Yapsolickas pailoHHasA
TEePPUTOPHAILHAS U30UPaTeIbHAA KOMUCCUS

PEINEHMUE

28 suBaps 2021 rona Ne 3/8

¢. Hapsiiickoe

O6 yrBepxaeHuun MHcTpykumm 1o
JIeJIONPOU3BOACTBY B UYaphllICKOM pallOHHOM
TEPPUTOPUATHLHON N30UpaTEIHbHON KOMUCCUH

B cootBercTBUM co cTaThelr 26 denepanpHoro 3akona ot 12 urons 2002 roma Ne
67-®3 «OO0 OCHOBHBIX TapaHTHAX W30MpPATENbHBIX TPaB W TpaBa HAa yd4acTue B
pedepennyme rpaxaan Poccuiickoit ®eneparnuun», cratheit 28 Koaekca Amnrtaiickoro
Kpasi o BeIOOpax, pedepenayme, or3biee oT 8 utoins 2003 roma Ne 35-3C, pykoBOICTBYSICH
Pernamentom Yapelickoid paiilOHHOW TEppUTOPUATBHOW H30MpPATENBbHON KOMHUCCHUH,
YTBEPKJAEHHBIM pelleHreM YaphlllCKONH pailloHHOW TeppUTOpUATbHON H30HpaTenbHON
komuccuu ot 21 sHBaps 2021 roma Ne 2/3, Ha OCHOBaHWHM MPOTOKOJIA 3aceldaHUs
DKCHepTHON KOMHUCCUU YaphIlICKONH pPalOHHON TEeppUTOPUAIBHON H30UpaTEbHON
KOMHCCUM II0 ONPEACIICHUID HAYyYHOM, HCTOPUYECKOM W TNPAKTUYECKOW LIEHHOCTH
nokyMeHTOB oT 28 saBaps 2021 roma Ne 2, B mensx ycTaHOBJICHHS TMOpsIKa pabOTHI ¢
JTOKyMEHTaMH, OCHOBHBIX MTPABWJI UX MOATOTOBKHU M odopmiieHust, Yapsbliickas paifoHHas
TeppUTOpUaIbHas U30upaTebHasi KOMUCCHS

PEIINJIA:

1. VtBepaute WHCTpyKIMIO MO J€1ONPOU3BOACTBY B YapbllICKOM pailloHHOMN
TePPUTOPUATLHON N30UpaATETLHON KOMUCCHH (TIpUIaraeTcs).

2. Konuio HACTOSIIEro pElIeHUs HalpaBUTh B APXHUBHBIA OTHENT AJIMHHHCTPAIUU
Yape1ickoro panoHa.

3. HanpaButh HacTosiee peuieHue g pasMmenieHus B paszzaene «M3OuparenbHas
KOMHUCCHSI» OQHUIIMAIBHOTO CaiiTa MYHHUIIUINAILHOTO oOpa3zoBaHus YapbliCKun
paiion AnTaiickoro kpasi u B M30uparensHyr0 KOMUCCUIO AJITaiiCKOTO Kpasl.

4. KoHTponb 3a HCIOJHEHMEM HACTOSUIETO pEIICHHs BO3JIOKHTh Ha CeKpeTaps
T.A. bymiyey.

[Ipencenareins C.B. AuTOoHEHKO

(T10AIHCH)

Cekperapb T.A. bBymyeBa

(mozmnuCk)




YTBEPXJIEHA
peueHremM YappIiCKoM paliOHHOM
TEPPUTOPUATLHON N30UpaTETHLHON KOMUCCUH
ot 28 staBapst 2021 1. Ne 3/8

NHcTpyKnus mo 1eJI0npou3BoACTBY
B YapbIlickol pailoHHO TEPPUTOPHAILHON H30HUPaTEIbHON KOMHCCHH

1. O61ue moJ10KeHu s

1.1. UacTpyKst MO JEJOMPOM3BOACTBY B Yapsllmickoil  pallOHHOMU
TEeppUTOpUATILHOM W30MpaTenbHOi KoMuccuu (nanee — WHCTpyKuMs) ycTaHaBIMBaeT
MOPSIIOK pabOThI ¢ JOKYMEHTAMH, OCHOBHBIE MTpaBUJia UX MOJATOTOBKUA U O0QOPMIICHHS B
Yapplllickold  paiiOHHOW TEPPUTOPHUATIBHONW HM30MpaTeIbHOM KOMHUCCHHM  (jaee —
n3bupareabHass KOMUCCHSA).

1.2. Uactpykuus pa3paboTaHa Ha OCHOBAaHUU:

- GenepanpHoro 3akoHa ot 12 wurons 2002 roma Ne 67-@3 «O06 OCHOBHBIX
rapaHTusix M30UpaTeNbHBIX IpaB W IpaBa Ha ydacTue B pedepeHayMe TpakaaH
Poccuiickoit @enepanuny;

- GenepanpHoro 3akoHa OoT 22 okTa0ps 2004 roma Ne 125-D3 «O06 apXuBHOM Jiesie
B Poccuiickon denepanumy;

- ®enepanpHoro 3akoHa oT 2 mast 2006 roga Ne 59-®@3 «O nopsiake paccCMOTPEHUS
obOparmenuii rpaxkaan Poccuiickoit deaepaumny;

- ®enepanpHoro 3akoHa ot 27 urong 2006 roga Ne 149-d3 «O6 unpopmarmm,
UH(OPMAIIMOHHBIX TEXHOJIOTHUSIX U O 3aIIUTE UH(POpMAITII;

- Konekca Anraiickoro kpas o BeIOOpax, pedepeHayme, or3biBe oT 8 uroms 2003
roga Ne 35-3C;

- [ToctanoBnenus IIpaBurenbctBa Poccuiickoit ®denepanuu ot 15 utons 2009 rona
Ne 477 «O6 yrBepxaenun IlpaBun nenonpous3BoacTBa B (elepaibHBIX OpraHax
UCTIOTHUTENBHOM BIACTU», C YYETOM HW3MEHEHUM, BHECEHHBIX TIOCTAHOBJICHHEM
[IpaBurenbctBa Poccutickoit deneparuu ot 7 centsiops 2011 roma Ne 751;

- Metoanueckux pEKOMEHTaInid o pa3paboTke MHCTPYKIUA o
JIEJIONPOU3BOJICTBY B (peiepaibHBIX OpraHax HCIIOJHUTEIBLHOW BIACTH, YTBEPIKIECHHBIX
npukazoM denepanbHOro apXuBHOTo areHTCTBa oT 23 aexadpst 2009 roga Ne 76;

- IIpuxaza MunucrepctBa KynbTypsl Poccuiickoit ®enepanuu ot 31 mapra 2015
roga Ne 526 «OO0 yTBepKIEHUU TPABWJI OpPraHU3AlUU XPAHEHUS, KOMIUICKTOBAHUS,
y4eTa U HCIOJIb30BaHUS JOKYMEHTOB apXWBHOro (oHIa poccuiickod denepanuu u
JIPYTUX apXUBHBIX IOKYMEHTOB B OpraHax rocyJapCTBEHHOW BJIACTH, OpraHax MECTHOTO
CaMOYTMPABJICHUS U OPTaHU3aLUAXY;

-I'OCTa P 6.30-2003  «YHM(pHUIMPOBAHHBIE  CHCTEMBl  JOKYMEHTAIIHH.
YHuduimpoBanHas CHUCTEMa OpraHU3AIMOHHO-PACTIOPSAIUTEILHON  JTOKYMEHTAIIUH.
TpebGoBanust K 0GOPMIIEHUIO JOKYMEHTOBY;

-T'OCTa P 7.0.97-2016 «Hauuonanbsubiii ctangapt Poccuiickoit ®eneparuu.
Cucrema cTaHmapToB 1o HHPOpMAIMK, OUOIMOTEUHOMY U H3JATEIBCKOMY JICIy.
Opra"u3aiMOHHO-PaCIOPSIUTENIbHAST JTOKyMEeHTaIusa. TpeboBaHus K OQOPMICHUIO
JIOKYMEHTOBY;



- Permamenta  Yapeimickoit  pallOHHOW — TEPPUTOPHAIBHOW — M30MpaTeIbHON
Komuccuu (nanee — PermameHT M30MpaTenbHON KOMUCCHH), YTBEPKIEHHOTO PEIICHUEM
YapeImickoi paloHHOM TeppUTOpUATLHON H30uparenbHol komuccuu ot 21 suBaps 2021
roma Ne 2/3.

- [locranoBnennss  LlenTpanbHOol  m3OupaTenpbHOM  KOMHcCHU — Poccuiickoit
Oenepannu oT 20 okTs0ps 2011 roma Ne 48/406-6 «O IlpumepHON HHCTPYKIMH 10
JIEJIOTPOU3BOJICTBY B TEPPUTOPUATILHON (pallOHHOM, TOPOJACKON U MHOM) KOMHUCCUHM U
n30MpaTeNbHON KOMUCCUN MYHUIIMIIATLHOTO 00pa30BaHUSI.

1.3. [Tonoxxennst MHCTPYKIIMM pacCHpOCTPAHSIOTCS HA OpraHu3anuio paboThl C
JOKYMEHTaMH HE3aBUCHMO OT BHJA HOCHUTENsS, B TOM YHCIE C JJIEKTPOHHBIMU
JIOKYMEHTaMHM, BKJIIOYas IIOArOTOBKY, PETHCTPALAIO, IPOXOXKACHUE, XpPAaHECHHE U
HCIIOJIb30BAHNE JTOKYMEHTOB, OCYILECTBIISIEMBIE CPEACTBAMH IPOIPAMMHOTO H3JEIHS
«JIEJIO» moacuctembl JOKyMEHTOOOOpoTa ['OCymapCcTBEHHOW aBTOMAaTH3WPOBAHHOMN
cucreMbl Poccutickoit ®enepanun «Bridops» (nanee — [1IU AEJIO).

1.4. TlpaBmia odopmIICHHS JOKYMEHTOB M TOPSAOK paboOThl C HUMH,
npenycMotrpeHHbsie MHCTpyKimeid, o0s3aTeNIbHbI 1711 YJICHOB HU30UpaTeIbHON KOMUCCHH,
a TaK)Ke rPakJlaH, IMIPUBIIEKAEMBIX 10 TPaKJaHCKO-TIPABOBBIM JIOTOBOPAM.

1.5. Begenue nenompou3BOACTBA U30MPATEIHHOM KOMHUCCUM  OCYIIECTBIISCT
ceKpeTapb HM30UpaTEeNTbHON KOMHUCCHU B COOTBETCTBUM CO CBOMMH TOJHOMOYHSIMH,
OTIpEJICICHHBIMU U30MpaTelbHBIM 3aKOHOJATEeNIbcTBOM U cratheld 21 Permamenta
n30UpaTenbHON KOMUCCHH.

1.6. B cnyuae yxona B OTIYCK, Bble3[la B KOMaHAUPOBKY, OOJIE3HH, YBOJIbHEHUS
UCTIOJIHUTENSI JOKYMEHTOB TIpe/ceaTeNlb M30UpaTeIbHOM KOMHUCCHUHU JaeT yKa3aHue
nepeaaTh HEUCIIOJIHEHHBIE TOKYMEHTBI IPYTrOMY HCIOJIHUTEIIO.

1.7. Ilpu paboTe C OOKyMEHTaMH, 3apEerUCTPUPOBAHHBIMH B YCTaHOBJIEHHOM
nopsiIke, B TOM 4YHCIEe TpH pabdoTre ¢ JOKYMEHTaMH, MPEACTaBICHHBIMHU s
COTJIACOBaHMUsI, HE pa3pellaeTcs BHOCUTH B HHMX IMOINPABKU MU JAENIaTh MOMETKH, KpOME
IPEAYCMOTPEHHBIX MHCTpYKIMEN.

1.8. lenonpou3BoAcTBO B  W30MpaTEIbHOM KOMHCCHM  OCYLIECTBISETCS C
ucnonbs3oBanuem [N JIEJIO, nubo ¢ ucnonb30BaHHEM JAPYTHX PETUCTPALUOHHBIX GopM
(KapTOYHOM WJIH )KYPHAJIBHON CUCTEMBI PETUCTPALIUU TOKYMEHTOB).

Hoctyn x IIM JIEJIO ocymecTBiaseTcss B COOTBETCTBMM PermameHTOM
UCIIOJIb30BaHUST WH(MOPMAIIMOHHBIX PECYpCOB KOMIUIEKCA CpPEJICTB aBTOMATH3AI[UU
uzbuparensHoit komuccun (manee — KCA THK) mo pacnopsbkeHuio mpezcenarens
N30upatenbHOil KOMUCCUU AJITaliCKOTO Kpasi.

1.9. 1IN HAEJIO mpenocTaBiasieT BO3MOXHOCTH pPabOTaTh C dJIEKTPOHHBIMHU
o0pa3zaMu JIOKYMEHTOB U JJICKTPOHHBIMH JOKYMEHTaMH, OCYIIECTBIATh B 0a3e JaHHBIX
ABTOMATHU3UPOBAHHBIN MOUCK JTOKYMEHTOB MO Pa3JIMYHBIM KPUTEPUSM, OPTaHU30BBIBAThH
KOHTPOJIb WCIIOJIHEHUs JOKYMEHTOB M MOPYYEHHUH, a TAKXKE IOJy4aTh CTaTUCTUYECKUE
OTYETHI MO IOKYMEHTOO0OPOTY B M30MPATENbHON KOMUCCHH.

1.10. Hokymentsl, coaepxammecss B [IM JEJIO, moryr OBITh NOJNHCAHBI
AIIEKTPOHHOU MOANUCHIO JOKHOCTHOTO JIUIIA.

OTtHomeHus: B 00J1aCTH MCTIOIB30BAHUS AJICKTPOHHBIX MOANKUCEH B JIEATEIHLHOCTH
n30UpaTeNbHON KOMHUCCHH, BOIIPOCHI B3aMMOJICHCTBUS C YIAOCTOBEPSIONINM IICHTPOM
[lenTpanpHOil w30upaTenpbHOM Komuccuu Poccuiickoit ®denepanuu peryaupyroTcs
®enepanbHbiMu  3akoHaMH 0T 10  sHBaps 2003 roma «O T'ocymapcTBeHHOM
aBTOMaTU3UpoBaHHON cucteme Poccuiickoit ®enepaunn «Boioopery Ne 20-D3, ot 6
anpenst 2011 roma Ne 63-D3 «O06 anexTpoHHO# oanmucuy, oT 27 urons 2006 roga Nel49-



@3 «O6 undpopmanmu, HHGOPMAIIMOHHBIX TEXHOJOTHSAX U O 3alIUTe WH(GOPMAIUI», OT
27 uronst 2006 roga Ne 152-®3 «O mepcoHaNBHBIX JAHHBIX», WHBIMU (perepaabHBIMU
3aKOHAMH, JIPYTUMH HOPMATHUBHBIMH TIPABOBBIMH aKTaMH, a TaK)K€ HOPMATHBHBIMU
aktamu [IUK Poccun u nzbuparenbHOM KOMUCCHH.

1.11. OcHoBHoO# enuHuIel xpaHeHus wuHbopmanuu B I[IM JIEJIO sBusercs
perucTpanuoHHasi KapToyka JOKYMEHTA.

1.12. Pabora B IIM JIEJIO oOcHOBBIBaeTCS Ha MPUHIUIE OJHOKPATHOM
perucTpanum 10KyMeHTa.

1.13. UHCTpYyKIIMSI ¥ M3MEHECHHS B HEe YTBEPXKIAIOTCS pelieHueM (peIIeHHeM )
n30MpaTenbHON KOMUCCHH TOCIE COTJIAaCOBAaHUS C DKCIEPTHOM KoMmuccued Yapelckon
pallOHHOW TeppUTOpUAILHOW H30MpATETbHOM KOMHCCHHM MO OMPEACIICHUIO HAy4HOH,
HCTOPUYECKON U MPAKTUYECKOM IIEHHOCTH TOKYMEHTOB.

1.14. B HCTPYKITMHU UCIIONB3YIOTCS CJICIYIOMINUE MTOHATHS:

0J1aHK JOKYMEHTAa — JIUCT OymMaru Wid 3JIEKTPOHHBIM 1IA0JIOH ¢ PEKBU3UTAMH,
UACHTUPUIUPYIOUTUMHU aBTOpa OPUIIUATBHOTO TOKYMEHTA;

BHYTPEHHHH JOKYMEHT — JIOKYMEHT, IOJTrOTOBJICHHBIH B W30HpaTEIbHON
KOMHUCCHH, HE BBIXOSIIUN 32 €€ MPEIeIbl;

BXO/SIIIUI TOKYMEHT — TOKYMEHT, TOCTYNUBIINI B U30UpaTEIbHYI0 KOMUCCHUIO;

AeJ0 — JOKYMEHT WJIM COBOKYIHOCTh JOKYMEHTOB, OTHOCAIIUECS K OIHOMY
BONPOCY WU YYACTKY AEATEILHOCTH U MMOMEIICHHBIX B OTACIBbHYIO 00JI0KKY;

JAeJIOMPOU3BOJACTBO — JIEATEIBHOCTh, OOECIEUYUBAONIas JOKYMEHTUPOBAHUE,
JIOKyMEHTO00O0POT, OllepaTUBHOE XPAHEHHUE U UCIIOJIb30BAHHUE TOKYMEHTOB;

AOKJAAHAfA (CayKeOHAs) 3amMcKa — BHYTPEHHUH JIOKYMEHT, aJpeCOBAHHBIN
BBIIIIECTOSIINIEMY  JIOJDKHOCTHOMY JIMIy OT HIDKECTOAIIETO0 JOJKHOCTHOTO  JIMIIA
U CcojepXKalmi 00CTOATENIbHOE W3JIOKEHHWE KaKOro-Tubo BOMpPOca C BHIBOJAMU U
MPEIJIOKEHUSIMUA COCTaBUTEIS,

AOKYMEHT — 3aduKCUpOBaHHasi Ha HocuTelne WHGOpPMAlUs C PEKBU3UTAMH,
MO3BOJISIOIIMME €€ UACHTU(DUIINPOBATD;

AOKYMEHTHPOBAaHHEe — 3aMuch WHGOPMAIMK HA HOCUTENE IO YCTAHOBJICHHBIM
paBUIIaM;

JOKYMEHTO0000POT — JBW)XEHUE JTOKYMEHTOB B H30MpaTelbHOW KOMHCCHUHU C
MOMEHTa MX CO3JaHMs WU MOJYUYCHHS JI0 3aBEPIICHUS UCIIOJHEHHUS, TTIOMEIICHHS B JIEJIO0
WM OTIPABKY;

AYOJMKAT JOKYMEHTA — TOBTOPHBIN SK3EMIUISP MOMTMHHUKA TOKYMEHTA,

3aBepeHHasi KOMUs JOKYMEHTAa — KOMUS JOKyMEHTa, Ha KOTOPOM B COOTBETCTBUU
C YCTaHOBJICHHBIM TMOPSAJIKOM TMPOCTABIEHBl PEKBHU3UTHI, O0OECIEeUUBAIONINE €€
IOPUINYECKYIO0 3HAYUMOCTB;

HCXOAAIIMHA JOKYMEHT — JIOKYMEHT, OTHpaBIAeMblii u3 U30HUpaTeIbHON
KOMUCCHU,
KOHTPOJIb HUCIOJHEHUSI  JOKYMEHTOB —  COBOKYIHOCTh  JICMCTBUHU,

00ecIeunBaroMX CBOEBPEMEHHOE HCIIOIHEHUE JOKYMEHTOB;

KONHUS JOKYMEHTA — DK3EMIUIAP JOKYMEHTA, IMOJHOCTBIO BOCHPOU3BOISLINN
UH(POPMAIIHIO TTOTUHHUKA TOKYMEHTA;

HOMEHKJIATYypa [JeJl — CUCTEMaTU3UpPOBAHHBIM IIEpPEYEHb 3arojoBKOB [,
CO3/1aBacMbIX B U30MpATEIbHON KOMUCCHH, C YKa3aHUEM CPOKOB MX XPaHEHUS;

HOPMATHBHbIE JOKYMEHTBbI — COBOKYMHOCTb HWHCTPYKTHBHBIX MaTepUasoB,
PACCYMTAHHBIX HAa TIOCTOSTHHOE MJIM MHOTOKpPATHOE JACWCTBUE U COACPKAIINX KaKue-I110o
HOPMBI, [TpaBuJia, MPEANNCAHMNS;



HOCUTENb (JOKYMEHTHMPOBAHHOH) HMH(OpMAalUM — MaTepUAIbHBIA OOBEKT,
NpeJHa3HAuYeHHbIA I 3aKpeIUIeHUs, XpaHeHus (M BOCIPOM3BEACHUS) PpEUYEBOH,
3BYKOBOM WJIM N300pa3uTeNnbHON HH(OPMALINH;

opunUaNbHBIA  JOKYMEHT — JIOKYMEHT, CO3JaHHBbIM  OpraHu3alHei,
JIOJDKHOCTHBIM JIMIIOM HUIH TPakIaHMHOM, O(DOPMIICHHBIN B YCTAaHOBICHHOM TIOPSIJIKE;

oopmiieHHe JOKYMEHTa — TIPOCTaBJICHHE Ha JOKYMEHTE HEOOXOIUMBIX
PEKBU3UTOB;

NUChbMEeHHOe o0palleHHe — HaNpaBleHHbIE B TOCYAApCTBEHHBIM OpraH, oprax
MECTHOTO CaMOYIpAaBJICHUS WU JODKHOCTHOMY JIMIy B TMHCBbMEHHOW Qopme
npeUIoKEeHNE, 3asBICHHUE WIIH Kao0a;

NUCbMO — OOOOIIEHHOE HAa3BaHUE pPA3IUYHBIX [0 COJAEPKAHUIO JTOKYMEHTOB,
CITyalllUX CPEICTBOM OOIICHHS MEXKYy OpraHU3aIUsIMU, TPaskIaHaAMU;

NOVIMHHUK TOKYMEHTA — MePBbIN WIN €JMHCTBEHHBIN SK3EMIUISIP JOKYMEHTA;

NMopy4yeHHe — JOKYMEHT, TTPENUCHIBAIONINI BBITIOJHEHUE TEX WIM WHBIX 3a1aHHH;,

perucTpaunonHasi kaprouka gaokymeHta (PK) — perucrpauronHo-yudetHas
dbopMa, B TOM uucie B DJIEKTPOHHOM BHUJIE, UCIOJb3yeMas JUIsl 3alUCH CBEACHHUHA O
JTOKYMEHTE B IMEIAX YydeTa, MOWCKAa W KOHTPOJISI, CO3/laBaeMasi IMPU PETUCTPAIUA
JIoKyMeHTa ¢ ucnoisibzoBanuem 111 JIEJIO;

perucTpanus J0KyMeHTa — MIPUCBOCHHUE JOKYMEHTY PETrUCTPallMOHHOTO HOMEpa
Y BHECEHUE CBEJICHUI O IOKYMEHTE B PETUCTPAIIMOHHO-YYETHYIO (hopmy;

PEKBHM3UT JOKYMEHTAa — OOs3aTeIbHBIN 3JIEMEHT O(QopMIIeHHUs] O(PHUIIUATEHOTO
JIOKYMEHTA;

cUCcTeMa JJIEKTPOHHOI0 [0KYMEHT0000poTa — WH(OpPMAIMOHHAS CHUCTEeMa,
obecrnieunBaromas cOOp JOKYMEHTOB (BKJIIOYEHHE JOKYMEHTOB B CHCTEMY), UX
00paboTKy, yrpaBleHHE TOKYMEHTAMH U JIOCTYI K HUM;

CKAHMPOBaHMeE JOKYMEHTAa — MOJy4yeHue JIEKTPOHHOTO 00pa3a TOKyMEHTa,

CPOK HCHOJIHEHUSI JAOKYMEHTa — CpOK, YCTaHOBJCHHBIH HOPMATHBHBIM
MIPABOBBIM aKTOM, OpPTaHU3alMOHHO-PACTIOPSTUTECIIEHBIM JOKYMEHTOM, YKa3aHUSMHU I10
UCTIOJTHEHUIO JOKYMEHTA WUJIU MIOPYYEHUEM;

yKa3aHHA M0 MCIOJHEHUIO TOKYMEHTA — PEKBU3UT, COCTOSIINNA U3 HAJIIUCH Ha
JOKYMEHTE WJIM Ha OTJCIIBHOM JIMCTE YCTAaHOBJICHHON (DOPMBI, CICTTAaHHOM JTIOJDKHOCTHBIM
JTUTIOM;

y4eT J0KYMeHTOB — (ukcanus (pakTa MmoxydeHus: JOKyMEHTOB 0€3 MPOCTABJICHUS
HA HUX PETUCTPAIIMOHHBIX [ITAMIIOB;

¢popmupoBaHue nejia — TPYNIHUPOBAHUE HCIIOTHCHHBIX JOKYMEHTOB B JIEJIO B
COOTBETCTBUU C HOMEHKJIATYPOH €]l U CUCTeMaTH3allus JOKYMEHTOB BHYTPH JI€a;

IKCNEPTH3a LEHHOCTH JAOKYMEHTOB — W3YYCHHE JOKYMEHTOB Ha OCHOBAHHH
KPUTEPUEB UX IICHHOCTH JUISI ONIPEICIICHUS CPOKOB XpaHEHUS JJOKYMEHTOB;

3JIEKTPOHHBI JTOKYMEHT — JOKYMEHT, HH(pOpMAIUsl KOTOPOro IMPE/ICTaBleHa B
AIIEKTPOHHOU (hopme;

JJIEKTPOHHBIIE  00pa3 JOKyMeHTa — DOJCKTPOHHAs KOMHs JIOKYMEHTa,
U3TOTOBIICHHOTO HAa OyMa)KHOM HOCHTEJIE;

3JIEKTPOHHBII a0JI0H 0JIAHKA JOKYMEHTA — CM. TEpMUH «OJIaHK TOKYMEHTA.

2. Ilpuem, perucTtpanus ¥ NPOXosKAeHHE MOCTYNAOIIUX JOKYMEHTOB

2.1. JlIokyMeHTbl B M30MpaTeIbHYI0O KOMHUCCHUIO TOCTABJISIOTCS 4epe3 OTIEeICHUE
CBs3M (IOYTOBOHM, TenerpadHOi CBA3bIO), OpraHaMu (eaepaibHON (enbIberepcKon



CBSI3M, CIIELMAIbHON CBS3bI0, HAPOUHBIM WJIM MEPEAAOTCS MPEACENATENIO (3aMECTUTENIO
npencenaTenis, CEKpeTapro, ujieHaMm) H30MpaTeIbHOM KOMHUCCHUU BO BpPEMsl JIMUHOTO
IpueMa.

JIOKyMEHTBI MOT'YT MOCTYIaTh B M30MpaTENbHYI0 KOMHUCCHIO 0 KaHajaM CBS3U
['ocynapcTBeHHON aBTOMaTHU3UpPOBAaHHOU cucTeMbl Poccuiickoit @eneparun «Beioops»
cpeactBamMu  anekTpoHHo moutkl [IW JIEJIO, Ha aapec 52JI€KTpOHHOW TIOYTHI B
MH(OPMALIMOHHO-TEJIEKOMMYHUKAIMOHHOU ceTu MIHTepHeT u 1o (pakCUMUIbHON CBA3H.

2.2. IlpueMm, nepBuyHasi 00pabOTKa U PETUCTPALMS MOCTYMAIOIUX JOKYMEHTOB
MIPOU3BOJUTCSI OTBETCTBEHHBIM 32 BEJIECHUE JEJONPOM3BOJACTBA C HcmHoJib3oBaHueMm 111
JAEJIO nu6o xaprounoi (mpumoxkenue Ne 1), nubo >xypHanbHOU (mpuiioxkeHue No 2)
CUCTEMBl PETUCTPALMU JIOKYMEHTOB €XKEIHEBHO B dYachl pabOThl H30MpaTesbHON
KOMHUCCHH, KPOME BBIXOJHBIX M HEPAOOUYUX MPa3THUYHBIX JTHEH.

JIOKyMEHTBI, CBS3aHHBIE C BBIABMKEHUEM M PETUCTpalMeld KaHIUIATOB, CIUCKOB
KAHIWJATOB, YIIOJHOMOYEHHBIX IPEICTABUTEIEN W JOBEPEHHBIX JIMI KaHJIWJATOB,
n30UpaTeNbHbIX OOBEIMHEHUH TMpU TPOBEJCHUU BHIOOPOB B OpraHbl MECTHOTO
CaMOYTMPAaBJICHUSI PETUCTPUPYIOTCA B OTJEIBHBIX JKYPHAIAX PETUCTPALINH.

[lopsiox monydyeHuss M perucTpauuu JTOKyMEHTOB IOCII€ OKOHYaHUs pabodero
JTHS, B BBIXOJIHbIE U Hepabouue Mpa3AHUYHbIE JHH, B EPUOJ TOJATOTOBKHA U IPOBEICHUS
n30MpaTeNbHbIX KaMIaHUN OmpeersieTcsl mpeaceaaTesieM n30upaTeaIbHOM KOMUCCHH, B
cilydae OTCYTCTBHUS TpeIceAaTeliss — 3aMeCTUTENeM IpelacenaTenst Jub0 cekpeTrapem
n30UpaTenbHON KOMUCCHH.

2.3. IlocTynuBiire AOKYMEHTHI MOAPA3NEISAIOTCS Ha PETUCTPUPYEMBbIE W HE
noJyIeXxaIue perucrpamuu (mpuioxenue Ne 3).

2.4.1lpu  BCKpBITHM KOHBEPTOB, JIOCTABIEHHBIX OpraHamu (eaepaabHOI
denbaberepckol  CBSI3M WM T[OYTOBOM  CBSI3bIO, TPOBEPSIETCS  IPABHIIBHOCTH
aJpeCOBaHMs, KOMIUIEKTHOCTh M LIEJIOCTHOCTh JOKYMEHTOB, Hajluyue MPUIIOKEHUH,
CBEpSAETCS] COOTBETCTBUE MX HOMEPOB YUETHBIM HOMEpPAM, YKa3aHHbIM Ha KOHBEpTaX.
HenpaBuiibHO ajjpecoBaHHbIE U OLIMOOYHO BJIOKEHHBIE JOKYMEHTHI HE PETUCTPUPYIOTCH,
IIEPECHUIAIOTCS 110 HA3HAYCHUIO WIM BO3BPAILAIOTCS OTIIPABUTEIIO.

2.5. Ecniu ipu BCKpBITUH KOHBEpPTa 0OHAPYKEHO OTCYTCTBHE JOKYMEHTOB WIJIM MX
OTZEJIbHBIX JIMCTOB, NPWJIOKEHUN, MOBPEKICHHE JOKYMEHTOB WJIM HECOOTBETCTBUE
HOMEPOB JOKYMEHTOB HOMEpPAM, YKa3aHHBIM Ha KOHBEPTE, OTBETCTBEHHBIM 3a BEICHUE
JIeJIOTNIPOU3BOJICTBA COCTABIISETCS aKT YCTAaHOBJIECHHOM (OpPMBI B JBYX 3K3EMIUIApax
(mpuiiockenue Ne 4). OpmH 53K3EMIUIIp aKTa TIOCBUIACTCS OTIPABUTEIIO, JPYroi
NPHOOIIAETCA K MPUHATHIM TIOKYMEHTaM.

Ha o00opoTHO#l CcTOpOHE TOCIHEAHETO JIMCTa TOBPEXKACHHOTO JIOKYMEHTa
B MPaBOM HWKHEM YIUIy JENaeTcsd OTMETKa «/[OKyMEHT MOoJIydeH B IOBPEXIECHHOM
BHJIEY.

2.6. KoHBepThbl OT MOCTYNUBIINX JOKYMEHTOB HE YHUUYTOXKAIOTCS B Cly4yae, €Cllu
TOJILKO MO0 HUM MOXHO YCTAaHOBUTH aJpec OTHPAaBUTENS, ATy OTIPABKU U MOJYUYECHHS
JIOKYMEHTOB, €CJIM OHHU COAEPKAT JOKYMEHTBI, KOTOpPbIE IOCTYIWIM H3-3a IIPEACIIOB
tepputopun Poccuiickoit ®enepanuu, H3 CyIOB, CIEACTBEHHBIX OpPraHoB JMOO
JIOTOBOPBI, IIPETCH3UM, HUCKOBBIE 3asBICHUSA, JOKYMEHTBI, CBSI3aHHBIE C Pa3MELICHUEM
3aKa30B HAa TIOCTaBKM TOBAapOB, BBINOJIHEHHE pPa0dOT, OKa3aHWe YCIyr Jjs
roCyJapCTBEHHBIX HYX/I.

2.7. KonBepThl ¢ 3asBKaMM Ha Yyd4acTHe B TOprax Ha 3aKylKH TOBapoOB,
BBIMIOJIHEHUE pPAa0OT, OKa3aHWE YCIYr, MOCTYNHBIIME I10 TOYTe JHUOO HAPOUYHBIM,



MPUHUMAIOTCS. OTBETCTBEHHBIM 3a OpraHU3aldi0 TOProB, HE BCKPBIBAIOTCS U
YUUTBIBAIOTCA B )KypHAJE.

2.8. Tlaketsl ¢ moMmeTkol «JIMYHO» YYUTHIBAOTCS IO TMAKETHOMY XXypHAITY H
nepenarTcs agpecaraM B 3aKPhITOM BUJE MO OJIUCH.

2.9. Ilpu peructpanuu nocrynusiiero nqokymenra B PK oOs3atenbHo BBOIATCA
CIEAYIOIINE PEKBU3UTHL: BUJ JIOKYMEHTA, €ro HCXOASAUIMNA HOMEpP M JaTa, JaHHBIE O
Koppecnonaentre (aapecante) ((pamunaus, uMs, OTUYECTBO (PU3UYECKOrO JHUIA WU
Ha3BaHHE OpPraHU3alllK, MECTOHAX0XKICHUE OTIPABUTENIA), @ TAKKE KPATKOE COACpKAHUE
JIOKYMEHTa, KOJIMYECTBO JINCTOB OCHOBHOTO JIOKYMEHTa U JIUCTOB NPHIIOKEHUS,
KOJIMYECTBO 3K3EMILISIPOB.

PerucrpanmoHHblil mITaMn ¢ yKa3aHUEM BXOJAIIETO HOMEpA, aThl U BPEMEHU
pErucTpauy MpoCTaBiIseTCs, KaK MPaBWIO, B IPABOM HUKHEM YIUIy JIULIEBOW CTOPOHBI
MIEPBOTO JIUCTA 3apETUCTPUPOBAHHOTO JOKYMEHTa. Ha NpuiIokKeHWH NpoCTaBISETCS
BXOJISIIIIMI HOMEP JTOKYMEHTa, K KOTOPOMY OHO OTHOCHUTCS.

Ha xonum gokymeHTa BXOASIINIT HOMEDP MPOCTABIISIETCS B MPABOM HUXXHEM YTIIY
JULEBOM CTOPOHBI IEPBOTO JIUCTA.

Hymepamus  mocTynmuBmIMX —~ JOKYMEHTOB — OCYIIECTBJISIETCS B Ipejeiax
KaJIEHJAApHOTO To/a.

[Ipu perucTpanuu JOKyMEHTA, SIBJISIOLIETOCS OTBETOM Ha UCXOMSIIMA JOKYMEHT
WIN TPUCTIAHHOTO B JIONOJIHEHUE K paHee HalpaBlIeHHOMY JOKyMeHTy, B PK nemaercs
COOTBETCTBYIOIIIAs CChIITKA (CBSI3KA).

K nmoBTopHOMY TOKYMEHTY MpUKIaIbIBacTCS UH(OPMAIIHS O paHee MOCTYIMUBIINX
JIOKYMEHTax M pe3ylibTaTaXx HMX HUCHOJHEHUs B Buae pacnedaranHo PK, koropas
nepelaeTcsi OTBETCTBEHHOMY 32 UCIIOJIHEHUE JOKYMEHTA.

[Tocne peructpanuu AOoKymMeHTa Ha OyMa)KHOM HOCUTENIE OH MOXET OBITh
OTCKaHMPOBaH, a 3ateM K PK MoxeT ObITh IpHCOeIUHEH AIIEKTPOHHBIN 00pa3 T0KyMeHTa
U TPWIOKEHUS K Hemy B ¢opmate .pdf (3a uckimodeHreM TOKYMEHTOB, TOITHUCAHHBIX
AJIIEKTPOHHOM MOJIHUCHIO).

[Ipn peructpanuu BXOASIIUX JOKYMEHTOB, HWMEIONUX COpOIIIOPOBAHHBIC
MPUJIOXKEHHUSI, CKAHUPYETCS TOJIBKO COMTPOBOAUTENBHOE MUCHMO.

[lepen ckaHMpoBaHHWEM TOKYMEHTa Ha HEM pPAcCleyaThIBAETCS C MCIOJIb30BaHUEM
I[N JEJIO pernctpalilMOHHBIN HITaMII.

2.10. [Tpn HEOOXOAMMOCTH JOKYMEHTHI, MIOCTYHUBIINE CPEACTBAMH IIEKTPOHHON
noursl [IM JIEJIO u mnoamucaHHble »3IEKTPOHHOM MOJANKCHIO, paCleyaThIBAIOTCS
OTBETCTBEHHBIM 32 BEJICHUE JIEIIONPOU3BO/ICTBA.

2.11. 3apeructpupoBaHHble JOKYMEHTHI JIOKJIAQJBIBAIOTCSI OTBETCTBEHHBIM 32
BEJICHUE [IEJIONPOU3BOICTBA IPEICENATEN0 (3aMECTUTENIO MPEACENATENS], CEKPETAPIO)
n30MpaTeNbHON KOMUCCHH.

2.12. Tlocne pokiana JOKYMEHTHI C YKa3aHUSMH IO HMCIOJHEHHIO JOKYMEHTa
npencenarens (3aMecTUTeNsl TpelcenaTelis, ceKperaps) u30UpaTeNbHOW KOMHUCCUU
BO3BPAILIAIOTCSI OTBETCTBEHHOMY 3a BEJICHUE JICJIONPOU3BOJICTBA /Il BHECEHUS YKA3aHUI
M0 UCTIOJIHEHHIO JOKyMeHTOB B PK.

[TopnmuaHuK nokymMeHTa JMOO TepenaeTcs HCIOMHUTEN0, JIMO0 OcTaeTcs y
OTBETCTBEHHOTO 3a BEJICHUE JCJIONPOU3BOJICTBA O OKOHYAHUS HUCIIOJHEHUS JOKYMEHTA.
B sTOoM ciydae uCIONTHUTEINIO TepeaeTcsl KOs JOKYMEHTA.

2.13. JIoOKyMeHTbI,  aJpecoBaHHbIE  ujieHaM  K30UpaTeNbHOM  KOMMCCHH,
PETUCTPUPYIOTCS, JOKIAABIBAIOTCS W HUCIHOJHSIOTCS B yCTaHOBIEHHOM WHcTpykuuei
HOpSIJIKE.



2.14. VctioTHEHHBIE ~ JOKYMEHTBI ~ CIHCBHIBAIOTCS B JIEJI0O  MCTIOJHUTEIIEM
(mpencenaresnem, 3aMeCTUTENEM MpeceaaTelis, ceKpeTapeM U30upaTesbHOl KOMUCCUN)
U TIepeAatoTCs OTBETCTBEHHOMY 32 BEJICHHE JICJIONPOU3BOJICTBA JIJISl TIOMEIIEHUS B JI€TI0 B
COOTBETCTBUU C HOMEHKJIATYPOIl 1eN1 n30upaTenbHON KOMUCCHHU.

3. OcHOBHBbIE TPeOOBaHUS K MOATOTOBKE H 0(pOpPMJIEHUIO TOKYMEHTOB

3.1. JlIokymMeHTBI, co3/laBaeMble B M30MpaTEIbHOM KOMHUCCUHU, O(QOPMIIAIOTCS Ha
OnaHKax, Ha CTaHAApTHBIX Juctax Oymaru ¢opmara A4 (210x 297 mm) wim AS
(148 x 210 MMm) mubO0 B BHIE DJACKTPOHHBIX JIOKYMEHTOB M JO/DKHBI HMETh
YCTaHOBJICHHBIN COCTaB PEKBU3UTOB.

3.2. JlokyMeHTHI 0(hOpMIISIOTCSI Ha MPOIOJIBHBIX OJIaHKaX YCTAHOBICHHOH (OPMBI,
W3TOTOBIICHHBIX KOMITBIOTEPHBIM CIIOCOOOM.

B u3bupatenbHON KOMUCCUU YCTaHABIUBAIOTCS CIIEAYIOIINE BUIbI OJTAHKOB:

OJaHK IMHChbMa U30HpaTeIbHOM KoMuccuu (mpunokenue Ne 5);

OJaHK MPOTOKOJIA 3aceIaHusI N30UpaTebHOW KomMuccun (TiprtoskeHue Ne 6);

OnaHK penieHus n30upaTeIbHON KoMHuCccHU (TTpritoskenue Ne 7);

oOmuii OnmaHK W30MpaTeNTbHOM KOMHCCHU (I TOJATOTOBKH JII0OOTO BHIA
JTOKYMEHTa, KpoMe muchma) (mpunoxenne Ne 8).

3.3.[Ipy mOATOTOBKE MOKYMEHTOB C MPHUMEHEHHEM CHCTEM JJCKTPOHHOTO
JIOKyMEHTO000POTa UCTIONB3YIOTCS JIEKTPOHHBIE MA0JIOHBI 0JaHKOB JOKYMEHTOB.

3.4. lokymeHTBl 0)OPMIISIFOTCSI B COOTBETCTBHH ¢ TpeOOBaHUSIMH K JOKYMEHTaM,
W3TOTOBIIIEMBIM C TIOMOIIBIO TIEYATAIONIMX YCTPOHCTB, W K (aillaM TEeKCTOBBIX
NOKyMeHTOB (Tipuiioxenue Ne 9).

3.5.Ilpu moaroroBke u OQOpMICHUH JOKYMEHTOB WICHBI H30HMpaTeIbHOMN
KOMHCCHH, a TakKe JHIA, TPUBJIEKAEMbIe MO TPaXKTAHCKO-TIPABOBBIM JOTOBOPAM,
JIOJDKHBI COOITIOATh MpaBmiia 0)OPMIICHHS PEKBU3UTOB, H3II0KEHHBIC HIKE.

CocTaB pEKBU3UTOB JOKYMEHTA ONpENEISETCS €ro BHJIOM W Ha3HAUYCHUEM.
PexBusnTamMu JOKyMEHTOB, CO3/[aBAEMbIX B U30UpATEIIbHON KOMUCCHU, SIBIISIFOTCSI:

3.5.1. HaumenoBanue u3bupareabHOH KOMUCCUU

HanmenoBanue wu30OupaTeNbHOM KOMHCCHMM yKa3blBaeTcs Ha OJlaHKax B
COOTBETCTBUU C PeriiaMenTom n30upareabHO KOMHCCHH.

3.5.2. CipaBouHbIe JaHHBIE 00 M30MpaTETbHON KOMUCCUHI

CrpaBouHble JaHHblE 00 HM30MpaTENbHOM KOMHCCHM YKa3bIBalOTCS B OJlaHKax
HHUCEM:

yin.lenrpanbnas, n.20, c.Yapsiuickoe, Yappllickuii paiioH, AdTalckuil Kpaii,
658170, Ten./paxc 8(38574) 22-5-07.

3.5.3. HammenoBaHue BUa TOKYMEHTA

HaumeHnoBanue BuJa W3/1aBaeMOro JOKyMEHTa (pelleHue, MPOTOKOA W T.1.)
BKJIIOUAETCS B OJIAaHK COOTBETCTBYIOIIETO BUAA TOKYMEHTOB.

B nucermax HamMeHOBaHME BHJIA M PA3HOBHIHOCTH JTOKYMEHTA HE YKa3bIBACTCSI.

3.5.4. Jlata nokyMeHTa.

JlaToli JOKymMeHTa SBISIeTCd JaTa €ro NOANUCaHMs, YyTBepxkaeHud. Jlatoit
MPOTOKOJIA SIBIISIETCS JAaTa 3ace/laHus, a aKTa — J1aTa COOBITHS.

JIOKyMEHTBI, H3aHHBIC JBYMS WIH 00Jiee OpPTraHU3aAlUsIMU, TOJDKHBI UIMETh OJHY
(enuHyr0) nary.

JlaTy noxymeHTa opOpMIISIOT apaOCKUMHU LU(PPaMH B MOCIIEI0BATEIBHOCTHU: JI€Hb
Mecsita, mecdi, rof. JleHp mecsima u mecsi oQOopMIISIOTCS IBYMs MapaMu apaOCKHx
udp, pa3ieIeHHBIMA TOUYKOH, FOJl — YEThIPbMS apaOCKUMU I (ppamMu, HalIpUMep:



28.01.2021
Jlomyckaercsi ciioBecHO-1IMGPOBOI criocod odopmileHus JaThl, HATPUMEDP:

28 saBaps 2021 .

3.5.5. PeructpannoHHpiii HOMEp JOKyMEHTAa.

Jlis  BXOAAIIUMX JTIOKYMEHTOB — 3TO TOPSAAKOBBI HOMEp, ISl HCXOMASIINX
JIOKYMEHTOB — HMHJEKC Jejia 10 HOMEHKIAType M, 4Yepe3 KOCYI0 4epTy, MOPSAKOBBIN
HOMEp JOKYMEHTA.

Peructpanivonnslii  HOMep JIOKyMEHTa, W3JIaHHOTO COBMECTHO, COCTOUT
U3 Ppa3eNICHHBIX KOCOH YepTOH PETHCTPAIMOHHBIX HOMEPOB, IPUCBOCHHBIX
OpraHu3alus MM — aBTOpPaMU JIOKYMEHTA U PACIIOJIOKEHHBIX B TOCJIEIOBATEIbHOCTH,
COOTBETCTBYIOIIEH 0003HAYCHHIO HAaMMEHOBAHWI OpraHU3alfii B 3aroJIOBOYHOM 4YacTH
JTIOKYMEHTA.

3.5.6. Cchuika Ha UCXOIANIUN HOMEP | J1aTy TOKYMEHTA.

Ccbuika Ha UCXOJSIINI PETUCTPAIIMOHHBIN HOMEP U JaTy TIOKYMEHTa BKIIIOYAeTCs
B COCTaB PEKBU3UTOB OyiaHka mucbMa. CChUIKAa MPOCTABISETCS HUCIOIHUTENIEM IPU
MOATOTOBKE MHChMa-OTBETA.

3.5.7. MecTo coctaBiieHus (M31aHus1) JOKYMEHTA.

Mecto coctaBieHus (M37aHHs) JIOKYMEHTa yKa3bIBaeTcsi Ha oOmeM OllaHKe U
OJlaHKe KOHKPETHOTO BUA JOKYMeHTa. B OlaHkax muceM CBEJICHHSI O MECTE CO3JIaHHUS
JIOKyYMEHTa cojJepkaTcsi B pekBu3uTe «CropaBouHbe [aHHBIE 00 W30MpaTenTbHON
KOMUCCHUI.

Mecto cocTaBieHusl (M3AaHMsI) TOKYMEHTA YKa3bIBa€TCSd C Y4ETOM MPHHSITOrO
aJIMUHUCTPATUBHO-TEPPUTOPHUATBHOTO JICIICHHS.

[Ipu mpomoapHOM paCMONIOKEHUH PEKBU3UTOB OJIAaHKA MECTO COCTABJICHHS WITU
U3JIaHus JOKYMEHTA YKa3bIBACTCS B CEPEIMHE CTPOKH MEKY ATOW U PETUCTPAIIMOHHBIM
HOMEpPOM JIOKYMEHTA.

3.5.8. I'pud orpannyenus 1octymna K JOKyMEHTY.

OTtmeTKa 0 KOH(PUACHIMAILHOCTH Ha JOKYMEHTAX, COJEPKAIUX HH(POPMAIHUIO,
OTHOCHMYIO K CITy’KeOHOM TaliHe, mmeeT Bu « st cimyxkebHOoro mons3oBanus» (CIT) u
MIPOCTABJISIETCS. B BEPXHEM MTPABOM YTJIY JIMIIEBOM CTOPOHBI TIEPBOTO JIUCTA IOKYMEHTA OT
TPaHHUIIBI BEPXHETO TIOJIA.

3.5.9. Anpecar.

PexBusut «Anpecaty pacnonaraercs B IpaBOM BEpPXHEM YyTIIy.

JIOKyMEHTBI aApecylOTCsi B OpraHU3allH, WX CTPYKTYpHBIE TMOApPA3ACICHHUS,
JOJKHOCTHBIM JIUIIAM WJIM TpakJaHaMm TIpU OTBETe Ha ux oOpamieHus. HaumeHnoBanue
OpraHu3alliy U CTPYKTYPHOTO MOJpa3/AelieHNs YKa3bIBAIOTCS B MMEHUTEILHOM MaJekKe,
HarpuMmep:

N36uparenbHas KOMUCCHS
AnTaiickoro kpas
OTtnen muianupoBaHusi, GUHAHCUPOBAHUS,
ydeTa ¥ OTYETHOCTHU



Ecan AOKYMCHT aJIpCCyCTCA ANOJDKHOCTHOMY JIMIY, HAMMCHOBAHUC OpraHU3alnn
YKa3bIBaACTCA B HUMCHUTCIBbHOM naacxe, a JOJIDKHOCTB nu (baMI/IJ'II/I}I —
B JaTCIIbHOM. HpI/I OTOM MHHIHUAJIBI YKA3bIBAKOTCA ITOCIIC q)aMI/IJII/II/I, HaImpuMmep:

N3buparenbHass KOMUCCHUS
Auntaiickoro kpas
OTtnen npaBoBOi, KaJPOBOM, KOHTPOJIbHOU
U aJMUHUCTPATUBHON pabOTHI
Hauvanbauky otnena

Damvmmusa U.0O.

Ecam nokymeHT anpecyeTcss pyKOBOAMTENIO OpraHU3alliy WIN €r0 3aMECTUTEIIO,
HAaNMEHOBAHUE OPTraHU3AIMU JOJKHO BXOAUTHh B HAMMEHOBAHHUE JOJHKHOCTH ajpecara,
HarpuMmep:

[Ipeacenaremnto
N3buparenbHON KOMUCCUU
Auntaiickoro kpas

Ddammmua U.0.

Ecaun JAOKYMCHT aJIpeCycCTCA opraHu3anuu, CHa4dalla YKa3bIBaACTCA cC
HaAanMMCHOBAHUC, 3aTCM MMOYTOBBIM aJipcC, HAIIpUMCDP:

N3buparenbHas KOMUCCUS
Auntaiickoro kpas

np. Jlenuna, 1. 59, bapuayn, 656035

JlomyckaeTcss ~ LEHTPUpPOBaTh  KaXIyl  CTPOKY  pekBu3uta  «Ajpecar»
10 OTHOLIEHUIO K CAaMOM JJINHHOW CTPOKE.

Jlonmyckaercs UCITOJIb30BAThH oQuIaIbHO IIPUHSATHIE COKpAaICHHBIE
HAaVMEHOBAHUS OPraHOB rOCYJAapCTBEHHOU BJIACTH, OPIaHOB MECTHOI'O CaMOYIIPABJICHMUS,
OpraHu3aIuu.

[TouToBBII axpec yKas3blBa€TCA B  IOCJIEAOBATEIBHOCTH, YCTAHOBJICHHOMU
[IpaBumaMu  OKa3aHUsl  YCIyr IIOYTOBOM  CBSI3H, YTBEPXKACHHBIMU  IIPUKA30M
MuHucTepcTBa CBSI3U U MaccoBBIX KoMMyHuKannii Poccuiickoit ®@enepanuu ot 31 urons
2014 rona Ne 234 «O6 yrBepxknenuun [lpaBun okazaHusi yciayr moutoBoil cBsizm». Ha
JOKYMEHTax, aJpecOBAHHBIX (elepalbHbIM TOCYJapCTBEHHBIM OpraHaMm, OpraHam
rocyJapcTBEHHOH BiacTH cyObekToB Poccmiickoit ®enepanum, wu30HpaTeIbHBIM
KomuccusaM cyorekToB Poccuiickoit denepannu, anpec He yKa3bIBaeTCs.

Ecan noKyMeHT OTIpaBisieTcs B HECKOJIBKO OJHOPOIHBIX TI'OCYJapCTBEHHBIX
OPraHOB MJIM OpPTaHU3alUi, UX CIeAyeT yKa3bIBaTh 0000IIEHHO, HAIPUMED:

IIpencenarensm
Y4aCTKOBBIX U30UPATEITHHBIX KOMUCCHIA



JIoKkyMEeHT He JOJIKEH cojiepkaTh Oosee ueThipex aapecatoB. Crnoo «Komus»
nepeJl BTOPbIM, TPEThUM, YETBEPTHIM aJIpecaToM He yKa3bIBaIOT.

[Ipu HanpaBieHuu AOKyMeHTa Oojiee YeM B YEThIpE aJpeca COCTABISETCS CIIMCOK
pacchUIKM yCTaHOBJICHHOW (opmbl (mpuiokenue Ne 10), KOTOPBIH MOIMMCHIBACTCS
npecenaTeneM (3aMecTUTeNeM MpejcenaTess, CeKpeTapeM) H30UpaTeaTbHON KOMUCCHU.

[Ipn paccbuike JOKYMEHTa HE BCEM OpraHH3alusM WIU  CTPYKTYPHBIM
MO/Apa3ACNICHUsIM TI0JI PEKBU3HUTAM «AZipecar» B CKOOKaX yKa3bIBaeTCs: «(ITO CIUCKY)».

[Ipn angpecoBaHMH JOKYMEHTa (U3NYECKOMY JIHIly BHayalle YKa3bIBAIOTCA
dbaMuIKs 1 MHULIAAJIBI TTOJTyYaTeNs, 3aTeM ITOUTOBBIN aapec, HalpuMep:

Nsanory U.0O.

yi1. OkTs6pbckas, 1. 15, kB. 1,
c. Yapsimckoe, Yappiuckui p-H,
AnTarickuii kpait, 658170

[Ipu oTnpaBKe MUChMa MO JIEKTPOHHON MOYTE WK 1O (PaKCUMUIBHOM CcBsi3H (03
JOCBUTKH TIO TTOYTE) TIOYTOBBIN ajJjpec He yKaszbiBaeTcs. [Ipu HeoOX0AMMOCTH MOKET OBITh
yKa3aH JJIEKTPOHHBIN asipec (HoMmep TenedoHa/dakca).

3.5.10. I'pud yTBEepKaeHUS TOKYMEHTA.

JIOKyMEHT yTBEpKAaeTcs JOHKHOCTHBIM JIMIIOM WM CIEIUATbHO H3aBa€MbIM
JOKYMEHTOM.

[Ipu yTBepx)aeHUH TOKYMEHTA JOJKHOCTHBIM JIMIIOM TPU{Q YTBEPKIACHUS JOKECH
cocrosith u3 cioBa YTBEPXKJIAIO (6e3 kaBbluek) NpOMUCHBIMH OyKBaMHM M Ha
Clenyomeil  CTpOKe —  HAaWMEHOBAaHHWE  JIOJDKHOCTH,  TOANHCH,  WHUIHAIBI
U haMUIHS JIUIA, YTBEPIUBIIECTO JOKYMEHT, U JIaTa YTBEPKIACHUS, HAIPUMED:

YTBEPXAIO
[Ipencenarens Yapslickoil paloOHHOM
TePPHUTOPHATHLHON N30HUpaTEIHLHOM

KOMHCCHH
N.0. Gamunus
JIMYHAaA MMOoAINCH
« » 20 .

[Ipu yTBEpXKAEHUHU [TOKYMEHTa IIOCTAHOBJIECHHEM, IPOTOKOJIOM, PEIICHUEM,
pactiopspkeHHeM — rpud  yTBepXkAeHUs  coctouT u3  ciaoBa  YTBEPXJEH
(YTBEPXIEHA, YTBEPX/IEHbBI nnin YTBEPXK/IEHO) (6e3 kaBbIuek) mMpOMUCHBIMHU
OykBaMM, HaUMEHOBAHUS YTBEPXKIAIOIIETO0 JTOKYMEHTa B TBOPHUTEIBHOM IMaJIeKE, €ro
JIaTbl 1 HOMEpA, HAIPUMED:

YTBEPX/IEH
petieHreM HYapbIlCKON paiOHHOU
TEPPUTOPUATILHON N30UpaTEITHHON

KOMHUCCHH
oT 20 . Ne

['pud yTBepkaeHHs pacmonaraloT B TPaBOM BEPXHEM YTy JOKYMEHTA.
B rpude yrBepxkaeHHS AOMYCKAaETCs LEHTPUPOBATH AJIEMEHTHl OTHOCUTEIBHO CaMou
JUIMHHOW CTPOKH.



HpI/I YTBCPKACHUN JOKYMCHTA HCCKOJIBKUMHU JOJDKHOCTHBIMU JIMIOAMH HUX
IMMOAIIMCH pacCIiojararoTca Ha OAHOM YPOBHC, HAIIpUMCP:

YTBEPXIAIO YTBEPXAIO
IIpencenarens IIpencenarens Yapplmckoi
N36uparenbHON KOMUCCUT PalilOHHOW TEPPUTOPUAIBHOU
AnTalickoro kpas n30UpaTenbHON KOMUCCHH
N.0. Gamunus N.0. Gamunus
20 T 20 1.

3.5.11. Yka3aHus 10 UCTIOTHEHHIO JOKYMEHTA (PE30JTIOITHs).

VYkazaHusi MO UCIHOJHEHHWIO JOKYMEHTa MOTYT OBITh HAmHMCaHBl OT PYKH
npencenaTesieM (3aMecTUTENeM Mpejcenarens, ceKperapeM) u30upaTenbHOW KOMUCCUU
Ha TOJJMHHUKE JOKyYMEHTa Ha CBOOOJHOM OT TEKCTa MecTe, WM O(]opmIIeHB Ha
otnenbHoM sHcte ¢popmara A6 (105 x 147 mMMm) ycTaHOBIIEHHON (POpMBI (IpUIIOKEHUE
Ne 11), npuinoxeHHOM K JOKYMEHTY. YKa3aHHUs 10 UCHOJHEHUIO JOKYMEHTa BKIIOYAIOT
baMuIMd W WHAOHAIBL (MO0 JOHKHOCTH) HCIIOTHHUTENECH, TP HEOOXOIUMOCTH —
CoJiepKaHNe TOPYUYCHHsI, CPOK HMCIIONHEHUS (YCTaHABIMBACMBIN JOJHKHOCTHBIM JIHIIOM,
JABIIMM YKa3aHWE 110 HCIIOJHEHHWIO TOKYMEHTa), IOANUCH PYKOBOJUTENS W ATy,
HaIpUMep:

Cmupaoson B.I1.
bonorory U.P.
IIponry moAroToBUTH
MPOEKT MUChMa
k 00.00.0000
JInunasg moamumce
Jara

VYKkazaHusi MO MCIOJHEHUIO JOKYMEHTa, O(OpMIIEHHBIE Ha OTIEIHHOM JIHCTE,
MPUKPEIUIAIOTCS K JOKYMEHTY, K KOTOPOMY OHH OTHOCSITCA, U BMECTE€ C HHUM
MO/IIIUBAIOTCS B JICTIO.

VkazaHus 1O UCHOJTHEHUIO JOKYMEHTa MOTYT OBITh  O(QOpPMIIEHBI C
ucnons3oBanuem 11 JIEJIO.

3.5.12. 3ar010BOK K TEKCTY JIOKYMECHTA.

3arojoBOK K TEKCTYy JOKYMEHTa JOJDKEH KpPaTKO M TOYHO pPacCKpbhIBATh €ro
coJiep>kKaHHe U OBITh COTJIACOBAH C HAUMEHOBAHUEM BHUJA JOKYMEHTA. 3ar0JIOBOK MOXET
OTBEYaTh Ha BOIIPOCHI:

«0 9eM (0 KoM)?», HarIpuMep:
perieHue
O co3nanuu DKCNEepTHON KOMUCCHH,

«uero (Koro)?», Hanpumep:
JI0JKHOCTHOM perjiaMeHT
BEYIIETO CIEIHATNCTa

3aroJ0BOK COCTABIISICTCS JIUIIOM, TOTOBSIINM MPOCKT JOKYMEHTA.
JlokyMeHTbI, oopMIIeHHBIE Ha Oiankax (opmara AS, ykazaHus MO HCIIOJTHEHUIO
JOKYMEHTAa, TeJIErPaMMBbl HE 03arIaBIUBaIOTCS.



3arojoBOK, COCTOSIIIMKA W3 JAByX H 0Oojiee CTPOK, Me€YaTaeTcs dYepe3 OJIUH
MEXCTPOUHBI MHTEpBaJ, TOYKA B KOHLE 3arojloBKa HE CTaBUTCA. 3aroJiOBOK
pacroyiaraeTcsi Ha II€pBOM JIMCTE HAJ TEKCTOM JOKYMEHTa IO LEHTPY, a IpH
0ohOopMIIEHHH TIChMa — OT TPAHUIIBI JIEBOTO TOJIS.

[TuceMma, cocrtosimye u3 ogHOro ab3alla, cojaepxkaliero He Ooljiee 5 CTPOK, He
03arJIaBINBAIOTCS.

3.5.13 OTmeTKa 0 KOHTpOJIE.

OTMeTka O KOHTpOJIE TMPOCTABISETCA Ha JOKYMEHTaxX, IIOCTAaBJICHHBIX Ha
KOHTPOJIb, C UCTOJb30BaHuEeM ITamia «KOHTposb» (MM UHBIM CIIOCOOOM) Ha BEpXHEM
1oJie JOKYMEHTa CIpaBa, TM00 Ha OJJaHKE yKa3aHHs 10 UCIIOJHEHHUIO JOKYMEHTA.

3.5.14. Tekct moKyMeHTA.

TekcThl JOKYMEHTOB, CO3/1aBa€MbIX B U30MpaTENbHON KOMUCCHUHU, O(DOPMIIAIOTCS
Ha PYCCKOM $I3bIKE KaK rocyAapcTBEHHOM si3bike Poccuiickoit @enepanuu. OpunuaibHas
nepenucka H30upaTeibHOM KOMUCCUM C U30UPATEeIbHBIMH KOMUCCUSMH, OpraHaMu
rocyJapcTBEHHON BiacT cyOwbekToB Poccuiickoit depepamuu, opraHaMd MECTHOTO
CaMOYTpPAaBJICHUS BEJIETCS HA PYCCKOM f3bIKE€ KaK rOCyJapCTBEHHOM si3bike Poccuiickoit
denepanuu.

TekcT noKymMeHTa MOKET ObITh OOPMJIEH B BUJE CBSI3HOTO TEKCTA, TAOIMUIIBI HIIN
COEIMHEHUS 3TUX CTPYKTYP.

TexkcT moKyMeHTa JOKEH U3JIaraThCsl KpaTKO U SCHO, ObITh apTyMEHTUPOBAHHBIM,
obecrneunBaTh TOYHOE U OJHO3HAYHOE BOCIIPUSITHE COJIEpKAIIECHCS B HEM HH(GOPMAIUH.

TexkcTt pgoKkymMeHTa [OJKEH, Kak MpaBUJIO, COCTOSTh M3 JABYX 4YacTew.
B niepBoii yacTu yKa3bIBalOTCs IPUYUHBI, OCHOBAHUS, LIEIN COCTABICHUS JTOKYMEHTA, BO
BTOPOI — PEIICHHUS, BEIBOABI, TPOCHOBI, TPEAIOKEHHUS, PEKOMEH IAIIUH.

TexcT HOKyMEHTa MOXKET COJIepPkKaTh TOJIBKO 3aKIIOYUTEIBHYIO YacTh (Hampumep,
pacrnopsiKeHHe — paCIOPSTUTENbHYIO YaCTh 0€3 KOHCTATUPYIOIIEH, MTUCHEMO, 3asBJICHUE —
pochOy O€3 MOSCHeHHS ).

B TekcTe nokymeHTa, MOATrOTOBICHHOTO HAa OCHOBAHUM 3aKOHOJIATEIIbHBIX, MHBIX
HOPMAaTHUBHBIX MPAaBOBBIX aKTOB, U3JAaHHBIX OopraHamu Biactu Poccuiickonn dexnepanuu,
UHBIMH (eJiepaTbHBIMI TOCYIapCTBEHHBIMH OpraHamMH, OpraHaMU TOCYIapCTBEHHON
Blactu cyobekToB Poccuiickoit denepanun, LK Poccun, n3dbuparenbHoOl KOMUCCUEH,
YKa3bIBACTCSd HAMMEHOBAHUE BHJA JOKYMEHTa, HAMMEHOBAaHHME OpraHa, HW3JaBIIETO
JIOKYMEHT, J1aTa MPUHATHUS WU YTBEPXKACHUS IOKYMEHTa, €r0 PErUCTPALIMOHHBIA HOMED,
a TaKXe 3aroJIOBOK JJOKYMEHTA, 3aKJIFOUEHHBIN B KaBbIUKH.

TekcThl JOKYyMEHTOB OOJIBIIOTO 00beMa, HATpUMEDP, MHCTPYKIUH, METOANUYECKUX
PEKOMEHIalluii, MOTYT JEIUTbCA Ha pa3lelbl, MOJpa3/iebl W IYHKTbl, KOTOpbIE
HYMEpYIOTCSl apaOCKuUMH upaMu, HapuMep:

1. Paznen
1.1. [Togpaznen
1.1.1. ITynkT

A03a11bl BHyTpU MYHKTOB HE HYMEPYIOTCHI.

B nmucemax ucnonp3yrot ciaegayromiue GopMbl U3T0KESHHUS:

or l-ro nuna mHoxkectBeHHOro uucia («IIpocum u3yuuts mpoekt [lonmoxxkenus
...», «Hanpapnsem nndopmaruro...» u 1p.);

OT 3-rO JMla €IMHCTBEHHOro uucia («u30upaTenbHass KOMHCCHUS HE CUUTAaeT
BO3MOXXHBIM...», «M30HUpaTeabHasi KOMUCCHS MpeiaraeT pacCMOTPETh BO3MOKHOCTb...»).

I'padbbr u cTpokM TaOmuIbl JOJMKHBI WMETh 3aroJIOBKH, BBIPAKCHHBIC
CYIIIECTBUTEIBHBIM B UMEHUTENBHOM Tajaexe. [logzaronoBku rpad U CTPOK JTOIKHBI



OBITH COIJIACOBAaHBI C 3aroyioBkamu. [Ipomomkenue TaOIMIBI HA HOBOM JIUCTE BCETa
HAUMHAETCsl C 3arojJIOBKOB €€ CTOJOLOB (MM HOMEpPOB rpad B ciaydae, eciu rpadsl
Ta0JIMLIBI HAa IEPBOM JINCTE IPOHYMEPOBAHBI).

[Ipn ynotpebiieHnn B TeKCTe (QaMWIMKA JIMI WHULKAIBl YKa3bIBAIOTCA IOCIIE
baMuuu.

B oOpamenuu no 10JKHOCTH HAMMEHOBAHME JOKHOCTU MUILETCS C MPOMUCHON
OyKBBI, B 00OpallleHny 1o (paMUIMKM WHULKAAJIBI JIUIA HE YKa3bIBAOTCS.

3.5.15. OT™MeTKa O MPUIIOKEHHUH.

OTMeTKa 0 HaJIMYMK NPUIIOKEHUH Pacloiaraercsi OT IPaHUIlbl JIEBOTO IOJIS [TOCIIe
TEKCTa Mepesi MOANUCHIO.

Ecnu noxkyMeHT nMeeT NpUIIOKEHUs, Ha3BaHHbIE B TEKCTE, OTMETKa 00 uX
HaJIMYMK 0OopMIIETCs 1O clieAyrouei Gpopme:

IIpunoxenue: Ha 10 1. B 3 3K3.

Ecnu moxymeHT mMmeeT mpuiioKeHus, He Ha3BaHHbIE B TEKCTE, UX HAMMEHOBAHUS
HEOOXOJIMMO NEPEUYUCIUTh MOCIE TEKCTa JOKYMEHTa Iepesa MOIINUCHI0 C YKa3aHUEM
KOJIMYECTBA JIUCTOB B KXKOM MPHJIOKEHUU U KOJIMYECTBA IK3EMIUISAPOB, MPU HATUIUHU
HECKOJIbKUX MPUIIOKEHUN UX HYMEPYIOT, HAIIPUMeED:

[Ipunoxenue: 1. Tlonoxenue 06 DxcnepTHON KoMuccuu Ha 15 1. B 1 3K3.
2.  Howmenknartypa nen Ha 14 1. B 1 3K3.
Ecnu npunoxenus: cOpomtopoBaHbl, TO KOJIMYECTBO JTUCTOB HE YKA3bIBACTCH.
Ecnu npunoxenue HanpaBligeTcsd HE BO BCE YKa3aHHBIE B JIOKYMEHTE ajpeca, TO
OTMETKA 0 HAJTUYHMH MPUIOKEHUs 0hOpMIISIETCS TI0 clienyroiel Gpopme:

[Tpunoxenue: Ha 20 JI. B 3 9K3. TOJIBKO B NIEPBBIN ajpec.

Ecnmm k [gokymMeHTy mnpuiaraetcsa Jpyrod JOKYMEHT, TakKKe HMEOIINT
MPUIOKEHHUE, TO OTMETKA O HATTMYHMH MPUIIOKEHUS OPOPMITSIETCS CIIETYIOIINM 00pa3oM:

[Tpunoxenue: nucbMo YaphIllickol pallOHHOW TEPPUTOPHAIBHOU U30UpaTEeIHHOM
komuccuu ot 28 staBaps 2021 roxga Ne 01-16/3 u npuiioxkeHue K Hemy,
BCero Ha 12 1.
Ecnu npunoxxenuem siBnsieTcsi 000COOJIEHHBIN AIEKTPOHHBIM HOCUTENb (KOMITaKT-
UK, usb-Quien-HakonmuTeNb U JIp.), TO OTMETKA O HATMYHH MPUIIOKEHUU O(OpMIISETCS
CJICTYIOIIMM 00pa3oM:

[Mpunoxenne:  CD B 1 k3.

IIpu sTomM Ha BKiIajblle (KOHBEPTE), B KOTOPHIA IIOMEIIAETCS HOCUTEID,
YKa3bIBaIOTCSI HAUMEHOBAHUSI IOKYMEHTOB, 3alIMCAHHBIX Ha HOCUTEIb, UMEHa (ailyioB.

B pemieHnsAx 1 pacnopsKEHUSX CBEJIECHUS O HAIMYMU NPUIIOKEHUN yKa3bIBAIOTCA
B Tekcte. Hanmpumep:

«IIpeacraBuTh OTYET O TpoAellaHHOM pabore 1o QopMme, YyKa3aHHOU
B NpUiI0)KeHUU Ne 1.



Taxxe B TEKcTax pacloOpsAUTEIbHBIX JOKYMEHTOB, IOTOBOpAax, IOJOXKEHUSX,
IpaBUjIaX, MHCTPYKLUAX U JAPYTUX JOKYMEHTax IpHU MEpPBOM YIOMMHAHUU JIOKyMEHTa —
NPUIOKEHHSI B CKOOKaX yKa3biBaeTcs: (TpHItoskeHue) ik (mprtoskerue Ne 2).

Ecnom B JgoKymMeHTe, K  KOTOpPOMY  OTHOCHUTCS  NPUJIOKEHHE,  OHO
HE YTBEPXKJAETCsl, a MPOCTO COJACPIKUTCS CChUIKA Ha HEro, TO B MPABOM BEPXHEM YTy
yKa3bIBaeTcs, K KAKOMY PEIeHUI0 MPUII0KEHHE OTHOCUTCS, HAIIPUMeED:

[Ipunoxxenne
K pemieHnto YapbIlICKOW palOHHOMN
TEPPUTOPHUATHEHON N30UpaTEIbHON KOMUCCUH
0T Ne

[Ipy HaJIMYMM HECKOJBKHUX TPWIOKEHUH OHU HYMEpPYIOTCsS, Hampumep,
npunoxenne Ne 1, npunoxkenue Ne 2 u Tak nanee.

Ecnu npunioskeHueM K pacnopsauTeIbHOMY JOKYMEHTY SIBJISI€TCSI HOpMaTHBHBIN
NPaBOBOM aKT WIM HHOM JOKYMEHT, YTBEPXKIA€MbIM JaHHBIM pPACHOPSIUTEIbHBIM
JOKYMEHTOM, Ha NEPBOM JIUCTE MPUIIOKEHHUS MPOCTABISAETCS OTMETKA O MPUIIOKEHUU
(0e3 cchUIKM Ha pacHOpSAIUTENbHBIA JOKYMEHT) U TIpuU(] YTBEpKIEHHUS, B KOTOPOM
YKa3bIBalOTCS JaHHbIE PACHOPSAUTEIBHOIO JOKYMEHTa, KOTOPBIM YTBEPKIEH JOKYMEHT -
NOPUIIOKEHHE, HAIPUMED:

[Tpunoxenne Ne 1

YTBEPXJEHO
pemieHueM YapbIickoi paioOHHOM
TEPPUTOPUATILHON N30UpaTEIbHON KOMUCCUH
oT Ne

3.5.16. IToamuce.

B coctaB moamucu BXOIAT: HAaMMEHOBAHHUE JOJDKHOCTH JIMIA, TMOJIMKCABIIETO
JMOKYMEHT, €ro JIMYHas TMOJIMUCh, KOTOpas OQOpMISETCS CHHUMH WM YEPHBIMU
YepHUJIaMH, paciiu(poBKa MOAMUCH (MHUALIAAIBI, (DaMUITHS).

Ecau noxymeHT odopmisiercs Ha OaHKe U30HMpaTeIbHOM KOMUCCHH, TO PEKBU3UT
BKJIFOYAET HAMMEHOBAHHUE JOJKHOCTH JIMIIA, TTOAMKUCHIBAIONIETO JTOKYMEHT, €r0 JTUYHYIO
MOJINUCH, pacU(POBKY MOIMUCH (MHULIUAIBI U (HaMUITUIO), HATIPUMED:

[Ipencenarens JINYHAs TIOANUCH N.0O. Gamunus

Ecnmu  nomKHOCTHOE JMIIO, TMOJMHMCH KOTOPOTO 3aroTOBJIEHA HA MPOEKTe
JIOKYMEHTa, OTCYTCTBYET, TO JOKYMEHT IMOJIUCHIBAET €r0 3aMECTUTEIb WIIN HHOE JIUIIO,
UCTIONHSIOMIee ero o0s3aHHOCTH. [Ipu 3ToM 00s3aTenbHO yKa3bIBAIOTCS (haKkTHUYEeCKas
JOJDKHOCTD JIMIIA, TIOITUCABIIETrO JOKYMEHT, ¥ €T0 (DaMUIIHs.

He pomyckaercs moAmUCHIBaTH JOKYMEHTBI C  TOPEUIOTOM  «33a»  WIH
IPOCTaBJICHUEM KOCOM YepThI Mepe]] HANMEHOBAaHHEM JOJKHOCTH.

Ecmu moxymeHT odopmisiercss He Ha OlaHKe, TO PEKBH3UT COJACPIKHUT TOJTHOE
HaMMEHOBAHHE JOJDKHOCTH JIMIA, MOAMMCABIIETO JOKYMEHT, €ro JIMYHYIO MOJIHCH,
pacmudpoBKy noanucu (MHAIKAIB 1 Gpamuiuio). Hanpumep:

3amecTtuTens npeacenarens Yapblckon paioHHON
TEePPUTOPHATIEHON N30UPATENbHOM JIUYHas



KOMHCCHUH HOAIINCH HN.0. damunusg

[Ipu moanucanuu JOKyMEHTa HECKOJIBKUMHU JOJDKHOCTHBIMU JIUIIAMU UX TOJIUCH
pacrmoyiaraloTcsi OJIHa TOJ JAPYrodl B TOCIEI0BATEILHOCTH, COOTBETCTBYIOIIEH
3aHMMaeMOU JOJKHOCTH, HAIIPUMED:

[Ipencenarens JIMYHas NOJAMUCH N.0. ®amunus
Cekpetapb JMYHAs MOANKCH N.0. damunus

HpI/I noANMMCaH JOKYMCHTAa HCCKOJIbBKUMHU JIMIIaMH, 3aHUMAlOIIMMHU PABHBIC
AOJDKHOCTH, UX IMOAIIMCH pacCIIojIararoT Ha O1HOM YPOBHC. HaHpHMep:

HagansHUK OTHENA Hagansank
110 00€ECIIEYECHHIO eI TEILHOCTH 0a30BBIX oTJieNia — TJIaBHBINA OyXTranTep
(OTIOPHBIX) TEPPUTOPHATHHBIX
M30UpaTENbHBIX KOMUCCHI
JUYHAs MOAMUCH, WHUIIAAIBI, PaMuus JUYHAs TOANKUCH HWHUITUANBI, (haMIIIUS

B nokymeHnTe, MOATOTOBIEHHOM KOMMCCHEH, MOANUCH PACIIONararoTCs OJHA IO
npyroi. IlepBeiM yKka3biBaeTcs npejacenareilb KOMUCCHH, a (paMHIMK YIEHOB KOMUCCUU
pacnonararTcs B aipaBUTHOM nopske. Hampumep:

HpeﬂcenaTenb KOMHCCHH JIM49Has 1nIoAIncCh HWHUIIUAJBI, q)aMPIJII/IH
YeHpl KOMHUCCUH JIM49Has 1nMoAIncCh HWHUIIUAJBI, q)aMPIJII/IH
JIM4Has 1IIoAIucCh HMHHUIIUAIBI, (baMI/IJ'II/I}I

Ecnu mokyMeHT cocTaBieH Kak mpuiaraemMas K OCHOBHOMY JIOKYMEHTY CIpaBKa
Wi nHGopMaIus, To OH 0POPMIISIETCS B COOTBETCTBUU ¢ MyHKTOM 3.5.15 MHCTpyKIINH,
a BMECTO TMOAMHUCH TMOJ TEKCTOM JOKYMEHTa, KaK IPaBHJIO, YKa3bIBaeTCS Ha3BaHHE
COOTBETCTBYIOIIETO OTJeNa ammapara u30upaTeIbHOH KOMHUCCHH, B KOTOPOM
MOJITOTOBJICHA CIIPaBKa WJIM WH(OPMAIIHS.

OTtmeTka 00 DJIEKTPOHHOM TONIMUCH HCIOJB3YETCSl TPH  BHU3YyalU3alUH
AIIEKTPOHHOTO JOKYMEHTA, MOJAMMCAHHOTO SJEKTPOHHON MOMANUCHIO, C COOIOEHUEM
CIEeAYIOINX TPEOOBaAHUM:

a) MeCTO pa3MeNIeHHs OTMETKH 00 DJJIeKTPOHHOH TMOAMUCH  JOJDKHBI
COOTBETCTBOBATh MECTY pa3MeIIeHUsT COOCTBEHHOPYYHOW TOJIMUCH B aHAJIOTHYHOM
JOKYMEHTE Ha OyMa>kHOM HOCHUTEIIE;

0) BJIeMEHThI OTMETKH 00 3JIEKTPOHHOW IOJITUCH JOJIKHBI OBITh BHJIUMBIMU U
YUTaeMbIMU TIPU OTOOPAXKEHUH JOKYMEHTA B HATYPaIbHOM pa3Mepe;

B) 2JIEMEHTHI OTMETKU 00 AJIEKTPOHHOUW MOJIMUCH HE JOJKHBI MEPEKPBHIBATHCS WUITH
HaKJIaJIbIBAThCS APYT HA IPYTa;

T) DJEMEHThl OTMETKH OO0 JJEKTPOHHON MOJANMHUCH HE JOKHBI TEPEKPHIBATH
DJIIEMEHTHI TEKCTa JIOKYMEHTa W JIpyrue OTMETKM 00 JJIEKTPOHHOH moamnucu (mpu
HaJTUYHH).

OTmeTka 00 OSJIGKTPOHHOM TMOANMCH B COOTBETCTBUU C 3aKOHOJATEIHCTBOM
Poccuiickoit @enepanmu BimodaeT ¢pa3y «JlOKyMEHT TOANUCAH dSJIEKTPOHHOMN
MOJIIKMCHI0», HOMEp cepThuduKara KIoYa DJJIEKTPOHHOW MOANUCH, (HaMUIIHIO, UMS,



OTUYECTBO BJIAJENbIA CePTH(PUKATA, CPOK NEUCTBUS cepTU(UKATA KIFOYA SJIEKTPOHHOU
noanucu. OTMeTKa 00 AJIEKTPOHHOHW TOANMHMCH MOXKET BKIIIOYaTh H300pakeHHe repoda,
AMOJIEMBbl OpraHa BJIACTH (OpraHu3alluu), TOBApHOTO 3HaKa (3HaKa OOCTY>KUBaHUS)
OpraHu3aIliy B COOTBETCTBUH C JCUCTBYIOIIUM 3aKOHOJATEIILCTBOM, HAIIPUMED:

DM6aemMa JOKYMEHT HQI[HI/ICAH
oprasa SJIEKTPOHHOU ITOAITNCBIO

BJIACTH

Hammenosanue W.U. UBanos
JIOJDKHOCTH
Ceprudukat 1al11aaa000000000011
Bnanenen Banos MBan MBanoBru
HetictBurenen ¢ 01.12.2013 mo 01.12.2019

3.5.17. I'pud cornacoBaHus.

I'pud cormacoBanusi JOKyMEHTa MPOCTABIAETCA HA JOKYMEHTAaxX, COTIACOBAHHBIX
opraHamMH BJacTH, OpPraHMU3AlUsAMH, AOHKHOCTHBIMM Jnuamu. ['pud cormacoBanus B
3aBHUCHMOCTH OT BHJA JOKyMEHTa W OCOOCHHOCTEH ero oQOpMIIECHUS MOXKET
MPOCTABJISATHCA:

- Ha NEPBOM JIUCTE JOKYMEHTa (€ciu JOKYMEHT UMEET TUTYJbHBIM JHCT, - Ha
TUTYJIBHOM JIMCTE) B JIEBOM BEpPXHEM YIJIy Ha YpOBHE Tpuda YTBEpKIACHUS WIH TIOJ
HAaUMEHOBAHHEM JIOKYMEHTa OJIMKe K HIDKHEMY TIOJTIO);

- Ha MOCJIETHEM JINCTE JJOKYMEHTA MO/ TEKCTOM;

- Ha JIUCTE COTJIaCOBaHUS, SIBJSIOUIEMCS HEOTHEMIIEMON YacThIO IOKYMEHTA.

I'pucd cormacoBanusi coctoutr u3 cioBa COI'JITACOBAHO (6Ge3 kaBbIueK,
MNPOMUCHBIMU OyKBaMH), HAUMEHOBAHHUS JOJDKHOCTU JIMIA, KOTOPBIM COTJIACOBaH
JOKYMEHT (BKJIIOYasi HAUMEHOBAHME OpPraHHU3alluHu), €ro COOCTBEHHOPYUYHOH MOAMMCH,
UHUIIMAJIOB, ()aMWINH, 1Tkl COTJIACOBAHUS, HAlIPUMED:

COI'JTACOBAHO
[Ipencenarens
Yapeiickoi pailOHHOW TEPPUTOPUATIBHON
n30HUpaTeIbHON KOMUCCUI
JUYHAS MOANKUCH WHULHUAIbI, (aMUIHS
Jlara

Ecnu cornacoBaHue oOCyIIECTBISIETCS KOJUIETMaJbHBIM OpraHoM, B TIpude
COIJIACOBaHMS YKa3bIBAIOT CBEAEHUS 00 OpraHe, COIJAacoBaBIIEM JOKYMEHT, JlaTe U
HOMEpEe NPOTOKOJIa, B KOTOPOM 3a(UKCUPOBAHO pelleHHe o corjacoBanuu. Ecmu
COIJIaCOBAHME OCYILECTBIISECTCA MUCbMOM, YKA3bIBAIOT BUJI JOKYMEHTA, OPraHU3AINI0 —
aBTOpa JOKYMEHTA, 1aTy U HOMEp NMHCbMa, HallpuMep:

COT'JTACOBAHO
MPOTOKOJIOM DKCHEPTHON KOMUCCHH
YapsInickoll paiOHHOW TEPPUTOPHUAIIBHON
n30UpaTeNbHON KOMUCCHH
oT 20 1. Ne
COT'JTACOBAHO
nucbMoM Pocapxusa

oT 20 1. Ne



3.5.18. Buza.

BHyTpeHnHee corylacoBaHue —IpoeKTa JOKyMeHTa odopMisieTcs  BU30i.
Bu3a BKIItOUaeT noAnyuch BUBHPYIOUIET0, paciin(poBKY NOANUCH (MHULUANbI, (haMUIIUs)
U JaTy, IpU HEOOXOJUMOCTH MOXKET OBITh YKa3aHa JOJKHOCTh BHU3HUPYIOILETO,
Harpumep:

I'maBHbI Oyxranrep

JMYHAas MOANUCH MHULMAJIBI, (aMUIUSL

Jlara

[Tpu HanuuuK 3amMeyaHui K JOKYMEHTY BU3a 0(OpMIISIETCS CIEAYIOLUIMM 00pazoM:
3aMeuaHus pUIaraloTcs

PykoBoauTens nHGOPMALIMOHHOTO LIEHTpa

JIMYHAs TOANHUCH UHUIMAJIBI, (aMHUITUSL

[lara

3amMeyaHus M3JIararoTCs Ha OTAEJIBHOM JIMCTE, MOAMMCHIBAIOTCS U NMIPHIAraTcs K
JOKYMEHTY.

JlonycKaeTcs MONMCTHOE BUBUPOBAHHUE TOKYMEHTOB M NPUJIOKEHUN K HAM.

Ecin moIMHHUK JTOKyMEHTa OCTaeTcsi B H30UpaTenbHOM KOMHCCHH, BH3bI
IPOCTABIISAIOTCS B HIDKHEH 4acTW OOOPOTHOW CTOPOHBI MOCIEAHEro JIMCTa MOJUIMHHUKA
JIOKyMEHTA.

JUiss TOKyMEHTa, MOJUTMHHUK KOTOPOTO MOIJIEKHUT OTHpaBKe M3 M30HpaTeNbHOU
KOMHUCCHH, BU3bI IPOCTABIISAIOTCS B HUJKHEW YaCTH JIMLIEBOM CTOPOHBI IIOCIEIHErO JIUCTa
KOIIUH OTIPABISIEMOr0 JIOKYMEHTA.

[lopsiiok M CpPOKM BHU3UPOBAHMS MPOEKTOB IOCTAHOBIEHUN H30HpaTEIbHON
KOMHCCUU U DPAcIOpsDKEHHUM mpejacenarenss M30MpaTelbHOM KOMHCCHM YCTaHOBIIEH B
COOTBETCTBYIOIIUX pasaenax MHcTpykuuu.

CormnacoBanue npoekTa JoOKymMeHTa MoxkeT ocyniecTBisaTbes B [TW JIEJIO.

3.5.19. Ileuars.

IleyaTts 3aBepseT MOIMHHOCTH IMOANMCH JIOJKHOCTHOTO JIMLIA HAa JOKYMEHTax,
YIOCTOBEPAIOIIMX MPEAYCMOTPEHHbIE MPABOBBIMU aKTaMU MOJTHOMOYHS JOKHOCTHBIX
UL WK (QUKCUPYIOIIUX (aKThbl, CBA3aHHbIE C ()MHAHCOBBIMHM CPEJICTBAMHU, a TaKXkKe Ha
MHBIX JOKYMEHTaX, IPEAYyCMaTPUBAIOLIUX 3aBEPEHHE [TOJIMHHOMN MOIUCH.

[leyats craBuUTCS Ha CBOOOJHOM OT TEKCTa MECTE, HE 3axXBaTbIBas JIMYHOU
NOJIMUCH JOJDKHOCTHOrO Jnna. lledarb MoOKeT 3axBaThlBaTh 4YacTh HAWMEHOBAHUS
JOJKHOCTH JIMIIA, TOANMCABIIETO JOKYMEHT.

B nokymeHTax, MOATOTOBJICHHBIX HAa OCHOBE YHU(HUIIMPOBAHHBIX (hopm, medarb
CTaBUTCS B MeCTe, 0003HaUeHHOM OoTMeTKOU «MII» ninm uHbIM 00pazom.

3.5.20. OTMeTKa 0 3aBepeHUU KOIHUHU.

OTmeTka 0 3aBepeHHU KONHMH O(GOpMIISIETCS Ul MOATBEPKICHHUS COOTBETCTBUS
KONIMM JOKYMEHTa (BBIIMCKM M3 JOKYMEHTA) IMOJIMHHUKY J0KymMeHTa. OTmeTka o



3aBEpPEHUU KOIUU MPOCTABISETCA I0J] PEKBU3UTOM «IIOJIMUCH» U BKIIOYAET: CIIOBO
«BepHo» nnn «Konusi BepHa», HAMMEHOBAHUE JOJDKHOCTH JIMIIA, 3aBEPUBIIETO KOIMIO,
€ro JIMYHYIO MOAMUCH, pacIu(PpPOBKY MOANUCH (MHUIIUATBI, (DAMILUINIO), ATy 3aBEPEHUS
KOIUHU (BBITIUCKYU U3 IOKYMEHTA), HallpuMep:

Bepno (Komnus BepHa)

Cexpetapb HaphbIlicKoil pailoHHOM

TEPPUTOPHUATHLHON N30UpaTEIbHOMN

KOMHUCCHH JUYHAas NOANKCH UHUIUANBI, (paMUITHS

Jara

Ecnau xomust BbigaeTcst A MpeACTaBICHUS B APYTYIO0 OpraHU3aIMio, OTMETKA O
3aBEPEHUU KONUU JOIOJIHAETCA HAJIUChI0 O MECTE€ XPAaHEHHUsS JOKYMEHTa, C KOTOPOTo
Obuta m3rotoBieHa komus («IlogIMHHMK AOKYMEHTa HaXOAWTCS B (HAaUMEHOBaHHE
opranu3zanuu) B gene Ne ... 3a ... TOJ») U 3aBEpSAETCS NEYAThI0 OPraHU3aLUH.

Bepno (Komnus BepHa)

CexpeTapb HapblllICKOM paliloOHHOHN

TEPPUTOPUATIHEHON N30UpaTEIbHOMN

KOMHCCHUHU JTUYHAs TTOANKCH WHULHAIIBI, (haMUITUS

Jlara

[TommMHHUK DOKYMEHTA HaxXoAuTCs B YUapbIIICKOW pallOHHOM TEPPUTOPHUATIBHON

n3buparensHol kKomuccuu B aene Ne 12 3a 2015 rog.

[Teuars

[Ipy HeoOXOIMMOCTH TIPU 3aBEPEHHHM KOIMWUU JIOKYMEHTa MOXET OBITh
MIPOCTABJICHO BpPEMs 3aBEpECHHsS (HAIpUMEp, MPU 3aBEPEHUU KOIMHUM MPOTOKOJIOB 00
UTOTaX TOJIOCOBAHUSA, O PE3yJIbTaTaxX BHIOOPOB).

JI71st mpocTaBiIeHHs] OTMETKHU O 3aBEPEHUH KOITUU MOKET MCIIOJIb30BATHCS ILITAMIL.

3.5.21. OtmeTka 00 UCTIOTHUTEIIE.

OTtmeTka 00 wuUCHOJHUTENE BKJIOYaeT B ceds (amMuiuioo, UMs U OTYECTBO
UCTIOJTHUTENSI JOKYMEHTa M HOMEp ero CiyxeOHoro TtenedoHa € KOJIOM peruoHa.
OtmeTka 00 UCIOJHUTENE MOXET JIOMOJHATHCS HAaWMEHOBAaHHWEM JOJKHOCTH,
CTPYKTYPHOTI'O MOJIpa3/IeJCHHs U 3JIEKTPOHHBIM aIpeCOM MCTIOTHUTEIIS.

OTMmeTKy 00 UCIIOJIHUTENIE PACTIONaralT Ha JIMLEBON WM, PU OTCYTCTBUU MECTA,
Ha 00OPOTHOM CTOPOHE TMOCJEAHETO JUCTAa JOKYMEHTa B JIEBOM HIDKHEM YTIIY pa3MepoM
mpudra 10 MyHKTOB, HAIPUMED:

Bymyesa TaTtbsHa AnexceeBHa
8(38574) 22-5-07.

3.5.22. OT™MeTKa 0 HampaBJICHUHU JOKYMEHTA B JEJO.

OTMeTKka O HampaBlICHUM JOKYMEHTa B JEJO0 ONPEAeIsIeT MECTO XpaHEHUS
JIOKYMEHTa II0CJIe 3aBEPIICHHS PabOThl C HUM M BKJIIOUYAeT: clioBa «B memo», mHACKC
Jiefa 1O HOMEHKIAType Jell, B KOTOpOo€ MOMENIaeTCs JAOKYMEHT Ha XpaHEHue, C
yKa3aHUeM T0ja, JOJDKHOCTH JuIla, O(OPMHUBIIETO OTMETKY, JUYHOW TOMAMKCH, AAThl,
HarpuMmep:

B nemno Ne 01-13 322018 1.

Cekperaps Yapsbliickoil palloOHHON
TePPUTOPUATILHON N30UpaTEeTbHON KOMUCCUI
Jlndnas noanuch [ara



OtMeTKa 0 HaIpaBJICHUMW JOKYMCHTA B JACJIO MOXKCT IOOIOJHATBCA KPATKUMH
CBCACHHAMMU O XaPaKTCPC UCIIOJIHCHUA JOKYMCHTA.

4. Opranuzauus padoThl
C OTHpPAaBJIsiEeMbIMH (MCXOASIIUMH) TOKYMEHTAMH

4.1. PaGota ¢ oTmpaBisieMbIMU (UCXOASIIMMHU) U3 H30UpATEILHON KOMUCCUU
JOKYMEHTAaMH BKJIIOYAET UX PETUCTPALIMIO, POBEPKY MPABUIBLHOCTH ODOPMIICHHUS, B TOM
qiclie HAJIM4Yue TOJHOTO ajJipeca W €ro TOYHOCTh, HAM4He MOUIMHHOW MOJANMUCH (IS
AJIEKTPOHHOTO JOKYMEHTa — MpPOBEpPKa IOJJIMHHOCTU DSJIEKTPOHHOW NOJIHUCH), BH3
KOOpJMHATOpa, WCIIOJHUTENS M COUCIHOJHUTENEH, APYTHMX HEOOXOJUMBIX 3JIEMEHTOB
o(opMIIeHHS, YKa3aHHBIX MPUIIOKEHUMN, U OTIIPABKY.

OTBETCTBEHHOCTh 3a TMPABUJIBHOCTh yKa3aHUs B TNHUCbME (B TOM 4HCIE
CONPOBOJIUTEIBLHOM) WJIA CIIMCKE PACCBHUIKMA PEKBU3UTOB IOIYyYaTelNsi KOPPECIIOHIEHIIUH,
a B HEOOXOJIMMBIX CITydasx €ro MouToBOTro (TenerpadHoro) ajapeca HECET WUCIIOIHUTEh
JIOKYMEHTA.

4.2. Ucxonsmue AOKYMEHTH MEYaTaloTcs Ha ONaHKaX YCTaHOBJICHHOH (OPMBI
(mpunmokenue Ne5, Ne8) wm  odopmisioTcss B COOTBETCTBHH C  TOJIOKCHUSIMHU
Nuctpykuum.

4.3. OTnpaBKka JOKYMEHTOB W3 M30UPATEIbHON KOMHCCHHM OCYIIECTBISETCS
NOYTOBOM, TenerpadHoil cBs3bio, Mo KaHaiaMm cBsi3u ['AC «BwiOopb» cpeacTBamu
anektpoHHoi moutel M JIEJIO, xananam (akcUMHIBHON CBsI3U, MHQPOPMAIMOHHO-
TEJIEKOMMYHHUKAIIMOHHOM ceTu HTepHEeT Wi HapOYHBIM.

Pemenne o cnocobe AO0CTaBKM JOKYMEHTA, a TaKXKe O HEOOXOJUMOCTH JOCBUIKH
ajpecaTy IMOJJMHHUKA JOKYMEHTa Ha OyMaXHOM HOCHTENE B CIly4ae OTIpPaBKU
MOKyMeHTa cpenctBamu 3iekTponHoi noutsl [IW JIEJIO, no pakcuMuinbHON CBA3U WX
UH(OPMAIIMOHHO-TEJIEKOMMYHUKAITMOHHON ceTu MIHTepHeT NPUHUMAET UCIIOJIHUTENh T10
COIJIaCOBAHMIO C PYKOBOJUTENEM M30MpaTeIbHOW KOMHCCHH  (pYKOBOJAUTEIEM
CTPYKTYPHOT'O MOJpa3fiefieHus] amnmnapaTa U30MpaTeIbHOM KOMHCCUH), OTBEYAIOLIUM 32
UCIIOJTHEHUE JOKYMEHTA.

4.4. 1lpu odopmieHun OTNpaBiIsieMbIX (UCXOISAIIMX) NHCEM U TellerpaMM
UCIIOJIHUTENb YKa3bIBA€T IOJIHBIMA IMOYTOBBIM (BKJIIOYash HMHJEKC) aJipec OpraHu3aluu
100 TpakIaHUHA.

4.5. Ucxopsmue mnucbMa, B TOM YHUCIE OTBETHl Ha BXOJALIUE JOKYMEHTHI,
Oo(pOpMJICHHbBIE B COOTBETCTBUU C TpeOOBaHMSIMU WHCTpYKIMU HampaBisioOTCs 3a
NOJNHUCHIO Tpelceaarest (3aMecTUTeNsl NpeacenaTenis, CceKperaps) H30upaTenbHOU
KOMHCCHH Ha OJJaHKaX YCTaHOBJIEHHOH (DOPMBI.

4.6. IlognucanHble MMChbMa U TeJIErpaMMbl BMECTE C KOMUSIMU, 3aBU3MPOBAHHBIMU
WCIIOJIHUTENEM, TEpENaloTCs Ui PErucTpalud M OTIPAaBKM B OTKPBITOM BHUJE
OTBETCTBEHHOMY 3a BEJCHUE JCIIONPOU3BOICTBA.

JIOKYMEHTBI, CO/Aep)Kaliue BOIMPOCH (PMHAHCOBOTO XapakTepa, MOKHBI OBITH
3aBU3UPOBAHbI INIABHBIM OYXTalnTepoM U30MpaTebHON KOMUCCHH.

Ecau otnpasnsieMblil (MCXONSIINM) TOKYMEHT SIBIISIETCSI OTBETOM Ha BXOJSLIUN
JOKYMEHT, HWCHOJHHUTENb JMOO OTBETCTBEHHBIM 3a BEIEHHE JIEJIONPOU3BOJICTBA
NpUOOIIAeT MOJITMHHUK BXOSIIETO JOKYMEHTa K KONMUHU OTIPABIISIEMOrO JOKYMEHTA,
OCTAaloIIeNncCsd B J€EIE.

4.7.C wucnons3oanuem IIM JEJIO wumu Jpyrux perucTpaluoHHbIX (GopM
JIOKYMEHTaM IIPUCBAUBACTCS MCXOMALIUN PETMCTPALIMOHHBIA HOMEpP, KOTOPBIA COCTOUT



U3 MHJAEKCAa Jela II0 HOMEHKIAType Jel M IOPSAAKOBOIO HOMEpa JOKYMEHTA,
pa3zesieHHbIX KOcoM uepToil. Mcxondmuii perucTpaliOHHbIA HOMEP YKa3bIBA€TCS TAK¥KE
Ha KOIIMH JOKYMEHTA, OCTAIOLIEHCS B JIEIIE.

IIpn peructpanum wucxoxdmero aokyMeHta B PK  oOs3arenbHO BBOAATCA
ClelyIolIe PeKBU3UTHI: JaHHbIE 00 anapecare (pamuiivs, UMs, OTYECTBO (PU3UUECKOTO
JUIa WIM Ha3BaHUWE OPTaHU3allK, MECTOHAXOXKICHHE TOoJydaTens), a Takke KpaTKoe
COEpKAaHUE JIOKYMEHTA, KOJIMYECTBO JINCTOB OCHOBHOIO JOKYMEHTa M JIMCTOB
MPUIOKEHHUS, KOJJUYECTBO IK3EMIUIIPOB, UCIIOJIHUTENb JOKYMEHTA, €r0 COUCIIOIHUTENH,
a TaK)K€ KEM OH IOJIHUCaH.

4.8. Jlns mepepaun MCXOMASIIETO JTOKyMeHTa 1o kananaMm cBsizu ['AC «Breioopsi»
cpeactBaMu  anekTpoHHo moutsl  [IM  JIEJIO wiam  210eKTpOHHOM — MOYTOM
UH(OPMAIIMOHHO-TEJICKOMMYHUKAITMOHHON ceTh VIHTepHET MCHOJIHUTENbh MPEICTaBIsSET
OTBETCTBEHHOMY 3a  BEIEHHME  JEJIONPOU3BOACTBA  OTIPABISIEMBI  JTOKYMEHT,
O(QOpMJIEHHBIA B COOTBETCTBUU C TpeOOBaHUAMU MHCTPYKIMH U €ro 3JEKTPOHHYIO

BEPCHIO.
[Tocne perucrpammu noxkymenta k PK B IIM JIEJIO mnpukperuisiercst Qaiin
dopmara .doc (.exl) (mpm HeobOxomumoctu — .pdf). JIOKyMEHTBI M TNPHIOKEHUS B

dopmare MS Word® u MS Excel® 3aBepsrorcs 5IEKTPOHHONM NOAMKMCHIO JIMIIA,
MOJIMMCABIIETO JaHHBIE JOKYMEHTHI

4.9. Tlo xananaM (hpakCUMUIBHON CBS3U JOKYMEHTHI MEepealoTCsl OTBETCTBEHHBIM
3a BeJICHUE JEJIONPOU3BOJICTBA MIOCIIE UX PETUCTPALIUU.

4.10. [Ipu oTmpaBKe TelerpaMMbl OoJiee YeM B YETHIPE a/ipeca OTBETCTBEHHOMY 3a
BEJICHUE JIETIONPON3BOJICTBA MPEIOCTaBIACTCS €¢ OOPMIICHHBIA MOATUHHUK, KOMUSA U
JIBa 3K3EMIUISIpa MOJAMNUCAHHOTO CIHCKA PACChUIKA C YKa3aHHEM IOJIHBIX IOYTOBBIX
(BKJTFOUAst IOYTOBBIN UHACKC) apECOB.

4.11. Ilpu otmpaBke mHchMa Oojee YeM B YEThIpe ajapeca HCIOJHUTEIb
COCTaBIIIET CIIMCOK PACCBHUIKUA YCTaHOBIEHHOUW ¢opmbl (mpuinoxeHue Ne 10), koTopbrit
NOJIMUCHIBAETCS  MpejacenaTeneM  (3aMecTUTelleM  Ipejcenarensi,  CeKpeTapeM)
U30MpaTeIbHOM KOMHUCCUU U UCHOJHUTENEM. [IMChMO M CIIMCOK PAaCCBUIKU MEpeatoTcs
OTBETCTBEHHOMY 3a BEJCHHE JIEIONPOU3BOJICTBA JUIsl peructpauuu. [locne perucrpanun
NUChMa OTBETCTBEHHBIN 32 BEJIEHUE JACIONPOU3BOICTBA TUPAKUPYET €r0 U OTIPABIISIET.

Ecnu nucemo HampasisieTcst He Oosiee yeM B YeThIpe ajpeca, TO MOANMCHIBAETCS
KaX bl SK3EMILISP.

Ecnmu ogHOMy M TOMy ke ajpecaTy HaNpaBISIOTCS OJHOBPEMEHHO HECKOJIBKO
JOKYMEHTOB, TO OHM MOTYT KOMIUJIEKTOBATHCS B OJWH KOHBEPT, Ha KOTOPOM IIOCIIE
azpeca TIOJIydaTeNs MPOCTABISIOTCS MCXOMAILIME PErucTpalMoOHHbBIE HOMEpa Bcex
BJIOXKEHHBIX JOKYMEHTOB.

4.12. OtnipaBKa JTOKYMEHTOB IpPOU3BOJUTCA OTBETCTBEHHBIM 3a BEJEHUE
JIEJIONPOU3BOJICTBA €XKEJAHEBHO B 4Yachl pabOThl M30MpaTeNbHOM KOMHCCHH, KpOMe
BBIXOJIHBIX M HEpaOOUuuX Mpa3gHUYHBIX THEH.

[Topsimok OTHpaBKH MCXOIAIIMX JOKYMEHTOB IOCIIE OKOHYaHHs pabodero IHS, B
BBIXOJIHBIC W Hepabouue TMpa3THUYHBIC ITHHW, B TIEPUOJ TOATOTOBKH W TIPOBEICHUS
M30MpaTEeNbHBIX KaMIIAaHUW ONpeAessieTcs npeaceaaTeneM n30upareabHO KOMUCCHH, B
cllydae OTCYTCTBUSL TpeAcenaTeNiss — 3aMECTUTeNIeM TMpeicenaTelis, CeKpeTapeM
n30MpaTeNnbHON KOMUCCHH.

4.13. IokyMEeHTBl C OTMETKOM O CpPOYHOCTH JOCTaBKM «Becbma cpoyHO» H
«CpouHO» OQOPMIISIOTCS HE3aMEIJIUTENIbHO, OTIPABISIOTCA Mo KaHamam cBsizu ['AC



«Br16ope» cpenctBamu anektponHoi moutel 1M JIEJIO, kanamam QaxcuMmuiabHON
CBsI3U, ceTu MIHTepHEeT, HApOUYHBIM.

4.14. lokymMeHTBl 0€3 OTMETOK O(OpPMIISIIOTCS IO Mepe MOCTYIUICHUS
OTBETCTBEHHBIM 3a BEJICHHE JICIONPOU3BOICTBA U OTIPABIIAIOTCS 10 KaHayiaMm cBsizu ['AC
«Br160pEI» cpeacTBamu dekTponHoi moursl [IW JIEJIO.

4.15. JIoKkyMeHTBI, HallpaBisieMble TPakJaHUHY [0 YKa3aHHOMY UM IOYTOBOMY
azapecy (aapecy 3J€KTPOHHOH MOYTHI), OTHPABIIAIOTCS YEPE3 MOYTOBOE OTJCIECHHUE CBA3U
MPOCTHIMHU TOYTOBBIMU OTIPABJICHUSIMHU WM 3aKa3HBIMH MUChbMaMU JHUOO MOCPEICTBOM
AIEKTPOHHOU MOYTHI.

4.16. OrmpaBisieMbie (MCXOJSININE) JTOKYMEHTHI, O0(OPMIICHHBIE C HapyIICHHEM
TpeOboBanuii MHCTpykuMu, K OTIpaBKE HE NPUHUMAIOTCS M BO3BpALIAOTCS
UCIIOJIHUTENSIM Ha JopaboTky. KoppecnoHneHius HeciykeOHOro xapakTtepa, B TOM
YyCIie IMYHAsA KOPPECIOHACHIMSA, K OTIIPABKE HE TPUHUMAETCS.

4.17. Konuu UCXosuX JOKYMEHTOB, COACpPIKAIllME BU3bI, TIOMEIIAIOTCS B €O B
COOTBETCTBUHU C HOMEHKJIATYPOH Jes u30upaTeibHON KOMUCCHH.

5. OcoOeHHOCTH PaGOTHI € ITEKTPOHHBIMHU JOKYMEHTAMM

5.1. DneKTpoHHBIE  JTOKYMEHTHI  SABIAIOTCS  OQUIUANIBHBIMU  JOKYMEHTAMH.
DNeKTpOHHBIE JOKYMEHTBHI CO3JaroTcs, oOpabaTeiBaloTcs M XpaHsaTcs B cucteme [1U
JEJIO.

5.2. DNEeKTPOHHBIA JOKYMEHT JODKEH ObITh O(QOopMIIEH O OOIUM TMpaBHiiaM
JIEJIOTPOU3BOICTBA U UMETh PEKBU3UTHI, YCTAHOBJICHHBIE JI aHAJIOTHYHOTO TJOKYMEHTa
Ha OyMa)XHOM HOCHUTEIIE.

5.3. B u3buparenbHO KOMUCCUM MOTYT CO3/1aBaThCs U UCIIOJIb30BATHCS:

AJNIEKTPOHHBIE  JIOKYMEHTBI, CO3/JaBaeMble B  3JEKTPOHHOU ¢dopme  0Oe3
MpEeABAPUTEIHHOTO JOKYMEHTUPOBAHUS HA OyMa)KHOM HOCHUTEIIE;

AJIEKTPOHHBIE KOMWU JOKYMEHTOB, IOJYYEHHBIE B pE3yJlbTaTe CKaHUPOBAHUS
JnokyMeHToB U xpansmuecs B [T JIEJIO.

5.4. JIng moATBEPKICHUSI TOJJIMHHOCTH TIPH TIepeade AMEKTPOHHBIX TOKYMEHTOB
B JIpyTrHM€ TOCYJapCTBEHHBIC OPTaHbl JTOKYMEHTHI 3aBEPSIOTCS IJIEKTPOHHOW MOIMHUCKHIO
JTOJKHOCTHOTO JIMIIAa W30MpaTeNbHOW KOMHUCCHHM, TIOJIMUCABIIETO JOKYMEHT, B
cootBercTBUU ¢ DenepanbHbiM 3akoHOM OT 6 ampens 2011 roma No 63-d3 «O06
AJIEKTPOHHOU MOATIACH.

5.5. IIpu o6paboTKe, pacCCMOTPEHUU, COTJIACOBAHUU U MOJMUCAHUH DJICKTPOHHBIX
nokymentoB B [IM JIEJIO Bo BHYTpeHHEM JIOKYMEHTOOOOPOTE MOTYT HCIIOJIb30BATHCS
CrocoObl TOJATBEPXKJICHUSI JIEUCTBUN C DJIEKTPOHHBIMU JOKYMEHTaMH, IMPU KOTOPHIX
AJNICKTPOHHAS TOANUCh HE UCHONb3yeTcsa. MaeHTtudukamus TOHKHOCTHOTO —JIMIIA
MPOU3BOAUTCS 10 ero yuetHou 3anucu B [11 JIEJIO.

5.6. CocraBnenue, odGOpMIECHHE U COTJACOBAaHHE MPOEKTOB OSJIEKTPOHHBIX
JIOKYMEHTOB OCYIIIECTBIISETCS 1O OOIIMM MpaBUIaM JIEJIONPOU3BOJICTBA, YCTAHOBICHHBIM
B OTHOIIICHUH aHAJIOTHYHBIX JOKYMEHTOB Ha OyMa>kHOM HOCUTETIC.

5.7. CocTaB 3J€KTPOHHBIX JOKYMEHTOB, oOpamatonmxcs B cucreme 11 JIEJIO,
yCTaHABJIMBACTCSl TEpPEYHEM JIOKYMEHTOB, CO3JaHUE, XpaHEHHWE U WCIOJb30BaHUE
KOTOPBIX MOXKET OCYIIECTBIISITHCS UCKIIOUUTEIHHO B (DOpME AIEKTPOHHBIX JOKYMEHTOB,
pa3zpabaTbiBaeMOM Ha OCHOBe pekomeHnanuii denepalibHOrO apXWBHOTO AareHTCTBA
(manee — Pocapxus).



5.8. [lepeueHp MOKyMEHTOB, CO3JaHHE, XPAHEHHE M HCIIOJIB30BAaHUE KOTOPBIX
MOJKET OCYIIECTBISATHCS HUCKIIOYUTENBHO B (QOpME DIIEKTPOHHBIX JOKYMEHTOB,
yTBepxkaactcs nocranosienueM LIUK Poccun o cornacoBanunto ¢ PocapxuBom.

5.9. DnexTpoHHBIE JOKYMEHTBHI, HAmpaBisieMble B OpraHbl TOCYAAPCTBEHHOMN
BJJaCTU M  OpraHbl  MECTHOIO  CaMOYIPABJIECHUS,  3aBEPAIOTCS  YCHIJICHHOU
KBJIN(DUIIMPOBAHHOM MOAMHUCHIO JOHKHOCTHOTO JIMIIA, TIOJIMUCABIIETO JOKYMEHT.

5.10.Ilpuem wu oTmpaBKa DJIEKTPOHHBIX JOKYMEHTOB  OCYIIECTBIISIOTCS
OTBETCTBEHHBIM 3a BEJICHUE JIEJIONPOU3BOJICTBA.

5.11. [Ipn mony4yeHUH SJICKTPOHHBIX TOKYMEHTOB, TMOAMHCAHHBIX AIIEKTPOHHOU
IIOANMCHI0, OTBETCTBEHHBIM 3a BEICHUE JEJIONPOM3BOJACTBA OCYILIECTBIAET IIPOBEPKY
JIEUCTBUTEIIBHOCTH AJIEKTPOHHOU MOIHUCH.

5.12. Tlpu BkIrOYEHUU JJIEKTPOHHBIX NoKyMeHTOB B IIM JIEJIO dopmupyrores
pEruCTpalMOHHO-YYETHBIE JaHHBbIE O JIOKyMEHTe, OOecleynBarolue YIpaBJIeHHUE
JOKYMEHTOM, B TOM YHCJE €ro IOUCK, JHOCTyI K JOKYMEHTY, KOHTPOJIb, XPAaHCHUE H
UCIoJb30Banue (mpuinoxenne Ne 12).

5.13. [Ipu nepenaye MOCTYMUBIIUX JIEKTPOHHBIX JOKYMEHTOB Ha PacCMOTpPEHUE
npencenarens (3aMecTUTeNs Mpeaceaarens, CceKkperaps) H30upaTelbHON KOMHCCHUH,
HAIPABJIICHUU DJIEKTPOHHBIX JIOKYMEHTOB HCIIOJIHUTEISAM, OTIPABKE 3JIEKTPOHHBIX
JOKYMEHTOB M XPAaHEHUHU DBJIEKTPOHHBIX JOKYMEHTOB BMECTE C 3JIEKTPOHHBIMU
JIOKYMEHTAaMH TePEeIAt0TCs (HAMPABISIOTCA, XPAHATCA) UX PETUCTPAIMOHHbBIC TaHHBIE.

5.14. JlIokyMeHTbI, coO3JaBaeMble B H30MpaTENbHOM KOMHUCCUM U (WIH)
MOCTYNUBIINE B M30MpATENbHYI0O KOMHCCHIO Ha OyMaXHOM HOCHTENE, MOTYT
Bimouateess B [IM JIEJIO mocne ckaHupoBaHMsI M CO3JAaHMS DJIEKTPOHHBIX 00pa3oB
JOKYMEHTOB. BkitoueHnue snekTpoHHoro oOpaza aokymenta B [ JIEJIO BO3MOXHO
IIOCJIE €70 CPABHEHUS C MOJUIMHHUKOM TOKYMEHTA.

5.15. Equnuiieit y4deta OSJIEKTPOHHOTO JOKYMEHTa SBJISETCS  DIIEKTPOHHBIN
JIOKYMEHT, 3apeructpupoBanHslil B cucteme [11 JIEJIO.

DONEeKTPOHHBIE JIOKYMEHTHI, HWMEIOIINE TPUTIOKECHHUS, PETUCTPUPYIOTCS U
YUUTBIBAIOTCA KaK OJUH JOKYMEHT.

5.16. DnekTpoHHBIE JOKYMEHTHI (OPMHPYIOTCS B Jella B COOTBETCTBUU C
HOMEHKJIATypol Jen U30MpaTeabHOM KOMHCCHMM M HHJEKCUPYIOTCS B MOpSAKE,
YCTAaHOBJIEHHOM B OTHOILIEHUU JI€J, COCTABJIEHHBIX M3 JIOKYMEHTOB Ha OyMa)KHOM
HOCHTEJIE.

[Ipu cocraBieHMHM HOMEHKJIATYpbl J€J YyKa3bIBaeTCs, YTO JI€J0 BEAETCS B
AIIEKTPOHHOM BHJE, YTO OTMEYAaeTCsl B 3arojoBke jena uiau B rpade «lIpumeuanuey,
HarpuMmep:

[TocranoBnenust  lleHTpanbHON  m30OuparenbHOM  KOMmMHccHMM  Poccuiickoit
Oenepanun. Konun. 31€KTpOHHBIE JOKYMEHTBHI.

5.17. DnexTpoHHBIE JOKYMEHTHI TMOCJIE€ WX HCIOJHEHHUS MOJIeKAT XPAHECHUIO B
YCTAHOBJIEHHOM IMOPSIAKE B TEYEHUE CPOKOB, IMPEAYCMOTPEHHBIX JUIsl AHAJOTUYHBIX
JIOKyMEHTOB Ha OyMa)KHOM HOCHUTEJIE.

5.18. MecTo xpaHeHHs AJIEKTPOHHBIX JOKYMEHTOB JI0 MX IMepeAaud Ha apXMBHOE
XpaHEHUE, BHUJI HOCUTEJEH, Ha KOTOPBIX OHU XPAHSATCS, (POPMAThl UX TOCTOSHHOTO U
JOJITOBPEMEHHOTO XPaHEHUS OIMPEICTSIOTCS ¢ YYETOM HCIIOJIb3YeMbIX B M30MpaTEIIbHON
KOMHUCCHH TPOTPAMMHO-TEXHHYECKHUX CPEJACTB, HOPMATUBHBIX H METOJUYECKUX
JIOKyMEHTOB PocapxuBa, rocy1apcTBeHHBIX opraHoB cyOnekTa Poccuiickoit denepanun,
YIOJIHOMOYEHHBIX B 00J1aCTH apXUBHOTO JIENa.



5.19. DkcnepTu3a HEHHOCTH AIEKTPOHHBIX JOKYMEHTOB OCYIIECTBISIETCS B OOIIEM
NOpPsJIKE, YCTAHOBJICHHOM B OTHOILIEHUH JJOKYMEHTOB Ha OyMa)XHOM HOCHUTEIIE.

5.20. Ilocne ucteueHust CpoKa, YCTAHOBICHHOTO ISl XPAaHEHHS SIEKTPOHHBIX /€T
(2MIEKTPOHHBIX JOKYMEHTOB), MMPOBEJCHUS IKCIEPTU3BI UX IIEHHOCTH U COTJIACOBAHUS C
DKCMEePTHOM KOMHMCCHUEW MO OMNPENEICHUI0 HAay4YHOM, MPAKTUYECKOW M HCTOPUYECKOU
IIEHHOCTH JOKYMEHTOB H30MpaTeabHON KoMHCCcHH cyObekTa Poccuiickoit deneparuu
(mamee — OK), oHM TOJIEKAT YHUUTOKEHHUIO C COCTABICHHUEM aKTa YCTaHOBJICHHOM
dopmsl (punokenne Ne 22).

5.21. JIoOKyMeHThI, TOJyIeKallie IMTEIBHOMY XpaHEHUIO, TepenaloTcs Ha
apXMBHOE XpaHEHHUE MO OMHUCSAM ¢ OPOPMIICHUEM aKTa MpueMa-nepeaadyn JIEKTPOHHBIX
JTOKYMEHTOB Ha apXUBHOE XpaHEHHUE.

6. Teaerpamma

6.1. Tenerpammbl 1Mo KaHajmaMm TesnerpadHON CBS3M JOMYCKAETCS OTHPABIATH
TOJILKO 10 CPOYHBIM HEOTJIOKHBIM BOIIPOCaM TMPU OTCYTCTBUU BO3MOXKHOCTHU
BOCIIOJIB30BATHCA JIsl 3TOTO KaHaJaMU 3JIEKTPOHHOW MOYTHI.

6.2. Tenerpammbl TiedaTaroTCs B OAHOM Odk3emiupipe. [locime oTmpaBku OH
OCTaeTcs B JieJie C MOMETKOM 00 OTIpaBKe (/1aTa, BpeMsl, MOIIMUCH OTIIPABUBIIIETO).

6.3. Tenerpammbl 0OPMIISIIOTCS B COOTBETCTBHHM C YCTaHOBJIEHHOUW (opmoii u
UMEIOT CJIEIYIONIUE PEKBUZUTHI:

6.3.1. Anpec.

[Ipn wHampaBieHUM TelleTpaMM TJlaBaM MCIIOJHUTENIBHOW M 3aKOHOAATEIHHOU
BrIacTH cyOwbekToB Poccuiickoit ®exepanuu yKa3bIBalOTCS TOPOJ, HAUMEHOBAaHUE
NOJDKHOCTH, WHHIHANGL, ¢GamMmimsa. B ocTampHBIX cioydasx - aApec TOITHOCTHIO,
HAaNMEHOBAHHUE OJDKHOCTH, WHHUIMANbl, Gamwmma. [lpu HanpaBneHwwm TenerpamMm
YACTHBIM JIUIIaM JIOJIKHOCTh HE yKa3bIBAETCSl.

[Ipn agpecoBaHuu TelerpaMM B 4YeThIpe U OoJiee ajapeca MPUIaraeTcs CIHCOK
PaCCBUIKH, TIOIMTUCAHHBIN HCIIOJIHUTENIEM, TIOATOTOBUBIIEM TEKCT TeJIErPaMMBI.

6.3.2. Ilepen anpecom ykaspiBaeTcsi (B ciydae HEOOXOJUMOCTH) KaTeropus
tenerpammbl («Cpounas», «Ilo3npaBurenbHas»).

6.3.3. TekcT TenerpaMMel.

Tekcr TemerpaMMbl mumIeTcss ©0€3 TMPEAJTIOTOB, COIO30B M MECTOMMEHUH
MPOMUCHBIMHU OyKBaMH. 3HAKW IPETIMHAHUS COKPAIIAIOTCS CICTYIOIINMH OYKBAMH:

TOYKaA - TUK;
3amnarast - 3IIT;
JIBOETOYME - JIBTY,
CKOOKH - CKO;
HOMEP - HD.

Bce nudpoBbie nanHble B TeKcTe NUIIyTcst ciioBaMu. Couetanue u3 uudp u OykB
JIOITYCKaeTCs TOJBKO B 3aBOJICKMX M TOProBBIX 3HAKaX M MapKax, B HyMEpaluu JOMOB,
MHJEKCaX TOKYMEHTOB.

He pexomenayercs HauMHaTh WM 3aKaHYMBATh HW3JI0KEHHE COJIEPIKaHUS
TesnerpaMmsl U pamu. TeKCT TenerpaMMbl 3aKaHUMBACTCS] TOUKOU «TUK.

Texct meuataercsa Oe3 mepeHoca cioB, 0e3 a03aleB, UCIPABICHUA M HE JOJKEH
NPEBBIIATH ABYX MAIIMHOMUCHBIX CTpaHUL. BCTaBKU B TEKCTE eNaTh HEb3sl.

6.3.4. B mpoekTrax OTBETHbIX Tejerpamm (tenedoHorpamMm) IMepea TEKCTOM
YKa3bIBa€TCs HOMEP JOKYMEHTA, HA KOTOPBIM 1a€TCs OTBET.



6.3.5. [lonmuce B Tekcre TenerpaMMbl O(GOPMIISIETCS OTAETBHON CTpoKoil. B
MOJMKCH YKa3bIBa€TCsI HAMMEHOBAHHME JOJDKHOCTH W (aMuiIusl JUIA, MOJAMUCABLIETO
TEJIerpaMmy.

6.3.6. [laroit Temerpammbl sABIsSETCS jaara ee oTmpasieHus. lIpocraBmsercs mon
4yepToil HIke HoMepa. BkiouaeT B ceOs AaTy, BHIOJHEHHYIO IIU(GPOBBIM CIIOCOOOM, a
TaK)Ke BpEMs OTIIPABKH TEJIETPaMMBI.

6.3.7. Ucxomsimuii HOMEp TeJerpaMMbl TOMEINAT Tocie moanucu. Homep
(MOPSIAKOBBIN) MPUCBAMBACTCS MPHU OTIPABKE TelerpamMmbl. TenerpaMMbl HyMEpYIOTCS B
MOpsJIKEe BO3pacTaHUs, HAUWHas ¢ HoMepa 1, B mpejenax KajleHIapHoro roja.

6.3.8. HaumeHoBanre ©  aapec  OTNpaBHTENS  BKIIOYAeT HAMMCHOBAHUE
OpraHu3aluu, MMOYTOBBIA HHJEKC U aapec. [leyaTaercs Huxke pekBu3nTa «/Jlaray.

6.3.9. [IpoexThl Tenerpammbl, MpEACTAaBIsIEeMble HAa TOJMNUCH PYKOBOJCTBY,
JOJKHBI BU3UPOBATHCS HCIOJIHUTENSIMUA. BU3bl MPOCTABNISIOTCS HA TMOJIMHHHUKE
TeJerpamMM HIDKe pekBu3uTa « HanMeHoBaHMe U ajipec OTIPaBUTEIS CIICBa.

6.3.10. OTmMeTka 00 wucmosHHTENE - O(GOopMIseTCS B COOTBETCTBUHM C OOIIUMH
MpaBUIaAMHU.

6.3.11. nenTndukaTop SJICKTPOHHOH KOMHUW JOKYMEHTa - OQOopMIsIeTcs B
COOTBETCTBUU C OOITMMH IPABHIIAMHU.

7. Teaedgonorpamma

7.1. TeneoHOTpaMMBbI HCHOJB3YIOTCS JJIsi ONEPATUBHOT'O PEIICHHS] BOMPOCOB B
ciIydasiX, KOTrJa cOOOIleHus, epeaBaeMble 1Mo TeaedoHy, TpeOyIoT JOKYMEHTAIbHOTO
opopmienus. Texct TenedoHOTpaMMBI TIEpelaeTCs YCTHO IO KaHalaMm TeseOHHOM
CBS3M W 3amuchiBaeTcsi (medaraercsi). TemedoHorpamMmmamu mepenaroTcs HECIOKHbBIC
TEKCThl (MPUITALICHUS] Ha 3acelaHus, COBEIIAHMS, BCTPEYM), B TEKCTE HE CIEAYeT
yIOTPEOIATh TPYAHOIPOUZHOCUMBIE CIIOBA U CIOKHBIE 0OOPOTHI.

7.2. OCHOBHBIMH PEKBH3UTaMH TeIe(POHOTPAMMBI SBISIOTCS: Ha3BaHUE BHJIA
JIOKYMEHTa; HANMEHOBAHHE YUPEKICHUS; 1aTa; HOMEP; MHUITMAIIBI U (DaMUITUs apecara;
TEKCT; JIOJDKHOCTb, MHHIHMAIbl ¥ (aMUIMM  TOJMUCABLIErO  Tele(OHOrpaMMY;
JOJDKHOCTH, MHMLIMAIBI M (paMUINM, TepedaBIlero M IMPHUHSBILErO TelehOoHOrpamMmy;
HOMepa Tene(OHOB, MO KOTOPBIM IepelaeTcss W NpUHUMAaeTcs HH(opManus; BpeMms
npueMa U nepenayu TeneQoHorpaMMel.

7.3. Teneponorpamma MOJITUCHIBACTCS npeacenaresiemM (3amecTutenem
npejcenaTelnis, cekperapeM) H30upaTeIbHONM KOMHUCCHH, TOCTE Mepetadyd 3K3eMIUIIp
TenedoHOrpaMMbl ocTaercss B nene. Ecnu tenegoHorpamMma mepenaeTcs HECKOJIbKUM
ajJpecaTtaM, TO K Hell JOJDKEH MPUIIaraThCs UX CIHUCOK C yKa3aHUEM HOMEPOB TeIe(POHOB.

7.4. latoii TenedoHOrpaMMbl sBIseTCs nata ee mnepenayun. OdopmieHue u
nepefadyy  Tene(OHOrpaMMBbl  OCYIIECTBISIET ~ OTBETCTBEHHBI 32  Be/I€HUE
JIEJIONPOU3BOJICTBA, IPU HEOOXOAUMOCTH - UHbIE COTPYTHUKH.

7.5. [loctynaromue B~ U30MpATENbHYI0  KOMHUCCHUIO  TenedOHOTrpaMMbl
3aIllMCBIBAIOTCS B )KYpPHAJIaX PerucTpanuu tenedonorpamm (punoxerue Ne 27).



8. OcobenHocTH padoTHI € OOpalICHUSIMHU TPAXKIAH.
Oprauu3anus JHYHOro npuemal

8.1. OcobenHocTH pabOTHI ¢ OOpaAIEHUSIMH.

8.1.1. Opranuzamusi pabOTBI C OOpameHUsSMH TPaXKIaH OCYIIECTBIIACTCS
B COOTBETCTBUHM C pasnenoM 9 PerimamenTta m30uparenbHON KOMHUCCHH, pa3ieiioMm 2
HNHCcTpyKIMK ¢ y4eToM 0COOCHHOCTEH, YKa3aHHBIX B JAHHOM pasJelie.

8.1.2. [IucrmenHbIe oOpalieHus TpaxaaH (Jganee — oOpalleHus ), MOCTYIIUBIINE B
n30UpaTeNbHYI0  KOMHCCHIO, PETUCTPUPYIOTCS  OTBETCTBEHHBIM 32  BEJCHHUE
nenonpousBojacTBa ¢ ucnoibzoBaHueM [IM JIEJIO otnenpHO OT Jpyrux BHIOB
JIOKYMEHTOB HE TI037JHEee TPeX JHEH C MOMEHTA MOCTYIUICHHUS.

OOpamienus, Kacawlyuecs HapylIeHUd U30MpaTelnbHbIX MIPpaB IpaxaaH B IEPUOJ
MOATOTOBKM M TPOBEJEHUS BBIOOPOB U pedepeHIyMOB, PETUCTPUPYIOTCS B JICHBb
NOCTYIUICHHSI B U30MPATEIbHYI0O KOMUCCHIO.

8.1.3. Ilpu BCKpBITUM KOHBEPTOB MPOBEPSIETCS HANIMYUE Beex BiokeHuid. Konsept
0053aTeNIbHO COXPAHSETCS.

OOpamenusi, coaepkamme B aApPECHOM  4YacTh  TNOMETKY  «JIudHOY,
paccMaTpuBarOTCs B OOIIEM MOPSIAKE B COOTBETCTBUU ¢ HacTosmel MHCTpyKinen.

[Ipu peructpamuu MOBTOPHBIX OOpaIleHU UM MPUCBAUBACTCS OYEPETHOM
peructpanonnbiii Homep, B PK nemaercs ormerka «IloBropHO» M mnpuoOmiaroTcs
pETUCTpAIlOHHbIE KApTOYKW 1O TEPBUYHBIM  OOpalleHusM, MOAOOpaHHBIE C
ucnonb3oBanueM 111 JIEJIO.

Ecam oOparnienue mocTynuio oT KOJIJIEKTHBA 3asiBUTENICH, TO MPU PETHCTPALIMH B
PK craButcs ormeTka «KomiekTHBHOEY.

8.1.4. PerucTpalluoOHHBIA  IITAMII, COCTOSIIIMM W3  MOPSIAKOBOTO  HOMEpa
oOpalleHus U JaThl PETUCTPAlMK, CTABUTCS, KaK MPABUIIO, HAa TIEPBOM JIUCTE OOpaIieHus
B [IPAaBOM HIKHEM YTUIY MUJIM Ha CBOOOJTHOM OT TEKCTa MECTE.

8.1.5. Ilocne peructparnuu oOpaiieHuss Ha 0yMa>KHOM HOCHUTEJIE OHO CKaHUPYETCH,
a 3areM Kk PK npucoennnsiercst 31eKTpOHHBINA 00pa3 TOKyMEHTa U MPUIOKESHUH K HEMY B
dopmare .pdf. 3arem oOpaieHus JOKJIAABIBAIOTCS MpeaceaaTeso (3aMeCTUTEIIO
MpeceaaTelis, CeKpeTapro) n30upaTeIbHON KOMUCCUH.

8.1.6. ObOpamieHust ¢ yka3aHUSIMH 110 HCIIOJTHEHHIO JOKYMEHTa TNpeJceaaTens
(3amectutens TmpeAcedaTeNs, CeKpeTraps) HW30MpaTeIbHON KOMHUCCHHM TEpeIaloTCs
OTBETCTBEHHOMY 3a BEJEHHE JCJIONPOM3BOJCTBA JJIsi BHECEHUS YyKa3aHUM TI0
HCIIOIHEHUIO TOKyMeHTOB B PK, a 3aTem nepenaroTcs HCTIOTHUTENIO.

8.1.7. OOpamienusi, agpecoBaHHbIE  4iIeHaM  W30UpaTeNbHOW  KOMHCCHH,
PETUCTPUPYIOTCS B YCTAaHOBJICHHOM  TMOpPSAKE, JIOKJIAJIbIBAIOTCS  MpeCcCeaaTeNto
(3aMecTuTeNO TpeacenaTens, CEKpeTapr) H30UpaTeIbHOM KOMHCCHHU, TIOCIE Yero
nepeaarTcs OTBETCTBEHHOMY 3a BEICHHE JI€JIONPOU3BOCTBA /ISl BHECEHUS YKa3aHUM 1O
WCITOJIHEHUIO TOKYMEHTOB B PK, a 3aTrem nepenaroTcs HCIIOTHUTENIO.

OO6parenust paccMaTPUBAIOTCS B COOTBETCTBUHU C YKa3aHUSIMU IO UCTIOJTHCHHIO
JIOKyYMEHTa TMpejacenaTens u30upaTeabHOM KOMHUCCHM (3aMECTHUTEINsS Mpelicenarens,
ceKpeTaps) U30MpaTeTbHOW KOMHICCHH B TOPSAKE, YCTAHOBICHHOM 3aKOHOATEIICTBOM
Poccuiickoit @enepanuu.

! PaGora ¢ obpaueHHsAMH M OpraHM3alys JHYHOTO NPHEMA IPAXKIAH MOTYT PErIaMeHTHPOBATHCSA OTIEIbHBIM
JIOKyMEHTOM M30MpaTeIbHOW KOMUCCHH (MHCTPYKIIMEH, TTOJI0KEHUEM, ITOPSIIKOM H T.JI.)



8.1.8. Obpamienue, coaepxkaiiee BONPOCHI, PEIICHWE KOTOPBIX HE OTHOCHUTCS K
KOMIIETEHIIUU U30MpaTeIbHOM KOMUCCUH, JTOKJIAAbIBAETCS NpeIceqaTelio (3aMECTUTENIO
npeJcenaTels, CeKpeTapio) N30MpaTeNbHOW KOMUCCUH | TI0 €r0 MOPYYEHHUIO B TEUCHHE
CEMHU KaJeHAAPHBIX THEH CO JHS PETHCTPAIlMU HANPABISCTCS C COMPOBOAUTEIHLHBIM
NUCBMOM 33 €ro MOAMNKHCHI0 B COOTBETCTBYIOUIMI T'OCYAapCTBEHHBIH OpraH, OpraH
MECTHOTO CaMOYIpPAaBIEHUS WM COOTBETCTBYIOIIEMY JOJDKHOCTHOMY JIMILY, K
KOMIIETEHITUU KOTOPBIX OTHOCHUTCS PEIICHHUE TOCTABICHHBIX B OOpAlIeHUH BOMPOCOB, C
yBEJOMJICHUEM 3asiBUTENIS O Mepeajpecanuu oOpaileHus. B conpoBoIuTeIbHOM MUChME
OroBapHMBacTCsl TMOPSJAOK HANpaBJICHHs OTBETa aBTOpy oOpalleHus, a Mpu
HEOOXOAMMOCTH — U B U30UpaTEIbHYI0 KOMHUCCHIO.

Ecmm pemenue T1OCTaBICHHBIX B OOpAIICHUSX BOIMPOCOB OTHOCHUTCS K
KOMIIETEHIIMM  HECKOJBKHUX  TOCYJApCTBEHHBIX  OpPTraHOB, OPraHoB  MECTHOTO
CaMOYIIpaBJICHUs] WM JOJDKHOCTHBIX JIMI, KOMHUS OOpalieHusi B TEYEHHE CEMU
KaJICHIAPHBIX JHEH CO JHS PErUCTPAllU HATIPABIISICTCS] B COOTBETCTBYIOIINE OPTaHbl HITH
COOTBETCTBYIOLIUM JOJHDKHOCTHBIM JIUIAM.

8.1.9. 3ampemiaercss ~ HampaBiATh ~ OOpallleHWE  HA  pPacCMOTpPEHHUE B
TOCYIapCTBEHHBIN OpraH, OpraH MECTHOTO CaMOYIPaBJICHUS WIH JOKHOCTHOMY JIHILY,
perieHue uin aeiicteue (0e31eicTBrEe) KOTOPHIX 00KayeTCs, 32 UCKIFOUCHUEM CIIYy4aeB,
YKa3aHHBIX B MyHKTe 6 crtathu 75 dDenepanbHoro 3akoHa «OO0 OCHOBHBIX TapaHTHUAX
n30upaTenbHbIX MpaB M TMpaBa Ha ydyacTue B pedepenayme rpaxnan Poccuiickoit
denepanuny.

8.1.10. Ecntm B COOTBETCTBHM C 3ampeToM, YyKa3aHHbIM B TnyHkTe 8.1.9
WHCcTpyKMKM,  HEBO3MOXHO  HAmpaBUTh  OOpallleHue Ha  pacCMOTpEHHUE B
COOTBETCTBYIOIINI TOCYJapCTBCHHBIH OpTraH, OPraH MECTHOTO CaMOYIIPABJICHHS WU
JOJKHOCTHOMY JIMIlY, B KOMITETEHITUIO KOTOPBIX BXOJHUT PEIICHUE ITOCTABICHHBIX B
oOpallleHuH BOIIPOCcoB, oOpallleHre BO3BPAIAETCs 3aBUTEIIO C Pa3bsCHEHUEM €ro IIpaBa
o0)anoBaTh  COOTBETCTBYIOIIEe  pelleHue uiau  jJeiictBue  (Oe3deiicTBue) B
YCTaHOBIIEHHOM TOPSIZIKE B CY/IE.

8.1.11. O6patuenus, MOCTYNHUBIINE B n30MpaTenbHyI0 KOMHUCCHIO,
paccMaTpuBarOTCsS B CPOKH, YCTAHOBIEHHBIC TyHKTaMu 12.5 u 12.6 MucTpyKuuu.

B mepuom moArOTOBKM W TIPOBENCHUS BBIOOPOB U PEePEPEHIYMOB CPOKHU
UCTIOJTHEHUsI OOpAICHUH YCTaHABIMBAIOTCS B COOTBETCTBHHM C 3aKOHOIATEIHCTBOM
Poccuiickoit ®eneparuu o BeIOOpax U pedepeHymax.

Ecnu HeoOXonMMO MpOMIIUTE CPOK PACCMOTPEHHs OOpalieHUs, UCTIOHUTENb HE
MO3HEE YeM 3a TPH JIHS IO UCTCUCHHUS CPOKA MOJTOTOBKH OTBETA MPEJICTABIISACT HA UMS
aBTOpa YKa3aHUS MO WCIIOJIHEHUIO JIOKYMEHTA JOKIAIHYI0 3aMHUCKy ¢ OOBSICHEHHEM, T10
KaKOW NIPUYMHE HEBO3MOXXHO JaThb OTBET B YCTAHOBJIEHHBIM CPOK. MakcumaibHOE
NPO/JICHUE CPOKa UCTIOTHEHHS oOparieHus coctaBiseT 30 KaleHIapHBIX JTHEH.

3asBUTENIO HAMPABISETCS YBEJAOMIICHHE O MPOJUICHUH CPOKA PACCMOTPEHHS €ro
oOpareHus.

OOpareHusi, Ha KOTOpBIE JAIOTCS TPOMEKYTOYHBIE OTBETHI, C KOHTPOJIS HE
CHUMAIOTCH.

8.1.12. B ciydae mocTymieHHuss B U30UpaTeIbHyl0 KOMHUCCHIO B YCTaHOBJICHHOM
MOPSZIKE 3alpoca TOCYJapCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYIPaBIICHUS WU
JOJDKHOCTHOTO JIMIA, PAacCMaTPHBAIOIIMX OOpalieHue, TOKYMEHThI W MaTepHallbl,
HEOOXOJMMBIE JUISI PACCMOTPEHHUsS OOpaIeHHs], MPEICTaBISIOTCS B TedeHHe 15
KaJICHAAPHBIX THEH.



8.1.13. OtBer Ha oOpaieHue, B KOTOPOM HE yKa3aHbl (JaMWIHs TPAXKIaHUHA U €T0
MOYTOBBIA (INEKTPOHHBIN) ajpec, MO0 KOTOPOMY JOJKEH OBbITh HampaBjieH OTBET, HE
naercsa. Takoe oOpalneHue CHOHCHIBAaeTCS B N0 TpeacenartesneM (3aMEecTHTENeM
npejceaarenis, ceKperapemM) u30upaTenbHOl KoMuccuu. B ciiydae eciau B oOpalieHUn
colep)Karcs CBEACHHMS O TMOJrOTaBIMBAEMOM, COBEpIIAEMOM WA COBEPIICHHOM
NPECTYIUICHUH, a TakKe O JIMIe, €ro IMOJArOTaBIIMBAIOIIEM, COBEPIIAIOIIEM WU
COBEpPIIMBIIEM, OOpaIlIeHHE MO YKa3aHUIO TMpeacenarens (3aMecTHTENs MpeacenaTels,
cekpeTaps) U30MpaTeaIbHOM KOMUCCUH MOAJICKUT HAIIPABJICHUIO B TIPABOOXPAHUTEIbHbBIE
OpraHsbl.

Ecmu Texct oOpamieHus HE TOAAAETCs MPOYTEHUIO, OTBET HAa OOpalIeHuEe He
JIaeTCs M OHO HE TMOJJICKUT HAIPABICHUIO HA PACCMOTPEHHUE B TOCYJApCTBEHHBIN OpTraH,
OpraH MECTHOTO CaMOYIpAaBIEHUS WM JOKHOCTHOMY JIMIY B COOTBETCTBHHM C HX
KOMIIETEHIIMEH, O 4YeM B TEUEHHWE CEMHU KaJICHJAPHBIX JHEW CO JHS PErucTpanuu
oOpalieHus coo0IIaeTcs 3asiBUTENI0, HallpaBUBIIEMY oOpaiieHue (eciu ero dhammius 1
MOYTOBBIN aJpec MOAIAI0TCS POUTEHUIO).

Ecnu B oOpamennn ykazaH ajgpec 3JEKTPOHHOW IMOYTHI, TO OTBET TPaKIAHUHY
MOXKET OBITh HAmpaBJCH IO JJICKTPOHHOW TOYTE, B BHUAE DJICKTPOHHOTO oOpasza
nokymenTta B popmare .pdf.

8.1.14. OGpartieHus, B KOTOPBIX COJIEPIKATCS HELIEH3ypHbIE TUO0 OCKOPOUTEIHHBIC
BBIPXKEHUS, YIPO3bl KU3HH, 3[0POBBI0O U HMYIIECTBY JOJKHOCTHOTO JIMIA, a TaKkKe
YJIEHOB €T0 CEMBH, OCTAIOTCs 0€3 OTBETa IO CYIIECTBY IMOCTABICHHBIX B HEM BOIIPOCOB, a
3asiBUTEIISIM COOOIIAETCS O HEAOMYCTHMOCTH 3JI0YMOTPEOICHUS TPABOM.

8.1.15. OGpatienue, B KOTOpOM oOKanyeTcsi cyie0HOe pellleHrne, B TeUeHUE CeMU
KaJCHJIAPHBIX JTHEH CO JHS PETUCTPAIMK BO3BpAIIACTCS 3asBUTEIO, HANPABUBIIEMY
oOpaiieHne, ¢ pa3bsICHEHHEM MOPsAKa 00’KaJIOBaHUS JAHHOTO CYACOHOTO peIIeHusI.

8.1.16. Ectm B oOpallieHund COJEpPKUTCS BOMPOC, HA KOTOPBIA 3asABHUTEIIO
HEOJIHOKpaTHO (Z1Ba pa3a u 0oJiee) JaBalicCh MMCbMEHHBIE OTBETHI MO CYIIECTBY B CBSI3U
C paHee HampaBJICHHBIMH OOpAIEHUSMHU, W MPH 3TOM B OOpAIICHUW HE MPHUBOJATCS
HOBBIE€ JIOBOJIBI U OOCTOSITENBCTBA, TO TMEPEINUCKA MO JaHHOMY BOIIPOCY C 3asBUTEIIEM
MPEKPAIIAETCs, O YeM €My HaAIPABIISIETCS] YBETOMIICHUE.

IIpu atom B PK oOpamienust nenaercs 3anuch (OTMETKA) O TOM, YTO IEpenucKa ¢
YKa3aHHBIM 3asIBUTEJIEM I10 IAHHOMY BOIIPOCY CUMTACTCS 3aBEPIICHHOM.

Ecnmu ot 3asBuTENs, ¢ KOTOPHIM TMepenucka Oblla MpeKpaiieHa, MOCTYyMaeT
ouepenHoe o0palleHue Mo TOMY K€ BOMPOCY, TO MUChMEHHBIN OTBET HAa HETO MOXKET He
JIaBaThCs, @ CaMO OOpallleHne HApPaBIsIeTCs B JEII0.

8.1.17. OGpamienus, TOCTYNMUBIINE Ha OQUIMATBHBIA CaWT W30UpPATETHLHOU
KOMHUCCHH, aJpec SJEKTPOHHON MOYTHl B HMH(POPMAIMOHHO-TEICKOMMYHHUKAITMOHHON
cetu MHTEpHET, PETHCTPUPYIOTCS B YCTAHOBJICHHOM Tmopsiake. OTBEThI HAa TaKue
oOpalieHuss HaIMpaBJSIIOTCSA TIO0 TOYTOBBIM WJIM DJICKTPOHHBIM ajpecaM, YKa3aHHBIM B
oOpaleHusXx.

8.2. Opranusanus JMYHOTO NprUeMa.

8.2.1. Jluynelii mpueM TpaxkIaH BeJeTCA TpejaceaareyneM (3aMecTHTEIeM
npencenaTelis, CeKpeTapeM, WieHaMu) U30UpaTeTbHOW KOMHCCHH TIO TIPEIBAPUTEIHHON
3amucH 1o rpaduKy, YTBepKICHHOMY IMpejcenaTeaeM n30upaTeIbHO KOMUCCHH.

[Io mnopyuyenwro mpencemarenst (3aMECTHTENs] TpPEACENATEeNs, CEKpeTaps)
nU30MpaTeIbHON KOMHCCHHM K OpPTaHM3alMK JUYHOTO IIPHEeMa MOTYT NIPHBJICKAThCS JIUIIA,
MPHUBJIEKAEMbIC TIO TPAKIAHCKO-TPYAOBBIM JOTOBOPaM.



Wudopmamms o mopsake mpuemMa rpakiaH pa3Meniaercs Ha WHGOPMAIMOHHOM
CTEH/I€ TEPPUTOPUATILHON KOMHUCCHH.

8.2.2. 3ammch Ha MPUEM MOXKET OCYIIECTBIATHLCS MO Telle(OHY U 110 TMCEMEHHOMY
3asBIICHUIO, TOIAHHOMY B YCTaHOBJICHHOM TTOPSIIKE.

[To Hambonee ClOKHBIM BOIIPOCAM, MOUICKAITIM PACCMOTPEHHIO B XO/1€ TIUYHOTO
npreMa, MOTYT MpeBAPUTENIbHO MPUHUMATHCS MOSICHEHUS, KaK B MMUCbMEHHOM, TaK U B
AIIEKTPOHHOM BHJIE.

Nudopmanmst o mopsiake mpuemMa pa3MellaeTcs Ha caite u30upaTenbHOU
KOMHUCCHUU B UH(POPMAIIMOHHO-TETIEKOMMYHHKAIIMOHHOM ceTu MHTepHeT.

8.2.3. [Ipu nmuyHOM TIpHEeMe 3asBUTEb MPEABIBISET JOKYMEHT, yIOCTOBEPSIOIINI
€ro JINYHOCTb.

Benenune nuyHOrO mpueMa MOXKET ~CONPOBOXKAATHCS — ayAuo- U (WJIH)
BU/ICO3AIUCHIO, O YEM 3asBUTEIb YBEIOMIISIETCS /10 Hayaja nmpueMa.

8.2.4.B xome mpmema odopMIsIeTCs KapTOYKa JHYHOTO MpHEeMa 3asBUTENEH
(mpunoxenue Ne 13), xoTOpas MOJUICKUT PETUCTPALUU B TOPAJKE, YCTAHOBIEHHOM
n.8.1.2. u m. 8.1.3 MHCTpyKIMHU, U BEACTCA KypHaJ ydeTa JUYHOTO MpUeMa rpaxaaH, B
KOTOPBIN BHOCSATCSA JlaTa preMa, HOMEp KapTOYKH JIMYHOTO y4eTa, JaHHBIE O 3asiBUTEIIE,
KpaTKoe cojiep:KaHue oOpallleHUs, Pe3yJIbTaT €ro paCCMOTPEHMsI, a TaKKe JOKHOCTh U
dbamunus muna, BeAyIIero mpuem.

Ecnu u3noskeHHble B YCTHOM OOpaiieHuu (GakThl HEe TPEOYIOT JOMOJHUTEIHHOU
TIPOBEPKH, OTBET HA OOpAIICHUE C COTJIACHS 3asBHUTENSI MOXET OBITh JaH YCTHO B XOJE
JUYHOTO TIPHEMa, O YeM JIeJIaeTCs 3alKCh B KypHaJe yueTa (KapTOUKe JIMYHOTO MprueMa).

[To mpocebe 3asgBUTENS, W3IOKEHHOW B XOJE€ JHYHOTO IpHUEMa, OTBET Ha
oOpalieHne emMy MOXKET OBITh HampaBlieH (M0 yKa3aHHOMY 3asBUTEIEM aJipecy) B
NUCBMEHHOM (opme C coOJII0IEHHEM CPOKOB, yCTaHOBIEHHBIX WMHcTpykuumein. Ecnu
U3JIO)KEHHbIE B YCTHOM oOpaimieHud (akTel TpeOyIOT IOMONHUTENBHON TMPOBEPKH,
3asgBUTENIb B XOje mpuemMa HHPOPMUPYETCS O TOM, YTO IHMCHMEHHBI OTBET Ha
oOpareHre OyeT eMy HalpaBlieH B YCTAHOBIICHHOM TOPSIKE.

[To mpocwbe 3asBUTENS, NPUIIESAIIET0 HA JUYHBIA MpPUEM, €My BbIIAETCs KOIMUS
KapTOYKH JIMYHOTO MpUEMA.

Ecmu B ycTHOM oOparieHnn coaepikarcsi BOPOCHI, PEIICHHE KOTOPBIX HE BXOIUT
B KOMIIETCHITUIO N30MPATEIIbHON KOMUCCHH, 3asIBUTEIIIO JA€TCs Pa3bsICHEHUE O TOM, Ky/1a
U B KaKOM IOPAJIKE EMY ClIeyeT 00paTUThCS.

B xome nuuyHOro mnpuema 3asBUTENI0 MOXET OBITh OTKa3aHO B JAajibHEHIIEeM
paccMoTpeHuu oOpalleHusl, €ClIu eMy paHee ObLI JaH OTBET O CYIIECTBY MOCTaBIEHHBIX
B HEM BOIIPOCOB.

B cnyuyae rpy0oro, arpeccMBHOrO MOBEICHHS 3asBUTENSI MPUEM MOXKET OBITh
npekpamieH. Ilpu HeoOXOAMMOCTH MOXeT OBITh BBI3BaH COTPYIHHK OXPaHBl WA
NPAaBOOXPAHUTENBHBIX OpraHoB. MHpoOpManus o MOBEICHHM 3asBUTENS OTPAXKACTCS B
KypHaJe yJera.

8.2.5. Ilepenannpie Ha TpHEME 3asBUTEISAMH OOpaICHUS PETHUCTPUPYIOTCS C
ucnons3zoBanreM 11N JIEJIO u paccmaTpuBaroTCsl B yCTAaHOBIEHHOM TOPSIJIKE.

9. OcoOeHHOCTH PaGOTHI € JIOKYMEHTAMHU, COJEPKAIUMHU CIYKeOHYI0
HH(OPMAILHIO OTPAHUYEHHOI0 PACHIPOCTPAHEHHUS (B TOM 4YHcJ/Ie CBeAeHHsA 00
u30MpareJsix, y4aCTHHUKAX pedepeHayMa, 00palialoIMMHUCHA B paMKax
¢pynkuuoHupoBanus I'ocygrapcTrBeHHOi cucTeMbl perucrpanuu (yuera)
usdupareeil, ydsacTHuKoB pedepenayma B Poccuiickoii @egepanun)



9.1. OcobenHoctr pabOTBl € JOKYMEHTaMH, COJACPKAIIUMHU  CIY)KEOHYIO
MH(OPMALIMIO OTPAHUYEHHOTO PAaCIpOCTPaHEHUS.

9.1.1. K cayxebHO# nH(DOpPMAIIUN OTPAaHHUYEHHOTO PACIPOCTPAHEHUSI OTHOCUTCS
HecekpeTHas uH(OpMaIus, HE3aBUCUMO OT BHUJA €€ HOCUTENs, OTpaHUYCeHHUs Ha
pacnpocTpaHeHHe KOTOPOH AUKTYIOTCS €€ CIyKeOHOM HEOOXOAMMOCTHIO.

9.1.2. Heo0X0IMMOCTh MPOCTABJICHUS TOMETKU «J[71s1 CITy’K€OHOTO TIOJIE30BAHHMSI
(manee — «/ICII») Ha JOKYMEHTax U U3JAHUSX, COAEPKAIIUX CIIYyXKeOHYI0 MHDOpMaIIHIO
OTPaHUYEHHOTO PACHpPOCTPAHEHMsI, OINpeAeNsaeTcs MpeaceaareneM (3aMecTUTeIeM
npejaceaarenis, CeKperapeM) Hu30UpaTeTbHOW KOMHUCCHUHU, TMOJMUCHIBAIOININM WU
YTBEPKIAIOUIUM JTOKYMEHT.

JIOMKHOCTHBIE JIMIIA, TPUHSABIIME pelIeHHe 00 OTHEeCEHUWH CIy>KeOHOU
uHbOpMAlIUU K pa3psay OTPaHHUUYEHHOTO PACHpPOCTPAHEHUS, HECYT IEPCOHAIBHYIO
OTBETCTBEHHOCTb 32 0OOCHOBAHHOCTH IMPUHATOTO PEIIEHUSI.

9.1.3. Ilometka «ACII» u HOMEp PK3eMILIApa MPOCTABISIIOTCS B MPABOM BEPXHEM
yIay TEpBOM CTpaHHIBl JOKYMEHTa (B cliydae HEOOXOJUMOCTH — M €ro IMPOEKTa),
colepKalero cinykeOHyro HH(OpPMAaIMI OrpaHUYEHHOIO0 paclpoCTpaHeHHs, Ha
0o0JIO’)KKE M THUTYJIBHOM JIMCTE M3JaHUsA, a TakkKe Ha TMEepBOM  cTpaHuUlE
COMPOBOJIUTEIHLHOTO MUChMA K TAKUM JOKYMEHTaM.

9.1.4. Pabora C JOKyMEHTaMH, COJEpXKAIIUMU CIY)KeOHYI0 HHOOPMAIHIO
OTPaHUYEHHOI'O PACIPOCTPAHEHHUs, B TOM YHCIE HUX IpUEM, y4yeT (perucrpauus),
OCYIIECTBIISIETCS] B TOPSJIKE, YCTAHOBJICHHOM JUIsl HECEKPETHBIX JOKYMEHTOB, C YUE€TOM
0COOEHHOCTEH, M3IIOKEHHBIX B HacTosieMm paszzene. [Ipu 3ToM K perucTpaiimoHHOMY
HOMEPY JOKyMeHTa qo0asisieTcs: momeTka «J{CII».

9.1.5. loxymenTtsl ¢ momeTkoi «JICII» peructpupyroTcst (yIUTHIBAIOTCS) BMECTE
C JpPYTMMU HeceKpeTHhIMH JoKymeHTamu. B PK nokymeHTa npou3BOAHWTCS 3amUCh
«J1CII».

9.1.6. CxanupoBaHue, KONMpoOBaHUE (THPaKUPOBAHUE) JOKYMEHTOB C MOMETKOU
«JICII», a Taxke pazmemienue ux B [IN JIEJIO npou3BoauTCs HCTIOTHUTEIEM IOKYMEHTA
C INHCBMEHHOIO pa3peuieHus MpeacenarTens (3aMecTUTeNsl NMpencenaTelis, ceKkperaps)
n30UpaTeNbHO KOMHMCCHM, TPU 3TOM OCYLIECTBIISAETCS Y4YeT KaXJAO0ro H3K3eMIuIsipa
YKa3aHHbBIX IOKYMEHTOB.

9.1.7. loxymentsl ¢ momerkoir «JICID» mepemaroTcs uneHaM uW30HMpaTeIbLHOMN
KOMHUCCUU M TPAKTAHCKUM CIIYXAIIUM armapaTta H30UpaTeNIbHOW KOMHUCCUU TOJ
MOJIHUCH.

9.1.8. loxkymentsl ¢ momerkoit «JICID» HampaBnsitorcs B Jpyrue OpraHbl U
opraHu3anuu opraHamu QenepanbHON (eabIberepcKoil CBsI3U, CIYXO00H CrerralbHON
CBSA3M JMOO HAPOUYHBIM. 3ampelaeTcs nepeaaBath H0KyMeHThl ¢ nmomeTkod «JICII» mo
HE3aIlUIICHHbIM KaHajaM KOMIIbIOTEPHO-MOAEMHON U (PaKCUMHIIBHOM CBSI3H.

JoxymenTsl ¢ momeTkoi «/ICII» paccpuialoTcsi HECKOIBKUM aJpecaTaM COTJIacHO
CIIMCKY pAaCChUIKM, B KOTOPOM HANpOTHUB KaXJIOTO ajpecaTa IPOCTABISIETCS HOMEP
PK3EMIUIApa  OTHpaBisieMoro  AokyMeHTa. CHUCOK  pacChUIKM — IMOJIMHUCHIBAETCS
WCTIOJTHUTEJIEM U CeKpeTapeM H30upaTeIbHOM KOMUCCHH.

9.1.9. Ucnonuennsie nokymeHTsl ¢ mometkoi «JICII» dopmupyrorcs B nema B
COOTBETCTBUU C HOMEHKJIATypoH gen. JJoKyMeHTbl TpyNnmupyroTcs B Jeia BMECTE C
JIPYTUMU HECEKPETHBIMHU JOKYMEHTAaMU IO OJHOMY W TOMY JK€ Bompocy. B mpaBom
BEPXHEM YTy OOJIOKKH JIeJla, B KOTOPOE MOMEIIEHbI TAKHE IOKYMEHTbI, IPOCTABIISETCS
nomeTtka «J1CIT».



9.1.10. HoxymenTsl ¢ momeTkoil «ICII» xpaHsaTcs B 3aKpbIBAIOLINXCS MIKadax.

9.1.11. YHuUTOXEHHE JIe7, JOKYMEHTOB M wu3gaHuii ¢ mnometkoi «JICIIy,
YTPATUBIIUX CBOE MPAKTHUYECKOE 3HAYEHHWE W HE UMEIOIIMX HUCTOPUYECKON M HAyYHOU
LEHHOCTH, TMPOU3BOAMUTCS MO AKTy YCTaHOBJIEHHON (OpMBI C yKa3aHUEM HOMEPOB
K3eMIUIIpoB  (mpuiokeHne Ne 22). B ydeTHwIXx Qopmax jdemaercss OTMeTKa 00
YHUYTOKEHHH CO CCBUIKOM Ha COOTBETCTBYIOLIMI aKT.

9.1.12. Pemienne o cuatun mnometkn «JCII» ¢ pgokymenTta mpuHHMaeT
JIOJDKHOCTHOE JIMIIO, TOANNCABLIEE WIN YTBEPIUBILIEE TOKYMEHT.

Cuarue mnometku «JICIl» ¢ mnpuciaHHoro B H30MpaTeIbHYI0 KOMHUCCHIO
JOKyMEHTa MOXET OBbITh MNPOM3BEIEHO TOJBKO IO COIJIACOBAHUIO C OPraHU3alMEH,
HaIlpaBHUBILIEHW TOKYMEHT.

Cusatue nometku «/[CII» ¢ 1okyMeHTa IpOU3BOAUTCS OTBETCTBEHHBIM 32 BEICHHE
JICJIONPOU3BOJICTBA HA OCHOBAHMM HHCBMEHHOIO YKa3aHUs JIOJDKHOCTHOIO JIMLA,
npuHsBIIero takoe peuienue. Ilpu castum nomerku «/ICII» Ha qOKyMeHTax, Aenax Win
U3/IaHMX, a Takke B PK nenaroTcs cooTBETCTBYIOIINE OTMETKH.

O cuarun nometku «JICII» yBemomisitoTcsi Bce aapecarbl, KOTOPbIM JTOKYMEHT
HaIpaBJIsICA, TUOO OpraHU3allMsl, €ro HallpaBUBILAs.

9.1.13. B cinyuae yrpatel e, JOKYMEHTOB WM W3MaHUU ¢ mometkou «J[CII»
anb0 pasriamieHus cojepkamieiics B HUX UWHGOpPMAIMK Ha3HAa4yaeTcs CiykeOHas
MIPOBEPKA, O pe3ylbTaTaXx KOTOPOH JOKIAABIBAETCS MpeAceAaTeNto (3aMeCTUTENI0
npenceaaTenis, CEKpeTapo) U30upaTeIbHON KOMUCCUU.

O6 yrpare nen, TOKyMeHTOB U u3nanuii ¢ mometkoit «ICII» cocraBnsercs akrt, Ha
OCHOBaHHUU KOTOPOTO JENAI0TCS COOTBETCTBYIOIINE OTMETKH B YUETHBIX (hopMax.

9.2. Pabota C JOKYMEHTaMH, COJCp)KAIIMMU CBEICHHUS 00 W30Uparensx,
ydacTHUKaxX pedepeHayma, oOpallalolluMUCS B paMKax  (QYHKIIMOHUPOBAHUS
['ocynapcTBeHHOM  cucTeMbl peructpanuu  (ydera) wu3Oupareneil, y4aCTHHUKOB
pedepennyma B Poccuiickoit denepanum.

9.2.1. K nokymMmeHTam, coJep)KallluM CBEJACHUs 00 H30uparensx, y4dyacTHHUKaX
pedepennyma, oOpamiaromMMuCs B paMkax (GyHKIIMOHHPOBaHUs [ ocynapcTBEHHOU
CUCTEMBI peructpanuu (ydera) uzbupareneid, yaacTHUKOB pedepenayma B Poccuiickoit
®denepaliv, OTHOCITCS JTOKYMEHTBI, MOCTyHarolue B U30MPaTENbHYI0 KOMHUCCHUIO OT
IJIaB  MECTHBIX aJMHUHUCTPAIMi MYHUIMMNAIbHBIX PalOHOB, TOPOJCKHX OKPYTOB
AnTalickoro Kpas, OpraHoB pErUCTPAlMOHHOTO YyuyeTa HACeJIeHMs, HalpaBisieMble
u30UpaTenbHO  KOMHCCHEW — TrjlaBaM  MECTHBIX  QJIMUHUCTpAllUi,  OpraHam
PEruCTPallMOHHOIO YYeTa, a TaKKe JOKYMEHTBI, NepechbllaeMble MEXAY KOMIUIEKCaMu
CPEIICTB aBTOMAaTH3allMU TEPPUTOPUATLHBIX M30UpaTeNnbHbIX komuccuil (manee — KCA
THUK), KCA UKCP® u KCA HHUK Poccum B pamkax peanuzaluu Leled U 3aaay
['ocymapctBeHHOM  cucTeMbl  peructpauuu  (ydera) wu30Uparenei, y4aCTHUKOB
pedepennyma B Poccuiickoit @eneparuu.

JIOKyMEHTBI MOTYT 0(OPMIIATHCA KaK Ha OyMa)XHBIX, TaK M Ha MAIIMHOYUTAEMbBIX
HOCHUTEJISIX.

9.2.2. Pabota ¢ JOKyMEHTaMH, COJACpKAIIMMU CBEACHUS 00 u30HparTensix,
ydacTHUKaX pedepeHyma, OJDKHA OCYIIECTBIAThCS € yuyeToM HOpM DenepaibHOTO
3akoHa ot 27 utons 2006 roga Ne 152-D3 «O nepcoHaNbHBIX JaHHBIX», [lomoxeHus 06
0COOEHHOCTAX 00pabOTKU MEPCOHATBHBIX JAHHBIX, OCYILECTBISEMON 0€3 UCIIOIb30BaHUS
CPEJICTB aBTOMAaTHU3AallMH, YTBEPKIEHHOTO nocTaHoBleHueM [IpaButenscTBa Poccuiickoit
®enepanun ot 15 centa0psa 2008 roma Ne 687, [Tonoxenus o ['ocyaapcTBEHHON cUCTEME
peructparuu  (ydera) wus3Oupareneil, y4JacTHHKOB pedepenayma B Poccuiickoit



®enepanun, yrepxkaeHHoro nocraHosieHueM LMK Poccum ot 6 HOs0ps 1997 roma
Ne 134/973-11 (B penakiuu noctanoBinenuit [{UK Poccuu ot 29 ampens 2003 roma Ne
5/37-4, ot 29 nekabps 2005 roma Ne 16/1084-4), PerimameHTa WCIIOJIb30BaHUS
nojacucteMsl «Peructp uzbupareneil, ydacTHUKOB pedepeHayma» [‘ocyaapcTBeHHON
aBTOMAaTHU3UPOBAHHOM cucTeMbl Poccuiickoii ®@eneparuu «BbIOOpE», YTBEPKIACHHOTO
noctanoBieHueM [IMK Poccum ot 26 mapta 2014 roma Ne 223/1437-6, [lonoxenust o6
oOecrieueHnn Oe3omacHocTd MH(popMmanuu B ['ocynapcTBEHHOW aBTOMAaTH3MPOBAHHOMN
cucreMe Poccuiickoit @enepanuu «Beioopsl», yTBepkaeHHOr0 noctaHoBieHrnem UK
Poccun ot 23 utona 2003 roga Ne 19/137-4 (B penakuum noctanorieHus: [{UK Poccun
ot 28 derpainsa 2007 roma Ne 200/1254-4).

9.2.3. IokyMeHTHI, COJEpKallhe CBeIeHUus 00 u30upaTensix, YyJacTHHUKAX
pedepenayma A0IKHB 00pabaThIBaThCS B PeKUME KOH(PHUIEHIINATBLHOCTH.

9.2.4. Peructpaniiio ¥ XpaHEHHE JOKYMEHTOB, COJCpXKaIUX CBEJACHUSA 00
n3buparensix, ydyacTHHKax pedepeHayma, MOCTYMAIMX OT IJIaB  MECTHBIX
aJIMUHHUCTpAIMii, OPraHOB PErUCTPALlMOHHOTO y4yeTa HaCeJIeHHWs W HampaBlIIeMbIX WM,
ocymectBisieT cucteMHubii agmuHuctpaTop KCA THUK.

9.25.Criucox  nuI,  YINOJMHOMOYEHHBIX  TOJyd4aTh OT TJIaB  MECTHBIX
aIMUHUCTpAIlMNA, OPTraHOB PETHUCTPAIMOHHOTO YydYeTa HaceJeHUs W TMepefaBaTb UM
JOKYMEHTBI, COJIepKalllie CcBeAeHus 00 wu3duparensx, ydacTHUKax pedepeHayma,
YTBEP)KIAETCS pElIeHHEeM HW30UpaTelbHOM KOMHCCHM, OINPEACNSIONIUM  TOPSI0K
GyHKIMOHMpPOBaHUS ['OCyapcTBEHHOM CHUCTEMBI perucTpauuu (yuyera) uzbuparenew,
YYaCTHUKOB pedepeHaymMa Ha TepPUTOPUH AJITaliCKOTO Kpasi.

9.2.6. IlomyunuB OT TJIaBbl MECTHOW aJMUHUCTpAllMK WJIX OT OpraHa
PETUCTPAIIMOHHOTO y4YeTa HaceleHUs JTOKYMEHT Ha OyMaKHOM JIMOO MalIMHOYUTAEMOM
HOCHUTEJE, COJAEpXKalui cBeaeHus o0 wu30upaTensX, ydacTHHKax pedepeHayma,
cucreMublii agmuHuctpatop KCA TUK npocraisier B mpaBoM BEpXHEM YTy NEPBOM
CTpaHUIbI (IpaBOM BepXHEW yacTu) AoKyMeHTa nomMeTKy «JCID».

[TomeTtka «/ICID» nmpocTaBisieTcs: TakKKe HA MEPBOM CTPAHUIIE COMTPOBOIUTEIHHOTO
nuchMa K JOKYMEHTaM, COJACpXaIluM CBeJAeHUS 00 wu30uparensx, y4aCTHHKaxX
pedepenayma.

9.2.7. Bce nOKyMEHTHI, COJAEpKallue CBeACHUsT 00 u30uparensix, y4yaCTHHKAX
pedepennyma, U CONMPOBOAUTENBHBIE MUChMA K HUM MPHU UX MOJYYCHUH JIMOO OTIpPaBKE
peructpupytorcsi cucteMHbiM aamuHuctpatopom KCA THUK B otnenbHOM >KypHaje 1o
dbopMe, YCTAaHOBIIEHHON COOTBETCTBYIOIIMM HOPMATHBHBIM aKTOM U30MpaTeNbHOMN
koMuccuu. [Ipu 3TOM K perucTpalluOHHOMY HHJEKCY JTOKYMEHTa T00aBiseTCs MOMETKa
«JICII».

9.2.8. ConpoBouTEIBLHBIE micbMa K MAaIluHOYUTAEMBIM HOCHUTEIISIM,
COJICpKAlllUM HM3MEHEHUs TEepPPUTOpHANTBHBIX ¢parMeHTOB Peructpa wusbuparenei,
YYaCTHUKOB pedepeHayma, a, Ipu HEOOXOUMOCTH U APYTUe CBEACHUS 00 U30UpaTensx,
ydacTHUKaX pedepeHayMa, perucTpupyrorcs cucteMabiM anmMuuauctparopom KCA TUK,
a CONpOBOJMUTENIbHbIE TMHChbMAa K MAIIMHOYUTAEMbIM HOCHUTENISM, COJEp KalliuM
W3MEHEHUs peruoHajbHbIX ¢parmMeHTOB Perucrtpa wu3bupateneil, y4yacCTHUKOB
pedepeHnyma, — OTBETCTBEHHBIM 3a BEJICHHE JICJONPOM3BOACTBA B HM30HMpaTEIhHOU
komuccuu. [Ipu 3TOM Ha CONPOBOAUTENHHOM NUCHME W MAIIMHOYMTAEMOM HOCHUTEIE
npocrasisieTcs momerka «/JCIDy».

9.2.9. JlokyMeHTBI, coJepaliie CBeACHUs 00 u30uparTensx, ydaCTHHKAX
pedepernyma, Ha OyMaKHBIX JTUOO MAIIMHOYUTAEMBIX HOCUTEISIX XpaHATCS B cerdax
WIH B HAJIEKHO 3aMPAEMbIX U OTeUaThIBAEMBIX MIKadax (SAMUKaX, XPAHUIHIIAX ).



Ilo wucreueHum cpoka xpaHeHHs U paccmorpeHuss Ha OK u3OuparenbHOR
KOMHCCHH YKa3aHHBIE JJOKYMEHThI YHUYTOXKAIOTCS MO akTy (mpuiioxenue Ne 22). Akt o0
YHUYTOXXCHHH COCTABIISIETCS B JIBYX OJK3EMIUIApaX, OJUH U3 KOTOPBIX XPAHUTCS Y
cuctemHoro aamunuctpatopa KCA THUK, a BTopoit momemiaercs B 1eJI0 B COOTBETCTBUU
C HOMEHKJIaTypo# J1e71 u30upaTeaTbHON KOMUCCHH.

9.2.10. lokymMeHTBI, coOfepiKalllie CBEICHWs 00 u30upaTeNnsaX, ydacTHHKaX
pedepenayma, nepenaroTcss paboTHUKAM W30UPATETbHBIX KOMUCCUUN MO/ TIOIIUCH.

[lepenaua MOKYMEHTOB, COJEpKaIllUX CBEIEHUS 00 H30MpaTeNsX, y4acTHHKaX
pedepeHnayma, OT OJIHOTO pabOTHHUKA JIPYrOMY OCYIIECTBISETCS C pa3pelieHus
npescenaTenns n30upaTeTbHON KOMUCCUH UITH JIUIA, €r0 3aMEIIaoIIero.

JIoKyMeHTBI, cojieprKalliie cBeJeHus: 00 n30upaTensx, yuacTHUKax pedepeHayma,
TUPAKUPYIOTCS C MHUCBMEHHOTO pa3pelieHus npecenarens n3OupaTelbHOW KOMUCCHUU
WIK WA, €ro 3aMellaloniero. Y4YeT THUPAKUPYEMbIX TOKYMEHTOB OCYIECTBISETCS
nosk3eMIuIsipHo. Ha o6opoTe mocienHero aucTa KakJOTO SK3EMIUIIpa HCIOTHUTEIh
JOJKEH YKa3aTh KOJHMYECTBO OTHEYAaTaHHBIX JK3EMIUIIPOB, CBOIO (aMWIMIO U ATy
TUPAKUPOBAHUS TOKYMEHTOB.

9.2.11. O daxkrax yTpaThl JOKYMEHTOB, COJIEPKAIIUX CBEACHUSI 00 M30MpaTesX,
yJacTHHKaxX pedepeHmyma, nubOO pasTiameHus cojaepkamieiics B HUX HHPOpMauu
CTaBUTCSI B M3BECTHOCTh IIpe/cenaTeNlb W30UpaTeNIbHOW KOMHCCHUHM WM JIUIO, €ro
3amemaromiee. [Ipeacenarens win JMI0, €ro 3aMeliaroliee, Ha3HAYaeT KOMHCCHIO IS
paccienoBaHusl OOCTOSITENTLCTB YTpaThl WM paslVIallieHus. Pe3ynpTaTbl MPOBEPKU
JMOKJIAJIBIBAIOTCA ~ TpefceAaTeNlto  M30UpaTenbHONM  KOMHUCCHM WM JIMIY, €ro
3aMeIaemy.

10. IToaroToBka, opopMiaeHue, BHIMYCK, Y4eT JOKYMEHTOB,
paccMaTpUBaeMbIX HA 3aceJaHUSX H30UPATETbHOH KOMUCCHHI

10.1. ®opmupoBaHue TMpoeKTa TMOBECTKM JAHS 3acefaHus U30upaTeabHOU
KOMHCCHHU.

10.1.1. [IpoekT mOBEeCTKM JHS  3acedaHus  U30UPATENbHOM  KOMHCCHUHU
dopmupyeTcs cekpetapeM H30MpAaTEThbHOH KOMHCCHH B CpPOKH, YCTaHOBJICHHBIC
PernamenTtom u30MpaTenbHOW KOMHCCHHM, Ha OCHOBAaHUM IUJIAHOB pabOThl M pelIeHUM
n30UpaTeNbHON KOMHCCHH, TOPYYCHHH TMpejacenarens H30MpaTeIbHOM KOMHUCCHUH,
NOCTYNUBIIUX JOKYMEHTOB M, MOCJE COTJIACOBAHMS C MpeicenaTesieM, MOANUCHIBAeTCs
ceKkpeTapeM U30upaTebHOW KOMUCCHHU.

10.1.2. Ynensl u30upaTenbHON KOMHUCCUU BIIpaBe MPEAJIOKHUTh BHECTU B MPOEKT
MOBECTKU JHS 3acelaHus M30MpaTeNbHOW KOMHCCHU BOIIPOCHI, HE IMPEIyCMOTPEHHBIE
TuTaHaMu pabOThl W pEHICHUSAMU H30MpaTeNbHOW KOMHCCHH, TPH YCIOBHU HATUYHUS
TIOJITOTOBJICHHBIX IO TOMY BOIIPOCY TOKYMEHTOB.

JlaHHbIE  BONPOCHl  BKJIOYAIOTCS B TPOEKT IMOBECTKH JIHSA  3acedaHus
U30MpaTeIbHOM KOMHCCHM TpUM THCHbMEHHOM OOpamleHHH dWieHa u30upaTeabHOi
KOMHCCHHU, TI0 HMHHIMATHBE KOTOPOTO BOMPOC BBIHOCHUTCS HA 3acelaHWe, Ha UM
npesacenaTess U30MpaTeNbHON KOMUCCHH, B KOTOPOM YKa3bIBAaeTCsl Ha3BaHHE BOIPOCa,
JOKJIQJIYUK U JaTa Imepeadn COTIaCOBAaHHOTO MPOEKTAa PEIICHUS U MAaTepHaIOB K HEMY
CeKpeTapro H30UpaTeaTbHON KOMHICCHH.

10.1.3. CornacoBanHblii ¢ mpeacenaTeaeM H30UpaTENbHOM  KOMHCCHUH |
NOJNMCAHHBIN CeKpeTapeM M30MpaTeIbHON KOMHCCUU TPOEKT MOBECTKU JHS 3acelaHus
U30MpaTeIbHOM ~ KOMHUCCHM ~ THUP@XHUPYeTCS  OTBETCTBEHHBIM 32  BEJCHHUE



JIeITOTIPOU3BO/ICTBA (32 MOJATOTOBKY 3acelaHusl) Ui PAacChUIKM WiIeHaM H30MpaTenbHOU
KOMMCCHH.

[IpoexT moBeCTKM [HS 3acemaHus W30MPATENbHON KOMHUCCHH MOXET OBITh
pa3MenieH ~ Ha  caidte  U30Mpare’lbHOM ~ KOMHUCCMM B MH(OPMALMOHHO-
TEJIEKOMMYHUKALIMOHHOM ceTu VIHTepHeT.

10.1.4. Ynenam wu30upaTeIbHONM KOMHCCHM C TIPaBOM pPEIIAIIIEr0 Tojoca Hu
qiieHaM M30MpaTeIbHONH KOMUCCHH C TIPAaBOM COBEIIATEIHHOTO IoJI0Ca, MPEACTaBUTEISIM
HNOJUTUYECKUX NapTUH INPOEKT TOBECTKU JAHSA 3acelaHus H30MpaTeNbHOM KOMHCCHU
MOXET OBITh pa30CiaH Ha YKa3aHHble MMM 3JEKTPOHHBIE ITOYTOBBIC SIIMKH B
UHPOPMAIIMOHHO-TEIIEKOMMYHUKAIMOHHOM ceTn VHTepHET.

10.2. [lonroroBKa HOKYMEHTOB IO BOIIPOCAM, BKJIIFOUEHHBIM B MPOEKT MOBECTKU
JTHS 3ace/laHus U30UpaTeIbHOU KOMHCCHH.

10.2.1. JIokyMeHTBI TIO BOIIpOCaM, BKJIIOUYEHHBIM B TMPOEKT IIOBECTKH JHS
3aceaHus N30MpPaTeTbHON KOMHCCHH, TOTOBSATCS WiICHAMH H30MpaTeIbHON KOMHICCHH, 33
KOTOPBIMH  3aKpEIUIEHbl ~ COOTBETCTBYIOLIME  HANpaBJIECHUs  JIEATEIIBHOCTH, C
OpUBJICYEHUEM, B CilIydae HEOOXOIMMOCTH, paOOTHHMKOB ammapara H30upareabHOU
KOMICCHU U IPYTHX CIECIIHATNCTOB.

10.2.2. TlpeacraBisieMple K PacCMOTPEHHUIO JOKYMEHTHI JOJDKHBI BKIIOYATh
O3arjaBJICHHBIH MPOEKT peleHUs] C MNPUOOIIEHHBIMM K HEMY HOJUIMHHUKaMU
JIOKYMEHTOB, IOCIYXHUBIIUX OCHOBAHHWEM JMJII PACCMOTPEHMsI BOIPOCAa HAa 3aceJaHUU
U30MpaTEIbHOM KOMHCCHH, JTHUOO TMPOEKT MHUChMa, IMOMJIEKAIIETO COTJIACOBAHUIO Ha
3aceaHuu M30UpaTeIbHON KOMHCCHHU, MPU HEOOXOIUMOCTHU — MOSICHUTEIBHYIO 3aIHCKY
[0 paccMaTpuBaeMoMYy Bolpocy. Pemenust n3dbuparenbHoil Komuccuu 0GOpMIISIIOTCS Ha
Onanke (mpuioxxenue Ne 7).

10.2.3. [IpoeKThl JOKYMEHTOB (BKJIIOUYasi MPWIOKEHHUS), MPEACTABISIEMBIC IS
paccMOTpeHUs] Ha 3aceaHuu HU30upaTe’nbHONW KOMHUCCHM, BU3UPYIOTCS UCIOJIHHUTEIEM,
IOPUCTOM, HaydaJbHUKaMH CTPYKTYpPHBIX IOJpa3fefieHuil amnmapata wu30upaTenbHOU
KOMHCCHH, OTBETCTBEHHBIMH 32 IOATOTOBKY JOKYMEHTa W WICHOM H30HMpaTenbHOU
KOMHCCHH, OTBETCTBEHHBIM 32 €T0 MOJTOTOBKY.

[IpoexTel JOKYMEHTOB (BKJIIOYas TPHIOXKEHHUs), COAEpHKAIIUE BOIPOCHI
(¢buHaHCUpOBaHUSA BBIOOPOB, OOECHEUYEeHMs NEATETbHOCTH M30MpaTEeIbHBIX KOMHCCHIA,
IKCIUTyaTalliy U Pa3BUTHS CPEJCTB aBTOMATU3AINU, OOYICHHUSI OPTaHU3aTOPOB BEIOOPOB
U YYaCTHUKOB H30MpATENbHOTO Ipolecca, B 00sA3aTeIbHOM THOPSAKE BU3HUPYIOTCS
TJIABHBIM OyXTajaTepoM U30UpaTeaTbHON KOMUCCHH.

Bu3bl mpocTaBisSFOTCSI B KOHIIE TEKCTa MPOEKTa peIIeHus TuO0 Ha 0OOpPOTHOM
CTOpPOHE IMOCJIEAHET0 JINCTa NPOEKTa TOKYMEHTA (BKJIIOUast MPUIT0KEHUS).

10.2.4. TIpoeKTbl JOKYMEHTOB JUIsl BH3UPOBAHUS JIOJDKHBI MPEICTABISATHCS B
CPOKH, YCTAaHOBJICHHBIE TIpeiceaTeNieM n30upareabHO KOMUCCHH.

10.2.5. Ucnonautens  obOecrneunBaeT  KOMIUIGKTHOCTh  BCE€X  JIOKYMEHTOB,
0003HAUEHHBIX KaK B IMPOEKTE pEIIeHUus H30MpaTeNbHbIX KOMHUCCHHM, Tak M B
NPUIIOKECHHUIX K HEMY.

10.2.6. [1ocnie o3HaKOMIIEHHMSI, @ B HEOOXOIUMBIX CIIy4asiX — BHECEHMs 3aMeUaHui
U TPEeNJOXKEHHUH, CeKpeTapb W30MpaTenbHONH KOMHCCHUH TMPHUHUMAET peHIeHHEe O
BBIHECEHUHU IMPEICTABIEHHBIX MPOEKTOB JOKYMEHTOB Ha 3acelaHue H30upaTernbHON
KOMICCHH, TIPOCTABIISICT HAa HUX yka3aHue «Ha 3acemaHue», CTaBUT JIMYHYIO TIOJIIUCH U
JaTy ¥ TepelaeT BeCch KOMIUIGKT JOKYMEHTOB OTBETCTBEHHOMY 3a BEICHHE
JIEJIONPOU3BO/ICTBA (32 MOATOTOBKY 3acelaHus) JJI1 TUPA)KUPOBAHUSI.



[Tpu HEOOXOIUMOCTH POEKTH JOKYMEHTOB MOTYT OBITh BO3BPAIICHBI CEKPETAPEM
n30MpaTeNbHON KOMUCCUH UCTIOTHUTEIIO JUIs TI0paOOTKH.

10.2.7. OTBEeTCTBEHHBIN 3a BEJCHUE JICTONMPOM3BOACTBA (32 TOJATOTOBKY
3acelaHrs) KOMIUIEKTYET ManKh C JOKYMEHTaMH, MOJUIeKAIIMMU PACCMOTPEHHUIO, B
COOTBETCTBUU C TMPOEKTOM TIOBECTKH [IHS 3acefaHusi W30UpaTeIbHOW KOMHCCHHM U
paszaeT uX 4wieHaMm H30MpaTeIbHOW KOMHCCHM B CPOK, YCTaHOBJIEHHBIM PeriamenTom
n30UpaTenbHON KOMUCCHH.

Ecnu unen n3bupaTenbHON KOMUCCUU HAXOAMUTCS B OTIYCKE, KOMaHIUPOBKE WU
OTCYTCTBYET 1O OO0JIe3HU, MpelIHa3HaueHHas JJIs HEero mamka ¢ JOKYMEHTaMU OCTaeTcs
JI0 €r0 BO3BPAILICHHUS Y OTBETCTBEHHOTO 3a BEJCHHUE JIEIOMPOU3BOACTBA (32 MOATOTOBKY
3aceaHus ).

UnenaMm wu30MpaTeabHOM KOMHCCHM C TMPaBOM COBEHIATENIBHOTO T0JIOCA,
MPEICTABUTENISM MOJTUTHYECKUX MAPTUN MaTepualbl MOTYT MepeaBaThCs Ha yKa3aHHbIC
MU DJICKTPOHHBIC MMOYTOBEIC SMIMKU B WH(HOPMAIIMOHHO-TEIEKOMMYHUKAIIMOHHOW CETH
WuTepHer u mepei HadajaoM 3acelaHMsi, a JIMIaM, MPUTJANICHHBIM Ha 3acelaHue,
MaTepUalbl 1O BOMPOCY, HA KOTOPBIA OHU MPUTJIAIICHBI, EPEIAIOTCs IPU PETUCTPAIIUU
nepe]] HadaloM 3acelaHusl.

10.2.8. [IpoeKkThl TOKYMEHTOB MOTYT TOTOBHTBCS ¥ COTJIACOBBIBATHCA C
ucnosb3zoBanueM 111 JIEJIO.

10.2.9. [lepen HayanoM 3acellaHusi OTBETCTBEHHBIN 3a BEJICHUE JIETOTPOU3BO/ICTBA
(32 MMOATOTOBKY 3aceqaHMs) PETUCTPUPYET MPHUTIAMICHHBIX HA 3aCeTaHue JIUI, CITMCOK
KOTOPBIX MPEJICTABISETCS MPEICeaTeNI0 U CeKpeTapio n30upaTebHON KOMUCCUH.

10.2.10. Ha 3acemanmu u30MpaTEIbHONM KOMHUCCHU BEIETCS MPOTOKOI M MOXKET
IIPOU3BOJIUTHCS ayIM03ANUCH (BUIC03AITUCH).

10.3. Beimyck JIOKYMEHTOB, PAacCMOTPEHHBIX Ha 3aceJaHuH W30MpaTEIbHOM
KOMUCCHH.

10.3.1. JIokyMeHTBI, pacCMOTPEHHBIC Ha 3aceJaHUd H30UPATEIIBHOM KOMHCCHH,
JIOJDKHBI ~ ObITh, TIPU  HEOOXOJUMOCTH, JOpaboTaHbl, a 3aTeéM TMOJMHUCAHBI,
3apEruCTPUPOBAHBI M PA30CIIaHbI.

10.3.2. Cpoxk 1opabOTKu JOKYMEHTOB HE JOJKEH MPEBBIIIATh TPEX pabouux JHEH
nocJie JTHS 3ace/laHus, €clii MHOM CpPOK He ompenesieH (eaepalbHbIM 3aKOHOM U (WJIH)
3aKOHOM AJTalcKOro kpas, PermameHTOM M30MpaTeabHOM KOMHCCHHM WJIM HE OTOBOPEH
Ha 3ace/JaHuM.

10.3.3. [Ipu mopaboTKe TOKYMEHTa HMCIIOJHUTENIh BHOCUT B TEKCT COTJIACOBAHHBIE
B XOJ€ 3acefaHus u30UpaTeNbHOM KOMHMCCHM H3MEHeHus. B ciayyae mnpuHATHS
U30MpaTEIbHOM KOMHMCCHEH pelIeHHs] 0 HEOOXOIMMOCTH KOHTPOJIS 3a HCHOJHEHHEM
pelIeHHuss €ero TEKCT JIOMOJHSETCS IyHKTOM, B KOTOPOM HAa3HAYalTCs JIMIIA,
OTBETCTBEHHBIC 32 MCIIOJTHEHUE, U OTIPEICTISCTCS] CPOK UCTIOTHEHHMS.

10.3.4. JlokymMeHT, MOJJeXallUi  MOANUCAHWIO  (BKJIIOYAs  TPHIOKEHUS),
BU3HUPYETCS HUCIOJHUTENEM, HadaJbHUKAMHU CTPYKTYPHBIX IOJpa3AelieHuid arrmapara
n30MpaTebHON KOMUCCHHU, OTBETCTBEHHBIMHU 32 €T0 MOJTOTOBKY U I0PA0OTKY, FOPHCTOM
¥ YICHOM H30HMpaTeIbHOM KOMUCCHH, OTBETCTBEHHBIM 32 €T0 IMOATOTOBKY.

JIOKyMeHTHI (BKJIFOYAsl TPUIIOKEHUS), COJIEpIKaIINe BOMPOCH (UHAHCUPOBAHUS
BBIOOPOB, OOeCTedeHUs ACSITEIbHOCTH W30MPAaTEeNbHBIX KOMHCCHM, JKCIUTyaTalluud u
pa3BUTHUSI CPEICTB aBTOMATH3AIlMK, OOYYCHUS OpTaHW3aTOPOB BHIOOPOB M YYAaCTHHKOB
U30MpaTEILHOTO  TpoIiecca, B 00s3aTeTbHOM  TOPSIKE BU3UPYIOTCA  TJaBHBIM
Oyxrantepom u30upaTenbHON KOMUCCHH.



[Ipu HEoOXxomumocTH, B cCllyda€ BHECEHHUS B JIOKyMEHT COTJIACOBAaHHBIX Ha
3acelaHuyd  M30MpaTeIbHOM KOMHUCCHUM HM3MEHEHHUW, OH BHU3HUPYETCS Y YICHOB
n30UpaTebHOM  KOMHCCHH, BHECIIUX B  XOJE€ 3acelaHus COOTBETCTBYIOIIUE
MIPEITI0KEHUS.

Bussl mpocTaBiisitoTcst HA 000POTHOM CTOPOHE MOCIIETHETO JINCTA JOKYMEHTA.

10.3.5. UcnonHUTENb CIEIUT 3a KOMIUIEKTHOCTHIO MPHUJIATaeMbIX K PEIICHUIO
n30MpaTebHON KOMUCCUHU JOKYMEHTOB M PACIIOaraeT uX B TOM MOCIIEOBATEIIEHOCTH, B
KOTOPOU OHU YIIOMHHAIOTCS B TEKCTE, a TAKXKE MPOCTABIISIET BU3Y HA OOOPOTHON CTOPOHE
KaXXI0TO JIUCTA PEUICHUS U MPUIIOKEHUHN K HEMY.

10.3.6. Eciiu  BoOTIpOCHI, coaepiKamiuecss B PEIICHWH W30WMpaTellbHONH KOMUCCHH,
KacaroTCs ICITeILHOCTH OJTHOW WJIM HECKOJIBKUX CTOPOHHHMX OPTaHU3alHi, K JOKYMEHTY
MpUJIaraeTcst JJUCT COTIaCOBaHUS, B KOTOPOM YKa3bIBaeTCsl HAMMEHOBAaHUE OpPraHU3allliH,
JOJIKHOCTh, MHULIUATBI U (HaMUIUS JOJKHOCTHOTO JIMIA, C KOTOPBIM 3TOT JOKYMEHT
COTJIACOBAaH, U CTABUTCS €T0 JIMYHAS TOJIIHCh.

CornacoBanue MoOXeT OQOpMIISATbCA HAa  TMOCJIEAHEM JIMCTE  pelleHUs
n30UpaTeNbHON KOMUCCHH.

10.3.7. K odopmieHHOMY 17151 TIOAMUCAHUS PEHICHUI0 M30UpaTeTbHOW KOMHUCCHH
UCTIOJIHUTENh TPUJAracT CIHCOK JIOJDKHOCTHBIX JIMI[ (OpraHM3aIuii), KOTOPBIM
HaTNpaBJsIeTCs peleHue H30upareabHol Komuccuu (punokenue Ne 15).

B cmmcok BKITIOYAIOTCS JTOJDKHOCTHBIE JIMIIA, KOTOpPbIE OYIyT 3a/JeMCTBOBAHBI B
peayi3ayy MPUHATOTO JOKYMEHTa WU JIOJDKHBI OBITh NMPOMH(OPMHUPOBAHBEI O €T0
COJIep>KaHUH U KOTOPBIM 3TOT JIOKYMEHT JIOJKEH OBITh Pa3ociiaH.

Crucok pacchUTKH JOKYMEHTOB TMOJIMUCHIBACTCS MCIIOTHHUTENEM U YTBEPKIAaeTCs
npencenaTeneM (3aMecTUTENEM MpecenaTens, CeKpeTapeM) n301paTeaIbHON KOMUCCHH.

10.3.8. [Ipoueaypa 1opabOTKH M COTJIACOBAHUS JOKYMEHTOB, PACCMOTPEHHBIX Ha
3acelaHuU HU30MpaATENIHbHOW KOMHCCHH, MOET MPOBOJUTHCS B JIIEKTPOHHOM BHUIE C
ucnosb3zoBanueM 111 JIEJIO.

10.3.9. OdopmiieHHBII KOMIUIEKT TOKYMEHTOB (pelieHue, 0003HauyeHHBIE B €ro
TEKCTE MPWIOKEHHs, CIIMCOK PACCHUIKHM) HWCIOJIHUTENh TEepeacT OTBETCTBEHHOMY 3a
BEJICHUE JICJIONPOM3BOJICTBA (32 MOATOTOBKY 3acelaHusi) JUIsl MPOBEPKU MPaBUIBLHOCTU
opopMIICHHSI JOKYMEHTOB M TOCICAYIOIIET0 WX TNPEJICTaBICHUS HA TIOJIUCH
npesiceaTelio U CeKpeTapto n30upaTeabHO KOMUCCHH.

10.3.10. Pemrerne m30upaTebHOM KOMHCCHHM TOJAINKCHIBACTCS TMpeceaaTeIeM H
ceKkpeTapeM n30upaTebHOW KOMUCCHUH.

Ecnim wa 3aceganwu  wM30MpaTeNbHOW  KOMHCCHU  TIPECEAaTelIbCTBOBAI
3aMeCTUTEeNh Tpeaceaarens W30UpaTeNbHOM KOMHUCCHUH, CEKpeTapb HU30UpaTenbHOM
KOMHUCCUU WIIM OJIMH W3 WICHOB H30MpAaTeIbHOM KOMHUCCHUU C IPABOM PEHIAIONIETO
rojoca, a TaKKe €CIM TOJTHOMOYHS CeKpeTapsi m30upaTeIbHOH KOMHCCHU OCYIIECTBIISIT
OJIVH W3 YICHOB U30UPATEIHLHON KOMUCCHH C TIPABOM PEIIAFOIIETO TOI0Ca, TO MOAIMUCH B
MPOTOKOJIE, Ha pelIeHUH O(POPMIIIOTCS CICTYIOIINM 00pa3oM:

«3amecTuTelnp npeaceaaTens n30upaTeaIbHO KOMUCCHI — B Cllydae BPEMEHHOTO
OTCYTCTBUS TIpeJiceaTelIss N30UpaTeIIbHON KOMUCCHH;

«HcnonHstonuii  0053aHHOCTH TIpejiceiaTenNss U30UpaTeTbHOM KOMHCCHHM» — B
cilydae BPEMEHHOTO OTCYTCTBHS 3aMECTHUTENS MpeIcenaTeNsi N30upaTeIbHO KOMUCCUT
IpY HAJIWYUU PEIICHHWS W30UpaTeIbHOH KOMHCCHHM O BO3JIOKCHHUM Ha CeKperaps
U30MpaTesbHON KOMUCCHH JINOO OJTHOTO M3 WICHOB M30MPATEIbHON KOMUCCHU C MIPABOM
PEIIA0IIEero rojioca MOTHOMOYHIA MpecenaTeNs N30UpaTeTbHON KOMICCHH,



«Ucnonmustonmii 003aHHOCTH CEKpeTapsi n30UpaTeIbHOH KOMHCCHUNY) — B CIydae
HAJIMYUs PacloOpsDKEHUs TpencenaTelis n30upaTeabHOM KOMUCCHUU WM HCTIOJIHSIOMIETO
00513aHHOCTH TIpeZcenaTesns M30MpaTeNTbHON KOMHUCCHH O BO3JIO)KEHHWH Ha OJHOTO W3
YICHOB W30UPATENbHOM KOMHCCHU C TMPABOM pPEHIAONIET0 Tojoca IMOJHOMOYUHN
cekpeTaps M30UpaTeNbHON KOMHCCHHM JMOO MpU HAIUYUU TOCTAHOBJICHUS (pelieHus)
n30UpaTeNbHOM KOMHUCCHU O BO3JIOKEHHM Ha OJIHOTO W3 YJICHOB HU30MpaTesIbHON
KOMHCCHH C TIPaBOM pEIIAIONIET0 ToJjioca TOJTHOMOYHI ceKpeTapss u30upareabHOn
KOMUCCHH.

10.3.11. [Tocne moamucaHusi JOKYMEHTHI PETHCTPUPYIOTCS OTBETCTBEHHBIM 32
BEJICHHE JICJIOMPOU3BOJICTBA (32 MOJATOTOBKY 3acenanus) ¢ ucnonb3zoBanuem 11 JIEJIO.
Ha moxyMmeHTax u ciicKax pacChUTKHA MPOCTABIIAETCS PETHCTPAIIMOHHBIA HOMED.

10.3.12. Pemiernss n30upaTeIbHOM KOMHUCCHU HYMEPYIOTCS B XPOHOJIOTHYECKOU
MOCJIEZIOBATENILHOCTH B MpEJIeNiax CpOoKa MOJIHOMOYUN N30MpaTebHON KOMUCCHH.

Homep pemenuss u30upareiabHOW KOMHUCCHMM COCTOMT M3 HOMEpa IpOTOKOJIa
3acellaHusl ¥ TMOPSJIKOBOIO HOMEpa pEIeHUs, pa3/ieJICHHbIX KOCOM uepTod (Hampumep:
1/8, tne 1-3T0 HOMEP MPOTOKOJIA, 8-HOMEP PEIICHUs).

10.3.13. YkazaHHBIC BBIIIE PEKBU3UTHI PEHICHUS W30UPATETbHON KOMHUCCHH
BHOCATCA B PK, K KOTOpO#t mpukpemusgercs daiin nokymenta B popmare MS Word® ns
Tabmun pomyckarorcs ¢opmatel MS Excel®) u, mpu HeoOXOIUMOCTH, >JIEKTPOHHBIH
obpa3 gokymeHta B ¢Qopmare .pdf, a Takxke pgemaercs CBsi3ka C JOKYMCHTaMH,
TIOCTYXKUBIIIMMH OCHOBAaHWEM IS PACCMOTPEHHS BOIIPOCa Ha 3aCeTaHnu M30MpaTeTbHON
komuccud (npu Hanuyuu ux PK B [N JIEJIO).

10.3.14. Pa3pemienue Ha TUHpPOXUPOBAHHE JOKYMEHTOB B  HEOOXOIUMOM
KOJIMYECTBE  JaeT  Tpeacenartesnb  (3aMeCTUTENh  Mpelacedareis,  CEeKpeTapb)
N30MpaTeIbHOM KOMHUCCHH. JIOKYMEHTBI THPaKHPYIOTCS OTBETCTBEHHBIM 3a BEICHHUE
JIEJIONPOU3BOJICTBA (32 MOATOTOBKY 3aCeIaHUs) B COOTBETCTBUU CO CIIMCKOM PACCBHUIKH,
HAa KaXJOW KOMMH JIOKYMEHTa MPOCTABISIETCS Ie4YaTh, YIOCTOBEPSIONIasl TMOMUCH
npejaceaarens u30upaTeIbHOM KOMUCCUM M CeKpeTapsi u3buparenbHONM Komuccuu (6e3
BOCIIPOW3BEICHUS MOIITHUCE ).

10.3.15. Konust penienust u30MpaTenbHON KOMUCCHUN HAMPAaBIIIETCS 3asBUTEIIO B
cllydae, eciid ero oOpalieHne B n30MpaTenbHyl0 KOMUCCHIO TIOCTY)KHIIO OCHOBAaHUEM JIJIS
paccMOTpeHus BOIIpoca Ha 3aceJaHiH U30MpaTeIbHON KOMHUCCHH.

10.4. OdopmrneHue mpoToKoJa 3aceaHusI N30UPATETLHON KOMUCCHH.

10.4.1. IIporokoun 3acenanus u3bUpaTeIbHOW KOMUCCHUU OoopMIIsieTcss Ha OmaHKe
(mpunoxenue Ne 6) B CpoK, yCTaHOBJICHHBIN PernaMeHToM u301paTeabHO KOMUCCHU.

10.4.2. IIporokou 3acenanus MOXKeT 0(OPMIISTHCS B MTOJIHOM WIIA KpaTKoi dopme.

10.4.3. TekcT mpoTOKOIa 3aceaHusl U30UpaTebHON KOMUCCUU COCTOUT U3 JIBYX
YacTeN: BBOJIHON M OCHOBHOM.

10.4.4.B BBOAHOW YacTW MPOTOKOJA YKA3bIBAIOTCS (aMuUIUs M WHUIUAIIBI
npeacenatess  M30MpaTeNbHOW  KOMHMCCUM  (IIPEICENaTeNbCTBYIOMIETO), a  Takke
NPUCYTCTBYIOIIMX 3aMECTUTEINs TpeacenaTeNss H30MpaTeNbHOW KOMMCCUH, CeKpeTaps
U30MpaTEIIbHOW KOMUCCUH U WICHOB M30MpPATEIbHON KOMUCCUH, B TOM YHCJIE C TIPABOM
COBEIIATEILHOTO TOJI0ca, Pa0OTHUKOB amnmapara H30UpaTeIbHOM KOMHUCCHU W JIHIIL,
MIPUTJIAIICHHBIX HA 3ace/laHue.

Jlomyckaercss 0opopMIIeHHE TPUCYTCTBYIOIIMX OTIACIBHBIM CITUCKOM C YKa3aHHUEM
WHUIHAIOB, (haMWINK U TOKHOCTEH. CIIMCOK NpUiIaraeTcsi K MPOTOKOIY 3aceIaHusl.

10.4.5. [loBecTka AHSI BKJIIOYAECTCS B BBOJHYKO YacTh TMPOTOKOJNA 3acelaHus
n3buparenbHoii komuccuu. OHAa COCTOMT W3 TEPEUUCIICHUS BOIPOCOB, KOTOPHIE



oOcyxmaroTcss  Ha  3aceJaHuM  W30UpaTeNbHOM  KOMHCCUH, U 3aKpeIiseT
MOCJIEZI0BATENHOCTh UX 00CYXIeHUs U (PaMUJTUU TOKJIAUYHUKOB (BBICTYIAIOIINX ).

Kaxxnpiit Borpoc moBecTKH AHS 3aceaHus M30MpaTeIbHON KOMUCCUU HYMEpPYeTCs
apabckoil nudpoil, ero HauMeHoBaHue GopMynHpyroT ¢ npemiora «O» wim «Oo». Ilo
KaXXJOMY MYHKTY yKa3bIBaeTcs JOKJIATUUK U ¢opMa MpejcTaBICHUS BOIpoca (IIOKIal,
oT4eT, coolIeHue, nHpopMarus).

10.4.6. OcHOBHasT YacTh MPOTOKOJIA 3acelaHus U30UpaTeNbHOW KoMmHccHH (Kak
MOJIHOM, TaKk W KpaTkoi (OpPMBI) COMAEPKUT CTOJNBKO pAa3AesioB, CKOJIbKO IMYHKTOB
BKJIFOYEHO B MIOBECTKY JHSA. B COOTBETCTBUM C HEM pa3fenbl HyMEpPYOTCS.

Kaxnpiit paznen coctout uz tpex yacteit: «CJIIYIHAJIN:», «BBICTYIINIIN:»,
«PEILMJIN:», koTOpBIE NEYATAIOTCS OT FPAHUIIBI JIEBOTO MOJIS IPONMCHBIMU OYKBaMHU.

B uactu «CJIYIIAJIM:» kpaTKo H3iaraeTcs TEKCT BBICTYIUICHHS JOKJIaa4uKa.
Wuunumansl  w  daMunus  JOKJIagYMKa — MEYaTaloTcss € KPacHOM  CTPOKH
B UIMEHUTEJILHOM Majieke. 3aluch JI0KIIaJ1a U3JIaraeTcsa OT TPETHEro JUlla €AUHCTBEHHOTO
qrciia ¥ OTAENIeTCS OT (aMUIUU TUPE.

Ecnu Ttekcr nokmana mpuiiaraeTcsi K IPOTOKONY 3acelaHusl H30MpaTeabHOU
KOMMCCHH, TO UCHOJIB3YETCS CChUIKA « TEKCT JOKIIaaa MpuiiaraeTcsn.

B vactu « BBICTYIINJIM:» nepeuncnsaroTcs BBICTYNAONIME U aBTOPbI BOIIPOCOB.
Wuunmansl v paMuiivs BRICTYHAIONIETO MEYATAIOTCS ¢ KPACHOW CTPOKM B UMEHUTEIILHOM
nangexe. KpaTkasg 3amuch BBICTYIUIEHHSI IO CYIIECTBY paccMaTpUBAaeMOro BOIpoOca
M3JIaraeTcsl OT TPETHETO JUIA €IUHCTBEHHOTO YHCIIA.

Ecnu TexcT BBICTYyIUIEHUS TpUJIaraeTcs K MPOTOKOJY 3acelaHusi u30upaTeabHOU
KOMHUCCHH, TO UCTIONb3YETCA CChUIKA « TEKCT BBICTYIUICHUS IPUIIATaeTCs.

B uactu «PEIIWNJIN:» oTpaxkaeTcs NPUHATOE pPEIICHHE IO O00CYXIaeMOMY
BOIIPOCY U PE3YJBTATHI TOJIOCOBAHUS.

Copepxanue 0co0Oro MHEHUS, BBICKa3aHHOTO BO BpeMs  OOCYXJICHHUS,
3alHUCHIBAETCS B TEKCTE€ TMPOTOKOJA 3acelaHus U30UpaTeTbHOM KOMHUCCHU WIIU
odopmIIIeTCS Ha OT/IETLHOM JIMCTE ¥ TTOMEIIAETCS TTOCJIe COOTBETCTBYIOIIETO PEIICHHUS.

10.4.7. IIporokon 3acemanusi M30UPATEIBLHOM  KOMHCCHH  TOJIUCHIBACTCS
npencenaTesieM u30upaTenbHoil KoMuccHn (TIpeiceaTelIbCTBOBABIIMM Ha 3acelaHuM) U
cekperapeM u30MpaTenbHOM KOMUCCHM (MM YJEHOM U30MpaTeIbHOM KOMHCCHUH,
WCIIOTHSBIIIUM OOSI3aHHOCTH CEKpeTapsi U30MpaTeIbHON KOMUCCHN).

10.4.8. Ilocie moamucaHusi TPOTOKOJIBI 3acelaHWi HM30MPATEIbHOW KOMHCCHH
peructpupytorcs. IIporokonsl 3acemaHuii M30MpaTeILHON KOMHUCCHH HYMEPYIOTCS B
XPOHOJIOTUYECKON MOCIEI0OBATEILHOCTH B Mpe/eiaX CpoKa MOJHOMOYUN H30UpaTeIbHON
KOMMCCHH.

10.4.9. IIpoTokoubl 3acenannii U30MPATENHHOW KOMHCCHH, TPUOOIIEHHBIE K HUM
pelieHuss BMECTE C MaTepuallaMH, TMOCTYKHBIIUMU OCHOBaHUEM JUIsl MX MPUHATHS,
OCOOBIMH MHEHHUSMH YJICHOB W30MPATENIbHOW KOMUCCHHM, XpaHATCA Yy CeKperaps
n30MpaTenbHO KOMUCCHU, a 3aTeM, OQOpPMIICHHBIE B COOTBETCTBUU C TpeOOBaHUSIMU
NHcTpyKuuu, nepesaroTcs B apXuB.

11. OdopmiieHre MPOTOKOJIOB 3aceqaHUIl padoUmX,
IKCHEPTHBIX I'PYNI, KOHCYJIbTATHBHBIX OPTraHOB U30UPATEJIbHONH KOMHCCUH

11.1. TIpoTokonsl 3aceanuil (Aanee — MPOTOKON) pabo4MX, IKCHEPTHBIX TPYIIH,
KOHCYJIHTaTUBHBIX OPTaHOB M30MpaTenbHOM KOoMHCccHUU (nanee — pabodas rpymma)
oopmisIrOTCSt IO ycTaHOBIIEHHOH popme (mproxenue Ne 16).



[Iporokos cocraBiasieTcsi Ha OCHOBAaHUM 3alMCEH, MPOM3BEIEHHBIX BO BpPEMS
3acefaHusl, NPEICTABICHHBIX TE3UCOB JOKJIAJOB M BBICTYIUICHUW, CIPAaBOK, IPOEKTOB
pELICHUH U APYTUX MATEPHUAIIOB.

[IpoTokosibl MOTyT M37aBaThbCsl B TMOJHOM WM KpaTkol ¢dopme, mpu KOTOpOH
OIyCKaeTcs XOJ OOCYXIeHHUs Bompoca U (PUKCHUPYETCS TOJBKO MPUHATOE MO HEMY
peuieHue.

11.2. TeKkCT MOTHOTO MPOTOKOJIA COCTOUT U3 JIBYX YaCTEH: BBOAHOW U OCHOBHOM.

B BBOHOIT yacTu MPOTOKOJIA YKa3bIBAIOTCS (PaMUIMKM U MHUIIMAIIBI TIpe/icenaTens
3acenanus (pyKoBOAUTENS paboueld TPyIIbl) U CEKpeTaps 3ace/laHusl.

C HOBOH cTpoku nocie cinoBa «lIpucyTcTBOBAIN» MEPEUUCIAIOTCS MWHULUAIBI U
dbamMuiuu  wieHoOB palodeil rpynmbl, MPUTIIAICHHBIX Ha 3aceJaHue WICHOB
n30UpaTeNbHOl KOMHUCCUHU, HE SBISIONUXCS ujleHaMu pabodeil Trpymmbl, HHBIX
npuriameHsbix. [lpy  mepeyucineHuu TNpUTIANIEHHBIX 00s3aTeNbHO  yKa3bIBAETCS
HAaNMEHOBAHUE WX JOJDKHOCTEM. MHOTrOCTpOYHbIE HAMMEHOBAHUA JOJHKHOCTEU
MeYaTaroTCs 4epe3 OJUH MEKCTPOUHbBIN NHTEPBAJL.

Jlonyckaercss ~ oQopMiIeHME  TPHUCYTCTBYIOIIUX  OTHAEIBHBIM  CIUCKOM
C yKa3aHMeM UWHUNHAIOB, ¢aMuiuii U JaomkHocTe. CHHMCOK — mpuaraeTcs
K IIPOTOKOJIY U SIBIIIETCS €T0 HEOTHEMIIEMOU YaCThIO.

11.3. TloBecTka aHS BKJIIOYAETCs B BBOJAHYIO 4acTh MpoTokosna. OHa COCTOUT W3
MIEPEUUCIICHUsI BOIIPOCOB, KOTOpbIe OOCYXIAlOTCSI Ha 3aceJaHuu, M 3aKpervisieT
MOCJIEIOBATEIILHOCTD UX 00CYXKIEHUS U (PaMUITUU JOKJIATUYUKOB (BBICTYIAIOIINX ).

Kaxxapiii Bompoc MOBECTKH JHS 3acefaHusi HyMepyeTcs apaOckoil 1udpoii, ero
HauMeHoBaHue (GopmynupyoT ¢ npemiora «O» wim «O06». Ilo kKaxaoMy MTyHKTY
YKa3bIBa€TCs NOKIAAUYMK U (popMma MpeacTaBlieHus Bompoca (I0KIaj, OTYET, COOOLICHHE,
uH(pOopMaLIHS).

11.4. OcHoBHasi 4acTh MPOTOKOJAa TMeyaTaeTcss uepe3 1,5 MEKCTPOUHBIX
MHTEpBaja.

OcCHOBHasi 4acTb NPOTOKOJIA COJAEPKUT CTOJIBKO pPa3/esoB, CKOJBKO ITYHKTOB
BKJIFOYEHO B TIOBECTKY JHSA. B COOTBETCTBUM C HEl pa3aenbl HyMEpYyOTCS.

Kaxneiit paznen cocrout uz tpex dvacten: «CJIIYIITAJIN», «BBICTYIINJIN,
«PEILMJIN», koTOpBIE MEeYaTatoTCcsl OT I'PAHULIbI JIEBOTO MOJISI IPOMUCHBIMU OYKBaMH.

B wactu «CJIYIIAJIN» kpaTkKo u3Iaraercsi TEKCT BBICTYIUIEHUS JOKJIATYUKA.
Wuunmansl 1 haMuaus JOKIAQTYMKA TEYaTalOTCs C KPACHOW CTPOKH B MMEHUTEIHHOM
najgexe. 3amuch JOKJIaJa H3Jaraercss OT TPEThEero JIMIA €JUHCTBEHHOTO Yucia |
otnensieTcs oT GaMuiInu aedrucom.

Ecam TekcT noknana npuiaraeTcsl K IpOTOKOIY, TO UCIOIb3yeTcsl cChuika « TeKCT
JIOKJIaa MPUIIaraeTcs.

B yvactu «BBICTYIINJIN» nepeuncnaroTcsl BHICTYNAIOMIME U aBTOPBI BOIPOCOB.
Nuunmane! v pamMuins BRICTYIAIOIIETO MEYaTAIOTCS ¢ KPAaCHOU CTPOKH B UMEHUTEIHHOM
nagexe. KpaTkasg 3amuch BBICTYIUIEHHSI IO CYIIECTBY pPaccMaTpUBAaeMOro BOMpOCa
MOJKET OBITh U3JI0KEHA OT TPETHETO JINIA SAUHCTBEHHOTO YHCIA.

Ecam TekcT BBICTYIUIEHUS NMpUIIAraeTcss K MPOTOKOIY, TO MCIOJIB3YETCSl CChUIKA
«TexcT BBICTYIUICHUS TTPUIIAraeTCsi».

B uactu «PELIMJIN» oTpaxaeTcss NpPUHATOE peLlIeHHE M0 00CyXIaeMOMy
BOIpocy. TeKCT MOCTaHOBISIOIIEH YAaCTH IE€4YaTaeTcs IMOJHOCThIO. Ecnmu pemieHue 1o
OJIHOMY BOIIPOCY TIOBECTKH JHS 3aC€JaHUsl COCTOUT M3 HECKOJIBKUX IMYHKTOB, TO MYHKTHI
HyMepyloTcsi apabckumu nudpamu, pazaeneHHBIMH Toukamu: 1.1. — TepBbIM MyHKT




pElIeHus 0 MEPBOMY BOIIPOCY MOBECTKU JHS 3acelaHusi, 1.2. — BTOPOMl MyHKT pelieHus
10 TIEPBOMY BOIIPOCY MOBECTKU JTHA 3aceIaHus U T.1.

TekcTbl MYHKTOB pEIICHUS M3JaraloTcsd C HCIOJIb30BAaHUEM HEOMpeIeIeHHON
dbopmbI I1arona: BO3N0XKUTh, IOPYYUTh, OPraHU30BaTh U T.]I.

Ecau ovH U3 MyHKTOB COACPKUT pelieHre 00 YTBEPKIACHUN 00CYKIaBIIEeTroCcs Ha
3aCeTaHNM JOKYMEHTA, 3TOT JOKYMEHT CTAHOBHTCS MPHIOKEHHEM K MPOTOKOJY U Ha
HeM 0OpMIISIETCSI CChLIIKAa HA HOMEP U JAaTy mnpoTtokoia. [Ipunoxenue opopmiisieTcss Ha
oTAeNbHOM JucTe. [Ipu HanM4Iuu HECKOIBKUX TPHIIOKEHUH OHU HYMEPYIOTCS.

Conepkanue 0coOOr0 MHEHHS, BBICKQ3aHHOTO BO BpeMs  OOCYXJICHHS,
3aMUCHIBAETCS B TEKCTE MPOTOKOJIA MOC]IE COOTBETCTBYIONIETO PEIICHHUS.

11.5. TekcT KpaTKOro MPOTOKOJA TakKe COCTOMT M3 JIBYX uacteil. B BBoaHOI
JacTH YKa3bIBAIOTCSA WHUIIMAIBI M (paMuIHs TpelcenaTeIbCTBYIOMIETO (PYKOBOIUTEIS
paboueii rpymIbl), ceKpeTaps, IPUCYTCTBYIOIINX JIHII.

CnoBo «IIpucyTCTBOBaIM:» TMEYATACTCS] OT TPAHUIIBI JIEBOTO MOJs, MOCIE CI0Ba

CTaBUTCA JIBOETOYHE. Hwmxe [eYaTaloTCs HalMEHOBaHUS JOJDKHOCTEN
NPUCYTCTBOBABIIMX, a CIpaBa OT HAaWMEHOBAHUA JIOJDKHOCTEH — WX HHHULIMAIBL U
bamuanm.

B ocHOBHOI yYacTu IpPOTOKOJIa YKa3bIBAETCS HOMEP BONPOCAa B COOTBETCTBHU C
MOBECTKOM JTHA, COAEPKAHUE BOIPOCA U IPUHATHIC PEILICHHUS.

HaumenoBanue Bompoca HyMepyeTcsi pUMCKO# 1udpoii 1 HauWHAETCS ¢ MPeIIora
«O» («O0»), meuataeTcsa 1eHTpoBaHO pazMepoMm mipupta Ne 14 u mogyepkuBaeTcs
OJIHOM uepTOd HWKE TMOCJeIHEeNd CTPOKM Ha PACCTOSHUU He 0Oojiee OJHOTO MHTEpBaa.
[Ton yeproil ykaswpiBatoTCs (aMUJIMHM JUI, BBICTYMUBIIUX IMPU OOCYKJIECHUH JTaHHOTO
Bonpoca. Gamunuu nevararoTcs yepe3 OJuH MEKCTPOUHBIN HHTEPBAJ.

3aTeM yKa3bIBaeTCs IMPHUHATOE IO BOMNPOCY pEUICHHE, B CIIy4ae TOJIOCOBAHUS —
pe3ynbTaThl TOJIOCOBAHMS.

11.6. IIpoToKOoNn TOMMUCHIBAETCS  MPEACEAATENBCTBYIONIUM  (PYKOBOJAUTEIEM
paboueil rpymmbl) U cekpeTapeM 3acenaHus. lloamucu OTAENSIOT OT TEKCTa Tpems
MEXCTPOUHBIMU HHTEepBaJlaMi. HamMeHOBaHME AOKHOCTH MeYaTaeTcsi OT TPaHMIIbI
JIEBOTO TOJIS, MOCceHsst OyKBa B (paMHIIMK OTpaHUYUBAETCS MPABBIM TOJIEM.

11.7. TIpoTOKOJIBI 3acelaHuil HYMEPYIOTCA B XPOHOJIOTUYECKON
MOCJIEZIOBATENIbHOCTH B MpejAeNiax KaJeHJapHOro roja Jubo B Ipelenax cpoka
NESITENPHOCTU paboyeld TPy

11.8. IIpoTOKONBI  COBMECTHBIX 3acelaHUi HECKOJNbKMX pabouyux Tpymmd
odopmIarOTCs Ha IucTtax Oymaru ¢opmata A4 ¢ coOII0eHUEM PEKBU3UTOB MPOTOKOJIA.
B pexBusute «lIpencenarensCTBYIONINID yKa3bIBatOTCS GaMUIMs ¥ HHHUIHAIBI JIUIA
(vHMIMANBl W (QaMWINK JIMIT), TIPEACENaTelbCTBOBABIIETO (MIpeIceaTeIbCTBOBABIINX)
Ha 3acenanuu. B pexBusute «lloanuce» HauMeHOBaHUS JOJKHOCTEH pacroyiaralorcs Ha
OJIHOM YPOBHE.

11.9. Pemenus, npuHsTHIE paboyeil TpyIIoi Mo BOMpocaM, pacCMaTpUBAEMbIM Ha
3ace/laHuu, MOTYT OBITh O(OPMIICHBI PEUICHUEM YCTAaHOBIICHHON (hOpMBI (MpUIOKEHUE
Neo 17). Pemienusi moAMMCHIBAIOTCS TPEACENATEIbCTBYIONINM (PYKOBOAHUTENIEM paboueit
TPYIIbI) U CEKPETApPEM 3aceIaHusl.

11.10. IlpoTokonbl 3acemaHuii W peuieHus pabodeld TPYMIbl BKIOYAIOTCS B
HOMEHKJIATypy Jen u3bupaTtenbHoM komuccuu. Ilocnme mnoamucaHusi MPOTOKOJbBI
3aceaHui U pelIeHus pabovuX IPYII PETUCTPUPYIOTCS KaK BHYTPEHHUE JOKYMEHTHI.

11.11. Ecnu B mpOTOKOJE €CThb MOPYYEHUE CO CPOKOM HCIIOJIHEHMS, TO OHO
CTaBUTCSI HA KOHTPOJIb B COOTBETCTBHH ¢ pazfenoM 12 UHcTpykimm.



11.12. B cay4ae paccMOTpEHUs BOIIpOca Ha 3aceJaHuH U30MpaTeTbHOW KOMUCCHH
NOJUIMHHBIE HSK3EMIUISIPbl pelIeHui paboueil rpynmnsl NPHOOMIAIOTCS K JAOKyMEHTaM
3aceqaHus, a B Jieja paboyell rpynibl IOMEIATCs KOMK YKa3aHHBIX JTOKYMEHTOB.

12. KoHTpOab MCTIOTHEHUSI JOKYMEHTOB U NMOPY4eHu i

12.1. KoHTpOJIIO UCTIOTHEHUS TIO/JICKAT:

NOPYYEHUs, COAEp)KAIIMECs] B IMOCTAHOBICHHMSAX M Apyrux aokymentax LUK
Poccun, B pemenusx nzbuparenbHoit koMmuccuu cyonekTa Poccuiickoii @eneparuu;

MOPYYEHUs, COACPKAIIUECS B PEIICHUSIX U30UPATEIbHOM KOMUCCHUU;

MMCbMEHHBIE TOPYYEHUS TpeJcenaresnis, 3aMeCTUTEN TIpecenaresns, ceKperaps
n30MpaTenbHOI KOMUCCHUHY;

BXOJISIIIME JOKYMEHTBl, B TOM 4YHCII€ NHChbMEHHbIE OOpallleHus TpaxkaaH,
ykazaHHble B llepeune mnoanexanux KOHTPOJIO JOKYMEHTOB C YKa3aHHEM CPOKOB
ucnonHeHus: (mpuioxkenue Ne 18), B COOTBETCTBUHM € YKa3aHUSIMH [0 HCIIOTHEHHUIO
JMOKYMEHTa Tpejcenaress (3aMecTuTeNst Mpeaceaarens, CeKkpeTaps) u3OupaTenbHOU
KOMHUCCHH;

HCXOSIINE TOKYMEHTBI, TPEOYIOIINE OTBETA;

MOPYYEHHUS, COJEp)Kallhecs B TMPOTOKOJIAX 3aceaHMil W pEIICHUSX pabdouux,
OKCIEPTHBIX TPYII, KOHCYJIBTAaTUBHBIX OPraHoB, OOpa30oBaHHBIX W30UpaTEeNbHON
KOMMCCHEH;

IIJIaHBI MEPOIIPUATHM.

12.2. KoHTpoh  UCIIONHEHUS JOKYMEHTOB, YKa3aHHBIX B TnyHKTe 12.1
NHcTpyKinu (32 UCKITIOYEHUEM HCXOJAIINX TOKYMEHTOB), MO CYIIECTBY 3aTPOHYTHIX B
HUX BOMPOCOB OCYIIECTBIISIET MpelcenaTenb (3aMecTHTeNb MpeacenaTessi, CEKpeTaph)
n30UpaTeNbHON KOMHUCCHH.

12.3. KoHTpoJIb UCHOJHEHUST MCXOASIIUX JIOKYMEHTOB, B TOM YHCIE 3a
CBOCBPEMEHHOCTHIO TIOJNIYYCHHUSI OTBETOB Ha 3ampoChl HM30UpaTENbHOM KOMHCCHH,
OCYIIECTBIISIFOT YICHBI M30MpaTEIbHOM KOMUCCHUU, pAOOTHUKY armapaTa u3ouparTenbHOu
KOMHCCHH, OTBETCTBEHHBIE 32 MOJArOTOBKY JJaHHBIX JOKYMEHTOB.

12.4. Cpokn  HWCHOJHEHUS  MOPYYEHUH,  COAEpXKAIIMXCA B PEIICHUIX
n30MpaTeTbHON KOMHUCCHHU, PACTIOPSIKEHUSX Tpencenarens u30upaTeabHONM KOMHCCHH,
MMCbMEHHBIX MOPYYEHUH TmpeacenarTens (3aMecTUTeNsl MpeacenaTens, CeKperaps)
n30MpaTeNbHON KOMUCCHH OMPENCTISIOTCS STUMHU JJOKYMEHTaMHU.

12.5. JIokyMeHT MOICKUT UCTIOJIHEHHIO B TeueHue 30 KajleHAapHbIX JHEH CO JTHS
€ro pEerucTpanuu, 3a WCKIIOUYEHHUEM CJIy4daeB, MPEAYyCMOTPEHHBIX MyHKTOM 12.6
HACTOSIIETO pa3jiena.

Ecnun mocnegnuii eHb WCMONMHEHUS TPUXOIUTCS HaA Hepabouuil JeHb, TO OH
MOJIJIC)KUT UCTIOMHEHUIO B TIPEIIIESCTBYIOIMINN eMy pabounii IeHb.

JoxymeHnTsl ¢ nometrkamu «HeszamemnmurenbHo» «BecbMa cpouno», «CpodHo»
UCIOJIHAIOTCSI B TPEXIHEBHBIM CPOK, JOKYMEHTHI ¢ noMmeTkoi «OnepatuBHO» — B 10-
JTHEBHBIM CpoK. CpOK MCIOJHEHHUS HWCUYUCISAETCS B KaJlCHIAPHBIX JHAX C JIaThl
MOJIMMCAHUS TOPYICHUSI TUOO PETUCTPAINH IOKYMEHTA.

Ecnum mocnegHuii neHb HCIOTHEHUS JOKYMEHTA, COJEp)Kallero MOMETKY O
CPOYHOCTH HCIIOJIHCHUS, TPUXOAUTCS Ha Hepabouyuidt JAeHb, TO OH TOMJICKHUT
WCIIOTHEHUIO B MPE/IIISCTBYIOMNM eMy pabounii IeHb.



12.6. Cpoku HCIONHEHHs] BXOJSMMIMX JOKYMEHTOB M OOpamieHWil TrpakaaH
YCTaHABIIMBAIOTCS UCXOJs W3 CPOKOB, IpeiJiaraéMbIX OpraHu3alldel, HarpaBUBILEH
JIOKYMEHT, WIH CPOKOB, YKa3aHHBIX B TiprutokeHnn No 18.

OOpanieHuss o BOIpPOcaM BBIOOPOB U pePEPEeHIyMOB, MOCTYIHUBIINE B MEPUOJ
n30UpaTeNbHON KaMIaHUHM, HCIIONHSIOTCS B CpPOKH, YycTaHOBIeHHble DenepanbHbIM
3akOHOM «OO0 OCHOBHBIX TapaHTHUSX H30MpATEIbHBIX MpaB M IpaBa HA YyYacTHE B
pedepenayme rpaxxaan Poccuiickoit denepannmy.

12.7. OTBeTCTBEHHOCTh 3a CBOEBpeMEHHOe M ToiHoe BHeceHue B PK cpoxos
UCIIOJIHEHUSI JOKYMEHTOB M HMH(pOpPMAIMU O COCTOSHUU HCIOJIHEHUS JOKYMEHTOB,
KOHTPOJIb CPOKOB UCITOJTHCHUS IOKYMEHTOB BO3JIATAIOTCS HA OTBETCTBEHHOTO 32 BEJICHUE
JIEJI0NPOU3BO/ICTBA.

12.8. B mnanax MepomnmpusATHH, YTBEPXKICHHBIX PEIICHUAMH H30HpaTeIbHOM
KOMHUCCHUH, PACHOpSDKEHUSIMU TIpefcenaTesis W30upaTelibHOM KOMHCCHM, KOHTPOJIIO
MOJITISKAT CPOKH WCIIOJIHEHUS OTACIBHBIX €ro IMyHKTOB. CBEICHUS O XOJI€ U COCTOSHUU
ux ucnonHenus 3aHocarcs B PK.

12.9.1lpyu  HEOOXOIMMOCTH TPOJUICHUS CpOKa HCIOJHEHHS JIOKYMEHTa
OTBETCTBCHHBI 3a HCIIOJTHCHHE HE IO3]HEC YeM 3a TPU JHSA JIO HMCTCUCHHUS CpOKa
UCTIOJTHEHUST  JIOKYMEHTa TPEIACTaBISCT Ha WM mpeacenarens  (3aMecTUTeNs
npelcenaTenisa, CeKperaps) u30UpaTeNbHOW KOMHCCHHM JOKJIATHYIO 3alHiCcKy C
MOTHBHPOBAHHOM MPOCKOOW O €To MPOAJICHUH.

Peructpanmonsslii HOMEp W Jara JAOKJIAJHOM 3alHUCKA C YKAa3aHUSIMH 110
UCIIOJIHEHUIO JIOKYMEHTa TMpejcenareis (3aMecTuTeNsl TMpeacenaTens, CeKpeTaps)
U30UpaTeNbHOM KOMHCCHHM O COTJIACOBAaHHWM IMPOJJICHHUS CPOKA HCIOJHEHUS JTOKYMEHTa
He3aMeUIMTeNbHO BHOcATCS B PK.

12.10. JIokyMEeHT CYHMTAaeTCs WCIOJHEHHBIM W CHUMAETCSd C KOHTPOJS TOCHe
pellleHrs BCeX MOCTaBJICHHBIX B HEM BOIPOCOB, COOOIIEHUS PE3yIbTaTOB PACCMOTPEHUS
BCEM 3auMHTEpecoBaHHBIM JjuiaMm U BBojga B IIM JIEJIO otuera, copepskamiero
UHPOPMAIIUIO O JOKYMEHTAX, SIBISIONIUXCS OCHOBAaHWUEM JUISl CHSTHS JOKYMEHTa C
KOHTPOJISI.

12.11. OcHOBaHUSAMH TSI CHSTHSI IOKYMEHTA C KOHTPOJIS SIBIISFOTCS

JOKJIaJiHAsl 3alUCKa O CHSATHU JOKyMEHTAa (WM OTIEIBHBIX €ro ITyHKTOB)
C KOHTPOJS WIH OO0 HUCIOJHEHWW JOKYMECHTa HAa WM Tpeacenaress (3aMeCTHTENs
npencenaTens, Ccekperaps) M30uUpaTenbHOW — KOMHCCHM, JABIIETO  TOpPY4YEHHE,
MOJICOTOBJICHHAS OTBETCTBEHHBIM 33 UCIIOJIHEHHE C OTMETKON JOJDKHOCTHOTO JIMIIA,
JABIIETO TMOPYYCHHE, O MPUHATAW HCIONHCHHS (B CBSI3W C YeM YKa3aHHBIM JIUIIOM
npocTasistorcs oTMeTku «Cornacen», «Pacemorpen», «[IpunsaToy);

pelnieHne  M30MpaTeNbHOW  KOMHCCHH, pacmopsbkeHHe — TpefceaaTens
U30MpaTebHON KOMUCCHH 110 PEe3yJIbTaTaM UCIIOJHEHUS JOKYMCHTA;

OTBET Ha BXOJISAIIUHN JOKYMCHT;

OTBETHl OT OpraHU3alMii, B KOTOpPbIE JOKYMEHT ObUI HampaBJIeH s
pPaccMOTPEHUS TI0 CYIIECTBY NMOCTABIICHHBIX B HEM BOIIPOCOB M OTBETA 3asIBUTEIIO;

HaIpaBJICHUE OOpaICHUS B APYTHUE OPTaHU3AINN JUTsl PACCMOTPEHUS O CYIICCTBY
MOCTABIICHHBIX B HEM BONPOCOB U TMOCIEAYIOMIEro HWHGOPMHUPOBAHUS aBTOpa O
pe3ylibTaTax pacCCMOTPEHHUS.

12.12. JIokyMEeHT HE CUMTAETCS UCIIOJIHEHHBIM M OCTAeTCS Ha KOHTPOJIE:

€CJIM OH HAIPABIISACTCSA B JPYTHUe OPTaHbl WIM OPTaHU3AINU JUISl PACCMOTPEHHUS C
[EeNbI0 TIONY4YeHHS H30MpaTeNbHOM KOoMHCccHed WH(OpManui, HEoO0XOoAUMON s



pacCMOTpeHHsl IO CYIIECTBY IIOCTaBJICHHBIX B JIOKyMEHTE BOIIPOCOB. B ciydae
HEO0OX0IMMOCTH U30HpaTenbHasi KOMUCCHS HHPOPMUPYET 00 ITOM aBTOpa TIOKYMEHTA;
€CJI OH HAIIPaBJISAETCS B IPYyTUe OPTraHbl WM OPTaHU3AIUH JJII PACCMOTPEHUS TI0
CYIIIECTBY TIOCTABIICHHBIX B HEM BOIPOCOB W OTBETA 3aSBHUTEIIO0 C IOCIEAYIOIIAM
uH(GOPMHUPOBAHUEM MU30UPATEITHLHON KOMUCCUH O pe3yJIbTaTaX UCIOIHEHHUS,

€CJIM Ha HEM HE CTOUT OTMETKa JOJKHOCTHOTO JIMIA U30MpaTeIbHOM KOMHUCCHH,
JABIIIETO TIOPyYEHUE, O IPUHATHHU HUCTIOTHEHHUSI.

12.13. OTBEeTCTBEHHBII 3a JIEIOTIPOU3BOJICTBO €KEHEIEIbHO TOTOBHUT
UHGOPMALIUIO O COCTOSIHUM HCIOJIHEHUS TIOCTAaBJIEHHBIX HAa KOHTPOJIb BXOJSIIHUX
U BHYTPEHHUX JOKYMEHTOB c wucnonb3zoBanueM I[IM JIEJIO wu npencraBiaser ee
npeaceaaTelNto (3aMeCTUTEIIO MPeJICeaTeNsl, CEKPETapio) n30UpaTeIbHON KOMHUCCHUHU.

13. PaboTa ¢ BHYyTPpEHHUMMH J0OKYMEHTaMH

13.1. B uzbuparensHol KOMUCCUH pabOTa C BHYTPEHHUMH JOKYMEHTAMH BEIETCS
o PK.

OTBeTCTBEHHBIN 3a BeIeHHE Jenonpou3BojcTtBa ¢Gukcupyer B PK mporecc
MIPOXOXKJICHUS U HUCIOJHEHUS JOKyMEeHTOB: BHOCHT B PK ykazanus mo ucmosHeHHIO
JIOKYMEHTa, IIPOBEPSIET HAIMYNE UMEIOIIMNXCA JTOKYMEHTOB IO JaHHOMY BOIIPOCY U, HpH
HaJM4YUM TakuX JOKYMEHTOB, BHocUT B PK cBemeHus o HuUX; 1OCie MOJy4EeHUS
UCIIOJIHEHHOTO JoKyMeHTa BHocUT B PK HoMep nema (mo HOMEHKIAType nen), B
KOTOPOE MOMEIIEH JOKYMEHT, U KOJIMYECTBO JINCTOB IOKYMEHTA.

13.2. TloaroroBieHHbIE B N30MPATEILHON KOMUCCUU BHYTPEHHUE OKYMEHTHI 1O
BOIIpOCaM  CIIY>KEOHOW JNI€ATEIbHOCTH, aJpPECOBAHHBIC IMpEACENaTeNto (3aMECTUTENI0
npejceaaTenis, CeKpeTapio) u30upaTeIbHON KOMUCCUH, PETUCTPUPYIOTCS B COOTBETCTBUU
C HOMEHKJIaTypoil Jen m3bupaTesnbHON komuccuu c¢ ucrnonb3oBanuem [ JIEJIO, npu
ATOM, €CJIM B JIOKYMEHTE COJIEpPXKATCS YKa3aHHs Ha CBS3b C JPYTUMH JOKYMEHTaMH, TO
BBOJATCA JIaHHBIE B paszaen «Cesa3km» PK.

13.3. Tlocne noxmana AOKYMEHTHI C YKa3aHUSIMU [0 HCIIOJIHEHHIO JIOKYMEHTa
npencenarens (3aMecTUTeNsl TpelcenaTelis, ceKperaps) H30MpaTeNbHOW KOMHUCCUU
BO3BpAIIAlOTCSl OTBETCTBEHHOMY 3a BEJIEHUE JIEIONPOU3BOJICTBA JIJIsl BHECEHUS YKa3aHUUN
10 UCIIOJIHEHMIO JoKyMeHTa B PK.

13.4. TIpoekThl JTOKYMEHTOB MOTYT TOTOBHTBHCSI M  COTJIACOBBIBATHCS B
AJIEKTPOHHOM BUJIe ¢ ucnosib3oBanuem [N JIEJIO.

14. N3roroBJjieHNE U UCMOJIL30BAHNIE MMeYATEH U IITAMIIOB

14.1. Jins ymocTtoBepeHUs] MOMJIMHHOCTU JIOKYMEHTOB WJIM COOTBETCTBUS KOMUU
JOKYMEHTOB UX MOJJIMHHUKAM, B M30MpPATEIbHOM KOMHCCHHM HCIOJB3YIOTCS ME€YaTu U
HITaMIIbI.

JIns mpocTtaBiieHUsT OTMETOK O MOJYYEHUH, PETUCTPALMU, PACCBHUIKE, TOCTAHOBKE
Ha KOHTPOJIb IOKYMEHTOB, IPYTUX OTMETOK MPUMEHSIOTCS COOTBETCTBYIOIINE ITAMIIBI.

14.2. I3roToBieHWe TeYaTeid W IITAMIIOB OCYIIECTBISIETCS M0  YKa3aHHUIO
npencenarens (3aMecTUTENs IpeacenaTelis, CeKpeTaps) H30MpaTeabHOW KOMHUCCHU B
COOTBETCTBUU C pEIICHHEM u30upaTeabHON KoMHccHH Ccyobekta Poccuiickoit
Qenepanuu.



Hltammbr ¢ (GakCUMIJIBHBIM  BOCIIPOM3BENECHUEM MOJIMUCH  MpPEACcenaTels,
3aMEeCTHUTENs IpeJceaaTes, ceKkpeTapsi n30upareabHON KOMUCCUN U3TOTOBIISIFOTCS 10 UX
NOPYYEHHUIO.

14.3. Tleyatp n30upaTeaTbHON KOMUCCHH MPOCTABISETCS HA MIOYETHBIX TPAMOTaxX M
OJaro1apHOCTAX M30MpPATENbHON KOMHUCCHM, (PMHAHCOBBIX JOKYMEHTaX, I'apaHTHHHBIX
NUCbMAaxX, JIOTOBOpPAaX, TOCYAApCTBEHHbIX KOHTPAKTaX, CBENEHUAX 00 oOmen
YHUCIIEHHOCTH M30uparenel, yyacTHUKOB pedepeHayMa Mo cocTossHuio Ha 1 sHBaps u 1
MIOJISL KaXKI0ro roJla ¥ B APYTHUX MPEyCMOTPEHHBIX 3aKOHOAATEIBCTBOM CIIy4asX.

14.4. Ha paccbulaeMbIX KONUSX peLIeHUH U30MpaTebHOM KOMHCCUH, Ha MaKeTax
OpU OTIPABKE JOKYMEHTOB, NHpU O(GOPMIEHHHM JOKYMEHTOB Ha IPHUEM TOBApHO-
MaTepHUATIbHBIX HEHHOCTEH MPOCTABIIAETCS NeYaTh TEPPUTOPHUAIBHON KOMUCCHUH.

14.5. [lltamnsl ¢ (hakCUMUIBHBIM BOCIIPOM3BEACHUEM TMOJIMMCEN IpenceaaTens
(3amectuTens mpeacenaTens, CeKperaps) HW30MpaTeNbHOM KOMHMCCUM MOTYT OBITh
UCIIOJIb30BAaHbl I TPOCTABJIEHUS Ha JyOJauMKatax M KONMSAX MOANMCAHHBIX B
YCTaHOBJIEHHOM IOPSAKE JOKYMEHTOB.

14.6. [leyatu ¥ mITaMIbl MOAJIEXKAT YUETY B OT/IEIBHOM JKypHaje ydyeTa nedarei u
mramiioB (pmwioskerne Ne 28) OTBETCTBEHHBIM 3a BEJIEHUE JICIONMPOU3BO/ICTBA. [leuaTn
U IITaMIbl BBIIAIOTCS MO POCIUCH B JKypHaJle ydeTa nevyared u mramnos. Ha sxypHane
npocraBisercss noMmerka «JCII», ero mucTel HyMepyroTcs, NpPOLIMBAKOTCA U
OIIEYaThIBAIOTCA.

14.7.Tleyatn © 1WITaMIbl JODKHBI XPAaHUTHCA B HAJEKHO 3aKPbIBAEMBIX
U OIleYaThIBAEMbIX B Hepabouee BpeMs ceipax MM MeTAJUIMYECKUX HIKadax.

14.8. [lpencenarens TeppUTOPHATIBHOM KOMHUCCHHM OCYIIECTBISIET KOHTPOJIb 3a
NPABWJIBHOCTBIO XPAHEHUS U UCIIOJIb30BAHMS eYaTe U IITaMIIOB.

149.06 yrepe TmewyaTH WM IOTaMIa  HE3aMEUIMTEIbHO  CTaBUTCA
B M3BECTHOCTh IpejceqaTenb (3aMeCTUTENb MpejacenaTelis, ceKpeTapb) u30upaTeabHon
KOMUCCHH.

14.10. [Ipumene B HErOAHOCTh IMEYATH U IUTAMIIbl YHUUYTOXKAIOTCS, O YEM
COCTaBIIIETCA AKT, a B )KypHaJI€ ydeTa [edaTeil U ITaMIIOB CTaBUTCS COOTBETCTBYIOLIAS
OTMETKa.

YHUUTOXKEHUE TPOU3BOAUTCA TMOCIAE YTBEPKIEHUS aKTa IMpejaceaaTesiemM
n30uparenbHOil KoMHCCHHM. MeTaliueckue MeYyaTd YHUYTOXKAIOTCA MyTeM MOJIHOTO
CHWIMBAHUS TEKCTa WU ONWIMBAHUS JIBYMs IEPEKPECTHBIMHU JIMHUAMM, KaydyKOBBIE
N€YaTH U IITaMIIbl Pa3pe3aroTcsl HA MEJIKUE YaCTU WM CKUTAOTCS.

14.11. Cepka Hanmuuus MeYaTe M IITAMIIOB OCYIIECTBISETCS MpejaceaaresieM
TEPPUTOPUATILHOM KOMHUCCUU OJMH Pa3 B IOJl, O YEM MPOCTABIISIETCS OTMETKA B )KypHaJle
ydeTa IeyaTei ¥ ITaMIIOB.

15. ®opmupoBaHue e U Mepeaavya ux B apxXus

15.1. CocTaBieHue u yTBEpKIAECHIUE HOMEHKIIATYPhI €.

Homenkmarypa nen mnpenHasHadeHa i (GOpPMHUPOBAHUS  MCIOJHEHHBIX
JIOKYMEHTOB B JieJla, CHCTEMaTHU3alli1 U y4eTa Jiell, ONPEACIICHUS] CPOKOB UX XPaHECHUS U
SBJISIETCS. OCHOBOM JIJIsl COCTABJICHUS OMKCEH J1eJ1 MOCTOSTHHOTO U BpemeHHoro (10 neT u
Oomnee) XpaHeHHMs, a TaKxke s ydeTa Jea BpeMeHHOTo (10 10 JieT BKIIOUMUTETHHO)
XpaHEHUSI.



B HOMeHknaTypy Jen  BKIIOYAKOTCS 3arojOBKM 1€, OTpaXkarolue BCe
JOKYMEHTUPYEMbIE€ y4acTKU paboThl M30MpaTeIbHOW KOMHUCCHUHU, B TOM YHUCIE JTUYHbBIE
JIeJa, CIPABOYHBIE U YUETHBIE KAPTOTEKU U APYTHE YUETHBIE (POPMBI.

3arojloBOK JieJa JOJKEH YETKO OTpPakKaTh OCHOBHOE COJIEpKAHUE U COCTaB
nokyMmeHToB. He nomyckaetcst ynotpebieHue HEKOPPEKTHBIX (HOPMYIHPOBOK, BBOJHBIX
CJIOB U CJIOXHBIX 00OPOTOB.

IIpu cocraBiieHMM HOMEHKIIATYPBI €] CIEAYyET PYKOBOJACTBOBAThCA PermameHnToM
n30UpaTeNbHOl  KOMHCCHM, IITaTHBIM paclucaHueM H30MpaTenbHOM  KOMHUCCHH,
[lepeunemM THUMOBBIX YIPABIEHYECKUX AapXUBHBIX JOKYMEHTOB, O0Opa3yloIIUXci B
Iporecce  OEATENBbHOCTH  TOCYJApPCTBEHHBIX  OpPraHOB,  OpPraHOB  MECTHOIO
CaMOYIIPABJICHUS M OpPraHU3aluld, C YKa3aHUEM CPOKOB MX XPAHEHUs, YTBEPKICHHBIM
npukazoMm denepanbHOro apxupHoro areHrcTBa Poccuiickoit @enepanuu ot 20.12.2019
Ne 236 (nmanee — Ilepeuens), mopsiaKaMyu XpaHEHUS U MEpeAadd B apXHUBBI JOKYMEHTOB,
CBS3aHHBIX C MOJTOTOBKON M MpoBeAEHHEM BbIOOpPOB, yTBep:kaeHHbIMU LUK Poccun,
n3buparensHOl Komuccuel cyoObekta Poccmiickoit ®enepanuu, u30HpaTeIbrHON
KOMHUCCHEH HOMEHKIATypaMu Jell H30MpaTeIbHOM KOMHUCCHHU 3a MPEAIIeCTBYIONINE
TOJIBI.

[Ipu noaroToBKE HOMEHKIIATYPHI 1€ HEOOXOUMO YUUTHIBATh XapaKTep BEIOOPOB,
MPOBOJIUMBIX B MIPEACTOSIIEM TOLY.

Homenknatypa nen u30upaTelibHONM KOMHCCHHM Ha TPEACTOSIINN KaJleHIapHBIH
rOJl COCTaBJISIETCS OTBETCTBEHHBIM 3a BEICHHME JCJIONPOU3BOJACTBA B IOCIEIHEM
KBapTaJle TEKYyUIero TIojJa, pacCMAaTpUBAETCS Ha 3aceJaHuu OKCIEPTHOM KOMHUCCUU
YappIllickol paliOHHOW TEPPUTOPHATBHON M30HpaTEIbHOM KOMHCCHHU IO OMPEISICHUIO
HUCTOPUYECKOM, HAYYHOHW W MPaKTUUYECKOM 3HAYUMOCTH JOKyMEHTOB (manee — OK),
yTBEp)KIAETCS MpeaceaaresieM u30uparebHOM KOMHCCHUM M BBOJIWUTCSA B JedcTBUE C 1
STHBaps cleayroniero roja (mpuioxenue Ne 19).

Homenknatypa aen u3bupaTebHOW KOMHUCCUM HE PEXe OJHOTO pa3a B MATh JIET
COTJIACOBBIBAETCS C TOCY/IAPCTBEHHBIM apXuBOM cyObekTa Poccuiickoit denepanuu unu
MYHULUIAIBHBIM apXHUBOM.

B cnydyae BO3HMKHOBEHHS B TEYEHME IOJAa HOBBIX J€J, OHHU JOIOJHUTEIBLHO
BHOCATCSI B YTBEPKICHHYIO HOMEHKJIATYpPYy J€l 1O YKa3aHUIO MpeacenaTens
n30MpaTenbHON KOMUCCHH 110 COTJIACOBAHUIO C MYHULIUIIATBHBIM aPXHUBOM.

[Io OKOHUaHMM  KaJeHAAPHOTO  TIoJa  OTBETCTBEHHBIA 32  BEJCHUE
JICJIONPOU3BOJICTBA B KOHIIE HOMEHKIATYpPbl J€JI COCTaBIs€T MTOrOBYHO 3alUCh
O KOJMYECTBE 3aBEACHHBIX Jied (TOMOB, 4YacTeil), OTIOENbHO MOCTOSHHOTO
Y BPEMEHHOI'0 XpaHEHUs.

Cpok XpaHEHHsI JOKYMEHTOB YKa3bIBAa€TCsl B HOMEHKJIATYpE JI€d CO CCBUIKOW Ha
crateio Ilepeuns. Cpok XpaHeHHs NOKYMEHTOB, HE yKa3aHHbIX B JaHHOM Ilepeune,
ycraHaBinuBaeTcss DK mo cormacoBanuto ¢ OIIMK. HMcuncieHne CpOKOB XpaHEHMS
JOKYMEHTOB, 3aKOHUCHHBIX [EJIONPOU3BOACTBOM B TEKYIIEM TIOJy, HA4MHAETCSI C
1 suBaps cienyroero roja.

15.2. Opopmienue JIOKYMEHTOB, 3aKOHYEHHBIX JIEJIOTIPOU3BOJICTBOM,
dbopmupoBaHue e

3aKOHYEHHBIE JIeJIOMPOU3BOACTBOM JOKYMEHTHI O(DOPMIISIOTCSI B COOTBETCTBHH C
TpeOoBaHusAMU WHCTpYKIIMM, CHOUCBHIBAIOTCS B JI€J0 NpefcedaresieM (3aMecTUTelleM
npejcenaTens, cekperapeM) u30upaTeNnbHOW KOMHCCHHU, MO0, MO HUX YKa3aHUIO,
UCIIOJIHUTEJIEM M CHAIOTCS OTBETCTBEHHOMY 3a BEACHHUE JCJONPOM3BOJACTBA B
U30MpaTeIbHOM KOMHCCHMM He To3aHee yem dYepe3 10 gHel mocie HUCHONMHEHUs



noKymeHTa. IIpy 5TOM B HM)KHEW 4acTH JIMLEBOM CTOPOHBI IEPBOTO JIMCTA JOKYMEHTA Ha
CBOOOJIHOM OT TEKCTa MECTE CTAaBUTCS OTMETKA O €ro MCIOJIHEHUH, pacliu(ppoBbIBAETCS
HOJIUCh MCTIOJHUTENS, YKa3bIBA€TCSI HOMED Jejia 0 HOMEHKIIAType U JaTa CIMCaHUS.
[Tpy HEoOXOAMMOCTH OTMETKAa 00 HCIIOJIHEHMH MOKET OBITh ClejlaHa Ha OOOpPOTHOM
CTOpPOHE IEPBOro Jmcra nokymeHTta. B PK BHOCHTCS OTMETKa O CIIMCaHUU JOKYMEHTa B
JIEJIO C YKa3aHUEM HOMepa JieJla COTVIACHO HOMEHKIIATYPE JE.

HeucnonHeHHble W HENpaBWIbHO O(OPMIIEHHBIE JOKYMEHTHI BO3BpPALLAIOTCA
WCTIOTHUTEIIO JJI TOpabOoTKH (T00(POpMIICHHUS ).

HcnonHeHHble TOKYMEHTHl (POpMUPYIOTCS B Jiejla OTBETCTBEHHBIM 3a BEJCHHE
JIEJIONPOU3BOJICTBA M30MpaTENbHON KOMHCCHMM B COOTBETCTBUHM C YTBEPKIACHHOU
HOMEHKJIATYPOU AE.

Hena GopMupyroTcst ¢ cOOII0JeHUEM MPUHIMIIOB CUCTEMATU3alUU JOKYMEHTOB U
UX pacrpezaeneHus (rpyniupoBKH) Ha Jiejla MOCTOSIHHOTO, BpeMeHHoro (cBaiuie 10 er)
XpaHEHUs, U Ha Jiesla BpeMEeHHOTro (10 10 j1eT BKIIOYUTENBHO) XpaHEHUS.

Jleno  cuuTaeTcs 3aBEAEHHBIM C MOMEHTAa BKJIIOYEHUS B HEro IEpBOro
VCIIOJIHEHHOT'O IOKYMEHTA.

3aKOHUYEHHBIE JI€JONPOU3BOACTBOM 3JIEKTPOHHBIE JAOKYMEHTHI (OPMHUPYIOTCS B
AIIEKTPOHHBIE Jiena (TanKu, AMPEKTOPUH) B COOTBETCTBUM C HOMEHKJIATypOU Je.

ITpu popmupoBanuu aena npoBepsieTcsl MPaBUIBHOCTh OTHECEHUS JOKYMEHTOB B
JAHHOE JIeJI0, KauecTBO O(OPMIIEHUS M KOMIUIEKTHOCTh JOKYMEHTOB, Halu4ue
NOJMNUCEN, BU3, PErHMCTPALMOHHBIX HOMEPOB, CIPABOK MM OTMETOK 00 HCIOJHEHUH,
CIIMCaHUU B JI€JI0 U JPYTHX.

He nonyckaercss moMemieHuWe B JEN0 JOKYMEHTOB, COAEpPKAaHUE KOTOPBIX HE
COOTBETCTBYET 3arojOBKY Jieja.

[Ipu popmMupoBanuu gen cobIr01at0TCs CaeaAyore TpeOOBaHUS:

JOKYMEHTBI TIOCTOSSHHOTO W BpPEMEHHOro XpaHeHHs (OpMUPYIOTCS B Jena
pa3nenbHo;

B N0 BKIIOYAIOTCS TOJBKO MCIOJHEHHBIE, MpPaBUWJIbHO OQOpMIICHHbBIE
JIOKYMEHTHI B COOTBETCTBUH C 3ar0JIOBKaMH JIEJI B HOMEHKJIATYpE;

BCE JIOKYMEHTBI, OTHOCSULIMECS K PEIICHUI0 OJHOr0 BoIpoca, (popmupyrorcs B
oJHO neno. B cinyuae ecnu mombopka TOKYMEHTOB IO OJIHOMY BOIIPOCY HACUMUTHIBAET
oomnee 100 mucTOB, OHA MOYKET OBITH BBIJIEJICHA B CAMOCTOSITEILHOE JIEJIO;

JOKYMEHTBI, ITOJIEXkKAIIIE BO3BPATY, B I€JI0 HE TOMEIIAOTCS;

B JI€JIO0 MIOMEUIAETCS TOJBKO OAMH IK3EMILUIAP JOKYMEHTA, YEPHOBUKHU U BapUAHTHI
IPOEKTOB JIOKYMEHTOB B JIeJ0 HE MOJIIMBAIOTCA (32 MCKIIOYEHHEM TeX, Ha KOTOPbIX
UMEIOTCA BH3bl, YyKa3aHHsA 110 HCIOJHEHHIO JIOKYMEHTOB U JpYIME€ OTMETKH,
JOTIOJTHSFOLINE MEPBBIN K3EMILIAD);

B JIEJI0 BKJIIOYAIOTCS, KAaK MPaBHIIO, JTOKYMEHTBHI OJHOTO KaJeHIApHOTO Toja
(MCKIJIIOUEHHE COCTABJISIFOT JINYHBIEC U IEPEXOASIINE Jela);

KaXJ0€ JIel0 He JOJDKHO mpeBblmarth 250 nucToB, mpu OojbiieM o0beme
JIOKYMEHTOB B Jiefie pOpMHUPYETCS HECKOJIBKO TOMOB (4acTeit).

[Ipn BrirOYeHHH B Jen0 ¢akcorpaMMbl JieJaeTcsi e€e KCEepOKOMHs, KOoTopas
noamuBaercss B neno. llojumHHUK (akcorpaMMbl YHUYTOXKAETCS C IMPOCTaBICHHEM
OTMETKU 00 YHUYTOKEHUU Ha KCEPOKOITUH.

B cnyyae HeoOXOIMMOCTH JOKYMEHTHI 10 OJHOMY M TOMY K€ BOIPOCY, HO C
pa3IUYHBIM  CPOKOM  XpaHEHHss  MOTYT  HaXOAMTbCS B OJHOM  Jele
0 KOHIIA TEKYIIEro roja WIM J0 3aBEpIICHHsS MCIOJHEHUS NOKYMEHTa, a 3aTeM
nepeOpMUPOBBIBAIOTCS B JIeJ1a TOCTOSIHHOTO U BPEMEHHOTO XPaHEHHS.



B npeno BkimouwaroTcsi BCE JIOKYMEHTBI MO KOHKPETHOMY BONPOCY BMECTE C
NPUWIOKEHUSMH, YKa3aHHbBIMU B TEKCTE JOKYMEHTa; IPU OTCYTCTBUHU MNPUIIOKEHUH,
YKa3aHHBIX B TEKCTE JOKYMEHTA, UCIIOJHUTEIh 00513aH C/IeNIaTh 3alKiCh HA JOKYMEHTE 00
X MECTOHAXOXKJICHUU.

JIOKyMEHTbl BHYTpPHU J€jia PacIoyiaraloTcsi B XPOHOJIOTMYECKON WIIM BOIPOCHO-
JIOTUYECKOU MOCIEA0BATENBbHOCTH WM UX COUETAHUU.

HopmatuBHble HM  OpraHM3allMOHHO-PACTIOPSAUTEIBHBIE  JIOKYMEHTBI  C
OTHOCSIIIIMMUCS. K HUM TMPUIOKEHUSIMU TPYIIHUPYIOTCS B J€ja MO BUAAM JOKYMEHTOB U
XPOHOJIOTUH.

[IpoTokoinbl 3acemanuii M30MpaTETLHON KOMHUCCHUU PACIOJIaraloTcs B Jejie M0
XpPOHOJIOTUM B  TOPSIAKE BO3pacCTaHUs HOMEpPOB. JIOKYMEHTBI K  3aCEIaHUIO
n30MpaTeNbHON KOMUCCHH MIOMEIIAIOTCS TIOCIe COOTBETCTBYIOIIETO MPOTOKOJIA.

[TonoxxeHusi, THCTPYKIMHU, YTBEPKICHHBIE PACIOPSAUTENbHBIMU JOKYMEHTAMH,
ABJISFOTCS MPUJIOKEHUSMHA K HUM U TPYIIIHPYIOTCA BMECTE C YKa3aHHBIMU JIOKYMEHTAMMU.

[InaHoBasg M OTYeTHAsT JOKYMEHTAllUs HE3aBUCUMO OT JaThl €€ COCTaBIICHHS
BKJIFOYAETCS B JIEJ0 TOrO rojia, K KOTOPOMY OHA OTHOCHUTCSI.

B nene «Ilepenucka» ucxonsmuil (OTBETHBIN) AOKYMEHT MOMELIAETCS IMOCHe
BXOJAIIETO. Bce MOKyMEHTHI IO OJHOMY BONPOCY, MOCTYNHUBIIME U PACCMOTPEHHBIE B
TEUEHUE KaJEHJAAPHOrO0 Toja, TPYNIUPYIOTCA BMECTE€ B OJMH pa3fesl MEepernucKH,
CHUCTEMATH3UPYIOTCA IO XPOHOJIOTHMHU, IPU 3TOM JIOKYMEHT-OTBET IIOMEUIAeTCs 3a
JIOKYMEHTOM-3aIPOCOM.

[Tpu B0300HOBICHHUH MEPEIIMCKH 110 BOIPOCY, HAYaBIIEMYCS B MPEbIIYIIIEM IOy,
JIOKYMEHTBI BKJIIOYAIOTCSl B JI€J0 TEKYLIEro roja M yKa3blBaeTCsd MHJIEKC TOTO Jela Mo
HOMEHKJIAType Jeld NPEAbIAYIIEro To/Ja, B KOTOPOM HAXOIATCS MPEAIIECTBYIOIINAE
JIOKYMEHTBI IO 3TOMY BOIIPOCY.

OOparmieHusi TpaxkaaH M JOKYMEHTHI IO HMX PAacCMOTPEHHIO0 (OPMHPYIOTCS B
otrnenbHble fAena. Kaxmgoe oOpamieHne W Bce JOKYMEHTHI MO €ro PacCMOTPEHHIO
COCTaBJISIIOT B JICJIE CAMOCTOSATENIbHYIO TPYIITY U pacrnojiaralotrcsi B aahaBUTHOM TMOPSIKE
o MepBbIM OyKkBaMm (GaMuIHii aBTOPOB OOpaIeHUH.

Ecnu B nene mmeroTcst oOpaleHusi HECKOJIbKUX OpraHU3alliid, MOCTYIHBIINE B
pa3HbIE CPOKM W WCIOJHEHHBIE OJHUM PEHICHHUEM, TO OHU TPYNIUPYIOTCS CHayajaa 1o
KOPPECMOHICHTCKOMY MPU3HAKY, @ BHYTPU 3TOU IPYMIIBI — O XPOHOJIOTHYECKOMY.

Ecnu x muceMaM win K KaKMM-JTMOO WHBIM JJOKYMEHTaM MPHIIOKEHBI JTOKYMEHTHI
¢ nometkoir «J[CII», To Bce MOKYMEHTHI MO 3TOMY BOIPOCY (POPMHPYIOTCS B JETO0 C
nmomeTkou «J1CII».

B nemax, Haxomfdmmuxcss B JAENONPOU3BOJCTBE, JOKYMEHTBI TEKYLIErO0 Troja
pacIioyararTCs 0 XPOHOJIOTUH CHHU3Y BBEPX IO Mepe MnocTyruieHus. 1Ipu noaroroske k
claye B apxuB Jiella C JOKYMEHTaMU IMOCTOSHHOTO M BpeMeHHoro (cBeime 10 iner)
XpaHeHus: epeOpMUPOBBIBAIOTCS B OOpPaTHOM MOPSIKE: TOKYMEHT, MOCTYNHUBIINN B
KaJeHAApHOM TOAY TOCIEAHUM, JOJDKEH OBbITh BHM3Y Jl€Nia, a TEpBBIA JOKYMEHT
KJIEHAAPHOTO rojia — BBEPXY, NEPBBIM.

15.3. Texyiee xpaHeHue jed.

Jlena ¢ MOMEHTA MX 3aBEAECHUS U JI0 NIepelauyr B apXUB WIIM YHUUTOKECHUS B CBSI3U
C MCTEUYCHHEM CpPOKOB XpPaHEHUs HAXOIATCS y OTBETCTBEHHOIO 3a BEJCHUE
JIEJIOTPOU3BO/ICTBA.

[IpoTokonbl  3acemanuii, pemieHus HW30UPATEIBPHOM  KOMHUCCHUM,  CIIMCKHU
MPUTJIAIIEHHBIX, NPUJIaraéMple K IPOTOKONY NOJIMHHBIE SK3EMIULPbl PELIEHUU C
COOTBETCTBYIOIIMMHU  NPWJIOKECHUSIMH, IPOTOKOJBHBIE  IOPYYEHUS, JOKYMEHTBHI,



MOCITY’KUBILIME OCHOBAaHUEM JUIsl PACCMOTPEHMSI BOIIPOCA HA 3aceJaHUM M30MpaTesIbHOU
KOMMCCHHU, pacliM(poBaHHas ayauo3aluch 3acefaHus (Ipu €€ HaJUu4uuu), CHUCKU
pacCchUIKM pelIeHUil A0 Mepefaud B apXHMB HaXOJATCS Yy CeKperaps M30HupaTenbHOU
KOMUCCHH.

3a COXpaHHOCTh JOKYMEHTOB M J€Jl OTBETCTBEHHOCTh HECYT CEKpeTapb
U30MpaTeIbHOM KOMUCCUM U OTBETCTBEHHBIN 32 BEJCHUE JEIONPOU3BO/ICTBA.

Jlena NOJMKHBI HaxOJIUThCA B paboyell KOMHATE€ WIM B CHELHATIbHO OTBEJIEHHOM
JUIS 3TOM LIETM MOMEIEHUN U XPaHUThCS B 3allUparoluxcs mkadax, IpeaoXpaHsomux
JIOKYMEHTBI OT IIBUIM U BO3JEHCTBUS COJTHEUHOTO CBETA.

B nensax obecrnieueHus: onepaTUBHOrO MOMCKA JOKYMEHTOB JI€Jia PaclojlaratoTcs B
COOTBETCTBUU C HOMEHKIATYPOU Jell.

Ha topuax o610kek Jiesia yka3bplBatoTCs MHAEKCHI /1T 10 HOMEHKJIAaType Aedl.

Jlena, HaxoAsIIMECs: Ha TEKYILEM XpaHEeHUH, noanexar ydyery. [lepen nepenaueit
JIOKYMEHTOB B apXHUB MPOBOJUTCS MPOBEPKA HAIUYUSA U COCTOSHUSA JOKYMEHTOB U JIEN B
LEJIIX YCTAHOBJIEHUS (AKTHUECKOIO HAJIM4Us JI€1 U COOTBETCTBUS MX KOJHYECTBY,
YUCIISAIIEMYCsI 10 HOMEHKJIAType Aedl.

[IpoBepka HamMuusi M COCTOSHUS JIOKYMEHTOB M J€J1 MPOBOAUTCA TpHU
NepeMEeILEeHUN Jell, BO3BpaTe Jell, CMEHE OTBETCTBEHHOIO 3a BEACHHE JIEJIONPOU3BOJICTBA
B U30MpaTEeIbHOM KOMUCCHH.

[IpoBepka MpoBOAMUTCSA MyTEM CBEPKH CTAaTell HOMEHKJIATYpHl JieJl C ONHCAHUEM
Jien Ha 00JIoKKe, a (PU3MUECKOe COCTOSHUE JeN OMPENENsieTcsl MyTEM UX BH3yalbHOTO
npocMmoTpa. Bece oOHapykeHHbIe HeAOCTAaTKH (PUKCUPYIOTCS B aKTe MPOBEPKU HAJIMYUS U
COCTOSIHMS JIEJI.

B cnywae yrpaThl JOKYMEHTOB M JeJl MPOBOAMTCS CIyXKeOHas MpOBEpKa, IO
pe3yibTaraM KOTOpOM JIMIIO, BUHOBHOE B YTpaTre, HECET OTBETCTBEHHOCTh B
YCTaHOBJIEHHOM IOPSIIKE.

Ecnu otnenbHble JOKYMEHTBI, YK€ BKJIIOUYEHHBIE B JI€JI0, BPEMEHHO TpeOyroTcs
JUisi paboOThbl, OHM MOTYT OBITh BBIJAHBl M3 Jlela OTBETCTBEHHBIM 3a BEJICHUE
JEJIONPOU3BOJICTBA, @ HA HMX MECTO BKJIAIBIBAETCS JIUCT-3aMECTUTENb C YKa3aHUEM,
KOTJ]a, KOMY U Ha KaKOM CpPOK BbIJIaH JOKYMEHT.

15.4. DxcnepTr3a IEHHOCTH TOKYMEHTOB.

DKcnepTu3a LEHHOCTHU JOKYMEHTOB IMPOBOJUTCS JUJIsl YCTAaHOBJIEHUS HAay4YHOM,
UCTOPUYECKOM U MPAKTUYECKON 3HAYMMOCTHU JIOKYMEHTOB, 00pa30BaBIIMXCS B IpoIecce
NEeSITeIbHOCTH M30UpaTeNbHOM KOMHCCHHU, C LENbl0 O0TOOpa MX Ul JaJbHEHIIero
XPaHEHUS WU YHUUYTOKEHUS.

OKcnepTuse LIEHHOCTH JAOKYMEHTOB INOJJIEXAT BCE JOKYMEHTBI, HE3aBUCUMO OT
BUJIOB HOCUTEJIEH U CTIOCOOOB 3aIHCH.

OKcnepTu3a  LIEHHOCTH  JOKYMEHTOB  MPOBOJUTCA  MPU  COCTABIICHUU
HOMEHKJIATYphl JIe], B nporecce GopMUpPOBaHUS e, MPU MOATOTOBKE JIed K Mepeade B
apXMB.

JUia paccMOTpeHUsi IPOEKTOB HOPMATHBHO-METOAMYECKHX JOKYMEHTOB IIO
BOIIpOCaM  JIEJIOTIPOM3BOJACTBA M APXMBHOIO JeNla, OMUCed Jel TMOCTOSIHHOTO U
BpeMeHHOro (cBbiie 10 1eT) XpaHeHHs], aKTOB Ha YHUUYTOKEHHUE JIENl U JOKYMEHTOB, HE
UMEIOIMX HAay4YHOM [EHHOCTM M IPAKTUYECKOTO 3HAYEHMS, pacHopsKEHUEM
npencenaTens n3dupartenbHoi komuccuu cozaaercs K.

B ee pyHKuMM BXOIUT Tak e PacCMOTpPEHUE M 0JI00pEeHHME HOMEHKJIATYphI JIeNd
U30MpaTEIIbHON KOMUCCHH.



B cocraB OK BrimouaroTcss wieHbl W30MpaTeNbHON KOMHCCHH, DPAOOTHUKU
MYHHMLMIIAIBHOTO apXUBA.

DKcnepTu3a HEHHOCTH JOKYMEHTOB OCYIIECTBIISIETCSI OTBETCTBEHHBIM 3a BEICHUE
JIEJIONPOU3BOJICTBA B COOTBETCTBUM €  TpPEOOBAaHMSMHM  3aKOHOJATENIbCTBA U
nocraHosneHusimu LMK Poccun, pemenusiMu u30MpaTesIbHOM KOMHCCHHM CYOBEKTa
Poccuiickoit @enepanuu IO COIJIACOBAHMIO U IO METOJUYECKUM PYKOBOJCTBOM
COTPYIHUKOB MYHUIIUIIATBHOTO apXHBa.

[Tpu npoBeeHNH 3KCIEPTU3bI LIEHHOCTU JOKYMEHTOB OCYILIECTBIIIETCS OTOOD J1e
IOCTOSIHHOTO M BpeMeHHoro (cBeimie 10 5eT) XpaHeHus, MOAJEXKAIUX APXUBHOMY
XpaHEHHI0; OTOOp JI€T ¢ BPEMEHHBIMU CpOKaMu XpaHeHus (10 10 jeT BKIIOYHUTEIBHO),
NOJJIEKAIMX XPAHEHHIO B H30MpATENIbHOM KOMHMCCHM JO HUCTEYEHHS] CPOKOB HX
XPaHEHUS; BBIJICTICHUE K YHHUYTOXKEHHUIO JI€] 3a IPEIBbIAYIIME TOJbl, CPOKA XpaHEHUS
KOTOpBIX HCTEKNIU. IIpu 3TOM OJHOBPEMEHHO IPOBEPSAIOTCS KAa4eCTBO M IIOJIHOTA
HOMEHKJIATYPbI JeJl, IPABWIBHOCTD ONPEAEIIEHNUS CPOKOB XpaHEHUS JIETT.

OKcnepTu3a LEHHOCTH JOKYMEHTOB OCYLIECTBIISIETCSI IIYTEM  IOJIMCTHOIO
npocmoTtpa aen. He nomyckaercst oTO0p JOKYMEHTOB Ul XPaHEHHSI UM K YHUUYTO)XKEHUIO
TOJIKO HA OCHOBaHUM 3ar0JIOBKOB €.

Oo6napyxeHHble B Aenax ¢ oTMeTKoi «3I1K» nokyMeHThl MOCTOSSHHOTO XpaHeHus
BBIICJISIIOTCSL M NPUCOEAMHAIOTCA K OAHOPOAHBIM JejiaM WiIu  (GopMupyloTCS B
CaMOCTOSITENbHBIE JEIIa.

OcranpHbie aena ¢ otMeTkoi «IIIK» Bkito4aroTcs B akT Ha yHH4YTOXeHHUE. 1Ipu
TOoM oTMeTKa «IIIK» B akTe HEe yka3bpIBaeTcs.

JIOKyMEHTBI, yTpaTUBIINE PAKTHYECKOE 3HAYEHNE U HE UMEIOIINE UCTOPUYECKOM
WIM HayYHOW IIEHHOCTH, [0 MCTEYEHHHM YCTAHOBJIEHHBIX CPOKOB XpPAHEHUS IMOAJIEkKAT
YHUUYTOXKEHHUIO.

YHUUTOXKEHHUE 1€] U TOKYMEHTOB 10 YTBEP KICHHUS aKTOB 3alpeLIacTCs.

BblfielleHHbIE K YHUYTOXKEHHUIO J€lla W JOKYMEHThl YHHYTOXXAKTCSA IyTEM

U3MENbYEeHHUS], TepepabOoTKU WM IPYTUMHU YCTaHOBJICHHBIMU CITOCOOAMHU.
ITo pe3ynapTaTam 53KCHEPTHU3bl LIEHHOCTH JOKYMEHTOB OTBETCTBEHHBIM 34 BEJICHUE
JIEJIONIPOU3BOJICTBA COCTABIISAIOTCS CBOAHBIE OINKCH JI€T IOCTOSIHHOIO (TPUIIOKEHUE
Ne 20) u BpemenHoro (cBbime 10 net) xpaHeHust U e BpeMeHHOro (cBeime 10 jer)
xpa"eHus: (mpuioxkeHue Ne 21), a Takyke aKThl O BBIJCICHUH K YHUUYTOXCHHUIO JCN, HE
NOJUIeKAINX XpaHeHuto (mpuiiokeHne Ne 22). DTH JOKYMEHTBI pacCMaTpHBAIOTCS Ha
OK.

Onucu fe1 MOCTOSIHHOTO XPAaHEHUs TMOMAJIekKAT YTBEPXKIEHUIO SKCIEPTHO-
MIPOBEPOYHOIN KOMHCCHEH TOCYyIapCTBEHHOTO apxuBa cyobekTa Poccuiickoit denepanuu
Wi MyHuuunaneHoro apxusa. Ilocie pacemorpenust D1IMK Vnpasnenust Anraiickoro
Kpasi 1O KyJbType M apXMBHOMY JIely OINHCH JeN YTBEpPXKAAIOTCS MpejacenareiemM
n30UpaTenbHON KOMUCCHH.

IIpy yHMYTOKEHMHM JOKYMEHTOB CO CpPOKOM XpaHeHus «Jlo MHHOBaHUusA
HasoOHOCTH», «1 TOm», «3 TOJa» OTBETCTBEHHBIM 3a BEACHHUE JEIOMPOH3BOJICTBA
COCTaBIIIETCA aKT, KOTOPBIA MOANMMCHIBAETCS HE MEHEE 4YeM JBYMSI TpakKIaHCKUMU
CIy)XKalllUMH M yTBEpXKIAaeTcs TmpeacenareneM wu3OuparenbHOd Komuccuu — 0e3
paccmotpenus Ha OK.

Cpok xpaHeHusi «/lo MUHOBaHMS HAJAOOHOCTH» HE MOXKET ObITh MEHEe OIHOIO
roja.

DNEKTPOHHBIE Ji€Ja C UCTEKUIMMHM CPOKAMU XPAaHEHMs MOJUIEKAT BBIIEICHUIO K
YHAYTOXKCHHI0O Ha OOLIMX OCHOBAaHUSX, MOCJE YEro MPOU3BOAUTCS HX (u3mueckoe



YHUYTO)KCHHE WM YHHUYTOKEHHEM MPOTPAaMMHO-TEXHHYECKHMH CPEACTBAMHU  C
COOTBETCTBYIOIIEH OTMETKOW B aKkTe€ O BBIIEICHUH JJIEKTPOHHBIX JIOKYMEHTOB K
YHAYTOKECHHUIO.

YepHOBUKH H  PYKOIMCH  TIOATOTABIMBAEMBIX  JOKYMEHTOB,  KOIIHH
UHOPMALIMOHHBIX M JIPYTUX MaTepHalioB, HE MOAJEKAIIUX BKIIOYCHUIO B
HOMEHKJIATYpy JieJ, MO0 MHHOBAaHHU B HUX HAJOOHOCTM MOTYT YHHUYTOXAThCs Oe€3
COCTaBJICHHUS aKTa.

BbpomtopoBka 1€ MPOM3BOAUTCS TOJBKO TIOCJIE TPOBEACHUSI IKCIEPTU3BI
LEHHOCTU JJOKYMEHTOB.

15.5. Opopmruenue nen.

Jlena, noanexaiiye nepeaaye Ha XpaHEHUE B apXUB, JAOJKHBI ObITH O0(OPMIICHBI
COOTBETCTBYIOLIUM 00pa3oM.

Odopmienue aena BKIOYAeT B ceOsl MPOBEPKY CUCTEMATH3AIMU JOKYMEHTOB
BHYTPH Ji€Ja, HyMEPALUIO JIUCTOB, COCTaBJIEHHE (B HEOOXOAUMBIX CIy4asiX) BHyTPEHHEN
OMHUCH JTOKYMEHTOB Jena (mpuioxkenue Ne 23), nucra-3aBepuTens jAena (TMPHIIOKEHUE
Ne 24), opopmienune pekBU3UTOB 00JI0KKH, MOAMIMBKY (TIEpeIieTeHUe) Jiea.

B 3aBHCcHMMOCTH OT CpPOKOB XpaHEHHUS TPOBOJUTCS IIOJHOE WIH YacCTUIHOE
odopmIleHHE JIETT.

Jlena BpemeHnHoro (10 10 yeT BKIIOYUTENBHO) XpaHEHHUS MOJUIeKAT YACTUIHOMY
opopmienuto. Ilpu 3TOM  JOKYMEHTHI  JONMyCKaeTcss XpaHUTh B  MAallKax-
CKOpPOCIIIMBATEINSAX, MATKHX OO0NOXKaX. OQOopMISIFOTCS OOJIOKKa W JIUCT-3aBEPUTEIND
nena.

Jlena moCTOSTHHOTO U BpeMEHHOTO (cBbitie 10 jieT) XpaHeHHsl MOAJIekKaT MOJIHOMY
odopmnenwuro. [TomHoe odopmieHne nena mpeaycMaTpUBaeT MPOBEPKY CUCTEMATHU3ALNN
JOKYMEHTOB BHYTPH J€ja, TMPABMWIBHOCTH HMX O(GOpPMIICHHUS (HAIHYHE HEOOXOAMMBIX
MOJNUCEH, BU3, OTMETOK O PETUCTPALlMd W HUCIOJIHEHUH, MPUIIOKEHUN), HyMEparuio
JUCTOB, COCTaBIIEHWE BHYTPEHHEH ONHUCH JOKYMEHTOB Jelia, MPaBIWIBHOCTH WX
obopmiieHHs] (HamTuyue HEOOXOJMMBIX TOJMUCEH, BH3, OTMETOK O PETUCTpaluud |
UCTIOJHEHUH, TPWIOXKEHUI), HyMEpaluio JUCTOB, COCTABJIEHHE BHYTPEHHEH omucu
JOKYMEHTOB Jiefna (Uit 0co00 LEHHBIX Jes, JHMYHBIX Jel, a Takxke Jied,
chOpPMHUPOBAaHHBIM IO PAa3HOBHIHOCTSAM JOKYMEHTOB, 3aroJiOBKH KOTOPBIX HE
PacKphIBAIOT KOHKPETHOE COJNEp)KaHUE IOKYMEHTA), COCTaBICHHE JIMCTa-3aBEPUTES
nena, ohopMIIeHHE PEKBU3UTOB 00JIOKKH, MOIINBKY (TIeperieTeHHe) aema.

Oo6noxka nena odopmisieTcss TO ycTaHoBJIeHHOW (opme (nmpunoxeHue Ne 26).
CBenennss Ha OOJNOXKKY TEPEHOCSATCS W3 HOMEHKJIATYPHl el C YTOYHCHHUSIMH,
OTpaKaIOUMMH (PAKTHUECKUI COCTaB MOMEIIEHHBIX B J1€J0 JOKYMEHTOB.

O6noxka nena opopmMIIsIeTcsl YePHBIMU CBETOCTOMKUMU YEpHUIIAMU, Pa300pUHBO,
06e3 cokpamienuid. [lomyckaercs odopmieHue OOJOXKKH Jella C HCIHOJIb30BaHHEM
KOMITBIOTEPHOU TEXHUKHU.

Ha o6noxke fenma  ykas3bIBAalOTCS — CIEAYIOIIME  PEKBU3UTHI:  HA3BaHUE
U30MpaTEIIbHOM KOMUCCHH, JIEJIONMPOU3BOACTBEHHBIM HOMEp (MHIEKC) JAela, 3aroJIOBOK
nena, Aara nena (TOMa, 4acTH), KOJMYECTBO JIMCTOB B JIeNe, CPOK XpaHCHHs [ena,
apXWBHBIN muUQp aena.

PexBu3uTHI, mpocTaBisieMble Ha OOJIOKKE J1ena, O(QOPMISIOTCS CIEAYIOIIUM
obOpazoM:

Ha3BaHWE W30MpATETbHOH KOMHUCCHHM  YyKa3bIBa€TCS B  COOTBETCTBUU C
Pernamentom u3bupatensHoi komuccuu. [Ipym mM3MeHeHMM HaszBaHMA HM30MpaTeIbHOMN



KOMHUCCUM B TEYEHHUE IMEPUOJA, OXBAaThIBAEMOIO JOKYMEHTaMH Jiejla, Ha OOJIOXKKE K
CTapOMY Ha3BaHUIO IPUIUCHIBAETCSA HOBOE;

JIEIONPOU3BOJICTBEHHBIN HOMEp (MHJIIEKC) Jena — MpOCTaBisAeTcs UudpoBoe
00o3HaueHne (MHIEKC) Jelia 0 HOMEHKIIAType A€l U yKa3bIBaeTCsl HOMEp ToMa (4acTH);

3arojioBOK  (HaMMEHOBaHHWE) Jella TMEPEHOCUTCS W3 HOMEHKIATYPhl Je
(B HEOOXOAMMBIX CITy4asiX B 3ar0JIOBOK BHOCSITCSI YTOUHEHHUS );

JaTta Jefa — Ha OO0JIOXKKE Jiea yKa3bIBalOTCs JIBE AAThl, KOTOPHIE HA3bIBAIOTCS
KpalHUMHM JaTaMUd U COOTBETCTBYIOT TOAY 3aBEICHHS M OKOH4YaHWs Aena. HauanbHas
JlaTa — 3TO JaTa CaMOro paHHEro, a KOHEYHas J1aTa — JaTa caMoro MO3/JIHET0 JOKYMEHTA B
nene. [Ipu 3ToM yuuTBIBaIOTCS AaThl BXOJAIMIUX U UCXOAIIMUX JOKYMEHTOB (B Clydae uxX
OTCYTCTBHUSI — JaThl PETHCTPALlMM JIOKYMEHTOB), U HE YYUTBHIBAIOTCS JAThl CIHUCAHUS
JIOKYMEHTOB B JIJI0, YKa3aHUM 10 UCIIOTHEHHUIO IOKYMEHTOB, OTMETOK UCIOTHUTENS (32
UCKIIIOUEHUEM CIIy4aeB, KOIJla Ha JOKYMEHTaXx HE HMeEEeTCs JpYyrux naar, Kpome
NEPEUNCIEHHBIX).

[Ipn Hanmucanuu KpaHUX AaT Ha 00JI0KKaX Jesl MOCTOSSHHOTO XpaHEeHUs YHCIIO U
rOJl IPOCTABJISIOTCS apabCckuMu U paMu, a Ha3BaHUE MecsIa MUIIETCs MPOMKUChIo Oe3
cokpaiieHus. Ha o01o0kKkax e BpeMEHHOTO XpaHEeHHs! YKa3bIBa€TCS TOJIBKO TOJ.

Ha o0noxkkax nmen, cOCTOSIIMX U3 HECKOJIBKHX TOMOB (4acTei), MpOCTaBISIOTCS
KpaliHue aThl KaXXI0r0 ToMa (4acTH).

KonnyecTBO NpOHYMEpOBaHHBIX B Ji€Jieé JIMCTOB MPOCTABIAETCS C JIUCTa-
3aBEpUTENS JeIa.

Cpok XpaHeHHUs TIEPEHOCUTCS Ha O0JIOKKY Jelia U3 HOMEHKIaTyphl aen. Ha nemax
MOCTOSIHHOTO XpaHeHus numetcs: «IlocTostHHOY.

ApxuBHBI MIHQP Jena COCTOUT U3 HOMepa (oHJIa, HOMEpa OMHCHU, HOMEpa Jea
10 OIIMCH U MPOCTABIISIETCS B TOCYJAPCTBEHHOM apXHUBE.

B memsix oOecriedeHHs COXPaHHOCTH U 3aKpEIUICHHUS TMOPSAKa PaCHOIOKEHUS
JIOKYMEHTOB, BKJIIOUEHHBIX B JI€NI0, BCE JIUCTHI, KPOME UUCTHIX, JINCTA-3aBEPUTENIA JI€TIa U
JUCTOB BHYTPEHHEH OMHCH, HYMEPYIOTCS B Pa3BEPHYTOM BHUJE apabCKkumu nudppamu
BaJOBOM HyMmepamuei. UucTele JUCTBI W3 JAena u3bIMaloTcs (0e3 MOBPEKICHUS
LEJIOCTHOCTU Jella) U YHHUTOXaroTcs. JIMCTBI HyMepyrTCsi MPOCThIM KapaHJalioM
CBEpXY BHHM3 B BO3PACTAIOIIEM TMOPSAJKE HOMEPOB HauuMHasg ¢ mnepBoro. Lludpsr
MPOCTABJISIIOTCS B MPABOM BEpXHEM yriy nucta. Hymepanus 1iBeTHbIMU KapaHJallamu,
YepHUJIaMH U HyMEpaTopaMu He JOMYyCKaeTCs.

JIokyMeHTBI ¢ COOCTBEHHOW HyMepaluei JIMCTOB, B TOM YHCIE IE€YaTHBIC
U3JIaHUs, HYMEPYIOTCS B OOILEM MOPSJIKE MM COXPAHSIOT COOCTBEHHYIO HYMEpaluio,
€CJIM OHA COOTBETCTBYET MOPSAIKOBOMY PACIIOJIOKEHHIO JINCTOB B JEIIE.

Cnoxennblii  muct  Oompmioro  Qopmara (A2, A3) pa3BopauuBaeTcs
U HyMepyeTcsl B IpaBoil yacTu BepxHero nods jucra. [Ipu atom auct mobdoro ¢popmara,
MOJIIUTBIN 3a OJUH Kpal, HyMEPYeTCsl KaK OJMH JIUCT, a JIUCT, CI0KEHHBIN U MOIIHUTHINI
3a cepeIuHy, MOJJICKUT NEPEIINBKE U HyMEpPYETCsl KaK OJIUH JIUCT.

Ecnau B nene ecTh KOHBEPT C BIIOKEHUAMH, TO CHadalla HyMepyeTcs KOHBEpPT, a
3aTeM OYepeHbIM HOMEPOM — KaXKJI0€ BIOKEHUE.

dororpaduu U Apyrue WLTFOCTPATUBHBIE MaTEPHAIIbl HyMEPYIOTCS Ha 000pOTHOM
CTOpPOHE B JIEBOM BEPXHEM YTIIy.

JIMcT ¢ HarIyXxo HakJI€eHHBIMH JTOKyMEHTaMu (BbIpe3kaMu, GoTorpadusMu u ap.)
HyMepyeTcsi Kak OJMH JMCT. Ecnu K JOKyMEHTY MOAKJIEEHbl OJHUM KpaeM JIpyrue
JIOKYMEHTBI (BCTaBKU TEKCTA U T.I1.), TO KXKJIBIM JTUCT HyMEPYETCS OTIAEIBHO.

[Ipunosxxenue K Aeny, COCTaBIAIOIEe OTACIbHBIN TOM, HyMEpPYETCs OTEIBHO.



[Tpu HaNMUUMUU OTHENTBHBIX OMIMOOK B HyMEpAIMH JINCTOB B JeNaX MPH MOArOTOBKE
UX K Claye B apXUB JONYCKAaeTCs MO COIIACOBAHUIO C HUM YIOTpEeOJeHHE JUTEPHBIX (C
OYKBEHHBIMU JTOTIOJIHEHUSIMU) HOMEPOB JIUCTOB.

B nenax TmMOCTOSHHOrO XpaHEHHMsl [ ydeTra U IOMCKa JOKYMEHTOB
B HayaJIe JieJia MOXKET MOMEIIAThCsl BHYTPEHHSIS OMUCh (TpuiioxkeHune Ne 23).

JIMcThl BHYTpEHHEH OIUCH HYyMEPYIOTCSI OTIEIbHO.

Kaxnoe neno 3akaHuMBaeTcss JMCTOM-3aBEPUTENIEM YCTAHOBIEHHOW (OpPMBI
(mpunoskenue Ne 24).

B nucre-zaBepurene gena uudpamMu M NPONMCHIO yKa3blBaeTcs (haKTUUECKOe
KOJIMYECTBO JIMCTOB B JIaHHOM Jieje, (PU3UUYECKOE COCTOSIHHE JOKYMEHTOB (TIOMapKH,
HEPa300pUMBBIA TEKCT, MOPBAaHHBIE JIUCTHI U T.JI.), a TAaKKE HAJIMYMUE JIMTEPHBIX M
NPONYIIEHHbIX HOMEPOB JIUCTOB, KOJUYECTBO JUCTOB BHYTPEHHEH ONUCH W HaJIM4uue
Cpeau JAOKYMEHTOB raseT, KHUTI, Opoulop, ueprexeld, (ororpaduii, pucyHKoB U T.A.,
CTaBUTCS JaTa M NOJANUCH TPaKJAHCKOIO CIy’Kallero, c(OpMHpPOBABUIETO €0, U
yKa3bIBaeTcs €ro JOKHOCTb, MHUIMANBl U (pamuiaust. Eciu KoaudecTBO JUCTOB B Jiene
U3MEHSETCs, 3aBepUTEIbHAs HAIIUCh COCTABIISIETCS] BHOBb.

[Ipn moaroroBke Jen K MOAMIMBKE (TIEPEIJIETy) MPOBEPSETCS MPAaBUIBHOCTh HUX
dbopMupoBaHus, 0HOpPMIIEHHUS, METANINYECKUE CKPETUICHUS U3 IOKYMEHTOB YIAJISIOTCS.

JIOKYMEHTBI THOJIIMBAIOTCS TAaKUM OOpa3oM, YTOOBI MOXXHO OBUIO CBOOOJHO
IPOYUTATh TEKCT KaXI0T0 JTOKYMEHTa, BU3bl U YKa3aHUsI [10 UCIIOJIHEHUIO TOKYMEHTA.

15.6. [lepenava nen B apXwuB.

[lepenaya nen MOCTOSHHOTO XPAaHEHHs B apXUB OCYILECTBIIAETCS MOSAMHUYHO IO
yrBepkeHHbIM DIIMK Ynpasnenust Antaiickoro kpas 1o KyJbType U apXUBHOMY JI€Ty
OMMCSIM 1€ IOCTOSTHHOTO XPaHEHHUS.

[Ipyem DOKyMEHTOB Ha MOCTOSSHHOE XpaHEHHE OQPOpPMIISIETCS AKTOM IpHeMa-
niepeiaun JOKyMeHTOB (TpuiioskeHue Ne 25).

[Ipu mnepemaye naen Ha BceX OSK3EMIUIApaX OMUCH JA€T MNPOTHB KaXJI0ro
BKJIFOUEHHOTO B Hee jena B rpade «lIpumeuanue» cTaBUTCS OTMETKA O HAIM4YUU Jena. B
KOHIIE Ka)KJ[0T0 IK3EMIUIApA OTINCH aen yKa3bIBaIOTCS mudpamu
U TIPONHCHIO KOJIMYECTBO (PaKTUUECKH MPUHATHIX (MIEPEIaHHbIX) B apXUB JI€J, MHUIHAJIBI
U GaMUINH JIUL, OCYILECTBISIOMUX MpUeM-TIepeaauy /e, CTaBITCS UX MOJANUCH U J1aTa.

[Ipn mpueme nen B apXxuBe NMpOBEpsiETCsS MPaBUIBLHOCTh UX odopmieHus. [lena,
odopmIIeHHBIE ¢ HapyILIEHUEM IMPaBHJI, YCTAHOBIECHHBIX HCTpyKIMel, BO3BpaIalOTCs B
U30MpaTEeIbHYI0 KOMHUCCHUIO C YKa3aHUEM HEJOCTATKOB JUIS UX YCTPAaHEHHUS.

[Ipn mnepemaye pnen Ha BCEX OK3EMIUISIpAX OMUCU JIed MPOTUB KaXa0ro
BKJIIOYEHHOTO B Hee jiena B rpade «IIpumedanue» craBuTcs OTMETKa O HAJIMYUM jAena. B
KOHIIE KaX/J0ro »SK3eMIUIApa ONHCH JeJl yKa3bplBaloTCd LUppaMU U IPOIHUCHIO
KOJIMYECTBO (PAaKTUUYECKU MPUHATHIX (NIE€pPEelaHHbIX) B apXUB JeJ, MHUIHAIbLI U (HaMUITUU
JIULI, OCYLIECTBISIOIUX NPpUeM-Tiepeiady JeJl, CTaBATCSA UX MOIUCH U J1aTa.

[Ipu npueme nen B apxuBe MpoOBepsieTcs MPaBUIBLHOCTh UX odopmieHus. [lena,
oopmIIeHHBIE ¢ HApYIIEHUEM IIPaBHJI, YCTAHOBIEHHBIX HCTpyKIMEH, BO3BpaLIaroTcs B
n30MpaTeNbHYI0 KOMUCCHUIO C YKA3aHUEM HEJOCTATKOB ISl UX YCTPaHEHUS.

W30uparenbHas KOMHCCHS HWMEET NPHUOPUTETHOE TMPaBO Ha HCIOIb30BAHNE
JOKYMEHTOB, TEpeJaHHBIX €0 Ha TOCYJAapCTBEHHOE XpaHEHHWE, B TOM 4YHCIE Ha HUX
NEPBYIO MyOIHUKAIHIO.



16. OTBEeTCTBEHHOCTDH

16.1. Unensl m30upaTeIbHONH KOMHCCHH, a TaKXKe TpaKJaHe, MPUBJIEKaeMbIE IO
IPaXKIaHCKO-TPYIOBBIM  JIOIOBOpaM, HECYT IE€PCOHAJIBHYI0 OTBETCTBEHHOCTH 3a
coOmtoenue TpedoBannii HCTpYKIIMHU, COXpaHHOCTh HAXOASIIUXCS Y HUX JOKYMEHTOB.

16.2. OTBETCTBEHHOCTh 3a OPraHMU3AIMIO JIEJONPOU3BOACTBA B U30MpaTENbHOMN
KOMHUCCHH, BHEJPEHUE aBTOMATU3UPOBAHHBIX (KOMITBIOTEPHBIX ) TEXHOJIOTUN MOATOTOBKHU
U 00paboOTKH JTOKYMEHTOB, OOECIEYeHHE COXPAHHOCTH JOKYMEHTOB U Iepefady ux B
apxuB, KOHTPOJb 3a coOdrofeHreM TpeOoBaHui WHCTPYKIIMM HECET CeKpeTaph
n30MpaTenbHON KOMUCCHH.

COT'JTACOBAHO
[IpoTokon DKkcnepTHONH KOMUCCUU
YapeIickoi palOHHOW TEPPUTOPHUAIIBHON
U30MpaTeIbHON KOMUCCUH
ot 28 suBaps 2021 roga Neo 2



[Tpunoxenne Ne 1
K MHCTpYyKIIMHM 110 1ETI0NPOU3BOJCTBY
B YapbIickoi palOHHOW TEPPUTOPHUAIIBHON
M30UpaTeTbHON KOMUCCUHI

®opMa perucTpaMOHHONH KAPTOYKHU

.HI/IHGBaH CTOpOHA:

12345678910111213141516 1718 19 20 21 22 23 24 25 26 27 28 29 30 31

Koppecnonnent

Hara nonydyeHus Bxomsamumii Ne Jara noxkymeHTa No noxymenTa
KomnuectBo muctoB | KonnuectBo nuctoB | KomnyecTBo 3K3eMILIIpOB
OCHOBHOTO JIOKYMEHTa MIPUIIOKEHUS

Kpatkoe conepxanue

YKa3aHue 110 UCIIOJIHEHHIO IOKYMEHTa

Hcnonuutens (yka3piBaeTcsl pamMHUIns U MHUIIHAIIBI)

OO6opoTHast CTOpoHa:!

XOJI UCIIOJTHEHUSA

Ne nena




[Tpunoxenne Ne 2
K MHCTpYyKIIMHM 110 1ETI0NPOU3BOJCTBY
B YapbIickoi palOHHOW TEPPUTOPHUAIIBHON

M30UpaTeTbHON KOMUCCUHI

®opMa perucTPalMOHHOIO KYPHAJIa BXOAAIIUX TOKYMEHTOB

Jara Peructparin | Koppecnion | Homep u nara | Conmepxan | Pesomorn | Mcmomau | Cpok Otmetka | Homep
HOJIy4eH | OHHBIH JICHT JOKYMEHTa ue s TeIb ucnosHe | o6 nena
us HOMeEp HUS HCIIONHE
HHU
(I)opMa PETUCTPAIIMOHHOIO KyYpHaJIa HCXOAALIUX JOKYMEHTOB

Jara Perucrpanmonssiii | Anpecar Kpartkoe Kro moamucan | Mcnonunurens Howmep nena c
OTIpaBJICHUs HOMeEp coJiep)KaHue JOKyMEHT KOTHen
JOKYMEHTa JOKYMEHTa HCXOJIAIIETO

JIOKYMEHTa




[Tpunoxenne Ne 3
K MHCTpYyKIIMHM 110 1ETI0NPOU3BOJCTBY
B YapbIickoi palOHHOW TEPPUTOPHUAIIBHON
M30UpaTeTbHON KOMUCCUHI

IHEPEYEHDb
AOKYMEHTOB, He MOAJIEeKAINUX PerucTpanuu

Coo0menus o 3aceJaHNIX, COBCIIAHMUAX U ITOBECTKAX JIHS.
VY4eOHble MPOrpaMMBbl, MJIaHBI.
Pexnamubie u3BeIIeHNs, TUIAKATHI (32 UCKIIFOUEHUEM aruTalliOHHBIX).
[To3npaBuTENbHBIE MUCHMA U TEJIETPAMMBI.
[TpurnacutenbHble OMIIETHI, MPUTIIANIEHUS HA PA3TUYHbIE MEPOIPUATHUS, HE
coJieprKalliue HaJIexKaluX PeKBU3UTOB MTUCHMA.

6. byxraarepckue TOKYMEHTHI.

7. IlewyarHble u3manus.

8. OmepatuBHass uHdoOpMmaimms, mnocTynamomas mno kaHamam cBsizu [AC
«Bp160pBIY.

9. KoHBepThHI ¢ 3asiBKAMH YIaCTHUKOB 3aKYIIOK TOBApOB, padOT, yCIYT.

10. JInmyHas KOPpECIOH ICHIIHS.

a0 E



[Tpunoxenue Ne 4
K MHCTpYyKIIMHM 110 1ETI0NPOU3BOJCTBY
B YapbIickoi palOHHOW TEPPUTOPHUAIIBHON
M30UpaTeTbHON KOMUCCUHI

AKT

MBI, HIKETIO MU CABIINECS

,  COCTaBHWJIU
aKT O TOM, 4YTO « » 20 I. NPA BCKPBITUHM IIaKeTa

B HCEM HC OKa3aJ10Ch

Hacrosimuii akT cocTaBiieH B IBYX 3K3EMIUISpax.

IHonnucu:




[Tpuinoxenue Ne 5

Kk MHCTpyKIIMM O J€710NpPOU3BOICTBY

B YaphIliCKol palilOHHOW TEPPUTOPUATBHOMN
n30UpaTenbHON KOMUCCUU

Yapebiuickas paioHHas
TEPPUTOPUAIbHAS U30UpPaTEIbHAS KOMUCCHUS

yuLlenmpansnas, 0.20, c. apwiuickoe, Yapviuickuii pation, Anmaiickuil kpai, 658170, men./¢haxc 8(38574) 22-5-07

Ha Ne oT

Anpecar

3aroJIoBoK K TCKCTY



[Tpunoxxenune Ne 6
K MHCTpyKIMH 1O 1€T0NPOU3BOACTBY
B YaphIliCcKkol palilOHHOW TEPPUTOPUATBHOMN
n30HUpaTenTbHON KOMUCCUU

Yapsolickas paioHHas!
TePPUTOPHAJIbHAS U30MpaTeIbHAsK KOMUCCHS

INIPOTOKOJ 3ACEJAHUA

¢. Yapslickoe



[Tpunoxenue Ne 7
K MHCTpYyKIIMHM 110 1ETI0NPOU3BOJCTBY
B YapbIickoi palOHHOW TEPPUTOPHUAIIBHON
n30upaTeaIbHON KOMUCCUI

Yapeliuickasi pailoHHas!
TEPPUTOPHAIbHAS H30UpaTeJIbHA KOMUCCHUS

PEIMEHWUE

c¢. Yapsluickoe

3aroJioBOK peLIeHUs



[Tpunoxxenne Ne 8
K MHCTpyKIMM 1O 1€I0NPOU3BOACTBY
B YaphIliCcKkol palilOHHOW TEPPUTOPUATBHOMN
n30HUpaTenTbHON KOMUCCUU

Yapblickas panoHHast
TEPPUTOPUAIbHAS U30UpPaTEIbHAS KOMUCCHUS

ya.L{enmpanvuas, 0.20, c. Yapwviuickoe, Yapvuuckuil paiion, Anmatickuti kpaii, 658170, men./gpaxc 8(38574) 22-5-07




[Tpunoxenne Ne 9
K MHCTpYyKIIMHM 110 1ETI0NPOU3BOJCTBY
B YapbIickoi palOHHOW TEPPUTOPHUAIIBHON
M30UpaTeTbHON KOMUCCUHI

TpeﬁoBaHnﬂ K IOKYMEHTaM, H3Ir0TOBJISIEMBIM C MIOMOIIbIO
nevyaTrTarummux yCTpOﬁCTB, HK (baﬁﬂaM TEKCTOBLIX TOKYMEHTOB

1. TekcTel HOKyMEHTOB Ha OmanHkax ¢(opmara A4 meyaraioTcs depes
1,5 MEXCTPOUHBIX MHTEpBaJia, Ha OnaHkax ¢opmarta AS — yepe3 1 MeKCTPOUHBIH
UHTEpBaI.

TekcTbl JTOKYMEHTOB, MOATOTABIMBAEMBIX K THHOTPAPCKOMY H3JaHUIO,
neyaTaroTCs Yepe3 iBa MEKXCTPOUHBIX HHTEpBAJIa.

2. Ha3Banwme Buaa TOKyMEHTA TI€YATACTCS MPOTTUCHBIME OyKBaMHU.

3. Ecmu 3aronoBok k Tekcty npeBbimaer 150 3HakoB (5 cTpoK),
JIOTyCKaeTCcsl TpojyieBaTh €ro J0 TpaHMIlbl MpaBoro moiisa. Touka B KOHIE
3aroJIOBKa HE CTaBHUTCHA.

4. PacmmudppoBka mnoanucu B pekBusutTe «lloamuck» medaraercs
Ha YpOBHE TMOCJIEIHEH CTPOKHM HAMMEHOBAaHHUS JOJDKHOCTH C HCIIOJIb30BAHHEM
xomOuHanuu kiasum Shift — Ctrl — TIpoOen mexny nHUIMAIaMU U (haMUITHEH.

5. Cosznmanue, dopmatupoBaHue W BbIBOJ Ha Tie4aTh JIOKYMEHTOB
MPOM3BOJATCS HAa KOMITBIOTEpaX C HCIOJB30BAaHUEM TEKCTOBOTO IMpolieccopa
MS Word. Buenpenue »3IEKTPOHHBIX TaONHIl, CO3JAaHHBIX B TAOIMYHBIX
npoieccopax, B gokymeHtel MS Word ne momyckaercs. [lomyckaercs, mnpu
HEOOXOJMMOCTH, cO3/aHue, (opMaTHUPOBAHME M BBIBOJ Ha IeYaTh TaOJUIl
nocpeacTBoM TabauuHoro npoieccopa MS Excel.

6. Ilpm dopmaTHpoBaHUM JOKYMEHTOB O00S3aTEIbHO HUCIOIB3YETCS
BKJIFOUCHHAS] KHOTIKA , 9TOOBI BUACTH HA KPAHE BCE CIIY)KEOHBIE CUMBOJIBI.

7. Tlpu dopMaTUpoOBaHUU TEKCTAa JTOKYMEHTOB HWCIOJIB3YETCS CTHIIb,
KOTOPBII UMEET CIEAYIONIUE TTapaMeTphI:

o Ipudt TimesNewRomanCyr

o Pasmep 14 nyHKTOB



o OtcTyn cieBa 0 cMm

crpaBa 0 cm
o HHuTepBan nepen 0 myHKTOB
nocJje 0 myHKTOB
o MexcTpOouHbIi HHTEPBAI IIOJIyTOPHBIN
o IlepBas cTpoka orcTtymn Ha 1,25 cm
o BeIpaBHUBaHME 10 [IUpUHE

8. Ilpu dopmarupoBanuu TabIMI] HEOOXOIUMO COOJIIOAATH CICAYIOIIUE
TpeOOBaHUS:

Ta0auIla BCerjaa JOKHA HMMETh Ha3BaHHE, KOTOPOE BBIPABHHUBACTCS
10 TIPAaBOMY TIOJIFO JJOKYMEHTA;

Ta0IMIa BRIPABHUBACTCS TI0 IIEHTPY JIUCTA;

3aroJIOBKH CTOJIOIIOB M CTPOK BBIPABHUBAIOTCS T10 IIEHTPY SUCHKH,

JAaHHBIC B sIMEUKaX TaOJIUITHI BRIPABHUBAIOTCS CBEPXY IO JICBOMY Kparo;

MIPOJIOJDKEHNE TaOIUITEI HA HOBOM JIMICTE BCET/Ia HAYMHACTCS C 3ar0JIOBKOB
ee cTonbmoB (WM HOMEPOB Tpad B ciydae, ecid rpadnl TabIUIBI HA TMEPBOM
JUCTE MPOHYMEPOBAHBI);

CTPOKH TaOJIUIIBI TIEPEHOCSATCS Ha HOBBIM JIUCT JOKYMEHTA MCKIIOYHUTEIHHO
LIEJTUKOM;

IIUPUHA W BBICOTA TaOJMIBI HE JODKHBI TPEBBIIATh pPa3Mepbl IOJCH
JTIOKYMEHTA.

9. Pa3smepsl moneii JOKyMeHTa TOJKHBI UMETh CIIEAYIOIINE TapaMeTphl:

° BEpXHEE 2,0 c™m
° HIDKHEE 2,0 c™m
° JIEBOE 3,0 cm
° paBoe 1,5cMm

OT Kpas 10 KOJIOHTUTYJA:
o BEPXHETO 1,25 cMm

° HUKHETO 1,25 cm



10. IIpu moAroToBKE JOKYMEHTOB HCIOIB3YIOT CAEAYIOLIUE PEKBU3UTHI:

JOKYMCHTA,
[

11. PexBusuThl

HAaMMEHOBaHHE N30UpaTEIbHON KOMHUCCHH;
HAaUMEHOBAHUE JOJDKHOCTHOIO JINLA;
CIPaBOYHBIE IaHHbIE 00 OpraHU3aluy;
HaVMEHOBAHUE BUA JJOKYMEHTA;

JlaTa JOKYMEHTA,

PEruCTPallMOHHBI HOMEP JOKYMEHTA;

CChlJIKaAa Ha peFI/ICTpaHI/IOHHblﬁ HOMCDp H ATy

MECTO COCTaBJICHUS (M3/IaHUsI) IOKYMEHTA;
rpud OrpaHUYCHHSI TOCTYIA K TOKYMCHTY;
azpecar;

rpud yTBepKIACHHS TOKYMEHTA;
3aroJ0BOK K TEKCTY;

TEKCT JOKYMEHTA,

OTMETKA O MPHUIOKEHUU;

rpud coriiacoBaHus IOKYMEHTA;

BU3A;

MO/IITHCH;

OTMETKa 00 AJIIEKTPOHHOM MOJIIUCH;
neyarTh;

OTMETKA 00 MCIIOJHHUTEIIC;

OTMETKA O 3aBEPEHUU KOMHH;

OTMETKA O MOCTYIUICHUU JJOKYMEHTA,
PE30JIIOIHS;

OTMETKA O KOHTPOJIE;

OTMCTKaA O HAITPpaBJICHHUU JJOKYMCHTA B ACJIO.

N3 HCCKOJIbKUX CTPOK, II€YaTarOT CO CIACAYIOIHUMU IIapaMCTpaMu:

Ipudt TimesNewRomanCyr

Pasmep 14 myHKTOB

IMOCTYIIUBIICTO

(kpomMe TEKkcTa JOKYMEHTa U ajJpecara), COCTOSIIUE



o Otctyn cieBa 0cm

cripaBa 0cm
o HNuTtepBan nepen 0 myHKTOB
nocJje 0 myHKTOB
° MexCTpOUHBIN UHTEPBAI OIWUHAPHBIN
o OTcTyn nepBoy CTPOKH HET
o BripaBHuBaHue 0 LIEHTPY

12. PexBu3uT «Anpecary MevaTarT cO CICAYIOMUMHA ITapaMeTpamu:

o Ipudt TimesNewRomanCyr

o Pazmep 14 myHKTOB

o OTtctyn cjeBa 7 cm
crpaBa 0 cMm

o WHuTepBan nepen 0 myHKTOB
rocie 0 MyHKTOB

o MexcTpOouHbI HHTEPBAI OJIMHAPHBIN

o OTtcTyn nepBoy CTPOKHU HET

o BripaBHuBaHue 10 LICHTPY

Eciu cocraBHbIE 4YacTH pPEKBU3UTOB «Anpecar», «I'pud yTBepkIeHUs
NOKyMeHTa», «I'pud cormacoBaHuss JOKyMeHTa», «OTMeTka O HaJIU4uU
INPWIOKEHUS» HE YMEIIAIOTCS HAa OJHOW CTPOKE, TO Pa3pblB CTPOKM B HYKHOM
MECT€ MPOU3BOJUTCA C MOMOIIbIO cuMBOJa «Pa3pbiB CTpoku» (KOMOMHAIMS

knasum Shift — Enter), Hanpumep:

COI''TACOBAHO

PykoBonurens @enepaibHOTO
ApXUBHOT'O areHTCTBA

A.H. Aptuzos

13. IIpu odopmiieHrr HOKYMEHTOB Ha ABYX M Oojiee CTpaHHUIaX BTOpas U

MOCJICYIOIINE CTPAHUIIBI JOJHKHBI OBITH MpPOHYMepoBaHbl. Homepa cTpanwmil



MPOCTABJISIOT MOCEPEANHE BEPXHETO MOJIS JTUCTa apaOCKuMu nudpamu 6e3 BCAKHX
3HAKOB NPENUHAHUS.

Ecan JOKYMCHT UMCCT IIPUJIOKCHHUC, TO OHO IICYATACTCA C HOBOM CTpaHUIIBI.

14. JIns BBISIBJICHUS M MCIPABICHUS BO3MOXKHBIX OIMMMOOK B MIPABOMHCAHUHT
B chopMmupoBaHHBIX (aillax pPEKOMEHIYeTCs OCYIIECTBIATH  IMPOBEPKY
JIOKYMEHTOB, HCIIOJIb3YsI CHCTEMBI ITPOBEPKHU MTPABOIHCAHUSI.

15. Kaxaplii OKyMEHT CO BCEMH MPUIOKEHUSAMH K HEMY IOMEIIA0T
B OTJCNBHBIN (haii (eciu MPUIIOKEHHUS CO3JaHbl OJHUM Ipolieccopom). BHyTpH
daitna caMm JOKyMEHT U KaXKJ0€ MPHUIIOKEHNE TOMEIAIOT B OTJENIbHBIC pa3/Iebl.

16. Bce pexkBH3UTHI TOKyMEHTA OTICNSIOT APYT OT Apyra OJHOM IyCTOMH
CTpOKOH, oOpa3yemoii cuMmBojoMm abO3ana (§ — xnaBuma Enter). B Tekcre
HE JIOJDKHO BCTpeuaThes 60Jiee BYX CUMBOJIOB ad3aria moapsI.

17. He pomyckaercst mucaTh CJIOBa C Pa3psiAKOil, BCTABIISAS MPOOETbI MEXKITY
OykBamu B ciioBax. He gomyckaercst uCnoib30BaHHE MPOOENOB Il 00pa30BaHMUs
ab3alHoOro OTcTyna (KpacHOM CTPOKHM) WM MyCTBIX CTPOK. B TekcTe HE JOJIKHO
BCTpEYaThCs MOApsiA Oojiee OJHOTO CMMBOJA npobdena. Pa3nenenune MHUIMAIOB U
dbamuuu, cumBoJia Ne ¥ 9rcia, OPSIKOBOTO HOMEpa CTaThH, YaCTH, MyHKTA WU
MOJAIMYHKTAa TPABOBOr0 aKTa, YKClIa Mecslla U Ha3BaHHWS Mecslla, YKclia roja u
CJIOBA «TOMA», JIOOBIX YHCIIOBBIX 3HAYCHUM W €IWHUIl U3MEPEHUs JeNaeTcs C
UCIIOJIb30BaHUEM Hepasjaeaumoro mpobderna (coueranue kmasuimn Shift — Ctrl —
[TpoGen).

18. He momyckaeTcst BKIIFOYATh B TEKCT JOKYMEHTA Pa3ACIUTEIbHbIC INHUAH,
COCTaBJICHHBIE U3 IIEMOYEK CUMBOJIOB (*, =, -, — 1 1p.).

19. He nomyckaercs WHCMOJIb30BAaHUE B PYCCKHX CIIOBAaX CXOJHBIX TIO
HavepTaHuio JaTuHCKuX OYkB (A, a, B, C,c, E, e, H, K, M, O, 0, P, p, 1, X, X, y).

20. He pmomyckaercs WCIOAB30BAHME CHMBOJIA TaOymsmuu (—) s
oOpa3zoBanust ab3arHOTO oOTCcTyna (KpacHOM CTPOKH) WM IYCTBIX CTPOK.
AO3alHbIA OTCTYN yCTaHaBIMBAaIOT B MeH0 Popmar/Ad3all WM ¢ MOMOUIBIO

BEPXHETO JIBUKKA Ha TOPU30HTAIILHOMW JINHEUKE.



21. He pomyckaeTcsi HCMONBb30BAaHME CHUMBOJNA «-» Ui OOO3HAYCHHS
nepeHoca. BmecTo Hero criemyer HCMONb30BaTh CHUMBOJ MSTKOTO IepeHoca
(xkomOuHarus kiaauir Ctrl — «-»).

22. Jlnga HamMcaHus PUMCKHX LU(P TOJKHBI HCIIOJNB30BATHCS 3arjlaBHbIC
oykBbl natuHckoro andasuta (I, V, X, C, D, L, M). Ucnonp3oBanue mjis 3Toi
IeJIN pyCCKUX OYKB U apabckux nudp He JOIMycKaeTcs.

23. Bmecto 6ykBbl «E» momkna ynorpednsarbes OykBa «E» (Kpome HMeH
COOCTBEHHBIX NPH HATHMYUH MOATBEPKAAIOIIUX JOKYMEHTOB).

PexBu3utel «HammeHoBaHMe BHIa JOKYMEHTa» JOJKHBI OBITH BBIPOBHEHBI IO
neHTpy. He momyckaeTcss mcmonib30BaHHME CHMBOJA ab3ana il MpepbIBaHUs
CTPOKHU B MPOU3BOJBHOM MECTE, IS 3TOrO ClIEAyeT NPUMEHSTh CUMBOJ pa3pbiBa

cTpoku (komOuHarus kiasuin Shift — Enter).



[Tpunoxxenune Ne 10
K MHCTpYKIIMH 110 1eJIONPOU3BOACTBY

B YapbIickoi palOHHOW TEPPUTOPHUAIIBHON

M30UpaTeTbHON KOMUCCUHI

Cnucok pacchblJIKH HCXOAIINX IOKYMEHTOB

n/n

HaumenoBanue oprana
(opranusanun)

ITosiHBIN MOYTOBBIA apec

[Ipencenarens (3aMecTUTENh TIPEICEIATENS, CEKPETAph) U30UpaATEIbHON

KOMHUCCHUH

Hcnomaurenn

«

»

20 1.




[Tpunoxenune Ne 11
K MHCTpYyKIIMHM 110 1ETI0NPOU3BOJCTBY
B YapbIickoi palOHHOW TEPPUTOPHUAIIBHON
M30UpaTeTbHON KOMUCCUHI

dopma yKa3aHUM 10 UCTIOJTHEHUIO TIOKYMEHTA

MPEJACEJATEJb BAMECTHUTEJIb
NPEJCEJATEJISI, CEKPETAPD)
YAPBIILICKOW PAMOHHOM
TEPPUTOPUAJBHOM U3BUPATEJIBHOM
KOMUCCHUHU
N.0. PAMWJINSA

Hcnoanureanp

Pe3oronus

Cpok ucnosiHeHus1
« » 20 I.




[Tpunoxxenne Ne 12
K MHCTpyKIIMU 110 J€T0IPOU3BOACTBY
B HaphIlICKOW palOHHOW TEPPUTOPUATBLHOU
n30UpaTenbHON KOMUCCHH

Ilepeyennb 00s13aTeILHBIX CBe/IEHUI 0 TOKYMEHTAaX, HCIOJIb3yeMbIX B 1eJISIX YUeTa U
NMOMCKA T0OKYMEHTOB

ABTOD.
Anpecar.
JlomkHOCTh, paMIIIs U MHULIMAIIBI JIUIA, TOANKMCABIIET0 TOKYMEHT.
HaumeHnoBanue Buia 1OKyMeEHTA.
Jara noxymeHra.
PeructpanmonHblii HOMEp JOKYMEHTA.
Jlata nmocTyruieHus TOKyMeHTa.
PerucrpanmonHnslii HOMEp BXOIAIIErO JOKYMEHTA.
CBeneHusi 0 CBSI3aHHBIX JIOKyMEHTax (HaMMEHOBaHUE BHUJA JOKYMEHTa, JaTa,
PETUCTPAIIIOHHBIN HOMED, THII CBSI3KH).

10. 3aronoBOK K TEKCTY (KpaTKoe co/ep KaHue JOKYMEHTA).

11. Wwupexc aena mo HOMEHKIATYpPE eIl

12. Csenenus o nepeajpecanuu JOKyMEHTa.

13. KonuuecTBo JIMCTOB OCHOBHOTO JIOKYMEHTA.

14, OrtmeTka 0 MPUIOKEHUH (KOJUYECTBO MPUIIOKEHUH, 00Ilee KOJIUYECTBO JINCTOB
MPUJIOKEHU ).

15. VYka3anuss 10 UCIOJNHEHUIO JOKyMEHTa (MCIOJIHUTENb, I[OpyYeHHue, JaTa
WCIIOJTHEHHUS ).

16. OtmeTKa 0 KOHTpOJIE.

17. T'pu¢ orpanuueHus aoctyna.

18. TIlIpoBepka 37€KTPOHHOI MOAMUCH.

19. Tloxppa3aeneHue — OTBETCTBEHHBIN NCIIOTHUTENb JTOKYMEHTA.

20.  daiinbl 37EKTPOHHOTO JOKYMEHTA (KOJIMUYECTBO (aiiyioB, uMeHa (aiyioB).

CoNoO~wNE



[Tpunoxenue Ne 13
K MHCTpYyKIIMHM 110 1ETI0NPOU3BOJCTBY
B YapbIickoi palOHHOW TEPPUTOPHUAIIBHON
M30UpaTeTbHON KOMUCCUHI

KAPTOUYKA JJMYHOT O IIPUEMA 3ASIBUTEJIEN

YAPBIIICKA I PANOHHASI TEPPUTOPUAJIBHA S
N3BUPATEJIbHASI KOMUCCHUA

JATA JIMHHOTI'O TIPUEMA « » 20 roma

3ASBATEJIb, IPUIIEIIIWIA HA TUYHBIA ITIPUEM:

bamuans:

HMH:

0T4eCTBO (NIPU HAJTMYMH):

COIMAJIBHOC ITOJIOZKECHH .

NMOYTOBBIN ajpec /IS 0OTBeTA:

M w e

(ynuia, 10M, Kopiyc, KBapTupa, cyobekt Poccuiickoii denepanuu, HacenEHHbIH YHKT, MHIEKC)

KPATKOE COAEPXXAHUE YCTHOI'O OGPAIIIEHUA:

YIIEH I/I3BI/IPATEJII)J-IOI7I KOMUCCHH,
OCYUIECTBJIAIOINU JINMYHBIU TPUEM:

bammins:

HUMA:

0TY€eCTBO:




[Iponomxkenue npunoxenus Ne 13

PEHIEHUE, TPUHATOE 11O YCTHOMY OBPALIEHUIO:
1

(coaepxaHHe YCTHOTO OTBETA IO CYIIECTBY OCTaBIECHHBIX B yCTHOM OOpAIleHHH BOIIPOCOB, JaHHOTO C COTTIACHS 3asBHUTENS, €CIIN
U3JI0)KEHHbIE (PAKTHl M 00CTOATEIBCTBA ABISIOTCS OYEBUIHBIMU U HE TPEOYIOT JOMOIHUTEIbHOI IPOBEPKH)

2.

(co;lepmaﬂne YCTHOT'O OTBE€TA, JAHHOI'O 3aABUTEIII0, C HAIIPABJICHUEM ITMCbMEHHOT'O OTBeTa)




[Tpunoxxenne Ne 14
K MHCTpyKIIMU 110 J€T0IPOU3BOACTBY
B HaphIlICKOW palOHHOW TEPPUTOPUATBLHOU
n30UpaTenbHON KOMUCCHH

JUCT COI''TIACOBAHUS
K IPOCKTY
10 BOMPOCY
JIOMKHOCTH Wnunnmaiel, Jlara IMoamnuce [Ipumevanus”
3aBU3HPOBABIIIETO hamuus BH3HPOBAHHUSI
JOKYMEHT

damumust, UMs, 0TYECTBO, JOHKHOCTh, HOMEp Telie(hoHa NCTIOTHUTEIS TOKYMEHTA

2 B03pa)KeHI/I$I " 3aMCYaHUA MOT'YT IIpuJiaraTbCa Ha OTACIIBHBIX JIMNCTaX




[Ipunoxenue Ne 15
K MHCTpyKIIMM MO J€10NpOU3BOICTBY
B YaphIlICKOW palilOHHOW TEPPUTOPUATIBHOMN
M30UpaTeTbHON KOMUCCUHI

YTBEPXIAIO

[Ipencenarens (3aMecTUTENb NIpeCEAATENS,
cekperapp) Yappliickol pailoHHON
TEePPUTOPUATBHOM 30U pPaTEIbHOW KOMUCCUU

WHUIUABI, paMuITus

IOAITHUCH

« » 20 I.

CIINCOK
AOJZKHOCTHBIX JIUI (OPraHu3anmii), KOTOPbIM HaNpasJisieTcs pemenne Yapbimckoi
paiioHHON TeppUTOPHATBbHOM N30MPAaTENbHOH KOMHCCHH

Ne OT «

» 20 ropa

(YkazaTp 3aroioBOK)

/11

HanmenoBanue oprana

(opranuzanun) Koun-Bo 5k3. | [Ipumeuanue

HWcnomnuurens

«

»

20 rona




[Tpunoxenne Ne 16
K MHCTpyKIMM 11O AEIONPOU3BOJACTBY
B YapbIickoi palOHHOW TEPPUTOPHUAIBHON
M30UpaTeTbHON KOMUCCUHI

Yapsolickas paioHHast
TePPUTOPHAIbHAS U30MpaTeIbHAsE KOMUCCHS

PABOYAS I'PYIIITIA

(na3BaHmue)

MPOTOKOJ Ne _

« » 20 I.

[IpencenarenscTBYyOMUIMA (PYKOBOAUTENH pabOY€eil TpyIIIIbI)
Cekperapb
IIpucyrcTBOBAIN:

I[TOBECTKA JIHA:
1.
2.

1. CJIVIIAJIN:
BBICTYIINJIU:
PEIINJIN:

2. CJIYIOAJIN:

BBICTYIINJIU:
PEIINJIN:

IIpencenarenbCTBYOIUI
(pyKoBOIMTENH pabOYeii TPYIIIIHI)

Cekperapb



[Ipunoxenune Ne 17
K MHCTpYKIMH 110 1ETI0NPOU3BOJCTBY
B YapbIickoi palOHHOW TEPPUTOPHUAIIBHON
M30UpaTeTbHON KOMUCCUU

Yapeoiuickasi paiioHHas
TEPPUTOPUAIbHAS U30UpPaTEIbHAS KOMUCCHUS

PABOYAS I'PYIIITA
(Ha3BaHMe)
PEIMEHUE

Ne

c. Yapsimickoe

3aroyioBOK peLICHUs

[IpencenarensCcTByrOIMN
(pykoBOAMTENb paboUeit TPYTIIIHI)

Cexkperapb



[Tpunoxenue Ne 18
K MHCTpyKIMM MO J€10NpOU3BOICTBY
B YaphpIliCKol palilOHHOW TEPPUTOPUATBHOMN
n30HUpaTenTbHON KOMUCCUU

ITEPEYEHb
MOAJIEKALMX KOHTPOJIIO JOKYMEHTOB € YKa3aHUeM CPOKOB MCIIOJTHEHHU S

1. ®epnepanbHble KOHCTUTYLHOHHBIE 3aKOHBI, (heaepalibHble 3aKOHbI
Poccuiickon denepanuu — COrilaCHO yKa3aHHOMY B HUX CPOKY.

2. Vkasel lIpesunenta Poccuiickon @enepanuu — COIVIACHO YKAa3aHHOMY B HHX
CPOKY.

3. Pacnopsixenus Ilpesunenra Poccuiickoin denepanyu — COINIACHO YKa3aHHOMY B
HUX CPOKY.

4. IlocranoBnenus, pacnopsbkeHust IlpaBurensctBa Poccuiickont ®enepanum —
COIIACHO YKa3aHHOMY B HUX CPOKY.

S. 3akonbl cyobekTa Poccuiickoit denepanny — cOracHO yKa3aHHOMY B HUX CPOKY.

6. [TocTaHoBieHHUs, pelIeHUs 3aKOHOAATENBHOr0 opraHa cyobekra Poccuiickoit
®denepanun — CONACHO yKa3aHHOMY B HUX CPOKY.

7. [TocTtaHoBieHUsT oOpraHa TIOCYJapCTBEHHOM BiacTu cyObekra Poccuiickoit
®denepanuy — COrIacHO yKa3aHHOMY B HUX CPOKY.

8. PacniopspkeHust riaBel opraHa rocylapcTBeHHOH Biactu cyObekTa Poccuiickoit
®denepanuy — COrIacHO yKa3aHHOMY B HUX CPOKY.

9. [Tapnamentckue 3anpockl Cosera @enepauun DenepanbHoro Cobpanus

Poccuiickoit ®enepauuu, ['ocymapctBennoir Jymbl ®DenepanbHoro Cobpanusi Poccuiickoit
®denepannn — HE MO3/IHEE YeM yepe3 15 KaleHIapHbIX THEW CO AHS MOJIyYeHUS MapIaMeHTCKOTO
3arpoca WM B WHOM YCTAHOBIIEHHBIM cooTBeTcTByoIel manatod denepanpHoro Cobpanus
Poccuiickoit @eaepanuu Cpox.

10. 3anpocel uneHoB Cosera ®Penepaunn depepansHoro Cobpanus Poccuiickoii
Oenepannn, nenyratoB [ocymapctBenHor Jlymbr @®enepansHoro CoOpanusi Poccuiickoit
CDez[epauHI/I — HC MTO3JHEC YCM YCPC3 30 KaJICHAAPHBIX I[Hefl CO OHA €ro IMOJY4YCHHA WU B WHOM
COTJIaCOBAaHHBIM C MHUIIUATOPOM 3aIrpoca CpoOK.

11. OGpamenuss uneHoB Coseta Deneparuu DenepanbHoro CoOpaHus
Poccuiickont ®@enepaunu, nenyratoB [ocymapctBenHoit Jymbl DenepaibHOTO
CoOpanus  Poccuiickoit ®enepauuu 1O  BOMpOCaM, CBS3aHHBIM C  HX
NeATEIbHOCThIO, — Oe30TiiaraTelbHO (2 MpU  HEOOXOAMMOCTH TOJYYEHUs
JIOTIOJTHUTENIBHBIX MAaTepuaioB — He Mo3gHee dyem yepe3 30 KaJleHIapHBIX THEU
CO JIHSI TIOJIyYEHUsI 0OpallieHus).

12. OOpamenusi JIemMyTaTOB 3aKOHOAATEIHHOTO (TIPEICTAaBUTEIHLHOTO)
opraHa Bnactu cyobekta Poccuiickoit ®denepamuui — B CpPOK, yCTaHOBJICHHBIN

3aKOHO/aTeILCTBOM cyOBbekTa Poccuiickoit denepanuu.

13. Ilucema w3  Anpvunuctpauuu Ilpesumenta  Poccuiickoit ~ ®Deneparnum,
IIpaBurensctBa Poccuiickoit @enepanuun, Koncrurynmonnoro Cyna Poccuniickoit denepanum,
Bepxosaoro Cyna Poccuiickoit ®epepanuu, [eHepanbHOl mpokyparypbl Poccuiickoi
Odenepannn, agMUHUCTpaluu cyObekTta Poccuiickoir @Pexepaniun — B COOTBETCTBUH C
yKa3aHUsIMM 110 MCIIOJIHEHUIO JOKyMEHTa Tpejacedarens (3aMecTHTeNsl IMpeacenares,
ceKpeTapsi) u30upaTesIbHOIl KOMUCCUU, €CIIM B HUX HE yKa3aH CpOK — He mo3aHee yem yepes 30
KaJICH/IApHBIX JHEH.



14. IIporect npokypopa — He no3aHee 4eM yepe3 10 kaneHaapHbIX JHEH.

15. IIpencraBineHue mpokypopa — He o3aHee YeM uepe3 30 KaJeHIapHbIX THEH.

16. TpeGoBanue nmpoxkypopa — He mo3Hee yeM uyepe3 10 KaneHIapHbIX JHEH.

17. OOpameHusi rpakJaH IO BOIPOCaM BBIOOPOB M pedepeHIyMOB, MO BOIPOCAM
OT3bIBa BBICIIETO JOKHOCTHOTO JHIa cyobekTa Poceniickoit deneparu — 10 30 KaneHaapHBIX
JTHEH, a NOCTYIUBIIKE B NIEPUOJ U30MpaTEIbHON KaMIIaHUU — B COOTBETCTBUU ¢ DenepanbHbIM
3aKOHOM
«O0 OCHOBHBIX rapaHTHAX M30MpaTENbHBIX NPaB U IpaBa Ha ydyacTue B pedepeHymMe rpaxaaH
Poccniickoit denepanum».

18. Ilepecbuika oOpaleHuil rpaxkJaH, COAEPIKaIMX BOIPOCHI, PEIIEHHE KOTOPbIX HE
OTHOCHUTCS K KOMIICTCHLIMU HW30MpATENTbHON KOMHCCUH, OCYIIECTBISICTCS B TEUCHHE CEMHU
KaJIeHJapHBIX JTHEH.

19. OGpamenuss cpeacTB MaccoBOi HH(GOpPMAIMHM IO BOIPOCAM MPEIOCTABICHHS
uHpOpMaLMM — CeMb KaJlleHAapHbIX JHeW. Eciau TpeOyeMble CcBeleHHS HE MOIYT ObITh
OpEICTaBICHbl B yKa3aHHBIH CpPOK, TO JIOMYCKaeTcs OTCpPOYKa B IPEJOCTaBICHUHU
3alpalmBaeMol MHPOpPMALUMU C BpPYyYEHHMEM B TPEXAHEBHBIM CpPOK CO JHSA MOJIy4eHHUs
NUCHMEHHOTO 3ampoca MH(pOpMauy yBeJOMJICHHS 00 OTCPOYKE MPEICTABUTENIO PEIAKIUH, B
KOTOPOM  YKa3bIBalOTCsl INpPUYMHA OTCPOYKM, Jara, K KOTOpoil Oynaer mnpencTaBiieHa
3anpamuBaeMas MHPOpPMaLus, TOHKHOCTHOE JIMIIO, YCTAaHOBMBIIEE OTCPOYKY, JaTa MPUHSITHS
peleHust 00 0TCpoUKe.

20. 3ampoc TOCYZapCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYIPABJICHUS WIIH
JOJDKHOCTHOTO  JIMLA, paccMaTpUBaloOIlero obOpallieHue, JJOKYMEHTbl M MaTepHalsl,
HEOOXOJMMBIC IS PAacCMOTPEHHUsS OOpalIeHus, NMPENOCTABISIOTCS B TedeHWe 15 nHeid, 3a
UCKJIIOUEHHEM JIOKyMEHTOB M MaTepHalioB, B KOTOPBIX COJEPXKATCs CBEICHMSI, COCTABIISIOIINE
TOCYJApCTBEHHYIO WM HWHYIO OXpaHseMylo (efepalibHbIM 3aKOHOM TalHy, W JUISI KOTOPBIX
YCTAHOBJIEH OCOOBIH MOPSIOK NPEIOCTABICHHUS.



[Tpunoxenne Ne 19
K MHCTpyKIMM 1O 1€I0IPOU3BOACTBY
B HaphIlICKOW palOHHOW TEPPUTOPUATBHOU
M30UpaTenTbHON KOMUCCUHI

Yapeiickast paliloHHast TEPPUTOPHAIIBHAS
n30upaTesibHas KOMUCCHUS

YTBEPXIAIO
HOMEHKJIATYPA JIEJI IMpencenarens YaphbIlcKol paitoHHOM
No TEPPUTOPUANIBHON N30MPaTENIbHON KOMUCCUU
(mMecto cocraBieHus) ITognuce Pacmm¢poBka noanucu

Jara

Ha TOJ
Koxn-Bo
Cpoxk xpaHeHus aena (Toma,
Hupekc 3aroJIoBOK jaena Jen
4acTu) [Ipumeyanue
nena (TOoMa, yacTH) (TOMOB,
N 1 No ctaThy 1O IEPEUHIO
qJacTeil)
1 2 3 4 5
HazBanue pazgena
(HaMMeHOBaHWE JOKHOCTH (moamuce) (pacmudpoBKa MOAMKICH)

COCTaBHUTENSI HOMEHKIIATYPHI)

COI''TACOBAHO COI''TACOBAHO
3aB. apXHUBHBIM OTIEIOM [IpoToxon OK Yapsiickon
AnmMuHucTpanuy Yapsllickoro paiioHa PallOHHOW TEPPUTOPUAIIBHON
N.0. ®amunus n30MpaTenbHON KOMUCCHH
oT Ne

Jata



[Tpomomxenue npunoxenus Ne 19

HToroBas 3anmuch O KaTErOPHUsIX U KOJIUYECTBE JCJI, 3aBEJICHHBIX B M30MPATEIbHON KOMHCCHH B
roay.

B Ttom uucne

[To cpokam xpaHeHUs Bcero HepexOIIIIX C OTMETKOU
«OIIK»
1 2 3 4
[TocTossHHOTO

Bpemennoro (cBbie 10 jer)

Bpemennoro (10 10 neT BKIIOUYUTEIBHO)

HUTOI'O:

(HaMeHOBaHWE JOKHOCTH (moamuce) (pacmmpoBKa MOIMKCH)
COCTaBHUTENsI HOMEHKIIATYPHI)

ara

HTorosnie CBCIACHUA NICPECAAHbI B apXWB

(HanMeHOBaHME JOJKHOCTH JIMIIA, (moamucs) (pacmm¢ppoBKa HOAMHCH)
TepeIaBIIero CBEACHMS)

Jara



Yapelnickas palOHHAsI TEPPUTOPUATTEHAS
n30buparenbHas KOMUCCUS

[Tpunoxenne Ne 20
K MHCTpyKIMM 1O 1EI0IPONU3BOACTBY
B HaphIllICKOW palOHHOW TEPPUTOPUATBHOU
M30UpaTeTbHON KOMUCCUU

YTBEPXIAIO

[Ipencenarens YapoIickoi pailOHHOM
TEePPUTOPUATHHON N30MPATEITBHON

KOMUCCHU

Donpg Ne
(moamnuce) (pacumdpoBka moamucH)

OITUCDH Ne Hata
ACJI IOCTOAHHOT'O XpaHCHHUA
3a roa
Ne NHupekc 3aroyioBoK Kpaitane | Komuuect- | [Ipumedyanue
/o | mena nena aThl BO JIUCTOB
1 2 3 4 5 6

Hazpanue pasaciia

| |

B naHHBIN pa3aen onucyu BHECEHO

¢ Ne

en

(mmpaMu ¥ IPOITUCHIO)
no Ne , B TOM 4YHUCJIC:

JMTEPHBIC HOMEpA:

MMPOMYHICHHBIC HOMCPA:

(HaMMeHOBaHWE JTOKHOCTH
COCTaBUTEJISI OIIHCH)

(oamnucs) (pacmm¢ppoBKa HOAMHCH)

(HaMMeHOBaHHUE JTOKHOCTH
PYKOBOIMTEIS apXuBa (JINIIA,
OTBETCTBEHHOTO 3a apPXUB))

COI''TACOBAHO
[Tpotokon DK Yapsiiickoi paitoHHOM
TEeppUTOPUATHHON N30UpaTETHHON
KOMUCCHH

oT Ne

(Tmomuch) (pacmmpoBKa MOIIHCH)

YTBEPXIEHO
[Iporokon DIIMK Vnpasnenus
AnTaiickoro Kpas o KyJabType U
apXUBHOMY JI€TTy

oT Ne




[Tpunoxenne Ne 21

K MHCTpyKIMM 110 AETIONPOU3BOJACTBY

B YaphIickoi palOHHOW TEPPUTOPHUAIIBHON
n30upaTeaTbHON KOMUCCUU

Yapelnickas palOHHAsI TEPPUTOPUATTEHAS
nu3buparenbHas KOMUCCHUS YTBEPXIAIO

[Ipencenarens Yapplickoi pailOHHOM
TePPUTOPUATILHON H30UpaTeIbHON

KOMHUCCHUHU
Donm Ne
(moamnuce) (pacumdpoBka moamucH)
OIIUCDH Ne Hara
nen BpeMeHHoro (cBbiie 10 jet) xpaneHus
3a rof
Ne NHunekc 3aroyioBOK ziea Kpaiinue Cpok Komnuecto | IIpumeuanne
n/m Jiena JIaThl XpaHEHUS JIUCTOB
1 2 3 4 5 6 7
Ha3zBanue paznena
B naunbIN pazaen onvucu BHECEHO Jien
(mpaMu ¥ IPOITUCHIO)
¢ Ne mo Ne , B TOM 4YHCJIE:
JIMTEPHBIE HOMEpA:
MIPONYILIEHHBIE HOMEPA!
(HaMMeHOBaHWE JTOKHOCTH (moamuce) (pacmudpoBKa MOAMKICH)
COCTaBHUTECIIA OHI/ICI/I)
(HaMMEHOBaHUE JIOJDKHOCTH (Tmomuch) (pacmmpoBKa OIIHCH)
PYKOBOIUTENS apXuBa (JIHIIa,
OTBETCTBEHHOTO 3a apPXUB))
COI''TACOBAHO YTBEPXJIEHO
[Ipotokon DK Yapsliickoid paloHHOU [Ipotokon DIIMK VYnpaBnenus
TEPPUTOPUATEHON U30UpaTEeTbHON Auntaiickoro kpasi o KyJabType 1
KOMHCCHUH apXUBHOMY JENY
oT No

oT Ne




Yapslickas paiOHHas TEPPUTOPUAIIBHAS
n30upaTeabHasi KOMUCCHs

AKT

Ne
O BBUICJICHHM K  YHHYTOKCHHIO
APXUBHBIX JIOKYMEHTOB, HE

MOJICKAINUX XPAHCHUTO

[Mpunoxenne Ne 22

K MHCTpyKIIMM 11O AEITONPOU3BOJACTBY
B YapbIickoi palOHHOWM TEPPUTOPHUAIBHON
M30UpaTenTbHON KOMUCCUHI

YTBEPXIAIO
[Ipencenarens YappllicKol paiOHHOU
TEPPUTOPUATILHON H30UpaTEeIbHON

KOMUCCHUH

N.0. ®amnnus

20

Ha ocHoBanuu IlepeuHsi TUIOBBIX YIPABIEHYECKUX apXUBHBIX JOKYMEHTOB,
00pa3yoIUXCs B MPOLECCe AEATENBHOCTH FOCYAAPCTBEHHBIX OPraHOB, OPraHOB
MECTHOTO CaMOYTIPABJICHUS W OPraHM3alMi, C YKa3aHUEM CPOKOB HMX XPAHECHUS,
YTBEPXKIAECHHOro mnpukazoM DenepambHOro apxXxMBHOrO areHTcTBa Poccuiickon
®enepauuu ot 20.12.2019 Ne 236, oTOOpaHbl K YHUUYTOKEHUIO KaK HE MMEIOLIUE
HAay4YHO-UCTOPUYECKOW LEHHOCTH W YTPATHBIIME NPAKTAYECKOE 3HAYECHUE

JTOKyMEHTHI (poH1a No

(Ha3zBanue GoHaA)

No 3aroyoBoK jena (TpynImoBoi Tlonsr Howmep Howmep Komu- Cpoxu IIpume-
n/m 3aroJIOBOK JIOKYMEHTOB) omicH e1. Xp. 1o YECTBO | XpaHEHWS U | 4YaHUE
ornucH e Xp. HOMepa
cTarey 1o
HEPEYHIO
1 2 3 4 5 6 7 8
Hroro: el Xp. 3a T'OJIbI

(mdpamMu 1 TPOMUCHIO)

Omnucu ACJI TNOCTOAHHOI'O XpaHCHUA 3a

YIpaBJICHUA AnTalfcKoro Kpasg IIO0 KYJIbTYpPC
Ne ).
(HaMMeHOBaHUE JOIDKHOCTH (moamuce)

PYKOBOJIUTENS apXuBa (JIHIIa,
OTBETCTBEHHOTO 32 apXHB))

COT'JTACOBAHO

[Ipotokon DK Yapslckol pailoHHON

TEepPPUTOPUATHHON N30MpATETHHON
KOMUCCHH

oT No

rogasl  yrBepkaeHsl JIIMK
U apxXuBHOMY Jieny (TMPOTOKOJA  OT

(pacmudpoBKa MOAMKICH)
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JIOKYMEHTBI B KOJIMYECTBE en. Xp.:
- Ha OyMa)XHOM HOCHTEJIE BECOM KI' CZJaHbl HA YHUUTOKEHNUE;
- Ha DJICKTPOHHOM HOCHUTEJIE CJaHbl HA YHUUYTOXKEHHUE

(cTI0c06 YHHYTOXKEHUS)

(HauMeHOBaHUE JODKHOCTH PabOTHUKA, (moamuce) (pacmmpoBKa MOIMKCH)
CIABIIETO JOKYMEHTHI)

[ara

H3meHeHus B YUCTHBIC TOKYMCEHTBI BHCCCHEI.

(Ha“MeHOBaHHUE ODKHOCTH paOOTHHKA (moamuce) (pacmmpoBKa MOIMKUCH)
apXvBa, BHECIIIETO U3MEHEHHUS B YUETHBIC
JIOKYMEHTBI)

JlaTa



[Tpunoxenne Ne 23

K MHCTpyKIIMM 11O AEITONPOU3BOJACTBY
B YapbIickoi palOHHOW TEPPUTOPHUAIIBHON
M30UpaTenTbHON KOMUCCUHI

BHYTPEHHSAA OIIUCH

AOKYMEHTOB a€Jia Ne

Ne Perucrpanuonnsiii | Jlata Homepa
3aroJIoBOK JIOKyMEHTa [Ipumeuanue
I/l | MHIEKC TOKyMEHTa | TOKyMEHTa JIMCTOB Jiena
1 2 3 4 3) 6
Hroro: JIOKYMEHTOB.

KonunuectBo nuctoB BHyTpeHHeﬁ OIIMCHU

(1dpamMu ¥ POMTUCHIO)

(HaI/IMCHOBaHI/Ie JOJDKHOCTH JIkIa,
COCTAaBMBLICI'O BHYTPCHHIOIO OIIUCH

JlaTa

JOKYMEHTOB JI€JIa)

(tmpaMu ¥ IPOITHCHIO)

(TomuCh)

(pacmmdpoBKa MOAIHUCH)




[Tpunoxenne Ne 24
K MHCTpyKIIMM 11O AEITONPOU3BOJACTBY
B YapbIickoi palOHHOW TEPPUTOPHUAIIBHON
M30UpaTenTbHON KOMUCCUHI

JIMCT-3ABEPUTEJIb AEJIA Ne

B ACJI0 IOAUIMTO U IIPOHYMEPOBAHO JIUCTOB,
(mdpamMu ¥ IPOTTUCHIO)

¢ Neo o Ne , B TOM YHCJIC:

JIMTCPHBIC HOMEpPA JIMCTOB

MMPOMyHCHHBIC HOMEpPA JIUCTOB

+ JIMCTOB BHyTpeHHefI OIINCH

Howmepa
Oco0enHocTH (HPU3UUECKOTO COCTOSIHUS U (POPMHUpPOBAHUS JeTa
JIMCTOB
1 2

(HaMeHOBaHWE JTOKHOCTH (moamuce)

(pacmudpoBKa MOAMUCH)
paboTHHKA)

Jara




[Tpunoxenue Ne 25
K MHCTpyKIIMU 110 J€T0NPOU3BOACTBY
B HaphIllICKOW palOHHOW TEPPUTOPUATBHOU
M30UpaTeTbHON KOMUCCUU

YTBEPXIAIO YTBEPXIAIO
IIpencenarens YappllicKol pailOHHOU PykoBoauTens opranuzamnuu,
TEPPUTOPUATLHON H30MpaTETbHON MPUHUMAIOIIEH TOKYMEHTBI
KOMHUCCHU
(moamnucs) (pacumdpoBka moaucH) (monmnuck) (pacum¢poBKa NOANUCH)
Hara [Teuarts [ara [Teuats
AKT

Ne

IIpueMa-nepe1ayu apXuBHbIX
JIOKYMEHTOB Ha XpaHEHHE

(ocHOBaHHE TIepeayn)

(Ha3BaHue nepenaBaeMoro Goua)

caai,
(Ha3BaHMe OpraHU3alyy, Nepelatoel JOKYMEHTHI)
MIPUHSIT
(Ha3BaHWE OpraHU3alU PUHUMAIOIIECH JOKYMEHTHI)
AOKYMCHTBI HAa3BAHHOT'O (bOHIIa M HAYYHO-CIIPpAaBOYHOI'O alIapara K HUM:
Ne /it Ha3Banue, Homep onucu KomnunuecTtso KomunuecTso IIpumeuanus
HK3EMILTIPOB el Xp.
OTIHCH
1 2 3 4 5)
HToro npuHsATO en.Xp.
[lepenauy npousBenu: [Tpuem npousBenu:
(TOIKHOCTD) (TIoaTHCh) (pacmmgpoBka (TOKHOCTD) (TomucCh) (pacmmdppoBka
TTOJTITHCH) TTOJTITHCH )
Hara Jara
®oHay nmpucBoeH Ne
HN3menenus B YUCTHBIC TOKYMCEHTBI BHCCCHEI.
(MOIKHOCTB) (oamuce) (pacmudpoBKa IOATUCH)

Jara



[Tpunoxenue Ne 26
K MHCTpyKIIMM 11O AEITONPOU3BOJACTBY
B YapbIickoi palOHHOW TEPPUTOPHUAIIBHON
M30UpaTenTbHON KOMUCCUHI

APXVBHBIN OTJEJ .
AIMUHUCTPALIINN YAPBIIICKOI'O PAMOHA
AJITAICKOT'O KPAS

N3BUPATEJIBHBIE KOMUCCHU 10 BEIFOPAM OPTAHOB I'OCY JIAPCTBEHHOM
BJIACTU M JOJPKHOCTHBIX JIMI] POCCUHNCKON ®EJEPAILIMN U AJITAMCKOI'O
KPAS, OPTAHOB MECTHOI'O CAMOVIIPABJIEHWA U JOJDKHOCTHBIX JINL]
MYHUILIUIIAJIBHOT'O OBPA30OBAHMS YAPHIIIICKHI PAMOH AJITACKOT'O KPA4,
I10 ITPOBEJIEHMIO PE®EPEH/IYMOB, c.HAPBIIIICKOE

(HaMEeHOBaHUE CTPYKTYPHOTO MOAPA3/ICICHUS)

JAEJIO Ne TOM Ne

(3arosoBOK Jiena)

(xpaiiHue 1aTel)

Ha JIUCTax

XpaHUTH




KypHaa perucrpanuu tesie)OHOrpaMm

[Tpunoxxenne Ne 27
K MHCTpYyKIIMH 110 A€TOMPOU3BOJICTBY
B YaphllICKOl paliOHHOW TEPPUTOPUATBHOMN
n30HUpaTenTbHON KOMUCCUU

JIOMKHOCTB, haMuIus JIODKHOCTB, (haMuIus [ara, HoMep Bpewms Texker JloJDKHOCTB M haMuIust
COTPYAHMKA, IIPENABIIETO | COTPYAHMKA, IPUHABILIEIO Tese()OHOTPaMMBbI nepenauu | TeaeOHOrpaMMBbl | JIMIA, OT UMEHU KOTOPOTro
TeneoHorpamMmy, U HOMep | TeiaedoHOorpaMmy, U HOMEp nepeaaeTcs
ero tenedona ero tenedona tesneoHorpaMma
1 2 3 4 5 6




KypHan yuyéra neyareil M IITAMIIOB

[Tpunoxxenne Ne 28
K MHCTpYKIIMH 110 A€TONPOU3BOJICTBY
B YaphllICKOl paliOHHOW TEPPUTOPUATBHOMN
n30HUpaTenTbHON KOMUCCUU

Ne | Orruck | HaumenoBanue [ara [Ipeanpustue- Komy Bb11aHbBI Pocniucs JlaTa Pocmuce Jlata Hara,
/T | TIeYaTu nevyaTu MOJIYYeHHUS! | U3TOTOBUTENb, IaTa (momxHOCTh, | pabOTHHKA | BO3BpaTa | pabOTHUKA | YHUUYTOXKEHHS | HOMED
(mrramrra) (mrramma) nevyaTu 1 HOMED mojpasiesieHue) nevyaTu rneyaTu aKTa
(wrrTamna) OT | CONPOBOAUTEIBHOIO (wramna) (wramna)
W3TOTOBUTEIS JIOKYMEHTA
1 2 3 4 5 6 7 8 9 10 11




