Paspnen: Teopus u npakTuka papManeBTHYECKOr0 MEHEeI:KMEHTAa

OcHogvl 0enionpou3eoocmea 6 hapmayesmuyuecKux Op2anU3ayuAX: nPpaguila u mpedosanus K
COCMAGIEHUI0 U 0BUICEHUIO OCHOBHBIX OOKYMEHM 0.

OcHOBBI [1€JIONPOM3BOACTBA B anTe4yHbIX opranu3anusax. IIlpaBuina u TpedoBaHusA K
COCTABJIEHHI0  OCHOBHBLIX  JIOKyMeHTOB. Opranmszamusi  JgokyMeHTooOopoTa. Cucrembl
AeJONPOU3BOACTBA B aNTeKe. JKCIEPTH3a LIEHHOCTH, XPAHEHHMs, YHUUYTOKEHUsS] JOKYMEHTOB B
anTe4YHbIX OPraHu3anMusX.

l. Oﬁmne NMOHATHUSA H PEIVIAMECHTHPOBAaHUE N€JI0IIPOU3BOACTBA

OmHUM M3 OCHOBHBIX PECYPCOB NIESATEILHOCTH COBPEMEHHBIX (PapMaleBTUYECKUX OpraHH3aiui
apisieTcs nHpopmanus. MTHPOpMaLMOHHBIN MacCHB, CO3AAIONIUICS B MpoIiecce pabOThl, COCTOUT MPEXK/Ie
BCETO U3 IOKYMEHTOB.

OOmwmii mpaBoBOW peXUM pabOTBl ¢ HWHPOPMALNMOHHBIMH JOKYMEHTAMH YCTAHOBJICH
®denepanbubiM 3aKk0HOM 0T 27.07.2006 Ne 149-D3 «O6 nHbopmariu, THHOPMAITMOHHBIX TEXHOJOTHUIX U
o 3ammre uHpopmanuum» u DenepanbHoM 3akoHe OT 29.12.1994 No 77-03 «OO6 o0s3aTeNbHOM
AK3EMIUISIPE IOKYMEHTOB)

B 3akoHax JaHbl HEKOTOPBIC TIOHATHUS, B YACTHOCTH:

1) unghopmayus - ceedenus (coobwenus, OamnHvie) He3ABUCUMO OM OPMbL UX NPeOCMABIIeHUSL,

2) unghopmayuonnvie mexHoLO2UU - NPOYECChl, MemOodbl NOUCKA, cbopa, XpaneHus, 0Opabomku,
npeodocmasiienus, pacnpoCmpaHerus UH@oOpmMayuu u cnocoovl OCyWecmeieHuss makux npoyeccos u
Memooos;

11) doxymenmuposanuas ungopmayus - 3aUKCUPOBAHHAS HA MAMEPUATLHOM HOCUMeNe Nnymem
OOKYMEHMUPOBAHUSL UHDOPMAYU C PEKBUSUMAMU, NO3OJIOWUMU ONpedeums maxKyr UHGoOpMayuo
WU 8 YCMAHOBIEHHBIX 3aKOHo0amenbcmeom PD ciyuasx ee mamepuanvhwvlil Hocumenny,

JOKYMEHT - MaTepHAJIbHBIM HOCUTENb ¢ 3a()MKCHPOBAHHOW HAa HEM HH(OpMAIMECH B BHJE TEKCTa,
3ByKo3anucu ((hOHOTpaMMbl), U300paKEHUSI WIM HUX COYCTAHUS, NMPEIHA3HAYCHHBIA VI MepeJadyd BO
BPEMEHH U MTPOCTPAHCTBE B MEJSIX OOMIECTBEHHOTO UCTIOIB30BAHMUS U XPaHCHHSI,

JIOKyMEHTBl ~ BBIMOJHSIOT psAJ  BaXHbIX (QYHKIUH, TJIABHBIMM W3 KOTOPBIX SIBJISIFOTCS
uH(pOpMallMOHHAs,  yIpaBJIEeHYeCKas, TIpaBoBas, KOMMYHHKAaTHBHAs, y4deTHas, KYyJIbTypHas,
UCTOpUYECKas].

JlokymeHTupoBaHHEe B  (papMalleBTUYECKOM  MEHEIKMEHTa  MPEJIoJaracT  BBISBICHUE
NoTpeOHOCTH B JOKYMEHTHUPOBAaHMM (DAKTOB, COOBITHM, yNpaBlIeHYECKUX CHTyalui, pa3paboTKy u
oopmileHHE JOKYMEHTOB B COOTBETCTBUU C TpPeOOBAHMSIMM JEHCTBYIOIIMX HOPMAaTHBHO-IIPABOBBIX
aKTOB M FOCYapCTBEHHBIX CTaHIAPTOB.

Camo mo cebe OKyMEHTHpPOBAHHE HE pEIIaeT BCeX MpoOJIeM, CBSI3aHHBIX C JOKYMEHTAIbHBIM
obecriedyeHneM yrmpaBieHus (apmaneBTuueckoi opranuzanueil. Ilpomecc co3maHust JOKYMEHTOB
JIOTIOJIHSIETCA OpraHu3alnuel paboTel ¢ HUMM, KOTOpas BKJIOYAeT TaKUE BaXKHbIE MIPOLEAYpPHI, Kak
peructpanus, cucreMaTHsalus, Iepenada, XpaHeHHe, KOHTposib ucnonHeHus. IIpornenypsl paboTel ¢
TOTOBBIMU JJOKYMEHTaMH O00bEIUHSAIOTCS MMOHATHEM OOKYMEHMO060pom.

/Jlenonpouszeoocmeo — STO  JEATENBHOCTb, OXBaThbIBAlOLas  JOKYMEHTHPOBAHHWE U
JOKYMEHTOOOOPOT.

[lepcoHabHYI0 OTBETCTBEHHOCTb 3a COCTABJIEHHWE, COXPAaHHOCTh M TMpaBUIIbHOE OdopmileHne
JOKYMEHTOB B (papMalleBTUYECKOM OpraHu3allMd HeceT ee pykoBojauTenb. OCHOBHON NpPUHIIMIT
OpraHU3aIMH JeIONPOU3BOICTBA — I11€JECO00Pa3HOCTb.

Hopwmsl, perinameHTupyomue Ael0nporu3BOACTBO, 3aKPEIUISIIOTCS B MPABOBBIX aKTaxX pPa3iIN4HOIO
ypoBHA. BaxkHyI0 yacTh HOpMaTHBHOM 0a3bl JAEJIOMPOU3BOJICTBA COCTABISAIOT PETJIAMEHTHI, U3/1aBaeMble
dbenepanbHbIMU OpraHamMu HcnoiaHuTenbHOU Biactu (I'occranmapt P®, Pocapxus, Muntoct u ap.), a
TaKXe Pa3InYHBIMHU BEJOMCTBAMH.

JlokyMeHTanusi, KoTopasi co3fgaercss B (apMaleBTUYECKUX OpraHM3alusx B Ipolecce
yIpaBIeHYECKON AESITeIbHOCTH, HAa3bIBACTCS opeanusayuorto-pacnopsoumensuoi (OPJ1).

Kynbrypa co3gaHusi [OOKYMEHTOB TMpeArojaraeT BBIIOJIHEHWE HOPM, COJEpXKalIuXcs B
ITocranoBinenun I'occrangapra P® ot 03.03.2003 N 65-ct «O HpUHATHMM U BBEAECHUU B JCHCTBHE
rocygapcTBeHHOro crangapra P®d» (Bmecre ¢ «YHUDUIMPOBAHHOW CHCTEMOM JOKYMEHTAITUH.



YHuuUIMpOBaHHAs CUCTEMa OpPraHU3alMOHHO-PACHIOPSIUTEIBHON JTOKyMEHTauuu. TpeOoBaHUS K
oopmienuto fokymentos I'OCT P 6.30-2003»)
B CrangapTe ykas3aHbl CIICIYIOIIIE CBEICHHUS:
® COCTaB PEKBU3UTOB JIOKYMEHTA,
e TpeOoBaHUS K O(POPMIICHHIO PEKBU3UTOB JOKYMCHTOB;
e TpeboBaHUs K OJaHKaM JOKYMEHTOB.
TpeOoBanust cTaHAapTa SABISIOTCS PEKOMEHAYEMbIMU — H3YYHTh CAMOCTONATEIBHO.

BrimonHenue eAMHBIX TpaBUI OPOPMIICHHS JOKYMEHTOB OO0ECIIEYMBAET HOPUIAMUYECKYIO CHITY
JOKYMEHTOB; Kau€CTBEHHOE, CBOEBPEMEHHOE MX COCTABIICHUE U HCIIOJIHEHUE; ONEPATUBHBINA UX IOUCK;
CUCTEMATU3ALUIO U OPraHU3aLUI0 XPAHCHHUSL.

JIOKyMEHTBl HM3rOTaBIMBAIOT, KaK IPaBWJIO, NPU IIOMOIIM II€YaTAIOIUX YCTPOWCTB, CPEICTB
BBIUMCIUTEIBHON TEXHMKM W TOpa3fo pexke MNUIIyTCcd OT pPyKH (Hampumep, AOKJIagHas 3alucka,
3asBJICHUE).

[Tpy M3roTOBIEHNU JOKYMEHTOB Ha JBYX M 0ojiee CTpaHMIIaX BTOpas U MOCIEIYIONUE CTPAHHUIIBI
HYMEPYIOTCSL.

JlokymenTel  MOryr umeTh  yrBepxkzacHHble  IloctanoBnenusmu — l'occranmapra P®
yHU(UIMpOoBaHHbIE (GOPMBI (HapuMep, JOKYMEHTHI 10 yUeTy KaJIpoB) MJIU CO371aBaThCsl B IPOU3BOIBHOM
dopme. OgHaKo B 000UX CiTydasix JOKYMEHT JOJDKEH COEpKaTh ONpeeICHHBIN HaOOp PEKBU3UTOB.

Opzanu3zayuonno-pacnopaoumenvHas O0OKymMeHmayusa eKaoyaem 3 2pynnvl OOKYMEHMO8:
Op2aHuU3ayUOHHbLE, PACROPAOUmMENbHble, UH(OPpMAYUOHHbLE.

Opzanu3zayuonHvlie 0OKyMeHmpl TI03BOJISIOT YIIOPSIIOYUTH pabOTy OpraHU3aliy U €€ OTJENIbHbBIX
cTpykTyp. llopsimok cocTaBieHHs HEKOTOPHIX OPraHU3alMOHHBIX JIOKYMEHTOB (IIOJIO)KEHHUE O TMOJ-
pazzaeneHnu, pyHKIIMOHAIBHO-TOHKHOCTHAS HHCTPYKIUS) OBUT PACCMOTPEH HAMH paHee B IiiaBax 2 u 3
JAHHOTO pa3zena.

Pacnopaoumenvnvle 0oKymeHmupl TIpeAHA3HAUYCHBI 1J11 OPOPMIIEHUS YIIPABICHYECKUX PELICHUH.
K OCHOBHBIM BHJIaM PACNOPSIAUTENBHBIX JOKYMEHTOB B OPTaHU3ALMHA OTHOCSATCS IIPHUKa3bl, IPOTOKOJIBI,
pacrnopsKeHUs], yKa3aHus.

Ilpukaz — NPaBOBOM aKT, U3/1aBAEMBI PYKOBOJAUTEIEM OpPraHU3ALMU, ACUCTBYIOIICH Ha OCHOBE
€AMHOHAYaJus, B LEIAX PEUICHUSI OCHOBHBIX U ONEPAaTUBHBIX 33]1a4.

[Tpukasbl nmoxpasfenstoTcs Ha J1Ba BUAA: MO0 OCHOBHOM JESATEIBHOCTH M JMYHOMY cocTaBy. K
IIPUKA3aM [0 OCHOBHOM JEATEIBbHOCTH OTHOCSITCS IPABOBBIE AKTHI, OTPAXKarOLIUE YIIPABICHYECKHE pe-
IIEHUsl 10 OpraHMu3aluy, (PMHAHCUPOBAHUIO, IJIAHUPOBAHHUIO, OTUYETHOCTHU, KOHTPONIO JESITEIbHOCTH, a
TaK)k€ OCHOBHBIM BOIIpOCaM CHaOXEeHUS U peanu3aiuu GpapManeBTUUECKON TPOIYKIIUH.

[Tprkassl IO IMYHOMY COCTABY M3/1a€T PYKOBOAUTEND B CAy4asiX opOpMIICHHs ITpHeMa Ha paboTy,
nepeBoja Ha Jpyrylo paboTy, yBOJbHEHHS C paOOThl, IMPEIOCTABIECHUS BCEX BUAOB OTIYCKOB,
KOMaHJIUPOBaHUs PaOOTHHMKA, €ro TMOOUIPEHHs MM HAJIO0XKEHHUS JAMCLUUIUIMHAPHOTO B3bICKaHusA. Jls
OOJIBIIIMHCTBA MTPUKA30B 110 JUYHOMY COCTaBY pa3padoTaHbl YHU(PULIMPOBAHHBIE (POPMBI, YTBEPKICHHBIE
nocraHoBieHueM ['ockomcrata P® ot 05.01.2004 Ne 1 «O6 yTBepkIeHUU YHUDUIHMPOBAHHBIX (OpPM
[IEPBUYHOMN YYETHOM TOKYMEHTALMHU 10 YUETY TPYAA U €ro OIIaThD)

B 4ncno pekBHU3UTOB 3arojIOBOYHOM YacTW IPUKA3a, NOMHUMO OCHOBHBIX, JIOIOJHHUTEIBHO
BKJIIOYAETCS 3arojIOBOK K TEKCTY, KOTOPBIA HaYMHAETCs ¢ npejyiora (Hanpumep, «O0 MHBEHTapU3aLun»,
«O peanuzanuu MEpOTPHUATHH...»).

ITognuceiBaeT mpuKa3 pyKOBOAMTENb. J[aTOM IpuKasa CIyKUT Aara ero noxanucanus. Ilpukas
BCTYIIa€T B CWJIy C MOMEHTA IOJIMCAaHUs, €CIM B TEKCTE HE YKa3aH JAPYIOM CPOK BBEIECHUS €ro B
neucreue. Hymepanus g IpUKas3oB CIUIOLIHAs B IIpeleiaax KaJCHIapHOro IoAa, OTIAEIbHO IS
MIPUKA30B II0 OCHOBHOM JEATEIBHOCTH W NPHUKA30B MO JIMYHOMY cocTaBy. CTpyKTypa 3THX pas3HO-
BUJIHOCTEH IIPUKA30B TAKXKE pa3JIMYHA.

Tekcr mpukasa MO OCHOBHOM JEATEIBHOCTH COCTOMT M3 JIBYX YacTel: KOHCTATHPYIOUIEH H
pacnopsiAMTENIbHON. B KOHCTaTUPYIOLIEN YaCTH U3JIararoTCs LU U 3aa4y IPEIIUCHIBAEMbIX NEUCTBUN,
IIPUYMHBI U3/1aHUS NPUKA3a, JACTCs CChUIKA HA JTOKYMEHT, OCIYKUBIIUN OCHOBAHMEM Ul MMOATOTOBKH
npukasa. B Tekcre pacmopsIuTeNnbHOW YacTH HUCHONb3yeTcs (opMma TIJaroia MOBEIHTEIFHOTO
HAKJIOHEHHUs, OHA HaYMHAeTCsA cIoBOM «IIpuka3bIBaro:», KOTOpPOE MeYaTaeTCsl Ha OTAEIbHON CTPOKE.

PacnopsiqurenbHas 4acTh, KaK IPaBWIO, JEJINATCA HA IYHKTHl. KaKOpli IYHKT HA4YMHAKOT C



YKa3aHHUsl KOHKpETHOro naeictBus (Hanpumep, «HazHauuts...», «lIpoBectu...», «Hanpasuts...»), nanee
YKa3bIBAIOT UCIOJIHUTENEH U CPOK UCTIOJIHEHUA. Ecny npuka3 AOMOHSIET, OTMEHSET WIIM U3MEHSIET paHee
W3/IaHHbIE TPHUKa3bl U MX OTHAEIbHBIC MYHKTHI, 3TO OTOBAapUBAETCA B TEKCTE MpuKa3a. B mocinemHem
MYHKTE PACHOPSAUTEILHON YacTH MPHUKa3a yKa3bIBAE€TCS MOKHOCTHOE JIMIIO, HA KOTOPOE BO3JIAraeTcs
KOHTPOJIb 32 UCIIOJIHEHUEM MTPUKA3a B LIEJIOM.

B Tekcte mpukasa 1o TMYHOMY COCTaBY KOHCTaTUPYIOIas 4acTh onyckaeTcs. PacnopsaurenbHas
YacTh HAYMHAGTCS  IJIarojioM, oOo3HavamommM jaeWictBue:  «HasHauuts...», «llepeBecT...»,
«IIpenoctaBuTh...», «OOBSIBUTH OJIaromapHOCTh...» W T.n. Jlamee ykaspiBaroT ®.M.O., HOMKHOCTH,
CTPYKTYpHOE Mojpa3jeienue, nary. [Ipuka3 mo JuyHOMY COCTaBY COJEPKUT OCHOBAaHHWE — YyKa3aHUE
JOKYMEHTa, TIOCTY)KUBIIETO OCHOBAaHMEM [UJIsi u3MaHus Tmpuka3a. C TpPUKa30M JIOJDKHBI  OBITh
O3HAKOMJICHBI BCE TOMMEHOBAHHBIC JIMIA, KOTOpPHIE PACIHUCHIBAIOTCA HA OJIHOM JK3EMIUIIpE.
Nudopmanus, coaepkamascs B IprKa3ax 1Mo JUIYHOMY COCTaBY, KaK IMPaBUiIo, PUKCUPYETCs B TPYIOBBIX
KHUKKaX.

[lo TexkymuMm oOmnepaTUBHBIM BOMPOCAM PYKOBOJUTEIM MOTYT H3/1aBaTh PACIOPSIKEHUS U
yKa3aHUsl, COCTaBJIsIEMble aHAJIOTMYHO Mpuka3zaM. KoHcTaTtupyomas 4acTb TEKCTa B HUX OTHEISAETCS OT
pacniopsiautenbHol  cimoBamu:  «lIpemmarar...», «OO0s3biBato...», «PekoMeHnyto...», «Cuuraro
HEOOXOIUMBIM... ».

Ilpomoxkon — JOKYMEHT, KOTOpPBIM (PUKCHUpyeTcs XOa OOCYXIEHHS BOIPOCOB U MPHUHITUS
pelIeHui Ha 3aceJaHuAX KOJUIETHATBHBIX OPTraHOB, COBEIIAHMIX, KOHPEPECHIIHIX.

OCOOEHHOCTBIO PEKBU3UTHOM 4YacTH 3arojoBKa MPOTOKOJA SBISETCS yKa3aHUE HAaWMEHOBaHUS
KOJIJIETMAJIbHOTO OpraHa. TeKCT MPOTOKOJIa COCTOUT M3 JBYX YAaCTEH: BBOJHOM M OCHOBHOW. B BBOIHOM
YacTU IPOTOKOJAa B 00s3aTEIbHOM MOPSAJIKE YKa3bIBAIOTCS IMpenacenartens (haMuwinsg M UHHULIKAIBL),
cekperapp (daMuiauss W HMHULKAJBI), HPUCYTCTBYIOIIME, IMOBecTKa JHA. Ecim koimuecTBo
IPUCYTCTBYIOLMX Oosiee 15 4YenoBeK, TO COCTaBISIOT OTJENbHBIM CHHMCOK, a B TEKCTE MPOTOKOJIA
YKa3blBalOT TOJBKO o0miee koaudecTBOo. (CHOBHAs 4YacTb IIPOTOKOJA COCTOMT M3 pa3JIeNoB,
COOTBETCTBYIOIIUX ITYHKTaM ITOBECTKU AHs. TEKCT KakIoro paszena CTpouTcs no cxeme: «CIlylanu:»,
«Boictynunu:», «llocranoBunu:» («Peuminy). IIpoTokoa moAnuchBalOT NpeAce]aTeIbCTBYIOMUNA Ha
3acelaHuy U cekpeTapb. [IpoTOKOIIBI HyMEPYIOTCS MOPSAAKOBBIMA HOMEpPaMU B IPEACiax KaleHIapHOIro
roja. Jlara nmpoTokoJia — 3TO JaTa NPOBEACHUS COBEIIAHMS.

Hugpopmayuonnvie 0oKymenmst B OTINUYME OT PACHOPSAUTENBHBIX HE 00s3aTeNbHbI JUIS
UCTIOJIHEHUS], HO OHM COJIepKaT CBEACHUS, HEOOXOUMBbIE JUIsl TOJTHOLIEHHOM 1€ TEIbHOCTH OpraHU3allHu.

Ilucbma — NOKYMEHTBI, KOTOPbIE IEPECHUIAIOTCS MO MOYTE, C KYpbepOM, 3JIEKTPOHHOI MOYTON U
Ap.

[TuceMO CONEPKUT ClEAYIOLMEe PEKBU3UTHI: ajpecar, 3arojJOBOK K TEKCTY, TEKCT, OTMETKY O
HUINYUM TIPUIIOKEHUH (€clii OHM MMeEIoTCs), moanuch pykooaurtens, ®.M.O. ucnomHurens, ero
TenedoH.

[To cBOeMy Ha3HAYEHUIO M COJACPKAHUIO MUCbMA MOTYT OBITh MMCbMaMH-3aIPOCAMHU, MHCbMaMHU-
OTBETaMH, MUCbMaMH-TIPUTTIANICHUSIMH, HHHOPMALIMOHHBIMU, TAPAHTUHHBIMH, HHCTPYKTUBHBIMH U JIp.

Ha3panme Buma [OOKyMEHTa, T.e. CJOBO «IIHCBbMO», HE YKasblBaeTcs (32 MCKIIOYEHHUEM
rapaHTuiiHoro nucbMa). [luceMa cocTaBiAIOTCS B ABYX SK3EMILIIpaX — MEPBBIN MOCIIE PErUCTPaLK OT-
IIpaBJIAeTCs aapecaTy, a BTOPOU XpaHUTCS B JIEIIE.

CopepxaHue MucbMa JOKHO ObITh JAKOHUYHBIM, YO€TUTEIbHBIM, KOPPEKTHBIM.

OObsicHUTENbHASA 3alMCKa COCTABIIAETCS IO PA3JIMYHBIM IPOU3BOACTBEHHBIM BOIPOCAM, OHA
JOJDKHA MMETh JaTy, yKazaHue o0 ajapecare, MOJANUCH COCTaBUTENS. TeKCT OOBSICHUTEIbHON 3alHCKU
COCTaBIISIIOT B MPOU3BOJILHON (hopMe, Kak MpaBUiIO, C YKa3aHUEM NPHUYMH, KOTOPBIE MPUBEIH K KaKHM-
100 HAPYILICHUSM.



1. Opranusanusi AOKyMeHT0000pOTA

Paznmugaror TPpHU OCHOBHBIX IMOTOKAa JOKYMCHTAlINH:

® JIOKYMEHTHI, TOCTYNAIOIIUE U3 APYTrUX OpraHu3auil (BXoAsIue),

® JIOKyMEHTHI, OTIIPABIISIEMbIC B JPYTHE OPTraHU3AIUH (UCXOISIIHE),

® JIOKYMCHTBI, CO3/JaBacMble Ha MPEIIPUATHH M HCIOJIB3YeMbIE €ro PaOOTHUKAMH B ITpOIecce
yrpasieHUs (BHYTPEHHHE).

Bxopsiue NOKYMEHTBI NMPOXOAAT PErHCTpalMIo, PacCMOTPEHHE PYKOBOJCTBOM, IepeAaudy Ha
UCIIOJIHEHUE, HCMONHEeHHEe. JIOKyMEHTOOOOpOT MCXOMAIIMX JIOKYMEHTOB BKIJIIOUAET PETUCTPALUI0 U
OTIIPaBKY, @ BHYTPEHHHMX JOKYMEHTOB — HAallpaBJI€HHE Ha MWCIIOJIHEHUE, KOHTPOJIb HCIIOJIHEHUS U
nepeaady B Aeia.

OpHOM U3 OCHOBHBIX ITPOLEAYDP pabOThI C TOTOBBIMU JOKYMEHTAMHU SIBIISIETCS. UX PECUCTpALUS.

Pecucmpayus ooxymenmos — 3TO (PUKCUPOBAHHUE CO3JAaHUS WIM TOCTYIUICHUS JOKYMEHTa
MIPOCTABJICHUEM HA HEM PETUCTPAIIMOHHOTO MHJIEKCA C MOCIEAYIONIEH 3aMiChi0 HEOOXOUMBIX CBEICHHIA
0 TOKYMEHTE B PErUCTPAIMOHHBIX (popMax.

Perucrpanuu mozsiexar Bce ITOKYMEHTHI, TpeOyrolue yd4era, MCIOJHEHUS W UCIOIb30BaHUS B
CIPAaBOYHBIX LENAX (PacCHOPSAUTENbHBIC, YIETHBIC, CTATHCTUYECKHE OyXrajaTepcKue, KaapoBble W Ap.).
Perucrpupyror BXogsauue, UCXOAAIINE U BHYTPEHHUE JOKYMEHTHI. JJOKYMEHTBI MOT'YT pErUCTPUPOBATHCS
IpU TIOMOIIM CPEJCTB BBIYUCIUTEIBPHOW TEXHMKH WJIM MAIIMHOMHMCHOTO 3amoiiHeHus ¢opm. s
JOCTHKEHUSI MH(POPMALMOHHOW COBMECTUMOCTH PETUCTPALMOHHBIX JAaHHBIX U IOUCKOBBIX CHCTEM
YCTAHOBJIEH CJIEAYIOUIMI 00s3aTeNbHbBII MUHMUMYM PEKBU3UTOB pErucTpallMM: aBTOp, Ha3BaHUE BUAA
JNOKYMEHTa, Jara W HHIEKC IIOCTYIUICHUs, 3arojOBOK JIOKYMEHTa, PE30JIOLHs, CPOK HCIOJHEHHS,
OTMETKa OO0 WCIIOJIHEHUH, OTMETKAa O HalpaBieHUM JoKymMeHTa B Jeno. CocraB o00s3aTelnbHbBIX
PEruCTPallMOHHBIX PEKBU3UTOB B 3aBUCUMOCTU OT XapakTepa IOKYMEHTOB M 3a1ad MCIIOJIb30BAHMS
uHpOpMAIMA MOXKET OBbITh IONOJHEH APYIMMH PEKBH3UTAMHU: PACIHMCKA HCIIOJIHHUTENS O MOJYYCHUH
JOKYMEHTa, OTMETKa 00 HcrosiHuTene (A1 nuceM o053aTesIbHO), KOJIMYECTBO JMCTOB U MPHIIOKEHHH,
CpPOK XpaHeHMs W Jp. Perucrpanusi JOKYMEHTOB JOJDKHA OBITh TOJIBKO OJHOKPAaTHOM. JlOKyMEHTBI
PErUCTPUPYIOT B [€Hb MX IOCTYIUICHUS, CO3/JaBacMble — B JI€Hb YTBEP)KICHUA WIM INOANKMCAHUA.
Bxopsamue, ucxonsame M BHYTPEHHHME JTOKYMEHTBI PETMCTPUPYIOTCS OTAEIBHO B PErMCTPALMOHHBIX
KYpHaIax WM Ha KapTOYKax, WIM Ha MarHUTHBIX HOcUTeNsX. CrienuaibHble TOKYMEHTHI ((PMHAHCOBEBIE,
IJIAaHOBbIE, OyXTalTepCKUe U JIp.) PETUCTPUPYIOT B COOTBETCTBYIOIIMX MoOApa3aeneHusX. B kaxmnoil op-
raHU3alKK €CTh IIEPEYEHb JOKYMEHTOB, HE MTOJIEKALIUX PErUCTPALIUH.

Hcnonnenue ooxkymenmos mpemycMarpuBaeT: cOop u 00pabOTKy HEoOXoauMoi HHQOpMAIUH,
MOATOTOBKY MPOEKTa JOKYMEHTa, ero oGopMIIEHHE, COTIIACOBaHHE, MPEJCTaBICHHWE Ha TMOJIMHCAHUE
(yTBEpxKIeHUE), MOATOTOBKY K IMEPEChUIKE aJpecary.

[Ipu omepaTHBHOM pEIIEHHH BOMPOCOB O€3 COCTaBIEHHUS JOMOJIHUTENBHBIX JOKYMEHTOB
WCTIOJTHUATEIND JeJIaeT OTMETKH Ha JIOKYMEHTE O JlaTe MOCTYIICHHS, JaTe W Pe3y/IbTaTe OKOHYATEIHLHOTO
WCTIOJTHEHUSI.

Bce 3apeructpupoBaHHBIE JOKYMEHTHI MOIUIEXKAT KOHmpoawo. llemblo KOHTPOJS SIBISIETCS
obecrieueHre CBOEBPEMEHHOTO U KAauyeCTBEHHOTO HCIIOJIHEHHUs JOKYMEHTOB. KOHTpOIb OCYIIECTBISIOT
PYKOBOJUTCIN W OTBCTCTBCHHBIC HWCIIOJHUTCIINA. KOHTpOJ'H) HCIIOJTHCHUS BKIIOYACT ITIOCTAHOBKY
JOKYMEHTa Ha KOHTPOJIb, TIPOBEPKY CBOEBPEMEHHOTO OBEACHUS JOKYMEHTA 10 WCIOJHHUTENS, YUeT H
0000111eHIE Pe3yIbTaTOB KOHTPOJIS UCTIOTHEHHS.

CpOKI/I HUCIIOJTHEHUA JOKYMCHTOB HCYHUCIIAIOTCA B KAJICHAAPHBIX AHAX C OAThl UX IMOAINIHMCAHUSA
(YyTBepkaeHHSs), a MOCTYMUBIINX U3 APYTrUX OpraHu3aluil — ¢ JaThl UX NOCTymaeHus. CpOK HCIIONMHEHUS
MOXKET OBITh THUIOBBIM, KOTOPBIA YCTaHABIMBAETCA 3aKOHAMHU M WHBIMA HOPMATHBHBIMU MPABOBBIMU
dKTaMU, W HWHAWUBUAYAJIIBHBIM, OINPECACIACMBIM PYKOBOAUTCIIEM OpraHuU3aIuu. Koneunas Jgara
WCTIOJTHEHUS YKa3bIBACTCA B TEKCTE€ JOKYMEHTA WM B PE3OJIIOIUHN PYKOBOAUTENS. JIOKYMEHT CUMTAETCs
WCTIOJIHEHHBIM WM CHHMAETCS C KOHTPOJS TIOCTC BBIMOJIHCHHS 3aJaHHM, 3alpoCOB, COOOIICHHS
PE3YyJIbTAaTOB 3aWMHTCPCCOBAHHBIM OpraHU3alvsAM W JIMOaM MWW Jpyroro JOOKYMCHTHPOBAHHOI'O
MOJITBEPKICHUS UCTIONHEHMsI. Ha TOKyMEeHTe U B perUCTPAIlMOHHBIX (pOpMax MpOCTaBISAETCS OTMETKA 00
HCIIOJIHCHUH, ITOATIUCH JINIA, ITOATBCPKAAIOIICTO UCTIOJTHCHUC (OTBCTCTBCHHLIﬁ I/ICHOJIHI/ITGJIB), aara.



I11. CucremaTn3anus 10KYMEHTOB, JKCIIEPTH3a IEHHOCTH, XPAHEHHE U YHUYTOKeHHUe
JAOKYMEHTOB

3aBepma}oumM 9TallOM JCJIONPOU3BOACTBA ABJIACTCS IMOATIOTOBKA ACI M IICpCaayda MX B aApXUB.
OTOT 3TaIl MOKHO YCJIOBHO pa3acinuTh Ha HECKOJIBKO CTa,HHﬁZ

e (opmupoBanue e,

® DKCHEepPTH3a LIEHHOCTH eI,

e odopmieHue U epegada B apXus,
e o0ecrieueHHE COXPaHHOCTH,

® OIKCaHWE U YHUYTOKCHHE.

dopMHUpOBaHUEM JI€J1 HA3bIBAETCS TPYIIIMPOBKA HCIIOJIHEHHBIX JOKYMEHTOB B COOTBETCTBHH C
JEUCTBYIOLIEH HOMEHKIIATypOH.

/Jleno — COBOKYIHOCTb JOKYMEHTOB, C(OPMHpPOBAaHHBIX IO KaKOMy-THOO TIpU3HAKYy U
MIOMEIICHHBIX B TBEPAYIO 00JI0KKY, O(POPMIICHHYIO IO OIIPEICIIEHHBIM IPaBUIIaM.

Homenknamypa oen — o(OpMIICHHBI B YCTaHOBJICHHOM IOPSAIKE CHCTEMaTH3MPOBAHHBIN
IepeyeHb 3arojJ0BKOB (HAMMEHOBAHUIN) JIE1 C YKa3aHUEM CPOKOB MX XpaHEHHUS.

HomeHnknatypa nen mnpenHazHaueHa MAJisi IPYNIHUPOBKHM MCIIOJHEHHBIX JIOKYMEHTOB B Jena,
CUCTEMAaTH3alluM U y4eTa JIeJl, ONpEeIeIeHUs CPOKOB X XpaHeHUs. HoMeHknarypa zien coctaBisercs 1o
YCTaHOBJICHHOH (pOpMe U BKIJIIOUYAET CIEAYIOUINE PEKBU3UTHI:

HAaUMEHOBAHME OpraHM3allid, HAaUMEHOBAHWE BHUJA JOKYMEHTa, JaTy, HHAEKC, MECTO
COCTaBJIeHUs, Ipu¢ YTBEPKACHUS, 3arojlOBOK K TEKCTy, TEKCT, MOANMUCh, TpU(] COrIacoBaHHUs.
Homenknarypa Jen MCroib3yercsi MpH MOCTPOCHUH WH(OPMAIIMOHHO-TIONCKOBOW CHUCTEMBI M SIBIISICTCS
OCHOBOHM JJIsi COCTaBJIGHUSI ONHUCEH el MOCTOSHHOTO M BpeMeHHoro (ceiuie 10 jer) XpaHeHus.
Homenkiiatypa nen coriacoBbIBaeTCsi ¢ dKCnepTHO-poBepouHoit komuccuen (IIIK) rocynapcTBeHHoro
apxuBa, KOTOPOW JOKYMEHTbl IEpelaloTCsi Ha TOCyJapCTBEHHOE XpaHEHHe, U YTBEpXKAAeTcs
pykoBoauTeneM opranuzauud. ConepkarenbHass 4acTb HOMEHKJIATYpbl J€J IpeAcTaBisieT coOoi
Tabmuiy u3 5 rpad: MHIEKCHI J1eN, 3aroJIOBKU Je, KOJIMYECTBO A€ (TOMOB, yacTeil), CPOK XpaHEHHMS,
HOMEpA CTAaTe! 110 NEPEYHIO0, IPUMEYAHHUS.

B HomeHxiatype naen (apMaleBTHUECKOM OpraHu3aluu JOJDKHBI OBITh NPETyCMOTPEHbI
3aroJIOBKU €N JUIsl TPYNIUPOBKU JOKYMEHTOB, OTPAKAIOIIUX BCE TOKYMEHTHpPYEMbIE BOMPOCHI €€ Jes-
TEJNBHOCTHU. 3arojIOBOK JieNa JIOJKEH YeTKO M B 0000I1eHHON (opMe OTpakaTb OCHOBHOE COJIepKaHUE U
COCTaB JOKYMEHTOB JieNa.

[Tpu GopmHpOBaHMU TOKYMEHTOB B Je€jla YYUTHIBAIOT CJEIyIOIIHME NMPU3HAKU 3aBeleHHs e
HOMMHAJIbHBIN (110 BUy JJOKYMEHTA); MIPEIMETHO-BOIIPOCHBIN (M0 COAepKaHUIO JOKYMEHTA); aBTOPCKHM
(mo aBTOpY); KOPPECHOHAECHTCKUH (C KeM BeleTcs Nepenucka); reorpadpuyeckuil (Mo peruonHy);
XpOHOJIOTHYEeCKU (10 mepuojaM). B nemo momemaroT JOKyMEHTBI, KOTOPBIE CBOEH COAepKaTeabHOM
YacThIO0 COOTBETCTBYIOT 3arojoBKy jena. Ilpu ¢popmupoBanuu aen Heo6XoaUMO cOOMI0ATh CIeyroIne
oOmiye mpaBwia: NMOMENATh B JI€JI0 TOJBKO HCIOJHEHHBbIE, MPAaBUIBLHO O(OpPMIIEHHBIE JOKYMEHTHI B
COOTBETCTBUM C 3aroJOBKaMH JI€J IO HOMEHKJAType; KOMIIOHOBaTb BMECTE BCE JTOKYMEHTBI, OTHOCS-
IIMecsl K pa3pelieHuio OJTHOTO BOIIPOCa; TPYNIUPOBATh B JEJI0 JOKYMEHTBI OJJHOTO KalleHIapHOTO roja,
32 HCKIIOUEHHEM MPEXOIAIIMX JeN; pasfcibHO TIPYNIUPOBaTh B Jela JOKYMEHTBI ITOCTOSHHOIO
XpaHEHUs! ¥ BPEMEHHBIX CPOKOB XpaHeHUs. B 1eino He moMeniaroT TOKyMEHTHI, MOJJIeXkKallue BO3BpaTy,
JUIIHKAE YK3EMILIAPBI, YEPHOBUKH. Jleno He AomKkHO npesbimaTth 250 nuctoB. JJoKyMeHTBI BHYTpH Aena
pacrojararT B XpOHOJIOTMYECKOH, BOIIPOCHO-JIOTUYECKOM MOCIe10BaTeIbHOCTH WIIM UX coueTaHuu. Pac-
MOPSAUTENbHBIE TOKYMEHTHl (DOPMUPYIOT B JEJI0 MO BHJAM U XPOHOJIOTUU C OTHOCSIIUMHCS K HUM
MIPUIIOKEHUSMHU.

3aroJ0BKM J1eN JTOJKHBI ObITh KPaTKUMH M COOTBETCTBOBATh COJCPKAHUIO HAXOISAIIUXCA B HUX
JOKYMEHTOB. B cocrtaB 3aroyioBka Jena BXOIAT JJIEMEHTHI, PACIOJOXKEHHbIE B CIEIYIOMIEH I10-
CJIENOBATEIbHOCTH: Ha3BaHHUE BUJIA IOKYMEHTA, KPATKOE COAECpkKaHUE, faTa (IEpHOJ 3a ... TOA).

JIOKyMEHTBI, IOMEIIEHHBIE B A€JI0, J0JKHBI UIMETh MOJIKCH, AaTy, HHIEKC, OTMETKY «B nemo».
Ilepenncka rpynnupyercsi, Kak IpaBWIO, 3a IEPUOJ KaJEHIAPHOTO T0/Ja W CUCTEMATHU3UPYETCS B
XPOHOJIOTUYECKOH MOCIe10BaTEIbHOCTH. JIOKyMEHT-0TBET MOMELIAIOT 3a JOKYMEHTOM-3aIIPOCOM.

C MoMeHTa 3aBeleHHMs U Tepelayd B apXMB Jiea XPaHATCS MO MecTy MX (OPMHUPOBAHUS.
PykoBoauTenn HeCyT OTBETCTBEHHOCTh 3@ COXPAHHOCTh JIOKYMEHTOB M fei. Jlena HaxoaaTcsl B pabodyux



KOMHAaTax M CIEUUATbHO OTBEIACHHBIX JUISI JTOM IEIM MOMEUICHHAX B 3alUpalolMxcs Mmkagax,
o0ecneynBaOIUX UX MOJHYI COXPAaHHOCTb, NMPEJOXPAHSIOUIMX AOKYMEHTBI OT IbUIM U BO3AEHCTBUS
COJIHEYHOTO CBeTa. B IeNsiX MOBBIIMICHUSI ONEPATHBHOCTH IMOMCKA JOKYMEHTOB Jefla pacrioyiaraiorcs B
COOTBETCTBUM C HOMEHKIaTypoil aen. HoMmeHknarypy nAen wiaM BBIIMCKY M3 Hee IOMELIAIOT Ha
BHYTpeHHeH cTopone mkada. Ha kopemnikax 0010kKeK yKa3bIBalOT HHAECKCHI 10 HOMEHKIJIAType Jell.

[To ncTeueHnn KaJeHIAPHOTO T0/1a B KaX10H (papMalieBTHUECKONW OpraHn3aluy Jieia JM00 cIaroT
B apx®B, JUOO XpaHAT KpaTKUe CPOKHM W YHHUTOXaroT. OTOOp IOKYMEHTOB Ha XpaHEHHE WIH
YHUUTOXKEHUE SBISAETCA PpEe3yJbTaTOM IIPOBEACHUS SKCIEPTU3bl IIEHHOCTU JOKYMEHTOB ITOCTOSHHO
JENCTBYIOLIEN 3KCIEPTHOM KOMUCCUEH. DKCIIepTU3a LIEHHOCTH TOKYMEHTOB OCYILIECTBIISIETCS €KEr0IHO
C 1IeJIbI0 0TOOpa UX Ha FOCYAapCTBEHHOE XPAaHEHHE M YCTAHOBJIEHMs CPOKOB XpaHeHus. 1o pesynbratam
HKCHEPTHU3bI LIEHHOCTH JOKYMEHTOB COCTaBISIOT ONHKCH JAEN MOCTOSHHOTrO, BpeMeHHoro (6onee 10 mjer)
XpaHeHHUs M M0 JHMYHOMY COCTaBy, a TakKXe aKThl O BBIIEJIEHUM Jell K yHuuToxkeHuro. Ha nena
BpEMEHHOTro xpaHeHus (1o 10 JieT) omucu HE COCTAaBJISIOTCS, MO UCTEYCHUH CPOKOB XpaHEHUs OHH
YHUUTOXKAIOTCA B YCTAHOBJIEHHOM Iopsake. JlOKyMEHTBl, MMEIOUIME HCTOPUYECKOE, HaydyHOE,
COLIMAJIbHOE, SKOHOMUYECKOE, IOJIMTUYECKOE, XYJI0’)KECTBEHHOE WM HHOE KYJbTYpHOE 3HA4YEHHUE,
NepeaaoTCs Ha rocy1apCTBEHHOE XpaHEHHE.



