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YTBEPXJEHA
pelICHHEeM TePPUTOPUATBHON U30MPATEIBHOM
KOMUCCHUH ropoicKoro okpyra ropoj Canasat

Pecny0nuku bankoprocran
ot 14 suBaps 2021 r. Ne 3/1-5

HNHcTpyKums no 1ej10npou3BoICTBY
B TEPPUTOPHAJIBLHON M30MPaTEeIbHOI KOMHCCHU ITOPOACKOI0 OKPYra ropoza
Canaar Pecny0siuku bamkoprocran

1. O01ue MoI0KEeHUSA

1.1. MHucTpyKums 1o AEJIONPOU3BOJCTBY B TEPPUTOPHATBLHON N30UpaTeIbHON
KOMUCCHH TOpojickoro okpyra ropoj Canapat Pecniyonuku bamkoprocran (nanee —
NucTpyknus) ycTaHaBIUBAET MOPSIOK PabOTHI ¢ JOKYMEHTAMH, OCHOBHBIC MpaBuUia
UX MOJTOTOBKHU M 0(hOPMIIEHHUS B TEPPUTOPHUAIBHON N30UPATEIbHOM KOMUCCHUU (J1ajiee
— TUK).

Wuctpykiust  pazpabotaHa Ha  OCHOBaHMM  (elepalibHBIX  3aKOHOB
«O0 OCHOBHBIX TapaHTUAX U30MpATENBHBIX MIPAB U MpaBa Ha y4acTHE B pePepeHayme
rpaxnaad Poccuiickoit denepanumny, «O6 apxuBHOM fene B Poccuiickoit deaeparumy,
«O mopsanke paccMoTpeHHs oOpamieHuii rpaxaaH Poccuiickoit ®denepammmy,
noctranopnenus [IpaButensctBa Poccuiickoit deneparun ot 3 HosiOpst 1994 roga No
1233 «O6 yrBepxknenuu IlonoxkeHHs O TOpPSIKE OOpaIIeHUsS CO CIIY)KCOHOM
uHpopMaIeil OrpaHUYEHHOTO paAclpoCTpaHEHUsT B  (eaepa’abHBIX OpraHax
WCIIOJTHUTEIBHON BIACTU U YIIOJTHOMOUYEHHOM OpraHe yNpaBJI€HUSl UCIOJIb30BaHUEM
ATOMHOU 3HEPrUy U YNOJIHOMOYEHHOM OpraHe MO0 KOCMHUYECKOH AesTeIbHOCTH» (B
penakuuu nocranosiennil IIpaButensctBa Poccuiickoit @eneparuu ot 20.07.2012,
Ne740, ot 20.02.2016 Nel123, ot 18.03.2016 Ne214, ot 06.08.2020 Nel1186), 3akona
Pecniyommuku bamkoproctan «O06 apxuBHOM aene B PecmyOmmke bamkoproctany,
MHbIX 3akoHOB PecnyOmuku bamkoprocran, IlpaBun nemonpous3BOACTBa B
rOCYJapCTBEHHBIX OpPraHax, OpraHax MECTHOTO CaMOYIPaBJICHUSI YTBEPXKICHHBIX
npukazom denepanbHOrO0 apxXwBHOro areHrctBa oT 22 mas 2019 roma Neo7l,

MIOCTAHOBJICHUA M WHBIX HOPMATUBHBIX akTOoB LleHTpanbHON W30UpATENbHOM
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komuccun Poccuiickoit ®@enepauun (nanee — [[UK Poccuu), mocrtanoBneHuit u
IpYruX HOPMAaTUBHBIX akToB lleHTpanbHOU n30MpaTenbHOW Komuccuu PecnyOnuku
bamkoprocran (nanee — LUK Pb), permamentra TUK, ¢ ucnonszoBanuem 'OCTa P
7.0.97 - 2016 «Hauumonanpubiii cranmapt Poccuiickoii ®enepanuu. Cucrema
CTaHAApTOB 1O HH(OpManuu, OUOIMOTEUHOMY U  M3JATEIIbCKOMY  Jeny.
OpraHu3aioHHO — pacnopsiAUTeNbHas JoOKyMeHTauus. TpeboBaHus Kk opopMIieHuIo
IoKyMeHTOB» (B penakuuu M3menenus Nel, yrepxxnennoro Ilpukazom Poccrangapra
oT 14.05.2018 Ne244-cT).

1.2. TlpaBusia moAroToBKH, 0OpMIICHUS JOKYMEHTOB M MOPSAOK paboOThI €
HUMH, TpenycMoTrpeHHble WHcTpykuuei, o6s3atensHbl s uieHoB TUK wu
roCyJapCTBEHHBIX IrpaxkaaHckux ciyxamux THUK (ganee — rpaxkaaHcKue ciyKamue)
U JIMILI, 3aMELIAIIINX AOJKHOCTH, HE SBIIAIONIMECSA JOJDKHOCTAMM FOCYAapCTBEHHON
IPaXIAHCKON CIY>KOBI, a TaKKe JIMI, MPUBJIEKAEMbIX MO TPaXKIAHCKO-TIPABOBBIM
JOTOBOPaM.

1.3. UYneHsl KOMHUCCHM, TpaXAaHCKHE CcIyXallue, a TakkKe JHIa,
IPUBJIEKAEMBbIE MO I'PaXkTaHCKO-IIPABOBBIM JI0IOBOPAM, JIOJIKHBI OBITh 03HAKOMIIEHBI
10T TOANKCH ¢ TeKCTOM MHCTpyKIuu.

1.4. Bepaenue nenonpou3BOJACTBA, OTBETCTBEHHOCTh 3a €r0 OPraHU3ALUI0 B
THUK, obecrnieueHue COXpaHHOCTH JAOKYMEHTOB M TiepeAady HMX B BBIIIECTOSIIYIO
n30HUpaTeIbHYI0 KOMHUCCHIO, KOHTPOJb 3a COOMoJeHneM TpeOoBanuii MHCTpyKInu
ocymecTBisaeT npeacenarens THUK.

1.5. Ilpu pabGote ¢ nOKyMEHTaMH, 3apETUCTPUPOBAHHBIMU B YCTaHOBJICHHOM
IOPSIAKE, HE PA3pelIacTCs BHOCUTH B HUX IIONPABKU M [J€JaTh IIOMETKH, KPOME
MPeyCMOTPEeHHBIX MHCTpyKIIMEH.

1.6. JenmompomsBoactBo B THK ocymecTBisercss ¢ HCIOIb30BAHUEM
KYPHAJIOB PETUCTPALMN JOKYMEHTOB.

1.7. B ciuywyae yxola B OTIYCK, Bbl€3la B KOMaHAMPOBKY, OOJI€3HHU,
YBOJIBHEHHsI UCIIOIHUTENA TOKYMEHTOB npencenarens THUK naer ykasanue nepenarts
HEHCIIOJHEHHBIE JOKYMEHTHI PYrOMY UCIIOJIHUTEIIO.

Pabora ¢ moxymentamm THMK ocHOBBIBaeTCS Ha MPHUHIMIIE OJHOKPATHOU

perucTpanuu J0KyMEHTA.



1.8. MHHcTpyKkuus U U3MEHEHHUS, BHOCUMBIE B HEE, MPUHUMAIOTCS PEIICHHEM
THUK nocne cornacoBanus ¢ [IUK Pb.

1.9. B UHcTpyKuM# UCHIOJIB3YIOTCS CICAYIOIMINE TEPMUHBI U ONPEICTICHUS:

OJIaHK JJOKyMEHTa — JIUCT OyMaru WUiv 3JEKTPOHHBIN 11a0JIOH ¢ PEKBU3UTAMH,
UAECHTUPULIUPYIOMKMMH aBTOpa OPUIIUATBHOTO-OKYMEHTA;

BHYTPEHHUI JOKYMEHT — IOKyMEHT, oArotoBieHHbd B TUK, He BhIXOASAIINIA
3a €€ MpeJIeIIbl;

BXOJSIIUN JOKYMEHT — TOKyMEHT, noctynuiinii B TUK;

JEN0 — JOKYMEHT WJIM COBOKYIHOCTH JIOKYMEHTOB, OTHOCAIIMXCS K OJHOMY
BOIIPOCY U MOMEIIEHHBIX B OTACIBHYIO 00JIOKKY;

JIEJIOTPOU3BOJICTBO — JICSITEILHOCTh, OOecCIeunBaromas J0KyMEHTUPOBaHHUE,
JIOKyMEHTOOOOPOT, OTIEPAaTUBHOE XPAHCHHUE U UCIIOIh30BaHUE JOKYMEHTOB;

noknanHas (ciaykeOHasi) 3amMcka — BHYTPEHHHMM JTIOKYMEHT, aJpeCOBAaHHBIN
BBIIIECTOAIIEMY JIOJKHOCTHOMY JIMIY OT HUIKECTOSIIEr0 JOJLKHOCTHOIO JIMIA M
cojiepKaluii  00CTOATENIbHOE H3JI0KEHUE KaKoro-jaubo BOIpoca ¢ BBIBOJAAMHU H
MPEIIOKEHUSIMUA COCTABUTEIIS;

JTOKYMEHT — 3a(UKCHpPOBAHHAs HA HOCUTENe MH(pOpMAIUs C PEKBU3UTAMU,
MIO3BOJISIOIIMMU €€ UICHTH(UIIUPOBATD;

JTOKyMEHTHpOBaHKE — (pukcamus HHGOpMAIM Ha MaTepUATIbHBIX HOCUTENISAX B
YCTAHOBJICHHOM TOPSIJIKE;

JTIOKyMEHTO000pOT — JBIKEeHHE NOKyMeHToB B THK ¢ MoMeHTa ux co3pgaHus
WA TIOJTYYE€HUSI O 3aBEPIIECHUS UCTIOJTHEHUS WU OTIIPABKY;

nyOIMKaT JOKYMEHTA — TOBTOPHBIM 3K3EMIUISAP MOJTMHHAKA JOKYMEHTA;

3aBEpPEHHAsl KON JIOKYMEHTa — KOMUA JJOKYMEHTa, Ha KOTOPOU B COOTBETCTBUHU
C  YCTAHOBJICHHBIM  IOPSJAKOM  IPOCTABICHBI ~ HEOOXOJMMBIE  PEKBU3HTHI,
obecricurBaIOIINe €€ FOPUINICCKYIO0 3HAUNMOCTB;

UCXOASIINNA TOKYMEHT — IOKyMEHT, oTnpasisieMbii u3 TUK;

KOHTPOJIb ~ WCHOJHEHUS  JIOKYMEHTOB  —  COBOKYIHOCTb  JCWCTBHH,
00€CIeUnBaIOIINX CBOCBPEMEHHOE UCIIOJHEHUE TOKYMEHTOB;

KONHUSI JOKYMEHTA — 3K3EMIUISIP JTOKYMEHTA, MOJHOCTHbI) BOCIPOW3BOISAIIHI

MH(pOPMALIHIO MOJJTMHHUKA JOKYMEHTA;



HOMEHKJIaTypa Jiel — CUCTEMaTU3UPOBAHHBIA IMEPEUCHb 3aroJOBKOB JEJN, C
YKa3aHUEM CPOKOB UX XPaHCHHS;

HOPMAaTUBHBIE JOKYMEHTbl — COBOKYIHOCTb HHCTPYKTHUBHBIX MaTEpHUAaJIOB,
pPacCUMTAaHHBIX Ha TTOCTOSSHHOE WJIM MHOTOKpPAaTHOE JEWCTBHE M COJIEPIKAIIUX KaKHUE-
1100 HOPMBI, TIpaBUJiIa, IPEAUCAHMUS;

HOCUTENh HMHPOPMAIMU — MaTepUaJbHbIH OOBEKT, MpeAHA3HAYCHHBIM IS
3aKpervieHus, XpaHeHusT (M  BOCHPOU3BEACHHUS) PEUYEBOM, 3BYKOBOW  WIIH
n300pa3uTesbHON HH(pOpMAaINY;

opUIIUATIBHBIA  JOKYMEHT — JOKYMEHT, CO3JJaHHbIH OpraHoM BJIACTH,
opraHu3aluel, JOJDKHOCTHBIM JIMIIOM WM TpaxgaHUHOM, OGOPMIICHHBIM B
YCTaHOBJICHHOM TOPSIIKE;

opopmIICHHE JOKYMEHTa — TPOCTaBICHHME Ha JOKYMEHTE HEO0OXOIUMBIX
PEKBU3HTOB,;

MUCbMEHHOE OOpalleHue — HANpaBICHHOE B TOCYJIApPCTBEHHBIA OpraH, OpraH
MECTHOI'O CaMOYTPAaBJIECHUS WA JOJKHOCTHOMY JIHMIy NUCBMEHHOE MPEISIOKEHUE,
3asiBJICHUE WK &Kanooa;

NUCHMO — O00OOIIEHHOE HA3BAaHUE PANTMYHBIX MO COJAEPKAHUIO JOKYMEHTOB,
CITy’KalllUX CPEICTBOM OOIEHUS MEX]Ty OPTaHH3AIUSIMHU, TPAKIAHAMU;

NOJJIMHHUK  JIOKyMEHTa — [IE€PBBIM WM E€IUHCTBEHHBIM  SK3EMILIIP
0o(pHUIIUATIEHOTO IOKYMEHTA;

NOpYYEHUE — JOKYMEHT, NPEANUCHIBAIOIINI BBINOJHEHUE TEX WU HHBIX
3aJIaHUH;

perucTpanus JOKyMeHTa — IPUCBOEHUE JOKYMEHTY PETUCTPAlMOHHOIO HOMEpa
Y BHECEHUE CBEJICHUI O IOKYMEHTE B PETUCTPAIIMOHHO-YUETHYIO (OpMY;

peructpanuonHas (popma — cucrteMa peructpaiuu, ucnonn3dyemas B TUK mpu
perucTpanuu JOKyMEHTOB (3KypHa);

PEKBHU3UT JOKYMEHTA — JIEMEHT 0(OPMIICHHS IOKYMEHTA;

CKAaHUPOBAHUE JOKYMEHTa — IMOJYYEHHE DSJIEKTPOHHOrO oOpa3a JOKyMEHTa

(2JIEKTPOHHOTO IOKYMEHTA);



CPOK MCIIOJHEHHS JIOKyMEHTa — CpPOK, YCTAaHOBJIECHHBI HOPMAaTHBHBIM
MIPABOBBIM AKTOM, OPTraHU3ALHUOHHO-PACTIOPSAUTEIBHBIM JOKYMEHTOM, YKAa3aHUSIMU T10
WCTOJIHEHUIO JOKYMEHTA UJIU MTOPYUYEHUEM;

yKa3aHUs 110 UCIOJHEHUIO TOKYMEHTAa — PEKBU3UT, COCTOSIIMNA U3 HAAMUCH Ha
JOKYMEHTE€ WJIM Ha OTIEJIbHOM JINCTE YCTAaHOBJICHHOW (OpMBI, CeIaHHOM
JOJ>KHOCTHBIM JIUIIOM;

y4eT JOKYMEHTOB — (Qukcanus (akrta TOJydeHUuss JOKYMEHTOB 0e3
MPOCTABJICHUS HA HUX PETUCTPALIMOHHBIX IITAMIIOB;

dbopmupoBaHue neiia — rpynnupoOBaHUE HCIIOJTHEHHBIX JOKYMEHTOB B JICJIO B
COOTBETCTBUM C HOMEHKJIATYPOU J€] U CUCTEMATHU3AIMS IOKYMEHTOB BHYTPH JI€JIa;

JKCIEpPTH3a IEHHOCTH JOKYMEHTOB — HM3YUYEHHME JIOKYMEHTOB Ha OCHOBAaHHH
KPUTEPUEB HUX IIEHHOCTU B LEIAX OMPEAECICHUS CPOKOB XPAHEHHS JOKYMEHTOB M
otOopa uX JIJIsl BKIIOUEHUS B cOcTaB ApxuBHOro ¢ouaa PD;

3JIEKTPOHHAs KOMUS JOKYMEHTA — KOMUs JOKYMEHTA, CO3/IaHHas B 3JIEKTPOHHOM
bopwme;

AJNIEKTPOHHBIN TOKYMEHT — TOKYMEHT, MHPOpMallus KOTOPOTo MpeCTaBlIeHa B
ANEKTPOHHOU (popme, HocuTensIMU MHGOPMAITUH JUIsI KOTOPOTO SIBISFOTCSI HOCUTEIH,
UCIIOJI3YEMBIE B AJIEKTPOHHO-BBIYMCINUTEIbHON TEXHUKE;

ANIEKTPOHHBIM 00pa3 JOKyMEHTa — DOJEKTPOHHAas KOMHUsA JIOKYMEHTa,

HN3TrOTOBJICHHAA Ha 6YMEDKHOM HOCHUTCIIC.

2. Ilpuem, perucTpamusi U NPOXOK/IeHNE MOCTYNAIOIIMNX JOKYMEHTOB

2.1. Joxymentst B TUK nocTaBnsitoTcsi yepe3 OTHeNeHHE CBA3U (TIOYTOM,
tenerpadom), GeabAbETEPCKON WM  CHEIHAIbHONW CBSI3bI0, HApPOYHBIM  HIIU
nepearoTces MpeaceaTeNto (3aMeCTUTEITIO Mpeicenarens, cekperapro, wieHam) TUK
BO BpeMs JINYHOTO ITpUEMa.

JoxymenTtsl MoryT nocrynate B THMK mo kananam cBsa3u 1'ocymapcTBeHHOM
aBTOMaTU3MpoBaHHOM  cuctembl  Poccuiickoit  ®enepaunun  «BbpiOope», Ha
opunuanbubiid moyToBsIl sk TUK B cetn MHTEepHET U 110 (haKCUMUIIBHON CBSI3H.

2.2. llpmem, mnepBuuHas o0O0pabOTKa ¥ PETHUCTpAIUS  IOCTYIAIOIINX

JIOKYMEHTOB MPOU3BOIATCA npeaceaaresiem uinu cekperapeMm THUK ¢ ncronb3zoBanuem



KypHanbHOU (mpuiioxeHue Nel) GopMbl peructpanvu JOKYMEHTOB €XKEIHEBHO B
yacsl padboTel TUK, kpoMe BBIXOJIHBIX U HEPAOOUUX MPa3THUYHBIX JHEH.

Bpems nmpuema 10KyMEHTOB B pabouuii A€Hb, MPEAIIECTBYIOMUA Hepabouemy
MIpa3IHUYHOMY JHIO, COKpPAILlaeTCsl Ha OJIMH 4ac.

[lopsaiok MoMy4YeHHsI U PErUCTPALMK JOKYMEHTOB MOC]Ie OKOHYaHHUs pabovero
IHS, B BBIXOJHBIE W Hepabouue Npa3AHUYHBIE JHHW, B TEPUOJ MOATOTOBKH U
MPOBE/ICHNUs U30MpaTEeNbHbIX KaMIIaHUu ycTaHaBiuBaeTcs npeacenareiaem TUK aubdo
onpexaensiercs pemennem TUK.

2.3. TloctynuBuine IOKYMEHTHI MOAPA3ACNAIOTCS Ha PErUCTpUPYEMbIE U HE
noJiiexaliue perucrpauuu (mpunoxxernue No2).

2.4. Tlpu BCKpBITMM KOHBEPTOB, MOCTYMAOIIUX CIEIHUATBLHOMN CBA3BIO WIH T10
noure, MpPOBEPSETCS MPABUIBHOCTh aPECOBAHUSA, KOMIUIEKTHOCTh U LIEIIOCTHOCTH
JOKYMEHTOB, HAJIMUWE MPUITIOKEHUN, CBEPSIETCS COOTBETCTBUE UX HOMEPOB YUETHBIM
HOMEpaM, yKa3aHHbIM Ha KOHBepTax. HempaBuwibHO aapecoBaHHbIE M OIIUOOYHO
BJIO’)KEHHBIE JIOKYMEHTBI HE PETUCTPUPYIOTCS, MEPECHUIAIOTCSA MO HAa3HAYEHUIO WIH
BO3BPAILAIOTCS OTIPABUTEINIO.

2.5. Ecnu npu BCKpBITUH KOHBEPTA OOHAPYKEHO OTCYTCTBUE JOKYMEHTOB HIIU
UX OT/IEJIbHBIX JIUCTOB, IPUIOKEHU I, TOBPEKACHUE IOKYMEHTOB UM HECOOTBETCTBUE
HOMEPOB JOKYMEHTOB HOMEpAM, yKa3aHHbIM Ha KOHBEpPTE, NpeAceAaTelieM WU
cekperapeM THK cocTaBisercs akT yCTaHOBJIEHHOW (OpMBI B JIBYX 3K3EMILIIpax
(mpunoxenne Ne3). OmMH 3K3eMIULSIP aKTa MOCBUIAETCS OTIPABUTEINO, APYrou
NPUOOIIAETCS K IPUHATHIM JOKYMEHTaM.

Ha o0opoTHO# cTOpOHE MOCIETHEr0 JHCTa MOBPEXKICHHOTO IOKYMEHTAa B
IIPaBOM HIJKHEM YTIJIy JeJaeTcsl OTMETKAa «J[OKYMEHT NOJIy4eH B IOBPEXIECHHOM
BUJIED.

2.6. KoHBepThl OT NOCTYNMBIIKX JOKYMEHTOB HE YHHUYTOXKAIOTCA B Clydae,
€CJIM TOJIBKO 110 HUM MOKHO YCTAHOBUTH aJpeC OTIPABUTEINS, NATy OTIPAaBKU U
MOJIYYEHHSI IOKYMEHTOB, €CJIM OHU COAEPKAT JOKYMEHTBI, KOTOPbIE OCTYITMIIN U3-32
npenenoB teppuropuun P®, u3 cyaoB, CIEICTBEHHBIX OpPraHOB, JUOO JIOTOBOPBHI,
IIPETEH3UH, HCKOBBIE 3asIBICHHUS, JOKYMEHTBI, CBI3aHHBIE C OCYLIECTBICHUEM 3aKyIIOK

TOBapoOB, padoT, yCIyr Juisi 00ecrieYeHus! TOCYJapCTBEHHbBIX HYX]I.



2.7. KoHBEpTHl YUaCTHUKOB 3aKyIMOK TOBapoOB, padoOT, yCIyT, MOCTYHUBIIKE 1O
Moytre, NPUHUMAIOTCS OTBETCTBEHHBIM 32 BEJACHUE JEJIOMPOU3BOJACTBA, HE
BCKPBIBAIOTCS, YIYUTHIBAIOTCS 110 MAKETHOMY JKYPHAJy U MEPEIAt0TCs OTBETCTBEHHOMY
OCYIIECTBJICHHE 3aKYIOK MO/ MOIHUCH.

KonBepThl ¢ 3asBKaMM YYaCTHUKOB 3aKyllOK TOBapoB, paboOT, YCIYT,
MOCTYNUBIINE HAPOUYHBIM, MPUHUMAIOTCS OTBETCTBEHHBIM 32 OpraHU3AI1I0 TOPrOB, HE
BCKPBIBAIOTCSI M YUYWUTHIBAIOTCA B JKypHaje B COOTBETCTBHM CO cTaTtheil Sl
®enepanbHOoro 3akona ot 5 ampenst 2013 roga Ne 44-D3 «O KOHTpAKTHOM CUCTEME B
chepe 3aKymok TOBapoB, paboT, yciayr mjig oOecrneueHuss TOCYIapCTBEHHBIX U
MYHUIUTIATBHBIX HYX]I.

2.8. Tlaketsl ¢ moMeTKON «JIMYHO» YUUTBHIBAIOTCS IO MAKETHOMY XKypHAIYy U
NepealoTcs aipecaTtaM B 3aKPHITOM BUE MO/ TOIIHUCh.

2.9. Ilpu perucrtpaiuu mNoCTYMUBIIETO JOKYMEHTA B PETUCTPAIIMOHHON opme
00s13aTeNTbHO BBOJATCS CIICAYIONINE PEKBU3HMTHI: BHJ JOKYMEHTA, €ro MCXOASIIUN
HOMEp U JiaTa, JaHHbIE O KOppecnoHjeHTe (aapecante) (dhaMuiausi, UM, OTYECTBO
(du3MUecKoro JMIla WIK Ha3BaHUE OPTaHU3alMU, MECTOHAXOXKIEHUE OTIPaBUTENs), a
TaK)Ke KPaTKOe CoAepKaHue JOKYMEHTa, KOJIMYECTBO JJUCTOB OCHOBHOTO JOKYMEHTA U
JUCTOB MPUIIOKEHUS, KOTUYECTBO IK3EMILISIPOB.

PeructpanoHHBII MITAaMIT C YKa3aHUEM BXOJIAIIETO HOMEPA, JaThl U BPEMEHH
pETHCTpaIllMU TMPOCTABISAETCS, KaK MPaBHJIO, B IPAaBOM HIDKHEM YIUIy JIMIIEBOU
CTOPOHBI TIEPBOTO JIMCTA 3apPETHCTPUPOBAHHOTO JOKyMmMeHTa. [lpu HeobxomumocTu
YKa3bIBa€TCsA BpeMs peructpanuu (dacel 1 MUHYTHI). Ha npunoxxeHuu npocTaBisieTcs
BXOJSIIIUN HOMEP JOKYMEHTA, K KOTOPOMY OHO OTHOCHUTCHI.

Ha xonuu nokymeHTa BXOSIIHI HOMEpP MPOCTABISAETCS B IPABOM HUKHEM YIITy
JUIEBOM CTOPOHBI MEPBOTO JIKCTA.

I[Ipy  mocTymieHuM  AOKyMEHTa €  CONPOBOJAMUTENBHBIM  MHUCHMOM
PErUCTPAIIMOHHBIN IITAMI IPOCTABISIETCSA HA COMPOBOAUTEILHOM MUCHME.

Hymepanust nocTynuBIIMX JOKYMEHTOB OCYIIECTBISIETCS B Ipeaenax

KaJICHAApHOI'O roaa.



IIpn perucTpamum JOKYMEHTa, SIBISIOIIETOCS OTBETOM HA HCXOMSIIUI
JOKYMEHT WJIA IPUCIAHHOIO B JONOJHEHUE K paHEee HAIPABICHHOMY JOKYMEHTY, B
KypHase AejIaeTcsi COOTBETCTBYIOIIAS CChIIKA.

K noBTOpHOMY [OKYMEHTY NpHKIaAblBaeTcs UHGPOpMalus O paHee
MIOCTYNMUBIINX JOKYMEHTaX M PE3yJlbTaTaX WX HCIOJHEHMs, KOTOpas IeperacTcs
OTBETCTBEHHOMY 3a UCIIOJIHEHHUE JTOKYMEHTA.

2.10. 3apeructpupoBaHHBIE JOKYMEHTHI pPACCMATPUBAIOTCA MpEACEaaTeIeM
THUK, 3ateM NOpOU3BOAMTHCSA 3alKCh [0 HCIHOJHEHHIO JIOKYMEHTa B JKypHAJe
pPErucTpanuu 1 MepearoTcst UCIIOIHUTENSM O/ IOAIUCH.

2.11. HcnosHeHHbIE JOKYMEHTHI CIHUCBIBAIOTCS B [I€JI0 TIpeAceaaTesieM
(cexperapem) THUK u momemiatorcs B J€0 B COOTBETCTBUU C HOMEHKIATYpOU Jel
TUK.

2.12. ObparieHus rpaxaaH perucTpUpyrOTCs B OTAEIBHOM >KypHaJIe.

3. OcHoBHbIEe TPeOOBAHNS K MOATO0TOBKE U 0()OPMJIEHUIO TOKYMEHTOB

3.1. Jlokymentsl, co3maBaembie B THK, odopmisitorcs Ha OlaHkax, Ha
CTaHJApTHBIX JucTax 6ymaru popmara A4 (210 x 297 mm) wim AS (148 x 210 Mm)
b0 B BUE DJEKTPOHHBIX TOKYMEHTOB M JOJDKHBI MMETh YCTAHOBJIEHHBIN COCTaB
PEKBHU3UTOB.

JlokymMeHTBbI 0(pOpMIISIOTCS Ha OJIaHKaX yCTaHOBIEHHON ()OPMBI, H3TOTOBICHHBIX
TUNOrpad)CKUM HIIM KOMITBIOTEPHBIM criocoOoM (tipusioskenue Ned).

3.2. B THUK moryT ObITh yCTaHOBIIEHBI CIEAYIOIINE BUIBI OJIAHKOB:

Osrank npotokouta 3acenanus THK;

omank pemenus TUK;

6mank mucema TUK.

JIokyMeHTBI 0(OPMIIIIOTCSI B COOTBETCTBUM C TpeOOBaHUSIMH K JOKYMEHTaM,
M3TOTOBIIIEMBIM C TIOMOIIBIO TIEYATAIONIUX YCTPOWCTB, W K (haijaM TEKCTOBBIX
JIOKYyMEHTOB (ripuioxenue Ne 5).

[Ipu moaroroBke u odopmiieHMH JO0KyMeHTOB wieHbl TUK u rpaxmaHckue

ClyXallue, a TaKXKC JIMla, IIPHUBJICKACMBIC 110 I'PAXAAHCKO-IIPABOBBIM JOI'OBOpaM,



JIOJDKHBI COOJIIOAaTh MpaBuia OPOPMIICHUS PEKBU3UTOB JIOKYMEHTOB, M3JI0KCHHBIC
HIKE.

CocTaB pEKBU3WTOB JOKYMEHTA OINPEACNISETCS €ro BUAOM W Ha3HAYEHUEM.
PexBu3nuTaMM TOKYMEHTOB, CO3/]JaBa€MbIX B U30HMpATEILHON KOMUCCHUH, SIBIISTFOTCS:

I'ep6 PecnyOnuku bamkoprocTan;

HalMEHOBAHUE KOMHUCCHU,

HAaNMEHOBAHUE BUJA IOKYMEHTA;

MECTO COCTaBJICHMS WUJIW U3JAHUS JOKYMEHTA;

JaTa ¥ HOMEp JOKYMEHTa;

3aroJIOBOK K TEKCTY;

MOINCH;

rpud yTBEPKICHHUS.

3.3. Ha Onankax JOKYMEHTOB IIOMEIIAE€TCSl OJHOLBETHOE H300pakeHHe
I'ocynapctBennoro rep6a PecnyOnuku barmkopToctan B Mmopsiaike, ONpeeIeHHOM
3aKOHOJATENIHCTBOM M HMHBIMU HOPMATHBHBIMHM TPAaBOBBIMU aKkTamMu PecnyOnuku
bamkoprocras.

N3o06pakenue repba (3mMOJIeMbl) MOMEIIAETCS MO CEePeAMHE BEPXHETO IMOJIs
OllaHKa JOKyMEHTa HaJ PEKBU3UTAMH OpraHu3aiuu, Ha paccrosHud 10 MM oT

BEPXHETO Kpas JINCTA.

TEPPUTOPUAJ/IBHAS U3BUPATEJIbBHASI KOMUCCUsA
TOPOJACKOI'O OKPYT'ATOPO/ CAJIABAT
PECIIYBJIMKU BAIIKOPTOCTAH
JlenuHa yi., 1. 2, r. Canasar, 453261
ten.: (3476) 35-08-59, 36-42-49, paxc: 36-48-60,
e-mail: tik45@yandex.ru

BAII'KOPTOCTAH PECIIYBJIN'KAhbI
CAJIAYAT KAJIAhBI KAJIA OKPYT'BIHbIH
TEPPUTOPUAJb hAMJIAY KOMUCCHSThbBI
Jlenuna ypawmsl, 2, Canayar xanahsr, 453261
ten.: (3476) 35-08-59, 36-42-49, dakc: 36-48-60, e-
mail: tik45@yandex.ru

Ne OT « » 20 I.
Ha Ne OT « » 20 T.

3.3.1. HaummenoBanme THK, mnewataroT Ha TrOCYJapCTBEHHBIX S3bIKAX
PecnyOnuku bamkoprocTaH, KOTOpbI€ pacloiaraloTcsl Cieay oM 00pa3oMm: cieBa -
TEKCT Ha PYCCKOM SI3bIKE, CIpaBa - TEKCT Ha OAIIKUPCKOM S3bIKE€ W BBITIOIHSIIOTCS

OJIMHAKOBBIMU I10 pa3Mepy OyKBamu:



KonTponp 3a mpaBUIBHBIM HCIIONB30BAHMEM OJIAHKOB M UX COOTBETCTBHEM
YCTaHOBJICHHBIM  00pasllaM  OCYIIECTBIISIETCS  OTBETCTBECHHBIM 32  BEICHHE
JEeIOTPON3BO/ICTRA.

3.3.2. HaumeHoBaHME BHJa HM3/1aBAEMOro JOKyMEHTa (pelIeHHe, MPOTOKOII
3aceaHus) BKJIIOYaeTcsl B OJJAaHK COOTBETCTBYIOIIETO BUa JOKYMEHTOB.

B nucermax HanMeHOBaHWE BUIA U Pa3HOBUIHOCTH TIOKYMEHTA HE YKa3bIBaeTCsl.

3.3.3. CnopaBouHble AaHHbIE 00 M30MpaTENbHOM KOMMCCHM YKa3bIBalOTCS B

OJIaHKaX MTUCEM:

Jlenuna yi., 1. 2, r. Canasart, 453261,ten.: (3476) 35-08-59,36-42-49,
daxkc: 36-48-60, e-mail: tik45@yandex.ru

3.3.4. JlaTa 1OKyMeHTa.

JlaToli JOKyMEHTa SBJISETCS JaTa €ro IOJMHUCAaHWs, yTBepkIeHus. JlaToi
NIPOTOKOJIA SIBJIICTCS J1aTa 3aCeIaHMsI, a aKTa — JlaTa COOBITHS.

JlaToil MOKyMeHTa, M3IaHHOTO COBMECTHO JBYMs M 0oJiee OpraHU3aIlUsSMH,
SBJISIETCS 1aTa 0oJiee Mo3HEH TTOAHUCH.

Jlaty mokymenTta ohopMIISIOT apabCKkuMu IMdpaMu B MOCIEA0BATEIBHOCTHU:
JeHb Mecsla, Mecsl, Trof. JleHbp Mecsia u Mecsi oGOpMIISIIOTCS JBYMsI TapaMu
apabckux 1udp, pa3neNeHHBIMH TOYKOW, T'OJ — YEThIpbMsS apaOCKuMu Iudpamu,
HaIpuMmep:

07.01.2018
JlomyckaeTrcs cIoBeCHO-IMGPOBOI criocod ohopMiIeHHUS 1aThl, HAIPUMED:
7 suBaps 2018 1.

3.3.5. PerucrpannoHHBI HOMEP JOKYMCHTA.

JIns BXOOSIIIMX JTOKYMEHTOB — 3TO MOPSJIKOBBIA HOMEp, IS HCXOISAIIAX
JOKYMEHTOB — TOPSJIKOBBIM HOMEP JOKYMEHTAa M WHICKC JieJla TI0 HOMEHKIIATypeE,
gepe3 KOCYIO 4epTy.

3.3.6. Ccpuika Ha HCXOAAIIUN PETUCTPAIMOHHBIN HOMEDP M JIaTy JOKYMEHTa
BKJIIOYAETCS B COCTaB pPEKBU3MTOB OjaHka mucbMa. CChIIKA IPOCTABIISICTCS
HCIIOJTHUTEJIEM TIPH TIOATOTOBKE ITUChMa-OTBETA.

3.3.7. MecTto coctaBiieHus (M3/1aHUsI) IOKYMEHTA



Mecto cocrtaBiieHus (M31aHUs) TOKYMEHTA yKa3bIBaeTCsl Ha oOIIeM OJaHKe U
0JIaHKEe KOHKPETHOTO BHJa TIOKYMEHTa. B OJlaHKax miceM CBEICHHS O MECTE CO3aHUs
JOKYMEHTa cojepkaTcs B pekBu3uTe «CrpaBovHBIC ITaHHBIE 00 WM30HMpaTeIbHOU
KOMHUCCHI.

Mecto coctaBieHus (M34aHUs) TOKYMEHTA YKa3bIBACTCS C YUYETOM IPHUHSTOTO
aIMUHUCTPATUBHO-TEPPUTOPHATBHOTO JICTICHUS.

[Tpu ipo0TEHOM PaCIONIOKEHHH PEKBU3UTOB OJJaHKA MECTO COCTABJICHUS WITH
U3JIaHUs JOKYMEHTA YKa3bIBaeTCS B CEPEAMHE CTPOKHM MEXKIy JaTod |
PETHCTPAIMOHHBIM HOMEPOM JIOKYMEHTA, a MPH YIJIIOBOM PacIoIOKCHUH PEKBU3UTOB
— TIOJT JaTOW U PETHCTPAIMOHHBIM HOMEPOM JIOKYMEHTA, OT Kpas JICBOTO TOJIS.

3.3.8. I'pud orpannuenus qocryna K JOKyMEHTY.

OtmeTKa 0 KOH(HICHIINATLHOCTH Ha JIOKYMEHTAX, COJICpKaIINX HHPOPMAIIHIO,
OTHOCUMYIO K CIIY)KCOHOH TaiftHe, uMmeeT BHA «J[as Ciy’)keOHOTO TIOJb30BaHHUSY,
«KoH(uaeHITNAIBHO» U TPOCTABIIICTCS B BEPXHEM IIPABOM YIUIY JIMIIEBON CTOPOHBI
MIEPBOTO JIUCTA JOKYMEHTA Ha TPAHUIIC BEPXHETrO MOJIs.

3.3.9. Anpecar.

PexBU3UT «AnpecaT» pacrojaraercs B MpaBOM BEpXHEM YTIIy.

JIOKyMEHTBI aJpecyloTCcsl B OpraHU3allid, UX CTPYKTYPHBIC IOJpa3ielIeHHUs,
JOJDKHOCTHBIM JIMIIAM WJTH TpakJiaHaM MpU OTBETe Ha ux obOpamienus. HammeHnoBanwme
OopraHu3aIuu u CTPYKTYPHOTO oApa3aeacHus YKa3bIBAIOTCS
B IMCHUTEIILHOM TaJeXKe, HalpuMep:

AJIMHUHHCTpALUS TOPOACKOTO OKpyra
ropon Canasat Peciy6nuku bamkoprocran
OTtaen KyJnbTypbl
Ecnm  nmokymeHT ajapecyeTcs  JODKHOCTHOMY — JIMIY, HaWMEHOBAHUE

opraHmu3aly YKa3bIBACTCA B MMCHHUTCIIBHOM IIAJACKE, 4 JOJDKHOCTh U (l)aMI/IJ'II/IH — B

JaTCIIbHOM. HpI/I 9TOM HMHHIHAJIbI YKA3bIBAIOTC: IIOCJTIC (baMI/IJ'H/II/I, HaIIpuMCECp:

bamkupckunii rocyapCTBEHHbI YHUBEPCUTET
3aBenyrorieMy kadeapoi
[lerpoBy ILIL



Ecnin  nmokymeHT azapecyeTcss pPYyKOBOJWUTENIO OpraHW3aliil WM €ro
3aMECTUTENI0, HANMEHOBAaHHWE OPTraHM3alMH JODKHO BXOAWTh B HAMMEHOBAHUE
JIOJDKHOCTH ajpecara, HalpuMmep:

3aMEeCTUTENIO TJIaBbI
AJIMUHUCTpAIIMU TOPOJICKOTO OKpyTa
ropop Canapat Pecriyonuku bamkopTtoctan
NBanosy N.U.
Ecnu nmokymeHT anpecyeTrcsi OpraHu3allid, cHayajla yKas3bIBaeTCsi €€

HAaMMEHOBAaHUE, 3aT€M TMOUTOBBIN aJpec, HapuMep:
Yupasnenue OenepanbHon
PErUCTPAIMOHHON CITYXKOBI IO
PecnyOnuke bamkoproctan
[Mropynsl yi., a. 13, Yda, 450008

Jlonmyckaercs LEHTPUPOBATh KAXKIYIO CTPOKY pEKBU3UTa «ApapecaT» MO
OTHOIICHUIO K CAMOM JIJIMHHOM CTPOKE.

Jlomyckaercs  MCHONB30BaTh  OQUIMATIBHO  MPUHITHIE  COKpAIEHHBIE
HAaMMEHOBAaHUSl OPraHOB TOCYIAapCTBEHHOM BIJIACTH, MECTHOI'O CaMOYIpPaBJICHUS,
OpraHU3aIUH.

[TouTOBBIM azpec yKa3plBaeTCs B MOCJIEIOBATEIIBHOCTH, YCTAaHOBJIECHHOMW
[IpaBuiiaMu Oka3zaHusi yCIYr MOYTOBOM CBSA3U, YTBEPKACHHBIMU MOCTAaHOBJIEHUEM
[IpaButenscTBa PO ot 15 anpens 2005 r. No221 «O0 yTBepkIeHUH MPaBUII OKa3aHUS
YCJIYT TTIOYTOBOM CBSI3W.

Ecnu JOKyMEHT OTIpaBise€TCS B HECKOJIbKO OJHOPOJHBIX TOCYJIapCTBEHHBIX

OpraHOB WJIM OpTaHU3aIINA, UX CIIEYeT YKa3bIBaTh 0000IIEHHO, HATIPUMED:

[IpencenarensiM y4acTKOBBIX KOMUCCHI

JIOKyMEHT He JIOJKEH coJiepxkaTh Oojee uetbipex ajapecatoB. CinoBo «Kommusy
nepes; BTOpbIM, TPETbUM, YETBEPTHIM aJIPECaTOM HE YKa3bIBACTCA.

[Ipu nHanpaBiaeHuM AOKyMeHTa Oojiee 4YeM B YEThIpE aapeca COCTaBISETCS
CIIUCOK  PACCBUIKM  YCTaHOBJIEHHOW (opmbl (mpuniokeHue No§),  KOTOpBIit

noanuceiBaercs npeacenarenem THUK.



[Ipu anmpecoBaHuM AOKyMEHTa (PU3MUECKOMY JIMIly BHauaje YKa3bIBalOTCS

dbaMuIIis 1 MTHUIMAIBI TOJTy4aTelisl, 3aTeM IMOYTOBBIN aapec, HampuMmep:

CaxabyrauHosy B.T.
[lo6enst yi., a. 42, r. Cananar,
Pecnybnuka bamkoprocran, 453262
[Ipu oTnpaBke MUcbMa MO 3JIEKTPOHHOM MOYTE WK MO (PAKCUMUIBHOU CBS3U
(6e3 MOCBHIIKM MO TOYTE) MOYTOBBIA ajpec He ykasbiBaeTcs. lIpu HeoOXoaumocTh
MOKET OBITh YKa3aH dJIEKTPOHHBIN anpec (HoMmep Tenedona/dakca), Hampumep:

Bceepocculicknii Hay4HO-
UCCJIe1I0BATEIbCKUI UHCTUTYT
JIOKYMEHTOBEJICHUSI U apXUBHOTO JIeia
mail@vniidad.ru
3.3.10. I'pud yTBepkIeHUs TOKyMEHTA.
JIOKyMEHT yTBEpKAaeTcsl JOHKHOCTHBIM JIUIIOM WJIM CIEIUATBHO U3/1aBaeMbIM
JOKYMEHTOM.

[Ipu yTBepkaeHUU TOKYMEHTa AOHKHOCTHBIM JIMIIOM TpU( YTBEPKICHHUS

noipkeH coctosiTh u3 cioBa Y TBEPXKJIAIO (6e3 kaBbIueK) MpONUCHBIMU OyKBaMU U

Ha CIeayroleld CTpOoKe — HAaUMEHOBAaHHUE JIOJKHOCTH, TOAIHUCH, WHHUITAAJIBI
u  Gdamunaus  Juna, — yTBEPAMBIIETO  JOKYMEHT,  JlaTa  YTBEPKICHUS,
HaIpuMep:

YTBEPX/IAIO

[Ipencenarens

TEPPUTOPUATILHON HU30UPATEIIHHON KOMUCCHHI
ropojickoro okpyra ropoja Canasar
Pecnybnuku bamkoproctan
JUYHAs TTOANUCh WHUIHMAIBI, (DaMUITHSA

Jara
[Tpu yTBepKACHUH TOKYMEHTA MPOTOKOJIOM, PEIIEHUEM, PACTIOPSKEHUEM TPH]
yTBepxaeHus coctout u3 ciaosa Y TBEPX/IEH (YTBEPXIEHA, YTBEPX/IEHbI
wm YTBEPXJIEHO) (6e3 kaBbl4ek) MNpONMHUCHBIMUA OyKBamMHu, HAaWMEHOBaHUS
YTBEPKIAIOIIETO JOKYMEHTa B TBOPUTEIBHOM TaJexXe, €ro JaThl M HOMepa,
HarpuMmep:

YTBEPXIEH



pELICHHEM TePPUTOPUATBHON N30HpaTETbHOM
KOMHUCCHUU TOpoJIcKoro okpyra ropoa CanaBaT
Pecny6nuku bamkoprocran
ot 11 suBaps 2021 r. Ne2/1-5

I'pud yTBepxkaeHHs pacHojararoT B IPAaBOM BEpPXHEM YINIy JTOKYMEHTA.
B rpude yTBepxkneHus nonyckaeTcsi EeHTPUPOBATh 3JIEMEHThI OTHOCUTENIBHO CaMo
JUIMHHOU CTPOKHU.

3.3.11. Vka3zaHus 1o UCIOJTHEHUIO JOKYMEHTA (PE30TIOIIHUS ).

VYKkazaHusi 1O HCIOJHEHHUIO JIOKYMEHTa MOTYT OBbITh HANHMCaHbl OT PYKH
npencenarenem THUK Ha otaensHoM nucte popmara A6 (105x147), npusnokeHHOM K
JOKYMEHTY. YKa3aHHsl 10 UCIIOJHEHUIO JOKYMEHTA BKJIIOYAOT (PaMUIIUU U MHULIAAJIBI
UCIIOJIHUTENEH, TP HEOOXOJUMOCTH — COJICpKAHUE MOPYUYECHHS, CPOK UCIOJIHEHUS,
NOJIMKUCh PYKOBOJUTENS U ATy, HAIIPUMED:

["apunosy P.3.
Axynosy P.A.

[Ipomry paccMOTpeTh U JaTh OTBET
K 25.02.2021

JInunasg noanuch

Jlara

VYkazaHusi 10 UCMOJIHEHUIO JOKYMEHTa, 0OpMIICHHbIE HAa OTIEIHLHOM JIUCTE,
OPUKPEIUISIOTCS K JOKYMEHTY, K KOTOPOMY OHHM OTHOCSITCS, M BMECTE C HUM
NOJAIIMBAIOTCS B JEJIO0.

3.3.12. 3aroioBOK K TEKCTY JOKYMCHTA.

3arojoBOK K TEKCTY JOKYMEHTa JOJDKEH KpPaTKO M TOYHO PACKpbBIBATH €r0
coliepkaHre U OBITH COTJIACOBAH C HAaMMEHOBAaHWEM BHJA JTOKYMEHTA. 3arojoBOK
MOXET OTBEYATh HA BOIPOCHI:

«0 4yeM (0 KkoM)?», Hampumep:

PEILIEHUE
O pacnpeneneHnu 00sI3aHHOCTEH YJICHOB .....

«4ero (Koro)?», Hanpumep:

JIOM>KHOCTHOM perinaMeHT BeIyIIero KoHcynbTanta B.B. 3Be3gouknna

AKT — O0 YHUYTOXEHUU JOKYMEHTOB C UCTEKIIMMU CPOKAMU XPAHECHUS



3aroJIOBOK COCTaBISICTCS JIMIOM, TOTOBSAIINM MPOEKT JOKYMEHTA.

JlokymeHTbl, odopmieHHble Ha OnaHkax Qopmata AS, ykazaHus 10
WCMOJIHEHUIO JOKYMEHTA, TEJIEerpaMMbl HE 03arjaBIMBAIOTCA.

3arojoBOK, COCTOSIIHMN M3 JBYX M 0ojiee CTPOK, IeYaTraeTcss 4epe3 OJIUH
MEXCTPOUHBIM HHTEpPBaJ, TOYKA B KOHIE 3arojoBKa HE CTaBUTCS. 3aroJIOBOK
pacnojiaraeTcsi Ha TEPBOM JIMCTE€ HAJ TEKCTOM JIOKYMEHTAa IO UEHTPY, a IpH
oopMIICHUH MHChbMa — OT TPaHMIIBI JeBOro mojis. [luceMa, cocTosimiue U3 OJHOTO
a03aila, cojepkaIiero He 0osee 5 CTpok, He 03arjaaBIUBaIOTCS.

3.3.13 OTmeTKka 0 KOHTpOJIE

OTMeTKa O KOHTpOJIE MPOCTaBISIETCS HA JOKYMEHTAaX, IOCTABJICHHBIX Ha
KOHTPOJIb, C HCIOJIb30BaHWeM InTamma «KoHTpons» (WM WHBIM CcriocoOboM) Ha
BEpXHEM TIOJIE JIOKYMEHTa chpaBa, JMOO Ha OJIaHKe yKa3aHUs IO HCIOJHEHUIO
JTOKYMEHTA.

3.3.14. TekCT HOKyMEHTA.

Texctr mokymMeHTa MOXET ObITh 0OPMIICH B BHUJE CBSI3HOTO TEKCTA, TAOJUIIBI
WU COCTUHEHUS 3TUX CTPYKTYP.

Texcr  mOKyMeHTa  JIOJDKEH — W3JIaratbCsl  KpaTKO W CHO,  OBITH
apryMEHTHPOBAaHHBIM, OOecCleunBaTh TOYHOE U  OJIHO3HAYHOE  BOCHPHATHE
coJieprKalleicst B HeM HH(pOpPMaIIUH.

TekcT MOKyMEHTa JOJDKEH, Kak IMPAaBWIO, COCTOATh W3 JBYX YACTEH.
B nepBoii yacTu yKa3bIBarOTCsl IPUUMUHBI, OCHOBAHMS, 1I€JIM COCTABJICHUS JOKYMEHTA,
BO BTOPOM — pPEIIeHUSs, BBIBOJIbI, MPOCHOBI, MPEIJI0OKEHUS, PEKOMEH AN H.

TekcT MAOKyMEHTa MOXET COJAepXaTh TOJBKO 3aKIIOYUTEIbHYI0 4YacThb
(HampuMep, pacropsDKEHHE — PpacIopSAIUTEIbHYI0 YacTh 0€3 KOHCTAaTHPYIOIICH,
MTMCHMO, 3asBJICHHE — MMPOCKOY 0€3 MOsSICHCHHMS ).

B Ttekcrte mokymeHTa, MOJATOTOBJICHHOTO HAa OCHOBAaHWU 3aKOHOJATENIBHBIX,
WHBIX HOPMATHUBHBIX TPABOBBIX AKTOB, M3JaHHBIX OpraHaMu BJacTH Poccuiickoit
denepanuu, WHBIMA (PeAepaIbHBIMA TOCYAAPCTBEHHBIMH OpraHaMH, OpraHamMu
rocyapcTBeHHOM BiaacTu cyObekToB Poccwuiickoit denepannu, UK Poccun, ITUK
Pb, TUK, yka3piBaeTCsi HaMMEHOBAaHHWE BHJIA JOKYMEHTa, HAMMEHOBAHHE OpraHa,

HU3AaBIICTO AOKYMCHT, daTa IIPHUHATHA WKW YTBCPXKIACHHA AJOKYMCHTA (CJ'IOBCCHO-



uudpoBeIM criocoOoM, Hanpumep: 1 suBapst 2021 r.), ero perucTpaliOHHbIA HOMEp, a
TaK)K€ 3aroJIOBOK JIOKYMEHTA, 3aKJIFOUEHHBIN B KABBIYKH.

TekcTel  TOKYMEHTOB  OoOybIIOTO  00bEMa, HampuUMep, HHCTPYKLHH,
METOIMYECKUX PEKOMEHJAllMi, MOTYT JACIUTHCS Ha pa3eibl, MOAPa3Aeibl U MyHKTHI,
KOTOpbIE HyMEpYIOTCs apabCKuMu LudpaMu, HaIpuMep:

1. Paznen

1.1. ITonpa3znen

1.1.1. ITyHKT

A03a11bl BHYTpU IMTYHKTOB HE HYMEPYIOTCS.

B nucbMax ucnonb3yroT cienyroue GopMbl U3T0XKESHHUS:

oT 1-ro nuua MHokecTBeHHOro uncia («I[IpocuM HampaBuTh HHPOPMALIUIO...»,
«Hampapnsiem Ha 3aKII0YEHUE TIPOEKT...» U JIp.);

oT 3-ro JNMIla €IUHCTBEHHOrO0 uucia («TeppuTOopHaibHas u30upaTelbHas
KOMUCCHSI HE CUMTAET BO3MOXKHBIM...», TEPPUTOpUATIbHAS U30UpaTeIbHas KOMUCCHUS
IpeUIaraeT pacCMOTPETh BOZMOXKHOCT...»);

Ha OJaHKaX JOJKHOCTHBIX JIMIL — OT 1-To nuna equHcTBeHHOro yncia («lIpomry
Bac npencraBuTh 1aHHBIE 0...», «CUMTa0 BO3MOXHBIM IPUHATH YYACTHUE B...»).

B TexcTax 10KyMEHTOB ynOTpeOIsIOTCS TONBKO OOLIEIpUHATEIE aO0peBUATYPbI
U TpauIeCKre COKpaIICHUsI.

[Ipu ynorpebienuu B TekcTe (GaMUWIMKA JIMI MHULMAIBl YKa3bIBAIOTCS IMOCIE
dbamunuu.

I'padppl u cTpoku TaOMUIBl JOKHBI HMETh 3aroJIOBKH, BbIpaXKCHHbBIE
CYLIECTBUTEIbHBIM B UMEHUTENBHOM majexe. [loazaronoBku rpad u cTpok AOIKHBI
OBITh COTJIacOBaHbI ¢ 3arosioBkamu. [IpogomkeHre Tabnuiibl Ha HOBOM JIMCTE BCEra
HAYMHAETCS C 3aTrOJIOBKOB €€ CTOJNOIOB (MM HOMEpOoB Tpad B ciaydae, eciau rpadbl
TaOJUIIBI HA TIEPBOM JIUCTE MIPOHYMEPOBAHBI).

3.3.15. Ortmerka 0 MPUIOKECHHUH.

OTMmeTKa O HANMYMU MPHIOKEHUHN pacrosiaraeTcss OT TPAHHUIBI JIEBOTO MOJIS
MOCJIE TEKCTa Mepe MOJIUCHIO.

Ecnu nokyMeHT MMeeT NpPWIOKEHHs, Ha3BaHHbIE B TEKCTE, OTMETKa 00 MX

Hamu4uM opopMIIsieTCs TI0 caeayromiei Gopme:



[Ipunoxenue: Ha 17 1. B 3 7K3.

Ecmu JOKYMCHT UMCCT IMPHUIIOKCHHA, HC HA3BAHHLIC B TCKCTC, X HAMMCHOBAHMA
HCO6XOIII/IMO NEPECUUCIIUTD IOCJIC TCKCTAa JOKYMCHTA MEPCA MOAINNCHIO C YKA3AHHUEM
KOJIMYECTBA JIMCTOB B KaXJIOM IPUIOXKCHHU W KOJHUYCCTBA OK3CMILIAPOB, IIPH

HAJIMYUK HECKOJIbKMX MPUIOKEHUN UX HYMEPYIOT, HAIIPUMED:

[Mpunoxenue: 1. Ilonoxenue o0 sxcnepTHOM komuccuu Ha 10 1. B 1 3K3.
2. IlpumepHast HOMeHKIATypa Jiea Ha 25 1. B 1 9K3.
Ecnu npunosxenus cOpoLIopoBaHbl, TO KOJIMYECTBO JUCTOB HE YKa3bIBACTCS.
Ecnu npunoxeHue HalpasiIsieTCcsl HE BO BCE YKa3aHHbIE B JOKYMEHTE aJipeca, TO

OTMETKa O HaJUYMUH NMPUIIOKEHU ohopMIIIeTcs 1o cieayrouei hopme:

[Tpunoxenue: Ha 15 1. B 3 3K3. TOJIBKO B NIEPBBIN aapec.

Ecaim Kk JoKyMeHTy mnpuiaraercs ApYyrol IJOKYMEHT, TaKXe HMEIONn
NPWIOXKEHHE, TO OTMETKAa O HaJUYMHM MPWIOKEHUS OQPOPMIISETCS CIEIYIOIIIM
obpazom:

[Ipunoxenne: MHUCHMO LlenTpanbHoOU U30HUpaTeIbHOM KOMHUCCUH

Pecniy6onuku bamkoproctan ot 05.11.2015 Ne745/01-08 u
MPUJIOKEHUE K HEMY, Bcero Ha 12 1.

Ecom npunoxenuem siBiasieTcss 000COOJEHHBIH DJICKTPOHHBIM  HOCHUTEIb
(KOMMaKT-AUCK, Usb-uien-HakomuTe b U JIp.):

[Tpunoxenue: CD B 1 3k3.

[Ipu sTomM Ha BkHazabilie (KOHBEPTE), B KOTOPHIA IMOMEIIAETCS HOCUTEID,
YKa3bIBAIOTCSI HAMMEHOBAHUS JIOKYMEHTOB, 3alTMCAHHBIX HA HOCUTENh, UMEHa (haiIoB.

B mnoctaHOBIEHHMSX U PACHOPSHKEHUAX CBEICHHUS O HAIWMYUM TMPUIIOKEHUN
YKa3bIBAIOTCSl B TEKCTE, HAIIPUMED:

«Pa3paborath W TIpeACTaBUTh TPOEKT TIUIaHa 1o ¢GopMe, YKa3aHHOU
B nprtokeHuun Nely.

Ecim B gokymeHTe, K KOTOPOMY OTHOCUTCA NPWIOXKEHHE, OHO
HE YTBEPXKAAETCS, a MPOCTO COJAEPIKUTCS CChIJIKA HA HETO, TO B TPABOM BEPXHEM YTy

YKa3bIBACTCA, K KAKOMY PCIICHHUIO ITPHUIIOKCHHUC OTHOCHUTCA, HAIIPUMCED:



IIpunoxenue
K PEILICHUIO TEPPUTOPUATIBHON U30MpaTEeIbHON
KOMHCCHH ropoJIckoro okpyra ropon Canasat
Pecnybnuku bamkoproctan
ot 11 auBapsa 2021 r. Ne2/1 -5

[Ipy HanMUMM HECKONBKUX TMPUIOKEHUW OHM HYMEPYIOTCS, Hampumep,
npunoxenue Nel, npunoxenue Ne2 u tak ganee.

3.3.16. Iloamnucs.

B cocraB moanucu BXOJAT: HAUMEHOBAHUE JOHKHOCTH JIMIA, MOIUCABLIETO
JOKYMEHT, €ro JIMYHas MOJIHUCh, KOTopas o(opMisieTcss CUMHMMHM WM YEPHBIMU
YepHUJIaMu, paciinpoBka MOANUCH (MHUIIHAIIBI, (haMUITUS).

Ecnu noxymeHnT odopmisiercs Ha OJaHKE TEPPUTOPHUAILHONW KOMHUCCHH, TO

PCKBU3UT BKIHOYACT HAUMCHOBAHUC JOJIKHOCTH JIMIIA, ITOAIIUCBIBAIOIMICTO JOKYMCHT,

€ro JMYHYIO MOJANKCH, pacIu(POBKY NOANUCH (MHUIUAIBI U (haMUITUIO), HATTPUMED:

Hpe,ZICG,I[aTGJIL JINYHas IIO0AIINCh WHHUIIHUAJIBI, q)aMI/IJII/IH

Ecnu  pgoibkHOCTHOE JIMIIO, TMOJNKMCH KOTOPOTO 3aroTOBJIEHA HA TIPOEKTE
JOKYMEHTa, OTCYTCTBYET, TO JOKYMEHT IOJMHUCHIBAET €ro 3aMECTUTENb WU HWHOE
JIUII0, HUCIIONHSIONMEe ero o0s3aHHOCTH. [Ipu 3TOM 00s3aTENBbHO YKa3bIBAIOTCS
dakTHUeCcKas JOJDKHOCTD JIMIA, MTOMHUCABIIETO JOKYMEHT, €70 MHUITHAIBI U (haMUJTHS.

He nomyckaeTcs mNOANMCHIBATH JOKYMEHTBHI C MPEAJIOTOM  «3a» WIH
MPOCTABICHUEM KOCOM YEpPThI EPE]T HANMEHOBAHUEM JTOJKHOCTH.

Ecimm noxymeHT odopmisiercss He Ha OlaHKEe, TO PEKBU3UT COACPIKHUT TOJHOE
HAMMEHOBAHWE JOKHOCTH JIMIA, MOJMUCABIIETO JOKYMEHT, €r0 JIMYHYIO MOJMNUCH,

pactmuppoBKY MOANUCH (MHUIHAIBI U (PaMUITUIO), HATIPUMED:

3amecTuTenb npeacenaTens
TePPUTOPHUATIBHON M30UpaTEIbHON
KOMUCCHH TOPOACKOTO OKpyra ropoj
CanaBat PecniyOnuku bamkoproctan — JiMyHas MOJIUCH WHULHAIIBI, (haMUIIHs



[Ipy noamucaHuM JOKYMEHTa HECKOJbKHUMH JODKHOCTHBIMHM JIMIIAMU HUX
NOJNNUCH  pacloyiaraloTcss  OJHAa  IOA  JPYrod B IOCIENOBATEIbHOCTH,
COOTBETCTBYIOILLEH 3aHUMAEMON TOJKHOCTH, HAIPUMED:

IIpencenarens JMYHAs MOJIUCH WMHULMANbI, (haMUIus

['maBHbIM OyxTanTep JMYHas TOAHUCH WHULHAAIIBI, (haMUIHs

HpI/I moAINMMCaHN NJOKYMCHTA HCCKOJIbKUMHU JIMIIAMHU, 3aHUMAOINIUMHU PABHBIC

JIOJKHOCTH, 150.4 MOJIIHUCH pacnoJiaratot Ha OJTHOM YPOBHE.
Hanpumep:
3aBenyroNnuii MPaBOBbIM OTIEJIIOM 3aBenyronuin
OpPTraHU3aIMOHHO-METOANYECKUM
OTZICIIOM

JJMYHAas MMoAIIMCh HMHHUIIMAJIBI, q)aMI/IJ'II/ISI JJUYHasd IMoAIMCh HMHHUIIHUAJIBI, (i)aMI/IJII/ISI

B JOKYMCHTC, IMOATOTOBJIICHHOM KOMHCCHeﬁ, IMoAIMnMCH pacliojiaratorcsa oaHa
1o HPYFOﬁ. HepBLIM YKa3bIBACTCA IIPCACCAATCIIb KOMUCCHUH, a q)aMI/IJ'II/II/I YJICHOB

KOMHCCHH PACIIOIararoTCA B aJ'I(baBI/ITHOM IMOpAAKE, HAITPUMCED:

[Ipencemarens TUK JIMYHAS ITOIITNCH WHULAAIIBI, (haMIITHS
Ynensr TUK JIMYHAS ITOIITNCH WHULIHAIIBI, (haMIITHS
JINYHAS OIIUCH WHULIAAIIBI, (haMIITHS

3.3.17. T'puc¢ cornmacoBanus.

I'pud cormacoBanus cocroutr u3 cinoBa COI'JITACOBAHO (6e3 kaBbIuek)
MPONMUCHBIMU ~ OyKBaMH, HAWMEHOBAHHWS  JOJDKHOCTH JIMIA, C  KOTOPBIM
COTJIACOBBIBAETCSl JIOKYMEHT (BKJIIOYas HAUMEHOBAaHUE OpraHU3alMU), €ro JIMYHOU
MOJAMKCH, PacIIU(GPOBKU TOANMUCH (MHULMAIBI, (aMUIHs) W JaThl COTJIACOBAHUS,
HarpuMmep:

COI'JTACOBAHO

[Ipencenarens TEppUTOPUATIBHON
n30UpaTeTbHON KOMUCCHA

ropojackoro okpyra roposa CanaBat
PecnyOnuku bamkoproctan

JTUYHAS TIOJMUCh WHUITHAIIBI, (haMUITHS
JlaTa



Ecnmm cormacoBaHue OCYIIECTBISETCS MPOTOKOJIOM, MHCHbMOM WU JPYTHM
JIOKYMEHTOM, TO COTJlacOBaHKHe opopMIIsIeTcs CAEAYIOINM 00pa3oMm:

COI'JTACOBAHO

IIPOTOKOJI 3aceaHns DKCIEPTHOW KOMUCCHH
TEPPUTOPUATIBHON M30UPATEIILHON KOMUCCUHU
ropoackoro okpyra ropoxa Canasar

Pecny6niuku bamkoproctan
ot 06 deppansa 2021 r. Ne2

HniIn:

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

I'pud cornacoBanusi pacmnonaraercss noj pekBusuToM «lloamuce» B neBOM
HUKHEM I10JI€ JOKYMEHTA.

3.3.18. Bugza.

BuyTpenHee corinacoBaHue TpoeKTa JIOKyMeHTa odopmisieTcss BHU30M.
Buza BkiIIOYaeT MOANMCH BUBHMPYIOUIETO, paclIuGpOBKY MOANUCH (MHUIIAAIIBI,
damunus) u gary, NOpd HEOOXOJUMOCTH MOKET OBITh YyKa3aHa JIOJDKHOCTH

BU3HUPYIOLIETO, HAIIPUMeED:

PykoBonurens KoHTpOJIbHO-PEBU3NOHHOMN CITYKOBI
JUYHAas MOAIUCH WHUIMAIBI, (haMUIus

Jlara
[lpyn Hanmuum 3amMe4aHuii K JOKYMEHTY BHU3a OQOPMIISIETCS CIETYIOIINM
obpazom:
3ameuaHus MpUIararTCs
PykoBoautens KoHTpOIbHO-PEBU3HOHHOMN CITYKOBI
JUYHAas MOANUCH WHUIAB, (haMUITUs
Jlara
3ameyaHuss ~ W3JNAralOTCs ~ Ha  OTACJIBHOM  JIUCTE,  MOJIUCHIBAIOTCS

U IIpujiararoTCa K JOKyYMCHTY.

I[OHYCKaeTCH IMOJJMCTHOC BU3UPOBAHUEC NOKYMCHTOB U HpI/IJIO)KeHI/Iﬁ K HUM.



Ecnu moamMHHUK MOKYMEHTa OCTaeTCs B TEPPUTOPHAIBHON KOMHUCCHUU, BHU3BI
MIPOCTABIISIOTCS B HIDKHEW 9acTH 00OPOTHOM CTOPOHBI IMMOCIICTHETO JTUCTA TIOITHHHUKA
TOKYMEHTA.

Ha nmoxymeHTe, MOIIMHHUK KOTOPOTO MOICHUT oTnpaBke u3 THUK, Bu3bl
MIPOCTABIIAIOTCS B HIDKHEW YacTHU JIUIEBOM CTOPOHBI TOCIETHErO JIMCTa KOIHUU
OTIIPaBJISAEMOTO JOKYMEHTA.

[lopsimox BU3MPOBaHUS TIOCTAHOBIEHUM M PACHOPSHKEHUN IIPECcEenaTelIst
N30MpaTeIbHON KOMHUCCHUY YCTAHOBIICH B COOTBETCTBYIOIINX pasjeiax MHCTPYKIIUH.

3.3.19. TIleuats.

[TeyaTs 3aBepseT MOUTMHHOCTD MOIUCH JTOJDKHOCTHOTO JIUIIA HAa IOKYMCHTAX,
yJIOCTOBEPSIONINX  MPEAYCMOTPEHHBIC  TMPABOBBIMH  aKTaMU  IOJTHOMOYHS
JTOJKHOCTHBIX JIMIT WX (UKCHPYIONUX (aKThl, CBsA3aHHBICE C (YMHAHCOBBIMHU
CpelICcTBaMM, a TaKXe Ha MHBIX JOKYMEHTaX, IPeayCMaTPHBAIOIINX 3aBEPCHUC
HIOJIJTAHHOM ITOTTHUCH.

[leyaTh ctaBUTCS Ha CBOOOJHOM OT TEKCTa MECTE, HE 3axBaThIBas JIMYHOU
NOJIUCH JODKHOCTHOrO Juia. [ledaTh MOXeT 3axBaThIBaTh 4acTh HAMMEHOBAHUS
JOJIKHOCTH JIUIIA, TOMUCABIIET0 JOKYMEHT.

B noxymeHnTax, moAroTOBICHHBIX HA OCHOBE YHU(DUIIUPOBAHHBIX (OPM, I€YaTh
CTaBUTCS B MeCTe, 0003HaUeHHOM OTMeTKO# «MII» miu uHbpIM 06pa3oMm.

3.3.20. OtmeTka 0 3aBepEHHUH KOITHH.

J171st 3aBepeHust COOTBETCTBUSI KOTMH IOKYMEHTA MOJAJTUHHUKY HUKE PEKBU3UTA
«IToanmuce» MpoCTaBIsSETCS OTMETKA O 3aBEPEHHUH KOMHH — 3aBepUTEIbHAsT HAJIUCH
«BepHO», TOMKHOCTH JHUIA, 3aBEPUBIIETO KOMHUIO, €ro JIMYHas TOJIHUCH,
pactmmdpoBKa MOJMKCH U AaTa 3aBEPEHUS, HAIIPUMED:

Bepno

[Ipencenarens

TepPUTOPHUATIBHON N30UPATEITHLHON KOMUCCUHT
ropojickoro okpyra ropoja CanaBat
PecnyOnuku bamkoproctan

JUYHAs TTOATHUCH WHUIUATBI, (haMUTUs
JlaTa



[Ipyu HEOOXOAMMOCTHM MpPHU 3aBEPEHUU KOMHUHM JOKYMEHTAa MOXET OBITh
MPOCTABJICHO BpeMsl 3aBepeHusl (Hampumep, MpU 3aBEPEHUH KOMUN MPOTOKOJIOB 00
UTOTaX rOJIOCOBaHUS, Pe3ysibTaTaXx BEIOOPOB).

[Ipu nmepecpuike KONMUKM NOKYMEHTA B JPYTHME€ OpPraHU3allid WM BblAAYe €€ Ha
PYKH 3aBEpUTENIbHAS HAAMUCH YOCTOBEPSIETCS MEYATHIO.

JIMCTBI MHOTOCTPAHUYHBIX KOMUM MOTYT OBITh MPOHYMEPOBAHBI, OTMETKAa O
3aBEPEHUN KOMHUHM MOXKET OBITh JOMOJHEHA YKa3aHHEM KOJIMYEeCTBA JIUCTOB KOIHH.
JlomyckaeTcs 3aBepsiTh OTMETKOW «BepHO» KaKIblii TUCT MHOTOCTPAHUYHOM KOIIUU
JTOKYMEHTA.

Ecnu xonus BbIgaetcs s NPeICTaBICHUS B APYTyIO0 OpraHU3alMio, OTMETKA O
3aBEPEHUU KOMUU JOMOJIHAETCS HAJMUCHIO O MECTE XPAaHEHUSI IOKYMEHTa, C KOTOPOTo
ObU1a M3roToBNIeHa Komus, HanpuMmep: «lloanmuaank nokymenTta Haxoautes B TUK T'O
ropoa CanaBar Pecny6nuku bamkopTtocran B mene Ne ... 3a ...roa» U 3aBepseTcs
II€YaThio.

3.3.21. OTt™MeTKa 00 UCHOIHHUTEIE.

OrMeTrka 00 HCMOTHUTENIE BKIIOYaeT B ce0s (pamMuiauio, UMs U OTYECTBO
UCITOJTHUTEIS, HOMEp ero TeiedoHa ¢ KojaoM pernoHa. OTtMerka 00 HCIIOITHUTENE
MOKET JOMNOJHATHCA HAWMEHOBAHUEM JIOJDKHOCTM W JBJEKTPOHHBIM  aJIpECOM
ucrioHUTEeNs. OTMETKYy 00 WCIOJIHHMTENE paclojaraioT Ha JIMIEBOH WM, TPH
OTCYTCTBHH MECTa, Ha 0OOPOTHON CTOPOHE IMOCJETHEro JUCTA JIOKYMEHTAa B JICBOM
HUKHEM yTIIy pasmepoM mpudra 10 myHKTOB, HapUMep:

IOcymoB Unpmiat A#ipaToBud, TJ1. CHSNHAIKCT OTAeNa HHpOpMaun
(3473) 56-85-31Jusupov@gqgg.ru

3.3.22. OtMeTKa 00 UCTIOTHEHUU JOKYMEHTA.

OtrMmeTka 00 WCIOJTHEHMM JIOKYMEHTAa M HamNpaBJI€HUM €ro B JeJo
BKJIIOYAET CJICAYIOIIME JaHHBIC: KpaTKUE CBEICHUS 00 UCIIOJTHEHUM JOKyMeHTa (TIpu
OTCYTCTBMH  JIOKYMEHTa,  CBHJCTEILCTBYIOIIETO 00  MCIOJHEHWH),  JaTy
¥ HOMEp HMMEIOIIETOCs JOKyMEHTa 00 MCMIOJHEHUH, clioBa «B nemnoy», gaty, moamucek

npencenarens TUK.


mailto:Jusupov@ggg.ru

4. Opranuszanusi padoThl ¢ OTHPABJIAEMbIMHU
(McxoasIMMu) JOKYMEHTAMH

4.1. Pabota ¢ otnipaBnsgembiMu (ucxoasiimumu) u3z TUK nokymeHTamu BKItO4aeT
X PETUCTPAIMIO, MPOBEPKY MPABUIBHOCTA O(OpMIIEHUS, B TOM YHCIIC HaIU4YUE
MOJTHOTO aJipeca U €ro TOYHOCTh, HAIMYWE MOJITMHHON MOANUCH (IJ1s1 DJIEKTPOHHOTO
JIOKyMEHTa — MpPOBEpPKa MOJJIUHHOCTH SJEKTPOHHOU TMOJAMUCH), BU3 KOOPJIUHATOPA,
UCTIOJTHUTESI U COUCIIOJTHUTENECH, TPYruX HEOOXOIUMBIX JIEMEHTOB O(OPMIICHUS,
yYKa3aHHBIX MPUIIOKEHUN, U OTIPABKY.

OTBETCTBEHHOCTh 3a TMPaBWIBHOCTh YKa3aHUs B THChbME (B TOM YHCIIE
COTMPOBOJUTEILHOM)  WJIM  CIHCKE  PACCBUIKM  PEKBU3UTOB  IMOJIydaTelis
KOPPECTIOH/ICHITNH, a B HEOOXOIMMBIX CJIy4asx ero Mo4ToBoro (TenaerpadgHoro) ajpeca
HECET UCIIOJIHUTEIb JOKYMEHTA.

4.2. OrmnpaBka pokymeHTtoB u3 THUK ocymecTBiasercs denpaberepckoi
CBs3blO, TOUYTOM, mo Tenerpady, kanamam cBsizu ['AC «BwiOopbl», cpeacTtBaMu
AIIEKTPOHHOM MOYTHI, KaHATaM (PaKCUMUIILHOM CBsI3U, ceTH MHTEepHET UM HApOYHBIM.

Pemenue o cnoco0e n0CTaBKH JOKyMEHTA, a TAKXKE O HEOOXOIUMOCTH TOCHUIKH
ajpecary MOJJIMHHHMKA JTOKyMEHTa Ha OyMa)KHOM HOCHTENEe B CIy4ae OTIPABKHU
JOKYMEHTa CPEICTBAMH JJIEKTPOHHOM MOYTHI, MO (PAKCHUMUIBHON CBA3U WU CETU
NHTepHeT npuHMMAEeT HMCHOJHUTENb MO corjacoBaHuto ¢ npexaceparenem TUK,
OTBEYAIOLIMM 32 UCIIOJTHEHHUE JTOKYMEHTA.

4.3. [Tlpu odopmieHUN OTHPABISAEMBIX (MCXOMSIINX) MHUCEM M TeJerpaMMm
WCIIOJTHUTENb YKa3bIBAET MOJHBIN MOYTOBBIN (BKIIIOYAs MHIEKC) apec OpraHU3aliu
WJIU TPaKJJaHUHA.

4.4, Vicxonsuiue muchbMa HampaBJArOTCs 3a oAnuckio npeacenarens TUK, B
€ro OTCYTCTBHE — 3a MOANMUCHIO 3aMeCTUTENS npenceaarens nian naoro wieHa TUK,
HCIIOJHSIONIET0 00sI3aHHOCTH TIpeJiceiaTeNis, Ha OJaHKe MUChMa.

4.5. TloanucaHHble NMHCbMAa M TEJErPaMMbl PETHUCTPUPYIOTCS B KypHale

I/ICXOI[HIHeﬁ KOPPCCIIOHACHII M.



Ecnu otnpaBnsieMblt (MCXOASIINI) JOKYMEHT SIBJISIETCSI OTBETOM Ha BXOJSIIUMA
JIOKYMEHT, HE0OXOAUMO MNPUOOIIUTH MOJJIMHHUK BXOMSIIETO JOKYMEHTa K KOIHUHU
OTHPABIIIEMOI0 TOKYMEHTA, OCTAIOIIECHCA B JETIE.

4.6. JloxymeHTaM NpUCBaMBAETCS UCXOMASIIUA HOMEp, KOTOPBIA COCTOUT U3
MOPSAIKOBOTO HOMEpa JOKYMEHTa W HHAEKCa JieJla 10 HOMEHKJIAType Jed,
pa3feneHHbIX KOCOM 4epTol. Mcexomdamui Homep YKa3bIBaeTCs TAK)KE Ha KOIUU
JOKYMEHTa, ocraromeics B gene. Hymepauumss HUCXOgdmux JOKYMEHTOB
OCYLIECTBIISIETCS B MpeJeIax KaJeHIapHOr O roja.

[Ipu peructpanuu HUCXOASAMIETO JOKYMEHTAa B IJKypHaje 00s3aTeIbHO
YKa3bIBAIOTCS CIEYIONTUE PEKBU3UTHI: JaHHBIE 00 ajapecate (hamMuius, uMsi, OTYECTBO
(dbr3UYEeCcCKOro JIMIa WM Ha3BaHHE OPTraHU3alMM, MECTOHAXOXKJICHHE TOJTydaTes), a
TaKXe KpaTKoe Co/iepKaHue JOKYMEHTA, KOJTUYECTBO JINCTOB OCHOBHOTO JIOKYMEHTA U
JIUCTOB TPUJIOKEHUS, KOJWYECTBO HK3EMIUISIPOB, HCIOJHUTENb JIOKYMEHTa, €ro
COMCIIOJIHUTEIIH, KEM OH TOAIHUCAH, a TAK)XE OTMETKA 00 MCTIOJIHEHUHU JOKYMEHTA.

4.7. Ortnpaka ucxogsamux gokyMmeHToB B [IUK Poccun, LK Pb no kxananam
ce3u ['AC «BwiOopbl» ocyiiecTBiIseTcs mpeacenaresneM (CeKpeTapeM) WId
OTBETCTBECHHBIM 3a BEJICHUE JIEJIONPOU3BOICTBA.

JIOKyMEHTBI o BOIIPOCAM dhopmupoBaHus YUK
M OCYIIECTBIECHUS HUX (UHAHCUPOBAHUS, HATPAXKACHUS U TIOOUIPEHUS] UICHOB
YUK, cBeneHuss O YHUCIEHHOCTH u30HWpareneil, y4YacTHUKOB pedepeHayMa B
00s3aTEIbHOM TIOPAJIKE HAIMpPaBISIOTCS  (PEeNbIBErepCcKol CBA3BIO, TOYTOM WIH
HapOYHO.

WNuble nOKyMEHTBHI MOTYT OBITh OTHpPAaBICHBI (HENbIBETEPCKON CBSI3bIO WIIH
OYTOM 10 ykazanuto npexacenarens THUK.

4.8. Jlns mepemaum WCXOMSAIIETO JTOKyMEeHTa 1o KaHamam cBs3u [AC
«BBIOOpPE» WM ANEKTPOHHON TOYTON ceTh VHTEepHET, OTHpaBiIsSeMbI TOKYMEHT
odopMIIsIETCSI B COOTBETCTBUH C TpeOoBaHUSIMU HCTPYKITNHU TIOCIIE UX PETHCTPAIIUN.

4.9. Tlpm otmpaBke TenerpaMMbl Oojiee YeM B YETHIpE aapeca ohopmirsieTcs
MOJJIMHHUK, KOIHS U JIBA SK3EMIUISIPa NOANMCAHHOTO CIIMCKA PACCHUIKU C YKa3aHUEM
MOJIHBIX MMOYTOBBIX (BKJIIOUasi MOUTOBBIA MHAEKC) anpecoB. Ha Tenerpad nepenarorcs

IIOJJIMHHUK C OJHHUM JK3CMILIAPOM CIIMCKA PACCBUIKK U KOIINA TCICIPaMMBbI, KOTOPasd



C OTMETKOW O mepenaye TenerpaMmmsl Bo3Bpamaerca B THK u BMecTe co BTOpBIM
DK3EMIUIIPOM CIIHCKA PACCHUIKHU ITOAIIMBAETCS B JEIO.

4.10. Ilpum ormpaBke mucbma Oojiee 4yeM B YETHIPE aJpeca COCTABIAETCA
CIUCOK pAacChUIKM YCTaHOBJIEHHOW ¢opmbl (mpuiioxkenue Ne 8), KoTopblid
MOANMCHIBAETCA NPENCENATENIEM, B €r0 OTCYTCTBHE — 3aMECTUTENEM MpEACeaaTeENs
nmu uHbiM wieHoM THUK, ucnonustomum obsizanHoctu nipeacenatens THUK. Ilocne
pEerucTpanuu NUCbMO TUPAXKUPYETCS B HEOOXOJUMOM KOJIMYECTBE U OTIPABIIACTCS.

Ecnu nuceMo wiu Tenerpamma HampasiisieTcsl He 0oJiee yeM B UeThIpe ajpeca,
TO MOANUCHIBACTCS KaXKIbI SK3EMILISP.

4.11. OrmpaBka JOKYMEHTOB NPOU3BOJUTCS €XKEAHEBHO B 4achl pabOThI
TUK, kpome BBIXOAHBIX U HEPAOOUUX MPa3THUYHBIX THEH.

[Topsaiok OTIpaBKU UCXOJAIIMX JOKYMEHTOB IOCJI€ OKOHYAHUS pabovero aHs,
B BBIXOJIHbIE U Hepabouue Npa3aHUYHbIC JHHU, B IEPHOJ] MOJTOTOBKH U MPOBEICHUS
n30UparenbHbIX  KaMMaHUW  ycTaHaBiuBaeTcs  mnpencenarenem TUK  noubo
onpeneinsiercs pemenuem THUK.

4.12.  JIoKyMEHTBI C OTMETKON O CPOYHOCTH JOCTaBKM «BecbMa cpodHO» U
«CpouyHO» 0DOpMIISIIOTCA HE3aMEeITUTENBHO, OTIPaBISAIOTCA 1o KaHanaM cBsizu ['AC
«Bp10OpEI», KaHamaM (HAKCUMIJIBHOW CBSI3M, ceTH VIHTEpHET, HapOYHBIM WJIU
NepeatoTcs B OTAEN PeNbIberepCKoi CBSI3U JIsl TOCTABKH.

4.13.  JlokymMeHTHI 0€3 OTMETOK O(GOpPMIAIOTCA IO Mepe IOCTYIUICHHUS WU
oTrpaBisitoTes o kananaM cBsizu I'AC «Bbe100psDy UiTH NepeatoTcs B OT/IEI JOCTaBKU
(enpaberepckoi CBsA3U, Ie OTIPaBKa OCYIIECTBISAETCS B COOTBETCTBUU C IpapuKoM
BBIIIOJIHEHNSI MAPUIPYTOB B ONTHUMAJIBHBIE CPOKH.

4,14, JlokyMeHTBHI, HampaBJisieMble TpakJaHaM IO JOMAalIHEMY ajpecy,
OTIPABISAIOTCS  4Yepe3 IOYTOBOE OTJEJIEHUE CBSI3M MPOCTBIMU  [OYTOBBIMHU
OTMPABJICHUSIMH WJIA 3aKa3HBIMU MUCbMaMH.

4.15. JIOKyMeHTBI, TiepenaBacMble MO KaHaaM (PaKCUMIJIBHON CBS3H,
PETHCTPUPYIOTCS B IOPSJKE, YCTAHOBJICHHOM ISl UCXOASIIMX JOKYMEHTOB.

4.16. OrmpaBnsieMble  (MCXOJANINE)  JOKYMEHTBHI, O(GOpPMIICHHBIE C

HapylieHueM TpeOoBaHuil WHCTpyKUMHM, K OTIpaBKe HE MPUHUMAIOTCS U



BO3BpAIlAlOTCA HCHOJHUTENAM Ha a0pa0oTky. KoppecnoHneHIMs HecaykeOHOro
XapakTepa, B TOM YKCJIE JIMYHAs KOPPECTIOHAEHIUS, K OTIPABKE HE TPUHUMAETCS.
4.17. Bu3oBble KONUU HCXOAAIIMX JOKYMEHTOB IOMENIAIOTCS B JENO B

COOTBETCTBHM C HOMEHKJIATYPOU JI€]1 TEPPUTOPUATIBHON KOMUCCHH.

5. Oco0eHHOCTH PadOTHI ¢ O0PALEHUSIMH I'PAKIAH.
Opra"nuzanus JUYHOT0 IpuemMa

5.1. Opraauzanuss paboTbl ¢ OOpalllEHUSIMH TPAKIAH OCYIIECTBISETCS
B COOTBETCTBUU C pazfenoM 2 MHCTpyKIMHU ¢ y4eTOM OCOOCHHOCTEH, yKa3aHHBIX B
JTAHHOM pasJielie.

5.2. TlucbmeHHBIC OOpaleHus rpaxaaH (Janee — oopaleHusl ), MOCTYTUBIINE
B TUK, peructpupyroTcsi ¢ MCIOJb30BAaHUEM >KypHajia OTIASIBLHO OT APYTHX BHJIOB
JIOKYMEHTOB HE TIO037HEee TpexX JHeH ¢ MoMeHTa mnoctyrmieHus. OOpaiieHus,
Kacarolnecs HapylmeHUu u30upaTeIbHBIX IpaB IpakJaH B MEPUOJ] MOATOTOBKU U
pPOBECHUSI BHIOOPOB M pedepeHIyMOB, PETUCTPUPYIOTCS B JCHb MOCTYIUICHUS B
TUK.

5.3. Ilpu BCKpHITUM KOHBEPTOB IPOBEPSETCS HAIUYHUE BCEX BIIOYKCHUM.
KonBepTt 00s3aTeI5HO COXpaHIETCS.

OOGparmenusi, cojaep)kallue B  agpecHONM dYacTH TMMOMETKYy  «JIuaHO»,
paccMaTpuBarOTCs B 00IIEM TMOPSJIKE B COOTBETCTBHUH ¢ MIHCTpYyKITUEH.

I[Ipu  peructpamuu  TOBTOPHBIX  OOpamieHW UM NPUCBAWBACTCS
OYEpPETHON PETUCTPALlMOHHBIN HOMED, B )KypHaJIe Aenaerca orMeTka «I[IoBTopHO».

Ecnu oOpaiiienre mocTynuio oT KOJJIEKTHUBA 3asBUTEINEH, TO TPHU PErUCTPalliU
B perucTpanuoHHoi popme ctaButcs oTMeTKa «KOoImekTuBHOEY.

5.4, PeructpalluOHHBIM IITaMII, COCTOSIIMN W3 TOPSAKOBOrO HOMeEpa
oOpamieHusi W JaThl PETUCTpAIlMH, CTABHUTCS, KaK NPABWIIO, HA TIEPBOM JIHCTE
oOparieHus B IpaBOM HIDKHEM YTITy WM Ha CBOOOTHOM OT TEKCTa MECTe.

Hymepanust mnoctynuBmnx oOpallleHHM  OCYIIECTBISIETCS B Mpeaenax

KaJICHAApHOI'O roaa.



5.5. 3apeructpupoBaHHbIE OOpaIllEHHs] pPacCMATPUBAIOTCS MpejceaaTeaeM
THUK, 3aTteM mociie mepeHeceHus yKa3aHUs IO MCIOJHEHUIO JTOKYMEHTa B KypHal
MEePEIAIOTCS UCTIOTHUTEIISIM.

5.6. OOpamenus, anpecoBanHble uiaeHam THUK, perucrpupyrorcs B
YCTAHOBJIICHHOM TOpsIAKE, AoKiIaabiBatoTcs mpencenarento THUK, 3arem mnocie
MEPEHECEHHS] YKa3aHHWsl N0 MCIOJHECHUIO JIOKYMEHTa B JKypHAI MEPedaroTCs
WCTIOJIHUTEIISIM.

OO6parieHust pacCMaTpUBAIOTCA B COOTBETCTBUU C YKa3aHUSAMU 10 UCTIOJIHCHHIO
nokyMmenta mpeacenarenss TUK B mopsake, yCTaHOBJIEHHOM 3aKOHOAATEIbLCTBOM
Poccuiickoit @enepannm.

5.7.  OOpartieHusi, coaepskalire BOMPOCHI, PEIICHUE KOTOPHIX HE OTHOCUTCS K
komriereHuun THUK, moknaneiBatorca npeacenarento THUK u 1o ero mopydeHuro B
TEUEHHE CEMU KaJICHIAPHBIX JIHEH CO [IHS PErucTpalluyd HaNpaBiISIOTCA C
CONPOBOAUTENBHBIM MHUCHbMOM 3a €T0 MOJINKHCHI0 B COOTBETCTBYIOIIMN OpraH WA
COOTBETCTBYIOILIEMY JIOJDKHOCTHOMY JIMIY, K KOMIIETEHIIMM KOTOPBIX OTHOCHUTCS
pElIeHre TOCTaBICHHBIX B OOpaIIeHHH BOMPOCOB, C YBEIOMJICHUEM 3asBUTENS O
nepeaapecanuu oopaiieHuid. B compoBouTEIPHOM MTUCEME OrOBapHUBAETCS MOPSIIOK
HaIlpaBJICHUs OTBETa aBTOPY oOpalneHus, a npu Heooxoaumoctu — u B TUK.

Ecnu pemenue mnocTaBleHHBIX B OOpalieHMH BOMPOCOB OTHOCHUTCS K
KOMIIETEHIIMM HECKOJIBKMX TOCYJApCTBEHHBIX OpPraHOB, OpPraHOB MECTHOTO
CaMOYIIpaBJICHUSI WJIM COOTBETCTBYIOIIMX OJDKHOCTHBIX JIMII, KOTHS OOpaleHus: B
TEUCHHE CEMHM KAJICHAAPHBIX JHEH CO [JHS PETUCTPAaldM HAIpaBISIETCS B
COOTBETCTBYIOIIME OPTraHbl WJIM COOTBETCTBYIOIIUM JOJKHOCTHBIM JIMLIAM.

5.8. 3ampemaercs HaIpaBJIsATh oOpatuieHue Ha paccMOTpeHue
B F'OCYJIapCTBEHHBIM OPraH, OpraH MECTHOI'O0 CaMOYNIPABICHUS WU JOJLDKHOCTHOMY
TUITYy, pelIeHne WK aercTBre (0e31eiicTBIe) KOTOPhIX 00KamyeTcs, 3a UCKIIIOUEHUEM
CIIy4yaeB, yKa3aHHbIX B 1.6 cT.75 ®enepanbHoro 3akoHa «O0 OCHOBHBIX T'apaHTHIIX
n30UpaTeNbHBIX TPAB U MpaBa Ha ydacTue B pedepeHayme rpaxkaan PDOy.

5.9. Ecam B COOTBETCTBMH C 3ampeToM, YKa3aHHBIM B Tojapasnuene 5.8
NHcTpykimy,  HEBO3MOXXHO ~ HampaBUTh  OOpalleHHe Ha  PacCMOTPEHHE

B FOCYI{&pCTBCHHbIﬁ oprad, oprad MECTHOIo CaMOVYIIPaBJICHHUA HJIM AOJDKHOCTHOMY



JUIly, B KOMIIETCHIIMIO KOTOPBIX BXOJHUT pPEIICHUE MOCTABJICHHBIX B OOpallleHUH
BOIIPOCOB, OOpalieHuEe BO3BPAIIACTCS 3asBUTEII0 C PA3bICHEHUEM €ro IpaBa
00’kaioBaTh COOTBETCTBYIOIIEE PEIICHNE UIIU JICUCTBUE B YCTAHOBIIEHHOM MOPSJIKE B
cyJe.

5.10. Oopamenus, nocrynuBmue B THK, paccmarpuBaioTcsi B CpOKH,
yCTaHOBJIEHHBIE nToApaszaenamu 8.5 u 8.6 MHcTpykuuu.

B nepuon moAroToBKM M MpOBEAEHUS BBHIOOPOB U pedepeHIyMOB CpPOKH
UCIIOJTHEHUSI OOpallleHUuH yCTaHABIMBAIOTCS B COOTBETCTBUU C 3aKOHOATEIHCTBOM
P®, Pb o BeIOOpax u pedepeHymax.

Ecnu HeoOxoaumo mpoasiuTh CPOK paCCMOTPEHUS OOpaIleHusl, UCTIOJTHUTEIb HE
MO3/THEE YeM 3a TPH JIHS JIO0 UCTCUCHMsI CpOKa MOJTOTOBKHM OTBETA MPEACTABISET Ha
ums npencenarens TUK moxmanaHyro 3amucky ¢ oObSCHEHHEM, IO KaKOW MPUUYWHE
HEBO3MOJKHO JIaTh OTBET B YCTAaHOBJICHHBIN CPOK. MakcuMaabHOE MPOJIJIEHUE CPOKa
paccMoTpeHus oopaiieHus: coctapiseT 30 KaleHIapHbIX THEH.

3asBUTEIIO HAMPABIISIETCS YBEAOMIICHHUE O MPOAJIEHUU CPOKA PACCMOTPEHUS €TI0
oOparreHus.

OOpaienus, Ha KOTOpbIE HAIOTCS MPOMEXKYTOUHBIE OTBETHI, C KOHTPOJIS HE
CHUMAIOTCHI.

5.11. B mepuon wu3bWparenbHOM KaMMaHWHW, KaMmIaHuu pedepermayma
MUCHhMEHHBIE OTBETHl HAa OOpAIlleHUs] O HAPYIIEHUU 3aKOHA JAIOTCA B MATUIHEBHBIN
CPOK, HO HE TO3/IHEE JTHSI, MPEIIECTBYIOIIETO THIO TOJIOCOBAHUS, a 10 OOPAIECHUSM,
MOCTYHUBIIKM B ICHb TOJIOCOBAHUS WIH B JI€Hb, CIEAYIONIUH 32 THEM T'OJIOCOBaHUS, -
HEMEJICHHO.

Eciu daxte, comepxamiuecs B oOpamieHusx, TpeOYIOT IOMOJTHUTEIBHOU
MIPOBEPKH, PEUICHUS IO HUM IPUHUMAIOTCS HE MO3/IHEE YEM B ACCATUIHEBHBIN CPOK.

Ecin  oOpamenne yka3plBaeT Ha HapylIeHHE 3aKOHA  KaHIHUJATOM,
n30upaTeNbHbIM  OOBEMHEHUEM, WHHUIIMATHBHOW TPYNION MO TMPOBEACHUIO
pedepeHayMa, 5TH KaHIUJAT, N30UpaTebHOe 00beIMHEHNEe, NHUIIMATUBHAS TPYIINa
1o TpoBeJcHHIO pedepeHaymMa WM ero (ee) YIMOJHOMOYCHHBIE MpPEeACTaBUTEIH
JOJIKHBI OBITh HE3aMEIJIMTEIbHO OMOBEIECHBI O MOCTYIUBIIEM OOpalIEHUU U BIIPABE

JaBaTh OOBSICHEHUS M0 CYILIECTBY OOpaIlCHHUS.



THUK BmnpaBe, B TOM 4YHCJIE B CBSI3M C MOCTYNUBIIUMH OOpAIICHUSIMU,
oOpamarbcsi ¢ MPEACTaBICHUSAMH O IPOBEACHUU COOTBETCTBYIOIIUX IPOBEPOK H
MPECEYEHNH HapYIICHUH 3akoHa B TMPABOOXPAHUTEIbHBIE OpPraHbl, OpraHbI
WCIIOJTHUTEIHLHON BIIAaCTH. YKa3aHHbIE OpPraHbl 00s3aHbI B MSTUAHEBHBIA CPOK, €CIIH
MpeCTaBIEHNUE TIOJIYUYEHO 3a MSATh U MEHee JHEH J10 JIHs TOJIOCOBaHUSI, - HE TI03/[HEe
JTHS1, TIPEIIECTBYIONIETO JIHIO TOJIOCOBAHMUS, & €CJIM B JICHb TOJIOCOBaHUS WIH B JICHB,
CIEAYIOMHI 3a JHEM TOJIOCOBAHUS, - HEMEIJIEHHO MPUHATH MEPHI MO MPECEUEHUIO
OTUX HApYUIEHUH W HE3aMeJIUTEIbHO NpPOMH(POPMUpPOBATH O pe3ysibTaTax
oOparuBiyrocst komuccuto. Ecnu pakTel, comepxaniuecs B IpeICTaBICHUH, TPEOYIOT
JIOTIOJIHUTENIbHOW TMPOBEPKHU, yKa3aHHbIE MEpbl NMPUHUMAIOTCS HE TO3JHEE 4YeM B
JIECATUIHEBHBIN CPOK.

5.12. OOpamenus, nocrynupmue B THUK BHe u3zbupaTenbHON KaMIaHUH,
paccMaTpuBarOTCs B CPOKH, YyCTaHOBJIEHHbIE DeniepaibHbIM 3aKOHOM OT 02.05.2006 Neo
59-®3 «O nopsike paccMOTpeHHs oOpaleHnii rpaxaan Poccuiickoit deaeparum.

Ecnu Heo6xoauMo npoaJIuTh CPOK pacCCMOTPEHUs 00paIieHus!, UCTIOTHUTEINb He
NO3/IHEE YEM 3a TPH JIHS JO UCTEUEHHsI CpOKa MOATOTOBKH OTBETA MPEACTABISET Ha
ums npeacenarens TUK noknamnyro 3amucky ¢ 0ObSICHEHHEM, MO KaKOW MpUYHHE
HEBO3MOKHO J1aTh OTBET B YCTAHOBJICHHBIN CPOK. MaKcUManabHOE MPOJJIEHUE CpOKa
paccMoTpeHus oOparieHus coctapiset 30 KaleHIapHbIX THEH.

3asBUTEIIO HAMPABIISIETCS YBEAOMIICHHUE O MPOAJIEHUU CPOKA PACCMOTPEHUS €TI0
oOparreHus.

OOpaienns, Ha KOTOpBIE JAIOTCS MPOMEXKYTOYHBIE OTBETHI, C KOHTPOJS HE
CHUMAIOTCHI.

5.13. B cayuae nmoctymienuss B TUK B ycTaHOBIEHHOM MOpSJIKE 3ampoca
rOCYJapCTBEHHOTO OpraHa, opraHa MECTHOI'O CaMOYIpPaBJIEHHUS WU JOJKHOCTHOIO
JUIIa, pacCCMATPUBAIOIINX OOpaIIeHHEe, TOKYMEHTHI U MaTepUaTbl, HEOOXOAUMBIC IS
paccMOTpeHus OOpallleHus, MPEACTaBIAIOTCS B TeUeHUE 15 KalleHaapHbIX THEH.

5.14.  OtBert Ha o0OpalieHue, B KOTOPOM HE YKa3aHbI (DaMuIINs 3asIBUTEIIS U €TO
MOYTOBBIA aJ[pec WU aJpec SJIEKTPOHHOM MOYTHI, MO KOTOPOMY JIOJKEH OBbITh
HaIpaBJIeH OTBET, He JaeTcs. Takoe oOpallleHue CUChIBAeTCs B JIEJI0 MpejiceiaTesieM

THUK. B ciyyae ecnu B 0OpallleHHMH COAEPKATCS CBEIEHUS O MOJTrOTaBIMBAEMOM,



COBEpIIa€MOM WJIM COBEPIICHHOM TIPECTYIUICHHMH, a TaKkKe O JHIE, €ro
MOATOTABIMBAIOIIEM, COBEPIIAONIEM MM COBEPIIUBIIEM, OOpaIeHUE M0 YKa3aHUIO
npeacenarens TUK moanexuT HanmpaBIeHUIO B TIPAaBOOXPAHUTEIbHBIC OPTaHBI.

Ecnmu Texer obOpamieHuss He MOAMACTCS MPOYTCHUIO, OTBET HA OOpalieHue He
JaeTcsi, W OHO  HE  TOMJCKHT  HAMNpaBJICHUIO  HAa  PacCMOTPEHHUC
B TOCY/IapCTBEHHBIH OpraH, OpraH MECTHOTO CaMOYIPABICHUS WIH JTOJDKHOCTHOMY
JIUITYy B COOTBETCTBUU C MX KOMIIETEHITUEH, O YEM B TCUCHHUE CEMU KaJICHAAPHBIX THEH
CO JTHS PETUCTpAIH 00paIeHUsI COOOIIAeTCs 3asBUTEII0, HAPABUBIIEMY OOpaIieHnue
(ecru ero (pamMmIIHS ¥ MOYTOBBIN apec MOAIAIOTCS IIPOYTCHHIO ).

Ecnu B oOpaiieHnn yka3aH ajapec 3JEKTPOHHOW TOYTHI, TO OTBET 3asBUTEIIO
MOXKET OBITh HANpaBJIEH IO JJICKTPOHHOUM IoYTe, B BHUJAC JJICKTPOHHOTO OOpasza
nokymenra B ¢popmare .pdf.

B citydae, ecii TEKCT MUCBMEHHOTO 0OpAICHUS HE TIO3BOJISICT ONPECIIUTh CYTh
NPEJIJIOKCHUS, 3asBJIICHHUS WJIM aJIOObI, OTBET Ha OoOpaIlllcHUEe HE JIaeTCs, ¥ OHO HE
MOJIJIC)KUT HANpPABIECHUWI0O Ha PACCMOTPEHHE B TOCYJAapCTBEHHBIM OpraH, opraH
MECTHOTO CAaMOYMPABJICHUS WU JIODKHOCTHOMY JIMILy B COOTBETCTBUU C HX
KOMIIETEHI[MEH, O YeM B TEUEHHUE CEeMH JHEH CO [HS pPEerucTpanuu oOparieHus
cooOIaercs rpaxxJaaHuHy, HalTpaBUBIIEMY oOpaleHue.

5.15. OOpamieHus, B  KOTOPBIX  COJAEp)KaTcs  HEIEH3ypHble  JHOO
OCKOpOUTENbHBIC  BBIPAKEHHUS, Yrpo3bl KU3HMU, 3J0POBBI0 U  UMYIIECTBY
JOJIKHOCTHOTO JIMIIA, & TAK)KE WICHOB €r0 CEMbH, OCTAIOTCS 0€3 OTBETA MO CYIIECTBY
MOCTABJICHHBIX B HEM BOIPOCOB, a 3asBUTEISAM COOOIIAETCS O HEAOMYyCTUMOCTU
3JI0yHOTPEOICHUS ITPABOM.

5.16. OOpamieHue, B KOTOPOM OOKaIIyeTCsl CyAeOHOE pelIcHuEe, B TCUCHUE
CEMHU KaJCHJApHBIX JHEW €O [JHA PETUCTpaIlMd BO3BPAIIACTCS 3asBUTEINIO,
HaIMpaBUBIIEMY OOpaleHue, C pa3bICHCHHEM TMOpsAaKa O00KaJoBaHUS TaHHOTO
Cy/ICOHOTO peIICHHUS.

5.17. Ecnu B oOpalieHW# COACPKUTCS BOMPOC, HA KOTOPBIN 3asBUTEIIO
HEOJHOKpaTHO (Z1Ba pa3a u 0oJiee) JaBaMCh MHUCHbMEHHbBIE OTBETHI MO CYIIECTBY B
CBS3M C paHEE HAMpaBICHHBIMH OOpAIICHUSIMH, W TPU STOM B OOpAIICHHH HE

IIPUBOAATCA HOBBIC IOBOJALI U O6CTO$IT€JIBCTBa, TO ICPCIIMCKA 110 JaHHOMY BOIIPOCY C



3asBUTEJIEM IIPEKPAIACTCS, O YEM €My HarpasiisieTcs yBenomiienue. [lpu stom B PK
oOpamieHust JenaeTcss 3amuch (OTMETKAa) O TOM, 4YTO MEpernucKa ¢ YKa3aHHbIM
3aBUTEJIEM CUMTAETCS 3aBEPILICHHOM.

Ecnu ot 3asBuTens, ¢ KOTOpbIM Iepenucka ObUla MpeKpalieHa, MOCTYMaeT
ouepesHOe O0pallleHHe 0 TOMY K€ BOMPOCY, TO MUCbMEHHBII OTBET Ha HErO MOXKET
HE J1aBaThCs, a CaMO OOpallleHrEe HAIIpaBJIsIeTCs B AEIO.

5.18. OOpamenusi, nocrynuBmue Ha oduuuansHeiii cadt TUK B cetn
WuTepHeT, perucTpupyrorcss ¢ HCHOJIb30BAHUEM pPETUCTPAIMOHHBIX (opM U
paccMaTpHUBalOTCS B YCTaHOBJIEHHOM Tmopsjke. OTBETbl Ha Takue OOpalleHHs
HAIPABJISIOTCS MO TOYTOBBIM MJIM 3JIEKTPOHHBIM aJipecaM, YKa3aHHbIM B OOpallleHUsIX.

dopma mpenocTaBieHUs HHPOPMALMKU OMNpENeseTcss aBTOpoM 3arpoca. B
cllydae eciii MpeaocTaBlieHre WH(popManuu B 3ampaimBaeMoil popme HEBO3MOXKHO,
OHa MpeJ0CTaBIsAeTCA B TOM (hopMe, B KAKOW UMeeTCs B MU30MPaTEIbHOM KOMUCCHH.

B cnywae ecnu 3ampammBaemasi MHGoOpMalus OMyOJMKOBaHAa B CPEACTBaX
MaccoBoi nHbopmMaruu 1100 pa3MeleHa B ceti HTepHeT, n3dupareabHas KOMUCCHUS
B OTBETE HA 3alpOC MOXKET OrPAHUYMUTBHCS YKa3aHUEM Ha3BaHMs, JAThl BbIXOJAa U
HOMeEpa Cpe/ICTBa MAacCOBOM MH(OpMAIH, B KOTOPOM OITyOJIMKOBaHA 3alpalirBaeMas
uHbOpMaIHs.

5.19. Opranuzanus JMIHOTO IIpHUeMa.

5.19.1 JInuHblii TpueM BeAETCA IpejcenaresieM (3aMeCTUTENEeM IpeceaaTens,
cekperapeM, uneHamu) THWUK mno npenBaputenpbHOW 3amucu 10  rpaduky,
yTBepxkaaeMomy npencenarenem THUK.

3anuch Ha MPUEM MOXKET OCYILECTBIATHCS MO Tesle(OoHY M MO MUCHbMEHHOMY
3asIBJICHUIO, [IOJJAHHOMY B YCTAaHOBJICHHOM ITOPSAKE.

[lo nHambomnee CIOXHBIM BOMpOCAaM, MOAJEKAIUM PACCMOTPEHUIO B XOJ€
JUYHOTO MpHEMa, MOTYT TMPEIBAPUTEILHO MPUHUMATHCS TMOSCHEHUS Kak B
IIMCBMEHHOM, TaK U B DJIEKTPOHHOM BUJIE.

HNudopmarus o mopsake npuemMa pasmeniaeTcs Ha cailte uin nH()OpMalnOHHOM
crenne THUK.

5.19.2 Ilpm nmyHOM TpUEeME  3asBUTENb  NPEABABISET  JOKYMEHT,

YIAOCTOBEPAIOIINN €r0 JIMYHOCTb.



Benenve nMYHOTO mpHEeMa MOXKET COINPOBOXKIATbCA ayauo- U (Win)
BHJICO3aIIMCHIO, O YEM 3asBUTENb YBEAOMIIAETCS 0 HaYayla Npuema.

5.19.3 B xone npuema BeAETCA KypHal y4eTa, B KOTOPBIM BHOCSATCS TAHHBIE O
3asiBUTEINIE, KPaTKOE cojiepKaHue oOpalleHus], pe3yJbTaT ero pacCMOTPEHUS, a TaKkKe
JOJKHOCTD U (paMuIIusl IMUa, TPOBOASIIETO IPUEM.

Ecnu u3noxeHHpie B yCTHOM oOpalieHuH (PakThl HE TPEOYIOT T0NOJHUTEIBHOM
MIPOBEPKH, OTBET Ha OOPAILEHUE C COTJIACHS 3asIBUTENSI MOKET ObITh JaH YCTHO B X0OJI€
JUYHOTO TIpHeMa, O YEM JIeJIaeTCs 3aluch B xKypHaie yueTa. [1o mpocbOe 3asBuTens,
U3JI0’)KEHHOM B XOJi€ MpHeMa, JaHHbIA eMy OTBET MOKET ObITh HaIlpaBJieH 3asiBUTEIIO
B MMUCbMEHHOMU (popme ¢ coOIII0IeHHeM CPOKOB, yCTaHOBIIEHHbIX MHCcTpykumeit. Ecou
U3JI0’)KEHHBIE B YCTHOM OOpamieHuu (PakTbl TpeOYIOT AOMOJHUTENBbHON MPOBEPKH,
3asiBUTENIb B XOJE€ TNpueMa HHPOPMHUPYETCS O TOM, YTO NMHUCHMEHHBIM OTBET Ha
oOparieHue Oy/eT eMy HalpaBJIeH B YCTAHOBICHHOM IOPSIIKE.

Ecnu B ycTHOM 00palnieHuu cofepkarcs BOMPOCHI, pEIIEHUE KOTOPBIX HE BXOIUT
B KOMIIETEHIIMIO N30MPATEIbHON KOMUCCHUH, 3asIBUTEIIO JACTCSI pa3bsiCHEHUE O TOM,
KyJla ¥ B KAKOM TOPSAKE eMY CJIeyeT OOpaTUThCS.

B xone nuuyHOro mpuema 3asBUTENI0 MOKET OBITH OTKAa3aHO B JlajbHeHIIeM
paccMOTpeHHH oOpallleHusi, €clii €My paHee OblI JaH OTBET IO CYIIECTBY
IIOCTaBJICHHBIX B 00OpaIleHNH BOIPOCOB.

B ciyuae rpy6oro, arpecCUBHOIO IOBEIEHUS 3asiBUTEINII MPUEM MOXKET OBITh
npekpamied. [Ipy HeoOXOAMMOCTH MOXKET ObITh BBI3BAH COTPYAHUK OXpaHbl WIH
IPaBOOXPAHUTEIbHBIX OpraHoB. HpopMalus 0 MOBEJCHUH 3asBUTEIS OTPaXKaeTcs B
KypHaje yJera.

5.19.4 TlepenanHple Ha TpUEME 3asBUTCISMH OOPAIICHHUS PETUCTPUPYIOTCS
C HCIOJB30BAaHUEM PETUCTPALMOHHBIX (OPM M pPAcCMaTpPUBAIOTCS B TOPSJIKE,

YCTAaHOBJICHHOM HACTOAIIHWM Pa3acIOM.

6. IloaroroBka, o¢opMjieHHUE, BHIMYCK, YU€T JOKYMEHTOB,
paccMaTpuBaeMbIX Ha 3aceIaHUAX TEPPUTOPHAIBLHON KOMHUCCHH

6.1. dopmupoBaHme npoekTa moBecTkH AHs 3acemanus TUK.



6.1.1. Tlpoekt nmoBectku nusa 3acenanus THUK gopmupyercsa npencenarenem
(mpunoxenue Ne 19 «O6pazenr ohopmiieHus: mpoekTa nmoBecTku AHs 3aceqanust TUK»)
TEPPUTOPUAIIBHOM KOMHCCUM B CpPOKH, yCTaHOBJIEeHHble periaameHtoM THK, nHa
ocHoBaHMU MaHOB paboTel u pemenuit TUK, nopyuenuii npeacepatens TUK,
MOCTYIUBIIUX JOKYMEHTOB.

6.1.2. Ynenst TUK BnpaBe npemyiokuTh BHECTH B IPOEKT MOBECTKH HS
3aceaHus BOIPOCHI, HE TPEAYCMOTPEHHbIE TIaHaMu pa0oThl U peteHusmu TUK, pu
YCJIOBUM HAJIM4MS MOATOTOBJIEHHBIX 110 3TOMY BOIIPOCY TOKYMEHTOB.

JlaHHBIE BOIPOCHI BKJIFOYAIOTCS B MPOEKT NMOBECTKU AHA 3acenanus TUK mpu
nuckMeHHOM oOpaienuun wieHa TUK, mo nHunmaTiBe KOTOPOTO BOMPOC BHIHOCUTCS
Ha 3acenanue, Ha umia npencenarens THUK, B KOTOpoM yka3bIBaeTCs Ha3BaHUE
BOIIPOCA, JOKIAAYMK M JaTa MEpeladyd COrJaCOBAHHOIO IIPOEKTa PpELICHHUS U
MarepualioB Kk Hemy cekperapro THUK.

6.1.3. CornacoBannslii ¢ npenacenatenem THUK u moanucanHblil cekpeTapem
THUK npoext noBectku nHs 3acemanus THUK tupaxupyercs s pacChbUIKA YJIE€HAM
THUK.

6.1.4. Unenam TUK c mpaBom pemaroriero rosoca, uieHam THUK ¢ mpaBom
COBEILATENBLHOIO I'0JI0Ca U MPEICTABUTEIISIM MOJIUTHUYECKUX APTUH MTPOEKT ITOBECTKHU
nus 3acenanuss THK mokeT OBITH pa3ociaH Ha YKa3aHHBIE MMM JJICKTPOHHBIC
IIOYTOBBIE ajpeca B cetu MHTepHeT.

IIpoextr moBectku nHsA 3acemanuss THUK wmoker ObITh pa3menieH Ha
odpunmansaoM caiite THUK.

6.2. [logroroBka IOKYMEHTOB IO BONpOCAM, BKJIIOUEHHBIM B MPOEKT
noBecTku AHs 3acenanus THUK.

6.2.1. JIoKyMeHTHI 1O BONpOCAaM, BKIFOYCHHBIM B TMPOEKT IMOBECTKU JHS
3acemanuss  TUK, rotoBsatcs wunenamum THK, 3a KoTOppIMEH 3aKperuieHBbI
COOTBETCTBYIOIIIME HANPABJICHHUS AEATEIBHOCTH,

6.2.2. IlpencraBnsgemble K PAaCCMOTPEHUIO JOKYMEHTHI JOJKHBI BKJIHOYAaTh
O3arJIaBJICHHBI TPOEKT pEHICHUsT C MPUOOIICHHBIMU K HEMY MNOJJIUHHUKAMU

JOKYMCHTOB, INOCIIYKMBIIUX OCHOBAHUCM IJIA PAaCCMOTPCHHA BOIIPOCA HA 3aCCAaHHNHA



THUK, n1ubo mpoekT muchbMa, MojjiexkaIiero coriiacopanuto Ha 3acepanuu TUK, npu
HEOOXOJUMOCTHU — MOSICHUTENIBbHYIO 3alUCKY [0 pacCMaTpUBaeMOMY BOMPOCY.

6.2.3. TlpoekThl JOKYMEHTOB (BKJIIOYasi TPWIOXKEHMS) [Js BU3UPOBAHUS
JOJKHBI MPEJICTABIATHCA B CPOKH, yCTaHOBIEHHbIe mpencenareneMm TUK. Bussl
MIPOCTABJISIOTCS B KOHIIE TEKCTa MPOEKTa pelieHus: Jubo Ha OOOPOTHOW CTOPOHE
MOCJIETHETO JIUCTA MPOEKTa JOKYMEHTA (BKJItOUas MPUIIOKEHUS ).

6.2.4. Vcnonuurenb oOecneUMBaeT KOMIUIEKTHOCTh BCEX JOKYMEHTOB,
0003HaYEHHBIX KaK B MPOEKTE PEIICHUS, TaK U B IPUIOKEHUIX K HEMY.

6.2.5. Ilanku ¢ 1oKymMeHTaMu, NOAJIEKAIIUMHI PAaCCMOTPEHHIO HA 3aCEeIaHNH,
KOMIUIEKTYIOTCS B COOTBETCTBHHM C MPOEKTOM ToBecTku aHs 3acenanus TUK u
paspatorcs wieHam THUK B cpok, ycranosienHbid pernamentom THK.

Ecim unen TUK HaxomuTtcst B OTIyCKe, KOMaHIUPOBKE WJIU OTCYTCTBYET IO
OoJie3HHU, TpeaHA3HA4YCHHAs JJIg HEro IMankKa ¢ JOKYMEHTaMH OCTaeTCsl JI0 €ro
BO3BPAIIICHUS] Y OTBETCTBEHHOTO 3a IMOJITOTOBKY 3aCE/IaHMsl.

Unenam THUK ¢ 1npaBoM coOBemaTeNbHOrO roj0Ca, MPEACTABUTEISAM
NOJINTUYECKUX TMAPTUM MaTepuagbl MOTYT IEpeaBaThCcsl HA YKa3aHHbIE HMH
ANIEKTPOHHBIE MOUYTOBBIE aJpeca B ceTH MHTEpHET M mepea HavyaloM 3acelaHusd, a
JUIaM, TPUTJAalIEHHBIM Ha 3acelaHue, MaTepuajibl IO BONPOCY, HA KOTOPBIA OHH
IpUTJIALEHbI, IEPEAAIOTCS MEPE] HAYaJIOM 3aceaHusl.

6.2.6. Ilepen  HawajgoMm  3acegaHusi  OCYIICCTBISICTCS  PETHCTPAIIMS
IPUTJIAIIEHHBIX HA 3aCEJaHue JIUI], CIIUCOK KOTOPBIX MPEACTABIISIETCS MPEACEAATEINIO U
cekperapro THUK.

6.2.7. Ha 3acemanuum TeppUTOPUATHLHON KOMHCCHHM BEIETCS MPOTOKONI H
MOXET MPOU3BOJIUTHCS ayAu03annch (BUIe03anuck). B ciaydae npous3BoACTBa ayuo-
nmu (Bugeo) 3amucu wieHnsl TUK u npurnameHHsle yBeAOMISIOTCS 00 3TOM [0
OOBSIBIICHUS TIOBECTKH JTHS 3aCETaHMS.

Ayauno3anucs (BUA€03anuch), ocymectpisiercs cekperapeMm TUK nubo oguum u3
yieHoB THUK ¢ mpaBoMm pemiaromero rojoca, IMPUBICYCHHBIM CIICLAAIUCTOM IO
pemenuto TUK, ykazanuto npeacenarens TUK.

IIpu neoOxoaumoctn mno pemenuto TUK, ykazanuro npeacenarens TUK

MPOU3BOAUTCS paciinpoBka ayano3anucu (Buaco3anucu) zaceaanus TUK



Aynuozanuces (Buaeoszanuck) 3aceganuii TUK u uHBIX MeponpusTHil mocie
oopmieHus pacuinppOBKHU 3alIUCH Ha OYMa)KHOM HOCUTEIE XPaHATCS IO MUHOBAaHUU
HaJ00HOCTH, MO0 HE paHee YeM 4epe3 TPUALATh AHEH, CTUPAIOTCS.

6.3. Bbimyck JoKyMeHTOB, paccMOTpeHHbIX Ha 3aceaanun TUK.

6.3.1. JlokymeHTbl, paccMoTpeHHble Ha 3acenanun TUK, B ciayuae, eciu B
XOJZIe 3acellaHds BHOCUJIUCh HW3MEHEHMsI, JIOJDKHBI ObITh J0paboTaHbl, a 3aTeM
MOJNKCAHBI, 3aPETUCTPUPOBAHBI U PA30CIIAHBI.

6.3.2. Cpox n0pabOTKu JOKYMEHTOB HE JOJKEH IMPEBBIMIATh TPEX padoumx
JHEH moclie JTHS 3acelaHusl, €CJIM MHOM CPOK He omnpenelnieH (eaepalbHbIM 3aKOHOM U
(wm) 3akoHoM PB, pernamentom TUK unu He OrOBOpeH Ha 3ace/laHUM.

6.3.3. Ilpu gopaboTke [JOKYMEHTAa WCIIOJHHUTEIb BHOCUT B  TEKCT
COIUIACOBAHHBIEC B X0J€ 3acenanus nusMeHenus. B ciydyae npunatus THUK pemenus o
HEOOXOJIMMOCTH KOHTPOJISI 3a BBIIIOJIHEHHUEM pPEHICHUS €ro TEKCT JOTMOIHIETCS
NYHKTOM, B KOTOPOM Ha3HA4arOTCs JIMIa, OTBETCTBEHHbIC 32 WCIOJHEHUE, WU
ONPENIEIAETCS CPOK UCIIOITHEHUSI.

6.3.4. Ilpu HEOOXOAMMOCTH, B CITydyae BHECEHHS B JOKYMEHT COTJIACOBAHHBIX
Ha 3acelaHuu U3MEHEHUH, OH BU3upyeTcs y wieHoB THUK, BHecmnX B Xxo0/ie 3aceqaHus
COOTBETCTBYIOIIUE MPEITIOKEHUS.

Busbl pocTaBisiioTesi Ha 00OPOTHOM CTOPOHE MOCIEIHETO JUCTa JOKYMEHTa
(peuieHust, TPUIOKECHUA).

6.3.5. Ecaum Bompochl, coxepxkamuecs B pemenun THUK, kacarorcs
NEATENbHOCTH OJHOM WJIM HECKOJIBKMX CTOPOHHHUX OpraHu3alui, K JOKYMEHTY
IIPWJIAraeTcsi JINCT COIJIaCOBAaHMs, B KOTOPOM YyKa3bIBa€TCsd HAUMEHOBaHUE
OpraHU3alluy, JOJKHOCTh, HHUIMAIBl U (paMIIUs JOJKHOCTHOTO JIMIA, C KOTOPBIM
3TOT JOKYMEHT COIJIACOBAH, U CTABUTCS €ro JUYHASI MOJIHUCH.

CornacoBanue MoxeT 0popMIISITECA Ha nocieanemM ucte pemenus THUK.

6.3.6. K odopmieHHOMY 1151 TOATHCAHNS PEIICHHUIO NCTIOJTHUTEIb MPUJIaraet
CIIUCOK JOJKHOCTHBIX JUI (OpraHu3aiuii), KoTopeiM Hamnpasisierca pemeHue TUK

(mpmnoxenue Ne 9).



B cnucok BKIIIOUYaroOTCs JMIa, KOTOphle OyAyT 3a/IeMCTBOBAaHbI B pealiu3alluu
MPUHATOTO TOKYMEHTA WU JOJKHBI ObITh MPOMH(OPMUPOBAHBI O €0 COACPKaHUH U
KOTOPBIM 3TOT JOKYMEHT JIOJKEH ObITh pa30CiiaH.

Coucok  pacchUIKM  JIOKYMEHTOB  NOJAIKUCHIBAETCA  HUCHOJHUTEIEM U
yTBepxkaaercsa npeacenarenem TUK.

6.3.7.  Pemenue nognuceiBaeTcs npenacenarenem u cekperapem THUK.

Ecmn Ha 3acemanum THUK npencenarenbcTBOBAN 3aMECTHUTENb NPEACEAATENS
THUK, cekperapp TUK wunu oaun n3 unenoB THK ¢ mpaBoMm pemaromiero rosuoca, a
Takxke eciau nosHomouusi cekperaps THUK ocymectsisin oaqun u3 unenoB THUK ¢
IPaBOM PEIIAIONIEro rojioca, TO MOAMUCH B MPOTOKOJIE, HA PEIICHUH O(POPMIIIIOTCS
CJIEIYIOIIM 00pa3oM:

«3amectutens npeacenarenss THUK» — B ciaydae BpPEMEHHOIO OTCYTCTBUS
npencenarens THUK;

«Hcnonusiromuii o0s3anHocTH mipeacenarenss TUK» — B ciyuae BpeMeHHOTO
orcyrcTBus 3amectutena npexacenarens TUK npum namuumm pemenus THUK o
Bo3NIOkeHnU Ha cekpeTtaps TUK nmubo ogHoro us unenoB THUK ¢ mpaBoM permiaroiiero
rosioca nojsiHomounu npeacenarens THUK;

«Hcnonusromuii - o0s3aHHOCTH  cekpetaps THUK» — B cioydyae Hamuuus
pacrniopsikenus npeacenatens TUK wiam ucnosHsonero 00s3aHHOCTH TIPece aTeNs
THUK o Boznoxennu Ha omgHoro m3 wieHoB THUK ¢ mpaBom pemraromero rosioca
nostHoMounii cexkperaps THUK nu6o npu Hanwmuum pemenns TUK o Boznoxenun Ha
onnoro u3 wieHoB THUK ¢ npaBoMm pemraromero ronoca nonHomouuns cexkperaps THUK.

6.3.8. Ilocme moamucaHWs pEIICHUS PETUCTPUPYIOTCS TMpeaceaaTeaeM
(cekperapem) THK. Ha pgokyMeHTax W CHOUCKaX pacChUIKM MPOCTABISAETCS
PETUCTPALIMOHHBIA HOMED.

6.3.9.  Pemenus HyMepyrOTCS B XPOHOJOTUYECKOW MOCIEIOBATEIHPHOCTA B
npenenax cpoka nonHomounii TUK. Homep pemienus cocTouT u3 HoMepa nmpoToKoJia
3acelaHisl W TOPSAKOBOrO HOMEpa pPEUICHHMs, PA3JeICHHBIX KOCOW YEepTOM H
OT/ACICHHON OT HUX AeducoM mudpbl, 0003HAYAIONICH MOPSIKOBBI HOMEP COCTaBa
n30upaTeNbHON KoMuccuu (Hampumep: 1/8-5)

6.3.10. VYkazaHHbIC BBIIIC PEKBU3UTHI BHOCSATCS B PETHCTPAIIMOHHYIO (hOPMY.



6.3.11. PazpemieHue Ha TUPaAXUPOBAHHUE JIOKYMEHTOB B HEOOXOIUMOM
konmyecTse naet npeacenarens TUK. JloKkyMEHTBI THPaXKUPYIOTCS OTBETCTBEHHBIM 32
IIOATOTOBKY 3ac€laHus B COOTBETCTBHUU CO CIMCKOM PACCBUIKM, Ha KAKJIOM KOIHUH
JOKYMEHTA MPOCTABISIETCS IIeyaTh, yAocToBepstomas noanucu npeacenarens TUK n
cekpetapst TUK (6e3 BocipousBeieHHs OANUCEN).

6.3.12. Komnus pemenus TUK nanpaBnseTcs rpakJiaHiHy B ciiy4ae, €Cliu ero
oOpamennie B TUK mnocnyxuio ocHoBaHMEM [IJIi PacCMOTpPEHHUs BOIpoca Ha
3acemannn TUK.

6.4. Odopmnenue npotokosa 3acenanust THUK.

6.4.1. Ilporoxon 3acenanus THUK odopmisiercs Ha Onanke (mpusoxeHue Ne
4) B cpok, yctaHoBIeHHbIH periamenToMm TUK.

6.4.2. Ilporokon 3acenanvs MOXeT O(QOPMIISITHCS B TMOJHOW WM KPAaTKOM
dbopwme.

6.4.3. Texct mpotokoina 3acenanusi TUK cocTout u3 aByX 4acteil — BBOJHOU
Y OCHOBHOW.

6.4.4. B BBOAHOI YacTU MPOTOKOJIa YKa3bIBAIOTCA (DaMMIIUA U MHUIIHAIIBI
npeaceaarenss TUK (mpeacenaTenbCTBYIOIIETO), a TakKe IPUCYTCTBYIOIIMX
3amecturens npexacenarens THUK, cekperaps THUK u wienoB THUK, B Tom yucie c
IIPaBOM COBEIIATEIBHOTO TOJIOCA U JIUII, IPUTJIAIICHHBIX HA 3ace/laHne, B ali(haBUTHOM
HOPSJIKE.

Homyckaercs odopmiieHHEe TMPUCYTCTBYIOMIMX OTAEIBHBIM  CIHCKOM C
yKa3aHWEM WHUIMANIOB, GaMuinii u 1oipkHocTed. CMCOK MpuUilaraeTcs K NpOTOKOIY
3aceaHusl.

6.4.5. TloBecTka AHS BKIIIOYAETCS B BBOAHYIO YacTh MPOTOKoJa. OHA COCTOUT
U3  TEepeyHCIeHUs  BOMPOCOB, KOTOpbIE  OOCYXKJalTcd HA  3acelaHuu
U 3aKperuisieT IMOCIeI0BaTeIbHOCTh UX OOCYXKIeHHs U (aMWINK JOKIATUYUKOB
(BBICTYMAIOUIUX ).

Kaxxplii BOIpOoC TOBECTKH JHS 3acelaHusl HyMepyeTcs apaOCckoi mudpoi, ero
HauMeHoBaHue (opmynupyroT ¢ mnpemiora «O» wim «O6». [lo kaxaomMy MyHKTY
yKa3bIBaeTCs JAOKIAIUUMK M (opMa NpeAcTaBICHUs Bompoca (IOKIad, OTYET,

coobiienue, nHhGopMarus).



6.4.6. OcHOBHasi 4yacTh MPOTOKOJIA 3aCENAHUS COJAEPKUT CTOJIBKO Pa3/elioB,
CKOJIBKO IYHKTOB BKJIIOYEHO B IIOBECTKY IHsS. B COOTBETCTBUM C HEW pa3aessl
HYMEPYIOTCS.

Kaxnpiii paznen coctout u3 tpex yacreit: «CJIYIITAJINy, « BBICTYIINIIN,
«PEHINJIN», koTOphIE MeYaTatoTCs OT TPAHUIIbI JIEBOTO MOJISI MPOMUCHBIMU OYKBaMHU.

B vactn «CJIIYIIAJIN» KpaTKO M37araeTcs TEKCT BBICTYIUIEHUS JOKJIATIUKA.
Wunupanel w  daMuiaus  JOKJIAQTYMKa  IT€4aTalTcss ¢ KpPacHOM  CTPOKHU
B MMEHUTEIBHOM TMaJeke. 3aluch JOKJIaJa W3JIaraercss OT TPEThEro JIMIa
€AMHCTBEHHOTO YHCIIa U OTAENSIETCS OT (PaMUIIUU TUPE.

Ecam TekcT poknama mpuiiaraercst K MPOTOKOJY, TO MCHOJIB3YETCS CChLIKA
«Texcr noknaga mpuaraercs».

B wyactu «BBICTYIIMJIN» mnepedncinsatoTcs BBICTYNAOIMIME W aBTOPbI
BOMpocoB. Muummans u ¢paMuaus BeICTYNAIONIETO MeYaTalTCs ¢ KPaCHOM CTPOKU B
UMEHHUTEIIBHOM  majexke. Kparkas  3amuch  BBICTYIUIEHHMS 1O CYLIECTBY
paccMaTpUBaeMOro BOIpoca (MO pelIeHUI0 IPeIceaaTebCTBYIOMEr0) U3araeTcs OT
TPETHETO JIMLA €AUHCTBEHHOI'O YUCJIA.

Ecnu TexceT BBICTYIUIEHHS MPUIaraeTcst K MpOTOKOJY, TO UCIOJIB3YETCS CChLIKA
«TekcT BBICTYIUICHUS MIPUIIAraeTcs».

B uwactu «PEILMNJIN» oTpakaeTcsi MPUHATOE PEIICHUE IO 00CYXKIaeMOMY
BOIIPOCY.

Cognepxanue 0coOOTO MHEHHUS, BBICKA3aHHOTO BO BpeMsi OOCYXKICHHS,
3aIIMCBIBACTCA B TEKCT€ IIPOTOKOJA II0CIE COOTBETCTBYIOUIETO PELICHUS WIH
oopmiiieTcss Ha OTIEIBHOM JIUCTE W IOMELIAETCS] TOCJE€ COOTBETCTBYIOIIETO
peLeHus.

6.4.7. Ilporokon 3acemaHusi MOJIMUCHIBACTCS IMPEACENATEIILCTBOBABIINM Ha
3acemannu u cekperapem TUK (wimm wienom TUK, ucnonHsSBIIEM 0053aHHOCTH
cekperaps TUK).

6.4.8. Ilocne moamucaHusi MPOTOKOJIBI PETUCTPUPYIOTCA C HCIOIB30BAaHUEM
peructpaniioHHbIX (popm. TIpoTOoKOIBI 3aceqaHnii HyMEPYIOTCS B XPOHOJIOTHYECKOM

MOCJIEIOBATENLHOCTH B Ipeaenax cpoka noimHomounii TUK.



6.4.9. IIportoxounsl 3acenanuii TUK, npuobiieHHble K HUM PELIEHUs BMECTE C
MaTepualaMH, MOCIY>KUBIIMMH OCHOBAaHUEM JJI UX MPUHATHSA, OCOOBIMH MHEHUSIMHU
yieHoB THUK xpanstcs y nmpencenarens (cekperapst UM IPakJaHCKOrO CIIYXKallero,
OTBETCTBEHHOro 3a BeaeHue aenonpousBoactsa) TUK, a 3arem, odopmiieHHBIE B

COOTBETCTBHHU ¢ TpeOoBaHUIMHU MHCTpyKLIMH, TepeaatoTcsi B apXUB.

7. OdopmiieHHe NPOTOKOJIOB 3acenanuii padoyux rpynn TUK

7.1. Ilporokonsl 3aceganuii pabouux rpynn THUK odopmisitoTes cekperapem
paboueit rpynmsl (npusioxeHue Ne 20 «O6paszenr ohopmiieHUsT TPOTOKOJA 3aCETIaHUS
paboueil Tpymnmb»)

7.2. Tlporokon 3acenanus pabodeil TPyNMbl MOAIMUCHIBACTCS MpeaAceaaTesieM U
CeKpeTapeM 3aceaHusl.

7.3. IIpoTokosbl 3acenanuii pabodeil rpyImnbl HyMepyITCsl B XPOHOJIOTUYECKON
MOCJIEIOBATENIBHOCTU B TMpejenax KaleHIapHOro roja, JM0o Cpoka JesTeIbHOCTU
paboueit rpynmsl (Hanmpumep, mpoTokoa NeS ot 21 HosOps 2020 rona).

7.4. TIpoTtokonbl 3acenaHuii W pelieHuss padodeil Tpynmbl BKIIOYAIOTCS B
HOMEHKJIATYPY JIe] N30UpaTebHON KOMUCCHUH.

7.5. B cnywae paccmotpenuss Bompoca Ha 3aceganun THUK mominHHBIE
AK3EMIUISIPHI TPOTOKOJIOB U pelieHui pabodeil rpymbl IPHOOIIAtOTCs K JOKYMEHTaM

3acelaHus, a B Jeja pabodeil rpymibl MOMEMAI0TCS KOTMH YKa3aHHBIX JJOKYMEHTOB.

8. KOHTpPOJIb UCIIOJIHEHHSI JOKYMEHTOB M NOPYYEeHHU H

8.1. KoHTpoito UCTIOTHEHUS TOIIeXKAT:

MIOPYYEHHUS, COAEPHKAIIUECS B IMOCTAHOBICHUSIX W Apyrux aokymeHrtax LMK
Poccun, [IUK PBb, B pemenusix TUK;

nopydenus, coaepxamuecs B pemienusx THUK;

NUCbMEHHBIE TOPYYEHHs] Mpencenarens (3amMecTuTelss  MpeacenaTens,
cekperaps) TUK;

BXO/SIIME JOKYMEHTBI, B TOM YHCJ€ NHUCbMEHHBIC OOpaIleHUus] Tpa)kaaH,

YKa3aHHBIC B Hepequ MNOMJICKAIINX KOHTPOJJIO AOKYMCHTOB C YKAa3aHHCM CPOKOB



ucnonHenus (mpuioxxkenre Ne 10), B COOTBETCTBUM € yKa3aHUSMH IO UCIIOTHEHUIO
JOKYMEHTa npejceaaresns (3aMmecTurens npeacenarens, cekperapsa) THUK;

UCXOJSIIINE TOKYMEHTHI, TPEOYIOIINE OTBETA;

NOpy4YeHUs, coaepkamuecs B mnpoTtokonax 3acemanuii TUK u pemenusx
paboyux rpym;

IIJIAHBI MEPOIIPUATHH.

8.2. KoHTposb HCHOJHEHUS IOKYMEHTOB, YKa3aHHBIX B mnozpaszzaene 8.1
WNHcTpyKIuu (3a UCKIIIOUEHUEM UCXOSIINX JTOKYMEHTOB), MO CYIIECTBY 3aTPOHYTHIX
B HUX BOIIPOCOB OCYIIECTBIISIET npezceaaresns (cekperaps) TUK.

8.3. KoHTponb HCHONHEHHS HMCXOASMIMX JOKYMEHTOB, B TOM YHCIE 3a
CBOEBPEMEHHOCTBIO TOJIydeHUs1 OTBeTOB Ha 3ampockl TUK, ocymecTBiastoT
pabOTHUKH, OTBETCTBEHHBIE 32 MOATOTOBKY JaHHBIX JIOKYMEHTOB.

8.4. Cpoku HCHONHEHUS TOpyYeHHH, coaepxamuxca B pemenusx THUK,
pactiopsikeHusax npencenarens THUK, NHCbMEHHBIX NOPYYEHUH TIpeaceaaTelis
(3amectuTens npeacenatens, cekperapsi) TUK onpenenstoTcst STUMH TOKYMEHTaMHU.

8.5. JlokyMeHT moAJie:KUT UCTIOJIHEHHIO B TeueHue 30 KalleHJapHbIX JHEH co
JIHsl €r0 PEerucTpaluy, 3a UCKIFOYEHUEM CIIy4aeB, PEAYCMOTPEHHBIX MOAPa3aEIOM
8.6 HacTosIIero pas3ena.

Ecnm mocnmennuii neHb WCIOMHEHUS TOKYMEHTA TMPUXOJIUTCS Ha Hepabouumit
JI€Hb, TO OH MOJICKUT UCIIOJIHEHUIO B TIPEANIECTBYIONIUI eMy pabounii 1eHb.

JoxyMeHThI ¢ momeTkaMu «HezamennurensHo», «BecekMa cpouno», «CpodHOo»
UCIIONHSIOTCS. B TPEXIAHEBHBIA CPOK, TOKYMEHTBI C MOMETKON «OrnepaTuBHO» — B
NECATUIHEBHBIN CpoK. CpOK UCTIOIHEHHS UCUUCISAETCA B KaJIEHIaPHBIX THSIX OT JaThI
MOAMMUCAHMS YKa3aHUs 110 UCTIOTHEHHUIO TOKYMEHTA JIM0O PETUCTPAIMK TOKYMEHTA.

Ecnu mocnegHuil eHb HCIOJHEHHsS JOKYMEHTA, COJIEPIKAILEro IOMETKY O
CPOYHOCTH HCIOJHEHMS, NPUXOAUTCS Ha HepaOouuid [€Hb, TO OH MOJIJIEKUT
WCITOJTHEHUIO TIPEIIIECTBYIONINI eMy pabouuii 1eHb.

8.6. CpokM HCHIOJHEHHS BXOASIIMX JOKYMEHTOB M OOpalleHuil TrpakiaaH
YCTAaHABIMBAIOTCS HUCXOJII M3 CPOKOB, IMpeJularaéMblX oOpraHuzaunue Jmbo

rpaxxaaHuHOM, HallpaBUBIIKUMHU JOKYMCHT, WX CPOKOB, YKA3aHHBIX B ITPHIIOKCHUHN No

10.



OOpaieHus no BonpocaMm BbIOOPOB U pehepeHIyMOB, TOCTYIUBIIUE B IEPUOJ
n30UpaTeNbHONM KaMIaHUM, UCIIONHSIOTCA B CPOKHU, ycTaHOBIeHHble DenepanbHbIM
3aKOHOM «OO0 OCHOBHBIX TapaHTHUSX M30MpaATENbHBIX MpPaB M IpaBa Ha y4yacTHE B
pedepenayme rpaxxaaH POy.

8.7. OTBETCTBEHHOCTb 3a CBOEBPEMEHHO€ U TIOJHOE BHECEHHE B
pPErHCTPAllMOHHYIO (OPMY CPOKOB MCHOJHEHHUS JOKYMEHTOB M HH(OpMalUU O
COCTOSIHUM MCIOJIHEHUSI JOKYMEHTOB, KOHTPOJIb CPOKOB HCIIOJIHEHUS JOKYMEHTOB
BO3JIarar0TCsl HA OTBETCTBEHHOTO 3a BEJEHUE ETONPON3BOACTBA.

8.8. B nmnmamax MepomnpusTHi, yTBepxkIeHHbIX pemenusmu  THUK,
pactiopstkeHussMu npexacenarens THUK, KOHTponro mojyiexar CpOKM HMCHOJHEHUS
OTJIEJIbHBIX €TO ITYHKTOB.

8.9. [Ipy HEOOXOAUMOCTH TMPOMJICHUS CpPOKAa HCIOJHEHUS JIOKyMEHTa
OTBETCTBEHHBIN 3a MCIOJHEHUE, HE TMO3JHEE YEM 3a TPU JHS JO MCTEUEHHUS CpOKa
UCIIOJIHEHUSI JTOKYMEHTa MpeacTaBiser Ha ums npencenarens THUK noknmanHyro
3aMKMCKy ¢ MOTUBUPOBAHHOM MPOCKOOIi O €ro MpoIeHUH.

8.10. JIokyMeHT cuMTaeTcs MCIOJHEHHBIM U CHUMAETCS C KOHTPOJS IMOCie
pEelIeHs] BCeX TIOCTAaBIEHHBIX B HEM BOIPOCOB, COOOIIECHUS PE3yJbTAaTOB
pPacCMOTPEHUS BCEM 3aMHTEPECOBAHHBIM JIUIIAM.

8.11. OcHoBaHUSAMM JJI CHATHUS JTOKYMEHTA C KOHTPOJIS SBIISIOTCS

NOKJIaJHasl 3alucKa O CHATHH JOKyMEHTa (MM OTHEIbHBIX €ro IYHKTOB) C
KOHTPOJISI WM 00 UCIOJMHEHWH JOKymMeHTa Ha wumsa mnpencemarens THUK,
IIOATOTOBJIEHHAs OTBETCTBEHHBIM 3a McoJHeHne ¢ otMeTkol  («Cormacen»,
«Paccmotpen», «IIpunsato») npencenarens TUK o npuHATHN UCTIOTHEHHUS;

pemrenne THUK, pacnopsokenune mnpeacenarens THUK 1o pesyapratam
WCIIOJTHEHUS TOKYMEHTA,

OTBET HA BXOASIINI TOKYMEHT;

OTBETHl OT OpraHU3alWid, B KOTOpPbIE JOKYMEHT OBUI HalpaBieH s
PacCMOTPEHUS T10 CYIIECTBY IIOCTABIECHHBIX B HEM BOIIPOCOB U OTBETA 3aBUTEINIO;

HallpaBJIeHHE OOpallleHuss B JApPyrHe OpraHu3aldd ISl PAacCMOTPEHHUs IO
CYLIECTBY IIOCTABJIEHHBIX B HEM BONPOCOB M MOCIEAYIOLIEr0 HHMOPMUPOBAHUS

aBTOpa O pe3yJbTaTax pacCMOTPEHUS.



8.12. JIOKyMEHT HE CUMTAETCs UCIIOJHEHHBIM U OCTAE€TCsl HA KOHTPOJIE:

€CJIM OH HANpPABIISIETCS B APYTME OpPraHbl WK OPTaHU3aLNM JJIsI PACCMOTPEHUS
C IIeJIbIO TOJYYEHUS] TEPPUTOPUATHLHON KOMUCCHEH UHPOpMAaIIUU, HEOOXOIUMOU ISt
paccMOTpPEHUsI MO CYUIECTBY IIOCTABICHHBIX B JOKYMEHTE BOIPOCOB. B ciyuae
HEOOXOJUMOCTU TEeppUTOpUalibHasl KOMHUCCHS HHPOPMUPYET 00 HSTOM aBTOpa
TOKYMEHTA;

€CJIM OH HANPABIISIETCSA B APYTMe OPraHbl MM OpraHU3AlUU JJIsl paCCMOTPEHHUS
[0 CYLIECTBY IOCTABJIEHHBIX B HEM BOIIPOCOB M OTBETA 3aSBUTEIIIO C MOCIEAYIOIIUM
uHpopmupoBanueM TUK o pe3ynbratax HCIOTHEHUS; €CIIM Ha HEM HE CTOUT OTMETKa

nmpeaceaarTeist TUK o IMPUHATUU UCIIOJIHCHUA.

9. M3roToBJjieHHE M HCIOJIb30BaHKe NeYyaTed U HITAMIIOB

9.1. Jnst ynoctoBepeHusl MOJJIMHHOCTH JOKYMEHTOB WJIM COOTBETCTBUS
KOIUA JTOKYMEHTOB TOJJIMHHUKAM, TPOCTABICHUS OTMETOK O IMOJIYyYEHHH,
peructpaiuu 1okyMeHToB B TUK ncnonp3yroTcs neyaTs TeppUTOPUATIBHON KOMUCCUU
U IITaMIIbI.

9.2. MU3roroBiieHHE MeYaTH OCYIIECTBISAETCS B COOTBETCTBHM C 00pa3loM H
onucaHueM, yrBepxkaeHHbIMU noctaHoBiaeHueM LK Poccun o pemennro [IUK Pb,
W3TOTOBJICHUE IITaMNOB — no pemenuo TUK.

9.3. Ileuats TUK npocTaBisercs Ha GUHAHCOBBIX TOKYMEHTAX, TapaHTUHHBIX
MACbMaX, JOTOBOPAX, TOCYAAPCTBEHHBIX KOHTPAKTAX U B APYTUX IMPEIYCMOTPEHHBIX
3aKOHOJIaTEJIbCTBOM CIIy4asiX.

9.4. Ha paccemaembix komusix permenuii TUK, pacniopsokenuit npeaceaarens
TUK, Ha makeTax mpu OTMPaBKE JTOKYMEHTOB, NMPU O(MOPMIICHHH IOKYMEHTOB Ha
MIPUEM TOBAPHO-MATEPHUAIBHBIX IEHHOCTEN npocTasisercs nedars TUK.

9.5. [IleyaTtw u mITamMIbl MOJICKAT PETUCTPAIMH B OTACIBHOM JKypHAJIC ydeTa
revare u mraMnoB. [ledaTtn u mramMnel BBIIAIOTCA MOJ MOAMMCH B XKypHAJE ydeTa
neuated u mramnoB. Ha »xypHane mnpoctaBisiercss momerka «Jiisg ciyxeOHoro
MOJIB30BaHUS», €r0 JINCThl HyMEPYIOTCS, IPOLIMBAIOTCS U ONEYATHIBAOTCS.

9.6. Ilewatm w mITaMmbl MOHKHBI XPAHUTHCA B HAJCKHO 3aKPHIBAEMBIX

U omnevyaThIBa€MbIX B Hepabouee BpeMs cerpax uiim MeTaIIMYECKUX mKadax.



9.7. Ilpencenarenr TUK ocymiecTBiasieT KOHTPOJIb 3a MPABUIBHOCTHIO
XpaHEHUS U UCTOJb30BaHUs I1€YAaTEN U IITAMIIOB.

CBepka HanuuMs MedaTre W ITamIoB ocyuiecTsisiercs npenacenareneMm TUK
OJIMH Pa3 B IOJ.

9.8. Ilpumenumme B HEroJHOCTb MeyaTu U mraMinbl Hanpasisitores B UK Pb
JUIsl YHAUTOXKEHHUSA, O YEM COCTaBIIIETCS aKT. B >)KypHaine ydera redared U HITaMIIOB

ACJIaCTCA COOTBETCTBYIOIAA OTMCTKA.

10. ®opmupoBaHue JeJ1 U Niepeiava uX B apXuB

10.1. CocraBneHue U yTBEpKJISHUE HOMECHKIATYPHI JIe]I.

Homenknatypa npen mnpenHazHaueHa s (OpMHpPOBaHMS UCIOJTHEHHBIX
JOKYMEHTOB B JIeJia, CACTEMATH3allUH U y4eTa JeJl, OIPEACIICHHUS CPOKOB UX XPAHEHUS
U SIBJISIETCS. OCHOBOM JUIsl COCTaBJICHUSI OMUCEN JIeN MOCTOSIHHOTO U BpeMmeHHoro (10
JIeT U 0oJiee) XpaHESHUSI.

B HoMeHKiIaTypy Jen BKJIIOYAKOTCS 3aroJIOBKM JI€N, OTpakalolllhe BCe
JTOKyMEHTHUpYyeMble ydacTku padotel TUK.

3arojoBOK Jelia JOJDKEH YETKO OTpa)kaThb OCHOBHOE COJIEPKAHUE U COCTaB
nokymeHToB. He gomyckaercst ymoTpeOiieHHME HEKOPPEKTHBIX (HOPMYIUPOBOK,
BBOJIHBIX CJIOB H CJIOKHBIX O0OPOTOB.

IIpy cocraBieHHMM HOMEHKIATypbl [J€JI  CIEAyeT PYKOBOJICTBOBATHCA
pernamentom THUK, IlepeyHeM THUIOBBIX yIpaBIEHYECKUX apXUBHBIX JOKYMEHTOB,
o0Opa3yronmxcsi B MpoIecce ACSATENBbHOCTH TOCYJAPCTBEHHBIX OpPraHOB, OpPTaHOB
MECTHOT'0 CaMOYTPABIICHUSI U OpraHU3alllii, C yKa3aHHEM CPOKOB XpaHeHwus, (qanee —
Ilepeyens), mopsiAKaMu XpaHEHHUs U MEpelavyd B apXUBbI JOKYMEHTOB, CBSI3aHHBIX C
MOATOTOBKOM M mpoBeneHrueM BbiOOpoB, yTBepxkaeHHbIMUA [I1K Poccun u [JUK PB,
HoMeHkJarypamu Aaen THUK 3a npeamecTByromme rosl.

[Ipy MmoOAroTOBKE HOMEHKIATYPHI A€ HEOOXOAUMO YUHUTHIBATH XapakTep

BBI60pOB, IIPOBOJAMMBIX B IIPCACTOAIICM I'OAY.



Howmenknarypa nen THUK na npencrosinuii KaneHIapHbIA TOJ COCTABISIETCS B
MOCJIETHEM KBAapTaJie TEKYIIETO rojia, yTBepxkaaercs npeacenaresnem THUK u BBogutcs
B JielicTBUE ¢ | ssHBaps cienytouero roaa (npuioxenue Ne 11 «Dopma HOMEHKIATYphI
nen TUKy).

Homenknarypa nen TUK He pexe ogHOTO pas3a B MSTh JIET COIVIACOBBIBACTCS C
aApXUBHBIM OTJEJIOM aJIMUHUCTPAIMY MYHUIIMTIAIIBHOTO paiioHa (TOPOJACKOTr0 OKpPYyTa).

B cnyyae BO3HMKHOBEHHS B T€UECHHE IOJa HOBBIX JIE€J, OHU JOMOIHUTEIIBHO
BHOCSITCSI B YTBEPK/ICHHYIO HOMEHKJIATYpy JIe] 1o yKa3anuto npenaceaarens TUK.

[To oxOHYaHMM KaJEHIAPHOTO rofia B KOHIIE HOMEHKJIATYPHI JI€J1 COCTABIISIETCS
UTOTOBAasl 3allUCh O KOJMYECTBE 3aBEJACHHBIX Jea (TOMOB, dYacTei), OTACIBHO
MOCTOSIHHOTO ¥ BPEMEHHOTO XPaHCHMUSI.

Cpok XpaHeHHUs TOKYMEHTOB yKa3bIBACTCA B HOMEHKJIATYPE J€J CO CChUIKOW Ha
cratbto Ilepeuns. Cpok XpaHEHHUsI IOKYMEHTOB, HE YKAa3aHHBIX B JJAHHOM MEPEYHE,
yCTaHaBiuBaercs 1o corsiacoanuto ¢ [IUK Pb.

Hcuncnenue CPOKOB XpaHEHHUs JIOKYMEHTOB, 3aKOHYEHHBIX
JEJIOMPOU3BOICTBOM B TEKYILIEM IOy, HAUMHAETCS ¢ | STHBaps CIIEYIOLIEro roaa.

10.2. OdopmieHne AOKYMEHTOB, 3aKOHYEHHBIX JEJIOMPOU3BOICTBOM,
dbopmupoBanue u Tekymiee xpanenue nen B TUK.

3aKOHYEHHBIE JEJIOIPOU3BOICTBOM JIOKYMEHTBI o(pOopMIISIOTCS
B COOTBETCTBUHU ¢ TpeOoBaHusIMU MHCTpyKinu. [Ipu 3TOM B HMKHEH YacTH JTUIIEBOM
CTOPOHBI IIEPBOTO JINCTA IOKYMEHTA Ha CBOOOTHOM OT TEKCTa MECTE CTABUTCSI OTMETKA
0 €ro UCIOJTHEHHUH, pacmudpoBbiBaeTcsa moanuck npeacenarens TUK, ykaspiBaeTcs
HOMED Jiena 1o HoMeHkiarype. [Ipu HeoOX0IMMOCTH OTMETKA 00 UCTIOTHEHUH MOYKET
OBITh C7IeIaHa Ha 0OOPOTHOM CTOPOHE MEPBOTO JIMCTA JOKYMEHTA.

HcnonnenHuble AOKyMEHTH (QOpPMHUpPYIOTCSI B J€la B COOTBETCTBUU C
YTBEPKICHHON HOMEHKJIATYypOU JIEIT.

Jleno cuuTaercs 3aBEJCHHBIM C MOMEHTA BKJIIOUYEHMS B HEro IEPBOrO
WCIOJIHEHHOTO JOKYMEHTA.

[Tpu popmupoBanum aena NpoBEPSETCS MPABUIBHOCTh OTHECEHHUS TOKYMEHTOB
B JIaHHOE JeJI0, KauecTBO O(OpMIIEHHS M KOMIUIEKTHOCTh JOKYMEHTOB, HaIU4yue

HOI{HHCCﬁ, BH3, PCTUCTPAINOHHBIX HOMCPOB, CIIPABOK HMJIM OTMCTOK 00 HUCIIOJIHCHUU,



CIIMCAaHUM B JIeJIO U apyrux. HempaBuiibHO oQopMIiIeHHBIE JOKYMEHTHI JOJKHBI ObITh
00 OpMIICHBI, a 3aTEM MTOMEIIEHBI B JIEJIO.

He nomyckaercst momenieHue B J€JI0 JIOKYMEHTOB, COJIEpKAHUE KOTOPBIX HE
COOTBETCTBYET 3aroJIOBKY JeJa.

[Tpu popMupoBaHuM J1e7 COONIOAAIOTCS CIEAYIONINE TPEeOOBaHUS:

JIOKYMEHTBI TIOCTOSITHHOTO M BPEMEHHOI'O0 XpaHEHHs (POpMHUPYIOTCS B Jena
pa3lieNbHO;

B JIEJI0O BKJIIOYAIOTCS TOJBKO WCIOJHEHHbIC, NPaBUIBHO O(OpMIICHHBIC
JIOKYMEHTHI B COOTBETCTBHU C 3ar0JIOBKaMU JIe]l B HOMEHKIIATYPE;

BCE JJOKYMEHTBI, OTHOCSIIIMECS] K PEIICHUIO OJTHOTO BOIpoca, GOPMUPYIOTCS B
OJIHO JIeJI0;

B CJTy4ae, €CJIM Mo00pKa JIOKYMEHTOR 110 OJTHOMY BOIIPOCY HACUUTHIBAET OoJiee
100 nucToB, OHA MOJKET OBITH BBIJCJIEHA B CAMOCTOSTEIILHOE J€JI0;

JIOKYMEHTBI, TIO/IJIe)KAIe BO3BPATY, B IO HE IIOMEIIAIOTCS;

B JEJO IOMENIAETCS TOJBKO OAWH S3K3EMIUISIP JOKYMEHTa, YEPHOBUKH U
BapUaHTHI MPOEKTOB JOKYMEHTOB B JIEJIO HE MOAIIMBAIOTCS (32 UCKIIOUEHHEM TeX, Ha
KOTOPBIX UMEIOTCA BU3bl, YKa3aHUS 110 UCIOJHEHHUIO TOKYMEHTOB U IPYTHE€ OTMETKH,
JOTOJIHAIOIINE TIEPBBIN AK3EMILIAP);

B JIEJI0 BKJIFOYAIOTCS, KaK MPaBUJIO, JOKYMEHThl OJHOr0 KaJlEHJapHOTO rojaa
(MCKJTIOUEHHUE COCTABIISIOT MEPEXOIAIIME Jeia);

KaXXJ0€ JeJI0 HEe JOHKHO mpeBbimarh 250 nucToB, mpu OoibliieM 00beme
JIOKYMEHTOB B JieJie (POPMHUPYETCSI HECKOJIBKO TOMOB (YacTeid).

B peno BkiouaroTcs BCE JNOKYMEHTBI IO KOHKPETHOMY BOIIPOCY BMECTE C
MIPUJIOKEHHUSIMHU, YKAa3aHHBIMU B TEKCTE JOKYMEHTA, IPH OTCYTCTBUHU IMPUIIOKECHUH,
YKa3aHHBIX B TEKCTE JIOKYMEHTA, UCTIOJTHUTENb 0053aH cliejaTh 3aliCh Ha IOKYMEHTE
00 WX MECTOHAXOXKJICHUH.

JIOKyMEHTBI BHYTpU JI€Jla paclojaraloTcs B XpOHOJIOTUYECKOW MM BOIIPOCHO-
JIOTUYECKOUN MOCIeA0BATEIbHOCTH, UJIA UX COUYECTAHUH.

HopmaTtusnbie u OpraHU3alMOHHO-PACIIOPSAUTEbHBIC JIOKYMEHTBI
C OTHOCSIIIUMHUCS K HUM MIPUJIOKEHUSIMU TPYIIIUPYIOTCS B J€jia MO BUIaM JJOKYMEHTOB

U I10 XpOHOJIOT'HH.



[IpoToKoOJIBI 3ace1aHnii TEPPUTOPUAIBHON KOMUCCHN PACIIONATAIOTCS B JIETIE 110
XpOHOJIOTUM B TMOpPSAJKE Bo3pacTaHus HOMepoB. JlokymeHTsl K 3acemanuto THUK
ITOMEMIAIOTCS MOCJIE COOTBETCTBYIOLIETO MPOTOKOJIA.

[TonoxeHnus, WHCTPYKIUH, YTBEPKIECHHBIE pacnopsaaUTENIbHBIMA
JOKYMEHTaMH, SBIAIOTCS NPWIOKEHUAMA K HUM W TPYNOUPYIOTCS BMECTE
C YKa3aHHBIMU JJOKYMEHTaMH.

[InaHoBass M OTYETHAsA AOKYMEHTAlMsl HE3aBHCUMO OT JIaThl €€ COCTAaBJICHHS
BKJIFOYAETCS B JIEJIO TOTO TOJa, K KOTOPOMY OHa OTHOCHUTCS.

B nene «llepenucka» ucxonsuuii (OTBETHBIN) JOKYMEHT MOMEIIAETCS MOCIe
Bxojsmiero. Ilpu BO30OHOBIEHMHM TIEPENUCKU IO BOMPOCY, HAYyaBIICHCS B
IpEAbIAYIIEM IOy, JOKYMEHTBI BKIIOYAIOTCS B JE€JI0 TEKYIIEro roja U yKa3blBaeTCA
MHJEKC TOTO JIeJIa [0 HOMEHKJIATYpe A€ MPEAbIAYIIEro roia, B KOTOPOM HaXOASTCS
MPEAIIECTBYIONINE JOKYMEHTBI IO 3TOMY BOIIPOCY.

OO6parieHuss TpaxJIaH W JOKYMEHTHI MO WX PACCMOTPEHHIO (OPMHUPYIOTCS
B otnenbHbie nena. Kaxmoe oOparieHne U Bce JOKYMEHTHI MO €r0 pacCMOTPEHUIO
COCTaBIIIIOT B JI€JIE CAMOCTOSITEbHYIO TPYIIy M pacroyiaralorcs B an(paBUTHOM
HOPSJIKE 110 IEPBBIM OyKBaM (paMuIIMii aBTOPOB OOpaIlICHUIA.

B nenax, Haxonmgmmxcs B AEJNONPOM3BOJACTBE, JTOKYMEHTBHI TEKYLIEro TIojia
pacroiararoTcs o XpOHOJIOTMY CHU3Y, BBEPX IO Mepe noctymieHus. [Ipu nmoaroroske
K cJade B apXuB Jiejla ¢ JOKyMEHTaMH MOCTOSTHHOTO U BpemeHHoro (10 et u 6osee)
XpaHeHus nepedopMUpPOBHIBAIOTCS B 00PATHOM MOPSIKE: TOKYMEHT, OCTYTUBIINN B
KaJICHJAPHOM TOJly TOCJEIHUM, JTOJDKEH OBITh BHM3Y Jela, a MEPBBIM JTOKYMEHT
KaJIEHJAPHOI'0 I0J1a — BBEPXY, MIEPBBIM.

10.3. Texymiee XxpaHeHHE Je.

Jlena ¢ MOMeHTa MX 3aBEJCHHS U A0 IEepeladyd B aApXWB WM YHUYTOXKECHUS B
CBSI3U C UCTEUEHHEM CPOKOB XpaHEHUS HaxoAsaTcs y npencenarens (cexperaps) TUK.

[Iporokouel 3acenannii, pemenus TUK, cnucku npurinanieHHbIX, IpUaracMble
K TNPOTOKONY MOJJIWHHBIE JK3EMIUISIPbl PEHIEHUH C  COOTBETCTBYIOLIMMU
MPUIIOKEHUSIMA, TPOTOKOJIbHBIE TIOPYUEHUSI, TOKYMEHTBI, MOCITYKHUBIIUE OCHOBAHUEM

U1 paccMOTpeHust Borpoca Ha 3acenanuu TUK, pacmudpoBanHas ayanos3anuchb



3acefaHus (MpU €€ HAJIMYUH ), CIIUCKU PACCHUIKU MTOCTAHOBIICHUM 710 TIepejauul B apXUB
HaxonsTcs y npencenarens (cexperaps) TUK.

3a COXpaHHOCTh JOKYMEHTOB M JEJ OTBETCTBEHHOCTh HECET MPEACEHaTelb
TUK.

Jlena noyKHBI HAXOAUTHCS B pabouyeil KOMHATE WIH B CIIEIIUAIbHO OTBEJIEHHOM
JUIT  OTOM 1eJM TMOMEIICHWHM M XPaHUTbCS B 3amuparommxcs mkadax,
MPEIOXPAHAIONIMX JOKYMEHTHI OT IIBUIM U BO3AEHUCTBHUS COJIHEYHOTO CBETA.

B nensix obGecrieueHust onepaTUBHOIO MOMCKA IOKYMEHTOB Jejla pacroararoTcs
B COOTBETCTBMU C HOMEHKJIATYypOU J€Jl, KONUs KOTOPOM MOMENIAETCS HA BHYTPEHHEH
CTOpOHE JBEpIIbI IIKada.

Ha  Topumax  oOmokexk  jgema  yKa3pIBAlOTCS  MHACGKCHI  JIeNl 1O
HOMEHKJIAType Jedl.

Hena, Haxoasuyecss Ha TEKyIIEM XpaHEHHUM, mojjexar y4ety. llepen
nepegadyed  JOKYMEHTOB B apXUB  NPOBOJAMTCA  NPOBEpKa  HAIUUMS
U COCTOSTHUS IOKYMEHTOB U JIeJI B LIEJIIX YCTAaHOBJICHHS (PaKTUYECKOTO HAIMYUSA JENT U
COOTBETCTBHS UX KOJIMYECTBY, UACIAIIEMYCS] IO HOMEHKIIATYPE JIEII.

[IpoBepka Hamuuusg W COCTOSAHMS JOKYMEHTOB M JIeJl TPOBOJAMUTCS TIpHU
MepEeMEIICHUN AET, BO3BparTe Jieil, cMeHe npencenarens TUK.

[IpoBepka MpPOBOAWUTCS NYTEM CBEPKH CTAaTEd HOMEHKIIATYpPbI  JEJ
C OMHCAHMUEM JIeJ] Ha 00JIOKKE, a PU3MUECKOE COCTOSIHUE JIEJ OMPENeNsieTcs MyTeM UX
BU3YaJbHOTO TMpocMoTpa. Bce oOHapyXeHHBbIE HEAOCTATKHM  (PUKCUPYIOTCS
B aKT€ IIPOBEPKU HAIMYUSA U COCTOSIHUS JIEII.

B cnyuae yTtpaThl TOKyMEHTOB M JI€Nl TIPOBOJUTCS CIIyeOHas MpOBEpKa, IO
pe3yJbTaTaM KOTOPOM JIMIIO, BUHOBHOE B YTpare, HECET OTBETCTBEHHOCTh B
YCTaHOBJIEHHOM TOPSIAKE.

Ecnu oTaenbHble TOKYMEHTBI, YK€ BKIIFOUEHHbBIE B JI€JI0, BDEMEHHO TPeOyrOTCs
JU1s1 pabOThI, OHU MOT'YT OBITh BBIIAHBI U3 JI€JIa, & HA UX MECTO BKJIAQJbIBACTCS JIUCT-
3aMEeCTUTENb C YKa3aHUEeM, KOI/la, KOMY U Ha KaKOil CpOK BbIIaH IOKYMEHT.

10.4. DOxkcmepTu3a MEHHOCTH JOKYMEHTOB.

DKcnepTu3a UEHHOCTH JOKYMEHTOB IPOBOAMUTCS NJisi YCTAHOBIICHUS HAYYHOI,

HCTOpH‘-IGCKOﬁ u HpElKTH‘-ICCKOfI 3HAYUMOCTH JOKYMCHTOB, O6paBOBaBHII/IXC$I B



npotiecce aestenbHocTH TUK, ¢ nenbio oTdopa ux st JalbHEHIIEro XpaHeHUs UiIu
YHUUTOKECHUS.

DKCIepTU3a I[EHHOCTH JOKYMEHTOB MPOBOJMUTCSA TMPU  COCTABJICHUHU
HOMEHKJIATYPHI JIe], B mporiecce GopMUupoBaHus 1€, TP MOJATOTOBKE JIe)T K Tiepeaade
B apXWB.

Jns paccMOTpeHHUs] TPOEKTOB HOPMATHUBHO-METOAUYECKUX JTOKYMEHTOB IIO
BOIIPOCAM JICJIOTIPOU3BOJICTBA M APXMBHOTO J€Ja, OMUCEH [l TMOCTOSHHOTO U
BpeMeHHoro (10 set u 6oJiee) XpaHEHUsI, aKTOB Ha YHUYTOXKEHUE JENT U JJOKYMEHTOB,
HE UMEIOIINX HAYYHON IEHHOCTH W MpaKTU4ecKoro 3HayeHus, pemenuem TUK wnu
pacniopsikenueM npencenarens TUK cozmaetcs skcneptHas komuccus (nanee — 9K).

B ee ¢pyHkumu BXoaut paccMoTpenue u ogodpenne HomeHknatypsl aen THUK.

B cocra OK Brmtowatorcs unensl TUK, mo cornmacoBaHuio — paOOTHHKH
apXMBHOI'O OT/AENa aIMUHUCTPALIMU TOPOJICKOTO OKpYTa.

[Tpu mpoBeneHUN SKCIIEPTU3BI IEHHOCTH JOKYMEHTOB OCYIIECTBIISIETCS OTOOP
el TocTosHHOro W BpeMmeHHoro (10 ner um Ooinee) XpaHeHHs, OTOOp el C
BPEMEHHBIMH CPOKAMM XPAaHEHUs, IOJJICKAIIUX XPAHCHUIO, BBIJICICHUE K
YHUUYTOXEHHUIO JIEJI 3a MPEAbIAYIIMEe I'OAbl, CPOKH XPAHEHHS KOTOPBIX UCTEKIH. [Ipu
3TOM OJHOBPEMEHHO IIPOBEPAIOTCS KA4eCTBO M IIOJHOTA HOMEHKJIATYphI JEll,
IIPAaBWJILHOCTD OIPEICIICHUSI CPOKOB XPaHECHUS JIEJI.

DKcrnepTu3a LEHHOCTH JOKYMEHTOB OCYIIECTBISETCA IIyTEM MOJIUCTHOTO
npocMoTpa gen. He momyckaercs oTOOp JOKYMEHTOB IS XpaHEHHs WU K
YHHUUYTOKEHUIO TOJIBKO Ha OCHOBAaHHMM 3ar0JIOBKOB JIEJI.

JIOKyMEHTBI, YTpaTHBIIME [PAKTUYECKOEC 3HAYEHWE W HE HUMEIOLINE
HCTOPUYECKOM WJIM HAYYHOW LEHHOCTH, 10 MCTEUYECHHH YCTAHOBJIIEHHBIX CPOKOB
XPAaHEHHUS MOJJIEKAT YHUUTOKECHUIO 10 aKTYy.

AKTBI O BBIAEJIEHUHU K YHHUTOXKECHUIO €] U JOKYMEHTOB PaCCMaTPUBAKOTCS HA
3aceganusax DK oqHOBPEMEHHO € ONMUCIMU 1. Y HUUTOKEHHE AEN U JOKYMEHTOB J0
YTBEPKACHUS aKTOB 3alpeliacTcs. BolIeIeHHbIE K YHUUTOKEHUIO J1€J1a U JOKYMEHTHI
YHUYTOXKAIOTCS MyTEM HU3MENbUCHUSI, IEpEepa00TKU WU APYTUMH yCTAHOBJIECHHBIMU

CII0co0aMHU.



[To pesynapTraram 3KCHEPTU3bl LEHHOCTH JOKYMEHTOB OTBETCTBEHHBIM 3a
BEJICHUE JICJIONPOU3BOJICTBA €KETOJHO COCTABISIOTCA OMUCU JI€JI MOCTOSIHHOTO U
BpeMeHHoro (10 et u Gonee) xpanenus (mpunoxkenust Ne 12, 13), a Takke aKThl O
BBIJICJICHUM K YHUYTOXKEHUIO JIeJl, HE ToJUIekaIux xpaHeHuto (mpuioxeHue Ne 14
«Dopma aKkTa 0 BBIJICTICHUU K YHUUTOXKEHUIO TJOKYMEHTOBY).

Ornucu J1en moCcTosTHHOTO U BpeMeHHoro (10 jeT u 6omee) XpaHeHHs, a TaKkkKe
aKThl O BBIJACICHUM K YHHMUTOXKEHHIO OJTHUX Jel paccmarpuBatorcss Ha OK
u yTBepxkaatorcs npeacenarenem THUK.

Onucu faen MOCTOSHHOTO XPAHEHUsI MOMJICKAT YTBEP)KICHUIO SKCIEPTHO-
IIPOBEPOYHOM KOMHUCCHUEN YTIPaBJIEHHUS T10 JiesiaM apXuBoB Pb uepes apxuBHBIN oTAEN
aIMUHUCTPALIMU TOPOJCKOTO OKpPYTa.

[Tpu YHUYTOXEHUU JTOKYMEHTOB co CpPOKOM XpaHEHUsI
«/lo MuHOBaHUS HATOOHOCTHY, «1 TOMY, «3 roga», «5 JET» COCTABISAETCS aKT, KOTOPBIMA
noAnuchIBaeTCa HEe MeHee yeM JiByMs uieHamu TUK u yTBepkaaeTcs npeacegaTeaeM
THK nocne paccmotpenus Ha OK.

Cpok xpanenus «Jlo MuHOBaHUS HaJOOHOCTH» HE MOXKET ObITh MeHee 1 roxa.

UepHOBUKM M PYKOIIUCH  TOJATOTaBIMBAEMBIX  JOKYMEHTOB,  KOIHUU
WHOOPMAIIMOHHBIX W JIPYTUX MaTepHalioB, HE IMOMICKANIUX  BKIOUYEHHUIO
B HOMEHKJIATypy JieJI, IO MUHOBAaHHHM B HUX HAJOOHOCTH MOTYT YHHUYTOXAaThCS 0€3
COCTaBJICHUS aKTa.

BpoitopoBka Jei1 MPOU3BOAUTCA TOJBKO IOCIE MPOBEACHUS HKCIEPTU3bI
LIEHHOCTHU JOKYMEHTOB.

10.5. Odopmiienue gern.

Hena, mojyexanue nepeaade Ha XpaHeHHE B apXUB, JOIHKHBI OBITh 0(hOpPMIICHBI
COOTBETCTBYIOIIUM 00OpPa30M.

OdopmiieHne nena BKITIOYAET B ce0s MPOBEPKY CHCTEMATHU3AINHN JOKYMEHTOB
BHYTpH JieJ1a, HyMEPAIUIO JUCTOB, COCTABICHUE BHYTPEHHEH OMUCH IOKYMEHTOB JIeJia
(mpunoxxenne Ne 15), nmucta-zaBeputens aena (mpunoxenue Ne 16), odopmieHue
PEKBU3UTOB 00JIOKKH, TTOAIIUBKY (TIeperieTeHre) aea.

B 3aBucuMOCTH OT CPOKOB XpaHEHHUSI MPOBOJMUTCS MOJHOE WUJIA YACTUYHOE

obopMIIeHHE ACI.



Jlena MOCTOSTHHOrO XpaHEHHUs MOoJyIekaT MojdHoMmy odopmiieHuto. [lomHoe
odopmIIeHHE JIeNia TPEeTyCMaTPUBAET MPOBEPKY CUCTEMATH3ALUH IOKYMEHTOB BHYTpU
nena, MPaBWIBHOCTU UX OQOpMIICHUS (HAIMYME HEOOXOIUMBIX TMOJINUCEH, BU3,
OTMETOK O PpErucTpallii W WCIOJHEHUH, NPWIOKEHUN), HyMEpaluio JHUCTOB,
COCTaBJICHUE BHYTPEHHEH OMHUCHU JOKYMEHTOB JI€Jla, COCTaBJICHUE JIMCTa-3aBEPUTEIIS
nena, opopMIIeHHE PEKBU3UTOB 00JI0KKH, MOIITUBKY (IIepeIIeTeHHE) JIea.

Hena BpemenHoro (10 10 jeT BKIIIOUUTENbHO) XpaHEHUS OIJIEKAT YACTUHYHOMY
0o(OpPMIICHUIO: JOMYCKAETCS HE MPOBOJUTH CUCTEMATH3AIUIO JOKYMEHTOB B JIEE,
JIUCTHI JieJIa HE HyMEPOBaTh, 3aBEPUTEIIbHbIC HAJAUCH HE COCTABIIATh.

O6noxka nena odopmisieTcs o YCTaHOBJICHHOM dbopme
(mpunoxenue Ne 17). CBeneHus Ha 00JI0KKY MEPEHOCATCS U3 HOMEHKIIATYPhI JIEI C
YTOUHCHHUSIMHU, OTPAKAIONIUMU (DAKTUYECKUH COCTaB TOMEIICHHBIX B  JIEJIO
JIOKYMEHTOB.

OO6noxka Jela HaJAMKUCHIBACTCS YEPHBIMH CBETOCTOMKMMH UYEpPHUJIAMU,
pazbopurBo, 6€3 COKpaIeHUH.

Ha o6noxke pgena ykasbIBalOTCs cileayromue pekBu3uThl: HazBanue TUK,
JIEJIONIPOU3BOICTBEHHBIM HOMEp (MHIEKC) Jeia, 3arojoBOK Jiena, Jara jenia (Toma,
94acTH), KOJIMYECTBO JIUCTOB B Jielie, CPOK XpaHEHU JieNia, apXUBHBIN mudp aena.

PexBu3uThl, mpocTaBisieMble Ha OOJOXKKE Jena, OQOPMIISIOTCS CIETYIOIINM
obpazom:

Ha3zBanue THUK ykaspiBaercss B coorBercTBuM C perigameHtom THUK. Ilpu
n3MeHeHnnu Ha3Banus THUK B TeueHne neprona, 0XBaTbIBAEMOI0 JOKYMEHTAMU JIEIIA,
Ha 00JIOKKE K CTApOMY Ha3BAHHIO NIPHUITHCHIBACTCS HOBOE;

JIEIOTIPOU3BOICTBEHHBIM HOMEDP (MHIEKC) Jiena — MpocTaBiseTcs udpoBoe
o0o3HaueHue (MHIEKC) /iea 0 HOMEHKIIAType JeIT;

3aroJoBOK (HaMMEHOBAaHME) Jiejla TMEPEHOCUTCS M3 HOMEHKIATypbl 1en (B
HEOOXOIMMBIX CITyYasiX B 3aTOJIOBOK BHOCSITCSI YTOUHEHUS );

JaTa jnena — Ha OOJIOKKE Jiefla YKa3bIBAIOTCS JIBE JIaThl, KOTOPHIE HA3bIBAIOTCS
KpallHUMU JIaTaMH U COOTBETCTBYIOT JHIO, MECSILY, Oy 3aBEJICHUS U OKOHYAHUS JieJia
JUIsL J1eJl TIOCTOSIHHOTO XpaHeHusi. HawanbHas gata — 3TO JaTa camoro paHHeEro, a

KOHCYHAsA JaTa — AdaTa CaMoOIo IMO3AHCTO NJOKYMCHTA B ACJIC. HpI/I 9TOM YUYUTBIBAIOTCA



JaThl BXOJAIIUX M MCXOIAIIMX JOKYMEHTOB (B Clydae HMX OTCYTCTBUS — J1aThl
pErucTpaluu J10KyMEHTOB), U HE YUUTHIBAIOTCS J1aThl CHUCAHUS JOKYMEHTOB B JIEIIO,
YKa3aHUM MO HCIOJHEHUIO JTOKYMEHTOB, OTMETOK HUCIIOJHUTENS (32 HCKIIOUCHHEM
CJIy4yaeB, KOTJla Ha JIOKYMEHTAaX He UMEETCS IPYTuX AaT, KpOME NEePEUUCICHHBIX).

[Ipu HanucaHuu KpafHUX AT HAa 00JI0XKKAX JEJ MOCTOSHHOTO XPAaHEHUS YUCIIO
Y TOJ1 IPOCTABIISIIOTCA apaOCKkuMu MuppaMu, a Ha3BaHUE MECSIA MUIIETCS TPOMUCHIO
6e3 cokpaienus. Ha 06510kKax J1e71 BpeMEHHOTO XpaHEHUs YKa3bIBA€TCA TOJIBKO TOJ.

Ha o60%Kkax aei, coOCTOSUIMX U3 HECKOJIBKUX TOMOB (YacTeil), MpOCTaBISIOTCS
KpalHHUE 1aThl KAXKJIOT0 TOMa (4acTH).

KonnuecTBO mNpoOHYyMEpOBaHHBIX B JEJl€ JIMCTOB MPOCTABISIETCA C JIUCTA-
3aBEpUTEINS Aea.

Cpox XpaHeHHs MEPEHOCUTCS Ha OOJIOKKY Jiefla U3 HOMEHKJIaTypbl gen. Ha
Jie7iax MOCTOSIHHOTO XpaHeHus nuieTcsi: «IlocTossHHOY.

ApXUBHBIN KPP Je1a COCTOUT U3 HoMepa (HoHAa, HOMEPA OIKMCH, HOMEpa Jiefia
10 ONKCH, B MyHHUIIUTNIAIIBHOM apXHUBe MPOCTaBiIseTCss HoMep (poHma.

Ha topue nena yka3plBaroTCsl 3ar0JIOBOK JI€JIa, HHAEKC JIeJla 10 HOMEHKJIAType,
JaTta fena u CpoK XpaHEHUs.

B mensix o0ecrieyeHusi COXpaHHOCTH U 3aKPETUICHUS TOPSIKA PACTIOIOKECHUS
JOKYMEHTOB, BKJIOYEHHBIX B JIEJIO YHCTBbIE JUCThI M3 Jena wu3biMatorcsa (6e3
NOBPEXKACHUS LIEJIOCTHOCTU Jena). Bce nUCTB, KpoMe JHCTa-3aBepuTeNs Aena U
JUCTOB BHYTPEHHEN OMHCH HYMEPYIOTCS B Pa3BEPHYTOM BHJE apaOCKUMH HUPpaMu
BAJIOBOM HyMepaunueu. JIMCTbl HyMEpyrTCS NPOCTBIM KapaHAAIlOM CBEPXY BHU3 B
BO3pacTaloleM TMOpsIKe HOMEpPOB HauuHas c¢ mepBoro. L{udpsr mpocraBistorcs B
MIpaBOM BepxHEM yriy jaucta. Hymepanus 1BETHbIMU KapaHJalllaMH, YEPHWIAMHU U
HyMEpaTopaMu He JIOIYCKaeTcsl.

JIOKyMEHTbI ¢ COOCTBEHHOW HyMepalMed JIMCTOB, B TOM YHUCJE IE€YaTHbIC
W3/1aHUs, HyMEPYIOTCS B OOLIEM MOPSIKE UM COXPAHSIOT COOCTBEHHYIO HyMEPAIIHIO,
eciu OHa COOTBETCTBYET MOPSAIKOBOMY PaCMoJIOKEHUIO JIMCTOB
B JIEJIE.

Cnoxennpiii nuct Oonbmoro Qopmara (A2, A3) pa3BopauuBaeTcs

U HyMepyeTcs B MpaBOd 4YacTH BepxHero mnoig jucta. [Ipum 3tom muct mroboro



dbopmata, MOAMIMUTHINA 32 OJUH Kpail, HyMepyeTcs KaK OJUH JIUCT, a JUCT, CII0KEHHBIN
Y TIOJILIUTBIN 3a CEPENIUHY, MOJICKUT NEPEIINBKE U HyMEPYETCS KaK OJIUH JIUCT.

Ecnu B nene ecTh KOHBEPT € BIOKEHUSMH, TO CHayalla HyMepyeTcs KOHBEPT, a
3aTeM O4YepeTHbIM HOMEPOM Kax0€ BIOKECHHE.

@®ororpadun U Jpyrue WUIIOCTPaTHUBHBIE MaTepuajgbl HYMEPYIOTCS Ha
000pOTHOM CTOPOHE B JIEBOM BEPXHEM YIIIY.

JIuct ¢ Hariayxo HakJIeeHHbIMH JAOKYMEHTaMH (BbIpe3kaMu, (otorpadusimn)
HyMepyeTcsl Kak OJMH JHUCT. Eciu K JOKyMEHTY NOJKIJIEEHbl OJJHUM Kpaem Jpyrue
JOKYMEHTBI (BCTaBKHM TEKCTA, IEPEBO/IbI), TO KAX/IbIN JIUCT HyMEPYETCS OTAEIBHO.

[IpunoxeHue K Jemny, COCTaBIAIOIIEE OTAEIbHBIA TOM, HYMEPYETCs OTAENIBHO.

[Ipy Hamuuuu OTHENBHBIX OIMOOK B HyMEpalUu JIMCTOB B Jeiax IMpH
MOJICOTOBKE MX K CAa4€ B apXUB JIOMYCKAETCS MO COTJIACOBAHUIO C HUM yNoTpeOieHne
JUTEPHBIX (C OYKBEHHBIMU JOMOJHEHUSIMU) HOMEPOB JIMCTOB.

B nenax TOCTOSHHOTO XpaHEHUs [JIsi ydeTa M TIOMCKa JOKYMEHTOB
B HavaJie Jiejia MOXKET MIOMEIAThCsl BHYTPEHHSISE OKCh (TipritoskeHue Ne 15).

JIucThl BHYTpEHHEH OMUCH HYMEPYIOTCS OTIEIBHO.

Kaxxnoe neno 3akaHuMBaeTCsl JHCTOM-3aBEPUTENIEM YCTAHOBICHHOW (DOpPMBI
(mpunoxxerue Ne 16).

B nucre-3aBeputene nena nudpaMu M MPOMUCHI0 YKa3bIBACTCS (PaKTUUECKOE
KOJIMYECTBO JIMCTOB B JAHHOM JIeJie, a TaKXKEe HalM4he JUTEPHBIX M MPOITYIICHHBIX
HOMEpPOB JIUCTOB, KOJHMYECTBO JIMCTOB BHYTPEHHEW OMHCH W HAJIWYUE CpPEIu
JIOKyMEHTOB Ta3eT, KHHT, OpoIIop, 4eprexew, Qororpaduii, pUCYHKOB U T.1.,
CTaBUTCS JlaTa W MOAMKUCH paOOTHHKA, CHOPMHUPOBABIIETO JIETI0, U YKa3bIBACTCS €TO
JOJKHOCTh, MHUIIMANBI U Qamuius. Eciu Komu4ecTBO JIMCTOB B JIelie M3MEHSETCH,
3aBepUTEIbHAS HAJIUCh COCTABIISIETCS BHOBb.

[Ipu moAroToBKe Jen K NOJIIKBKE (MEPEIIeTy) NPOBEPSETCS MPABUIBHOCTD UX
dbopmupoBanusi, oQopMICHHUS, METAINYECKUE CKPEIUICHUS U3 JOKyMEHTOB
YAAISIOTCS.

JIOKyMEHTBI MOJIIMBAIOTCA TaKUM 00pa3oM, 4TOObI MOXHO OBLIO CBOOOJHO
MPOYUTATH TEKCT KAXKIOTO JOKYMEHTA, BU3bI U YKA3aHUS 110 UCTIOTHEHUIO JOKYMEHTA.

10.6. Ilepemaua men B apXuB.



[Tepenada nen MOCTOSSHHOTO XPAHEHUS B apXUB OCYIIECTBISACTCS MOCIUHUYHO
0 yTBEPKJACHHBIM DK OonmucsaM Aen NOCTOSHHOTO XpaHEHHUS.

[IpueM NOKYMEHTOB Ha MOCTOSIHHOE XpaHEHHE O(POopMIIIETCS aKTOM Ipuema-
nepenadn JoOKyMeHToB (mpuiioxkeHue Nelg).

[Ipu mepemaue nen Ha BCEX DK3EMIULAPAX ONHUCHU 1€ IPOTHUB KaXKJIOrO
BKJIIOUEHHOTO B Hee Jiena B rpade «[Ipumeuanney cTaBUTCS OTMETKA O HAIMYUU Jiea.
B KkoHIlE KaXIOro HK3EMIUIsApa OMUCH  JIeJ  yKa3bIBalTCsa  Iudpamu
U TPOIMUCHI0 KOJIUYECTBO (PAaKTUUYECKU MPHUHATHIX (MEpElaHHbIX) B apxXuB e,
WHULAATBI U (PaMUTTUU JIUI], OCYIIECTBISIONIMX MpUEeM-TIepeaady e, CTaBITCS UX
TIOIIMCH U JaTa.

[Tpu mpuemMe nen B apxvBe MPOBEPSIETCS MPABWIILHOCTHL WX oopmiienus. Jlena,
opopMIICHHBIE C  HapyIIEHHWEM TMPaBWI, YCTAaHOBJICHHBIX  MHCTpyKIIHeH,
Bo3BpamarTcs B TUK ¢ ykazaHueMm HEIOCTAaTKOB ISl KX YCTPAHCHUS.

N3bupatenbHass KOMUCCHSI UMEET MPUOPUTETHOE IMPABO HA KCIOJIb30BAHHE
JTIOKYMEHTOB, MEPEJAHHBIX €10 Ha FOCYJapCTBEHHOE XPAaHEHHWE, B TOM YMCJIE HA UX

NEPBYIO MyOIHKALIUIO.

11. OTBETCTBeHHOCTH

11.1. Ynensr TUK HecyT mepcoHaIbHYIO OTBETCTBEHHOCTH 3a COOJIIOJICHUE
TpeboBanuit MHCTPYKIIMK, COXPAaHHOCTh HAXOMASIIUXCS Y HUX JJOKYMEHTOB.

11.2.  OTBEeTCTBEHHOCTh 3a oOpranusamuio naenonpom3Bojactea B THK,
BHEJIPEHHE aBTOMATU3UPOBAHHBIX (KOMIIBIOTEPHBIX) TEXHOJIOTUH MOATOTOBKUA H
00paboOTKH JOKYMEHTOB, 00€CIeUeHUE COXPAHHOCTH JOKYMEHTOB U Tepenady X B
apxuB, KOHTPOJb 3a coOmoneHneM TpeboBanuii WHCTPYKIIMKM OCYIIECTBISET

npeacenarens TUK.



[Tpunoxxenue Ne 1
K UHCTPYKLIUU IO JI€T0NPOU3BOJICTBY
B TEPPUTOPUAIILHON U30MpATEIIbHON KOMUCCUU
ropojckoro okpyra ropoj CanaBat
PecnyOnuku banikoprocran

dopMa perucTpauOHHOIO0 KYPHAJIAa BXOASIIUX JOKYMEHTOB

)IaTa MNOCTYIJICHUSA KoppecnonneHT, aaTra u peFHCTpaHHOHHBIﬁ HOMED KpaTKOC Pe3oaronus nian KOMY OTtMeTKa 00
H peFHCTpaHHOHHbIﬁ HOMED MOCTYIIMBIIETI0 TOKYMEHTA CoaepKaHue HanmpaBJICH JOKYMCHT HCITIOJTHCHUUN

dopmMa perucTpauMOHHOIO0 KYyPHAJIAa UCXOASIIIUX TOKYMEHTOB

Hdara n

N Koppecnongenr Kpatkoe conepsxanue OTMeTKa 00 MCTIOJTHEHU U
perucTpanuoOHHbIIi HOMeEp




[Tpunoxenne Ne 2
K HHCTPYKLUU IO JIENIOIPOU3BOJICTBY
B TEPPUTOPUATIEHON N30MpaATETbHON KOMUCCHH
ropojckoro okpyra ropoj CanaBat
PecniyOnuku bamkoprocran

IHEPEYEHD
AOKYMEHTOB, HE IOJIeKAINMX PerucTpanuun

1. CooOmienus o 3acelaHusIX, COBENIAHUIX U MOBECTKAX JTHS.

2. Y4eOHbIE MPOrpPaAMMBI, IIJIaHBI.

3. PexnamubIe M3BEIICHUS, TUTAKATHI (32 UCKITFOUCHUEM aruTalliOHHBIX ).

4. TloznpaBHUTENbHBIC MHChMa U TEJICTPAMMBI.

5. TlpurnacurenbHblc OUICTHI, TPUTJIAIICHUS Ha Pa3INYHBIC MEPOTIPUSTHS,
HE CoJIeprKalllie HAICKAIINX PEKBU3UTOB MTHCHMA.

6. Byxranrepckue 1O0KYMEHTHI.

7. IleuyaTHble M3TAHUS.

8. OmnepatuBHas wuHpOpMaIus, TOCTymarmias mo kaHaigam cBs3u ['AC

«BBIOOPEBIY.



[Tpunoxenne Ne 3
K HHCTPYKLUU IO JIEJIONPOU3BOJICTBY
B TEPPUTOPUAIIEHON N30MpaATETbHON KOMUCCHH
ropojckoro okpyra ropoj CanaBat
PecniyOnuku bamkoprocran

AKT
MBI, HUKEOANMCABIINECS
]
COCTaBWIM aKT O TOM, 4YTO « » 20 1. mpu
BCKPBITHUM TMaKeTa B HEM HeE

OKa3aJIOCh

HaCTOHIIII/Iﬁ dKT COCTABJICH B IBYX JK3CMILJIApaXx.

Ilonmucwu:




ITpunosxenue Ne 4
K HHCTPYKLUU IO JIENIONPOU3BOJICTBY
B TEPPUTOPUATIEHON N30MpATETbHON KOMUCCHH
ropojckoro okpyra ropoj CaaBat
PecniyOnuku bankoprocran

IMPOTOKOJI Ne
3ace/laHMsl TEPPUTOPHAIBHON M30UPaTEIHLHOH KOMUCCUU
ropoackoro okpyra ropoa Camasar Pecny6auku bamkoprocran

« » 201 rona
Hauano: JyacoB
Mecto npoBeaenus: r. CanaBar

IlpencenarenscrBoBan (®.MN.0.) — mpeacenarenb  TEPPUTOPUATIBHOU
n30upaTebHON KOMUCCHUHU.

IIpucyTecTBOBANN: 3aMeCTUTENb MpeAcenaTeNss KOMUCCHU ,
CEKpeTapb KOMUCCHH ,

YJIEHbl KOMHCCHU C ITPAaBOM PELIAOLIET0 rojaoca ;

YJIeHbl KOMHCCHU C MPaBOM COBELIATEJIBHOIO rojoca ;
IpY PACCMOTPEHUU BTOPOTO BOIIPOCA TOBECTKH JTHS -

INHOBECTKA JIHSA
1.
2.
TI'omocoBanue mo nmoBectke aHA: «3A» - ; «[TIPOTUBY — .
B XOJIE 3SACEJAHUA
1 O... (HamMEHOBAaHHE BOIPOCA MOBECTKHU JIHS)
(hamunuu u UHUYUATLL BLICMYNUBULUX NPU 0OCYIHCOCHUU BONPOCA)
TepputopuansHas n30upaTeabHass KOMUCCHS PEIINIA;
1.
2.
I'osmocoBanue no nepBoMy BONpocy MoBecTkH AHA: «3A» - ; «[IPOTUB» — .
20
[Ipencenarens
TEPPUTOPHUATIBHON N30UPATEITHLHON
KOMHKCCHH
(MHUTATEL, (haMITHS)
Cexkperapb
TePPUTOPHATIBHOMN N30MpaTEILHOU
KOMMCCHH

(MHULIHATBI, (AMUITHS)



[Tpunoxxenune Ne 5
K HHCTPYKLUU IO JIEJIONPOU3BOJICTBY
B TEPPUTOPHATIEHON N30UPATEIHbHONH KOMUCCHH
ropojckoro okpyra ropoj CanaBat
PecniyOnuku bamkoprocran

TEPPUTOPUAJIBHASL BAII'KOPTOCTAH PECITIYBJIN'KAhbI
N3BUPATEJIBHAS KOMUCCUA CAJIAYAT KAJIAhBI
IrorPOACKOI'O OKPYT A 'KAJIA OKPYT'bIHBIH
T'OPOJ CAJIABAT TEPPUTOPUAJIb hAUJIAY
PECIIYBJIMKHA BAILIKOPTOCTAH KOMUCCUShbI
PEINEHMUE
21 nexabps 2020 rona Nel/2-5
r. CanaBar
(0
(HauMEHOBaHUE PEIICHUS)
Ha ocHoBaHumu cratbu CDGI[epaJILHOFO 3akoHa «O0 OCHOBHBIX rapaHnTusax

n30MpaTeNbHBIX MIPaB U MpaBa Ha y4acTHe B pedepeHayme rpaxaan Poccuiickoit
Oenepaunn» U CTaTbU Konekca PecnyGnuku bamikoproctan o BbIOOpax
TEppUTOpUATIbHAA U30HMpaTeIbHasi KOMUCCUS TOPOACKOT0 okpyra ropos CanaBat

Pecny6nuku bamkoprocTtan pemunia:

1.
2.
[Ipencenarens
TEpPUTOPUATIBHON N30UpPATEITHLHON
KOMMCCHH (MHUIAAIBI, (haMUITHS)
Cexpetapb

TEPPUTOPHUATIBHON N30UPATEITHLHON
KOMMCCHH (MHUTIAITBI, (aMUITHS)




[Tpunoxenne Ne 6
K HHCTPYKLUU IO JIEJIONPOU3BOJICTBY
B TEPPUTOPUAIIEHON N30MpaATETbHON KOMUCCHH
ropojckoro okpyra ropoj CanaBat
PecniyOnuku bamkoprocran

TEPPUTOPUAJIBHAS U3BUPATEJBHASI KOMUCCUSA
TOPOJACKOI'O OKPYT'ATOPOJ CAJTABAT
PECIIYBJIMKU BAHIKOPTOCTAH
Jlenuna yi., 1. 2, r. Canasar, 453261
ten.: (3476) 35-08-59, 36-42-49, daxc: 36-48-60,
e-mail: tikd5@yandex.ru

BAII'KOPTOCTAH PECITYBJINKAhBI
CAJIAYAT KAJIAhBI KAJIA OKPYT'BIHBIH
TEPPUTOPHUAJIb hANJIAY KOMUCCHUSThbI
Jlenuna ypamsl, 2, Canayar kanahsr, 453261
ten.: (3476) 35-08-59, 36-42-49, daxc: 36-48-60, e-
mail: tik45@yandex.ru

Ne OT « » 20 I.
Ha Ne OT « » 20 T.
®omunueny [1.1.

Beepnas yi., nom 15, k8. 10,
r. CanaBar, PecniyOnuka
bamkoprocran, 453261

VYBaxaemslii [lerp IBanoBuY!

Hanpasnsto 3arpaniuBacMble Bamu CBEICHHUS 0

[IpunoxeHnne: MUCBMO TEPPUTOPHAIBHONW HU30UPATEIIbHOW KOMHUCCHUU
MyHHUIIUTIATBHOTO paiioHa baliMakckuii paiion PecmyOnukum bamkoproctan ot
15.12.2018 NeO1-21/4 u mpunio>keHue K Hemy, Bcero Ha 15 1. B 1 3k3.

C yBaxkeHueM,
[Ipencenarens (vHUIAITB, haMUATTIS)




[Tpunoxxenne Ne 7
K HHCTPYKLUU IO JIEJIONPOU3BOJICTBY
B TEPPUTOPUAIIEHON N30MpPATETLHON KOMUCCHH
ropojckoro okpyra ropoj CanaBat
PecniyOnuku bamkoprocran

Tpe6oBaHus K J0KyMeHTaM, H3r0TOBJISIEMBIM C IOMOIIbIO
eYaTawiunx yCTPOUCTB, M K (paili1laM TEKCTOBbIX JOKYMEHTOB

1. Texctel nokymeHTOB Ha OsaHkax c¢dopmata A4 medararoTcs uepes
1,5 MexcTpouHbIX UHTEpBaJa, Ha OiaHkax ¢opmaTta AS — dyepe3 1 MEKCTPOUHBII
UHTEpBAaJ.

TekcThl JOKYMEHTOB, IMOJTOTABIMBAEMBIX K THUMOTPadCKOMY H3JAHUIO,
neyaTaroTcs Yepe3 ABa MeKCTPOUYHBIX MHTEpBaJIa.

2. HazBanue BUa JOKYMEHTA N€YaTAETCS MPOMMUCHBIMUA OYKBaMHU.

3. Ecnum 3aromoBoxk Kk TekcTy mnpesbimaer 150 3HakoB (5 cTpok),
JOTyCKaeTcs TPOJJieBaTh €ro J0 TpaHUIlbl MpaBoro moss. Todyka B KOHIE
3aroJ0BKa HE CTaBUTCH.

4. PacmmdpoBka mnonmucu B pekBusute «llommuce» medataercs
Ha ypOBHE MOCIEIHEH CTPOKM HAMMEHOBAHMS JOJKHOCTH C HCIOJIb30BaHUEM
komOuHanuu kiaasuin Shift — Ctrl — IIpoGen Mexay nHumanaMu U paMuInei.

5. Cosznmanume, ¢opmatupoBaHWE U BBIBOJ Ha Ie4aTh JIOKYMEHTOB
IPOU3BOAUTCA HA KOMIIBIOTEpPAX C HCMOJIb30BAHHEM TEKCTOBOIO Ipoleccopa
MS Word. Baeapenwe 53I€KTPOHHBIX TaOJHMI, CO3MaHHBIX B TAOIMYHBIX
mporeccopax, B AokymeHTel MS Word He nomyckaercs. Jlomyckaercs, mnpu
HEOOXOIMMOCTH, coO37aHue, (opMaTUpOBAHWE U BHIBOJ HA IMe4YaTh TaOIHUIl
nocpeacTBoM TabamaHoro nporeccopa MS Excel.

6. Ilpu ¢dopmarupoBaHun TOKYMEHTOB 00si3aTenbHO paboTaTh C
BKJIIOUEHHOW KHOMKOM Y, YTOOBI BUJIETh HA SKPaHE BCE CIIY)KEOHBIE CUMBOJIBI.

7. Tlpm dopmaTupoBaHNM TEKCTa MTOKYMEHTOB HCIIOJB3YETCS CTUIIb,
KOTOPBIM UMEET CIEAYIONINE apaMeTpPhI:

o [lpudt TimesNewRomanCyr

e Pazmep 14 nynkToB



e Orcryn cineBa 0 cm cnpaa  Ocm

e lurepsan nepen 0 mynkroB mnocine 0 MyHKTOB
e MeXCTpOUYHBIM UHTEPBAII IOy TOPHBIN

e [lepsas cTpoka orcTymn Ha 1,25 cm

e BripaBHHUBaHUE 0 IIMPHHE

8. Ilpu dopmartrpoBanuu TabnHll HEOOXOAMMO COONIOAATH CIEAYIOLIUE
TpeOOBaHU:

Tabnmuia BcerJa JODKHA HWMETh Ha3BaHUE, KOTOPOE BBIPABHUBACTCS
IO TTPABOMY TIOJTIO IOKYMEHTA;

TabIuIa BRIPAaBHUBACTCS 110 IICHTPY JIUCTA;

3aroJIOBKU CTOJIOIIOB M CTPOK BBIPABHUBAIOTCS IO IIEHTPY SYCHKH,

JaHHBIE B STYEWKaX TaOIHIIBl BRIPABHUBAIOTCS CBEPXY TI0 JIEBOMY Kparo;

NPOIOJDKEHUE TAOJIUIIBI HA HOBOM JIMICTE BCET/Ia HAYMHACTCS C 3ar0JIOBKOB
ee cTo0110B (M1 HOMEPOB rpad B ciryuyae, eciiv rpadbl TAOIHIIBI HA IEPBOM JIHCTE
IPOHYMEPOBAHEI);

CTPOKH TaOJHUIIBI IEPSHOCATCS HA HOBBIM JIUCT TOKYMEHTA HCKIIFOUNTEIBHO
TEJINKOM;

MIMPUHA W BBICOTA TAOJUIBI HE JOJDKHBI TPEBBIIATH Pa3MeEphl IOJIeH
JTOKYMEHTA.

9. Pasmepsl noneit 1oKymMeHTa JOHKHBI UMETh CIEAYIONIME TapaMeTphI:

® BEpXHEE 2,0 c™m
e HIDKHEE 2,0 c™m
® JIEBOE 3,0 c™m

® [paBoe 15cm

OT Kpast 10 KOJIOHTUTYJA:
® BEpPXHETO 1,25 cm

® HIDKHETO 1,25 cm

10. Tlpu moATrOTOBKE JOKYMEHTOB MCTIOIB3YIOT CICTYIOIINE PEKBU3HUTHI:

¢ HAMMCHOBAHHUC OpraHMU3alliu,



® HAaNMEHOBAaHHE BUJA JOKYMEHTA;

® CCBUIKA HAa PETUCTPALMOHHBIN HOMED U AaTy JOKYMEHTA;
® MECTO COCTaBJICHMS WM U3JIaHUS JOKYMEHTA;

® ajpecar;

e rpud yTBEpKICHUS TOKYMEHTA;

® 3aroJIOBOK K TEKCTY;

® TEKCT JOKYMEHTA;

® OTMETKa O HAINYMH NPUIIOKEHNUS;

® TIOJIINCH;

e rpud cornacoBaHus TOKyMEHTA;

e OTMETKa 00 HUCITIOJIHUTCIIC,

11. PexBu3uthl (KpomMe TEKCTa JOKYMEHTa U ajpecara), COCTOSIINE

N3 HCCKOJIBKUX CTPOK, II€YATAIOT CO CICAYIOIIUMHU ITapaMCTpaMu:

Hpudr TimesNewRomanCyr

Pazmep 14 nyHkTOB

Otctyn cieBa 0cm crpaBa 0 cM
Nurtepan nepen 0 myHKTOB nocyie O MyHKTOB
MexCTpOUYHBbIN UHTEPBAI OJIMHAPHBIN

Otctyn nepBoi CTPOKHU HET

BripaBHUBaHME 10 LIEHTPY

12. PexBu3uT «Ampecary» medataroT cO CISAYIONMMHU MapaMeTpaMH:

Ipudt TimesNewRomanCyr

Pazmep 14 nynkToB

Otctyn ciesa / cm cipaa 0 cMm
HNuTepBan nepen 0 myHKTOB mOCHE 0 myHKTOB
MeXCTpOUHBIM UHTEPBAII OJIMHAPHBIN

Orctyn nepBor CTpOKHU HET

BripaBHUBaHME 0 LEHTPY

Ecnu coctaBHble uHacTu peKBU3UTOB «Agnpecar», «'pud yTBepKIaeHUS

nokymeHTta», «I'pud cormacoBanusi goKyMeHTa», «OTMeTKa O HaJUYUU



IIPUJIOKEHHS» HE YMEHIAIOTCS Ha OJHOM CTPOKE, TO Pa3phlB CTPOKU B HYKHOM
MEeCT€ NPOU3BOJUTCA C MOMOLIBI0 cUMBOJa «Pa3pbiB cTpoku» (KoMOMHAIUs

knasuin Shift — Enter), mHanpumep:

COI'JTACOBAHO
HavyanbHUK apXUBHOIO OTAENA
aJIMUHHUCTPALIUU TOPOJICKOTO OKpyra
ropox CanaBat
PecnyOnuku bamikoproctan
M.B. AnekceeBa

13. Ilpu odopmieHun AOKYMEHTOB Ha JIByX M 0oJjiee CTpaHULaXx BTOpas
U TOCJIEYIOIINE CTPaHMIIbI JOJKHBI ObITH MpoHYMepoBaHbl. Homepa crpaHuiy
POCTABJISIOT TOCEPEIMHE BEPXHETO MOJIsl JOKYMEHTa Ha pacCTOSIHUU He MeHee 10
MM OT BEpXHEro Kpas JUCTa apaOCKUMH U pamMu 0e3 3HAKOB NMPEMUHAHUS.

Jlomyckaercst co3fjaHue JIOKYMEHTOB Ha JIMIIEBOM U OOOPOTHOM CTOpOHAX
nucta. Ilpu ABYCTOpOHHEM CO31aHUU [TOKYMEHTOB IIMPWHA JIEBOTO IMOJS Ha
JUIEBOM CTOPOHE JINCTA W MPABOro IMOJIsi Ha 000POTHOM CTOPOHE JIUCTA AOJHKHBI
OBITH PaBHBI.

Ecnu 1okyMeHT nMeeT MPUII0KEHHE, TO OHO I1€YaTAETCS C HOBOM CTPAHHUIIBI.

14. JIns BBISIBICHHS M UCTIPABIICHHS] BO3MOYKHBIX OIIMOOK B MPaBOMUCAHUU
B copmupoBaHHBIX (aiiax PEKOMEHAYETCS OCYIIECTBIATh IPOBEPKY
JOKYMEHTOB, UCHOJIb3YsI CACTEMBI TPOBEPKH MPABOIHCAHUSI.

15. Kaxnaplii HOKYMEHT CO BCEMHU MPHIOKEHUSIMU K HEMY IOMENIAIOT
B OTJENBbHBIN (aiin (ecau MPUIOKEHHUS CO3aHbl OJHUM MpoIieccopom). BayTpu
daiina cam TOKyMEHT U KaX10€ MPIIOKEHUE TTOMEIIAIOT B OT/IETbHBIC Pa3/IeIbl.

16. Bce pexkBU3UTHI TOKYMEHTa OTIECISIOT APYT OT JIpyra OJHON MyCTOM
CTpPOKOM, oOpa3yemoii cuMBoiioM ab6O3ama (f—kmaBuma Enter). B Ttekcre
HE JIOJDKHO BCTpevaThes 0oJee JByX CUMBOJIOB ad3aiia moaps/l.

17. He nomyckaeTcsi mucath CI0Ba C pa3psAKOW, BCTaBIss IPOOEIIbl MEXIY
OykBaMmH B cioBax. He momyckaeTcsi HCIIOJIb30BaHUE MPOOENOB JIsi 00pa30BaHUS
a03alHOro OTCTyMNa (KpacHOM CTPOKHM) WM MYCTBIX CTPOK. B TekcTe HE MOJIKHO

BCTpEUATHCA MOJPsL O0JIee OJJHOTO0 CMMBOJIa mpodena. Paznenenne nHUIIMATIOB U



damummu. CumBona Ne v yucia, MOPSIAKOBOTO HOMEpa CTaThH, YaCTH, MyHKTA WU
MOJAIYHKTA MPAaBOBOTO aKTa, YMCJIa Mecsla W Ha3BaHUS MeECAIa, YUCHa Tojia u
CJIOBAa «TOf», JIOOBIX YHCIOBBIX 3HAYCHWA W CAWHUI] W3MEHCHUS IEIacTCs C
UCIIOJIb30BAaHUEM Hepas3aeauMoro mpobena (coderanue kimasuin Shift — Ctrl —
[TpoGen).

18. He nomyckaeTcsi BKJIIOYaTh B TEKCT JAOKYMEHTA pa3eiUTEIbHBIC
JIMHUU, COCTABJICHHBIC U3 IIETIOYEK CUMBOJIOB (*, =, -, — ¥ ApyTHeE).

19. He nmomyckaeTcs HCIIOIB30BAaHWE B PYCCKHX CJIOBaX CXOJHBIX I10
HauepTaHuio JaTuHCKuX OykB (A, &, B, C, ¢, E, e, H, K, M, O, 0,P, p, 1, X, X, ).

20. He pmomyckaeTcsi UCIOJNB30BaHUE CHUMBOJIA Talynsauu (—) s
oOpa3zoBaHus a03alHOTO OTCTyMa (KpacHOW CTPOKM) WU MYCTBIX CTPOK.
AO3anHBIA OTCTYN yCTaHABIMBAIOT B MeHIO Dopmat/A03all WU C TOMOIIBIO
BEPXHETO JIBI)KKA Ha TOPU30HTAJILHOM JIMHEHKE.

21. He pomyckaeTcs HCIIOJNIB30BAaHHE CHMBOJA «-» ISl 00O3HAYCHUS
nepeHoca. BmecTo Hero cieayeT HCIOIb30BaTh CHUMBOJI MSTKOTO IEepeHoca
(xomOunarus knauin Ctrl — «-»),

22. Jlia HamMcaHWs PUMCKHAX IUGP TOJHKHBI MCIIOJIB30BAThCS 3arilaBHBIC
O0ykBbl natuHckoro andasura (I, V, X, C, D, L, M). Mcnionb3oBanue AJist TOM 111
PyCCKHUX OyKB M apaOCKuX Udp HE TOMYCKACTCS.

23. Bmecto 6ykBhl «E» momkHa ynoTpednaTbes OykBa «E» (Kpome MMeH
COOCTBEHHBIX NMPU HATHYUU MTOATBEPKIAIOMINUX TOKYMEHTOB).

24. PexBuzuthl «HamMeHoBaHMe BHIAa JIOKYMEHTOB)» JIOJDKHBI OBITH
BBIPOBHEHBI IO IIEHTPY M KXl M3 HUX JIOJDKEH MPEACTABISITH COO0M OIWH
ab3all, To €CThb BHYTPH TEKCTa KaXKJIOTO PEKBU3HTAa HE JOHKHO OBITH CHMMBOJIA
ab3ama. He momyckaercss mcmoiib30BaHME CHUMBOIA ab3ama sl TpephIBAaHUS
CTPOKH B TPOU3BOJIBHOM MECTE, HJisi JTOr0 CJEIYyeT HCIOJb30BaTh CHMBOJI

pa3pbiBa cTpoku (komOuHarus kinasumr Shift — Enter).



[Tpunoxenne Ne 8
K HHCTPYKLUU IO JIENIONPOU3BOJICTBY
B TEPPUTOPUAIIEHON N30MpATETbHON KOMUCCHH
ropojckoro okpyra ropoj CanaBat
PecniyOnuku bamkoprocran

Chnucox PACCBUIKH UCXOAAIIMNX JOKYMECHTOB

Ne HaumeHnoBaHue oprana

ITosHBIN MOYTOBBIN agpec
n/n (opranmszanmm)

[Ipencenarens
TEPPUTOPUATIEHON M30UPATEIHHOM
KOMHUCCHUH

Ucnomaurens

« » 20 T.




[punoxenne Ne 9
K HHCTPYKLUU IO JIENIONPOU3BOJICTBY
B TEPPUTOPUAIIEHON N30MpATETLHON KOMUCCHH
ropojckoro okpyra ropoj CanaBat
PecnyOnuku bamkoprocran

YTBEPX/IAIO
[Ipencenarens (3aMecTUTENb IpECEAATENS,
CEKpEeTaph) TEPPUTOPHATHLHOM N30UpaTeTLHON
KOMUCCHUU ropojickoro okpyra ropoj Canasat
PecniyOnuku bankoprocTtan

WMHULMANbI, paMunus

IIoAIINCH
« » 20 I.
CIIUCOK

AOJIKHOCTHBIX JIMI (OPraHu3anuii), KOTOPbIM HANPABJISAETCS
pellieHre TEPPUTOPHAIBHON M30MPaTeIbHOI KOMUCCUH

0T « » 20 roma Ne
(yxazatTp 3ar0JIOBOK)
No
i HawnmenoBanwme oprana (OpraHu3aIim) Kon-Bo 9k3. | Ilpumeuanue
HUcnonuutenp

«

»

20 roma




[Mpunoxenne Ne 10
K HHCTPYKLUU IO JIEJIOIPOU3BOJICTBY
B TEPPUTOPUAIIEHON N30MpATETbHON KOMUCCHH
ropojckoro okpyra ropoj CanaBat
PecniyOnuku bankoprocran

IHEPEYEHD
NMOAJIC/KAIMX KOHTPOJIIO JOKYMEHTOB € YKa3aHUEM CPOKOB HCIOJTHEHHUS

1. ®enepanbHble KOHCTUTYLIMOHHBIE 3aKOHBI, (efepalbHble 3aKOHbI
Poccuiickoit Penepanuu — COMNIACHO YKa3aHHOMY B HUX CPOKY.

2. Yxkaswl [lpesunenta Poccuiickoit ®enepanuu, Ilpesunenra PecnyOnuku
BamkoprocTaH — cOryiacHO yKa3aHHOMY B HUX CPOKY.

3. Pacnopsikenuss  Ilpesugenta  Poccmiickoit  @enepanuu, [nmaBsel
Pecny6sivku bamkopTrocTan — cOrIacHO yKa3aHHOMY B HUX CPOKY.

4. TloctaHoBneHwus, pacnopsKeHus [IpaBurenbcTBa Poccuiickon
@denepannu — CONNIACHO YKAa3aHHOMY B HUX CPOKY.

5. 3akonsl PecnyOnuku bamkoproctaH — cOTjlacHO yKa3aHHOMY B HHX
CPOKY.

6. [loctanosnenus, pemenusi ['ocymapcrBenHoro CobOpanus — Kypynras
Pecny6nuku bankoprocTaHn — cOTJIacHO yKa3aHHOMY B HUX CPOKY.

7. Tlocranosnenus IIpaButenscTBa Pecnyonuku bamkoproctan — corjiacHo
YKa3aHHOMY B HUX CPOKY.

8. Pacmopsikenuss ['maBel  PecnyOmmku  bamkoproctan —  coriacHo
YKa3aHHOMY B HUX CpPOKY.

9. INapmamenTtckue 3anpocsl Coera denepannu Denepanproro Codpanus
Poccuiickoit deneparnuu, ['ocymapcrBennorr Jlymer ®enepanpHoro CoOpaHus
Poccuiickoit @enepanun — HE MO3AHEE YeM udepe3 15 kaneHgapHbIX AHEW CO AHS
MOJYy4YEeHUsI  MAPJIaMEHTCKOrO  3ampoca WIM B MHOM  YCTAHOBIICHHBIU
cooTBeTcTBYIOIIEeH manaroi PDenepanbHoro CobOpanusi Poccuiickoit dexnepanun
CPOK.

10.3anpocet unenoB CoBera ®Denepanmmu Denepanproro CoOpaHus

Poccuiickoit ®enepaunn, nenyratoB [ocymapcrBenHoi [ymbl DenepanbHOTO



Cobpanust Poccuiickoii @enepannu — He no3aHee yeM uepe3 30 KaneHJapHbIX JHEH
CO JHS €r0 MOJTYYE€HUS WIH B UHOW COTJIACOBAHHBIA C HHULIMATOPOM 3ampoca CPoK.

11.00pamienust uneHoB Coseta Depaeparuu DenepanbHoro CobOpaHus
Poccuiickoit ®enepauuu, aenyraroB l'ocymapcrBenHon [ymsl denepaibHOTO
CoGpanus Poccutickoit deneparuu no BONpocam, CBSI3aHHBIM C UX JESTebHOCTHIO,
— Oe3oTnaraTenbHO (@ TPU HEOOXOAMMOCTU TMOJYYEHHUS JOMOJHUTEIBHBIX
MarepuajoB — He mo3aHee 4em  depe3 30  KameHOapHbIX  JTHEW
CO JIHSI TIOJIyYCHUSI OOpaIlleHHUS).

12.0O6pamienust genyratoB ['ocymapctBenHoro CoOpanus - Kypynras
PecnyOnuku bamkopTocTaH — B CpPOK, YCTAHOBJIEHHBIH 3aKOHOJATEIHCTBOM
Pecny6niuku bamkoprocTaH.

13.1Tuckma wu3 Anpmunuctpanuu Ilpesunenta Poccuiickoit ®enepanuu,
IIpaBurenscTBa Poccuiickoit @enepaunn, Koncruryunonnoro Cyna Poccuiickoit
Oenepannu, BepxoBHoro Cyna Poccuiickoit  ®enepauuu, ['eHepanbHON
npokypatypsl Poccuiickon ®@enepanuu, agmMuauctpauuu [ masel u [IpaBuTenscTBa
Pecnnyonmuku bamkoprocran, BepxopHoro Cynma PecnyOmmku bamkoprocTaH,
[Tpokypatypsl Pecniybiuku bamkoprocTan, opraHoB MECTHOTO CaMOYIIpaBJiIeHUS,
palilOHHOTO CyJla — B COOTBETCTBUH C YKA3aHHMSIMHU IO HCIIOJTHEHUIO JOKYMEHTa
npeaceaaTens TePPUTOPUATIBHOM KOMHUCCHM, €CJIM B HUX HE yKa3aH CpOK, — HE
no3aHee yeM uepe3 30 KaneHaapHbIX THEH.

14.TIpoTecT mpokypopa — He no3Hee yeM uepe3 10 KaneH1apHbIX THE.

15.1IpencraBienne npokypopa — He mo3aHee yeM uepe3 30 KajaeHIapHBIX
JTHEH.

16.1Tucerma m3bupaTenbHBIX KOMUCCHH - 30 AHEH, B TIEPHOJ MOJATOTOBKH H
MPOBEICHNUS BEIOOPOB - B COOTBETCTBUM ¢ DenepanbHbM 3aKOHOM «O0 OCHOBHBIX
rapaHTHsiX M30HMpaTeNbHbIX MpaB U MpaBa Ha ydyacTUE B pedepeHayMe Tpa)kaaH
Poccuiickoit @enepannn

17.06pamienust TpaxaaH MO BompocaM BbIOOPOB U pedepeHIyMOB —
10 30 kalleHIapHbIX JHEH, a MOCTYNHUBIINE B MEPHO]I U30MpaATEIbHON KaMIIaHUK —

B cooTrBeTcTBUM ¢ @DenepanbHbiM  3aKOHOM «OO OCHOBHBIX TapaHTHUSX



n30upaTeIbHBIX MPaB U MpaBa HAa ydyacTue B pedepeHayme rpaxaan Poccuiickoit
Denepaunumny.

18.Ilepecbiika oOpallleHui TpaXk[aaH, COJAEP)KALIUX BOIMPOCHI, PEUICHUE
KOTOPBIX HE oTHocuTcs K kKommereHiuu TUK, ocymecTBisieTcss B TeUeHUE CeMHU
KaJICHJAAPHBIX JHEHU.

19.00pamienust  cpeAcTB  MaccoBoi  wHGOpMAlMM MO  BOMpOcCaM
npenocTaBieHuss MHpoOpManmuu — ceMb KaleHAapHbIX aHei. Ecimm TpeOyemsble
CBEJICHUS HE MOTYT OBITh MPEJOCTaBICHBI B yKa3aHHBIM CPOK, TO JOIMyCKAaeTCs
OTCpOYKa B TPEAOCTABICHHUU 3allpamiiBaeMoil WH(OpManud C BpyYCHHEM B
TPEXJHEBHBI CPOK CO [HS TOJYYCHHS MHUCHhMEHHOTO 3ampoca HHQPOpMAaIH
YBEIOMJICHHSI 00 OTCPOYKE IMPEICTABUTEIIO PEAAKIINH, B KOTOPOM YKa3bIBAOTCS
NpUYMHA OTCPOYKH, JaTa, K KOTOpOW OyAeT MpeaocTaBieHa 3ampaiinBacMast
uHpOpMaIHs, IOHKHOCTHOE JUIO, YCTAaHOBHBIIEE OTCPOUYKY, JaTa MPHHATHS
pelieHust 00 0OTCpOUKe.

20.3anpoc rocyaapCcTBEHHOIO OpraHa, opraHa MECTHOTO CaMOYIIPaBJICHUS
WIA JOJDKHOCTHOIO JIMIa, PacCMaTpUBAIOILIEro oOOpalleHue TpakJaHUHA,
JOKYMEHTBl ¥ MaTepHuajibl, HEOOXOJUMBIE Uil pPacCMOTPEHHUs oOpaleHus,
OpPEJOCTaBIAIOTCS B TeYeHHe 15 JHell, 3a UCKIIOYEHHEM JIOKYMEHTOB W
MaTepUaloB, B KOTOPBIX COJIEPIKATCS CBEACHMSI, COCTABIIAIONINE TOCYIaPCTBEHHYIO
WIN UHYIO OXpaHsAeMyIo (peliepaibHbIM 3aKOHOM TailHy, U 111 KOTOPBIX YCTaHOBJIEH

0COOBII MOPSIAOK MPETOCTABICHHUS.



[Ipunoxenue Ne 11
K HHCTPYKLUU IO JIENIONPOU3BOJICTBY
B TEPPUTOPUAIIEHON N30MpATETbHON KOMUCCHH
ropojckoro okpyra ropoj CanaBat
PecniyOnuku bamkoprocran

YTBEPXIJAIO
[Ipencenarens
TeppuropuanbHOii H30MPATETPHON KOMUCCHH  TEPPUTOPUAILHON N30MPATETHHON KOMUCCHH
ropoJickoro okpyra ropoj CanaBat ropoJickoro okpyra ropoj CanaBat
PecniyOnuku bamkoprocran PecnyOnuku bamkoprocran
HOMEHKIJIATYPA JEJI
No
(MecTo cocTaBIIeHUS) [Toanuce Nuunmanel, pamumus
Jara
Ha rox
HNupexce Cpok xpaHeHus JaeJia
A 3aroJioBoOK J1eJja Koa-Bo nen p P 1 Mpumeyanue
aeJia U Ne cTaTbM 1O NMepPeYHIo
1 2 3 4 3)
Haszsanue pasaciia
HanmeHnoBaHue A0KHOCTH COCTaBUTENS ITonnuce Wuunumanel, pamunus
HOMEHKJIaTypbl
Jara
COI'NTACOBAHO COI'JTACOBAHO
IIporokon OK [IpoTOKOJI 3KCTIEPTHO-TIPOBEPOYHON KOMUCCUU
apXUBHOTO OT/EJNA aAMUHHUCTPALH
ropoJickoro okpyra ropox Canasat
Pecnybnuku Bamkoprocran
oT Ne OT Ne
HTorosas 3anmuce 0 KaTeropusix U KOJIMUYECTBE /€T, 3aBEACHHBIX B rony B

TeppHTOpHaHLHOﬁ KOMUCCHH




B ToM uucie

ITo cpokam xpaHeHus Bcero HEDEXO X C OTMETKOM
PEXOJIAI «IIK»

1 2 3 4
[TocrostHHOTO
Bpemennoro (cBsie 10 ner)
Bpemennoro (;10 10 jieT BKIIOYUTEIBHO)

HUTOroO:

HanmenoBaHne HOJDKHOCTH COCTABUTEIISA IToamuce HNuanimansl,
HOMEHKJIaTyphI bamumnus

MHara




[Tpunoxenne Ne 12
K HHCTPYKLUU IO JIENIONPOU3BOJICTBY
B TEPPUTOPUAIIEHON N30MpATETbHON KOMUCCHH
ropojckoro okpyra ropoj CanaBat
PecniyOnuku bamkoprocran

TepputopuanbHas n3duparenbHasi KOMUCCHUS YTBEPXJAIO
ropojckoro okpyra ropog CanaBat
Pecnybnmuku Bamkoprocran

D®OH/ Ne [Ipencenarens
TEpPUTOPUATBHON N30MpPaTETbHON KOMUCCHH
OITUCDH Ne ropoJCKOTO OKpyra ropoj CanaBar
JIEJT TIOCTOSTHHOTO XPaHEHUs PecnyOnuku bamkoprocran
3a rox [Toanuce Wuunmanel. pamunus
ara
Ne HNunpexc Kpaiinue | KoJ-Bo
3aro/i0BoK aesia IIpumeuanue
n/n aena AaThl JINCTOB
1 2 3 4 5 6

B nanHBII pa3nen onucy BHECEHO

(1M pamy 1 TPONHUCKIO)

¢ No 1o Ne , B TOM YHCJIE:

JUTEPHBIE HOMEpa:

MPOIYIIEHHbIE HOMEpA:

HaumenoBaHue 10JKHOCTH COCTaBUTEIS [Toamnuce Wuunumanel, pamunus
OTHCH
Hara
COI''TACOBAHO YTBEPXIEHO
[IpoTokon DK [IpoTOKOJ SKCIIEPTHO-TIPOBEPOYHOM

KOMHUCCUU apXUBHOTO OTZENa
aMMHHMCTPALMKU F'OPOJICKOT0 OKpyra ropoz
Canasar PecniyOnuku bamkoprocran
oT Ne oT Ne




[punoxenne Ne 13
K HHCTPYKLUU IO JIENIONPOU3BOJICTBY
B TEPPUTOPUAIIEHON N30MpATETbHON KOMUCCHH
ropojckoro okpyra ropoj CanaBat
PecniyOnuku bamkoprocran

TepputopuanbHas n3duparenbHasi KOMUCCHUS YTBEPXJAIO
ropojckoro okpyra ropog CanaBat
Pecnybnmuku Bamkoprocran

D®OH Ne [Ipencenarens
OITUCDH Ne TEPPUTOPUATEHON U30UPATEIbHON KOMUCCUH
nen BpeMeHHoro (cBoime 10 jeT) XxpaHeHus roOpoJCKOTO OKpyra ropoj CanaBar
PecnyOnuku bamkoprocran
3a rox [Tonnuce Wuunmanel. pamunus
ara
Ne HNupexc Kpaiinue | Kou-Bo Cpoxk IIpumeyanu
3aro/10BOK J1eJ1a
n/n aena AAaThI JHUCTOB | XpaHeHMA e
1 2 3 4 5 6 7

B naHHBII pa3nen onucy BHECEHO

(mudpamMu ¥ TPOITHCHIO)
¢ Ne mo Ne , B TOM 9HCJIE:

JUTEPHBIE HOMEpa:

MPOMYIIEHHbIE HOMEpa:

HaumenoBaHnue 10JKHOCTH COCTaBUTEIS [Toamnuce Wuunumanel, pamunus
OTHCH
Hara
COI''TACOBAHO
[IpoTokon DK

oT Ne




[Tpunoxxenne Ne 14
K HHCTPYKLUU IO JIENIONPOU3BOJICTBY
B TEPPUTOPUAIIEHON N30MpATETbHON KOMUCCHH
ropojckoro okpyra ropoj CanaBat
PecniyOnuku bamkoprocran

TepputopuanbHas nu3dupareiabHasi KOMUCCHUS YTBEPXIAIO
ropojckoro okpyra ropoj CanaBat
Pecnyonmuku Bamkoprocran

AKT IIpencenarens
TEPPUTOPUATEHON H30UpaTeIbHON
No KOMHCCHH TOPOJICKOTO OKPYyTra TOpo/I

CanaBat Pecniyonuku bamkoprocran

(Mecro cocTanneHi) IMoamuce Nuunmanel, pamumus

Jara

(0) BBIACJICHUU K YHUYTOKECHUIO TOKYMEHTOB, HE
moJieKamux XpaHeHUI0

Ha ocHoBannu IlepeuyHsi TUMOBBIX yIpaBIEHYECKUX APXUBHBIX JOKYMEHTOB,
oOpa3yroluxcsi B MPOIECcce NEATEIbHOCTH TOCYJAapCTBEHHBIX OPTraHOB, OPraHOB
MECTHOTO CaMOYIpaBJICHHUS M OpraHu3aluid, ¢ yKa3aHWEM CPOKOB XpaHEHUS U
HOMEHKJIATYphl JIeJl TePPUTOPHAIBHOM H30MpPATENbHON KOMHCCHHM TOPOJCKOTO
okpyra ropoa Canapar Pecniy0nuku banrkoproctan 0oToOpaHbl K yHHUTOXXCHHIO KakK
HE HUMEIOIIME HAyYHO-UCTOPHYECKOW IIEHHOCTH W YTPATHUBIIHE MPAKTUYECKOE

3HAYCHUC JOKYMCHTEI.

3aroJi0oBOK fesa Hupexce gena no
N . Cpoku xpaHeHus1
Ne WU TPyNNoBoii Kpaiinue HOMEHKJIaType Kon-Bo . Ipume-
U HOMepa cTaTeii
n/m 3aroJ10BoOK JAaThl WJIH HOMep Jiea e/l. Xp. yaHue
MO NepevyHIo
JOKYMEHTOB 1O ONMMCH
1 2 3 4 5 6 7
Hroro: en. Xp. 3a TrOJIbl
(undpaMu 1 PONUCHIO)
Onucu ACJI ITIOCTOAHHOT'O XpAaHCHUS 3a TOAbl YTBCPIKACHDI, I10 JINYHOMY COCTABY
corytacoBanel ¢ OK APXHUBHOT'O OTACTIAa aIMUHUCTPAIUN TOPOJACKOTO OKpYyra ropoa Camasar
Pecniybnmuku Bamkoproctan (IIpoTOKOJ OT « » r. Ne )
(HaI/IMCHOBaHI/IC JOJDKHOCTH JIUIA, ITPOBOAUBIIETO 3KCIEPTU3Y HEHHOCTH [[OKyMeHTOB)
(moamuce) (MHULIMAIB, (HaMUITHST)

Harta




[Tponomxenue npunoxenus Ne 14

COI''TACOBAHO
[IpoToxon DK TepputopralibHON N30UpaTEIHHOM
KOMHCCUU TOPOJACKOro okpyra ropoj CanaBat
Pecnyonuku bamkoprocran

oT Ne
I[OKYMGHTI)I B KOJIMYECTBEC JA€J1, TOMOB
BECOM KI" CIaHBI B
(HauMEHOBaHUE OPraHU3aLuy)
Ha repepaboTKy MO MPUEMOCIATOUYHON HAKIIATHOW OT Noe

(nara)

HanmenoBaunue qOKHOCTH
rpaXkJaHCKOTO CITYXaIlEero,
CIABILIETO JOKYMEHTHI

ara [Tonnuce Wuunumansl. pamunus
N3meHeHust B yueTHbIE JOKYMEHTHI BHECEHbI

HauMeHnoBanue nomKHOCTH

IPaXXIaHCKOTO CIIy’KaIlEero,

BHECILIETO U3MEHEHUS B YUETHbBIE

JOKYMCHTBI

Hara IMoamnuce Nuunmanel, hamumus



BHYTPEHHSASA OIIUCH
AOKYMEHTOB jeJjia Ne

[Tpunoxxenne Ne 15

K MHCTPYKLHH I10 JEJIOIPOU3BOACTBY
B TEPPUTOPUAIIEHON N30MpATETbHON KOMUCCHH
ropojckoro okpyra ropoj CanaBat
PecniyOnuku bamkoprocran

Ne HNupexc Jara Homepa
3aroJioBOK J0KYMEHTA Ipumeuanue
n/n JOKYMEHTAa | AOKYMEHTA JINCTOB Jejia
1 2 3 4 5 6
Hroro: JIOKYMEHTOB

KonndecTBo TMCTOB BHYTPEHHEN OMUCH

HaumMmenoBanue JOJDKHOCTH JIAIA,
COCTaBHUBILIETO BHYTPEHHIOIO OMKCh

JOKYMCHTOB JICJIa

Hara

(TudpamMu 1 IPONHUCHIO)

(mudpamMu ¥ TPOITHCHIO)

IMoamnuce

Nuunmanel, hamumus




[punoxenne Ne 16
K NHCTPYKLUU IO JIEIONPOU3BOJICTBY
B TEPPUTOPUATIEHON N30MpaATETbHON KOMUCCHH
ropojckoro okpyra ropoj CaaBat
PecniyOnuku bankoprocran

JIMCT-3ABEPUTEJIb IEJIA Ne

B neno noammro u npoHyMepoBaHO JIUCTOB(a),
(uMdpamMu ¥ TPONKCHIO)

B TOM YHCIIE:

JIMTEpPHBIE HOMEPA JINCTOB
MIPOMYIIEHHbIE HOMEPA JTUCTOB
+ JIMCTOB BHYTPEHHEN ONHCH

Oco6eHHOCTH (PUBNYECKOTO COCTOSIHUS U Homepa
(dhopmupoBaHus Aena JIUCTOB
1 2
HauMeHnoBanue nomKHOCTH IMoamuce Nuunmanel, pamumus

Hara




[punoxenue Ne 17
K HHCTPYKLUU IO JIENIONPOU3BOJICTBY
B TEPPUTOPUAIIEHON N30MpATETbHON KOMUCCHH
ropojckoro okpyra ropoj CanaBat
PecniyOnuku bamkoprocran

Donn Ne

Onuck Ne

Heino Ne

HAUMEHOBAHUE APXUBHOI'O YUYPEXKJIEHUS
TEPPUTOPUAJIBHASI UBBUPATEJIBHAS KOMUCCUSA
TF'OPOACKOI'O OKPYT'A TOPO/ CAJIABAT
PECITYBJIMKU BAIIKOPTOCTAH
JAEJIO Ne Tom Ne
(3aroJyioBOK zena)
(kpaitHue 1aThl)

Ha JIACT

XpaHUTh




YTBEPX/JIAIO
[Ipencenarens
TEPPUTOPUATBHON U30MPATETHHOMN
KOMHUCCUU TOPOJCKOTO OKpYyra ropoj
CanaBat Pecnnyonuku bamkoprocran

[punoxenne Ne 18
K HHCTPYKLUU IO JIENONPOU3BOJICTBY
B TEPPUTOPUATIEHON N30MpaATETbHON KOMUCCHH
ropojckoro okpyra ropoj CanaBat
PecniyOnuku bamkoprocran

YTBEPX/JIAIO
(HanMeHOBaHME JOJKHOCTH
PYKOBOJIUTEIISI OpraHU3aIMH-
IIPUEMILIIKA)
noanuch Maummansl. paMuims

IO IITUCH Wuunmanel, pamunus
[ara [Teuars Hara [Teuats
AKT Ne
npuemMa-nepeaavan
APXHUBHBIX TOKYMECHTOB Ha
XpaHeHue
(ocHOBaHHME TIEpeIaym)
(nazBanue nepenaBaeMoro hoxa)
caal,
(HanMeHOBaHHE OPraHU3ALMH-CATINKA)
IIPHUHSI

(HaI/IMeHOBaHI/Ie Opl"aHI/BaI.[I/II/I-HpI/IeMH.[I/IKa)

JOKYMCHTBI Ha3BAHHOT O (1)0H,Z[a U HAYUYHO-CIIPABOYHOTI'O aIlllapaTa K HUM:

KoanuecTBo
Ne i/ Ha3Banue, HoMep onucu IK3EMILISIPOB Koawyecrso Mpumeuanue
ONHCH 1. Xp-
1 2 3 4 5
Htoro npunsro el. Xp.
[lepenauy npousBenu:
JIOJKHOCTB [loamuce PacmmmdpoBka  JlomKHOCTD Ilonnuce MHunuanel,
bamuus
Jara Jlara
®onay npucBoeH Ne
N3MeHeHus B yueTHbIE TOKYMEHTBI BHECEHBI
JIOJKHOCTB Iloanuce Wuunmanel, pamunus

ara




[Mpunoxenne Ne 19
K HHCTPYKLUU IO JIEJONPOU3BOJICTBY
B TEPPUTOPUAIIEHON N30MpATETbHON KOMUCCHH
ropojickoro okpyra ropoj CanaBat
PecniyOnuku bamkoprocran

IIpoekr
INOBECTKA JIHA
3acelaHUs TEPPUTOPHUAIBbHON M30MPaTEJIbHON KOMUCCUH
ropoackoro okpyra ropoa Camasar Pecny6auku bamkoprocran
« » 202 ropma
Hauvaio: 4acoB
1. O pe3yabpTarax JOTIOJIHUTENIBHBIX BBIOOPOB Jenyrara
M0 OJHOMAaHJATHOMY H30UpPATEILHOMY
okpyry Ne 6

[Tokano C.B.

2.

(Haumenosanue 60npoca, 6KIIOYEHHO20 6 NpoeKkm nosecmxu Ons 3acedanus TUK)

(ucnonnumens npoekma OOKyMeHmd, OOKIAOYUK NO 60NPOCY, 6KIIOUEHHOMY 6 npoekm nosecmku oua 3acedanus TUK)

[Ipencenarens
TEPPUTOPUATIBHON N30UpPATEITHLHON
KOMMCCHH (uHUUMATBI, (aMUIIHS)




[Tpunoxenne Ne 20
K HHCTPYKLUU IO JIENONPOU3BOJICTBY
B TEPPUTOPUAILHON U30MpaTENbHON KOMUCCUU
ropojckoro okpyra ropoj CanaBat
PecniyOnuku bamkoprocran

IMPOTOKOJI
3aceaHus padouyeid rpynnbl TEPPUTOPHAIBLHON N30UPATEIbHOM KOMUCCHH
ropoackoro okpyra ropoa Camasar PecnyOauku bamkoprocran
1o UHGpOPMALMOHHBIM CHIOPAM

« » 2021 rona
Hauano: 4acoB
Mecto npoBeaenus: r. CanaBar

IlpencenarenberByommii — Maumuanel, pamunus
Cexkpetaps — Maunuanel, hamMuius
IIpucyrcrBoBasm: 10 yenoBek (CIUCOK MPUIIAraeTcs).

ITIOBECTKA AHA

1.
2.

1.CIIVIIAJIN:
BBICTYIINJIN:
PEIINJIN:

2.CJIVIIAJINA:
BBICTYIINJIN:
PEILNJIN:

[Ipencenarens (nHUIMANB, (aMUITUS)

Cexpetapb (nHUIMANTB, (haMUITHS)
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