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HHCTPYKLUS

O NIOPSIIKE OBPAIIEHMS C
toorv o CKYMEHTHPOBARHOI! C1yKEBHOIH
MADUEI] OTPAHHYEHHOIO PACIIPOCTPAHEHHS B
Myununnam,uoro 6|011)xen|0r

Yapexaenunn 3epubimko» cena 3epnoBoe
Caxcxkoro paiiona PecnyGauxn Kpoim

0 10mMKO0/IbHOTO 06p83OBaTeJ1bHOI'O

1. O0mue nonoxkenng

1.1. Hactosmas  Mucrpyxums Onpeaenser obmmit nopsgok obpameHms ¢
JOKYMCHTAMH W IPYTHMM MaTepamsHbiMi HOCHTE 1M HHpOpMaIMK (manee -
NOKYMEHTaMH),  coaepskammuy CIYKEOHYI0 HH(OPMALMIO OrpaHVYEHHOrO

PACTIPOCTPAHEHHSA B OpraHm3aupusx, YUPEXACHHUAX, NPEINpAATAAX W T.1. (Hanee
OpraHM3aLMsX).

' TpeboBanns  HacTosmeii UncTpykipm PacmpoCTpaHsMIOTC Ha  MOpPAZOK
00pallleHus ¢ HHbBIMU MATCPHATbHBIMH HOCHTEIAME  CITyXkeOHOI HH(OpMaLmH
OTPaHMMEHHOr0  pacrpocTpanenus (poro-, kuHO-, BHEO- W ay[IM0- TUICHKH,
MAlIMHHBIE HOCUTEIM MHGOPMaLWH).

WHerpykums He pacnpoctpansercs ma MOpsAIOK 06paleHus ¢ foKyMeHTamu,
CONEPKALMMH CBENICHHA, COCTABIIIONHME FOCY JAPCTBEHHYO TaiiHy.

Ipasnuna paGoTh! ¢ CeKpeTHBIMU TOKYMEHTaMM ycranaBmBatorcs MucTpykmeii o
nopsake  obpameHus co  cayxeGHo uHQOpMalLMelt  orpaneHHOTO
pacripoctpaHeHus B MuHuctepctBe 00pazoBaHus W Haykd Poccuiickoii
Denepaimu (¢ m3MeHeHMsIMM Ha 10 asrycra 2012 roga)

.

12.K noxymenTuposaHHoii CIy&eOHOH  MH(OpMaLMKM  orpaHmueHHOro
PacnpocTpaHeHHss  OTHOCUTCS  HECEKpeTHas HH(OpMaIMs,  Kacaromascs
ACATCILHOCTH  OpPraHW3alMii, OrpaHHYCHUS Ha PacnpocTpaHeHHe  KOTOpOIi
MUKTYIOTCS C1y)KkeOHOH HEOOXOAUMOCTEIO.

HeoGxomumocts NpUCBOCHMA  IOKYMEHTaM  rpudpa  «[lns  cirykeGHOro
NMonmb3oBanusy (B pampHeiimeMm «J1CT1») onpemensercs wcnonmurenem wu
NODKHOCTHBIM JIMUOM, TMOANHMCBHIBAIOUIMM WU YTBEpHCAAIOLIUM NOKYMCHT, B
CoorBercTBuM ¢ «[lepeuneM BHIOB  CiTyxce6HOI MH(OpMaLMK, KOTOpYIO



He0OXOOUMO  OTHOCHTY,
K Paspsny  orpammsemnoro  pacmpocTpaHeHHs

(YTBEPKIACTCA PYKOBOTHTeen i )

KYMEHTHPOB . '
ﬁlc?ugomnﬂgaef;aﬂ 5 Caﬂ] YKEOHat  pmopmamms,  comepxamascs B
Pratisauuell mpoektax ykasos M pacriOpDKEHHil

C 7 A -
[IpaBHTENLCTBA Pocc:;?n Desepamm, nocrasopnermii M pacmopskerHit
CkoM  Qemepamm, a T 6
5 dlIOKE TUX C €0OHbIX
AOKYMEHTaX, HE TIOMNEXHT pasrnames Ipy YK

1.3.K  moxymentn i %
y | POBaHHO!  cryxkeGHoit HH(pOpMAIM  OrPaHHIEHHOro
pacipOCTPAHEHHS He MOryT ObITh OTHeCERE"

Bl 3aKOHO
mc;a}IOB & rgaTeHaB] ¢TB3, ycTanasnMBalomue npasoBoii cTATyC rOCYAAPCTBEHHBIX
o8 , PAM3aLI, obimectnermmix o0beMUHEHNI, a Tatoke MpaBa, cBOOOBI H
003aHHOCTH IPRKIAH, TOPAIOK pix —————

CBCACHUA O YPE3BBIYAMHBIX CHTyaumsax, omacHeIX NpPUPOOHBIX SABJICHMAX H
MPOLECCAX,  IKONOrHIecKas, THIIpoOMeTEeOpoIorHyecKas, THAPOreoJoruiecKas,
neMorpaduyeckas, CaHHTapHO-dmMeMHOOrMaeckas | Apyras HMH(OpMaLd,
HeoOXomUMas i1 o6ecrevenns 0e3omacHoro cymecTBOBaHHMA HACENEHHBIX
[HKTOB, IPK/IAH 1 HACEIICHUS B LIEIOM, 2 TAIOKE [IPOH3BOCTBEHHBIX 00BEKTOB;

OMHMCAHUC  CTPYKTYPhl OpraHa MCHOOJNHATENBHON BIACTH, €ro  (yHKLHH,
HaNpaBIeHUH U GOPM AESTENBHOCTH, a TAloKe ero ajpec;

MOpA0K PACCMOTPEHNSA U pA3pEMEHUs 3aABIEHHI, a TaloKe 00pameHHii rpaKIaH
1 IOPHIMYIECKHX JIULI;

pelieHns MO 3asBICHMAM M OOpalleHMAM TpaKIaH W HOPUIMUECKHX JIHIL,
PacCMOTPEHHBIM B YCTAHOBJIEHHOM MOPSIIKE;

JOKYMEHTBI, HaKaIUIUBaeMBIE B OTKDBITBIX (oHZax OMOMMOTEK M APXHBOB,
HH()OPMALIMOHHBIX CHUCTEMAX, HEOOXOOUMBIE I/ peau3allid Mpas, CBOOOJ H

0053aHHOCTEH IPaXKIaH.

1.4. PykoBoaMTEIM CTPYKTYPHBIX TOAPA3/ACICHUN YYPEXKACHUH, OpraHM3aluii,
NPeANpUATHA U T.X., NPUHABIIME PEUIEHHE 00 OTHECEHMM JOKYMEHTHPOBAHHOI
cyxebHOi MH(pOpMALMH K paspsaay OrpaHHYEHHOr0 pacmpoCTPAHEHHs, HECYT
NEPCOHAIBHYIO OTBETCTBEHHOCTb 33 ODOCHOBAHHOCTb MPHHATOrO PEIIEHHS W
COO/IOICHHE OrpaHMUEHHI, TPeIyCMOTPEHHBIX 1. 1.3 Hacrosmei Uuctpyinm, a
Taoke 3a ofecleyeHue 3alMuThl HOCHTENCH PIH(bOpMaJ_IHH OrpaHH4€HHOro
pacnpocTpaHeHHuss ¥ MCI0JIb30BaHME CPEACTB OPITEXHUKH IIpH MOArOTOBKE 3THX

JOKYMEHTOB.
1.5. JloxymeHTHpOBaHHAs cyxebHad HH(popMarLs OrPaHHYEHHOTO
pacpocTpaHeHHMs 03 CAaHKUMM  PYKOBONWTEILI OpraHM3alid WM  €ro
3aMecTHTENel He TMOUTEKHT Pa3riIalleHHIO (PacIpOCTPAHEHHIO).

1.6.3a  pasrnamesme  JOKYMEHTHPOBAHHOH  CmykeOHOH  HH(OpMALMH
OTPaHHYEHHOr0 pAacTpOCTPAHEHHS, a Taloke HapyIIeHue Mopsaka oOpalleHus ¢
JIOKYMEHTAMH, COAEPKAUTMMH TaKyl) HH(GOPMALWMIO, COTPYIHHK OpraHM3alliH



MOXCT  ObITb  Mpumjieyey, K

AMCUHIIMBApHOl wan wnoid MOTPEHHO/A
— , 1HOH  1IpeayCMOTP
3aKOHOATEIILCTBOM OTBETCTBENOCTY " P

COHTPOIb oC
IJ':‘:) msa}"m A ocywecTBae ey YUCTa,  pasmuokenus, XpaHenus H
Heno! AOKYMenTOB, pnep | WSHakmit ¢ rpucpom «Jlns - caymeGHOro
Mo/b30BAHUAY  BO3Naraeycy

Ha  kaunenspupy WIN rme MoJpas/e/iiCHus,
BLITONHAIOUIME TaKKe (ypgepyyyyy ( p Apy P

00uwme ornenst, ceperapuarsi uT.)
"B nanbHeiiwmem TEKCTe

ACnonpomssoscTpenmye rnojipas/iefieHusi MMEHYIOTCS
cayx0amu AOKYMEHTaI1oy p

HOTrO oGecneyenys.

1.8. CotpyaHukm OPraHm3AUMH, nmeromye OTHOWeEHHE k paboTe C J0KYMEHTaMH,

AchaMil M M3NaHuAMM  «JTng CYXEOHOro nonb3oBanms», NOMKHBI ObITH B
0053aTeILHOM  Mopsike O3HAKOMIIEHbI ¢ MHCTpyKUMeli, ycTaHaBAMBaIOLICH

nopanok  padoter ¢ AOKyMeHTHpoBanHoj] UH(opMaLell  OrpaHHYEHHOrO
pacnpoCTPAHCHHUS B Opraumsanmy.

1.9.Tlpu pabore ¢ nokymenramy «lna crywebHOr0 MOMB30BAHMA», KPOME
HacTosmel MHCTpykumm, Benomcrpermol HHCTDPYKIMH, OTP@KAIOWIEH CELUPUKY
paboThl OpranMsamii, cocrapmenmoi Pa3pabOTaHHOH Ha OCHOBE HACTOSILIEH
WHCTpykim,  cremyer  raioe pykosoacteoBatecs TOCT P 6.30-
97 «YHMOMLMPOBaHHBIE cHCTEME] AOKYMEHTaLMH. YHUPAUMpPOBAHHAA CHCTEMa
OprafiaLMOHHO-DACTIOPAMTENbHO!  fokymeHTawmn.  TpeGobamms &

OOPMIEHIIO  I0KYMEHTOBY, PETTAMEHTHDYIOMMM  TpeGOBaHHA K  (popMam
JI0KyMEHTOB H [PaBHIIa MX 0(OpPMICHNS,

2. [Topsaok npuema u yuera AOKYMENTOB H H3JAHMii

2.1.TlpueM u yuer (PerucTpaiys) 10KYMEHTOB ¥ W3 1aHHi] «[lns cmyxeGHOro
MOMb30BAHMA»  OCYINECTBIACTCS TEMHM K€ CTPYKTYPHBIMH NoJpa3ieSieHHsAMU
OpraHu3allin, KOTOPBIM IIOPYYEH y4ET HECEKPETHOI IOKyMEHTALHH,

2.2. Bes nocrynaromas B OpraHu3alMI0 KOpPECTOHAEHIUs «Jljis Clly)xe0HOro
M0Ib30BAHMSA) MPUHUMAETCS W BCKPHIBACTCA COTPYHHKAaMH, KOTOPBIM MOpyyeHa
pabota ¢ UMK Marepuanamu. [Ipu 310M npoBepsercs konmuecrso JIUCTOB U
JIGEMILIAPOB  JOKYMEHTOB M M3aHMI, a Taloke Hamuuue YKa3aHHbIX B
CONPOBOUTENLHOM MUCHME MPUIIOKEHHH.

B cnyyae OTCYTCTBMA B KOHBEPTax (MAKETAX) AOKYMEHTOB «ns cnyxebroro
TI0JL30BaHNS» MY NIPUIIOKEHMIT K HUM COCTABISETCS aKT B ABYX dK3eMILIspax,
OLMH M3 KOTOPBIX BBICHLIAETCS OTHPABHTEILIO.

Oum6ouno MOCTYMMBIIME ~ AOKYMEHTHl M u3nammii  «/{in cayxebnoro
N0N1b30BanKMsY Bo3BpaILALOTCS OTIIPABHUTEINIO.

23.B HEpabouee BpeMs JOKYMEHTHI M W3/aHHii «Jlns cnyxebuoro 1OJIL30BAH KT
NpHHUMarOTCY ACKYPHBIMU 10 OPFaHM3ALMM, KOTOpBIC, HE BCKpbIBas Ty



KOpPECTIORACHIO,  nepenaio .

C ¢ T ’ " LT r X
oGectieHeHi. PaboTHmKam CIYKOLI  JI0KYMCHTALOHHOTO

AapEllAETCs  0CTan -
3ank b B HepaGouce Bpemst Marepuansl «Jlis ciykeOGHOro

30BAHHA» B Opramy
[10/1b3C B PI aHlﬂﬂlll'lH, HE l'lMClOlllI'lC HOCTOSIHHBIX HEKYPHDIX.

4. PErUCTPALIN 1101 10mcn
2..:' MeHThlp a Tm(lewcncar BCC BXoumume, ucxommmme u  BHYTpeHHMC
ﬂgg’MCH’Tbl,Y‘lHTI:IBa]oTC,]mHaIm” «Mns - cnyweGroro nonpsosanmsy. Taxme
A Mo Konnyecry

u a u3ié U], HKYPHATIB,
GpoUIiopbl) - TI0 K3eMiApay, Y JMCTOB, a w3fanmns (KHUTH, KYP

MEHTBl C Tpu
Jloxy PHdOM  (SiCIT YYUTLIBAIOTCH  OT/AENLHO OT HECEKpEeTHOH

MeHTauuu. [1 - .
;10K);l " ;ﬂer COBph:Ie:c:maqm CIbHOM 00neme Takcux JIOKYMEHTOB, pa3peuacTcs
BecTH 1 THO C pyrumu HEcekperHuiMU lokyMenTamu. [Tpu aTOM B

KkapTouke (KypHane) g PerucTpaio ‘ ‘
HHOMY HOM HTa MpOCTaBseTCA
otmeTka «JCITy. y epy [I0Kyme P

TpeGoBaHHE OJHOKpaTHOCTH PErMCTpaumm pacnipoctpansercss 1 Ha AOKYMEHTbI H
waanua «Jlns cyxeGuorg MOJL30BaAHMs ) |

Vyer 110K'yMeHTOB U M3NaHuit «[Ing CITyxeOHOro MoJb30BaHMA» BEJETCA HA
KapTouKax (MpHNOXKeHHe 1) uay g KypHanax (mpunoxenue 2). Jlormyckaercs

perHCTPHPOBATh  NOKYMEHTH| ¢ rpudom «/ICIT» ¢ noOMOMBIO YCTPOHCTB
3MEKTPOHHO-BBIYHCITHTENBHOM TeXHytky,

JIBIDKEHHE NOKYMEHTOB M W3jamHmii «[lna cmyxe6HOro MOJH30BaHUA» HOKHO
CBOCBPEMEHHO OTPAKATLCA B JKypHANAX WM HA KapTOTKAX.

2.5. Ha kaokZIOM 3aperucTpupoBaaHom AOKYMEHTE, a TAloKe Ha COIPOBOJHTEILHOM
MACbME K M3MaHMAM « [l ComyxeGHOro moss30BaHmsIy MPOCTABJIAETCS IOTAMII, B
KOTOpOM  YKa3bIBAIOTCS HAMMEHOBAHME OPraHW3ALMH, PErMCTPALMOHHBIN HOMEp
JIOKYMEHTa H J1aTa €ro MOCTYILICHHSL.

2.6. Tupax mpammus  «[lts  coryxeGHOTO  [M0JIB30BAHKAY, HOJYYEHHBIA 1
PacChUIKY, PErHCTPUPYETCSA MO OJHUM BXOAMKM HomepoM B «KypHaite yueTa
pacTipe/ie/ieH1s H3AaHui» (MpUIoXKeHye 3).

JIONONHUTENBHO ~ Da3MHOXEHHBIE — JK3EMILLIPbl  JOKYMEHTA  (M37jaHms)
YUHTBIBAIOTCS 3@ HOMEPOM 3TOro JAOKyMEHTa (M3JaHHA), 0 9eM [ENAeTCA OTMETKA
Ha Pa3MHOXAEMOM HOKYMEHTe (M34aHuM) M B yueTHhIX (opmax. Hymepamms
JONONHUTENIHHO PAa3MHOMKEHHBIX SK3EMILUIAPOB MPOM3BOAMTCA OT TOC/IEAHETO
HOMEpa paHee yUTeHHBIX SK3EMILISPOB.

3. PasMHoxkenue H paccLika (0OTNPABKA) A0OKYMEHTOB H H3AAH il
3.1. lokymentsi ¢ rpudpom «J1CI»:

NEYaTaloTcs  crieqManucToM — CIyxObl  JOKYMEHTAMOHHOTO  06ecreyeHus
Opranm3alMi  (ympapjieHWe [Jenamu, OOumMA OTAeN, KaHuenapus H T.IL),
OTBETCTBEHHBIM 3a MOArOTOBKY AOKYMEHTOB ¢ rpudom «JICII», nomyckaercs
HCTIONIb30BaHNE MEPCOHATBHON KOMIIBIOTEPHON TEXHMKM, MpW 3ToM pabora
BBIMONHACTCA TOJNBKO C MCIOIB30BAHMEM CMEHHBIX MACHHUTHBIX HOCHTENeli



(uicket). YKasauupie MCKeT),

v I Xpaugy
pa60Ty C AOKYMEHTamy ¢ i PansiTcy

Y cneumanucra, orsercrBeHHOIO 14
OM «/1CT1y:

nevaTaloTea € ykasanuen yq 1ue
BO b M ; n > »
yry  TOCHCAHEr0  myery H win 00opoTHoii CTOpONIC B JICBOM HUHKICM

A (lljfmmoro AICMIUIsIpa  jlokymMEHTa  KOJIMUCCTRA
> PAMUTY nenonmure ero ciyxco1oro
renedoHa.  Yasbmagre - HUTE/IN M Homepa ero ciy

Haumenosanme (paiina, para nedaranus,
Cl- T o N ‘HT.
[ToAMMCAHHBIE  NOKyMeyy, (BMecre ICLalIMCTa, leuarapiicro nokymcz:ﬂ
C  uepr lepesaloTcs
perncTpaLiy C“eU”&HucTy IEpHOBUKAMH)  TIEpEaalo] /

CAYROL  nokymerrranmonnoro  obecneucims
OprAHSALMK, OCYINECTR Ao ey 1 e J0KyMelrTaly

MHHLHQTEL  HMEHM gy gy g

C rpuom «[ICTI» u e, comepaumx Takue
AUCTa  IIpyromy, ocywiecTBASETCs TONLKO C
KTypHOro noapaspenenns opratm3atmy;

JOKYMEHTHI 0T OZHOrO ey
paspeIeHHs PYKOBO ey cTpy

MIEpECHUIAIOTCS  CTOPOHHMM

Oprammsarmsam ebIBErepCKoi  CIymO0H,
CIELICBA3BI0 FIIH 3aKA3HBIMK gy ¢ P

UCHHBIMH TOYTOBBIMH OTIpaBJICHUAMH,

(aKCHMITbHOH K Tenerpadtoi cessy, a Taioke mo MEKTPOHHOH 0UTE;

3.2. OmnedaTansie M no/mmcarHe ROKYMEHTBI «JI1s Clye6HOro MoJIb30BaHHS »
BMCCIC © MX YCDHOBMKAMH M BapHawTamm mepemaioTcs s PErHCTALIHN
CHCLMATHCTY, — OCYWECTBIIOMEMY X yuer. UepHOBHKH H  BAPHAHTBI
YHHITOXAIOTCA STHM  COTPYAHHKOM ¢ MOATBEpHICHHEM (aKTa YHUMTOMKEHUS

3AMACBI0 HA KOMMH HCXONSIETO JOKYMeHTA: «YepHOBUK (M BapuaHTHI)
yHuaTOXKeHBL. [ata. [Togmcey.

3.3. Ha nexomsmmx oxymentax (B Heo6xomumbix Cly4asX M Ha MX MPOEKTax),
COACpAAMMUX NOKYMEHTHPOBAHHYIO CiyKeOHYI0 HH(OPMALMIO OrPaHUYEHHOTO
pacnpocTpanenus, rpid «[ICII» u Homep k3eMmIIpa mpocTaBAMIoTCA B [paBoM
BEPXHEM YTIIY NMEPBOH CTPAHWLBI JOKYMEHTa, Ha OGJOXKE M THTYAbHOM JHCTE

M3[IHMSA, A TAKOKC HA TEPBOM CTPAHMUIE COMPOBOAMTENLHOTO MUCHMA K TAKMM
NOKYMEHTaM.

Ilpu HEOOXOAMMOCTH HampaBlIeHUs T0KyMeHTOB ¢ rpudom «ICIT» HeckoabKHM
IpecaTaM, COCTABISCTCA YKa3aTelb PacChUIKM, B KOTOPOM TPOCTABISKOTCS
HOMEpA 3K3EMILIAPOB OTIPABIIEMBIX JOKYMEHTOB BCEM a/IpeCaTaM.

YKasatenb  pacCHUIKM  ITOJNMCHIBAETCS  HCIOJHHTENEM, PYKOBOIHTEIEM
CIPYKTYPHOrO ~ MOAPA3/ECHMSs  OpPraHu3alyy, TOTOBMBIUETO  JOKYMEHT
(MpeBapuTEEHO  COrNACOBAHHBIA € COOTBETCTBYIOIIMM  3aMECTHTENEM
PYKOBOAMTENS OpraHW3aLI|K ).

3.4. Pa3mMHOXeHHe JOKYMEHTOB M H3JaHHi ¢ rpudom «/Jnsa cmyxeGHOro
NOJIb30BAHMSA» OCYHIECTBIIAETCA TONLKO ¢ MUCHBMEHHOIO paspeleH s pykoBOACTBA
OpraHM3alMi W 10 KOHTPOJEM CIYXObl JOKYMEHTAlMOHHOTO 00OecreyeHuns



pad.  Yyg | 2
oprasH3aLy €T pasMHomey
5K3EMILIAPAM. Alokymentos  ocywiecraagerca 1O

Jloky MEHTbl W W3aanug

CTOPOHHMX OPraHM3a, NyxebHoro mnons3oBaims», MOyUEHHbE OT

Mor
YT ObiT Pa3MHOXKEHDBI TOJILKO € AX COrTacHsl.

3.5. OTIpaBisieMbie g o
[10/1b30BAHHSY no;mﬂil KyﬁMem bl, nena wuw spamms  «Jlna  caIyxeOHOro
bITb  momewensy p KOHBEpTHl JIN60 YynaKoBaHbL.

3anpemacTCs  MCMojb30Bary,
KOHBEpTHI
[ePECBUTKH ITHX JIOKyMekTop, PTHl C Mpo3payHbIMM OKOWIKAMKY) LA

3.6. Ha ynaxosxke (kosepre) YKasbiBarorcs
j OTIPABHTENA, HOMeEpa Bjoyce
«JICID»

azpeca H HAMMEHOBAHMS TOTydare/is
HHBIX JOKyMeHTOB C J00aBicHUEM OTMETKH

eIAETCs YKa3hl
Biﬂa?oi HWZI;OB af;“’ bamunim JOJDKHOCTH PyKOBOAMTENEH M COTPY/IHUKOB,
; MEHTOB U U3 am. mﬂ CTPYKTYpHBIX 1o/pasieneHmit OpraHiH3aliy Ha yMaKoBKe
AOKY A «IInst cnyxe6HOro NOMb30BAHMAY.

4. TpynnupoBKa HCNOAHERHbIX MIOKYMEHTOB B JeJia

4.1. JloxyMEHTHI ¢ rpudom «JJs CITYXEOHOr0 1M0Tb30BAHKA» MOCIE MCHIOMHEHHS
IpyMIHPYOTCH B - fema. [lopamok mx rpynmMpoBKH —MpeXyCMaTpHBAETCH
HOMCHKJIATYDaMH JIE HECEKPETHOTO J/I0NpOH3BOJICTEA

B HOMCHKJIATYPY N€N B 00s3aTeNbHOM MoOpsKe BKMOYAIOTCA BCE CHPABOYHBIC

KapTOTEKH M JKYPHAIHl Ha JOKYMEHTH M m3faHus ¢ rpudom «Jlns ciryxeOHOro
M0JTb30BAHUSAN.

4.2. JlokymeHThl ¢ rpudpoM «[Ins cyxeGHOro MoNb30BaHMA» B 3aBUCHMOCTH OT
TMpOM3BOACTBEHHON HEOOXOAUMOCTH JI0NyCKaeTCs rpyNIHPOBATh B €A OTAEIbHO
WIH BMECTE C JPYTMMM HECEKPETHBIMM JOKYMEHTaMH IO OJHOMY H TOMY K€
BOTIPOCY.

B cnydasx, korja B opraHMsalyyi 00pasyercs 00JbINoe KOJMIECTBO OAHUX H TEX
e BUIOB JOKYMEHTOB M JieNl (TPHKaskl, HHCTPYKLHMH, CBOJKU M T.A.) C TpU(pOM
«lmg  cryxe6HOro mnomp3oBamma» W Ge3 dToro rpupa, uenecoobpasHo
mpefycMaTpuBaTh HX 060co6ueHHoe (opmuposanue B aena. IIpa otom B rpade
HoMeHKTaTypsl «MIHeKC ena» K HoMepy Jena ¢ IokyMeHTamu «[list ciyxeOHoro
nons3oBanusa» nobasnsercs ormerka «J1CII», nanpumep:

Hnoexkcol den 3azonosku den

1-1 TTpuxa3svi no 0CHOBHOU
dessmenbHOCMU

1-1/ICIT To xce.

Tlpu BXIOYEHHH JOKyMeHTa ¢ rpudoM «[lna ciy#e6GHOro mojab30BaHuA» B JAEIO0 €
HECEKPETHLIMH JIOKYMEHTaMH, HE HMEIOIIMMH aHATOrHYHOr0 rpuda, JaHHOE JEN0
nonyuaer rpud «Zns cryxeGHOro NoMb30BAHKA» H COOTBETCTBYIOMIEE YTOTHEHHE

BHOCHUTCSI B HOMECHKJIATYpy A€ TEKYWEro roaa.



B OPraHu3aumnax, s jegre

JIOKYMCHTOB «/l 15 CJlly),:([eLﬁJ:_:)(l):‘(:) “TH KoTophix o0pasyercs HeGobLILOE KOJTMUYECTBO

NPEAYCMOTPCHO 3aBepeyye OZn ITOJ"’30|;znl-ll-1;1>>, HOMEHIUIATY PO JIeNl MOXKET ObITh

cymeOHOTo HONb30BaK gy, C Oro aena, koTopoc umenyercs «Jlokymentnr «/lis
+ “POK Xpanenus rakoro Jie1a He YCTaHaB/MBAETCs, a B

COOTBETCTBYIOLIEH rpag)
€ Homey
(OKCICPTHAS KOMUCCHy ) MCHIaTypL pen npocrasisiercs orMmetka «DK»

4.3. 110 okoHyauyy e

' )| ,
cnyxedHoro nonb308£ﬂmo>:1pomBOHCTBel‘moro roga peno «Jlokymentol «Jlns
i, B CIyHae Heobxopy POCMarpuBactcs IKCIIEPTHOH KOMHUCCHEH MOJMCTHO
Mocty, NIPUHUMaeTCs  pemensie 0 meperpynmMpoBKe

JIOKYMEHTOB. Co}lep”(allmec
1B nene gox : P—
[PYMMIPYIOTCS B OTemppoe JIOKYMEHTBbI MOCTOSHHOMO CPOKa XpaH

3ar0/I0BOK H 1I0M0NHHTe 11 ) (nena), KOTOpOe rosryyaer camoCTOATENbHbI

K0vaeTes B Homenimarypy aen.
Ecm B 1aeno «JlokymenTy

“lns ¢ KIHOYEHBI
JOKYMEHTEL  TOTEko Ans cnywebroro nomp3osammsy  BKIO

BPEMEHHBIX  cpokop XpaHEHHS, OHO MOWKET He
MaKCHMAITBHOMY cpoky xCal;OK XPaHEHWS Takoro Jena YCTaHAaBIMBACTCA MO
«K» B rpage HOMem[:n CHUA CONEPKAIMXCA B HEM /I0KYMEHTOB. OTMéTKa
aTYphl nien  «Cpok  XpaHeHus» 3auepKMBAeTCA M
3AMEHACTCA YTOTHEHHEIM Cpokon XpaHeHus,
44.]lena ¢ AOKYMEHTaMy
JIOJTOBPEMEHHOTO (CBbImE ()
OTHCH.

Jns cryxe6Horo noms30BaHMA» MOCTOSHHOrO U
JIET) CPOKa XpaHEHHs OIDKHBI MMETh BHYTPEHHHE

5. Henoab3oBanme nokymentos, nen u u3nanui. Cusitue ¢ aen rpuda «/Lis
CTYKeOROr0 N0/Ib30BAHMAS

5.1. K'pabote ¢ nenamu «J{ns cryskeGroro nom3opammsy JIOTTYCKAIOTCS HMEIONTHE
K HIM HCMOCPEACTBCHHOE OTHONIEHHE /0/DKHOCTHBIE JHIA, 2 K JOKyMEHTaM -
COLNIACHO  YKA3AHHAM, — CONEPKAUMMCA B  DE3OMOUMAX  PYKOBOLHATENEH
OpraHM3alKH (CTPYKTYPHBIX [OApa3 AeNCHH).

Kareropru paboTHHKOB, J0ITycKaeMbIX K pabore ¢ mganmamu «J{na ciryxe6HOro
N0JIb30BAHMAY (OTYETHI [0 HAYIHO-UCCIEN0BATETHCKIM, KOHCTPYKTOPCKHM HITH
TPOCKTHO-M3bICKATENILCKUM PA00TaM M T.A.) ONPEAENSIOTCA DPYKOBOZHMTENSAMH
OpraHm3alyi (CTPYKTYPHBIX OPA3/ICICHHI).

3.2. 3anpewiaeTcs MOB30BAThCA CBENCHMAMH M3 JIOKYMEHTOB H m3janmii «Jlis
CITY)KeOHOrO IT0TE30BAHUA» JUIS OTKPBITBIX BBICTYILICHUI M OMYGTHKOBAHMS B
OTKPBITOM MeYary, repesiadax Mo pajuo M TENEBUIEHHIO, IKCIIOHHPOBATh TAKHE
JIOKyMEHTBI M U3JJaHKS HA BHICTABKAX, IEMOHCTPUPOBATH MX HA CTEH/IAX M T.JI.

3.3. [IpencraBurend Apyrdx OpraHW3aUMii JOMYCKAIOTCA K O3HAKOMICHHIO H
pabote ¢ mokymeHTaMM M IBJAHHAMH «Jln1g CIy)*KeOHOro MOMB30BAHHA» C
paspeleHuss pykoBOAUTEICH OpraHM3almid (CTPYKTYPHBIX MOApAa3ACICHHE), B
BEICHMM KOTOPHIX HAXOAATCA OTH Marepuaibl, NPM HAIMYAK [MHCbMEHHOTO
3anpoca Tex OpraHM3aiyii, B KOTOPhIX OHH DAbOTAIOT, ¢ YKA3aHHEM TEMbI
BBINOTHAEMOr0 3aJaHuA.



5.4. Jlena 1 msanuy «ng ¢
i MPHHHMAIOTCS OT gy |,
yAAHIID (MPUNOXKceIe 4)

Jyxce "
. Ykebnorg N01b30BakMAY) BRIKAIOTCH HCMOAHUTEAM
A Pacimery y

Caproue yuera pbinasaembix sient #

5.5, CusATHE PYKONHCHEx

pLIITHCOK 113 HOKyMeHT,OZl AlHHOHyy KCepokonmit, a Taioke MPOM3BOACTBO
l, r

cOTPYAHUKAMH JAHHOHK onypar, Bhamit - (Jng C1yebHOro  1osL30BaHHsA»

H pomsBouTey ¢ paspelesus pyKoBOAUTENA

;. Onpaspenenms
CATHE KOMMH Ay cropqy, . ).

cyxeOHOro MOb30BanKy) | Prafmsaupii ¢ JOKYMEHTOB M m3faHuid «/lns
¢ paspelICHHA pyKOBonmenzomnoﬂ”Tcsl Ha OCHOBAaHMM NHCHMEHHBIX 3AITPOCOB
MOArOTOBUBILEH HTH OKyMeqy, . UK (CTpyKTYpHOrO noApasaeneHus ),

6.1 T 3 1anui;,

5.0. Jlena mocTosHHorg |

cny)l(eﬁuoro [IOJII)3()Bam:ﬂ»BpeMCHH0FO CPOKOB xpaHeHnss ¢ rpuom «Jlas
€puo .

BO3MOXHOT'O CHATHS 3101 Ipudpa, PHoangecku NIpocMaTpuBaroTCs C  LCIBIO

[IpoCMOTP OCYMECTBiseTcy DA Nepepaye

Jen u3 HbIX MOApa3/ejeHUH B
apxitB OPFaHM3alK, B mpopecce i CTpyKTyp Ap

IEHUE BOTIPOCA O CHSTHyY
N 03 aBaerlp B CHATHH Tpucha «Ilns cryxe6HOro Mob30BAHMA» BO3NArAETCA
;:v{ BKmoMyqua}OTYCI‘aHOBJIeI-HJOM TIOPSIKE CIEIMATBHYI0 KOMUCCHIO, B COCTAB
KOTOD ¢4 IpeacTaBuTey CITy30bl JOKyMEHTALHOHHOTO 06eCTIeYeHHA

OpraHIBIAIMHK,  PEXUMHO-CeKpeTHOTO  oprana (cmewwacTd) M pyKoBOZUTENH
CTPYKTYPHbIX IOZIpas/ieNeuit opranmsamy,

Pemeﬁuf KOMMCCHH 0(OPMIIseTes cocTasempn B MPOHU3BOJIBHOK opMe aKTOM,
KOTOPBIM YTBEDHIACTCA pykoBoutenem oprammamun. B aire TePEIHCILIOTCS
Jlena, € KOTOpBIX rpu) «JInst ciyxeGHOro noms3opammsy CHMMAeTcs.

OmuH 3K3EMILIAP AKTa BMECTE ¢ eiamu TIEPENaeTCA B apXWB OpraHM3alyy, a Ha
lefla I0CTOAHHOTO CPOKA XPAHEHHS - B FOCYXapCTBEHHBLI apXHB.

5.7.Ha obnoxkax pgem rpudp «Ina CIyX€OHOT0 M0Jb30BAHKS) MOramaercs
WTAMIOM MM 3aMMCBI0 OT PYKM C YKAa3aHWEM JaThi W HOMEpa akTa,
TOCTYKMBIIIETO OCHOBAHMEM JIJIf €10 CHATHAL.

5.8.IIpu custmm rpudpa «J1CIT» ma AOKYMEHTaX, M3[JaHUSAX, a TAIOKE B Y4ETHBIX
(hopmMax JenaroTCs COOTBETCTBYIOMNE OTMETKH 1 HH(OPMHUDYIOTCS BCE ampecars,
KOTOPBIM 3TH AOKYMEHTBI (M31aHNA) HATIPABJISIKCE.

6. O1Gop noxymenTOB, N1 M H3NAHMIE A5 XPAHERHS H K YHAYTOXKEHHIO

6.1. [poBe/ienye SKCrIEpTH3LI HAYHHOI 1 MPAKTHYECKOiH LIGHHOCTH AOKYMEHTOB M
Jen «[lnst  ciyxeGHOro IONb30BAHHA» DACCMOTPEHHE H YTBEpXKIEHHE ee
PE3Y/IbTAaTOB NPOM3BOJUTCA B COOTBETCTBHM C TPEGOBAHHSAMH M IOPSIKOM,
YCTAHOBJIEHHBIMH /ISl HECEKPETHbIX MarepianoB (OCHOBHBIE MpaBmia paGoThi
BCIOMCTBEHHBIX apXHBOB, paszen 3).

r



neiuii B 3XHB OPratiiallit pe, “Aaton,
epiKatiine IOKYMEHTBI « ]l g .

0/1pa3Ac
6.2. a N3 CTPYKTYpHbIX T Keg
e erne ) HapAAY C Apyryp, aen*{o

. e, CoA
obpaGorantom suse. [Tpu DTOMulzb (nMpuiIoK
MOJIL30BaHMSA», BHOCATCA B 0"( VG,
CoAepaILIMH HecekPeTHbIE J0KY {Hs1» MTOCTOSHHOIO XpaHeHus "ePenayy,

[0/1b30BaHHS 00s13aTe b Hoj; A
3. JInsa cnyxedbHOro AJIKE C 1 nop,
fniy'lzll:;g"rilgiﬂblﬁ yﬂPX"B B YemiHORIES B 2 }II]T(Z)Z H;(OCHOBHLIC MpaBy ;a6
MPOBEPKOIi BKMOUEHHBIX B HHX JOKYME

v 3).

BEAOMCTBEHHLIX apxHBOB, paszen 13) [lns clykeOHOr0 Momp3gp
6.4. OroGparmie « ynurowcermo zena « aTHBUIE MPAKTHYECKoE 3y, "
UMEIomKe Heropuyeckoif LEHHOCTH M ;);;p BKJIFOYaTbCA B OOMIMIT gy BMei;me

aKTOM H ¢
MOTYT O0)opMASITLCS OTHETBHBIM ~ elamy.
lIDYTy}:Muq oﬁoﬁpamn,mu K YHUYTOXEHHUIO HeCCKPeTHMMMI;r C:Ng;mgriﬂ oy

0CTaB a ¢

FPadhe «3aronosku sem nocse HoMepoB BT%X ﬂig;:p NEMAETCA  COOTBeTCyg,, )
(Mpunoxenme 6). B yuermsix opmax s Yiougy
OTMETKa 0 cehinkoii Ha COOTBETCTBYIOLIHH AKT.

- Obecnescnne coxpannoctn AokyMeuToB, 1en B W3aamuil MpoBepy, iy
HaTHY yy

1.1. JlokymenTs, nena u manna «[lg CIykebHOro 10Mb30Bamyg), Tomiy,
XPaHUThCy B CIY2(€OHBIX OMEIIEHMAX B HANENHO 3alMpAEMBbIX U OﬂeanLmaeMm
Mkagax (Xpamwiumax). [Tpu 3TOM f0MKHBI GBITH CO31AHE Hamexammuye yepop
obecnewnparomue px (busideckyto coxpanHocTs (OcHoBHBe TPABANA pagyy,
BCOMCTBEHHBIX apxHBOB, pasgen 5).

7.2, Boinammse Anst paboter gema «J{a CIyK€6HOr0 MOIB30BAHIg) TOAE KT
BO3Bpary B ciyx6y AlokyMeHTalHOHHOr0 06ecnewernns wmy dDXHB B TOT e ey,

HTOB, Nen w w3pamuij «Ins ciyxe6roro TI0JTb30BaKHs)
NPOK3BOMTCS TOIE K 9€pe3 cryxoy AOKYMEHTamHoHHoro

7.3. [epenaya AOKyMe
APYTHM COTpY/iHHKawm,
obecnegenuy Opranms

WHamcry, OTBETCTBeHHOro 3a Yyuer

COCTaBsercy  gyer NMpuema-caaul  THX



10KYMCHTOB, KOTOp)jj YTBepag
o0cce EHHS Opratm3aryy,

7.6. “pOBepK;d Hannyyg [[OKyMeHTOB, W31aunif n nell, coaepmatux A0KYMCHTDI €
rpigor «/ICTI» g OPraHmsayy, "POBOAMTCH He pewe omHOro pasa B rof
KOMHCCHSIMH, Ha3Havaemp vy PHkasom pykooaurens opramsauuy. B cocras

KOMHCCHI BKTIOaeTcy Cheuwnanucr, OTBCTCTBEHHBI 3a yueT U XpaHeHHe ITHX
JIOKYMEHTOB.

ACTCA Hava, HKoM CI1yKObI JIOKYMCHTALIMOHHOTO

B apxuBe OpraHPBalmu I
JeJIaX NMPOBOIMTCY HE pe
o(popMﬂﬂlOTCH aKTOM,

POBepka Hamuuuy nokymentos ¢ rpudom «/ICIT» B
HKE omHOro pasa B gy, ner. Pesynprarbl OpOBEPOK

7.7.0 ¢aktax  yrpary MOKyMeHTOB, u3panmii ¢ rpupom «JICII» u pen,
COACPKALIUX  3TH MOKYMEHTBI, 3  Taioxe pasriameHus "H(l)OPMaumfj
COAEPXKAEHCS B 3THX AOKyMeHTax, crasurcy g M3BECTHOCTb COOTBETCTBYIOIIMIA
(M0 TOMIHHEHHOCTH) 3aMECTUTEND pykopoauTens OpraHM3alMM W HazHayaeTcd
KOMHCCHA 18 paccnenopaypys 00CTOATENBCTB  yTpaTel WM pasrialleHM.

Pesy bTathl - paccienosapmg AOKNANLIBAIOTCS  3aMECTHTENMO PyKOBOAMTENS
OpraHI3ALIN, Ha3HAMBINEMY Kompceme
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