MYHWUWMMNATbHOE BIOA>XXETHOE OBLLEOBPA3OBATEJ/IbBHOE
YUYPEXOEHNE «WKOJIA UMEHU AKAOJEMWKA CEPIEA NMABJIOBUYA
KOPOJ1IEBA» TOPOACKOIO OKPYTA TOJIbATTU

T.H.MNogonsako
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VIHCTpyKUMNA

O nopsifke o6paLleHns ¢ JOKYMEHTUPOBAHHOM Cly>Ke6HO
NHOpMaLMen orpaHMYeHHOro pacnpocTpaHeHms (ACHM)

1. Obuwme NONOXKEHUSA

1.1. Hactosuwasa WVIHCTpyKuua onpegenseT o6wuii nopsgok obpalieHns ¢ LOKYMeHTamu U
APYTYMU MaTepuasnbHbIMU HOCUTENAMWU UH(opMauun (fanee - LOKYMeHTaMu), COofepKalimmu
CNY>XebHY0 MH(OPMALNIO OrpaHMYeHHOro pacnpoCcTpaHeHUA B OpraHu3auunax, YYpexxaeHusx,
npeanpuaTUax u T1.4. (Lanee opraHm3salmnx).

1.2. K [QOKYMEHTMPOBAHHOW CNy>Ke6HOW WH(OpMaLUM OrpaHMYeHHOro pacnpocTpaHeHus
OTHOCMTCA HecekpeTHas MH(opMauus, KacaroLwasaca AedaTeNlbHOCTU OpraHu3aumii, orpaH1yeHuns
Ha pacnpocTpaHeHune KOTOPOW AUKTYHOTCA Cy>XeOHOW He06X04UMOCTbIO.

Heob6xo4MMOCTb MPUCBOEHUA [OKYMeHTaM rpua «ns cny>xebHoro nosb3oBaHus» (B
fanbHeriwem «[ClM») onpegensercs UCNONHUTENEM U LOMKHOCTHLIM SINLOM, NOANMCHIBAKOLLAM
NN yTBEPXKAAOLWMM JOKYMEHT, B COOTBETCTBUN C «[lepeyHeM BUAOB CNYXXeBHOW MH(opMaLuu,
KOTOPYH HE0B6XO0AMMO OTHOCUTL K paspady OrpaHWYeHHOro pacrnpocTpaHeHus» (YTBep)KaaeTcs
PYKOBOAMTENIEM OpraHum3auunn).

1.3. K LOKYMEHTUPOBaHHOW CNy>Xe6HON MHOopMaLMM OrpaHUYEHHOr0 pacnpocTpaHeHus He
MOTYT 6bITb OTHECEHbI:

aKTbl 3aKOHOAaTeNbCTBa, YCTaHaBNMBatOLMe NPaBOBOM CTaTyC roCyapCTBEHHbIX OpPraHos,
opraHusaunii, o6WecTBEHHbIX 06beAVHEHNI, a TakXKe npasa, CBO60AbI U 0653aHHOCTY TpaXaaH,
nopsagoK NX peannsauuu;

CBefleHMs 0 upe3BblYaliHbIX CUTyauMsX, OMacHbIX MPUPOAHbLIX SBMEHUAX W Mpoueccax,
JKonornyeckas, r’MApPoOMETEOPOIOrNYecKas, rmaporeosniornyeckas, Jemorpaduueckas,
CaHUTapHO-3aNUAeMUoNornyeckas n fpyraa WHQopmaums, Heobxopumas Ans obecneyeHus
6e30NacHOro CyLeCcTBOBaHWUSA HACeNIeHHbIX MYHKTOB, rpaXkAaH M HaceneHWUs B LIE/IOM, a Takxe
NPON3BOACTBEHHbIX 0OBEKTOB;

onucaHue CTPYKTYpbl OpraHa UCMOMHUTENbHOM BacTh, ero MyHKUWIA, HanpaBneHnin n gopm
AeATENbHOCTH, a TaKXe ero agpec;

NOpALOK PacCMOTPEHUS W pas3pelleHns 3asfBeHUIA, a Takxke o00palieHWin rpaxgaH K
HOPUANYECKNX NnL,

peLleHns no 3asaB/IEHMAM M 00paLLEHNAM TpaXK[aH U HPUAUYECKUX NUL, PACCMOTPEHHbLIM B
YCTaHOB/IEHHOM NOPSAAKE;

AOKYMEHTbI, HaKanMBaemble B OTKPbITbIX (pOHAAX BUONNOTEK U apXMBOB, MH(OPMALMOHHbIX
cuctemax, Heob6xoanmMble Ans peanusaunn npas, cBo604 M 0683aHHOCTEN FpaXKaaH.

1.4. PyKoBOAUTENN OpraHun3aumin NpuUHABLLME pelleHne 06 OTHECEHUW LOKYMEHTUPOBaHHOM



CNY>Ke6HON MH(opMauMn K pa3psgy OrpaHMUYEHHOro pacrnpoCcTpaHeHUs, HeCyT MepCcoHasIbHYHO
OTBETCTBEHHOCTb 3a O0OOCHOBAHHOCTb MPUHATOrO pPELIeHNs W COBNIOAEHUE OrpaHUYeHui,
npeaycMOTpeHHbIX M. 1.3.HacToswwen VIHCTpYKLMK, a Takke 3a obecrneyeHre 3almTbl HOCUTENEN
NH(OPMALMN OrpPaHMYEHHOr0 PAcnpPOCTPAHEHUA U UCMOMb30BaHWE CPELCTB OPrTEXHUKU MNpu
NOAroTOBKE 3TUX LOKYMEHTOB.

1.5. [JOKyMeHTUpOBaHHasA Cny>kebHas WMHGopMaumMs OrpaHMYeHHOro pacrnpocTpaHeHus 6e3
CaHKUUN PYKOBOAMTENIA OpraHu3auum Wan ero 3aMecTUTeNei He MOLNEXMUT pasrialleHuto
(pacnpocTpaHeHuto).

1.6. 3a pasrnawieHne AOKYMEHTUPOBAHHOW CMY)XEOHON WH(pOpMaUUn OrpaHWYEHHOrO
pacnpocTpaHeHus, a TakXKe HapylleHue nopsjka obpalleHus ¢ LOKYMEHTaMU, COAepXKallvmMu
Takyl0 MH(opMaLmio, COTPYAHVUK OpraHu3aumyv MOXET ObiTb MPUBMEYEH K AMCLUNAVHAPHOMN
VAN MHOW NpesyCMOTPEHHOW 3aKOHO4ATeNIbCTBOM OTBETCTBEHHOCTMU.

1.7. KOHTpOnb 3a OCYLIECTB/NEHMEM Yy4eTa, PasMHOXEHWA, XpaHeHUA W UCMoNb30BaHUA
OOKYMEHTOB, AeN U M3[aHUIA ¢ rpudom «[as cny>xe6HOro nosib30BaHWs» BO3/araeTcs Ha nL,
rOTOBMBLUME AOKYMEHTbI Takue LOKYMEHTbI.

1.8. COTpyAHUKM OpraHusauuii, UMetoLne OTHOLLEHME K paboTe ¢ JOKYMeHTaMu, fenamu u
n3gaHnamMn «ns  cny>ke6HOro mnoib30BaHMs», AO0/MKHbI OblITb B 00513aTeNIbLHOM MOpPSAAKe
O3HaKOMJ/IEHbl C WHCTPYKUMEN, yCTaHaBNMBaKOLWEn nopagok paboTbl € LOKYMEHTMPOBAHHOW
MHOopMaLMeidl OrpaHNYeHHOro pacnpocTpaHeHns B OpraHu3aLuu.

CoTpyfHukaMm (ACMOfHUTeNsAM), paboTalWmM C  LOKYMEHTaMW U1 u3gaHuaMu  «ng
CNy>KebHOro nosib30BaHUA», 3anpeliaeTcd coobwaTb YCTHO WAN MUCbMEHHO KOMY 6Obl TO HU
ObII0 CBefeHNA, cofepxKalineca B 3TUX AOKYMEHTaX W U3[aHWUAX, eCN 3TO He BbI3blBAeTCH
CNY>Ke6HON HEOOXOANMOCTbIO.

2. MopsfoK NpuemMa v yyeTta JOKYMEHTOB U U3faHWli

2.1. Mpuem n yueT (pernctpayms) LOKYMEHTOB U MU3AaHWIn «[ns cny>ke6HOro nonb30BaHWs»
OCYLLIECTBNAETCA TEMU Xe CTPYKTYPHbIMU NoApasfeneHnaMy opraHmsaumm, KOTopbiM nopyyeH
yYeT HeCEKPeTHOW [OKYMeHTaLUK.

2.2. Bca noctynatolas B opraHm3aLmio KOppecrnoHAeHUmMs «[1ns cny>ke6Horo nosb3oBaHus»
MPUHUMAETCA W BCKPbIBAeTCA COTPYLHUKAaMM, KOTOPbIM Mopy4yeHa pabota C 3TUMU
matepuanamu. Tlpn 3TOM NpOBepsieTCA KOMWYECTBO JSIMCTOB W 3K3eMMNAPOB [LOKYMEHTOB U
M3LaHUN, a TaKXXe Ha/IMYMe YKasaHHbIX B CONPOBOANTENIbHOM NMUCbME NMPUIOKEHNIA.

B cnyyae oTcyTCTBMA B KOHBepTax (naketax) LOKYMEHTOB «[ns cny>KebHoro nonb3oBaHmsa»
WU NPUNOXEHUI K HUM COCTaBNAeTCS aKT B ABYX 3K3eMNApax, O4UH U3 KOTOPbIX BbICbIaeTca
OTNpaBuUTENIO.

OwWwmn604YHO NOCTYNUBLUME [AOKYMEHTbI W M3faHWIA  «[ns  cny>Ke6HOro nosib30BaHMA»
BO3BpALLAKTCA OTNPABUTENIO.

2.3. B Hepabouee Bpems [JOKYMeHTbl W u3faHUi «[ns cnyXebHOro nob30BaHUS»
NMPUHUMAKOTCA [EeXYPHbIMW, KOTOpble, HE BCKPbIBas 3Ty KOPPECMOHAEHUMIO, MnepefaroT ee
paboTHMKaM CNyX6bl 4OKYMEHTALUNOHHOIo 06ecneyveHus.

3anpelyaeTca 40OCTaBNATbL B Hepaboyee BpeMs MaTepuanbl «4na cny>ke6HOro nosib3oBaHus» B
opraHu3auuu, He UMEeoLLME MOCTOAHHbIX AEXYPHbIX.

2.4. Peructpauumn nojaniexar Bce BXOAALLME, UCXOAALLNE N BHYTPEHHUE LOKYMEHTHI, a TaKkxke
n3paHna «na cny>ke6Horo nofib3oBaHus». Takme AOKYMEHTbl YUMTbIBAKOTCA MO KOMMYECTBY
NINCTOB, a N34aHnA (KHUIK, XYypHabl, 6POLLIOPLI) - MO 3K3EMMNAAPaM.

[okyMeHTbI ¢ rputom «ACIM» yunTbiBalOTCSA OTAENbHO OT HECEKPETHOW fOKYMeHTaumu. Mpu
He3HauuTenbHOM 060beMe TakMX [AOKYMEHTOB, pas3peLlaeTcs BecTM WX YYeT COBMECTHO C
APYTUMU HECEKPeTHbIMW AOKYMeHTaMu. [1pn 3TOM B KapTouke (KypHane) K peructpauuoHHOMY
HOMepy AOKyMeHTa npocTasnsetcs oTMeTKa «ACIM».

TpeboBaHWe OQHOKPATHOCTU PerucTpauum pacnpocTpaHAeTcsa U Ha LOKYMEHTbl U U3LaHWA
«[Ans cny>ke6HOro rnosib30BaHNA».

YueT [OKYMEHTOB W W3LaHWIA «[nis cnyKebHOro nosnb30BaHUA» BeAeTCA Ha KapToukax



(npunoxeHue 1) unu B XxXypHanax (npunoxeHue 2). JonyckaeTcs permcTpupoBath 4OKYMEHTbI C
rpugom «CIrM» ¢ MOMOLLbI YCTPONCTB 3N1eKTPOHHO-BbIYNCNTENIBHOW TEXHUKW.

[BWKeHne JOKYMEHTOB U U3faHUI «[118 Cny>Xe6HOro nosb3oBaHNUsA» [AO/HKHO CBOEBPEMEHHO
OTpaXKaTbCA B XXypHasiax UM Ha KapTouKax.

2.5. Ha KaXKjoM 3aperncTpupoBaHHOM AOKYMEHTE, a TaKXKe Ha CONPOBOAUTENIbHOM MUCbMEe K
n3gaHuaM «[nsa cny>kebHoro nosib30BaHUA» NPOCTAB/AETCA LUTaMM, B KOTOPOM YKa3blBalOTCH
HavMeHOBaHMe opraHu3auum, perncTpaunoHHbIn HOMep AOKYMEeHTa 1 JaTta ero NocTynieHus.

2.6. Tupax wusgaHna «[nd cny>kebHOro nosib3oBaHusA», MONYYEHHbIN A1 PacCbUIKK,
perncTpupyeTca Mo OAHUM BXOAALLMM HOMepoM B «)KypHane yyeta W pacnpegeneHus
n3gaHuii» (npunoxexue 3).

[OoNoNHNTENbHO Pa3MHOXEHHbIE 3K3eMMNNApbl LOKYMeHTa (M3[aHusd) Y4uuTbiBalOTCA 3a
HOMepOM 3TOro JOKYMeHTa (U3[aHus), 0 YeM [enaetcs OTMeTKa Ha pasMHOXaeMOM [OKYMeHTe
(M3maHnKn) 1 B y4eTHbIX (popmax. Hymepauus LONONHUTENbHO Pa3MHOXEHHbIX 3K3eMMNISPOB
Npon3BoANTCA OT NMocnesHero HoMepa paHee YUYTEHHbIX 3K3EMMNAPOB.

3. PaaMHOXeHMe 1 paccblsika (0TrnpaBKa) AOKYMEHTOB U U34aHWIA

3.1. JokyMeHTbI ¢ rpudom «4CIM»:

neyaTaroTCA OTBETCTBEHHbIM 3a MOArOTOBKY [LOKYMEHTOB C rpudom «ACl», gonyckaercs
NCMNONb30BaHNE MNEPCOHa/IbHOM KOMMbIOTEPHON TEXHUKM, NpPU 3TOM paboTa BbIMOJHAETCA
TO/IbKO C WCMO/Ib30BAHWEM CMEHHbIX MAarHWTHbIX HOCUTeNe (OWUCKET). YKa3aHHble [AUCKETbI
XpaHATCA y crewumanncta, 0TBETCTBEHHOIO 3a paboTy € JOKyMeHTaMu ¢ rpugom «CIM»;

neyatalTCH C yKasaHMeM Ha MLUeBOM WM O0BOPOTHON CTOPOHE B fIEBOM HUDKHEM Yry
MOC/MeHEro NNCTa KaXAoro 3ak3emnaspa LOKYMEHTa KOMMYecTBa OTnevataHHbIX 3K3eMnispos,
(haMunnM - UCNONHUTENS U HOMepa ero CcrAy>kebHoro TesneoHa. YKas3blBaOTCA Takxe
HavMeHOBaHMe (paitna, faTa nedataHus, WHWLMANLI WMEHU U  (aMuaIMm  Crewlmanucra,
neyaTaslUero LOKYMeHT. [oAnucaHHble JOKYMEHTbI (BMECTE C YepHOBMKaMUW) NepefaroTcs ANs
perncrpauum  crneumanucty cnyxb6bl [LOKYMEHTaLMOHHOro ob6ecrneyeHUs  opraHu3auuu,
OCYLLECTBNAKOLLEMY UX YYET,;

nepegatoTca creymanmucTam CTPYKTYPHbIX MNOApasfeneHuid opraHusaumMmM nog pacrucky.
Mepenayva LOKYMeEHTOB C rpugom «ACIM» v gen, cogepxawiux TakMe AOKYMEHTbl OT OLHOro
cneyunanncTa Apyromy, ocyLLecTBSAeTCA TO/IbKO C paspeLleHns PyKOBOAUTENS OpraHn3aunu.

3.2. OTneyataHHble U NOAMNUCAaHHbIE JOKYMEHTbI «[4nsa cny>e6HOro nosb30BaHWs» BMECTE C
MX  YepHOBMKaMW W  BapuvaHTamu  nepejaroTca A0S perucrpauum  cneumanucry,
OCYLLECTBNAOLWEMY UX Yy4YeT. YepHOBMKM WM BapuaHTbl YHUUTOXAKTCA 3TUM COTPYLHUKOM C
NOATBEPXAEHNEM (haKTa YHUUTOXEHUS 3aNUCbI0 Ha KOMUN UCXOAALLEro AOKYMeHTa: «YepHOBUK
(v BapuaHTbl) YHUUTOXeHbI. [JaTa. Moanuce».

3.3. Ha ncxopawmx gokymMeHTax (B HEOOXOAMMbIX Cyyasax M Ha UX NPOEKTax), cofepKaLlmx
AOKYMEHTUPOBAHHYIO CNY)XXEOHY0 WH(OpPMaLMI0 OrpaHMYeHHOro pacnpocTpaHeHus, rpud
«[CIM» ©n HOomep 3K3emnnaspa MPOCTaBAATCA B MPaBOM BEPXHEM YI/y MepBOi CTpaHMLbI
NOKYMEHTa, Ha 06/10)KKe W TUTY/IbHOM NUCTe W3L4aHWs, a Takke Ha MNepBOW CTpaHuue
COMPOBOAMUTENIbHOIO NUCbMA K TAKUM [JOKYMEHTaM.

Mpy Heo6XOAMMOCTY Hanpas/ieHNs LOKYMEHTOB C rpugoM «Crl1» HecKonbKUM afpecaram,
COCTaBNSETCA YyKasaTe/lb PAaCCbiIKM, B KOTOPOM MPOCTaBMAOTCA HOMepa 3K3eMMisapoB
OTMpasnsemMblX LJOKYMEHTOB BCEM afpecaram.

YKasatenb paccbl/IKW MNOAMNUCLIBAETCA WCMONHUTENEM, PYKOBOLMTENIEM CTPYKTYPHOrO
noApasgeneHns opraHvsauuy, roTOBMBLUErO AOKYMEHT (NpeABapuTeNibHO COMNacOBaHHbIA C
COOTBETCTBYIOLLMM 3aMeCTUTENIEM PYKOBOAWUTENS OpraHu3auunm).

3.4. Pa3MHOXeHMe [LOKYMEHTOB W U3JaHWin C rpuoM «[ns cnyxebHOro nosb30BaHUS»
OCYLLLeCTBNAETCA TONbKO C MWUCbMEHHOTO paspelleHns PYKOBOACTBa OpraHusauum un nog
KOHTPO/IeM OTBETCTBEHHOIO 3a paboTy C JOKyMeHTaMu ¢ rpudom «ACI»;

. YUeT pasMHOXeHHbIX JOKYMEHTOB OCYLLECTBAETCA MO 3K3EMM/ISPAM.

[OKYMeHTbl 1 un3gaHusa «[na cnyxebHOro noNb30BaHUA», MONYYEHHbIE OT CTOPOHHUX



opraHu3aunii, MoryT 6biTb pa3MHOXEHbI TOIbKO C MX COrnacus.

3.5. OTnpaBnsemble AOKYMEHTbI, Aena n nigaHusa «ns cny»eo6Horo nosib3oBaHUs» LOSIXKHbI
OblTb MOMeLLEeHbl B KOHBEPTbI /IM60 YynakoBaHbl. 3anpeLiaeTca WMCMNoib3oBaTb KOHBEPTbI C
NPO3payYHbIMU «OKOLLKaMU» A/1F NepecbisiKN 3TUX AOKYMEHTOB.

3.6. Ha ynakoBke (KOHBepTe) yKa3blBalOTCA afpeca W HaMMEHOBaHWA nonyyatens u
OTNpaBuUTeNA, HOMepa B/IOXXEHHbIX OKYMEHTOB C flo6aBneHnemM 0TMeTKN «4CIMM».

3anpeLyaeTcs yKasblBaTb (hamuUIMM U AO/DKHOCTW PYKOBOAUTENE U COTPYAHMKOB, a TakXe
HaVMeHOBaHMS CTPYKTYPHbIX MOAPa3feNieHnin OpraHmM3auny Ha YMnakoBKe [AOKYMEHTOB W
n3paHunii «Ans cny)KebHOro nosib30BaHUs».

4. 'pynnnpoBKa NCMNONIHEHHbIX JOKYMEHTOB B Jiena

4.1. JokyMeHTbl C rpuom «[ns cny>ebHOro mMosib30BaHUA» MOCMe  UCMOSHEHNA
rpynnupytotca B fena. MNMopsagok ux rpynnupoBKK npefycmaTpyuBaeTca HOMeHKNatypamu fen
HEeCeKpeTHOro enonpon3BoACTBa.

B HoMeHKnaTypy fen B 06s3aTe/lbHOM MOPSAAKe BK/IOYAKOTCA BCe CMpPaBOYHble KApTOTEKU U
XYPHasbl Ha LJOKYMEHTbI U U3JaHns ¢ rpugom «1ns cnyxebHOro nosib30BaHns».

4.2. [OOKYyMeHTbl C rpudom «nsa cny>kebHoro nosib3oBaHWA» B 3aBUCUMOCTU  OT
NPOV3BOACTBEHHOW HEOOXOAMMOCTM AOMYCKAeTCA rpynnupoBaTh B fena OTAe/IbHO UM BMeCTe C
APYTUMU HECEKPETHLIMWN JOKYMEHTaMu Mo OAHOMY U TOMY >Ke BOMpOcCY.

B cnyuasx, korga B opraHusauum obpasyercs 60/bLLOe KOMMYECTBO OAHUX W TeX Xe BUAOB
[LOKYMEHTOB W gen (npukasbl, WHCTPYKUWW, CBOLKW W T.4.) C rpudom «Ona cnyxebHoro
nonb3oBaHua» KW 6e3 3toro rpuda, LenecoobpasHo npegycmarpmeatb WX 060C06/1EHHOE
(hopmupoBaHme B fena. Mpu 3aToM B rpade HOMeHKNaTypbl «VIHAEKC fena» K HOMepy [fena c
JOKyMeHTaMu «[1ns cnyxebHoro nosb3osaHusA» fobasnserca otMetka «4CIM».

MMpn BKAKOYEHUN [OKYMEHTa C rpudoMm «na cnyxebHOro nonb3oBaHUs» B feno ¢
HECEKPETHLIMW JOKYMEHTaMU, He MMEKLMMU aHANorMYHOro rpuga, AaHHoe [efno nosy4aer
rpug «na  cny)kebHOro nosb3oBaHWA» W COOTBETCTBYHOLEE YTOYHEHME BHOCUTCA B
HOMEeHKNaTypy feN TeKyLLero roga.

B opraHusauuax, B LeATeNIbHOCTN KOTOPbIX 00pa3yeTcs HebosbLIOe KOMYECTBO AOKYMEHTOB
«[Ans cny>Ke6HOro nofb30BaHWA», HOMEHKNATYPOil Aen MOXeT 6biTb NPeAyCMOTPEHO 3aBefeHune
OLHOTO [ena, KOTopoe WMeHyeTcs «JJOKYMeHTbl «[nf cny>kebHoro nosb3oBaHusA». Cpok
XpaHeHWs Takoro fena He yCTaHaB/IMBaeTCA, a B COOTBETCTBYIOLLEN rpage HOMEeHKNaTypbl fen
npocTaB/IfAeTcs 0OTMEeTKAa «3IK» (3KCnepTHas KOMUCCHUS).

4.3. Tlo OKOHYaHUW [enonpon3BOACTBEHHOIO rofa Aeno «JOoKyMeHTbl «[ns cnyXebHoro
NoMb30BaHUA»  MPOCMATPMBAETCA  3KCMEPTHOW  KOMUCCMEeA NOAUCTHO W, B Ciy4ae
Heo6X04MMOCTH, NMPUMHUMAETCA peLleHne O MeperpynnupoBke LOKymMeHTOB. Coepxalimecs B
fene [OKYMEHTbl MOCTOSIHHOIO CpOKa XpaHeHuUs rpynnupyroTca B OTAeNbHOe feno (gena),
KOTOpOe Mo/yyaeT CaMOCTOATE/IbHbIA  3aro/lOBOK M AOMNOMHWUTENIbHO  BK/OYAaeTcs B
HOMeHKnaTypy gen.

Ecnn B feno «JoKymMeHTbl «[4ns cny>Ke6HOro nonb30BaHWsA» BK/IHOYEHbI JOKYMEHTbI TOIbKO
BPEMEHHbIX CPOKOB XpaHeHWs, OHO MOXEeT He nepetopmMumpoBbIBaTbCA. CPOK XpaHeHWUs Takoro
[lena yctaHaB/IMBAETCA N0 MakCUMasbHOMY CPOKY XpaHeHWs cofepXXaliuxcs B HeM JOKYMEHTOB.
OTmeTKa «9K» B rpade HOMeHKnaTypbl gen «CpoK XpaHeHMs» 3a4epKMBaeTcs U 3aMeHsieTcs
YTOYHEHHbLIM CPOKOM XpaHeHUs.

44. [Hena C [OKyMeHTamMu «[na  cny)XeO6HOro  Mnonb30BaHMA»  MOCTOAHHOIO U
fonrospeMeHHoro (cebiwe 10 f1eT) cpoka XpaHeHWUs LOMXHbI UMeTb BHYTPEHHMWE OMUCH.

5. icnonb3oBaHune JOKYMEHTOB, Aen U usgaHuii. CHATUe ¢ gen rpuda «Jasa cnyxebHoro
MnoNnb30BaHUA»

5.1. K paboTe c genamu «[ns cny>ke6HOro nosb30BaHWUA» [LOMYCKatOTCA MMEoLWMe K HUM
HenocpeACTBEHHOE OTHOLUEHME AO0/DKHOCTHbIE NNLA, a K JOKYMEHTaM - COrflaCHO YKa3aHWAM.



COAepXaLlnmMes B pe30/toLnsaxX pyKOBOAMTENEN opraHn3aLuuii.

Kateropum paboTHMKOB, [OMNyCKaeMblXx K paboTe ¢ wu3gaHuaMu «ns  cny>kebHoro
MoMb30BaHUA» ONpPefenstoTCH PYKOBOAUTENAMMW OpraHu3aLnii.

5.2. 3anpewaeTcs Monb30BaTbCA CBEAEHUAMN M3 JOKYMEHTOB U U3AaHUI «[nsi CnyXebHOro
NoMb30BaHUA» [ANS OTKPbITbIX BbICTYMAEHWUA WX  OMNYO/MKOBaHWA B OTKPbLITOW neyatw,
rnepefayax Mo pagvo W TeneBUAEHWUIO, 3KCMOHWPOBATb Takue [AOKYMEHTbl W W3haHuA Ha
BbICTaBKax, eMOHCTPMPOBaTb UX Ha CTeHAax U T.4.

5.3. TpeactaBuTenn [pyrux opraHv3auuin [OMyCKalTCs K O3HaKOMIEHUIO U paboTe C
JOKYMEHTaMU M U3faHuaMU «[na cny>ke6HOro Mnofib30BaHUs» C paspeLleHns pPyKOBOAMTENel
opraHusauunii (CTPYKTYpHbIX NoApasgeneHunin), B BeAeHUN KOTOPbIX HaxXoAaTca 3TU MaTepuanbl,
NPy HaMYUM NUCbMEHHOO 3anpoca TeX OpraHm3auuii, B KOTOPbIX OHU paboTaroT, C yKasaHUeM
TEMbI BbINO/IHAEMOr0 3a4aHus.

54. [Hena n wu3faHua «Ona cny>KebHOro nosib30BaHWA» BbIAAOTCS WCMONHUTENAM W
NPUHUMAKOTCA OT HWMX Nojg pacnucky B «KapTouke yyeTa BblAaBaeMblX [AeN U W3AaHWA»
(npunoxeHue 4).

5.5. CHATUE PYKOMUCHBIX, MAlLIMHOMMUCHbIX, KCEPOKOMNWUIA, & Tak)Ke NPOM3BOACTBO BbIMUCOK U3
AOKYMEHTOB M M3faHuin «[nsa cny>xebHOro nosib3oBaHUS» COTPYAHMKAMWU AaHHOW OpraHu3auuu
NMPOM3BOAUTCA  C  paspelleHWs  PyKOBOAUTeNns  3TOM  opraHu3aumm  (CTPYKTYPHOro
nogpasgeneHus).

CHATVe Konwi AN CTOPOHHUX OpraHu3aumini ¢ LOKYMEHTOB W u3faHui «[ns cnyxebHOro
Nnonb3oBaHWA» MNPOU3BOAMTCA Ha OCHOBAHUW MUCbMEHHLIX 3aMpoCOB C  paspeLLeHuns
PYKOBOAWTENS OpraHu3aLmny NoAroToBMBLLENA 3TW LOKYMEHTbI NN U3[aHWIA.

5.6. [ena NOCTOSAHHOINO W BPEMEHHOr0 CPOKOB XpaHeHWs C rpudom «ns cnyebHoro
MONb30BaHNA» MEPUOANYECKN NMPOCMATPUBAIOTCA C LIeNIbK0 BO3SMOXKHOIO CHATUSA 3TOr0 rpuda.

MpocMOTp OCYyLLEeCTBASETCA NpU Nepefade fen U3 CTPYKTYPHbIX MOApasfeneHuii B apxXuB
opraHusauun, B npoLecce XpaHeHWs [en B BELOMCTBEHHOM apxuBe, a TakXe Mpu MoAroToBke
[eNl NOCTOSAHHOIO CPOKa XpaHeHUs K nepefaye B rocyapCTBEHHbIA apXuB.

PelwleHne Bonpoca O CHATUM rpuga «[nd cny>xebHOro nonb3oBaHUA» BO3/MaraeTcs Ha
CO3[jaBaeMyl0 B YCTaHOB/IEHHOM TMOpPsiAKe ChneuuasbHyl0 KOMWUCCUIO, B COCTaB KOTOPOIA
BK/IOYalOTCA NpeAcTaBUTeNI opraHmsauuu.

PelleHne KoMUCCUM OOPMAAETCS COCTaBAEMbIM B NPOW3BO/ILHOW (JOpMe aKkTOM, KOTOPbIiA
YTBEPXJAeTCa PYyKOBOAMUTeNleM opraHusauuv. B akTe nepeuncnaioTca fena, ¢ KOTOpbIX rpudg
«[Ana cny>ebHOro nosib30BaHMsA» CHUMaETCH.

OAnH 3K3emMnnsp akrta BMeCcTe C [enamun repefaetca B apXvuB opraHusauuu, a Ha fgena
MOCTOSHHOIO CPOKa XpPaHEeHWs - B rOCYAapCTBEHHbIN apXuB.

5.7. Ha obnoxkax gen rpud «ns cny>kebHOro nosb3oBaHWsA» MorallaeTca LWramrnom win
3anncblo OT PYKU C YyKasaHWEM faTbl U HOMepa akTa, MOCNY>KMBLUEro OCHOBaHWeM A1 ero
CHATUSA.

5.8. Mpn cHATUM rputha «ACI» Ha AOKYMeHTax, MU3haHusAX, a TakKe B Y4YeTHbIX (hopmax
[lenatoTcs COOTBETCTBYHOLLME OTMETKM W MH(OPMUPYHOTCA BCe ajpecatbl, KOTOPbIM 3TU
LOKYMeHTbI (M34aHuNs) HanpaBsnuCh.

6. OT60pP LOKYMEHTOB, &N U U3AaHWUI 415 XPAHEHUSI U K YHUUTOXEHMIO

6.1. MNMpoBefeHNe 3KCNepTM3bl HAYYHOW N NPaKTUYECKOW LLEHHOCTM LOKYMEHTOB W gen «Ans
CNy>Ke6HOro Mosib30BaHWA» PacCMOTPeHME U YTBEPX[EHWe ee pe3ynbTaToB MPOW3BOAUTCA B
COOTBETCTBUU C TPeOOBAHUAMU W NOPSAAKOM, YCTAHOBNEHHbIMU A/1 HECEKPETHbLIX MaTepuasion
(OcHoBHbIe npasuia paboTbl BEAOMCTBEHHbIX apXUBOB, pasgen 3).

6.2. [ena w3 CTPYKTYPHbIX MNOApa3feNieHnini B apxuB OpraHusauuy nepepawTca B
obpaboTaHHoM Buge. [lpu 3TOM [fena, CcoOAepXaline [OKYMeHTbl «[na cnyxebHoro
Monb30BaHNA», BHOCATCA B ONUCL (MPUIOXKEHWe 5) Hapsady C ApYrUMWU Aenamu, COAepXKallvmMu
HeCEKPETHbIE JOKYMEHTHI.

6.3. [ena «[na cny>e6HOro mMonb30BaHMS» MOCTOSAHHOTO XPaHEeHWs MepeaatoTcs B



rocyfapCTBeHHbI apXuB B YCTAHOB/EHHOM MNOpsKe C 006s3aTe/IbHOM MOMMCTHOM NPOBEPKOM
BK/HOUYEHHbIX B HUX JOKYMeHTOB (OCHOBHbIE NpaBu/ia paboTbl BeLOMCTBEHHbIX apXM1BOB, pa3fen
13).

6.4. OT06paHHble K YHUUTOXeHU aena «[nsa cnyXebHOro nosib30BaHUSA», He MMetoLLme
MCTOPUYECKON LEHHOCTU W yTpaTMBLUME MpPaKTUYeCKoe 3HayeHuWe, MOryT O(OpMAATLCA
OTAENbHbIM aKTOM WAM BKAKOYaTbCA B OOLWMIA aKT BMecTe C [ApYyrvMM OTO6GpaHHbIMU K
YHUUTOXEHUIO HeCeKpeTHbIMK genamu. MMpu aToM B rpade «3arofioBku fen» nocne HOMepos
3aTUX fen npoctaBnsetcd otMmetka «ACIM» (npunoxeHue 6). B y4deTHbIX hopmax 06 3TOM
JenaeTca COOTBETCTBYHOLLAA OTMETKA CO CCbI/IKOW Ha COOTBETCTBYIOLLMIA aKT.

7. ObecrieyeHme COXPaHHOCTM JOKYMEHTOB, AeN U U3gaHWiA. MpoBepKa UX HaMuns

7.1. JOKyMeHTbl, fena U usgaHusa «nsa cny>kebHoro nonb3oBaHWUsA» LO/HKHbI XPaHUTbHCA B
CNY>XXe6HbIX NMOMELEHNAX B HafeXHO 3anMpaeMbiX U oneyaTbiBaemblX LWKadax (XpaHunuwiax).
Mpu 3TOM [O/MKHbI BbITb CO34aHbl Hafexallne yCcnosus, obecneyvBatoLime UX (HU3NYECKYHO
coxpaHHocTb (OCHOBHbIe npasuia paboTbl BE4OMCTBEHHbIX apXMBOB, pasfen b5).

7.2. BblgaHHble ona paboTel gena «[ns cny>xebHOro nosib30BaHUA» NOANEeXar BO3BpaTy B
CNy>X0y [LOKYMEHTaLMOHHOr0 06ecrneveHns Uam apxXus B TOT XKe AeHb.

OTgenbHble gena «[ns cnyxebHOro nonb3oBaHWA» C paspeLleHus PYKOBOAMUTENs Cnyxobl
AOKYMEHTALMOHHOrO 06ecneyeHnss MOryT HaxXOAWUTbCA Y WCMOMHWUTENs B TeYeHMe CpOKa,
Heo6X0AMMOro A/1 BbINOJIHEHNA 3aJaHns, NMPU YCNOBMM MOTHOTO 06ecneveHns X COXPaHHOCTM
N COBNMIOAEHNSA NPaBUST XPaHEHUS.

7.3. TMepefaya [LOKYMEHTOB, [fen W W3LaHUA «[ns cnyebHOro mnosib30BaHUsA» APYTUMm
COTPYAHUKAM, MNPOU3BOAUTCA TONbKO 4epe3 Cnyby [LOKYMeHTalLMOHHOro obecneyeHns
opraHusauuu.

7.4. 3anpeliaetcs W3bATME U3 [eNl WU NepeMelleHVe [OKYMEHTOB C rpudom «ns
Cny>xebHOro  Mofb30BaHMSA» W3  OJHOIMO fJena B Apyroe 6e3  caHKUWM  CNYXObl
OOKYMEHTaLMOHHOro 06ecrneyeHns WAM  NMLa, OCYLLECTBAAIOWEro ux Yy4yeT. O60 Bcex
MPOBELEHHbIX WU3BATUAX WAN NepemelleHnaxX [LenatTcs OTMETKUM B YYETHbIX [OKYMEHTaX,
BK/IOYas BHYTPEHHWE OMnucw.

3anpelyaetcs BbIHOCUTbL AOKYMEHTbI, fena WU n3gaHus «[is cny>KebHOro nonb3oBaHus» K3
CNY>KeOHbIX MNOMELLEHMN A8 paboTbl C HUMK Ha JOMY.

7.5. lpn cmeHe B opraHus3auuMm cneumannicta, OTBETCTBEHHOro 3a Y4yeT [AOKYMEHTOB C
rpugom «[CM» cocTaBnsetcs akT MpuemMa-cfaynm 3TuX AOKYMEHTOB, KOTOpbIV YTBepXAaeTcs
HayvaNbHNUKOM CNY>6bl JOKYMEHTALNOHHOIO 06ecneyeHns opraHn3aunu.

7.6. TlpoBepka HanM4uus LOKYMEHTOB, U3[aHWA W [eN, cofepXawmx AOKYMEHTbI C rpugom
«[CIM» B opraHusaLnmn, NPoOBOAUTCA He pexxe O4HOro pasa B roj KOMUCCUAMM, Ha3Ha4aeMbIMU
NPUKasoM pPYKOBOAWUTENS oOpraHusaumum. B cocTaB KOMMCCUIA  BK/IKOYAETCA  CMEeLUasnuncT,
OTBETCTBEHHbIW 32 YUYET N XpaHeHUe 3TUX JOKYMEHTOB.

B apxvBe opraHusauum npoBepka Haanumsg [LOKYMeHTOB C rpugom «[Cl» B pgenax
MPOBOAMTCA He pexKe 04HOro pasa B NATb N1eT. Pe3ynbTarbl NPOBEPOK OPOPMAAOTCA aKTOM.

WNHCTpyKUmMa coctaBneHa Ha ocHoBaHUWM [MoctaHoBneHns P® o1 03.11.1994r. Nel233 «O6
yTBEPXAeHUN MoN0XeHNs 0 NopsaLKe 06palleHns Co Cy>KebHON MH(opMaL e orpaHMYeHHOro
pacnpocTpaHeHuns»

3amecTuTeNb AMpeKTopa 3apy6uH



