MOCKOBCKASA OBJIACTb
TEPPUTOPUAJIBHASA U3BMUPATEJIBHASA KOMUCCHUA

[IIATYPCKOI'O PAMMIOHA
140700, r. arypa, . Jlenuna, 2 T. 2-44-97
PEIHIEHUE
or 14.06.2016 Ne 123

00 yTBepKIeHNM WHCTPYKIHH MO JeJONPOU3BOACTBY TEPPUTOPHAIbHOM
u3duparteabHoil komuccum lllarypckoro paiiona

B memsx opraHumzanuy  JeSTEIbHOCTH  TEPPUTOPUAIBHOM — M30MpaTenbHOU
KOMHCCHH, B COOTBETCTBUHU cO cT. 28 denepanbHoro 3akoHa "OO OCHOBHBIX IapaHTHSIX
n30upaTenbHbIX MIPaB U MpaBa Ha yyacTue B peepeHayme rpaxian PO",

TepputopuaibHas usdbuparenbHas komuccus PEIITITA:

1. YTBepAUTh HHCTPYKLHUIO 110 JEJIONPOU3BOJACTBY TEPPUTOPUATIBHOU
u3buparenbHoil komuccun Illatypckoro paiiona (npunaraercs).

2. Pasmectuth pemenue B cereBoM wuznaHuu "BectHuk WM30upatenbHoi
Komuccud MockoBcKoit obnactu".

3. KOHTpO/Ib BBINOJIHEHUS HACTOSALIEIO PEUIEHUS BO3JIOKHUTHh Ha CEKpeTaps
TeppUTOpUaIbHON n3duparensrHoit komuccuu [latypckoro paitona HO.B.JIaBpeHThEBY.

[Ipencenarens TUK 1O.B.JIaBpenThEBA

Cexperaps 3acenanusa THUK H.P. Ilen3una



IIpunoxeHue K peleHuIo

TeppUTOpUaNbHOI M30upatenpHol komuccun Illarypckoro
palioHa

ot 14.06.2016 Ne 123

HHCTPYKIUA
110 JIEJIOITPOM3BOJICTBY B TEPPUTOPHUAJIBHON
N3BUPATEJBHON KOMUCCHUHU HIATYPCKOI'O PAMOHA
MOCKOBCKOU OBJIACTH

1. OOuwme moI0XKEHUs

1.1. MHWHcTtpykuuss 1O  JEJONPOU3BOJICTBY B  TEPPUTOPHUATBHOM
n3buparenbHoit komuccuu Illatypckoro paitona (nmamee — WHCTpyKIus)
YCTaHABJIIMBACT TOPSIAOK pabOThl € JAOKYMEHTAMH, OCHOBHBIE TMpaBUja HX
MOATOTOBKM M O(OPMJIEHUS B TEPPUTOPUAIBHOM H3OUPATEIBHOM KOMHUCCUU
[ITaTypckoro paitona (nanee — Komuccus).

Wuctpykiust  pa3paboTtaHa Ha OCHOBaHUM  (eJepalibHBIX  3aKOHOB
«O0 OCHOBHBIX TapaHTUSIX HW30MpaTEIbHBIX IMpaB W IMpaBa Ha YydacTUE B
pedbepennyme rpaxnaan Poccuiickoir denepanum», «O06 apXUBHOM Jeie B
Poccuiickoit ®enepanun», «O TOpsIKE PACCMOTPEHHsS OOpalleHui TpakaaH
Poccuiickori  ®eneparuny, 3akoHOB ~ MockoBckoit  oOmactu,  [IpaBun
JIEJIONIPOU3BOACTBA B (emepaibHBIX OpraHaXx HCIOJHUTENBHOW  BIIACTH,
YTBEPXKIAEHHBIX IocTaHoBIieHHEM [IpaButenscTBa Poccuiickont @enepannu ot 15
utoHs1 2009 roma Ne 477, ¢ yuerom MeToaudeckux peKOMEHIAIMM 1Mo pa3padoTKe
WHCTPYKIIMI TIO JEJIONPOU3BOJCTBY B (heliepalibHbIX OpraHax HCIOIHUTEIbHON
BJIACTHU, YTBEPXKIEHHBIX mMpukKazoM DenepaqbHOr0 apXWBHOTO AareHTCTBa OT
23 nexabps 2009 roma Ne 76, mocTaHOBIIEHUH U MHBIX HOpMAaTUBHBIX akToB [[MK
Poccun, W30OuparenbHOl KkomMuccun MOCKOBCKOM — 00nacTu, perjiaMeHTra
Komuccun, ¢ wucnonszoBanueM ['OCTa P 51141-98 «Jlenonpous3BoACTBO U
apxuBHoe  nenmo. Tepmuasl u  ompeneneHus», [OCTa P 6.30-2003
«YHUPUIIUPOBAHHBIC CHUCTEMBl JOKYMEHTAIMH. YHU(PHUIIUPOBAHHAS CHCTEMa
OpraHU3alMOHHO-PACTIOPSIUTEIILHOM JIOKYMEHTAIUU. TpeboBanus K
odopMmieHuIo TOKyMeHTOBY», Pacmopsbkenus ['yGepHaTtopa MockoBckoi obactu
ot 5 aBrycra 2008 r. N 314-PT° «O0 YTBEPKJICHUU NHucTpykiuun 1o
JIEJIONPOU3BOJCTBY B HUCIOJHUTEIBHBIX OpraHax TrOCYJAapCTBEHHOW BIIACTH
MockoBcKoi 00J1aCTH.

PaGora ¢ pgokymeHTamH, COACpXKAIMMH HH(POPMAIIUIO OTPAHUYCHHOTO
pacmnpocTpaHEHHUs, OCYIISCTBISCTCS B COOTBETCTBUM C IIOCTAaHOBJIEHHUEM
[IpaButensctBa Poccuiickoii ®enepanuu ot 3 HosiOps 1994 roma Ne 1233
«O0 yrBepxaeHun I[lomoxeHnuss o mopsiake oOpamieHusi €O CIy>KeOHOM
uH(popMalMe OTrpaHMYEHHOTO0 pACIPOCTpPAHEHHUs B (eaepaibHBIX OpraHax



VCIIOJTHUTEIIbHOM BIACTU», 3a UCKIIFOYEHUEM JOKYMEHTOB, COJIEPIKAILNX CBEACHUS
00 wum3buWparensXx, ydacTHHKaX pedepeHayma, oOpalamimxcs B paMKax
dbyHkuuonupoBanusi  ['ocymapcTBeHHOM — cucTeMbl — perucTpanuu  (yuera)
nzbuparenet, ydacTHUKOB pedepennyma B Poccuiickoit ~ Denepanuu,
nocta”oByienueM [IpaBurensctBa MockoBckoit obmactu ot 27.11.2002 Ne 573/46
«O6 ytBepxkaenun IlomoxkeHus o mopsake oOpameHuss ¢ UHPopMaIuUei
OTPaHUYEHHOI'0 JIOCTYNA B MCIOJHHUTEIBHBIX OPraHaX roCyJapCTBEHHOW BIACTH
MockoBckoii  00macTd, TOCYJapCTBEHHBIX OpraHax W TOCYIapCTBEHHBIX
yupexaeHusIX MOCKOBCKOM 001acT».

1.2. TlpaBwmra odopmieHHs JAOKYMEHTOB H TOPSAOK PabOThI C HHUMH,
npeaycMoTpeHHbie MHCTpyKimei, o0si3atenbhbl i wieHoB Komuccuu, a Takxke
JIUII, TPUBJIEKAEMBIX 110 TPAXKIAHCKO-TTPABOBBIM JIOTOBOPAM.

1.3. Unennl Komuccuu, nuia, npuBjieKaeMble MO TPa)kIaHCKO-TIPABOBBIM
JIOTOBOPAM, JTOJKHBI OBITH O3HAKOMJIEHBI MO/ MOMHUCH ¢ TeKCTOM MHCTpyKIuu.

1.4. Benenue nenonpousBojctBa KoMuccuu ocymiecTBiser npeacenareib
(cexperappb) Komuccun.

1.5. B cmydae yxodga B OTIYCK, Bble3[la B KOMaHAMPOBKY, OOJIE3HH,
YBOJIbHEHHSI MCIIOJIHUTENS JTOKYMEHTOB Tpejacenarenb KoMuccuun naer yka3zaHue
nepe1aTh HEUCIIOIHEHHBIE TJOKYMEHTBI IPYTOMY HUCIIOJHUTEIIO.

1.6. Jemompoun3BoactBo B KoMuccum ocymiecTBIsSeTCsl ¢ UCIOIb30BAHHEM
KapTOYHOM WJIM KYpPHAJIbHON CHCTEMBI PETUCTPAIlMU JOKYMEHTOB.

Pabotra ¢ pokymentamu Komuccuu OCHOBBIBA€TCSI Ha MPHUHIIMIE
OJIHOKPATHOM pErucTpalvy JOKyMEHTA.

1.7. WHcTpykuMss W U3MEHEHHUS B HEE YTBEPKAAIOTCA pEIICHUEM
Komuccun mocine cormacoBanusi ¢ M30upatenbHoit komuccueir MOCKOBCKOM
o0nacTu.

1.8. B HHCcTpyKIMM UCTIONB3YIOTCS CIACAYIONIUE MOHSITHS:

OJlaHK JOKyMEeHTa — Ha0Op pPEKBU3UTOB, HACHTUPHUIIMPYIOIIUX aBTOPA
OQUITMATHHOTO MUCHbMEHHOTO JIOKYMEHTA;

BHYTPEHHUW JTOKYMEHT — JIOKYMEHT, MOArOTOBJIEHHbIM B Komwuccuu, He
BBIXOJISIIIINI 32 €€ MPEEbl;

BXOASIIUN JOKYMEHT — JOKYMEHT, MocTynuBIui B KoMuccuro;

JIEJI0 — COBOKYIHOCTb JOKYMEHTOB WJIM OTACJIBbHBIA  JOKYMEHT,
OTHOCSILHMECS K OTHOMY BOIIPOCY UJIM YYaCTKY JI€SATEIbHOCTH;

JEJIONPOU3BOACTBO  —  JIEATENbHOCTb,  OOECIEeUMBaIOlas  CO3/laHue
oQUIaNTbHBIX JOKYMEHTOB U OpPraHU3alMI0 padOThl C HUMU;

NOKJIaJHas  3alMCKa —  BHYTPEHHUW  JOKYMEHT,  aJIpeCOBaHHBIN

BBILIECTOALEMY JOJDKHOCTHOMY JIMIY OT HIKECTOSAILETO TOJDKHOCTHOTO JIMLA U
coJiepKaluii 00CTOSITETbHOE H3JI0KEHUE KaKOro-JInOOo BOMpOCa C BBIBOAAMH U
IIPEUIOKEHUSIMU COCTABUTEIIS;

JOKYMEHT — O(HIMaIbHBIA JOKYMEHT, CO3JAaHHBIA TOCYIapCTBEHHBIM
OpraHoM, OpraHOM MECTHOTO CAMOYTMPAaBICHUS, IOPUAMUECKUM WIN (PU3NYECKUM
AUIoM, OGOPMIICHHBII B YCTAaHOBJICHHOM TMOpPSIKE U BKJIIOYCHHBIA B
nokyMeHToo6opoT Komuccuu;



JOKYMEHTHpOBaHHEe — (Qukcarus wuHOpPMAIMUM HA  MaTepHATbHBIX
HOCUTEJISIX B YCTAHOBJIEHHOM MOPSIIKE;

JIOKYMEHTOOOOPOT — JBIKECHHE JIOKYMEHTOB C MOMEHTa MX CO3JIaHUs WUJIU
MOJYYeHUs] 7O 3aBEPIICHUS WCIOJHECHHS IIOMCIICHUS B Jel0 U (WIH)
OTIPaBJICHUS,

nyOJMKaT JOKYMEHTa — MOBTOPHBIM SK3EMIUISIP TMOJJIMHHUKA JOKYMEHTA,
VMMEIOIINI IOPUINYECKYIO CHITY;

3aBEpEHHAs KOMUS — KOMNHUs JOKYMEHTa, Ha KOTOPOW B COOTBETCTBHUM C
YCTAHOBJICHHBIM MOPSJKOM MPOCTABIISIOT HEOOXOIUMbIE PEKBU3UTHI, IPUIAOIINE
€U FOPUIUYECKYIO CUITY;

HCXOJAIINN JOKYMEHT — JOKYMEHT, OTIpasiisieMbid n3 Komuccnu;

KOHTPOJIb HUCITIOJTHCHMUA JOKYMCHTOB - COBOKYIIHOCTB I[GﬁCTBHfI,
06GCHGLII/IBEIIOHII/IX CBOCBPCMCHHOC HCIIOJTHCHHUC JOKYMCHTOB,
KOIINA JOKYMCHTA - JOKYMCHT, IIOJIHOCTBIO BOCHpOI/IBBOIIHIHI/Iﬁ

uHOpMAIMIO TOJJIMHHUKA ¥ €ro BHENIHWE [PU3HAKH, HE HMEIONUi
FOPUIAYECKON CHIIBI,

HOMEHKJIATypa JIeJ — CUCTEeMAaTU3UPOBAHHBIN MepeYeHb HAUMEHOBAHUM eI,
3aBoiMMbIX B Komuccuu, ¢ ykazaHueM CPOKOB MX XpaHEHUs, 0()OpMIICHHBIN B
YCTaHOBJICHHOM TTOPSIZIKE;

HOPMATHBHBIC JOKYMEHTBI — COBOKYITHOCTH WHCTPYKTHBHBIX MaTEPHUAJIOB,
pPacCUYMTAHHBIX Ha TIOCTOSHHOE WM MHOTOKPATHOE JCHCTBHE W COJEPIKAIIIX
KaKue-1m00 HOPMBI, TpaBUJIa, TIPS IIACAHNS,

opopMieHHE JOKYMEHTa — TMPOCTABICHUE HEOOXOINMBIX PEKBU3HTOB,
YCTaHOBJICHHBIX MPABHJIAMH JOKYMEHTHUPOBAHHSI;

MUCBMEHHOE O0pallleHue TpaxaaHNHA — HAMPaBICHHOE B TOCYaPCTBEHHBIH
opraH, OpraH MECTHOTO CaMOYIIPABIEHUS WU JOJKHOCTHOMY JIMILy MHUCHhbMEHHOE
MPEIIOKEHHE, 3asBJICHUE WM Kaio0a;

MUCHEMO — 0000IIEHHOE Ha3BaHUE PA3JIMYHBIX 1O COACP)KAHUIO JTOKYMEHTOB,
CIIy’KallluX CPEJCTBOM OOIICHHS MEXTY OpraHU3alUiIMHU, TPKIaHAMU;

NOJJMHHUK JOKYMEHTa — TIEPBBIM WJIM €AMHCTBEHHBIM JK3EMIUISP
JIOKyMEHTA;

MOPYYCHHE — JOKYMEHT, MPEANMHUCHIBAIOIINI BBIMOTHCHUE TEX WM WHBIX
3aJaHMH;

perHCTpanus JTOKyMEHTa — NPHCBOCHHIO JOKYMEHTY PETHCTPAIMOHHOTO
HOMEpA U 3aIKCh B YCTAHOBIICHHOM TOPSJIKE CBEACHHUH O JOKYMCHTE;

perucTpanvonHas ¢opMa — CHCTeMa pPErHCTpalydd, HCHOoJb3yeMas B
KoMuccnu ripu perucrpaiiii J0KyMEHTOB (KapTOYKH WIIH KypHa);

PEKBU3UT  JOKyMEHTa —  OOs3aTeNbHBIA  ANeMEeHT  odopMiIeHUS
o(pUIIMaTBFHOTO TOKYMEHTA;

CPOK HCIOJIHEHUS JIOKYMEHTa — CpOK, YCTAaHOBJICHHBIH HOPMATHBHBIM
MIPABOBBIM AKTOM, OPTraHU3aAIMOHHO-PACTIOPSIUTEIBHBIM TOKYMEHTOM, YKa3aHUSIMU
10 MCTIOJTHEHUIO TJOKYMEHTA WA MTOPYICHUEM;



YKa3aHMs 10 UCIIOJHEHHUIO TOKYMEHTA — PEKBU3HT, COCTOSAIIMUI U3 HAAIKNCH
Ha JOKYMEHTE WM Ha OTIEIbHOM JIUCTE YCTAHOBJIEHHON (DOPMBI, CHETaHHOU
JOJDKHOCTHBIM JIULIOM;

y4eT JIOKyMEHTOB — (ukcauus (akTa mOJydYeHUs JIOKYMEHTOB 03
IIPOCTABIICHUS HA HUX PETUCTPALIMOHHBIX IITAMIIOB;

(dopMupoBaHue Aena — TPyNIUPOBAHUE UCTIOJHEHHBIX JOKYMEHTOB B JIETIO B
COOTBETCTBMM C HOMEHKJIATypOW JEN W CUCTEMAaTU3alus JOKYMEHTOB BHYTpHU
nena,

AKCIEPTU3a LIEHHOCTHU JTOKYMEHTOB — U3Y4YEHUE JTOKYMEHTOB Ha OCHOBaHUU
KPUTEPHUEB HUX LIECHHOCTH B LENAX ONPEACIICHUS CPOKOB XPAaHEHUS JTOKYMEHTOB U
oTOOpa UX JJIA BKJIIOYEHHs B cocTaB ApxuBHOro gonaa Poccuiickoit @enepannu;

AJICKTPOHHBIK  JIOKYMEHT — JOKYMEHT, B KOTOpPOM HHQpopmarus
MpeCTaBlIeHa B AJICKTPOHHO-IIMGPPOBOM dhopme;
AJICKTPOHHBIH 00pa3 JOKyMEHTa — OJJICKTPOHHAs KOIUS JOKYMEHTa,

HN3TOTOBJICHHAA Ha 6YM2DKHOM HOCHTCIIC.
2. HpI/IGM, perucrtpanud U IPOXOXKACHHUC ITIOCTYIIAIOIMUX JOKYMCHTOB

2.1. JoxymenTsl B Komuccuio IOCTaBISIOTCS 4Y€pe3 OTICICHUE CBA3H
(mourtoi, Tenerpadom), GenbabErepckoll WM CHELMATBbHOM CBS3bI0, HAPOUYHBIM
WIM TEepelalTcsl Ha JIMYHOM NpHEeMe TpaxaaH NpeaceAaTesto (3aMeCcTUTENIO
npejacenarens, cekperapro, yieHam) Komuccun.

JlokymeHTsl MOryT mnoctynath B Komuccuio Ha oQuUIMAIbHBIM MOYTOBBIM
amuk Komuccuu B cetn IHTEpHET 1 110 (paKCUMUIIBHOM CBSI3U.

2.2. Ilpmem, mnepBuuHas oOpabOTKa ¥ perucTpamus MMOCTYMAIOIUX
JIOKYMEHTOB MPOU3BOJATCA  mpeacenarenemM  (cekperapeM) Komuccunm  wnm
OTBETCTBEHHBIM 3a BEJICHHME JEJONPOU3BOJICTBA C MCIOJIb30BAaHUEM KAPTOYHOMU
(mpunosxxenue Ne 1), 1160 xKypHanbHOU (MpuiokeHne Ne 2) cuCTeMbl perucTpaifu
JIOKYMEHTOB €XEJHEBHO B 4achl paboTel Komuccum, Kpome BBIXOAHBIX U
HepabouuX Mpa3JHUYHBIX JHEH.

[Topsimok TOJy4EHHMsT M PETHCTPAlUU JTOKYMEHTOB IIOCJIE€ OKOHYAHHUS
paGouero [HS, B BBIXOJAHbIE M Hepabouue Mpa3JHUYHBIE [HU, B TMEPUOJ]
NOJITOTOBKM U TPOBEIEHUS HW30MpaTeNbHBIX KaMIIaHUW  yCTaHaBIUBAETCS
npeacenareiaem Komuccuu nubo onpenensiercs pemenneM Komuccun.

2.3. TloctynuBiue NOKYMEHTBI MOAPA3AEISAIOTCS HAa PETUCTPUPYEMBbIE U
HE ToJyIeXkaIne peructpanuu (mpuiaoxenue Ne 3).

2.4. Tlpu BCKpPBITMM KOHBEPTOB, MOCTYyHAOLIUX (ETbIberepckon uiu
CHEIUaIbHOW CBA3BIO, MO TIOYTE, MPOBEPSIETCS MPABUIBHOCTH aJPECOBAHUS,
KOMILJIEKTHOCTh M IEJIOCTHOCTh JOKYMEHTOB, HaJIM4YU€ MPUIIOKEHUM, CBEpSIETCS
COOTBETCTBHE HX HOMEpPOB YYETHBIM HOMEpaM, YKa3aHHbBIM Ha KOHBEpTax.
HenpaBunbHO ajapecoBaHHble M OMIMOOYHO BIIOKEHHBIE JOKYMEHTBHI HE
PETHCTPUPYIOTCS, MEPEChUIAIOTCS MO  HAa3HAYEHWI0 WM  BO3BpaLIalOTCA
OTIIPABUTEIIIO.



2.5. Ecnu npu BCKphITUM KOHBEpPTa OOHAPYKEHO OTCYTCTBUE JTIOKYMEHTOB
WIM UX OTHENbHBIX JIMCTOB, IPWIOKEHUHM, MOBPEXKICHUE JIOKYMEHTOB WIN
HECOOTBETCTBHE HOMEPOB JIOKYMEHTOB HOMEpaM, YKa3aHHbIM Ha KOHBEPTE,
npenceaarenem (cexkperapeM) Komuccuum WM OTBETCTBEHHBIM 32 BEJIECHUE
JIEJIONPOU3BOICTBA COCTABIISIETCSA AKT YCTAHOBJIEHHON (POPMBI B IBYX AK3EMILIspax
(mpuinoxenue Ne 4). OauH 3K3eMIUISIp aKTa MOCHUIAETCS OTIPABUTEIIO, JIPYrou
NPUOOIIAETCS K MPUHATHIM IOKYMEHTaM.

Ha 000poTHOI CTOpOHE MOCJEIHEr0 JINCTa MOBPEXKICHHOIO TOKYMEHTa B
IPaBOM HWKHEM YTIy JAEJIaeTcs OTMETKAa «J{OKYMEHT MOJydeH B MOBPEXKIECHHOM
BUJIEN.

2.6. KouBepTsl OT MOCTYNUBIIMX JOKYMEHTOB HE YHUYTOXKAIOTCS B
cllydae, €CId TOJBKO II0 HUM MOYKHO YCTAHOBHUTH aJpec OTIPaBUTENS, ATy
OTIIPAaBKU W IOJIYYEHUS JTOKYMEHTOB, €CIIA OHHM COJEPXk AT JTOKYMEHTBI, KOTOPbIE
NOCTYIIWIIM M3-3a IpenenoB Teppuropun Poccuiickoil Penepanuu, U3 CyJI0B,
CIIEICTBEHHBIX OPraHOB, JIMOO JIOTOBOPBI, TPETEH3UH, HCKOBBIC 3asBIICHUS,
JOKYMEHTBI, CBSI3aHHBIE C pPa3MEIICHHEM 3aKa30B Ha IIOCTaBKM TOBApOB,
BBITNIOJIHEHHE PabOT, OKa3aHHUE yCIYyT AJIsl TOCYIapCTBEHHBIX HYX]I.

2.7. Ilaketbl ¢ momMeTKoN «JIMUHO» YUUTHIBAIOTCA MO MAKETHOMY >KypHaIy
U TIEpeIatoTCs aJpecaTaM B 3aKPhITOM BHJIE MO/ MOAIKCH.

2.8. Ilpm peructpanuy MOCTYNUBIIETO IOKYMEHTa B PErHCTPAIIOHHON
dbopme 00s3aTEIBLHO BBOJSTCS CICAYIOMIME PEKBU3HUTHI: BUJl JIOKYMEHTA, €Tr0
UCXOJAIIMNA HOMEp W JaTa, JaHHblE O KOppecnoHjaeHTe (anpecante) (pamuius,
UM$, OTYECTBO (PU3NYECKOTO JIMIIa WM Ha3BaHUE OpraHu3allii, MECTOHAX0KJICHNE
OTIPABUTENS), @ TAKXKE KpaTKOe COJlepKaHUe JOKYMEHTa, KOJMYECTBO JIMCTOB
OCHOBHOI'O JOKYMEHTA U JINCTOB IPWIOKEHUS, KOJIMYECTBO IK3EMIUISIPOB.

PeructpanioHHbIM IITaMI € yKa3aHUEM BXOJSILEro HOMepa, JaThl U
BPEMEHHM PErucTpalMy IMPOCTaBISAETCS, KaK MPaBWIO, B NMPABOM HMIKHEM YIIIy
JMUEBOM CTOPOHBI IIEPBOIO JINCTA 3apErMCTPUPOBAHHOTO JOKyMeHTa. llpum
HEOOXOJMMOCTH yKa3blBaeTCsi BpeMsi perucrpauuu (yacsl U MHHYTHI). Ha
INPWIOKEHUU TPOCTABISAETCA BXOAAIIMI HOMEpP JOKYMEHTAa, K KOTOPOMY OHO
OTHOCHUTCH.

Ha konuu noxymeHTa BXOISALIMNA HOMEP MPOCTABISIETCS B IPABOM HMKHEM
yIULy JIALIEBOW CTOPOHBI IIEPBOTO JIUCTA.

Hywmepamuss nocTynuBIIMX JOKYMEHTOB OCYILIECTBISIETCA B Tpenesax
KaJIEHJApHOIO To/1a.

[Ipu peructpanuu AOKYMEHTa, SIBIISIOMIETOCS OTBETOM HAa HCXOASIIMMA
JIOKYMEHT WJIM TMPUCIAHHOTO B JOTOJHEHUE K paHEe HAIPaBIECHHOMY JOKYMEHTY,
B PETUCTPALMOHHON (hOopMe JeNIaeTCsl COOTBETCTBYIONIAs CChUIKA.

K mnoBTOpHBIM JOKyMEHTaM MpUKIAAbIBACTCS HHPOpMAIUs O paHee
NOCTYIHBIIKUX JTOKYMEHTaX M pe3yJbpTaTax WX HCIIOIHEHUS, KOTOpas MepenaeTcs
OTBETCTBEHHOMY 3a €TI0 UCIIOJIHEHHUE.

2.9. 3apeructpupoBaHHbIE JOKYMEHTBI PACCMAaTPUBAIOTCS MpECEeaaTeIeM
KoMuccenn, 3aTem 1ocie NepeHEeCeHHs YKa3aHHs MO HMCIOJHEHUIO JTOKYMEHTa B
perucTpaioHHble (POPMBI IEPEAAOTCS UCIIOIHUTENSIM MO TOATHUCH.



2.10. HcnonHeHHbIE MOKYMEHTBHI CIHCBHIBAIOTCS B JIEJ0 Mpe/ceraTeeM
(cexperapem) Kommccuum © momMemaroTrcss B JIeI0 B COOTBETCTBUU  C
HOMeHKJaTypoi aen Komuccun.

3. OcHOBHbIE TPeOOBaHUS K NOATOTOBKe U 0()OPMJIEHUIO IOKYMEHTOB

3.1. JlokymeHTbl OGhOpMISIOTCS Ha OJIaHKaXx yCTaHOBJEHHOW (OPMBI,
W3TOTOBJICHHBIX TUTIOrpadCcKUM W KOMIBIOTEPHBIM crocobom
(mpunoxenue Ne 5).

B KomMuccuu MOryT ObITh YCTaHOBIICHBI CIEAYIOUINE BUABI OJAHKOB:

OnaHk mpoTokoiia 3aceaanns Komuccnu (mpunoxenne Ne 5.1);

onank perrenust Komuccun (npusoxenne Ne 5.2);

oOmuii 6mank Komucenu (17151 TOATOTOBKY JIFOOOTO BUJA JOKYMEHTA, KpOME
nucbma) (mpuioxkerue Ne 5.3);

onank nmucbMa Komuccun (npunoxenuns Ne 5.4, 5.5).

3.2. KouTponab 3a TpaBWIbHBIM HCIOJIb30BAHUEM OJAaHKOB U HX
COOTBETCTBHEM YCTAaHOBJIEHHBIM 00OpasliaM OCYULIECTBIISIETCS IIpelceaarenemM
(cexperapem) Komuccun.

YHUYTOXKEHHUE HCIOPYEHHBIX OJAHKOB OCYIIECTBIISIETCS C COCTaBJICHUEM
aKTa.

3.4. JlokyMeHTBl O(OPMIIIIOTCS B COOTBETCTBHU ¢ TpeOoBaHUAMH K
JIOKYMEHTaM, M3TOTOBIISIEMBIM C MIOMOIIBIO MEYATAOIIUX YCTPOUCTB, U K (ailnam
TEKCTOBBIX JIOKYMEHTOB (TiprioxeHue No 6).

3.5. Ilpm moaroroBke u OoGOpMIICHUU TOKYMEHTOB WieHbl Kommuccuwm, a
TakKe JIMIA, MPHUBJICKAaEMble IO TPAKIAHCKO-TIPABOBBIM JOTOBOpaM, JOJDKHBI
cobioaaTh mpaBuiia 0hOpPMIICHUSI PEKBU3UTOB JOKYMEHTOB, U3JI0KEHHbBIC HUXKE.

3.5.1. Jlara nokymeHTa.

JlaToli HOKyMEHTa SIBIIIETCA JaTa €ro IOAINUCAaHUus, yTBepkaeHud. JlaTton
MIPOTOKOJIA U PEIICHUS SBISETCS JaTa 3aceaHusl, a aKTa — J1aTa COOBITHS.

JlaToii TOKyMeHTa, W3JIaHHOTO COBMECTHO JByMsi U O0Jiee OpraHu3allvsIMU,
SBJISIETCS 1aTa OoJjiee MOo3HeH MOANNCH.

Haty moxymenTa ohopMIIIOT apabckumu 1udpaMu B IOCIEI0BATEIIHBHOCTH:
JIeHb Mecsna, mecsl, roja. [lenp mecsia u mecs opopMIISIOTCS ABYMs MapaMu
apaOckux 1udp, pa3facICHHBIMA TOYKOH, TOJT — YETHIPhbMS apaOCKUMH Iudpamu,
HanpuMep:

17.01.2015

JlomyckaeTcst ciioBecHO-IIUGPOBOH criocod oopMIIeHUsI 1aThl, HAIPUMED:
17 suBapst 2015 rona

3.5.2. PeructpanuoHHBIN HOMEP JOKYMEHTA.



Hampumep, nns BXOASIIMX JOKYMEHTOB — 3TO MOPSAAKOBBIA HOMEp, UL
UCXOJAIIMX JOKYMEHTOB — HHACKC JIeJIa [0 HOMEHKIIAType U, 4epe3 KOCYI0 YepTY,
NOPSIKOBBIN HOMEDP JTOKYMEHTA.

PerucrpaniuoHHBIE HOMEP TOKYMEHTA, M3JaHHOI'O COBMECTHO, COCTOMT W3
pa3ENEHHBIX KOCOW 4YEepTOM PErMCTPAlMOHHBIX HOMEPOB, IPHUCBOCHHBIX
OpraHu3alusMHd  —  aBTOpaMM  JOKYMEHTa M PACHOJOKEHHBIX B
[I0CJIEI0BATEIbHOCTH,  COOTBETCTBYIOIEH  OOO3HAYEHHWI0O  HAaMMEHOBaHWM
OpraHM3alM{ B 3ar0JIOBOYHOM 4aCTH JOKYMEHTA.

3.5.3. Ccplka Ha UCXOALINI HOMED U AaTy TOKyMEHTA.

CcbuUika Ha MCXOIAIIUM PETUCTPALlMOHHBIA HOMEp W JaTy JIOKYMEHTa
BKJIIOYAETCSI B COCTaB PEKBU3UTOB Osianka mucbMa. CchlUIKa Ha MCXOISALIUN
pPETUCTPAIMOHHBIM HOMEP U J1aTy JOKYMEHTa MPOCTABIISIETCA MCIIOJHUTEIEM PHU
IOJITOTOBKE ITMChbMa-OTBETA.

3.5.4. Anpecar.

PekBu3ut «Aapecar» pacnosiaraercs B IpaBOM BEPXHEM YTIIy.

JIOKYMEHTBI aIpeCylOTCsl B OpraHM3aliy, X CTPYKTYpHBIE MOJIpa3esieHus,
JNOJDKHOCTHBIM JIMIAM WM TpaxJaHaM I[IpM OTBET€ Ha HUX OOpalleHus.
HaumeHoBaHME OpraHu3aldd U CTPYKTYPHOIO MOAPA3JEICHUS YKa3bIBarOTCS
B UMEHUTEIILHOM MaJIeKe, HallpuMep:

[IpaBuTenscTBO MOCKOBCKOM 00JaCTH

[IpaBoBOE€ yrpaBiieHHE

Ecnmu nmokymeHT anpecyercss JOJDKHOCTHOMY JIMIY, HAWMEHOBAaHUE
OpraHu3alliy YKa3bIBaETCSl B UMEHUTEILHOM AeKe, a JOIKHOCTh U (haMUJTUsS — B
natenbHoM. [Ipu 3TOM MHUIIMATBI YKa3bIBAIOTCS nepes] haMuInuei, Hampumep:

[IpaBurtenscTBO
MocKOBCKOM 001acTH
3aBeayIOIIEMY OTICJIOM

A.B. AnekcanapoBy
Ecnu  gokymeHT ajpecyeTcss PYKOBOAUTEIIO OpraHU3alMM WIH  €ro
3aMECTUTENI0, HAMMEHOBAHUE OpPraHU3allid JIOJDKHO BXOJWUTh B HAaMMEHOBAHUE
JIOJDKHOCTH aJipecarta, Halpumep:

3amecTuTelno gupekTopa Beepoccuiickoro
Hay4YHO-HCCJIEI0BATEIBCKOIO HHCTUTYTA
JOKYMEHTOBEACHUS U apXUBHOIO J€a

B.C. 3umuny

Ecim nmoxyMeHT azapecyeTrcs OpraHM3allvM, CHadajga YyKa3bIBaeTCs €€
HAaMMEHOBAaHUE, 3aT€M MMOYTOBBIN aJpec, HAIPUMED:



[lenTpanbHas nu3dupareabHass KOMUCCHS
Poccuiickon denepanunu

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

JlomyckaeTcsi IEHTPUPOBATh KaXAyH CTPOKY DPEKBU3HUTa «Ajpecar» Mo
OTHOUIIEHHIO K CAMOW JNTMHHOM CTPOKE.

JlommyckaeTcsi  WCIONb30BaTh  OPHUIIMANIBHO TPUHSATHIE  COKpAIEHHBIC
HAaUMEHOBAHUSI OPraHOB TOCYJAPCTBEHHOM BJIACTH, MECTHOTO CaMOYINPABICHUS,
OpraHu3aIuu.

[TouToBBINl anpec yka3bIBa€TCAd B IOCIEIOBATENBHOCTH, YCTAHOBIICHHOW
[IpaBriiamu oka3aHusl yCIyT MOYTOBOM CBSI3U, YTBEPKIECHHBIMU MMOCTAHOBJICHUEM
[IpaButensctBa Poccuiickoit ®epepanuu ot 15 ampens 2005 roma Ne 221
«O0 ytBepxkaenuu [IpaBui okazaHus yCiayT IOUYTOBOM CBSI3H.

Ecnu mokyMeHT oTnpaBisieTcs B HECKOIBKO OJJHOPOIHBIX TOCYJaPCTBEHHBIX
OpraHOB WJIM OPTaHU3AIMM, UX CJIEIYET YKa3bIBaTh 0000IICHHO, HATTPUMED:

IIpencenarensiM y4acTKOBBIX KOMUCCUH

JIOKyMEHT He JOJDKEH conaepkarbh Ooisiee deTbipex azapecaToB. CloBO
«KOMHUS Mepel] BTOPbIM, TPETbUM, YETBEPTHIM aJpecaTaM HE YKa3bIBAaeTCl.

[Ipu HanpaBieHHH TOKyMEHTa 0oJjiee 4eM B YEThIPE aJipeca COCTABIISAETCS
CIIMCOK PACCBUIKH YCTaHOBJICHHOW Qopmbl (npwiokeHne Ne7), KOTOpBIHA
noanuceiBaercs npeaceaareneM Komuccun.

[Ipu anpecoBaHnu JOKyMEHTa (hU3MUECKOMY JIMIly BHAdaje yKa3bIBalOTCS
(bamMuIMs ¥ MHULMAIIBI TT0JTyYaTesl, 3aTeM ITOUYTOBBIN ajpec, HanpuMep:

Areesoit A.1.

yi. KocmonaBTtos, 1. 42, r. Kopoies,
MockoBckas 061actb, 138600

3.5.5. I'pud yrBepxaeHus 10KyMeHTA.

JIOKyMEHT  yTBEpXKHAaeTcsi JOHKHOCTHBIM  JIMIIOM WM  CIEUUATBHO
U3/1aBa€MbIM JOKYMEHTOM.

[Ipu yTBEpKII€HUU TOKYMEHTa JOJKHOCTHBIM JIMIIOM TPU( YTBEPKICHUS
noipkeH coctoath u3 cinoBa Y TBEPXK/IARO 6e3 kaBbluek v MpONUCHBIMU OyKBaMu
U Ha CIEAYIIIEH CTPOKE — HAMMEHOBAaHUE JOJDKHOCTH, MOIIUCH, WHULMAIbI
U Qamunus U@,  yTBEPAMBIIErO  JIOKYMEHT, JaTra  YTBEp)KIEHUS,
HaIpumep:

YTBEPXIAIO
IIpencenarens TEpPUTOPUATIBHON
n30UpaTeTbHOU KOMHUCCHH
[IIatypckoro pariona
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JIMYHAsI TOAHUCH WHULHABI, (DaMUIIHIS
Jlarta

[Ipu yTBepKI€HUH JOKYMEHTA MPOTOKOJIOM, PEIICHUEM TPU( YTBEPKICHUS
coctout u3 ciosa YTBEPXJIEH (YTBEPXJIEHA, YTBEPXJIEHbI wunu
YTBEPXJIEHO) 06e3 kaBblueK U MPONUCHBIMH OyKBaMH, HAMMEHOBaHUS
YTBEPKIAIOIIETO JOKYMEHTa B TBOPHUTENBHOM IIAJIE€KE, €r0 JaTbl U HOMEDPA,
HaIpuMep:

YTBEPX/IEH
Pemennem
TEPPUTOPUATBHON N30UpATETHHOU KOMUCCUH
[TaTypckoro paiioHa
ot 15.02.2011 Ne 28/35-5

I'pud yTBepkaeHus pacrojararoT B NPaBOM BEPXHEM YTy JIOKYMEHTA.
B rpude yTBepkaeHHs MOIMYCKAeTCAd ILEHTPUPOBATh AJIEMEHTHl OTHOCHUTEIHHO
CaMOM JIJIMHHOW CTPOKH.

3.5.6. VYkazaHus Mo UCIOJHEHHIO JOKyMEHTa (PE30JIIOIHS).

VYkazaHusi MO KMCHOJHEHUIO JOKYMEHTa MOTYT OBITh HalKMCaHbl OT PYKH
npeacenareneM KoMuccun Ha MOJJIMHHHUKE JOKYMEHTA B IPABOM BEPXHEM YTIIY
WIM Ha CBOOOJHOM OT TEKCTa MECTe WM OQOpMIIEHbI Ha OTIAEIBHOM JIUCTE
dbopmarta
A6 (105x147), npuioKeHHOM K JOKYMEHTY. YKa3aHud [0 HCIOJIHEHHUIO
JIOKYMEHTa  BKJIOYalOT (GaMWIMM W WHULNMAIBI  UCHOJHUTENEH, Mpu
HEOOXOJUMOCTH — COJEp)KAHHE TOpYYEHUs, CpPOK MCIOJIHEHUs, MOJIMUCH
PYKOBOJAMTENS U 1aTy, HAIIPUMED:

Cuzosy A.IO.
['puroprery B.C.

IIpoury paccMOTpeTh U JaTh OTBET
k 15.02.2015

JInyHas moanuch
Jlarta

3.5.7. 3aroyioBOK K TEKCTY JOKyMEHTa (HAMMEHOBaHHUE TIOKYMEHTA).
3aroyioBOK K TEKCTY JTOKYMEHTa JIOJKEH KPaTKO M TOYHO PaCKpbIBAaTh €ro
coJiep>KaHue U ObITh COTJIACOBAaH ¢ HAUMEHOBAHMEM BHJIa JOKYMEHTA. 3arojIOBOK
MO>KET OTBEYATh HA BOIPOCHI:
«0 yeM (0 KoM)?», HanpuMep:
CrnpaBka
O pabore Komuccun
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«4ero (koro)?», HanpuMep:

Pacnpenenenne o0s3anHOCTEH
Unenos Komuccun

3aroJ0BOK COCTaBIISIETCS JTULOM, TOTOBSIIIIAM MPOEKT JOKYMEHTA.

JlokyMeHThl, odopmileHHbIE Ha OnaHkax QopmaTta AS, yKa3aHus IO
WCIIOJTHEHHUIO JOKYMEHTA, TEJIErPaMMbl HE 03arJIaBIMBAIOTCSL.

3aroyioBOK, COCTOSALIMI W3 JBYX M 0oJjiee CTPOK, MeyYaTaercs 4depe3 OJUH
MEKCTPOYHBIM HMHTEpBal, TOYKA B KOHIIE 3aroJioBKa HE CTaBHUTCS. 3arojOBOK
pacronaraeTcsi Ha MEpPBOM JIMCTE HAJ TEKCTOM JIOKYMEHTa MO LEHTPY, a MpH
o(OpMIJICHUH TTUCbMa — OT TPAHUIIBI JIEBOTO TOJIA.

3.5.8. Tekcr nokymeHTa.

Texcr gokymeHTa OGOPMIISIIOT B BHJE CBSI3HOIO TEKCTa, TaOIMIIBI WM
COEIMHEHUS ATUX CTPYKTYP.

Texcr ngoKkymMeHTa JODKEH  M3JaraTbCd Kparko U SCHO, OBbITh
apryMEHTUPOBAHHBIM, OO€CleuYnBaTh TOYHOE U OJHO3HAYHOE BOCHIPUSITHE
coJiepKaleicst B HemM HHGOpMAIIHH.

TekcT OOKyMEHTa MOJKEH, Kak MpaBUJIO, COCTOSTh K3 JBYX YacTeu.
B nmepBoil wacTu yKa3bIBalOTCS MPUYUHBI, OCHOBAHMS, IEJIH COCTABJICHUS
JIOKYMEHTa, BO BTOpPOW — pEIIEHUs, BBIBOJbI, IMPOCHOBI, MPEAJIOKEHUS,
pPEKOMEHJaIuU.

TekcT DOKyMEHTa MOXET COJIepKaTh TOJIBKO 3aKIIOYUTEIbHYI0 YacTh
(Hanmpumep, 3asiBJICHUE — IPOCHOY O3 MOSICHEHUS ).

B Tekcre mokymeHTa, MOATOTOBJIEHHOIO HA OCHOBAaHWU 3aKOHOMATENIbHBIX,
WHBIX HOPMATUBHBIX MPABOBbIX aKTOB, U3JaHHBIX OpraHaMU BJIACTH U YIIPABIICHMUS,
LUK Poccun, WM3buparenbHOl Komuccued MOCKOBCKOW oOnactu, paHee
m3naHHeiXx  Komwuccued, yKa3blBa€TCs HAMMEHOBAaHUE BUJA JOKYMEHTa,
HaMEHOBAaHUE OpraHa, U3JaBIIETO JOKYMEHT, JaTa NPUHATUS WIH YTBEPKACHUS
JIOKYMEHTa, €ro pErucTpallMOHHbIA HOMEpP, a TakKKE 3aroJiOBOK JOKYMEHTA,
3aKJIIOYCHHBIN B KABBIYKHU.

TexcTbl JOKyMEHTOB OOJIBIIOTO 00BbEMa MOTYT JEIUTHCA Ha pasJiesbl,
MOApa3/eibl U MyHKTHI, KOTOPbIE HYMEPYIOTCS apaOCKuMU nudpamu, HalpuMep:

1. Pa3znen
1.1. IToppaznen
[.1.1. ITyHkT

A03a1ipl BHyTPHY IIYHKTOB HE HYMEPYIOTCS.

B muchmax ucnons3yioT cieayromue GOpMbl U3IT0KEHUS:

or l-ro numa wMHoXxecTBeHHoro uyucna («IIpocum  HampaBuTh
uHpopmarmio...», «Hampasisiem Ha 3aKIIFOUEHUE TTPOCKT...» U JAp.);

oT 3-ro Juna eauHcTBeHHoro uwucia («Komuccusi He  cyuuTaer
BO3MOXHBIM...», «KoMuccus npeayiaraer pacCMOTPETh BO3MOKHOCTb...»).

I'padpr m cTpokm TAOMUIBI JOJDKHBI WMETh 3arojIOBKH, BBIPAKEHHBIC
CYILIECTBUTENbHBIM B UMEHUTEIbHOM manexe. llomzaronoBku rpad u cTpok
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JIOJKHBI OBITH COTJIACOBAaHBI C 3arosjoBkamu. Ecim Tabmuily medararoT OoJiee deM
Ha OJHOW cTpaHuie, Tpadbl TaOIUIBI JOKHBI OBITh MPOHYMEPOBAaHBI U Ha
CIICYIOIINX CTPaHUIaX JOJHKHBI OBITh HareuaTaHbl TOJBKO HOMEpa 3THX Tpad.

3.5.9. OrMmeTKka 0 HATMYUU TPUITOKECHH.

OTMeTKa 0 HAIMYMU MPUIIOKEHUI pacIiojaraeTcsi OT TPaHUIIbI JIEBOTO OIS
MocJie TEKCTa Mepe/i MOAMHUCHIO.

Ecnu noxymeHT mMeeT MpuiioKeHUs, Ha3BaHHBIE B TEKCTE, OTMETKa 00 WX
HAIM4YUH 0(hOpMIISIETCS MO cleayromen hopme:

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

Ecan OOKYMCHT HMMCCT IIPUIOKCHNA, HC HAa3BAHHBIC B TCKCTC, HX
HanMMCHOBAaHU HGO6XOI[I/IMO MNCPCUHHUCIINTE IIOCJIIC TCKCTA OOKYMCHTA IICPCHA
IMOAIMNCHIO C YKA3aHUCM KOJIMYCCTBA JIMCTOB B KAKIOM IIPHUJIIOKCHHUHN U KOJIMICCTBA
9K3CMILIAPOB, IIPU HAJIMINH HCCKOJIbKHX HpI/IJIO)KCHI/Iﬁ HUX HYMCPYIOT, HAIIpUMCD:

[Tpunoxenue: 1. Ilonoxenue o0 sKcepTHOM KOMUCCHU Ha 15 1. B 1 3K3.

2. Ilpumepnas HOMeHKIaTypa jiea Ha 14 1. B 1 2Kk3.

Ecniu  nmpunoxeHuss cOpOLIIOpPOBaHbI, TO KOJHMYECTBO JIMCTOB  HE
yKa3bIBaeTCsl.

Ecnu mpuiiokeHue HampapisieTCsi HE BO BCE YKAa3aHHbIE B JIOKYMEHTE
ajzpeca, TO OTMETKA 0 HAIMYMU MPUIIOKEHUST 0POpMITSETCA 10 clieytonieit popme:

[Tpunoxenue: Ha 20 1. B 3 5K3. TOIBKO B MIEPBBIN aapec.

Ecmn k nokyMeHTy mnpuiaraercs Ipyroul JIOKYMEHT, TAaKKe€ HMMEOIIUN
MPWIOKEHUE, TO OTMETKAa O HAJIMYUU TPUIOKEHUS O(OPMIIIECTCS CIETYIOITUM
obpazom:

[Ipunioxkenue: NOUCbMO TEPPUTOPUAIIBHON n30MpaTebHON KOMUCCUH
[Matypckoro paitona ot 15.11.2014 Ne 01-21/450 u mpunoxenue
K HEMy, Bcero Ha 12 1.

Ecim B HOKyMeHTE, K KOTOPOMY OTHOCUTCS HPUJIIOKEHHUE, OHO
HE YTBEPXKIAETCs, a MPOCTO CONEPIKUTCSA CChUIKA HA HETO, TO B IIPABOM BEPXHEM
YIUIy YKa3bIBa€TCsl, K KAKOMY PELIECHUIO IPUIOKEHUE OTHOCUTCS, HAaIlpUMeEp:
[Ipunoxenue
K PEUICHUIO TEPPUTOPHUAIBHON N30MpaTeIbHON

komuccuu lllaTypckoro paiiona
ot 11 stuBaps 2015 r. Ne 11/25-5

IIpr HanM4YMM HECKOJIBKUX IPUIOKEHUM OHH HYMEPYIOTCS, HaIlpuMep,
npwioxenue Ne 1, npunoxxenne Ne 2 u tak nanee.
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3.5.10. Iloamuce DOJHKHOCTHOTIO JIUIIA.

B cocraB moamucH  BXOIAT: HAMMEHOBAHHE  JIOJDKHOCTH  JIMIIA,
MOJMKUCABIIIETO JTOKYMEHT, €r0 JIMYHAS MOJIMKUCh, KOTOpas opopMIIsseTcs CHHUMU
WM YEPHBIMH YepHUJIAMH, paciiipoBKa MOANUCH (MHULIKABI, (DaMUITHS).

Ecnu noxymenT odopmisiercs Ha 6imanke KoMmuccuu, To peKBU3UT BKIIFOYAET
HAaUMEHOBAHUE JOJDKHOCTU JIMIA, IOJIUCHIBAIOIIECTO JOKYMEHT, €ro JIUYHYIO
MOJIIMKCH, PACITU(PPOBKY MOAMUCH (MHUITUATBI U (HaMUITHIO), HATTPUMED:

HpeI[CGI[aTeJ'IB JJU4YHas IMoAITMCh HWHHUIIWAJIIbI, (l)aMI/IJ'II/IH

Ecnu OJKHOCTHOE MO, MOANKMCH KOTOPOTO 3aroTOBJIIEHA HA IIPOEKTE
JOKyMEHTA, OTCYTCTBYET, TO JOKYMEHT IOAIMUCHIBAET €r0 3aMECTUTEIb WM UHOE
JMIO0, UCHOJHSIoUEe ero oOs3aHHOCTH. [Ipu 3TOM 00s3aTenbHO YKa3bIBAIOTCA
(dakTuyeckas AOKHOCTh JIMIA, MOAMMCABILEIO JOKYMEHT, M €ro (amuius.
He pomyckaercd DNOANMCHIBATH JOKYMEHTBI C  MPEMJIOIOM  «3a»  WIHU
IIPOCTABIICHUEM KOCOM YEPTHI EPE]l HAMMEHOBAHUEM JOJIKHOCTH.

Ecnu nokyMeHT odopmiisercs He Ha OJaHKe, TO PEKBU3UT COACPKUT IMOITHOE
HAaMMEHOBAaHUE JIOJDKHOCTH JIMIA, MOJNUCABIIETO JIOKYMEHT, €ro JIMYHYIO
NOJMHKCH, pacIM(pPOBKY MOANUCH (MHUIMANBI U (amMunuio). Hampumep:

3aMecTuTeNb NpeaceaaTens
TEPPUTOPUATBHON U30UpaTEIBHOMN
komuccuu llaTypckoro paiiona JUYHas MOJNUCh UHUIUAIBI, pamMuus
[Ipy moanucaHum JOKYMEHTa HECKOJIBKUMH JOJIKHOCTHBIMHU JIMIIAMHU HX
MOAIUCH  PAcCIOjararTCsd OJHA [OJ JPyrol B  IOCIEI0BATEIbHOCTH,

COOTBETCTBYIOIIEH 3aHUMAEMON JI0JKHOCTH, HAITPUMED:

Hpezlcez[aTenb JIM49Has I10AITMCH HWHUIIKAJIbI, (I)aMI/IJ'II/Iﬁ

Cexkperapb JIMYHAS TOAHUCH WHULMABI, (DaMUITHS

[Ipy mnoanucaHuym JOKYMEHTA HECKOJbKUMHU JIMI[AMH, 3aHUMAIOIIUMU
paBHbIE  JIOJDKHOCTH, MX IIOANKWCH  pacHoJiarardT Ha  OJHOM  YpPOBHE.
Hanpumep:

Yaen Komuccun Ynen Komuccun

JUYHASA NOANUCH WHUIUAJIBI, JMYHAs MOJAMUCh WHULHUAIbI, (aMIIIns
bamunus



14

B AJOKYMCHTC, IIOATI'OTOBJICHHOM KOMHCCHCI?I, IIOAITNUCHU PACIIOIArarOTCA OaHA
1o g ,leerfI. HepBBIM YKa3bIBACTCA IIPCACCAATCIIb KOMHUCCHUH, A (l)aMI/IJ'II/II/I YJICHOB
KOMHCCHH PACIIOIararoTCAa B aﬂ(l)aBI/ITHOM IMOPAOKE. HaanMep:

HpCI[CCI[aTCJIL KOMHUCCHUHU JIN9Hasd I10AIINCh HMHHUIHUAJIbI, @aMHHHH
YjieHbl KOMUCCUH JIM49Has IoAITMCh HWHHUIIWAJIbI, (1)aMI/IJ'II/I$I
JIM49Has IoAITMCh HWHHUIIWAJIbI, (l)aMI/IJ'II/IH

Ecnu nokymMeHT cocTaBlieH Kak MpujaraeMas K OCHOBHOMY JOKYMEHTY
CHpaBKa WK HHPOpMAIHs, TO OH 0POPMIIAETCS B COOTBETCTBUU C IMMyHKTOM 3.3.9.

3.5.11. T'pud cormacoBanms.

I'pud cormacoBanus coctout u3z cioBa COI'JTACOBAHO 6e3 kaBbIuek
U TMPONUCHBIMM OyKBaMH, HAWMEHOBAaHHUS JOHKHOCTU JIMIA, C KOTOPHIM
COTJIACOBBIBACTCS JOKYMEHT (BKJIIOYasi HAMMEHOBAHUE OPTraHU3AIlNM), €r0 JINYHOM
MOJAMUCH, paciiuPOBKUA MOANUCH (MHULUAIBI, (haMUJIUs) U JTAThl COTJacoBaHUS,
HaIpuMep:

COI''TACOBAHO
Cekperapb TEpPUTOPUATIBHOU
M30UpATEIILHON KOMUCCUH
[ITatypckoro paitona
JUYHas MOJNUCh UHUIUAIBI, pamMuus
JlaTa

Ecnu cornacoBaHue OCYIIECTBIISIETCS MPOTOKOJIOM, MUCBMOM WU JPYTUM
JIOKYMEHTOM, TO COTJIACOBaHUE 0(OPMIISICTCS CIASTYIOIITUM 00Pa3oM:

COI'TACOBAHO
IIPOTOKOJI 3aCEIaHuUs
aTTECTAIMOHHON KOMUCCHUH
TePPUTOPUAIIBHON HU30MpPaATEIHLHOMN

komuccuu lllatypckoro pariona
ot 05 depans 2015 . Ne 16

HJIn:

COI'JTACOBAHO
nuceMo PocapxuBa
ot 05 mapta 2015 r. Ne 4-15/46

I'pud cormacoBanust pacnonaraercs noj pekBuzutoM «lloamuce» B JieBoM

HUKHEM TI0JIe IOKYMEHTA.
3.5.12. Bu3a.
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BuyTtpenHee cormacoBaHue NIPOE€KTa JOKyMEHTa OQOpMIISIETCS BH30M.
Buza Bkirouaer MoOANUCh BH3UPYIOIIET0, pacHin@poBKY MOANMUCH (MHUIUAIBI,
dbammwmms) W AaTy, OpH HEOOXOJUMOCTH MOXET OBITh yKazaHa JOKHOCTh
BU3UPYIOIIEr0, HAIIPUMED:

Ynen Komuccuu

JIM4YHasi IOAIINCH WHHUIIHWAJIbI, (l)aMI/IJ'II/IH

JlaTa
[Ipy HanmuuMu 3aMe4yaHWl K JOKYMEHTY BH3a O(OpMIIIETCS CIETyIOIMIUM
oOpazom:

3aMedaHus MPUJIararoTcs
Opucr
JIMYHAs TOJIUCH WHULHABI, (DaMUITHS

JlaTa

3aMCcUaHMsI  M3JIaraloTcs Ha  OTACIBHOM  JINCTS, IIOANHCHIBAIOTCS
U TIPUJIAratoTcs K JOKYMEHTY.

JlomyckaeTcsi MOJIMCTHOE BU3UPOBAHUE JOKYMEHTOB U MPUIIOKEHUN K HUM.

Ecnu nognuaHuk nokymeHTa octaercs B KoMmuccuu, BU3bl MPOCTaBIISIIOTCS B
HIDKHEHW 4acTh 000POTHOM CTOPOHBI MOCAEAHEr0 JIUCTA MOJIMHHUKA JOKYMEHTA.

s MOKyMEHTa, MOJJIMHHMK KOTOPOro OTHpaBisitoT u3 Komwuccuu, BU3BI
MPOCTABJISIIOTCA B HUXKHEM 4YacTH JIMLIEBOM CTOPOHBI IOCIEIHErO JUCTAa KOIUU
OTIPaBIISIEMOIO JIOKYMEHTA.

3.5.13.  OrTuck neyaTu.

Ileyatp 3aBepsieT NOMJIMHHOCTH IOANMCH JOJDKHOCTHOTO JIMIIA Ha
JOKYMEHTAX,  YAOCTOBEPSIOIIMX  MPEAYCMOTPEHHBIE  MPABOBBIMHU  aKTaMHU
MOJITHOMOYHMSI JTOJDKHOCTHBIX JIMIl WA (UKCUPYIOMUX (DaKThl, CBS3aHHBIE C
(bUHAHCOBBIMU CPEJICTBAMHU, & TAK)KE HA MHBIX JOKYMEHTAaX, MpeyCMaTPHUBAIOIINX
3aBEPEHUE TTONIMHHOW MOIIUCH.

ITeuath cTaBUTCS Ha CBOOOJHOM OT TEKCTa MECTE, HE 3aXBaThIBas JIMUHOU
MOJIUCHU JTOJDKHOCTHOTO Julia. [leyaTe MOXKET 3aXBaThiBaTh YaCTh HAUMEHOBAHUS
JIOJKHOCTH JIMIIA, TOANMMCABIIETO JOKYMEHT.

B nokymeHTax, MOJATOTOBJICHHBIX HAa OCHOBE YHU(MDUIIMPOBAHHBIX (opM,
nevyaTh CTAaBUTCS B MecTe, 0003HaueHHOM oTMeTKOM «MID» min uHbIM 00pazom.

3.5.14. OtmeTKka 0 3aBEpEHUU KOTIHH.

JIist  3aBepeHHs] COOTBETCTBUSI KOMHHM JOKYMEHTa TOJJIWHHUKY HIKE
pexBu3uta «llognmuce» TPOCTABISIETCST OTMETKA O 3aBEPEHUHM KOMUU —
3aBepuTeNibHAS HAANuch «BepHO», MOMKHOCTH JWIA, 3aBEPUBIIETO KOTIHIO,
€ro JIMYHAS MOANUCH, paciu(pOBKa MOAMKCH U J1aTa 3aBEPECHUS, HAPUMED:
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Bephno

[Ipencenarens TEpPUTOPUATBHON KOMUCCHH
JINYHAS TTOAINACH WHUTIAAIBI, (pamMiuTms
JlaTa

[Ipy HEoOXOAUMOCTH TPHU 3aBEPEHUM KOIMUU JOKYMEHTa MOXET OBbITh
IIPOCTABIIEHO BpeMs 3aBEepEeHUs (HalpuMep, IpHU 3aBEPEHUN KOMHUI MPOTOKOJIOB 00
UTOTaX roJ0COBaHUs, pe3yJIbTaTaXx BHIOOPOB).

OTMeTKka O 3aBEpEeHUH KOMHMHM MOXKET OBbITh JONOJHEHA YKa3aHHEM
KOJIMYECTBA JIMCTOB KONUH. [{omycKaeTcs 3aBepsATh OTMETKOM O 3aBEPEHUN KOIIUU
KQ)K/IbII JINCT KOIIMU JOKYMEHTA.

IIpu nepecpuike KONUU JOKYMEHTAa B JIPyrMe OpraHu3aliy WM BblAAade €€
Ha PYKH 3aBEpUTENbHAs HAANKUCh YAOCTOBEPSETCA MEYAThIO.

3.5.15. Ormerka 00 UCIOJIHUTEIIE.

OTrMeTka 00 UCHOJHUTENE BKIIOYAET B ce€0d HMHULMAIBI M (HaMUIIHUIO
WCIIOJTHUTENSL IOKYMEHTa U HOMEP €ro CIy)XKeOHOTo TesieoHa ¢ KOJOM peruoHa.
OTMmeTKy 00 MCIONIHUTENE PACIONaralT Ha JUIEBOM WU, TPU OTCYTCTBUM MECTA,
Ha OOOPOTHOI CTOPOHE MOCJEIHEro JUCTa JOKYMEHTa B JIEBOM HI)KHEM YTy
pazmepom mpudTa 10 myHKTOB, HaITpUMeED:

B.JI. 3ybapes
(499) 356-85-31

3.5.16. OtmMmeTrka 00 UCTIOJIHEHUH JOKYMEHTA.

OrMeTka 00 WCIOJHEHUH JOKyMEHTa W HANpaBJICHUHW €ro B JICNIO
BKJIIOYACT CJEAYIONIMe JaHHbIE: CCBUIKY Ha JaTy W HOMEp JOKyMEHTa
CBUJIETEIILCTBYIOIIETO O €r0 HWCIOJHEHUH Wiu (MPU OTCYTCTBHUU TaKOTO
JIOKyMEHTa) KpaTKHWe CBeJCHHS 00 HCIIOMHCHWHM JOKyMEHTa, ciioBa «B memoy,
HOMED JIeJ1a, B KOTOPOM OYACT XpaHUTHCS JOKYMEHT, JIaTy, MMOAIMUCH TIpeIce1aTes
KomMuccun.

3asgBUTEIIIO JaH OTBET
B neno N 01-19/175.

(moamnuce) (vHUIATBI U haMUTTIS)

29.05.2011

3.5.17. Wnentudukatop 31EKTPOHHON KOMUU JOKYMEHTA (KOJOHTHUTYN).
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Nnentudukatop (uMs ¢aiina Ha MaIIMHOYNTAEMOM HOCHUTEIIE) SJIEKTPOHHOU
KOITUM JTOKyMEHTa (KOJIOHTHUTYJI) MOXET MPOCTABISATHCS B JIEBOM YIIIy HUKHETO
TOJISL KXKIOW CTPaHUIIBI JOKYMEHTa pa3MepoM IpudTa § MyHKTOB, HAIIPUMED:

K0305298

4.  Opranuzanus padoThl C HCXOMSIIUMHE (OTIPABISIEMBIMH) JOKyMEHTaMHU

4.1. MHcxopsamme AOKYMEHTBHl IedaTaloTcs Ha OJaHKaX YCTaHOBJIEHHOM
(GopMBbI U OPOPMIISIFOTCS B COOTBETCTBHHM € MOJIOKEHUAMU VHCTpyKIIUU.

4.2. OrnpaBka  JOKYMEHTOB u3 Komuccenn OCYILECTBIISIETCS
(denapaberepckoil WM CIEHUATBHOM CBSI3bI0, MOYTOM, MO Tenerpady, KaHamam
(aKCUMUIBHOU CBSI3U, C€TU IHTEpHET UM HApOYHBIM.

4.3. Ilpm odopmiieHMHM THCEM W TeEJETpaMM HCIOJHHUTENb YKa3bIBaeT
MOJIHBIN TTOYTOBBIN (BKJIIOYAs MHAECKC) aApec OpraHU3alMK WK TpaKJaHUHA.

4.4, Hcxopsume mnuchMa HAMpPaBISIOTCS 3a MOANUCHIO MpeceaaTens
KomMuccun, B €ro OTCyTcTBHE — 3a MOJNUCHIO 3aMECTUTENS Mpeacenaress HiIn
uHOro wieHa Komuccuu, HCHOTHSIOMIET0 00S3aHHOCTU MpeAcenaress, Ha OJIaHKe
IIMChMa.

4.5. lloanucaHHple THMCbMa M  TEJNETPAMMBI  PETUCTPUPYIOTCS B
pEerucTpaloHHbIX opMax.

Ecnu otnipaBiisieMblil JOKYMEHT SIBJIIETCS OTBETOM HA BXOJSAIIUN JOKYMEHT,
HEOOXOAUMO MPUOOIIUTh MOJJMHHUK BXOJAILIEr0 JOKYMEHTAa K KOIUHU
OTIIPABIIIEMOI0 JOKYMEHTA, OCTAOLLENCS B JIENE.

4.6. C WCHONB30BAHMEM  PETHCTPAIMOHHBIX  (HOpPM  JTOKyMEHTaM
MIPUCBAUBACTCSl UCXOMSAIIAN HOMEP, KOTOPBIM COCTOMT W3 HHIEKCA Jella MO
HOMEHKJIaType 1€l M TOPSIKOBOIO HOMEpa JOKYMEHTAa, pa3lIeJ€HHBIX KOCOMH
yepror. HMcxonmsimuii HOMEP YKa3bIBAa€TCAd TaKKEe Ha KONMWHU JIOKYMEHTA,
ocraromiericss B naene. Hymepanus HCXOOAIIUX TOKYMEHTOB OCYILIECTBISIETCA B
npeaenax KajaeHIapHoro roja.

[Ipu perucTpanuu HMCXOIALIETO JOKYMEHTa O00s3aTENbHO YKa3bIBalOTCS
CIIEIyIOIMe PEKBU3UTHL: JaHHble 00 azapecate (daMuiaus, HuMs, OTYECTBO
(bu3nYeCKOro JuIa Ui Ha3BaHUE OpPraHU3allii, MECTOHAXO0XK/ICHUE MOJyJyaTes),
a TakKXKe KpaTKoe COJEpKaHUE JOKYMEHTAa, KOJUYECTBO JHMCTOB OCHOBHOIO
JOKyMEHTa M JIUCTOB MPWIOKEHUS, KOJMYECTBO HK3EMIUIIPOB, HCIIOJIHHUTEIb
JOKYMEHTA, €r0 COUCIIOIHUTEIIN, a TAKKE KEM OH MOJINCAH.

4.7. JIOKyMEHTbI o BOIIPOCAM dbopmupoBaHus Komuccuit
U OCYUIECTBJICHUS MX (PUHAHCHUPOBAHUS, HATPAXKICHUS W TOOLIPEHHS YJICHOB
Komuccnii, cBeieHHst 0 YMCIEHHOCTH U30upaTeneid, ydaCTHUKOB pedepeHiyma B
00s3aTENIbHOM TOPSIIKE HAMpaBlIAIOTCS  (eIbAbErepcKol WM CHElUUaIbHOU
CBSI3bI0, TOUTOM WJIM HAPOUHBIM.

WNHble [OKYMEHTBI MOTYT OBITh OTHpaBiE€Hbl (DENbIBErepCKOr WM
CIELMaTIbHON CB3bI0 WM ITOYTOM IO YKa3aHUIO npeaceaarens Komucenu.
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4.8. Jlna nepenaud MCXOMSIIErO JOKYMEHTa IO KaHajlaM 3JIEKTPOHHOM
nouThl ceT VHTEpHET OTIpaBiIeMbIil JOKYMEHT O(pOPMIIIETCS B COOTBETCTBUH C
TpeOoBaHUAMU HCTpYKIIUH.

4.9. TIlpm ortmpaBke TenerpaMmbl Oojee YeM B 4YEThIpe ajpeca
oopmiiieTcss TOUIMHHUK, KONHUS M JBa S3K3EMIULIpa MOJIMCAHHOIO CIHCKa
PACCBUIKH C YKa3aHHEM IOJIHBIX MOYTOBBIX (BKJIFOYAsl IOYTOBBIN MHAEKC) apECOB.
Ha tenerpad mepenaroTcsi MOATMHHUK C OJHUM SK3EMIUIIPOM CIIHCKA PACCHUIKH U
KOIKA TEJEerpaMMbl, KOTOpasi ¢ OTMETKOM O mepegaye TeaerpaMMbl BO3BPALIAETCs
B KoMuccuio 1 BMecTe co BTOPBIM 3K3EMIUIIPOM CIIMCKA PACCBUIKH MOAIIMBAETCS
B JIEJIO.

4.10. Ilpum ornpaBke muchMa OoJiee 4eM B YETHIPE aJpeca COCTABIISETCS
CIIUCOK PACCBUIKM YCTaHOBIEHHON QopMmbl (mpuinoxkenue Ne 7), KOTOPBIA
HOJIKCHIBAECTCS MPEICENATENEM, B €T0 OTCYTCTBUE — 3aMECTUTENIEM IPEACENATENS
Wwin uHBIM wieHoM KoMuccuu, HCIONHSAIOMUM OO0S3aHHOCTH HpejceaaTens
Komuccun. Ilocne perucrtpauuy NOHCBMO THPAXHUPYETCd B HEOOXOAUMOM
KOJIMYECTBE U OTIPABIISETCS.

Eciu nucbMO unm TenerpamMma HampabisieTcsi He OoJjiee 4eM B 4eThIpe
azpeca, TO MOANMUCHIBACTCS KaXAbI IK3EMIUIAD.

4.11. OrnpaBka JTOKYMEHTOB NMPOU3BOJUTCS €KEIHEBHO B 4Yachl pabOThI
KomMuccun, kpome BIXOJHBIX U HEPAOOUMX MPa3THUYHBIX JHEH.

[Topsimok OTHpaBKU HCXOAAIIMX JOKYMEHTOB IOCIIE OKOHYaHUS paboyvero
JIHSI, B BBIXOJHBbIE M Hepabouyue Mpa3JHUYHBbIE JHHW, B MEPUOJ MOATOTOBKU U
NPOBENCHUS] HM30MpPATENbHBIX KaMIAHWW  yCTAHABJIMBAETCA IMpejAcenaTeseM
Komuccun nubo onpenensiercs pemennem Komuccun.

4.12.  JIoKyMEHTBI C OTMETKOM O CPOYHOCTU J0CTaBKU «BecbMa CpodHO»
u «CpouHo» OGOpPMISIOTCS HE3aMEUIMTEIbHO, OTIPABISAIOTCS IO KaHalaM
(dakcuMuIbHON CBsI3U, ceTH VHTepHET, HapOuYHBIM WJIM MEpelalTcs B OTHEI
dhenbaberepcKor NiIu CIeHAIBHOM CBSI3H JIJIS IOCTABKHU.

4.13.  JoxymeHThI 0€3 OTMETOK O(DOPMIISIFOTCS TIO Mepe MOCTYIUICHHUS U
NEepealoTCs B OTAEN JIOCTaBKU (PENIbIBErepCcKOd WM CHEeLMATbHOW CBS3M, TIe
OTIIpaBKa OCYILECTBIISETCSI B COOTBETCTBUH C IPa(UKOM BBIMOJIHEHUS MapLIPyTOB
B ONTUMAaJIbHBIE CPOKHU.

4.14.  JloxyMeHTHI, HampaBjsieMble TpakJaHaMm MO JOMalIHEMYy aapecy,
OTIIPABJISIOTCS Yepe3 MOUYTOBOE OT/ICTICHUE CBSA3H 3aKa3HbIMU MUCbMaMHU.

4.15. JIokyMeHTBI, TepeiaBaeMble MO KaHaiaMm (PaKCUMHIJIBHON CBS3H,
PETUCTPUPYIOTCS B MTOPSIAKE, YCTAHOBICHHOM JIJISl UCXOSALIUX TOKYMEHTOB.

4.16. Ucxopsmme  AOKYMEHTBI, O(OpMIEHHBbIE C  HapyIICHHEM
TpeOoBanuil WHCTpyKUMH, K OTNpaBKe HE MNPUHUMAIOTCS U BO3BPAIIAIOTCS
UCIIOJTHUTENSIM Ha a0paboTky. KoppecnonneHius Heciy:)keOHOro xapakTepa, B
TOM YHCJIE JIMYHAs KOPPECTIOHICHLINS, K OTIIPAaBKE HE MPUHUMAETCS.

4.17. Kommu HCXOAAIMX JOKYMEHTOB IOMEUIAOTCA B JEJIO B
COOTBETCTBMM C HOMEHKJIaTypou nes Komuccun.
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5. Ocob0enHocTH PadOTHI ¢ OOpPALIEHUAMHU I'PAKIAH

5.1. Opranuzanus pabOTbl C OOpalICHUSMH TpakJaH OCYIIECTBISCTCS
B COOTBETCTBUU C pa3aesiioM 2 MHCTPYKIUU C y4ETOM OCOOCHHOCTEH, yKa3aHHBIX B
JTAHHOM pasJielie.

5.2. IlucemeHHble oOOpaimieHuss Tpaxaad (majmee —  oOpaleHus),
noctynuBiie B KoMmuccuio,  perucTpupyroTcss € UCIOJIb30BAaHUEM
PEruCTpallMOHHBIX (OPM OTACIBHO OT APYIMX BUIOB JIOKYMEHTOB HE IO3]IHEE
Tpex JAHeW ¢ MoMeHTa mnoctyruieHus. OOpallieHus, Kacarollrecss HapylleHUn
n30UpaTeNbHBIX npan rpaxxaaH B epuoI MOJTOTOBKHU
U TIPOBEJICHUS BBIOOPOB M peepeHIyMOB, PETUCTPUPYIOTCS B JACHb MOCTYIUICHUS
B Komuccuro.

5.3. Ilpu BCKpBITUH KOHBEPTOB TPOBEPSCTCS HAJTUYHE BCEX BIIOKCHHM.
KonBepT 00s3aTebHO COXPAHSIETCH.

OOGpamieHusi, cojepkallue B aJAPECHOM dYacTh TOMETKY «JIuaHO»,
paccMaTpUBaIOTCS B 00IIIEM MOPSJIKE B COOTBETCTBUU ¢ HCTpyKIIMEH.

[Ipu  perucrtpanu MOBTOPHBIX  OOpAaIllEHHW UM  MPHUCBAUBACTCS
OUEpEHOM PErHCTPAllMOHHBIM HOMEp, B PETUCTPAlMOHHOW QopMe Jenaercs
orMmeTka «I[ToBTOpHON.

Ecnu oOparienue nocTynusao oT KOJIJIEKTUBA TPaXaaH, TO MPU PErUCTPALUH
B pErHCTpalioOHHOM GopMe cTaBUTCS 0TMETKA «KOJIEKTUBHOEY.

5.4. PerucrpallMOHHBIA IIITaMIl, COCTOSIIMN W3 TOPSAIKOBOrO HOMEpa
oOpalieHusi U J1aThl PErUCTpaIlMU, CTABUTCS, KaK MPaBUJIO, HA TIEPBOM JIHCTE
oOpallieHus B TpaBOM HMKHEM YTJTy UM Ha CBOOOJTHOM OT TEKCTa MECTE.

Hymepanuss mocTynuBIIMX OOpaleHud OCYILIECTBISIETCA B Ipeaesiax
KaJICHIApHOTO rojia.

5.5. 3apeructpupoBaHHbIC OOpalleHUs paccMaTPUBAIOTCS MpeceaaTeIeM
Komuccuu, 3aTteM mociie mepeHeceHusl yKa3aHUs MO UCIOJIHEHHUIO JOKYMEHTa B
perucTpanuoHHbie (OPMbI, IEPEIAFOTCS UCTIOTHUTENSM O] TTOAMHCH.

5.6. OO0parmieHus, agpecoBaHHble djleHaM KoMHCCHH, PETHUCTPUPYIOTCS B
YCTAaHOBJICHHOM TOpPSiAKE, JOKJIAAbIBAlOTCS mpenacenarento Komuccuu, 3arem
MOCJI€ MEPEHECEHHs] yYKa3aHUs MO HCIOJHEHUIO JIOKYMEHTa B PETUCTPALlMOHHBIC
(dbopMBI IEpPEeIAOTCS UCTIOTHUTEISAM TI0]T TTOAMHCH.

OOpareHrss paccMaTpuBaIOTCS B COOTBETCTBHUM C YKAa3aHUSIMH  TI0
WCIIOJTHEHUIO JIOKyMeHTa mpeacenartenss Komuccuu B Mopsiake, YCTaHOBIEHHOM
3aKOHOJATeNLCTBOM Poccuiickon denepanuu.

5.7. OOparmieHusi, coaep)Kalllue BOIMPOCHl, pEHIEHUEe KOTOPhIX HE
OTHOCHUTCS K KoMmrieTeHIun Komuccuu, nokiaapiBaroTes npeacenarento Komuccuu
U TI0 €r0 YKa3aHWIO MO HCIOJHEHUIO JOKYMEHTa B TE€YCHHE CEMM KaJeHIapHBIX
JTHEeW CO JHS PErucTpalliy HAMPaBIISIIOTCS C COMPOBOJUTEIbHBIM MUCHMOM 3a €ro
MOAMUCHI0 B COOTBETCTBYIOIIUN OpraH WJIH COOTBETCTBYIOIIEMY JOJIKHOCTHOMY
JIMILY, K KOMIIETEHIIUHA KOTOPBIX OTHOCUTCS pEUICHUE TOCTABICHHBIX B OOpallleHuN
BOIIPOCOB, C yBEAOMJIGHMEM TpaxJaH, HAINpaBUBIIUX  OOpamieHus, o
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nepeaapecanuu oOpamieHuil. B conmpoBOIUTEN,HOM MHCHbME OrOBapHUBACTCS
MOPSIJIOK HAIlPaBJICHUSI OTBETA aBTOPY OOpaIlleHHUs.

Ecnu pemenue mnocTaBieHHBIX B OOpallleHHsIX BOMPOCOB OTHOCUTCA K
KOMIIETEHIIMH HECKOJIBKUX T'OCYJAapCTBEHHBIX OPraHOB WJIM AOJKHOCTHBIX JIWII,
KOIus oOpallleHus B TE€YEHUE CEeMM KaJeHAApHBIX JHEW CO JHS perucrpaiuu
HaIlpaBJIsieTCI B COOTBETCTBYIOUIME  OPraHbl WM COOTBETCTBYIOLIUM
JOJDKHOCTHBIM JIULAM.

5.8. Ecnu HEBO3MOXKHO HampaBuUTh OOpallleHHEe Ha PacCMOTPEHUE
B FOCYJapCTBEHHBIN OpPraH, OpraH MECTHOI'O CaMOYTPABIICHUS I JOJKHOCTHOMY
JUILY, B KOMIIETEHIIUIO KOTOPBIX BXOJHUT PEUICHHE MOCTABICHHBIX B OOpaIieHUu
BOIIPOCOB, OOpaIlieHHe BO3BpaIlAeTCs TPaXIAHUHY C Pa3bsICHEHUEM €ro Ipasa
00aJloBaTh COOTBETCTBYIOILIEE pEIICHWE WM JACHCTBHE B YCTAHOBJICHHOM
HIOPSIZIKE B CYJIE.

5.9. OOpamenus, noctynuBmue B Komwuccuio, paccmaTtpuBaroTcs B
CPOKH, YCTaHOBJIEHHbIE TyHKTamMu 7.5 u 7.6 UHCTpyKIUH.

B mepuon moArotoBku M NMpOBEACHHSI BHIOOPOB U pedepeHayMOB CpPOKHU
UCIIOJTHEHUS OOpAILEHUI YCTaHABIMBAIOTCS B COOTBETCTBUH C 3aKOHO/1aTEIbCTBOM
Poccuiickoit @enepariuu o BEIOOpax U peepeHymax.

Eciu  HeoOXoguMO  TPOJJIMTH  CPOK  PAacCMOTpPEHUs  OOpalleHus,
UCITOJIHUTEIb HE MO3/IHEE YEM 3a TPHU JHS JO UCTEUEHUS CPOKA MOATOTOBKU OTBETA
NpeacTaBIgeT Ha uMA mpeacenarens Komuccun JOKIaJHYHO 3alUCKy C
OOBSCHEHHEM, 1o Kakou MPUYHHE HEBO3MOKHO 1aTh OTBET
B YCTAaHOBJIEHHBIM CpOK. MaKCMMaJIbHOE€ TPOJIJIEHHE CPOKa HCHOJHEHUS
oOpainenust coctanisieT 30 kaleHAapHBIX JHEH.

3asiBUTENIO HANPABIIAECTCS YBEAOMIIEHUE O MPOJJIEHUH CPOKAa PACCMOTPEHUS
€ro oOparicHusI.

OOparieHus, Ha KOTOPbIE JAAIOTCSI MPOMEKYTOUHBIE OTBETHI, C KOHTPOJISI HE
CHUMAIOTCH.

5.10. B cunydae noctyrmeHuss B Komuccnio B yCTaHOBICHHOM MOPSIIKE
3arpoca TOCYJApCTBEHHOIO OpraHa, OpraHa MECTHOTO CaMOYIIPABIICHUS HWIIU
JOJKHOCTHOTO JIMIA, pacCMaTPUBAIOIINUX OOpallleHue, TOKyMEHTbl U MaTepuasbl,
HEOOXOAMMBIE JUIsI pacCMOTPEHHUs] OOpalleHHs, MPEACTaBIsAIOTCS B TedeHue 15
KaJICHIAPHBIX JHEM.

5.11. OtBer Ha oOpaiieHue, B KOTOPOM HE€ YKa3aHbl (pamuius
rpakKJaHUHA U €ro MOYTOBBIN aJIpec WIH aJIPeC IEKTPOHHOM MOUYTHI, IO KOTOPOMY
JIOJKEH ObITh HaIpaBJeH OTBET, He AaeTcs. Takoe oOpallleHHe CIUCHIBAeTCAd B
neno mpexacenarenem Komuccuu. B cimydae, ecnu B oOpallleHHM COAEpKaTcs
CBEIEHUS O  INOArOTAaBIMBAEMOM,  COBEPIIAEMOM WM  COBEPIIEHHOM
IPOTUBOIIPABHOM J€SIHUM, a TakKXke O JMUE, €ro MOArOTABIMBAIOLIEM,
COBEpIIAIOIIEM WM COBEPIIUBIIEM, OOpalleHHe TMOJJICKUT HAMpPABICHUIO B
rOCyAapCTBEHHBI OpPraH B COOTBETCTBUU C €TI0 KOMIIETEHIIUEH.

Ecnu tekcT oOpallieHust He MoAIaeTcsl MPOYTEHHIO, OTBET Ha OOpallleHue He
JAaeTcsi M OHO  HE  IOMJIEKUT  HANpaBICHUIO HAa  PacCMOTpPEHHUE
B F'OCY/IAPCTBEHHBIN OpraH, OPraH MECTHOI'O CAMOYIIPABIICHUS WU TOJKHOCTHOMY
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JIMILy B COOTBETCTBUM C MX KOMIIETEHIIMEH, O YeM B T€UEHUE CEMU KaJeHJIapHBIX
JTHEH CO JHSI perucTpaiuu oOpalieHusi coo0maeTcs rpakKaHuHy, HallpaBUBILIEMY
oOparieHue (eciau ero haMuiusi ¥ TOYTOBBIN aJipec MOJAI0TCS MPOYTEHHUIO).

5.12. OOpamieHusi, B KOTOPBIX COJAEp)KaTCs  HEIEH3ypHbIe JHOO
OCKOpOUTENbHBIE BBIPAKEHUS, Yrpo3bl KU3HHU, 3JI0POBbI0 M HUMYIIECTBY
JOJDKHOCTHOTO JIMIIA, @ TaKKE€ WIEHOB €ro CEeMbU, OCTaloTcsi 0e3 OoTBeTa IO
CYIIECTBY IIOCTaBJIEHHBIX B HEM BOIIPOCOB, a 3asBUTEISIM COOOIIAETCS
O HEJOIMYCTUMOCTH 3JI0yTIOTPEOICHUS TPABOM.

5.13. Oo0parmienue, B KOTOPOM 0OKaITyeTCsl CyiIeOHOE PEIIeHNEe, B TCUCHHE
CeMHU KaJIeHIAPHBIX JHEW CO JHS PErHCTPallid BO3BPAIIACTCS TPAKIAHUHY,
HanpaBHUBIIEMY oOOpallieHre, ¢ pa3bsICHEHHEM MOpsaKa 00KaJOBaHHUS JaHHOTO
Cy1eOHOTO peIICHHUS.

5.14. Ecnu B 00pallleHuu COIEPKUTCS BOMPOC, HA KOTOPBIN TpaxIaHUHY
HEOJIHOKPATHO (71Ba pa3a u 0oJiee) TaBaliiCh MUCbMEHHbBIE OTBETHI MO CYIIECTBY B
CBS3M C paHEe HaNpaBJICHHBIMU OOpaIIeHUSIMU, M MPU ITOM B OOpaleHUU He
MPUBOMASTCS HOBBIE JOBOJBI M OOCTOATENHCTBA, TO IEpENnucKa IO JaHHOMY
BOIIPOCY C TPakJIaHUHOM IIPEKPAIIaeTCs, 0 YeM €My HaIlpaBJIsieTCsl yBEAOMIICHHUE.

5.15. OOpaieHus, MOCTYIMUBIINE Ha OGUIMAIBHBIM TOYTOBBIA SIIHUK
Komuccum B cerm  VHTEpHET, pErucTpupyrOTcs ¢  HUCIIOJIb30BAHUEM
PETHCTPAITMOHHBIX (DOPM U pacCMaTPUBAIOTCS B YCTAaHOBJICHHOM Topsiake. OTBETHI
Ha Takue OOpaIIeHUs HAIPaBJISIOTCS IO MOYTOBBIM WIIM AJIEKTPOHHBIM ajipecam,
yKa3aHHBIM B OOpAIICHUSIX.

5.16. JInuHbI TIpHEM TpakIaH BEAETCS IpeacemareiaeM (3aMecTHTENIeM
npeaceaarens, cekperapem, uieHamu) Komuccuu mo npeaBapuTeIbHON 3aiCH 110
rpaduky, yTBepKIeHHOMY mpencenatenem Komuccuu.

Nudopmanus o mnopsake mpuemMa  TpaxkaaH — pa3MeliaeTcss  Ha
uHdopmarmonHoM crensie Komuccunu.

[Ipuy  nuyHOM  TIpUEME  TpaXIaHUH  TPEABIBISICT  JOKYMEHT,
YIOCTOBEPSIONINNA €T0 JINYHOCT.

Benenne nuyHOro mnpueMa TpakJaH MOXKET COMPOBOXKAATHCS ayauo- H
BUJICO3AIUCHIO, O YEM TPaXkKJIaHe YBEIOMIISIIOTCS IO Havaja mpuema.

5.17. Bo BpeMmsa mpuema rpaxaaH BeIETCsS KapToyka JIMYHOTO MpHUEMA, B
KOTOpPBIE BHOCATCS JaHHBIC O TpakIaHWHE, KPaTKoe CoJepKaHUEe OOparicHus,
pe3ylbTaT €ro pacCMOTPEHHUs, a TakXKe JODKHOCTh W (daMuids JuIia,
npoojsuero npuem (Ilpunoxenue Ne 8).

Ecnu  wu3noxxkeHHele B yCTHOM oOOpamieHuu (akThl HE TpeOyroT
JIOTIOTHUTEIHFHON MPOBEPKH, OTBET Ha OOpaIleHue ¢ COTacHs TpakJIaHuHA MOKET
OBITh JJaH YCTHO B XOJ€ JIMYHOTO TpHEMa, O YeM JelaeTcs 3alliCh B KapTOUKe
JUYHOTO TIprieMa. B ocTanbHBIX Ciydasx JaeTcsl MUCbMEHHBIA OTBET IO CYIIECTBY
MOCTABJICHHBIX B 0OpAIICHNH BOTIPOCOB.

B xoze nuuHOrO Mprema rpakIaHuHy MOXKET ObITh OTKa3aHO B JabHEHIIIEM
paccMOTpeHHH OOpalleHusi, €CIM €My paHee ObUT JaH OTBET IO CYIIECTBY
MOCTABJICHHBIX B 0OpAICHNH BOTIPOCOB.
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B cmydae rpyOoro, arpecCHBHOTO MOBEACHHS TPa)JIaHWHA MPHUEM MOXKET
ObITh TIpekpatieH. [Ipn HeoOX0UMOCTH MOXKET OBITh BBI3BAH COTPYIHUK OXPaHBI.
Wudopmaliis o MOBEACHUN TpaXKTaHWHA OTPAXKACTCA B KypHAJIE yUueTa.

5.18. IlepemanHple @ Ha  mpueMe  OOpallleHHs]  PETHUCTPHUPYIOTCS
C WCIIOJIb30BAHUEM PETHUCTPAIMOHHBIX (OPM M paccMaTPUBAIOTCS B TOPSIKE,
YCTaHOBJICHHOM HACTOSIIUM Pa3/IeIOM.

6. HOI[FOTOBKa, Oq)OpM.HeHI/Ie, BBIINIYCK, YYE€T JOKYMCHTOB,
paccMaTpuBacMbIX Ha 3aCCAaHUAX Komuccun

6.1. ®dopmmpoBaHUE MPOCKTA TOBECTKU AHS 3acenanus Komuccnm.

6.1.1. Ilpoekt moBecTkM mJHSA 3acemanus Komuccuu dopmupyercs
npeacenateneM (cekperapem) Komuccuu B CpokH, yCTaHOBJIEHHBIE PErIaMEHTOM
Komuccun, Ha ocHOBaHMHM IJIaHOB paOoThl U pemeHuit Komuccuu, nopydyeHuit
npenceaarens Komuccnu, nocTynuBIIMX JOKYMEHTOB M, MOCIE COIJIACOBAHUS C
npencenarenem Komuccuu, noanuceiBaercs cekperapeM Komuccenn.

6.1.2. Unenst Komuccum BmpaBe NpemsioKUTh BHECTH B TMOBECTKY IHS
3acellaHusl BONPOCHI, HE MPEAYCMOTPEHHBIE IUIaHAaMU pabOThl U PELIECHUSMU
Komuccun, mnpu yciaoBUM Haduuus TOATOTOBIEHHBIX IO 3TOMY BOIIPOCY
JIOKYMEHTOB.

JlaHHble BOMNPOCHI BKIIIOYAIOTCS B MPOEKT IMOBECTKH JHS 3acelaHus
Komuccun mnpu nucbMeHHOM oOpamieHun wieHa Komuccuu, mo WHUIIMATHBE
KOTOPOTO BOMPOC BBIHOCUTCSI Ha 3acefaHue, Ha uMda npencenatens Komuccuu, B
KOTOpPOM YKa3bIBAa€TCS Ha3BaHME BONpPOCa, JOKIAAYMK U Jara Nepenayu
COTJIaCOBAaHHOTO MPOEKTa PEIICHUS U MaTepUajoB K HeMy cekpeTapro Komuccuu.

6.1.3. CornacoBanHblii c mnpencenareneM Komuccnu # MOANMHCAHHBIN
cekperapeM Komuccun mnpoekT ToBecTKM JAHS  3acemaHus  Komwuccuu
TUPAXUPYETCS JJI pacchliky uieHam Komuccun.

6.2. IToaroroBka JOKYMEHTOB IO BOIPOCaM, BKIFOYEHHBIM B ITPOEKT
NOBECTKH JIHsA 3acenanus Komuccuu.

6.2.1. JIoOKyMEHTHI TIO BOIIPOCAM, BKJIIOYEHHBIM B MPOEKT MOBECTKU JHS
3acenanus Komuccuu, rotopstes wieHamu Komuccun, 3a KOTOPIMH 3aKpETLICHbI
COOTBETCTBYIOLLIME HAMpPABIICHUSI JEATENIBHOCTH, C TIPUBJICUECHUEM, B Ciydyae
HEO0OXOAMMOCTH, APYTUX CIIEHUATUCTOB.

6.2.2. IlpencraBisgemble K pACCMOTPEHHIO JOKYMEHTHI JTOKHBI BKIIOYATh
O3arjaBJICHHBI TPOEKT pEIIEHUS C TPUOOIIEHHBIMA K HEMY TOJJIMHHUKAMHU
JIOKYMEHTOB, TIOCIY>KMBIIMX OCHOBAaHHMEM [UJIi PAcCMOTPEHHUs BOMpoca Ha
3acenanun Komwuccuu, mubO0 MPOEKT MUChbMA, MOJICKALIETO COTJACOBAHUIO Ha
3acenanun  Komwuccun, 1pu  HEOOXOJIMMOCTH — MOSACHUTEIBHYIO 3aMKUCKY MO
paccMaTpHBaEMOMY BOIIPOCY.

6.2.3. TlpoekTbl JOKYMEHTOB (BKJIIOUasi MPHUIIOKEHHUS), MPEACTABISIEMbIC
JUIsL pacCMOTpeHus Ha 3acegaHuu KomuccuH, BU3HUPYIOTCS HCIIOJHMUTENEM, WU
yieHoM Komuccnn, OTBETCTBEHHBIMHU 3a MOATOTOBKY JOKYMEHTA.
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[IpoekThl JOKYMEHTOB (BKJIOYasi MPHIIOKEHHS), COJIEpKAlIUe BOMPOCHI
¢buHaHCcHpoBaHUST  BBIOOpOB,  obOecrneueHus  jAesTenbHocT  Komuccuw,
HKCIUTyaTallu M Pa3BUTHUSI CPEJICTB aBTOMATHU3allMU, OOY4YEHUS OpraHU3aTOPOB
BBHIOOPOB M YYaCTHUKOB HM30MPATENLHOTO MpoIlecca, B 00S3aTENBbHOM MOPSAKE
BU3UPYIOTCS IIaBHBIM Oyxrantepom Komuccuu (B ciyuae, ecnu Komuccus umeer
CTaTyC IOPUINIECKOTO JIUIIA).

Busbl mpocTaBiAIOTCS B KOHIIE TEKCTAa MPOEKTa perieHus JIudo Ha
00OpOTHOM CTOpOHE TMOCJEAHETO JIUCTa TMPOEKTa JOKyMEHTa (BKJIIOYas
NPUJIOKEHUSI) TI0 yCTaHOBIEHHOH ¢opme (mpuioxenne Ne 9). Kaxmprii muct
MIPWIOKEHUST BUSUPYETCS UCIIOHUTENIEM. Br3a mpocTaBiisieTcsi B IpaBOM HUKHEM
YTy Ha CBOOOHOM T10JI€ CTPAHMUIIBI ITOCTIE TEKCTA JIMOO HA 00OPOTHOM CTOPOHE.

6.2.4. IIpoekThl TOKYMEHTOB JUIsl BUSUPOBAHUS JOJIKHBI MPEICTABIATHCS
B CPOKH, YCTaHOBJIEHHBIE npejiceaareneM Komuccun.

6.2.5. HcnonHurenp oOecneyrBaeT KOMIUIEKTHOCTh BCEX JIOKYMEHTOB,
0003HaYEHHBIX KaK B MIPOEKTE PEIICHHUS, TaK U B MPUIOKEHUAX K HEMY.

6.2.6. TIlocie mnpocmorpa, a B HEOOXOAUMBIX CJIy4yasXx — BHECEHHUS
MOMPaBOK, cekperapp KomuccuM Ha MOATOTOBICHHBIX M O(DOPMIICHHBIX JIJIS
paccMOTpeHMsI Ha 3acelaHUuM TPOEKTax JOKYMEHTOB JenaeT oTMeTky «Ha
YTBEP)KICHUM» U Tepenaet npencenareno Komuccnn. Ilpencenarens komuccun
MOCJIE TIPOCMOTPA, a B HEOOXOAUMBIX CIydasX — BHECCHHS TIOMPABOK JCiIacT
oTMeTKy «Ha 3acemanue», CTaBUT MOJIUCH U ATy M TEPEIacT BECh KOMIUICKT
JTIOKYMEHTOB JIJTSI THPKUPOBAHUS OTBETCTBEHHOMY 3a TTOJATOTOBKY 3aceIaHusl.

6.2.7. OTBeTCTBEHHBIH 3a MOATOTOBKY 3aceHaHUs KOMIUIEKTYET TanKd C
JOKyMEHTaMH, TOJICKAIIIMMH PACCMOTPEHUI0, B COOTBETCTBUU C TIPOSKTOM
noBecTku AHS 3acemanus Komuccum u pazmaer ux wieHam Komuccun B CpOK,
YCTaHOBJIEHHBIN periiameHToM Komuccuu.

Eciu unen Komuccum HaXoguTcss B OTHYCKE, KOMaHIAMPOBKE WM
OTCYTCTBYET IO O0OJIe3HH, TpeIHa3HAYeHHAs JJIsi HEro mamka C JOKyMEHTaMu
OCTaeTCs JI0 €r0 BO3BPAIEHUS! Y OTBETCTBEHHOTO 32 MOJTOTOBKY 3aCEIaHMUs.

Unenam Komuccum ¢ mpaBoM COBEHIATEIBHOTO TOJ0CA, MPEACTABUTENSM
MOJINTUYECKUX TAapTU MaTepHalibl MOTYT TI€pelaBaThCsi HAa YyKa3aHHbIE HMU
AJICKTPOHHBIE TIOYTOBBIC ajpeca B ceTh VIHTEpHET M mepea HavajaoM 3aceIaHus, a
JUIaM, TIPUTJIAIICHHBIM Ha 3acellaHre, MaTepHalbl TI0 BOIIPOCY, HAa KOTOPBIH OHU
TIPUTJIAIICHBI, TIEPEIAFOTCS TIEPE]T HaYaIOM 3aCEIaHMts.

6.2.8. [lepen HavasioM 3acelaHusi OTBETCTBEHHBIM 3a TOATOTOBKY
3acelaHns PETHCTPUPYET IMPUTIIANICHHBIX Ha 3aCeIaHMe JIMI, CIUCOK KOTOPBIX
MIPEICTaBIIACTCS MPEACeIaTeIto U cekpeTapro Komuccnn.

6.29. Ha 3acemanmum Komuccum BeneTcs MPOTOKOA W MOXKET
MIPOU3BOIUTHCS ayAMO3aNKCh (BUIE03anCh). B cirydae mpou3BoACTBa ayAro- WiIn
(Buzaeo) 3amucu 4wieHbl KoMUCCHU W TIPUTJIANICHHBIC YBEIOMIISIOTCS 00 3TOM JI0
OOBSIBIICHUS TTOBECTKH JTHS 3aCETaHMS.

6.3. Brimyck 1oKyMeHTOB, pacCMOTPEHHBIX Ha 3acenanuu Komuccuu.
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6.3.1. JlokyMeHTBbI, pacCMOTpE€HHbIE Ha 3acenanun Komuccuu, B ciydae,
€CJIM B XOJIe 3acelaHusi BHOCWINCH W3MEHEHUS, JTOJDKHBI ObITh J10paOOTaHbl, a
3aTeM MOJITUCAHBI, 3apETUCTPUPOBAHBI U PA30CTIaHBI.

6.3.2. Cpox m0pabOTKM JOKYMEHTOB HE€ JOJDKEH IMPEBBINATh Tpex
pabouux JHEW Tocie JHS 3acellaHus, €clId HHOM CpPOK HE OIpeiesieH
denepanbHBIM 3aKOHOM U (MJIM) 3aKOHOM MOCKOBCKOM 00JacTH, periaMeHTOM
Komuccun unm He OroBOpeH Ha 3ace/laHuu.

6.3.3. Ilpu nmopaboTke ITOKyMEHTa MCHOJHUTEIh BHOCHUT B TEKCT
COTJIACOBAHHBIE B XOJ€ 3acefaHus W3MeHeHus. B ciywae npunsatus Komwmccuen
pelieHuss 0 HEOOXOAMMOCTH KOHTPOJISL 32 BBIMOJTHEHHEM PELICHUS €ro TEeKCT
JIOTIOJTHSETCA IYHKTOM, B KOTOPOM Ha3HAuYalOTCsA JIMIIA, OTBETCTBEHHBIC 3a
UCIIOJIHEHHE, U OTIPEIEISETCS CPOK UCTIOTHEHUSI.

6.3.4. JIOKyMeHT, MOAJIEkKAIIUi MOJMUCAHUIO (BKJIIOYAs MPUIIOKEHUS ),
BU3UPYETCS UCIOJHUTEIEM, OTBETCTBEHHBIM 3a €T0 MOJTOTOBKY M JOpPaOOTKY, U
yiieHoM KoMuccun, OTBETCTBEHHBIM 3a €r0 MOATOTOBKY.

[Ipu HEOOXOIUMOCTH, B CIIy4ae BHECEHHUS B JIOKYMEHT COTJIACOBAaHHBIX Ha
3acelaHd WM3MEHEHUM, OH BuU3UpyeTcs y uieHoB Komwuccuu, BHecHIUX Ha
3aceJaHUM COOTBETCTBYIOIIME MPEIIOKEHUSI.

Buszel mpocTaBifroTcs Ha OOOPOTHOM CTOPOHE TIOCTEIHErO JIMCTa
JOKyMEHTa (pelieHusi, MPHIOXKEHUs) MO YCTAHOBJICHHOW (opMme (MpUIOKEHHE
Ne 9).

6.3.5. HcnomHuTens caeAUT 3a  KOMIUIGKTHOCTBIO — TPHJIaracMBbIX
K PEIIEHUI0 JOKYMEHTOB M pacrojiaraeT uX B TOM MOCIE0BaTeIbHOCTH, B KOTOPOH
OHM YIOMMHAIOTCS B TEKCTE, a TAKXKE MPOCTABJSIET BU3Yy Ha 00OPOTHOW CTOpOHE
KQKJIOTO JINCTA PEIICHHS U MPUJIOKEHUN K HEMY.

6.3.6. K odopmieHHOMY Jif TOANMMCAHUS PEHICHUIO HMCIOJHUTETh
MpWIaraeT CIUCOK JOJKHOCTHBIX JIMIl (OpraHU3aluii), KOTOPHIM HaIpaBiIseTCs
pemerre Komuccnu (mpunoxxerue Ne 10).

B cnmcok BKIIO4arOTCs MIa, KOTOPhIe OyAyT 3a/1eiCTBOBaHbI B peau3aliu
NPUHATOTO JOKyMEHTa WM JIOJDKHBI OBITh MPOUH(POPMUPOBAHBI O €ro
COJIEP>KaHUH M KOTOPBIM 3TOT IOKYMEHT JO0JIKEH ObITh pa3oCiiaH.

CnucoKk pacChUIKM  JIOKYMCHTOB  TIOJIMHCHIBACTCS  HCIIONHHUTEIEM U
yTBepXKAaeTcs mpeacenareneMm Komuccum.

6.3.7. OdopmieHHBIN KOMIUIEKT JOKYMEHTOB (pelieHre, 0003HauYeHHbIE B
€ro TEeKCTe TMPHIOXKEHHUS, CIHCOK PACCBUIKH) HWCIOJHUTENb TepeaaeT
OTBETCTBEHHOMY 3a IIOATOTOBKY 3acEIaHus JJisi TPOBEPKH MPaBUILHOCTH
oopmiieHHsT TOKYMEHTOB W TMOCIEAYIONIET0 WX MPEACTaBICHHUS Ha TOIMKCH
npeaceaarento u cekperapio Komuccun.

6.3.8. Pemenue mnoanmuchiBaeTCS ~TpeAcemaTreieM M CEKpeTapem
Komuccun.

Ecim Ha 3acemanum  Komuccunm mpencenaTeabCTBOBAI — 3aMECTHUTEINb
npenacenarens Komuccun, cexkperaps Komuccun wnm ogun u3 uieHoB Komuccuu ¢
IIPaBOM PEIIAIOIIEro rojioca, a TaKKe ecau mojJHoMmouus cekperaps Komwmccuu
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OCYHICCTBIAJI OIWH H3 YJICHOB Komuccumn c¢ IMpaBOM peHIaromero roJjoca, TO
IMOAITNCHU B IIPOTOKOJIC, HA pCHICHUU O(bOpMJ'ISIIOTCH CJIcayromumM o6pa30M:

«3aMecTUTEIIb npeaccaaTcira Komuccum» — B ClIy4ac BpPCMCHHOI'O
OTCYTCTBUA MPEACCAATCILA KOMI/ICCI/II/I;
«HCHOJ’IHSIIOHII/Iﬁ 00s13aHHOCTH npeaccaarcis Komuccum» — B ciiydac

BPEMEHHOTO OTCYTCTBHS 3aMECTHTENs Tpencenatens Komuccuu mnpu Hanwuuu
pemenuss Komuccun o Bo3noxeHun Ha cekperapss Komuccum nubo ogHOro M3
wieHoB Komuccum ¢ mpaBoM pelIaroiero rojioca MOJTHOMOYWN MpeacenaTens
Komuccuwu;

6.3.9. Tlocme moamucaHWsi PEIICHUs] PETUCTPHUPYIOTCS TMpeaceaaTeIeM
(cexperapem wim CryKaliuM, OTBETCTBEHHBIM 3a BEICHHE JIEJIOMPOU3BOJICTBA)
KoMuccun ¢ ucnosib30BaHMEM peructpanumoHHo ¢opmbl. Ha mokymeHTax u
CITUCKAX PACCHUIKU MPOCTABIIAECTCS PETUCTPAIIMOHHBIN HOMED.

6.3.10. Pemenuss HyMepyrTCS B XpOHOJIOTHYECKOW MOCIEI0BATEILHOCTH
B TIpejieliax cpoka nosHoMounii Komuccum.

6.3.11. PaspemnieHue Ha TUPAKUPOBAHUE JOKYMEHTOB B HEOOXOJIMMOM
KoJM4ecTBe JaeT nmnpeaceaarens Komuccuu. JIOKyMEHTBI  TUPaKHUPYIOTCS
OTBETCTBEHHBIM 32 MOATOTOBKY 3aCe/laHtsl B COOTBETCTBUH CO CIIUCKOM PACCHUIKH,
Ha KaXJIO0W KOIUU JOKYMEHTA MPOCTABISICTCS MeYaTh, YIOCTOBEPSIONIAs IMOIITUCH
npeacenatenss Komuccunm u cekperaps Komuccum (06€3 BocmpousBeAcHUs
TIOJIITHCEH).

6.3.12. Konus pemennss Komuccuu HampasisieTcs TpaXkJIaHUHy B CiIydae,
eciu ero oOpameHrne B KoMuCCHIO TTOCTY>KHIIO OCHOBAaHHEM JIJISi PAaCCMOTpPEHUS
BOIpoca Ha 3acenannu Komuccnu.

6.4. Odopmienue nporokosa 3acenanusi Komuccumu.

6.4.1. IIporokon 3acenanus Komuccuu odopmisiercss Ha OJaHKE B CPOK,
YCTaHOBJIEHHBIN periameHToM Komuccun.

6.4.2. IIporokon 3acemaHusi MOXKET O(POPMIISATHCS B TOJHOM WM KpaTKOMN
dbopme.

6.4.3. Texkcr nporokosna 3acenanusi Komuccuu cOCTOUT M3 IBYX 4acTel —
BBOJHOM U OCHOBHOM.

6.4.4. B BBOAHOM 4acTU MPOTOKOJA YKa3bIBAIOTCS (haMUIIUS U MHUIUAIIBI
npencenarens Komuccun (mpeacenaTenbCTBYIONIETO), a TAKKE MPUCYTCTBYIOIINX
3amectutTens mnpencenarenss Kowmuccun, cexkperaps Komuccum u  4ieHOB
Komuccun, B TOM d4HcIe C TMpaBOM COBEMIATENILHOTO ToOjJOca U JIHII,
MPUTJIAICHHBIX Ha 3aceaHue, B aipaBUTHOM TIOPSIKE.

Homyckaercss ohopMIICHHE TPHUCYTCTBYIOIIUX OTACIBHBIM CITUCKOM C
yKa3aHUEM WHUIKAJIOB, ¢daMuiuii u goibkHocTer. CHUCOK mpuiaraercs K
MPOTOKOJY 3aCEIaHMs.

6.4.5. TloBecTka mHS BKJIIOYAETCS B BBOJHYIO 4YacTh mpoTokosia. OHa
COCTOMT W3 TIEPEUYUCIICHUS BOIPOCOB, KOTOPHIE OOCYXIAIOTCS Ha 3acelaHuH,
W 3aKpeIIIeT IMOCJIENOBATeILHOCTh UX OOCYXKIEHUS U (pamMmimu TOKIATIMKOB
(BBICTYHNAOILINX ).
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Kaxxnp1ii Bompoc MoBeCTKU JHS 3aceaHusl HymepyeTcs: apadckoit nudpoii,
ero HaumMmeHoBaHue GopmyaupyoT ¢ npemiora «O» umm «O6». [lo kaxmomy
NYHKTY YKa3bIBaeTCs MOKJIAJAUMK M ¢opMa MpeAcTaBiIeHUs Bompoca (JAOKIa,
oT4eT, COO0IIeHUE, HHDOPMAILIUS).

6.4.6. OcHOBHas 4acTh MPOTOKOJIA COAEPKUT CTOJIBKO Pa3JeioB, CKOJIbKO
MYHKTOB BKJIFOYEHO B TTOBECTKY JIHSI. B COOTBETCTBUM C HEM pa3eiabl HyMEpPYIOTCS.

Kaxnprii  pasmen  cocrour w3 tTpex  yacred:  «CIIYIIAJIN»,
«BBICTYIINJIN», «PEILINJIN», KOoTOpBIEC MEYaTatoTCs OT TPaHUIIbI JIEBOTO MO
MPOMUCHBIMU OyKBaMH.

B uwactm «CJIIYIOAJIM» kpaTKO H31araerci TEKCT BBICTYIUICHHS
nokjamuuka. Maunuanel 1 gpaMuinus I10KJIaquuKa MeYaTaloTcsl ¢ KpaCHOM CTPOKHU
B HMMCHUTEIBHOM TNAaJeXe. 3alKcCh JIOKIAJa HW3JIaraercsi OT TPEThEro Jula
€MHCTBEHHOTO YMCIIa U OTIEISETCS OT (paMIInK TUpe.

Ecnu Ttekcr noknana mpuiiaraetcsl K IpOTOKOJY, TO HCHOJIB3YETCS CChUIKA
«Texcr nokiana mpuiaraeTcs.

B wactu «BBICTYIIMJIM» mnepeyucnstorcss BBICTYNAIOIIME U aBTOPbI
BOINPOCOB. MHUIMAaNb! 1 (haMUiTusl BBICTYTIAIONIETO TIEYaTaIOTCs C KPACHOM CTPOKHU
B HMEHUTEIbHOM Tajexe. KpaTkas 3amuch BBICTYIUIEHUS 110 CYIIECTBY
paccMaTpUBaEMOT0 BOmpoca (MO PEelIeHHUI0 NPeaceaaTeIbCTBYIOIIEr0) U3IaraeTcs
OT TPETHETO JIMIA €TMHCTBEHHOIO YUCIA.

Ecnu TekcT BBICTYIJICHHS] TPUIIAarae€Tcs K MPOTOKOIY, TO MCIOJIb3YETCs
cchlTka « TeKCT BBICTYIIICHUSI PUIIATAETCs.

B uwactu «PEIINJIN» oTpaxaeTcs MPUHATOE PEIICHUE MO 00CYyXKIaeMoMy
BOIIPOCY.

Conepxanue 0COOOTO MHEHHS, BBICKa3aHHOTO BO BpeMsl OOCYXKIEHUS,
3alUCHIBAETCSI B TEKCTE MPOTOKOJIA TOCJIE€ COOTBETCTBYIOIIEIO PEIICHUS WIIU
opopMisieTCss Ha OTAEIBHOM JIMCTE M TOMEIIAETCS IMOCJE€ COOTBETCTBYIOIIETO
pEILICHMS.

6.4.7. Tlporokon 3acemaHusi TMOAMHUCHIBACTCS MPEICEIATESIbCTBOBABIINM
Ha 3acenaHnu u cexkperapeM Komwuccuu (mim wienom Komuccuu, HCHOJNHSIBIIUM
o0si3aHHOCTH cekpetapsi Komuccun).

6.4.8. [TIlocue MOJIACAHUSA MPOTOKOJIBI pPETUCTPUPYIOTCA c
MCIIOJIb30BAaHUEM PErHCTpalMOHHBIX (popM. [IpoToKombI 3aceqaHuil HyMEpYIOTCS B
XPOHOJIOTHYECKOW  MOCIENOBATENIbHOCTA B Npelaesiax Cpoka IOJHOMOYUN
Komuccun.

6.4.9. IIporokonsl 3acenanuit Komuccuu, npuoOIlieHHbIE K HUM PELICHUS
BMECTE C MaTepuajiaMt, MOCIY>KUBIIUMH OCHOBAaHUEM JIJISI UX TIPUHATHS, OCOOBIMU
MHEeHUSIMH wieHoB Komuccun xpaHsarcs y mnpenacenarens (cekperaps WU
Cay>xaiiero, OTBETCTBEHHOI'O 3a BEJICHUE JeN0Npon3BoacTBa) Komuccuu, a 3arem,
oopMJICHHBIE B COOTBETCTBHM C TpeOoBaHusMU MHCTpykumm, mepenaroTcs B
apXuB.

7. KOHTPO/1b UCIIOJIHEHUS JOKYMEHTOB M NOPY4YeHUH
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7.1. KoHTpoIt0 UCTIOTHEHUS MOJIeHKAT:

NOPYYEHHUS, COICPIKAIINECS B TOCTAHOBJIECHUSX U Apyrux nokymentax [{UK
Poccun, wu3bupartenpbHOM KOMHUCCHMM MOCKOBCKOM 00jacTd, B  peHIeHUIX
Komuccun;

NUCBbMEHHBIE TOpYYEHUs mpeacenaTens (3aMecTUTeNsi Mpeiceaarens,
cekpetapsi) Komuccuu;

BXOJSIINAE JOKYMEHTBI, B TOM YHUCJE NMHCbMEHHBIE OOpaIEHUs TpakKiaH,
yKasaHHbIE B [lepeune nmommexamux KOHTPOJIO JOKYMEHTOB C YKa3aHUEM CPOKOB
ucnoaHeHus (npuioxenue Ne 11), B COOTBETCTBUU € YKa3aHUSIMU MO UCIIOJIHEHUIO
JTOKyMEHTa MpeJicenaTess (3aMecTUTeNs npeaceaarens, cekperaps) Komuccenu;

UCXOJIAIIME JOKYMEHTBI, TPEOYIOLIUE OTBETA;

NOPYYEHMSI, COAEpKaIMeEcs B IPOTOKOJIaX 3acenanuii Komuccunu;

IIJIAHBI MEPOIIPUATUN.

7.2. KoOHTpoJIb MCHOJHEHUS HCXOMSIIUX JOKYMEHTOB, B TOM 4YHCJE 3a
CBOEBPEMEHHOCTBIO IOJIyYEHHsI OTBETOB Ha 3ampocbl KomMuccuu, OCyIIeCTBIISIIOT
wieHbl Komuccnn, 0TBETCTBEHHBIE 3@ OJATOTOBKY JAHHBIX JTOKYMEHTOB.

7.3. CpokH WCIOJHEHUS TOPYUYCHHUH, COJEPKAIIUXCS B PEIICHUSX
Komuccun, nucbMeHHBIX NOPYYEHHH Ipenceaarens (3aMecTUTENs NMpeace1aTes,
cekpetapsi) Komuccun onpeaensitorcss STUMU JOKYMEHTAMH.

7.4. JIOKyMEHT MOJJICKUT UCIOTHEHHUIO B TeueHue 30 KajaeHIapHbIX JHEH
CO JIHS €r0 PErucTpanuu, 3a UCKIKYEHUEM CIIy4aeB, IPEIYCMOTPEHHBIX ITYHKTOM
7.5 HacTOSIETO pa3nea.

Ecnu nmocneanuil 1eHb MCTIONHEHUS JTOKYMEHTA MPUXOAUTCS Ha HEpaOOouHii
JI€Hb, TO OH MOJJIEKUT UCTIOJIHEHUIO B MPEAIIECTBYIOIIHM eMy pabouuil JeHb.

JlokyMeHTBl ¢ moMeTkaMu «BecbMma cpoyHO», «CpPOYHO» HCHOJHSAKOTCA B
TPEXJTHEBHBIA CPOK, JOKYMEHTHI C MOMETKOU «OrnepaTuBHO» — B JAECATHIHECBHBIN
CPOK CO JIHs YKa3aHHA 110 UCIIOJIHEHUIO.

Ecnu nocnenHuil 1eHb UCIOJHEHUS ITOKYMEHTA, COIEPIKALIEro IMOMETKY O
CPOYHOCTH HCTIOJTHEHUS, MPUXOIUTCS Ha Hepabouyuil JeHb, TO OH TMOMJICKHUT
WCITOJIHCHUIO B CJICIYIONTUHN 32 HUM pabO4uil I€Hb.

7.5. CpoKH HCTIOTHEHUS BXOJIAIIMX JTOKYMEHTOB M OOpallleHU TpakIaH
YCTaHABJIMBAIOTCS UCXOMS U3 CPOKOB, YKa3aHHBIX B IpuiiokeHuu Ne 10.

OOpaienus o BompocaM BbIOOPOB U pedepeHAYMOB, MOCTYIUBILNUE B
nepuoJl M30MpATETbHON KaMMaHWHM, HUCIHOJHAIOTCS B CPOKH, YCTaHOBJICHHBIE
®denepanabHbIM 3aKOHOM «O0 OCHOBHBIX rapaHTHUSIX W30MpaTEIbHBIX MPaB U MpaBa
Ha yuyactue B pedepenayMe rpaxaan Poccuiickoit @enepauumy.

7.6. OTBETCTBEHHOCTh 3a CBOEBPEMEHHOE U TIOJIHOE BHECEHUE B
pPEerucTpallMoHHY0 (HOpPMYy CPOKOB HCHOJHEHHS JTOKYMEHTOB U HH(pOpPMAIUH O
COCTOSIHUM MCIIOJIHEHUS JOKYMEHTOB, KOHTPOJIb CPOKOB HCIIOJHEHHUs JOKYMEHTOB
Bo3jaratorcs Ha cekperaps Komwuccun wmim Ciryxaiiero, OTBETCTBEHHOIO 3a
BEJICHUE JIEJIONPOU3BOJICTBA.

7.7. B muaHax MepomnpHsATHI, YTBEpKACHHBIX peleHusMu Kommuccuw,
KOHTPOJIFO TOJJIEXKAT CPOKH HWCIOJIHEHHSI OTAEJbHBIX €ro IyHKTOB. CBeIEHUs O
XO/I€ M COCTOSIHUU UX MCTOJHEHUS 3aHOCATCS B PETUCTPALIMOHHYIO (hopMmy.
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7.8. [Ipu HEOOXOOUMOCTH MPOIJICHUS CPOKA HUCIOJHEHHS JOKyMEHTa
OTBETCTBEHHBIN 3a UCIOJHEHHE HE MO3JHEE YeM 3a TPU JHS A0 MCTEUEHUS! CpOKa
UCIIOJIHEHMSI JIOKYMEHTa TIpelcTaBiiieT Ha wuMms npexacenarens Komuccun
JIOKJIa/IHYIO 3aITUCKY C MOTMBUPOBAHHON MPOCHOOH O €ro MpoiJiCHUH.

7.9. JIOKyMEHT CUMTaeTCsi HUCIOJHEHHBIM M CHHUMAETCS C KOHTPOJIS
MOCJIe PEIIeHHsI BCEX MOCTABJICHHBIX B HEM BOIPOCOB, COOOIIEHUS PE3yIbTaTOB
PacCMOTPEHHUS BCEM 3aMHTEPECOBAHHBIM JIMLAM.

7.10.  OcHOBaHUWSAMU JJIS CHATHS IOKYMEHTA C KOHTPOJIS SBIISTFOTCS:

JOKJIa/JHAasl 3alliCKa O CHATUU JOKyMEHTa (MM OTIEIBHBIX €ro IyHKTOB)
C KOHTpPOJs Wiu 00 HMCIOJHEHUM JOKyMEHTa Ha mMda npenceaarenss Komuccuw,
MOJTOTOBJICHHAs OTBETCTBEHHBIM 3a HUCIOJHEHUE C  OoTMeTKoM («Cormnacen»,
«Paccmotpen», «[Ipunaro») npeacenarens KoMuccuu o NpUHATUN UCTIOTHEHUS;

pemienue Komuccuuy;

OTBET Ha BXOJAILIUNA JTOKYMEHT;

OTBEThl OT OpraHU3alMii, B KOTOpbIE TOKYMEHT OBLI HaIlpaBieH IS
paccMOTPEHHUS IO CYLIECTBY MMOCTABJICHHBIX B HEM BOIIPOCOB M OTBETA 3asIBUTEIIIO;

HaIpaBJeHUe OOpallleHus B JAPYTUe OpraHu3alu JJii PACCMOTPEHHUS TI10
CYIIIECTBY TOCTAaBJICHHBIX B HEM BOIPOCOB U MOCIEAYIOMIETO MHMOOPMHUPOBAHUS
aBTOpA O pe3yJbTaTax pacCMOTPEHUS.

7.11. JIOKyMEHT HE CUMTAETCS UCIIOJHEHHBIM U OCTAETCSl HA KOHTPOJIE:

€CIM OH HalpaBiseTcs B JIpyTM€ OpraHbl WM OpraHu3aluyd s
paccMOTpeHus ¢ 1eyibio nonydeHus Komuccueit undopmaimv, HeoOX0AUMOM 1Jis
pPacCMOTpPEHHUs O CYIIECTBY IMOCTaBJIECHHBIX B JIOKYMEHTE BOMNpPOCOB. B ciyuae
HeoOxoaumoctu Komuccust uHpopMupyeT 006 3TOM aBTOpa TOKYMEHTA;

€CJIM OH HalpaBisSIeTCI B JAPYrM€ OpraHbl WIM OpPraHu3aluu s
pPacCMOTPEHUS IO CYIIECTBY MOCTABJICHHBIX B HEM BOMPOCOB U OTBETA 3aBUTEIIO
Cc mocneaymuM nHpopmupoBanneM Komuccnn o pe3ynbratax UCIOJHEHHUS,

€CJIM Ha HEM HE CTOMT OTMeTKa mpexacenarens Komuccuu o NpUHATUU
VCTIOJTHEHUS.

8. M3roroBJieHNEe U HCIIOJIb30BaAHME NeYaTed U TAMIIOB

8.1. JInst ynocToBepeHus MOUIMHHOCTA JOKYMEHTOB WJIM COOTBETCTBUS
KOMUWA JOKYMEHTOB TMOJUIMHHUKAM, MPOCTABICHUS OTMETOK O IMOJYYEHUH,
perucTpanuu J0KyMeHToB B KoMuccuu nCmonb3yroTesl IeYaTH U IITaMIIbI.

8.2. WMsroroBineHue Tme4aTe OCYIIECTBIAECTCS B COOTBETCTBHM C
pemienuem M3OupatenbHO komuccu MockoBckod obnactu.  M3rotoiienue
HITAMIIOB OCYIIECTBIISIETCS] B COOTBETCTBUM € perieHueM Komuccuu.

8.3. [Ileuarp Komuccum mpocrtaBisercss Ha (DUHAHCOBBIX JTOKYMEHTAaX,
rapaHTUWHBIX MUCBbMAaX, JOTOBOPax, TOCYJAPCTBEHHBIX KOHTPAKTax M B APYTHX
IIPENYCMOTPEHHBIX 3aKOHOAATEIBCTBOM CIy4asiX.

8.4. Ha pacceaembix komusx pemieHuit Komuccuu, Ha makerax MpH
OTIIpaBKE JOKYMEHTOB, MHpU O(GOPMIICHHH JOKYMEHTOB Ha MpPHEM TOBapHO-
MaTepHalbHBIX LIEHHOCTEW MpocTaBisieTcs neyarb Komuccuu.
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8.5. [Ileuatu W mITaMIbl MOAJIEKAT PETUCTPAIMU B OTACIBHOM >KypHale
ydyeTa medared W mramnoB. IleyaTm W mTamIibl BBIJAOTCS MO TOIINKACH B
JKypHaJle yuyeTa redarei u mramnoB. Ha sxypHane npocraBisieTcs nomerka «Jlis
CIIy’K€OHOTO  TIOJIb30BaHUS», €ro JIMCThl HYMEPYIOTCS, TMpOIIMBAIOTCA H
ONEYaTHIBAIOTCS.

8.6. Ilewatm m mTamMmbl JOJDKHBI XPAHUTHCS B HAJNICKHO 3aKPHIBAEMBIX
U OTIeYaThIBAEMBIX B Hepabouee BpeMs ceripax Wiim MeTaNTHISCKUX ImKadax.

8.7. Ilpencenatenn Komuccun OCYIIECTBIISIET KOHTPOJIb 3a
MPABUWIBHOCTHIO XPAHEHUS U UCTOJIb30BAHUS MIEYATEH U IITAMIIOB.

CBepka HaJMuusl Me4YaTed W IITAMIIOB OCYIIECTBISIETCS MpeaceaaTeiemM
Komuccuun ogus pas B roj.

8.8. [Ilpumenmme B HETOAHOCTb INTAMIbl YHUYTOXAKOTCSI, O YEM
COCTAaBIISIETCSI aKT, a B JKypHaJ€ YydeTra Ie4yaTed M IITaMIOB CTaBUTCS
COOTBETCTBYIOIIAs] OTMETKA.

YHUUTOXKEHNUE NPOU3BOAUTCA TOCIE YTBEPKICHHUS aKTa MpeaceaaTeaeM
Komuccun. [lltamnel pazpe3aroTcs Ha MEJIKUE YACTU UITU CKUTAIOTCS.

8.9. Ilpumenmue B HEroJHOCTh IMEYaTH YHHUUTOXkaroTca M30uparenbHON
KoMuccuer MoCKOBCKOM 007acTH, O YeM COCTAaBJISIETCS aKkT, a B JKypHalle ydyeTa
revyaTel U IITaMIOB CTAaBUTCSI COOTBETCTBYIOIIASI OTMETKA.

YHUUTOXKEHHUE MPOU3BOJUTCA TOCJIE€ YTBEPXKICHHS aKTa MpejceaaTeaeM
N3buparenbHOil kKoMuccuu MOCKOBCKOM oOnactu. MeTainueckue Iedatu
YHUYTOXXAIOTCSI TyTeM TOJIHOTO CHWUJIMBAHUS TEKCTAa WM OMNWIMBAHUS JABYMS
MEePEKPECTHBIMU JIMHUSIMHU, KAaydyKOBbIE T€YaTH M IITAMIIBI pa3pe3aroTcs Ha
MEJIKME YaCTH WM COKUTAOTCS.

9. ®opmupoBaHMe /1eJ1 U Mlepeiavya uxX B apXuB

9.1.  CocraBiieHue 1 yTBEPKIEHNE HOMEHKIIATYPHI JIe]I.

Homenknatypa nen mnpemHasHaueHa uisi (OPMHUPOBAHUS HCIIOTHEHHBIX
JIOKyMEHTOB B Jiella, CHUCTEMATH3allid M y4yeTa JIeJ, OMNpEeIeICHUs CPOKOB HX
XpaHEHUsS] M SBISETCS OCHOBOM [IJIi COCTABJICHHS OMUCEH 1€ MOCTOSHHOTO M
BpeMeHHoTO (10 et u 6oJee) XpaHeHusI.

B HomeHKnaTypy 1en BKJIIOYAIOTCS 3aroJIOBKH JIeJ, OTPa)Kalolue BCE
JOKyMEHTUPYEMbIE y4acTKH paboTrel Komuccuu, B TOM YHCIIC JMYHBIC JCIa,
CIIPABOYHBIC M yYETHBIC KapTOTEKH M JApyTrHue y4deTHble (popmbl. B HOMEHKIATYpY
JIeJT He BKJTIOYAIOTCS 3ar0JI0BKY TICYATHBIX M3aHUH.

3aroyioBOK jiefia OJDKEH YETKO OTPakaThb OCHOBHOE COJIEP’KaHHUE M COCTAaB
nokymMeHTOB. He momyckaercs ymoTpeOJieHHEe HEKOPPEKTHBIX (OPMYIHPOBOK,
BBOJIHBIX CJIOB M CJIO’KHBIX OOOPOTOB.

[Ipu cocTaBieHHMM HOMEHKJIATYPHI i€ CJEAYeT PYKOBOJCTBOBATHCS
pernmamentoM Kowmwuccun, IlepedHemM THMOBBIX YIPABICHYECKUX APXHBHBIX
JIOKyMEHTOB, OOpa3yIoOlMUXCsi B TMPOIECCe MACATENHPHOCTH TOCYIapCTBEHHBIX
OpraHOB, OpPraHOB MECTHOTO CAMOYIPABJICHHWS W OpTaHHW3allii, C YKa3aHUEM
CPOKOB XpaHEHHS, YTBEPKICHHBIM TMPUKA30M MUHUCTEPCTBA KYJIbTYPHI
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Poccuiickoit ®@enepanuu ot 25 aBrycra 2010 roma Ne 558 (manee — Ilepedensn),
NOpSIAKAMM  XpPaHEHUsT W Tepedayd B apXUBbl JIOKYMEHTOB, CBSI3aHHBIX C
MOATOTOBKOM M TpoBeJieHHeM BbIOOpoB, yTBepxkaeHHbIMU [IMK Poccun wu
N3bupatenpHOit KoMHccueld MOCKOBCKOM 00J1acTH, HOMEHKIJIATypaMH JIell
Komuccuu 3a npeamecTByomuye rojsl.

[Ipy mOArOTOBKE HOMEHKJIATYPHI J€d HEOOXOIMMO YUYUTHIBATh XapakTep
BBIOOPOB, MMPOBOJUMBIX B IIPEACTOSIIIEM TOTY.

Homenknatypa nen Komuccum Ha npencTrosmuid  KaJe€HOAPHBIM  TOJ
COCTAaBIIICTCSI B IMOCIEAHEM KBapTaJe TEKYIIEro TIoJAd, COTIJIACOBBIBAECTCS
AKCIIEPTHOM KOMMCCHUEM, yTBEp)KIaeTca npeacenarenem Komuccnu m BBOOUTCS B
neicTBre ¢ 1 ssHBaps cieayroliero roja (nmpuioxenune Ne 12).

Homenknatypa nen Kowmwuccuu, Bxonsimas B HOMEHKIATYpPY i€l
QIMUHUCTPAIIMA MYHUIIUTIATBHOTO 00pa30BaHUs JOKHA OBITH COTJIaCOBaHA HE
pe)ke OHOrO pasa B IATH JIET C IKCIEPTHO-IIPOBEPOUYHOU KomMHUccuer [maBHOro
apXMBHOTO yrnpaBieHus: MOCKOBCKOM 00J1acTH.

B cimyyae BOZHMKHOBEHUSI B TE€UECHHUE I'0OJa HOBBIX JEJ OHU JOIOJIHUTEIBHO
BHOCATCA B YTBEPKICHHYIO HOMEHKIIATYPy [€J1 [0 YKa3aHUIO MpeAceaTelis
Komuccnn.

[Io oOxOHYaHMM KaJCHIAPHOTO TOJa B KOHIE HOMEHKJIATYphl el
COCTABJISIETCSI UTOTOBAsl 3aMKMCh O KOJMYECTBE 3aBEJICHHBIX el (TOMOB, YacTei),
OTAEJIBHO MTOCTOSHHOTO U BPEMEHHOTO XPaHECHUA.

Cpok xpaHEeHMsI IOKYMEHTOB YKa3bIBAETCS B HOMEHKJIATYPE AT CO CChUIKOM
Ha crartbio Ilepeuns. Cpok XpaHeHUs [TOKYMEHTOB, HE YKa3aHHbIX B JaHHOM
nepevyHe, yCTaHABIMBAETCA MO corjacoBaHuio ¢ HM30upaTenbHON KoMHCCHEH
MockoBckoli 00nacTM M DKCIEPTHOM KoMuccued [7aBHOTO — apXHBHOTO
yrpaBiieHus MOCKOBCKOM 00JacTH.

Ucunucnenune CPOKOB XpaHEeHUs JIOKYMEHTOB, 3aKOHYEHHBIX
JI€TIONPOU3BOJCTBOM B TEKYIIEM T'OJly, HAUMHAETCS C | SHBaps CIEAYIOIIETO roja.

9.2. OdbopmiieHre  TOKYMEHTOB, 3aKOHYEHHBIX  JICJIIOMPOU3BOJICTBOM,
dbopmupoBaHue U Tekyliee xpanenue aen B Komuccun.

3aKOHYEHHBIE JEJIOITPOU3BOACTBOM JOKYMEHTHI oopMIISIOTCS
B COOTBETCTBUH C TpeOoBaHUAMHU WMHCTpyKIMM, CHIHUCBIBAIOTCS MpeJcenaTresieM
Komuccuu B neno. [Ipu 3ToM B HM>KHEHW 4acTH JIMIIEBOM CTOPOHBI MIEPBOrO JIUCTA
JIOKyMEHTa Ha CBOOOJHOM OT TE€KCTa MECTE CTABUTCS OTMETKA O €ro UCHOJIHEHUH,
pacudpoBbIBaeTCs NMOANKCH npeacenarens Komuccuu, ykasblBaeTcs HOMeEp Jelia
N0 HOMEHKJaType u pgata cnucaHus. [lpm HeoOXomumocTh OTMETKa 00
UCIIOJIHEHUH MOKET OBITh cJieJjaHa Ha OOOpOTHOM CTOpPOHE MEpBOIrO JIUCTa
TOoKyMeHTa. B peructpannonnyro (GopMy BHOCHUTCS OTMETKa O CIHCAaHUU
JIOKYMEHTA B JEJ0 C YKa3aHHUEM HOMEPA JIeJIa COTJIACHO HOMEHKJIAType AE.

HcnonHeHHble JOKYMEHTHI (OPMHPYIOTCS B Jiela B COOTBETCTBHH C
YTBEPKICHHON HOMEHKIATypOU JIEIL.

Jleno cuMTaeTcs 3aBEICHHBIM C MOMEHTA BKJIIOYECHHS B HErO IEPBOTO
MOCTYITUBIIETO JTOKYMEHTA.
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3aKOHUYEHHBIE JIETIOTPOU3BOACTBOM JIEKTPOHHBIE TOKYMEHTHI (POPMUPYIOTCS
B AJIEKTPOHHBIE Jiena (Manku, JUPEKTOPUHN) B COOTBETCTBUM C HOMEHKIIATYpPOU J1e.

[Ipu dopMupoBaHuM Jena MTPOBEPSETCS MPABUIBHOCTh  OTHECEHUS
JIOKYMEHTOB B JJaHHOE JeJI0, KauyecTBO O(GOpMIICHUS U KOMIUIEKTHOCTb
JIOKYMEHTOB, HAIMYWE MOJIUCEN, BU3, PETUCTPALIMOHHBIX HOMEPOB, CIIPABOK WJIH
OTMETOK 00 UCMHOJIHEHWH, CHOUCAHWM B JeJ0 U Jpyrux. HemnpaBuibHO
oopmiieHHBIE JOKYMEHTHI JOJKHBI OBITH JOO(POPMIICHBI, @ 3aT€M TOMEIICHBI B
JEN0.

He nonyckaercs noMmenieHre B €10 JOKYMEHTOB, COAEPKaHUE KOTOPBIX HE
COOTBETCTBYET 3aroJIOBKY Ji€na.

[Ipu popMupoBaHUM J1€7 COONIOAAIOTCS CIEAYIOIINE TPEOOBAHMUS:

JOKYMEHTBI MOCTOSIHHOTO M BPEMEHHOTO0 XpaHEHUs (popMuUpyIoTCs B Jena
pa3lenbpHo;

B JI€JIO BKJIIOYAIOTCS TOJIBKO HCIOJIHEHHbBIE, NPAaBWJIBHO O(POPMIICHHBIE
JIOKYMEHTBI B COOTBETCTBUH C 3ar0JIOBKaMH JIeJI B HOMEHKIIATYpPE;

BCE€ JJOKYMEHTBI, OTHOCSILIMECS K PELIEHUIO OJHOI0 BOIpoca, (POPMHUPYIOTCS
B OJIHO J€JIO;

JOKYMEHTBI, IOIJIEXKAINe BO3BPaTy, B JE€JI0 HE IOMEIIAOTCS;

B JIEJIO MOMEUIAETCS TOJIBKO OJWH 3K3EMIUISIp JOKYMEHTA, YEPHOBUKH H
BAapUAHThI IPOEKTOB JJOKYMEHTOB B JIEJI0 HE MOJAIIMBAIOTCS (32 UCKIIOUYEHUEM TEX,
Ha KOTOPBIX HMMEIOTCSl BH3bl, YKa3aHHsI MO HCIOJHEHHUIO JOKYMEHTOB U JpYyrue
OTMETKH, JIOMOJIHSIONINE NEePBbINA IK3EMIUIAD);

B JIEJIO BKJIIOYAIOTCS, KaK MPABUIIO, JOKYMEHTBI OJJHOTO KaJI€HAAPHOTO rojaa
(MCKJIIOYEHUE COCTABIIAIOT JINYHBIE U MEPEXOIALIUE JIETIa);

KaX/10€ JIeJI0 He JOJDKHO mnpeBbimaTh 250 aucTOB, npu OonblieM o0beme
JIOKYMEHTOB B Jiesie (hOpMUPYETCSI HECKOJIBLKO TOMOB (4acTei).

B ciyuae HE0OXOAMMOCTH JOKYMEHTHI IO OJHOMY M TOMY K€ BOIIPOCY, HO C
pa3IMYHBIM ~ CPOKOM  XPaHEHHsS  MOTYyT  HaxOAUTbCS B  OJHOM  JElie
JI0 KOHLIA TEKYILEro roja WiA A0 3aBEpUICHUS MCIIOJHEHHUS TOKYMEHTA, a 3aTeM
nepedopMUPOBBIBAIOTCS B Jie€jIa IOCTOSHHOTO U BPEMEHHOT'O XPaHEHUSI.

B neno BKIIFOYAKOTCS BCE TOKYMEHTHI IO KOHKPETHOMY BOIIPOCY BMECTE C
MPUIOKEHUSIMH, YKa3aHHBIMU B TEKCTE JOKYMEHTa, MPU OTCYTCTBUU MPUIIOKEHUH,
YKa3aHHBIX B TEKCTE JOKYMEHTa, HCHOJHUTENb OO0s3aH CHelaTh 3aluch Ha
JOKYMEHTE 00 UX MECTOHAXOXK/ICHUU.

JIOKyMEHTBI BHYTPH J€Jla pPACMONaralTcsi B XPOHOJOTHYECKON WM
BOIIPOCHO-JIOTUYECKOM MOCTIEA0BATETLHOCTH UM UX COUYETAHUU.

HopmaTuBHbIE ¥ OpraHM3allMOHHO-PACHOPSIUTENbHBIE  JIOKYMEHTHI
C OTHOCAIIMMHUCA K HHM MPUIOKEHUSIMHU TPYHIUPYIOTCS B Jella MO BUIAM
JOKYMEHTOB U 110 XPOHOJIOTHH.

[IpoTokonsl 3acenannii Komuccuum pacrionararorcs B €€ 10 XPOHOJIOTHH B
NopsIKE  Bo3pacTaHusi HoMepoB. JlokyMeHTbl K 3acenanunro Komuccun
MOMEIIAIOTCS NOCIE COOTBETCTBYIOIIETO MPOTOKOJIA.
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[Tonoxenus, WHCTPYKLIHH, YTBEPKICHHBIE pacnopsAuTEIbHBIMU
JOKYMEHTAaMU, SIBIIAIOTCA MPUIIOKEHUSAMHU K HHUM M TPYNNUPYIOTCSI BMECTE
C YKa3aHHbIMU JOKYMEHTAMH.

[InaHoBas u oT4eTHAsE JOKYMEHTALUSI HE3aBUCUMO OT JaThl €€ COCTABJIECHUS
BKJIFOYAETCS B JEJIO TOTO ro/ia, K KOTOPOMY OHA OTHOCHUTCSI.

B nene «llepenucka» wucxonasimuii (OTBETHBIM) TOKYMEHT MOMEIIAETCS
nocie Bxondmero. ITpu Bo300HOBIEHUU MEPENUCKU MO BONPOCY, HaYaBIIEHCS B
NpEeAbIIyIIEM TOAYy, JOKYMEHTBI BKJIIOYAIOTCA B JEJIO TEKYyLero roja u
YKa3bIBa€TCsl MHAEKC TOrO Jeja MO HOMEHKJIAType JAeNl NMPEAbIAYIIEro roja, B
KOTOPOM HaXOJATCS MPEALIECTBYIOIIME JOKYMEHTBI 110 ’TOMY BOIPOCY.

OOpaieHns rpaxJiad U JOKYMEHTBI M0 X PAaCCMOTPEHHIO (HOPMHUPYIOTCA
B OTJesbHbIe fena. Kaxnoe obpalieHne U Bce JOKYMEHTBI 110 €r0 pacCMOTPEHUIO
COCTaBJISIFOT B JI€JI€ CAMOCTOSITEIbHYIO TPYIIIY U pacrojiaratoTcs B ai(aBUTHOM
MOPSIJIKE 10 TIepBhIM OykBam daMUuii aBTOPOB 0OpaIeHUH.

B nenax, Haxoodmuxcs B IEJIONPOU3BOJACTBE, JTOKYMEHTBI TEKYILETO IoJa
pacriojararorcsi 0 XpOHOJIOTMM CHH3Y BBEpX MO Mepe nocrymuieHus. [lpu
IIOATOTOBKE K CHAa4e B apxuB Jela ¢ JOKYMEHTaMH IOCTOSHHOI'O U BPEMEHHOIO
(10 ner m Oonee) XxpaHeHHUs MepePOPMUPOBHIBAIOTCA B OOpaTHOM MOPSAKE:
JOKYMEHT, MOCTYNUBIIMK B KaJEHAAPHOM TOJY MOCIEAHUM, JOJKEH ObITh BHU3Y
JIeJ1a, a IEPBBIM JOKYMEHT KAJIEHIAPHOIO roJia — BBEPXY, IEPBBIM.

Jlena ¢ MOMEHTA MX 3aBEJICHUS U JI0 NIepelayv B apXHUB WM YHUUYTOXKEHUS B
CBSI3M C UICTEUEHHEM CPOKOB XpaHEHMsI HAXOAATCS y Mpeaceaarens (Cekperaps uin
Crnyxaiero, OTBETCTBEHHOT'O 3a BeJICHHE JIe]10Mpon3BocTBa) KoMuccuu.

[Iporokonbl 3acenanuii, pemieHuss Komuccuu, CHOUCKHA TPUIIIANICHHBIX,
[pUjlaraéMple K  IMPOTOKOJY  MOJJMHHBIE  JK3EMIUISIPl  PELICHUH ¢
COOTBETCTBYIOIIUMH MPUIOKEHUAMHU, ITPOTOKOJBHBIE IOPYYEHHUS, ITOKYMEHTHI,
IIOCIIYKMBIINE OCHOBAHUEM JUUIsl PACCMOTPEHHU BOIIpOca Ha 3acenanuu Komucceny,
pacmdpoBaHHas ayAHO3aNUCh 3acedanus (MIPU €€ HAJIWYUU), CIUCKH PACCHUIKU
MOCTAHOBJICHUM J0 NepeAadyu B apXUB HAXOIATCA y IpeAceaaTens (Cekperaps Wi
Caysaiero, OTBETCTBEHHOTI'O 32 BEJIEHHE Jei0npoun3BoacTBa) Komuccenn.

3a COXpaHHOCTh JOKYMEHTOB M JI€J1 OTBETCTBEHHOCTb HECET NpEACEAaTellb
Komuccum.

Jlena JOJKHBI HAXOAMThCS B pabodeid KOMHAT€ WM B CHEHUAIBHO
OTBEJICHHOM ISl 3TOM 1IeJIM MOMEILEHUN U XPAaHUTHCS B 3allUparoluxcs mkadax,
MPEAOXPAHAOIINX TOKYMEHTHI OT MBUIH U BO3JIEUCTBUS COJTHEYHOTO CBETA.

B wmenmsx oOecnedeHuss ONEpaTUBHOIO TOHMCKAa JOKYMEHTOB Jenia
pacmnosiararorcsi B COOTBETCTBMM C HOMEHKJIATypOW [J€JI, KOIMS KOTOpPOH
NOMeNIaeTcsl Ha BHYTPEHHEW CTOPOHE JIBEpLIbI mIKada.

Ha kopemkax o0Ojokek Jed  YKa3bIBalOTCS  HMHACKCHI  JIed 10
HOMEHKJIAType Jedl.

Jlena, Haxopmdmuecs Ha TEKyLIEM XpaHEHHH, moiiexar ydery. Ilepen
nepesayer  JOKYMEHTOB B apXWB  NPOBOJAWTCS  NPOBEPKA  HAIWYUsA
U COCTOSIHUSL TOKYMEHTOB M JI€T B IIENIAX yCTAHOBJICHUS (PAKTUUECKOTO HAIUYHS
JIeJl U COOTBETCTBUS UX KOJIMYECTBY, YUCIIIIEMYCS [10 HOMEHKIAType AE.
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[IpoBepka HaaM4Msi M COCTOSIHUSA JIOKYMEHTOB W J€1 MPOBOAUTCS MpPH
nepeMeIIeHu! JIeJl, BO3BpaTe Jiell, cMeHe npencenarens Komuccuu.

[IpoBepka MPOBOAMUTCS TMyTEM CBEPKU CTaTe HOMEHKJIATYphl el
C OMKCAaHHUEM JIe]l Ha 00JI0KKE, a (PU3NYecKoe COCTOSIHUE JIeT ONPEEIsIeTCs MyTeM
WX BH3yaJIbHOTO MpocMoTpa. Bce oOHapykeHHbIE HEAOCTATKH (PUKCHUPYIOTCS
B aKT€ MMPOBEPKU HATUYHS U COCTOSIHUS JIEIT.

B cimydae yTparbl JOKYMEHTOB U J€JI IPOBOJUTCA  CIyXeOHOe
paccienoBaHrde, MO pe3yibTaTaM KOTOpPOrO JIMLO, BUHOBHOE B yTpaTe, HECET
OTBETCTBEHHOCTb B YCTAHOBJIEHHOM HOPSJIKE.

Ecnu otnenbHble TOKYMEHTBI, YK€ BKJIIOYEHHBIE B JI€JI0, BPEMEHHO
TpeOyroTca Ajii pabOThbl, OHM MOTYT OBITh BBIJAHBI W3 J€lia, a HA HX MECTO
BKJIQJIBIBACTCS JINCT-3aMECTUTENIb C YKAa3aHUEM, KOTJa, KOMy W Ha KAaKOW CpOK
BBIJIaH JJOKYMEHT.

9.3. DKcnepTr3a HEHHOCTH JOKYMEHTOB.

OKcnepTu3a ILEHHOCTM JOKYMEHTOB IPOBOJUTCS JUIL  YCTAHOBJICHHUS
HAay4YHOM, HWCTOPUYECKOM W  IPAKTHYECKOW  3HAYMMOCTH  JIOKYMEHTOB,
o0Opa3oBaBIIMXCS B Ipoliecce JesTenbHocTH Komuccun, ¢ mensto oréopa ux amis
JAJbHEUIIIETO XPAaHEHUS U YHUYTOKEHHUS.

DKcnepTh3a UEHHOCTH JIOKYMEHTOB IPOBOJUTCA IMPU  COCTABJICHHUH
HOMEHKJIaTypbl JIeJ, B Ipolecce (OpMUPOBaHUS [, MPU MOJATOTOBKE €T
K [epeaaye B apXHuB.

JIist paccMOTpeHHUsI TPOEKTOB HOPMATUBHO-METOJAUYECKUX JOKYMEHTOB IO
BOIIPOCAM JIEJIONPOMU3BOJICTBA U APXUBHOTO J€Ja, ONMUCEH el MOCTOSHHOTO M
BpeMeHHOro (cBbimie 10 JieT) XpaHeHWs, aKTOB Ha YHUUYTOXKEHUE Jel1 U
JOKYMEHTOB, HE HMMEIOLIMX HAyYHOM LEHHOCTH M MPAKTUYECKOIO0 3HAYEHUS,
pemienueM Komuccuu coznaercs skcnieptHast komuccus (nanee — 9K).

B cocra OK Bxmouarorcs uwiaeHsl Komuccum, 1o COTVIaCOBAaHUIO —
pabOTHUKY MYHMIIMIIAIIBHOTO apXHBa.

IIpn npoBeneHWH BKCHEPTU3bl LEHHOCTH JOKYMEHTOB OCYILIECTBIISECTCS
0TOOp JIeNl MOCTOSTHHOTO U BpemeHHoro (cBeimie 10 ser) xpaHeHus, 0TOOp Je C
BPEMEHHBIMU CPOKaMH XPAHEHUS, MOJUICKAIINX XPAHCHHIO, BBIJICICHUE K
YHUYTOXEHUIO JIeNl 32 MpEeAbIAYyIIUE TOAbl, CPOKH XPAHEHUS KOTOPBIX HMCTEKIIH.
[Ipu 5TOM OAHOBPEMEHHO MPOBEPSIOTCS KAUE€CTBO M MOJHOTA HOMEHKJIATYPBI JIeT,
NPaBUIILHOCTD ONPEACIICHUS CPOKOB XpaHEHUS Je.

DKcnepTu3a LEHHOCTH JTOKYMEHTOB OCYILECTBISAECTCS MYTEM MOJMUCTHOIO
npocmoTpa gen. He nomyckaercss OoTOOp OOKYMEHTOB [Jisi XpaHEHUS WU K
YHUUYTOXEHUIO TOJILKO HA OCHOBAHUU 3ar0JIOBKOB JIETI.

JIOKyMEHTBI, YTPATHBIIME NPAKTUYECKOE 3HAYEHHE M HE HMEIOIIHE
VCTOPUYECKONM WJIM HAYYHOM LEHHOCTH, IO MCTEYEHUH YCTAaHOBJICHHBIX CPOKOB
XpaHEHUs MOJJIeKAT YHUUTOKEHHIO 10 aKTy.

AKTBI O BBIJICJICHUH K YHUUYTOKEHHUIO JI€] U JOKYMEHTOB PacCMaTPHUBAIOTCS
Ha 3acepaHusx OK OJHOBpEMEHHO € ONUCSIMH JEl. YHHUUYTOXKEHUE I U
JIOKYMEHTOB JI0 YTBEPKIAEHUS OMMCEH 1] 3arpeniaeTcs.
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[lo pe3ynbraram 3KCIEPTU3bI HEHHOCTH JOKYMEHTOB OTBETCTBEHHBIM 32
BEJICHUE JIETIONPOU3BOJICTBA €XKETOJHO COCTaBIIAIOTCS CBOJHBIE OMHCH el
MOCTOSIHHOTO U BpeMeHHoro (cBbiie 10 net) xpanenus (mpunoxkenust Ne 13, 14), a
TaK)K€ aKThl O BBIICJICHUM K YHUYTOKCHMIO JI€J, HE MOMJISKAIIUX XPAHECHUIO
(mpunoxenue Ne 15).

Onucu nen noCcTOSHHOTO U BpeMeHHOro (cBbiie 10 J1eT) XxpaHeHus, a Takxke
aKTbl O BBIJCICHUM K YHUYTOXKEHUIO 3THX Jell paccMarpuBaroTcss Ha OK
U yTBepKaaroTcs npeacenaresieM Komucenn.

Onucu fAen MOCTOSIHHOTO XPaHEHWsl YTBEPKAAKOTCA, a OINHUCH el 110
JUYHOMY COCTaBY, aKThl O HEOOHApyXeHHH JeJ, MyTH pO3bICKa KOTOPBIX
MCYEPIIaHbl, aKThl O HEUCITPABUMBIX MOBPEXKICHUSX JI€J MOJJIEKAT COrJIaCOBAaHUIO
DKCIIEPTHO-IPOBEPOYHOM  KOMHCCHEW [7TaBHOrO  apXMBHOTO  yIpaBJICHUS
MockoBckoir  obnactu  (manee OIIK I'maBHOro apXxuBHOrO — yHpaBiE€HUS
MoOCKOBCKOM 00J1acTH).

YepHOBUKM U  PYKOMHCH TMOJATOTABIMBAEMBIX JOKYMEHTOB, KOMHHU
WH(GOPMAIIMOHHBIX M JIPYTUX MaTepHalioB, HE TMOJUIekKANINX BKIIOUYEHUIO
B HOMEHKJIATYpy JeJl, 10 MUHOBaHUU B HUX HaJI0OHOCTH MOTYT YHHUUTOKaThCs 0€3
COCTAaBJICHUS aKTa.

BbpomtopoBka e MPOU3BOAUTCA TOJIBKO MOCIE MPOBEAEHUS IKCIEPTHU3BI
LHEHHOCTH JJOKYMEHTOB.

9.4. Odopmnenne nemn.

Hena, mnojexane Imepefadye Ha XpaHEHUE B apXUB, JOJDKHBI OBITh
0o(OpMJIEHBI COOTBETCTBYIOILIUM 00pa3oM.

Odopmnenue pgemna BKIOYaeT B ce0s MPOBEPKY CUCTEMaTU3AIMU
JOKYMEHTOB BHYTPH JI€JIa, HyMEPALMIO JIUCTOB, COCTABJICHUE BHYTPEHHEW OIUCU
TOKyMeHTOB Jena (mpusiokenue Ne 16), mucra-3aBeputens Aena (MpUIIOKEHHE
Ne 17), obopmiienrie pekBU3UTOB 00JI0KKH, OITUBKY (TIEpeTieT) aena.

B 3aBUCUMOCTH OT CPOKOB XpaHEHHUS MPOBOJUTCS IMOJHOE WJIA YACTUYHOE
odopMIICHHE JIC]I.

Jlena mMOCTOSSHHOTO XpaHeHus, BpeMeHHoro (cBwimie 10 meT) momjexar
nosHoMy odopmienuto. [lonHoe opopmieHue aena mpenycMaTpuBaeT MPOBEPKY
CUCTEMATU3AlMM JIOKYMEHTOB BHYTPHU JeJla, MPaBUIBHOCTH HX O(OpMIICHHUS
(HaIMuue HeOOXOMMBIX MOJIMUCEHN, BU3, OTMETOK O PETUCTPALIMM U UCIIOIHEHUH,
MPUIOKEHUH ), HyMEPAaIHIO JJUCTOB, COCTABJICHHE BHYTPEHHEN OMUCH JOKYMEHTOB
Jiena, COCTaBJIEHUE JIMCTa-3aBEpUTENs JieNia, OPOpMIIEHUE PEKBU3UTOB OOJIOKKH,
NOJIIMBKY (TIepeIvieTeHNe) aena.

Hena BpemenHoro (mo 10 eT BKJIIOYUTENBHO) XpaHEHHS TOMAJIEKAT
YaCTUYHOMY O(OPMIICHHIO: JIOMYCKAeTcs HE MPOBOAUTH CHCTEMATU3ALUIO
JIOKYMEHTOB B J€JIe, JINCTHI JieJa HE HyMEpOBaTh, 3aBEPUTEIbHBIE HAAMUCH HE
COCTAaBJIATD.

O6noxKa nena odopmsieTcs o YCTaHOBJICHHOM dbopme
(mpunoxenne Ne 18). CBeneHust Ha 00JI0XKKY MEPEHOCATCS U3 HOMEHKJIATYPBI €T
C YTOYHEHHUSMH, OTPAKAIOIUMH (HaKTHUECKUN COCTaB IOMEIICHHBIX B JIEJIO
JIOKYMEHTOB.
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OO6noxKa nena HaJIMUCHIBAETCS YEPHBIMH CBETOCTOMKMMHU YEpHUIAMH,
pa3bopuuBO, O€3 COKpAIIICHUI.

Ha o00noxke pena ykas3blBalOTCSA CJEAYIOIIME PEKBU3UTHI: Ha3BaHHE
Komuccuu, aenonpou3BoACTBEHHBIN HOMEp (MHJIEKC) Jiena, 3arojioBOK Jieja, JaTa
nena (Toma, 4acTu), KOJIMYECTBO JIMCTOB B Jieie, CPOK XPAHEHUS Jesa, apXUBHBIN
mudp aena.

PexBU3UTHI, IpOCTaBIsIEMbIE Ha O0JIOKKE A€, OPOPMIISIOTCS CIAEAYIOIIUM
oOpazom:

Ha3BaHne Komuccum yka3plBaeTcsi B COOTBETCTBUM C PErIaMEHTOM
Komuccun. Ilpm wu3meHennn Ha3zBanus Komuccunm B TeyeHHE MEpUOJA,
OXBaThIBAEMOI'0 JOKYMEHTaMHU Jiejia, Ha OOJIO)KKE K CTapoMy Ha3BaHUIO
MPUIUCHIBACTCS HOBOE;

JIEJIONTPOU3BOACTBEHHBIN HOMEP (MHAEKC) JieNia — MPOCTaBIsieTcs: udpoBoe
o0o3HaueHue (MHAEKC) Jieja M0 HOMEHKJIAType el M YKa3bIBaeTCs HOMEp Toma
(uactn);

3aroJioBOK (HaWMMEHOBAaHHE) Jiela TMEPEHOCUTCS W3 HOMEHKIATYPBl Jel
(B HEOOXOJIUMBIX CITyYasiX B 3ar0JIOBOK BHOCSITCSI YTOUHEHHS);

nata Jena — Ha OOJOKKE Jiela YKa3bIBalOTCS JIBE€ JIaThl, KOTOpPHIE
HA3BIBAIOTCS KPAWHUMH JTaTaMHA M COOTBETCTBYIOT TOJy 3aBEICHUS M OKOHYAHUS
nena. HavanpHas mara — 3TO Jata camMoro paHHEro, a KOHEYHas Jara — Jara
CaMOro MO3JHEr0 JOKyMeHTa B jene. [Ipu 3TOM y4UTBHIBAIOTCS JaThl BXOJISAIIUX
U HCXOMSINMX JOKYMEHTOB (B CiIydae WX OTCYTCTBHS — JaThl PETHCTPAlAA
JIOKYMEHTOB), U HE YYHUTHIBAIOTCS NaThl CIIMCaHUS JOKYMEHTOB B JIeJI0, YKa3aHUH
M0 UCIIOJHEHHUIO JTOKYMEHTOB, OTMETOK MCTOJHUTEIS (32 UCKIIOUEHHUEM CITy4yaes,
KOT'/Ia Ha JOKyMEHTaX He UMEETCs IPYTUX JIaT, KpOME MEePEUNCICHHBIX ).

[Ipu Hamucanuu KpaWHUX JaT Ha OOJIOKKAX JIeJ MOCTOSIHHOTO XpaHEHUS
YHCJIO U TOJ MPOCTABISAIOTCS apaOCKkuMu 1udpamMu, a Ha3BaHUE MECSIA MUIIETCS
mpornuchio 6e3 cokpamieHus. Ha o0n0Xkax €1 BpPEeMEHHOTO XpaHEHUs
YKa3bIBA€TCS TOJIBKO TO/I.

Ha oOnoxkax Jen, CoOCTOAIMX ©3 HECKOJBKUX TOMOB (4acTei),
MIPOCTABJIAIOTCS KpalHUE AaThl KAKIOTO TOMa (YacTH).

KonuuecTBo mpoHyMEpOBaHHBIX B Jeji€ JIMCTOB MPOCTABIISETCS C JIUCTa-
3aBEpUTENIA Jea.

Cpok xpaHeHHUsI IEPEHOCUTCST Ha OOJIOXKKY Jejia U3 HOMEHKJIATyphl nei. Ha
JieJaX MOCTOSTHHOTO XpaHeHus nuiercs: «IlocTosHHOY.

ApxuBHbIN mUdp 1ena cCOCTOUT U3 HoMmepa (PoHaa, HOMEpa OMUCH, HOMEpa
JieJia MO0 OMHUCH W TPOCTAaBISACTCS B BEIOMCTBEHHOM apXUBE TOJBKO TMOCIE
BKJTFOUCHHS OTUX JIeNl B TOJOBBIC Pa3feiibl CBOJHBIX OMUCEN JIEJ, YTBEPKIECHHBIX
(umu  cornacoBanHbix) OIIK I'maBHOro apxuBHOTO ympaBiieHUs MOCKOBCKOM
o0nacTu.

Ha xopemke nmenma yka3pIBalOTCS 3arojiOBOK Jiefla, WHJIEKC Jelia T
HOMEHKJIAType, JaTa Jeja U CPOK XPaHECHHUS.

B memsx oOecnedyeHHWs COXpPAaHHOCTH M 3aKpEIUICHUS  TOpsIKA
pPacroyIOKEHUs! IOKYMEHTOB, BKJIIOUEHHBIX B JI€JI0, BCE JIMCTHI, KPOME YHCTHIX,
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JIMCTa-3aBEPUTEINS J€Ia U JINCTOB BHYTPEHHEN ONIMCU HYMEPYIOTCS B Pa3BEPHYTOM
BUJE apaOckuMu IuppamMu BajloBOW Hymepauued. YucTbele JNHUCTBI U3 JAena
u3bIMaloOTCsl (0€3 MOBPEKIACHUS LEJIOCTHOCTU JI€Ja) M YHMUTOXKarTcs. JIMCThI
HYMEPYIOTCS TNPOCTBIM KapaHJAIIOM CBEpPXy BHH3 B BO3pACTaIOLIEM IOPSIKE
HOMEpOB HauuHas c nepBoro. Lludpel mpocTaBiasioTcs B IpaBOM BEPXHEM YIIIy
mucta. Hymepanusi nBETHBIMU KapaHAalllaMH, YEPHWJIAMU W HYMEpPaTOpaMH He
JOIYCKaeTCsl.

JIOKyMEeHTBI ¢ COOCTBEHHOW HyMepauuel JIMCTOB, B TOM YHCIIE I€YaTHBIE
U3JIaHUsl, HYMEpPYIOTCS B OOIIEeM TOpSAKE WIM COXPaHSAIOT COOCTBEHHYIO
HYMEPALIMIO, €CJIM OHAa COOTBETCTBYET MOPSIKOBOMY PACIOJIOKEHHUIO JIMCTOB
B JIeJI€.

Cnoxennbli nuct Oosbimoro ¢opmara (A2, A3) paszBopauuBaeTcs
U HyMepyeTcs B IpaBOil yacTu BepxHero mnois jucra. Ilpu stom sumct nrodoro
¢dopMaTta, MOAIIMTHIA 3a OAMH Kpaill, HyMepyeTcd KaK OJMH JIUCT, a JIUCT,
CJIOXKEHHBIM U NOAIIUTHIN 3a CEpeArHYy, NOMIEKUT IIEPEIIMBKE U HyMEPYETCS Kak
OJIVH JIUCT.

Eciu B gnene ecTb KOHBEPT C BIIOXKEHUSMH, TO CHadalga HyMepyerTcs
KOHBEPT, a 3aT€M OYEPEAHBIM HOMEPOM KaKJ10€ BIIOKEHHUE.

®otorpaduu U Jpyrue WUIIOCTPATUBHBIE MaTepHalbl HYMEpPYIOTCS Ha
00OpPOTHOI CTOPOHE B JIEBOM BEPXHEM YTIIy.

JIMCT ¢ HAarayxo HaKJIEEHHBIMU TOKYMEHTaMU (BbIpe3Kamu, (pororpadusimu)
HyMEpYyeTCsl KaK OJIMH JIMUCT. EClii K TOKYMEHTY MOAKJIEEHbI OJTHUM KpPaeM JIpyrue
JIOKYMEHTBI (BCTaBKU TEKCTA, IEPEBO/IBI), TO KaXKIbI JTUCT HyMEPYETCS OTIEIBHO.

[Ipunoxenue K Jeiy, COCTABISIIOUIEE OTIEIbHBI TOM, HyMepyeTcs
OTJIEIBHO.

[Ipy Hanuuuu OTAEIBHBIX OIIMOOK B HyMEpalUH JHCTOB B JeNax MpH
IOATOTOBKE MX K CJadye B apXMB [JOMYCKAEeTCS II0 COIVIACOBAHMIO C HUM
ynoTpeOaeHne TUTEPHBIX (¢ OYKBEHHBIMU JAOIMOJHEHUSIMU ) HOMEPOB JIUCTOB.

B nenax mOCTOSIHHOrO XpaHEHWs JUIi ydeTa M IIOMCKa JIOKYMEHTOB
B HayaJe Jiejia MOKET MOMEIIAThCS BHYTPEHHsIs onmuch (npuioskeHue Ne 16).

JIucThl BHYTPEHHEN ONMCH HYMEPYIOTCSI OTAEIBHO.

Kaxxnoe neno 3akaHYMBAeTCsl JTMCTOM-3aBEPUTENIEM YCTAHOBJICHHOW (hOPMBI
(mpunoxenue Ne 17).

B nucre-3aBepurene gena nu@pamMu U NpONUCHI0 YKa3bIBAETCs (DaKTHUECKOE
KOJIMYECTBO JIUCTOB B JJAHHOM JIEJi€, & TAK)KE HAIMYUE JIUTEPHBIX U MPOIMYIICHHBIX
HOMEPOB JIUCTOB, KOJUYECTBO JIUCTOB BHYTPEHHEH OMHCH M HAJIU4YUE CpEau
JIOKYMEHTOB Ta3€T, KHUT, OpolIop, deprexed, ¢oTorpaduii, pucyHKOB U T.1.,
CTaBUTCS JlaTa M MOANHUCH PabOTHHKA, CPOPMUPOBABIIETIO AENO, U yKa3bIBaCTCs
ero JOJDKHOCTb, MHHMIMANBl W ¢amuiua. Ecium KoIW4YecTBO JIMCTOB B Jele
U3MEHSETCS, 3aBEpUTEIbHAS HAAIUCh COCTABIIIETCS] BHOBB.

IIpu moAroToBKE A€ K MOAIIMBKE (TIEPEIIETY) IPOBEPSETCS MPABUIBHOCTD
ux (popmupoBaHus, oGOpMICHHUS, METAJUIMYECKUE CKPEIUIEHUS U3 JOKYMEHTOB
YAATAIOTCSL.
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JIOKYMEHTBI IOJIIMBAOTCS TAKUM 00pa3oM, YTOOBI MOKHO OBLJIO CBOOOAHO
IIPOYUTATh TEKCT KaXIOro JOKYMEHTA, BU3bl M YKa3aHUSA 110 HCIIOJHECHHIO
JOKYMEHTA.

9.5. [Ilepenaua nen B apXuB.

Ilepegaya [1en  IOCTOSHHOIO XpPaHEHUS B apXUB  OCYIIECTBIIAETCS
noeMHUYHO 1o yTBepkAeHHbIM OIIK I'maBHOro apxuBHOTO yHpaBiIeHHUS
MockoBCKO# 00J1aCTH OMUCSM /i€ IIOCTOSTHHOTO XPaHEeHHUS.

[IpueM JOKYMEHTOB Ha MMOCTOSIHHOE XpaHEHHE O(POPMIISIETCS aKTOM IIpreMa-
nepenadn J0KyMeHTOB (mpuioxenue Ne 19).

[Ipu nepenaye nen B KOHUE KaKAOr0O 3K3EMILIAPA OMKMCH JIEN YKA3bIBAIOTCS
nudpaMu U MPONKUCHIO0 KOJUYECTBO (PAKTUUECKH NPHUHSATHIX (TIEPEIaHHbIX) B apXUB
JeNl, WHULWanbl W (aMUIUM JIML, OCYUIECTBIAIOIIMX IpUEM-TIepenavyy Jed,
CTaBATCA UX MOJIMCHU U Jata.

[Ipu npueme aen B apXuBe NPOBEPSIETCS MPABUIBHOCTh UX O(DOPMIICHUS.
Jlena, odopmileHHBIE C HapyLIEHHEM IpaBWi, YCTaHOBJIEHHbIX WHCTpyKuMew,
BO3BpaIarTcs B KoMuccuio ¢ ykasaHueM HEAOCTATKOB JUUIS X YCTPAHEHUS.

9.6. NcnionHEHHBIE 3JIEKTPOHHBIE JOKYMEHTBI CUCTEMATU3UPYIOTCS B Jiea B
COOTBETCTBMM ¢ HOMeHkinarypo gen Kowmuccnn. Ilpu  cocraBineHun
HOMEHKJIaTypbl JI€Jl B 3aroJIOBOK JieJla BKIIIOYAETCA YKa3aHue «JIEKTPOHHbIE
JIOKYMEHTBD.

Cpoku XpaHEHHsSI DSJIEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CpPOKaM
XpAaHEHUs aHAJIOTUYHBIX TOKYMEHTOB Ha OyMa)XHOM HOCHUTETIE.

OKcnepTh3a LEHHOCTU JJIEKTPOHHBIX JOKYMEHTOB OCYLIECTBISIETCS B
oOIIeM MOpsIIKE, YCTAaHOBJIEHHOM MJig JIOKYMEHTOB Ha OyMa)XHOM HOCHUTEIIE.
[locne wucredeHUs CpOKa, YCTAHOBJIEHHOIO JUISl XPaHEHUS DSJIEKTPOHHBIX €]l
(97IEKTPOHHBIX JOKYMEHTOB), Ha OCHOBAHMHM aKTa O BBIACJIEHUHM UX K
YHUUTOXEHUIO,  YTBEpXKAEHHOro mpexacenareneM Komuccun,  yka3aHHbIE
AJIEKTPOHHBIE JIeT1a (ANEKTPOHHBIE JOKYMEHTHI) MOJUIeKAT YHUUTOKECHHUIO.

DONEeKTpOHHBIE JOKYMEHTBI IOCTOSHHOIO XPAaHEHMs IEpEelaroTcs Ha
apXUBHOE XpaHEHHE MO0 OmUcAM C OQOpPMIIEHHEM aKTa IpueMa-lepeaadn
AIIEKTPOHHBIX JTOKYMEHTOB.

10. OTBEeTCTBEHHOCTH

10.1. Ynenst Komuccum HecyT MepCOHANIbHYIO OTBETCTBEHHOCTh 3a
cobmoaeHue TpeboBaHu WHCTPYKIIMM, COXPAaHHOCTh HAXOASIIUXCS Y HHUX
JIOKYMEHTOB.

10.2.  OTBETCTBEHHOCTh 3a  OpraHM3alldIi0  JEJIONMPOM3BOACTBA B
Komuccnn, BHEIpeHHWE aBTOMATH3WPOBAHHBIX (KOMIBIOTEPHBIX) TEXHOJIOTHI
MOTOTOBKU U 00pabOTKH JOKYMEHTOB, O0ECIIedYeHUEe COXPAHHOCTH JOKYMEHTOB U
nepeaavy ux B apXxuB, KOHTPOJIb 3a coOmMoaeHneM TpedoBanuii UHCTpyKIny HeceT
npenacenarens Komuccun.



[Tpunoxenue Ne 1

K HMHCTPYKIIMU IO AEJIONPOU3BOJICTBY
B TEPPUTOPHUAIBHON N30MpaTEIbHON
komuccuu lllaTypckoro pariona
MockoBckoii o6sactu

d)opMa peFMCTpaHHOHHOﬁ KapToO4YKH

JIuuesas cTopona:

12345678910111213141516171819 2021 22 2324 2526 27 2829 30 31

KoppecnonaeHt

JlaTa nosydeHus ‘ Bxopgsmmii Ne ‘ JlaTa 1oKyMeHTa | Ne nokyMeHTa
KonnuecTtBo muctoB | KonnuecTso aucToB | KonuuecTBo 3K3eMILIIPOB
OCHOBHOI'O JJOKyMEHTa IIPUIIOKEHUS

Kparkoe conepxanue

YkazaHnue no UCIOJIHEHUIO JOKYMCHTA

Wcnonaurens (ykaszpiBaeTcs (pamMiis U MHUITUAIIB)

O06opoTHas CTOpOHA:

XO0J1 UCTIOJTHEHU S

Ne nena




[Tpunoxxenune Ne 2

K HMHCTPYKIIMU IO AEJIONPOU3BOJICTBY
B TEPPUTOPHUAIBHON N30MpaTEIbHON
komuccuu lllaTypckoro pariona
MockoBckoii 06s1actu

d)opMa PErMCTPANUOHHOIO KypPHAJa BXOAAIIUX JOKYMEHTOB

Hara | Peructp | Koppec | Homep u | Conep | Peson | Ucno | Cpoxk | Otme | Ho
MOJIyY | allMOHH | HOHJIEH | AaTa KAHHUE | oM | JHUTE | HICIIO | TKa Mep
€Hus | bId T JTIOKYMEH Jb JHEH | o0 nen
HOMEP Ta us UCIo | a
JIHEH
uu

dopMa perucTpalMOHHOIO0 KYPHAJIA UCXOASAIUX JOKYMEHTOB

Hara Peructpaunonnsiii | Anpecar | Kpatkoe Ko HUcnonnurens
OTIPABJICHUS | HOMED COAEpkKaHUE | OAIMCAI
JIOKYMEHTA JOKYMEHTA | JOKYMEHT




[Tpunoxenne Ne 3

K HMHCTPYKIIMU IO AEJIONPOU3BOJICTBY
B TEPPUTOPHUAILHON N30MpaTEIbHON
komuccuu lllaTypckoro pariona
MockoBckoii o6sactu

I[IEPEYEHD
IIOKYMEHTOB, HE NOUICXKALUX PErUCTpaiuu

Coo011ieHns 0 3aCeTaHNAX, COBEIIAHUIX U TIOBECTKAX JTHA.

VY4eOHbIe TPOTrPaMMBI, TIJIAHBI.

PexiiamHbie n3BeIICHUS, TIAKATHI (32 UCKIIIOUEHUEM aruTalliOHHBIX).
[To3mpaBuTebHBIC MUCbMA U TEIETPAMMBI.

[IpurnacurenbHbie OUIETHI.

Byxrantepckue JOKyMEHTHI.

[TeyaTHbie U3gaHUS.

OnepatuBHas uH(oOpmalus, mocTymnawoias mno kadaiam cBsizu ['AC
«BBIOOPBIY.

NGO~ WDE



[Tpunoxenue Ne 4

K HMHCTPYKIIMU IO AEJIONPOU3BOJICTBY
B TEPPUTOPHUAILHON N30MpaTeIbHON
komuccuu lllaTypckoro pariona
MockoBckoii o6sactu

AKT

MBbI, HUKEO MU CABIINECS

COCTAaBUJIM aKT O TOM, 4YTO « » 20 r. Ipu
BCKPBITUM I1AKETa
B HEM HE OKa3aJIoCh

Hacrosimuii akT cOCTaBIEH B ABYX IK3EMIUISPax.

IHoamucu:




[Tpunoxenue Ne 5

K HMHCTPYKIIMU IO AEJIONPOU3BOJICTBY
B TEPPUTOPHUAIILHON N30MpaTEIbHON
komuccuu lllaTypckoro pariona
MockoBckoii o6sactu

®opMblI 0JIaHKOB, HCII0JIb3yeMbIX B Komuccuu
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[Tpunoxenue Ne 5.1

K HMHCTPYKIIMU IO AEJIONPOU3BOJICTBY
B TEPPUTOPHUAIBHON N30MpaTEIbHON
komuccuu lllaTypckoro pariona
MockoBckoii o6sactu

HPOTOKOJ Ne

BACEIAHUS TEPPUTOPUAJIBHOU M3BMPATEJIBHOM KOMUCCUU
[IATYPCKOI'O PAVIOHA

T. r. [latypa
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[Tpunoxxenue Ne 5.2

K HMHCTPYKIIMU IO AEJIONPOU3BOJICTBY
B TEPPUTOPHUAIBHON N30MpaTEIbHON
komuccuu lllaTypckoro pariona
MockoBckoii o6sactu

MOCKOBCKA4 OBJIACTb
TEPPUTOPUAJIBHAS N3BUPATEJIbHASI KOMUCCHAA
[TATYPCKOI'O PAMOHA
140700, r. lllatypa, n1. Jlenuna, 2 T. 2-44-
! PEILIEHHUE

oT T. Ne




[Tpunoxxenue Ne 5.3

K MHCTPYKLUH MO JAEIONPOU3BOACTBY

B TEPPUTOPHAIBHOIN U30MpATEIbHON KOMUCCUU
[atypckoro paitona MockoBckoit o0iacTu

MOCKOBCKAA OBJIACTb
TEPPUTOPUAJIbBHAA NU3BUPATEJIBHASI KOMUCCHUA
IIATYPCKOTI'O PAVIOHA
140700, r. IllaTypa, mi1. Jlenuna, 2 T. 2-44-
97,
OT r No




[Tpunoxenue Ne 5.4

K HMHCTPYKIIUU IO AEJIONPOU3BOICTBY
B TEPPUTOPHUAIBHON N30MpaTEIbHON
komuccuu lllaTypckoro pariona
MockoBckoii obactu

MOCKOBCKAA OBJIACTb
TEPPUTOPUAJIBHAS U3BUPATEJIbHASI KOMUCCHA
[TATYPCKOI'O PANOHA
140700, r. Illatypa, mi1. JlenuHa, 2 T. 2-44-
97
Ne

Ha Ne oT




[Tpunoxenue Ne 5.5

K HMHCTPYKIUU TIO

TEPPUTOPUAJIBHASA JEJIONIPOU3BOACTBY
N3BUPATEJIBHAA KOMUCCHUA B TEPPUTOPUAIIBHOM
n30MpaTeIbHOM KOMUCCUH
[ITatypckoro pariona
MockoBcKoii obs1actu

[IIATYPCKOI'O PAMOHA

140700, r. artypa, mi. Jleauna, 2, 1. 2-44-97,
2-55-95

Ha Ne oT




[Tpunoxxenue Ne 6

K HMHCTPYKIIMU IO AEJIONPOU3BOJICTBY
B TEPPUTOPHUAIBHON N30MpaTEIbHON
komuccuu lllaTypckoro pariona
MockoBckoii o6sactu

TpeOoBaHus K TOKYMEHTaM, U3rOTOBIIIEMBIM C TOMOILBIO
MIeYaTaONINX YCTPOICTB, U K (paiiiaM TEKCTOBBIX TOKYMEHTOB

1. Tekctsl mokyMeHTOB Ha Omankax (opmata A4 medararoTcs dYepes
1,5 MEKCTPOUHBIX MHTEpBaJa, Ha OnaHkax (opmarta AS — yepe3 1 MeKCTPOUHBIM
WUHTEpBaI.

TekcTbl JTOKYMEHTOB, MOATOTaBIMBAEMBIX K THHOTPapCKOMY H3JaHUIO,
MEYaTalOTCS Yepe3 JBA MEKCTPOUHBIX HHTEPBAJa.

2. HaszBanue BUaa TOKyMEHTA MI€4aTa€TCs MPONMUCHBIMHU OyKBaMHu.

3. Ecmu 3aronoBok Kk Tekcty mpeBbimaer 150 3HakoB (5 cTpoK),
JIOMyCKaeTCcsl MPOMJIEBaTh €ro N0 TpaHUlbl NpaBoOro mojs. Todyka B KOHILE
3aroJIoBKa He CTaBUTCS.

4. PacmmudppoBka mnoanucu B pekBusutTe «lloamuck» medaraercs
Ha YpPOBHE IOCJIEIHEH CTPOKM HANMEHOBAHUS JIOJDKHOCTU C HCIOJIb30BAaHUEM
xomOuHanuu kinasum Shift — Ctrl — TIpoOen mexay nHuIMaTaMu U haMUITHEH.

5. Co3pganue, QopMatupoBaHMe U BBIBOJ, Ha I[€4aTh JIOKYMEHTOB
MPOU3BOAMTCS HA KOMIIBIOTEPAX C MCHOJIB30BAHUEM TEKCTOBOIO IMpoIleccopa
MS Word. BueapeHnue »dIEKTpOHHBIX TaOJHUIl, CO3JMaHHBIX B TaOJUYHBIX
nporeccopax, B aokymeHntel MS Word nHe nomyckaercs. Jlomyckaercs, mpu
HEOOXOJAMMOCTH, co37aHue, (opMaTHUpPOBAaHWE M BBIBOJ HA Te4YaTh TaOJUIL
nocpeacTBoM TabauuHoro npoieccopa MS Excel.

6. Ilpu QopmatupoBaHuM JOKYMEHTOB 00s3aTenbHO paboTaTh €
BKJIFOUEHHOW KHOIKOM ¥, 4TOOBI BUIETh HAa SKPaHE BCE CITY>KEOHBIE CUMBOJIBI.

7. Tlpu dopmatupoBaHUU TEKCTAa JIOKYMEHTOB HCIOJIB3YETCS CTHIIb,
KOTOPBIN UMEET CIIETYyIOUIUE TapaAMETPBI:

o Ipudt TimesNewRomanCyr
o Pasmep 14 myHKTOB
o Otctyn clieBa 0cm
crpaBa 0 cMm
o HNurtepBan nepes 0 myHKTOB
rnocje 0 myHKTOB
° MeKCTpOUHBIN UHTEPBAIIIONYTOPHBIN
o ITepBas cTpoka orcTymn Ha 1,25 cm
J BripaBHuBaHME 10 IIUPUHE
8. Ilpu ¢opmatupoBanuu TabaHL HEOOXOAUMO COOIIOIATH CIEAYIOLIUE

TpeOOBaHMUS:
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Ta0auua Bcerja JAOJMKHA HMETh Ha3BaHWE, KOTOPOE BbIPABHUBAETCS
0 IIEHTPY JIOKYMEHTA;

Ta0JIuIla BRIPABHUBAETCS MO LIEHTPY JIUCTA;

3aroJIOBKH CTOJIOIIOB M CTPOK BHIPABHUBAIOTCS T10 IIEHTPY SYCHKH;

JaHHBIE B STUCMKax TaOJIMIIbI BRIPABHUBAIOTCS CBEPXY I10 JICBOMY Kpalo;

eciau TabnuIly medaTtaroT 0oJjiee 4eM Ha OJHOM cTpaHuile, rpadbl TaOIUIIbI
JIOJDKHBI OBITH TIPOHYMEPOBAHBI M Ha CICAYIOIIMX CTPaHMIAX JIODKHBI OBITh
HarevyaTaHbl TOJIBKO HOMepa ATHX rpad;

IIUPUHA W BBHICOTA TAONWIBI HE JODKHBI TPEBBINIATH Pa3Mephbl IOJICH

JTIOKYMEHTA.
9. Pa3mepsl noneii JOKyMeHTa TOJKHBI UMETh CIIEAYIOIINE TapaMeTphl:
o BEpXHEe 2,0 cm
o HUKHEE 2,0 cm
o JEBOE 3,0 cm
o npaBoe 2,0 cm
Ot Kkpast 10 KOJIOHTUTYJA:
o BEPXHETO 1,25 cm

° HIDKHETO 1,25 cm
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10. IIpum moAroToBKE JOKYMEHTOB HCIOJIB3YIOT CIEIYIOIINE PEKBU3HTHI:

11. PexBusuthl (KpoMe TEKCTa JOKYMEHTa U ajpecara),

HalMEHOBAaHHE OpPTaHU3alUY;

HalMEHOBAaHME BUA JOKYMEHTA;

CCBLJIKA Ha PErHCTPAIIMOHHBIN HOMEP U ATy TOKyMEHTA;
MECTO COCTaBIJICHUS WIIM U3JaHUS TOKYMEHTA;
azpecar;

rpud yTBEpKACHUS JOKYMEHTA;

3aroJIOBOK K TEKCTY;

TEKCT JOKYMEHTA;

OTMETKA O HaJIMYUU IPUIIOKEHUS;

HOJIITUCH;

rpud COriacoBaHMs TOKYMEHTA;

OTMETKA 00 MCIIOJHHUTEIIC;

I/II[CHTI/I(bI/IKaTOP BHGKTpOHHOﬁ KOIIMK JOKYMCHTA.

N3 HCCKOJIbBKHUX CTPOK, II€YaTarOT CO CIACAYIOIINMU ITapaMCTpaMu:

Mpudt TimesNewRomanCyr
Pasmep 14 nyHKTOB
Otctyn cieBa 0cm
cripaBa 0cMm
NutepBan nepes 0 myHKTOB
nocie 0 myHKTOB
MexcTpOouHbIii HHTEPBAI OJIMHAPHBIN
OTtcTyn nepBoi CTPOKHU HET
BripaBHuBaHME 10 LIEHTPY

COCTOAIIIHC

12. PexBu3utT «Ampecar» ne4yaTaroT CO CISAYIOUIMMH MapaMeTpamMu:

Mpudt TimesNewRomanCyr

Pasmep 14 nyHKTOB

Otctyn cieBa 7 cm
cripaBa 0cm

HNurepsain nepen 0 myHKTOB

rocie 0 myHKTOB
MeXCTpOUHBIN UHTEPBAI OJMHAPHBIN
OTcTyn nepBoi CTPOKH HET

BripaBHuBaHue 1O LIEHTPY
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Ecmu coctaBHBIE YacTH pEKBH3HTOB «Andpecar», «['pud yTBepiKIcHHS
nokymeHta», «['pud cormacoBanus JoKyMeHTa», «OTMETKa O HAJIWYHU
IPWIOKEHHS» HE YMEIAIOTCS HA OJHOM CTPOKE, TO Pa3pbiB CTPOKH B HYXHOM
MeCTe MPOM3BOAUTCS C TOMOIIBIO CHMBOJA «Pa3pbiB CTPOKH» (KOMOHHAITHUS
knasuin Shift — Enter), Hanpumep:

COI''TACOBAHO

PykoBoaurens Pocapxusa

A.H. Aptuszos

13. Ilpu odopmieHnn TOKyMEHTOB Ha OBYX W 0Ooyiee CTpaHMIIAX BTOpas
U TIOCJEAYIOIINE CTPaHMIIBI JOJDKHBI OBITh MPOHyMepoBaHbl. Homepa cTpanuig
IPOCTABIIAIOT MOCEPEINHE BEPXHETO MOJIS TUCTa apaOCKuMu I pamMu 0€3 3HaKOB
IpENUHaHUS.

Ecnu 10OKyMeHT UMeeT MpUIIoKEHHE, TO OHO TIeYaTaeTcsl C HOBOM CTpaHMIIbI.

14. JIns BBISIBJACHUS M UCIPABIICHUS BO3MOXHBIX OIMIUOOK B TIPABOMKMCAHHUU
B chopMHpOBaHHBIX (ailllax pPEKOMEHJYeTCs OCYLIECTBIIATH  IPOBEPKY
JIOKYMEHTOB, UCII0JIb3Ysl CUCTEMBI ITPOBEPKU MTPABOIIHCAHUSI.

15. Kaxnaplii JOKyMEHT €O BCEMHU MPUIOKEHUSAMH K HEMY TOMEIIAI0T
B OTJEJIbHBIN (haiin (eciu MpUIIOkKEHHUs! CO3JaHbl OJHUM IpoleccopoM). BHyTpu
(aiina cam TOKYMEHT U Ka)KJ0€ MPUJIOKEHHUE MOMENIAOT B OTAEIbHBIE pa3/Iebl.

16. Bce pekBU3HUTHI JOKyMEHTa OTACIAIOT APYT OT JApyra OMHOW IyCTOM
CTpOKO#, oOpa3zyeMoi cumBojioM abO3ama (§ — knaBuma Enter). B Ttekcre
HE JIOJDKHO BCTpeuaThes 60Jiee JBYX CUMBOJIOB a03aria moaps.

17. He pomyckaercst mucaTh ClIOBa C pa3psAaKOM, BCTABIISIS MPOOETbl MEXAY
OykBamu B ciioBax. He gomyckaercst ucnojb30BaHue NpoOesoB sl 00pa30BaHUs
a03alHOro OTCTyMa (KpacHOM CTPOKH) WM MYCTHIX CTPOK. B Tekcre HE MOIKHO
BCTpeUaThCsl MoApsn Oojiee OAHOTO cMMBOIa mpobOena. PasneneHue mHUIMATIOB
U (haMUIMM JeNaeTcs C MCIOJIb30BaHUEM HepasJlenseMoro npodena (coueraHue
kiasui Shift — Ctrl — ITpo6en).

18. He nomyckaercsa BKJIIOYaTh B TEKCT JIOKYMEHTA pa3/eiIUTEIbHBIC
JIMHUY, COCTABIICHHBIE U3 IIEMOYEK CUMBOJIOB (¥, =, -, — U IpyTHeE).

19. He pomyckaeTcsi HCIOJNIB30BAaHHE B PYCCKUX CJIOBaX CXOAHBIX IO
HauepTaHuio JaTuHcKuX OykB (A, a, B, C,c, E, e, H, K, M, O, 0, P, p, 1, X, X, y).

20. He pnomyckaeTcs UCHOAB30BaHUE CHUMBOJIA TalOymsiuu (—) IS
oOpa3zoBaHusi ab3amHOro otcryna (KpacHOM CTPOKHM) WM MYCTBIX CTPOK.
AO3alHbIA OTCTYN yCTaHaBIMBaIOT B MeH0 Popmar/Ab3all WM ¢ MOMOUIBIO
BEPXHETO JIBMKKA Ha TOPU30HTAILHOM JIMHEHNKE.

21. He pnomyckaercs WCIOJIb30BAaHUE CHUMBOJIA «-» I 00O3HAYEHUs
nepeHoca. BmecTo Hero criemyer HCIONBb30BaTh CHUMBOJ MSTKOTO IEepeHoca
(komOuHarus kiaaBui Ctrl — «-»).



22. Jlnga HamMcaHus PUMCKHUX LU(QP JOJHKHBI MCIIONB30BATHCS 3arjlaBHbIC
oykBbl jatuHckoro andasuta (I, V, X, C, D, L, M). Ucnonp3oBanue ajis 3Tou
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LEJIN PYCCKUX OYKB U apaOCKuX Hudp HE AOMYyCKAETCS.

23. PexBU3UTHl «3arojioBOK K TEKCTY» JOJDKHBI OBITb BBIPOBHEHBI IIO
IEHTPY U KaXJbIM W3 HHUX JOJDKEH IPEACTaBIATh cO00M oauH ab3all, TO ecTh
BHYTPH TEKCTa KaXXJOr0 PEKBHU3UTAa HE JODKHO OBITh cuMBOja ab3ama. He
JIONyCKaeTCsl HCIOJb30BaHWE CHUMBOJia ab3ana Jjid MpepbiBaHUS CTPOKH B
MPOU3BOJILHOM MECTE, JIJIsi TOTO CJIEAYET MCIOIb30BaTh CUMBOJI pa3phiBa CTPOKHU

(komOuHarus kiaasumr Shift — Enter).

[Ipunoxenne Ne 7

K MHCTPYKLUH T10 JEJIOTNPOU3BOACTBY

B TEPPUTOPHATBHON M30MpaTEIbHON KOMUCCHH
[TaTypckoro paiiona MockoBcKkoit obmactu

Cnucok PACCBIJIKHA UCXOAAIINX JOKYMEHTOB

n/n

HauMeHoBaHue oprana
(opranusamnuun)

IHoJiHbI MOYTOBBIN ajpec

[Ipencenarens Komuccuu

Hcrnonmaurens

«

»

20 r.
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[Mpunoxxenne Ne 8

K HMHCTPYKIIHH TIO JICIONIPOU3BOICTBY

B TEPPUTOPHAIFHON M30UPATEIHHON KOMUCCUU
[aTypckoro paiiona MockoBcKoit obmactu

KapTqua JIMYHOTI'0 IIpuemMa

Jarta mpuema "_ " 20 T B yac. MMH.

®.1.0. 3asBurens:
JomarnrHuit agpec 3asBuTens (Te.):

Ipodeccus, mecto paboThI (CITy>KOBI), JOIDKHOCTD U IPYTHE CBEICHUS
0 TpaXKIaHHHE

Bujt o6pareHust 1 ero KpaTKoe CofiepKaHue:

@®.1.0. 10MKHOCTHOTO JINIIA, BEAYIIETO MpUEM:

OtmeTKa o pe3yibTaTax rnpueMa (np0056a YAOBJIETBOPCHA, B HpOCL6€ O0TKa3aHO, JaHO YCTHOC pa3bsACHCHUC, JaH
OTBET 3a4BUTCIIIO 1O IMCBMCHHOMY 06pan_[eHm0 u

ap.)

CornaceH Ha IOJTy4eHUE OTBETA B YCTHOH opme:
" n 20 T
(mata) (ToamuMCH 3asIBUTEIS)

[NomydeHo nmucbMeHHOE O0OpalleHNe OT
(3amonHsAETCA B Ciydae 1moJjiauu nucbMeHHoro oopamenus)  (D.1.O. 3asBuTens)

Ha mucrax " " 20
(maTa momaun oOpaneHus)

JIOJKHOCTB JIMLIA, IPOU3BOAUBILETO (Toamuce) (amMumHs 1 MHATIAAIIBI)
JIMYHBII puemM



Ipunoxenne Ne 9

K MHCTPYKILUH TI0 EJIOTIPON3BOACTBY

B TEPPUTOPHAIFHON M30UPATEIHHON KOMUCCUU
[aTypckoro paiiona MockoBckoit obmactu

JIucer coryiacoBanus

AOJIXKHOCTb

Jlara

Tloamuce

Ddamvmnus,
HWHHIIHAIBI

HUcnoauurean




Ipunoxenne Ne 10

K HMHCTPYKIUH TIO JICIOTIPOU3BOCTBY

B TEPPUTOPHAIFHON M30UPATEIHHON KOMUCCUU
[aTypckoro paiiona MockoBckoit obmactu

YTBEPX/AIO
IIpencenarens Komuccuun
Z05050005E:RI0
bamunus
(moamuce)
« »
20 T.
CIIMCOK

JAOJZKHOCTHBIX JIMI (OPraHU3aImii), KOTOPHIM HANPABJIsSIETCS
nocranosJienue (pemenue) Komuccun
Ne » 20 ronma
(Yka3aThb 3aroJi0BOK)
No Kon-Bo
L HaunmeHnoBanue oprasa (OpraHu3arnun) o3 Tpuveuanye
Ucnonnurensb

«

»

20 rona




ITpunoxxenne Ne 11

K HMHCTPYKIUH TIO JICIOTIPOU3BOCTBY

B TEPPUTOPHAIFHON M30UPATEIHHON KOMUCCUU
[aTypckoro paiiona MockoBckoit obmactu

OHEPEYEHD

MOoAJICKAIIUX KOHTPOJJII JOKYMECHTOB C YKa3aHHEM CPOKOB HCIIOJIHCHHUSA

1. ®epepanbHble KOHCTUTYLUMOHHBIE 3aKOHBI, 3aKOHbBI Poccuiickoit
denepanuu — COINIACHO YKa3aHHOMY B HUX CPOKY.

2. Vkassl [Ipeauaenra Poccuiickoit @eaepanuy — COriaacHO yKa3aHHOMY B HUX CPOKY.

3. Pacnopspxenus Ilpesunenra Poccuiickoit denepanyiv — COINIACHO YKa3aHHOMY B HUX CPOKY.

4. ITocTanoBnenus, pacnopsbkeHus [IpaButenbctBa Poccniickoit denepanuu — COrNIaCHO yKa3aHHOMY
B HHX CPOKY.

5. 3akoHbI MOCKOBCKOH 00J1aCTH — COTJIACHO YKa3aHHOMY B HHX CPOKY.

6. IMocranoBnernss MockoBckoit 001acTHO# JIyMBI — COTIIACHO YKa3aHHOMY B HHX CPOKY.

7. [ToctanoBnenus [IpaButenbcTBa MOCKOBCKOM 00J1aCTH — COTIIACHO YKa3aHHOMY B HUX CPOKY.

8. IMocranosienus, Pacnopsokenust ['ydepraTopa MOCKOBCKOM 00JIaCTH — COTJIACHO YKa3aHHOMY B
HHUX CPOKY.

9. [Mapnamentckue 3anpockl CoBeta Deneparun Denepansroro Codpanus Poccuiickoit denepanumy,

locynapcrBennoit [ymbr @enepansnoro CoOpanus Poccuiickoit ®enepaunu — He no3aHee udem uepe3 15
KaJICHIApHBIX AHEH CO JHS MOJydEeHUs MapiIaMEHTCKOTO 3alpoca WIH B WHOM yCTaHOBIICHHBIH COOTBETCTBYIOIIECH
nanatoit ®enepansHoro Cobpanus Poccuiickoit enepannu cpok.

10. 3ampocsr umeHoB CoBera ®Denmepanmu @DenepanmsHoro Cobpamms Poccuiickoit Denepannmy,
nemyTatoB ['ocymapctBernoit JJymer @enepanpaoro Codpanms Poccuiickoit @enepannu — He mo3nHee yem depes3 30
KaJICHIapHBIX JHEH CO IHS €ro MOJy4YeHHs WX B MHOM COTJIacOBaHHBIN ¢ HHUIIMATOPOM 3aIpoca CpoK.

11. Oobpamenus uienoB CoBera ®Denepanuu DenepanpHoro CoOpaHus
Poccuiickont ®@enepaunu, nenytratoB [ocymapctBenHoit Jymbl DenepaibHOTO
CoOpanusa Poccuiickoit ®enepauuu 1O  BOMpPOCaM, CBA3aHHBIM C  HUX
NesATEIbHOCThIO, — Oe30TyiaraTeNbHO (@ MpU  HEOOXOAMMOCTH MOJYYEHUs
JIOTIOJTHUTEIIBHBIX MAaTepuajoB — HE Mo3gHee dyem yepe3 30 KaJleHIapHBIX THEU
CO JIHSI TIOJIyYEHUsI 0OpallieHus).

12. OOGpamenust nemyratoB MocKoBCcKo# oOmactHoU [[ymbl — B CpOK,

YCTaHOBJICHHBIN 3aKOHOIATEIHCTBOM MOCKOBCKOM 00JIaCcTH.

13. ITucema w3 Agmunuctpammu Ilpesunenta Poccuiickoit deneparmmu, [IpaBurensctBa Poccuiickoit
®Oenepanun, Koncrurynmuonnoro Cyma Poccuiickoit ®@enepanun, BepxoBHoro Cyna Poccuiickoit ®eneparum,
I'enepanbHOit mpokypatypsl Poccuiickoit denepanuy — B COOTBETCTBHHU C YKA3aHHUSAMH 10 HCIIOJIHEHUIO JOKYMEHTa
npencenarens KoMmuceny, eciy B HUX He yKa3aH CpPOK, — HE 1M03/1Hee yeM yepe3 30 KaleHIapHbIX THEH.

14.  TIportect npokypopa — He mo3aHee yeM dyepe3 10 KkajJeHaapHbIX AHEH ¢ MOMEHTA ero IMOCTYIUICHHUSI.

15.  IIpeacraBneHue mpokypopa — He nosaHee yeMm depe3 30 KaJeHAAPHBIX JHEH CO JTHS BHECEHUS
MPE/ICTABIICHUSL.

16. O6patenus rpaxaaH 1o BOIIpOCaM BHIOOPOB u pedepennymon -

1o 30 KaJeHOapHBIX THEH, a HOCTYIUBIINE B IEPHO]] M30UpaTeNbHOM KaMIIaHIH — B COOTBETCTBUH ¢ DepepanbHbIM
3akoHOM «OO0 OCHOBHBIX TapaHTHSIX H30MpaTEeNbHBIX INpaB M TpaBa Ha ydacTHe B pedepeHayMme TpakiaH
Poccuiickoit ®enepaunn.

17. ITepechinka oOpamieHuil Tpak[aH, COAEPMAIIUX BOIMPOCH], PEIICHHE KOTOPBIX HE OTHOCUTCS K
KOMIICTCHIINN KOMI/ICCI/II/I, OCYHIECTBIIACTCA B TCUCHUEC CEMH KAJICHIAPHBIX )IHeI\/’I.
18. OO6parmieHus cpecTB MacCOBOM MH(OPMAITMH IO BOMIPOCaM MPEAO0CTaBICHHS HHOOPMAIIUA — CEMb

KajeH1apHbIX JgHed. Eciom TpeGyemble cBeleHMS HE MOTYT OBITh HPENOCTAaBICHBl B YyKa3aHHBI CpOK, TO
JIOIIYCKaeTCsl OTCPOYKa B MPEIOCTAaBICHUH 3alpamrBacMoil MHQOpMaluu C BPyUYCHHEM B TPEXIHEBHBIH CPOK CO
JHS TIOJydeHUs] MMCBMEHHOTO 3ampoca WH(opManuy yBEeAOMIICHHS 00 OTCPOUYKE MPEACTABUTENIO PEAAKLUH, B
KOTOPOM YKa3bIBaIOTCSI MPUYMHA OTCPOYKH, J1aTa, K KOTOPOH OyleT npenocTaBieHa 3anpamuBaemMast HHGopMaIus,
JIOJDKHOCTHOE JIMIIO, YCTAaHOBUBILIEE OTCPOUKY, 1aTa IPUHATHS PELICHHs 00 OTCPOUKE.

19. 3anpoc rocyIapcTBEHHOTO OpraHa, OpraHa MECTHOI'O CaMOYINpPaBJICHUS WU AOJKHOCTHOTO JIMIA,
paccMaTpUBaIOMIEro OOpalieHne TpaKAaHWHA, — JOKYMEHTHl M MaTepHaslbl, HEOOXOIWMBIE IJISI PacCCMOTPEHHS
oOpamieHns, MPEIOCTABIIIOTCS B TeueHWe 15 mHeH, 3a MCKI0YeHHeM IOKYMEHTOB M MaTepHajioB, B KOTOPBIX
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COJIEPXKATCS CBEACHHUS, COCTABILIIONIIE TOCYAAPCTBEHHYIO M WHYIO OXpaHsieMylo (enepanbHBIM 3aKOHOM TalHY,
1 JUISI KOTOPBIX YCTAHOBJICH OCOOBIH MOPSIIOK MPEIOCTABICHNUS.



Ipunoxenne Ne 12

K HMHCTPYKIUH IO EJIOTIPOM3BOACTBY

B TEPPUTOPHAIFHON M30UPATEIHHON KOMUCCUU
[aTypckoro paiiona MockoBckoit obmactu

Komuccus YTBEPX/AIO
[Ipencenarens
HOMEHKMATYPA [EN LeppHTOPHATLHOI
Ne KOMHCCHUH
(MecTO cocTaBJIeHUS) Hoanuch Pacuimgposka
Hara MONUCH
Ha ron
Wreke 3 Kon-Bo Cpox xpaHeHus Jiena
en: aroJIOBOK ficjia nen (TOMOB, (TOMa, 9acTm) [Ipumeganne
A (TOMa, I{EICTI/I) qacreif) n Ne crateil o NepevHIo

1

3

4 5

Hazpanue pa3aciia

HaumenoBanue HOKHOCTH
COCTaBUTEJISI HOMEHKJIATYPBI

JlaTa

COI''TACOBAHO
[IpoTokon K

oT No

[Tonnuce Pacmmmdporka
MOAUCH
COT'JIACOBAHO
[Iporokon AKCIEPTHO-TIPOBEPOYHOM

KOMUCCUU (HAMMEHOBAaHUE APXUBHOTO
YUpEKACHUS)

0 No
T




HTtoroBas 3anuch o KaTeropusaXx U KOJINIECTBE ICJI, 3aB€ICHHBIX B

Komuccun

Iponomkenne npumosxkeHus Ne 12

TOy B

B Tom uncne
[1o cpokam xpaHeHus Bcero p— C OTMETKOMN
P «OIK»
1 2 3 4
[TocTostHHOTO
Bpemennoro (cBbiie 10 ner)
Bpemennoro (10 10 net
BKJIFOUUTEIIHHO)
HUTOI'O:
HaumenoBanue nomkHOCTH [Tonnuce Pacmmmdporka
COCTABUTEJISI HOMEHKJIATYPBI MOANUCH

JlaTa
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K HMHCTPYKIUH TIO JICIOTIPOU3BOCTBY

B TEPPUTOPHAIFHON M30UPATEIHHON KOMUCCUU
[aTypckoro paiiona MockoBckoit obmactu

Komuccus YTBEPX/AIO
Ipencenarenn
®OHA Ne Komuccun
OIUCH Ne
JIEJI IOCTOSTHHOTO XPaHEHUS
3a rox Hoamuceh Pacuingposka
MOAMUCH
Jlara
Kon-
Ne | Uunexe Kpaitnue | Bo
3aroJyI0BOK Jiejia [Ipumeuanue
n/m | gena JaThI JUCTO
B
1 2 3 4 5 6

B nanHbIi pa3gen onucu BHECEHO

(urdpamMu 1 MPOMUCHIO)

¢ No mo Ne , B TOM YHCJIC:

JIUTCPHBIC HOMCpaA:

IIPOIYLIEHHBIE
HOMeEpa:

HaumeHnoBaHnue 101KHOCTH [Toanuce Pacmmdposka noanvcu
COCTABUTEJS OTIUCH

Jlarta
YTBEPXJIEHO COI'TACOBAHO
ITpoTokon 3KCIEepTHO-MpoBepouHoil [IpoTokon K

KOMHUCCHUH (HaI/IMCHOBaHI/Ie APXUBHOI'O



YUPEKIACHUA)
OT Ne OT Ne
[punoxenne Ne 14
K MHCTPYKIMH [0 JEIONPOU3BOJICTBY
B TEPPUTOPHATILHON H30UPaTEIbHON KOMUCCUU
[larypckoro paiiona MoCKOBCKO#i 00s1acTi
Komuccus YTBEPX/ARO
D®OH/I Ne IIpencenarennb
OIIUCb Komuccun
Ne
Jien BpeMeHHoro (cBeie 10 j1er) XxpaHeHUs
3a ron Hoanmuck Pacmmmdposka
MOANMUCH
JlaTa
Ne | Unnmexc Kpaitnue | Kon-o | Cpok [Ipumeuan
3arojoBOK Jena
/1 Jciia JdaThl JIUCTOB XPaHCHUA ue
1 2 3 4 5 6 7

B nanHbIM pa3esn onucu BHECEHO

(tmudpaMu ¥ IPOITHCHIO)

¢ No mo Ne , B TOM
YyHucne:

JIMTEPHBIC HOMEpa:

MIPONYIICHHbBIE
HOMEDA:
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HanmenoBanue noJKHOCTH IHoamuce

COCTAaBUTCIIA OIIMCHU

Jata

COI'JTACOBAHO
[Tpotokon DK

oT No

Pacmmdposka moamucu
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K HMHCTPYKIHUH IO JEIONPON3BOACTBY

B TEPPUTOPHAIFHON M30UPATEIHHON KOMUCCUU
[aTypckoro paiiona MockoBckoit obmactu

Kommuccnst YTBEPXJIAIO
IIpeacenarennb
AKT Komuccun
Ne
(MecTo cocTaBiIeHUS) Hoanuck Pacmiudposk
a MoANuUCHU
O BblIe/IeHUHM K YHUUYTOKEHUI0 JOKYMEHTOB, He I[aTa

MOJIEKAIMNX XPAHEHUIO

Ha ocHoBanum llepeuHsi TUIIOBBIX YIPaBICHYECKUX APXUBHBIX TOKYMEHTOB,
00pa3yoIUXCs B MPOLECCe AEATENBHOCTH TOCYAAPCTBEHHBIX OPraHOB, OPraHOB
MECTHOTO CaMOYNPABJIECHUS U OPraHU3alMh, C YKa3aHUEM CPOKOB XPAHEHUS U
HOMEHKJIaTypbl Aen Komuccum oToOpaHbl K YHUUTOKEHUIO KaK HE HMMEIOIIUE
HAayYHO-UCTOPUYECKOM LEHHOCTM W YTpPaTUBIIME IPAKTHUYECKOE 3HAYCHUE
JIOKYMEHTBI.

3aroyioBoK sena . Wnpekc gena mo CoKki XpaHCHsL
Ne WM TPYIIIOBOIT KpaI/IHI/Ie HOMEHKJIaType Komn-Bo P P . ITpume-
n/m | 3aronoBOK WM HOMED Jefa en. Xp 11 HOMEpa CTaTeH qaHHe
JaThI T I10 TIEPEYHIO
JOKYMCHTOB I10 OIIMCH
1 2 3 4 5 6 7
Hroro: el Xp. 3a TOJIbI
(udpamu u
MPOIHCHIO)
Ornrcu 1e71 TOCTOSTHHOTO TOJIbl YTBEPKIACHBI, 10 JINYHOMY
XPpaHCHUSA 3a COCTaBy
COTJIaCOBAHBI C
OK

(HAaMMEHOBAHUE aPXUBHOTO YUPEIKJICHHS)
(IpOTOKOJI OT ~ «__ » Ne

(HaMMEHOBaHUE JTOJDKHOCTH JIMIIA, TIPOBOIMBIIIETO AKCIIEPTU3Y IIEHHOCTH
JIOKYMEHTOR)




(moamnucs) (MHUIIHATIBI,
bamums)

Jata
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COI'JTACOBAHO
[TpoTokon OK Komuccun
oT Ne
JIOKYMEHTEHI B Z1eJ1, TOMOB
KOJINYECTBE
KI' CIaHbI
BECOM B
(HaMEHOBaHUE OpPraHU3allUN)
Ha nepepadoTKy MO MPUEMOCAATOUYHON HaKIaJHOMN No
oT
(mara)
HaunmeHnoBanue JOJIDKHOCTH, CAaBIICTO
JOKYMEHTBI
Hata [Hoanuce Pacmm¢poBka noamucu

H3menenns B Y4C€THBIC JOKYMCHTBI BHCCCHBI

HaunmenoBanme JOJIDKHOCTH, BHECIIICTO
MU3MCHCHUA B YUCTHBIC JOKYMCHTBI

Hara [Noxmnucek Pacudposka noanucu
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K HMHCTPYKIUH TIO JICIOTIPOU3BOCTBY
B TEPPUTOPHAIFHON M30UPATEIHHON KOMUCCUU
[aTypckoro paiiona MockoBckoit obmactu

BHYTPEHHSASA OIIUCH

AOKYMEHTOB a€Jia Ne

ara Homepa
Ne Nunexc ! p [Iprmeuan
JNOKYMEHT | 3arojIoOBOK JOKYMEHTA | JIMCTOB
n/m | TOKyMEHTa ue
a nena
1 2 3 4 5 6
Hroro: JAOKYMCHTOB

(mudpaMu ¥ POIUCHIO)

KoanyecTBo JIUCTOB

BHYTPEHHEH ONUCH

HanmeHoBaHue NOJDKHOCTH JIMIIA,
COCTaBMBIIIETO BHYTPEHHIOIO OIUCH
JIOKYMEHTOB Jiena

Jara

(g pamMu 1 MPOMUCHIO)

IMoanuck

Pacmiu¢poska noanucu
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K HMHCTPYKIUH TIO JICIOTIPOU3BOCTBY

B TEPPUTOPHAIFHON M30UPATEIHHON KOMUCCUU
[aTypckoro paiiona MockoBckoit obmactu

JIMCT-3ABEPUTEJIb AEJIA Ne

B neno noAmuTo 1 NpoHyMepoBaHO JUCTOB(a),

(mudpaMu ¥ MPOITUCHIO)

B TOM 4YHCJIC:.

JIUTCPHBIC HOMCpPA
JIUCTOB

MNpOMYyHICHHBIC HOMEPA JIMCTOB

+ JIMCTOB BHYTPEHHEH OIHCH

Homepa
OCo0CHHOCTH (PU3UUECKOTO COCTOSIHUSA 1 (DOPMUPOBAHUS JeTa
JINCTOB
1 2
HaumenoBanue [Tonnuce Pacum¢poska noamnucu

JOJIZKHOCTH
Jara
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K HMHCTPYKIUH TIO JICIOTIPOU3BOCTBY

B TEPPUTOPHATFHON M30UPATEIHHON KOMUCCHU
[aTypckoro paiiona MockoBckoit obmactu

() Ne
Omn. Ne
A No
HANMEHOBAHUWE APXUBHOI'O YUYPEXKJIEHUSA
KOMUCCHUs
JAEJIO Ne Tom Ne
(3aronoBoK Jena)
(xpaiiHue 1aTel)
Ha JIUCT

XpaHuTh
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K MHCTPYKILUH TI0 EJIOTIPON3BOACTBY

B TEPPUTOPHATBHON M30MPATEITBHON KOMUCCHH
[Tarypckoro paiiona MockoBcKoii obmacTu

YTBEPIKIAIO YTBEPXIAIO
HpeI[CG,ZIaTGJ'IB (HaI/IMeHOBaHI/Ie

Komuccun HOH)I(HOCTI/I

MmoAIMUCH PYKOBOIMTEJISI OPraHH3a MU -NPHEMINHKA)
Pacmu¢poBka nognucu

bp nmoanuch
PacmmpoBka noamucu
Jara [Teyath Jara [Ieyats
AKT Ne
npueMa-nepeaadu

APXHMBHBIX TOKYMCHTOB Ha

XpaHCHUC
(ocHOBaHHe nepeaayn)
(na3zBaHue nepeaaBaeMoro hoxaa)

crai,
(HarMeHOBaHHNE OpraHU3aAlUN-CAATYNKA)
TIPUHSIT
(HanMeHOBaHME OpraHU3alUU-TIPUEMIIIKA)
JIOKYMEHTHI Ha3BaHHOTO (pOHJa M HAYYHO-CIIPABOYHOTO armapara K HUM:
Ne /i | Ha3Banue, Homep onucu KomnuectBo | KonmnuectBo | [Ipumeuanu
SK3EMILIAPO | €O. XP. €
B OIIKUCH

1 2 3 4 5
Htoro eI.Xp.
IIPUHATO
Ilepenauy npoussenu:
JomxHocTh Tlonmuce PacmmugpoBka JomkHOCTh [Tonamuce Pacmmdposka
Hara Jlata
®onny npucBoeH Ne
V3MeHeHHs B y4eTHbIe JOKYMEHTBI BHECEHBI
JomxHOCTh IToanuce Pacmm¢poBka

Jara




