MOAVYJIb 2. AEJOIMPOU3BOJACTBO B YUK. OCHOBHBIE

N3BUPATEJIBHBIE JOKYMEHTbBI, COCTABJAEMBIE YUK

2.1. OcHoBHBIC H30UpaTEJbHbIC JOKYMEHTHI, cocTaBjsgeMblie Y UK

[Topsimox paboOTHl ¢ JAOKYMEHTaMH, OCHOBHbBIE MpaBWa WX MOATOTOBKHU
u ohopmiIeHUST B Y4YacTKOBOM wu30uparenbHoM komuccuu (panee — YHK)
ycTaHaBiauBaeT MHCTpyKuus 1O  JI€JONPOU3BOJACTBY.  ITOT  JOKYMEHT
Y U3MEHEHUs, BHOCUMbBIE B HETO, MpUHUMaroTcs pemenuem Y UK.

Baxkno 3narh: Ha 3acemanun I[{MK Poccun omo6pena Ilpumepnas
UHCTPYKIUSI TIO JCJONPOU3BOJACTBY B YYaCTKOBOM KOMHUCCHM  (BBITIMCKA
u3 npotokoa 3aceaanus LUK Poccun ot 20 Host6pst 2013 roma Ne 204-2-6).

[IpaBuna odopmieHUsT JAOKYMEHTOB H TMOPSJOK pabOThl ¢ HUMHU,
npeaycMotpennbie MHcTpykuuent, o0s3atenbubl s wieHoB YUK, Unenst YUK
JTOJDKHBI OBITh O3HAKOMJICHBI IO/ TIOJMKCH C TEKCTOM MHCTpYKIUU.

Baxuno 3HaTtb: Benenue genonpousBoictBa YUK  ocymecTBisier
npencenarenb au60 cekperapp YMK B cooTBeTcTBUM €  pacnpeiieieHHeM
00513aHHOCTEH.

HenonpousBoactBo B YUK ocyniecTBiseTcsi ¢ HCHOJIb30BaHUEM JKYPHAIOB
perucTpanuu JTO0KyMEHTOB. PaGoTa OCHOBBIBA€TCS Ha MPHUHIIMIE OJHOKPATHOU
pErucTpauu J0OKyMEHTA.

OcHOBHBIE TOKYMEHTHI, cocTaBjissembie Y UK:

v’ nporokoisl 3acenanuii YUK;

v’ pemenns YUK;

v" nporokossl YUK 00 urorax rojaocoBaHus;

v\ CHOMCKM JIMI, TPHUCYTCTBOBABIIMX TIPH  YCTAHOBJIEHHH  HTOTOB
TOJIOCOBAHHUS M COCTaBiIeHUH mpoTokosia YK 06 urorax roiocoBanus;

v BeIOMOCTh BbIZauu mpenacenateneM YUK dieHaM KOMHCCHH C IIPaBOM
PEIIArOIIEeTO TOJI0ca N30UPATEIbHBIX OIOJIIIETEHEH IS TOJIOCOBAHUS B TIOMEIIIEHUN
JUISL TOJIOCOBAHUSI M BHE TTOMEILIEHUS [T TOJIOCOBAHUS;

v aKThl, B TOM YHCIIC aKT O Iepeaade OMOJUIETEHEH W3 TEPPUTOPUAIBHOM

n3buparenpHori komuccuu (mamee — THUK) B YUK, akTel 0 mnpoBeaeHUH



rOJIOCOBAaHUsA BHE IMOMEIICHUSA I TOJIOCOBAHMUA JUIA KaXJAOro IIEPEHOCHOIO
AIUKA JJI TOJIOCOBAHMA, aKT O HEpaOOTOCIOCOOHOCTH CKaHUPYIOIINX yCTPOUCTB
KOWD u ap.;

v/ peecTpbl, B TOM YHCIE PEECTp 3asfBICHUN WM YCTHBIX OOpalieHui
n3buparenst O IMPENOCTABIEHUM €MY BO3MOXHOCTH IIPOTOJIOCOBATh  BHE
IIOMEILECHUs Uil TOJIOCOBAHUsI, PEECTP BBIAAYM 3aBEPEHHBIX KOIHMM IIPOTOKOJIA

YUK 006 urorax roiaocoBaHus 1 Jp.

2.2. Hcnoabn3oBanue OMOJIHMOTEKH JAOKYMEHTOB B HMHTEPAKTHBHOM
padouem 6s10xkHOTE YUK

WNurtepaktuBHblil padounii 610kHOT YUK comepkuT GpopMbl HCIOIB3yEMBIX
n30upaTesibHOM KOMHCCHEH JOKYMEHTOB B CHelHalbHOM pasnene «bubnuorexa
JIOKYMEHTOB.

B cnydae mnpoxokieHus Ha TEpPUTOPUU HK30HUpATENHHOrO  Yy4yacTKa
COBMeEIIIEHHBIX BBIOOPOB TpH BXOAE€ B OHOMMOTEKY JOKYMEHTOB OTOOpa3HUTCS
BTOPON YpOBEHb MEHIO C yKa3aHHMEM Ha3BaHUU BbIOOpOB. [lepeueHb MOKyMEHTOB
Oyzer oToOpakaThCsi B COOTBETCTBHM C JIAHHBIMU BBIOOpAMHM, a MPHU 3aMOTHEHUU
JAHHBIX B IIa0JOHAaX JOKYMEHTOB OYIyT HCIOJh30BAaThCA JaHHBIE O BHIOOpAX,
BBIOPAHHBIX B BEPXHEM MEHIO.

Ecnu B Hactpoiikax MHTepakTHBHOTO padodero 6yokHoTa YUK nobaBiieHbI
TOJbKO OJHH BbIOOPBI, IPU BXOJ€ B OMOIMOTEKY JOKYMEHTOB BTOPOH YpOBEHBb
MEHIO 0TOOpakaThesi He OyneT. JJOKyMeHThI OyIyT M0 YMOIYaHUIO OTOOPaKaThCs
B COOTBETCTBHMM C BBIOOpaMH, YKa3aHHBIMH B HacTpohkax HHTEpakTHBHOTO
pabouero 6iokHoTa YUK, a nanneie 00 3THX BbIOOpax OyayT UCIOJIB30BATHCS MPHU
3aM0JHEHUH Ia0JIOHOB JOKYMEHTOB.

s otbopa HEOOXOAMMBIX JTOKYMEHTOB JOCTYIEH IOUCK IO HAa3BaHMIO
1 andaBuTHBIM pyOpukaTtop. s ymoOCTBa TOWICKa MEPBOE CIOBO B HA3BAHHUU

BBIJICISICTCS JKUPHBIM HIPUPTOM.



3

Jlns Toro 4toObl HAWTH JAOKYMEHT MO KaTEropusM M 3TanaM KaMIaHUH,
JIOCTYITHO UCIIOJb30BaHuE (UIBTPOB, KOTOPHIE OTOOpPaXKAIOTCA TMpPU HaKATUU
kHomNKHU «[lokazaThe QUIBTPHI.

B ¢puabTpax 10cTynHbI pa3jiuvHbIe 3TANBI KAMIAHUHI:

v’ JIHH [0 JIHS, IPEIIIECTBYIOMIETO AHIO (JHAM) FOJIOCOBAHHS;

JI€Hb, MPEIIECTBYIOMIUNA THIO (JHSM) TOJIOCOBaHMUS;
JIeHb (JTHU) TOJIOCOBaHUS,

YCTAaHOBJICHHUC UTOT'OB I'OJIOCOBAHH,

DN N NN

JTHU TIocTie AHS (JHEeH) TOJI0COBaHMS.

[Ipu BbIOOpEe GUIABTPOB CHUCOK JOKYMEHTOB OyleT OT(QUIbTpOBaH
aBromaTtudecku. Ilpu sTom Bce BbIOpaHHBIE (PUIBTPHI OYIYyT OTOOpa)KEHBI Ha
CIIUCKOM JOKYMEHTOB.

COpocutb GUIBTPHI MOKHO MPU MOMOIIY KHOMKH «OUUCTUTHY.

Ounctka (UIBTPOB M TOUCKA SBISAIOTCS HE3aBUCHUMBIMU IPOLECCAMU:
MOKHO OTJEJNbHO COpPOCUTh IIOMCK, HO IPOCMAaTpuBaTh OT(PUIBTPOBAHHBIE
pe3yabTaThl M, HAa000pOT, COPOCUTH (DUIBTPBL, HO NMPOCMATPUBATH PE3YJIbTATHI

ITOHUCKaA.

2.3. Ilpuem, perucTpamus u NpPoxXo:;kJeHue J0OKYMEHTOB

IIpuem wu peructpanys MNOCTYHAIOIIUX JOKYMEHTOB IPOU3BOIUTCS
npeacenareneM Jmbo cekperapem YHMK ¢ ucmomp3oBaHMEM  JKypHaJa
perncTpanuy BXOASIIIIUX JOKYMEHTOB.

IIpu BCKpBITUM KOHBEPTOB TMPOBEPSAETCS MNPABUIBHOCTh AJPECOBAHMUS,
KOMIUIEKTHOCTh M LIEJIOCTHOCTh JIOKYMEHTOB, HAJIMUUE MPUIOKEHUH, CBEpsIETCS
COOTBETCTBHE HX HOMEPOB YYETHbIM HOMEpPAM, YKa3aHHbIM Ha KOHBEpTaXx.
HenpaBuwibHO  aapecoBaHHble M OIIMOOYHO  BIIOKEHHBIE  JTOKYMEHTBI
HE PETUCTPUPYIOTCS, TMEPEChUIAIOTCA IO HAa3HAYEHUIO WM  BO3BPAIAIOTCS
OTIPABUTENIO.

Ecnau npu BCKpbITUM KOHBEpTa OOHAPYKEHO OTCYTCTBUE JOKYMEHTOB WJIU

X OTACIbHBIX JIMCTOB, HpI/IJ'IO)KeHI/II‘/’I, MHOBPCKACHUC  JOKYMCHTOB  HJIH
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HECOOTBETCTBHE HOMEPOB JOKYMEHTOB HOMEpPAM, YKa3aHHBIM Ha KOHBEpPTE, B YUK
COCTAaBJIIETCA aKT YCTAHOBJIEHHOM (POPMBI B IBYX 3K3eMIULIpax. OQuH 3K3eMILIsIp
aKTa MOChLIAETCS OTIPABUTENIO, IPYTOW MPUOOIIAETCS K MPUHATHIM JOKYMEHTAM.

Ha o00opoTHOI1 cTOpOHE MOCHENHEro JUCTa MOBPEXKIACHHOTO IOKYMEHTa
B IIPABOM HWKHEM YTJIy JAENAETCS OTMETKA «JlOKyMEHT MOJIy4eH B OBPEKACHHOM
BUJIEY.

KoHBEPTHI OT NOCTYNUBIINX JOKYMEHTOB HE YHUUTOXKAIOTCS B CIIydae, €Clin
TOJIBKO II0 HUM MOYHO YCTaHOBUTb aJpEC OTHPABUTENS, JaTy OTIPaBKU
U NIOJIyYEHUsI JOKYMEHTOB, WJIM €CIM OHM COJEpXkKaT JOKYMEHThI, KOTOpPBIE
MOCTYNIWJIN U3-3a TpeaenoB teppuropun Poccuiickoii depepanuu, U3 CyJIO0B,
CJIEICTBEHHBIX OPTaHOB, JUOO JOTOBOPHI, MPETEH3UH, UCKOBBIE 3asBJICHUS.

IIpu perucTpanuu nNoCTyNMBIIEro JOKYMEHTA B KypHaJie perucTpauumn
BXOASIIMX  JOKYMEHTOB  00513aT€JIbHO  NPOCTABJIAKTCHA  CJeayllnue
PEKBHM3HTHI:

v/ Jara MmojydeHHs JOKYMEHTa;

v/ perucTpanuoHHbIi HOMEP JOKYMEHTA,;

v’ naHHbIe O KoppecnoHiaeHre (agpecanre) (paMuiius, WMs, OTYECTBO
(bu3MUecKoro JUIa WIK Ha3BaHUE OpPraHU3allii, MECTOHAXO0XK/ICHUE OTIPABUTEIA);

v’ HCXOASAIIMIA HOMEDP JIOKYMEHTA;

JaTa JOKYMEHTA,;
KpaTKOe COJepKaHUEe TOKYMEHTA,

pe30ar01Usa U CPOK UCIIOJIHCHU,

DN N NN

OTMETKa 00 UCTIOJIHEHUHU JOKYMEHTA U CIIMCAHHUH €TO B JIETIO.

BaxxHo 3HaTh: BXOISIIMHA HOMEpP M JaTa MPOCTABISIIOTCSA, KaK IPaBUIIO,
B IPABOM HW)KHEM YTy JIMLEBOM CTOPOHBI IEPBOTO JIUCTA 3aPETUCTPUPOBAHHOTO
nokymeHTa. [Ipu peructpannuu BXOJAIIUX JOKYMEHTOB MOXET ObITh MCIOIb30BaH
perucTpaniMoHHbId mTamMn. Ha npuiiokeHuu DpOCTaBISETCS BXOIAIIMN HOMED
JOKYMEHTa, K KOTOPOMY OHO OTHOCHUTCS.

IIpu perucTpanum A0KyMeHTA, SIBJASIIOIIETOCS OTBETOM HA MCXOISIIUN

AOKYMCHT WKW IIPHUCJIAHHOI'O B AJOIIOJIHCHHUC K PAHCC HAIIPABJICHHOMY AOKYMCHTY,



B rpade «PerucTpallMoHHBIM HOMEp» KypHaja PpPETUCTPAllUM  BXOISAIIUX
JOKYMEHTOB JIEJIAETCSI COOTBETCTBYIOIIAS CCHUIKA.

K mnoBTOpHBIM JOKYyMEHTaM MpHUKIAIbIBaeTCsSd HWHOpMamnus o paHee
MOCTYMUBIINX JOKYMEHTAX U pe3yJbTaTaX UX UCIOJHECHUS.

Hymepamnusa BXxomdmmx JOKYMEHTOB OCYIIECTBISIETCA B  Ipeaenax
KaJIEHJApPHOIO roja.

3aperucTpupoBaHHbIE JOKYMEHTHI paccMartpuBaroTcsa npeaceaarenem Y UK,
B XOJ€ MWCIOJHEHUS JOKYMEHTa MPOU3BOAUTCA 3aMUCh IO €ro HUCIOJHECHUIO
B JKypHaJIe pErUCTpaIUU.

HcnonHeHHble JOKYMEHTHI CIIMCBHIBAIOTCA B neno mnpexacenarenem YUK

Y [IOMEILA0TCS B JI€JI0 B COOTBETCTBUU ¢ HOMeHKaTypou nen Y UK.

2.4. OcHoBHbIEe TPpeOOBaHUS U MOPSAOK odopmiieHusi JokymeHToB Y UK

JlokymeHTbl oopMIIAIOTCS Ha OylaHKax ycTaHoBieHHOM ¢opmbl. B YUK
MOTYT HCIIOJIb30BaThCA CIEIYIOIINE BUAbI OJIAHKOB:

v’ Gnaunk nporokona 3aceganus YUK;

v’ Gnaunk pemenns YUK;

v’ Gnank nucema YUK,

JlokymeHTBI ~ 0OPMIISIIOTCSI B COOTBETCTBUHM ¢ TpeboBaHUSIMU
K JOKyMEHTaM, H3rOTOBJISIEMBIM C TIOMOIIBIO MTEYaTAIONINX YCTPOUCTB, U K (ailinam
TEKCTOBBIX JOKYMEHTOB (0omoOpenbl Ha 3acemanmm [[MIK Poccum, BbITIMCKA
u3 nportokona 3acenanus LUK Poccun ot 20 HOs0pst 2013 roma Ne 204-2-6), npu
OTCYTCTBHUU IE€YATAIOIINX YCTPOUCTB — B PYKOITUCHOM BH/JIE.

IIpu moaroroBke u 0GopMJIEHHMH JOKYMEHTOB IOJKHBI COOJIIOIATHCS
npasujia opopMiIeHUs1 PEKBU3UTOB JOKYMEHTOB.

JlaToil JoKymMeHTa sBIsieTCsl JaTa €ro MOANUCAHUS, YTBEPXKICHUS,
npuHATUs. JlaToil mpoTokoa sABISIETCS JaTa 3acelaHusl, a aKTa — JaTa COOBITHS.
JHaty nokyMeHTa oopMISIIOT apaOCKUMU HU(PpamMu B TOCIIEIOBATEIBHOCTH: JIEHb
Mecsia, Mmecdil, roa. JleHp Mecsiua u Mecsi] OoQOpMIAIOTCS JBYMS IMapamu

apabckux nudp, pa3ieIeHHBIMU TOYKOMU, TOJl — YEThIPbMS apaOCKUMU U paMH.
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Jlonyckaercs cioBecHO-IIU(GPOBON crnocold odhopMieHUs NaThl, HApPUMEp,
«17 suBaps 2011 r.» wim «17 ssuBaps 2011 romay.

[Tpu opopmnenun nporokonos u pemenut YUK, akroB YUK ucnonszyercs
TOJIKO CJIOBECHO-LIU(PPOBOI CIOCOO HATMCAHUS JAThl.

JUist BXOISAIIMX JTOKYMEHTOB PETMCTPALMOHHBIA HOMEp JTOKYMEHTa — 3TO
MOPSIAKOBBIA ~ HOMEpP, JUIsl  HMCXOASAIIMX JOKYMEHTOB — HMHAEKC Jena
10 HOMEHKJIATYPE U, Uepe3 KOCYIO YEPTY, MOPSAAKOBBIA HOMEP JOKYMEHTA.

Ccblika Ha UCXOIAIIMM pPETHCTPALMOHHBIA HOMEpP W JaTy JOKYMEHTa
BKJIIOYAETCS B COCTAaB PEKBU3UTOB OjaHka nuchbMa. CchUIKa Ha HMCXOASIIUN
PETUCTPAIMOHHBIII HOMEp M JaTy JOKYMEHTa MPOCTaBISETCS MPU MOJATOTOBKE
NMCbMa-OTBETA.

PexBu3ut «Agpecar» pacrnojaraercs B IpaBOM BEpXHEM yrily. [JoKyMeHTBI
aJpecyloTcs B BBIIIECTOSIIYI0 H30UPATENbHYI0 KOMHCCHIO, B OpraHuU3aluH,
UX CTPYKTYPHBIE MOApPAa3AeJeHUs, JOKHOCTHBIM JIMLIAM WIM TpPaKIaHaMm IpHU
oTBeTe Ha ux oOpamenus. HauMeHoBaHHe BBIIECTOSIIEH U30HpPATEIHLHOM
KOMHCCUM, OpraHuW3allid W CTPYKTYpPHOTO TOAPA3NAECIECHUS  YKa3bIBAIOTCS
B IMEHUTEIHLHOM NaJECKE.

Ecam moxkyMeHT ampecyeTcsl mpejicenarellto BBIIIECTOSIeH n30upaTebHOM
KOMHCCHUH, PYKOBOJUTEII0 OPraHU3allid WU €ro 3aMECTHUTENII0, HAMMEHOBAaHUE
BBIIIECTOSIIIICH HM30MpPATETbHONM KOMUCCHUHU, OpraHU3allud JOJKHO BXOJHUTH
B HAaMEHOBaHUE JJOJDKHOCTH aJipecaTa.

Ecim  nokyMeHT anpecyercss JODKHOCTHOMY JIMIy, HAauMEHOBaHUE
BBIIIECTOSAIIEH  KM30MpaTeapHOW  KOMHMCCHM,  OpTraHH3allud  YKa3bIBaeTCs
B UMEHUTEIBHOM MaJeXke, a JOJDKHOCTh M ¢aMuwiusg — B JnaTenbHoM. llpu stom
MHUIMAIBl YKa3bIBAIOTCA 1OCIe (haMUIIHH.

Eciim  1OKyMeHT ajapecyeTcss OpraHu3alMM, CHadajla YyKa3bIBaeTCs
€€ HaMMEHOBAaHUE, 3aTEM ITOYTOBBIN aJpec.

JlommyckaeTrcss LEHTPUPOBATh KaXIYyH CTPOKY pEKBU3HMTa «Anpecar»

110 OTHOIIIEHHIO K CaMOMW JUITMHHOU CTPOKE.



JlonmyckaeTrcs  MCHONB30BaTh  OQUIMAIBHO MPUHATHIE  COKpAIIECHHBIE
HANMEHOBAHUS OpPraHOB TOCYJIApPCTBEHHOM  BIIACTH, OPraHOB  MECTHOTO
CaMOYIIpaBJICHUS, OPraHU3aLIHiA.

[Ipu anmpecoBaHuM JOKyMEHTa (PU3MYECKOMY JIMIYy BHAYaJle YKa3bIBAIOTCS
dbaMuIIis 1 THUIIMAIBI TIOJTy4aTelis, 3aTeM IMOYTOBBIHN aapec.

BaxxHo 3HaTbh: JOKYMEHT YTBEPKIACTCA JIOJDKHOCTHBIM JIMIIOM WU
CICIMaJIbHO  H3JaBa€MbIM  JOKyMeHTOM. [lpu  yTBepxkaeHMM JOKyMEHTa
JIOJDKHOCTHBIM ~ JIMIIOM Tpud YTBEPXKICHHUS JIODKEH COCTOSATH U3  CJIOBa
YTBEPX/IAIO 6e3 kaBblYeKk MPOMUCHBIMU OyKBaMU M Ha CJICIYIOIICH CTPOKE —
HAaMMEHOBAaHUE JTOJDKHOCTH, TOJMUCH, MHUIMANBI, (aMUUS JIUIA, YTBEPIUBIICTO
TOKYMEHT, Jnarta yTrBepxkjaeHus. [Ipu yTBEpKI€HUHM NOKYMEHTa MPOTOKOJIOM,
pemenuem  rpud  yTBepxkAeHUs  coctouT w3 cioBa Y TBEPXJEH
(YTBEPXIEHA, VYTBEPXJIEHbI wm VYTBEPXJIEHO) 0e3 kaBbiuek
NOPOMUCHBIMU ~ OyKBaMH,  HAaWMEHOBAaHHUS  YTBEPXKIAIOUIETO  JOKyMEHTa
B TBOPUTEIBHOM IaJI€Ke, €ro 1aThl U HOMEpA.

I'pud yTBepkaeHus pacrosiaraloT B MPaBOM BEPXHEM YTy JAOKYMEHTA.
B rpude yrBepkaeHus IomyckaeTcs IEHTPUPOBATH AIIEMEHTHl OTHOCUTEIIHHO
CaMOM JUITMHHOW CTPOKH.

VYKkazaHusi M0 MCIOJHEHHUIO JOKYMEHTa MOTYT OBITh HAMHCaHbl OT PYKHU
npeacenatenem YHWK Ha mojimHHUKE TOKYMEHTa Ha CBOOOJHOM OT TEKCTa MECTE
ui ohopmIileHbl Ha oTnenbHOoM Jucte Gopmara A6 (105x147), mpunoxeHHOM
K IOKYMEHTY. YKa3aHusi 10 HCIIOJHEHHIO JOKYMEHTa BKIIOYAIOT (HaMuiInu
Y MHULMAJIBI UCTIOTHUTENEH, TP HEOOXOAUMOCTH — COAEPIKAHNE TTOPYUEHUS, CPOK
WCNOJIHEHUS, noanuck npeacenarens Y UK u nary.

3arojoBOK K TEKCTY JOKYMEHTa JOJKEH KPAaTKO M TOYHO PACKpPBIBATH €ro
cojiep>KaHue U OBbITh COIVIACOBAaH C HAMMEHOBAHUEM BHUJA JIOKYMEHTA. 3arojoBOK
MOXET OTBEYaTh Ha BOMPOC «O 4eM (0 KOM)?». 3arojoBOK, COCTOSIIHMN U3 ABYX
u OoJiee CTPOK, MeyaTaeTcs 4epe3 OJUH MEKCTPOUYHBIM MHTEpBaJ, TOYKAa B KOHIIE
3aroJIOBKa HE CTaBUTCA. 3aroJIOBOK PacIiOiaraeTcsl Ha MEPBOM JIMCTE HAJl TEKCTOM

JIOKYMEHTA I10 UEHTPY, a IpHu 0(POPMIICHUU MUCbMaA — OT TPAHUIIBI JIEBOTO MOJISI.
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TekcT nokyMeHTa OQOPMIISIOT B BHJE CBSI3HOTO TEKCTa, TaOMULbI WU
COEIMHEHHUS 3TUX CTPYKTYpP. TeKCT JOKYMEHTa JIOJKEH U3J1araThCsl KPaTKo U SICHO,
OBITh apryMEHTHPOBAaHHBIM, OOECHeYHBaTh TOYHOE M OJHO3HAYHOE BOCIPUSITHE
cojieprkaileicst B HeM HHGOpMaIuu.

TexkcT nOoKyMeHTa JAOJDKEH, KakK MpPaBHIIO, COCTOSATh W3 JABYX 4YacTe:
B [IEPBOMl 4YaCTU YKa3bIBalOTCA MPUYUHBI, OCHOBAHUS, LEIM COCTABIICHUS
JOKYMEHTa, BO BTOpPOM — peUIeHUs, BBIBOABL, MPOCHOBI, MPEIIIOKEHUS,
pPEKOMEHIAIUH.

TekcT NIOKyMEHTa MOXET COAep>KaTh TOJbKO 3aKIIOYUTENbHYIO0 4YacTh
(HanpuMep, TUCbMO, 3asiBJIEHUE, IPOCHOY 0€3 MOSACHEHHUS ).

B Texcre mokyMeHTa, MOATOTOBIEHHOTO Ha OCHOBAaHUM 3aKOHOJATEIbHBIX,
WHBIX HOPMATUBHBIX NMPABOBBIX aKTOB, U3JIAHHBIX OPTaHAMU BJIACTH M YIIPABJICHUS,
UK Poccun, m3zbuparensHOi kKomuccueil cyobekta Poccuiickoit depeparum,
YKa3bIBa€TCs HAMMEHOBAHUE BHUJIa JOKYMEHTA, HAMMEHOBAaHUE OpraHa, U3/1aBIIETro
JNOKYMEHT, /1aTa NPUHATUSA WIH YTBEPKICHUS TOKYMEHTA, €r0 pPEeruCTpallMOHHBIN
HOMED, a TAK¥KE 3aroJI0BOK JOKYMEHTA, 3aKJIFOUEHHBIN B KaBbIUKU.

TexcTel JOKYMEHTOB OOJBIIOTO OO0BbEMa MOTYT JEIUThCS Ha pasJesbl,
MOJIpa3/iesIbl U MMyHKTHI, KOTOPbIE HyMEPYIOTCS apaOCKUMH [IUPPAMH.

A03a11bl BHYTpY IMTYHKTOB HE HYMEPYIOTCS.

B nucbMax ucnonb3yroT cienyroniue GopMbl U3IT0KESHHUS :

v or 1l-ro mumna MHOXKecTBeHHOro uucia («IIpocuM  HampaBHTH
nH(poOpMaNHIo...» U JIp.);

v’ 0T 3-T0 JIMIa €AMHCTBEHHOrO YHClia («y4aCcTKOBass KOMUCCHUS HE CUNTAET
BO3MOKHBIM. .. », «y4acTKOBas KOMHUCCUS npeasiaraet paccMOTpETh
BO3MOKHOCTb...)»).

I'padpt m cTpoku TAOMUIBI JOHKHBI MMETh 3aroJIOBKH, BBIPAKCHHBIE
CYIIECTBUTEIBFHBIM B HWMEHUTEIbHOM majaexe. [lom3aronmoBku rtpad ©u cTpoK
JIOJIKHBI OBITh COTJIACOBAHBI C 3ar0JI0OBKaMH.

OTMeTKa 0 HAJIUYMM MPUWIOKEHUH pacrojlaraeTcsa OT TPAHUIIbl JIEBOTO

IIOJIA IIOCJIC TCEKCTa IICPCA IOAIIMCHIO. Ecnu JOKYMCHT HMCCT IIPHIIOKCHUA,



Ha3BaHHBIE B TEKCTE, OTMETKa 00 WX Hamuyuu odOopMIISIeTCS MO Cleayronen
dopwme: «lIpunoxenue: Ha 15 1. B 3 3K3.».

Ecim  ngokymMeHT uWMeeT NpWIOXKEHHs, HE Ha3BaHHbIE B  TEKCTE,
X HAUMEHOBAHUS HEOOXOJMMO TMEPEYUCIUTh TMOCIe TEeKCTa JOKyMEHTa Nepe
MOAMUCHIO C YKa3aHUEM KOJIMUECTBA JIMCTOB B KAXKJIOM MPUIIOKEHUH U KOJIMYECTBA
AK3EMILIAPOB, MPU HATTUYUU HECKOJIBKUX MPUIOKEHUN UX HYMEPYIOT.

Ecnim  npunmoxkeHuss ~ cOpolIOpoBaHbI, TO  KOJMYECTBO  JIUCTOB
HE YKa3bIBaETCHI.

Ecnm x mokymeHTy mnpuiaraetcs Ipyrod JOKYMEHT, TaKXke HWMEIOIINi
MPWIOKEHUE, TO OTMETKa O HAJIWYUHU TPHUIOKECHHUS OGOPMIISIETCS CIIEIYIONUM
obpazom:

[IpunoxxeHnue: MHCHMO yY4acTKOBOW KOMHCCHUHU W30HMpaTesibHOro ydactka No
or 15.11.2012 Ne 01-21/450 u npusnokeHue K HEMy, BCEro Ha
12 .

[Ipy HanM4YMK HECKOJBKUX MPUIIOKEHUH OHM HYMEPYIOTCS, HaIlpUMED,
npuiioxkenne Ne 1, npusosxkenue Ne 2 u Tak janee.

B cocTaB moanucu BXOaAT:

v/ HaMMEHOBAHHE JOJKHOCTH JIMIA, TIOJMMCABIIETO JOKYMEHT;

v ero JW4Has IOINKMCH, KOTOpas O(GOPMIAETCS CHHHUMH WM YEPHBIMH
YepHUJIAMU;

v’ pacmudpoBKa MoAnKCH (MHALMAIbL, (GaMUIus).

BakHO 3HATH: NIPU NOJANKCAHUU JOKYMEHTA YKa3bIBAIOTCA MCKIIOYUTEIBHO
dakTuyeckass JOHKHOCTH JIMIA, MOMAMKMCABIIETO JOKYMEHT, W €ero ¢aMuius.
He nonyckaercss moamuchiBaTh  JIOKYMEHTBI € MPEIJIOTOM  «3a»  WJH
MPOCTABJICHUEM KOCOU YepThI epe]] HAMMEHOBAHUEM JOJIKHOCTH.

Ecmm nokyment odopmisercs Ha Omanke YUK, TO peKkBHU3UT BKIIOYAET
HAaUMEHOBaHUE JOJDKHOCTU JIMIA, MOJAMKCHIBAIOIIETO JOKYMEHT, €ro JUYHYIO
MOANUCH, pacM@poBKY MoAnucu (MHUIMANB U pamuinuio). Ecnu gokymeHT

O(i)OpMJ'IHCTCSI HC Ha 6HaHKe, TO PCKBU3UT COACPKUT IIOJJHOC HAMMCHOBAHHC
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JIOJKHOCTH JIUIIA, TOJMKCABIIETO TOKYMEHT, €r0 JJUYHYIO MONUChH, paciiu(poBKy
noAnucy (MHULIHANBI U (DaMUIIHIO).

BaxkHo 3HATBL: meuyaTh 3aBepsieT MOJIMHHOCTH TOAMHUCH JOJIKHOCTHOTO
JUIla Ha JIOKYMEHTaX, yJIOCTOBEPSAIONINX MPEIyCMOTPEHHBIE MPaBOBBIMU aKTaMU
MOJTHOMOYHUS  JIOJDKHOCTHBIX JIUI[ WM (PUKCUpYIOMMUX (PakThl, CBS3aHHbBIC
c (UHAHCOBBIMU  CpEICTBAMH, a  TaKke Ha  HMHBIX  JOKYMEHTaXx,
NpeayCMAaTPUBAIOIIMX 3aBEpPeHUE TNOMIUHHOW moanucu. Ileuate craBUTCS
Ha CBOOOJHOM OT TEKCTa MECTE, HE 3aXBaThIBasl JIMYHON MOAMUCH JOJLKHOCTHOTO
nuna. Iledath MOXET 3axBaThiBaTh YacTh HAWMEHOBAHUS JIOJDKHOCTH JIMIIA,
MOMKUCABIIET0 JIOKYMEHT.

B nokymeHTax, MOATOTOBJICHHBIX HAa OCHOBE YHU(MUIIMPOBAHHBIX (opM,
1IeuaTh CTABUTCSA B MeCTe, 0003HAYCHHOM OTMETKON «MIT».

Jliia 3aBepeHHsi COOTBETCTBHSI KOMHMHU JTOKYMEHTA NMOMJIMHHUKY HIDKE
pexBu3uta «l[loamuce» mpocTaBisgeTcs OTMETKA O 3aBEPeHUM KOMUU —
3aBeputenbHas Haanuch «Komusi BepHa» wunu «BepHO», MOIKHOCTH JHUIIA,
3aBepUBILETO0 KOMUIO (TIpelcenareib, 3aMECTHTENb MpeaceaaTelis, CeKpeTapb
y4aCTKOBOM KOMMCCHH), €r0 JIMYHAs TIOJIUCh, paciiu(poBKa MOAMHUCH, [aTa
U Bpemsi 3aBepeHusi. OTMETKa O 3aBepeHMHM KOIMHUU MOXET OBITh JOIOJIHEHA
yKa3aHHEeM KOJUYecTBa JUCTOB KomuH. Jlomyckaercss 3aBepsiTh OTMETKOM
0 3aBEpPEHUM KOMWUW KaKIbIH JUCT KONMUU JOoKyMmMeHTa. [Ipu mepechuike KOMUU
JOKYMEHTa B Jpyrue OpraHu3aly WM BbIJAY€ €€ Ha PYKU 3aBEpUTEIIbHAS
HAJMUCh yAoCcTOBepsaeTcsa neyatero Y MK.

OtmeTka 00 HCTOTHUTENE BKIOYAET B ce0s HHUNUATIBI U (HaMUIIHUIO
UCIIOJHUTENST JOKYMEHTa, HOMEp ero TenedoHa € KOAOM perroHa. OTMETKy
00 WCIIOTHUTENIE PpACTONaraloT Ha JUIEBOW WM, TPH OTCYTCTBUU MECTa,
Ha 000POTHOM CTOpPOHE MOCIETHEro JIMCTa JOKYMEHTa B JIEBOM HIDKHEM YTITY
pazmepom mpudTa 10 MyHKTOB.

OtMeTka 00 UCMOTHEHUU JOKYMEHTA U HAMpPaBICHUH €T0 B JIEJI0 BKIIOYAET
CIEeAYIOIINE JaHHbIe: KpaTKUEe CBeICeHHUS 00 WCHOJHEHHH JOKyMeHTa (mpu

OTCYTCTBUHU JIOKYMEHTa, CBHUJICTEJIbCTBYIOIIETO OO0 HCIOJHEHUM), 1aTy U HOMEpP



11

HMCIOIICTOCA OOKYMCHTA 00 HUCIIOJTHCHHMH, CJI0Ba «B ACJI0», HOMCP Jcia,

B KOTOPOM OYJIeT XpaHUTHCA IOKYMEHT, 1aTa, moanuch npenacenarens Y UK.

2.5. IloaroroBka, odgopmieHne, BBINYCK, Y4eT [OKYMEHTOB,
paccmarpuBaemMbix Ha 3aceqanusax Y UK

JIOKYMEHTBI 110 BOIIPOCaM, BKJIIFOUEHHBIM B MPOEKT MOBECTKH JHS 3aCCIaHMs
YUK, roroaTcs mpeacenaTenaeM, 3aMECTUTENIEM NpeAceaaTelis, CEKpeTrapeM
u wieHamn YUK ¢ mpaBoM pemaromiero rojioca, 3a KOTOPBIMH 3aKpEIUICHBI
COOTBETCTBYIOIIIME HANPABICHUS JEATEIHHOCTH.

[IpencraBnsgemble K pPacCMOTPEHHUIO JOKYMEHTBHI JIOJKHBI  BKIJIHOYATh
03arJIaBJICHHBIN TPOEKT PEIICHUs] C MPUOOIIEHHBIMA K HEMY MOJJIUHHUKAMHU
JTOKYMEHTOB, TOCIYXUBIIUX OCHOBAaHMEM IS PAacCMOTPEHMsS  BOIpOca
Ha 3aceqanun YUK, nubGo mnpoekT mnucbMa, MOAJIEKAIIETO COINIACOBAHUIO
Ha 3acenanun YUK, 1npu HEOOXOOUMOCTH — TOSCHUTENBHYIO  3aluCKy
10 pacCMaTPUBAEMOMY BOIIPOCY.

BaxkHo 3HaThb: TPOEKTHl JOKYMEHTOB (BKJIIOYas  MPUIIOKEHHUS),
MpPEJICTABISIEMBIE U1 paccMOTpeHus Ha 3acenanuu YUK, BHU3HUpYIOTCS JULIOM,
OTBETCTBEHHBIM 3a €T0 MOJATOTOBKY.

JIumo, OTBETCTBEHHOE 3a TMOJATOTOBKY IPOEKTa pelIeHUs, 00ecreyrnBaeT
KOMIUIEKTHOCTh BCEX JOKYMEHTOB, 0003HAUEHHBIX KaK B MPOEKTE PEIICHHUs, TaK
U B IPWIOKEHUAX K HEMY.

Ha 3acepanun VYUK Begercs DpPOTOKON M MOXKET IPOU3BOAUTHCS
ay/IM03aMucCh WIA BUICO3AINCH.

JloxyMeHThI, paccMoTpeHHble Ha 3acenanun YUK, B cimywae, ecnm B xojae
3aceaHusi BHOCWUJIMCh HW3MEHEHHUS, [OJDKHBI OBITh JOpaOOTaHbl, a 3aTeM
MO/IMMCAHBI, 3aPETHUCTPUPOBAHBI U, €CIT HEOOXOUMO, PA30CTIaHbI.

[Ipu nopaboTke JTOKYMEHTa B €ro TEKCT BHOCSITCS COTJIACOBAHHBIE B XOJI€
3aceqanusi u3MeHeHus. B cmydae npunstus YUK pemienuss o HeoOXOquMOCTH

KOHTPOJIA HMCIIOJIHCHHUA PCHICHHA €TI0 TCKCT MAOIIOJIHACTCA ITYHKTOM, B KOTOPOM
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Ha3HA4aloTCs JIMLA, OTBETCTBEHHBIE 3a MCIOJHEHHUE, W ONPEIEIAETCS CpOK
WCTIOJIHCHUSL.

Tekct pemenus odpopmiiseTcs Ha OJaHKe YCTAaHOBJIEHHOrO 00pasia.

Pemienne moamuchiBaercss mpeacegareineM u - cekperapem YUK
€ YKa3aHUEM IOJTHOT0 HAMMEHOBAHUSA A0/IKHOCTEH.

Ecnrmu  wa 3acemanmm YUK  npencenarenbCTBOBal — 3aMECTUTEND
npeaceaaTens, cekperapb WM oauH u3 uieHoB YUK ¢ mpaBom pernaromiero
roJioca, a TaKKe eciau noJHoMouus cekperapss YK ocymiecTBisn oAuH U3 4ICHOB
YUK ¢ npaBoM pemarmiero rojioca, TO HOANMCH B IMPOTOKOJIE, HA PEUICHUU
0QOpMIISIOTCS CIAEAYIOIIUM 00pa3oM:

v «3aMecTuTeNnb Mpeiceaarens Y4acTKOBOM KOMHCCHHM H30MPaTeIbHOTO
ydyacTka Ney — B cilydae BpeMEHHOT0 OTCyTCTBU nipencenarens Y UK;

v «Hcnionusionyii  00A3aHHOCTH TPEJCEaaTeNss Y4aCTKOBONM KOMHCCHH
n30upaTenbHoro yyactka Ney — B ciiyyae BPEMEHHOTO OTCYTCTBHS Tpejcenaress
Y 3AMECTUTENS TpeaceaaTessl y4aCTKOBOM KOMHUCCHHM M TNPU HAJUYUU PEIICHUS
Y4aCTKOBOM KOMHMCCHM O BO3JIO)KEHHHM Ha CEKpeTaps Y4acTKOBOW KOMHUCCUU JHOO
OIHOTO M3 4YIEHOB YYacCTKOBOW KOMHUCCHM C IMPAaBOM pEIIAIOIIEro TroJjioca
noaHoMmouni npeacenarens Y UK;

v «UcnonHsoomui  00SA3aHHOCTH  CEKPETaps y4YacTKOBOM  KOMHCCHM
n3buparenbHoro ydactka No» — B cilyyae HalW4yusi PEIICHUS YYaCTKOBOM
KOMHUCCHM O BO3JIO)KEHUM HA OJTHOTO U3 WICHOB YYaCTKOBOM KOMHCCHUHU C IIPaBOM
pelarnero rojoca nojiHomounii cekperaps Y MK.

Pemennss YUK HymepyroTcs B XPOHOJOTHYECKOM MOCIEIOBATEIBHOCTH
B Mpejenax CpoKa MOJTHOMOYMN Y4aCTKOBOM KOMHUCCHH.

Homep pemrenust cocTout n3 HoMepa MPOTOKOJIA 3aCENaHUs U MOPAAKOBOIrO
HOMEpA pENIeHMs, pa3IeIeHHbIX KOCOH YepToid, Harpumep: 1/8.

[Tocne moamucanust peuUIeHUsT PETUCTPUPYIOTCS B KYpPHAJIE PETMCTPALAH
pemenuit YHK.

[Ipencenatens nubo  cexperapp YUK  Tupaxkupyer  JTOKYMEHTbI

B H€O6XOI[I/IMOM kojmyecTBe. Ha K&)I(I[Oﬁ KOIIMKM JOKYMCHTa IIPOCTABJISACTCA
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reyarb, YJIOCTOBEpSIOIIas MOANHUCU Tmpeacenarenss u - cekperaps YUK
(6e3 Bocmipou3BeACHUS MOUCEH).

Komuss pemenus VYUK HampaBnsercss TrpaxaaHuHy (B TOM YHUCIE
MPEJACTABUTEINIO TMApTUU, HAOMIOJATETI0 M HUHBIM yYaCTHHKaAM HW30MpaTebHOIO
mpoiiecca) B ciiydae, €CJIM ero o0paiieHue B Y4aCTKOBYHO KOMHUCCHIO TOCITYKHUJIO
OCHOBAaHMEM JIJI1 pACCMOTPEHHUS Bolpoca Ha 3acenannu Y MK.

[Ipotokon 3acemanus YUK odopmusercs Ha OylaHKe yCTaHOBJICHHOMN
(bopMBI.

Tekct nporokosia 3acenanuss YUK cocTouT u3 ABYX 4acTel — BBOJHOM
Y OCHOBHOWM.

B BBoaHONM wYacTH TPOTOKOJA YKAa3bIBAOTCS (aMWIUS U WHUIMAIIBI
npeacenatenss  (MpeacenaTeNbCTBYIONMIETO), a  TaKkKe  MPUCYTCTBYIOIIUX
3aMECTUTENSL Mpeacenarens, cekperaps u wieHoB YUK, nwn, npuriameHHbIX
Ha 3aceJaHue.

Homyckaercs odopmieHre NPUCYTCTBYIOIIUX  OTIAEIBHBIM  CIIHMCKOM
C YKa3aHWEM WHHIMAIOB, (aMuwinii u goibkHocTei. CHUCOK Tpuiaraercs
K IPOTOKOJY 3aC€JaHuUs.

[loBecTka IHS BKIKOYAETCd B BBOAHYIO 4YacTh MpoTokosna. OHa cOCTOUT
U3 MePEUYHCIICHUs BOIIPOCOB, KOTOPhIE 00CYKIAI0TCA HA 3aCEllaHUU, U 3aKPEeTUIsieT
MOCIIEIOBATENIBHOCTh UX O0CYXACHUS U (DaMIIIUK JOKIATUYUKOB (BBICTYIAOIINX).
Kaxxaplii BOompoc MOBECTKH JIHS 3acelaHus HymepyeTcs apaOckoi 1udpoi, ero
HAaUMEHOBaHWE (QOPMYNHPYIOT, HaumHas ¢ mnpemiaoroB «O» wumm  «OO6».
[To kaXkXaOMy YHKTY YKa3bIBae€TCs JOKJIAIUHK.

OcHOBHas 4YacTh MPOTOKOJIA COJIEPIKUT CTOJBKO Pa3/IeNIOB, CKOJIbKO MyHKTOB
BKJIFOUEHO B ITOBECTKY JIHS. B COOTBETCTBUHU C HEW pa3Aeibl HyMEPYIOTCS.

Kaxneii  pasgen  cocrour w3 Tpex  yacted:  «CJIYIIAJIN»,
«BBICTYIINJIN», «PEILINIJIN», koTOpble MEYaTatOTCA OT FPaHULbI JIEBOTO MO
MPOMUCHBIMU OYKBaMHU.

B wactm «CJIYIHAJIM» kpaTKO H3Jaraercsi TEKCT BBICTYIUIEHHS

nokiaaauuka. Maunmransl U paMunus JOKIaa4rKa MeYaTaloTCsa C KPaCHOM CTPOKH
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B UIMEHUTEIBHOM TaJeXKe. 3aluch JTOKIANa M3JaraeTcs OT TPEThEro JIMna
€AMHCTBEHHOTO0 4YMciia U oTAensderca oT (pamwiuu tHpe. Ecnm TekcT aoknana
IpujiaraeTcss K IPOTOKONIY, TO HCHOJIb3yeTcsl ccbulka «Teker noknana
MIPUIIATaeTCs».

B wactu «BbICTYIIMJIM» nepeduucnstorcss BBICTYNAOIIUE W aBTOPHI
BONIPOCOB. MHMIMab! U (aMUIUsl BBICTYNAIOIIETO NEeYaTaloTCsA ¢ KPACHOM CTPOKHU
B MMEHHUTENbHOM magexe. KpaTkas 3amuch BBICTYIUIEHUS 110 CYILIECTBY
paccMaTpuBaEMOro BOIIPOCA MU3JIATaeTCsl OT TPETHETO JIMIA €IMHCTBEHHOIO YUCJIA.
Ecam TeKCT BBICTYIUIEHHS NPWIAraeTcsi K MPOTOKOJY, TO HCIIOJNB3YETCS CChUIKA
«TekcT BBICTYIIJIEHUS PUIIATAETCSI.

B uwactu «PEHIWJIN» oTpaxkaeTcss NpUHATOE peuieHue (pe3ysbTaThl
rOJIOCOBAHMSI) TI0 Ka)JOMY BOIIPOCY IMOBECTKH AHS 3acenanus. Eciu Bo Bpems
oOcyxnenus Bompoca wieH YUK ¢ mpaBom pematomiero rosioca 3asiBisieT
0 HAJIMYMH 0C000r0 MHEHMs, TO OHO O(OPMIIIETCS MM Ha OTACIBHOM JIUCTE
Y [IOMEIAETCA TOCJIE PELIEHUs, B CBSI3M C KOTOPBIM 3TO MHEHHUE H3JI0XKEHO.
Nudopmaruss 0 Haauuud 0coOOro MHEHUS JOJDKHA OBITh OTpakeHa B TEKCTE
IIPOTOKOJIA.

[IpoTokosm  3acenaHuss  MOANMCHIBACTCSA IIpeACeaTeIbCTBOBABLINM
Ha 3acemanun U cekperapem YUK (wm unenom VYUK, wucnogHsBIIUM
obsi3anHOCTH cexkpetaps Y HK) ¢ ykazanueM mojHOTo HAMMEHOBAHUS JTOHKHOCTEH.

[IpoTokouibl 3acelaHui HYMEPYIOTCS B XPOHOJIOTUYECKOU

MOCJIEIOBATENLHOCTH B IIpeienax cpoka nosnomounii Y MK.

2.6. Opranmzanus padoTbl € OTHPABJAsIEMbIMH  (MCXOASIIIIUMM)
AOKYMEHTAMH

Hcxomsimue JMOKyMEHTBI OQOPMIISIOTCS Ha OJaHKaX yCTaHOBJICHHOM
dopmbr. [Ipu opopmileHHN MUCEM U TEIETPaMM HMCIOJHHUTENb YKa3bIBACT MOJTHBIN
MOYTOBBIN ajipec (BKJIIOYas MHAEKC) OpraHU3aIluy WK TPaKIaHHA.

Hcxopsimue mnuMchbMa  HANpaBISAIOTCS  3a  MOJNMCBIO  MpeAceaaTes

(3amectutens npenacenarens, cekperapsi) YUK na 6anke nucopma.



15

Hcxopdmemy TOKYMEHTY DIPUCBAUMBAETCS HOMEP, KOTOPBIMA COCTOMUT
Y3 MHJEKCa Jejla [0 HOMEHKIAType e U IOPSAKOBOIO HOMEpa JOKYMEHTA,
pa3feneHHbIX Kocou 4yepTo. Mcexonsdimmi HOMEpP YKa3bIBaeTCs TaKXE HAa KOIHMU
NOKYMEHTa, ocrawmomecs B xeine. Hymepauus uHcXogdmux JOKYMEHTOB
OCYILIECTBIIAECTCSA B IIpeeaax KAICHAAPHOTO roja.

BaxxHo 3HATB: UCXOAAIIME HOKYMEHTBI PETUCTPUPYIOTCS B KypHAJE
perucTpanu  MCXOIAIIMX  JOKYMEHTOB. Ilpu  perucrpauuu  UCXOASIIEro
JOKYMEHTA B JKypHaJie 00s13aTeIbHO YKa3bIBAIOTCS CIEAYIOINE PEKBU3UTHI:

v/ Jara OTIPABIICHUS JTIOKYMEHTA;

v/ perucTpanuoHHbIi HOMEP JOKYMEHTA,;

v’ nanHble 00 ajapecare ((paMuiIus, UMs, OTIECTBO (HU3MUECKOTO JIMIIA HITH
Ha3BaHUE OPraHU3allK, MECTOHAXOKICHHUE MOJIyYaTens);

v/ KpaTkoe cojiepKaHue JTOKYMEHTA;

v’ uH(bOpMANHs 0 TOM, KeM JOKYMEHT HCIIOJIHEH;

v’ uH(bOpMANHs 0 TOM, KeM JOKYMEHT MO/IITUCAaH.

Ecnun otnpaBisieMbli JOKYMEHT SBJISIETCSA OTBETOM Ha BXOIALIUN JTOKYMEHT,
HEOO0XOAMMO MPUOOMIUTh TMOJUIMHHUK  BXOJALIETO JOKYMEHTa K KOIHUH
OTIIPABJISIEMOI'0 TOKYMEHTA, OCTAIOIIECHCS B JIEIIE.

Konmuu ucxoadamux JOKYMEHTOB IOMEIUAKTCH B J€JI0 B COOTBETCTBUU
C HOMEHKJIaTypOU JIeJ1 y4aCTKOBOW KOMHUCCHU.

JIOKyMEHTBI, aJpEeCOBAaHHBIE TPAXKIAHHHY, MOIYT ObITh BPYYEHbI eMy
JUYHO, O YeM B IJKypHajJe pErucTpallud oOpallleHuil TpaxkaaH JenaeTcs
COOTBETCTBYIOIIAsi OTMETKA, COJAeprKalas IMOANKMCh TIpaxkJaHuHa. B ciydae
HEBO3MOKHOCTH JIMYHOTO BPYUYEHHUs JOKYMEHTOB I'PaXXJaHUHY OHH OTIPABIISIOTCS

yepes MOYTOBOE OTAEeJIEHHE CBSI3U M0 JJOMAIIHEMY aJIPECY.

2.7. OcobenHocTH padoTHI C 00pAlIECHUSIMH TPAXKIAH
OOpameHus rpaskIaH — HampaBJIEHHbIC B TOCYJIAPCTBEHHBIN OpraH, OpraH

MECTHOTO CaMOYMpABJICHUS WM JIOJDKHOCTHOMY JIMIY B HUCBMEHHOUW ¢opme
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WU B (popMe AJIEKTPOHHOTO JIOKYMEHTa MPEeJIOKEHUE, 3asiBICHUE WM Kanooa,
a TaK)Ke yCTHOE oOpallleHne rpaxaaHuHa.

Oo0OpameHus rpakaaH perucCTPUPYIOTCS B OTAEJIbHOM KypHaJie.

OOpaienuss rpaxaaH MOTYT OBITb MNUCBMEHHBIMH JHOO YCTHBIMH.
IMucbMeHHOE OOpaleHne T0JIKHO COAePKATh:

v/ HauMEHOBaHWE W30MPATEILHON KOMHUCCHH, JH00 (PaMUIIMIO, HMS,
OTYECTBO  COOTBETCTBYIOIIETO  JOMKHOCTHOTO  JIMIIA, JIMOO  JIOJDKHOCTH
COOTBETCTBYIOIIIETO JIMIIA — MOJIydaTessi oOpalieHus;

v’ (aMuiuio, uMs, OT4ecTBO (IPU HAJIMYMK) TpPaKIaHUHA, OYTOBHIM
ajzipec, o KOTOPOMY JIOJKEH OBITh HAlpaBJIeH OTBET;

v M3I0XKEHUE CYLIECTBA MPEIOKEHNS, 3asBICHHUS UIH KaI00bI;

v’ IMYHYIO HOAIKUCH, AaTy COCTABIEHUS OOpaIlEHHMS.

B oOpamenun, mnoctynuBmieM B ¢GoOpMe DIEKTPOHHOTO JOKYMEHTA,
rpaKJaHUH B 0053aTEILHOM MOPSIIKE YKa3bIBA€T CBOU (haMUJIUIO, UMSI, OTYECTBO
(mpy HanU4MM), agpec OHIIEKTPOHHOM TMOYTHI, MO KOTOPOMY JIOJDKEH OBITh
HaIlpaBJIEH OTBET.

B ciyyae HeoOXomMMOCTH B MOATBEPIKICHUE CBOUX JOBOJOB TPaKIaHUH
MOJKET MPUJIOKUTH K MUCbMEHHOMY OOpaIeHUI0 TOKYMEHTHI M MaTepHalbl 100
UX KOTIUHU.

Cpoku UCHONHEHHUS BXOIAIIMX JOKYMEHTOB M OOpalieHuil rpaxiaH
YCTaHABIIUBAIOTCS UCXOJSl U3 CPOKOB, YKA3aHHBIX B 3aKOHOJATENILCTBE WJIMA MHBIX
HOPMAaTUBHBIX MPABOBBIX AKTaX, C YYETOM CPOKOB, MPEIJIaraeéMbIX OpraHu3anuen
7100 TPpaKJAHUHOM, HAIPABUBIIUMHU TOKYMEHT.

[To o6memy mpaBmily MICHbMEHHOE OOpaIIEeHNE PacCMaTPUBAETCA B TCUCHHE
30 maHEN co NHS ero perucTpanuu (3a UCKIIYEHHEM OOpalleHHH, COoAepkKalux
uHOpMAIIMI0O O HapylmIeHWH 3akoHa, mnoctynuBmmx B YUK B mepuon
n30UpaTeNbHON KaMIIaHUM ).

Ecnu B oOpamenun oOxanyeTcsa cyjacOHOe pelieHne, oOpallieHue
BO3BpAIllA€TCs TpaXJaHUHY B TEUEHWE 7 JHEHW CO JHSA perucrpauuu

C Pa3bACHCHHUCM IIOPAAKA 00 KaIOBaHHUS JaHHOI'O cyz:e6H0r0 peUICHUA.
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I[Ipu nonyyenunm oOpailleHHs, COJEpXKAIIero  HElEH3ypHble  JHOO
OCKOpPOUTENIbHBIE BBIPAXKEHUS, YrPO3bl JKU3HHU, 3J0POBbI0 U HUMYIIECTBY
JOJDKHOCTHOTO JIMIA, a TaKXke 4IeHOB ero ceMbd, YUK BIpaBe OCTaBUTH
oOpaiieHrue 6e3 OTBeTa MO CYIIECTBY MOCTABICHHBIX B HEM BOIIPOCOB U COOOITUTH
IPKJIAaHUHY O HEJIOMYCTUMOCTH 3JI0YIOTPEOICHUS TIPABOM.

B cayuae eciu B TUCBMEHHOM OOpAIllEHHH COJAEPKATCS CBEACHUS
O MOATOTABIMBAEMOM, COBEpPIIAEMOM WIH COBEPIICHHOM MPOTUBONPABHOM
NESHUW, a TaKke O JHIE, €ro MNOArOTaBIUBAIOIIEM, COBEPIIAIOIIEM WU
COBEPIIMUBIIIEM, OOpaIlleHUE MOJJIC)KUT HAMPABJICHUIO B TOCYIapCTBEHHBIN OpraH
B COOTBETCTBUHM C €ro KOMIIeTeHIHMel. J[aHHbIe TpeOOBaHUS OTHOCSATCS TaKkKe
K aHOHUMHBIM OOpaIieHusIM.

OO6pamieHusi TrpakJaaH, COJEp)Kallue BOMPOCHl, PEIICHHE KOTOPHIX
He oTHOcUTCs K kommereHiuu YUK, mnepecblnaloTcs B TEUEHHE CEMU
KaJICHJIApHBIX THEH CO IHS PErHCTPALMK MO0 KOMIETEHIIUH.

OTBeT Ha oOpalleHue He JaeTCs B cJIydae:

€ClIM B THUCBMEHHOM OOpalleHuH He yKazaHbl (aMuiug TrpaxIaHUHA,
HaIpaBUBIIETO 0OpaIeHne, UM MTOYTOBBIN aapec, M0 KOTOPOMY J0DKEH OBITh JTaH
OTBET;

€CIIH TEKCT 0OpaleHHs He TIOAaeTCs IPOUTEHHIO |

€CIM TEKCT NHCHBMEHHOTO OOpallleHusi HE TMO3BOJISIET OMNPENETUTh CYTh
IPEJIOKEHHS, 3aBJICHHS WU KaIOObI .

OtnenbHBIMU (eepaIbHBIMU 3aKOHAMH YCTAHOBJICHBI CIICIIHAIBHBIE CPOKH
paccMOTpEHUS OOpaIICHUH.

Hampumep, cpok paccmorpenusi 3ampoca WHGOpPMAIMU O JEATEILHOCTH
OpraHoB, OpPraHW3alMid, HMX JOJDKHOCTHBIX JIWI[, NOCTYNHBIIErO OT CpPEACTBA
MaccoBoil nH(opManuu cocrasisieT 7 nueil. Ecnu tpedyemble cBeieHUsT HE MOTYT

ObITh TMpEACTaBICHHI B YKa3aHHBIA CPOK, TO JIOMyCKAeTCS OTCPOUYKa

* Taxoe 06paIIIeHI/IG TAK)KC HC TMOJICKUT HAIPABJIICHHIO HA PACCMOTPCHUC B FOCY,Z[apCTBeHHBIfI Oopras,
OpraH MECTHOI'O CaMOYIIPaBJICHUA WIHW JOPKHOCTHOMY JIMIY B COOTBETCTBUU C UX KOMHGTCHHHeﬁ, O 4EM B TCUCHUC
cEMHU ,Z[Heﬁ CO OHiA peructpanun O6paHI€HI/I$I COO6IIIaCTC${ Tpa)kJaHWHY, HAIllpaBHUBIICMY O6paHI€HI/I€, €ClIn €ro
(1)aMI/IJ'H/I$I M TIOYTOBBIN aJipeC NMOoAAArOTCA MPOYTCHUIO.
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B [IPE0CTABIICHUH 3alpaliuBaeMoi nHpopmanuu. B 3ToM cinydae B TpeXIHEBHbBIN
CPOK €O JHS TMOJy4YeHUS MHUCBMEHHOrO 3arpoca HHQPpOpMAaIuu HEOO0XO0IUMO
yBEIOMUTh 00 OTCPOYKE MPEACTaBUTENS PENaKIMU, YKa3aB B YyBEJOMJICHUU
MPUYMHY OTCPOYKM, JaTy, K KOTOpod OyJeT mpeAcTaBiieHa 3arpaiiuBaeMasi
nHpopMaius, MOHKHOCTHOE JIUI0, YCTAHOBUBIIEE OTCPOUKY, HaTy MPUHSITHS
perieHust 00 OTCPOUKe.

B Tteuenue 15 nHel (eciu HE yCTAaHOBJEH WHOM CPOK) paccMaTpUBAETCS
3anpoc  YIOJHOMOYEHHOrO Mo mpaBaM uenoBeka B Poccuiickonn depepanuu
O MPEJIOCTaBICHUH JIOKYMEHTOB U MaT€pUaJIOB, UHOW UH(POpMAITUU, HEOOXOIUMbBIX
UL paccMOTpeHust  kanoObl  (DenepanbHbIi  KOHCTUTYIIMOHHBIA  3aKOH
ot 26 despansa 1997 roga Ne 1-OK3 «O0 YnoaHOMOUYEHHOM IO MpaBaM YesioBeKa
B Poccuiickoit @eneparuny), B TeueHue 30 nHEH (B UCKIIOUUTEIBHBIX CIydasX —
He mo3aHee 14 mHeit) — 3anpoc O6mecTBeHHOM manatel Poccuiickoii denepanuu
(denepanbupiii 3akoH OT 4 ampens 2005 roma Ne 32-d3 «O6 OO6miecTBeHHOM
nanare Poccuiickoit @enepanun»).

VYcTHble OOpallieHuss TPUHUMAIOTCS B XOJ€ JIMYHOTO MpHeMa TpakKIaH.
[Tpu nMYHOM TIpUEMeE Tpa)KJaHUH MPEIbABISET TOKYMEHT, YIOCTOBEPSAIOIIUN €ro
auyHOCTh. Ha ycTHBIe oOpalmieHusi ¢ corjacusi rpakJaHWHAa MOXET OBITh JlaH
YCTHBIA OTBET, B CiIy4yae, €CJIM HM3JI0KEHHbIE B HUX (aKThl U OOCTOSTEIHCTBA
OUYEBUJIHBI U HE TPEOYIOT IOMOIHUTEIBHONW MPOBEpPKU. B OCTaNBbHBIX Ciydasx
JIaeTCsl MICHhbMEHHBIM OTBET IO CYIECTBY MOCTABICHHBIX B OOpAIIEHUU BOTPOCOB.
[lucbmeHHoe oOpanieHue, OPUHATOE B XOJ€ JHUYHOTO MpHEMa, MOIJIEKUT
pPErucTpaluu U pacCMOTPEHHIO B MOPAJIKE, YCTAHOBIEHHOM 3aKOHOAATEIbCTBOM,
B yactHocTH, denepanbHpiM 3akoHOM OT 2 Mast 2006 romga Ne 59-D3 «O mopsake
paccMoTpeHus oOpaieHui rpaxaan Poccuiickoit @eneparum.

Taxxxke uzduparenun moryT oOpatutbess B YUK ¢ ycTHbIMU 3asiBIeHHSIMU
(BTOM uyucie mno TeinepoHy) O HEOOXOAUMOCTH COAEHUCTBHS B peaau3aliu
aKTUBHOTO u30upaTenbHOro mpasa. [logoOHBIE oOpaleHus paccMaTpUBAIOTCS
B MOPSJIKE, YCTAHOBJICHHOM 3aKOHOJIaTE€NIbCTBOM O BblOOpax. Tak, Bce moJlaHHbIe

3asBNeHUs (YCTHBIE OOpallleHus) O MPEAOCTaBICHUN BO3MOKHOCTH MTPOTr0JI0COBATh
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BHE IIOMEIICHUA JJISI TOJIOCOBAHUA PETUCTPUPYIOTCA B JI€Hb HX MOJAYH
B CIIELIUATIBHOM PEECTPE, KOTOPBINA N0 OKOHYAHUU I'OJIOCOBAHMSI XPAHUTCS BMECTE
CO chuckoM wu3oupareneii. Ha OCHOBaHMM YCTHBIX M3BELIEHUNA KOMHUCCUU
0 HAMEpEHUU H30Mparenass BOCIHOJIB30BATHCS  IMOMOIIBIO  JUISI  3allOJHEHHS
OroieTeHss B COOTBETCTBYIOIIMX TIpadax chucka wu30upareneil ykKas3bIBalOTCS
dbamuiusi, WMs, OTYECTBO, CEpUS M HOMEpP TMacmopra WM JIOKYMEHTa,
3aMEHSIOLIEr0 NMaclopT, JIMIIA, OKa3bIBAIOIIET0 MOMOIIL U30HpaTEeo.

OO0wmuii anropuT™M padoThl € MOCTYNUBIIUM OOpalleHUEM:

IPUEM U PETUCTpAIUs 0OpaIleHHUS;

oopMIIEHHE TTOPYUEHHUS 110 PACCMOTPEHUIO;

pPaccCMOTPEHHUE;

HaIIpaBJICHUE OTBETA 3aBUTEIIO.

Paccmorpenue YUK oOpamenuii (:xaji00, 3asiBJieHUi]) 0 HAPYIICHUH
3aKOHOAATEJbCTBA 0 BbIOOPaxX B epuoJ M30MpaTe bHON KaMIIaHUHU

YUK o6s3anpl B mpefenax CBOCH  KOMIIETCHIIMM paccMaTpyBaTh
NOCTYNUBIIME K HUM B TMEpUOA M30UpaTeNbHONM KaMmMmaHuM oOparieHus
O HapyIIEHWHU 3aKOHA, MPOBOJIUTH MPOBEPKH IO ITUM OOpAIEHUSM W J1aBaTh
JUIaM, HaIpaBUBIIUM OOpaIlleHus, MMCbMEHHBIE OTBETHI B MATHIHEBHBIM CPOK,
HO HE TO3/HEE JHs, MPEIIIECTBYIONIETO HIO TOJIOCOBAaHUA, a MO0 OOpalleHUsM,
NOCTYIMBIIMM B [JI€Hb TOJIOCOBaHMS WJIM B J€Hb, CICAYIOIIHA 3a JHEM
rojocoBanusi, — HeMmemieHHo. Ecim Qakrtel, comepkamuecs B OOpalieHUsX,
TpeOYIOT JOTOTHUTEIBHON MTPOBEPKH, PEIICHUS 110 HUM IPUHUMAIOTCSI HE TIO3[HEE
YeM B JECATUIHEBHBIN CPOK.

OOpaienust Tpaxaad, B TOM YHUCJE XalMoObl (3asBICHUS) HA HAPYIICHHS
3aKOHA, MOCTYNUBIIUE JI0 JTHS TOJIOCOBAHUS, PETUCTPUPYIOTCS WIEHOM KOMHUCCUU
C MpaBOM pemiaromero rojoca B AeHb nocrymieHus B YUK, IlucemeHHoe
oOpamenne, mpuHsaToe wieHoM YUK Ha wu3zbupaTenbHOM y4acTke, BHOCHTCS
B KypHan oOpamenuil rpaxiaan YUK, oOpaiieHusi TrpaxkaH perucTpupyroTcs

B OTJICJIBHOM >KypHaJe€.
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XKanoObl (3asBNEHUsI) HA HapyLIEHUWE 3aKOHA, NOCTYNUBIIME B JI€Hb
rOJIOCOBAHMSI JI0 OKOHYAHUsS IOJCYETa TOJOCOB M30MpaTeneil, perucTpupyroTcs
B OTAebHOM peecTpe yuera noctynuBimux B YUK xanob (3asBieHuil), KOTOpbIit
npuodIIaeTcs K nepBoMy 3K3eMIuLsipy nporokoia Y UK 06 utorax rosocoBanusl.

N30upatenbHasi KoMHCCHSI He BIpaBe OTKa3aTb B MPUHATHH
o0paieHmii.

I[Ipu oOpamenun B VYUK rpaxnanuna Poccuiickoit ®enepamuu
C 3asBJICHHEM O BKJIIOYEHUU €ro B CIIMCOK M30upaTteneid, o 000 omubKke Wiu
HETOYHOCTH B CBEJCHHUSIX O HEM, BHECEHHBIX B cmHucOK u3bupareneid, YUK
B TeueHHe 24 4YacoB, a B JICHb I'OJOCOBaHMs B TEUYEHHE JBYX 4YaCOB C MOMEHTa
oOpamieHusi, HO HE TO3JHEEC MOMEHTa OKOHYaHHUs TOJOCOBaHMs, o00s3aHa
IPOBEPUTH COOOIICHHBIE 3asBUTENIEM CBEICHMSI M MPEJCTABICHHBIC JIOKYMEHTHI,
3areM JIMOO YCTpPaHUTh OIIMOKY WJIM HETOYHOCTh, JIMOO NPHUHSITH pEIICHUE
00 OTKJIOHEHUU 3asBJIICHHUS C YKa3aHHWEM MPUYUH TAKOTO OTKJIOHEHHS, BPYUYUB
3aBEPEHHYI0 KOMHUIO 3TOro pemreHus 3asButento. Pemenune YUK 06 oTkioHeHuu
3asBJICHHS O BKIIOYEHMHM TpaxaaHuHa Poccuiickoit ®enepaii B CIIHMCOK
n3bupareneid MOXeET OBITh 00KaJOBAaHO B BBIMICCTOSIIIYI0 KOMUCCHIO WM B CY]
(mo wmecty HaxoxaeHus VYUK), koropeie 00s3aHBI pPAcCMOTPETh KanoOy
(3asiBIIeHUE) B TPEXIHEBHBINM CPOK, a 32 TPU U MEHEE JIHA 10 JIHA TOJIOCOBAHUS
U B JICHb TOJIOCOBAaHUS — HEMEMJIEHHO. B ciydyae eciid MPUHATO pelIeHHe
00 yIOBIETBOPECHHUH >KaIOOBI (3asiBJICHUS), UCIIPABICHUE B CIHMCKE M30UpaTeneit
npousBoautcs Y UK HemenneHHo.

Eciu oOpamenne yka3piBaeT Ha HapylIeHHWE 3aKOHA KaHAMIATOM,
n30upaTeabHbIM O00BbEIMHEHHEM, ATOT KaHIUAAT, U30upaTenbHOe OO0OBEAMHEHUE,
WIM €ro YIOJHOMOYCHHBIC MPEACTABUTEIN JOJKHBI OBITh HE3aMETUTEIHHO
OTOBEIIEHBl O TIOCTYNMUBIIEM OOpalleHnH ¥ BIpaBe JaBaTh OOBSICHEHUS
0 CYIIECTBY OOpaIleHUSI.

YUK paccmaTpuBaet B mpenesiax CBOMX MOJHOMOYHUH KanoObl (3asBICHUS )
Ha HapylIeHHE 3aKOHOAATEIbCTBA O BBHIOOpPAX, HHBIX 3aKOHOB W NIPUHUMAET

M0 YKa3aHHBIM jkano0aM (3asBICHUSIM) MOTHBHUpOBaHHbIe penieHus. [lopsgox
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U CPOKA  PACCMOTPEHHUS  YCTAHOBIIEHBl  3aKOHOAATEILCTBOM  Poccuiickon
®denepanuu 0 BEIOOpAX.

Pemiennst mo jkxano0amM, MOCTYMUBIIMM 1O JHS TOJIOCOBAHUSI B TEPUOJT
M30UpaTeIbHOW  KaMIlaHWM, TNPUHUMAIOTCA B  NATHIHEBHBIH  CPOK,
HO HE MO3JHEE JIHSI, MPEIIIECCTBYIOIIETO JHIO TOJIOCOBAHUA, & B JIEHb TOJIOCOBAHUS
WU B JICHb, CIEAYIONIMNA 3a JHEM TrOJIOCOBaHUs, — HeMeaJdeHHOo. Ecnu (akrhl,
cojepkaiuecs: B xKano0ax, TpPeOyIOT JOMOJHUTEIBHOM TPOBEPKU, PEIICHUS
110 HUM MIPUHUMAIOTCS HE MO3HEE YEM B JIECATUIHEBHBIN CPOK.

[Ipu paccmoTpeHun KoMuccHel >kano0 (3asiBICHUM), a TakKe B HHBIX
ClaydasiXx, KoOrja KOMMCCHEM paccMaTpuBaeTcsi BONPOC O  HapyIICHUU
n30UpaTeNbHBIX TIpaB TPaXKJaH, HAa 3acelaHhue KOMHUCCHHM TPUTJIAIIAIOTCS
3asBUTEIIM, a TaKXKe JIMIA, ACHCTBUs (Oe31eCTBUE) KOTOPBIX OOXKAIYIOTCS WU
SIBJISIFOTCS MPEAMETOM PaCCMOTPEHUS.

N30upaTenu BmopaBe oOpaTUThCS C JKajloO0aMH Ha peHIeHUs, IeUCTBUS
(6e3nmeiictBue) YUK, cBs3aHHbIE ¢ yCTAaHOBIIEHHEM WTOTOB TOJOCOBAaHUS Ha TOM
n30MpaTelbHOM y4acTKe, Ha KOTOPOM OHU MPUHUMAJIM y4acTHe B BHIOOpaX.

Baxxno 3natb: VYUK o00s3aHa paccMOTpeTh IOCTYNUBIIME B JCHBb
TOJIOCOBAHUSI 0 OKOHYAHUS MOJCYETa rOJIOCOB U30MpaTeseil xanoosl (3asBICHUS )
JUL, NPUCYTCTBOBABIIMX NPHU IOJCYETE TOJOCOB, U MPHUHATH COOTBETCTBYIOIIUE
peleHns, KOTOpbIe MPHOOIIAIOTCA K IEePBOMY OHK3eMIUIIpy mnporokona YUK
00 UTOTax rOJIOCOBAHUAI.

ITocne mpoBeneHUsT BceX HEOOXOMMMBIX JelcTBUM W mojcueroB YUK
B 00s13aTE€JIbHOM  TIOPSIIKE TMPOBOJUT HWTOTOBOE 3aceldaHWe, Ha KOTOPOM
paccMaTpuBarOTCsS JKaloObl (3asBJIEHHS])) O HAPYIIEHUSAX NPU TOJIOCOBAHUU
U MOJICYETE TOJIOCOB M30MpaTeseil, mocie 4ero noamuckiBaeTcs nporokon YUK
00 UTOTax TOJIOCOBAHUAI.

Pemienus u geiictBus (6e3xaeiictBue) YUK u uUX JODKHOCTHBIX JIHIIL,
Hapylialoume wu30upaTebHble MpaBa TpPaxkJIaH, MOTYT OBITh 00KaIOBaHbI
B HEMOCPEICTBEHHO BBIIECTOSIIYI0 KOMUCCHIO (Kak mpasuio, 310 THUK), koropas

o0si3aHa, He HampaBisis kano0y B YUK, 3a wuckimroueHwem ciydasi, Korja
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00CTOSITENbCTBA, M3JIOKEHHBIE B *anoOe, He ObLIM MPEeAMETOM pPACCMOTPEHUS
YUK, paccMoTpeTh %a/100y M BBIHECTH OJAHO U3 CJIEAYIOIIMX PellIeHH:

a) OCTaBUTH Kano0y 0e3 yJOBIETBOPEHUS;

0) OTMEHHUTH O0KalyeMOe peIlIeHHE TMOJHOCThIO WM B 4YacTu (IPU3HATH
HE3aKOHHBIM JieHcTBUE (0€3eHCTBUE) U IPUHATD PEIICHHE 110 CYILIECTBY;

B) OTMCHHUTh 00XaJlyeMOe pEHICHHE TMOJHOCThI0O WM B YacTh (IPHU3HATH
HE3aKOHHBIM JeicTBue (Oe3neiicTBue), o0sa3aB YUK mnoBTOpHO paccMoTpeTh
BOMNPOC ¥ NPUHSATH PEUICHUE IO CYIIECTBY (COBEPIIUTH ONPEIEIECHHOE IEHCTBUE).

B ciyuae ecniu y YUK umeercs nundopmanus o NpuHATUU K PACCMOTPEHUIO
CYyJIOM aHAJIOTMYHOM >KaJloObl 3asiBUTENISE O HApyLICHUSX H30MpaTeabHBIX TpaB,
KOMHUCCHUSI TIPUOCTAHABIMBAET PACCMOTPEHUE ATOr0 OOpalleHus A0 BCTYIUICHUSA
pelIeHusl cyJa B 3aKOHHYI cuily. B ciyuyae BbIHECEHMsS] CyJOM peIIeHUs
0 CYIIECTBY >Kaj100bl KOMUCCHS IPEKPAILIAET €€ pACCMOTPEHHE.

Kamoba wa pemenue win gaeiictBue (Oe3gericteue) YUK  unum
ee JOJHKHOCTHOTO JIMIIA, Hapyliarolee n30upaTelibHble IpaBa rpaxaaH, MmoaaeTcs
B KOMHUCCHIO, YIOJTHOMOYEHHYI0 Ha €€ PacCMOTpPEHHUE, HEMOCPEICTBEHHO MO0
yepe3 ykazannyro YHUK. Jlannas sxanoba MOKeT OBbITh MOaHa JTUYHO WJIM UHBIMU
criocobamu, 00ECIEYMBAIOIIMMHU TMOJYUYCHHE Kajdo0bl 10 HCTEUCHUS] CPOKOB,

IpPEeAYCMOTPEHHBIX MYHKTOM 2 cTtatbhu 78 PenepanbHoro 3akoHa Ne 67-03.

2.8. XpaHeHnue 1 ucnosab3oBaHue nevareit u mrammnos Y UK

Jns ynocTtoBepeHus: NOMIMHHOCTUA JTOKYMEHTOB WJIA COOTBETCTBUS KOIHM
JOKYMEHTOB IOJIMHHUKAM HUCHoJIb3yeTcs nedars Y MK.

JIns mpocTtaBieHUST OTMETOK O IIOJYYEHHUH, PETUCTPAlUU JTOKYMEHTOB
B YUK MOryT ucnonp30BaThCs IITAMIIBI.

BaxHo 3HaTh: usrotoBieHue nedyatu U mramnoB YUK ocymecTtBisiercs
n3bmparenbHOM Komuccuen cyobekta Poccuiickoit ®denepanini B COOTBETCTBHHU

¢ 00pa3noM u onucaHueM, yrBepxkaeHHbIMU octaHoBiaenuem [{UK Poccuu.


http://www.consultant.ru/document/cons_doc_LAW_420504/2fc3ffcdd44c1eb57d2b16e0a771b09aadef2abd/#dst103197
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[Tewats YUK mnpoctaBisiercss Ha MpPOTOKOJax 00 HUTOrax roj0COBaHUS,
Ha komuax pemenud YMWK, Ha mnakerax npu OTHpaBKE JTOKYMEHTOB, IIpHU
0o OopMJIEHUH TOKYMEHTOB Ha MIPUEM TOBAPHO-MATEPUATIbHBIX LIEHHOCTEH.

[Tewatp YUK mnocne okoHuaHus wu30MpaTeabHOM KaMIIAaHUM JOJIKHA
XpaHUTbCS B  HAJEKHO 3aKphlBAEMOM M  OleyaTbiBaeMoOM celipe wiun
MetamuinyeckoM mkady B TUK.

[Ipencenatens YUK B mnepuos mnpoBefeHUs BBHIOOPOB OCYIIECTBISET
KOHTPOJIb 32 IIPABUJIIBHOCTBIO XPAaHEHUsS U UCIOJIb30BAHUs [I€4aTH, 3aTEM IIepeaeT

e4aTb HAa XpaHCHUC B BHINICCTOAITYHO KOMUCCHIO.

2.9. ®opmupoBaHMe el M ImepegaYya HMX B BBIIIECTOALILYIO
H30MpaTeJIbHYH0 KOMHUCCHIO

Homenknatypa nen mnpenHasHadueHa st (OPMHUPOBAHUS HCIOTHEHHBIX
JOKYMEHTOB B JieJla, CHUCTEMAaTH3allMM M Yyd4eTa Jel, OIpPEIEJCHUsS CpPOKOB
UX XpaHEHHUS.

B HOMeHKknaTypy Jed BKIIOUYAKOTCS 3arojOBKH JI€Nl, OTPa)arollHe BCE
JTOKYMEHTHPYEMbIE€ YYaCTKU PabOThl Y4aCTKOBON KOMHUCCHUH.

3arojoBOK Jiefla IOJHKEH YETKO OTpa)kaTb OCHOBHOE COJIEP’KaHHME U COCTaB
nokyMeHTOB. He momyckaercsi ymoTpeOJieHHe HEKOPPEKTHBIX (HOPMYIHUPOBOK,
BBOJHBIX CJIOB U CJIOKHBIX 000POTOB.

[Ipr cocraBiieHMH HOMEHKJIATYpbl [€JI CIEAYEeT PYKOBOJICTBOBATHCA
[lepeuneM THUIIOBBIX YHPABJICHUYECKHX APXWBHBIX JTOKYMEHTOB, OOpa3yIOIIUXCS
B IIPOLIECCE JAEATEIBHOCTH T'OCYIAapCTBEHHBIX OpPraHOB, OPraHOB MECTHOIO
CaMOYMpaBJI€HUsT W OpraHu3alMii, C YyKa3aHUEM CpPOKOB UX XpaHEHWUS,
YTBEPKIEHHBIM NpukazoM DeaepanibHOro apXuMBHOro areHTcTBa OT 20 mekadps
2019 roma Ne 236 (manmee — IlepeueHb), mopsaKamMu XpaHEHUs M Mepenaydu
B apXUBBl JOKYMEHTOB, CBSI3aHHBIX C IOJIFOTOBKOM M TPOBEACHUEM BBHIOOPOB,
ytBepxkaeHHbiMu  [IMK Poccun u  u3OuparenbHOW KOMHUCCHEH CyOBEKTa

Poccuiickoit @enepannu, HoMeHkaarypamu gen Y MK 3a npenmecTByromme rojisl.
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Baxno 3naTh: HOMeHknatypa aen YUK cocraBnsiercs cexperapem YUK,
cornmacoBbiBaeTcss ¢ THUK wu yrBepxknmaercs mnpencemarenem YUK, B ciywae
BO3HMKHOBEHHUS HOBBIX JI€J OHM JOMNOJHUTEIBHO BHOCSITCS B YTBEPKICHHYIO
HOMEHKJIATYypy AEN.

[To oxOHUYaHUM KaXAOTO KaJEHJAPHOI'O Iojla B KOHIIE HOMEHKIIATYPHI AT
COCTaBJISIETCS MTOTOBas 3allMCh O KOJMYECTBE 3aBEJACHHBIX €7 (TOMOB, YacTeil)
OT/IEJIbHO TOCTOSIHHOTO U BPEMEHHOTO XPaHECHUS.

Cpok xpaHEHHs JOKYMEHTOB YKa3bIBA€TCS B HOMEHKJIATYPE JI€J CO CChUIKOU
Ha COOTBETCTBYIOIIYIO cTaThio llepeyHs WM Ha MYHKT COOTBETCTBYIOIIETO
[Topsinka xpaHeHHs U NIEpeJavyv B apXUB JOKYMEHTOB, CBSI3AHHBIX C MOJATOTOBKOM
U TIPOBEICHUEM KOHKPETHBIX BHIOOPOB.

Hcunciaenue CPOKOB XpaHeHUs JIOKYMEHTOB, 3aKOHUYECHHBIX
JEJIONPOU3BOICTBOM B TEKYILIEM IOy, HAQUMHAETCS ¢ | SSHBaps CIEAYIOIIETO roja.

3aKOHYEHHBIE JEIO0MPOU3BOICTBOM JOKYMEHTBI opopMmIsItOTCA
u criucbiBatoTcs  npencenarenem YUK B geno. VcnonHeHHBIE JOKYMEHTBI
(bopMUPYIOTCS B Jieia B COOTBETCTBUU C YTBEPXK/IEHHON HOMEHKJIATYpOil J1ed.

He momyckaercsi moMEIIEHHUE B JI€JI0 JOKYMEHTOB, COAEPKaHUE KOTOPBIX
HE COOTBETCTBYET 3aroJIOBKY J€a.

[Tpu BriIIOYEHHH B Aes0 (PaKkcOrpaMMBbI JIelaeTcsl €e KCePOKOIHUs, KOTopas
nonmuBaercs B geno.  IlommuHHUK — (dakcorpaMMbl  YHHUYTOXKAETCS
C TIPOCTABJICHUEM Ha KCEPOKOIMMH OTMETKH 00 YHUUYTOKCHHH.

B neno Bxiro4aroTCs BCE JOKYMEHTHI IO KOHKPETHOMY BOIIPOCY BMECTE
C IPUJIOKEHUSIMH, YKA3aHHBIMH B TEKCTe JOKyMmeHTa. Ilpm oTcyrcTBumM
MPWIOKEHUH, YKa3aHHBIX B TEKCTE TOKYMEHTA, MpeaceaaTeNb JUOO0 CEKpeTapb
YUK o006s13aH cienath 3aUCh HAa IOKYMEHTE 00 UX MECTOHAXOK/ICHHH.

[Iporokosbr 3acemanuii YHK pacnosmararorcss B €€ 1O XpOHOJIOTMHA
B MOpsIKE BO3pacTtaHusi HOMepoB. JlokyMeHTHI K 3aceaanuto YK nomemarorcs
IIOCJIE COOTBETCTBYIOILIETO MPOTOKOJIA.

B nene «llepenucka» wucxonsdmuii (OTBETHBIM) JOKYMEHT IIOMEIIAETCS

IIOCJIC BXOOAIICTO.
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OOpaieHust rpaxkJaH U JOKYMEHTHI IO MX PACCMOTPEHUIO (POPMHUPYIOTCS
B OTAeNbHbIE fena. Kaxaoe oOpamieHre u Bce JOKYMEHTBI 110 €r0 pacCMOTPEHHUIO
COCTaBIIIIOT B JIeJ€ CAaMOCTOSITENIbHYIO TPYIIy U pacrnojaraioTcs B andaBUTHOM
MOpsJIKE MO NMepBbIM OyKBaM (aMUIUil aBTOPOB 0OpaIieHHil.

3a COXpaHHOCTb JIOKYMEHTOB W Jen g0 nepegaun ux B THUK
OTBETCTBEHHOCTH HeceT npeacenarens Y UK.

Ilo wroram mnpoBeAeHHs] TOJOCOBAHWUS M IOACYETAa TOJ0COB
n3oupareseii YUK nepenaer B TUK Ha xpaneHue:

v mepBblii  dk3emiuap nportokona YUK 00 wMrorax roiaocoBaHHS
Ha U30MpaTeIbHOM y4acTKe U MPUJIOKEHHbIE K HEMY JOKYMEHTHI;

v Bropoii ok3emmisp nporokosa YUK 00 wWrorax rosjocoBaHus
Ha U30MpaTEeIbHOM Y4YacTKE W 3aBEPEHHbIC KOMHH JOKYMEHTOB, MPHIIOKEHHBIX
K IIEPBOMY 3K3EMILISIPY MTPOTOKOJIA;

v' Memkd (KOpOOKH) ¢ yIAaKOBAaHHBIMA B HHX H30UpaTENIbHBIMU
OrOJIJIETEHAMM, CIMCKOM H30upareneil U MHOM HM30MpaTeNbHON JTOKyMEHTaluen
(BTOM uyHclle CHHMCKM HaOiojnaresned, HHBIX JIMI, B OTHOUIEHHMHM KOTOPBIX
OpeJyCMOTPEHO IMIPaBO MPUCYTCTBOBATH HAa M30MPATEIbHOM y4YacTKE IpHU
IIPOBEJICHNH, YCTAHOBJICHUN UTOTOB I'OJIOCOBAHMS);

v' neuars YUK;

v/ JleNa COrJIaCHO YTBEPIKICHHOW HOMEHKIIATYpPE JIEll.

Jesla ¢ NOKYMEHTaMH INOCTOSHHOIO M BPEMEHHOIO XPaHEHHUs COIVIACHO
yTBepkaAeHHOM HOMeHKIIaType nen nepeaawrces YUK B TUK no akry.

Ha o0no0xKky nena HakjeMBaeTCsl COOTBETCTBYIOIAs 3THUKETKa. B kaxmoe
JI€J10 BKJIAJBIBAETCS OINUCH TOKYMEHTOB.

Baxno 3nHarb: VYUK cocrtaBiasieT CBOJAHYIO ONWCh  CIAaBAEMBIX
n30upaTeIbHBIX JOKYMEHTOB B JABYX JK3eMIUIApax (OIMH SK3EMIUIIpP MeperaeTcs

B THK, BTOpOI1 OcTaercs B YUK).
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2.10. HurepaktuBHbIii padouyuii OsoxkHoT YHUK. H30mMpaTenbHbIe
AOKYMEHThI, cocTaBjasiemble YUK

NurepakTuBHbiii  padoumii OgoxkHor YUK — 310 mnporpammHoe
oOecrieyeHnue, OCHOBHOM LEJIbI0 KOTOPOro fABIgeTcs mnomMoulb B pabore YUK
B UX IIOBCETHEBHON [NEATENBHOCTH, KaK B BOIpOcax JEJONPOU3BOJACTBA, Tak
U B COOJIIOJIEHUN poueayp, MPETYCMOTPEHHBIX JEUCTBYIOIIUM
3aKOHOJIaT€JIbCTBOM U HOPMATHUBHBIMHU aKTaMH.

WNurepaktuBubli  pabounit OnoxkHor YUK mnpennonaraer ero 3amyck
U WCMOJIb30BAHUE Ha CTalMOHAapHBIX KommbioTepax B YHMK B kauecTse
BCIIOMOTaTEeJIbHOTO  CPEeACTBAa IS  BbINOAHEHUs wieHamu YUK  cBomx
00s13aHHOCTEH BO BpeMsI IIPOBENCHUS M30MPATENbHON KaMITaHUH.

HNuTepakTuBHBIN pabounii OJIOKHOT YUK NpeaHA3HAYECH 151
UCIIOJIb30BaHMUS Ha JIOKAJbHOM KOMIIbIOTEpe Oe3 joctyna B ceTb HHTEpHeT.
BHocumble B HEro JaHHbIE XpaHATCA Ha JKECTKOM JIMCKE KOMIIBIOTEPA;
nporpaMMHOe OOeclieueHHe He MPOU3BOAMT ABTOMATHUYECKYIO Iepeaady
coOpaHHBIX JIaHHBIX Yepe3 paziuyHble CIOCOOBI CBSI3U, B TOM YHCIIE MPU TOMOITU
cetu IHTEpHET.

WNurtepaktuBHblli pabounii OmokHor YUK aBToHOMEH U He Tpelyer
crienMagbHONM ycTaHoBKU. [l oOecriedeHust ero paboThl Takke HE TpeOyercs
YCTaHOBKA KaKUX-TUOO TOTIOTHUTEIBHBIX MPOTPAMM H MPUIOKEHUH.

Jlist opraHu3anMyd BO3MOKHOCTH BBOJa MHGOPMAIMH O TPOBOMSIICHCS
KaMIaHuu  (MpOBOJAIIUXCA  KaMIaHUAX) HMEETCS  JIB€  BO3MOXKHOCTH:
B aBTOMATHYECKOM peknuMe (ykasbiBaercs myTh K mamnke ¢ ¢ainamu CIIO YUK
Y BHOCHUTCSI HOMEp H30MpPATEIbHOTO YYacTKa) U B PYYHOM pexXUMe (JTaHHbIE
00 n30upaTeIbHON KaMIIaHUU (KaMITAHHUSX ) BHOCSATCS BPYYHYIO).

NurtepakTuBHblil padbounii 6i10kHOT YUK nepBocTeneHHO OpUEHTUPOBAH Ha
METOJMYECKOE COMPOBOXKICHWE W30MpaATENbHBIX KaMmaHui  (QeaepaabHOro
YpOBHSI, BMECTE C TEM aKTyajbHas Bepcusi OJJOKHOTA MO3BOJSET €r0 UCIOJIb30BATh

BO BpeMsl IPOBEICHUS M30UPATENIbHBIX KAMITAHUM BCEX YPOBHEM.
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B «bubnnoreke noxkymeHToB» MHTepakTHBHOro padouero 6moknora YUK
coOpaHbl 1a0JOHBI JOKYMEHTOB, KOTOPBIE NPEA3alOJHSAIOTCS MPU OTKPBITHH
B COOTBETCTBUU C BBEJEHHBIMH UCXOJHBIMU JIAaHHBIMU B HACTPOMKAX MPOTrPAMMBI.

B HnrepaktuBHOM pabouyem OnokHore YUK peannsoBaHa BO3MOXKHOCTb
HE TOJBKO TMONoJHATh «bubOanoTekn JOKYMEHTOB», HO M (QOpPMHUPOBATH
aBTO3aIOJIHsIEMble 11a0JIOHBI (HOPM M JOKYMEHTOB JI JIIOOOW M3 MPOBOJIUMBIX
n30upaTesbHbIX KaMIIaHUH.

WNurtepaktuBHbli pabounii 01okHOT YUK BO3MOXKHO HCIONB30BAaTh MpPH
COBMEIICHHBIX BbIOOpax ((eaepanbHblil, PETMOHAIBHBIA W MYHUIUIAIbHBIN
YPOBHHU).

B Oubnuorexke moxymentoB MuHTepakTuBHOTO pabdouero OmoxkHora YUK
JOKYMEHTBI OTCOPTHUPOBAHBI MO CIAEAYIOIIUM KaTErOPHUSIM:

v «Criucok uzbuparenein;

v «MOOUIBLHBIN U30UpPATED;

v «/30uparenbHble OIOIIETCHNY);

v «llogcuer  romocoB  m30Mpareneii M yCTAHOBJIEHHE  HTOTOB
rOJIOCOBAHUS;

v «['o10cOoBaHKE B MOMEIICHUH ISl TOJIOCOBAHUSA;

«Il"onocoBaHue BHE MOMEILIECHHUS AJIS TOJIOCOBAHUS»;
«Habnronarenu, npencrautenu CMINy;

«O0pamienus (3kano0bl, 3asBICHUS )»;

«MadopmupoBanue nzdupatenei, mpeaBbIOOPHAs arUTAINY;
«Oprannzanus padotel Y UK»;

«Buneonabnronenuey;

DN N N N N N

«IIporokon YUK 00 urorax ronocoanusi ¢ otmetrkoil «[IoBTOpHBIIY;

v «IIporokon YUK 06 urorax rosocoBaHusi ¢ OTMETKON «ITOBTOpHBIi
MOJCYET FOJIOCOBY;

v «llpencraBnenne mpoTokoda YMK 00 wrorax roiocoBaHMs M HHBIX
nokymeHTOB B THKy;

v' «Pabora ¢ KOUby;
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v «JlocpouHOE TOI0OCOBAHUEY;

v «®DuHaHCOBas JAEATCILHOCTHY.

YacTh JOKYMEHTOB B OMOJHMOTEKE JOCTyMHA JJIsi MPEANpPOCMOTpa; CIpaBa
OT TaKMX JIOKYMEHTOB oToOpaxkaeTcs kHomka «[locmorpeTsy. Ilocne ee HaxaTus
TEKCT JOKYMEHTA OTKPOETCS BO BCIUIBIBAIOIIIEM OKHE.

B okHe mnpeampocMoTpa MOXKHO O3HAKOMHTBCS C TIEPBBIMH  IISITHIO
CTpaHHIIAMH JOKYMEHTa. ECiM JOKYMEHT COJEpKHUT Oojiee MATH CTPaHHI], BHU3Y
NOCIIETHEH  CTpaHUIBl JIOKYMEHTa oOToOpaxkaeTcss KHomka «CkadaTh s
NPOJOJKEHUST TIpocMoTpay. Kpome Toro, mjis BceX JOKYMEHTOB B PEKHME
IPOCMOTpa JOCTynmHa KHoOmMKa «CKadaTh» B BEPXHEH YacTH CTPAHUIIBI PSAIOM
C 3ar0JIOBKOM.

[Ipu ycnemHo# 3arpyske (aiima oToOpa3uTCcsi yBEIOMIIGHHE O TOM, HTO
JOKYMEHT ObLT COXpaHEH Ha JIOKAJIbHBIN KOMITBIOTED.

[Tpu 3arpy3ke mosst B JOKyMEHTE OyAyT 3amojHEHBI JAaHHBIMU M3 HACTPOCK
nporpamMmbl. JlJis TOTO YTOOBI 3arpy3uTh HEOOXOAMMBIA ITOKYMEHT, HaKMHUTE
KHOTIKY «CKauaTh» Ha €ro KapTouyke. 3arpy3uTh W aBTOMATHYECKU OTKPHITH (haiii
MOJKHO TIPH TIOMOIIY KHOTIKU «CKavaTh U OTKPHITHY.

Ecnn Ha JOKadhHOM KOMIBIOTEpPE HE YCTAHOBJICHO IPOrPaMMHOE
obecrieuenue MS Word, oToOpa3uTcs COOTBETCTBYIOIIEE YBEIOMIICHUE, U TIPH
3arpy3ke JOKyMEHTa HE OyIeT NPOUCXOJHWTh aBTOMATHYECKOTO 3aIOJTHCHHS

JAHHBIMU U3 HACTPOEK IIPOTPAMMBI.



