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[. OBIIUE MOJOKEHUSA

I.1. Hensto nacrosimiero IlonmoxeHns  sBiseTcs co3uaHue W MOJUIEPKAHUE CHCTEMBI
YIIPABJICHUST NOKYMEHTALMCH JIOCTOBEPHBIMHU, TIPUTOIHBIMH JUIS HCIIOJIb30BAHHS JOKyMEHTaMH,
CMocoOHOM MoLIepXkaTh 00pasoBaTebHYIO JeSTeIBHOCTh Koutemka. [lookeHHe OTpaXKaeT Bech
npouecc padoTel € JTOKYMEHTaMH, BCE TEXHOJIOrHYECKHE OMepamuH B HX JIOTHYECKOH
MOCICAOBATCILHOCTH  (MTOPSAOK TpuéMa, y4éTa, MOATOTOBKH, ohopMIIeHHs, PA3MHOXKEHHS,
KOHTPOJIS HCTIONTHEHH S, XPAaHCHHUSI H UCTIONB30BAHUS IOKYMEHTOB).

1.2, JlokyMeHTaunoHHOEe obecreyeHue YNIPABJICHUS BKJIIOYACT TPH OCHOBHBIX THIIA

npouenyp (A0KyMEHTHPOBaHHE, TOKYMEHTOOG0POT 1 JICJIONPOU3BO/ICTBO).

1.2.1. JlokymeHTHpOBaHHE — PCrIAMEHTHPYET [paBuiia GUKCHPOBaHUS HHPOPMAlMH Ha
OpHUHATLHBIX HOCHTEIAX-T0KYMEHTAX.

1.2.2.  Jlokymentoo6opor — PCTIIAMCHTHPYET TpAaBHIIA  JIBMXKEHUS JOKYMEHTOB B
OPraHH3aliyi ¢ MOMEHTA UX CO3/IaHHs MITH TIOJTYYeHHS 10 3aBEPLICHHS MCTIONHEHHS HITH OTIPABKH.

1.2.3. JlenonponsBoaCTBO — periaMeHTHpyeT npaBuia OTEPaTHBHOTO MJIH JIOJTOCPOYHOIO
XPaHCHHS TOKYMEHTOB.

1.2.4. JIoKyMeHT — oQHUMATBHBI HOCHTENb HH(OPMALMK, KOTOpAs HMCIONb3yeTes MpH
YHpaB/IcHHH opranusauned. Cratyc oQMUMATBHOrO HOCHTENS JOKYMEHTY NPUIAKOT HaJMYHe
HCOOXO/IMMBIX PEKBH3HTOB H PErHCTPALHOHHbII HOMED.

1.2.5. Jleno — odwuumansHoe mecrto s XPaHCHUs JOKYMCHTOB, KOTOPBIE OTHOCSTCS K
PELICHHIO OTHOTO MM CXOAHBIX BOMPOCOB. [Ipn XpaHeHHH 10KYMEHTOB, Je/IoM Ha3bIBAETCS Manka
¢ HCCKOJTbKMMU JIOKYMCHTAMH, HaNeYaTaHHBIX Ha GYMa@XHBIX HOCHTENAX, KOTOpas oopmieHa B
COOTBETCTBHH CO CTaH1apTaMH,

1.2.6. UndopmarmorHsiii matepuan — HEODHUMATEHBIH HOCHTE/b HHOPMALIHH, NPABHIIA
paboThl, ¢ KOTOPBIM HE PerjiaMEeHTHPYETCS.

1.2.7. PekBM3UT JOKYMEHTa — 3JeMEHT odopmIIeHHs OKYMEHTa, KOTOphIi HeceT
HH(OPMALIMIO O €Tr0 MPHHAIEKHOCTH, CONEPIKAHHH MM ITAlTbI ABHIKEHHH 110 OpraHU3aumH,

I.3. OrBeTcTBEHHOCTE 3a PaGOTY ¢ I0KYMEHTAMH BO3JAraeTcs Ha CeKpeTaps pyKOBOAWTES,
CeKpeTaps yueOHOI YacTH, HavalTbHUKa OT/Ie/1a KaJpoB, IaBHOTO OyxranTepa, OpHCTA KOJUTEIKA,
OTBETCTBCHHBIX B CTPYKTYPHBIX MO/Ipa3s/ie/ieHusX (3aB.kaeapamu), apxuBapuyca.

Pabora pernameHTHpyeTcs 10IKHOCTHEIMHI MHCTPYKIMSAMHU, pa3pabOoTaHHBIMH Ha
OcHOBaHMHM KBan(puKallMoHHOTO CcripaBoYHNKa 10IDKHOCTeH, FAHHOMN HOMEHKJIATYPBI I0JDKHOCTEH
paboTHHKOB, ¢ yueTom TpeGoanmii 'CJIOY u YTBEPXKIAIOTCS PYKOBOIUTENIEM KOJIUIEKA.

1.4. Tlpu obecrnieveHnm JOKYMEHTAMOHHOTO 06eCTIeYeHN S YIpaBJIeHUs COTPYIAHUKH B CBOEH
ACATEIBHOCTH PYKOBOJICTBYIOTCS 3aKOHOIATEIbHBIMHA M HHBIMH HOPMATHBHO-TIPABOBBIMH aKTaMH
Poccuiickoit ®eneparmn (TOCT P 7.0.97-2016, 'CZIOY, OKV 1), pacriopsianTe/ IbHBIMHI
AOKYMEHTAMH BBILICCTOSIIMX OPraHOB YIIPABJICHAS W caMoro Kouutempka (Y CTaBoM KoJutenka,
WHceTpykumeit 1o nesnonponssoacTy kosuiemka, NPHUKa3aMH ¥ pactiopsiKeHUSIMU PYKOBOIUTEIS
KoJie/vika u HactosmmM [lonoxennem).

1.5. Ionoxenue 0 10KyMEHTAUMOHHOM 06eCTIEYEHIHH ACSTEbHOCTH KOJIJIe/lKa HarpaBlIeHo
Ha MoBBIlLICHHE Y DEKTHBHOCTH TEXHOIOTHHA paGoThI ¢ IOKYMEHTAMH.



1. OBJIACTH IIPUMEHEHMUSI

Hacrosiee [Tonoxenue npumensercs Bo Beex CTPYKTYPHBIX 1nojpasaenenusx Kpaesoro
FOCYapCTBEHHOTO OIO/UKETHOTO NPOECCHOHATBHOIO 00pa3oBaTeILHOTO YUpPEkKICHHUSI
«Komcomonbcxuﬁ—na-Amype KOJIIEJK TEXHOJIOTHH U CepBHCay

L 3AJAYH TOKYMEHTAIIMOHHOI'O OBECITEYEHMUS YIIPABJIEHUS

3.1. OGecnieyenne OpraHM3aUMK JEIONPOM3BOICTBA B KOJIJICJIKE, YIOPSJIOYEHHE COCTaBa
JIOKYMCHTOB, COKpALUCHHE MX KOJMYECTBA H ONITHMH3ALHS IOKYMEHTOMOTOKOB,

3.2. Opranusaiusi MpaBUILHOTO yYeTa W PErHCTpallMi  BXOJSALIEH W Hexousiei
KOPPEeCIOHACHIIHH,

3.3, OcyuiecTBieHHe KOHTPOJIS HAax CBOCBPCMEHHBIM TIPOXOXKACHHEM, HCIIOIHEHHEM M
KauecTBOM 0(OPMIICHHS JOKYMEHTOB,

3.4. OpraHusaius HCTIONTHEHUS W XPAHEHUS JOKYMEHTAJIbHBIX MATEPHAJIOB,

3.5. Odopmrnenue nokymeHTOB FOCYIapCTBEHHOTO  00pasua, MOANeKAIMX CTPOroil
OTYETHOCTH.

3.6. Opranusanms paGoTh! 10 MPOH3BEACHHIO W XPaHCHHIO JIHYHBIX €/ CTY/ICHTOB.

3.7. OGecneuenne ortbopa, yuera u COXPaHHOCTH JIOKYMEHTOB, 00pa3oBaBIIMXCS B
ACATCILHOCTH  KOJUIE/UKA, MX apXMBHOE XpaHEHHWe, a Takike opraHuszaumsi paboTel apxuBa
KOJIC/KA, SKCNEpTHOH Komuccru (DK) no skenepTH3e LEHHOCTH 10KYMEHTOB.

3.8. Yuer, obecrieyeHne COXPaHHOCTH, HCIOTB30BAHNE AOKYMEHTOB, XPaHAIINXCS B ApPXHBE.

3.9. Metoauyeckoe pyKoBOACTBO paboToll CTPYKTYPHBIX MOApasieieHnil Mo BOIlpocam
JEIONpPOH3BOJICTBA.

IV. ®YHKIUH JOKYMEHTAIMOHHOTO OBECIIEYEHUS YIIPABJIEHUSI

4.1. Ocymecrsienne 06paboTku, MIpUeMa, perucTpainm, yuera, XpaHeHHs, J10CTaBKH 1
PacCChUIKH KOPPECTIOHIEHIIHH.

4.2. ObecrieueHne CBOEBPEMEHHOTO PAaCcCMOTPEHHS IOKYMEHTOB, MPEACTABIAEMBIX JUIsl
JI0KJ1a/1a pyKOBOJICTBY KOJIJIEKA.

4.3. YropsiziounBaeT I0KyMeHTanbHYIO 6a3y, yandummpyer Gopmsl 10KyMeHTOB,
YCTAHAB/IMBACT MPABHJIA MOATOTOBKH M 0OOPMIIEHHS JOKYMEHTOB.

4.4. KoHTpOb 3a POXOKACHHEM, HCTIONHEHHEM | 0hOopMICHHEM JIOKYMEHTOB B
YCTAHOBJICHHBIE CPOKH.

4.5. IloctanoBKa paGoTHI CTYIeHYECKOTO ACJIONPOU3BOACTBA B COOTBETCTBHH €
AcHCTBYIOWMMH HOpMamu. OdopMIeHHE TUITIOMOB 1 npunoxkenuii K Hum. Oopmiierne cnpaBok
00 o0yueHun B Ko IKE.

4.6. XpaneHnue, pa3sMHOKEHHE, IPOLIMBKA H 3aBepKa JIOKYMEHTOB KOJIJIE/Ka.

4.7. PaspaGoTka CBOIHOM HOMEHKIATYPBI [1€]1 KOJLIEIKA. (bopmuposanue sen cornacHo
HOMEHKJIaTyphl.

4.8. Opranusanusi paboThl apXHBA B COOTBETCTBHH C [Tonoxennem o6 apxuse, mpasuiamu,
HHCTPYKIMSAMH M METOIMHECKUMH PEKOMEH IAIHSIMH.

4.9. KoHTpoJIb 32 NpaBHIbHOCTBIO odopmnenns 1 GpopmupoBanus CTPYKTYPHBIMH
MOAPA3/ICTCHAAMH KOJIIC/IKA JIEI, NOJUIEKAIINX Cllade B apXHB, 3aKOHYCHHbIX
JETI0NPOH3BOIACTBOM.

4.10. ITonck HeoGX0MMBIX AOKYMEHTOB 110 3anpocaM. CocTasiieHHe U BbIa4a apXHBHBIX
CIPAaBOK Ha OCHOBE JIAHHBIX, MMEIOUIMXCS B IOKYMEHTAX apXHBa.

4.11. Opranusauns paGots! 110 MPCUTOMCHHUSAM, 3asBICHHAM M Kanobam rpak/iaH.

4.12. ®opmupoBane U CoBepIIeHCTBOBAHHE ABTOMAaTHU3UPOBAHHOM CHCTEMBI
AOKYMCHTALMOHHOTO 00CCTICYEHHS B ICATEILHOCTH KOJIJIE/KA.



4.13. PazpaboTka (COBMECTHO CO CTPYKTYPHBIMH MOApa3Ie/ICHUAMH KOJIIEKA)
MEPOTIPHUSITHH MO COBEPIIEHCTBOBAHMUIO OPM H METOI0B paboThI ¢ IOKYMEHTAMH, & TAKKE 110
MOBBIICHHIO HCTIOJTHUTEIBCKON JIMCLIUTITHHEI,

V. IPHHIUAIIbI CO3JAHUSA JOKYMEHTOB

5.1. O6s3arenbHoe PukcHpoBaHHe HHPOPMALMH 10 YIIPABJICHHIO KOJUICDKEM H €ro
paboToii B JIOKYMEHTaXx.

5.2. Obsa3arenbHoe cobmoaenne TpeboBaHMi K 0QOPMIICHHIO TOKYMEHTOB. JlaHHBIe
TpeOOBaHUs Pa3TMHAIOTCS JUIS KaXK/IO0TO THIA JJOKYMEHTOB M MMEIOT CrielM(HKY B 3aBHCHMOCTH OT
TOT0. KTO SBJISI€TCS aBTOPOM M ajpecaToM jJokymenTa. Obiue npasuia opopMiIeHNs ONpeaesioT
caeayromme TpebOBaHus K IOKYMEHTY:

a) BeIbOp Onanka;

6) MCTOTB30BaHHE PEKBH3HTOB,

B) npumeHenue [IK u apyro#t oprrexHuKH.

VL. IPUHIUIIBI HIEPEJAYH JIOKYMEHTOB

6.1. Bee 10KyMeHTBI 1OCIIE CO3/IaHMs JOJKHBI OBITH 3aperHCTPHPOBaHbl. PerncTpainoHHbIi
HOMED sIBJISETCS 00A3aTEIbHBIM PEKBU3UTOM JIOKyMeHTa. OTCYTCTBHE PerHcTpallHOHHOIO HOoMepa
03HQ4acT. 4TO JIOKYMEHT He cymectByeT st JIOY n mMoxeT ucnonb3oBatkesi B paboTe TOJIBKO B
KauecTBe MH(OPMAIMOHHOTO MaTepuaina, He wuMmeromero oduuuansHoro xapaxrepa. Jlis
JOKYMEHTOB, TMMOCTYNHUBLIMX W3 JIDYTHX OpraHu3aiuii, perucTpalHOHHBIN HOMEp MpPHCBaWBAETCS
HE3aBUCHMO OT TOTO, €CTh JIM HA HEM MCXOIALIMIA HOMED OpraHu3aluyi OTIPABHTENS HITH HET.

6.2.B KOJLIEe/IKE peanu3oBaH MIPUHLINTI YaCTHYHO JCLIEHTPAIU30BAHHOT O
JIOKYMEHTOO00pOTa, B COOTBETCTBHM € KOTOPBIM PErMCTPALIAIO M Tepeaady AOKYMEHTOB MOTYT
OCYIICCTB/IATH TOJIBKO T€ COTPYIHHKH KOJUIEIKA, B YbM (PYHKIHOHATBHBIE 00A3aHHOCTH BXOJIMT
BEJICHHE JIOKYyMEHTO0O0pOTa H JIEIOTPOU3BOICTBA.

6.3. Ilpu perucrpaunu 060ro 10KYMEHTa COBEPIIAIOTCS CIIEAYIONIME JIeHCTBHS:

6.3.1. JlIokyMeHTY npucBauBaeTcs perucTpallMoOHHbBIH HOMep.

6.3.2. C I0KyMEHTa CHUMAETCSI HeOOX0MMOE KOJTMUECTBO KOTIHIA.

6.3.3. Konusi MM OpUrHHAT IOKYMEHTA MOIIHBACTCS B JIEJI0.

6.3.4. OpuruHana u/Mam KONMH JOKYMEHTA TIepeIaoTes 110 Ha3HAYEHHIO.

st cobmonenus MPUHINNA YaCTUYHOMH JCLEHTPATH3AMH JOKYMEHTO000pOTa B KOJLIE/KE
3@ PErUCTPALIMIO U Mepelavy JOKYMEHTOB OTBEUAIOT CIIeAYIOUINE MOJApa3Ic/ICHHUS

I. Ilpnémuas nmpekropa (cekperapb) OTBEHACT 3a PErHCTPALMIO CIIEAYIOUMX JOKYMEHTOB:
BXOJISILIAsl ¥ MCXO/IsALIIasi KOPPECTIOH/ICHIINS; TPUKa3bl, PACTIOPSIKEHUS PYKOBOIUTEIS IO OCHOBHOM
NEATEILHOCTH, CITyKEOHBIE 3aITMCKH.

2. byxranrepus oTBeyaeT 3a PerHCTPALMIO U XpaHeHHe OyXraaTepCKHX U MIIaHOBO-YYETHBIX
JOKYMEHTOB: JIOTOBOPBI, CY€Ta, AKThl, JOBEPEHHOCTH: BEAET )KYPHA PErUCTpPallMM CIPABOK 110
3apaboTHOM 11ate, JIPYrUM BBITLIIATAM.

3. Otaen KapoB OTBEHACT 3a PErMCTPALMIO, MEepeiady W XpaHeHHe BCEX KalpoBBIX
JMOKYMEHTOB. BenyTest perucTpaimoHHbIe KYPHAJIbI B KHUTH: yd4eTa JBHKEHHS TPYIOBBIX KHUKEK;
TPYZIOBBIX JIOTOBOPOB; MPHKA30B 110 JIMYHOMY COCTaBYy; MPHKA30B O MPEIOCTABICHUH OTITYCKOB,
MPHKA30B O HAIPABJICHUHM B KOMAaHIWPOBKY, JINCTKOB HETPYAOCITOCOOHOCTH.

4. VueGHas 4acTh OTBEYACT 3a BEJACHUE JI€J1 O0YYAIOUIMXCS, PErMCTPALHMIO MPHKA30B 110
JIMYHOMY  COCTaBy OOy4alOIIMXCsA, COCTABJICHHE W 3allO/THEHHE BEJOMOCTEH YCHIEeBaeMOCTH
yHaLMXCsl, CIIPAaBOK M XapaKTePUCTHK HAa 00yUalOIIHXCS.

6.4. O0mmme npaBuIa perucTpalui J10KyMEHTOB.

6.4.1. Pernctpammst 1OKYMEHTOB - 3T0 (ukcauus (akta CO3TaHWS WIH TIOCTYIUICHHS B
KOJUIE/UK JIOKYMEHTA [yTeM [pPOCTABJIEHHs HA HEM perucTpallMOHHOrO HOMepa M JaThl ¢
MOCIe/YIOMICH 3aUChI0 HEOOXOIHMBIX CBEJICHHUIT B JKYpHAJIE perucTpauni (BXoasuelt/nexoasueit
KOPPECTIOH/ICHIIHH ), KOTOPBIH BEAETCS Ha OYMaKHOM HOCHTEJIE.



6.4.2. He noanexar perucrpaldy peKJIaMHbIE W3BCILUCHHUS, CTAaThH, MO3APaBUTEIIbHbBIC
MUCbMA, TPUTIIACHTENIbHBIC OHMIIeThI, TPEeHCKYpaHThl, @ TaKkKe KOPPECIOHICHILHS ¢ TMOMETKOH
"mauno".

6.4.3. JIOKYMEHTBI KOJUIE/DKA PErHCTPUPYIOTCS OJHOKparHO. [locTynarommue MOKYMEHTHI
PErHCTPHPYIOTCS B JIEHb MOCTYIUICHHUS, OTIIPABISEMBIC - B JICHb [MOANUCAHHS WIIH YTBEPIKACHHUS.

6.4.4. Cekperapb pyKOBOJMTE/Iss HE MPUHUMACT HA PETUCTPALHIO  JIOKYMEHTHI,
0OpPMIICHHBIE HE I0IKHBIM 00pa3oMm.

6.4.5. PerucTpallMOHHBIH HOMEp CIYXWUT JUIS HIACHTH(QHKALMK JOKYMEHTA, XpaHCHUSA H
MOC/ICAYIOMEro Moucka. Perucrpaius OCyuecTBIseTCs cpasy IOcjie IMOCTYIICHHS JOKYMEHTa.
JIOKYMEHT CYMTAETCs 3apEruCTPHPOBAHHBIM, €C/IH Ha HEM M B JKYPHAJIE PErHCTPALlHH MPOCTABJICH
perucTpalMOHHBIA HOMEp H JaTa.

6.4.6. JKypHan wucXoadluleH KOPPECTOHIECHIIMM  HMCIOJIB3YETCs  JUIA  PErHCTpalMH
JIOKYMEHTOB OTIIPABIISIEMbIX B JIPYrHe OpraHW3alliH, He3aBHCHMO OT TOTO, KakuMm 00pa3oM OHH
Obl  nepeadbl (¢ MOMOIIBIO  JIGKTPOHHOTO  JIOKYMEHT000OpOTa, [MOYTOBOH  CBSA3bBIO,
(hakCUMHITBHOM CBSI3BIO, JIMYHO).

VII. [TPUHILIATIBI XPAHEHWA JJOKYMEHTOB

7.1. lnst obnierueHus MOMCKA M MCIOJIB30BaHUS JOKYMEHTOB OHM XPAHSATCS B COCTABE JIEI.
,D,CJ'[OM Ha3bIBacTCA Ialka ¢ HCCKOJIbKHMH JJOKYMCHTAMH, KOTOPBIC OTHOCHATCA K PEIICHHIO OLHOTO
MM CXOJIHBIX BOMPOCOB. B z1€710 He HOIKHBI MOMEIIATBCS JOKYMEHTBI, MOAJIEKAIIHEe BO3BpaTY,
JIMIITHUE YK3EMIUISPBI, YePHOBHKH; J€JI0 He J0JDKHO rpeBbInath 250 aucToB.

XpaHeHHe JOKYMEHTOB OCYIIECTBIISETCS B JIBYX BHIAX: ONEPaTHBHOM M apXMBHOM. BHibl
XPaHCHUSI BBIACISIOTCS B 3aBUCHMOCTH OT TOTO, KaK HCIOJB3YETCHs JOKYMEHT COTPYIHMKAMH
Koineka. Ha mepwoa wWenomnb3oBaHWs JAOKyMeHTa B paboTe, OH JIOJDKEH HAXOAMTBCS B
ONepaTHBHOM JIOCTYIe M TOMeIaeTcss Ha orepaTHBHOe XpaHeHue. OnepaTHBHOE XpaHCHHE
JIOKYMEHTA OCYUIECTBIISETCS B TOM CTPYKTYPHOM TMOJPA3JIeeHHH JOKyMEHTO000poTa KOJLIEC/Ka, B
KOTOpPOM IoKyMeHT ObUT 3apeructpuposad. llponenypa onepaTHBHOTO XpaHEHHs 3aKiovacTcs B
MOMEIIeHWH OpHUIHHala B COOTBeTCTBYiomee jerno. OkoH4YaHWe OnepaTUBHOTO XpaHEHHS
JOKYMEHTA 3aBUCHT OT Tuna wuHpopmaunu, kotopas B Hem cojepxutes. [locne okonwanus
OTIEPATHBHOIO XPaHEHHs JJOKYMEHT repejlaetesi B ApXHB.

7.2. ApXHBHOE XpaHeHHe IOKyMEeHTa OcyllecTBiseTcs B apxuBe kosulemka. [Ipouenypa
ApXMBHOTO XPaHCHHWS 3aAKIIOYAeTCs B IMOJYYEHWH 3aKpBITOrO Jiena M3 CTPYKTYPHOIo
MoJpas/ie/ieHnsi, TPOBEPKH TMPABHIBHOCTH €ro O(GOpPMIEHUS M HaIW4YHs BCEX JIOKYMEHTOB,
OTIPE/ICJICHNST CPOKa XpaHEHHs, TOMEIICHHUs Jella Ha MecTo XpaHeHus. Ilo okoHYaHW CpoK
XPAHEHUS J1E]10 YHHYTOKACTCS.

VIII. COCTABJIEHUE HOMEHKJIATYPBI JIEJI

8.1. Homenknarypa zenn - cucTeMaTH3MPOBAHHBIN TEPEUEHb 3aro/IOBKOB JIE]I, 3aBOIMMBIX B
OpraHu3allii, ¢ YKa3aHHeM CpPOKOB WX XpaHEeHHs, OQOPMIICHHBIA B YCTAHOBIIEHHOM TMOPSJIKE.
Homenkiatypa e cocrtaBisiercs B LeisX OOOCHOBAHHOTO paclpee/iCHUs JOKYMEHTOB H
dopmupoBanus e, obecrieueHus [MOMCKa JOKyMeHTOB W ywera Jen. Oua  sBisercs
K1aCCH()MKALMOHHBIM ~ CIIPABOYHMKOM M HCTOJIB3YeTCs [PH  TMOCTPOCHHH HHPOPMALHOHHO-
MOMCKOBOH CHCTEMBI.

8.2. Homenknarypa nen kosule/ka cocrasisiercss apxuBapuycom. Homenknarypa nen
KOJUIe/Ka,  TpeABAapHTE/IbHO  COTJIacOBaHHAs ¢ OKCINEPTHOH  KOMHCCHEH — KOJUIEKa,
COIJIaCOBBIBAETCS € IKCIEPTHO-TIpoBepouHOit komuccuei (DIIMK) ArenTtcTsa 1o senam apxuBoB U
YTBEPK/IAeTCS PYKOBOIUTEIEM KOJIIIEDKA.

[Ipy  cocTaBieHWH  HOMEHKJIATyphl CleyeT pPYKOBOJCTBOBATbCS  THUIIOBBIMH M
NPUMEPHBIMH  HOMEHKJIATYpaMH  JIeJl, TI€PeYHEM YIIPaBICHYECKHUX AapPXUBHBIX JOKYMEHTOB,
obpasyiomMxcss B Ipolecce JAEATEIBHOCTH TOCYJIapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO



caMoyTpaBlieHHss W opraHu3auuii, ¢ ykazaHueM cpokoB XxpaHeHus (IIpunoxeHue K mpuKasy
MunncTtepersa kyabTypbl Poccniickoit @enepannu ot 25.09.2010 r, Ne 558).

8.3. B HOMeHKJaTypy €1 BK/IIOHAKOTCS  3aroJIOBKHM  JieJl, OTpaKaloliue Bee
JIOKYMEHTHpYEMbIe y4acTKH paboThl OpraHu3allMM, B TOM 4YHCJIE CIPABOYHBIC, JIHYHBIE Jl€Id,
HOMEHKJIaTypa JIel.

Kaxnoe neno, BKIIOUEHHOE B HOMEHKIIATYPY, JODKHO HMeTh HHaeke. VIHaeKe ena cocTouT
M3 HMHJEKCA CTPYKTYPHOTO TIOApa3JeieHuss W TOPAAKOBOIO HOMepa Jeja B Ipejenax
nojpasicieHns. [lpn Hanuumyu B Jlesie HECKOIBKHX TOMOB (HacTeif), MHIEKC HPOCTaBISETCs Ha
Kaxk/10M Tome ¢ gobasnenuem "t. 1", "1, 2" W T

8.4. Homenknatypa /€1 B KOJUIC/UKE COCTaBJISETCS [0 YCTAHOBJICHHBIM HOpPMaM,
rneyaraeTcs B HeoOXOJMMOM KOJIHMYeCTBE IK3eMIIsApoB. OAMH JK3eMIUISp XpaHWUTCS B apXuBe,
BTOPOIi B MPUEMHOMH PYKOBOIUTEIS.

Homenknarypa jien nepecocTaBisieTcss ¥ COIJIACOBLIBAETCSI 3aHOBO B CJIydae KOPEHHBIX
M3MeHEeHHH QYHKIHUHA W CTPYKTYpBl OpraHW3allii, HO He peke OJHOTO pasa B NATh JeT. ExeroaHo
OH@ YTOYHAETCS, TIEPENeyaThiBaeTCsl C  COOTBETCTBYIOUIMMH  [ONPABKaMH, YTBEPKIACTCS
PYKOBOAMTEIEM OPraHW3alliy W BBOJAMTCS B JCHCTBHE ¢ | stHBaps CIIeyIOWero roja.

B Teuenue roja B yTBEPKICHHYI0 HOMEHKJIATYPY J€J BHOCSTCS CBEIECHHS O 3aBEJICHHH JIEIl, O
BKJIIOUCHHM HOBBIX jein W T.J. [lo OkoHUaHWM roja B Hee BHOCATCS HWTOrOBbIE CBEIEHHS O
KaTeropusX M KOJIWYECTBE 3aBEJICHHBIX JIE].

IX. KOHTPOJIb HCITOJIHEHUS JOKYMEHTOB

[lesbi0 KOHTpPOIS ABASETCS OOECTIeUeHHE CBOCBPEMEHHOTO M KAUeCTBEHHOIO MCIIOJIHEHHUS
JOKYMEHTOB M mopydeHud. KoHTpomo 3a ucnosHeHneM nojuiexar Hanbosiee Ba)KHbIE BXOJISIIHE,
MCXOJISIIIIHE M BHYTpeHHHE JOKyMeHThl. [lo ykaszaHHMIO pyKOBOAMTENs KOJUIE/DKa Ha KOHTPOIIb
MOZKET ObITh NOCTABIIEH 1000 TOKYMEHT, YCTHOE TIOpYUYEeHHE, 3a/IaHKE.

KOHTpOJIb MCTIOIHEHHST OCYIIECTBISCTCS CEKPeTapeM PYKOBOIMTE/S M BKIKOYaeT B ceds
ClIeIYIOIIHE ACHCTBUS:

MIOCTAHOBKY JIOKYMEHTA Ha KOHTPO!Tb;
CBOEBPEMEHHOE JIOBEJCHHE JOKYMEHTA /10 HCTTOJIHUTEIIS
MPOBEPKY M PETyJTMPOBAaHHUE X0J1a HCTIOJTHEHHS;

- CHSITHE MCTIOTHEHHBIX JIOKYMEHTOB ¢ KOHTPO.IS;

- yuer ¥ 0000LICHWE pe3yJbTaTOB  KOHTPOJIS  WCIOJIHEHHsS, WHOOPMHUPOBaHKE
PYKOBOAMTEJISE KOJUIEDKA O COCTOSIHUN HCTTOJIHUTEIBCKOM MCIIMITIHHBI,

KOHTpOJIb OCYIIECTBISIOT PYKOBOJNTEH CTPYKTYPHBIX MMOApa3/ie/ieHHH, OTBETCTBEHHBIC
MCTIOTHUTEITH.

KoHTposb 3a MCHoNHEHHeM TOpYYeHWH, COAepKallMXcs B MPHKa3ax, pacropsHKeHHsX,
CJIyKEOHBIX 3alMCKax, OCYUIECTBIISETCS KaK CEKPETapeM PYKOBOIMTENS, TaK OTBETCTBEHHBIMH
COTPYJIHUKAMH CTPYKTYPHBIX 110/1pa3/IC/ICHH, MOArOTOBUBIIMX CITY)KeOHbIE 3alIMCKH.

CpoKH HMCIOJIHEHUS! BHYTPEHHHMX JIOKYMEHTOB HCUMCIISIOTCS B KaJICHIAPHBIX JHSX C
MOMEHTA TO/NUCAHUS JIOKYMEHTA, @ JUIS TOCTYMHBIIHX JIOKYMEHTOB - C MOMEHTA MOCTYIUICHHUS
JIOKYMEHTa.

WHnBH/lyanbHble CPOKH MCIIOJIHEHUS JIOKYMEHTOB YCTAHaBJIMBAIOTCSH PYKOBOIMTEJIEM
KOJIIe/ KA HArpHMep:

a) 10KyMeHThI ¢ rpudom "Ouenb CpouHO" - AOMIKHBI HCITOJIHATBLCS HE M03/IHEE 3-X YacoB ¢
MOMEHTA MOJTyUeHHUS;

0) nokymenTsl ¢ rpudom "CpouHo" - CpoK MCIIOTHEHHS He T03/1Hee 24-X 4acoB ¢ MOMEHTA
MOJIYHEHHUS;

B) I0KYMeHTbl 0e3 KOHKPETHOTO CpoKa HCIONHeHHs - He no3aHee 10 paGounx jaHei ¢
MOMCHT@ IMOJTYHCHHSA.

OTBETCTBEHHOCTh 3a CBOEBPEMEHHOE WCIOJIHEHHE JIOKYMEHTOB HECYT PYKOBOIWTEIH
CTPYKTYPHBIX TOIPA3JCICHUH W JIOJDKHOCTHBIC JIMIA, YKa3aHHbIE B TEKCTE PacropsIHTEBHOIO



JOKYMEHTa WM B PE30MIOUAM Ha CiykeOHOM JoKyMmeHTe. ECIH HCHOJHEHHE JOKYMCHTOB
MOpyYacTCs HECKOIBKHM HCTIOJHUTENSM, TO OTBETCTBEHHBIM CUMTAeTCA JIMLO, YKasaHHOC B
pe3omounK  niepBbiM.  [TOUIMHHMK  JIOKyMEHTa, TpeOYIOmero  HMCMONHEHHS, —MeperacTes
OTBETCTBEHHOMY MCIIOIHUTEIIO, OCTAIBHBIM HCTIONHUTEIAM M1€PEIAt0TCS KOHH IOKYMEHTOB.

OTBETCTBEHHBbIC WCIIOMHUTENM OTBEYAIOT 3a OpraHusaluio paboThl, Ka4yeCTBEHHOE
MCTIOJIHEHHE JIOKYMEHTa ¥ CBOEBPEMEHHOE [MPEICTABICHHE TIOATOTOBICHHBIX JIOKYMCHTOB
PYKOBOJICTBY.

M3MeHeHWe CpoKa WCIOJHEHHS MPOM3BOJMTCS TOJBKO MO TMHCbMEHHOMY YKa3aHHMIO
PYKOBOJMTENS HA OCHOBAHWHM JIOKJIQJIHBIX 3alMCOK C YKA3aHWEM [MPUYHH HCHCIIOTHCHHS
(PYKOBOJIMTE/Th 3a4ePKMBAET OJIMH CPOK, ITHLIET JAPYTOH, PaCTUCHIBACTCA, CTABUT JaTy).

B komeke BemeTcss Kak (OpMasbHO-CPOKOBBIH, Tak M MpeAyNpeAHTe/IbHBIH KOHTPOIIb.
Cekperapb pyKOBOAMTE/S HHOOPMHPYET HCIOIHUTENS O MPHOTIKCHHH CPOKOB HCIOJIHCHHA,
BBISICHSIET COCTOSIHHE MCIIOJIHEHHUS, BBISBIISCT IIPHUMHBI BO3MOXKHOIO CPbIBa ¥ NIPHHUMACT MEPbI 110
MX YCTpaHEeHHI0, MH(GOPMHPYS PYKOBOJICTBO M IOMOTras OpPraHW30BaTh HCIOIHCHHC MOPYHCHHS.
JIOKYMEHT CHHTAETCSi WMCIOJHEHHBIM [10C/ie WCTIONHEHUs 3a/1aHni, COOOUICHMs pe3yJbTaToB
3aMHTEPECOBAHHBIM OPTAHU3AIHSAM M JIMLAM, H TOITBEPXKICHHA UCTIOTHEHUS B JKyPHATE BXOALIEH
KOPPECTIOHIEHIINH, @ TAK )Ke Pe3ybTaThl HCTIOJIHEHHS OTMEYAIOTCS HA JIOKYMEHTE,

X. OTBETCTBEHHOCTbD 1OJIZKHOCTHBIX JIMII

Bee 10/KHOCTHBIE JIMI@A, Y4acTBYIoLIMe B paboTe ¢ IOKYMEHTaMH HECYT JHCLUHUIUTHHAPHYIO
M aIMHHHCTPATHBHYIO OTBETCTBEHHOCTb. B cilyuae 0OHApyKeHHs HapyLIeHUH B COOIIOACHHH
TpeGOBaHMil, COCTABISCTCS OKIIaIHAs 3aITMCKA Ha WMl PYKOBOJIMTEIIS KOJIJIC/UKA O HaKa3aHHH
BMHOBHBIX B HAPYLICHHUH,

Hanoskenne AMCUMIIMHAPHBIX WK aJIMHHHCTPATHBHBIX B3BICKAHMI IIPOBOAUTCS B
YCTAHOBJICHHOM TTOPSI/IKE Ha OCHOBAHMH JIOKJIAIHOM 3aIMCKH W TTPUKa3a PYKOBOJANTE/IS KOJIIC/TKA.

Cocrasuiia
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