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1. OO01He MON0KEHUS

1.1. Hacrosimas WHCTpykuus omnpenensieT oOmMA TOPAIOK OOpalieHust ¢
JOKYMEHTaMU U JIPYTUMU MaTe€pUaIbHBIMU HOCUTEIAMHU™ MH(MOpManuu (najiee -
JOKYMEHTaMu), COJepKalllUMH  CIYXEOHYI0 HWH(OpPMALUI0O OrpaHUYEHHOIO
pacupoCTpaHEHUs: B MyHULMIIATBHOM KAa3€HHOM YYPEKIECHUU TOMOJHUTEIBHOIO
oOpa3zoBanusi KaHTeMUpOBCKUN JOM JETCKOro TBOpuYecTBa KaHTeMUPOBCKOTO
MYHUIMINAIBHOTO  pailoHa  BOpOHEXckoil  obmact  (mamee MKY  J1O
Kantemuposckuit JIJ1T).

TpeGoBanust Hactosimed WHCTpYKUMU paclpoCTPaHAIOTCS Ha MOPSIIOK
oOpalieHusi ¢ WHBIMU MaTEpUAIbHBIMU HOCUTESIMU CIIyKeOHOW uHbOopManuu
OTPaHUYEHHOT0 pacrpocTpaHeHus (MAIMHHbIE HOCUTENN UHPOPMALIUH).

WHCTpyKLMsST HE  pacnpoCTpaHsSeTcss Ha MOpSAIOK  oOpalieHust ¢
JOKYMEHTaMH, COJEP)KAIlMMU CBEJEHHUS, COCTABIISIOLUIME TOCYIapCTBEHHYIO
TanHY.

[IpaBmia pabGoTbl € CEKPETHBIMH JIOKYMEHTAMHM yCTaHaBIMBAIOTCSA
WucTpykuuei mo 00ecreyeHno pexnma CeKpeTHOCTH B MUHUCTEPCTBAX,



BEJIOMCTBAX, Ha MPEANPHUATUAK, B YUPSKICHUAX W OpPraHu3anusx (yTBEpKIcHA
[TocranoBnernem CoBera MunuctpoB CCCP o112.05.87 Ne 556-126).

1.2. K 10OKyMeHTHpOBaHHOW ciy>)keOHOM  HMHQOpPMALMM  OTPAaHUYEHHOTO
pacnpocTpaHEHUsi  OTHOCUTCS  HECEKpeTHas  MHpopMalMs,  Kacarolascs
nearenpHoctn  MKY  JIO  Kantemuposckuii  JIJIT, orpanudenus Ha
pacnpocTpaHeHUuEe KOTOPOM TUKTYIOTCS CIIy>KEOHOU HE0OXOAUMOCTHIO.

HeoOxoaumocTh mpucBoeHUs JOOoKyMeHTaM rpuda «Jlas cioyxedHOoro
nons3oBaHus» (B panbHeidmeM «J[CII») omnpenensercss UCHOTHUTENEM U
JIOJDKHOCTHBIM  JIMIIOM, TOJIUCHIBAIONIUM WJIM YTBEPKIAIOIMIUM JOKYMEHT, B
cootBercTBUM ¢ «llepeuneM BUIOB chykeOHOM HHPOpMaALIUU, KOTOPYIO
HEOOXOMMO OTHOCUTh K  paspsy OIPAaHUYEHHOTO  PaCIpPOCTPAHEHUS
(YTBepKIaeTcsi PyKOBOAUTEIEM OpTraHU3aIUN ).

JlokymeHTHpOBaHHasE ~ cioy:keOHasg  uH(OpManus, coaep)Kamascs B
noarotaBimmBaeMeix  MKY JIO Kanremuposckuit JIJIT mnpoexkrax yka3oB u
pacnopsbkennii  [Ipesmpenta Poccuiickonn @enepanniv, NOCTAHOBICHUW U
pactiopsibxkennii  [IpaButensctBa Poccuiickoin ®enepanmu, a Takke APYrux
CITY>K€OHBIX JOKYMEHTaX, HE MOJICKUT pa3rialleHUIO.

K noxymeHnTHpoBaHHOM ciy>ke0HOM MHGOPMAIIMKN OTPAHUYEHHOTO
pacnpocTpaHeHus: He MOTYT ObITh OTHECEHBI:

[] aKThI 3aKOHOJATENBCTBA, YCTAHABIMBAIOIIKE TPaBOBOM craryc MKY
JO Kantemuporckuii JIJIT, a Takke mpaBa, cBOOOJbI U OOSI3aHHOCTU
rpakIaH, MOPSAI0K UX peaTn3allui;

[J cBeaeHUs O Ype3BbIYAWHBIX CUTyalUsAX, ONACHBIX MPUPOAHBIX SBICHUSAX U
POIIECCaX, IKOJIOTUYECKAS, THIPOMETEOPOJIOTMUECKasl, THIPOT€0JI0TUUECKas,
nemorpaduyeckasi, CAHUTapHO-3HUIEMHUOJIOTHYECKas U Apyras nHbopMaIs,
HeoOxonumast 1jist obecrieueHrs 6€30MacHOTO CYIeCTBOBAHMS HACEIIEHHBIX
IIyHKTOB, TPAXK/IaH U HACEJIEHUs B LIEJIOM, a Takke QpyHKkimoHnupoBanus MKY
J1O Kantemuposckuit JJ1T;

[J onucaHue CTPYKTYpbl OpraHa UCIIOJHUTEIBHOM BIACTH, €r0
byHKIMN, HATTpaBICHUN U POPM JAEATEIBHOCTH, a TAKKE €0 aIPeC;

[ mopsAI0OK pacCMOTPEHUSI M pa3pelieHus 3asBJICHUM, a TaKkxke 0OpalleHuit
TrpaXIaH U IOPUIUIECKUX JTUILL;

[J pellieHHsI TIO 3asBJICHUSIM U OOpAIICHUSIM IpakaaH U IOPUIUYECKUX
JIM1I, PACCMOTPEHHBIM B YCTAHOBJICHHOM TMOPSIJIKE;

[J TOKYMEHTBI, HaKaIlJIMBaeMbI€ B OTKPBITHIX (DOH1ax OMOJIMOTEK U apXHUBOB,
MH()OPMAIIMOHHBIX CHCTEMaX, HEOOXOAMMBIE JIJIs peau3aliuy mpas, CBO0O U
00s13aHHOCTEH Tpak/IaH.

PykoBoautenb opraHu3anuM, TPUHSABIIMK pelieHne 00 OTHECEHUU
JOKyMEHTUPOBAHHOW CIy’)keOHOW wWHpOpMaMu K pa3psily OrPaHUYECHHOTO
pactpocTpaHEHUsl, HECET TEPCOHAIBHYI0 OTBETCTBEHHOCTh 32 OOOCHOBAaHHOCTH
MPUHSATOTO PEIIEHUsST W COOJIOJIEHWE OTPAaHUYCHHUM, MPETYCMOTPEHHBIX m. 1.3
Hactosimer MHCTpyknmm, a Takke 3a oOecredeHue 3alluThl HOCHUTENeH
uH(OpMAIIMKM OTPAaHUYEHHOTO PACHPOCTPAHEHUST W MCIOJb30BaHUE CPEJCTB
OPTTEXHUKHU MIPU MOJATOTOBKE 3TUX IOKYMEHTOB.



JloKyMeHTUpOBaHHas ciyxeOHas uHpopManus OTPaHUYEHHOTO
pacnpocTpaHeHuss 0€3 CaHKUMU pPYKOBOAMTENS OpraHu3allMd WIH  €ro
3aMECTHUTEINIeH He MOJICKUT pa3rilallieHUIo (PacupoCTPaHEHUIO).

3a  pasriamieHue — JOKYMEHTHUPOBAHHOM  ClIy)keOHOM — mHGbOpMaIiuu
OTPaHUYECHHOTO0 PACHPOCTPAHEHMS, a TAKKE HapyILIEHUE TMOpsAKa OOpalleHus ¢
JOKyMEHTaMH, COJEpX alIUMH TakKylo HWH(GOpMAIMIO, COTPYIHUK OpraHU3aluu
MOXXET OBITb NPHUBJICUECH K AUCHUIUIMHAPHON WM HHOW TNPEeIyCMOTPEHHOMN
3aKOHOJIaTE€ILCTBOM OTBETCTBEHHOCTH.

KoHTponib 3a ocyllecTBICHHEM yueTa, pPa3MHOXKEHUS, XpaHEHUS W
UCIIOJIb30BAaHUSl JOKYMEHTOB, Jed U u3nanuii ¢ rpudom «lnga cioyxkeGHOTO
MOJIb30BAHUS»  BO3JIAraeTcs  JIMLO, OCYIIECTBISIONIEE B  YyUPEXKICHHH
JeJIONPON3BOACTBO. B nmampHeiileM, AeTONpOU3BOACTBO HMEHYIOTCS CIy»KO00ii
JOKYMEHTAI[MOHHOT'O 00ECTICUCHHUSI.

CoTpyIHUKM  OpraHu3allid, HUMEIOIIME OTHOLIEHHEe K pabore ¢
JOKyMEHTaMu, JeJaMi U U3AaHusIMU «JlJid CIy’KE€OHOro MOJIb30BaHUS», JOJKHBI
OBbITh B 0053aTE€ILHOM MOPSAKE 03HAKOMJIEHBI C MHCTPYKIMEN, YCTaHABINBAIOIIEH
MOpSIIOK  paboThl € JOKYMEHTUPOBAHHOW HMH(OpManued OrpaHM4eHHOIrO
pacupoCTpaHEHUsl B OpraHU3aliH.

PykoBomuTenb  yupexaeHHs, TNPUHSABIIMKA pelieHne o0 OTHECeHHUHU
JOKYMEHTUPOBAHHOM CIIy’)KEOHOM HMH(pOpMaUU K pa3psay OrpaHUYEHHOIO
pacnpocTpaHeHusl, HECET NMEPCOHAJIBHYI0 OTBETCTBEHHOCTh 32 OOOCHOBAHHOCTH
OPUHATOTO PEIICHUS W COOJNIIOJIEHWE OrPaHWYeHMH, MPeayCMOTpeHHbIX m. 1.3
HacTosme WMHceTpykumu, a Takke 3a O0OecleyeHHe 3aluThl HOCUTENen
MHPOpMAIlMU OrPAaHUYEHHOI'O pACHpPOCTPAHEHUSI M HCIIOJIb30BAHHUE CPEICTB
OPI'TEXHUKHU IPU MOATOTOBKE ITHUX JOKYMEHTOB.

JlokyMeHTHpOBaHHAas CiTy)eOHas uHdopmarus OTPaHUYEHHOTO
pacnpocTpaHeHusi 0€3 CaHKUMU PYKOBOJIUTENS  YUPEXKACHHS WM  €ro
3aMeCTUTENIeH He MOJJICKUT pasrialleHuto (PaclpoCTPaHEHHIO).

3a  pasriameHue — JOKYMEHTHPOBAHHOW  CIy>)keOHOW — mHbOpMaIuu
OTPaHUYEHHOTO PACIpPOCTPAHEHHUS, a TAKKE HapylleHUEe Mopsiaka oOpallleHus c
JOKYMEHTaMH, COJEpXAaIlMMH TakKylro HH(GOpMAILMIO, COTPYAHUK OpraHu3aluu
MOXET OBITh MPHUBJICYEH K JUCHUIUIMHAPHOM WM WHOW MpPeayCMOTPEHHOU
3aKOHOJIaTE€ILCTBOM OTBETCTBEHHOCTH.

KonTpons 3a ocyliecTBIEHHEM YydeTa, pPa3MHOXKEHHUS, XpaHEHHs U
UCIIOJIb30BaHUsl JOKYMEHTOB, el M wu3iaHuil ¢ rpudom «/ns cmyxebHOrO
NOJIb30BAaHUS»  BO3JIArae€TCs  HA  JIMIO,  BBINOJHSIOIINE byHKIAN
JEIOMPOU3BOAUTEIIA.

CoTpyIHUKH YUpEexJACHUs, UMEIOIUE OTHOIIEHUE K paboTe ¢ TOKyMEHTaMH,
IenaMu W U3MaHusAMH «J{7ms  Ciy’)keOHOTO TOJIb30BaHUS», IOJDKHBI OBITH B
00s13aTeTbHOM MOPAIKE 03HAKOMJICHBI C UHCTPYKILIHMEH, YyCTaHABIMBAIOIICH



NopsAI0OK paboThl C JOKYMEHTHPOBAHHOM HH(pOpMalnmeir OorpaHuuyeHHOro
pacnpoCTpaHEHUs! B OpTraHU3aLHH.

CoTpynHukaMm, paboTaloluM C JOKYMEHTaMU U U3JaHusSMHU  «Jls

CIIy’KEOHOTO TMOJIB30BaHUA», 3aIPeIlaeTcsa coo0aTh YCTHO WU MUCbMEHHO KOMY
Obl TO HM OBUIO CBEJICHUS, COJAEpKAIIUECS B ITUX JOKYMEHTaX U U3JAAHUSIX, €CIU
3TO HE BBI3BIBAETCS CIIY>KEOHON HEOOXOAUMOCTBIO.
[Ipu pabote ¢ gokymeHTamu «/JlJ1s1 ciry>keOHOT0 MOJB30BAHUSY, KPOME HACTOSIIEH
NHcTpykiuu, BEJOMCTBEHHOM HHCTPYKIMH, OTpaxaromed crneruduky padoThl
YUpPEXKACHUS, COCTABJICHHOW M  pa3pabOTaHHOM HA OCHOBE HACTOSIIEH
Wuctpykuuu, crnemyer Takxke pykoBojctBoBatbes [OCT P 6.30-97
«YHUPUIUPOBaHHBIC CUCTEMBI OpraHU3aAIMOHHO-PACTOPAIUTEIBHON
nokymeHTauu. TpeboBanust kK 0(hOPMIICHUIO JTOKYMEHTOBY, PETIaMEHTUPYIOIIUM
TpeOoBaHus K (hopMaM JOKYMEHTOB U MpaBmiia X 0(hOPMIICHHS.

2. [lopsnox mpremMa 1 y4eta JOKyMEHTOB U M3/IaHUN

[Ipuem u yuer (peructpamus) ITOKYMEHTOB W u3laHui «lis ciaykeGHOTo
ITOJIb30BAHUS» OCYIIECTBISAECTCS TEM JIMIIOM, KOMY  IIOPYYEH YYeT HECEKPETHOU
JOKYMEHTALIUH.

Bes moctynatromass B yupexkAeHHE KoppecnoHaeHuus «Jlig  cimy:keOHOro
MTOJIb30BaHUS» TPUHUMAETCA M BCKPBIBAECTCS COTPYAHHUKOM, KOTOPOMY IIOpyYE€Ha
pabora ¢ stumu Marepuanamu. Ilpu 3TOM mpoBepsieTcss KOJIMYECTBO JIMCTOB H
JK3EMIUIIPOB  JOKYMEHTOB M M3JaHMM, a TakKe Haau4yue YKa3aHHBIX B
COIIPOBOJUTEIIBHOM ITUCHME IPUIIOKEHUN.

B cnydae orcyrcTBusl B KOHBepTax (MakeTax) JOKYMEHTOB «JlJis ciry>keOHOro
IIOJIb30BAHUS» WJIU NPUIJIOKEHUN K HUM COCTABIISIETCA aKT B IBYX DK3EMIUIApax, OJMH
13 KOTOPBIX BBICBUIAETCS OTIPABUTEIO.

Omn6oYHO MOCTYNUBILINE TOKYMEHTHI M U31aHul « /711 cimy»keGHoro
II0JIb30BAHUS» BO3BPALLAKOTCS OTIIPABUTEIIIO.

Bo Bpemsi oTCcyTCTBHS JIMIl OTBETCTBEHHBIX 3a PabOTy C KOPpPECHOHACHIUEH

«ns cimyxeOHOro nojab30BaHMs MPUHUMAIOT JOKYMEHTHI, U HE BCKPBIBAs 3Ty

KOPPECIOHJEHIIMIO, TIEPEAIOT €€ pabOTHUKAM CIIykObl JOKYMEHTAllHOHHOTO

o0ecnie4eHusl.

3anpemaercs JOCTaBIATH B  Hepabouee Bpemsi wmartepuaibl  «Jlus
CIIy’)keOHOTO TOJIb30BAHMUS B OpTaHM3alMM, HE HWMEIOUIME IOCTOSHHBIX
NEXKYPHBIX.

Perncrpanuu noanexar Bce BXOAAIINE, UCXOAAIINE U BHYTPEHHUE TOKYMEHTHI,
a Taxoke n3nanus « /s cimyxe6Horo mosib30BaHusA». Takue JOKYMEHThI YUUTHIBAIOTCS
M0 KOJIMYECTBY JIMCTOB, & U3JaHUS (KHUTH, )KyPHAJIbl, OPOILIOPHI) - MO HK3EMILISPaM.

HoxymenTtsl ¢ rpudom «ICID» yuyuThIBatoTCsS OTACIBHO OT HECEKPETHOM
nokyMmeHTanuu. [Ipy He3HaUNTEIPHOM 00BEME TaKUX JOKYMEHTOB, pa3peraeTcs
BECTHU UX YYET COBMECTHO C IPYTMMH HECEKPETHBIMU TOKyMeHTaMu. [Ipu sTom B
KapTOYKe (3KypHaJIe) K PpErHCTPAlMOHHOMY HOMEPY JOKYMEHTA MPOCTABIISAETCS
otMeTka «J{CID».



TpeOoBaHKHEe OAHOKPATHOCTH PETUCTPALIMHU PACIIPOCTPAHSAETCA U HA JJOKYMEHTBI
1 u3gaHus «is ciry>keOHOro Monb30BaHUD).

VY4er 10KyMEHTOB U U31aHui «/171s1 ci1y’>keOHOTO MOJIb30BaHUD» BEJAETCS Ha
KapToukax WIM B XypHauax. JlomyckaeTrcss perucTpupoBaTh JIOKYMEHTHI C
rpudom «/ICII» ¢ momMouIp0 yCTpOMCTB 31€KTPOHHO-BBIYMCIUTENIBHON TEXHUKU.

JIBuKeHHe JOKYMEHTOB M U3/1aHui « /7151 ciy»keOHOro 1oJib30BaHus»

JOJKHO CBOEBPEMEHHO OTPa’KaThCA B )KypHAJIAX WM HA KapTOYKaX.

Ha xax1oM 3aperucTpupoBaHHOM JOKYMEHTE, a TAKKE HAa COMPOBOIUTEIBHOM
MUChME K U3JaHUsIM «1Jis ci1yKeOHOTro MOJIb30BaHUS MPOCTABISETCS ILITAMII, B
B KOTOPOM YKa3bIBalOTCS HAMMEHOBAHUE OPTraHU3allH, PErUCTPAlOHHBIMI
HOMED JTOKYMEHTA U J1aTa €ro MOCTYIUICHHUS.

Tupax nzganus «JJis c1yKeOHOro NOJb30BaHUs», TOJIYYEHHBIHN 17151 paCChUIKH,
perucTpupyercss IojJ OJHMM BXOASIMM HoMepoM B <«OKypHane ydera u
pacupeneseHus U3IaHu) .

JIONOJIHUTENBHO ~ PAa3MHOXKEHHBIE  DK3EMIUISIphl  JOKyMeHTa  (HM3AaHus)
YUHUTBIBAIOTCS 32 HOMEPOM 3TOr0 JTOKYMEHTa (M3/1aHuA), O YEM JIeJIaeTCsd OTMETKA Ha
pa3MHOXaeMOM  JOKyMeHTe (M3AaHMM) U  y4eTHbIX (¢opmax. Hymepamms
JOTOJHUTENBHO PA3MHOKEHHBIX 3K3EMIUTIIPOB MPOU3BOJUTCSA OT MOCJIEIHEr0 HOMEpPa
paHee YYTEHHBIX 3K3EMILISPOB.

3. PazMHOXeHMe 1 pacchliika (OTIpaBKa) JOKYMEHTOB U U3IaHUM

3.1. JoxymenTtsl ¢ rpudom «ICIIx»:

[ mevararoTcs CHEUAINCTOM CIYKObI JOKYMEHTAIIMOHHOTO 00ecTieueHus
opraHuzanuu (yrnpaBlIeHUE JeIaMu, OO OTAeIN, KaHIIeIIpUs U T.11.),
OTBETCTBEHHBIM 32 MOJATOTOBKY TOKYMEHTOB ¢ rpudom «JCII», nomyckaercs
HCIIOJIb30BAaHUE NIEPCOHANIBHON KOMIIBIOTEPHON TEXHHUKH, IIPU 3TOM paboTa
BBITIOJTHSIETCS TOJIBKO C UCTIOJIh30BAaHUEM CMEHHBIX MArHUTHBIX HOCUTENEH (IUCKET).
VYka3aHHbIE TUCKETHI XPAHSITCS y CIIEIMAINCTa, OTBETCTBEHHOTO 3a paboTy ¢
nokymeHTamu ¢ rpudom «ICID»;

[] mewaTaroTcs ¢ yKa3aHUEM Ha JIMLEBOW UM OOOPOTHOM CTOPOHE B JIEBOM
HUKHEM YTy MOCJEAHEro JINCTa KaKI0T0 K3eMIUISipa JOKYMEHTa KOJIMYECTBa
OTIEYaTaHHbIX SK3EMILISIPOB, (PaMUIIMK UCTIOTHUTENSI © HOMEpa €ro CIIy>KEeOHOTOo
TenedoHa. YKa3bIBalOTCs TaKKe HAaMMeHOBaHue (aiina, 1aTta neyaTaHus, HHUIHAIbI
MMEHU U (haMHUIIMY CTICIMAUCTa, TIeYaTaBIiero JoKyMeHT. [lonnrcannpie JOKYMEHThI
(BMecTe ¢ YepHOBHKAaMU) MEPEAAIOTCS ISl pErHCTPaIiK CIIEHUAINUCTY CITY>KOBbI
JOKYMEHTAIIMOHHOTO 00eCTIeUeHUsl OpraHu3aliu, OCYIIECTBIIAIONIEMY UX YUET;

[l mepenaroTcs CrielMaIUCTaM CTPYKTYPHBIX MOJpa3eieHU Opranu3auu o
pacrniucky. [lepegaua nokymenToB ¢ rpudom «JICID» u gen, cogepxkamniux Takue
JOKYMEHTBI OT OJTHOTO CHEIHAINCTa JPYTOMY, OCYIIECTBIISIETCS TOJIBKO C
pa3peleHus: pyKOBOAUTENSI CTPYKTYPHOTO TOJIpa3esieHUs] OpraHUu3alliu;

[] mepechUIaroTCsi CTOPOHHUM OpPTraHH3alUsIM (elTbIbErepCKOi CITy:KO0iH,
CTICLICBSA3BIO WM 3aKa3HBIMH MJIH [ICHHBIMH [TOYTOBBIMU OTITPABJICHUSIMHU;

] HE MOTYT mepeaBaThCs M0 He3alUIIEHHBIM KaHallaM KOMITBIOTEPHO-



MOJIEMHOM, (hakCUMUIIBLHOU TenerpadHoil CBS3M, a TAaKKe IO AJIEKTPOHHOM IMOYTE;

OTtneyaTaHHble U MOANMKMCAHHBIE JOKYMEHTBI « /7151 CITy»Ke€OHOT0 MOJIB30BAHUS
BMECTE C MX UYEPHOBUKAMH W BapHaHTaMU [EPENAIOTCA JUIsl PETUCTpPaLUU
CIEHHUAIIACTY, OCYIIECTBISIOMIEMY UX yueT. YepHOBUKH M BapUaHThl YHUUYTOXKAIOTCS
ATUM COTPYAHUKOM C TOATBEpPKICHUEM (aKTa YHMUTOKEHHS 3alHUChi0 HA KOIUU
UCXOJIAIEro JoOKyMeHTa: «YepHOBUK (M BapuaHThl) yHUUTOKEeHbI. [laTa. [loanucey.

Ha ucxoasmmx noxkyMeHTax (B HEOOXOAUMBIX CIydasX U Ha MX MPOEKTAX),
COJIepKalINX JOKYMEHTHPOBAaHHYIO CIYy)X€OHYI0 HMH(OpPMAIMIO OrPaHUYCHHOTO
pacnpoctpanenus, rpud «JCID» HOMep sK3emImuiipa MPOCTABISAIOTCA B IMPABOM
BEPXHEM YIJIy IEPBOM CTPAaHMIBI JAOKYMEHTA, Ha OOJIO)KKE M THUTYJIBbHOM JIMCTE
W3JaHUSA, a TAKXKE HaA IMEPBOM CTPAHMUIE CONPOBOAUTEIBHOIO IHCbMA K TaKUM
JOKYMEHTAaM.

[Ipy HEOOXOOUMOCTHM HampaBieHHUs JOKyMeHTOB ¢ rpudpom  «ICID»
HECKOJIBKMM  ajpecaraM, COCTaBIAETCA  YyKa3arelb pPAacCbUIKM, B  KOTOPOM
IIPOCTABJIAIOTCSA HOMEPA HK3EMILIAPOB OTIIPABIIEMBIX JJOKYMEHTOB BCEM aJpecaTaM.

VYKazarenb pacChUIKA — IIOANMUCHIBACTCS  WUCIOJHUTENIEM, PYKOBOAUTEIEM
CTPYKTYPHOI'O NIOAPA3AECIICHUS OpraHH3alnu, TOTOBUBILETO JOKYMEHT
(mpeaBapUTEIBHO COTIIACOBAHHBIN C COOTBETCTBYIOLUM 3aMECTUTENIEM PYKOBOJUTEIIS
OpraHU3aluH).

PasMHOXeHHE JTOKYMEHTOB U wu3laHuil ¢ rtpudom «Jms cmoyxkeOHOro
ITOJIb30BaHUS» OCYIIECTBISIETCA TOJBKO C IMCBMEHHOI'O Pa3pelICHHs] PYKOBOJCTBA
OpraHu3allMd W TMOJ KOHTPOJEM CIYKObl JOKYMEHTAIMOHHOrO oOecreyeHus
OpraHM3alrd. YUYeT Pa3MHOKEHHBIX JOKYMEHTOB OCYLIECTBIIAETCS 1O SK3EMIUIIPaM.

JlokymeHThl U u3faHus «Jlis ciay:keOHOro MOJb30BAHMS), MOJYYEHHBIE OT
CTOPOHHHUX OpPraHu3alui, MOTYT OBITh Pa3MHOKEHBI TOJIBKO C UX COIJIACHUS.

OTtnpasisieMble JOKYMEHTBI, J1eJla U u31aHus «Jlis ciy>keOHOro 1moJIb30BaHUS»
JOJKHBI OBITH MOMEILIEHBl B KOHBEPTHI JIMOO yIakoBaHbl. 3aMperiaeTcsi UCIOIb30BaTh
KOHBEPTHI C IMPO3PAYHBIMU «OKOIIKAMMY JUISl IEPECHUIKU 3THX JOKYMEHTOB.

Ha ymakoBke (kOHBepTE€) YKa3bIBalOTCS ajapeca M HAUMEHOBAHUS TMOJyyaTels Hu
OTIIPaBUTEISl, HOMEpA BIOKEHHBIX JOKYMEHTOB C JoOaBineHrneM otMeTKu «ICID».



3amnperiaercs yka3blBaTh (PaMIIMU U TOJDKHOCTUA PYKOBOAUTENST U COTPYIHUKOB
YUpEeXKJIEHUSI Ha yIaKOBKE JOKYMEHTOB M W3naHui «/lns coyxebHoro
I10JIb30BAHUY.

4. I'pynnupoBKa UCTIOTHEHHBIX TOKYMEHTOB B Jieia

JloxymeHTsI ¢ rpudom «/liis ciay>keGHOT0 M0JIb30BaHUs» MOCTIEe
WCIIOJTHEHHSI TPYNIHUPYIOTCSA B fena. [lopsSaok ux rpynmupoBKy
MpelycCMaTpUBAETCs HOMEHKIIATypaMH JieJ HECEKPETHOTO JEIONPOU3BOICTBA.

B HoMeHKNaTypy Jen B 00s3aTeIbHOM MOPSIKE BKIIIOYAIOTCS BCE CIIPaBOYHbIE
KapTOTEKH W JKypHaJbl HAa JOKYMEHTHI M W3maHus ¢ rpudom «Jlms ciayxedHOTro
MOJI30BAHUSY.

JoxymeHnThl ¢ rpudoM «/is ciyxeOHOro mojb30BaHUs» B 3aBUCUMOCTH OT
IPOU3BOJICTBEHHOM HEOOXOJMMOCTH JOIYCKAETCsl TPYNIUPOBATh B Jeja OTIAEIBHO
WM BMECTE€ C JIPYTUMH HECEKPETHBIMH JOKYMEHTaMH TI0 OJHOMY U TOMY K€
BOTIPOCY.

B cinydasx, korma B yupexaeHUH oOpa3yeTcsi 00IbIIOE KOIUYECTBO OJHHUX U
TeX K€ BHJIOB JOKYMEHTOB M 1 (MIPUKa3bl, MHCTPYKIIMHU, CBOJKH H T.J.) C Tprudom
«lmga  ciayxkeOHOro Tmodb30BaHUs» ©  0e3 »Toro rpuda, 1eIecoodpasHO
npeaycMaTpuBath UX 00ocoOsieHHoe (opmupoBanue B jaena. [lpu 3tom B rpade
HOMEHKIATYphl «VHIEKC nena» K HOMepy JAelia ¢ TOKyMeHTaMu «Jljia ciy:keGHOoTro
noJib30BaHUs» 00aBsieTcst ormetka «J{CIIy, nanmpumep:

WNunekcol gen 3aroyioBKu Jei

1-1 [Tpukassl mo ocHoBHOM AesitenbHOCTH 1-1/JCIT

[Ipu BrIOYEHUM JOKYMEHTa ¢ rpudom «/ias cmykeOHOTo MOIb30BaHUS) B
JIEJI0 C HECEKPETHBIMU JJOKYMEHTaMH, HE UMEIOIIMMHU aHAJIOTHYHOTO Tpuda, JaHHOE
neno mosydaetr rpud «mas  ciayeOHOro MOab30BaHMS» W COOTBETCTBYIOIIEE
YTOYHEHHE BHOCUTCSI B HOMEHKJIATYPY A€l TEeKYIIEro roja.

B opranuzamusix, B JEITEIBHOCTH KOTOPBIX oOOpa3zyercss HeOOJbInoe
KOJIMYECTBO JOKYMEHTOB «Jlisi ciy:keOHOTro MOJIh30BaHUS», HOMEHKIATYPOH el
MOXXET OBITh MPEAYCMOTPEHO 3aBEJIEHHE OJHOTO JieNla, KOTOpPOE HMEHYeTCs
«loxymentsl «Jlyist cimykeOHOTO moJb30BaHMs». CpoK XpaHEHUS TaKOro Jeia He
YCTaHABJIMBAETCS, & B COOTBETCTBYIONIEH Ipade HOMEHKIATYPHI €N MPOCTABISCTCS
orMmeTKa «IK» (3KcrepTHas KOMUCCHSA).

[To okOHYaHUU JAENONPOU3BOACTBEHHOrO roja ieno «JlokymeHTs « /s
CIIy’K€OHOTO TMOJIH30BaHUS MTPOCMATPUBAETCS IKCIIEPTHON KOMUCCHEH TTOJIUCTHO M,
B CiTy4yae He0OXOMMOCTH, TPUHUMAETCS PEIIEHNE O MEPErpPyINIUPOBKE TOKYMEHTOB.
Conepxanuecs B JieJie JOKYMEHTBI IOCTOSTHHOTO CPOKA XpaHEHUsI TPYyHIUPYIOTCS B
OT/ICJIBHOE JIETIO (Z1eJ1a), KOTOPOE MOJIYyYaeT CaMOCTOSITEIbHBIN 3ar0JIOBOK U
JIOTIOJTHUTENIBHO BKJIIOYAETCsl B HOMEHKIATypy aen. Eciau B aeno «/loxkymenTsl «Jlist
CITY>K€OHOT0 MOJIb30BAHUS BKJIIOUCHBI TJOKYMEHTHI TOJIBKO BPEMEHHBIX CPOKOB
XpaHEHUs, OHO MOXKET He nepedhopMUpoBbIBaThHCSI. CPOK XpaHEHHUs TaKoTo Jeia
YCTaHABJIMBAETCS M0 MAKCUMAIBHOMY CPOKY XpaHEHHUs COJEPKAIIUXCS B HEM
nokyMeHToB. OTmeTka «9K» B rpade HOMEeHKIATYpbl Jed « CpoK XpaHEHUsD)
3a4E€PKUBACTCS U 3AMEHSETCS] YTOYHEHHBIM CPOKOM XPaHEHUS.



Hena ¢ nokymeHnTamu «J{7s ciry>ke0HOT0 MOIb30BaHU MOCTOSSHHOTO U
J0JITOBpeMeHHOro (cBbiiie 10 JieT) cpoka XpaHeHUs! JOKHbBI UMETh BHYTPEHHUE
OTIHCH.

5. Mcnonp3oBaHue JOKYMEHTOB, Jed U u3aanuii. CHATHE ¢ J1en rpuda
«J114 ciry>keOHOTO TTOJIb30BAHUS

5.1. K pabote ¢ nenamu « /s ciry’eOHOT0 MOJIb30BAHUS JOIMYCKAIOTCS UMEIOIIHE K
HUM HETNOCPEICTBEHHOE OTHOILLIEHHUE JIOJPKHOCTHBIE JIMIA, 4 K TOKYMEHTaM -
COTJIACHO YKa3aHHUSIM, COJIEPKAILMMCS B PE3OTIOUUAX -PYKOBOJINUTEID YUPEKETHU.

Kareropuu pabOTHUKOB, [OMyCKaeMbIX K padore ¢ wusnanusmMu «Jlis
CIIy>Ke0OHOTO IIOJIb30BAHUS» (oTueTsl 1o Hay4HO-UCCJIEI0BATEIHCKUM,
KOHCTPYKTOPCKUM WJIM MPOEKTHO-U3bICKATEIbCKUM padoTaM M T.J.) ONPEAeIstOTCs
JUPEKTOPOM OpTraHU3aALUH.

3amnpenmaeTcs MoJib30BaThCsl CBEICHUSIMH W3 JOKYMEHTOB M H3JaHuiM «[[ns
CITY>)K€OHOT0 TIOJIb30BAHUS» JJISI OTKPBITHIX BBICTYIUICHUW WM OIMYyOJIMKOBAHUS B
OTKPBITOM TeYaTu, Iepegayax Mo paguo U TEJIECBUACHUIO, 3KCIIOHUPOBATH TaKHE
JOKYMEHTBI U U3/IaHUS Ha BBICTABKAX, IEMOHCTPUPOBATh UX HA CTEHIAX U T.H.
[IpeacTaBuTenu APYyrux OpraHU3AIMKM JOMYCKAIOTCS K O3HAKOMJICHHIO U padoTe ¢
JOKYMEHTaMU W U3AaHUsAMH «JlJIsl CIy>)KEOHOTO TMOJIb30BaHUS) C Pa3pelICHUs
JTUPEKTOpPa YUPEXKICHUS, B BEICHUH KOTOPOrO HAXOIATCS 3TH MaTepuaibl, MpU
HaJU4YMHM NMHCHbMEHHOrO 3alpoca TE€X OpraHu3aluid, B KOTOPBIX OHH pabOTaoT, C
YKa3aHUEM TEMBbI BBITIOJIHSIEMOTO 3aJaHusl.

Hena u w3ganus «Jlns cimy>keOHOTO MOJB30BAHMS BBIAAIOTCS HCIHOJHUTEISAM U
NPUHUMAIOTCA OT HHMX MOJ pacnucky B «KapTrouke ydera BblIaBaeMbIX 1€ U
U3JaHUN .

CHsiTHE PYKOMUCHBIX, MAIIMHOMMUCHBIX, KCEPOKOMUH, a TaKKe MPOU3BOJCTBO
BBIMUCOK M3 JIOKYMEHTOB M u3fgaHuil «Jlns  ciaykeOHOTro  MOJb30BAHMS
COTPYJHUKAMU JaHHOW OpraHU3allMi MPOU3BOJUTCS C Pa3pelICHUs PYKOBOIUTEIS
ATOM OpraHu3aluu (CTPYKTYPHOTO MOAPA3AECICHUSA).

CHsiTHE KONIHI 111 CTOPOHHUX OpraHu3alui ¢ JOKYMEHTOB U U3JaHui «J1ist
CIIy’K€OHOT0 MOJIB30BAHUS MTPOU3BOAUTCS HA OCHOBAHUU MMCbMEHHBIX 3aIIPOCOB
C pa3pellIeHUs PYKOBOJUTENS OpraHU3alMK (CTPYKTYPHOTO TOIpa3ieieHus),
MOJATOTOBUBIIEH 3TU JIOKYMEHTBI WJIA U3/IAHUMU.

Jlena MOCTOSSHHOTO M BPEMEHHOTO CpPOKOB XpaHeHus ¢ rpudpom «Jns
CITy’KE€OHOTO TOJIb30BAHUS» MEPUOIUUECKH TPOCMATPUBAIOTCS C IIEJIHI0 BO3MOKHOTO
CHATHS 3TOro rpuda.

[IpocMOoTp  oOcCyliecTBIsieTCsl MNpuU  Nepeaadye Jedl  HU3  CTPYKTYPHBIX
MOApa3eJICHUN B apXUB OPraHU3AIINH, B MPOLECCE XPAHEHUS J1e]l B BEIOMCTBEHHOM
apxXuBe, a TakyKe MPU MOATOTOBKE e MOCTOSIHHOTO CpOKa XpaHEHUs K Iepeaye B
rOCy/1apCTBEHHBIN apXUB.

Pemenue Bompoca o cHatuu tpuda «Jns  ciayxeOHOTO TMOIB30BaHUMDY
BO3JIAraeTcsl Ha CO34aBa€MYI0 B YCTAHOBJIEHHOM IMOPSAAKE CIEIUATbHYI0 KOMUCCHIO,
B COCTaB KOTOPOM BKIIFOUAIOTCS MPEJICTABUTENN CITYk OBl JOKYMEHTAI[MOHHOTO
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PYKOBOJUTEINU CTPYKTYPHBIX MOJIpa3/ieJICHUI OpraHu3aluu.



Pemenne xommccuu OoQOpPMIISIETCS COCTaBISIEMBIM B TIPOM3BOJIBHON (opme
aKTOM, KOTOPBIM  YTBEp)KIAaeTCs PYKOBOJIWUTENIEM  OpraHuzanuu. B akre
NEPEUUCIISAIOTCS J1e1a, C KOTOPBIX Tpu@ «lJis ciy>ke0HOT0 M0JIb30BaHUS» CHUMAETCS.

OnuH 5K3eMILISIp akTa BMECTE C JIeJIaMU MEPENAETCS B apXUB OpPraHU3aluu, a
Ha JieJ1a NOCTOSTHHOTO CPOKAa XPaHEHUS - B TOCYIAPCTBEHHBIN apXHB.

Ha o6noxkax nen rpud «Jns cmykeOHOTro MOJIb30BaHUS) IMOTaIlaeTcsl MTaMIoM
WM 3alUChl0 OT PYKH C YKa3aHMEM JaTbl U HOMEpa akTa, IOCIYXUBIIErO
OCHOBAHHUEM JIJISI €r0 CHATHUS.

[Tpu custum rpuda «JCII» Ha noxkymeHTax, U3IaHUAX, a TAKKE B YUETHBIX
dopMax [enaroTcsi COOTBETCTBYIOIIME OTMETKH M HH(MOPMHUPYIOTCS BCE apecartsl,
KOTOPBIM 3TH JTOKYMEHTHI (M3/JaHUsI) HAIPABJISUIUCK.

6. OTOOp JOKYMEHTOB, A U U3JJaHUN JIJIs1 XpaHEHUS U K YHUUTOKESHUIO

[TpoBeeHME SKCIICPTU3BI HAYYHOM U MMPAKTHYECKON IIEHHOCTH JIOKYMEHTOB U
nen «Jis cimy:keOHOTO I0JIb30BaHHUs» PACCMOTPECHHE H YTBEPIKICHHE €€ PE3YJIbTaTOB
IIPOU3BOJIUTCS B COOTBETCTBHH C TPCOOBAHHMSIMH M TIOPSAIKOM, YCTAHOBICHHBIMH JIJIS
HECEKpeTHhIX MaTepraoB (OCHOBHBIC IPaBHIa PaOOTHI BEAOMCTBCHHBIX apXHUBOB,
pazzaen 3).



OTOOpaHHbIE K YHUUTOXKEHMIO niena «lis ciy)keOHOro mojib30BaHUsS», HE
MMEIOIME HCTOPUYECKOM LEHHOCTH W YTPATUBIIME IIPAKTHYECKOE 3HAYCHME,
MOTYT O(pOPMIIATBCA OTAETBHBIM aKTOM MJIM BKIIIOYATHCS B OOLIMN aKT BMECTE C
APYTUMHU OTOOpaHHBIMU K YHUYTO)KEHHIO HECEKpPETHbIMHU Jenamu. llpu stom B
rpade «3arosoBKM Jei» IOC/Ie€ HOMEPOB 3THUX [el1 IPOCTAaBISETCI OTMETKA
«ICII». B ydernbix opmax 00 3TOM nenaeTcsi COOTBETCTBYIOIIAS OTMETKAa CO
CCBUIKOM Ha COOTBETCTBYIOIIMH aKT.

7. ObecrieueHne COXpaHHOCTU JOKYMEHTOB, Jen U u3nanuil. [IpoBepka ux
HaJTHYUs

JlokymeHThI, Aena U u3fgaHusi «/ias ciy’)keOHOTro MOJIb30BAaHUS» JIOJKHBI
XPaHUTHCS B CIIYKEOHBIX TTOMEILIEHUSX B HAJIEAKHO 3aITUPAEMBIX M ONEYaThIBAEMBIX
mkadax (xpanunumiax). [Ipu 3ToM 10KHBI OBITH CO3/IaHBI HA/JICKAIIINE YCIIOBHS,
oOecrieunBaronye ux (GU3NUIECKyr0 cOoxpaHHOCTh (OCHOBHBIE MpaBMiia PadOTHI
BEJIOMCTBEHHBIX apXUBOB, pa3ziel J).

Brinannasie 115 paboThl aena «Jjisi ciry»eOHOro Mmojab30BaHUs» MOJIEeKAT
BO3BpaTy B CIYkO0y IOKYMEHTAIlMOHHOT'O 00€CTICYEHUsI WJIM apXUB B TOT )K€ JICHb.
OtnenpHble fena «JJig ciry»eOHOro MoJb30BaHUs) C pa3pelieHUus: PyKOBOIUTES
CITY>KOBbI JJOKYMEHTAIIMOHHOTO OOECIEeUeHUs MOTYT HaXOJUTHCS Y MCIOJHUTENS B
TEUEHUE CPOKA, HEOOXOIMMOTO JJIsi BBHINIOTHEHUS 3aJaHus, IPU YCIOBUM MOJIHOTO
oOecrieueHuns UX COXPAaHHOCTU U COOJIIO/ICHUS MTPABUIT XPaHEHUS.

[lepenaua TOKYMEHTOB, €l W W3MaHUM «J[Ji1 CilyKeOHOTrO MOJb30BaHUS
JIPYTUM COTPYJHUKAM, MMPOU3BOAUTCS TOJIBKO Yepe3 CIYKOY JOKYMEHTAI[MOHHOTO
oOecrieueHus: OpraHu3aIH.

3anpemniaercs U3bATUE U3 JET WIM TIEPeMEIleHHe JOKYMEHTOB C Tpudom
«Jlims cmy>xeOHOTro MOJIB30BaHUS» U3 OJHOTO Jiesia B APYyroe 0e3 CAaHKIMH CITY>KOBI
JIOKYMEHTAIMOHHOTO 00€CTeUeHUs] WU JIUIIA, OCYIIECTBIstomero ux yder. 060
BCEX MPOBEJCHHBIX U3BATUSAX WIM MNEPEMEUICHUAX JETA0TCSI OTMETKH B YUYETHBIX
JOKYMEHTAaX, BKJII0Uasi BHyTPEHHUE OMUCH.

3anpemniaeTcss BRIHOCUTH JOKYMEHTHI, Jiena U u3fgaHuil «Jljist ciy»xeOHoro

MOJI30BAHUS» U3 CIIYKEOHBIX TTOMEIICHUM SISl pabOThl C HUMU Ha JIOMY.
[Ipu cMeHe B opraHuM3aliuy CIEIUaInuCcTa, OTBETCTBEHHOTO 3a YUYET JOKYMEHTOB C
rpudpom «JICID» cocraBisieTcss akT mpueMa-cauyd 3THX JOKYMEHTOB, KOTOPBIH
YTBEPKIAETCS  HAYAJIBHUKOM  CIYkKOBbl  JIOKYMEHTAIlMOHHOTO  OOECIeUeHHUsI
OpraHu3aluu.

[TpoBepka HanMuKsi JOKYMEHTOB, U3IaHUMN U A€, COAEPKAIINX JOKYMEHTBI
c rpudpom «JICII» B opraHmzamuu, MPOBOAMUTCS HE PEXKE OTHOTO pa3za B TOJ
KOMHCCHUSIMM, Ha3HAYa€MbIMHU MPUKA30M PYKOBOJUTEIS OpraHu3aunuu. B coctas
KOMHCCUM BKJIFOYAETCS CHELUHUAINUCT, OTBETCTBEHHBIN 3a YYET M XpaHEHUE 3ITHUX
JIOKYMEHTOB.

B apxuBe opranuzanuu npoBepka Hanuaus 10KyMmeHToB ¢ rpudom «(CII» B
Jienax MpOBOJUTCS HE PEKe OJHOTO pa3a B MATH JIET.

Pe3ynbTaThl NpoBEpOK OPOPMIIIIOTCS AKTOM.
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O ¢daxrax yTpaThl JOKYMEHTOB, u3nanuii ¢ rpudom «ICII» u nemn,
coJiep KalluX 3TU JOKYMEHTHI, a TaK)Ke pasIJIalleHnss HHPOpMaLuy,
CoJIepIKalIeiicst B 3TUX JTOKYMEHTaX, CTABUTCS B U3BECTHOCTD
COOTBETCTBYIOIIUH (10 MOJYMHEHHOCTH ) 3aMECTUTEIh PYKOBOAUTEIIS
OpraHu3alliK ¥ Ha3HAYAETCsI KOMUCCHS JJIsl PacCieJOBaHUSl OOCTOSTENBCTB
yTpaThl WM pasriameHus. Pe3ynpTaTsl paccie0BaHus JOKIAIbIBAIOTCS
3aMECTHUTENIO PYKOBOAUTEIS OPraHU3allui, HAa3HAYUBIIEMY KOMUCCHIO.

Ha yTpaueHHbIe JOKYMEHTHI, U3[JaHUA U JIeNa, COJepKaIie JOKYMEHTHI C
rpudom «JICII» cocTaBisieTcst akT, Ha OCHOBAaHHUHM KOTOPOTO JIETAI0OTCS
COOTBETCTBYIOIIME OTMETKH B YUETHBIX (hopMax.
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