YTBEPXIEHA
pemienueM TepputopuanbHOI H30HpaATEIBHOMN
KoMucCCHH J{eMcKoro paiioHa ropojicKoro okpyra
ropoa Yda Peciyonuku bamkoproctan
ot «31» suBapst 2019 roma Ne 66/1-5

HNHcTpyKums mo 1eJI0npou3BoOACTBY
B TEPPUTOPHAIBbHOI M30MpaTeabHOl KoMuccum lemckoro paiiona
ropoacKoOro okpyra ropoa Y ¢a Pecnyoiukn bamkoprocran
PecnyOinku bamkoprocran

1. O0mume MOJI0KEHUSA

1.1. HWHcTpykumsi 1O  JEJONPOM3BOACTBY B  TEPPUTOPUAIBLHOMN
u3bupatenbHoi komuccuu (nanee — Mucrpykuus B TUK) ycranaBiuBaeT mopsiok
paboThI C TOKYMEHTaMH, OCHOBHBIE MIPaBUjIa UX MOJTOTOBKH U OPOPMIICHHUS.

Nuctpykiust  pa3paboTaHa Ha  OCHOBaHUM  (ellepajbHBIX  3aKOHOB
«O0 OCHOBHBIX TapaHTUSIX W30UpaTeIbHBIX MpaB W IpaBa Ha y4acTUE B
pedepenayme rpaxnan Pd», «O0 apxuBHoMm gene B P®Dy», «O mnopsake
paccMmoTtpenus oopamieHuit rpaxkiaan Pdy, nocranosnenus [IpaButensctBa PO ot
3 HosiOps 1994 roma Ne 1233 «O6 yrtBepxaeHuu IlomoxkeHuss o mMOpsiIKe
oOparieHusi co ciaykeOHON uHbOpMAaIMell OrpaHUYCHHOTO PACIPOCTPAHEHUS B
dbenepanbHBIX OpraHax HMCHOJHUTEILHOM BJIACTH W YIMOJIHOMOYEHHOM OpraHe
YIPABJICHUS UCIOJIb30BAHUEM aTOMHOW SHEPTUM W YNOJHOMOYEHHOM OpPraHe IO
KOCMHYECKOHN JIeATeIbHOCTHY (B penakiuu nocraHoriaeHui [Ipasurensctea PO ot
20.07.2012, Ne740, ot 20.02.2016 Ne123, ot 18.03.2016 Ne214), 3akona Pb «O0
apxuBHoM gnene B Pby», apyrux 3akonoB Pb, IlpaBun npenompousBoiacTBa B
dbenepabHbIX opraHax UCIIOJTHUTEIBHON BJIACTH, YTBEPKIECHHBIX
nocta”oBiienueM lIpaButenbctBa PO ot 15 uronsa 2009 roma Ned77, ¢ yuerom
W3MEHEHUH, BHECEHHBIX TMocTaHoBieHUsMu llpaButensctBa PO ot 7 ceHTs0ps
2011 r. Ne751, 26 anpenst 2016 r. Ne356, ¢ yuerom MeToanueckux peKOMEHIANAM
Mo pa3pabOTKEe HWHCTPYKUIMM MO JEIONPOM3BOACTBY B (eliepalbHbIX OpraHax
WCIIOJTHUTENILHON BJIACTH, YTBEPXKACHHBIX MpUKazoM DeaepaibHOTO apXUBHOTO
arearctBa oT 23 aexabps 2009 roma Ne/6, mOCTAaHOBJICHU U UHBIX HOPMATHBHBIX
akToB l{eHTpanpHOl M30MparenpbHOM KoMuccuu Poccniickoit denepanun (anee —
UK P®), nocraHoOBI€HWII U JAPYruX HOPMATUBHBIX akToB LleHTpayibHOM
n3buparenpHOi komuccun PecnyOnmuku bamkoproctan (manee — UK PB),
pernamenta THUK, ¢ ucnonb3zoBanuem ['OCTa P 7.0.97 - 2016 «HauunonanbHbIH
cranaapt P®. Cucrema crangaptoB 1o uHbopmanuu, OUOIMOTEYHOMY H
u3aarenbckoMy aeiny. OpraHu3alliOHHO — paclopsAIWTENIbHAS JTOKYMEHTALWs.
TpeGoBanust k odopmiieHHIO AOKYMEHTOB» (B penakuuu M3menenuss Nel,
yrBepkeHHoro [Ipukaszom Poccrannapra ot 14.05.2018 Ne244-cr).

1.2. IlpaBuia moAroToBKU, OQPOPMIICHUS JOKYMEHTOB U MOPSIOK pabOTHI C
HUMH, npeaycMoTpeHHble WHcTpykumein, oOssatenvubl s uineHoB TUK u
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rOCyAapCTBEHHBIX TPAXKAAHCKUX CIYKAIIUX TEPPUTOPHATBHON KOMUCCUH (Jjaee —

IPaX/IaHCKHE CIy)KalllMe) W JIML, 3aMELIAIoUX JODKHOCTH, HE SIBIISIOLIUECS
JOJDKHOCTSIMU ~ TOCYJApCTBEHHOW TIpakJaHCKOM CiykObl, a Takke JIuI,
IPUBJIEKAEMBIX 10 TPAXKAAHCKO-TIPABOBBIM JJOTOBOPAM.

1.3. YneHsl KOMHUCCHHM, TpaXKJaHCKUE CIyXKallde, a TaKxke JuIa,
IpUBJIEKAEMBbIE 10  TPAKIAHCKO-TIPABOBBIM  JOTOBOpaM, JOJDKHBI  OBITH
O3HAKOMJIEHBI MTOJ] MOJIHUCH ¢ TeKCTOM MHCTpYyKIuu.

1.4. Benenue pnenomnpousBojactBa TUK ocymectBiaser mnpeacenareib
(cexperapr) TUK B cOOTBETCTBHH C pacIpeelIeHUEM 00s3aHHOCTEH.

1.5. Benenue nenonpous3BoiCTBa, OTBETCTBEHHOCTh 3a €r0 OpraHMU3alMIo,
oOecrieyeHne COXPAaHHOCTU JOKYMEHTOB M IepeAady ux B Beimectosiyo MK,
KOHTPOJIb 32 coOoaeHreM TpedoBanuii ucTpykiuu Hecet npeaceaarens THUK.

1.6. Ilpu pabGotre ¢  [OOKyMEHTaMH, 3apETUCTPUPOBAHHBIMH B
YCTAaHOBJIICHHOM MOPSJKE, HE pa3pelaeTcss BHOCUTh B HUX MOMNPABKUA MU JAENaTh
IIOMETKH, KpOME NPEyCMOTPEHHBIX HCTpYKIHEN.

1.7. HenonpouzBoactso B THK ocymectBiasercs ¢ HCHONIb30BaHUEM
YKYPHAJIOB PETUCTPALMHU TOKYMEHTOB.

1.8. B cmydae yxoma B OTIyCK, BbIe3[la B KOMaHAMPOBKY, OOJIC3HH,
YBOJIBHEHUSI HWCIOJHUTENA JNOKyMeHTOB nmpenceaarens THUK maer ykazanue
nepeaTb HEUCIOIHEHHBIE TOKYMEHTBI IPYTOMY MCIIOJHUTEIIO.

Paborta ¢ nokymentamu TUK ocHOBbIBaeTCs Ha NMPUHLMUIIE OJHOKPATHOM
perucTpanuy JOKyMEHTaA.

1.9. MHHcTpykuus ¥ H3MEHEHHS, BHOCHUMbIE B He€, MPUHUMAIOTCS
pemenueM THUK mociie cornacoBanus ¢ [IUK Pb.

1.10. B MHCTpYKIIUHN HCTIONB3YIOTCS CIASAYIONINE TEPMUHBI U OTIPEACTICHUS:

OJlaHK JOKyMEHTa — JIMCT OymMaru WM OJJICKTPOHHBIM 1I1abJioH C
PEKBU3UTAMHU, UAECHTU(DULUPYIOIIUMHU aBTOPa O(UIIMATIBHOTO-TOKYMEHTA;

BHYTPEHHH JOKYMEHT — JIOKYMEHT, noarotoBieHHbli B THK, He
BBIXO/SILIUI 3a €€ IIPEeIEebl;

BXOJAIINN JOKYMEHT — JOKYMEHT, nnoctynuBmunid B TUK;

J€JI0 — JOKYMEHT WM COBOKYIHOCTbh JOKYMEHTOB, OTHOCSILUXCS K OJTHOMY
BOMPOCY U TIOMEILICHHBIX B OTAEIBHYIO 00JIOXKKY;

JEJOMPOU3BOACTBO — JEATEIBLHOCTh, OOECIeunBaroias J0KyMEHTHPOBaHHE,
JIOKyMEHTOOOOPOT, ONIEPATUBHOE XPAaHEHUE U HCIOIb30BAHUE IOKYMEHTOB;

noknanHas (ciy:keOHas) 3alIMCKa — BHYTPEHHUN JOKYMEHT, aJIpeCOBAaHHBIM
BBIIIECTOAIIEMY JOJKHOCTHOMY JIMIY OT HMXKECTOSLIErO JAOHKHOCTHOTO JIMLA U
coaepKauii 00CTOSITENFHOE H3JI0KEHUE KaKOro-IMOO BOMpoOca C BBIBOJAAMH U
IPENIOKEHUSIMU COCTABUTEIS;

JOKYMEHT — 3a(MKCUpOBaHHAs Ha HOCUTeNe MH(OpMalMs C PEeKBU3UTAMU,
MO3BOJIIOILMMU €€ UIEHTU(PUIIUPOBATH;
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JOKYMEHTHUpOBaHHE — (ukcauusa HHPOpPMALUM HA  MaTEPHUATIbHBIX

HOCUTEJISIX B YCTAHOBJIEHHOM TIOPSIIKE;

JIOKYMEHTOOOOPOT — JIBHKEHHE JOKYMEHTOB B M30UpaTeIbHOW KOMHUCCHU C
MOMEHTa HX CO3JaHHS WA TMOJYYEHHUS 10 3aBEPIICHUS MCIOJHCHUS WIH
OTIPABKHU;

nyOJIMKAT JOKYMEHTA — MOBTOPHBIN 3K3EMIUISIP MOAJIMHHUKA TJOKYMEHTA,;

3aBEpEHHAs KOMUA JOKYMEHTa — KOINHUS JOKYMEHTa, Ha KOTOpOW B
COOTBETCTBHM C YCTAHOBJICHHBIM TMOPSAJKOM IIPOCTaBJIEHbI HEOOXOIUMBIC
PEKBU3UTHI, 00ECIICUUBAIOIINE €€ IOPUIUUYCCKYIO 3HAUUMOCTh,

UCXOSIINM TOKYMEHT — IOKyMEHT, oTrpasisiemblii u3 TUK;

KOHTPOJIb ~ UCIIOJIHEHUSA  JIOKYMEHTOB —  COBOKYITHOCTH  JCHCTBUMU,
o0ecrneunBaOIIMX CBOEBPEMEHHOE UCTIOJIHEHUE TOKYMEHTOB;

KON JTOKYMEHTA — IK3EMIUISAP JOKYMEHTA, MOJHOCThIO BOCHPOU3BOISIINN
MH(OpMAIINIO MOJIMHHUKA JOKYMEHTA;

HOMEHKJIaTypa JIeJI — CUCTEMaTU3UPOBAHHBINA MEPEYEHb 3ar0JIOBKOB JIEII, C
YKa3aHUEM CPOKOB UX XPAHEHHS;

HOPMAaTHBHBIE JIOKYMEHTBl — COBOKYITHOCTh MHCTPYKTHBHBIX MAaTEpPUAJIOB,
pPACCUMTAHHBIX HAa IIOCTOSHHOE WM MHOTOKPATHOE JEWCTBHE W COJEPKAIIUX
Kakue-Tm00 HOPMBbI, TTpaBUiia, MPEATUCaHHUS;

HOCUTENb MH(OpPMALUU — MAaTePUAIbHBIM OOBEKT, MpeIHa3HAYCHHBIN s
3aKperieHus, XpaHeHuss (M BOCHPOU3BEICHMS) PEUEBOM, 3BYKOBOM WIIU
n300pa3uTenbHON HH(pOpMAIUK;

obUIIMAIBHBIA JOKYMEHT — JOKYMEHT, CO3JIaHHBI OpPraHoM BJIACTH,
OopraHu3alel, TOJDKHOCTHBIM JIMIIOM WX TPaKJIaHHWHOM, O(GOpPMIICHHBIH B
YCTaHOBJIEHHOM MOPSIKE;

obopmiieHHE JOKYMEHTa — MPOCTABJICHHUE Ha JOKYMEHTE HEOOXOIUMBIX
PEKBU3UTOB,

MMCbMEHHOE 00pallleHre — HaIlpaBJIEHHOE B TOCYapCTBEHHBIN OpraH, OpraH
MECTHOI'O CaMOYIIPABJIEHUS WIINA JOJLKHOCTHOMY JIMIY TUCBbMEHHOE MTPEIJIOKEHNUE,
3asBJICHUE WJIM 5Kaji00a;

MMCHMO — 0000IIEHHOE Ha3BAHUE PA3IMYHBIX 1O COACPKAHUIO JOKYMEHTOB,
CITy’KaIllX CPEJCTBOM OOIICHHS MEXTy OPTaHU3AIUSIMH, TPAKIAHAMU;

NOJUIMHHUK JOKYMEHTa — TIE€PBbIM WA €IUHCTBEHHBIA HK3EMILISIP
Oo(pHUIIUAIBHOTO JOKYMEHTA;

MOpPYy4YEHUE — JTOKYMEHT, MPEINUCHIBAIOIIAN BBIITOJHEHUE TEX WM HHBIX
3aJIaHUM;

peructpanus JOKYMEHTAa — NOPUCBOCHUE JOKYMEHTY PErMCTPALIMOHHOTO
HOMEpPA U BHECEHHE CBEACHUH O JOKYMEHTE B PETUCTPAIIMIOHHO-YUETHYIO (hopmy;

peructpanuonHas (Gopma — cuctema peructpaiuu, ucnoibdyemas B TUK
MIPU PETUCTPAIIMH JOKYMEHTOB (KypHaI);

PEKBU3UT JOKYMEHTA — AJIEeMEHT 0OPMIICHUS JOKYMEHTA;
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CKaHUPOBAHWE JOKYMEHTa — MOJIydeHHE AJIEKTPOHHOTO oOpasza JTOKyMeHTa

(3JIEKTPOHHOTO IOKYMEHTA);

CPOK HCIOJIHEHUS JIOKYMEHTa — CpOK, YCTAHOBJICHHBIH HOPMATHUBHBIM
MPaBOBBIM AKTOM, OPraHU3alMOHHO-PACTIOPSAUTEIIHBIM TOKYMEHTOM, YKa3aHUSIMHU
M0 UCITOJTHEHUIO IOKYMEHTA WU OPYUYEHUEM;

yYKa3aHHs M0 UCTIOJHEHUIO JOKYMEHTA — PEKBU3UT, COCTOSIIIUN U3 HAIIUCH
Ha JIOKYMEHTE WM Ha OTJICIHLHOM JIUCTE YCTAaHOBJICHHOW (OPMBI, CIACITAHHOU
JOJDKHOCTHBIM JIUIIOM;

y4yeT JOKyMEeHTOB — (ukcanusi ¢akTa TMOJy4yeHUs JOKyMEHTOB 0e€3
MPOCTABIICHUS HA HUX PETUCTPAIIMOHHBIX IITAMIIOB;

dbopmupoBaHue Jiefia — FPYNIUPOBAHUE UCTIOJHEHHBIX JOKYMEHTOB B JIEJI0 B
COOTBETCTBUM C HOMEHKJIATypOW el U CUCTeMaTu3alusi JOKYMEHTOB BHYTPH
nena;

AKCIEPTU3a LIEHHOCTH JIOKYMEHTOB — M3Y4Y€HHE JOKYMEHTOB Ha OCHOBaHUU
KPUTEPHUEB UX LIEHHOCTHU B IIEJISIX OMpPEIENICHUs CPOKOB XpaHEHUS! JOKYMEHTOB U
oTOOpa UX JJIA BKJIIOYEHHS B cocTaB ApxuBHOTro Gonma PD;

AJIEKTPOHHAST KOMHS JIOKYMEHTa — KONUsl JOKYyMEHTa, CO3/laHHas B
AIEKTPOHHOU (hopme;

AJIEKTPOHHBIN JOKYMEHT — JIOKYMEHT, HH(OpMaIlsi KOTOPOTO MpeJCTaBIeHa
B DJIEKTPOHHOU (opMe, HOCUTENSIMU HWH(OpMAIMK JJIsI KOTOPOTO SIBISFOTCS
HOCHUTEJIU, UCTIOJIb3YEMbIE B 3JIEKTPOHHO-BBIUYNCIUTEIbHON TEXHUKE,

ANIEKTPOHHBI 00pa3 JOKYMEHTa — DJJIGKTPOHHAs KOMHUS JOKyMEHTAa,
W3TOTOBJICHHASI HA OyMa>KHOM HOCHUTEIE.

2. Ilpuem, perucTpanus v NpoOXo:KJIeHUue NOCTYNAIIIUX JOKYMEHTOB

2.1. Joxymentsl B TUK noctaBnsroTcst uepe3 OTAeNEHUE CBS3H (IIOYTOMH,
tenerpagom), ¢GenbIberepcKkoil WM CHeUUalbHOM CBSA3bIO, HAPOYHBIM WU
NEPENAOTCS MPEACENATEN0 (3aMECTUTENIO NPEACENaTeNs, CEKPETAPIO, YJIEHAM)
THUK BO BpeMst IMYHOTO MPUEMA.

JlokymeHTsl MoryT noctynars B THK mo xananam cBsasu I'ocynapcTBeHHON
aBTOMATU3UPOBaHHON cucteMbl P® «BblOopb», Ha oQUIMAIBHBIA MOYTOBBIN
sk TUK B cetn MuTepHeT 1 no (akCUMUIBHON CBSI3U.

2.2. llpuem, mnepBuuyHas o0OpabOTKa M pEruUCTpalusi MNOCTYMAIOIINUX
JIOKYMEHTOB Mpou3BoAsaTca npenacenareneM (cexkperapeM) TUK ¢ ucnonp3oBanuem
KypHanbHOU (mprioxenue Nel) ¢hopmbl peructpamuu JTOKYMEHTOB €KEJTHEBHO B
yacsl pabotsl TUK, kpoMe BBIXOIHBIX U HEPAOOUUX MPa3AHUYHBIX JHEH.

Bpemss mnpuema [0OKyMEHTOB B pabouuil JeHb, MpPEIIIeCTBYIOLIUI
HepaboueMy Npa3JHUYHOMY JTHIO, COKpAIIaeTCs Ha OJIUH 4ac.

ITopsanok mnoJiydeHUss MW perucTpanuu JOKYMEHTOB II0CJIE OKOHYaHUSA
pabodero 1HsA, B BBIXOAHbIE M HepabOuyue Mpa3JHUYHBIE JHU, B NEPUOA
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INOATOTOBKKM W  IIPOBCACHMA I/I36I/IpaTeJ'IBHI>IX KaMIIaHUM YCTaHaBJIMBACTCA

npeacenaareneMm TUK nmubo onpenensiercs pemenuem THUK.

2.3. TloctynuBiiue NOKYMEHTHI MOAPA3EISAIOTCS Ha PETUCTPUPYEMBbIE U
HE MO yIeXkKAIINe perucTpanuu (mpuioxeHue No2).

2.4. Tlpu BCKpBITUH KOHBEPTOB, MOCTYNAIONINX CTICIIHAITBHON CBS3BIO0 U
M0 To4YTe, TMPOBEPAETCS NPABUWIBHOCTh aJIpECOBAHUSI, KOMIUIEKTHOCTh U
LETOCTHOCTh JOKYMEHTOB, HAJIIMUUE MNPUIIOKEHUN, CBEPSIETCS COOTBETCTBUE HX
HOMEpPOB YYETHBIM HOMEpaM, YyKa3aHHbIM Ha KOHBepTax. HenpaBuibHO
aJipeCOBAHHbIE W OUIMOOYHO BIIOKEHHBIE JIOKYMEHTHI HE PEruCTpUPYIOTCS,
MEePEChUIAIOTCS MO HA3HAYEHUIO WM BO3BPAILLAIOTCSA OTIIPABUTEIIO.

2.5. Ecnu mpu BCKPBITHH KOHBEPTAa OOHAPYKEHO OTCYTCTBHE TOKYMEHTOB
WU UX OTIEIbHBIX JIMCTOB, MNPUJIOKEHUN, MOBPEXKIACHUE HIOKYMEHTOB WU
HECOOTBETCTBME HOMEPOB JOKYMEHTOB HOMEpaM, YKa3aHHbIM Ha KOHBEpTE,
npencenarenem (cexperapem) THUK cocraBisercst akT ycTaHOBIEHHON (OpMBI B
nByX aK3emiuisipax (mpuwiokeHue Ne3). OmuH 3K3eMIUISIp aKTa IMOCHUIAETCSA
OTMPABUTEIIO, JPYTON MPUOOIIAETCS K MPUHSATHIM JTOKYMEHTAM.

Ha 060poTHO¥ CTOpOHE MOCJEIHEr0 JINCTA MOBPEXKIACHHOIO JIOKYMEHTa B
MPaBOM HUKHEM YTy JIeJIaeTCsi OTMETKa «JlOKyMEHT MoJiydeH B MOBPEKIECHHOM
BUJIEY.

2.6. KoHBepThl OT TOCTYNUBIINX JOKYMEHTOB HE YHHUYTOXKAIOTCS B
cillyyae, €CJId TOJIbKO MO0 HUM MOKHO YCTaHOBUTH aJpec OTIIPABUTEIIS, ATy
OTHPABKH U TMOJYYEHHUS IOKYMEHTOB, €CJIM OHU COJAEPKAT JOKYMEHTHI, KOTOpPbIE
MOCTYNWJIM H3-3a MPEeToB Tepputopuu PO, U3 cynoB, CIEICTBEHHBIX OPTaHOB,
aM00 JTOTOBOPHI, TMPETEH3UHU, WCKOBBIC 3asBIICHUS, JOKYMEHTBHI, CBSI3aHHBIE C
OCYLIECTBJICHHUEM  3aKyloOK TOBapoB, paboT, yciuyr mid oOecrneyeHus
roCyJIapCTBEHHBIX HYX]I.

2.7. KoHBepThl yU4aCTHUKOB 3aKYIOK TOBapoOB, padOT, yCIyT, MOCTYIUBIITUE
M0 TOYTe, MPUHUMAIOTCS OTBETCTBEHHBIM 3a BEJICHHUE JCJIONPOU3BOJCTBA, HE
BCKPBIBAIOTCS, YYUTHIBAIOTCA IO TMAKETHOMY JKypHaly H IepelaroTcs
OTBETCTBEHHOMY OCYIIECTBIICHUE 3aKyHOK MO/ MOIMHKCH.

KonBepThl ¢ 3asBKaMH YYaCTHHKOB 3aKylOK TOBapoOB, palOT, YCIYT,
MOCTYIUBIIAE HAPOYHBIM, TPUHUMAIOTCS OTBETCTBEHHBIM 32 OPraHU3ALUIO
TOPTOB, HE BCKPBIBAIOTCS M YUYUTHIBAIOTCS B KypHaJIe B COOTBETCTBUU CO CTaThei
51 ®enepanbHoro 3akoHa oT 5 ampens 2013 roma No 44-@3 «O KOHTpaKTHOM
cucteMe B cdepe 3aKylmokK TOBapoB, paldOT, yciayr sl 0oOecleueHUs
rOCYJIapCTBEHHBIX U MYHHUITUTIATBLHBIX HYXK].

2.8.I1akeTpl ¢ moMeTKON «JIMYHOY» YYUTHIBAOTCS O TTAKETHOMY KypHATy U
nepearoTcs aapecaTaM B 3aKPhITOM BU/JIE MO OJTMHKCH.

2.9. Tlpu peructpamuu MOCTYNHUBIIETO JTOKYMEHTAa B PETHUCTPAIMOHHOMN
dbopme 00s3aTENBHO BBOASTCS CIEAYIOIIUE PEKBU3UTHI: BHUJ JOKYMEHTA, €ro
UCXOJISIIMI HOMEp M JaTa, JJaHHbIe O KoppecrnoHjaeHTe (aapecante) (pamumus,
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UM, OTYECTBO (i)I/ISI/I‘leCKOI‘O JIMI@a UJIK Ha3BaHUC OpraHu3aln, MECTOHAXOXKICHNEC

OTMPABUTENS), @ TaKXKe KpPaTKoe COJAEep’KaHHWE JIOKYMEHTa, KOJIMYECTBO JIUCTOB
OCHOBHOTO JOKYMEHTA U JINCTOB MPUIIOKEHUS, KOJIMYECTBO SK3EMILISIPOB.

PeructpanioHHblii MITaMII C yKa3aHUEM BXOJSIIECTO HOMEpa, JaThl U
BPEMEHHU PETUCTPALIMU MPOCTABISAETCS, KaK MPaBUJIO, B MPABOM HUKHEM YLy
JUIEBOM CTOPOHBI TEPBOrO JIMCTAa 3aPETUCTPUPOBAHHOIO JoKyMeHTa. [lpum
HEOOXOJMMOCTH YKa3bIBAC€TCS BpEeMsl perucTpanuu (dackl W MuUHYTHI). Ha
MPUJIOKEHUN TPOCTABISAETCS BXOMSIIMI HOMEP JOKYMEHTa, K KOTOPOMY OHO
OTHOCHTCHI.

Ha xonuu nokymMeHTa BXOJAIINA HOMEDP MPOCTABIISIETCS B MPABOM HUKHEM
YTJIy JIMIIEBOM CTOPOHBI MIEPBOTO JIUCTA.

[Ipyu nmocTymjieHMHM  JIOKYMEHTa C  CONPOBOAMUTEIBHBIM  MHCHMOM
PErUCTPaIlMOHHBIN IITaMIT TPOCTABIISECTCS HA COMPOBOIUTEIILHOM MHUCHME.

HyMmepanusi nocTynuBHIMX JOKYMEHTOB OCYIIECTBISECTCS B Tpejaesiax
KQJICHIApHOTO rofa.

IIpu peructpauuu JOOKYMEHTa, SBISIOMIETOCS OTBETOM HA HCXOISAIIUN
JOKYMEHT WJIM MPUCIAHHOTO B JIOMOJHEHUE K PAHEE HAMPABICHHOMY JTOKYMEHTY,
B JKypHaJI€ JIeJIaeTCsl COOTBETCTBYIOIIAS CChLIIKA.

K nmnoBTOopHOMY [OKYMEHTY WpHUKIaabIBaeTcs uHPOpMAIMsI O paHee
MOCTYMUBIIUX JOKYMEHTaX M pe3yjbTaTax UX HCIOJHEHHUs, KOTopas NepeaacTcs
OTBETCTBEHHOMY 3a UCIOJHEHUE IOKYMEHTA.

2.10. 3apeructpupoBaHHbIE JTOKYMEHTHI PacCCMaTPHUBAIOTCA IpejcenaTeeM
THUK, 3areM TpOU3BOAUTHCSA 3AMUCH II0 HCIIOJHEHUIO JIOKYMEHTA B JKypHAaje
pEruCTpaluy U NePeJat0TCs UCTIOTHUTEISM MO]I TOAHUCH.

2.11. VcnosHEHHBIE TOKYMEHTBHI CITMCHIBAIOTCS B JENIO TMpeiceaaresieM
(cexperapem) THUK u momeniarotrcst B 1e710 B COOTBETCTBUU ¢ HOMEHKJIATYpOH Jien
THUK.

2.12. OOGpaitteHust rpaxiaH perucTpUPYIOTCS B OTAEIBHOM KypHAJIe.

3. OcHoBHbIE TPeOOBaHUSI K MOJATOTOBKe U 0()OPMJIEHUIO IOKYMEHTOB

3.1. JloxymeHTHI, CO3/1aBaeMble B M30UpaTEIHbHON KOMUCCHH, O(DOPMIISIFOTCS
Ha OJIaHKaX, Ha CTaHJAPTHHIX JHcTax Oymaru popmata A4 (210 x 297 mm) unu AS
(148 x 210 MM) mub0 B BHUJAE 3JIEKTPOHHBIX JOKYMEHTOB M JOJDKHBI HMETh
YCTaHOBJICHHBIN COCTaB PEKBU3HUTOB.

3.2. JlokymeHTbl OQOpMISIOTCS Ha OJaHKaX YCTaHOBJICHHOW (OpMBI,
W3TOTOBJICHHBIX THMOTPAPCKUM WM KOMITBIOTEPHBIM CIIOCOOOM (MPUIIOKEHUE
Ned).

3.3. B THUK MoryT ObITh yCTaHOBJICHBI CJIEAYIOIINE BUbI OJIAHKOB:

6sank mpotokona 3acenanus TUK;

omank pemenus THUK;

6nank nucema TUK.



JIoOkyMeHTbI  OQOpPMJISIIOTCSI B COOTBETCTBUU C TpeboBaHUSIMH K
JIOKYMEHTaM, M3TOTOBJIIEMBIM C IMIOMOIIBIO MEYATAOIINX YCTPOUCTB, U K (ailimam
TEKCTOBBIX JJOKYMEHTOB (mpuiioxenue Ne 5).

3.4. Ilpu mnoaroroBke u odopmieHud AokyMeHToB uieHsl THUK wu
TpaXJAaHCKHE CIy)Kalllie, a TaKXkKe JMIa, NPUBJIEKAEMbIE IO TPakIaHCKO-
IIPABOBBIM JIOTOBOpaM, JIOJDKHBI COOMIOAATh MpaBmiia OQOPMIICHUS PEKBU3UTOB
JTIOKYMEHTOB, U3JI0)KCHHBIE HIXKE.

CocTaB pEeKBU3HUTOB JIOKYMEHTa OIPEACNAETCS €ro BUIAOM M Ha3HAYCHUEM.
PexkBu3uTamMu TOKyMEHTOB, CO3/1aBa€MbIX B N30MPaTEIbHOM KOMUCCHH, SBIISTFOTCS:

['ep6 Pecnybnuku bamikoprocras;

HaUMEHOBaHNE KOMHUCCHH,

HAaUMEHOBAaHHE BUJA TOKYMEHTA,

MECTO COCTaBIICHUS WM U3JaHUS TOKYMEHTA;

JaTa U HOMEp JTOKYMEHTA,

3aroJIoBOK K TEKCTY;

MOJINKCH;

rpud yTBepKICHHUS.

3.3.1. Ha Onankax JOKYMEHTOB IOMEINAETCS OHOLIBETHOE H300paKeHHE
['ocynapctBenHoro repba Pb B mopsike, ompeaeieHHOM 3aKOHOJATEIbCTBOM U
WHBIMU HOPMATHBHBIMHU MTPaBOBBIMU akTaMu Pb.

N3obpaxkenne repOa (9MOJIeMbl) MOMEIIAETCS 10 CEPEIMHE BEPXHETO MOJIs
O/laHKa JIOKyMEHTa HaJ PEKBU3UTAMU OpraHu3allid, Ha paccTossHUM 10 MM OT
BEPXHETO Kpas JHCTA.

3.3.2. HaumenoBanue TUK, medararor Ha TocynapCTBEHHBIX s3bIkax Pb,
KOTOPBIE PACIOIararoTCsl CIEIYIOIIMM 00pa3oM: CJIeBa - TEKCT Ha PYCCKOM SI3BIKE,
CTpaBa - TEKCT Ha OAIMTKUPCKOM SI3bIKE U BBHITIOIHIIOTCS OIMHAKOBBIMHU 110 Pa3Mepy
OyKBaMH, HaITpUMeEp: ;

TEPPATOPHAJLHASI N3BUPATEJILHASI KOMACCHS ’?-
JIEMCKOT'O PATOHA TOPOJICKOT'O OKPYT'A TOPO/I

BAII'KOPTOCTAH PECITYBJIMKAhbI
6®0O KAJIAhBI KAJIA OKPYI'bI JIHM PAMOHBIHBIH,

Y®A PECITYBJIMKU BAIIKOPTOCTAH TEPPAUTOPHAJIBb hANJIAY KOMUCCHShbBI
JleBurana yi1., 1. 29, xopn. 1, Ya, 450095 JleBuraH ypawmsl, 29, Ode xanahsr, 450095
Tenedon, paxc: (347) 281-87-68 Tenedon, daxc: (347) 281-87-68
e-mail: tik053@mail.ru e-mail: tik053@mail.ru
No OT « » 20 T.
Ha Ne OT « » 20 T.

KoHTposnb 3a mpaBWIGHBIM HCIOJIB30BAaHUEM OJIAHKOB M MX COOTBETCTBUEM
YCTaHOBJICHHBIM 0Opa3iiaM OCYIIECTBIISIETCS OTBETCTBEHHBIM 32 BEJICHHE
JIEJIONPOU3BOICTBA.

3.3.3. HaumeHoBaHue BUJa M3/1aBa€MOI0 JOKyMEHTa (perieHue, MpoTOKOJI
3aceJjaHusl) BKJIFOYAeTCsl B OJJaHK COOTBETCTBYIOIIETO BHJ1a JOKYMEHTOB.
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B numcemMax HauMeHOBaHHE BHJa MW PAa3SHOBUIHOCTH AJOKYMCHTA HC

YKa3bIBAETCSI.
3.3.4. CnpaBounsbie ganubie 00 MK yka3piBarOTCsl B OJ1aHKaX MUCEM:
PeciyOmmuku yn. JleBurana, a. 29, xopn. 1 ropox Yda, 450095, tenedon,
daxc (347) 281-87-68, e-mail: tik053@mail.ru
3.3.5. [lata noxymeHra.

JlaTol TOKyMEHTa SIBJSIETCS Jara €ro NOANMCAHWsA, yTBEp:KAcHusA. Jlarton
MPOTOKOJIA SIBJSIETCS AaTa 3aceAaHus, a akTa — JJaTa COOBITHS.

JlaToii TOKyMEeHTa, U3JIaHHOTO COBMECTHO JByMsi U OoJjiee OpraHu3alusMH,
SBJIIETCS J1aTa OoJiee O3 AHEHN MOIIUCH.

JlaTy noxkymeHTa opopMIISIOT apaOCKUMU U pamMu B OCIEA0BATEILHOCTH:
JIeHb Mecsla, Mecsll, rod. JleHb mecsna u Mecsl opopMIISIIOTCS IBYMsl TTapaMu
apabckux nudp, pa3ieJeHHbIMU TOUYKOHN, FOJ — YEThIphMs apaObCKuMu nudpamu,
HarpuMmep:

07.01.2019
JlommyckaeTcst ciioBecHO-IUGPOBOI criocod oopMiIeHUsI 1aThl, HAIIPUMED:
7 auBaps 2019 1.

3.3.6. PeructparnmoHHbIil HOMEP TOKYMEHTA.

Jist BXOIALIMX JOKYMEHTOB — 3TO MOPSAKOBBIA HOMED , I/ MCXOIAIIUX
JTIOKYMEHTOB — TIOPSIIKOBBIA HOMEP MTOKYMEHTa M MHJCKC Jiejia TI0 HOMEHKIIAType,
gyepe3 KOCYI0 UepTy.

3.3.7. Ccpimka Ha HUCXONAIIUNA PETUCTPAMOHHBI HOMEp U JaTy
JIOKyMEHTa BKJIIOYAETCS B COCTaB pPEKBU3UTOB OiaHka mucbma. Cchlika
MIPOCTABIISIETCS UCTIOJTHUTENIEM MPHU MTOATOTOBKE TUChMa-0TBETA.

3.3.8. Mecro cocraBnenus (M31aHus) JOKyMEHTA

Mecto cocraBiieHus (M31aHus) JOKYMEHTa YKa3bIBaeTCs Ha 00IIeM OJIaHKe
1 OJaHKe KOHKPETHOTO BHAA JOKyMEHTa. B OnaHkax muceM CBEIEHUSI O MECTe
cCo3maHusl JOKYMEHTa cojepkarcs B pekBusutTe «CrpaBouHbIE HaHHBIE 00
N30MpPATEIIbHON KOMUCCHH.

Mecto cocraBiaeHus (M3IaHUS) JOKYMEHTA YKa3blBA€TCA C Y4ETOM
MPUHATOTO aIMUHUCTPATUBHO-TEPPUTOPUATILHOTO JICTICHHUSI.

[Ipu mpoaOaBLHOM PaACIOIOKEHUH PEKBU3UTOB OJJaHKA MECTO COCTaBIICHUS
WIM W3JIaHWUS JIOKYMCHTA YKa3bIBAeTCS B CEPEAMHE CTPOKH MEXIYy TaTOu |
pPETHCTPAallMOHHBIM HOMEPOM JOKYMEHTa, a TMPU YIJIOBOM PAaCIOJIOKECHUN
PEKBU3UTOB — TOJ JIaTOW U PEruCTPAllMOHHBIM HOMEpPOM JOKYMEHTa, OT Kpas
JIEBOTO TIOJIS.

3.3.9. I'pud orpannyenus 1octymna K J0KyMEHTY.

OtmeTrka 0 KOH(MUICHIIMATLHOCTH HAa  JOKYMEHTaX, COJACpIKaIIuX
nH(popMaIMIo, OTHOCUMYIO K CIy>)kK€OHOM TaiiHe, uMeetr Bui «[{ns ciyxeOHOTO

“ Bxoasiuuii HOMep MOXeT (JOPMUPOBATHCS AHAJIOTUIHO UCXOJISAIIEMY.


mailto:tik053@mail.ru
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IIOJB30BaHUA, ((KOH(bI/IIleHHI/IaHBHO» " IIPOCTABCTCA B BECPXHEM IIPpABOM YITY

JIUIIEBOM CTOPOHBI IIEPBOTO JINCTA JOKYMEHTA Ha TPaHUIEC BEPXHETO MOJIS.

3.3.10. Apnpecar.

PexBu3uT «Ampecary pacmoyiaracTcsi B IpaBOM BEPXHEM YTITY.

JIOKyMEHTBI aApeCyIOTCS B OpTraHU3AINH, UX CTPYKTYPHBIC MOAPA3ACIICHNUSA,
JOJDKHOCTHBIM JIMIIAaM WJIM TpaXKJaHaM TMpU OTBETE Ha WX OOpaleHusl.
HanMeHoBaHMe OpraHu3alnud M CTPYKTYPHOTO TIOAPA3ACIICHUS YKa3bIBAIOTCS
B IMCHHUTEIILHOM TIaJIC)Ke, HalpUMED:

Anmunuctpanus JleMckoro paiiona
TOpPOJICKOro OKpyra ropoj Y da
PecnyOnuku bamkoprocran

Ecnu  nmokymeHT anpecyercs JOJDKHOCTHOMY JIMIY, HAWMEHOBaHUE
OpraHU3alliy YKAa3bIBACTCS B UMEHUTEIHLHOM MaJIekKe, a JOJDKHOCTh U (haMHIIUSI — B
JATEIIbHOM.

HpI/I 9TOM HMHHUIHAJIbI YKA3bIBAOTCA I1I0CIIC (baMI/IJII/II/I, HaIpumep.

bamkupckuit rocy1apCTBEHHBIM YHUBEPCUTET
3aBenytoiiemy kadenpoit
[Terposy ILIIL

Ecnu nmokyMeHT aapecyeTcss PYKOBOJUTENIO OpraHU3alMu HWJId  €ro
3aMECTUTENI0, HAMMEHOBAHUE OpraHU3alMu JOJDKHO BXOAUTh B HAaMMEHOBAHUE
JIOJKHOCTHU aJipecaTa, Halpumep:

3aMECTHTEIIO IJIaBBI
Anmunuctpauuu JleMckoro paiiona
ropoJICKOro okpyra ropos Y da
Pecny6nuku bamkoprocran
NBanosy 1.1.

Eciu nmokymeHT ajapecyercs oOpraHuM3alliM, cCHayajga yKa3bIBaeTcs ee
HaUMEHOBaHUE, 3aTeM MOYTOBBIN aJipec, HalpUMep:
Ynpasnenue PenepanbHON
PETUCTPAIIMOHHON CITYKOBI TIO
Pecny6nuke bamkoprocran
yi. Hropynsr, 1. 13, Yda, 450008

JlonmyckaeTcsi NEHTPUPOBATh KaXAyH CTPOKY pPEKBU3UTA «AjapecaTry» Mo
OTHOUIIEHHIO K CAMOW JNTMHHOM CTPOKE.

JlomyckaeTcsi WCMONb30BaTh  OPUIIMANIBHO TPUHSTHIE  COKpAIEHHBIC
HaMEHOBAHUs OpPraHOB T'OCYJApPCTBEHHOM BJIACTH, MECTHOTO CaMOYIPABJICHUS,
OpTraHU3AIUN.
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[ToutoBHBIN aJIp€C YKa3bIBACTCA B IIOCICAOBATCIBbHOCTH, YCTaHOBﬂeHHOfI

[TpaBmiiaMy OKa3aHUsl yCIYT TIOYTOBOW CBSI3H, YTBEPIKICHHBIMU TTOCTAHOBICHUEM
[IpaButensctBa PD ot 15 ampens 2005 r. Ne221 «OO6 yTBepKI€HUM MpPaBUII
OKa3aHWsI YCIYT TIOUYTOBOM CBSI3H.

Ecii TOKyMEHT OTHpaBIIsieTCsl B HECKOJIBKO OJTHOPOJIHBIX TOCYAapCTBEHHBIX
OpTraHOB WJIM OPTaHU3AIMM, UX CIEIYET YKa3bIBaTh 000OIICHHO, HATTPUMED:

HpeI[CCI[aTCJ'ISIM Y4aCTKOBBIX KOMHCCHI

JIOKyMEHT He JOJDKEH cojaepkarbh Oosee ueTehlpex aapecatoB. CiaoBo
«Konus» nepes BTOPbIM, TPETbUM, YETBEPTHIM aJJPECATOM HE YKA3bIBAETCS.

[Ipyn HanpaBieHHH TOKyMEHTa 0oJjiee 4eM B YEThIPE aJpeca COCTABIISIETCS
CIIMCOK PACChUIKM YCTaHOBJIIGHHOW (opmbl (mpmiiokeHue Ne6), KOTOpBIA
noanuceiBaercs npeacenarenem THUK.

[Ipu anpecoBaHnu JOKyMEHTa (hPU3MUECKOMY JIMIly BHAdaje yKa3bIBalOTCS
(bamMuIMs ¥ MHULMAIIBI TI0JIy4aTessl, 3aTeM IMOYTOBBIHN apec, HapuMep:

CaxabytaunoBy B.T.
yi. [ToGensr, a. 42, c. BuxOymsk,
brxOynakckuii paiioH,
Pecny6siuka bamkoprocran, 452040

[Ipu oTnpaBke NUChMa MO DJIEKTPOHHOW MMOYTEe WIM TO (HaKCUMUIBHOU
cBs3u (0€3 JOCHUIKM 10 TI0YTE) TIOYTOBBIA ajpec He yKasbiBaeTcs. I[lpu
HEOOXOJAMMOCTA  MOXKET OBbITh  YKa3aH DJJEKTPOHHBIA  aapec  (HOMEp
tenedoHa/akca), HarpuUMep:

Bcepoccuiicknit Hay4HO-
MCCIIE0BATEIILCKUA NHCTUTYT
JIOKYMEHTOBEICHUS U ApXUBHOTO JleJia
mail@vniidad.ru

3.3.10. TI'pud yTBepxkaeHHs TOKYMEHTA.

JIOKyMEHT  YTBEpP>KIAe€TCS JOJDKHOCTHBIM JIMIIOM WJIM  CHEHHAIBHO
W3/1aBa€MbIM JIOKYMEHTOM.

[Ipu yTBEpKIEHUH TOKYMEHTA JOJKHOCTHBIM JIMIIOM TpU( yTBEpKACHUS
noskeH coctosth u3 cioBa Y TBEPXKJIAIO (6e3 kaBbIuek) MpONMCHBIME OyKBaMH
U Ha CIEAYIOIIEeW CTPOKE — HAUMEHOBAaHUE JOJDKHOCTH, MOJNUCH, WHUIUAIBI
u  GdavMuinus U@,  YTBEPAUBINETO  JOKYMEHT, Jara  yTBEPXKICHHS,
HaIpumep:

YTBEPXJIAO
IIpencenarens TEpPUTOPUATIBHOU
n3buparenbHOM Komuccuu Jlemckoro paiiona
ropojckoro okpyra roposa Yda Pb
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JIMdHaid IOAIMNCh HWHHIHUAJIBI, q)aMI/IJ'II/I}I

Jlara

[Ipu yTBEpKIEHUH NOKYMEHTa MOCTAHOBJIEHUEM, MPOTOKOJIOM, PELICHUEM,
pacniopsibkeHueM Tpud  yTBepxkIeHus cocrouT wu3 cioBa Y TBEPXJ/IEH
(YTBEPXXJIEHA, YTBEPXJ/JEHbI wmu VYTBEPXJIEHO) (6e3 kaBbIuek)
NpPONUCHBIMU ~ OyKBaMH, HAWMEHOBAHUSA  YTBEPXKAAIOIIETO JOKYMEHTa B
TBOPUTEIBHOM MAJIEKE, €T0 AaThl © HOMEPA, HAIIPUMED:

YTBEPXIEH
pELIEHNEM TEPPUTOPHATIBHOM
nU30UpaTEIbHON KOMUCCUH
JleMckoro palioHa TOpOACKOIr0 OKpyra

ropon Y da Pecnybnuku bamkoproctan
ot 15 derpams 2019 r. Ne28

I'pu¢ yTBepkaeHUs pacrnonarailoT B IPaBOM BEPXHEM YNy JOKYMEHTA.
B rpude yTBepkaeHUs AONMYyCKaeTcs LEHTPUPOBATH 3JIEMEHThl OTHOCUTEIIBHO
CaMOM JIJIMHHOW CTPOKH.

3.3.11. VYka3zaHus 10 UCTIOJHEHHUIO TOKyMEHTa (PE30JTIOIIHS).

VYKkazaHus MO HCIOJIHEHUIO JOKYMEHTa MOTYT OBbITh HAmMCaHbl OT PYKHU
npencenarenem THUK Ha otnensHoM nucte popmata A6 (105x147), npunokeHHOM
K JIOKYMEHTY. YKa3aHHUs [0 HCIOJHEHUIO JOKYMEHTa BKJIIOYAIOT (haMUIUM U
VMHUIMAJIbI UCTIOJHUTENEH, TPU HEOOXOAMMOCTH — COJEpKaHUE MOPYUYEHUSs, CPOK
VICITOJIHEHHS], IOANUCH PYKOBOJIUTENS U J1aTy, HAIPUMED:

l'apunosy P.3., fIxynosy P.A.
[Iporury paccMOTpeTh U 1aTh OTBET
K 25.12.2019

JIngyHast moanuch

JlaTa

VYkazaHus 1o UCTIOJHEHHUIO TOKYMEHTa, 0(POpMIICHHBIC HA OTAEILHOM JIMCTE,
MPUKPEIUIAIOTCS K JIOKYMEHTY, K KOTOPOMY OHHU OTHOCATCS, U BMECTE€ C HUM
MOJIIMBAIOTCS B JEJIO.

3.3.12. 3aroJyioBOK K TEKCTY IOKYMEHTA.

3arojioBOK K TEKCTy JOKYMEHTa JOJDKEH KpaTKO M TOYHO PacKphIBaTh €ro
coliepKaHre U OBITh COTJIACOBAH C HAMMEHOBAHWEM BHJIA JIOKYMEHTA. 3aroJ0BOK
MOET OTBEYATh Ha BOMPOCHI:

«0 yeM (0 KoM)?», HanpuMep:

PEIIEHUE
O pacnpeneneHuu 00s3aHHOCTEN YJICHOB .....

«4ero (koro)?», HanpuMmep:



12

JIOmKHOCTHOM perjaMeHT BeAyIlero KoHcynabTanta B.B. 3Be3noukuna
AKT — O0 YHUUTOXKEHUU TOKYMEHTOB C UCTEKIIIUMHU CPOKAMHU XPaHEHUS

3aroJIoBOK COCTaBIISIE€TCS JTULOM, TOTOBSIIHUM IMPOEKT JOKYMEHTA.

JlokyMeHThl, odopmileHHbIE Ha OnaHkax QopmaTta AS, yKa3aHHs IIO
VCIIOJIHEHUIO JOKYMEHTA, TEJIErPAMMBI HE 03aIJIaBIMBAIOTCA.

3aroyioBOK, COCTOSIIIMI W3 ABYX M 0oJiee CTPOK, IMEYaTaeTcsi yepe3 OJuH
MEKCTPOUYHBIM HMHTEpPBaJ, TOYKA B KOHIIE 3aroJiOBKa HE CTaBUTCS. 3arojOBOK
pacronaraeTcs Ha NEpPBOM JIUCTE€ HaJ TEKCTOM JOKYMEHTa IO LIEHTPY, a IpHU
o(opMIICHUH MHChMa — OT FpaHUIlbI JeBoro noss. [luceMa, cocrosiue u3 ogHOTO
ab3a1na, coJeprkallero He 6oisiee 5 CTpOK, HE 03arJaBIMBAIOTCS.

3.3.13 OT™eTKa 0 KOHTpOJIE

OTMeTKa O KOHTpPOJIE IMPOCTABIAETCS HA JOKYMEHTax, IMOCTABJICHHBIX Ha
KOHTpOJIb, C UCHOJb30BaHUEM MTamna «KOHTpoab» (MU HMHBIM CIIOCOOOM) Ha
BEPXHEM II0JI€ JIOKYMEHTa crpaBa, Ju00 Ha OlaHKe yKa3aHUs MO0 HCIOJHEHHUIO
JIOKyMEHTA.

3.3.14. TekcT MOKyMeHTA.

Texct nOKyMEHTa MOXET OBbITh OQOpPMJIEH B BHUJIE CBSI3HOIO TEKCTa,
TaOJMILIBI UM COETUHEHUS 3TUX CTPYKTYP.

Texct JOOKymMeHTa JOJDKEH  HM3JaratbCd  Kparko M SICHO, OBITh
apryMEHTUPOBAaHHBIM, O0ecleuynBaTh TOYHOE M OJHO3HAYHOE BOCIPHUSTHE
coJiepKalieics: B HeM HHGOpPMAIIHH.

TekcT HOKyMEHTa [OJDKEH, KaK MpPaBWIO, COCTOSTh M3 JBYX 4YacTeu.
B nmnepBoil yacTh yKa3bIBAalOTCS MPUYMHBI, OCHOBAHMS, LEJIH COCTABJICHUS
JIOKyMEHTa, BO BTOPOM — PpEIIECHUS, BBIBOJBI, MPOCHOBI, MPEATIOKECHHUS,
PEKOMEHAALUN.

TexkcT OOKyMEHTa MOXET COJAEpX AaTh TOJIBKO 3aKIIOYUTEINBHYK) YacCTh
(Hampumep, pactopsKeHHE — PACTIOPSIUTENBHYIO YacTh 0€3 KOHCTATHUPYIOIIEH,
MUCHMO, 3asBJICHUE — POCKOY 0€3 MOsSCHEeHUS).

B Tekcrte noKymMeHTa, MOATOTOBJIEHHOIO HA OCHOBAaHWU 3aKOHOAATENIbHBIX,
WHBIX HOPMATHUBHBIX MPABOBBIX AKTOB, MU3/IaHHBIX OpraHaMu BilacTu Poccuiickoii
®denepauuu, UHBIMH (elepalbHBIMU TOCYAAPCTBEHHBIMU OpraHaMHU, OpPraHAMH
rocyJapcTBeHHOM Biactu cyOwbekToB Poccuiickoit ®enepanuu, [[UK Poccun,
UK Pb, TeppuropuanbHONM KOMHCCHEHN, YKAa3bIBAETCS HAMMEHOBAaHUE BHJIA
JIOKYMEHTAa, HAaUMEHOBAHWE OpPraHa, W3/ABIIETO JOKYMEHT, /aTa MPUHATHS WA
YTBEPXKACHUS JOKyMEHTa (CIIOBECHO-IIU(POBBIM CIIOCOOOM, Hampumep: 1 sHBaps
2018 T1.), €ro perucTpalMOHHBII HOMEpP, a TAaKXE 3aroJIOBOK JOKYMEHTA,
3aKJIFOYEHHBIN B KaBBIYKU.
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TexkcTbl JTOKYMEHTOB OOJbIIOTO 00bEMa, Hampumep, HWHCTPYKIIHM,

METOJAMYECKUX PEKOMEHJAIMI, MOTYT JEIUThCA Ha pasienbl, MOApPa3Aeiibl U
MYHKTHI, KOTOPbIE HYMEPYIOTCS apaOCKUMHU LIUPpaMu, HaIpUMeED:

1. Paznen
1.1. ITonpaznen
1.1.1. ITynkT

AG3a11pl BHYTpY MYHKTOB HE HYMEPYIOTCSI.

B nmuceMax HCmonb3yIoT ciaenyromue GopMbl H3I0XKEHUS:

or l-ro mmma MHOXecTBeHHoro umcna («IIpocum — HampaBUTBH
uHpopMaIuio...», «Harmpasisiem Ha 3aKIIOUEHUE TIPOCKT...» U Ip.);

oT 3-r0 IHWIla €AMHCTBEHHOTO 4HCa («TEppUTOpUATbHAS KOMHCCUS HE
CUHUTAET BO3MOXKHBIM...», KTEPPUTOPHUATBLHAS KOMHUCCHUS TpEJiaraeT pacCMOTPETh
BO3MOXXHOCTb...»);

Ha OJIaHKaX JOJDKHOCTHBIX JIMI — OT 1-ro jMiia €IMHCTBEHHOrO 4YHcia
(«ITpoury Bac mpencraBuTh AaHHBIE O...», «CUNTaI0 BO3MOKHBIM MPUHATH y4acTHE
B...»).

B Tekcrax JOKYMEHTOB YIOTPEONSIOTCS  TOJIBKO  OOIICTIPUHSTHIC
ab0peBuaTypbl U rpaduuecKue COKpaIieHus.

[Tpu ynotpebnennn B TeKcTe (DaMUIIHI JTUIT HHUIIMAIIBI YKA3bIBAIOTCS TIOCIIE
bamunuu.

I'padbl ¥ CTpoKHM TaONULBI AOKHBI MMETh 3arojOBKH, BBIPAaKEHHbIE
CYLIECTBUTEJILHBIM B HMEHUTENIbHOM majexe. [lon3aronoBku rpad u CTpoK
JOJKHBI OBITh COTJIaCOBaHbl C 3arosioBkamu. [IpomoimkeHue TabiMIbl Ha HOBOM
JUCTE BCErJa HAYMHAETCA C 3aroJIOBKOB €€ CTOJOIOB (MiM HOMEpPOB Tpad B
ciydae, eciiy rpadbl TabJIMLbI HA IEPBOM JIUCTE IPOHYMEPOBAHBDI).

3.3.15. OrmeTka 0 NPUIOKEHUHU.

OTMmeTKa 0 HATMYUH TPUIIOKEHUH pacrojaraeTcsi OT TPAHUIIBI JIEBOTO TOJIS
1ocJie TEKCTa repesi MOAMUCHIO.

Ecnu noxkymMeHT umeeT MpuiioKeHUs, Ha3BaHHbIE B TEKCTE, OTMETKa 00 HX
HaTmIuu 0hopMIISIETCS TIO cieaytomen Gopme:

[Ipunoxenue: Ha 17 1. B 3 2K3.

Ecnu  OOKyMEHT WMeEeT NpWIOKEHHsS, HE HAa3BaHHBIE B TEKCTE, WX
HAaUMEHOBAHUSA HEOOXOIMMO MEpPEUYMCIUTh IOCIE TEKCTa JOKYMEHTa Nepen
MOANMCHIO C YKAa3aHUEM KOJIMYECTBA JIUCTOB B KAXKJOM IPWIOKEHUH U KOJIMYECTBA
AK3EMIUIIPOB, IPY HAJIMYNN HECKOJIBKUX MTPUIIOKEHUN UX HYMEPYIOT, HAIPUMED:

[Tpunoxenune: 1. Ilonoxenue 06 3xcnepTHOM kKoMuccuu Ha 10 1. B 1 9K3.
2. TlpumepHast HOMEHKIAaTypa Aen Ha 25 1. B 1 3K3.
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Ecan ITPHUIIOKCHUSA C6p01HIOpOBaHBI, TO KOJIHUYECCTBO JIMCTOB HE

yKa3bIBaeTCsl.
Ecnu mpuiioxkeHue HampaBisieTCsi HE BO BCE YKa3aHHBIE B JIOKYMEHTE
azpeca, TO OTMETKA O HATMYUU MPUIIOKEHHS 0hopMIIIeTCs TIo cienyromiei Gpopme:

[Tpunoxenue: Ha 15 1. B 3 3K3. TOIBKO B IIEPBBIN aapec.

Ecimu x 1MOKyMeHTy mpuiiaraetcst APYrodl JOKYMEHT, TakKe HMEIOIIUiH
NPUIOKEHHE, TO OTMETKAa O HAJIWYHMH TPWIOKECHUS OGOPMIISIETCS CIEAYIONUM
obpazom:

[Mpunoxenne: mucbMo LUK PB ot 05.11.2019 Ne745/01-08 u npusoxeHue
K HEMY, Bcero Ha 12 1.

Ecnu npunioxkeHueM sBiseTcsi 000COOJEHHBI AJIEKTPOHHBIA HOCHUTENb
(KOMIaKT-IUCK, Usb-Quen-HakonuTeas 1 Jp.):

[Tpunoxenue: CD B 1 k3.

IIpu 3TOM Ha BKjIanbllie (KOHBEPTE), B KOTOPHI MMOMEIIAETCS HOCHUTEID,
YKa3bIBaKOTCS HAMMEHOBAHUS JOKYMEHTOB, 3allUCAHHBIX HA HOCUTEIb, MMEHA
¢aiinos.

B nocraHOBIEHUSX M paCTOPSHKEHUSX CBEACHHUS O HATUYUM HPUIIOKEHHM
YKa3bIBAIOTCSl B TEKCTE, HAIIPUMED:

«Pa3pabotath M TpeACTaBUTh MPOEKT IUIaHa MO (opme, yKa3aHHOU
B NpuJiokeHUur Nely.

Ecim B J0OKyMeHTE, K KOTOPOMY OTHOCHUTCS IPHUJIOXKEHUE, OHO
HE YTBEPXKJAETCA, a MMPOCTO COAEPHKUTCSA CChUIKA HA HEro, TO B IIPaBOM BEPXHEM
YIJy YKa3bIBAa€TCsl, K KAKOMY PELIEHUIO MTPUIIOKEHNE OTHOCUTCS, HAITPUMED:

[IpunoxeHue K peeHno
TEPPUTOPUAIBHON U30UPaATEIHLHON KOMUCCUHI
Jlemckoro parioHa TrOpoJICKOr0 OKpyra ropoj

VYda Pecniyonuku bankoproctan

Pecny6nuku bamkoprocran
ot 11 stuBaps 2019 r. Ne15/3 - 4

[Ipy HamUYMM HECKOJBKUX NPWIOKCHUH OHU HYMEPYIOTCS, HampUMep,

npuioxkenue Nel, mpunoxenue Ne2 u tak ganee.
3.3.16. Iloamucs.

B cocra monamnucu  BXOIAT: HAaWMMEHOBAHHME  JOJDKHOCTH  JIUIIA,
MOJAMKUCABIIET0 JIOKYMEHT, €ro JIMYHasi MOJNUCh, KOTOopas 0GOpMIIIeTCS CHHUMU
WJIU YEPHBIMHM YEpHUJIAMH, paciiuGpoBKa MOANKUCH (MHUITUAIBI, PaMumus).

Ecnu noxymeHT odopmiisiercs Ha OJIaHKE TEPPUTOPUATBHOW KOMHUCCHUH, TO
PEKBU3UT BKJIIOYACT HAMMEHOBAHWE JIOJDKHOCTH JIMIA, TOJIMHCHIBAIOINICTO
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JIOKYMEHT, €ro JIMYHYK TOJANKHCh, paclMpoBKy MOANUCHA (MHULMAIBI U

bamunio), HarpuMep:
[Ipencenarens JMYHAS TIOJIITUCH WHUIIAAJBI, (DaMIuIis

Ecnu 1OIKHOCTHOE JMI0, MOANKMCH KOTOPOrO 3aroTOBJIIEHA HA IPOEKTE
JIOKyMEHTA, OTCYTCTBYET, TO JOKYMEHT MOJIUCHIBAET €r0 3aMECTUTENb U UHOE
JMILO0, UCHOJHSAMoLEe ero oOs3aHHOCTH. [Ipu 3TOM 00s3aTenbHO YKa3bIBAIOTCA
(akTuyeckass TOJDKHOCTh JIMLA, IMOANKCABIIETO JOKYMEHT, €r0 WHULHUAJIbl U
bamunms.

He pomyckaercs mnoanuchiBaTh JOKYMEHTHI C MPENJIOTOM «3a» WIIHU
IIPOCTABIIEHUEM KOCOW YEepPThI MEpe]l HAMMEHOBAHUEM JJOJIKHOCTH.

Ecnu nokyMeHT odopmiisieTcs He Ha OJIaHKe, TO PEKBU3UT COECPKHUT MOJTHOE
HAaMMEHOBAaHUE JIOJDKHOCTH JIMIA, MOJNUCABIIEIO JIOKYMEHT, €ro JIMYHYIO
MOJIMKCH, PACIIM(PPOBKY MOANUCH (MHUIUAIBI U (PaMUTIUIO), HAIPUMED:

3amecTuTelNb NpeacenaTens
TePPUTOPUATBHON M30MpaTEILHOMN
JleMckoro panioHa ropoJiCKOro
okpyra ropoj Y da
PecnyOnuku baikoproctan JIMYHASI TOANUCH WHULHAITBI, (haMIITHsT

[Ipu moamucanvu AOKYMEHTAa HECKOJIBKMMHU JOJDKHOCTHBIMHU JIMIAMHU KX
MOAINKUCH  PAcCIONararTCsd OJHA [OJ JPyrol B  IOCIEI0BATEIbHOCTH,
COOTBETCTBYIOIIEH 3aHUMAEMOW JI0JKHOCTH, HAITPUMED:

[Ipencenarens JIMYHAs NOJITNCH WHULUANBI, (DaMUITHS
['aBHBIN OyxTranTep JINYHASA ITOAINCH WHULMABI, (DaMUITHS

[Ipy noanucaHuyM JOKYMEHTAa HECKOJIBKMMHU JIMIIAMHM, 3aHUMAIOIIUMU
paBHbIE  JOJDKHOCTH, MX IIOAIKACH  PACIOJiaraldT Ha OJHOM  YPOBHE.
Hanpumep:

3aBeyIOIIUid PABOBBIM OTIEJIOM 3aBeyIOIIniA
OpraHu3alMOHHO-METOUYECKUM
OTEJIOM

JINdHasg IoAINNCh HWHHIHUAJIBI, (baMI/IJII/ISI JIMdHaid IOAIMNCh HWHHIHUAJIBI, (baMI/IJII/I}I

B mokymeHTe, moAroTOBJIEHHOM KOMUCCHUEH, MOAMUCH PACIIONArarTCs OQHA
nox apyroii. [lepBeIM yKa3bpIBaeTCs MpeCeaTelhb KOMUCCUH, a (JaMUTTUU YWICHOB
KOMHCCHUH PACIOJIaratoTCs B a()aBUTHOM MOPSIIKE, HATTPUMED:

[Ipencenarens TUK JIMYHAs NOAMNUCH WHULMABI, (HaMUITHs
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Yneurt TUK JIMYHAs NOAMNUCH WHUIMANBI, (HaMIIHs

JIM9Hasi IOAIINCH HWHHNIIHMAJIbI, q)aMI/IJII/I}I

3.3.17. T'pud cormacoBanus.

I'pud cormacoBanms coctout u3 ciioBa COI'JTACOBAHO (6e3 kaBbIuek)
NPONKMCHBIMA ~ OYKBaMH, HAWMMEHOBAHUS JIOJDKHOCTH JIMIA, C KOTOPBIM
COTJIACOBBIBACTCS JIOKYMEHT (BKIIFOYAss HAMMEHOBAHUE OPTaHM3AIlNN), €T0 JIMIYHON
TIOJIITMCH, PacITU(GPOBKYU TOAMUCH (MHHUIIAAJBI, (DaMUIIHSA) U JAaThl COTJIACOBaHUS,
HanpuMep:

COI'JTACOBAHO

npencenarens TUK

Jlemckoro paiioHa

TOpPOJICKOT0 OKpyra ropof Y da
Pecny6iuku bamkoprocran

JUYHAs MOJMUCh WHUIMAIBI, (haMUITUs
Jlata

Ecnu cormacoBanme OCymIECTBIISIETCS TIPOTOKOJIOM, IMTUCEMOM HWJIM JAPYTUM
JIOKYMEHTOM, TO COTJIACOBaHUE O(OPMIISIETCS CIAEAYIOITUM 00pa3oM:

COI'NJTACOBAHO

npoTtokod 3acenanusi K THUK

JleMmckoro paiioHa ropojICKOro okpyra ropoa Y da
Pecny6nuku bamkoptocran

ot 06 derpass 2019 r. Ne2 WTH:

COI'JTACOBAHO
nuceMo Pocapxusa
ot 10 mapta 2019 r. Ne 3-15/26

I'pud cormacoBanusi pacnonaraercs moj pekBuzutoM «lloanmuce» B JieBoM
HUKHEM TI0JIe IOKYMEHTA.

3.3.18. Busa.

BHyTpeHHee corjmacoBaHHWe TMPOEKTa JOKyMEHTa O(OPMIIIETCS BH30M.
Bu3za BKIIOYaeT MOMANMMCH BHU3UPYIOMIETO, PACIIU(PPOBKY TMOANMKMCH (WHHUIIAATIBI,
bamumms) W AaTy, OpU HEOOXOIUMOCTH MOXET OBbITh YyKazaHa JOHKHOCTh
BU3UPYIOIIET0, HAPUMED:

PykoBogutens KoOHTpOIbHO-PEBU3MOHHOM CITYKObI
JUYHAs MOAMUCh  WHUIMAJBL, (aMUIHs
ara
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[Ipn Hanmuuuu 3aMedaHuil K JIOKYMEHTY BHU3a OGOpMIIIETCS CIEAYIONIUM

obpazom:
3aMeuaHus PUIIaralTCs
PykoBogutens KOHTpOIbHO-PEBU3MOHHOM CITYKObI
JIMYHASI TOAUCH WHULIAAITBI, (amums
[laTta

3amMeuaHus  UW3JIaraloTcs Ha  OTACIBHOM  JIUCTE,  MOAMMUCHIBAIOTCS
Y TIPUJIATAtOTCS K JOKYMEHTY.

JlonyckaeTcsi HOJIMCTHOE BUBMPOBAHUE JOKYMEHTOB U MPUJIOKEHUN K HUM.

Ecnu noainHHUK TOKYMEHTa OCTAE€TCS B TEPPUTOPUATBHON KOMUCCHH, BU3BI
MPOCTABIISIOTCS B HIKHEM YacTH OOOpPOTHOM CTOPOHBI MOCIEIHETO JIUCTa
MOJJIMHHUKA IOKYMEHTA.

Ha noxymeHTe, NOMIMHHUK KOTOPOTO MOJJEKUT OoTnpaBke u3 TUK, Bu3bI
MPOCTABJISIFOTCA B HWKHEM 4YaCTH JIULEBOM CTOPOHBI IMOCIEIHETO JUCTA KOMUHU
OTIPABIIIEMOIO JTOKYMEHTA.

[Topsamok BU3UPOBaHUS IIOCTAHOBICHUM W PACHOPSIKEHUHN IMpelacenaress
n30UpaTebHOM  KOMHUCCHUM  YCTAaHOBJIEH B  COOTBETCTBYIOLIMX  pa3jenax
HNHcTpykmum.

3.5.19. TIleuars.

[Teyats 3aBepsieT MOAJIWHHOCTH TOANWCH JOJDKHOCTHOTO JIMIA HA
JOKYMEHTAX,  YIAOCTOBEPSIOMINX  MOPEAYCMOTPEHHBIE  MPABOBbIMU  AKTaAMH
MOJIHOMOYHS JIOJDKHOCTHBIX JIUI[ WKW (UKCUPYIONIUX (DAKThI, CBS3aHHBIC C
(VHAaHCOBBIMU CPEICTBAMHU, a TAK)KE€ HA MHBIX JIOKYMEHTaX, MpeyCMaTPUBAIOIINX
3aBEpEHUE MTOJJIMHHON MOAUCH.

[leuath cTaBUTCS Ha CBOOOJHOM OT TEKCTa MECTE, HE 3aXBaThbIBasl JIMUHOU
MOJIKUCHU JTOJDKHOCTHOTO Julia. [leyaTe MOXKET 3aXBaThiBaTh YaCTh HAUMEHOBAHUS
JIOJKHOCTH JIUIIA, TOANUCABIIETO JOKYMEHT.

B nmokymeHTax, MOJATOTOBJICHHBIX HAa OCHOBE YHU(MUIIMPOBAHHBIX (opM,
nevyaTh CTAaBUTCS B MecTe, 0003HaueHHOM OTMeTKON « MID» mim uabpiM 06pazom.

3.5.20. OtmeTKa 0 3aBEpEHUH KOTIHH.

JInss 3aBepeHMsT COOTBETCTBHUS KONHMM JOKYMEHTa MOMJIMHHUKY HUXKE
pekBusura «llogmuce» mpocraBiuseTCs OTMETKA O 3aBEPEHUM KONUU  —
3aBEepUTENIbHAS HAANUCh «BepHO», MOMKHOCTH JIMIlA, 3aBEPUBIIETO KOIMIO, €ro
JUYHAas MOJIKCh, pacin(poBKa MOANUCH U JlaTa 3aBEPEHUsI, HAIIPUMED:

Bepno

[Ipencenarens TeppUTOPUATIEHON N30UPATETEHON KOMUCCHN
Jlemckoro paiioHa TOpoCKOro oKpyra ropoa Y da
PecnyOnuku bamkoprocran

JIMYHAS TTOAHUCH WHULHABI, (haMUITHS
Jata
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HpI/I H€O6XO,Z[I/IMOCTI/I Inpu 3aBCPCHUA  KOIIMK  JOKYMCHTa BMCECTO

3aBepUTENIbHON Hajanmucu «BepHo» MoOXeT ObITh MPOCTABJIEH COOTBETCTBYIOIIUMA
mTaMI  TEPPUTOPUAIBHOW W30MpaATENIbHOW KOMHUCCHUHU, KOTOPBIA CKpEIUISIeTCS
II€YaThI0 KOMUCCUU Y TTOATMUCHIO JOJDKHOCTHOTO JIMIA, 3aBEPUBILIETO KOIUIO.

[Ipu HEOOXOIMMOCTH TIPH 3aBEPEHUM KOMHUH JOKYMEHTa MOXXET OBITh
IIPOCTABIIEHO BpeMs 3aBEpEHUs (HalpuMep, IPH 3aBEPEHUU KOIHIA MPOTOKOJIOB 00
UTOTaX rOJIOCOBaHUS, pE3yIbTaTaXx BHIOOPOB).

[Ipu mepechbUiKe KOMMHM AOKYMEHTA B JIPYTH€ OpraHW3allMy WIH BblAAYe €e
Ha PYKHU 3aBEpUTEIIbHASI HAAUCH YAOCTOBEPSETCA MEYATHIO.

JIMCTBI MHOTOCTPAaHUYHBIX KOMUN MOTYT OBITh IPOHYMEPOBAHBI, OTMETKA O
3aBEPEHUH KOIMU MOXET OBITh JOMOJIHEHA YKAa3aHUEM KOJUYECTBA JUCTOB KOIHUU.
Jonyckaercst 3aBepsTh OTMETKOM «BEpHO» KaXIbplii JIMCT MHOTOCTPAHUYHOU
KOMUU JTOKYMEHTA.

Ecnm xomumsa BblHaercs Uil MPEACTABICHUS B JPYTYIO OPTraHU3ALMIO,
OTMETKa O 3aBEPEHUU KOIIMM JOMOJIHAETCS HAAIMUCBI0 O MECTE XPaHCHUS
JIOKyMEHTa, C KOTOpOro Obljla M3rOTOBJIIEHA Komus, Hamnpumep: «l[lommmHHMK
nokymenta Haxomutcs B TUK Jlemckoro paitona I'O r. Yda PecnyOnuku
bamkoprocran B aene Ne ... 3a ...T01» U 3aBEPSIETCS MIEYATHIO.

3.3.21. OtMeTka 00 HCIIOJIHUTETIE.

OtMmeTka 00 MCHOJIHUTENE BKJIOYAET B ceOs (pamMmiinio, UM U OTYECTBO
UCIIOJTHUTEIISI, HOMEp ero tenedoHa ¢ KogoM pernoHa. OTMeTrka 00 UCIIOIHUTENE
MOXET JIONOJIHATBCS HAWMEHOBAHHWEM JIOJDKHOCTU M 3JIEKTPOHHBIM  aJpecoM
ucnongHuTenss. OTMeTKy 00 HCIOJHUTENE pacrnojarairT Ha JIHUIEBOW WU, NpHU
OTCYTCTBHM M€CTa, Ha OOOPOTHOM CTOPOHE MOCJIETHETO JIUCTA JJOKYMEHTA B JIEBOM
HWKHEM YTy pa3mepoM mipudra 10 myHKTOB, Harpumep:

IOcynoB Unbimat AiipaToBud, Ti1.CHEIMATIHACT OTAETa HHPOPMAIUH

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

3.3.22. OTmeTKa 00 UCTIOTHEHUH JTOKYMEHTA.

OTtmeTka 00 WCMOTHEHUH JIOKYMEHTAa U HAMpaBJIICHUH €ro B JEN0
BKJIFOYAET CJICAYIONIME JTaHHBIC: KpAaTKUE CBEICHUS OO0 WCTOJHEHUW TOKyMEHTa
(mpu  OTCYTCTBHMU JOKYMEHTA, CBUICTEIBbCTBYIOIIETO 00 WCIIOJHEHHUH), ATy
U HOMEp HMEIOIIerocsl JOKyMeHTa 00 WCHoJHeHuH, cioBa «B gemo», nary,
MOJIMKCH MPeCceaaTeIs TEPPUTOPHATHEHON KOMHCCHH.

4. Opranuszanus padoTsl ¢ OTHPABJIIeMbIMU
(MexoasMMHU) JOKYMEHTAMHU

4.1. PaGoTa ¢ oTmpaBisieMbIMH (MCXOISIIAME) U3 N30UPaATEIIbHON KOMUCCHH
JIOKyMEHTaMH BKJIIOYAET UX PETUCTPALMIO, IPOBEPKY MPABHIBHOCTU O0OPMIICHUS,
B TOM YHUCJIE HAJIUYUE TOJHOTO aJpeca U €ro TOYHOCTb, HaJIU4Me MOIJIUHHON
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IHoAIIMCH (I[J'IH QJIEKTPOHHOI'0 JOKYMCHTA — IIPOBEPKa IMOAIMHHOCTH SHGKTpOHHOﬁ

NOJANKUCH), BU3 KOOPJAWHATOPA, HCIIOJHUTENSE M COUCIIOJHMUTENEH, JpYyrux
HEO0OXOIUMBIX 3JIEMEHTOB 0(OPMIICHUS, YKA3aHHBIX TIPUIIOKECHHM, U OTIIPABKY.

OTBETCTBEHHOCTh 3a MPAaBWIBHOCTh YyKa3aHWS B NUCbME (B TOM 4YHUCIE
COMPOBOJIUTEIIBHOM)  WJIM  CHOUCKE  PACCBUIKM  PEKBU3UTOB  MOJIydaTesst
KOPPECMOHEHIIMHA, @ B HEOOXOJMMBIX CIy4yasX €ro MmodTtoBoro (TenerpadHoro)
aJpeca HECET UCTIOJIHUTEND TOKYMEHTA.

4.2. Ortnpaska gokymeHtoB u3 TUK ocymectBisercs ¢enbaberepckoit
CBs3bIO, MOUTOM, Mo Tenerpady, kanamam cpsizu ['AC «BwiOopsl», cpeacTBaMu
AJIIEKTPOHHOM TMOYTHI, KaHallaM (aKCUMUIBHOM CBsi3u, ceth WHTepHeT win
HApOYHBIM.

Pemienne o crocobe 10CTaBKU JOKYMEHTa, a TakKe O HE0OXOIUMOCTHU
JIOCBUIKH aJipecary MOJJIMHHUKA JOKYMEHTa Ha OYMa)XHOM HOCUTENIE B Cilyyae
OTHPABKHU IOKYMEHTa CPEJICTBAMHU AJIEKTPOHHOMN MOUTHI, MO (PAKCUMIIIBHOUN CBSI3U
i cetu  VHTEpHET NOpUHMMAET HCHOJHUTEIb IO  COIJIACOBAHHUID €
PYKOBOAMTENIEM M30MpPATETbHONM KOMHUCCHUHM, OTBEYAIONIMM 3a HCIOJIHEHUE
JIOKYMEHTA.

4.3. Tlpu odhopmiieHHH OTIPABISAEMBIX (MCXOANINX) MUCEM U TeJIeTpamMM
WCIIOJHUTEIb  yKa3blBA€T TOJHBIM TMOYTOBBIM  (BKJIIOYWAsh HWHJIEKC) ajapec
OpraHu3aly WK TPaKIaHUHA.

4.4, Hcxopsume nuChMa HAMPaBISIOTCS 3a TMOINUCHIO MpeaceaaTens
THUK, B ero orcyrcrBue — 3a MOAIKCHIO 3aMECTUTEISI NPEACENATENs] UM UHOTO
yiiena TUK, ucnonnstoiero 00513aHHOCTH TpeiceaTessl, Ha O1aHKe MUChMa.

4.5. TloamucaHHble MHUChbMA U TEJIETPaMMbl PETHCTPUPYIOTCS B KypHase
HCXOJAIIECH KOPPECTIOHICHIINH.

Ecnu ortnpaBnsiemblid  (MCXOIAUIMI) JOKYMEHT SBJISIETCS OTBETOM Ha
BXOJSIIUNA  JOKYMEHT, HEOOXOJAMMO MPUOOHIUTh TMOJUIMHHUK  BXOJSIIETO
JIOKYMEHTA K KOMUHU OTIIPABJISIEMOr0 JOKYMEHTA, OCTAIOIIEHCS B JIEJIE.

4.6. JlokyMeHTaM MPUCBAMBACTCS WCXOJANIUNA HOMEDP, KOTOPHIA COCTOWT
Y3 TOPSJAKOBOrO HOMEpa JOKYMEHTAa M HMHJAEKCA JIeJla M0 HOMEHKJAType e,
pa3geNeHHbIX KOCOM 4epTo. McXomdmmi HoMep yKas3bIBae€TCsl TaKkKe HA KOIMHUHU
JOKYMEHTA, OCTawuencs B aene. Hymepamusa wucXomsmux JTOKYMEHTOB
OCYILIECTBIISIETCA B TIpEeNiax KaJeHJapHOIo roja.

[Ipu perucrpanm HCXOASAIIETO JOKYMEHTa B KypHalle 00s3aTelIbHO
YKa3bIBAIOTCS CIIEAYIONIUE PEKBU3UTHI: JaHHbIE 00 anpecare (damuaus, uwmsl,
OTYECTBO (PM3UYECKOTO JIMIA WU Ha3BaHUE OPTraHW3aIlli{, MECTOHAXOXKICHHE
MoJyyaTens), a TaKKe KpPaTKOe COJIEpKAHHUE JIOKYMEHTAa, KOJUYECTBO JIMCTOB
OCHOBHOIO JOKYMEHTA M JHUCTOB NPUIOXKEHUS, KOJIAYECTBO JK3EMIUISPOB,
WCIOJIHUTEND JOKYMEHTA, €ro COMUCIIOJHUTENIH, K€M OH IOJNMUCAaH, a TaKkKe
OTMETKa 00 UCMOJIHEHUH TOKYMEHTA.
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4.7. Ornpaeka ucxonsmux nokymMeHToB B I[UK Poccumn, [IUK Pb mno

kaHasam cBsizu ['AC «BbiOopb» ocylecTBiseTcs: npeacenaTesieM (cekperapeM)
THUK nnm OTBETCTBEHHBIM 32 BEACHUE AEIONPOU3BOICTBA.

JIOKyMEHTBI 10 BOIIpOcaM dbopMupoBaHus YUK
U OCYIIECTBICHHUS WX (PUHAHCHPOBAHMS, HATPAXKICHUS M TOOIIPEHUS YJICHOB
YUK, cBeaeHus O YHUCICHHOCTH u30upaTened, Y4acTHUKOB pedepeHayMa B
00s13aTeTbHOM TOPSAKE HAMpaBISIOTCS (PENbIBErepCKOil CBSI3bI0, MOYTOW HIIN
HapOYHO.

WNHble TOKyMEHTHI MOTYT OBITh OTIpaBIEHBI (HENbIBETEPCKON CBS3BIO WIH
MoYTOM 10 ykazanuto npeacenarens TUK.

4.8. Jlna mepemayn HCXOMAIIETO JOKyMeHTa 1o kaHamam cBsisu ['AC
«BBIOOPBI» MM JIEKTPOHHOM NouTOi cetu MHTEpHET, OTHpaBiIsAeMblid TOKYMEHT
opopmisieTcss B COOTBETCTBUM € TpeOoBaHMsIMH WHCTpyKIMHM T1OCHE HX
pErucTpanuu.

4.9. TIlpm otmpaBke TenerpaMmbl Oojee YeM B 4YETbIpe ajpeca
oopmiiieTcss TOJIMHHUK, KONUS M JBa DJK3EMIUISIpa MOJMUCAHHOTO CIHUCKa
PACCBUIKM C YKa3aHUEM IOJIHBIX MTOYTOBBIX (BKJIIOYAsi NOYTOBBINA MHIEKC) aIpECOB.
Ha tenerpad nepenaroTcsi MOJIMHHKUK C OJJHUM 3K3EMIUIIPOM CIIHUCKA PACCBUIKH U
KOIMS TeJIETPaMMBbI, KOTOPAsi C OTMETKOM O Iepefaye TeJlerpaMMbl BO3BPAIIAETCS
B THUK u BMecTe CO BTOPBIM 3K3EMIUISIPOM CHHCKAa PACCHUIKM MOAIIMBAECTCA B
JETIO0.

4.10. Ilpu ormpaBke mucbMa 0ojiee 4YeM B YETHIPE aJpeca COCTABIACTCS
CIIUCOK PACCBUIKM YCTaHOBIEHHOW Qopmbl (mpunoxenue Ne 6), KOTOpbIA
IIOAIMCHIBACTCS MIPEACENaTENEM, B €M0 OTCYTCTBUE — 3aMECTUTENEM MPEICEeaATEI
iy uabM uieHoM TUK, ucnonnstommm obsizannoctu npencenarens TUK. Tocne
perucTpalMd MHUCbMO  THUPAXUPYETCs B  HEOOXOJMMOM  KOJMYECTBE U
OTHPABISAETCA.

Ecnu nucbMo win TenerpamMma HampasisieTcss He 0oJjiee 4eM B 4eThIpe
aapeca, TO IOANMUCHIBACTCS KaXKIbIN IK3EMILIAP.

4.11. OrnpaBka JTOKYMEHTOB MPOU3BOJIUTCS €XKEIHEBHO B YacChl PabOTHI
TUK, kpoMe BBIXOJHBIX U HEPAOOUHNX MPA3THUYHBIX JHEH.

[Topsanok OTHpaBKU HCXONAIIUX JTOKYMEHTOB IOCII€ OKOHYaHHs pabodero
JIHSI, B BBIXOJHBbIE M Hepabouyue Mpa3IHUYHBbIE JHHW, B MEPUOJ MOATOTOBKU U
MpOBENCHUsS] M30MpATEeNbHbIX KaMIaHUM ycraHaBiuBaeTcs mpencenarenem TUK
au6o onpenensiercs pemenuem TUK.

4.12.  ]JIoKyMEeHTBI C OTMETKOW O CPOYHOCTH JIOCTaBKU «Becbma cpouHO»
U «CpouyHo» ohopMIIIOTCA HE3aMeIUTENbHO, OTIPABISIOTCS MO0 KaHAlIaM CBSI3U
['AC «Bs100opbI», kaHamaM (pakCUMHUIBHOM CBsA3H, ceTU VIHTepHET, HAPOUHBIM WIIN
nepesarTcs B oTaeN (DeababerepCKon CBA3H ISl TOCTABKHU.

4.13.  JlokyMeHTHI 06€3 OTMETOK O(OPMIISIOTCS MO MEpe MOCTYIUICHUS U
OTNpaBisilOTCsT N0 kaHanam cBsisu ['AC «BwiOopbl» WM nepefaroTcs B OTIEN
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JOCTaBKH (beﬂbm,erepcmﬁ CBA3H, I'I€ OTIIPpAaBKa OCYIICCTBIIICTCA B COOTBETCTBHUU

¢ rpaMKOM BBITIOTHEHHUS] MapIIPYTOB B ONTUMAJILHBIE CPOKHU.

4.14.  JloKyMeHTHI, HalpaBisieMble IpaKJaHaM IO JOMAIlIHEMY aJpecy,
OTHPABJISIOTCS  4Ye€pe3 TMOYTOBOE OTMCJICHHE CBS3M IPOCTHIMH IOYTOBBIMU
OTTIPABIICHUSMH WU 3aKa3HBIMU MTHUCHMaMH.

4.15. JIOKyMeHTBI, Tiepe/jaBaeMble MO0 KaHajgaM (PaKCUMUIBHOM CBs3H,
PETHCTPUPYIOTCS B TIOPSJIKE, YCTAHOBICHHOM JIJISI HCXOASIINX JOKYMEHTOB.

4.16. OtnpaBisieMble  (MCXOZSINNE) JIOKYMEHTBI, O(QOPMIICHHBIE C
HapylieHueM TpeOoBanuii WHCTpyKIMM, K OTHpaBKE HE MNPUHUMAIOTCS U
BO3BPAILIAIOTCS UCIIONHUTENAM Ha nopaboTky. KoppecnoHneHus HecayKeOHOTO
XapakTepa, B TOM YUCJIe JIMYHAsi KOPPECIOHACHIIUS, K OTIPABKE HE MPUHUMAETCS.

4.17. Bu30BBIE KONMUU UCXOASANIUX JTOKYMEHTOB MOMENIAIOTCS B JICJIO B
COOTBETCTBHH C HOMEHKJIATYpOU J€JI TEPPUTOPUAIIBHON KOMHUCCHUHU.

5. OcobGenHocTH paGoThI ¢ OOpaNIEeHUSIMH TPAMKIAH.
Opranu3anus JUYHOTO pueMa’*

5.1. Opranuzanus paboThl ¢ OOpalIEHUSIMU TPaKIaH OCYIIECTBISETCS
B COOTBETCTBUU C pa3aesioM 2 MHCTPYKIIUU C y4€TOM OCOOCHHOCTEH, yKa3aHHBIX B
JAHHOM pa3Jelie.

5.2. IlucemenHbie oOpameHus TrpaxnaH (gamee —  oOpareHus),
nocrynusire B TUK, peructpupyrorcest ¢ UCIOIb30BaHUEM KypPHaJa OTAEIBHO OT
JIpYyTUX BUAOB JIOKYMEHTOB HE IMO3JHEE TPEX THEWM C MOMEHTA IOCTYIUICHUS.
OOpaineHus, KacawIuecs: HapyleHnd U30UpaTeNbHbIX MpaB rpaxaaH B MEPHOT
MOJTOTOBKU M TMPOBEACHUS BHIOOPOB U pedepeHIyMOB, PETUCTPUPYIOTCS B JIEHb
nocryrieaus: B TUK.

5.3. Ilpu BCKpBITUH KOHBEPTOB TPOBEPSCTCS HAJTUYHE BCEX BIIOKCHHM.
KonBepT 00s13aTeIbHO COXPAHSIETCH.

OOGpamienusi, cojaepKaliue B aJAPECHOM dYacTh TOMETKY «JIuaHO»,
paccMaTpHUBAIOTCS B OOIIEM MOPSIKE B COOTBETCTBUU ¢ HCTpYKITHEH.

[Ipu  peructparuu  TOBTOPHBIX  OOpalieHUH UM  TPUCBAUBACTCS
OYEepPEIHON PETUCTPALMOHHBIN HOMED, B )KypHaJe Aenaercs ormeTka «IIoBTopHOY.

Ecnu oOpamienre mOCTynmuiao OT KOJUIEKTHBA 3asBUTENCH, TO MpH
perucTpaiyu B perucTpaiuoHHon popme craBuTcs oTMeTKa «KOIEKTUBHOEY.

* Pabora ¢ oOpamleHWSMH W OpraHU3alUs JHYHOTO MpHEMa TPaXKIAaH MOTYT PEriJaMEeHTHPOBATHCS
OTJICIBHBIM JOKYMEHTOM (MHCTPYKIHUEH, MOJOXEHUEM, MOpAIKOM M T.1.). He sBnsercst oOpamieHneM
TEKCT, HE MMEIONINI CMbIcia (OeccoiepKaTeabHbIN), TUOO0 HAMPABISEMBIA ISl O3HAKOMIICHUS, JINOO
COJiep KalIui TTO3/[paBiicHe, COOONIE3HOBAHUE WIIM OIICHKY JESITEIbHOCTH M HE COOTBETCTBYIOIINH
TpeOOBaHUIM, TPEABABIIEMBbIM (enepanbHbIMUA 3aKoHaMH «OO0 OCHOBHBIX TapaHTUSAX H30HpaTEeIbHBIX
mpaB W TpaBa Ha ydacTue B pedepenmyme rpaxnaH Poccuiickoit ®Denepanumn», «O mopsake
paccMoTpeHus oOpameHwid TpaxkgaH Poccuiickoit @Pemepanum», «0O0 obecrmedueHHd MOCTyma K
UHQOPMAITUKN O JIESTEIBHOCTH TOCYJAPCTBEHHBIX OPraHOB M OPraHOB MECTHOTO CaMOYIPAaBIICHHS» K
3ampocaM WHGOPMAITUH.
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5.4. PeructpallMOHHBIA IITaMI, COCTOSIIIUHA M3 TMOPSIKOBOTO HOMEpa

oOpalieHusi U J1aThl PErucTpaluu, CTABUTCS, KaK MPaBUIO, HA TIEPBOM JIHCTE
oOpalieHus B IpaBOM HMKHEM YTJIy HJIM Ha CBOOOJIHOM OT TEKCTa MECTE.

Hymeparnusi mocTynuBIIMX OOpalleHUud OCYIIECTBISETCS B Ipenenax
KJIEHIAPHOIO roja.

5.5.  3apeructpupoBaHHbIE OOpaIEHUs PACCMATPUBAIOTCS MpeEaCEaaTeIeM
THUK, 3ateM mocne nepeHeceHus YKa3aHusl 10 UCIOJHEHUIO TIOKYMEHTA B KypHas
MEPENAIOTCS UCTTOTTHUTENSIM.

5.6. OOpamenusi, aapecoBannbie uwieHam TUK, peructpupyrorcs B
YCTAaHOBIIEHHOM TMOpsJKe, AoKinanbiBatorca mnpencenareno THUK, 3arem mocne
IIEPEHECEHUSI YKa3aHWs M0 HCIOJHEHUI0 JOKYMEHTa B JKypHaJlI MEPENAIOTCA
UCITOJIHUTEIISIM.

OOpaieHns paccMaTpuBaOTCS B COOTBETCTBUM C  YKa3aHUSMH IO
UCIIOJHEHNIO JoKyMeHTa mnpexaceparenss THUK B mnopsake, yCTaHOBIEHHOM
3aKOHOIATENBCTBOM PO.

5.7. OOpamieHus, coJep)Kallde BOIPOCHL, PpELIEHHE KOTOPhIX HE
otHocuTcs K komnereHunn THUK, nokmaneiBarores npencenarento TUK u o ero
NOPYYEHUI0 B TEUEHHWE CEMH KaJICHJIApPHBIX JHEW CO JHS perucrpauuu
HaIpaBJISIOTCA C  CONMPOBOAMTENBHBIM MUCBMOM 32 €ro MOJNUCHIO B
COOTBETCTBYIOIIMA OpraH WM COOTBETCTBYIOLIEMY JOJDKHOCTHOMY JIMILY, K
KOMIIETEHLIUM KOTOPBIX OTHOCUTCS pEUIEHUE [IOCTaBJICHHBIX B OOpalIeHUu
BOIIPOCOB, C YBEIOMJICHHEM 3asBUTENI O IMepeajpecanuu oOpamieHuid. B
COIPOBOJUTEIBHOM MMHCbME OrOBAPUBAETCS MOPSIIOK HAIIPABIEHUS OTBETA ABTOPY
oOpartieHusi, a Mpu He0OXOIUMOCTH — M B H30MPATEIbHYI0 KOMHUCCHIO.

Ecnu pemieHne NOCTaBIEHHBIX B OOpallleHUH BONPOCOB OTHOCUTCS K
KOMIIETEHLIMM HECKOJBKHX TOCYJAPCTBEHHBIX OpPraHoB, OpPraHOB MECTHOIO
CaMOYIIPaBJICHUSI UJIM COOTBETCTBYIOIIMX JIOJXKHOCTHBIX JIMI, KOIMKS OOpallieHus B
TEUEHUE CEMU KaJCHJAPHBIX JIHEW CO [JHSA PpErucTpalud HanpaBisieTcsl B
COOTBETCTBYIOIIAE OPraHbl MJIK COOTBETCTBYIOIIMM JIOKHOCTHBIM JIULIAM.

5.8. 3ampemraercss =~ HampaBiATh  oOpaimieHHe ~ Ha  PacCMOTpPEHHUE
B FOCYJapCTBEHHBIN OpPraH, OpraH MECTHOTO CaMOYIIPABJICHHS WJIA JOJPKHOCTHOMY
JUIy, pelleHue wuiau JedcTBue (0e3deiicTBHe) KOTOphIX —oOXamyeTcs, 3a
HCKJIFOYEHHEM CJIy4YaeB, yKa3aHHbIX B 1.6 cT.75 ®3 «OO0 OCHOBHBIX TapaHTHSIX
n30MpaTeNbHBIX MPAB U MpaBa Ha ydyacTue B pedepenayme rpaxaan PDOy.

5.9. Ecnam B COOTBETCTBHM C 3alpeTOM, yKa3aHHbIM B Mojpaszziene 5.8
WHCTpyKIIMKM, HEBO3MOXKHO  HANpaBUTh  OOpallleHHe Ha  PacCMOTpEHUE
B FOCYJapCTBEHHBIN OPIraH, OpraH MECTHOT'O CaMOYTIPABIICHUS WU JOJKHOCTHOMY
JUILY, B KOMIIETEHIIUIO KOTOPBIX BXOJUT PELICHHE MOCTaBIECHHBIX B OOpaIlieHuu
BONPOCOB, OOpallleHrne BO3BpAIIACTCs 3asgBUTENI0 C Pa3bICHEHHWEM €ro IMpaBa
00XanoBaTh COOTBETCTBYIOIIEEC pEIIEHWE WM JIEUCTBHE B YCTAHOBJIECHHOM
MOPSIAKE B CY/JIE.
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5.10. OOpamenus, nocrynupmue B THUK, paccmarpuBaroTcs B CpPOKH,

YCTaHOBJIEHHBIC Mopa3aenaamMu 8.5 u 8.6 MHCTpyKuuu.

B nepuoa moAroToBKM W TPOBENEHHS] BHIOOPOB U PEePEPEHIyMOB CPOKH
UCTIOJTHEHHS OOpAIEHUI YCTaHABIMBAIOTCS B COOTBETCTBUU C 3aKOHO/IaTEIHCTBOM
P®, Pb o BeIOOpax u pedepermymax.

Ecniu  HeoOXoaMMoO  MpOJUIUTH  CPOK  PacCMOTpeHHs]  oOpalieHus,
VCITOJIHUTEIb HE MO3IHEE YEM 3a TPU JHS A0 UCTEUEHUS CPOKA MOATOTOBKH OTBETA
npexacrasiger Ha ums npeaceaarens THUK noxnanHyro 3amucky ¢ oObsSICHEHUEM,
M0 Kakod TMpUYMHE HEBO3MOXHO JlaTh OTBET B YCTAHOBJEHHBIM CpOK.
MakcumanbHOE TPOJUICHHE CpOKa paccMoTpeHusi oOparieHus cocrtasisger 30
KAJICHIAPHBIX THEH.

3asIBUTENIO HAMPABIIAECTCS YBEAOMIIEHHE O TIPOJUIEHUH CPOKA PACCMOTPEHHUS
€ro ooparieHusl.

OOpaieHus, Ha KOTOPbIE TAIOTCS IPOMEKYTOUHBIE OTBETHI, C KOHTPOJIA HE
CHUMAIOTCH.

5.11. B cnyuae nocrymienus B TUK B ycTaHOBIEHHOM MOPSAKE 3arpoca
rOCyJAapCTBEHHOIO  OpraHa, oOpraHa  MECTHOIO  CaMOYIIPaBJICHHS WA
JIOJDKHOCTHOTO JIMIIA, PACCMaTPUBAIOIIMX OOpalieHue, JOKYMEHTbl U MaTepuabl,
HEOOXOAMMBIE ISl pacCMOTPEHHUs] OOpalleHUs, MPEICTaBISAIOTCS B TeueHHe 15
KAJICHIAPHBIX THEM.

5.12. OtBer Ha oOparieHue, B KOTOPOM HE YKa3aHbl (aMUIHS 3asBUTENS U
€ro MOYTOBBIN aJipec WIH aJIpec NEKTPOHHON MOYTHI, IO KOTOPOMY JOJIKEH ObITh
HanpaBJieH OTBET, HE Jaerca. Takoe oOpalleHHe CHOUCBIBACTCA B JIEJIO
npencenareiem TUK. B ciydae ecnm B oOpaleHuM coaepikarcs CBEIEHUS O
MOATrOTaBIMBAEMOM, COBEPIIAEMOM WJIM COBEPUIEHHOM NPECTYIUJICHUH, a TAKKE O
JMIE, ero MOJArOTaBIIMBAIOIIEM, COBEPLIAIONIEM WM COBEpPUIMBIIEM, OOpalleHue
o YKa3aHUIO npeacenarens THUK HOUICKUT HAIIPABJICHUIO B
MPaBOOXPAHUTENIbHbIE OPTaHbI.

Ecnu tekcT oOpaiiieHust He MoAaeTcsl MPOYTEHUIO, OTBET Ha oOpallleHue He
JaeTcs, W OHO HE T[O/UVIeKAT  HANpAaBIECHWIO HA  PAacCMOTpPEHHUE
B F'OCY/IApCTBEHHBIN OpraH, OpraH MECTHOT'O CAMOYIIPABIICHUS WU JOJKHOCTHOMY
JMIy B COOTBETCTBUM C MX KOMIIETEHIMEN, O YEM B TEUEHUE CEMH KaJEeHIapHBIX
JHEH CO JIHA perucTpauuy oOpalieHusi COOOIIaeTCsl 3asiBUTENI0, HAMpPaBUBIIEMY
oOpaiteHue (eciv ero ¢paMuiids ¥ MOYTOBBIN aJpec MOAAAI0TCS MPOYTEHUIO).

Ecnu B oOpatenuun ykaszaH ajpec 3JeKTPOHHOU MOYTHI, TO OTBET 3asiBUTEINIO
MOJKET OBITh HaIpaBJIEH IO 3JIEKTPOHHON MOYTE, B BUJE 3JIEKTPOHHOTO oOpasza
nokymeHnra B ¢popmare .pdf.

5.13. OOpamenusi, B KOTOPBIX COJEPXATCS HEICH3ypHbIE JUOO
OCKOpPOUTEIbHBIE BBIPAKEHHUSA, YIPO3bl KHU3HU, 3I0POBBI0O M HMYILECTBY
JOJDKHOCTHOTO JIMIA, a TaKXKE YJIEHOB €ro CEMbH, OCTaloTcs 0e3 OTBeTa M0



24
CymeCTBY IIOCTAaBJICHHBIX B HEM BOIIPOCOB, a 3asiABUTCIIIM COO6H_IaeTC$[ 0

HEJIOMYCTUMOCTH 3J10yNOTPEOICHUS TIPABOM.

5.14.  OoOpaieHue, B KOTOPOM 00KalIyeTcsl CyAeOHOe pelIeHe, B TECUCHHUE
CEMHU KAJEHIAApHBIX JHEW €O JHS pPErucTpaluy BO3BPALIAETCS 3asBUTEIIIO,
HanpaBHUBIIEMY oOOpallleHHue, C pa3bsICHEHHEM MOpsAKa 00KajJOBaHUS JaHHOTO
CyZIeOHOTO peIIeHUS.

5.15. Ecnu B obOpamieHnu COAEpKUTCS BOMPOC, HA KOTOPBIN 3asgBUTEIIO
HEOJHOKPATHO (71Ba pa3a u 0oJiee) 1aBaJiuCh MUCbMEHHbBIE OTBETHI MO CYIIECTBY B
CBS3M C paHEe HalpaBJICHHBIMU OOpaIIeHUSIMU, M MPU ITOM B OOpalleHUU He
IPUBOMASTCS HOBBIE JOBOJBI M OOCTOATENLCTBA, TO IMEpenucKka Mo JaHHOMY
BOIIPOCY C 3afABUTENIEM MPEKPAIIAETCA, O YEM €My HaIpaBiseTCs YBEAOMIICHUE.
[Tpu sToM B PK oOpanienust gemnaercs 3anuch (OTMETKA) O TOM, YTO MEPENHCKA C
YKa3aHHBIM 3asBUTEJIEM CUUTAETCS 3aBEPLUICHHOM.

Ecnu oT 3asBUTENS, ¢ KOTOPHIM MEpENnucKa Oblia MpeKpaleHa, MoCTymaeT
ouepeqHoe oOpallleHue MO0 TOMY K€ BONPOCY, TO MHCbMEHHBIH OTBET Ha HEro
MOKET HE JJaBaThCsl, & CaMO OOpallleHHe HaMpaBIseTCs B JEO.

5.16. OOpamenusi, nocrynupmue Ha odunuansueiii cait TUK B cetu
WHTEepHET, PETUCTPUPYIOTCS C MCIOJB30BAHUEM PETHCTPAMOHHBIX (GOpM U
paccMaTpHUBAIOTCS B YCTAaHOBJIEHHOM TMopsiike. OTBEThl Ha Takhe OOpalleHus
HaIMpaBJISIIOTCS MO TMOYTOBBIM WJIM DJEKTPOHHBIM aJipecaM, YKa3aHHBIM B
oOpalleHusIX.

dopMma mpenocTaBieHuss UHGOPMAIIMN OIpEAeNsIeTcss aBTOpoM 3ampoca. B
clly4ae eciu TMpeaocTaBieHHe uWH(opmanuu B 3ampamivBaemMoil  dopme
HEBO3MOXKHO, OHAa TMpeIoCTaBisieTcsi B ToW ¢Gopme, B Kakoil HMeeTcs B
n30UpaTeIbHOM KOMHCCHH.

B cinyuae ecnu 3anpammBaeMas uHGopMalus OmyOJIMKOBaHa B CPEACTBAX
MaccoBoi uH(opManuu 00 pasmenieHa B ceTd VHTepHET, u3OupaTenbHas
KOMHCCHUSI B OTBETE Ha 3allpOC MOXET OIPAaHUYUTHCA YKa3aHUEM Ha3BaHUs, JaThl
BBIXOJIJa M1 HOMEpa CpelICTBa MacCoBOW MH(OpMAIMK, B KOTOPOM OITyOJIMKOBaHA
3ampaniuBaeMasi HHpopMaIus.

5.17. Opranuzanust IMYHOTO IPUEMA.

5.17.1 JInuneli npueM BeAeTCA  OpenacenareyeM  (3aMecTUTeIeM
npeacenartens, cekperapem, uieHamu) THK mo mnpenBaputenbHOM 3amucH 1O
rpaduky, yrBepxkaaeMomy npeacenarenem TUK.

3anuch Ha MPUEM MOKET OCYLIECTBIATHCS M0 TeAePOHY U MO MUCbMEHHOMY
3asIBJICHUIO, TIOJJAHHOMY B YCTaHOBJIEHHOM MOPSIKE.

[lo mambonee CIOXKHBIM BOIpPOCaM, MOJJICKAIINM PACCMOTPEHHUIO B XOJ€
JUYHOTO TPUEMa, MOTYT TMPEIBAPUTEIHHO TPUHUMATHCA TIOSICHEHUS Kak B
MMMCBMEHHOM, TaK U B AJICKTPOHHOM BHJIE.

Nudopmanus o nopsake mnpuema pasMeliaercss Ha caidTe  WiH
uHdopmanmonHom crenae TUK.
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5.17.2 Ilpu snuyHOM mpUEeMe 3asgBUTEIb NPEABSIBISCT JOKYMEHT,

YIIOCTOBEPSIOLIUI €r0 JTUYHOCTD.

Benenune nuyHOTO TpMEMa MOXKET COMPOBOXKAATHCS aylauo- W (WIin)
BUJIC03AIIACHIO, O YEM 3aBUTENIb YBEJOMIISIETCS 10 HaYajla IpUeMa.

5.17.3 B xone npuemMa BeaeTcs )KypHall yueTa, B KOTOPBIA BHOCSITCS TaHHBIC
O 3asiBUTENE, KPAaTKOE COJIEpKaHHe OOpaleHus, pe3yJbTaT €ro pacCMOTPEHHUs, a
TaK>Ke JIOJDKHOCTD U (haMUJIHSL JTUIA, IPOBOISIIETO MPUEM.

Ecin wu3noxxeHHele B yCTHOM oOpamieHMM (akTsl HE  TpeOyroT
JIOTIOJIHUTEIBHON MPOBEPKH, OTBET HA OOpalllEHUE C COIJIacusl 3asBUTEIS MOXKET
OBITh JaH YCTHO B XOJ€ JIMYHOI'O NpPHEMa, O YEM JENIAeTCsl 3allUCh B JKypHaje
yueta. [lo mpockOe 3asBUTENS, U3JI0KEHHOW B XOJI€ MPUEMA, TaHHBIA €My OTBET
MOXET OBbITh HaIpaBJE€H 3asBUTENI0 B MHUCbMEHHOU Qopme ¢ coOJoaeHuEM
CPOKOB, yCTaHOBJIEHHbIX MHCcTpyKimMei. Ecinu n3inoxeHHble B YCTHOM OOpalleHuH
(dakTbl TpeOYIOT JIONOJHUTEIBHON TIPOBEPKH, 3asABHUTENIb B XOAE NpHeMa
uHPOPMHUpPYETCS O TOM, YTO NUCHBMEHHBIH OTBET Ha OOpalleHue OyIeT emy
HaIIpaBJI€H B YCTAHOBJICHHOM IOPSJIKE.

Ecin B ycTHOM oOpallleHuu coiepaTcsi BOIPOCHI, PELIEHUE KOTOPBIX He
BXOJUT B KOMIETEHIMIO W30UpaTENbHOW KOMHCCHM, 3asBUTEIIO0 JAETCS
pPa3bACHEHHE O TOM, KyJla U B KAKOM IMOPSIAKE EMY CIEIYeT 0OpaTUTHCS.

B xozie nu4HOro npuemMa 3asiBUTENI0 MOKET OBbITh OTKa3aHO B JajbHEHIIEM
pacCMOTpPEHUU OOpallleHusl, €ClIu €My paHee ObLI JaH OTBET IO CYIIECTBY
MOCTaBJICHHBIX B OOpaIIEHUH BOIIPOCOB.

B cnyuae rpy0oro, arpeccCMBHOTO MOBEACHUSI 3assBUTENS IPUEM MOXKET OBIThH
npekpatieH. [Ipy HeoOX0AMMOCTH MOXKET OBITh BBI3BAH COTPYAHUK OXpaHbl WU
IPaBOOXPAHUTENbHBIX ~ OpraHoB. HWH@opManus o0 TNOBEACHUHM  3asBHUTENA
OTpa)kaeTcs B KypHaJe yyeTa.

5.17.4 TlepenanHbie Ha MpUEME 3asIBUTEIIIMU OOpAIICHUS] PETUCTPUPYIOTCS
C HCMOJB30BAHMEM PErUCTPALMOHHBIX (OPM M paccMaTpPUBAIOTCA B MOPSJKE,
YCTaHOBJICHHOM HACTOSIIIIMM Pa3/IesioM.

6. IloaroroBka, ogopmiieHue, BHIIYCK, Y4eT JOKYMEHTOB,
paccMaTpuBaeMbIX Ha 3aCeJaHUAX TEPPUTOPHATBHON KOMUCCHH

6.1. dopmupoBaHue IpoeKTa MoBecTKU aHs 3aceqanus THUK.

6.1.1. TIlpoext moBectkn gHs 3acemanuss TUK  dbopmupyercs
npeacenateneM (cekperapeMm) (mpuioxkenue Ne 19 «OOpazernr odopmieHus
poekTa nmoBecTkH JHs 3acenanus TUK») teppuropuaibHOM KOMHCCHHM B CPOKH,
ycraHoBiieHHbIEe perinameHToM THUK, Ha OCHOBaHMM IJIAaHOB palOOTBI M pPELICHUN
THUK, nopydenun npencenarens TUK, nocTynuBmmx 10KyMEHTOB.

6.1.2. Unenst TUK BmnpaBe mpeasokuTh BHECTU B MPOEKT MOBECTKU JIHSA
3aceJlaHMsl BOIPOCHI, HE MPEAYCMOTPEHHbIE 1aHaMu paboTsl U pemienusimu THUK,
IIPU YCJIOBUM HAJIMYUS MTOATOTOBIICHHBIX I10 ’TOMY BOIIPOCY JOKYMEHTOB.



26
I[aHHI)IC BOIIPOCHI BKIIOYAKOTCA B IIPOCKT IMOBECTKH JHA 3aCCAaHUA THUK

npu nUchMeHHOM oOpamieHuu wiena TUK, mo uHUIIMATHBE KOTOPOTO BOMPOC
BBIHOCUTCS Ha 3acenaHue, Ha ums npencenarens THK, B koTopom ykasbiBaeTcs
Ha3BaHMWE BOIIPOCA, JOKIAJUMK M JaTa MEPEeNadyd COIVIACOBAHHOTO IHPOEKTa
peneHns U MaTepuanoB K Hemy cekpertapro TUK.

6.1.3. CornacoBaHHBIN C MpejcenaTesIeM TePPUTOPUATHLHOW KOMUCCHU U
noanucanubld - cekperapem TUK npoexr moBectkm pHs 3aceganus THUK
TUpaXupyeTcs 11 paccbuiku wienam THUK.

6.1.4. UYnenam THUK c IIPI, unenam THUK ¢ mpaBom coBemareabHOTO
rojloca M MPEACTABUTENSM IMOJIUTHYECKUX MMAPTHM NPOEKT TMOBECTKU JHS
3acenanug THUK MoxkeT ObITh pa3ociaH Ha YyKa3aHHbIE HMHU 3JIEKTPOHHbBIE
IIOYTOBBIE a/ipeca B ceTH VIHTepHeT.

[Ipoexkr mnoBectkn paHs 3aceganus TUK wmoxeT ObITH pa3MelleH Ha
odpunuanbHoMm caiite TUK.

6.2. IloaroToBKa JOKYMEHTOB IIO BOIPOCaM, BKJIIOYEHHBIM B IIPOEKT
noBecTku qHs 3aceqanus THUK.

6.2.1. JIoKyMEHTHI [0 BOIIPOCaM, BKJIIOYEHHBIM B MPOEKT MOBECTKU JIHS
3aceganuss  TUK, roroBsarcas unmeHamum THUK, 3a KOTOphIMEM 3aKpeIUICHBI
COOTBETCTBYIOIIME HAIPABJIEHUS IEATEIBHOCTH,

6.2.2. IlpencraBnsemMble K PaCCMOTPEHHUIO JTOKYMEHTHI JOJDKHBI BKIIFOUATH
03arJIaBJICHHbI TPOEKT pEIIeHUS C MNPUOOIIEHHBIMA K HEMY MOIJIMHHUKAMHU
JOKYMEHTOB, TIOCIY>KMBIIMX OCHOBAaHMEM JUII PAcCMOTPEHHs BOIpOCa Ha
3acenannn THUK, nubo mnpoekT mnuchkMa, MOJJIEKAIIET0 COTJIACOBAHUIO Ha
3acelaHuu THUK, IpU HEO0OXOIMMOCTH — MOSCHUTEILHYIO 3aUCKY 110
paccMaTpuBaeMOMY BOITPOCY.

6.2.3. IIpoexTsl JOKYMEHTOB (BKJIIOYasl MPUIIOKEHUS) IS BUSHUPOBAHUS
JIOJKHBI TIPEJICTABISATHCS B CPOKU, YCTaHOBIIEHHBIE npeacenarenem THUK. Busbl
MPOCTABJISIOTCS B KOHIIE TEKCTa MPOEKTa pPEeIIeHUs] JTUOO0 Ha OOOPOTHOM CTOPOHE
MOCJIEAHETO JIUCTA MTPOEKTA IOKYMEHTA (BKIIFOYAsl TPUIIOKECHUS ).

6.2.4. HcnomHurtens oOeCneYrBAET KOMIUIEKTHOCTh BCEX JOKYMEHTOB,
0003HAUYEHHBIX KaK B IPOCKTE PEIICHUS, TaK U B MPUIOKEHHUIX K HEMY.

6.2.5. Tlamkum ¢ [JOKyMEHTaMH, TOJJICKAIIUMH PACCMOTPEHHUIO Ha
3aceaHuy, KOMIUIEKTYIOTCSI B COOTBETCTBUU C IMPOEKTOM MOBECTKH JIHS 3aCeIaHUs
THK u paznatorcs unenam THUK B cpok, ycranoBneHHbIN pernmamenTom THUK.

Ecnu unen TUK HaxoauTcs B OTITyCKE, KOMAHAUPOBKE WIH OTCYTCTBYET IO
00JIe3HH, NpPEeIHA3HAUYCHHAs Ui HEro Inamka ¢ JOKYMEHTaMU OCTAaeTCsl 10 €ro
BO3BpALIEHUs Y OTBETCTBEHHOTI'O 3a OATOTOBKY 3aCEIaHus.

Unenam THUK ¢ mnpaBoM COBEWIATENBHOIO TIOJIOCA, IPEACTABUTEIAM
NOJINTUYECKUX MapTUA MaTephallbl MOTYT I€pelaBaThCs HA YKa3aHHbIE HMU
AIIEKTPOHHBIE MOYTOBBIE afpeca B ceTu MHTEpHET U mepes Ha4alloM 3acelaHus, a
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JunaM, IpUurilall€HHbIM Ha 3aCCAaHUC, MaTCpHalibl 110 BOIIPOCY, Ha KOTOpBIﬁ OHH

MpUTJIAIICHBI, IEPEIAI0TCS TIEpe]l HAaYaIoOM 3aCeIaHus.

6.2.6. Ilepen HauanoMm 3acefaHUsi OCYILIECTBISIETCS  PErUCTPALIUS
INpPUTJAlIeHHbIX Ha 3aceJaHue JIML, CIHCOK KOTOPBIX IMPEACTAaBIAETCA
npeacenarento u cekperapro TUK.

6.2.7. Ha 3acenanuu TeppuTOpUATbHON KOMHCCHUU BEIETCS MPOTOKOJ M
MOET MPOU3BOJUTHCA ayAHO3anmuch (BUAeo3anuch). B ciaydae mnpou3BoAcTBa
aynuo- wian (Buueo) 3anucu wieHnsl TUK u mpurnameHHble yBEJOMISIOTCS 00
ATOM JI0 OOBSIBIICHUS TOBECTKH JTHS 3aCEeIaHMUs.

Aynuosanuce (BHII€03aNKCh), ocymiecTBisieTcss cekperapem TUK 6o
omauM u3 uieHoB THK ¢ mpaBoM pemarmero rojioca, IPUBICYEHHBIM
cnennanicroM no pemennto TUK, ykazanuto npencenarens TUK.

IIpu Heobxomumoctn no pemenuto THUK, ykazanuto npeacemarens THUK
MPOU3BOJIUTCS paciiu(poBKa ayauo3anucu (Buaeoszanucu) 3aceaanuss TUK

Aynuozanuce (Buaeosanuck) 3acegannii TUK u uHBIX MeponpusTHil mocie
oopmiieHuss pacIMPpPOBKU 3alMCH HAa OyMaXHOM HOCHUTENE XpaHSTCS IO
MUHOBaHHH HaJJOOHOCTH, JINOO HE paHee YeM Yepe3 TPUALATH JHEH, CTUPAIOTCA.

6.3. Brimyck 1OKyMeHTOB, paccMOTpeHHBIX Ha 3aceqanuu THUK.

6.3.1. oxymeHTsl, paccMoTpeHHbIe Ha 3aceqanun TUK, B ciydae, ecnu B
XO0Jle 3acelaHusi BHOCWJIMCh HM3MEHEHHUS, NOJDKHBbI OBbITh JOpabOTaHbl, a 3aTeM
MOJNKCAHbI, 3aPETUCTPUPOBAHBI U PA30CIIAHBI.

6.3.2. Cpox m0pabOTKH JOKYMEHTOB HE JOJDKEH TMPEBBINIATh TpeX
pabounx JHEH TIociae JHS 3aceldaHus, €CIM HWHOW CpPOK HE OmpeelicH
dbenepanbHbIM 3aKk0HOM U (1K) 3akoHOM Pb, pernamentom TUK wnm He oroBopen
Ha 3aCeJlaHuu.

6.3.3. Ilpm nmopaboTke TOKyMEHTAa MCHOJHUTEIh BHOCHUT B TEKCT
corjacoBaHHblE B XOJ€ 3acelaHusi U3MEHeHHs. B cioydyae OpUHATHS
TEPPUTOPUAIBHON KOMHUCCUEH pelIeHHs] O HEeoOXOJAMMOCTH KOHTpOJS 3a
BBIIIOJIHEHHEM DEIICHHUS €ro TEKCT JOMNOJHAETCI IIyHKTOM, B KOTOPOM
HA3HAYaIOTCS JIMLA, OTBETCTBEHHBIE 32 MWCIOJHEHUE, WU OIPEHEISIETCS CpPOK
VICITOJIHEHHS.

6.34. Ilpu HeoOxogumocTH, B clyyae BHECEHHA B JOKYMEHT
COTJIACOBAHHBIX HA 3aCEJaHUM HW3MEHEHHM, OH Bu3upyercs y uineHoB THUK,
BHECILIUX B XOI€ 3aCEJaHUsl COOTBETCTBYIOIINE MPEIIOKEHUS.

Busbl mnpocTaBistoTcss Ha  OOOpPOTHOM CTOpPOHE TOCIEOHEro JHCTa
JIOKyMEHTa (pEeLleHUs], TPUIIOKEHUS).

6.3.5. Ecmm Bompocwl, comepxammecs B pemenun THUK, kacarorcs
JEATEIbHOCTH OJHOW WM HECKOJIbKMX CTOPOHHUX OpraHM3alui, K JOKYMEHTY
NPWIAraeTcsi JIUCT COTJIACOBAaHUSA, B KOTOPOM YKAa3bIBAa€TCS HAMMEHOBAHUE
OpraHu3alliy, JOJDKHOCTh, WHHUIMANBl W (pamMuius AODKHOCTHOTO JIMIA, C
KOTOPBIM 3TOT JOKYMEHT COIJIACOBAH, U CTABUTCS €T0 JINYHAS TTOJTHKCH.
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CornacoBanue MoxeT opopmisIThCs Ha nocaeaHem yucte pemenus TUK.

6.3.6. K odopmiaeHHOMYy I TOJANUCAHHUS PEHICHUIO HCIIOIHUTEh
MpUJIaraeT CHUCOK JOJKHOCTHBIX JIMIl (OpraHU3aluii), KOTOPbIM HaIpaBiseTCs
pemrenne TUK (mpunoxenne Ne 9).

B cnmcok BkItouaroTes auia, KOTopble OyayT 3aJ€CTBOBAHbI B peaanu3aluu
NPUHATOTO JOKyMEHTa WM JOJDKHBI OBITh TPOMH(POPMUPOBAHBI O €T0
COJICp>)KaHUU U KOTOPBIM 3TOT JOKYMEHT JOJKEH OBITh Pa30CiaH.

Comucok pacchUIKM  JTOKYMEHTOB NOJANMCBHIBAETCS  HCIOJHHUTENEM U
yTBepxkaaercs npeacenarenem TUK.

6.3.7.  Pemenue noanuceiBaeTcs npeacenarenaem u cekperapem THUK.

Ecnu na 3aceganun TUK npencenarensCcTBOBal 3aMECTUTEND TIPEICEAATENS
THK, cekperaps TUK nnm onun u3 unenos TUK ¢ nmpaBom pemaromero rosoca, a
Takxke ecnu nosHomounsi cexkperaps TUK ocymectisn oaqun u3 unenoB THUK ¢
IIPAaBOM PEMIAOLIEr0 TIojoca, TO NOANMCHA B IIPOTOKOJIE, HA PEUICHUU
0(pOpMIIAIOTCS CIEAYIOUIMM 00pa3oM:

«3amectutens npeaceaarens THUK» — B ciyyae BpeMEHHOTO OTCYTCTBUS
npenacenarens TUK;

«Hcnonustrotuit 00s13anHOoCcTH Tipencenarens THUK» — B cioydae BpeMEHHOTO
orcyrcrBus 3amecturens npeaceaarens THUK mpum nammumm pemenns THUK o
Bo3yiokeHun Ha cekperaps THUK mubo omnoro u3 uwienoB THUK ¢ mpaBom
pemaronero rojioca nosmHomounit npeacenarens TUK;

«Hcnonusromumii  0o6si3anHOCTH cekpetapst THUK» — B ciayuae Hamuuus
pactiopsibkenuss  npencenarens THMK  wiam ucmodHsomero  00sS3aHHOCTH
npencenarenss TUK o Bosnoxkennn Ha oaHoro w3 wieHoB THUK ¢ mpasBom
pematoniero rosnoca nogHomounid cexkperapst TUK nubo npu Haivuuum pemeHus
THUK o Bo3noxenun Ha omHoro u3 wieHoB THK ¢ mpaBom pematomiero rosnoca
noinHomounii cexperaps TUK.

6.3.8. Ilocie monamucaHus peuieHUs PErUCTPUPYIOTCS TpeaceaaTeemM
(cexperapem) THK. Ha pokymeHTax W CHOHCKAaX PAaCChUIKA MPOCTABIISIETCS
PETUCTPALMOHHBIA HOMED.

6.3.9.  Pemenuss HyMepyrTCS B XpOHOJIOTHUECKOU TMOCIEOBATEIIHPHOCTH
B IIpeJiejlax CpOKa MOJHOMOYMM TEPPUTOPHAIBHOM KoMHccuHd. Homep pemeHus
COCTOMT W3 HOMEpPA IPOTOKOJA 3acelNaHus U TOPSAKOBOIO HOMEpa PpEILICHMUS,
pa3lieIeHHBIX KOCOM 4YepToil W OTHENeHHOW OT HuX JeducoM 1udpsI,
o0o3Hayarome TMOPSIKOBBIM HOMEP CcoCTaBa H30MpPATEIbHOM  KOMHUCCHHU
(marmpumep: 1/8-5)

6.3.10. VYka3aHHble BbIII€ PEKBU3UTHl BHOCSATCS B PETUCTPALMOHHYIO
bopmy.

6.3.11. Paspemenue Ha THPaXUPOBAHUE JIOKYMEHTOB B HEOOXOIUMOM
konuuectBe — nmaer  npenacenarens  THUK.  JIOKyMEHTBI  TUPa)XUPYROTCS
OTBETCTBEHHBIM 3a MOJATOTOBKY 3aC€aHusl B COOTBETCTBUH CO CIIMCKOM PACCHUIKH,
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Ha K&)K,Z[OI\/’I KOIIMKU JOKYMCHTA IPOCTABJIACTCS I€YaTh, YAOCTOBCPAIOIIAA IMOAIINCH

npeacenatens TUK u cexperaps TUK (6e3 Bocipon3BeeHUsl MOMUCEH ).

6.3.12. Komnus pemenus TUK HanpapiseTcs rpaxJaaHuHy B ciiydae, €Ciu
ero obOpamenue B TUK mociyxuno ocHOBaHHEM i pacCMOTPEHHS BOMpoca Ha
3acenanun TUK.

6.4. Odopmaenue nporokosa 3acemannst THUK.

6.4.1. IIporokon 3acemanusi TUK odopmnsercs Ha Oianke (MpUIOKEHUE
Ne 4) B cpok, ycTaHoBineHHbIl periiameHTom THUK.

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

6.4.3. Tekcr mporokona 3acemanuss THUK cocromt w3 aByx wacteil —
BBOJHOM Y OCHOBHOM.

6.4.4. B BBOIHOI YacTu MPOTOKOJIA YKA3BIBAIOTCS (DAMUITUS U WHUIHAIIBI
npeacenatenss TUK (mpeacenaTenbCTBYIONMIETO), a TakKe MPUCYTCTBYIOIIUX
3amecturens npeacenarens TUK, cexperaps TUK u unenoB TUK, B ToM uncine ¢
MIPaBOM COBEIIATEIIBHOTO T0JIOCa W JIMI], TPUTJAlNIEHHbIX Ha 3aceiaHue, B
a(aBUTHOM TOPSIKE.

Jlonyckaetrcst odopMiieHHE MNPUCYTCTBYIOIIMX OTACIBHBIM CIUCKOM C
yKa3aHUEM HWHUIMAIOB, GaMmwinii W JgomkHocTed. Chucok mpuiaraercs K
MPOTOKOJY 3aCEIaHMs.

6.4.5. TloBecTka mHS BKJIIOYACTCS B BBOAHYIO 4YacTh mpoTokosa. OHa
COCTOMT M3 TEPEYUCIICHHUS BOIPOCOB, KOTOpPbhIE OOCYXIAIOTCA Ha 3aceIaHHH
U 3aKpeIIAeT IMOCIEeN0BATEILHOCTh UX OOCYXXKIEHUA U (pamMminu TOKIATIUKOB
(BBICTYTIAIOIIINX ).

Kaxxnp1il Bompoc MoBECTKU JHS 3acelIaHusl HymepyeTcsa apaOckoi Hu@poi,
ero HamMeHoBaHue QopmynupyroT ¢ npemiora «O» umu «O6». Tlo kaxmomy
MyHKTY YyKa3bIBaeTCs JOKIATUUMK U ¢dopma TpeAcCTaBlIeHUs] Bompoca (JIOKIIal,
oT4eT, coo0IIeHUE, HH(OpMAILIUS).

6.4.6. OcHOBHasi 4YacThb TMPOTOKOJA 3aCENAaHUS COACPKUT CTOJBKO
pa3leioB, CKOJbKO MyHKTOB BKJIFOUEHO B MOBECTKY JAHS. B cCOOTBETCTBHM C HEW
paszeiibl HyMEpYyOTCS.

Kaxnpit  pasmen  coctout w3 Tpex  yactei:  «CIIYIIAJIN»,
«BBICTYIINJIN», «PEILINJIN», koTOpBIE MEYATAIOTCS OT TPAHUIIBI JIEBOTO TOJIs
MPOMUCHBIMU OyKBaMHU.

B wactm «CJIYIIAJIM» KpaTko W37araeTcs TEKCT BBICTYIUIEHUA
nokaaurka. Maumumansl 1 GpamMunms TOKIaTIiKa MeYaTaloTCs ¢ KPaCHOM CTPOKHU
B HMMEHUTEIBHOM TNajexe. 3aluch JIOKJIaJa H3Jaraercss OT TPEThEro Jula
EIMHCTBEHHOTO YHCJIA ¥ OTIEISAETCS OT (pamMiiiu Tupe.

Ecnu Ttekcr nokinana mpuiiaraetcsi K IPOTOKOY, TO MCHOJIB3YETCS CChLIKA
«Texer nokana mpunaraeTcs».
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B uactu «BBICTYIIMJIM» nepeducnsroTcs BBICTYNAONIME W aBTOPBI

BOIPOCOB. MHUIMAaNb! 1 (haMUiusl BBICTYIIAIONIETO MEYaTatOTCsl C KPACHOM CTPOKHU
B HMEHUTEIBbHOM Tnajgexe. KpaTkas 3anmuch BBICTYIUIEHHUS 110 CYIIECTBY
paccMaTpUBaEMOro Bompoca (MO PEMICHUI0 PEeICeaTeNbCTBYONIEr0) U3IaraeTcs
OT TPETHETO JULIA EAUHCTBEHHOTO YUCJIA.

Ecnu TexkcT BBICTYIUICHHSI NPUIIAraeTcs K IMPOTOKOIY, TO MCHOJIb3YETCS
ccbuIKa « TeKCT BBICTYIIICHHS TTPUJIAraeTCs».

B yactu «PEIINJIN» oTpaxkaeTcs MPUHATOE PEIICHHUE MO 00CYyXIaeMOMY
BOIIPOCY.

Conepxanue 0coOOTO MHEHHUS, BBICKa3aHHOTO BO BpeMsl OOCYXKIEHUs,
3aIIUCBIBAECTCS. B TEKCTE ITPOTOKOJIA IIOCIE COOTBETCTBYIOUIETO PELICHUS HWIIN
oopMisieTcss Ha OTAEIBHOM JIMCTE M IMOMEMIAETCS IOCJIE€ COOTBETCTBYIOIIETO
peleHus.

6.4.7. Ilporokon 3acemaHusi MOANUCHIBACTCS IMpenceaaTeIbCTBOBABIIUM
Ha 3acenannu u cekperapeM TUK (unum wienom THK, ucionHSBIIMM 00SI3aHHOCTH
cekperaps TUK).

6.4.8. TIlocne MOAITUCAHUSA IIPOTOKOJIBI PETrUCTPUPYIOTCS c
UCIIOJIb30BAaHUEM PErHCTPAlMOHHBIX (popM. [IpoTOKOIBI 3aceqannii HyMepyroTCs B
XPOHOJIOTUYECKOM MOCIIEN0BATENBHOCTH B Ipeaenax cpoka noanomounii TUK.

6.4.9. [IIporokonbr 3acemannit TUK, npuoOiieHHBIE K HUM pEUICHHS
BMECTE C MaTepraliaMy, MOCIY>KUBIIUMH OCHOBAHUEM JIJISI UX MIPUHATHS, OCOOBIMU
mueHusMu wieHoB TUK xpansitces y npencenarens (cekperapsi Wil TpaXkKIaHCKOTO
CIIy’Kalllero, OTBETCTBEHHOTO 3a BeneHue aenonpousBoactBa) TUK, a 3artewm,
oopMJICHHBIE B COOTBETCTBUM C TpeOoBaHusiMu MHCTpykumu, mepenaroTcs B
apXWB.

7. OdopmiieHHre POTOKOJIOB 3aceganuii padounx rpynn TUK

7.1. Ilpotoxoinbl 3aceqanuii padouux rpynn TUK odopmisitores cekperapem
paboueit Tpynmel (mpunoxkenne Ne 20 «OO6pazenm odopmiieHHsS TPOTOKOIA
3acenanus pabouel TPymIb»)

7.2. IlpoTokoi 3acenanusi pabodeli TPpyIIibl MOMUCHIBAETCS MIPEIceIaTeNIeM U
CEKpeTapeM 3aceaHusl.

7.3. Ilporokonsl  3aceganuii  paboyell  rpynmbl  HyMepyloTcs B
XPOHOJIOTHYECKOM TOCIeI0BATENbHOCTH B MpeiesiaXx KaJleHAApHOTo Troja, Jubo
CpoKa AesATebHOCTU pabouei rpynmsl (Hanpumep, npotokoa NeS ot 21.11.2018r.)

7.4. TIpoTokonbl 3aceaHUil M pelieHus paboyeil TPYMIbl BKIIOYAIOTCS B
HOMEHKJIATypy J1e]1 U30upaTeibHOM KOMUCCHUU.

7.5. B cinywyae paccmotpenusi Bompoca Ha 3aceganun THUK nopmmHHbIE
AK3EMIUISPHl TPOTOKOJIOB M pEIIeHUH pabouell Tpynmbl NpuOOLIAIOTCS K
JIOKyMEHTaM 3acellaHusi, a B Jeia pabouyeld TpyIIbl MOMEIIAIOTCS KOIMUU
yKa3aHHBIX JOKYMEHTOB.
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8. KOHTpoJIb MCIIOJTHEHUS TOKYMEHTOB U NOPY4eHuil

8.1. KoHTpost0 UCTIOTHEHUS MOAJIeXkKAT:

IIOPYYEHHUs, COAEPKAIIMECS B IOCTAHOBIICHUAX U Ipyrux nokymenrtax [{UK
Poccun, IUK PBb, B pemiennsix TUK;

nopy4deHnus, coaep:xamuecs B pemenusx THUK;

NUCBbMEHHBIE TOpYYEHUs MpeacenaTens (3aMecTUTeNst Mpeiceaarens,
cekperaps) TUK;

BXOJAIIME JOKYMEHTHI, B TOM YHCJI€ MUCbMEHHbIC OOpalleHHs Tpa)KiaH,
yKa3aHHbIE B [lepeuHe noaexamux KOHTPOI0 JOKYMEHTOB C YKa3aHUEM CPOKOB
ucrnotHeHus! (mpuiokenne Ne 10), B COOTBETCTBHHM ¢ YKa3aHUSIMH 110 HUCTIOJTHEHUIO
JTIOKyMEHTa mpejcenarens (3amecturelis npenacenarens, cekperaps) TUK;

UCXOJIAIIME JOKYMEHTBI, TPEOYIOIINE OTBETA;

MOPYYEHHUs, colepkammecs B mpoTokonax 3acenannii TUK u pemenusx
pabouux rpymi;

IIJIAHBI MEPOIIPUATHN.

8.2. KoHTposb UCMONHEHUS] JOKYMEHTOB, yKa3aHHBIX B mojpazjaene 8.1
NucTpykiuu (32 MCKIIIOYEHHEM HMCXOASIIMX JOKYMEHTOB), IO CYLIECTBY
3aTPOHYTHIX B HUX BOMPOCOB OCYIIECTBISAET npejcenarens (cekperaps) THUK.

8.3. KoHTponb HCMIONHEHWS HCXOIANIMX JOKYMEHTOB, B TOM YHCIE 3a
CBOEBPEMEHHOCTBIO TOJIydeHUs OTBeTOB Ha 3ampocsl TUK, ocymectBiustor
pabOTHUKY, OTBETCTBEHHBIE 32 OJITOTOBKY JIaHHBIX JOKYMEHTOB.

8.4. Cpoku HCHOTHEHUsI MOpy4deHUH, comepxkamuxcsi B pemenusx TUK,
pacnopspkeHusix npexacenarens THUK, nmucbMeHHBIX NOpy4YeHHMM Npeacenarests
(3amectutenss  mpencenatens, cekperaps) THUK  onpenensitorcs  3TUMU
JOKYMEHTAMM.

8.5. JIoKyMEeHT MOJJIeKUT UCIIOJIHEHUIO B TeueHue 30 KaJleHJapHbIX JTHEH
CO JHS €ro perucTpanvy, 3a HCKIIOUYECHUEM CIy4aeB, IPELyCMOTPEHHBIX
noApas3aeiaoM 8.6 HACTOSIIEro pa3jea.

Ecnu mocnennuii eHb WCTIONMHEHHS TOKYMEHTA MPUXOIUTCS Ha HEpaOOuHid
JI€Hb, TO OH TOJUICKUT UCIIOTHEHUIO B MPEALIECCTBYIOMNNA eMy pabodmii 1EHb.

Jokymentsl ¢ mnoMerkamu «HeszamemnurensHo», «BecbMa CpoYHOY,
«CpOYHO» HCIOJHAKOTCA B TPEXIHEBHBIM CPOK, JOKYMEHTBl C IOMETKOMN
«OnepaTuBHO» — B JECATUIHEBHBIM CpOK. CpOK HCIOJIHEHUsS MCUHCISIETCS B
KJICHIAPHBIX JTHAX OT JAThl MOJMUCAHUS YKa3aHUS MO WCIIOJHEHHUIO JTOKYMEHTA
100 perucTpauu 10KyMeHTA.

Ecnu nmocnenHuii neHb MCHOMHEHHS] JOKYMEHTA, COAEPXKAIEr0 MOMETKY O
CPOYHOCTH HCIIOJIHEHHUS, NPUXOIUTCS Ha HepabO4yuil NeHb, TO OH MOJICKHUT
MCIIOJTHEHUIO MPEIIECTBYIONINM eMy pabouuil 1eHb.

8.6. CpoKM HCIIOJTHEHHS BXOJSIIMX TOKYMEHTOB M OOpallleHuH TpaxiaH
YCTaHABJIMBAIOTCS MCXOJAsl M3 CpPOKOB, INpeajiaraéMbIX oOpraHuzanue amdo
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rpaxxgaHiHoOM, HallpaBUBIIMMH  JOKYMCHT, HWJIM CPOKOB, YKa3aHHBIX B

npuioxeruu Ne 10.

OOpaiienus 1Mo BompocaM BBIOOPOB U pedepeHIyMOB, MOCTYHUBILINE B
NepHoJl M30UpaTEIbHON KaMIIaHWH, WUCIIOJNHSIOTCA B CPOKH, YCTaHOBJIEHHbIE D3
«O0 OCHOBHBIX TapaHTHSIX HU30MpATEeNbHBIX MpaB W TMpaBa Ha Yy4yacTHE B
pedepenayme rpaxaan PDy.

8.7. OTBETCTBEHHOCTh 3a CBOCBPEMEHHOE U TIOJIHOE BHECCHUE B
pEruCTpallMOHHYI0 (OPMY CPOKOB HUCIOJIHEHUSI JIOKYMEHTOB U WHGOpMAIMU O
COCTOSIHUM MCIIOJIHEHUSI JOKYMEHTOB, KOHTPOJIb CPOKOB HCIIOJHEHHUS TOKYMEHTOB
BO3JIATalOTCS Ha OTBETCTBEHHOTO 34 BEICHUE AEJIONPOU3BOJICTBA.

8.8. B mmamax MepompusaTHi, yTBepXkIaeHHBbIX pemeHusmMu TUK,
pacniopspkenusimu nipeaceaarens TUK, koHTpomro momiiexxkaTr CpOKH HCIOTHEHHUS
OTJIEJBHBIX €r0 MyHKTOB.

8.9. [Ipy HEOOXOOUMOCTH MPOIJIEHUS CPOKA HUCIOJHEHHUS JTOKyMEHTa
OTBETCTBEHHBIN 33 UCIOJIHEHUE, HE NIO3HEE, YEM 3a TPHU JHS 10 UCTEUEHUS CPOKa
UCIIOJIHEHUS JOKYMEHTa mpejacTaBisieT Ha ums npencenarens THUK mokmagHyro
3alMCKy C MOTMBHPOBAHHOM MPOCHOOl O €ro NpoaAJICHUH.

8.10. JIOKyMEHT CuUMTaeTCsl HWCIOJHEHHBIM W CHHMAETCA C KOHTPOJIA
MIOCJIE PEIICHMs] BCEX MOCTABJIEHHBIX B HEM BONPOCOB, COOOIICHUS pPE3yJbTaTOB
PacCMOTPEHNS BCEM 3aMHTEPECOBAHHBIM JIMLIAM.

8.11. OcHoBaHUSIMHU ISl CHATUS JOKYMEHTA C KOHTPOJIS SIBJISIFOTCS:

JIOKJIa/IHAsl 3alMCKa O CHATUM JIOKYMEHTa (MU OTIEIBHBIX €r0 MYHKTOB) C
KOHTpOJIS WIM 00 WCHOJHEHUHW JOKymMeHTa Ha wums npencenarens TUK,
NOJIFOTOBJICHHAs: OTBETCTBEHHBIM 3a UCHOJIHEHHE ¢  oTMeTkoi  («Cornaceny,
«Paccmotpeny, «Ilpunsaro») npeacenarens TUK o npuHSITHUM UCTIOTHEHUS;

pemenne THUK, pacnopsskenne npencenarenss THUK no pesynpraram
WCITOJIHEHUSI IOKYMEHTA; OTBET Ha BXOSAUIUHN JTOKYMEHT;

OTBEThl OT OpTraHU3alMi, B KOTOpbIE JOKYMEHT ObLJI HampaBieH s
PacCMOTPEHUS 10 CYIIECTBY OCTABJICHHBIX B HEM BOIIPOCOB M OTBETA 3asBUTEIIIO;

HampaBlieHUE OOpallleHUs] B JAPYTMe OpraHU3alllU Uil PAacCCMOTPEHHUS IO
CYIIECTBY IMOCTABJIICHHBIX B HEM BOIPOCOB U MOCIEAYIOMIEro HUH()OPMUPOBAHUS
aBTOPA O pe3yJIbTaTax pacCMOTPEHUS.

8.12. JIoKyMEHT HE CUMTAETCs UCIIOJHEHHBIM U OCTAETCSI HAa KOHTPOJIE:

€CJIM OH HalpaBJsIETCS B JAPYrME OpraHbl WA OpPraHU3aldd IS
paccmotpenusi ¢ nenbto noaydeHus THUK wundpopmaruu, HeoOXoaumou ist
pPacCMOTPEHHUs II0 CYLIECTBY IOCTABJICHHBIX B JIOKYMEHTE BONPOCOB. B ciydae
HeoOxoaumoctu TUK unpopmupyeT 06 3T0M aBTOpa TOKyMEHTA;

€CIM OH HalpaBiseTCs B JPyrd€ OpraHbl WIA OpraHUu3aluH I
pPacCMOTPEHNS 110 CYLIECTBY IIOCTABJICHHBIX B HEM BOIPOCOB U OTBETA 3asIBUTEIIIO
¢ nocinenyromuM uHbopmupoanuem THUK o pesynbrarax MCHOJHEHUS; €CIM Ha
HeM He ctoutT otMeTka npeacenarens TUK o nmpuHsITHM ucnonHeHus.



33

9. U3roroBJjieHNE U MCIOJIH30BAHNE MEYATEH U IITAMIIOB

9.1. JI1st ynoCTOBEpEHHUs MOUIMHHOCTA JOKYMEHTOB WJIH COOTBETCTBUS
KOIMM JOKYMEHTOB IMOJUIMHHUKAM, IIPOCTABJIEHUA OTMETOK O TOJyYEHUH,
peructpauun aokymeHToB B THK wncnonb3yrores medarb TEppUTOPHAIBHOU
KOMMCCHUH Y IITaMIIBI.

9.2. U3roroBieHue NevyaTu OCYLIECTBISIETCS B COOTBETCTBHM C 00pa3lioM
U OIMCaHHWEM, YTBepKIAeHHbIMHU mocTaHoBieHrueM LMK Poccum no pemenuto
WK PBb, uzrorosnenue mrammnoB — 1o pemenuto THUK.

9.3. Ilewars THUK mnpocraBisgercs Ha (PUHAHCOBBIX JIOKYMEHTAX,
TFapaHTUMHBIX MHCbMAax, TOrOBOPAX, TOCYAAPCTBEHHBIX KOHTPAKTaX WM B JPYTHUX
IPEAYCMOTPEHHBIX 3AKOHOAATEIBCTBOM CIy4YasiX.

9.4. Ha pacceumaembix kommsix pemenuit  TUK, pacnopsokenuit
npencenarens THUK, Ha nmakerax npu OTHpaBKE JTOKYMEHTOB, IIPU OPOPMIICHUU
JIOKYMEHTOB Ha IIpUEM TOBAapHO-MaTEPUAIbHBIX LICHHOCTEN MIPOCTABIIAETCS I1€YaTh
TUK.

9.5. Ileyatu u mTammbl NOJJIEKAT PETUCTPALUMU B OTAEIBHOM JKypHaje
ydyeTa Iedared W mraMmnoB. [ledyatm W mTamibl BBIJAIOTCSA IOJ IOJINACH B
JKypHaJle y4yeTa redarei u mramnoB. Ha xypHaie npocrasisieTcss moMerka « /s
CIIy’K€OHOTO  TOJIb30BaHUS», €ro JMCThl HYMEPYIOTCS, MpOIIMBAIOTCA H
ONEYaTHIBAIOTCS.

9.6. Ileuatu W wTamnbl AODKHBI XPaHUTHbCS B HAJEKHO 3aKPbIBAEMBIX
U OTleYaThIBaEMbIX B HEpabouee BpeMs cerpax uiim MeTaTHIeCKuX ImKadax.

9.7. Ilpencemarens TUK ocymiecTBisieT KOHTPOJb 3a MPABUIBHOCTHIO
XpaHEHUs U UCTOJIb30BAaHUS MIEYaTEN U IITAMIIOB.

CBepka HaJIM4YMS T€YATEH W IITAMIIOB OCYIIECTBIISIETCA MPEACEIATEIIEM
THUK onuH pa3 B rof.

9.8. Ilpumeniue B HEroJHOCTh MeYaTH U IITamMIbl Hanpasstorcs B [[UK
Pb nmns yHMUYTOXEHHMs, O 4YeM COCTaBIsE€TCs akT. B kypHane ydera redaren u
LITAMIIOB JI€JIA€TCs COOTBETCTBYIOIAs OTMETKA.

10. ®opmupoBaHme eJ1 U Nepeavya ux B apxXuB

10.1. CocraBneHue 1 yTBEp>KJICHUE HOMEHKJIATYPhI JIe]I.

HoMmenknatypa nen mnpeaHasHadeHa it (OPMUpPOBAHMS HCIOJTHEHHBIX
JOKYMEHTOB B J€Ja, CHCTEMAaTU3allMd W ydeTa JeJl, ONPEAEIEHUs CPOKOB HX
XpaHEHUs W SIBISETCSI OCHOBOM JUIsl COCTAaBJEHHUS OMKCEN €N MOCTOSIHHOTO M
BpeMeHHoTO (10 et u 6oJee) XpaHeHUSI.

B HOMeHKIaTypy JAen BKJIIOYAIOTCA 3arojOBKH J€J, OTpaXkalolllhue BCe
JTOKyMEeHTUpyeMble yuacTku padotel TUK.
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3aroJjioBoK AcIa OOJDKCH YCTKO OTpaXaTb OCHOBHOC COACPIKAHHUC M COCTaB

nokymeHToB. He pomyckaercs ymorpebiieHHE€ HEKOPPEKTHBIX (POPMYIHPOBOK,
BBO/JIHBIX CJIOB U CJIO’KHBIX 00OpPOTOB.

IIpn cocraBaeHMM HOMEHKIATYpBI J€J1  CIEAYyET PYKOBOACTBOBATHCS
pernmamentoM THUK, [lepeuyneM TUIOBBIX yIIPaBIEHYECKUX APXUBHBIX JOKYMEHTOB,
00pa3yIoIKXCsl B Mpolecce AEATENbHOCTH TOCYAapCTBEHHBIX OPraHOB, OPTraHOB
MECTHOTO CaMOYIPAaBJICHHUs W OpPraHU3alui, C YKa3aHUEM CPOKOB XPaHEHHS,
(manee — Ilepedenn), MopsAKAaMU XpaHEHUS U TEpeNayd B apXUBbI TIOKYMEHTOB,
CBS3aHHBIX C IOJTOTOBKOW M MpOBEIEHUEM BbIOOpOB, yTBepkaeHHbIMU [[UK
Poccun u LMK Pb, HOMEHknatypaMu 1€l TEPPUTOPHUAIBHOW KOMUCCHUU 3a
MIPEIIECTBYIOIINE TOBI.

[Ipy mOArOTOBKE HOMEHKJIATYPHI € HEOOXOAMMO YUYMTBHIBATH XapakTep
BBIOOPOB, NPOBOANMBIX B MIPEACTOSIEM TOLY.

Howmenxknatypa nen TUK Ha npencrosmunii KAJIEHIAPHBINA T'OJ COCTABIISIETCS
B IIOCJIEJHEM KBapTaje TEKYIIEero roja, yreepxknpaercs mnpeacenarenem THUK n
BBOJIUTCS B JieiicTBue ¢ 1 stHBaps ciemyromiero roja (npuioxkenue Ne 11 «®Dopma
HOMeHKNaTypsl aen TUK»).

Howmenknartypa nen TUK He pexe 0qHOro pa3a B ISITh JIET COTJIACOBBIBACTCS
C apXMBHBIM OTJEJIOM aJAMUHHUCTPALMH MYHHUIMNAIBHOIO paiioHa (TFOpPOJICKOro
OKpyTa).

B ciiyyae BO3HUKHOBEHUS B TEUEHHUE T'OJa HOBBIX JI€JI, OHU JOIOJHHUTEIBHO
BHOCATCS B YTBEPKICHHYI0 HOMEHKJIATYpy JIeJl 0 yKkas3aHuto npeacenarens TUK.

[Io OxkOHYaHMM KaJE€HJAPHOIO TroJa B KOHLE HOMEHKIATYpbl el
COCTaBJISIETCS] UTOTOBasl 3allMCh O KOJIMYECTBE 3aBEIECHHBIX Jied (TOMOB, 4yacTei),
OTJEJIBHO MOCTOSSHHOTO U BPEMEHHOI'O XPAHEHHS.

Cpok XxpaHEeHMsI JOKYMEHTOB YKa3bIBAETCS B HOMEHKJIATYPE JEJ CO CChUIKON
Ha ctaTblo Ilepeuns. Cpok XpaHEHHs NOKYMEHTOB, HE YKa3aHHbIX B JaHHOM
NepeyuHe, ycranaBiuBaeTcs no cornacopanuio ¢ [I1K Pb.

Hcuncnenne CPOKOB XpaHeHUs JIOKYMEHTOB, 3aKOHYEHHBIX
JEJIONPOU3BOACTBOM B TEKYILEM IOy, HAUMHAETCS C 1 STHBAps CIEeAYIOLIEro roja.

10.2. OdopmneHue JTOKYMEHTOB, 3aKOHUYEHHBIX JIEIOMPOU3BOJICTBOM,
dbopmupoBanue u Tekymiee xpanenue aen B TUK.

3aKOHYEHHBIE JENONPOU3BOACTBOM JOKYMEHTBI opopMIISIIOTCS
B COOTBETCTBUMU C TpeOoBaHusaMmH Muctpykuuu. Ilpu 3ToM B HMXKHEH YacTu
JMIEBOM CTOPOHBI MEPBOr0 JUCTA JIOKYMEHTa Ha CBOOOJHOM OT TEKCTa MECTe
CTaBUTCSI OTMETKA O €r0 UCIOJHEHUH, paciin(poBBIBACTCS MOAMUCH PECeaaTENs
TUK, yka3piBaeTcst HOMEp Jiena 1Mo HoMeHkIatype. [Ipu HeobxoaumMocTn 0OTMETKa
00 HWCMOJIHEHHH MOXET OBITh CHelaHa Ha OOOPOTHOW CTOPOHE TEPBOTO JIMCTA
JOKYMEHTA.

WcnonHeHHble JOKYMEHTHI (OPMHUPYIOTCS B Jiela B COOTBETCTBUM C
YTBEPKICHHON HOMEHKJIATYPOH JIEJI.
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I[CJ'IO CUUTACTCA 3aBCACHHBIM C MOMCHTA BKIIOYCHHMA B HCETO IICPBOIO

UCIIOJIHEHHOTO JIOKYMEHTA.

[Ipu dopMupoBaHuM jena NOPOBEPSETCS MPABUIBHOCTh  OTHECEHHS
JOKYMEHTOB B JIlaHHOE JeJI0, KadyecTBO OQGOpMIICHUS © KOMIUIEKTHOCTh
JIOKYMEHTOB, HAJIMYWE MOJIUCEH, BU3, pETUCTPALIMOHHBIX HOMEPOB, CIIPABOK WM
OTMETOK 00 WCIIOJIHEHWW, CIHCAaHWW B JEJI0 W Jpyrux. HempaBuibHO
oopMIICHHBIE JOKYMEHTHI JODKHBI OBITH MOO(OPMIICHBI, a 3aTEM TOMEIICHBI B
b1 () (0

He nomyckaercs momenieHue B €710 JOKYMEHTOB, COJEp>KaHUE KOTOPBIX HE
COOTBETCTBYET 3aroJIOBKY Jiena.

[Ipu popmMupoBaHUM J1€7 COONIOAAIOTCS CIEAYIOIINE TPEOOBAHMUS:

JIOKYMEHTBI MOCTOSIHHOTO M BPEMEHHOT0 XpaHEHHUs (HOpMHUPYIOTCS B Jeia
pa3zenabHo;

B JIEJI0O BKJIIOYAIOTCA TOJIBKO MCIIOJHEHHBIE, MPABUIBHO O(OpPMIICHHbBIC
JIOKYMEHTBI B COOTBETCTBUH C 3aroJIOBKaMU JI€J1 B HOMEHKIJIATYypE;

BCE€ JIOKYMEHTBI, OTHOCSIIUECS K PEHICHUIO OJHOTO BOIpoca, POpMUPYIOTCS
B OJIHO JI€JIO;

B Ciy4ae, eciii moAOOpKa JOKYMEHTOB IO OJHOMY BOIIPOCY HAaCUUTBHIBAET
6omaee 100 a1cTOB, OHA MOJKET OBITH BBIJICJIEHA B CAMOCTOSITEIILHOE J€JI0;

JIOKYMEHTBI, TIOJJICKAIUE BO3BPATY, B JEJI0 HE MOMEIIAIOTCS,

B JICJI0 TIOMEMIAETCS TOJBKO OJHUH JK3EMIUISIP JOKYMEHTa, YEPHOBUKU U
BAPUAHTHI IPOECKTOB IOKYMEHTOB B JI€JI0 HE MOJIIMBAIOTCA (32 UCKIIFOYEHUEM TEX,
Ha KOTOPBIX HMMEIOTCS BH3bI, YKa3aHUS 10 HUCHOJHEHHIO JTOKYMEHTOB W JPYyrue
OTMETKH, JIOMOJIHSIOIINE MEPBBIA K3EMIUISD);

B JIEJIO BKJIIOYAIOTCS, KaK MPABUIIO, JOKYMEHTBI OJJHOTO KaJI€HAAPHOTO rojaa
(MCKJIFOUEHHUE COCTABIISIIOT MEPEXOISAIINE J1eT1a);

KaXJl0€ JIeJ0 HE JIOJDKHO MpeBbImaTh 250 IUCTOB, IpU OOJbIIEM 00BEME
JIOKYMEHTOB B Jiejie ((OpMUPYETCsE HECKOJIBKO TOMOB (4acTei).

B neno BkIIIOYAIOTCA BCE JIOKYMEHTHI IO KOHKPETHOMY BOIPOCY BMECTE C
MPUJIOKEHUSIMU, YKa3aHHBIMU B TEKCTE JOKYMEHTA, PYU OTCYTCTBUM MPUIOKEHUM,
YKa3aHHBIX B TEKCTE JOKYMEHTa, HCIOJHUTENb OO0s3aH CHAeNaTh 3aluch Ha
JIOKyMEHTE 00 UX MECTOHAXOXK/ICHUU.

JIOKyMeHTbl BHYTpU Jejia pacroyiaraloTcsi B XPOHOJOTHMUECKOW WU
BOITPOCHO-JIOTUYECKOM MOCIEA0BATEILHOCTH, UJIK UX COUCTAaHUH.

HopMmatuBHbie ¥ OpraHuU3allMOHHO-PACHOPSAUTEIBHBIE  JTOKYMEHTBI
C OTHOCAIIMMUCA K HHUM MPWIOKEHUSIMU TPYNIUPYIOTCS B Jiella MO BUIAM
JIOKYMEHTOB M 110 XPOHOJIOTHH.

IIpoTOKOIIBI 3acenaHnil TEPPUTOPUATIBHON KOMUCCUH PACIIONATraloTCs B AEIIe
[0 XPOHOJIOTUU B MOPSIAKE BO3pacTaHusi HoMepoB. JlokymeHnThl Kk 3acenannio TUK
MOMEIIAIOTCS MTOCIe COOTBETCTBYIOIIETO MPOTOKOIA.
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HOJ'IO)KGHI/I}I, HHCTPYKIHH, YTBECPKIACHHLIC pacnopAanTCIbHBIMU

JOKYMEHTAMU, SIBIIAIOTCA TMPUIIOKEHUAMHU K HHM M TPYNIOUPYIOTCSI BMECTE
C YKa3aHHbIMU JOKYMEHTAMH.

[InaHoBast U OTYETHAs JOKYMEHTAIUSI HE3aBUCUMO OT JIaThl €€ COCTABJICHHUS
BKJIFOYAETCS B JIEJIO TOrO rojia, K KOTOPOMY OHAa OTHOCHUTCS.

B nene «llepenucka» wucxonasimuii (OTBETHBIM) TOKYMEHT MOMEIIAETCS
nocie Bxondmero. IIpy Bo300HOBIEHUH MEPENUCKH O BOMPOCY, HavyaBIIEHCS B
NpEeAbIIYIIEM TOAYy, JOKYMEHTBI BKJIOYAKOTCA B JEJIO TEKYLIEro rojia u
YKa3bIBa€TCsl MHAEKC TOrO Jejia MO HOMEHKJIAType AeN MPEAbIAyIIero rojaa, B
KOTOPOM HaXOJATCS MPEALIECTBYIOIIME JOKYMEHTBI [0 ’TOMY BOIPOCY.

OOpaiieHus rpaxkJadH U JOKYMEHTBl IO X PacCMOTPEHHI0 (POPMHUPYIOTCS
B oTzenbHbIe Jena. Kaxoe oOpailieHrne U Bce JOKYMEHTHI IO €r0 PacCMOTPEHUIO
COCTABJISIIOT B JI€JIE CAMOCTOSITENBHYIO TPYIIY M PacIoyiararorcs B ajipaBUTHOM
NOPSJIKE MO NepBbIM OyKkBaMm (paMUIMi aBTOPOB 0OpalIEHUH.

B nenax, HaxoasAmmxcsl B JIE€JIONPOU3BOJACTBE, JOKYMEHTHI TEKYILEro roja
pacrosiararoTcsl 1o XpOHOJIOTMHM CHH3Y, BBEpPX IO Mepe nocTyrmeHus. Ilpu
IIOJTOTOBKE K CJaye B apXMB JI€Jla C JOKYMEHTaMHU IOCTOSHHOIO M BPEMEHHOIO
(10 ner u Ooisiee) XpaHeHUs MepedOPMUPOBLIBAIOTCA B OOPATHOM MOPSIKE:
JIOKYMEHT, MOCTYNUBLIMN B KaJEHIAPHOM TOAY MOCJIEIHUM, TOJKEH ObITh BHU3Y
niena, a mepBbli TOKYMEHT KaJIeHJapHOIO rojia — BBEPXY, EPBBIM.

10.3. Texymiee xpaHeHHUE JIeIT.

Jlena ¢ MOMEHTA UX 3aBEJICHUS U 10 Mepeaul B apXUB UM YHUYTOKECHUS B
CBS3M C UCTEYEHHEM CPOKOB XPAHEHUs HaxXONATCsS Yy Ipeiceaareins (cekperaps)
THUK.

[Iporokonbl  3acemanuii, pemenuss THUK, cnucku mpurialnieHHbIX,
IpuiaraéMple K  MOPOTOKOJNY  TOJJIMHHBIE  SK3EMIUIIPbl  PEIICHUH ¢
COOTBETCTBYIOIIUMH TPUJIOKEHUSIMU, MNPOTOKOJIbHBIE MOPYUYEHHUS, JOKYMEHTHI,
MOCIIY’)KMBIIME OCHOBAaHHUEM IS pacCMOTpeHHs Bompoca Ha 3aceganun TUK,
pacmmdpoBaHHasl ayuo3anuch 3aceqaHus (Ipy ee HAJMYHMH), CIIUCKU PACCHUIKU
IIOCTAHOBJICHUN J0 Mepelayd B apXWB HAxXoIATCs y Mpeacenarens (Cexperaps)
THUK.

3a COXpaHHOCTh JOKYMEHTOB M JI€J1 OTBETCTBEHHOCTb HECET NpEICEAaTellb
THUK.

Jlena JOJKHBI HAaXOAMThCS B pabodeid KOMHATE WM B CHEHUAIBHO
OTBEJICHHOM ISl 3TOM 1IeJIM MOMEIEHUN U XPAaHUTHCS B 3allUparoluxcs mkadax,
NPENOXPAHSIIONINX JOKYMEHTBI OT MbLIM M BO3AEHCTBUS COJIHEUHOTO CBETA.

B memsax obOecrneueHuss ONEpaTUBHOTO TMOMCKAa JOKYMEHTOB Jefa
pacronararorcs B COOTBETCTBHUM C HOMEHKJIATypOW J€Jl, KOmus KOTOpOH
MOMEIIAETCs] HA BHYTPEHHEH CTOPOHE ABEPLIbI mKada.

Ha Topuax oOnoxexk Jena  yKa3blBAIOTCS  MHAEKCHI  Jed IO
HOMEHKJIaType Jedl.
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Jlena, HaxopmsuMecs Ha TEKYIIeM XpaHEeHUM, Toiiexar ydery. Ilepen

nepegayel  JOKyYMEHTOB B apXWB  NPOBOJUTCS  NPOBEPKA  HaIWYUs
U COCTOSTHUSI IOKYMEHTOB M JIeJl B LIENSX YCTAHOBJICHUS (DAKTUUECKOTO HATUYMS
JIe U COOTBETCTBUS UX KOJIMYECTBY, YACIAIIEMYCS IO HOMEHKIIAType JIedl.

[IpoBepka HamM4Msi M COCTOSIHUSA JIOKYMEHTOB W €1 MNPOBOAMUTCS MpPH
MEpEMENICHNHU JI€]1, BO3BpaTe Jei, cMeHe npeacenarens THUK.

[IpoBepka mNpPOBOAMTCS IyTEM CBEPKM CTAaT€d HOMEHKJIATYphl el
C OMKCAHHUEM Jie]l Ha 00JI0KKe, a (PU3nYecKoe COCTOSIHUE JIeT ONPEEsIeTCs MyTeM
WX BH3yaJIbHOTO MpocMoTpa. Bce oOHapykeHHbIE HEAOCTATKH (PUKCUPYIOTCS
B aKTE€ MIPOBEPKU HAIUYUS U COCTOSIHUS JEIL.

B ciyyae yTpaThl JOKYMEHTOB U JI€Jl IPOBOAMTCS CIy>KeOHasi IpOBEpKa, Mo
pe3ynbTaTtaM KOTOpOW JIMLO, BUHOBHOE B yTpare, HECET OTBETCTBEHHOCTh B
YCTaHOBJICHHOM TOPSIJIKE.

Ecnu otnenbHble TOKYMEHTBI, Y€ BKJIIOYEHHBbIE B JI€JI0, BPEMEHHO
TpeOyroTcs AJii paOOThl, OHM MOTYT OBITh BBIJAHBI W3 J€Jla, & HA HX MECTO
BKJIQ/IBIBAECTCS JIUCT-3aMECTUTENIb C YKa3aHHEM, KOT/la, KOMy U Ha KakKOW CpOK
BbIJJaH JJOKYMEHT.

10.4. DxcmepTH3a HEHHOCTU JOKYMEHTOB.

DKcnepTuza LEHHOCTM JOKYMEHTOB MPOBOJUTCS JJIi  YCTAHOBJICHHUS
HAy4HOM, HCTOPUYECKOM M  MNPAKTUYECKOM  3HAYUMOCTH  JOKYMEHTOB,
oOpazoBaBmuxcsa B mpouecce aestenbHoctd TUK, ¢ uenpto otbopa ux s
JATbHEUIIIETO XPaHEHUS U YHUYTOKEHHUS.

OKcnepTu3a UEHHOCTH JIOKYMEHTOB IIPOBOJAUTCA IPU  COCTABJICHUU
HOMEHKJIaTypbl JeJ, B Ipouecce (HOpMUPOBAHMS J€J, MPU IMOATOTOBKE JeN K
nepesaye B apXuB.

Jlist paccCMOTpEHHUsI TPOEKTOB HOPMATUBHO-METOJAUYECKUX JOKYMEHTOB IO
BOIIPOCAM JIETIONPOU3BOJICTBA U APXUBHOTO JI€Jia, ONMUCEH el MOCTOSHHOTO U
BpemeHHoro (10 ner u OoJjiee) XpaHEHHs, aKTOB Ha YHUYTOXKECHHE Jel U
JIOKYMEHTOB, HE€ HWMEIOIIUX HAYYHOM IIEHHOCTM M TMPAKTUYECKOTO 3HAYECHUS,
pemenneM TUK wmim pacnopsixkenuem npencenarens THUK co3maerca sxcnepTHas
komuccus (ganee — IK).

B ee ¢yHKIMM BXOIUT paccCMOTpEHHE U 0J0OpEHHE HOMEHKJIATYphl el
THUK.

B cocraB OK Bkimouatorcs uinensl TUK, mo corjacoBaHuio — pabOTHUKH
apXMBHOIO OT/ieJIa aIMUHUCTPALIMM MYHULIUTIAJILHOTO pailoHa (ropoji. OKpyra).

[Ipy npoBeneHWH BKCHEPTU3bl LEHHOCTH JOKYMEHTOB OCYILECTBIIAETCS
oTOOp 1en mocTosTHHOTO M BpemeHHoro (10 met u Gosee) xpaHneHus, otOOp Jem C
BPEMEHHBIMU CPOKaMHU XPaHEHHs, MOUICKAIIUX XPAHEHUIO, BBIACICHUE K
YHUUTOXEHUIO JIe]T 3a MNPEAbIAYIINE TOAbl, CPOKA XPAHEHUS KOTOPBIX HCTEKIIH.
[Ipu 5TOM OAHOBPEMEHHO MPOBEPSIIOTCS KAYECTBO U MOJHOTAa HOMEHKJIATYPHI JIEI,
MIPABWJIBHOCTH OINPEEIECHUS CPOKOB XPAHEHUS AE.
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9KCHCpTI/I38 HEHHOCTHU AOKYMCHTOB OCYIICCTBIIACTCA ITYTEM IIOJUCTHOIO

npocmoTpa gen. He momyckaercss oTOOp MOKYMEHTOB ISl XpaHEHUS WU K
YHUYTOKEHUIO TOJIBKO HA OCHOBAHUM 3ar0JIOBKOB JIE]I.

JIOKyMEHTBI, yTpaTUBIIHME MPAKTUYECKOE 3HAYEHWE U HE UMEIOIIUe
VCTOPUYECKON WJIM HAYYHOM LEHHOCTH, IO MCTEYEHUH YCTAHOBJICHHBIX CPOKOB
XPAaHEHUS MOJIEKAT YHUUTOXKEHUIO 110 aKTy.

AKTBI O BBIJICJICHUU K YHUUYTOXKCHUIO JIe] U JOKYMEHTOB paccMaTpUBAIOTCS
Ha 3acenaHusx OK OJHOBPEMEHHO C ONMUCAMH Jel. YHHUUYTOXKEHUE AN U
JOKYMEHTOB JI0 YTBEPKICHHUS aKTOB 3alpeniacTcs. BbIEIEeHHbIE K YHUUTOXKEHUIO
Jena W JTOKYMEHThl YHUYTOXKAIOTCS TYyTeM W3MEIbUYCeHHs, MepepaboTKu WU
JPYTUMHU YCTAHOBJIEHHBIMU CIIOCOOaMU.

[lo pe3ynbraram 3KCIEPTU3bl LUEHHOCTH JAOKYMEHTOB OTBETCTBEHHBIM 32
BEJICHUE JIETIONPOU3BO/ICTBA €KETOTHO COCTABJISIOTCS OMHUCH JAEN MOCTOSHHOTO U
BpeMeHHoTO (10 et u 6onee) xpanenus (mpuinoxkenns Ne 12, 13), a Takke akThI O
BBIJICJICHUN K YHUUTOXXCHHIO JIEJ, HE MOJIeKAIUX XpaHeHuto (mpuiokenue Ne 14
«®Dopma aKTa O BBIJICIICHUN K YHUUYTOKEHHUIO JOKYMEHTOBY).

Onucu gen moctossHHOro u BpeMeHHoro (10 met u Oosee) XpaHeHwus, a
TAK)K€ aKThl O BBIJEICHUM K YHMUTOKEHHIO 3THX e paccMarpuBarorcs Ha DK
1 yTBepxkaatorcs npeacenarenem THUK.

Onucn  gen TMOCTOSHHOTO  XpaHEHWs mnojiexar yreepxkiaeHuto OIIK
VYmpasnenus no aenam apxuBoB Pb uepe3 apxuBHBIA OTAEN aIMHUHUCTPALUU
rOpPOJICKOTO OKpyTa.

[Tpu YHUYTOKEHUH JIOKYMEHTOB co CPOKOM XpaHEHUs
«/lo MuHOBanus HamoOHOCTW», «1 TOm», «3 TOma», «S5 JET» COCTaBIACTCA aKT,
KOTOPBIN MOJNKUCHIBACTCS HE MeHee dyem aByMms uieHamu THUK u yTBepxknaercs
npencenarenem THUK nocne paccmorpenus Ha OK.

Cpox xpaHeHus «Jlo MUHOBaHMS HATOOHOCTH» HE MOXKET ObITh MeHee 1 T.

UepHOBUKM W  PYKONHMCH TMOJATOTABIMBAEMBIX JOKYMEHTOB, KOIUU
WHOOPMAIIMOHHBIX H JPYTUX MaTepHaliOB, HE TMOJJICkKAINX BKIIOYECHUIO
B HOMEHKJIATYPY JIe]1, IO MUHOBAHUH B HUX HAJOOHOCTH MOTYT YHHUUTOXXAThCS 0€3
COCTaBJICHUS aKTa.

BpomropoBka e MpOU3BOAUTCA TOJIBKO IOCJHE MPOBEAEHUS DKCIEPTU3BI
LEHHOCTH JJOKYMEHTOB.

10.5. Odopmiienue ner.

Hena, mnojuexane Imnepenaye Ha XpaHEHUE B apXUB, JOJDKHBI OBITh
o(opmIIEHBI COOTBETCTBYIOLIUM 00pa30OM.

Odopmnenne fena BKIIOYaeT B ce0s MPOBEPKY CUCTEMaTU3allUU
JIOKYMEHTOB BHYTpPH JI€Jla, HyMEpalUiO JIMCTOB, COCTABJICHUE BHYTPEHHEN OMUCH
JOKyMEHTOB Jena (mpunokeHue Ne 15), nucra-3aBeputens aena (IPUIOKEHHE
Neo 16), obopmieHne peKBU3UTOB 00JI0XKKHU, TTOAIIMBKY (IeperieTeHHE) Jena.
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B 3aBucumocTu ot CPOKOB XpaHCHUS INPOBOAUTCS IIOJTHOC HMIIM YaCTHYHOC

odopmiIeHUE JIC]I.

Jlena MOCTOSIHHOTO XpaHEHWs MojjiexaT mosiHoMy odopmienuto. [lomHoe
opopMieHHE Iena TpeaycMaTpPUBAET MPOBEPKY CHUCTEMATH3AIMH JOKYMEHTOB
BHYTpH JieNa, TPaBUIBHOCTH UX O(QOpMIICHUS (HATMINE HEOOXOAUMBIX TTOITUCEH,
BU3, OTMETOK O PETUCTPALMHU U UCIOJHEHUH, TPUIIOKEHHI ), HyMEpalHIO JUCTOB,
COCTaBJICHUE BHYTPEHHEH OMUCH JOKYMEHTOB Ji€Jla, COCTaBJIEHUE JUCTa-
3aBepuTens jena, opopmiIeHHe PEKBU3UTOB O0JI0KKH, TIOIUBKY (TIEperieTeHUE)
nena.

Hena BpemeHHoro (o 10 meT BKJIIOYMTENIBHO) XpaHEHHs TOJJIEKAT
YaCTUYHOMY O(OPMJICHUIO: JIOMYCKAE€TCS HE TNPOBOJUTH CHUCTEMAaTHU3ALUIO
JIOKYMEHTOB B JI€Jie, JIUCTHI JieJla HE HYMEpOBaTh, 3aBEPUTEIIbHBIC HAJIWCH HE
COCTaBJISATh.

O6noxka nena odopmitsieTcs 1o YCTaHOBJICHHOM dbopme
(mpunosxxenne Ne 17). CBeneHust Ha 00JIOKKY MEPEHOCATCA U3 HOMEHKIIATYPBI JIelT
C YTOYHEHHUSMH, OTpa)kalollMMU (HaKTHUECKUI COCTaB TOMEIIECHHBIX B JIEIO
JIOKYMEHTOB.

O6noxka Jefna HAAMUCHIBACTCS YEPHBIMU CBETOCTOMKUMHU YEpHUJIAMU,
paz0opunBO, O€3 COKpaIICHUMN.

Ha o6n0xke aena ykaspIBaloTCs Clenyromue pekBu3uThl: HazBanue TUK,
JIeTIONPOU3BOJICTBEHHBIN HOMEp (MHIEKC) Jiefia, 3aroJIOBOK Jeja, JaTa jiena (ToMa,
4acTH ), KOJTUYECTBO JIUCTOB B JI€JI€, CPOK XpaHEHUS Jesa, apXUBHBINA mudp aena.

PexBu3uTHI, MpocTaBisieMble Ha 00JIOKKE Aesia, OPOPMIISIOTCS CIAEAYIOIIUM
obpazom:

Ha3Banne THK ykaseiBaeTcs B coorBeTcTBUH C pernameHtoM THUK. Ilpm
n3MeHennn Ha3aHus THK B TedyeHue mnepuonia, 0XBAaTbIBAEMOTO JIOKYMEHTaMHU
nena, Ha 00JI0KKE K CTapOMY Ha3BaHUIO MPHUITUCHIBAETCS HOBOE;

JIEJI0ONPOU3BOACTBEHHBIM HOMEP (MHJIEKC) Jiejia — MPOCTaBIIsieTCs: U(poBoe
o0o3HaueHne (MHACKC) JIefia IO HOMEHKJIATYpe JIe;

3arojOBOK (HAaMMEHOBAaHUE) Jiejla TIEPEHOCUTCA U3 HOMEHKJIATyphl nell (B
HEOOXOMMBIX CIIy4asiX B 3aTOJIOBOK BHOCSITCSI yTOUHEHUS );

maTa Jema — Ha OOJOKKE Jiena YyKa3bIBalOTCS JIBE€ JIaThl, KOTOPBIC
Ha3bIBAIOTCS KPAaHUMU JJaTaMH U COOTBETCTBYIOT JIHIO, MECSILy, Oy 3aBEICHUS U
OKOHYAHUA Jeja i JeJ MOCTOSHHOro XpaHeHus. HauanbHas mata — 3To jara
CaMOI'o paHHEro, a KOHEUHas JlaTa — JaTa camMoro MO3JHEro JOKyMEHTa B Jefie.
[Ipu 5TOM yYUTBHIBAIOTCS IAThl BXOASIIUX U UCXOASIIMX JOKYMEHTOB (B Cily4yae Ux
OTCYTCTBUSI — JIaTbl PETUCTPALIMM JOKYMEHTOB), W HE YUYWUTHIBAIOTCS J1aThl
CIIMCAaHUS JOKYMEHTOB B JIEJ0, YKa3aHUU 10 MCIOJHEHUIO JOKYMEHTOB, OTMETOK
UCIIOJHUTENS (32 MCKIIOUYEHHEM CIIy4aeB, KOTJla Ha JOKYMEHTaX HE HMEETCs
JIPYTUX J1aT, KpOME MEePEUUCICHHBIX).
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HpI/I HallMCaHNH KpaﬁHHX JaT Ha 00J105KKaX A€ IIOCTOAHHOI'O XpPaHCHUA

YHCJIO U TOJ MPOCTABISAIOTCS apaOCckuMu 1udpaMu, a Ha3BaHUE MeEcCsIa MUIIETCS
nponuchio 06e3 cokpamienus. Ha o00noXkkax Jen  BpPEMEHHOTO XpaHEHHs
YKa3bIBAa€TCsI TOJIBKO T'OJ.

Ha oO6Onoxkkax Jnen, COCTOSIIIMX W3 HECKOJbKUX TOMOB (4acrtei),
IPOCTABIIAIOTCS KpallHUE AaThl KAKJIOTO TOMa (YacTH).

KosnuecTBO NMpOHyMEPOBAaHHBIX B JENE JINCTOB NPOCTABISETCS C JIMCTa-
3aBepuUTENS Aena.

Cpox XpaHeHHUs MEPEHOCUTCSI Ha 00JIOKKY Jieja U3 HOMEHKIATypsl Aen. Ha
JieJ1aX MOCTOAHHOTO XpaHneHus nuuercs: «IlocTosHHOo».

ApxuBHbBINA mU]p Je1a COCTOUT U3 HoMepa PoHAa, HOMEpPA OMUCH, HOMEpPA
Jiena 1o OnKucH, B MyHULIMITAIbHOM apXMBE MPOCTaBIsieTCsl HoMep (hoHAa.

Ha Topue nmena ykas3plBalOTCS 3arojoOBOK [I€Jla, HWHIAEKC Jela 10
HOMEHKJIAType, JaTa Jena U CPOK XPaHECHHUS.

B  pmemix obOecrneueHuss COXpaHHOCTM M 3aKpEIUICHHS  IOpsKa
pacnoJIOKEHUsT JOKYMEHTOB, BKJIIOUEHHBIX B JIEJO YHCTBIE JMCTBI W3 Jena
U3bIMaloOTCsl (0€3 MOBPEXJEHUs LIEJOCTHOCTU jefia). Bece nmucThl, Kpome JucTa-
3aBEpUTENS JeNa U JIMCTOB BHYTPEHHEN ONKMCH HYMEDPYIOTCS B Pa3BEPHYTOM BUIE
apaOCKuMu LU(ppamMu BaJoOBOM HyMmepauuend. JIMCTBI HYyMepyloTcs MpPOCThIM
KApaHJAIIOM CBEpPXY BHH3 B BO3pACTAIOLIEM MOPAJKE HOMEpPOB HAuMHAs C
nepBoro. Lludpsl npocTaBisitoTcss B MpaBOM BepXHeM yriay jaucTta. Hymeparms
LBETHBIMU KapaHJallaMH, YEPHWIAMHU U HyMEpaTOpaMHU He JOIyCKAETCS.

JIOKyMEeHTBI ¢ COOCTBEHHOW HyMepalued JIHCTOB, B TOM YHCIJIE TE€YaTHBIC
U3JIaHUsl, HYMEpPYIOTCS B OOIIEeM TMOpSAIKEe WIA COXPAaHAIT COOCTBEHHYIO
HyMEpalHWI0, €CIM OHAa COOTBETCTBYET IOPSAKOBOMY PACIIOJIOKEHHUIO JIMCTOB
B JIETIE.

Cnoxennblii nuct Oonbimoro ¢opmara (A2, A3) pa3zBopaunBaeTcs
U HyMEpyeTcs B MPaBOW 4YacTU BepxHero mousis jmcra. [Ipu 3ToM smct moboro
¢dopmaTta, MOAIIUTHIA 3a OAMH Kpail, HyMmMepyeTrcsa KaK OJMH JIUCT, a JIUCT,
CJIOKEHHBIM U NOAIIUTHIN 3a CepearHy, NOMIEKUT MEPEIIMBKE U HyMEPYETCS Kak
OJIH JIUCT.

Ecnu B Jnene ectb KOHBEPT C BIOXKEHUSAMH, TO CHadajga HyMepyercs
KOHBEPT, 4 3aT€M OYEPEIHBIM HOMEPOM Ka)kJ0€ BIOKCHHE.

@otorpaduu U Jpyrue WUIIOCTPATUBHBIE MaTepHalibl HYMEpPYIOTCS Ha
00OpOTHOI CTOPOHE B JIEBOM BEPXHEM YTIIy.

JIuct ¢ Harmyxo HaKJI€EHHBIMH JOKYMEHTaMu (BbIpe3kamiu, ¢poTorpadusiMn)
HYMEpPYETCSl KaK OJIMH JIUCT. EClIM K TOKYMEHTY MOJKJIEEHbI OJJHUM KpPaem Ipyrue
JIOKYMEHTBI (BCTAaBKU TEKCTA, IEPEBOJIBI), TO KAXKIbI JIUCT HyMEPYETCS OTIEIBHO.

[IpunoxeHnue K Jelly, COCTABISIIOUIEE OTIEIBHBI TOM, HyMEpyeTcs
OTJZIEIIBHO.
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HpI/I HaJIMYUKU OTACIIbHBIX OIMOOK B HyMCpalnuu JHUCTOB B ACJaxX IIpU

IIOATOTOBKE MX K cJadye B apXMB JOIYCKAeTCS II0 COINIACOBAHHMIO C HUM
ynoTpeOaeHne TUTEPHBIX (C OyKBEHHBIMU JOTIOJIHEHUSIMU) HOMEPOB JIMCTOB.

B nenax mMOCTOSIHHOrO XpaHEHWs JIi ydyeTa W IIOMCKa JIOKYMEHTOB
B HayaJie Jejia MOXKET TIOMENIAThCSl BHYTPEHHSIs onmuch (mpuiioxenne Ne 15).

JIucThl BHYTpEHHEN ONMCH HYMEPYIOTCS OTEIIBHO.

Kaxnoe neno 3akaHuMBaeTCs JHMCTOM-3aBEPUTENIEM yCTAaHOBICHHOW (OPMBI
(mpuioxxerne Ne 16).

B nucre-3aBepurene nena undpamMu 1 Nponuchbio yKa3plBaeTcs (pakTHUIeCcKoe
KOJIMYECTBO JINCTOB B JAHHOM JIEJI€, & TAK)KE HAINYUE JIUTEPHBIX U IIPOITYIICHHBIX
HOMEPOB JIUCTOB, KOJMYECTBO JINCTOB BHYTPEHHEH OMNHCH M HAJIMYUE CpEau
JIOKYMEHTOB Ta3eT, KHUT, OpoIlop, uyeprexen, gororpaduii, puCyHKOB U T.A.,
CTaBUTCA JaTa U NOJNUCH padOTHHKA, CPOPMHPOBABILETO JIEI0, U YKA3bIBAECTCS
€ro JOJDKHOCTh, WMHULMANBI U (amuiug. Eciaum KoiM4yecTBO JHCTOB B JEje
U3MEHSETCS, 3aBEpUTENIbHAS HAAUCh COCTABIISIETCS BHOBB.

[Tpu moaroroBke /e K NOAIIMBKE (NIEPEIIETY) MPOBEPSAETCS MPABUIBHOCTD
ux (opmupoBaHus, oQOpMIICHUS, METAUINYECKUE CKPEIUIEHUS U3 JOKYMEHTOB
YAAIAIOTCSL.

JIOKyMEHTBI IOJIIIMBAIOTCS TAKUM 00pa3oM, YTOObI MOKHO ObLIO CBOOOAHO
MPOYUTATh TEKCT KaXXJOro JOKYMEHTAa, BU3bl W YKa3aHUA [0 HCIOJIHEHUIO
JIOKyMEHTA.

10.6. Ilepemaua men B apXuB.

Ilepegadya gnen IOCTOSIHHOTO XPAaHEHHWS B ApXUB OCYLIECTBISETCA IIO
€AVMHUYHO N0 YTBEPkKACHHBIM DK onucsaM el MOCTOSSHHOIO XPaHEHMUS.

[IpueM JOKYMEHTOB Ha MOCTOSIHHOE XpaHeHHe 0(POpMIISIETCS aKTOM IIprema-
nepeaayu ToOKyMeHTOB (mpuioskenue Nel8).

[Ipu mepenmave Aen Ha BCEX JK3EMIUISIpAX OMUCH JIeN MPOTHB Ka)JI0Tro
BKJIIOYEHHOTO B Hee Jena B rpade «IIpuMeuanue» cTaBUTCA OTMETKA O HATMYUU
nena. B KOHIE KaXA0ro »HK3eMIUIsApa OIMUCH JeN YKa3bIBalOTCS IUdppaMu
U TPONUCHI0 KOJIMYECTBO (PAKTHUUECKH NPUHATHIX (TEPEAAHHBIX) B apXuB eI,
MHUIMAIIBI U (PaMUIIAHY JIUL, OCYILECTBIISIONINX MpHUeM-TIepeaady e, CTaBsITCs UX
NOJINKCH U J1aTa.

[Ipu mpueme nen B apXWBE NPOBEPSAETCS MPABWIBHOCTH UX OGOPMIICHHUS.
Jena, odopmiileHHbIE C HapylIEHWEM IMpaBUJl, YCTaHOBJIEHHbIX WHCTpyKuueH,
Bo3Bpamatorcs B TUK ¢ ykazaHueM He1OCTaTKOB ISl UX YCTPAHEHHS.

N30uparenpHasi KOMUCCUSI UMEET NMPUOPUTETHOE MPABO HAa MCIOJIb30BaHUE
JIOKYMEHTOB, MEPETAHHBIX €0 HAa TOCYIapCTBEHHOE XPAaHEHUE, B TOM YHUCIIE HA UX
NEPBYIO MyOJUKALIHIO.
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11. OTBEeTCTBEHHOCTH

11.1. Ymewst THUK HecyT mnepcOHANIbHYIO OTBETCTBEHHOCTh 3
cobmoaeHue TpeboBaHuii WHCTPYKIMHM, COXPAHHOCTh HAXONAIIMXCS Yy HUX
JIOKYMEHTOB.

11.2. OTBeTCTBEHHOCTh 3a oOpraHuzanuio aenonpousBoactsa B TUK,
BHEJIPEHUE aBTOMATH3WPOBAHHBIX (KOMIBIOTEPHBIX) TEXHOJOTHUN TOATOTOBKH M
00paboTKH IOKYMEHTOB, 00eCTICUeHUE COXPAHHOCTH JIOKYMEHTOB U Tepeauy uXx B
apXWB, KOHTPOJIb 3a coOMIoJieHueM TpeboBaHuN WMHCTPYKIIMU OCYIIECTBISET
npencenarens TUK.
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[Tpunoxenne Ne 1
K UHCTPYKIIHH TI0 JISTIOMPOU3BOJICTBY
B TEPPUTOPHAITLHON U30HpATEIbHON KOMUCCHH

Pecnyonuku bamkoproctan

(I)OpMa PETrHCTPAINMOHHOIO KYPHaAJa BXOAAINUX TOKYMEHTOB

Jara nocrynieHnus
M PerucTPALMOHHBbINH HOMep

KoppecnonaeHT, 1aTa U perncTpalMoOHHbII HOMep Kpartkoe Pe3osmonust niam xomy OtMmerka 00
NMOCTYNHUBIIEr0 JOKYMEHTa cojiepaKaHue HanpaBJeH 10KYMEHT HCTIOJIHEHHH

(I)opMa PEruCTPaAaMMOHHOIO KypHaJda HCXOAAIIUX JOKYMECHTOB

Jaram
perucTpauMoHHbIi HOMEpP

KoppecnonaeHt Kparkoe conep:xanue OtmerKka 00 UCTIOJTHEHHH




1
2
3.
4
5
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[Tpunoxenne Ne 2
K HHCTPYKLIMHU 110 JEJIOIPOU3BOICTBY
B TEPPUTOPUAIBHON N30MpaTENbHON KOMUCCUU

__ Pecniybnuku bamkoprocran

HEPEYEHDb
JAOKYMEHTOB, He MOJJIeKAIMX PerucTpanuu

CooO011eHns 0 3aceJaHUsIX, COBEIIAHUAX U TTIOBECTKAX JTHS.

VYyeOHbie mporpaMMsbl, TIaHBI.

PexnamMHbIe u3BeleHns, IJ1aKaThl (3a UCKIIFOYCHUEM aruTallMOHHBIX ).
[To3npaBuTenbHbBIE MUCHMA U TE€JIETPAMMBI.

HpI/IF JIACHUTCJIBHBIC 6I/IJ'I€TI>I, IIPpUTTIAICHUA Ha PA3JIMIHBIC MCPOIIPUATHA, HE

COoACPKAMC HAMJICKAIUX PCKBU3UTOB ITMCbMa.

6.
7.
8.

byxrantepckre 10KyMEHTHI.
[leuaTHbIe M3M1aHUS.

OneparuBHass uH@oOpMalusi, ToOcCTynaromas o kaHamam cBssu ['AC

«BBIOOPHY.
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[Tpunoxenue Ne 3
K UHCTPYKIIUHU TI0 JISTOMPOU3BOJICTBY
B TEPPUTOPHAITLHON U30HPATEIHbHONH KOMUCCHH

Pecny6mnku bamkoproctan

AKT
MBI, HUKEO AU CABIIHECS
1
COCTaBWJIM AKT O TOM, 4YTO « » 20  r. nipu
BCKPBITUM TIAKETa B HEM HE

OKa3aJ0Chb

Hacrosimuii akT cOCTaBIEH B ABYX IK3EMIUISPax.

IHoxmucnu:
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ITpunoxxenune Ne 4
K MHCTPYKIIMU 110 I€TOIPOU3BOJICTBY

B TEPPUTOPHUAIBHON U30MpaTENbHON KOMUCCUU

Pecny6nuku bamkoprocran

IHPOTOKOJI Ne
3aceJaHUs TEPPUTOPHATLHON H30UPATEIbHON KOMUCCUH

Pecny0uuku bamkoprocran

« » 2019 rona

Hauaio: 15.00 yacos

MecTo npoBeaeHus:

IIpeacenateancrBoBan (O.M.0.) — npencenarenb  TepPUTOPUATHLHOM

I/I36I/IpaTeJII)HOI>JI KOMHCCHHU.
le/lcyTCTBOBaHH: 3aMCCTHUTCIIb IIPCACCHAATCIII KOMHUCCHHU

CCKPCTapb KOMHCCHU , YJICHBI KOMHCCHUH C IIPpABOM PCIIArOImCro
rojgoca  WICHBI KOMHUCCHH C IIPpaBOM COBCIHATCIIBHOI'O I'0JIOCA

HOBECTKA JIHA

=

I'omocoBanue 1o moBecTKe JHS: «3A» - ; «[TPOTUB» — .

B XO/IE 3ACEJAHMS

1 O... (HauMeHOBaHHE BOIPOCA IIOBECTKH JIHS)

; TP PACCMOTPEHUH BTOPOrO BOMPOCA MOBECTKH JTHSA -

(hamunuu u UHUYUATLL BLICMYNUBUIUX NPU 0OCYHCOEHUU 8ONPOCA)
TeppuropuanbHas n3dupareabHas KOMACCHS pelua;
1.
2.

["onocoBanue 1o nepBoMy BOIIPOCy MoBecTKU AHS: «3A» - ; «[IPOTUB» —__.

20

[Ipencenarens
TEPPUTOPUATBHON N30UPATETHHOU KOMUCCHU

(MHUIMATBL, (aMUTHA)

Cexkpertapb
TEPPUTOPUATBHON N30UpATETHLHOM KOMUCCHU

(MHUIMATBL, (haMUTHA)
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[Tpunoxenue Ne 5
K UHCTPYKIIUHU TI0 JIETOMPOU3BOJICTBY
B TEPPUTOPHAITLHON U30HPATEIHbHONH KOMUCCHH

Pecny6mnku bamkoproctan

A2
TEPPUTOPUAJIBHASA U3BUPATEJIBHASLI KOMUCCHUSL \Mmc BAME{(ZI;;T;)(C);?;I;;E%I;ICYTI;SIJII;II/)IEAPIZI]:IIOOHGIZIOHTI()?}.;IAhLI

OKTSIBPBCKOI'O PAMOHA IT'OPOJCKOI'O OKPYT'A &
roroj Yy®A PECIIYBJIUKU BAIIKOPTOCTAH TEPPUTOPHUAJIb hAMJIAY KOMUCCHSThbI

PEIMEHMUE

2 centsi0ps 2019 rona Ne 25/3-4
r. Yoa

0]

(HanMeHOBaHUE PEIICHS)

Ha ocHOBaHuM cratbu ®enepanbHOro 3akoHa «O0 OCHOBHBIX FapaHTHUAX
n30upaTeNnbHbIX MPaB U MpaBa Ha ydactue B pedepenayme rpaxaan Poccuiickoi
denepauyn» U CTaThbU Konekca Pecny6nuku bamkoproctan o BbIOOpax

TeppUTOpHANIbHAS N30UpaTeIbHAsT KOMUCCHS PecnyOnuku

bamkoprocran pemmnna:
1.
2.

IIpencenarens
TEPPUTOPHAITBHOU H30MpPaTEIHLHOMN
KOMUCCHH (vHUIIMANTBI, (aMUITHS)

Cekpetapb
TEPPUTOPUATHHOU U30UpaATEIBLHOMN
KOMHCCHUU (MHUIIAAIBI, (haMUITHS)

[Tpunoxenne Ne 6
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K UHCTPYKILIMHU IO EIONPOU3BOJACTBY
B TEPPUTOPHAIIbHOI M30UpaTebHOI KOMHUCCUT

Pecnyonmnku bamkoproctan

TEPPUTOPUAJIBHASA 213BI/IPATEJI])HAH KOMHUCCHUS N : BAIIKOPTOCTAH PECHYBJII/IKAhIEI OO KAJIAhDbI
OKTSABPBCKOI'O PAUOHA T'OPOACKOI'O OKPYT' A Z N KAJIA OKPYI'bI OKT‘HBPB PAMOHBIHBIH
TOPOJ Y®A PECIIYBJIMKN BAIIKOPTOCTAH TEPPUTOPUAJIb hAWJIAY KOMUCCUShbI
3aku Banmuam yii., 1. 46, Ya, 450008 3oku Bonmnau ypawmsl, 46, Ode kanahsr, 450008
Ten.: (347) 218-11-22 dakc: 250-16-00 Ten.: (347) 218-11-22 dakc: 250-16-00
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YBaxxkaemsbiit [letp MBanosuy!

Hamnpagisato 3arpaluBacMble Bamu CBEIACHUSA 0

[IpunoxeHnue: NUCBMO TEPPUTOPUATBHOW HW30UpATENbHOW KOMHUCCUU
MyHUIIMNANBHOrO paiioHa baiimakckuii paiion PecnyOnuku bamkoproctan ot
15.12.2018 Ne01-21/4 n npunoxxenue Kk Hemy, Bcero Ha 15 11. B 1 3k3.

C yBaxkeHHeEM
[Ipencenarens (vHUTMAITB, (haMUTTHS)

ITpunoxxenne Ne 7
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K UHCTPYKILIMHU IO EIONPOU3BOJACTBY
B TEPPUTOPHAIbHOIN U30UpaTeNIbHOI KOMHUCCUN

Pecnyonmnku bamkoproctan

TpeOoBaHusA K JOKYMEHTAM, H3TOTOBJIAEMbIM C IOMOUIbI0
neYararwiumx YCTPOHCTB, U K (pailiiaM TEKCTOBBIX IOKYMEHTOB

1. TekcTsl AOKYMEHTOB Ha OiaHkax ¢Gopmara A4 medararoTcs yepes
1,5 MeXCTpOUHBIX MHTEpBaNa, Ha OjaHkax ¢opmata AS — dyepe3 1 MEKCTPOUHBII
UHTEpBaI.

TexkcTsl HOKYMEHTOB, MOJITOTABIMBAEMBIX K THIOTPAdCKOMY H3IaHUIO,
MeYaTalTCs Yepe3 1Ba MEKCTPOUHBIX HHTEpPBaa.

2. Ha3Banme BHIa JOKyMEHTA MeYaTaeTCs MPOMMUCHBIMH OyKBaMHU.

3. Ecmm 3aronmoBok Kk Tekcty mpeBbimaeT 150 3HakoB (5 CTpPOK),
JIOTYCKAeTCsl MPOJUIeBaTh €ro 0 TpaHUIBl mpaBoro mois. Touka B KOHIIE
3aroJIOBKa HE CTaBHUTCA.

4. Pacmm¢poBka mnoamucu B pekBuszute «lloamuce» meuaTtaercs
Ha YpOBHE IOCJEIHENW CTPOKM HAMMEHOBAHUS JIOJDKHOCTH C HMCHOJIb30BAaHUEM
xomOuHarwu kinasuin Shift — Ctrl — ITpo6en Mexay nHHUIIMATIaMU 1 HaMUITHACH.

5. Co3panue, QopMaTHpOBAaHHME U BBIBOJ Ha Ie4yaThb JIOKYMEHTOB
IPOU3BOJUTCS Ha KOMIBIOTEPAaX C HUCIHOJIb30BAaHUEM TEKCTOBOTO MpoIeccopa
MS Word. Breapenue 5dJIEKTPOHHBIX TaONHIl, CO3JaHHBIX B TAOJUYHBIX
nporieccopax, B mokymeHtsl MS Word ne momyckaercs. Jlomyckaercs, mpu
HEOOXOJMMOCTH, cO3/JaHue, (opMaTupoBaHWE W BBIBOJ Ha Te4aTh TaOJUIL
nocpeacTBoM TabauuHoro nporeccopa MS Excel.

6. Ilpm QopmaTupoBaHNMM TOKYMEHTOB 00s3aTeIbHO paboTaTh C
BKJIFOUEHHOW KHOMKOM Y[, YTOOBI BUAETHh HA SKPAHE BCE CITYKEOHBIE CUMBOJIBI.

7. Tlpu ¢opmatupoBaHuM TEKCTa JOKYMEHTOB HCIHOJb3YETCA CTHIIb,
KOTOPBIN UMEET CIEAYIONIUE TapaMeTphI:

o [lpudr TimesNewRomanCyr

e Pasmep 14 nyHKTOB

e Orcryn cieBa 0cMm cipasa 0 cm

e UurepBan nepea O nynkrtoB mocie O myHKTOB

e  MexXCTpOUYHbIN HHTEPBAI MTOJTyTOPHBIN

e [lepBas ctpoka orcTymn Ha 1,25 cm

e BripaBHUBaHUE 1O IIUPUHE

8. llpu dopmaTtupoBaHuu TaOIUI] HEOOXOIUMO COONIOAATH CIEAYIOIINE

TpeOOBaHMUS:

Tabmuua Bcerga JODKHA HMETh Ha3BaHHE, KOTOPOE BBIPAaBHHUBAETCSA
10 MTPaBOMY MOJIIO JOKYMEHTA;

TabJIMIa BEIPABHUBAETCS TI0 LIEHTPY JIUCTA;

3aroJIOBKU CTOJIOLIOB U CTPOK BBIPABHUBAIOTCS IO LICHTPY STYCHKH;

JaHHbIE B sTYeHKaX TaOJIUIIbI BEIPABHUBAIOTCS CBEPXY IO JIEBOMY Kpalo;
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MPOJIOJDKEHNE TabJIUITEI HA HOBOM JIMCTE BCETIa HAYMHAETCS C 3ar0JIOBKOB
ee cTosiOoB (WM HOMEpPOB rpad B ciaydae, eciiv rpadbl TaOIUIBEI HA MIEPBOM
JMCTE IPOHYMEPOBaHbI);

CTPOKH TaOJMIIBI IEPEHOCATCS Ha HOBBIN JTUCT JTOKYMEHTA HCKITIOUNTEITHHO

LIEJTUKOM;

IIMPUHA M BBICOTA TAOJWIIBI HE JOJKHBI TMPEBBIINIATH pa3Mephbl MoJen
JTIOKYMEHTA.

9. Pasmepsl nosneit TOKyMEHTa JOJKHBI UMETh CIICAYIOIIHNE TapaMeTPHhI:

® BepxHee 2,0 cm

e HIDKHEE 2,0 cm

® JIeBOC 3,0 cm

® MpaBoe 15cm

Ot Kkpast 10 KOJIOHTUTYJA:

® BEpXHEro 1,25 cm

e  HIDKHEIO 1,25 cm

10. HpI/I IMOATOTOBKC TOKYMCHTOB HCIIOJB3YIOT CIICAYIOIMUC PCKBU3HUTHI:

HaUMEHOBAHUE OPTaHU3AIINY;
HAaMMEHOBAHHE BHJIa TJOKYMCHTA;

CCBITIKA Ha PETUCTPAIMOHHBIN HOMEp M 1aTy TOKYMEHTA;
MECTO COCTABJICHHS WJIM U3JIaHHUS JOKYMEHTA;

ajpecar;

rpud YTBEpKIACHUSI JOKYMEHTA,

3aroJ0BOK K TEKCTY;

TEKCT JOKYMEHTA;

OTMETKa O HAJTWIUH MPUIIOKCHHSI;

ITOJIITHCB;

rpud corjiacoBaHus JOKYMEHTA,

OTMETKA 00 UCIIOJIHUTEIIE;

11. PexBusuthl (KpomMe TEKCTa JOKYMEHTa U ajpecara), COCTOSIIUE
U3 HECKOJIBKMX CTPOK, MEYaTaroT CO CIEAYIOIIMMHU MapaMeTpamu:

o Ilpudr TimesNewRomanCyr
e Pasmep 14 nyHKTOB
e Orcryn cieBa 0 cMm cipasa 0 cm
e UurepBan nepen 0 myHKTOB nociie
0 myHKTOB
e  MexXCTpOUYHbIN HHTEPBAI OJVHAPHBIN
e OrtcTyn nepBoi CTPOKU HET
e BrlpaBHUBaHME 110 LICHTPY

12. PekBusut «Aapecar» Me4araroT cO CIASAYIOIIMMHU ITapaMeTpamu:

Hlpudt TimesNewRomanCyr
Pazmep 14 myHKTOB
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e Orcryn cieBa [/ cM cnpaa 0Ocm

e HTepBan nepen 0 myHKTOB nocie 0 myHKTOB
e  MeXCTpOYHBIN UHTEPBA OJIMHAPHBIN

e OtcTyn nepBoi CTPOKU HET

e BrIpaBHUBaHME 110 LICHTPY

Ecnu cocraBHble 9acTH PEeKBH3HTOB «Anpecar», «['pud yrBepkIcHUS
nokymeHTa», «['pud cormacoBaHus gokyMeHTa», «OTMeTKa O HATUYUH
NPWIOKEHHS» HE YMEIIAIOTCS Ha OJHOW CTPOKE, TO Pa3pbiB CTPOKU B HYKHOM
MECTE MPOU3BOJAUTCS C TOMOINBI0 CHMBONA «Pa3peiB cTpokm» (KOMOHWHAITHS
knasum Shift — Enter), manpumep:

COI'JTACOBAHO
HauansHuk apxuBHOTO OTIETA
aIMUHUCTPALIMHU TOPOJICKOTO OKpyTa
ropoa Crepautamax
M.B. AnekceeBa

13. Tlpu odopmiieHnH JOKYMEHTOB Ha JIBYX U OOjiee CTpaHHUIIaX BTOpas
U TIOCJIEYIONIME CTPaHUIIbl JIOJDKHBI OBITh MpOHyMepoBaHbl. Homepa cTpanuil
MIPOCTABIIAIOT MOCEPEIMHE BEPXHErO IMOJs JOKYMEHTa Ha PACCTOSIHUM HE MEHEe
10 MM OT BepxHero Kpas Jucta apabckumu 1udppamu 6€3 3HaKOB MPETTUHAHUS.

JlomyckaeTcsi co3laHue JOKYMEHTOB Ha JIMIEBONM U 0OOPOTHOM CTOpOHAX
mucta. [Ipu AByCTOpOHHEM CO3JaHWHM JAOKYMEHTOB INHUPHHA JIEBOTO TOJS Ha
JMIEBOM CTOPOHE JIMCTA W MPABOTO IMOJIsI HA OOOPOTHOM CTOPOHE JIUCTA JOJIKHBI
OBITH PaBHBI.

Eciu pokymMeHT wMeeT NpUIIOKEHHE, TO OHO TeYaTaeTcsi C HOBOWM
CTPaHMIIBI.

14. JIns BBISBIEHUS U UCIPABJICHUS BO3MOXKHBIX OIMIMOOK B MPABOITUCAHUU
B cPopMUpOBaHHBIX (aillax PEKOMEHIYeTCS OCYIIECTBISTh IPOBEPKY
JIOKyMEHTOB, HCIIOJIB3YSI CUCTEMBI POBEPKU MPABOTTHUCAHUS.

15. Kaxaplii MOKYMEHT CO BCEMH MPWJIOKEHUSMU K HEMY IMOMENIAloT
B OT/ICNIbHBIN (aii (ecu MPHUIIOKEHUST CO3JaHbl OJHUM MpoIieccopoMm). Buyrpu
daiina cam TOKYMEHT U KaXKJ0€ MPUIIOKEHNE TTOMEIIAIOT B OT/ICIbHBIC Pa3/IeIbl.

16. Bce pexkBU3HUTHI JOKYMEHTa OTACISAIOT APYr OT Apyra OJAHOW MyCTOM
CTpOKO#, oOpa3yemoil cumBosioM ab63ana (Y—knaBuma Enter). B Ttekcre
HE JIOJDKHO BCTpeUaThes 60Jiee IBYX CUMBOJIOB ad3aria moaps.

17. He nomyckaercs mmcaTh CIIOBAa C pa3psaKOil, BCTaBISAS MPOOEITHI
Mexay OykBamu B ciioBax. He pomyckaercs HCHONb30BaHUWE MPOOETOB s
oOpa3oBaHus ab3aI{HOro oTcTyna (KpacHOM CTPOKM) MJIM MYCThIX CTPOK. B TekcTe
HE JIOJDKHO BCTpedaTbesl Mofpsii Oojiee 0JHOTO cuMmBosia mpoOena. Pazgenenue
WHUIIAATIOB
u dpamuuu. CumBosia Ne u yncia, MOPSAKOBOTO HOMEpPA CTaThU, YaCTH, ITyHKTA
WINM TOJITyHKTA MPaBOBOTO aKTa, YMCiIa MECsALa M Ha3BaHMs Mecsla, Yucia roja
U CJIOBA «TOM», JIFOOBIX YHCJIOBBIX 3HAYCHUN M €IUHUI] U3MEHEHUS JENaeTcs C
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UCIIOJIb30BaHUEM HepaszjenuMoro mpobena (coueranue kimaBum Shift — Ctrl —

[TpoGen).
18. He nmomyckaercs BKIIOYaTh B TEKCT JOKYMEHTa pa3IeiUTEIbHBIC
JIMHWH, COCTABIICHHBIC U3 IIEMOYEK CUMBOJIOB (¥, =, -, — U JpyTHe).

19. He pomyckaercss MCIOJIB30BAHME B PYCCKUX CJIOBAaX CXOJHBIX I10
HauepTaHuio JatuHckux OykB (A, a, B, C,c, E, e, H, K, M, O, 0,P, p, 1, X, X, y).

20. He pnomyckaeTcs HCIOJAb30BAaHWE CHUMBOJA TaOymsiuuu (—) [
oOpazoBaHusi ab3alHOTO OTCTyma (KpacHOM CTPOKHM) WM TYCTBIX CTpOK.
AG3anHbIif OTCTYNn ycTaHaBiIMBAalOT B MeHI0 Dopmar/AG3an WM ¢ MOMOUIBIO
BEPXHETO JIBUKKA HA TOPU30HTAJIBHON JIMHEUKE.

21. He pnomyckaeTcs WCIOJIL30BAHUE CHMBOJIA «-» i1 00O3HAYCHHUS
nepeHoca. BMecTo Hero cieayeT HCIOIb30BaTh CHMBOJ MSTKOTO MEpeHoca
(komOuHarms kiaBuir Ctrl — «-»).

22. ]Jlns HanmucaHWs pUMCKUX IUGP JOJDKHBI UCIIOJIB30BATHCS 3arjiaBHbIC
oykssl naturckoro andasuta (I, V, X, C, D, L, M). Ucnons3oBanue ajisa 3Tou
1[EJIM PYCCKUX OYKB U apaOCKuX udp HE JOMyCKaeTCsl.

23. Bmecto OykBH «E» nomkna ynotpebnathes OykBa «E» (KpoMe UMeH
COOCTBEHHBIX MPU HATUYUH MOTBEPHKAAOIINX JOKYMEHTOB).

24. PexBusuthl «HanmeHoBaHue BHUJa JOKYMEHTOB» JOJKHBI OBIThH
BBIPOBHEHBI IO IIEHTPY U KXKIBIM M3 HUX JIOJDKEH MPEJCTaBiIsATh COOOM OJIUH
ab3a1l, TO €cTb BHYTPU TEKCTa Ka)XJOTO PEKBU3HWTA HE JOJDKHO OBITh CHMBOJIA
ab3amma. He pomyckaercss Mcmoib30BaHME CHMBOJA ab3ama jisl TpephIBaHUs
CTPOKM B TMPOU3BOJBLHOM MECT€, IJIA STOT0 CIEAYeT HCIOIb30BaTh CHUMBOII
pa3pbiBa cTpoku (komOuHanus kinasum Shift — Enter).
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[Tpunoxenne Ne 8
K NHCTPYKLIHH 110 JEJIONPOU3BOIACTBY
B TEPPUTOPUAIIBHON N30MpATETLHON KOMUCCHH

PecnyOnuku bamkoprocran

Cnucok pacchbl/IKH MCXOISIIIIMX TOKYMEHTOB

Ne HaumenoBanue oprana . .
IHosHbIi MOYTOBBII anpec
n/n (opranusanumn)
[Ipencenarens

TEPPUTOPUATBHON KOMUCCUU

Hcnomaurenp

« » 20 1.
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[Tpunoxenne Ne 9
K NHCTPYKLUU 110 JEJIONPOU3BOICTBY
B TEPPUTOPUAIIbHON N30HpPATETHHON KOMUCCHH

PecnyOnuku bamkoprocran

YTBEPXIAIO
[Ipencenarens (3aMeCTUTENb MPEICEAATENS,
CEKpeTaph) TEPPUTOPUATILHON N30UPATEIHHOM

KOMHCCUU
Pecny6nuku bamkoprocran
WHUIHAIBI, paMums

oAIucCh

« » 20 I.

CIIUCOK
AOJIKHOCTHBIX JIMI (OPraHu3anmii), KOTOPbLIM HANIPABJIAETCH
pellieHUue TEPPUTOPHUATILHON H30MPAaTEIbHOI KOMHCCUM

0T « » 20 roma Ne
(yxazaTh 3arojoBOK)
Ne
i HaumenoBanue oprana (opraHusanun) Kon-Bo 3k3. | Ilpumeuanue
Hcnonaurens

«

»

20  roma
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[Tpunoxenne Ne 10
K NHCTPYKLUU 110 JEJIONPOU3BOICTBY
B TEPPUTOPHAIBHON N30MpATETLHON KOMUCCHH

Pecny6nuku bamkoprocran

HEPEYEHD
MOAJIEKAIMX KOHTPOJIIO JOKYMEHTOB ¢ YKa3aHHEM CPOKOB HCIIOJIHeHHS

1. ®enpepanbHble KOHCTUTYIIMOHHBIE 3aKOHBI, (heliepajbHble 3aKOHBI
Pocculickon ®@enepaiiuy — cOracHO yKa3aHHOMY B HUX CPOKY.

2. VYkasel Ilpesumenta  Poccumiickoit ~ ®enmeparuu, Ilpesumenta
Pecny6iuku bankopTocTan — corinacHO yKa3aHHOMY B HUX CPOKY.

3. Pacnopsoxenust  Ilpesumenta Poccuiickoit  ®enepanuu, I'naBbl
Pecny6iuku bankopTocTan — coriacHO yKa3aHHOMY B HUX CPOKY.

4. TlocranoBnenus, pacnopspkenusi  I[IpaBurensctBa  Poccuiickoit
denepanuu — COTJIACHO YKa3aHHOMY B HUX CPOKY.

5. 3akonbl PecnyOmuku bamkopTocTaH — COMIAaCHO yKa3aHHOMY B HUX
CPOKY.

6. IlocranoBnenwus, pemenus ['ocymapctBennoro Cobpanust — Kypynras
PecnyOinku bamkopTocTan — COrinacHO yKa3aHHOMY B HUX CPOKY.

7. TlocranoBnenusi IlpaBurenbctBa PecnyOmuku bamkoproctan —
COTJIACHO YKa3aHHOMY B HHUX CPOKY.

8.  Pacnopsxenust ['maBel PecmyOmukm bamkoproctan — corjacHo
YKa3aHHOMY B HUX CPOKY.

9. [Ilapnamentckue 3ampockl CoBera @enepanuu DeaepanbHOTO
CoOpanust Poccuiickoit ®enepannu, ['ocymapcrBennonn Jlymbr denepanbHOro
CoOpanust Poccuiickoit denepanuu — He To3jHEe 4eM uepe3 15 KalleHTapHbBIX
JIHEW CO JIHS MOJIyYEHMS NMAapJIaMEHTCKOTO 3ampoca WM B MHOW YCTAHOBJICHHBIN
cooTBeTcTBYIOMmIEH manato denepanbHoro Cobpanmsi Poccuiickoit deneparyu
CPOK.

10. 3ampockr uneHoB CoBera ®Denepanuu DenepanpbHoro CoOpaHus
Poccunitickon @enepaunu, aenyratoB ['ocymapctBeHHou [lymbl DenepanbHOTO
CoOpanus Poccuiickoit denepannn — He mo3aHee yeM udepe3 30 KajaeHIapHBIX
JTHEW CO JHSI €r0 MOJYYEHHUS WM B MHOM COTJIACOBAHHBIN C MHUIIMATOPOM 3arpoca
CPOK.

11. Oo6pamenus uieHoB CoBera ®Denepanmu DenepansHoro CoOpaHus
Poccuiickon @enepaunun, aenyratoB [ocymapctBeHHou Jlymber dPenepanbHOro
CoOpanust  Poccwmiickoit ®Denepanmu 1O  BOMpoOcaM, CBA3aHHBIM C  UX
NeSTENIbHOCThIO, — Oe3oTnararenpHo (2 TpU  HEOOXOIMMOCTH  MOJIYYEHHUS
JOTIOJTHUTENBHBIX MaTE€pUaloB — HE Mo3aHee yeM uepe3 30 KajleHAapHbIX JHEW
CO JIHSI IOJIyYEHUsI 0OpallieHust).
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12. OGpamenust aenytatoB [ocymapctBennoro CoOpanus - Kypynras
PecniyOimmku  bamkopTtocTaH — B CpPOK, YCTaHOBJICHHBIH 3aKOHOJATEIHCTBOM
PecnyOnuku bamkoprocraH.

13. Tlucema u3z Aamunuctpanuu Ilpesmaenta Poccuiickoii deneparnum,
IIpaButennsctBa Poccuiickoit @enepaunu, Koncrturynumonnoro Cyna Poccuiickoit
Oenepannu, BepxoBHoro Cyna Poccuiickoii @enepanuu, [ 'eHepaabHOU
npokypatypsl Poccuiickon @enepannu, agMuaucTpauuu [ masel u [IpaBurenscTBa
Pecniyonuku bamkoptoctan, BepxoBnoro Cyaa Pecnybmuku bamikopTocraH,
[Ipoxypatypsl PecniyOnuku bamkoprocTaH, opraHoB MECTHOTO CaMOYIPAaBIICHUS,
PallOHHOTO CyJa — B COOTBETCTBMU C YKA3aHUSIMHU MO HCIOJHEHUIO JTOKYMEHTA
npecenaTeNnss TEpPUTOPUATBHOM KOMHUCCUH, €CJIM B HUX HE YKa3aH CpPOK, — HE
no3aHee yeM uepe3 30 KalleHaapHbIX THEH.

14. Tlpotect npokypopa — He o3aHee yeM uepe3 10 KajeHIapHbIX JHEH.

15. TIlpexacraBiaeHue mpoKypopa — He no3aHee yeM yepe3 30 KaJleHIapHbIX
JTHEH.

16. Ilucbma uzbuparenbHbIX KOMUCCUH - 30 qHEH, B IEPHO]] TOATOTOBKHU U
MIPOBEICHUS BEIOOPOB - B cOOTBETCTBUU ¢ DenepanbHbiM 3aKOHOM «O0 OCHOBHBIX
rapaHTusax M30UpaTeNbHBIX MpaB U MpaBa Ha y4yacTue B pedepeHayMe IpakaaH
Poccuiickon ®enepanuu

17. OOpamenuss TpaxaaH IO BOMpPOcaM BBIOOPOB U pedepeHIyMOB —
10 30 KaJeHaapHbIX THEW, a TOCTYIUBIIKE B TIEPUO]T H30MPATETLHON KaMIIaHUU —
B coorBercTBUU ¢ DenepaibHbiM  3aKOHOM «OO OCHOBHBIX TapaHTHUAX
n30upaTeNbHbIX NIPaB U IpaBa Ha ydactue B pedepenayme rpaxaan Poccuiickoil
denepanun.

18. Tlepechbuika obOpamieHuid Tpa)kaaH, COJACPIKAIIMX BOIMPOCHI, PEIICHHE
KOTOPBIX HE OTHOCUTCA K KOMIICTCHIIMM TEPPUTOPUATIBLHON KOMMCCHH,
OCYILIECTBIISIETCA B TCUEHUE CEMH KAJIICHAAPHBIX THEH.

19. OOpamenuss CpeaCcTB MacCcoBOM HMH(pOpMaNuM IO  BOMpPOCaM
mpenocTaBiieHus: WHOpMAIMU — CceMb KaJeHAapHbIX nHed. Eciu tpebGyembie
CBEJICHUSI HE MOTYT OBITh MPENOCTABIEHBI B YKa3aHHBIN CPOK, TO JOIMYCKAETCS
OTCpOYKa B MPEJOCTABJICHHUH 3alpamiMBaeMoi WHOOpPMAIMU C BpPYYCHHEM B
TPEXTHEBHBIA CPOK CO JIHS TOJY4YEHUS MHUCHMEHHOIO 3ampoca HH(pOpMaIuu
YBEJOMJICHHSI 00 OTCPOYKE MPEICTABUTEII0 PEAAKIIMU, B KOTOPOM YKa3bIBAIOTCS
NpUYMHA OTCPOYKH, JaTa, K KOTOpoil OyAeT MpemocTaBlieHa 3ampaiidBaeMast
uHpopMarus, MOHKHOCTHOE JIMIIO, YCTAaHOBHBINIEE OTCPOYKY, Jara MPUHITHUS
peuieHust 00 OTCpOUKe.

20. 3amnpoc rocyaapCTBEHHOIO0 OpraHa, opraHa MECTHOTO CaMOYIIpaBJICHUS
WU JIOJDKHOCTHOTO JIMIIA, pacCMaTpUBAIONIETO OOpalleHue TrpakaaHuHaA, —
JOKYMEHTBl U MaTepuajbl, HEOOXOIUMBIC [JII PACCMOTPEHHUs OOpalieHus,
NPEAOCTABISAIOTCS B TeyeHue 15 [Hel, 3a HCKIIYEHUEM JOKYMEHTOB U
MaTepUaJIOB, B KOTOPBIX COAEPIKATCS CBEICHUS, COCTABIISIOIINE ITOCYIAPCTBEHHYIO
WIM WHYIO OXpaHsemMylo (QeaepaabHbIM 3aKOHOM TaWHy, M JJII KOTOPBIX
YCTaHOBJICH OCOOBIN TOPSIOK MPETOCTABICHUS.



N3buparenbHas KOMUCCHS
TEPPUTOPHATBHON H30UPATEIHHON KOMUCCHU

Pecniy6nuku bamkoproctan

HOMEHKIJIATYPA JIEJI

No
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ITpunoxxenne Ne 11
K NHCTPYKLUU 110 JEJIONPOU3BOICTBY
B TEPPUTOPUAIBHON N30HpATETLHON KOMUCCHH

PecnyOnuku bamkoprocran

YTBEPXIIAIO

[Ipencenarens
TEePPUTOPUATBHON N30MpPATETHHON KOMUCCHH

Pecny6nuku bamkoprocran

(MecTo cocTaBJICHHS) ITonmnuce Nuunmansl, pamunus
Jara
Ha roja
Hupexc Cpok xpaHeHHd J1ejia
A 3aroJ10BOK JeJjia Koua-Bo gen p p A Mpumeyanue
aea 1 N2 CTATBH 110 NePeYHI0
1 2 3 4 5
HazBanue paznena
HaumeHnoBanue NOJDKHOCTH COCTABUTEIS ITonmuck Wuwntmaner, pamumas
HOMEHKJIATypPhI
Hara
COT'JTIACOBAHO COI''TACOBAHO
[Ipotokon DK [IpoTOKOII SKCTIEPTHO-IPOBEPOYHON KOMHUCCHH
ApPXUBHOTO OTJAeNa aIMUHUCTPAIINH
oT Ne oT Ne
HrtoroBas 3amuch 0 KaTeropusx U KOJMYECTBE /1], 3aBEICHHBIX B Tozy B

TEPPUTOPUATIBLHON KOMUCCUHU
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B ToMm uncie

ITo cpokam XpaHeHus Bcero e C OTMETKOM
p «OITK»

1 2 3 4
[TocrosiHHOTO
Bpemennoro (cBeie 10 sier)
Bpemennoro (o 10 et BKIFOYUTEIBHO)

HUTOIO:

HanmeHnoBaHMe JOIKHOCTH COCTAaBUTEIIS Iloamuce MNunnmanel,
HOMEHKJIATyphI bamunus

[ara
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[Tpunoxenne Ne 12
K NHCTPYKLUU 110 JEJIONPOU3BOICTBY
B TEPPUTOPUAILHON U30MPATEIHbHON KOMUCCHH

PecnyOnuku bamkoprocran

TeppuropuanbHas n30uparebHass KOMUCCHUS YTBEPXJIAIO
TFOpPOJICKOI0 OKpYIa ropoj
D®OHJI Ne [Ipencenarens
TEePPUTOPUATHHON N30MPATEITHPHON KOMUCCHH

OIIUCDH Ne TOPOJICKOTO OKpYyTa ropo/i
JieJ1 IOCTOSIHHOTO XPaHEHUSI

3a roj [loanuce WNunnmansl. paMunms

Jara
Ne HNupexc Kpaiinue | Koj-Bo
3aroJI0BOK JeJia IIpumeyanue
n/n aejaa JaThbl JHUCTOB
1 2 3 4 5 6

B nausbIN pazaen onvucu BHECEHO

c Ne 1o Ne

JMTEPHBIC HOMEpA:

(uupaMu 1 TPONUCHIO)

, B TOM YHCJIC:

IIPOIYLIEHHBIE HOMEpA!

HanmeHnoBaHNe OJOTKHOCTH COCTaBUTEIISA
OITMCHU

JlaTa
COI'JTACOBAHO
ITporoxon DK

oT Ne

IToamuce

paiioHa

oT

WNuunmanel, pamunus

YTBEPXIEHO
IIpoTOKOII HKCIIEPTHO-TIPOBEPOUHOMN
KOMUCCHM apXHUBHOI'O OTAENa
aIMUHHUCTPALUU MYHHUIUIIAIEHOTO

parioH

No
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[Tpunoxenne Ne 13
K NHCTPYKLUU 110 JEJIONPOU3BOICTBY
B TEPPUTOPUAIIBHON N30MpATETLHON KOMUCCHH

PecnyOnuku bamkoprocran

TeppuropuaibHas n30upaTeaTbHass KOMUCCHUS YTBEPXIAIO
MYHHULUIIAJIBHOTO paiioHa paloH
DOOH/J Ne [Ipencenarens
OITUCDH Ne TEPPUTOPUATBHON U30UPATETHLHON KOMUCCUU
nen BpeMeHHoro (cBeiie 10 y1eT) xpaHeHus MYHHLIMIIAJIBHOTO paiioHa
paioH
3a roJ Iloamuce Wunnmansl. paMumus
[ara
Ne HNupexc Kpaiinne | Kou-Bo Cpok IMpumeyanu
3aroJI0BOK JeJia

n/n aena AaThI JUCTOB | XpaHeHUs e

1 2 3 4 5 6 7
B nanHbIi pa3aen onucu BHECEHO

(mdpamMu ¥ TPOIHCHIO)

¢ Ne o Ne , B TOM YHCJIE:
JUTEpPHBIE HOMEpa:!
MPOITYIIIEHHBIE HOMEpA!
HaumenoBanmue 10IKHOCTA COCTaBUTES [Toamnuce WNuunmanel, pamumus

ONHUCH
Jara

COT'JTACOBAHO
[Ipotokon OK

oT No
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ITpunoxxenne Ne 14
K NHCTPYKLUU 110 JEJIONPOU3BOICTBY
B TEPPUTOPUAIIBHON N30MpATETLHON KOMUCCHH

PecnyOnuku bamkoprocran

TeppuropuanbHas n30upaTebHass KOMUCCHUS YTBEPXIAIO
MYHHUIIMIIAJIBHOTO pailoHa paiioH
AKT [Ipencenarens
TEPPUTOPUATBHON H30UpaTEeIbHON
Ne KOMMCCUM MYHHUIIMIIAIBHOIO palioHa
paiioH
(MEeCTO COCTaBJICHHMS) Ilo TIITHACH I/IHI/ILII/IaJIBI,
bamuus

O BblJe/IeHUH K YHHYTOKEHHIO TOKYMEeHTOB, He [lara
NO/IeKAIIMX XPAHEHHIO

Ha ocHoBanum IlepeyHss TUIOBBIX yIPaBICHYECKUX APXUBHBIX JOKYMEHTOB,
00pa3yoIUXCs B MPOLECCe AEATENBHOCTH TOCYAApPCTBEHHBIX OPraHOB, OPraHOB
MECTHOTO CaMOYNPABJIECHUS W OpPraHU3alui, C yKa3aHUEM CpPOKOB XPAaHECHUS H
HOMEHKJIaTypbl Jen TEPPUTOPHUATBHOU n30upaTenbHOU KOMHCCHUH
MYHUIMOAIBHOTO paiioHa Y UMCKHl pailoH 0TOOpaHbl K YHUUTOXXEHUIO KaK HE
MMEIOIIME HAayYHO-UCTOPUYECKOM IIEHHOCTM U yTPATUBIIME MPAKTUYECKOE
3HAYEHUE JOKYMEHTHI.

3aroJioBOK gesia Hugekc nenaa mo
N N Cpoxu xpaHeHust
Ne WIN TPyNnoBoii Kpaiinue HOMEHKJIAType Koa-Bo . pume-
" HOMepa cTaTeii
n/n 3aroJI0BOK AATHI WK HOMep J1eja el. Xp. yaHue
MO NepevyHIo
JAOKYMEHTOB Mo ONucH
1 2 3 4 5 6 7
HUroro: eln. Xp. 3a roJibl
(pamu 1 IPOTTHCHIO)
Onwucu ACII IOCTOSIHHOT'O XPAaHCHUS 3a roabl YTBCPIKIACHDI, I10 INYHOMY COCTAaBY
cornacoBanbl ¢ DK apXMBHOro oTjena aIMUHUCTPAlNA MYHULIUIIAJIEHOTO palioHa
paiioH (IIPOTOKOJI OT « » r. Ne )
(HaI/IMeHOBaHI/Ie JIOJDKHOCTH JIMIIA, IIPOBOAUBIICTO SKCIIEPTU3Y LIEHHOCTU ZIOKyMeHTOB)
(moamuce) (MHHULHAB, (HaMHITIS)

JlaTa
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[Iponomxenne npunoxenus Ne 14

COTI'JTACOBAHO
[Tporokon IK TeppuropuanbHOi U30UpaTEITHLHON
KOMHUCCUH MYHUIIUIIAIIBHOTO paiioHa
paiioH

oT Ne

HOKYMeHTBI B KOJINYCCTBC A€, TOMOB
BCCOM KI" CAaHbI B

(HaMMeHOBaHUE OPraHU3aLIN)

Ha nepepadoTKy MO MPUEMOCAATOYHON HAKIIATHOU OT Ne
(mata)

HaumeHoBaHue qOKHOCTH
Ipa’XaaHCKOro CiIyKauiero,
CAAaBUICTO NOKYMCHTHBI

Hara [lonmuce Nunnmanel. pamunms
N3meHeHus B yueTHbIE JOKYMEHThI BHECEHBI

HaumMmeHoBaHME DOKHOCTH

rpakIaHCKOTO CIIY’KalIlETo,

BHECLIETO0 U3MEHEHUS B YUETHBIC

JIOKYMEHTBI

Hara ITonmnmce Wuunmanel, pamumus
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ITpunoxxenne Ne 15

K NHCTPYKLUU 110 JEJIONPOU3BOICTBY
B TEPPUTOPUAIIBHON N30MpATETLHON KOMUCCHH

PecnyOnuku bamkoprocran

BHYTPEHHSSA OITUCH
AOKYMEHTOB a€Jia Ne
Ne HNupexc Hara Homepa
3aroJ10BOK IOKYMEHTAa Ipumeuanne
n/n JOKYMEHTAa | JAOKYMeHTa JIMCTOB JeJ1a
1 2 3 4 5 6
Hroro: JTOKYMEHTOB

KonunuectBo nuctoB BHyTpeHHeﬁ OIIKUCH

(undpamu 1 MPONUCHIO)

HanMmeHnoBanue JT0KHOCTH JINIA,

COCTaBUBIICTO BHYTPECHHIOKO OIIUCH

JIOKYMEHTOB Jiena

Hara

(mudpamMu 1 TPOIUCHIO)

ITonmmce

Nuunmanel, pamumnus
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[Tpunoxenne Ne 16
K NHCTPYKLUU 110 JEJIONPOU3BOICTBY
B TEPPUTOPUAIIBHON N30MpATETHHON KOMUCCHH

PecnyOnuku bamkoprocran

JIMCT-3ABEPUTEJIb AEJIA Ne

B neno noammro 1 npoHyMepoBaHo JUCTOB(A),
(mdpamMu ¥ IPOIHCHIO)

B TOM YHCIIE:
JUTEPHBIE HOMEpa JIMCTOB
IPOMYyIEHHbIE HOMEpA JINCTOB
+ JIMCTOB BHYTPEHHEHN OIKUCH

OcoOenHocTH (PU3HUECKOTO COCTOSIHUS U Howmepa

(dhopmMupoBanwmsI J1ena JUCTOB
1 2

HaunmeHoBaHue 10IKHOCTH IMonmuce Wunnmansl, pamunus

Hara
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[Tpunoxenune Ne 17
K MHCTPYKIIHH TI0 JISTOMPOU3BOJICTBY
B TEPPUTOPUATEHON N30MPATETLHON KOMUCCHH

Pecniy6nuku bamkoproctan

Donn No
Omnuck Ne
Hemo Ne
HAUMEHOBAHUE APXUBHOI'O YUPEX/JEHUSA
TEPPUTOPUAJIBHASI UBBUPATEJBHASA KOMUCCUS
JAEJIO Ne Tom Ne
(3aros0BOK nena)
(xpaiiHue JaThl)
Ha JIACT

XpaHUTb

Ono. Ne




YTBEPXKJIAIO
[Ipencenarens
TEPPUTOPHATBHON
n30MpaTenbHOM KOMUCCUU
MYHHIIAIATBLHOTO paiioHa
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[punoxenne Ne 18
K NHCTPYKLUU 110 JEJIONPOU3BOICTBY
B TEPPUTOPUAIBHON U30MpaTENbHON KOMUCCUU

PecnyOnuku bamkoprocran

YTBEPXKJIAIO
(HaMMeHOBaHUE JTOJKHOCTH
PYKOBOJUTEIS OpraHU3auu-
IIPUEMILIIKA)
MOJIIUCH
Wuutmane!. Gamunus

parioH

IIOAIINCH
WNuutmaner, pamunus
Hara IIeuats [ara IIeuats

AKT Ne

npueMa-repesadu apXuBHBIX
JAOKYMCHTOB Ha XpaHCHUC
(ocHOBaHHME TIepeaadn)
(ma3zBaHme nepenaBaeMoro (HoHIa)
caal,
(HaMMEHOBaHNE OpraHU3ANUU-CAATINKA)
IIPpUHAT

(HaI/IMeHOBaHI/Ie OpFaHI/ISaHI/II/I-l'[pI/IeMIL[I/IKa)

JAOKYMCHTBI Ha3BaHHOTI'O (1)OHI[a N HAYYHO-CIIPABOYHOI'O aIrlmapara K HUM:

KosmuectBo
Ne i/m HasBanue, Homep onucu IK3EMILIAPOB Koz;q;l:TBO Ilpumeyanue
ONHUCH
1 2 3 4 5
Hroro npunsATO en.Xp.
[Tepenauy mpoussenu:
JIOJKHOCTB IToanuce Pacmm¢poBka  JlomkHOCTB [Tognuce WNunnmainsr,
bamunms
Jara [ara
®oHay mpucBoeH Ne
M3MeHeHns B yueTHbIE JOKYMEHThI BHECEHBI
JIOJIDKHOCTB IToamuce Wannmansl, paMumus

Jara
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[Tpunoxxenue Ne 19
K MHCTPYKIIMH TI0 JISTOMPOU3BOJICTBY
B TEPPUTOPHAITLHON U30HpATEIbHON KOMUCCHH

Pecniy6nuku bamkoproctan

[IpoekT
IHHOBECTKA JIHA
3acelaHMsl TEPPUTOPHUATBLHOM N30UPATEILHOM KOMUCCHHA
« _» 2019 rona
Hauagno: 15.00 yacos
l. O pe3ynbTarax JOITOJIHUTEIIBHBIX BBIOOPOB Jeryrara
M0 OJHOMAaHJATHOMY H30MPATEILHOMY
okpyry Ne 16
LUlxnaesa C.M.
2.

(HauMeHOo8aHUe BONPOCA, 6KTIOUEHHO20 8 Npoekm nogecmku OHs 3aceoanuss TUK)

(ucnorHumens npoexma OOKyMeHmd, OOKIAOHUUK NO GONPOCY, BKIAIOUEHHOMY 8 npoekm nogecmku Ous 3acedanuss TUK)

IIpencenarens

TEPPUTOPUATHLHON U30UPaATETLHON KOMUCCUHU (uHUIIAAIBI, (haMUITHS)
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[Tpunoxxenue Ne 20
K MHCTPYKIIHH TI0 JIETOMPOU3BOJICTBY
B TEPPUTOPUATLHON U30HPATEIHbHON KOMUCCHH

Pecniy6nuku bamkoproctan

HHPOTOKO.1
3aceJaHus padoueil rpyninbl TEPPUTOPHATLHON H30UPATEIbHON KOMUCCUH
110 MH(GOPMALMOHHBIM CIIOPaAM

« » 2019 rona
Hauaino: 15.00 ygacos
Mecto npoBeneHus:

IIpeacenarenbcrByrommii — Muaunmansi, hamumims
Cekpertapb — Maurmansl, paMumms
IMpucyrcrBoBaau: 10 yenoBek (CIMCOK MpUIIAraeTcs).

HOBECTKA JIHA

1.
2.

1.CIIYILIAJIA:
BBICTYITNJIN:
PEIINJIN:

2.CIIYHIAJIN:
BBICTVYITNJIA:
PEIINJIN:

[Ipencenarens (vHUTIAAIBI, (haMUITHS)

CexkpeTapb (MHULMAIBI, (aMUITHS)




