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Mecrto xpaHeHust

CayxeOHas nHpopManus HaumenoBanne
OIrPaHHYEHHOI0 PAaCIPOCTPAHEHUS HH(}OPMALHOHH O (xabuner)
(xoH(pHuAeHIHAIbHAs HHPOPMALHS, cHucTembl/0e3
KOH(}HAeHIHAIbHbIE JaHHbIE) HCI0JIb30BAHHS
CpencTB
aBTOMATH3ALHH
1 Tlacmopruele nammsle, Ttenepon, MHH,| Bes ucnosb3oBanus | Kabuner aupekropa

%CHI/IJ'IC, CBelleHHsI O 3apaboTHOM IuIare,
COCTAaB  CEMbH, [aHHBIE O COCTOSHHH
'3JI0POBBSI, O CYIUMOCTH, O BOMHCKOM y4eTe
' COTPYAHHKOB.

Cp€ACTB aBTOMAaTH3alluH

' JlaHHBIE CBHIETENHCTBA O POXKACHUH,
 IIaCIOPTHBIE TaHHBIE 00yJaronmxcs,
ponuTenel (3aKOHHBIX MPEICTaBUTENEH ),
Tene(oHbI poauTeneit (3aKOHHBIX
[IpeJICTaBUTENEN ), TaHHBIE O COCTOSTHUU

' 3710POBBsI 00YYArOIAXCS. ‘

bes HUCIIOJIE30BAHUS
CPEIICTB aBTOMATH3AI[UH

Kabuner
nupekropa o YBP

JXKypHnaunsl yuéra paboTsI Iearoron

bes HUCIIOJIb30BaHUS
CPENICTB aBTOMaTHU3aI[ul

Kabuner
mupekropa o YBP

[lepcoHayIbHBIE  JaHHBIE  COTPYIHHKOB,
00y4aromuxcs U UX pOLUTENEH (3aKOHHBIX
IIpeICTaBUTENeH)

WCTTTs — 2

Kabuner
aupekropa no YBP

JInyHble JeNa, TMYHbIe KapTouku (popma
'T-2) COTpYIHHKOB

bes KCIIOJIb30BAHUSA
CPEICTB aBTOMAaTH3aIlH|

Kabuner mupexrtopa

TpynoBbie KHHXXKH COTPYIHUKOB

bes HCIIOJIb30BaHHUA
CpE€ACTB aBTOMAaTHU3allul

Kabuner aupexropa

IIpuka3bel ¥ OCHOBaHHS K IIpHUKa3aM IIO
| IMMHOMY COCTaBYy

bes HUCIIOJIb30BaHUS
CpEICTB aBTOMaTH3aIlNK1

Kabuner mupexrtopa

Jena, copepxamme MaTepHaidbl IO
ITOBBIIIIEHUIO KBaTU(HKALAH 51
IIEPENOATOTOBKE COTPYIHHUKOB, HX

arrecranuu

bes HMCIIOJIb30BaHUA
CpEICTB aBTOMATH3AINI

KaGuner mupexropa

Kommu OTYCTOB, HaIIpaBJIIAIEMBIE B OpraHbI
CTaTUCTHKHU

bes
CPEACTB aBTOMAaTH3AINHI

HCIIOJIb30BaHUS

Kabuner mupekropa

3aMECCTHUTEIIA

3aMCCTUTCIIA

3aMCCTHUTEIIA
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nena 00y4arommxcs H be3 ucnonb3oBanus KaOuHeT 3amMeCcTHTEINs
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i CpEZICTB aBTOMATH3aIuu
[
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IMOJIOKEHUE
0 nopsiAKe o0pameHHs ¢ JOKyMEeHTHPOBA
cayxe0HoH HHGoOpManHel OrpAHHYEHHOI0 Pacnpo

JleTcKo-I0HOMECKOo# cnopTHBHOMH mKoje Ne2 r. /lanniioBa

1. O6mue moJiosKeHHS.

1.1. TlomoxeHwe O IOpsAAKE OOpaleHUs ¢ JOKyMEHTHPOBAHHOM CiyxeOHON HHGpopManuen
OrPaHWYEHHOTO PACIPOCTPAHEHUS B MYHHIHUIAIBHOM OIO[UKETHOM YYPEXKICHHH JIOMOJHHTEIBHOTO
o0paszosanus JeTCKO-IOHOUIECKOM crmopTuBHOM Imkone Ne2 r. JlaHmimoBa (najnee COOTBETCTBEHHO
-ITonoxxenne, JFOCIII Ne2) ompenenseT MOpSIOK OOpamieHUs CO CIIy)KeOHBIMH JOKYMEHTaMH H
JIPyTUMY MaTepHalbHBIMH HOCHTENIMH HH(popMmanuu ((poTo-, KHHO-,BUIEO- H AyAUIUIEHKH H 1p.),
COZIEPIKAIMMH  CITY)KeOHYI0 HH(GOpPMAIUIO OrPAaHHMYEHHOTO JOCTyNa (PacIHpOCTPAHEHHS) C Y4YETOM
nonoxennit ®enepanpHoro 3akoHa ot 27.07.2006 roma Ne 149-®@3 «O6 wuHdOpmaimu,
UH(POPMAIIMOHHBIX TEXHOJOTHAX ¥ 0 3ammre HHbopManum» U [lonoxenus o mopsanke oOpamieHus o
cnyxeOHoM uH(pOpMaIHeil OrpaHMYEHHOTO pPacIpOCTpaHEeHHs, yTBepxkaeHHoro IlocTaHoBieHHEM
ITpaBurenscTBa PO o1 03.11.1994 1. Ne 1233.

1.2. K cnyxeOHON HWHOOpPMAIWH OrpaHHYEHHOIO PAcHPOCTPAHEHMs OTHOCHTCS HECEKPETHas
undopmanus, kacaomascs aesteasbrHoctd JFOCI Ne2, orpanndeHre Ha paclpoCTpaHEHHE KOTOPOH,
TUKTYeTCS CITy)KeOHOH HEOOXOAMMOCTBIO.

1.3. K IOKyMEHTHpOBaHHOW CIy)keOHOW HH(GOpPMAaIMi OTPaHHYEHHOTO PAaCIpPOCTPAHEHMS He
MOT'YT ObITb OTHECEHBI:

— JIOKQJIbHBIE HOPMATHBHBIE aKTHI, 3aTparuBalOLIMe IIpaBa U CBOOOIBI IPaX/IaH,

— omucanue crpykrypsl JJFOCII Ne2, ero ¢ynkimu, HanpabieHHH U (GOpM JIeATENBHOCTH, a
TaKXKe ee aJpec.

- JOKYMEHTbI, HaKalUIABaeMble B OTKPBHITBIX apXMBax, MH(QOPMAIIMOHHBIX CHCTEMAX,
HeoOXO/IMMBIE JUIS pean3aliy Ipas, cBOOOA U 00s43aHHOCTEH IpaXk1aH.

1.4, Ha  pmoKyMeHTax, COAepXammX  CIyXeOHyl0  HHOOpPMAIMIO  OTPaHUYEHHOIO
pacrpocTpaHeH s, TPOCTABIISETCS MOMETKa « {71 CiTyKeGHOro MOJIb30BaHU).

1.5. PykoBomutens, powkHoctHble juma JHOCII Ne2, mpunsBIIME pellleHHE 00 OTHECEHHH
JIOKYMEHTHPOBAHHOU CIIy)KeOHOUW MHGOPMAIMK K pa3psly OrpaHMYEHHOTO PAaCHPOCTPAHEHHS, HECYT

‘ IIEPCOHATIBHYIO  OTBETCTBEHHOCTH 34 060CHOB&HHOCTB IIPAHATOTO  pCIICHUS, cobmoneHue

OTpaHHuCHHHN, TPeayCMOTpeHHBIX 1. 1.3. Hacrosmero IlonoxzHus, a TaKKe 3a OOECIEYEHHOCTH
3alIMTEl HOCHTENEH HWH(POpMAUM OrpaHUYEHHOIO DPACHPOCTPAHEHHS M HCIOJIb30BAHUS CPEICTB
OPITEXHUKH MPU TOATOTOBKE 3TUX JOKYMEHTOB.

1.6. JlokyMeHTHpOBaHHas CiyxeOHas HH(GOpPMAmMs OrpaHHMYEHHOTO paclpocTpaHeHHs 0e3
cankuuyu pykosomurenss JIFOCHI Ne2 wm ero 3amectuTenedl He MNOMISKHT —pPa3IVIalIEHHIO
(pacnpocTpaHeHHIO).

2. Kareropnu J0/KHOCTHBIX JIHL, HMEIOMIUX JOCTYH K CJIyKeOHOM
uHpOpPMAHH OTPAHNYEHHOI0 PACIIPOCTPAHEHHS.

21. Jloctym K  JOKYMEHTHPOBAaHHOM  ciyxeOHOH  HMH(pOpMAaMd  OTrPaHUYEHHOIrO
pacipoCTpaHeHUs] UMeeT onpenenéHHbId Kpyr coTpyAHUKoB JIFOCIII N2, ciucoyHbIi cOCTaB KOTOPBIX
yTBepkaeTcs ©W u3MeHsercs mnpukazoMm aupekropa JIOCII Ne2. Bcee IODKHOCTHBIE JIMIIA,
JIONYyIIICHHBIE K paboTe C JOKYMEHTaMH OIPaHMYEHHOIO pacIpOCTPaHEHMs, JOJDKHBI BBIIOIHSATH
HacTosiee IlogoXenre U JOKHOCTHYIO HMHCTPYKIIMIO OTBETCTBEHHOIO 3a pabOTy C JOKyMEHTaMH
CclIy»e0HOro MoJIb30BaHMs orpannyeHHoro pactpocrpanenus (nanee JICIT) (mpunoxenne Nel) u ObITh
O3HAKOMJIEHBI C HACTOsIIed WHCTpyKuued mox pocmuch B OKypHame yué€ra JocTyma K
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2.2. CnyxebHas wHOOPMALHsS OrPAHHYEHHOIO PAacIpPOCTPAHEHHUS HE MOMJIEKUT PA3ITIAIICHUAIO
(pactpoCTpaHEHHIO).

2.3. Corpyanukam JIFOCII Ne2, uMeronmM IOCTYI K HOCHTENM HHPOPMAIMH C MOMETKOH
«J1n5 cy’KeGHOTO OIb30BaHKsY, 3alpelaeTcs: Coo0IaTh yCTHO MM MHCBMEHHO KoMy ObI TO HH ObLIO
CBEJIeHHUS, COJIepIKAIMECS HA STUX HOCHTEISIX, €CIIH 9TO He BBI3BIBACTCS CIIYKEOHOH HEOOXOIMMOCTHIO
C paspenIeHus JUPEKTOPa, UCIIOIb30BaTh JaHHYI0 HH()OPMAIHUIO B COOOMIEHHSX, CITY/)KEOHBIX 3allUCKaXx,
€CJIH OHA MOYKET CTaTh M3BECTHA JIMIlY HJIM KPYTy JIMI[, He HMEOIIUX JOCTyIa K JaHHOH HHGOpMaIH.

2.4. 3a pasriaiiende ciayxeOHoH HHGOPMAIMH OrpaHMYEHHOTO PAcIpOCTPAHEHHUS, 38 HapyIICHUE
nopsaka oOpalleHHss ¢ JOKYMEHTaMHM, COAEPXKallMMH TaKyl HMH()OpMAlHWIO, OTBETCTBEHHbIC JHIA
MOT'YT ObITh IPUBJICYEHBI K JUCIUIIMHAPHON OTBETCTBEHHOCTHIO. -

3. Ilpuem, xpaHeHHE JOKYMEHTOB, COAEPKAMUX HHGOPMALMIO OTPAHUYEHHOT0
pacnpocTpaHeHus

3.1. Tlpmem, XpaHeHHE JOKyMEHTOB, COIEP)KAIIMX HHOOPMAIMIO  OrPaHHYEHHOTO
pacrpoCTpaHeHHsl, OCYIECTBIIETCS TUPEKTOPOM.

3.2. JIOKyMEHTHI ¢ TIOMeTKO# « /11151 CiTykeOHOro noiIb30BaHUusg»

- CO3JAal0TCS HA AaBTOMATH3MPOBaHHOM pabodeM MecTe C 3aKpBITHIM JIOCTYIIOM B OOHIyIO
urdopmainonnyro cucremy JJFOCIIT Ne2;

- [IepeJArOTCS OTBETCTBEHHBIM JIMIIOM IIOJ] PACIIHCKY B 3all€4aTaHHOM KOHBEPTE;

- [IEPECHUIAOTCA MO MOYTE 3aKa3HBIMH II0YTOBBIMH OTIIPABICHUSIMH,

- XpaHsTCs B cefde.

3.3. 3anpemaercs CKaHWPOBAaHHWE, BBEJCHHE B CHCTEMY 3JIEKTPOHHOIO JOKYMEHTOO00OpOTa
SNEKTPOHHOM BEPCHH JOKYMEHTOB C TOMETKOH « /1715 CiIy:KeOHOTro MOJIb30BaHM D).

3.4. YHUUYTOKEHHE JOKYMEHTOB C TOMETKOM «JlJIs CiIy’keOHOIO MOIb30BaHUs», YTPATHBIIUX CBOE

[PaKTHYECKOE 3HAYEHHE, TIPOM3BOAUTCS 0 aKTy (mpuioxeHne Ne3).

4. 3ak/0unTe/IbHbIE M010KeHHS
4.1. U3menenus B HacTosiee [lonoxkeHHe MOTYT BHOCHUTBCA B COOTBETCTBHM C JECHCTBYIOLIHM
3akoHoarenbscTBoM Poccuiickoit denepanun u YerasoM JIFOCIIT Ne2.
4.2. Hacrosimee ITonoxenue BHOCHTCS B HOMEHKIaTypy Aen JJFOCIIT Ne2.
4.3. Hacrosmee ITonoxeHue IMOLIEXUT pa3MeIIeH 0 Ha opHIaIbHOM caifTe B ceTd VIHTEpHET.
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JOJDKHOCTHASI MHCTPYKIMS
OTBETCTBEHHOTI'O 3A PABOTY C JJIOKYMEHTAMH CJIYK
MOJB30OBAHUSI OTPAHUYEHHOT'O PACIIPOCTPAHEHUS

1.06mue noJioxkeHust
1.1.0T1BeTCTBEHHBIH 32 paboTy € JOKYMEHTAMH CITyEeOHOTO IOJIb30BaHUs OIPaHHYEHHOTO
pacnpocrpanenus (nanee JICII) ocymectsnser Beaenue nenonpousnonacrsa B JIFOCIL Ne2.
1.2.0TBeTCTBEHHBIH 3a paboTy ¢ JOKYMEHTAMH CIIyKeOHOTO IOJIb30BaHUs OIPaHHYEHHOTO
pacnpoCTpaHEHHS OCYIIECTBISET MOTIUHSAETCS HenocpeacTBeHHO qupekropy JIFOCIIT Ne2.
1.3.0TBeTcTBEHHBIH 32 paboTy C TOKyMEHTaMH CIIy’)KeOHOTO M0JIb30BaHUSI OTPAHUYEHHOT'O
pacnpocTpaHeHUs OCYLIECTBISIET Ha3HayaeTcs npukasoM aupekropa JJHOCII Ne2.
1.4.01BETCTBEHHBIH 3a paboTy ¢ JOKYMEHTAMH CIIyKeOHOTO M0JIb30BaHUsI OTPaHHYEHHOTO
PacIpoCTpaHEH sl OCYIIECTBISIET B CBOEH JEATEIBHOCTH PYKOBOICTBYeTCs [lonoxkenueM o
nopsiaxe odpamieHus co cayxe0Ho# nHdpopmarueit orpanudeHHoro pacnpoctpanenus JJHOCII Ne2
Y HaCTOSIIIEN UHCTPYKLIHUEH.

2.IlpaBa
2.1.0TBeTCTBEHHBIH 32 paboTy C TOKyMEHTaMH CIIy>KEOHOTO MOJIb30BaHUSI OTPAHUYEHHOTO
pacrnpoCTpaHEHHs] OCYIIECTBIIIET UMEET MIPaBo:

* TpebOOBaTh OT HCHOJHUTENEH HcoaHeHUs JoKyMeHTOB J[CII B ycTaHOBIIEHHBIE CPOKH, a
TaKXe BCE HEOOXOAUMBIE CBEICHHSI O XOJI€ UCIIOTHEHUS IOKYMEHTOB;

*  TpeOOBaTh OT HCIIOJHHUTENIEH YETKOTO COOIONEHUS IPaBHJI XPaHEHHSI HOCUTENEH
JIOKYMEHTOB CJIy>K€OHOTO MOJIb30BaHMsl OTPAHUYEHHOTO paclpOCTPAHEHHS;

* paboTarh ¢ JOKYMEHTaMH CIy»XeOHOTO ITOJIb30BAHUS OTPAaHHYEHHOTO PACIPOCTPAHEHHUS;

°  y4YaCTBOBAarh B KOMHCCHH II0 IPOBEPKE HAINYUS HOCUTENEH U JOKYMEHTOB CIyKeOHOTO
H0JTH30BaHMSI OTPAHUIECHHOTO PACIIPOCTPAaHEHHUS;

*  Y4acTBOBArTh IIPU YHUUTOXKCHHUU HOCUTEINIEH U JOKYMEHTOB CIIyKEOHOTO IOJIb30BAHHS
OTPaHUYEHHOT'O PACIPOCTPAHECHHUS.
3.00ssanHOCTH
3.1.0cHOBHOI 3a/1a4€eii OTBETCTBEHHOTO 32 PadOoTy ¢ JIOKYMEHTaMH CITyKeOHOro
10JIb30BaHMSI OIPaHUYEHHOTO PacIPOCTPAHEHUS SBISIETCS JEIONPOU3BOJICTBO U
OCyIIEeCTBICHHE KOHTPOJIS Hag ucronHeHueM nokymenTos JICII.

3.2. Jlyis BHINIOJTHEHHS YKa3aHHOM 3a/1a4yi OTBETCTBEHHBIN 3a paboTy ¢ JOKYMEHTaMH,
CoZIepKallAMH CBEJCHUS OTPaHMYEHHOI'O paclpoCTpaHEH s, 00sI3aH:

*  OCYIIECTBJIATH KOHTPOJIb 32 MPOXOXKICHUEM U cpoKamu ucnonHeHus fokymentos JICII,
JOKJIaIbIBaTh 00 WX HEBBIIOIHECHUH;

*  0(hOpPMIIATE: )XypHAJ ydeTa JOCTyna K HHPOPMAIIMOHHBIM pecypcaM, COIepKaIuM
CBEJIEHHS OTPAHHYECHHOTO PacIpOCTPaHEHHs, Xy pHAJl yueTa U BbLIady HeOyMaXKHBIX
HOCHTEJIEH TOKYMEHTOB «J[J1s1 CIy>keOHOr0 MOIB30BAHUSY;

°  COCTaBJATH CIPABKHU (CBOJKH) O Xoze HCIonHeHus JoKkyMeHToB JICII;

* npuauMath qokyMeHTsl JICII Ha moxnuck 3aBeqyIOIIero, IpOBEPSATh MPABUILHOCTD
cocraBjieHus B opopmieHus ucxonsmux 1okymentos JICII;

*  (opMHpOBATH Jiea B COOTBETCTBUY C YCTAHOBICHHONW HOMEHKIIATYpOH;




[image: image6.jpg]noarotasiuBarh nokymeHThl JICII k mocieyromeMy XpaHeHHIO U HCTIOIb30BAHHIO;
Tepe/aBarh Jiejia IOCTOSIHHOTO M BPeMeHHOTO (cBbiuie 10 J1eT) CpOKOB XpaHEHHS B apXHB;
obecrneunBarh yueT u xpaneHue 1okymenToB JICIL

4. OTBETCTBEHHOCTh 00S3aHHOCTEMH, MPETYCMOTPEHHBIX JODKHOCTEH HHCTPYKIIUEH.
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HUHCTPYKIUSA &
O NOPAJAKE OBPAIIEHUSA C JOKYMEHTUPORAHHOU CJI \
MH®OPMAIIMEI OTPAHUYEHHOI'O PACIIPOCTPAHEHMSI B

1. O0mue noIoXKeHus

1.1. Hacrosimast MHCTpyKus onpenenseT o0muiil mopsiiok oOpaiieHust ¢ JOKyMEHTaMH U IPyTHMHA

%
MaTeprajbHBIMH HOCUTEISIMUE HH(pOpMAIHH (J1ajee - JOKYMEHTaMH ), COIEPKAIUMHU CIIY)KeOHYIO
UH(OPMANHIO OTPAaHUIEHHOTO PACIIPOCTPAHEHHS B OPTaHH3AIHH.

* ~

Tpebosanus HacTosmend MHCTPYKIIUK pacIpOCTPaHSIOTCS Ha MOPSIOK OOpAICHHUS ¢ HHBIMA
MarepualibHBIMA HOCUTENISIMH CITy>KeOHO#H HH(MOPMAIMK OrpaHHYeHHOTO pacrnpocTpaneHus (poto-,
KHMHO-, BHJICO- M ayAHO- IUICHKH, MallTMHHBIE HOCUTEIU HH)OPMAIIHH ).

HHcTpykims He pacpocTpaHsIeTcs Ha MOPSAI0K 0OpaIeHust ¢ TOKYMEHTaMH, COIEPKAIMMU CBEICHMS,
COCTaBJISIOIIUE TOCYAaPCTBEHHYIO TalHY.

IIpaBuina paboThI ¢ CEKPETHBIMU JOKYMEHTaMM yCTaHaBIMBarOTCs VHCTpyKIne# o mopsake
obOpariienus co ciryxe6Hoi nHGopMalyeii OorpaHHYEHHOTO pacIpoCcTpaHeHus B MHHHCTEPCTBE
obpazoBanus U Hayku Poccuiickoit @enepanuu (¢ m3MeHenusmu Ha 10 asrycra 2012 rona).

1.2. K noxymeHTHpOBaHHOH CiTy)<eOHON HHPOPMAIIMN OrpaHHIEHHOTO PACIIPOCTPAHEHUS OTHOCHTCS
HeceKkpeTHasi HHpOpManus, Kacaromasics AeITeIbHOCTH OpraHu3ariii, OTpaHMYEHUs Ha
pacrpocTpaHeHHe KOTOPOH TUKTYIOTCS CIIy)XKeOHOH He0OXOAUMOCTHIO.

HeobxonumocTs nprucBoeHus JOKyMeHTaM rpuda « /11 ciry:xeGHOro mosib30BaHus» (B AajbHEHIIIEM
«JICI1») ompenensieTcst UCTIOMHUTENEM U IO/DKHOCTHBIM JIHIIOM, TIOIMHCHIBAIOIIUM HIIH
YTBEDKJAFOIIUM JOKYMEHT, B COOTBETCTBHH C «]lepeurem BUIOB ciyxeOHOM HHDOpMAIIMH, KOTOPYIO
HEOOXOIMMO OTHOCHUTB K pa3psily OrpaHHYEHHOI'O PaclipoCcTpaHeHust» (YTBEPKIACTCS PYKOBOAUTEIEM
OpraHu3aIlHH).

JloxyMeHTHpOBaHHas CIIykeOHast HHPOpMaIus, COAEpIKaIasics B MOArOTaBIMBAEMBIX OpraHu3aIuei
IIPOEKTax yKa3oB U pacnopsbkeHuii [Ipesunenta Poccuiickoit ®eneparuu, mocTaHOBIEHUN U
pacnopsokenuii [IpaButenscta Poccuiickoit denepanum, a Takxke Ipyrux CIyKeOHBIX TOKyMEHTAX, HE
IOJIS)KUT pa3mIalICHHIO.

1.3. K noxymMeHTHpOBaHHOM CIy)xeOHO# HHPOPMAIIHH OrpaHHYEHHOTO PACIPOCTPAHEHHS HE MOTYT
OBITH OTHECEHBI:

aKTh! 3aKOHOJATENILCTBA, YCTaHABIMBAIOIINE [IPABOBOM CTATYC TOCYAapCTBEHHBIX OPraHOB,
Opranu3alyii, O0IeCTBEHHBIX O0bEIMHEHHH, a TAKXKe IIpaBa, CBOOOIBI U 00I3aHHOCTH rpaxc,uaH
IIOPSAOK UX pean3aliim;

CBEJIEHYSI O UPE3BBIYANHBIX CUTYyalHsIX, OIaCHBIX IIPUPOIHEIX SBICHHSX H MPOIECCaX, SKOJOrHIecKas,
T'HJIPOMETEOPOIOTHYECKast, THAPOre0IorundecKas, AeMorpadudeckas, CaHH TAPHO-ITTHICMHUOJIOTHYECKAs
U Jpyras uH(GopMalms, HeoOxoaumast 11 obecredeHus 6e30MacHOro CyIeCTBOBAHHS HACEIEHHBIX
IIYHKTOB, I'pa)k/1aH M HACEJICHUS B LIEJIOM, a TAK)XE€ IPOU3BOJICTBEHHBIX OOBEKTOB;

ONHMCaHKe CTPYKTYPBI OpraHa UCIOJHUTEIBHON BIacTH, ero GyHKIM, HapaBIeHHH U GopM
NI TENIEHOCTH, a TAKXKE €ro afipec;

IIOPAAOK paCCMOTPEHUSA U pa3spCIICHUS SaﬂBHCHHﬁ, a TaK¥Xe 06paH_I€HI/II71 rpaxaaH U OPUIUICCKHUX JIUIIL;




[image: image8.jpg]peICHYA IO 3aABICHUAM H o6pameanM rpakxJiaH ¥ FOPHANYECKHUX JIHI, pACCMOTPCHHBIM B
YCTaHOBJICHHOM ITOPSAKE;

JOKYMEHTHI, HaKaI/IWBaeMbIe B OTKPBITHIX (POHIaX OHOIMOTEK M apXUBOB, HH(OPMAIOHHBIX
CHCTeMaX, HeOOXOIUMBIE JIJIS PeaTH3alliy IPaB, CBOOO M 00S3aHHOCTEN IrpaX/IaH.

1.4. PykoBOUTENH CTPYKTYPHBIX [OAPa3/IeIeHHH YUPEKIACHNH, OpraHA3alluii, IPEPUSITHN U T.1.,
TIPHHSIBIIAE PelleHHe 00 OTHECEHHH TOKyMEHTHPOBAHHOM CiTykeOHOM HH(bOpMALMK K paspsity
OTPaHUYEHHOTO PACIPOCTPAHEHHS, HECYT EPCOHATBHYIO OTBETCTBEHHOCTh 38 000CHOBAHHOCTh
IIPHHATOTO PElIEHUs U COOMOIEHHE OrPaHUYCHHH, IIPeTyCMOTPEHHBIX 1. 1.3 HacTosmei HcTpyKimHy,
a TaroKe 3a oOecrieueHne 3alMThl HOCUTeNei nHGOPMALlUU OIrPaHUYEHHOTO PACIPOCTPAHEHUS U
HCIIOJI530BaHHE CPEACTB OPITEXHUKH IIPH MOATOTOBKE 9THX JOKYMEHTOB.

1.5. JlokyMeHTHpOBaHHas CITyeOHasi HH(pOpMAaIHsA OTPaHHYEHHOTO PACIPOCTPaHEH s Oe3 CAaHKIIHH
PYKOBOJIHTEIS OPraHA3AIlWA MIIA €T0 3aMECTHTENeH He MOIEKHT PasIialleHuio (PacpOCTPaHEHHIO).

1.6. 3a pasmianieHne JOKYMEHTAPOBAHHOMH CITy»keOHOM HH(POPMALMK OTPaHHYCHHOTO
pacnpoCTpaHEHH s, a TAKKe HApyIIEHHE TOPsIKa OOpaIIeHHs ¢ JOKYMEHTaMH, CONEPKAIMMHU TaKyro
HH(OPMAIHIO, COTPYIHHUK OPraHU3aIUH MOXET ObITh IPHBIICYECH K JUCIUILIAHAPHON WM HHOH
Ipe/1yCMOTPEHHOM 3aKOHO/IATEIbCTBOM OTBETCTBEHHOCTH.

1.7. KoHTPOJIb 33 OCYILIECTBICHAEM y4eTa, PA3MHOXKEHUS, XPAHEHHUSI ¥ UCIIOJIb30BAHUS IOKYMEHTOB,
Jen ¥ u3faHui ¢ rpudoM «Jliist ciry>keGHOTo MOIb30BaHK) BO3JIaraeTCs Ha KaHIIEIpUH WK IpyTHe

*
OZIpas3/Ie/IeH s, BRIIONHSIOMHE Takue HyHKIHH (00IIHe OT/IENBI, CEKPETAPUATHI | T.IL.) .

% (%)
B nansHelmeM TEKCTE JEJIOIPOU3BOACTBEHHBIC IIOAPA3ACIICHUS HMCHYIOTCA CJ'Iy)KGaMI/I
JOKYMECHTAITHOHHOTO obecreueHus.

1.8. CoTpynHHKM OpraHM3alHii, IMEIOIIHE OTHOIIECHUE K paboTe ¢ JOKYMEHTaMH, eJIaMH ¥ H31aHUSIMHU
«J1ns i1y KeOHOTO MONIB30BAHKSY, JOJDKHEI OBITh B 00S3aTEIBHOM IIOPSIKE O3HAKOMIICHBI €
HHCTPYKIIHEH, yCTaHABIMBAIOIIEH MTOPSIIOK paboTH! ¢ JOKYMEHTHPOBaHHON HH(pOpMaIuen
OTpaHUYEHHOTO pacIPOCTPAHEHHS B OpraHH3alliH.

CotpyaaukaM (MCIIOTHHTESAM), paboTaiom|M ¢ JOKYMEHTaMH B H3laHuaMH «J{is ciryxeGHoro
TI0JI530BaHMSY, 3aIPEIIAETCS COOOMATh YCTHO WM IIHCBMEHHO KoMY ObI TO HH OBLIO CBEIICHHUS,
COEpIKALINECS B ITUX JOKYMEHTAX M H3JaHHSX, €CJIH 3TO HE BBI3BIBAETCA CIIyKEOHOM
HEOOXOTUMOCTBIO.

1.9. Ilpu pabote ¢ moxymeHTamu «JI71st Ciry:keOHOTO MOIb30BaHHUs», KPOME HacTosmel MHCcTpyKimH,
BEJIOMCTBEHHOM MHCTPYKIIHH, OTpaXaromieil crienupuKy paboTel OpraHU3alyii, COCTABIEHHON U
pa3paboTaHHO# Ha OCHOBe HacTosiei MHCTpyKImH, ciienyeT Takxke pykoBoacTeoBarbest 'OCT P 6.30-
97 « YHuUIUpOBaHHBIE CHCTEMBI JOKYMEHTAllUH. YHH(HIMPOBAHHAS CHCTEMA OPraHU3alHOHHO-
pacropsIMTENbHOM JoKyMeHTauu. TpeboBaHusA K OPOPMIIEHHIO TOKyMEHTOBY, PErIaMEHTHPYIOIHM
TpeGoBanus K popMaM JOKyMEHTOB U IpaBHJIa HX OQOPMIICHHS.

2. TTopsitok mpreMa U yueTa JTOKYMEHTOB U H3IaHuiH

2.1. Ilpuem ¥ yuer (perucTpalius) JOKyMEHTOB U U3aHui « /11 c1y)KeOHOro MoJIb30BaHUsD)
OCYILECTBIISIETCSA TEMH XK€ CTPYKTYPHBIMH MOPa3IeICHUIMH OPTaHU3aIH1, KOTOPBIM MIOPYYEH y4eT
HECEKPETHOW JOKYMEHTALUH.

2.2. Besi mocTynaromasi B OpraHu3aIiio KoppecnonaeHIus «J1Jis ¢y KeOHOro Mmojib30BaHus»
IPUHKUMAETCS U BCKPHIBAETCS COTPYIHUKAMH, KOTOPBIM IOpy4eHa paboTa ¢ 9STUMHU Marepuajiamu. [Ipu
3TOM TIPOBEPAETCS KOIHYESCTBO JIMCTOB M SK3EMILISAPOB JTOKYMEHTOB M U3/IaHHH, & TAKXKE HAJIMIUe
YKa3aHHBIX B COMPOBOIUTEIHLHOM IIAChME IPUIIOKEHHUH.

B ciiyuae oTCyTCTBHS B KOHBEpTax (makeTax) JOKYMEHTOB « /I ciIyKeOHOro MOJIb30BaHMUsD) WK
IPHJIOKSHUM K HAM COCTaBIISETCS aKT B JBYX SK3EMILISAPAX, OMUH M3 KOTOPBIX BBHICHLUIACTCS
OTIIPABUTEIIO.




[image: image9.jpg]Omu60YHO NOCTYNHBIINE JOKYMEHTHI H H3AaHu# «J[14 c1yKeOHOro Mojb30BaHus) BO3BPAIIAIOTCS
OTIIPABUTEIIIO.

2.3. B nepabouee BpeMsi JOKyMEHTHI H H3/1aHu# «JLj1s Ci1y’KeOHOr0 MOJIb30BaHMs) IPUHUMAIOTCS
JIEXKYPHBIMH [10 OPTaHU3AL|H, KOTOPBIE, HE BCKPBIBAsk 3TY KOPPECIIOH/ICHIHIO, IEPEA0T €€
paboTHHKAM CITyXObI JOKyMEHTAIlHOHHOTO 00eCTIeYeHHSI.

3anperaeTcs JOCTaBIATH B Hepabouee BpeMst MaTepHabl «J1Jis CITy)KeOHOTO MOJIB30BAHHS» B
OpraHu3aliy, He IMEIOIINE MOCTOSHHBIX €KY PHbIX.

2.4. PerucTpanu NOUIEXKaT BCe BXOAAIINE, HCXOAANINE U BHYTPEHHHUE JOKYMEHTBI, a TAKXKe H3/IaHusA
«J1nst cTyeBHOTO MOoNIb30BaHus». Takue JOKYMEHTHI YUHTHIBAIOTCS 110 KOJIMYECTBY JIMCTOB, 8 H3JaHUS
(KHMTH, )XyPHAJIBI, OPOLIIOPHI) - II0 IK3EMILIAPAM.

JoxymenTsl ¢ rpudom «JCIT» yauTHIBAIOTCS OTAETBHO OT HECEKPETHON JoOKyMeHTaruH. [1pu
HE3HAYNTEJIHHOM 00beME TAaKUX JOKYMEHTOB, pa3pelIaeTCs BECTH MX Y4E€T COBMECTHO C APYTUMHU
HeCEeKpPETHBIMH JIOKyMeHTamu. [1py 3ToM B KapTouKe (XKypHAJI€) K PErHCTPAllHOHHOMY HOMEPY
nokymenTa npoctanisgercs otmerka «JICIIy.

TpeGosanue OQHOKPATHOCTH PETHCTPAIMK PACTIPOCTPAHAETCS M HA JIOKYMEHTBI U U3/iaHus «J1ist
CITyXeOHOTO MOTH30BaHUAY.

V4er J0KyMEHTOB U H3/aHuii «J[Jist ciry>:keGHOTO TI0IB30BaHMA» BEIETCA B JKypHaax. Jlomyckaercs
perucTpupoBaTh H0KyMeHTHI ¢ rprdoM «JICII» ¢ MOMOMIBIO YCTPOKCTB 3MEKTPOHHO-BHYUCIIHTEIbHOMI
TEXHUKH.

JIBu>xenue JOKYMEHTOB U U3aHuii «J[ist Ciry’ke0HOTro MOJIb30BaHMsA» JIOJDKHO CBOCBPEMEHHO
OTpaXaTbCs B )KypHAJIAX . ‘

2.5. Ha Ka)10M 3aperuCTPUPOBAHHOM JOKYMEHTE, @ TAKXKE Ha COIPOBOAUTEILHOM MUCHME K U3JIaHUSIM
«Jlst ¢i1yeOHOT0 MOIB30BAHKS IIPOCTABIIAETCS LITAMII, B KOTOPOM YKa3bIBAIOTCSI HANMEHOBAHHUE
OpraHu3alliy, perHCTPAMOHHBI HOMEP JOKYMEHTA U JIara €ro MOCTYIUICHHUS.

2.6. Tupax usnanus « s ciryxe0HOro HOIb30BaHM», TOMYYEHHBIN [UIS PACCBUIKH, PETUCTPUPYETCS
0] OJTHMM BXOJIAIIMM HOMEpPOM B «JKypHasle y4eTa H paclpe/Ie/ieHHs U3aHuiy.

JIOnmOIHUTEFHO Pa3sMHOKEHHBIE IK3eMILISIPEI JOKYMEHTA (M31aHHs) YYUTHIBAIOTCS 32 HOMEPOM 3TOTO
JIOKyMeHTa (M3/IaHKs), O YeM JEJIAeTCs OTMETKa Ha Pa3sMHOXKAaeMOM JIOKYMEHTE (H3/IaHKH) U B YYETHBIX
dopmax. Hymeparus JOMOIHATENBHO Pa3MHOKEHHBIX SK3EMIUISPOB MPOU3BOAUTCS OT MOCIIETHETO
HOMepa paHee YYTEHHBIX 9K3eMIUISAPOB.

3. PasmuoxeHne U pacchuika (OTIIpaBKa) JOKyMEHTOB M U3IaHUI
3.1. Jloxymentsl ¢ rpudom «JICII»:

MeYaTaoTcs CIENUATHCTOM CIyXObI JOKYMEHTAIIMOHHOTO 00eCTIeueHUs] OpraHu3anus (ypapieHHE
JenaMu, OOMmuiA OT/IeN, KAaHIEIAPHS | T.I1.), OTBETCTBEHHBIM 3a IIOATOTOBKY JJOKYMEHTOB C rpu(oM
«JICII», nomyckaeTcs HCIIOIb30BaHKe EPCOHAIBHON KOMITBIOTEPHOM TEXHUMKH, IIPH 3TOM paboTa
BBINOJTHAETCS TOJIBKO ¢ UCIIOJIB30BAHHEM CMEHHBIX MAarHUTHBIX HOCHTENEH (IMCKET). YKa3aHHbBIC
JUCKETH XpaHATCS y CIIEMAINCTa, OTBETCTBEHHOTO 3a paboTy ¢ JokyMeHTamu ¢ rpudom «ICIIy;

TeYaTaroTCs ¢ yKa3aHueM Ha JIMIEBOM WK 0OOPOTHOM CTOPOHE B JIEBOM HHIKHEM YIIIy IOCICAHETrO
JIACTA KaKIOTO 3K3EMILISApa JOKyMEHTA KOJIMUeCTBA OTIEYaTaHHBIX IK3EMILIAPOB, (paMUIHu
HCIIOJTHHTENS U HOMEPA €ro CiIy)eOHOro TefeoHa. YKa3bIBalOTCs TakKe HaMMEHOBaHue (aia, nara
rieyaTaHys, HHAHAIE] IMEHY B (aMUITHK ClIeIHANNCTa, IledaraBIlero JoKyMeHT. Iloanucanabie
JOKyMEHTHI (BMECTE ¢ YEPHOBUKAMH) TIEPEAAFOTCS VTSI PETHCTPAIlMH CIIEIHATIUCTY CITyKObI
JIOKYMEHTAIAOHHOTO 00eCIeYeH s OpraHu3aluy, OCYIIECTRIISIONIEMY UX YUeT;

THlepearoTCs CHEUAIMCTaM CTPYKTYPHBIX ITOAPa3eIeHIH opraHu3auu noy paciucky. [leperada
nokymenToB ¢ rpudom «J[CII» u nen, conepxammx Takie JOKYMEHTBI OT OJJHOTO CIICIHATNCTa
JIPYTOMY, OCYLIECTBIISIETCS TOJBKO C Pa3pelleHus PyKOBOUTEN CTPYKTYPHOIO MOPa3IeICHUS
OpraHu3alvy;




[image: image10.jpg]IIEPECHUIAIOTCS CTOPOHHHM OPraHH3alHaM (QelbIBErepCKoi CIIyK00M, CICICBI3bI0 HITH 3aKa3HBIMH
WM [[CHHBIMHA TIOYTOBBIMH OTIIPABICHHAMH

He MOTYT NepeIaBaThCs 110 HE3AIMINEHHBIM KaHalaM KOMITBIOTEPHO-MOIEMHOH, (PaKCHMAIBHON 1
TenerpahHOi CBSI3H, @ TAKKE MO JIEKTPOHHOH M0YTE;

3.2. OTnedaraHHbIE U IOAIKCAHHBIE JOKYMEHTHI « /{15 CIIyKeOHOro M0JIb30BaHusI» BMECTE C HX
YEepPHOBHKAMH U BAPHAHTAMH MEPEIAIOTCS ISl PETUCTPAIMH CIEMUAHUCTY, OCYIIECTRISIOMEMY HX
yuer. UepHOBHKH ¥ BAPHAHTHI yHHYTOXKAIOTCS STHM COTPYTHHKOM C HOATBEPXKICHHEM (aKTa
YHHYTO)XEHHS 3alIACBHIO HAa KOIIUH UCXOJSINEro JOKyMeHTa: « YepHOBHK (M BApHAHTBI) YHHYTOXKCHBL.
Jlara. [Toamucey. :

3.3. Ha ucxomgmux JOKyMeHTax (B HEOOXOMUMBIX CIIydasx U Ha UX NIPOEKTax), COAEPKALIMNX
JIOKyMEHTHPOBAHHYIO CIIyXKeOHYI0 HH)OPMAIMIO OrpaHMIEHHOT0 pacupocTpanenus, rpu¢ «JICII» u
HOMED JK3eMILIApa IPOCTABJIAIOTCS B IPABOM BEPXHEM YIUTy TIE€pBOM CTPaHHMIIBI JOKYMEHTa, HA
00JI03KKe ¥ THUTYJIBHOM JIHCTE M3JaHUs, a TAKXKE Ha MEPBOM CTPaHHMIIE CONPOBOIUTEILHOTO MUChMa K
TaKUM JIOKYMEHTaM.

[1py HeoOXOAMMOCTH HalpaBIeHUS JOKyMeHTOB ¢ rpudom «JICID» HeCKONbKUM aapecaram,
COCTABJIAETCS YKA3aTellb PACCHUTKH, B KOTOPOM IIPOCTABIISIOTCS HOMEPA SK3EMILISPOB OTIPABIISIEMBIX
JIOKYMEHTOB BCEM aJjpecaTraM.

Ykazareip PpacChUIKH IOAIMCHIBACTCA UCIIOJTHUTEIIEM, PYKOBOAUTEIIEM CTPYKTYPHOI'O IIOAPA3ACIICHUS
OpraHu3anuy, rOTOBUBUIETO JOKYMEHT (HpeIlBapI/ITeJIBHO COTIaCOBaHHBIH C COOTBCTCTBYIOIIINM
3aMECTUTEIIEM PYKOBOIUTEIIA Opl"aHI/I3aI.[I/II/I).

3.4. PasMHOXEHHE JTOKYMEHTOB M M3aHu# ¢ rpudoM «J11ist cirykeOHOro mob30BaHus.»
OCYIIECTBIISIETCS TOIBKO ¢ MMCBMEHHOTO Pa3peIeHHs PyKOBOJICTBA OPTaHU3aLUH U 10l KOHTPOJIEM
CIy’0bI IOKYMEHTAIIMOHHOTO 00eCIIeueH)s OpraHu3alii. YYeT pa3MHOKEHHBIX JOKYMEHTOB
OCYIIIECTBIISIETCS TI0 SK3EMILISIpaM.

,ZIOKYMGHTI:-I W U3IaHUsA ((I[J'ISI cny;xeﬁnoro II0JIb30BAHUS), TIOJTYYCHHBIC OT CTOPOHHHUX opraHnsaum‘/’I,
MOT'YT OBITH Pa3sMHOKEHBI TOJIBKO C UX COITIaCHsl.

3.5. OTnpaBnseMble TOKYMEHTSI, Jea i u3fanus «J11s cirykeOHOro MoJIb30BaHus» JOJDKHbI OBITh
TIOMEIIEHbI B KOHBEPTHI JIHOO YITAaKOBAHEL 3alpeniaeTcsi HCIOIb30BaTh KOHBEPTEI C IPO3PaYHbIMU
«OKOIIKaMH» IS IEPECHUIKH ITHX JOKYMEHTOB.

3.6. Ha ymakoBke (KOHBEpPTE) YKa3bIBaIOTCA agpeca i HAWMEHOBaHHS I0JIy4aTellss H OTIPABHTEIIA,
HOMepa BJIIOKCHHBIX JOKYMEHTOB ¢ qo0aBieHreM otMeTkH «JICII», Hanmpumep:

[TOJIYYATEJIb: 404120, Bomxkckwuit, K-10, Opranm3anus n/s ¥Y-087, Ne 378/J1CII, Ne 456/1CII.
OTIIPABUTEJIb: 152070, SIpocnaBckas 06nacts, I. Jlanunos, yin. Habepexnas, 1. 62.

3amperaeTes yKa3pBaTh GaMIIUK U JODKHOCTH PYKOBOJUTENEH M COTPYJHUKOB, a TAKKE
HAaUMEHOBAHHUS CTPYKTYPHBIX MOpa3/ieleHnit OpraHu3aliy Ha yIIaKOBKE JOKyMEHTOB M M3/aHuH « [l
CITy»e0HOTO TOJIb30BAHHD.

4. I'pynmapoBKa HUCIOJTHEHHBIX JOKYMEHTOB B Jieja

4.1. JloxymeHTHI ¢ rpudoM «J[11s c1y’keOHOro MoIb30BaHMsI» IOCIIE UCIIOJHEHUS IPYIITUPYIOTCS B
nena. [TopsIoK UX TPyIMIHPOBKH IPEyCMaTPUBAECTCS HOMEHKIIATypaMH JIE]l HECEKPETHOTO
JIETONPOU3BOJICTBA.

B HOMEHKJIATypy Jel B 00S3aTeIbHOM IIOPSI/IKE BKIIFOYAIOTCS BCE CIIPABOYHBIE KAPTOTEKH U JKyPHAJIBI
Ha JOKYMEHTHI ¥ U31aHus ¢ rpudoM «J[is cayxeGHOro noab30BaHusD).

4.2. JloxyMeHTHI ¢ TpudoM «JIJist Ciry’keGHOTO HOIB30BaHUs» B 3aBUCHMOCTH OT IIPOM3BOICTBEHHOM
HEeOOXOAMMOCTH JOIyCKAaeTCs TPYIITHPOBATh B [eIa OTAEIBHO HIIM BMECTE C IPYTHMMHU HECCKPETHBIMU
JIOKYMEHTaMH 110 OJHOMY U TOMY K€ BOIIPOCY.




[image: image11.jpg]B ciryuasx, Koraa B OpraHu3aius odpasyercs 00/IbII0e KOJHYSCTBO OJHHX H TEX K€ BH/IOB
JOKYMEHTOB H Jiel (IIpHKa3sl, HECTPYKIIHH, CBOJAKH H T.11.) ¢ rpudom «J11st ciry)xeGHOro mob30BaHUs»
1 63 3Toro rpuda, 1e1ecoobpasHo NpelyCMaTpPHBaTh HX 000co0IeHHOe pOPMHUPOBAHHE B A, [Ipu
3TOM B rpade HoMeHKIaTyphl «MHIeKe Aenay K HOMepy Jena ¢ I0KyMeHTamu « 171t ciryxebHoro
HONB30BaHuS» Hobasnsercs otMeTka «JICID», Hampumep:

Wunexcr! gen 3arooBKH Je

1-1 [TpuKa3bl 10 OCHOBHOM
JIeSITeTIHbHOCTH

1-1/]1CI1 To xe.

IIpu BK/IIOYEHHM JOKyMEHTa C TPHPOM « [ CITyKeOHOTO I0IB30BaHUs» B JIENI0 C HECEKPETHRIMH
JOKYMEHTAMH, He MMEIOITIMH aHAIIOTHIHOro rpruda, TaHHOe aeno norydaeT rpud «Jlns ciyxedHOro
TIOJIE30BAHUS» M COOTBETCTBYIOIIEE YTOYHEHUE BHOCHTCS B HOMEHKIIATYPY /IS TEKYILETO roja.

B opraHu3amisx, B JeATETHOCTH KOTOPBIX 00pasyeTcs HeGOoMbIIoe KOMMIECTBO JOKyMEHTOB «Jlis
CIIy»e0HOTO TOJIb30BaHHs», HOMEHKIIATY PO el MOXKET OBITh IIPEyCMOTPEHO 3aBEICHHUE OIHOTO JIENa,
KOTOpoe nMenyeTcs «JlokymeHTsI «J11s ciTyebHOro noas3opanus». CpPOK XpaHEHHs TAKOTo Je/a He
yCTaHaBIMBAETCSA, a B COOTBETCTBYIOIIEH rpade HOMEHKIATYPHI JIe] IPOCTaBIseTcs 0TMeTKa «IK»
(3KcriepTHAs KOMUCCHS).

4.3. TTo OKOHYAHHH JIEIONPON3BOACTBEHHOTO To/ia 1e0 «JloKyMeHThI «Jljist CiTyKeOHOTO MOIb30BAHMU)
IIPOCMATPUBAETCS SKCIIEPTHOM KOMHCCHEH IOTUCTHO H, B CITy4ae HEOOXOMMMOCTH, IPUHAMACTCA
pellieHue O MeperpynupoBKe ToKyMeHToB. CozlepKaiuecs B eiie JOKyMEHTBI IOCTOSHHOTO CPOKa
XpaHeHus rPYIIAPYIOTCS B OTASIBHOE [0 (Je71a), KOTOPOe MOJTy4aeT CaMOCTOSITENIbHBIN 3aroJIOBOK M
JIOIIOJIHUTEIHHO BKIIFOYAETCS] B HOMEHKIIATYPY e

Ecmu B neno «J{oxymeHTHI « {1151 Ciry’eOHOT0 IOJIb30BaHMs» BKIIFOYCHBI JOKYMEHTBI TOJIBKO
BpEMEHHBIX CPOKOB XpaHEHHsl, OHO MOXET He TepeOopMHUpOBBIBATLCSA. CPOK XpaHEHHS TaKOTO Jeja
yCTaHABIMBAETCS 110 MAKCHMATBHOMY CPOKY XPaHEHHS COJIEPXKAIMXCS B HEM JIOKyMeHTOB. OTMeTKa
«9K» B rpade HoMeHKIaTYpHI Ae1 «CpOK XpaHEHHs» 3a9€PKUBACTCS M 3aMEHACTCSA YTOUHCHHBIM
CPOKOM XpaHEHHS.

4.4. lena ¢ moKyMeHTaMH «J[jist CIIy’KeGHOTO MOTB30BAHMUS) MOCTOSHHOIO H JIOJTOBPEMEHHOTO (CBBILIE
10 5eT) cpoka XpaHeHHs! JOJDKHBI HMETh BHYTPCHHHE OIHCH.

5. Ucrionp3oBaHUEe JOKYMEHTOB, el U u3nanuii. CHiTHE ¢ aen rpuda «/1is cayKeGHOro MoJIb30BaHUs»

5.1. K pa6ote ¢ nemamu «J171st CiTy»keOHOIo IOIb30BaHUS» TOMYCKAIOTCST HMEIOIIUE K HUM
HEIOCPEICTBEHHOE OTHOLIEHHE JIOJDKHOCTHBIE JIMIIA, & K JOKYMEHTaM - COIVIACHO yKa3aHHsM,
COZIEPIKAIEMCS B PE3OIIONHAX PYKOBOLHUTENEH OpraHu3auii (CTPYKTyPHBIX HOIpas/eIeHuH).

Kareropuy paGOTHHKOB, JOIyCKAaeMbIX K paboTe ¢ H3JaHusaMHu « s CIry’keOHOro MOIb30BaHHs»
(OT9eTHI IO HAYYHO-HMCCIIEIOBATENHCKAM, KOHCTPYKTOPCKHM HJIH TIPOEKTHO-U3bICKATEIECKAM paboTam
H T.JI.) ONPEIENSIOTCS PYKOBOMUTEISIMA OpraHU3alui (CTPYKTYPHBIX MOAPA3ICICHHI).

5.2. 3anpemaeTcs NOIB30BaThCS CBEICHHAMHE W3 JTOKYMEHTOB U M3/laHuii «Jlnis cirysxeGHOro
TOJI530BaHMSA» JUIS OTKPBITHIX BRICTYILICHUH MM OIyOIMKOBAaHMS B OTKPHITO#H Te4ary, nepeaadax 1o
paI¥io ¥ TENEBUIECHUIO, SKCIIOHHPOBATh TaKHe JOKYMEHTBI M H3/[aHUsl HAa BHICTABKaX, ICMOHCTPUPOBATH
HX Ha CTeHJax  T.1I.

5.3. IIpe/icTaBUTENH JPYTHX OPraHU3aIMiA JOMYCKAIOTCS K 03HAKOMJICHHIO M paboTe C JOKYMCHTaMH H
M3IaHUAME «J1J18 CITyKeOHOTO TOJIB30BaHUs» C Pa3pelleHus PyKOBOIUTENIEH OpraHu3alii
(CTpYKTYpHBIX MOIpa3/IelieHHit), B BEACHHH KOTOPBIX HaXOATCS 9TH MaTepHalbl, IPH HATHIUH
MHMCHMEHHOTO 3alpoca TeX OpraHU3aliii, B KOTOPBIX OHH PabOTalOT, C yKa3aHHEeM TEMBI BBINOIHAEMOTO
3aJIaHuUsL.

5.4. Jlena u u3nanus «J{is ciy)keOHOTO MOJIb30BaHHA» BBIIAIOTCS UCIIOIHUTENISIM ¥ IPUHAMAIOTCS OT
HHX 110J1 pacuckKy B «Kaprouke ydeTa BIJABAEMBIX JIEJ U U3IAHU) .




[image: image12.jpg]5.5. CHsiTHE PYKONHCHBIX, MAITHHONHCHAIX, KCEPOKOIHIA,  TAKKE TIPOHM3BO/ICTBO BBHITHCOK H3
AOKYMCHTOB ¥ H3J1aHHH «JL1s cayxe0HOro N01b30BaHNA» COTPYALMKAMH JaHHOH OpraHH3alUH
TIPOM3BONUTCS C Pa3speICHHs PYKOBOAHTEIS 3TOH OPraHu3aliy (CTPYKTYPHOTO MOpa3e/ICHHS).

CHsiTie KoM [T CTOPOHHHX OpraHW3alil C IOKYMEHTOB H H3faHui « s ciryxeOHOro
TI0I530BaHHs)» MPOU3BOIHTCS Ha OCHOBAHHH MTHCHMEHHBIX 3alIPOCOB C Pa3pelleH s PyKOBOJHTEIS
OpraHu3alliH (CTPYKTYPHOTO TO/Ipa3/ieieH s ), [IOATOTOBUBIIIEH STH JOKYMEHTBI MM H3IAHHIL.

5.6. /lena NOCTOSHHOTO W BPEMEHHOTO CPOKOB XPaHEHHS C rpudom «JI7st clry)KeOHOTo 0Ib30BAHMS
HEPHOANYECKH IPOCMATPHBAIOTCS C LEJIBIO BOSMOXXHOTO CHATHS 3TOro rpuda.

IIpocmoTp ocymecTBisgeTcs Ipy nepeaade Ae U3 CTPYKTYPHBIX NIOZIPa3/IeNICHU B apXHUB OpraHu3all}y,
B [POIiecce XpaHCHHS [1ETl B BEIOMCTBEHHOM apXHBe, a TakyKe IIPH IIOATOTOBKE Jel TIOCTOSHHOTO CPOKa
XpaHEHUs K [epe/iade B TOCYAapCTBEHHBIM apXuB.

Pemenne Bonpoca o cusituu rpuda «JI1s ciryeGHOro MoTb30BaHMsy BO3IAraeTCs Ha CO3/1aBaeMyIo B
YCTaHOB/ICHHOM TIOPSIIKE CIIENMATbHYIO KOMHECCHIO, B COCTaB KOTOPO# BKIIFOYAFOTCS TIPEICTABHTEH
CI1yk0bI TOKyMEHTAIIHOHHOTO 00eCTIeYeH s OpraHU3aliH, PEKUMHO-CEKPETHOIO OpraHa (CremnyacTu)
U pyKOBOIHMTEIH CTPYKTYPHBIX IIOAPA3/IE/ICH I OpraHU3alHH.

Pemmenrie komuccuu opopmisercs cocTapisieMbIM B IPOH3BOIBHOIN (bopme aKTOM, KOTOPBIi
YTBEPIIACTCA pyKOBOUTEIIEM OpraHu3alluy. B akTe nepeuncisiores aena, ¢ Kotopbix rpud « s
CITy’k€0OHOrO HOJIB30BAHUSM) CHUMAETCH.

Onre 5x3eMILISp aKTa BMECTE C JIeIaMy TIepeIacTCs B apXHB OpraHu3alliH, a Ha JIeJia TIOCTOSHHOIO
CpOKa XpaHEHHs - B TOCYIapCTBEHHBIN apXHUB.

5.7. Ha obnoxxax nen rpud) «J{1s ciry’eGHOro MoIb30BaHMs IOraiaeTes MTAMIIOM KT 3AMHCHIO OT
PYKH C yKa3aHMEM JIaThl © HOMEPA aKTa, IOCIY)KHBIIETO OCHOBAHUEM JUIS €I CHSTHS.

5.8. llpu cusruu rpuda «[ICII» Ha TOKyMeHTaxX, H3aHUSX, A TAKKE B YUYETHBIX (pOpMax JeJIaroTcs
COOTBETCTBYIOUIME OTMETKH X HHYOPMHUPYIOTCS BCE aPECaThl, KOTOPBIM 3TH JOKYMEHTHI (u3nmaHus)
HaIIPaBIISIHCh.

6. OT6op NOKYMEHTOB, /€T U W3NAHWM IS XPaHEHHS U K YHHYTOXKEHUIO

6.1. IlpoBeIeHHe 3KCIIEPTH3BI HAYYHOMH M IIPAKTHYECKOH IeHHOCTH JIOKYMEHTOB U 1e «J{is
CITy»eGHOrO TOJb30BAHHS» PACCMOTPEHHE H YTBEPIKICHHE e PE3YIIETaTOB MIPOU3BOIUTCS B
COOTBETCTBUH C TPEOOBAHUSAMH H MOPSIIKOM, YCTAHOBICHHBIMH [UIS HECEKPETHBIX MaTepHAJIOB
(OcroBHBIE MpaBHIa pabOTHI BEAOMCTBEHHEIX apXHBOB, paszen 3).

6.2. Jlesia U3 CTPYKTYPHBIX OApA3/IeIeH it B apXHB OPraHU3AIHH nepenarTcs B 00paboTaHHOM BHIE.
Ipu 5ToM nena, conepskarnue KOKyMeHTHI «JIist Iy KeGHOro MOJIb30BaHK», BHOCATCS B OIIUCH
(iprstoKenue 5) HASTY C APYTHMHE JETAMHE, COACPIKALAMHU HECEKPETHBIE IOKYMEHTEI.

6.3. Jlena «JIng ciry»eGHOTO MOMb30BAHHUS) TOCTOSHHOTO XPaHEeHUsI MIEPENAIOTCSA B FOCYIAPCTBEHHBIH
apXHB B yCTAHOBJICHHOM IOPS/IKE C 00S3aTebHOM MOIUCTHON NPOBEPKOi BKIIIOYEHHBIX B HHX
HoxymeHToB (OCHOBHBIE IPaBHIIa PAGOTHI BEAOMCTBEHHBIX apXHBOB, pasznen 13).

6.4. OToOpaHHbIe K yHHYTOXEHHIO iena « st ciry:keGHOTo TI0JIB30BaHU», HE UIMEIOIIHE HCTOPHIECKOH
HICHHOCTH M YTPaTHUBIIHME IIPAKTUIECKOE 3HAYEHHUE, MOTYT OOPMIIATHCS OTACIBHBIM aKTOM HITH
BKIIFOYATECS B OOIIUMA aKT BMECTE C IPYTUMH OTOOPAHHBIMH K YHHYTOKEHHIO HECEKPETHBIMH JIeJIaMHU.

7. ObecrieyeHne COXPaHHOCTH JOKYMEHTOB, JIe/T ¥ M3/IaHMii, ITpoBepka ux HanmU4us

7.1. JloxymenTsl, nena u u3nanus « s ciryxeGHOro MOMb30BaHMS TOJDKHDI XPaHHUTHCS B CITY)KEOHBIX
TIOMCIICHHAX B HAZIC)KHO 3aIMPAEMBIX H ONeYaThIBAEMbIX MKadax (XpaHuiuinax). [Tpi 9ToM JODKHBI
OBITE CO3MAHBI HA/UIEXKAIIUE yCIOBHS, 00ECIIEUMBAIOIIIE HX ¢usnyeckyro coxpanHocTs (OCHOBHbIE
TIpaBuiia paboThl BEJOMCTBEHHBIX aPXHUBOB, pa3/iel 5).

7.2. Boinanusle mst paGoTs! fena «JIJis ciykeGHOTO OIb30BaHUA» TIOJIEKAT BO3Bpary B CIIyX0y
JOKYMEHTAHOHHOTO 00ECIIeUEeHHS UK apXUB B TOT K€ JICHb.




[image: image13.jpg]Otaernbuble aena «Jl1 cayxeOHOro NOMB30BAHNS» C Pa3pPElICHHs PYKOBOIUTENS CIyKObI
JIOKYMEHTAIHOHHOTO 00ecnedeH s MOTYT HaXOAHTECS Y HCIIOJIHHTEIS B TEYEHHE CPOKA, HEOOXOIUMOTO
JUIS BBITIOTHCHHUS 3a/IaHHs, [IPH YCIOBHH [IOJHOIO 00ECIICYeHHS HX COXPAHHOCTH H COOJIIONEHHUS
MIpaBUJT XPaHEHHS.

7.3. Ilepenada NOKYMEHTOB, Jie/1 H H3laHHi «J[/15 CIyXeGHOrO MoJB30BaHUsS» IPYTHM COTPYIHHKAM,
IIPOU3BOIUTCS TOJBKO Yepe3 CIIyk0y JOKYMEHTAlHOHHOTO 00eCIeYeH s OpraHu3allHiH.

7.4. 3anpemaeTcs H3bATHE U3 JIe] HIIH IepeMeIIeHHe JOKyMeHTOB ¢ rpudom «J{1s cayxebHoro
II0JTb30BaHHUS» U3 OJHOIO Jieja B Apyroe 0e3 CaHKIMH CITyKObI JOKYMEHTAIIMOHHOTO 00ECIICYSHUS HITH
U2, OCYMECTBIAIOMETO uX y4eT. O00 BceX MPOBEICHHBIX U3BATHSIX WK MEPEMENICHUAX JIETAI0TCS
OTMETKH B YYETHBIX JTIOKYMEHTAX, BKIIIOYAs BHYTPEHHHE OIIKCH.

3anperiiaeTcs BLIHOCHTD JOKYMEHTSI, Jela ¥ u3AaHus «J[ist ciyskeGHOro MoIb30BaHUs U3 CITYKEOHBIX
IIOMEIEHUH U1 pabOTH C HUMH Ha JIOMY.

7.5. Ilpu cmMeHe B OpraHu3anyy CEHANKCTA, OTBETCTBEHHOIO 38 yUeT JOKyMeHTOB ¢ TprudoM «JICII»
COCTABIICTCS aKT IPHEMA-C/Ia9H 3TUX JOKYMEHTOB, KOTOPBIH YTBEPIKAACTCS HAYAIbHUKOM CITYKOBI
JOKYMEHTAI[HOHHOIO 00eCIeYeHUs OpraHh3aIliH.

7.6. IlpoBepKa HaMMYKs JOKYMEHTOB, H3aHUH U JIEJ, COAEpKAIMX TOKYMEHTHI ¢ rpadom «JJCIT» B
OpraHu3alliy, IPOBOJUTCS HE PEXE OIHOrO pa3a B IoJi KOMUCCUSIMHU, HA3HAYaeMBIMH IIPUKA30M
PYKOBOJIHTEIIS OpraHU3aliy. B cocTaB KOMHCCHE BKIIOYAETCS CIEUAIHCT, OTBETCTBEHHBIN 32 ydeT ’
XpaHeHKe 3TUX JOKYMEHTOB.

B apxuse opranusanuy npoBepka HaIM4Hs JOKyMEHTOB ¢ rpudom «JICII» B menax HpoBOIUTCS He
PEXe OJTHOTO pasa B IATH JIET. Pe3ynbrarsl mpoBepok 0GOPMIISIOTCS aKTOM.

7.7. O axrax yTparsl JOKyMEHTOB, H3aanui ¢ rpudom «JICII» u 1e, comepKaliux 5TH JOKYMEHTHI, a
TaKKe pasmialleHus HHPOPMAIHH, COACPIKAIIESUCS B 3THX TOKYMEHTAX, CTABUTCS B H3BECTHOCTD
COOTBETCTBYIOLIMH (110 IIOAYMHEHHOCTH) 3aMECTUTENb PYKOBOIUTENS OPraHM3alluy M Ha3HAYACTCS
KOMUCCHS IS pacciieJoBaHus 00CTOSATENBCTB YTPaThl WM pasrialieHus. Pe3ynsTraTsl paccieJoBaHus
JIOKJIaJIbIBAOTCS 3aMECTHTEIO PYKOBOAMTENSI OpPraHU3alliy, Ha3HAYUBIIEMY KOMHUCCHIO.

Ha yrpadyenHble TOKyMEHTBI, H3IaHHUS | JeN1a, COAEPKallie JOKyMeHTHI ¢ rpudom «JCIT»
COCTaBIIAETCSA aKT, Ha OCHOBAHHH KOTOPOTO JEJIAFOTCs COOTBETCTBYIOIIHE OTMETKH B YUSTHBIX (popMax.




