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YTBEPXJIEHA
MOCTaHOBJICHUEM
VBHAHCKON TEPPUTOPUAILHON
n30UpaTeTbHOM KOMUCCUHT

or 27 mag Ne 2/6-1

NHCTPYKIUA _
11O AEJIOIIPOU3BOACTBY B UBHAHCKOH
TEPPUTOPHUAJIBHOMN U3EUPATEJIBHON KOMUCCHUA

1. OOmme mosoKeHUst

1.1. NHCTpyKMsT 1O  AENONpPOU3BOJACTBY B TEPPUTOPUAIBHOM
n30upaTenbHO Komuccuu (nmainee — WHCTPYKIMS) YyCTaHABIMBACT TOPSIOK
paboThl C JIOKYMEHTaMH, OCHOBHBIC TMpaBWJia MX MOATOTOBKUM U OGOPMIICHUS B
TeppuTOpHabHON M3OupaTenbHoi komuccun (nanee — THUK). Iopsanok paboTsl ¢
AJIEKTPOHHBIMU  JTIOKYMEHTaMH, JOKYMEHTaMU 10 BEACHUIO  KaJpOBOTO
JICTIOTPOU3BOCTBA OMPENEIACTCS OTACIBbHBIMU UHCTPYKIIUAMH, YTBEPKICHHBIMU
COOTBETCTBYIOIIMMU pacnopsbkeHusiMu npenacenarens THUK.

Nuctpykiust pa3paboTaHa Ha OCHOBaHUM (pefepajbHBIX 3aKOHOB OT
12 uronst 2002 roga Ne 67-03 «O06 OCHOBHBIX TFapaHTHUSIX W30UpATENbHBIX TPAB U
npaBa Ha ydactue B pedepenmyme rpaxaaH Poccuiickoit ®enepanun», OT
22 oktsa0ps 2004 rtoma No 125-®3 «OO6 apxuBHOM jnene B Poccuiickoit
Oeneparun», or 2 Mas 2006 roga Ne 59-®3 «O mnopsiake paccMOTPEHUs
oOpamennii Tpaxman Poccuiickoit ®Dexepanum», € y4eTOM MOCTAHOBJICHHS
[IpaButenscTBa Poccuiickoii @enepaunu ot 3 Hos10ps 1994 roga Ne 1233 «O06
yTBepxkaeHun [lonoxxkeHuss o mopsiike oOpalleHusi co CayXKeOHoM HHpopmMaruen
OTPAHUYEHHOI'O paCIpOCTpaHEHUs B (QeAepalibHbIX OpraHax HCIOJTHUTEIbLHON
BJIACTU W YIOJHOMOYEHHOM OpraHe VIpaBJCHUsI HCIOJIb30BaHUEM aTOMHOM
sHeprum» (B penakuuu noctaHoBieHuid I[IpaBurensctBa Poccuiickoit deneparuu
ot 20 utons 2012 r. Ne 740, ot 20 deBpans 2016 r. Ne 123, ot 18 mapra 2016 .
No 214, or 06 aprycra 2020 r. Ne 1186), IlpaBun nemonpou3BOJCTBa B
benepanbHbIX opraHax VCTIOJTHUTEIBHOMN BJIACTH, YTBEPAKIECHHBIX
noctaHoBieHuemM IIpaButenscrBa Poccuiickoit @enepanuu ot 15 urons 2009 rona
Ne 477 (B penakuuu noctanosnenuii [IpaBurensctBa P® ot 07 centsiops 2011 r.
Ne 751, or 26 ampens 2016 r. Ne 356, or 01 depans 2020 1. Ne 71),
MeTonnueckux peKOMEHIAIi 10 pa3pad0oTKe MHCTPYKIUH MO IETOTPOU3BOJICTBY
B TOCYJapCTBEHHBIX  OpraHax, OpraHax MECTHOTO  CcaMOYMpaBJICHUs,
YTBEPKJICHHBIX NpHuKa3oM @DenepasbHOr0 apXMBHOIO areHTCTBa OT 24 nexalps
2020 roma Ne 199, mocranoBienuit ¥ uHBIX HopMmaTuBHBIX akToB LMK Poccun,
Komuccun, Pernamenra Komuccum, ¢ ucnoipzoBanueM 'OCTa P 7.0.97-2016
«Haumonaneublid cranaapt Poccuiickoin ®@enepamuu. Cucrema CTaHIAPTOB 10
uHpopmaly, OUOJIMOTEYHHOMY M U3JATEIbCKOMY Jeny. OpraHu3alroHHO-
pacnopsaauTenbHas JoKyMmMeHTalus. TpeOoBaHus K O(QOPMICHHUIO JOKYMEHTOBY,
I'OCTaP 7.0.8-2013 «Hauunonaneublii crangapT Poccuiickoit dexnepanuu.



Cuctema ctanaapToB 1o uHbopMaluu, OMOJIMOTEUHOMY U W3JAaTEILCKOMY JIEIy.
J1enonpon3BOACTBO U apXUBHOE A€JI0. TEPMUHBI U ONIPEIEIICHUS.

[IpaBuna odopMieHuss [TOKYMEHTOB U TOPSIOK pabOThl C HUMH,
npenycmoTpennbie MHCcTpykuuei, oOs3atenbubl ais uieHoB TUK, paGoTHHKOB
armapara THUK.

1.2.PaGotauku, noctynuBmme Ha padoty B ammapat TUK, momxHbl OBITH
O3HAKOMJIEHBI MIOJ] HOAMUCH C TEKCTOM MHCTpYyKINH.

1.3.Benenue nenonpounsBogacra THUK ocymectBiuser npeacenarens TUK
unu  pabotHuk amnmapatra THUK B CcOOTBETCTBUM CO CBOUM JOJIKHOCTHBIM
pErIaMEHTOM.

1.4.B cnayuae yxoma B OTIYCK, BbI€3J]a B KOMaHJIUPOBKY, OOJE3HH,
YBOJIbHEHHUSI HMCIOJHUTENS JOKyMEHTOB mpexacenatens THUK cam  Bemer
JETONPOU3BOACTBO B KOMUCCHH.

1.5. lenonpousBoacteo B THUK ocyiiecTBiaseTcss € HUCMNOJb30BAHUEM
IPOrpaMMHOTO U3Jenus «Jleno» moacucTeMbl aBTOMATU3ALMKU aIMUHUCTPATUBHOM
NEeATENbHOCTA ['0Cy1apCTBEHHON AaBTOMATHU3UPOBAHHOW CHUCTEMBI Poccuiickon
Oenepanuu  «BpIOOpB», BXOASAIIEH B COCTaB CHEIHMAIBHOTO MPOrPAMMHOTO
obecrieuenust (manee — IIU «Jlemo»), nubO € HMCHOIB30BAHHEM KYpPHAIHHOM
cuctembl peructpauuu JokymeHToB. [octym k I «/lemo» ocymecrtBusercs B
COOTBETCTBMH C pacnopsbkeHueM npeacenarens THUK.

Pabora ¢ pokymentamu THUK ocHOBBIBaeTCS Ha NMPUHUMUIE OJHOKPATHOU
perucTpanuu J0KyMEHTA.

1.6. HWHCTpyKIMS M U3MEHEHUS B HEE YTBEPKIAIOTCS IMOCTAHOBJIECHUEM
THUK.

1.8. B MHCTpyKUMM UCTIONB3YIOTCS CICTYIOIINE TOHSITHUSA:

OJlaHK JOKyMEHTa — Ha0Op pEKBU3UTOB, HJICHTUDUIMPYIOMUX aBTOpa
OQUIMATBHOTO MUCHbMEHHOTO JIOKYMEHTA;
BHYTPEHHUW JOKYMEHT — JOKYMEHT, mnoarotoBieHHsli B THUK, He

BBIXOISIINM 32 €€ PEAeIbl;

BXOJISIIAN JOKYMEHT — TOKYMEHT, nocTynuBmui B TUK;

J€I0 — COBOKYHNHOCTh JOKYMEHTOB WJIM  OTHAEJIbHBIA  JTIOKYMEHT,
OTHOCSIIIMECSA K OJHOMY BONPOCY WM YYAacCTKy JESTEIbHOCTH, MOMEIICHHBIE B
OTJIEJIbHYIO 00JIOXKKY;

JEJIONPOU3BOACTBO  —  JEATENIIBHOCTb,  OOecleuuBarolias  CO3/aHue
o(QUIMANTbHBIX JOKYMEHTOB U OpraHU3alMI0 pa0OThI C HUMU;
JNOKJIaJHas  3alMcKa —  BHYTPEHHUW  JIOKYMEHT,  aJApECOBAHHBIN

BBIIIECTOSAIIEMY JTOJPKHOCTHOMY JIMITY OT HIDKECTOSIIECTO JIOJDKHOCTHOTO JIUIA M
COJIEpIKaIIiii 0OCTOSITETFHOE HW3JIOKEHUE KaKOTO-TMOO BOIPOCa C BBHIBOJAMHU H
NPEUTOKCHUSIMI COCTaBUTEIIS;

JOKYMEHT — OQUIMANbHBIA JIOKYMEHT, CO3JaHHBIM TOCYJAapCTBEHHBIM
OpraHoOM, OpraHOM MECTHOTO CaMOYIIPaBJIEHUS, IOPUIUYECKUM WU (PU3NYECKUM
TuIoM, O(QOpPMJICHHBIM B YCTAHOBJICHHOM TIOPSJAKE ¥  BKIIOYCHHBIH B
nokymeHToobopot TUK;
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JOKYMEHTUpOBaHHEe — (Qukcauus HHPOpMALMM HA MaTEpPHAbHBIX
HOCHTEJISIX B YCTAHOBJIEHHOM IIOPSJIKE;

JOKYMEHTOOOOPOT — JIBUKEHUE JOKYMEHTOB C MOMEHTA UX CO3JaHMs WU
IIOJIYYEHUS 10 3aBEPILICHUSA UCIIOJIHEHUS WIHA OTIIPABIICHHUS;

OyOnuKaT JOKYMEHTa — IOBTOPHBIM 3K3EMIUISIp MOJUIMHHUKA JOKYMEHTa,
MMEIOIINHN IOPUANYECKYIO CUILY;

3aBEpPEHHAsl KONHMs — KONMS JOKYMEHTA, Ha KOTOPOM B COOTBETCTBHH C
YCTaHOBJICHHBIM MOPSAKOM MPOCTABIISIIOT HEOOXOIUMbIE PEKBU3HTHI, IPUAAIOIINE
el OPUINYECKYIO CUITY;

VCXOJSIIIMM TOKYMEHT — IOKYMEHT, oTnpasisiembit u3 TUK;

KOHTPOJIb HCIIOJIHCHUA JOKYMCHTOB — COBOKYITHOCTb I[CﬁCTBHfI,
O6CCHC‘II/IB3.IOH_II/IX CBOCBPEMCHHOC NCITIOJTHCHHUEC JOKYMCHTOB,
KOIIHuA JAOKYMCHTaA — JAOKYMCHT, IHOJIHOCTBIO BOCHpOI/ISBO)ISIIIII/Iﬁ

uHbOpMAIMIO TOJUIMHHUKA M €ro BHEIIHME NpPU3HAKH, HE UMEIOIUN
IOPUINYECKOU CUJIBI;

HOMEHKJIaTypa JeJ — CUCTEMaTU3UPOBAHHBIN IEPEYEHb HAUMEHOBAHUN €T,
3aponuMbix B THUK, c ykazanmem CpokoB HUX XpaHEHHs, O(DOpPMIICHHBI B
YCTaHOBJIEHHOM TOPSIKE;

HOPMAaTHBHBIE JOKYMEHTBI — COBOKYITHOCTb MHCTPYKTHBHBIX MAaTE€pHUAJIOB,
PACCUMTAaHHBIX Ha IOCTOSHHOE WIM MHOTOKPATHOE ACMCTBHE M COAEPIKAIINX
Kakue-1100 HOPMBI, MPaBUJIa, IPEIUCAHUS;

opopMiieHUE JOKYMEHTa — IMPOCTABICHHE HEOOXOJIUMBIX PEKBU3HUTOB,
YCTAHOBJICHHBIX MPABUJIAMH JOKYMEHTUPOBAHUS;

NUCBbMEHHOE 00pallleHre TpaXkJaHNHA — HAIIPaBJIECHHOE B TOCYAapCTBEHHbIN
OpraH, OpraH MECTHOI'O0 CaMOYNPABJIEHUS WIH JOJKHOCTHOMY JIMIy TUCbMEHHOE
NpeIoKEeHNE, 3asiBJICHUE WIIH kKano0a;

MUCHEMO — 0000IIIEHHOE Ha3BaHUE PA3TUYHBIX M0 COJICPKAHUIO IOKYMEHTOB,
CITyaIlMX CPEJICTBOM OOIICHHS MEX]Iy OPraHU3alUIMHU, TPAKIAHAMU;

MOJUIMHHUK JOKYMEHTa — TMEPBbIA WM E€IWHCTBEHHBIM JK3EMILLIP
JNOKYMEHTA,

MOPYy4YEHUE — NOKYMEHT, MPEANHUCHIBAIOIIMNA BBINOJIHEHUE TEX WJIM HHBIX
3aJIaHUH;

perucTtpanusi JOKyMEHTa — 3alKCh YYETHBIX JAHHBIX O JIOKYMEHTE II0
ycTaHOBJIeHHOU (opme, pukcupyromas (akT €ro Co3JaHusi, OTHPABICHUS WU
MOJTy4YECHUS;

peructpainmonHas ¢opma — cUCTeMa peructpanuu, ucnonbzyemas B TUK
npu peructpauuu qokymeHToB (1IN «leno» unum xypHan);

PEKBU3UT  JOKyMEHTa —  00s3aTeNbHbI  3JIeMEHT  O(OpMIICHHUS
OQUIMATBHOTO TOKYMEHTA;
CPOK MCIIOJJHEHUSI JIOKYMEHTa — CpPOK, YCTAaHOBJICHHBI HOPMAaTUBHBIM

IIPpaBOBBIM dKTOM, OPIraHU3allMOHHO-PACIIOPAAUTCIBHBIM JOKYMCHTOM, YKa3aHWUAMU
I10 UCIIOJJTHCHHUIO JOKYMCHTA UJIH IIOPYUYCHHUCM;



YKa3aHUs 110 UCIIOJTHEHUIO TOKYMEHTA — PEKBU3UT, COCTOSIINN U3 HAAIUCH
Ha JOKYMEHTE WJIM Ha OTAEJIbHOM JIMCTE YCTaHOBJICHHOW (OPMBI, CIECIaHHOM
JNOJDKHOCTHBIM JIULIOM;

y4eT JOKyMEHTOB — ¢ukcanus ¢akra TMOJIydeHUs JOKYMEHTOB 0e3
IIPOCTABJICHUs HA HUX PETUCTPALMOHHBIX IITAMIIOB;

(dbopMupoBaHue gena — rpyniupoBaHre UCIIOJHEHHBIX TOKYMEHTOB B JIEJIO B
COOTBETCTBMM C HOMEHKJIATYpOM JAEJI M CUCTEMATU3alMs JIOKYMEHTOB BHYTPH
nena;

DKCNIEPTU3a LHEHHOCTH TOKYMEHTOB — MU3y4YEHHE JOKYMEHTOB Ha OCHOBAHUH
KPUTEPHUEB MX LIEHHOCTHU B LIEJISIX ONPENEIEHUs CPOKOB XPaHEHUs JOKYMEHTOB U
oTOOpa UX JJIs BKJIIOYEHUs B cocTaB ApxuBHOro (ponaa Poccuiickoit @enepanuu;

ANEKTPOHHBIA  JTOKYMEHT — JIOKYMEHT, B KOTOpPOM HH(pOpMaIHUs
IpeJiCTaB/IeHa B AJIEKTPOHHO-IIU(GPOBOI popme;
AJIIEKTPOHHBI 00pa3 JOKYMEHTa — DJEKTpOHHas KOIMUs JAOKYMEHTa,

HN3TOTOBJICHHAA Ha 6YM2DKHOM HOCHTCIIC.

2. Ilpuem, perucTpanusi ¥ NPOXoKJAeHUE MOCTYNANIUX JOKYMEHTOB

2.1. Hoxymentsl B TUK mocraBisitoTcsi yepe3 OTIeNIEeHUE CBSI3U (IMOYTOM,
tenerpadom), GeTbIBETePCKON WM  CIENUATBLHON CBS3bI0, HAPOYHBIM WU
MepealoTcsl Ha JIMYHOM NpHEME TpaxaaH MpeaceaaTento (3aMEeCTUTENI0
npejaceaaTens, cekperapro, uienam) THUK.

JIOKYMEHTBI MOTYT NOCTYIIaTh B TEPPUTOPHUAIIBHYI0 KOMUCCHUIO MO KaHAJIAM
cBsA3U ['oCyapCTBEHHOM aBTOMAaTU3UPOBAaHHOM cucteMbl Poccuiickon denepaunu
«Bp160opey cpenctBamu  AnnekTpoHHOM moutTkl [IU «leno», Ha odunuanbHbIi
noutoBbli sk TUK B cetn MHTEepHET 1 10 (haKCUMUIBHOM CBSI3U.

2.2. Tlpuem, mnepBuuHas o00pabOTKa W perucTpanmus MOCTYMAOIINX
JOKYMEHTOB  Mpou3BoAsTCcsS  mpencenarenem  (cexkperapem) THUK — wmm
OTBETCTBEHHBIM 3a BEICHUE ACIONPOU3BOJACTBA C McnoJib3oBanueM I «/leno»
b0 KypHanbHOU (mpuiokenue Ne 1) cucTeMbl perucTparuu JOKYMEHTOB
exxenHeBHO B 4yachkl padoTel TUK, kpome BBIXOMHBIX M HEPAOOUHMX Mpa3THUYHBIX
JTHEH.

[IopsAlOK MOJMy4YEHHUs] W PETUCTPAMM JIOKYMEHTOB MOCJIE€ OKOHYAHUSA
pabouero JHs, B BBIXOJIHbIE U Hepabouue TMpa3gHUYHBIE JdHU, B MEPHUOJ
MOATOTOBKM M  TPOBEJCHUS HW30UpATENIbHBIX KaMIaHUW YCTaHABIMBACTCS
npencenarenem THUK, B ciaydae OTCYTCTBHS TMpEACENATENS -3aMECTUTEIEM
npejacenatTens JIM00 CEKpeTapeM.

2.3. TloctynuBuive JOKYMEHTHI HOAPA3JCIAIOTCS HA PETUCTPUPYEMBIE U
HE TMoJyIexalue peructpanuu (mpuiosxerue Ne 2).

2.4. Tlpu BCKpPHITUM KOHBEPTOB, MOCTYMAOIMIMX (eNbIberepckoi wiu
CIIELIMAJIbHOW CBSI3BIO, IO II0YTE, IIPOBEPSAETCS IPABUIBHOCTH AJPECOBAHMS,
KOMIUIEKTHOCTh M LEJIOCTHOCTh JOKYMEHTOB, HAJIMYKME IMPUIIOKECHUM, CBEPACTCS
COOTBETCTBHE HMX HOMEPOB YUYETHBIM HOMEpaM, YKa3aHHbIM Ha KOHBEpTaXx.
HempaBunbHO aapecoBaHHblE W OMMOOYHO BIIOKCHHBIC JIOKYMEHTHI — HE



PETUCTPUPYIOTCS, NEPECBUIAIOTCA [0  HA3HAYECHUI0 WM  BO3BPAILLAIOTCS
OTHPABUTEIIIO.

2.5. Eciuu npu BCKPHITHH KOHBEPTA OOHAPYKEHO OTCYTCTBHE JIOKYMEHTOB
WIM WX OTHCIBHBIX JIMCTOB, IPUIOKEHUN, IOBPEKICHUE JIOKYMEHTOB WIH
HECOOTBETCTBUE HOMEpPOB JIOKYMEHTOB HOMEpAM, yKa3aHHbIM Ha KOHBEpTE,
npeacenarenem THK wnam  OTBETCTBEHHBIM 3a BEAECHHE JACJIONPOU3BOJACTBA
COCTaBJISIETCSI aKT YCTAHOBJICHHOM (OpMBI B JIBYX O3K3eMIUIIpax (MpUIOKEHHUE
Ne 3). Onun sK3eMIUIsIp aKTa MOCBUIAETCS OTIPABUTENIO, APYrod MpuodIaercs K
MPUHATHIM IOKYMEHTaM.

Ha 000poTHOH CTOpOHE MOCJIEIHEro JMCTa MOBPEXKIECHHOIO JOKYMEHTa B
IIPAaBOM HW)XKHEM YIJIy JIEJIA€TCsl OTMETKAa «JlOKyMEHT MOJy4eH B MOBPEXKIACHHOM
BUJIEY.

2.6. KouBepThl OT NOCTYNHUBIIUX JOKYMEHTOB HE YHUYTOXKAIOTCS B
ClIy4yae, €CIM TOJIbKO N0 HUM MOXHO YCTAaHOBUTH aJpeC OTIPABUTENS, AATY
OTHPABKH U TOJYYEHHS IOKYMEHTOB, €CJIIM OHU COAEPKAT JOKYMEHTBI, KOTOpPbIE
NOCTYIIWJIM M3-3a npenenoB Tteppuropun Poccuiickon depepaunn, u3 Cyaos,
CIIEICTBEHHBIX OPraHOB, JIMOO JOTOBOPBI, MPETEH3UH, HCKOBHIC 3asBICHMUS,
JOKYMEHTBI, CBSI3aHHBIE C pa3MEIIEHUEM 3aKa30B Ha IIOCTaBKH TOBAPOB,
BBITNIOJIHEHHE PaboT, OKa3aHHUE YCIyT Ui FOCYAapCTBEHHBIX HYXI.

2.7. TlakeTsl ¢ TOMETKOU «JIMYHO» YUUTBHIBAIOTCSA MO NMAKETHOMY KypPHAILY
U IIEPENA0OTCs afpecaTaM B 3aKPBITOM BHJIE MO OAIMKCH.

2.8. llpm peructpauvi NOCTYNHUBIIErO0 JIOKYMEHTA B PETHUCTPALMOHHON
bopme I[N «Jlemo» 00s13aTeNbHO BBOAATCS CIEAYIOIIME PEKBU3UTHI: BUJ
JOKYMEHTa, €ro HCXOIAIIMKA HOMEp M Jara, JaHHbIE O KOPPECHOHIECHTE
(anpecante) (dbamwnus, uUMs, OTYECTBO (UBMYECKOTO JIMIA WIM Ha3BaHHE
OpraHu3allid, MECTOHAXOXJACHHE OTIPABUTENs), a TaKXKe KpaTKOoe COJIep KaHHe
JOKYMEHTA, KOJMYECTBO JMCTOB OCHOBHOI'O JOKYMEHTa W JINCTOB IMPHUIIOKECHUS,
KOJIMYECTBO K3EMIUISIPOB.

PeructpauyoHHBI MTAaMII € YyKa3aHUEM BXOJULIET0 HOMeEpa, JAaTbl U
BPEMEHU PETHCTPALMU IPOCTABIIAETCS, KaK IMPABUJIO, B MPAaBOM HUYKHEM YTy
JUUEBOM CTOPOHBI IEPBOIO JIMCTA 3apErMCTPUPOBAHHOrO JOKyMeHTa. llpum
HEOOXOJMMOCTH YKa3bIBae€TCS BpeMsi perucrpanuu (yackl M MHHYTHI). Ha
IIPUIOKEHUN IIPOCTABIACTCA BXOMISIIMM HOMEP JOKYMEHTa, K KOTOPOMY OHO
OTHOCHTCHI.

Ha xonuu goKyMeHTa BXOZISIIMI HOMEp IMPOCTABISAETCA B MPABOM HUKHEM
yIUIy JINLIEBOU CTOPOHBI IIEPBOTO JIUCTA.

Hymepanuss mnmocTynuBIIMX JOKYMEHTOB OCYIIECTBISIETCS B Ipelenax
KaQJICHIApHOT'O ToJ1a.

[Ipn peructpamum JOKYMEHTA, SBISIOMIETOCS OTBETOM HA HWCXOASIIUI
JOKYMEHT WJIM IPUCIAHHOTO B JOIOJIHEHUE K paHEE HAIPABICHHOMY JOKYMEHTY,
B PETUCTPAaLMOHHON (OpMe JeNIaeTCsi COOTBETCTBYIOIIAS CChLIKA.

K noBTOpHBIM JOKyMEHTaM MpHUKIaAbIBacTcsl HH(OpManus O paHee
MOCTYIHBIINUX JIOKYMEHTaX W pe3yJibTaTaXx UX HCIIOJIHEHUS, KOTOpas MepenaeTcs
OTBETCTBEHHOMY 3a €r0 MUCIOJIHEHUE.



2.9. 3apeructpupoBaHHBIE JIOKYMEHTBI PacCMaTPUBAIOTCS MpeAceaaTesieM
THUK, 3atreM mnoclie TEepeHEeCEeHHs YKa3aHWs MO HCIOJIHEHUIO JOKyMEHTa B
perucTpanuoHHbie POPMBI MEPETAIOTCS UCTIOTHUTEISM 10/ TIOIIHUCh.

2.10. VcrionHeHHBIE JOKYMEHTHI CIIUMCHIBAOTCS B Aeio npeacenarenem THUK
Y MIOMEIIAI0TCS B JIEJIO0 B COOTBETCTBUU ¢ HOMeHKIatypou aen THUK.

3. OcHoOBHbBIE TPeOOBAaHUS K MOATOTOBKE U 0()OPMJICHUIO IOKYMEHTOB

3.1. JlokymMeHTBl OQOpMIISIIOTCS Ha OJlaHKax YCTaHOBJICHHON (HOPMBI,
M3TOTOBJIEHHBIX TUNIOTrpa)CKUM WIH KOMITbIOTEPHBIM crocodom
(npunoxxenue Ne 4).

B TUK moryT ObITh YCTaHOBJIEHBI CIEAYIONINE BUAbI OJIAHKOB:

osank mpotokoia 3acenanus THUK;

onank nocranosieHus TUK;

onank pacniopspkenust npenaceaarens TUK;

obmumit O6mank TUK (m1s moAaroroBku r000ro BHAa JOKYMEHTa, KPOME
MChbMa);

onmank mucbma THUK.

3.2. Ha OmaHkax JOKyMEHTOB MOXET TIOMeNaThCsi Trepd cyObekTa
Poccuiickoii ®enepanuu wid sMOieMa U30UpaTEIbHOW KOMHUCCHUU CYOBEeKTa
Poccniickonn  ®Depepanuu, €cid  3TO  NPEAYCMOTPEHO  COOTBETCTBYIOLIUM
HOPMATHUBHBIM aKTOM cyObekTa Poccuiickoit @enepanuu.

3.3. B cnydae nomemieHus Ha OnaHkKax JOKYMEHTOB repba cyObekTa
Poccuiickoit denepanyi, OHU JOKHBI OBITH HW3TOTOBJIEHBI TUMOrPadCKUM
criocoO0OM U UMETh HyMepaIlrio Ha 000poTe.

KoHTposb 32 npaBUIIbHBIM KCIIOIB30BAHUEM OJAHKOB U MUX COOTBETCTBUEM
YCTaHOBJIEHHBIM o0Opa3iiaM ocyiectBisercs npeaceaarenem TUK.

YHUYTOXXKEHHE HCTOPYEHHBIX OJAHKOB OCYIIECTBIISIETCS C COCTaBJICHUEM
aKTa.

3.4. JlokyMeHTbI 0GOpPMIIIOTCS B COOTBETCTBHM C TpeboBaHUSIMU K
JIOKyMEHTaM, U3TOTOBJISIEMBIM C TIOMOIIBIO MEeYaTAIONUX YCTPOUCTB, U K (aiiiam
TEKCTOBBIX JIOKYMEHTOB (mpuiioxkeHue Ne 5).

3.5. Ilpu mnoarotoBke u odopmieHnn g0KyMeHTOB uwieHsl TUK wu
pabotHuku ammapata THUK, a Ttaxke numa, OpUBIEKAaeMbIE IO TPAXKIAHCKO-
MIPaBOBBIM JIOTOBOPaM, JIOJDKHBI COONIOAATh MpaBuiia OPOPMIIEHUS PEKBU3UTOB
JOKYMEHTOB, U3JI0KEHHBIE HIKE.

3.5.1. [ara nokymeHra.

JlaTtol TOKyMEHTa SBIETCS Jara €ro IMOANUCAHUs, YTBepxKiacHus. JlaToun
POTOKOJIA SIBJISIETCS 1aTa 3ace/laHusl, a aKTa — JaTa COOBITHS.

JlaToii TOKyMEHTa, W3IaHHOTO COBMECTHO JBYMsi U 00Jiee OpraHHU3aIUsIMU,
ABJIIETCS J1aTa 0oJiee MO3HEH MOUCH.

Haty noxymenTta ohopMIsiOT apabckumu 1udpaMu B TOCIE0BATEIHHOCTH:
JeHb Mecsla, Mecdll, roa. JleHb Mecsna u Mecsal opopmisiioTcs ABYMs Mapamu
apa0Ockux 1udp, pa3aeICHHBIMA TOYKOM, TOJl — YETHIPbMs apabCKuMu mudpami,
HaIpumep:



21.01.2022
JlomyckaeTtcst clioBeCHO-IIUGPOBOI crtoco0 0popMIIEHHUs JaThl, HATPUMED:
21 suBaps 2022 r.

3.5.2. PeructpaniioHHbI HOMEP JOKYMEHTA.

Hanpumep, 11 BXOISAIIUMX AOKYMEHTOB — 3TO MOPSIAKOBBIA HOMEp, Uit
UCXOJSIINX JOKYMEHTOB — MHEKC JieJia IO HOMEHKJIAaType U, 4Yepe3 KOCYI0 YepTy,
MOPSAKOBBIA HOMEP JOKYMEHTA.

PerncrpanroHHslii HOMEP TOKYMEHTA, U3IAHHOTO COBMECTHO, COCTOUT M3
pa3ieIeHHBIX KOCOM 4YepTOM PETrUCTPAMOHHBIX HOMEPOB, TMPUCBOCHHBIX
OpraHu3alusMd  —  aBTOpaMH  JIOKYMEHTa U pPAcCIHOJIOKEHHBIX B
MOCJICIOBATEIbHOCTH,  COOTBETCTBYIOIIEH  OOO3HAUEHHUIO  HAMMEHOBAaHHI
OpraHu3alyii B 3ar0JI0BOYHOM YacTH JOKYMEHTA.

3.5.3.  Cchbuika Ha UCXOAILIUN HOMEDP U JaTy JOKYMEHTA.

CcbUlka Ha MCXOJAIIMNA PErUCTPAlMOHHBIA HOMEpP M JaTy JOKyMEHTa
BKJIIOYAETCSI B COCTaB PEKBU3UTOB OnaHka mnuchMa. CchUIKa Ha HMCXOMSIIHMA
PETUCTPAlMOHHBIA HOMEp W JaTy JOKYMEHTa MPOCTABIISIETCS UCIOJHUTENEM IMpHU
MOATOTOBKE MUChMa-OTBETA.

3.5.4. Anpecar.

PexBuzut «Anpecar» pacrnoiaraercs B IpaBOM BEpPXHEM YIITY.

JIOKyMEHTBI aJpeCyIOTCs B OpraHu3alluy, UX CTPYKTYpPHbIEC TOAPA3ACICHUS,
JOJDKHOCTHBIM  JIMIIAaM  WIM TpakJaHam TMpU OTBET€ Ha UX OOpalleHus.
HaumenoBanue opraHu3allui W CTPYKTYPHOIO TMOApa3eieHUs YKa3bIBAIOTCS
B IMEHUTEILHOM TaJIeXkKe, HallpuMep:

benroposackas obnacraas Jlyma
[IpaBoBoe ymnpaBieHue

Ecimm nmokymeHT azapecyeTcss JOJDKHOCTHOMY JIMIly, HAWMEHOBaHUE
OpraHu3alliy YKa3bIBACTCS B UMEHUTEIHLHOM TaIeKe, a JOHKHOCTh U (pamiinst — B
natenbHOM. [Ipu 3TOM WHUIIMATIBI YKA3BIBAIOTCS TIepea (pamMiimieid, Harpumep:

Anmunuctpanus ['ybepnaropa
benroposckoit o6nactu
HavanpHUKY yripaBiaeHUs
A.B. AnekcanipoBy

Ecnu nokymeHT ajpecyercss pyKOBOAMTENIO OpraHu3ali WIW  €ro
3aMECTHUTEII0, HAUMEHOBAHHE OPTaHM3aIluu JOHKHO BXOJWTh B HAMMEHOBAHUE
JOJKHOCTH aJipecaTta, HalpuMep:



3amecturento nupekropa Beepoccuiickoro
HAy4YHO-UCCIIEI0BATEIBCKOIO HHCTUTYTA
JIOKYMEHTOBE/ICHHS M ApXUBHOTO JleJia
B.C. 3umuny

Ecim nmoKyMeHT ajapecyercs OpraHu3allid, cHadajda YyKa3bIBaeTcsl ee
HaMEHOBAHHUE, 3aTEM MTOYTOBBIN aJpec, HapUMep:

[{enTpasibHast U30MpaTeabHass KOMUCCHS
Poccutickon ®@enepanuu

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

JomyckaeTcsi IEHTPUPOBATh KaXAYH0 CTPOKY PEKBU3UTA «Anpecar» I0
OTHOUIEHHIO K CAMOM JINTMHHOM CTPOKE.

JlomyckaeTrcst  MCHONBb30BaTh  O(DHUIMAIBHO TPUHATHIE  COKpAILECHHBIE
HAaUMEHOBAHUSI OPraHOB TOCYJIApPCTBEHHOM BJIACTH, MECTHOTO CaMOYMpAaBJICHUS,
OpraHU3aIUN.

[TouyTOBBIM ajpec yKa3bIBa€TCS B IOCIEI0BATEIbHOCTH, YCTaHOBJICHHOMN
[IpaBriiamu oka3aHusl yCIyT MOYTOBOM CBA3U, YTBEPKIACHHBIMU MMOCTAHOBICHHEM
[IpaButenncTtBa Poccutickoit ®enepanun 31 mrons 2014 roma Ne 234 «O06
yTBepxkAcHUU [IpaBuil OkazaHus yciIyr IOYTOBOM CBSI3W».

Ecimu 1oKyMEeHT OTIpaBIIsSIETCS B HECKOJIBKO OAHOPOIHBIX TOCYAapCTBEHHBIX
OpraHOB WJIA OPTaHU3AIMM, UX CJIEIYET YKa3bIBaTh 000OIIEHHO, HATIPUMED:

[Ipencenarensam y4acTKOBBIX KOMUCCUN

JIokyMeHT He JIOJDKeH CcojepkaTh Oosiee dYeThlpex ajapecatoB. CioBo
KOS TIepe BTOPBIM, TPETBUM, YETBEPTHIM A/IPECATOM HE YKa3bIBACTCS.

[Ipn HampaBieHuu NOKymMeHTa Oojiee 4yeM B YEThIpe aJpeca COCTaBISETCS
CIIUCOK PpACCBUIKM YCTaHOBIEHHOW Qopmbl (mpmioxenue Ne 6), KOTOpbI
noanuckiBaercs npeacenarenem TUK.

[Ipu aapecoBanuu NOKyMEHTa (PU3MYECKOMY JIMIy BHAudaje yKa3bIBAIOTCS
(haMuTus ¥ MTHUITMAIIBI TTOJTYYaTelis, 3aTeM IMOYTOBBIN aapec, HapuMep:

AreeBoui A.U.

yi. KocmonaBToB, 1. 42, . buptouy,
benropoackas obmacts, 309920

3.5.5. I'pud yTBepKIeHHUS TOKYMEHTA.

JIOKyMEHT yTBEpXAaeTcsl JOHKHOCTHBIM — JIMIIOM WM CHELUAIbHO
U3/1aBAEMbIM JOKYMEHTOM.

[Ipn yTBEep>KIE€HUU JOKYMEHTA AOKHOCTHBIM JUIOM TpU( YTBEpKACHUS
noJkeH coctosATh U3 cinoBa Y TBEPXKJIAKO Ge3 kaBbIuek U MPONHUCHBIMU OyKBaMH
U Ha CJeAylolleld CTpOKe — HAaMMEHOBAHHWE JOJKHOCTH, MOAMUCH, WHUIIMAIIBI
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u  damMmuiuds Jula, yTBEPAUBIIErO0  JIOKYMEHT, JaTa  yTBEpPXKIACHUS,
HaIpumep:

YTBEPXAIO
[Ipencenarens UBuanckoi THUK

JIM4Has1 IoAIInucCh HWHUIIMAJIbI, (I)aMI/IJ'II/I}I

Jlara

[Ipu yTBEpKI€HUN NOKYMEHTA MOCTAHOBIEHUEM, MTPOTOKOJIOM, PEIIEHUEM,
pacriopsibkeHueMm Tpud yTBEepxKIeHust coctout u3 cinoa Y TBEPXJIEH
(YTBEPXIEHA, YTBEPX/JEHBI wunu VYTBEPXJIEHO) 06e3 kaBbluek u
MPONUCHBIMU ~ OyKBaMM, HAWMEHOBAHHUS  YTBEPXKJAIOUIEIO0 JOKyMEHTa B
TBOPUTEIHLHOM MajeXke, €ro AaThl U HOMEPA, HAITPUMED:

YTBEPXJIEH
noctanoBieaneM MBusauckon TUK
ot 11 ¢enpans 2022 r. Ne 28/35-1

['pud yTBepKIaeHUS pacroyiaraloT B MPaBOM BEPXHEM YTy JIOKYMEHTA.
B rpude yTBepkIeHHS MOMyCKAaeTCs IEHTPUPOBATH JIIEMEHTHI OTHOCUTEIHHO
CaMOM JUIMHHOM CTPOKH.

3.5.6. Yka3zaHus 10 UCHOJHEHUIO JOKYMEHTA (PE30IIOLHUs).

VYkazaHusi MO MCHOJHEHUIO JOKYMEHTa MOTYT OBITh HAMMCaHbl OT PYKH
npeacenarenem THUK Ha moamuHHUKE JOKYMEHTa Ha CBOOOJHOM OT TEKCTa MECTE
WIIn 0(pOpMIIEHBI Ha OTJIEJILHOM JUCTE dbopmara
A6 (105x147), mUpuIOKEHHOM K JOKYMEHTY. YKa3aHUs TI0 HCIIOJTHEHUIO
JOKYMEHTa  BKIIOYAIOT (paMuiud W  WHULMAIBL  UCHOJHUTENEH, TpH
HEOOXOJIUMOCTH — COJIEP)KaHUE TMOPYYEHUsS, CPOK HCIOJHEHUs, TMOANKCH
PYKOBOJUTENS U ATy, HAIIPUMED:

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

[Ipomry paccMOTpETh U JaTh OTBET
k 15.02.2022

JInyHas moanuch
JlaTa

3.5.7. 3aroioBOK K TEKCTY JOKyMEHTa (HAMMEHOBAHHUE JIOKYMEHTA).

3arojoBOK K TEKCTY AOKYMEHTa JOJKEH KPaTKO U TOYHO PaCKpbIBaTh €ro
coJiep>kaHre M OBITh COTJIACOBAaH C HAMMEHOBAaHUEM BHJIA IOKYMEHTA. 3aroJIOBOK
MOXET OTBEYATh HA BOMPOCHI:
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«0 4yeM (0 KoM)?», Hanpumep:

Pacniopsixenue
O co3manun IKCIEPTHON KOMUCCHU

«uero (Koro)?», Hampumep:

JIOMKHOCTHON periaMeHT
BEJYILErO CIELUAINACTA

3aroj0BOK COCTABIISIETCS JIULIOM, TOTOBSIILIUM IPOEKT JOKYMEHTA.

JlokyMeHThl, odopmileHHble Ha OnaHkax @opmara AS, yka3aHus IO
MCIIOJIHEHHUIO JIOKYMEHTA, TEJIErPAMMBI HE 03arJIaBIMBaOTCA.

3arosoBOK, COCTOSIIIMN M3 ABYX U OoJjiee CTPOK, MeyaTaeTrcs 4epe3 OIUH
MEXCTPOYHBI WHTEpBajl, TOYKAa B KOHIIE 3aroJioBKa HE CTAaBHUTCS. 3aroJOBOK
pacrnoJiaraeTcsi Ha INEpBOM JIMCTE€ HaJ TEKCTOM JIOKYMEHTa IO LEHTPY, a MpHU
oopmileHnN HCbMa — OT TPAHUIIBI JIEBOTO MOJIS.

3.5.8. Texkcr nokymMmeHra.

Texcr AokymMeHTa OQOPMIISIOT B BHJE CBSI3HOTO TEKCTa, TAOIUIbI WU
COEJIMHEHHUSI 3TUX CTPYKTYP.

Texkct JOKyMeHTa JIOJDKEH  M3JIaraThCsd KpaTko U ACHO, OBbITh
apryMEHTUPOBAHHBIM, OOecreunBaTh TOYHOE U OJHO3HAYHOE BOCHPUSTHE
coJieprkalieiicss B HeM HH(pOpMaluu.

TekcT mOKyMeHTa [OJDKEH, Kak IpaBWiIO, COCTOSTh M3 JABYX 4acTeH.
B nepBoii wacTM yKa3pIBalOTCA MPUYMHBI, OCHOBaHUS, LEIM COCTaBJICHUS
JOKYMEHTa, BO BTOPOW — pELIEHUs, BBIBOJbI, MPOCHOBI, MPEATOKEHUS,
PEKOMEHJALUH.

TekcT OKyMEHTa MOXKET COAEpP’KaTh TOJBKO 3aKIIOUYUTEIbHYI0 4YacTh
(HanpuMep, pacHopsKEHHE — PacHopsSIUTENbHYI0 4acTh 0€3 KOHCTAaTUPYHOUIEH,
MMCBMO, 3asBJIEHUE — IPOCKOY 0€3 MOSCHEHHUS).

B Tekcre nokymeHTa, MOATOTOBJIEHHOIO HAa OCHOBAaHUMU 3aKOHOAATEJbHBIX,
MHBIX HOPMATUBHBIX MIPABOBBIX aKTOB, U3AHHBIX OpraHaMu BJIACTH U YIIPaBJIEHUS,
UK Poccuu, nzbuparenbHol komuccueil cyOwnekra Poccuiickoit depepariuu,
paHee U3JJaHHBIX TEPPUTOPUATBHON KOMUCCHUEH, YKa3bIBAa€TCsl HAMMEHOBAHUE BUJIA
JOKYMEHTa, HAaUMEHOBAaHUE OpraHa, MU3JaBLIETO0 JAOKYMEHT, AaTa MPUHATHS WIH
YTBEPXKACHUSA JOKYMEHTAa, €ro PETUCTPALMOHHBI HOMEp, a TaKKe 3arojoBOK
JOKYMEHTA, 3aKIF0YEHHBIN B KaBBIUKH.

TexkcTsl OKyMEHTOB Oo0sbIIOTO O0OBbEMa MOTYT JAEIUTHCS Ha pa3felbl,
noJipa3zesibl U MyHKThI, KOTOPbIE HyMEPYIOTCs apabCKUMH u(pamMu, HapuMep:

1. Paznen
1.1. IToppaznen
I.1.1. ITynkr

A03a11bl BHYTpH IMYHKTOB HE HYyMEPYIOTCSL.
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B nucbmax ucnons3yior ciaeayromue GopMbl U3I0KEHUS:

or l-ro muma wmHOXecTBeHHOro umcia («[Ipocum  HampaBuThH
uHbopmaiuio...», «Hamnpapisgem Ha 3aKITI0OUYEHUE TIPOEKT...» U JIp.);

oT 3-ro ymna eauHctBeHHOro yucia («TUK He cuMTaeT BO3MOXKHBIM...»,
«THUK npennaraet paccCMOTPETh BO3MOKHOCTb...»).

I'padbl ¥ CTpokM TaOMUIBI JOJDKHBI HMMETh 3aroJIOBKH, BBIPa)KEHHBIE
CYLIECTBUTEIbHBIM B HMEHHUTENbHOM Tmajexe. lloazaronoBku rpad U CTPOK
JOJDKHBI OBITh COTJIACOBAHBI C 3arojioBkaMu. Ecnu Tabnuily medartaioT 6osee dem
Ha OJHOW cTpaHuue, rpadbl TaONMIBI JOJKHBI OBITH NMPOHYMEPOBAaHbI M Ha
CJIEIYIOLIMX CTPAHULAX JIOJKHBI OBbITh HalleyaTaHbl TOJIBKO HOMEpa ATUX rpad.

3.5.9. OrmMeTKa 0 HATUYUHU TPUIOKEHHMN.

OTMmeTKa 0 HATMYUU MPUIOKEHUIN pacroyiaraeTcsi OT IPaHULbl JIEBOTO MOJIs
NIOCJIE TEKCTA Mepe]l MOANUCHIO.

Ecnu 10KyMEeHT MMeeT MpWIOKEHUs, Ha3BaHHBIE B TEKCTE, OTMETKA 00 UX
HaM4uK 0hOpMIISIETCS IO clieytoniei hopme:

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

Ecnu 1nOKyMEHT HMMeEeT MpWIOKEHUs, HE Ha3BaHHbIE B TEKCTE, HX
HAaMMEHOBaHUA HEOOXOJUMO TNEPEUUCIUTh II0C/Ie TEKCTa JOKYMEHTa Iepes
MOJANKCHIO C YKA3aHUEM KOJIMYECTBA JIMCTOB B KaXKOM MPUIIOKEHUU U KOJIMYECTBA
AK3EMIUISIPOB, IPU HATUYUHU HECKOIBKUX MPUIIOKEHUN UX HYMEPYIOT, HAIPUMED:

[Tpunoxenue: 1. IlonoxxeHue o0 FKCIEpTHOM KoMuUccuu Ha 15 71. B 1 9K3.
2. Howmenkmnarypa nen Ha 14 1. B 1 3k3.

Ecnu npumokeHuss  cOpOUTIOPOBaHBI, TO  KOJUYECTBO JIUCTOB  HE
YKa3bIBaeTCsl.

Ecnu npunoxeHne HampapiseTCs HE BO BCE YKA3aHHBIE B JIOKYMEHTE
azpeca, TO OTMETKa O HATMYUU MPUII0KEHU ohopMIIsieTcs no cheayroen Gpopme:

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

Ecnmm Kk HNOKyMEHTy Mpuiiaraertcs IpYyrod ITOKYMEHT, TAKXKE HWMEIOLIUN
MPWIOKEHUE, TO OTMETKAa O HAJIMYUU TMPUIOKEHUS O(OPMIIIETCS CIETYIOUIIM
obOpazom:

[Ipunoxenue: nucbMo MBHAHCKON TeppUTOpHAIbHON U30MPATETHLHON KOMUCCUU
oT 15.11.2021 Ne 01-18/450 u mpunoxeHHue K HEMYy, BCEro Ha
12 n.

B nocTtaHOBIEHUAX U PACIOPSIKEHUSIX CBEIACHUSA O HAIWYUU INPUIIOKCHUU
YKa3bIBalOTCsA B TekcTe. Hanmpumep:

«Pa3pabotate © TmpeAcTaBUTH MPOEKT IUIaHa Mo QopMme, YyKazaHHOU
B npuiiokeHuu Ne 1».

Ecim B 1OKyMeHTE, K KOTOPOMY OTHOCUTCS IPHJIOKEHHE, OHO
HE YTBEPKIAETCs, a IPOCTO COAEPKUTCS CChIJIKA HA HEro, TO B IIPAaBOM BEPXHEM
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YTy YKa3bIBAETCA, K KAKOMY ITOCTAHOBJIEHHUIO (PACHOPSIKEHHUIO) MPUIIOKEHUE
OTHOCHTCSI, HAI[pUMEp:
[Tpunoxenne

K rtoctanoBienuto sagackoit TUK
ot 11 suBapst 2022 1. Ne 11/25-3

[Tpunioxenue
K pacIoOpsDKEHUIO IIpEAcCEenaTest
UBHanckoit TUK
ot 15 mapra 2022 r. Ne 27-p

[Ipy HaMMYMKM HECKOJBKUX NPWIOKEHUM OHU HYMEPYIOTCS, Hampumep,

npuinoxenne Ne 1, mpunoxkenne Ne 2 u Tak nanee.
3.5.10. Iloamucek DOJKHOCTHOIO JIUIIA.

B coctaB monmnucu BXOAAT: TMOJHOE HAaUMEHOBAaHWE JODKHOCTU JIMIIA,
MOJIMUCABIIIETO JTOKYMEHT, €ro JUYHAs MOAMKUCH, KOTopas ohopMIIsieTcs] CHHUMHU
WJIM Y€PHBIMH YePHUIAMH, paciiudpoBKa MOAMKUCH (MHULIUAIBI, (pamMuins).

[Ipencenarens
NBHAHCKOW TEPPUTOPHATBHOU
n30HUpaTeIbHOM KOMUCCUH JUYHAS TOJMUCh WHUITAAIBI, (haMIITHs

Ecnu [OMKHOCTHOE JIMIO, NMOANMCH KOTOPOTO 3aroTOBJIEHA Ha IMPOEKTE
TOKYMEHTA, OTCYTCTBYET, TO JOKYMEHT IMOJIMHUCHIBAET €T0 3aMECTUTEb WM UHOE
JUI0, WCHOJHSAoIEee ero o0s3aHHOCTU. [lpu 3TOM 00s3aTeNbHO YKa3bIBAIOTCS
(dakTHyeckas JOJDKHOCTH JIMIlA, TOJAMMCABIIETO0 JOKYMEHT, U €ro Gamuius.
He onomyckaercs mnoamuceiBaTh JOKYMEHTBl C  MOPEMJIOTOM — «3a»  WIHU
POCTABJIEHUEM KOCOM UepThI IEPE] HAMMEHOBAHUEM JOJIKHOCTH.

[Ipy nmoanucaHuy NOKYMEHTa HECKOJBKHMMM JOJLKHOCTHBIMM JIMLIAMU HX
MOJAIKUCH  PacIojararTCs OJHA MOJA JPyrou B  IOCIEIOBATEIbHOCTH,
COOTBETCTBYIOLIEN 3aHUMAEMOW JIOJKHOCTH, HAITPUMED:

IIpencenarens JIMYHAS TOAUCH WHUIAATIBI, (DaMITHS
['maBHbI Oyxrantep JIMYHAS] TOAUCH WHULHAIIB, (haMIIHS

[Ipy noanuCaHUM JOKYMEHTA HECKOJBbKHUMHU JIUIAMH, 3aHUMAOIIUMHU
paBHbIE JIOJDKHOCTH, HWX MOJAMNUCHA pacrlojaraloT Ha OJHOM YpOBHE.
Hampumep:

Havanpauk IMpaBOBOI'O OTACIIA Havanpauk
OpraHu3alilMOHHO-MCTOINYICCKOI'O
oTacia

JJMYHAas nmoAInrcCh HMHHUIIUAJIbI, (I)aMI/IJ'H/IH JIMYHAas InoAIINCh HHHUIHAJDBI, (baMHHHH
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B nokymenTte, moJAroToBIEHHOM KOMHUCCHEH, MOJMUCH PACIIONaratTcsl O1Ha
nox apyroii. [lepBbiM yka3biBaeTcs mpeaceaaresib KOMUCCHH, a (paMUINK YJICHOB
KOMHUCCHU pacrojararorcsi B ajidaButHoM nopsjke. Hanmpumep:

HpeI[CCI[aTeJIB KOMHUCCHUH JJU49Has IoAITMCh HWHHUIIUAJIbI, CI)aMI/IJII/IH
YjieHbl KOMHUCCUH JIU49Has IoAITNCh HWHHUIIUAJIbI, CI)aMI/IJII/IH
JJU49Has IIOAITNCH HWHHUIIUAJIbI, (baMI/IJII/IH

Ecnu 1oKyMEHT cocTaBjieH Kak mpuiiaracMas K OCHOBHOMY JIOKYMEHTY
CIpaBKa Wiu HHGOpMaIKs, TO OH 0QOPMIIIETCS B COOTBETCTBUU € TyHKTOM 3.5.9.

3.5.11. T'pud cormacoBanus.

I'pud cormacoBanusi coctoutr u3 cimoa COIJTACOBAHO 6e3 kaBbryek
U TPONUCHBIMH OYyKBaMH, HAMMEHOBAHUS JIOJDKHOCTH JIUIA, C KOTOPBIM
COTJIaCOBBIBAETCS TOKYMEHT (BKJIFOYAsi HANMEHOBAHKME OPTaHU3AIHH), €T0 JTNYHOU
MO/IMKCH, paciuPOBKHA MOANMUCH (MHULUAAIBI, ()aMUJIUs) U JaThl COTJIACOBAHMS,
HaIpuMep:

COI'JTACOBAHO
PykoBoautens [IpaBoBoro yrnpapieHus
AJIMUHUCTpAIMUA TOPOJACKOT0 OKpyra
JUYHAs TOANUCh WHUIMABI, (DaMUITHS
JlaTa

Ecnu cornmacoBanue OCyIIECTBIISIETCS MPOTOKOJIOM, MUCBMOM HIIH JPYTHM
JOKYMEHTOM, TO COTJIacOBaHKE OPOPMIIIETCS CIETYIOIINM 00pa3oMm:

COTI'JTACOBAHO
MIPOTOKOJ 3aceAaHUs
HKCIIEPTHON KOMUCCUU
NBHsHckon TUK
ot 05 denpans 2022 1. Ne 16

HniIn:

COI'JTACOBAHO
nuceMo Pocapxusa
ot 05 mapta 2022 r. Ne 4-15/46

['pud cornmacoBanusi pacrosiaraetcsi moj pekBu3utoMm «lloamuce» B meBOM
HIKHEM TOJIe JOKYMEHTA.

3.5.12. Buwusza.

BuyTtpenHee coriacoBaHue NPOEKTa JOKYMEHTa O(opMIIseTcsi BHU3O0M.
Buza Bkitouaer moAmuch BU3UPYIOUIETo, paciiu@poBKY MOANUCH (MHUILMAIIBI,
dbammwins) W JAary, Opu HEOOXOJWMOCTH MOXKET OBbITh YKazaHa JOJDKHOCTD
BU3UPYIOIIETO, HAIPUMED:
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HavanesHuk nmpaBoBOro otaesna
JINYHAas NOAITHUCH WHULHATBI, (haMUITHIS

Jlara
[Ipyn Hamuuuu 3aMeyaHUd K JOKYMEHTY BH3a O(DOPMIISCTCS CIIEIYHOIIUM
obpazom:

3ameyaHus PUJIArarTCs
HauvanpHuk npaBoBoro oraena
JIMYHASI IOJIIUCH VMHUIMAIBL, (haMUIHs

Jlara

3amMeuaHHsl ~ UM3JAraroTCs Ha  OTAENBHOM  JIUCTE,  IOANMCBIBAKOTCS
Y IPWIAratoTcs K JOKYMEHTY.

JlomyckaeTrcst HOJIMCTHOE BUBMPOBAHUE JOKYMEHTOB U MPUJIOKEHUN K HUM.

Ecmn nmopnmuuHMK nokymeHrta ocraercss B THUK, BU3bI NmpoCTaBisroTCS B
HUKHEN 4acTh 0OOPOTHOM CTOPOHBI MOCIEAHETO JIUCTA MOAJIMHHUKA TOKYMEHTA.

Jist  AOKyMeHTa, MOJUIMHHUK KoToporo otnpasisitor u3 THUK, Bussl
IOPOCTABJISIOTCS B HUKHEW YacTH JIMUEBOW CTOPOHBI IMOCIEAHETO JIMCTA KOIHUH
OTHPABISAEMOI0 IOKYMEHTA.

3.5.13. OTTuCK neyaru.

[ledats 3aBepsieT MNOUIMHHOCTH IOANKMCH JOJDKHOCTHOIO JIMIIA Ha
JOKYMEHTaX, YJIOCTOBEPSAIOIIMX MPEIyCMOTPEHHBIE  IPAaBOBBIMHU  aKTaMU
MOJHOMOYMS JOJDKHOCTHBIX JIMII WM (PUKCUPYIOUIMX (aKThl, CBSI3aHHBIE C
(UHAHCOBBIMU CPEJICTBAMH, a TAKXKE Ha MHBIX JOKYMEHTaX, MpelyCcMaTpUBaIOIINX
3aBEPEHUE MTOJJIMHHOW MOAMUCH.

[leyats craBUTCS Ha CBOOOJHOM OT TEKCTa MECTE, HE 3aXBaTbIBas JMYHON
MOANMCHU JOJDKHOCTHOIO Juua. Ileyats MOXKET 3aXBaThIBaTh 4aCTh HAUMEHOBAHUS
TNOJKHOCTH JIMLA, MTOANUCABIIETO JOKYMEHT.

B nokymeHTax, MOJArOTOBIEHHBIX HAa OCHOBE YHU(PUUMPOBAHHBIX (OpM,
nevyarb CTaBUTCS B MecTe, 0003HaYeHHOM OoTMeTKor «MII» uiu nHbM oOpazom.

3.5.14. OtMeTKa 0 3aBEpEHUU KOMUHU.

JIns 3aBepeHHs] COOTBETCTBUS KONHHM JOKYMEHTA IOJIMHHUKY HUXKE
pexBusnuta «llognuce» mpocTaBieTCsl OTMETKA O 3aBEPEHUHM KOIMU —
3aBepUTENIbHAs Haanuch «BepHO», IOKHOCTH JIMIA, 3aBEPUBIIETO KOIMIO,
€ro JIMYHasl MOANKCH, paciiu(poBKa MOMNKNCH U JAaTa 3aBepeHusi, HalpuMep:

Bepno
[Ipencenarens TUK

JU4YHas 1IoJIINCh HMHHUIIHUAJIBI, (1)aMHHI/I}I
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[ara

[Ipy HEOOXOAWMOCTH TPU 3aBEPEHUM KOMHUHU JOKYMEHTa MOXET OBITh
MIPOCTABJICHO BpeMsl 3aBEpPEHUS (HaIpuMep, IIPH 3aBEPEHUN KOMUI MPOTOKOJIOB 00
HUTOTaX rOJIOCOBAHMS, pe3yJIbTaTaX BEIOOPOB).

OTmeTka O 3aBepeHHHM KOMHH MOXKET OBITh JIOTIOJHEHA YyKa3aHUEM
KOJIMYECTBA JIUCTOB KOMUU. J[omyckaeTcs: 3aBepsiTh OTMETKOW O 3aBEPEHUM KOTUU
KaXXJIbI{ JTUCT KOMUH JIOKYMEHTA.

[Ipu nmepechUIKe KOMUU JOKYMEHTA B JAPYrUe OpraHU3alMU WJIU BbIJlaue €€
Ha PYKHU 3aBepUTEIbHAsI HAAMUCh YAOCTOBEPSIETCS MEYAThHIO.

3.5.15. OtmeTrka 00 UCIOJHHUTEINE.

OTtMeTka 00 HMCHOJHHUTENE BKJIOYaeT B cels (aMminio, WMs, OTUYECTBO
UCIIOJTHUTENS TOKYMEHTa U HOMEp €ro CiyXeOHoro TeiaedoHa ¢ KOJOM peruoHa.
OTMeTKy 00 MCIIOJTHUTENIE pacIojararoT Ha JUIIEBOW WM, IIPU OTCYTCTBUH MECTa,
Ha OOOPOTHOM CTOPOHE MOCJIEIHErO JHMCTa JOKYMEHTa B JIECBOM HIKHEM YTy
pazmepom mpudTta 10 myHKTOB, HATTPUMED:

HNBanos MBan MBaHoBHY
(4722) 35-85-31

3.5.16. OtmeTka 00 UCTIOTHEHUH TOKYMEHTA.

OTtmerka 00 WUCHOTHEHWHM JOKYMEHTAa M HaNpaBlIeHWH €ro B JIeJ0
BKJIFOYAET CJICAYIOLINE JaHHbIE: KpaTKUe CBeIeHHUs 00 HCIOJIHEHUH JOKyMEHTa
(mpu OTCYTCTBUM JOKYMEHTA, CBHIETEIBCTBYIOIIETO OO0 WCIOIHEHUH), JaTy
¥ HOMEp MMEIOILErocs J0KyMeHTa 00 MCIIOJIHEHUH, cioBa «B nemno», Homep nena,

B KOTOPOM OYJIET XpaHUTHCS JTOKYMEHT, ATy, MOJIUCH Mpejceaarens (cekperaps)
THUK.

4. Opranusanus padoThl ¢ HCXOAAIMMU (OTHPABJIAEMBIMH) JOKYMEHTAMHU

4.1. Hcxopsmue IOKYMEHTBHI I€4YaTaroTcsl Ha OJaHKaX YCTaHOBJIEHHOU
(bopmbl 1 OPOPMIISIOTCA B COOTBETCTBUU € MOJIOKEHUSAIMU MHCTpYKIUU.

4.2.  Otnpaska gokymeHToB u3 TUK ocymectBisiercss (enbaberepckoi
WIM CHEUUalbHOM CBs3bIO, MOYTOM, Mo Tenerpady, kanamam cBsizu ['AC
«BpiOopb»  cpenctBamu  3iekTpoHHo — moutkl  [IU «/lemo»,  kanamam
(akcUMUIBHOMU CBSA3M, C€TU VIHTEpHET UM HAPOUHBIM.

4.3. Ilpu odopmiieHHHM NHCEM U TEJErpaMM HCIHOJHUTENb YKa3bIBaeT
HOJIHBINA OYTOBBIN (BKJIHOYAst MHJEKC) a/ipec OpraHu3allii WIK Ipa)/J1aHrHa.

4.4. Hcxopsaume nucbMa HAIPABISIOTCS 33 MOJIUCBIO TPEICENaTes
THUK, B ero oTrcyTcTBHME — 3a MOAIKCHIO 3aMECTUTEIISI MPEACENATEeIs], CEKpeTaps
THK, Ha 61aHKe HUChMA.

4.5. Tlomnmucannsle muceMa peructpupyrorcs B 111 «/lemo» wim npyrux
pErucTpalMoHHbIX (hopmax.
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Ecnu otnipaBisieMblil TOKYMEHT SIBJIIETCS OTBETOM Ha BXOJSIIUN JTOKYMEHT,
HEOOXOMMO TMPUOOIIUTH TMOMJIMHHUK  BXOJSIIETO JOKyMEHTa K  KOIHH
OTHPABISAEMOI0 IOKYMEHTA, OCTAIOLIEHCS B JIEIIE.

4.6. C ucnonb3oBanueM [11 «Jleno» unm Apyrux perucTpanmoHHbIx Gopm
JOKYMEHTaM IPUCBAUBACTCS UCXOISIIMNA HOMEP, KOTOPBIA COCTOMT U3 HHIEKCa
JeJa IO HOMEHKJIAType JeJI U IOPSIKOBOIO HOMEpPA JOKYMEHTA, pa3feiCHHBIX
Kocou yeprou. Mcxonmdmmii HOMEpP YKa3bIBAETCS TAaKKE Ha KOIHWM JIOKYMEHTA,
ocraroniercs B gene. Hymepanuss ucXomdmmx JOKYMEHTOB OCYIIECTBIIETCS B
npeenax KaleHaapHoro roja.

[Tpu pervcrpanuu UCXOIAUIETO TOKYMEHTa B perucTpauroHHoi gpopme 11N
«/leno» 00s3aTenbHO yKa3bIBAIOTCA CIENYIOIIME PEKBU3UTHI: JIaHHbIE 00 ajpecare
(bamunusi, uMs, OTYeCTBO (PU3UYECKOrO JHMIAa WM Ha3BaHUE OpraHu3aIluy,
MECTOHAXOK/ICHHE TIoJydaTesisi), a TakKe KpaTKoe CoOJepkKaHUEe JOKYyMEHTa,
KOJIMYECTBO JIMCTOB OCHOBHOI'O JOKYMEHTA U JINCTOB MPUIIOKEHUS, KOJIHYECTBO
AK3EMILUIAPOB, WCIIOJHUTENIb JOKYMEHTA, €r0 COMCIOJHHUTENIH, a TaKXKEe KEM OH
MOJAMMUCAH.

4.7. OtnpaBka HCXOIAIIUX JOKYMEHTOB B HU30MPATEIbHYIO KOMHUCCHIO
cyonekta Poccuiickori @enepanuu mo kaHamam cBsizu  [AC  «Bwibopb»
cpeactBaMu  3ieKTpoHHOM mnoutsl [ «/lemo» ocyiiecTBiaseTcss CHUCTEMHBIM
aIMIHUCTPATOPOM (CHEITUATUCTOM HH(POPMAITMOHHOTO TICHTPA).

JokymenTtsl mo BompocaM ¢opmupoBanuss THUK u ocymiectBieHus ux
(uHaHCHUpOBaHUs, HarpaxiaeHuss W noowpeHuss wieHoB YUK, cBenenus o
YUCIICHHOCTH M30Mparesieil, y4aCTHUKOB pedepeHayMa B 005S3aTeIbHOM MOPSAKE
HaMNpaBJISAIOTCS TOYTON MU HAPOUYHBIM.

NHble JOKYMEHTBI MOTYT OBITH OTHPABICHBI (PEIbIBETEPCKON WU
CIIeIIMaJIbHON CBA3BIO MJIM MOYTOM MO yKa3zaHuto npeacenarens THUK.

4.8. Jlnsg mepemaun HUCXOIAIIETO JOKyMeHTa 1o kaHaimam cBsizu [TAC
«Bw100ps» cpenctBamu AnnekTpoHHOM mouthl [N «Jleno» wnm 31eKTpoHHOM
noutoi cetu HTepHET OTHpaBIsIeMblid TOKYMEHT O0(OPMIISIETCS B COOTBETCTBHH C
TpeboBanussMu MHCTpyKIHH.

B cnydae perucrpaumm nokymenra B IIM «/leno» TekcT nokymeHTa B
popmare MS Word® umu MS Excel® wianm oneKTpoHHBIH 00pa3 JOKyMEHTa B
dbopmate pdf nmpucoenuHsieTcss K peruCTpallMOHHOW KapTOYKE U OCYIIECTBIACTCS
€ro OTIIpaBKa.

49. TIlpu ortnpaBke TenerpaMmbl Oojiee uYeM B UeThIpe ajapeca
odopmIIsIeTCsl TIOJIMHHUK, KOMHUS W JBa JK3EMIUIsApa MOAMUCAHHOIO CIIHCKA
PACCBUIKU C YKa3aHUEM TMOJIHBIX MOYTOBBIX (BKJIHOYAsl MOYTOBBINA UHJIEKC) aJIPECOB.
Ha tenerpad nepenaroTcsi MOMITMHHUK C OJJHUM 3K3EMILUIIPOM CIIMCKA PACCHUIKU U
KOIHUSI TEeJIErpaMMBbl, KOTOpasi ¢ OTMETKOM O Mepeaayde TeIerpaMMbl BO3BpaILaeTCs
B TUK m BmecTe CO BTOPBIM 3K3EMIUIAPOM CHUCKA PACCHUIKM MOJAIIMBACTCS B
TEIO.

4.10. Ilpu ormpaBke muchMa Oojiee YeM B YETHIPE aJpeca COCTaBISETCS
CIIUCOK pACCBUIKM YCTaHOBJEHHOW (opmer (mpmiokernue Ne 6), KOTOpbIi
ITOANMCHIBAETCS MPEICENATENIEM, B €T0 OTCYTCTBHE — 3AMECTUTEIIEM MIPEACEaATEN,



18

cexkperapem TUK. Ilocne peructpanuii mUCbMO THUPAKUPYETCS B HEOOXOAMMOM
KOJIMYECTBE U OTIIPABIISACTCS.

Ecnu nuceMo unum TenmerpaMma HampaBisieTcsi HE Oojiee 4eM B YeThIpe
azpeca, TO IMOAIUCHIBACTCS KaXKIbIN IK3EMILILAP.

Ecim ozHOMy M TOMy K€ ajapecary HampasiIsIOTCS OJHOBPEMEHHO
HECKOJIBKO JTOKYMEHTOB, TO OHM MOTYT KOMIUJIEKTOBAaTbCA B OAUH KOHBEPT, Ha
KOTOPOM  IIOCJIE  aapeca  IoJiyyaTens  MPOCTABISAIOTCA — MCXOIAIINE
PEruCTpaMOHHBIE HOMEPA BCEX BIIOKEHHBIX JTOKYMEHTOB.

4.11. OTtnpaBka JTOKYMEHTOB IPOU3BOJUTCS €KEJHEBHO B 4Yachl padOThI
TUK, kpome BBIXOAHBIX U HEPAOOUHX MPA3THUUHBIX JHEH.

[Topsiiok OTHpaBKM UCXOIALIMX JAOKYMEHTOB MOCIE OKOHYaHHUS padboyero
IHS, B BBIXOAHBbIE M HepaOouue Npa3JHUYHbIC JIHU, B IEPUOJ TOJATOTOBKH U
NpoBeJIeHUs M30MpaTeIbHbIX KaMMaHWM ycraHaBiuBaercs npencenatenem THUK
nu6o onpenensercs pemenuem TUK.

4.12. JIoKkyMEHTBI ¢ OTMETKON O CPOYHOCTH JOCTaBKU «BecpMa cpouHO» U
«Cpo4HO» O(POPMIISIIOTCS HE3aMEIJIUTENbHO, OTIPABJISIOTCS MO KaHalaM CBS3H
I'AC «Bsibope» cpencrBamu  anektponHoit moutsl [IU «/leno», kanamam
bakcuMUIbHON CBSI3U, ceTd MHTepHeT, HapOYHBIM WM NEPEeNaloTCs B OTAET
(henbIberepCKON MIu CIICIIHAIBHOM CBSI3H JIJIS JIOCTABKHU.

4.13. JlokyMeHTBl 0€e3 OTMETOK O(OPMILSIFOTCA MO Mepe MOCTYIUIEHUS H
otnpasistorcss no kaHamam cBsi3u ['AC «BwIOOpeI» cpeAcTBaMH AJIEKTPOHHOM
noutsl [T «/leno» unu mepenaroTcss B OTAEH JOCTaBKU (DENIbIbETepCKON WU
CHenuanbHOM CBSI3U, TJIe OTHPABKA OCYILIECTBISETCS B COOTBETCTBUU C TpadUKOM
BBITIOJTHEHUS MAPIIPYTOB B ONTUMAJIbHBIE CPOKH.

4.14. JIokyMeHTBI, HaIlpaBJIIEMbIE Tpa)KJaHaM II0 JOMAIIHEMY aJApecy,
OTHPABJISIOTCS  4Y€pe3 MOYTOBOE OTHAEJICHHE CBSI3M MPOCTBIMU  ITOYTOBBIMHU
OTHPABJICHUSMH WIH 3aKa3HBIMU MHCbMaMH.

4.15. JlokyMeHThI, MepeaBaeMble MO KaHajlaM (DAKCUMUIIBHOM CBSI3H,
PErUCTPUPYIOTCS B MOPAJKE, YCTAHOBIECHHOM Ul UCXOIAIIUX JOKYMEHTOB.

4.16. Hcxopnsmme TOKyMEHTHI, 0QDOPMIICHHBIE ¢ HapyIICHHEM TPeOOBaHMIA
WNHcTpyKuy, K OTIIPaBKE HE NMPUHUMAIOTCSA M BO3BPAILAIOTCSA HCIIOJHUTEISAM Ha
nopabotky. KoppecnoHaeHIHs HeclayKeOHOro xapakTepa, B TOM YHCIE JUYHAs
KOPPECIOHAEHIINS, K OTIPABKE HE MPUHUMAECTCS.

4.17. Komumm wuCXOmAIIMX JOKYMEHTOB IOMEIIAIOTCSI B JENO B
COOTBETCTBUM ¢ HOMeHKJIIaTtypoiu nen TUK.

5. OcoGenHocTH PadoTHI ¢ 00palIeHUAMHU TPAKIAH
5.1. Opranuzanust paboThl € OOpallEeHUsSIMU TPaXKJAaH OCYUIECTBISETCS
B COOTBETCTBHUHU C pazzesioM 2 MHCTpyKIMK ¢ yueTOM 0COOCHHOCTEM!, YKa3aHHBIX B
JAHHOM pasJere.
5.2. Ilucemennbie  oOpameHuss TpaxigaH (maimee —  oOpaieHus),
nocrynuBmne B THUK, peructpupyrorcss ¢ HUCIOIB30BAHUEM PETMCTPALMOHHBIX
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(GhopM OTIIENTbHO OT JIPYTUX BUJIOB JOKYMEHTOB HE IO3JIHEE TPEX JHEH C MOMEHTa
NOCTYTUICHUSI.

OOpareHusi, Kacarouecss HapylIeHUd H30MpaTeNbHbIX MpaB TpPaxaaH B
NEPHO/] TIOITOTOBKU U MIPOBEICHUS BEIOOPOB U pedepeHIyMOB, PETUCTPUPYIOTCS B
neHsb nocrymienus B TUK.

He  saBnsercs  oOpamieHMeM  TEKCT, HE  HUMCIOIIMH  CMBICIA
(6ecconmepkaTenbHbIN) MO0  HAMpaBISIEMBIA  JIII  O3HAKOMIICHMS, JIHOO
CoJiep Kallliii TO3/IpaBlieHHE, COOOJIE3HOBAHUE WJIM OLICHKY JCSTEIbHOCTH U HE
COOTBETCTBYIOIINI TPEeOOBAHUSIM, MPEIBABISIEMbIM (QeaepaibHBIMU 3aKOHAMU
«O0 OCHOBHBIX TapaHTUSIX H30UpaTeIbHBIX NpaB W IpaBa Ha yYyacTUE B
pedbepennyme rpaxnaan Poccuiickoit deneparuny», «O Mopsake paccCMOTPEHUs
oOpamenuit rpaxaan Poccuiickoit @enepanun», «O06 obOecrnedeHUU JOCTyMa K
uHOpMaLIMK O JEATEIbHOCTH TOCYJAPCTBEHHBIX OPraHOB M OPraHOB MECTHOTO
CaMOYIIpaBJIEHUs», K 3arpocaM HHGOPMAIIHIH.

5.3. Ilpu BCKpBITUM KOHBEPTOB NPOBEPSIETCS HAIWYME BCEX BIIOKECHUII.
KoHnBept 00s13aTeIbHO COXpaHSETCS.

OOparenusi, coaepkamye B aJAPEeCHOM YacTh TMOMETKY «JIuuHOo»,
paccMaTpHUBAIOTCS B OOIIEM MOPSIKE B COOTBETCTBUU ¢ MHCTpyKIHEi.

[Ipu  peructpanuum MOBTOPHBIX  OOpallleHM UM  NPUCBAUBACTCS
OUEpEHOM PErucCTpallMOHHBI HOMEp, B PETUCTPAUMOHHOW (opMme aemnaercs
otMeTKa «[1oBTOpHOY.

Ecnu oOpaiiienrie mocTynuiao OT KOJUIEKTUBA TPaXKJIaH, TO MPU PETUCTPALIUU
B perucTpanuoHHoi opme ctaBuTCs 0TMETKa «KOJIEKTUBHOEY.

5.4. PeructpauMOHHBIA IITaMIl, COCTOSAIIMM W3 MOPAIKOBOTO HOMEpPA
oOpaleHusi U JaThl PETUCTPALMM, CTABUTCS, KaK IMPaBWJIO, Ha TIEPBOM JIUCTE
oOpalieHus B IpaBOM HMKHEM YTIIy WJIM Ha CBOOOJIHOM OT TEKCTa MECTE.

Hywmepanuss mocTynuBmmx o0OpalieHud OCYIIECTBISIETCS B Ipeneax
KaJICHJIapHOT'O ToJ1a.

5.5. BapeructpupoBaHHbIE OOpaIIEHUS PACCMATPUBAIOTCS IMpejcenareIemM
THUK, 3areM mnocne NEpeHEeCEeHUsl YKa3aHus [0 HCIOJHEHUIO JIOKyMEHTa B
perucTpanuoHHbie POPMBI TEPETAIOTCS UCTIOTHUTEIISIM IO/ TIOIITHCH.

5.6. OOpamenusi, aapecoBannbie wieHam THUK, peructpupyrorcs B
YCTAHOBIIEHHOM MNOpsAIKe, AoknansiBatorca npexacenaremo THUK, 3arem mocne
MEPEHECEHUS] YKa3aHUsI 10 UCIOIHEHUIO JOKYMEHTA B PErUCTpallMOHHBIE (DOPMBI
MEePEIAOTCS UCTIOJHUTENSAM MO MOAMUCH.

OOpartieHusi paccMaTPUBAIOTCA B COOTBETCTBUM C YKa3aHUSIMH 10
UCIIOJIHEHUIO JoKyMeHTa mnpeacenarenss THUK B nopsjake, yCTaHOBICHHOM
3aKOHOAATENILCTBOM Poccuiickon denepanuu.

5.7. OOpartieHusi, coJiepKaiirie BOIPOCH, pelIeHNe KOTOPhIX HE OTHOCUTCS
Kk komnereHuuu TUK, noknaneiBarores npeacenarento TUK u o ero ykasanuto
[I0 MCIOJHEHUIO JOKYMEHTA B TEUCHUE CEMM KaJCHIAPHBIX JHEW CO JHSA
PETUCTPALIMY HANIPABIISIIOTCS ¢ CONPOBOAUTEIBHBIM ITUCHbMOM 34 €T0 MOJANKUCHIO B
COOTBETCTBYIOIIMI OPraH WJIM COOTBETCTBYIOIIEMY JOJDKHOCTHOMY JIMIY, K
KOMIETEHIIUH KOTOPBIX OTHOCHUTCSl PEIIECHHE I[IOCTABICHHBIX B OOpalleHUuu
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BOIIPOCOB, C  YBEJAOMJIEHMEM TpaXJaH, HalpaBUBIIMX  oOpamieHus, o
nepeajapecanuu oOpaiieHuii. B compoBOIUTENHHOM MHUCHME OTrOBAPUBAETCS
MOPSAJIOK HAIIpaBJICHUsSI OTBETAa aBTOPY OOpaIlleHHUs.

Ecnu pemienre mocTaBiIeHHBIX B OOpAaIIEHUSX BOMPOCOB OTHOCUTCS K
KOMIIETEHIIMA HECKOJIbKUX TOCYJapCTBEHHBIX OPraHOB WM JOJKHOCTHBIX JIMII,
KOIHKSI OOpAallleHUs] B TE€YEHUE CEMHU KaJEHIApPHBIX JHEH €O JHSA pEerucTpaluu
HalpaBJISIETCSI B~ COOTBETCTBYIOIIME  OpraHbl WM  COOTBETCTBYIOIIUM
JOJKHOCTHBIM JIUIIAM.

5.8. 3anpemaercs HANpaBJIATh oOparteHue Ha  PacCMOTpPEHUE
B F'OCYIAPCTBEHHBIN OPraH, OPraH MECTHOI'O CAMOYIIPABIICHUS WU JOJKHOCTHOMY
JUIly, pelleHre wWin JeicTBue (0e37eicTBUE) KOTOPBIX O0XaiayeTcs, 3a
HCKJIFOYEHUEM CIIyYaeB, YKa3aHHBIX B ITyHKTE 6 cTtatbu 75 PeaepalbHOroO 3aK0oHa
«O0 OCHOBHBIX TapaHTUAX HW30UpaTENbHBIX MpaB W IIpaBa Ha Yy4yacTue B
pedepennayme rpaxaad Poccutickoit denepamumy.

5.9. Ecru B COOTBETCTBUM C 3alpeToOM, YKa3aHHbIM B mojpaszaene 5.8
NHcTpykiuu, HEBO3MOXKHO  HAampaBUTh  OOpalieHHWe Ha  PacCMOTPEHHE
B F'OCY/IApCTBEHHBIN OpraH, OPraH MECTHOI'O CAMOYIIPABIICHUS WU JOJKHOCTHOMY
JUITy, B KOMIIETEHIIUIO KOTOPBIX BXOJUT PEIICHUE MOCTaBIEHHBIX B OOpaIieHUH
BOIPOCOB, OOpallleHne BO3BPALACTCS TPaKJaHUHY C pPa3bsCHEHHEM €ro IpaBa
00asloBaTh COOTBETCTBYIOIIEE pEIICHWE WM JACWCTBUE B YCTAaHOBIEHHOM
MIOPSIAKE B CYJIE.

5.10. OOpamenus, nocrynuBmme B TUK, paccmarpuBaroTcs B CpOKH,
YCTaHOBJICHHbIE nToApazaenamu 8.5 u 8.6 Muctpykuunu.

B mepuon moArotoBkM M MpOBENEHUS BBHIOOPOB M pedepeHIyMOB CPOKHU
UCIIOJIHEHUS O0pallleHU YCTaHABIMBAIOTCS B COOTBETCTBUU C 3aKOHOATEILCTBOM
Poccuiickoit @eneparuu o BeIOOpax U pedepeHIyMax.

Eciu  HeoOXoaMMO  TpOUIMTH  CPOK  PACCMOTPEHHsS  OOpallleHus,
UCIIOJTHUTENb HE MO3/IHEE YEM 32 TPU JIHS 0 UCTEUYECHUS CPOKA MOJATOTOBKU OTBETA
npeacrasinsger Ha ums npeacenarens TUK mokmagHyro 3anmucky ¢ 0ObSICHEHHEM,
[0 KAakOM TMpUYMHE HEBO3MOXKHO [aTb OTBET B YCTAHOBIICHHBIM CpOK.
MakcuManibHOE  TPOMJIEHHE CpOKAa HCIOJIHEHUS  OOpallleHUsI COCTaBJIsET
30 xameHIApHBIX THEH.

3asBUTEIIO HANPABIAETCA YBEIOMIIEHUE O IPOJICHUH CPOKA PACCMOTPEHUS
ero oopaiieHusl.

OOpareHusi, Ha KOTOpPbIE JAIOTCS MPOMEXYTOUHbIE OTBETHI, C KOHTPOJIS HE
CHUMAIOTCS.

5.11.B cnyuyae nocrymieHus B TUK B yCTaHOBJIEHHOM MOPSAKE 3arpoca
rOCyJapCTBEHHOTO  OpraHa, OpraHa MECTHOTO  CAMOYIIPaBICHUS  WJIHU
JOJKHOCTHOTO JIMIIA, pacCMaTpUBAIOLIUX OOpallleHHe, TOKYMEHThl U MaTepHallbl,
HEOOXOIUMBbIE JUISI PACCMOTPEHHs OOpallleHHs], MPEACTaBISIOTCS B TedyeHue 15
KaJICHIapPHBIX JTHEM.

5.12. OtBet Ha obOpareHue, B KOTOPOM HE yKa3aHbl (haMUius TpaxKaaHuHA
M €ro MOYTOBBIA AJPEC WIM aAPEC BJIEKTPOHHOW IOYTHI, [0 KOTOPOMY JOJHKEH
ObITh HamNpaBlieH OTBET, HE naeTcs. Takoe oOpalleHHe CIUCHIBAaeTCS B JEIO
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npencenatenem THUK. B cnydae eciiu B 0oOpalieHUM COAEPIKATCSA CBEACHHS O
MOJIFOTABJIMBAEMOM, COBEPIIIAEMOM WJIM COBEPIIEHHOM IPOTHUBOIIPABHOM JCSHUM,
a TaKXke O JIMIe, ero MOATOTABIMBAIOIIEM, COBEPIIAIOIIEM WM COBEPIIMBIIEM,
oOpalleHue MoJIeKUT HAMPABIECHUIO B TOCYIapPCTBEHHBIN OpraH B COOTBETCTBHH C
€ro KOMIIETECHIIUEN.

Ecnu Texcr obpaiieHus He MoAmaeTcs MpOYTeHUI0, OTBET Ha oOpaIieHue He
JaeTcde W OHO  HE  TOMJICKHUT  HANpaBICHUIO  HA  PACCMOTPEHHUE
B F'OCY/IApCTBEHHBIN OpraH, OpraH MECTHOI'O CAMOYIIPABJICHUS WU JOJKHOCTHOMY
JUIY B COOTBETCTBUU C MX KOMIIETCHIIMEH, O YEM B TEUECHHUE CEMHU KaJeHIapHBIX
JTHEW CO JIHS perucTpanuu oOpamieHus coo0IIaeTCsl TPaKIaHUHY, HalpaBUBIIEMY
oOpaitenue (ecny ero paMuiids U MOYTOBBIN aJpec MOAIAI0TCs MPOUYTECHHUIO).

5.13. OOpamieHusi, B  KOTOPBIX  COJEpPKATCAd  HEIEH3YpHbIE  JMOO
OCKOPOWTENIbHBIC BBIPAKCHHS, YIpO3bl JKU3HU, 3J0POBBIO UM HMYIIECTBY
JOJKHOCTHOTO JIMI[Aa, a TaKKe YIEHOB €ro CEeMbH, OCTaloTcs 0Oe3 OTBeTa IO
CYIIECTBY IIOCTaBJIEHHBIX B HEM BOIIPOCOB, a 3asABUTENIAIM COOOIIAeTCs
0 HEJIOMYCTUMOCTH 3JI0YTOTPEOICHUS TPaBOM.

5.14. OGparienue, B KOTOpOM OOKallyeTcsi cyZeOHOe pelieHne, B TeUCHUE
CEMH KaJeHIApHbIX JHEW CO JHS PErucTpaliyd BO3BpAlaeTCi TpakJIaHUHY,
HaIpaBUBIIIEMY OOpaleHue, C Pa3bsICHEHUEM TMOpSAKa O0XKAJIOBaHUS JTaHHOTO
Cy1eOHOrO pelIeHHUS.

5.15. Ecau B 0oOpalieHuu COAEPHKUTCS BOIPOC, Ha KOTOPBIA IPAKIAHUHY
HEOJHOKPATHO (J1Ba pa3a U 0oJiee) 1aBaMCh MUCbMEHHBIE OTBETHI 110 CYLIECTBY B
CBSI3W C paHee HaIpaBJICHHBIMH OOpallCHUSIMH, U MPU ATOM B OOpallleHUH HE
MPUBOJISATCS HOBBIE JIOBOJBI M OOCTOSATENbCTBA, TO TMEPENHUCKA IO JaHHOMY
BOIPOCY C IPakJIaHWMHOM IIPEKPAIAETCs, O YEM €My HaIlpaBJIsIeTCsl YBEAOMIICHUE.

5.16. OOGparieHusi, MOCTyNUBINKE HAa OPUITMATLHBIN MOYTOBBIN sk TUK
B ceTu VIHTEepHET, perucTpUpyIOTCS C UCIIOJIBb30BAaHUEM PETUCTPAIIMOHHBIX (HOPM U
paccMaTpUBAIOTCS B YCTAaHOBJICHHOM Tmopsiake. OTBEThl Ha TakWe OOpaleHus
HaIpaBIISIIOTCA MO TMOYTOBBIM WJIM 3JEKTPOHHBIM aJipecaM, YKa3aHHbIM B
oOparieHusx.

5.17. Jlnunblii mnpueM rpaxiaaH Benercs npenacenarenem  THUK  mo
MpeBapUTENbHOM 3amucu 1o rpaduky, yTBepxkaeHHomy npeacenatenem TUK.

Nudopmariuss o0 mopsiAke mpuemMa TpaxkJIaH  pa3Melaercs  Ha
uHpopmanmonHoM crenae THUK.

[Ipy  nAuyHOM  mpuUeMe  TPaXJAHUH  TMPEIBABISIET  JOKYMEHT,
YIOCTOBEPSIOIIUN €TO JIMYHOCT.

Benenue nuyHOro mpuemMa rpaxkjaaH MOXET COMPOBOXIATHCS ayJIuo- U
BUJICO3AMUCHIO, O YEM Ipak/laHe YBEIOMIIAIOTCS 10 Hayalla pueMa.

5.18. Bo Bpems mnpuema TrpaxaaH BeAETCS >KypHal yuyeTa, B KOTOPbIU
BHOCSITCSl JIaHHBIE O TPaKJaHWHE, KPAaTKOe CoJlep)KaHue oOparieHus, pe3ysbTar
€ro PaCCMOTPEHUS, a TAKKE JODKHOCTh U (DaMUITUS JTUIA, TIPOBOISIIETO TPUEM.

Ecim wu3noxenHele B  yCTHOM oOpamieHun (¢GakTel HE  TPeOYrOT
JIOTIOTHUTEIIPHON MPOBEPKHU, OTBET HAa OOpAIIEHNUE C COTIACHs TPaKIAaHUHA MOXKET
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OBITh JIaH YCTHO B XOJIC JINYHOTO TMpPHEMa, O YeM JEJIaeTCs 3aIlliCh B JKypHase
ydeTa.

[To mpockOe 3asBUTEINS, W3IOKEHHOW B XOJe MpHeMa, TaHHBIA €My OTBET
MOKET OBITh HAamNpaBlieH 3asSBUTETIO0 B MHUCbMEHHOW (OpMe MO YKa3aHHOMY UM
aapecy ¢ CcoOOJIOJIGHWEM CpOKOB, YycTaHOBIeHHbIX WMucTpykmueit. Ecnu
W3JI0)KEHHBIE B YCTHOM OOpaiieHnu (akThl TPeOYIOT JOMOTHUTEIBHONU MTPOBEPKH,
3asiBUTENIh B XO7€ MpuemMa WHPOPMUPYETCS O TOM, YTO MUCHMEHHBIA OTBET Ha
oOparienre OyeT eMy HalpaBJIeH B YCTAHOBICHHOM TOPSIIKE.

B xoxe muyHOTO MpHeMa rpakIaHuHy MOXKET OBITh OTKa3aHO B JAJIbHEHUIIIEM
paccMOTpeHHH OOpalleHusi, €ciu eMy paHee ObL1 JIaH OTBET IO CYIIECTBY
MTOCTABJICHHBIX B OOpAIIICHUH BOIIPOCOB.

B ciydae rpy0oro, arpecCMBHOTO TOBEACHHS TpaKJaHWHA IPHUEM MOXKET
ObITH TIpekpaiieH. [Ipu He0OX0IMMOCTH MOXKET OBITh BBI3BAH COTPYIHUK OXPAaHBI.
Wudopmariys o MoBEACHUN IpaKIaHWHA OTPAKACTCS B KypHAJIE ydeTa.

5.19. Ilepenanubie Ha npuemMe oOpaieHusi  PerucCTPUPYIOTCS
C HCMOJB30BAHMEM PETHCTPALMOHHBIX (OPM U paccMaTpUBAIOTCA B TMOPSJIKE,
YCTaHOBJICHHOM HACTOSIIINM Pa3ieiioM.

6. IloaroroBka, opopmiieHue, BbINYCK, Y4eT JOKYMEHTOB,
paccmaTpuBaeMmbix Ha 3aceganusax TUK

6.1. ®opmupoBaHue IpoeKkTa NOBECTKU JHs 3acenanus TUK.

6.1.1. IIpoext noBectku nHA 3acenanust TUK popmupyercs npeacenareiaem
TUK B cpoku, ycraHoBieHHbIe perinameHToM THK, Ha ocHOBaHUU IJIaHOB PabOTHI
THUK, noctynuBmux, noanuceiBaercs npeacenarenem TUK.

6.1.2. YUnensl TUK BrnpaBe npeainoKuTh BHECTH B MOBECTKY JHSA 3aCEHaHUs
BONIPOCHI, HE MpPeIyCMOTpeHHble IutaHaMu padoTel u pemenHusMu TUK, mpu
YCJIOBUU HaJW4Ms MOATOTOBJIEHHBIX IO 3TOMY BOIIPOCY JIOKYMEHTOB.

JlaHHBIE BOMPOCHI BKJIIOYAIOTCA B IMPOEKT MOBECTKH HHA 3acenanus THUK
npu mUchMeHHOM oOpamenuu wieHa TUK, mo wHHUIIMATHBE KOTOPOTO BOIPOC
BBIHOCUTCSI Ha 3acenanue, Ha ums npexacenarens THUK, B koTopoM ykasbiBaeTcs
Ha3BaHMWE BOIIPOCA, JNOKIANUMK M JaTa I[EPEeadyd COINIACOBAHHOIO IIPOEKTa
peleHns U MaTepPUaIoB.

6.1.3. CornacoBannbeii ¢ mnpexncenareneM THUK w moanucanHsld OpOEKT
ITIOBECTKU JHS 3acefanus, Hanpasisiercs wieHaMm THK.

6.1.4. Unenam THUK c npaBom pemaromero rosoca, wieHam THUK ¢ nmpaBom
COBELIATEIBPHOIO TO0JIOCA W NPEACTABUTENAM MOJUTHYECKUX MapTHM MPOEKT
noBecTku AHs 3acegaHusi THUK moxer ObITh pa3ociaH Ha yKa3aHHbIE HMHU
ANEKTPOHHBIE IOUTOBBIE aJipeca B ceTh MHTepHeT.

[Tpoekt mnoBectkn paHs 3acemanusi THUK wmoker ObITh pa3MeleH Ha
odurmanbHoMm caiite TUK.

6.2. IloaroroBka AOKYMEHTOB II0 BOIIPOCaM, BKJIIOYEHHBIM B MPOEKT
noBecTku AHs 3acenanus THUK.

6.2.1. IIpeacraBnsiemMble K PacCMOTPEHUIO JIOKYMEHTBI JOJKHBI BKIIIOYATh
O3arjaBJICHHbI MPOEKT pELIECHUS C MNPUOOLICHHBIMA K HEMY MOJTHHHUKAMH
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JOKYMEHTOB, TOCTY>KUBIIMX OCHOBaHUEM [UIsi PACCMOTPEHHUs BoOIpoca Ha
3acenanun TUK, nubo mnpoexkT mnuchbMa, MNOJJIEKAIIETO COTJaCOBAaHUIO Ha
3aceJaHuu TUK, npu HEO0OXOIMMOCTHU — MOSACHUTENBHYIO 3aUCKY 10
paccMaTpUBa€MOMY BOIIPOCY.

6.2.2. IIpoeKThl JOKYMEHTOB (BKJIFOYasi MPUIIOKEHUS ), PEJICTABIISIEMBIE IS
paccmotpenus Ha 3acenannu TUK, Buszupyrorces unenom THUK, oTBeTCTBEHHBIM 32
MOJATOTOBKY JIOKYMEHTA.

[TpoeKkThl JOKYMEHTOB (BKJIIOYAs MPHIOXKEHHS), COAEpPKALIUE BOMPOCHI
(¢uHa"ncupoBaHusa BbIOOpPOB, oOecneuenus nesrenbHoctu TUK, skcrutyaranuu u
pa3BUTHS CPEACTB aBTOMATU3allMM, OOYYEHHs OpPraHM3aToOpoB BHIOOPOB U
YYaCTHUKOB HM30MpPATEIbHOTO MpoLecca, B 00sA3aTeIbHOM MOPSAJIKE BU3UPYIOTCS
oyxrantepom TUK (B ciiyuae, ecnu TUK umeer craTyc 10puanyecKoro jJuma).

Buszbl mpocTaBisitoTCsT B KOHIIE TEKCTa MPOEKTa penieHus JIubo Ha
00OpOTHOM  CTOpOHE TMOCJIEAHEr0 JIUCTa TMPOeKTa JOKyMeHTa (BKIJIIOYas
NPWIOXKEHHUs]) 0 YyCTaHOBJIeHHOW ¢opme (mpuioxkenue Ne 7). Kaxawlii juct
IPWIOKEHHS] BUBUPYETCS UCIIOIHUTENEM. Bu3a npocTtaBisieTcs: B IPaBOM HUKHEM
YTy Ha CBOOOJHOM I0JI€ CTPAHUIIBI MTOCTIE TEKCTa MO0 Ha 00OPOTHOM CTOPOHE.

6.2.4. IIpoeKThl TOKYMEHTOB JJIsl BUBUPOBAHUS TOJKHBI MPEACTABISATHCS B
CpOKH, ycTaHOBJeHHbIe npeacenarenem THUK.

6.2.5. UcnonHutens o0ecneyrBaeT KOMIUIEKTHOCTh BCEX JIOKYMEHTOB,
0003HaYEHHBIX KaK B IPOEKTE PEIICHUS, TaK U B IPUIIOKECHUSIX K HEMY.

6.2.6. Ilocne mpocMoTpa, a B HEOOXOUMBIX CIIy4asiX — BHECEHUS MOMPABOK,
npeacenarens THK Ha mOoAroToBIEHHBIX U O(OPMIIEHHBIX AJII PACCMOTPEHHs Ha
3ace/laHuu MPOEKTaX JIOKYMEHTOB JieNnaeT OTMETKY «Ha
3ace/laHrey», CTaBUT MOJIIKCH U JaTy U MEepeacT BeChb KOMIUIEKT JOKYMEHTOB JUJIS
TUPAKUPOBAHUS OTBETCTBEHHOMY 3a ITOATOTOBKY 3aCEIaHUs.

6.2.7. OTBETCTBEHHbII 3a MOATrOTOBKY 3aC€JaHUs] KOMIUIEKTYET MaIKu C
JOKYMEHTAMH, MOJUICKAIIUMU PAaCCMOTPEHHIO, B COOTBETCTBUU C IPOEKTOM
noBecTku HA 3acenanusa TUK u pasgaer ux unenam THUK B cpok, yCTaHOBIIECHHBIN
pernamentom TUK.

Ecnu wiien TUK Haxogutces B OTIIyCKe, KOMAaHAUPOBKE WM OTCYTCTBYET 11O
0oye3HH, MpenHa3HaYeHHas ISl HEero Mamka C JOKYMEHTaMU OCTaeTcs A0 €ro
BO3BPAILEHUS Y OTBETCTBEHHOTO 3a OJATOTOBKY 3aCEIaHMUs.

Unenam THUK ¢ mnpaBoM COBEIIATENBHOIO TOJIOCA, IPEICTABUTENISAM
MOJIMTUYECKUX TAapTUH MaTepuaabl MOTYT IMepelaBaThCsid Ha YyKa3aHHbIE HMU
AJIEKTPOHHBIE MOYTOBBIE ajjpeca B ceTu MHTepHeT 1 mepen HayalloM 3acelaHus, a
JUIaM, TPUTJIAIIeHHBIM Ha 3ace/laHue, MaTepHalibl 0 BOIPOCY, HA KOTOPBIM OHU
IPUTJIALICHBI, IEPEAAOTCS MEPE HAYAJIOM 3aCeAaHUsl.

6.2.8. Ilepen Hauanom 3acefaHusl OTBETCTBEHHBIN 3a MOATOTOBKY 3aCEIaHUs
pPErUCTPUPYET  MPUIJTALIEHHBIX HAa  3acelaHve JIMI, CIUCOK  KOTOPBIX
IpeacTaBigeTcs npeacenarento u cekperapro THUK.

6.2.9. Ha 3aceganuun TUK Benmercss mpOTOKOI UM MOXKET HPOU3BOJIUTHCS
ay/aro3anuch (BUI€03anuch). B ciyuae npous3BoACTBa ayiuo- Uiv (BUAEO) 3aMUCH
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yienbl TUK u npurnamieHHbie yBeIOMIISIOTCS 00 3TOM 10 OOBSBICHHUS TOBECTKH
IHS1 3aceaHusl.

6.3. BBbIIIyCK TOKYMEHTOB, PACCMOTPEHHBIX Ha 3acenanuu THK.

6.3.1. JlokymeHThI, paccMOTpeHHble Ha 3acenannu THUK, B ciyuae, ecnu B
XOJIe 3acelaHusi BHOCWJIMCh W3MEHEHHUS, JOJDKHBI OBbITh JOpadOTaHBl, a 3aTeM
IIOANKCAHBI, 3aPETUCTPUPOBAHBI U PA30CIIaHBbl.

6.3.2. Cpok mopaboTKu TOKYMEHTOB HE JOJDKEH MPEBBINIATH TPEX padodmx
IHEeW mocie AHA 3acelaHus, €CIM WHOW CpPOK HE OmpeaesieH (QenepalbHbIM
3aKOHOM M (MiM) 3akoHOM cyObekTa Poccuiickoit denepanuu, pernamenrom TUK
WJIM HE OTOBOPEH Ha 3aceJaHuu.

6.3.3. Ilpu nopaboTke JOKyYMEHTa HCIOJHHUTEIb BHOCUT B TEKCT
COTJIACOBAHHBIE B XOJ€ 3acenanus nsMeHenus. B cinyuyae npunstua TUK pemenus
0 HEO0OXOJMMOCTH KOHTPOJISI 32 BBIIIOJIHEHUEM DPEILECHUS €ro TEKCT JOMOJHSAETCS
OYHKTOM, B KOTOPOM HAa3HAYaIOTCA JIWIA, OTBETCTBEHHBIC 3a HCIOJHEHHE, U
OMPENEIAETCS CPOK UCIIOTHEHUS.

6.3.4. JIokymMeHT, TOMJIeXKAIINN MOANMUCAHUIO (BKJIIOYAs MPUIOKEHUS),
BU3HUPYETCS UCIOJIHUTEIEM, OTBETCTBEHHBIM 3a €0 MOATOTOBKY U JAOPaOOTKY, U
yineHoM THUK, OTBETCTBEHHBIM 3a €r0 MOJATrOTOBKY.

JIoKyMeHTBI (BKIIIOUAS MPUIIOKEHHUS), coaepKaume BOIIPOCHI
¢dbunaHcupoBaHus BbIOOPOB, obecrieuenus nesrenbHoctd TUK, skcrutyatamuu u
pa3BUTHS CPEACTB aBTOMATU3allMM, OOYYEHHs OpPraHM3aToOpoOB BBIOOPOB U
YYaCTHUKOB HM30MpPATEIbHOIO Mpolecca, B 00sA3aTeIbHOM MOPSAJIKE BU3UPYIOTCS
oyxrantepom THUK (B ciiyuae, ecnmu TUK nmMeer craTyc 1opuandecKkoro Jumna).

[Tpyn HeoOXoAMMOCTH, B Cllydae BHECEHMS B JOKYMEHT COIJIACOBAHHBIX Ha
3acellaHny WM3MEHeHuM, oH Bu3upyerca y uieHoB TUK, BHecmimx Ha 3acegaHuu
COOTBETCTBYIOIIME MPEITTIOKEHUS.

Busel mpocraBnsitorcs Ha  OOOpOTHOM  CTOPOHE TMOCHEIHEro JIMCTa
JOKYMEHTa (peleHus,, MPUIIOKEHUSI) 10 YCTAaHOBJIEHHOW (opMe (NpUIIoKEHHE
Neo 7).

6.3.5. UcnionHuTens  CAEOUT 32  KOMIUIEKTHOCTBIO  MPUIIaraeMbIX
K PELIEHUIO JOKYMEHTOB M PacIoiaraeT uX B TOM MOCIE0BATEIBHOCTH, B KOTOPOU
OHU YIMOMMHAIOTCS B TEKCTE, a TAaKXKE MPOCTAaBIISIET BU3y Ha OOOPOTHON CTOPOHE
KQ)KJIOT'0 JINCTA PELICHUS U MPUIIOKEHUN K HEMY.

6.3.6. Ecmu Bompocel, coaepxkamuecs B pemenun THUK, kacarorcs
NESATENbHOCTH OJHOM WJIM HECKOJBKHX CTOPOHHUX OpraHu3aluii, K JOKYMEHTY
MPWJIAraeTcsi JIUCT COrJacoBaHUs, B KOTOPOM YKAa3bIBAa€TCS HAMMEHOBaHUE
OpraHu3alliy, [OJDKHOCTh, WHUIMANBl W (pamMuinus AOHKHOCTHOTO JIMIA, C
KOTOPBIM 3TOT JOKYMEHT COIJIACOBAaH, U CTABUTCS €0 JIMYHAS MMOJINCH.

CornacoBanue MoxxeT ohopmisIThes Ha nocneanem Jucte pemennst TUK.

6.3.7. K odpopmieHHOMy 15l MOAMHCAHUS MOCTAHOBIICHUIO HCIOJHUTEIH
IIPWJIAraeT CHUCOK JOJDKHOCTHBIX JIMI (OpraHu3auuii), KOTOPbIM HalpaBIIIeTCs
noctanoBiienne THUK (npunoxenue Ne 8).



25

B cnucok BkIIIOYarOTCs JIMIIa, KOTOPbIe OyIyT 3a/1eHCTBOBAHbI B peaiu3aluu
OPUHATOTO JOKYMEHTa WM JOJKHBI ObITh MNPOMH(DOPMHUPOBAHBI O €T0
COJIEp>KaHUHU ¥ KOTOPBIM 3TOT JIOKYMEHT JOJIKEH ObITh Pa3oCiiaH.

Crucok pacChUIKM IOKYMEHTOB ITOANMCHIBAETCS HCIIOJTHUTEIIEM.

6.3.8. OpopMieHHBII KOMILJIEKT JIOKYMEHTOB (mocTaHOBIIEHUE,
0003HAUYEHHbIE B €ro TEKCTE MPWIOKEHUS, CIHCOK PACCHUIKU) MCIOJIHUTENb
IepeaeT OTBETCTBEHHOMY 3a IOATOTOBKY  3aCENaHMs i1 IPOBEPKHU
MPaBIJIBHOCTH O(POPMIICHHUS TOKYMEHTOB M TIOCTEAYIOUIET0 WX MPEeICTaBICHHUS Ha
MOJIUCH TIpeacenarento u cekperapro THUK.

6.3.9. IlocTanoBneHne noanuchIBaeTCs npeaceaarenem u cekperapem THUK.

Ecnu Ha 3acenannun THUK npencenarenbCTBOBAN 3aMECTUTEND MPEACENATENS
TUK, cexkperapp TUK nnu ogun u3 unenoB THUK ¢ nmpaBom pemraroniero rosioca, a
Takxke ecnau nojsiHomouusi cexkperaps TUK ocymectsisin ogun u3 uineHoB THUK ¢
IpPaBOM pEIIAOIIETO TOJ0cCa, TO MOANUCH B NPOTOKOJE, Ha IOCTaHOBJICHUU
0(QOpPMIISIOTCS CIEAYIOIIMM 00pa3oMm:

«3amectutens npeaceaarenss THUK» — B cilyyae BpEeMEHHOr0 OTCYTCTBHS
npeacenarens THUK;

«Hcnonmustronuii oo6s3anHOCTH Tipeacenatenss THUK» — B ciydae BpeMEHHOTO
orcyrcTBUsl 3amectutens npeacenarenss THUK npu nammumm pemennss THUK o
Bo3nokeHun Ha cekperaps TUK nubo omnoro u3 unenoB TUK ¢ mpaBom
pemaromero rojgoca nosHomounn npeacenarens TUK;

«Ucnonusromuii  obs3anHocTH cekperaps THUK» — B ciywae Hamuuus
pactiopsikenuss  npencenarens TUK  wiam  ucnonHsiomero  o0s3aHHOCTH
npencenarens TUK o Boznoxkenun Ha onHoro u3 wieHoB THUK ¢ mpaBom
pemtatoniero rosuoca noaHomounit cexkperapst TUK nubo npu Halvyuum pemeHus
THUK o Bo3noxkeHuu Ha ojnHOoro u3 wieHoB THUK ¢ mpaBoM pelaroniero rojoca
noinHoMouui cexperapst TUK.

6.3.10. TIlocne MOJITUCAHUS ITIOCTAHOBJICHHUS PETUCTPUPYIOTCS
npejacenarenemM (CeKpeTapeM WIHM CIELUaIMCTOM, OTBETCTBEHHBIM 3a BEICHHE
nenonpousBoactBa) THUK ¢ wucnonp3oBaHueM perucrpanoHHoi ¢opmbel. Ha
JOKYMEHTAX U CIIUCKAX PACCBUIKH IIPOCTABIAETCA PETUCTPALMOHHBINA HOMED.

6.3.11. TIlocranoBnenus HYMEPYIOTCS B XPOHOJIOTHYECKOU
ITOCJIEA0BATENBHOCTH B Ipeaenax cpoka nomaomounn THUK.

6.3.12. Yxa3aHHbIE BBIIIE PEKBU3UTHI BHOCATCA B PETUCTPALHOHHYIO
dbopmy. B ciyuae ucnonw3oBanus 1IN «/leno» k peructpalimoHHON KapTOyke
IPUKPEILIAETCS TEKCT JoKyMmeHTa B (popmare MS Word® u sekTpoHHBIA 00pas
nokymeHTta B (opmare Adobe PDF (npu HeoOX0oIMMOCTH), a TakKe JeJaeTcs
CBS3Ka C JOKYMEHTAaMHU, MTOCITYKUBIIMMU OCHOBAHUEM JIJIS1 pACCMOTPEHHUSI BOIIpOca
Ha 3aceganuu TUK.

6.3.13. Pa3penienrue Ha TUPAKUPOBAHWE JOKYMEHTOB B HEOOXOJIMMOM
kosmyectBe  gaer  npexacenarenb  THUK.  JIoKyMEHTBI  THUPaXHUPYHOTCS
OTBETCTBEHHBIM 34 MOATOTOBKY 3aceaHusl B COOTBETCTBUM CO CIIMCKOM PACCBUIKH,
Ha KQKJIOM KOIMM JOKYMEHTA MPOCTABIIIETCS Ne4YaTh, YIOCTOBEPSIOIIAas NOANUCH
npenceaarens TUK u cexperapst TUK (6e3 Bocipon3BeeHus MOAMHUCEN).
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6.3.14. Konmua nocranosiiennss TUK HampaBnsieTcss rpakaHvHy B cllydae,
eciu ero obpamienre B TUK nociyxuiio ocHoBaHUEM ISl paCCMOTPEHUS BOITPOCa
Ha 3aceganuu TUK.

6.3.15. TloctanoBnenus mnocie OGOPMIICHUS M TMOJNUCAHUS MOTYT OBITh
pasmewmensl Ha caute THUK. B 3ToM ciydyae B ITOCTaHOBISIOUIYKO YacThb
nobamisiercas MyHKT «Pa3mecTuth HacTofllee MOCTAaHOBJIEHHWE Ha CcalTe
TEPPUTOPUAITBHOMN n30HUpaTesbHOU KOMHUCCHUH B nH(OPMAITMOHHO-
TEJICKOMMYHUKAIIMOHHOU ceTtn « THTEpHETTY.

6.4. Odopmienne nporokona 3aceaanuss TUK.

6.4.1. Ilpotokon 3acemanuss TUK odopmisiercs Ha OnaHke B CpOK,
ycTaHOBJIIeHHbIN periiamenTom THUK.

6.4.2. IIpoTokos 3acefaHusi MOXET O(QOPMIIATHCS B MOJHOM WM KpaTKOH
dhopwme.

6.4.3. Texct nporokoina 3aceganust TUK coctout u3 1Byx yacteil — BBOJHOM
Y1 OCHOBHOM.

6.4.4. B BBOJIHOM YacTH MPOTOKOJA yKa3bIBAIOTCA (aMUIUS U HHHUIHAIIBI
npeacenarenss TUK (mpencenaTenbCTBYIONIET0), a TakKe IPHUCYTCTBYIOMIUX
3amecturens npencenarens TUK, cekperaps TUK u unenos THUK, B ToM unciie ¢
IIPaBOM COBELIATENBHOIO TIOJloCAa W JIMI, NPUIJIAIICHHBIX Ha 3aceJaHue, B
as(paBUTHOM MOPSIZIKE.

Jomyckaercst o(popMIIEHHE NPHUCYTCTBYIOIIUX OTAEIBbHBIM CIHCKOM C
yKa3aHUEeM HWHULMANOB, GaMmwinii u JomkHocTe. CHHCOK mpuiaraercs K
IIPOTOKOJIY 3aCEAaHUsI.

6.4.5. IloBecTka [HS BKJIKOYAeTCs B BBOJHYIO 4YacThb MNpoTokoina. OnHa
COCTOUT W3 TMEpPEUYUCIEHUS BOIPOCOB, KOTOPbIE OOCYXIAlOTCA Ha 3acelaHuM,
U 3aKpeIUIsieT MOCJeI0BaTEeIbHOCTh X OOCYXICHUS W (HaMWIMU JOKIaIYUKOB
(BBICTYMAIOIINX ).

Kaxxapiii Bompoc MOBECTKH JHs 3acellaHus HyMepyeTcsl apabckoit 1udpoid,
ero HamMmeHoBaHue (opmynupyoT ¢ npemiora «O» mwmn «O6». Ilo kaxnomy
MyHKTY YKa3bIBaeTCsA MOKIAAUMK M (opMa MpeACTaBICHUS Bompoca (JAOKIa,
oT4eT, cOO0IeHNe, HH(OPMAIIHS ).

6.4.6. OCHOBHasI 4acThb IMPOTOKOJA COJEPKHUT CTOJBKO pa3/EioB, CKOJIbKO
IIYHKTOB BKJIFOYEHO B IIOBECTKY JIHsA. B COOTBETCTBHMM C HEN pa3aeiabl HyMEPYIOTCS.

Kaxnei  pasmen  cocroutr w3 Tpex  uacre:  «CJIIYIIAJIN»,
«BBICTYIIW/IN», «IIOCTAHOBWJIM», KOTOpBIE mEYaTarOTCsI OT TPaHULbI
JIEBOTO TOJIS MPONUCHBIMU OyKBAMH.

B wactm «CIIYIIAJIMA» Kparko H3naraercsi TEKCT BBICTYIUICHUS
noxnanuuka. Maunuanel U paMuius JOKIaa4uKa MedaTalTcsl ¢ KPaCHOM CTPOKH
B HMMEHHTEIIBHOM MaJeKe. 3aluch JOKIaJa M3JIaraeTca OT TPEThEro JHIa
€AMHCTBEHHOTO YHCIIa U OTIEISETCS OT (PaMUIINK TUPE.

Ecnu Tekcr gokiana mpuiaraercsl K MPOTOKOIY, TO HCIIONb3YETCS CChLIKA
«Texer noknana mpuiaraeTcs.

B wactu «BBICTYIIMJIM» mnepeyucnstorcsi BBICTYMAIONIME W aBTOPHI
BONIPOCOB. MHMUIMANIBI U (paMUJIUS BBICTYNAIOLIErO MEYaTal0TCs ¢ KPaCHOW CTPOKH
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B UMEHUTEeNbHOM majexe. Kparkas 3amuch BBICTYIUIEHUS 1O CYIIECTBY
paccMaTpuBaEeMOTro Bompoca (10 PelIeHUI0 MPEeACceAaTeNIbCTBYIONIET0) U3JIaracTcs
OT TPETHETO JUIA EAUHCTBEHHOTO YHUCJIA.

Eciau TekcT BBICTYIUIEHUS MPUJIAraeTcss K MPOTOKONY, TO HCIOJIb3YETCs
ccblika « TekeT BBICTYILIEHUS IPUIIAraeTCs.

B wactu «(IIOCTAHOBUWJIN» oTpaxkaeTcsi NPUHATOE pEUIEHUE [0
o0cyX/1aeMOMy BOTIPOCY.

CopepxaHue 0coOOro MHEHUS, BBICKA3aHHOIO BO BpeMs OOCYKIEHUS,
3aMKMCBIBAETCS B TEKCTE MPOTOKOJA IOCIE COOTBETCTBYIOUIETO PEUICHUS WU
oopMisieTcss Ha OTAEIBbHOM JIMCTE M TOMEIIAETCS IOCJIE COOTBETCTBYIOILETO
pEILICHMS.

6.4.7. IlpoTokoJ 3acenaHus MOJIUCHIBAETCS MpPeAceNaTeIbCTBOBABIINM Ha
3acenanuu u cekperapem THUK (umm unenom TUK, ucnionHsBIINM 00sS3aHHOCTH

cekperaps THUK).
6.4.8. Ilocne nmoanucaHus NPOTOKOJbI PETUCTPUPYIOTCS C UCMOJIb30BAHUEM
PETrUCTPALIMOHHBIX dbopm. IIporokosibl  3acemaHui HYMEPYIOTCS B

XPOHOJIOTUYECKOM TOCIIEI0BATENBHOCTH B IIpeeiax cpoka noasomoun TUK.

6.4.9. IIpotokomnsl 3acemannii TUK, mpruoOieHHbIe K HUIM pelIeHUs BMECTe
C MaTepuajlaMd, MOCITYXUBIIUMUA OCHOBAaHHEM IS WX MPHUHATHS, OCOOBIMH
MHeHuaMH dieHoB TUK xpandarcs y npencenarens (cekperapsi) THUK, a 3atewm,
o(QOpMJIEHHBIE B COOTBETCTBHM C TpeOoBaHUsAMU MHCTpykumu, nepenaroTcs B
apXuB.

7. Odopmienne pacnopsizkennit npeacenaress TUK no ocHoBHOM

eI TeIbHOCTH
7.1.  Pacnopstxkenne mnpexacenarens THUK mno OCHOBHOM JeATENbHOCTH
(mamee — pacnopspkeHue) odopmisieTcs Ha OJaHKe YCTaHOBJICHHOW (hOPMBI

(npunoxxenne Ne 4).

7.2. IlpoekTsl pacnopsokeHuid  mpencenarens THK  rotoBstcs 1o
nopyuenuro npeacenarens TUK.

7.3. TekcT pacnopspKeHUsI COCTOUT, KaK MPABUIIO, U3 KOHCTATUPYIOUIEH U
pacnopsSANTEILHON YaCTEN U JOJKEH UMETH 3ar0JIOBOK.

7.4. B KOHCTaTUpyIOIIEd 4YacTU  HW3JaraloTcs LeId W 33Ja4yu
MPENUCHIBAEMBIX JI€UCTBUI. ECIM OCHOBaHMEM K W3JAHUIO PACHOPSIKEHUSA
SBJISICTCS. HOPMATHMBHBIN TMPABOBOW aKT WJIM PACHOPSIUTENIbHBIN JTOKYMEHT, TO
B KOHCTATUPYIOIIEN YaCTH YKa3bIBAIOTCS €r0 Ha3BaHUE, aTa, HOMED, 3ar0JI0BOK.

7.5. B pacnopsiAUTEIbHON 4acTH coaepKaTcs [IEPEUYUCIICHUE
OPEANUCHIBAEMBIX JEHUCTBUN, CPOKM M HUCHOJHUTENH. IIyHKTBI pacnopskeHus
HYMEpYIOTCS apaOCKUMU IUPpaMu ¢ TOUKOM U HE UMEIOT 3ar0JI0OBKOB.

7.6. Eciin pacnopspkeHUE H3MEHSIET, OTMEHSET WM JONOJIHSIET paHee
W3JAHHOE PACIOPSIKEHUE WM €r0 OTAEJIbHBIE NMYHKTBI, TO 3TO OTrOBapUBAECTCA
B TEKCTE PACIIOPSIKECHUSL.
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7.7. B mociienHeM MyHKTE pacnopsAuTeIbHON YacTH, MPU HEOOXOIUMOCTH,
YKa3bIBaCTCS JOJKHOCTHOE JU1O, Ha KOTOpOE BO3JIaraeTcs
KOHTPOJIb 33 UCIIOJTHEHUEM PACTIOPSKEHHUS.

7.8. 1lpy HanM4YMM TPUIOKEHUN K PpACHOPSIKEHHI0 B TEKCTE HA HHUX
00s3aTENIbHO JIENAETCS CChUIKA.

7.9. IIpoekT pacnopsbKeHUs ¢ NOPWIOKEHUS K HEMYy BU3UPYIOTCS
HEMOCPEJCTBEHHBIM HCIOJHUTENIEM, 3aMECTUTENIEM IMpEACEeNaTeNisi U CEeKpeTapeM
TUK.

Ecnu B pacnopsbkeHuu cojepskarcsi BOIMPOChl (PUHAHCHUPOBAHUSI BHIOOPOB,
oOecrieuenust gesrenbHoctn  TUK, »skcmimyarauyu © pa3BUTHS  CPEJACTB
aBTOMaTH3alluk, OOYy4YeHUs]  OpPraHU3aTOPOB  BLIOOPOB M YYAaCTHUKOB
M30UpATEILHOTO Tpollecca, TO OHO BU3UpPYETCs y Oyxraiarepa (B ciydae, eciu
THUK umeer craryc 10puIU4ecKoro Juia).

Buszel mpoctaBistoTcsi Ha OOOPOTHOM CTOpPOHE IMOCJEIHEro JHCTa
JOKyMeHTa (pacrhopsiKeHUus, MPUIIOKEHHUs] K HEMY) IO yCTaHOBIIEHHOW ¢opme
(npunosxenue Ne 7).

K npoekty pacnopspkeHuss — OpPHKIAAbIBAETCA  CHUCOK  PACCBUIKH,
AQHAJIOTUYHBIA CNHUCKY pacchUlku mnocTtaHoBieHus TUK (mpunoxenue Ne 8),
MOJITUCAHHBIA HCTIOJIHUTEIIEM U YTBEPKICHHBIN npeacenarenem THUK.

7.10. Ilocme moanucaHust pacOPsKEHUS PETMCTPUPYIOTCS NpEACenaTeneM
THUK, B ero OTCyTCTBHE 3aMECTUTENEM MpEACenaTens, C WCHOJIb30BAHUEM
peructpanuoHHoit  GopMbl U (QOpMUPYIOTCSIT B JieJa B COOTBETCTBUU C
HoMeHKknatypor nen THUK BmecTe ¢ moKyMeHTamu, MOCITYKMBIIMMUA OCHOBAHUEM
JUISL U3JAHUS PaCIIOPSKEHUSL.

B cnywae wucnosnw3oBanus gua peructpaumu  [IM «/demo»  k
PErHCTPALIMOHHON KapTOUKe MPHUCOCTUHSIOTCS TEKCT paclopsbKeHus B dopmare
MS Word®, snextponHblii 00pa3 pacnopsukenus B (opmare Adobe PDF (mpu
HEO0OXOIMMOCTH) U JIENAIOTCS CChUIKM Ha JIOKYMEHTBI, TTOCTY>KUBIIIME OCHOBAHUEM
JUTSL U3JTaHUS PACTIOPSKEHMUSL.

7.11. PacnopsikeHusMm IIPUCBANBAOTCS pPEruCTpaliMOHHBIE HOMEPA B
npeaenax KajJeHJAApHOTO Tojia, MPH 3TOM K TOPSIKOBOMY HOMEpYy 4depe3 aeduc
MIPOCTABIISACTCS] UHACKC «PY.

7.12. Konuu pacnopshyKEHHN 3aBEPSIIOTCS MEYAThI0 U NEPEAAIOTCS COTJIACHO
CIIMCKY PACCBUIKH.

8. Ocob0eHHOCTH PadOTHI € JOKYMEHTAMM, COACPKALUMHU CIYKEOHYIO
NH(OPMALMIO OTPAHMYEHHOI0 pacnpocTpaHeHus (B TOM 4Hcje cBeJAeHust 00
u30upaTesIfX, y4acTHUKAX pedepenayma, 00pamalIuMucs B paMKax
pynkuuonupoBanus I'ocygapcTBeHHOM CHUCTEMBI perucrpanuu (y4era)
usduparesiei, yuactTHukoB pedepenayma B Poccuiickoii @egepanumn)

8.1. OcobenHoctn pabOTBI C TOKyMEHTAaMH, COJEPKAIMMHU CIIYKEOHYIO
UH(OPMAITUIO OTPAHUYEHHOTO PACTIPOCTPAHCHHSI.
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8.1.1. K cuyxebHoli wuH(MOpPMAIIMM OrPAHUYEHHOTO PACIPOCTPAHECHHUS
OTHOCUTCSI HECEKpeTHas WH(pOpMalus, HE3aBUCMMO OT BHJA €€ HOCUTEs,
OTpaHUYEHMs] HAa PACHPOCTPaHEHHUE KOTOPOM MUKTYIOTCS €€  CIy>KeOHOM
HEO0OXOIUMOCTHIO.

8.1.2. HeoOxomuMocTs  mpocTaBieHuss ToMeTku  «Jlis  ciaykeGHOro
nonb3oBaHus» (manee — «JCIl») Ha OOKyMeHTaX W HW3AaHUSX, COAEPIKAIINX
ciy’)keOHyI0 HH(OPMALMIO OTPAaHMYEHHOTO PACIPOCTPAHEHUS, OIpeaeseTCs
npeaceaareneM (3amecTuTenemM npeaceaaTens, CEKpETapeM) THUK,
MOAMUCHIBAIOIINM WU YTBEPKAAIOUIUM JTOKYMEHT.

JIOJOKHOCTHBIE JIMIIA, MPUHSBIIME pEIIEHHE 00 OTHECEHUHU CIIyKEOHOU
MH(pOpMaIUU K pa3psay OTPaHUYEHHOTO PacHpOCTpPaHEHUs, HECYT MEPCOHAIbHYIO
OTBETCTBEHHOCTH 32 00OCHOBAHHOCTh MPUHATOIO PEIICHHUS.

8.1.3. Ilomerka «/ICII» u HOMep SK3eMIUIApa MPOCTABJISAIOTCS B IPaBOM
BEPXHEM YTJIy MEepBOW CTPAHHUIIBI JOKyMEHTa (B ciiydae HEOOXOJUMOCTH — U €ro
IPOEKTa), collep)Kaliero  chnykeOHylo  HMH(OpPMAIMI0O  OTPAHUYEHHOTO
pacnpocTpaHeHus, Ha 00JIOKKE U TUTYJIBLHOM JIUCTE U3JIaHUA, 4 TAKXKE Ha MEPBOM
CTpaHUIIE COMPOBOAUTENBHOTO NMUChMA K TAKUM JJOKYMEHTAM.

8.1.4. PaboTta ¢ MOKYMEHTaMH, COJEPKAIMMH CIY>KEOHYI0 HH(POPMAIIUIO
OTPaHUYEHHOI'0 PACIPOCTPAHEHHUS], B TOM YHCIIE UX MPUEM, YUeT (perucrparusi),
OCYLIECTBJISIETCS. B IOPSAKE, YCTAHOBJIEHHOM JJII HECEKPETHBIX JHOKYMEHTOB, C
Y4eTOM OCOOEHHOCTEH, W3JIOKEHHBIX B HactodmeM pasgene. Ilpu srtom K
pErucTpalmoOHHOMY HOMEPY IOKyMeHTa jo0aBisercs nomerka «JCIDy».

8.1.5. lokymentsl ¢ nometkon «JCII» peructpupyrorcs (y4UTHIBAIOTCS)
BMECTE C APYIMMH HECEKPETHBIMU JOKYMEHTaMH, MpPU ATOM JENaeTcs MOMEeTKa
«J1CID».

8.1.6. CkanupoBaHHE, KOIUPOBaHHE (TUpPAKUPOBAHUE) JIOKYMEHTOB C
nometrkon «JICII», a Ttaxxke pasmemenne ux B [IM JIEJIO npousBoauTcs
UCIIOJTHUTENEM  JTIOKYMEHTa C€ [HCBMEHHOTO pa3pelleHusl MpeacenaTes
(3amectutens npexacenarens, cexkperapsa) THUK, mpu 3ToM OCyIIECTBISIETCS YYET
KaXXJI0r0 3K3eMIUISIpa YKa3aHHbIX IOKYMEHTOB.

8.1.7. Hoxymentsl ¢ mnometkou «JICII» mnepenatorcs unenam TUK u
pabotaukam anmnapata TUK nox moamnuce.

8.1.8. JJoxymentsl ¢ nomeTkon «/ICII» HampaBisAroTCs B Apyrue OpraHsl U
opraHuzanuu opraHamu (eaepanbHO  (ENbIBETEPCKON  CBSA3U,  CIIYkKOOM
CHenuaibHOM CBSI3M JIMOO HApOYHBIM. 3ampellaercs MepeaaBaTh JTOKYMEHTHI C
noMmetkon «JICID» Mo He3allMIIEeHHBIM KaHaJlaM KOMIBIOTEPHO-MOJEMHON U
(aKCUMWIBHOMU CBSI3H.

Hoxymentsl ¢ nomerkoi «JICID» paccbuiatoTcsi HECKOJIBKMM ajpecaTram
COTJIACHO CIIUCKY pAacChUIKM, B KOTOPOM HANpOTHUB Ka)XXJIOTO ajpecara
IPOCTABJISAETCA HOMEP SK3EMIUISIpA OTIPABISAEMOro JOKyMeHTa. CIIMCOK pacChUIKU
MOANMCHIBAETCS UCIIOJIHUTENEM U cekperapeM Komuccun.

8.1.9. Ucnonnennsie qokymeHTHI ¢ moMeTkoi «ICIDy dopmupyrorcs B nena
B COOTBETCTBUHU C HOMEHKJIATYypOu Jiel. JIOKyMEHThI TpyIIHUPYIOTCS B JIeJia BMECTE
C JAPYTMMU HECEKPETHBIMHU JIOKYMEHTaMU IO OJHOMY M TOMY K€ Bompocy. B
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IPAaBOM BEPXHEM YTIIy OOJIOKKH JieJla, B KOTOPOE MOMEIIEHbI TaKUe JTOKYMEHTHI,
npoctasisieTcst nometka «J{CIDy».

8.1.10. Hoxymentbl ¢ momeTkoll «J[CID» XpaHsiTcsi B 3aKpbIBaIOIIUXCS
mkadax win cendax.

8.1.11. YHuutOX€HUE AeN, JOKYMEHTOB M u3laHuil ¢ noMmeTkon «JICII»,
YTPaTUBIIUX CBOE MPAKTHYECKOE 3HAUYEHHE M HE HMMEIOIINX HCTOPUYECKOW U
HAyYHOW IIEHHOCTH, MMPOW3BOIAUTCS 10 aKTy YCTAaHOBJIICHHOW (hOPMBI C YKA3aHHEM
HOMEPOB 3K3eMIUTIPOB. B ydeTHBIX (hopmax nmemaeTcss OTMETKAa 00 YHHUTOXKCHHUU
CO CCBUIKOW Ha COOTBETCTBYIOIINM AKT.

8.1.12. Pemenne o cHatuu nometkn «JCII» ¢ moxkymeHTa npuHUMAaeT
JNOJKHOCTHOE JIUIO, MOANHUCABIIEE WIN YTBEPAUBLIEE JOKYMEHT.

Cusarue nometku «JICID» ¢ mpucnannoro B TUK nokymeHTa MOXeT OBITh
IPOU3BENCHO TOJIBKO II0 COIMVIACOBAaHUWIO C OpraHu3alueld, HalpaBUBIIEH
JOKYMEHT.

Cusrue nometku «JICID» ¢ JoKymMeHTa MpOU3BOIUTCS AEJIONPOU3BOIUTEIIEM
HAa OCHOBaHUU NMUCBMEHHOTO YKa3aHUsl JOJKHOCTHOTO JIMIA, MPUHSBIIETO TaKOE
pemienue. IIpu cusatum nometku «J[CID» Ha goKkyMeHTax, Jejax WIM HU3JaHUsIX
JENAa0TCsl COOTBETCTBYIOIINE OTMETKH.

O custun nometkun «J(CII» yBenoMisitoTCs Bce aapecaThl, KOTOPBIM
JTOKYMEHT HAIMpaBIISIICS, JIMOO OPraHU3aIlvs, €ro HallpaBUBIIIas.

8.1.13. B cmywae yTpaTel Aed, HOKYMEHTOB WJIM H3JAHUU C TOMETKOH
«CII» nubo pasriameHus cojaepxkalieicss B HUX MHGOPMAIMM Ha3HA4YaeTCs
ciyxeOHasi MpOBEpKa, O pe3yjbTaTaX KOTOPOM JOKJIAAbIBACTCS MPEACENATEIIO
(3amecTuTento npeacenarens, cekperapro) TUK.

O6 yrtpare nen, J0OKyMeHTOB W u3aaHuii ¢ mometkoi «JICII» cocraBnsercs
aKT, HA OCHOBAHMHM KOTOPOTO JIENAOTCS COOTBETCTBYIOIIUE OTMETKH B YUYETHBIX
dbopmax.

8.2. PaboTta ¢ JOKyMeHTaMHu, COAEp)KaIllMMHU CBeJeHUS 00 H30upaTensx,
y4acTHHKaX pedepeHayMa, oOpamamiuMics B paMKax (YHKIIMOHUPOBAHUS
['ocynapcTBeHHOW CHCTeMBI perucTparuu (ydera) wu30uparened, yYaCTHHKOB
pedepenayma B Poccuiickoit deneparum.

8.2.1. K nokyMeHTaMm, cofepkamuM cBeleHus 00 n30upaTensiX, y4aCTHUKAX
pedepennyma, o0OpalarIMuUCs B pamKax (GYyHKIIMOHUPOBAHUS
l'ocynapcTBeHHOM cucTeMBbl peructpanuu (yudera) wuszlOuparened, y4aCTHHKOB
pedepennyma B Poccuiickoit denepaiiuu, OTHOCATCSA TOKYMEHTBI, OCTYIAIOITUE B
THUK or rnmaB agMHUHUCTpalMi MyHULHMNAIbHBIX PAHOHOB, TOPOACKHX OKpPYIOB
(manee — riaBa agMUHUCTPAIMU), OPraHOB PErMCTPALIMOHHOTO y4eTa HACEJICHHS,
Harnpasisiemble THUK rimaBam aamMuHucTpannii, opraHaM perucTpaloOHHOTO y4eTa,
a TakXe JOKYMEHTbI, I[IepechUIaeMbleé MEXIYy KOMIUIEKCAMH  CpEJICTB
aBTOMAaTH3allUd TEPPUTOPUATBHBIX H30UpaTenbHBIX Komuccuii (manee — KCA
THUK), KCA TUK u KCA HNKCP® B pamkax peanusanuu Ilejied U 3aaad
['ocymapcTBeHHON CHCTeMBI perucTparuu (ydera) wu30uparened, y4aCTHHKOB
pedepenayma B Poccuiickoit deneparum.
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JlokyMeHTBl MOTyT O(OpPMISATBCS Kak Ha OyMaXHBIX, TaKk M Ha
MAalIMHOYUTAEMBIX HOCUTEISIX.

8.2.2. PaboTa ¢ JOKYMEHTaMH, COJECP)KAIIMMU CBEACHHUS 00 H30MpaTensix,
y4acTHHKaX pedepeHayMa, JODKHA  OCYIIECTBISTRCA C  YYETOM  HOpM
®enepanbHoro 3akoHa ot 27 wutong 2006 roma Ne 152-®3 «O mepcoHanbHBIX
naHHbIX», llomoxkeHns 00 OCOOCHHOCTSIX OOpPaOOTKH NEPCOHAIBHBIX JIAHHBIX,
OCYIIECTBISIEMON 0€3 HMCIOIB30BaHMS CPEICTB aBTOMATHU3AIMH, YTBEPKICHHOTO
nocta"oBiienueM [IpaButennctBa Poccuiickoit @eneparnuu ot 15 centsadps 2008
roga Ne 687, Ilonoxkenuss o I'ocymapcTBeHHON cucTeMe perucrpanuu (y4era)
n3bupareneir, ywyacTHUKOB  pedepeHayma B Poccuiickoit ~ depaepariuu,
yTBepkaeHHoro mnocraHoBiaeHueM IIMK Poccun ot 6 Hoa0ps 1997 rona
No 134/973-11 (B penakuuu noctanoBienut [{UK Poccun ot 29 anpens 2003 roga
No 5/37-4, ot 29 nexabps 2005 roga Ne 16/1084-4), PernamenTa uCroab30BaHuUs
OJCUCTEMBI «Peructp nu30upartene, YYaCTHUKOB pedbepeHayMa»
['ocynapcTBeHHONM aBTOMAaTHM3MpPOBAaHHOM cucteMbl Poccuiickoin ®Depepanuu
«Bw100pB», yTBepKAeHHOrO TmocTaHoBieHuem [IUK Poccun ot 26 wmapta
2014 roma Ne 223/1437-6, Ilomoxxkenuss o0 oOecneueHMH 0€30ITaCHOCTH
uHdopmaruu B ['oCynapCcTBEHHON aBTOMAaTH3UPOBAHHOW cucteMe Poccuiickoit
Oenepanun  «Bp1i0ope», yTBepkmeHHoro mnoctaHoBienneMm [[MK  Poccunm
ot 23 utonst 2003 roga Ne 19/137-4 (B penakuuu noctanoieHus LIMK Poccun
ot 28 ¢eBpaiis 2007 roma Ne 200/1254-4).

8.2.3. JIokyMeHThI, cojaepxkalire CBeAeHusi 00 u30upaTensxX, y4aCTHUKax
pedepenayMa T0KHBI 00padbaThIBaThCS B peKUME KOH(DUACHIIMATLHOCTH.

8.2.4. Peructpanuio u xpaHeHHE JOKYMEHTOB, COJIEpXKalluX CBEeACHUs 00
n3buparensix, ydacTHUKaxX pedepeHayma, NoCTYMarIuX OT TJIaB aJJMUHUCTPAIIHH,
OpPraHOB  PETUCTPALIMOHHOTO  y4e€Ta HACEJIEHUS W  HaIlpaBIIEMBIX UM,
ocyuiecTBIAI0T paboTtHuku anmnapara THUK, BeimonHsAoomMe GYyHKIIUA CUCTEMHBIX
angmunuctparopoB KCA THUK.

8.2.5. CnucoK 7null, YHNOJHOMOYEHHBIX MOJy4YaTh OT IJIAB aAMUHUCTPALIN,
OpraHOB PErUCTPAllMOHHOIO YyYe€Ta HaceJIeHHs W NepelaBaTb UM JOKYMEHTHI,
comepkamme  cBelAeHWS 00  m30mparensx, yYacTHHKax  pedepeHmyma,
yTBepxKIaeTca mnocraHoBieHueM (pemenrem) TUK, ompexaenstonuM mopsiaok
(GyHKUHOHUpOBaHUS  ['ocymapcTBEHHON  cucTeMbl — peructpauuu  (ydera)
n3buparesne, yuacTHUKOB pedepeHyma Ha Tepputopun benaropojackoit odiactu.

8.2.6. [lomyunB  OT TIIaBbl  AAMUHUCTPAlMM WIM  OT  OpraHa
PErMCTPAllMOHHOTO  y4yeTa HaceJeHuss JOKYMEHT Ha OyMaxkHOM  JHu0O0
MalIMHOYMTAEMOM  HOCUTEJIe, COJACpXKAIlUM  CBeJAeHUS 00 u3duparensx,
ydacTHUKax pedepenayma, cucremusiii anmuauctpatop KCA THUK mpocrasinser B
IPaBOM BEpPXHEM YTIIy MEPBOM CTpaHUIbl (IIPaBOil BEPXHEW YacTH) NOKyMEHTa
nometky «JICII». ITomerka «ICID» mpocTraBisercss Takke Ha MEPBOM CTpaHULE
COMPOBOJMUTENILHOTO TMHUChbMa K JOKyMEHTaM, COJEpXKallluM CBEJACHUs 00
n30upaTeNsix, yaacTHUKaxX pedepeHayma.

8.2.7. Bce OKyMEHTHI, COJEp)Kalue CBEIEHUS 00 u30upaTensx,
y4JacTHUKax pedepeHaymMa, U CONPOBOAUTENbHbIE NUChbMa K HUM TMpPU HX
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MOJIy4eHUHU JTUOO OTIPaBKE PETUCTPUPYIOTCS CUCTEMHBIM agMuHucTpaTopom KCA
TUK B otraenbHOM XKypHaie Mo Qopme, YCTaHOBJICHHOW COOTBETCTBYIOIIUM
HopMmaTuBHBIM akToM THUK. IIpu 3TOM K perucTpalimOHHOMY HHJIEKCY HOKYMEHTA
no6apnsercs momerka «JICIDy.

8.2.8. ConpoBoauTeIbHbICE MHUCbMA K MAIIMHOYUTAEMBIM  HOCHUTEISIM,
coJiep KallliM M3MEHEHUsS] TePPUTOpUATBHBIX (parMeHToB Peructpa nzbuparenei,
YYaCTHUKOB pedepeHayma, a, Npu HEOOXOAMMOCTH W JAPYTHE CBEACHHS 00
n30upaTensix, ydacTHHKaxX  pedepeHayMa, pPEeTUCTPUPYIOTCS  CHUCTEMHBIM
apmuauctparopomM KCA THK, a conmpoBoauTebHbIE MUChbMA K MAITUHOYUTAEMBIM
HOCHUTEJISIM, COJIEpKAIllUM W3MEHEHUsS peruoHaibHbIX (parmeHToB Perucrtpa
n3buparene, y4aCTHUKOB pedepeHayma, — IMpeacenarenaeM (3amecTuTeneM
npeacenarens, cexkperapem) THUK. Ilpu 3ToOM Ha CONMpOBOAUTEIHLHOM NHUCHME U
MalIMHOYUTAEMOM HOCHUTENE MpocTaBisieTcst nomeTka «JCII».

MamHOoYnTaeMble HOCHUTENH, COJEpHKALUIME HU3MEHEHHUS PEruOHAIbHBIX,

TeppUTOpHAIBbHBIX  (¢parMeHTOB  Perucrpa  us3bupareneil,  y4aCTHUKOB
pedepeHayMa, CONMpPOBOAMTENbHBIE MUChbMA K HUM JOCTaBisitoTcs B Komuccuio
IIOCPEICTBOM 3alUIIECHHBIX cepTUPUIIUPOBAHHBIMU CpeACTBaMHU

Kpunrorpa@uueckod  3almUThl  TEIEKOMMYHHUKAIMOHHBIX  KaHaioB  ['AC
«Bw100pB», Opranamu geaepaabHON PEeTbIBErepCKON CBSI3H TUO0 HAPOUHBIM.

8.2.9. JlIokyMeHThI, cojaepxkalire CBeAeHUs 00 n30upaTensx, y4aCTHUKax
pedepernyma, Ha OyMaKHbIX JMOO MAITMHOYUTAEMBIX HOCHUTENSX XPaHATCA B
ceiibax WM B HAJAEKHO 3alMPAEMbIX M ONEYATHIBAEMBIX IMIKadax (SIIuKax,
XpaHUIUIIAX).

[Io wucreyenum cpoka xpaHeHus U paccmorpeHuss Ha OK Komwuccun
yKa3aHHbIE JIOKYMEHThl YHHUUYTOXKAIOTCS MO akTy. AKT 00 YHUUYTOXEHUU
COCTaBJISIETCSI B JIBYX JK3EMIUIAPAX, OJUH W3 KOTOPBIX XPAHUTCS y CHUCTEMHOTO
anmuauctparopa KCA THK, a BTOpoil momemniaercsi B J1€JI0 B COOTBETCTBUM C
HoMeHKkJarypou nen TUK.

8.2.10. loxymeHThI, coaepskaiue CBeleHus 00 M30upaTensX, y4aCTHHUKax
pedepenayMa, repeaaroTcss pabOTHHUKAM H30HMpaTEIbHBIX KOMUCCHIA ITOJT TTOIHUCH.

[lepemaua MOKyMEHTOB, COJAEpXaIIMX CBEACHUS 00 u30MpaTesx,
ydacTHUKax pedepeHayma, OT OJHOTO pabOTHUKA IPYroMy OCYIIECTBISIETCS C
paspemenus npeacenarens TUK wnu nuia, ero 3aMemaromero.

JIoKyMeHTBI, cojaepxkamue cBeAeHUs 00 u30upaTensX, y4acTHHKaX
pedepenayMa, TUPAXUPYIOTCA C MUCbMEHHOro paspemieHus npenceaarens TUK
WIM  JIMLA, €ro  3aMellaloniero. Y4YeT  TUPaKHUPYEMBIX  JOKYMEHTOB
OCYUIECTBISIETCS TO3K3eMIUIsipHo. Ha o00opore mnocnenHero mucra KaxKaoro
HK3EMIUISIpA  UCIIOJIHUTENb  JIOJDKEH  yKa3aThb  KOJMYECTBO  OTHEYaTaHHBIX
AK3EMIUISIPOB, CBOIO (DAMIIIUIO U 1aTy THPAXKUPOBAHUS JOKYMEHTOB.

8.2.11. O dakrax yTpaTbl JIOKYMEHTOB, COJEp>KalluX CBEJIEHUS 00
n30upaTensX, ydacTHHKaxX pedepeHayMa, Ju00 pas3rialieHus coAepkKalieics B
HUX WH(OpMAIMU CTaBUTCS B W3BECTHOCTh mpencenatens THUK wmm nwio, ero
3amernaronnee. IIpencenarens win JIMLO, €ro 3aMeNIaroNIee, Ha3HA4aeT KOMUCCHIO
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JUISL  pacclieIoBaHusl OOCTOATENICTB YyTpaThl WM pa3riialieHus. Pe3ynbrarhbl
IPOBEPKHU JOKIaabIBatoTCs nipeaceaaTento TUK wmu nuiry, ero 3aMmeraromiemy.

9. KOHTPO/Ib HCTIOJIHEHUS] JIOKYMEHTOB M NMOPY4eHH i

9.1. KoHTpo:It0 UCTIOTHEHUS TTOJICKAT:

MMOPYYECHUS, COAEPIKAIIMECS B MOCTAHOBICHUSIX U ApyTrux JHokyMeHTax [{K
Poccun, wusbupatenbHbIx Komuccuii cyObekToB Poccuiickoit ®enepanvu, B
pemennax TUK;

NOPYYEHHUsI, COEpKAIIUECS B pacniopsbkeHusx npencenarens THUK;

NUCBMEHHBIE TOpYYeHUs Mpejcenarens (3aMecTUTens npeaceaaTens,
cekpetaps) TUK;

BXOJSIINE JOKYMEHThI, B TOM YHCJI€ NMUCbMEHHBIE OOpalleHus TIpakaaH,
yKazaHHbIe B llepeune mojexanmx KOHTPOIO JOKYMEHTOB C YKa3aHUEM CPOKOB
ucnosiHeHus (npuioxeHue Ne 9), B COOTBETCTBUU C YKa3aHUSIMH 110 UCIOJIHEHUIO
JOKyMEHTa npejceaarens (3aMecTuTens npeaceaarens, cekperaps) TUK;

UCXOJISIITUE TOKYMEHTHI, TPEOYIOIINE OTBETA;

MOPYYECHUS, COAEpkKaIuecs B MpoTokoJax 3aceqanni TUK;

IIJIAHBI MEPOTIPUSATHMN.

9.2. KOHTpO/Ib HCIONHEHUS JTOKYMEHTOB, YKa3aHHBIX B mojpaszaeie 8.1
NHcTtpykimu (32 UCKIIIOUEHUEM  HUCXOASIIUX JOKYMEHTOB), IO CYIIECTBY
3aTPOHYTBIX B HHUX BONPOCOB OCYIIECTBISECT Mpeacenaresib (3aMeCTUTENhb
npeacenarens, cekperaps) TUK.

9.3. KOHTpOib HCIOJHEHHS HCXOMSIIMX JOKYMEHTOB, B TOM YHUCIE 3a
CBOEBPEMEHHOCTBIO TOJIydeHUsT OTBeTOB Ha 3ampocskl TUK, ocymecTBisaoT
pabOTHUKH, OTBETCTBEHHBIC 32 TTOJATOTOBKY JIAHHBIX JJOKYMEHTOB.

9.4. Cpoku UCHOJHEHUS MOpPY4YEHMH, coaepxamuxcs B pemeHusx TUK,
pacniopsixeHusx npencenarens THUK, nuceMeHHBIX NOpYy4YEHUU MpeacenaTens
(3amectutenss  mpencenarens, cekperapsi) THUK  ompenensitorcs  3TUMU
JOKYMEHTaMHU.

9.5. JIOKyMEHT MOJJICKUT HUCHOJHEHUIO B TedeHue 30 KaJleHJapHBIX JHEU
CO JHS €ro perucTpauuM, 3a HWCKIIOUYEHHUEM CIIy4aeB, IPEeayCMOTPEHHBIX
IOAPA3AEIOM 8.6 HACTOSALIETO pas3Aeia.

Ecnu nocnenHuid 1eHb UCHOJHEHUS JOKYMEHTA MPUXOAUTCS HA HEpabouuil
JI€Hb, TO OH TMOJIJICKUT UCIIOJTHEHHUIO B IPEANICCTBYIOIIUNA eMy padounii 1eHb.

JlokyMeHTBI ¢ mmoMeTkaMu «Becbma cpoyHO», «CpOYHO» HCHOJHAKOTCA B
TPEXAHEBHBINA CPOK, TOKYMEHTHI ¢ MOMETKON «OnepaTuBHO» — B JIECSITUAHEBHBIN
CPOK CO JIHSI YKa3aHHS 10 UCIIOJIHEHUIO.

Ecnu mocnenHuil 1€Hb WCIIOJHEHUS TOKYMEHTA, COJIEPHKALIErO MOMETKY O
CPOYHOCTH HCTIOJIHEHUS, MPUXOAUTCS Ha Hepabouuil NeHb, TO OH TMOJJICKHUT
UCITOJTHEHHUIO B CIICAYIOIINHI 32 HUM pabouuii JeHb.

9.6. CpokH HCTIOJTHEHUS BXOJSANIUX JTOKYMEHTOB M OOpallleHui TpakaaH
YCTAaHABJIMBAIOTCS HUCXOMASl M3 CPOKOB, IMpeJlaraéMbiX OpraHu3anueil anodo
rPOKJIAaHUHOM, HANpPaBUBLUIMMHU JOKYMEHT, WJIH CPOKOB, YKa3aHHBIX B
npuinoxeHuu Ne 9.
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OOpareHusi Mo BOIpocaM BBIOOPOB U pePEpeHIyMOB, MOCTYNUBIIUE B
nepuoJ; M30MpaTeIbHOM KaMIIaHUM, WCIHOJHSAIOTCS B CPOKH, YCTaHOBJICHHBIC
®denepanbHbIM 3aKOHOM «O0 OCHOBHBIX rapaHTHUSIX W30MpaTEIbHBIX MPaB U MpaBa
Ha yuyacTue B pedeperayme rpaxiaan Poccuiickoit denepanumy.

9.7. OTBETCTBEHHOCTb 3a CBOECBPEMEHHOE U TIOJJHOE BHECEHHUE B
PETrUCTPALMOHHYI0 (POPMY CPOKOB HCHOJHEHHS JTOKYMEHTOB M HH(pOpMAIUU O
COCTOSIHUM MCITOJIHEHUS JOKYMEHTOB, KOHTPOJIb CPOKOB HCIIOJHEHHs JOKYMEHTOB
BO3JIaraloTCs Ha 3aMECTUTelNs Mpejacenarens, cekperaps wiu pabotHuka TUK,
OTBETCTBEHHOTO 3a BEJEHUE AEIONPON3BOICTBA.

9.8. B mmaHax MepoOnpuATHI, yTBEpKICHHbIX pemenusmMu THUK,
pacniopsixeHuamu npeaceaarenss TUK, KOHTpomro moanexar CpOKM HCIIOTHEHUS
OTHEJIbHBIX €r0 MyHKTOB. CBEIEHUSI O XOJA€ M COCTOSSHUM UWX HCIOJHEHHS
3aHOCATCA B PETUCTPALIMOHHYIO (hOpMY.

9.9. Ilpy HEOOXOIMMOCTH TMPONJICHUS CpPOKAa MCIOJHEHUSI JIOKyMEHTa
OTBETCTBEHHBIN 3a UCIIOJHEHHE HE MO3JHEE YEM 3a TPHU JIHS JI0 UCTEUEHUS CpOKa
VCIIOJIHEHUSI JOKYMEHTa mpeacraBisier Ha ums npencenarens TUK moknagHyro
3aMKUCKy ¢ MOTUBUPOBAHHOM MPOCKOOI O €r0 MPOICHHUH.

9.10.lokyMEHT cuuTaeTCsl UCHOJHEHHBIM M CHUMAETCSl C KOHTPOJIS IMOCie
pelIeHUs] BCEX IOCTaBJIEHHbIX B HEM BOIPOCOB, COOOILIEHUS PpPe3yJbTaTOB
PacCMOTPEHHUSI BCEM 3aMHTEPECOBAHHBIM JINLIAM.

9.11.0cHOBaHUsAMM I CHATHUS JOKYMEHTA C KOHTPOJIS SBJISIIOTCS:

JOKJIa/Hasl 3alyicKa O CHATHUU JOKYMEHTa (MM OTIEIbHBIX €ro IYyHKTOB)
C KOHTpOJS WIM OO0 UCHOJHEHHH JOKyMeHTa Ha umsa npeacenarens TUK,
MOATOTOBJIEHHAsA OTBETCTBEHHBIM 3a UCMOJIHEHWE ¢  oTMeTkod  («Coryaceny,
«Paccmortpeny, «I[Ipunsaro») npeacenarens TUK o npuHaTHM UCTIOTHEHUS;

pemwienne TUK, pacnopsskenue mnpencenarens THUK 1o pesynbratam
UCITOJTHEHUS JOKYMEHTA;

OTBET Ha BXOJSUIUN JOKYMEHT;

OTBETHl OT OpTraHU3alMK, B KOTOpPHIE JOKYMEHT ObUI HampaBJIeH st
PacCMOTPEHHUS 110 CYLIECTBY ITOCTABJICHHBIX B HEM BOIIPOCOB U OTBETA 3asIBUTEIIIO;

HaIpaBJIeHUE OOpalleHuss B JAPYTU€ OPTaHU3AIMU IS PACCMOTPEHHUS TI0
CYILIECTBY IOCTABJICHHBIX B HEM BOIPOCOB U MOCIEAYIOIIEr0 HH()OPMHUPOBAHHUS
aBTOpa O Pe3yJIbTaTaX PACCMOTPEHUS.

9.12.JI0KyMEHT HE CUATAETCS UCITOJTHEHHBIM U OCTAETCS HA KOHTPOJIE:

€CIIM OH HallpaBiIETCS B JPyTHEe OpraHbl WM OpraHu3aluuy IS
paccMotpenust ¢ nenbto noaydeHus TUK wundopmanum, HeoOXomumon s
pPacCMOTPEHHUsS TI0 CYIIECTBY ITOCTABIECHHBIX B JIOKYMEHTE BONPOCOB. B ciyuae
HeoOxonumoctu TUK undopmupyer 06 3ToM aBTOpa TOKYMEHTA;

€CIIM OH HalpaBlsI€TCs B JIpyTHME€ OpraHbl WM OpraHu3alud IS
PacCMOTPEHUS 10 CYILLIECTBY MTOCTABICHHBIX B HEM BOIIPOCOB M OTBETA 3asIBUTEIIO
¢ nocneayomum napopmupoBanueM THUK o pesynbrarax UCTIOTHEHUS;

€caM Ha HeM He crour oTtMerka nmnpenacenarens THUK o npunarum
VICTIOJIHEHHS.
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10. M3roToBiieHHe M HCMOJIB30BAHME NTeYaTell U IITAMIIOB

10.1.Jln  ynocroBepeHus: IMOUIMHHOCTA JTOKYMEHTOB HWJIM COOTBETCTBUSA
KOIIMH JOKYMEHTOB IIOJUIMHHHMKAaM, IIPOCTaBIEHUS OTMETOK O IIOJIyYECHUH,
peructpanuu gokymeHToB B THUK ucnonb3yroTcss repOOBbie U JpYyrHe MeYaTu U
LITAMIIBIL.

JInsa mpocTaBiieHMsT OTMETOK O IIOJIYyYE€HWMM, PETMCTPAlud, pacChUIKE,
IIOCTAHOBKE HA KOHTPOJb JOKYMEHTOB, JAPYIMX OTMETOK IPUMEHSIOTCS
COOTBETCTBYIOIIUE IITAMIIBI.

10.2. M3roroBneHne meyaTred M IITAMIIOB OCYLIECTBIIAETCS MO YKa3aHUIO
npeacenarenss TUK nubo B COOTBETCTBUU € pelIEHUEM U30UPATEIbHON KOMHCCHU
cyobekTa Poccuiickoit denepanuu.

10.3.I'ep6oBas neuars TUK ¢ npaBom ropunnyeckoro nauna u nedars TUK
POCTaBIIsIETCA HA (PMHAHCOBBIX JOKYMEHTAX, FapaHTUHHBIX MUChbMaXx, JOrOBOPAX,
rOCyAapCTBEHHBIX KOHTPAKTaX U B IPYTUX MPELyCMOTPEHHBIX 3aKOHOIATEIbCTBOM
CIIyJasix.

10.4. Ha paccbutaembix konusx nocraHoBiennit TUK, pacnopsokennit
npeacenarenss THUK, Ha makerax mpu OTmpaBKe JOKYMEHTOB, MpU ODOPMIICHHUH
JOKYMEHTOB Ha IIPUEM TOBAPHO-MATEPUAIIBHBIX LIEHHOCTEW IIPOCTABIISETCS M1€YaTh
TUK.

10.5.Ilevatn m mTamMmnsel MOJUIEKAT PETHCTPALMU B OTIEIBHOM JKypHaje
ydeTa medared W mramnoB. lledatm wm mramnbel BBIJAIOTCS MMOJ IMOANWCH B
KypHaJIe y4yeTa nevyared n mramnoB. Ha sxypHane npocrasiserca nomerka «Jlis
CIIy’K€OHOTO  TOJIb30BaHUS», €ro JUCThl HYMEpPYIOTCS, MpOIIMBAIOTCA MU
ONEYATHIBAIOTCS.

10.6.Ileyatn 1 wmTaMnbl JOJKHBI XPAHUTHCS B HAJEKHO 3aKPHIBAEMBIX
U OIIeYaThIBAEMBIX B Hepabouee BpeMs ceiax Ui METAJUIMYECKUX IIKadax.

10.7 ITpeacenatens TUK ocymecTBIsiET KOHTPOJb 3a MPABUIBHOCTHIO
XPaHEHHUsI M UCIIOJIb30BaHUs [1€YaTEH U IITAMIIOB.

CBepka HaJMuyusl INe4aTel M IITAMIIOB OCYIIECTBISIETCS MpEACENaTeIeM
THUK onun pa3 B roj.

10.8.ITpumeamvie B HEroJHOCTh NE€YATH M IITAMIBI YHUUTOXKAKOTCS, O YEM
COCTAaBISICTCS AKT, a B JKypHAJE YydyeTra Ie4aTed W IITaMIIOB CTaBUTCS
COOTBETCTBYIOIAS] OTMETKA.

YHHUUTOXKEHNE NPOU3BOAUTCS IOCIE YTBEPKICHMS aKTa IMpeaceaaTeaeM
THUK. Merannnyeckue I€4aTh YHUYTOXKAIOTCA IYTEM IIOJHOTO CHWJIMBAHUS
TEKCTa WIM ONWJIMBAHUSA JBYMS NEPEKPECTHBIMU JIMHUAMU, KAy4yKOBBIE II€YATH U
HITaMIIbl Pa3pE3Ar0TCA HA MEJIKUE YAaCTU UIIA CKUTAIOTCSL.

11. ®opmupoBaHue 1eJ1 U Nepeaava ux B apXuB

11.1. CocraBneHue 1 yTBEPKI€HHE HOMEHKIIATYPBI €.

Homenknatypa nen mnpemHasHadeHa Juisi (OPMUPOBAHUS HCIIOJTHEHHBIX
JOKYMEHTOB B Ji€Jla, CUCTEMAaTU3alMM W yd4eTa e, ONPEAENIEHHS CPOKOB HX
XPaHEHHsI U SIBISIETCSI OCHOBOM JUISI COCTaBJIEHUS ONUCEH JENI MOCTOSIHHOTO H
BpeMeHHOro (10 et u 6osee) XpaHeHUs.
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B HOMeHKnaTypy A€l BKJIIOYAKOTCS 3arojIOBKM JEN, OTPAXKAKOLIUME BCE
JOKyMeHTHpyeMble yuyacTku padotel THUK, B TOM wuucne nuuyHbIE Jena,
CIIPABOYHBIE U YYETHBIE KAPTOTEKU U JPYTUE YUETHBIE (POPMBI.

3aroJIoBOK Jies1a JJOJDKEH YETKO OTPaKaTh OCHOBHOE COJEPKaHUE U COCTaB
nokyMeHToB. He nomyckaercss ynoTpeOieHHE HEKOPPEKTHBIX (OPMYJIUPOBOK,
BBOJIHBIX CJIOB U CIOXHBIX 00OPOTOB.

[Ipn cocraBieHMM HOMEHKJIATypbl [J€l CJIEAYEeT PYKOBOACTBOBATHCS
permamentom  THUK, IlepedHemM  THIIOBBIX  YIPABJIEHYECKUX  APXUBHBIX
JOKYMEHTOB, O00pa3ylolIUXCcsi B IMPOLECCE IEATEIbHOCTH TIOCYAapCTBEHHBIX
OpraHoB, OpPraHOB MECTHOIO CaMOYIPAaBICHUS W OPraHu3aluid, ¢ yKa3aHUEM
CPOKOB XPaHEHMS, YTBEPXKICHHBIM TIpHUKa3oM PenepasbHOro apXUBHOIO
arentcTBa oT 20.12.2019 1. No 236 (nanee — Ilepeuens), nopsakaMu XpaHeHUs U
nepeayd B apXuBbl JTOKYMEHTOB, CBS3aHHBIX C IMOATOTOBKOW M IPOBEIECHHUEM
BbIOOpOB, yTBepkiaeHHbiMU [[MK Poccunm u u3bupaTenbHbIMU KOMHUCCHUSIMHU
cyobekToB  Poccuiickoit  ®depeparnuu, HomeHkimatypamu gen  THUK  3a
IPEAIECTBYIOIIUE TOJIBL.

[Ipn moAroTOBKE HOMEHKIIATYpPHI JIe1 HEOOXOAMMO YYHUTHIBATH XapaKTep
BBIOOPOB, IPOBOJIUMBIX B IIPEJICTOSAIIEM TOAY.

Homenkiarypa nen THUK Ha npeacrosimunii KaneHIapHbIA TOJ COCTABISAETCS
B IIOCIEAHEM KBapTaJe TEKYIIEro roja, yrsepxuaercs npexncenareneM THUK wu
BBOJUTCS B JielcTBUE C | siHBaps caemyrouiero roaa (nmpuioxenue Ne 10).

Homenkiarypa nen TUK He pexe oqHOro pasa B ISTh JIET COTJIaCOBBIBACTCS
C TOCYIAapCTBEHHBIM apXWBoM cyObekTa Poccuiickoit dexnepanuu uiu
MYHHIUIIAIBHBIM apXUBOM.

B cityyae BO3BHMKHOBEHUSI B TEUECHHE IrOJa HOBBIX JI€J, OHU JOIOJHUTEIBHO
BHOCSITCS B YTBEPKIECHHYIO0 HOMEHKJIATypy JIeN 1o ykazaHuto npeacenarens TUK.

[Io oOKOHYaHMM KaJE€HJApHOTO TroJa B KOHUE HOMEHKJIATypbl JEJ
COCTaBJISIETCSI UTOTOBAs 3allMCh O KOJIMYECTBE 3aBEJICHHBIX JIeN (TOMOB, 4acTeil),
OTZEJIBHO ITOCTOSSHHOT'O U BPEMEHHOI'O XPaHEHMS.

Cpok XpaHEHHsI TOKYMEHTOB YKa3bIBA€TCSI B HOMEHKJIATypE JI€] CO CChUIKOM
Ha crarblo [lepeuns. Cpok XpaHEHHsS AOKYMEHTOB, HE YKa3aHHBIX B JaHHOM
NepeyHe, YCTAHABIMBACTCS IO COIJIACOBAHMIO C W30MpaTEeNbHOM KOMHCCHEH
cyosekta Poccuiickoit ®enepauuum M TOCyAapCTBEHHBIM apXHWBOM CyOBEKTa
Poccniickon @enepanuy niM MyHUIANAIBHBIM APXUBOM.

Hcuncnenne CPOKOB XpaHEeHUs JTOKYMEHTOB, 3aKOHYEHHBIX
JENONPOU3BOACTBOM B TEKYILIEM IOy, HAUMHAETCSA ¢ | SSHBaps CIEIYIOLIETO TOAa.

11.2.  OdopmiieHre JTOKYMEHTOB, 3aKOHYEHHBIX JEJIONPOU3BOJICTBOM,
dbopmupoBanue u Texyuiee xpanenue aen B TUK.

3aKOHYEHHBIE JEI0NPOU3BOACTBOM JOKYMEHTBI oopMIISIOTCS
B COOTBETCTBUU C TpeOOBaHMSAMHU VHCTpYyKIIMM, CHUCHIBAIOTCA TpelceaTesieM
THUK B neno. Ilpu 3TOM B HWIKHEN YacTH JIMLEBOM CTOPOHBI IIEPBOrO JIMCTA
JOKYMEHTa Ha CBOOOJHOM OT TEKCTa MECTE CTaBUTCSI OTMETKA O €r0 UCIIOJIHEHUH,
pacmmdpoBbiBaeTcs nmoanuck npeacenarens TUK, ykassiBaeTcss HOMep nena 1mo
HOMEHKJIaType U Aara cnucanus. [Ipn HEOOXOOUMOCTH OTMETKA 00 HCIIOIHEHHUH
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MOET OBITh cJieJlaHa Ha OOOpPOTHON CTOpOHE MEpPBOrO JIMCTa JOKyMeHTa. B
pEerucTpalMoHHyo (GopMy BHOCUTCS OTMETKA O CIMCAHUU JOKYMEHTa B JIEJO C
yKa3aHHEM HOMEDPA JIeJia COTJIACHO HOMEHKJIAType JIedl.

HcnonHeHnHnple JOKYMEHTHI (OPMHUPYIOTCS B Jiela B COOTBETCTBUU C
YTBEPKICHHON HOMEHKIATypOU JIEIL.

Jeno cuuTaeTcss 3aBEIEHHBIM C MOMEHTAa BKJIIOYEHHS B HEro IEPBOTO
HCIIOJTHEHHOTO JOKYMEHTA.

3aKOHUYEHHBIE JIETIOMPOU3BOACTBOM AJICKTPOHHBIE TOKYMEHTHI (POPMUPYIOTCS
B 3JICKTPOHHBIE Jiea (TTanKu, TUPEKTOPUH) B COOTBETCTBUU C HOMEHKJIATYPOU JieT.

[Ipu ¢dopmupoBanun Jie1a MPOBEPSETCS MPABWIBHOCTb  OTHECEHUS
JIOKyMEHTOB B JIaHHO€ JEJI0, KadecTBO O(opMieHHUS U KOMIUIEKTHOCTb
JIOKyMEHTOB, HaJIMYue TMOJIUCEH, BU3, PETUCTPAIIMOHHBIX HOMEPOB, CIPABOK WIIU
OTMETOK 00 WCMOJHEHWU, COUCAaHWW B JIeJ0 W Jpyrux. HenpaBuibHO
oopMIIEHHbIE JOKYMEHTHI JOKHBI ObITH JOO(MOPMIIEHBI, a 3aT€éM MOMELIEHBI B
JENO.

He pomyckaercs nomenieHre B 1€710 JOKYMEHTOB, COAEPKAHUE KOTOPBIX HE
COOTBETCTBYET 3aroJjOBKY JI€a.

[Tpu popmupoBanmm f1e1 COOIIONAIOTCS CIAEAYIONMNE TPEOOBAHUS:

JIOKYMEHTBI TTOCTOSIHHOTO M BPEMEHHOTO XpaHEHUs (POpMUpYIOTCS B jena
pa3lieNbHO;

B JIEJO BKJIIOYAIOTCS TOJIBKO WCIOJIHEHHBIE, MPaBWIHHO O(OPMIICHHBIE
JIOKYMEHTBI B COOTBETCTBUU C 3ar0JI0OBKaMH JIeJI B HOMEHKJIATYPE;

BCE JOKYMEHTBI, OTHOCSIIIUECS K PEIICHUIO0 OJTHOTO BOIpoca, popMUpyIOTCS
B OJTHO JIEJIO;

JIOKYMEHTBI, TIOJJICKAIINE BO3BPATY, B JIEJI0 HE MOMEIIAIOTCS;

B JIEJI0 TIOMEUIAETCA TOJBKO OJWH SK3EMIUIIP JOKYMEHTAa, YEPHOBUKH H
BapUaHThI MPOEKTOB JIOKYMEHTOB B JIEJIO HE MOIIMBAIOTCS (32 UCKITIOYEHUEM TeX,
Ha KOTOPBIX MMEIOTCSA BU3bI, YKa3aHUS MO HUCIIOJIHEHUIO JOKYMEHTOB U JIPyTHE
OTMETKH, JIOMOJIHSIONINE MEPBBIA K3EMIUIAD);

B JIEJIO BKJIFOYAIOTCSI, KaK MPaBUJIO, TOKYMEHTBI OJIHOTO KaJeHAApHOrO rojaa
(MCKJTFOUEHHME COCTABJISIOT JIMYHBIC U TIEPEXO/IAIINE Jena);

KaKJ0€ NIeJI0 HE JOJKHO TMpeBbImarh 250 JUCTOB, MpU OOJBIIEM O0BEME
JOKYMEHTOB B JieJie (POPMHUPYETCS HECKOJIBKO TOMOB (YacTeid).

[Ipu BrIIOUEHUU B JIe70 (DaKCOrpaMMBbl JIEJIaeTCs €€ KCEPOKOMUs, KOTopast
nommuBaercss B geno. IlogmuHHUK — (akcorpamMMbl — YHHUTOXKAETCA  C
MIPOCTABJIEHUEM OTMETKU 00 YHUUTOXKEHUH Ha KCEPOKOIUH.

B cnyuae HEOOX0IMMOCTH TOKYMEHTHI IO OJTHOMY U TOMY K€ BOTIPOCY, HO C
pa3iIMYHBIM  CPOKOM  XpaHEHUSI MOTYT HAaXOAUTbCA B  OJIHOM  JIElie
70 KOHIIAa TEKYIIEro roja WIH 0 3aBEPUICHUS UCIOIHEHUS JOKYMEHTA, a 3aTeEM
nepeopMUPOBHIBAIOTCS B JiejIa MOCTOSIHHOTO U BPEMEHHOTO XpaHEHUSI.

B neno BKIIOYAIOTCS BCE JOKYMEHTHI IO KOHKPETHOMY BOIIPOCY BMECTE C
MPUJIOKEHUSIMU, YKa3aHHBIMU B TEKCTE JOKYMEHTA, PU OTCYTCTBUU MPUIOKEHUN,
YKa3aHHbIX B TEKCTE€ JOKYMEHTAa, WCHOJHUTENb 00s3aH clenaTh 3aluch Ha
JOKYMEHTE 00 MX MECTOHAXOKJICHUH.
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JIOKyMEHTbI BHYTpPH J€jla paclojiaraloTcsli B XPOHOJOTHYECKOW WU
BOIIPOCHO-JIOTUYECKOM MOCIEA0BATEIIBHOCTH WIIA UX COUYECTaHHH.

HopmatuBHBlE U OpraHM3allMOHHO-PACHOPSIAUTENbHBIE  JTOKYMEHTBI
C OTHOCAIIUMHUCS K HHUM MPWIOKEHUAMH TPYyNIUPYIOTCS B JeJa MO BHUAAM
JOKYMEHTOB U IO XPOHOJIOTHUH.

[Iporokonsl 3acemanniit THUK pacnomararorcss B Aenne 1O XpPOHOJOTHH B
NopsiIKE Bo3pactaHuss HOMepoB. JlokymeHTsl K 3acemanuto THUK nomemarorcs
MIOCJIE COOTBETCTBYIOIIETO MTPOTOKOJIA.

[TonoxeHnus, WHCTPYKIIHH, YTBEPKACHHbIC pacnopsANTEIbHBIMU
JOKYMEHTAMH, SBJISIFOTCS TPWIOKEHUSMU K HUM W TPYNIUPYKOTCS BMECTE
C YKa3aHHBIMU IOKYMEHTAMMU.

[ImaHoBas M OTYETHAA JOKYMEHTAILMSI HE3aBUCUMO OT JIaThl €€ COCTABJICHUSA
BKJIFOYAETCS B JIEJIO TOrO TOJ1a, K KOTOPOMY OHA OTHOCHTCHI.

B nene «llepenucka» wucXonsmuil (OTBETHBIM) TOKYMEHT IIOMEIIACTCS
nociie Bxojsmero. [lpu Bo30OHOBIEHHH MEPENUCKH IO BOMPOCY, HAvaBIIEHCS B
IpEAbIAYIIEM TOAYy, JAOKYMEHTBHl BKIIOUYAKOTCS B JEJIO TEKYLIEro roaa u
YKa3bIBa€TCsl MHJEKC TOrO Jieja [0 HOMEHKJIAType Aed IMPEAbIAyIIero roja, B
KOTOPOM HaXOJSTCS MPEALIECTBYOLIME TOKYMEHTHI [10 3TOMY BOIIPOCY.

OOparenust TpaKaaH ¥ JOKYMEHTHI TI0 X PACcCMOTPEHHUI0 (POpMUPYIOTCS
B OT/eNbHBIC Jena. Kaxnoe oOpamieHue U Bce JOKYMEHTHI 110 €ro pacCMOTPEHUIO
COCTaBJISIIOT B JIeJIe CAMOCTOSITEJIbHYIO TPYIIY W pacrloJiaraloTcsi B anaBUTHOM
MOPsIJIKE MO NepBbIM OyKkBaM (aMUIuil aBTOPOB 0OpaLIEHUH.

B nenax, HaxoOsImmxcsi B JEJIOMPOU3BOJICTBE, JOKYMEHTHI TEKYIIEro roja
pacmoJiararoTcsi Mo XpPOHOJOTMH CHU3Y BBEpX MO Mepe mnoctyruieHus. [lpu
MOATOTOBKE K CIaye B apXWB Ji€Ja C JOKYMEHTAMH MOCTOSIHHOTO WU BPEMEHHOTO
(10 ner u Oonee) XpaHeHUs: TepedOPMUPOBLIBAIOTCS B OOpPAaTHOM MOPSIKE:
JOKYMEHT, MOCTYNUBIINN B KaJIEHJAPHOM IOy MOCJIEIHUM, JOJKEH OBITb BHU3Y
Jiena, a MepBbIM TOKYMEHT KaJIEHIapHOTO r0/1a — BBEPXY, MEPBIM.

Jlena ¢ MOMeHTa MX 3aBEJCHUS U J0 IIepeladyd B ApXUB WK YHUUYTOKEHHUS B
CBSI3U C UCTEUCHHEM CPOKOB XpaHEHUs HaXOJATCA Yy Mpeacenarens (Cekperaps Win
IPaXKIAHCKOTO CITy>Kallero, OTBETCTBEHHOTO 3a BeJieHue Jenonpous3Bojactea) THK.

[Ipotokonsl 3acemanuii, mocra”osieHus THK, cnuckm mnpurnameHHsix,
MpUjlaraéMble K NOPOTOKONY TMOJJIMHHBIE O3K3EMIUISIPbl MOCTAHOBICHUW C
COOTBETCTBYIOIIUMH MPWIOKEHUAMHU, NPOTOKOJbHBIC MOPYYEHUS, JTOKYMEHTBHI,
MOCITYKUBIIIME OCHOBAaHWEM ISl PAcCMOTpeHus Bompoca Ha 3acemanun TUK,
pacuindpoBaHHasi ayJIM03anuch 3acelanus (MpU €€ HAJIUYWU), CIIUCKU PACChUIKU
MOCTAaHOBJICHUN J0 TepeJlayd B apXUB HAXOJATCS y mpeacenaTens (cexperaps)
TUK.

3a COXpaHHOCTh JOKYMEHTOB U JI€JI OTBETCTBEHHOCTh HECET MpPEACENaTENhb
TUK.

Jlena noMKHBI HAaXOAWTHCS B palodeld KOMHATE€ WM B CHEIUAIBHO
OTBEJICHHOM JIJISI STOW 1IeTTM TIOMEIIEHUN U XPaHUThCS B 3alUparomuxcs mkadax,
MPEIOXPAHAIOIINUX JOKYMEHTHI OT IIBUIM U BO3JEHUCTBUS COJIHEYHOTO CBETA.
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B wmensix obecneyeHuss ONEpaTUBHOTO TIOMCKAa JOKYMEHTOB Jlelia
pacronararorcs B COOTBETCTBUM C HOMEHKJIATYypOM JeJl, KONUS KOTOpOWM
MOMEIIAETCs] HA BHYTPEHHEH CTOpPOHE ABEPIIbI mKada.

Ha xopemkax o000keKk Jena  yKa3bIBalOTCS MHJEKCHI el  TI0
HOMEHKJIaType Jed.

Hena, Haxopmsumuecs Ha TEKYIIEM XpaHEHHUH, mojuexar ydety. llepen
nepegayeil  JOKYMEHTOB B apXWMB  MOPOBOJUTCS  MNpPOBEpKA  HaIUYus
U COCTOSTHUSI TOKYMEHTOB M JIeJl B IEJISX yYCTAHOBICHUS (haKTHUECKOTO HATHUHS
JIeJI U COOTBETCTBUS UX KOJUYECTBY, YUCIAIIEMYCSI 10 HOMEHKIIATYpeE Al

[IpoBepka HaMM4MsI W COCTOSHHUSL JOKYMEHTOB M JEJ MPOBOJIUTCS TPHU
MepeMENICHNH J€EN, BO3BpaTe Jel, cMeHe npeacenarens THUK.

[IpoBepka mNpoBOAMUTCS TYTEM CBEPKU CTaTed HOMEHKIATyphl JAell
C OMMCAHMEM Jiel Ha 00JI0KKeE, a (PU3MUYECKOE COCTOSTHUE JIEN ONpEAeIIeTCs MyTeM
UX BHU3YaJIbHOTO NpocMoTpa. Bce oOHapykeHHble HENOCTaTKU (DUKCUPYIOTCS
B AKTE€ IIPOBEPKU HAJIMYUSA U COCTOSIHUS JIEIL.

B cmydae yTparthl JOKYMEHTOB U Jell  IMPOBOJIUTCA  CIy>KeOHOe
paccieoBaHue, IO pe3yibTaTaM KOTOpPOrO JIMLO, BUHOBHOE B yTpaTe, HECET
OTBETCTBEHHOCTh B YCTAHOBJIEHHOM IOPSJIKE.

Ecnu  oTaenbHble JOKYMEHTBI, YK€ BKJIIOYEHHBIE B JI€I0, BPEMEHHO
TpeOyIOTCs AJis pabOThl, OHU MOTYT OBbITh BBIJaHBI W3 JIeJa, a HA UX MECTO
BKJIQJIBIBAETCS JINCT-3aMECTUTENb C YKa3aHUEM, KOIJa, KOMy M Ha KAaKOW CpOK
BBIJIaH JOKYMEHT.

11.3. DkcnepTu3a HEHHOCTH JOKYMEHTOB.

DKcnepTu3a UEHHOCTH JOKYMEHTOB MPOBOJIUTCS JJIi  yCTAHOBJICHHMS
HAy4YHOM, HUCTOPUYECKOW M  NPAKTHUUECKOM  3HAYUMOCTH  JIOKYMEHTOB,
oOpazoBaBmuxcsi B mpouecce aesrenbHoctu TUK, ¢ menpto orbopa ux s
JNaTbHENIIEro XpaHEHHs WM YHUUTOXKEHUS.

DKclepTr3a LEHHOCTU JIOKYMEHTOB MPOBOAUTCS IPU  COCTABICHUU
HOMEHKJIATYphl JieJ, B Ipoiecce (GopMuUpoBaHHS €7, MPU TOJATOTOBKE [
K Mepe/iaue B apXUB.

s paccMOTpeHUs] TPOEKTOB HOPMATUBHO-METOJUYECKUX JOKYMEHTOB IO
BOIIPOCaM JIEJIONPOM3BOJCTBA U apXMBHOIO JeJia, OMHUCEHl JeNl MOCTOSIHHOTO H
BpemeHHoro (10 ner u Oonee) XpaHEHHUs, AaKTOB Ha YHHUUYTOXEHUE M U
JIOKYMEHTOB, HE HMMEIOIIMX HAay4YHOW ILIEHHOCTHM U MPAKTHUYECKOTO 3HAYCHWUS,
pemenneM THUK wnm pacnopsbkenuem npeacenarenss TUK co3paercs skcnepTHas
komuccus (nanee — IK).

B ee dyHkumm BXOAUT paccMOTpeHHE U OAOOpPEHHE HOMEHKIJIATYpPBI el
TUK.

B cocraB OK Brmtouatorcs winensl TUK, pabornuku anmapara THUK, mo
COTJIaCOBaHUI0 — PAOOTHUKM TOCYIApCTBEHHOTO apxuBa cyOwnekTa Poccuiickoit
denepanuy UiIM MyHUIUNAIBHOTO apXHBa.

IIpn npoBeneHUMH HKCIEPTU3bl LEHHOCTH JOKYMEHTOB OCYILECTBISAETCS
oT00p nen mocTtossHHOTO M BpemeHHoro (10 met u Gomnee) xpaHeHus, 0TOOp Jei ¢
BPEMEHHBIMU CpPOKaMH XpaHEHUS, MOJUIeKAIlNX XPAHEHHUIO, BBIJCICHUE K
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YHHUYTOXKEHUIO I 3a MPEAbLIYIINE TOMAbI, CPOKM XPAHEHHUs KOTOPBIX HCTEKIIH.
[Ipu 3TOM OAHOBPEMEHHO MPOBEPSIOTCS KAUYECTBO U MOJIHOTA HOMEHKIIATYPhI JIe,
IPABWIBHOCTh ONPEIETICHUSI CPOKOB XpaHEHUS eIl

DKcnepTu3a LEHHOCTH JIOKYMEHTOB OCYILECTBISIETCSI IMYTEM IOJIMCTHOTO
npocmotpa nen. He nomyckaercs oTOOp JOKYMEHTOB Ul XpaHEHHsS WIH K
YHUUYTOKEHUIO TOJIbKO HA OCHOBAHHUH 3ar0JIOBKOB JEJI.

JIOKyMEHTBI, yTpaTUBIINE MPAKTUYECKOE 3HAYCHHE W HE HMEIOIIue
HCTOPUYECKON MM HAYyYHOW IICHHOCTH, MO MCTEYCHHH YCTAHOBJICHHBIX CPOKOB
XpaHEHUS MOJUIekKAT YHUUTOKCHHUIO 110 aKTYy.

AKTBI O BBIJICICHUU K YHUUTOXXCHHIO JIEN U JOKYMEHTOB PacCMaTPUBAIOTCS
Ha 3acenaHusx OK OIHOBPEMEHHO € ONUCSIMU €. YHUYTOXKEHHE NNl U
JOKYMEHTOB JI0 YTBEPKJICHHS aKTOB 3amperiacTcs.

[To pesymbpraraM SKCIEPTH3bI IIEHHOCTH JOKYMEHTOB OTBETCTBEHHBIM 3a
BEJICHUE JIEJIONPOU3BOJACTBA €KETOJIHO COCTABJISIIOTCS CBOJHBIE OINUCH Jel
nocTosiHHOTrO U BpemeHHoro (10 net u 6omnee) xpaneHus (nmpuioxxkenus Ne 11, 12)
U 10 JUYHOMY COCTaBYy, a Tak)K€ aKThl O BBIICJICHUH K YHUYTOXXCHHIO eI, HE
MOJITIeXKAIUX XpaHeHuto (mpuioxkenue Ne 13).

Onucu ngen moctosHHOTo W BpeMeHHoro (10 et m Oomnee) XpaHeHUs, a
TaK)K€ aKThl O BBLACIECHUM K YHHUTOXKEHHMIO 3TUX Jes paccMmarpuBaioTcs Ha DK
u yTBepxaarorcs npeacenarenem THUK.

Omnucu e MOCTOSHHOTO XPaHEHHs TMOJUIeKAT yTBEPKACHUIO IKCIEPTHO-
MIPOBEPOYHOM KOMHUCCHEN TOCyJapCTBEHHOro apxuBa cyOwbekra Poccuiickoi
denepanyy Wi MyHUITUTATEHOTO apXHBa.

[lpy  yHUYTOKEHMH  JOKyMEHTOB  CO  CPOKOM  XpaHEHHUs
«/lo MuHOBaHus HamobHOCTM», «1 Tom», «3 TOHa», «5 JEeT» COCTaBISETCS AaKT,
KOTOPBIM MOJANMUCKIBaeTCsl He MeHee ueM JByMms wieHamu TUK unu rpaxnanckumu
ciyKaluMu 1 yTBepkaaercs npenacenareneMm THUK 6e3 paccmorpenus Ha K.

UepHOBUKM U  PYKOMHCH TMOATOTABIMBAEMBIX  JOKYMEHTOB, KOMHH
WHOOPMAIIMOHHBIX M JPYTUX MaTepUalioB, HE TMOMJSKAIIUX BKIIOUYCHUIO
B HOMEHKJIATypy JA€Jl, IO MUHOBaHUH B HUX HAaJIOOHOCTU MOTYT YHUYTOXaTbcs 0e3
COCTaBJICHUS aKTa.

BpourtopoBka e mpou3BOIUTCS TOJNBKO IOCIE MPOBEACHUS SKCIEPTHU3HI
[EHHOCTH TOKYMEHTOB.

11.4. Odopmnenue nen.

Jlena, mojiexamue Tmepenade Ha XpaHEHHE B apXuB, MOJDKHBI OBITh
0o OopMIIEHBI COOTBETCTBYIOLIUM 00pa3oMm.

OdopmiieHue Jena BKIOYAaeT B ceOs  TPOBEPKY CHCTEMAaTH3alUuu
JOKYMEHTOB BHYTPHU JieJla, HyMEpalUIO JUCTOB, COCTABJICHNE BHYTPEHHEH OMUCH
JIOKyMeHTOB fena (mpuioxkeHue Ne 14), nucra-zaBeputens nena (IMPUIIOKEHUE
Ne 15), obopmiienre pekBU3UTOB 00JI0KKH, MOIIIUBKY (TIEpeIieTeHre) aena.

B 3aBHCHMOCTH OT CPOKOB XpaHEHUs MPOBOJUTCS MOJHOE WM YaCTUYHOE
odopmiIeHHE JIC]I.

Jlena MOCTOSIHHOTO XpaHEHMs MOJyIexaT MoiaHoMy odopmiienuto. [lomnoe
oopmiieHne 1ena mpeaycMaTpUBaeT MPOBEPKY CHUCTEMATH3AIUH JOKYMEHTOB
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BHYTpPH JieJia, MPABUILHOCTU UX O0hopMIiIeHUS (HATU4YKe HEOOXOAUMBIX MOIMUCEH,
BU3, OTMETOK O PErHCTPallMU U UCIOJHEHUH, MIPUIOKEHUHN), HyMEpaIUIO JUCTOB,
COCTaBJICHHME BHYTpPEHHEH OINHUCH JOKYMEHTOB [iela, COCTaBJICHUE JIMCTa-
3aBepuTens jena, opopmMIIeHHE PEKBU3UTOB OOJI0OXKKH, TIOJIIIUBKY (TIEperieTeHuE)
nena.

Hena BpemenHoro (mo 10eT BKIIOYUTENBHO) XpAaHEHUS MOJJIEHKAT
JaCTHYHOMY O(OPMIICHUIO: JIOMyCKAETCS HE TMPOBOAWTH CHUCTEMATH3AIUIO
JIOKYMEHTOB B JI€Ji€, JIUCTHI JieJla HE HyMEpOBaTh, 3aBEPUTEIbHbIC HAAMUCU HE
COCTAaBIISATD.

O6Onoxka  gena  odopmisieTcs O  YCTAaHOBIEHHOM  (opme
(mpunioxenue Ne 16). CBefieHus Ha 00JIOKKY MEPEHOCATCS] U3 HOMEHKIIATYPHI JIeT
C YTOYHEHHUSMH, OTpakalolmUMH (PAKTHUYECKUNA COCTaB IOMEIIEHHBIX B JIEJI0
JIOKYMEHTOB.

OO6noxkka Jena HaANUCHIBACTCS YEPHBIMU CBETOCTOMKMMH YEpHUJIAMH,
pazbopurBo, 6€3 COKpaIIeHUM.

Ha ob6noxke nena ykas3plBalOTCsl cienyronue pekBu3uThl: HasBanue TUK,
JEJONPOU3BOACTBEHHBIA HOMEDP (MHIEKC) Jena, 3arojoBOoK Jiela, Aara aena (Toma,
94acTH), KOJJMYECTBO JIUCTOB B JIeNie, CPOK XpaHEHUS Jelia, apXUBHBIN mudp nena.

PexBu3uTHI, pocTaBIsieMble Ha 00JIOKKE Aesia, OPOPMIISIOTCS CICAYIOIIUM
oOpazom:

HasBanne THUK ykaseiBaercs B coorBerctBum ¢ persiamentom THUK. Ilpu
n3MeHeHnn Ha3anHusg THK B TedeHue mepuoja, 0XBaThIBAEMOIrO JIOKYMEHTAMU
nena, Ha 00JI0KKE K CTapOMy Ha3BaHUIO MIPUMHUCHIBAETCS HOBOE;

JIEJIONPOU3BOACTBEHHBIM HOMEP (MHAEKC) JieJa — MPOCTaBIsieTcsl UppoBoe
o0o3HaueHue (MHIEKC) Jiena M0 HOMEHKJIAType JIeJ M YKa3bIBaeTcsi HOMEp TOMa
(gactn);

3aroJIoBOK (HaMMEHOBAHHUE) Jieja MEePEHOCHUTCS W3 HOMEHKIATypbl nien (B
HEOOXOJIUMBIX CITy4asiX B 3ar0JIOBOK BHOCSITCSI YTOUHEHHS);

mata Jena — Ha OOJOXKKE Jieia YKa3bIBAalOTCS JBE JaThl, KOTOPHIE
Ha3bIBAIOTCSl KPalHUMH JaTaMH U COOTBETCTBYIOT T'OJly 3aBEJACHUS U OKOHYAHMS
nena. HavanbHast nata — 3TO jgaTa caMOro paHHEro, a KOHEYHas Jara — jaTa
CaMoOro MO3JHET0 AOKyMeHTa B jJene. [Ipu 3ToM yuuThIBaroTCs AaThl BXOISIIUX U
UCXOJSIINX JOKYMEHTOB (B Ciydyae HMX OTCYTCTBHSI — JaThl PETHCTPALU
JIOKYMEHTOB), U HE YUYUTBHIBAIOTCS JaThl CIIMCAHUSI JOKYMEHTOB B JI€JI0, YKa3aHUI
M0 MCTIOJHEHUIO TOKYMEHTOB, OTMETOK MCIIOJHMUTENA (32 UCKIIOUEHHEM CIIy4aeB,
KOTJia Ha JJOKyMEHTaxX He UMEETCs APYTUX JaT, KpOME MEPEUUCICHHBIX ).

[Ipn HanmucaHuM KpaHUX JaT Ha OOJIOKKAX JieJl TOCTOSIHHOTO XPaHEHHS
YHCJIO U TOJ IPOCTABISAIOTCS apaOCKUMU IudpamMu, a Ha3BaHHUE Mecsla MUIIEeTCS
npornucblo  0e3 cokpamieHus. Ha 00mokkax gen  BpPEMEHHOTO XpaHEHUs
YKa3bIBA€TCs TOJIKO TOJI.

Ha oOmoxkax Jei, COCTOAIMX M3 HECKOJIBKMX TOMOB (dacTeit),
MIPOCTABJISIOTCS KpaliHUE AAThl KaXJ0r0 ToMa (4acTH).

KonuuecTBO NMpoOHYMEPOBAaHHBIX B JEJ€ JIMCTOB MPOCTABIISIETCS C JIMCTa-
3aBEpUTEIS JeIa.
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Cpok XpaHeHUsl IEpeHOCUTCS Ha OOJIOKKY JieNia U3 HOMEHKIaTyphl aen. Ha
Jienax MoCTOSSHHOro XpaHeHus numercs: «I[loctosHHOY.

ApxuBHBIN mu@p Aena COCTOUT U3 HoMmepa (oHIa, HOMEpa OINKCH, HOMepa
JIeJ1a 110 OIIMCH U ITPOCTABIISIETCS B TOCYIapCTBEHHOM apXHUBE.

Ha kopemke pnema yka3pIBarOTCs 3arojlOBOK J€la, HHJAEKC Jelia 110
HOMEHKJIAType, Aara Jeja U CPOK XpPaHEHHUS.

B memax obOecrmeueHuss COXpaHHOCTM M 3aKpEIUIGHUS  TOpsIKa
pPacnoIOKEHUs] TOKYMEHTOB, BKJIFOYEHHBIX B JIE€J0, BCE JIUCTBI, KPOME YHUCTHIX,
JIUCTa-3aBEPUTEINS JeJla U JINCTOB BHYTPEHHEN ONUCU HyMEPYIOTCSI B Pa3BEPHYTOM
BUJIe apaOCkuMu LHU(PpaMHu BajoBOW HyMmepanueid. YUucTele JHCTBI U3 Jena
U3bIMalOTCsl (0€3 TOBPEXKIAEHUS LEJIOCTHOCTH JeNa) M yHUUTOXaroTca. JIMCTh
HYMEPYIOTCSI MPOCTHIM KapaHJalllOM CBEPXy BHH3 B BO3pacTalOUIEM MOPAJKE
HOMEpOB HauuHas ¢ nepsoro. L{udpsl mpocTaBisitoTcsl B MpaBOM BEpXHEM YTy
nucra. Hymepanus LBETHBIMU KapaHJAllaMH, YEPHUJIAMH M HyMeEpaTopaMu He
JOTYCKaeTcsl.

JlokyMeHTBI ¢ COOCTBEHHOW HyMepaleil JIMCTOB, B TOM 4YHCIIE TeYaTHbIC
U3JIaHUs, HYMEpPYIOTCS B OOIIEM TNOpSAKE WIM COXPaHSAIOT COOCTBEHHYIO
HYMEPALIMIO, €CJIM OHA COOTBETCTBYET MOPSAKOBOMY PAaCIOJIOKEHHUIO JIMCTOB B
nene.

Crnoxennslii nuct Oonbimoro ¢opmara (A2, A3) pas3BopauuBaercsi H
HyMEpyeTcs B NpPaBOM 4YacTU BepxHEro mnojs jucra. Illpu 3toM juct mroboro
dopmara, NOAIIMTHIM 3a OAMH Kpail, HymMepyercs KaK OJUH JIUCT, a JIMCT,
CJIOKEHHBIN M MOJIIUTHIA 32 CepeANHY, MOIJICKHUT MEPEIIMBKE U HYMEpPYETCs Kak
OJIMH JIUCT.

Ecniu B gene ecTtb KOHBEPT C BIOXKEHHUSIMH, TO CHadajla HyMepyeTcs
KOHBEPT, a 3aTEM OYEPEIHBIM HOMEPOM Ka)J0€ BIOKECHHE.

®dororpadbun U Japyrue WILTIOCTPATUBHBIE MaTepualibl HyMEpPYIOTCS Ha
00OpOTHOM CTOPOHE B JIEBOM BEPXHEM YTIIIy.

JIuct ¢ Hariayxo HaKJI€EHHBIMH JOKYMEHTaMH (BbIpe3kamu, ¢poTorpadusimMn)
HyMEpPYeTCsl KaK OJIMH JIUCT. ECiM K TOKYyMEHTY MOJKJIEEHBI OJJHUM KPaeM Jpyrue
JOKYMEHTBI (BCTaBKHM TEKCTA, IEPEBOJIbI), TO KaXAbIi JTUCT HYMEPYETCS OTAENIBHO.

[Ipuinoxenue K Jeay, COCTaBISIOIIEE OTACNbHBIA TOM, HyMepyeTrcs
OTZIEIIBHO.

[Ipn HanmuuuKM OTAENBHBIX OIIMOOK B HyMEpalWW JIMUCTOB B JieNax IMpHU
MOATOTOBKE MX K CJladye B apXWUB JOIYCKAeTCs IO COIJIACOBAHUIO C HHUM
yrnoTpeOJieHne JIUTEPHBIX (C OYKBEHHBIMHU JIOMOJTHEHUSIMH ) HOMEPOB JIUCTOB.

B nenax mocTossHHOro XpaHeHus JUJIsl y4eTa U NOMCKa JOKYMEHTOB B Hadaje
JieJia MOXKET MOMEIAThCA BHYTPEHHSs1 OnUCh (mpusioxkenue Ne 14).

JIucThl BHYTPEHHEN ONUCH HYMEPYIOTCS OTAEIIBHO.-

Kaxnoe nemno 3akaHYMBaeTCsl JIMCTOM-3aBEPUTENIEM YCTAaHOBJIEHHON (POpMBbI
(mpumnoxxenue Ne 15).

B nucte-3aBepurene nena undpamu U Nponuchio yKa3blBaeTcs (pakTUUECKOe
KOJIMYECTBO JINCTOB B JIAHHOM JIEJIE, & TAK)KE HAJUYME JIMTEPHBIX U MPOIMYIIEHHbIX
HOMEPOB JIUCTOB, KOJMYECTBO JIMCTOB BHYTPEHHEH ONHCH M HAJIM4YUE CPEAU
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JOKYMEHTOB Ta3eT, KHHUI, OpouItop, ueprexen, dororpaduid, pucyHKOB U T.I.,
CTaBUTCS JlaTa W MOANHUCH pabOTHHKA, CPOPMHUPOBABLIETO JIE€J0, U YKa3blBaeTcs
€ro JOJDKHOCTb, MHMLMAIBl U (amuinsd. Eciu KoIu4ecTBO JIMCTOB B JIENe
U3MEHSIETCS, 3aBEPUTENIbHAS HAAIKMCh COCTABIISIETCS BHOBbD.

ITpu moAroToBKe € K MOAIIMBKE (IIEPEIUIETY) MPOBEPSAETCS MPAaBUIBHOCTh
ux (popmupoBaHus, 0GOpMIIECHUS, METAUINYECKUE CKPEIUIEHUS U3 JOKYMEHTOB
YAQISAOTCS.

JIOKYMEHTBI TIOJIIIIUBAIOTCS TAKUM 00pa3oM, YTOOBI MOYKHO OBLIIO CBOOOJIHO
MPOYUTATh TEKCT KaXJOro JOKYMEHTa, BU3bl M YyKa3aHUS [0 HCIHOJHEHHIO
JOKYMEHTA.

11.5. Ilepenauya nen B apXuB.

[lepenaya Jgen  MOCTOSSHHOTO XPAaHEHHMsT B apXHMB  OCYLIECTBISETCS
MNOEIMHUYHO MO yTBEPKAeHHBIM DK onucsam J1e1 moCTOSHHOTO XpaHEHUS.

[Tpuem NOKYMEHTOB Ha MOCTOSIHHOE XpaHEHUE 0POpMIISIETCS aKTOM IIpreMa-
nepenadu JOKyMeHTOB (mpuitoxxkenue Ne 17).

IIpu nepepade nenm Ha BCEX OSK3EMIUIIpax OMNMCH JEJI IPOTUB KaKIOrO
BKJIFOUEHHOTO B Hee niena B rpade «IIpumedanue» cTaBUTCS OTMETKAa O HAJIMYUU
nena. B KoHIe KaXIOro SK3eMIUIsipa OMUCH JeN YKa3blBalOTCS LuppaMu U
MPOMUCHI0 KOJIWYECTBO (DAaKTUYECKH TPUHATHIX (NEpeJaHHBIX) B apXuB JIed,
VMHUIMAIBI 1 (aMIIAHN JIHII, OCYIIECTBISIOMNUX IpUeM-Tiepeady Aell, CTaBsITCS uX
MOAINKCH U J1aTa.

ITpun npueme Aen B apXuBe MPOBEPSETCS MPABWIBHOCTh UX O(POPMIICHUS.
Hena, odopmileHHbIE C HapyUIEHHMEM MpaBWi, YCTAaHOBJIEHHBIX WHCTpyKIMeH,
BO3BPAILAIOTCS B TEPPUTOPUATIBHYIO KOMUCCHIO C YKa3aHUEM HEJOCTATKOB JIJISl UX
YCTpaHEHHUS.

11.6. cnionHeHHBIE 3JEKTPOHHBIE JOKYMEHTBI CUCTEMATU3UPYIOTCS B JI€iIa
B cooTBeTcTBMM ¢ HOMeHKiatypoi aen TUK. Ilpu cocraBieHMM HOMEHKIIATYpPBI
JIeJI B 3ar0JIOBOK JIEJIa BKIIFOYAETCA yKa3aHUE « DIEKTPOHHBIE JOKYMEHTBD.

Cpoku XpaHEHHsI DJIEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CpOKam
XpaHEHUs aHAJIOTUYHBIX IOKYMEHTOB Ha OyMa>KHOM HOCHUTEIIE.

OKcnepTr3a ILEHHOCTU 3JIEKTPOHHBIX JIOKYMEHTOB OCYIIECTBISIETCS B
o0IIeM TMOpsiAKEe, YCTAHOBJICHHOM [UIsi JOKyMEHTOB Ha OyMa)KHOM HOCHTEIE.
[locne wucTedeHHs CpoOKa, YCTAHOBJIEHHOIO [UIsl XpaHEHWsS SJEKTPOHHBIX €T
(3NEeKTPOHHBIX JOKYMEHTOB), Ha OCHOBAHMM aKTa O BBIJCICHUM HUX K
YHUUTOXEHUI0, yTBepkAeHHOro npeacenareneM THUK, yka3aHHble 3J€KTPOHHbBIE
nena (JEeKTPOHHBIE TOKYMEHTHI) MOJUIeKAT YHUUTOXKEHUIO.

DNEeKTPOHHBIE JOKYMEHTBhl MOCTOSIHHOIO XPAaHEHHWs MepelaloTcs Ha
apXUBHOE XpaHEHHE IO ONUCAM C OQOPMIICHHEM aKTa IpHeMa-Iieperadn
AJIEKTPOHHBIX TOKYMEHTOB.
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13. OTBETCTBEHHOCTH
13.1. UYnenst TUK u pabGornuku anmapata THUK HecyT mepcoHanbHYyIO
OTBETCTBEHHOCTh 3a coOmrofeHue TpedoBaHuil WHCTpyKIIMH, COXPaHHOCTD
HaXOJSIIHNXCS Y HUX JJOKYMEHTOB.
12.2.  OTBETCTBEHHOCTh 3a OpraHuzanuio aenonpousBoicTtBa B THUK,
BHE/IPEHHE aBTOMATHU3UPOBAHHBIX (KOMIIBIOTEPHBIX) TEXHOJIOTUH MOATOTOBKU U
00paboOTKH TOKYMEHTOB, 00€CIIeueHnEe COXPAaHHOCTH IOKYMEHTOB U TIepeiauy uX B

apXxuB, KOHTPOJIb 3a cOOMI0eHIEeM TpeboBanuii MIHCTpYKIIMN HECeT mpenceaarenb
TUK.
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[Tpunoxxenne Ne 1
K MHCTPYKIIMH T10 JEJIONPOU3BOACTBY B
VBHSHCKON TeppUTOpHATIbHON U30MpaTeIbHOM
KOMHCCHH

@®opMa perucTpaMOHHOIO KYPHAJIA BXOAAIUX JOKYMEHTOB

Jara Peructpanu | Koppecnon | Homep u nata | Conmepxan | Pesomronu | Mcnonnu | Cpok Otmerka | Homep
MOy4YeH | OHHBIN JIeHT JTIOKyMEHTa ue o Telb ucroiHe | 00 nena
5821 HOMEp HUA HCIIOJTHE

HUN

(I)opMa PErUCTPAINMOHHOIO KYPHAJA HCXOAAINUX JOKYMEHTOB

Jlata u uHOekc fokyMeHTa | Anpecar Kpatkoe conepxaHue TOKyMeHTa OTMeTKa 00 UCIOTHEHHH TOKYMEHTa
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[Tpunoxxenne Ne 2
K MHCTPYKIIMH I10 JEJIOINPOU3BOICTBY
B VIBHSIHCKOH TeppUTOpHUaIbHON M30MpaTenbHOM
KOMHCCHH

HHEPEYEHD
JOKYMEHTOB, He NMOLJIEKALIUX PerucTpanu

Coo01mienus 0 3aceJaHuIX, COBEIIAHUAX U ITOBECTKAX JIHA.
YyeOHbIe MporpaMMBbl, TUTAHBI.
PexnamMHbIe U3BEIIEHUS, MJIAKATHI.
[To3npaBuTenbHbBIC MUCHMA U TEJIETPAMMBI.
[IpurnacutenbHbie OUIETHI.
byxranrepckue JOKyMEHTBHI.
[leuaTHble U3IAHUS.
JIOKyMeHTBI, TOCTYNUBIIME OT CpPEICTB MAaccoBOM HHMOpmManuu ¢
pocb00il 00 UHTEPBbHIO, NIEPEUECHHb BOIIPOCOB /IS HUHTEPBbIO, TEKCTHI MaTEPHAIOB,
TOTOBAIIUXCS K OMYOJIMKOBAHUIO B CPEJICTBAX MACCOBOM MH(OpPMAIIUH, U T.1I..

9. OmnepatuBHas wHboOpMaIys, MOCTymampmas mo kanamam cBsizu ['AC
«BBIOOPHD» HA MOYTOBBIN AMIUK TPAXKIAHCKOTO CUCTeMHOTO aaMuHUCTparopa KCA
['AC «Bo160ps1», pakcorpamMmsl.

i A U i
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[Tpunoxxenne Ne 3
K HHCTPYKIWH I10 AEJIIONPOU3BOACTBY
B VIBHSIHCKO# TeppUTOpHAIBLHON M30MpaTeNbHOM
KOMHCCHH

AKT

MBI, HXKEO MK CABIINECS

COCTaBHJIM aKT O TOM, 4YTO « » 20 r. IIpu
BCKPLITHUH ITAKCTa
B HCM HC OKa3aJIOCh

Hacrosimuii akT coCcTaBiIeH B ABYX K3EMILISPax.

IHoanucu:
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[Tpunoxxenne Ne 4
K MHCTPYKIIMH T10 JEJIONPOU3BOACTBY B
VBHSHCKON TeppUTOpHATIbHON U30MpaTeIbHOM
KOMHCCHH

®opMbl 0J1aHKOB, McNI0JIb3YeMbIX B UBHsiHCKOT TUK



NBHAHCKASA TEPPUTOPUAJIBHASA
MN3BUPATEJ/IBHAA KOMUCCUA

IMNPOTOKOJ 3ACEJAHUA

Ne



NBHAHCKASA TEPPUTOPUAJIBHASA
MN3BUPATEJ/IBHAA KOMUCCUA

IHOCTAHOBJIEHMUWE

Ne




NBHAHCKASA TEPPUTOPUAJIBHASA
N3BUPATEJIBHAA KOMUCCUA

PACHOPAXEHUE NPEACEAATEJA
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NBHAHCKASA TEPPUTOPUAJIBHASA
MN3BUPATEJIbBHAA KOMUCCUA
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NBHAHCKAS TEPPUTOPUAJIBHAS
MN3BUPATEJIBHAA KOMUCCUA

yn. Jlenuna, a. 20, moc. MBHs, benropoackas obmacts, 309110
ten. (8-243) 5-16-35, e-mail: ivnyizb@mail.ru

Ne

Ha Ne

oT
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TEPPUTOPUAJIBHASA
MN3BUPATEJIbBHAA KOMUCCUA

yi. Jlenuna, a. 20, noc. VBHs,
benropoackas o6macts, 309110
ten. (8-243) 5-16-35,
e-mail: ivnyizb@mail.ru

Ne
Ha Ne oT
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ITpunoxxenne Ne 5
K HMHCTPYKIUU IO JEJIONPONU3BOJICTBY B
VBHSHCKON TeppUTOpHATIbHON U30MpaTeIbHOM
KOMHCCHH

TpedoBaHusi K JOKyMeHTaM, M3r0TOBJISIEMbIM € IIOMOLIBIO
NeYaTawIuMX YCTPOUCTB, U K (pailiiaM TEKCTOBBIX JOKYMEHTOB

1. Tekcte nokymeHTOB Ha OnaHkax (opmata A4 medararoTcs yepe3
1 MEXCTPOYHBIN MHTEPBAIL.

2. TexcThl TOKYMEHTOB, OATOTABIMBAEMBIX K TUIOTPAPCKOMY H3JaHUIO,
MeYaTaroTCs Yepe3 IBa MEKCTPOUHBIX HHTEPBAJIA.

3. Haszpanue BUAa TOKyMEHTa NI€YATAECTCS MPONUCHBIMU OyKBamHu.

4. Ecnmu 3aronoBok Kk Tekcty mnpesbimaeT 150 3HakoB (5 cTpoK),
JIOTyCKaeTcsl MpojJieBaThb €ro J0 TpaHulbl NHpaBoro mojs. Touyka B KOHIIE
3aroJioBka He CTaBUTCSI.

5. PacmmdpoBka mnoamucu B pekBuszure «lloamuce» meuataercs
Ha YpOBHE IMOCJEAHEH CTPOKM HAUMEHOBAHHUS JOJDKHOCTH C HCHOJIb30BaHUEM
koMmOuHaruu kiapui Shift — Ctrl — [Ipoben Mexy nHUIIMATIaMu ¥ (haMHUITUCH.

6. Cosznmanue, ¢opMaTupoBaHWE U BBIBOJ Ha TIe4aTh JIOKYMEHTOB
IIPOU3BOAMTCS HAa KOMIIBIOTEPAX C MCIOJIb30BAHHEM TEKCTOBOIO IIpolieccopa
MS Word. Bueapenwme »IEKTPOHHBIX TaOJHWIl, CO3MAHHBIX B TAaOJUYHBIX
npoueccopax, B nokyMeHTbl MS Word He pomyckaercs. [lomyckaercs, mpu
HEOOXOJIMMOCTH, CcO3/aHue, (OpMaTUPOBAHME M BBIBOJ Ha TIeyaTh TaOJuIl
MoCpeACTBOM Tabiu4Horo npoieccopa MS Excel.

7. llpu QopmaTtupoBaHUM JOKYMEHTOB 00s3aTelbHO paboTaTh €
BKJIFOUEHHOM KHOMKOM 9, 4TOOBI BUJIETh Ha SKpaHE BCE CIY>KEOHbIE CUMBOJIBI.

8. Ilpu QopmaTtupoBaHuM TEKCTa JOKYMEHTOB HCIIONb3YETCS CTUJIb,
KOTOPBII UMEET CIIEAYIOIINE MapaMeTphl:

o [pudr Times New Roman Cyr

e Pasmep 14 myHKTOB

e Orcryn cjeBa 0cMm
cripaBa 0cMm

e ntepnan nepen 0 myHKTOB
rnocie 0 myHKTOB

e  MexXCTpOYHBIN HHTEPBAI OJIMHAPHBIN

e [IlepBas cTpoka oTcTyn Ha 1,25 cM

e BripaBHuBaHUE 0 MIUPUHE

9. Ilpu dopmatupoBanuu TabIUl HEOOXOAUMO COOJIOAATH CIEAYIOIINE

TpeOOBaHMUS:

Ta0auIa Bcerjaa JOoKHA HMETh Ha3BaHHME, KOTOPOE BBIPABHUBACTCS
10 IIPABOMY IOJIKO TOKYMEHTA,

Ta0JIMIIa BHIPABHUBAETCS 10 LEHTPY JIUCTA;

3aroJIOBKU CTOJIOIIOB M CTPOK BBIPABHUBAIOTCS MO LIEHTPY AYCHKH;
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JAHHBIE B STUCHKaX TaOJIMIIbI BBIPABHUBAIOTCS CBEPXY 110 JIEBOMY Kpalo;

IIPOJIODKEHUE TaOJUIIBI HA HOBOM JIMCTE BCET/Ia HAYMHACTCS C 3aroJOBKOB
ee CTOJIOLOB (UM HOMEPOB CTOJIOIIOB);

CTPOKH TaOJUIIBI MIEPEHOCATCS HA HOBBIM JIUCT JOKYMEHTA HCKITIOYUTEIHHO
IIEITKOM;

IIMPUHA M BBICOTA TAOJMWIIBI HE JIOJDKHBI TPEBBINIATH pa3Mephl TOJEH

JIOKYMEHTA.
10. Pa3mepsl nosiei TOKyMEHTa JOKHBI UMETh CIEIYIOIINEe TapaMeTphl:
e BEpxHee 2,0 cMm
® HIXKHEE 2,0 cm
e JIEBOC 3,0cm
e MpaBoe I,5cm
OT kpas 10 KOJOHTUTYJIA:
® BEpXHEro 1,25 cm
®  HWXKHEIro 1,25 cm

11. TIpu moaroToBke JOKYMEHTOB UCIIOJIB3YIOT CIICIYIOIINE PEKBU3UTHI:
® HaMMEHOBAHUE OpraHU3AIINH;
® HaWMEHOBaHUE BUJA JIOKYMEHTA,;
® CCbUIKA HA PETUCTPAIlMOHHBIA HOMED U ATy TOKYMEHTA;
® MECTO COCTAaBJICHUSI WM U3JJaHUS IOKYMEHTA;
ajpecar;
rpud yTBepKIACHHS TOKYMCHTA;
3aroJIoBOK K TEKCTY;
TEKCT JOKYMEHTA;
OTMETKa O HAJTWYHMH MPUII0KCHHUS,
MO/IITHCH;
rpud coriiacoBaHusl TOKYMEHTa;
® OTMETKa 00 UCIOJIHUTETIE.
12. PexBu3uthl (KpomMe TeKCTa JOKYMEHTa U ajJpecara), COCTOSIIHE
13 HECKOJBKUX CTPOK, I€YATAIOT CO CJICAYIOIINMH TapaMeTpaMu:

e [pudr Times New Roman Cyr

e Pasmep 14 myHkTOB

e Orcryn cieBa 0cMm
cripaBa 0 cm

e InuTepBan nepen 0 MyHKTOB
rocie 0 myHKTOB

e  MexXCTpOYHbIN UHTEPBAI OJMHAPHBIN

e OrcTyn nepBoil CTPOKH HET

e BripaBHuBaHue 10 LIEHTPY

13. PexBusut «Anpecar» meyaTaroT CO CIEIYIOMUMH TapaMeTpaMu:

o [pudr Times New Roman Cyr

e Pazmep 14 myHkTOB

e Orcryn cjeBa 7 cMm
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CIipaBa 0cMm
e UurepBan nepexn 0 myHKTOB
rnocie 0 myHKTOB
e  MexXCTpOYHBIN HHTEPBAI OJIMHAPHBIN
e OrcTyn EpBOU CTPOKH HET
e BripaBHuBanue 10 LIEHTPY

Ecnmu coctaBHble 4YacTu pekBU3UTOB «Axpecar», «['pud yrBepxkaeHus
nokymeHTa», «I'pud cormacoBaHusi JAOKyMeHTa», «OTMeTKa O HaJUYHAH
MPUJIOKEHUS» HE YMEIAIOTCA HAa OJHOW CTPOKE, TO Pa3phiB CTPOKU B HYKHOM
MeCT€ MPOU3BOJUTCS C MOMONIBI0 cUMBOJIa «Pa3pbiB CTpokw» (KOMOUHAIMS
kiaui Shift — Enter), nanpumep:

COI'JTACOBAHO
Pykosoaurens Pocapxusa
A.H. Aptuzos

14. Tlpu odopmieHnr TOKYMEHTOB Ha JIByX W 0oJjiee CTpaHHUIIaX BTOpas
U TIOCIICIYIOIINE CTPaHUIIBI JODKHBI OBITH MpoHYMepoBaHbl. Homepa cTpanwmil
MIPOCTABIIAIOT MTOCEPEIMHE BEPXHETO TOJIS JINCTa apabckumu Iudpamu 0e3 3HaKOB
MIpENUHAHUS.

Ecnu 1oKyMEHT MMEET NPUII0KEHHE, TO OHO NIEYaTaeTCs C HOBOM CTPaHHULIBI.

15. Jlns BBISBIEHUS W UCHPABJICHHS BO3MOXXHBIX OIIMOOK B IPABOIMCAHUU
B cpopMHUpOBaHHBIX (Qaillax pPEeKOMEHJYEeTCsl  OCYILUECTBISATh  MPOBEPKY
JOKYMEHTOB, UCIIOJIb3YsI CUCTEMBI IPOBEPKU MTPABOMUCAHUS.

16. Kaxnplii HOKYMEHT CO BCEMH MNPUIIOKEHUAMHU K HEMY ITOMEIIAIOT
B OTJENbHBINA (haiin (ecau MPUIIOKEHUs CO3JaHbl OJHHUM IpolieccopoMm). BHyTpu
¢aiina cam TOKYMEHT U KaXKJ0€ MPUII0KEHNE TOMEIIAIOT B OT/IEIbHBIE Pa3Iebl.

17. Bce pexkBU3UTHI JOKYMEHTa OTIEISIOT APYr OT Jpyra OJHOW IyCTOMU
CTpOKOH, oOpasyemoii cumBoioMm a6O3ana (Y — wimaBuma Enter). B Ttekcte
HE JIOJHKHO BCTpevaThesi OoJiee AByX CUMBOJIOB a03aria moapsij.

18. He nomyckaercs mucath ClioBa € pa3psAKOM, BCTABIISAS IPOOEIbI MEXTY
OykBamu B ciioBax. He gomyckaeTcst ucnosiabp3oBaHue MpoOesoB sl 00pa3oBaHMs
a03alHOro OTCTyNna (KpacHOM CTPOKHM) WM MYCTBIX CTPOK. B Tekcre HE MOMAKHO
BCTpeYaThbcsl MoApsa Oojee ogHOro cuMBoja npobena. PasgeneHne mHULMAIOB
U (pamMmwinM nenaeTcs ¢ MCNOJIb30BAHMEM HEpPA3AeNIeMoro mpobdena (codyeTaHue
kiasum Shift — Ctrl — [TpoGen).

19. He pnomyckaercs BKJIIOYaThb B TEKCT JOKYMEHTA pa3/eluTelbHbIe
JIMHUY, COCTABJICHHBIE U3 LIEMIOYEK CUMBOJIOB (¥, =, -, — 1 Ipyrue).

20. He pomyckaeTcs HCHOJNB30BAHHE B PYCCKUX CIIOBaX CXOAHBIX IO
HayepTaHuio JaTUHCKUX OYKB (A, a, B, C,c,E,e, H, K, M, O, 0, P, p, 1, X, X, y).

21. He pomyckaercss uCHONb30BaHWE CUMBONA TaOymsauuu (—) s
oOpa3oBaHMsl a03allHOTO OTCTyna (KpacHOW CTPOKHM) WJIM IYCTBIX CTPOK.
AO3amHBIA OTCTYN YCTaHaBIMBAaIOT B MeHIO Dopmar/AG3all WM ¢ TOMOIIBIO
BEPXHETO JIBUKKA HA TOPU3OHTAIBHOM JIMHEMKE.
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22. He pnomyckaeTcss HCHOJIb30BAaHHE CHMBOJA «-» JJIs1 00O3HAYCHHS
nepeHoca. Bmecto Hero cieayer HMCHOJIb30BaTh CHUMBOJI MSTKOTO MEpeHoca
(xomOuHanms kiaaBui Ctrl — «-»).

23. Jlng HamucaHUs PUMCKUX LUQP JOJKHBI MCIOJb30BAaThCS 3arjlaBHbIE
oykBbl natuHckoro andasuta (I, V, X, C, D, L, M). Ucnonb3oBanue st 3TOi
L[ETTN PYCCKUX OYKB U apaOCKuX MUdp HE JOMYCKAETCS.

24. Bmecto G6ykBbl «E» momkHa ynoTpebnsaTecs Oyksa «E» (kpoMe UMeH
COOCTBEHHBIX NP HAIMYUU MOJITBEPKIAIOIINX IOKYMEHTOR).

25. PekBu3uThl «3arojoBOK K TEKCTY» JOJKHBI OBITh BBIPOBHEHBI I10
HEHTPY M KaXIbI M3 HUX JIOJDKEH MPENCTaBlATH cOOOM oauH ab3al, TO ecTb
BHYTPU TEKCTa KaXXJOr0 pPEKBH3WTAa HE JOJKHO OBITh CHUMBOJa aO3ama. He
JIOTyCKAaeTCsl WUCIOJIb30BaHME CHUMBOJa ab3ama il TpepbiBaHUS CTPOKU B
MIPOU3BOJILHOM MECTE, JIJISl 3TOTO CJIEAYET UCIOIb30BaTh CUMBOJ pa3pbiBa CTPOKHU
(xomOuHarms knasum Shift — Enter).
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[Tpunoxxenne Ne 6
K MHCTPYKIIHH T10 JEJIOIPOU3BOACTBY
B MIBHSIHCKOH TeppUTOpHaTbHON N30UpaTeIbHOM
KOMHCCHH

Cnucox PACCHIIKH HCXOAAIIUX JOKYMECHTOB

n/n

HaumeHoBaHue oprana

IToTHBIM MOYTOBBIN aJpec
(opranusanumn)

[Ipencenarens MBHsiHCKOM THUK

Ucnionaurenp

«

»

20 T.
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[Tpunoxxenne Ne 7
K MHCTPYKIIHH T10 JEJIOIPOU3BOACTBY
B VIBHSIHCKOH TeppUTOpHUaIbHON M30MpaTenbHOM

KOMUCCHUU
JIMCT corytacoBaHms
(HaumeHo8aHUue OOKYMeHma)
(mara, HOMED)
JIOJDKHOCTB Jlata [Moanuce I%%II/II,IJ;IJ/II%I

Ucnomautenu
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ITpunoxxenne Ne 8
K MHCTPYKIIHH T10 JEJIOIPOU3BOACTBY
B MIBHSIHCKOH TeppUTOpHaTbHON N30UpaTeIbHOM
KOMHCCHH

VTBEPXJIALIO
[Tpencenarens MBHsHCKOM TUK

HWHHUIINAJIBI, (1)aMI/IJ'II/I5I

(moaruce)
« » 20 T.
CIIUCOK

TOJKHOCTHBIX JIMI (OPraHu3aIuii), KOTOPbIM HANPABJISIETCSA
nocranoBjenue UBugaucko TUK
OT « » 20 roma Ne

(yKa3atp 3aroJIoBOK)

i HaumenoBanue oprana (OpraHu3aiym) Koin-Bo 9k3. | Ilpumeuanue

Ucnionaurenp

« » 20  roma
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[Tpunoxxenne Ne 9
K MHCTPYKIIHH T10 JEJIOIPOU3BOACTBY
B VIBHSIHCKOH TeppUTOpHUaIbHON M30MpaTenbHOM
KOMHCCHH

HNEPEYEHD

nmoAJIC;KalmuX KOHTPOJJII JOKYMEHTOB € YKa3aHHEM CPOKOB HCITOJTHCHHUSA

1. ®enepanbHble KOHCTUTYLHOHHBIE 3aKOHbBI, (eAepalbHble 3aKOHBI
Poccniickon @enepanuy — COrJIaCHO yKa3aHHOMY B HUX CPOKY.
2. VYxassl lIpesunenra Poccuiickon @enepanuy — COrJIaCHO yYKa3aHHOMY B

HUX CPOKY.
3. Pacnopsokenust Ilpesupenta Poccuiickot ®depepauun — COrJacHoO
YKa3aHHOMY B HUX CPOKY.
4. IlocraHOBIIEHHS, pacnopsKeHUs IIpaBurenbcTBa Poccutickon

denepanum — COrjaacHO YKa3aHHOMY B HUX CPOKY.

5. 3akonnl cyobekTa Poccuiickoii deaepaniu — COMIACHO YKa3aHHOMY B
HUX CPOKY.

6. [locTtanoBieHus, peUIEHUS 3aKOHOJATEIBHOTO OpraHa CyObeKTa
Pocculickon @enepanum — COrIacHO yKa3aHHOMY B HUX CPOKY.

7. TlocTanoBieHHs opraHa rocyJapCTBEHHON BiacTH cyObekTa Poccuiickoit
@denepanuy — COTJIACHO YKa3aHHOMY B HUX CPOKY.

8. PacmopspkeHuss 11aBel OpraHa rocyJlapCTBEHHOM BIIACTH CyObeKTa
Poccniickont @enepanun — COrJIaCHO YKa3aHHOMY B HUX CPOKY.

9. Tlapnamentckue 3anpockl CoBera @enepanuu DenepanbHoro CoOpaHus
Poccuiickoit ®enepanuu, ['ocynapctBennoir [ymber depepanbHoro CobOpanus
Poccuiickont @enepanuu — HE MO3AHEE YeM yepe3 1S5 xkaleHgapHbIX JHEW CO AHS
MOJYy4YeHUs  MapJIAMEHTCKOIO0  3ampoca WIM B MHOM  yCTAHOBJICHHBIN
cootBeTcTBYyMOIIEeH mnamaroir denepanpHoro Cobpanus Poccuiickoit dexneparuu
CPOK.

10.3anmpocer  uneHoB Cosera ®enepanuun DenepanbHoro CobOpanus
Poccuiickon ®enepaunu, nenyratoB locymapcrBeHHon J[lymbl DenepaibHOTO
CoOpanust Poccuiickoit deneparuun — He mo3nHee dyeMm udepe3 30 KaleHIapHBIX
JHEW CO JHS €ro MOJYYE€HUs WM B MHOW COTJIACOBAHHBIM C MHULIMATOPOM 3ampoca
CPOK.

11.006pamenuss uneHoB Cosera ®enepauunm DenepanbHoro CoOpaHus
Poccuiickonn ®enepaunu, nenytatoB [ocymapctBenHoit Jymbl DenepaiibHOTO
CoOpanuss Poccuiickoit ®enepauuu 1O  BONpPOCaM, CBS3aHHBIM C  UX
NeSTENbHOCThIO, — Oe3oTiararenbHo (a NOpu  HEOOXOJUMOCTH TOJYyYEHHUS
JOTIOJIHUTENIBHBIX MATEpHUAJIOB — HE Mo3gHee yeM uepe3 30 KajaeHOapHbIX JTHEH
CO JIHSI TIOJTyYEHUST 0OpaIieHus ).
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12.0O0panienus JenyTaToB 3aKOHOAATEILHOTO (MPEICTABUTEIHLHOTO) OpraHa
Bnactu cyOwekra Poccuiickoit ®enmeparum — B CPOK, yCTaHOBJICHHBIN
3aKOHO/aTeNbCTBOM cyOnekTa Poccuiickoit denepanuu.

13.1Tucema w3 Anmvunuctpanuu IIpesmnenta Poccuiickonn ®epepanum,
IIpaBurenscTBa Poccuiickoint ®enepannn, Koncrurynnonnoro Cyna Poccuniickon
Oenepaunu, BepxoBHoro Cyna Poccuiickont ®@enepauuu, ['eHepanbHOU
npokypatypbl Poccuiickoit ®@enepanuu, agMuHUCTpaluu cyobekTa Poccuiickoit
denepaun — B COOTBETCTBUM C YKa3aHUSAMHM [0 HCHOJHEHUIO JIOKYMEHTA
npeaceaarenss THUK, ecam B HUX HE yKa3aH CpOK, — He mo3aHee ueM uepe3 30
KaJICH/IApHBIX JTHEM.

14.IIporect npokypopa — He no3aHee yeM uepe3 10 KaleHaapHbIX JHEH.

15.1IpencraBinenue npokypopa — He mo3aHee yeM uepe3 30 KajneHIapHbIX
JTHEH.

16.0O0parieHns opraHu3anmii, N30MpaTeIbHBIX KOMUCCHH — HE TO3HEE YeM
yepe3 30 KaleHIAapHBIX JHEH; B MEepUOJ MOATOTOBKU U MPOBEACHUS BHIOOPOB — B
cootBercTBUM ¢ @DenepanbHbiM  3aKOHOM «OO  OCHOBHBIX  TrapaHTHX
n30MpaTeNbHbIX IPAB U IpaBa Ha ydyacTue B pedepenayme rpaxnan Poccuiickoii
denepaunm»

17.00pamienusi rpaxkjaH MO BompocaM BBIOOpPOB U pedepeHIyMOB —
10 30 KaJieHJapHbIX JTHEH, a MOCTYNUBIINE B IEPUO]] U30UpATEIHLHON KaMITAHUH —
B cooTBeTcTBUM ¢ DenepanbHbiM 3aKOHOM «OO OCHOBHBIX TrapaHTHSX
n30upaTeNbHbIX MPaB U MpaBa Ha ydyacTue B pedepenayme rpaxnan Poccuiickoit
Oenepauumny.

18.Ilepecbuika oOpamieHuil rpaxxaaH, COJEP)KalIUX BOIPOCHL, pPELICHHUE
KOTOpbIX HE OTHOcuTca K kommnereHuuu THUK, ocymecTtBisercs B TeueHue 7
KaJICHIapHBIX JTHEM.

19.06pamenuss  cpeacTB  MaccoBOM — MHGOpPMANHMK 1O  BOMpOCaM
IpeaocTaBiaeHuss HHpopMauuu — 7 KaleHnapHelx 1Hed. Eciam TpeOyembie
CBEJICHUSI HE MOTYT OBITh NPEIOCTaBJIEHbl B YKa3aHHBIM CPOK, TO JOMYyCKaeTcs
OTCpOYKa B MPEJOCTABICHUM 3alpalliiBaeMold HWH(GOpPMAIMU C BpPYYEHHEM B
TPEXJIHEBHBIA CPOK €O JIHA TMOJIYyYEHHs] MHCbMEHHOro 3ampoca HHGOpMaLHU
yBeJOMJIEHUS 00 OTCPOYKE MPEJCTABUTENIO PEAKIMKU, B KOTOPOM YKa3bIBAIOTCS
NpUYMHAa OTCPOYKM, JaTa, K KOTOpod OyAeT mperocTaBieHa 3ampanidBaeMast
uHbopMaIus, TOJKHOCTHOE JIMIIO, YCTAaHOBHUBILIEE OTCPOUYKY, JlaTa MPUHATHS
penieHust 00 OTCPOUKe.

20.3ampoc rocy1apCTBEHHOTO OpraHa, OpraHa MECTHOI'O CamMOYyIIpaBJICHHS
WIA JIOJDKHOCTHOTO JIMLA, pPacCMaTpHUBAIOMIETO0 OOpalleHne TrpakJaHuHa,
JOKYMEHTBl W MaTepualbl, HEOOXOIUMBbIE [UId pPacCMOTpeHUs oOpaleHus,
MPEIOCTABISIOTCA B TEYeHHEe 15 JHeW, 3a HCKIIYEHUEM JIOKYMEHTOB U
MaTE€pUAIIOB, B KOTOPBIX CONEPIKATCS CBEICHHUSI, COCTABIAIOIINE TOCYAAPCTBEHHYIO
WIM HUHYI0 OXpaHsieMyl (QeAepajbHbIM 3aKOHOM TalHy, W JJs KOTOPBIX
YCTaHOBJIEH 0COOBIN OPAJIOK MPEAOCTABICHUS.
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ITpunosxenue Ne 10
K MHCTPYKIIHH T10 JEJIOIPOU3BOACTBY
B MIBHSIHCKOH TeppUTOpHaTbHON N30UpaTeIbHOM

KOMHUCCUU
THK YTBEPXKJIAIO
HOMEHKIJIATYPA JEJ [Ipencenarens
No Usnsnckoit TUK
(MecTo cocTaBIIEHH) [Tonnuce Pacmmdposka noanucu
JlaTa
Ha rox
Uiexe Kon-Bo Cpok xpaHeHus neina
éZJ[Ia 3aronoBok nena nen (TOMOB, (Toma, yacTu) [Ipumeuanue
A (Toma, HacTn) qacreil) u Ne crateii 1o mepeyHio
1 2 3 4 5
Ha3zBanue pasnena
HaunmeHoBaHue NOIKHOCTH COCTABUTENS [Tonnuce Pacimdponka
HOMEHKJIATypBI MOJITUCH
[ara
COT'JIACOBAHO COT'JIACOBAHO
ITporoxon DK IIpoTOKOI SKCIIEPTHO-IIPOBEPOUHON KOMUCCUU

(HaMMEeHOBaHUE aPXUBHOTO YUPEIKICHUS )

oT Ne oT Ne
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ITponomxenue mpunoxenus Ne 10

HToroBast 3amuch 0 KaTETOPHUAX M KOJIMUECTBE e, 3aBEJICHHBIX B Tozy B
Neaguckonn TUK

B ToMm uncne

ITo cpokam xpaHeHus Bcero HepexomAIHX C OTMETKOM
«OIK»
1 2 3 4
[ToctrossaHOTO

Bpemennoro (cBbitie 10 siet)

Bpemennoro (710 10 y1eT BKIIOYUTEIHHO)

HUTOI'O:

HaunmeHoBaHue NOJKHOCTH COCTABUTENS [Toanuce Pacimmdponka
HOMEHKJIATyPbI MOAUCH

[ara
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ITpunosxxenue Ne 11
K MHCTPYKIIHH T10 JEJIOIPOU3BOACTBY
B MIBHSIHCKOH TeppUTOpHaTbHON N30UpaTeIbHOM

KOMUCCHH
TUK YTBEPXJAIO
D®OH/J Ne
[Ipencenarens
OMUChbNe pnsckoiit THK
JIeJ1 IOCTOSTHHOTO XPaHEHUs
3a roa [Toanuch Pacmmdposka noanucu
JHarta

Ne HNupexe Kpaitaue | Koiu-Bo

3aroJioBOK Jeia [Ipumeyanue
/11 neiaa ATkl JINCTOB

1 2 3 4 5 6
B nannbIi pa3zaen onucu BHECEHO
(urpaMu ¥ IPOTHCHIO)
¢ No_ o Ne_ , B TOM YHCIJIE:
JIUTEPHBIC HOMEpa:
MPONYIICHHBIE HOMEPA!
HanmenoBanue 10/KHOCTH COCTaBUTEINS [Toanuce Pacmm¢poBka nognucu
OMHUCH
JlaTa
COI'JTACOBAHO YTBEPXJIEHO
[TpoTokon DK [IpoToKO0 SKCIEPTHO-MTPOBEPOUHOM
KOMHCCHM (HAUMEHOBAHHUE apXUBHOTO

YUPEXKICHUS)

OoT Ne oT No
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ITpunosxenne Ne 12

K MHCTPYKIIHH T10 JEJIOIPOU3BOACTBY
B MIBHSIHCKOH TeppUTOpHaTbHON N30UpaTeIbHOM

KOMHUCCHUU
THUK YTBEPXIAIO
OOH Ne

[Ipencenarens
OITUCDH Ne TUK

nen BpeMeHHOro (cBbie 10 neT) xpaneHus

3a romg TToamuce

JlaTa

Pactmudposka moamvcu

Ne NHupexe Kpaitane | Koma-Bo Cpoxk
3aroyioBOK siena [Ipumeuanue
n/n nena JaThl JIMCTOB XpaHEeHHUs
1 2 3 4 5 6 7

B nannbIi pa3zaen onucu BHECEHO

(unpamMu U IPOIUCHIO)

c Ne_ 1o Ne

JIMTCPHBIC HOMEpaA:

, B TOM YHCIIE:

IIPOITYLLIEHHBIE HOMEpa!

HanmeHoBaHME JOKHOCTH COCTABUTEILA Iloamuce
OIIMCH

JlaTa

COTI'JTACOBAHO
[TpoTokon DK

oT Ne

Pacmm¢poBka noanucu
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[Tpunosxxenue Ne 13
K HHCTPYKLIHU IO JEJIONPOU3BOJICTBY
B MIBHSIHCKOH TeppUTOpHaTbHON N30UpaTeIbHOM

KOMHUCCHHU
TUK YTBEPX/AIO
AKT
[Ipencenarens
No NensHckoit TUK
(MecTo cocTaBICHHS) [Tonmnuck PacmmgpoBka
TIOJIITHCH

O BbIIe/IeHUHM K YHHYTOKEHHIO IOKYMEHTOB, He Jara

nMoJICKAIUX XPAHCHUTO

Ha ocHoBanum IlepedHs THIIOBBIX  yIPABJIEHYECKUX ApPXUBHBIX JOKYMEHTOB,
00pa3ylomuxcst B IpoLecce NesTeIbHOCTH TOCYIapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO
CaMOYIIPABJICHUsI U OPraHMU3alUi, C YKa3aHUEM CPOKOB XpaHeHus U HOMeHKiarypsl aen TUK

OT06paHI)I K VYHHYTOXCHHIO KaK HEC HMMCIOIIUC Hay‘IHO-I/ICTOpI/I‘IeCKOﬁ LHeHHOCTH H
YTpaTUBIIHC IIPAKTUICCKOC 3HAYCHUC JOKYMCHTEI.

3aroyioBoK aena Wupeke aena no
N N Cpoku XxpaHeHus
Ne WIY IPYyNIIOBOU Kpaitaue HOMEHKJIaType Kon-Bo N IIpume-
U HOMepa cTaTeit
n/n 3aroJ0BOK JIaThl WM HOMep Jena el. Xp. YyaHue
IO TIEPEYHIO
JIOKYMEHTOB 10 OTIHCH
1 2 3 4 5 6 7
Hroro: el. Xp. 3a roJibl
(unpamu ¥ TPOMUCHIO)
Onucu ACJI ITIOCTOAHHOI'O XpaHCHHUA 34 Tobl YTBCPIKIACHDI, I10 JIMYHOMY COCTaBy
cornacoBaHbl ¢ DK
(HaMEHOBaHHE apXUBHOTO YUPEKICHUS)
(mpoTokoI OT « » r. Ne )
(HanMeHOBaHNUE JOJDKHOCTH JIMIIA, TPOBOAMBIIETO KCIIEPTH3Y LIEHHOCTH JOKYMEHTOB)
(moamnuce) (vHMIMANEL, amMuIns)

Hara
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COI''TACOBAHO
[Tpotokon DK UsnHsinckoit TUK

oT Ne

JIOKyMEHTBI B KOJINYECTBE

IIponomxenue npunoxxenns Ne 13

JIe]I, TOMOB

BECOM KI' CIaHbI B

Ha repepaboTKy IO NPUEMOCAATOYHON HAKJIAHON OT

HanmMmeHoBaHME TOTKHOCTH

TPKIAHCKOTO CIIYXKAIEeTo, CAABIIETO

JIOKyMEHTBI

Jara Tloanuch
M3meHeHus B yUeTHBIE JOKYMEHTHI BHECEHBI

HanMeHnoBanue nOKHOCTH

TPAKIAHCKOT'O CIIYyXAaIlleT0, BHECILETO

HU3MCHEHUS B YUYETHBIC TOKYMCHTEI

Hara TToanuch

(HauMeHOBaHNE OPTAaHU3ALINH)

(nara)

Pacmmdporka moanucu

Pactmmdposka nogmnucu
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[Tpunosxxenue Ne 14

K HHCTPYKLIHU IO JEJIONPOU3BOJICTBY
B MIBHSIHCKOH TeppUTOpHaTbHON N30UpaTeIbHOM

KOMUCCHUU

BHYTPEHHSA OIIUCDH

JOKYMEHTOB jeJsia Ne

Ne Nunexc Hara Homepa
3aroJ0BOK JJOKYMEHTa [Tpumeuanue
n/m JIOKyMEHTa | JOKyMEHTa JTUCTOB Jela
1 2 3 4 5 6
HUroro: JIOKYMEHTOB

(unpaMu ¥ IPOIHCEHIO)

KonnuecTBo 1MCTOB BHYTPEHHEH ONIUCH

HaumMmenoBanue DODKHOCTH JINILIA, IMoamuce
COCTABUBIIIETO BHYTPEHHIOIO OIHCH
JIOKYMEHTOB JieJia

ara

(undpamu ¥ IPONHCHIO)

Pacmm¢poBka noanucu
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ITpunosxxenue Ne 15
K HHCTPYKLIHU IO JEJIONPOU3BOJICTBY
B MIBHSIHCKOH TeppUTOpHaTbHON N30UpaTeIbHOM
KOMHUCCHH

JIMCT-3ABEPUTEJIb JIEJIA Ne

B neno noamumTo U NpoHyMepOBaHO JauCcTOB(a),
(undpamu ¥ IPONHCHIO)

B TOM YHCJIC:

JIMTCPHBIC HOMEpPA JINCTOB

MPOITYIIIEHHBIE HOMEpA JIMCTOB

+ JIMCTOB BHYTPEHHEH OMUCH

OcobeHHOCTH (PU3UIECKOTO COCTOSIHUS U Howmepa
dbopMupoBaHus aena JUCTOB
1 2
HauMeHoBaHue nOKHOCTH Tloamuce Pacmmdposka noanucu

Jara
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ITpunosxxenue Ne 16
K HHCTPYKLIHU IO JEJIONPOU3BOJICTBY
B VIBHSIHCKOW TEpPUTOPUATIBHOM KOMUCCUHU

. Ne

O Mo

A Ne
HANUMEHOBAHHUE APXUBHOI'O YUYPEXKJIEHUSA

TUK

JAEJIO Ne Tom Ne

(3arooBokK aena)

(kpaifHue OaThl)

Ha JIUCT

XpaHUTH
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ITpunosxenune Ne 17
K HHCTPYKLIHU IO JEJIONPOU3BOJICTBY
B MIBHSIHCKOH TeppUTOpHaTbHON N30UpaTeIbHOM

KOMHUCCHH
YTBEPXJIAIO YTBEPXIAIO
[Ipencenarens (HanMeHOBaHUE JOIKHOCTU
Nensinckont TUK PYKOBOJIUTEJIS OpraHu3aluu-
MOJIUCH MPUEMIIINKA)
PacumdpoBka noanucu MOJINUCH
Pacmm¢poBka noanucu
Jata IIeuaTs JHara [IeuaTs

AKT Ne

IIpUeMa-nepe1adn apXuBHbIX
JIOKyMEHTOB Ha XpaHEHUE

(ocHOBaHWE TIepeIaym)

(Ha3BaHme nepenaBaeMoro GoH/A)

caai,
(HaMMeHOBaHHUE OpraHU3alNH-CIATIHKA)
MIPUHSLT
(HamMeHOBaHME OPTraHU3AINHI-TIPUEMIIIIKA)
JIOKYMEHTBI Ha3BaHHOTO (DOH/Ia M HAYYHO-CIIPABOYHOTO ammapara K HUM:
Ne /mt HazBanue, Homep onucu Kommuectso Komnuuectso IIpumeuanue
OK3CEMILIAPOB €. Xp.
OIIKMCH
1 2 3 4 5
Hroro npunsito ex.Xp.
[Iepenauy npoussenu:

JomxHOoCTh [Moanuce Pacmmudposka  JlomkHOCTH [Moanuce Pacmdposka

Hara Jlata

®onay npucBoeH No

H3MeHeHus B yUETHBIE IOKYMEHTHI BHECECHBI
JIOIKHOCTD [Toanuck Pacmdposka

[ara
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