TEPPUTOPUAJIbHASL U3BUPATEJIbHAS BAIITKOPTOCTAH PECITYBJIMKARBI
KOMHCCHsI MYHHIIUITAJIBHOT'O PAMOHA ; 'KAPUSEJI PAVMOHBI MYHULIUIIAJID
KAPAUJEJILCKUH PAUOH PAMOHbBIHBIH TEPPUTOPUAJIL

PECIIYBJIMKHA BAHIKOPTOCTAH hAIJIAY KOMHUCCHSRBI
PEHIEHUE
12 suBaps 2021 roxa Ne 2/1-5

c. Kapangens

OO0 yTBepxaAeHNN MHCTpyKIMH 11O AEIONPOU3BOACTBY
B TEPPUTOPHAIIBHOM N30UpaTENbHON KOMUCCUU
MyHHUITUNIaIbHOTO paiioHa Kapauaenbckuit paiton Pecry6nuku bamkoprocran

B cootBercTBuM ¢ myHKTOM 9 cTaThu 26 PenepanbHOro 3akoHa «O0 OCHOBHBIX
rapaHTHsIX HW30HMpaTeIbHBIX IMpaB M IpaBa Ha yyacTue B pedepeHayMe IpakIaH
Poccuiickoit ®enepanun», dyacthio 6 crateu 25 Komekca PecnyOnuku
bamkoproctan o BbIOOpax, pyKoBOACTBYsch DenepalibHbIM 3akoHOM «O0
apxuBHOM jene B Poccuiickoit deneparumny, 3akoHoMm Pecniybnuku bamkoprocTtan
«O6 apxuBHoM Jnene B PecnyOnuke bamkoptoctaH» —TeppuTOpUanIbHAS
u30upaTenbHas KOMHUCCHUS MYHMIMNAIbHOro paiioHa Kapaupenbckuil paiion
PecnyOnuku bamikoproctan pemina:

1.VTBepaute WHCTpyKLIHIO 0O JEIONPOU3BOACTBY B TEPPUTOPHUATBHOM
n30MpaTeNbHOW KOMHUCCUM MyHUIMNAIbHOrO panoHa Kapaunpenbckuil paiioH
Pecny6nuku bamkopTtoctan (mpuiaraercs).

2.KoHTponb 32 HCIOJHEHUWEM HACTOSLIErO PEIIECHUS BO3JIOXKUTH Ha
npejceaaTenss TEPPUTOPUATIBHOW H30UpaTeIbHON KOMHCCHUU MYHUIIMNAIHHOTO

paitona Kapannensckuii paiion Pecniyonuku bamkoproctan Canaxosy J.P.

[Ipencenarens 9.P. Camaxosa

Cexkpertapb 2.M. XarmyinvHa




YTBEPXJEHA

pelIeHrneM TepPUTOPHATIbEHON U30HpaTEIbHON
KOMHUCCHHM MYHUILIMTIAIBHOTO paiioHa
Kapaunensckuii paiion Pecrryomuku

bamkoprocran
ot 12 ssaBaps 2021 roma Ne 2/1 — 5

HNHCTpyKIMs 110 AEIONPOU3BOICTBY
B TEPPUTOPHUAIIBHON N30MpaTENbHOW KOMUCCHH MYHULIUIIAJIGHOTO paiioHa
Kapaunnensckuii paiton Pecniy0nuku bamkoprocran

1. OOuue moI0KEHUA

1.1. HWHcTpykumss 1O  JEJNONPOM3BOACTBY B TEPPUTOPHUATLHOMN
n30upaTenbHO KoMuccuH (fanee — MHCTpyKIKs ) yCTaHABIMBAET NOPSAI0K paOOThI
C JOKyMEHTaMH, OCHOBHBIE€ TNIpaBWja UX MOATOTOBKM M OQOpMIIEHHUS B

TEPPUTOPHATBHON M30upaTebHON Komuccuu (nanee — THUK).

WNHucTpykuus paspaboTaHa Ha OCHOBAaHUH (denepanbHbIX 3aKOHOB
«O0 OCHOBHBIX TrapaHTHAX M30MpPATENBHBIX MPaB U MpaBa Ha ydyacThe B pedepeHayMe TpakaaH
Poccuiickoit @enepaunn», «O0 apxuBHoMm zaene B Poccuiickoin ®denepauuny», «O nopsake
paccMoTpeHust oopaieHuid rpaxkaan Poccuiickoit @enepanuny, noctanosieHus [IpaBurenscrea
Poccuiickoit ®@enepauuu ot 3 Hos0ps 1994 roma Ne 1233 «O6 yrBepxaenuu llonoxenus o
nopsiike oOpalleHuss co CIykeOHOM HH(OpMalueil OrpaHUYEHHOI0 paclpoOCTpPaHEHHUsS B
(denepanbHBIX OpraHax HCIOJHUTEIBHOW BJIAcTH W YIOJHOMOUYEHHOM OpraHe YIpaBlICHUs
MCII0JIb30BaHNEM aTOMHOM SHEPIUU U YIIOJTHOMOYEHHOM OpraHe 10 KOCMHYECKOH e TEIbHOCTH
(B penakuuu nocranoBienuil [IpaBurtenscra Poccuiickoit @enepannu ot 20.07.2012, Ne740, ot
20.02.2016 Nel23, or 18.03.2016 Ne214, or 06.08.2020 Ne1186), 3akona PecmyOmuku
Bamkoproctan «O0 apxuBHOM jene B Pecnyonrke bamkoproctany, nHbIx 3akoHOB PecyOnmku
bamkoproctan, [IpaBun nenonpon3BoJICTBA B IOCYIapCTBEHHBIX OpPraHax, OpraHax MECTHOTO
CaMOYIIPABJIEHUS, YTBEPXKAECHHBIX IpHKazoM denepasbHOro apXMBHOTO areHTCTBAa OT 22 Mas
2019r. Ne71, mocTaHOBIEHMH M MHBIX HOPMAaTHBHBIX akToB LleHTpasibHONW u30HMpaTenbHOMN
komuccun Poccuiickoit ®eneparun  (manee — IIUMK Poccum), mocrtaHoBIeHUNH U JIpYrux
HOpPMAaTUBHBIX akTOB lLleHTpanmbHON wu30uparenbHOl komuccun PecnyOnmuku bBamkoprocran
(manee — [IUK PB), permamenTa TeppuTOpHalbHON KOMHCCHH, ¢ ucnonb3oBanuem ['OCTa P
7.0.97 - 2016 «HammonanmeHbii cTanmapt Poccuiickoit @enepannu. CucremMa CTaHIApTOB IO
nHpopmaruu, OUOINOTEUHOMY M U3AATEIbCKOMY neny. OpraHu3aluoOHHO — PacCIOPSIUTEIbHAS
TOoKyMeHTalus. TpeboBanus K o(QOpMIICHHIO TOKyMEHTOB» (B penakiuu M3menenust Nel,
yrBepxaeHHoro [Ipukazom Poccrannapta ot 14.05.2018 Ne244-cr).

1.2. IlpaBuna moAroToBKH, O()OPMIICHHS JOKYMEHTOB M MOPSAOK paboOTHl ¢ HHUMH,
npenycMoTpennsle MHCTpykimeil, o0s3aTenbHbl 1 YJICHOB TEPPUTOPUAIBHOW KOMHCCHUU H
rOCY/IapCTBEHHBIX IPAKIAHCKUX CIYXKAIUX TEPPUTOPUATILHON KOMUCCHUH (faiee — TpakJaHCKUE
CIIy’)Kalllie) U JIML, 3aMELIal0IINX JOHKHOCTH, HE ABIIAIOIMECS JOHKHOCTSIMU TOCYJ1apCTBEHHOMN
IpaXXJaHCKOMU CITy>KOBI, a TaKXKe JIMII, IPUBJIEKAEMBIX T10 I'Pa’KAaHCKO-TIPAaBOBBIM JJOTOBOPAM.
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1.3. UneHsl KOMHCCHM, TPaXXJAHCKHE CIIy)KalllMe, a TaKXkKe JIMIA, IPUBJIEKAEMble IO
IpaXXIaHCKO-TIPaBOBBIM JIOTOBOPAM, JIOJDKHBI OBITh O3HAKOMJICHBI IO/ TOANUCH C TEKCTOM
HNHcTpyKnuu.

1.4. Benenue [1enonpou3BOJACTBA, OTBETCTBEHHOCTh 3a €ro OpPraHM3alUi0 B
TEPPUTOPUATBHON KOMHCCUH, OOecreueHHe COXPAHHOCTH [IOKYMEHTOB M Iepefadyy HuX B
BBILIECTOSIIYI0 U30MpaTeIbHYI0O KOMHCCHIO, KOHTPOJIb 3a COOJIIOJeHHEM TpeOoBaHUM
WMHCTpyKIMHU OCYILECTBIAET PEACEeNaTeNb TEPPUTOPHUATIBHON KOMUCCHUH.

1.5. Ilpu paboTe ¢ TOKyMEHTaMH, 3apErUCTPUPOBAHHBIMU B YCTAHOBJIIEHHOM IOPSKE,
HE paspelaercsi BHOCUTH B HHMX IIONPABKUM M JEJIaTh IIOMETKH, KPOME IPEAYCMOTPEHHBIX
WNHcTpyknuen.

1.6. Jlenonpou3BOACTBO B TEPPUTOPUATIBHOM KOMUCCHUH OCYIIIECTBIISCTCS C
HCIIOJIb30BAHUEM KYPHAIIOB PErMCTPALIMUA JOKYMEHTOB.

1.7. B ciayuyae yxoma B OTIYCK, Bbl€3/la B KOMaHAMPOBKY, OOJIE3HH, YBOJbHEHUS
HCIIOJIHUTCIIAL JOKYMCHTOB IIPCACCAATCIIb TeppHTOpHaHBHOﬁ KOMHUCCHUU NACT YKAa3aHUEC IICPECAaTh
HCHUCIIOJIHCHHBIC JOKYMCHTBI APYIOMY UCIIOJIHUTCIIIO.

PaGora ¢ noKyMeHTamMu TEpPpPUTOPUATILHOM KOMHCCHUU OCHOBBIBACTCS Ha
MIPUHIIUIIE OJJHOKPATHOM PErUCTPALIMU JOKYMEHTA.

1.8. MHcTpyKIus U M”3BMEHEHUsI, BHOCUMBIC B HEE, TPUHUMAIOTCS PEIICHUEM
TEPPUTOPUAIILHOM KomMuccHuu nocie corinacoanus ¢ [{UK Pb.

1.9. B UHCcTpyKIUU UCTIONB3YIOTCS CISAYIONINE TEPMUHBI U OTIPEICTICHUS:

ONaHK JIOKyMEHTa — JHMCT OyMmard WIM OSJIEKTPOHHBIH MIAa0JOH C pPEKBU3UTAMH,
UJAECHTUPHUIHUPYIOIIMMHU aBTOPa OPHUIIMATBHOTO-I0KYMEHTA;

BHYTPEHHUN JNOKYMEHT — JOKYMEHT, noarorosieHHbl B THK, He BeIXomAmmii 3a ee
IIPENICIIBI;

BXOJSAIIMM TOKYMEHT — TOKYMEHT, noctynusimuii B TUK;

JIEJI0 — JOKYMEHT WJIM COBOKYIHOCTH JIOKYMEHTOB, OTHOCSIIIMXCSI K OJHOMY BOIIPOCY H
MOMEILEHHBIX B OTJEJIBbHYIO O0JI0XKKY;

JEJONpPOU3BOACTBO  —  JEATENbHOCTh,  OOecnedmBaronias  JOKyMEHTUPOBaHHE,
JOKYMEHTOOOOPOT, OIIEPAaTUBHOE XPAHEHHE U HCIIOJIb30BaHUE JOKYMEHTOB;

noknanHas — (ciykeOHas) 3amuMcKka — BHYTPEHHUH  JIOKYMEHT, aJpECOBAaHHBIN
BBIIECTOALEMY JOJDKHOCTHOMY JIMIY OT HUXKECTOSIIETO JOJDKHOCTHOTO JIMIA U COAECpPKaIUi
00CTOATENIbHOE U3JI0KEHUE KaKOTo-1100 BOMPOCa C BEIBOJAMH U MPEAJIOKECHUSIMUA COCTaBUTEIS;

JOKYMEHT — 3a(MKCUpOBaHHAas Ha HOcUTese MHGOpMaIs ¢ peKBU3UTAMM,

MTO3BOJISIONIMMH €€ HICHTU(UIIMPOBATH;

JOKYMCHTUPOBAHUC — q)HKcaHI/ISI I/IH(i)OpMaHI/II/I Ha MaTepuajJbHBIX HOCHUTCIAX B
YCTaHOBJICHHOM TOPSIIKE;

JIOKYMEHTOOOOPOT — ABMKEHHUE IOKYMEHTOB B M30MpaTEIbHOW KOMHUCCHUA C MOMEHTA UX
CO3/JJaHUs WJIU TIOJIYUYEHHUSI J10 3aBEPILICHUS UCTIOTHEHUS WIH OTIPABKH,

,Z[y6JII/IKaT JOKYMCHTA — HOBTOpHLIﬁ 9K3CMILIAP IOJJIIMHHUKA ,Z[OKYMCHTa;

3aBEpeHHasi KOMHS JOKyMEHTa — KOIMHS JOKYMEHTa, Ha KOTOPOM B COOTBETCTBUM C
YCTAHOBJICHHBIM TOPAAKOM IMMPOCTABJICHBI HGOGXOHI/IMBIG PCKBU3UTEI, O6€CHC‘II/IBaIOIJ_II/IC cec
IOPUINYECKYIO 3HAUUMOCTb;

HUCXOIAIINNA TOKYMEHT — IOKYMEHT, oTnpasisieMblid u3 TUK;



KOHTPOJIb MCIIOJHEHHUS JOKYMEHTOB — COBOKYIMHOCTh JE€HCTBHH, 0OOecrednBaroLInxX
CBOCBPEMEHHOE UCIIOJIHEHUE JOKYMEHTOB;

KOIHS JOKYMEHTA — K3EMIUIP JOKYMEHTA, HOTHOCTHIO BOCTIPOM3BOISIINN HHPOPMAITUIO
IIO/VINHHUKA JIOKYMEHTA;

HOMEHKJIATYpa JeJI — CUCTEMAaTU3MPOBAHHBIA IIEPEYCHb 3ar0jOBKOB J€J, C YKa3aHHEM
CPOKOB UX XPAaHEHHS;

HOPMAaTUBHBIE JOKYMEHTHI — COBOKYITHOCTb MHCTPYKTHBHBIX MaT€pUAJIOB, PACCYMTAHHBIX
Ha NOCTOSIHHOE WJIM MHOIOKpAaTHOE ACWCTBUE U COJCpXKALUX Kakue-TuO0o HOpMBI, IIpaBUIIA,
IIpEIIUCaHuS;

HOCHUTEINIb UHPOPMALMU — MaTepPHAJIbHBIA 00BEKT, MPEIHA3HAYCHHBINA IS 3aKPETICHHS,
XpaHeHHs (M BOCIIPOM3BEICHH ) PEUEBOM, 3BYKOBOM MM N300pa3uTenbHON HH(OpMAIIH;

opunMaNBbHBIA TOKYyMEHT — JOKYMEHT, CO3JaHHBI OpPraHOM BIIACTH, OpraHU3alHeH,
JOJKHOCTHBIM JIMLIOM WJIH TPaKJaHMHOM, O(OPMIICHHBIH B yCTAaHOBJICHHOM IOPSI/IKE;

obopmiieHHUE JOKYMEHTa — MPOCTABJICHUE Ha JOKYMEHTE HEOOXOIUMBIX
PEKBU3UTOB,

MMCbMEHHOE 00palleHue — HAIIPaBJICHHOE B TOCYIapCTBEHHBIN OpraH, Opra
MCCTHOI'0 CaMOYIIPAaBJICHUA WX JOJZKHOCTHOMY JIMIY IIMCbMCHHOC IMPCIJIOKCHUC,

3asBJICHUC UJIN >Kan06a;

MUCHMO — 000O0IIEHHOE Ha3BaHUE PA3JIMYHBIX O COACPIKAHUIO JOKYMEHTOB, CITY)KAIIUX
CPEJICTBOM OOIIEHUS MEX]ly OpraHU3alUsIMU, TpakJaHAMHU;

MOJJUHHUK JOKYMEHTa — TMEpBbI WM €IUHCTBEHHBIH OHK3EMIUISp O(UIMAIBLHOTO
JIOKYMEHTA;

MIOpYYEHUE — JOKYMEHT, IPEANUCHIBAIOIINI BBIIIOJHEHUE TEX WM UHBIX 33aJaHU;

perucrpannsd AJOKYMCHTA — IIPUCBOCHHUC IOKYMCHTY PEruCTpaliMOHHOIO

HOMEpPA U BHECEHHE CBEACHUI O JOKYMEHTE B PETUCTPALIMOHHO-YUYETHYIO (hopMmy;
peructpauvonHas (opma — cucremMa perucrpanuu, ucnoibdyemas B TUK mpu
perucTpamuu J0KyMEHTOB (KypHa);

PEKBU3UT TOKYMEHTA — 3JIEMEHT 0(OPMIICHUSI TOKYMEHTA;

CKaHHUPOBAHUE IOKYMEHTA — OJIy4YEHHE 3JIEKTPOHHOT 0 00pa3a J0KyMeHTa (3JIEKTPOHHOTO
JIOKYMEHTA);

CPOK MCIIOJHEHMS JOKYMEHTa — CPOK, YCTAaHOBJIEHHBII HOPMAaTUBHBIM IIPABOBBIM aKTOM,
OpraHU3alMOHHO-PACIIOPSAAUTENBHBIM JOKYMEHTOM, YKa3aHUSAMHU 10 UCIIOJHEHUIO TOKYMEHTA WIIN
IIOPYYECHHUEM;

YKa3aHUs 110 UCIIOTHEHUIO JOKYMEHTA — PEKBU3UT, COCTOAINN U3 HAJIUCH Ha TOKYMEHTE
WJIM Ha OTJEJIBHOM JINCTE YCTAaHOBIIEHHOM (OPMBI, CIeTaHHON JOKHOCTHBIM JIUIIOM;

y4eT JOKYMEHTOB — (uKcalus GakTta moJydyeHus: JOKyMEHTOB 0e3 MPOCTaBICHHs Ha HUX
PETrUCTPALIMOHHBIX IITAMIIOB;

¢dopmupoBaHUe Jena — TPYNIUPOBAHME WCIOJIHEHHBIX JOKYMEHTOB B [El0 B
COOTBETCTBUU C HOMEHKJIATYPOU J1€]1 U CUCTEMATU3alMsl JOKYMEHTOB BHYTPH JI€J1a;

IKCIIEPTH3Aa HEHHOCTH JOKYMEHTOB — M3YYCHHEC JIOKYMCHTOB Ha
OCHOBAHHHU KPHUTEPHUEB UX HECHHOCTH B IEJIAX OIIPEACICHUA CPOKOB XpaHCHUA

JOKYMEHTOB U 0TOOpa MX /Il BKJIKYEHUS B COCTAB APXUBHOro ¢ponga Pd;
AJICKTPOHHAS KOMUs JOKYMEHTA — KOIUS IOKYMEHTa, CO37[aHHas B AJICKTPOHHOU (hopme;



3JIeKTp0HHLIﬁ JOKYMEHT — J[OKYMEHT, MH(pOpMAIHs KOTOPOro IpeACTaBlICHA B
AIIEKTPOHHOH (Qopme, HOCHTEISIMH HH(POPMAIMK JJII KOTOPOTO  SIBJIAIOTCS HOCHTEJIH,
UCIIOJIB3YEMBIE B DJIEKTPOHHO-BBIUNCIUTEIIBHON TEXHUKE;

AJIEKTPOHHBIA 00pa3 JOKyMEHTa — 3JIEKTPOHHAs KOMHSA JOKYMEHTA, W3TOTOBIICHHAs Ha
OyMa)KHOM HOCHTEJIE.

2. Mpuem, pernctTpaums 1 NpoxoKkaeHne NocTynatoLlmnx 40KYMeHTOB

2.1. Jloxymentsl B TUK moctaBmistoTcst uepe3 oTneleHUE CBs3U (ITOYTOH,
tenerpadomM), GeTbIBETePCKON WM  CIICIUATBHON CBS3bI0, HAPOYHBIM HIIA
NEepealoTcsl MpeceaaTenio (3aMeCTUTEN0 TpeAceaaTelis, CeKpeTapro, 4YiIeHaM)
THK B0 BpeMsl INYHOTO MpUEMa.

JoxymenTtsl MoryT noctynaTth B TUK no xanamam cBsizu ['ocynapcTBeHHOU
aBTOMAaTU3UpOBaHHON cucteMbl Poccuiickoit @enepauuu  «BpiOopbl», Ha
opuimanbHbid mouToBbIi MK THK B cetn IHTEpHET U 10 (haKCUMUIIBHOW CBSI3U.

2.2. Ilpmem, mnepBuuHas oOpabOoTKa ¥ perucTpamnus MMOCTYMAIOIINX
JIOKYMEHTOB Mpou3BosiTCA npenacenarenem (cekperapeM) TUK ¢ ncnonb3oBanuem
KypHaiabHOU (mpritoskenue Nel) hopMbl perucTpaliuu TOKyMEHTOB €KEJIHEBHO B
yacel paboTel TUK, kpoMme BBIXOIHBIX U HEPAOOUUX MPA3THUYHBIX JTHEH.

Bpemss mpuema [OKyMEHTOB B pabouuil JeHb, MNPEAIIECTBYIOIMINI Hepabouemy
npasgHUYHOMY JHIO, COKpAIIacTCd Ha OJJUH Yac.

HOpSIILOK MMOJIY4C€HUAd W PErUCTpallui HJOKYMCHTOB IIOCJIC OKOHYAaHUSA pa60qero AHs, B

BBIXOJIHbIE U HEpabouMe Mpa3AHUYHbIE IHU, B IEPUO]] TOATOTOBKH U MPOBECHUS M30UpaTEIbHbBIX
KaMnaHui ycranaBnuBaetcs npencenarenem THUK nmubo onpenensiercs pemenuem THK.

2.3. TloctynuBimime TOKYMEHTHI TIOJPA3CISIIOTCS HAa PETUCTPUPYEMBIC U HE
O IJICKAIIUE perucTpamun (npuioxenue Ne2).

2.4. Tlpu BCKPBITHM KOHBEPTOB, MOCTYNAIOIINX CIICIHATBHON CBS3bIO WU
10 MOYTe, MPOBEPSETCS MNPABUIBHOCTH aApPECOBaHMS, KOMIUICKTHOCTh U
LEJIOCTHOCTh JOKYMEHTOB, HAJW4YME€ NPWIOKEHUN, CBEPAECTCS COOTBETCTBUE HX
HOMEpPOB YYETHBIM HOMEpaM, YyKa3aHHbIM Ha KOHBepTax. HenpaBuiabHO
aJpeCOBaHHbIE M OIIMOOYHO BIJIOKCHHBIC JOKYMEHTBI HE PErUCTPUPYIOTCS,
MEePECHUIAIOTCS IO HA3HAYEHUIO WIIM BO3BPAIIAIOTCS OTIPABUTEIIIO.

2.5. Ecnu mpu BCKPHITUH KOHBEPTAa OOHAPYKEHO OTCYTCTBHE IOKYMEHTOB
WA HX OTHCIbHBIX JIMCTOB, NPUJIOXKEHUW, MOBPEKIACHHE JIOKYMEHTOB WU
HECOOTBETCTBUE HOMEPOB JOKYMEHTOB HOMEpaM, YKa3aHHbIM Ha KOHBEPTE,
npencenarenem (cexkperapem) TUK cocraBnsercss akT ycTaHOBIEHHOW (OpMBI B
IBYX ok3eMmiuisipax (mpwioxkeHue Ne3). OmauH 3K3eMIUIAp aKTa TMOChUIACTCS
OTHPABUTENIO, IPYTrO MPUOOIIAETCS K MPUHATHIM IOKYMEHTaM.

Ha oGopoTHOl cTOpoHE TMOCJIEAHEro JIMCTa MOBPEXKJACHHOTO JOKYMEHTa B
IPaBOM HM)KHEM YTIIy JIEJIAETCA OTMETKA «/{OKyMEHT MOJIydeH B MOBPEXKICHHOM
BUICY.



2.6. KoHBepTHI OT MOCTYNMHUBIINX JOKYMEHTOB HE YHUUTOXKAIOTCS B CIy4ae,
€CJIM TOJIBKO M0 HUM MOKHO YCTAHOBHUTH AJIpEC OTHPABUTENA, AaTy OTIHPABKU U
MOJIYYEHHUSI IOKYMEHTOB, €CJIM OHU COAEPKAT TOKYMEHTBI, KOTOPBIE MMOCTYIINIIN U3-
3a npenenoB Teppuropun PD, U3 cynos, cleICTBEHHBIX OPraHOB, JIMOO JOTOBOPHI,
NPETEH3UN, WCKOBBIE 3asBJICHUSA, JTOKYMEHTBI, CBSI3aHHBIE C OCYIIECTBIECHUEM
3aKyIOK TOBApOB, padOT, YCIYyT JUIsl 00€CTIEYeHUsI TOCYIapCTBEHHBIX HYX]I.

2.7. KoHBepTHl y4aCTHUKOB 3aKYIIOK TOBApOB, pabOT, YCIyT, MOCTYMUBIINE
0 MOYTEe, MPUHHUMAIOTCS OTBETCTBEHHBIM 3a BEJICHHE [EJONPOM3BOJCTBA, HE
BCKPBIBAIOTCS, YYWUTHIBAKOTCS IO [AKETHOMY JKypHaly M  IEpeNaroTcs
OTBETCTBEHHOMY OCYILECTBIICHHUE 3aKYIOK IO ITOAIHCH.

KonBepThl ¢ 3asgBKaMH yYaCTHHKOB 3aKylOK TOBapoOB, palOT, YCIYT,
MOCTYMIUBIIINE HAPOUYHBIM, IPUHUMAIOTCSI OTBETCTBEHHBIM 32 OPTaHU3AIINIO TOPTOB,
HE BCKPBIBAIOTCA M YYHUTBHIBAIOTCA B KYypHAJIIE B COOTBETCTBHM CO CTaTben 51
®enepanbHoro 3akona ot S anpenst 2013 roga Ne 44-03 «O KOHTPAKTHOM CUCTEME
B cepe 3aKymnok TOBapoOB, pabOT, yCIyr sl 0OECIEUEHUS] TOCYJAPCTBEHHBIX U
MYHULIUIAIBHBIX HY XK.

2.8. Tlaketsl ¢ mMOMETKON «JIMYHO» YYHTHIBAIOTCS MO TAKETHOMY JKYpPHAIy U
nepeaaroTcAa agpecaraM B 3aKpbITOM BHUJC IO NTOAIIHNCE.

2.9. Tlpu perucrpaluu MOCTYNHUBIIETO JOKYMEHTA B PETUCTPAI[MOHHON
dbopme 00s3aTeILHO BBOJSTCS CICAYIOIMIME PEKBU3UTHI: BUJI JIOKYMEHTA, €ro
UCXOJISIIINI HOMEp U JlaTa, TaHHbIE O KoppecnoHaeHTe (aapecante) (pamumus, ums,
OTYECTBO (PU3MYECKOro JIMIA WM Ha3BaHUE OpraHU3alldd, MECTOHAXOXIACHHUE
OTIIPABUTENS), @ TaKKe KpPaTKOe COJEp’KaHHWE ITOKYMEHTa, KOJIMYECTBO JIMCTOB

OCHOBHOI'O IOKYMCHTA U JIUCTOB IIPHUJIOKCHUA, KOJIMYCCTBO 3K3CMILIIPOB.

PeructpanimoHHbIil mTaMn C yKa3aHUEM BXOJALIETO HOMEpa, JaTbl U BPEMEHU
perucTpanuy NpocTaBISeTcs, Kak MpaBuiio, B IPaBOM HM)KHEM YTJIy JIMLEBOI CTOPOHBI IEPBOTO
JIMCTA 3apETUCTPUPOBAHHOTO JOKyMeHTa. [Ipr He0OX0JMMOCTH yKa3bIBaeTCs BpeMs perucTpanuu
(vacel 1 MUHYTHI). Ha npuinoxeHuu npocTaBiisieTcsl BXOIAMIMNA HOMEpP JOKYMEHTa, K KOTOPOMY
OHO OTHOCHTCH.

Ha xonuu 1oxyMeHTa BXOJAIMIMI HOMEP IIPOCTABIISIETCS B IPABOM HIDKHEM YIUTy JTULIEBOU
CTOPOHBI IIEPBOTO JINCTA.

[Ipu mocTymieHnn TOKyMEHTa C COMPOBOIUTENBHBIM MUCHbMOM PETUCTPALIMOHHBIN IITaMIT
MIPOCTABJISIETCS HA CONIPOBOUTENILHOM MHCHhME.

Hywmeparus mocTynuBIInX JOKYMEHTOB OCYILIECTBIISIETCS B Mpeiesiax KaJeHAapHoro roja.

[Ipu peructpanuu JOKYMEHTa, SIBISIOLIETOCS OTBETOM Ha MCXOIALIMI JOKYMEHT WU
IIPUCIAHHOTO B JIONOJHEHHE K paHEe HAINpPaBICHHOMY JAOKYMEHTY, B JXXypHaJe EIacTcs
COOTBETCTBYIOIAs CChUIKA.

K noBTopHOMY IOKYMEHTY MpHKIagbIBacTcs WHGOpMAIMS O paHee MOCTYNUBIINX
JOKYMEHTaX M pe3yibTaTax MX HCIOJHEHUs, KOTopas IEpeNacTcsi OTBETCTBEHHOMY 3a
VCIIOJIHEHUE TOKYMEHTA.



2.10. 3apeructpupoBaHHbIE JOKYMEHTHI paccMarpuBaroTcs npeacenareneMm THUK, 3atem
MMPOU3BOAUTHCA 3aIlMChb IO HWCIOJHCHUIO JOKYMCHTA B KXYPHAJIC PCrUCTpalvd U NCPEHAr0OTCA
HUCITIOJIHUTEIIAM IO ITOAIINCH.

2.11. HcnonneHHsle JOKYMCHTBI CIIMCBIBAIOTCA B JACJIIO IIPCACCHATCIICM
(cexperapem) THUK u momeniarorcs B 1eJ10 B COOTBETCTBUHM ¢ HOMEHKJIATYPOU ey
THUK.

2.12. OGpatienust rpakIaH PETUCTPUPYIOTCS B OTACTHLHOM KypHAJIE.

3. OcHoBHbIE TPeOOBaHUA K MOJATOTOBKE U 0()OPMIICHHUIO TOKYMEHTOB

3.1. JloxymeHTHI, co37aBaeMble B U30MpaTEIbHON KOMUCCUU, OOPMIISIOTCS Ha OJaHKaX,
Ha CTaHJApTHBIX Juctax Oymaru gopmara A4 (210 x 297 mm) unu AS (148 x 210 mm) nmubo B
BU/IE SJICKTPOHHBIX JOKYMEHTOB U JOJHKHBI IMETh YCTAaHOBJICHHBIN COCTAaB PEKBU3UTOB.

JlokymeHTbl odopmiIsitoTCss Ha OJaHKax YCTaHOBJICHHOW (POPMBI, H3TOTOBICHHBIX
TUMOTPa(CKUM MIIH KOMITBIOTEPHBIM CIIOCO00M (nipritoskeHne Ned).

3.2. B THUK moryT ObITh YCTaHOBJICHBI CIEIYIONINE BUIBI OJTAHKOB:

omank nporokona 3aceganust TUK;

osank pemenus THUK;

6nank nucema THUK.

JIokyMeHTbl O(QOPMIISIFOTCS. B COOTBETCTBUU C TpeOOBaHUSIMHU K JIOKYMEHTaM,
M3TOTOBJISIEMBIM C TIOMOIIBIO TMEYATAIONIMX YCTPOWUCTB, U K (paillaM TEKCTOBBIX JOKYMEHTOB
(mpusoxenue Ne 5).

[Tpu nmoaroroBke u opopmieHnn 1okymeHToB wieHbl TUK u rpaxxnanckue ciyxaiue, a
TaKXKe JIMIa, TMPHUBIEKAEMBbIE I10 TPaXXITAHCKO-TIPABOBBIM JOTOBOpPAM, IOJDKHBI COONIONATH
npaBuiIa OPOPMIICHHS PEKBU3UTOB JJOKYMEHTOB, N3JIOKECHHBIE HUXKE.

CocTaB pEeKBU3UTOB JIOKYMEHTA ONpEIEISETCS €r0 BHJIOM M Ha3HaueHHeM. PekBu3uTamu
JIOKYMEHTOB, CO3/IaBa€MbIX B U30MPATEIHbHON KOMUCCHH, SBIISIOTCS:

I'ep6 Pecniybnuku bamkoprocTas;

HAaUMEHOBAHHE KOMHUCCHUH;

HAaUMEHOBAaHUE BUJIA IOKYMEHTA;

MECTO COCTaBJICHHS WJIM U3JIaHUS TJOKYMEHTA,

JaTa ¥ HOMep JIOKyMEHTa,

3aroJIOBOK K TEKCTY;

TIOJIITNCH;

rpud yTBepKIACHHUS.

3.3. Ha Giiankax JOKYMEHTOB MOMEIIAETCs OJTHOLBETHOE M300paxkeHue I'ocy1apcTBEHHOTO
repba Pecnybnuku bBamikoptocTaH B MOpsiiKe, ONMPEIEICHHOM 3aKOHOAATEIhCTBOM M HHBIMU
HOPMAaTHUBHBIMH MPaBOBBIMU akTaMu PecnyOnuku barmkoprocrtas.

N3obpakenue repba (9MOIEMBI) TOMENIACTCS TO CEepeAMHE BEPXHEro IMOojs OJiaHKa
JIOKYMEHTa HaJl peKBU3UTaMU OpraHU3aliy, Ha paccTOsIHUM 10 MM OT BEpXHETo Kpast JIUCTA.

3.3.1. HammenoBanme THK, mnedararoT Ha TOCYZapCTBEHHBIX s3bIKaX PecmyOnuku
bamkoprocTan, KOTOpbIe pacnoyiararoTcsl CIEYIOIIUM 00pa3oM: clieBa - TEKCT Ha PYCCKOM SI3bIKE,
CIpaBa - TEKCT Ha OAIIKUPCKOM SI3bIKE W BBIMOJHAIOTCS OJWHAKOBBIMH IO pa3Mepy OyKBaMu,
HaTpUMep:



TEPPUTOPUAJIbBHASL U3BUPATEJIBHASA KOMUCCHUA BAII'KOPTOCTAH PECITYBIIMKAKBI KAPUJEJI

MYHHLUIAJIBHOTO PAHOHA KAPAMIEJIbCKHI PAMOHBI MYHUIIUATIAJIb PAVOHBIHBIH
PANOH PECIIYBJIMKHU BAIIKOPTOCTAH TEPPUTOPUAJIb hAJTAY KOMUCCHUSThBI
Jlenuna ya., 1. 24, c. Kapannens, 452360, Aerun ypambl, 24, Kapugen ayblibi, 452360,
Ten. (34744) 2-14-80, 2-12-20 Ten. (34744) 2-14-80, 2-12-20
e-mail: 02t031p@cikrb.ru e-mail: 02t031p@cikrb.ru

No OT « » 20 1.

Ha No OT « » 20 T.

KoHTpoib 3a paBUIIBHBIM UCIIOJIb30BaHHUEM OJIAHKOB M UX COOTBETCTBHEM YCTAaHOBJICHHBIM

00pa3iaM OCyIIECTBISETCS OTBETCTBEHHBIM 32 BEJICHHE JCIONPON3BO/ICTBA.

3.3.2. HanmeHoBaHue BUA M3/1aBa€MOT0 JOKyMEHTa (pelleHue, MPOTOKO 3aceIaHus)
BKJIIOYAETCS B OJJAHK COOTBETCTBYIOIIETO BU/A JIOKYMECHTOB.

B nuceMax HaMMEHOBaHUE BUJIA U PA3HOBHIHOCTU JOKYMEHTA HE YKa3bIBACTCS.

3.3.3. CnpaBounble JaHHbIE 00 M30HMpaTEIbHOH KOMHCCHHU YKa3bIBAIOTCS B OJIaHKaX
ITHACEM:

Jlenuna yi., 1.24, ceno Kapaunaens, 452360, renedon (34744) 2-14-15, daxc (34744) 2-

15-89 , e-mail: tik_karaidel@mail.ru

3.3.4. Jlata nokymeHTa.

JlaToii JOKyMEHTa SBJISIETCS Jara €ro NMOANWCAaHWs, yTBepxKaeHus. JlaToil mpoTokoia
SIBJIAIETCS JaTa 3ace/laHus, a aKTa — JaTa COOBITHS.

JlaToii TOKyMeHTa, M3JJaHHOTO COBMECTHO JIBYMs U 00Jiee OpraHU3aIMsIMU, SIBJISETCS AaTa
0oJee MO3HEN OIIHCH.

Jlaty noxymeHTa o(opMIISIOT apabckuMu IuppamMu B MOCIEI0BATEILHOCTH: ICHb MeCSIIa,
MecsI, rof. JleHs Mecsia u MecsI] 0hOpMIISIOTCS IBYMS MapamMu apabckux udp, pa3aeIeHHbIMU
TOUYKOM, TOJ — YETBIPbMS apaOCKUMH Iudpamu, HaIIpUMep:

07.01.2018

JlonmyckaeTcst c10BecHO-IIU(pPoBoii criocol oopMIileHus 1aThl, HATPUMED:
7 auBapst 2018 r.

3.3.5.  PerucrparmoHHBII HOMEpP TOKYMEHTA.

JIns BXOZSIIMX JOKYMEHTOB — TO HOPSAAKOBBIH HOMep®, Ul HCXOASIIUX TOKYMEHTOB —
MOPSIKOBBIM HOMEp JOKYMEHTa M MHJIEKC JieJla IO HOMEHKJIAType, Yepe3 KOCYIO UepTy.

3.3.6. CchUlka Ha UCXOMAIIMHA PErMCTPAllMOHHBIA HOMEpP W JaTy JOKYMEHTa
BKIIIOUAETCS B COCTaB PEKBH3UTOB OyiaHKa muchMa. CChUTKA MPOCTABISIETCS UCTIOTHUTENEM TpU
MOJTrOTOBKE MUChbMa-OTBETA.

3.3.7. Mecro coctaBneHus (M31aHUs1) TOKYMEHTa

Mecrto coctaBneHusi (M3MaHMs) JOKYMEHTa YKa3bIBae€TCsS Ha oOIIeM OlaHKe M OJIaHKe
KOHKPETHOTO BHUJa JOKyMEHTa. B OnmaHKax mMUCeM CBEIEHUS O MECTe CO3JaHus JOKYMEHTa
conepxkarcsi B pekBu3uTe «CIpaBOYHbIC JaHHBIE 00 N30MpaTETbHON KOMUCCHI.

Mecto cocraBneHusl (M3laHUS) JOKYMEHTAa YKa3bIBa€TCS C y4YETOM IMPUHSATOTO
AIMHUHUCTPATHBHO-TEPPUTOPUAITBHOTO JCTICHUSI.

! Bxopsiuit HoMep MOXeT pOPMUPOBATHCS AHAJIOTUIHO UCXOJIALIEMY.


mailto:tik_karaidel@mail.ru

[Tpu mMposoIEHOM PACHONIOKEHUH PEKBU3UTOB OJIaHKA MECTO COCTABJICHHS WM W3JaHUS
JOKYMEHTa YKa3bIBa€TCSl B CEpPEIMHE CTPOKH MEXIY JaTOH M PErHCTPAllMOHHBIM HOMEPOM
JOKYMEHTa, a TPU YIJIOBOM pPAacCIOJIOKEHUH PEKBU3UTOB — MOJ JATOW M PErHCTPAllMOHHBIM
HOMEPOM JIOKYMEHTa, OT Kpast IECBOT'O TOJIL.

3.3.8. I'pud orpannueHus 10CTyna K TOKyMEHTY.

OtrMerka O KOH(UACHIMATHHOCTH HA JOKYMEHTax, CcoJepkamux HHpopMmanuio,
OTHOCHUMYIO K CiIyKeOHOW TaifHe, wumMmeer BHI «usg Ciy)KeOHOTO  MOJB30BAHUAN,
«KoHpuaeHmanpHo» M MPOCTABIAETCS B BEPXHEM IPAaBOM YIJIy JIMIEBOH CTOPOHBI IEPBOTO
JHCTa JOKYMEHTA Ha TPaHUIE BEPXHETO TOJIS.

3.3.9.  Anpecar.

PexBusut «Anpecar» pacmoiiaraeTcsi B IpaBOM BEpPXHEM YIITy.

JIOKyMEHTBI ~ aApECYIOTCS B OpraHu3alid, WX CTPYKTYpHBIE MOJpa3JeeHus,
JNOJDKHOCTHBIM JIMIIAM WJIM TpaXKJAaHaM Npu OTBeTe Ha HX oOpamenus. HammeHoBaHue
OpraHHU3aLuH " CTPYKTYPHOTO HOApa3/IeIeHHs YKa3bIBalOTCS
B IMEHHUTEJIEHOM I1aJIeXKe, HalpuMep:

AIMUHUCTpaLUs MyHULUIIAIBHOIO paiioHa
Kapaunensckuii paiton Pecnyonuku bamkoprocran
VYipasieHue KyJIbTypbl

Ecim  nmoxkymeHT anpecyercss MOJDKHOCTHOMY JIMIlY, HAaMMEHOBAaHWE OpraHU3aluu
YKa3bIBa€TCSi B UMEHUTEIFHOM TaJeKe, a JOHKHOCTh U (pammus — B patenbHoM. [Ipu sTom
WHUIHANB] YKa3bIBAIOTCA MOCIe (haMUIIHH, HallpUMeD:

bamkupckuii rocy1apCTBEHHBIM YHUBEPCUTET
3aBenyromiemMy kadeapoit
ITerposy ILII.

Eciu nokyMeHT azpecyercs pPYyKOBOIUTENIO0 OpPraHM3aLUU MM €ro 3aMeCTHUTEIIO,
HAaUMEHOBAHME OpraHu3ally JOJDKHO BXOAWTh B HAMMEHOBAHME JIOJDKHOCTU aJpecara,
HanpuMmep:

3aMeCTHUTEIIIO II1aBbI
AJIMHHHCTpAITMA MyHAITUTIATEHOTO palioHa

VY umckuii paiton Pecriy6nmku bamkoproctan
NBanosy N.N.

Ecmn JAOKYMCHT aApCCyCTCA OpraHn3aliy, CHavdajla YKa3bIBaCTCs €€ HAMMCHOBAHUC, 3aTCM
MMOYTOBBIN aapec, HalIpumep:
Yupasnenune PenepanbHOU
PETUCTPALIMOHHOMN CITY>KOBI 11O
Pecny6nuke bamkoprocran
[Mropymsr yi., 1. 13, Yda, 450008

JlomyckaeTcsi LIEHTPUPOBATh KAXKIYIO CTPOKY PEKBH3UTA «AZpecaT» MO OTHOLIEHUIO K
CaMOW JIJIMHHOW CTPOKE.

I[OHyCKaCTCSI HCIIOJIB30BAaTh O(pI/IL[I/Ia.IIBHO MNPUHATBHIC COKpAIICHHBIC HAMMCHOBAHUA
OpPraHOB I'OCYAAPCTBEHHOM BJIACTH, MECTHOI'O CAMOYIIPABIICHHUS], OPTraHU3ALUN.



[TouToBbIll ampec yka3bIBaeTCs B MOCIEIOBATEIBHOCTH, yCTaHOBJIEHHOW I[IpaBumamu
OKa3aHHUs YCIYT [TOYTOBOM CBS3M, YTBEP:KJIEHHBIMM NocTaHOBiIeHUEM lIpaBurensctBa PD ot 15
anpens 2005 r. Ne221 «O0 yTBep»K/I€HUU MPABWII OKa3aHUS YCIYT TOYTOBOM CBSI3U».

Ecnu 1oKkyMeHT OTIpaBiisieTCsl B HECKOJIBKO OJJHOPOIHBIX IOCYJapCTBEHHBIX OPraHOB WK
OpraHu3alii, uX CleayeT YKa3bBaTh 0000IIEHHO, HATIPUMEP:

[Ipencenarensam y4acTKOBBIX KOMHUCCUN

JIokyMeHT He JOJDKEH cojepkarb Oosee ueTwipex anapecartoB. Cinoo «Komusi» mepen
BTOPBIM, TPETBUM, YETBEPTHIM aIPECATOM HE YKa3bIBACTCS.

[Ipu HampaBieHWH AOKyMEHTa Oojee 4YeM B YETHIpE aJpeca COCTABISIETCS CITMCOK
PacchUIKK yCTaHOBJICHHOM (hopMbI (pritoskeHue Ne8), KOTOPBII MOAMUCHIBACTCS TpeceaTeIeM
THUK.

IIpu anmpecoBanuu JOoKyMeHTa (U3MUECKOMY JIMI[y BHayale yKas3blBalOTCAd (pamMuius u
MHULIMAJIBI IOJTy4YaTesl, 3aTeM [IOUYTOBBIN aJpec, HallpuMep:

Caxabyraunosy B.T.
[Tob6ensr yi., 1. 42, c. BIKOYIsIK,
brxOynakckuii paiioH,
Pecny6nuka bamkoptocran, 452040
[Ipn ormpaBke mHUcbMa MO 3JIEKTPOHHOM MouyTe WIM NO (aKCUMUIBHOM CBsi3u (0e3
JIOCBIJIKY TI0 TI0YTE) IMOYTOBBIH ajpec He yka3biBaeTcs. [Ipn He0OX0IMMOCTH MOXKET OBITh yKa3aH
AIIEKTPOHHBIN ajpec (Homep TenedoHa/dakca), HaIpUMep:
Bcepocculickuii HayyHO-
UCCIIEI0BATEIbCKUI MHCTUTYT
JOKYMEHTOBE/ICHHUS ¥ apXUBHOTO JIeJIa
mail@vniidad.ru

3.3.10. I'pud yrBepkIeHHs TOKYMEHTA.

JIOKyMEHT YTBEpXKAACTCS JOJDKHOCTHBIM JIMIIOM WM CHEHUAIBHO HW3/1aBa€MbIM
JIOKYMEHTOM.

IIpu yTBepXkaE€HUM IOKYMEHTA JOJKHOCTHBIM JIUIIOM TIpu( YTBEpXKIEHUS IOJDKEH
cocrosath u3 cinoBa YTBEPXJIAIO (6e3 kaBbluek) MPOMUCHBIMUA OYKBaMHM M Ha CIIEAYIOIICH

CTPOKE - HaVMEHOBAaHUE JIOJKHOCTH, MOATINCb, VHULAAJIBI
u bamunus IMna, YTBEPAUBILIETO JIOKYMEHT, Jata YTBEPKJICHHUS,
Halrpumep:

YTBEPXJAIO

[Ipencenarens TeppuTOpUATBHON
M30UpPATEIbHON KOMUCCUM MYHUITUIIAIBHOTO
paiiona Kapanaensckuii paiion
JMYHAS TIOJIITUCh WHULIUAITBI, (pamMutmst

JlaTta

[Ipu  yTBepkJIeHHM  JIOKYMEHTa MOCTAaHOBJICHHEM, MPOTOKOJIOM,  PEIICHHUEM,
pactiopspbkeHueM rTpud yrBepxacHus coctouT u3 cinoBa YTBEPXJIEH (YTBEPXJIEHA,



YTBEPX/IEHBI wiun YTBEPXXJIEHO) (6e3 kaBbIueK) MPOMUCHBIMU OYKBAMH, HAUMEHOBAHHSI
YTBCPIKAAOMIECTO JOKYMCHTA B TBOPHUTCIBHOM ITAaZICIKE, CTO AAThl © HOMCPA, HAIIPHUMCEP:

YTBEPXJEH
pElIeHUEM TePPUTOPUATIEHOMN
n30UpaTeIbHOM KOMUCCHUU
MYHUIIUTIATBHOTO paiioHa

Kapaunensckuii paiion
ot 15 ¢epans 2015 r. No28

I'pud  yrBepkIeHHsS  pacroyiaraloT B IPaBOM  BEpXHEM  yIiy JOKYMEHTa.
B rpude yrBepkmeHus HOnycKaeTCsl IEHTPUPOBATH AJIEMEHTHl OTHOCHTEIBHO CaMOM JITMHHON
CTPOKH.

3.3.11. VYka3aHwus 10 HCIIOJTHCHUIO TOKYMEHTA (PE30JTFOITHS).

VYKkazaHus MO HCIOJIHEHUIO JTIOKYMEHTa MOTYT OBITh HAlHMCAaHbl OT PYKH
npencenareiem TUK na otnensHoM nucte hopmata A6 (105x147), npunoxxeHHOM
K JOKYMEHTY. YKa3aHUsl O HCIOJHEHUIO JOKYMEHTa BKJIOYAOT (aMUIUM U
WHULMAJIBl UCTIOJIHUTEIICH, MpU HEOOXOAUMOCTH — COJIEpKAaHUE MOPYUYECHUsI, CPOK
WCIIOJTHEHUS, TIOJIMUCh PYKOBOJUTEIIS U J1aTy, HAIPUMED:

l'apunosy P.3.
Axynoy P.A.

[Ipoury paccMOTpETh M 1aTh OTBET
K 25.12.2015

JIngHast moanuch
JlaTta

VYka3aHusl 10 UCIIOJIHEHUIO TOKYMEHTa, O)OPMIIEHHBIE HAa OTJIEIBHOM JIMCTE,
MPUKPEIUIAIOTCA K JTOKYMEHTY, K KOTOPOMY OHHM OTHOCATCS, U BMECTE C HUM
MOJIINBAIOTCS B JEIIO.

3.3.12. 3aroyioBOK K TEKCTy JOKYMEHTA.

3arojioBoK K TEKCTY AOKYMCHTA JO/IKEH KPaTKO M TOYHO PpPacCKpbIBaThb €ro
coacpkanue u ObLITH COIJIACOBAH ¢ HAMMEHOBaHHEM BH/AAa JOKYMECHTA. 3aro10BOK MO:KET
O0TBCYATH HA BOIIPOCHI:

«0 4eM (0 Kom)?», Hanpumep:

PEIIIEHUE
O pacnpenencHur 0053aHHOCTEH YJICHOB .. ...

«4ero (kKoro)?», HanpuMmep:

JIOJDKHOCTHOM peryiaMeHT Beyllero koucyipranta B.B. 3Be3noukuna

AKT — O0 yHUYTOXKEHUH TOKYyMEHTOB C HCTEKIIUMHU CPOKAMU XPaHEHUS



3aroJ0BOK COCTABIISIETCS TUIIOM, TOTOBSIIUM IPOEKT JOKYMEHTA.

JlokyMeHTBI, odopMIIeHHBIE Ha OyaHkax ¢opmara AS, yKa3aHUs [0 HCIIOJIHEHHUIO
JIOKYMEHTA, TeJIerPaMMBbl HE 03arJIaBIUBAIOTCS.

3aroJ0BOK, COCTOSIIIMN U3 ABYX W Oo0Jiee CTPOK, MeYaTaeTcs 4epe3 OJUH MEKCTPOUHBIH
MHTEPBaJ, TOYKA B KOHIIE 3arojIOBKa HE CTaBUTCA. 3arojOBOK PaclojaraeTcsi Ha IepBOM JIHCTE
HaJl TEKCTOM JOKYMEHTa IO LEHTPY, a NpHU O(GOPMIIEHHH MUCbMa — OT TPAHMIBI JIEBOTO ITOJIS.
[Tucema, cocrosimue u3 0HOTO ab3ana, coJepikaiero He 0ojee 5 CTpOK, HE 03arJIaBINBAOTCS.

3.3.13 OTMeTKa 0 KOHTpOJIe

OTMeTKa 0 KOHTpOJIE MPOCTABISICTCS HA JIOKYMEHTAX, MOCTABICHHBIX Ha KOHTPOIb, C
UCToNib30BaHneM mmramia «KOHTpONb» (MM WHBIM CITIOCOOOM) Ha BEPXHEM IT0JIe JOKYMEHTa
cnpaBa, 100 Ha OJIAHKE YKa3aHHUsI 110 UCTIOJTHCHHIO IOKYMCHTA.

3.3.14. Tekcr nOKyMEHTA.

Texkcr noxkymeHTa MoOXeT ObIThb O(GOPMIIEH B BHUJAE CBSI3HOIO TEKCTa, TaOIMLBI WIK
COEIMHEHUS 3TUX CTPYKTYD.

TekcT NOKyMEeHTa JOJKEH H3JaratbCsi KpaTko U SICHO, ObITb apryMEHTHPOBAaHHBIM,
o0ecrieynBaTh TOYHOE M OJTHO3HAYHOE BOCIIPHUATHE CO/ICPIKaIIelcsl B HeM MH(POPMAaLINH.

TexkcT poOKymMeHTa  JOJDKEH, Kak  IpaBWJIO, COCTOATh W3  JBYX  4acTei.
B nepBoii yactu yka3pIBalOTCsI IPUYMHBI, OCHOBAHUS, LIEIM COCTaBJIEHMSI JOKYMEHTA, BO BTOPOM
— peleHus, BEIBOJIbI, TPOCHOBI, PETI0KEHNS, PEKOMEHJALUH.

TekcT IOKyMEHTa MOMKET COJEp)KaTh TOJBKO 3aKIIOYMTEIBHYIO YacTh (HaIpHuMep,
pacropsbkeHue — paclopsIUTeNbHYI0 YacTh 0e3 KOHCTaTHPYIOLIEH, NMUCbMO, 3asBICHHUE —
npock0y 6e3 MOsCHEHNs).

B TekcTe nOKyMeHTa, IOATOTOBIEHHOIO HAa OCHOBAaHMM 3aKOHOJATEIBHBIX, WHBIX
HOPMATHBHBIX ITPAaBOBBIX aKTOB, U3JaHHBIX opraHamu BiacTu Pocculickonn ®denepannu, HHBIMU
(benepanbHBIMU TOCYJaPCTBEHHBIMU OpraHaMH, OpraHaMu T'OCYJapCTBEHHOM BJIACTU CYyOBEKTOB
Poccniickoit @enepanyu, LUK Poccun, [IUK Pb, TepputoprabHON KOMUCCUEH, YKA3bIBAETCS
HAaUMEHOBAaHME BUJA JOKYMEHTa, HAMMEHOBAHHME OpraHa, U3/aBILEro JOKYMEHT, AaTa IPUHATHS
WIN YTBEPXKACHUS JOKYMEHTa (CIOBECHO-IIM(POBBIM criocobom, Hanpumep: 1 suBapsa 2018 r.),
€r0 PEruCTPALMOHHBIN HOMED, a TAKXKE 3ar0JIOBOK JOKYMEHTA, 3aKIFOYEHHBII B KaBbIUKH.

TexkcTbl JTOKYMEHTOB Oo0ibLIOrO 00BbEeMa, HanpUMep, HHCTPYKIMHA, METOINYECKUX
pPEKOMEHIali, MOTYT AEINTHCA Ha pas3/ieibl, NOApa3Aeibl U MyHKThl, KOTOPbIE HYMEPYIOTCS
apaOckumu nudpamu, HarpuMep:

1. Paznen

1.1. Tloapaznen

1.1.1. ITynkr

A03a11bl BHYTPU TYHKTOB HE HYMEPYIOTCSL.

B nuceMax BCnonb3yroT ciaenyromnme GopMbl H3T0KEHUS:

or 1-ro numa wmHOXecTBeHHoro umcna («I[Ipocum HampaBuTh HHGOPMALHIO...»,
«Hamnpasisiem Ha 3aKJIIOUEHUE MPOEKT...» U JP.);

oT 3-F0 JIniga CAWMHCTBCHHOI'O 4YHCIIA (((TeppI/ITOpI/IaJIBHa}I KOMHUCCHUS HE CUHUTACT
BO3MOJKHBIM...», «T€PPUTOpPHATIbHAS KOMHUCCHS TIPEIaraeT pacCMOTPETh BO3MOXKHOCTb...»);

Ha OJaHKax JOJDKHOCTHBIX JHI] — OT 1-To juna eauHcTBeHHOro uucia («IIpomry Bac
MIPEACTaBUTH JaHHBIC 0...», «CUUTAI0 BO3MOXHBIM MPUHSTH YIaCTHE B...»).



B Tekcrax AOKYMEHTOB YIOTPEOJSIOTCS TOJBKO OOIIEHPUHATBIE a00peBHATYphl M
rpadu4ecKrue COKpaICHHs.
[Tpu ynorpebaennu B TekcTe haMHUIUI JIUI MHUIMAIB! YKa3bIBAIOTCS MOCie (paMuiInu.

I'padbl ¥ CTpoKM TaOIUIBl JOJKHBI HMMETh 3arojOBKH, BBIPA)KCHHBIE
CYLIECTBUTEJIBHBIM B HMEHUTENIbHOM majexe. Ilon3aronoBku rpadp M cTpok
JIOJKHBI OBITH COTJIACOBaHBI C 3arosioBkamu. [IpomomkeHue TaOiuIbl HA HOBOM
JMCTE BCET/1a HAUMHAETCS C 3ar0JIOBKOB €€ CTOJIOIOB (M1 HOMEPOB rpad B cirydae,
ecnv rpadbl TaOIUIIBI HA IEPBOM JIUCTE IPOHYMEPOBAHBI).

3.3.15.  OrmMeTka 0 NPUIOKEHHUHU.

OTMmeTKa 0 HAIMYWU MPUIIOKEHUHA PACIIOaraeTcsi OT TPAHHUIIBI JICBOTO ITOJIS
MIOCJIC TeKCTa Mepe;] MO IMUCHIO.

Ecnu noxkymMeHT mMeeT MpuiIoKeHUs, Ha3BaHHBIC B TEKCTE, OTMETKA 00 uX
HaJau4uuu 0hopMIISETCS T10 caeayroIiei hopme:

[Tpunoxxenue: Ha 17 1. B 3 3K3.

Ecan nOoKyMeHT HMMeEeT NPUIOKEHHUsA, HE Ha3BaHHBIC B TEKCTE€, UX HAaMMEHOBAHMS
HE00X0/IMMO MEePEYUCIUTh MOC/Ie TEKCTa JOKyMEHTa Iepesl MOANUCHIO ¢ yKa3aHUEeM KOJIMYeCcTBa
JUCTOB B KaXIOM IIPUIOKEHUHM W KOJIMYECTBA DK3EMIUIAPOB, IIPU HAIUYUUA HECKOJIBKHUX
MIPUJIOKEHUN UX HYMEPYIOT, HAallpUMeEp:

Hpunoxenue: 1. TlomosxxeHue 00 sKcHepTHON KomMuccuu Ha 10 1. B 1 9K3.
2. TlpumepHast HOMEHKIATypa Aea Ha 25 1. B 1 9Kk3.

Ecnu npunioxxeHns cOpoIopoBaHbl, TO KOJIMYECTBO JIUCTOB HE YKa3bIBACTCS.
Ecnu npunoxxeHne HalpaBIIsI€TCsl HE BO BCE yKa3aHHBIE B IOKYMEHTE aJpeca, TO OTMETKA
0 HAJIMYMM DPUII0OKEeHUs: ohopMIIsieTcs o cleayromielt popme:

[Ipunoxenue: Ha 15 1. B 3 9K3. TOJIBKO B MEPBBIN ajpec.

Eciu x JOKYMCHTY HpHJIaractcs Apyr on JOKYMCHT, TAaK¥XC 150 (S (81005051 IMPUIIOKCHUC, TO
OTMCTKA O HAJIMYUHU NPHUITIOKCHUA O(I)OpMJI}ICTC}I CJICAYIOIUM O6p3.30M:

Hpunoxenne:  mucemMo  LleHTpanpHONM  W30MpaTeNbHOW  KOMHUCCUU
Pecniyonuku Bamkoproctan ot 05.11.2015 Ne745/01-08 u
NIPUWIOKEHUE K HEMY, BCero Ha 12 .

Ecnu npuinoxkeHueM sBisieTcsi 000COOIEHHBIN AIICKTPOHHBIA HOCHTENIb (KOMITAKT-IUCK,
usb-gen-HakomuTeNb U Ip.):

ITpunoxxenne: CD B 1 3k3.

[Ipu 3ToM Ha BKIabInie (KOHBEPTE), B KOTOPBIil MOMEIIACTCS HOCHTENb, YKa3bIBAIOTCSI
HAUMEHOBAHHUS JOKYMEHTOB, 3a[IMCAHHbBIX HA HOCUTEIb, HMEHA (DaiiiioB.

B moCTaHOBIECHHSX M PACTIOPSHKCHHUSIX CBEICHHS O HAJTMYNH TIPUIOKEHHH YKa3bIBAIOTCS B
TEKCTE, HAITPUMEP:



«Pa3zpabotatb W  TpeACTaBUTh  MPOEKT IlaHa 1o  Qopme,  yka3zaHHOM
B IIpuJ10>keHUN Nely.

Ecmu B JIOKYMEHTE, K KOTOPOMY OTHOCHUTCS NPUIIOKEHUE, OHO
HE YTBEPXKJAeTCs, a MIPOCTO COAEPKUTCS CChUIKA HAa HEro, TO B IPAaBOM BEPXHEM YIIIy
YKa3bIBAETCS, K KAKOMY PEIICHHIO MPHI0KEHHE OTHOCUTCS, HalIpUMeEp:

[IpunoxeHue K pemeHnto
TEPPUTOPUATBHOU U30UpPaATEIHLHON KOMUCCUU
MYHULIMIAIBHOTO panioHa Kapannenbckuii
paiion PecnyOnuku bamkoproctan

ot 11 stuBaps 2015 r. Ne15/3 - 4

[Tpyu HANMUYMKM HECKOJIBKUX MPUTIOKEHUN OHU HYMEPYIOTCS, HampuMmep, npuioxenue Nel,
npuioxenue No2 u Tak jnanee.

3.3.16. Iloxmuce.

B cocraB noanucu BXoAAT: HAUMEHOBAHUE JIOJDKHOCTH JIMIA, MTOAMKUCABIIETO JOKYMEHT,
€ro JIMYHAs TOJIUCh, KOTOpas 0(hOpMIIIETCS CHHUMHU WJIM YSPHBIMU YEpPHHUIIAMH, paciiudpoBKa
MONTMCH (MHUALIAAIBI, (PaMIITHS).

Ecimu nokymeHT odopmisieTcss Ha ONaHKE TEPPUTOPHAIBLHOW KOMHCCHH, TO PEKBU3HT
BKJIFOYAeT HAUMEHOBAHUE JOJKHOCTH JIUIA, TOAMUCHIBAIOIIETO JOKYMEHT, €r0 JIMUYHYIO TOJIIUCH,
pacunpoBKy nmoAnucH (MHUIHAILI U (PaMUIIHIO), HAITPUMED:

Hpe,[[CCI[aTCJ'IB JINMYHas 1nmoJnrnucChb HWHHUIIUAIBI, q)aMI/IJ'II/I}I

Ecin [OKHOCTHOE JMIO, MOANMCh KOTOPOTO 3aroTOBJIEHA HA IPOEKTE
JOKyMEHTA, OTCYTCTBYET, TO JTOKYMEHT IOANMCHIBAET €r0 3aMECTUTEIb WIH UHOE
JMIO0, UCHOJHSIoUIEe ero o0s3aHHOCTH. [Ipum 3TOM 00s3aTENIbHO yKa3bIBAIOTCS
(dakTHyeckass MOJKHOCTh JIMLA, IMOANKCABIIErO JOKYMEHT, €ro WHUIHUAIbl U
bamumnus.

He pnomyckaercs noAnuchiBaTh AOKYMEHTBHI C TMPEMAJIOTOM «3a» WIH

IMPOCTaBJICHUEM KOCOM YCPThI ICPpEA HAMMCHOBAHHUEM OOJIZKHOCTH.

Ecnmu  noxkymeHT odopmisiercs He Ha OJaHKe, TO PEKBU3UT COACPKUT MOJIHOE
HAaUMEHOBAHME JIOJDKHOCTH JIMLA, TMOANKCABLIETO JOKYMEHT, €ro JIMYHYI0 IOJIIHUCH,
pacinpoBKy MoANUCcH (MHUIHABI U (PaMUIIHIO), HallpUMep:

3amecTuTeNb NpeiceaaTest
TePPUTOPUATEHON H30UpaTEeIbHON

Pecny6muku bamkoproctan JMYHas MOJIMHUCH WHUTIAAIBI, (pamuis

[Ipy noxanucanuyM JOOKYMEHTa HECKOJBKHMH JOJDKHOCTHBIMHM JIMIIAMU HUX IOAIUCH
pacrojararoTcs OJHa MOJ JPYyrod B IMOCIEA0BATEIBHOCTH, COOTBETCTBYIOLIEH 3aHUMAEMOM
JIOJ>KHOCTH, HaIllpUMeEp:



Hpez[cez[aTenb JIM4Has IoAITNCh HWHHUIIWAJIIbI, (I)aMI/IJ'II/IH

['maBHBIN OyxTanTep JMYHAas TOJIMUCH WHULIAATBL, (pamMuius

HpI/I IMOANMMCAHUH TOKYMCHTA HCCKOJIbKMMHU JIMIIaMH, 3aHUMAIOIIUMHU paBHBIE TOJIKHOCTH,

1504 MOATINCH pacrojararT Ha OJTHOM YPOBHE.
Hanpuwmep:
3aBenyronuii NpaBoOBbIM 3aBeyromui
OTIIEJIOM OpraHU3aIMOHHO-METOAMYECKUM
OTJCIIOM
JJUYHAA MOANUCH ]/[Hnunaﬂ],[, JIUYHaA 1nmoAInnucCh HWHHUIHUAIBI, (1)aMI/IJII/I$I
bamuusa

B noxymenre, moAroToOBJICHHOM KOMUCCHEH, MOAMKUCH PACIOIaraloTcs OJHa MO IPYTou.
[TepBbIM yKa3bIBaeTcs MpeaceaaTeslb KOMUCCHH, a (aMIIINK YIEHOB KOMUCCHUU PACIIONIararoTcs B
andaBUTHOM MOPSIKE, HAIPUMED:

ITpencenarens TUK JIMYHAas NOAMNUCH WHUIUANBI, (DaMITHS
Ynenst TUK JIMYHAas NOAMNUCH WHUIHUABI, (haMITHS
JINYHAas MOAITNUCH WHUIUANBI, (haMIITHS

3.3.17. T'pud cormacoBaHwus.

I'pu¢ cornmacoBanms coctout u3 ciioBa COI'JTACOBAHO (6e3 kaBbIuek)
MPONMMUCHBIMA ~ OyKBaMH, HAWMEHOBAHHUS JOJDKHOCTH JIMIA, C KOTOPBIM
COTJIaCOBBIBACTCS TOKYMEHT (BKJIFOYAas HANMCHOBAHNE OPTaHU3AINM), €T0 JINIYHOU
MOANKUCH, pacinPpOBKY MOANMKMCH (MHUIMAIBI, ()aMHUJIMS) M JaThl COTJIACOBaHUS,
HaIrpuMep:

COI'JTACOBAHO

npeaceaaTe b TEPPUTOPHUATIHLHON
n30MpaTeTbHON KOMUCCUH MYHUIIATIATEHOTO
paiiona Kapaunnenbckuii pailoH

Pecny6nuku bamkoprocran

JUYHAS TIOJIUCh WHUITUAIBI, (haMUITUS
Jlara

Ecau cormacoBanue OCYHICCTBIIACTCA MPOTOKOJIOM, TMCbMOM WJIK JPYTI'UM JOKYMCHTOM,
TO corjacoBaHue OPOpMIISETCS CIASAYIOIMMM 00pa3oMm:
COI'JTACOBAHO
MPOTOKOJI 3aCeaHus DKCIEPTHOU KOMUCCUU
TEPPUTOPHATBHON N30UPATETHHON KOMUCCHH
MYHULIMNAIBHOTO paiioHa Kapannenbsckui paiion



PecnyOnuku bamkoprocran
ot 06 despaiis 2015 r. Ne2
1701078

COI'JTACOBAHO
nrcbMo PocapxuBa
ot 10 mapta 2015 r. Ne 3-15/26

Fpmb CorjiaCoBaHU:A pacliojaracTtcda 1o pCKBU3UTOM «HOI[HI/ICL» B JICBOM

HIDKHEM T10JIe JOKYMCHTA.
3.3.18. Bu3za.

Bnyrtpennee COTIJIaCOBaHUE IIPOEKTA JIOKyMEHTA odopmisieTcs BU30M.
Bu3a BkitoyaeT noanuck BU3MPYIOIIETro, paciin(poBKY MOANUCH (MHULMAIBI, (JaMUIIUs) U 1aTy,
IpU HEOOXOIUMOCTH MOKET OBITh YKa3aHa J0JKHOCTh BU3HPYIOLIET0, HalpuMep:

PykoBogutens KOHTpOoIbHO-PEBU3MOHHOMN CITYXKOBbI
JUYHAS MOANUCh  WHULUAIBL, (pamMuins
Jlata

HpI/I HaJW4YUM 3aMEUaHuN K JOKYMCHTY BU3a O(I)OPMHHGTCH CJICAYIOIUM o6pa30M:

3ameuaHus PUJIararTCs
PykoBoautens KoOHTpoOIbHO-pEBU3MOHHOM CITYKObI

JTAYHAs TOAIINCH WHULUANBI, (haMIIIHs
[laTta
3amMeuanus n3JjiararoTcAa Ha OTACJIIBHOM JIUCTE, IIOAITMUCBIBAKOTCS

Y IIPWIATAIOTCS K JOKYMEHTY.

JlonmyckaeTcst HOJIMCTHOE BU3UPOBAHKUE IOKYMEHTOB U IIPWIIOKEHUMN K HUM.

Ecim nommmHHMK JOKyMEHTa OCTAaeTcsi B TEPPUTOPUATIBHOM KOMHCCHH, BHU3bI
IPOCTaBISAIOTCS B HWKHEH YacTH OOOPOTHOM CTOPOHBI IOCIEAHEro JHCTa MOJJIMHHUKA
JIOKYMEHTA.

Ha noxymeHTe, NOUIMHHUK KOTOPOTro noanexut ornpaske n3 TUK, Bu3sl npocTaBisoTes
B HIKHEW YaCTH JIMLIEBOW CTOPOHBI ITOCIIEIHErO JIUCTA KOIIUU OTIIPABIIIEMOr0 TOKYMEHTA.

[Topsiox BU3MPOBaHUS MOCTAaHOBIIEHUN U PAacTIOpsDKEHUH MpejcenaTelis n30upareabHon
KOMHCCHH YCTAaHOBJIEH B COOTBETCTBYIOIINX pazaenax MHcTpykuun.

3.3.19. [TeuaTs.

IleuaTn 3aBCpACT INOMIMHHOCTL IIOAIIMCH  JOJDKHOCTHOI'O JIMIIa Ha
JOKYMCHTaAx, YAOCTOBCPAIOIINUX npeaAyCMOTPCHHLBIC IMpaBOBbIMU aKTaMH
IIOJJHOMOYHA OOJKHOCTHBIX JIMI HIH (bHKCprTOH_II/IX (baKTBI, CBJ3aHHBIC C
(MHAaHCOBBIMU CPEICTBAMHU, a TAK)KE Ha MHBIX IOKYMEHTaX, MpeycMaTpUBaIOLIUX

3aBCPCHUC HO,Z[JIHHHOﬁ IMOAIINCH.

IleyaTe cTaBUTCS Ha CBOOOIHOM OT TEKCTa MECTE, HE 3axXBaThIBas JUYHOM MOIIIHCHU
IOJDKHOCTHOro Jjmia. IleyaTh MOKET 3aXBaThIBaTh YacTh HAWMMEHOBAHMS HOJDKHOCTH JIWIIA,
MO/AMKCABIIETO TOKYMEHT.



B noxymeHTax, MOAroTOBICHHBIX HA OCHOBE YHU(PHIMPOBAHHBIX (OPM, II€4aTh CTABUTCS
B MecTe, 0003HaueHHOM 0TMeTKOM «MI» ninm nasiM 06pazom.
3.3.20. OTMeTKa 0 3aBepeHHUH KOIHH.

]_IJ'ISI 3aBCpCHUA COOTBCTCTBUA KOIIMKM JOKYMCHTA IIOMJIMHHHUKY HHIKC
PCKBHU3UTA «HO,ZIHI/ICI)» MpOCTaBJIACTCA OTMCTKAa O 3aBCPCHHUM KOIIMHU —
3aBCPUTCIIbHAA HAAIIHMCh «BepHo», AOJIKHOCTD JIMIid, 3daBCPUBLICTO KOIIUIO, €TO
JJM4Has1 IoAIIMCh, pacmn(prBKa MOAIINCHU U J1aTa 3aBCPCHUA, HAIIPHUMCP:

Bepno

[Ipencenarens TeppUTOPUATILHON N30UPATETbHON KOMUCCUU
MYHULIMNAIBHOTO pailona Kapannenbckuii

paiion PecnyOnuku bamkoproctan

JIMYHAS TIOAIUCH WHULIAAIBL, (pamMuius

JlaTta

[Ipy HEOOXOIMMOCTH MNpPU 3aBEPEHHHM KOMHH JOKYMEHTAa MOXKET OBbITh
IPOCTaBJICHO BpeMs 3aBepeHus (HanmpuMmep, pu 3aBEpPEHUH KO IPOTOKOJIOB 00
UTOTaX roJ0COBaHUs, pe3yJIbTaTaXx BHIOOPOB).

IIpu nepecbuike KONUKU JOKYMEHTA B IpyTUe OpraHu3aliy Wik BblIade €€ Ha
PYKH 3aBEpUTEIIbHAS. HAAUCH YAOCTOBEPSIETCS MEYATHIO.

JIMCTBI MHOTOCTPAaHUYHBIX KOMUN MOTYT OBITH IPOHYMEPOBAHbI, OTMETKA O
3aBEPEHUH KOMUU MOXET OBbITh JAOIMOJHEHA YKa3aHHEM KOJIMYECTBA JIMCTOB KOMUHU.
Jonyckaercs 3aBepATb OTMETKON «BEepHO» Ka Kbl JINCT MHOTOCTPAHUYHOM KOIIHH
JIOKYMEHTA.

Ecnu xonus BelaeTcs U1 NPEACTABICHUS B APYTYI0 OpraHU3alMIo, OTMETKA
O 3aBEPEHHUM KOIMH JOIOJIHACTCS HAAIKMCBIO O MECTE XPAHEHUSA JOKYMEHTA, C
KOTOporo Oblla H3roToBieHAa Komwus, Hampumep: «IlomIMHHUK JOKyMeHTa
Haxoautcs B TUK MP Kapauaensckuii paiton Pecniyonuku bamkoprocTtan B aene
No ... 3a...rog» u 3aBepsAeTCs MEYaTHIO.

3.3.21. OTt™MeTKa 00 UCIIOIHUTEIE.

OtmeTka 00 HWCTONMHUTENE BKIOYAeT B ceOsl (haMUIINIO, UMSI U OTYECTBO MCIOIHUTEIS,
HOMep ero TenedoHa ¢ komoM pernoHa. OTMeTka 00 WCIOTHHUTENE MOXKET JOMOIHSATHCS
HAUMEHOBAHHEM JIOJDKHOCTH U AJIEKTPOHHBIM aJpecoM HCTOTHUTENsA. OTMETKY 00 MCTIOTHUTEIE
pacrmoaraoT Ha JIMIEBOH WM, TIPU OTCYTCTBUHU MeCTa, Ha 000POTHOW CTOPOHE MOCIEIHETO JTUCTa
JIOKyMEHTA B JICBOM HIDKHEM Y1y pazmepom mpudra 10 myHKTOB, HarpuMep:

OcynoB Unbiar AipatoBud, Ti1.CIEUUAINCT OTAEIa HHGOpMauu

(3473) 56-85-31Jusupov@ggg.ru

3.3.22. OTMmeTKa 00 UCTIOTHEHUH JOKYMEHTA.


mailto:Jusupov@ggg.ru

OrMmeTka 00 WCHOJHEHUH JOKYMEHTA W HAMNpPAaBICHUU €ro B JIENIO
BKJIIOYAET CJICAYIOLIME JIaHHBIC: KpAaTKue CBeIeHHs] 00 HCIOJHEHUU JTOKYMEHTa
(Ipu OTCYTCTBMU JIOKYMEHTA, CBHUJACTEIIbCTBYIOIIETO 00 WCIOJHEHUH), JIaTy
¥ HOMEpP UMEIONIET0Cs IOKyMEHTa 00 UCTIOIHEHUH, coBa «B aeno», nary, noanuch
npejaceaaTeNs TEPPUTOPUATIEHON KOMUCCHUHU.

4. OpraHu3zaunsa paboTbl C OTNPaBAAEMbIMMA

(ncxoaAaWMMN) AOKYMEHTAMM
4.1. PaGoTa ¢ oTmpaBiasieMbIMH (MCXOSIIAME ) U3 U30UPaTEIbHON KOMUCCHH

JOKyMEHTaMH BKIIIOYAET UX PETUCTPALMIO, TPOBEPKY MPABHIBHOCTH OPOPMIICHUS,
B TOM YHMCJE HAJIUYME TMOJHOIO aapeca M €ro TOYHOCTh, HAIMYHE IOJJIUHHOU
NOAMKUCH (ISl DIEKTPOHHOTO JTOKYMEHTa — IPOBEpPKa MOJIMHHOCTH 3JEKTPOHHOU
NOANMKCH), BU3 KOOPAMHATOPA, MCIOJHUTENS M COUCIOJHHUTENEH, JPYTUX

H€O6XOIIHMI>IX 3JIEMCHTOB O(l)OpMJICHHH, YKa3aHHbIX HpI/IJ'IO)KeHI/II\/'I, " OTIIPABKY.

OTBETCTBEHHOCTB 3a IPAaBUIBLHOCTh YKa3aHUS B TUCbME (B TOM UHCIIE COIPOBOAUTEIHLHOM)
WIM CIIMCKE PACCHUIKM PEKBU3UTOB MOJyyaTelsl KOPPECIOHIEHLNH, & B HEOOXOIUMBIX CIIydasx
€ro mo4yToBOro (TenerpadHoro) aapeca HECET UCIIOHUTENb IOKYMEHTA.

4.2. Ortnpaka mokymeHToB 3 THK ocymectBisercs ¢enbaberepckoi
CBSI3bl0, MOYTOM, Mo Tenerpady, kanainam cBszu ['AC «BpiOopbl», cpeacTBaMu
AJIEKTPOHHOM TMOYTHI, KaHajaM (aKCUMIIBHOW CBs3M, ceTh HHTepHeT uiu
HapOYHBIM.

Pemenne o cmoco0e MOCTaBKM JIOKYMEHTa, a TakKKe O HEOOXOIUMOCTH
JIOCBUIKA aJipecary MOJJIMHHUKA JIOKyMEHTa Ha OyMa)KHOM HOCUTEJIE B cllydae
OTHPABKHU JJOKYMEHTa CPEJICTBAMU AJIEKTPOHHOM MOYTHI, MO (PaKCUMHJIBHOU CBSI3U
unv cetu HTEpHET MPUHUMAET UCIIOJIHUTEIb MO COTJIACOBAHUIO C PYKOBOAUTEIIEM

H36HpaTeJIBHOf/'I KOMHUCCHH, OTBCUHAIOIIHUM 3a UCITIOJTHCHNEC JOKYMCHTA.

4.3.  Ilpu oopmieHnu OTIIPaBISEMBIX (UCXOASIINX ) MTUCEM U TEJIETrPaMM UCTIOTHUTENb
YKa3bIBa€T MOJHBIN MOYTOBBIN (BKITIOUYAs MHJEKC) apec OpraHu3aIliy Wik TpakIaHnHA.

4.4, Ucxonsamue nucbMa HampabisoTcs 3a noamnuckio mnpeaceaatens TUK, B ero
OTCYTCTBHE — 33 TIOAMUCHIO 3aMECTUTENS TIpeacenarens win naoro wiena TUK, ncnonusromero
00s13aHHOCTH TIpeiceiaTeNs, Ha OJaHKe MUchMa.

4.5. TloamucaHHbIe MHChMA U TEJIETPaMMbl PETHCTPUPYIOTCS B KypHAIe UCXOISIICH
KOPPECTIOHICHIIUH.

Ecnu ormipaBisieMbril (MCXOASIINN) TOKYMEHT SIBIISIETCS OTBETOM Ha BXOJISIINIA JOKYMEHT,
HEOOXOIUMO TPUOOIIUTH MOATUHHUK BXOMSIIETO JIOKYMEHTa K KOMHHU OTIPABISIEMOTO
JIOKYMEHTA, OCTAIOILICICS B JIETE.

4.6. JlokyMeHTaM TIPUCBAaWBACTCS MCXOIAIIMNA HOMEp, KOTOPBIM COCTOMT W3
MOPSIZIKOBOTO HOMEpPA JTOKYMEHTa M MHJEKCA Jiejia 0 HOMEHKIJIAType Jell, pa3/ieJICHHbIX KOCOH
yepToil. Mcxomsuuii HOMEp yKa3bIBA€TCSl TaKXKE€ Ha KOMHUM JOKYMEHTA, OCTaloIIeHcs B Jele.
Hymepanus ncxoasimux JOKyMEHTOB OCYILIECTBIISIETCS B IIpeiesiaX KajJeHAapHOIo roja.

[Ipu peructpanuu HCXOIAIIETO JAOKYMEHTa B JKypHaje o0O0s3aTeNbHO YKa3bIBAIOTCS
CIIETYIOIINE PEKBU3HTHI: JaHHBIE 00 anpecare (haMuiusi, UMs, OTYECTBO (PU3UIECKOTO JIUTA WIIH



Ha3BaHME OpraHU3alluM, MECTOHAXOXKJEHHUE IMOJIyyaTens), a TakkKe KpaTKoe CoJep>KaHue
JOKYMEHTa, KOJMYECTBO JUCTOB OCHOBHOIO JOKYMEHTa U JIUCTOB IPHJIOKEHHUS, KOJIUYECTBO
AK3EMILISIPOB, UCIIOJIHUTEND JOKYMEHTA, €T0 COUCIIOJIHUTENN, KEM OH IOANMCAH, a TAK)KE OTMETKA
00 MCIIOJTHEHUH TOKYMEHTA.

4.7.  Otnpaska ucxoaaumux gokymenToB B [IUK Poccun, HUK Pb no xananam cBsizu
I'AC «Bwi6ops» ocymecTBisercs npeacenareneM (cekperapem) TUK uiam oTBETCTBEHHBIM 32
BEJICHHE JIEIIOMPOU3BO/ICTRA.

JIOKyMEHTBI 10 BOIIpOCaM dbopmMupoBanus YUK
U OCYIIECTBICHHUS WX (PUHAHCUPOBAHMS, HATPAXKICHUS M TOOILIPEHUS YJICHOB
YUK, cBeaeHuss O YHUCIEHHOCTH HU30UpaTesieil, Y4acTHUKOB pedepeHayma B
0053aT€IbHOM TOPSAAKE HAMPABISAIOTCS (PENbIBErepCKO CBA3BIO, MOYTOM WU
HapOYHO.

WNHble TOKyMEHTBI MOTYT OBITh OTIIpaBJi€HbI (ETbABErEPCKON CBA3BIO WM
MOYTOM 10 ykazanuto npeacenarens TUK.

4.8. Jlna mepenayn HCXONAIIETO JOKyMeHTa mo kKaHajmam cBsizu ['AC
«BBIOOPBI» MM ANIEKTPOHHON MOUYTON ceTu MHTEepHET, OTHpaBISEMbId TOKYMEHT
oopmiisieTcss B COOTBETCTBUM C TpeOoBaHMsAMH WHCTpyKUMM mocie HX
PEruCTpaLHH.

4.9. Tlpwu otmpaBke TenerpaMMbl O0Jiee YeM B YeThIpe aapeca 0hopMIIIeTCs
MOJUIMHHUK, KOMWS W JIBa JK3EMIULIpa IOANMCAHHOIO CIIMCKA pacChUIKH C
yKa3aHUEM IOJIHBIX MOYTOBBIX (BKIIFOYAsl TOYTOBBIN HUHJIEKC) aapecoB. Ha Tenerpad
MEPENAIOTCS TMOJJIMHHUK C OJHHUM DJK3EMIUIIPOM CHUCKA PACChUIKA W KONUS
TeJIErpaMMBbl, KOTOpasi ¢ OTMETKOM O mepeaade Tenerpammbl Bo3Bpamaercs B THUK
Y BMECTE CO BTOPBIM IK3EMIUIIPOM CIIMCKA PACCHUIKH ITOJIINUBAETCS B IETIO0.

4.10. Ilpu ormpaBke muchkMa Oojiee 4YeM B YETHIPE aJpeca COCTABIACTCS
CIIUCOK PACCBUIKM YCTaHOBJIEHHOW (opmbl (mpuinoxkenue Ne 8), KOTOpbIi
IIOAIMCHIBAETCS IIPEACENATENIEM, B €r0 OTCYTCTBUE — 3aMECTUTENEM INIPEICeNaTeNs
nu uabM wieHoMm TUK, ucnonnstomum ods3annoctu npeacenarens TUK. Tlocne

perucTpaiuu MuchbMo TUPAKUPYETCS B HEOOXOIMMOM KOJIMYECTBE U OTIPABIISCTCS.

Ecnmu nucbMo miM TejerpaMma HampaBiseTcss He Oojiee yeM B 4YeThIpe ajapeca, TO
MOJMUCHIBACTCS KaXKbIA SK3EMILIAP.

4.11. OTtnpaBka JOKyMEHTOB NMPOU3BOAUTCS €XeTHEeBHO B yachkl padotel TUK, kxpome
BBIXOJHBIX U HEPAOOUNX MPA3THUYHBIX JHEH.

[lopsimox OTHpaBKU HCXOIAMIMX JOKYMEHTOB IIOCI€ OKOHYaHHA paboyero nHS, B
BBIXOJIHbIE U HepaOouue Mpa3JHUYHbIE JHH, B IEPUOJ IOJITOTOBKHU U MMPOBEIEHUS N30UpATEIbHBIX
KaMnaHui yctanaBnuBaetcs npezcenarenem THUK mmu6o onpenensiercs pemenuem THUK.

4.12. JIOKYMEHTBI ¢ OTMETKOI O CPOUHOCTH JOCTaBKH «BecbMa cpouHo» u «CpodHo»
0(pOpMIIIOTCST HEe3aMEeIITUTEIBHO, OTIIPaBIIsAIOTCS 1Mo KaHaitaM cBsi3u 'AC «BpiOope», kaHazam
(akCUMHIBHON CBs3M, ceTH VMIHTEpHET, HAPOYHBIM WM NEpeNatoTcst B OTAeN (herabIberepckoi
CBSI3M JUIS TOCTABKH.

4.13. JloxymMeHTBI 6€3 OTMETOK 0(OPMIISIFOTCS IT0 MEpE MOCTYTUICHUSI U OTTIPABJISIFOTCS
no ka"asaM cBsizu ['AC «Bbe1OOpBD) WIH TepeaaroTcs B OTAET JOCTaBKH (elbIberepCKOi CBSI3H,



I7Ie OTIpaBKa OCYIIECTBISIETCS B COOTBETCTBUU C TpaMKOM BBHINOJHEHHS MaplIpyTOB B
ONTUMAJIbHBIE CPOKH.

4.14. JIOKyMeHTBI,  HalpaBJIEMbIE  rpaXJaHaM 1O  JOMAalIHEMY  aJIpecy,
OTHPABIISIIOTCS Y€pe3 MOUYTOBOE OTMAEICHUE CBSI3M MPOCTHIMU MOYTOBBIMHU OTIPABJICHUSIMHU WU
3aKa3HBIMH NMHCbMaMHU.

4.15. JlokyMeHTBI, TepeaBaeMble 10  KaHajgaM  (aKCUMUJIBHOM  CBSI3H,
PETUCTPUPYIOTCS B TIOPSIJIKE, YCTAHOBICHHOM JUISI UCXOISIINX JIOKYMEHTOB.
4.16. Otnpasnsgemble (MCXOIANIME) AOKYMEHTBI, O(QOPMICHHBIC C HApYIICHHEM

TpeboBaHui MHCTpyKIMM, K OTHpPaBKE HE NMPUHUMAIOTCS U BO3BPALIAIOTCS HCIIOJIHUTENSAM Ha
nopabotky. KoppecrmoHaeHImMs HECTy)KEOHOrO  XapakTepa, B TOM 4YHCIE JIMYHAs
KOPPECIOH/IEHIUS, K OTIIPABKE HE IPUHUMAETCSL.
4.17. Bu3oBble KONMM UCXOJAMIMX JOKYMEHTOB ITOMEIIAIOTCS B JIEJ0 B COOTBETCTBUU C
HOMEHKJIATYpOH A€l TEPPUTOPUATBHON KOMUCCHUH.
5. OcobeHHoCTH paboTHI ¢ OOpAIICHUSMHU TPAK/IAH.
Opranu3anus JMYHOTo npreMa’

5.1. Opranuzanus  paboTel ¢ OOpallleHHsMH  TpakJaH  OCYHIECTBIIAETCS
B COOTBETCTBUHU C pasnesioM 2 MHCTpYKIMU ¢ y4eToM OCOOCHHOCTEH, yKa3aHHBIX B JIAHHOM
paszerne.

5.2. llucemennsle oOparnieHus rpaxiaan (qauee — oopaieHus ), nocrynusmmue B TUK,
PETUCTPUPYIOTCS C HWCIOJB30BAHMEM JKypHaJla OTIENIBHO OT JPYTrUX BHIOB JOKYMEHTOB HE
no3/Hee Tpex JHeH ¢ MoMeHTa mocTyruieHus. OOpamieHus, Kacaromuecs HapylmeHun
U30MpaTEeNbHBIX MPAB IPAXIaH B IEPHUOJ] TIOATOTOBKY U TIPOBEIEHHS BHIOOPOB U pedepeHIyMOB,
peructpupyrorces B 1eHb nocryrienns B TUK.

5.3. Tlpu BCKpBITMM KOHBEPTOB IPOBEPSCTCS HAIMYHE BCEX BJIOKCHHUH.
KoHBepT 00s13aTEILHO COXPAHSIETCA.

OOGpamieHusi, cojepkalmue B aJAPECHOW 4YacTh TOMETKY «JIudaHO»,
paccMaTpUBaIOTCS B 00IIIEM MOPSIIKE B COOTBETCTBUU ¢ MHCTpyKITUEH.

[Ipu  peructparuu  TOBTOPHBIX  OOpaleHUd UM  TPUCBAUBACTCA

OYEepPEIHON PETUCTPALMOHHBIN HOMED, B )KYpHAJIE AenaeTca oTMeTKa «lIoBTOpHOY.
Ecnu oOpamienrie mocTynuiao OT KOJUIEKTHBA 3asBHUTENEH, TO TNPU PETUCTPALUU B
peructpaoHHON opme cTaBUTCS 0TMETKa «KOJIEKTUBHOEY.
5.4. PeructpalinoHHBIN MITaMII, COCTOSIIMNA U3 MOPSIKOBOTO HOMEpa OOpalieHHs u
AaThbl perucTpaiu, CTaBUTCA, KaK IIpaBUJIO, Ha ICPBOM JIUCTC O6paI_I_ICHI/I$I B IIpaBOM HUXKHEM YTy
Uik Ha CBO60,Z[HOM OT TCKCTAa MCCTC.
Hy'MCpaI_II/ISI IMOCTYIIMBHIUX 06paH_ICHI/II71 OCYHICCTBJIACTCA B IIPEACIIAX KAJICHAAPHOI'O roaa.
5.5.  3BapeructpupoBaHHBIE 0OpalieHus paccMaTpuBatoTes npeacenarenem TUK, zatem
IMOCJIC MEPEHECCHN A YKa3aHUA 110 NCTIOJTHCHUIO JOKYMCHTA B X KYPHAJI IICPCAAIOTCA UCITOJTHUTCIIAM.

* Pabota ¢ oOpameHusIMA ¥ OpraHU3aLHsl TMIHOTO IIPHEMa IPaXXJaH MOTYT PErITaMEHTHPOBATHCS OTAEIBHBIM
JOKYMEHTOM (MHCTPYKIIHEH, OJI0KEHHEM, TIOPAAKOM U T.1.). He ABisercs oOpalieHnem TEeKCT, He NMEIOIIH
cMbicia (OecconepkaTeNbHbIN), TMO0 HANpaBIsieMbIH IS 03HAKOMJICHUSI, JIMOO COJEepIKalllii MO3/paBlIcHHE,
c000JIE3HOBAHNE MIIH OLICHKY JESITEIILHOCTH M HE COOTBETCTBYIOIINI TPeOOBAHUAM, TIPEIBIBISIEMBIM
(enepanbHpiMH 3aKkoHaMU «OO OCHOBHBIX rapaHTHsIX M30MpaTENbHBIX IPaB U IpaBa Ha yyacTHe B pedepeHyme
rpaxzaan Poccuiickoit @enepaunm», «O nopsake paccMoTpeHust odpaieHnii rpaxaan Poceuiickoit @enepannm»,
«O06 obecrieueHNH TOCTYIA K MHPOPMAIMHU O IESTENbHOCTH I'OCYIapCTBEHHBIX OPraHOB M OPraHOB MECTHOTO
CaMOYIIpaBJICHUs» K 3arpocaM HH(POPMALHH.



5.6.  O6pamenusi, aapecoBanabie wieHam THK, peructpupyrorcs B yCTaHOBJICHHOM
nopsake, nokinaasiBatorcess npeaceparento THK, 3arem mnocie nepeHEceHHs yKa3aHUs 110
MCIIOJIHEHUIO JJOKYMEHTA B KYpHAaJI EePEJAl0TCs UCTIOTHUTEISIM.

OOparmieHust pacCMaTpPUBAOTCS B COOTBETCTBHHM C YKAa3aHUSIMU [0 HUCIOTHEHUIO
nokymenta npexncenarens THK B mopsiake, yCTaHOBIEHHOM 3aKOHOIATENbCTBOM Poccuiickoit
denepanuu.

5.7.  OOpamieHus, colepKalde BOIMPOCH], PEHICHHE KOTOPbIX HE OTHOCUTCS K
komnerenunu TUK, noknaaeiBatotcs npencenarento TUK v mo ero nopy4eHuro B TCUEHUE CEMU
KaJICHJApHBIX THEH CO JHS PErucTpaluy HAMpaBJISIOTCS ¢ COMPOBOAUTENbLHBIM MTUCEMOM 32 €T0
MOAMKUCHI0O B COOTBETCTBYIOIIMM OpraH MWJIM COOTBETCTBYIOIIEMY JOJDKHOCTHOMY JIMILY, K
KOMIIETCHIIMM KOTOPBIX OTHOCHTCS PEIICHHE TOCTaBICHHBIX B OOpallleHWHd BOIPOCOB, C
YBEJOMJICHHEM 3asiBUTENSL O TMepeajpecanuu oOpamieHuid. B compoBoguTebHOM THUCHEME
OTOBApHUBACTCS TOPSAOK HANIPABIICHUS OTBETA aBTOPY OOpaIleHHs, a TP HEOOXOIUMOCTH — U B
n30UpaTeIbHYI0 KOMUCCHUIO.

Ecnu pemieHne mocTaBieHHBIX B OOpalleHUM BOMPOCOB OTHOCHUTCS K KOMIIETEHIIMH
HECKOJIbKUX TOCYJapCTBEHHBIX OpPraHOB, OpPraHOB MECTHOI'O  CaMOYMNpaBIEHUS WU
COOTBETCTBYIOIIUX JTOMKHOCTHBIX JIUII, KOTHs 00pallleHus: B TCUeHUE CEMHU KaJIeHJapHbBIX JTHEN cOo
JHS PETUCTpPAllMd HaIpaBJIsIeTCSI B COOTBETCTBYIOIIME OPraHbl WJIM COOTBETCTBYIOIIUM
JIOJDKHOCTHBIM JIUIIAM.

5.8.  Bampemaercs HaIpaBJIsATh obOpareHue Ha paccMoTpeHue
B TOCYJIApCTBEHHBIH OpraH, OpraH MECTHOT'O CaMOYIPaBJICHUS WU JOJDKHOCTHOMY JIWILY,
pemieHue wiM aeWictBue (0e3melicTBHE) KOTOPBIX OOXKATyeTcs, 3a HUCKIIOYCHHEM CIy4aes,
YKa3aHHBIX B 1.6 cT.75 @enepanbHOro 3akoHa «O0 OCHOBHBIX TapaHTUAX U30MPATENbHBIX IPaB U
mpaBa Ha yyacTue B pedeperayme rpaxxaad PDOy.

5.9. Ecnu B COOTBETCTBUU C 3alpeTOM, yKa3zaHHBIM B moppasneine 5.8 WHcTpykuuu,
HEBO3MOKHO HaIpaBUTh oOpareHue Ha paccMOTpeHue
B TOCYJapCTBEHHBIN OpraH, OpraH MECTHOTO CaMOYIPABJICHHUS WA JTOJDKHOCTHOMY JIHILY, B
KOMITETEHIIMIO KOTOPBIX BXOJIUT PEIICHHE MOCTABICHHBIX B OOpaIleHUU BOIPOCOB, OOpallieHne
BO3BPAIIAETCS 3asIBUTEIIO C Pa3bsICHEHWEM €ro IpaBa 00KaJloBaTh COOTBETCTBYIOIIEE PEIICHUE
WJIU ICCTBUE B YCTAHOBIIEHHOM TIOPSIJIKE B CY/IE.

5.10. O6pamenus, nocrynusiue B TUK, paccMaTpuBaioTcsi B CpOKH, YCTaHOBJICHHBIE
nozpaszzaenamu 8.5 u 8.6 MncTpykium.

B mepuon moAroToBKM U MpOBEIEHUS BHIOOPOB M pedepeHIyMOB CPOKU HCIIOIHEHUS
oOpalleHnii yCTaHABIMBAIOTCS B COOTBETCTBHH C 3akoHoAatenscTBoM P®, Pb o BeibOpax u
pedepenaymax.

Ecnm Heobxoammo mpoUTiTh CPOK PACCMOTPEHHUS OOpaIIeHHs, UCTIOJIHUTEb HE TI03HEE
4YeM 3a TPU JIHS JI0 MCTEUYEHUsS CPOKa IMOATOTOBKHM OTBETA MPEJCTABISICT HA MMS TIpEeACceaaTens
TUK poknagHyro 3amucKy ¢ OOBSICHEHHEM, MO0 KaKOW MPUYMHE HEBO3MOXKHO JaTh OTBET B
YCTaHOBJICHHBIN CPOK. MakcUMaabHOE MPOJIJICHHE CPOKA PACCMOTPEHUST OOpAIICHHUS COCTABIISET
30 xaneHIapHbIX THEH.

3asBUTENI0 HAMNPABIISIETCS] YBEJAOMJIEHME O NPOJJICHUU CpPOKa PACCMOTPEHUS €ro
oOparneHus.

OO6parieHus, Ha KOTOpbIE AAIOTCS IPOMEKYTOUHBIE OTBETHI, C KOHTPOJISI HE CHUMAIOTCSI.

5.11. B nepuoa n30upareapHON KaMIIaHWW, KaMITaHuU pedepeHryma MuCbMEHHBIE OTBETHI
Ha oOpallleHHs O HapyUIeHHHM 3aKOHa JaloTCs B ISATUIHEBHBIM CPOK, HO HE IO3/JHEE IHS,



IPEIIECTBYIOLIETO JHIO FOJIOCOBAHUSA, a O OOPALIEHUAM, MOCTYIHUBILIUM B I€Hb FOJIOCOBAHMS
WIH B JIEHb, CIEAYIOLIU 3a JIHEM I'OJI0COBaHUS, - HEMEAJIEHHO.

Ecmu ¢dakrtel, comepkammecss B OOpalieHusix, TpeOylOT JOMOJIHUTENBHOW MPOBEPKH,
pelIeHUs 10 HUM IPUHUMAIOTCS HE TIO3/1HEE YEM B JIECATUAHEBHBIN CPOK.

Ecnu oOpamienue yka3plBaeT Ha HapyIICHHE 3aKOHA KaHIUAATOM, W30MpPATEIbHBIM
0o0bEeIMHEHHEM, WHMLIMATUBHOM TIpYNIONW 10 NpPOBEAEHUIO pedepeHayma, 3TH KaHAWAAT,
n3buparenpHoe 00bEIMHEHNE, MHUIIMATUBHAS T'PYIITIA 110 MPOBEACHUIO pedepeHryma uiu ero (ee)
YIOJIHOMOYEHHBIE IPEICTABUTEIH JOJIKHBI ObITh HE3aMEUIUTEIIBHO ONOBEIEHBI O HOCTYIUBIIEM
oOpalleHNH 1 BIIpaBe JaBaTh OOBSICHEHUS 110 CYIIECTBY OOpaIeHHUS.

THUK BmpaBe, B TOM 4YMCIIE B CBSI3U C IMOCTYNUBIIMMH OOpAIIEHUSMH, 0OpaIaThCs C
IPEJICTaBICHUSIMU O IIPOBEJIECHUU COOTBETCTBYIOLIUX IIPOBEPOK M IPECEUEHUU HAPYIIECHUI
3aKOHA B MPAaBOOXPAHUTEIbHbIE OPTaHbl, OpraHbl UCIIOJHUTEIbHON BIACTU. YKa3aHHbIE OpraHbl
00s13aHbl B MATUIHEBHBIA CPOK, €CIM MPEJCTABICHUE MOJYYEHO 3a IATh U MEHee JHEeH 10 JTHS
rOJIOCOBaHUs, - HE IIO3[HEE JHs, INPEALIECTBYIOIIErO [JHIO TIOJOCOBAaHUSA, a €CIU B [E€Hb
rOJIOCOBAHUS WU B JI€Hb, CICIYIOIINN 3a JHEM T'OJIOCOBAHMSI, - HEMEUIEHHO NIPUHATH MEPBI 110
IPECCUYEHUI0 STUX HapyUIeHHH M He3aMeUIMTENbHO IMPOMH(GOPMHUPOBATE O Ppe3yJbTaTax
oOparuBLIytocss koMmuccuro. Ecnum QaxTsl, coxepkaliuecss B IpeJICTaBICHUH, TpeOyrOT
JIOTIOJTHUTEIbHON ITPOBEPKHU, YKa3aHHbIE MEPbI IPUHUMAIOTCS HE II03/IHEE YEM B JIECATHAHEBHBIN
CPOK.

5.12. OOpamenus, mnocrynusBmine B THK BHe wu30uparenpHOM KamIlaHuw,
paccMaTpuBarOTCs B CpOKH, ycTaHoBIIeHHbIE DenepanbHbiM 3akoHOM OT 02.05.2006 Ne 59-03 «O
Hopsijike paccMOTpeHus oOpatieHuit rpaxkaan Poccuiickoii @enepanumy».

Ecnu Heo6X01MMo NMPOJUTUTh CPOK PACCMOTPEHHUST 0OpallieHHsI, UCIIOJHUTENb HE M03HEee
4YeM 3a TPU JHS A0 UCTEYEHHUs CpPOKa MOATOTOBKH OTBETA MPEACTABISAET HA MMl MPEICENaTeNs
TUK noxnagHyro 3amMCKy C OOBSCHEHHMEM, N0 KakoW NPUYMHE HEBO3MOXKHO JaTh OTBET B
YCTAHOBJIEHHBIN cpok. MakcuManbHOE MPOAJICHHE CPOKA PACCMOTPEHUS 00pallleH s COCTaBISET
30 xaneHIapHbIX THEH.

3asBUTENI0 HAIpaBisIeTCd YBEAOMJIEHME O TPOMJEHUU CpOKa pPACCMOTPEHUS €ro
oOpareHusl.

OO0parieHusi, Ha KOTOpbIE AAIOTCS IPOMEKYTOUHbBIE OTBETHI, C KOHTPOJISI HE CHUMAIOTCSI.

5.13. B cnyuae mnocryminenus B THK B ycraHoBIeHHOM TOpsAKe 3ampoca
rOCy/IlapCTBEHHOI'O OpraHa, OpraHa MECTHOIO CaMOYIpPaBICHMsS WM JOJDKHOCTHOTO JIMIA,
paccMaTpUBAIOIIMX OOpalleHue, JOKYMEHThl M MaTepualibl, HEOOXOIUMBbIE JUISI PACCMOTPEHUS
oOpaleHus, MpeACTaBIAI0TCS B TeUeHHe 15 KaleHAapHbIX JHEH.

5.14. OtBeT Ha oOpaleHne, B KOTOPOM HE yKa3zaHbl (amMuiivs 3asBUTENS WIU €ro
MOYTOBBIH ajpec (ampec 3JACKTPOHHO MOYTHI), IO KOTOPOMY JIOJIKEH ObITh HANPABJICH OTBET, HE
naetcsi. Takoe oOpamieHue croucekiBaeTcss B Aeno mpeacenareinem TUK. B cmydae ecnu B
oOpallleHun COoJep>KaTcsl CBEACHUS O IMOATOTaBIMBAEMOM, COBEPIIAEMOM WM COBEPIIEHHOM
IIPECTYIUIEHUH, @ TAK)KE O JIULE, €r0 MOATrOTaBIMBAIOIIEM, COBEPIIAIOIIEM UM COBEPIINBIIEM,
oOpamieHue no ykazanuto npeacenarens TUK nouiexut HanpaBiaeHHUIO B TPaBOOXPaHUTEIbHbIE
OpraHsl.

Ecnu TexeT oOpaieHus He MoAaeTcsl MPOYTeHUIO, OTBET Ha oOpallieHre He AaeTcsl, U OHO
HE MTOJIJIEKUT HAIPABJICHUIO Ha paccMOTpEHHE
B TOCYNAapCTBEHHBIM OpraH, OpraH MECTHOI'O CaMOYIPABJICHUSA WM JOJDKHOCTHOMY JIMIYy B
COOTBETCTBUM C MX KOMIIETEHIMEH, O 4YeM B TEYCHUE CEMH KaJCHIApHBIX IHEH CO IHA



pETHCTpalluk OOpaIlleHUsT COOOIIACTCS 3asBUTENIO, HAMpPaBUBIIEMY oOOpaiieHne (ecid ero
(bamMuITUs ¥ TOYTOBBIN aIpec MOIAAIOTCS IPOUTEHHIO).

Ecnu B oOpaniennn yka3zaH aapec 3JIEKTPOHHOHN MOYTHI, TO OTBET 3asIBUTEIIIO MOXKET OBIThH
HAaIpaBJICH 110 3JICKTPOHHOI 1oYTe, B BUE DIICKTPOHHOT0 00pa3a gfokymeHTa B popmare .pdf.

B cnywae, ecnu TeKCT MUCHBMEHHOTO OOpAIIeHUS HE MO3BOJSET ONPEACTUTH CYTh
IPEUIOKEHU, 3asBJICHUS WIN *KajloObl, OTBET Ha OOpallleHHe He JaeTcs, U OHO HE MOIJICKUT
HalpaBJIEHUIO Ha PACCMOTPEHHE B FOCYIAapPCTBEHHBI OpraH, OpraH MECTHOIO CaMOYIpaBJIEHUS
WIN JTOJDKHOCTHOMY JIMILy B COOTBETCTBUHU C MX KOMIIETEHIMEH, O YeM B TEUCHHE CEMU JHEW co
JIHSI perucTpanuy oOpaleHus coodLaeTcs rpakAaHuHy, HallpaBUBILEMY oOpalieHue.

5.15. OOparmieHusi, B KOTOPBIX COAEpXKATCs HEIEH3YpHBIE OO OCKOPOUTENbHBIE
BBIPA)KEHUS, YTPO3bI KHU3HH, 3/I0POBBI0 U UMYIIECTBY JODKHOCTHOTO JIUIA, @ TAKXKE YICHOB €T0
CeMbH, OCTArOTCA 0€3 OTBEeTa 1O CYIIECTBY IOCTABIEHHBIX B HEM BOMPOCOB, a 3asSBUTEISM
CO00I111aeTCsl 0 HEAOIYCTUMOCTH 3J10yIOTPE0IEHHSI IPABOM.

5.16. OOparmienue, B KOTOPOM OOalyeTcsi cyleOHOe pelleHHe, B TeUeHUE CeMU
KaJIeHJapHBIX JTHEH CO JAHS perucTpalnyy BO3BpaIlaeTCs 3asiBUTENI0, HallpaBUBLIEMY oOpallieHue,
C pa3bsICHEHUEM IOPsAIKa 00KaT0BaHMsl JAaHHOTO Cy/1€0HOI0 perIeHusl.

5.17. Ecnu B oOparieHuu coiepKUTcs BOIpoC, Ha KOTOPBIH 3asiBUTENI0 HEOJHOKPATHO
(11Ba paza u 6oJee) 1aBaauch MUCbMEHHBIE OTBETHI 10 CYLIECTBY B CBSI3U C paHee HallpaBJIEHHBIMU
oOpamnieHnusMH, U MIPH 3TOM B 0OpaIlieHHH HE MPUBOJSITCS HOBBIE JOBOJIBI M OOCTOSITENLCTBA, TO
nepenucka Mo JaHHOMY BOIIPOCY C 3asBUTENEM MpPEKpallaeTcs, O 4YeM eMy HalpaBisieTcs
yBenpomienue. [Ipu atom B PK oOpamienus nenaercs 3anuch (OTMETKA) O TOM, YTO MEPENUCKA C
yKa3aHHBIM 3asiBUTEJIEM CUMTACTCS 3aBEPILIEHHOM.

Ecnu or 3asBUTENs, ¢ KOTOPHIM IEpenucKka Oblla MpeKpalieHa, MOCTyNaeT oYepeaHoe
oOpaleHre o TOMY e BOIPOCY, TO MUCbMEHHBII OTBET HAa HEr0 MOKET HE JaBaThCs, a CaMo
oOpallieHre HarpaBJseTcs B JEIO0.

5.18. OOpamenust, noctynusiune Ha o¢punuansHblil caiit TUK B cetn MHrepher,
PETUCTPUPYIOTCS C HCIIOJIb30BAHHEM PETUCTPAIIMOHHBIX (OPM H  pacCMaTpHUBAIOTCS B
yCTaHOBIIEHHOM Tmopsiake. OTBEeThl Ha Takue OOpalIeHHs HANPABISIOTCS MO MOYTOBBIM WM
AIIEKTPOHHBIM aJIpecaM, YKa3aHHBIM B 0OpaIieHusX.

dopma nperocTaBieHUsT HHPOPMAITUKN ONpeIeNsieTcss aBTOPOM 3arpoca. B cimydae ecnn
npefocTaBlieHlne HHPOPMALMU B 3allpalIuBaeMoil (hopMe HEBO3MOXKHO, OHA MPEAOCTABISAETCS B
TOM (hopMe, B KaKOH MMeeTCsl B M30MpaTeIbHOW KOMHUCCHH.

B ciyuae ecnam 3ampammBaemass MHQOpMaLus ONMyOJIMKOBaHa B CPEICTBAX MacCOBOM
uHopmanuu b0 pazmenieHa B cetu MHTepHeT, n3dupaTenbHast KOMUCCHSI B OTBETE Ha 3arpoc
MOXKET OTPAaHWYHUTHCS yKa3aHWEM Ha3BaHMs, HAaThl BBIXOJa M HOMEpa CpElICTBAa MacCOBOM
uH(pOopMalii, B KOTOPOM OITyOJIMKOBaHa 3ampalnBaemMasi HHpopMaiusi.

5.19. Opranusarys JTUYHOTO TIpHUeMa.

5.19.1. JluuHeld TpHeM BemeTCA MpejacenaTeneM (3aMECTHTENeM IpejaceaaTelis,
CeKpeTapeM, WieHaMH) TePPUTOPUATBHON KOMHCCHU IO TPeABAPUTEILHOM 3alicH MO TpaduKy,
yTBEp)KJaeMOMYy IpejiceiaTeNIeM TEPPUTOPUATbHON KOMUCCHH.

3anuce Ha PUEM MOXKET OCYIIECTBIIATHCS MO TeJIe(OHY U M0 MUCbMEHHOMY 3asIBJICHUIO,
MOJJaHHOMY B YCTaHOBJICHHOM IOPSIKE.

Ilo Hambosiee CIOKHBIM BONpOCaM, IMOAJEKAIIUM PACCMOTPEHUIO B XOAE JMYHOTIO
npremMa, MOTYT NpPEABApUTENbHO NPHUHUMATHCS TOSCHEHHS Kak B INHUCbMEHHOM, Tak M B
3JIEKTPOHHOM BUJIE.



Nudopmanus o nopsake npueMa pa3MeniaeTcsl Ha caiTe Wik HHPOPMAIMOHHOM CTEHJIE
TUK.

5.19.2. Ilpu nmu4HOM NpHEeMe 3asBUTENb NPEABSABISACT JOKYMEHT, YAOCTOBEPSIOMNN ero
JUYHOCTb.

Benenue nuaHOTo mpreMa MO>KET COMPOBOXKIATHCS ayIno- U (MJIH) BUACO3AMUCHIO, O YeEM
3asBUTEIb YBEIOMIIAETCS 0 Havaja npuema.

5.19.3. B xoze nmpuema BeZeTcst xKypHaIl yueTa, B KOTOPBIA BHOCSTCS JJaHHBIE O 3asIBUTEIIE,
KpaTKoe coziep kaHue oOpalleHusi, pe3ysibTaT ero pacCMOTPEHHUS, a TAKXKE TI0JDKHOCTD U (pamMuitus
JIUIIA, TPOBOJISIIETO MPUEM.

Ecnu nznoxeHnble B ycTHOM 0OparieHnu (hakThl He TPEOYIOT JOMOIHUTEIbHON TPOBEPKH,
OTBET Ha OOpaIEeHHE C COTJIACHsl 3asBUTEISI MOKET OBITh JJaH YCTHO B X0/1€ IMYHOTO TpUEMa, O
4YeM JeNlaeTcs 3aluch B )KypHaie ydeta. [1o mpocsOe 3asBHUTENs, N3JI0KEHHON B X0J€ MpUEMa,
JTAHHBIA €My OTBET MOXKET OBITh HAlpaBJieH 3asBUTEIIO B MUCBMEHHOU (hopMme ¢ cOOIr0IeHueM
CPOKOB, yCTaHOBJIEHHbIX HMHcTpykumeil. Ecnu u3noxkeHHble B yCTHOM oOOpamieHuu (HaKThl
TpeOyIOT TOMOJHUTENBHOM MPOBEPKH, 3asSBUTENb B XOJ€ IpueMa HHPOPMHUPYETCS O TOM, YTO
MUCHbMEHHBIA OTBET Ha oOpallieHue OyIeT eMy HaIlPaBJIeH B YCTAHOBJICHHOM TOPSIKE.

Eciu B ycTHOM oOpailieHuu coAepikKarcs BOIPOCHI, PEIIeHHE KOTOPHIX HE BXOJUT B
KOMITETEHIIHIO N30MpaTeIbHON KOMHCCHH, 3aBUTEIIIO JACTCS Pa3bsICHEHUE O TOM, Ky/a H B KAKOM
HOPSI/IKE eMy CIIeyeT OOpaTHThHCS.

B xo0/1e TM4HOTO TIpHeMa 3asBUTEI0 MOXKET OBITh OTKA3aHO B JAJIbHEHIIIEM PaCCMOTPEHUN
oOpamieHus, eciu eMy paHee ObUI JaH OTBET IO CYIIECTBY ITOCTAaBICHHBIX B OOpalICHUU
BOIIPOCOB.

B ciydae rpy6oro, arpecCUBHOTO MOBEIEHUS 3asBUTENS IPUEM MOXKET OBITh MPEKpPALICH.
[Tpu HEOOXOOMMOCTH MOXeET ObITh BBI3BAaH COTPYIHUK OXpaHbl MM MPaBOOXPAHUTEIbHBIX
opranoB. MHpopMmanus o moBeIeHUH 3asBUTEINS OTPaXKaeTCs B XKypHaJe yyeTa.

5.19.4. TIlepemannpie Ha TpUeMe 3aABUTEISIMH  OOpalleHUsS PETHUCTPUPYIOTCS
C WCIOJIB30BAHUEM PETUCTPAIMOHHBIX (OPM M PACCMATPUBAIOTCS B TOPSIKE, YCTAHOBICHHOM
HACTOSIIIUM Pa3IeIIOM.

6. IloaroroBka, ohopmiieHHUE, BBIITYCK, YUET TIOKYyMEHTOB,
paccMaTpUBaeMBbIX Ha 3ace/laHUsAX TEPPUTOPUATIEHON KOMUCCUU

6.1. dopmupoBaHue IpoeKTa MoBeCcTKU aHs 3aceqanus THUK.

6.1.1. TIlpoext moBectkn gHs 3acemanuss THUK  dopmupyercs
npeaceaateneM (cexkperapeM) (nmpuioxxkeHue Ne 19 «O6pazerr ohopmiieHUs: TPOEKTa
noBecTkn JHS 3aceganus THK») TepputropuanbHOM KOMHUCCHM B CPOKH,
yctaHoByieHHbIe peraameHnToM THK, Ha OCHOBaHMM TIJIAHOB PalbOTHI M PEIICHUN
THUK, nopyuennii npeacenarens THUK, noctynuBmux 10KyMeHTOB.

6.1.2. UYnenst THUK BrpaBe npeaiokuTh BHECTH B MPOEKT MOBECTKU JIHS
3acellaHus BOIPOCHI, HE MPEAyCMOTPEHHBIE TIaHaMu padboThl U pemeHusiMu THUK,
IIPU YCJIIOBUM HAJIUYHS NOATOTOBJIEHHBIX MO 3TOMY BOIIPOCY JOKYMEHTOB.

JlaHHBIE BOIIPOCHI BKJIFOUAIOTCA B MPOEKT NMOBECTKU J1HA 3acenanus TUK npu
nucbMeHHOM oOpamennn wiena THUK, mo wHUIMaTHBE KOTOPOTO BOMPOC
BBIHOCUTCA Ha 3aceaaHue, Ha umsda npexacenarens THUK, B koropoM ykasbiBaercs



Ha3BaHME BOIIPOCA, JOKJIAAYMK U 1aTa IEPEAAYM COTJIACOBAHHOTO IPOEKTA PEIICHUS
Y MaTEpUAJIOB K HEMY CEKPETAPIO TEPPUTOPHUATBHON KOMHUCCHH.

6.1.3. CornacoBaHHBIM C mpeaceaTesieM TEPPUTOPUATILHON KOMHUCCUU U
noanucanubli  cekperapem TUK mnpoekt mnoBectkn nHs 3aceganus THUK
THpaXUpyeTcs 11 pacchuiku wieHam THUK.

6.1.4. Ynenam TUK c mpaBom pemaroriero rosoca, wienam THUK ¢ npaBom
COBEIIATEIBHOIO TOJOCA W MPEACTABUTENSAM MOJUTUYECKUX NAPTAN MOPOEKT
noBecTkn JHsA 3acenanusa THUK wmoxer ObITh pa3ociiaH Ha YKa3aHHbIE HMU
AIIEKTPOHHBIE TIOYTOBBIE aJipeca B ceTH IHTEpHET.

[Ipoext mnoBectku paHs 3acenanus TUK wmoxer OBITH pa3melieH Ha
odunuansHoM caiite TUK.

6.2. [TonroroBka AOKYMEHTOB IO BOIPOCAaM, BKJIIOUYEHHBIM B MPOEKT
noBecTku AHA 3acenanus TUK.

6.2.1. JIOKyMEHTHI IO BOIIPOCAaM, BKJIIOYCHHBIM B MPOCKT MOBECTKU THS
3aceganuss  TUK, roroBsarcs uneHamum THK, 3a KOTOpeIMEM  3aKpeIUICHBI
COOTBETCTBYIOIIME HAIPABIICHUS JICATEIBHOCTH,

6.2.2. [IpeacraBisieMble K PaCCMOTPEHHUIO JTOKYMEHTHI JOJKHBI BKJIIOYATh
O3arJiaBICHHbI TPOEKT PEIICHUS C MPUOOIICHHBIMA K HEMY TMOIJIUHHUKAMHU
JIOKYMEHTOB, TMOCIYXHBIIMX OCHOBAaHHEM JUISI PACCMOTPEHHUs] Bompoca Ha
3aceganuu TUK, 1160 npoekT nuchMa, moJjIekaniero CorjlaCoBaHuIo Ha 3aCeJaHun
TUK, npu HE0OXOIUMOCTU — MOSICHUTEIIBHYIO 3aMUCKY TI0  paccMaTpUBAEMOMY
BOIIPOCY.

6.2.3. IIpoekThl TOKYMEHTOB (BKJIIOYAs MPHIJIOKEHUS) JJII BU3UPOBAHUS
JIOJKHBI TIPEACTABIATHCS B CPOKH, YCTaHOBJIEHHbIE npencenarenem THUK. Busbl
MIPOCTABJIAIOTCS B KOHIIE TEKCTa MPOEKTa pelieHus: 100 Ha 0OOPOTHOM CTOPOHE
MOCJIETHETO JIUCTA MPOEKTA JOKyMEHTA (BKIIIOYAst IPUIIOKEHUS ).

6.2.4. HcnonHurtenb oOecneYMBAET KOMIUIEKTHOCTh BCEX JOKYMEHTOB,
0003HaYEHHBIX KaK B IIPOCKTE PEIICHUS, TaK U B IPUIIOKECHUSIX K HEMY.

6.2.5. TIlanku ¢ JOKyMEHTaMH, TOMJEKAUIUMU PACCMOTPEHUIO Ha
3aCelaHN ¥, KOMIUIEKTYIOTCSI B COOTBETCTBUH C ITPOEKTOM ITOBECTKH JHS 3aCEIaHUsA
THUK u pazpatorca unenam THUK B cpok, yctaHoBieHHbIN peraamenToM THK.

Ecnmu unen tepputopHanbHOM KOMHMCCHM HAaXOOWUTCS B OTIIYCKE,
KOMaHJIUPOBKE WJIM OTCYTCTBYET MO 00JIe3HH, IPEIHa3HAYCHHAs ISl HETO TarKa ¢
JOKYMEHTAMHU OCTAaeTCd 10 €ro BO3BPAIICHHUS y OTBETCTBEHHOTO 3a MOATOTOBKY
3aceaHusl.

Unenam THUK ¢ mnpaBoM COBEWIATENILHOTO TOJIOCA, MPEICTABUTEISAM
MOJUTUYECKUX MMAPTHUN MaTephaibl MOTYT IIE€PEIaBaThC Ha YKA3aHHBIE UMHU
AJIEKTPOHHBIE OYTOBBIE aapeca B ceTu MHTEpHET U nepea HayaloM 3acedaHus], a



JULAM, IPUTJAIIeHHBIM Ha 3acelaHre, MaTepHalIbl 110 BOIIPOCY, HA KOTOPBIM OHU
IPUTIIALLIEHBI, IEPEJAIOTCS IIEpe]] HaualIoM 3aceqaHMtsl.

6.2.6. Ilepen HavanoM 3acelaHUsl OCYILECTBISETCS  perucTparus
IOPUITIALIEHHBIX HA 3acelJaHue JIML, CHOUCOK KOTOpBIX IPEACTaBIsEeTCA
IPEJCENATEII0 U CEKPETAPIO TEPPUTOPUAIIEHON KOMUCCHH.

6.2.7. Ha 3acenanuu TeppuTOpUATbHON KOMHCCHUU BEIETCS MPOTOKOIN U
MOKET IPOU3BOAUTHCS AyAMO3alKUCh (BUAEO3alMCh). B ciydae npousBoxacTBa
ayno- iy (Buzaeo) 3anucu wiensl TYK u npurnamieHHsie yBe1oMIISIOTCS 00 3TOM

a0 OOBSIBIICHUS TOBECTKHU JAHA 3aCCIaHUA.

Aynuo3zanuce (BUaeo3amuce), ocymectsistercsa cekperapeM TUK nubo ongHum u3 wieHoB
THUK ¢ npaBoM pemaromero rojaoca, MPHUBJICYEHHBIM clenuaincroM 1no pemenuro TUK,
ykazanuto npeacenarens THUK.

[Tpu neobxomumocTu mo pemenuto TUK, ykazanuto mpencenarens TUK npousBomutcs
pacundpoBka ayauosanucu (Buaeosanucu) 3aceganus TUK

Aynuo3zanuce (Buaeosanuck) 3aceganuii TUK u uHbIX MepornpusTuii mocie ohopMiIeHHs
pacunpoBKHU 3aTUCH HA OyMaKHOM HOCHUTEJIe XPaHATCS 110 MUHOBAaHUHU HAaJ0OHOCTH, JTUOO HE
paHee 4eM depe3 TpUALATh JHEH, CTUPAIOTCS.

6.3. BrImyck JOKyMEeHTOB, paccCMOTpeHHBIX Ha 3acenannu THUK.

6.3.1. JloxymeHTsl, paccMoTpeHHbIe Ha 3aceqanun TUK, B cirydae, ecnu B
XO0JIe 3aceJaHusi BHOCWIMCh W3MEHEHHs, NOJDKHBI ObITh J0paOOTaHbI, a 3aTeM
MIOJIMTMCAHBI, 3aPETUCTPUPOBAHBI U Pa30CIIaHbI.

6.3.2. Cpox 10pabOTKH JOKYMEHTOB HE JIOJDKEH MPEBBIIIATH TPEX pabounx
JTHEH TocIie THS 3aceaHusl, €CJIM MHOM CPOK HE ompezesieH GeepatbHbIM 3aKOHOM
u (mm) 3akoHoM PB, permamentom TUK wnu He oroBopeH Ha 3ace1aHuH.

6.3.3. Ilpu nopaGoTke JOKyMEHTa HCIOJHUTENIh BHOCUT B TEKCT
COIJIaCOBaHHbIE B XOJ€ 3acelaHus u3MeHeHus. B ciyuae mnpuHsSITHS
TEPPUTOPUAIBHON KOMHUCCHEH pelieHuss O HeoOXOJMMOCTH KOHTPOJIsS 3a
BBITIOJTHEHUEM PEIICHHS €r0 TEKCT JOMOHAETCS MyHKTOM, B KOTOPOM Ha3HAYAIOTCS

Juga, OTBETCTBCHHEIC 34 UCITOJIHCHUC, U OIIPCACIIACTCA CPOK UCITOJTHCHUS.

6.3.4. [Tpu HeoOXommMocTH, B ciydyae BHECEHHMS B JIOKYMEHT COIJIACOBAHHBIX Ha
3acelaHuM W3MEHeHul, oH Busupyercs y uneHoB THK, BHecmimx B Xoae 3acenaHus
COOTBETCTBYIOIINE IPEITOKEHHUSI.

Bu3sbl npocTaBisitoTcss Ha 000POTHOM CTOPOHE MOCIIEAHETrO JIMCTA JOKYMEHTa (pELeHHUs,
MPUIIOKEHUS ).

6.3.5. Ecnu Bompochl, coaepxamuecss B pemenun THK, kacatorcs
NEATEILHOCTH OJHOW WJIM HECKOJIBKMX CTOPOHHUX OpTaHM3allii, K JOKYMEHTY
MPWJIAraeTCs JINCT COTJIaCOBaHUSA, B KOTOPOM YKa3bIBacTCS HAMMCHOBAHUE
OpraHu3alliH, JOHKHOCTD, HHUITHAIBI U (haMUJIUS JTOHDKHOCTHOTO JIUIA, C KOTOPBIM
ATOT JOKYMEHT COTJIACOBAH, M CTABUTCS €T0 JIMYHAS TIO/IHCH.

CormacoBanue MOXeT 0(hopMIIIThCS Ha mocaeaHem ymcte pemenns THUK.



6.3.6. K odopmieHHOMY a1 TOANUCAHUS PENICHUIO WCIOJHUTEIh
npujaraeT CHUCOK JIOJDKHOCTHBIX JIMIl (OpPTaHM3aIHii), KOTOPHIM HampaBIseTCs
pemenne TUK (mpuosxenue Ne 9).

B cricok BKIIIOUaOTCS I, KOTOPBIE OYAyT 3a7eiiCTBOBAHbI B peau3alliu
MPUHATOTO TOKYMEHTA WM JIOJDKHBI OBITH MPOUH(OPMHUPOBAHEI O €r0 COICPKAHUN

Y KOTOPBIM 3TOT AOKYMEHT JJOJIKEH OBITh Pa30CIIaH.

Cnucok pacChUIKM JTOKYMEHTOB IIOANMCHIBAETCS HCIOJHUTEIEM M YTBEP)KIAETCS
npencenarenem THUK.

6.3.7. Pemenne noanuceiBaeTcs npeacenarenem u cekperapem THUK.

Ecmun Ha 3acenanum THK mnpeacenarensctBoBan 3amecturens npencenarens THUK,
cekperapp THUK wmim ogun u3 unenoB THUK ¢ mpaBoM pemiaromero rojaoca, a TakKe ecid
nostHoMouus cekperaps TUK ocymectsisin ogun u3 uinenoB THUK ¢ npaBom pemaromero rosioca,
TO MOJUCH B IPOTOKOJIE, HA peIIeHUN 0(OPMIIIOTCS CISAYIOIIUM 00pa3oMm:

«3amecturens npencenarens THUK» — B ciydae BpeMEHHOTO OTCYTCTBHS IIPEICEAATENS
TUK;

«cnonusronumii o6s3anHocTy npencenarenss THUK» — B ciaydae BpeMEHHOIO OTCYTCTBHS
3amecturens npeaceaaress TUK npu nannunu pemenus TUK o Boznoxenun Ha cexkperaps THUK
60 oxgHoro u3 wienoB TUK ¢ npaBoMm pemaroniero rosioca noixHomounit npeacenarens TUK;

«Ucnonusromuii obs3anHocTH cekperaps TUK» — B ciyuae Hamuuusi pacropsKeHUs
npenceaarens TUK unu ucnonsstomero oodsizanHoctu npencenarenss TUK o Bo3noxeHuun Ha
onHoro u3 wieHoB THUK c mpaBom pemarorero rojgoca noaHomouunit cekperapss TUK nubo npu
Hanuuy pemenns TUK o Bo3noxennn Ha onHoro u3 wieHoB THUK ¢ npaBoM pemarorero ronoca
nosHomounii cexperapst TUK.

6.3.8. [Tocne moanucanus pelieHns perucTpupyroTcs npeaceaareneM (CeKkpeTapem)
THUK. Ha 1oxymMeHTax M CIIUCKAX PACCBUIKH MPOCTABIISAETCS PETUCTPALIMOHHBIN HOMED.

6.3.9. Pemenus HymMepyroTcst B XpOHOJIOTHYECKOW MOCIE0BATEILHOCTH B TIPE/esiax
CpOKa ITOJIHOMOYHMH TEPPUTOPHAIBHOM Komuccuu. Homep pemeHuss COCTOMT U3 HOMepa
IIPOTOKOJIA 3acelaHusi M MOPSAJKOBOTO HOMEpa pelIeHMs, pa3/JeleHHBIX KOCOM dYepTol u
OTHENeHHONW OT Hux jaepucom 1Udpel, 0003HAYAIOIMICH TMOPSAKOBBIA HOMEpP COCTaBa
u3oupaTenbHol komuccuu (Hampumep: 1/8-5)

6.3.10. Vka3zaHHble BBIIIE PEKBU3UTHI BHOCATCS B PErUCTPALMOHHYIO
bopmy.

6.3.11. PaspemieHue Ha TUPAKUPOBAHUE JOKYMEHTOB B HEOOXOIUMOM
Konmyectse fgaet npeacenarens TUK. JlokyMeHTBI THPaKUPYHOTCS OTBETCTBEHHBIM
32 MOATOTOBKY 3aCE€laHMsl B COOTBETCTBHUM CO CIIMCKOM pAaCChUIKM, HAa KaKIOU
KOIIMM  JIOKYMEHTa TpPOCTaBJI€TCd  I€4aTh, YyJOCTOBEPSIOAs  MOIINCH
npencenarens TUK u cekperaps TUK (6e3 Boctipou3BeieHUs OANKCEN).

6.3.12. Komnus pemenus TUK HanpapisieTcs: TpaxJIaHUHY B Cllydae, €CIH
ero oOpamenue B TUK nocnyxuno ocHOBaHMEM AJii pacCMOTPEHMs BOIpoca Ha
3acemanuu TUK.

6.4. Odopmuenue nporokosa 3acemnanns THUK.



6.4.1. IIporokon 3acemanuss TUK odopmisercs Ha OnaHke (MpUIOKEHHE
Ne 4) B cpok, ycranoBieHHslit perinamentom THUK.

6.4.2. Tlporokon 3acemaHusi MOKET OPOPMIIATHCS B MOJTHOW WIIM KPATKOM
dbopwme.

6.4.3. Tekcr mportokona 3acemanus THUK cocrouT u3 nByx wacte —
BBOJHOM Y OCHOBHOM.

6.4.4. B BBOJHOH 4acCTH MPOTOKOJIA YKA3BIBAOTCS (haMUIIUS U MHUITHATBI
npeacenatenss THUK (mpencenaTtenbCTBYIONMIETO), a TakKKe MNPUCYTCTBYIOIIUX
samectutens npencenarens TUK, cekperaps TUK u unenoB TUK, B ToM uuciie ¢
paBOM COBEIIATEIBLHOTO TOJIoca W JIMIl, NPUTJANICHHBIX Ha 3acelaHue, B

aﬂ(l)aBI/ITHOM IMOPAIKE.

HOHYCKEIGTCSI OQ)OpMHeHI/IC MNPUCYTCTBYIOIIHUX OTACIIBHBIM CIIMCKOM C YKa3aHUCM
HWHHUIIKAJIOB, Q)aMHHHﬁ U JOJKHOCTEH. Crmcok npuijaaracTecs K NpoOTOKOJIY 3aCCAaHUs.

6.4.5. TloBecTka mHS BKJIIOYACTCS B BBOAHYIO 4YacTh MpoTokosia. OHa
COCTOMT M3 IEPEUYUCICHHS] BOIIPOCOB, KOTOpbIE OOCYXAAIOTCA Ha 3aceIaHHH
U 3aKpeIIieT IMOCJIeI0BATEILHOCTh UX OOCYXKIeHUs W (DaMuIMd JOKJIaTYUKOB
(BBICTYTAIOIIIUX ).

Kaxxnp1it Bompoc MoBeCcTKH JHS 3acelaHus HymepyeTcs: apabckoil mudpoit,
ero HauMeHoBaHue GopMyIUpPYIOT ¢ ipeasiora «O» unu «O6». o kaxIOMy TYHKTY
yKa3bIBaeTCs JOKIAAUUK M (opma mnpencTaBieHuss Bompoca (IOKIad, OTYET,
cooO1eHue, nHpopmarus).

6.4.6. OcHOBHas 4acTh MMPOTOKOJIA 3aCCAaHUA COLACPKUT CTOJIBKO pa3aciioB, CKOJIBKO
MMYHKTOB BKJIFOYEHO B IMOBECTKY JIHS. B COOTBETCTBUU C HEW pa3aeiabl HyMEPYIOTCS.

Kaxnprit pa3zaen cocrout u3 tpex yacte: «CJIVITAJINy, «t BBICTYITAJIN»,
«PEILNJIN», koTOpbIE MEYATArOTCA OT TPAHULBI JIEBOTO IIOJS IPOIHUCHBIMU
OyKBaMHU.

B vactu «CJIYIIAJIN» kpaTKo u3naraeTcs TEKCT BBICTYIUICHUS JOKJIATUMKA.
Nuaummanel u daMmwidsg  JOKJIag4YMKa [edaTaloTcsl C  KpacHOM  CTPOKH
B HMEHHUTEJIBHOM TMAJAeXKe. 3aluch JOKJIaJa M3JIaraeTcsi OT TPEThEro Jula
€MHCTBEHHOTO YHCJIa U OTIEISAETCS OT (PaMUIUU TUPE.

Ecnu Ttekcr noknana mpuiiaraetcsi K IPOTOKOY, TO MCHOJIB3YETCS CChUIKA
«Texcr nokiana mpuiaraeTcs.

B wactu «BBICTYIIMJIM» mnepeyucnsitoTcsi BBICTYHAIOMIUE W aBTOPbI
BOIPOCOB. MHuUIMANBI U (haMIIis BBICTYIIAIOIIETO MEYaTal0TCsl ¢ KPACHOW CTPOKHU
B HMEHUTEIbHOM Tnajexe. KpaTkas 3anuch BBICTYIUIEHHS 10 CYIIECTBY
paccMaTpuBaeMoro Bompoca (1o pelieHuIo NpeIceaTeNbCTBYIONIET0) U31araeTcs
OT TPETHETO JULA EAUHCTBEHHOTO YHUCJIA.

Ecnu TekcT BBICTYIJICHHS] MPUIIAra€Tcs K MPOTOKOIY, TO MCHOJIb3YETCs
cchlika «TeKCT BBICTYIICHUS IPUIIAraeTCs».



B uactu «PEIINJIN» oTpaxkaeTcs NPUHATOE PEIICHUE MO 00CYKIaeMOMY
BOIIPOCY.

Conepxanue 0coOOr0 MHEHHS, BBICKa3aHHOTO BO BpeMsl OOCYXKIEHHS,
3alUChIBAETCS B TEKCTE IPOTOKOJIA IIOCIE COOTBETCTBYIOUIETO PEIICHUS WIIN
oopmiiieTcss Ha OTIAECIBHOM JIUCTE M TMOMEIIAETCS IMOCJe COOTBETCTBYIOIIETO

peuIeHus.

6.4.7. [IpoTokon 3aceqanusi NOANMCHIBAETCS IIPEICEAATEILCTBOBABIINM Ha 3aCEJaHUU
u cekperapem TUK (nau wienom TUK, ucnonusBimum oosi3anHocTH cekperaps THUK).

6.4.8. [Tocne mnoxamucaHuss NPOTOKOJBI PErHMCTPUPYIOTCS C  UCIOJIb30BaHUEM
peructpanoHHBIX  Gopm. [IpoTokonsl 3acemaHWii  HYMEpPYIOTCSI B XPOHOJOTHYECCKOU
IIOCJIEIOBATEILHOCTH B Ipeenax cpoka nonmaomounit THUK.

6.4.9. [Tporokonel 3acenanuii THUK, npuoOuieHHblE K HHUM pELIEHUS BMECTE C
MaTepuaiamMH, MOCITYKUBIIMMHA OCHOBAaHHEM JIsl UX MPUHATHUS, OCOOBIMU MHEHUSMHU YJICHOB
TUK xpanstcs y npenceaarens (CeKpeTrapsi Uil IpaKAaHCKOTO CIIYXKalllero, OTBETCTBEHHOIO 3a
Benenue nenonpousboactsa) TUK, a 3arem, odopmiieHHbIE B COOTBETCTBUHU C TPeOOBaHUSMU
WNHcTpykuuu, nepenarTcs: B apXUB.

7. OdopmieHue MpoToKoIIOB 3aceaanuil padounx rpynn TUK

7.1. Tlporokomnsr 3acenanuii paboumx rpynn TUK odopmisitoTces cexperapem paboueit
rpynmsl (mpuioxenue Ne 20 «O6pazer ohopMIICHHS MPOTOKOJIA 3aceIaHus paboUeit TPyYIIbI)

7.2. IIpoToko:n 3acenaHus paboydeil Tpymiibl MOANUCHIBACTCS MPEACEaAaTeNeM U CeKpeTapeM
3aceaHusl.

7.3. Ilporokonbl 3acenaHuil pabodel TIpynmbl HYMEpPYIOTCS B XPOHOJOTHMYECKOil
MOCJIEIOBATEIbHOCTH B Mpejeiax KaJeHJIapHOro roja, JMOO Cpoka JesITeIbHOCTH paboueit
rpynsl (Hanpumep, npotokoi Ne5 ot 21 Hos6ps 2018 rozga).

7.4. ITpoTOKOJIBI 3aCeTaHM U pellieHrs padovel TpyNIbl BKIFOYAIOTCS B HOMEHKIIATYPY A€l
n30upaTeabHON KOMUCCUH.

7.5. B cmywyae paccmorpeHusi Bompoca Ha 3acenanuu THUK moanmuHHBIE SK3eMIUISPHI
IIPOTOKOJIOB U pelIeHui pabouel rpynmnsl OIpUOOMIAIOTCA K JTOKYMEHTaM 3acelaHus, a B Jefa
paboueil rpynmbl MOMeNatTcs KOMUK yKa3aHHbBIX JOKYMEHTOB.

8. KOHTpOJIb NCIIOJTHEHUS TOKYMEHTOB U TIOPYUYEHU I

8.1.  KoHTpoIt0 MCTIONHEHMS TTOIIekKAT:

MIOPYYEHUs, COIEPKALUECS B IOCTAaHOBIIEHUAX U Apyrux qokyMmenTtax LIUK Poccun, [TUK
PB, B pemrenusx TUK;

nopy4eHus, coaeprxkamuecs B pemenusax TUK;

MUCbMEHHBIE IOPYUYEHUs Tpeaceaarens (3amecTurens npeacenarens, cekperaps) TUK;

BXOJISIIME JTOKYMEHTHI, B TOM YHCJI€ MUCbMEHHbIE OOpAlLeHUs TPaK[aH, YKa3aHHbIE B
[Tepeune moxekamux KOHTPOIO JOKYMEHTOB C YKa3aHMEM CPOKOB HUCIIOIHEHUs (IPUIIOKEHUE
Ne 10), B cOOTBETCTBUU C yKa3aHUSIMHU 10 UCIIOJIHEHHUIO JOKYMEHTa IpeAcearess (3aMecTUTeNs
npeacenarens, cekperaps) TUK;

UCXOJISIIINE TOKYMEHTHI, TpeOYyIOIIe OTBETA;



MOPYYEHUsl, colepkammecs B MpoTokonax 3acenannit TUK u pemenusax
pabouux rpymnr,

IIJIaHbI MEPOTIPUSITHI.

8.2. KoHTposb UCNOJHEHUS AOKYMEHTOB, YKa3aHHbIX B mojapasuaene 8.1
NucTtpykimu (32 UCKIIOYEHUEM HCXOISIIUX JOKYMEHTOB), IO CYIIECTBY

3aTPOHYTHIX B HUX BOMPOCOB OCYIIECTBISIET npeacenarens (cekperapb) THUK.

8.3. KouTponp wucnoiHeHHs HCXONAMMX JOKYMEHTOB, B TOM 4YHCIE 3a
CBOEBPEMEHHOCTBIO IMOJy4YeHUs oTBeToB Ha 3ampocsl THUK, ocymecTBiusior pabOTHHKH,
OTBETCTBEHHBIE 32 IIOATOTOBKY JAHHBIX JJOKYMEHTOB.

8.4. Cpoku wuCHONHEHHs TOpy4YeHu#, cogepxammxcs B pemeHusx THK,
pacnopsokenusix npezacenarenss TUK, nucbMeHHBIX moOpydeHMM npencenarens (3aMecTUTENs
npexacenarens, cekperaps) TUK onpenensitorcst 3TUMHU TOKYMEHTaAMU.

8.5.  JIoKyMeHT NOJICKUT MCIIOJHEHUIO B TeueHHe 30 KaJeHJapHbIX THEW CO JHS ero
perHcTpanyy, 3a HCKIIOUYCHHEM CIy4aeB, MPEIyCMOTPEHHBIX MHOApa3ienoM 8.6 HaCTOSIIEro
pasnena.

Ecnu nocnexHuii 1eHp UCIOJMHEHUS JOKYMEHTA MPUXOJUTCS HA HEepabouuil JeHb, TO OH
HOJJICKUT UCTIOJIHEHHUIO B IIPEIIECTBYIONIMN eMy pabodnii 1eHb.

Hokymentsl ¢ mnomerkamu «HesamennutenbHo», «Becbma cpouHo», «CpoyHO»
UCTIOJHSIOTCS B TPEXIHEBHBIN CPOK, JOKYMEHTHI C TOMETKOH «OnepaTuBHO» — B I€CSTUIHEBHBIIHI
cpok. CpoK HCIOJIHEHHSI HUCUUCIIAETCS B KAICHAAPHBIX JHSX OT JaThl MOJNUCAHUS YKa3aHUS I10
UCIIOJTHEHUIO IOKYMEHTA TM00 PEerucTpanuu JOKyMEHTA.

Ecnu nmocneauuii 1eHb UCIOJNHEHUs JOKYMEHTA, COIAEPKAIIEro IMOMETKY O CPOYHOCTH
UCIIOJIHEHUS, IPUXOJUTCS HAa HepaOOuuii 1eHb, TO OH MOJUIEKUT UCTIOIHEHUIO NIPEIILIECTBY O
emMy paboumii IeHb.

8.6. Cpoku HCHNOMHEHHMS BXOMSIIMX JIOKYMEHTOB M  OOpalleHHH TIpaxaaH
YCTaHABIMBAIOTCSI HMCXOAS W3 CPOKOB, NpEAJaraeMbIX OpraHu3anueid 0o Tpa)kITaHHHOM,
HaNpaBUBIIMMH JOKYMEHT, WIIM CPOKOB, YKa3aHHBIX B npuioxeHun Ne 10.

OOpamieHust 1Mo BompocaM BbIOOPOB U pedepeHayMOB, MOCTYNUBIIHNE B IMEPUOJ
N30MpaTeNbHON KaMIIaHUH, UCIIOJHSIOTCS B CPOKH, yCTaHOBIIEHHBIE DenepaabHbIM 3aKOHOM «O0
OCHOBHBIX I'apaHTHSAX U30MpPaTENIbHBIX MPaB U IIPpaBa Ha yyacTue B pedepeHayme rpaxaan POy.

8.7.  OTBETCTBEHHOCTb 3a CBOEBPEMEHHOE U IIOJHOE BHECEHUE B PETMCTPALIMOHHYIO
(GopMy CpPOKOB HCIOTHEHUSI JOKYMEHTOB U MH(OPMALIUH O COCTOSIHUU UCIIOIHEHHS JOKYMEHTOB,
KOHTPOJIb CPOKOB MCIIOJIHEHUsS JOKYMEHTOB BO3JIararoTcs Ha OTBETCTBEHHOI'O 3a BEJICHUE
JIeTIONIPOU3BOCTBA.

8.8. B mmanmax wmepomnpustuid, yTBepkaeHHbIX pemenusmu TUK,
pacnopsbkeHussMu nipeacenarenss THK, koHTpomro nmojjexar CpoKu HMCHOJTHECHUS
OTHCJIBHBIX €T0 IIyHKTOB.

8.9. [Ipu HEOOXOOUMOCTH MPOIJIEHUSI CPOKA HUCIOJHEHHS JOKyMEHTa
OTBETCTBEHHBIN 3a HUCIIOJJHCHUEC, HC MMO3AHCC Y€M 3a TPU AHA JO UCTCUCHUA CPOKa
WCMOJIHEHUA JOKYMEHTa mpeacTtaBisier Ha umia npenceparens THUK moknagHyro

3alMCKy C MOTUBHPOBAHHOM MPOCHOO0il O €ro MpoAICHUH.



8.10. JIOKyMEHT CUMTAETCs UCIIOJIHEHHBIM U CHUMAETCA C KOHTPOJIS TIOCTe
pelIeHHs BCEX IIOCTABJIECHHBIX B HEM BOIPOCOB, COOOLIEHUS pPE3YyJIbTaTOB
pacCMOTPEHHUS BCEM 3aUHTEPECOBAHHBIM JIULIAM.

8.11. OcHOBaHUSIMU I CHATHUA JOKYMCHTA C KOHTPOJIA ABJIAIOTCA:

JIOKJIaJ{HAs 3allMCKa O CHATUU JOKYMEHTA (MJIK OT/IEIbHBIX €r0 MYHKTOB) C KOHTPOJIS WU
00 HUCIOJIHEHUU JIOKYMEHTa Ha UM npeacenaTens TUK,
MOJIFOTOBJICHHAS OTBETCTBEHHBIM 3a HCTOJIHeHHe ¢ oTMmerkoil («Cormacen», «Paccmotpeny,
«[Ipunsto») npencenarens TUK o npuHITHN UCTIOTHEHNS,

pewenne THUK, pacnopsokenue npencenarens THUK no pesynbratam HCHOJHEHUS
JIOKYMEHTA;

OTBET Ha BXOJIAIIUN JOKYMEHT;

OTBETHI OT OpraHu3aIfil, B KOTOPbIE JTOKYMEHT ObLJI HAalpaBlieH IJisi PAaCCMOTPEHUS 10
CYILIECTBY MTOCTABJIEHHBIX B HEM BOIPOCOB U OTBETA 3asBUTEIIIO;

HampaBlieHHE OOpalleHusl B JpYyrue OpraHu3aluu s PacCMOTPEHHUS IO CYIIECTBY
MOCTABJICHHBIX B HEM BOIPOCOB U MOCJIEAYIONIEr0 MH()OPMHUPOBAHHS aBTOpa O pe3yibTaTax
pPaccMOTpEHHUS.

8.12. JIOKyMEHT He CUYMTAeTCs MCIOJHEHHBIM U OCTAETCsl Ha KOHTPOJIE:

€CIi OH HalpaBisgeTcs B Jpyrue OpraHbl WIM OpraHu3aluu IS
PaccMOTpEHHMsI C LENbIO MOJIyYEHUsI TEPPUTOPHAIBHON KOMUCCHEN MH(popMaluu,
HEOOXOJMMOW Ul PacCMOTPEHMs IO CYIIECTBY IOCTaBJIEHHBIX B JOKYMEHTE
BOIIPOCOB. B ciiyyae HEOOXOAUMOCTH TEppUTOpUATIbHAS KOMHUCCUSI MH(DOPMUPYET
00 5TOM aBTOpa JOKYMEHTA,

€CJIM OH HAIIpaBJIAACTCA B APYIrU€ OpPraHbl WM OpraHU3aluu IS PACCMOTPCHHUA 110
CYIICCTBY IIOCTABJICHHBIX B HEM BOIPOCOB HW OTBCTA 3adBUTCIIO C IMOCICAYIOIIUM

uHpopmupoBanueM THUK o pesynpraTax HCHOJHEHUS; €CIM HAa HEM HE CTOMT OTMETKa
npeacenarens TUK o npuHATHM UCTIOJTHEHHUSL.

9. U3roToBieHHE 1 UCIIOIL30BAaHNUE TTIeYaTeii U IITaMIIOB

9.1. Jnsa ynocroBepeHus MOJUIMHHOCTH JOKYMEHTOB WJIM COOTBETCTBUS
KOIIMM JTOKYMEHTOB IIOJUIMHHUKAM, IIPOCTABICHUA OTMETOK O IIOJYYEHUH,
peructpaiun  JokyMeHTOB B TUK wncnone3yrorcss mnedaTtb TEpPUTOPUAIBHON
KOMMCCHUH Y IITaMIIBI.

9.2. UsroromieHue neyaTy OCYIIECTBISIETCS B COOTBETCTBUH C 00pa3IioM U
onucaHueM, yreepxaeHHbIMU noctaHoBiaeHneM LK Poccuun no pemenuro K
PB, uzroroBnenue mramnos — o pemenuto THUK.

9.3. Ilewarp THUK mpocraBnsercs Ha (UHAHCOBBIX JOKYMEHTax,
TrapaHTUMHBIX NHMCbMAax, OrOBOPAX, TOCYAAPCTBEHHBIX KOHTPAKTAX M B JPYIHUX
IIPEAYCMOTPEHHBIX 3aKOHOAATEIBCTBOM CIIy4asiX.

9.4. Ha paccemaembix kommsix pemenuit  TUK, pacnopsoxeHuit
npeacenarens THUK, Ha nmakerax mpu oTHpaBKe JOKYMEHTOB, MpHU O(GOpMICHHUH



JIOKYMEHTOB Ha IPUEM TOBAapPHO-MATEPUAIBHBIX LIEHHOCTEN MIPOCTABIIAECTCS 1€YaTh
TUK.

9.5.  IleuaTu u mTaMmbl MOAJIEKAT PETUCTPALIUY B OTAEIBHOM JKypHAJe ydyeTa nedareil
u wtamios. [leyatu u mramisl BbIIAIOTCA O/ HOANKCH B )KypHAJIE yueTa Ie4aTeil U HITaMIIOB.
Ha xypHaze npocraBisercs nomerka «/Jis ciy>ke0HOro nojb30BaHUsA», €0 JINCTHI HyMEpYIOTC,
IPOILMBAOTCS U ONEYaThIBAIOTCA.

9.6. Ilewatm wu 1WTaMnbl JOJDKHBI XPAHUTBCS B  HAAEXKHO 3aKPbIBAEMbIX
U OIleYaThIBaeMbIX B Hepabodee BpeMs ceil(pax win MeTalIn4ecKux mKadax.

9.7. IIpencenatens THUK ocymiecTBiasieT KOHTPOJIb 3a MPaBHIBHOCTBIO XPaHEHUs U
UCIIOJIb30BAHUsI [TeYaTel U IITaMIIOB.

CBepka HanmuuMsl iedaTeil U mTamnos ocyuiecTsisiercs npeacenarenem TUK onun pas B
TOf.

9.8. Ilpumenmme B HEroJHOCTh NeYaTH U IITaMIbl Hanpapsorcs B [ITUK
Pb nmns yHMUYTOXEHHs, O 4eEM COCTaBJISAETCS akT. B KypHane ydera nedaren u

IMTaMIIOB ACIIACTCA COOTBCTCTBYIOIIASA OTMCTKA.

10. ®opmMupoBaHue Jel U Tiepeada ux B apXuB

10.1. CocraBiieHre U YTBEPKIEHUE HOMEHKIIATYPBI Jell.

Homenknarypa nen npeanasHaueHa Ans (popMHpOBaHUS HCTIOTHEHHBIX IOKYMEHTOB B
JieJia, CUCTEMATH3AIMH U yUIeTa JIeN, OTPECIICHNs CPOKOB UX XPAHCHUS U SBJISCTCS OCHOBOM JJIsI
COCTaBJICHUS OIKCEH /1€ TOCTOSIHHOTO U BpeMeHHoro (10 neT u 6osnee) xpaHeHusl.

B HOMeHKIIaTYpY e BKIIFOUAIOTCS 3ar0JIOBKH JIeJT, OTPAKAIOIINE BCE IOKYMEHTHPYEMBIE
yaactku pabotsr TUK.

3aroyioBOK Jieia JOMKEeH YeTKO OTpakaTh OCHOBHOE COJIEP>KaHUE U COCTaB JOKYMEHTOB.
He nmomyckaercss ynoTpebieHHUE HEKOPPEKTHBIX (OPMYIUPOBOK, BBOAHBIX CIIOB M CIOMKHBIX
000pOTOB.

IIpn cocraBaeHMM HOMEHKJIATYpbl J€Jl CIEAYyET PYKOBOACTBOBATHCS
pernamenToM THUK, [lepeunem TUIIOBBIX yIIpaBIE€HYECKHUX apPXUBHBIX JTOKYMEHTOB,
00pa3yIoIuXCcsl B Mpolecce AESTeNIbHOCTH TOCYAapCTBEHHBIX OpraHOB, OPraHOB
MECTHOT'O CaMOYIIPaBJICHUS U OPraHU3aLM, C YKa3aHUEM CPOKOB XpaHEHMUs, (Hajee
— Ilepeuens), mopsiAKaMu XpaHEHUs U IIEPEeIaun B ApXUBbI JOKYMEHTOB, CBSI3aHHBIX
C MOJATrOTOBKOW U MpoBejeHneM BbiOOpoB, yTBepxkaeHHbiMu [IUK Poccuu u LUK
Pb, HOMeHKIIaTypaMu A€l TEPPUTOPUAIBHOW KOMHUCCUU 3a NPEAIIECTBYIOLINE
TOJIbI.

[Ipu moOATrOTOBKE HOMEHKJIATYPHI €T HEOOXOAMMO YYUTHIBATH XapaKTep
BBIOOPOB, NPOBOAUMBIX B IIPEACTOSLIEM TOLY.

Howmenxknarypa nen TUK Ha npencrosmunii KaJIeHIAPHBINA T'OJ COCTABIISETCS
B MOCJIEIHEM KBapTajle TEKyLIero roja, yreepxaaercs npeacenarenem THUK wu
BBOJIUTCS B JeiicTBUE ¢ | sHBaps ciemyromiero rojaa (npuioxkenue Ne 11 «dopma
HOoMeHKIaTyphl aen TUKy).



Howmenxknarypa gen TUK He pexe oaHOro pa3a B IATh JIET COTJIACOBBIBACTCS C APXUBHBIM
OT/IEJIOM aJIMUHUCTPALIMM MYHULIMITAILHOTO paiioHa (TOpOACKOTO OKPYTa).

B CJIy4a€ BOBHUMKHOBCHHUA B TCUCHHUC I'Od HOBBIX ACJ, OHHU AOIIOJIHHUTCIBHO
BHOCATCA B YTBEPKICHHYIO HOMEHKJIATYpy JieJl o ykazaHuto npeaceaarens TUK.

[Io OxkOHYaHMM KaJEHJAPHOTO TOJa B KOHIUE HOMEHKJIATYPhl JEi
COCTaBJISIETCSI UTOTOBAsl 3aMUCh O KOJMYECTBE 3aBEJICHHBIX JieNl (TOMOB, YacTel),

OTJACJIBbHO IMOCTOAHHOI'O U BPCMCHHOI'O XPaHCHUS.

Cpok XpaHEeHHUsI JOKYMEHTOB YKa3bIBa€TCSl B HOMEHKJIATYpPE JIe] CO CCHIJIKOW Ha CTaThIO
[Tepeunsi. Cpok XpaHeHUs TOKYMEHTOB, HE YKa3aHHBIX B JAHHOM IE€pPEUHE, yCTaHABIUBACTCS IO
cornacoBanuto ¢ [{UK Pb.

Hcumcnenne CpoOKOB XpaHEHUsS JTOKYMEHTOB, 3aKOHYCHHBIX JICJIOIPOU3BOJICTBOM B
TEKYIIEeM IOy, HAUMHACTCs C | STHBaps CIEAYIOMIEro Toa.

10.2. OopmiieHne TOKYMEHTOB, 3aKOHUYEHHBIX JIEJIONPOU3BOJICTBOM, (HOPMUPOBAHUE U
Tekyuee xpanenue nen B TUK.

3aKOHYCHHBIC JICJTOTIPOU3BOICTBOM JOKYMEHTBI oopmIsIFOTCS
B COOTBETCTBUH C TpeOoBaHusMU MHcTpykiuu. [Ipu 3TOM B HMXKHEW YacTH JIMIEBOW CTOPOHBI
MIEPBOTO JINCTA JOKYMEHTa Ha CBOOOHOM OT TEKCTa MECTE CTABUTCS OTMETKA O €0 MCITOJIHCHUH,
pacmmdpoBsiBaeTcs moanuck npencenarens THUK, ykassiBaercs HOMEp Jelia 0 HOMCHKIIATYpe.
[Tpr HEOOXOIUMOCTH OTMETKAa 00 WCIOJHEHUM MOXKET OBITh CliejlaHa Ha 00OpOTHOW CTOpPOHE
MIEPBOTO JINCTA JOKYMEHTA.

HcnonaeHHubie JOKyMEHTHI (OPMHUPYIOTCS B JiejJa B COOTBETCTBHU C
YTBEPKACHHON HOMEHKJIATYpOH JEII.

Jleno cuuTaeTcsd 3aBECHHBIM C MOMEHTA BKJIIOUYECHHUSI B HErO MEPBOTO
HCITOJIHCHHOI'O IOKYMCHTA.

IIpu QopMupoBaHum ngena MpoOBEpsSETCS NPABUIBHOCTH  OTHECCHUS
JIOKYMEHTOB B JJaHHOE JIeJI0, Ka4eCTBO 0(hOPMIICHHUS M KOMIUIEKTHOCTD JIOKYMEHTOB,
HaJU4Ue TOJAMKUCEH, BU3, PETUCTPAIIMOHHBIX HOMEPOB, CIPABOK WM OTMETOK 00
WCIIOJTHECHUH, CIIMCAHUH B JICJIO U Ipyrux. HenmpaBuiabsHO opopMiIeHHBIE TOKYMEHTBI
JIOJDKHBI OBITH T00(OPMIICHBI, a 3aT€M IMOMEIIICHBI B 0.

He AOITyCKACTCsA MTOMCIICHUE B ACJI0 JOKYMCHTOB, COACPIKAHNEC KOTOPLIX HE
COOTBCTCTBYCT 3aroJIOBKYy JcJia.

[Tpu popmMupoBaHUM J1€7 COOTFOAAIOTCS CICTYIOIINE TPEOOBAHMUS:

JIOKYMEHTBI TIOCTOSTHHOTO ¥ BPEMEHHOTO XpaHEeHUs (POPMUPYIOTCS B Jelia pa3aeibHO;

B JIEJI0O BKJIIOYAIOTCA TOJBKO HCIIOJIHEHHBIE, MPAaBUILHO OQPOPMIICHHbIE—IOKYMEHTHI B
COOTBETCTBUH C 3aroJIOBKaMu €I B HOMCHKIIATYPE,

BCC NOKYMCHTBI, OTHOCAIIUCCA K PCHICHUIO OHOI'O BOIIpOCA, (I)OpMI/IpyIOTCSI B OJHO ACIO,

B CJlIy4dac, €CJIin H01160p1<a AOKYMCHTOB II0 OJHOMY BOIIPOCY HACUYHUTHLIBACT 6omee 100
JIUCTOB, OHA MOXKCT GBITB BBIACJICHA B CAMOCTOATCIIBHOC ACIIO,

AOKYMCHTBI, TOJJICKAIIINEC BO3BpATY, B JACJIO HC TOMCHIAKOTCA,

B ACJI0O NOMCHIACTCA TOJIBKO OAWH J3K3CMIUIAP AOKYMCHTA, YCPHOBUKU W BapUaHTHI
IMPOCKTOB JOKYMCHTOB B ACJIO HC MOAIIMBAIOTCSA (33 HUCKIIOYCHUEM TEX, HA KOTOPBIX UMCHOTCA
BHU3bI, YKa3aHUA 110 HCIOJHCHHUIO JOKYMCHTOB MW APYIru€ OTMETKH, AOIIOJIHAOLINEC HCpBBII\/'I
AK3EMILIAP);



B ACJI0 BKIIFOYAKOTCA, KaK IpaBUJIO, JOKYMCHTEI OAHOT'O KAJICHAAPHOI'O roga (I/ICKJ'IIO‘IGHI/IG
COCTaBJIAIOT MEPEXOAAIINUC I[C.Ha);

KaXXJI0€ JIeJI0 He JOJKHO mpeBblaTh 250 nucToB, npu OolblieM oObeMe
JIOKYMEHTOB B Jielie (GOpMUPYETCsi HECKOJIBKO TOMOB (4acTei).

B neno BIIIOYAIOTCS BCE MOKYMEHTHI IO KOHKPETHOMY BOMNPOCY BMECTE C
MPUJIOKEHUSIMU, YKa3aHHBIMU B TEKCTE JOKYMEHTA, MPU OTCYTCTBUM MPUIIOKEHUN,
YKa3aHHBIX B TEKCTE JOKYMEHTa, HCIOJHUTENb OO0s3aH CIeNaTh 3alliuch Ha
JTOKyMEHTE 00 UX MECTOHAXOXKICHUH.

JIOKyMEHTbl BHYTPU JEJla PAaCIOJIAraloTcsi B XPOHOJIOTMYECKON WIIN

BOHpOCHO-J’IOFH‘lGCKOﬁ IIOCJIICAOBATCIIBHOCTH, NJIN UX COUCTAHHU.

HOpMaTI/IBHI)IG u OpraHru3alMOHHO-PACTIOPAANTCIILHBIC JAOKYMCHTBIL
C OTHOCAIMIMMHCA K HHUM IPUIOKCHUAMU TPYHIIUPYIOTCA B ACJIa IO BUAAM JOKYMCHTOB H IIO
XPOHOJIOTHH.

IIpoTOKOJIBI 3aCENaHUN TEPPUTOPUATBHON KOMUCCUU PACIIOJIArAtOTCs B JIEJIE
II0 XPOHOJIOTHH B IOPSIAKE BO3pacTaHUsl HOMEPOB. JlokymeHTHI K 3acenannio THK
IIOMEIIAOTCS IIOCIIE COOTBETCTBYIOIIETO IIPOTOKOIIA.

ITonoxenus, UHCTPYKLINH, YTBEPKICHHBIE pacropsAUTEIbHBIMA
JOKYMEHTAMH, SBIIAIOTCA IPUIIOKCHUAMU K HUM U TPYNIUPYIOTCA BMECTE

C YKa3aHHBIMH JOKYMCHTAMM.

IInaHoBas U oTyeTHas AOKYMCHTANUs HE3aBUCHUMO OT HAThl €€ COCTABJICHUA BKJIIHOYACTCA
B ZICJIO TOT'O IoJla, K KOTOpOMY OHa OTHOCHUTCS.

B nene «Hepenncxa» HUCXOISIITHMN (OTBGTHBIﬁ) JAOKYMCHT IMTOMCHIACTCA ITOCJIC BXOAAIIECTO.
HpI/I BO300HOBJICHUU MNEpENrCKU 110 BOIIPOCY, HayaBIlIelcs B npeabIaAymeM roay, J0KyMEHTBI
BKJIIOYAIOTCA B ACJIO TCKYILICIO roaa M yKa3bIBA€TCA MHIACKC TOro JAcjia 10 HOMCHKJIATypE ACJ
NpEaAbIAYIICTO roaa, B KOTOPOM HAXOAATCA NPEAIICCTBYOIHUE JOKYMCHTEI IO 9TOMY BOIIPOCY.

OOpaiienns rpaxkjaaH U JOKYMEHTHI IO UX PAacCMOTPEHHUI0 (POpMHUPYIOTCS
B oTnenbHbIe fena. Kaxkmoe oOpaiiieHrne U Bce JOKYMEHTHI M0 €r0 PAaCCMOTPEHUIO
COCTABJISIIOT B JI€JI€ CAMOCTOSITENIbHYIO TPYIIIY M PacnoJiaralorcs B an(paBUTHOM
NOpPSIJIKE MO NepBbIM OykBaMm (aMUuii aBTOPOB 0OpaleHUH.

B nenax, Haxomasumxcsi B JI€JIONPOU3BOJCTBE, JOKYMEHTHI TEKYILEro rojaa
pacrnosiararorcsi 1Mo XpOHOJIOTMM CHHU3Y, BBEpX MO Mepe nocTyreHus. llpu
MOATOTOBKE K C/Iau€ B apXHB JeJa ¢ TOKYMEHTaMU MOCTOSIHHOTO U BpemeHHoro (10
JeT u Oosee) XxpaHeHus mepeopMUPOBBHIBAIOTCS B 0OPATHOM TOPSIIKE: TOKYMEHT,
MOCTYMUBIIUA B KaJICHIAPHOM TONy TMOCIEAHUM, TOJDKEH OBITh BHU3Y Jenia, a
MEePBBIN JOKYMEHT KaJICHAApPHOTO T0JIa — BBEPXY, MEPBBIM.

10.3. Tekyiiee xpaHeHHE JIEII.

Jlena c MOMeHTa UX 3aBeJIeHUs U J0 Mepeadyu B apXUB WM YHUUTOXXCHUS B
CBS3M C UCTEYEHHEM CPOKOB XpaHEHUs HaxXoHATCs Yy mpezcenarens (cekperaps)
TUK.

IIporokonsl 3acemanuy, pemenus THK, cnuckum npurnameHHsix,
npujaraéMble K  MPOTOKOAY  MOJJMHHBIE  SK3EMIUSIpbl  pElIEHUd ¢



COOTBETCTBYIOIIMMHU MPWIOKEHUSIMU, MNPOTOKOJbHBIE MOPYYEHUS, JOKYMEHTHI,
MOCTY>KUBIIIME OCHOBAaHHUEM JJII paccMOTpeHus Bompoca Ha 3acenanuu TUK,
pacimidpoBaHHas ayaMoO3anuch 3acedaHus (MpU €€ HAIMYHUM), CIIUCKH PACCBUIKU
MIOCTAHOBJICHUM 10 TIepe/ladyd B apXWB HAXOAATCA y Tpejcenarens (cekperaps)
THUK.

3a COXpaHHOCTh JJOKYMEHTOB U JIeJl OTBETCTBEHHOCTh HECET MpeiceaaTelb
THUK.

Jlena AOMKHBI HAXOIUThCS B paboyel KOMHATe WM B CHEIUAIBHO
OTBEJICHHOM JIsl 3TOU 1IeJIM TTOMEIIEHUH U XPAaHUThCS B 3aluparomuxcs mkadax,
MPEIOXPAHAIOINX JOKYMEHTHI OT IBUIM U BO3/ICUCTBUS COJTHEYHOIO CBETA.

B menmsx oOecrneueHWss ONEpaTMBHOIO IOMCKAa JOKYMEHTOB Jefia
pacronararorcss B COOTBETCTBHM C HOMEHKJIATypOW €N, KONUA KOTOPOU
MOMEIIAETCS Ha BHYTPEHHEH CTOPOHE JIBEPIIbI IIKada.

Ha Ttopmax oOnmokexk Jena  yKa3blBalOTCS  MHACGKCH  Jed 1O
HOMEHKJIaType Je.

Jlena, HaxojfIIMECs Ha TEKYIIEM XpaHEHUHU, mojjexar ydery. llepen
nepenadyei  JOKYMEHTOB B apXWB  IIPOBOJUTCS  MPOBEPKA  HAJIWYUA
1 COCTOSIHHS IOKYMEHTOB U JICJI B IIEJISIX YCTAaHOBJICHUS (DaKTHICCKOTO HATTHYHS JIe]T
U COOTBETCTBUS UX KOJIMYECTBY, UUCIISIIIIEMYCS IO HOMEHKJIAType Jel.

[IpoBepka HamuU4usi U COCTOSIHUS JOKYMEHTOB W J€J IPOBOAMUTCS TMpH
MepEeMENICHNHU JI€]1, BO3BpaTe Jei, cMeHe npeacenarens THUK.

[IpoBepka mMPOBOAUTCS TMyTEM CBEPKHM CTaTed HOMEHKJIATYphl el
C OTIMCAaHHUEM JeN Ha 00JI0KKE, a (U3UICCKOE COCTOSIHHE LI ONPEASsSeTCS IMIyTeM
WX BHU3YaJIbHOTO MpocMoTpa. Bce oOHapyKeHHBIE HEIOCTATKH (PUKCHUPYIOTCS
B aKT€ MPOBEPKHU HAJIMYUS U COCTOSIHUS JE]I.

B cimydae yTpaThl JTOKYMEHTOB M JieJ1 POBOAUTCS CIy>KeOHasl MpoBepKa, 1o
pe3yJibTataM KOTOpOW JIMII0, BUHOBHOE B YTpare, HECEeT OTBETCTBEHHOCTh B
YCTAHOBJICHHOM TOPSIJIKE.

Ecnu  otrnenbHBIE JOKYMEHTBI, YK€ BKJIIOUYCHHBICE B JI€JI0, BPEMEHHO
TpeOyroTcs ajis pabOThl, OHM MOTYT OBITh BBIJAHBI W3 J€Jla, & HA HX MECTO
BKJIQ/IBIBAETCS JIUCT-3aMECTUTEND C YKa3aHUEM, KOTJa, KOMY M Ha KaKOW CPOK BbIJIaH
JIOKYMEHT.

10.4. DkcmepTusa IEHHOCTH JJOKYMEHTOB.

DKcrnepTu3a IEHHOCTH IOKYMEHTOB IIPOBOJIUTCS 1)1 YCTAHOBJICHUS] HAYYHOM,
HUCTOPUYECKOM W TPAKTUUYECKON 3HAYMMOCTH JTOKYMEHTOB, OOpa30BaBIIMXCS B
nporiecce nesatenbHocTH THUK, ¢ 1ienbio otdopa ux Jj1s JabHEHIIEro XpaHeHUs UiTn
YHUYTOXXEHUS.



OKkcnepTu3a IIEHHOCTH JIOKYMEHTOB TPOBOAUTCA TIPU  COCTaBICHHUH
HOMEHKJIATYyphI JIel, B Tpoliecce (OPMUPOBAHUS 1€, MPU TOATOTOBKE I K
niepeave B apXuB.

Jl7is paccMOTpEeHUsI MPOSKTOB HOPMATUBHO-METOAMYECKUX TOKYMEHTOB II0
BOMpPOCAM JIEJIONIPOU3BOJICTBA M APXUBHOTO Ji€Nla, OMHUCEH J1ed MOCTOSITHHOTO U
BpemeHHoro (10 ner u Oosee) XpaHEHHUsS, aKTOB Ha YHUYTOXKCHHE €l H
JIOKYMEHTOB, HE HWMEIOIMX HAyYHOW ILIEHHOCTH M MPAKTHUYECKOrO 3HAYCHUS,
pemreaneM TUK wnm pacnopsokenuem npeacenarens TUK co3paercs skcniepTHas
komuccus (nanee — JK).

B ee ¢pyHK1Mu BX0IUT paccMoTpeHue u ogo0perre HoMmeHnkinatypsl nen TUK.

B coctaB OK Bkmtouarorcss unensl THUK, mo cornacoBaHuio — paOOTHUKU

apXMBHOTO OTJAENa QJAMUHUCTPALlUM MYHUIUMIIAIBHOTO pailoHa (TOpOJCKOTro
OKpYyTa).

[Ipn mpoBeneHUU SKCHEPTH3bl LEHHOCTH JOKYMEHTOB OCYIIECTBISETCS OTOOp Jen
noctosiHHOro M BpemeHHoro (10 et u Gonee) xpaneHusi, 0TOOp /ed ¢ BPEMEHHBIMU CPOKaMHU
XpaHEHHs, TOICKAIINX XPAHEHHUIO, BBIJICIICHUE K YHUUYTOXKCHHUIO JIeT 33 MPEABIAYIINE TOJIBI,
CPOKH XpaHEHHsI KOTOPBIX HCTEKIH. [Ipu 3TOM OHOBpPEMEHHO MPOBEPSIOTCS KAYECTBO U TIOJTHOTA
HOMEHKJIATYPHI ], TPaBHJILHOCTh ONPEICIICHHSI CPOKOB XPAHEHUS JIEIL.

DKcnepTu3a HEHHOCTH JJ0KYMEHTOB OCYIIECTBIISIETCS TyTEM IOJUCTHOTO MTPOCMOTpa JAEed.
He nonyckaercst oT60p JOKYMEHTOB JJIsi XpaHEHHsI WIIM K YHUYTOKEHUIO TOJIBKO HA OCHOBAaHUU
3aroJIOBKOB J€Jl.

JIOKyMEHTBI, yTpaTHBILNE MPAKTUYECKOE 3HAYEHHE U HE MMEIOIIMe MCTOPUYECKOM MU
HAY4YHOH IIEHHOCTH, [0 MCTEYEHUHU YCTAHOBJIEHHBIX CPOKOB XpAaHEHMS MOAJIEKAT YHUUTOXKEHUIO
0 aKTYy.

AKXTBI O BBIJICTICHUHU K YHUYTOKEHHIO T M JOKYMEHTOB pacCMaTPHUBAIOTCS HA 3aCEIaHUSIX
OK 0oHOBpEMEHHO C OMHUCSAMH JIeN. YHHUTOXKEHHE JEN M TOKYyMEHTOB JIO YTBEP)KICHHS aKTOB
3anpemaercs. BbiJeneHHbple K YHHUYTOXKECHHIO Jela W JIOKYMEHTBl YHUYTOXKAIOTCS ITyTeM
U3MENbYCHHS, TIEPEPaAOO0TKH HITH IPYTUMHU YCTAaHOBJICHHBIMHU CIIOCOOAMHU.

Ilo pe3ynaprataM 3KCHEpPTH3bl IEHHOCTH JOKYMEHTOB OTBETCTBEHHBIM 3a BEICHHE
JIeNTOTIPOU3BOICTBA €KEr0HO COCTABIISIIOTCS OMUCH JIeNl TIOCTOSHHOTO U BpeMeHHoro (10 jet u
Oonee) xpanenus (npuiokenus Ne 12, 13), a Takke akThl O BBICTICHUH K YHUUTOXKEHHIO JIeT, He
HoJUIeKAIIMX XpaHeHuto (mpuioxenue Ne 14 «®Popma akTa O BBIICICHUUM K YHUYTOXEHHUIO
JIOKYMEHTOBY).

Omnucu aen noctosHHOTO U BpeMeHHOoTo (10 set u Oosee) XpaHeHusl, a TakKe
aKTbl O BBIJICJIEHUH K YHUYTOXEHUIO ATUX JieNl paccmarpuBairoTca Ha OK

Y YTBEPKAAIOTCS MPECENATENEM TEPPUTOPHUATIBHON KOMUCCHUU.

Onucu Jen NOCTOSTHHOTO XPaHEHUs IMOJIekKAT YTBEPKACHUIO SKCIIEPTHO-IIPOBEPOYHON
KOMHCCHEW YTpaBleHUs IO JAejlaM apxuBoB Pb uepe3 apxXuBHBIM OTAEN aIMUHUCTpALUU
TOPOJICKOIO OKPYTa.

[Tpu YHUYTOKEHUU JIOKYMEHTOB co CPOKOM XpaHECHUS

«Jlo MuHOBaHMS HamoOHOCTH», «1 rom», «3 roma», «5 JIET» COCTABIIIETCS akKT,



KOTOPBIA MOJINCHIBAETCS HE MeHee deMm AByms uwieHamu THK m yrBepxkmaercs
npeacenareneMm THK nocne paccmorpenus Ha OK.

Cpok xpaneHus «J1o MuHOBaHUSI HAIOOHOCTU» HE MOXKET OBITH MeHee 1 roza.

YepHOBUKM U  PYKONHCH TMOJATOTABIMBAEMBIX JOKYMEHTOB, KOIHH
WHOOPMAIIMOHHBIX H JAPYTUX MaTepHaJOB, HE TMOJICKAIINX BKIIOYCHHUIO
B HOMCHKJIATYPY €1, IO MUHOBAHUH B HUX HAJOOHOCTH MOTYT YHHUUYTOXAThCS O€3
COCTAaBJICHUS aKTa.

BporurtopoBka €1 mMpoU3BOIUTCS TOJNBKO IOCHE MPOBEACHUS SKCIIEPTU3HI
LEHHOCTH JJOKYMEHTOB.

10.5. Odopmnenue nen.

Hena, mojuiexxanye Imepefadye Ha XpaHEHHWE B apXWB, JODKHBI OBITh
0o(OpMJIEHBI COOTBETCTBYIOILIUM 00pa3oM.

Odopmienue aena BKIIOYAET B ce0s IPOBEPKY CUCTEMATHU3AIUU IOKYMEHTOB
BHYTpH JIeJIa, HyMEPAIMIO JIMCTOB, COCTABIICHUE BHYTPEHHEH OMUCU JOKYMEHTOB
nema (mpwiokerne Ne 15), nmcra-3aBeputens jgena  (npuiiokenue Ne 16),
oopMIICHUE PEKBU3UTOB O0JIOKKHU, TOANIMBKY (TIEPEIUICTCHHE) Jea.

B 3aBUCUMOCTH OT CPOKOB XpaHEHUS MPOBOJUTCS MOJHOE WJIM YACTUYHOE
odopMIICHHE JIC]I.

Jlena mOCTOSIHHOTO XpaHEHWs MojaJiexaT nmoJiHoMy odopmienuto. IlomHoe
oopmiieHne gaena mpeaycMaTpUBAET TMPOBEPKY CHUCTEMATH3AIMU JOKYMEHTOB
BHYTPH JieNa, IPaBUIBHOCTH X OQOpMIICHUS (HATNINE HEOOXOAMMBIX ITOITUCEH,
BU3, OTMETOK O PETHUCTPAIMK U WCIIOTHCHHH, PUIIOKEHN), HyMEpaIruio JIMCTOB,
COCTABJICHME BHYTPEHHEH OINWCH JOKYMEHTOB Jeja, COCTaBJICHHE JIUCTa-
3aBepuTens jiena, opopmiIeHHEe PEKBU3UTOB OOJIOKKH, TIOJIITUBKY (TIEperieTeHne)

Jiena.

Hena BpemeHHoro (Ao 10 7neT BKIIOYMTENBHO) XpaHEHUS MOAJIEKAT YACTHUHOMY
oopMIIeHHIO: JIOMTyCKAeTCs He MPOBOAMTH CHCTEMAaTHU3alllI0 JOKYMEHTOB B JI€Jie, JIUCTHI JieTia He
HyMEpOBaTh, 3aBEPUTENIbHBIC HAAIINCU HE COCTABIIATD.

O6nmoxka nena odopmisercs no YCTaHOBJICHHOU dbopme
(mpunoxkenre Ne 17). CBeneHust Ha OOJNOXKKY TEPEHOCITCS W3 HOMEHKJIATYphl i€l C
YTOYHEHHUSIMH, OTPaXaroMMH (PAKTHUECKUI COCTaB MOMEIIEHHBIX B J€JI0 IOKYMEHTOB.

O61oxKa Jiena HaAMKUCHIBAETCSl YEPHBIMU CBETOCTOMKMMU YepHHIIaMH, pa30opuuBo, O6e3
COKpAILICHHIA.

Ha o0Omoxke penma yKka3pIBalOTCA —CleAylomMe pekBU3UTH: Ha3Banue 1UK,
JIeNTOTIPOU3BOJICTBEHHBI HOMEp (MHAEKC) Jena, 3arojioBOK Jiena, Jara jAena (ToMa, 4acTH),
KOJIMYECTBO JIMCTOB B JIEJIe, CPOK XPaHEHUS Jela, apXUBHBIN mHU(p aena.

PexBU3UTHI, TpOCTaBIsieMble Ha 00JIOKKE Aesa, OPOPMIISIOTCS CIeIyIOIUM 00pa3oMm:

HazBaHue TUK ykaspiBaeTcs B coorBercTBUM ¢ persiaMveHToM TUK. Ilpnm n3menenun
Ha3BaHus THK B TedueHune nepuosa, 0XBaTbIBAEMOI'0 TIOKYMEHTAMH Ji€J1a, Ha 00JIOKKE K CTapOMy
Ha3BaHUIO PUNKCHIBAETCS HOBOE;



JIEIOTIPON3BOICTBEHHBIN HOMED (MHJIEKC) JieTia — IPOoCTaBisieTcs mudpoBoe 0003HAYCHUE
(MHEKC) eTa M0 HOMEHKIIATYpE JIe;

3aroJIOBOK (HaMMEHOBAHHE) Jella TIEPEHOCHTCS U3 HOMEHKJIATYPHI e (B HEOOXOAMMBIX
CIIy4asiX B 3ar0JIOBOK BHOCATCS YTOUHEHHUS);

Jarta Jiena — Ha OOJIOXKKE JIejia YKa3bIBalOTCA JIBE JIaThl, KOTOPbIE Ha3bIBAIOTCS KPAHUMU
JaTaMH ¥ COOTBETCTBYIOT JTHIO, MECSILY, TO/1Y 3aBEACHUS M OKOHUAHUS JIeJIa AJIs JIeJ HOCTOSTHHOTO
xpaHenus. HayanpHas 1aTa —3T0 AaTta caMoro paHHero, a KOHeYHas Jjata — JjaTa caMoro MO3/IHEro
nokyMmeHTa B niene. [Ipu 3TOM yduTBHIBAIOTCS JaThl BXOIALIMX U MCXOISAIIMX JOKYMEHTOB (B
Clly4ae UX OTCYTCTBUS — JAThl PErHCTPAIH TOKYMEHTOB), U HE YYUTHIBAIOTCS J1aThl CIIMCAHUS
JOKyMEHTOB B [I€JI0, yKa3aHUH 10 MCIOJIHEHHUIO JOKYMEHTOB, OTMETOK MCIIOJHUTENS (3a
UCKJIIOYEHHEM CIIy4aeB, KOrja Ha JOKYMEHTaX He UMEETCs IPYIuX AaT, KpOME [IEPEUNCIICHHBIX).

[Ipn HanmucaHuM KpalHUX AaT Ha OOJIOKKax /€] MOCTOSHHOTO XPAaHEHUs YHCIO U ToJ
IIPOCTABJISIFOTCS apaOCKUMU LIM(PpaMu, a Ha3BaHUE MECsLA MUILETCS IPOIUCHIO 0€3 COKpaIleHusI.
Ha o6mnoxxkax J1e1 BpeMEHHOTO XpaHEHHUs YKa3bIBAeTCsI TOJIBKO TO/.

Ha o6noskax fein, cocTOsIMX U3 HECKOJIBKUX TOMOB (YacTeil), MPOCTaBIsAI0TCA KpaliHue
JIaThl KQXKI0T0 TOMa (4acTH).

KonunuecTBo npoHyMepoBaHHBIX B JI€Ji€ JINCTOB MPOCTABISETCS C TUCTAa-3aBEPUTEIIS JIeIa.

Cpok XpaHeHusi NEPEeHOCUTCS Ha OOJIOKKY Jiela M3 HOMEHKIarypel aen. Ha nemax
MOCTOSIHHOTO XpaHeHus numiercs: «IlocTostHHOY.

ApxuBHbIH mHdp AeIa COCTOUT U3 HOMepa GOoHIa, HOMEpa OITUCH, HOMepa Jiejia 110 OTIHCH,
B MYHUIIMIIAJIbHOM apXHB€ MPOCTaBiIsieTcst Homep (hoHAaa.

Ha Topue nena ykaspIBaroTCs 3aroj0BOK J€J1a, MHACKC JIea 110 HOMEHKIAType, AaTa Jena
Y CPOK XpaHEHHUS.

B nensix obecnieueHust COXpaHHOCTH M 3aKpETIeHUs MOPsAKa PACIOI0KEHNS TOKYMEHTOB,
BKJIIOYEHHBIX B JI€JI0 YUCTBIE JIUCTHI U3 JIea U3bIMatOTCs (0€3 MOBPEeXICHHS LIEJIOCTHOCTH Jefia).
Bce nucTel, KpoMe JMcTa-3aBEpUTEN J€lla U JIMCTOB BHYTPEHHEH OIMCH HYMEPYIOTCS B
pa3BepHYTOM BuUE apaObCKuMu IupamMu BajloBoW Hymepaluei. JINCTbl HyMepyloTcs MPOCThIM
KapaH/JallloM CBEPXYy BHHM3 B BO3pACTalOIIEM MOpPSAKE HOMEpPOB HauuHas ¢ nepBoro. Lludper
IPOCTABJISIIOTCS B TMPaBOM BepxHeM yriy jucra. Hymepauus 1IBETHbIMU KapaHJaIlaMH,
YepHUJIAMH U HyMepaTopaMH He JOITYCKaeTCsl.

JIOKyMEHTBI ¢ COOCTBEHHOH HyMmepaluel JIHCTOB, B TOM YHCIIe TNeYaTHbIE H3JaHus,
HYMEpYIOTCSI B OOIIEM TMOpPSJIKEe WM COXPAHSIIOT COOCTBEHHYIO HyMeEpalHio, €cid OHa
COOTBETCTBYET MOPSIKOBOMY PacIoJI0KEHUIO JIMCTOB
B JIETIE.

Cno>xeHHBIH JUCT 00J1b11I0TO dbopmara (A2, A3) pa3BopayuBaeTCs
U HyMepyeTcs B IpaBod yacTu BepxHero mnois jucra. [Ipum atom muct moboro ¢dopmara,
MOAIINATHIA 332 OJMH Kpal, HyMEpyeTCs KaK OJWH JIHCT, a JUCT, CIOKEHHBIA M MOJIIMUTHIA 3a
CepeuHy, OJUICKUT NePEelINBKE U HyMepYyeTcsl KaK OMH JIUCT.

Ecnu B gene ectb KOHBEPT C BIIOKEHUSMU, TO CHayaja HyMepyeTcsi KOHBEpPT,
a 3aTEM OUCPCAHBIM HOMECPOM KaX/10€ BJIOKCHUC.

®dotorpadbur M Apyrue WLIIOCTPATUBHBIC MaTepHaibl HYMEpPYIOTCS Ha

000pPOTHOM CTOPOHE B JIEBOM BEPXHEM YTITY.

JIucT ¢ HarIyxo HaKJICECHHBIMU JTOKYMEHTaMH (BbIpe3kamu, hoTorpadusMu) HyMepyeTcs
KaK OAWH JHCT. ECTM K JOKYMEHTY MOJAKJICEHBI OJHUM KpaeM Npyrue JOKYMEHTHI (BCTaBKH
TEKCTA, IEPEBOJIBI), TO KaXKIBIH JINCT HYMEPYETCS OTACIBHO.



[Tpunoxenue K Aeiy, COCTABISIIONIEE OTAEIbHBIA TOM, HYMEPYETCS OTAEIBHO.

HpI/I HaIn4yuy OTACIIbHBIX OIIHOOK B HyMEpaluu JIMCTOB B ACJIAX IMPU IHNOATOTOBKE UX K
c/1adye B apXUB JOMYCKAETCs MO COTIACOBAHMIO C HUM YHOTPEOJICHUE JIUTEPHBIX (C OYKBEHHBIMHU
I[OHOJIHCHI/ISIMI/I) HOMCPOB JIMCTOB.

B Jcj1ax IIOCTOAHHOI'O XpaHCHUA JJIsA yucTa n IIOUCKa JOKYMCHTOB
B HayaJIe Jiejia MOKET MOMEIIAThCsl BHYTPEHHSISE OnKCh (mpritoskenue Ne 15).

JIucThl BHYTpEHHEN ONMCH HYMEPYIOTCS OTEIIBHO.

Kaxnoe neno 3akaHUMBaeTCs JTHCTOM-3aBEPUTENIEM YCTAHOBIECHHOU (OPMBI
(mpmtoskerne Ne 16).

B nucre-3aBepurene aena nugpamMu v MPOMUCHI0 YKa3bIBAETCS (haKTHUECKOE
KOJIMYECTBO JINCTOB B IAHHOM JI€JI€, @ TAK)KE HAJWYUE JIMTEPHBIX U MPOMYIIEHHBIX
HOMEPOB JIMCTOB, KOJMYECTBO JINCTOB BHYTPEHHEH ONHMCU M HAJIMYUE CPEAU
JIOKYMEHTOB Ta3eT, KHUT, OpoIIop, dyeprexeu, gororpaduii, puCyHKoB U T.1.,
CTaBUTCSA JaTa U MOANKCH paOOTHHUKA, CPOPMUPOBABLIETO €0, U YKa3bIBAETCS €r0
JOJKHOCTh, MHULMANBI U (paMuiansl. Eciii KonM4yecTBO JTUCTOB B JI€TIE€ U3MEHSETCH,
3aBEpUTEIIbHAS HAJIIUCh COCTABIISETCS BHOBb.

IIpu mnoaroroBke Jnen K NOAIIMBKE (MEpeIuieTy) IpOBEpsieTCsl MPaBUIBHOCTh HX
dbopMupoBaHus, 0POPMIICHHUS, METATMYCCKHE CKPETUICHUS U3 IOKYMEHTOB yIAJISIFOTCS.

JIOKYMEHTBI OJIIMBAIOTCS TAKUM 00pa3oM, 4YTOObI MOXHO ObLIO CBOOOJIHO
IIPOYUTATh TEKCT KaXIOro JOKYMEHTa, BHU3bl M YKa3aHUS II0 MCIOJIHEHHIO
JIOKYMEHTA.

10.6. Ilepemaua men B apXuB.

Ilepenaya nenm TOCTOSIHHOIO XpaHEHWsI B apXUB OCYLIECTBISIETCS IMOEIMHUYHO IO
yTBepkAeHHBIM DK OnUCsM J1e/1 TOCTOSHHOTO XpaHEeHHUS.

[Ipuem TOKyMEHTOB Ha MOCTOSIHHOE XpaHEHHE O(pOpMIISIETCS aKTOM IpHueMa-liepeaduu
JTOKYMEHTOB (rpuioxenue Nelg).

[Ipun nepenaye en Ha BCeX DK3EMILIAPaX OMMCH 1€ POTUB KaK0T0 BKIIIOUEHHOT'O B HEE
nena B rpade «[IpuMedanuey» cTaBUTCS OTMETKA O HATMYUU JieNia. B KOHIIe KaXK0ro SK3eMILIIpa
OIUCH nen YKa3bIBAIOTCS nuppamu
U TPOMHCHIO KOJUYECTBO (PAKTHUUECKH MPHUHSTHIX (TIEpEJaHHBIX) B apXHB JeJI, WHHUIMATIBI U
(bamMuIUK JH1L, OCYIIECTBISIONINX MpUEM-TIepeaady Jell, CTaBATCs UX MOANUCH U AaTa.

IIpu mpueme nen B apxuBe NpoOBepseTCs MPaBUIBLHOCTH MX odopmiienus. /[lena,
odopMIIEHHBIE C HAPYIICHUEM TIPaBUJI, YCTaHOBJICHHBIX HCTpyKImel, Bo3Bpamarotcs B TUK ¢
YKa3aHUEM HEJOCTATKOB ISl UX YCTPAHEHHUS.

N30uparenpHas KoMHCCHS UMEET MPUOPUTETHOE MPABO HA HCIIOJIb30BAHUE JIOKYMEHTOB,
NepeJaHHbIX €0 Ha FOCYAapCTBEHHOE XpaHEHHUE, B TOM YHCIIE Ha X MEPBYIO MyOIUKaLIUIO.

11. OTBETCTBEHHOCTH

11.1. Unenst TUK HecyT mnepcoHalbHYIO OTBETCTBEHHOCTh 3a COONIOJEHHE
TpeGoBaHui MHCTPYKIIH, COXPAaHHOCTh HAXOAIIMXCSA Y HUX JOKYMEHTOB.

11.2. OtBeTcTBEHHOCTHh 3a oOpranuzauuio aenomnpousBoactsa B THUK,
BHEJIPEHUE aBTOMAaTU3WPOBAHHBIX (KOMIBIOTEPHBIX) TEXHOJOTHMH MOATOTOBKH M



00pabOTKHU TOKYMEHTOB, 00€CIIeYeHHEe COXPAaHHOCTH JOKYMEHTOB U Mepeiavy ux B
apxuB, KOHTPOJb 3a coOmIoneHHueM TpeOoBaHUN WHCTPYKIIMH OCYIIECTBIISIET
npencenarens TUK.



®opMa perucTpalMOHHOIO KYPHAJIa BXOASIIUX IOKYMEHTOB

[Tpunoxenue Ne 1

K UHCTPYKLHHU IO JEJIONPOU3BOJICTBY

B TEPPUTOPHAIBHOIN M30UpaTeNIbHOI KOMHUCCUU
MYHHUIMIIAIBHOTO paiioHa Kapannensckuil paiioH
Pecniy6nuku bamkoproctan

Jara nocrymienns KoppecnoHaeHT, 1aTa U perucTpaluoOHHbIN HOMep Kparkoe Pe3ouronust niam KoMy OTtmMmeTka 00
W PErNCTPANMOHHBII HOMep NMOCTYNIMBIIET0 TOKYMEHTA cojep:KaHue HAIIPABJIEH JOKYMEHT HCIOJTHEHHH
(I)opMa PEruCTpaliuOHHOrO0 KypHaJja HCX0AAIUX TOKYMEHTOB
Jlata n
. KoppecnonaeHt Kpatkoe conep:xanue OTMeTKa 00 UCTIOJIHEHUH
perucTpanuoOHHbIi HOMEP




[Tpunoxenne Ne 2

K UHCTPYKIIUHU IO JIEIONPOU3BOJCTBY

B TEPPUTOPHAIIEHON U30UPATEIbHON KOMUCCHH
MyHULIMTIATBbHOTO paiiona Kapauaenbckuii
paiion PecniyOnuku bamkoprocran

[MEPEYEHD
JOKYMEHTOB, He NoAneKallnx permcrTpaLmm

CooO0111eHHs 0 3aCeJaHMIX, COBEIIAHUIX U ITOBECTKAX JHS.

Y4eOHble MPOrpaMMsl, MIIaHBI.
Pexnamarie HU3BCIICHU, I1JIaKAaThI (3a HCKIIIOYECHUEM aFI/ITaHI/IOHHBIX).

H03,IlpaBI/ITeJ'IBHBIe IMMCbMa U TCICIPAMMBI.

o w Dn e

[IpurnacurenbHbIe OUIIETHI, IPUTITALICHUS HA PAa3IMYHBIE MEPOIIPUATHSI, HE COJepIKaIIne
HA/IJISKAIINX PEKBU3UTOB MTUCHMA.

6.  Byxranrepckue JOKYMEHTHI.

7.  TlewaTHble U3aHUS.

8. OmeparuBHas wuHpOpMamus, TMocTymnaromas 1o KadHamam cBs3u ['AC

«BBIOOPHY.
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K UHCTPYKIIUHU IO JIEIONPOU3BOJCTBY

B TEPPUTOPHAIIBHON N30MpATETLHON KOMUCCHH
MyHULIMTIATBbHOTO paiiona Kapauaenbckuii
paiion PecniyOnuku bamkoprocran

AKT
MBI, HIKETIO MU CABIINECS
,  COCTaBHIIH
aKT O TOM, 4YTO « » 20  r. Tpu BCKpBITUM MaKeTa
B HEM HE

OKa3aJI0Ch

HacTosimuii akT cocTaBiieH B IBYX 3K3EMIUISpax.

Iloamucu:




ITpunoxxenue Ne 4

K HHCTPYKLIAHU 110 JEJIOIPOU3BOIACTBY

B TEPPUTOPHAIIBHON N30MpATETLHON KOMUCCHH
MyHULIMTIATBbHOTO paiiona Kapauaenbckuii
paiion Pecriy6nuku bamkoprocran

MHPOTOKOJI Ne
3acelaHUsl TEPPUTOPHUAIBbHON U30UPATETbHOI KOMHCCUU

Pecny0siuku bamkoprocran

« » 20 roga
Hayauno: 4acoB MUHYT
MecTo npoBeieHUs:

IIpeacenareancrBoBan (D.M.0O.) — mnpencenareny TEPPUTOPUATBLHON HM30MpATEIBLHON
KOMHCCHH.
IIpucyrcrBoBaiu: 3aMeCTUTENb NpeicenaTens KOMHCCUU , CEKpeTaphb
KOMMCCHH , WIEHbI KOMUCCUHU C TMPaBOM PEIAOIIEro Tooca ;
YJIeHbl KOMHCCHH C TIPaBOM COBEHIATEIBLHOTO TIoJjoca ;  TIpH
paccCMOTPEHUHU BTOPOTO BOMPOCA MOBECTKH JIHS -
INOBECTKA JHSA
1.
2.

I'onocoBanue mo noBecTke AHSA: «3A» - ; «[TPOTHUB» — .
B XOJE 3ACEJAHUSA
1 O... (HauMeHOBaHHWE BONPOCA IMIOBECTKH JIHS)

(hamunuu u uHUYUATBL BLICMYNUBUIUX NPU 0OCYHCOCHUU BONPOCQ)
TepputopuansHas n3dupaTenbHass KOMUCCHUS PEIIUIa:

1.

2.

["osocoBanue 1o NepBoOMy BONpOCY MOBECTKU JHS: «3A» - ;5 «[IPOTUB» — __.

20

IIpencenarens
TEPPUTOPUATHEHON M30MPATETEHON KOMUCCHH

(MHUIMANBL, hamMuIHs)

Cexperapb
TEPPUTOPUATBHON N30MpPATEIbEHOW KOMUCCUU

(MHHUIHAIIBL, (aMHITIS)
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K MHCTPYKLIUH I10 JAEJIONPOU3BOACTBY

B TEPPUTOPHAIIEHON N30MpATEIHbHON KOMUCCHH
MyHULIMTIATBbHOTO paiiona Kapauaenbckuii
paiion PecniyOnuku bamkoprocran

TEPPUTOPHAJIbHAS U3BUPATEJIBHASI KOMUCCHSI BAIII'KOPTOCTAH PECITYBIMKARBI
MYHHLUIAJIBHOTO PAVIOHA KAPAMEJBCKHI 'KAPU3EJ PANOHBI MYHUITAIIAJIb PAOHBIHBIH
PAIOH PECITYBJIMKYM BALIKOPTOCTAH TEPPUTOPYIAJIb hAJIAY KOMACCHAShBI

2 cents6ps 2020 roga Ne 25/3-5

c. Kapannenp

0]

(HaMEHOBaHHE PEIICHYIS)

Ha ocnoBanuu cratem _ @expepanbHOoro 3akoHa «0OO0 OCHOBHBIX TapaHTHUSX
n30upaTeabHBIX MIpaB U MpaBa Ha yyacTue B pedepennyme rpaxnaan Poccuiickoit @eneparum»
u cratbu _ Kogekca PecnyOnuku bamkoproctaH o BbIOOpax —TeppUTOpUANIbHAS
u30upaTenbHast KOMUCCHS Pecny6nuku bamkoprocran pemmia:

1.

2.

[Ipencenarens
TEePPUTOPUATHHON N30MpaTETHHON
KOMHCCHH (MHMLIMATBL, (aMUITHS)

Cexperapb
TEePPUTOPUATHHON N30MpaTETHHON
KOMHCCHH (MHMLIMATBL, (aMUITHS)




[Tpunoxenue Ne 6

K HHCTPYKLIAHU 110 JEJIOIPOU3BOIACTBY

B TEPPUTOPHAIIBHON N30MpATETLHON KOMUCCHH
MyHULIMTIATBbHOTO paiiona Kapauaenbckuii
paiion Pecriy6nuku bamkoprocran

TEPPUTOPHUAJIBHASA I/I3EI/IPATEJII)HA5[ KOMI/ICQI/IH BAIII'KOPTOCTAH PECHYBJH/I“KAI:LI KAPUIEJ
MYHUIUITAJIBHOI'O PAUOHA KAPAUJEJbCKUA PAMIOHEI MVYHUITUTIAJTE PAMOHBIHBIH
PAMOH PECIYBJIAKH BAIIKOPTOCTAH TEPPUTOPHAJIb hAMJIAY KOMUCCHSIhbI
Jlenuna yu., n. 24, c. Kapaunean, 452360, Aenun ypawmsl, 24, Kapuszen aybiisl, 452360,
Ten. (34744) 2-14-80, 2-12-20 Ten. (34744) 2-14-80, 2-12-20
e-mail: 02t031p@cikrb.ru e-mail: 02t031p@cikrb.ru

Ne OT « » 20 1.

Ha Ne OT « » 20 T.

®omuueny [1.1.

Beepnas yim., nom 15, xB. 10,
c. bakansl, Pecybnuka
bamkoproctan, 450057

YBaxaewmsiii [letp MBanoBUY!

Hampasisito 3aIpanuBacMble Bamu CBE/ICHUSA 0

[TpunokeHne: TUCHbMO TEPPUTOPHAIIBHON M30UpaTEeNbHON KOMUCCUU MYHUIIMIIAIBHOTO
paiiona AckuHCckuii pailon PecnyOnuku bamkoproctan ot 15.12.2020 Ne01-21/4 u
IPWIOKEHUE K HEMY, Bcero Ha 15 1. B 1 3k3.

C yBaxxeHueM
IIpencenarens (MHMLIMATBL, (aMIIINA)
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K MHCTPYKLIUH I10 JAEJIONPOU3BOACTBY

B TEPPUTOPHAIIBHON N30MpATETLHON KOMUCCHH
MyHULIMTIATBbHOTO paiiona Kapauaenbckuii
paiiona PecniyOnuku bamkoprocran

TpeboBaHusA K JOKYMEHTAM, H3TOTOBJIAEMbIM C IOMOIIbI0
NMeYararwiumx YCTPOHCTB, U K (pailiiaM TEKCTOBBIX JOKYMEHTOB

1. TekcThl AOKYMEHTOB Ha OiaHkax ¢Gopmara A4 medararoTcs yepes
1,5 MeXCTpOUHBIX MHTEpBaNa, Ha OjaHkax ¢opmaTta AS — dyepe3 1 MEKCTpOUYHBII
WHTEpBaJ.

TexcThl AOKYMEHTOB, MOJATOTAaBIMBAEMBIX K THUIOIPa()CKOMY H3AaHUIO,
MevaTarTCs 4Yepe3 1Ba MEKCTPOUHBIX HHTEpBaa.

2. HasBanwme BuIa JOKyMEHTA MeyaTaeTCs MPOMMCHBIMUA OyKBaMHU.

3. Ecmm 3aromoBok Kk Tekcty mpebimaeT 150 3HakoB (5 cTpOK),
JIOMYCKAeTCsl MPOJUIeBaTh €ro 0 TpaHUIBl mpaBoro mois. Touka B KOHIIE
3aroJIOBKa HE CTaBHUTCH.

4. Pacum¢ppoBka mnoanucu B pekBuszure «lloamuce» mewaTtaercs
Ha YpOBHE TOCTEIHEH CTPOKM HAMMEHOBAHUS JOJDKHOCTH C HMCIOJIh30BAaHUEM
xomOuHarwu kinasuin Shift — Ctrl — ITpo6en Mexay nHHUIIMATIaMU 1 HaMUITHACH.

5. Co3panue, QopMaTHpOBAaHME U BbIBOJ Ha Ie4yaThb JIOKYMEHTOB
IPOU3BOJAUTCS Ha KOMIBIOTEpAaX C HMCIHOJIb30BAaHUEM TEKCTOBOTO Mpolieccopa
MS Word. Breapenue »dJIEKTPOHHBIX TaOJMIl, CO3MaHHBIX B TaOJWYHBIX
nporieccopax, B gokymeHTel MS Word ne momyckaercs. Jlomyckaercs, mpu
HEOOXOJMMOCTH, CO3/laHue, (OopMaTUPOBAHUE M BBIBOA Ha Ie4yaTh TaOJIHLL
nocpeacTBoM TabauuHoro nporeccopa MS Excel.

6. Ilpm dQopmaTupoBaHMM TOKYMEHTOB 00s3aTeIbHO paboTaTh C
BKJIFOYEHHOW KHOMKOM Y[, YTOOBI BUAETHh HA S3KPAaHE BCE CIY>KEOHbIE CUMBOJIBI.

7. Tlpu ¢opMatupoBaHUM TEKCTa JOKYMEHTOB HCHOJb3YETCS CTHIIb,
KOTOPBIN UMEET CIEAYIONIUE TapaMeTphI:

o Mpudt TimesNewRomanCyr

o Pasmep 14 nyHKTOB

o OrcTyn ciea 0 cm cnpaBa  OcMm

o Nurepsan nepen 0 mynkTtoB mocie 0 MyHKTOB

° MeXCTpOUHbI UHTEPBAII IOy TOPHBIN

o ITepBas cTpoka orcTyn Ha 1,25 cm

o BrlpaBHUBaHME 10 IUPUHE

8. Ilpu dopmaTtupoBaHuu TaOIUI] HEOOXOIUMO COONIOAATH CIEAYIOIINE
TpeOOBaHMUS:

TabnMila Bcerja JOJDKHAa HMETh Ha3BaHHE, KOTOPOE BBIPABHHMBAECTCS
I10 IIPaBOMY MOJIKO JOKYMEHTA;

Ta0JIMLIA BBIPABHUBAETCS 1O LEHTPY JIUCTA;

3aroJIOBKU CTOJIOLIOB U CTPOK BBIPABHUBAIOTCS IO LICHTPY STYCHKH;

JaHHbIE B sTYeHKaX TaOJUIIbI BEIPABHUBAIOTCS CBEPXY MO JIEBOMY Kpalo;



MPOJIOJDKEHNE TabJIUITEI HA HOBOM JIMCTE BCETIa HAYMHAETCS C 3ar0JIOBKOB
ee CTOJI0I10B (UM HOMEPOB I'pad B ciayyae, eciiu rpadbl TAOIUIBI HAa TIEPBOM JIUCTE
IPOHYMEPOBaHbI);

CTPOKH TaOJMIIBI IEPEHOCATCS Ha HOBBIN JTUCT JTOKYMEHTA HCKITIOUNTEITHHO
IIETUKOM;

MIMpUHA W BBICOTA TAOJMIBI HE JOJDKHBI TPEBBIIATH Pa3MEphl IMOJCH
JTIOKYMEHTA.

9. Pasmepsl moseit TOKyMEHTa JOJKHBI UMETh CIIEAYIOIINE TapaMeTPhI:

° BEpXHEE 2,0 c™m
. HIDKHEE 2,0 c™m
° JIEBOE 3,0 c™m

o MpaBoe 1,5cm
Ot Kkpast 10 KOJIOHTUTYJA:

° BEPXHETO 1,25 cm
° HIDKHETO 1,25 cm

10. IIpu moAroTOBKE TOKYMEHTOB UCHOJB3YIOT CICIYIONINE PEKBUZHUTHI:
HaMEHOBAaHUE OPTaHU3ALINY;
HaUMEHOBAHUE BUA JTOKYMEHTA;
CCBhUIKA Ha PErUCTPAIlMOHHBIN HOMED U 1aTy JOKYMEHTA,
MECTO COCTABJICHUS WM U3JIaHUS JOKYMEHTA;
ajpecar;
rpud yTBEpKIACHUS TOKYMEHTA;
3aroJ0BOK K TEKCTY;
TEKCT JOKYMEHTA;
OTMETKA O HAJIMYUU MIPUIIOKCHUS;
MOAIHUCH;
rpud coriacoBaHus TIOKYMEHTA;
OTMETKa 00 UCIIOJIHUTETIE.
11. PexBusuthl (KpomMe TEKCTa JOKYMEHTa U ajpecara), COCTOSIIUE
13 HECKOJBKUX CTPOK, M€UATAIOT CO CJICAYIOIMIUMU TapaMeTpaMu:

o Mpudt TimesNewRomanCyr

o Pasmep 14 nyHKTOB

o Otctyn cieBa 0cm cipasa 0 cm
o HNurtepBan nepen 0 myHKTOB nocie 0 myHKTOB
° MeXCTpOUHbI UHTEPBAII OJVMHAPHBIN

o OTtcTyn nepBoi CTPOKHU HET

o BripaBHUBaHME 10 LIEHTPY

12. PexBusut «Anpecar» nedararor co CIeIyIOIMMU TapaMeTpaMu:

o Ipudt TimesNewRomanCyr

o Pazmep 14 nyHKTOB

o OTtctyn cieBa 7 cM cnpaa 0Ocm

o WNHuTtepBan nepen 0 myHKTOB TOCIE 0 myHKTOB



o MexcTpouHbIi HHTEPBAI OJIMHAPHBIN

o OTcTyn nepBoy CTPOKH HET

o BripaBHUBaHME I10 LIEHTPY

Ecnu cocraBHble 4YacTH pPEKBU3UTOB «Ampecar», «['pud yTBepxaeHus
nokyMeHTa», «['pud cormacoBaHus JOKyMeHTa», «OTMeTKa O HAJIWYUH
IIPUJIOKEHUSA» HE YMEIIAIOTCSA Ha OJHOM CTPOKE, TO Pa3pblB CTPOKU B HYKHOM
MECTE IPOU3BOJUTCS C IOMOIIbIO cHMBONa «Pa3pblB CTpokn» (KoMOMHaUuWs
knasuin Shift — Enter), Hanpumep:

COI'JTACOBAHO
HauanpHuk apxuBHOTO OTIETA
aIMUHUCTPALIMM MYHULUIIAIBHOTO
paiiona Kapannenbckuii paiioH
M.B. AnexkceeBa

13. Tlpu odopmieHHH AOKYMEHTOB Ha JIBYX M 0oJiee CTpaHMIIAX BTOpPAS
U TIOCTIEAYIOUINE CTPAHUIBI OJKHBI OBITH MpOHyMepoBaHbl. Homepa crpanwmil
MPOCTABJISIIOT MTOCEPENHE BEPXHETO MO JOKYMEHTa Ha paccTosTHUH He MeHee 10
MM OT BEPXHETO Kpast ucTa apabCckumMu udpamu 0€3 3HaAKOB IMPETTUHAHMSL.

JlommyckaeTcsi co3aHue JOKYMEHTOB Ha JIMIIEBOM U OOOPOTHOM CTOpOHax
aucta. [Ipu OBYCTOPOHHEM CO3JaHUM JOKYMEHTOB IIMpPUHA JIEBOIO MOJS Ha
JMLIEBOW CTOPOHE JIUCTAa U MPABOTo IMOJIsl HA 0OOPOTHOM CTOPOHE JIMCTA JTOJIKHBI
OBITH PaBHBI.

Ecnu nokyMeHT uMeeT NpusioKeHue, TO OHO NeYaTaeTcsi ¢ HOBOM CTPAHULIBI.

14. JIns BBISBIEHUS U UCIPABJICHUS BO3MOXKHBIX OIMIMOOK B MPABOITUCAHUU
B chopMHUpOBaHHBIX (aillax PEKOMEHAYETCS  OCYIIECTBISATh MPOBEPKY
JIOKYMEHTOB, HCIIOJIb3Ysl CHCTEMBI ITPOBEPKHU MTPABOIIHMCAHUSI.

15. Kaxaplii DOKyMEHT CO BCEMH MPWIOKCHHSIMH K HEMY TOMEHIAr0T
B OT/EJIbHBIN (haili (ecnu MpUIIOKEHHUS! CO3AaHbl OJHUM MpoLeccopoM). Buytpu
daitna caM JOKyMEHT U KaKJ0€ MPUJIOKEHNE TTOMEIIAIOT B OTJEIBHBIE pa3/eibl.

16. Bce pekBU3HUTHI JOKYMEHTa OTHAEISIOT APYr OT JApyra OJHOW IyCTOH
CTpOKO#, oOpa3yemoil cumBosioM ab63ana (Y—knaBuma Enter). B Ttekcre
HE JIOJHDKHO BCTpevaThesi OoJiee ABYX CUMBOJIOB a03aria moapsij.

17. He nomyckaercs mucaTh CJI0Ba C pa3psIKOH, BCTABIISAA IPOOEIIbI MEXKIY
OykBamu B cioBax. He jomyckaeTcst ncmonbp30BaHue MPOOENIoB /it 00pa3oBaHUs
a03a1Horo orcTyna (KpacHOM CTPOKH) WM MYCTHIX CTPOK. B TekcTe He MOMKHO
BCTpeUaThCs MoApsz 6ojee 0JTHOrO CUMBOJIa npobena. Paznenenrne HHUIMAIOB U
¢damumuu. CumBosna Ne v uncia, mopsIKOBOTO HOMEpa CTaThH, YaCTH, YHKTA WIN
MOJITYHKTa MPABOBOTO aKTa, YHClia Mecsla W Ha3BaHUSA MeECsIa, YUCiIa roja u
CJIOBA «TOJ», JIOOBIX YHUCJIOBBIX 3HAYEHHH M €IWHUIl W3MEHEHUS JellaeTcs C
UCIIOJIb30BaHUEM Hepas3ieauMoro mpoobena (coderanue kimasum Shift — Ctrl —
[TpoGen).

18. He nomyckaeTrcsi BKJIIOYaTh B TEKCT JOKYMEHTA pa3/ieluTelbHbIC
JIMHUY, COCTABJIEHHbIE U3 LIENOYEK CUMBOJIOB (¥, =, -, — U pyTHe).



19. He nomyckaercsi MCHOJB30BaHHE B PYCCKUX CJIOBAX CXOAHBIX IIO
HauepTaHuio JatuHckux OykB (A, a, B, C, ¢, E, e, H, K, M, O, 0,P, p, 1, X, X, y).

20. He pnomyckaeTcs HCMOAb30BaHWE CHUMBOJNA TaOymsiuuu (—) [
oOpa3zoBaHusi a03alHOTO OTCTyNa (KpacHOW CTPOKHM) WM IYCTBIX CTpOK.
AO3alHBIA OTCTYIl yCTaHaBIMBalOT B MeHI0 dopmar/A03al] WM € MOMOIIBIO
BEPXHETO JBUKKA HA TOPU30HTAIBHON JIMHEHKE.

21. He pnomyckaercs HCIOJIb30BAHUE CHMBOJIA «-» I 00O3HAUYEHUS
nepeHoca. BMecTo Hero creayeT HCHOJb30BaTh CHMBOJ MSTKOTO TEepeHoca
(komOuHarus kiaasuir Ctrl — «-»).

22. Jlng HamucaHus PUMCKHX HHUQP TOIKHBI HCIOIb30BATHCS 3arjiaBHBIC
oykBsI TatuHCKOTO andasura (1, V, X, C, D, L, M). cnons3oBaHue 1151 TOU HEH
pycckux OyKB U apaOCKuX U HE JOMYCKAETCs.

23. Bmecrto 6ykBbl «E» nomkHa ynotpebnatees 6yksa «B» (kpoMme HMeH
COOCTBEHHBIX MPU HATUYUH MOTBEPHKAAIOIINX JOKYMEHTOB).

24. PexBusuthl «HanmeHoBaHue BHUJa JTOKYMEHTOB» JOJKHBI OBIThH
BBIPOBHEHBI IO IIEHTPY U KKIBIM M3 HUX JIOJDKEH MPEJCTaBiIsATh cOOOM OJIUH
a03all, TO €CTh BHYTPU TEKCTa KaXK/J0T'0 PEKBU3UTA HE JIOJKHO OBITH CHMBOJIA
ab3ama. He pomyckaercss ucnoib3oBaHME CHMBOJA a03ama Juisl NpepblBaHUs
CTPOKM B IMPOU3BOJBHOM MeECTE€, AJI1 3TOr0 CIEAYeT HCIHOJIb30BaTh CUMBOJI
pas3pbiBa cTpoku (komOuHanus kiaasum Shift — Enter).



[Tpunoxenne Ne 8

K UHCTPYKIIUHU IO JIEIONPOU3BOJCTBY

B TEPPUTOPHAIIBHON N30MpATETLHON KOMUCCHH
MYHHUILIMTIIAJIBLHOTO paiioHa Kapauenbckuii paiion
Pecny6nmuku bamkoprocran

Chnucok PACCBIJIKHA UCXOAAIIMNX JTOKYMEHTOB

Ne HaumenoBanue oprana . .
IHoHbIi NOYTOBBII afpec
n/n (opranusanumn)
[Ipencenarens

TEPPUTOPUATBHON KOMUCCHHI

Hcnomaurenp

« » 20 1.
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K UHCTPYKIIUHU IO JIEIONPOU3BOJCTBY

B TEPPUTOPHAIIBHON N30MpATETLHON KOMUCCHH
MYHHUILIMTIIAJIBLHOTO paiioHa Kapauenbckuii paiion
Pecniy6nuku bamkoprocran

YTBEPXIAO
[Ipencenarens (3amecTUTENb peaCEAATENS,
CEKpeTaph) TEPPUTOPHUATLHON U30UPATEITHLHOMI
KOMHUCCHH MYHUIIUTIAIILHOTO pailoHa
Kapaunnenbsckuii paiion
Pecniy6mmku bamkoproctan

WHUIHAITBI, (hamMuiTus

IOAIUCH

« » 20 I.

CIMNCOK

JAOJIKHOCTHBIX JIMI (OPraHu3aumii), KOTOPbIM HANPABJIsIeTCS
pelieHHe TEPPUTOPUAIBHON U30UPATETIbHON KOMHCCHHA

0T « »

20 roma Ne

(ykazaTh 3arojioBOK)

Ne
L/ HaumenoBanue oprana (opraHusamun) Kon-Bo 3x3. | IIpumeuanue
HcnomHurens

«

»

20  roma
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K MHCTPYKLIUH I10 JAEJIONPOU3BOACTBY

B TEPPUTOPHAIIbHON N30MpATETLHON KOMUCCHH
MYHUILIMTIIAJIBHOTO paiioHa Kapauenbckuii paiion
Pecniy6nuku bamkoprocran

HNEPEYEHD
NoJIeKAIMX KOHTPOJII0 JOKYMEHTOB ¢ YKa3aHHMEM CPOKOB UCIOJTHEHHUSA

1. ®enpepanbHble KOHCTUTYIIMOHHBIE 3aKOHBI, (eliepajbHble 3aKOHBI
Pocculickon ®@enepanuy — cOrnacHO yKa3aHHOMY B HUX CPOKY.

2. Vkaszer IIpesupenta Poccuiickoit ®enepaunu, Ilpesumenta PecnyOmuku
bankopTocTaH — COryIacHO YKa3aHHOMY B HUX CPOKY.

3. Pacniopsxenust  Ilpesunenta Poccuiickoit ®enepanuu, [naBel PecnyOnuku
banmkopTocTaH — COryIaCHO YKa3aHHOMY B HUX CPOKY.

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

S. 3akonbl PeciyOiinku bamkopTocTal — corinacHO yka3aHHOMY B HUX CPOKY.

6. [TocranoBnenus, pemenus ['ocynapcrBennoro Cobpanus — Kypynras Pecnyonuku
bamkopTocTaH — COryIacHO yKa3aHHOMY B HUX CPOKY.

7. [TocranoBnenus IlpaButensctBa PecmyOnmuku bamkoproctan —  corniacHo
YKa3aHHOMY B HUX CPOKY.

8. Pacnopsixenus ['naBsl Pecniy6nuku bamkopTocTan — corimacHO yka3aHHOMY B HUX
CPOKY.

9. [Tapnamentckue 3anpocsl Cosera @enepauuun DenepanbHoro Cobpanus

Poccuiickoit ®enepanuu, I'ocymapctBennoit Jlymel ®enepanbHoro Cobpanus Poccuiickoit
®denepanun — He MMOo37AHEE YeM depe3 15 KalleHAapHbIX JHEeH o JHS MOy4eHUs MapIaMeHTCKOro
3arnpoca WIM B WHOM yCTaHOBJIEHHBIN cooTBeTcTByomel nanatoi denepanpHoro Cobpanus
Poccutickoi denepanuu Cpox.

10. 3ampocer unenoB Comera ®Depeparuu DenepansHoro CobOpanust Poccuiickoit
Oenepanun, aemyratoB [ocymapctBeHHoi Jlympr ®DenepanbHoro CobOpanusi Poccuiickoit
®denepanun — He 1o3AHeEEe yeM depe3 30 KaleHIapHbIX THEM CO JHS €ro MOJy4YeHUs WK B UHOU
COIJIACOBAHHBIN C MHUIIMATOPOM 3aIIpOca CPOK.

11. Oo6pamenus uieHoB Coera Denepanuu DenepanbHoro CoOpaHus
Poccunitickon @enepaunu, aenyratoB ['ocymapctBeHHou J[lymbr PenepanbHOr0
CoOpanus Poccutickoit denepariuy no BOMpocam, CBSI3aHHBIM C UX JEATeIbHOCTHIO,
— Oe3oTnararenbHO (2 TPU  HEOOXOAMMOCTH TOJYYEHHUS JTOMOJHUTEITHHBIX
MaTtepuajioB — He mno3gHee yeM uepe3 30  KaleHAApHBIX  JHEU
CO JTHS TIOJTYYCHUS OOPAIIICHHS).

12. Oopamenus nenyratoB ['ocymapctBenHoro CoOpanusi - Kypynras
Pecniyonuku  bamkoprocTaH — B CpPOK, YCTaHOBJICHHBIH 3aKOHOJATEIHCTBOM

PecnyOnuku bamikoprocrtas.

13. Ilucwema u3 Anmunuctpanuu [Ipesuaenta Poccutickoit deneparuu, [IpaButenscra
Poccuiickoit ®enepanun, Koncturynnonnoro Cyana Poccuiickoit @enepanun, Bepxosaoro Cyna
Poccuiickoit ®enepaunu, ['enepanbHOii IpokypaTypbl Poccuiickoit @enepanuu, aIMUHUCTPALIAN
I'naBer u IlpaBurensctBa PecnyOmuku bamkoprocran, BepxoBnoro Cyna PecnyOmmku
bamkoproctan,  I[Ipokyparyper  PecnmyOmmkm ~ bamkoprocTaH,  OpraHoB  MECTHOTO
CaMOYTIPaBJICHUs], PAHOHHOT'O CyJ]a — B COOTBETCTBUH C YKa3aHUSIMH 110 UCIIOJTHEHUIO JOKYMEHTA



npejceaaTens TEPpUTOprUaIbHON KOMUCCHH, €CIIM B HUX HE YKa3aH CPOK, — HE TI03/IHEE YEM Uepe3
30 kaneHJapHbIX THEH.

14. IIporect npokypopa — He no3aHee ueM yepe3 10 kaleHaapHbIX JHEH.

15. IIpencraBieHue mpokypopa — He mo3aHee yeM uepes 30 KaJleHIapHbIX THEeH.

16. Ilucema n3bupaTenbHbIX KoMHCCHH - 30 1HEH, B meproa MOATOTOBKU U IPOBEICHHS
BBIOOPOB - B cooTBeTCTBUU ¢ DeepanbHbIM 3aKOHOM «O0 OCHOBHBIX MapaHTHUSX U30UPaTEIbHBIX
IpaB | MpaBa Ha ydacTue B pedepenayme rpaxaan Poccuiickoit @enepamnmu

17. OOpamenuss TpaxiaaH IO BompocaM BbIOOPOB ©  pedepeHaymMOB  —
710 30 KaJleHIapHbIX THEH, a MOCTYNUBIINE B IEpHO]] M30MpaTeIbHONW KaMITAaHUH — B COOTBETCTBUH
¢ ®enepanbHbIM 3aKOHOM «O0 OCHOBHBIX FapaHTHUSAX U30UpATENbHBIX MIPAB U IIPaBa Ha y4acTue B
pedepenayme rpaxaan Poccuiickoit degeparum.

18. Ilepecbuika oOpallleHUN Tpak[JaH, COJIEPKALIUX BOMPOCHI, PEIIEHUE KOTOPHIX HE
OTHOCHUTCSI K KOMIIETEHLIUH TEPPUTOPUAIBHON KOMMCCHUHU, OCYIIECTBISETCS B TEUEHUE CEMHU
KaJICHIapHBIX JTHEH.

19. OOparmiennst cpeicTB MaccoBOM HWHGOPMAIMU [0 BOMPOCAM MPEIOCTABICHUS
uHpOpMallUl — CeMb KaleHJapHbIX 1Hed. Eciam TpeOyeMble cBeleHHUS HE MOTYT OBITh
IPEOCTAaBIEHbl B YKA3aHHbI CpOK, TO JOIYCKaeTcss OTCpPOYKa B IPEJOCTABICHUU
3anpamuBaeMoil MHQOpMAalMM C BpPYYEHHEM B TPEXJHEBHBI CPOK CO JHSA MOJIy4YeHUs
NUCHMEHHOTO 3ampoca MH(pOpMauy yBeJOMIICHHS 00 OTCPOYKE MPEICTABUTENIO PEIAKINH, B
KOTOPOM yKa3bIBaIOTCS MPUYMHA OTCPOYKM, JlaTa, K KOTOpoil OyAer mpeaocTaBieHa
3anpamuBaeMas MHPOpPMaLus, TOJHKHOCTHOE JIMIIO, YCTAaHOBMBIIEE OTCPOYKY, JaTa MPUHITHS
peiieHust 00 0TCpoUKe.

20. 3ampoc TOCYZapCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYIPABJICHUS WIIH
JOJDKHOCTHOTO JIMLA, pacCMaTPUBAIOIIET0 O0OpallleHne IpaX1aHuHa, — JOKYMEHTBI U MaTepUabl,
HEOOXOIUMBIE JUIsl PAacCMOTPEHMsI OOpalleHHs, NMPEAOCTaBISIOTCS B TeueHue 15 nHel, 3a
UCKJIIIOYEHHEM JOKYMEHTOB U MAaTE€pHAJIOB, B KOTOPBIX COAEPXKATCS CBEIECHHS, COCTABIIAIOIINE
rOCY/IapCTBEHHYIO WJIM HHYIO OXpaHieMylo (eaepajbHbIM 3aKOHOM TalHy, W JJii KOTOPBIX
YCTAHOBJIEH OCOOBIH MOPSIOK MPETOCTABICHHUS.



I/I36I/IpaTeJ'IBHaH KOMHCCHUA

ITpunoxxenne Ne 11

K MHCTPYKLIUH I10 JAEJIONPOU3BOACTBY

B TEPPUTOPHAIIBHON N30MpATETLHON KOMUCCHH
MYHHUILIMTIIAJIBLHOTO paiioHa Kapauenbckuii paiion
Pecniy6nuku bamkoprocran

VYTBEPXIAIO
[Ipencenarens

TEPPUTOPUATBHON N30MpaTENFHOW KOMUCCUI TEPPUTOPUATBHOIN N30UpaTEEHON KOMUCCUT
MyHULIMTIAIBLHOTO paiiona Kapauaenbckuit MYyHHULIMTIATBLHOTO paiiona Kapauaenbckuii

paiion PecniyOnuku bamkoprocran
HOMEHKIJIATYPA JIEJI

No

paiion Pecrry6nuku bamkoproctan

(MecTo cocTaBIeHUS) ITogmmce WNuntmanel, pamuus

Jara
Ha Trox
Hupaekc Cpok xpaHeHus JeJia
A 3aro/10BoOK J1eJ1a Koa-Bo nen P P 5 pumeuanue
aeJa 1 N2 CTAaTBH 110 NePeYHI0
1 ) 3 4 5
Ha3zBanue paznena

HanmeHnoBaHue JOKHOCTH COCTaBUTES [Moanuce WNuunmanel, pamunus

HOMEHKJIATYPhI

JlaTa

COI''TACOBAHO COI''TACOBAHO
[Iporokon K [IpoTOKOJ IKCTIEPTHO-MIPOBEPOUHON KOMUCCUU
apXHUBHOTO OTJEJIa aIMUHUCTPAITUN
MYHUIMIIATBHOTO paiiona Kapaunensckuit

paiion PecniyOnuku bamkoprocran

oT No oT Ne

HToroBast 3amuch 0 KaTeropusx U KOJIMYECTBE JIeJ1, 3aBEICHHBIX B rony B

TEPPUTOPUATILHON KOMUCCUH




B TtoMm uncne

[To cpokam xpaneHus Bcero S C OTMETKOM
p «OIK»

1 2 3 4
ITocTostHHOTO
Bpemennoro (cBbimie 10 ser)
Bpemennoro (10 10 et BKIFOYUTEIBHO)

HUTOI'O:

HanMenoBaHue TOKHOCTH COCTABUTEIS [Toxmuce WNuutmansl,
HOMEHKJIATypPhI bamunus

[ara




TeppurtopuanbHast n30upaTenbHasi KOMUCCHS
MYHHUIIMIIATBHOTO paiioHa Kapaunenbckuii
paiion Pecriy6muku bamikoprocran

®OH/, No

[Tpunoxenne Ne 12

K MHCTPYKLIUH I10 JAEJIONPOU3BOACTBY

B TEPPUTOPHAIIBHON N30MpATETLHON KOMUCCHH
MYHHUILIMTIIAJIBLHOTO paiioHa Kapauenbckuii paiion
Pecniy6nuku bamkoprocran

YTBEPXIAIO

Mpeacenatens
TEpPPUTOPUANbHON N3BNPATENBHON KOMUCCHM

OIIUCH Ne MYHWUMNANbHOMO paoHa Kapanaensckuii paoH
JIeJT TIOCTOSIHHOTO XPaHEHUSI Pecnybavkn balwkopTocTtaH
3a roj IHoanucek HNuaunuaibl.
bamunus
Jlara
Ne HNupexc Kpaiinue | Kou-Bo
/i 1ea 3aroJi0BoK eJsa - HCTOR IIpumeuyanue
1 2 3 4 B 6

B naHHBIN pa3gen onucu BHECEHO

(1dpaMu 1 IPONHUCHIO)

¢ No mo Ne , B TOM 4HCJI€E:

JIMTCPHBIC HOMEpA:

MPpOMYIMICHHBIC HOMEpPA:

HaumeHnoBaHue JOMKHOCTH COCTaBUTEIS
OIMCH
Jara
COT'JTACOBAHO
[Ipotokon DK

oT Ne

Tloamuce Nuunmanel, pamumus

YTBEPXIEHO
IIpoTOKOI KCIIEPTHO-IPOBEPOUHOMN
KOMHCCHH apXUBHOTO OTJIENA
aJIMUHUCTpAIlMM MYHUIIMIIAJILHOTO palioHa
Kapaunensckuii paiion
oT Ne
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K UHCTPYKLIHUHU IO JIEI0IPOU3BOJACTBY

B TEPPUTOPUAIBHON U30UpaTEIbHON KOMHCCUU
MYHULUIIAIBHOTO paiioHa Kapannensckuil paiioH
Pecny6imnku bamkoproctan

TeppurtopuanbHas n30upaTenbHasi KOMUCCHS
MYHULUNIAIBHOTO pailoHa Kapaunenbckuit

pation PecniyOnuku bamkoprocran

®OHJ N
OIIUCH Ne

nen BpeMeHHoro (cBaiie 10 1et) xpaHeHus

MNpencenatens

YTBEPXIAIO

TEPPUTOPMANbHOMN M3BMPATENBHON KOMUCCUN

MYHWLMNaNbHOIO panoHa

Kapanaenbckmin panmoH

3a roj IMoanucek HAHunuaJbl.
bamuus
Jara
Ne HNuaexce Kpaiinne | Kou-Bo Cpok IIpumeyanu
3aroJ10BOK JeJjia
n/n aeJa AAThI JHUCTOB | XpaHeHUust e
1 2 3 4 5 6 7
B naHHBIN pa3gen onucu BHECEHO
(mudpaMu 1 TPOIUCHIO)
c Neo mo Ne , B TOM YHCIIE:
JIUTEPHBIE HOMEpA:!
MIPOIYLIEHHBIE HOMEpa:
HaumeHnoBaHMe OIKHOCTH COCTaBUTEIS [Moanuce Wuutmanel, pamunus

OITUCH
JlaTa

COI''TACOBAHO

oT

ITporoxon DK
Ne
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K MHCTPYKLIUH I10 JAEJIONPOU3BOACTBY

B TEPPUTOPHAIIBHON N30MpATETLHON KOMUCCHH
MYHHUILIMTIIAJIBLHOTO paiioHa Kapauenbckuii paiion
Pecniy6nuku bamkoprocran

TeppuropuanbHas n30uparenbHass KOMUCCHUS YTBEPXIAIO
MYHHULMIIAIBHOTO paiioHa Kapannensckuii paiioH
AKT Mpeacenatens
TeppPUTOPUANbHOMN N3bMpaTeNbHOM
No KOMMCCUN MYHULMNANBHOIO palioHa

Kapaunaenbckuii paioH

(MecTO COCTaBIICHHS)

INoanuck HNuaunuan
bl,
bamunus

O BbIJI€JIEHUM K YHHUYTOKEHHIO JOKYMeHTOB, He [laTa
NMOAJIeKANMX XPAHEHHU IO

Ha ocHoBanum IlepeyHss TUIOBBIX yIPaBICHYECKUX APXUBHBIX JOKYMEHTOB,
00pa3yoIuXcsi B Mpolecce AESATENIbHOCTH TOCYAapCTBEHHBIX OPraHOB, OPraHOB
MECTHOTO CaMOYIPABJICHUS U OpPraHU3alui, C YKa3aHUEM CpPOKOB XpPaHEHUS U
HOMEHKJIaTypbl Jen TEPPUTOPHUATBHOU n30upaTenbHOU KOMHCCHUH
MYHHUIIMOATBHOTO paiioHa Y PUMCKU pailoH OTOOpaHbl K YHUYTOXKEHHUIO KAaK HE
MMEIOIIME HAyYHO-UCTOPUYECKOM IIEHHOCTM U YTPATUBIIME MPAKTUYECKOE
3HAYEHUE JOKYMEHTHI.

3aroJ10BOK aeJjia Hnpexc geaa no
N . Cpoku xpaHeHust
Ne WIN TPyNnoBoii Kpaiinue | HOMeHKJaType Koa-Bo . | llpume-
" HOMepa cTaTeii
n/m | 3aroJ0BoOK AATHI WM HOMep /1ej1a el. Xp. JyaHue
MO NepevyHIo
JOKYMEHTOB 10 ONMHCH
1 2 3 4 ) 6 7
Hroro: el. Xp. 3a roJbl
(rpamMu 1 IPOITHCHIO)
Onwucu ACII TOCTOSIHHOT'O XPAaHCHUS 3a roabl YTBCPIKIACHDI, I10 INYHOMY COCTAaBY
cornacoBaHbl ¢ DK apXMBHOro0 OTJiea aIMUHUCTPALMY MYHULIUIIAIBHOIO palioHa
paiioH (IIPOTOKOJI OT « » r. Ne )
(HaI/IMeHOBaHI/Ie JOJDKHOCTH JIMIA, IIPOBOAUBLIICIO SKCIIEPTU3Y LICHHOCTHU JIOKyMeHTOB)
(moamnuce) (MHMLHATBI, (haMUITUST)

JlaTa



COT'JTIACOBAHO
[Tporokon JK teppuropuanbHOi N30UpaTETHHON
KOMHUCCUH MYHUIIUTIAIILHOTO pailoHa
Kapannensckuil paiion
oT Ne

J_IOKYMGHTI)I B KOJIMYECTBEC

[Tponomkenne npunoxxenust Ne 14

JA€JI, TOMOB

BECOM KI' CAaHbI B

Ha TIepepaboTKy MO MPUEMOCIATOYHOW HAKIIAIHON OT

HanmMeHoBaHue JOTKHOCTU
TpaXXJAaHCKOr'o CJIy>Kauicro,
CAaBHICTO0 JOKYMCHTDBI

JlaTa Ilonnuce
W3meHeHus B yueTHbIE JOKYMEHTbI BHECEHBI
HanMmenoBaHue JOIKHOCTHU

rpakAaHCKOT'O CITY’KAIIIETo,

BHECIIETO U3MEHEHUS B YUETHBIE

JIOKYMEHTBI

Jara [Toanuck

(HauMEHOBaHUE OpPraHU3aLUK)

Ne

(nata)

Wunnmanel. paMumus

WNuunmansl, pamunus
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K MHCTPYKLIUH I10 JAEJIONPOU3BOACTBY

B TEPPUTOPHAIIBHON N30MpATETLHON KOMUCCHH
MYHHUILIMTIIAJIBLHOTO paiioHa Kapauenbckuii paiion
Pecniy6nuku bamkoprocran

BHYTPEHHJIA OIIUCH
JOKYMEHTOB Jejia Ne

Ne HNupexc Hara Homepa
3aroJI0OBOK JOKyMEHTAa IIpumeyanue
n/n AOKYMEHTAa | AJOKYMeHTa JINCTOB [JeJ1a
1 2 3 4 B 6
Hroro: JIOKYMEHTOB

(dpamMu U IPOIHUCHIO)

KonunuecTsBo NMCTOB BHYTPEHHEN ONKCH

(rdpamMu ¥ IPOIHUCHIO)
HawnmeHnoBaHme 1OKHOCTH JINIIA, IMoanuck Nuuuuansl, pamuiamns
COCTaBMBIIEr0 BHYTPEHHIOIO OIKCH

JIOKYMEHTOB JieJia

Hara
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K MHCTPYKLIUH I10 JAEJIONPOU3BOACTBY

B TEPPUTOPHAIIBHON N30MpATETLHON KOMUCCHH
MYHHUILIMTIIAJIBLHOTO paiioHa Kapauenbckuii paiion
Pecniy6nuku bamkoprocran

JIMCT-3ABEPUTEJIb AEJIA Ne

B aeno noamumTo u mpoHyMepPOBaHO

JTUCTOB(a),

B TOM YHCIJIC:
JIMTCPHBIC HOMEpA JIMCTOB

(mdpamMu ¥ TIPOIHCHIO)

MMpOMyHICHHBIC HOMEpPA JINCTOB

+ JIMCTOB BHYTPEHHEN OIKUCH

OcobeHHOCTH (PU3HUECKOTO COCTOSIHHS 1 Homepa
dbopmupoBaHus aena JIUCTOB
1 2

HaumenoBanue nommknoct  [loanuck
Jara

WNuunmanel, pamunus
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K MHCTPYKLIUH I10 JAEJIONPOU3BOACTBY

B TEPPUTOPHAIIBHON N30MpATETLHON KOMUCCHH
MYHHUILIMTIIAJIBLHOTO paiioHa Kapauenbckuii paiion
Pecniy6nuku bamkoprocran

donpg No
Onuce Ne
Heno No
BAHUE APXUBHOI'O YYPEXJIEHUSA
UAJIBHAS UBBUPATEJIBHASI KOMUCCUSA
IMIIAJIBHOI'O PAMOHA KAPAUJEJbCKNM PATOH
bJIMKU BAIIKOPTOCTAH
JAEJIO Ne Tom Ne
(3arooBoK jena)
(kpaifHue 1aThl)
Ha JIACT
XpaHuTh
o No
Om. No




YTBEPXIAIO
[Ipencenarens
TEPPUTOPUATBHOU
n30upaTrenbHOl KOMUCCUUT
MYHULHUIIAJIBHOTO paiioHa
Kapaunensckuii paiion

[Tpunoxenne Ne 18
K MHCTPYKLIUH I10 JAEJIONPOU3BOACTBY

B TEPPUTOPHAIIBHON N30MpATETLHON KOMUCCHH
MYHHUILIMTIIAJIBLHOTO paiioHa Kapauenbckuii paiion
Pecny6nmuku bamkoprocran

YTBEP/XKJIAIO
(HauMeHOBaHUE JOHKHOCTH

PYKOBOAMTEIIS OPraHU3aLUU-

MIPUEMIITIKA)

nmoanmuchb

WNuutmanel. pamunus

MOANUCH
WNuutmanel, pamunus
Jlara IIeuats Jara Ileuats
AKT Ne
npueMa-nepeaay apXuBHbBIX
JIOKYMEHTOB Ha XpaHECHHUE

(OCHOBaHUE Nepeaadn)
(Ha3BaHuMe repeiaBaeMoro (oHa)

caai,
(HaHMeHOBaHMe opraHu3aan-cz{aTqm<a)

IIPUHSLI
(HaHMeHOBaHMe opraHu3aum/1-an/leMmm<a)
JIOKYMEHTHI Ha3BaHHOTO (DOH/IA U HAyYHO-CIIPABOYHOTO allapara K HUM:

KouunuyecTBo
KoanuectBo
Ne ni/m HasBanue, Homep onucu IK3EMILIAPOB el X IIpumeyanue
ONMUCH - XP-

1 2 3 4 5
Hroro npunsro en.xp.
[Tepenauy nmpoussenu:

JIOJKHOCTB IToanuce Paciu¢ppoBka  omknocts  Iloanuce WNunnmannsl,
bamumus
Hara Jata

®oHay npucBoeH Ne

H3meHeHus B YUYCTHBIC JOKYMCHTBI BHCCCHLL

JIOIDKHOCTD Iloamuce

Hara

Wuunmansl, pamunus
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K MHCTPYKLIUH I10 JAEJIONPOU3BOACTBY

B TEPPUTOPHAIIbHON N30MpATETLHON KOMUCCHH
MYHULIMTNIATBLHOTO paiioHa Kapauenbckuii paiioH

Pecniy6nuku bamkoprocran

[IpoekT
MNOBECTKA JHSA
3acelaHUsl TEPPUTOPHUAILHOM U30UPATEIbHON KOMHUCCUN
« » 20 roja
Hauano: 4acoB MUHYT
l. O pe3ynbTarax JIOTIOJTHUTEIbHBIX BbIOOPOB JenyraTa
10 OJHOMaHAaTHOMY U30upaTensHOMy Okpyry Ne 16

Ulknaesa C.M.

2.

(HaumeHosanue 8ONpoca, GKIOYEHHO20 8 NPoekm nosecmiu OHs 3acedanus TUK)

(ucnoanumens npoexma 0OKyMeHma, OOKIAOYUK NO BONPOCY, BKIIOUEHHOMY 8 NpoeKkm nosecmiu ons 3acedanus TUK)

IIpencenarens
TEPPUTOPUATHEHON U30MPATETHHON KOMUCCUU (vHUIIMATBI, (haMUITHS)
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K MHCTPYKLIUH I10 JAEJIONPOU3BOACTBY

B TEPPUTOPHAIIEHON U30UPATEIbHON KOMUCCHH
MYHHUILIMTIIAJIBLHOTO paiioHa Kapauenbckuii paiion
Pecniy6nuku bamkoprocran

IMPOTOKO.I

3aceaHus padoyeil rpynIbl TEPPUTOPHUATILHON H30MPATEIHLHOH KOMUCCHH
MYHHIMIAIbHOTO paiiona Kapaunenbckuii paiton Pecny6iukn bamkoprocran no
HH(OPMANMOHHBIM CIIOPaM

« » 20 romaa
Hayvano: 4acoB MUHYT
MecTo IpoBeICHHUS:

IpencenarenncTBywmmii — Maumnumane:, Gamumms
Cekperapb — Mnunuansl, haMunmns
IpucyrcrBoBaiun: 10 yenoBek (CIUCOK MPHIIATAETCS).

INOBECTKA JIHA

1.
2.

1.CJIVIOAJIA:
BBICTYIINJIA:
PEINJIN:

2.CJIVIIAJIN:
BBICTYIINJIA:
PEINJIN:

[Ipeacenarens (MHULIKATBI, (PaMUITHS)

Cekperapb (vHULIUATBL, (aMILITHS)




