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1. O6mue nonoxeHust

1.1. Ilensto mactosmero IlomoxeHust sBIsETCS CO3/[aHUE M TIOACPIKAHUE
CHCTEMBI ~ YNPAaBJICHUS  JTOKYMEHTAllMeHd  JOCTOBEPHBIMH, MPUTOLHBIMU IS
MCTIOJIb30BaHMS.  JIOKYMEHTaMHM,  CIOCOOHOM  mojjiepkarh — 06pa3oBaTesbHYIO
AEATENPHOCTh  KoJuleka. llomoxkenue oTpaxaer Bech Tporecc paboThl ¢
AOKYMEHTaMH,  BCE€  TEXHOJIOTMYECKHME  ONepallid B  HUX  JIOTUYECKOUH
MOCJIEIOBATENIBHOCTH  (MOPANOK  NpuéMa, ydéra, IOATOTOBKH, O(GOpPMICHHMS,
PasMHOXKEHHS, KOHTPOJISI UCTIOJTHEHHsI, XPaHEHHUS] X MCIIOJIb30BaAHUSI IOKYMEHTOB).

1.2. JlokymenranuonHoe obecredeHne ynpaBieHUs BKIIOYAET TPU OCHOBHBIX
TUIA IPOLEAYP (IOKYMEHTHPOBAHKE, JOKYMEHTOOOOPOT | JIEJTONPOU3BOICTBO).

1.2.1. JlokymeHTHpOBaHME — perjiaMeHTHpyeT mpaBwia (QUKCHPOBAHHS
MH(pOpPMaNUK Ha OQUIUATBHBIX HOCUTEISX-I0KYMEHTAX.

1.2.2. JTokyMeHTOOOOPOT — pernaMeHTHpyeT MpaBuiIa JBHXKEHUS JOKYMECHTOB B
OpraHu3aluy ¢ MOMEHTA WX CO3JaHMs WM HOJYYEeHHUs 0 3aBEPILIEHUs MCIIOJHEHUS
WA OTIPABKH.

1.2.3. [lenonpousBojcTBO — periaMeHTHPyeT NpaBuia ONEepaTHBHOTO HIIH
JOJITOCPOYHOIO XpaHEHUs JOKYMEHTOB.

1.2.4. JlokymenT — odummanbHelii HOCHTENb MH(OPMALMH, KOTOpast
UCIIOJIB3YeTCsl MpU ynpaBiieHud opranusauued. Cratyc OQHIHAILHOIO HOCHUTEJS
AOKyMEHTY MNpPUAAIOT HAJMYKe HEOOXOAMMBIX PEKBH3UTOB M PErUCTPAIMOHHBIH
HOMED.

1.2.5. [leno — odunumanpHOoe MecTOo mjisi XpaHEHHS IOKYMEHTOB, KOTOpBbIE
OTHOCSITCS K PELIEHUIO OJIHOTO WJIK CXOJHBIX BONPOCOoB. [Ipy XpaHeHHn AOKYMEHTOB,
JEIOM Ha3bIBAeTCs TMallka C HECKOJbKMMH JOKYMEHTaMH, HaledaTaHHBIX Ha
OYMaXXHBIX HOCUTEJSIX, KOTOpast OpOpMIIEHa B COOTBETCTBHH CO CTAHIAPTAMH.

1.2.6. Mnpopmannonnsiii Matepua — HeOGUIHUATBHBIA HOCUTENL HHPOPMALIIH,
npaBuiia paboTkl, ¢ KOTOPBIM HE pEerylaMEHTUPYETCSI.

1.2.7. PexBU3UT NOKYMEHTa — 3JeMEHT O(OpPMIIEHHs JOKyMEHTa, KOTOPBI
HeceT MH(OPMAIIUIO O ero NPUHAUIEXHOCTH, COAEPKAHUM WM TAIbI ABUKEHUH T10
OpraHu3alyi.

1.3. OrBercTBeHHOCTH 32 PabOTy ¢ JOKYMEHTAMH BO3JAraeTcs Ha ceKperapst
pykoBozuTens, cekperaps yuebHOH 4acTu, Ha4dalbHHWKA OTHAENAa KaJApOB, INIABHOTO
Oyxrasnrepa, IOpUCTa KOJUIEKA, OTBETCTBEHHBIX B CTPYKTYPHBIX MOAPa3eleHHsIX
(3aB.xadenpammn), apxuBapuyca.

Pabora pernameHTUpyeTCs MOJDKHOCTHBIMEM MHCTPYKIMSIMH, pa3paboTaHHBIMMU
Ha ocHOBaHWM KBannpuKalMOHHOrO  CHpaBOYHMKA AOJDKHOCTEH, Emunoii
HOMEHKIIATypbl JOJDKHOCTEM pPabOTHUKOB, ¢ yderoM tpebosanuii I'CJIOY u
YTBEPIKJIAIOTCSI pyKOBOJUTEIEM KOJUIEIKA.

1.4, Tlpu obecneueHny JOKyMEHTALMOHHOIO OOECHeUeHns] yIpaBieHusI
COTPYTHUKHU B CBOEH JEATEIBHOCTH PyKOBOICTBYIOTCS 3aKOHOAATEIbHBIMUA M HHBIMH
HOPMAaTUBHO-NIpaBoBbIMU akTamu Poccuiickoit ®@enepanuu (I'OCT P 7.0.97-2016,
I'CAOY, OKV]), pacnopsauTensHBIMH JIOKYMEHTAMM BBIIIECTOSIIMX OPraHOB
ynpaBjeHust M camoro kojuemka (YcraBom komemka, WHCTpykunmed 1o



ACNONPOU3BOACTBY  KOJJIE/DKA, MPHUKA3aMM U PACIOPSDKEHUSAMH  PYKOBOJMTEIIS
KoJutepka U HacrosuM [lonoxenuem).

1.5. ITonoxenue 0 JOKyMEHTAHOHHOM OGECHeYeHUH AESITEIBHOCTH KOJUIEIKA
HaIrpaBJIeHO HA MOBBIIEHUE (PPEKTUBHOCTH TEXHOIOTHH PaboThI € JJOKYMEHTAMH.

2. ObaacTh NpuMeHeHUs

Hacrosiee Ilosnoxenune npuMeHseTcs BO BCeX CTPYKTYPHBIX MOIPA3CICHHUSIX
KpaeBoro rocymapcTBeHHOTO GIOMIKETHOrO MPOPECCHOHATHLHOIO 06Pa30BaTEIHLHOIO
yupexaeHus: «Komcomonbekuii-na-AMype KOJUIEIK TEXHOJIOTHI 1 cepBUCay

3. 3aga4n JOKyMEHTAIIHOHHOTO o0ecneYeHus: ynpaBaeHHs

3.1. Obecnieuenne opraHu3aiy AEIONPOU3BOJCTBA B KOJIIEIKE, YIIOPSIOUCHHE
coctaBa  JIOKYMEHTOB,  COKpallleHWE WX  KOJHMYECTBA U  ONTUMH3ALIHUS
JIOKY MEHTOIIOTOKOB.

3.2. Opranusanusi MpaBUIIBHOTO yYeTa ¥ PErUCTPAIMK BXOASIIECH U HCXOIAIIEH
KOPPECIOHACHIUH.

3.3.  OcyluecTBieHHe KOHTPOJSI HaJl CBOEBPEMEHHBIM IIPOXOXICHHEM,
UCIIOJTHEHHEM M Ka4eCTBOM O()OPMIIEHHS JIOKYMEHTOB.

3.4. Opranusanuus UCIIOJHEHHUS U XPaHEHHUs! JOKyMEHTAILHBIX MaTEPUAIIOB.

3.5. OdopmiieHre HOKYMEHTOB T'OCYIapCTBEHHOTO 00pa3sla, MOIEKALINX
CTPOT'OM OTYETHOCTH.

3.6. Opranusanust paGOTHl IO NPOW3BEJECHUIO U XPAHEHUIO JIMYHBIX €1
CTYJEHTOB.

3.7. Obecnieuenune oT6oOpa, yuera U COXPaHHOCTH JIOKyMEHTOB, 06pa30BaBIIHXCS]
B JIESATENLHOCTH KOJIEZXKa, UX apXUBHOE XpaHEHHE, a Taloke OpraHu3alys paboThl
apxuWBa KoJlJIelka, oKcrepTHoM komuccuu (OK) mo skcmeprusze I1EeHHOCTH
JOKYMEHTOB.

3.8.  Vuer, ofecrneueHre COXPaHHOCTH, MCIOJb30BAaHHE JOKYMEHTOB,
XPaHSIIINUXCS B apXUBE.

3.9. MeToaudeckoe pyKOBOJCTBO PabOTON CTPYKTYpHBIX MOAPA3AEICHHH 10
BOIPOCaM JeJIONPOU3BO/ICTBA.

4. DyHKuuH JOKYMEHTAIHOHHOI0 oGecreven sl ynpaB/ieHHsI

4.1. Ocyectenenne 06paOOTKH, NpHEMa, PETMCTPALlMHM, YydYeTa, XpaHEeHHs,
JOCTaBKU U PACCBIJIKA KOPPECIIOH ICHIIHH.

4.2. ObecnevyeHue CBOEBPEMEHHOI0 paccMOTpeHusI JIOKYMEHTOB,
NpeACTaBISIEMbIX ISl I0KJIa/la PyKOBOACTBY KOJUIEIKA.

4.3.  VnopsanouuBaer  JOKyMEHTAIbHYI0 6a3y, yHuuUIUpYyeT (OpMbI
AOKYMEHTOB, yCTaHABJIMBAET MIPABHUJIA HOATOTOBKU B O()OPMIIEHHUS JOKYMEHTOB.

4.4. KoHTpOIIb 32 NPOXOXKICHHEM, HCHIOJIHEHUEM M OGOPMIECHHEM JJOKYMEHTOB
B YCTAHOBJIEHHBIE CPOKH.

4.5. IlocranoBka pabOTHI CTyJEHYECKOTO JEIONPOU3BOCTBA B COOTBETCTBHH C
ASHCTBYIOIMMU HOpMaMH. OQopMieHHE [UIIIOMOB M HPUIOKEHHH K HEM.
Odopmiienune cripaBok 06 06y4eHUH B KOJIIEIKE.

4.6. Xpanenue, pa3sMHOXEHHE, IIPOLIMBKA M 3aBePKa JOKYMEHTOB KOJLIEKA.

4.7. PaspaboTka CBOZHON HOMEHKIATYpBI Jie KOJIeIKa, GOpMHUPOBAHHE e
COIJIaCHO HOMEHKJIATyPhI.



4.8. Opranusauus paboThl apxuBa B cootBeTcTBUHU ¢ [losioxenueM o6 apxuse,
IpaBUJIaMU, HHCTPYKUUSAMU U METOIMUECKMMHU PEKOMEHJALIUSIMHU.

4.9. KouTpomb 3a nNpaBHIBHOCTBIO OpopmieHHS U (DOPMHPOBAHMS
CTPYKTYPHBIMHM TOJPA3/CNICHUSIMUA KOJUIE[DKA Je)l, MOMJIeKAIIUX Cllade B apXuB,
3aKOHYEHHBIX JIeJIONPOU3BOACTBOM.

4.10. Ilouck HEOOXOIUMBIX JOKYMEHTOB M0 3anpocaM. CocTaBlieHre U BblIaua
apXUBHBIX CIIPABOK HA OCHOBE JIaHHBIX, UMEIOIIUXCS B IOKYMEHTAX apXUBa.

4.11. Opranusanuss paboThl 1O NPEMIOKEHUAM, 3aSBICHUSIM M Kajgobam
rpaXKJiaH.

4.12. ®opmupoBaHME M COBEPIICHCTBOBAHHME ABTOMATU3MPOBAHHON CHCTEMBI
JAOKYMEHTalMOHHOI0 O0eCIIeYeHHsI B IeITEIHLHOCTH KOJUIe KA.

4.13. Pa3paborka (COBMECTHO CO CTPYKTYPHBIMH MOJPA3IENEHUIMHE KOJLTE[Ka)
MEPOTIPUSTHH O COBEPIIEHCTBOBAHUIO (POPM U METOIOB paboOTHI C JOKYMEHTaMH, a
TaKXX€ 110 MOBBIILIEHUIO UCTIOJIHUTENBCKOM JIMCLIUILINHEL.

S. IlpuHIHUNBI cO31aHUS JOKYMEHTOB

5.1. Obsi3atenbHoe GUKCHpOBaHHEe HHGOPMALUK MO YIIPABICHUIO KOJIIEKEM K
€ro paboTo# B IOKyMeHTaX.

5.2. Obsi3aresnbHoe  cobmozenre TpeGoBaHUH K O(POPMIIEHMIO JIOKYMEHTOB.
JlaHHbIe TpPeOOBaHMS pa3NUYAIOTCS JUIS KaKJIOTO THHA JOKYMEHTOB M HMEIOT
CreHU(HUKy B 3aBUCUMOCTH OT TOT'0, KTO SIBJISIETCSL aBTOPOM M aJ[PEcaToM JOKYMEHTA.
Obwime npaBuia opOPMIICHHS ONPEAENISIOT CleyIolue TPeGOBAHMS K JIOKYMEHTY:

a) BbIOOp OJiaHKa;

0) UCHoJIB30BaHNUE PEKBU3UTOB;

B) npuMeHeHue [1K u apyroi oprrexHuku.

6. IlpyHUHUNBI TepeAaYu JOKYMEHTOB

6.1. Bce HOKyMeHTHI IIOCT€ CO3[aHHSI JIOJDKHBI OBITH 3aPErMCTPHPOBAHBL.
PerncrpailMoHHbIA  HOMep sIBIISIETCS  OOS3aTeNbHBIM ~ PEKBU3UTOM  JIOKYMEHTA.
OtcyTcTBHE PErHCTPALMOHHOTO HOMEpa O3HA4aeT, YTO JOKYMEHT He CYIECTBYET
ans JIOY u mMoxer ucnonb30BaThes B paboTe TOJNBKO B KA4eCTBE MHPOPMALIHOHHOTO
MaTepualia, HE HMEIOIEro OoQuUMaIbHOrO Xapaktepa. Jlns  JIOKyMeHTOB,
NOCTYNUBIIUX W3 JPYTUX OpraHu3alyid, PeruCTPallMOHHBIA HOMEpP NPUCBAUBAETCS
HE3aBUCUMO OT TOI'0, €CTh JI HA HEM MCXOJAIIUIA HOMEp OpraHu3alii OTHpPaBUTELS
WJIH HET.

6.2.B Komremke peanM3oBaH INPHHLMII YAaCTHYHO JIEHEHTPAIM30BAHHOTO
JIOKYMEHTOO00pOTa, B COOTBETCTBHM C KOTOPHIM pPETHCTPALUIO M Iepefady
AOKYMEHTOB MOTYT OCYIIECTBJIATh TOJBKO T€ COTPYJAHHMKH KOJUIEIKA, B UbU
(pyHKUMOHANBHBIE — O0A3aHHOCTH  BXOJMT  Bel€HHE JIOKYMEHTOOGOpoTa  m
JIEJIONTPOU3BO/ICTBA.

6.3. Ilpu peructpanum mo6Oro HOKyMEHTa COBEPIIAIOTCS —CJIeIyIOLIHe
JEUCTBUSL:

6.3.1. JIokyMeHTy NpyCBaUBaeTCsl PErHCTPALIMORHBIN HOMED.

6.3.2. C noKkyMeHTa CHUMAEeTCsl HEOOXOUMOE KOJIMYECTBO KOMUH.

6.3.3. Konus Uiy opuruHai J0KyMeHTa MOJIINBAETCS B JeIO.

6.3.4. OpuruHan W/ Wiy KOIuU JIOKYMEHTA MEPEAr0TCs 110 Ha3HAYEHHUIO.
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Jtst cobroienus NpUHIUNA YaCTUYHOM JIeleHTpaIn3aliu JOKYyMEHTO0b0poTa
B KOJUIE/DKE 33 PEruCTpaldio M Iepefady [JOKYMEHTOB OTBEYAlOT ClIeHyIOIUe
noApaseseHus:

1. Ilpuémuas aupexTopa (Cekperapb) OTBEYAET 3a PETHCTPAIMIO CJIe Ty IOIIUX
JAOKYMEHTOB: BXOJULIAsi M MCXOAsIIas KOPPECIIOHAEHLIUS; TTPUKa3bl, PACIIOPSIKEHUS
PYKOBOJIMTEJIS [0 OCHOBHOM JESTEIBHOCTH; CITy)KEOHBIE 3alIUCKHU.

2. byxranrepus OTBE4aeT 3a PETHCTPALMIO U XpaHEHHE OyXTaJTepCKUX |
[JIJAHOBO-YYETHBIX JIOKYMEHTOB: JOIOBOPBI, CYETa, aKThl, JIOBEPEHHOCTH, BEIET
XKypHaJl pEeTUCTpalliU CIIPABOK I10 3apab0THOM IuIaTe, IPYTrUM BBIIIIATAM.

3. Orzmen xaJpoB OTBEYAaeT 3a PErHCTPAIMIO, Iepegady M XpaHeHHe Bcex
KaZIpOBBIX [OKYMEHTOB. BemyTcsi perucrpaliMOHHbIE >XypHaIbl M KHHUIM: ydeTa
JABUOKE€HMsA TPYHOBBIX KHHXKEK, TPYHOBBIX JIOTOBOPOB; IPHKA30B 110 JIMYHOMY
CoCTaBy; IPUKA30B O MPEIOCTABIEHUWU OTIIyCKOB, IMPHKA30B O HAIIPABJIEHUU B
KOMaHIMPOBKY, JIACTKOB HETPYAOCIIOCOOHOCTH.

4. V4eOnas 4acTh OTBeYaeT 3a BeleHHE Jiel OOYYaroIUXCs, pEerucTpaImo
MPUKA30B 110 JIMYHOMY COCTaBy OOYYarOIIUXCs, COCTABIEHUE U 3allOJIHEHUE
BEIOMOCTEH YCIIEBAEMOCTH yHAIUXCs, CIIPABOK U XapaKTEPUCTUK HA 00YYaIOIHUXCSI.

6.4. O0Me npaBuiia perucTpaui JOKYMEHTOB.

6.4.1. Peructpanust JIOKyMEHTOB - 3TO (pHKCAIUSI dakTa co3gaHus WIH
NOCTYIUICHUSI B KOJUIEDK  JIOKYMEHTa IyTeM TMpOCTaBI€HHsS Ha  HEM
PETUCTPAIIMOHHOI'O HOMEpa M JaTbl C MOCJEAYIOMIEH 3alUChI0 HEOOXOIUMBIX
CBEIEHMM B JKypHajle pEeTUCTpaluu (onz{ﬂmen/ncxommeu KOPPECIIOHACHIUH ),
KOTOPBIM BEJETCS Ha OYMaKHOM HOCHTEIIE.

6.42. He mnomiexar perucTpaidd pekiJaMHbIe W3BELCHUS, CTaTbH,
MO3paBUTEJIbHbIC MHCHbMA, MPHUITIACHTEIbHBIE OWIIEThl, MPEHCKYpPAHTBI, a TaKXkKe
KOPPECIOHASHIMS ¢ TTOMETKOM "uuHo".

6.4.3. JIOKyMEHTBI KOIIEIKa PErHCTPHPYIOTCS OJHOKPATHO. IToctynaromue
JAOKYMEHTBI PETUCTPUPYIOTCS B JI€Hb IOCTYIUICHHS, OTHpPAaBIsSE€MbIE - B JEHb
IOJITUCAHUS WU YTBEPKICHHUS.

6.4.4. CekpeTapp pyKOBOJHTENS HE HPHUHMMAET HA PETUCTPALMIO JOKYMEHTBI,
0(pOpMIICHHBIE He JIOJDKHBIM 00pa3oM.

6.4.5. PeructpallMOHHBI HOMEpP CIYXHUT IJIst UACHTU(DUKAIMA JOKYMEHTa,
XpaHEHMsl M IOCJIEAYIOLEro MOMCKa. Perucrpanus OCyIIECTBISETCS Cpasy Iocie
NOCTYIJICHUS JOKyMeHTa. JIOKyMEHT cunTaeTcs 3aperucTpUpOBaHHELIM, €CJIM Ha HeM
1 B XKypHaJle perucTpaiuy IpoCTaBieH PerucTpalMOHHbIA HOMED U J1aTa.

6.4.6. JKypnan ucxosiieil KOppeCroHAEHIUH UCIIOIb3YeTCs IS perucrpanuu
JIOKYMEHTOB OTIIPAaBJISIEMBIX B IPYTM€ OpraHu3allid, HE3aBUCHMO OT TOTO, KaKUM
o0pa3omM oHM ObUIM TepegaHbl (C MOMOLIBIO 3JIEKTPOHHOTO JOKYMEHT0000pOTa,
MIOYTOBOH CBS3BIO, (PAKCUMHIIBHOM CBA3BIO, JINYHO).

7. IIppHIHOBI XpPAHEHHUS IOKYMEHTOB

7.1. Jlnsa obnerdeHus mowcka W HCIOJIB30BAHMS JOKYMEHTOB OHH XpaHATCS B
cocraBe Jen. JlenoM Ha3piBaeTcs Manka ¢ HECKOJBKHMH JOKyMEHTaMH, KOTOpbIE
OTHOCSATCSl K PELICHHIO OJHOI0 WM CXOAHBIX BOINPOCOB. B €10 He 10JIKHBI
NIOMELIAThCsl JOKYMEHTBI, TOJIekKAllMe BO3BPATy, JTUILITHUE K3EMIUISIPhI, YEPHOBUKH;
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JIeJIO He JIOJDKHO npeBbIaTh 250 JucToB.

XpaHeHHEe [OKyMEHTOB OCYIIECTBISICTCS B JIBYX BHIAX: OINEPATHBHOM MU
apXUBHOM. BuU/ibl XpaHEeHUs BBIAEISIOTCS B 3aBUCHMOCTH OT TOT'O, KaK MCIONB3YeTCsl
JOKYMEHT COTpyJHHMKaMu KoJule/pka. Ha mepuopn wucnosb3oBaHusi JOKyMeHTa B
paboTe, OH JOJDKEH HaXOAUTBCSI B ONEPATMBHOM JOCTyNe M IOMEILIaeTcsl Ha
orniepaTtuBHOE XpaHeHue. OnepaTuBHOE XpaHEHHE JOKYMEHTA OCYILECTBIISETCS B TOM
CTPYKTYPHOM IOApa3/elIeHHH TOKYMEHTO000POTa KOJIEKA, B KOTOPOM JOKYMEHT
Obu1  3apeructpupoBad. Ilpouexypa oOnepaTMBHOrO XpaHEHMsI 3aKiOYaeTcs B
TIOMEIIEHUY OpUIMHANa B COOTBETCTBYMoLlee peno. OKOHYaHHWE OIEepaTUBHOIO
XpaHeHus JIOKyMEHTa 3aBUCHT OT THUIA MH()OPMAaIUU, KOTOpas B HEM COIEPIKHUTCA.
Ilociie okoHYAHMS ONEPATUBHOrO XpaHEHHs JOKYMEHT Mepeaercsi B ApXUB.

7.2. ApxuBHOE XpaHEHHE JOKyMEHTa OCYLIECTBISETCS B apXMBE KOJUIEKA.
IIporenypa apXMBHOro XpaHEHMs 3aKJIIOYAETCs B MONyYEHHM 3aKpBITOrO Jelia 3
CTPYKTYPHOIrO IOJpA3JCNICHUs, MPOBEPKM IPABUIBHOCTH ero oQpOpMIeHUs U
HaJIMYKsL BCEX JIOKYMECHTOB, OIIPEENICHUs] CpOKa XpaHEHHs, IIOMEIEHHUs Jiejla Ha
MecTo xpaHeHus1. [To OKOHYaHU CPOK XpaHEHHUS JIEJI0 YHUUTOKAETCSL.

8. CocTaB/ieHHe HOMEHKJIATYPbI J€eJ1

8.1. Homenxknarypa gen - cHcTeMaTH3MPOBAHHBIA MepeueHb 3arOJIOBKOB e,
3aBOJIUMBIX B OpraHM3alliH, C yKa3aHMEM CPOKOB HX XpaHEHHs, OQOPMJIEHHBI B
YCTaHOBJICHHOM Mopsiike. HoMenkaTypa fges cocTaBisieTcs B 1EeNsIX 000CHOBAHHOIO
pacnpesesieHuss JOKYMEHTOB M (DOPMHUpPOBaHHUS  Jieji, OOecledeHUusl MOUCKa
AOKYMEHTOB M y4dera Jes. OHa sBjseTcs KIACCU(PHUKAIMOHHBIM CIPABOYHUKOM H
UCIOJIB3YETCS IIPH IOCTPOCHUHU UH(POPMAIIMOHHO-TTIOUCKOBOM CUCTEMBI.

8.2. Homenkmatypa jieq  KOJUIEJUKA  COCTABIISIETCS — apXHMBApHYCOM.
HomeHnkiarypa pen Koineika, NpeaBapUTeNbHO COMVIACOBAHHAS C OKCIIEPTHOM
KOMUCCHEH KOJUIE/IKA, COITIACOBBIBAETCS C OKCIEPTHO-IIPOBEPOUHOM KOMUCCHEH
(OTIMK) AreHTcTBa 110 [ieiiaM apXMBOB U YTBEPK/AETCs PYKOBOJUTENEM KOJUIE KA.

Ilpu cocraBneHur HOMEHKJIATYpPBI CJIEAyeT PYyKOBOACTBOBATHCS THUIOBBIMHU M
NPUMEPHBIMM  HOMEHKJIATypaMH JieJl, II€PeYHEM YIPABICHYECKUX aAPXMBHBIX
JIOKYMEHTOB, 00pa3sylomuxcsi B MPOLEecce JesTebHOCTH TOCYIapCTBEHHBIX OPraHoB,
OpraHoOB MECTHOI'0 CaMOYIIPABJIEHHsI U OPraHU3alUi, C yKa3aHUEM CPOKOB XpaHEHHUs
(Ilpunoxenne x mpuxasy MunucrepcrBa KynbTypbl Poccuiickoit ®epeparuu or
25.09.2010 r. Ne 558).

8.3. B HOMEHKIaTypy Jen BKJIIOYAIOTCS 3arojOBKH JIell, OTPaXKalolhe BCE
AOKYMEHTHPYEMBIC YYaCTKW pabOThl OpraHU3alMd, B TOM 4YHCJIE CIpPaBOYHbIE,
JUYHBIE Jie1a, HOMEHKIaTypa JIell.

Kaxmoe neno, BKIIOYEeHHOE B HOMEHKIATYPY, JOJIKHO UMETh MHJEKC. MHueKc
Ana COCTOUT M3 MHAEKCA CTPYKTYPHOrO MOJpasjeNeHUs U MOPSIKOBOro HOMepa
Aiena B npezienax nojpasaenenus. Ilpu nanuuum B 1ene HeCKOJIBKUX TOMOB (4acTei),
WHJIEKC MPOCTABJISIETCS HA KaXA0M ToMe ¢ nobasiennem "T. 1", "1. 2" u T.11.

8.4. Homenkuatypa Jie)1 B KOJIJIe[PKe COCTABIISIETCS [0 YCTAHOBIEHHBIM HOPMaM,
neyaTaeTcsi B HEOOXOAMMOM KOJIMYECTBE SK3eMIULIpOB. OIUH dK3eMILIApP XPAHUTCS B
apXuBe, BTOPOH B IPUEMHOU PYyKOBOIUTEIIS.

HomeHkiiatypa sien nepecocTaBiiseTcsi U COINIACOBBIBAETCSl 3aHOBO B Clydae

6



KOPEHHBIX HU3MEHEHUH (YHKIMH M CTPYKTYpHI OpraHW3allid, HO HE peke OIHOro
paza B mATh JyieT. EXerogHo oHa  yTOYHsIeTCS, IepeledyaThiBaeTcsl  C
COOTBETCTBYIOIIMMH IOIPABKAMM, YTBEPKAACTCS PYKOBOAMTEIEM OPIraHU3alud W
BBOJMTCS B JICHCTBUE C | SIHBapsi CIIEYIOIIETO Ioja.

B Tedyenue roga B yTBEpXKISHHYIO HOMEHKJIATYPY €Nl BHOCSTCSI CBEACHHS O
3aBE[ICHUU JIeJI, O BKIFOYEHUU HOBBIX e U T.4. [1o okoHYaHuu roja B Hee BHOCSITCS
UTOTOBBIE CBEJEHHS O KATETOPUSIX U KOJUYECTBE 3aBEIEHHBIX €.

9. KoHTpo/1b HCIIOJTHEHH ST ITOKYMEHTOB

Lenbro KOHTpOJNS sBIsETCS OOEcCIeYeHHe CBOEBPEMEHHOIO M KadeCTBEHHOIO
UCTIOJIHCHUSI JTOKYMEHTOB M IopydyeHui. KoHTposto 3a HCHOJIHEHHWEM Mojiexar
HanboJiee BOXKHbIE BXOAAIIME, HCXOJSINIE 1 BHYTPEHHHE NOKyMeHTH. 110 yKkaszaHmio
PYKOBOIMTENSI KOJUIE/XKA HA KOHTPOJbL MOXET OBITh MOCTaBJICH JIOOOU JIOKYMEHT,
YCTHOE IIOpYyUY€eHHe, 3ajaHue.

KoHTposib  MCIIONHEHHSI  OCYIIECTBISETCS CEKpeTapeM pPyKOBOIHUTENSI U
BKJIIOYAET B CeOsI CIeIyIOIIHe JeHCTBU:

- IIOCTaHOBKY JJOKYMEHTa Ha KOHTPOJIb;

CBOEBPEMEHHOE JOBEAEHUE JOKYMEHTA JIO UCIIOJIHUTEIS,

IPOBEPKY U PEryJIUpOBaHUE X014 UCTIOJHEHHSI;

CHSITHE MCITOJIHEHHBIX JOKYMEHTOB C KOHTPOJIS,

y4eT U 00001eHre pe3yIbTaTOB KOHTPOJISI UCIIOIHEHUS, MHPOPMUPOBAHHE
PYKOBOJIUTEIISI KOJIE[KA O COCTOSTHUU UCTIOTHUTEIBCKOM JIUCIIUIIIUHEI.

KOHTpoJIb  OCYINECTBIAIOT PYKOBOJUTENN CTPYKTYPHBIX —IOJpa3/ielieHHIH,
OTBETCTBEHHBIE UCTIOTHUTEIH.

KonTtposb 3a ucrnojHeHneM TOpy4eHHH, COAEpKAIMXCS B  IPUKA3ax,
pacropspKeHMsIX,  CIy)KeOHBIX — 3alMCKaX, OCYILIECTBISIETCS KAk — CeKpeTapem
PYKOBOJUTEIIS, TaK OTBETCTBEHHLIMHM COTPYIHUKAMH CTPYKTYPHBIX MOApPA3EIeHNUN,
MOATOTOBUBIIUX CIIY>KE€OHBIE 3aITUCKH.

CpoKu HCIOJHEHMSI BHYTPEHHUX JOKYMEHTOB HCUHMCISIIOTCS B KaJleHJApHBIX
AHAX C MOMEHTa IOANUCAHMS JOKYMEHTa, a I MOCTYNHUBIIMX JOKYMEHTOB - C
MOMEHTA ITOCTYIJICHUS IOKYMEHTA.

WMunuBupyanbuple  CPOKM — WMCIOJNHEHHs — JIOKYMEHTOB  YCTAHABIMBAIOTCS
PYKOBOJUTENIEM KOJUIEIXKa HAITPUMeED:

a) TOKyMeHTHI ¢ TpudomM "OUeHb cpouHo" - JOKHBI UCIIOMHATHCS HE MO3JIHEEe
3-X 4acOB C MOMEHTA MOJIyYEHHS;

0) nmoxymeHTsl ¢ rpupom "CpouHo" - CpOK HCHOJHEHUS He mosiHee 24-x
4acoOB C MOMEHTA MOJyYeHUS;

B) JIOKyMEHThI 6€3 KOHKPETHOIO CpOKa MCIOIHEHHS - He no3aHee 10 pabounx
JHEH ¢ MOMEHTA TOJTyYeHHs.

OTBETCTBEHHOCTh 32  CBOEBPEMEHHOE HCIIOJHEHHE JIOKYMEHTOB HECYT
PYKOBOAMUTENIM CTPYKTYPHBIX IOApA3JeNeHUN U HOKHOCTHBIC JIMIIA, YKa3aHHbLIE B
TEKCTE pacHOpsAUTESIBHOIO JOKYMEHTa MM B PpE3OJIOLUH Ha  CIIyKeOHOM
AOKyMmeHTe.  Ecim  McnonHeHHe — JOKYMEHTOB  HOPYYaercss  HECKOJIbKUM
UCIIOJTHUTENSIM, TO OTBETCTBEHHBIM CUMTAETCS JIMIO, yKa3aHHOE B PE30JIOLUH
nepBbIM.  [IOJUIMHHUK ~ NOKyMeHTa, TpeOyIolIero HWCIIOJHEHUS, —IepeaeTcs
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OTBETCTBEHHOMY MCITOJIHUTEIIIO, OCTAJbHBIM HCIIOJHHUTESSIM [EPEJAIOTC  KOIUH
JIOKyMEHTOB.

OTBeTCTBEHHBIE ~ WCMOTHMTENM  OTBEYAOT 33  OpraHM3aluio  paboTsl,
Ka4eCTBEHHOE  UCIOJHEHHWE JIOKYMEHTa M  CBOEBPEMEHHOE IIpeJCTaBlIeHUE
MOJATOTOBJIEHHBIX JOKYMEHTOB PYKOBOZICTBY.

V3meHenne CpoKka MCHOJHEHHS HPOU3BOJUTCS TOJNBKO MO TTHCHMEHHOMY
yKa3aHHIO PYKOBOJUTEJIS HA OCHOBaHWM JOKJIaJHBIX 3alUCOK C yKa3aHHEM MPHYHH
HEHCTIONHEHUST  (PyKOBOJMTENb — 3a4epKUBACT OJMH CPOK, [HIIET JPYroii,
PacIMChIBAETCS, CTABUT ATy ).

B koseke Besetcst kak (popManbHO-CPOKOBBIN, TaK M MpeypeuTelbHbI
KOHTPOJb. CeKperaph pyKOBOAUTEINSI MHGOPMHUPYET UCIONHUTENS O MPUOIMKCHUN
CPOKOB MCIOJIHEHHUS, BBISCHSET COCTOSIHME MCIIOJIHEHUS, BBISBISET PUYUHBI
BO3MOXXHOIO CpblBA W MNPUHUMAET MEPbl IO HMX YCTPAHEHUIO, HH(POPMHUPYS
PYKOBOACTBO M IIOMOrasi OpPraHU30BaTh MCIOJHEHHE IOpYy4YeHHs. JIOKyMeHT
CYMTACTCS MCIIOJHEHHBIM II0CJ€ MCIOJHEHMS] 3aJlaHul, COOOIIEHHS PpE3yJIbTaTOB
3aMHTEPECOBAHHBIM OpraHM3alMsAM W JIMIAM, W TOATBEPXKIEHHS HCIIOJHEHUS B
XKypHajle BXOJSINEH KOPPECHOHAEHIMM, a TaK »J>Ke pe3yJbTaThl MCHOJTHEHHUSI
OTMEYAIOTCs Ha JIOKYMEHTE,

10. OTBeTCTBEHHOCTH A0JKHOCTHBIX JIMII

10.1. Bee 0/DKHOCTHBIE JMIA, YyYacTBYIOIHE B paboTe ¢ JJOKyMEHTAMH HECyT
AMCLHMIIMHAPHYIO U aIMUHUCTPATUBHYIO OTBETCTBEHHOCTh. B cityuae oGHapysxeHMs
HapyIlleHud B COOMIOJEHUN TPeOOBaHUM, COCTABISAETCS JOKIAIHAs 3aIlMCKa HA MMS
PYKOBOIMTEIISI KOJUTEXKA O HAKA3aHUM BUHOBHBIX B HAPYIIEHUHU.

10.2. Hanoxenme IUCHUIIMHAPHBIX WM aJMUHMCTPATUBHBIX B3BICKAHMUIA
IIPOBOJIUTCSl B YCTAHOBJIIEHHOM IOpsI/IKE HAa OCHOBAHHMM JOKJIAJHOM 3alUCKH M
IIpHKa3a pyKOBOJUTENS KOJLIEMKA.

CocraBuina:
ApxuBapuyc T.C. Jlackuna



