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1. O6mue mooxkenus
WHeTpykius cocTaBiena B COOTBETCTBHHU C l'ocynapcteennsM cranmaprom PO I'OCT P6.30-
2003  «YHUUUMPOBAHHBIE  CHCTEMbI AOKYMEHTALMH.  YHH(QUIMPOBAHHAS  CHCTEMA
OpraHM3allMOHHO-pACIIOPSTUTEIBHON  NMOKyMeHTauud.  TpeGoBamus Kk ohopMIIeHHIO
NOKYMEHTOBY(IIDUHST M BBENEH B JeiCTBHE MOCTaHOBICHHEM I occranmapra Poccum or
03.03.2003 Ne65-ct), mpumepHoit MHCTPYKIMEH II0 JAENONPOM3BOACTBY B TOCYIapCTBEHHBIX
OpraHax ynpasyieHHst 00pa3oBaHHEM Cy6bekToB P, YTBepXKIeHHOM MunoGpaszoBanuem Poccun
06.05.2002r.
1.1. OTBeTCTBEHHOCTH 3a OpraHH3aLUIO ACIIONPOU3BO/ICTBA, CBOEBPEMEHHOE U KAYECTBEHHOE
HCIIOJIHCHHE  NOKYMEHTOB M  HX  COXPaHHOCTb  BO3JIATalOTCS  Ha PYKOBOJHTEJIS
00111€06pa30BaTEILHOTO YUPEIKICHHUS.
1.2. HemocpexnctsenHoe BemeHue ACTONPOU3BOACTBA B 001IE00PA30BATEIBHOM YUPEKICHAHU
BO3JIaraeTCs Ha COTPYIHUKA, Ha3HAYEHHOTO OTBETCTBEHHBIM 3a BEACHHUE JIENIONIPOU3BO/ICTBA,
KOTOPEIl O0ECIIeYHBAET y4YeT U NPOXOXKIECHHE AOKYMEHTOB B YCTaHOBJICHHBIE CpPOKH,
HHPOPMUPYET DPYKOBOACTBO O COCTOSHHH HX HCIIOJIHEHUSI, OCYILECTBISAET O3HAKOMJICHHE
COTPYAHHKOB C HOPMATHBHBIMU M METOMYECKHMHU JOKYMEHTAMH 10 A€JIOTPOU3BOCTRY.

2. JlokyMeHTHpOBaHHe YNIPABJIEHYECKOH 1esTebHOCTH
2.1. Ilpn TOOrOTOBKE, COINACOBAHWH, MONIMHUCAHUH K YTBEPXKICHHH JIOKYMEHTOB,
obpasylommxcss B pe3ynbrare ACATENIBHOCTH, HEOOXOIUMO  cobmogats  TpeGoBaHus,
00eCIIeYnBAIOIIAE  FOPUINIECKYIO CHIy JNOKYMEHTOB H BO3MOXHOCTP HX 0OpaGOTKH ¢
HCIIOJIb30BAaHHEM CPEICTB 3JIEKTPOHHO-BEIYHCINTEIBHON TEXHUKH.
2.2. CocraB JMOKYMEHTOB, 00pa3yroLIMXxcs B [IpOLIECCE NEATEILHOCTH, OMPENEIISETCS: €ro
KOMIICTCHIMEH M (QYHKUMAMH; KPYTrOM YIIpaBIeHYECKHX ACHCTBUH, MOPSIKOM paspelleHus
BONPOCOB (€AWHOHAYAIBHBIA WM KOJUICTHANIbHBIN); XapaKTepOM B3aHMOIEHCTBHS MEXIy
YUPEXICHUSIMH U IPYTUMH OPraHU3aAUSIMH.
B cocras noxymenToB 061meo6pasoBarensHoro YUYPEKICHUS BXOIAT:
OpraHu3anMoHHbIe JOKyMEHTHI (yCTaB YUPeKICHHS, NOTOBOP C YYPEIHUTEIEM; pPa3IHYHbIE
TIOJIOXKCHHUS;  OJDKHOCTHBIE HHCTPYKIMHM COTPYAHHMKOB, INTATHOE pacrucanue; IpaBHIia
BHYTPEHHET0 TPYAOBOTO PaCHOPSIKA);
Pacriopsinutenbuble  oKymeHTBI  (IIpukasbl, MHCTPYKLHK); HHPOPMALHOHHO-CIIPABOYHBIE
AOKYMEHTBI (IIPOTOKOJbI, IUIAHBL, OTYETHI, CHPAaBKH, AKTHI, IOKIANHBIE H OOBSCHUTENIBHEIE
3aIIHCKH, ITUCHMA, TeIe()OHOTPAMMEL, JOrOBOPEI, TPYIOBEIE COrNIALICHHs, KOHTPAKTHI U P. ).
JIOKyMEHTBI, KaK HPaBHIIO, JOJIKHBI oopmIIATECS Ha GIaHKaX Y4YpexmeHus, COOTBETCTBYIOLIHX
cranaapty (I'OCT P 6.30-97 ¢ usmenennem N 12000 I.), MMETh YCTAHOBIEHHBIH KOMILIEKC
00s13aTeTbHBIX PEKBU3UTOB U CTAGH/IbHbLH MOPAIOK UX PacIoJIOKEHHUS.



[puka3 - mpaBOBO# aKT, H3/1aBAEMBbIH PyKOBOJAUTENIEM I PEIICHHS OCHOBHBIX U OIIEPATHBHBIX
BOIIPOCOB JIeueOHO-MPOPHUITAKTHYECKAX MEPONPUATHH, BOIPOCOB (HHHAHCOBO-XO3SHCTBEHHON
JOeSTeIbHOCTH YUYPEKICHUSI.
[Tpuka3 BCTymaeT B CHJIy C MOMEHTa €ro HOJIHMCAHUS PYKOBOJUTENIEM YUPEKIEHHS, €CIIH B
TEKCTe He yKa3aHO Apyroro cpoka. [loanucanHbIi IpUKa3 perUCTPUPYETCS CEKPETApEM.
Odopmisiercs mpuka3 Ha OJaHKe YUYpEXICHHS U [JOJDKEH HMMETh CIENYIOIIHE PEKBHU3UTHI:
Ha3BaHWE BHJA JOKYMEHTa, NaTy, HOMEep IIpHKa3a, MECTO M3JaHHUs, 3ar0J0BOK, TEKCT, ITOAIHUCE,
BH3bl, COITIaCOBaHHE.
TekcT mpuKasza COCTOUT U3 ABYX YaCTeH: KOHCTaTHUPYIOIIEH U PACIIOPSIUTEILHOM.
B KoHCTaTHUpYIOIIEH YacTH OTpaXKaroTCs IENIH U 3aJa4d [PEANKMCHIBAEMBIX NEHCTBHM, IPHUMUHBI
W3JaHUs [pUKa3a, NaeTcs CChUIKA Ha JOKYMEHT, IOCIY)KHBIIMH OCHOBAaHHEM JJIsl IOATOTOBKH
IpHUKa3a.
PacriopsitutenbHast 4aCTh COJMCPIKUT MPEANIChIBaEMble TeHCTBUSA, (aMHUIMU JOJKHOCTHBIX JIUII,
OTBETCTBEHHBIX 3a MX BBIIOJIHEHHE, U CPOKH UCIIOTHEHUS. PacriopsaauTenbHas 4acTh OTAEIAETC
OT KOHCTATHPYIOIIEH CI0BOM "NpHKa3bIBalo', CTaBUTCS ABOETOYME. PacmopsauTenbHas 4acTb
TEKCTa MpHKa3a, Kak PaBuIIo, IeJIUTCSA Ha IIYHKTHI, KOTOpbIe HyMepyIoTcsl apabcKuMu nuppamMu
C TOYKAMH.
Kaiplif MyHKT paclopsaUTeNbHOM 4YacTH HAauMHAEeTCs C yKa3aHWs KOHKPETHOIO IEHCTBHS,
BBIP@)KEHHOTO IJIarojioM B HEOIpeAeIeHHOH hopMe.
OtnenbHble 3afaHus (HampuMep, 3aJaHus, CojAepXamue IU(pOoBbIE MJaHHBIE) MOTYT
0(OpPMIISITECS B BHJIE IIPIIIOKEHHUS K IIPUKA3y CO CCBUIKOM Ha HUX B COOTBETCTBYIOLIMX ITYHKTaX
mpuKasa.
Ha nepBoM nHCTe MPUIIOKEHUS B IIPAaBOM BEPXHEM YTy HEJIA€TCS HAIIUCH:
[Tpunoxenue
K mpukasy ot 11.02.2001 N 2
[Ipu HaTMYUK HECKOJIBKUX MPHJIOKEHUH Ha KaXKIOM U3 HUX IIPOCTABIIACTCS IOPAAKOBBIA HOMED.
Ecnu B IpUIOKEHUHU K MPUKa3y AaHbl JOKYMEHTHI APYroi OpraHu3alyy, TO B IPABOM BEPXHEM
YTy JaHHOTO MPUJIOKEHUS AEIaeTCsl COOTBETCTBYIOINAS 3aIIUCh:
[Ipunoxenue
K mpukasy ot 02.02.2001 N 12
CrpaHUIlBI TPUKa3a U NPUII0KEHUH HyMEpYIOTCSl KaK €JUHBINA JOKYMEHT.
[Ipomeccel MPUMEHEHUS YIIPABICHYECKUX pEIICHUH 001eo0pa3oBaTENbHOIO YUpEXKIACHHS U
CaMH pEIIeHHS JOKYMEHTHPYIOTCS C IOMOIUBIO IIPOTOKOJIOB KOH(MEPEHIMH, COBETOB WU
coOpaHuH.
[TpoToKOaBI ComepXKaT ClIEAYIOLIME PEKBU3UTHI: HAHMEHOBAHME YYPEXICHHS, HAUMEHOBAHHE
BHJA JOKyMEHTa, [aTa 3acelJaHus, HOMep, MECTO 3acelaHus, Ipud yTBepxkIeHUs (eciau
MPOTOKOJT TMOJJIEKUT YTBEPXKICHHIO), 3arojiOBOK, BH3a, TEKCT, IOANKCH, OTMETKa O
HarpasjeHud B "meno". Jlata mpoToKosa - 3T0 JaTa IPOBEAECHUS COBEIAaHuU.
TekcT mpOTOKOIA COCTOMT M3 IBYX 4YacTeil: BBOJHON M OCHOBHOM. BBOIHAas 4acTh COIEpIKHUT
nocrostHHyr0 uH(opmanuio (cnoBa: "[pencemarens”, "Cexperaps", "lIpucyrcrBoBanu") u
nepeMeHHy0 ((haMuIus, WHUIMAIBI Ipelaceareis, CeKpeTaps M NPHCYTCTBYIOmMX). [Ipu
HeOOXOIMMOCTH YKa3bIBAIOTCS MOJDKHOCTH MPUCYTCTBYIOLIMX, @ TAK)Ke MHHUIMAIbI, (GaMuiu,
JIOJDKHOCTH JIUII, IPUTJIAIIICHHBIX HA COBELaHHE.
[Ipy KOJMYECTBE YYaCTHHKOB coBemiaHus Oosnee 10 coCTaBisgeTCs CIHUCOK MPHUCYTCTBYIOLIMX,
KOTOPBIH IpUjIaraeTcsi K IpoTOKOITY.
Crnosa "lNpencenarens, "Cexperaps", "[IpucyrcTBoBanu” numytcs oT 0-HyJIE€BOTO MOJOXKEHUSL
TalyJsaTopa, OT 2-T0 MOJOKEHHUs TabyIsATOpa CTABUTCS THUPE, HHULHUAIL U (paMUINK NHIIYT B
HMMEHUTENEHOM najexe. PaMuIny MPUCYTCTBYIOLIMX PAacIoararoTcs B aiaBUTHOM MOPSIKE U
Ie4aTaroTCs yepes 1 MeKCTPOUHbIN HHTEpBal.
BBozHast yacTh MPOTOKOJIA 3aKaHUMBaeTCs IoBecTKOH nHs. CioBa "moBecTKa JHA" Ie€4aTaroT OT
0-HyJIeBOTO MOJIOXKEHHS Ta0yNIATOpa, IMOCIe HUX CTaBUTCS JBOETOYHE. BOIPOCH! MOBECTKH JHS
HyMmepyroTcs. Kakaplii HOBBIM BONPOC MedYaTalOT OT 1-ro IOJIOKEeHud Tabyisropa.
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[locnenoparensrocts  pacnonoskernus BOIIPOCOB  OIPEAENSETCS CTENEHBI0 HX Ba)KHOCTH.
Bompocel  mepeuncnsmiorcss B mMmenmTennHOM nagexe. Jlokman (order, coobmenwe,
HH(OpMaIKsI), HaHMEHOBaHHeE AOIDKHOCTH, HHHULIHAIBI U (aMIIHIO JOKJIAI4HKa [HIIYT B
POZHUTENIPHOM manexe. He pexomenmyercs Bkimouyars B NOBECTKY nHs Bompoc "Pazmoe",
Kaxnprit Bonpoc momxen 65ITh KOHKPETU3UPOBaH.

OcHoBHast yacTh TekcTa CTPOHUTCA B COOTBETCTBUU C BONPOCAMH MOBECTKH IHSI. IToctpoenne
3AIACH 00CYX/IEHHs KaXXIOTO BOIPOCA MOBECTKH AHSA OCYIECTBIIETCst 110 cxeme "Corymany -
BRICTYIIHIIH - IIOCTaHOBUIIH (peLInIIn)", a TaKkxke IIPOTOKOJIUPYIOTCS BOIIPOCHI M OTBETEL.

B npakTuke npumensiercs KpaTkas $opMa MPOTOKOJA, KOTJA YKA3BIBAIOTCS TOTLKO CIIHCOK
HPHCYTCTBYIOIINX, PACCMATPUBAEMBIE BOIIPOCH! H IIPHHSTHIE pELIeHHS.

Bemmucka u3 mpotokona conepkut CIICYIOIUE PEKBH3UTHL;

HAHMCHOBAHHE y4PEXKICHNS, HA3BAHUE BHJA JOKYMEHTA (BBIMHCKA M3 IIPOTOKOIA), nary (mara
3aCeNaHus), UHIEKC, MECTO COCTABJIEHHS, 3aIOJOBOK K TEKCTY, TEKCT, HOINHCH, OTMETKY O
3aBCPCHHUHU KOIHH, OTMETKY 00 HCIIONHEHHH, HalpaBjIeHHH B "neso".

K undopmanronno-crpasounsm AOKYyMEHTaM, O0OpasyrOIIMMCS B MPOLECCE MeSTeIbHOCTH
YUPEKICHUS,  OTHOCATCHA:  CIPAaBKH,  JOKJIATHbIC 3allNCKH,  IIHCbMA,  TeJerpaMMBl,
Tee(OHOTPaMMEL.

[Tucema odopmnsroress Ha 6Gnankax YAPeXKACHUS, BKIOYAIOT B cebs cliemylomui cocras
PCKBU3UTOB: HAMMECHOBAHHE YYPEXICHHS, ATy, HHIEKC, CCBUIKY Ha HHIIEKC U JaTy BXOJSIIEro
AOKYMCHTA, a[Ipecar, Pe30JIOLHIO PYKOBOICTBA, 3ar0JJOBOK K TEKCTY, TeKCT, OTMETKY O HAJTHYHU
TIIPUIIOXKCHUS, MOANHICE, OTMETKY 00 HCIIONHUTENE, OTMETKY 00 HCIOJHEHHH M HAIPABIECHHH B
ACII0, OTMETKY O IIEPEHOCE JAHHBIX Ha MAIIHHHBIN HOCHTEID,

Tenedonorpamma Bxmouaer CJICAYIOIINE PEKBH3HUTHI:

HAMUMCHOBAHUE yYPEKNCHHUS, anpec, HaTa, HHAEKC, TEKCT, MOMIHCh, OTMETKH O BpEMEHH
lICpeladn U yKasaHue NOJKHOCTEH M (GaMHIMii (WM TOTBKO dbamumit) mun, npuHSBIMX 1
liepenaBmux TenedonorpaMmy. B ciyuae OTCYTCTBHS OJIaHKOB IS TenehoHOrpamm
[IPUMCHAIOTCA  JIUCTBI Oymaru ¢opmara A5, Tenedonorpammer cocrasngiores B OZITHOM
SK3CMIUISAPE, IOAMUCHIBAIOTCS PYKOBOIUTEIEM HITH HETIOCPEACTBEHHBIM HCIIOIHUTEIEM.

Texer ne nomxken Bkmouats Gonee 50 cios. Teneponorpamma nomxHa GBITH JaTHpPOBaHA H
TIOANHCaHa THIOM, OT IMEHH KOTOPOIO OHa MepenaeTcs,

Teneponorpamma nepenaercs meckonskuM allpecartaM II0 NpUIaraéMoOMy CIIHCKY YYPEKIEHHH-
a[apecaToB H HOMEPOB TeJIE(hOHOB.

3. Ilpuem u perucrpanus AOKYMEHTOB
3.1. B nmpuemHowu# yupexnenus pce KOHBCPTBHL € TOCTynaromeil KoppecnonieHuueii (Kpome
KOHBCPTOB C HAANHCHIO "JTHYHO") BCKpBIBAIOTCH, IIPOBEPACTCS HAIMYME BIIOXKEHHBIX B HUX
AOKYMCHTOB, IPaBHJIBHOCTD JOCTABKH H IEJIOCTHOCTE KOHBEPTOB.
3.2. Peructpanuu momnexar Bce AOKYMEHTEI, TPEOYIOIINE y4eTa, HCTIONHEHHS, HCIOIb30BAHHS
B CHIPABOYHBIX LEJNAX, KAK MOCTYNAOLIHE U3 APYrUX OpraHM3alluii ¥ OT YAaCTHBIX JIUL, TaK U
oOpasyronmecs B IesSTelIbHOCTH 00111e06Pa30BATENEHOTO YUPEK IEHHS.
He noanexar perucrpamun TIO3/IpaBUTCIIbHEIC IHCbMA, TEJIETPAMMBI, IIPHIJIACHTETbHEIE
Ounetsl, EGOpMaLWs 115 CBeeHus, Oyxranarepckue I0KYMEHTBI NEPBUYHOrO yuera. [l HUX
COCTABIIACTCA ICPEICHb HEPETUCTPUPYEMBIX TOKYMEHTOB.
3.3. Perucrpanus n0KymMeHTOB IIPOHU3BOJMTCS B IEHDb UX IOCTYILUICHHUS.
3.4. PerucTpaudOHHBIM IITAMI CTABHTCS B [IPaBOM HMJKHEM YIJIy JDOKYMEHTa U COCTOHT M3
HOMEpa JIOKYMEHTA I10 MOPSKY U JaThl MOCTYIICHHS
3.5. Peructpammst Bcex KaTeropui BXOMSAIINX, HCXOMSIIMX MU BHYTPEHHHX JIOKYMEHTOB
OCYUICCTBJIACTCA B KYpPHAIaX PETHCTPALMU BXOASIIHX U HCXOJAIIMX TOKYMEHTOB

4.KoHTpo.ib 3a cpokamu ucnoanenus JNOKYMEHTOB
4.1. OTBercTBEHHOCTH 3a CBOCBPEMCHHOC W KAYECTBCHHOE HCIIOJIHEHHE IOKYMEHTOB HECYT
PYKOBOZMTENIb yYpEKIEHHS, CEKPETapb.




4.2. Bea noctynaromasi B ydpexIeHue IOKYMEHTAIUs MCIIOJIHSAETCS B COOTBETCTBHH C TEMH
CPOKaMH, KOTOpbIE YKa3aHbl B PE30JIIOLMH pyKoBoAUTENA. Ecam cpok He ykasaH, TO JOKYMEHT
H0KeH OBITh MCHOJHEH B CPOK - 1 Mecsl; ’kaaoObl, 3asBIE€HHS - B TEUEHHE MECSIa;
TeJIerpaMMEI - He 60Jiee 4eM B IByXHEIe/IbHbIN CPOK.

4.3. JIOKyMEHT CYMTaeTCs HCIIONHEHHBIM, €CIH PaspelleHbl [0 CYLIECTBY BCE IIOCTABJICHHBIE B
HEM BOIIPOCHL, B )KypHajaX PErHCTpaLUy JEIaeTCsl OTMETKa 00 UCIIOJIHEHHUH, T.€. 3allMCaHa 1ara
OTIPABKU U MCXOJAINHI HOMED OTBETHOIO JNOKyMEHTa, HAUMEHOBaHUE ajpecara, JOKHOCTh U
(haMHIHS UCTIONHUTEIISI, TIOAMUCABIIErO OTBET.

Ecmu Bee, mocTaBneHHbIE B JOKYMEHTE BONPOCHL, DEIIEHBl B ONEPATHBHOM IOpsIKe, 6e3
HallHCaHWs OTBETA, MCIOJIHUTENb Ha JOKyMEHTE JeNaeT KPATKYIO 3alliCh O PEIEHHH BOIPOCa,
CTaBHT JaTy U NOJIKCE, IIOCJIE YEro MOKyMEHT IoMemaercs B aeno. Eciau mo paspermmaemomy
BONIPOCY OXHJACTCsl OTBET, TO € COIVIaCHS 3aBedyIOLIEro KaHLeNsIpued (cekperaps)
NOCTYNUBILINH OTBET BMECTE C KOMUEH OTBETA MOXKET HAXOAUTHCS Y UCIIOJIHUTEIS Ha KOHTPOJIE.
JIOKyMEHT CHUMAETCs ¢ KOHTPOJISI II0CTIE €r0 MCIIOIHEHHS.

S. CocTaB/ieHHe HOMEHKJIATYPBI H (POPMHPOBAHHE /€1
5.1. CocTaBneHHe HOMEHKIIATYPEI J€l.
5.1.1. B mensix nmpaBUIbHOTO (OPMHPOBAHHS JAEN yUpPeXAEHHS, 00eCIeYUBAIOMIEro OBICTpHI
MOHCK JJOKYMEHTOB I10 MX COAEPXKAaHUIO U BUIaM, IPOM3BOIUTCS KJIACCH(HKAIMSA JOKYMEHTOB.
5.1.2. Knaccudukanus JOKYMEHTOB 3aKpeIUISeTCSs B HOMEHKIATYpe Mel -  CIIHCKE
HalMCHOBaHUM JeJ, 3aBOAUMBIX B JEIONPOM3BOJCTBE YUPEKICHHUS C yKa3aHHEM CPOKOB HX
XpaHEeHHUS
5.1.3. HomerknaTypa men npeHa3HadYeHa i IPYNIUPOBKHA M PaCIpeeeHUs] HCIOTHEHHBIX
JOKYMEHTOB B J€JIa, HHACKCALUHU €T, ONPEICICHHUS CPOKOB MX XPaHEHHS.
5.2. ®opmupoBaHue ael.
5.2.1. ®opMupoBaHye Jel - TPYIIHPOBKA UCIOJIHEHHBIX JOKYMEHTOB B JI€1a B COOTBETCTBHH C
HOMEHKJIaTypoi# Jen.
5.2.2. ®opMupoBaHUE Je]T OCYIIECTBIISIETCS B IPHEMHON 06IIe06pa30BaTeIbHOIO YUPEKICHHUS.
523. Ilpu QopmupoBaHMH Oen TpeGyeTcss CTPOrO OMNpPENEATh COCTAaB JOKYMEHTOB,
BKJIIOYCHHBIX B JIeN0. BKitoyeHHe B 1e/10 JIOKYMEHTOB, HE OTHOCSIIUXCS K HEMY, a TAKiKe
YEPHOBUKOB, BAPHAHTOB, KOMHH, BEIPE30K M3 Ia3eT U JKypHAIOB U IOKYMEHTOB, IIOJIEXKAIIUX
BO3BpATY, HE JOMYCKAETCs.
B mpouecce rpynnupoBKH NOKYMEHTOB B JieNie IIPOBEPSETCS MPAaBHIBHOCTH UX O(QOPMIICHHS
(HamM4ue MONMHMCEH, NaThl, HHAEKCA, 3aBEPUTENIbHOM Hammucu U T.1.). HemoohopmieHHbIe U
HETIPaBUIILHO 0(OPMIIEHHBIE JOKYMEHTHI BO3BPAILAIOTCSI HCIIOJIHHUTENIO Ha J0paboTKYy.
JIOKyMEHTBI IIOCTOSHHOT'O U BPEMEHHOT'O CpOKa XpaHeH s GOPMUPYIOTCS B pasHbIe Jela.
5.24. B pene rpynnmpyroTcsi DOKYMEHTH oxHoro Kanenmapuoro (01.01 - 31.12) roma.
HckiioueHne COCTaBIAIOT TNEpexXoJslue Iena (Iefqa II0 BOIpOCaM, KOTOPHIE PelIaloTCs
HECKOJIBKO JIET). e
5.2.5. Pacnosioxenne JOKYMEHTOB BHYTPH €N [IPOH3BOAMTCS B XPOHOJNOTHYECKOM TOPSIIKE,
NPH KOTOPOM HauboJiee paHHHE JOKYMEHTHI paclojiaratoTcs B Hadalle roja.
5.3. CucremaTu3anus OTICIBHBIX KaTErOPHii JOKYMEHTOB,
5.3.1. PacnopsnutenpHBIe IOKYMEHTHI TPYIIHPYIOTCS B Jejie [0 BHAAM M XPOHOJOTHH C
OTHOCAIIMMHUCS K HUM IIPUJIOKCHUAMH.
5.3.2. [lpukassl 10 OCHOBHOH JATENIPHOCTH GOPMUPYIOTCS OTAEIBHO OT MPHKA30B MO THYHOMY
cocTaBy (Ha3HAYeHHE, EPEMELIEHHE, YBOJIbHEHHE COTPYAHUKOB) U OT HMPHKa30B 00 OTIIyCKax,
KOMaHIHUPOBKAX U T.J.
5.3.3. IIpOTOKOJIBI pacnoaraloTcs B eax B XPOHOJIOTHYECKOM IOPSIIKE 10 HOMEPaM .
5.3.4. Ilnasel, OTYETHI, CMETHI IPYNIHPYIOTCS OTHAENBHO OT IMPOEKTOB M YEPHOBHKOB 3THUX
JAOKYMEHTOB M JOJDKHBI XPAHUTBCA C JeJlaMH TOrO roja, Ha KOTOPBIH (32 KOTOpEIA) OHH
COCTaBJICHBI.
5.3.5. JIOKyMEHTBI B JINYHBIX JI€1aX PACIIONAraroTCsl B CIEAYIONIEM MOPSIKE:



3asBIICHHE O IIpHeMe Ha paboTy;

HalpaBJIeHUE WIH NPEACTaBJICHHUE;

aHKeTa;

JHCTOK IO YYETY KaJpOB;

asToOHorpadus;

JOKYMEeHTBI 00 00pazoBaHHH;

aTTeCTAllMOHHBIH JIKCT;

BBINFMCKH M3 IIPUKA30B O HA3HAYEHHUH, IEPEMELIICHUH, YBOJbHEHHUH,

JONOJHEHHUE K JIHYHOMY JIMCTKY IO y4eTy KaJpoB (B HEro BHOCSTCS JAHHBIE O MOJyYEHHH
NPEMUH WM HAJI0XKEHUH B3BICKAHUH, O HArPa)KICHUH U T.11.).

B sm4HOE €0 He MOMEIIAroTCs KONHM INPHKA30B O HAOKEHHH B3BICKAHHH, CHPABKH O
COCTOSHUM 37I0POBbSl U C MECTa JKMTEIbCTBA, 3asABJICHUSA 00 OTIyCKaX, KONHH IPHKA30B 00
OTIIyCKaX U JApYrue JOKyMEHTHI BTOPOCTEIIEHHOTO 3HAYEHHS.

5.3.6. Jluuesele cueTa COTPYIHHMKOB TIPYHIHPYIOTCS B CaMOCTOSTE]bHBIE Jeia B IIpeaenax
KaJICHIADHOT'0 I'0Jla ¥ PacIioaraloTcs B HUX 10 aipaBUTy HaMUIIUiA.

5.3.7. Tlepenucky cnemyeT IpynIHpoBaTe B Jeja 3a MEPHOJ Kale€HAapHOro roma. B memo
MEPENUCKU TTOMEIIAIOTCA BCE JOKYMEHTBI, BOSHHKIINE B XOJE PELICHUS Bompoca. Ilepemucka
CHCTEMaTH3UPYETCs B XPOHOJIOTMYECKOH MOCIeI0BATEeNEHOCTH; JOKYMEHT-OTBET [IOMEIAETCs 3a
JOKYMEHTOM-3AITPOCOM.

6.IloaroToBKa J0KyMEeHTOB K Nepenave B ApXUB
6.1. IlomrotoBka NOKYMEHTOB K Ilepefade B apXUB BKJIFOYAET OKCIEPTH3y HAYYHOH H
MPaKTHYCCKON NEHHOCTH JOKYMEHTOB, O(pOPMIICHHE A€, COCTABIEHHE OIKCH.
6.2. DKcnepTH3a EHHOCTH TOKYMEHTOB.
6.2.1. DkcnepTu3a LEHHOCTH NOKYMEHTOB - OIpEJENCHHE LEHHOCTH NOKYMEHTOB C IIEJIBIO
0T00pa MX Ha XpaHEHHUE U YCTAHOBJICHHE CPOKOB XpaHEHHMS.
OKCIIepTH3y LEHHOCTH MOKYMEHTOB B 00Ie00pa3soBaTEIbHOM YYPEKIEHHH OCYIIECTBISIET
IIOCTOSIHHO AEHCTBYIOMIAs 3KCIIEPTHAS KOMUCCHSL.
6.2.2. DKcrepTHas KOMHCCHs Ha3HadaeTcs NPHKa30M PYKOBOAUTENsS 006IIeo6pa3oBaTeIbHOrO
yupexxaenus. B cocrap DK BkmoualoT He MeHee Tpex coTpyaHukoB. Cekperapem DK
Ha3HAUYAIOT CeKpeTaps 001eo0pa3oBaTeIbHOrO YUPEKACHHS.
OKCIepTHas ~ KOMMCCHS ~ HAa  3aCefaHMSIX  pacCMaTpHBaeT:  HOMEHKIATYpy  Jel
0011e00pa3oBaTeIbHOTO  YUPEXKASHHS, OMMCH JeNl IMOCTOSHHOTO XPAHEHHS M IO JMYHOMY
COCTaBy, aKThbl HA JOKYMEHTBI, BBIIENIIEMbIe K YHHUTOXKEHHIO.
6.3. Oopmienue men.
6.3.1. Jlena moCTOSIHHOrO XpaHEHHs IIOIIIHBAIOTCS B TBEPAYIO OOJIOXKKY CypPOBBIMH HUTKAMH.
JIucTel HyMEpYIOTCS B NIPaBOM BEPXHEM YTy IPOCTHIM KapauaamoM. KoIHuecTBO JHUCTOB B
Ka)XXI0M Jelie He NO/DKHO npeBbimaTth 250. B KOHIE Aena Ha OTAEIBHOM JIMCTE COCTAaBIIAETCS
3aBepUTeIbHAas HAIIIUCh "
6.3.2. O6noxku nen odopmisiroresi B cootBerctBur ¢ 'OCT 17914-72. Ha o6noxke nen
MOCTOSTHHOI'O XpaHEHHUs JOJKHBI OBITh IPOCTABJICHBI CIEIYIOIHE PEKBU3UTHI: IIOJTHOE Ha3BaHUE
BBIIIECTOSIICH OpraHU3allMy, Ha3BaHHe 00IeoOpa30BaTeNbHOIO YUpeXKICHUs, HoMep (MHIEKC)
Aejla 10 HOMEHKJIAType, 3arojIoBOK Jeja, KOJMYECTBO JIMCTOB, CPOK XPaHEHUS HIIH OTMETKA
"XpaHHUTb IOCTOSIHHO", HOMep (GOHMA, OIKCH, Aea
6.3.3. Ilo OKOHYaHHMH [EIONPOU3BOACTBEHHOTO ToAa B O(GOPMIECHHBIE OOIOKKH €I
IIOCTOSIHHOTO XPaHEHHsI BHOCSITCS HEOOXOIUMbIE YTOYHEHHMS:
B 3arojJIOBKH J€JI, COJIEpPXAlIMX PpaclopsAUTEIbHbIE TOKYMEHTHI (IIPUKa3bl, IPOTOKOJIBI),
BHOCSTCSI HOMEpA; €CJIM JIeJI0 C IEPENUCKOH COCTOUT M3 HECKOJBKHX TOMOB, B KaKIOM TOME
YKa3bIBa€TCsl KOPPECIIOHEHT, aBTOP, TEPPUTOPUS U Ip., U B KAXKIOM TOME YKa3bIBAaeTCs Hara
(4mcro, Mecdl, roj) Hayalda M OKOHYAHHs KaXIOro Toma. TOuYHbIe HaThl NMPOCTABISAIOTCA HA
007105KKax 17151 OBICTPOro MOUCKA JOKYMEHTOB B IOC/IEAYIOIIEM;
M3 3aBEPUTENILHON HAAIIUCH Ha OOJIOXKKY JieJia BBIHOCUTCS KOJIMYECTBO JIUCTOB B JIEJIE.



634, Hamnucu Ha 0OIOXKKaxX Jel INOCTOSHHOTO W JIOJTOBPEMEHHOTO XPaHEHHS CHSAVET
OPOH3BOIHTH YETKO, CBETOCTOUKIMH YEPHUJIAMH.
6.3.5. Jlna ydyera KOJHYECTBA JIHCTOB B Jele M (HKcAUUH OCOOCHHOCTEH HX HyMepamum Ha
OTISIBHOM JIHCTE COCTaBIISeTCS 3aBEPUTEIIbHAS HAIIIHCh.
B 3aBepuTeNBbHON HAANHCH yKa3bIBAeTCsl KOJIMYECTBO JIUCTOB (UH(paMH U IPOIHCHIO) B Aeie.
IloanuceiBaeTcs COCTaBUTENIEM C yKa3aHHUEM €ro JO/DKHOCTH U IAThl COCTABIICHHS.
6.3.6. BayTperHAs ONMCh COCTAaBIIETCS K JeJIaM IIOCTOSIHHOTO M BpeMmeHHOro (cBeime 10 1er)
Cpoka XpaHeHHsA, COPMHPOBAHHBIX 10 Pa3HOBHIHOCTSAM JOKYMEHTOB, 3arOJIOBKH KOTODBIX HE
PAcKpBIBAFOT KOHKPETHOE COJIEpIKaHUe JOKYMEHTOB (0c000 LIEHHBIE, IMYHBIE Jeja | Jp.).
6.3.7. Jlena BpEMEHHOT'0 XpaHEHUs 0(pOPMIISIOTCS YIIPOLIEHHO:
OHH HE NOJIIMBAIOTCSA, JHCTHI B HUX HE HYMEpPYIOTCA, YTOUHEHHE Ha OOJIO0XKKax He
NPOH3BOAMTCA, OIMCH Ha JIeNIa He COCTaBIIAIOTCS, YUeT BeAEeTCs 10 HOMEHKIIAType el
6.4. Onucanne T0KyMEHTOB IIOCTOSIHHOTO CPOKa XpaHEHHS.
64.1. Ilo OKOHYaHWM JEJIONMPOU3BOACTBEHHOTO roxa B TeX 00LIe00pa30oBaTeabHBIX
VEPSAIACHHAX, KOTOPBIE SBJIAIOTCS HCTOYHHKAMHU KOMILJIEKTOBAHUS FOCYIApCTBEHHBIX apXHBOB,
HPOH3BOIMTCA 0TOOP JOKYMEHTOB ITIOCTOSIHHOTO CPOKa XPaHEHHS UIS BKJIFOYEHHS MX B OIUCH.
Onuce COCTOMT M3 TOJOBBIX pa3/elioB, BHYTPH TroJa [Jejia pacrojaraloTcs IO CTENeHH
3HAYMMOCTH C y4eTOM HOMHHAIBHOIO NpPHHIHUNA (TaK MOCTPOEHA M IpHUMEepHas HOMEHKIAaTypa
obmeoOpa3oBaTenbHOro yupeskaeHus). ['0oBoii paszen onucu Ha Jefa IOCTOSIHHOTO XPaHEHH!,
npelHasHaYeHHBIE JUIS IOCIEAYIOIed mepelaud B TOCYJApCTBEHHBIH apXWB, MOIJICKHAT
yreepxkaenuio JIIK (3kcnopTHO-IpoBepOYHOH KOMUCCHEN) 3TOr0 apX¥MBa He MO3/IHEE YeM YEPE3
J1Ba roJia IocJje 3aBepIlieHHUs e B JeJIOIPOU3BOJICTBE.
6.4.2. OmucH COCTaBIAIOTCSA pa3/leNIbHO Ha Jeja I[IOCTOSHHOTO XpaHEHHs [0 OCHOBHOMH
AeATEeIbHOCTH U Ha JeJIa 10 JINYHOMY COCTaBY.
6.4.3. OnmcHu cOCTaBIIAIOTCS CEKPETApEM.
6.44. Onuce BemeTcs B EOWHOM BATOBOM HyMepallii B TEYEHHE HECKOJIBKHX JIeT |
3aKaHYMBACTCA II0 COIVIACOBAHMIO C IOCYJApCTBEHHBIM apXUBOM, KyJa MOCTYHAIOT TOKYMEHTBI
yuaeOHoro 3aBefieHus (puioxenue 21).
6.4.5. Ha nena BpeMEHHOTO CpOKa XPAHEHUS COCTABISETCS aKT 00 YHHUTOXKEHUH (TIPHIIOKEHHE
22).

7. O6ecneveHne COXPaAHHOCTH eI
7.1. OTBETCTBEHHOCTH 332 COXPaHHOCTH JOKYMEHTOB 00I1e00pa30BaTeIbHOrO YUPEKICHUS HECET
DPYKOBOJIUTEITB.
7.2. Jlena NOMKHBI XPaHUTBCS B 3aKPBIBAIOIMMXCS IIKadax, MPeIOXpaHsIOMKUX MX OT IIbLIH,
BO3/IEHICTBUS COTHEYHOTO CBETA.
7.3. Vi3patue u BpIIaya JIOKyMEHTOB U3 JIeJl TOCTOSHHOTO CPOKa XPAaHEHHs! HE Pa3pelaeTcs.
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