®EJIEPAJIBHOE 'OCYJAPCTBEHHOE BIOJ[’KETHOE OBPA30OBATEJIBHOE
YYPEKJIEHUE BBICILIETO OFPA30OBAHUS «MBAHOBCKAS IIOKAPHO-
CHACATEJIBHASI AKAJTEMMUS TOCYJIAPCTBEHHOM MIPOTUBOIIOKAPHOM
CJIYKBbl MUHUCTEPCTBA POCCUMCKOH ®EJIEPALINN
IO JIEJIAM I'PAKIAHCKOM OBOPOHBI, YPE3BBIUAMHBIM CUTYALIUSIM U
JUKBUJALIUHU NOCJEJACTBUMN CTUXUNHBIX BEJICTBUI»

MeToanyeckue peKOMeHIanu

JISl CAMOCTOATEJILHOU PadoThI

00y4YarOIUXCA N0 AUCHUILIIMHE
«lesonpousBoacTteo B MUC Poccun»

(cnenuanbHOoCTh 20.05.01 «IloxkapHas 6e30mMacHOCTY)

HNBaHOBO



Koctbuies /1.H., Pazsogos M.A.

Meroanueckre peKOMEHAANWH JUIsi  OOYYaroIIMXCS IO OpTaHW3alliid  WU3Y4YCHUS
mucuumuinebl  «Jlemonpousogcteo B MUC Poccum» — UMBanoso: UIICA T'TIC MUC
Poccun, 2020. — 46 c.

Meronuueckue pEeKOMEHAAUWHU COAEPKAT KPATKOE M3JIOKECHUE JTUCIHUILIAHBI
«enonpousoacteo B MUC Poccum» B coorBercTtBUU ¢ TpeboBanusmu PI'OCoB u
pabouux mnporpamm Kkypca «JlemompousBoactBo B MUC Poccum», coBeThl 10
IUTAHUPOBAHUIO W OpraHU3alliid BPEMEHH, HEOOXOJMMOI0 Ha W3Y4YEHHUE IUCIUIUIMHBL
NOXKEJNAHUS M0 U3YYEHUIO OTHAEJBbHBIX TEM Kypca; PEKOMEHIAMU MO HCIOJIb30BAHUIO
matepuasioB Y MK/I; pekoMmeHianiuu no paboTe ¢ JIUTepaTypoil; COBETHI MO MOJATOTOBKE K
3a4erTy.
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Borpocs! U1t MOArOTOBKH K 3a4ETY 28
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BBEAEHHUE

Lenp AMCUMILTUHBL - (OPMUPOBAHKE Y 00YUAIOIMIUXCS LETOCTHOTO MPEICTABICHUS O
CYUIHOCTH, BHUAaX, (QYHKIUSAX TOKYMEHTOB; 00 OpraHu3amuy JIOKyMEHT000OpoTa U
TEXHOJIOTHH Jienonpon3BoacTBa B cucteMe MUYC Poccun.

Conepxanue Kypca 0azupyercsl Ha U3y4eHHH TaKOM JUCHMIUIUHBI KaK « MOHUTOPHHT
cpenbl OOWTaHUS» U SBISAETCA OCHOBOM JUIi M3Y4YEHUS TaKHX JUCHUIUIMH —Kak
«Opranuzanus ciayx0bl 1 IOATOTOBKWY, «YTpaBienue B cucreme MUCy, «Opranuzarus
YIIPaBJIEHUYECKOIO TPyAa B MOXKAPHON oxpaHey, «OpraHuzanus ¥ yrnpasieHUE B 00JacTH
o0ecrnieyeHus MoKapHOU Oe30macHOCTH», «OpraHu3anus paboThl ¢ KaJpaMuU B CUCTEME
MUC», «PaccienoBanue mokapoB», a TakK K€ JUId [OJIY4YEHHs TIEPBUYHBIX
npo(eCCUOHATBPHBIX YMEHUH M HaBBIKOB (B JOJDKHOCTH 3aMECTHUTENS HayalbHHUKA
MO’KapHO-CHAacaTeIbHONW YacTH), BBIIIOJIHEHUS BBITYCKHON KBaJU(UKALMOHHON paboThHI U
CAa4y rocyJapCTBEHHOI'O 3K3aMEHa.

VY4eOHbIE MaTepuall pealn3yercsd Ha JEeKUUAX, MPAKTUYECKUX 3aHATUAX W
CEMUHAPCKUX 3aHATHUSX. 3aBepIIaeTCS U3y4YeHUEe JUCIUIUIMHBI cadueil 3a4eTa.



5

OBIIUE PEKOMEHJIAIIUM 1O PABOTE C JIUTEPATYPOM

YMenue paboTath ¢ JIUTEpaTypol — HEOOXOAMMOE KadyecTBO. Bam oHO moTpelyeTcs
HE TOJIbKO B mpouecce yueObl BY3e, HO U Ha mpoTsokeHuu Bcel Bameil mpakTuueckoin
NEeSATENBHOCTH.

Haubonee mnpeanmouTuTenbHa TIOTOMHAs IOCIEAOBATEIbHOCTE B paboTe C
auteparypoil. Ee MOKHO npecTaBuTh B BUAE CIEIYIOLIErO TPUMEPHOIO aIrOpUTMA!

. M3Y4YCHUE KOHCIIEKTA JICKIIHIA;
. W3yYCeHHE OCHOBHOU y4eOHOU TUTEpaTypHl,
. npopaboTKa JAOMOTHUTEILHOMN (YyueOHON U HayYHOM) JINTEPATYPHI.

B xoje ureHust oueHp MOJIE3HO, XOTS U HE 0053aTENbHO, 1€JaTh KPATKHE KOHCIIEKTHI
IPOYUTAHHOTO, BBIIUCKU, 3aMETKH, BBIJCIATH HESCHBIEC, CIIOKHBIE JUJISI BOCHPHATHS
BONPOCHL. B 1ensax nposicHeHus MocieIHUX HYKHO oOpamiarbest K npenojaBatento. 1o
3aBEPILICHUH U3YUYEHHUS] PEKOMEHIYEMOU JIUTEPATYPhI MOJE3HO MPOBEPUTH YPOBEHb CBOUX
3HAHUI C MOMOIIBIO KOHTPOJIBHBIX BOITPOCOB U TECTOB AJII CAMOITPOBEPKHU.

HacrositenbHO pexomMeHayeTcs M30eraTb MEXaHMYEeCKOro 3aydyHhBaHUsl y4eOHOro
Marepuana.

Heo0xoaumo BECTH CUCTEMAaTHUECKYIO KaKIOJAHEBHYIO pa00OTy HaJl HOPMAaTUBHBIMU
uctouHukamMu. O0beM MHPOpPMALMU MO KYypCy HACTOJIBKO OOLIMPEH, YTO UM HE yHaeTCs
OBJIAJIETh B «IOCJIEJHUE IHW» IIEPE] CECCUEH, KAK Ha 3TO HHOIZA pPacCUYUTHIBAIOT
HEKOTOPBIE ydaluecs.

Crnenyer BOCHUTBHIBaTh B ce€0€ YCTAaHOBKY Ha IPOYHOCTb, JIOJITOBPEMEHHOCTH
YCBOEHHUs 3HaHUHM 1o Kypcy. Hago moMHMTH, 4TO OHM HOTPEOYIOTCS HE TOJIBKO U HE
CTOJIBKO B XOJE€ H3yYEHHUs [aHHOW IUCIUIUIMHBI, HO — YTO OCOOEHHO Ba)XHO — B
nocieayroiei npopecCuoHaIbHON AeSITENbHOCTH.
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CIIMCOK PEKOMEH/JIOBAHHOM JINTEPATYPbBI

OCHOBHas JIUTeparypa
I. OcnoBbl nenonpousBozctBa B cuctreme MUYC Poccun: yuebnoe mocobue / M.A.
Pa3BognoB, JI.H. KoctsiieB — MiBanoBo: ®I'6OY BO MBanoBckas moxkapHo-criacaTeibHas
akagemus ' TIC MUC Poccun, 2017. — 98 c.

JOTIOJIHUTEIIbHAS TUTEPaATypa
2. Jlenonpou3BOACTBO W JOKYMEHTOOOOPOT B CHCTEME TOCYAapCTBEHHOTO U
MYHUIIMNIAIBHOTO yrpaBiieHus: yueo.-meto. nocooue/E. B. 3aiineBa, H. B. I'onuaposa;
M-Bo obpa3zoBanus u Hayku Poc. ®eneparnuu, Ypan. denep. yu-t. EkatepunOypr: 1U3a-Bo
VYpan. yu-ta, 2017. — 178 c.
3. JIoKyMEHTUpOBaHHE B YIpaBJICHUECKOW jesTenbHOoCcTH: yueld. mocoome/K. A.
Bonkos, A. H. Ilpuxoasko, T. A. Pacuna, 1. M. lllyrosa; CII6I'ACY. —CII6., 2009. —
140 c.
4. HckycctBo peun: YuebOHoe mnocobue sl 00ydaroluxcsi B BBICHIMX YYEOHBIX
3aBeneHusix MUC Poccuu mnoxkapHo- TexHudeckoro npoduist/C.E. Epmoa, H.A.
Kprokoga. - IBanoso: MBanoBckuii uacturyt I'TIC MYC Poccun, 2012.-105¢c. (ITPUD).
5. Mokpeiit B.KO. Cucrembl 3J€KTPOHHOTO JTIOKYMEHTOOOOpOTa: ydeOHOoe mocooue/
B.}YO. Mokppsiit; CII6.: Uudo-na, 2018. — 48 c.

HOpMAaTHUBHas JIUTEpaTypa

1. ®denepanbhblil 3aK0H OT 27 utoiist 2006 1. Ne 152-®3 «O nepcoHaIbHbIX JaHHBIX».
2. ®denepanbHbiii 3ak0H OT 22 okTsi0ps 2004 r. Ne 125-03 «O0 apxuBHOM jelie B
Poccuiickon @enepanum.

3. ®enepanbHbiii 3ak0H OT 2 Masg 2006 r. Ne 59-@3 «O mopsiake paccMOTpEHHs
obpamenuii rpaxxaan Poccuiickoit deaeparum.
4. ®enepanbbiii 3akoH oT 6 anpenisa 2011 r. N 63-D3 «O0 371eKTpOHHOM MOITUCKY.

5. ®enepanbubiii 3akoH oT 27 wmronsg 2006 1. Ne 149-03 «O6 wunbopmarmmy,
WH(GOPMAIIMOHHBIX TEXHOJOTHUSIX U O 3aIIUTe HHPOpMAIUN», WWW.garant.ru.

6. [ToctanoBnenue IlpaButensctBa PD ot 22 centsops 2009 r. N 754 «O6
yrBepxkaeHun  [lojokeHHMsT O  cHCTeMe  MEXBEJOMCTBEHHOTO  DJIEKTPOHHOTO
JIOKYMEHTO000pOTaY.

7. [loctanoBnenue IlpaButensctBa P® ot 3 HosOps 1994 r. N 1233 «O6
yTBepxkaeHun IlomoxkeHuss o mopsiake oOpalieHuss co  ChayXeOHoW uH(popManuen
OTPaHUYEHHOTO PACTPOCTpaHEHUs] B (PenepaibHBIX OpraHax HCIOJHHUTEILHON BIIACTH,
VIOJHOMOYEHHOM OpraHe yIOpaBJICHUS HCIOJIb30BAHHEM AaTOMHOW JHEPrUd U
YIOJIHOMOYEHHOM OpraHe 0 KOCMUYECKO! JesITeIbHOCTI.

8. Hammonanensiii ctangapt PO I'OCT P 7.0.97-2016 «Cucrema crangapToB IO
uHdopmaruu,  OMOIMOTEYHOMY W HM3JaTeNbcKOMy  Aeny.  OpraHu3anmoHHO-
pacnopsuTenbHas JOKyMeHTanus. TpeOoBaHus K O(DOPMIICHHIO TOKYMEHTOB» (YTB.
npukazoMm deneparbHOTO areHTCTBa N0 TEXHUYECKOMY PETYJIMPOBAHUIO U METPOJIOTUH OT
8 nexabpst 2016 r. N 2004-c).

9. [Tpukaz MYC Poccun ot 14.05.2021 N 315 "O6 yrBepxkaenuun MHCTpyKiuu 1o
JEJIONPOU3BOJCTBY B TEPPUTOPHUAIIbHBIX Opranax MunucrepcTsa Poccuiickon denepauunu
Mo JejaM TpaXIaHCKOH OOOpOHBI, YPE3BBIYAMHBIM CHUTyallUsIM W  JUKBUJAIUH
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MOCJIEJICTBUNA CTUXUUHBIX O€ICTBUH, YUPEKICHUSIX U OpraHu3alusx, HaxXOISUIUXCs B
BeneHnn MunucrepcrBa Poccuiickoit ®denepanuu 1o jaenaM TpaxAaHCKOH OOOpPOHBI,
YpE3BbIYANHBIM CUTYAIUSAM U JIMKBUJALWU OCIEICTBUNA CTUXUINHBIX O€ICTBUIl" .

10. Tlpukaz MUC Poccum ot 31 oktsa6ps 2019 1. Ne 626 «O06 o06paboTtke u
o0ecrieYeHuu 3allUThl IEPCOHANBHBIX AaHHBIX B MunuctepctBe Poccuiickoit denepanuu
Mo JielaM TPaXJAHCKOM OOOpOHBI, YpPE3BbIYAWHBIM CUTyallUsM W JIMKBUAAIIUU
MOCJICICTBUMA CTUXUWHBIX OCACTBUI.

11. TIpuxaz MYC Poccun ot 29 nekadbpsa 2021 r. N 933 «O06 opranuszanuu paboTsl 1O
PAacCCMOTPEHUIO OOpallleHui TpaxJaaH B CUCTEME MHUHHUCTEPCTBA pOCCUICKON (denepanun
no JellaM TpaXIaHCKOM OOOpOHBI, YpPE3BbIYAMHBIM CHUTYyallUsIM M JIMKBHUJALUU
[IOCJIEICTBUNA CTUXUIHBIX O€ICTBUIY.

12.  OOwmepoccuiickuii kinaccudukatop ympasieHueckor noxkymentanuu OK 011-93
(ytB. IlocTanoBnenuem I'occtangapra P® ot 30 nexkabps 1993 r. N 299).

0a3bl JaHHBIX, IOMCKOBBIE CUCTEMBbI, AJIEKTPOHHO-OMOIMOTEUHBIE CUCTEMBI
(31eKTpOHHBIE OMOIMOTEKH) U AIEKTPOHHBIE 00pa30BaTEIbHbIE PECYPCHI:

WWW.VNiipo.ru.

WWWw.gost.ru.

www.mchs.gov.ru

O6pazoBarenbHbiii cepBep MBaHOBCKOM moXkapHO-cmacaTenbHoM akagemuu [TIC

MUC Poccun. — Pexxum pocryna: http://192.168.32.106/eduserver/

OnextpoHHas bubauoreka akagemuu http://Bibliomchs37.ru.

Enunas BemomcrBeHHas snekTponHas ouonumoreka MUC Poccun cets MHTpaner mo

anpecy: 10.46.0.45.

7. Onextponnas 6ubimoreka «MCHS books». CBunerensctBo 0 peructparuun CMU
ot 02.02.2016r. 91 Ne ®C77-64782.

8. BenomcTBennas anekrponHas oubamoreka MUC Poccuu. {oroBop ot 22.08.2014 r.
Ne 0372100009514000087-0003177-01 CII6Y I'TIC MYC Poccun.

9. OnektponHass Oubmnoreka «MCHSbooks»; CBUIETENBCTBO O PETUCTPALMH
cpeacTtBa MmaccoBoit uadopmanuu ot 02.02.2016 r. D11 No ®C77-64782.

10.  9BC «tOpaiit» Jorosop ot 09.09.2017 Ne36.

11. JoroBop o mpenoctaBiieHHH AocTyna K HanuoHalbHON 37€KTpOHHONW OUOIMOTEKE
ot 20.02.2017 Nel/101/H3b/1999.

2w

Al


http://www.vniipo.ru/
http://www.gost.ru/
http://www.mchs.gov.ru/
http://192.168.32.106/eduserver/
http://bibliomchs37.ru/

METOJUYECKHUE PEKOMEHIAIINHA 11O U3YYEHUIO TEM KYPCA

Tema 1. Oﬁmne MOJIO2KCHU A o OpraHm3alnvnu ACJTONPON3BOACTBA B
TEPPUTOPHAIBHBIX OPpraHax, y4Ype:kaAcHusAX U opranu3anusax MUC Poccun.

1.1. IIpaBoBBIC M1 HOPMATHBHBLIC OCHOBEI Jiesionpon3BojicTBa B cucteme MUC Poccun.
1. O0uue Noa0KeHus M0 OPraHU3aALMH JIEIONPOU3BOACTBA B noapasaeneHusax MUC.
2. TpeboBaHMs K TOMEMICHUSIM, TIPETHA3HAYCHHBIM TSI BEACHUS JISITOTPON3BOJICTBA.
3. Knaccudukamms JOKyMEHTOB.

3HATD!

I'maBHBII HOPMATUBHBIM JTOKYMEHTBI, PETYJIHMPYIOIIMN AEJIONPOU3BOJICTBO B
nonpazaenenusix MUC — sro mpuxaz MUC Poccum ot 14.05.2021 N 315 "O6
yTBepxKJaeHun WHCTpyKIIMM 10 JEJIONpOM3BOACTBY B TEPPUTOPUAIBHBIX OpraHax
MunuctepctBa Poccuiickoit  ®enepauuu 10 JellaM  TPaKJIAHCKOH  OOOpPOHHI,
Ype3BBIYAMHBIM CHUTYallMsIM M JIMKBHJAIIMU TIOCICACTBUM CTHUXHHHBIX O€JICTBUH,
YUPESXKACHUSIX M OpPraHu3alusAX, HaXOJAIMXCs B BeJAeHMM MunHuctepcrBa Poccuiickoit
deneparuy 1Mo Jiej1aM TpakIaHCKON 000pOHBI, Ype3BBIYaHBIM CUTYAILMSAM U JIMKBHUIAITUH
IMOCJIEACTBUM CTUXUMHBIX OeICTBUI"..

JleJIonpou3BOACTBO - JEATEIIBHOCTh, OOEeCIeunBaromas co3jaaHue OQUIIMAIbHBIX
JIOKYMEHTOB M OpraHU3alldi0 paboThl ¢ HUMH B TEPPUTOPHAIHLHOM OpraHe, OpraHu3aIuu
MUC Poccun.

JoxymenTupoBanue - Qukcaus uHOOpMalMM HAa MaTEepUATIbHBIX HOCHUTENISIX B
YCTaHOBJICHHOM MOPSIJIKE.

JlokyMeHTO0000poT - [BW)XEHUE JIOKYMEHTOB C MOMEHTa HX CO3JaHUS WU
MOTYYEHHUS 10 3aBEPIICHUS UCTIOJHEHMS, TOMEIICHUS B JIeJI0 U (WJIM) OTIPaBKHU.

KonTpoab 3a ucnioJIHEHUEM CJIy:KeOHBIX IOKYMEHTOB.

KonTposs 3a ucnoyiHeHUEM CTY>KEOHBIX JOKYMEHTOB U MOPYUCHUI BKIIIOYAET B CEOS:

o TIOCTAaHOBKY CITY>KEOHBIX JIOKYMEHTOB U TIOPYUCHHI Ha KOHTPOJIb;

o coop u 00paboTKy MHGOPMAIUM O XOJE M COCTOSHHHM MCIIOJHECHHS CITYKEOHBIX
JOKYMEHTOB M ITOPYYCHHI;

o CHSTHE CITY)KCOHBIX JOKYMEHTOB U MIOPYYCHHI ¢ KOHTPOJIS.

JIokyMeHT - opuUUaNbHBIA JOKYMEHT, CO3JaHHBIA TOCYJApPCTBEHHBIM OpPTaHOM,
OpraHoM MECTHOIO CaMOYNPABJICHHS, IOPUIAYECKUM WM (U3UYECKUM  JIUIIOM,
OoQOpMIIEHHBI B YCTAaHOBJICHHOM THOPSAAKE M BKJIIOYEHHBIH B JIOKyMEHTOOOOPOT
TEPPUTOPUATBLHOTO opraHa, opranu3anuu MUC Poccuu;

TpeOoBaHus K MOMeENIEHUSIM /IJIS1 BeIeHUS /1eJIONPOU3BOACTBA:
® B H30JIMPOBAHHOE TOMENIEHUE;
e 000pYJOBAaHHOM, MIPU HEOOXOAUMOCTH, TAMOYpPOM C OKHOM ISl BBIJIAYU JOKYMEHTOB
uiu 6apbepom;
e JIBepU MOMEIIECHUSI OCHAIIAOTCS HAJACKHBIMU 3aMKaMU U CUTHAJIM3AIIUEH, BHIBEICHHOMN
Ha MyJbT YIPABICHUS JEKYPHOTO (IIYHKT OXPaHBbl).
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JlokyMeHT - oQuIUaIbHBIA JOKYMEHT, CO3/IaHHbIH TOCYJApCTBEHHBIM OpPTaHOM,
OpraHOM MECTHOTO CaMOYMPABJICHUS, MOPUIAYECCKUM WIH (HU3HIECKUM JUIIOM,
O(pOpMJICHHBI B YCTAHOBJICHHOM TIOPSAKE W BKJIIOYCHHBIA B JIOKYMEHTOOOOPOT
TEPPUTOPHAIBHOTO oprana, opranuzaunu MUC Poccun.

JIOKYMEHTBI KJIacCCU(PUITUPYIOTCS CIETYIOIIUM 00pa3oM:

Ilo TexHuKe cO3aaHNS:
® PYKOIIHCHBIE,
® MAalllMHOMNHUCHBIE,

e Ttunorpadckue.
ITo mecTy cocraBieHust
® BHYTPEHHHE (CO3/1al0TCSI BHYTPHU MOAPA3/IEICHUA),
e BHENIHUE (IPUXOAAT OT APYIUX MOAPA3ACICHUN U OpraHU3aIHi).
I1o HazHaYeHMIO:
e cpeactBo pukcupoBaHus GaKTOB (aKThI, OTYETHI, IPOTOKOJIBI U T.J1.),
® CpEACTBO Nepeaadyd HHPOpMalMy Ha PACCTOSHUE (TMChMa, TEIErpaMMBbl U T.1.)
® CPEICTBO YIPABJICHHUS.

I1Io npoucxoxaeHuro:
® Ciy)KeOHbIE (MCXOJAT OT UMEHU YUPEKJICHUS WIHM MPEJCTABISIONUX UX JTIOJDKHOCTHBIX
),

e JM4YHbIE (parnopra, 3asBICHUS, )KAJIOObI T.1.).

Ilo cTeneHu cJIOKHOCTH (110 KOJIMYECTBY OTPAKEHHBIX BOIIPOCOB):
® [IpOCTHIE (COAEPKAT OJMH BOIIPOC),
® CIIOXKHBIE (COiepKAT HECKOIBKO BOIIPOCOB).

ITo cpoxkaM UCIIOJTHEHM S S
e cpounbie («CpouHO» — HE OoJiee Tpex CyToK, «OnepaTuBHO» — A0 JIECITH AHEH),
® HECpOYHbIE (CPOK yKa3aH Ha JJOK-TE, €CJIM HE YKa3aH — B MECAYHBII CPOK).

IIo cpokam xpaHeHus1:
® [IOCTOSIHHOTO (B€YHOT'O XpAaHEHU),
® BPEMEHHOTO (/10 JIECSTH JIET),
® JIOJITOBPEMEHHOTO (CBBIIIIE ACCATH JIET).

Ilo ropuanueckoii cuiie: MOJJIMHHBIE U HEMOAJIMHHBIE.

IIo creneHu NOJIMHHOCTH:
® YEPHOBUKHU (TpeIBAPUTENIbHAS PEIAKIINS TOKYMEHTA),
® [O/UVIMHHUKHU (TIOJMUCAHHBIN M HaaJIeXaluM o0pa3oM OQOPMIICHHBIM SK3EMILISP
JIOKYMEHTA COCTaBJICHHBIN B MEPBBIN pa3),
e Konuu (MOBTOPHOE AOCOJIOTHO TOYHOE BOCHPOU3BEACHHE IMOJJIMHHUKA C MOMETKOU
CKOTIUS),
® BBHINIMCKA (TOYHAS KOMHS YACTH TMOJUTMHHOTO JOKYMEHTa, COOTBETCTBYIOUIUM 00pa3zom
o(opMIICHHAs ¥ 3aBEPEHHAS MOMUCSIMHU JOJKHOCTHBIX JIUI] U TICYATSIMU ),
e nyOnMKaThl (JOKYMEHT, 3aMEHSIOMNNA TOMTUHHUK W MUMEIONUN OJWHAKOBYIO C HHUM
IOPUIMYECKYIO CUITY).

Ilo crenenu raacuoctu: oowrunsie, JICII, cexpeTHsle.

Ilo conepkaHMI0 TOKYMEHTHI IETATCS Ha:
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® OpraHu3alMOHHbIE (MIOJ0KEHUSI, YCTaBbl, MHCTPYKLIUHU, TTpaBuia),

® pacnopsiauTenbHble (IOCTAaHOBJIEHUS, PACTIOPSIKEHUS, IPUKA3bl, YKA3aHUS, PEUICHUS ),

® CIIpaBOYHO-WH(OPMAITMOHHBIC (MTMCHhMA, MOKJIAIHBIC 3aMHUCKH, CIPABKU, MPOTOKOJIBI,
aKTbl, 0030pbl, OTUETHI, CIIUCKH, IEPEYHHU, CTECHOTPAMMBI U T.11.),

® JUYHbIC (JUYHBIC JIeNla, XapaKTePUCTHKH, TPYAOB. KHUKKHU, JIMYHBIE KApTOUYKHU
MIPEIOKCHIS, 3asBIICHUS U KATO0BI TPaK/IaH).

Jluteparypa
1. OcHoBbl aenonpon3BojictBa B cucteme MUC Poccun: yuebHOe mocobue / M.A.
PazBopos, JI.H. KocteineB — UBanoBo: ®I'BOY BO MBaHOBCKasi oxapHO-criacaTelbHas
akagemus I'TIC MYC Poccun, 2017. — 98 ¢c. C.7-15.
2. Jlenonpou3BOACTBO U JOKYMEHTOOOOPOT B CHCTEME TOCYAapCTBEHHOTO W
MYHHIIMIIAJILHOTO yIpaBieHus: y4ue0.-meton. nocooue/E. B. 3aiinesa, H. B. ['onuyaposa;
M-Bo oOpazoBanusi u Hayku Poc. @enepanuu, Ypan. peaep. yu-1. EkatepunOypr: U3n-Bo
VYpan. yn-ta, 2017. — 178 ¢. C.18-28.
3. [Tpukaz MYC Poccun ot 14.05.2021 N 315 "O6 yrBepxkaenun WHCTpyKuu 1o
JETOMPOU3BOACTBY B TEPPUTOPUAIIBHBIX opranax Munncrepcta Poccuiickonn @eneparuu
Mo JieflaM TPaXJAHCKOM OOOpOHBI, YpPE3BbIYAWHBIM CUTyallUsM W JIMKBUJIAILUU
MOCJIC/ICTBUM CTUXUMHBIX OCACTBUM, YUPEKIACHHUSIX W OpraHU3alUsaX, HaXOASIIMXCS B
BeneHun MunuctepcrBa Poccuiickoit ®enepanuu 1o jaenaM TpaxAaHCKON OOOpPOHBI,
YpE3BbIYANHBIM CUTYAIUSIM U JIMKBUJIAIIAN TTOCIIEICTBUM cTUXUNHBIX OeactBuit”.I1.1.

BOl'[pOCbI A CAMOCTOATECIbHOIO U3YICHUA

1.1.1. McTopus pa3BUTHS JIETONPOU3BOJICTBA.
1. JIenonpousBoacTBo B [peBHei Pycu.

2. Jlemonpon3BOJCTBO B coBpeMeHHOM Poccnn.
3. MuHHCTEPCKOE AENONPOU3BOICTBO.

Jluteparypa

1. Jlenonpou3BOACTBO U JOKYMEHTOOOOPOT B CHCTEME TOCYAapCTBEHHOTO U
MYHUIMTIAJILHOTO yrpaBieHus: yuel.-meton. nocobue/E. B. 3aitnesa, H. B. ['onuapoga;
M-Bo oOpazoBanus u Hayku Poc. @enepanuu, Ypan. peaep. yu-1. EkatepunOypr: U3n-Bo
VYpan. yn-ta, 2017. — 178 ¢. C.7-18.

1.2. 3aj1aun, cocTaBHBIE YacTH U (DYHKIIMH AEJIOMPOU3BOACTBA.
1. lemonpou3BoaCTBO — OJHA U3 (DYHKIIUN yIIpaBICHUS.

2. Yauduxanuus 1 cCTaHIapTHU3AMs JOKYMEHTOB.

3. baHKU IOKyMEHTOB.

3HATD!
Jlenonpon3BoACTBO, Kak O/HA U3 (QYHKUUN YIpaBICHUS.
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Jlenonpon3BOACTBO  €CThb  JOKYMEHTHUPOBAaHUE  JIEATEIbHOCTH  OpraHu3alluu
(mpeanpusATUsl), OCHOBAHHOE HAa HAyYHOM OpraHu3aluud TpyAa C TIPUMEHEHUEM
COBPEMEHHOW TEXHUKH.

VYnpasnenue — nporecc noxy4eHust uHpopmanuu u paboThl C HEH.

Jlenonpon3BOACTBO MPUCYTCTBYET B KaXKJIOW OpraHu3allid, HE3aBUCUMO OT €€
TUTA, OPraHU3aIMOHHO-TIPABOBOM (opMbl, Xapaktepa gesTenpHOocTH. C TeueHHEM
BPEMEHH 3HAUCHUE JICTOMPOU3BOJICTBA B JEATEIBHOCTH OpraHU3alluii HE YMEHbIIAETCs,
a Bo3pacraer. He TpeOyeT noka3arenbcTBa MOJIOKEHUE, YTO 0€3 HaJaKeHHOM CHUCTEMBI
JEeJIONPON3BOACTBA OpraHU3alusi HE MOXKET padoTarh ycnemHo. JlOKyMEHTAallMOHHOE
o0OecrnieueHre — BaKHEHIIast QyHKIMS ~ yNpaBlI€HUs]  CTENEHb  COBEPLICHCTBOBAHMUSA
paboThl ¢ JOKYMEHTaMU OIPEAEIIAETCSA: ONEPATUBHOCTHIO MCIOIHEHUS U MEPEMEIICHUs
JOKYMEHTOB.

JIrob0it pabOTHHUK OpraHM3alliM, HE3aBUCUMO OT TOrO, K KaKOW KaTeropuu OH
OTHOCHUTCS — K pyKOBOJUTEIISAM, CIIELUATNCTaM, TEXHUUYECKUM HCIIOJHUTENSM - CBSI3aH C
JOKyMeHTaMu. Pa3nuuue 3akimtoyaeTcst TUIIb B XapakTepe padoThl C TOKyMEHTaMU:

® PYKOBOJUTEIH U CHEIUATMCTHI OCYIIECTBIISIOT MPEUMYIIIECTBEHHO TBOPYECKYIO
paborty;
® TEXHUYECCKHE WCIOJHUTEIN BBIMOJIHSIIOT OIEpAlMK, CBSI3aHHBIE C 00pabOTKOM
JIOKYMEHTOB.

B JIEJIONIPOU3BOICTBE u3 OTIpeJIeIICHHs JOKYMEHTAIIMOHHOTO

oOecrnieueHus yIpaBiIeHUs BbIIEISIETCS 1BA aCIEKTa!
® CO3/aHHUE JOKYMEHTOB;
e opraHuzanus padoTshl C JOKYMEHTAMH.
[lepBas yacTh OXBAaThIBA€T BCE BHUABI PAOOT, KOTOpBIE CBS3aHBI C MOATOTOBKOM
JOKYMEHTOB, BTOpasi — paboTy C y>K€ CO3JJaHHbIMU JTIOKYMEHTaMU

YHudukaumus — 5T0 yCTaHOBIIEHHUE €IMHOO0pa3us coCcTaBa u (popM yIIpaBICHUECKUX
JIOKYyMEHTOB, CO37aBA€MbIX B MPOIECCE OCYIIECTBICHUS OJHOTUIHBIX YIPaBICHUYECKUX
byHKUMI U 3amad, omepanuid Mo uX 00paboTKe, y4eTy U XpaHEHHIO. YHUUKAIUSL
MIPOBOJIUTCS B IIEJIAX COKPAIICHUS KOJIMYECTBA MPUMEHIEMbBIX TJOKYMEHTOB, TUITU3AIMHN HX
¢bopM, TIOBBIINICHHUS] KAa4eCTBA, CHIDKCHHUS TPYIOEMKOCTH WX OOpaOOTKH, JTOCTHUKCHHS
UH()OPMAITMOHHOW COBMECTUMOCTH Pa3IMYHBIX CHCTEM JOKYMEHTAIMH 10 OJHOMMECHHBIM
U CMEXKHbIM (QYHKIUSAM  yOpaBjieHus, Oosiee A(OPEKTUBHOrO  UCIOIb30BaHUS
BBIYUCIUTEILHON  TeXHUKH. OpraHu3allOHHOE U  METOJUYECKOE PYKOBOJICTBO
yHU(UKAIMEN U CTaHAapTU3ALUEH TOKYMEHTOB, KOOPAUHAIIUIO COOTBETCTBYIOIINX padboT
U KOHTPOJb ocyuiectBiseT Poccrar. YHudukanus ynpaBieHYECKHX JTOKYMEHTOB
npeanoyiiaraeT yHU(QUKAIUIO COCTaBa JIOKYMEHTOB, CO3/aBaeMbIX TMPU PEIICHUU
YOPaBJICHUYECKUX 3a/1a4, U YHUPUKAIHUIO (OPM TOKYMEHTOB.

YHudukauusa cocraBa JOKYMEHTOB OPTraHU3AIMH — 3TO OTOOpP W 3aKpEIUICHHE
KOMITJIEKCA JJOKYMEHTOB, HEOOXOAMMBIX M JOCTATOYHBIX JJIS PEIICHUS YMPaBICHUYECKUX
3amay (B pe3ysbTare COCTaB JOKYMEHTOB OPTraHHW3allid MOKET OBbITh 3HAYUTEIHHO
COKpAIIICH).

Yuaudukauusa (popm J0KYMEHTOB — 3TO OTOOP M 3aKpeIyiCHUE B
YHU(UIUPOBAHHBIX (hOpMaxX JTOKYMEHTOB HH(OPMAITMOHHBIX IMOKa3aTeIeH U pEKBU3UTOB,
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COOTBETCTBYIOIIMX HA3HAYEHUIO JOKYMEHTOB, U YCTAHOBJIEHUE €JUHBIX TPEOOBAHUHN K UX

COCTaBIICHUIO U 0(hOpMIICHUIO. Pe3ynbTaThl yHU(PHUKAIIUN COCTaBa JOKYMEHTOB MOJIy4atoT

3akperieHue B Tabene ¢opM JOKYMEHTOB, a pe3yIbTaThl YHUPHUKAIIUH (POPM TOKYMEHTOB
— B AnbOomax (HopM JOKYMEHTOB, IPUMEHIEMBIX B I€ATEILHOCTH OPTaHU3alINH.

JIOKyMEHTBI, CO3[1aBa€Mbl€ B TEPPUTOPUAIBHBIX OpraHax, opranuzauusx MUC
Poccun, nomxubl opopmiiAThesa Ha OaHKaxX, Ha CTAaHAAPTHBIX JIUCTaX Oymaru ¢popmMaToB
A4 (210 x 297 mm), AS (148 x 210 mM) 0O B BHUJI€ AIEKTPOHHBIX JOKYMEHTOB U UMETh
YCTaHOBJICHHBIN COCTaB PEKBU3UTOB, UX PACIIONIOXKEHUE U O(popMIIeHHE.

JIOKYMEHTBI, U3/JaBaeMble OT UMEHU JBYX WU Oosiee opraHu3anuil, opopMIIsSIOTCs
Ha CTaHJApTHBIX JUcTax Oymaru 0e3 OJjaHKa.

JUis 1moArotoBKM U OQOPMIIEHUSI JTOKYMEHTOB B TEPPUTOPUAIBHBIX OpraHax,
opranmzaisix MUYC Poccum npuUMEHSIOTCS ClEAyIoUIMe OJaHKKM ¢ NpPOAOJIbHBIM U
YTJIOBBIM PacCIIOIOKEHUEM PEKBU3HUTOB:

e OJIaHKU C MPOJOJBHBIM PACIHOJIOKEHUEM PEKBU3UTOB HCIOIB3YIOTCS s OPOPMIICHHUS
pacnopsaIUTEIbHBIX JOKYMEHTOB U MPOTOKOJIOB COBEIIAHMIA;

e QJIAHKW C YIJIOBBIM pAaCIOJOKEHUEM PEKBH3UTOB MCHOJB3YIOTCS ISl O(QOpMIIEHUS
CIIy>K€OHBIX ITUCEM, MTPEANUCAHUM, CTIPABOK, U T.1.

bnanku OJMKHBI OBITH M3TOTOBJIEHBI MO0 NOJUTpaUUECKUMHU MPEINPUITUIMH,
UMEIOLUMH JIMLIEH3UM HAa COOTBETCTBYIOLIUI BHUJ JAESITEIBHOCTH U CEPTU(PUKATHI O
HaJU4YMM TEXHUYECKMX W TEXHOJIOTMYECKMX BO3MOXKHOCTEH JUIsl M3TOTOBJICHUS
yKa3aHHOTO BUJAa MNPOAYKLUMHM Ha JOJDKHOM KAaueCTBEHHOM YpOBHE, JHOO C
UCIIOJIb30BAaHUEM HMEIOIINXCS B TEPPUTOPUAIBHOM oprane, opranusaunun MYC Poccun
TEXHUYECKUX CPEACTB (MHOKUTEIBHOM W KOMIIBIOTEPHOW TeXHUKH). Ilpu 3tom s
MOATOTOBKM  MCHOJHUTENSIMU  JOKYMEHTOB Ha OJaHKax B DJJIGKTPOHHOM  BHJIE
HEO0OXOJMMBIM YCIOBHUEM SIBJIIETCS €AMHOOOPA3UE IEKTPOHHOTO MA0I0OHA KaKI0TO BH/IA
0JlaHKa BO BCEX KOMIIBIOTEpAX HMCIOJIHUTENIECH TEPPUTOPHAIIBHOIO OpraHa, OpraHu3aluu
MUC Poccun.

[locne yHWYTOXKEHUS OJAHKOB CTPOrOM OTUYETHOCTHM B IKypHajax ydera
MPOCTABIISIETCS] OTMETKA 00 YHUUYTOKEHUH OJaHKOB C YKa3aHHMEM HOMEpa aKTa.

Jlureparypa
1. OcuoBsl aenonpousBojactBa B cucteme MUC Poccun: yue6HOe mocobue / M.A.
PazBonos, JI.H. KoctsiieB — MBanoBo: ®I'6OY BO NBanoBckas moxkapHO-criacaTenbHas
akagemus ' TIC MUC Poccun, 2017. — 98 ¢. C.27-31.
2. Jlenonpon3BOACTBO W JOKYMEHTOOOOPOT B  CHUCTEME TOCYJapCTBEHHOTO H
MYHUIMIIAIBLHOrO ynpaBieHus: yuel.-meton. nocodue/E. B. 3aitnesa, H. B. ['onuaposa;
M-Bo oOpazoBanus u Hayku Poc. @enepanuu, Ypan. peaep. yu-t. ExkatepunOypr: 1U3n-Bo
VYpan. yn-ta, 2017. — 178 ¢. C.63-67.
3. IoKkyMEeHTHUpOBaHHUE B yIpaBJeHUYECKON NesarenbHOoCcTH: yueO. mocooue/K. A. Bomnkos,
A. H. Ilpuxonpko, T. A. Pacuna, 1. M. lllyrora; CII6I'ACY. —CII6., 2009. — 140 c. C.6-
11, 53-55.
4. Hanmonaneubli crannapt P® T'OCT P 7.0.97-2016 «Cucrema crangapToB MO
uHdopmaruu,  OMOMMOTEYHOMY W HW3JaTeNbcKOMy  Aeny.  OpraHu3anuoHHO-
pacniopsiMTenbHas JOKyMeHTanus. TpeOoBaHus K O(DOPMIICHHIO TOKYMEHTOB» (YTB.
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npukazoM DenepanbHOro areHTCTBA MO0 TEXHUYECKOMY PETYJIMPOBAHUIO U METPOJIOTUHU OT
8 nexabps 2016 . N 2004-cT).I1.6.

5. Ilpukaz MYC Poccun ot 14.05.2021 N 315 "OO yrBepxaeHun WNHCTpykuuu mo
JETOMPOU3BOACTBY B TEPPUTOPUAIIBHBIX opraHax Munucrepcta Poccuiickoit @enepanuu
o JielaM TPaKJAHCKOM OOOpOHBI, 4YpPE3BbIYAWHBIM CUTyallUsIM W JIMKBUJIAIUU
MOCJIEACTBUN CTUXUUHBIX OEJCTBUM, YUPEKICHUSIX U OpPraHU3AIUAX, HAXOASIIUXCS B
BeneHnn MunucrepcrBa Poccuiickoit denepanuu 1mo jaenaM TpaxAaHCKOH OOOpPOHBI,
YpE3BbIYAWHBIM CUTYAIUSIM U JTUKBUJAIUU MMOCIEICTBUI CTUXUNHBIX OeICTBUI" .

BOl'[pOCl)I AJIA CAMOCTOATECIBbHOI'O U3YICHUA

1.2.1. CoBpeMeHHOE JAeI0npOon3BOACTBO. JJokyMeHTupoBaHHas HHGOpMAIIHSL.
1. OGuepoccuiickuii kjaaccupukaTop JOKYMEHTALIUH.

Jluteparypa
1. Ob6mepoccuiickuil kiaccudukaTop yrnpapieHueckoi qokymentanuu OK 011-93 (yTs.
[Tocranosnenunem ['occranmpapta PO ot 30 nexabpst 1993 r. N 299).

1.3. Opranuzaiys JOKyMEHTO000pOTa U UCHOJHEHUS JIOKYMEHTOB.

1. ITpuem 1 0OpaboOTKa M perucTpanus MoCTyNaIUX JOKYyMEHTOB.

2. Ilopsaok paccMOTpPEHUS JOKYMEHTOB pyKoBOACTBOM opranuzanuu MUYC Poccun u
JOBEICHUS IOKYMEHTOB JI0 UCIIOTHUTEIIEH.

3. Peructpanus u oTrpaBKa UCXOASAIINX U BHYTPEHHUX JOKYMEHTOB.

3HATD!

JIOKyMEHTBI MOCTYNAOT B TEPPUTOPHANbHBIE opraHbl, oprannzaunu MYC Poccun
MOCPEACTBOM MOUYTOBOM, (PEIbABErePCKON CBSI3M W MO KaHAJaM AJIEKTPOHHOHN CBS3H, a
TaKXXe NepearoTCs HAPOYHBIM U HA IMYHOM IIPUEME.

C nmoMouipro Mo4YTOBOM CBSI3W JOCTABJISIETCS MMCBMEHHAsI KOPPECIIOHACHIIMS B BHUJIE
IIPOCTBIX M 3aKa3HbIX IIMCEM, IIOYTOBBIC H3BCIICHMUS HA IIOJIYYEHHUE LIEHHBIX IIHCEM,
MOCBUIOK, OaHIepOJIei U MEJIKUX MaKEeTOB, a TAK)KE MEeYaTHbIE U3/IaHUS.

®denepanbHOM (heTbIbErepCKON CBSI3bI0 JOCTABISIETCS CITY)KeOHasi KOPPECTIOHICHIINS
13 IrOCYyAapCTBEHHBIX OPraHOB.

[lo xaHanmaM »5JIEKTPOHHOM CBSI3M MOCTYMAIOT: TeEJEerpamMmbl, (pakcorpaMmel,
TenedOHOrpaMMbl, 3JIEKTPOHHBIE COOOIICHMUS.

Kananet anexTtpoHHOM cBsizu Brimo4aroT B ce0st COJl, UHTErpUpOBaHHYIO C
MEXBEJIOMCTBEHHON CHUCTEMOU 3JIEKTpPOHHOro AokyMeHtoobopora (MOJ10) u Eaunoi
CUCTEMOM  MEXBEJIOMCTBEHHOTO JJEKTpoHHOro B3aumojeiicteus (CMOB), ceThb
HNnTepHer.

[To xanammam C3J/] mOCTymarOT 3JIEKTPOHHBIE TOKYMEHTBI, JJIEKTPOHHBIE KOIHUH
JOKYMEHTOB.

[Ipuem, nepBuyHast oOpaOOTKa, paclpelneleHHe M PperucTpanus IOCTyMNaromen
KOPPECIIOHJAEHIIUA TPOU3BOAMTCS B CTPYKTYPHOM IOAPA3JAEICHUH, CO3JaHHOM JUIs
BEJICHUS JEIONPOU3BOACTBA.


garantf1://71518970.0/
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Ilocne perucTpanuu BXOIAIIAs KOPPECHOHJEHLHS MOCTYNAeT Ha PacCMOTPEHHUE
HaYaJIbHUKY (PYKOBOJMTEIIO) TEPPUTOPHAIBHOIO oprana, opranuzaunn MUC Poccun.

Ha 3apeructpupoBaHHbIE  JOKYMEHTBl  JOJDKHOCTHBIM  JIMIIOM, KOTOPOMY
HaYaJIbHUKOM (PYKOBOJHUTEIEM) TEPPUTOPHAIBHOIO opraHa, opranuzauuun MYC Poccun
MPEIOCTABIICHBl COOTBETCTBYIOIINE MOJHOMOYHS, MOTYT OBITh MOATOTOBJICHBI M BHECEHBI
B OPK npoexTsl ykazaHuii IO UCIIOJTHEHUIO.

PaccMoTpeHne  MOCTYNUBIIMX —~ JOKYMEHTOB  HAYaJIbHUKOM  (PYKOBOJUTEIIEM)
TEPPUTOPHAIBHOIO oprana, opranuzaunu MYUYC Poccun, pyKOBOIUTEISIMU CTPYKTYPHBIX
NOJpa3/CICHUI, HalpaBiIcHUE JOKYMEHTOB M yKa3aHUM II0 HUX HCIOJHEHHIO
UCIIOJIHUTEIISAM MOXKET NMPOU3BOAUTECA B CO/] B 2JIIEKTPOHHOM BHUJIE.

[Ipu HeoOXonuMOCTH O€30TJIaraTebHOrO0 MCIIOJIHEHUSI MOCTYNMBIIETO JOKYMEHTa
JOIYCKAETCSl O3HAKOMJICHUE MCIOJHUTENS C €r0 COJIEpPKAHUEM JO PacCMOTPEHUs
JOKYMEHTa HauyaJlbHUKOM (PYKOBOAMTEIEM) TEPPUTOPUATIBHOIO OpraHa, OpraHU3aluu
MUC Poccum 1o pemeHuo AOHKHOCTHOTO JIMIA, YIIOTHOMOYEHHOTO COOTBETCTBYIOIIUM
HaYaJIbHUKOM (PYKOBOIUTEIIEM).

PaccMoTpeHHblE HAyalbHUKOM (PYKOBOAMTENIEM) TEPPUTOPUAIBHOIO OpraHa,
oprannzaunn MUYC Poccum NOKyMEHTBHI NEpPEAArOTCsl B CTPYKTYPHOE NOAPA3ICICHUE,
CO3JaHHOE I BEICHHMs AEIIONPOU3BOJACTBA, I BHECCHUS YKA3aHUM IO MCIIOJHEHUIO B
OPK wu panmpHeWmien nepenayd Ha MCIOJHEHWE B CTPYKTYPHBIE IOAPA3ACICHUS B
COOTBETCTBHUHM C YKA3aHUSMH I10 UCIIOJHEHUIO.

OTBETCTBEHHBIII HCIIOJIHUTENb OPraHU3yeT MCIOJHEHUE JOKYMEHTAa MW HECEeT
NEPCOHANIBHYI0O OTBETCTBEHHOCTh 3@ IIOJHOTY U JOCTOBEPHOCTh HH(pOpMaLuH,
VCITOJIb30BAaHHOM MPY MTOATOTOBKE JOKYMEHTOB.

CoucrioslHUTENIM OTBETCTBEHHBI 3a CBOEBPEMEHHBII M Ka4eCTBEHHBIM aHaIu3
uH(pOpMallMl U TMPEACTABIEHUE OTBETCTBEHHOMY HCIOJHUTENIO0 B YCTAHOBJICHHBIE UM
CPOKU HEOOXOJUMBIX MaTepuaioB (IPOEKTOB TIOKYMEHTOB, CIIPAaBOK, CBEACHU U T.1I.).

[IpueM © y4eT NOCTYNUBIIMX B CTPYKTYpPHOE MOJpa3JeieHle JOKYMEHTOB
OCYILECTBIISIET OTBETCTBEHHBIN 3a JEIONPOU3BOACTBO CTPYKTYPHOTO OAPA3ACICHUS.

[locTynuBmivie B CTPYKTYpHOE MOApPA3ACIICHUE JOKYMEHTHl JIOKJIAJIbIBAIOTCS
OTBETCTBEHHBIM 32 BEJCHHME JEJONPOMU3BOACTBA CTPYKTYPHOIO  MOJpa3JeieHus
PYKOBOAMTENO MOAPA3JEIICHUs W B COOTBETCTBHUM C €r0 YKa3aHUsIMU NEPENaroTCs
MCIIOJTHUTEIISIM.

B cnyuae opopmiieHns yka3aHuii 1o UCTIOJTHEHHUIO JOKYMEHTOB Ha OJaHKe, CBEICHUS
00 UCTIOJHUTENAX U YCTAaHOBJIEHHBIX PYKOBOJUTENIEM MOAPA3EICHUS CPOKAX UCTIOTHEHUS
BHOcATCA B OPK COTpyZHMKOM, OTBETCTBEHHBIM 3a J€i0Npou3BoACTBO. Ilocne wero
JOKYMEHT MEPEIAETCS UCITOJHUTEIIO.

DNEeKTPOHHBIE JTOKYMEHTBI, 3JIEKTPOHHBIE KOIWU JOKyYMEHTOB B coctaBe OPK
HaIIPaBJISIOTCA HUCIIOJIHUTENSAM B COOTBETCTBUM C YKa3aHHUSMH 110 HCIOJHEHUIO
JOKYMEHTOB.

Hoctyn k DOPK u »JeKTpOHHBIM KONUSM JOKYMEHTOB WA DJIEKTPOHHBIM
nokymentam B C3OJ] mnpenocraBisercs HCHOJHUTENSIM TIOCIE aJpPECOBaHUS UM
JOKYMEHTOB PYKOBOJUTENEM TMOJPA3ACICHHUS] WU COTPYJHUKOM, OTBETCTBEHHBIM 3a
BEJICHUE JEIONPOU3BOICTBA.
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OTMETKM O TPOXOXKIAEHUM M MCIOJIHEHWH JOKYMEHTOB B IOJpa3elIeHUU
IIPOCTABJISIFOTCS. OTBETCTBEHHBIM 3a BeJleHUE Aenonpon3BoacTsa B DPK.

HcnonHeHHble JOKYMEHTBI MEpENaloTCd HUCHOJHUTENSIMA OTBETCTBEHHOMY 32
BEJCHUE JCIIONPOM3BOACTBA I CIHCAaHUA B Jel0 ¢ ucnoias3oBanueM COJl u
dbopMupoBaHUsS €1 B YCTAaHOBJIEHHOM IMOPSJIKE B COOTBETCTBUU C YTBEPKIACHHOM
HOMeHKJIaTypor gen. [logmmuBka [MOMKHA NPOU3BOAUTHCA IEPUOJAMYECKH, MO Mepe
MOCTYIJICHUS UCIIOJIHEHHBIX JIOKYMEHTOB.

Perucrpanus u ornpaBka UCXOASAIIMX JOKYMEHTOB OCYLIECTBIISIETCS CTPYKTYPHBIM
NOJIpa3/ICICHUEM, CO3/IaHHBIM I BEJICHUs JEJIONPOU3BOJACTBA, B JI€Hb UX IOAIUCAHUSA
WINA HE MO3JHee cienyomero padouero qHs. CpouHash KOPPECHOHIEHIUS OTIPABISETCS
HEMEICHHO.

JIOKyMEHTBI, IIepeaBacMble HCIIOTHUTEISIMU I PETUCTPALUN U OTIPABKHU, JOJKHBI
ObITh O(GOpPMJIEHBI B COOTBETCTBUM C TpeOOBaHUSAMHU, WU3NOKeHHbIMU B pazaene Il
Hactosimend MHCTpyKmu.

OTBETCTBEHHOCTh 3a COCTaBJIEHHE M O(POPMIIEHUE TOKYMEHTa B COOTBETCTBUU C
YCTAHOBJICHHBIMM HAcTOsIer HMHCTpykuuen mpaBWwiiamMu, a TakKXKe COIVIaCOBAaHUE
JOKYMEHTa C 3auHTEPECOBAHHBIMU OpraHaMHu BJIACTH, OpraHu3alusMu (BHEIIHEE
COTJIaCOBAHUE) U IOJKHOCTHBIMU JIMIIAMU TEPPUTOPUATILHOTO opraHa, opranuzauuu MYC
Poccun (BHyTpeHHEE COIJIaCOBaHHE) BO3JAralOTCS HA CTPYKTYPHOE MOApa3eiiCHUE,
ABJISIOLIEECS UCIIOIHUTEIEM JOKYMEHTA.

CoTpyoHUK  CTPYKTYpHOTO  HOJpa3leleHHs,  CO3JaHHOIO  JUI1  BEICHUs
JEJIONPOU3BOACTBA, IIPU IPUEME JOKYMEHTOB Ul PETUCTPALIMM U OTIPABKU IIPOBEPSET
NPaBWIBHOCTh O(OPMIICHUS U aJpecOBaHUsS JOKYMEHTa, HAJIMYME BCEX MPHIOKEHUHA K
HEMY, WJEHTHUYHOCTb MOJNUCH YyKa3aHHOW [OJDKHOCTH, Haiuuue (paMHIMUd U HOMepa
TeneoHa MCHOJHUTENS JOKYMEHTa, HaJMuMe yKa3zaTeds pacChUIKU JOKYMEHTa (Tpu
HEOOXOJUMOCTH) U COOTBETCTBYIOIIETO KOJMYECTBA KOMUH (711  JTOKyMEHTOB,
OTMPABIIIEMbIX HA OyMa>KHOM HOCHUTEE).

[Ipu HanpaBieHUH NrchbMa 00Jiee YeM B YETBIPE apeca UCTIOIHUTENIEM COCTABIIAETCS
YKa3aTejlb PACCBUIKM M TOTOBUTCS COOTBETCTBYIOIIEE KOJUYECTBO KOIMHUKM C Y4YETOM
BHU30BOr0 J3K3eMIUIApa (A1 JAOKYMEHTOB, OTHPABISIEMBbIX Ha OyMa)XHOM HOCHUTEJNE).
[lopsimok  MOATOTOBKM M O(QOpPMIIEHUS  yKaszaTelld pacChUIKM  yCTaHaBIMBAETCS
pPacopsAaUTENbHBIM JOKYMEHTOM, HW3JaBA€MbIM B KaXIOM TEPPUTOPHUAIBHOM OpraHe,
opranuzanuu MYC Poccun.

HenpaBunbHo oQopMmiieHHbIE JOKYMEHThl K OTIpaBKE HE MPUHUMAIOTCS U
BO3BPAIAIOTCS UCTIOJHUTENSAM ISl JOPAOOTKH.

Jlureparypa
1. OcHoBwl aenonpousBojacTBa B cucteme MUC Poccun: yue6HOe mocobue / M.A.
PazBopos, /I.H. KocteineB — UBanoBo: ®I'BOY BO MBaHOBCKasi moxapHO-crniacaTelbHas
akagemusa I'TIC MYC Poccun, 2017. — 98 ¢.C.17-25.
2. Jlenonpon3BOACTBO W JOKYMEHTOOOOPOT B CHUCTEME TOCYIJapCTBEHHOTO W
MYHUIMIIATIBHOTO yrpasieHus: yueb.-meton. nocodue/E. B. 3aitnesa, H. B. ['onuaposa;



16

M-Bo oOpazoBanus u Hayku Poc. @enepanuu, Ypan. peaep. yu-1. EkatepunOypr: 1U3n-Bo
VYpan. yu-ta, 2017. — 178 ¢.C.121-127.

3. [Tpukaz MYC Poccun ot 14.05.2021 N 315 "O06 yrBepxkaenun MHCTpyKuuu 1o
JETOMPOU3BOACTBY B TEPPUTOPUAIIBHBIX opraHax Munucrepcta Poccuiickon @enepanuu
o JielaM TPaXJaHCKOM OOOpOHBI, YpPE3BbIUYAWHBIM CUTyallUsM W JIMKBUAALUU
MOCJIEACTBUN CTUXUUHBIX OE€JCTBUM, YUPEKICHUSIX U OpPraHU3AIMUSAX, HAXOASIIUXCS B
BeneHnn MunucrepcrBa Poccuiickoit ®denepanuu 1mo jaenaM TpaXxAaHCKOH OOOpPOHBI,
YpE3BBIYAMHBIM CUTYAITUSAM U JIMKBHUJIAIIAN TTOCIEICTBUA CTUXUNHBIX OCICTBUIL" .

1.4. KOHTPOJIb 32 MCIIOJHEHUEM JIOKYMEHTOB.
1. KoHTponb 3a ucnojiHeHueM J0KyYMEHTOB U nopydyenuit B MUC Poccun.
2. OcobGeHHOCTH pabOThI C TOKYMEHTaMH COACPKALTUMU CIYKEOHYI0 HH(OPMAIIHIO.

3HATD!

KonTponp 3a ucronHeHneM 10KyMEHTOB U IOPYYEHUN B TEPPUTOPUATIBHBIX OpraHax,
oprannszanusx MUC Poccnn oCyIIeCcTBISIETCS B LEIAX CBOEBPEMEHHOIO M KAYECTBEHHOTO
MX UCIOJHEHUS, BKIIOYAET B C€0sI IOCTAHOBKY HAa KOHTPOJIb, IPOBEPKY XOJa UCIIOJIHEHUS,
y4eT, 0000IIeHHE U aHAJIM3 XO/a U Pe3yJbTaTOB UCIOJHEHUS JOKYMEHTOB U MOPYUYECHU,
CHATME MX C KoOHTposst u wuHpopmupoBanue pykoBojgctea MUYC  Poccun,
TEPPUTOPHUATBHBIX OpraHoB, opranu3anuii MUC Poccun 00 ucnoaHeHun.

OO0s13aTeNIbHOMY  KOHTPOJIO TOJUIEKAT CIIy)KEOHbIE JOKYMEHThI, B KOTOPBIX
OIPENEIIEHbl CPOKU HCIIOJHEHUS WM UMEIOTCS IMOPYYEHHUs O INPEACTaBICHUM JOKJIAI0B,
NPEJIOKEHUM, 3aKIIOYeHUH U BBINOJHEHUU (TPOBENEHUHU) JIPYTMX KOHKPETHBIX
MEPOIIPUATHN.

KoHTponb ocymiecTBiasieTcss 3a HWCHOJHEHUEM CIYXKEOHbIX JOKYMEHTOB, Kak
IIOCTYNAKIIMX W3 BBIIIECTOAIIMX OPraHOB, TaK M HAIPaBIIEMBIX B IOJYMHEHHBIE
OpraHM3aLUU U MOAPa3IEIICHHUS.

KoHTpones 3a wucCHONHEHWEM TOPYYEHUMM OCYLIECTBISIIOT  COOTBETCTBYIOIIUE
CTPYKTYpPHBIE€ TOJPA3JIECICHNAS] WIH OTIEIbHBIE JOJDKHOCTHBIE JHUIA TEPPUTOPHUAIBHOTO
oprana, opranuzaunu MUC Poccun, Ha3HaYeHHbIE B YCTAHOBJIEHHOM IOPSIKE
PYKOBOAUTENEM TEPPUTOPHATBLHOIO oprana, opranu3aiuu MYUC Poccum.

Ha cnyxeOHBIX JHOKYMEHTax, COJAEP)KAIMX MOPYYEHHUs, B MPaBOM BEPXHEM IIOJIE
JOKyMeHTa (WM Ha OJaHKe C YKa3aHHWEM [0 HCIOIHEHHWIO JOKYMEHTAa) MpPOCTaBIsETCS
orTuck mrtamna "KoHTposns" ¢ ykazaHueM cpoka UCIOJHEHHUS.

Nudopmarus 0 KOHTpOIHPYyEMBIX OpydeHusix 3aHocutcs B COJI.

OTBETCTBEHHOCTh 3a CBOEBPEMEHHOE M Kay€CTBEHHOE HCIIOJHEHUE KOHTPOJIBHBIX
IIOPYYEHUN BO3JIAracTCd HAa PYKOBOAUTEIEH CTPYKTYPHBIX ITOAPA3ACIICHUNA, KOTOPBIM
JAHbI IOPYYECHUS.

IIpyr 5TOM pPyKOBOOUTENN CTPYKTYPHBIX IOAPA3AEICHUN, YKA3aHHBIX B IOPYYEHUU
IIEPBBIMA - TOJIOBHBIE MWCIOJIHUTENIH, CTPYKTYPHBIX IIOAPA3JAEICHUN, YKa3aHHBIX
MOCEAYIOUIUMH - COUCIIONHUTEIN, HECYT PABHYIO OTBETCTBEHHOCTh 3a CBOEBPEMEHHOE U
KaueCTBEHHOE HCIIOJHEHHUE OPYYECHU M.

[TopydyeHuss moayie’)kaT HWCIOJHEHHIO B YCTAHOBJICHHBIA B TEKCTE CpPOK WA B
MECSIYHBIN CPOK, €CJIM KOHKPETHBIN CPOK HE YCTAHOBJICH.
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[Topyuenus, cogepxaiine ykazanue "cpoyHo", mojiekaT UCIIOJTHEHHUIO B 3-THEBHbIN
CPOK, yKa3zaHue "onepatuBHO" npenycMarpuBaeT 10-THEBHBIN CPOK UCTIOTHEHUS.

Ecim B Tekcte mopydeHHMss HE YKa3aH CpPOK HCIOMHEHUS W TPH  OTOM
MPOJOKUTETFHOCTh €r0 WCIOJHEHHUS MO TPYIAOEMKOCTH OICHHBAETCs 0ojiee OJIHOTO
MecAIa, TO PYKOBOAMUTENb COOTBETCTBYIOIIETO CTPYKTYPHOTO IMOAPA3ACIICHUS HE MEHEe
YeM 3a OJIHY HEJZIEII0 10 HCTEUEHHUs MECSIYHOr0 CpoKa B pabodem mopsiake (B yCTHOW WU
MMMCBMEHHON (POpME) MPOBOAUT COTIACOBAHUE KOHTPOJBHOTO CPOKa C JIMIIOM, JABITUM
nopy4yeHue (WM YIMOJTHOMOYEHHBIM UM JUIIOM). [Ipy OTCYTCTBHHM COOTBETCTBYIOIIHMX
NPEAJIOKEHU OT OTBETCTBEHHOTO UCIOJHUTENS (MCIOJHUTENS) 00 YCTAHOBIIEHUU CpPOKa
UCIIOJIHEHUSI KOHTPOJIBHOTO MOPYYEHHUSI CPOK YCTAHABIUBAETCS 0 OJHOTO MecsIia.

[lucbMeHHbIE WHAMBUIAYAbHbIE M KOJUICKTUBHBIC TNPEIJIOKEHUS, 3asBICHUS WU
XKanoObl rpaxknaH (nmaiee - oOpamienusi) mo Bompocam kommereHuuun MUC Poccuun
paccMaTpuBaroTcs B cpok He Oosiee 30 qHEl co JHS UX pEerucTpalyi.

OOpaiieHus TpaxaaH WIM OpraHu3alui ¢ HHPOpMAIME O BO3HUKIINX WIA
BO3MOJKHBIX UPE3BBIYAHBIX CUTYAIMSIX PACCMATPUBAIOTCS B CPOYHOM WJIM OTIEPATHBHOM
MOPSIIKE B 3aBUCUMOCTH OT COJISP KaHMS TIOCTYITUBIIEH HH(OPMAITHH.

K cayxeOnoii wuH(OpManMK OTPAaHUYECHHOTO PACIPOCTPAHEHUS OTHOCHUTCS
HecekpeTHass WHGOpMalUs, OTpaHUYCHHE Ha PaCIpPOCTPaHEHUE KOTOPOH OOYCIIOBICHO
CITy>KeOHOM HEOOXOIUMOCTHIO.

[lepeyensr cBeeHUM, COCTABISIIONIMX CIYKEOHYI0 HH(POPMALUIO OTPAaHUYEHHOIO
pacnpoctpaHenusi, yrBepxkaeH npukazom MUYC Poccun ot 10.03.2006 N 144/1CIT "O6
yTBepkJeHun llepeuHs  cBeAeHWI, COCTaBJSAIONIMX  CIyXEOHYH0  HH(OpMaIUIo
OTPaHUYEHHOI0 pacrpoctpaneHus, MunucrepcrBa Poccuiickorn ®dexepauuu 1mo aeiaam
TPAKIAHCKOM OOOpPOHBI, YPE3BbIYANHBIM CUTyallUsIM U JIMKBUJAIUW TIOCIIEJCTBUN
CTUXUHHBIX OeICTBUN".

[Topsimok oOpaieHust ¢ TOKYMEHTaMH, COACpPKAlUMU CIYKeOHyr0 WH)OpMAaIuio
OTPAaHUYCHHOTO pacnpocTpaHeHus (¢ mnoMetrkol "J[ns ciykeOHOro mosjab30BaHuA"),
OCyIIECTBIISIETCS B cOOTBETCTBUM ¢ mpukazom MUC Poccun ot 29.11.94 N 765ICII "O
NopsiiIke oOpallleHus: co Cy>keOHOM MHpOpMalUe OrpaHUYEHHOTO PACIPOCTPAHCHUS B
(denepanbHbIX OpraHax MWCHOJHUTEIBHOM BJIAacTH' HU € Yy4ETOM OCOOCHHOCTEH,
W3JIO’KEHHBIX B HACTOSIIEM pa3iere.

Jlureparypa

1.  Jlenmompou3BOACTBO U JOKYMEHTOOOOPOT B CHCTEME TOCYAapCTBEHHOIO M
MYHUIUMTIAJILHOTO yrpaBieHus: yuel.-meton. nocobue/E. B. 3aitnesa, H. B. ['onuaposa;
M-Bo obpaszoBanus u Hayku Poc. deneparuu, Ypan. denep. ya-1. EkatepunOypr: 1U3a-Bo
VYpan. yu-ta, 2017. — 178 ¢.C.127-136.

2. JIokyMEHTUPOBAaHHE B YIPaBIECHYECKON nearenbHOCTH: yueb. mocooue/K. A. Bomkos,
A. H. IIpuxoawko, T. A. Pacuna, 1. M. lllytora; CIIGI'ACY. —CII6., 2009. — 140 c. C.38-
41.

3. [loctanosnenue IlpaButensctBa PO ot 3 HoaAOps 1994 r. N 1233 «O6 yTBepkIeHUU
[TonoxkxeHnuss o moOpsAAKe oOpamieHus co ChaykeOHOW uHpopManueld OTrpaHMYEHHOTO
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pacnpocTpaHeHusi B (heliepaibHbIX OpraHax HCIOJHHUTENIbHOM BJIACTH, YIOJIHOMOYEHHOM
OpraHe YIPAaBJICHUSA UCHOJIB30BAHUEM ATOMHOW DHEPIMM M YIOJHOMOYEHHOM OpraHe Io
KocMHYecKou aesteabHocTu». I1.1,2.

4. [Tpukaz MYC Poccun ot 14.05.2021 N 315 "O06 yrBepxkaenun MHCTpyKuuu 1o
JETOMPOU3BOACTBY B TEPPUTOPHUAIIBHBIX opraHax MunucrepcTsa Poccuiickoit @enepannu
o JeJaM TPaxJTaHCKOM OOOpOHBI, YPE3BbIYAWHBIM CHTyalUsIM M JIMKBUAALMH
MOCJIEICTBUA CTUXUUHBIX OEACTBUM, YUPEKACHUSIX U OpraHu3alusaX, HaXOASIIMXCS B
BeneHnn MunucrepcrBa Poccuiickoit denepanuu 1mo jaenaM TpaxAaHCKOH OOOpPOHBI,
YpEe3BbIYANHBIM CUTYAIUSIM U JIMKBUJIALIUY TTOCJIEICTBUM CTUXUNHBIX OeACTBUM".
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Tema 2. Oco0eHHOCTH MOATOTOBKHU U 0)OpMJIeHHSI CJIYKeOHBIX IOKYMEHTOB.

2.1. OGuMe NPUHIMIILL ¥ TpaBuiIa 0hOPMICHHS CIYKEOHBIX TOKYMEHTOB.
1. O61muye TpUHLIKIIEI U TTpaBUiIa OPOPMIICHUS JOKYMEHTOB.
2. PekBU3UTHI JOKYMEHTOB U TpeOOBaHUs K UX 0(OPMIICHHIO.

3HATD!

B cootBerctBuu ¢ IIpukazom MYC Ne 315 ot 14.05.2021 r. pa3mepsl noJiel JOJIKHBI
OBITh HE MEHEE, MM:

JIeBoe mose — 25-30; BepxHee noJe — 20;

[IpaBoe none — 10; HIDKHEe 11os1e — 20.

[Tons meHblel MHMPUHBI HE JOMYCKAKOTCA, T.K. OyJeT 3aTPyIHEHO JalIbHEHIee
odopmIIeHHE U XpaHEHUE JOKYMEHTOB, HO OOJIBIIINE OIS JOTTYCTUMBI.

IIpr odopmiieHHMM TeKCcTa JOKyMEHTa Ha JIByX M 0Oojiee CTpaHUIIAX BTOpas H
MOCJIEAYIOIINE CTPAHULIBI JOJIKHBI OBITh POHYMEPOBAHBI.

[TopsinkoBbie HOMEpa CTpPaHUIl MPOCTABISAIOTCA apaOCKUMU IU(pamMu MocCepenHe
BEPXHEr0 MOJiA JOKyMEHTa, 0e3 3Haka TOYKM HayuHasg co BTOpoul ctpanuiibl. llepBas
CTpaHUIIa TOKYMEHTA WJIH NPUIIOKEHUS HE HYMEPYETCSL.

PexBu3uThI (OT NaT. requisitum — TpeOyeMoe, He0OOXOAUMOE) — 3TO 00s13aTEIbHbIE
AJIEMEHTBI, IPUCYLIUE ONPEAECICHHOMY BULY JTOKYMEHTOB.

CymiecTByrOT 2 BU/Ia pacloJIOKEHUS PEKBU3UTOB:
® YIJIOBOMH,
® [IPOJIOJIbHBIM.

Kaxaplif 13 HUX B CBOIO OUEpEIb MOKET OBITh pa3MEIIEeH OJHUM U3 CIIOCOOOB:
® [[CHTPUPOBAHHBIM (HAYaJIO W KOHEIl Ka)XJOW CTPOKM PEKBU3UTOB PABHO YJAJEHBI OT
TPaHMUII 30HBI PACTIOJIOKEHUS PEKBU3UTOB);
e (maroBpiM (KaxkJas CTpOKa PEKBU3UTOB HAUYMHAETCS OT JIEBOM TpaHUIIBI 30HBI
PaCIOJIOKEHUS] PEKBU3UTOB).

PexBu3ut 01 — ['ocynapctennslii repo PO.

PexBu3ut 02 — ['ep6 cyonekra PO.

PexBusur 03 — OM0O1emMa opraHu3aluu.

PexBusur 04 — Kox opraauzanuu no OKIIO.

PexBusut 05 — Kog ¢popmbl nokymenta no OKY /1.

PexBusur 06 — HanmenoBanue opranusanuu.

PexBusur 07— CripaBo4HbI€ TaHHBIE 00 OpraHU3aIUU.
PexBusur 08 — HanimeHnoBaHue Bua JOKyMEHTA.

PexBu3ut 09 — JlaTa noxymeHTa.

PexBusur 10 — Peructpanrionusiii Homep (MHIEKC) TOKYMEHTA.
PexBusur 11 — Cchlika HA PETHUCTPALIMOHHBIN HOMEP U JIaTy JOKYMEHTA.
PexBusur 12 — Mecto cocTaBlIeHHs WM U3/IaHHS TOKYMEHTA.
PexBusur 13 — I'pud orpanndenust 1omycka K JOKyMEHTY
PexBusur 14 — Anipecar.
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PexBusur 15 — ['pud yrBepkaeHUS TOKYMEHTA.

PexBusur 16 — Pe3ontonus.

PexBu3ur 17 — 3arojioBoK K TEKCTy JJOKYMEHTA.

PexBusur 18 — OTmeTKa 0 KOHTpOJIE.

PexBusur 19 — TekcT nokymeHTa.

PexBu3ur 20 — OT™MeTKa O HAJIMYMU MPUIIOKEHUN.TKA pa3MENIaeTcsl B JIOKYMEHTE
M0JT TEKCTOM U OPOPMIISIETCS CIEIYIOIINM 00pazoM.

PexBusur 21 — [loamnuce.

PexBu3ut 22 — ['pud cornacoBanus JOKyMEHTA.

PexBusur 23 — Bu3za cornacoBanus TIOKyMEHTa.

PexBusur 24 — [leuars.

PexBusur 25 — OTMeTKa 0 3aBEPEHUN KOMHHU.

PexBu3ut 26 — OT™MeETKa 00 UCTIOJIHUTENE.

PexBu3ut 27 — OT™MeTKa 00 UCTIOJHEHUHU JOKYMEHTA.

PexBusur 28 — OTMeTKA O TOCTYIUIEHUU JOKYMEHTA.

PexBu3ut 29 — UnentudukaTop 3JIeKTPOHHON KOMH TOKYMEHTA.

Jluteparypa
1. OcHoBel aenonpousBojactBa B cucteme MUYC Poccun: yuebHoe mocobue / M.A.
PazBonos, /I.H. KocteineB — UBanoBo: ®I'BOY BO MBaHoBCcKast moxapHO-crniacaTelbHas
akagemusa ' TIC MYC Poccun, 2017. — 98 ¢.C.31-45.
2. Jlenonpou3BOACTBO W JOKYMEHTOOOOPOT B  CHUCTEME TIOCYJapCTBEHHOIO U
MYHUIIMTIAJILHOTO yrpaBieHus: yuel.-meton. nocobue/E. B. 3aitnesa, H. B. ['onuaposa;
M-Bo obpa3zoBanus u Hayku Poc. denepanuu, Ypan. penep. yu-1. EkatepunOypr: 1U3a-Bo
VYpan. yn-ta, 2017. — 178 ¢.C. 29-62.
3. Ilpukaz MYC Poccuu ot 14.05.2021 N 315 "O6 yrBepxaeHun WNHCTpyKIuu 1o
JEJIONPOU3BOACTBY B TEPPUTOPUAIIBHBIX opraHax Munucrepctsa Poccuiickonn @enepaunu
Mo JeiaM TpaxJAaHCKOM OOOpOHBI, YpPE3BbIYAWHBIM CHTyalUsIM M JIMKBHUJALUU
MOCJIE/ICTBUA CTUXUUHBIX OCACTBUH, YUPEKACHUSIX U OpraHu3alusax, HaXOASIIMXCS B
BeneHnn MunucrepctBa Poccuiickoit ®denepanuu mo jgenaMm TIpaKJaHCKOM OOOpPOHBI,
Ype3BbIYANHBIM CUTYAIUSIM U JIMKBUJIALUY MTOCIEICTBUM CTUXUNUHBIX OeACTBUI".

Bomnpocsl AJ1s1 caMOCTOSATEILHOTO U3YUYEeHUSA
2.1.1. TpeboBaHusa K 0hOPMIIEHUIO TOKYMEHTOB.
1. SI3BIK ¥ CTHIIB OUIIHAIBHBIX JOKYMEHTOB.

Jlureparypa
I. HckycctBo peun: YueOHoe mocoOue st OoOydaroluxcsi B BBICHIMX Y4€OHBIX
3aBegeHnssx MUC Poccunm moxapHo- Texaudeckoro mnpodmrst/C.E. Epmosa, H.A.
Kprokoga. - IBanoso: MBanosckuii uucturyt I'TIC MYUYC Poccun, 2012.-105¢c. (ITPUD).

2.2. Oprasu3almoHHbIE JTIOKYMEHTEL.
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1. 3HayeHue 1 001as XapaKTepPUCTUKA OPTaHU3AIOHHON JTOKYMEHTAIIHH.
2. CocraBieHue 1 0OpMIICHHE OPTraHU3AIMOHHON TOKYMEHTALUH.

3HATD!

C pa3paboTku OpraHu3anvoHHO - TMpaBoBbIX JokyMeHTOB (OIIJ[) coOGcTBeHHO U
HAYMHAETCS KU3ZHEEATEIbHOCTh Oprann3auui. OpraHu3allOHHO - IPABOBBIE IOKYMEHTHI
HEOOXOAMMBI IS TOrO, 4YTOOBI CO3/1aTh OpPraHU3alfi0, YCTAHOBUTb €€ CTPYKTYpY,
ONpEACNUTh IUTATHYIO YHUCICHHOCTb, (DYHKIHUM CTPYKTYpHBIX MOJpa3felieHuH,
COBENIATENIbHBIX, KOJUIETHAJIbHBIX OPTraHOB, YCTAHOBUTH PEKUM pPaOOThI, OCYIIECTBUTH
OpraHu3aliIo TpyJa U pacnpenescHue o0a3aHHOCTeN Mex1y paOOTHUKAMHU, ONPEACIUTh
HOPSAJIOK.

Haubounee pacnpocTpaHeHHbIE OPraHU3aI[MOHHO-IPABOBbIE IOKYMEHTHI:
yCTaB OpraHU3alluu;
MOJIOKEHUE 00 OpraHU3alINY;
MOJIOKEHUE O CTPYKTYPHOM TOJIpa3IeIeHUN OpraHu3alluu;
IIOJIOKEHHUE O KOJUIETHAIBHBIX U COBEIATEIbHBIX OPraHax yUpeKICHHUS,
IITATHOE PACTIICAHUE;
MpaBujia BHYTPEHHETO TPYI0BOTO PACHOPSIKA;
MHCTPYKIUU IO OTAEJIbHBIM BUJAM AESTEIbHOCTH;
JOJDKHOCTHBIE MHCTPYKIIUH.

OpraHm3anmoHHble  JOKYMEHTBI  —  9TO KOMITJIEKC JTOKyMEHTAITHIH,
PETIaMEHTHUPYIOIICH BCE aCIEKTHI AEATeILHOCTH 0001 KoMmanuu. OHU yCTaHABIUBAIOT
MOPSIIOK €€ CO3JIaHus M TpaBujia pabOThI, OMPEAEISIIOT aIMAHUCTPATUBHYIO CTPYKTYPY,
PETYIUPYIOT TIpaBa W OOS3aHHOCTH COTPYIHUKOB, OpraHU3yIOT uX Tpya. OdopmieHue
OpraHU3aIMOHHBIX JOKYMEHTOB TpeOyeT 3HaHUS JCHCTBYIOIIETO 3aKOHOIATEIhCTBA.
Tonbko mpHU COOMIOICHUM BCEX CYHIECTBYIOIIUMX TpeOOBaHMM OHM OyayT 00J1anaTh
IOPUINYECKOM CHIION, HEOOXOIMMOM JJI pa3perieHus: KOH(PIUKTOB.

Pa3paboTka opraHu3alMOHHO TPABOBOW JOKYMEHTAIlMH TpedyeT CcoOI0IeHUs
CJIEIYIOUTUX TPUHIIUIIOB:

o TexkcT nomkeH ObITh MAaKCHMAaJIbHO JIAKOHUYHBIM U, IIPU 3TOM, TOUYHBIM U SCHBIM;
He nomyckaetcst BO3MOXHOCTb HEOAHO3HAYHOT'O TOJIKOBAHUS;

o ToH U310XKeHUs JOJIKEH ObITh HEUTPAIBHBIM U BMECTE C TEM yOEIUTEIbHBIM;

o Honyckaercs UCIIOJIb30BaHUE TOJBKO YCTOMYMBBIX, OOLIENPUHSTBIX
CJIOBOCOYETAHUM U COKPALCHUM;

o TekcT 1oJKeH COOTBETCTBOBATh TPEOOBAHUAM CITYKEOHO-JIEIIOBOTO CTUJISL PEYH;

o B ocHOBe mpoekTa JOKHBI JIekKaTh (PaKThl U KOHKPETHBIE peaibHbIE MPEIJIOKEHNUS;
o [IpoekT He AOMmKeH IyOJupoBaTh APYTHE OPraHU3alMOHHO IPABOBBIE aKThl U
IIPOTHUBOPEYUTH UM;

o OdopmieHre JOMKHO COOTBETCTBOBaTh  JCHCTBYIOIIMM  TOCYJAapCTBEHHBIM

CTaHgapTaM U 3aKOHOAATCIbHBIM HOPpMaM.
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Jlureparypa
1. OcnoBbl nenonpousBozctBa B cucteme MUC Poccun: yuebnoe mocobue / M.A.
PazBonos, JI.H. KoctsiieB — MBanoBo: ®I'6OY BO MBanoBckas moxkapHO-criacaTeibHas
akagemusa I TIC MUC Poccun, 2017. — 98 ¢.C.56-64.
2. 1enonpou3BOACTBO M JOKYMEHTOOOOPOT B  CHUCTEME TOCYJapCTBEHHOIO U
MYHHIIMIIAJIHOTO yIpaBieHus: y4ue0.-meton. nmocooue/E. B. 3aiinesa, H. B. ['onuapoga;
M-Bo oOpazoBanus u Hayku Poc. @enepanuu, Ypan. peaep. yu-1. EkatepunOypr: 1U3n-Bo
VYpan. yu-ta, 2017. — 178 ¢.C.67-74.
3. IoKkyMEeHTHUpOBaHHUE B yIpaBJIeHUYECKON NesarenbHOoCcTH: yueb. mocooue/K. A. Bomkos,
A. H. [Ipuxoxarko, T. A. Pacuna, 1. M. lllytora; CII6I'ACY. —CII6., 2009. — 140 c.C. 72-
74, 136-147.
4. [Tpukaz MYC Poccun ot 14.05.2021 N 315 "O6 yrtBepxkaenuu WHCTpyKIuu 1o
JETOMPOU3BOACTBY B TEPPUTOPHUAIIBHBIX opraHax MunucrepcTa Poccniickont denepannun
o JejlaM TPaxJAaHCKOM OOOpOHBI, YpPE3BbIYAWHBIM CHTyalUsIM M JIMKBHUJALUU
MOCJIE/ICTBUA CTUXUUHBIX OCACTBUM, YUPEKACHUSIX M OpraHu3alusaX, HaXOASIIMXCS B
BeneHnn MunucrepcrBa Poccuiickoit ®denepanuu 1mo jaenaMm TIpakJIaHCKOH OOOpPOHHBI,
YpEe3BbIYANHBIM CUTYAIUSIM U JIMKBHUJIALUY MTOCIEICTBUM CTUXUNUHBIX OeACTBUI".

Bonpocs! 1J11 cCaMOCTOATEIBHOTO U3Y4YeHMSI
2.2.1. TpeboBanus K 0(hOpMIICHHIO JIOKYMEHTOB.
1. YcraB opranuzamum.
2. Opranu3zanoHHas CTPYKTypa OpraHu3alluH.
3. ltaTHOE pacnucaHue.
4. JIomKHOCTHAsI UHCTPYKIIUSL.
5. TpynoBou 10oroBop.

Jluteparypa
1.  JloxymMeHTMpoBaHME B YIpaBJICHUYECKON JedATeNbHOCTH: Yyueb. mnocobue/K. A.
Bonkos, A. H. Ilpuxoasko, T. A. Pacuna, 1. M. llyrtoBa; CII6oI'ACY. —CII6., 2009. —
140 ¢.C.72-79.

2.2.2. TpeboBanus K 0QPOPMICHUIO TOKYMEHTOB.
1. PaGoTa ¢ koHpUACHITMATBHBIMUA JJOKYMEHTaMHU.

1. Ipukaz MYC Poccuu ot 14.05.2021 N 315 "OO6 yrBepxaeHun WHCTpyKIuu 1o
JEIIONPOU3BOACTBY B TEPPUTOPUAIIBHBIX opraHax MunucrepcTsa Poccuiickoit @enepannu
Mo JejiaM TPaxJTaHCKONM OOOPOHBI, YPE3BHIYAWHBIM CHUTYyaIlUsIM U JUKBUIAINH
MOCJIC/ICTBUA CTUXUMHBIX OCACTBUM, YUPEKIACHHUSIX W OpraHU3aIMsaX, HAXOASIINXCS B
BeneHun MunucrepctBa Poccuiickoit ®denepanu 1no jaenaM TpaxAaHCKONH OOOpPOHBI,
Ype3BbIUYAHBIM CUTYAIIUSIM U JTUKBUJAIIUU MMOCIEICTBUN CTUXUIHBIX OeCTBUI".

Jluteparypa
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2.3. PacnopsaiuTeNIbHbIE IOKYMEHTBI.

1. Buasl pacnopsaAuTeabHBIX TOKYMEHTOB.

2. OcOOEHHOCTH U3JI0KEHUS TEKCTA PACIIOPAIUTEIbHBIX JOKYMEHTOB.

3. TpeboBaHusI K COCTaBICHUIO U O(OPMIICHUIO PACTIOPSAUTEIHHBIX IOKYMEHTOB.

3HATD!

PacniopsiauTenbHbie  JOKYMEHTBI — 3TO JOKYMEHTBI, B KOTOPBIX (DUKCUPYIOTCS
pelieHus]  aJMUHUCTPATUBHBIX W  OPTaHMU3AIMOHHBIX  BOINPOCOB  JEATEIHHOCTU
OpraHu3alNH.

C moMmoIplo pacnopsIUTEIbHBIX JOKYMEHTOB OCYLIECTBISIETCS oOmas (yHKIUs
yIpaBJIeHUs,, B KOTOPO 0Cco00 BbIJIEsIETCS OoJiee YacTHast (PYHKIUSI PETyJIUpPOBAHUSA,
MO3BOJISIIOIIASL OPTaHy YNpaBJieHUs 00eCIeUnBaTh peaanu3aluio MOCTaBICHHbBIX TIepe] HUM
3a/1a4, COIIACOBAHHOCTh B pa00OTE BCEX 3BEHHEB ITPOU3BOCTBA.

Pa3iinyaTcs HeCKOJIBKO BUIOB PACTIOPSIUTEIbHBIX IOKYMEHTOB, 2 HMEHHO:
NpUKa3
NIOCTaHOBJICHUE
pelieHue
pacropsiKeHre
yKa3aHue

Haubonee yacTo ucnosab3yeMbIMU B YIIPaBICHUECKON MPAKTUKE SABIISIOTCS JBa BUAA
JNOKYMEHTA: IpPUKa3 U PaCHOpsDKEHHE. OTH JOKYMEHTBI CO3JAIOTCS B OpPraHU3aLMX,
JNEUCTBYIOUIMX Ha OCHOBE €JMHOHAYaius, T.e. B HUX BCA IOJIHOTA HCIIOJHUTEIBHOU
BJIACTU TPUHAJUICKAT OJHOMY JIHMIY. Paznuums Mexay NpHKa3oM M PacnopsKeHHEM
HEPEJKO OKa3bIBAIOTCS CTEPTHIMU, B OPraHM3ALMUSAX B OJHUX M Te€X K€ CIydasX MOTYT
M3/1aBaThCs U MPUKA3bI, U PACTIOPSIKEHHUS.

IIprka3 — 5TO MpaBOBOM aKT, W3JABAEMBIM pPYKOBOJMTENIEM, JACHCTBYIOIIMM Ha
OCHOBE E€IMHOJIMYHOTO TPHUHATHS PpEUIEHUH, B MLEJIIX pa3pelieHus] OCHOBHBIX U
ONMEpAaTUBHBIX 3aJa4, CTOSALIMX Mepe]] OpraHu3auuer. OTOT JOKYMEHT MOKET
0popMIIATHCA Ha CHEUATbHOM OJIaHKe — OJIaHKe MpUKa3za Wik OJaHKe C YIJIOBBIM HIIU
IIPOJIOJIBHBIM PACIOJIOKEHUEM PEKBU3UTOB.

Ilo conepxannio u cnocodam oGopmiieHHs NPUKA3BI AEJATCHA HA:
MPUKa3bl 10 OPraHU3alMOHHBIM BOIIPOCaM;
MIpUKa3bl IO OCHOBHOM JI€SITEILHOCTH;
aJIMUHUCTPATUBHO-XO35MCTBEHHBIM BOIIPOCAM;
JUYHOMY COCTaBY.

HpI/IKa3I>I [0 OpraHu3allMOHHBIM BOIIPpOCAM M3JAKOTCA B ClydasaX CO3JaHUs,
peopranm3anuun HJINW JMUKBUAALIUKU YYPCIKIACHHA, IIPU YTBCPKIACHHUU OpFaHHBaHHOHHOﬁ


https://studopedia.ru/2_11611_vidi-normativnih-pravovih-aktov.html

24

CTPYKTYpPBI U IITaTHOTO PAaCIUCAHUS OPraHM3aluy, B LEIAX YTBEPKICHUSA U BBEACHUS B
NEUCTBUE  PA3IMYHBIX  OPraHU3ALMOHHO-METOJMYECKUX, IUIAHOBBIX M OTYETHBIX
JNOKYMEHTOB.

IIprka3sl 110 OCHOBHOM JEATEIBHOCTH H3HAIOTCS BO HMCIOJHEHUE HOPMATHMBHBIX
IIPABOBBIX AaKTOB BBIIIECTOSAIINX OPTraHOB BJACTH M YNPABJICHUSA, a4 TaKK€ B LEIAX
OCYLIECTBJIEHUSI  COOCTBEHHOM  HMCHOJHUTEIbHO-PACIOPSIAUTENbHON  JEATEIbHOCTH,
BBITEKAIOLICH U3 PYHKIMA U 33a]a4, CTOSIIUX Mepel OpraHu3aIfei.

PykoBOACTBO 110001 OpraHu3anuy HaAensaeTcs IPaBOM U3JIaHUs PACTIOPSAUTEIIbHbBIX
JOKYMEHTOB. VIMEHHO »OTH JOKYMEHTHI peau3yloT VYIPABISIEMOCTb OOBEKTOB IO
BepTuKaiu. OT TOro, HACKOJIbKO 3PGEKTUBHO PETYIUPYETCS ACATEIBHOCTDh YUPEKICHUS,
3aBUCST PE3yJIbTAThI €r0 padOTHI.

OcHoBHas 3a7a4a pacloOpPSAMTENbHBIX JOKYMEHTOB — TMpHUAAHUE IOPUIANYECKOM
CWJIBl TOMY WJIM MHOMY JEHCTBHUIO PYKOBOJAMTENSA. B CBSI3M C 3TUM SI3BIK M CTUJIb 9TOTO
THTIA TOKYMEHTAIlMA OTJIMYACTCS JKECTKOW pPEerIaMEHTHPOBAHHOCTHIO, CTaHIApTU3AIHMCH
S3BIKOBBIX Mojelnield. Vcmonb3oBaHWE CIOXHUBIIMXCS  (POPMYITHPOBOK OCBOOOJUTH OT
3aHUMAEeMOM JIOJIKHOCTH ...; CO3/1aTh KOMHUCCHIO B COCTaB€... M TOJ. YyKa3bIBae€T Ha TO,
KaKAM HWMEHHO JEHCTBHUSM TPHIACTCS FOPUIAMYSCKHH CTaTyC. IOCTAaHOBJICHUE, TPHUKAa3,
perIcHue

Texcr pacnopsauTeNbHBIX JOKYMEHTOB COCTOMT, KakK TMPaBWiIO, H3 ABYX
4acTeil: KOHCTATUPYIOIIEH W paclopsiAMTEeNbHON. TeKCT u3jaraercss  JIOTUYECKU
MOCJIeIOBATEIbHO, YEeTKUMHU ¢pa3zaMu, 0€3 CIOXKHBIX MPUAATOYHBIX M YTOUHSIOIIMX
o0opoTtoB. Hepomyctumo yrnoTpeOaeHue MHOTO3HAYHBIX CJIOB, IPUMEUYaHUN U CCHUIOK.

B koHcTaTHpylomeid 4acTH KpaTKO H3JAraroTCs MPUYHMHBI, €I, MOTHUBHPOBKA,
MOCIYKUBIIUE OCHOBAaHMEM I M3JaHUS PACIOPSAUTENILHOTO JIOKYMEHTa, WIIU
000CHOBBIBAETCSI MPUUMHA €r0 BbIMycka. KoHcTaTupyroiias 4acTh HAUMHACTCA CIIOBAMU: B
COOTBETCTBHH, B IIENIIX, BO HCHoJIHeHHE. KoHCcTaTupyromas 4acTh OTCYTCTBYET, €CIIU
MPEANKCHIBACMbBIC ACHCTBUS HE HYXXIAIOTCS B Pa3bsCHEHUU, HATIPUMEDP, PACTIOPSHKCHUS O
Ha3HAYCHUH KOMHCCHI, 00 YTBEPKACHUN HHCTPYKIIUA, aKTOB U T. T.

PacmopsauTenbHas 49acTh JTOKYMEHTA COJACPKUT TIEPCUYCHb MEPONPHUATHI WK
MPEINMUCHIBAEMBIX ICMCTBUM, UX UCTIOJHUTEIEH U CPOKOB UCTIOTHEHHUS.

B Tekcrax pacmopsSAWTENbHBIX JOKYMEHTOB, M3/IaBaGMbIX Ha MPHHIIMIAX
KOJUIETHATLHOCTH, TIPUHATA (JopMa M3JI0KEHHUS OT TPETHETO JIMIAa SAMHCTBEHHOTO YHCIIa
(MOCTaHOBUJI, PEMIWJI) WJIM MHOXECTBEHHOTO 4Yucia (MOCTAaHOBWIIM, PEIIWIIH), €CIU
JIOKYMEHT COCTaBIIICTCA OT UMEHU JBYX U O0Jiee OpraHu3aIiui.

Jlureparypa
1. OcHoBwl aenonpousBojacTBa B cucteme MUC Poccun: yue6HOEe mocobue / M.A.
PazBonoB, JI.H. KoctsiieB — MBanoBo: ®I'6OY BO NBanoBckas moxkapHo-criacaTenbHas
akagemusa ' TIC MUC Poccun, 2017. — 98 ¢.C.36-64
2. Jlenonpon3BOACTBO W JOKYMEHTOOOOPOT B  CHUCTEME TOCYJapCTBEHHOTO |
MYHUIMIIAJIBHOTO yrpaBieHus: yueb.-meton. nocodue/E. B. 3aitnesa, H. B. ['onuaposa;
M-Bo oOpazoBanus u Hayku Poc. @enepanuu, Ypan. peaep. yu-1. EkatepunOypr: 1U3n-Bo
VYpan. yn-ta, 2017. — 178 ¢.C.74-83.
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3. JIOKyMEHTHUpOBAaHUE B YIIPaBJIEHUECKON AesTesnbHOCTH: yued. nocodue/K. A. Boikos,
A. H. IIpuxoawko, T. A. Pacuna, . M. lllytoBa; CIIOI'ACY. —CI16., 2009. — 140 c.C. 74-
79, 136-147.

4. [Tpukaz MYC Poccun ot 14.05.2021 N 315 "O06 yrBepxkaenun MHCTpyKuuu 1o
JETOMPOU3BOACTBY B TEPPUTOPUAIIBHBIX opraHax Munucrepcra Poccuiickon @eneparun
o JejlaM TpaxJTaHCKOM OOOpOHBI, YpPE3BbIYANHBIM CHTyalUUsM M JIMKBHJIALUWU
MOCJIEICTBU CTUXUUHBIX OEACTBUH, YUPEKACHUSIX M OpraHu3alusaxX, HaXOASIIMXCS B
BeneHnn MunucrepcrBa Poccuiickoit ®@enepanuu 1mo jaenaM TpaxAaHCKOH OOOpPOHBI,
Ype3BbIYAITHBIM CUTYALUsIM U JINKBUIALNU OCIEACTBUNA CTUXUUHBIX Oe1cTBUI" .

2.5. NHpopManoHHO-COPABOYHbBIE JOKYMEHTHI.

1. Buapl nH)OpPMALIMOHHO-CITPABOYHBIX IOKYMEHTOB.

2. OcoOEHHOCTH U3JI0KEHUS TEKCTa HHPOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.

3. TpeOoBaHHs K COCTaBICHHIO H O(OPMIICHHIO HMH(POPMALMOHHO-CIPABOYHBIX
JOKYMEHTOB.

[Ipouiecc mpuHATUS yHpaBiICHYECKUMX PEIICHH OCHOBaH Ha cOope M 00paboTke
OOBEKTHUBHOM M JTOCTOBEPHOM MH(MOpPMALMU O (PAKTUYECKOM COCTOSHHUH 1€ B CUCTEME
YIpaBJICHUS.

Ora wuHboOpMalus COAEPXKUTCI B HHPOPMAIMOHHO-CIIPABOYHBIX JOKYMEHTAX,
o0ecreunBaloIIUX PyKOBOJICTBO OpraHu3aluy MH(popManned (pakTUYECKOM IOJ0KEHUH
JIEJI B CHCTEME YIIPABJICHUS U I€ATEIbHOCTH OpraHU3alllu.

WNH(popMalilnoHHO-CIPaBOYHbIE  JOKYMEHTBI BBINOJHAIOT CIYXKEOHYI0 pOJb IO
OTHOLIEHUIO K OPraHHU3al[MOHHO-IIPABOBBIM M PACHOPSAUTEIBHBIM JOKYMEHTAM W HE
coxepkar nopydeHuil. OpraHu3alMOHHO-CIIPABOYHBIE JIOKYMEHTBI HE COJEp)Kar
MOpPYYEHUH, KaK paclopsiAUTEIbHbIE TOKYMEHTHI, HE OOSI3bIBAIOT BBHIIIOJIHATH MOPYUYEHUS,
a CcooOLIAIOT CBEJEHUs, MOOYXKIAIOIIME MPUHUMATH OINpPEICICHHbIC YIPaBIECHYECKUE
pemieHrss W MO3BOJIAIONIME BBIOpaTh TOT WM MHOW CIOCOO  yHPaBIEHYECKOrO
BO3/ICHCTBUS.

OCOOEHHOCTBIO ATHX JOKYMEHTOB SIBJISIETCS TO, YTO OHU HIYT CHU3Y BBEPX IO
CUCTEME YTpaBIIEHUS, OT pabOTHUKA K PYKOBOAMTEIO, OT HMKECTOSAIEH OpraHU3alu K
BBIIIIECTOSIIIEN.

K undopmannoHHO-cCIPABOYHBIM JOKYMEHTAM OTHOCSTCSH:

1) npoTokobI;

2) DOKJIaJHBIC 3aIIMCKU;

3) NpeaIoKEeHUS;

4) 00BACHUTENbHBIC 3aUCKY;
5) 3asABICHUS;

6) npeacTaBICHUS;

7) nuchMa,

8) aKThI;

9) cnipaBky;

10) cBoaKY;



26

11) 3akar0ueHus;

12) OT3BIBHI;

13) cnucku;

14) nepeunu;

15) Tenerpammel;

16) dakcwr;

17) aneKTpOHHBIE COOOIICHUS U APYTUE CIPABOYHBIC TOKYMEHTHI.

Ilpu BeaeHMH /1eJIOBOM NeEPENMCKH JO/LKHBI  COOJIIOIATBHCHA  CieAyIOLIue
TpeOOBaHMUS:

1) tokyMeHTbl OGOPMIISIOTCS Ha CHEIUAJbHBIX OJlaHKax— OJaHKax IHChMa U
MOAIUCHIBAIOTCA PYKOBOJUTEIEM OpPraHU3allid WM €ro 3aMeCTUTEIsIMH B paMKax
MPEIOCTABICHHOW UM KOMIICTCHIIUH;

2) TEKCT MHChbMa JIOJKEH COCTaBIATHCS TPAMOTHO, aKKypaTHO, 0€3 IOMapoK H
WCTIpPaBJICHUHM, OQUIUAIBHO — JIEIOBBIM CTWJIEM M HE JOMYyCKaThb HEOJHO3HAYHOTO
TOJIKOBaHUS;

3) coObiTusi W (PakThl, OTpakaeMble B TEKCTE MKHChbMa [IOJDKHBI, B Ciydae
HEOOXOJIMMOCTH, UMETh PA3bICHSIONINE U IOTIOTHSIONINE MAaTEPUATIBI.

B 3aBucuMocTH OT THIIA TUCbMA U €r0 COAEPKaHUSI TEKCT MOXKET OBITh TPOCTHIM HIIH
cnoxHbM. [IpocThie mUCbMa COCTOAT W3 OJHOW — JBYX YacT€d — BCTYIUICHHUS U
3akiroueHusi. CIIOKHBIE B KOMIIO3MIIMOHHOM TIUIaHE IHChbMa COJIEp)KaT BCTYIUICHHUE,
OCHOBHYIO 4acCTh (JI0Ka3aTeIbCTBA) U 3aKIIFOUCHHE.

Bo Bcrymienun maercs oOOCHOBaHHME BOIpOca: MPUYMHA BO3HHKHOBEHHS BOIIpPOCA
WIK €ro KpaTkas UCTOpud. Eciay MmoBOAOM IS COCTABJICHUS MUChbMA MOCITYKUJI KaKOM-
100 TOKYMEHT, TO JIa€TCsI CChIJIKA Ha HETO.

B ocHOBHOM 4acTH M3Iaraercsi CymecTBO BOIPOCA, MPUBOMATCS J10KA3aTEIbCTBA
Wiau onpoBeprkeHus. OCHOBHAsS 9acTh JIOJDKHA OBITh YOSIUTEIbHOM, YTOOBI HE BOSHHKAJIO
COMHEHUM B MPaBUIILHOCTU UJIM 0OOCHOBAHHOCTH TpejiaraéMbIX pEIICHUH.

B 3akiounTebHOI YacTu KpaTko (GOpMyIUpPYyeTCsi OCHOBHAS 11€Jb MUChMA.

Jluteparypa
1. OcHoBsl aenonpousBojactBa B cucteme MUYC Poccun: yuebHoe mocobue / M.A.
PazBonos, /I.H. KocteineB — UBanoBo: ®I'BOY BO HMBanoBckasi moxapHO-crniacaTelbHas
akagemusa ' TIC MYC Poccun, 2017. — 98 ¢.C.49-54.
2. Jlenonpou3BOACTBO W JOKYMEHTOOOOPOT B  CHUCTEME TOCYJAapCTBEHHOTO U
MYHUIUMTIAJILHOTO yrpaBieHus: yuel.-meton. nocodbue/E. B. 3aitnesa, H. B. ['onuaposa;
M-Bo obpaszoBanus u Hayku Poc. deneparuu, Ypan. penep. yu-t. EkatepunOypr: 1U3a-Bo
VYpau. yn-ta, 2017. — 178 ¢.C.83-121.
3. JIoKyMEeHTHUpOBAaHHUE B YIpaBIECHYECKON NesaTenbHOCTH: yueb. mocooue/K. A. Bomkos,
A. H. Ilpuxoasko, T. A. Pacuna, U. M. lllyrosa; CII6GI'ACY. —CII6., 2009. — 140 c.C. 92-
77.
4. [Tpukaz MYC Poccun ot 14.05.2021 N 315 "O6 yrBepxkaenuun MHCTpyKnuu 1o
JEJIONPOU3BOACTBY B TEPPUTOPHUATIbHBIX Opranax Munucrepctsa Poccuiickon denepanum
Mo JieJlaM TPaKJAHCKOW OOOpOHBI, YpPE3BBIYAWHBIM CHUTyallUsIM U JIMKBUJIAIUU
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IOCIEACTBUA CTUXUIHBIX OEICTBUH, YUPEXKICHUSAX M OpPraHMU3alMsIX, HAXOISAIIMXCS B
BeneHnn MunucrepcrBa Poccuiickoit ®denepanuu 1o jaenaM TpaxAaHCKOH OOOpPOHBI,
Ype3BBIYAITHBIM CUTYAIUSIM U JIMKBUAALNUY TOCIEACTBUM CTUXUIHBIX Oe1cTBUN" .

Tema 3. Opranuzanusi padéoThl ¢ JOKYMEHTAMH B /1eJ10NIPOU3BO/ICTBE.

3.1. HomeHnknatypa gen.

1. CocTaBneHre HOMEHKIIATYPbI JE.
2. ®opMUpOBaHKE JIE.

3. Oopmrnenue ned.

3HATD!

Homenknatrypa nen mpeactaBisieT co0OM  CHUCTEMaTU3UPOBAHHBIN  IEpPEUYCHb
HAaMMEHOBaHUN N1, GOPMUPYEMBIX B CTPYKTYPHBIX MOJPA3ACICHUIX TEPPUTOPUATHHBIX
opraHos, oprann3aunii MUC Poccun, ¢ yka3aHueM CpOKOB UX XpaHEHUS.

[Ipu cocTaBiieHMH HOMEHKIATYPBI 1] CIEAYET pyKOBOACTBOBaThCA [losokeHneM o
TEPPUTOPUAIBHOM oOpraHe, ycraBamu opranuszauuii MYC Poccun, mnosoxeHussMu o
CTPYKTYPHBIX TOJpa3/IeICHUsIX, IITaTHBIMU pacnucaHusiMu, llepedHeM TOKYMEHTOB,
oOpa3yronuxcsi B JACATEIbHOCTA OpPraHOB yIPaBJCHUS, CIIACATEIbHBIX BOWMHCKHUX
dhopmupoBanuit MUC Poccuu, nogpazaenenuii OIIC I'TIC, yupexaeHuid U opranuzamuii
cucrtembl MUC Poccun, ¢ ykazaHHEM CPOKOB XpaHEHUsI, yTBEPAKIAECHHBIM nprukazom MUC
Poccun ot 19.06.2012 N 340, IlepeuHem MOOKYMEHTOB, CO3JaHUE, XpPAaHEHUE U
UCIIOJIb30BAaHUE KOTOPBIX JOJDKHO ocymecTBiusiThess B MUYC Poccunm B dopme
ANEKTPOHHBIX JOKYMEHTOB, YyTBepkA€HHbIM mnpukazom MUYUC Poccum ot 25.06.2012
N 353, HOMEHKIaTypamMH Jell 3a NpPEAlIeCTBYOUME Toabl. M3y4yaroTcsi JOKYMEHTHI,
oOpasyroiuecs B IEATeIbHOCTH TeppUTOpUaIbHOrO oprana, opranuzanuu MUC Poccun,
UX BHUJIbI, COCTAaB U COJICPIKAHUE.

dopMupoBaHuUe el

dopmupoBaHue Je NPeACTaBIseT COO0M TPyNMUPOBKY UCTIOJHEHHBIX JOKYMEHTOB B
Jieja B COOTBETCTBUM C HOMEHKJIATYPOU AEII.

Jlena GopMupyrOTCS Kak B CTPYKTYPHOM TOAPA3EICHUHU, CO3aHHOM JIJIsi BEJCHUS
JEJONPOU3BOACTBA, TaK M B  CTPYKTYPHBIX TMOJpa3[eieHUSIX COTPYAHUKAMH,
OTBETCTBEHHBIMU 3a JICJIONPOU3BOJICTBO.

HcnonHeHHbIe U 3aKOHYEHHBIE JIETTONPOU3BOJICTBOM JOKYMEHTHI B 10-THEBHBIN CPOK
JOJDKHBI OBITH cOpMHUpOBaHbBI B Jena. Homep nena, B KOTOpoe JOKEH OBITh IMOJIIUT
JTOKYMEHT, OIPENIENSAeT PYKOBOAUTENb CTPYKTYPHOTO MOAPA3AEICHUS WU UCTIOJHUTENb B
COOTBETCTBHM C HOMEHKJIATYPOIl JIEII.

OTBETCTBEHHBIA 3a BEJACHUE JEJIOMPOU3BOACTBA BHOCHUT JIaHHBIE O CIUCAHUH
JIOKYMEHTOB B JEJIO MyTEM 3aloJHEHUs COOTBETCTByromero nojigi B DPK mokymenra B
COU.

Kontponr 3a mpaBWwibHBIM (POPMHUPOBAHHEM JI€JT OCYIIECTBISETCS CTPYKTYPHBIM
MOAPA3AEICHUEM, CO3JAHHBIM I BEAEHUS AEJI0NPOU3BOIACTBA.

Odopmuienue xe

Odopmienue nena, BKiIOYas jeiaa BpeMeHHOro (10 10 jJeT BKIIOYUTEIBHO) CpOKa
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XpaHEHHUs], IPEAYyCMATPUBACT:
® T[OIIMBKY JIeTa;
HYMEPALMIO JIUCTOB B JIETIE;
COCTAaBJICHHE JIMCTA-3aBEPUTEIS JeIIa;
COCTaBJICHHE BHYTPEHHEH OMKUCH IOKYMEHTOB JIEJIa;
oopMIIEHUE PEKBU3UTOB OOJIOKKH JIena.
Odopmiiennpie aema BpeMeHHOTO (1m0 10 JieT BKIIOYMTENBHO) CpOKa XpaHEHUS
JOIyCKAeTCsl XpaHUTh B nankax tuna "KopoHa" Ui B CKOPOCILIMBATEISAX.

IHoamuBka geJa

JIOKyMEHTBI, COCTABJISIIONIUE JI€NI0 MOCTOSTHHOTO WJIM BpeMeHHOTro (cBbimie 10 jer)
XpaHEHMsI, TOJAIIMBAIOTCS HAa YeThIpe IMPOKOJIa NPOYHBIMU IIHYpKAMH B TANKy C
rpe0enkoM, TpeMs KianaHaMy U 3aBsi3KaMu (apXHMBHYIO MAINKy) C YYETOM BO3MOXHOCTU
CBOOOJTHOTO YTEHMSI TEKCTA BCEX JIOKYMEHTOB, JaT, BU3 U PE30JIIOLMI HAa HUX.

[Ipu moAroToBKe Jena K MOAINIMBKE METAIUIMYECKUE U UHBIE CKPEIUICHHUs (CKPETIKH,
CKOOBI, HUTKH U T.I1.) ynajsitoTcs. He momyckaeTcs nepeaayda e B ApXUB B Mankax TUIA
"KopoHna" u ckopocmmBaressx.

ApXWBHBIC TIalKU C JOKYMEHTAaMH, HCIOJHCHHBIMA Ha CTaHAAPTHBIX JIUCTaX
dbopmara A4 (210x297 mM), OJIKHBI UMETh pazmepsl 229x324x40 MM.

Ecnu Bce nUCTBI TOKYMEHTOB JIea TPEBBIIIAOT BHINICYKa3aHHbIN (opMat (JTUIEBbIC
cdeTa), apXUBHBIE MANKH MOTYT UMETh COOTBETCTBYIOIIHNE Pa3MEPHI.

HedopmaTtabie mOKyMeHTHI (KapThl, CXEMBbI, TUIAHBI, YePTSKH U JP.), JOKYMEHTHI 110
JUYHOMY COCTaBY, KOTOPBIE BEAYTCS B BUE KapTouek (MOCTY>KHbIE KapThl U JIP.), a TAKKE
HeOoupliue OpOoIIIOphl, B IEJNSIX WX COXPAaHHOCTH M yA00CTBa MOJH30BaHUSA
BKJIAJIBIBAIOTCSI B KOHBEPTHI, KOTOPBIEC MOAIMIMBAIOTCA B apXUBHBIC TANKU WU XPAHATCS B
KapTOHHBIX (GyTispax (kKopoOkax, TyOycax). OHM MOTYT COCTaBIISATH OT/CJIbHBIC Jelia
(Toma pnemn), KOTOpbie OQOPMIISIOTCS C COCTABJICHHEM BHYTPEHHEM ONMHUCH W JIMCTa-
3aBEpUTEIISL.

Hymepanust JIUCTOB JeJ1a

B uensx oOecrneueHuss COXPAHHOCTH M 3aKpEIUICHUS MOPSAKAa PACIONIO0KEHUS
JTOKYMEHTOB, MOIIUTHIX B JIEJI0, BCE JTUCTBI, KPOME JINCTOB BHYTPEHHEH OMUCH U JINCTA-
3aBepUTEIISI, HyMEPYIOTCs apaOCKuMu udpamMu BaJoBOM HyMepalueld B IPaBOM BepXHEM
yIIy, HE 3a/1eBasi TEKCTa JOKYMEHTA, MPOCTHIM KapaHIallloOM.

Hcrnonp3oBanre YepHWUI, IIAPUKOBOM MACThI M IIBETHBIX KapaHIAIICH I HyMepaluu
JIUCTOB 3aIPEIIAETCS.

JIMCTBI BHYTpEHHEHN ONMUCH HYMEPYIOTCSI pPUMCKUMHU IIUPPAMH.

JIMCTBl nen, COCTOSIIMX W3 HECKOJIBKUX TOMOB, HYMEPYIOTCS B KaXJIOM TOME
OTJZIETBHO.

[TogmmTeie B nena KOHBEPTHI HymMepytoTces. [Ipu aTom cHavyaia Hymepyercs KOHBEPT,
a 3aTeM OYepeHbIM HOMEPOM Ka)KJI0€ BJIO’KEHUE B KOHBEPTE.

dotorpadun, yepTeRHM, AUATPAMMBl W JPYTUE WILIIOCTPATUBHBIE JIOKYMEHTHI,
MPEJICTaBIISIONINE CAMOCTOSITENIbHBIN JIUCT B Jieie, HyMEPYIOTCsI Ha 00OPOTHOM CTOPOHE B
JIEBOM BEPXHEM YTIIy.

CnoxxeHHbI JUCT OOJIBIIOTO (popMaTa pa3BOpaYMBAETCS U HyMEpPYeTCsl B MPaBOM
BEpPXHEM YTITy.
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JIMCT ¢ HakJIEeHHBIMU JOKYMEHTaMH (BBIPE3KaMH, BBIMCKAMU M T.II.), @ TaKXKe
CKJIEMKA U3 HECKOJIBKHUX JINCTOB HYMEPYETCS KaK OJIMH JIUCT.

JIOKyMEHTBI ¢ COOCTBEHHOW HyMepalel JIUCTOB HyMEPYIOTCS B OOIIEM MOPSIIKE.

YucTele INCTHI HE HYMEPYIOTCS.

JIuCThl ¢ yKa3aHHEM MO HCIOJHEHUIO JIOKYMEHTOB (B Clly4ae, €CIId PEe30JIOLUN
oOpMIIAIOTCST Ha OTIENBHBIX JHCTax), a TaKKE JHCTHI COTJIACOBAHMS HYMEPYIOTCS Kak
CaMOCTOSITEIIbHBIC JIUCTHI.

CocraBJ/ieHHe 3aBepUTEIbHON HAAITUCH

ITocne 3aBepiieHUsT HyMeEpalMy JHCTOB COCTABJISIETCA 3aBEpPUTEIIbHAS HAAIMMNCH,
KoTopas odopmIIsieTcss Ha OTAENbHOM JIMCTE-3aBepUTENe, MOJIIMTOM B KOHIE Jena.
3anpenaeTcsi BBIHOCUTh 3aBEPUTENIbHYIO HAAMUCh HA OOJIOKKY JIela UK MOCJIEeIHUN JIUCT
nena. B okypHamax (KHMrax) JIMCT-3aBEpHUTENIb HAKIJIEUBACTCS 3a BEPXHIOI0 YacTh Ha
BHYTPEHHEW CTOpoHE OOJOXKKM B KOHIE >XypHana (kuuru). B kaprorekax nmct-
3aBEPUTEIIb CKIIAJIBIBACTCS 1O OopMaTy KapTOUKU U Pa3MEIIAETCsl B KOHIIE KapPTOTEKHU.

B 3aBepuTenbHON HaANMKUCH yKa3bIBAETCS LU(pPaMU U MPOMUCHI0 KOJIUYECTBO JIMCTOB
B JIeJl€ U KOJMYECTBO JIMCTOB BHYTPEHHEHW OIMCH, a TAKXKE YKa3bIBAIOTCSI OCOOEHHOCTU
NOKYMEHTOB JI€a: HAJIMYWE JINTEPHBIX W IPOIYIIEHHBIX HOMEPOB JIMCTOB; JIMCTOB C
HAaKJICECHHBIMU JTOKYMEHTAMU WM BBIPE3KAaMH M3 Ta3€T; CKIEEK C YKa3aHUEM KOJIMYECTBA
CKJICEHHBIX JIMCTOB; KOHBEPTOB C BIOXKEHUSMH; (oTorpaduii, depTexed, Auarpamm,
PUCYHKOB H JIp.

CocraBiieHHe BHYyTPEHHEH OIMUCH

BHyTpeHHss onuch COCTABISAETCS C LEIBI0 yYeTa JOKYMEHTOB, IOJALIUTBHIX B JEJO.
BHyTpeHHSI ONTUCH COCTABIISIETCS IO YCTAHOBJICHHOM (hopMme.

[Ipu 3akpeITHH J€51a B KOHLIE BHYTPEHHEN OIKUCHU COCTABJISICTCS UTOrOBAsl 3aIlUCh, B
KOTOpOM yKasbiBaeTcss MudpamMd U TPOMUCHIO KOJIMYECTBO BKIIOYEHHBIX B HEE
JOKYMEHTOB U KOJIMYECTBO JIMCTOB BHYTPEHHEHN OIMCH.

BHyTpeHHsI OnMUCh MOANMUCHIBACTCS €€ COCTaBUTEIEM C yKa3aHHEeM paciiu@pOBKH
MTOANMCH, JOJDKHOCTH U JAThl COCTABJIEHUS OIHCH.

OdopmiieHne peKBU3UTOB 00JI0KKH J1eJIa

Ha o00noxke nena yka3pIBalOTCA PEKBU3UTHI: HAMMEHOBAHUE TEPPUTOPHUAIBHOIO
oprana, opranm3zaunu MUYC Poccun; HanMMEHOBAaHHME CTPYKTYPHOI'O IOJpa3JeICHUs;
HAaMMEHOBAaHHUE OT/AENa CTPYKTYpPHOTO TMOJpPA3ACIICHUs; HHIEKC nena (HOMep TOoMa);
3aroJIOBOK Jiefla; KpailHWe jaara Jena (TOMa, 4acTu); KOJUYECTBO JIUCTOB B JIeJie; CPOK
XpaHEHHUsI JieTia; apXUBHBIN MHUGP Jena.

Bce pexkBu3uTBl OQOPMIISIOTCS YEpPHOW IIAPUKOBOM PYYKOW WM  TYIIBIO.
Homyckaetcst opopmiieHre 00I0KKH Jiea Ha KOMITBIOTEpE.

XpaHeHHe e B CTPYKTYPHBIX MOAPa3deIeHUAX TEPPUTOPHAJIBHOIO OpraHa,
opranu3anuu MUC Poccun

C momeHTa 3aBelleHHs U J0 Mepenadyd B ApXHB JOKYMEHTBI XPaHSATCS MO MECTY UX
dbopmupoBaHUs B ieTa.

PykoBoauTenu CTPYKTYpPHBIX MOJPA3ACICHUM U COTPYAHUKH, OTBETCTBEHHBIC 3a
BEJICHUE JEJONPOU3BOACTBA, OOECIEUUBAIOT YCJIOBHUS XPAaHEHUsI JIOKYMEHTOB W el U
HECYT OTBETCTBEHHOCTD 3a X COXPAHHOCT.

Jlena QOJIKHBI XpaHUTHCS B pabOYMX KOMHATaxX WM CIELHAIBbHO OTBEIECHHBIX IS



30

9TOH IEJIM TOMEIUICHHSX, pacIojaraThbCs B 3alupalomuxcs mkadax Wik ceidax,
00eCTIeUNBAIOIINX COXPAHHOCTh JJOKYMEHTOB.

B mensx onepaTtmBHOTO TOMCKa JOKyMEHTOB Jeia B mmkadax (ceidax)
pacrojararTcs B COOTBETCTBUH ¢ HOMCHKJIATYPOH )T, KOIHS KOTOPOH (WIJIH BBIITACKA U3
HEe) MmoMeIaeTcs Ha aBepiie mkada ¢ BHyTpeHHel cTopoHbl. Ha kopemrkax o0oxkek et
YKa3bIBAIOTCS MHICKCHI JICJT TT0 HOMEHKJIATYpE.

3aBepIIICHHBIE JIEIONPOU3BOACTBOM Jiejia MOCTOSHHOTO M BpeMeHHoro (cBbimie 10
JeT) XpaHCHHs, BKIIOYas Jiela IO JIMYHOMY COCTaBy, XpaHATCS II0 MECTy HX
(dbopMHUpOBaHHS B TCUCHHUE JIBYX JICT, & 3aTEM MEPEIAIOTCS Ha XpaHCHUE B APXUB.

Jlena BpemenHoro (mo 10 15eT) XpaHEHUS 1O MCTEYCHUM CpOKa XpaHCHHS
YHUYTOXKAIOTCS TI0 aKTaM B YCTaHOBJICHHOM TIOPSIIIKE.

3aBepIliCHHBIE  JICTIOTPOU3BOJICTBOM  JIela,  XpaHANUECS B CTPYKTYPHOM
HOJpPAa3JeICHUH, TPH HEOOXOJAMMOCTH BBIJAIOTCS COTPYJIHUKAM BO BPEMEHHOE
M0JIb30BaHNE COTPYTHUKOM, OTBETCTBEHHBIM 32 BEJICHUE JCIIOMPON3BOICTBA MO POCTIHCH
B )KypHaJIe y4eTa BhIIauH JCII.

Bbigaua Jiei coTpyIHUKaM JAPYruX CTPYKTYPHBIX MOAPA3ICICHUH OCYIIECTBISICTCS C
paspeleHuss PYKOBOAMTENS CTPYKTYPHOTO TMOJPA3ICIICHUs IIOJ POCIHCHh B KypHAle
BBIJTaYH JICJI.

Jlureparypa

Bomnpocsl 1J151 cCaMOCTOATEIHLHOTO U3YUYEeHUs
3.1.1. ApxuBHOE XpaHEHHE JOKYMEHTOB
1. OCHOBBI 3aKOHOAATENHCTBA 10 APXUBHOMY AENTY.

Jluteparypa
1. OcHoBsl aenonpousBojactBa B cucteme MUC Poccun: yuebHoe mocobue / M.A.
PazBonos, JI.H. KocteiieB — MBanoBo: ®I'6OY BO NBaHoBckas moxkapHO-criacaTenbHas
akagemusa I' TIC MUYC Poccun, 2017. — 98 ¢.C.66-83.
2. [Tpukaz MYC Poccun ot 14.05.2021 N 315 "O6 yrBepkaenuu WHCTpyKIuu 1o
JEJIONPOU3BOACTBY B TEPPUTOPUAIIBHBIX opraHax Munucrepctsa Poccniickon denepaunu
Mo JeiaM TPaxJTaHCKOM OOOPOHBI, YPE3BBIYAMHBIM CHUTYAIlMsIM W JIMKBHUJAIIAU
MOCJIC/ICTBUM CTUXUMHBIX OCACTBUM, YUPEKICHHUSIX W OpraHU3aIsaX, HaXOASIINXCS B
BeneHnun MunucrepcrBa Poccuiickoit denepanuu 1mo aenaM TIpakKJaHCKOW OOOpPOHBI,
YpE3BbIUYAMHBIM CUTYAIIUSIM U JTUKBUJAIUU MOCIEICTBUN CTUXUIHBIX OeCTBUIl".

3.2. XpaHeHue Jies1 B CTPYKTYpHbIX noapasaenenusx MYUYC Poccun.

1. Cpoku xpaHeHUs TOKYMEHTOB.

2. DKcnepTu3a IEHHOCTU JOKYMEHTOB.

3. CocraBnenue 1 oopMIIeHHE OMHCEH 1e7 M 0POopPMIICHUE aKTOB K YHUYTOXKEHHUIO JIE.

3HATD!
C MoMeHTa 3aBefieHus U 10 nepefayd B ApXUB JTOKYMEHTBI XPaHATCS [0 MECTY HMX
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dbopmupoBaHus B Aena.

PykoBonuTenn CTPYKTYpHBIX MOAPA3JEICHUA U COTPYIHHKH, OTBETCTBEHHBIC 32
BEJICHUE JIEJOMPOU3BOJICTBA, OOECIIEUNBAIOT YCIOBUS XPaHEHUS JOKYMEHTOB U Jel U
HECYT OTBETCTBEHHOCTb 32 HX COXPAHHOCTb.

Jlena MOJKHBI XpaHUTHCS B pabOuYMX KOMHATaxX WJIM CHEMUAIBHO OTBEACHHBIX IS
ATOW IEeNU TMOMEIIEHUAX, pacloyiaraTbCsi B 3amuparomuxcs mkadax wid ceidax,
00eCreunBarOIIUX COXPAHHOCTh JOKYMEHTOB.

B mensx onepaTMBHOTO TOWMCKa JOKYMEHTOB Jneina B mkadax (ceidax)
pacroyiaraloTcs B COOTBETCTBUHM C HOMEHKJIATYPOM J1eJ1, KOMUsSl KOTOPO# (MJTM BBIIKCKA U3
Hee) MmoMelaeTcs Ha Bepie mkada ¢ BHyTpeHHeH cTopoHsl. Ha kopemnikax o0ioxek Jen
YKa3bIBAIOTCS UH/ICKCHI

3aBepIlieHHBIE JEONPOU3BOJCTBOM Jiefia MOCTOSIHHOTO M BpeMeHHoro (cBbime 10
JeT) XpaHEHWs, BKIIOYas [ejia [0 JIMYHOMY COCTaBy, XpaHSATCS IO MeECTy UX
(dbopMHpOBaHUs B TEUEHHE JBYX JIET, @ 3aTEM MEPEAAI0TCS Ha XpaHEHUE B ApXUB.

Hena BpemenHoro (mo 10 7eT) XpaHeHHS IO HCTEYEHUU CpPOKAa XpaHEHUA
YHHUTOXKAIOTCS 110 aKTaM B YCTAHOBJICHHOM TOPSJIKE.

3aBepIIeHHBIE  JIEJIONPOU3BOJICTBOM  JIela,  XpaHSIIHEeCs B  CTPYKTYPHOM
MoJIpa3ieliecHuy, TpU HEOOXOJUMOCTH BBIIAIOTCS COTPYAHHKAM BO BPEMEHHOE
MOJIb30BaHNE COTPYIHUKOM, OTBETCTBEHHBIM 3a BEJICHUE JCIOMPON3BOICTBA MO POCIHCH
B )KypHaJIe yueTa BbIJauu JIell.

Bbigaua nien corpyiHUKaM ApYTruX CTPYKTYPHBIX MOApPa3AeIeHUN OCYIIECTBISETCS C
paspellieHusT PYKOBOAMTENS CTPYKTYPHOIO MOJpa3JelieHusl MOJ POCHHUCh B KypHale
BBIJIaYM JIE.

Jlena BbLAAIOTCS COTPYJHUKAM CTPYKTYPHBIX MOJpa3ielieHuil Ha CpoK He Oosee
onHoro Mecsina. Ilocne ncredenrs yka3aHHOrO CpoKa JeJ0 JOJDKHO ObITh BO3BpAILEHO Ha
MecTo ero xpaHeHus. CoCcTOsIHIE BO3BPAILAEMBbIX €] JOJKHO OBITh MPOBEPEHO MOJIUCTHO
B IIPUCYTCTBUHU JIUI[A, BO3BPALIAIOLIETO JIENO.

B cooTBercTBMU € 3ampocoM OT MPaBOOXPAHUTEIBHOTO OpraHa U3 CTPYKTYPHOTO
MoJIpa3JiesieHusi MOTYT OBITh M3BATHI JieJa U OTAETbHBbIC JOKYMEHTHI B COOTBETCTBUU C
3aKOHOIATENLCTBOM Poccuiickoit denepann.

B cnyuae u3bATHA €71 COCTaBIsETCS aKT W MPOCTABISETCS COOTBETCTBYIOINAS
OTMETKa B HOMEHKJIAType e ¢ yKazaHueM HoMepa u JaThl akta. [locne Bo3BpamieHus aen
B HOMEHKJIAType MPOCTABIISIETCSI OTMETKA O BO3BpAaTe.

B cnyuyae u3bATHS OTAENBHOIO JOKYMEHTA COCTaBJISIETCS aKT, HA MECTO H3BSATOrO
JOKYMEHTA IMOJILINBAETCS €ro 3aBepeHHasi KONMUS U KOMUsI aKTa (OpUrHHaJl aKTa XpaHUTCS
B COOTBETCTBYIOILIEM Jelie ¢ akTamH). Bo BHyTpeHHel onucu nena Jienaercsa oTMeTka 00
U3BATUU C yKa3aHUEM HOMepa U Aarhl akTta. [locie Bo3BpallieHus: JOKYMEHT MOAIINBACTCS
B JIENIO, U3 KOTOPOTO ObUT U3BST, €r0 KOMUS U3bIMACTCS U YHUUTOXKAETCS, BO BHyTPEHHEH
OTIHCH TIPOU3BOIUTCS OTMETKA O BO3BpATe.

3amnperiaercs AenaTh Ha JOKYMEHTaX, HaXOJSAUIMXCS B Jieje, JI0ObIe MOMETKU WU
BHOCHTPH B HUX KaKHe-JIN0O N3MEHEHUSI.

HO}I 3KCHCpTH30fI HNEHHOCTH OOKYMCHTOB ITOHMMACTCA HM3YYCHHC OOKYMCHTOB Ha
OCHOBAHHH KPUTCPUCB UX NCHHOCTHU B LECIIAX OMMPCACICHUA CPOKOB XPaHCHUA JOKYMCHTOB
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1 0TOOpa UX JJIs BKJIIOUEHUS B cocTaB ApxuBHOTo onaa Poccuiickoit denepauuu.

OKcnepTh3a UEHHOCTH JIOKYMEHTOB OCYIIECTBISIETCA IYyTEM KOMILIEKCHOIO
NPUMEHEHUSA KPUTEPUEB TMPOUCXOXKACHUSA, COACPKAHMS, BHEIIHUX OCOOCHHOCTEH
JNOKYMEHTOB.

K xpurepusim NpouCxo)IeHHUsT OTHOCATCA: POJIb U MECTO TEPPUTOPUATILHOTO OpraHa,
opranuzaumn MYUYC Poccun B cucteMe rocyAapCTBEHHOTO YIPABIEHUS, 3HAYUMOCTH
BBITIOJTHSAEMBIX UM (PYHKIIUN, BpeMsI © MECTO 00pa30BaHus JOKYMEHTA.

K kpurepusiMm copepKaHHs OTHOCATCSA: 3HAYUMOCTb COOBITHSI  (SIBJICHUS),
OTPaXXEHHOTO B JOKYMEHTE, 3HA4€HHE HMEIOIIEHcs B JOKYMEHTE HH(pOpMaluy,
IOBTOPEHHE 3TON MH(pOpMalUU B APYTrUX JOKYMEHTaX, BHUJ JIOKYMEHTA, MOJIMHHOCTb
JOKyMEHTA.

K xpurepusiMm BHEHIHMX OCOOEHHOCTEH OTHOCATCS: (opMa (QUKCUPOBAaHUSA U
nepesadn coAepkKaHus, FOpUIndecKasl JOCTOBEPHOCTh (HAIMUKME MOAMNNCEN, 1aT, evyaTei)
JOKYMEHTA, €T0 (PU3UUYECKOE COCTOSTHUE.

Onuce gen mnpencrtaBiasieT coOOM  apXMBHBIM — CHOPABOYHMK, COJEPKAILUN
CUCTEMATU3UPOBAHHBIM TIEpEUYEHb JIe1 C CaMOCTOSITEJIbHOM BajoOBOM (TIOPSIIKOBOM)
HyMepaluuen 1 NpeTHa3HaYCHHBIN IS X YUETa U PACKPBITUS COAEPKAHUA.

Onucu nen CTpyKTypHBIX NOJIpa3eieHuil (J1ajee - CAATOYHBIE OMKCH) COCTABIISIOTCS
B JBYX OK3EMIUIIpax €XKEroJHO IO YCTAHOBJIEHHBIM (opMaM, OTBETCTBEHHBIM 3a
JEJIONPOU3BOACTBO 1101 HETIOCPEACTBEHHBIM METOAUYECKUM PYKOBOACTBOM CTPYKTYPHOIO
IIO/Ipa3/IeIICHUs, CO3JaHHOTO JIJIsl BECHUS JEIONPOU3BOACTBA U ApXUBa.

CBonHBIE OmMCU €1 TEpPpUTOpPHAIBHOrO opraHa, opranuzaumn MYC Poccun
COCTABJSIIOTCS ~ APXHMBOM Ha OCHOBE CHATOYHBIX ONHMCEH Jel  CTPYKTYPHBIX
Iopa3iejicHuid.  ApXMBHBIE  ONKMCH  paccMarpuBaroTcss Ha  3acemanuu  OK
TEPPUTOPUAIIBHOTO opraHa, opranuzauuu MYUYC Poccun.

CrarouHble ONWMCH COCTaBISIFOTCS HE II0O3/IHEE, YE€M Yepe3 [Ba roja I0Cie
3aBEpLIEHUS €I AEJIONPOU3BOICTBOM.

OTBETCTBEHHOCTh 3a CBOEBPEMEHHOE M KA4ECTBEHHOE COCTABJICHHE CIATOYHBIX
ONMCEed M cAady JeJl Ha XpaHeHHWE B ApPXHMB HECYT PYKOBOJIWTEIN CTPYKTYPHBIX
MOJIpa3ACICHUN.

[Ipu cocraBieHMM CAATOYHOM OMMCH MPOBEPSETCS KAYeCTBO (POPMUPOBaHUS H
oopMiieHUE [€1; COOTBETCTBHE KOJMYECTBA JEJI, BHOCHUMBIX B OIHChb, KOJIHYECTBY
3aBEJICHHBIX JI€JI 10 HOMEHKJIAType Je]1 CTPYKTYPHOIO IOApa3IeICHHUS.

Jluteparypa
1. ITpuxaz MYC Poccuu ot 14.05.2021 N 315 "OO yrBepxaeHun WHCTpyKuuu 1o
JEJIONPOU3BOJCTBY B TEPPUTOPHUATIBHBIX OpraHax Munucrepcrsa Poccuiickon denepauuu
Mo JeJlaM TPaXKJAHCKOM OOOpOHBI, YpPE3BBIUYAWHBIM CHUTyallUsIM W JIMKBUJIAIIUU
MOCJIEACTBUM CTUXUHHBIX O€JICTBUM, YUPEKICHHUSIX W OpraHU3aIUsAX, HAXOIAIIUXCS B
BeneHun MunucrepcrBa Poccuiickoit denepanu no jaenaM TpaxAaHCKOH OOOpPOHBI,
YpE3BbIYANHBIM CUTYAIUSIM U JIMKBUJIAIIAN TTOCIIEICTBUM CTUXUNWHBIX OeACTBU".

Bomnpocsl AJ151 CaMOCTOATEILHOTO U3YYEeHUS
3.2.1. Ilepenaua nex B apxXuB TEPPUTOPpHATILHOTO oprada, opranusanuu MUC Poccun.
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1. Ilopsimoxk BbOAYM W HUCHOJB30BaHUA JIOKYMEHTOB, XpaHALIUMXCS B  apXuBe
TEPPUTOPHAIBHOIO oprana, opranuzaunu MUC Poccun.

2. llpuem-nepenaya JAOKYMEHTOB, Je€l1 IPU CMEHE HAYaAJIbHHUKA CTPYKTYPHOTO
MIOAPAa3CICHUS.

Tema 4. 3alllHTa NMEPCOHAJIBbHBIX TaHHDbIX.

4.1. IlepcoHaabHBIE JaHHEBIE.
1. OO01He mMONI0KEHUS.
2. [IpuHIUTIBI B YCIOBUS 00pabOTKH IMePCOHAIBHBIX JTAHHBIX.
3. IIpaBa cyObeKTa MepCcoOHANbHBIX JTAHHBIX.
4. T'ocymapCTBEHHBIH KOHTPOJIb M HaJ30P 3a 00paOO0TKOM IMePCOHABHBIX JIAHHBIX.

3HATD!

®enepanbblil 3aKk0H 0T 27 utoasg 2006 r. N 152-®3 "O nepcoHalbHBIX JAHHBIX"
CO3/Ia€T MIPABOBYIO OCHOBY OOpaIlleHHsI C TIEPCOHATILHBIMU JAHHBIMU (DU3UYECKUX JIUI] B
LENAX pealn3allid KOHCTUTYIIMOHHBIX IIpaB 4YEJIOBEKa, B TOM YHUCJIE MpaBa Ha
HETPUKOCHOBEHHOCTh YACTHOM KU3HU, JINYHYIO U CEMEHHYIO TailHY.

[lepcoHalIbHBIMU JTAHHBIMU TIPU3HAIOTCS JTIOOBIE CBEJEHUS O (PU3UYECKOM JHUIlE, B
TOM 4Huclie ero (paMuiusi, UMs, OTYECTBO, TOJ, MECHI], ]aTa U MECTO POXKIACHHS, aJpec,
ceMeiHoe, COIMAIbHOE, UMYIIIECTBEHHOE T0JIOKEHUE, 00pa3oBaHue, npodeccus, T0X0Ibl,
apyrast ”HGOpMaLys.

OnpeneneHbl TOPUHIUIIBL W YCIOBUSA OOpaOOTKM MEPCOHABHBIX  JAHHBIX.
VYcranaBnuBas oOwmuMid 3ampeT Ha 0O0paOOTKYy MEpCOHANBbHBIX JaHHBIX 0€3 coriacus
CyObeKTa MEPCOHABHBIX JIaHHBIX, 3aKOH MpeIycMaTpuUBaeT Clydaw, KOrja TaKoe
cormacue He TpeOyercs. OTIENbHO PEryjaupyroTcs OTHOLIEHUS 10 00paboTke
CIICUAIIBbHBIX KATETOpPUN MEPCOHATBHBIX JAHHBIX (CBEIEHHUSI O PacOBOM, HAIMOHAIBHOMN
MPUHAAJICKHOCTH, TOJUTUYECKUX  B3MNIAMAX, PEJIUTHO3HBIX WKW  (PUIOCOPCKUX
yOEXKIEHUSX, COCTOSIHUU 3/I0POBbs, HHTUMHOM >ku3HU). OOpaboTKa yKa3aHHBIX KaTerOpHid
CBEJICHUN HE JOIMycKaeTcss 0e3 MpenBapuTeIbHOTO Corjacusi CyObeKTa MEepCOHATbHBIX
NAHHBIX, 3a HWCKJIOYEHHEM CJIy4aeB, KOIJla MEPCOHAJIbHBIC [IaHHBIC SIBJISIIOTCS
001e10CcTyTHBIMHU, 00paboTKa JaHHBIX HE0OX0auMa JIJIsi 00SCIICUSHUSI KU3HHU U 3I0POBbS
nuna; o0paboTKa MPOU3BOIUTCS B CBSI3U C OCYIIECTBICHHEM MPABOCYAMS, a TAKKE MHBIX
00CTOSITENBCTB.

Baxueiiieli rapantheil mnpaB CcyObeKTa MEPCOHAIBHBIX JAHHBIX SBISETCA
00sI3aHHOCTh ONEPATOPOB M TPETHUX JIUIl, MOJYUYUBIIUX JOCTYIl K TEPCOHAIBHBIM
JaHHBIM, 00eCNeYnBaTh UX KOH(PHUACHIMAIBHOCTh (KpOME CIy4YaeB MX OOE3TMYMBAHUS U
0OI1IeIOCTYITHBIX TEPCOHAIBHBIX JaHHBIX), a TakKXe IMpaBo CyObEKTa MEPCOHAIBHBIX
JAHHBIX Ha 3alIUTy CBOUX MpaB M 3aKOHHBIX MHTEPECOB, B TOM YHUCJIE Ha BO3MEIICHUE
YOBITKOB U (MJIM) KOMIICHCAI[UIO MOPAJILHOTO Bpe/ia B Cy/IEOHOM MOPSJIKE.

Kontpons u Ham3op 3a 00pabOTKOW TMEpPCOHANBHBIX JAHHBIX BO3JOXKEH Ha
dbenepaibHBI  OpraH HUCIOJTHUTEIBHOW BJIACTH, OCYIIECTBISIONMN (QYHKIMA TIO
KOHTPOJIIO U Haa30py B cdepe HHPOPMAIMOHHBIX TEXHOJOTUNW W CBS3H, KOTOPBIN
HAJEJSIETCS  COOTBETCTBYIOIIMMH — TIpaBaMU U OO0s3aHHOCTAMH. B wacTHOCTH,
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YIIOJTHOMOYEHHBIM OpraH BIPABE OCYIIECTBIATh MPOBEPKY HMH(DOPMALMOHHOW CHCTEMBI
00paOOTKM TEPCOHAIBHBIX JaHHBIX, MPEABABIATH TPeOOBaHUS IO OJIOKUPOBAHMIO,
VAAICHUIO HEIOCTOBEPHBIX MJIM TOJYYEHHBIX HE3aKOHHBIM IMYTEM MEPCOHAIBHBIX
JaHHBIX, YCTAHABJIMBATh IIOCTOSHHBIM WJIM BpPEMEHHBIM 3amper Ha 00paboTKy
MEPCOHANIBHBIX JaHHBIX, MPOBOJUTH pPAaCCICAOBaHUS B MOPSAKE aJIMHHUCTPATUBHOIO
MIPOU3BOJICTBA O HAPYIIEHUAX 3aKOHA.

Y cTaHaBIMBAIOTCA NPUHLMUIIBI TPAHCTPAHUYHOM IE€peNayu JAaHHBIX, IPU KOTOPOU
J0JKHA 00eCIIeunBaThCA aleKBaTHAs 3allUTa IpaB CyObEKTOB MEPCOHAIBHBIX IaHHBIX.

Omneparopsl, OCYIIECTBISAONINE 00padOTKY MEPCOHATBHBIX JaHHBIX 10 BCTYIUICHHUS
B CHJy 3aKOHa, O0s3aHbl HANpaBUTh B YIOJIHOMOYEHHBIM OpraH IO 3allUTe IIPaB
CyOBEKTOB IEPCOHANIBHBIX JaHHBIX COOTBETCTBYIOLIEE YBEIOMIICHUE HE T03/1HEE | sTHBaps
2008 rona.

NH(popmallnoOHHBIE CUCTEMBI IEPCOHAJBHBIX JAHHBIX, CO3JaHHBIE JO JIHSA
BCTYIUICHUSI B CHUJIy 3aKOHA, JOJDKHBI OBITh MpPHUBEACHBI B COOTBETCTBUE C €ro
TpeboBaHusiMu He nio3niHee 1 suBaps 2010 ropa.

HpuHUMIIBI 00pa0OTKHU MEPCOHATBHBIX JAHHBIX

OG6paboTka NEPCOHAIBHBIX JAHHBIX JIOJDKHA OCYIIECTBIATHCS HA 3aKOHHOM W
CIIPaBEIJIMBON OCHOBE.

OO0paboTka MEpCOHAIBHBIX JAHHBIX JOJDKHA OrPAHUYMBATHCS JAOCTHKEHUEM
KOHKPETHBIX, 3apaHee OIpeNeleHHbIX M 3aKOHHBIX Leieil. He momyckaercs oOpaboTka
NEPCOHANBHBIX JaHHBIX, HECOBMECTUMAs C LEJISIMU cOOpa NEPCOHAIBHBIX JaHHBIX.

He nomyckaetcst oobeinHeHue 06a3 TaHHBIX, COJAEPKALIMX MEPCOHANbHBIE TaHHBIE,
00paboTKa KOTOPBIX OCYIECTBIISIETCS B LIESAX, HECOBMECTUMBIX MEXKTY COOOM.

O0paboTke MoJJIeKaT TONBKO MEPCOHANbHBIE JTAHHBIE, KOTOPbIE OTBEYAIOT LIESM
X 00pabOTKH.

Conepxxanue u o00beM 00pabaTbIBa€MbIX TMEPCOHANBHBIX JAHHBIX JIOJHKHBI
COOTBETCTBOBATh 3asBJIECHHBIM IelAM 00paboTku. OOpabaThiBacMble MNEPCOHAIbHbBIE
JaHHBIE HE JIOJDKHBI OBITh M30BITOYHBIMU [0 OTHOIIEHHWIO K 3asBJICHHBIM LEISAM HX
00paboTKH.

[Ipu 00paboTke NEPCOHANBHBIX JAHHBIX JOJKHBI OBITH OOECMEUEHbl TOYHOCTH
MEPCOHANIBHBIX JIaHHBIX, UX JOCTATOYHOCTh, & B HEOOXOJIUMBIX CIIy4asX M aKTyaJbHOCTb
[0 OTHOIICHHIO K IedsiM 0O0pabOTKH MEepPCOHANBHBIX JaHHBIX. Oneparop I0JKEH
NPUHUMATh HEOOXOIMMbIE Mepbl MO0 O0ecreurBaTh UX MPHUHATHE MO YAAJCHUIO WU
YTOUHEHHUIO HETOJIHBIX WM HETOYHBIX JAHHBIX.

XpaHeHHE TMEpPCOHANbHBIX JIAaHHBIX JOJDKHO  OCYIIECTBISATBCS B (opme,
MO3BOJIAIONIEH OINpENENuTh CyObEeKTa MEPCOHAIBHBIX JAaHHBIX, HE MOJIbIIE, YEM 3TOTO
TpeOyIoT 1eian 00pabOTKU MEPCOHANBHBIX JAaHHBIX, €CIM CPOK XPAHEHHUS MEePCOHATIBHBIX
JaHHBIX HE YCTaHOBJIEH (enepaqbHbIM 3aKOHOM, JOTOBOPOM, CTOPOHOM KOTOPOTO,
BBITOAONIPHOOpETaTEIeM WIM  TOPYYUTENIeM 1O KOTOPOMY  SIBIIIETCS  CYOBEKT
MEPCOHANIbHBIX TAHHBIX.

CyObeKT nepcoHAIbHBIX JAHHBIX BIPaBe TPeOOBATh OT ONEpPaTOpa YTOUHEHHUS €Tro
MEPCOHAJIBHBIX JIAHHBIX, HMX OJOKMPOBAHUS WJIM YHUYTOXKEHUS B Cllydae, €clid
MEPCOHAJIbHBIE JAHHBIE SIBJISIOTCS HEMOJIHBIMHU, YCTapEBIIMMH, HETOYHBIMHU, HE3aKOHHO
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MOJYYCHHBIMUA WM HE SIBISIOTCS HEOOXOTUMBIMHU JJISl 3asBJICHHOM Lieau oOpaboTKu, a
TaKXe MPUHUMAThH IPEIyCMOTPEHHBIE 3aKOHOM MEPBI 110 3aIIUTE CBOUX IPaB.

3ampoc JO0JDKEH COJepXaTh HOMEP OCHOBHOTO JIOKYMEHTA, YAOCTOBEPSIOIIETO
JUYHOCTh CYOBEKTa MEPCOHAIBHBIX JAHHBIX WJINA €0 MPEICTAaBUTENS, CBEJICHHS O JaTe
BBIJIaYH YKa3aHHOTO JIOKyMEHTa M BBIJABIIEM €r0 OpraHe, CBEACHUS, MOJITBEPKIAOIINEC
ydacTHe CyOBbeKTa MEPCOHANBHBIX JaHHBIX B OTHOIICHUSX C ONEpaTopoM (HOMEp
JOTOBOpA, JJaTa 3aKIIOYCHUs IOTOBOPA, YCIOBHOE CIIOBECHOE 0003HaUEHUE U (WJIH) WHBIC
CBEICHMs), JIMOO CBEICHHsS, HWHBIM 00pa3oM MOATBepxkAaomue ¢GakT o00paboTKH
HePCOHAIBHBIX JTAHHBIX ONEPATOPOM, MOAINUCH CyOBEKTa MEPCOHATIBHBIX TaHHBIX WU €r0
HpeACTaBUTENA. 3alpoc MOXKET ObITh HampaBlieH B (hopMe DJIEKTPOHHOTO JOKyMEHTa U
HOJMKCAaH 3JIEKTPOHHON MOAMUCHI0O B COOTBETCTBUHU C 3aKOHOJATENHLCTBOM Poccuiickoii
denepanum.

VYTIOJTHOMOYEHHBIM OPTaHOM IO 3aIUTE MPaB CYOBEKTOB MEPCOHATBHBIX JaHHBIX
ABISICTCS (peiepaabHbIA OpraH UCIOJHUTEIBLHON BJIACTH, OCYIIECTBISIOMNN (YHKIIUHA TI0
KOHTPOJIIO ¥ HA/I30py 32 COOTBETCTBHUEM 0OpaOOTKHU MEPCOHANIBHBIX TAHHBIX TPEOOBAHUSIM
3aKoHoJIaTebcTBa Poccuiickoit denepanuu B 00J1aCTH MEPCOHAIBHBIX JIAHHBIX.

VYOoJIHOMOYEHHBIA OpraH MO 3allUTe MpaB CYOBEKTOB NEPCOHATBHBIX JaHHBIX
o0ecreuynBaeT, OPraHu3yeT U OCYIIECTBIISIET TOCYAApCTBEHHBIM KOHTPOJb M HAIA30p 3a
COOTBETCTBHEM OOpabOTKH TEpPCOHAIbHBIX JIAHHBIX TpPeOOBAaHUSAM  HACTOSIIETO
®denepanbHOTO 3aKOHA M MPUHATHIX B COOTBETCTBUM C HUM HOPMATHUBHBIX IPABOBBIX
aKkTOB (TrOCyJapCTBEHHBIH KOHTPOJb W HAA30p 3a 00pabOTKON MEPCOHANBHBIX JAHHBIX).
[Topsimok opraHu3anii U MPOBEACHUS MPOBEPOK IOPUANYCCKUX JIUIl U WHIUBUIYATbHBIX
MIpEeANPUHAMATEIIEH, SIBISIONUXCS OIepaTOpaMHy, YIIOJTHOMOYEHHBIM OPTaHOM 10 3aIllUTe
mpaB CyOBEKTOB TEPCOHAIBHBIX JIAaHHBIX, a TakKe TOPSJOK OpTraHu3aluud |
OCYIIIECTBJICHUS TOCYIApPCTBEHHOTO KOHTPOJS M HaA30pa 3a 00paObOTKOW MEPCOHATBHBIX
JAaHHBIX ~ WHBIMH  JIMIIAMH,  SBIIIOMIUMKCS ~ ONEpaTopamMu,  yCTaHABIMBACTCS
[TpaButenscTBOM Poccuiickoit @enepannu.

YTOJIHOMOYEHHBIA OpraH TO 3alluTe MNpaB CyOBEKTOB MEPCOHAIBHBIX JaHHBIX
paccMaTpuBaeT oOparieHusi CcyObeKkTa TEePCOHAJIBHBIX JAaHHBIX O COOTBETCTBHUH
coJiepKaHus TIEPCOHAIIbHBIX JIAHHBIX M CIOCOOOB UX 00pabOTKH IeisiM WX 00pabOTKH U
MIPUHUMAET COOTBETCTBYIOIIEE PEIICHHE.

VY1OJIHOMOYEHHBI OpraH MO 3allUTe MpaB CYOBEKTOB MEPCOHATBHBIX JaHHBIX
MMEET IPaBo:

1) 3ampammBarh y (QU3HMYECKUX WIA HOPUAUYECKUX JUIl HUHPOpMAIHIO,
HEOOXOJAMMYIO NJIsl pealM3allii CBOMX MOJHOMOYHMH, U 0€3BO3ME3HO MOJIYyYaTh TaKyHO
uH(pOpMaIHIO;

2) OCYHIECTBJSTh MPOBEPKY CBEICHUM, COAEpKAUIMXCS B YBEIOMJIEHUH 00
00paboOTKEe TEePCOHANBHBIX JaHHBIX, WU TPHUBICKATh ISl OCYIICCTBICHUS TaKOU
MIPOBEPKHU MHBIC TOCYAPCTBEHHBIC OPTaHbI B TIpeieiaX X MOJTHOMOYHIA,

3) TtpeboBaTh OT omepaTopa YTOYHCHHUS, OJOKUPOBAHUS WM YHUYTOKCHUS
HEJIOCTOBEPHBIX WJIU TIOJYYCHHBIX HE3aKOHHBIM ITyTEM MEPCOHANTBHBIX JTAHHBIX;
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3.1) orpanmumBatrh J0CcTyn K wuHpoOpMaluu, o0OpadaThiBaeMOl C HapylIeHHEM
3akoHomarenscTBa Poccuiickoit dexepanuu B 00JIaCTH MEPCOHATBHBIX JaHHBIX, B
MOPsJIKE, YCTAaHOBJIEHHOM 3aKOHOAATeNbCTBOM Poccuiickon denepannu;

4) npuHUMaTh B YCTAaHOBJIEHHOM 3aKoHOAATENbCTBOM Poccuiickoii denepanuu
MOPSAJKE MEpbl MO TPHUOCTAHOBICHUIO MU MPEKPAIIeHUI0 OO0paOOTKH IMEepPCOHATbHBIX
JAHHBIX, OCYLIECTBISIEMOM C HapylmeHueM TpeOoBaHuii Hactodmero ®denepaibHOro
3aKOHQ;

5) oOpamaTtecsi B Cyd C HCKOBBIMU 3asBICHUSMU B 3alllUTy MpaB CyOBEKTOB
NEPCOHAIBHBIX JAHHBIX, B TOM YHUCJIE B 3AIIUTY MPaB HEOMPEIEIECHHOTO Kpyra JIULI.

5.1) HampaBnsaTh B (delepaibHbIA  OpraH  HMCIHOJHUTEIBHOM  BIIACTH,
yIOJHOMOYEHHBI B o00OjacTu oOecriedeHus: Oe30MacHOCTH, U (¢eaepalibHbIi  OpraH
UCIIOJIHUTENLHOM BJIACTH, YIOJHOMOYEHHBIH B 00JACTU MPOTUBOJECUCTBUS TEXHUYECKUM
pa3Be/iKaM U TeXHUUYECKOW 3aIuThl HHGOPMALIUH

6) HampaBisATh 3asBJIECHWE B OpraH, OCYIIECTBISIONINN JIMIICH3UPOBAHUE
NEeATENbHOCTH ONeparopa, JUisl pPAacCMOTPEHHs] BOIpoca O MPUHITHH Mep IO
MPUOCTAHOBIICHUIO JCHCTBUA WJIM aHHYJIUPOBAHUIO COOTBETCTBYIOIIEH JMIEH3UH B
YCTAHOBJICHHOM 3aKOHOJATeNbCTBOM Poccuiickont denepannu MOpsAAKE, €CINA yCIOBUEM
JUUEH3MH Ha OCYIIECTBICHHE TaKOW [EATEIbHOCTH SIBJSETCS 3alpeT Ha mepenavy
MEPCOHAJIBHBIX JTAHHBIX TPETHUM JHIaM Oe3 corjacusi B MUCbMEHHOM (hopme cyObeKTa
MEePCOHAILHBIX TAHHBIX;

7) HampaBisATh B OpraHbl MPOKYypaTypbl, APYTHE IMPABOOXPAHUTEIbHBIE OpPraHbI
Marepuaibl JUIsl PelIeHUs BOIMpoca O BO30YXKICHUHM YTOJIOBHBIX JIeNl MO MpU3HAKaM
MPECTYIJICHUH, CBSI3aHHBIX C HapyIICHUEM NpaB CyObEKTOB IMEPCOHANILHBIX JaHHBIX, B
COOTBETCTBHH C IOJBEJOMCTBEHHOCTBIO;

8) BHocuTh B I[lpaBurensctBo Poccuiickoii denepanuu mpemsioKEHUS O
COBEPIIIEHCTBOBAHUHM HOPMATUBHOTO MTPABOBOTO PETYIMPOBAHUS 3AIIUTHI MTPaB CyOHEKTOB
MEPCOHAJIbHBIX TAHHBIX;

9) npuBnekatb K aJIMUHUCTPATUBHOW OTBETCTBEHHOCTU JIMIl, BUHOBHBIX B
HapyleHuu HacTosmero denepanbHOro 3aKoHa.

Jluteparypa
1. denepanbHbii 3akoH 0T 27 utoist 2006 1. N 152-D3 "O nepcoHanbHbIX JaHHBIX"

Bomnpocsl 1J1s1 caMOCTOSATEILHOTO U3YYeHH s
4.1.1. 3aimmTa uadopMauu
1. Uadopmarius Kak 0OBEKT MPaBOBBIX OTHOIICHHUH.
2. O6nanatenb napopManuu
3. [IpaBo Ha nocTyn K HHGOPMAIIHH.
4. ObmenoctymnHas nHOpMaIusl.
5. Orpannuenue goctymna K nHpopMaIuu.

4.2. CucremMa 3JeKTPOHHOI0 JIOKYMEHT0000pOoTA.
1. Opranu3zanus 3JeKTPOHHOTO JTOKYMEHTO000pOTa.
2. Cucrema MeKBEJIOMCTBEHHOIO 3JIEKTPOHHOT'O IOKYMEHTO000pOTA.
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3HATD!

CuctemMa 3JeKTpOHHOrO AokymeHToobopora (C3J[) —  opraHuzanMoOHHO-
TEXHHUYECKas CHCTeMa, OOecleyrBaronasi Mpouecc CO3JaHMs, YIMPaBJICHUS IOCTYIIOM U
paclpoCTpaHEHUs] DJIEKTPOHHBIX JOKYMEHTOB B KOMIBIOTEPHBIX CETAX, a TakKke
o0ecrneunBaroas KOHTPOJIb HaJl TOTOKaMU JTIOKYMEHTOB B OpraHU3aIiH.

M3HauanbHO CHCTEMBI 3TOTO KJacca pPacCMaTPUBAIUCH JIMIIb KaK WHCTPYMEHT
aBTOMATH3allMKA 3a7a4 KJIACCHUYECKOTO JEIONPOU3BOACTBA, HO CO BpPEMEHEM CTajH
OXBaThiBaThb Bce Ooisiee mupokui crektp 3amad. Ceromns pazpabotunku COJ]
OPUEHTHUPYIOT CBOM MPOAYKTHl Ha pabOTy HE TOJbKO ¢ KoppecrnonaeHuuedn u OPJ]
(opraHu3alMOHHO-PACTIOPSIIUTEIBPHBIMU ~ JTOKYMEHTaMH), HO H C  Pa3JIHYHbIMH
BHYTPEHHUMH JTOKYMEHTaMH (JOTOBOpaMH, HOPMATHUBHOW, CIPAaBOYHOM M TPOSKTHOM
JOKYMEHTaIlMel, JOKYMEHTaMH MO KaJpoBOoW pestenbHOocTH U J1p.). COJ] Takxke
UCIIOJIB3YIOTCSL ISl PEIICHUs] TPUKJIAJAHBIX 3a7a4, B KOTOPBIX Ba)KHOM COCTaBISIOIIEH
ABIsEeTCA paboTa C IIEKTPOHHBIMU JIOKYMEHTAMHU: YIPABJICHUE B3aUMOJICHCTBUEM C
KJIMEHTaMU, oO0paboTKka oOpallleHuil TrpaxaaH, aBTOMaTu3alus padOThl CEPBUCHOMU
CIIy>KObI, OpTraHM3alus MPOEKTHOTO JOKyMeHTooOopoTa u ap. dakThuecku cucTeMoit
ANEKTPOHHOIO JOKYMEHTOOOOpPOTa HAa3bIBAIOT JIO0YI0 HMH(POPMALMOHHYIO CHCTEMY,
00ecreunBaoIIyI0 paboTy C ANEKTPOHHBIMU JOKYMEHTAMHU.

OCHOBHBIE NPUHIUIIBI AMEKTPOHHOTO JOKYMEHTO0O0pOTA:!

OnHoxpaTHas perucrpanus JIOKyMEHTA, ITO3BOJISAIOIIAS OJIHO3HAYHO
UACHTU(PULIUPOBATH JOKYMEHT.

B03MOXHOCTP NapajuleIbHOIO BBINOJHEHUs ONEpalnid, MO3BOJIIOLIAs COKPATUTH
BpeMs JIBHKEHUS JOKYMEHTOB U MOBBIIIEHUS ONIEPATUBHOCTU UX UCTIOJIHEHUS

HenpepplBHOCT,  ABMXKEHHS ~ JOKYMEHTa, TO3BOJISIOIIAS  MACHTU(ULIMPOBATH
OTBETCTBEHHOTO 3a UCIOJHEHHE JOKYMEHTA (3aJ1auM) B KaXKJblii MOMEHT BPEMEHH KU3HU
JIOKyMEHTa (mpo1iecca).

Enunas (wnm coriacoBaHHasi pacrpezen€HHas) 0aza JTOKYMEHTHOM WH(popMalu,
MO3BOJISIONIAS UCKIIFOUUTh BO3MOKHOCTh AyOIMPOBAHUS TOKYMEHTOB.

O} dpexkTuBHO OpraHn30BaHHAsl CUCTEMA MMOUCKA IOKYMEHTA, O3BOJISIIOLIAs HAXOIUTh
JOKYMEHT, 00J1aJ1asi MUHUMaJIbHOM MH(pOpMAaIeil 0 HEM.

Pa3Butas cucremMa OTYETHOCTH MO PA3IUYHBIM CTaTycaM M aTpuOyTaM JOKYMEHTOB,
MTO3BOJISOIIAs KOHTPOJMPOBAaTh  JIBHJKEHHE  JOKYMEHTOB 1o npoueccam
JOKYMEHTOO0O0pOTa U MPUHUMATD YIPABIECHUYECKHE PELICHNs], OCHOBBIBAsCh HA JAHHBIX U3
OTYETOB.

CucreMa MeXBEIOMCTBEHHOI0 JJIEKTPOHHOIO JA0KyMeHTooOopora (MJJ10) -
benepanbHas uHGOPMAIMOHHAs CHCTEMa, TMpEAHA3HAuYEHHAas JUIsl  OpraHu3aliu
B3aUMOJICUCTBUSL CHUCTEM DJJIEKTPOHHOTO JoKymMeHTooOopoTa (COJl) y4acTHUKOB
MEXBEJIOMCTBEHHOTI'O AJIEKTPOHHOTO JOKyMEHTOO0O0pOTAa.

YyacTHUKaMHU MEKBEJOMCTBEHHOTO 3JEKTPOHHOIO JOKyMEHTO000pOoTa
(yuactHukamu MOBJIO) saBasitorcs  Anmunuctpauus Ilpesupenta PO, Anmapar
[IpaBurensctBa P®, denepanbHble Opranbl  MCHOJHUTEIBHOM  BJIACTH, OpraHbl



38

UCIIOJTHUTEILHON BJacTu CcyoObekToB Poccuiickoit ®enepannu, a TakkKe HHBIC
rOCy1apCTBEHHBIE OPTraHbl U TOCYIAPCTBEHHBIE OPTraHU3ALUH.

ITox B3ammonetictBuem COJl moHMMAaeTCss OOMEH 3JICKTPOHHBIMU COOOIICHUSIMH,
COAEpKaAIIUMU:

o JIOKYMEHTBI — METa/IaHHbIE (PEKBU3UTHI) JOKYMEHTOB U UX (Pailiibl,
o yBEJOMIIEHUSI — WH(OPMAIUIO O XOJIe¢ PACCMOTPEHHUS U MCIOJIHEHUSI JOKYMEHTOB
MOJIyYaTEIISIMH.

Lens co3manuss u wucnonb3zoBanus MDOJIO — mnoBbimieHne 3¢GpGEKTUBHOCTH

yIOpaBJIeHUs] B OpraHax TOCYJapCTBEHHON BIacTH 3a CYET COKpAIEHUS BpPEMEHU
OPOXOXKACHUS JIOKYMEHTOB MEXAYy OpraHM3alisIMH M BEIOMCTBAMH, MHUHHMH3AIIH
3aTpaT Ha 00pabOTKYy M OTIPaBKy JAOKYMEHTOB, MOHUTOPHHIa XOJa PacCMOTPEHUS U
VCIIOJIHEHHSI IOKYMEHTOB.

Opranuzaropom MOJIO sBnsiercss DenepanbHas ciayxk0a oxpanbl Poccuiickoit
®denepanuu (OCO Poccun). B atom kauectBe ®CO Poccuu peanusyer opraHu3alioHHOE
u Meroauueckoe obecneuenne MOJIO; BeneHuwe aapecHbIXx crpaBouyHukoB MOJIO;
CO3J]aHUE U HKCILTYaTAINI0 TEXHUKO-TEXHOJIOTUYECKON HH(PPACTPYKTYPHI U 00ECIIEYNBAET
uHdopmaimonHyro 6e3omnacHocts MIJ10.

Hpuauun u Texuudeckue pemenus MI /10

OcHoBroit npuHiun M3/IO - unterpamnus umeronmxcs COJ1 yuactaukoB MIJ1O u
TPAHCIIOPTHOM CHCTEMbI (ITOYTOBOM CIIy>kObI), 0OecrieunBaronieii B aBTOMaTU3UPOBAHHOM
peKUME 3alTUIICHHBIA 0OMEH 2JIEKTPOHHBIMU COOOIIEHUSIMH.
B ocnoBy peanmzanuu MIJ10 serium cieayronye NPpUHIMIIbI:

o Bce ywyacTHUKH MOJIO wucnonb3yroT eauHblil (opmar OOMEHa 3JIEKTPOHHBIMH
coobmenusmu, yreepxaeHHbI @CO Poccun 1 MunkomcBszs Poccuu;
° Kaxapli ydyacTHUK MO3/IO wucnosib3yeT MNpOrpaMMHO-TEXHUYECKHI KOMILIEKC

(1wTr03), 00€CTeUnBarOINil 0OMEH DJIEKTPOHHBIMH CcOOOIeHusIMu Mexay cBoed COJl u
MOJIO (peanusyromuii BpEMEHHOE XpaHEHUE COOOIICHHM, BBITPY3KY MOCTYNHBIIMX
coo0uIeHnit U3 TpaHcnopTupHoi cucreMbl MO /1O u 3arpy3Ky UCXOQAUIMX COOOIIEHUN B
TpaHcnopTHyto cuctemy M3J10);

o Kaxapld ydacTHUK MOJIO HCHosb3yeT NpPOrpaMMHBIA KOMILUIEKC COTPSKEHUS
(amanirep) coeit COJ] ¢ MB10O, obGecrieunBarOIImii:

o 115 moctymnaronux mo MOJIO coobuieHuit - mpueM 1 peoOpazoBaHue U3 €IUHOTO
dbopmata oomena Bo popmar COJ] ansa nanpHeien oopadoTKy;

o s uexoasanmx mo MOJIO coobmenus — ux GpopmupoBaHue, MpeodOpa3oBaHUE U3

dopmara COJl B enunblii popMaT oOMEHa M MOATOTOBKY K NEpenaye Mo TPaHCIOPTHOU
cucteme MDJI0.

Jluteparypa
1. Moxkpsiii B.FO. Cuctembl 37€KTPOHHOTO JOKYMEHTOOOOpOTa: yueOHoe mocooue/
B.}YO. Mokperit; CII6.: Uado-ma, 2018. — 48 c. C. 5-28.
2. I[TocranoBnenue [IpaBurensctBa PO ot 22 centsadps 2009 r. N 754 «O06 yTBepkaeHun
[TonoxeHnust 0 cucTeMe MEKBEIOMCTBEHHOTO 3JIEKTPOHHOTO IOKYMEHTOO00POTa.
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4.3. DIeKTpOHHAS MOAIHICE.

1. O6mHe OJIOKEHUS.

2. Bujibl 3JIeKTPOHHBIX MOUCEH.
3. Cpencrta 3J€KTPOHHOW MOAIHKCH.

3HATD!

OG6muM TpeOoBaHMEM KO BCEM JJEKTPOHHBIM JIOKYMEHTaM SIBJISETCS HAIMYKE
AJeKTpoHHOM moamnucu. IlpaBuna u  Buabl ucnosib3oBaHus Il ycTaHOBIIECHBI
®denepanbHbiM 3akoHOM 0T 06.04.2011 Ne 63-D3 «O06 351eKTpOHHOM TOATHUCKH» (1anee -
®3-63).

DJIeKTpOHHAsT TOANUCH - 3TO HMHGOpMAIUI B DJIESKTPOHHOH (opMme, KoTopas
MpUCOEAMHEHA K Jpyrod HHQPOpMAIMU B JJIEKTPOHHON ¢opme (MOAMUChIBacMOi
nHpopmaliuu) WIM HHBIM 00pa3oM CBs3aHa C TakoW wuHOpManMel U KoTopas
WCTIONB3YETCS JIsI ONPEETICHUS JIMIIA, MOAMUCHIBAIOIIEr0 HH(POPMAITHUIO.

Buabl 3J1eKTPOHHBIX MOANIMUCEN:

1. Ilpoctas snektpoHHas noanuch (mainee - [IDII) - 31O 35eKTpOHHAS MOJMMKCH,
KOTOpAasi MOCPEICTBOM UCITOJIB30BAHUS KOJOB, MAPOJIEH UM UHBIX CPEJCTB MOATBEPKAAET
dakT GopMUpOBaHUSI AIEKTPOHHON MONIMUCU OMpPENETECHHBIM JUIOM. TO ecTh JaHHas
MOANUCh JUIIb YKa3blBA€T Ha JIMIIO, MOJANKCABIIEE AOKYMEHT, HO HE MOIATBEPKIAET
comepxkairyrocss B HeM wuHpopmanuio. UYUToObl 3JEKTPOHHBIM JTOKYMEHT CUHTAJICA
noanucanHbiM [1311, He0OX0IMMO HaMMYKUE OAHOTO U3 YCIOBUM:

- IPOCTast JIEKTPOHHAS OAMUCH COAECPIKUTCS B CAMOM 3JIEKTPOHHOM JIOKYMEHTE;

- KJIIOY TMPOCTOM BJIEKTPOHHOW TMOJINUCH TPUMEHSETCS B COOTBETCTBUH C
MpaBUjaMH, yCTAHOBIIGHHBIMH  ONEPaTopoM  WHGOPMAIIMOHHOW  CHCTEMBI, C
MCIIOJIb30BAaHUEM KOTOPOM OCYILECTBIISIOTCS CO3JaHUE W (MJIM) OTIpaBKa 3JIEKTPOHHOIO
JIOKYMEHTA, ¥ B CO3JIaHHOM U (WJIM) OTIPABICHHOM 3JIEKTPOHHOM JIOKYMEHTE COJEPIKUTCS
uH(popmanus, yKa3blBalOIIas Ha JIMLO, OT HMMEHHU KOTOpPOro ObUl CO3MaH U (WJIM)
OTMPABJICH IEKTPOHHBIN JTOKYMEHT.

ONeKTPOHHBIM  JTOKYMeHT, mnoanucanubli [IDII, wmoxer ObITH NpPHU3HAH
pPaBHO3HAYHBIM OyMa)KHOMY, €CJIM O3TO NPEAYCMOTPEHO HOPMATHMBHBIMHU MPABOBLIMU
aKTaMH ¥ (WJIM) COTTAIICHUEM MEXIY YYaCTHUKAMU dJIEKTPOHHOTO B3aumoencTBus. [lpu
ATOM JIaHHBIE aKThI ¥ (MJIM) COTJIANICHUS TOJDKHBI MPeyCcMaTpUBaTh:

- MpaBuUja ONPENIENECHUS JIUIIA, MTOMUCHIBAIOIIETO 3JIEKTPOHHBIA JOKYMEHT, MO €ro
MIPOCTOM JIEKTPOHHOM TOITHCH;

- 00s3aHHOCTH JIMIIA, CO3MAIONMIETO W (WJIM) HCIOJIB3YIOMIETO KIII0Y MPOCTON
AIIEKTPOHHOM TOJMUCH, COOITIOIaTh €r0 KOH(PHUICHIINAIBHOCTb.

He nonyckaercst ucnons3oBanue 11311 nist moanucanus 31€KTPOHHBIX IOKYMEHTOB,
cCoAEpKallMX  CBEACHHUS, COCTABIISIONIME  TOCYJApPCTBEHHYKO  TalWHy, WJIA B
MH(DOPMAIITMOHHOW CHCTEME, COJAEpX allel CBEIEHHUs, COCTaBISIONINE TOCYIapCTBEHHYIO
Taiiny (ct. 9 @3 - 63).
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2. YcunenHas HeKBaM(UIIMPOBaHHAS dJIEKTpOHHas noanuck (nanee - YHOIII) - ato
AJIEKTPOHHASI TOANHUCH, KOTOpas IMOJIyueHa B pe3yibTare KpPUOTOrpaduyecKoro
npeoOpa3oBaHus HMHPOPMAIMM C HCIOJb30BAHHEM KII0Ya JJIEKTPOHHOW MOIMUCH U
MO3BOJISIET ONPENEIUTh JULO, MOJIMUCABIIEE 3JEKTPOHHBIM JOKYMEHT, U OOHapyXUThb
(bakT BHECEHUSI U3MEHEHUU B AJIEKTPOHHBIA JOKYMEHT IOCJIE MOMEHTA €ro MOJMUCaHUS.
Ona co3gaeTcs C HCIOJIb30BAHUEM CPEACTB AJIEKTPOHHOW moamucu. s odopmieHHs
YHOII HeobxoauMo 00paTUThCsS B YAOCTOBEPSIOIIMKA LEHTP 3a BblAadeil kimrova. Kirrou
OII - 3TO yHUKalbHas MOCJIEI0BATEIbHOCTh CUMBOJIOB, IIPEIHA3HAYEHHAS ISl CO3JaHUs
ANEKTPOHHOM MOANKCH. Takke CylIecTBYET KiItod npoBepku D11, KOTOpBI NpencTaBisieT
co0o¥1 MocIe10BaTeIbHOCTh CUMBOJIOB U MPEHA3HAUEH JIs MPOBepKU noiauHHoCcTH OI1.
JIOKyMEHTOM, MOATBEPKAAOIIUM MPUHAMICKHOCTh Kitoua npoBepku Il ToMy wnnm
UHOMY JIMILy, SIBIISIeTCA cepTUdHUKAT Kitoda mpoBepku I, KOTOpBIM Takke BbIIACTCS
yIOCTOBEPSIONIUM LIEHTPOM B BHJIE DJIEKTPOHHOIO JIOKYMEHTa WM Ha OyMaKHOM
HOCUTEIIE.

DIIEKTPOHHBIN JOKYMEHT, noanucanubid Y HOII, kak u noanucannsiil [1311, moxer
ObITh MpPHU3HAH PABHO3HAYHBIM OyMa>XHOMY, €CJIM 3TO MPEAYCMOTPEHO HOPMATHBHBIMU
MpPaBOBBIMU aKTaMH M (WJM) COrJAIICHHEM MEXAY YYaCTHHKAaMU 3JIEKTPOHHOIO
B3aumozneiicteus. Ilpm wucnonszoBanun YHOIII ceprudukar kiaroya MOXKET U HE
co3/laBaThCs, eciu cooTBeTcTBUE DIl HaHHBIM MpU3HAKaM MOXKET OBITh oOecrieueHo 0e3
Takoro ceptugukara (1. 2 ct. 6 O3 - 63).

3. YcunenHas kBanuduipoBaHHas 3JIEKTpoHHas noAanuck (ganee - YKOIII) - ato
AJIEKTPOHHASI MOAMNKCH, KOTOPasi COOTBETCTBYET BCEM MpU3HAKAM HEKBATHU(PUIIMPOBAHHON
AIEKTPOHHOM MOANMUCHU U CIAEAYIOUIUM JONOJIHUTEIBHBIM IPU3HAKAM

- KJIIOY TIPOBEPKH ODJIEKTPOHHOM TMOANMKMCH YKa3aH B KBIU(PHUIIMPOBAHHOM
cepTudukare;

- JUIL CO3aHMsl U TIPOBEPKU DJIEKTPOHHOW IOANMCH HCIOJIB3YKOTCA CPEACTBA
AJIEKTPOHHOM TMOJIMUCH, TOJYYUBIINE TOATBEPKIACHUE COOTBETCTBUS TPEOOBAHUSM,
yctaHoBieHHbIM 110 D3 - 63. KpanuduimpoBanuslii cepTudukar kiroda npoBepku Il
BBIJIACTCS] AKKPEIUTOBAHHBIM YAOCTOBEPSIOMIMM LIEHTPOM, €r0 JOBEPEHHBIM JIMIIOM WJIU
YIOJIHOMOYEHHBIM (heJiepaibHbIM OPTraHOM UCIIOJIHUTENbHOMN BIACTH.

B osnextponnoit ¢opme, mnoanucanHas YKOIII, npusHaeTcs 3JI€KTPOHHBIM
JIOKYMEHTOM, PAaBHO3HAYHBIM JIOKYMEHTY Ha OyMaXHOM HOCHUTENE, MOAMUCAHHOMY
cooctBeHHopyuHoi moanuckio. [lo cpaBuenuto ¢ IIDI1 u YHOIII ona umeer camyro
BBICOKYIO CTEIEHb 3alIUThl U MOXKET UCIOJIb30BATHCS JUIsl IPEACTABICHUS TOKYMEHTOB B
mo0ble opranbl. VICKIIOYEHUE COCTaBIIAIOT JIMIIL CIIy4au, KOrja 3aKOHAMU WM MUHBIMU
HOPMATHBHBIMH aKTaMH MPEAYyCMOTpPeHa HEO0OXOJAMMOCTh MPEIOCTaBICHUS JTOKYMEHTa
TOJIbKO Ha OyMaXHOM HOCUTEJIE.

Takum oOpa3oMm, Ui OCYHIECTBJICHHS JJIEKTPOHHOTO  JOKYMEHTOOOOpOTa
OpraHu3anusi B TIEPBYIO OYepelb JOJKHA MPUOOPECTH DIIEKTPOHHYIO TMOIIMUCH (eciu
TaKOBOW y Hee He ObLI0), MOJYyYUTh CepTU(UKAT KIIOYa, 3aKIOYUThH COIJalieHue o0
0OMEHE 3JIEKTPOHHBIMU JIOKYMEHTAMH C KOHTPAreHTaMH, a TaK:Ke JIOrOBOP C OMEPATOPOM.
[Ipu 5TOM BCE YYaCTHUKHU JIEKTPOHHOTO JOKYMEHTOOOOPOTA AOKHBI ObITh MOAKIIOYEHBI
K OJIHOMY omepaTopy. Peectp oneparopos pa3meieH Ha caiite PHC.
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B 3aBucuMocTM OT cdepbl NPUMEHEHMs] SJIEKTPOHHOM MOANMCH B (QupMme
paboTojaTenb MOXKET TMOMYYHTh OJHY WJIM HECKOJbKO BHUIOB mopamnucei. OnHako B
HEKOTOPBIX CIIydasX, YCTAHOBJIEHHBIX 3aKOHOJATEIbCTBOM, €My HEOOXOAMMO HWMETh
YKO3II, nanmpumep, pu NOANKUCAHUN SJIEKTPOHHBIX TOKYMEHTOB corjlacHo DenepanbHoMy
3akoHy oT 05.04.2013 Ne44-®d3 «O KOHTpakTHOH cucTeMe B cepe 3aKylmoK TOBapOB,
paboT, ycayr sl oOecrmeueHus: TOCYJAapCTBEHHBIX M MYHHUIUIAIBHBIX HYXKI.
Hcnonp3oBaHne TakoW MOJMHCH TaKXe SBISETCS O0S3aTENbHBIM YCIOBHEM OOMEHa
AIIEKTPOHHBIMU JIOKYMEHTAMHU MEXIy paboTo/aTeleM W JUCTAaHIIMOHHBIM pPaOOTHHUKOM
(4. 4 ct. 312.1 TK PO).

Jluteparypa
1. ®enepanbubiii 3akoH OT 6 anpens 2011 r. N 63-D3 «O0 31eKTpOHHON MOATIHCH.

Tema 5. Opranmn3anus pa6ortsl ¢ o0pamennsivu rpaxxaan B cuctreme MUC Poccun.

S5.1. Opranuzaius paboTsl ¢ oOpanieHusmMu rpaxaad B cucteme MUC Poccun.

1. [Ipuem, peructpanus ¥ y4eT NUCbMEHHBIX 0OpallleHui TpaXxaaH.

2. PaccMoTpeHue oOpalieHuil rpak/iaH.

3. KoHTpoJ1b 32 cO0II0IEHHEM MOPSAAKA U CPOKOB PACCMOTPEHHS OOpAILlEHUI TPaXKIaH.

['paxxnane nMerOT paBo o0paIaThCs TUYHO, a TAKKE HAMIPABISTh UHIUBUIYaTIbHBIC
Y KOJUIEKTUBHBIE OOpaIieHusi, BKIoYasi oopaiieHus o0beIMHEHUN TpaXaaH, B TOM YHCIIe
FOPUIMYECKUX JIUL], B TOCYJJAPCTBEHHBIE OPraHbl, OPraHbl MECTHOTO CAMOYIIPABIICHHS U UX
JNOJDKHOCTHBIM JIMIIAM, B TOCYJApPCTBEHHBIE W MYHULMUIAJIBHBIE YUPEKICHUS U WHBIC
OpraHu3aliu, Ha KOTOPhIE BO3JIOKEHO OCYIIECTBICHHUE MYOIMYHO 3HAYUMBIX (PYHKIUH, U
UX JOJKHOCTHBIM JIUIAM.

['paxxnane peanus3yloT mMpaBo Ha oOpaieHue CBOOOJHO U JOOPOBOJBHO.
OcymiecTBiieHHE TpaxiaHaMU IpaBa Ha oOpalleHue He JOJKHO HapyllaTh IpaBa U
CBOOO/IBI IPYTUX JIUII.

PaccmoTpenue oOpalieHuii rpaxaaH oCyIeCTBIsEeTCS 0eCIUIaTHO.

[IpaBooTHOIIEHUS, CBSI3aHHBIE C  PACCMOTPEHHEM  OOpallleHU  rpaxiaH,
perynmupytorcst Koncrurynuenn Poccuiickoin @enepannu, MK IyHAPOIHBIMU JOTOBOPAMU
Poccuiickoit denepannu, (eaepalbHbIMU KOHCTUTYIITHOHHBIMU 3aKOHAMH, HACTOSIIUM
denepaabHBIM 3aKOHOM U MHBIMU (PeiepaibHBIMH 3aKOHAMHU.

I'ocynapcTBeHHBIM OpraH, OpraH MECTHOTO CaMOYIIPABJICHHS WM JIOJHKHOCTHOE
JINIIO:
° obecricunBaeT OOBEKTUBHOE, BCECTOPOHHEE M CBOECBPEMEHHOE pPAaCCMOTPCHHE
oOparmieHus, B Cliydac HEOOXOJUMOCTH - C YYacTHEM TpakJIaHWHA, HaIPaBUBIICTO
oOpailieHue;
° 3ampamMBaeT, B TOM UYHCIE B DJJIGKTPOHHOW ¢opMe, HEOOXOJUMBIC IS
paccMOTpeHusi oOpareHusi JMTOKYMEHThI W MaTepuaibl B JAPYTHX TOCYIapCTBEHHBIX
opraHax, OpraHax MECTHOTO CaMOYIpAaBIE€HUS W Yy WHBIX JOJKHOCTHBIX JIUIl, 3a
HCKIIFOYEHHEM CYJIOB, OPTAHOB JIO3HAHUS U OPTAHOB MIPEABAPUTEIHLHOTO CIICICTBUS;
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o MIPUHUMAET MEPBI, HAIPABJICHHbIE HA BOCCTAHOBJICHHE WJIHA 3alIUTy HAPYLIEHHBIX
npaB, CBOOO] M 3aKOHHBIX HHTEPECOB I'PaKIaHUHA;

o JlaeT MUCHMEHHBIM OTBET MO CYIIECTBY MOCTaBJICHHBIX B OOpAIIeHUH BOMPOCOB, 3a
UCKIIFOYEHUEM CITy4aeB.

o YBEJOMIIIET TpaKJaHWHA O HAMpaBJIICHUHU €ro OoOpalleHHs Ha PAacCMOTPEHHUE B
IpPYrol TOCYAAapCTBEHHBIM OpraH, OpPraH MECTHOTO CaMOYNpPABJIEHUS WM HWHOMY
TOJKHOCTHOMY JIMILY B COOTBETCTBHM C UX KOMIIETEHIIUEH.

['ocynapcTBeHHBIN OpraH, OpraH MECTHOIO CAMOYIPABJICHHS WM JOJKHOCTHOE JIULO
[0 HaIpaBJICHHOMY B YCTAHOBJIEHHOM IOPSJIKE 3alpoCcy TOCYIapCTBEHHOIO OpraHa,
opraHa MECTHOI'O CaMOYIpaBJIEHUS WM JOHKHOCTHOTO JIMLA, pPacCMaTPUBAIOIIMX
oOpamienue, o0s3aHbl B Te€YeHHE |5 1IHEW MNpefoCTaBisATh JOKYMEHTBHI W MAaTepUalbl,
HEOOXOJIUMBIE IJI1 PACCMOTPEHHsSI OOpallleHusi, 3a UCKIIYEHUEM JIOKYMEHTOB U
MaTepHaloB, B KOTOPBIX COJAEPHKATCSA CBEICHUS, COCTABISAIOIIME TOCYJApPCTBEHHYIO WU
MHYIO OXpaHIeMYyIO (elepalbHbIM 3aKOHOM TaliHy, U JJIsi KOTOPBIX YCTaHOBJIEH OCOOBIi
MOPSIIOK MPENOCTABIICHHUS.

OTtBeT Ha OOpalieHHe NOJMUCHIBACTCA PYKOBOJIUTEIEM I'OCYJIapCTBEHHOI'O OpraHa
WIM OpraHa MECTHOTO CaMOYIIPABJICHHUS, JOJKHOCTHBIM JIULIOM JHOO YIOJIHOMOYEHHBIM
Ha TO JIULIOM.

OTtBeT Ha oOpaleHre HampasisieTcss B (OpMe MEKTPOHHOIO JOKYMEHTa IO aJipecy
ANIEKTPOHHOM MOYThl, YKa3aHHOMY B OOpalleHuH, MOCTYNHBIIEM B TOCYAapCTBEHHBIN
opraH, OpraH MECTHOTO CaMOYMNpAaBJICHUS WIM JOJDKHOCTHOMY JiMIly B (opme
AIIEKTPOHHOI'O IOKYMEHTA, U B MUCbMEHHOU (pOpMeE 1O MOYTOBOMY aJpeCy, YKa3aHHOMY B
oOpalieHnu, NOCTYIUBILIEM B TOCYJaPCTBEHHBII OpraH, OpraH MECTHOTO CaMOYTIPaBIICHUS
WIM JIOJDKHOCTHOMY JIMIy B NHUCbMEHHOM (opme. Kpome Toro, Ha mnoctynusiiee B
roCyJAapCTBEHHBIA OpPraH, OpraH MECTHOTO CaMOYIPABJICHUS WA JOHKHOCTHOMY JIUILY
oOpallieHue, cofepxailliee npeIoKeHHe, 3asiBICHUE WIH Kano0y, KOTOpbIe 3aTparuBaroT
MHTEPEChl HEONPEJEIEHHOTO Kpyra JHI, B YacTHOCTH Ha oOpallleHue, B KOTOPOM
oOxaityetrcst cyZeOHOe pelleHHe, BHIHECEHHOE B OTHOIIEHMH HEONPEIENIEHHOTO Kpyra
JIMII, OTBET, B TOM YHUCJIE C Pa3bsICHEHUEM NOPsIKa 00kKaJIOBaHUS CYJeOHOTO pEeLICHHUS.

Jlureparypa
1. ®epnepanbHblil 3ak0H OT 2 Mast 2006 r. N 59-®@3 "O nopsinke paccMOTpeHUs
obpamenuii rpaxaan Poccuiickoit deneparun’”

5.2. O6paboTKa u oOecreyeHne 3alUThI IEPCOHANBHBIX JIaHHbIX B crcteMe MUC Poccum.
1. [Topsimok o6padoTku nepconanbHbIX nanHbix B MUC Poccun.

2. Paccmotpenus 3anpocoB cyOnekToB nepcoranbHbix B MUC Poccun.

3. [lepconanbupie qanHbie 0opadaTeiBacmbie B MUC Poccun.

K cyObekTam miepcOHANBHBIX JaHHBIX, [EPCOHANbHBIC JaHHBIE KOTOPBIX
oOpabatbiBatorcst B MYC Poccum, teppuropuanbubix opranax MUC Poccun u
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opraHuszanusx, Haxogamuxca B BeaeHnn MUC Poccun, B COOTBETCTBUU C HACTOSIIUMU
IIpaBunamu, oTHOCSTCS:

o BOCHHOCIIy)Kalllue, NOpoxondimue BoeHHyro cinyxxO0y B MUC  Poccun,
teppuTopranbHeix opranax MUYC Poccuu u opraHuzanusax, HaxOASIIUXCS B BEACHUU
MUC Poccun (nanee - Boennocnyxamue MUC Poccun);

o COTpYIHUKH  (elepanbHOW  MPOTUBOMOXKApPHOW  ciy»kObl  ['ocynmapcTBeHHOM
npotuBonokapHoi ciayx061 MUC Poccun, tepputopuanbabix opranoB MUC Poccun u
opranuzanui, Haxonsmuxcs B Beaenun MUC Poccuu (mamee - corpyanuku MUYC
Poccun);

o rpaXkaaHe, MOCTYMHAIOIINE Ha CIYyX0y B (eiepaibHyI0 IPOTHUBOIOKAPHYIO CITYKOY
['ocynapctBenHoit mpoTuBonoxapHoit ciayx6sr B MUC Poccuu, TteppuropuaibHbie
opranbl MUC Poccun u opranuzaiuu, Haxosmuecs B Benenuu MUC Poccuu;

o dbeneparbHbIe TOCYTAapCTBEHHBIC TpaxaaHckue ciuyxamme MYUYC Poccun wm
tepputopuanbHbix opranoB MUYC Poccum (manee - rpaxknanckue ciyxkamue MUC
Poccun);

o rpaxjaaHe, MPETEHIYIONIME Ha  3aMeIleHHue  JOJDKHOCTeM  QeaepanbHOi
rocyapCTBEHHON rpaxkaaHckoi ciyk0b6l B MUC Poccun u B TeppUTOpUAIBHBIX OpraHax
MUYC Poccuu;

o padotHukn MUC Poccun, Tteppuropuanbibix opranoB  MUC Poccum u
opranuzauuid, Haxojsamuxca B Benennn MUC Poccum, 3amemarommie AOKHOCTH, HE
SABJISIFOIIUECS JIOJDKHOCTAMU  (peliepanbHOi TOCYJapCTBEHHOM TPasKJAHCKOW CITYXKOBbI
(manee - paborarku MYC Poccun);

o rpaXkaHe, IPETCHAYIOIIUE HAa 3aMEIICHUE JOJDKHOCTEH, HE  SABJISIOLIUAXCA
JOJDKHOCTSIMU (peiepalibHONM TOCYAapCTBEHHOU TpaxkaaHckoil ciayk0b1 B MUC Poccun,
tepputopuaiibHbix opranax MUC Poccun m opraHuzanusix, HaXOJAIIMXCS B BEICHUU
MUYC Poccuu;

o JIU11a, COCTOSIIIIUE B POJICTBE (CBOMCTBE) C CYOBEKTaAMU MEPCOHATBHBIX TAHHBIX.

° rpakjaaHe, YBOJEHHBIE C BOCHHOW CIyXObl ((enepanbHOM MPOTUBOMOKAPHOM
ciyx0b1 ['ocygapcTBEHHOM MPOTUBOMOKAPHOM CIIyKObI, (heepaibHON TOCyAapCTBEHHON
rpakaaHcKon ciyk0b1), padotel 13 MUC Poccuu, Teppuropuanbhbix opranoB MUC
Poccuu u opranuzanumii, Haxoasumxcs B BeaeHuu MUYC Poccuu;

o (du3nyuecKue nua 1 NpeacTaBuTenn opranuzanui, ooparusmmecs B MUC Poccun,
B TepputopuanbHbie opranbl MUC Poccunm m opraHmzanvu, Haxo[sIIHUECS B BEICHUU
MUC Poccun:

o B CBSI3M C NPEAOCTABIEHUEM TOCYIaPCTBEHHBIX YCIYT;
o B CBSI3U C UCTIOJIHEHUEM TOCYJapPCTBEHHBIX (DYHKIIHIA,
Jluteparypa

I. [Ipukaz MYUC Poccum ot 20 mapra 2017 r. Ne 121 "O HekoTOpbhIX BOmpocax
LHEHTPAIU30BAHHOTO y4yeTa TNEPCOHAJIBHBIX JAHHBIX COTPYAHUKOB (enepaibHON
MIPOTHUBOIIOXKAPHOU CIIyKObl ['0CYy/TapCTBEHHON MPOTUBOMOXKAPHOU CIYX OBl M Tpak/iaH
Poccuiickoit denepaliuu, NOCTYNAOMIUX HA CIYKO0Y B (efepaibHy0 TPOTUBOIIOKAPHYIO
cyx0y ['ocyaapcTBeHHOM MPOTUBOMIOXKAPHON CITYKOBI".
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27.
28.
29.
30.
31.
32.
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34.
35.
36.
37.
38.
39.
40.
41.
42.
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Tembl pedepaToB
@yHKIMH JOKYMEHTA.
Krnaccuduxkanuys 10KyMeHTOB.
Cucrema noxkymentaruu B MUC Poccun.

HopMmaTtuBHO-paBOBOE M METOAMUYECKOE oOectieueHue nenonpousBoactsa MUC Poccum.

CranpapTrzanys nporecca J0KyMEHTUPOBAHMUSL.

CocTtaB peKBU3UTOB JOKYMEHTOB.

TpeboBanus K 0(HOPMIICHUIO PEKBU3UTOB JJOKYMEHTOB.

TpebGoBanus K 6J1aHKaM JOKYMEHTOB.

Oprasn3anoHHast JOKYMEHTALK.

PacniopsiaurenbHast JOKyMEHTaLsI.

CnpaBouHO-MH(pOpMAIIMOHHAS U CLIPAaBOYHO-aHAIMTHYECKAs JOKYMEHTALIUS.
JIOKyMEHTalMOHHOE 00ecTieueHNe KaapoBOil pabOTHI.

CrpykTypa u coliepKaHue KaJpOBOi JOKYMEHTALINN.
OpranuzannoHHO-Kaaposbie 1oKkymeHTsl MUC Poccun.
Oprann3aloOHHO-PACHIOPSIIUTEBHBIE JOKYMEHTBI.

JIoKyMeHTHpOBaHKE TPYAOBBIX OTHOILIEHUH.

JIOKyMEHTALMOHHOE COMPOBOKACHUE MPOLIETYP KaJIPOBBIX TEXHOJIOTHIA.
Opranuzanys padoThl ¢ TOKyMEHTaMHU.

Opranuzanys J0KyMeHTO000poTa.

Opranu3anys KOHTPOJIS UCIIOJIHEHUS JOKYMEHTOB.

CocraBneHre HOMEHKJIATyphI JIEN.

[TonroroBka JOKYMEHTOB K IIEpeAaye Ha XpaHEHNUE B APXHUB.

[lepenaya TOKyMEHTOB B apXUB.

CoBpeMeHHbIe HH(OPMAIIMOHHBIE TEXHOIOTUH B AEJIONPOU3BOICTBE.

HOpMaTI/IBHO-MeTOI[I/I‘-IeCKOG " IIPpaBOBOC obOecreueHNH CTaHIapTHU3allui 1 aBTOMATU3alINH

JIEJIOIIPOU3BO/ICTBA.
[loHsITHE PNEKTPOHHOTO AENONPOU3BOICTBA.

CucreMpl aBTOMaTU3aLMK 1EJTONPOU3BOICTBA.

DIEKTPOHHOE TOKYMEHTUPOBAHUE.

DNEKTPOHHBIN IOKyMEHTOOOOPOT.

KynbTypa 1e10B0i MMCbMEHHOM PeUH U A3bIK CIIY>KEOHOTO JOKYMEHTA.
KynsTypa nenoBoi nMCbMEHHOM pEYU: UCTOPHSI U COBPEMEHHOCTb.
OCHOBHBIE aCNEKTHI KYJIbTYPBI JIEJI0BOM pEeUn.

Hctopus pycckoii J1eI0BOM MUCbMEHHOCTH U PA3BUTHE JIOKYMEHTA.
HHTepHanoHanbHOE U HAlIMOHAIBHOE B CIIYKEOHOM JIOKYMEHTE.
OCOOEHHOCTH SI3bIKa CITYKEOHOTO TOKYMEHTA.

CrannapTr3anys s3pIKa JOKyMEHTA.

SI3bIKOBBIE TPEOOBaHUS K OPOPMIICHUIO PEKBU3UTOB JTOKYMEHTA.
SI3pIKOBOE O(hOpMIIEHHE JIMYHBIX IOKYMEHTOB.

JlenoBoe MUCHMO: BUJIBI U SI3BIKOBOE O(OPMIICHHE.

PepakTupoBaHue TeKcTa CIIy>KeOHOTO IOKyMEHTA.

Metoarka pe1akTHpOBaHUS U TEXHUKA MPABKU CITY>KEOHBIX TOKYMEHTOB.
TunuyHble OMIMOKH B SI3bIKE U CTHJIE IOKYMEHTOB.
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Bomnpocel /151 NIOATOTOBKH K 3a4€Ty

1. OGmire moyso>KeHUs Mo OpraHu3alliy JAeTONPOU3BOICTBA B oapazaeneHusx MUC.
2. TpeGoBaHus K TOMELICHUSAM, PEAHA3HAYCHHBIM ISl BEICHUS ACTOMPOU3BOCTBA.
3. Knaccudukanus J0KyMEHTOB.

4. JlenonpousBoactso B JlpeBHeii Pycu.

5. Jlenonpoun3BoacTBo B coBpeMeHHoM Poccuu.

6. MuHHCTEPCKOE AET0IPOU3BOACTBO.

7. JIenonpou3BOACTBO — OJHA U3 (PYHKIMK YIIPABIICHHUS.

8. YHudukanus u crangapTusanus J0KyMEHTOB.

9. bnaHKu JOKYMEHTOB.

10. Obmepoccuiickue KiaccuhuKaTopbl JOKYMEHTAIUH.

11. [Ipuem u 00paboTKa MOCTYNAIOUIUX IOKYMEHTOB.

12. Perucrparnus nocTynaroImux J0KYMEHTOB.

13. Ilopsimoxk paccMOTpeHHsI TOKYMEHTOB PYKOBOJCTBOM opranuzaunu MUC Poccum u
JOBEICHUS IOKYMEHTOB JI0 UCIIOTHUTEIIEH.

14. Peructpanus n oTnpaBKa UCXOIAMINAX JOKYMEHTOB.

15. Perucrpaiiust BHyTpeHHHX JOKYMEHTOB.

16. KonTtpoJib 3a uciogHeHueM JOKyMeHTOB U nopydyenuit B MUC Poccun.

17. OcobenHocTn paboOTBHl € JTOKYMEHTaMH, COACPKAUIUMHU CIYKeOHYI0 HH(pOpMaLHIO
OTPaHUYEHHOTO PaCIPOCTPAHEHUS.

18. O611re NpUHIUIBI U TpaBriia 0hOPMIICHUS TOKYMEHTOB.

19. PekBU3UTHI JOKYMEHTOB U TpeOOBaHUS K UX O(POPMIICHHUIO.

20. SI3bIK ¥ CTUIIb O(PUIIHATIBHBIX JIOKYMEHTOB.

21. 3nadeHue u 001Iast XapaKTEPUCTUKA OPTraHU3AIMOHHON TOKYMEHTAIIUU.

22. CocraBnienue 1 0opMIICHHE OPTaHU3AIIMOHHON JOKYMEHTAIINH.

23. YcraB opranu3anui.

24. OpraHu3zalnroOHHas CTPYKTypa OpTraHU3aIUH.

25. lllTaTHOE pacnucaHue.

26. J1omKHOCTHASI MHCTPYKLHUSL.

277. TpynoBoi1 1OoroBop.

28. Pabota ¢ koH(UICHIINATBHBIMU JOKYMEHTAMHU.

29. Buapl pacnopsInTENbHBIX JOKYMEHTOB.

30. OcoOEHHOCTH U3IIOKEHHS TEKCTa PACTIOPSAIUTEIBHBIX TOKYMEHTOB.

31. TpeboBaHus K COCTABIECHUIO U O(POPMIICHHUIO PACTIOPSIIUTEIBHBIX TOKYMEHTOB.
32. Bunbl nHGOPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB.

33. OcoOEeHHOCTH U3II0KEHHS TeKCTa HH()OPMAITMOHHO-CITPABOYHBIX JIOKYMEHTOB.
34. TpeboBaHuss K COCTaBJIeHHWIO ¥  OQOpMIIEHHIO HMHGOPMAIIMOHHO-CIPABOYHBIX
JOKYMEHTOB.

35. [lucpMeHHast KOPPECTOHACHITUSI.

36. MexyHapoaHasi iepenucka.

37. MexyHapoaHbIe CTaHAAPTHI TTO OPOPMIICHHUIO TOKYMEHTOB.

38. [ToaroToBKa AeI0BOM KOPPECTIOHACHIIH 17151 3apyOEKHBIX MAPTHEPOB.

39. CocraBneHre HOMEHKJIATYPHBI €.
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DopMHUPOBAHUE JEI.

Odopmnenue ned.

OCHOBBI 3aKOHO/IATENBCTBA [10 APXUBHOMY JIEITY.

Cpoku XpaHeHHs JOKYMEHTOB.

[ToaroroBka u nepegaya JOKYMEHTOB B apXHUB.

YHUUTOXKEHUE TOKYMEHTOB.

[Topsimok BbIJaYW W HUCHOJB30BaHUSA JOKYMEHTOB, XpaHAIIMXCS B  apXHUBE

TEPPUTOPUATBHOrO oprana, opranuzaunu MUC Poccum.

47.

[Ipuem-nepenaya JOKYMEHTOB, JieJ1 TpU CMEHE HadaJbHUKA CTPYKTYpPHOIO

nmoapasacJICHUA.

48.
49.
50.
51.
52.
53.
54.
55.
56.
57.
58.
59.
60.
61.
62.
63.
64.
65.
66.
67.
68.
69.

OO611e MoJI0KEHUs CUCTEMBI DJIEKTPOHHOTO JOKYMEHTO000pOTA.
[IpeumytecTBa CUCTEMBI AIEKTPOHHOTO JJOKYMEHTOO0OO0pOTA.
CTpyKTypa CUCTEMBI 3JIEKTPOHHOTO TOKYMEHTO000POTA.

Opranuzaius 1eKTPOHHOTO JOKYMEHTO000pOTa.

Cucrema MEXBEIOMCTBEHHOTO 3JIEKTPOHHOTO IOKYMEHTOO0OpOTA.
Nudopmanus kak 00bEKT MPaBOBBIX OTHOIICHUIA.

Oo6nanarens nHGOPMALIMH

IIpaBo Ha ocTyn K UH(pOpPMAIUH.

O6mmenoctynHas uHGOpMaIus.

OrpanuyeHue q0cTyna K nHQopMaimm.

DJIEKTPOHHAS OAMNUCK.

Bupl 21eKTpOHHBIX MOANKUCEN.

CpenctBa 31€KTPOHHOUN MOIHKCH.

IIepcoHanbHbIE JaHHBIE

[TpuHIUTIBI 1 yCIOBHS 00paOOTKU NMEPCOHAIBHBIX TAHHBIX.

[IpaBa cyObekTa mepCcoHaTbHBIX TAHHBIX.

['ocynapcTBeHHBIN KOHTPOJIb U HAA30P 32 00pabOTKON MEPCOHATBHBIX JaHHBIX.
Kareropuu cyObeKTOB EPCOHAIBHBIX JaHHBIX.

VYcnoBust v mopsiok 00padboTku nepcoHanbHbIX JaHHbIX B MUC Poccun.
[Tpuem, peructpanus U y4eT TUCbMEHHBIX O0paIeHui rpak/iaH.
PaccmoTpenue oOpalieHuii rpaxaaH.

KoHTpoJib 3a cobntoeHremM nopsaka U CpoOKOB pacCMOTPEHUS OOpaIlleHUI rpaXaaH.



