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1. OOume moJoKeHUus

11

1.2

1.3

1.4

Hacrosimas nHCTpyKuus onpenenser o0mui nopsAaok oOpaleHus ¢ JOKyMeHTaMu 1
OPYTUMH  MaTepUabHBIMU ~ HOCHTEISIMH  MH(pOpManuu  (1anee-I0KyMEHTaMH),
COJEepXKALMMH  CIyXeOHYI0 HMH(OpPMalUl OrpaHUYEHHOrO paclpoCTpaHEHHUs B
OpraHM3aLUIX, YUPESKICHUIX, IPEAIPUITUAX U T.A. (OpraHU3aLmsIX)

K nokymeHTHpOBaHHOH Cily>keOHOI MH(OpMaIK OrpaHUYEHHOTO PAaCIPOCTPAHEHUS
OTHOCHUTCSI HECEKpeTHas HH(opManus, Kacarolascs IeATeIbHOCTH OpraHU3alu,
OFpaHMYEHUS  HA  paclpoCTpaHEHHE  KOTOPOM  AMKTYIOTCS  CIIy:KeOHOH
HeoOXxoauMocThi0.  HeoOXoauMocTh TpUCBOCHUS JOKyMeHTaMm Tpuda  «Jls
cly)KeOHOro moib3oBanus», (B nanbheitmem JICII) onpenensiercs UCIOIHUTENEM U
JOJDKHOCTHBIM  JIULIOM, TOJNUCBHIBAIOIIMM WJIM YTBEPKAAIOIIUM JIOKYMEHT, B
cooTBeTcTBUM ¢ «Ilepeunem BUIOB ciyxeOHOW HH(pOpMALMU, KOTOPYIO HEOOXOMMO
OTHOCUTb K pa3psly OrPaHUYEHHOI'O  pacHpoOCTpaHEHUs»  (yTBEp)KIAeTCs
PYKOBOJUTENIEM OpraHU3aLIUN).

K nokymeHTHpOBaHHOH CITy>KeOHOI HH(DOPMAIK OTPAaHMYEHHOTO PAaCIPOCTPAHEHUS
HE MOTYT OBITh OTHECEHBI:

* aKTbl 3aKOHOJATENIbCTBA, YCTAHABJIMBAIOIIKE MPABOBOI CTAaTyC TOCY1apCTBEHHBIX
OpraHoB, OpraHU3alMii, 0OLIECTBEHHBIX O0BEIMHEHNUH, a TaKXKe MpaBa, cBOOOBI U
00513aHHOCTH TpakJaH, MOPSJIOK UX pealln3allly;

* CBEICHMS O 4YPE3BBIUAMHBIX CHUTYalUsAX, ONACHBIX IPUPOIHBIX SBICHUAX H
mmpoleccax, JKOJIOMYecKas, THIPOMETEOPOJIOTHYECKas, TUAPOreoIorndecKas,
neMorpaduueckasi, CaHMTApHO-MUAEMHUOJIOTHYECKass U JApyras uHopManus,
HeoOxoaumas Ji1s ooecrieueHus: 0€30M1acHOro CyIIeCTBOBAHUS HACETIEHHBIX ITYHKTOB,
rpaxkJiaH, a TAK)Ke MPOU3BOJCTBEHHBIX OOBEKTOB,;

* OINHKCAaHHUE CTPYKTYpbl OpraHa WCIOJHUTEIbHOW BIACTH, e€ro (QyHKIH,
HarpaBiIeHUH U (GOpM 1eATENBHOCTH, a TAKXKE €ro ajpec;

* TOPAIOK PacCMOTPEHUS 3asBJIECHUI U 00paIleHNn TpaX/1aH U IOPUINYECKUX JIUII;
* pEUIeHUs M0 3asABICHUSAM U OOpalIeHHUsAM TIpaxJIaH U IOPUANYECKUX JIULL,
PacCMOTPEHHBIM B YCTaHOBJIEHHOM MOPSIJIKE;

* JIOKYMEHTBI, HakalIiBaeMble B OTKpPBITHIX (poHIaX OHOIMOTEK M apXUBOB,
MH(OPMALIMOHHBIX CHUCTEMax OpraHu3aluii, HeoOXOAUMbIE Ul peaju3aluu Ipas,
cBOOOJT M 00s13aHHOCTEN TpaXKAaH.

PykoBoauTenu opranu3zaimii, JI0IDKHOCTHBIE TIPUHSBIIINE pellieHne 00 OTHECEHUH
CIIy’)keOHON MH(popMaMM K pa3psay OTPaHUYEHHOTO paclpoCTpaHEHHs, HECYyT
MEPCOHAIBbHYI0 OTBETCTBEHHOCTh 3a OOOCHOBAHHOCTH IPUHSATOIO pEIIeHHus, 3a
coOJII0JIeHHE OrpaHUuYEHHH, MPeTyCMOTPEeHHbIX M. 1.3 Hacrosmedl MHCTPYKLMH, a
Takke 3a o0ecrevyeHre 3aluuThl HocUTeseH
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Wudopmaniiy OrpaHMUYEHHOTO PACIpPOCTPAHEHHS M HCIIOJIIb30BAHHUE CPENICTB
OPI'TEXHUKHU MPU TOJATOTOBKE 3TUX JOKYMEHTOB.

JlokymMeHTHUpOBaHHas cykeOHass nH(OpMAaIMs OTPaHUYCHHOTO pacpocTpaHeHus 6e3
CaHKLUU pYKOBOAMUTENS OpraHMU3allMM JIM €ro 3aMeCTUTENEed He IMOAJIEKUT
pasriameHuo(pacnpoCcTPaHEeHHUIO)

3a pasriameHue JOKYMEHTHPOBAHHOW CIIy)KeOHON HH(OpManuu OrpaHUYeHHOTO
pacmpocTpaHeHHus, a TakKe HapylleHHe TMOopsAKa OOpalleHUs C JOKyMEHTaMH,
coJiepkamuMu  Takylo uHpopMainuio. COTpYIHHK OpraHu3alud MOXKET OBITh
MPUBJICYEH K TUCHUIUIMHAPHONW WJIM MHOW, MPEeIyCMOTPEHHON 3aKOHOAATEIbCTBOM
OTBETCTBEHHOCTH.

KonTponb 3a ocymiecTBieHHEM ydeTa, Pa3MHOXKEHHUsS, XPAaHEHUS U HCIIOJIb30BAHUS
JIOKYMEHTOB, 1€ U u31aHuil ¢ rpudoM « s ciy:ke0HOro mojb30BaHuUs» BO3JIaraeTcs
Ha JIUI], TOTOBUBIINX TaKHE JOKYMEHTHI.

CoTpyIHUKHM OpraHU3ali, UMEIOIIE OTHOILIEHUE K paboTe ¢ TOKyMEHTaMH, JeJlaMu
U u3gaHuAMU «Jlns Ciry’)keOHOTO TOJIB30BAHUS», JOJDKHBI OBITH B 0053aTEIBHOM
MOPSAJIKE O3HAKOMJICHBI C MHCTPYKIMEW, YCTaHABIIMBAIOIIECH MOPAIOK paboThl ¢
JOKYMEHTUPOBAHHOU uHpopManuen OTPaHUYECHHOI'O pacnpocTpaHeHUs.
CotpynHukaMm (MCHOTHUTENSAM), pabOTAIONINM C JOKYMEHTaMH U U3IaHusMU «Jls
CITy€OHOTO0 TOJIb30BaHUs), 3alPEIIAETCs COO0IATh YCTHO UM MUCbMEHHO KOMY OBl
TO HU OBUIO CBEIEHUS, COJIEPKAIMecs B OTUX TIOKYMEHTaxX U M3JaHMSIX, €CIIU 9TO He
BBI3bIBACTCS CIYKEOHONH HEOOXOUMOCTBIO.

Ilopsinok npuemMa u y4yera JOKyMEHTOB U U3IaHUIA.

[Ipuem u yder (perucrpauusi) JOKYMEHTOB «[li1si ciykeOHOTro IOJIb30BaHU»
OCYIIECTBIISICTCS TEMU K€ CTPYKTYPHBIMU TOPa3ACICHUSIMU OpraHU3alluu, KOTOPhIM
MOPYYEH yUYET HECEKPETHOU TOKYMEHTALUH.

Bes mocrymaromias B opraHusanuio  KoppecnoHneHIms «Jlmas cimyxkeOGHOoro
MOJIb30BAHUS» MPUHUMAETCS M BCKPBIBACTCS COTPYIHHKAMH, KOTOPHIM IMOpYy4YeHA
pabota ¢ stTumu Matepuanamu. [Ipum 3TOM mpoBepsieTcs KOIUYECTBO JIUCTOB H
DK3EMIUIIPOB  JTIOKYMEHTOB W W3JaHWHA, a TakkKe HaJuuue yKa3aHHBIX B
COIIPOBOJIUTENILHOM THChbME NpUJIOKEHHH. B ciyyae OTCYTCTBUSL B KOHBEPTax
(makerax) MOKyMEHTOB «JlJis C1y>kKeOHOTO MOJB30BaHUS» WU MPUIIOKEHUN K HUM
COCTaBJIIETCS KT B JABYX AK3EMIUIApax, OIMH U3 KOTOPBIX BBICHUIAETCS OTIIPABUTEIIIO.
Ommb0YHO MOCTYNHBIINE TOKYMEHTHI U U3MaHus «JlJisi cIryKeOHOTO TOITB30BAHUS»
BO3BPALIAIOTCS OTIPABUTEINIO.

B Hepabouee Bpems JOKYMEHTHI W U3MaHUA «J[1s1 ciyKeOHOTO TONB30BaHUS»
NPUHUMAIOTCS 1€KYPHBIMU, KOTOPBIE HE BCKPBIBast 3TY KOPPECIIOHICHIINH, TTEPEJAt0T
ee pabOTHHKaM CIYy»XObl JOKYMEHTAIIMOHHOTO oOOecleueHus. 3amnpenaercs
JIOCTaBJIATE B HepaOouee BpeMmsi marepuaibl «/lng ciyxeOHOro moib30BaHUS» B
OpraHu3aIiy, HE UMEIOIIHE TTOCTOSTHHBIX JIeKYPHBIX.

Peructparnun nojexar Bce BXOJAIINE, UCXOJAIINE W BHYTPEHHHME JOKYMEHTHI, a
Takxke u3ganus «Jns caykeOHOro monb30BaHusy. Takue TOKYMEHTHl YYUTHIBAIOTCS
[0 KOJIMYECTBY JIUCTOB, a U3/1aHUs (KHHUTH, )KYpHAJIbI, OpPOIIIOPHI)- MO SK3EMILIIPaM.
JlokyMeHTHI ¢ rpudoM « /s ciy>keOHOro MoIb30BaHUs» YUUTHIBAIOTCS OTAEIBHO OT
HECEKpeTHOM aoKyMeHTanuu. Ilpu He3HauuTenTbHOM O0bEMEe TaKHX JOKYMEHTOB,
paspenraercsi BECTH WX Y4eT COBMECTHO C JPYIMMH HECEKPETHBIMU JTOKYMEHTAMHU.
[Ipu 5TOM B KapTOuKe K PErMCTPALlMOHHOMY HOMEpY JOKYMEHTa IMPOCTaBIIAETCS
otmeTka «JICIT» TpeOoBaHMe OTHOKPATHOCTH PETHCTPAIMH PACIPOCTPAHSIETCS Ha
JOKYMEHTbl U u3laHus «/lig cimyxeOHOTro MOJb30BaHMUS». YUeT JOKYMEHTOB WU
u3naHuil «J{ns ciy:xeGHOro MoJib30BaHUS» BEIETCS Ha KApTOUKAX WM B KypHaJax.
JlomyckaeTcsi perucTpupoBaTh JOKYMEHTHI ¢ TpupoMm «Jlns  cimyxeOHOro
MOJIB30BaHUS» C TOMOIINBIO YCTPOWCTB BBIYUCIUTEILHON TEXHUKHU. JIBH>KeHUE
JIOKYMEHTOB W W3JaHui «Jlas ciiy’)keOHOro MoJb30BaHMS» JOKHO COBPEMEHHO
OTpaKaThCs B )KYpHAJIax MM Ha KaPTOUKAX.



2.5. Ha xax oM 3aperucTpupOBaHHOM JIOKYMEHTE, a TAK)KE€ Ha COMPOBOIUTEIHLHOM MTHUChME
K mgaHusM «Jljig  cmy:keOHOro TOJh30BAaHUS) IPOCTABISETCS IITaMII, B KOTOPOM
YKa3bIBaIOTCS HAUMEHOBAHUE OpPraHU3aIMH, PETHUCTPAIIMOHHBIA HOMEDP JOKYMEHTa U Jara
€ro MOCTYIUICHHUS.

2.6. Tupax m3ganus «lys cirykeOHOTO TOJIB30BAHUA», MOJIYYCHHBIM IS PACCHUIKH,
pPErHCTpUPYETCsl TOJI OAHUM BXOASIIUM HOMepoMm B «KypHane yudera pacmpeiesieHHs
U3 IaHUN.

JIOTIOTHUTENBHO PA3MHOMXEHHBIE SK3EMIUIAPHl JOKyMEHTa (M3[aHUs) YYUTHIBAIOTCA 3a
HOMEPOM JTOr0 JOKYMEHTa (M3[aHus), O YeM JIeJaeTcs OTMETKa Ha pPa3MHOKaeMOM
JTOKyMeHTe (M3/IaHUH) U B YUYETHBIX (hopmax. Hymepariys TOMOJHUTEIbHO Pa3MHOKEHHBIX
HK3EMIUISIPOB MPOU3BOJIUTCA OT MOCIETHEr0 HOMEPA paHee YUTEHHBIX K3EMILISIPOB.

3. PazMHo:KkeHMe U pacchliIKa (OTIPaBKa) I0KYMEHTOB U U3AaHUH

3.1. Toxymentsl ¢ rpudom «JICIT»:

® [IEYATAIOTCS OTBETCTBEHHBIM JIMIIOM 3a MOATOTOBKY JOKYMEHTOB C rpudom «ICII»,
JIOITYCKAeTCs UCII0JIb30BAHUE MEPCOHATBLHON KOMIIBIOTEPHON TEXHHUKH, IPU 3TOM paboTa
BBITOJIHAETCS TOJIBKO C MCIOIb30BAaHUEM CMEHHBIX MAarHUTHBIX HOCUTENIEH. YKa3aHHbIE
HOCHUTEJIH XPaHATCS Y CIIeLUaINCTa, OTBETCTBEHHOIO 32 paboTy C TOKyMEHTaMu ¢ Tpudom
«CID»;

e [IeYaTAlOTCS C yKa3aHUEM Ha JIMIEBOM WK 00OPOTHOM CTOPOHE B JIEBOM HUKHEM YTIIY
MOCIEAHET0 JIUCTa KaXKIOr0 OJK3eMIUIApa JOKYMEHTa KOJMYECTBA OTIeYaTaHHBIX
IK3EMIUIAPOB, (aMHIMU UCIOTHUTENISS W HOMEpa ero ciyxeOHoro TtenedoHa.
VYKka3pIBalOTCsl Takke HauMeHoBaHHe (aiiya, naTa TedaTaHus, WHHUIHMAIBI UMEHU U
damMuIMM crienyaincTa, rneyaraBiiero JoKymeHT. [loamnucanHble JOKYMEHThI (BMECTE ¢
YepHOBUKAMU) nepearTcs TUIS perucTpanuu CHEIHAIIUCTY CITYKOBbI
JOKYMEHTAIlMOHHOT'0 00€CIIeUeHUsl OpraHU3al[1iH, OCYIIECTBIIAIOIEMY UX YUET.

3.2. OTneyaTaHHbIe U MOAMKUCAHHBIE TOKYMEHTHI «/[7151 Ci1y’KeOHOT0 MOJIb30BaHNU» BMECTE
C HX YEpHOBUMKAMU U BapuUaHTaMU NEPENalOTCi Il PETrUCTpalydy  CIELHUATUCTY,
OCYILECTBIISAIOUIEMY X yueT. UepHOBUKHU U BapUaHThl YHUUTOXKAIOTCS 3TUM COTPYJTHUKOM C
MOJATBEPXKJIeHUEM (paKTa YHUUYTOXKEHHS 3alUChI0 HAa KOMHMM MCXOJALIETO0 JIOKYMEHTA:
«YepHoBUK (M BapuaHThl) yHUUYTOXeHBI. J[aTa. [logmucey.

3.3. Ha ucxopsmux aokymeHTax 9 (B HEOOXOIMMBIX ClydasXx M Ha UX HPOEKTax),

COZIepKALIMX  JOKYMEHTHPOBAHHYIO  CIyXeOHyl0 HH(pOpMAlMIO  OTrPaHUYEHHOTO

pacnpoctpanenus, rpud «ACII» u Homep 3K3eMIUIsipa MPOCTABIIAIOTCS B IPAaBOM BEPXHEM

YTy IEPBOM CTPaHUIIBI JOKYMEHTA, Ha 00JI0’KKE U TUTYJILHOM JIMCTE U3aHNUs, a TAKXKE Ha

MEpBON CTPAaHHUILIE COTIPOBOJUTENLHOTO MUCbMA K TAKUM JJOKYMEHTaM.

IIpu HeoOXonuMOCTH HampaBieHus JA0KyMeHTOB ¢ rpudom «ICII» HeckoabKkum

ajipecataM, COCTaBJISIETCSl yKas3aTelb PAcChUIKH, B KOTOPOM IPOCTaBISIOTCS HOMEpa

9K3EMIUISIPOB OTIIPABIIIEMBIX JOKYMEHTOB BCEM aJipecaram.

VYkazarenb pacChbUIKM MOJIUCBHIBAETCS HCIOJHUTENIEM, PYKOBOJIUTEIEM YUPEXKICHUS,

TOTOBUBIIETO JOKYMEHT (IPEIBApUTENbHO COTJIACOBAaHHBI C COOTBETCTBYIOIIUM

3aMEeCTUTENIEM PYKOBOAMTENS OPraHU3alNHN).

3.4. Pa3MHOXeHHME JOKYMEHTOB U U3JaHui ¢ rpudom «J st ciykeGHOro mojab30BaHU s
OCYIIIECTBIISIETCS TOJIBKO C NMHCbMEHHOTO pa3pelieHus pyKOBOJICTBA OpPTaHU3alUU U T0J]
KOHTPOJIEM OTBETCTBEHHOTO 3a padoTy ¢ JokyMeHTaMu ¢ rpudom «ICIT»;

VY4eT pa3MHOKEHHBIX JOKYMEHTOB OCYLIECTBIIIETCS MO dK3EMIUISIPaM.

JlokymeHTsl M u3naHus «JlJis TOJIb30BaHUSA», TOJYyYEHHbIE OT CTOPOHHHUX JIMII
OpraHu3alyii, MOryT OBITh Pa3MHOXKEHBI TOJIBKO C UX COTJIACHSL.

3.5. OrtnpaBnsemMble JTOKYMEHTHI, Jena ¥ u3faHus «JlJis ciyxeOHOTO MOIb30BaHUS
JIOJDKHBI OBITH TOMEIIEHBI B KOHBEPTHI, JIMOO YIAaKOBaHBI. 3ampemiaercs HMCIoIb30BaTh
KOHBEPTHI C MPO3PAYHBIMU «OKOLIKAMU» JUIS IEPECHIIKY ATUX JOKYMEHTOB.

3.6. Ha ynakoBke (KOHBEpTE) yKa3bIBAIOTCS aJgpeca M HAaUMEHOBAHHs IOJydyaTess U

OTIIPABUTEJISI, HOMEpA BIOKEHHBIX IOKYMEHTOB C I00aBneHueM otMeTKu «CII».



3anpemaercs yka3piBaTh (PaMUTITUHU U TOJDKHOCTH PYKOBOJAMTENICH M COTPYIHUKOB, a TAK)KE
HAaVMEHOBAHMS CTPYKTYPHBIX IOJAPA3JECICHUM OpPraHU3alyy Ha YIAKOBKE JOKYMEHTOB U
n3nannii «Jis cy>keOHOTO MOTh30BaAHUS.

4. Ucnosib30BaHMe TOKYMEHTOB, J1eJ 1 u3ianuii. Cusitue ¢ aes rpuda «as
CJIYkeOHOr0 MOJIb30BAHUSD)

4.1. K pabore ¢ nemamu «J1ist ciry>k€OHOTO IMOJIB30BaHUS» TOTYCKAIOTCS UMEIOITUE K

HUM HETIOCPEJACTBEHHOE OTHOIICHHUE JIOJKHOCTHBIC JIMIIA, a K JOKYMEHTaM — COIJIACHO

YKa3aHUsAM, COACPIKAITUMCS B PE30TIOUH PYKOBOJAUTEIIS OPTaHU3aIUH.

Kareropuu paGoTHHKOB, AOMMYCKaeMbIX K padboTe ¢ u3nanusaMu «Jjist ciry>keOHOTro

MOJIb30BAHUS ONPEIEIAIOTCS PYKOBOAUTEIEM OpPTaHU3aLIUH.

Kareropuu paGoTHHKOB, AOMMYCKaeMbIX K padboTe ¢ u3nanusaMu «Jjist ciry>keOHOTro

MOJIb30BAHUS ONPEIEISIOTCS PYKOBOAUTEIIEM OpPTaHU3aIUH.

4.2 3anpemiaercs TMOJb30BaThCS CBEACHUSAMU M3 JOKYMEHTOB W wu3gaHui  «[[ns

CIIy>keOHOTO TOJIb30BAaHUS» AJI1 OTKPBITHIX BBICTYIJICHUH U OIMMYOJIMKOBAaHUS B OTKPBITON

neyary, rnepefada MO paguo M TEJNEBHJIEHUIO, 3KCIOHHUPOBATH TaKUE€ NOKYMEHTHI U

W3/1aHMST HA BBICTABKAaX, IEMOHCTPUPOBATH UX HA CTEHAAX.

4.3 IlpencraBuTenu APYruxX OpraHU3alUN JOMYCKAIOTCA K O3HAKOMJICHUIO M paboTe C

JOKYMEHTaMU H W3JAaHUAMU «J{7s  cly:)keOHOro TMONb30BaHHS» C  pa3perieHUs

pYKOBOJUTENEH OpraHu3aluil (CTPYKTYpHBIX IOApA3JIEICHUI), B BEACHUM KOTOPBIX

HaxoJATCsl 3T MaTepuaigbl IPU HAJIMYMKM MHMCbMEHHOIO 3alpoca Te€X OpraHu3alui, B

KOTOPBIX OHU pabOTaroT, C yKa3aHUEM TEMbI BBIIOIHIEMOIO 3a/IaHUS.

4.4. Jlena u uznanus «{ns ciy:keGHOTO TMOJNB30BAHMS BBLAAIOTCS HMCIOIHUTEISAM H
IPUHUMAIOTCSL OT HUX MojA pacnucky B «Kaprouke yudera BbIIaBaeMbIX A€l U
U3IaHUN»

4 .5. CHsTHE PYKOIIUCHBIX, MATMHOIIMCHBIX KCEPOKOINM, 8 TAK)KE ITPOU3BOJICTBO BHIHCOK
U3 IOKYMEHTOB U u3aHuil «/ljis cimy>keOHOro moib30BaHus COTPYAHUKAMH TaHHOM
OpraHM3alMy MPOU3BOJUTCS C pa3pelieHus PYKOBOAMUTENS 3TOM OpraHu3anuu
(ctpykTypHOro mnojapasjeneHus). CHATHE KONUM JUIsi CTOPOHHUX OpraHu3aluil u
m3nanuil  «Jlng  cioyxkeOHOro MoONb30BaHMS)  MPOU3BOAUTCS HA OCHOBAaHUM
MIMCBbMEHHBIX 3alPOCOB C Pa3peUICHMs] PYKOBOAMUTENS OpraHU3aluy MOATOTOBUBIINX
3T IOKYMEHTbI WU U3JaHMUSL.

4.6 Jlena MOCTOSHHOT'O M BPEMEHHOI'O CPOKOB XpaHeHHus ¢ rpudom «Jls ciayxeGHOro
M0JIb30BAHUSA» TEPUOJNYECKH IMPOCMATPUBAIOTCS C IE€JIbI0 BO3MOYKHOTO CHSTHUS
rpuda. IlpocMoTp ocymiecTBiseTcss NpU Iepegade Jell U3 CTPYKTYPHBIX
NoJipa3/ielIeHui B apXUB OpraHU3allK, B IPOLECCE XPAHEHUS A€l B BEIOMCTBEHHOM
apxuBe, a TaK)Ke IPU MOATOTOBKE A€l IOCTOSTHHOTO CpOKa XpaHEHMsI K Iepeade B
rOCYJapCTBEHHBIN APXUB.

Pemenue Bonpoca o cHsaTHM rpuda «lins ciaykeOHOro 1mojib30BaHMsh BO3JIaraeTcs Ha
CO3/1aBa€MYI0 B YCTAHOBJICHHOM THOpSJKE CHEIHaJbHYI0 KOMMCCHIO, B COCTaB
KOTOPOH BKJIFOHAIOTCS MPEICTaBUTENN OpraHU3aliu.

Pemenne komuccun oopMisieTcsl COCTaBISEMbIM B MPOU3BOJIBHON (popme akTowm,
KOTOpasi yTBEPKAAETCS PyKOBOJUTENIEM OpraHu3aluu. B akTe nepeunciusatorces nena,
B KOTOPBIX Tpu( «JI1s1 ciry’keOHOTO MOTH30BaHUS CHUMAETCA.

OnuH K3eMIUIAp aKkTa BMECTE C JIEIIaMU [IEpPEelaeTCsl B apXUB OPraHU3alliy, a Ha Jieja
MOCTOSTHHOTO CPOKa XpaHEHHUs- B TOCY/IapCTBEHHbBIN apXUB.

4.7 Ha obnoxkax aen rpu¢ «lis ciryxeGHOro monb30BaHus ) MOTalIaeTcs ITaMIIOM WK
3aMHChIO OT PYKU C yKa3aHUEM JaThl U HOMEpa aKTa, MOCITYKUBILIET0 OCHOBAaHUEM IS
€ro CHSTHSL.

4.8. Ilpu custuu rpuda «s cryxedHOoro mojp30BaHus» Ha JOKYMEHTAX, U3/IaHUsIX, a
TaKXe B YYETHBIX (pOpMax JIeIat0TCsl COOTBETCTBYIOLINE OTMETKH U UHPOPMUPYIOTCS
BCE a/ipecaTbl, KOTOPbIM 3TH JOKYMEHTHI (M3/1aHUs) HAIIPaBISUINCH.



5. OTOOp NOKYMEHTOB, JieJl, U3AAHUH I XPAaHEHUS U K YHHUYTOKEHHIO.

5.1 IlpoBeneHue sKcHEpTU3bl HAYYHOW M IMPAKTUYECKON IIEHHOCTU JOKYMEHTOB U J€J
«ng ciyxeOHOro Moib30BaHUS» PACCMOTPEHUE M YTBEP)KACHUE €€ PEe3ylbTaToB
IPOM3BOJIUTCS B COOTBETCTBUU C TPEOOBAHUSAMHU U TOPSIKOM, YCTAaHOBICHHBIM JUIS
HECEeKpeTHbIX MaTepuanoB (OCHOBHbIE IIpaBUiIa pabOThl BEIOMCTBEHHBIX apXUBOB,
paznen 3).

5.2. Jlena u3 CTPYKTYpPHBIX IOApA3[CIICHUN B apXUB OpPraHU3aluM IEpeJalTcs B
obOpaboranHoMm Buze. [Ipu 3ToM gena, comepkamme JOKYMEHTHI «JlJist ciry>keOHOTO
II0JIb30BAHUSA» BHOCATCSA B OINMCh Hapsily € APYTMMH JI€1aMM, COIEPKALIMMU
HECEKPETHBIE IOKYMEHTBI.

5.3. Hena «Jlna ciy:xeOHOro IOJIb30BaHMS» IOCTOSIHHOIO XPaHEHMsI INEpelaloTcs B
roCyJapCTBEHHbII apXUB B YCTAHOBJIEHHOM IOPSJIKE C 00s3aTE€IbHON MOIMCTaHHON
NPOBEPKON BKIIOYEHHBIX B HHUX JOKYMEHTOB (OCHOBHBIE NpaBuia pPabOTHI
BEJIOMCTBEHHBIX apXUBOB, pazzein 13).

5.4.0T00paHHbIe K YHUUTOXKEHUIO Jena «Jljis ciryeOHOro nojab30BaHUA», HE UMEIOILUe
UCTOPUYECKOW ILIEHHOCTHM M yTPAaTUBIIME IPAKTUYECKOE 3HAYECHHE, MOIYT
0(OPMIIATBHCS OTJECIBHBIM aKTOM WJIM BKJIFOYAThCS B OOLIMI aKT BMECTE C APYTUMHU
0TOOpPaHHBIMH K YHHUTOXECHHIO CEKpeTHBIMU Nieniamu. [Ipu a3Tom B rpade «3aromoBku
JIeq» Mociie HOMEPOB 3Tux Jiei1 npocrasiserca otMeTka «/ICIT». B yuetHbix dopmax
00 3TOM Jies1aeTcsi COOTBETCTBYIOIIAsI OTMETKA CO CCHUIKOM Ha COOTBETCTBYIOIIMM aKT.

6. O0ecnieyeHne COXPaAaHHOCTH JIOKYMEHTOB, AeJ1, n3aaHuii. [IpoBepka nx Hajmums.

6.1.JlokymeHTHl, Aena, u3ganus «JJis ciykeOHOro Mmojib30BaHUs» JOJDKHBI XPAaHUTHCS B
CJ'IY)KC6HI)IX NMOMCIICHHUAX B HAJACKHO 3allMPACMBIX W OICYHATHIBACMBIX IHKaCI)‘II/IKaX
(xpanmnmumiax). Ilpm 3TOM JOMKHBI OBITH CO3/aHBl HaJUIeXKalle YyCIOBUA
oOecrieunBaromue ux (usnyeckyro coxpaHHOcTh (OCHOBHBIE TpaBWiIa pPabOTHI
BEJIOMCTBEHHBIX apXHUBOB)

6.2 Beiiannble Ui paboThI Jena «Jliis cirykKeOHOro MoJIb30BaHus» MOJIekKaT BO3BPATY B
CIIy’K0y JTOKYMEHTAI[MIOHHOTO 00ECTIeYeHNs WIIM apXHB B TOT K€ JCHb.
OtnenbHble nena «Jlas Ciy’)keOHOTrO IMOJIb30BaHUS» C PA3PEIIECHUs PYKOBOJUTEIS
CIIy’KOBl JOKYMEHTALIMOHHOTO OOECNEYEeHUsT MOTYT HaXOJUTbCA Yy HCHOJIHMUTENS B
TCYCHUE CPOKa, HGO6XOI[I/IMOFO JJI BBIIIOJIHCHUSA 3aJlaHus NpHU YCIIOBUU ITOJIHOT'O
o0ecreyeHns UX COXPaHHOCTH U COOIIIO/ICHHSI TPABUI XPaHEHHSL.

6.3 Ilepenaua NOKYMEHTOB, Aen U u3gaHui «Jlyig cayeOHOro MOJIb30BaHUS» APYTUM
COTPYAHHMKAM , TIPOU3BOJAUTCS TOJBKO dYepe3 CIyK0y JIOKyMEHTallMOHHOTO
oOecrnieueHrs opraHu3aluy.

6.4. 3anpemiaercst U3bATHE W3 JI€] WM TEpeMelIeHHe JOKYMEHTOB ¢ rpudom «Jlus
CIIy’)KeOHOTO TMOJIb30BaHMS» W3 OJHOIO Jiena B JApyroe 0Oe3 CaHKUMU CIyXOBbI
JIOKYMEHTAIMOHHOTO 00eCIIeYeHUs WM JIMIIA, OCYIIECTRIIsIoero ux yuer. 060 Bcex
NPOBEICHHBIX M3BATHIAX WM TEPEeMElICHHUsIX JeNaloTCs OTMETKM B YUYETHBIX
JOKYMEHTaX, BKII0Yast BHYyTPEHHUE OITUCH.
3ampeniaercss BBIHOCUTH JIOKYMEHTBHI, Jena M u3fgaHud «/ns  ciyxeOHOro
MIOJTb30BAHUS» U3 CITY)KEOHBIX MMOMETICHNN ISl paObOTHl C HUMH Ha JIOMY.

6.5 Ilpu cmeHe B OopraHu3alMM CIELHUAIUCTA, OTBETCTBEHHOIO 3a y4YeT JOKYMEHTOB C
rpudom «J171s1 cIry’KeOHOTO TOTh30BaHUS COCTABIISIETCSI aKT MpHUEMa-Tepeadqn dTHX
JIOKYMEHTOB, KOTOPBIH YTBEPXk/IAaeTCsl HAYaJbHUKOM CIIY>KOBbI JIOKyMEHTAIlMOHHOTO
o0ecrnieyeHrs opraHu3aluy.

6.6 IIpoBepka HalIM4Ms JOKYMEHTOB, U3AaHUH, JIe]I, COAEpKALIUX JOKYMEHTHI C Tpr(oM
«1s1 cimy)ke0HOTO TIOJTb30BAHMS» B OPTaHU3AINH, TPOBOIUTCS HE PEKE OJTHOTO pasa
B I'0J1 KOMUCCHSIMU, Ha3HaYaeMbIMHU NPUKA30M PYKOBOJHUTENS Opranuzanuu. B cocras
KOMFCCHHU BKITIOYAETCSl CIEIMAJNCT, OTBETCTBEHHBIH 3a y4eT M XpaHEHUE ATHX
JTIOKYMEHTOB.



B apxuBe opranuzanuu npoepka HaTM4Ks JOKYMEHTOB ¢ rpudom «J1is ciryxeOHoro
MOJIb30BaHUs» B JIeNIaX MPOBOJUTCA HE PEXKE OJHOrO pa3a B IATh JieT. Pe3ynbrarhl
npoBepok odopmisitoTcs  akToM. MHCTpykiusi cocraBieHa Ha OCHOBAHHUH
[Toctanosnenuss P® or 03.11.1994r. Ne 1233 «O06 yrBepxaenuu [lonoxenus o
nopsake — oOpameHuss  co  cAaykeOHOW — uHpoOpMaluell — OorpaHMYEHHOTO
pacnpocTpaHEeHusl.
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