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PazymoBa E.®.

Meroanueckue peKOMEHAAIMU JJii CaMOCTOSITENIbHOW paboThl 00ydaroImmxcs
no auciuruinHe «JlemonpousBoacteo B MUC Poccum» (manee — wmeTtoauyeckue
pekomenaanuu) 1o cnenuaidbHocTH 20.05.01 TlokapHast 6e30macHOCTh, MNPOPHIIH
«IToxxapnas 6e3onacHocTh rocynapcrsa» — MBanoso: UIICA I'TIC MUC Poccuu, 2024.—
52 c.

Meroandeckue pEeKOMEHIAIMU COJAEpKAT KPaTKOe W3JIOKEHUE TUCITUTUIIMHBI
«/lemonpoussonctBo B MUC Poccum» B cootrBeTcTBUU ¢ TpeboBanusimu denepanbHOTO
roCyIapCTBEHHOTO 00Pa30BaTENbHOTO CTaHAApTa BBICIIEr0 0Opa30BaHUs — CIELHUATUTET
no crueruanbHocTH 20.05.01 TlokapHast 6€30macHOCTh W OCHOBHOUM TpodecCroHaTbHOM
o0pa3oBaTenpHON MPOTpaMMBbl BBICIIET0 oOpazoBanus mo chneruaidbHocTH 20.05.01
[loxxapHast 0e30MacHOCTb, COBETHI MO IUIAHMPOBAHWIO M OpraHU3allid BpPEMEHH,
HEOOXOIUMOTI0 Ha M3YYE€HHE IUCUMIUIUHBI, MOXKEJaHUsS MO0 HU3YYEHHUIO OTACNIbHBIX TEM
Kypca, pEKOMEHJAIMd T[0 HCHOJb30BAHUI0 MaTepuajoB  y4eOHO-METOAUYECKOTrO
KOMILJIEKCA, PEKOMEHJAluu 10 paboTe ¢ JUTepaTypod; COBEThl IO TOJATOTOBKE K
IPOMEKYTOYHOM aTTeCTALUH.

Metoauueckue peKOMEHJALMU pacCMOTPEHbl Ha 3aceldaHuu Kadeapbl OCHOB
rpaxaanckoi 000poHs! u yrpasienus B UC.
[IpoTtokom Ne___ ot «__ » 20 r.

MeTtoanueckne peKOMEHIAMH 00CYKIEHBI U 0JI00OPEHBI Ha 3aCelaHUHd METOINKO-
nearoruyeckoro copera MBaHOBCKOM moxapHOo-cracatenbHoi akaaemuun [TIC MUC
Poccun.

[Ipotokom Ne «  » OoT «  » 20 r.

© UIICA I'TIC MYC Poccun, 2024
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1. BBEJIEHUE

Ienp qucuuIuivHbl - (GOpMUPOBAHKUE Y O0YUAIOUIMXCS LEIOCTHOTO MPEACTABICHUS
O CYIIHOCTH, BUJaX, (PyHKUHAX IJOKYMEHTOB; 00 OpraHu3aluy JTOKyMEHTOOOOpoTa U
TEXHOJIOTUH JieJIonpoun3BojicTBa B cucteme MUC Poccun.

CopnepkaHue Kypca SBISETCS OCHOBOM JUI M3YyYEHMs] TAaKMX JAUCHMIUIMH Kak
«MenemxmenT», «Ymnpaeinenue B cucteme MUCy, «Opranuzanus ciayk0bl U
NoAroToBKM», «Pa3paboTka yrnpaBiaeHUecKoro pemeHus», «OpraHuszanus padoThl C
kagpamu B MYC Poccum», «Ilcuxonorndyeckue acnekTbl NMPUHATHS YHOPaBICHUYECKUX
pelIEHN B DJKCTPEMAJIBHBIX CHUTyalUsAX», a TaK K€ Ui IOJYYEHHs NEPBUYHBIX
npodeccCHoHANbHBIX YMEHHUW M HaBBIKOB (B JIOJDKHOCTH 3aMECTUTENs HadajlbHUKA
MOKapHO-CIacaTebHOM YacTH), BHIMOJIHEHUS BBITYCKHON KBaTU(UKAIIMOHHOW pabOThl U
CIa4M TOCYAAPCTBEHHOIO 3K3aMEHA.

VYueOHBIE MaTepuand peaqu3yeTcss Ha JICKIUAX, NPAKTUYCCKUX 3aHATHSIX U
CEMUHAPCKUX 3aHATHSX. 3aBEPILIACTCS U3yUYECHNE JUCLHUIUIMHBI Ca4eil 3a4eTa.

OBIIUE PEKOMEH/JIAIIUM IO PABOTE C JIUTEPATYPOM

YMeHue paboTarh ¢ IUTEPATypOl — HEOOXOaMMOe KauecTBO. Bam oHO moTpedyercs
HE TOJIbKO B mporecce yueObl BY3e, HO 1 Ha mpoTsokeHUU Bced Baried mpakTudeckon
JNEATETBbHOCTH.

PabGoty ¢ nmurepaTypoit MOXHO TMpEACTaBUTH B BHUJE CICAYIONMIETO MPUMEPHOTO

ANrOpUTMA:
. M3y4YECHUE KOHCIIEKTA JICKIIHM;
. M3y4YeHHE OCHOBHOM y4eOHOI TuTepaTyphl;
. npopaboTKa JOMOJHUTENbHOH (yueOHOM 1 HAyYHOM) TUTEpaTypHhl.

B xoze uyTeHus oueHb MOJIE3HO, XOTS M He 0053aTeNbHO, JeNIaTh KPaTKUe KOHCIIEKTHI
MPOYUTAHHOTO, BBIMHUCKHU, 3aMETKH, BBIACNIATH HEACHBIC, CIOXKHBIE JJIsl BOCIPHUSTHS
BOIPOCHL. B 1ensx mposicHeHus MOCIeTHUX HYKHO oOpamiarscs K npenogasarento. Ilo
3aBepILEHUH U3yUeHHs] PEKOMEHIyeMOH JIUTepaTyphl MOJE3HO MPOBEPUTH YPOBEHb CBOUX
3HAHUI ¢ TOMOIIBIO KOHTPOJIBHBIX BOIPOCOB M TECTOB ISl CAMOIPOBEPKH.

HacrositensHO pexkomeHayeTcss u30erarb MEXaHHMYECKOTO 3ayydBaHHs y4eOHOTO
MaTepuaa.

Heo0OxomumMo BeCcTH crCTEeMaTHUECKYIO KaKI0OIHEBHYIO paO0Ty HaJ HOPMATUBHBIMU
uctoyHukamu. O0beM HHPOPMAIMHU N0 KYpCy HACTONBKO OOIIMPEH, YTO UM HE yIaeTcs
OBJIAJIETh B TIOCTIEAHNUE THU TIEPE]] CECCHE, KaK Ha 3TO MHOT/Ia PACCUNUTHIBAIOT HEKOTOPHIE
oOyJaembIe.

Crnenyer BOCHUTHIBaTH B ce0€ YCTAHOBKY Ha MPOYHOCTb, AOITOBPEMEHHOCTD
YCBOGHHMS 3HAaHUU MO Kypcy. Hamo moMHUTB, YTO OHU MOTPeOYyIOTCS HE TOJNBKO U HE
CTOJIBKO B XOJ€ HW3YyYeHHUS JaHHOW JUCHUUIUIMHBL, HO, 4YTO OCOOEHHO BaXHO, B
nocienyoueil npodeccuoHanbHON AesTeTbHOCTH.



2. METOANYECKHUE PEKOMEHJIALIMH 1O U3YYEHUIO TEM KYPCA

2.1. Tema 1. OOmme mnOJIOKEHUSI MO OPraHU3ALNM JAeJIONPOU3BOACTBA B
TEPPUTOPHAIBHBIX OPraHax, yupe:xxaenusx u opranuzanusax MUYC Poccuu.

1.1. JIOKyMEHTUPOBAHUE YIIPABICHYECKOW ICATSILHOCTH.

1. OGmMe moMoXKEeHus I0 OpraHU3aIiK AeJIONPOU3BOACTBA B moapasaeneHusx MUC.
2. TpeGoBaHus K MOMEIICHUSIM, TIPEIHA3HAYSHHBIM ISl BEICHHUS ICTIOTPOU3BO/ICTBA.
3. Knaccuduxkanus J0KyMEHTOB.

3HATD!

OCHOBHOM HOPMATHBHBIM JTOKYMEHTBI, PETYJIUPYIOLIUN JEIONPOU3BOACTBO B
noapazaeneHussx MUC — sro mpukaz MUC Poccum ot 14.05.2021 N 315 "OO6
yTBepkKAeHUU HHCTpyKIIMM 1O JEIONPOM3BOACTBY B TEPPUTOPHAIBHBIX OpraHax
MunuctepctBa Poccuiickoit  ®denepanum  1mo  Aenam  rpakAaHCKOW  0OOpOHBI,
YpE3BBIYAMHBIM CUTyaIlUsIM W JUKBUAAIMHM TOCICACTBUN CTUXHUHBIX O€ICTBHIA,
YUPEKICHUAX M OpraHM3alusax, HaXONsIMXcs B BeleHMM MunucrepcrBa Poccuiickon
denepanuu Mo ejaaM TPaKIAHCKONW 000OPOHBI, YPE3BBIYAHBIM CUTYAIIUSIM U JIMKBHIAIAN
[MOCJIEACTBUYN CTUXUWHBIX OenCcTBUI".

JesIonpon3BoACTBO - JEATEIHLHOCTh, OOECIIeUunBarOias Co3laHue OQPUITHATHLHBIX
JOKYyMEHTOB M OpPTaHU3alui0 pabOThl ¢ HUMHU B TEPPUTOPHAIILHOM OpraHe, OpraHU3aIiH
MUC Poccun.

JdoxkyMeHTHpOoBaHMe - (QuKcalus UHPOPMAlMM HAa MATEPHUAIbHBIX HOCUTENSIX B
YCTAHOBJIEHHOM TOPSIJIKE.

JJoKyMeHT0000pOT - JBWKEHHE JTOKYMEHTOB C MOMEHTA HUX CO3JaHUS WIH
MOJIYYECHHUS 10 3aBEPUICHUS MCTIOJIHEHMUSI, TOMELEHUS B JIEJ0 U (MJIK) OTIPABKHU.

KoHTpoJib 32 MCIIOJTHEHUEM CJIYKEOHBIX JOKYMEHTOB.

KoHTposib 3a MCHOJIHEHHEM CIIyXEOHBIX TOKYMEHTOB M IMOPYYEHUM BKIIOYAET B

ceost:

o MMOCTAaHOBKY CITY’>KEOHBIX JTOKYMEHTOB Y TIOPYYCHHUI Ha KOHTPOJIb;

o coop u o00paboTKy wuHGMOPMAMKM O XOJ€ M COCTOSHUU WCIOJHEHUS
CITy’>K€OHBIX JOKYMEHTOB M MOPYYCHUH;

. CHSITHE CITY)KEOHBIX TOKYMEHTOB U TIOPYUYEHHUH C KOHTPOJIS.

JdokyMeHT - oQUUHMATBHBIN JTOKYMEHT, CO3JaHHBIM TOCYJAapCTBEHHBIM OPIraHOM,
OpraHOM MECTHOTO CaMOYMIPABJICHHS, MOPUIANYECKUM WIA (DU3UIECKUM JTUIOM,
Oo(pOpMJICHHBI B YCTAHOBJIEHHOM TIOPSAJKE W BKJIIOYEHHBI B JOKYMEHTOOOOPOT
TeppuTOpHaNIbLHOTO oprana, opranuzanuu MUYC Poccuu;

Tp@ﬁOBaHlflﬂ K IIOMCINCHUAM IJIA BEACHUA ACJTOIIPOU3BOACTBA:

o B M30JINPOBAHHOE IMOMEIIICHHUE;

o 000pyZIOBaHHOM, MpPU HEOOXOAMMOCTHU, TaMOYpOM C OKHOM [JIsi BbLAAauu
JOKYMEHTOB WJIK OapbepoM;

o JIBEpU TMOMEIICHUSI OCHAILAIOTCA HAJCKHBIMU 3aMKaMU W CHUTHAIA3ALIUEH,

BBIBEJICHHOM Ha IMyJIbT YIPABIEHUS JEKYPHOTO (IIyHKT OXPaHBbI).
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JIOKyMeHT - O(UIMaTbHBIA JOKYMEHT, CO3JaHHBIA TOCYIapCTBEHHBIM OPTaHOM,
OPraHOM MECTHOIO CAaMOYINPABICHUS, IOPUAUYECKUM WIM (U3HYECKUM JIMIIOM,
O(QOpPMIIEHHBI B YCTAHOBJIEHHOM IIOpPSAJKE M BKJIOYEHHBIH B JIOKYMEHTOOOOPOT
TEPPUTOPHAIBHOTO oprana, opranuzanuu MUC Poccun.

JIOKYMEHTBI KJIaCCU(ULUPYIOTCS CIETYIOIIUM 00pa3oMm:

ITo TexHUKe CO3aHUA:

o PYKOTIMICHBIE,

o MaITuHOTUCHBIE,

o tunorpadckue.

ITo mecTy cocTaB/ieHUs

o BHYTpPEHHUE (CO3AI0TCSl BHYTPHU MOAPA3ACTICHUS),

o BHeEIIHUE (IPUXOAAT OT APYTHX MOAPA3ICICHUN U OpraHU3aIlnii).

Ilo Ha3HAYeHHIO:

o cpeacTBo ¢huxkcupoBaHus (GakTOB (aKThl, OTUETHI, TPOTOKOJIBI U T.J.),

o CPEICTBO mepenayu MH(OpManuMu Ha paccTosHHUE (MHUChbMA, TEJIerpaMMbl U
T.J.)

o CPEICTBO YIpPaBICHUSI.

I1o npoucxoxaeHunIo:

. CiIyeOHbIe (MCXOIAT OT MMEHHU YUYPEXKICHHUS WIA MNPEACTaBISIONUX HX
JOJKHOCTHBIX JIUIL),

o JUYHBIE (panopTa, 3asiBJICHUS, KaJT0O0bI T.1.).

ITo cTeneHu cJI0KHOCTH (IO KOJIMYECTBY OTPAXKEHHBIX BOIIPOCOB):

o IIPOCTHIE (COAEP)KAT OAMH BOMPOC),

. CJIOXHBIE (COepKAT HECKOIBKO BOTIPOCOB).

ITo cpokaM HCIIOJTHEHMS:

. cpounbie («CpouHo» — He Oosiee Tpex CyToK, «OnepaTUBHO» — A0 NECATU
TTHEH),

o HECpOYHbIE (CPOK YKa3aH Ha JJOK-TE€, €CJIM HE YKa3aH — B MECSYHBIN CPOK).

Ilo cpoxam xpaHeHuUs:

o MOCTOSTHHOTO (BEYHOT'O XPaHEHHS),

o BPEMEHHOTO (JI0 IECATH JIET),

o JIOJITOBPEMEHHOTO (CBBIIIIE AECSTH JIET).

I1o ropuan4YecKou cuJie: MOJIMHHBIE U HETIOIJINHHBIE.

Ilo cTeneHu MOAJIMHHOCTH:

. YEpHOBUKU (MpeBApUTEIbHAS PEIaKIUs JOKYMEHTA),

. NOJJMHHUKKY (TIOANMCAHHBIA W Haajexamum oOpazoM odopMIICHHBIN
AK3EMIUISP IOKYMEHTa COCTABJIICHHBIN B MEPBBIM pa3),

o Konmuu (TIOBTOPHOE aOCOJIOTHO TOYHOE BOCIPOM3BEICHHUE TMOJJIMHHUKA C
MTOMETKOMN «KOTUSD»),

o BBITIMCKA (TOYHAS KOMUS YaCTH MOJJIMHHOTO JIOKYMEHTA, COOTBETCTBYIOIINM
oOpa3zoM odopMIIeHHAS U 3aBEPEHHAS TIOMUCIMHU JTOJDKHOCTHBIX JIUI] M TICYATSIMH ),

. OyOauKaThl (IOKYMEHT, 3aMEHSIOUUN NMOJJIMHHUK U UMEIOIIMA OJMHAKOBYIO

C HUM IOPUANYECKYIO CHILY).



ITo crenenu riaacuocTu: oosrunsie, JCII, cexpeTHble.
ITo conepkaHMI0 TOKYMEHTHI IEIATCS Ha:

J OpraHMU3alMOHHBbIE (II0JI0KEHUS, YCTaBbl, UHCTPYKLIUHU, IIPABUTIA),

o pacnopsnuTeabHble (ITIOCTAHOBJICHMS, PACHOPSLKEHHsS], MPUKA3bl, yKa3aHUS,
peuieHus),

o CIpaBOYHO-UH(POPMAIIMOHHBIE (MHUChMa, JOKJIAJHBIE 3allUCKH, CIPABKH,
MIPOTOKOJIBI, aKThI, 0030PbI, OTYETHI, CIIUCKH, IEPEUYHU, CTEHOIPAMMBI U T.1.),

o JIMYHBIE (JIMYHBIE J1e]1a, XapaKTePUCTUKU, TPYIOB. KHUKKH, JINYHbIE KAPTOUKU

MMPCaJIOKCHUA, 3aABJICHUA U JKaJIOOBI rpamnaH).

Jlureparypa

1. HenonpoussoactBo B MUC Poccun: yuebHOE mocobue (s oOydaroniuxcs
crnenuasibHOCTH 20.05.01 «Iloxkapnas 6e3omacHocTh»). / CemenoB A.O., Pazymora E.@.,
®ponosa JI.LE. — MBanoBo: MBaHoOBCKas moxkapHo-cnacarenbHas akagemus [TIC MUC
Poccumn, 2022. — 109 c.

2. Jlenonpous3BoOACTBO U JOKYMEHTOOOOPOT B CHCTEME TOCYJAapCTBEHHOTO H
MYHUIIUITAIBHOTO yIpaBiieHus: yueb.-meto. nocodbue/E. B. 3aiinesa, H. B. ['onuaposa;
M-Bo oOpazoBanus u Hayku Poc. @enepanun, Ypaiu. ¢eaep. yH-1. ExarepunOypr: M3n-Bo
Vpan. yu-ta, 2017. — 178 ¢. C.18-28.

3. [Tpuxaz MYC Poccun ot 14.05.2021 N 315 "OO6 ytBepxaenun MHCTpyKIuu
[0 JICJIONPOM3BOJICTBY B TEPPUTOPHAIBHBIX oOpraHax MuHucrepctBa Pocculickon
®denepanuu Mo AeIaM rpakJaHCKON 0OOpPOHBI, YpE3BBIYAMHBIM CUTYALUSAM U JTUKBUIALUU
MOCJIC/ICTBUIA CTUXHUHBIX OCACTBUH, YUPEKACHUSIX W OPTaHU3AIUAK, HAXOANIUXCS B
BeneHnn MunuctepctBa Poccuiickoit ®denepanuu mo jaenam rpakJaHCKOM 0OOpPOHBI,
Ype3BbIYAITHBIM CUTYALMSIM U JIMKBUAALNUY TOCIEACTBUM cTUXUitHbIX OenctBuii" . I1.1.

BomnpochI 1J1s1 caMOCTOATEIHLHOTO H3YYeHHS
1.1.1. CoBpeMeHHOE JIeJI0mPOn3BOACTBO. JIOKYMEHTUPOBAHHASA HH(POpMALIHSL.
1. Ob6mepoccuiickuii KI1acCU(pUKaTOp yNpaBIeHUECKON JOKYMEHTAINH

JIureparypa
1. Ob6mepoccuiickuii kaccupukarop ynpasieHueckor gokymentanuu OK 011-93
(ytB. IlocTanoBnenuem I'occtangapra P® ot 30 nexkabps 1993 r. N 299).

1.2. O6mue TpeboBaHMs K CO3AAHUIO JTOKYMEHTOB.

1. OdopmiieHrE PEKBU3UTOB JOKYMEHTOB.

2. MeXBeTOMCTBEHHBIN AJIEKTPOHHBIN TOKYMEHTOOOOPOT.

3. Co3manne TOKyMEHTOB C UCTIOJIB30BAHUEM JIEKTPOHHOTO TOKYMEHTO000POTA.

3HATD!

Jlenonpou3BoACTBO, Kak 0JHA U3 QYHKUUNA yIPABICHHUS.

Jlenonpou3BOACTBO €CTh ~ JOKYMEHTUPOBAHHE  JESATEIBHOCTH  OpraHU3alMU
(npennpusiTusi), OCHOBAHHOE HA HAy4YHOW OpraHu3aluu Tpyda C HNpUMEHEHUEM
COBPEMEHHOU TEXHUKHU.



J1enonpou3BOACTBO MPUCYTCTBYET B KAXKJIOM OpraHu3alid, HE3aBUCUMO OT €€
TUIA, OPraHU3allMOHHO-TPAaBOBOM (GOpMbI, Xapakrepa naedarenbHocTH. C TeueHueM
BPEMEHU 3HAUCHUE JIETONPOU3BOJICTBA B IEATEILHOCTH OPraHU3allMii He YMEHBIIAETCS, a
Bo3pactaeT. He TpeOyer nokazarenbcTBa MOJIOKEHHE, YTO O€3 HaJlaKEHHOM CHUCTEMBbI
JIEJIONPOU3BOCTBA OpraHu3alldsg HEe MOXKET paboTarh ycnemHo. J[OKyMEeHTalMOHHOE
oOecrieueHre — BakHeIIast QyHKIUs yIpaBIeHHs CTEIIEHb COBEPILIEHCTBOBAHUS PaOOThI
C JIOKYMEHTaMU OIPEIENSeTCS: ONEPAaTUBHOCTHIO HCIIOJHEHHUS U TEpeMEelleHHUs
JIOKYMEHTOB.

JIroboi pabOTHUK OpraHU3alMy, HE3aBUCUMO OT TOTO, K KaKOW KaTeropuu OH
OTHOCUTCA — K PYKOBOAUTENSIM, CLIEHUATUCTaM, TEXHUYECKUM HCIIOJTHUTENSIM - CBSI3aH C
JOKyMeHTaMu. Pa3nuuue 3akitoyaeTcs UMb B XapakTepe padoThl C TOKyMEHTAMHU:

o PYKOBOIHMTENN U CIICIUATMCTHI OCYIIECTBIISIOT MPEUMYIIECTBEHHO TBOPUECK
yI0 paboTy;

o TEXHUYECKUE UCTIOJIHUTENH BBITIOJHSAIOT ONEPAIiH, CBSI3aHHBIE ¢ 00pabOoTKOM
JOKYMEHTOB.

B JICIIONIPOU3BOICTBE u3 oTpeaeNeHus TOKYMEHTAIIHOHHOTO
oOecrnieueHus ynpaBIeHUs BbIICISIETCS JBA aCeKTa:

o CO3/1aHHE JOKYMEHTOB;

o opranm3arys paboThl ¢ JOKYMEHTaMHU.

HCpBa}I HYaCTb OXBAThIBACT BCC BHBI pa60T, KOTOPBIC CBA3AHBI C HOHFOTOBKOﬁ
AOKYMCHTOB, BTOpas — pa60Ty C YK€ CO3AaHHBIMHU NJOKYMCHTAMHU

JIOKYMEHTBI, CO3[aBacMble B TEPPUTOPHAIBHBIX oOpraHax, opranuzamusx MUC
Poccun, nomxHbl opopMiATbCA Ha OJlaHKax, Ha CTaHAAPTHBIX JiucTax Oymaru (GopMaroB
A4 (210 x 297 mMm), AS (148 x 210 mM) 160 B BUAE IEKTPOHHBIX JOKYMEHTOB U UMETh
YCTaHOBJICHHBIN COCTAaB PEKBU3UTOB, UX PACIIONOKEHHE U OPOPMIICHHUE.

JIOKyMEeHTBI, u3/1aBaeMble OT UMEHH JBYX WJIH OoJjiee OpraHu3aiuii, 0hopMIsIIOTCS
Ha CTaHJIAPTHBIX JUCTax Oymaru 0e3 OyaHKa.

Jlis moAroToBkM M OQopmiieHUST JOKYMEHTOB B TEPPUTOPUANBHBIX OpraHax,
opranm3anusix MUC Poccun mnpuMeEHSIOTCS cleAyromue OJaHKd C MPOAOJIbHBIM U
YTJI0BBIM PACIIOJIOKEHUEM PEKBU3UTOB:

L4 OJaHKH C INPOAOJBbHBIM PACIIOJOXKCHHUEM PCKBHU3HUTOB HCIIOJIB3YIOTCA AJIA
O(bOpMJICHI/IH pPacnopAaUTCIIbHBIX JTOKYMCHTOB U IIPOTOKOJIOB COBemaHHﬁ;
L OJaHKH C YIJIOBBIM  PACIIOJIOKCHHUCM PCKBU3HUTOB HUCIIOJIB3YIHOTCS  IJIA

odopmiieHus CiTyKeOHBIX MTUCEM, IPEANUCAHNMN, CIIPABOK, U T.1.

bnanku MOMKHBI OBITh M3TOTOBJIEHBI JHOO MOJUTPAQUUECKUMU MPEANPUATHIMH,
MMEIOIUMH JIMLIEH3UH Ha COOTBETCTBYIOIIUN BHUJ ACSITEIBHOCTH U CEPTU(PUKATHI O
HAIMYUU TEXHUYECKUX W TEXHOJOTMYECKUX BO3MOXKHOCTEH Ui H3TOTOBICHUS
yKa3aHHOTO BUAA MPOAYKLIMHM Ha JIOJDKHOM KayeCTBEHHOM YpOBHE, JIMOO C
MCIIOJIb30BAaHUEM MMEIOIINXCSI B TeppUTOpHaibHOM opraHe, opranuzamuun MYC Poccun
TEXHUYECKUX CPEACTB (MHOXHUTEIbHOM M KOMIbIOTEpHON TexHukH). Ilpu stomM mms
MNOJATOTOBKM HWCHOJHHUTEISIMM JOKYMEHTOB Ha OJaHKax B DJIEKTPOHHOM  BHUJE
HEOOXOIMMBIM yCIIOBHEM SBIISIETCS €AUHOOOpa3ye 3JIEKTPOHHOTO MabIoHa KaXKA0ro BUAA
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0JlaHKa BO BCEX KOMITBIOTEPAX HMCTIOJHUTEICH TEPPUTOPHAIBHOTO OpraHa, OpraHU3allud
MUYUC Poccun.

ITocne yHuYTOXKEHMS OJAHKOB CTPOrOM OTUETHOCTH B IKypHaJIaX ydeTa
IPOCTABJISCTCS OTMETKA 00 YHHUTOXKEHUH OJJAHKOB C YKa3aHWEM HOMEpa aKTa.

Jlureparypa

1. HenonpousBoactso B MUC Poccun: yuebHOe mocobue (st oOydaronuxcs
cnenuasibHOCTH 20.05.01 «Iloxkapnas 6e3omacHocTh»). / CemenoB A.O., Pazymora E.@.,
®ponosa JI.E. — MBaHoBo: MBaHOBCKas nokapHo-crnacatenbHas akagemus ['TIC MUC
Poccun, 2022. — 109 c.

2. Jlenonpon3BOACTBO U JAOKYMEHTOOOOPOT B CHUCTEME TOCYAAPCTBEHHOTO U
MYHHIIMIIAJIBHOTO yIpaBieHus: y4ue0.-meton. nocooue/E. B. 3aiinea, H. B. ['onuaposa;
M-Bo obpaszoBanus u Hayku Poc. denepanuu, Ypan. denep. ya-1. EkarepunOypr: M3a-Bo
Vpan. yu-ta, 2017. — 178 ¢. C.63-67.

3. JIOKyMEeHTHpOBaHKE B YIpPaBIECHYECKOH JAesTeNbHOCTU: yuel. mocobue/K. A.
Bonkos, A. H. Ilpuxoasko, T. A. Pacuna, . M. Illyrosa; CII6I'’ACY. —CII0., 2009. —
140 c. C.6-11, 53-55.

4. Hanmonanensiit crangapt PO I'OCT P 7.0.97-2016 «Cuctema crangapToB MO
uHdopmaluy, OMOIMOTEYHOMY U M3JaTeNbCcKoMy  Aeny.  OpraHu3alluoHHO-
pacnopsiMTenbHas JOKyMeHTauus. TpeOoBaHus K O(QOPMICHHUIO TOKYMEHTOB» (YTB.
npukazoM denepanbHOr0 areHTCTBAa MO TEXHUYECKOMY PETYJIMPOBAHUIO U METPOJIOTHUH OT
8 nexabpst 2016 r. N 2004-cT).I1.6.

5. llpukaz MYC Poccun ot 14.05.2021 N 315 "O6 yrBepxxkaeHun MHCTpyKIMH 110
JETOMPOU3BOACTBY B TEPPUTOPUAIIBHBIX opraHax Munucrepcta Poccuiickon @enepanuu
Mo JeiaM TPaXTAaHCKOH OOOpOHBI, YPE3BBIYAWHBIM CHUTYallUSIM U JIUKBHUIAIAH
MOCJIC/ICTBUA CTUXUUHBIX OCACTBUHN, YUPEKACHUSIX W OPTaHU3AIUAK, HAXOANIUXCS B
BeneHnn MunuctepctBa Poccuiickoit ®denepauuu mo jaenam TrpakJaHCKOM OOOpPOHBI,
Ype3BbIYANHBIM CUTYAIUSIM U JIMKBUJIALIMK TTOCIEICTBUM CTUXUNHBIX OeACTBUI".

Bomnpocsl AJ151 caMOCTOSITEILHOTO U3YUYEeHUS
1.2.1. OCOOEHHOCTH SI3bIKA CIIVKEOHBIX JIOKYMEHTOB.

1. CtuincTryeckue 0COOEHHOCTH ATOBOM MEPEMHUCKH.
2. Oco0eHHOCTH 3THKETA I€TOBON MEPETUCKH.

JIureparypa
1. UckycctBo peun: YueOHOe mocoOue s oOydarolmuxcsi B BBICIIUX y4EOHBIX
3ageaeHussx MUC Poccum moxkapno- texuumueckoro mpodwist/C.E. Epmosa, H.A.
Kprokoga. - IBanoso: MBanosckuii uactutyT I'TIC MUC Poccun, 2012.-105¢. (I'PUD).

Bonpocs! 1J11 cCaMOCTOATEIBHOTO U3Y4YeHH S
1.2.2. DeKTpOHHAS MOAIMCE.
1. OO01He moNI0KEHUS.
2. Bujbl 3JIEKTPOHHBIX MTOJITHUCEH.
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3. CpeacTBa 37eKTPOHHOM MOANMUCH.

3HATD!

O6muM TpeboBaHMEM KO BCEM DJIEKTPOHHBIM JIOKYMEHTaM SIBJISIETCS HalWuue
ANEKTpOHHOM mnoanucu. IlpaBuna w  Buabl ucnods3oBaHus Il ycTaHOBIEHBI
®denepanbHbiM 3akoHOM 0T 06.04.2011 Ne 63-D3 «OO0 35eKTpoHHON TTOATUCKHY (nanee -
®3-63).

DJIeKTPOHHAs MOANUCH - 3TO HMHpOpMALMs B AJIEKTPOHHOU (opme, KoTopas
NpUCOEANHEHAa K Jpyro uHGOpMAMu B JIIEKTPOHHOM Qopme (ImoAmuchIBaeMOM
uHopMaIMu) WM WHBIM O00pa3oM CBsi3aHa C TakoW wuHQOpManmendr W KoTopas
WCIIOJIB3YETCS IJIs1 OTPEISTICHUS JINIIA, TTOAMMCHIBAIOIETO HH(OPMAITHIO.

Buabl 3/1eKTPOHHBIX MOANMUCEN:

1. IIpocras snektpoHHas noanuch (ganee - [IDII) - 3TO 37MeKTpOHHAS MOJIMKCH,
KOTOpAsi MOCPEICTBOM UCIIOJIb30BAHUS KOAOB, MAPOJIEN WA UHBIX CPEJICTB MOJTBEPKIAACT
(bakT QopMUpOBaHUS ANEKTPOHHOM MOANMHUCH ONpPENESIEHHbIM JIMIOM. To ecTh JaHHas
NOANMUCH JIMIIb YKAa3bIBAET HA JIMLO, MOJANKCABIIEE AOKYMEHT, HO HE MOATBEPHKIAAECT
comepxairyrocss B HeM wuHpopmaruio. UYUToObl 3JIEKTPOHHBIA JTOKYMEHT CUMTAJCH
noanucanubM [1311, He0OX0aMMO HaNIMYKE OJTHOTO U3 YCIOBUM:

- IPOCTast JIEKTPOHHAS TOAMUCH COAEPKUTCS B CAMOM 3JIEKTPOHHOM JIOKYMEHTE;

- KJIIOY IIPOCTOM DSJIEKTPOHHOW TMOJNHUCH NPHUMEHSAETCS B COOTBETCTBUHU C
MpaBUjaMH, yCTAHOBIICHHBIMH  OMEpPaTopoM  WH(OOPMAIMOHHOW  CHCTEMBI, C
HCIIOJB30BaHUEM KOTOPOM OCYHIECTBIISIIOTCS CO3/JaHUE U (WJIM) OTIPABKA 3JIEKTPOHHOIO
JIOKYMEHTA, U B CO3/IaHHOM U (WJIM) OTIPABICHHOM 3JIEKTPOHHOM JOKYMEHTE COJEPIKUTCS
uH(opMaIMs, yKas3pIBalOIIas Ha JIAIO, OT WMEHH KOTOpOoro ObUT co3maH u (WJIH)
OTHPABJIEH JIEKTPOHHBIN TOKYMEHT.

DONeKTpOHHBIA  JMOKyMeHT, moanucanubii [IOII, w™oxer ObITh TpHU3HAH
PaBHO3HAYHBIM OyMa)XHOMY, €CIH 3TO TPEIyCMOTPEHO HOPMATHBHBIMU IPABOBHIMU
aKTaMH ¥ (WJIM) COTTAIICHUEM MEXAY YYaCTHUKAMU 3JIEKTPOHHOTO B3aumojenctsus. [lpu
ATOM JIaHHBIE aKThl U (MJIM) COTJIAIICHUS JOJDKHBI MPEeyCcMaTpUBaTh:

- MpaBuUJa ONPEIEIICHUS JINIA, MOAMNUCHIBAIOLIETO 3JIEKTPOHHBIA TOKYMEHT, MO €ro
IIPOCTOM AIEKTPOHHOU MOIHUCH;

- 00s3aHHOCTH JIMIIA, CO3JAIOIIEr0 M (MJIM) HCIOJIb3YIOMIETO KIII0Y TMPOCTOU
AJNIEKTPOHHOM MOJAMUCH, COOJIIOIATh €r0 KOHPUACHIINATBHOCTb.

He nonyckaercst ucnons3oBanue [ID11 nst moanucanus 31€KTPOHHBIX IOKYMEHTOB,
COAEpXkaIMX  CBEAECHUS, COCTABJSIIOIIME  TOCYJAPCTBEHHYKO  TallHy, WIX B
WH()OPMAITMOHHOW CHCTEME, COJIEpXKAIIeH CBEISHHUS, COCTABISIONINE TOCYIapCTBEHHYIO
Taiiny (cT. 9 @3 - 63).

2. YcuneHnHas HeKBanu(pUIMPOBaHHAS JIEKTPOHHAs moanuck (nanee - YHOIII) - sato
ANIEKTPOHHAST TOJANHUCH, KOTOpas TOJy4eHa B pe3yibTaTe KpUITOTpaduuecKoro
npeoOpa3oBanus WH(OpPMAIIMKU C HCIOIB30BAHUEM KIIFOYA JJICKTPOHHON TMOIIMUCU H
MO3BOJISIET OMPENETUTh JHUI0, MOJIMUCABIIEE SJIEKTPOHHBIA JTOKYMEHT, U OOHApY>KUTb
(aKkT BHECEHUS MU3MEHEHHUU B JIEKTPOHHBIM JTOKYMEHT IMOCJI€ MOMEHTa €ro MOAMUCAHMUSL.
Ona co3pmaercst ¢ MCHOJb30BaHUEM CPEACTB 3JEKTPOHHOW moamucu. g opopmieHus
YHOII HeoO6xoaumMo 0O0paTUThCA B YAOCTOBEPSIOMIMKM IIEHTP 3a BbIAauel kiaroua. Kirou
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OII - 3T0 yHUKasbHAs MOCJIEI0BAaTEIbHOCTh CUMBOJIOB, IIPEIHA3HAYEHHAS ISl CO3JaHuUs
ANEKTPOHHOM noanucu. Takxe CylecTByeT Kirou npoBepku OlI, KOTOpbIi peACTaBiseT
co00¥ MoCIe10BaTENLHOCTh CUMBOJIOB U TIPEIHa3HAYEH JJI IPOBEPKHU MOATMHHOCTH D1,
JIOKyMEHTOM, MOJATBEPKIAIOIIUM TMPUHAMICKHOCTh Kitoua npoBepku Il Tomy wnmm
UHOMY JHILy, siBIIsieTca cepTudUKaT kimoda npoBepku OII, KOTOphll Takxke BbIIAETCA
yIOCTOBEPSIOIMM LIEHTPOM B BHJI€ DJEKTPOHHOIO JOKYMEHTa WM Ha OyMaKHOM
HOCHUTEJE.

DJIEKTPOHHBIA JOKYMEHT, moanucanubid Y HOII, kak u noanucannsiil [1311, moxer
ObITh MPHU3HAH PaBHO3HAYHBIM OYMa)XHOMY, €CJIM 3TO MPEeIyCMOTPEHO HOPMATHUBHBIMU
MPaBOBBIMU aKTaMH M (WJIM) COTJAIIEHUEM MEXAY YYACTHUKAMU 3JIEKTPOHHOTO
B3aumozeiictBus. Ilpu wucnonb3oBanmu YHOII cepruduxar ximroda MOXKET U HE
co3maBaThcs, eciiu cooTBercTBHe DIl maHHBIM TpU3HAKaM MOXKET OBITh oOecrieueHo 0e3
Takoro ceptudukara (1. 2 ct. 6 O3 - 63).

3. YcwieHHas kBa(UIIMpoOBaHHAs AJIEKTpoHHAs moanuck (nanee - YKOII) - ato
AJIEKTPOHHASI MOAMKUCH, KOTOPasi COOTBETCTBYET BCEM MPU3HAKAM HEKBaIU(UIIUPOBAHHOM
AIEKTPOHHOM MOAMMUCH U CIAEAYIOUIUM JONOJHUTENBHBIM IPU3HAKAM:

- KJIOY TPOBEPKU DJIEKTPOHHOM TMOAMKMCH YKa3aH B KBAIU(QUIMPOBAHHOM
cepTudukare;

- Uil CO3JaHUS W TPOBEPKU DIIEKTPOHHOM MOANUCH MCIOJIB3YIOTCS CpEICTBa
ANIEKTPOHHOM TMOAMHUCH, TIOJYyYUBIIME TOJITBEPKACHUE COOTBETCTBUS TPEeOOBAHUSIM,
ycranoBieHHbIM 1o @3 - 63. KBanudunupoBanublii ceprudukar kimoua nposepku Ol
BBIJIAETCSl AKKPEAUTOBAHHBIM YIOCTOBEPSIOIUM LIEHTPOM, €ro JOBEPEHHBIM JIMIIOM MM
YIOJHOMOYEHHBIM (eiepaibHbIM OPraHOM HCIIOJIHUTEILHOM BIACTH.

B oanextponnoit ¢dopme, mnonmucannas YKOII, mnpusHaercs 3I€KTPOHHBIM
JOKYMEHTOM, pPAaBHO3HAYHBIM JOKYMEHTY Ha OyMa)KHOM HOCHTENE, MOANUCAHHOMY
cooctBeHHopyuHor moamnuckio. [lo cpaBuenmio ¢ [IDI1 m YHOII ona mmeer camyio
BBICOKYIO CTENEHb 3aIUThl U MOYKET UCIOJb30BaThC JJIA MPEACTABICHUS JOKYMEHTOB B
mo0ble opranbl. VICKiItoueHne COCTaBISIIOT JIMIIL CIy4au, KOTJa 3aKOHAMHM WM UHBIMU
HOPMATUBHBIMH aKTaMH MpPEAYCMOTpPEHa HEO0OXOAMMOCTb MPENOCTaBIEHUS JIOKYMEHTa
TOJIbKO Ha OyMa)KHOM HOCHUTEJIE.

Takum o0pa3zom, i1 OCYIIECTBICHUS DJIEKTPOHHOTO JOKYMEHTO00OpOTa
OopraHu3alus B TEPBYIO OYepenb AOJKHA MPUOOPECTH HIIEKTPOHHYIO MOJINUCH (eciu
TaKOBOW y Hee He ObUIO), MOJYYHTh CEpTU(HKAT KIII0Ya, 3aKJIIOUUTH COTJAlIEHHE 00
oOMeHEe AJIEKTPOHHBIMHU JOKYMEHTAaMH C KOHTPAareHTaMu, a TaKXkKe JOrOBOP C OMEPATOPOM.
[Ipu 5TOM BCe YYaCTHUKH 3JIEKTPOHHOTO JOKYMEHTOOOOPOTa OJIKHBI OBITh MOJKIIOYECHBI
K oqHOMY oneparopy. Peectp onepatopos pazmenieH Ha caiite ®HC.

B 3aBucumoct 0T cdepbl NpUMEHEHHUS JJICKTPOHHOW NOANUCH B (upme
paboTojaTeNb MOXKET MOJMYYUTh OJHY WM HECKOJbKO BHUIOB moamuceil. OmHako B
HEKOTOPBIX CIIydasix, YCTAHOBJEHHBIX 3aKOHOAATEILCTBOM, €My HEOOXOIUMO HMETh
YKO3II, Hanmpumep, Npu NOANUCAHUY 3JIEKTPOHHBIX JOKYMEHTOB cOrIacHO DenepaibHOMY
3akoHy OT 05.04.2013 Ned44-d3 «O KOHTpaKTHOW cucTeMe B cdepe 3aKylnmoK TOBapOB,
pabot, yciuyr s OoOecCHedYeHHs TOCYJApCTBEHHBIX UM MYHHUIIMNAIBHBIX  HYXKI».
Hcnonb3oBaHue TakoW MOJMUCH TakkKe SBISETCS OO0sA3aTENbHBIM YCIOBUEM OOMEHa
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AIIEKTPOHHBIMU JOKYMEHTAMH MEXIy paboTojaTeleM W JUCTAHIIMOHHBIM PAOOTHHUKOM
(4.4 ct.312.1 TK PD).

Jluteparypa
1. ®enepanbubiii 3aKoH OT 6 anpens 2011 r. N 63-D3 «O06 31eKTpOHHON MOITHUCH.

2.2. Tema 2. Oco0eHHOCTH TIOATOTOBKM H O(OpPMJIEHUSI CJIYKeOHBIX
JOKYMEHTOB.

2.1. O0uMe NPUHIUIILI ¥ TpaBuiia 0hOPMIICHUS CIYKEOHBIX JOKYMEHTOB.

1. OcobGenHnocTr 0POPMIICHHS OPTaHU3AIMOHHO-PACTIOPSTUTEIBHBIX JOKYMEHTOB.
2. Ocobennoctr 0hOpMIICHHSI POTOKOJIOB.

3. OcobGenHocT 0hopMIICHHS aKTOB.

4. Ocobennoctu ohopMIICHHS CIYKEOHOTO MUChMA.

5. OcobenHocTr 0pOpMIICHHUS JOKIIATHON U CITYy>KEOHOM 3l CKH.

3HATD!

B TepputopuansiHom oprane, opranuzanuu MUC Poccuu co3naroTcs 10KYMEHTHI
Ha OyMa)KHOM HOCHUTEJNE, 3JEKTPOHHBIE JOKYMEHTHI U 3JIEKTPOHHBIE KOMUH JOKYMEHTOB,
MOJIyY€HHbIE B pe3yjbTare OUU(DPOBKU (HAMPUMEpP, CKAHUPOBAHUS) TOKYMEHTOB Ha
OyMa)XHOM HOCHTETIE.

JIOKyMEHTBI, CO3/1aBacMbleé B TEPPUTOPUAIBHBIX OpraHax, opraHuzauusx MUYC
Poccun, nomxuel opopmisaTees Ha OIaHKaX, HA CTAHAAPTHBIX JIMCTax Oymaru popMaToB
A4 (210 x 297 mm), AS (148 x 210 mm) 1100 B BUJIE SJIEKTPOHHBIX JOKYMEHTOB U UMETh
YCTAHOBJICHHBIN COCTAaB PEKBU3UTOB, UX PACIOJIOKEHUE U 0OPMIICHHE.

Ha nucrax Oymaru ¢opmara A6 (105 x 148 mm) odopMISIIOTCS PE30IOLNH,
nuctbl Oymaru ¢dopmara A3 (297 x 420 MM) UCTIONIB3YIOTCS JIsl OpopMIIeHUsT TaOIuII,
KapT, CXEM.

JlokyMeHTBI co3atoTces ¢ ucrnoiab3opanueM mpudra "Times New Roman" unu ero
METPUYECKOTO aHajora pasmepoM 14 (B MCKIIOYMTENBHBIX ciydasx - 13) ¢
MPUMEHEHUEM COBPEMEHHBIX TEKCTOBBIX PEJAKTOPOB, C OJMHAPHBIM WIIU MOIYTOPHBIM
MEXCTPOUHBIM HHTEpPBAJIOM. B OTHENBHBIX CIydasX MEXKCTPOUYHbIE MHTEPBAJIBI MOTYT
ObITh M3MEHEeHBI. JIOKyMEeHTHI, pa3pabaThiBaeMble B TaOJIMYHON (opme, TOmycKaercs
odopmiaTh mpudTom pazmepom 12.

AOG3amHBIA  OTCTYNT TEKCTa JOKymMeHTa - 1,25 cm. 3arojloBku pasaeioB W
MOJIpa3/IesioB IeYaTaroTcsl ¢ ab3al[HbIM OTCTYNOM WJIM BBIPABHUBAIOTCA IO IICHTPY.
WNurtepBan mexay cioBamMu - oauH mnpoden. MHTepBan mexay OykBamMH B CJIOBaxX -
OOBIYHBIH.

AOG3alHBIA OTCTYN MCHOJIB3YETCS TOJIBKO MPU U3TOTOBJICEHUU TEKCTa JOKYMEHTAa,
HO HE TMpuMeHsAeTca TMpu O(QOpPMIECHUU PEKBU3UTOB. PEKBU3UTHI JOKYMEHTAa,
oopMisieMble cieBa (3arojioBOK K TEKCTYy MUCbMa, OTMETKA O MPHJIOKEHUU, MOAINKCH,
OTMETKa 00 MCIIOJHUTENIE), a TAK)KE 3aKII0UnTeNbHAas dTuKeTHas ¢pasza "C yBaxxeHuem,"
MeYaTalTCs HEMOCPEACTBEHHO OT I'PAHUIIbI JIEBOTO IMOJIA.
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MHOroCTpOUYHbIE PEKBU3UTHI MEUATAIOTCA Y€pe3 OJUH MEKCTPOUHBIA HHTEPBAI,
COCTaBHbIC YACTH PEKBU3UTOB OTAENSIOTCS JOMOJHHUTEIBHBIM HWHTEpBAIOM. Ecin
JOKYMEHT TOTOBHUTCS JIJISl M3/IaHUS C YMEHbBIIIEHHEM MacilTada, TEeKCT MevaTtaeTcs 4yepe3
JIBOMHOW UHTEPBAJL.

Jlnst BbIAENIEHHUS YacTH TEKCTa JOKYMEHTa, 3arojioBKOB (B T.4. 3aroJioOBKOB
NPWIOKEHUI), MpPUMEUYaHUW MOTYT MCHOJb30BaThCS KUPHOE HauepTaHUE, KypCHB,
U3MEHEHHBIA (YMEHBIICHHBIH) MHTEPBAI MEXAY CTPOKaMH, CMEIIEHUE OTHOCHUTEIHHO
IPaHUL OCHOBHOI'O TEKCTA.

B cootBerctBun ¢ Ilpukazom MUYC Ne 315 ot 14.05.2021 r. pa3mepbl mnosein
JIOJKHBI OBITH HE MEHEE, MM:

Jleroe none — 25-30; BepxHee nojue — 20;

[TpaBoe nose — 10; HxHee noJe — 20.

[Tonst MeHbIIEW MMPUHBI HE JOMYCKAIOTCSA, T.K. OyIeT 3aTpyIHEHO nalibHEuIee
oopMIIEHUE U XpaHEHNE JOKYMEHTOB, HO OOJIBIIHE OIS JOIMTYCTHUMBI.

[Ipu odopmiieHHH TeKCTa JOKyMEHTa Ha JIByX M 0oJjiee CTpaHUILIaX BTOpas U
MOCJIEAYIONINE CTPAaHUIIBl JOJKHBI OBITh MPOHYMEPOBAHBI, MPH H3TOM KaXKIO0€
NPUIOKEHHUE K JOKYMEHTY JOJKHO UMETh CBOKO HYMEPALIUIO CTPAHHUIL.

[Ipn mepeHoce TeKCTa Ha CIEAYIOUIYH0 CTPaHULY MOCHEAHSS CTPAaHUIA TEKCTa
NOJKHA COJIEPKATh HE MEHEE TPEX CTPOK.

PexBu3uThl (0T JaT. requisitum — Tpedyemoe, HEOOXOAMMOE) — 3TO 00s3aTEeIIbHBIE
AJIIEMEHTBI, TPUCYIIUE OTMPEAEICHHOMY BULY IOKYMEHTOB.
CymiecTByIOT 2 BHIa PACTIOJIOKEHUSI PEKBU3UTOB:

o YIJIOBOU,

° MIPOJOJIbHBIMN.

Kaxxplii U3 HUX B CBOIO OUepelb MOXKET OBITh pa3MelleH OJHUM U3 CIIOCOOO0B:

° LIEHTPUPOBAHHBIM (HAYaJI0 M KOHEI KaXXJ0H CTPOKH PEKBU3UTOB PABHO
yAaJeHbl OT TPAHUI] 30HbI PACIIOJIOKEHHS PEKBU3UTOB);

° (bnaroBeIM (KaXk1asi CTpOKa PEKBU3UTOB HAYMHAETCS OT JIEBOW TPAHMIIBI 30HBI

PaCIIOI0KEHUSI PEKBU3UTOB).

JJoKyMeHTBI, cO31aBaeMble B TEPPUTOPHUATILHOM OpraHe, opranuzanuu MUC
Poccun, umeroT onpeaeieHHbIA COCTAB PEKBU3UTOB:

1) sm6nema MUC Poccuu;

2) T1TONHOE W COKpalleHHOE HAauMEHOBAaHWE TEPPUTOPUATIBLHOTO  OpraHa,
opranuzauuu MYC Poccuu;

3) cripaBOoUYHbIE JaHHBIE O TEPPUTOPUATILHOM opraHe, opranuzanuu MUYC Poccuu;

4) HauMEeHOBaHUE BHUJIA IOKYMEHTA;

5) nata JOKyMEHTa;

6) perucTpauMOHHBIM HOMEDP TOKYMEHTA;

7) cCchUIKA Ha pETMCTPALIMOHHBIA HOMEP U JaTy NOCTYMHUBIIETO JOKYMEHTA;

8) MecTo cocTaBlieHUs (M3/1aHKs1) TOKYMEHTA;

9) rpud orpaHuyYeHUs 1OCTyMA K JOKYMEHTY;

10) anpecar;
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11) rpud yTBepkaeHUS TOKYMEHTA,

12) 3arojoBOK K TEKCTY;

13) TeKCT TOKYMEHTa;

14) oTMeTKa O NPUIIOKEHUU;

15) rpud cornmacoBaHusi JOKYMEHTA,

16) Bu3a;

17) moanuce;

18) oTMeTka 00 3JEKTPOHHOMN MOAMUCH;

19) neuats;

20) ormMeTKa 00 UCTIOJIHUTETIE;

21) oTMeTKa O 3aBEPEHUU KOIIUY;

22) oTMETKA O MOCTYIUIEHUH IOKYMEHTA;

23) pe3omtonusi;

24) oTMETKa 0 KOHTPOJIE;

25) oTMeTKa O HalpaBJI€HUHU JOKYMEHTa B JIEJIO.

CocTaB pEKBU3UTOB KOHKPETHOIO JOKYMEHTa OIpeAeNseTcss €ro BUIOM H
HA3HAYCHUEM.

Jluteparypa

1. HenonpousBoactso B MUC Poccun: yuebHoe mocobue (st oOydaronuxcs
cnenuasibHoCcTH 20.05.01 «Iloxkapnas 6e3omacHocTh»). / CemenoB A.O., Pazymora E.@.,
@®ponosa JI.E. — MBaHoBo: MBaHOBCKas noxkapHo-crnacatenbHas akagemus ['TIC MUC
Poccun, 2022. — 109 c.

2. Jlenonpon3BOACTBO M JAOKYMEHTOOOOPOT B CHUCTEME TOCYAAPCTBEHHOTO U
MYHUIIMIIAJIBHOTO yIpaBieHus: y4ue0.-meton. nocooue/E. B. 3aitnea, H. B. ['onuaposa;
M-Bo obpaszoBanus u Hayku Poc. deneparuu, Ypan. denep. ya-1. EkarepunOypr: M3a-Bo
Vpan. yu-ta, 2017. — 178 ¢.C. 29-62.

3. Ilpuxaz MYUC Poccun ot 14.05.2021 N 315 "O6 yrBepxkneHun MHCTpyKIuu 1o
NEJIONPOU3BOJCTBY B TEPPUTOPHUAIIBHBIX OpraHax Munucrepctsa Poccuiickon denepanuu
no JejlaM TpaXJaHCKOM OOOpOHBI, YpE3BbIYAWHBIM CUTyallUsIM ©  JIMKBHUJALUU
MOCJIEICTBUNA CTUXUUHBIX OCACTBUHM, YUPEKACHUSIX U OpraHu3alusax, HaXOIALIUXCS B
BenieHnn MunucrepctBa Poccuiickoit ®denepanuu 1mo jenam TpakKIaHCKON OOOPOHBI,
YpEe3BbIYANHBIM CUTYAIUSIM U JIMKBUJIALIMY TTOCIEICTBUM CTUXUNHBIX OeACTBUI".

Bonpocel 1J151 caMOCTOATEILHOTO U3YUeHH s
2.1.1. TpeboBanus K 0(hOPMIIEHHIO CIYKEOHBIX JIOKYMEHTOB.
1. Pa3zpaboTka u odopmiieHrEe JOBEPEHHOCTH.
2. PekBU3NTHI, TPUMEHSIEMBIE JIJISi COCTABJICHHSI IIPUKA30B U PACIIOPSIKESHUH.

JIutepatypa
1. IMpuxaz MYC Poccun ot 14.05.2021 N 315 "O6 yrBepxkaeHun MHCTpyKIuu 1o
NEJIONPOU3BOJCTBY B TEPPUTOPHUAIIBHBIX OpraHax Munucrepctsa Poccuiickon denepanuu
no JejlaM TpaXJaHCKOM OOOpOHBI, YpEe3BbIYAWHBIM CUTyallUsIM M JIMKBHUJALUU
MOCJIEICTBUNA CTUXUUHBIX OCACTBUHM, YUPEXKACHUSIX U OpraHu3alusax, HaXOIALIUXCS B
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BeneHnn MunuctepctBa Poccuiickoit ®denepanuu mo jaenam rpakJaHCKOM 0OOpPOHBI,
Ype3BbIYAITHBIM CUTYALUsIM U JINKBUAALUY OCIEACTBUM CTUXUMHBIX OeacTBUMA".

2.2. Oco0EHHOCTU NOJArOTOBKU U 0POPMIIEHUS] OPraHU3allMOHHO-PACTIOPSIANTENbHBIX
JOKYMEHTOB.

1. Borpocsl, perynupyembie MpUKa3zaMu U PacOPSKEHUSIMHU.

2. I[opsa0ok MOATOTOBKH IOKYMEHTOB Ha MOJIHUCH.

3. [IpaBa nmoanucH NpUKa30B U PACTIOPSKEHUH.

4. ITopsimok coraacoBaHus MPUKA30B U PACIOPSHKEHU.

3HATD!

C pa3paboTKu OpPTraHU3AIMOHHO - PACMOPSAUTEIHHBIX JOKYMEHTOB COOCTBEHHO H
HAYMHACTCS JKU3HEACATEIHHOCTh OpraHu3anuu. OpraHu3aliOHHO - PACHOPSIUTEIHHBIC
JOKYMEHTBI HEOOXOAMMBI I TOTO, YTOOBI CO3/1aTh OPTaHMU3AIMIO0, YCTAHOBHUTH €€
CTPYKTYPY, OMPENEIUTh MTATHYIO YACICHHOCTh, QYHKIIUN CTPYKTYPHBIX MOApa3/Ie/ICHUH,
COBEIATENbHBIX, KOJUICTHAILHBIX OPraHOB, YCTAHOBUTH PEXHUM PabOThI, OCYIIECCTBUTH
OpTraHM3AIMIO TPyAa U pacrupeesieHne 00sI3aHHOCTEH MEeXTy paOOTHUKAMU, ONPEACITUTh
MOPSIOK.

Haubonee pacnpocTpaneHHbIC OpTaHU3AIMOHHO-PACTIOPSANTEILHBIC JOKYMEHTHI:

o yCTaB OpraHu3alluu;

o MOJIOXKEHHE 00 OpraHu3aliiy;

. MOJIOKEHHUE O CTPYKTYPHOM MOAPA3/IeIEHUH OpraHU3alllu;

J MOJIOKEHHE O KOJIJIETUAIBHBIX M COBEIIATENbHBIX OpraHax yUpeKIeHUs;

o IITAaTHOE pPAaCIUCaHUE;

J IpaBuiIa BHyTPEHHETO TPYIOBOTO PACIIOPSAKA;

J MHCTPYKLMU 10 OTACTBHBIM BUIAM JEATEIbHOCTH;

J JOJHKHOCTHBIE UHCTPYKIUH.

OpraHu3aioHHbIE  JTOKYMEHTHI - 3TO KOMILJIEKC JOKYMEHTAIUH,

pErJIaMEHTHUPYIOIIEH BCE  aCHEeKThl  JICSITENBHOCTH  JI000W  opranm3amuu. OnHu
YCTaHABIMBAIOT TMOPSOK €€ CO3JaHusi M MpaBuia  paboOThl,  OMNPEAEsIOT
aJIMUHUCTPATUBHYIO CTPYKTYpPY, PETYJIHpPYIOT MpaBa M O0O0s3aHHOCTU COTPYIHUKOB,
opranm3ylot ux Tpya. OdopmiieHne OpraHu3alMOHHBIX JOKYMEHTOB TpeOyeT 3HaHUS
JCHCTBYIOIIETO 3aKOHOMATEIhCTBA. TOJIBKO TPH COOJIOJEHUH BCEX CYIIECTBYIOIINX
TpeOoBaHuil OHM OyayT 00JamaTh FOPUIUIECKONW CHUIIOW, HEOOXOIMMOM i pa3pelieHus
KOH(JIMKTOB.

PacriopsimutenbHble JOKYMEHTBI — 3TO JOKYMEHTBHI, B KOTOPBIX (PHUKCHUPYIOTCS
pelIeHUsT  aAMUHUCTPATUBHBIX W  OPTaHU3AIMOHHBIX  BOMPOCOB  JACSITEIHLHOCTU
OpraHHU3aIIH.

C TmOMOIIBIO PaCHOPSAUTEIBHBIX JOKYMEHTOB OCYIIECTBISETCS 00mas (QyHKITHS
yhOpaBlieHusi, B KOTOpoil 0co0o BblaenseTcs Oojee yacTHast (PyHKUMSA PEryIupOBaHUA,
MO3BOJIAIOIIAsA OpPraHy yIpaBlieHUs: 00eCTeYrBaTh Peaal3aliio MOCTABICHHBIX MEPe] HUM
3aJ1a4, COTJIaCOBAaHHOCTh B pabOTE BCEX 3BEHHEB MPOU3BO/ICTBA.
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Pa3anuarnTcss HeCKOJIbKO BUI0OB PacCnnopsaauTeJIbHbIX JOKYMCHTOB, 4 UMCHHO:

. puKas
o MOCTaHOBJICHHE
o pelieHue

J pacrnopsbKeHue
. yKa3aHue

HaunGoiiee yacTo UCHOIB3yEMbIMU B YIIPABIEHYECKON MPAKTUKE SBISIOTCS JIBa BUJA
JIOKYMEHTA: MNpPHKa3 U PACHOPSHKEHHE. DT JOKYMEHTHl CO3Jal0TCSi B OpraHU3allMsX,
JEUCTBYIOIIMX HAa OCHOBE €JIMHOHA4Yalidsl, T.€. B HUX BCS MOJHOTA MCIOJHUTEIbHOU
BJIACTU NPUHAMICKHUT OJHOMY JUIy. Pasnumuusa Mexay INPHUKa30oM U PACHOPSKECHUEM
HEPEIKO OKa3bIBAKOTCA CTEPTHIMH, B OPTraHM3ALMAX B OJHHUX M TEX K€ CIy4asX MOTYT
W31aBaTbCs U IPUKA3bl, U PACTIOPSIKEHHUS.

[Ipuka3 — 3TO MpaBOBOM AaKT, W3AABAEMbId PYKOBOAUTEIEM, ACHUCTBYIOIIMM Ha
OCHOBE €IUHOJWYHOTO TIPUHATHS PEIICHUW, B LEJSIX pPa3pelieHUuss OCHOBHBIX U
ONEPAaTUBHBIX 3a/1a4, CTOAIIMX TMEpell OpraHu3alued. ODTOT JOKYMEHT MOXKET
o(OopMIISITECA Ha CHEIUATbHOM OJIaHKe — OJIaHKe NMpuKa3za Wik OJaHKe C YIJIOBBIM WIIU
IPOJIOJIBLHBIM PACIOJIOKEHUEM PEKBU3UTOB.

OcHoBHas 3a/1a4a pacrnopsAUTEIbHBIX JOKYMEHTOB - IPUIAHUE FOPUANIECKON CHIIBI
TOMY WJIH WUHOMY AEHCTBUIO PYKOBOAUTENS. B CBS3M € 3TUM S3bIK M CTHJIb 3TOrO THUIIA
NOKYMEHTAIIMM  OTJIMYAETCS JKECTKOM PErIaMEHTUPOBAHHOCTBIO, CTaHJAapTU3alUen
S3BIKOBBIX Mojeniedd. Vcmonb3oBaHWE CIIOXUBIINXCS (POPMYIUPOBOK OCBOOOIUTH OT
3aHUMAEeMOU JOJDKHOCTH ...; CO3aTh KOMHCCHUIO B COCTaBE... M IIOJ. YKa3bplBaeT Ha TO,
KaKUM HMMEHHO JCHUCTBUSM MNPUAACTCS FOPUANYECKUN CTaTyC. IOCTAHOBJIIEHUE, IIPUKA3,
pelieHue

TekcT pacnopsauTeNbHBIX JOKYMEHTOB COCTOWT, KakK IPaBUJIO, H3 JIBYX
YaCTEeU: KOHCTATUPYIOWIE M pPacHoOpsAOWATENbHOM. TEKCT wum3naraercss JIOTUYECKU
MOCJIEIOBATEILHO, YETKMMHU (pazamu, 0O€3 CIIOKHBIX NPUIATOYHBIX W YTOYHSIONIUX
o0opotoB. Hegomyctumo ynotpedieHne MHOTO3HAYHBIX CJIOB, MPUMEUYAHUN U CCHUIOK.

B koHcTaTupyromein 4acTh KpaTKO M3JIararoTcsl MPUYUHBI, LEJIW, MOTHBUPOBKA,
NOCITYKUBIIME OCHOBAaHUEM JUISl M3JAHUS PACHOPSOUTEIBHOIO JOKYMEHTA, WU
000CHOBBIBAETCS MPUYMHA €r0 Bbllycka. KoHCTaTHpYIOIIast 4acTh HAUMHAETCS CIIOBAMU: B
COOTBETCTBUM, B LEIAX, BO HcHoJiHeHHE. KoHCcTaTupyromas 4acTe OTCYTCTBYET, €CIIU
NPEANUCHIBAEMbBIE JEUCTBUS HE HYKAAIOTCA B Pa3bsiCHEHUH, HAIPUMED, PACIIOPSKEHUS O
HAa3HAYCHUH KOMHCCHI, 00 YTBEPKJACHUN MHCTPYKIIHH, aKTOB | T. TI.

PacniopsimurenbHas 4acTb JOKYMEHTA COJEPKUT IEPEUYEHb MEPONPUSATHN WIIA
MPEINUCHIBAEMBIX JIEMCTBUI, UX UCHIOJHUTEIECH U CPOKOB UCIIOJTHEHHS.

B Tekcrax pacnopsIMTENBHBIX JOKYMEHTOB, W3JAaBAEMBIX Ha MPHUHIUIIAX
KOJUIETUATLHOCTH, TPUHSITA (JOpMa M3JI0KEHUS OT TPETHETO JHUIA SIUHCTBEHHOTO YHCIa
(mOCTaHOBWJI, PEIIWI) WJIM MHOXECTBEHHOTO 4Yuciia (MIOCTAHOBWIIM, PEIIWIN), €CIU
JOKYMEHT COCTaBIIICTCS OT MMEHU JABYX U 0OOJiee OpraHu3aIini.

Pa3paboTka  OpraHu3allMOHHO—PACHOPAIUTEIBHON  JAOKYMEHTAllMH  TpeOyeT
COOJIIO/IEHUS CIEAYIOMUX TPUHIIUIIOB:

o TEKCT JOJDKEH ObITh MAaKCHUMaJbHO JIAKOHUYHBIM U, MPU 3TOM, TOYHBIM H
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SICHBIM;

J HE JI0ITYCKAETCs BO3MOKHOCTh HEOJHO3HAYHOI'O TOJIKOBAHUS;

o TOH U3JI0KEHUS JOJIKEH ObITh HEUTPATBbHBIM U BMECTE C TeM yOeIUTENbHBIM;

o JOIMYCKAeTCsl  MCIOJIb30BAHHE  TOJBKO  YCTOMUYMBBIX, OOMICTIPUHSATHIX
CJIOBOCOYETAHUU U COKPALICHUN;

. TEKCT JIOJDKEH COOTBETCTBOBAaTh TPEOOBAHUSAM CIIy>KEOHO-II€JI0BOIO CTHJIS
peuu;

o B OCHOBE IMPOEKTa JMAOJDKHBI JieKaTh (PaKkThl M KOHKPETHBIE peajbHbIE
MIPEJIOKECHUS;

o MPOEKT HE JOJKEH MyOnupoBaTh ApyrHe OpraHU3allMOHHO MPABOBBIE aKThl U
IIPOTUBOPEYUTH UM;

J oopmIIeHHE JTOJKHO COOTBETCTBOBATH JAEUCTBYIOLUIMM TI'OCYJapCTBEHHBIM U

BCAOMCTBCHHBIM CTaHAapTaM WM 3aKOHOAATCJIbHBIM HOPMaM.

OcHOBaHMSIMM JJIs1 WM3JAHHUS TPUKA30B TEPPUTOPHATBLHOIO OpraHa, OpraHu3aluu
MUC Poccun BIArOTCA:

1) HopmaTuBHBIe nipaBoBbie akThl MUC Poccuu;

2) npukazsl MUC Poccuu;

3) pewenust komierun MYC Poccun, BOEHHOTO COBETa CHACaTENbHBIX BOMHCKUX
hopMUpOBaHMIA;

4) nopyuenuss MuHuCTpa;

5) pewmeHus Kojulernu —TeppuropuanibHoro oprana MUYC  Poccum  (muis
tepputopuanbHoro oprana MUC Poccun);

6) mopydeHuss PYKOBOJUTENS TEPPUTOPUATIBHOIO opraHa, opranuzauuun MUC
Poccuu;

7) MHULIMATHBA CTPYKTYPHBIX MOAPA3AECICHHM.

B tepputopuansHbix opranax, opranuzauusx MUYC Poccun n3paroTcs cienyromue
BU/IbI IPUKA30B:

1) Mo OCHOBHOH AEATENBHOCTH TEPPUTOPHAIBHOIO oOpraHa, opranuzauun MUYC
Poccuu;

2) 110 JINYHOMY COCTaBY;

3) 1o cTpoeBoil yacTy;

4) 0 MOONIPEHUHU;

5) 0 KOMaHAMPOBAHUH.

[IpaBo moammcy NpUKa3oB U PaCIOPSKEHUN TPUHAJICHKNAT:

1) pykoBoaUTENIO TEPPUTOPUATIBHOTO OpraHa, opranuzauuu MUC Poccuy;

2) 3aMeCTUTENsIM, HadalbHUKaM (PYKOBOAMTENSM) CTPYKTYPHBIX MOJpa3iesieHUui
teppuropuansHoro oprana MUYC Poccun, KOTOpBIM PYKOBOJUTENEM TEPPUTOPUATIBHOTO
oprana MYC Poccum aenerupoBaHbl COOTBETCTBYIOIIME IOJHOMOYHMS 10 BOIIPOCAM MX
NEATEIBHOCTH.

Ha nmepuon BpemMeHHOro oOTCyTCTBHS (KOMaHIMPOBKA, OTIYCK, OOJIE3Hb)
PYKOBOJHMTENSI TEPPUTOPUAIBHOrO opraHa, opranuzauun MYC Poccum, 3amecturtens
PYKOBOJMTENSA,  HadajlbHUKA  (PYKOBOJIWTENS)  CTPYKTYPHOIO  MOJpa3JeieHUs



18

tepputopuanbHoro oprana MUC Poccuu, KoTopoMy NpUHAIIECKUT (IE€TETUPOBAHO) MPABO
NOANMUCH TMPUKA30B M PACHOPSHKEHUN, COOTBETCTBYIOLIME IIpaBa IPEAOCTABISIOTCS
JNOJKHOCTHOMY JIMILY, HA KOTOPOTO B YCTAHOBJIEHHOM MOPSAJKE BO3J0KEHO HCIIOJIHEHUE
UX 00s13aHHOCTEH.

Pacniopsikenuss 0 mpoBeNEeHUMH TMPOBEPOK B 0OJACTH MOXKApPHOW O€30MacHOCTU
NOJMUCHIBAIOTCS HavanbHUKOM oprana ['TIH nubo ero 3amecturenemM B COOTBETCTBUU C
MOJIOKEHHEM O FOCYAapCTBEHHOM MOKAPHOM HAJ30p€, YTBEPKICHHBIM B YCTAHOBJIEHHOM
NOPSIAKE HOPMATHUBHBIM MPABOBBIM aKTOM.

[IpoekT pacnopsAIUTEIbHOTO JOKYMEHTa IO OCHOBHOM JEATEIBbHOCTH 10
NOpeICTaBlIeHUs Ha TMOJNUCh JOJDKEH OBITh COIVIACOBAH C 3aMHTEPECOBAHHBIMU
JNOJKHOCTHBIMH JIMLIAMU B CIEAYIOLIEN MTOCIEA0BATEIbHOCTH:

1) ucionHuTeneM;

2) pyKOBOJUTENEM CTPYKTYPHOTO TOJIpa3AesieHus - UCIIOJHUTENS TPOEKTa MpuKas3a
(pacniopsxeHus);

3) pyKOBOAMTEISAMH CTPYKTYPHBIX MOAPa3ACICHUNA, KOTOPBIM JAIOTCS MOPYUEHUs, U
KOMITETEHIIMSI KOTOPBIX 3aTparuBaeTcs B MPOEKTE MpHKa3a (PacropsKeHHs);

4) pyKOBOAMTENEM CTPYKTYPHOTO MOAPA3IEICHUS 10 00ECIeUeHUI0 OE30MMacCHOCTH;

5) pykoBoAMUTEIEM CTPYKTYPHOTO MOJpa3ielieHus, OCYILECTBISIONIEr0 MpPaBOBOE
o0ecrieyeHre JesTeNbHOCTH TeppUTOpUabHOrO opraHa, opranuzanuu MYC Poccum, B
TOM YHCJI€ IPOBEJICHUE IPABOBON IKCIEPTH3BI IPOEKTOB MTPABOBBIX aKTOB;

6) pyKOBOJUTENEM MOpa3IeICHUsl 1eIOPOU3BO/ICTBA;

7) 3aMecTHTeNIeM PYKOBOJIUTENSI TEPPUTOPUAIBHOrO oprana, opranuzanuun MUYC
Poccun B cooTBETCTBHHM € pacnpesesieHueM 00s3aHHOCTEH;

8) IOpyrMMH  JOJDKHOCTHBIMU  JIMIIAMH TI0  YCMOTPEHHIO  PYKOBOIHUTEJIS
TEPPUTOPHAIBHOTO oprana, opranuszanuu MUC Poccun.

Jluteparypa

1. Henonpoussoacteo B MUC Poccun: yuebHOE mocobue (i oOyJaroniuxcs
cnenuasibHOCTH 20.05.01 «Iloxkapnas 6e3omacHocTh»). / CemenoB A.O., Pazymora E.@.,
®ponosa JI.E. — MBanoBo: MBaHoBCKas moxkapHo-cnacarenbHas akagemus ['TIC MUC
Poccumn, 2022. — 109 c.

2. Jlenonpous3BOACTBO U JOKYMEHTOOOOPOT B CHCTEME TIOCYJAapCTBEHHOTO H
MYHUIIMITAIBHOTO yIpaBiieHus: yueb.-metoa. nocodbue/E. B. 3aiinesa, H. B. ['onuaposa;
M-Bo oOpazoBanus u Hayku Poc. @enepanun, Ypaiu. ¢eaep. yH-1. ExarepunOypr: N3n-Bo
VYpan. yu-ta, 2017. — 178 ¢.C.67-74.

3. JIOKyMEHTHpOBaHKE B YIPABICHUYECKOMN AesITeNbHOCTH: yueO. mocodue/K. A.
Bonkos, A. H. Ilpuxoarsko, T. A. Pacuna, . M. Illyrosa; CII6I’ACY. —CII6., 2009. —
140 c.C. 72-74, 136-147.

4. [Tpukaz MYC Poccun ot 14.05.2021 N 315 "OO6 ytBepxaenun MHCTpyKInuu
[0 JICJIONPOM3BOJICTBY B TEPPUTOPHAIBHBIX oOpraHax MuHncrepcrBa Pocculickon
denepanuu Mo ejaaM TPaKIAHCKONW 000POHBI, YPE3BBIYAHBIM CUTYAIIUSIM U JIMKBHIAIAN
MOCJICICTBUNA CTUXUUHBIX OCACTBUHM, YUPEXKACHUSIX U OpraHu3alusax, HaXOIALIUXCS B
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BeneHnn MunuctepctBa Poccuiickoit ®denepanuu mo jaenam TrpakJaHCKOM 0OOpPOHBI,
Ype3BbIYAITHBIM CUTYALUsIM U JINKBUAALUY OCIEACTBUM CTUXUMHBIX OeacTBUMA".

Bomnpocs! AJ151 CaMOCTOATEILHOTO H3YYEeHUSA

2.2.1. OcobeHHOCTH PabOThI C MPUKA3aMU U PACTOPSKEHUSIMH.

1. IIpencraBinenne NpoOEKTOB MPUKA30B U pACHOPSIKEHUI HA OAMUCH.

2. Tlopsiok necTBUS MPUKA30B (PACTIOPSHKEHHI ) U BHECEHHS B HUX U3MEHEHUM.

JIutepatypa

1. [Tpukaz MYC Poccun ot 14.05.2021 N 315 "O6 yrBepxkaeHun MHCTpyKumu
[0 JICJIONPOU3BOJICTBY B TEPPUTOPHAIBHBIX oOpraHax MuHncrepcrBa Pocculickon
denepanuu Mo ejaaM TPaKIAHCKONW 000POHBI, YPE3BBIYAHBIM CUTYAIIUSIM U JIMKBHIAIAN
MOCJIC/ICTBUA CTUXUUHBIX OCACTBUHN, YUPEKACHUSIX W OPTaHU3AIMUAK, HAXOANIUXCS B
BeneHnn MunuctepctBa Poccuiickoit ®denepauuu mo jaenam TrpakJaHCKOM 0OOpPOHBI,
YpEe3BbIYANHBIM CUTYAIUSIM U JIMKBUJIALIMN TTOCIEICTBUM CTUXUNHBIX OeACTBUI".

2.3. Oco0OeHHOCTH TOATOTOBKK H _odopmiieHHs HHPOPMAIIMOHHO-CIIPABOYHBIX
JOKYMEHTOB (4acThb 1).

1. PazpaboTka u ohopmMiieHue ciy>keOHOTO MHChMa.

2. Pa3paboTka u odopmIiIeHHE JOKIATHON U CITYKEOHOU 3aIUCKHU.

3HATDB!

IIpu BexeHUM [eJI0BOM MNEPEeNUCKH OJKHBI COOJIIOAATHCH  CJEeAYHoIIHe
TpeOOBaHMSA:

1) nokymMeHTbl OQOPMIIAIOTCS Ha CHEIHMANbHBIX ONaHKax — OJaHKaXx MUChMa H
MOANKCHIBAIOTCS PYKOBOAMTENIEM OpraHU3aldyd WM €ro 3aMECTUTENIIMHM B paMKax
[IPEIOCTABICHHON UM KOMIIETCHIINY;

2) TEKCT NUCbMa JOJDKEH COCTaBIATHCA I'PAMOTHO, aKKypaTHO, O(UIMaIbHO —
JIEJIOBBIM CTUJIEM U HE JIOIIYCKaTh HEOJHO3HAYHOIO TOJIKOBAHMS;

3) coOpiTuss M (akThl, OTpa’kaeMbple B TEKCTE NHUCbMAa JOJDKHBI, B CIyyae
HEOOXOAUMOCTH, UMETh Pa3bICHSIIOLINE U AOMOJIHAIOINE MaTEPUAIIbI.

B 3aBUCHMOCTH OT THUIIa MMCbMA M €TI0 COAEPIKAHUS TEKCT MOYKET OBITh MPOCTHIM
UM CIOXHBIM. [IpocThle mucbMa COCTOST M3 OJHOM — JABYX 4YacTEW: BCTYIUICHUS U
3aknrodeHus. CIOKHbIE B KOMIO3MIMOHHOM IUJIaHE MHCbMa COAEP)KAT BCTYIUICHHE,
OCHOBHYIO 4acTh (JJ0Ka3aTeIbCTBA) U 3aKIIFOUCHHUE.

Bo Bcrymiiennn naetcst 000CHOBaHME BONpPOCA: MPUUMHA BOZHUKHOBEHHUS BOIPOCA
WM €ro Kparkas uctopus. Eciv moBoAaOM Uisl COCTaBIEHUS NMUCbMa MOCIYXKHJI KaKOM-
100 TOKYMEHT, TO TA€TCs CChUIKA Ha HETO.

B ocHOBHO#I 4acTH U37araercs CylecTBO BOIPOCA, MPUBOAATCS J10KA3aTEIbCTBA
WK ornpoBepxkeHusl. OCHOBHAsI 4acTh JIOJKHA OBITh YOEAUTEIbHON, YTOOBI HE BO3HUKAJIO
COMHEHHUI B IPAaBUJIBHOCTH UM 0OOCHOBAHHOCTH MPEIaracMbIX PEILIEHUH.

B 3akir04uTe1bHOM YaCTH KpaTKo (OpMYJIMPYETCS OCHOBHAS 1I€JIb TUChMA.
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[IncpMa roToBsTCA Kak:

1) noknaabl O BHITOJHEHUH MTOPYYEHUN;

2) cOnpOBOIUTENbHBIC TUCHMA;

3) OoTBETHI Ha 3aIPOCHI (0OpaIeHHMS);

4) UHULIMATUBHBIEC MHCHMA.

[lucbMoO, Kak MpaBUiiO, TOTOBUTCA MO ofHOoMy Bompocy. I[lpu oOpamenun B
OpraHHU3alHI0 OJHOBPEMEHHO IO HECKOJIBKMM PAa3HOPOJIHBIM BOMPOCAM COCTABJISIOTCS
OTZIEJIbHBIE MUChMA MO KaXKA0MY U3 HUX. [IMCbMO MOKET KacaTbCsi HECKOJIBKUX BOIIPOCOB,
€CIi OHHM B3aUMOCBSI3aHbI M OyIyT paccMaTpuUBaTbcs B OJAHOM CTPYKTYPHOM
IIOAPA3AEICHNN OpPraHu3alu-aapecara.

[Tucema TepputopuanbHoro oprasa, opranuzanuu MUC Poccum noanuceiBaroTcs
PYKOBOJIMTENIEM TEPPUTOPUATIBLHOIO opraHa, opranuzaunu MYC Poccnn, 1OMKHOCTHBIM
JIMIIOM, HCTIOJNHSIOIMIUM €ro OOSI3aHHOCTH B YCTAHOBJIEHHOM TMOPSAKE, JOJKHOCTHBIM
JULOM, KOTOPOMY JAEJIETUPOBAHbI COOTBETCTBYIOIIHME TOJTHOMOYHUS.

3aMeCTUTENISIMU  PYKOBOJIUTENA TEPPUTOPUAIIBHOIO OpraHa, OpraHu3alud B
COOTBETCTBUM C YTBEPKIEHHBIM paclpeeieHHeM OO0A3aHHOCTE MO HaIpaBiICHUSIM
NEATEIbHOCTH TMOJIUCHIBAIOTCS TUCbMAa B aApec CTPYKTYPHBIX MOAPA3ACICHUN
neHTpanbHoro annapara MUC Poccun.

JlokmagHas 3anrMcKka rOTOBUTCS KakK 110 MHUIIMATUBE CTPYKTYPHOTI'O IMOAPa3ICICHHUS -
ee aBTopa (BHECEHHE TMPEIJIOKECHUM, H3I0KEHUE (aKTOB), TaK M IO YKa3aHUIO
COOTBETCTBYIOIIETO PYKOBOAUTENS (OTUET O XOJI€ WM 3aBEPLUICHUH KaKOW-TM00 paboThI).

TekcT noKIagHOW 3alMCKHA COCTOUT M3 JABYX 4acTeH. B mepBOM 4acTu ONMCHIBAIOT
COCTOSIHME BOMpOca, (akThl, MOCTY>KUBIIUE MPUYUHON Ui COCTaBICHHUS JOKYMEHTa,
MIPOU3BOASAT X aHAJIU3; BO BTOPOM - U3J1aratoT BBIBOJIbI M MPEJIOKEHUS.

CayxeOHble 3aIUCKU COCTaBISIOTCSA MO TEM BOIPOCAM JACSTENbHOCTH, PELICHHE
KOTOPBIX BXOJHUT B KOMIIETEHLIMIO CTPYKTYPHOI'O MOJPA3AECICHHUS WU JOJKHOCTHOIO
JuIa U He TpeOyeT oOpalleHus K BBIIIECTOSIIEMY TOJDKHOCTHOMY JIHILY.

[lepenucka mo Bompocam, KOTOpPbIe MOT'YT OBITh PELIEHBI B OTIEPATUBHOM MOPSIAKE U
HE TpeOyIOT JOKYMEHTaJIbHOro O(OpPMIICHMS, a TaKXKe Mepernucka MexAy OTAelaMu
OJIHOTO CTPYKTYPHOIO MOJIPA3IEIICHUs HE JOMYCKAETCs.

[ToaroToBKka MOKJIAAHBIX U CIYKEOHBIX 3amucoK ocymectBisiercs B COJI
UCIIOJHUTENEM CTPYKTYPHOTO MOAPA3NAECICHUSA IYTEM CO3JaHUS MPOEKTA JOKJIAJHOW U
CIIyKEOHOM 3amMCKh C MCIOJb30BaHUEM COOTBETCTBYMOmIero maodnoHa B COJ,
3anonHeHus atpulOytoB OPK, co3manus MapuipyTa 3JI€KTPOHHOIO COTJIACOBAHUA,
MIPOXO0KJICHUS COTJIACOBAaHUS, MOAMUCAHUS IPOCTOM 3JIEKTPOHHOU MOAMHUCHIO.

CornacoBanue oopMIIsIeTCs B IUCTE COINIACOBAHUS HAa 000pOTE MOAMUCHOTO JIUCTA
JOKJIATHOW 3alMCKH, MOATOTOBJIEHHOW Ha OyMa)KHOM HOCHUTENE, WIH B 3JIEKTPOHHOM
JUCTE COIJIACOBAaHUS JOKJIAJHOM 3alMCKH, MOATOTOBJICHHOW B BHJE 3JIEKTPOHHOIO
JOKYMEHTA.

JloknagHbele U choyKeOHbIE 3amMMCKH Ha OyMaKHOM HOcHUTeNne OQOpMIISIOTCS Ha
auctax Oymarum ¢opmata A4 0e3 pPEKBU3UTOB OJaHKa CO CTPYKTYpOM TeKcTa u
CTHJIMCTUYECKUMHU OCOOEHHOCTSIMU CIIYKE€OHOT0 MUChMa B COOTBETCTBUM C TPEOOBAaHUSIMU
Nuctpykumm.

Jlurepatypa
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1. [Tpukaz MUC Poccum ot 14.05.2021 N 315 "O6 yrBepx)aenun MHCTpYyKIIUU
0 JICJIONPOU3BOJCTBY B TEPPUTOPHAIBHBIX oOpraHax MuHuctepctBa Pocculickoi
denepaluy Mo aejiaM TpakIaHCKON 000pOHBI, YpEe3BbIYAHHBIM CUTYAIUSM U JTUKBUIAIIAN
MOCJICACTBUNA CTUXUHHBIX O€JICTBUM, YUPEKICHUSIX W OpraHU3aIUsAX, HAXOIALIUXCS B
BeneHnn MunuctepctBa Poccuiickoit ®denepanuu 1mo jenam TpakKJIaHCKON OOOPOHBI,
Ype3BbIYAHBIM CUTYAIIMSAM W JTUKBUIAIIUU MTOCTEICTBUN CTUXUIMHBIX OeCTBUil".

2.4. Oco0EHHOCTH MOATOTOBKM M 0(hOpMICHHS HMH(OPMAIIMOHHO-CIIPABOYHBIX
JIOKYMEHTOB (4acThb 2).

1. PazpaboTka u opopmiieHne npoToKoa.

2. Pa3paboTka u odopmIiieHHE aKTa.

3HATD!

[Iporiecc mpuHATHS YIPABJICHUYECKUX PEIICHUNH OCHOBAaH Ha cOope u o0paboTke
0OBEKTUBHOM M JOCTOBEpPHOM MHGOpMAIUK O (PAKTHUYECKOM COCTOSHUM JIeJ B CHUCTEME
yIpaBJICHUS.

Ota wuHOpMalMs COAEPKHUTCS B HWH(POPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTaX,
o0ecrneynBaKIIMX PYKOBOJCTBO OpraHu3aiuu WHGopMalue (pakTHIECKOM IMOJIO0KEHUN
JIe]l B CUCTEME YNPAaBICHUS U JEITEILHOCTH OPraHU3alluu.

NudopmarimoHHO-CIIpaBOYHBIE JOKYMEHTHI BBITIOJHSIOT CIYKEOHYIO pOJb IO
OTHOUICHHWIO K OPTaHU3alHOHHO-NPABOBBIM M PACIOPAAUTEIBHBIM JOKYMEHTAM W HE
cojepkar mnopyueHuil. OpraHu3allMOHHO-CIPABOYHBIE JOKYMEHTBI HE COJEpXkaT
MOPYYCHUH, KaK PaCIOPSIUTEIbHBIC IOKYMEHTHI, HE 00S3bIBAIOT BBITIOIHATEH TIOPYYCHHUSI,
a CcoOoOImaT CBEJAEHUS, MOOYXKIAIONINE MPUHUMATH ONPEEICHHBIC YIPaBICHYCCKUC
pelieHNsT W TO3BOJIAIONIME BBIOpATh TOT WM WHOM CIMOCOO  yIPaBICHYECKOTO
BO3JICHCTBUSL.

OCOOEHHOCTBIO ATHUX JOKYMEHTOB SIBJISIETCS TO, YTO OHM HIYT CHU3Y BBEPX IIO
CHUCTEME YIIpPaBJICHUS, OT pabOTHUKA K PYKOBOJUTEIIO, OT HIXKECTOSIIEH OpraHu3allii K
BBIIIIECTOSIIIEN.

K HH(POPMAITMOHHO-CIIPABOYHBIM JOKYMEHTaM OTHOCSTCS:
NMPOTOKOJIBI; IOKJIAJIHBIC 3aITUCKH; TIPEAJIOKEHUS; OOBICHUTEIBHBIC 3alMUCKU; 3asBIICHMUS;
NPEICTABICHUS; MHUChbMA; AaKThl; CIPAaBKHU; CBOJKH; 3aKJIIOYEHMS; OT3BIBBI; CIMCKH;
MEePEYHH; TelerpaMMbl; (aKChl; AJICKTPOHHBIE COOOIICHHWS W JPYTHe CIPaBOYHBIC
JOKYMEHTHI.

Peuienusi, nmpuHsATHIE HA 3acedaHUAX, COBCIIAHUSAX W JPYTUX MEPOINPUATHSIX,
MPOBOJIMMBIX B TEppUTOpHATILHOM oprane, opranuzanmu MYC Poccun, odopmistorces
MPOTOKOJIAMH.

[TpoTokomsr opopmisitores B coorBeTcTBUU ¢ [lopsiakom odhopmiieHHs IPOTOKOJIOB,
coaepxamemcs B npuioxkeHuu N 12 k [Ipukazy MUC Poccuu ot 14.05.2021 N 315.

AKT - 3TO JOKYMEHT, COCTaBJIsI€MbId KOMHCCUSIMH KaK NOCTOSIHHO JE€UCTBYIOLIUMH,
TaK ¥ Ha3HaA4aeMbIMU OPraHU3alMOHHO-PACHOPAIUTEIBHBIM JOKYMEHTOM (IIPUKA30M,
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pacnopspkeHueM), 00  OJMHWM WM  HECKOJbKUMHU  JOJDKHOCTHBIMU  JIMIIAMH,
NOJATBEPKIAAIOUIUN YCTAHOBIIEHHBIE UM (DAKThl U COOBITHS.

AkThl Oodopmisitorcs B cooTBercTBUM C  [lopsiakom  odopmileHHsT  aKTOB,
coaepxatemcs B npuioxkeHuu N 13 k [Ipukazy MUC Poccuu ot 14.05.2021 N 315.

Jluteparypa

1. HenonpousBoactso B MUC Poccun: yuebHOe mocobue (st oOydaronuxcs
cnenuasibHOCTH 20.05.01 «Iloxkapnas 6e3omacHocth»). / CemenoB A.O., Pazymora E.@.,
®ponosa JI.LE. — MBaHoBo: MBaHOBCKas nokapHo-crnacarenbHas akagemus ['TIC MUC
Poccun, 2022. — 109 c.

2. Jlenonpon3BOACTBO U JAOKYMEHTOOOOPOT B CHUCTEME TOCYAApCTBEHHOTO U
MYHHIIMIIAJIBHOTO yIpaBieHus: y4ue0.-meton. nocooue/E. B. 3aiinesa, H. B. ['onuaposa;
M-Bo obpaszoBanus u Hayku Poc. deneparuu, Ypan. denep. ya-1. EkarepunOypr: M3a-Bo
VYpan. yu-ta, 2017. — 178 ¢.C.83-121.

3. JIOKyMEeHTHpOBaHKE B YIIpPaBIECHYECKOH AesTeNbHOCTU: yueO. mocobue/K. A.
Bonkos, A. H. Ilpuxoasko, T. A. Pacuna, . M. Illyrosa; CII6I'ACY. —CII0., 2009. —
140 c.C. 92-77.

4. [Tpukaz MUC Poccum ot 14.05.2021 N 315 "O6 yrBepx)aenun MHCTpYyKIIUU
0 JIeJIONPOU3BOJCTBY B TEPPUTOPHAIBHBIX OpraHax MuHucrepcTtBa Poccuiickoi
®denepanuu Mo Jejaam rpakJaHCKONH 000POHBI, YPE3BbIYANHBIM CUTYALUAM U JIMKBUIALIUN
MOCIIECACTBUIN CTUXUHHBIX OCACTBHIA, YUYPEKACHUAX W OpraHU3alUAX, HAXOASIIUXCS B
BeneHnn MunuctepctBa Poccuiickoit ®denepauuu mo jaenam rpakJaHCKOM 0OOpPOHBI,
Ype3BbIYAITHBIM CUTYALMSM U JIMKBUAALUY OCIEACTBUM CTUXUMHBIX Oe1CcTBHIA".

2.3. Tema 3. Opranusanus padoTsbl ¢ JOKYMEHTAMH B [1eJIONIPOU3BO/ICTBE.

3.1. Opranuzanus JOKyMEHT0000poTa

1. Opranuzanus 10KyMeHT0000poTa ¢ ucnoiib3oBanuem CO/JI.

2. JocraBka npueM u o0paboTKa MOCTyHaroUMX JOKYMEHTOB.

3. Peructpatiusi BXOIAUUX TOKYMEHTOB.

4. Tlopsimok pacCMOTPEHUS JOKYMEHTOB PYKOBOASIIMM COCTaBOM.

3HATD!

JIOKyMEHTBI MOCTYNAIOT B TEPPUTOPHANIbHBIE Opranbl, opranuzanuu MUYC Poccun
MOCPEJICTBOM TMOYTOBOM, (PeIbIBETEPCKON CBSI3W M MO KaHajaM JJICKTPOHHOW CBSI3H, a
TaKXKe NePEA0TCsl HAPOUYHBIM U HA JINYHOM IIPUEME.

C noMouIp0 NOYTOBOM CBSI3U JTOCTABJISIETCS MMCbMEHHAS! KOPPECTIOHICHIIMS B BUE
MPOCTBIX M 3aKa3HbIX IHUCEM, MOYTOBBIE W3BEUICHUS HA IMOJYYEHHE LEHHBIX IHCEM,
MOCBUIOK, OaHIepOJIei 1 MEJIKUX MMaKeTOB, a TAK)KE MeYaTHbIC U3/IaHUA.

denepanbHOI benpaperepckoin CBSI3BIO JOCTABIISIETCS cimyxeOHas
KOPPECIIOHAEHIMA U3 TOCYJAPCTBEHHBIX OPTraHOB.

[Io kaHamamM »5JIEKTPOHHOM CBSI3M TMOCTYMAIOT: TeJerpaMMbl, (pakKcorpaMmsl,
TenedOHOrpaMMBbl, SJIEKTPOHHBIE COOOIICHHUS.
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Kanambl »nexkTpoHHOW CBsi3M BKMO4aroT B ceds COJl, uWHTErpupoBaHHYIO C
MEXBEJIOMCTBEHHOW CHCTEMOM AJIEKTPOHHOTO JokyMeHTooOopora (MO10O) u Enunoi
CUCTEMOM  MEXBEJIOMCTBEHHOTO 3JIEKTpOHHOro B3auMmozeicteus (CMOB), ceTb
HNnTepHer.

Cucrema  3JIEKTPOHHOTO  JIoKyMeHTooOopota (C3JI) -  opraHu3alMOHHO-
TEXHUYECKas CUCTeMa, oOecrneuuBaronias MpoIecc CO3/laHus, YIPaBIEHUS JOCTYIOM U
paclpOCTPaHEHUsI DJIEKTPOHHBIX JOKYMEHTOB B KOMIBIOTEPHBIX CETSIX, a TaKkKe
oOecreunBaroniasi KOHTPOJIb HaJl MOTOKAMHU JOKYMEHTOB B OpraHU3allUU.

[To kananam C3OJ] mocTynaroT 3JIEKTPOHHBIE JTOKYMEHTBI, 3JIEKTPOHHBIE KONUU
JOKYMEHTOB.

M3HauyanbHO CHUCTEMBI 3TOrO KJAcCa pPacCMAaTPUBAIUCH JHIIb KAaK HHCTPYMEHT
aBTOMATU3ALMKM 33/1a4 KJIACCHUYECKOro JEeJIONMPOU3BOACTBA, HO CO BPEMEHEM CTalld
OXBaThIBaTh Bce Oosiee mmpokuid cmektp 3amad. Ceromust pazpaborumku COJ]
OPUEHTHUPYIOT CBOM MPOAYKTHI Ha pPabOTy HE TOJNBKO ¢ KoppecnoHmeHnmmer u OPJ]
(OpraHu3anMOHHO-PACHIOPSIUTETLHBIMU  JOKYMEHTaMH), HO HM C  Pa3jIM4YHbIMU
BHYTPEHHUMH JOKYMEHTaMH ([JOTOBOpPAMH, HOPMATHUBHOM, CIPABOYHOM M MPOEKTHOU
JOKYMEHTAIlMeH, JOKYMEHTaMH MO KaApoBOM jestenbHocth u ap.). COJl Takxke
UCIIONB3YIOTCS JUIsl PEIICHUSl MPUKIAJHBIX 33/1a4, B KOTOPBIX Ba)XHOM COCTAaBIIIOLIEH
ABJISIETCSl paboTa C DJIEKTPOHHBIMU JIOKYMEHTaMU: YIPABIECHUE B3aUMOJIEHCTBUEM C
KJIMEeHTaMu, 00paboTka oOpalleHuil TpakJaH, aBTOMaTu3alusi paboThl CEpBUCHOU
CIIy>kObl, OpraHu3alusi MPOEKTHOTO AOKyMeHTooOopoTa u np. dakTHuecku CUCTEeMOM
AJIEKTPOHHOTO JIOKYMEHTOOOOpOTa Ha3bIBAIOT JIIOOYI0 HH()OPMALMOHHYIO CHUCTEMY,
00ecIeunBaroIIy0 padoTy C JIEKTPOHHBIMU JTOKYMEHTAMH.

OCHOBHBIEC PUHIIUTIBI JIEKTPOHHOTO JOKYMEHTO000pOTA:

1. OpHOokpaTHast  perucTpanus JOKYMEHTa, IMO3BOJSIONAs  OJTHO3HAYHO
UIECHTU(OUITUPOBATH JOKYMEHT.

2. BO3MOXXHOCTP MapaijieIbHOTO BHITIOTHEHHMSI OTIEPAIIHiA, TO3BOJISIFOIIAST COKPATUTh
BpeMsl IBIDKEHUS JOKYMEHTOB U TTOBBIIIICHHS ONIEPATUBHOCTH MX MUCTIOTHEHHSI

3. HempepbIBHOCTh JABWKEHUS JOKYMEHTA, IO3BOJSIONAS HWIACHTH(PHUIIMPOBATH
OTBETCTBEHHOTO 3a MCIOJHEHUE JOKYMEHTa (3a/1auM) B KaXKJIbIii MOMEHT BPEMEHH KU3HU
JIOKyMEHTa (Tpoliecca).

4, Enunas (Wm corjlacoBaHHAs pacmpesesiéHHas) 6a3a JoOKyMeHTHOW nHpopmanmu,
MO3BOJISIONIAS UCKITIOYUTH BO3MOYKHOCTh JyOJIMPOBAHUS TOKYMEHTOB.

5. DdbdexTuBHO OpraHM30BaHHAs CHCTEMa TOWUCKA JOKYMEHTA, ITO3BOJISIONIAS
HaXOJIUTh JJOKYMEHT, 00J1a/1asi MUHUMAJILHON WH(pOpMAITUEeit 0 HEM.

6. PasBuTtas cuctemMa OTYETHOCTM TIO PA3IMYHBIM CTaTycaM U aTrpudyTam
JOKYMEHTOB, TO3BOJISIONIAS KOHTPOJIMPOBATH JBIKCHHE JOKYMEHTOB IO IIpoIleccam
JOKYMEHTOO0O0pOTa ¥ MPUHUMATH YIIPABICHYECKUE PEIICHNS, OCHOBBIBASICh HA JAHHBIX U3
OTUYETOB.

CucremMa MeXBeJIOMCTBEHHOI0 3JIEKTPOHHOI0 A0KymMeHTOOOOpoTa (MJI0) -
denepasibHasi MH(QOpMALMOHHAsT CHCTeMa, [peJAHa3HAYeHHas JJisi  OpraHu3aluu
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B3aMMOJICHCTBUSL CHUCTEM DBJEKTPOHHOrO JoKyMeHToobopora (CDJ]) yduacTHHKOB
MEXBEJJOMCTBEHHOTO 3JIEKTPOHHOTO JJOKYMEHTO0O0pOTAa.

YyacTHUKamMu MEXBEJIOMCTBEHHOTO AJIEKTPOHHOTO JOKyMEHTO00O0pOTa
(yuactoukamu  MDOJIO) sBusarorcs Aamunuctpauus Ilpesupaenta P®, Anmapar
[IpaButensctBa P®, denepanbHble OpraHbl MCIOJIHUTEIBHONW  BIACTU, OPTaHbI
UCTIOJTHUTEILHON BIAcTU CyOBeKTOB Poccuiickoit dexneparuu, a TakKe HHbIC
rocyJapCTBEHHbIE OpPraHbl U TOCYJaPCTBEHHBIE OPTaHU3AIUH.

[Tox B3aumonerictBuem C3OJl moHuMaeTcss OOMEH 3JEKTPOHHBIMH COOOIICHUSIMU,
CoZlep KaIMMHU:

o JTOKYMEHTBI — METaIaHHbIC (PEKBU3UTHI) JOKYMEHTOB U UX (haJIbl,

o yBEAOMJICHUS — HWH(OpMAIUMI0O O XOJ€ PACCMOTPEHUS W HCIOJHEHUS
JOKYMEHTOB MOJy4YaTeIsIMU.

ens cozmanus u wucnonb3zoBaHus MOJIO - mnosbimeHne 3G HEKTUBHOCTH
yIOpaBJIeHUs] B oOpraHax TrOCYJapCTBEHHOM BJAacCTH 3a CYET COKpAIlEHUS BpPEMEHH
POXOXKJEHUS JIOKYMEHTOB MEXIy OpraHu3alusMH M BeJOMCTBAMH, MHUHMMH3ALUU
3aTpaT Ha O0OpabOTKYy M OTNPAaBKy IOKYMEHTOB, MOHUTOPUHIA XOJlda PACCMOTPEHHUS H
WCTIOJTHEHUSI IOKYMEHTOB.

Opranuzatopom MOJIO sBnsiercsi DenepanbHas ciayxk0a oxpanbl Poccuiickoit
®enepanuu (OCO Poccun). B stom kauectBe ®CO Poccuu peanuzyeT opraHu3alluOHHOE
u Mmeroamueckoe obOecmeuenne MDJIO; BemeHue aapecHbIX crnpaBodyHuKoB MDOJIO;
CO3/IaHHE U IKCILTYaTalMI0 TEXHUKO-TEXHOJIOTHYEeCKON HH(PPACTPYKTYPhI U 00ECTIeYnBACT
uH(popMannoHHyto 6ezonacHocts MOJ10.

Ipunoun u rexunyeckue pemenus MIJ10
OcnoBuol npuniun M3/J1O - unterpanus umeronmxca CIOJ1 yuactaukoB M3/10 u
TPAHCIIOPTHON CHUCTEeMBI (ITOYTOBOM CITYkKOBbI), 0OeCTIeUrBarOIICHi B aBTOMATU3UPOBAHHOM
peKMMeE 3alTUIIEHHBIH 00OMEH AJIEKTPOHHBIMHU COOOIIICHHUSIMU.
B ocnoBy peanuzauuu MI /10 Jersim ciaeayromme NPUHIUNbI:

o Bce yuacTHUKA MO IO ucnonb3yroT eAuHbIi hopMatT oOMeHa 31eKTPOHHBIMU
cooOmenusimMu, yreepxkaeHHbI @CO Poccun 1 MunkomeBsizb Poccuu;
o Kaxabll yyacTHUK M3/]O ucnonb3yeT nporpaMMHO-TEXHUUECKUM KOMILJIEKC

(1wtr03), obecrneunBarOIIMi 0OMEH 3JIEKTPOHHBIMH COOOIIEHUAMHU Mexay cBoert COJl u
MOJIO (peanu3yrouidii BpeMEHHOE XpPaHEHHE COOOIIEHUM, BBITPY3KY IOCTYHHUBIINX
coobieHuit u3 TpancnoptupHoi cucrtembl MOJIO u 3arpy3Ky MCXOISMIIMX COOOIIEHUN B
TpaHcnopTHYo cuctemy M310);

o KaKIpll  ydyacTHUK MOJIO  wHcnons3yeT NOpOrpaMMHBIA — KOMILUIEKC
conpspkenus (agantep) cBoeit COJI ¢ MDJ1O, obecnieunBaromuii:

J st nocrynaromux no M3J10 cooluieHuit - npueM U nNpeodpa3zoBaHUE U3
eauHoro (popmara oomMena Bo gpopmat COJI nis nanpHeien oopadoTky;

o st ucxonsmux  mo  MOJIO  coobmenuss — wux  (QopmupoBaHme,
npeobpaszoBanue u3 popmata COJl B enunbiil popmar oOMeHa U MOATOTOBKY K Iepeaaye
1o TpaHcrnoptHoi cucteme MOJIO.
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IIpuem, nepBuyHasi 00padoTKa, pacnpeaejeHre U perucTpanus MOCTynarme
KOPPECIOHACHIIUN TIPOU3BOIUTCA B CTPYKTYPHOM IOJPA3JECICHUM, CO3JaHHOM IS
BEJICHUS JEI0POU3BOICTBA.

Ilocne perucrpanuu BxondIlas KOPPECHOHACHIMS IIOCTYNAeT HA PAacCMOTPEHHUE
HAYaJIbHUKY (PYKOBOAMTEIIO) TEPPUTOPUATIBHOTO opraHa, opraiuzaunu MYC Poccun.

Ha 3apeructpupoBaHHBIE  JOKYMEHTHl JOJDKHOCTHBIM  JILIOM, KOTOPOMY
HAYaJIbHUKOM (PYKOBOJUTEJIEM) TEPPUTOPUATIBLHOrO opraHa, opranuzauuu MUC Poccun
IPEIOCTABIEHBl COOTBETCTBYIOIINE MOJHOMOYMS, MOTYT OBbITh ITOATOTOBJIEHBI U BHECEHBI
B OPK npoexTsl ykazaHuii 0 HCIOJIHEHUIO.

PaccmoTpenne NOCTYyNMBIIMX —JIOKYMEHTOB  HAYaJbHUKOM  (PYKOBOAMTEIIEM)
TEPPUTOPHAIBHOTO opraHa, opranuzauun MYC Poccuu, pyKOBOIUTENSAMU CTPYKTYPHBIX
MOAPA3JACICHNN, HANpaBICHWE JOKYMEHTOB M YKa3aHUM MO UX HCIOJHEHUIO
VCIIOJIHUTEIISIM MOXET Npou3BoaAUThCS B CO/I B 37IEKTPOHHOM BHJIE.

[Tpu HeoOxomumMocT 6€30TIaraTeabHOr0 MCHOJHEHHS MOCTYIUBIIETO JOKYMEHTa
JOIYCKAEeTCsl O3HAKOMJICHUE MCIOJHUTENS C €ro COAEpXkKaHUEM JO PaCCMOTPEHHUS
JOKYMEHTa HaudaJbHUKOM (PYKOBOIMUTENIEM) TEPPUTOPUATIBLHOIO OpraHa, OpraHu3aluu
MYC Poccun 1o pemeHno JOHKHOCTHOTO JIMIA, YIIOJTHOMOYEHHOTO COOTBETCTBYIOIIHUM
Ha4YaJIbHUKOM (PYKOBOJIUTEIIEM).

PaccMoTpeHHBIE HAyalbHUKOM (PYKOBOIMTENEM) TEPPUTOPUATIBHOIO OpraHa,
opranmzanmn MUYC Poccum TOKyMEHTBHI NEPENAIOTCS B CTPYKTYPHOE MOIpa3IciICHHUE,
CO3JJaHHOE I BEIECHUs AEJIONPOU3BOJCTBA, JUIsl BHECEHUs YKa3aHUU 110 MCIOJHEHUIO B
OPK u panpHeimiell nepefadyd Ha MCHOJHEHHE B CTPYKTYpHbIE NOJpAa3JEiICHUs B
COOTBETCTBUHM C YKA3aHUSAMM [0 UCIIOJHEHHUIO.

OTBETCTBEHHBI HCIIOJHUTENb OpPraHU3yeT MCIOJHEHHE JIOKYMEHTa M HECET
NEPCOHANBHYI0O OTBETCTBEHHOCTh 3a IOJHOTY U JOCTOBEPHOCTh HH(OpMALUH,
MCIIOJIb30BAaHHOM ITPU NOATOTOBKE JOKYMEHTOB.

CouCIIOJIHUTENN OTBETCTBEHHBI 3a CBOEBPEMEHHBIM M KAaYECTBEHHBIM aHAIU3
MHpOpMALlMU M TPEACTABICHUE OTBETCTBEHHOMY HCIIOJHUTENIO B YCTAHOBJIEHHBIE UM
CPOKH HEOOXOUMBIX MaTepuaioB (IIPOEKTOB TIOKYMEHTOB, CIIPABOK, CBEIACHUM U T.J.).

IIpueM © y4yeT MNOCTYNMBIIMX B CTPYKTYPHOE NOAPA3JEICHUE JOKYMEHTOB
OCYLIECTBJISIET OTBETCTBEHHBIN 3a JACJIONPOU3BOICTBO CTPYKTYPHOTO NIOAPA3IEICHUS.

[locTtynuBmme B CTPYKTYpHOE NOAPA3JEICHUE JOKYMEHTBbI JOKJIAJbIBAFOTCS
OTBETCTBEHHBIM 3a BEJACHHUE JEJIONPOU3BOACTBA CTPYKTYPHOIO  IOAPA3ACICHUS
PYKOBOIUWTEIIO TMOAPA3ACICHUS W B COOTBETCTBMM C €ro YKa3aHWsIMH IEPENArOTCs
VICTIOJIHUTEIISIM.

B cnyuae odopmieHus yka3aHHl MO HUCHOJHEHHIO IOKYMEHTOB Ha OaHKe,
CBEACHMSI 00 WCIOJHUTENSIX M YCTAHOBJICHHBIX PYKOBOJUTENIEM MOJpa3esieHUsl CpPOKax
ucronHenus: BHociaTcss B OPK coTpylHHMKOM, OTBETCTBEHHBIM 3a JEJONPOU3BOACTBO.
ITocne 4ero OKyMEHT IepenaeTcs: UCIIOITHUTEIO.

ONEeKTpOHHBIE JOKYMEHTBI, 3JEKTPOHHBIE KOMUHM JOKYMEHTOB B cocTaBe OPK
HAIIPaBJISIIOTCA  UCIHOJIHUTENSIM B COOTBETCTBHMM C YKAa3aHHUAMM IO HCIIOJIHEHUIO
JOKYMEHTOB.

Hoctyn k OPK ¥ 5I€KTpOHHBIM KONMSM JOKYMEHTOB WIH 3JIEKTPOHHBIM
nokymentam B COJ[ mnpepocraBisieTcsl HMCHOJHUTENSAM IIOCIE  aJpPECOBAaHUA WM
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NOKYMEHTOB PYKOBOJAWTENIEM IOAPA3IAECICHUS WU COTPYAHUKOM, OTBETCTBEHHBIM 32
BEJICHUE JCIIONIPONU3BOJICTBA.

OTMETKM O TPOXOXKIECHWM M UCIOJHEHMHM JOKYMEHTOB B IOJpa3JeiIcHUU
IIPOCTABIIAFOTCS OTBETCTBEHHBIM 3a BEJEHHUE Aesionpon3BoacTsa B DPK.

HcrionHeHHbIE JTOKYMEHTBHI IE€pEAaroTCs WCIOJHUTEISIMU OTBETCTBEHHOMY 34
BEJICHUE JICJIONPOM3BOJCTBA JUIsl CIHCAaHWSA B Jen0o C ucnons3oBanueM COJIl u
(GopMHpOBaHUS €1 B YCTAaHOBJIEHHOM IIOPSJIKE B COOTBETCTBUU C YTBEPXKIACHHOM
HOMEHKJIaTypol aen. IlomgmmBka TOJDKHA INPOUM3BOAUTHCA IEPUOAMYECKH, IO Mepe
ITOCTYIUIEHUS HCIIOJHEHHBIX JOKYMEHTOB.

Perucrpanmss W OTHpaBKa HMCXOAAIUMX JAOKYMEHTOB  OCYILIECTBIISIETCS
CTPYKTYPHBIM MOJPA3IEIICHUEM, CO3JaHHBIM ISl BEICHMS JEJIONPOU3BOJICTBA, B JEHb UX
MOJIMUCAHUS WIM HE TMO3JHee cleaymomero pabouero nus. CpouHas KOPPECHOHICHIUS
OTIPABIAETCA HEMEJIEHHO.

OTBETCTBEHHOCTh 3a COCTaBJIeHHE U O(QOpPMIICHHE JOKYMEHTa B COOTBETCTBHH C
YCTAaHOBJICHHBIMU HacTosmed MHCTpykiuend mpaBuiaMy, a TakKe COIVIACOBAHME
JOKYMEHTa C 3aMHTEPECOBAHHBIMM OpPraHAMU BJIACTH, OpraHMU3ALMsAMHU (BHEILHEE
COTJIACOBAHMUE) U TOJDKHOCTHBIMU JIMLIAMHU TEPPUTOPUATIBHOTO OpraHa, opranunzauuu MUYC
Poccun (BHyTpeHHee COIVIaCOBAaHME) BO3JIAralOTCsl Ha CTPYKTYpHOE MOApa3JEIeHUE,
ABJISIFOLEECS UCIIOJIHUTEIIEM JOKYMEHTA.

CoTpygHUK  CTPYKTYPHOTO  IIOAPA3ACICHHs,  CO3JAHHOIO  JUIsl  BEICHMUS
NEIONPOU3BOACTBA, IIPU NPUEME JOKYMEHTOB Il PETHCTPALMHU U OTIPABKUA IPOBEPSET
MPaBIIBHOCTh O(OPMIICHUSI W aJpEeCcOBaHUSl JOKYMEHTa, HAJIMYUE BCEX MPUIIOKEHHUH K
HEMY, WJEHTHYHOCTb MOJNUCH yKa3aHHOW MOJDKHOCTH, Hajuuuue (paMuiuu u HOoMepa
TeneoHa HUCHOJHUTENs JOKYMEHTa, HaJlM4Hhe YyKa3aTels pPacChUIKM TOKyMeHTa (Ipu
HEOOXOUMOCTH) U COOTBETCTBYIOUIETO KOJMYECTBA KOMUHA (VI JTOKYMEHTOB,
OTIIPaBJISIEMBIX HA OYMaXHOM HOCHUTEJE).

[Ipu HampaBneHMM mnHChMa OoJiee dYeM B YEThIpe ajapeca HCIOJHUTEIEM
COCTABJISIETCS YKa3aTellb PACCBIIKA U T'OTOBUTCS COOTBETCTBYIOIIEE KOJIMYECTBO KOIMMM C
Y4E€TOM BHM30BOI0 OJK3eMIUIIpa (I JOKYMEHTOB, OTIPABISEMBIX Ha OyMa)KHOM
Hocutene). [lopsanok noaroroBku u opopMIIEHHs yKa3aTells PacChlIKU yCTaHABIMBAETCS
pacnopsIUTEIbHBIM JOKYMEHTOM, H31aBAa€MbIM B KaKIOM TEPPUTOPHAIBHOM Oprase,
opranuzanuu MYC Poccun.

HenpaBuibHO 0QOpMIIEHHBIE JOKYMEHTBl K OTHpPaBKE HE NPUHUMAIOTCA U
BO3BPAIIAIOTCS UCTIOJIHUTEISM JIJISl TOPAOOTKH.

KoHTpoab 3a McnoJiHeHHEM JOKYMEHTOB M NOPYYEHHMH B TEPPUTOPHAIBLHBIX
opranax, opranmsanusix MYC Poccuu ocymiecTBISIETCS B LENSIX CBOEBPEMEHHOIO U
KauyeCTBEHHOTO UX WCIOJHEHHS, BKIIOYAeT B ce0sl MOCTAaHOBKY Ha KOHTPOJb, MPOBEPKY
X0Jla WCIOJHEHUSA, y4eT, OOOOIIeHHEe W aHaIu3 XOJa W PEe3yJbTaTOB HCIOJHEHUS
JOKYMEHTOB M TMOPYYEHM, CHSATHE MX C KOHTPOJS M HH()OPMHUPOBAHUE PYKOBOJCTBA
MUC Poccun, TepputopuaibHbix opraHos, opraau3anuii MUC Poccun 06 ucnosHeHun.

OOs13aTEIBHOMY KOHTPOJIIKO IIOJUIEKAT CIIy)KEOHblE JOKYMEHTbI, B KOTOPBIX
OINpEeNEIICHbl CPOKHM MCIIOJIHEHHsI WIM MMEIOTCS MOPYYEHUS O MPEICTaBICHUU JTOKJIAJ0B,
OPEUIOKEHUM, 3aKIIOUEHUNM U BBIIOJHEHUU (TPOBEIECHUU) JPYTUX KOHKPETHBIX
MEPOTIPUATHHA.
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KonTponb ocymiecTBisieTcss 3a HUCIOJHEHHUEM CIYKEOHBIX JOKYMEHTOB, Kak
INOCTYNAIIUX M3 BBILIECTOSUIMX OPraHOB, TaK M HANPABISIEMBIX B IOJYMHCHHBIC
OpraHU3alMH U NOAPA3ACIICHHUS.

KOHTposb 3a HCIONHEHHMEM MOPYYEHUM OCYIIECTBISIOT COOTBETCTBYIOIIME
CTPYKTYPHBIEC IOAPA3ACICHUAS] WM OTAEIBHBIE JIOJDKHOCTHBIE JIMLA TEPPUTOPUAIBHOIO
oprana, opramusauun MUC Poccnn, Ha3HAa4eHHbIE B YCTAHOBJIEHHOM IOPSIKE
PYKOBOJIMTEIIEM TEPPUTOPUAIIBHOIO opraHa, opranuzaun MUC Poccun.

Ha ciyxeOHBIX JOKyMEHTaX, COAEpKALUX MOPYYEHHUs, B IPABOM BEPXHEM IIOJE
JOKYMEeHTa (Wjiu Ha OJIaHKe C yKa3aHHEM I10 UCHOJHEHHIO JOKYMEHTa) MPOCTaBIISETCS
orTHck mTamna "KoHTposp" ¢ ykazaHueM CpoKa UCIIOJHEHUS.

HNudopmarius 0 KOHTPOIUPYEMBIX MOpyUdeHHsIX 3aHocUTCs B CO/I.

OTBETCTBEHHOCTh 3a CBOEBPEMEHHOE M KAaUECTBEHHOE HMCIOJHEHHWE KOHTPOJIbHBIX
IIOPYYEHHUM BO3JIAraeTCs Ha PYKOBOAMUTENEH CTPYKTYPHBIX IOAPA3IEICHUN, KOTOPBIM
JaHbI IOPYYEHUS.

[Ipu 3TOM pyKOBOAMTENN CTPYKTYPHBIX MOJPA3JECICHUM, YKa3aHHBIX B IOPY4YCHUU
NEPBBIMU - TOJIOBHBIC HCIIOJHMUTENN, CTPYKTYPHBIX IOAPA3IACICHUNM, YKa3aHHBIX
NOCJIEAYIOIIMMU - COUCIIOIHUTENH, HECYT PABHYIO OTBETCTBEHHOCTH 32 CBOEBPEMEHHOE U
KauyeCTBEHHOE UCIIOJIHEHHE ITIOPYYEHU M.

[lopydyeHuss momyie’kaT HCIOIHEHUIO B YCTAHOBJIICHHBIM B TEKCTE CPOK WIM B
MECSYHBIN CPOK, €CJIM KOHKPETHBIN CPOK HE YCTAHOBJIEH.

[lopyuenus, coaepkaliye yka3zaHwe '"CpouHO", MOJJIeXaT HCIOJHEHHI0 B 3-
JHEBHBI CpOK, yKa3aHue '"omepaTMBHO" mpeaycMmarpuBaer 10-THEBHBIA  CPOK
VICIIOJTHEHMSI.

Ecniu B Tekcre mNOpydyeHHs] HE YKa3aH CpPOK HCIOJIHEHUS M IpPU  3TOM
MPOJOKUTENFHOCTh €r0 HCIOJHEHUS MO TPYJOEMKOCTH OLEHUBAeTCcsi 0oJjiee OJHOTO
MeCALA, TO PyKOBOAMTENb COOTBETCTBYIOLIETO CTPYKTYPHOIO MOJPA3JECICHHUS HE MEHEe
4YeM 3a OJHY HEJIEI0 O UCTeUEHUsI MECAYHOTo CpoKa B paboueM mopsiake (B yCTHON WU
NUCbMEHHON (hOpME) MPOBOAUT COIJIACOBAHME KOHTPOJBHOTO CpPOKa C JIULIOM, JaBIIUM
nopyuyeHue (WM yHOJHOMOYEHHBIM UM JUIOM). [IpM OTCYTCTBHUM COOTBETCTBYIOIIHUX
NPEJIOAKEHUM OT OTBETCTBEHHOT'O MCIIOJHUTENS (MCIIOJIHUTENS) 00 YCTaHOBJIEHUM CpPOKa
UCIIOJIHEHHsI KOHTPOJIBHOTO IMOPYYEHHUs CPOK YCTAHABIMBAECTCS 10 OJHOIO MecsIa.

Jlureparypa

1. HenonpoussoactBo B MUC Poccun: yueOHOe mocoOue (i oOydaronuxcs
cnermanbHOoCcTH 20.05.01 «Ilokapnas 6e3omacHocTh»). / CemenoB A.O., Pazymora E.®D.,
®ponosa JI.E. — MBaHoBo: MBaHOBCKas nokapHo-crnacatenbHas akagemus ['TIC MUC
Poccun, 2022. — 109 c.

2. Jlenompou3BOACTBO M JOKYMEHTOOOOPOT B CHUCTEME TOCYAAPCTBEHHOTO U
MYHHIIMIIAJIBHOTO yIpaBieHus: y4ue0.-meton. nocooue/E. B. 3aiinea, H. B. ['onuaposa;
M-Bo ob6pazoBanus u Hayku Poc. deneparuu, Ypan. denep. ya-t. EkarepunOypr: M3a-Bo
VYpan. yn-ta, 2017. — 178 ¢.C.121-127.

3. [Tpukaz MUC Poccum ot 14.05.2021 N 315 "O6 yrBepx)aenun MHCTpYyKIIUU
0 JIeJIONPOU3BOJCTBY B TEPPUTOPHAIBHBIX OpraHax MuHucrepctBa Poccuiickoi
®denepanuu 1Mo Jejaam rpakJaHCKONH 000POHBI, YPE3BbIYANHBIM CUTYALUAM U JIMKBUIALIUN
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MOCJICICTBUA CTUXHUHBIX OCACTBUHN, YUPEKACHUSIX W OPTaHU3AIUSAK, HAXOANIUXCS B
BeneHnn MunuctepctBa Poccuiickoit ®denepanuu 1mo jenam TPakIaHCKON OOOPOHBI,
YpEe3BbIYANHBIM CUTYAIUSIM U JIMKBUJIALIMY TTOCIEICTBUM CTUXUNHBIX OeACTBUM".

4. Moxkpsiii B.FO. Cuctembl 2JIEKTpOHHOTO JOKYMEHTO000poTa: yueOHOoe mocooue/
B.1O. Mokppsiit; CII6.: Uado-na, 2018. — 48 c. C. 5-28.

5. TlocranoBnenue IlpaButensctBa PD ot 22 centsadps 2009 r. N 754 «O6
yrBepxkAcHUn  [lonmoxkeHuss O  cUCTEME  MEXBEIOMCTBEHHOIO  3JIEKTPOHHOIO
JOKYMEHTOO00pOTa.

Bomnpocs! AJ151 CaMOCTOSATEILHOTO U3YUYEeHUS

Tema 3.1.1. OCHOBHBIC MOHATHUS SAEKTPOHHOTO JIETOTPOU3BOICTBA

1. HopmaTuBHO-METOIUYECKOE U IPABOBOE 00ECTICUCHNE aBTOMATU3UPOBAHHOTO
JETONPOU3BOICTBA.

2. CoBpemeHHbBIC MH(DOPMAITMOHHBIE TEXHOJIOTHH B JIETIOTIPOU3BO/ICTBE.

JIutepatypa

1. Jlemonpou3BoACTBO M JOKYMEHTOOOOPOT B CHUCTEME TOCYIapCTBEHHOIO U
MYHUIIMITAIBHOTO yIpaBiieHus: yueb.-meto. nocobue/E. B. 3aiinesa, H. B. ['onuaposa;
M-Bo oOpazoBanus u Hayku Poc. @enepanun, Ypai. ¢eaep. yH-1. ExarepunOypr: N3n-Bo
VYpan. yn-ta, 2017. — 178 c.

Tema 3.2. PaboTa ¢ JOKyMEHTaMU OTBETCTBEHHbIX HCIOJIHUTENEH
1. PabGoTa ucnomgHuTENeH ¢ JOKyMEHTaMHU.

2. Perucrpanus ucXoasammx J0KyMEHTOB.

3. OTmpaBKa 10KyMEHTOB.

4. Peructpanus v NpoOX0KJI€HUE BHYTPEHHUX JOKYMEHTA.

3HATD!
HcnonHuTeneM 1o NOpy4eHUIO ABISETCA CTPYKTYPHOE MOAPA3IEIICHUE, COTPYIHUK
CTPYKTYPHOTO IIOAPA3AEIEHUSA, OTBETCTBEHHBIE 32 MIOArOTOBKY IIPOEKTA JOKYMEHTA.

HcnonHenne MOKyMEHTa MpemycMaTpuBaeT: cOop u 00paboTKy HEOO0XO0auMOit
nHPOpMAIUH, TIOJTOTOBKY MPOEKTa JOKYMEHTa, €ro 0(OpMIICHHE, COTIIACOBAHHUE MPOCKTA
JOKyMEHTa Ha OyMa)XHOM HOCHTEeNe JHOO B JJIEKTPOHHOW ()opMe B yCTaHOBICHHOM
nopsike, JA0pabOTKy TMPOEKTa JOKYMEHTa [0 3aMEUYaHHSAM, IOJIYYCHHBIM B XOJIEe
coriacoBaHusi (Ipu HEOOXOJUMOCTH - TIOBTOPHOE COTJIaCOBAaHWE), IMPEICTABICHHE Ha
NOAMUCH (YTBEP)KICHHUE) PYKOBOJICTBY TEPPHUTOpHUATBLHOTO opraHa, opranm3anuun MUYC
Poccun wnmm pyKOBOJCTBY CTPYKTYPHBIX MOAPA3IEICHUA, MOATOTOBKY K IEPECHUIKE
azpecary.

Ecim  mopydeHWe  JaeTcsl  HECKOJBKHM  CTPYKTYPHBIM  TOJIpa3fICIICHUSM,
COTPYOHUKAaM, TO 3a WCIOJHCHHE JIOKyMEHTa OTBEYaeT HCIOJHUTENIb, KOTOPHIA B
PE30JIIONMH yKa3aH TIEPBBIM WIJIM TOT UCTIOJIHHUTENh, Ha KOTOPOTO BO3JIOKEHO 0000IIeH e
(cBOm).

VICrIOTHUTEII0O  TPEJOCTaBIsICTCS  NMPAaBO  CO3BIBATh  COWCIIOJHHTENCH U
KOOPAMHHUPOBATh MX pabOTy MO BBIPAOOTKE COTJIACOBAHHOTO PEIICHUS M TIOJATOTOBKE
UTOTOBOTO JOKYMEHTa (OIpenemsaTh MOPSAOK IMOATOTOBKH M COTJIACOBAHHMS HMTOTOBOTO
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JIOKYMEHTA B YCTAHOBJICHHOM IMOPSJKE), a TakKXKe JOKJIaJbIBaTh aBTOPY PE30JIIOIUU
0000IIEHHBIA OTBET.

CouCIOIHUTENM HECYT OTBETCTBEHHOCTh 3a CBOEBPEMEHHBIM M KayeCTBEHHBIM
aHanu3 UHQPOPMAIIUY U TIPEJICTABIICHNE UCTIOJHUTEIO B YCTAHOBJICHHBIC /IS HCTIOTHEHUS
CPOKH HEOOXOJMMBIX MaTepuajioB (TIPOEKTOB JOKYMEHTOB, CIPABOK, CBEJCHUN H T.II.) B
CPOK, HE MPEBBIIIAONINI MOJOBUHY YCTAHOBJIECHHOTO JJIsi UCIIOJIHUTENIS CPOKaA.

[IpoekT  gOKymMeHTa 110  MpEACTaBICHUS  HAa  TONANUCH  PYKOBOJCTBY
TeppUTOpHaNIBHOTO oprana, opranuzanuu MUYC Poccun mojajexuT COrsiaCOBaHUIO IMyTEM
BU3UPOBAHUSL.

CoucnonHuTens 00s513aH 3aBU3UPOBATH MOCTYMUBIIMN K HEMY IMPOEKT JOKyMEHTa
au00 BHECTH CBOM MpPAaBKU M JaTh 3aMEYaHUs C YYETOM YCTAHOBJIEHHBIX CPOKOB
cornacoBaHus. 3amMedaHus OQOPMIISIOTCS CIIy)KEOHOW 3amucKod JuO0 Ha JIMCTE
COTJIaCOBaHUSI K TIPOEKTY JOKYMEHTa C YKa3aHUEM KOHKPETHBIX 3aMEyaHuil u
MPEIOKEHUM.

OTka3 B BHU3UPOBAaHUM TMPOEKTA JOKYMEHTa ©0e3 OOOCHOBaHUS MPUYUH HE
JOITyCKAeTCsl.

Peructpamuss m oTmpaBka HCXOASMIMX JOKYMEHTOB Ha OyMaXHOM HOCHTEIEe
OCYUIECTBJISIETCSL TOJIpa3/IeJICHUEM JICJIONPOU3BOJICTBA B JIEHb WX MOJINUCAHUS WIH HE
no3gaHee cneayromero padouyero aHs. CpodHass KOPPECHOHIEHIMS OTIpPaBIsETCA
HEMEJICHHO.

Perucrpaiusi 1okyMeHTa, MPUCBOCHUE EMY PETMCTPALIMOHHOTO HOMEpa U OTIpPaBKa
UCXOJSIIMX  DJEKTPOHHBIX JOKYMEHTOB ocyuiectBisitorcs C3J]  aBromaTuyecku
OJTHOBPEMEHHO C TMOAMHCAHUEM YCUJIEHHOW KBadM(UUHUPOBAHHON SJIEKTPOHHOU
noanuchbto. Ilpy 3TOM HUCHNOJHUTENH HECET OTBETCTBEHHOCTh 3a 0dOopMIleHHE
ANIEKTPOHHBIX JOKYMEHTOB M HaJWM4YMe€ HEOOXOIWMBIX PEKBU3UTOB, B TOM YHCIIE
3JIEKTPOHHOM MOIIHUCH

Jlnst  mOKyMeHTOB Ha OyMa)XHOM HOCHTENIC WCIOJHHUTENb TPEICTABIsACT Ha
PErUCTPALINIO:

1) moayIMHHKK Nopy4YeHus (IpU HATMYUN );

2) NOJIJTMHHUK UCXOJSIIETO JOKYMEHTA;

3) BU30BBII SK3EMILISIP TOKYMEHTA;

4) cMCOK pacChUIKH JIs JOKYMEHTOB, HAMPaBIIIeMbIX O0Jiee UeM B YEThIpe ajpeca;

5) HeoOXoAMMOE KOJIMYECTBO KOIMUU C yKa3aHMEM Ha KaXI0W HaWMEHOBaHUS
OpraHu3allMMi ajpecara - s JOKYMEHTOB, OTHPABISIEMbIX Ha OyMa)XHOM HOCHUTENE B
HECKOJIBKO a/IpeCOB;

6) PK3EMIUISP UCTIOTHUTEIS.

JlaToif perucTpanuy UCXOJAIIETO JOKYMEHTa Ha OyMa)KHOM HOCHUTENE SBISIETCS
JlaTa ero NpeICTaBIECHUs Ha PETUCTPALUIO.

Bu3zoBbrit sk3eMIisip JOKyMEeHTa Ha OyMa)KHOM HOCHTEINIEC TOIINBACTCA B N0,
JIUCT COTJIACOBAHUS K DJIEKTPOHHBIM JOKyMEHTaM (OpMHUPYETCsI B DJIEKTPOHHOM BHJE U
xpaautcss B COJl 1160 B yCTAaHOBICHHOM TMOPSJIKE PACHeYaThiBACTCS W XPAHUTCS C
MO/VIMHHUKOM HUCXOJISIIEr0 JTOKYMEHTa Ha OyMa)XHOM HOCHUTENIE B COOTBETCTBHUHU C
HOMEHKJIATYpPOU JIEJL.
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OTtmpaBka HUCXOISAIIMX JOKYMEHTOB IOYTOBOWM (B TOM YHUCJE 3aKa3HBIX ITHUCEM),
dbenpaberepckol W CHelnualbHOM CBs3bi0, a Takke no MDJIO ocymiecTBisieTcs
NOAPA3IAEIECHUEM JIETONIPOU3BO/ICTBA.

Ha otnpaBKy mpuHHMAarOTCS JOKYMEHTBI, UMEIOIINE J1aTy PETUCTPALMU TEKYILIETO
6o mpenpiayiero padoyero ans. JlokymeHThl ¢ Oosee paHHEH HAaTOM pEerucTpaiuu K
OTIpPAaBKE HE MpPUHUMAIOTCS. VICKIIFOUEHME COCTaBIISIIOT JOKYMEHTBI, BO3BpAILCHHbIC
MOYTOBOM CiIy’KO0M B CBSI3U € OIMOKOM B ajpece (HAMMEHOBAHUHM aJIpecaTa).

JIoKyMeHTBI, MOJJIeKAIIUE OTIPABKE, MEePeAatoTCs MOJHOCTHI0O OPOPMIIEHHBIMH, C
yKa3aHUEM I[IOYTOBOIO aJpeca WM C YKa3aTeJeM pacChbUIKM M MOJATOTOBJIEHHBIM
WCIIOJTHUTENIEM HEOOXOJAMMBIM KOJUYECTBOM KOMHM, Ha KaXXIOH M3 KOTOPBIX HMEETCS
HAaVMEHOBAaHHME OpraHu3aluu-aapecata. KoppecnoHOeHUMs NPUHUMAETCS K OTIPaBKe
HE3aKOHBEPTOBAHHOM.

JoxkymenTsl B anapec pykoBoactBa MUC Poccuu, CTpyKTYpHBIX MOApa3ieICHUAN
ueHnTpanbHoro annapara MUYC Poccun, TeppuTopranbHbeIX OpraHoB U opranuzanuii MUC
Poccun, ux TeppUTOPHAIIBHO YIAJNECHHBIX MOAPA3JEICHUN OTHPABISAIOTCS IO KaHajaM
C3/1 B 2JIEKTPOHHOM BHJIE.

[Io MBOJAO oTnpaBisitOTCS SJIEKTPOHHBIE JTIOKYMEHTBI, 3JIEKTPOHHBIE KONUU
JOKYMEHTOB, CO3/IaHHbIX Ha OyMa)XHOM HOCHUTEJE, OpraHaM TrOCYJapCTBEHHOH BIACTH
cyorektoB Poccuiickoit denepanuy - ydyacTHHKaM 3JIEKTPOHHOTO JOKYMEHTOOOOpOTA.
OtnpaBka o COJ[ u MBJIO 37EKTPOHHBIX KOMUM JTOKYMEHTOB, MOATOTOBJIICHHBIX Ha
OyMaXHOM HOCHTEJIE, OCYLIECTBIAECTCS MOIPA3ICICHUEM JAETONMPOU3BOICTBA.

ONeKTpOHHbIE JOKYMEHTBI HANpPAaBISIIOTCSA aapecataMm aBromatudyecku COJl mocne
MOANKCAHUS, PETUCTPALIMH U IPOBEPKHU MOAPA3IEIECHUEM JEIOIPOU3BOACTBA.

OTnpaBka 3JIEKTPOHHBIX KOMHM JTOKyMEHTOB mo kaHamam COJI mpousBoauTcs 6e3
JOCBUIKA TIOJJIMHHUKOB Ha OyMa)XHOM HOCHTENE, KOTOpble (OPMHUPYIOTCS B Jeia B
COOTBETCTBUM C HOMEHKJIATYPOU 1.

OO6s3arenvHoil peructpanuun B COJ] momnexxar MOKYMEHTHI, CO37aBacMble H
UCIIOJIb3YyEMbIE BHYTPU TEPPUTOpPUAIbHOrO opraHa, opranuzauun MYC Poccun
(BHYTpEHHHUE TOKYMEHTHI).

[Ipuka3bl U pacOpsHKEHUST PETUCTPUPYIOTCS OTAEIBHO.

Peructpanus u paccblika NpUKa3oB MO JUYHOMY COCTaBy, MO CTPOEBOW YacTH, O
NOOLIPEHUH, O KOMAHAUPOBAHUU OCYLIECTBIIAECTCS CTPYKTYPHBIM MOJPAa3IEIICHHEM I10
paboTe C KaJpaMu.

JIutepatypa
1. IMpuxaz MYC Poccun ot 14.05.2021 N 315 "O6 yrBepxkaeHun MHCTpyKIuu 1o
JETOMPOU3BOACTBY B TEPPUTOPHUAIIBHBIX opraHax Mununcrepcta Poccuiickont @enepanuu
no JejlaM TpaXJaHCKOM OOOpOHBI, YpE3BbIYAWHBIM CUTyallUsIM H  JIMKBHUJALUU
MOCJICICTBUNA CTUXUUHBIX OCACTBUH, YUPEXKACHUSIX U OpraHu3alusax, HaXOIALIUXCS B
BenieHnn MunuctepctBa Poccuiickoit denepanuu 1mo jenam TPakKIaHCKONM OOOPOHBI,
YpEe3BbIYANHBIM CUTYAIUSIM U JIMKBUJIALIMU TTOCJIEICTBUM CTUXUNHBIX OeACTBUI".

BOHpOCBI AJIA CAMOCTOATECIBHOIO U3YICHUA

Tema 3.2.1. O01IME NPUHIIUAIILEI OPraHU3ANKUHA PAOOTHI € IIEPCOHAIBLHBIMU TAHHBIMUA
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1. OO11ue moJI0KEHUS.

2. I[IpuHIMIIBI ¥ YCIIOBUSE 00paOOTKU MEPCOHATBHBIX JaHHBIX.

3. IIpaBa cyObekTa MepCOHAIbHBIX TAHHBIX.

4. I'ocymapCTBEHHBINH KOHTPOJIb U HAA30p 3a 00pabOTKOM MePCOHATbHBIX JaHHBIX.

3HATD!

®enepanbHblil 3aKk0H 0T 27 utong 2006 r. N 152-®3 "O nepcoHalbHBIX JaHHBIX"
CO3/Ia€T MPABOBYI0 OCHOBY OOpalleHHs C MEPCOHAIbHBIMU JTAHHBIMU (DU3NYECKUX JIUI] B
HesIX peanu3aliil KOHCTHUTYLMOHHBIX IIpaB dYelOBEKa, B TOM YHCIE IIpaBa Ha
HENPUKOCHOBEHHOCTh YACTHOM KU3HU, TUYHYIO U CEMEMHYIO TalHY.

[lepconanbHBIMU JAaHHBIMU MPHU3HAIOTCS JHOOBIE CBENEHUS O (U3UYECKOM JIHIIE, B
TOM 4HClIe ero (pamMuius, UMs, OTYECTBO, TOJA, MECSI, JaTa U MECTO POXKIEHUS, aapec,
ceMeiHOe, COMaIbHOE, UMYIIIECTBEHHOE TOJI0KEeHUe, 00pa3zoBaHue, MPoQeccHsl, T0X0Ibl,
apyras nHhopManus.

OnpeneneHbl MNPUHLMIBL W YCIOBUSA OOpaOOTKM MEPCOHAIBHBIX  JIAaHHBIX.
VYcranapnuBas oOmumid 3amper Ha oO0pabOTKYy MEepCOHANBHBIX JaHHBIX 0€3 coryiacus
CyOBeKTa TEpCOHAJBHBIX JIAHHBIX, 3aKOH MpPEAyCMaTpUBAET Cllydyad, KOTJa TaKoe
cormacue He TpeOyercs. OTHENbHO PEryJupyloTCsl OTHOIIEHHUS 10 00padoTKe
CHeIUaIbHBIX KaTeropuil MEPCOHANBHBIX JAaHHBIX (CBEACHHUS O PacoOBOM, HAIMOHAIbHOU
OPUHAJICKHOCTH, TMOJUTUYECKUX  B3INIAJAX, PEJIUTHO3HBIX WM  QUiIocodcKux
yOeXKACHHSIX, COCTOSTHUH 310POBbsI, UHTUMHON %u3HN). OOpaboTKa yKa3aHHBIX KaTeropui
CBEJICHMI HE JOIMycKaeTcsi 0e3 MpeABapUTEIbHOIO COTrjacHsi CyObeKTa IMepPCOHATbHBIX
JaHHBIX, 3a UCKIIOYEHHEM CIIy4aeB, KOIJa NEepCOHAIbHbIE JaHHBIC SBISIFOTCS
00IIe0CTYTHRIMH, 00pabOTKa TaHHBIX HE0OX0aUMa JIJIsi 0OECTICUCHHMSI )KU3HU U 370POBBS
nuia; o0paboTKa MPOU3BOIUTCS B CBSI3U C OCYIIECTBICHHEM MPABOCYAMS, a TAKXKE MHBIX
0OCTOSITENTBCTB.

Baxxneiimieir rapantueii mnpaB CyObeKTa TMEPCOHANBHBIX JAHHBIX SBISETCS
00S3aHHOCTH ONEPATOPOB M TPETbUX JMI, MOJYYMBIIMX JIOCTYNl K MEPCOHAIbHBIM
JaHHBIM, 00eCreYnBaTh UX KOHPHUACHIMAIBHOCTh (KpOME CIy4aeB MX O0E3MYMBAHUS U
OOILIEAOCTYIHBIX MEPCOHANBHBIX JAaHHBIX), a TaKXke MNpaBo CyObEKTa MEPCOHATBHBIX
JAHHBIX Ha 3alIUTy CBOMX IMPaB U 3aKOHHBIX MHTEPECOB, B TOM UHKCJIE HA BO3MEIICHHUE
yOBITKOB U (MJIM) KOMIIEHCAIIUIO MOPAJILHOI'O Bpe/ia B Cy/IeOHOM IMOPSIIKE.

Kontpons ¥ Hagzop 3a 00pabOTKOW MepCcOHANbHBIX JaHHBIX BO3JIOKEH Ha
benepanbHBIi  OpraH HMCIOJIHUTEIBHOW BIACTH, OCYLIECTBISIIOMINNA (DYHKIUHA IO
KOHTPOJII0O U HaA30py B cdepe HHGOPMAIMOHHBIX TEXHOJOTMH U CBSI3U, KOTOPBIN
HAJENSAETCS COOTBETCTBYIOIIMMHU TMpaBaMd M oO0s3aHHOCTsIMH. B dactHOCTH,
YIOJHOMOYEHHBII OpraH BIIpaBe OCYUIECTBIATH MPOBEPKY HH(POPMAIMOHHON CHUCTEMBI
00paOOTKM TEPCOHAIBHBIX [aHHBIX, NPEAbSBIATH TpeOOBaHUS MO OJOKHUPOBAHUIO,
YIaJCHUI0 HEJOCTOBEPHBIX WJIM IOJYYCHHBIX HE3aKOHHBIM IIyTEM MEePCOHATBHBIX
JaHHBIX, YCTAHABIMBATh TIIOCTOSHHBI WM BpPEMEHHBIA 3amper Ha 00paboTKy
NEPCOHANBHBIX JaHHBIX, MPOBOJUTH pACCIEAOBaHUS B MOPSAKE AJIMHUHHCTPATUBHOIO
IPOU3BOJICTBA O HAPYILICHUIX 3aKOHA.



32

IpuHIMNBI 00Pa00TKH MEPCOHATBHBIX JaHHBIX

OOpaboTka TEpCOHANBHBIX JAaHHBIX JOJDKHA OCYIIECTBIATHCS HA 3aKOHHOW U
CTIpaBeIJIMBON OCHOBE.

OOpaboTka TMepCOHATBHBIX JJAHHBIX [OJDKHA OTPAaHUYUBATHCS JIOCTH)KCHHEM
KOHKPETHBIX, 3apaHee ONpEeICHHbIX M 3aKOHHBIX Ieiei. He momyckaercs oOpaboTka
NEPCOHABHBIX JAaHHBIX, HECOBMECTHMAS C IEISIMHA cOOpa MepCOHATBHBIX JTaHHBIX.

He nomyckaetcst o0benuHeHne 06a3 JaHHBIX, COJEPKAIINX MEePCOHATbHBIC JaHHEIC,
00paboTKa KOTOPBIX OCYIIECTBISIETCS B LIEJSX, HECOBMECTUMBIX MEXITY COOOM.

OO0paboTke momJieKAT TOIBKO MEPCOHAIBHBIC JAaHHBIC, KOTOPHIE OTBEYAIOT IEIISIM
ux 00paboTKH.

Copepxxanne u 00beM 00pabaThIBA€MbIX TMEPCOHAIBHBIX JAHHBIX JIOJKHBI
COOTBETCTBOBATh 3asBJICHHBIM LeJsiM 00paboTku. OOpabaTbiBaeMble MEPCOHATbHbBIE
JaHHbIE HE JIOJDKHBI OBbITh M30BITOYHBIMU [0 OTHOIICHMIO K 3asBJICHHBIM IENsIM HX
00paboTKH.

[Ipu 00paboTke MEepPCOHANBHBIX IaHHBIX TOJDKHBI OBITH OOECTIEUYeHBl TOYHOCTH
NEPCOHAIBHBIX JaHHBIX, UX JOCTATOYHOCTh, 3 B HEOOXOIUMBIX CIy4asiX U aKTyaJIbHOCTh
MO0 OTHOIICHHIO K TemsiM 00pabOTKM TepCOHANBHBIX AaHHBIX. OmepaTop MOJKEH
NPUHAMATh HEOOXOIMWMBbIE Mephbl JIMOO O0ECreurBaTh WX MPHUHITHE MO YAAJICHUIO WIIH
YTOYHEHUIO HETIOJHBIX WJIM HETOYHBIX JaHHBIX.

XpaHeHHe TEepPCOHAIBHBIX JIaHHBIX JOJDKHO OCYIIECTBISATECA B (opme,
MO3BOJIAIONIEH OMpEAETUTh CyOBhEKTa MEPCOHANBHBIX JAHHBIX, HE JOJIbIIE, YE€M 3TOTO
TpeOyIoT 11enu 00pabOTKU MEePCOHAIBHBIX JAaHHBIX, €CIU CPOK XPAHEHUS MEePCOHATBHBIX
JaHHBIX HE YCTAaHOBJIEH (penepalibHbIM 3aKOHOM, JIOTOBOPOM, CTOPOHOH KOTOPOTO,
BBITOIONIPHOOpETATEIeM WM TOPYYUTENIEM TI0 KOTOPOMY  SIBISETCA  CyOBEKT
MEPCOHANBHBIX JaHHBIX.

CyObeKT mepcoHaIbHBIX JAHHBIX BIpaBe TPeOOBATh OT Oleparopa YTOUHEHUS €ro
NEPCOHANBHBIX JIAaHHBIX, HMX OJIOKUPOBAHMS WM YHUUYTOXKEHUS B CIy4yae, €cliu
NIEpPCOHANIbHBIC JaHHBIC SBJISIOTCS HEMOJHBIMH, YCTapeBIIMMH, HETOYHBIMU, HE3aKOHHO
MOJyYEHHBIMA WJIU HE SIBJSIOTCS HEOOXOMUMBIMH ISl 3asBJICHHOW e oOpaboTKH, a
TaK)Ke MPUHUMATH TIPETyCMOTPEHHBIE 3aKOHOM MEPHI TI0 3aIl[UTe CBOUX IMPaB.

3anpoc MODKEH COAepKaTh HOMEP OCHOBHOTO JOKYMEHTA, YAOCTOBEPSIOIIETO
JUYHOCTh CYOBEKTa MEPCOHAIBHBIX JAHHBIX WU €Tr0 MPEICTABHUTENS, CBEACHHUS O JaTe
BBIJIaYM yKa3aHHOTO JOKYMEHTAa W BBIJABIIEM €r0 OpraHe, CBEICHUS, MOATBEPIKIAIOIINE
ydyacTue CyObeKTa NEepCOHAIbHBIX JaHHBIX B OTHOIICHHUAX C OMNEparopoM (HOMEp
JIOTOBOpA, JaTa 3aKJIIOUEHHUs 10rOBOPa, YCIOBHOE CIOBECHOE 0003HAUYeHUE U (MJIM) HHbIE
CBeICHMsI), JIMOO CBEIAEHHsS, WHBIM 00pazoMm mnoATBepxkAaromue ¢akr o0paboTKu
MEPCOHANBHBIX JAHHBIX OMEPATOPOM, MOAMUCH CyOBEKTa MEPCOHATBHBIX JTAHHBIX WM €ro
MpeICcTaBUTeNs. 3ampoc MOXKET ObITh HalpaBieH B (pOopMe 3IEKTPOHHOTO JOKYMEHTa U
IIOANIMCAaH JJIEKTPOHHOW IMOJIKCBHI0 B COOTBETCTBHM C 3aKOHOAATENBLCTBOM Poccuiickon
denepanum.

YTOTHOMOYEHHBIM OPTaHOM TIO 3alllUTe MpaB CyOBEKTOB MEPCOHAIBHBIX TAHHBIX
ABIIsIeTCS (eepaNbHBIN OpraH MCIOTHUTEIHHON BIACTH, OCYIIECTBIISIONINA (QYHKIIUN TI0
KOHTPOJTIO M HaJ[30PY 32 COOTBETCTBUEM 00OpaOOTKU MEPCOHATIBHBIX JTAHHBIX TPEOOBAHUSIM
3akoHOAaTenbCcTBa Poccuiickoit denepannu B 006JaCTH MEPCOHATBHBIX TAHHBIX.
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YHOTHOMOYEHHBI OpraH MO 3alluTe MpaB CyOBEKTOB MEPCOHATBHBIX JAAHHBIX
o0ecneunBaeT, OPraHu3yeT U OCYLIECTBIISIET IOCYJAapCTBEHHBIN KOHTPOJIb M HAA30p 3a
COOTBETCTBUEM  OOpa0OTKM MEPCOHAJbHBIX JAHHBIX TPEOOBAHUSAM  HACTOSALIETO
@enepalibHOTO 3aKOHA M NPUHATBIX B COOTBETCTBUM C HUM HOPMATHUBHBIX IPABOBBIX
aKTOB (TOCYAApCTBEHHBIM KOHTPOJIb M HAA30p 32 00pabOTKON MEPCOHAIBHBIX JAHHBIX).
[Topsnok opraHu3alu ¥ NPOBEACHUS MPOBEPOK IOPUANMYECKUX JIMI U MHIMBUIYaJIbHBIX
OpeanpUHUMATENEH, IBISIOUIMXCS OllepaTOpaMu, YIIOJTHOMOYEHHBIM OPraHOM I10 3alllUTe
npaB CyOBEKTOB MEPCOHANBHBIX JAHHBIX, a TaKXe IMOpPSJOK OpraHu3alvu |
OCYILIECTBIECHUSI TOCYAAPCTBEHHOTO KOHTPOJIS U HaJ30pa 3a 00pabOTKON MEepCOHAIbHBIX
JaHHBIX ~ MHBIMH  JIMI[AMH,  SIBISIOIIMMHUCA  ONEPAaTOpaMH,  yCTaHABIUBAETCS
IIpaBurtenscTBOoM Poccuiickon denepannn.

YTHOTHOMOYEHHBI OpraH MO 3allUTe MpaB CYObEKTOB MEPCOHANBHBIX JaHHBIX
paccmaTtpuBaeT OOpalleHusi CyObeKTa TIEepPCOHANBHBIX JAaHHBIX O COOTBETCTBUU
COJIepKaHusl MEPCOHATBHBIX JaHHBIX U CIIOCOOOB MX 0OpabOTKH LM UX 00pabOTKU U
IPUHUMAET COOTBETCTBYIOLEE PELICHUE.

YIOJHOMOYEHHBI OpraH IO 3allluTe MpaB CyOBEKTOB NEPCOHAIBHBIX JaHHbBIX
MUMEET MPaBo:

1) 3ampammBarte y (U3MYECKMX WIM IOPUIAWYECKUX JMI HH(OpManuio,
HEOOXOAUMYIO JUIsl pealu3ali CBOUX IMOJHOMOYUMN, U 0€3BO3ME3AHO MOJy4yaTh TAKYHO
uHdopMaIuio;

2) OCYIIECTBISATh MPOBEPKY CBEACHUN, COJEPKALIMXCA B YBEIOMIICHHU 00
00pa0oTKe TMepCOHANbHBIX MJaHHBIX, HIW TPUBJICKATh Ui OCYIIECTBICHUS TaKOH
MPOBEPKHU UHBIE TOCYIaPCTBEHHBIE OPTAHbI B MPEeNiaX UX MOJTHOMOYHIA;

3) TpebGoBaTh OT omeparopa YTOYHEHMs, OJOKMPOBAHHUS WJIA YHHUYTOXKEHUS
HEJOCTOBEPHBIX MM MOJYYEHHBIX HE3aKOHHBIM ITyTeM MEPCOHATBHBIX TaHHBIX;

3.1) orpanuumBaTh AocTyn K uHpopMaiuu, oOpabaTbiBaeMOil C HapyIICHHEM
3akoHomarenscTBa Poccuiickoit denepanuu B 00nacTd MEPCOHANBHBIX JAaHHBIX, B
MOPAIKE, YCTAHOBICHHOM 3aKOHOIaTeNbCTBOM Poccuiickont denepannu;

4) mpuHMMAaTh B YCTAHOBJIEHHOM 3aKOHOJATeNbcTBOM Poccuiickoin ®Penepanuu
HOpSAAKE MEphl IO NPUOCTAHOBIEHUIO WJIM IPEKpalleHHuI0 OOpabOTKU MEepCOHATbHBIX
JaHHBIX, OCYLIECTBJIIEMOM C HapylleHueM TpeboBaHuil Hactosero PenepanbHOro
3aKOHa;

5) oOpamarecsi B Cyd C HCKOBBIMU 3asIBICHHUSMM B 3alllUTy IpaB CyOBEKTOB
MEPCOHANBHBIX JAHHBIX, B TOM YKCJIE B 3aIUTY MPaB HEOMPEAEICHHOTO KPyTa JIUII.

5.1) wanpaBnsith B  (QeaepanbHBIA  OpraH  HMCHOJHUTENBHOM  BJIACTH,
YIOJHOMOYEHHbI B o0mactu obOecrneueHus: Oe3omacHOCTH, U (enepaibHbIi Oprax
MCIIOJTHUTENIbHOM BJIACTH, YIMOJHOMOYEHHBIH B 00JaCTU MPOTUBOACHCTBHS TEXHUYECKUM
pa3BeKaM U TEXHUYECKOW 3aluThl HH(OpMaLUU

6) HampaBIATh 3asBJICHHE B OpraH, OCYLIECTBISIIOINIMM JUIEH3UPOBAHUE
JESTeNIbHOCTH ~ olepaTopa, JJid pPacCMOTPEHHUsT BONpOca O TNPUHATAA Mep IO
IPUOCTAHOBJICHUIO JEHCTBUS WM aHHYJUPOBAHHUIO COOTBETCTBYIOIEH JIMLIEH3UU B
YCTaHOBJIEHHOM 3aKOHOJaTenbcTBOM Poccuiickoit denepannn nopsake, €ciau yclIOBUEM
JUIEH3UM HAa OCYUIECTBJIICEHHE TAaKOM JEATEIbHOCTH SBIIAETCA 3allpeT Ha Nepenady
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MEPCOHANIBHBIX JIAHHBIX TPETHUM JUIaM Oe3 COoTjiachs B MUCbMEHHOUW (opme cyObekTa
NEPCOHAIBHBIX TAHHBIX;

7) HampaBisSThL B OpraHbl IPOKYpaTyphl, APYrHe MPaBOOXPAHUTEIbHbIE OpraHbl
MaTepuasibl JJi1 pEUIeHUsT BOIMpoca O BO30YKJACHHHM YTOJIOBHBIX JIe7 1O MpU3HAKaM
NPECTYIUICHUM, CBSI3aHHBIX C HApYIIEHHWEM MpaB CyObEKTOB MEPCOHANBHBIX JAHHBIX, B
COOTBETCTBHHM C MOJIBEAOMCTBEHHOCTBIO;

8) BHocuTh B IlpaButenbctBo Poccuiickoit denepanuu NpeaIoKeHUS O
COBEPILIEHCTBOBAHUY HOPMATUBHOTO MPABOBOTO PErYJIUPOBAHUS 3aIUTHI IPAB CyOBEKTOB
MEPCOHABHBIX JAHHBIX;

9) npuBnekarb K aJIMHUHUCTPATUBHOM OTBETCTBEHHOCTH JIMI[, BHUHOBHBIX B
HapylIeHUU HacTosAmero deaepajsbHoro 3aKoHa.

Jluteparypa
1. ®enepanbublii 3akoH OT 27 utoig 2006 r. N 152-@3 "O nepcoHanbHbIX JaHHBIX"

BOHpOCbI JIA CAMOCTOATEC/IBHOI'O H3YyYCHUA

Tewma 3.2.2. Opraausaiys paboThI ¢ mepcoHanbHbIMK JaHHbIMU B MUC Poccun
1. ITopsimok 06paboTku nepcoHanbHbIX 1aHHBIX B MUC Poccuu.

2. PaccMoTpenus 3ampocoB cyOobekToB nepcoHaibHbix B MUC Poccun.

3. Ilepconanbhbie nanHble, 00padateiBacmbie B MUC Poccun.

3HATD!

K cyObekram TmepcOHaNIbHBIX JaHHBIX, [E€PCOHAJIbHBIE JIaHHBIE KOTOPBIX
obpabateiBatoTrcs B MUYUC Poccum, tepputopuanpHeix opranax MUC Poccun wu
opranu3zanusx, Haxonsmuxcs B Benennn MUC Poccun, B COOTBETCTBUM C HACTOSIIIIUMU
IIpaBunamu, oTHOCSTCS:

o BOCHHOCTYXalllue, MpoxoAasimue BoeHHylo ciyx0y B MUC Poccun,
tepputopranbHeix opranax MYC Poccun u opraHuzanusx, HaXOISIIUXCS B BEJICHUU
MUC Poccun (nanee - Boennocnysxaiiue MUC Poccun);

o COTPYJIHUKHU (PeepaibHOM MNPOTUBOMOKAPHON CIykObl ['ocymapcTBeHHOM
npotuBonoxxkapHou cinyx6s1 MUC Poccun, teppuropuanbubix opranoB MUC Poccuu u
opranuzanui, Haxonasmwuxcs B BeneHuun MUC Poccum (manee - corpynnuku MUC
Poccun);

o rpaxkaaHe, MOCTYMaIIMe Ha CIykO0y B (enepalbHyI0 MPOTHBOIMOKAPHYIO
cryx0y TocymapctBeHHO¥W — mpoTwBomoxkapHot  cmyxk0e1 B MUC  Poccun,
tepputopuanbHbeie opranbl MUC Poccuu u opranuzanuu, Haxonsiuecs: B Beaenun MUC
Poccuu;

o (benepasibHble TOCYIAapCTBEHHbIE TpaxaaHckue ciyxamme MYC Poccun u
tepputopraibHbix opranHoB MUC Poccum (nmamee - rpaxmanckue ciyxamme MUC
Poccun);

o rpaxaaHe, MPETeHAYIOIIMEe Ha 3aMelleHue JOJDKHOCTeH deaepanbHOR
rocyapCTBEHHOU TrpaxknaHckoit cimy0s B MUC Poccun u B TeppuTOpHATbHBIX OpraHax
MUC Poccun;
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o padotHukn MUYC Poccun, tepputopuanbHbix opranoB MUYC Poccunm wu
opranuzanuii, Haxoasmuxcs B BeaeHun MUC Poccuu, 3amemaroniye IOKHOCTH, HE
ABJISIFOIIMECS JIOJDKHOCTAMH  (peiepalbHOM TOCYJapCTBEHHOM TIpa)XIaHCKOM  CITy»KObI
(manee - pabotHukn MUC Poccun);

o rpaXxJaHe, MPETEHAYIOINE Ha 3aMELICHHE JOJDKHOCTEM, HE SIBIISIFOIIMXCS
JOJDKHOCTSAMU (hefiepalbHON TrocyAapCTBEHHOM TpaxkaaHckoi ciyxO0bl B MUC Poccun,
tepputopranbHeix opranax MUYC Poccun u opraHuzanusix, HaXOISIIUXCS B BEICHUU
MUC Poccun;

o JMIa, COCTOSALIME B pOJACTBE (CBOMCTBE) C CyOBEKTaMH IEPCOHAIBHBIX
JAHHBIX.
o rpaxkJiaHe, yBOJIEHHBIE C BOGHHOH CITyKObI ((peepanbHON MPOTUBOMOKAPHON

ciyx0bl ['ocyaapcTBEHHON MPOTUBOIIOXKAPHOU CIYkObI, (eiepanbHON TOCYIapCTBEHHON
rpaxaanckon cmyxk0s1), pabotsl 3 MUYC Poccun, teppuropuanbHbix opranos MUC
Poccun u opranuzanuii, Haxoqasuxcs B Benennn MUC Poccuu;

o ¢u3nueckre auIa U MpeacTaBUTENM OpraHuszanui, ooparusmmecs B MUC
Poccun, B teppurtopuansubie opranbl MUC Poccun u opranuzanuu, Haxonsdluecs: B
Benennu MUC Poccun:

o B CBSI3H C MPEIOCTABICHUEM TOCYJaPCTBEHHBIX YCIIYT;
o B CBSI3U C UCIIOJIHEHUEM TOCYIapCTBEHHBIX (DYHKITHH.
Jluteparypa

1. ®enepanbubiii 3aKoH OoT 27 utoiist 2006 r. N 152-03 "O nepcoHaNbHbIX JaHHBIX".

2. Tlpukaz MUYC Poccun ot 31 oxtsa6ps 2019 roma N 626 «O6 obOpaboTke u
obecrieyeHnH 3alUThl IEPCOHANBHBIX JaHHBIX B Munucrepctse Poccuiickoit deneparuu
mo JejaM TPaXJaHCKOM OOOpOHBI, YPE3BbIYAMHBIM CUTyallUsIM W JIMKBUAAIIUU
[IOCJIEICTBUN CTUXUINHBIX O€ICTBUIY.

3. IIpukaz MYC Poccun ot 20 maprta 2017 r. Ne 121 "O HekoTOphIX BOmpocax
[IEHTPAJU30BAaHHOTO ydYeTa IMEePCOHAJBHBIX JaHHBIX COTPYAHUKOB (denepaabHON
POTUBOMOXKAPHOU CTyKObl ['0CyITapCTBEHHOM MPOTUBOIIOKAPHOM CITYKOBI U TpaXkJIaH
Poccuiickoii @eaepannn, MOCTYMAINUX Ha CIIYXO0y B (efepabHyI0 TPOTUBOIIOXKAPHYIO
cinyx0y ["'ocyaapcTBeHHOM MPOTUBOMOKAPHOMN CITYKObI".

2.4. Tema 4. Opranusauus apXuBHOU padoThI
4.1. Homenkiatypa fedn.

1. CocraBiieHrEe HOMEHKJIATYPHI JIEIT.

2. ®opMHUpPOBAHHE JIEN.

3. OdopmiieHue ae.

3HATD!

Homenknatypa gnen mnpencraBisieT CcoOOW CHCTEeMAaTH3WPOBAHHBIA IEepeyYeHb
HAaUMEHOBaHUMU Jie, (OPMUPYEMBIX B CTPYKTYPHBIX MOJPA3IEICHUSIX TePPUTOPUATBLHBIX
opranos, opranuzauuii MUC Poccun, ¢ ykazaHueM CpOKOB MX XPaHCHUS.

[Ipu cocTaBieHNH HOMEHKJIATYPHI AT CIEIyET pyKOBOACTBOBAThCS [lonoxxenuem o
TeppUTOpHAIBLHOM opraHe, ycraBamu opranuzanuii MUC Poccum, mojioxKeHUSIMH O
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CTPYKTYPHBIX MOAPA3ACICHUSAX, IITATHBIMU pacnucanusimu, npukazom MUYC Poccun ot
10.02.2021 Ne 70 «OG6 yrBepxkaeHuu llepedyHss JOKYMEHTOB, OOpa3ylOIIMXCS B
nestenbHocTH MunucteperBa Poccuiickoit denepanuu mo aesiaM IpakIaHCKONH 000POHBI,
Ype3BbIUYAWHBIM CHUTYallUsIM M JIMKBUAAIMKA TOCJEICTBUN CTUXUUHBIX OEIACTBUM,
TEPPUTOPUAIBHBIX OPTaHOB M OpPTaHU3alldi, BXOISIIUX B €ro CUCTEMY, C YKa3aHUEM
CPOKOB XpaHEHMS», HOMEHKJIATypamMu JeJl 3a MpeAllecTByroIme roapl. M3ydarorcs
JIOKYMEHTBI, 00pa3yIoIIrecs B JCATEILHOCTH TEPPUTOPUATIBLHOTO OpraHa, OopraHu3alluu
MUYC Poccum, ux BUjibl, COCTaB U COJEPIKAHUE.

dopmupoBaHue e

dopMupoBaHUE Je MPEICTABIICT COOOUM TPYNITUPOBKY UCIIOJIHEHHBIX JOKYMEHTOB
B JI€JIa B COOTBETCTBUMU C HOMEHKJIATYPOU JIEJI.

Jlena popmMupyroTcs Kak B CTPYKTYPHOM TOpa3IeICHUH, CO3ITaHHOM JIJIsST BEJCHUS
JNEIONPOU3BOACTBA, TAaK W B  CTPYKTYPHBIX MOAPA3JICICHUAX COTPYIHUKAMH,
OTBETCTBEHHBIMH 32 JEIOMPOU3BOIACTBO.

HcnonHeHHbIE W 3aKOHYEHHBIE JEJIONPOU3BOJICTBOM JTOKYMEHTHI B 10-IHEBHBIM
CPOK JOJDKHBI ObITH chopMUpOBaHBI B jena. Homep nena, B KOTOpo€ JOJKEH OBbITh
NOAIIUT JIOKYMEHT, OIPEIEISIET PYKOBOAUTENb CTPYKTYPHOTO TMOJPA3ACICHUS WU
UCTIOJIHUTENb B COOTBETCTBUU C HOMEHKJIATYPOMl Ae.

OTBETCTBEHHBIM 3a BEJICHHUE JEIONPOM3BOACTBA BHOCUT JAHHBIE O CIHUCAHUU
JOKYMEHTOB B JI€JIO MyTE€M 3arOJIHEHUSI COOTBETCTBYyromiero noyisi B OPK nokymeHnra B
CO/I.

KoHTpons 3a mpaBuwibHBIM (HOPMUPOBAHUEM €] OCYIIESCTBISCTCS CTPYKTYPHBIM
MOJIPA3/ICJICHUEM, CO3JIaHHBIM JIJISl BEACHUS JEJIONPOU3BOICTBA.

Odopmiienue gena

Odopmiienne nena, BKIIOYas jaesia BpeMeHHOro (110 10 JeT BKIFOYMTENBHO) CpoKa
XPaHEHUs, IPElyCMaTPUBAET:

o NOJIIUBKY JeNa;

o HYMEpAaIIMIO JIUCTOB B JIEJIE;

o COCTaBJICHHE JINCTA-3aBEPUTEIIS JIENIa;

. COCTaBJICHHE BHYTPEHHEN OMUCH TOKYMEHTOB JI€a;
J oopMIIEHUE PEKBU3UTOB O0JI0KKH JIea.

OdopmiieHHble fena BpeMeHHOTro (10 10 JeT BKIIOUMTENIbHO) CpoKa XpaHEHHs
JOMYCKAEeTCsl XpaHUTh B nankax tumna "KopoHa" uian B CKOpoOCIIMBaTENAX.

IMopmmuBka gea

JIOKyMEHTBI, COCTaBJISIFOIIUE JI€JI0 MMOCTOSSHHOTO WM BpeMeHHoro (cBbie 10 ser)
XpaHEHUs, NOAIIMBAIOTCS HA YEThIPE MPOKOJAa MPOYHBIMU IIHYpPKAMH B TAaNKy C
rpe0erIkoM, TpeMs KIarnaHaMy U 3aBs3KaMH (apXHBHYIO TAIKy) C y4€TOM BO3MOXKHOCTH
CBOOOTHOTO YTECHHSI TEKCTA BCEX JIOKYMEHTOB, /1aT, BU3 M PE30JIIOIHNIA HA HUX.

[Ipu moAroToBKE Jena K MNOJIIMBKE METAIUIMYECKUE U UHBIE CKPEIIEHUS (CKPETKH,
CKOOBI, HUTKH U T.I1.) yaausaroTcs. He momyckaercst mepenava fen B ApXUB B TTankax THTIA
"Kopona" u ckopocimBaressx.

ApXHBHBIE ManKd C JOKYMEHTaMH, HUCIOJHEHHBIMA Ha CTaHJIAPTHBIX JHCTax
dbopmara A4 (210x297 MmM), OJKHBI UMETh pazMepsl 229x324x40 mw.

Ecnu Bce AMCTBI JOKYMEHTOB Ji€Jla MPEBBIIAIOT BbIIIEYKA3aHHBIA (opmMar,
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apXWBHBIC TIAITKK MOTYT UMETh COOTBETCTBYIOITUE PA3MEPHI.

HedopmaTHbie 1OKyMeHTHI (KapThl, CXEMbI, TUTAHbI, YEPTEKHU U JIP.), TOKYMEHTHI 1O
JUYHOMY COCTaBY, KOTOpbIE BEAYTCA B BUJE KAPTOUEK (MOCTYKHbIE KapThl U Jp.), a TAKKe
HeOoNpIIMe OpolIopbl, B IEJIX WX COXPAaHHOCTH M yAOOCTBAa MOJIb30BaHUS
BKJIQJIbIBAIOTCSI B KOHBEPTHI, KOTOPBIEC MOAIIMBAIOTCSA B apXUBHbBIC MANKU UM XPAHATCS B
KapTOHHBIX GyTisipax (kopoOkax, TyOycax). OHM MOTYT COCTaBJAThH OTJIEJbHBIC Jeiia
(Toma nen), KOTOpble OQOPMIISIIOTCS C COCTaBICHHUEM BHYTPEHHEH OMHCH W JIHMCTa-
3aBEPUTEIIS.

Hymepauus JiucToB gesa

B menmsx oOecnedeHus: COXPaHHOCTH W 3aKPEIUICHUS TOPSJKA PACIIOIOKEHUS
JTOKYMEHTOB, MOIIUTHIX B JI€TI0, BCE JIUCTHI, KPOME JINCTOB BHYTPEHHEH OIMHCH U JIHCTa-
3aBEPUTEIIS, HYMEPYIOTCS apaOCKuMH Iu(paMu BaJOBOM HyMepaluel B MPaBOM BEPXHEM
yTITy, HE 3a/IeBasi TEKCTa JJOKyMEHTA, MPOCTHIM KapaH 1aIllloM.

Hcnonb3oBaHWe YEpHWII, MIAPUKOBOW TMACThl M L[BETHBIX KapaHJalmled i
HyMEepalluH JTUCTOB 3aIpeIaeTcs.

JIUCTBI BHYTpEHHEHN OMKUCH HYMEPYIOTCS PUMCKUMH LIUPPAMH.

JIucThl 1en, COCTOAIIMX HM3 HECKOJBKUX TOMOB, HYMEPYIOTCA B KaXKIOM TOME
OTJIETIBHO.

[Topmuteie B nena KOHBEPThl HymepyroTcs. Ilpu »ToM cHauana Hymepyertcs
KOHBEPT, a 3aTEM OUEPEAHBIM HOMEPOM KaXK/10€ BJIOKEHHUE B KOHBEPTE.

dortorpadum, yepTerku, AUATPAaMMbl W JAPYTHE WILIIOCTPATUBHBIE JTOKYMEHTHI,
MIPEACTABIISIFONINE CAMOCTOSITEIBHBIN JIUCT B JIEJIe, HyMEPYIOTCS Ha 00OPOTHOM CTOPOHE B
JIEBOM BEPXHEM YTIIy.

CrnoxxeHHbIH TUCT 60BIIOr0 (hopMaTa pa3BOPAYMBAETCS M HyMEPYETCS B MPABOM
BEPXHEM YTIIy.

JIucT ¢ HaKJICCHHBIMH JOKYMEHTaMH (BBIpE3KaMH, BBIMHCKAMU M T.I.), a TaKKe
CKJIEHKa W3 HECKOJIBKUX JINCTOB HyMEPYETCS KaK OJIMH JIUCT.

JIoKyMeHTBI ¢ COOCTBEHHOM HyMepaluel JIMCTOB HyMEpYIOTCS B 0011IEM MOPSIIKE.

YucTble TUCTHI HE HYMEPYIOTCS.

JIucTel ¢ yka3zaHHEeM MO HCIOJIHEHHUIO JOKYMEHTOB (B Cllydae, €ClH PEe30JIoLUU
Oo(OpMIISIIOTCSI Ha OT/AEJIbHBIX JIUCTaX), & TaK¥Ke JIMCThl COTJIacCOBaHUS HYMEpPYIOTCS Kak
CaMOCTOSITEJIbHBIE JIUCTHI.

CocraBJ/ieHue 3aBepUTEIbLHON HAIITUCH

[Toce 3aBepiieHHss HyMepamyWy JUCTOB COCTABIISETCS 3aBEpUTENbHAS HAIINCH,
KoTopast oopMisieTcss Ha OTACIBHOM JIMCTE-3aBEpUTENe, MOIIIMTOM B KOHIIE Jea.
3anpemaercs BEBIHOCUTh 3aBEPUTENHHYIO HAMUCH HA O0JIOKKY Jiea I TOCIEIHUIN JTUCT
nema. B skypHamax (KHWTAx) JIMCT-3aBEPUTENIb HAKIICEUBACTCS 3a BEPXHIOI0 YacTh Ha
BHYTPEHHEH CTOpOHE OOJOKKM B KOHIIE XypHana (KHUTH). B kapToTrekax muCT-
3aBEPUTEIb CKIIAJIBLIBACTCS IO JOopMaTy KapTOUKH U PA3MEIIASTCs B KOHIIE KAPTOTEKH.

B 3aBeputenpHOM Hammucu ykKasbiBaeTcs IUGpaMu W TPOMUCHIO KOJIMYECTBO
JUCTOB B JIeJI€ M KOJUYECTBO JIUCTOB BHYTPEHHEW ONHMCH, a TaKXKe YKa3bIBaIOTCS
O0COOEHHOCTH JIOKYMEHTOB JieJla: HaJIMYMe JIMTEPHBIX U MPOIYIIEHHBIX HOMEPOB JIUCTOB;
JUCTOB C HAKJICCHHBIMH JOKYMEHTAaMH W BBIPE3KAMU M3 Ta3eT; CKIEEK C YyKa3aHUEM
KOJIMYECTBA CKJIEEHHBIX JIMCTOB, KOHBEPTOB C BIOXKEHUAMH; (oTorpaduii, yepTexei,
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AUarpaMm, pUCyHKOB H JIp.

CocraBiieHHe BHYyTpPeHHEH ONUCH

BHyTpeHHss onuch COCTABISETCA C LIEJIbI0 yUeTa TOKYMEHTOB, NOAIIMTHIX B JIETIO.
BHyTpeHHSI OITUCH COCTABIISIETCS IO YCTAHOBJIEHHOM (hopMme.

[Ipu 3aKkpbITUH A€a B KOHIIE BHYTPEHHEN OMKUCH COCTABIIIETCS UTOTOBAsl 3alUCh, B
KOTOpOM yKa3biBaeTcd LHU(PpaMu ¢ TMPONUCHIO KOJMYECTBO BKIIOYEHHBIX B Hee
JOKYMEHTOB M KOJIMYECTBO JINCTOB BHYTPEHHEN OIUCH.

BHyTpeHHss onuch MOANMUCHIBAETCS €€ COCTaBUTENEM C yKa3aHUEM paciinpoBKU
MOJAMKCH, TOJPKHOCTH U 1aThl COCTABIICHHUSI OITUCH.

Od¢opmieHne peKBU3UTOB 00J102KKH J1ejia

Ha o0noxke nema yka3bIBAalOTCS PEKBU3HUTHI: HAUMEHOBAHHUE TEPPUTOPHUATBHOTO
oprana, opranuzauuu MUYC Poccun; HanMEHOBAaHHME CTPYKTYPHOI'O NOJAPAa3JIEICHUS;
HAaVMEHOBAHHME OT/ENa CTPYKTYPHOTO MOJpa3feleHus; MHAEKC Jeia (HoMep ToMma);
3aroJIOBOK JieJla; KpailHhe aara jaena (Toma, 4acTH); KOJMYECTBO JHUCTOB B JE€J€; CPOK
XpaHEHHUsI Jiela; apXUBHBIN UGp ena.

Bce pexBu3uThl OQOPMIISIIOTCST YEpPHOM IIAPUKOBOM PYYKOM WM TYIIBIO.
Homyckaetcst opopmiieHre 0010KKH Jieja Ha KOMIIBIOTEpE.

XpaHeHue e B CTPYKTYPHBIX MNOAPAa3JeJIeHHUSIX TEPPUTOPHAJIBHOIO OpraHa,
opranu3anuu MUC Poccun

C MoMeHTa 3aBelleHHs U 10 epeaayu B ApXUB TOKYMEHTBI XPAHATCA MO MECTY UX
dbopMupoBaHUs B Jena.

PykoBoguTenu CTpyKTypHBIX NOJpa3Aei€HUl U COTPYIHHKH, OTBETCTBEHHBIE 3a
BEJICHUE JIEJOMPOU3BOJICTBA, O0ECIEUNBAIOT YCIOBUS XPAaHEHUS JOKYMEHTOB U el U
HECYT OTBETCTBEHHOCTD 3a UX COXPAHHOCTb.

Jlena JOMKHBI XpaHUTHCS B pabOYMX KOMHATaxX WM CHEIHATbHO OTBEACHHBIX IS
ATOW IEeNu TMOMEIIEHHUAX, pacloyiiaraThCsl B 3amuparomuxcs mkadax win ceildax,
00ecneunBaroIIUX COXPAaHHOCTh JOKYMEHTOB.

B 1mensx omepaTMBHOro TMOWCKAa JIOKYMEHTOB Jena B Imkadax (ceridax)
pacnoJiararoTcsi B COOTBETCTBUU C HOMEHKJIATYPOH J1eJ1, KOMUsi KOTOPOM (MJIM BBIMKCKA U3
Hee) moMenlaeTcsl Ha aBeplie mkada ¢ BHyTpeHHel ctopoHbl. Ha kopelikax o00kek ael
YKa3bIBAOTCSI MHJEKCHI JI€JT IT0 HOMEHKIIATYPE.

3aBepIleHHbIE IeONPOU3BOJICTBOM Jielila TOCTOSHHOTO U BpeMeHHoro (cBbiiie 10
JIET) XpaHeHWs, BKJIKOYas Jejla MO0 JHYHOMY COCTaBy, XpaHATCS MO MECTy UX
dbopMupOBaHUs B TEYCHHE BYX JIET, @ 3aTEM MEepEAA0TCs Ha XpaHEeHUe B ApXUB.

Jena BpemenHoro (no 10 Jer) XpaHeHHsT MO HWCTEYEHUM CpPOKA XpaHEHUs
YHUYTOKAIOTCS 10 aKTaM B YCTAaHOBJIEHHOM MOPSIKE.

3aBeplICHHbIE  JCJIONPOU3BOJACTBOM  JI€Ja, XpaHSAUIMEcs B  CTPYKTYPHOM
NOJpa3eiecHuy, TMpU HEOOXOJUMOCTH BBIJAIOTCS COTPYJHHMKaM BO BPEMEHHOE
MI0JIb30BAHUE COTPYAHUKOM, OTBETCTBEHHBIM 3a BEJICHUE JIE€JIONPOU3BOJCTBA MO POCIHCH
B )KypHaJie yyeTa BblAauu Jel.

Brinaua nmen coTpyaHHKaM JIPYTUX CTPYKTYPHBIX MOJPA3AEIICHUN OCYIIECTBIISIETCS
C pa3peuieHus PyKOBOIUTENS CTPYKTYPHOTO MOAPA3NAECIEHUS IOJ POCIUCH B KypHaJe
BBIJAYH JIE]L.
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Jluteparypa
1. IIpuxaz MYC Poccuu ot 14.05.2021 N 315 "OO6 yrBepxkaenun MHCTPYKIUU 1O
NEJIONPOU3BOJCTBY B TEPPUTOPHUAIIBHBIX opraHax Munucrepctsa Poccuiickon denepanuu
no JejlaM TpaXJaHCKOM OOOpOHBI, YpE3BbIYAWHBIM CUTyallUsIM H  JIMKBHUJALUU
MOCJIEICTBUNA CTUXUUHBIX OCACTBUHM, YUPEXKACHUSIX U OpraHu3alusax, HaXOIAUIUXCS B
BeneHnn MunuctepctBa Poccuiickoit denepanuu 1mo jenam TpakKIaHCKONM OOOPOHBI,
YpEe3BbIYANHBIM CUTYAIUSIM U JIMKBUJIALIMY TTOCIEICTBUM CTUXUNHBIX OeACTBUM".

Bomnpocsl AJ151 CaMOCTOATEILHOTO U3YYEeHUS
4.1.1. ApxuBHOE XpaHEHHUE JTOKYMEHTOB
1. OCHOBBI 3aKOHOJIATENLCTBA IO APXUBHOMY JIETTY.

Jluteparypa

1. OcHoBbl genomnpousBoacTBa B cucreMe MUC Poccuu: yuebHoe mocobue /
M.A. PasBonos, [.H. KocteuieB — HMBanoo: ®I'BOY BO IBaHOBckas MOKapHO-
cnacarenbHas akajgemus I'TIC MUC Poccun, 2017. — 98 ¢.C.66-83.

2. [Tpukaz MUC Poccum ot 14.05.2021 N 315 "O6 yrBepx)aenun MHCTpYyKIIUU
N0 JEJONPOU3BOACTBY B TEPPUTOpPHANbHBIX opraHax MuHucrepcrBa Poccuiickoi
®denepanuu Mo JejaaM rpakJaHCKONH 000POHBI, YPE3BbIYANHBIM CUTYALUSAM U JIMKBUIALIUN
MOCJIC/ICTBUA CTUXUUHBIX OCACTBUHN, YUPEKIACHUSIX W OPTaHU3AIUAK, HAXOIANIUXCS B
BeneHnn MunuctepctBa Poccuiickoit ®denepanuu mo jaenam TrpakJaHCKOM OOOpPOHBI,
Ype3BbIYAITHBIM CUTYALMSIM U JIMKBUAALNN OCIEACTBUIM CTUXUIHBIX Oe1CTBHIA".

4.2. XpaHeHUeE Jea B CTPYKTYpHEIX noapasaeieHusx MUC Poccun.

1. Cpoku XxpaHeHUs TOKYMEHTOB.

2. DKcnepTu3a [IEHHOCTH JOKYMEHTOB.

3. Cocrapnenue u odhopmIICHUE OMUCEH Je7d U 0POPMIICHUE aKTOB K YHUUTOXEHUIO

i

3HATD!

C MoMeHTa 3aBeIcHHS U JI0 Tiepeaud B ApXHUB JOKYMEHTBI XPaHSATCS 10 MECTY UX
¢dbopMupoBaHUs B Jea.

PykoBoauTenu CTPYKTYpHBIX MOAPA3IEICHUM U COTPYIHUKH, OTBETCTBEHHbBIE 32
BEJICHUE JIEJOMPOU3BOJICTBA, OOECIEUNBAIOT YCIOBUS XPAaHEHUS JOKYMEHTOB U el U
HECYT OTBETCTBEHHOCTbH 3@ HX COXPAHHOCTb.

Jlena JOMKHBI XpAaHUTHCS B pabOYMX KOMHATaxX WM CHEIHATbHO OTBEACHHBIX IS
ATOW IEeNu TMOMEIIEHHUAX, pacloyiiaraThCsi B 3amuparomuxcs mkadax win ceildax,
00ecreunBarOIINX COXPAaHHOCTh JOKYMEHTOB.

B 1mensx omepaTMBHOro TOWCKAa JIOKYMEHTOB Jena B Imkadax (ceridax)
pacmojararTcs B COOTBETCTBUU C HOMEHKJIATYPOU JIeN, KOHS KOTOPOU (MJIM BBIMHCKA U3
Hee) ToMenIaeTcs Ha JABepIie mKkada ¢ BHYTPEHHEH cTopoHbl. Ha kopemkax 00oxek aen
YKa3bIBAIOTCSI MHICKCHI
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3aBeplIECHHbIE JEJIONPOU3BOICTBOM Jielia MOCTOSSHHOTO U BpeMeHHOTo (cBbimie 10
JIeT) XpaHEeHWs, BKIIOYas Jela 10 JMYHOMY COCTaBy, XpaHATCA II0 MECTy HX
dhopMupoBaHUs B TEUEHHUE BYX JIET, a 3aTEM IepeIaloTCsl Ha XpaHEHUE B APXUB.

Hena BpemenHoro (mo 10 1eT) XpaHEHHS 10 HCTEUCHHHM CpPOKa XpaHEHUs
YHUUYTOKAKOTCS 1O aKTaM B YCTAaHOBJICHHOM TOPSJIKE.

3aBepIlICHHBIE  JICJIONPOU3BOJICTBOM  Jiejia, XPaHAIIMECS B  CTPYKTYPHOM
noApa3feieHur, TMpPU HEOOXOJUMOCTH BBIJAIOTCS COTPYJAHMKaM BO BPEMEHHOE
MOJIb30BAHUE COTPYAHUKOM, OTBETCTBEHHBIM 3a BEIACHUE JAEIOMPOU3BOACTBA 0] POCIHUCH
B JKYpHAQJIE yU€Ta BbIJAYU JEIL.

Brigaua nen cotpyaHukaMm ApYyrux CTPYKTYPHBIX HOAPA3ACICHUN OCYIIECTBIISETCS
C pa3pelieHus] PYKOBOIUTEISI CTPYKTYPHOIO MHOAPA3IACICHUS IOJ POCIUCH B KypHale
BBIJA4H JeII.

Jlena BBIIAIOTCS COTPYAHMKAM CTPYKTYPHBIX TOJpa3/iejieHUH Ha CpPOK He Ooiee
omHoro mecsna. [locine ucrtedeHuns: ykasaHHOTO CpoKa JIEJI0 TODKHO OBITh BO3BPAIICHO HA
MecTo ero xpaHeHus. COCTOsTHHE BO3BPAIIa€MbIX JIeJT JOJDKHO OBITh MPOBEPEHO MOJHUCTHO
B MPUCYTCTBUU JIMI1IA, BO3BPAIAIOIIETO JIEJIO.

B cooTBeTcTBMUM € 3ampocoM OT MPaBOOXPAHUTEIBLHOIO OpraHa M3 CTPYKTYPHOTO
nojApa3eieHUuss MOTYT ObITh M3BATHI Jieja U OTACIbHBIE JOKYMEHTHI B COOTBETCTBHU C
3aKOHOJATENLCTBOM Poccurickon denepanuu.

B cnydae u3bsaTHS [1€1 COCTABISETCS aKT M MPOCTABIISIETCS COOTBETCTBYIOIIAS
OTMETKa B HOMEHKJIAType JIeJl ¢ YKa3aHUEeM HoMepa U 1aThl akta. [locne Bo3BpaiieHus aein
B HOMEHKJIATyP€E MPOCTABISAETCS OTMETKA O BO3BpATE.

B citydae u3bsATHS OTHENBHOTO JOKYMEHTA COCTABISETCS AKT, HA MECTO MU3BATOTO
JIOKYMEHTA MOAIIMBAETCS €r0 3aBEPEHHAs KOMUS U KOMUs aKkTa (OpUTrMHAJl aKTa XpPaHUTCS
B COOTBETCTBYIOIIEM Jielie ¢ akTamu). Bo BHyTpeHHEH omucH fiena JenaeTcs OTMETKa 00
W3BATHM C YKAa3aHUEM HOMEpA U ATkl akta. [locime Bo3BpameHns JOKYMEHT HOAIINBAETCS
B JICJIO, U3 KOTOPOTO OBUT U3BAT, €T0 KOMHS M3BIMACTCS U YHUYTOXKAETCS, BO BHYTPCHHEH
ONMCH MPOU3BOJUTCA OTMETKA O BO3BpPATE.

3ampeniaeTcs JeaTh Ha JOKYMEHTax, HaXOSIIUXCs B Jieie, J00ble OMETKH WU
BHOCHUTH B HUX KaKHe-THO0O N3MEHEHMUS.

[Ton skcnepTU30i IEHHOCTH JOKYMEHTOB MOHUMAETCS M3y4Y€HUE JTOKYMEHTOB Ha
OCHOBAaHUHU KPUTEPUEB UX IIEHHOCTH B IEJISIX ONPEICIICHUS CPOKOB XPAHEHUS JOKYMEHTOB
1 0TOOpa uX I BKIIOUeHUS B cocTaB ApxuBHOTO (poHa Poccuiickoii denepanum.

DKcrnepTu3a IIEHHOCTH JOKYMEHTOB OCYIIECTBIISIETCS IYyTEM KOMILJIEKCHOTO
MPUMEHEHUST KPUTEPHEB MPOUCXOXKACHHS, COACPKAHUSA, BHEITHUX OCOOCHHOCTEH
JOKYMEHTOB.

K xputepusiMm TPOUCXOKIAEHHUS OTHOCATCS: POJb M MECTO TEPPUTOPHUATBLHOIO
oprana, opranuzaimu MUC Poccuum B cucteMe TrocyAapCTBEHHOrO YIPABICHUS,
3HAYUMOCTH BBHITIOJIHIEMBIX UM (QYHKIIUNA, BPEMS U MECTO 00pa30BaHUs JOKYMEHTA.

K kputepusim comepkaHUs OTHOCATCS: 3HAYUMOCTh COOBITHSI  (SIBIICHUS),
OTPAKXEHHOTO B JOKYMEHTE, 3HauC€HHE UMEIolIeHcs B JIOKyMeHTe HH(pOpMaInH,
MOBTOpPEHUE 3TOW HMH(OpMAIMU B JIPYyrUX JAOKYMEHTax, BUJ JTOKYMEHTA, MOJJIMHHOCTH
JTOKYMEHTA.

K kputepusiMm BHEMIHMX OCOOCHHOCTEH OTHOcATCS: ¢dopma (PUKCUPOBAHUA U
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Mepeaaun COAEPKAHUS, FOPUANYECKAs: JOCTOBEPHOCTh (HAIMYKUE MOIIUCEN, 1aT, IeyaTeil)
JOKYMEHTA, €r0 (pU3N4ECKOe COCTOSTHUE.

Onuce Jen  mpeacraBiasieT coOOW  apXMBHBIM  CIIPAaBOYHHUK, COJEpIKalHil
CUCTEMATHU3UPOBAHHBIM IE€pPEUEHb JEJI C CaMOCTOSTENbHOM BajoOBOM (MOPSAKOBON)
HyMepaluuen U MpeaHa3HauYeHHbIN I UX Y4€Ta U PACKPBITUS COIEPKAHUS.

Onmucu Jen  CTPYKTYpHBIX MOApa3JeNeHuid (manee - CcAaTOYHbIE OIKCH)
COCTaBIISIIOTCA B JIBYX OK3EMIUIpaX €XKEroJHO [0 YCTAHOBJIEHHBIM (opMaw,
OTBETCTBEHHBIM 32 JEJIONPOU3BOACTBO IIOJ  HEMOCPEACTBEHHBIM  METOAUYECKUM
PYKOBOJACTBOM  CTPYKTYPHOTO  NOAPA3AEIEHUSA,  CO3JAHHOIO  JUIi  BEICHUSA
JIEJIONPOU3BOACTBA U ApXUBA.

CBOJHBIE ONUCH JI€J TEPPUTOpUATIBLHOrO oprana, opranuzauumun MYC Poccum
COCTaBIIIOTCS ~APXMBOM Ha OCHOBE CHATOYHBIX OIACEW JI€1  CTPYKTYPHBIX
noApasaeneHuid.  ApXUBHBIE  ONHCHM  paccMarpuBaroTcs  Ha  3aceganun  OK
TEPPUTOPHATBHOTO oprana, opranuszanuu MUC Poccun.

CloaTtoyHble ONMCH COCTABIISIIOTCA HE IO3JHEE, YEeM Yepe3 [Barojaa Iocie
3aBEPILICHHUS J1E] 1EJIOIPOU3BOICTBOM.

OTBETCTBEHHOCTh 3a CBOEBPEMEHHOE M KAa4YE€CTBEHHOE COCTABJICHHE CIATOYHBIX
ONMCE M caady JAeJl Ha XpaHeHWe B ApXUB HECYT PYKOBOJMTEIN CTPYKTYPHBIX
IIOIPa3ICIICHUN.

ITpu cocTaBiieHMM CIATOYHOM ONMCH IPOBEPSETCS KAauecTBO (POPMUPOBAHUSA U
oopmileHHEe JeN; COOTBETCTBHE KOJMYECTBA J€J, BHOCUMBIX B OIHCH, KOJUYECTBY
3aBEJICHHBIX JEJI 10 HOMEHKJIATYPE eI CTPYKTYPHOTO OAPA3ACIICHUS.

Jluteparypa
1. IIpuxaz MYC Poccuu ot 14.05.2021 N 315 "OO6 yrBepxaenun MHCTPYKIUU 11O
NEJIONPOU3BOJCTBY B TEPPUTOPHUAIIBHBIX opraHax Munucrepctsa Poccuiickon denepanmnu
no JejlaM TpaXJaHCKOM OOOpOHBI, YpE3BbIYAWHBIM CUTyallUsIM H  JIMKBHUJALUU
MOCJIEICTBUNA CTUXUUHBIX OCACTBUM, YUPEXKACHUSIX U OpraHu3alusax, HaXOISALIUXCS B
BeneHnn MunuctepctBa Poccuiickoit ®denepauuu mo jaenam TrpakJaHCKOM 0OOpPOHBI,
Ype3BbIYAITHBIM CUTYALMSIM U JIMKBUAALNY OCIEACTBUM CTUXUIHBIX Oe1CcTBHIA".

Bonpocel 1j151 caMOCTOATEILHOTO U3YUeHH s
Tema 4.2.1. Opranu3zanus XpaHeHHs JJOKYMEHTOB
1. TpeOoBaHMsI K 3/ITaHUIO U IOMEIICHUSAM apXHBa.
2. O0opyaoBaHuE I XPAHCHHS ApXUBHBIX IOKYMEHTOB.
3. OcoOCHHOCTH XpaHECHHS JICKTPOHHBIX JOKYMECHTOB.

Jluteparypa
1. ®enepanbubiii 3ak0H OT 22 okTsA0ps 2004 r. Ne 125-D3 «OO6 apxuBHOM Jeiie B
Poccuiickon @enepaumnm.
2. Haumonaneheiii cranpapt PO I'OCT P 7.0.97-2016 «Cuctema ctaHaapToB IO
uHpopmanuu, OMOAMOTEYHOMY M H3JaTeNbCckoMy  naeny.  OpraHu3alMoHHO-
pacnopsauTenbHas JOKyMeHTanus. TpeOoBaHHs K O(OPMIIEHHIO JOKYMEHTOB» (YTB.
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npuka3zoM denepasbHOro areHTCTBa M0 TEXHUYECKOMY PETYJIMPOBAHUIO U METPOJIOTUU OT
8 nexabps 2016 r. N 2004-cT).

3. Ilpuka3z denepanbHOro apxuBHOro areHrcrea ot 2 mapta 2020 r. N 24 "O6
yTBepxkAcHUU [IpaBunm  opraHu3aluu  XpaHEHHs, KOMIUIEKTOBAaHMs, ydeTa U
UCIIOJIb30BaHUsl JIOKyMEHTOB ApxuBHoro ¢onaa Poccuiickoit ®denepanuum v Apyrux
apXMBHBIX JOKYMEHTOB B TOCYAapCTBEHHBIX M MYHULMNAIbHBIX apXWBaX, MY3€siX U
OuOIMOTEKaX, HAYYHBIX OpraHu3ausx".

4. Ilpukaz MYC Poccun ot 14.05.2021 N 315 "O6 yrBepxaennu MHCTpyKUIMH 1O
JEIOMPOU3BOACTBY B TEPPUTOPUAIIBHBIX OpraHax Mununcrepcta Poccuiickoint @enepanuu
Mo JejaM TpaXIaHCKOH OOOpOHBI, YpPE3BBIYAMHBIM CUTyallUsM M JIMKBHIALUU
MOCIIECACTBUIN CTUXUHHBIX OCACTBUIA, YUPEKACHUAX W OpraHU3alUAX, HAXOASIIUXCS B
BeneHnn MunuctepctBa Poccuiickoit ®denepauuu mo jaenam TrpakJaHCKOM OOOpPOHBI,
Ype3BbIYAITHBIM CUTYALMSIM U JIMKBUAALNY OCIEACTBUM CTUXUMHBIX Oe1CTBHIA".

Bonpocs! 1J151 cCaMOCTOATEIBHOTO U3Y4YeHH S
4.2.2. Ilepemaya Jen B apXMB TEPPUTOPHAILHOrO oprana, opranmzamuu MUC
Poccun.
1. Tlopamok BbIIAYM W MCIOJb30BAHUS JOKYMEHTOB, XPAHSIIMXCS B apXuBE
TEPPUTOPUATBHOTO OopraHa, opranu3anuu MUC Poccuu.
2. Ilpuem-nepenavya JOKYMEHTOB, JI€JI MPU CMEHE HAdaJlbHUKAa CTPYKTYPHOTO
MOJpa3AeICHUs.

Jluteparypa

1. ITpuxaz MYC Poccun ot 14.05.2021 N 315 "O6 yrBepxkaeHun MHCTpyKIuH 1o
JETOMPOU3BOACTBY B TEPPUTOPHUAIIBHBIX opraHax Munucrepcta Poccuiickon @enepanuu
Mo JeiaM TPaXTAaHCKOH OOOpPOHBI, YPE3BBIYAWHBIM CHUTYyallUsIM U JIUKBHUIAIAH
MOCJICICTBUA CTUXUUHBIX OCACTBUH, YUPEKACHUSIX W OPTaHU3AIUAK, HAXOIANIUXCS B
BeneHnn MunuctepctBa Poccuiickoit ®denepanuu 1mo jenamM TPakKIaHCKONW OOOPOHBI,
YpEe3BbIYANHBIM CUTYAIUSIM U JIMKBUJIALIMY TTOCIEICTBUM CTUXUNHBIX OeACTBUI".

2. Ilpukaz MUYC Poccun 684 ot 14.09.2020 «O6 yrBepxkaeHun MHCTpyKIUU 10
opraHuzainuu paboThl C JOKYMEHTaMH, COJEpKalllUMHU CIy>KeOHYI0 HH(MOpMAIUIO
OIPaHUYEHHOrO pacnpocTpaHeHus, B Munucrepcrse Poccuiickonn denepanuu no Jjienam
IPKJAHCKOM OOOPOHBI, YpE3BbIYAHBIM CHUTYyalMsIM W JIMKBUJIALUUUA TOCJEICTBHUM
CTUXHIHBIX OCICTBHI.

2.5. Tema 5. Pabora ¢ oOpamenusimu rpa:kaan B cucreme MUC Poccun.

5.1. Opranuzanus paboTsl ¢ oOpanieHusMu rpaxad B cucteme MUYC Poccuu.

1. IIpuem, peructpanus U y4eT MUCbMEHHBIX 00pallleHu i TpakIaH.

2. PaccMoTpeHnune oOpalieHuit rpak/iaH.

3. Kontponp 3a coOitoeHueM Mopsiika U CPOKOB PACCMOTPEHHsS OOpalleHHi
IpaK/1aH.
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['paxkmane wWMeEOT mpaBo oOpamiatbecs JIMYHO, a TaKKe  HamlpaBlsuTh
UH/IMBUIyaJIbHbIE M KOJUIEKTUBHBIE OOpallleHus, BKJIIOYas OOpalleHHs OObeINHEHUHN
IpaKJaH, B TOM YHCJIE IOPUINYECKUX JINLL, B TOCYJaPCTBEHHBIE OPraHbl, OpraHbl MECTHOTO
CaMOYIIPABJICHUS M HUX JOJDKHOCTHBIM JIMIAM, B I'OCYJApPCTBEHHBIE W MYHHIUIIAIbHBIC
YUPEXKJEHUS U HMHbIE OpraHU3allid, Ha KOTOPbIE BO3JIOKEHO OCYIIECTBIEHHUE ITyOJINYHO
3HaYUMBIX QYHKIUI, U UX JOJKHOCTHBIM JIMLIAM.

I'paxknane peanu3yloT 1OpaBo Ha oOpalleHne CcBOOOAHO U JOOPOBOJIBHO.
OcyuiecTBieHHE TpakJaHaMu IpaBa Ha OOpalleHWe HE [OJDKHO HapyllaTh IpaBa U
CBOOOIBI IPYTUX JIUII.

PaccmoTpenue obpareHuil rpaskjad OCyIecTBIsIeTCs] OECIUIaTHO.

[IpaBooTHOLIEHHS, CBSI3aHHBIE C  PAacCMOTPEHHEM  OOpalleHWil  TpaxkiaH,
perynupytorcs Koncrurynuen Poccuniickonn @enepannu, MEXIyHAPOIHBIMU TOTOBOPAMHU
Poccuiickoit denepaunu, (enepaqbHBIMH KOHCTHUTYLMOHHBIMH 3aKOHAaMH, HACTOSIIUM
denepalibHBIM 3aKOHOM U MHBIMU (hefiepaibHbIMU 3aKOHAMHU.

['ocynapCTBeHHBIM OpraH, OpraH MECTHOTO CaMOYIPABICHHS WU JIOJDKHOCTHOE
JIUIIO:

. oOecrieunBaeT 0OBEKTHBHOE, BCECTOPOHHEE M CBOCBPEMEHHOE PACCMOTPEHHE
oOpaieHusi, B cllydae HEOOXOJAMMOCTH - C YYacTHEeM TpakJaHWHA, HAIPaBUBIIETO
oOparieHue;

J 3ampamiMBaeT, B TOM 4YHCJIE B 3JIEKTPOHHOH (opme, HEOOXOIUMBIC IS
paccMOTpeHHsI OOpalieHus JOKYMEHTBHI W MarepHalibl B JPYIHX TOCYIapCTBEHHBIX
opraHax, oOpraHax MECTHOTO CaMOYIPAaBJICHHS M Yy WHBIX JIOJDKHOCTHBIX JIMII, 32
UCKJTFOUCHHEM CYJIOB, OPT'aHOB JIO3HAHMS U OPTAHOB MPEIBAPUTEIBHOTO CIICICTBUS;

o NPUHUMACT MEpbl, HANpaBJICHHbIC HA BOCCTAHOBJICHUE WU 3allUTY
HapYIIECHHBIX MPaB, CBO0O/] ¥ 3aKOHHBIX HHTEPECOB IPAXKTaHUHA,;

o JaeT IMHUCBMEHHBIM OTBET IO CYIIECTBY IIOCTaBJICHHBIX B OOpallIeHUun
BOTIPOCOB, 32 HCKITIOYCHUEM CITy4acB.

o YBEIOMJISICT TPAXKIaHNHA O HAIPABJICHUHU €ro OOpallleHUs] Ha PAaCCMOTPEHHE B
APYroil TOCYAapCTBEHHBI OpraH, OpPraH MECTHOTO CaMOYIPABJICHHUS WIH HWHOMY
JOJDKHOCTHOMY JIUITY B COOTBETCTBUH C UX KOMIICTCHITUCH.

['ocynapcTBeHHBIN OpPraH, OpraH MECTHOIO CaMOYIPABICHHUS WIM JOJLKHOCTHOE
JIMLO TI0 HAIIPaBJIECHHOMY B YCTAHOBJIEHHOM IOPSIIKE 3alpOCy TOCYAApPCTBEHHOIO OpraHa,
opraHa MECTHOI'O CaMOYIpAaBJIEHUS WIA JAOHKHOCTHOIO JIMIA, PACCMATPUBAIOIINX
oOpaiieHue, o0s3aHbl B Te€YeHHE 15 NHEH MpenoCTaBIATh JOKYMEHTHI M MaTepualbl,
HEOOXOMUMBIE Ui PAcCMOTPEHHsI OOpalleHHs, 3a HWCKIIOYEHHUEM JIOKYMEHTOB U
MaTepualoB, B KOTOPBIX COAEPMKATCA CBEIECHHUS, COCTABISAIOIINE IOCYJApPCTBEHHYIO WM
HHYIO OXpaHsIeMylo (enepalbHbIM 3aKOHOM TaiHy, M JJI1 KOTOPHIX YCTaHOBJIEH OCOOBIN
MOPSIIOK MPEAOCTABIICHHUS.

OTBeT Ha OOpalleHHe MOMANUCHIBACTCS PYKOBOAHUTENEM TOCYAApCTBEHHOTO OpraHa
WIA OpraHa MECTHOTO CaMOYIPABJICHHUS, JTOJKHOCTHBIM JIMIIOM JMOO YHOJHOMOYEHHBIM
Ha TO JIMLIOM.
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OtBer Ha oOpalieHne HanpaBiseTcs B (POpMe AIEKTPOHHOTO JIOKYMEHTA IO aJipecy
AJIGKTPOHHOW TMOYTHI, yKa3aHHOMY B OOpaIleHHWH, MOCTYIHUBIIEM B TOCYIapCTBEHHBIN
OpraH, OpraH MECTHOTO CaMOYIPABJICHUS WIM JTOJDKHOCTHOMY JHIy B Qopme
AJIEKTPOHHOTO IOKYMEHTa, U B MUCbMEHHOU (pOpME TI0 TIOYTOBOMY aJIpeCy, YKa3aHHOMY B
oOpalneHuu, MOCTYNHUBIIEM B TOCYAapCTBEHHBIN OpTraH, OpraH MECTHOTO CaMOYIPaBICHUS
WIA JODKHOCTHOMY JUIly B TUChMeHHOW (opme. Kpome Toro, Ha mocTymnuBiiee B
rOCy/IapCTBEHHBI OpraH, OpPraH MECTHOTO CaMOYIPABJICHUS WU JOHKHOCTHOMY JIHILY
oOparteHue, cofepxaiiee mpeaoKeHne, 3asBICHHE UK Kajlo0y, KOTOPBIE 3aTParuBarOT
WHTEPEChl HEONPEJCIICHHOTO Kpyra JHI, B YacTHOCTH Ha oOpalleHHe, B KOTOPOM
oOkamyeTcsi cyfeOHOe pelieHHe, BBIHECEHHOE B OTHOIICHWW HEONPEACIICHHOTO Kpyra
JIMII, OTBET, B TOM YHCJIC C Pa3bsICHCHHEM ITOPSIKAa 00)KAIOBaHUs Cy/IeOHOTO PEIICHUSI.

[TucrMeHHBIE WHAWBHIYAIbHBIC W KOJUICKTUBHBIC MPEIJIOKEHUS, 3asBICHHUS U
XKanoObl Tpaxkman (manee - oOpamienus) mo Bompocam kommereHmnun MUC Poccum
paccMaTpuBaroTCs B Cpok He Oosiee 30 qHEH CO THS WX PETUCTPAIIHH.

OOparmieHnuss TpaxaaH WIA OpraHuM3anuii ¢ WHpOpMamuwe O BO3HUKIIUX WIIH
BO3MOJKHBIX UpE3BBIYANHBIX CHTYAIUSX PACCMATPUBAIOTCS B CPOYHOM WJIM OMEPATHBHOM
MOPSZIKE B 3aBUCUMOCTH OT COACPAaHUsI MMOCTYUBIIEH HHPOPMAITIH.

Jlureparypa
1. ®enepanbHblil 3akoH OT 2 Mast 2006 r. N 59-@3 "O nopsiake pacCMOTpEeHUSs
obOpamenuii rpaxmaan Poccuiickoit deneparun'.

2. [Tpukaz MYC Poccum ot 29 nmexabps 2021 r. N 933 «O06 opranuzamnuu
paboTHI IO PACCMOTPEHHUIO OOpaIlleHud TpakaaH B cucreMe MuHmCcTepcTBa Poccuiickoit
denepanuu Mo ejaaM TPaKIaHCKONW 000POHBI, YPE3BBIYANHBIM CUTYAIIUSIM U JIMKBHIAIAN
MOCJIC/ICTBUIA CTUXUWHBIX OCACTBUI.

BOl'[pOCbI AJIA CAMOCTOATECIbHOIO U3YICHUA

Tema 5.1.1. OcobeHHOCTH PAOOTHI C OOpAMEHUSIMHU T'PAXAAH, IMOCTYIIUBIIUMUA HA
«renedOH JTOBEPUY.

1. O6ecnieuenne paboOThI TEIEPOHOB TOBEPHSL.
2. Pabora ¢ oOparieHusIMHA TPaKAaH, MOCTYITUBIINMY Ha «TeIEPOH TOBEPHSD».
3. Opranu3anus MoAroTOBKHA OTYETOB O PaboTe Tese()OHOB JOBEPHSI.

Jlureparypa
1. ITpukaz MUC Poccun ot 14.09.2021 N 604 «O6 ytBepxaeHuu Ilopsaka
dbyukimonupoBanusi TenedoHa JjoBepuss B cucteMe MunHucrtepcrBa Poccuiickoi
®denepanuu Mo Jejaam rpakJaHCKONH 000POHBI, YPE3BbIYAHBIM CUTYALUAM U JIMKBUIALIUN
MOCJICICTBUMA CTUXUWHBIX OCACTBUI.

Tembl pepepaTon
l. @YHKIMU JOKYMEHTA.
2. Knaccudukaims 10KyMeHTOB.
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3. Cucrema noxkymentaiuu B MUC Poccun.

4. HopMmaTuBHO-IpaBOBOE U METOAMYECKOE O00ecredeHue JesIONpOU3BOJICTBA
MUC Poccun.

5. CranpapTuzanys npolecca 10KyMEHTUPOBaHUSL.

6 CocraB peKBU3UTOB JOKYMEHTOB.

7. TpeboBanus k 0(hOpMICHHIO PEKBU3UTOB JOKYMEHTOB.

8 TpebGoBanus k OJ1aHKaM JTOKYMEHTOB.

9 Opranu3zanoHHas JOKyMEHTAIHsI.

10.  PacnopsaurenbHas JOKYMEHTALMUS.

11.  CrmpaBouHo-MH()OPMAIIMOHHAS M CIIPABOYHO-aHAIMTHYECKAs JOKYMEHTALIUS.

12.  JlokyMeHTanmmoHHOE 00ecTiedeHne KaapOBOH paOOTHI.

13.  Crpykrypa u coepKaHue KaJJpOBOM JOKYMEHTAIIH.

14.  OpranuzanmoHHO-KaipoBble JoKyMeHTbl MUC Poccum.

15.  OpraHuzaumOHHO-pPacIOPAIUTENbHBIE TOKYMEHTHI.

16.  JlokyMEeHTHPOBaHHE TPYJOBbIX OTHOLICHH.

17.  JIOKyMEHTallMOHHOE COIPOBOXK/IEHUE MPOLIEAYP KaJAPOBbIX TEXHOJIOTHH.

18.  Opranuzanys pabOThI C TOKYMEHTAMH.

19.  Opranuzanys JOKyMEHTOO0O0pOTa.

20.  OpraHuzaiysi KOHTPOJISI UCIIOJIHEHUSI IOKYMEHTOB.

21.  CocraBieHUE HOMEHKIATYPHI €.

22.  TloaroroBka JOKYMEHTOB K II€pe/laue Ha XPaHEHUE B apXUB.

23. Ilepenaya JOKYMEHTOB B aApXHUB.

24.  CoBpemeHHbIe HHPOPMAIIOHHBIE TEXHOJIOTUH B JETOMPOU3BO/ICTBE.

25. HopmaTuBHO-METOJMUYECKOE U TPAaBOBOE OOECMEUEHHM CTaHIApTH3ALUU U
aBTOMaTH3aLMH AEJIONPOU3BO/CTBA.

26. ITloHsTHE BIIEKTPOHHOTO AEJIONPOU3BOCTBA.

27.  CucreMbl aBTOMATU3alUU JEJIONPOU3BOJICTBA.

28.  DJIEKTPOHHOE JOKYMEHTHPOBAHUE.

29.  DneKTPOHHBIN TIOKYMEHTOOOOPOT.

30. Kynbrypa 1€10BOi MUCBMEHHON PEUH U SA3BIK CIYKEOHOIO TOKYMEHTA.

31.  KynbTypa 1en0Boi MUCbMEHHOW PEUH: UCTOPUS U COBPEMEHHOCTb.

32.  OCHOBHBIE aCII€KThI KYJIbTYPHI JACJIOBON PEUH.

33.  Hcropus pycckoii 1e10BOM MMCbMEHHOCTU U Pa3BUTHE JOKYMEHTA.

34. HHTepHanMoOHAIHLHOE U HALIMOHAIBHOE B CIIYKEOHOM JIOKYMEHTE.

35. OcobeHHOCTH SI3bIKa CITY>KEOHOTO JOKYMEHTA.

36. CrangapTu3anus s3bIKa JOKYMEHTA.

37.  S3pikoBble TpeOoBaHUA K O(OPMIICHHIO PEKBU3UTOB JOKYMEHTA.

38.  SI3pIKOBOE OPOPMIICHHE TUYHBIX JOKYMEHTOB.

39.  JlenoBoe mUCHMO: BUBI U SI3BIKOBOE O(OpPMIICHHE.

40. PepakTtupoBaHME TEKCTa CIIYy:KEOHOTO JOKYMEHTA.

4]1. Meroarka peaakTUPOBAHUS U TEXHUKA IPABKU CITY>KEOHBIX JOKYMEHTOB.

42.  TunuyHble OMMOKU B SI3bIKE U CTUJIE JJOKYMEHTOB.
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3. METOAMYECKHME PEKOMEHJALIMU JJI ITOATOTOBKHA
K IPOMEXKYTOYHOM ATTECTAIIUU

3adeTbl W DK3aMEHbI SBISAIOTCS (OPMOWM MTOrOBOTO KOHTPOJS YCIEBAEMOCTH
KypcanTtoB (ciymareneir). OHU TpoBoASITCS B o0ObeMe pabouMx MporpaMm IO
JVCLUTLUIAHE.

[{enb 3a4€TOB - BBISIBUTh U OLICHUTh TEOPETUYECKUE 3HAHUS, TPAKTUUYECKUE YMEHUS
Y HaBBIKM KypCaHTOB (CIyIiaTesiei) 3a MOJHbIN Kypc WK YacTh (pa3zien) IUCUUILITUHBI.

DK3aMeHBbI SIBIISIOTCS 3aKJIIOYUTEIbHBIM 3TAlOM U3Y4Y€HUS JTUCIHUIUIMHBI B MOJTHOM
o0beME WM €€ YacTH, OINpPENESIOUMM YpPOBEHb TEOPETUYECKUX 3HAHWN U YMEHUH,
MpUOOPETEHHBIX 3a Kypc (CeMecTp), pa3BUTHUA TBOPUYECKOTO MBIIUICHUS, YMCHHE
CUHTE3UPOBATh 3HAHHUS W MPUMEHATh UX B MPAKTUYECKON AEATENbHOCTU MOKAPHOU
OXpAaHBI.

3a4eT mo AMCIUIUIMHE MPOBOJSATCS corjacHo [lonoxkeHuio o 3aueTax M 3K3aMEHax
NBaHoBckoi noxxapHo-cnacatenbHor akaaemuu ['TIC MYUC Poccun.

Bomnpocsl 1J151 NOATOTOBKH K 3a4eTy

1. lenonpoun3BoacTBO — 0iHA U3 QYHKUIUNA YIPABICHHUS.
2. Yaudukauus 1 CTaHIapTU3alus TOKYMEHTOB.
3. biaHku JOKYMEHTOB.
4. O0mepoccuiickue KiraccupukaTopbl JOKYMEHTAIUH.
5. [Ipuem u 06pabOTKa MOCTYNAIOUINX JOKYMEHTOB.
6. Perucrpanus nocTynaromux JOKyMEHTOB.
. Ilopsinok paccMOTpeHusi TIOKYMEHTOB pyKOBOACTBOM opranuzanuu MYUYC Poccun
Y JIOBEJICHHS IOKYMEHTOB J0 UCIIOTHUTEIIEH.
8. Perucrpanus u oTrnpaBka UCXOASIINX JOKYMEHTOB.
9. Peructpanusi BHyTpeHHUX JTOKYMEHTOB.
10. KoHTpoJib 32 HCHIOJIHEHUEM JOKYMEHTOB U nopyuyenuit B MUC Poccun.
11. O0mue NpUHIMIIEI ¥ TipaBuiIa 0pOPMIICHHUS JOKYMEHTOB.
12. PexBU3UTHI JOKYMEHTOB U TpeOOBaHUS K UX OPOPMIICHHUIO.
13. SI3bIK ¥ CTUIIb OPUIIMAIBHBIX TOKYMEHTOB.
14. Tpe©boBaHMs K COCTABICHHUIO U OPOPMIICHUIO PACTIOPSIUTEIbHBIX JOKYMEHTOB.
15. TpeboBanust kK cocTaBieHHIO U OG(OPMICHUIO HH(POPMALMOHHO-CIIPABOYHBIX
JOKYMEHTOB.
16. IlucbMeHHasi KOPPECIIOHAEHIIUS.
17. CocraBiieHrE HOMEHKIIATYPHI JIE]T.
18. ®opmupoBanue aen.
19. Odopmnenue aen.
20. OCHOBBI 3aKOHO/IATENIHCTBA 110 APXUBHOMY JICITY.
21. Cpoku xpaHEeHUs IOKYMEHTOB.
22. llogroroBka u nepeaadya JOKyMEHTOB B apXUB.
23. YHUUYTOXKEHUE IOKYMEHTOB.
24. Ilopsaok BbIJAYM M HKCIOJB30BAHUSA JOKYMEHTOB, XPAHSIIHUXCS B apXHBE

J
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TEPPUTOPHAIBHOTO oprana, opranuszanuu MUC Poccun.

25

. [IpuemM-niepenaya TOKyMEHTOB, Jed NpU CMEHE HayalbHUKA CTPYKTYPHOIO

oApa3eacHusl.

26.
27.
28.
29.
30.
31.
32.
33.
34.
35.
36.
37.
38.
39.
40.
41.
42.

OO0111e MoJI0KEHUS CUCTEMBI JIEKTPOHHOTO JOKYMEHTO000POTA.
[IpeumyiiecTBa CUCTEMBI ANEKTPOHHOTO JJOKYMEHTOOOO0pOTA.

CTpyKTypa CUCTEMBI 3JIEKTPOHHOTO TOKYMEHTO000POTA.

Opranuzanus 31eKTPOHHOT0 JOKYMEHTO00O0pOTa.

Cucrema MEXBEIOMCTBEHHOTO 3JIEKTPOHHOTO JIOKYMEHTOO00pOTA.
DJNeKTpOHHAs! TOAMUCK.

Bubl 21€eKTpOHHBIX MOIMKUCEN.

CpenctBa 3JI€KTPOHHOM MOMKCH.

IIepconanbpHbIC TaHHBIE

[TpunHIUTIEI B YCIOBHS 00PabOTKH MEPCOHATBHBIX TAHHBIX.

[IpaBa cyObekTa mepCcoOHANBHBIX JAHHBIX.

['ocyaapcTBeHHBIN KOHTPOJIb U HAA30P 32 00pabOTKON MEPCOHATBHBIX JAHHBIX.
Kareropuu cyObeKTOB EPCOHANBHBIX JAHHBIX.

VYcnoBus v mopsiok 006padboTku nepcoHanbHbIX 1aHHBIX B MUC Poccun.
[Ipuem, peructpanys ¥ y4eT MUCbMEHHBIX 00pallleHUuH TpaxaaH.
PaccmoTpenue oOpaliieHnii rpaxaaH.

KonTtposb 3a coOmofeHreM MOpsiika W CPOKOB PAaCCMOTPEHHs OOpalieHui

rpak/iaH.

Nk W=

IlepeyeHb NpakTHYECKUX 3aJaHUM

OdopmiieHne MpoeKTa mprKasa.
OdopmiieHre MPOeKTa PaCTIOPSIKEHUS.
OdopmiieHre MpoeKTa MPOTOKOA.
OdopmieHne MpoeKTa CIyKeOHOTro MIUChMa.
OdopmieHre MpoeKTa JOKJIATHOW 3aICKH.

KpuTtepun oieHKH YCTHOTO OTBETa:

AN it

~

CooTBeTcTBHE OTBETA ITOCTABIIEHHOMY BOIIPOCY.
[TonHoTa OTBETA, MTyOMHA 3HAHU.
Brnagenue TepMHUHONOTHEH, OTYETIIMBOCTh U TOYHOCTH (POPMYITUPOBKH MOHSATHIA.

JIOrnYHOCTh U3JIOKEHUS MAaTEPHUATIA.

ApryMEHTHPOBAaHHOCTb OTBETA (IPUCYTCTBUE U JI0KA3ATEIBHOCTD IPUMEPOB).
Hcnonp3oBanne 3HaHUN W3 APYrHX YYEOHBIX AMCLUMILIUH U AOMOJHUTEIBHOTO

Marepuaia.

Kynbrypa peun.
[IpaBUnBHOCTH peleHus U 0pOpMIICHHUS TPAKTUYECKON 3a/1auu.
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OueHKa 32 YCTHBIH OTBET HA 3a4eTe BbICTABJISAACTCS B CJIeAy0IeM NopsaKe:

«OTIANYHO» - €CNIU KYpCaHT, CTYJIEHT WM CIyllaTesb IIyOOKO M MPOYHO YCBOWI
BECh IPOTPAMMHBIM MaTEpHall, HCYEPIBIBAIOIIE, IIOCIEN0BATEIbHO, TIPaMOTHO U
JIOTUYECKH CTPOMHO €ro M3JIaraeT, TECHO YBA3BIBACT C 3aa4amMH U AesaTesbHOCThI0 MUC,
HE 3aTPyAHSIETCS C OTBETOM IIPU BHUJIOM3MEHEHUM 3a/JaHUs, CBOOOJHO CIPABISETCS C
3aJa4yaMM U MPAaKTUYECKUMU 3aJaHUsIMH, IPABUIIBHO OOOCHOBBIBAET IPUHATHIE PEIICHHUS,
YMEET CaMOCTOATENBHO 000011aTh MaTepHall, HE TOMYCKAET OINOOK.

«XOpomo» - €Cciv KypcaHT, CTYJAEHT WIM CIIyIIATeNb TBEPJAO 3HAET MPOrpaMMHBIN
Marepuana, I'PaMOTHO M IO CYIIECTBY H3JIara€T €ro, He JONMYCKaeT CYLIECTBEHHBIX
HETOYHOCTEH B OTBETE Ha BONPOC, MOXXET NPABUIBHO NPUMEHITh TEOPETUUYECKUE
MOJIOKEHUS W BIaJeeT HEOOXOAMMBIMH YMEHHUSMHU M HaBBIKAMHU TIPH BBIIOJHEHUU
IIPAKTUYECKHUX 3aJaHUN.

«Y IOBJIETBOPUTEILHO» - €CIM KYpCaHT, CTYJEHT WJIM CIIyIIATeNIb YCBOWJ TOJBKO
OCHOBHOI Marepual, HO HE 3HAET OTJEJbHBIX JETANEH, TOMYCKAaeT HETOYHOCTH, HE COBCEM
OpaBWIbHBIE  (OPMYJIHUPOBKH, HApPYIIAET  IOCIEIOBAaTENbHOCT B H3JIOKEHUU
IPOrpaMMHOI0 MaTepuajga U HUCIBITHIBAECT 3aTPYAHECHUS B BBIIOJIHEHUM INPAKTHYECKUX
3aJIaHUMN.

«HeynoBneTBOpUTENbHO» - €CIM KYpPCaHT, CTYJEHT WM CIyllaTelb HE 3HAeT
3HAYUTENIbHON 4YacTu MPOrpaMMHOr0 MaTepHuala, JOIYCKAaeT CYIIECTBEHHbIE OLIMOKH, C
OO0JIBIIKM 3aTPYTHEHUEM BBINIOJIHAET IPAKTUUECKUE 3a/IaHuUs, 3a4a4u.
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4. CIOBAPb TEPMHUHOB 11O IUCHUIIJIMHE
«AEJOITPOU3BOJICTBO B MUC POCCHUMN»

AKT - 3TO JOKYMEHT, COCTABJISIEMbI KOMUCCHUSIMU KaK ITOCTOSIHHO JEHCTBYIOIIUMU,
TaK W Ha3HA4aeMbIMU OPraHU3aALMOHHO-PACHOPAIUTEIBHBIM JOKYMEHTOM (IIPUKA30M,
pacnopsbkeHueMm), Ju00  OJHMM WM  HECKOJbKUMHU  JOJKHOCTHBIMU  JIMIIAMH,
MOJTBEPKIAAIOUIUN YCTAHOBIIEHHBIE UMU (DAKThl U COOBITHS.

e ionpon3BoOACTBO - JEATEIBLHOCTh, OOEcleunBaronias co3laHnue OQpUIUaIbHBIX
JOKYMEHTOB M OpPTaHM3allI0 pabOThl C HUMU B TEPPUTOPUATBHOM OpraHe, OpraHu3aluu
MUYC Poccun.

JloBepeHHOCTh — MKMCBMEHHOE IIOJHOMOYME, IO KOTOPOMY YYPEKICHUE WU
OTAEJIBHOE JMLO MPEACTABISET NPAaBO JAPYroOMy JIMIY BBICTYNAThb OT €ro HMMEHHU,
COBepIIaTh KaKue-IMO0 ASMCTBHSI WU MOJIy4YaTh MaT [IEHHOCTH.

JloroBop — JOKYMEHT, (PUKCHUPYIOLIUH COTJIAllEHHe CTOPOH OO0 YCTaHOBJICHUU
KaKuX-TM0O OTHOILICHUN U PETYIMPYIOUIUNA AT OTHOIICHHUS.

JokjagHasi 3amMcKa — pa3sHOBHUIHOCTh CIIYXEOHOM 3aluCK{; HarpaBisieTcs
OpSMOMY PYKOBOAUTEINIO.

JoxkymMeHTHpoBaHMe - (GuKcalus UHPOPMAlMM HA MATEPHUAIbHBIX HOCUTENSIX B
YCTAHOBJIEHHOM TOPSJIKE.

JJoKyMeHT0000pOT - JBWKEHHE JOKYMEHTOB C MOMEHTA WX CO3JaHUS WIH
MOJIyYEHUS 10 3aBEPIICHUS UCIIOTHEHUS, HIOMEIIEHHUS B 1€70 U (MJIM) OTIPABKH.

JIOKyMeHT - OQUIMAIbHBI JOKYMEHT, CO3JaHHBIN TOCYJapCTBEHHBIM OpPTraHOM,
OpPraHOM MECTHOTO CaMOYMpAaBICHUS, OPUANUYECKUM WIH (DU3HUUECKUM JIHIIOM,
OQOpPMIICHHBI B YCTAaHOBJICHHOM TOPSAJKE M BKJIIOYEHHBIH B JIOKYMEHTOOOOPOT
TeppuTOpHaNIbLHOTO oprana, opranuzanuu MUYC Poccuu;

JCII — n1s1 ciry»)keO0HOTO MOTH30BaHMUS.

HNHCcTpyKIUA — TOKYMEHT, B KOTOPOM ONPEAEISIOTCS NIPaBa, PErIaMEHTUPYIOLIUE
OpraHU3allMOHHbIE, HAyYHO-TEXHUYECKHE, TEXHOJIOTMYecKkue, (UHAHCOBBIE U JpYyrue
CIIEHMAJIBHBIE CTOPOHBI IESITENBHOCTH YUPEKIACHUM, UX MOAPA3AEIECHUN U TOHKHOCTHBIX
JIULI.

Homenkaatypa nmen mnpeictaBisieT coOOll  cHCTeMaTHU3WPOBAHHBIM IEpEUYEHb
HAaUMEHOBaHUMU Jie, (OPMUPYEMBIX B CTPYKTYPHBIX MOJPA3AEICHUIX TEPPUTOPUATBLHBIX
opraHos, opranuzanuii MUC Poccun, ¢ ykazaHueMm CpoKOB MX XPaHECHUS.

IlepconanbHble JaHHbIe - Jt00as WHPOpPMAIKS, OTHOCSIIASACA K MPSIMO WU
KOCBEHHO OIpEeJICJICHHOMY, WJIHM ompeneaseMomMy (u3ndeckoMy JuIly (CyOBEeKTy
MEePCOHATIBHBIX JaHHBIX ).

IIucbMo0 — BUJ JOKYMEHTA, UCIOJL3YEeMbIH Uisi OOMeHa HH(pOpMalHel MexXIy
YUPEKICHUSIMU.

ITos0:keHHe — TMPaBOBOM JIOKYMEHT, OINPEAENSIIONIMI TMOPSAOK 00pa3oBaHus,
3a/layu, IpaBa U OO0SI3aHHOCTH, OTBETCTBEHHOCTh M OPraHU3AIMI0 PAOO0THI yUPEKICHHUS
WJIM €r0 CTPYKTYPHBIX MMOAPA3ICICHUMN.

Ilpuka3 — mnpaBOBOM JOKYMEHT, W3JAaBAEMBIM PYKOBOIAUTEIEM YUYPEKACHUSA,
KOTOPBIM OTpa)kaeT peIICHHE PYKOBOAMTENS MO KAaKUM-JIMOO BOIpPOCaM JESITEIbHOCTU
OpraHHU3aLNH.
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IIpoTokoJ — TOKyMEHT, B KOTOPOM (PUKCUPYETCA XOJ OOCYXACHUS KaKOro-Iudo
BOIPOCA MOJITHOMOYHBIM OPTaHOM U MPUHATHIE PEIICHUS.

Panoprt — nucbMeHHOE 0OpalieHue COTPYIHUKA K BBIIIECTOSIIEMY AOJKHOCTHOMY
JUILY C U3JI0KEHUEM BOIIPOCOB CIY>KEOHOTO WM JIMYHOTO Xapakrepa.

Pacnucka — JOKYMEHT, MOATBEPXKIAIOIMIUNA MOTYyYEHUE KaKUX-TUOO JIEHEKHBIX
3HAKOB WJIM MaTepUaIbHbIX LIEHHOCTEH, 3aBepEHHAs MOAMMUCHIO MOTyYaTes.

PexBu3uTHI (OT JaT. requisitum — TpedyeMoe, HeoOX0auMoe) — 3TO 00sI3aTeNIbHbBIC
AJIIEMEHTBI, TPUCYIIUE ONPEIEICHHOMY BULY IOKYMEHTOB.

Pemenne — mpaBoBOM aKT, MPUHUMAEMBIN B KOJUIETHAIBHOM MOPAJIKE JUIS PELICHUS
KaKWX-JINOO BOIIPOCOB.

Cucrema Me:XBeJOMCTBEHHOI0 3JIEKTPOHHOIO A0KymMeHTOooOopora (MIIO0) -
benepanbHas uHGOPMALMOHHAST CHUCTeMa, MpeAHa3HAUYE€HHAas JJs  OpraHu3aluu
B3aMMOJICHCTBUSL CHUCTEM D3JEKTPOHHOrO JoKyMeHToobopora (CDJl) yuacTHUKOB
MEXKBEJOMCTBEHHOTO 3JIEKTPOHHOTO IOKyMEHTOO000pOTAa.

Cucrema 3JIeKTPOHHOrO a0KymMeHTOoOOOpoTra (CIJl) - oOpraHu3alMOHHO-
TEXHUYECKas CUCTeMa, oOecrneuuBaroniasi MpoIecc CO3/IaHus, YIPaBIEHUS JOCTYIOM U
pacnpoCTpaHEHUsl JJIEKTPOHHBIX JOKYMEHTOB B KOMIIBIOTEPHBIX CETAX, a TaKkKe
oOecreunBaronasi KOHTPOJIb HaJl MOTOKaMHU JOKYMEHTOB B OpraHU3allUu.

CayxeOHas 3anMCKAa — Pa3HOBUHOCTH MHUCHhMa, COAEp Kalas U3J0KeHUE KaKoro-
aub0 BOIpOca € BBIBOJAAMHM U MPEMJIOKEHUSIMHU, HampaBisieMass BHYTPU YUPEKIACHUS
Tr000My azipecaTy KpoMe MpsIMBbIX PyKOBOJIUTEICH.

CnpaBka — JOKYMEHT, COJAEp)KAIlMi ONMUCAaHHE U MOATBEPIKICHUE TE€X WM UHBIX
(hakTOB W COOBITHH.

Yuudukauusa — 3TO  yCTaHOBICHHWE €AMHOOOpa3usi cocraBa u  (opm
YIPaBIEHYECKUX TOKYMEHTOB, CO3[aBa€MbIX B MPOIECCE OCYIIECTBICHUS OJHOTUITHBIX
yIpaBleHYeCKUX (PYHKIMA M 3a7ad, omepauuil Mo ux oO0paboTKe, y4eTy M XPaHEHHUIO.
VYHudukanus npoBOAUTCS B LETSAX COKPALIEHUS KOJUYECTBA MPUMEHSEMbIX TOKYMEHTOB,
TUNU3AIUU WX (OpM, MOBBIMICHUS KayecTBa, CHUXKEHUS TPYAOEMKOCTH UX 00paboOTKH,
JNOCTHKEHUSI MHGOPMAIIMOHHOM COBMECTUMOCTH PA3JIMYHBIX CUCTEM JOKYMEHTAIMH TI0
OJTHOUMEHHBIM W  CMEXHBIM  (YHKIUAM  yhpaBieHus, Oosnee 3hHEKTUBHOTO
MCIOJIb30BAHUS BBIYMCIUTEILHON TEXHUKH.

YHudukauus cocraBa JOKYMEHTOB OPTaHM3allMd — 3TO OTOOp M 3aKperieHue
KOMILJIEKCA JOKYMEHTOB, HEOOXOAMMBIX M JOCTATOYHBIX JJIs PEIICHUS YNPABICHUYECKHUX
3aja4y (B pe3yidpTaTe COCTaB JOKYMEHTOB OpraHM3allid MOXET ObITh 3HAYUTEIHHO
COKpAIIIEH ).

Yuudpukauusas ¢opM JAOKYMEHTOB— OSTO OTOOp U  3aKperviecHHue B
YHU(PHUIUPOBAHHBIX (POpMax TOKyMEHTOB MH(GOPMAIMOHHBIX MTOKAa3aTeNed U PEKBU3UTOB,
COOTBETCTBYIOIIMX HA3HAYEHHUIO IOKYMEHTOB, U YCTAaHOBJIEHUE €IMHBIX TPEOOBAHUHN K UX
COCTaBJICHUIO 1 O()OPMIICHUIO.

DJIeKTPOHHAasi MOANUCH - 3TO HH(GOpMAaLUA B 3JIEKTPOHHON Qopme, KoTOpas
OpucoeqMHEHa K JApyrod wuHGoOpMalMu B 3JIEKTpOHHOW ¢dopme (MOANKMCHIBAEMON
uHbopMalMi) WIM HHBIM O00pa3oM CBsi3aHa C Takol wuHpopMmalMeln U KoTopas
UCIIOJIb3YETCS JIJISl OTPEEICHUS JIMIIA, MOAMUCHIBAIOIIETO HH(OPMAITHIO.

IPK — a51eKkTpoHHAsl perucTpalmoHHas kKaptouka, cozaaerca B CO/I.
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