOKYMEHTOB).

Pa6ora B I1]l MOKeT OCYyIIIECTB/ISTHCS KaK B 3aKPbITOM KOHTYpPE, JOCTYII K
KOTOpPOMY ITIpeJOCTaB/ISIeTCSI B COOTBETCTBMM C pacCIOpsbKeHMeM MpefceaaTesis
TEPPUTOPUAJIBHON KOMMUCCHUM, TaK U B OTKPBITOM KOHTYpE, HOCTYIl K KOTOPOMY
TpefoCTaBiIsieTcsl B COOTBeTCTBUM ¢ pacropsiskeHneM [Ipencenarens K Poccun,
HOPMAaTMBHBIMM aKTaMM u30MpaTe/JbHOM Komuccum cyobekra Poccuiickon
®enepanuu 1o cornacoBanuio ¢ LUK Poccun.

B 3aKkpbITOM KOHTYpe IpeaycMOTpeHa 06pab0oTKa IMePCOHAIbHBIX TAaHHBIX U
MHOV KOH(pMAeHIMaIbHOM MHGOPMAIIUN.

HoxkymeHTbl, copepskamyecs B I1/l, MOTyT ObITh MOAIMCAHBI 3JIEKTPOHHON
MOJNMCHIO TOKHOCTHOTO JIUIIA.

Pabora ¢ JOKyMeHTaMM TEpPPUTOPUAIbHON KOMMCCUM OCHOBBIBAeTCS Ha

MIPUHIINUIIE OJHOKPATHOM PErucTpalyum JOKYMEHTA.
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1.7. UHCcTpyKuMsI ¥ U3MEHEHMSI B Hee YTBEPXKIAIOTCS pellleHNeM
TePPUTOPUAJILHON KOMUCCHUNA.

1.8. B MHCTpyKIMM UCTIONB3YIOTCS CeMYIOIe TePMUHBI U OIlpeieIeHNs:

671aHK JOKYMEHTAa; 3JIEKTPOHHBIN 111a06JI0H 6J1aHKa TOKYMeHTa — JIMCT Oymaru
WM 3JeKTPOHHBIM IIA0JIOH C PEeKBU3UTAMMU, WUACHTUPUUMPYIOIMMMM aBTOpa
o(uIMaIbHOrO TOKYMEHTA, PACIIOJIOKEHHBIMY B OIIPeAe/IEeHHOM MOPSIIKE;

BHYTPEHHUI TOKYMEHT — JOKYMEHT, IOJrOTOBJIEHHBIM B TePPUTOPUATIbHON
KOMICCUM, HE BBIXOMISILNI 32 ee Ipeaebl;

BXOJISIINI TOKYMEHT - JOOKYMEHT, MOCTYIIMBIIMI B TEPPUTOPUAIbHYIO
KOMMCCHIO;

(2/1eKTpOHHOE) [eyio - GusMueckun 000COOIeHHAs WM JIOTUYECKU
orpeniesieHHas eIVHMUIIA KjaaccupUKauymM U CUCTEMATMU3ALMM B JOKYMEHTAJbHOM
dboHOe TeppUTOPUAIBHOM KOMMCCHUM, BK/IIOUAIONIASI TOKYMEHT MJIM COBOKYITHOCTh
ITOKYMEHTOB, OTHOCSIIMXCS K OOHOMY BOIIPOCY WM Y4YacCTKy OesITeIbHOCTH,
MMEIOLIMX OJMHAKOBBIN CPOK XPaHEHMS];

IeJIOIPOU3BOJACTBO — COBOKYITHOCTDH IIPOILIECCOB PabOThI C JTOKYMEHTaMMU,
BKJIIOUasl JTOKYMEHTMpPOBaHME, JTOKYMEHTOOOOpOT, OIlepaTMBHOE XpaHeHue U
MICIIOJIb30BaHME TOKYMEHTOB B JIESITEJILHOCTY TEPPUTOPUAIBHOM KOMUCCUM;

JOKYMEHT — 3a(MKCUpPOBaHHAs Ha HOcUTese MHGPOpPMAIMSI C PEKBU3UTAMU
V/WJIY MeTalaHHBIMM, ITO3BOJISIOIIMMU ee UAeHTUPUIIMPOBATh;

JOKYMEHTa/IbHbI (DOHM, - COBOKYIIHOCTb JOKYMEHTOB, OOpa3yIOIIMXCS B
IesITeIbHOCTY M30MpaTeIbHON KOMUCCHUN;

ITOKYMEHTMPOBaHMEe — CTaausl KM3HEHHOTO ILIMKJIAa JTOKYMEHTa, Ha KOTOPOM
OCYILIECTBJISIETCS 3amuch MHAOpMALMM C PEKBU3MTAMM UM MeTafgaHHbIMM Ha
HOCHTEJIE TI0 YCTAHOBJIEHHBIM ITpaBUjIaM B YCTaHOBJIEHHOU (opMe;

IIOKYMEHTOOOOPOT — IBUKEHME TOKYMEHTOB B TePPUTOPUATIBHON KOMUCCUNA
C MOMEHTa WX CO3TAaHMUS WM TOJYUYEeHUS [0 3aBepIIeHMs] MCIOJHEHUS WA
OTIPaBKMU;

IyOIMKaAT AOKYMEHTA — ITOBTOPHBIN 3K3eMIUISIP TMOMJIMHHMKA JOKYMEHTa,

CO37aBaeMbIil C 1eJIbI0 3aMeHbI MOAJIMHHNKA;
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SKM3HEHHBIM LMK JTOKYMEHTa — COBOKYIHOCTb CTaJuil CYIIeCTBOBAaHMS
IOKYMeHTa (JOKYMEeHTMPOBAHHOM MH(OpMaIun), HauMHasI C ero (ee) co3maHus A0
YHUYTOKEHMS;

3aBepeHHasT KOMMSI — KOIMMSI JTOKYMEHTa, Ha KOTOpPOM B COOTBETCTBUMU C
YCTAaHOBJIEHHBIM IIOPSIAKOM IIPOCTAaBJIEHbI PEKBU3UTHI, OOeCHeuMBaollye ee
IOPUANYECKYIO CUITY;

VUCXOMSILINI JOKYMEHT — JOKYMEHT, OTIIPaBJISIEMbINI U3 TEPPUTOPUATBHON
KOMMUCCUN;

KOHTPOJIb ~ MCIIOJIHEHMSI JOKYMEHTOB —  COBOKYIIHOCTb  [I€JICTBUIM,
006eCITeunBaoIIMX CBOEBPEMEHHOE MCIIOIHEH e TOKYMEHTOB;

KOV JOKYMEHTA — JOKYMEHT, ITOJIHOCTBHIO BOCITPOU3BOASIIVI MH(POPMALIO
MTOI/IMHHMKA M BCE €ro BHEIIIHMe PU3HAKY WJIM UX YaCTh;

HOMEHKJIaTypa [HeJd - OOKYMEHT, COIepsKallluil CUCTEMATU3UPOBAHHBIN
repeyeHb 3arojIOBKOB [IeJI, CO3JaBaeMbIX B TEPPUTOPUATIBLHON KOMMCCHUM, C
yKa3aHMEeM CPOKOB MX XpaHeHMsI, OPOpMJIEHHBI/ B YCTaHOBJIEHHOM ITOPSIIKE;

HOpPMAaTMBHbBIE JOKYMEHTbI — COBOKYITHOCTb MHCTPYKTMBHBIX MaTepUaIOB,
PaCCUMTAHHBIX Ha IIOCTOSIHHOE MJIY MHOTOKPATHOE JIeMICTBME U COAepsKallX KaKue-
MO0 HOPMBI, TTpaBuJIa, IPeaICaHNsI;

HOCUTENb (TOKYMEHTMPOBAHHONM) MH(pOpMalUy - MaTepuaabHbli OOBEKT,
MCIIOIb3yEeMbIN AJ1s1 GUKCAMM Y XpaHEHUS] JOKYMEHTUPOBAHHON MHGbOpMAaIINM;

ob6paiteHne B (hopMe 3JIeKTPOHHOTO JOKYMEHTa — oOpallieHue, MOCTYIUBIIIee
B (hopMe 3JIEKTPOHHOI'O JOKYMEHTa C MCIIOJIb30BAHMEM CTPaHMUILIbI OPUIINATBHOIO
canra M36upatenbHon komuccuym KanMHuHrpaackon 061acTi B MHGOPMAalMOHHO-
TeJIEKOMMYHMKAIIMOHHOM ceTu «HTepHeT» (ceTb VHTepHeT), mpemHa3sHAUEeHHOM
ILJIST HAaIpaBJIeHMs OOpaIlleHnI B TepPUTOPHUAIbHbIE KOMUCCUN;

OTMEeTKa 00 3JIEKTPOHHOM MOMMMUCUA — PEKBUSUT 3JIEKTPOHHOI'O JOKYMEHTa,
MTOATBEPKIAIOIINI ero MOAIMCaHe 3JIeKTPOHHOM MOAICHIO;

oduIIMaIbHBIM TOKYMEHT — IOOKYMEHT, KOTOPBIM CO3[AeTCs, 3aBepsieTcs,
BBIJIA€TCSI B YCTAHOBJIEHHOM 3aKOHOM WJIM MHBIM HOPMATMBHBIM aKTOM IOPSIIKE

OpraHOM TOCYIAapCTBEHHOM BJIACTU, MHBIM T'OCYJapCTBEHHBIM OPraHOM, OPraHOM
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MECTHOTO CaMOyIIpaBJeHMs] WIM WMHOM YIIOJJHOMOUYEHHOM OpraHusaluei,
YIIOJIJHOMOYEHHBIM JI0JDKHOCTHBIM JIMIIOM M YIOCTOBEpSIeT I0PUAMNUYECKN 3HAUMMble
dbaxTor;

odbopmiieHre OOKYMEHTa — IPOCTaBjeHMe Ha TOKYMeHTe HeOOXOIMMBbIX
PEKBU3UTOB;

obpaillieHe B MUCbMEHHOM (opme - HalpaB/ieHHble B T'OCYIapCTBEHHBIN
opraH, OpraH MECTHOI'O CaMOYIIpaBJIeHUS UJIX TOJDKHOCTHOMY JIMITY B IMMCbMEHHOMN
dbopMe mpenJioskeHMe, 3asiBJIeHMEe WK sKayi00a;

MICbMO — 0000I11IeHHOe Ha3BaHMe Pa3/IMYHBIX 10 COAEepsKaHMIO TOKYMEHTOB,
CTy>KaIlUMX CPeICTBOM OOIIEHMSI MEXXIY OpraHu3alsIMu, TpaskIaHaMu;

MONJIMHHUK JOKYMEHTAa — IIepPBbI WIM €eOUHCTBEHHBIM OSK3EeMIUISP
IOKYMEHTa;

IIOpy4YeHre — OOKYMEHT, IPeNIMChIBAIOILNI BBIIIOJHEHME TeX WM MHBIX
3aJaHU;

perMcTpalyoHHO-yUeTHass KapTouka mokyMeHTa (manee - PYK) - dopma,
MCIOJIb3yeMasl I 3alyiCy CBeIeHUM O ITOKyMEHTe B IeisIX yueTa, TOoucKa U
KOHTPOJISI, CO3/IaBaeMasi IIpy perucTpaiyu JOKyMeHTa C Mcrnob3oBanmem I1/1;

percTpauyoHHO-yueTHass ¢opMa — CUCTeMa perucrpalum, UcIoJsibyemas B
TePPUTOPUAJIBHON KOMUCCUM Tpu peructpauym gokymeHntoB (IT[0, kapTouku mim
JKypHAI);

peructpauysi AOKYMEHTa - 3alMCh YUYeTHBbIX ITaHHBIX (MeTamaHHBIX) O
IOKYMEHTe II0 YCTaHOBJIeHHOM dopme, bukcupyromias (akT ero cosmaHus,
OTIIPABJIEHMS WIM TIOJyYeHMsI, ¥ MPUCBOEHNE €My PEruCTPaliOHHOIO HOMepa U
IaThbl;

PEKBM3UT HOKYMEHTa — CTPYKTypHass YacTb M 3jeMeHT odOopMJIeHNs
OOKYMEHTA, CYXKAIMi I MIOeHTUdUKaAuMM JTOKYMEHTa M COAepsKalleicsl B
IOKyMeHTe MHbOopMaImu;

CUCTeMa 3JIEKTPOHHOTO [TOKYMEHTOOOOpoTa — MH(OpMaIlMOHHAs CUCTeMa,
obecrieunBaoIas >XM3HEHHbI IIMKJI JOKYMEHTOB IO MX Iepexojla Ha CTaauio

dPXMBHOI'O XpaHeHNW NI YHUUTOXKEHMSI,
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CKaHMPOBaHMe AOKYMEHTa — MOJIyYeHye 3JIEKTPOHHOrO 06pasa JOKYMEHTa;

CTy>keOHasl 3amMcKa - BHYTPEHHMI [TOKYMEHT, aJpeCOBaHHbIN OTHOMY
IOJDKHOCTHOMY JIMITY TEPPUTOPUAJIBHOM KOMMUCCUY IPYTUM TODKHOCTHBIM JIUIIOM
TEPPUTOPUAJIBHOM KOMUCCUM M COAEPsKAIMI 0OCTOSITeJTbHOE M3JI0KEHMEe KaKOro-
JIM60 BOMPOCA C BHIBOJAMU U IIPEIJIOKEHUSIMIU COCTABUTEJIS;

CPOK WCIOJIHEHMSI HOKYMEHTa - CpOK, YCTAHOBJIEHHbII HOPMAaTUBHBIM
IIPaBOBBIM aKTOM, OpraHU3aI[MOHHO-PACIIOPSANTEIbHBIM JOKYMEHTOM, YKa3aHUSIMMU
IO VICTIOJTHEHUIO TOKYMEHTA UJIY TIOPYyUYEHMEM;

YKa3aHMS TI0 UCIIOJHEHUIO TOKYMEHTA — PEKBU3UT, COCTOSIIINIA U3 HAOIIUCK
Ha [OKYMEHTe WIX Ha OTHEeJbHOM JIMCTE YCTAHOBJIEHHOV (OPMBI, CHeIaHHON
IOJKHOCTHBIM JIUIIOM;

y4eT [OKYMEHTOB - ¢ukcaums ¢dakra IOJyyeHus [TOKYMEHTOB 6e3
MPOCTaBJIEHMS] Ha HUX PErMCTPAllMOHHBIX IIITAMIIOB;

dbopmupoBaHue (JIEKTPOHHOrO) mejia — TCPYIIMPOBaHME [TOKYMEHTOB B
(9J1IEKTPOHHOE) JeJI0 U UX CUCTEMATU3AIINS;

9KCIepTU3a I€HHOCTM AOKYMEHTOB - [IeSTeJIbHOCTb II0 YCTAaHOBJIEHUIO
CPOKOB XpaHEHMSI [TOKYMEHTOB, OTOOpa WX [JI1 apXMBHOTO XpaHEHUS WA
VHUUTOXXEHUSI, BBbISIBJIEHMIO 0CO00 II€HHbIX U VYHUKAJIbHBIX JTOKYMEHTOB Ha
OCHOBaHMM TpPeOOBaHMI HOPMATUBHBIX ITPABOBBIX aKTOB U KPUTEPUEB SKCIEPTU3bI
IIEHHOCTY TOKYMEHTOB;

9JIEKTPOHHAsI TIOATMCh — MHGOpPMaLusI B 3JIEKTPOHHOM dopMe, TpeboBaHMS
KOTOPOJ YCTAHOBJIEHbl HOPMAaTMBHO, IIpeAHAa3HavyeHHasi MAJjIs TOMMMCAHMS,
COTJIACOBaHMS (BU3MPOBAHMS) U YTBEPSKAEHMS 3JIEKTPOHHBIX TOKYMEHTOB;

9JIEKTPOHHBIM  JOKYMEHT -  JOKYMEHTMpOBaHHas  MHQOpMaIus,
MpeCTaB/IEHHAs B 3JIEKTPOHHOM (hopMe;

9JIEKTPOHHBIN JTOKYMEHTOOOOPOT - JOKYMEHTOOOOPOT C MCIIOIb30BaHMEM
aBTOMAaTU3MPOBAHHOV MHQPOPMAIIMOHHOM CHUCTEMbI (CUCTEMBI 3JIEKTPOHHOTO
IOKYMEHTOOOO0POTA);

9JIEKTPOHHBIM 00pa3 [JOKYMeHTa - 93JIEKTPOHHAsl KOIMS TOKYMEHTa,

M3TOTOBJIEHHAA Ha 6YMa)KHOM HOCHUTeJIe,
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BHeKTpOHHbII./JI 111a6/10H 6/1aHKa JOKYMEHTa — CM. TEpDMUH « 6J1aHK OJOKYMEHTa».

2. IIpuem, perucrpanus 1 NpoXosKaeHNMe MOCTYIAKIINX JOKYMEHTOB

2.1.]IoO0KyMeHTbl B TepPUTOPUAJIBHYIO KOMMCCUIO TOCTaBJISIIOTCSI 4epe3
oTaesneHue CBsi3u (MOUTOM, TeslerpadHOM CBSI3bI0), HAPOUHBIM.

IOKYyMEeHTbI MOT'YT MOCTYIIaTh B TEPPUTOPUAJIBHYIO KOMUCCHUIO CPeICTBaMM
[T/, 37eKTpOHHOM MMOUTOM B ceTu VHTepHeT (MpemHasHaueHa UCKIIOUUTENTbHO IJIsSt
CITy>KeOHOM KOPPEeCHOHAEHIINN), Yepe3 pasgesl « DJIeKTpOHHas opma oOpalleHus»
Ha odulmaJbHOM canTe M36uparenapbHon komuccum KanmHuHrpamckon obsact B
ceTu VIHTepHeT, TIpeqHa3HAUeHHbIM [JII  HaMpaBjieHMs  oOpallleHud B
TePPUTOPUAJIBHYIO KOMUCCHIO, U TIO (PaKCUMMUIbHOM CBSI3N.

2.2.Ilpuem, miepBuuHasT 0OpabOTKAa ¥  perucTpaiyus IMOCTYIIAIOIIUX
IOKYMEHTOB IIPOM3BOIATCSI TMpenacenaresieM (CeKpeTapeM) TeppUTOPUAIbHOM
KomMuccum ¢ wucrosb3oBanuem 1[I, mmbo skypHanbHOM (mpwioskeHne Ne 1)
pPErucTpaluyoOHHO-YUeTHOM (POPMBI e5KeTHEBHO B 4Yachl pabOThl TEPPUTOPUAIBHOM
KOMMCCHM, KpOMe BbIXOIHBIX ¥ HEPAOOUMX MPa3THUYHBIX THEN.

[Topsimok MoOJIyueHMST ¥ perucTpalyuy OOKYMEHTOB I10C/I€ OKOHYaHMUS
paboyero JHs, B BBIXOJIHbIE ¥ Hepabouue MpasgHUYHbIe THY, B TIEPUOI, IIOITOTOBKM
M TIpOBemeHMs M30MpaTeJbHbIX KaMIIaHMII YCTAHABJIMBAETCS IIpelcemaTesieM
TePPUTOPUAJIBHOM KOMMCCUM JIMOO OIpenesissieTcs pelleHreM TeppUTOPUaIbHOM
KOMMCCUM.

2.3.IlocTynuBIiMe JOKYMEHTbI MOAPA3HEesISIIOTCS Ha PETUCTPUPYEMbIE U HE
rojiyieskaiie perucrpauyn. IlepeueHb JOKYMEHTOB, He IMOIJIEKAILNX PErUCTPaLINM,
orpepesieH B puiaokeHum Ne 2.

2.4.1Tpu BCKpBITMM KOHBEPTOB, AOCTABJIEHHBbIX IO TOYTE MM HAPOUHBIM
MPOBEPSIIOTCS MPABMJIBHOCTb  apecOBaHMsI, KOMIUIEKTHOCTb M II€JIOCTHOCTD
IOKYMEHTOB, HaJlMuMe TIPUJIOKEHNI, CBEPSIETCSI COOTBETCTBME UX HOMEPOB
yuyeTHbIM HOMepaM, yKa3aHHbIM Ha KOHBepTaxX. HempaBWJIbHO ajpecoBaHHbie U
OIIMOOYHO BJIOSKEHHBbIE [TOKYMEHTbI HE PEruMCTPUPYIOTCS, IepechbUIaloTCs 10

Ha3HAYE€HNIO UJIM BO3BPALIAIOTCA OTIIPAaBUTEJIIO.
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2.5.Ecu mpu BCKPBITHM KOHBEPTa OOHAPYsKEHO OTCYTCTBME JOKYMEHTOB WA
UX OTHEeJNbHBbIX JIMCTOB, TIPUJIOKEHUI, TOBpEKIEeHMEe TOKYMEHTOB WU
HECOOTBETCTBME HOMEPOB [IOKYMEHTOB HOMepaM, YyKa3aHHbIM Ha KOHBEpPTE,
npeqcenaresieM (CeKpeTapeMm) TeppUTOPUATbHOM KOMMUCCUM COCTaBJIIETCS akT
yCTaHOBJIEHHOM (POPMBI B IBYX 3K3eMILIsIpax (mpuaoskeHue Ne 3). OnyuH 3K3eMIIsip
aKTa MOChIJIAeTCSI OTIIPABUTEJTIO, IPYTOM IMPUOOIIAETCS K MPUHSITHIM TOKYMEHTAaM.

Ha 060poTHOI CTOpOHE IOC/IeMHEro JIMCTa MOBPEXAEHHOTO JTOKYMEHTa B
MIPaBOM HIDKHEM VTJIy JIeJaeTcsl OTMeTKa «JJOKYMEHT MOoJIydeH B MOBPEKIEHHOM
BUIEY.

2.6.KoHBepThbI OT MOCTYNMBIINX JOKYMEHTOB HE YHMUUTOXKAIOTCSI B CJIyvae,
€CJIM TOJIbKO TI0 HMM MO’KHO YCTaHOBUTb afpeC OTIpaBUTesisd, JaTy OTIPaBKU U
MOJTyUeHMsT TOKYMEHTOB, €CJI OHUM COAepsKaT TOKYMEHTbI, KOTOpbIe IMOCTYIIMINA U3-
3a mpenmenoB Tepputopum Poccuitckon ®Depepanyu, u3 CymoB, CAeICTBEHHBIX
OpPraHoOB, MO0 TOTOBOPbI, ITPETEH3UM, ICKOBBIE 3asIBJICHMSI.

2.7.ITakeThl ¢ MOMeTKOM «JIMUHO» YUUTBHIBAIOTCS I10 MTAKETHOMY SKYpPHAITy U
repefaroTCs agpecaTaM B 3aKpPbITOM BUie TIOH, IO MNUCh.

2.8.Ilpu peructpauum IMOCTYNMBIIErO [IOKYMEHTa B PETrMCTPaIMIOHHO-
yueTHOM (opMe 00si3aTeIbHO BBOISITCS CJeAYIONIME PEeKBU3UTBI: T'PYIIa U BUJ
IOKYMEHTA, ero UCXOISIIIA HOMep U J1aTa, JaHHbIe O KOpPeCIoHeHTe (agpecaHTe)
(bamummst, MMsI, OTYECTBO (IIpU HaAMUUM) GU3NUYECKOro JIniia UM HauMeHOBaHMe
opraHmsaliy, MeCTOHaXOXJeHle OTIIpPaBUTENSI), a TakXke KpaTkoe cojepykaHue
IOKYMEHTa, KOJMYECTBO JIMCTOB OCHOBHOI'O OKYMEHTA M JIMCTOB IPUJIOXKEHMSI,
KOJIMYECTBO 9K3EMILISIPOB, BUJI, TOCTABKA.

[Ipu ocyiecTBiennn perucrtpanuu cpencrBamu [1]] Ha JMIEBOM CTOpOHE
MepBOTO JINCTA 3aperMCTPUPOBAHHOIO JOKYMeHTa Ha Oyma>KHOM HOCHUTeJe, Kak
MPaBUJIO, B IPABOM HIDKHEM YIJIy ITPOCTABJISIIOTCSI PETMCTPALMOHHBIM HOMEpP U
IaTa, a TakKe IITPUX-KOJ, C YKazaHMeM HaMeHOBaHMs OpraHu3alinn.

Ecin mpocraBiieHMe perMcTpaluyOHHOTO HOMepa 3aTpPyAHSET MpOoYTeHue
TeKCTa JOKYMEHTa, B TAKOM CJIyyae BXOJSIINI HOMep ITPOCTaBJISIETCS B CBOOOTHOM

OT TEeKCTa YIJIy Ha JIMIEBOM CTOPOHE IIEPBOrO JIMCTA MTOKYMEHTA, a IITPUX-KOJI
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IIPOCTABJISIETCS TIPY HAJIMUMUM TEXHUUECKOM BO3MOSKHOCTH.

[Ipy ocyilecTBieHNM perucTpauum B APYTOi PerucTpalioHHO-YYeTHOM
dbopme PerucrpalMOHHBIM IITaMII C YKasaHMEM BXOMSIIEro HOMepa, IaThl
perucTpanyyu IMpPOCTaB/IsIeTCs, KaK IIPpaBWiIO, B IPAaBOM HIDKHEM VIJIY JIMIIEBOM
CTOPOHBI TIEPBOT'O JILCTA 3apPETUCTPUPOBAHHOTO NOKyMeHTa. [Ipu HeobxoauMoCTH
yKa3bIBaeTCcsl BpeMsl perucrtpaumm (d4acbl ¥ MuHYTbI). Ha mpumokeHun
IIPOCTABJISIETCS] BXOASMIINIT HOMEP JOKYMEHTa, K KOTOPOMY OHO OTHOCUTCSI.

Ha kommm mokyMeHTa BXOZSILMI HOMEp MPOCTABJISIETCSI B TIPAaBOM HUKHEM
YIJTy JIMLIEBOV CTOPOHBI ITIEPBOTO JIUCTA.

HyMmepaiysg nNOCTYONMBIIMX [JOKYMEHTOB OCYIIECTBJISIETCS B IIpenesiax
KaJIeHIapHOI'o rofa.

[Ipu perucrpaiuyu TOKYMEHTa, SIBJISIOIIEIOCS OTBETOM Ha MCXOMSILINIA
OOKYMEHT MJIM MPUCIAHHOTO B IOTIOJIHEHME K paHee HalpaB/IeHHOMY TIOKYMEHTY, B
pPermcTpalyoOHHO-YYeTHOM (PopMe Je1aeTcss COOTBETCTBYIONIAS CChIJIKA (CBSI3KA).

K mnoBTOpHBIM [OOKYMEHTaM IIpUKIaAbIBaeTcs MHGPOpPMaLMsI O paHee
MOCTYMMBIIMX HOKYMEHTAx M pe3ysbTaTaX MX MCIIOJHEHMS, KOTopas IepemaeTcs
OTBETCTBEHHOMY 3a €ro MCIIOJIHEHMeE.

[Ipu perucrpanyumu fOKyMeHTa Ha 6yMaskHOM HocuTeste B 1] oH MOXKeT ObITh
OTCKaHMpoBaH, a 3atreM K PYK moskeT ObITb HMpMCOEIVHEH 3JIeKTPOHHBIM 00pas3s
IOKYMEHTa U IIPUJIOsKeHMsI K HeMmy B (popmare pdf.

[Tocne peructpauum cpencrBamu IIJl mocTynuBiIero 37geKTPOHHOTO
IOKyMeHTa, B TOM uucJie U3 M30MpaTe/ibHOM Komuccum cybbekta Poccuiickoi
denepanuy, OH MOKET ObITh pacIieyaTaH IMpy HeOOXOIVMOCTHA.

2.9.3aperucTpupoBaHHbIE JTOKYMEHTBl PACCMATPUBAIOTCS IMpeaceaaTeaeM
TEPPUTOPUATBHON KOMUCCHUH, 3aTE€M NIOCJIE IEPEHECEHUS YKa3aHHUS 110 UCTIOJIHEHUIO
JIOKYMEHTa B PETUCTPALIMOHHO-YYETHYIO (JOpMY TEepeAaroTCsl UCIIOTHUTEISAM 0/
TTOJIITHCD.

[Ip peructpamum pokymeHToB B II[l paccmoTpeHue mpencenaresiem

TeppMTOpMaﬂbHOﬁ KOMHUCCUM OOKYMEHTOB M HalIpaBJIEHME UX MCIIOJIHUTEJISAM B
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9JIEKTPOHHOM BUIE MOXKET OCYIIeCTBJSITbCS cpenctBamu I1J] 6e3 odopmieHus
KOMMM Ha OyMa>KHOM HOCHUTeJIe.

2.10.cnionHeHHble [TOKYMEHTbI CIIMChIBAIOTCS B €0 MpeacenaTesiemM
(cekpeTapeM) TePPUTOPUAIBHOM KOMUCCUY U TIOMEIIAIOTCS B IeJI0 B COOTBETCTBUU

C HOMEHKJIaTypOM JeJl TepPUTOPUAIbHON KOMUCCUM.

3. OcHOBHBIE TPEOOBAHMS K IIOATOTOBKeE U 0hOpPMIIEHUIO JOKYMEHTOB

3.1./lokymeHTBI,  cO31aBaeMble B  TEPPUTOPHUATIBHOM  KOMMCCHHU,
opopmisitorcsi Ha OnaHKax, Ha CTaHJApPTHBIX JucTax Oymarum (Qopmata
A4 (210 x 297 mm) unum AS (148 x 210 Mm) 1100 B BUE STECKTPOHHBIX JIOKYMEHTOB
¥ JI0JDKHBI IMETh YCTAaHOBJICHHBIN COCTaB PEKBU3UTOB.

3.2. JlokymMeHTBl O(QOPMIISIOTCS Ha TMPOAOJIBHBIX JIMOO YTIOBBIX OJlaHKaX
YCTaHOBJICHHONW (DOPMBI, HW3TOTOBJICHHBIX THUIIOTPA(PCKUM WU KOMITBIOTEPHBIM
criocoboM (ripusioxkenue Ne 4).

B TeppuTOpMasbHOM KOMUCCUYM MOTYT OBITh YCTAaHOBJIEHBI CJIEYIOIIVE BUIbI
6J1aHKOB:

6J1aHK IMPOTOKOJIA 3aCeIaHNsI TEPPUTOPUATHLHON KOMUCCHUN;

6JIaHK peIleHNs] TEPPUTOPUATBHON KOMUCCUMA;

OOV 6IaHK TEPPUTOPUATIBHONM KOMMCCUM (AJ1s1 TTIOATOTOBKM JIFOOOTO BUIA
IOKyMeHTa, KpoMe M1ChbMa);

6J1aHK MChbMa TePPUTOPUATIBHOM KOMUCCUNA.

3.3.1lpu mMOAroTOBKE JIOKYMEHTOB ¢ mnpuMeHeHueMm IIJ[ wucmonb3yrorcs
AJIEKTPOHHBIE MIA0JOHBI OJAaHKOB JOKYMEHTOB, KOTOpPbIE paBHO3HAYHBI W
UJCHTUYHBI TI0 COCTaBY PEKBU3UTOB, MOPSAIKY MX PACIIOJIOKCHHUS W TapHUTYpPaM
mpudTa 6J1aHKaM JOKYMEHTOB Ha OyMa)KHOM HOCHUTEJIE.

3.4.JlokyMeHTBl O(QOpPMIIIIOTCS B COOTBETCTBMU C TpeOOBaHUAMH K
JIOKyMEHTaM, U3rOTOBJIIEMBIM C TTIOMOIIBIO TTEYaTAOIINX YCTPONCTB, U K (aiiam
TEKCTOBBIX IOKYMEHTOB (mpuiioxkeHue Ne 5).

3.5.1lpu moaroroBke U 0oGOPMIICHUU JOKYMEHTOB JOJDKHBI COOJIOIATHCS

npaBuia 0opOpMIICHUS PEKBU3UTOB, U3JI0KEHHBIC HIKE.
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KoHTposib 3a npaBMJIbHBIM MCHOJJIb30BaHMEM OJIAHKOB U MX COOTBETCTBUEM
YCTaHOBJIEHHBIM 0OpasllaM OCYIIEeCTBJIIEeTCS TpeacenaTreyieM (CceKpeTapeM)
TePPUTOPUAIBHOM KOMUCCUM.

3.5.1. HammeHoBaHue 136upaTeIbHOM KOMUCCUM.

HanmeHoBaHmue wu30upaTeIbHOM KOMMCCUM YKa3bIBaeTcsl Ha OJlaHKaxX B
COOTBETCTBUM C PErJIaMEHTOM TEPPUTOPUATIbHOM KOMMUCCUM.

3.5.2. CripaBouHbIe JaHHbIe 00 M36MpaTeIbHOM KOMUCCHUM.

CropaBouHble HaHHbIE O TEPPUTOPMAIBHOM KOMMCCUM YKa3bIBAaIOTCSI B
61aHKax MMMCeM, HalIpuMep:

yi. UenTtpanbHad, O. 26, r. 9HcK, KanuuuHrpaackast 06jactb, 236000
tes. (4012) 51-18-13

3.5.3. HameHoBaHMe ByIa JOKYMEHTA.

HaumenoBanue Buma JOKYMEHTa YKa3bIBA€TCS Ha BCeX O1aHKaX M3TaBaeMbIX
IOKYMEHTOB (TIPOTOKOJI, pellieHye 1 T.[.), 32 UCKJTFIOUEHMEM IICEM.

3.5.4. laTa JOKYMeHTA.

IlaToin mOKyMeHTa SIBJISIETCS JaTa ero IOANMCaHus, yTBepsKaeHus. daTton
MIPOTOKOJIA SBJISIETCS IaTa 3acedaHusl, a akTa — JaTa COOBITHS.

JIOKyMeHTbI, U3JaHHble OBYMS WM OoJjiee OpraHM3alyusIMu, JODKHBI MMEThb
onHy (eIMHYIO) IaTy, COOTBETCTBYIOIIYIO AaTe MOAIMCAHMS JOKYMEHTA OCeTHUM
IOJIKHOCTHBIM JIMIIOM.

Haty mokymeHTa oOpMJITIOT apabckumu udpamu B IMOC/IeIOBATETbHOCTI:
IeHb Mecsiia, mecsil, rod. JleHb Mecsia M Mecsil oQOpMIISIOTCS IBYMS ITapamu
apabckux umdp, pasgeseHHbIMM TOYKOM, T'Of, — YeThIpbMS apabCckumu Imbpamu,
HarnpuMep:

17.01.2025
IoryckaeTcs c/ioBeCHO-IIM(PPOBOI crtocod opopMiIeHNs TaThl, HAIIPUMED:

09 auBaps 2025 r.
3.5.5. PerucrpaliiiOHHbIN HOMEpP JOKYMEHTA.
Hampumep, 0151 BXOISIIMX TOKYMEHTOB M 0OpaltieHni (Ipy OCYIeCTBIeHUN

nx perucrpauimm B e,ZLMHOﬁ HyMepaunm ¢ BXOIOALIMMA ,H,OKYMEHT&MI/I) — IJTO
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MIOPSIIKOBBIN HOMED, [IJIS UCXOISIIMX TOKYMEHTOB — MH/IEKC JieJia IO HOMEHKJIaType
", yepe3 KOCYIO YepTy, MOPSIKOBbIN HOMEpP TOKYMEHTA.

PerucrpaliMoHHbII HOMEp MTOKYMEHTa, M3IaHHOI'O COBMECTHO, COCTOUT U3
pasfe/leHHbIX KOCOM UYepTOM PpEeruMcTpalyOHHBIX HOMEPOB, IPUCBOEHHBIX
opraHMsauMsIMM  —  aBTOpaMM  JOKYMEHTa M  PpacloOJIO)KEHHbIX B
MOC/IeJOBAaTeIbHOCTY,  COOTBETCTBYIOIIEM  OOO3HAUeHMIO  HaMMeHOBaHWUIA
OpraHM3alMii B 3ar0JIOBOYHONM YaCTU AOKYMEHTA.

3.5.6. Ccbika Ha pPErucTpalMOHHBbII HOMEp M [aTy [OCTYIUBIIEro
IOKYMEHTa.

CchlIka Ha PEermcTpalyMoOHHbIM HOMEpP M JaTy IOCTYIMBILIErO ITOKYMEHTa
BKJIIOUAETCS B COCTaB pPEKBM3UTOB OsaHKa mmucbMma. CcbhUIKA ITPOCTABIISIETCS
MCIIOJTHUTEJIEM TIPY MTOATOTOBKE MMCbMa-OTBETA.

3.5.7. MecTo cocTaByieHus (M3OaHMs1) TOKyMEHTa.

MecTo coctaByiennst (M3maHMsI) JOKYMEHTa yKa3bIBaeTCsl Ha OOIIIeM Gj1aHKe U
6/1aHKe KOHKPETHOrO BuAa NOKyMeHTa. B 6GyiaHKax muceM CBeOeHMS] O MecCTe
co3maHMsl OKyYMeHTa cojepykaTcsi B pekBusute «CIpaBouHble HaHHbIE 00
M306MpaTeIbHOM KOMUCCUN».

Mecto cocraBieHus (M3maHMSI) [JOKYMEHTAa VYKasbIBAeTCSI C YYETOM
MPUHSATOIO aIMUHUCTPATUBHO-TEPPUTOPUATIBHOTO IeJIEHUS.

[Ipy mpPOJOBHOM pPACIOJIOKEHUM PEKBU3UTOB OJIaHKA MECTO COCTABJIEHMS
WM U3OAHUS OOKYMEHTa YKasbIBAETCS B CepeauMHe CTPOKM MEeKIy [IaTon U
PETUCTPAIIMOHHBIM HOMEPOM JOKYMEHTa, a TIIpU YIJIOBOM paCIOJIOXKEeHUN
PEKBU3UTOB — TOJ HATOM M PErMCTPAlMOHHBIM HOMEPOM [TOKYMEHTa, OT Kpas
JIEBOTO TTOJISI.

3.5.8. I'pud (mometka) 06 orpaHUYEHNM OOCTYIIA K JOKYMEHTY.

[TpocTraBsieTcst Ha IOKYMEHTaX, CofepsKalmX MHGOPMALMIO OrpaHMUYEHHOTO
pacIpoCTpaHeHNs], KacaloIIyIoCs IesTeIbHOCTY OpTraHM3alluii, OTpaHNYeHMs] Ha
pacIpocTpaHeHe KOTOPOM AMKTYIOTCS CIYy>KeOHOM HeOoOXOIMMOCTBIO, a TaKKe
MTOCTYIMBILAS B TEPPUTOPMAIBHYIO KOMUCCHIO HeceKpeTHast MHGOpMaLys, TOCTYII

K KOTOpOf/i OrpaHMn4eH B COOTBETCTBUM C d)e,ﬂepaf[beIMI/I 3aKOHaMMN.
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[lomeTka Ha JOKyMeHTaX, COAepXKalluMx WHMOpMalMIO OrpaHUYEeHHOIO
pacrnpocTpaHeHust, uMmeeT Bup, « /st ciysked6Horo nosb3oBanus» (I CIT).

[TomeTKa IpOCTaBISIETCS] B BEpXHEM ITPaBOM YIJTY JIMIIEBOM CTOPOHbI IIEPBOT'O
JIUCTa JOKYMEHTa OT TPaHULIbl BEPXHETO IMOJIs.

3.5.9. Agpecar.

PexBusut «Anpecar» pacroJiaraeTcsi CripaBa Ioj, peKBU3uTamy 6j1aHKa.

HOKyMeHTbI afpecyloTCsl B OpraHm3aluy, uX CTPYKTypHbIe MoJpa3neeHus,
OO/DKHOCTHBIM JIMIIAM MJIM  TpakaaHaM TIIpM OTBeTe Ha UX oOpalieHus.
HaumeHoBaHMsi opraHmsaliMM ¥ CTPYKTYPHOTO TOApasiesieHusl YKa3bIBalOTCS
B IMEHUTEeJIbHOM Tafieke, Harpumep:

[IpaButenbcTBo KammuuHrpagckomn ob6aact
[IpaBoBOe yIpaBJieHNe

Ecnn OOKYMEHT aapecyeTrcd MOO/DKHOCTHOMY JIMIy, HaMMEHOBaHUE
OpraHmn3al YKa3bIBA€TCAd B MMEHUTE/IbHOM IlaJexke, a JO/DKHOCTDb U CbaMI/IJII/IH - B

JaTeJIbHOM. HpI/I 9TOM MHMIINMAJIbI YKa3bIBalOTCs ITIOCJIE (1)8.MI/IIII/H/[, HalipuMep:

[IpaBuTEBLCTBO
KaymuumHrpaackon obaactu
PykoBoauTesnto anmapara
NBaHoBy A.B.
Ecnu pgokymeHT anapecyeTcs PpPYKOBOAMTENIO OpraHM3alMu WM  ero
3aMeCTUTesI0, HaMEHOBaHMe OpraHmM3aluy AO/DKHO BXOAUTb B HaMMeEHOBaHMeE

IOJIKHOCTH ajipecaTa, Halpumep:

3amecTuTeso aupekTopa Becepoccuiickoro
Hay4YHO-MCCJIeOBATEIbCKOTO MHCTUTYTA
IOKYMEHTOBEIEHMS M apXVBHOTO Jiejia

Cmupnosy ILII.

Ecmu OJOKYMEHT aApecyeTCsda OpraHu3aly, CHadaJla YKa3bIBdA€TCA €€

HaMMEHOBAaHMe, 3aTeM ITOUTOBBIN afpec, HalpyuMep:

LlenTpasibHas M30MpaTebHass KOMUCCHS
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Poccuiickon @epepaiinm

b. Yepkacckuit nep., a. 9, Mocksa, 109012

IlommyckaeTcsl ILIEHTPUPOBATh KaXKIYID CTPOKY peKBM3UTa <«Apapecar» IO
OTHOIIIEHUIO K CAMOM JIJIMHHOM CTPOKE.

IlommyckaeTcsl  MCIIOJb30BaTh  OGUIMAIBHO IPUHSATbIE  COKpAIlleHHbIe
Ha/MEHOBAHMSI OPraHOB T'OCYIApPCTBEHHOM BJIACTM, MECTHOIO CaMOYIIpaBJIeHMS,
OpraHu3aInii.

[TouToBBINI ampec yKasbIBaeTCsS B II0CJIEIOBATE/IbHOCTHM, YCTaHOBJIEHHON
[IpaBmamMyu oKasaHMS YCJIYT IIOYTOBOM CBSI3Y, YTBEPKIEHHBIMU ITPUKA30M
MunucrepcrBa 1UM(GpPOBOrO pasBUTHUSI, CBSI3M UM MACCOBBIX KOMMYHMKAIIMIA
Poccuitckon @enepanyn ot 17 anpesnst 2023 roga Ne 382 «O6 yTBepskaeHun ITpasumi
OKa3aHMS YCJIYT TIOUTOBOM CBSI3U».

Eciu moKyMeHT OTIpaBJisieTCsl B HECKOJIbKO OJJHOPOIHBIX I'OCYAapPCTBEHHbIX

OpraHoOB UJIN OpI‘aHI/ISaI_U/II\/)I, ux ciaeayeT yKa3bIiBaTb O606LLI€HHO, HaIlpuMep:

IIpencemarensiM y4aCTKOBBIX KOMMCCHUMA

ITOKyMEHT He JIOJIKEH COMIepyKaTh OoJiee ueThbIpex agpecaToB. CJI0BO «KOMMSI»
repe[i BTOPbIM, TPETbMM, YETBEPTHIM aipecaToM He YKa3bIBaeTCsl.

[Ipu HampaB/iieHMM OOKYMeHTa OoJjiee YeM B UeThbIpe afpeca COCTaBJISIETCS
CIIMCOK PACChUIKM YyCTaHOBJIEHHOM ¢opmMbl (mipmioskeHne Ne 6), KOTOpbIA
MTOITChIBAETCS TIpefceaTesieM TePPUTOPHUATIbHON KOMYUCCUM.

[Ipu agpecoBaHMM HOKYMeHTa (GU3NMYECKOMY JIMIYy BHauaje YKa3bIBalOTCS
dbaMmmst ¥ MTHUIMAIIBI TIOJTyYaTe)is, 3aTeM IIOYTOBBIN afpec, HallpuMep:

AreeBoi A.N.
yJ1. KocMoHaBTOB, A. 42, I'. DHCK,
Kanmuuurpaackast o6acts, 236000
IIpu oTmpaBKe myUCbMa MO 3JEKTPOHHOM MOUTe MM MO (GaKCUMMUIIBHOM CBSI3U
(6e3 mOCHUIKM TIO TIOUTE) TMOYTOBBIN afpec He ykasbiBaeTcs. [Ipu Heo6XoaMMoCTu
MOXXeT ObITh YyKasaH ajpec 3JIEKTPOHHOM IouThl (HOMep TesnedoHa/dakca),

HarnpuMmep:
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MMHMCTEPCTBO IOCTULIAA
Poccuiickon @enepanym
mail@minjust.ru
3.5.10. I'pud yTBepskaeHus JOKYMEHTA.

I[OKYMQHT YTBEep>XXOaeTCd CIieliyaJIbHO M30aBa€MbIM JOKYMEHTOM.

[Ipu yTBep>kaeHUM TOKYMEeHTa ITPOTOKOJIOM, pellleHneM, rpud yTBepKaeHus
cocroutr u3 cioBa YTBEPXIEH (YTBEPXIEHA, YTBEPXIEHDbI wm
YTBEPXIEHO) 6e3 kaBblueK ¥ TIPOMMUCHBIMM OyKBaMy, HaMMeHOBaHMS
YTBEPXKAAIOIIEro OOKyMeHTa B TBOPUTEJIbHOM IIaJie’ke, ero AaTbhl M HOMepa,
Hanpumep:

YTBEPXIEH
pellieHreM DHCKOM
TePPUTOPUAJIBHOM M30MPaTEIbHOM KOMUCCUN
ot 14 despass 2025 r. Ne 28/35-5

3.5.11. YkasaHus Mo UCIOJHEHNIO JOKYMEHTA (Pe30JIIoLs).

VYKazaHus MO MCIIOJHEHMIO JTOKYMEHTa MOTYT ObITh HAamMCaHbl OT PYKU
npeacenaTesieM TePPUTOPUATIBHOM KOMMUCCUM Ha TMOIJMHHUKE [IOKyMeHTa Ha
CBOOOIHOM OT TeKCTa MecTe uiauM odopmMIeHbl Ha OTHAEJIbHOM JIMCTe (opmara
A6 (105 x 147 mm), IPWIOKEHHOM K JOKYMEHTY. YKasaHusl MO MCITIOJTHEHUIO
IOKYMeHTa BKJIIOYAIOT GaMWINyU Y MHULIMAJIbI UCTIOJTHUTEJIeN, P HEOOXOAMMOCTU

- coliepsKkaHue TopyueHus, CPOK MCITOJTHEH WS, TIOATINCD

(mpu opopmiieHMM HAa 6YMa>kHOM HOCUTEJIE) PYKOBOIUTEIS U AATY, HAIIlpUMep:

Cusony A.IO.
['puropneBy B.C.

ITpoiry paccMOTpeThb 1 JaTb OTBET
K 14.02.2025

TIOAMCh
Jarta
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VYKasaHust IO MUCIIOJHEHUIO JTOKYMEeHTa TaKyKe MOTYT ObITb OdOpMJIeHbI C
ucnonb3oBanuem IIJl ¢ mpuMMeHeHMEM 3JIEKTPOHHBIX I111a0JIOHOB 0JIaHKOB
IIOKYMEHTOB.

3.5.12. 3aroyioBoK K TeKCTY JOKYMeHTa (HaMeHOBaHMe JOKYMEHTa).

3aroJioBOK K TEKCTY IOKYMEHTa [IOJIKeH KpPaTKO M TOYHO pacKpbIBaTh €ro
comepykaHue U ObITh COIJIACOBAH C HaMMEHOBAHMEM BMUIA MTOKYMEHTa. 3arojioBOK
MO>XeT OTBeuYaTh Ha BOIPOCHI:

«0 yeM (0 KOM)?», Harpumep:

Pacnopstkenne — O cosmanny DKCIePTHOM KOMUCCUM;

«4ero (Koro)?», Halpumep:

IToMmKHOCTHOM perjiaMeHT BeIyIero CrenmaaicTa;

AKT 00 YHUUYTOXEHNN JOKYMEHTOB C MCTEKIINMMHM CPOKaMM XpaHEHNSI.
3aroJIoBOK COCTaBJISIETCS JIMITOM, I'OTOBAIIIMM ITPOEKT JOKYMEHTA.

IoxkymenTtsl, odopmieHHble Ha 6jaHKax ¢opmara A5, ykasaHus 10
MCIIOJTHEHUIO JJOKYMEHTa, TeJlerpaMMbl He 03arjiaBaMBaloTCS.

3arojioBOK, COCTOSIIIMI M3 OABYX M Oojiee CTPOK, MevyaTaeTcsl uyepe3 OIUH
MEXXCTPOYHBIM MHTEpPBajl, TOUKA B KOHIIE 3arojioBKa He CTaBUTCS. 3arojIOBOK
pacrosiaraeTcsl Ha TEepBOM JIMCTe HaJ TeKCTOM IOKYMEHTa IO ILIEeHTpY, a IIpu
odopmaeHnM MMcbMa — OT TPaHUIIbI JIEBOT'O ITOJISL.

3.5.13. TekcT JOKyMeHTa.

TekcT mokymeHTa OGOPMIISIIOT B BUAE CBSI3HOTO TEKCTAa, TAOJMIIbI WA
COeIHEHUST STUX CTPYKTYP.

TekcT [OOKyMeHTa MHOJ/DKEH M3JIaraTbCsl KpPaTKO U SICHO, OBITh
apryMeHTMPOBAHHBIM, oObOecrneuMBaTh TOYHOE ¥ OJHO3HAYHOE BOCIIPUSITHE
conmepskalleincsl B HeM MHGOpPMaL.

TekcT [OOKyMeHTa IOJDKeH, KakK MpaBMJIO, COCTOSITb M3 [ABYX YacTel.
B mepBoit YacTM YKas3bIBAIOTCS MPUYMHBI, OCHOBaHMS, II€JIM COCTaBJIEHMS
IOKYMEHTa, BO BTOpOM — peIleHus,, BBIBOAbI, IPOCHOBI, IPEIIOKEHMS,

peKOMEHIALINA.
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TekcT MOKyMeHTa MOXXeT COAepXaTb TOJbKO 3aK/JIIOUUTEbHYIO YacThb
(HampMMep, MUCbMO, 3asiBJieHNe — TPOChOy 6e3 MOosICHeHUST).

B TekcTe mokymeHTa, MOATOTOBIEHHOTO HAa OCHOBAaHMM 3aKOHOJATE/bHBIX,
MHBIX HOPMATMBHBIX MPaBOBbIX aKTOB, M3JaHHBIX OpraHaMyu TOCYHapCTBEHHOM
Bractu u  ympasienus, LMK  Poccum, W3buparespbHOI ~ KOMMCCHUEN
KanmuumHrpagckon o6sacT, paHee WM3OTAHHBIX TEPPUTOPUATBHOM KOMMUCCHUEN,
yKa3bIBalOTCsI HaMeHOBaHMe BUa JOKYMeHTa, HayMeHOBaHMe opraHa, U3JaBlliero
IOOKYMEHT, IaTa MPUHSITUS MU YTBEPXKAEHUSI JOKYMEHTa, ero perucTpaliOHHbIN
HOMeD, a TaK>Ke 3aroJIOBOK IOKYMEHTa, 3aK/II0UeHHbI/ B KaBbIUKM.

[Ipu ynoTrpebsieHun B TeKCTe haMUINIA JIUIL, UHULIMAIbI YKa3bIBAIOTCS TIOCIIE
OEW178)17178

TekcTbl IOKYMEHTOB OOJIBIIIOTO OObemMa MOTYT [eJUTbCS Ha pasferbl,

Mo pa3iesibl ¥ MTyHKThI, KOTOpble HYyMEPYIOTCS apabCckuMu 1dpamu, Harpumep:

1. Pazmen
1.1. ITogpasmen
1.1.1. ITyHKT

A63a11bl BHYTPYM ITYHKTOB HE HYMEPYIOTCS.

B nmucbmax ncnonb3yioT cienayiomiye GopMbl U3JI0KEHMS:

or 1l-ro suima MHOXecTBeHHoro umciaa («IIpocum  HampaBUTh
nHbopmaiuio...», « HarpassiseM Ha 3ak/ItoueHe MPOEKT...» U Ip.);

OT 3-r0 Jmila eOMHCTBEHHOIO uucjaa («TeppuTopuaibHas KOMMCCUSI He
CUMTAET BO3MOXKHBIM...», «T€PPUTOPUAIbHASI KOMUCCUS IIpejiaraeT pacCMOTpPeTh
BO3MOSKHOCTb...»).

I'padbbl M CTpPOKM TaGIMIBI OO/KHBI MMETh 3arojIOBKM, BbIpaskKeHHbIE
CYLLIECTBUTE/IbHBIM B MMEHUTeJIbHOM Tmagexke. IlomsarosioBku rpad U CTPOK
IOJIKHBI OBITH COTJIACOBaHBI ¢ 3aroyjioBKaMu. Ecyii Tabiuiy meuvatailoT 6ojiee yem
Ha OOHOM CTpaHuie, rpacdbl TaOAUIBI OOJKHBI OBITb IIPOHYMEpPOBaHbI M Ha
ceayIoOMMX CTPaHMIIAX MTOJIKHbBI OBITh HarleyaTaHbl TOJIBKO HOMepa 3TuX rpad.

3.5.14. OT™MeTKa O HaIMYMK TIPUIOKEHMUIA.
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OTMmeTKa O HaJIMIUU l'IpI/IIIO)KeHI/Iﬁ pacioJiaraeTcsa OT I'paHMIbI JIEBOI'O I10JIA
ITocCJie TeKCTa 1epen 1nmognmnchlo.

CnoBo «IIPUJIOJKEHME» IIedyaTaeTCsd B €OMHCTBEHHOM WMJIM MHO>XECTBEHHOM
yucijie B COOTBETCTBUM C KOJIMYECTBOM HpMﬂOH(EHMﬁ.

Ecnn JOKYMEHT MMeEeT IIpMJIOKEHME, Ha3BaHHOE€ B TEKCTE, OTMETKa O €ro

Haymumy opopMIISIETCS TI0 cyIemyionien gopme:

[Tpunoskenne: Ha 15 1. B 3 9K3.

Eciu JOKYMEHT MMeeT IpUJIOXKEeHMe, He Ha3BaHHOe B TEeKCTe, WM eCyn
IIPWJIOSKEHMI HECKOJIbKO, MX HaMMEHOBaHMS HEOOXOOMMO IepPeuMCIUTh II0C/Ie
TEKCTa JOKYMEHTA Iepe[ MOMINChIO C YKa3saHMEM KOJIMYECTBA JIMCTOB B KasKIOM
IIPWIOSKEHMI Y KOJIMYECTBA IK3EMILISIPOB, IIPY HaJIMUMM HECKOJIbKMX IIPUIIOKEHMIA

X HYMepYIOT, Hallpumep:

IMpunoxkeuus: 1. TlosokeHne 06 DKcrepTHOM KoMuccuy Ha 15 1. B 1 9Kk3.
2. IlpumepHas HoMeHK/IaTypa aei Ha 14 1. B 1 3ka3.
Ecym mpunoskeHmns cOpoIIrOpoBaHbl, TO KOJIMYECTBO JIMCTOB HE YKa3bIBAETCS.
Ecim mpunoskeHne HampaBJIsieTCsl He BO BCe YKa3aHHbIE B JOKYMEHTeE ajipeca,

TO OTMETKA O HaJIMUMM TIPUJIOKEeHMS 0OpMIISIETCS 10 CyIeAyIoniei ¢hopMe:

ITpunoskenne: Ha 20 J1. B 3 9K3. TOJIBKO B IEPBbIN agpec.

Ecau K [JOKYMeHTYy mpujaraercsi APYroy OOKYMEHT, TaKKe MMEeIOLLNA
MPUJIOKEHNE, TO OTMETKa O HaJMuMM MPUIOKEHMUS OQGOPMIISIETCS CJIeIYIOIIUM
obpasom:

[Ipunokenne: NUCbMO DHCKOM TEPPUTOPUATIBLHON M30MPATEIbHOM KOMMCCUM
ot 15.11.2024 Ne 01-21/450 n mpuaokeHue K HEMY, BCEro Ha
12 .

Ecim nmpunoskenmeMm sBiisseTcsI 000COOJIEHHBIM 3JIEKTPOHHBII HOCUTEJIb
(KOMITaKT-aMCK, usb-¢Jiem-HakonuTe b U Jp.), TO OTMeTKa O HAIMUUY TTPUJIOKEHUS

odopMJIIeTCS CJIEIYIONIMM 00pa3oM:

[Ipunoxkenne: CD B 1 3Ks.
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[Ipu sTom Ha BKJIAfbIlIe (KOHBEPTE), B KOTOPbI IMOMEIAETCS HOCUTEJD,
YKa3bIBalOTCSI HAMMEHOBAaHMSI TOKYMEHTOB, 3aIllMCaHHBIX Ha HOCUTEJb, MMeHa
daios.

B pemeHusix cBefeHMss O HJIMUMM TIPUJIOSKEHUN YKa3bIBAIOTCS B TEKCTE,
Hampumep:

«PaspaboTtaTh ¥ TIpeACTaBUTb IIPOEKT IUIaHa 1O (opme, yKa3aHHOM
B nipmioskeHuy Ne 1»

U

«...JeJIaeTCs 3aIMCh B SKYpPHAJI YCTaHOBJIEHHOM (opMmbl (rpuitoskeHmne Ne 2).»

Eciu B [JOKyMeHTe, K KOTOPOMY OTHOCUTCS TIPWIOKeHMe, OHO
He YTBEPXKIAETCS, a MPOCTO COMEPKUTCSI CChLJIKA HAa HEro, TO Ha IePBOM JIMCTE
MPUJIOKEHUSI B TMPaBOM BEepXHEM YIJIy YKa3bIBaeTCs, K KaKOMY peIIeHUIO
MIPUJIOKEHME OTHOCUTCSI, & CTPOKM MOTYT II€HTPOBAThCSI OTHOCUTEIBHO CaMOM
IOJIMHHOM CTPOKM, HaIIpuMep:

[IpunoskeHne
K pelleHNo DHCKOM TePPUTOPUATbHOM
1306MpaTeIbHON KOMUCCUA

ot 16 suBapsa 2025 r. Ne 11/25-5

[Ipy HamMuUMM HECKOJBbKUX HPUJIOKEHU OHM HYMEPYIOTCS, HampuMep,
npwioskenne Ne 1, npunoskenne Ne 2 1 Tak manee.

3.5.15. ITognuce.

B cocraB mogmucy BXOAST: HaMMEHOBaHMe JTOJIKHOCTM JINIIA, IOANMCABIIETrO
IOKYMEHT, ero COOCTBEHHOPYYHAs MOMAINUCH, KOTOpast opOPMJISIETCSI CMHUMMU UJIU
YepHbIMM YepHUIaMM, paciMppoBKa MOAMNCH (MHUIMAJIbI, GaMUIIIS).

Ecim mokymeHT odopmisieTcs Ha GJIaHKe TePPUTOPUAJIBHOM KOMUCCUM, TO
PEKBM3UT BKJIIOYAeT HauMMEHOBAHME [IOJDKHOCTM JIMIA, ITOAIMCHIBAIOIIETO
IOKYMEHT, ero COOCTBEHHOPYYHYIO MOAINCH, PACIIM(POBKY MOATIMCH (MHUIMAIIBI
1 hbaMuiInio), HarpuMmep:

IIpencenaresnnb IIOJIITNCH VHULIMAJIbI, DaMUIAS
Ecnu poikHOCTHOE /MIO, TOANMCH KOTOPOTO 3aroTOBJIEHA Ha IIPOEKTe

OJOKYMEHTAa, OTCYTCTBYET, TO JOKYMEHT IIOAIIMCBIBAET €ro 3aMEeCTUTE/Ib NUJINM MHOE
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JINLIO, UCIIOJIHAOLee ero o6si3aHHOCTU. [Ipu 3TOM 0O6si3aTesIbHO YKa3bIBAIOTCS
dakTuyeckass OODKHOCTb JIMIA, TOMAMMCABIIErOo AOKYMEHT, UM ero (GaMuins.
He momyckaeTtcsi moanuchiBaTh JOKYMEHTBI C IIPEJIOTOM «3a» UJIM ITPOCTaBJIeHEM
KOCOM 4epThl Nepes HaMeHOBaHMeM JIOJIKHOCTH.

Ecnu mokymeHT oopmiisieTcst He Ha 6J1aHKe, TO PEKBU3UT COMEPSKUT TTOJTHOE
HauMeHOBaHMe  JO/DKHOCTM  JIUIIA, MOAIMCABIIIEr0  JOKYMEHT, ero

COOCTBEHHOPYYHYIO TMOAIMCH, PaciiMbpoOBKY MOANMCU (MHUIMAIBI U HaMWINIO),

Hampumep:

3amecTUTesb IIpeacenaTesist
OHCKOM TeppUTOPUAILHON U30MpaTeIbHON

KOMUCCUMN IIOAIINCb MHMUIIMAJIbI, (l)aMI/UII/IH
Hp]/I MMOoAIIMCaHMM OOKYMEHTa HECKOJIbKMMMU OOJDKHOCTHBIMU JIMIAMM UX
IIoAIInCun pacIiojiararoTcda OOoHa I10, HpYFOIZ B ImocjieJoBaTeJIbHOCTH,

COOTBETCTBYIOIIEN 3aHMMAEMOM TOJIKHOCTH, HaIlpuMep:

[Ipencenaresnb MMOIIINCH VHULIMAJTbI, DaMUIS

CekpeTapb MOJITIINCH MHUIIMAIbI, haMuUIns

HpI/I MmoAIIMCaHMM JOKYMEHTa HECKOJIbKMMU JIMLIaMU, 3aHMMAalOIIVIMN paBHbIE

IOJIKHOCTH, ux TTOJIIINCH pacrosiaraloT Ha OIHOM YPOBHE,
Hanpumep:
UneH DHCKOM TeppUTOPUAJIBHOM UneH DHCKOM TeppUTOPUAJIBHOM
1306MpaTeIbHON KOMUCCUA U306MpaTeIbHON KOMUCCUA
MTOAIVCh VHUIIMAITbI, (PaMUIINAST MIOAINCh VHULIMAJIbI, (PaMuIs

B nmokymeHTe, MOArOTOBJIEHHOM KOMMCCHEN, ITOAIIICY PacIoiararoTcsl OaHa
ron npyrou. IlepBeIM yKkasbIBaeTcs IMpeacemaTe b KOMUCCUM, a GaMUINU YJIEHOB
KOMMCCUM PacCIioJiaratoTcs B ajipaBUTHOM IOpsIIKe, HAlpuMep:

IIpencenarenb KOMUCCUM MOTINCh VHULIMAJIbI, DaMUIAS
UneHbl KoMuccun 11(0)1131/(62) VHULIMAJTbI, aMUIS

IoAIImMChb VMHUIINAJIbI, (baMI/IJII/[SI
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moaImcChb VHUNIINAJIBI, Cl)aMI/[JII/IH

Eci mOKyMEeHT cocCTaBjieH Kak TpujaraeMasi K OCHOBHOMY IOKYMEHTY
cupaBKa wm uHOpMAIMs, TO OH O(OPMISETCI B COOTBETCTBUU C
IIyHKTOM 3.5.14.

3.5.16. Busa.

BHyTpeHHee cOryiacoBaHle MPOeKTa JOKYMeHTa 0(hOpPMIISIETCs BU3OIA.

CorJiacoBaHe IMPOEKTa JOKyMeHTa MOKEeT OCYIeCTBIAThCsS cpemctBamu [1]1.
[Tpu corjacoBaHuy MpoOeKTa JOKYMEHTa Ha GyMa>KHOM HOCKTEJIe BM3a BK/IIOYAeT
MOJIICh BU3MPYIOIIEro, paciii@poBKy MOAMNUCH (MHUIMAJbI, (GaMuUans) U OaTy,

IIpn HEO6XO,£[I/IMOCTI/I MOKET OBbITh YKa3aHa OOJIDKHOCTb BUM3MPYIOIIero, Halipumep:

3amecTuUTesb rnpeacengaTeis
IMoAaIInChb MHNIINAJIBI, (l)aMI/IJII/IH

IaTa

[Ipy Haymuuy 3amMeyaHuit K JOKYMEHTY Bu3a O(QOPMIISIETCS CIeOYIOIINM

oOpasom:

3ameuaHusI MPUIAraroTCs
3amecTuUTesb IpeacenaTesist
IIOJINCH MHULMAIbI, PaMunst
JaTa
3amMeuaHMs M3JAralOTCsI HAa  OTHEJbHOM  JIUCTE,  ITOOIIMCHIBAIOTCS
Y IPUJIAraloTCs K JOKYMEHTY.
IloryckaeTcs MOJMCTHOE BU3MPOBaHME TOKYMEHTOB U IIPUJIOSKEHMI K HUM.
Ecnu mogaMHHNK TOKYMEHTa OCTAeTCSl B TePPUTOPUAIBHON KOMUCCUM, BU3BI
MPOCTABJISIIOTCS B HMKHEM 4YacTy OOOpPOTHOM CTOPOHBI TIOCJAEOHEro JIACTa
MTOJJIMHHMKA TOKYMEHTA.
Inst mokymMeHTa, MOAJIMHHUK KOTOPOTO OTIIPABJISIIOT U3 TEPPUTOPUATBHON
KOMMCCHM, BU3bI IIPOCTABJISIIOTCSI B HIDKHENM YaCTU JIMLIEBOV CTOPOHBI ITOC/IeTHEro
JIUCTA KOIIUM OTIIPABJISIEMOrO JOKYMEHTA.

3.5.17. I1euaTs.
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[TeyaTh 3aBepseT MNOMJIMHHOCTb TOAIMCY JOJPKHOCTHOIO JIMIIA Ha
OOKYMEHTaX, YIOOCTOBEPSIONIMX  IPeayCMOTpPEHHbIe  IIPaBOBBIMM  aKTaMMU
MTOJTHOMOUYMSI [TO/DKHOCTHBIX JIMIL WMIM (QUKCUPYIOIIMX (aKThbl, CBsI3aHHbIE C
(bMHAHCOBBIMM CPEICTBAMM, a TAKKe Ha MHBIX TOKYMEHTaX, IIpeayCcMaTpUBarOIINX
3aBepeHue MOIJIMHHOM MOIIIACH.

[Teyats cTaBUTCI Ha CBOOOJHOM OT TEKCTa MeCTe, He 3axXBaTbIBas
COOCTBEHHOPYYHON IOAIMMCY TOJDKHOCTHOrO Jiviia. IleyaTh MOsKeT 3axBaThIBaThb
YaCTb HAMMEHOBAHMS JOJKHOCTY JIUIIA, ITOAIMMCABILIErO JOKYMEHT.

B mokymeHTax, IOJArOTOBJIEHHbIX Ha OCHOBe YHMU(UIMPOBAHHBIX (opmM,
1eyaTb CTaBUTCSI B MeCcTe, 0003HaueHHOM OTMeTKou «MIT» mau mHbIM 06pasom.

3.5.18. OT™MeTKa O 3aBepeHMM KOIMA.

Ilnst 3aBepeHMsI COOTBETCTBMSI KOIMM JOKYMEHTa IOMJIMHHUKY HIDKe
pekBusuta «Ilogmmuch» TMpoCTaBasIeTCSI OTMETKA O 3aBEepEeHUM KOIMUU — —
3aBepuTesbHasg Haamuch «BepHo» wmmu «Komms BepHa», O/DKHOCTH JIMIIA,
3aBepPUBIIIEr0 KOIMIO, er0 COOCTBEHHOPYYHAs MOMANMCh, paciiM@poBKa MOMIMUCK U
IaTa 3aBepeHusl, Halpumep:

Bepuo (Komnust BepHa)
[IpencenaTenb TeppUTOPUAIBHON KOMUCCUN
MOATACH VMHUIMAJIbI, GaMUIUS

IaTa

HormyckaeTcs 3aBepsITh TOKYMEeHTbI OTMeTKOM «BepHo» mmm «Kommst BepHa»
MIPOCTaBJIEHMEM IIITaMIIa C YKa3aHMeM JOJDKHOCTH JINIIA, 3aBePUBIIIETO KOIMMIO, €TI0
COOCTBEHHOPYYHOM MOAIIMCH, PacIiMPOBKY MTOAMMCHA U JAThl 3aBEPEHMSI.

B ciyyasix, mpemyCcMOTpeHHbIX 3aKOHOAATeTbCTBOM Poccuiickoin deneparivn
0 BblOOpax u pedepeHIyMax, TpPU 3aBepeHUM KOMUM [TOKYMEHTa TaKKe
MPOCTAaBJISIETCS] BpEMSI 3aBEepeHMsI.

[Tpu nepechbuIKe KOMMYM JOKYMEHTA B IPyTyie OpraHu3aliMy Ui Bblgade ee Ha

PYKM 3aBepuTesibHad HaAIIMCb YIOCTOBEPSAECTCA COOTBETCTBYIOH[Eﬂ ImevyaTblo.
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JIMCThI MHOTOCTPaHMYHBIX KOIMIA HYMEPYIOTCS, OTMETKA O 3aBepeHMM KON
IOTIOJIHSIETCST YKa3aHMeM KOJIMYeCTBa JIMCTOB KOMuu «Bcero B Konmmu __ JIMCTOB».
Ha KkommsIx MHOTOCTPaHMYHBIX JTOKYMEHTOB OTMETKAa O 3aBepeHuM KOIIUU
IIPOCTABJISIETCS HA KasKIOM JIMCTE TOKYMEHTA WJIM Ha IOCIeTHEM JIMCTE IIPOIIUTOrO
WJIM CKPEIJIEHHOT'O MHBIM 00Pa3oM JOKYMEHTA.

3.5.19. OTmeTKa 06 MCIIOJIHUATEJIE.

OTtmeTKa 006 UCIIOHUTEJIE BKIIOUAET B ce6st haMunio, MMS M OTUeCTBO (Ipu
HJIMYMIM) VICIIOJIHUTEJISI JOKYMEHTAa ¥ HOMEp €ro CJIy;KeOHOro tejiehoHa ¢ KOIOM
peruoHa (B cjlydyae HaIlpaBJIeHUSI JOKYMEHTa B afpec M30MupaTeIbHbIX KOMMUCCUMA
MOKeT YyKa3biBaTbCsi HoMmep ciaykebHoro TenedhoHa ATCB). Ormerky 06
VICIIOJTHUTEJIE PACIIOJIaraoT Ha JIMILIEBO UM, IIPU OTCYTCTBUM MECTa, Ha 000POTHOM
CTOpPOHE TOC/IeIHEro JIMCTa JOKYMEHTa B JIeBOM HIDKHeM yriay mpudrom 10

ITYHKTOB, HaIlpuMep:

WBanos MBan ViBaHoBUY
(4012) 56-85-31

3.5.20. OTMeTKa 06 MCIOJIHEHMM JOKYMEHTa.

OrmeTka 00 WCIIOJHEHUM JTOKYMEHTA ¥ HalpaBjeHUM €ero B [Jesio
BKJIIOUAeT cJjiefyiollie NaHHble: KpaTKue CBeleHMs 00 MCIOJHEeHMM TOKyMeHTa
(Ipu OTCYTCTBMM [IOKYMEHTa, CBUIETEJbCTBYIOIEr0 OO0 WMCIOJHEHNM), HATy
1 HOMep MMeIOILerocss JOKyMeHTa 00 MCIoJTHEHNH, cJioBa «B meyo», Homep mena,
B KOTOpPOM OyJeT XpaHUTbCS NOKYMEHT, IaTy, MoAmuch (rpu odopmyieHuM Ha

O6yMakHOM HOCUTeJIe) MpejiceiaTelis TePPUTOPUATBHON KOMUCCUM.

4. Opranusanusi padéoTbI ¢ UCXOASIIUMHU (OTIIPAB/ISIEMBIMHA) JOKYMEHTAMU

4.1.Pabota ¢ oTnpaBisieMbIMU (MCXOMAIIMMU) U3 U30UPATETLHON KOMUCCHH
JIOKYMEHTaMH BKJIIOUAET UX PErUCcTpaIuio, MPOBEPKY MPABUILHOCTH 0QOPMIICHUS,
B TOM YMCJI€ HaJM4Mhe€ TMOJIHOTO aJpeca U €ro TOYHOCTh, HAIMYHE IOJJIMHHOU
noAnucu (U1l 3JIEKTPOHHOTO JOKYMEHTa — MPOBEPKA MOJJIMHHOCTU SJIEKTPOHHON
MOAMUCH), JAPYTUX HEOOXOJAUMBIX OJEMEHTOB O(OpMIICHMS, YKa3aHHBIX

MIPUJIOKEHUM, U OTIIPABKY.
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4.2 Ucxonsimye MOKYMEHTHI TieyaTaroTcs Ha OJlaHKaX YyCTaHOBJIEHHOMU
dbopmbl, OQOPMIISIOTCSI B COOTBETCTBUM C TMOJOXKEHUSIMU WHCTpyKIMu u
peructpupyrotcs B [1]] wim qpyrux perucTpannoHHO-yYYETHBIX (hopMax.

4.3.0TnpaBKka TOKYMEHTOB U3 TEPPUTOPUATIBHON KOMUCCUU OCYILECTBIISIETCS
MOYTOBOM, TenerpadHoi cBs3bpio, cpeactBamu [1J[, mo kaHamam ¢akCUMUIBHOU
CBSA3U, DJIEKTPOHHOM NIOYTOM B ceTH VIHTEpHET N HapOYHBIM.

4.4 I1pu opopMiIeHUH OTIPABIAEMBIX (MCXOASAIINX) TUCEM, B TOM YHCIIE TIPU
NOJATOTOBKE MPOEKTOB mnuceM cpeactBamu IIJ[, u TenerpaMM HMCHOJHUATETH
yKa3bIBa€T TIOJIHBIA TOYTOBBIA (BKJIIOYAsh WMHJAEKC) aJpec OpraHu3alud WId
rpak/IaHUHA.

4.5. OtmpaBnsiemble  (MCXOIAUIME) JOKYMEHTBI MOTYT  TOTOBHTHCH,
COTJIACOBBIBATHCS U MOANUCHIBATHCS cpeacTBamu [1]1.

Vcxopsiye mMcbMa  HampaB/SIIOTCS 32 MOANIMCBHIO  Ipefcenaresis
TEPPUTOPUAJIBHOM KOMMCCUM, B €ro OTCYTCTBME — 3a TOIIMUCHIO 3aMeCTUTEJIS
npepcenaTess UIM MHOTO YeHa TepPpUTOPUAIbHOM KOMMUCCUM, VCIIOTHSIOLIETO
OOSI3aHHOCTM  IIpelcenareyss, Ha  COOTBETCTBYIOIIEM  OJyilaHKe  IHMCbMa
(TIpM TIOATOTOBKE MUCXOASIIMX HOKYMEHTOB cpeactBamu I1/l — cOOTBeTCTBYIOILIMX
3JIEKTPOHHBIX 111a6JI0OHaX GJIAHKOB JOKYMEHTOB).

Ecnu otnipaBisieMblll JOKYMEHT SIBJISIETCSI OTBETOM Ha BXOASIIMIA TOKYMEHT,
HeoOXOOMMO MpUOOIIUTL TMONJMHHMK BXOMSIIEro JOKyMEeHTa K  KONUU
OTIPaBJIIEMOr0 JOKYMEHTA, OCTAIOILIECS B Jiee.

4.6.C ucnonbp3oBanueM [1J] wim apyrux perucTparmoHHO-YYETHBIX (HOpM
JIOKYMEHTaM MPUCBAaUBAECTCS HUCXOASIIUNA HOMEp, KOTOPBIA COCTOMT M3 HHJIEKCa
Jiena 1Mo HOMEHKIIAType el U MOPSAKOBOTO HOMEpa JIOKYMEHTA, pa3lieleHHBIX
Kocou yeprou. Mcxonmdmmii HOMEP yKa3bIBa€TCA TAaKXKE Ha KOIMM JOKYMEHTa,
ocrarouiercs B nene. Hymepamusa HUCXOASINUX JOKYMEHTOB OCYILIECTBIISIETCS B
npejesax KajaeHJaapHoTo roja.

ITpy perucrpauyuy MUCXOOSALIETO OOKYMEHTAa B PErUCTPALMIOHHO-YUYeTHOM
dopme 006s13aTeILHO YKa3bIBAIOTCS ClIeAYIOlMe PeKBMU3UThI: JaHHble 00 ajgpecaTe

(bammnus, ums, oT4eCTBO (MpY HAMMUMM) PU3NUYECKOTO JIMIa UM HaMeHOBaHMe
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opraHmMsalMy, MeCTOHaXOKIeHMe TMoyydaTesisg), a TakXke HOMEHKJATypHbIN
3aroJIOBOK, KpaTKOe cojepskaHue ITOKYMEHTa, KOJIMYECTBO JIMCTOB OCHOBHOTO
IOKYMEHTa ¥ JIUCTOB IIPUJIOSKEHMSI, KOJMYECTBO SK3EMILISIPOB, MCIIOJIHUTEIb
IOKYMEHTa, er0 COMCITOJIHUTEJIM, a TaKyKe KeM OH IO CaH.

[Ipu perucrpauyy UCXOISIIETO JOKYMEHTa HEOOXOIMMO CHEeJIaTh CBSI3KY C
BXOZSIINM JOKYMEHTOM (€CJI TAKOBOW MEeeTCsI).

4.7.0TnpaBKa UCXOIAIIUX JTOKYMEHTOB cpeactBamu IIJ[ ocyiiecTBiseTcs
npejaceaaTeneM (CeKpeTapeM) TePPUTOPHATIBHON KOMUCCHH.

ITokyMeHTbl TIO BoIpocamM (OpPMUPOBAHUSI TEPPUTOPUATILHOM KOMUCCUU
M OCYIIECTBJIeHUS €€ (QUHAHCUPOBaHMSI, HarpaskIAeHMUs] U TIOOLIPEHUS] UJIEHOB
TePPUTOPUAJIBHOM KOMMUCCHUM, CBEIEHMS O UMCJIEHHOCTH U30upaTesiei, y4aCTHMKOB
pedepeHnyMa B 006s13aTeJIbHOM ITOPSIIKE HAIPABJISIOTCS TOYTOM MJIM HAPOYHbBIM.

4.8. 1519 mepemaun ucxonsiero gokymenTa I1[1 mam 371eKTpOHHONM MOYTONM B
cetmu VHTepHeT oOTHpaB/sieMbIi OOKYMEHT OQOPMIISIETCSI B COOTBETCTBUM C
TpeboBaHusiMu MHCTpYKLIMN.

B cinyuae peructpaunmu nokymenta B 1/l TekcT mokymeHTa B popmaTe docx
wi XISX MaM 3JeKTPOHHBIM 00pa3 mokyMmeHTa B (opmare pdf (mpm Hammumm
CKaHMPYIOIIETO YCTPOMCTBA) TMPUCOEAVHSIETCS K PEruMcTPalMOHHOM KapTouke U
OCYIIIECTBJISIETCS €T0 OTIIPaBKa.

[Ipy mnoproroBke MOOKYMEHTOB cpenactBamu II[I ¢ ucnosb3oBaHMEM
9JIEKTPOHHOM TIOAIIACYU IIOC/Ie TOAIMCAHMUSI JOKYMEHThI MOI'YT aBTOMATUUYECKU
peructpupoBaTbcsi M HampasiasaTbes: B LIMK Poccun, msbuparesbHble KOMUCCUM
cyobekToB Poccuiickon Denepatiym, TeppUTOPUAIbHbIE KOMUCCUM.

4.9. Tlpu ormpaBKke TejlerpaMMbl 60jiee YeM B UeThIpe ampeca o(PopMIIsIeTCs
MOIJINHHUK, KONMSI M JBa SK3eMIUISIpA IIOANMMCAHHOIO CIIMCKA PACChIJIKM C
yKa3aHMeM ITOJIHbIX ITOUTOBBIX (BKJIIOYAs [TOUTOBBIN MHAEKC) agpecoB. Ha teerpad
repefaloTcs NOAJIMHHMK C OJHMM 5K3eMIUIIPOM CIMCKAa PacChbUIKM ¥ KOIMS
TeJIerpaMMbl, KOTOpasi C OTMETKOM O Ilepemade TeJlerpaMMbl BO3BpAlllAeTCS B
TePPUTOPUAJIBHYIO KOMUCCHUIO I BMECTE CO BTOPBIM 9K3EMILITPOM CITMCKA PACChUIKA

IIoAIIMBAE€TCA B OeJIO.
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4.10.Ipn ormpaBKe mucbma 0OoJjiee yeM B UeThIpe aapeca COCTaBJISIETCS
CIIMCOK PACChUIKM YyCTaHOBJIeHHOM ¢opMbl (TipuiioskeHne Ne 6), KOTOpbIA
MOATNMChIBAETCS MpecenaTeseM, B ero OTCYTCTBME — 3aMeCTUTesIeM IpefcenaTess
VUM VHBIM UJIEHOM TepPUTOPUAJIBHOM KOMMUCCUM, MUCIOJHSIOUMM OOSI3aHHOCTU
npencenartesnsi TeppuTopuanibHOM Komuccuu. Ilocie perucrpanuu mUCbMO
TUPAXUPYETCs B HEOOXOOMMOM KOJIMYeCTBe U OTipasisercs. [Ipyu moarortoske,
COTJIaCOBaHUM M mofnucanuu mnucem cpenctBamu [1J] comMcok pacChUIKM TaKKe
rotoButcs cpencrtBamu I1]1.

Ecnu nuceMo mim TesierpaMmMa HalpaBiisieTcsl He OoJiee ueM B UeThIpe ajpeca,
TO TOJNMNCHIBAETCS KaXKAbIN IK3EMILJISIP.

4.11.0TnpaBka JOKYMEHTOB MPOU3BOJUTCS €XKEIHEBHO B 4Yachl pabOThHI
TEPPUTOPHUATBHON KOMHUCCHUH, KPOME BBIXOJHBIX U HEPAOOUMX MPA3THUYHBIX JTHEH.

[Topsimok OTIpaBKM MCXOAAIIMX TOKYMEHTOB IOC/e OKOHUaHMSI pabouero
IHS, B BBIXOAHble U Hepaboume Mpa3gHMUUHbIE HU, B TEpPUOJM, TOATOTOBKU U
MpOBeIeHNs 130MpaTesbHbIX KaMIaHU OIpenesisieTcst pellieHueM
TePPUTOPUAJIBHOM KOMUCCUM.

4.12. JToKyMEHTBI C OTMETKOM O CPOYHOCTH JIOCTaBKU «BecbMa CpouyHO» U
«CpouHO» 0(hOPMIISIIOTCSI HE3aMEIJIUTENIbHO, MOTYT OTHPABIAThCS cpeacTBamu [1]],
no KaHajaM (PaKCUMUIIBHOM CBA3M, 3JIEKTPOHHOM mouToil B cetu WHTepHer,
HapOYHBIM.

4.13. JlokyMeHTbl 0e3 OTMETOK O(OPMIISIIOTCA MO Mepe MOCTYIUIEHUS H
MOTYT OTHpaBIATECS cpeacTtsamu [1]1.

4.14. JToxyMeHTBbI, HallpaBlisieMble TpaxJaHaM IO MOYTOBOMY ajpecy,
yKa3aHHOMY UMHU B OOpallieHuu, OTIPABIISIOTCS Yepe3 MOUYTOBOE OTJICJICHUE CBSI3U
MPOCTHIMU MTOYTOBBIMH OTIIPABIICHUSIMU WJTU 3aKa3HBIMU MTUCbMaMHU.

4.15. JlokyMeHTBbI, IiepeJaBaeMble MO KaHajaM (PaKCUMUIBLHON CBSI3U,
PETUCTPUPYIOTCS B MOPSJIKE, YCTAHOBICHHOM ISl UCXOIAIIUX JOKYMEHTOB.

4.16. HUcxonsmme JOKyMEHTHI, 0(DOPMIICHHBIE C HapyIIeHHEM TpeOOBaHUM

NHcTpyKMu, K OTIPAaBKE HE NMPUHUMAKOTCSA M BO3BPAILAIOTCSA MCIIOJIHUTENSAM Ha
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nopabotky. KoppecnoHaeHMsi Hecly:)KeOHOro XapakTepa, B TOM 4YHCIIE JHYHAs
KOPPECIOHIEHIMS, K OTIPABKE HE IPUHUMAETCH.

4.17. Konuu HCXOASAIIMX JOKYMEHTOB, O(OPMIIEHHBIX Ha OyMa)XHOM
HOCUTEJIE, IIOMELIAIOTCA B JI€J0 B COOTBETCTBUM C HOMEHKIATYpol JAen

TEPPUTOPUAIIBHON KOMUCCHH.

5. Ocob0eHnHOCTH PA0OTHI C JIEKTPOHHBIMH TOKYMEHTAMM
(ocymecTBiieHne padorsl ¢ JokymenTamu B I1]1)

5.1.OneKTpoHHBIE JOKYMEHTHI SBIAIOTCS O(DHUIMATBLHBIMUA JOKYMEHTaMHU.
DJeKTpOHHBIE JOKYMEHTHI CO3Aat0Tcsl, 00padarbiBatoTcs U xpansrces B [1/].

5.2.00€eKTpOHHBINA TOKYMEHT JOJKEH OBITh OPOPMIIEH IO OOIIMM ITpaBUiIaM
JEJIONPOU3BOACTBA UM HMETh PEKBHU3UTHI, YCTAHOBJIECHHBIC [UIsI AHAJIOTMYHOIO
JIOKyMEHTa Ha OyMa)KHOM HOCHUTETIE.

5.3.B u30upaTtenbHOi KOMUCCHH UCTIONIb3YIOTCS JJIEKTPOHHBIE IOKYMEHTHI, a
TaK)K€ DJJIGKTPOHHbIE O00pa3bl JOKYMEHTOB, IIOJIy4EHHbIE B pe3yjbTare
CKaHMPOBAHUs JOKYMEHTOB Ha OyMaXHOM HocuTese u xpansmmecs B I1/1.

54.Jln1 noOATBEpX ACHUS IOJIMHHOCTH MPH TNEepenaye dSIEKTPOHHBIX
JOKYMEHTOB B JpYrH€ TOCYJapCTBEHHbIE OpIaHbl, OpraHbl MyOJIMYHOM BIACTH
benepanbHoit  Tepputopun  «CHpUyC», OpraHbl MECTHOTO CaMOYIpaBJICHHUS,
OpraHu3alysM M TpakJIaHaM JTOKYMEHTbI 3aBEPSAIOTCS 3JIEKTPOHHOM MOIIUCHIO
JOJDKHOCTHOTO JIMLA HM30MpPATEIbHOM KOMHUCCHUM, TMOAMUCABLIETO JOKYMEHT, B
cooTrBeTcTBMM C¢ PenepanbHbiM 3akoHOM OT 6 ampens 2011 roma Ne 63-D3
«O0 >7IeKTPOHHOM TTOITHACHY.

5.5.1lpu oOpaboTKe, pacCMOTPEHHH, COIJIACOBAHUW U  TOJINHCAHUU
AJIEKTPOHHBIX JOKyMeHTOB B I[I/l BO BHyTpeHHEM JOKYMEHTOOOOpPOTE MOTYT
WCIIOJB30BaThCA  CMOCOOBI  TMOATBEPXKACHUS  JEHUCTBUH C  DJIEKTPOHHBIMU
JOKyMEHTaMH, TpPU KOTOPBIX DJJIGKTPOHHAsS TIOJANUCH HE  HCHOJb3YyETCH.
Nnentudukarms 10KHOCTHOTO JIMITA TPOU3BOAUTCS 110 €0 yueTHoM 3amucu B [1/]
JM00 MOXET HMCIOJIb30BaThCS MPOCTasl JIEKTPOHHAs MOANMCH. Takxke mpocras

QJCKTPOHHAA IIOAIIMCH MOZKET HCIIOJIb30BATHCA IIPU HAIIPABJICHHHN 3JICKTPOHHBIX
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nokymeHToB B I{WUK Poccuu, nzbuparenbHple KOMUCCHH CyOBeKTOB Poccuiickoi
denepanuu, TEPPUTOPUATIEHBIE U30UPATEIbHBIE KOMUCCHUHU.

5.6.CocraBnenue, oQOpMIIEHHE U COTJIACOBAHHME MPOEKTOB AIICKTPOHHBIX
JIOKYMEHTOB ~ OCYIIECTBJISIETCSI 1O OOLMM TpaBWjaM  JIeJIONPOU3BOJICTBA,
YCTaHOBJICHHBIM B OTHOLLIEHUY aHAJIOTUYHBIX IOKYMEHTOB Ha OyMa)KHOM HOCHTEJIE.

5.7.1lepeuyeHb TOKYMEHTOB, CO3JaBAa€MbIX, XPAaHHMBIX M HCIIOIb3YEMBIX
UCKIIIOUUTETLHO B (OpMe  IJIEKTPOHHBIX  JIOKYMEHTOB,  YTBEp>KIAeTCs
npejacenaresaeM TePPUTOPUATBHON KOMUCCHH IO COTJIACOBAHUIO C M30MpPATEIbHON
KoMuccuei cyobekra Poccuiickoit denepanuu.

5.8.1puem u oOTHpaBKa 3JIEKTPOHHBIX JOKYMEHTOB OCYILECTBIISIOTCS
npejaceaaTeneM (CeKpeTapeM) TEPPUTOPUATLHON KOMUCCUH UITM OTBETCTBEHHBIM 32
BEJICHUE JEIIONPOU3BOJICTBA, TAKXKE MOXKET OCYIIECTBIATHCS ABTOMATHYECKas
OTIpaBKa JOKYMEHTOB, NOJANMHCAHHBIX MPOCTOM BJIEKTPOHHOW MOJNHUCHIO
cpenctBamu I/ B LUK Poccun, wu3dbuparenbHble KOMHCCHUH CYOBEKTOB
Poccuiickoii @eneparuu, TeppuTOpUAIbHBIE U30UPATEIbHbIE KOMUCCHUU.

5.9.1Ilpn mnomyueHnn dneKTpoHHBIX JaokymeHTOB u3 LMK Poccun,
n30upaTebHBIX KOMHCCHH cyObekToB Poccuiickoii deneparuu, TeppuTOpUATHHBIX
n30MpaTeNbHBIX KOMUCCUH, TIOJIMUCAHHBIX 3JIEKTPOHHOU MOAKUCHIO, TPEACEIaTENh
(cexpeTapb) TEppPUTOPUATBHOM KOMHUCCHM WIJIM OTBETCTBEHHBIM 3a BEACHUE
JIEJIONPOU3BOJCTBA OCYILIECTBIISIET IIPOBEPKY MAEUCTBUTEIBHOCTU DJIEKTPOHHOU
noanucu cpeacrteamu 1171

5.10. Ilpu BKIIOYEHHH HJIEKTPOHHBIX AoKyMeHTOB B I[IJl dopmupyrorcs
pPErucTPallMOHHO-YUYETHBIE JaHHBIE O JIOKyMEHTE, 00eCIeurBaOIINE YIIpaBiIeHHUE
JIOKYMEHTOM, B TOM YHUCJIE €T0 MOUCK, JOCTYI K JOKYMEHTY, KOHTPOJIb, XpAHEHHUE U
UCIoJb30BaHue (mpuinoxenue Ne 7).

5.11. Ilpu mnepenaye TOCTYNUBIIMX BJIEKTPOHHBIX JOKYMEHTOB Ha
paccMOTpEHHE, HAMTPABIICHUH 3JIEKTPOHHBIX TOKYMEHTOB UCITOJIHUTENSAM, OTIIPABKE
U XpPaHEHUW DJEKTPOHHBIX JIOKYMEHTOB BMECTE€ C HHUMH IEPEIAKOTCH

(HampaBJIAIOTCS, XPAHATCA) UX PETUCTPALIMOHHBIE JIAHHBIE.
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5.12. EnunHunent ydera 3JIEKTPOHHOTO JOKYMEHTA SIBJISIETCA JJIEKTPOHHBIN
JIOKYMEHT, 3aperucTpupoBaHHbii B [1/].

OJIeKTPOHHBbIE [TOKYMEHTbI, MMeEIOLMe MPUJIOKEHMS], PErUCTPUPYIOTCI U
YUUTBIBAIOTCS KaK OJVH JOKYMEHT.

5.13. DnexkTpoHHbIE TOKYMEHTHI (POPMHUPYIOTCSA B Jella B COOTBETCTBUH C
HOMEHKJIATypO# JeNl M30MpaTeIbHOWM KOMHCCHU W WHACKCHUPYIOTCS B IOPSIKE,
YCTAaHOBJICHHOM B OTHOILIEHUU JEJI, COCTABJICHHBIX U3 JIOKYMEHTOB Ha OyMa>KHOM
HOCHUTETIE.

IIpy cocraBieHUM HOMEHKJATYpPbl [ieJl yKas3bIBaeTcCsl, YTO AeJ0 BeHeTcs B
3JIeKTpOHHOM (GopMe, 4YTO OTMeuaeTcsl B 3arojioBKe Jena wiu B rpade
«ITpumeuanue», Hampumep:

[TocranoBnenust lleHTpasbHOM wu30MpaTenbHOM KomMuccum Poccuiickon
®enepauyu. Konun. Oy1eKTpOHHbIE TOKYMEHTBI.

5.14. DnexkTpoHHBIE JOKYMEHTHI IMOCIIE UX UCTIOJHEHUS TOAJIEKAT XPAHCHUIO
B YCTAaHOBJIEHHOM TMOPSJAKE B TEUYEHUE CPOKOB, NPEAYCMOTPEHHBIX JJIs
aHAJIOTUYHBIX IOKYMEHTOB Ha OyMaXHOM HOCHUTEJE.

5.15. Mecro XpaHeHHMsl BJIEKTPOHHBIX JTOKYMEHTOB /0 HUX NEpeAadyd Ha
apXMBHOE XpaHEHWE, BUJ HOCHUTEJEH, Ha KOTOPBIX OHU XpaHsATCs, GhopmaThl UX
MOCTOSSHHOTO M JOJITOBPEMEHHOTO XPAHCHUSI OMNPENEISIIOTCS € YYETOM
UCIIOJIb3YEMbIX B M30MPATETHLHON KOMHCCHH MPOTPAMMHO-TEXHUUYECKHX CPEJICTB,
HOPMATUBHBIX aKTOB U METOJIMUECKUX JTOKYMEHTOB PocapxuBa, rocynapCcTBEHHBIX
opraHoB cyobekta Poccuiickoit ®enepanuu, yNOJTHOMOYEHHBIX B 00JacTH
apXHUBHOTO Jena.

5.16. DkcrepTr3a LEHHOCTH AIEKTPOHHBIX JTOKYMEHTOB OCYIIECTBIISIETCS B
o0IeM MOpsAKe, YCTaHOBJIEHHOM B OTHOIICHWU JOKYMEHTOB Ha OyMa)XHOM
HOCUTETIE.

5.17. Tlocne  wucreyeHuss CpOKa, YCTAHOBJIEHHOIO JUIA  XPaHECHUS
AIEKTPOHHBIX €N (JIEKTPOHHBIX JOKYMEHTOB), OHU MOJICKAT YHUUTOXKEHUIO C

COCTABJICHHEM aKTa YCTaHOBIEHHOU (opMbl (npusoxxkenue Ne 12).
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5.18. DnekTpoHHBIE AOKYMEHTHI, MOJUICKAIINe JIUTEILHOMY XpaHEHUIO,
nepeslaloTCsl Ha apXUBHOE XpaHEHWE IO OMUCAM C O(QOPMIICHHEM aKTa MpHueMa-

nepeaadun 3JICKTPOHHBIX TOKYMCHTOB Ha apXHMBHOC XpPAaHCHHUC.

6. OcoO0enHocTu padoThI C 00pALLICHUSIMHU IPAMKIAAH.

6.1.0pranmzarusi paboThl ¢ OOpaIIeHUSIMH TPaXIaH OCYIIECTBISICTCS
B COOTBETCTBUU C pazaesnoM 2 MHCTPpYKIUU ¢ y4eTOM OCOOCHHOCTEH, yKa3aHHBIX B
JAHHOM pa3Jelie.

6.2.00paleHus B TEPPUTOPUATBHYI0 KOMUCCHUIO MOTYT OBITh HaIlpaBJICHbI B
NUCbMEHHOM (opme, a Takke B (OpMe SIECKTPOHHOTO JTOKYMEHTa B TIEPHOJ]
n30MpaTeNbHON KaMITaHUH, KaMITaHUH peepeniyma. BHe nepuona nzduparenbHol
KaMIlaHUM, KaMIlaHuu pedepeHayMa MOpSAJIOK HampaBieHUs OOpalleHuid B
TEPPUTOPHAIBHYIO KOMHUCCHIO B (POpME 3IIEKTPOHHOTO JOKYMEHTa OIpeesieH
pemienuem M30upatenbHOil komuccuu KanmuHuHTrpajackoit obmactu ot 19 uroHs
2025 roma No 244/1426-8 «O HampaBiieHuU oOpailieHuid B opMe 3JIEKTPOHHOTO
JIOKyMEHTA B TEPPUTOPUATIbHBIE N30UPATEIHEHBIE KOMUCCUNY.

6.3.00pamienue B ¢GopMe DJIEKTPOHHOTO JOKYMEHTa MOXKET OBITh
HaIPaBJICHO C UCIOJIH30BAHUEM CTpPaHUIIbI ouIManbHOro caiita M30upartenbHOU
komuccun KanmuHuHrpaackoit o6iactu B cetu MHTEpHET, npeaHa3HAYeHHON IS
HaIpaBJICHUs] OOpalieHUui B TEPPUTOPUATIBLHBIE KOMUCCUM (Jajiee — AJICKTPOHHAs
dbopma obpaieHuit).

HampaBneune obGpaiieHmii B (GopMe 3JIEKTPOHHOIO JOKYMEHTa B
TePPUTOPUAJIBHYIO KOMUCCUIO OCYILIECTBJISIETCS MOC/Ie MPOXOXKAEHUs 3asBUTeIeM
uaeHTUGUKALUY U ayTeHTUhMKAIMK TTOCPeICTBOM (delepaibHOM roCy1apCTBEHHON
uHdopmalmonHoii  cucrembl  «EguHasi  cuctema  uaeHTMOUKALMM U
ayTeHTUUKauu B uHPpaCcTpykType, obecrieunBaiomnien uHGOPMAIMOHHO-
TeXHOJIOTMYeCKOe B3aMOZeCTBYE MHPOPMAIIMOHHBIX CUCTEM, CIIOIb3YEeMbIX JIJISI
MpefoCTaBaeHsT TOCYJAPCTBEHHbIX Y MYHUIUIAIbHBIX YCJIYT B 3J€KTPOHHOMI

dbopme».
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OnekTpoHHass ¢opmMa OOpallleHMi1 OO/DKHA IIpeaycMaTpyuBaTh 3aroJIHEHMe
agpeca 3JIEKTPOHHOM TIOYThI, HA KOTOPBI MOJDKEH OBbITh HaIlpaB/JieH OTBET Ha
obpailieHue, crielaabHOrO MOoJIS AJIs1 BBOAA TEKCTa OOpallleHMs, COMlepsKalllero ero
CyTb, BO3MOKHOCTb IIPUJIOKEHMSI AOKYMEHTOB M MaTepua/ioB B 3JIEKTPOHHOI
dbopMe, MOATBEPsKIOAIOIIMX JOBOAbI OOpaIlleHNs, a TAK)Ke MOSKET IpeayCMaTpMUBaTh
BO3MOXXHOCTb YKa3aHMSI [TOIOJHUTEJbHBIX CBEIEHUN, YTOUHSIIOIIMX CYTb
oOpartieHusl.

6.4.Copepkailecss B HampaB/JeHHbIX B (hOpMe 3JIeKTPOHHOTO AOKYMeEeHTa
oOpallleHMsIX CBelleHMsl, a Takke IpwuiaraemMble MaTepuaabl (MIPU HAJTUUUN)
BBOASATCS B I1[] 6O B Ipyrue permcrpaliMoHHO-yueTHbIe hopmbl. BBO#, cBegeHm,
comepsKaIlMxCcs B HallpaBJIeHHbIX B (DOpMe 2JIEKTPOHHOTO IOKyMeHTa 0OpaIleHusIX,
MpuiaraeMbIX MaTepuaJoB M MUX PerucTpaumsi OCYIIeCTBJISIOTCS IpefcenaTeseM
(cekpeTapeM) TeppUTOPUAIBHON KOMUCCUM He TO3Hee TpexX pabounx JTHEN CO THS
HampaBjeHus: oOpallleHus, a B I[epuoj MPOBeAeHUS] COOTBETCTBYIOIIUX
M30MpaTebHbIX KaMIIaHMM, KaMIlaHui pedepeHayMa IO BOIIPOCaM MOATOTOBKYU U
MpOBeNleHNsT 3TUX BBIOOPOB, pedepeHAyMa MO OOpAIeHMSIM, HAIlpaBJIeHHBIM [0
YCTaHOBJIEHUSI TEPPUTOPUATILHON KOMMCCHUEN UTOTOB I'OJIOCOBAaHMSI, OIpeaeIeHNsI
pe3yabTaTOB BhIOOPOB, pedepeHayMa — B AeHb HalpaBJIeHMs oOpalleHus Moo He
Mo3aHee CJIeAyollero paboyero AHS B COOTBETCTBUMM C TI'paduKOM pabOThI
KOMMCCHUM, C YYETOM CPOKOB paCCMOTPEHMSI COOTBETCTBYIOIIMX OOpaIlleHMi],
YCTaHOBJIEHHBIX 3aKOHOJIaTEJIbCTBOM O BbIOOpax M pedepenmymax. Perucrpaiius
obOpallleHMii, HalpaBJeHHbIX B TEepPpPUTOpUAIbHbIE KOMMCCHMM B  dopme
9JIEKTPOHHOTO JTOKYMEHTA, MOKET OCYILIECTB/ISThCSI C Mcrojab3oBanuem I1]1,
permcTpanyoHHO-y4eTHbIX ¢dopM. [locsie ocyiiecTB/ieHMsT YKa3aHHbBIX HEMCTBUIA
ob6pallleHMe CUMTAETCS MOCTYNMMUBIIMM B TEPPUTOPUAJIBHYIO KOMUCCHIO.

OG6pailieHnst B IMMUCbMEHHON ¢GopMe, MOCTYNMBIINE B TEPPUTOPUATHHYIO
KOMMCCHIO, DPETUCTPUPYIOTCS TIpeacenareyieM (CeKpeTapeM) TeppUTOPUAIbHOM
KOMMCCUU C ucrnojib3oBaHueM I/l perncrpalioHHO-y4YeTHbIX (DOpM He IO3oHee
Tpex paboumx AHEN CO OHS IOCTYIIEHMS oOpallleHus, a B Mepuoj IPOBeIeHMs

COOTBETCTBYIOIIMX W30MpaTe/NbHbIX KaMIIaHMM, KaMIlaHui pedepeHIyMa OO
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YCTaHOBJIEHUSI TEPPUTOPUATIbHON KOMMCCHEN UTOT'OB I'OJIOCOBaHMS, OIpeaeaeHus
pe3yabTaTOB BbIOOPOB, pedepeHiyMa — B IeHb MOCTYIIEHMS] oOpallleHust Moo He
Mo3aHee CJIedyIollero pabodyero AHS B COOTBETCTBUMM C TpadmKoM pabOThI
KOMUCCUM, C YUYeTOM CPOKOB pacCMOTpPEHMS COOTBETCTBYIOLIMX OOpallleHNi,
YCTaHOBJIEHHBIX 3aKOHOIATEIbCTBOM O BbIOOpaxX U pedepeHIyMax.

OOGpailieHnsi, TOCTYNMBIINME B TEPPUTOPUATBHYIO KOMMUCCUIO, MOIYT
PErMCTPUPOBATHCSI B YCTAHOBJIEHHbIE BbIIIIE CPOKM OTIEJIbHO OT APYTUX BUIIOB
IOKYMEHTOB.

6.5. TIlpu peructpauyum ob6paiienus B I[I] [OKHOCTHBIMM JIMIIAMMU
TepPPUTOPUAJIBHOM KOMMCCHUM, OTBETCTBEHHBIMM 32 BBOJ, ¥ 06pabOTKY MHMOpMAaLIN,
copepsKallencss B oOpallleHNsIX, 3aloJIHSIOTCS HeOoOXOAMMbIe IIOJISI BO BKJIAAKe
«O6paienne» I B 3aBUCUMOCTH OT MMelOILeNcs MHGOopMaLMy B OOpallieHu He
Mo3aHee Tpex pabouunx AHeN CO OHSI perMcTpanyuu oopalleHusi B TeppUTOpuaIbHOM
KOMMCCHUM U B TeUEeHMEe OJHOTO pabouero AHS CO AHS MOCTYILJIEHNUSI OOpaIlleHusl 1o
BOIIpOCaM ITPOBOAMMbBIX M30MpaTe/IbHbIX KaMIIaHUA.

6.6. IIpy BCKpBITMM KOHBEPTOB, COAEpKAIIMX OOpaIlleHMs B IMCbMEHHON
dbopme, mpoBepsieTcss HaauuMe Bcex BiokeHuit. KoHBepT 00s13aTeIbHO
COXpaHSIeTCSI.

O6pariennst B micbMeHHOM Qopme, comepsKalllye B afpeCcHON YacTy IIOMETKY
«JInuyHO», paccMaTpUBAIOTCS B OOILIEM TTOPSIIKE B COOTBETCTBUM ¢ IHCTpyKIIMei.

[Ip  perucrpauyum  TIOBTOPHBIX  OOpalleHMii MM  IIPMCBaMBaETCS
OouepelHOM PEerucTPalMOHHbIM HOMEpP, B PETrUCTPAMOHHO-YYeTHOU (opme
nenaetcsa oTtmeTrka «IloBTopHO», a mpu ucnonb3oBanuu III] ocyiiectsisercs
cBs3piBaHMe ¢ PYK 1o mepBMuHbIM OOpallleHusiM, Tpu HeoOXOIMMOCTHU
odbopmiennss Ha OyMa)kHOM HOCUTeJe K OOpalleHuI0 IPUKJIAIbIBAIOTCS
nopobpanHbie PYK 1o nepBuyHbIM 0OpallieHusIM.

Ecnu obpailieHre MOCTYIMIO OT KOJUIEKTMUBA TPaskaH, TO IPU PEruCTpalum
B pPerMCTpalMOHHO-yYeTHOM opme CTaBUTCS oTMeTKa «KosiekTuBHOE».

6.7. Ilpu ocymecTBiieHun peructpauum cpenctBamu 1l Ha JsmIeBoi

CTOpOHE IIEPBOrO JIMCTA 3aperMCTPUPOBAHHOTO MTOKYMEHTAa Ha OyMa>kKHOM
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HOCUTeJsIe, KaK ITPaBUJIo, B IPaBOM HMKHEM YTJIy IPOCTAaBJISIETCS] PErMCTPalIOHHbIN
HOMep U J1aTa, a TaKyKe LITPUX-KOJ, C YKa3aHueM HaMeHOBaHMS OpraHu3alyn.

Ecnu mpocTaBieHue peruMcTpalMOHHOTO HOMepa 3aTpyAHSeT MpoYTeHue
TeKCTa JOKYMEHTa, B TAKOM CJTyvae BXOJSILMIA HOMep IIPOCTaBJIsIeTCs B CBOOOJHOM
OT TeKCTa YTIJIy Ha JIMIEBOM CTOPOHE MEepBOro JIUCTA JTOKYMEHTa, a LITPUX-KO[I
MIPOCTABJISIETCS IPU HAIMUUM TEXHUUECKOM BO3MOKHOCTM.

[Ipu ocylecTBieHN perucTpauyy perucTpPalyoOHHbIN LITAMII, COCTOSIIIUNI
13 MOPSIAKOBOTO HOMepa obpallieHus U 1aThl perucTpainyui, CTaBUTCS, Kak MpaBuiIo,
Ha IIepBOM JIMCTe OOpallleHusI B TpaBOM HIDKHEM YTJTy Ui Ha CBOOOJHOM OT TeKCTa
MecTe.

Hymeparis mocTymmBIIMX OOpallleHni OCYIIEeCTBJIIETCS B Ipeaesax
KaJIeHIapHOT'O rojia.

6.8.3aperucTprpoBaHHbie 0OpallleHUs] PAaCCMaTPUBAIOTCSI B COOTBETCTBUHU C
MOPSZIKOM, OIIPEAETIEHHBIM pa3iesioM 2 MHCTpyKIuu.

6.9.00paieHus, aJApecoOBaHHbIE YJIEHAM TEPPUTOPUATILHON KOMUCCHH,
PETUCTPUPYIOTCS, JTOKJIABIBAIOTCA M MEPEAaloTCsl B COOTBETCTBUM C TMOPSIKOM,
YCTaHOBJICHHBIM HCTpyKLIKEH.

O6paiiieHusi paccMaTpUBAIOTCS B COOTBETCTBMM C YKa3aHUSIMM IO
MCIIOJTHEHMIO IOKYMEHTa Tpefcenaressi TeppUTOPUaIbHOM KOMUCCUM B TIOpSIJIKeE,
YCTaHOBJIEHHOM 3aKOHOAATeIbCTBOM Poccuiickon @emeparimn.

6.10. OOparmieHus1, copepKallre BOMPOCH, PEIICHUE KOTOPHIX HE OTHOCUTCS
K KOMIIETCHIIMM TEPPUTOPUATIBHOM KOMMCCHUH, IOKJIAIbIBAIOTCS MPEACEAATENIO
TEPPUTOPUAIIBHOM KOMHUCCHUU U TIO €r0 YKa3aHWIO MO HCIOJHEHHIO JOKYMEHTa B
CPOKH, YCTaHOBJICHHBIE 3aKOHOJIATEIbLCTBOM O BbIOOpax U pedepeHaymax,
HalpaBJISIIOTCS € CONMPOBOAUTEIBHBIM MHUCBMOM 3a €ro MOJINUCBI0 B
COOTBETCTBYIOIIMI OpraH WJIM COOTBETCTBYIOIIEMY JIOHKHOCTHOMY JIHIlYy, K
KOMIIETEHIIMH KOTOPBIX OTHOCHUTCS pEIIeHHUE TIOCTABJICHHBIX B OOpalieHUU
BOIIPOCOB, C YBEIOMJICHHUEM I'PaK/IaH, HAITPaBUBIIIUX 0OpaIeHus, 0 TIepeaipecauu
oOpaiiieHuii. B conpoBouTeIbHOM MUCHME OTOBAPUBAETCS MOPSIOK HAIPABIICHUS

OTBETa aBTOPY OOpaIeHHUs.
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Ecin pelieHne mocTaBjeHHBIX B OOpallleHMSIX BOMPOCOB OTHOCUTCS K
KOMITeTeHLIMM HEeCKOJbKMX TOCYJapCTBEHHbIX OPraHOB WM HOJIKHOCTHBIX JIUI,
KOIMs O6pallleHus: B TeueHue ceMy JHel MOcse JHS NOCTYIIJIEHNS] HallpaBJIsieTcsl B
COOTBETCTBYIOILIME OPTraHbl UJIM COOTBETCTBYIOIIMM JTO/BKHOCTHBIM JIMLIAM.

6.11.3anpeniaercss ~ HanpaBisATh ~ OOpalleHHME  HA  PAcCMOTPEHHUE
B FOCYJapCTBEHHBIN OpPraH, OpraH MECTHOTO CaMOYIPABIIEHUS WU JOJKHOCTHOMY
JUIly, pelIeHHe WiIn JelcTBue (0e3neiicTBUe) KOTOPHIX OOXKalyeTcs, 3a
UCKIIFOUEHHEM CITy4aeB, YKa3aHHBIX B ITyHKTe 6 cratbu 75 denepanbHOro 3akoHa
00 OCHOBHBIX TapaHTHUSX U30UPATEIbHBIX MPaB.

6.12.Ecnu B COOTBETCTBUM C 3alpeToM, yKa3aHHbIM B moapaszaene 6.11
WHCTpyKIIMM, HEBO3MOXKHO  HANpaBUTh  OOpalieHWE Ha  PacCMOTPEHUE
B FOCYJJapCTBEHHBIN OpTraH, OpraH MECTHOTO CaMOYTPABIICHUS WU JOJIKHOCTHOMY
JWITY, B KOMIIETEHIIMIO KOTOPBIX BXOJUT PEIICHHE MOCTaBICHHBIX B OOpaIieHun
BOIIPOCOB, OOpalleHUe BO3BpallaeTCsl TPaXJTaHHHY C Pa3bsICHEHMEM €ro IpaBa
00aJIoBaTh COOTBETCTBYIOIIIECE PELICHUE WM ICUCTBUE B YCTAHOBJIEHHOM HOPSAKE
B Cy/.

6.13.00parmenusi, TOCTYNUBIIMNE B  TEPPUTOPUAIBHYIO  KOMHCCHIO,
paccMaTpHUBAIOTCS B CPOKH, YCTAHOBJIEHHBIE 3aKOHOIATENbCTBOM O BbIOOpax W
pedepenymax, ¢ ydeTtoMm 0COOCHHOCTEH, yKa3aHHbIX B noapazaenax 10.5 u 10.6
NucTpyKImu.

MaxkcumanbHOe MpojJjieHue CpoKa MCIOJHEeHMsT OOpallleHusi He [IO/DKHO
MPEBBIIIATh YCTAHOBIEHHBIX 3aKOHOM CPOKOB PaCCMOTpPEHMSI OOpallleHNS.

3asgBUTENIO HAMPABJISIETCS YBeIOMJIEHME O MPOJJIEHNM CPOKa PaCCMOTPEHMST
ero o6paileHus.

O6paitieHnsi, Ha KOTOpbIE AIOTCSI IPOMEXYTOYHbIE OTBEThI, C KOHTPOJISI He
CHUMAIOTCS.

6.14. B cnaydyae mOCTyIUIEHMS B TEPPUTOPUAIBHYKD KOMHCCHIO B
YCTAaHOBJICHHOM MOPSJKE 3alpoca TOCYJApCTBEHHOIO OpraHa, opraHa MECTHOTO
CaMOYIIpaBJI€HUs WIA JOHKHOCTHOIO JIMIIA, paccMaTpUBarONIMX oOpaiieHue,

JIOKyMEHTBl W MaTepuayibl, HEOOXOIWMBIEC IS PAcCMOTPEHUs OOpalieHus,
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MPEICTABIIAIOTCS B TeUEHHUE 15 KaleHJapHbIX JHEW UM B UHOM CPOK, YKa3aHHBIH B
3arpoce.

6.15. B oOpameHnn JOMKHBI OBITh YKa3aHbl paMuIIns, UMs, OTYECTBO (MU
HAJIMYMUK) 3asiBUTENS (JJ1s1 3asBUTEINICH, HE SBISIOMUXCS (DU3UUYECKUMU JIUIIAMH, —
HauMeHOBaHue). B oOpamieHnn B NMHUCbMEHHOW (opme A0mKeH OBITh yKas3aH
MOYTOBBIN aJipec, M0 KOTOPOMY JOJKEH OBITh HANpaBJICH OTBET HA OOpalleHHe,
TaKKe€ JOJDKHBI  COJIEPXKAThCS JUYHAs MOAMNUCH 3asBUTENS WM JIMIIA,
YIOJIHOMOYEHHOTO JIEWCTBOBATh OT €r0 MMEHH, M JaTa MOAMHCAHUS OOpaIeHus.
B oOpamienun B gopme 3JIEeKTPOHHOTO JOKYMEHTa JOJKEH OBITh yKa3aH ajJpec
AJIEKTPOHHOM MOYTHI, IO KOTOPOMY JOJKEH ObITh HAIPABJICH OTBET Ha OOpallieHue.

Ecm B obpamienny He ykasaHbl GaMmuiust 3asiBUTENST (AJI 3asIBUTEJISI, He
SIBJISIFOLIETOCST (PU3MUYECKMM JIMLIOM, — HaMMeHOBaHMe) WM aipec, MO0 KOTOPOMY
IOJIKeH OBbITh HAIpaBJIEeH OTBET Ha OOpallieHMe, OTBET Ha TaKoe OOpallieHue He
naetcsi. Takoe obOpallieHe CIMChIBAETCS B A0 MpeficeiaTesleM TeppPUTOpUaIbHOM
KOMMCCUMA.

Ecm B obpamenny comepskaTcsl CBEIEHMSI O IIOATOTABIMBAEMOM,
COBEpILIAEMOM WJIM COBEpIIEHHOM TIPeCcTyIUIeHUuM, a TakXke O JMIle, €ero
MOJIrOTaB/IMBAIOLLIEM, COBEPIIAIOLIEM WIM COBepIIMBIIEM, oOpallleHue MOMAJIEesKUT
HaIlpaBJIeHUIO B TPaBOOXPaHUTE/IbHbIE OPraHbl.

Ecmm TekcT obpaliieHus] He TOAJAETCS MPOYTEHUIO MJIM He I03BOJISIET
omnpenenuTb CyThb OOpallleHMs,, OTBET Ha Takoe oOpallleHue He AAeTcsl, O YeM B
TeYeHre CeMM KaJeHJapHbIX [Heil Tocjae JHS TOCTYIUIeHus] oOpalieHust
yBeIOMJISIETCSI 3asIBUTEJIb B Cyuyae, el B OOpallleHMM MOAJAI0TCS MPOUYTEHUIO
baMmust 3assBuUTENS (OJ1S1 3asIBUTENISI, HE SIBJISIIONIErOCsS (U3MYecKMM JIUIOM, -
HaMEHOBaHMEe) U aJpec, MO KOTOPOMY [O/DKeH ObITh HAmpaB/ieH OTBEeT Ha
obGpaillieHue.

He sgBnsercs  oOpalijeHueM  TeKCT, cofepykalliMii  TO37ApaBJieHNe,
co00JIe3HOBaHME UJTU OLIEHKY JIeSITeJIbHOCTY U He COOTBETCTBYIOIIUI TPeOOBAHMSIM,
npeabsiBiisieMbiM DelepaqbHbBIM 3aKOHOM 00 OCHOBHBIX TapaHTUSIX U301 paTeTbHbIX

mpaB, ¥ TpebOBaHMSIM K 3ampocy MHbOpMauuu, mpemabsBisieMbiM DenepaibHbIM
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3akoHOM OT 9 deBpansa 2009 roga Ne 8-®3 «O6 obecrieueHun JOOCTyHa K
mHbOpMaUy O HesiTebHOCTU TOCYIAapCTBEHHbIX OPraHOB M OPraHOB MECTHOTO
caMOYyTIpaBJIEHUSI».

6.16.00pamieHusi, B  KOTOPBIX  COAEp)KAaTCsd  HELEH3ypHble  JHOO
OCKOPOUTENbHBIC BBIPAKCHUS, YTPO3bl IKU3HH, 3JI0POBBI0 W HMYIIECTBY
JOJDKHOCTHOTO JIMIa WM HWHBIX JIMI[, OCTalOTCS 0€3 OTBeTa MO CYIIECTBY
MOCTABJICHHBIX B HUX BOIIPOCOB, a 3asIBUTEISIM coobmraeTcs
0 HEJIOTTYCTUMOCTH 3JI0YTIOTPEOICHUS TTPABOM.

6.17.00parenre, B KOTOPOM OOXKallyeTcsi Cylne0HOe pelleHHe, B TCUCHHUE
CeMHU KaJIeHJApHbIX JIHEW CO JHS PErucTpalldd BO3BPAIAETCA TPaKIAHUHY,
HaIlpaBUBIIEMY OOpaleHne, ¢ Pa3bsICHEHUEM TMOpSAAKa O0XKAJIOBAHHS JAHHOTO
CyJ1eOHOTO pEeIICHHUS.

6.18.Ecnmu B oOpalmieHund COAEpKUTCS BOMPOC, HAa KOTOPBINA 3asiBUTEIIIO
HEOJHOKPATHO JAaBAIMCh MUCHMEHHBIE OTBETHI IO CYIIECTBY B CBS3U C paHEe
HaIpaBJICHHBIMU OOpAIICHUSIMU, U TIPU 3TOM B OOpaIllEHUH HE MIPUBOASITCS HOBBIC
JIOBOJIBI U OOCTOSITENIBCTBA, TO TEPENMUCKa IO JAHHOMY BOTPOCY C 3asBUTEIIEM
MOKET OBITh MPEKpallieHa ¢ YBeAOMIIEHHEM 00 3TOM 3asBUTEIIA.

Ecmm ot 3asiBuTens, ¢ KOTOpPbIM Tepemnycka Obla MpeKpalleHa, MoCTyIaeT
ouepeHOe oOpallieHe o TOMY JKe BOIIPOCY, TO MMCbMEHHBIN OTBET Ha HETO MOSKET
He J1aBaThCsl, a CaMo ObpallieHMe HAITPaBJIsSIeTCs B IeJI0.

6.19.00pameHusi, HanpaBJ€HHbIE B TEPPUTOPHUAIBHYIO KOMHUCCHUIO C
UCIIOJIb30BAaHUEM  DJIGKTPOHHOM  (OpMBI  OOpalieHHi, PETHUCTPUPYIOTCS W
paccMaTpHUBAIOTCSI B YCTAaHOBJICHHOM Tmopsiake. OTBETh Ha Takue OOpaleHus
HaIpaBJIAIoTC B (popMe dJICKTPOHHBIX JOKYMEHTOB, TIOJIMMCAHHBIX JJICKTPOHHOM
MOJIMHKCHIO, JINOO B (JOpME AIEKTPOHHBIX 00pa3oB TOKyMeHTOB B ¢opmare pdf mo
aJpecaM 3JICKTPOHHOM MOYTHI, YKa3aHHBIM B OOpaIlCHHUH.

6.20.B cnywae ecnum 3ampammBaeMas uWHMopMmanus OmMyOJMKOBaHa B
cpeacTBax MaccoBod wuH(opMamuum JmbO0 pa3MemieHa B cet MHTepHer,
TEPPUTOPHATBHAS KOMHUCCHS B OTBETE Ha 3aIIPOC MOXKET OTPAaHUYUTHLCS YKa3aHUEM

Ha3BaHMS, JaThl BbIXOJla U HOMEpPA CPEJICTBA MacCOBOM MH(OpMaIHH, B KOTOPOM
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OIMyOJIMKOBaHA 3arpainiuBaeMas UHQOpMalus CO CChUIKOM (aapec CTpaHMIIbl) Ha
uH(dopMaIuio, pa3MelieHHyo B cetu HTepHer.

6.21.Ilpu peructparuu obOpamenus B [IJ mo wurToram paccMoTpeHUs
oOpalieHusi JOJDKHOCTHBIMM JIMI[aMHU, OTBETCTBEHHBIMU 3a BBOJ U 00pabOTKY
uHopMaIuu, coaepiKaiieiicss B oOpameHusx, Bo Bkiagke «OoOpamenue» I1]]
3anonHseTcs noje «I[I[puHsATHIe MEPBIY, a TAKKE BHOCSATCS CBEICHUS O PE3yIbTaTax
paccMoTpenus oOparieHus B 6y10ke «Bornpock B TedeHUe Tpex paboumx JTHEH co
JTHSI PACCMOTPEHUS 0OpaIeHusI ¥ B TEYCHHUE OJHOTO pabodero JHS sl 00pameHnui

I10 BOIIPpOCaM IMPOBOAUMBIX I/136I/IpaTCJII>HBIX KaMIIaHUM.

7. Oco6eHHOCTH PAdOTHI C AOKYMEHTaMM, COJepKaIlIMU CTYKeOHYIO
MHpOPMAaLNIO OTPAaHNYEHHOTO PACIIPOCTPAHEHUS
(c momeTKOM «]IJIs1 C/Ty’)KeOHOTO 0/ Tb30BaHMSI»)

7.1. OcobeHHocT pabOThl C HOKYMEHTaMM, COAEPXKAIMMU CITY>KeOHYIO
MHGOPMAaLMIO OTPAHMUYEHHOI'O PACIIPOCTPAHEHNS.

7.1.1. K cayke6bHOM wuHpOpMaIMy OrpaHMUYEHHOIO PaCIpOCTPaHEeHMS
OTHOCUTCS HeceKkpeTHas MHGOpMalus, HEe3aBUCUMMO OT BHUAA e€e HOCUTEeS,
OrpaHMYEHMSI Ha pacIpoCTpaHeHMe KOTOpPOM HOUKTYIOTCS ee  CJy>KeOHOM
Heob6XOIMOCTBIO.

7.1.2. HeobxogumocCTh  IpOCTaBjieHMUs IOMeTKM  «[IJIsg  CIIy;KeOHOro
nosib3oBanusi» (manee - «JIICII») Ha HOKyMeHTax M WM3TaHUSX, COAepsKallnxX
CIYy>KeOHYI0 MH(POPMAIMIO OrPaHMYEHHOTO PAacCIpOCTPaHEeHMs, OIpenessieTcs
npencenaTtesieM — TEPPUTOPUATBHOM  KOMMCCUM,  TOANMCHIBAIOILIMM WU
YTBEPsKIAIOIIVIM TOKYMEHT.

JIO/IKHOCTHBIE JIMIIa, TPMHSBIIME pellleHre 00 OTHEeCeHUM CTyKeOHOM
MHGOpMaLMM K paspsity OrpaHMYEHHOTO PacCIpOCTPAHEHMSI, HECYT ITEPCOHATbHYIO
OTBETCTBEHHOCTh 32 0O0OCHOBAHHOCTDb IIPUHSITOIO PEIIEeHMSI.

7.1.3. [lometka «JICII» u HOMmep 3K3eMILJIIpa MPOCTABJSIIOTCSI B IIPaBOM
BEpPXHEM YTJIy MepPBOM CTPAHMIIbI TOKyMeHTa (B C/iyyae HEOOXOOMMOCTU — U €ro

MpOeKTa), cozepsKaIero CITY>KEOHYIO MHGOPMAIINIO OrpPaHMYEHHOT'O
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pacnpocTpaHeHMsl, Ha 00JIOKKe ¥ TUTYJIbHOM JIUCTe M3MaHMs, a TakXKe Ha MepBOu
CTpaHMIle COMPOBOAUTEIBLHOTO IMMCbMa K TakKMM JIOKyMeHTam. IIpu moaroroBke
mokymenTa cpeactBamu I1JI momerka «IICII» mpocTraBssieTcs Ha 3JIEKTPOHHOM
11abJioHe 6J1aHKA TOKyMEHTA.

7.1.4. Pabora Cc OOKyMEHTaMM, COAEPsKAIIMMM CJIY;KEOHYI0O MHOOPMAINIO
OrPaHMYEHHOTO PaCIpPOCTPaHEHMSI, B TOM UMCJIe UX IpUeM, ydeT (perucrpaimus),
OCYILIECTBJISIETCSI B TOPSIAKE, YCTAHOBJIEHHOM [IJiI HECEKPETHBIX TOKYMEHTOB, C
YyUYeTOM OCOOEHHOCTEM, WU3JIOKEeHHbIX B HacTosiieM pasgene. Ilpum stom K
perucTpauyoHHOMY HOMepPY ITOKyMeHTa nobasiisieTcst momeTtka «ICIT».

7.1.5. okymenTsl ¢ mometkoyi «JICII» peructpupyroTcsi (YUMTHIBAIOTCS)
BMECTe C APYTMMM HECEeKPeTHbIMM [TOKYMeHTaMM. B perucrpauyoHHO-yUYeTHOM
dbopme nponsBoauTcs 3amuch «ICIT».

7.1.6. CkanupoBaHmue, KONMpoBaHMEe (TUPAKUMPOBAHME) ITOKYMEHTOB C
nmometkou «JICII», a Takske pasmelieHne ux IMpU OCYIIeCTBIeHMM paboTsl B T1]]
MIPOU3BOAUTCS TIpeacenaTesieM (CceKpeTapeM) TepPPUTOPUATIBLHON KOMMUCCUU, TIPU
9TOM OCYIIECTBJISIETCS YUET KaKIOro SK3eMIUISIpa YKa3aHHBIX JOKYMEHTOB.

7.1.7. JoxkymeHnTsl ¢ mometkou «ICII» Ha 6yMa>kHOM HOCUTeJIe TIepeialoTCs
rog moamck. [Tpu HanpasieHMn gokyMeHTOB ¢ momeTkou « I CIT» cpemctBamvm I1]],
B PYK mpocraBisieTcss COOTBETCTBYIOINIMI YPOBEHb AOCTYIIA K IOKYMEHTY.

7.1.8. HoxkymeHnTtsl ¢ nomeTkon «IICIT» HampaB/isSIIOTCS B Opyrue OpraHbl U
opranmsaiuy HapouHbIM. [Ipy HampaBiieHUMM TOKYMeHTOB ¢ momeTKkoi «JICII»
cpenctBamu II1 B IIMK Poccum, wusbupaTenbHble KOMUCCUM CYOBEKTOB
Poccuiickon @enepauny, TeppuTOpMasibHble M30upaTesibHble komuccuum B PYK
MPOCTAaBJISIETCSI COOTBETCTBYIOIIMII YPOBEHb JOCTYIA K JOKYMEHTY. 3alperiaeTcs
nepegaBaTh MOOKyMeHTbI ¢ IomeTkon «IICII» mo He3alMIeHHbIM KaHaiamM
KOMITbIOTEPHO-MOAEMHOM U (haKCUMMUIBHOM CBSI3M.

Hokymentbl ¢ momerkon «JICII» pacchuialoTcs HECKOJBKMM ajapecaTram
COTIJIaCHO CIIMCKY PacChUIKM, B KOTOPOM HAIPOTMB Ka)KIOro ajapecara
MIPOCTABJISIETCSI HOMEpP 3K3eMILIIpa OTIIPaB/isieMoro JokyMeHTa. CIIMCOK pacChIIKA

MOIIMCHIBAETCS IIpecesaTe/IeM TepPpUTOPUAIbHOM KOMUCCUMN.
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7.1.9. VcnonHeHHble fOKYMeHThI ¢ ToMeTkon «ICII» dpopmupyrorcs B mena,
B TOM YMCJIe 3JIeKTPOHHbIE, B COOTBETCTBUM C HOMEHKJATypou mei. IIoKyMeHTbI
IPYNIUPYIOTCS B ejia BMeCTe C IPYrMMy HeCeKPETHbIMM JOKYMEHTaMM 10 OJJHOMY
1 ToMY ke Borpocy. IIpu dpopmupoBanuu mena Ha 6yMaKHOM HOCUTeJIe B IIPaBOM
BepXHeM YTy OOJIOKKM [ejia, B KOTOpoe TIOMellleHbl Takue ITOKYMEHTHI,
npoctasiisieTcst mometka «JCIT».

7.1.10. OoxkymenTsl ¢ momeTtkoi «JICIT» Ha 6GyMaskHOM HOCUTeJIe XPAHSITCS B
3aKpbIBAIOIIMXCS MIKadax.

7.1.11. YHnuTOXeHMe mAes, HOKYMeHTOB M u3maHui c rnometkon «IICII»,
YTPaTUBIIMX CBOEe IPaKTMUEeCKOe 3HaueHue U He MMEKIIMX MCTOPUYECKON U
HayYHOM IIEHHOCTM, TIPOU3BOAMUTCS MO aKTy YCTAHOBJIEHHOV (hOPMbI C yKa3aHMEM
HOMEepPOB 3K3eMIUISIpoB (TipuiioskeHne Ne 12). B yueTHbIX hopMax mestaeTcsi OTMeTKa
006 YHMUTOXXEHMUM CO CChUIKOM Ha COOTBETCTBYIOILIMI aKT.

7.1.12. Pemienne o cusatum nometku «ICII» ¢ mokymeHTa IpUHMMAaET
IOJIKHOCTHOE JIUIIO, TTOJIMMCaBIIIee UM YTBepAUBILIee JOKYMEHT.

Cusarue nometku «IICII» ¢ mpuciaHHOrO B TeppUTOPUATbHYIO KOMMCCHUIO
IOKYMEHTa MOKET ObITb ITPOM3BENEHO TOJIBKO IO COTJIACOBAHMIO C OpraHM3aluen,
HaIpaBUBIIEN TOKYMEHT.

Cusarue mnometku «JICII» ¢ mOKymeHTa IIpOM3BOAMTCS IpeacenaTesiemM
(cekpeTapeM) Ha OCHOBaHMM IIMCbMEHHOTO YKa3aHMUSI [OJDKHOCTHOTO JIMIIA,
npuHsBIero takoe peiienue. [Ipu custun nometku «JCII» Ha foKymMeHTax, Aenax
WIM U3TaHUSIX, a TakKKe B PerucTpalyoHHO-yUYeTHOM (opme esaroTcs
COOTBETCTBYIOIIIME OTMETKMA.

O cuarun mnometku «JCII» yBemoMJISIIOTCS BCe anpecaTbl, KOTOPbIM
OOKYMEHT HaIpaBJIsICS, JIMOO opraHu3alys, ero HarpaByuBIIIasl.

7.1.13. B ciyvae yTpartsl e, TOKYMEHTOB WM usgauuii ¢ momeTtkoin « [1CIT»
MO0 pasryalieHns cofiepsKalleincs B HUMX MH(pOpMaIuy HasHavyaeTcsl Cy>KeOHas
MpoBepka, O  pe3yjJbTaTaX  KOTOpPOM  [OKJAJbIBaeTCs  IpecemaTesio

TePPUTOPUAJIBHOM KOMUCCUM.
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O6 yTpare mes, HOKYMeHTOB U usmanmii ¢ mometkon «JICII» cocraBisieTcs
aKT, Ha OCHOBAaHMM KOTOPOTO AEJIalOTCSI COOTBETCTBYIOIME OTMETKM B YUYETHBIX

dbopmax.

8. IloaroroBka, oopmiieHMe, BBIMYCK, YUYET JOKYMEHTOB,
paccMaTpMBaeMbIX Ha 3aCeJaHMUSIX TePPUTOPUATHBHON KOMUCCUN

8.1. dopmupoBaHme IMpoeKTa MOBECTKM ITHS 3acedaHusl TepPUTOPUAIbHOM
KOMMCCUM.

8.1.1. IIpoeKkT TIOBeCTKM [OHS 3acelaHus TePPUTOPUATIBHOM KOMUCCUU
dbopmupyetcs npencenareneM (CEKpeTapeM) TeppUTOPUATBHON KOMUCCUM B CPOKH,
yCTaHOBJIEHHbIE PErJIaMeHTOM TePPUTOPUATBHOM KOMUCCHUM, Ha OCHOBaHMM TIJIAHOB
paboThI U pellieHNnit (Jajiee — pelieHnin) TePPUTOPUATILHON KOMUCCHUH, TIOPYUYEHUN
npeacenaTessi TEPPUTOPUATLHOM KOMMCCHUM, TOCTYNUBIINX AOKyMeHTOB. Ilocie
COIJIACOBaHMSI C TIpeAcenaTesieM TepPUTOPUATBHOM KOMMUCCUM TOIMMCHIBAETCS
cekpeTapeM TepPPUTOPUATbHON KOMUCCHUNA.

Takke MPOEKT MOBECTKM AHS 3acelaHusl M306MpaTeIbHOM KOMUCCUM MOXKET
dbopMIMpoBaTbCSI M COTJIACOBBIBAThCs cpenctBamu IIJI ¥ mocsae corsiacoBaHMS
npencenaTesieM TePPUTOPUATBHOM KOMMCCUM  COTJIACOBBIBAETCSI CeKpeTapem
TEePPUTOPUAJIBHON KOMMCCUM JIJISI BBIHECEHMST Ha 3aceaHue.

8.1.2. UneHbl TeppuUTOpMAIbLHOM KOMMCCUM BIIpaBe IIPEIJIOKUTb BHECTU B
MOBECTKY [IHSI 3aceJaHus BOIPOCHI, HE IpeayCMOTpPeHHbIe IJIaHaMu paboThl U
pelIeHNsIMI TePPUTOPUAJIBHON KOMUCCUU, TIPU YCIOBUM HAJTMUMS TIOJTOTOBJIEHHBIX
10 5TOMY BOIIPOCY JOKYMEHTOB.

IlaHHbIE BOMPOCHI BKJIIOYAIOTCSI B IPOEKT TOBECTKM MHHS 3aceJaHust
TepPUTOPUAJIBHOM  KOMMUCCUM  TpU  NUCbMEHHOM  oObOpallleHuu  ujeHa
TePPUTOPUAJIBHON KOMMCCUM, IO MHUIMATUBE KOTOPOTO BOIPOC BBIHOCUTCS Ha
3acemaHue, Ha ¥Ms IIpefcemaTessi TEPPUTOPUATBHOM KOMMUCCUM, B KOTOPOM
YKas3bIBalOTCS HaMMeHOBaHMe BOIpoca, [JOKJAguMK M Jara Iiepemaun
COIVIACOBAHHOTO IIPOEKTa peIleHuss ¥ MaTepuajoB K HeMy CeKpeTapio

TePPUTOPUAJIBHON KOMMUCCUN.
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8.1.3. CoryiacoBaHHbIN C IpeAcenaTejeM TEPPUTOPUATBHOM KOMMCCUM U
MOATMCaHHbIM (coryiacoBaHHbI cpenctBamu 1) cekpeTapeM TeppuUTOPUAIbHOM
KOMMUCCUM TIPOEKT TIOBECTKM [OHSI 3acefdaHus TepPPUTOPUATbHOM KOMUCCUU
TUPAKUPYETCS [IJIsI PaCChUIKM UJIeHaM TepPUTOPUATIbHON KOMUCCUMN.

8.1.4. UneHam TeppuUTOPUAIIBHOM KOMMCCHMM C TIPaBOM pellarollero rosjaoca
MPOEKT TIOBECTKM [HS 3acelaHusl TeppPUTOPUATbHON KOMMUCCUM MOSKET OBbIThb
pas3ocjaH Ha YKa3aHHbIE MMM 3JIEKTPOHHbBIE ITOUTOBbIE aipeca B ceTu VIHTepHeT.

8.1.5. ITogroroBka [OKYMEHTOB II0 BOIIPOCaM, BK/IIOUEHHBIM B IIPOEKT
ITOKyMEeHTBbI II0 BOIIPOCAaM, BKJ/IIOUEHHBIM B IIPOEKT IIOBECTKM [HSI 3acemaHust
TepPUTOPUAJIBHON KOMUCCUM, TOTOBSITCSI WieHaMy TepPUTOPUATbHOM KOMUCCUN, 32
KOTOPbIMM 3aKpeIUIeHbl COOTBETCTBYIOIIME HallpaB/JeHUs [esiTeIbHOCTU, C
MpUBJIeYeHEM B Ciyyae HeOOXOOMMOCTHU OPYTUX CIEeUaTIUCTOB (JOKYMEHTHI 1O
BOITPOCAM, BK/IFOUEHHBIM B ITPOEKT TMOBECTKM MHS 3aceJaHus] TEPPUTOPUATIbHOM
KOMMCCHM, MOT'YT TOTOBUTBHCS ¥ COTJIACOBbIBAThCS cpeactBamu T1/1).

8.1.6. IlpencraBisiemble K pacCMOTPEHUIO TOKYMEHTbI HOJIKHbBI BKJIIOUATh
03arJiaBJIeHHbI/ ITPOEKT peIlleHus] C IPUMOOIIEHHBIMM K HeMY IMOIJIMHHUKAMMU
OOKYMeHTOB (B TOM UMCJe pacrleyaTaHHbIMM  KOMMSIMM  JTOKYMEHTOB,
MOCTYNMBILIMX/TIOATOTOBJIEHHBIX B 3JIEKTPOHHOM  BUAE),  IOCTY>KUBIINMX
OCHOBaHMEM [IJII pacCMOTpPEHMS] BOIIpOCA Ha 3aceJaHuyM TeppPUTOPUAIbHOM
KOMUCCUM, JMOO TMPOEKT MHUCbMa, MOJJIesKalllero COTJIACOBAaHMIO Ha 3acelaHuu
TEPPUTOPUAJIBHON KOMMCCUM, TIPM HEOOXOAMMOCTH — MOSICHUTEIbHYIO 3aIMCKY 10
paccMaTpuBaeMoOMY BOIIPOCY.

8.1.7. TIpoekTbl IOKYMEHTOB (BKJIIOUasl IPUJIOKEeHMs), TIpeACcTaBsieMble A1
pPacCMOTpPeHMS Ha 3acelaHuM TePPUTOPUATBbHOM KOMMUCCUM, TIOATOTOBIEHHbIE KaK
Ha 6yMa)kHOM HOCUTeJIe, TaK U B 3JIEKTPOHHOM Buze cpenctBamu 11, BU3MpyroTcs
VUCIIOJIHUTEJIEM - YJIEHOM TePPUTOPUATBHOM KOMMCCUM, OTBETCTBEHHBIM 3a
MMOATOTOBKY IOKYMEHTA.

8.2.1oBeCTKM JHS 3aCeIaHNsl TEPPUTOPUAIBHOM KOMMUCCUN.

8.2.1. Busbl mpoCTaBJSIOTCS B KOHIIE TEKCTa IMPOEKTa pelleHusl Jmbo Ha

0OOpOTHOM CTOpOHE TIOC/IeNHero JIMCTa IIpoeKTa [OKyMeHTa (BKJ/IIouas
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npuiaokenus). [Ipu mOArOTOBKE M  COIVIACOBAaHUM IIPOEKTOB JOKYMEHTOB
cpeactBamy I1JI yMcT corjacoBaHMs pacledyaTbIBaeTCsl M IIPUOOIIAeTCS K
MOIJIMHHUKY JOKyMeHTa. [Ipy HeoO6XOomyMOCTH IIOJIyUYeHMs] BU3bI JOJIKHOCTHOTO
JIMIIA Ha JIMCTE COIVIAaCOBaHMSI JOKYMEHTA, MOAroTOBIeHHOro cpencrBamu I1]1, oH
pacrevaTbIBaeTCs, IepemaeTcsl BMECTe C IIPOeKTOM AOKYMEHTa Ha BU3MPOBAHME
COOTBETCTBYIOIIEMY JO/DKHOCTHOMY JIAITY.

8.2.2. Kaxkaplit JIMCT TIPWIOXKEHMUSI BUBMPYETCS MCHoJHUTeneM. Busa
MPOCTABJISIETCSI B MPAaBOM HIMKHEM YIJIy Ha CBOOOTHOM IIOJIe CTPAHMUIILI IOCTIe
TEeKCTa JIMOO Ha 0OOPOTHOM CTOPOHE.

8.2.3. IIpoeKkThbl TOKYMEHTOB IJISI BU3MPOBAHMS TOJIKHBI MPEACTaBJISIThCS B
CPOKM, YCTaHOBJIEHHbIE ITpeICenaTe/IeM TEPPUTOPUATBHON KOMUCCHUN.

8.2.4. UcrnioniuuTenb obecrneuMBaeT KOMIUIEKTHOCTb BCeX JIOKYMEHTOB,
0003HAUEHHBIX KaK B IIPOEKTE pellleHMs, TaK U B IPUJIOSKEHUSIX K HEMY.

8.2.5. Tlocse mpocMoTpa, a B HEOOXOIMMbIX CJIyYasix — BHECEHMS ITOIIPABOK,
cekpeTapb TEPPUTOPUAIBHOM KOMUCCHUM Ha MTOATOTOBJIEHHBIX ¥ ODOPMJIEHHBIX JIJISI
pacCMOTpeHMsI Ha 3acelaHuMy IIPOEKTaxX MOOKYMEHTOB pfdejlaeT OTMeTky «Ha
3acemaHme», CTaBUT MOAIMCh M AaTy (IpocTaBiisgseT oTMeTKy «Ha 3acemanme»
cpenctBamu I1]1), (Hampasissier cpenctBamu [1[) TupakupyeT BeCb KOMILJIEKT
ITOKYMEHTOB.

8.2.6. Cekperappb TeppUTOPUAJIBHOM KOMMUCCUM KOMIUIEKTYET TalKu C
OOKYMEHTaMM, ITOAJIeKAIIMMM PAaCCMOTPEHMIO, B COOTBETCTBUM C IIPOEKTOM
TIOBECTKM [HSI 3acelaHMs] TeppUTOPUATbHOM KOMMUCCUM U pasfJaeT UX uUjJeHam
TEePPUTOPUAJIBHOM  KOMMCCUMM B CpPOK, YCTAHOBJIEHHBIM  perjiaMeHTOM
TePPUTOPUAJIBHOM KOMUCCUMN.

Ecim wieH TeppuTOpMabHOM KOMMCCUMM HaXOOMTCS B OTIyCKe,
KOMaHIMPOBKE MJIM OTCYTCTBYET IO O60JIe3HM, ITpeaHa3HaueHHas IJIsl Hero Iarka C
IOKYMEHTAaMM OCTaeTCsI 0 €ro BO3BpallleHMs Yy CeKpeTapsl TeppUTOPUATBHON
KOMMUCCHUA.

UjeHaM TeppUTOPMAJIBLHON KOMMCCHMM C TIPaBOM PpeIIaollero roJjoca

MaTepuaibl MOI'YT II€peaaBaTbCAd Ha YKa3daHHbIE VMMM 3JIEKTPOHHBIE IIOUYTOBbLIE
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ampeca B ceTu VHTepHeT w/MaM TIiepel HayajJoM 3acelaHusi, a JIMIaM,
MpUrJIallleHHbIM Ha 3acelaHue, MaTepuasibl IO BOIPOCY, Ha KOTOPbIA OHU
MIpUTJIAIIEeHbI, IEPeaaoTCs Ieped HayajaoM 3aceTaHusl.

8.2.7. Ilepen, HauajsoM 3acemaHusi ceKpeTapb TEPPUTOPUATBLHON KOMMCCUU
PErucTpupyeT IpUrJIalleHHbIX Ha 3aCelaHie JIUII, CIIMCOK KOTOPBIX ITPEICTaBIISIETCS
MpeicenaTesIi0 TEPPUTOPUATLHON KOMUCCUM.

8.2.8. Ha 3acemaHuy TeppUTOPUAIbHOM KOMMUCCUM BeNEeTCS IIPOTOKOJ U
MOSKeT IPOM3BOAUTHCS ayamo3arnuch (Buaeosamnyuchb). B ciyuae mpousBoacTBa
ayauo- MM BUAEO3aIMCU UJIeHbl TepPUTOPUATbHOM KOMMUCCUM U IIpUTJIallIeHHbIE
YBEIOMJISIIOTCS 00 9TOM 0 OOBbSIBJIEHNST IIOBECTKY THS 3acelaHus.

8.3. BaImycK JOKYMEHTOB, pAaCCMOTPEHHbBIX Ha 3aCeJaHNy TePPUTOPUATILHON
KOMMUCCHUNA.

8.3.1. lokymMeHTbl, pacCMOTpPeHHble Ha 3acelaHuM TepPUTOPUATIBHOI
KOMMCCUM B CJIy4Yae, eCJIM B XOJe 3acedaHys BHOCUIMCh M3MEHEHMSI, TOJIKHbI ObITh
nopaboTaHbl, a 3aTeM IOMNMCAaHbI, 3aPErMCTPUPOBAHBI M Pa30C/IaHbI.

8.3.2. Cpok mopabOTKM JOKYMEHTOB He JMOJKEH MPEBBbIIIATh TpexX paboumx
IHel ocJIe THS 3aceaHnsI, eCI MHOM CPOK He ompenesieH denepabHbIM 3aKOHOM
u/umu 3akoHOM KaymHuHrpagckou o0JacTi, perjaMeHTOM TePPUTOPUAIbHOM
KOMMCCUM UJI HEe OTOBOPEH Ha 3aceIaHuMm.

8.3.3. Ilpy pgopaboTKe [OKYMEHTa MCIOJHUTEIb BHOCUT B  TEKCT
COrJIaCOBaHHbIE B XOHe 3acemaHusl M3MeHeHus. B cioyuae mOpuHSITUS
TEePPUTOPUAJIBHOM KOMMCCUENM PpellleHuss O HeoOXOOMMOCTM KOHTPOJST 3a
BBITIOJTHEHMEM pEeIIeHMsI €r0 TEKCT IOTOIHSIETCS ITYHKTOM, B KOTOPOM Ha3HAYarTCsI
JINIIA, OTBETCTBEHHbIE 3a UCIIOJTHEHME, Y OIIPEIeIIeTCsl CPOK MICIIOTHEHMSI.

8.3.4. JlIoKkyMeHT, TopAJjesKaluii IOANMCAHMNIO (BKJIIOUasl ITPUJIOSKEHMS),
MTOATOTOBJIEHHBIV HA OYMaskHOM HOCUTEJIE, BUSUPYETCS UJIEHOM TePPUTOPUATLHOM
KOMMCCHM, OTBETCTBEHHBIM 3a €ro MOJIrOTOBKY.

ITokyMeHT, momJIeKallyii  MOAIMCAHMIO  (BKJIIOYAs  MPUJIOXKEHMS),
corjacoBaHHbIM cpenctBaMy IIJI ¥ NpuHATBHIM O6e3 M3MEHEeHMII Ha 3acegaHuu

KOMMCCUM, pacIieuaTbIBaeTCsS Ha COOTBETCTBYIOIIEM OJIaHKe, K HEMY ITPHOOIIAeTCs
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JIUCT COIJIACOBAaHMS, 3aTeM AOKYMEHT IIpeACTaB/IsIeTCS] Ha MOMNMCh CeKpeTapio U
npeaceaTeNi0 TePPUTOPUATIBHON KOMMUCCUM.

[Ipn HEOOXOAMMOCTHM, B CIy4ae BHECEHMS] B JOKYMEHT COIJIACOBAHHBIX Ha
3aceJaHuy M3MEHEHMII OH BU3MPYETCS Y UWIEHOB TEePPUTOPMAIbLHON KOMMCCUM,
BHECIIMX Ha 3aCeJaHN COOTBETCTBYIOIIME ITPEIJIOKEHNS.

IopaboTka M cOrjacoBaHMe OOKYMEHTOB, PaCCMOTPEHHBIX Ha 3acemaHuy
KOMMCCHM, MOKET OCYIIEeCTBJISITbCS cpencTBamu T1]1.

Bu3ssl mpocTaB/stroTcs Ha 0O0POTHOM CTOPOHE ITOC/IEIHErO JIMCTAa JOKYMEHTa
(peirenus, mpuioxkenns). IIpy moaAroToBKe 1 COriacOBaHUM IIPOEKTOB TOKYMEHTOB
cpencrBamvu I1]1 et corsacoBaHus MpUOOILIAETCs K MOAJIMHHUKY JOKYMEHTA.

8.3.5. Ucnonuurenn cJleIuT 32  KOMILJIEKTHOCTBIO TIpuaraeMbIx
K PEeIlIeHMIO JOKYMEHTOB M pacIiojiaraeT UX B TOV IOCJIeIOBATE/IbHOCTH, B KOTOPOIA
OHM YIIOMMHAIOTCS B TEKCTE, a TaKKe IPOCTAaBJ/ISIET BM3y Ha OOOPOTHOM CTOPOHE
Ka>KIOro JIMCTA pPelleHus Y IPUIOKEHU K HEMY.

8.3.6. Eyim  Bompochl, comepsKaliyecss B peLIeHUM TeppUTOPUAIBHON
KOMMCCUM, KacaloTCsS [esTeJbHOCTM OOHOM WJIM HEeCKOJIbKMUX CTOPOHHUX
opraHmsaimii, K IJOKYMEHTY IIpMJaraeTrcs JIACT COIJIaCOBaHMs, B KOTOPOM
YKa3bIBAIOTCS HaMMEHOBAaHME OpraHM3alyy, NOJDKHOCTh, MHUIMAIBI M (QaMMUInS
IOJIKHOCTHOTO JIMIIA, C KOTOPBIM 3TOT JOKYMEHT COIJIACOBAH, M CTABUTCS €ro
COOGCTBEHHOPYYHAsI TTOAINUCh.

CornacoBanue MoOXXeT OQOPM/ISITbCS Ha TOCJeOHEM JIMCTE pelleHust
TePPUTOPUAJIBHOM KOMUCCUM.

8.3.7. OdopMJieHHBbIVI KOMIUIEKT ITOKYMEHTOB (pellleHue, 0003HAauUeHHbIE B
ero TeKCTe IMPUJIOKEHMSI, CITMCOK PacChLIKM) MCIIOJHUTEIb IepenaeT CeKpeTapio
TEePPUTOPUAJIBHOM KOMUCCUM VIS TIPOBEPKM MPABUJIBHOCTU  O(QOPMIIEHMS
IOKYMEHTOB ¥ MOCJIeAYIONIEro UX MpeICTaBIeHNS Ha MMONICh.

8.3.8. Pemmienne  mopamuchIBaeTCsS — MpeAcemaTesieM M CEeKpeTapeM
TePPUTOPUAJIBHON KOMMUCCHUA.

Ecim Ha 3acemaHum TeppuUTOpMAJIBLHON KOMMUCCUM IIpeAcemaTeIbCTBOBA

3aMecTuTejib  Tpefcemaressi  TePpUTOPUAJIbHOM  KOMMCCUM,  CEeKpeTaphb
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TePPUTOPUAJIBHON KOMUCCUM WUJIM OAVH U3 UJIEHOB T€PPUTOPUATIBHOM KOMUCCUU C
MpaBOM pellalolero rojoca, a TakKXKe ec/M IIOJTHOMOYMS  CeKpeTapsi
TepPUTOPUAJIBHON KOMMUCCUM OCYIIECTB/ISUI OOUH M3 UJE€HOB TepPUTOPUATIBLHOM
KOMMCCHUM C TIPaBOM pellIalollero rojioca, To MOANNUCU B MPOTOKOJIe, Ha pellleHnn
0bOopMJISIOTCS CIeAYIOMIUM 06pa3oM:

«3amecTuTeNb TpefcenaTesss TEPPUTOPUATBHOM KOMMUCCHMMU» — B Cydae
BPEMEHHOT'0 OTCYTCTBUS MpeicefaTesiss TEpPUTOPUATbHOM KOMUCCUN;

«VcronHsirormin 06s13aHHOCTY TIpeiceaTesIs TEPPUTOPUATbHOM KOMUCCUN» — B
cydyae BpPEeMEHHOTO OTCYTCTBMSI 3aMeCTUTeJIs TpefcenaTesisi TeppUTOPUATIbHOM
KOMMUCCUM TIPY HAIMYUU pPellieHUs TEPPUTOPUTIBHOM KOMUCCHUM O BO3JIOXKEHUM Ha
ceKkpeTapsi TeppUTOPHUATIbLHON KOMUCCUM JTMOO OGHOTO U3 YJIEHOB TEPPUTOPUAIBHOM
KOMUCCMM C TpaBOM pellIaloliero rojioca IOJHOMOUMM TIpeacedaTesis
TePPUTOPUAJIBHOM KOMMUCCUM;

8.3.9. Ilocne mnopmucaHmusi pelleHUs PETUCTPUPYIOTCS TpeAcemaTesem
(cekpeTapeM) TeppPUTOPUATBHOM KOMUCCUM C MCIIOJIb30BaHMEM PerucTpalyioHHO-
yueTHOM ¢opmbl. Ha moKyMeHTax MpoCTaB/IsIeTCsl perMCTpaliOHHbI HOMED.

8.3.10. PermieHnst HymepyroTCcsi B XpOHOJIOTMYECKOM TOC/IeJOBaTeIbHOCTU B
rpejesiax CpoKa MOJTHOMOYMI TepPUTOPUAIBHON KOMMCCUM.

8.3.11. Yka3zaHHbIe Bblllle peKBU3UTbI BHOCSITCSI B PETUCTPAIMIOHHO- YUETHYIO
dbopmy. B ciyuae mncnonb3oBanus 1111 k PYK npukperuisercs: TeKCT JOKyYMEHTa B
dbopmate docx (miis Tabsmil gomyckaioTcst (ansbl dopmaTa XISX) U 3JIEKTPOHHBIN
o6pa3 mokyMeHTa B ¢popMmaTe pdf (mpy HEOOXOAMMOCTH), a TAKKe JeJIaeTCsl CBsI3Ka
C JOKYMEHTaMM, IOCTY>KMBIIMMM OCHOBaHMEM [Jii pPacCMOTpeHMusl BOIpoca
Ha 3aCelaHN TePPUTOPUATBHON KOMUCCUM.

8.3.12. Paspemienne Ha TUPAKMPOBAHME [TOKYMEHTOB B HEOOXOIVMOM
KOJIMYECTBEe [aeT IIpefcenaTeslb TePPUTOPUATbHON KomMuccumu. JIOKyMEeHThI
TUPKUPYIOTCSI CEKpeTapeM TepPUTOPUAIbHON KOMMUCCUM, Ha KayKAOW KOIUU
NOKYMeHTa IIPOCTaBJISIeTCSl IeuaTh, YIOOCTOBEpPSIONIasl MOAIMUCHU TIpeacenaTesis
TEPPUTOPUAJIBHON KOMMCCUM ¥ CeKpeTapsl TeppUTOPUaIbHOM Kommccum (6e3

BOCITPOM3BEAEHMSI TTIOITINCEN ).
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8.3.13. Konus  peltieHus1 TeppUTOPUAJIBHOM KOMMUCCUM  HaIlpaBJIIeTCS
3asBUTEJII0O B CJIydae, ecau ero ooOpallleHue B TeppUTOPUATbHYI0 KOMMUCCUIO
MOCAY)XMUJIO  OCHOBaHMEM [IJIT pacCMOTpeHMs] BOIpoca Ha  3acemaHuu
TepPUTOPUAJIBHOM KOMUCCUM.

8.4.0dopmiteHMe TPOTOKOJIA 3aCeIaHMs TEPPUTOPUATLHON KOMUCCUN.

8.4.1. IIpoTtokos 3acemaHus TEPPUTOPUATBLHON KOMMCCUM ODOPMIISIETCS Ha
67aHKe B CpOK, YCTAHOBJIEHHbIM pPerjaMeHTOM TeppUTOPUATbHOM KOMMUCCUMN.
[IpoTokon 3acemaHuss TepPPUTOPUATBHOM KOMUCCUM MOSKET OBITh O(opMIIeH
cpenctBamu IIII ¢ WMCIOAb30BaHMEM COOTBETCTBYIOIIEro Ii1abjoHa OJiaHKa
nokymeHTa (nmpuioskeHue Ne 4).

8.4.2. TIpotokon 3acemaHmusi MOXKXET O(QOPMIISITbCS B ITOJHOM WM KPaTKOM
dbopme.

8.4.3. TekcT mpoTOKOJIA 3aceaHusl TEPPUTOPUAJIBHOM KOMUCCHUM COCTOUT U3
IBYX YaCTel — BBOOHOM ¥ OCHOBHOJA.

8.4.4. B BBOIHOM 4YacTM MPOTOKOJIa YKa3bIBAIOTCSI MHUIMAbI U (haMUINUS
rpefcenaTess TEPPUTOPUATIbHON KoMuccum (TIpefcenaTesibCTBYIOIIEro), a TaKKe
MIPUCYTCTBYIOIIMX: 3aMECTUTENIST ITIpefcenaTessi TeppPUTOPUATBLHON KOMMCCUM,
cekperapsl TePPUTOPUATIBHOM KOMMCCUM U UIEHOB TEPPUTOPUATIbHOM KOMMCCUM,
JIN1I, IPUTJIAIIEHHBIX Ha 3acefaHne, B aJipaBUTHOM ITOpPSIIKeE.

HormyckaeTrcss odopmieHne TPUCYTCTBYIOINIMX OTHOEJbHbBIM CIIMCKOM C
yKazaHueM WHMLIMAI0B, (amvmanii u posmpkHocTer. CIMCOK Ipuiaraercss K
MIPOTOKOJTY 3acemaHmsl.

8.4.5. TToBecTKa AHS BK/IIOYAETCSI B BBOJHYIO YaCTh IIPOTOKosIa. OHa COCTOUT
M3  TIepeuucJieHusT BOMIPOCOB, KOTOpble OOCYXXHAIOTCS Ha  3acemaHuu,
M 3aKpeIrvIsieT IIOC/IeNOBaTeIbHOCTh UMX OOCYKIeHUS UM (haMWInM TOKJIaIUMKOB
(BBICTYNAIOLLINX).

KaskapIiii BOIpoC MOBECTKY IHS 3acedaHus HymMepyeTcss apabckoin mmgpoi,
ero HauMeHoBaHue GopmyympyioT ¢ npeajiora «O» munu «O6». ITo KaskmoMy MYHKTY
yKa3bIBaeTCs MOOKJamuMK ¥ ¢dopMa IpeacTaBJeHuss BoIpoca (JOKJam, OTYET,

coobi1teHne, MHGOpMaLus).
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8.4.6. OcHOBHas1 yacTb ITPOTOKOJIA COMNEPIKUT CTOJIbKO pasfesioB, CKOJIbKO
ITYHKTOB BKJIIOUEHO B ITOBECTKY JIHS. B COOTBETCTBMUM C HEM pasiesibl HyMepyIOTCsl.

Kaxkgpiit pasmen coctout us Tpex yactei: «CJIYITAJIV», « BBICTVIINJIN »,
«PEILINJIN», KOTOpbIe II€YaTalOTCsl OT TpPaHUIIbI JIEBOI'O IIOJISI IPONMUCHBIMU
O6yKBaMM.

B vactu « CJIVILIAJIV» KpaTKO u3araeTcsi TEKCT BbICTYIIJIEHUS JOKIaIUMKa.
Wuutmanel u  daMuamMs OOKJaJuMKa I[evyaTaloTcsi C  KpacHOM  CTPOKMU
B MMEHMUTEJIbHOM Majiexke. 3aluch AOK/Jajga M3jlaraeTrcsi OT TpeTbero Jiniia
eIMHCTBEHHOI'O YMCJIa U OTAENSIeTCS OT haMuUInm TUPE.

Eciu TekcT moknama mpuiiaraeTcsl K IMPOTOKOJTY, TO MCIIO/JIb3YeTCsl CChLIKA
«TekcT mokiama mpujaraeTcs».

B uwactu «BbBICTVYIIJIN» mnepeuncasitoTcsl BbICTYIAIOIIME M aBTOPBI
BOpocoB. MHuImasb! 1 hamMmmuyms BbICTYIAOILErO ITeYaTaloTCsI C KPaCHOM CTPOKM
B MMEHUTeJbHOM Iageske. KpaTkas 3amnmchb BBICTYIUIEHMSI IIO CYILECTBY
paccMaTpuBaeMoro Borpoca (10 pelieHuIo MpeacenaTe/IbCTBYIOIEr0) 13araeTcst
OT TPeThero JMiia eAMHCTBEHHOro UucJia.

Ecimu TekcT BBICTYIUIEHMSI IIpUJIaraeTcsl K MPOTOKOJIY, TO MCIIOJIb3yeTCs
cchIKa « TeKCT BBICTYIIJIEHUS TIPUJIaraeTcsi».

B uvactu «PELINJIV» oTpaskaeTcsl MPUHSITOE pellleHNe Mo 00CYKIaeMOMy
BOIIPOCY U pe3yJIbTaThbl IOJIOCOBAHMSI.

CopmepskaHne 0COO0Oro MHEHMS, BBICKA3aHHOTO BO BpeMsl OOCYXKIEeHMs,
3aIMChIBAETCS B TEKCTe IIPOTOKOJIa IIOC/IE COOTBETCTBYIOIIEIO pelIeHUs] WJIn
odopmisieTcs Ha OTAENbHOM JIMCTE M IIOMEIAeTCs TOoCje COOTBETCTBYIOILETO
pelieHus.

8.4.7. IIpoTtokon 3acemaHusi MOAMNMCHIBAETCSI IIpencenaTe/IbCTBOBABIIMM Ha
3acelaHMM U CeKpeTapeM TEepPPUTOPUAIbHOM  KOMMUCCUMM (MM UJIEHOM
TePPUTOPUAJIBHOM  KOMMUCCUM,  MCIIOJHSBIIMM  OOSI3aHHOCTM  CeKpeTraps
TePPUTOPUAJIBHOM KOMUCCUMN).

8.4.8. Tlocne nmoammucanus MPOTOKOJIbI PETUCTPUPYIOTCS C MCIOJIb30BaHMEM

perucTpauyoHHO-yueTHOM ¢Gopmbl. [IpOoTOKOJBI 3acegaHuit HYMEPYIOTCS B
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XPOHOJIOTMUECKOM  TIOCTeAOBaTeJIbHOCTM B  IIpefejiax CpoKa ITOJTHOMOUMIA
TEePPUTOPUAJIBHON KOMMCCUM.

8.4.9. IIpoToKoIbI 3acegaHnit TEPPUTOPHUATLHON KOMUCCHM, TIPMUOOILIEHHbIE K
H/M peIlleHus] BMecTe C MaTepuajaMy, MOCTYKUBIIMMM OCHOBAaHMEM [JII UX
MIPUHSITYSI, OCOOBIMM MHEHUSIMM YWIEHOB TEPPUTOPUATIBLHON KOMUCCUU XPAHSITCS Y
npencenaTensi (CeKperapsi WM OTBETCTBEHHOTO 3a BelleHMe OeONMpPOM3BOICTBA)
TePPUTOPUAJIBHON KOMMCCHM, a 3areM, OQOpMJIIeHHble B COOTBETCTBUM C

TpeboBaHMsIMIM MHCTPYKLMM, TIepefaloTCs B apXuB.

9. KoHTPOJIb UCIIOITHEHNS] JOKYMEHTOB ¥ IIOPYYEeHUI

9.1. KoHTpOJIIO UCITOJTHEHNS TTO/IJIesKAT:

IIOPYYeHMsI, COHepsKalyecs B IIOCTAHOBJEHMSIX M IOPYIUX ITOKYMEHTax
LINK Poccun, Mi36upatenbHoit Komuccny KaymHMHTpagckon 061acTi, B pelIeHnsIX
TePPUTOPUAJIBHOM KOMUCCUM;

MMCbMEHHbIE IIOpYyYeHMs TMpeacenaTtesis (3aMeCTUTeNsT IIpefcenaTesis,
cekpeTapsi) TeppUTOPUAJIbHON KOMUCCUM;

BXOJISIIIME TOKYMEHTbI, B TOM 4YMCJIe MMUCbMEHHbIe OOpallleHus] TpaskiaH,
yKasaHHble B [lepeuHe mojieskamyx KOHTPOTIO JOKYMEHTOB C YKa3aHMEM CPOKOB
mcnoysiHeHus (mpwioskeHne Ne 8), B COOTBETCTBUM C YKA3aHUSIMU IO VICITOJTHEHUIO
TOKYMEHTa npencenaTesst (3amecTuTesIst npencenaTess, cekpeTapsi)
TePPUTOPUAJIBHOM KOMUCCUM;

MCXOMSILMe TOKYMEHTbI, TpeOYIoIlIe OTBEeTa;

MIOpYYEeHMsI, COMepKallyecss B IPOTOKOJIAX 3acelaHuil TeppUTOPUAIbHOM
KOMMCCUY;

TIJIAaHbI MEPOITPUSITUA.

9.2. KOHTpOJIb MCMOJIHEHMS TOKYMEHTOB, YKasaHHbIX B moppasmene 10.1
NucTpykuym (3a  MCKJIIOYEHMEM MUCXOOSAIIMX JTOKYMEHTOB), II0 CYIIECTBY
3aTPOHYTBIX B HMX BOIIPOCOB OCYIIECTBJSIET TMpeacenareab (CeKpeTapb)

TePPUTOPUAJIBHOM KOMUCCUMN.
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9.3. KoHTpoJIb MCHOJHEHUS MUCXONSIIMNX TOKYMEHTOB, B TOM 4MCJe 3a
CBOEBPEMEHHOCTbIO MOTyYeHMSI OTBETOB Ha 3aIlpOChl TEPPUTOPUAJIBHOM KOMUCCUM,
OCYIIECTB/ISIIOT ~ YJieHbl TeppPUTOpPUAIbHOM KOMMCCHUM, OTBETCTBEHHbIE 3a
MOATOTOBKY JaHHbBIX JOKYMEHTOB.

9.4. CpoKu WCIIOJIHEHMSI IIOPYYEHMM, COHEPKAIIMUXCSI B  PpeLIeHUSIX
TepPUTOPUAJIBHON  KOMMCCUMM,  TMCbMEHHBIX  IOpyYeHUI  MpercemaTesis
(3amecTuTeNsT  Ipefcemaress, cekperaps)  TepPPUTOPUAJIBHOM  KOMUCCUU
oIpenesTIoTCS STUMM TOKYMEHTaMM!.

9.5. JIoKyMeHT TMOAJEKUT MCIOJHEHMIO He T[Oo3[Hee, uYeM uepe3
30 kajieHAApHBIX OHEM CO [OHS €ro IOCTYILJIEHMSI, 3a MCKJIIOUEeHMEM C/Iy4aes,
MpenyCcMOTpeHHbIX MMyHKTOM 10.6 HacTosIero pasaea.

Eciu nocnenuuit meHb UCIOJHEHMSI JOKYMEHTa MPUXOAUTCS Ha Hepabounit
IleHb, TO OH TOJIESKUT MCIIOJTHEHUIO B MIPEIIIeCTBYIONIMI eMy pabounii IeHb.

HokyMeHTbl ¢ momMeTKamu «Becbma cpouHo», «CpOUYHO» MCHOHSIIOTCSI B
TPeXIHEBHBIN CPOK, TOKYMEHThI C TOMeTKOM «OnepaTMBHO» — B IeCSATUIHEBHbIN
CPOK.

CpoK MCITOJIHEHUSI MCUMCJISIETCS B KaJIeHOApHbIX AHSX. [ mopydyeHum —
OT [aThl TOMANMMCAHMUS TIOPYYEeHMS, AJIST BXOASIIMX AOKYMEHTOB, B TOM 4YMCJIE
oOpallleHNi1, — OT JAaThl PErUCTPalNUM JOKYMEHTA.

Eciu nocnenuuit meHb MCIOJTHEHUST TOKYMEHTAa, COMIEPKAIllero IMOMETKY O
CPOYHOCTM WCIIOJTHEHMUSI, TPUXOOUTCS Ha Hepabouuit [1eHb, TO OH ITOAJIEXKUT
MCIIOJTHEHUIO B CJIEAYIONINMIA 32 HUM pabounit TeHb.

9.6. CpoKu  WCIIOJIHEHMUSI  BXOOSIIMX  JTOKYMEHTOB U  OOpallleHui
YCTaHaBJIMBAIOTCS MCXOMS M3 CPOKOB, IpejIaraeMbIX OpraHu3alyen, HallpaByBIIIei
IOKYMEHT, WJI CPOKOB, YKa3aHHbIX B MpuioskeHum Ne 7.

OOGpalieHnsi O  HapyIleHMM  3aKOHA, IIOCTYIMBIIME B  TIE€PUOJ
COOTBETCTBYIOIIEM  M30MpaTeJbHOM  KaMIlaHMM, KaMIlaHuu pedepeHayMa,

UCIIOJIHAKOTCA B CPOKM, YCTAHOBJIEHHbLIE 3dKOHOOATEJIbCTBOM O BbI60an 141

pedepeHmyme.
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9.7. OTBeTCTBEHHOCTb 3a CBOEBpEMEHHOe I IIOJTHOe BHECEHUE B
PErMCTPAlMOHHO-YYETHYIO  (OpPMY  CPOKOB  MCIIOJIHEHMSI JOKYMEHTOB U
MHbopMalUMM O COCTOSSHMM MCIIOJIHEHUS JOKYMEHTOB, KOHTPOJIb CPOKOB
MICIIOJIHEHMSI JOKYMEHTOB BO3/IaraloTCsl Ha CeKpeTapsl TEPPUTOPUATILHO KOMUCCHUMN.

98. B TJIaHax MEpPOTIPUSITHIA, YTBEP>KIEHHbIX pelleHsIMHU
TepPUTOPUAJIBHON KOMMUCCUM, KOHTPOJIIO TIOAJIEXXAT CPOKM UCTIOTHEHMSI OT/Ie/IbHBIX
ero ImyHKTOB. CBemeHMSI O XOHe ¥ COCTOSSHMM WX MCIIOJIHEHMSI 3aHOCSTCS B
pPerucTpaluyoOHHO-YUeTHYIO hopMy.

9.9. JIOKyMEHT CUMTAeTCs MCIIOJIHEHHBIM ¥ CHUMAETCS C KOHTPOJIS MOCIe
pellieHMsT BCeX TIIOCTaBJ€HHbIX B HEM BOIPOCOB, COOOIIEHUSI Pe3y/IbTaTOB
pacCMOTpeHMST BCEM 3aMHTEPECOBAHHBIM JIUIIAM.

9.10. OcHoOBaHMSIMM JIJISI CHSITHUSI JOKYMEHTA C KOHTPOJIS SIBJISIIOTCSI:

pellieHre TepPPUTOPUATIbHOM KOMMCCUMM, paclopsbkeHue IpeacenaTesist
TEePPUTOPUAJIBHON KOMMUCCUM TIO pe3ysIbTaTaM MCIIOJIHEHMS TOKYMEHTa;

OTBET Ha BXOMISILNI JOKYMEHT;

OTBETbl OT OpraHM3aluii, B KOTOpble MOKYMEHT ObLI HalpaBjeH IS
pPacCMOTpEeHMSI TI0 CYILECTBY MOCTaBJIEHHBIX B HEM BOIIPOCOB M OTBETA 3asIBUTEJIIO;

HampaBjieHue oOpallleHus B Apyrue OpraHmM3aluy IS PpacCMOTPEHMS TIO
CYIIECTBY ITOCTABJIEHHBIX B HEM BOIIPOCOB M ITOCJIEAYIOIIEr0 MH(POPMUPOBAHMS
aBTOpa O pe3yJbTaTax PacCMOTPEHMS.

9.11. [JoKyMeHT He CUMTAETCS] UCIIOJTHEHHBIM M OCTAeTCsl Ha KOHTPOJIE:

ecJiM OH HampaB/sIeTCsl B Apyrue OpraHbl WIM OpraHu3alum JjIst
PacCMOTpEHMS C 1Ie/IbI0 TOJYYEHUSI TEPPUTOPUATIBHOM KOMUCCHeN MHOpMaLmu,
HEeOOXOAMMOM IS PacCMOTPEHMS IO CYIIeCTBY ITOCTaBJIEHHBIX B JOKYMEHTE
BOIIPOCOB. B citydyae HeOOXOAMMOCTM TeppuUTOpHUaIbHAsT KOMUCCHUST MHDOPMUPYET
06 3TOM aBTOpa IOKYMEHTa;

ecJM OH Hampas/IsIeTCsl B JApyrue OpraHbl WiIM OpraHusaumm A
pacCMOTpeHMs IO CYIeCTBY MOCTaBJI€HHbIX B HEM BOIIPOCOB U OTBETA 3asIBUTEJTIO C
MOCJIEAYIONM MH(POPMUPOBAHNEM TEPPUTOPMAIBHON KOMMUCCUM O pesyjbTaTax

MCIIOJTHEHMSI;
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€CJIM Ha HeM He CTOUT OTMETKa IipeacenaTesid TeppI/ITOpI/IaJIbHOI‘/JI KOMUCCUU O

IMPpUHATUN UCITIOJTHEHWS.

10.AsroroB/ieHne 1 UCII0JIb30BaHMe ImeyaTen  IITaMIIOB

10.1.Ins ymocTtoBepeHMs] TMOLJMHHOCTU [OOKYMEHTOB WJIM COOTBETCTBUS
KON JOKYMEHTOB IOAJIMHHMKAM, IIPOCTaBJ€HMSI OTMETOK O IIOJyYeHUH,
perucTpanum JOKyMEHTOB B TEPPUTOPUATBHOM KOMUCCUM UCITOJIb3YIOTCSI TepOOBbBIe
U OpyTye TevaTy U IITaMIIbl.

10.2./3roToBieHMe IrevaTeit M IITAMIIOB OCYILECTBJIIETCS IO YKa3aHUIO
npencenaTesisi TEPPUTOPUATIBHOM KOMMUCCUM JIMOO B COOTBETCTBUM C pellieHueM
N36upatenbHOM Komuccuy KaamuuHrpamackoi 061acTu.

10.3.Ha paccbutaeMbIX KOIMSIX peIleHMii TePPUTOPUATbHOM KOMMUCCUM, Ha
rakeTax IpM OTIIpaBKe JOKYMEHTOB, NMpu O(opmyieHUM NOKYMEHTOB Ha MpueM
TOBAapPHO-MaTepUa/IbHbIX 1I€HHOCTE) IIPOCTaB/ISIETCSl TeYaTh TepPUTOPUATbHOM
KOMUCCUM.

10.4.ITeyatu ¥ 1ITaMIbl MOMJIEXKAT PEruMCTpaliM B OTHEIbHOM >KypHase
yuera revaTei u mramioB. [ledaTy 1 1ITamMIbl BbIZAIOTCS MO, MMOAMNUCH B SKypHaJIe
yueTa neuareit 1 mrammnos. Ha skypHasie mpocTaBisieTcsi oTMeTKa «1Jist ciryke6GHOro
MTOJIb30BAHMSI», €TI0 JIMCThI HYyMEPYIOTCS, ITPOIIMBAIOTCS M OITeYaThbIBAIOTCSI.

10.5.Teyat ¥ IITaMIIbI OOJ/DKHBI XPaHUThCS B HAIEKHO 3aKpbIBaeMbIX
cendax wim MeTa/NIMUYECKUX IIKadax.

10.6.IIpencemaTtenb TeppUTOPUATBHOM KOMMCCUM OCYILECTBJ/ISIET KOHTPOJIb
3a IPaBWIbHOCTbIO XpaHEHMS U UCII0/Ib30BaHMsI TleuaTeil U IIITaMIIOB.

CBepka Ha/JMuMs IevaTell M ILUTAMIIOB OCYILECTBJIIETCSI IpelcenaTesieM
TEePPUTOPUAJIBHON KOMUCCUM OJIMH Pa3s B TOJI.

10.7.I1puitiesiiie B HETOAHOCTb TeYaTM U IITaMIIbl YHUUTOXKAIOTCS, O YeM
COCTaB/ISIETCSI aKT, a B JKypHajJe YydYeTa TIeyaTeil M IINTAaMIIOB CTaBUTCS
COOTBETCTBYIOIIas OTMETKa.

YHUUTOKEHMEe TPOU3BOAMUTCS IIOCe YTBEPXKAEHMSI aKTa IpeacenaresiemMm

TeppMTOpMaﬂbHOﬁ Komuccum. MeTannnyeckue IedaTu YHUUTOXKAIOTCA IIYTEM
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IMMOJIHOT'O CIIMJIMBAHUA TEKCTa MJIM OIIMJIMBAHUA OBYMS II€PEKPECTHbIMU JIMHUSIMMU,

Kay4yKOBbI€ II€YdaTU U LITaMIIbl Pa3pe3ar0oTCAd Ha MEJIKME YaCTU MJIN COKUT'alOTCA.

11.®dopmupoBaHue gen u nepesada ux B apxms

11.1. CocraByieHne 1 yTBepsKIeHe HOMEHKIATyPbI AeJl.

Homenknatypa pmen mnpemHasHaueHa i (GOpMMPOBAHMST MCIOJIHEHHBIX
OOKYMEHTOB B [eja (3JIeKTPOHHbIE Mejia), CHUCTeMaTM3alluy M yueTa e,
oIrpenesieHNsI CPOKOB UX XPaHEHMS U SIBJISIETCS OCHOBOM IJISI COCTABJIEHMS OTIMCEN
IeJ1 TIOCTOSIHHOTO M JOJIrOBpeMeHHbIX (cBbillie 10 jieT) CpOKOB XpaHEHUs, B TOM
yiciie Mo JUYHOMY COCTaBY, aKTOB O BbIJI€JIEHUM K YHUUTOKEHUIO TOKYMEHTOB C
MCTEKIIMMM CPOKaMM XpaHEHMs, a TAKKe ISl yUeTa Iejl B IeJIOIPOM3BO/ICTBE.

Hassaunsamn pasmesioB HOMEHKJIaTyPbl Ien TePPUTOPUAJIBHOM
MU30MpaTeIbHON KOMMUCCHUY SIBJISIOTCSI TEMATHKA M/VJIY HallpaBJIEHMS IeSITeIbHOCTM.

B HoMeHKJaTypy [Oes BKJIIOYAIOTCSI 3arojIOBKM  [IeJI, OTpPasKarolye
IesITeJIbHOCTh TepPUTOPUAJIbHOM KOMMCCUM, B TOM UMC/JIe JIMYHbIE [eja,
CIIPaBOYHBIE M YUETHBIE KAPTOTEKU U APYTHE YUETHbIE (DOPMBI.

He BkOualoTcs B HOMEHKJIATYpy [Oejl IepuoaudecKue  U3IaHUS,
KHUTY, OPOILIIOPBHI.

3aroJIoBOK JeJ1a JOJKEH YeTKO U B 000011IeHHOV (DopMe OTpaykaTh OCHOBHOE
comep>kaHMe U COCTaB OOKYMeHTOB. He pomyckaercs  ymnorpebGjieHue
HEKOPPEKTHbBIX (POPMYJIUPOBOK, BBOJHBIX CJIOB U CJIOXKHBIX 0O0OPOTOB.

[Ipy cocraBjeHUMM HOMEHKJIATypbl [Aejl CJiefyeT PYyKOBOJCTBOBATHCS
perJiaMeHTOM TEPPUTOPUAJIBHOM KoMuccum, [TlepeuHeM TUITOBBIX YIIPaBJIeHUYECKMUX
apXMBHBIX  JOKYMEHTOB, OOpasyiommxcs B  IIpoliecce  NesITeTbHOCTU
rOCyJapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYITPaBJIEHMSI ¥ OpraHM3aIuni,
C yKa3aHMeM CpOKOB XpaHeHMs, YTBEPKIEeHHbIM Ipukaszom DemepasbHOrO
apxuBHoOro arerrtctBa oT 20 mekabpst 2019 roma Ne 236 (manee — Ilepeuenb),
[IpaBunaMu opraHmu3aluy XpaHeHMUs, KOMIIJIEKTOBAHMS, YUYeTa M MCIIOJIb30BaHMS
nokyMeHTOB ApxuBHoro donma Poccuiickon ®Pemepanyy M IpYyrux apXMBHBIX

AJOKYMEHTOB B roCyaapCTBE€HHbIX OpTraHaX, OpraHax MEeCTHOI'O CaMOVYIIpaBJICHUA U
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OopraHM3anusX, yTBepP>KAeHHbIX ITprKazoM dDemepasbHOrO apXUBHOTO areHTCTBa OT
31 wuwong 2023 roma Ne 77, mopsiakaMy XpaHeHMsI UM IlepeJauM B apXUBBI
IOKYMEHTOB, CBSI3aHHBIX C IIOATOTOBKOM ¥  IIPOBEIEHMEM BBIOOPOB,
yrBepskaeHHbIMM TVK Poccum m m36GupaTebHbIMM KOMMUCCUSIMU CYOBEKTOB
Poccuiickon ®enmepanyy, HOMEHK/IATypaMu el TEPPUTOPUAIBHON KOMUCCUM 3a
Mpe/IIIeCTBYIOIINe TOIbI.

[Ipr moAroToBKe HOMEHKJIATYpbl [IeJ1 HEOOXOOVMO YUMUTHIBATh XapaKTep
BBIOOPOB, IMTPOBOAMMBIX B IIPEICTOSIIIIEM T'OAY.

HomenknaTtypa [ngen TeppuUTOpMAIbHOM KOMMCCUM Ha IIPeICTOSILNI
KaJIeHIApHbIA TON COCTaBJIIETCS B IIOC/JeIHEM KBapTajie TeKYIIero ropa,
YTBEPXKIAETCS TIpefcenaTesieM TeppUTOPUAIbHOM KOMMUCCUM U BBOAUTCS B
nenctBue ¢ 1 sHBaps ciepyloliero roaa (mpuiaoskeHue Ne 9).

Homenkiatypa [en  TeppUTOPMAIIbHOM  M30MpATEIbHOM  KOMMCCUM,
SIBJISIIOIEICST VMICTOYHMKOM KOMILJIEKTOBAHMSI MYHULIMITQJIBHOTO apXyBa, HE peske
OOHOTO pasa B MATh JIeT IIPeNCTaB/SIeTCSI B MYHUIIMIAIbHBIM apXuB [IJIS
YTBEPsKIEHMSI Ha SKCIIEPTHO-IIPOBEPOYHOM KOMMCCUMM TpyM MMHUCTEpPCTBE II0
KyJbType u Typusmy Kanuuurpaackoim obnactu (maisee — II1K).

HomenkiaTypa meyn TeppUTOPMASbHON KOMMUCCUM COCTaBJISIETCSI B Tpex
9K3eMILISIpax:

1-11 3K3eMIUISIp YTBEPKIEHHOM HOMEHKJIATypbl JeJl SBJSIeTCSI JOKYMEHTOM
TTOCTOSTHHOTO XPaHEeHMSI;

2-11 9K3eMIUISIp TlepeiaeTcsl B apxXMB B KAUeCTBE YUETHOTO JOKYMEHTA;

3-11 9K3eMILJISIp TIepelaeTCsl B rOCYIapCTBEHHbIN MJIYM MYHULIUITIA/IbHBIN apXUB,
MCTOYHMKOM KOMILIEKTOBAHMSI KOTOPOTO SIBJISIETCSI TEPPUTOPUATIbHAST KOMUCCHSI.

B ciyuae BOSHMKHOBEHMSI B TeUEHME I'Ofa HOBBIX JI€JI OHM JIOIIOJTHUTETHBHO
BHOCSITCSI B YTBEPKIEHHYIO HOMEHKJIATYypy /el [0 YKa3aHMI0 IIpeacenaTesis
TePPUTOPUATIBHON KOMUCCUMN.

[Io oOKOHYaHMM KaJeHJApHOTO Troja B KOHIIE HOMEHK/JIATypbl [e
COCTaBJIIETCS UTOrOBasl 3allCh O KOJMYECTBE 3aBeIeHHbIX Jes (TOMOB, YacTel),

OTOEeJ/JIbHO ITOCTOAHHOI'O M BPEMEHHBIX CPOKOB XpaHEHMI Ha 6YMa)KHOM HOCHUTeEJIe
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M O KOJMUYECTBE 3aBeJleHHbIX 3JIeKTPOHHBIX e/l MOCTOSHHOTO UM BpEeMEHHbIX
CPOKOB XpaHeHMsI, a TaKsKe 3aroJiHsieTcs rpada 3 HOMEeHKJ/IaTyphbl.

Cpoxk xpaHeHMs JOKYMEHTOB YKa3bIBA€TCSI B HOMEHKJIATYPE JIeJI CO CChLJIKOM
Ha cTaTbio [lepeuHst MM MHOM HOPMATUBHBIM ITPABOBOM aKT, YCTaHaBJIMBAIOIINA
CpOK XpaHeHMs mJokyMeHTa. CpOK XpaHeHMsI JOKYMEHTOB, HEe YKa3aHHBIX B TAHHOM
[lepeuHe, ycTaHaBJIMBAETCS II0 COIVIACOBAHMIO C M30MpaTebHOM KOMMCCHUEN
cyobekta Poccuitckon @emepaiimy U TOCYIapCTBEHHBIM apXMBOM CyObeKTa
Poccuiickon @emepanyy mau MyHUIUIITbBHBIM apXuBom u DITK.

Wcuncnenne CPOKOB XpaHEeHUsI IOKYMEHTOB, 3aKOHUYEHHBIX
IeJIOTIPOU3BOACTBOM B TEKYILIEM Irofly, HauuMHaeTcs ¢ 1 sHBapsl cyiedyIoIero roaa.

TeppuropuasbHass KOMMCCHSI TaKKe BIIpaBe pa3pabaThbIBaTh TUIIOBBIE /W
MIpYMepHbIe HOMEHKJIATYPbI JeJT [IJISI YYaCTKOBBIX 1301 paTeIbHbIX KOMUCCUIA.

11.2. Odbopmsienne OOKYMEHTOB, 3aKOHUYEHHBIX J€JONPOU3BOJICTBOM,
dbopmupoBaHMe U TEKYIIee XpaHeHMe IeJ1 B TEPPUTOPUATILHON KOMUCCHUN.

3aKOHUYEHHbIEe IeJIONPOU3BOACTBOM TIOKYMEHTBbI odopmsIIOTCS
B COOTBETCTBMU C TpeboBaHMsIMMU WHCTPYKLMM, CHMCHIBAIOTCS IIpelcenaTesieM
TePPUTOPUAJIBHOM KOMUCCUU B [Aes10. ITpy 3TOM B HIDKHEN YacTy JIMIIEBOY CTOPOHBI
TIePBOro JIMCTA JOKYMEHTa Ha CBOOOTHOM OT TEKCTa MeCTe CTaBUTCS OTMETKA O €ro
MCIIOJIHEHMM, [ejaeTcsd Haamucbh <«B  meno», pacimdpoBbIiBaeTcs MOOIUCH
npencenatessi TePPUTOPUATBHOM KOMMCCHUM, YKasbIBaeTcsi HOMEpP meJjia IIOo
HOMEHKJIaType U gara crucanus. IIpy HeoOXOmMMOCTM OTMETKa 00 MCIIOJTHEHUM
MOXXeT ObIThb cJejlaHa Ha OOOpPOTHOM CTOpPOHE TIePBOrO JIMCTA JOKYMEHTA.
B perucrtpanmonnyio ¢bopMy BHOCUTCS OTMETKA O CIIMCAHMM JTOKYMEHTAa B JeJIO C
yKa3aHyeM HoMepa Jiejia COrJIaCHO HOMEHKJIAaType JIel.

WcnonHeHHble TOKYMEHTbI (GOPMMPYIOTCSI B Jejla B COOTBETCTBUM C
YTBEPsKIEHHON HOMEHKJIATy PO JeJl.

Ileno cuuraeTcs 3aBeOeHHBIM C MOMEHTAa BK/IIOUEHMS B HEro IIepBOro
MCIIOJTHEHHOTO TOKYMEHTA.

3aKOHUYEHHbIE JIeJIONMPOU3BOACTBOM 3JIEKTPOHHbIE TOKYMEHTbI (DOPMUPYIOTCS

B 2JIEKTPOHHBIE fAejia (ITanKy, IMPEKTOPMI) B COOTBETCTBMM C HOMEHKJIATYPO JIel.
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[Ipn  dopmupoBaHuu [nena MpPoOBepsieTCs IPaBUJIBHOCTb  OTHECEHMUS
IOKYMEHTOB B JaHHOE 1eJ10, KaueCcTBO 0(hOpMJIEHMS ¥ KOMIIJIEKTHOCTb IOKYMEHTOB,
Ha/IM4ye TOAMMCEN, BU3, PETMCTPALMOHHBIX HOMEPOB, CIIPABOK WMJIM OTMETOK 00
MCIIOJTHEHUU, CITMCAaHUM B Aesio u apyruxX. HempaBuabHO oopmiieHHbIe JOKYMEHTbI
IOJIKHBI ObITh TOO(OPMJIEHBI, a 3aTEM ITIOMEILIEHBI B AEJIO.

He momyckaeTcs momeleHue B 1610 JOKYMEHTOB, COIepsKaHle KOTOPBIX He
COOTBETCTBYET 3aroJIOBKY JieJa.

[Tpu popmupoBaHmM [1es1 COOIONAIOTCS C/IeIYIOIIe TPeOOBaHMS:

IOKYMEHTbI TOCTOSSHHOT'O UM BpPEMEHHOIo XpaHeHMUs (QOpMUPYIOTCS B Aesia
pasgesibHo;

B JIeJI0 BKJIIOYAIOTCS TOJIBKO MCIIOJIHEHHBIE, IPaBUJIBHO O(OpPMJIEHHBIE
IOKYMEHTbI B COOTBETCTBMM C 3aT0JIOBKaMM JeJl B HOMEHKJIAType;

BCE JIOKYMEHTbI, OTHOCSIIMECS K PELIeHMIO OJHOTIO BOIIpoca, GOPMUPYIOTCS
B OJTHO [1eJI0;

IIOKYMEHTbI, ITOoJIJIeXKalllie BO3BpaTy, B JIeJI0 He TTOMEeIIal0TCS;

B JIeJI0 TIOMEILIAeTCs TOJbKO OIMH SK3eMIUISIP JOKYMEHTa, YePHOBUKU U
BapMaHThI IPOEKTOB TOKYMEHTOB B JI€JI0 He MOMIIMBAIOTCS (3a MCKIIOUEHNEM TEX,
Ha KOTOPBIX MMEIOTCSI BM3bI, YKa3aHMS IO MCIIOJHEHUIO AOKYMEHTOB U ApPYyTue
OTMETKM, TOTIOJTHSIIOIIME TIEPBbIV IK3EMILISIP);

B JIeJIO BKJIFOUAIOTCS, KaK MPaBUJIO, JOKYMEHTbI OJJHOTO KaJIeHAApHOT'O Irojia
(MCKITFOUEHMEe COCTAaBJISIIOT JIMYHbBIE U TIepexosiiue eia);

06beM GOpMUPYEMBIX AeJT TOCTOSIHHOTO XpaHeHMs U 10 IMYHOMY COCTaBYy He
mospkeH mpesbiiiath 250 ymctoB (3-4 cM TOMILMHBI KOpeIlKa /esia), TOJIIMHA el
BpPEMEHHBIX CPOKOB XpaHeHMsI He Jo/rKHA rmpeBbiath 10 cm. [Tpu 60sbiiiem o6beme
IOKYMEHTOB B 1eJie (popMMUpyeTCcss HECKOJIbKO TOMOB (uacrten). [Tpu Hamunu B gerte
HECKOJIbKMX TOMOB (YacTell) MHIIEKC M 3ar0JIOBOK Jiejia ITPOCTABJISIIOTCST Ha KaskKIOM
TOMe C Job6aBjieHreM o6o3HaueHut «Tom 1», «Tom 2» u T.7.

OJIeKTpOHHbIE AOKYMEHTbI Ha TOMa M 4YaCcTuM He pasfensiorcs. Bce
3JIEKTPOHHbBIE TOKYMEHTbBI, OTHOCSIIMECS K OJHOMY HOMEHKJ/IATYpPHOMY MHJIEKCY,

He3aBUCUMO OT UX 061>eMa, BK/IIOUYAIOTCA B OAHO 3JIEKTPOHHOE OeJIO.
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B ciyyae HeoOXOAMMOCTHM TOKYMEHTBI IO OJHOMY M TOMY K€ BOIIPOCY, HO C
pa3JIMYHbBIM  CPOKOM  XpaHeHMsT MOT'yT HaXOOUTbCI B  OJHOM  Jejie
IO KOHIIA TEKYIIero roga MM IO 3aBepllieHus] MCIIOJHEHNUST JOKyMeHTa, a 3aTeM
nepecOpMMUPOBBLIBAIOTCS B Jiejia MIOCTOSTHHOTO ¥ BPEMEHHBIX CPOKOB XpaHEeHMs.

B neso BK/IIOUAIOTCS BCe AOKYMEHTBI IO KOHKPETHOMY BOIIPOCY BMeECTE C
MIPUIOKEHMSIMM, YKa3aHHBIMM B TEKCTE JOKYMEHTA, IIPM OTCYTCTBUM IIPUJIOKEHNMN,
YKa3aHHbIX B TEKCTE JOKYMEHTA, UCIIOJTHUTEIb 00sI3aH OPraHM30BaTh MX PO3bICK U B
caydae uxX ooHapyskeHMs chopMIpOBaTh B [IeJI0 BMECTe C IOKYMEHTOM, K KOTOPOMY
OHM TpuiaaraioTcsl. Ecam  po3bICK  TOKYMEHTOB MOeJl TMOCTOSIHHOTO — MJIU
IOJITOBPEMEHHBIX CPOKOB XpaHEHMSsI, B TOM UMCJIe IO JMYHOMY COCTaBy, He mas
MTOJIOKUTEJIbHBIX Pe3yJIbTaTOB, COCTABJISIETCSI aKT O HEOOHAPYsKeHUM TOKYMEHTOB,
ITYTU PO3bICKA KOTOPBIX MCUEPIIaHbI.

INOKyMeHTbI BHYTpPM Jeja pacloyiaraloTCs B XPOHOJOTMYECKOW WJIU
BOITPOCHO-JIOTMYECKOM TOC/IeOBATEIbHOCTY MUJT UX COYETAaHUM.

HopmaTuBHble ¥ OpraHmM3alMOHHO-PACHOpSIAUTEbHbIE  TOKYMEHThI
C OTHOCSIIMMMUCS K HUM IPWIOKEHUSIMM TPYHIUPYIOTCS B Jeja II0 BUIAM
IOKYMEHTOB ¥ IO XPOHOJIOT M.

[TpoToKOBI 3acenannii TEPPUTOPUAIBHON KOMMUCCUY PACIIOIaraloTcsl B Jesie
[0 XPOHOJIOTMM B TIOpPSIAKE BO3pacTaHMs HOMepoB. IOKYMEHTbI K 3aceIaHuIO
TepPUTOPUATIBHON KOMMCCHUM ITIOMEIIAIOTCS TIOC/Ie COOTBETCTBYIOIIErO IMPOTOKOJIA B
MOpsSIIKE PaCCMOTPEHMST BOITPOCOB Ha 3aceaHuM.

[TososkeHMsl, MHCTPYKLMM, YTBEpPKIEHHbIe HTOKYMEHTaMM, SIBJISIFOTCS
MIPWIOKEHUSIMU K HUM " TPYIIIUPYIOTCS BMeCTe
C YKa3aHHBIMM JOKYMEHTaMM.

[InaHOBas M OTYETHAs JOKYMEHTalysl He3aBUCUMO OT [1aThl €e COCTaBJIeHUS
BKJTIOYAETCS B J€JI0 TOTO r'o/ia, K KOTOPOMY OHAa OTHOCUTCSI.

B neine «Ilepenmcka» mcxopsiumii (OTBETHBIN) JOKYMEHT ITOMEIAeTCSs TTOCIIe
BXogsiiero. IIpyM BO30OHOB/IEHMM TIepeNMCKM 10 BOIPOCY, HayaBIIencs B

nmpeabrayiiaem rogy, 1IO0KyMEHTbI BKJIIOUAIOTCA B 4€JI0 TEKYIIET'O roja M YKa3bIBa€TCA
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MHJIEKC TOTO Jiejia 0 HOMEHKJIaType JieJ TpedbIAyIIero rojia, B KOTOpOM HaXOASITCS
npeflecTBYIOIIMe JOKYMEHThI IO 3TOMY BOIIPOCY.

OOGpailieHnsi TrpaxkaaH M OOKYMEHTbI IO UX PpPacCMOTPEHMIO MOTYT
dbopmupoBaThcsl B OTAebHbIe Aesna. Kaskgoe obpailieHne 1 Bce JOKYMEHTHI 10 eTro
PacCMOTPEHMIO COCTABJISIIOT B JleJie CAaMOCTOSITE/IbHYIO TPYIITY M PacIioiaratoTcs B
andaBUTHOM TOPSIAKE TI0 TIepBbIM OyKBam (amumsinii aBTOPOB OO paIiieHNA.

[Ip dopmupoBanmmu pdena U3 HECKOJbKMX TOMOB (4acTeil), KpoMe
obOIIlero  3arojioBKa Jejia Ipyu  HEOOXOOMMOCTM COCTAaBJISIIOTCSI  3aTrOJIOBKMU
Ka)XkA0ro ToMa (4acTu), yTOUHSIoIIMe cofepykaHyue TOMOB (UacTei) aea.

B nmenax, HaxomsdIMXcsl B AeJONPOMU3BOACTBE, JOKYMEHTbI TEKYILero rojaa
pacroJiaratoTcsi MO XPOHOJOTMM CHM3Y BBepX IO Mepe IocrymuieHus. Ilpu
MOATOTOBKE K cAaue B apxXuB ejia C JOKYMeHTaMM ITOCTOSTHHOT'O U I0JITOBpeMeHHbBIX
(cBoimie 10 sieT) cpokoB xpaHeHMs MepeOpMIPOBBIBAIOTCS B OOpPAaTHOM IOpSIIKE:
OOKYMEHT, IMOCTYMMBIINI B KJIEHAAPHOM TOAY ITOCAeOHUM, JOJIKEH ObITb BHU3Y
nesa, a mepBblii JOKYMEHT KaJleHAapHOTO rojia — BBEPXY, ePBbIM.

[ena c MOMeHTa UX 3aBeJleHMs U 10 Tlepeiau B apXuB MUJIM YHUUTOXKEHUS B
CBSI3M C MCTeYeHMeM CPOKOB XpaHeHMs] HaxOondTcCs Yy Ipepacenartess (cekperaps)
TePPUTOPUATILHON KOMUCCHUNA.

OJIeKTPOHHbIE ~ NOKYMEHTbl  (OpPMUPYIOTCSI B  3JIGKTPOHHble  JeJjia
B COOTBETCTBMM C HOMEHKJATypou nej. B HOMeHK/IaType [ieJl yKa3bIBaeTcsl, 4TO
Ieyio BeleTcs B 3JEKTPOHHOM GopMe. OJIeKTPOHHbIE TOKYMEHTBI II0C/Ie UX
MCIIOJIHEHUST WM OTIpaBKu Tmopjexar XpaHeHuio B IIIl B TeueHMe CpOKOB,
MpeyCMOTPEHHBIX [IJi1 aHAJOTMYHBIX NOKYMEHTOB Ha OymakHOM HocuTese. B
cyJae ecyIu Jiesia rpecTaBjieHbl Ha OyMaskHOM HOcuTesie B hopMe 2JIEKTPOHHBIX
IOKYMEHTOB («IMOpMIHOE [eJio») M He WUMEIT 3JIeKTpOHHOro obpasa B
cootBercTBYIONIEN PYK, TO OHM momjiexaT CKaHMPOBAHMUIO C IOCJIEIYIOIIVNM
MIPUCOeIMHEHNEM 3JIEKTPOHHOTO 06pasa B cooTBeTcTBYIOIIYIO PYK.

B HOMmeHK/aType [es 3JIeKTPOHHOE [IeJI0 U JeJI0 Ha OyMaskHOM HOCHUTeJIe
OTpa’kalOTCsd KaK [JBa TOMa, MMelollye OAMH 3arojiOBOK M CpPOK XpaHeHWS.

K nHpeKkcy 371eKTpOHHOTO fejia MpuOaBsieTcsl IuTepa «I».
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[IpoTokosibl 3acemaHmuii, pelIeHUS] TEPPUTOPUAIBHOM KOMUCCUM, CITUCKU
IIPUTJIALLIEHHBIX, IIpUJIaraeMble K IMPOTOKOTY MOAJIMHHBIE 3K3eMIUISIPbI PeIleHU C
COOTBETCTBYIOIIMMM TPWIOKEHUSIMM, ITPOTOKOJIbHbIE TOpPYyYEeHMUsI, TOKYMEHTBHI,
MOC/TYKMBIIIME OCHOBaHMEM [JIsI pacCMOTpeHMsl BOIpoca Ha  3aceJaHuu
TepPUTOPUATILHOM KOMMUCCHM, paciim@poBaHHas ayamMo3aIich 3acemanus (Ipu ee
HWIMYMK) [0 T[epefaus B apXuB HAXOOATCS Yy Tpeacenatesns (cekperaps)
TEPPUTOPUATIBHON KOMUCCUMN.

3a COXpaHHOCTb IOKYMEHTOB M el OTBETCTBEHHOCTh HeCeT MpeacenaTesib
TepPUTOPUATBHOM KOMUCCUM.

Hdena [OOMKHBI HaXOOUTbCS B pabouert KOMHATe WIM B CIelyMaabHO
OTBEIEHHOM [IJISI 5TOM 1IeJIM TTOMEIIEHUM Y XPaHUTbCS B 3alMparonmxcs mkadax,
MpeJOXPaHsIOIIMX JOKYMEHTbI OT IIbUIM ¥ BO3AEMCTBMUS COJITHEYHOTO CBeTa.

B mensix obecrieyeHuss OMNepaTMBHOTO TOMCKA JOKYMEHTOB [iesia
pacIiojlaraloTcsi B COOTBETCTBMM C HOMEHKJIATYpOM [ejl, KOIMS KOTOpPOi
MOMeIIAeTCsl Ha BHYTPEHHE CTOPOHE ABepIIb IIKkada.

Ha kopemikax o0O0JIO)KeK Jejia  YKa3bIBalOTCSI MHAEKChI Aen  II0
HOMEHKJIaType JieJl.

Hena, HaxopsilMecss Ha TeKyIlIeM XpaHeHuu, Iopjeskar yuery. Ilepen
rmepemaveil  AOKYMEHTOB B apXMB  IIPOBOJAMUTCS  TPOBEPKA  HAJUUMS
M COCTOSTHMSI TOKYMEHTOB U JieJ1 B 1IeJIIX YCTaHOBJIeHUS (aKTUUeCKOro HaJImuus Ie
M COOTBETCTBUSI X KOJIMYECTBY, UMCJISIIIIEMYCSI IO HOMEHKJIaType Ael.

[IpoBepka HamMuusg U COCTOSIHMS OOKYMEHTOB M [es TPOBOIUTCS TIPU
nepeMellleHU [eJ, BO3BpaTe [ej, CMeHe IMpelacenaTresis TeppPUTOPUAIbHOM
KOMMCCHM, TIepe] Tiepeiaveil B apXuB.

[IpoBepka TMpPOBOAMUTCSI TIYyTeM CBepkM CTaTell HOMEHKJIATypbl mes
C OMmMCcaHMeM e Ha 00JIOKKe, a (pu3nyeckoe COCTOSIHME JIeJT OTpeIesisieTCsT IyTeM
X BU3YaJbHOrO IIpocMOTpa. Bce obOHapy>keHHbIe HEIOCTATKU (UKCUPYIOTCS
B aKTe MPOBEPKU HAJNUMS U COCTOSTHUS Ael.

B caydae yTpaThl OOKYMEHTOB ¥ [OeJl IPOBOAUTCS  CJIYsKeOHOe

paccienoBaHmne, 110 pe3yjJabTaTaM KOTOpPOro Jinno, BMHOBHOE B YTpaTe, HeECeT
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OTBETCTBEHHOCTh B YCTAaHOBJIEHHOM nopsiake. [IprHMMAarOTCS MephI 110 3aMelleHIIO
YTPaueHHOro JOKYMEHTA 3aBePeHHOM KoImueil (II0 BO3MOXKHOCTH).

Ecim ormenbHble OOKYMEHTBI, VK€ BK/IIOUEHHbIE B [I€JI0, BPEMEHHO
TPeOYIOTCS 1JiT pabOThl, OHM MOTYT OBbITh BBIZAHBI M3 Aeja, a Ha MX MeCTO
BKJIaJIbIBAETCS JIMCT-3aMECTUTEITh C YKa3aHMEM, KOT'[a, KOMY ¥ Ha KaKOV CPOK BbIIAH
IOKYMEHT.

11.3. OkcnepTr3a 1IeHHOCTU TOKYMEHTOB.

OKcIIepT3a HEHHOCTH TOKYMEHTOB ITPOBOANUTCS /11 YCTAHOBJIEHMSI HAYUHOM,
MCTOPUYECKOM U IPAKTUYECKOV 3HAUMMOCTY JOKYMEHTOB, OOpa3OBaBIIMXCS B
Tpoliecce OesTeJIbHOCTY TEPPUTOPUATbHOM KOMMCCUM, C lieJIbl0 OTOOpa MX mOJIs
OaJIbHENIIEr0 XpaHeHs] VI YHUUYTOKEHMSI.

OKcnepTM3a IIeHHOCTM JIOKYMEHTOB IPOBOIUTCS IIpU  COCTaBJIEHUM
HOMEHKJIATypbl [ejl, B IIpoliecce (OpMMPOBAHMS [ejl, TIPU IIOATOTOBKE [e
K Ilepemaye B apxXuB, MIPM BbIOEJIEHUM K YHUUTOXKEHUIO [I€JI, 3JIEKTPOHHBIX
IOKYMEHTOB, He MOAJIeKaIlINX XPaHEeHUIO.

g paccMOTpeHMsI IIPOEKTOB HOPMAaTMBHO-METOOUYECKUX HOKYMEHTOB II0
BOIIpOCaM JeJIOIIPOU3BOACTBA M apXWUBHOTO [ejia, OMMCEN e ITOCTOSTHHOTO U
nonroBpeMeHHbBIX (cBbiie 10 yieT) CpOKOB XpaHeHMsI, aKTOB 00 YHUUTOKEHUN I
U JOKYMEHTOB, HEe MMEIOIIMX HAayYHOM IIEHHOCTM U MPaKTUUYECKOIOo 3HaueHM,
pellleHMeM TePPUTOPHUATIBHOM KOMUCCUM CO3TaeTCsl IKCIIepTHast Komuccus (maee —
9K).

B ee GyHKIMM BXOOUT pacCMOTpPEHME M COTJIACOBaHME HOMEHKJIATYPHI e
TepPUTOPUATIBHON KOMUCCUNA.

B cocraB DK BKIIOUAIOTCS WIEHbI TEPPUTOPUAIBHON KOMMCCUM, IIO
COI'JIACOBAHMIO — PAOOTHMUKM MYHUIIUIIAIBHOTO apX1Ba.

[Ipu mpoBemeHMM BSKCIEPTU3bI IIEHHOCTM TOKYMEHTOB OCYIIECTBIISIETCS
OTOOp JesT TIOCTOSTHHOTO ¥ JOJrOBpeMeHHbIX (CBbIie 10 JieT) CpOKOB XpaHeHMs,
OoTOOp JeJ C BpPEMEHHbIMM CpPOKaMM XpaHeHMs, I[OJIeXallUX XPaHEeHMIO,

BbIZI€JICHNME K YHUUYTOXEHUIO OEJI, CDOKM XPAHCEHUA KOTOPLIX MCTEKIIN. HpI/I 3TOM
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OOHOBpPEMEHHO ITPOBEPSIIOTCS KaueCTBO U IIOJIHOTA HOMEHKJIATypbl [dell,
MPaBUJIbHOCTb OIpeJiesieHs] CPOKOB XpaHEeHMsI JeJl, TOKYMEHTOB.

OKCIlepTH3a 1LIEHHOCTU TOKYMEHTOB OCYILECTBJISIETCSI IyTeM ITOJMCTHOTO
nmpocMmoTpa pAei. He momyckaeTcsi OoTOOp TOKYMEHTOB [JjIsI XpaHEHUSI MU K
YHUUTOXXEHUIO TOJIbKO Ha OCHOBAHMM 3ar0JIOBKOB [IEJ.

IOoKyMeHTbI, YyTpaTMBILIME IIpPaKTUYECKOe 3HaueHue U He UMeollye
MCTOPUYECKOM WJIM HAyYHOM LIEHHOCTHU, IO MCTEYEeHUM YCTAHOBJIEHHBIX CPOKOB
XpaHeHMs MOoJJIeXXaT YHUUYTOKEHUIO 10 aKTYy.

AKTBI O BbIIeJIEHUM K YHUUTOKEHUIO JeJT M JOKYMEHTOB pacCMaTPUBaAIOTCS
Ha 3acemaHusix OK OJHOBpeMEHHO C ONUCIMM [ejd. YHUUTOXEHMEe [Oen U
ITOKYMEHTOB 0 YTBEPsKIeHMsI aKTOB 3aIlpeliaeTcs.

[lo pesyabTaTaM  3KCIEPTM3bl  IEHHOCTM  JOKYMEHTOB  €XKEeromaHoO
COCTAaBJISIIOTCSI CBOJIHBbIE OMMUCHU JAes MOCTOSIHHOTO U oJIroBpeMeHHbIX (CBbiliie 10
jeT) cpokoB xpaHeHus (ripmioskeHust Ne 10, 11), a Takke akTbl O Bbie/JeHUM K
YHUYTOKEHMIO JOKYMEHTOB, He TIOJIeXKaIlIMX XpaHeHuo (rmpuoskeHne Ne 12).

Onucu pen MOCTOSSHHOTO M OOJroBpeMeHHbIX (cBbilie 10 jeT) CpoKoB
XpaHeHMsl, a TaksKe aKThl O BbIIEJEHUM K YHUUTOKEHUIO [TOKYMEHTOB, He
MoJiyIesKalMx XpaHeHuo, paccMmaTpuBaioTes Ha JK.

Onucu pen IOCTOSHHOTO CpOKa XpaHeHMS M aKThl O BBbIIEJEHUM K
YHUUTOKEHMIO TOKYMEHTOB, He MMOJIeXKAIlNX XPaHEHUIO, MIOIJIEXKAT YTBEPKIEHUIO
Ha JIIK. Ilocse yTBepsKaeHMsI ONMMCU 1€l M aKThl O BbIJIE€JIEHUM K YHUUTOXKEHUIO
IOKYMEHTOB, He TMOIJIeXXalliMX XpaHEeHMIO, VYTBEPKIAIOTCS IIpelcenaTesieM
TePPUTOPUAJIBHOM KOMUCCUMN.

YepHOBUKM UM  PYKONUCU IIOATOTABJIMBAEMBIX JTOKYMEHTOB, KOIUM
MHQOPMAIIMOHHBIX ¥ [OPYTUMX MaTepuajioB, He TMOAJeXKalluX BKJIIOUEHUIO
B HOMEHKJIATypy eI, T0 MMHOBAHUM B HUX HaJJOOHOCTM MOTYT YHUUTOXKATbCS Oe3
COCTaBJIEHMSI aKTa.

[leperier (mopimBKa) MAel MPOM3BOAUTCS TOJBKO IIOCJe MPOBeAdeHUs
9KCIIEPTU3bI LIEHHOCTU TOKYMEHTOB.

11.4. Opopmnenne ge.
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Hena, momJiexalue T1epefaye Ha XpaHeHMEe B apXuB, OOJ/DKHbI ObITb
odopmIeHbl COOTBETCTBYIOIIMM 00pa30OM.

Odopmiienne gesia BKIIOUYAET B CEOSI IPOBEPKY CUCTEMATU3ALMM TOKYMEHTOB
BHYTpM [ejia, HyMepalluio JIMCTOB, COCTaB/IeH e BHYTPEHHEN OIMMUCU TOKYMEHTOB
nemna (mpwioskeHue Ne 13), mnucra-3zaBeputens pena (npunoxkeHue Ne 14),
odbopMIieHre PeKBU3UTOB 0OJIOKKY, TTOAIIMBKY (Tlepervier) aea.

B 3aBuCHMMOCTM OT CpPOKOB XpaHEeHMs IIPOBOAUTCS IOJHOE MJIM YaCTUYHOE
odopmiieHue men.

Iena MOCTOSIHHOTO U AOJATOBpeMeHHbIX (cBbiile 10 JjieT) CpoKOB XpaHEeHUSI
nojJieskaT moaHoMy odopmiaennio. ITosHoe odopMiieHMe mesa IpemycMaTpyuBaeT
MPOBEPKY CUCTeMaTU3alluM AOKYMEHTOB BHYTPM [ejia, IPaBUJIbBHOCTU UX
odopmnenust (HaamMumue HeOOXOIUMBIX TOJIMMCEN, BU3, OTMETOK O PEerucTpaiuu u
MCIIOJTHEHUH, TIPUJIOSKEHUI ), HyMepaluio JIMCTOB, COCTaB/IeHe BHYTPEHHEN ONMCH
IOKYMEHTOB Jiesia ([IJis 0co0O0 IIeHHBIX [Iesl, a TakKe Mesi, ChOPMUPOBAHHBIX IIO
Pa3sHOBUIHOCTSIM JTOKYMEHTOB, 3aTOJIOBKM KOTOPbIX HE PAacKpbIBAIOT KOHKPETHOE
comepykaHue [TOKYMEHTa), COCTaBJIeHMEe JIMCTa-3aBepuTesis [eya, odopmieHne
PEKBU3UTOB 00JIOKKM, TIOAIINBKY (TIeperieT) aea.

Hena BpemeHHbIX (00 10 jieT BKIIOUMTENBHO) CPOKOB XpaHEeHUs MOjJiexkar
YaCTUYHOMY O(OpMJIEHMIO: [IOIYyCKaeTCsl He TPOBOAUTbL CUCTEMATU3AIMIO
IOKYMEHTOB B Jejie, JIMCThI Jlejla He HyMeEpOBaTb, 3aBepUTE/IbHbIe HAAIUCU He
COCTaBJISITh.

Oo6103kKa nena odopmisieTcs o YCTaHOBJIEHHOM dbopme
(npunoskene Ne 15). IIpu sToM 0603HaUeHMEe apXMBHOIO IiMdpa, HAHOCKMOE B
MpaBOM BepxHEeM YIJTy, IepeBopaunmBaeTcsi Ha 180 rpamycoB MO OTHOIIEHUIO K
0003HaUEeHMIO B JIEBOM HIMKHEM YTJIy enuHuIlbl xpaHeHusi. CBefeHMsI Ha OOJIOXKKY
MePEeHOCSITCS U3 HOMEHKJIATYPhI JIeJT C YTOUHEHMUSIMM, OTPasKaIOIIMM (PaKTUUeCKUIA
COCTaB MOMEILIEHHBIX B 1€JI0 TOKYMEHTOB.

Ob6noxkka pgena odopMIsIeTCs YepHbIMM CBETOCTOMKMMM YepHUJIAMMU,

pa3bopumBo, 6€3 COKpaIleHNIA.
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Ha o6siokke nena yKasbIBalOTCSl CJieyiolliie PeKBU3UTBHI: HauMMeHOBaHMe
TepPPUTOPUAJIBHOM KOMMCCUM, OeJONMPOU3BOICTBEHHbIM HOMep (MHIEKC) [aena,
3aroJIOBOK [iesa, faTa ngena (TOMa, 4acTu), KOJIMYECTBO JIMCTOB B JeJjie, CPOK
XpaHeHus Aesia, apXUBHbIN U@ p Aesa.

PexkBU3NUTBI, IPOCTaB/IsieMble Ha 00JIOKKe 1esia, 0hOPMIISIOTCS CJIeAYIOIINM
ob6pasom:

HaMeHOBaHMe TepPUTOPHUATIbHOM KOMUCCUY YKa3bIBAETCSI B COOTBETCTBUM C
perjaMeHTOM TepPPUTOPUAJIBHOM Kommccuy. Ilpu u3MeHeHMM HauMMeHOBaHMS
TePPUTOPUAJIBHOM KOMUCCUM B TeUeHMe Tepuojia, OXBAaThIBAEMOI'O JOKYMEHTaMM
nejia, Ha 0OJIOKKE K CTapOMYy HalMEHOBAaHMIO ITPUIMCHIBAETCSI HOBOE;

I1eJIONTPOM3BOACTBEHHBIN HOMEp (MHIEKC) Jejia — MPOCTaBJisIeTcsl udpoBoe
obo3HaueHue (MHAEKC) mesa 1o yrBepskaeHHou IIIK omycu men u ykasbiBaeTcst
HOMep ToMa (4acTu);

3arojIOBOK (HaMMEHOBaHMe) [ejia TEePeHOCUTCS W3 HOMEHKJIATypbl Aell
(B HEOOXOIMMBIX CJTyYasix B 3ar0JIOBOK BHOCSITCSI YTOUHEHMS);

Iara Jiejia — Ha OOJIOKKe Jiesia YKa3bIBAIOTCS IBE AAThl, KOTOPbIE HAa3bIBAIOTCS
KpallHMMM [aTaMM UM COOTBETCTBYIOT TOAY 3aBeleHMs] M OKOHYaHMS [esia.
HavanbHasi mata - 3TO JaTa caMOro paHHero, a KOHeyHas Jara — JaTa CaMoro
Mo34HEro JOoKyMeHTa B peyie. [lpu 3TOM yuMTBIBAIOTCSI JaThl BXOZASIIUX
M UCXOHNSIINX ITOKYMEHTOB (B CjIy4ae MX OTCYTCTBUSI — HaThl PErucTpanyum
IOKYMEHTOB) U He YUMTBIBAIOTCS AAThI CIIMCAHNSI JOKYMEHTOB B J1€JI0, YKa3aHUI 110
MICIIOJTHEHUIO JTOKYMEHTOB, OTMETOK MCIIOJIHUTEJS (32 MCK/IIOUEHMEM CJIy4yaeB,
KOIJla Ha JOKYMEHTax He MMeeTCsl IPYTrux IaT, KpoMme MepeuncaeHHbIX). JlaTtamu
IeJi, CoepsKaIlux MPOTOKOJIbI 3aCeIaHNM, SIBJISTFOTCS IaThl ITIEPBOTO U TMOC/IETHETO
MIPOTOKOJIOB, BOLIIEAIINX B JI€JI0.

[Tpu HammucanuyM KpaHMX JaT Ha OOJIOKKaX OeJl IMOCTOSTHHOTO XpaHEeHMUS
YMCJIO U TOf, TIPOCTABJISIIOTCS apabckumu 1udpamMu, a Ha3BaHMue Mecsiia MUIIETCS
npomcbio 6e3 cokparmiennsi. Ha 06j105KKax 1e BpeMeHHBbIX CPOKOB XPaHEHMUS

YKa3bIBa€TCd TOJIBKO TI'O/.
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Ha o6sokkax [ieq, COCTOSIIIMX M3 HECKOJIbKMX TOMOB (uacrten),
IIPOCTABJISIIOTCST KpaliHMe IaThl KayKIOro ToMma (4acTu).

KosimuecTBo MpoHYMepOBaHHBIX B Jiejie JIMCTOB IPOCTABJISIETCS C JIMCTA-
3aBepUTesIS Aea.

CpoKk XpaHeHMsI TIEPEHOCUTCSI Ha OOJIOKKY [iesia M3 HOMeHK/IaTypbl gei. Ha
neJiax MOCTOSTHHOTO XpaHeHus nuiieTcs: «ITocTosHHO».

ApxuBHbBIN IIMPP Oejla COCTOUT U3 HoMepa (poHma, HomMepa OIUCHU, HoMepa
IeJia o OMMCHU U TTPOCTABJISIETCS TTOC/Ie YTBEPIKAEHMS M COTJIaCOBAHMSI OTIMCEN I
IIOCTOSIHHOTO ¥ JIOJroBpeMeHHbIX (cBbimie 10 JieT) CpOKOB XpaHeHUs B
COOTBETCTBYIOIIEM MYHUIIUIIAIbHOM apXMBe.

B nenstx obecreueHnst COXpaHHOCTM U 3aKpeIyIeHMs TIOPSIAKA PaCIIOIOKEeHS
IOKYMEHTOB, BKJIFOUEHHbBIX B JI€JI0, BCE JIMCThI, KPOME UMCTBIX, JIMCTA-3aBEPUTEJIS
neJia U JIMCTOB BHYTPEHHEN OMMICU, HYMepYIOTCS B pa3BepHYTOM BHIe apaOCKUMM
uubpaMmmu BaJioBOM Hymepaien. YmcTble JMCTBI M3 [ena u3bIMaioTcs (6e3
MTOBPEXKIEHMS LIeJIOCTHOCTH JIeJ1a) M YHUUTOKAIOTCS. JIMCThI HyMePYIOTCS MPOCThIM
KapaHJallloM CBepPXY BHM3 B BO3pacCTaroIleM IOpsIIKe HOMEPOB HauMHasi C TIepBOTro.
LIdpsl MpOCTaBISIOTCS B IIPAaBOM BepXHEM YIJIy JmcTa. Hymepaiys LiBETHbIMMU
KapaHjallamMy, YepHUIaMy ¥ HyMepaTopaMy He TOITyCKaeTCsl.

IoKyMeHTbI C COOCTBEHHOM HyMepalyei JIMCTOB, B TOM 4UucCjie TMevaTHbIe
MU3OaHMs, HYMEpPYIOTCSI B OOIeM TOpSIAKe WIM COXPaHSIOT COOCTBEHHYIO
HyMepalyuio, ecjaM OHa COOTBETCTBYET TIOPSIKOBOMY PACIOJIOKEHNIO JIVICTOB
B JleJie.

Cnosxkennbln  yiuct Oosbiioro  ¢opmara (A2, A3) pa3BopauMBaeTCs
M HyMepyeTcs B MPaBOM YaCTM BEpXHEro moss jucra. [Ipy sTom jmcT 1r060ro
dbopmaTa, MOAIIMTBHIM 3a OOMH Kpail, HymepyeTcs Kak OOWH JIMCT, a JIUCT,
CJIOKEHHBIV U TIOAIINTBIN 3a CepeauHy, MOIJIEKUT MepelBKe M HyMepyeTcsl KaKk
OVH JIUCT.

Ecnu B iesie ecTb KOHBEPT C BAOXKEHMUSIMMU, TO CHavaia HyMepyeTCsl KOHBEPT,

d 3aTeM ouepedHbIM HOMEPOM KaKIo€ BJIOJKEHNE.
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@ororpadpumu U Opyruve MIIOCTPATUMBHbIE MaTepuagbl HYMepyIOTCS Ha
0OGOPOTHOM CTOPOHE B JIEBOM BEPXHEM YTJIY.

JIUCT ¢ HarIyXxo HakJIeeHHbIMM AOKYMeHTaMu (BbIpe3KkamMu, poTorpadusvn)
HyMepyeTcsl KakK OAVH JUCT. EciM K JOKYMEeHTY MOJKJ/IeeHbl OHMUM KpaeM Ipyrue
IOKYMEHTbI (BCTaBKM TEKCTa, IIEPEBO/IbI), TO KasKIbIi JIUCT HyMEpYyeTCs OTIe/IbHO.

[Ipunoxkenne K mdey, COCTaBJISIONIEe OTAEIbHBIM TOM, HYMEPYETCS
OT/EeJIbHO.

[Ipy HamMuuyu OTHENbHBIX OLIMOOK B HyMepaluu JUCTOB B [ejax Ipu
MOJArOTOBKE MX K cJaye B apxXuB [IOMYCKAeTcsl IO COrJIaCOBAaHMIO C HUM
yIIOTpebieHNe TUTEPHBIX (C OYKBEHHbIMU AOIMOJTHEHMUSIMI) HOMEPOB JIMCTOB.

B nenax mMOCTOSSHHOTO CpoKa XpaHeHUS M OTHEeJIbHbIX KaTeropusx e,
BKJIIOUAIOIIMX B C€ebOS TOroBOphbl TI'PakIaHCKO-TIPABOBOI'O XapaKTepa U aKThbl
BBITTOJIHEHHBIX PabOT K HUM) [IJIs1 yUeTa 1 IOMCKa JOKYMEHTOB B HauaJsie 1ejia MOKeT
TOMeIaTbCsl BHYTPeHHSII onuch (TpuiioskeHme Ne 13).

JIucThl BHYTPEHHEN ONMMCU HYMEPYIOTCSI OTIE/TbHO.

Kakmoe mesnio 3akaHUMBAETCs JIMCTOM-3aBEPUTEIEM YCTAaHOBJEHHOM (POpPMBbI
(mpunoskenne Ne 14).

B nucre-3aBeputesne mena uydpamu 1 Mponmuchbio yKasbIiBaeTcsl pakTUuecKkoe
KOJIMYECTBO JIMCTOB B JAHHOM Jiejie, a TaKyKe HaJIuuue JUTEPHBIX U MPOITYIIeHHbIX
HOMEPOB JIMCTOB, KOJIMYECTBO JIMCTOB BHYTPEHHEM ONUCU U HaJIUuMe Cpeau
IOKYMEHTOB Ta3eT, KHUI, OpOIIop, depTresken, (gororpadmii, pUCyHKOB U T.[.,
CTaBSATCS JaTa M TOAIMCH Jniia, cOPMUPOBABIIETO €0, M YKA3bIBAIOTCS €ro
IOJIKHOCTb, MHUIIMABI M hamMmminsl. Eciay KojimuecTBO JIMCTOB B Jiejie M3MEHSIeTCsl,
3aBepuTe/bHas HaJINMCh COCTABJISIETCS BHOBb.

[Ipu moaroToBke aen K MOJIIMBKE (IleperieTy) MpoBepsieTcsl MpaBUIbHOCTD
ux GopmupoBauusi, obopmieHnsi. Metannmueckue U IJaCTUKOBbIe CKperieHus, a
TaKsKe TepMoIepervieTbl 13 JOKYMEHTOB YIaJISIIOTCS.

ITOKyMEeHTbI TTOAIINMBAIOTCS TAKMM 0OPa3oM, YTOObI MOKHO ObLIO CBOOOITHO
MPOYNUTATh TEKCT KaKIOTO0 AOKYMEHTa, BMU3bl M YyKaszaHUs [0 WCIIOJTHEHUIO

IOKYMEHTA.
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11.5. Tlepenaua men B apXuB.

[lepemaua [es MOCTOSHHOTO CpOKa XpaHEHMs B apXuB OCYIIECTBIISIETCS
noenyHnvyHo 10 yTBepxkaeHHbIM OJK (3IIK) ONMMCsIM Oesl, OOKYMEHTOB
MIOCTOSIHHOTO XpaHeHMs.

[Ipuem mOKYyMEHTOB Ha MOCTOSIHHOE XpaHeHMe OpOopMJISIETCSI aKTOM IIpuema-
nepenaun TOKyMeHTOB (TipuiioskeHue Ne 16).

[Ipy mepenmade nesn Ha BCeX 3K3eMIUIIpaxX OMUCKU [ieJ MPOTUB KaskIOIO
BKJIIOUEHHOT'O B Hee Jiesia B rpade «IIpumeuanme» CTaBUTCS OTMETKA O HaIMUUMU
nena. B KoOHIle KaXAOro »sK3eMIUISIpa OIMMUCH Jesl yKas3bIBaloTCS Lubpamu
M TIPOMMUCHIO KOJMYECTBO (aKTMUeCKM MNPUHATHIX (TepefaHHbIX) B apxuB [ell,
VHUIMAJIBI M GaMUINHA JINIT, OCYIIEeCTBIISIIOIINX IIpMeM-Tiepenauy aesl, CTaBsSITCS UX
MOATIACK U AaTa.

[Ipu mpueme men B apxMBe MPOBEPSIETCS IMPaBUIBHOCTb MX OGOPMJIEHMS.
Iema, odbopmieHHbIE C HapyIIeHMEM IIpPaBUJI, YCTAHOBJIEHHBIX WHCTpyKIIMen,
BO3BPAIlIAIOTCSl B TEPPUTOPUATIbHYIO KOMUCCUIO C YKa3aHMeM HeJOCTaTKOB IJIsT UX
yCTpaHeHMsl.

11.6. UcnionHeHHbIe 371IeKTPOHHBIE JOKYMEHTbI CUCTEMaTU3UPYIOTCS B fiefia B
COOTBETCTBMM C HOMEHKJIATypoM [eJl TeppuTopuaabHOM Komuccun. I[lpum
COCTaBJIECHMM HOMEHKJIATypbl [ieJ1 B 3arojIOBOK [iejla BKJIIOYAeTCs yKa3aHue
«DJIeKTPOHHbBIE JOKYMEHTBI».

Cpoku xXpaHeHUMS 3JIEKTPOHHBIX JTOKYMEHTOB COOTBETCTBYIOT CpPOKaM
XpaHeHMsT aHAJIOTMYHBIX JOKYMEHTOB Ha OyMakKHOM HOCHUTeJIe.

OKCIlepTH3a LIeHHOCTHM 3JIeKTPOHHBIX TOKYMEHTOB OCYILIECTBJISIETCSI B 00I1eM
MOpsIIKe, YCTAHOBJIEHHOM J[JIs1 JTOKYMEHTOB Ha OyMaskHOM Hocutese. Ilocie
MCTeUYeHMsI CPOKa, YCTAHOBJIEHHOT'O 151 XpaHEeHMs 3JIEKTPOHHBIX Jies (37IeKTPOHHBIX
IOKYMEHTOB), Ha OCHOBaHMM aKTa O BbIIEJNIEHMM WUX K YHUUITOXKEHUIO,
YTBEPXKIEHHOI'O IIpefcenaTesieM TeppUTOPMAJIbHOM  KOMMCCUM, YKa3aHHbIE

3JIeKTPOHHBIE fAesia (3JIeKTPOHHbIE JOKYMEHTbHI) MOJIeXKaT YHUUTOXKEHUIO.
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SJ'IGKTpOHHbIe OJOKYMEHTBI ITIOCTOAHHOI'O CpOKa XpaHEHM IIepedaroTCd Ha
dpXMBHO€ XpaHEeHHMe II0 OIIncaM C O(I)OpMHeHI/IeM dKTa IIpueMa-iiepengadun

SJIEKTPOHHBIX JOKYMEHTOB.

12. OTBeTCTBEeHHOCTDH

12.1. YUneHbl  TeppUTOPUAJIBHOM  KOMMCCUM  HECYT  IEepPCOHAJbHYIO
OTBETCTBEHHOCTb 3a coOJofeHne TpeboBauuii MWHCTPYKUMM, COXPAaHHOCTD
HaXOISIINUXCS Y HUX TOKYMEHTOB.

12.2. OTBeTCTBEHHOCTh 3a OpraHmu3aluio I.eJIOIPOM3BOICTBA B
TePPUTOPUAJIBHON KOMUCCUM, BHEJIPEHVE aBTOMATU3VPOBAHHBIX (KOMIIbIOTEPHBIX)
TEXHOJIOTUI TIOATOTOBKM M OOpabOTKM HOKYMEHTOB, OOecIieueHye COXPaHHOCTU
IOKYMEHTOB M Tepenadyy MX B apXuB, KOHTPOJb 3a COOIOIEHMEM TpeOOBaHMIA

VHCTpYKIIMM HeCeT mpeacenaTe/ib TEPPUTOPUATbHOM KOMUCCUMN.



[Tpunoskenme Ne 1
K [IprMepHOI MHCTPYKIMY TIO JeJI0TPOU3BOACTBY
B TEPPUTOPUATILHONM U301 paTeIbHOM KOMUCCUA

dopma perncTpanMoOHHOrO XypHa/Ia BXOASIINX JOKYMEHTOB

Iata Perucrpanyo Koppecrion- I'pynma Bupg Bup Komuects Komuects Kommuec | Homep CopepskaHne ‘YkasaHue 1o HWcnon Cpok Ormer Homep
rMmoJjiyue | HHbII HOMep IIeHT OKYMeHTa | [OKYMEeHTa | JOCTaBKMU o o TBO U jaTa MCTIOJTHEHUIO HUTeJb | MUCHOJIH Ka 06 Jena
HUS JIICTOB JIICTOB 9K3eMIUI | JOKyMe (pesomoLyst) eHUst MCIIONH
OCHOBHOTO | IPUJIOKEHU poB H- eHUM
JIOKYMEeHTa s Ta
dopma perucTpanMOHHOTIO XYpPHa/Ia UCXOISIIMX JOKYMEHTOB
Hara PerucrpaiyoHHbIN HomeHnknaTypHbIit Apnpecat Kpatkoe Ko Wcnonaurens KonuectBo KonuectBo Konuectso CoucrnosHuTe M Howmep nena ¢
OTITpaBJIEHMS HOMep 3aroJIoBOK colep>kaHue MO TINCAT JIICTOB JICTOB 9K3eMIUISIPOB Komueit
JIOKYMeHTa JIOKyMEeHTa JIOKYMEHT OCHOBHOTO MIPUJIOYKEHUST MCXOASIIEro
JIOKYMeHTa JIOKYMeHTa




[Tpunoskenne Ne 2
K [IpyiMepHOI MHCTPYKLMU TIO AeJIONPOU3BOACTBY
B TEPPUTOPUAIbHON U30MpaTeIbHOM KOMUCCUN

IIEPEYEHD
JOKYMEHTOB, He IIo/JIeKalliuX perucTpanumn

1. CoobO1ieHns 0 3acemaHnsIX, COBEIIaHMSIX U ITIOBEeCTKAX JHS.

2. YuebHbIe IIPOrpaMmbl, IJIaHbI.

3. PekjamMHble M3BelleHMs, 171aKaThbl.

4. TIlo3npaBuTeabHbIE MMCbMA U TeJIErPAMMBbI.

5. IIpurnacurenabHble GUJIETHI, MPULJIAIIEHNS Ha pasjMuyHble MepOIIPUSITHSI,
He copepsKallye HaajIesKallyX PEKBU3UTOB MMChMa.

6. byxrantepckiue TOKyMEHTBHI.

7. IleyaTHble M3maHMs.

8. OnepatuBHasi uHGOpMaIMs, TMOCTyIaloliass II0 KaHajaM  CBSI3U
l'ocymapcTBeHHOM aBTOMAaTU3MpOBaHHOM cucTembl Poccuitckon @Demepaiin

«BbI6OPBI».



[Tpunoskenme Ne 3
K [IpyiMepHOI MHCTPYKLMU TIO AeJIONPOU3BOACTBY
B TEPPUTOPUAIbHON U30MpaTeIbHOM KOMUCCUN

AKT

MbI, HIDKeIIoAIIMCaBIINeCsd

COCTaBW/IM aKT O TOM, UTO « » 20 r. IIpu
BCKPBITUM MaKeTa
OOGHapYysKeHbI C/IeAyIOlIe HeqOCTaTKN:

HacTtosimit akT cocTaBjieH B IBYX 9K3eMIUISIpax.

[Topmuce, pacimbpoBKa MOAIICHA:




[Tpunoskenne Ne 4
K [IpyiMepHOI MHCTPYKLMU TIO AeJIONPOU3BOACTBY
B TEPPUTOPUAIbHON U30MpaTeIbHOM KOMUCCUN

®opMbI 6/ITAaHKOB, MICII0/Ib3YEMbIX B TEPPUTOPUATIHHOM KOMMCCHUI
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IJHCKAS TEPPUTOPUAJIbHAS N3BVIPATEJIbHAS
KOMUCCUS KAJIMHUHT'PAZICKO¥ OBJIACTU

ITPOTOKOJI BACEOJAHUA

Ne

r. JHCK



74

JOHCKAS TEPPUTOPUAJIbBHAS N3bNUPATEJIbHAS
KOMMUCCHSI KAJIMHUHTPAICKOM OBJIACTU

PEIMEHUNE

r. DHCK
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OHCKAS TEPPUTOPHUAJIbHAS UBBUPATEJ/IbHAS
KOMUNCCHUS KAJIMHUHIPAJICKOM OBJIACTU

I. DHCK
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OHCKAS TEPPUTOPHUAJIbHASI U3BUPATEJ/IbHAS
KOMUCCHS KAJIMHUHIPAJICKOM OBJIACTU

yn. LentpanbHas, 1. 26, r. 9HcK, KanuumuHarpagckas obsiacts, 236000
tes. 8(4012) 51-18-13, 8(4012) 51-10-90

Ne
Ha Ne oT




[Mpunoskenme Ne 5
K [IpyiMepHOI MHCTPYKLMU TIO AeJIONPOU3BOACTBY
B TEPPUTOPUAIbHON U30MpaTeIbHOM KOMUCCUN

TPGGOBaHI/ISI K TOKYMEHTaM, U3roToB/II€MbIM C ITIOMOIIIBIO
nmevyaTramoimmnx YCTpOﬁCTB, K (baﬁnaM TCEKCTOBbIX JOKYMCHTOB

1. TekcTbl MOKYMeHTOB Ha OjaHKax ¢dopmata A4 IMevaTaloTCsl uepes
1,5 MEXXCTPOUHBIX MHTEpBaja, JOIMYCKAaeTCsl IleyaTh JOKYMEHTOB Ha OjaHKax
dopmara A4 yepes 1 MeKCTPOUHBINM MHTepBasI, Ha 6aHKax Gopmarta A5 - uepes
1 MeXCTpOUYHbBIN MHTEPBAI.

TeKkcTbl HOKYMEHTOB, MOATOTABJIMBAEMbIX K TUIOTPA(CKOMY WM3ITAHMIO,
IeYaTarTCs yepes 2 MeKCTPOUHBIX MHTEPBaIa.

2. HaumeHoBaHMe Bila JOKYMEHTA ITeyaTaeTcsl MPONMCHBIMMY OYKBaMM.

3. Ecsn 3aro/ioBok K TeKcTy mpesbiiiaer 150 3HakoB (5 CTpoOK), JOmycKaeTcst
MPOJJIEBATh €0 IO I'PaHUIIbI ITPABOTO I10JI. Touka B KOHIIE 3arojIOBKa He CTaBUTCSI.

4. PacumdpoBka mnoamucu B pekBusute «[loamuch»  mevaTaeTcs
Ha YpOBHE IOCJeOHEN CTPOKM HAMMEHOBAHMSI OOJDKHOCTM C MCIIOJIb30BaHMEM
komOuHauuu kiaasuill Shift — Ctrl — ITpoben mexxay MHMLIMaIaMu 1 paMuInen.

5. Cosmaume, d¢opmaTupoBaHMe ¥ BbIBOJ, Ha IIe4yaTh [JOKYMEHTOB
MIPOM3BOAUTCS HAa KOMITbIOTEpaX C WCIIOJb30BAaHMEM TEKCTOBOI'O pemaKkTopa,
noagepskuBatolero ¢gopmat docx. BHegpeHye 371eKTpOHHBIX TabMIl, CO30aHHbIX B
TaOJMYHBIX peJakTopaxX, B JOKyMeHTbl ¢opmarta docX He IOImyCKaercs.
IoryckaeTcsl, IpM HeEOOXOOMMOCTH, cCO3maHue, GopmaTupoBaHME U BBIBOH, Ha
revaTh TabJ/IMI HOCPEICTBOM PeAAKTOPa 3JIEKTPOHHBIX TaOJINII, TTOAIeP>KMBAIOIINX
dbopmar xIsx.

6. I'lpu opmatupoBaHMM TOKYMEHTOB 00S3aTEILHO PabOTaTh C BKIIOUEHHON
KHOIIKOM Y, 4TOOBI BUAETh Ha SKpaHe BCe CITY;KeOHbIE CMMBOJIBI.

7.1lpy ¢popmaTtupoBaHuM TEKCTOB [OKYMEHTOB MCIOJb3yeTCsS CTWUJIb,
KOTOPBIN MMeET CJIeOYIOIIMe TTapaMeTphl:

e  1IpudPT PT Astra Serif

e  pasmep 14 myHKTOB
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®  OTCTYII cJieBa Ocm
cIrpaBa Ocm
®  UHTepBaJ nepen 0 myHKTOB
rnocje O myHKTOB
®  MEXCTPOYHbBIN MHTEPBAJ TIOJTY TOPHBIN
e  1mepBas CTpoKa otctym Ha 1,25 cm
e  BbIpaBHMBaHME IO IIMPUHE.

8. IIpu dopmatupoBaHuyu TaGIUI] HEOOXOOAMMO COOIOAATh CJIeAYIOle
TpeboBaHMSI:

TabaMila Bcerma MO/DKHA MMETh HasBaHMe, KOTOpOe BbIPaBHUBAETCS
IO IIEHTPY JOKYMEHTa;

TabMIa BHIPAaBHUBAETCS 110 LIEHTPY JIUCTA;

3aroJIOBKM CTOJIOIIOB ¥ CTPOK BBIPABHMBAIOTCS TIO IIEHTPY STUEMKH;

IaHHbIE B STYEIKaX TaOGMUIIbI BEIPABHMBAIOTCS CBEPXY IO JIEBOMY Kpalo;

MIPOIOJKEHME TabIMIThI HA HOBOM JIMCTE BCEr/Ia HAUMHAETCS C 3aT'0JIOBKOB ee
CTONOIOB (MJIM HOMepOoB rpad B ciryuae, ecyin Tpacdbl TaOAMIIBI HA TIEPBOM JIMCTE
MIPOHYMEPOBaHbI);

CTPOKM TaGMUIIbI TTEPEHOCSITCS HAa HOBBINM JIMCT JOKYMEHTA MCKIIOUUTETHHO
1IeJIIKOM;

IIMPUHA ¥ BbICOTA TaGJMIBI HE [OJDKHBI IIPEBBIIIATH pasMepbl IOJIeN
IOKyMEHTa.

9. Pasmepsl 10J1ei1 JOKYMEHTA JOJIKHbBI MMETh CJIeIyIOll/e ITapaMeTphl:

e  BepxHee 2,0 cm
®  HIDKHee 2,0 cm
e JIeBO€ 3,0 cm
e  1IpaBOe 1,5 cm.

OT Kpast 0 KOJIOHTUTYJIA:
®  BepxXHero 1,25 cm
®  HIDKHErO 1,25 cm.

10. Hp]/[ IMoAroToBKe JOKYMEHTOB MUCIIOJIb3VYIOT CjieayIoliye peKBU3UThI.
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e HaMMeHOBaHMe OpraHu3aluy;
e HaMMeHOBaHMe BUJIA TOKYMEHTA;

® CChIJIKA HAa UCXOMSIIUIA PErMCTPalMOHHbINM HOMEP U JATy TOKYMEHTa;

® MeCTO cocTaBjieHMs1 (U3aHusI) TOKYMEHTa;

e ajpecar;

e rpud yTBepKIeHUs JOKYMEHTa;

® 3aroJIOBOK K TEKCTY JIOKYMEHTa;

® TEeKCT JOKYMEHTa;

® OTMeTKa O HaJUuUMUM MPUJIOSKEHNSI;

® TIOAIINCD;

e rpud coryiacoBaHus JOKYMEHTa;

e OTMeTKa 00 MCIIOJIHUTEJIE;

® UIeHTU(UKATOP 3JIEKTPOHHOM KOIMM TOKYMEHTa (TIpY HaJIUUUMN).

11. PexBusuthl (KpoMe TeKCTa JOKyMeHTa M ajapecara), COCTOsIIye

M3 HECKOJIBKUX CTPOK, IIeYaTaroT CO CJIeaYyIOIVMHN ITapaMeTpaMu.

o  1pudT PT Astra Serif
e  pasMmep 14 myHKTOB
®  OTCTYII cJieBa Ocm
cIpaBa 0Ocm
®  JHTepBaI nepen 0 myHKTOB
rocse O myHKTOB
®  MEXCTPOUHBIN MHTEPBAJI OIVMHAPHBIN
®  OTCTYII IEPBOV CTPOKMU HeT
e  BbIpaBHMBaHME IO LIEHTPY.
12. PexBusut «AxpecaT» ImmevaTaloT CO CJIEAYIOIIMMM ITapaMeTpaMu:
o  mpudT PT Astra Serif
e  pasmep 14 myHKTOB
®  OTCTyI cieBa 7 cm
cripaBa 0cm
e  JHTepBal nepen 0 myHKTOB
nocJie 0 myHKTOB
®  MEXCTPOYHbIN MHTEPBAJI OIVHAPHBIN

®  OTCTYII IEPBOM CTPOKM HeT
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e  BbIpaBHMBaHME IO LIEHTPY.

Ecau coctaBHble YacTu peKBUIUTOB «Agmpecar», «I'pud yTBepkmeHus
nokymeHTa», «I'pud cormacoBaHuss pokymeHTa», «OTMeTKa O HaJIMYUU
MIPWIOKEHMSI» He YMEIIAIOTCSI Ha OIHOV CTPOKeE, TO Pa3phbIB CTPOKM B HY>KHOM MECTe
MTPOM3BOJIUTCS C TTIOMOILIBIO CMMBOJIA «Pa3pbiB cTpokm» (KoMOMHaLms KiaaBuil Shift

- Enter), Hanpumep:

COI'TACOBAHO
PykoBoautenr @enepaabHOroO
apXMBHOTO areHTCTBa
A.H. Aptusosn

13. IIpu odopmyieHunr OOKYMEHTOB Ha OBYX M 0Oojiee CTpaHMIIAX BTOpasi
M TIOC/IeNyIollMie CTPaHUlbl NOJKHbI ObITb MpOHyMepoBaHbl. Homepa cTpaHuil
MPOCTAaBJISIIOT MOCepeIiHe BepxXHero IMoJis JucTa apabckumu umudbpamy 6e3 3HaKOB
TpenyHaHus.

Ecnu nokymeHT umeeT NMpujioskeHue, TO OHO TleyaTaeTcs C HOBOM CTPaHMIIbI.

14. J11s1 BbISIBJIEHMS M MCIIPABJIEHNST BO3MOSKHBIX OIIMOOK B IPABOIMCAHUA B
chopMMpoBaHHBIX (aiax PeKOMEHIYeTCSI OCYIIECTBJISITh ITPOBEPKY JOKYMEHTOB,
MCII0JIb3YSl CUCTEMbI IPOBEPKM IPABOIMCAHMSI.

15. Kaskaplii JTOKYMEHT CO BCEMM IIPUIOKEHMSIMM K HEMYy IIOMELIaloT
B OTHeJbHbIN Gdaia (ecau MPUIOKEHUST CO3AaHbl OTHUM IIpolieccopom). BHyTpu
daita caM TOKYMEHT U Kask[ioe MPUIosKeHMe TTOMeIlaloT B OTAesbHbIe pa3zierbl.

16. Bce pekBM3UTBHI HOKYMEHTA OTHEJSIIOT APYT OT Ipyra OIHON ITyCTOM
CTpOKOM, oOb6pasyemon cumBosiom ab63ama (J - kmasBumia Enter). B Tekcre
He JTOJDKHO BCTpedaThcs 60Jiee NBYX CMMBOJIOB ab3aria Mmoapsi.

17. He momyckaeTtcst mucaTh CJI0Ba C Pa3psiiKOM, BCTABJISIS ITPOOEJIbI MEKIY
OykBamMM B cJioBaxX. He momyckaeTcst MCIIO/Ib30BaHMe MPOOesoB MIIsi 00pa3oBaHMsI
ab3artHOro OTCcTyma (KpacHOM CTPOKM) WM IYCTBIX CTPOK. B TekcTe He MOJIKHO
BCTpeyaThbCsl MOJps 6ojiee OMHOTO CMMBOJIa Mpobesna. PasmeneHne MHUIMAIOB U
dbamumanu, cumBosia Ne 1 umciia, MMOPSIIKOBOIO HOMEpa CTaTbM, YaCTH, ITYHKTA MJIN

IIOAITYHKTA ITPaBOBOI'O daKTd, YMCJIa MeCAlla M Ha3BaHMA MecCdlla, YMcCJia roa 1 CJioBa
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«rom», JIFOObIX YMCJIOBBIX 3HAUEHMII ¥ eOVHUI] MU3MEepeHMs] MelaeTcsl C
MCIIOJIb30BaHMEM Hepa3pbIBHOTO mpobesa (coueranue kiasuin Shift - Ctrl -
[Tpobemn).

18. He momyckaeTcst BKJIIOUATh B TEKCT JOKYMEHTA pasfe/UTe/bHbIe JIMHUN,
COCTaBJIEHHbIE U3 IIENIOYeK CMMBOJIOB (¥, =, -, — U apyrue).

19. He pmomyckaeTcsi MCIIOSb30BaHMe B PYCCKUX CJIOBaX CXOOHBIX IO
HavyepTaHMIO JaTUHCKUX 6YKB (A, a, B, C,c,E, e, H, K, M, O, 0, P, p, 1, X, X, V).

20. He pomyckaeTcsi WMCHO/b30BaHMe CHUMBOJIA TaoOyasaiuu (—) O
obpa3oBaHus ab63allHOTO OTCTYyIa (KPACHOM CTPOKM) WJIM ITYCThIX CTPOK. AO3alHbIN
OTCTYII YCTAHABJIMBAIOT B MeHI0 @opmaT/A63all iy C IIOMOIIbIO BEPXHEro ABVKKA
Ha FTOPM30HTAIbHOM JIMHENKE.

21. He pomyckaeTcss WMCIOJMb30BaHME CUMMBOJIA «-» IJIs OOO3HAUYEeHUSI
nmepeHoca. BmecTo Hero cjielyeT MCIIOb30BaTh CUMBOJI MSITKOTO TIepeHOoca
(xom6uHanus kaasuiil Ctrl — «-»).

22. [Ing HamMcaHUST PUMCKUX IUGP MOJIKHBI MCIIOIb30BaThCSI 3aryiaBHbIE
6ykBbI JIaTuHCKOTO andasuta (I, V, X, C, D, L, M). Ucniosib3oBaHMe IJIs1 9TOM 11/
pycckux OYKB U apabCcKux 1mdp He TOMyCKaeTCsl.

23. BMecTo GYKBbI «€» MOJDKHA YIIOTPeONSATbCS OyKBa «e» (Kpome MMeH
COOCTBEHHBIX TTPY HAJIMYNY TTOATBEPSKIAIOIINX TOKYMEHTOB).

24. PexBU3UTBI «3arojIOBOK K TEKCTY» OJIKHbI ObITh BLIDOBHEHBI 10 LIEHTPY
U KasKIbIN U3 HUX JOJIKEH IPeACTaBISTh COO0I OOMH ab3all, TO eCTh BHYTPU TEKCTA
KaXIOr0 PEeKBU3UTA He MOOJ/DKHO ObITh cuMBOia ab63ama. He mgomyckaetcst
MCITOJIb30BaHMe CMMBOJIa ab3alia IJis IPepbIBaHNUSI CTPOKY B IMPOU3BOJIBHOM MECTe,
IJISI TOTO CJIEAYyeT MCIIOIb30BaTh CMMBOJI Pa3pbiBa CTPOKM (KOMOMHAIIMS KJIaBUIII

Shift - Enter).
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[Tpunoskenne Ne 6
K [IpyiMepHOI MHCTPYKIMU TIO AeJIONPOU3BOACTBY
B TEPPUTOPUAIbHON U30MpaTeIbHOM KOMUCCUN

Cmmcoxk PaCCBIVIKM UCXOIAIINX TOKYMEHTOB

Ne HaumeHoBaHMe opraHa

Ilo/THBIV IOYTOBBIN aApec
n/n (opranmsanumn) AP

IIpencemaresnb TeppUTOPUATIBHOM KOMMUCCUM
WcnonHurenb
« » 20 T.
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[Tpunoskenme Ne 7
K [IpyiMepHOI MHCTPYKIMU TIO AeJIONPOU3BOACTBY
B TEPPUTOPUAIbHON U30MpaTeIbHOM KOMUCCUN

IlepeyeHb 00s13aTe/IbHBIX CBEJEHUN O JOKYMEHTAX, MCIIO/Ib3yEMbIX B LIEJISIX
ydera ¥ IIOMCKa JOKyMeHTOB B IT/I!

. ABTOD.
. Anpecar.
. Jo/mKHOCTh, haMWINsT M MUHULIMAITBI JINIIA, TIOATIMCABIIEro JOKYMEHT.

. Haumenosaunne IpyIIibl 1 Ba JOKYMEHTA.

1
2
3
4
5. [laTa JOKyMeHTa.
6. PerucrpanoHHbIii HOMEp TOKYMEHTa.
7. JlaTa OCTYIMUBIIIErO JOKYMEHTA.
8. PerucrpaliioHHbII HOMEp MOCTYMMBIIIErO JOKYMEHTA.

9. CBemeHnst 0 CBSI3aHHBIX AOKyMeHTax (HauMMeHOBaHMe BUAA MTOKYMEHTa,
naTa, perMCcTpalyOHHbI HOMEp, TUIT CBSI3KN).

10. 3aros10BoOK K TeKCTY (KpaTKoe cofiepskaHue JOKYMEHTa).

11. MHpekc mena 1o HOMEHKJIaType Jel.

12. CBeneHust o nepeagpecainy JOKYMEHTa.

13. KonnuecTBO /MCTOB OCHOBHOTO IOKYMEHTA.

14. OTMeTKa O MPWIOKeHUM (KOJIMUYECTBO MPUJIOSKEHNH, 00lllee KOJIMUYECTBO
JIUCTOB TIPUJIOXKEHUN).

15. YKkasauus 1o UCIIOJHEHMIO JOKYMeHTa (IIopyJeHue, MCIIOJIHUTEe b, 1aTa
VCIIOJTHEHUS).

16. OTMeTKa 0 KOHTpOJIE.

17. I'pud (momerka) 06 orpaHMYeHMUM JOCTYTIA.

18. IIpoBepKa 3/IeKTPOHHOM MOAIMCH (TIPU HATIUYUUMN).

19. IlogpasmesieHne — OTBETCTBEHHBIN UCIIOJHUTE/Ib JOKYMEHTA.

20. Dai1bl 3JIEKTPOHHOT'O TOKyMeHTa (KOJMUecTBO (GaiioB, MMeHa (aiiyioB).

! Ucnonbsyercs cokpalleHue, IpuBefeHHoe B MyHKTe 1.8 HacTosmein MHCTpyKumm.
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[Tpunoskenme Ne 8
K [TpymepHOI MHCTPYKIUY TI0 IeJIOTIPOU3BOACTBY
B TEPPUTOPUATBHO M306MPaTETbHON KOMUCCUA

ITEPEYEHD
MoJJIe)KallyX KOHTPOJIIO JIOKYMEHTOB C YKa3aHyeM CPOKOB MCIIO/THEeHUSI

1. @®epepasnibHble KOHCTUTYILMOHHbIE 3aKOHBI, (elepaibHble 3aKOHbI
Poccuiickon Degepanyy — COrJIacHO YKa3aHHOMY B HUX CPOKY.

2. Ykasbl IlpesupmenTta Poccuitckon @enepaiiny — COIVIaCHO YKa3aHHOMY B
HUX CPOKY.

3. Pacriopsokennst  Ilpesumenta Poccuiickonn ®epepauyy - COrJIaCHO
YKa3aHHOMY B HUX CPOKY.

4. TTocranoBnenust, pacniopsskennst [IpasurenbcrBa Poccuiickon @epeparym —
COIJIACHO YKa3aHHOMY B HUX CPOKY.

5. YcraBHble 3aKkOHbI, 3akoHbl KajMHMHIpamckoi 06jacTv - COTJIACHO
YKa3aHHOMY B HUX CPOKY.

6. [TocTtaHoBeHMs, peleHus 3aKOHOAATEIbHOTO Cobpanust
KanmHuHrpamckoin 06/1acTé — COryiaCHO YKa3aHHOMY B HUX CPOKY.

7. ITocranoBnenus: IIpaBurennpcrBa KamuuHrpamgckoi 061acTi — COrJIaCHO
YKa3aHHOMY B HUX CPOKY.

8. Pacriopspkennst I'yoepHatopa KanmHMHrpamckoi o06J1acTM — COTJIACHO
YKa3aHHOMY B HUX CPOKY.

9. IMTapnamentckue 3ampockl CoBera Penmepauym DemepanbHoro CobpaHus
Poccuiickoin ®epepaunn, [NocymapcrBennoi ymbr @DepepanbHoro CobpanHus
Poccuiickon ®epepanuy — He mosgHee yeM udepes 15 KajmeHmapHbIX JHEN CO IHS
MOJIyUeHMsI ~ TapJaMeHTCKOrO  3ampoca WM B MHOM  YCTAHOBJIEHHBIN
cooTtBeTcTBYIOIIeN mnanaton PemepanbHoro Cobpanus Poccuiickon @emepaiivm
CPOK.

10. 3amnpocsl CEHaTOpOB Poccuiickoin denepanyn, IeIryTaToB
l'ocymapcrBenHon Iymbr @emepanbHoro Cobpanust Poccuiickon ®emepanym —
He ro3gHee yeM uepe3 30 KaJleHIapHbIX JTHEM CO IHS ero IMOJIyYeHUs] VI B MHOM

COTJIAaCOBAHHbIN C MHUIIMATOPOM 3aIpoca CPOK.
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11. O6pamiennst  ceHatopoB  Poccuiickon — Demepainy,  OeIyTaTOB
Il'ocymapcrBennon ymber @enepanbHoro Cobpanus Poccuiickon demepauym 1mo
BOIIPOCAM, CBSI3aHHBIM C  MX  JIeSITeJIbHOCTbIO, —  He3aMeIJUTeJIbHO
(TIp¥ HEOOXOAMMOCTH ITOJTyYEHMSI TOTIOJIHUTEIbHBIX MaTepyaioB — He MO3IHee YeM
yepe3 30 KajeHIapHbIX JHEN CO ITHS MOTyUYeHUsT OOpallleHus).

12. O6pariennst IeITyTaToOB 3aKOHOZaTe/IbHOTO CobOpanus
KamuumHrpagcko o067acTM — B CPOK, YCTAHOBJIEHHBI 3aKOHOAATEbCTBOM
cyobekTa Poccuiickon ®Denepariyn.

13. ITucebma u3 Apmvunucrtpauum Ilpesupmenra Poccuiickon @Demepanyn,
IIpaButenbctBa Poccuiickon @eneparinu, KoncrturymmonHoro Cyna Poccuiickoi
®enepauny, BepxoBHoro Cyma Poccuitckon @enepauuy, ['eHepasibHOM
npokypatypbl Poccuiickon ®Depmepaumm, agMmmHuctpanmuu cyobekra Poccuiickoin
@emepauyy — B COOTBETCTBMM C YKa3aHMSIMM IO MWCIIOJIHEHUIO OOKYMEHTa
npencenaTessi TEPPUTOPUAIBHOM KOMMUCCUM, €CIM B HMX He YyKaszaH CpPOK -—
He no3gHee yeM yepe3 30 KajeHIapHbIX THE.

14. Pemtenns UsbupatenbHoM Komumccuu KaamMHMHTpagcKou o6jactu -
COIJIACHO YKa3aHHOMY B HUX CPOKY.

15. PacriopsiskeHust [Ipencenarens W36upatenbHOM KOMMCCUM
KanmHuHrpamckoin 06/1acTé — COryiaCHO YKa3aHHOMY B HUX CPOKY.

16. IIpoTecTt nmpokypopa — He nmo3aHee yeM yepe3 10 KajeHIapHbIX THEI.

17. IlpencraBiieHne IpoKypopa — B TeUEeHMe Mecs1la CO THS IMOCTYILJIEHMS.

18. O6paitieHnst, cBsI3aHHbIE C peajM3alyen 1 3alUTON M30MpaTeIbHbIX ITPaB
M TIpaBa Ha ydyactue B pedepeHayme rpaxkmaH Poccuitckon @enmepainm,
MOCTYIMBIIME B TEPPUTOPUATBHYIO KOMMCCHMIO B XOJ€ COOTBETCTBYIOLLEN
U30MpaTeIbHOM KaMIlaHMM, KaMIaHuu pedepeHayma, - B COOTBETCTBUU C
depmepabHBIM 3aKOHOM 006 OCHOBHBIX FapaHTUSIX M36MpaTe/bHBIX NIpaB2.

19. [lepechisika OOpallleHMII TpaskaaH, COAEpPsKAIlMX BOIPOCHI, peIleHue
KOTOPbIX HE OTHOCUTCSI K KOMIIETEHIIMM TepPPUTOPUATBHOM  KOMMCCUM,

OCYILIECTBJISIETCS] B TEUEHME CEMM KaJIEHIAPHbBIX THEN.

? Wcnonb3yeTcs coKpallieHye, NpUBeeHHoe B MyHKTe 1.2 HacTosmeii IHCTpyKumn.
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OG6paiiieHne, CBsI3aHHOE C COOTBETCTBYIOIIEN M30MpaTe/JIbHOM KaMIlaHMEN,
KaMIlaHuen pedepeHayMa, TOCTYNUBIIEE B TEPPUTOPUATBLHYIO KOMMCCUIO [0
YCTaHOBJIEHMSI €}0 MTOIOB T'OJIOCOBAaHMS, OIpenesieHus] pe3yJIbTaTOB BbIOOPOB,
pedepeHgyma ¥ comepskalee BOIPOCHI, pellleHre KOTOPbIX He BXOOUT B
KOMITETEHIIMIO KOMMCCUM, B TeUeHMe TISITM JHeM IIocjae OHSI ITOCTYIUIEHMS
HAaIIpaBJIsIETCSI B KOMMCCHIO, MHOM OPraH MJIM TOSKHOCTHOMY JIMITY, B KOMITIETEHIINIO
KOTOPBbIX BXOIMUT €ro pacCMOTpeHMe, a IMOCTYIMBILIee B MHOM Iepuoj Jubo He
CBSI3aHHOE C COOTBETCTBYIOILEN M30MpaTeJbHOM KaMIlaHMeM, KaMIIaHWen
pedepeHgyMa — B TeUeHMEe CEMMU THEN IOCIe JHS MOCTYIIIEHMS.

OO6pariennsi, He CBSI3aHHbIE C peasM3allel 1 3alUTOM U30upaTe/bHbIX ITPaB
M TIpaBa Ha ydyactue B pedepeHnyme rpaxkmaH Poccuitckon @enmepaiinm,
MOCTYINMBILME B TEPPUTOPUATBLHYIO KOMMCCUIO B TEPUOH, COOTBETCTBYIOIIEN
U30MpaTeIbHOM KaMIlaHMM, KaMIIaHuyM pedepeHayMa, a TakKe IOCTYNMBIINME BHE
mepuoja M30MpaTeNbHOM KaMIlaHMM, KaMmaHuyu pedepeHayMa WM IIOCIIE
YCTaHOBJIEHMSI TEPPUTOPUATBHOM KOMMCCUEN UTOIOB I'OJIOCOBAHMSI, OMpPeIesIeHNs
pe3yabTaTOB BbIOOpPOB, pedepeHayMa, — B TeueHue 30 gHen mocjae OHS UX
MTOCTYILJIEHMUS.

20. Obpartienust  CpeacTB  MaccoBoy  MHGoOpMamuuM IO  BOIPOCaM
npenocTaBjeHns uHpopMaluy - B TeUyeHMe CeMM KaJleHOapHbIX nOHen. Eciau
Tpebyemble CBedeHMsI He MOIYT ObITb IIPeJOCTaBJIEHbl B YKAa3aHHBIM CPOK, TO
IOITyCKAaeTCs OTCPOYKa B IIPeJoCTaB/JIeHMM 3allpallBaeMoil uHopMaium C
BpYUYEHMEM MPEICTABUTEIO PeIaKLyUM B TPEXIHEBHbIII CPOK CO IHS ITOTYYEHMS
MMCbMEHHOIO 3ampoca MuH(OpMaluy yBeAOMJIEHUS 00 OTCpPOYKe, B KOTOPOM
YKa3bIBAIOTCS MPUYMHBI OTCPOUYKM, [OaTa, K KOTOpOM OymeT ImpemocTaBieHa
3ampalimBaeMast MHGopMalus, JOJSKHOCTHOE JIMIO, YCTaHOBUBIIIEE OTCPOUKY, IaTa
MIPUHSITUS pellieHns 06 OTCPOUKe.

21. 3ampoc rocymapCTBEHHOrO OpraHa, OpraHa MeCTHOTO CaMOYIIPaBJIEHMS
MM JIOJDKHOCTHOTO JIMIla, paccMaTpuBalolllero oOpallleHue TrpaskJaHuHa, -
OOKYMEHTbl ¥ MaTepuasbl, HeOOXOauMble MJisI PpacCMOTpeHMsl oOpalleHus,
MPefoCTaB/ISIIOTCS B TeueHue 15 IHeN WiIM MHOM CpPOK, YKasaHHbI B 3aIpoce

(1'[0 BOBMO)KHOCTI/I), 3da MCKIIOUeHMEM HOOKYMEHTOB UM MaTepuaJioB, B KOTOPbIX
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CoZlepsKaTcsl CBeJleHMsI, COCTaBJISIONIMEe IOCYIapCTBEHHYIO WIN UHYIO OXPaHSIeMYI0
dbemepasibHBIM 3aKOHOM TalHYy, M IJII KOTOPBbIX YCTAHOBJIEH OCOOBIM TOPSIIOK

ImpeaoCTaBJIEHNA.



89

[Tpunoskenme Ne 9
K [IpyiMepHOI MHCTPYKIMU TIO AeJIONPOU3BOACTBY
B TEPPUTOPUAIbHON U30MpaTeIbHOM KOMUCCUN

DHCKas TeppUTOPUAIbHASL YTBEPXIAIO
n3buparebHast KOMUCCHS
HOMEHKJIATYPA OEJI IIpencenarennb
Ne OHCKOM TeppUTOPUATBHON
(mara) 1361 paTeIbHOM KOMUCCUM
[Toanuch PacumdpoBka noamicu
Ha roJ Hata
Kos-Bo
WHupekc 3aroJsIoBOK JeJia Cpok xpaHeHust
TOMOB, . [Tpumevanue
Iena . u Ne cTaTein 1o MepevHio
yacren
1 2 3 4 5
Ha3sBaune pasgena

HaumenoBaHMe JOKHOCTU COCTaBUTEIST

HOMEHKJIaTypbl IMopmmch Pacimmdposka nmoamnmcu
Hata
COI'JIACOBAHO YTBEP>KIEHA
[TpoToKON DKCITEPTHOM KOMUCCUM DHCKOM [TpoToKO DKCITEPTHO-TTPOBEPOYHON KOMUCCUN
TePPUTOPUATILHON M30MpaTeIbHOM KOMUCCUA MYHULIMIIAJIbHOTO OOpPa30BaHmsT «__ »

oT Ne oT Ne
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[Tpomomkenne npuioskerns Ne 9

WToroBas 3ammch O KaTeropusx ¥ KOJMYECTBE JeJ1, 3aBeIeHHbIX B roay B
OHCKOI TeppUTOPUAIbHON M30MPaTEeIbHON KOMUCCUM

B Tom unciie
ITo cpokam XpaHeHUst Bcero HepeXOIIIIX C OTMETKOM
«IIIK»
1 2 3 4

Ha 6ymaskHOM HOCUTEIE
(TIpy HamMUUy TMOPUIHBIX Aes, ToM(a) Ha OGyMaskHOM HOCUTEJIE YUUTHIBAIOTCS B pasjesie
Tabmipl «Ha 6yMaskHOM HOCUTese», TOM(a) Ha 3JIEKTPOHHOM HOCUTEJIE YUUTHIBAIOTCS B
pasjiesie TabaUIIbl « DJIEKTPOHHBIX»):

ITocTosiHHOTO

BpemenHoro (cBbiiie 10 Jer)

Bpemennoro (mo 10 ner
BKJIIQUMTEJIbHO)

OJIEKTPOHHbBIX
(py HaMMYMY TMOPUIHBIX J1esT, TOM(a) Ha 6yMaskHOM HOCHUTeJIe YUUTBIBAIOTCS B paszerie
Tabauipbl «Ha 6ymaxkHOM HOcuTesie», ToM(a) Ha 3JIEKTPOHHOM HOCUTEJIe YUUTBIBAIOTCS B
pasjiesie TabaUIIbl « DJIEKTPOHHBIX»):

TTocTossHHOTO

Bpemennoro (cBaiie 10 ser)

Bpemennoro (mo 10 net
BKJIIOUMTEJIbHO)

NUTOTI'O:

HanmeHoBaHMe AOISKHOCTY COCTaBUTEJIS
HOMEHKJIaTypbl [Toamuch Pacimmdposka mnoamnucu
Hata
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ITpunosxkenne Ne 10

K [IpyiMepHOI MHCTPYKIMU TIO AeJIONPOU3BOACTBY
B TEPPUTOPUAIbHON U30MpaTeIbHOM KOMUCCUN

OHCKas TeppuUTOpUaIbHAS
u36upareabHast KOMUCCHUS

®OHI, Ne
OITUCH Ne

JeJ1, TOKYMEHTOB ITOCTOSAHHOTI'O XPpaHEHMA

YTBEPXIAIO

IIpencenarenn

OHCKOM TeppUTOPUATBHON
U30MpaTeIbHOM KOMUCCUA

3a rof IMonmuce Pacimmdposka moamicu
Hata
Ne Nnpekc Kpaitane Kon-Bo | ITpume-
3aroJIoBOK gesia

/o Jeina IaThl JIMCTOB | uYaHue

1 2 3 4 5 6
HasBanme pasgeina
B maHHbIN pa3ges omucy BHECEHO e

¢ Ne

1o Ne

(umdpamu 1 MPOMMUCHIO)

JINTEPHbIE HOMEpa:

IMponyiieHHbIe HOMepa:

, B TOM Uucie:

HaumeHoBaHMe TOKHOCTM COCTaBUTEIIS

OoInnucn
Hata

IMognuch

HaumeHoBaHme IO/IKHOCTU
OTBETCTBEHHOI'O 3a apXMB

COI'VIACOBAHO

[TpoTOoKON DKCITEPTHOM KOMUCCUM DHCKOMN

TePPUTOPUATILHON 1301 paTeIbHOM KOMUCCUA
Ne oT Ne

OT

Pacumdposka nogmicu

[Toamuch Pacimmgposka nmoamnmcu

VTBEPXIEHA

[TpoToKO DKCITEPTHO-TTPOBEPOYHON KOMUCCUN

MYHUIUIIAJIBHOI'O O6p830BaHI/I$[ « »
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[Tpunoskenne Ne 11
K [IpyiMepHOI MHCTPYKIMU TIO AeJIONPOU3BOACTBY
B TEPPUTOPUAIbHON U30MpaTeIbHOM KOMUCCUN

DHCKas1 TeppUTOPUaIbHAL YTBEPXIAIO
136upaTebHass KOMUCCHUS
DdOH/, Ne IIpencenmarennb
OIINCDH Ne OHCKOV TeppUTOPUATIBHOM
IleJI, TOKYMEHTOB JIOJITOBPEMEHHbBIX U306MpaTeIbHOM KOMUCCUA
cbitre 10 jietT) CpOKOB XpaHEeHUs
( ) cp p [Toanuch PacumdpoBka noamicu
Hata
3a rom
Cpok
Ne HNupekc Kpaitane Kon-Bo xpane- | [Ipume-
3aroJIoBOK meJsia
/11 nesa IaThI JIICTOB HUSI yaHue
1 2 3 4 5 6 7
HasBaume paspgena
B mannblil pasgesnt onmucy BHECEHO
nen
(umdpamu 1 POIUCHIO)
¢ Ne o Ne , B TOM 41CJI€:
JINTEepHbIe HOMepa: )
MPOITYILIEHHbIE HOMEpPa:
HaumeHoBaHMe NO/IKHOCTY COCTaBUTEIIS
onucu IMopnuck PacumdpoBka nmoammcu
HaumeHoBaHMe TO/IKHOCTU
OTBETCTBEHHOT'O 3a apXUB IMoammch Pacimmgposka nmoamnmcu
(mara)
COI''TACOBAHO VTBEPXXIEHA
ITpoTokoa DKCHePTHOM KOMUCCHUM DHCKOM ITpoTokoa DKCHEPTHO-NIPOBEPOUYHON KOMUCCUN
TePPUTOPUATILHON M306MpaTe/IbHOM KOMUCCUNA MYHULIMIIAJIBHOTO OOpa3oBaHUs « _ »
oT Ne oT Ne




93

ITpunoskenne Ne 12
K [IpyiMepHOI MHCTPYKIMU TIO AeJIONPOU3BOACTBY
B TEPPUTOPUAIbHON U30MpaTeIbHOM KOMUCCUN

OHCKasl TeppUTOpUaIbHAS YTBEPXIAIO
u30MparTebHas KOMUCCHUS
AKT [Mpencenarenn
OHCKOM TeppUTOPUATBHON
No M36MpaTebHOM KOMUCCUY
(MecTo cocTaBIeHs1) ITommuch PacummdpoBka nogmnmcu
Hata

O BbIICJICHMM K YHUUYTOXXE€HNIO TOKYMEHTOB,
He IIoaJie>KallinxX XpaHEHNIO

Ha ocHoBanuym IlepeuHs TMIIOBBIX yIIpaBJI€HUYECKMX apXUBHBIX JAOKYMEHTOB,
00pa3yoIMXxcs B MPOLeCCe NeSITeJbHOCTM TOCYJapCTBEHHbIX OPraHoB, OPraHOB MeCTHOTO
CaMOYTIpaBJIEHNMS ¥ OpraHM3alnii, C YKa3aHWeM CPOKOB XpaHEHMsSI M HOMEHKJIATYPbI e/ DHCKOM
TEPPUTOPUATIBHON M30UPATETIbHOM KOMMCCUMM OTOOpaHbl K YHMUTOXKEHMIO KaK He MMEeIoIIye

HayYHO-MICTOPMUUECKOM LIEHHOCTU " yTpaTuBIINMeE MPaKTUIECKOE 3HaUeHue
JTIOKYMEHTbBI .
Cpoknu
3aroyIoBOK JeJia WNupekc pena 1o
. . XpaHeHUS
Ne | wmu rpynmoBon | Kpaiane HOMEHKJIaType Koin-Bo 1 HoMepa [Tpume-
T/TI 3aroJIOBOK IaThI WIM HOMep Jena | em. xp. craTeit YyaHue
IOKYMEHTOB 10 OITNCU
I10 TIEPEYHIO
1 2 3 4 5 6 7
Uroro: ell. xp. (#en, 3JIeKTPOHHBIX Ae) 3a roapl

(umdpamu U ITPOIUCHIO)

Onucu el ITOCTOSHHOT' O XpaHEHUA 3a roabl YTBEP>KOEHDbI

Hanmenosanmne OOJDKHOCTM Jinla,

MIPOBOAMBIIIET'O YKCIIEPTU3Y 1EHHOCTU [Tognuch PacumdpoBka noamnucu
(mata)
COI'JTACOBAHO YTBEPXXJIEH
[TpoTOKON DKCIIEPTHOM KOMUCCUM DHCKOMN [TpoTOoKON DKCIIEPTHO-TTPOBEPOUYHON KOMUCCUY
TepPUTOPUAILHON 136MpaTeIbHOM KOMUCCUM MYHUIIUITAJIbBHOTO OOpa30BaHms « _ »

oT Ne oT Ne
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[Tpomomkenne npuioskerns Ne 12

JlOKyMeHTBI B KOJIMUECTBE ef. Xp. (men, 3JIeKTPOHHBIX JIeJ1):
- Ha 6yMaykHOM HOCKTeJIe BeCOM KT CHAHBI B

(HauMeHOBaHMe OpraHu3aLyn)

- Ha 3JICKTPOHHOM HOCHUTEJI€ CIaHbl Ha YHUMUYTOXXEHNE

(€HOCO6-YHIYTOKEHNS)

HaumeHoBaHMe JOKHOCTH JIALIA,
CIABIIEro JOKYMEHTbI IMopmmuce Pacumdposka noamnmcu

Hata

VsMeHeHMsT B yueTHbIE€ JOKYMEHTbI BHECEHbI
HaumeHnoBaHme JOIKHOCTH JIALIA,

BHECIIIETO M3MEHEHMS B YUeTHbIE

IOKYMEHThI IMopmuce PacumdpoBka noamucu

Hata
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ITpunoskenme Ne 13
K [IpyiMepHOI MHCTPYKIMU TIO AeJIONPOU3BOACTBY
B TEPPUTOPUAIbHON U30MpaTeIbHOM KOMUCCUN

BHYTPEHHSS OIINCb

JOKYMEHTOB jeyia Ne

Homepa
Ne WHpnekc Hata
3aroJIOBOK TOKyMEHTAa JIUCTOB [Tpumeuanne
I/ IOKyMEHTa | NOKYMEeHTa
nena
1 2 3 4 5 6
Hroro: TOKYMEHTOB

(umdpamu 1 MPOMMCHIO)

KonnyecTBo nMCTOB BHYTpPeHHEN OMUCK

(1mdpammn 1 TPOINCHIO)

HaumeHnoBanme JOJDKHOCTHM JINIIA,

COCTaBMBIIIETO BHYTPEHHIOIO OIMCh
IIOKYMEHTOB Jiefia [Toamuch Pacimgposka nmoamnmcu

Hata
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ITpunosxkenne Ne 14
K [IpyiMepHOI MHCTPYKIMU TIO AeJIONPOU3BOACTBY
B TEPPUTOPUAIbHON U30MpaTeIbHOM KOMUCCUN

JINCT-3ABEPUTEJIb JEJIA Ne

auct(0B),

B nene mopimTo 1 mpoHyMepoBaHO
(umdpamu 1 MPOMKCHIO)

, B TOM UICJIE:

¢ Ne 1o Ne

JINTEPHbIE HOMEpPa JIMCTOB
MpomnyuieHHbie HOMeEpa JINCTOB
+ JINCTOB BHYTPEHHEﬁ onmncn

OcobeHHOCTH (PU3NYECKOTO COCTOSHUS U Homepa
dbopMupoBaHus gesa JICTOB
1 2
IMonmucy PacumdpoBka moammcu

HaumeHnoBaHue TOIKHOCTU

Hata
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ITpunoskenme Ne 15
K [IpyiMepHOI MHCTPYKIMU TIO AeJIONPOU3BOACTBY
B TEPPUTOPUAIbHON U30MpaTeIbHOM KOMUCCUN

®. Ne
Orm. Ne
. Ne

HANMEHOBAHUWE APXUBHOI'O YUPEXIIEHUSA
OHCKAS TEPPUTOPUAJIBHAS U3BUUPATEJIbHAS
KOMUCCUMA

JOEJIO Ne Tom Ne

(3aros10BOK Jiesia)

(KpaiiHue JaThl)

Ha JIUCTax
XPpaHUTb
®d. Ne
On.  Ne
. Ne
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ITpunosxkenne Ne 16
K [IpyiMepHOI MHCTPYKIMU TIO AeJIONPOU3BOACTBY
B TEPPUTOPUAIbHON U30MpaTeIbHOM KOMUCCUN

VYTBEPXIAIO YTBEPXIAIO
IIpencenarens (HaMMeHOBaHMe AOJKHOCTU

DHCKOM TepPUTOPUATIHLHOM PYKOBOJMTEJISI OpraHu3alinm,

1301 paTeIbHOI KOMUCCUN MIPUMHMMAIOILEN TOKYMEHTBI)
IMTopmuch Pacimgposka noamnmcu IMopnuch Pacummdposka nogmnmcu
Hara ITeuatn Hara ITeuarn

AKT
Ne

npueMa-riepefaun apXuBHbBIX
IOKYMEHTOB Ha XpaHeHue

(ocHOBaHMe nepenaun)

(Ha3BaHMe niepemaBaeMoro GoHza)

cuai,
(HaMMeHOBaHMe OpPraHM3aLuy, fepefaroliei JOKYMeHTbI)
TIPUHSIL.
(HaMMeHOBaHMe OpraHu3alyy, MPUHMMAIOLIEN JOKYMEHTbI)
[IpuHMMaeT Ha roCyIapCTBEHHOE XpaHEHMEe TOKYMEHTHI 3a M CIIPABOYHbIN aIlrapar
(ronbl)
K HUM:
Ne /it HasBanne, Homep onucu KonnuectBo KonnuecTtso [Ipumeuanue
3K3eMILIIPOB en. Xp.
OIInCn
1 2 3 4 5
HToro npuusTo em.xp.
(1mdpamu 1 MPOMUCHIO)
ITepemauy mpousBen ITpuem npounssenm
HomKHOCTD [Toamuch PacumdpoBka  JIo/KHOCTD IMopmmch Pacimmdposka
MO ICH TOJITNCH
Hara Iara

®onpy mpucoed Ne

H3menenus B YUueTHbIe IOKYMEHTbI BHECEHbI

HaumeHoBaHMe J0IKHOCTH IMopmuch
OTBETCTBEHHOTO 3a apXUB
Hara

Pacimdposka roamicu




