METOINYECKHUE PEKOMEHJALIINA
MO NOATrOTOBKE NEPEYHEN JJOKYMEHTOB,
OBPA3YIOHINXCSH B TPOUECCE AEATEJIBHOCTU ®EJEPAJIBHBIX
OPI'AHOB VCIIOJTHUTEJBHOM BJIACTH, A TAKKE B ITIPOIIECCE
AEATEJBHOCTHU HOABEAOMCTBEHHBIX
VM OPTAHU3AIINM, C YKABAHUEM CPOKOB X XPAHEHUSA

1. O01ue moJ1oKeHust

1.1. Meroanueckre peKOMEHIAalUK 10 MOATOTOBKE MEpEeYHEl JOKYMEHTOB,
oOpasyroluxcsi B Tpolecce  JeATeIbHOCTH  (eepalibHbIX  OpraHoOB
UCIIOJIHUTENLHOM BJIACTH, @ TaKKe B IMpOIecCce NEATEIbHOCTH MOABEIOMCTBEHHBIX
UM OpraHu3aluid, ¢ yKa3aHHEM CpPOKOB MX XpaHeHHs (naiee — Mertoaudeckue
peKOMeHJanuu)  pa3paboTaHbl B ILENsAX  METOJUYECKOro  obecreueHus
NeATeNbHOCTH (heepalIbHBIX OPraHOB MCIOJHUTEIBHOM BIACTH MO BBINOJIHEHUIO
3aKOHOJATENbHBIX TPEOOBAaHUM, YCTAaHOBJIEHHBIX B 4acth 1 crarbu 23
®denepanbHoro 3akona ot 22 oktsopsa 2004 r. Ne 125-®3 «O06 apxuBHOM jelie B
Poccuiickoii ®enepaumm»!, a Taxxe mopyuenus Ilpasurenscrsa Poccumiickoit
®deneparuu ot 26 mapta 2020 1. Ne JTU-1144-24009.

1.2. IIpu pazpaborke MeTOAMYECKHX PEKOMEHIAIUN YUTEHBI MOJIOKCHUS
CIIEIYIOIINX 3aKOHOAATEIbHBIX W MHBIX HOPMATHBHBIX MPaBOBBIX aKTOB B cepe
apXMBHOTO JieJla W JIeJIONPOM3BOJICTBA, a Takke B cdepe MHGPOPMAIMOHHBIX

TEXHOJIOTUM:
®denepanbHblifl 3ak0H 0T 22 okTs0ps 2004 1. Ne 125-D3 (pex. ot 11 utons 2021 r.) «O6
apxuBHOM jienie B Poccuiickoit denepanun» // Cobpanue 3akoHoaTenbcTBa Poccuiickoi
Oenepammn. 2004. Ne 43, ct. 4169 (nanee — @enepanbubiil 3akoH Ne 125-D3);
®enepanbubiii 3akoH oT 27 utonsg 2006 . Ne 149-03 (pen. ot 2 uromst 2021 r.) «O6
uHpopManuy, UHOOPMAITMOHHBIX TEXHOJIOTUAX U O 3ammre uHpopmauun» // Cobpanue
3akoHOAarenscTBa Poccuiickoit ®emepammu. 2006. No 31, cr. 3448 (mamee —

®denepanbHblil 3akoH Ne 149-D3);

! ®enepansublii 3ak0H 0T 22 okTA6pa 2004 1. Ne 125-®3 (pexn. ot 11 mions 2021 r.) «O6
apxuBHoM gene B Poccuiickoir ®enepauun» // CoOpanue 3akoHoaaTenbcTBa Poccuiickoit
®enepaunn. 2004. Ne 43, cr. 4169.



[Tpuka3 dengepanbHOrO apXUBHOTO areHTcTBa (Hanee — Pocapxus) ot 2 mast 2007 r. Ne 23
«O06 ytBepxknmenun Permamenta pabGotTel IleHTpasibHOW  3KCHEPTHO-MPOBEPOUYHOM
komuccuu npu deepanbHOM apXUBHOM areHTCTBEY;

[Tpuka3 Munkynstypsl Poccun ot 31 maprta 2015 1. Ne 526 «O6 yTBep»A€HUU MpaBUII
OpraHu3alliil XpaHEHWUsS, KOMIUICKTOBAaHMS, Yyd4eTa W HCIOJb30BaHUS JIOKYMEHTOB
ApxusHoro (ponna Poccuiickoit denepanuu u APyruX apXUBHBIX TOKYMEHTOB B OpraHax
roCyJJapCTBEHHOM BJIACTH, OpPraHaX MECTHOTO CaMOYIPABJICHUS U OpPraHU3aLUAX»,
IMpuka3z PocapxuBa ot 9 mekabps 2020 r. Ne 155 (B pen. mpukaza PocapxuBa ot 12
arycta 2021 1. No 72) «OO0 yTBepXACHUHM TMPaBWJ OpraHU3alMd XpPaHCHUS,
KOMIUICKTOBAaHUS, y4eTa M MCIIOJb30BaHUS HAyYHO-TEXHUYECKOM [OKyMEHTaluu B
opraHax  TrOCyJapCTBEHHOW  BJIaCTH,  OpraHax  MECTHOI'O  CaMOYIpaBJCHU,
TOCYJITapCTBEHHBIX U MYHHUIIMIIATBHBIX OPTaHU3AIHIX);

[Mpuka3 PocapxuBa ot 8 HOs0ps 2019 1. Ne 173 «OO6 yrtBepkaenuu IlomoxkeHus o
LlenTpasibHONM 3KCNIEPTHO-NIPOBEPOYHOM Komuccun npu  DenepasbHOM  apXUBHOM
areHTCTBEY;

IIpuka3 PocapxuBa ot 25 despans 2019 r. Ne31 «O6 yrBepxaenuu I[IpumepHOro
MOJIOKEHUS O  LEHTPAIbHOM  OKCIEPTHOM KOMHUCCHMU  (efepallbHOTO  OpraHa
roCyJJapCTBEHHOM BJIACTH, HHOTO (pe1epajIbHOI0 roCyAapCTBEHHOTO OPraHay;

[Tpuka3 Pocapxusa ot 20 nexabpst 2019 r. Ne 236 «O06 yrBepxkaenuu [lepeuns THIIOBBIX
yIpaBIEHYECKUX ApXUBHBIX JIOKYMEHTOB, 00pa3yloIUXCs B Tpolecce AEATeIbHOCTH
rOCYJTapCTBEHHBIX OPTraHOB, OPTaHOB MECTHOTO CaMOYNpAaBJICHHS M OpraHMU3alui, C
yKa3aHHEM CpPOKOB WX XpaHeHus» (nmamee — IlepeueHb THUMOBBIX YIPaBICHYECKHX
apXUBHBIX JOKYMEHTOB);

ITpuka3 Pocapxusa ot 20 nexabps 2019 r. Ne 237 «O06 yTBepxaeHun MHCTpyKIUU 1O
npuMeHeHnto  IlepedHss  THUMOBBIX  YIPaBICHUYECKUX  ApXMBHBIX  JIOKYMEHTOB,
00pa3ylommxcsi B TMpOIEcce MACSTEeIbHOCTH TOCYJapCTBEHHBIX OPTaHOB, OPraHOB
MECTHOT'0 CaMOYIPABJICHUS M OpraHU3alui, ¢ yKa3aHUEM CPOKOB UX XpaHEHUS»,

ITpuka3 PocapxuBa ot 28 nekabps 2021 r. Ne 142 «O06 yTBepxaenun Ilepednss THIIOBBIX
apXHMBHBIX JOKYMEHTOB, 00pa3yIOMIUXCS B HAyYHO-TEXHHYECKOH M MPOW3BOACTBEHHON

JIeATeNBHOCTH OpPraHM3aIlHiA, C yKa3aHHeM CPOKOB XpaHeHHUs» (nanee — [lepeuens HTT)%

1.3. Lens Ilepeuneit TOKYMEHTOB — OIpeJeicHUE BHUIOBOTO COCTaBa
o0Opa3yromuxcsi JOKYMEHTOB M  YCTaHOBJICHME CpPOKOB HMX  XpaHEHWUS,

dbopMupoBaHHEe HOPMATHBHOW 0a3bl JJIA MPOBEACHUS SKCIEPTU3BI IIEHHOCTH

2 Jlanee mo TekcTy: IlepedeHb TUIIOBBIX YIIPAaBIEHYECKHX apXMBHBIX TOKYMEHTOB u IlepedeHs
HT/l — nepeyHu TUIOBBIX apPXUBHBIX JOKYMEHTOB.



JIOKYMEHTOB.
1.4. Meroauueckue pEKOMEHIAIMU PACKPBIBAIOT METOAMKY pa3paboTKu
NepevyHel JTOKYMEHTOB, 00pa3yloluXxcsa B Mpoliecce ACSITENbHOCTU (eaepaabHbIX
OpPraHOB MCIIOJHUTEJIIBHOM BJIACTH, a TAaKXE€ B MPOLECCE AEATEIbHOCTH
MO/IBEIOMCTBEHHBIX UM OpPTaHMU3aIui, C YKa3aHUEM CPOKOB MX XpaHEeHHs (faiee —
[lepeunn noxymeHToB, Ilepeunu), obGecneunBarOT yHU(UKALUIO MOAXOAOB I10
pa3paboTKe, CTPYKTypUPOBAHWIO, HAIMOJHEHWIO BUJAMH JOKYMEHTOB U UX
cuctematuzauuu, odopmieHuto Ilepeuneit  gokymentoB. Mertoauueckue
pEKOMEHJAMu MOTYT HCIOJNb30BaThCAd Takxke Impu pa3pabotke Ilepeuneit
JOKYMEHTOB HHBIX T'OCYAapCTBEHHbIX OpraHoB Poccuiickoii denepauuu, B TOM
yuciie  opraHoB  npokyparypsl  Poccuiickon = ®epepanuun, LlenTpambHOM
uzbupatenbHoli  komuccuu  Poccuiickoit  @Depepanuu, CUeTHOW  manaThl
Poccuiickoit  ®enepanuu, llenTpanpHoro ©6anka Poccuiickoit denepanuuy;
rOCyJIapCTBEHHBIX BHEOIOKETHBIX (DOHOB; TOCYIAPCTBEHHBIX KOPIIOPAIUH.

1.5. Meroauueckue pEeKOMEHJAIMU COCTOSIT M3 JIEBATH Pa3feioB,
MOCJIEIOBATENBHO PACKPBIBAIOIIMX OOIIME MPUHIHUIIBI, OPraHUu3aluio pa3padoTKu
[lepeunst TOKyMEHTOB, OCHOBHBIC 3TaIlbl €T0 CO3JaHUs, CTPYKTYypy U opopMIICHUE
[lepeunss nokymMeHTOB. MeToUUECKUE PEKOMEHAAIMU COJEPKAT / MPUIIOKEHUN.

TepmuHbl U onpenenieHus npeacrasieHsl B [Ipunoxenun 1.

2. Opranusanus paspadorku Ilepeunsi 10KyMeHTOB

2.1. ®enepanbHble OpPraHbl WMCIONMHHUTEIbHOUW Biacth (nmanee — DOUB)
oOecreunBaroT pa3paboTKy mpoekTa [lepednst HTOKyMeHTOB, MIPEACTABICHHUE €T0 Ha
corinacoBanue lLleHTpanabHOM SKCIEPTHO-NPOBEPOUHON KOMHUCCHEN (nanee —
[IDIK) npu PocapxwBe B YCTaHOBICHHOM TIOPSAKE C MOCICAYIOIIMM €To
YTBEPXKICHUEM.

Jns nmoaroroBku Ilepeuns nokymentoB B @OUMB moxer ObITh co3maHa
pabouas Tpymma, BKIOYAIOIIas CIEIHATUCTOB B 001acTH pabOThI ¢ TOKyMEHTaMU
(COTpYIHHMKOB CITy»0 JIEIONpPOM3BOJICTBA M apXHMBa, HAYYHO-TCXHUYCCKOW WIIHU

TEXHUYECKON JIOKyMEHTAIMH), TPEACTABUTENICH CTPYKTYPHBIX MOJIpa3/IeICHUH,



OTIEIbHBIX TEPPUTOPUATBHBIX OpPraHOB (IIPM HAIMYMHU) U IOJBEIOMCTBEHHBIX
OpraHu3aluii, IOPUCTOB M, B Cly4ae HEOOXOJUMOCTH, TEXHUYECKHUX
ucnoninutened.  Co3zmanue  rpynnbl  0QOpPMIIAETCS  PACIOPSAUTEIbHBIM
JOKYMEHTOM, B KOTOPOM YKa3bIBAIOTCS MpaBa YYaCTHUKOB I'PYMIbI HA MOJYyYECHHE
HE0O0X0IMMON HH(pOPMAITUU U UX 00SI3aHHOCTH.

[ToarotoBka IlepedyHs TOKyMEHTOB MOKET OBITH BO3JIOKEHA HA OJIHY W3
IIOJIBEIOMCTBEHHBIX OPTaHU3aLMil HA OCHOBAaHUHU T'OCYAAPCTBEHHOIO 3a/1aHUs WU
HA CTOPOHHIOK OPraHU3aLMI0 Ha OCHOBAHHH TOCYIAPCTBEHHOTO KOHTPAKTa®,

B mpomnecce paspabotku Ilepeunss nokymMeHTOB pabouas TpyImma
OCYILECTBISET B3aUMOEHCTBHE C IPEACTAaBUTENSAMU (KypaTopamu) (pereparbHOro
rOCyAapCTBEHHOIO0 apXWBa, MCTOYHUKOM KOMIUIEKTOBAHUSA KOTOPOTO SIBJISIETCA
OONB.

2.2. Pa3pabotka [lepeuns JOKYMEHTOB OCYILIECTBIISIETCSI HA OCHOBE:

1) 3aKkOHOAATENbHBIX U WHBIX HOPMATHUBHBIX MPABOBBIX aKTOB Poccuiickoi
®enepaunn B cdepe apXUBHOTO Jiela U JIEJIONPOU3BOJICTBA, a Takke B chepe
UH(POPMAIMOHHBIX TeXHOJOTHIA (cM. 1. 1.2);

2) 3aKOHOJATENBHBIX W HHBIX HOPMATUBHBIX IPAaBOBBIX  aKTOB,
pPEryIMpYIOIIMX OTHOIIEHUS B TOM WM HHOM cdepe (Hampumep, B cdepe
KYJbTYpPBbI, 3JpPAaBOOXPAHEHHS], OXPaHbl OKPYKalOUIEH Cpebl, HaJOroo0I0KEHNs),
JOKYMEHTOB  HAIIMOHAJIBHOM CHCTEMBI CTaHAApPTH3aLUUH, MEXIYHAPOIHBIX,
PErMOHANBbHBIX CTAHJIAPTOB, TEXHUYECKUX YCIOBH, CBOJIOB IIPABUII,

3) HOPMATHBHBIX MPABOBBIX AKTOB, YCTAHABIWBAIOIIMX MOJHOMOYHUS U

bynkuun  OOMB, ero TeppUTOPHATBHBIX  OpPraHOB U 3apyOEKHBIX

8 Jlna mpoBemeHMs 3aKyNKH Ha OKa3aHHME YCIyr 1o paspaboTke IlepedHs HOKYMEHTOB BO
ucnonHenue Tpedoannii denepanbHoro 3akona ot 5 anpens 2013 r. Ne 44-D3 «O KOHTpaKTHOU
cucteMe B cdepe 3aKymoK TOBapoB, paboOT, yciayr ajsi oOecreueHuss TOCYJapCTBEHHBIX U
MYHUIIUNATBHBIX HYXA» TOTOBUTCS 3alpoc Ha TMpeJCTaBlieHHEe IEHOBOM uHpopManuu
NOTeHUMANbHBIMU pa3paboTunkamu [lepeuns. 3ampoc neHoBoW HHGOpPMalLMKU HE SBISETCS
nyOnudHON odepToil M ero HampaBlIeHWE HE BIEYEeT 32 COOO0N BO3SHUKHOBEHHS KaKHUX-ITHOO
00513aTeNIbCTB  CO CTOPOHBI IMOTEHLUAIBHOIO pa3padoTdyMKa. 3ampoc JOJDKEH COJepXkaTh
NPUIOKEHNE — TEXHHYECKOE 3a/laHMe HA OKa3aHWE JAHHBIX YCIYT C MOAPOOHBIM OINMCAaHUEM
00BEKTa 3aKyNKHU. B TEeXHHMUECKOM 3aJaHMM yKa3blBalOTCS LEJIM, 3Talbl PaOOThI, OXKUAAaEeMble
pe3yabTaThl, TpeOOBaHHS K OLIEHKE KadyecTBa, TPEeOOBaHUS K KBAIM(UKAIUM U OIBITY
WCIIOJIHUTEIICH.



NpEACTABUTENIbCTB (MIPU HMX HAJIUYMUM), JIOKAJIBHBIX HOPMATHUBHBIX AaKTOB,
YCTAHABIMBAKOIINX UEIM U BHIABl JEITEIBHOCTH IOJBEIOMCTBEHHBIX €MY
OpraHu3alui, OPraHU3alMOHHO-PACTIOPSIUTEIBHBIX W HWHBIX JIOKYMEHTOB,
pEerIaMeHTUPYIONTUX JCSITEIIbHOCTh B YCTAaHOBIGHHOW cdepe W TOPAIOK ee
JOKYMEHTHpPOBaHUs, a Takke HomeHkiaryp nen ®OUB, ero teppuropuaibHbIX
OpraHoB W  3apyOEXHBIX  MPEACTABUTENLCTB  (IPU  UX  HAJIUYHUHN),
MOABEIOMCTBEHHBIX €My opranu3anuii. CiucOK HOPMAaTHBHBIX, OPTaHU3AIIMOHHO-
pacmopsiIUTEebHBIX W HMHBIX JOKYMEHTOB, HEOOXOJIWMBIX JUIsl pa3pabOTKH
[Iepeunst HOKyMeHTOB, cM. B [Ipuiioxkenun 2.

[Tpn HEOOXOIMMOCTHU COCTABIIETCS aHKETa (BOMPOCHUK) JUISl CTPYKTYPHBIX
noapaznenenuit  ®ONB, ero TeppuTOpHAIBHBIX OPraHoB, 3apyOeKHBIX
MPEACTABUTENILCTB U MOABEIOMCTBEHHBIX OpraHu3alui (BCeX WM BHIOOPOUYHO) C
1EJIbI0 YTOUHEHHUS BUOBOTO COCTaBa 00OPa3yIOIUXCs JOKYMEHTOB U ONpPEIeICHUS
CPOKOB HUX XpaHEHHUS.

2.3. Pazpabotka [lepeuns JOKyMEHTOB OCYIIECTBIISIETCS TIOATAITHO:

1 stan. Pa3zpaboTka npoekTa CTpyKTypbl (CXeMbl IOCTPOEHUSI U 3BEHHOCTH )
[lepeunss HOKyMEHTOB, €€ coryiacoBaHue LleHTpanbHOW SKCIEPTHOW KOMHCCHUEU
(manee — 1IDK) ®OUB, LIDIIK npu Pocapxuse?;

2 sran. Pa3zpaborka npoekrta [lepedyHss B COOTBETCTBHM C COIIACOBaHHOM
CTpYKTypoOli, cormacoBanume mpoekta I[DOK ®OUB, LIDIK npu Pocapxmse®,

yTBepxaeHue [lepeuns.

3. PazpaboTka CcTpyKTYypbI (CXeMbl MOCTPOeHUA U 3BeHHOCTH) Ilepeuns
JTOKYMEHTOB

3.1. Cxema mnocrpoenusi IlepeuHsi JOKYMEHTOB TIPEACTaBISCT COOOM
CUCTEMATHU3UPOBAHHBIM MEPEYEHb PAa3/eIOB W NOAPA3AEIOB, OTpaXarolUX

OCHOBHbIE HampasieHus naesrenbHoctd OOMB. Cxema mnocrpoenus Ilepeuns

4 Tlonmoxenue o ILleHTpanbHOH JKCIIEPTHO-IPOBEPOUHON KOMHCCHH Tpu  DenepaabHOM
apXMBHOM areHTCTBE, YTBEpXAeHHOe mnpuka3zoMm PocapxuBa ot 8 HosOps 2019 1. Ne 173,
3apeructpupoBaHHbiM MuHrocToM Poccum 28 deBpans 2020 r., peructparuonsasii Ne 57634
(nanee — Ilonoxxenue o LIDTIK mpu Pocapxuse). [TyHkr 5.4(a).

® TTonoxenue o LIDTIK npu Pocapxuse. ITyHKT 5.4(6).



JJOKYMEHTOB BKJIIOYaeT B ceOsl JBa YpOBHS CHCTEMAaTH3allMU: pasjeibl U
nojpaszienbl. B OTAENbHBIX Cilyyasix B HEe MOTYT BKJIIOYATHCS TAKKE PYyOPUKHU
(TpeTuil ypoBEeHb CUCTEMATHU3AIIUN).

3.1.1. HammeHoBaHusi pasnenoB W mojpaszzaeioB llepeuHs TOKYMEHTOB,
OTpaXKaroluX THUIOBBIC YIpaBIEHYECKHWE (PYHKIUMU, U TOCIEAOBATEILHOCTh HX
pacnosioxeHuss B (CxeMme NOCTPOEHHs, B ILEJIOM, JOJDKHBI COOTBETCTBOBATH
HAaVMEHOBAHUSM U CUCTEMAaTU3alllH Pa3IesIoB U noApasnesios B [lepeune THIOBBIX
yIpaBJIEeHYECKUX apXUBHBIX JOKYMEHTOB (cM. [Ipunoxenue 3).

OtnenbHbIE pa3ieibl, KOTOPbIE HE UMEIOT MOAPA3AeTI0B B [lepeuHe TUITOBBIX
YIPABJICHUYECKUX apXMBHBIX JOKYMEHTOB (HalpuMep, TaKhe pasJelibl, Kak
«MexayHapoaHOE COTPYAHUUECTBOY», «H(MOpMallMOHHAS NeATeTbHOCThY ), MOTYT
OBITh JETATM3UPOBAHBI IyTEM BKJIIOYEHUS MOApa3nenoB B CxemMy MOCTPOCHHS
[lepeyHsi TOKYMEHTOB.

OtnenbHble moapaszaenbl llepeuHsd TUMOBBIX YNPABICHYECKUX APXUBHBIX
nokymMeHTOB B Cxeme moctpoenusi [lepednst TOKyMEHTOB MOTYT OBITh BBIICTICHBI B
caMoCTOsITelIbHbIE pazjenbl  (Hanpumep, «MudopMartuzanus aesTETbHOCTHY,
«KoHTpoab ¥ HaI30p»).

Ecimm  ¢ynkmus, orpaxenHas B crpykrype IlepeuHss  THHOBBIX
YIIPaBJICHYECKUX apPXUBHBIX JOKYMEHTOB, OTCYTCTBYeT Y DOUB, OHa B CTpyKTYypYy
[lepeuHsi TOKYMEHTOB HE BKJIIOYAETCA (HapUMeEp, SKCIUTyaTalus U 00CIyKUBaHUE
3JIaHUI ).

3.1.2. Ilpm moarotoBke pa3aenoB U mnojapazaeciaoB (CXxembl MOCTPOCHUSA
[lepeunst mOKyMeHTOB, oTpaxkaronmx crneuuduxky npesarensHoctd DGOUVB u
MOJABEIOMCTBEHHBIX €My OpraHu3aiuii, He0O0XOJUMO PYKOBOICTBOBATHCS
HOPMATUBHBIMHU TMPABOBBIMU aKTaMHU, OMPEICISIONIMMUA OCHOBHBIE HAMpPABJICHUS
nesitenbHocTH M pyHKImu @OUB, ero TeppuTopHabHBIX OPTaHOB U 3apyOEKHBIX
NpEACTAaBUTENILCTB  (MMPU WX  HAJIWYMU), YCTaBaMU  IOJBEJOMCTBEHHBIX
OpTaHU3AIHMA, OTPEACIIAIONUMH UX IS U BUBI ACSITSILHOCTH (CM. II. 2.2).

Jliist cuctemMaTu3aluy BISIBJICHHBIX HAMIPaBICHUH ASITEIbHOCTU U PYHKIUN

®OUB, ero TeppUTOpHAILHBIX OPraHOB U 3apyOEXHBIX MPEICTaBUTENILCTB (IIPU



UX HaM4YuM), LeJed MW BUAOB JIEATEIBHOCTH IOJBEIOMCTBEHHBIX €MY
OpraHu3aluii 1esecoodpa3Ho co3gaHue U BejaeHue 0a3 gqaHHbixX (cM. [Ipunoxenue
4).

Pasnenst m moxpaznmenst Cxembl mnoctpoeHus IlepedHs TOKyMEHTOB,
orpaxatonue crneuuduky nestenbHocth DOOWB u moaBeAOMCTBEHHBIX €My
OpraHu3aluid, peKOMEHAYETCS pacnonaratb mnocie paszgena «Kaaposoe
oOecrieueHuey. ITU pas/ieibl MOTYT UMETh 0000IIArOIINEe HA3BaHUS T€X WM MHBIX
HampaBjieHul JearenbHOoCTH (Hampumep, «OOpaszoBarenbHas AESTEIbHOCTDHY,
«lesTenpbHOCTh B cdepe IKeIC3HOAOPOKHOTO TPAHCIIOPTa») WM OTpaxarb
camMoCTOsATeNbHYI0  (pyHKIMIO (Hampumep, «®DopMupoBaHUE, pa3BUTHE WU
MOIepHU3aIMs HH()OPMAIMOHHO-aHATUTHYeCKOi cucteMbl Ob1epoccuiickas 6aza
BakaHcuii "Pabora B Poccuu'»).

[Tpu HEOOXOIUMOCTH B pa3zeliax BbIACISIOTCS MOpa3/ebl.

B kauecTBe OCHOBBI I Pa3leioB, OTPAKAIOIINUX HAYYHO-TEXHUYECKYIO U
IIPOU3BOJCTBEHHYIO JI€ATEIIBHOCTh, PEKOMEHJIYETCS MCHoJib30BaTh llepeueHpb
HTA.

@DyHKIMY, CBSI3aHHBIE C NPOEKTUPOBAHUEM, pa3pabOTKOH, BHEIPEHUEM H
IKCILTyaTanrel HHPOPMAIIMOHHBIX CHCTEM, B 3aBHCHUMOCTH OT WX 3HAYCHHUS B
nestenbHoctn  DOVIB, Moryt ObITh OTpak€Hbl B THUIIOBOM IOApPA3ZAEIIe
«Mudopmarn3anus ACATSILHOCTH» WM BOWTH B OTASIHbHBIN pazaen Ilepeuns
nokymeHToB. Ero mnpumepHas cTpykTypa MOXeT ObITh cienytomei: 1.
Opranusaius uHGopmaTu3auu (nudposusanuu) aestenbHocTH; 2. Co3manue u
pazBuTHE WHGOPMAIIMOHHBIX CHUCTEM; 3. OKCIulyatanus HWHGOPMAIIMOHHBIX
CUCTEM.

JIOKYMEHTBI O JIeATeIbHOCTH OMOIMOTEKH, CIPaBOYHO-HMH(POPMAIIMOHHOTO
¢doHIa, M3ATENbCTBA, 00 OCBEIIEHUU JESATENIbHOCTH OpPraHU3allud B CPENCTBAx
MaccoBOl HMH(OpManuMU U TI00aJbHBIX CETSIX, KAaK MpPaBWIO, OTHOCITCS K
tunoBoMy pazgeny 6 («UuHdopmannonHas AesTeNbHOCTH»). JlesTenbHOCTD
IEHTPOB HAYYHO-TEXHUYECKON WHGOpMALMK, HAYYHO-TEXHUYECKUX OHOIUOTEK

MOJKET OBITh OTpaX€Ha B pas3aciiax, BKIOYAIOMKUX JOKYMCHTBI II0 HAYYHO-



TEXHUYECKOW JAEATEIIbHOCTH, TAK KAaK B HHUX XPAHUTCS HAyYHO-TEXHHYECKAS
JOKyMEHTaIMsi (OTYEThl O HAyYHO-HCCIEI0BATEeIbCKON paboTe, TEeXHUYECKHe
OTYEThI, JICIOHUPOBAHHBIE PYKOINKCH, CTAaHAAPTHI, TEXHUYECKUE YCIOBUS,
NMaTEeHTHAs! JOKYMEHTaLHs U JIp.).

Ecnu moBelienne kBanudukanmuu U mpodeccruoHanbHas MepernoroToBKa
peanusyercsi He TOIbKO A cotpyaaukoB @OUB, a B pamkax o0pa3oBaTenbHON
NEATENbHOCTH HAa OCHOBE COOTBETCTBYIOIIEW JIMLIEH3UMM (Hampumep, 110
JIOTOBOpPaM), BOIMPOCY OCYUIECTBJIECHHUS 0Opa30BaTEIbHON NEATENbHOCTH JIOJKEH
ObITh TOCBSIIEH chenuanbHbiil pasnen Ilepeuns noxkymentoB. Ilpu »Tom
COXpaHSAETCS U COOTBETCTBYIOIIMI MOApa3aena B TUIIOBOM paszene «Kampooe
o0ecrieyeHuey.

3.2. Jns pa3pabotkn Cxemsbl 3BeHHOCTH IlepeuHsi [OKYMEHTOB
BBISIBJISIETCS HaJu4yue TEPPUTOPUATIBHBIX OpTraHoB, 3apyOeKHBIX
IIPEACTABUTENIBCTB, MOJABEAOMCTBEHHBIX opranuzanui ®OUB, onpenenstores ux
GyHKIUU U BUABI JEATEILHOCTH. BBISIBICHHBIC BUIBI OpTaHU3AIHN TPYIIUPYIOTCS
1o BbINOJNHAEMbIM QyHKUIUAM U Mecty B cucreMe ®OVIB. B nepyro ouepenb
BHUMAaHHE OOpamaercs Ha KIACCU(PUKANNIO OpPraHWU3aliid, BBITOIHSIOIINX
OCHOBHBIE, BCIIOMOTaTeIbHbIE U 0OCHyXuBatomue GyHknuu. B 3aBucUMOCTH OT
ATOTO ONPEAEIIAECTCS KOJTUYECTBO 3BEHBEB.

B 1-e 38eH0 Cxembl 3BeHHOCTH BKiItouaeTcss @POUB (uentpanbHblil annapat
®OUB), BO 2-€¢ 3B€HO — TEPPUTOPUAIIBHBIC OPTraHbl (MPU UX HAJIUYWHU), B 3-€ 3BEHO
— 3apyOeXKHbIE MPEICTABUTENHCTBA (MPU MX HAIMYUM U TPU YCJIOBUHU, YTO OHHU
SBIIAIOTCS IOPUIUYECKMMU JIMIIAMH), B TIOCIEAYIOIIME 3BEHBS BKIIOYAIOTCS
MO/IBE/IOMCTBEHHbIE OpraHu3alMi, KOTOpble MOryT OOpa30oBbIBATH OJHO WIIU
HECKOJIBKO 3BE€HbEB. Kak MpaBuiio, B CAaMOCTOSITENbHBIE 3BEHBS BBIICIISIIOTCS TAKHE
MOABEOMCTBEHHbBIE ~ OpraHM3aldH, KaK  MPOWU3BOACTBEHHBIE,  HAy4HO-
MCCIIEJOBATEIbCKUE 17§ ONBITHO-KOHCTPYKTOPCKHE, oOpa3oBaTesbHBbIE.
BcemomoraTenbHbie M 0OCTY)KMBAIOIIME OPraHM3AIlMM COCTABISIIOT TOCJEIHEee
3BeHO Ilepeuns goxkymentoB. Ecium B  ®OUNB wumeercs TOJBKO OJIHA

NOoABCAOMCTBCHHAA OpraHvu3alivsa, B 3BCHC YKAa3bIBACTCA €C IIOJIHOC HIIA



o(uIMaIbHOE COKPAIIEHHOE HAUMEHOBaHHUE.

KonudectBo 3BEHBEB MOXKET ObITh pa3IMYHBIM B 3aBUCUMOCTH OT
ctpykTypbl @OUB, dhyHKIIMOHATBHBIX 33124 MOJIBEJOMCTBEHHBIX OpraHU3aIUH.

[IpumepHas cxema 3BEHHOCTH llepedHss HOKYMEHTOB IIPEICTABICHA B
[Tpunoxennu 3.

Eciu @®OHWB He wuMeeT TEeppUTOPHAIBHBIX OPraHOB, 3apyOeKHBIX
IIPEJICTABUTEIILCTB U MOJABEIOMCTBEHHBIX OpraHusauuii, B Ilepeune qoKymMeHTOB
IIpEAYCMATPUBAETCS OJTHO 3BEHO.

3.3. Ctpykrypa (cxema MOCTpOEHHUS M 3BEHHOCTH) [lepedHsi JOKyMEHTOB
IOJDKHA OBITH paccMoTpeHa u corsacoana 1[OK® ®OUB, a sarem — LDIIK mpu
Pocapxuse’.

[Tpumep odopMiieHUsT TUTYIBHOTO JIUCTA CTPYKTYPHI (CXEMBI TOCTPOSHUS U
3BeHHOCTH) [lepeunsa moxkymenTtoB mig ee coriacoBanus LIDIIK mpu Pocapxuse

naH B [Ipunoxenun 6.

4. Pazpaborka IlepeyHsi JOKYyMEHTOB B COOTBETCTBHH CO CXeMOM ero
MOCTPOECHMSI

4.1. BoisiBjieHHE BHI0B U PAa3HOBUIHOCTEH JOKYMEHTOB, UX BKJIIOYEHHUE
B ctaTtbu IlepedHsi JOKYMEHTOB I11€JIeCOO0Pa3HO OCYIIECTBISATH MO CUCTEMaM U
BHJIaM JOKYMEHTALIUU:

- TUIIOBas YIpaBJICHUYECKass W HAy4YHO-TEXHUYECKash JOKyMeHTanus (Ha
OCHOBE TEPEYHEH TUIIOBBIX ApXMBHBIX JIOKYMEHTOB);

- JOKyMeHTamus, oTpaxaromas crnenupuky paestenbHoctu GOUB u
MOJIBEIOMCTBEHHBIX €EMY OpraHU3aLIH.

Ha nmanHOM 3Tame mOMHMO BBISIBIEHUSI COCTaBa JOKYMEHTOB H3y4daeTCs
MOpsZIOK ToKyMeHTupoBaHusi aearenbHocty @OUB 1 1moaBeJOMCTBEHHBIX €MY

OpFaHI/ISaLII/Iﬁ (B T. 4. COrIaCOBaAHUEC AOKYMCHTOB, MPCAOCTABJICHUC OTYCTHOCTHU

® TIpumepHOE MONOXKEHHE O IIEHTPANTBHOH AKCIEPTHONH KOMHCCHH (eiepatbHOTO OpraHa
TOCYyAapCTBEHHOW BIACTH, WHOTO (penepalbHOTO TOCYJapCTBEHHOTO OpraHa, YTBEPKICHHOE
npuka3oMm PocapxuBa ot 25 despans 2019 r. Ne 31, 3apeructpupoBanabiM MuntoctoMm Poccun
24 mrons 2019 r., peructpannonssiit Ne 55005. ITyHkT 6.3.

" Tlonoxenue o LIDTIK npu Pocapxuse. ITyHKT 5.4(a).
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MOABEIOMCTBEHHBIMU ~ OpraHU3allIMU U  TEPPUTOPUAIILHBIMU  OpraHaMu,
peanuzarus QyHKIUN KOHTPOJIs (Haa30pa) U T.11.).

CBeneHusi, BBISIBICHHbIE B pE3yJIbTaTe aHajlvM3a BUIOBOIO COCTaBa
JOKYMEHTOB, I1eJIieco00pa3Ho 0000IMHTh B Oa3e JaHHbIX (cM. [Ipmnoxenue 4).

4.1.1. Tlpu u3y4YyeHUH COCTaBa THUIIOBOM YNPaBIEHYECKOW TOKYMEHTAIUU
HEOOXOMMO CpPaBHUTHh BHUJIbI U PA3HOBHIHOCTH JTOKYMEHTOB, OOpa3yOIIUXCS B
nearenbHoctd @OUB, ¢ TeMu, KOTOphIE YKa3aHbl B MEPEUYHSIX TUIOBBIX apXHBHBIX
ToKyMeHTOB. [lpu Hanmumu ocoOeHHOCTeM uX cienyer oTpasuth B Ilepeune
JOKYMEHTOB (KOHKPETU3HPOBATh 3ar0JIOBKH, BKJIIOUUTH JOMOJIHHUTEIbHBIE CTaThU
B TUIIOBBIE Pa3/EIibl U T.1.).

B IlepedueHb TOKYMEHTOB HE BKIIIOHAIOTCS TUIIOBBIE CTATbH, HE UMEIOLIUE
oTHoleHus K janHoMy @OUMB 1 noaBe10MCTBEHHBIM €MY OpTaHU3alUSIM.

B crarbsx Ilepeunsi JOKyMEHTOB HE UCIOJIb3YIOTCS JJUTEPHBIE MTyHKTHI (a, O,
B...), KOHKPETH3HPYIOIIUE MECTO XPAHCHHUS JOKYMEHTOB (HAmpuMep, IO MECTy
pa3pabOTKH, paCCMOTPEHMS, PUHATHS, TTOJANUCAHUS, U3JaHUS, Y OTBETCTBEHHOTO
ucnoynutenst). Cpoku XpaHEHUs! pacpeiesisiioTCsl IO COOTBETCTBYIOIIUM 3BEHbSIM
[lepeuyHst TOKYMEHTOB.

4.1.2. BeisiBiCHHBIC BUBI U PA3HOBUIHOCTH JOKYMEHTOB IPYNIHUPYIOTCS B
CTaTbH.

B oaHy cTaThi0 MOXET BKIIFOYATHCS:

- OZIMH BUJ IOKYMEHTOB (Hanpumep, «HoMeHknarypa 10mKHOCTENR );

- HECKOJIbKO BUJOB TOKYMEHTOB (Hampumep, «OT4eTsl, cripaBku 00 oObeme
JIOKyMEHTOO0OpOTa B OpraHU3alliu»), €CId OHU OTHOCATCS K OJJHOMY BOIIPOCY,
polLiecCy U, Kak MPaBUiio, UMEIOT OJIMHAKOBBIA CPOK XPaHEHHUSI.

Ecniu B crarbe nepeumcisiercss Oonee JBYX BHAOB JIOKYMEHTOB,
pPEKOMEHIyeTCsl OOBEIUHATh WX CIEAYIOIIMM 00pa3oM: yKa3blBaTh CJIOBO
«JIOKYMEHTBD», 3aT€M B CKOOKAX MEPEUYHCIIATh BUAbI TOKYMEHTOB, IIOCIIE 3aKPBITHS

CKOOOK YTOUHSITh — IO KAKOMY BOIIPOCY, 10 KaKUM BUJAM JE€ATECIbHOCTH.
Hanpumep:

JlokyMeHTHI (IOKIaabl, 0030phI, CBOJKH, JOKIAJHBIC, CIY)KEOHbBIC 3alHCKHU, CIPABKH,
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CBEJICHMSI) CTPYKTYPHBIX MO/Ipa3/IeIEHU IO OCHOBHOM (MMPOQUIIbHOI) NeATENBHOCTH

Ecnu yka3zaHHbie B CTaThe JOKYMEHTHI 00pa3yloTCsl B Mpoliecce pa3padoTKU
OCHOBHOTO JOKYMEHTa, TO BHAuaje MPUBOJIUTCS BHUJ OCHOBHOTO JOKYMEHTa, a
3aTeM BHJbI BCIIOMOTATENBHBIX JIOKYMEHTOB — B CKOOKax Tociie 00O0O0IIaroIiero

CJIOBAa «TIOKYMCHTBD».
Hanpumep:
[Tnavpl, cTpaTernd, MPOrpaMMBI W JOKYMEHTHI K HUM (QKThI, CIIPaBKH, CBEICHHUS,
000CHOBaHHUSA, TIEPENHCKA, pPacyeThl, TAOJIUIBI, BEAOMOCTH), IOJIY4YEHHbIE W (WJIN)

COCTAaBJICHHBIC B XOAC OKa3aHUs ay JUTOPCKUX YCIIYT

Hckirouenne COCTaBIISIIOT BUABI JIOKYMEHTOB, OTPAXKAIOIIHUX JICATECIbHOCTh
KOJJICTHAJIbHBIX OPraHOB, KOTOPBIC MIEPCUUCIIAIOTCS Yepe3 3aATYIO.

Hanpumep:

ITpOTOKOJIBI, TOCTAHOBJIEHHUS, PEILIEHUS, CTCHOTPAMMBL. . .

I[OKYMGHTBI IIpyu 3TOM IICPCUHUCIAIOTCA B IIOPAAKC 3HAYMMOCTHU (OT
OCHOBHBIX — K BCIIOMOT'aTE€JIbHBIM, OT KOMIUIEKCHBIX — K YaCTHBIM H T.IL.).

Hay4Ho-TeXHMYECKHE TOKYMEHTBI MOTYT PaclojaratbCsi B COOTBETCTBHUM C
sTanaMu (CTaiusiIMu) KOHCTPYUPOBAHUSI, POSKTUPOBAHUS, Pa3paOOTKH.

Hcnons3oBanue GOpMYIUPOBKU «d JAp.» («U Jpyrue AOKYMEHTBI», «H
JPYTHE») TOCIIe TIePEUUCIICHUS BUJIOB JJOKYMEHTOB JIOIYCKAETCS JIUIb B TTOPSIKE
HCKJIIOUCHMSI: €CJIM COCTaB JOKYMCHTOB H€ YyKa3aH B HOPMATHMBHBIX aKTax H
CTaHJapTax MJIM yKa3aH YaCTMYHO, UJIM €CJIM HOPMATUBHBIMH aKTaMH OIIPEACIICHO,

9TO OH YCTAHABJIMBACTCA OpFaHI/ISaIII/Ieﬁ CaMOCTOATCIIBHO.
Hanpumep:
JloroBopel (KOHTPAKTbl) O NPOEKTUPOBAHUM, pa3pabOTKe, CO3/aHUM, BHEIPEHUU U
COIIPOBOKICHUU TPH IKCIUTyaTallM MH(POPMALMOHHBIX CHUCTEM M JOKYMEHTHl K HUM

(TexHMUecKue 3aJjaHusl, aKThl KJIacCU(UKAIUH, TUTAHBI, IEPEUHU U JPYTHUE)

Pesynpraret HUP, mpunaraemeie k oryeram, noaiiexamiue BkiawouyeHuto B EICY

(pyxomnucH, METOIMYECKUE pa3pabOTKU, CIPABOYHUKH U JIPYTHE TOKYMEHTHI)

HeobocHoBanHOE HCTOIB30BaHUE (HOPMYITUPOBKU «U APYTHE JOKYMEHTBD)
(«I/I ):[pyrI/Ie») HCIOOIMIYCTUMO, ITOCKOJIBKY ITO3BOJIMT PACHIMPUTCIBHO TOJIKOBATb

nosiokeHus llepedns, HuBenUpyeT ero HOpMaTUBHBIN XapaKTED.
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KoMIIeKThl HayYHO-TEXHUYECKOW JOKYMEHTALNU BKIIIOYaroTCs B [lepeueHp

JOKYMCHTOB C PAaCKpPbITUCM HWJIN oe3 PACKpPBITHA HX COCTaBa II0O aHAJIOTUHU C

Ilepeu

Hem HT/I.

Bua ynpaBieHYeCcKOro JIOKyMEHTa, KaK IpaBUIIO, KOHKPETU3UPYETCS B

HAMMCHOBAHHUHU €TI0 PA3SHOBHUIHOCTH, CBSI3aHHOM C dBTOPOM, KOPPCCIIOHACHTOM,

BOIIPOCOM, OOBEKTOM JOKYMEHTHUPOBAHHUS.

Ecim TOKyMEHTBI HECKOJIBKUX BHIOB (Pa3HOBHIIHOCTEH), OTHOCSIIHECS K

OTHOMY BOIIPOCY, TEMAaTHKE CTPYNIUPOBAHbI B OJJHOM CTAaThe, HO UMEIOT Pa3HbIN

CPOK XpaHCHUS, CTATbA pa36HBaeTc;1 Ha ITYHKTBI.

Hanpumep:

[Ipuka3ssr:

a) IO OCHOBHOM (MPOUIBHON) NeATETLHOCTH,

6) 110 aI[MI/IHI/ICTpaTI/IBHO-XOBHfICTBeHHOfI JACATCIIbHOCTH

Paznmuuuns B CPOKax XpaHCHHA OTACIIBHBIX BUJIOB JOKYMCHTOB, BKIIFOUCHHBIX

CTaTblO, MOT'YT OBITH OT'OBOPCHLI B IPUMCYAaHUU.

Hanpumep:
Homep Buj noxkymenra Cpok IIpumeyanus
CTAThH XpaHeHust
JOKYMEHTa
54 JlokyMeHTbl ~ (3asBI€HMS U 5 net (1) (1) Ilocne npekparienus aeicTBUSL
npuiaraeMble K HUM JMLIEH3UN
JIOKYMEHTBHI, IIPUKA3BI (2) Ilpukasel (pacmopspKeHuUs)

(paciopsixenusi) (2), Komuu
JULEH3UI, YBEIOMJICHHI, aKTOB
TPOBEPOK, MpEeaNUCaHuM,
MPOTOKOJIOB,  MOCTaHOBJICHU,
BBIMUCKH W3 PEIICHUH CyJa,
nepenucka) 1o
JUIEH3UPOBAHUIO  OTJIETBHBIX
BUJIOB J€SATEIBHOCTH

JMIICH3UPYIOLIETO oprana o
MPEIOCTABIICHUN  JIUICH3UU, O
nepeopOpMIICHUN  JIUIIEH3UH, O
NPOJUICHUHA  CpOKa  JIeHCTBUsA
JUICH3UH, O TPHOCTAHOBJICHUH,
BO30OHOBJICHUH H MPEKpaIIeHU!
HeﬁCTBHH JUICH3NHU, IIOJTYYCHHUU
nyOnukaTa nureH3uu — [locTosHHO

3aroJIoBKH BHUOOB U paBHOBI/II[HOCTeﬁ JAOKYMCHTOB B Hepequ JOJIDKHBI OBITH

KpaTKUMH W 4YeTKUMH. BHauane mpuBoauTcs B (pasHOBUAHOCTH) JIOKYMEHTA,

3aTEM

BOIIPOC, OTPAKECHHBIN B HEM.

Hanpumep:

JloroBOpBI AKCIUTyaTallul, PEMOHTA, apeH bl BHYTPEHHEH CBS3U

[Tepenucka 1o BompocaMm OXpaHbl TpyAa
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[Ipy >3TOM BONPOCHI, OTPAXKEHHBIE B JOKYMEHTax, YKa3bIBalOTCAd B
000011eHHOH (hopMe Oe3 U3MHUIITHEN JAeTaTu3aIiH.

Eciu BUA NOKyMEHTA HE UMEET PA3HOBUIHOCTEM, CBA3aHHBIX C TEMAaTUKOM,
JIOITYCKAETCSl HE YKa3bIBaTh OTPAKEHHBIE B HEM BOIIPOCHI.

Hanpumep:

Cuera-¢akTypsl

ITyTeBble IUCTHI

ABTOpBI WU KOPPECIIOHJEHTHI YKa3bIBAIOTCS B CTAThsIX, CHOPMUPOBAHHBIX
110 COOTBETCTBYIOIIEMY (AaBTOPCKOMY MJIM KOPPECIIOHICHTCKOMY ) MPU3HAKY.

Hanpumep:

JlokyMeHTHI (aKTbl, TPOTOKOJIbI, TOCTAHOBJICHHUS, ONPECICHUS, 3aKIIOUCHHUS, 3alPOCHI,

3asBJICHUSA, TEPENucKa) aJMHUHUCTPATUBHBIX KOMHUCCUH cyObekToB Poccuiickoii

deaepanyv, MyHULIUITAIBHBIX 00pa30BaHUN

IIpOTOKOIIBI KOMUCCUI U TPYIII 10 MEXKIYHAPOAHOMY COTPYAHUYECTBY

[Ipu cocTaBieHnM 3aroJIOBKOB, OTHOCSIIIUXCS K TIEPENUCKE, KOPPECTIOHAECHT
MOJKET YKa3bIBATbCS, €CIIA 3TO BIUSIET HA CPOK XPAHEHUS JOKYMEHTOB.

Hanpumep:

[lepenmncka co CTPaxoOBBIMH OPTAaHH3ALUSAMH TIO0 00S3aTETLHOMY MEIUIIMHCKOMY

CTpaxOBaHUIO

B ngpyrux ciydasx KOpPpPECHOHIIEHTHI YKa3biBalOTCsl He B Ilepeune
JIOKYMEHTOB, @ B HOMEHKJIATypax Ae.

ABTOpBI U KOPPECTIOHICHTBI YKa3bIBAIOTCA B CTaThsIX [lepeuHs: T0KyMEHTOB,
KaKk TMpaBuiio, 0000IIeHHO, 0e3 yKa3aHHWs KOHKPETHOTO Ha3BaHMUs OpraHa,
OpraHu3alvy, CTPYKTYpPHOTO nojapasjaeieHus. MckiroueHne MoxeT ObITh ClIeNIaHO
JUIs HamOoJiee BAXKHBIX POCCHMCKUX W MEXKIYHAPOAHBIX TOCYJapPCTBEHHBIX
OpraHoB, OOBEAVMHEHUN, (PUHAHCOBBHIX HWHCTUTYTOB U Jp. (Hampumep,
[IpaButensctBo Poccuiickonn ®denepaunu, HWcenonnurensnsii komurer CHI,
[lenTpanbubiii 6ank Poccutickoii denepanuu u T.1.).

Ha3Banus BHUJIOB M Pa3HOBUJIHOCTEH JTOKYMEHTOB, 3a()MKCHPOBAHHBIE B
3aKOHOJIATEJIbHBIX WM HHBIX HOPMATHUBHBIX IPABOBBIX AaKTaX, IPUBOASITCA

nomHocThio.  Creayer CTpeMUTbCs K €AWHOM, YHUGUIMPOBaHHOW dopme
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COCTaBJICHHUS 3ar0JI0BKOB B pamMKkax Bcero [lepeuHst JOKyMEHTOB.

B crareu IlepeuHs MOKyMEHTOB BKJIIOYAIOTCS peecTpbl, 0a3bl JaHHBIX U
WHbIEe UH()OPMAIIMOHHBIE PECYPCHI.

Ecoun B cucreme anekTpoHHOro aokymeHroobopora (COJl) mmu cucreme
XpaHeHus MeKTPOHHBIX NTOKyMeHToB (CX3/[) ®OUB ocymiecTBisieTcss XpaHeHUE
JOKYMEHTOB pa3JIMYHBIX BUJOB M PA3HOBHUJIHOCTEH (IIPUKA30B MO OCHOBHOMU
JEATENIbHOCTH M JIMYHOMY COCTaBY, JOKYMEHTOB TEKYILIEro M MEPCHEKTUBHOIO
IJIAaHUPOBAHUSI, TEPBUYHOM W CBOJHOM (UHAHCOBOM W  CTaTHCTUYECKOU
OTUYETHOCTH, IOTOBOPOB), UMEIOIIUX PAa3HbIE CPOKU XPaHEHUS, BUAbI IOKYMEHTOB
BHOcsATC B pasubie cratbu [lepeuns. COJl (CXDJl) ornmenbHOM craTheld B
[lepeuenr He Briatoyaercs. Cpoku XxpaneHus 60a3 ganHeix COJ (CXD)
YCTAaHABIMBAIOTCSI B COOTBETCTBUM cO cratbed 182 Ilepeunss THUHOBBIX
YIPaBJIECHYECKUX APXUBHBIX JTOKYMEHTOB.

B 3aronoBku cTaTed, BKIIOYAIONIMX KHHUTHU, KapTOTEKHU, KYpPHAJbI,
11e1ecCo00pa3HO TOOABIATH Yepe3 3amsATyl0 «0a3bl NaHHBIXY», MOCKOJIbKY JTaHHbBIC
JIOKYMEHTBl MOTYT CO37aBaTbCid B DJJIEKTPOHHOM Buie. JlomyckaeTrcss Takxke
yKa3aHUe Ha 3JIEKTPOHHYIO (OpMY UX BEJACHHS B IPUMEUYAHUSIX.

Pexkomennyercs BkIO4aTh B cTatbu IlepeyHss HE TONBKO BUIBI
(pa3HOBUIHOCTH) JIOKYMEHTOB, HO U JOKYMEHTHUPOBAHHYIO HH(OpMaLUIO B
paznuuHbIX (dopmax (Hampumep, 3asBKH, OQPOPMIICHHBIE Uepe3 3amloJHEHUE
AIIEKTPOHHON (OpMBI TIPU peecTpoBOd (opMe TMOJTyueHUs YCIyr; 3alucu B
MH(OPMAIIMOHHOW CHCTEME; BHJEO3AMMCH W ayauo3anucu U Ap.). OTaenbHbIE
daiipl  TaHHBIX, TOJYYCHHBIC, HANpPUMEpP, B pPE3yibTaTe TEIEMETPUU WIH
UCTIBITAHUM W3JIeNus, MPOJIYKLMH, IerecooOpa3Ho BKiIoyaTh B Ilepedennp mon
3arOJIOBKOM «JIaHHBIe O (yKazawue 6onpoca, 6uoa OesmerbHOCmu, 00beKma
UBMEPEHU).

[Ipu BrimoyeHun B IlepeyeHb TOCYJAPCTBEHHBIX W MYHHUIUIAIBHBIX
WHOOPMAITMOHHBIX CHCTEM CIEAyeT MPUBOAUTH HAWMEHOBAaHUE CHUCTEMBI,
yKa3aHHO€ B HOPMATUBHOM aKTe (KOHUEIMIINHU, TTOJI0KEHUH ).

[Tockonbky MH(pOpMAIIMOHHAs CUCTEMa BKJIIOYAET B CeOsl TEXHUUYECKUE U
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TEXHOJIOTUYECKUE CPEIACTBA, CPOK XPaHCHUSA I KOTOPBIX HE ONPEACIISICTCS
[lepeuneM, 1enecooOpa3HO B Ha3BaHMHM CTaThbU HCIOJIB30BaTh (DOPMYITUPOBKY
«0a3a gaHHbIX UHGHOPMAIIMOHHON CUCTEMBDY.

Hanpumep:

baza nanHBIX WHGOPMALMOHHOM CHUCTEMBI MO BEIEHUIO TOCYJAapPCTBEHHOIO YydeTa

HAYYHO-HCCIIEIOBATENIbCKUX, OMNBITHO-KOHCTPYKTOPCKMX U TEXHOJOTHYECKUX padoT

TpaXXIaHCKOI'O Ha3HAUCHUA

[Ipu »3TOM cleyeT Y4YWUTHIBaTh, 4YTO ©Oa3bl JAHHBIX MOJCUCTEM OIHOMN
CUCTEMbI MOT'YT MMETh Pa3Hble CPOKM XPAaHEHUs, B TAaKUX CIIy4dasX UX CIleayeT

BKJIIOYWUTH B PA3HBIC CTATbU HGpC‘IHH WJIn BBIICINUTD B OI[HOﬁ CTaTbC IIYHKTBI (a, 6,

B...).

Cpoku xpaHeHusi 0a3 JaHHBIX ONPENENSIOTCS HAa OCHOBAHUM CPOKOB

XpaHEeHUs IOKYMEHTOB, BKJIIIOUYEHHBIX B 0a3y JaHHBIX.
Hanpumep:
ba3za naHHBIX KOMIUIEKCa NPOrpaMMHBIX cpenctB «lIpaBooxpana — AIMHUHUCTPATUBHbBIE
MpaBOHApyILIEHUs», Ccpok xpaHeHuss koropoil B Ilepeune ®TC Poccuu ompenenex
ciefyomM obpazoM: «B  coOTBeTCTBMHM €O CpPOKOM XpaHEHHMS JIOKYMEHTOB,

INOMCIIICHHBIX B 68.3y I[aHHLIX»8.

Ecnmu 6Ga3a nmaHHBIX BBIMONHSAET (YHKIMH >KypHAJa ydeTa, PerucTpalliu,
CpOK €€ XpaHCHHA YCTAHABIMBACTCA 110 AaHAJIOTHMMU CO CpOKaMMU XPAaHCHUA
COOTBETCTBYIOIIUX XYPHAJIOB.

Hanpumep:

ba3za naHHBIX aBTOMAaTU3UPOBAHHOW CHUCTEMBI KOHTPOJISI M Yy4Y€Ta HCIOJIb30BAHUS

AKIM3HBIX MApOK JIJIT MAapKUPOBKH aJIKOTOJIbHOU 1 TabauHou nmpoaykiuu (KIIC «Mapka-

K»), cpOK XpaHeHHs KOTOPOil — 5 JIeT 1mocJjie UCIoNb30BaHUsS MapOK'.

YHpaBHGH‘-IGCKI/Ie JOKYMCHTBI, CBA3aHHBIC C BCACHHCM M HMCIIOJIB30BAHHCM

8 [lepeuenns 10KyMeHTOB, 0Opasylomuxcs B AeaTelbHocTH DenepaabHOM TAMOKEHHON CITyKOBI,
€€ TEepPPUTOPHUAIBHBIX OPraHOB M oOpraHu3anuii, Haxongmuxcs B BeaeHun DPTC Poccum, c
yKa3zaHHEM CPOKOB MX XpaHEHus, yTBepxaeHHbIl npukazoM @ TC Poccun ot 6 centsops 2021 r.
Ne 747. Cratpsa 926.

® Tlepeuns IOKyMeHTOB, 0Opa3yIOIUXCs B AesTenbHOCTH DenepanbHOl TAMOKEHHON CITyKOBI,
€€ TEepPPUTOPHUAIBHBIX OPraHOB M oOpraHu3anuii, Haxongmuxcs B BeaeHun DPTC Poccum, c
yKa3aHHUEM CPOKOB MX XpaHEHus, yTBepxaeHHbIi npukazoM @TC Poccun ot 6 centsops 2021 r.
Ne 747. Cratesa §830.
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WH()OPMAITMOHHONW CHCTEMBI, BKJIOUAIOTCS B pazaen llepeuHs, K KOTOpOMy
OTHOCHUTCSl JIaHHAsi CUCTEMa MO CBOMM (DYHKIMSM M Ha3HAYEHHUIO, U MOTYT OBbITh
yKa3aHbl B OTAEIBHOM CTaThe (CTAThsIX).

Ecnmu mHbopmarmonnasi cucteMa UMeeT CIOXKHYIO0 CTPYKTYpY, €€ pecypchbl
MOTYT OBITh BKJIFOUEHBI B pa3Hble cTaThi [lepeunsi.

Hanpumep, BXojsiiue B COCTaB aBTOMATU3UPOBAHHONW WHQPOPMAIMOHHOMN
cucteMbl (AWC) «Hanor-3» peectpel: EnuHbli TroCymapCTBEHHBIM peecTp
IOpUIMYECKUX Jinll, EAWHBIA rocyaapCTBEHHBIM pEEeCTp HWHIUBUIYATbHBIX
npeanpuHuMarened, ENWHBIM TOCyIapCTBEHHBIM PEECTP HAJIOTIOIUIATENBIINKOB
BKIIFOYEHBI B pasHble cTaThk Ilepeuns denepanbHON HAIOTOBOM CIIy kOB,

JIOKyMEHTBI, TOJTBEPKIAIOIINE 3allUCh peecTpa, B OyMaXkHOU U
AIIEKTPOHHOUN (hopMe («peecTpoBOe JEI0»), KaK MPaBWIIO, UMEIOT CPOK XpaHEHUS
CaMOI'0 pEeecTpa, HOaKE€ €CIU OTACNbHbIE BHIBI JTOKYMEHTOB (CBEICHUS,
3aKJTIOUCHMS) OOBIYHO UMEIOT MEHBIIMNA Cpok XpaHeHus. llenecooOpaszHo
BKIouaTh uXx B llepeduens ¢ dopmymmpoBkoit «(I'ocymapcTBeHHBIN) peecTp
(peructp, KagacTp — HauMeHo8aHue) U NTOKYMEHTHI (BUbI JOKYMEHTOB COTJIACHO
HOPMATUBHBIM aKTaM) TI0 €r0 BEJCHHION.

Hay4yHo-TeXHMYECKHE JOKYMEHTBI, CBS3aHHBIE C IPOCKTUPOBAHUEM,
BHEJIPEHHUEM M dKCIUTyaTalueid MHPOPMAIIMOHHBIX CUCTEM, BKIIIOUAIOTCS B pa3jel
«Mudopmatn3anus AEATSIBHOCTH» WM OTACHBHBIN pa3lei, BKIIOYAROIIHI
JIOKYMEHTBI 110 HH()OPMAIIMOHHBIM CUCTEMAaM U TEXHOJIOTUSIM.

4.2. CucremaTH3aumsi cTaTeii BHYTPH pa3lejioB H TOAPa3/ieioB
Ilepeunsi ocymiecTBISETCS B COOTBETCTBHM C (DYHKIMSIMU, MPU OCYIIECTBICHUU
KOTOPBIX 00pa3yroTCsl TaHHBIE IOKYMEHTHI.

4.2.1. TlocnemoBaTenbHOCTh PACTOJOXKCHUS CTaTed OMNpeAenseTcs B
COOTBETCTBUHM CO 3HAYMMOCTBHIO BUJIOB JIOKYMEHTOB M HUX coAepkaHueM. Tak,

Harpumep:

10 [Tepeuens moxkyMeHTOB, 06pasyomuXCs B Ipolecce AeaTebHocTH DeaepanbHoil HaTOroBok
CIly’)KOBI, €€ TeppPUTOPHAIIBHBIX OPraHOB M IOABEJOMCTBEHHBIX OpraHM3alMi, C yKa3aHHEM
CPOKOB MX XpaHEHUs, YTBEPKACHHBIN Mpuka3zoM PenepaabHON HaTOTOBOH CITyKOBI OT 2 HOSIOps
2021 r. Ne ENI-7-10/952. Cratbu 288-302.
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- BHAUaJIe pACHOJIararOTCs 3aKOHOJATEIbHBIC, WHBIE HOPMAaTUBHBIC
IIPABOBBIE  aKThl, JIOKAJBHBIE HOPMATHBHBIE AaKTBl W  HX  IIPOEKTHI,
pacrnopsiAuTENbHbIE JOKYMEHTBI, 3aT€M — OPraHU3AallMOHHBIE W  YYETHBIC
JNOKYMEHTBI;

- JTOKYMEHTBI, OTHOCSAIINECA K JEATEIBbHOCTH BCEH OpraHU3alud, — Iepes
JOKYMEHTAMH, OTHOCSIIMMUCS K €€ CTPYKTYPHBIM I1OIPA3ICIICHUSM;

- TOZIOBBIE IUIAHBI — NIEPE] KBAPTAIBHBIMU

v p.

4.2.2. Tlepenncka BkItoYaeTcsl B cTaThu [lepedHs COBMECTHO C APYyTUMU
JOKYMEHTaMu (Hanpumep, «JloKyMeHTHI (JOKJIabl, OTUYETHI, CIIPABKH, NEPETIHUCKA)
O BBIMIOJIHEHUHU MPUKA30B, PACIIOPSHKEHUI) UM BBIIETSETCS B OTACIIbHBIE CTAThU
(manpumep, «Ilepemnucka mo Bompocam JIEIOIPOU3BOJICTBA U APXUBHOTO JITaY ).

Pexomenayercs npeycMaTpuBaTh OOLIYIO CTAThIO «IIEPEMUCKA 1O MAKOM)-
mo 6onpocy» B KOHLEe Nojipa3nienoB, pyOpuk [lepeuns nokymeHnToB. Jlonmyckaercs
MMETh HECKOJIBKO CTAaTeNl «IEPENuCKa» B OJHOM CTPYKTypHOM udactu llepeuns,
€Cii B HEH BBIJEISIETCS HECKOJBKO TEMAaTHYECKUX OJIOKOB, a CPOKH XPaHEHHS
IIEPENNCKU II0 Pa3HBIM BONPOCAM PaA3NUYAOTCI. B 3TOM ciydae «mepenucka»
pacnojaraercsi mocjie KaxJjoro TeMaTudeckoro 0Ji0ka, Mpu 3TOM YTOUHSETCS, 1O
KaKOMY OHa BOIIPOCY.

4.23. TIlpu HEOOXOAMMOCTH  OCYIIECTBISETCS yTOYHEHHE  CXEMBI
noctpoeHusi llepeuHs AOKYMEHTOB (KOHKpETHM3alMsi Ha3BaHWUWM pa3JesioB U
NOJIPa3/IeNIoB, UX OOBEAMHEHUE WM Pa3JeieHHUE, BBIICICHHE JOMOJHUTEIbHBIX
TIO/IPa3/IeIIOB).

4.3. OnpeaeneHne W YCTAHOBJIEHHE CPOKOB XpaHEHHsI JOKYMEHTOB
OCYILLECTBJISIETCA I Kaxaoro 3BeHa Ilepeunsa. Ecim  oraenpHble  BHABI
JOKYMEHTOB HE 00pa3yroTcs B AESITENbHOCTU OpraHu3aluii TOro WIK UHOTO 3BEHA,
BMECTO CPOKA XPAHEHHUsI CTABUTCS IPOYEPK.

4.3.2. [Ipp  omnpeneneHnH  CPOKOB  XPAHEHUS  HMCIHOJIB3YIOTCS
3aKOHOJATENbHBIE AKTHI, IEPEYHU THUIOBBIX APXMUBHBIX JIOKYMEHTOB U WHBIC

HOPMATUBHLBIC TIIPABOBBLIC AKTbl, KOTOPBIMH YCTAHOBJICHBI CPOKH XpPaHCHHUA
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JOKYMEHTOB T€X WJIM UHBIX BUJOB U Pa3HOBUIHOCTEH.

Cpoku XpaHEHHUs] JOKYMEHTOB, YCTAHOBJIEHHBIC II€PEUHSMU THUIIOBBIX
ApPXUBHBIX JJOKYMEHTOB, HE MOTYT OBITb CHHUXEHBI (3TO HE OTHOCHUTCS K KOMHSIM
JOKYMEHTOB M K JOKyMEHTaM, IPUCIAHHBIM JJI1 CBEACHHS WIH COIVIACOBAHMS, IS
KOTOPBIX YCTaHaBJIMBAETCS CPOK XpaHeHUs «/lo MHHOBaHUS HAaTOOHOCTH» WU
«/1o 3aMeHbI HOBBIMMY). CPOKHM XpaHEHHsI TOKYMEHTOB MOTYT OBITh YBEJIMYEHBI 110
CPaBHEHMIO C YKa3aHHBIMH B CTaThsIX IEPEYHEN THUIIOBBIX apXHWBHBIX JTOKYMEHTOB,
€CJIM 3TO 00YCIIOBJIEHO MPAKTUYECKOW HEOOXOAMMOCTHIO.

[Ipn omnpeneneHUU CpPOKOB XpaHEHUS JIOKYMEHTOB, OTPaKAIOIIMX
cneuuduky aeareabHoctd POVB M 1moiBeIOMCTBEHHBIX €My OpraHu3alui, He
YCTAaHOBJICHHBIX ~ HOPMATUBHBIMM  TPABOBBIMM  aKTaMH,  PEKOMEHAyeTCs
PYKOBOJCTBOBATHCS CIEIYIOLIUMU KPUTEPUAMU:

- HCTOpUYECKasi 3HAUUMOCTb JIOKYMEHTOB;

- IPaKTHYECKasi 3HAYUMOCTh IOKYMEHTOB;

- COLMAJIbHO-TIPABOBOE 3HAYEHUE JOKYMEHTOB;

- BOCTpEOOBAaHHOCTh JIOKYMEHTOB IPU OCYLIECTBIECHUU MPOBEPOK, PEBU3HI
KOHTPOJUPYIOIIMMH W HAA30pPHBIMU oOpraHamMu (Ipd 3TOM  YYHTHIBAETCS
NEPUOJNYHOCTh TAaKMX IPOBEPOK, PEBHU3UM; CPOK, 32 KOTOPBIM 3alpalinBarOTCs
JOKYMEHTHI U JaHHBIC);

- CPOK MCKOBOW JaBHOCTH;

- YCJIOBHSI JIOTOBOPOB, ONPEIEISIONIMX CPOKA W MECTO XpaHECHHS
JOKYMEHTOB (OPUTMHAJIOB U KOMHHN);

- TMOTJIOIIEHHOCTh MH(POPMAIMK B APYTUX JOKYMEHTaX (YUUTHIBACTCS TAKKE
BUJI TOBTOPSIEMOCTH UH(POPMALIUN — aHATUTHUKO-CUHTETHYCCKas U (popMasbHas).

JUisi Hay4YHO-TEXHUYECKOW JOKYMEHTAIlMM IPUHUMAETCd BO BHUMAaHUE
3HAYUMOCTb JIOKYMEHTOB C YYETOM 3TAloB U CTaJAUN pa3pabOTKU, KOMIJIEKTHOCTH
HAyYHO-TEXHUUYECKOU JOKYMEHTAIUH.

4.3.3. Cpoku XpaHeHHsS HOKYMEHTOB HE 3aBHCAT OT TOTO, BEACTCA JIH
JOKYMEHT Ha OyMa)>KHOM HOCHUTEJIE WIH B 3JIEKTPOHHOM BHJIE.

Cpoxku xpaHeHuss uHpOpMaluu, cojJepkamieiics B 0a3e JaHHBIX
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UHPOPMAIITMOHHON CHUCTEMBI, HE MOTYT OBITh MEHBIIE CPOKOB, KOTOpPbIE
YCTaHOBJICHBI ISl XpPaHEHUsI JOKYMEHTOB Ha OyMa)KHOM HOCHUTEJIE, COJAEpKAIINX
Takyio nadopmanuio,t! u, kak npaBuIo, COBNALAIOT C HUMH 2,

Cpok XpaHEHHsS] JOKYMEHTOB, SBISIOIIMXCS MPWIOKEHUSIMU K JAPYromy
JOKYMEHTY (32 HCKIIOUYEHHEM COMPOBOJIUTEIHHOTO MHChMa), OMIpEneseTcs
CPOKOM XpaHEHHsI OCHOBHOT'O JJOKYMEHTA.

4.3.4. Cpox xpanenusi «IlocTossHHO», KaK MPaBUJIO, YCTAHABIMBACTCS II0
MECTY co3/1aHus (MOAMUCAHUS, YTBEPKACHUS ) MOUIMHHUKA JJOKYMEHTA.

Jnst moxkymeHTanuu, oTrpaxarouleil cnenuduky aesrenbHoctu POUB u
MOABEIOMCTBEHHBIX €My OpraHu3anuii, cpok XxpaHeHus «IlocTossHHO» Moker
MCIIOJIb30BAThHCS TOJBKO B OTHOIIEHUH UCTOPUYECKU 3HAYUMBIX JOKYMEHTOB.

4.3.5. TlepeuneM MOTYT OBITh YCTAHOBJICHBI CIEAYIOLINE BPEMEHHbIE CPOKU
XpaHeHMs TOKyMeHToB: 1 rox, 3 rona, 5 ner, 6 ner, 10 ner, 15 ner, 20 ner, 45 ner,
50 ner m 75 ner. Moxer OBITb YCTAHOBJIEH M HHOM CpPOK XpaHEHUs, He
IPOTHUBOPEYAILNN 3aKOHOIaTEIbCTBY .

4.3.6. Cpok xpanenusi «Jlo JTUKBUAALMK OpPraHU3alUU» TPUMEHSETCS IS
JOKYMEHTOB  JUTUTEIBHONM NPAKTHUYECKON 3HAYMMOCTH, HEOOXOJIUMBIX JJIS
(GyHKIMOHUPOBAHUS OPraHU3allMi Ha TPOTSKEHUU BCETO €€ CYIIECTBOBAaHUSA, a
nocJjie JUMKBUAALMU OpraHU3alliM MOJUIeKAIIUX BO3MOXHOMY BKJIIOUEHUIO B
coctaB ApxuBHOro (poHma Poccuiickoit denepannu HA OCHOBE SKCHEPTHU3BI UX
LEHHOCTH.

4.3.7. Cpox xpaHenus «Jlo MuHOBaHMS HaJOOHOCTW» O3HAYAET, YTO
CTPYKTYpHBIE TOJpA3ACICHUSI, OpPraHU3allMi BIpPaBE€ CaMU OIPEIEIATh CPOK
XpaHEeHUsI TaKUX JOKYMEHTOB B COOTBETCTBMHU C MPAKTHUECKUMHU 3aJadaMHu HX

HCIIOJIB30BAHMA, OAHAKO 3TOT CPOK HC MOXKET COCTABJIATH MCHCC OAHOIO roaa.

1! Ecnu unoe He ycTaHOBJIEHO HOPMATUBHBIMU HPABOBBIMH AKTaMH. B COOTBETCTBHH C ITyHKTOM
24 nocranosnenus [IpasutensctBa Poccuiickoit @enepanuu ot 6 uronst 2015 r. Ne 676.

12 McrounnkoM nnisl BBISABJIEHHS BHIOB JOKYMEHTOB U COOTHECEHMS BHIOB JOKYMEHTOB M
JOKYMEHTHOM wuH(popMau MoxkeT OblTh DenepaibHas rocynapcTBeHHas HH(OpMaIOHHAS
cucTeMa y4dera MH(GOPMAIMOHHBIX CHCTEM, CO3/1aBaeMbIX M HMPHOOPETAEMBIX 3a CUET CPENCTB
denepanbHOro OrojkeTa M OIOKETOB TOCYAApPCTBEHHBIX BHEOIO/DKETHBIX (POHAOB, U HHbBIE
peecTpsl HHYOPMALMOHHBIX PECYPCOB U CHCTEM.
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4.3.8. Cpok xpanenus «/lo 3aMeHbl HOBBIMI» NMPHUMEHSAETCS B OTHOLICHUH
HOPMaTUBHBIX JIOKYMEHTOB, IOKYMEHTOB IUPEKTUBHOIO XapaKTepa, PyKOBOJCTB,
KOTOPbIE HAIlpaBJIEHbI B OPraHU3aUIO JJIs1 UCIIOJIb30BaHUS B paboTe U AEHCTBYIOT
710 T€X MOp, OKa HE OyAYT OTMEHEHBI WU 3aMEHEHBI.

4.3.9. Ormerka «3IIK» («DkcnepTHO-POBEpPOYHAS ~ KOMHCCHS),
IIPOCTABJIEHHAsA K CPOKAM XPaHEHUs OTJEIbHBIX BUJIOB JOKYMEHTOB, 03HAYa€ET, UTO
yKa3aHHbIE JTOKYMEHTBI WM YaCTh YKA3aHHBIX JTOKYMEHTOB MOTYT ObITh OTOOpaHBI
Ha TIOCTOSIHHOE XpaHEHUE MO pe3yibTaTaM 3KCHEPTH3bl MX LEHHOCTH. B 3ToM
clly4ae IocJie UCTEUEHHUs] YCTaHOBJIEHHOTO CPOKA XPAaHEHHUs TOKYMEHThI OAJIekKaT
PAacCMOTPEHMIO Ha 3aceaHuu dKCIepTHOro oprana (DkcrneptHoit komuccuu (OK)
win llenTpanbHoil skcnepTHOM komuccuu (I[9K) — B 3aBuCHMOCTH OT YypOBHSA
OpraHu3alyH), JJIs IPUHATHS PELIEHUS O IPOAJIEHUH JAHHOTO CPOKa (B TOM YHUCIIE
00 oTOope Ha TMOCTOSHHOE XpaHEHWE) WM ero NMPUMEHEHUU Oe3 H3MEHEHUS.
COOTBETCTBYIOUIME OINUCU JEJ, TOKYMEHTOB IOCTOSHHOI'O XPAaHEHHUS MOJIEkKAT
BriocneAcTBur yTBepxkaeHuto JIIK ¢enepanbHOro rocynapcTBEHHOrO apxuBa,
MCTOYHHUKOM KOMILIEKTOBaHUS KoToporo sisisiercas DOUB.

Ormerkn «[I9K» u «3K» o03Ha4aror, YTO MJAOKYMEHTHI MOMJIEeKAT
0053aTeIbHONM 3KCHEPTU3€ ILIEHHOCTH IO HCTEUEHUU YCTAHOBJIEHHOI'O CpOKa
xpaHenus. Ilpu 3TOM CpOKM XpaHEHHS HEKOTOPBIX JOKYMEHTOB, HMEIOIIHNX
JUINTEJIbHOE TPAKTHYECKOE 3HAYEHUE, MOTYT OBITh YBEIMYEHBI 110 PELICHUIO
skcriepTHOro oprana. Cpok xpanenusi «IIoCTOSSHHO» MpPU 3TOM HE MOMKET OBITh
IPUMEHEH.

J10 pelIeHnst COOTBETCTBYIOIIEH KOMUCCUHM YHUYTOXEHUE TOKYMEHTOB, JUIS
KOTOPBIX YCTaHOBJIEHBI Cpoku XpaHeHus: ¢ otMetkamu JIIK, [IOK, DK, He moxer
OBITH OCYILECTBJIEHO.

4.4. Tlpm nepepadorke aeiictBywomero IlepeyHsi JA0KyMeHTOB
PEKOMEHYETCSI UCIIOJIB30BATh CIIEIYIOIINN AJITOPUTM ACHCTBHI:

1) Pa3pabotka u cornacoanue [[IK ®OUB, I[[DTIK npu PocapxuBe HOBOM
CTPYKTYPBI (CXEMbI TOCTPOEHUs U 3BeHHOCTH) [lepeuHst 10KyMeHTOB;

2) Pacnpenenenue crareit aeiictByromero [lepeyHsi B COOTBETCTBHH CO
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CXEMOU MOCTPOCHHS,;

3) CpaBuenue crateit pazzaenoB llepeuns, moanexaniero nepepaboTke, co
CTaTbsIMH  COOTBETCTBYIOIIMX  pA3[€JIOB MEPEYHEW TUIOBBIX  APXUBHBIX
JIOKYMEHTOB, aKTyaldbHbIX HOMeHKiIatyp aen DOWB, ero TteppuTropuanbHbIX
OpPIaHoB, 3apy0ekKHBIX MIPEICTABUTENLCTB U MOABEIOMCTBEHHBIX OpraHU3auii’,

[Ipu BBISIBJICHUU pacX0kACHUN B ((OPMYJIHPOBKAX CIEAYET OpaTh 32 OCHOBY
(bOpMYITMPOBKU CTaTel MepeyHEed THUIOBBIX APXUBHBIX JOKyMEHTOB. Ilpu sTom
GbopMyJIMPOBKM  CTaTe€d MOTYT KOHKPETH3UpPOBAaTh U  yTOUHSTH COCTaB
JIOKYMEHTAIIUU B COOTBETCTBUM CO CHEHU(PUKON peanu3aldd TEM WU UHBIM

®OWB TUnoBbIx PyHKIUH.

Hanpumep, cratbm 00 aTTecTaluu TMepcoHaysa (MPUKa3bl, CIUCKH, IMPOTOKOJIBI

ATTCCTAalIMOHHBIX KOMHCCHﬁ, IIOCTAaHOBJICHUA, 3asBJICHHA, BC,Z[OMOCTI/I) MOTYT OBITE

AOMOJHCHBI BUAAMH JOKYMCHTOB O ,[[O6pOBOJIbHOI>’I aTTecTanuu Me[[pa6OTHI/IKOB (OT‘-IGT (6]

npodeccroHalIbHOM 1eATENbHOCTH, 3aKI0YEHNE HIKCIIEPTHON KOMUCCHM HA OTYET) U Jp.

[Ipu OTCYTCTBHM B INEPEUHSIX TUIIOBBIX aPXUBHBIX TOKYMEHTOB HEKOTOPBIX
panee umeBmuxcs B [lepeune @ONMB crarteld cieayer mpoBEpUTh, BEAYTCS JIH
takne J0kyMeHThl B @®OWB u 1OABEAOMCTBEHHBIX €My OpraHu3alusIX B
HACTOSIIIIEE BPEMS, U IPUHSATH PEIICHUE:

- 00 ux coxpanenuu B [lepeyne T0KyMEHTOB B TOM K€ pa3Jielie;

- 0 HEOOXOJIMMOCTH X TepeHoca B Jipyrou pasnaen [lepeuHs 10KyMEHTOB;

- 00 uckimouennn u3 [lepedns B cBs3M C TeM, UTO TaKHE TOKYMEHTHI yKE HE
co3natorcs B aearenbHocTd @OVB v noiBe JOMCTBEHHBIX EMY OpraHU3allUi.

YTouHEHHE COCTaBa TUIIOBOW HAYYHO-TEXHUYECKOM JTOKYMEHTALUH MOMKET
OCYIIECTBIIITECS TAK)KE€ HA OCHOBAHUM JOKYMEHTOB HAIIMOHAIBHOM CHUCTEMBI

CTaHdapTU3alui, pCTUOHAJIBHBIX U OTPACJICBBIX CTAHAAPTOB.

18 JlefictByromum IlepeuneM MOXKeT ObITh BEJIOMCTBEHHBI IepeueHb  (IIEPEuHH),

cormacoBanHbil L[OIIK T'AY mpu Cosere Munncrpor CCCP, npomemmmii npouexypy
uHkopnopaunu Muntoctom Poccun npaBoBeix akToB CCCP u PCOCP mnm ux OTAEIbHBIX
MOJIOXKEHUH B 3aKOHOAaTeNbCcTBO Poccuiickoit deneparnu, mpeayCMOTPEHHYO TTOITYHKTOM «0»
nyHkTa 1 pacnopsoxenust [Ipesnnenra Poccuiickoit @enepanuu ot 18 mapra 2011 r. Ne 158-pn
«O06 opranmzaruu paboTel 1Mo wHKOpropauu npaBoBbix akToB CCCP um PCOCP wumm ux
OTJIENbHBIX TOJIOXKEHUH B 3aKoHOAaTeNbCTBO Poccuiickoit denepanuu u (W) no Npu3HaAHUIO
YKa3aHHBIX aKTOB HEJICUCTBYIOIMMU Ha TeppuTOopru Poccuiickoit denepanum».
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Hanpumep, cratbu o cepruduKauyl ¥ JEKIAPHUPOBAHUU COOTBETCTBUS TPOIYKIUU

MOTYT OBITh JOTIOJHEHBI CTAaThsIMH O CEepPTU(UKAIMK JICKAPCTBEHHBIX CPEACTB

(HpOTOKOJ'IH MMPONU3BOACTBA MW KOHTPOJISI KadeCTBa aKTHUBHOM Q)apMaHeBTH‘leCKOI}'I

CYGCTaHI_[I/II/I, MOopsAAOK HUX XpaHCHHA, 3aKIOYCHHC Ha IM[MPOBCACHUC MOHUTOPUHIA

Ka4yecTBa u T.I1.).

3) IlocnenomarenvHass mnpopaboTka pasnenoB IlepeyHss JOKYMEHTOB,
orpaxkammux crenuduky gesrenbHocTd POMB u 1MoaBeTOMCTBEHHBIX €My
OpTraHU3aIUN.

Nmeromumecst crateu llepeyHs TIIATENBHO aHAIU3UPYIOTCS, MPU 3TOM
IIPOBEPSAIOTCS:

- (popMyupOBKM cTaTel (Ha3BaHMS BUIOB M Pa3HOBUIHOCTEH JOKYMEHTOB,
WX TPYIIIUPOBKA B CTATbH);

- aKTyaJbHOCTb BEIEHHUS T€X WJIM UHBIX JOKYMEHTOB, U COOTBETCTBEHHO,
HE0OXO0MMOCTh UX oTpakeHus B [lepeune;

- HEOOXOAMMOCTh BKJIFOUCHUSI HOBBIX CTAT€H B CBSI3U C TMOSBJICHHEM HOBBIX
BUJIOB U PA3HOBUHOCTEN JOKYMEHTOB.

4) VYTo4yHEHHME CpPOKOB XpaHEHUS JOKYMEHTOB, B TOM YHCIE TpHU
WU3MEHEHHUSX B 3BEHHOCTH.

4.5. Odopmiaenne IlepeyHsi HOKYMEHTOB OCYIIECTBISIETCS B BUJE
TabHIBl, UMEroNel rpadbl: HOMep mo mopsanky crateu Ilepeuns (rpada Ne 1);
HAaMMEHOBaHHE BHUAa JOKyMeHTOB (Tpada No 2); cpok XpaHEHUS JTOKyMEHTa
(rpappr NeNe'#); mpumeuanns (mocnemmss rpada). Ilpu stom rpada «cpok
XpaHEeHUs JIOKYMEHTa» pa3JeisieTcs Ha HECKOJbKO, B COOTBETCTBHHM C YHCIOM
BBIJICJICHHBIX 3BEHBEB, YKA3bIBAIOTCS BXOJSIIHE B COOTBETCTBYIOIIEE 3BEHO BHJIbI
OpraHu3aIuu.

Hywmepanus paszaenos, nmoapas3aenoB U CTaTeld OCYIIECTBIACTCS apaOCKUMU
nudpamu.

4.5.1. TlepeueHb JOKYMEHTOB MOKET BKJIIOYATh YTOYHEHUS, MOSICHEHUS K

OTJICTIbHBIM CTaThM, KOTOpbIe OQOpPMISIOTCS B BHJAE INpuMedaHuil. B Takom

14 B coorBeTcTBHM €O 3BEHHOCTHIO IlepeyHs JOKYMEHTOB.



23

cllydae IMOCJe 3arojioBKa (€ro 4acT) WM CPOKa XPaHCHHs, K KOTOPOMY JaceTcCs
npuMeuyaHue, cTaBuUTCs apaOckas udppa B ckodkax — (1), (2). Hymepanus
IIpUMEYaHuN BeJeTcs B npeneax crareu [lepeyns.

CaMo mpuMeuaHHE PaCKphIBA€TCA B COOTBETCTBYIOMIEH rpade M MOXKET
COJIEpP>KaTh CBEICHHUS:

- 0 MECTE XpaHCHUS JOKYMEHTOB,;

- 00 2NIEKTPOHHOM (pOopME TOKYMEHTOB;

- 0 BBIJICJICHUU JOKYMEHTOB TOTO WJIM WHOTO BHJA, TEMaTHKH, a TaKkKe
MIPUCIIAHHBIX JIJIS1 CBEJICHUS, CPOK XPAHCHUSI KOTOPBIX OTIUYACTCS OT YKa3aHHOTO B
CTaThe;

- 00 0coOOM MOpsiIKE HMCUUCICHUSI Cpoka xpaHeHus (Hampumep, «llocie
3aMEHbI HOBBIMUY) U JIp.

4.5.2. [loMuMO OCHOBHOM YacTH, BKJIIOYAIOIIEH CTaThbM C YKa3aHUEM BUJIOB
JIOKyMEHTOB W CPOKM WX XpaHeHus, [lepedyHu MOKyMEHTOB HMMEIOT CICAYIOIINE
YacTH:

- OO11Me MOJIOKEHUS,

- CIMCOK COKpaIIeHHUI;

- YKkazarenab BUJOB JIOKYMEHTOB.

B otnenpHBIX cnydasx [lepedeHb TOKYMEHTOB MOXET BKJIIOYATHh U JPYTHE
yKaszarelu WIA TNPUIOKCHHs, TOsACHsomuUe coaepkanne [lepeuns (Hampumep,

CIIMCKH opraHmauHﬁ, BXOJAIIIMX B 3BCHBA HepeqHﬂ )IOKYMCHTOB).

5. HoaroroBka O0mux noJio:xkenni K Ilepeynro 10KyMeHTOB

5.1. OOmme mnojoXKeHus SBISIOTCA HeoOxoaumoil dyacteio Ilepeuns
TOoKyMeHTOB. TekcT OOmuUX MoJ0KEHUH TOJKEH OBITh JIAKOHWYHBIM TI0 CTHJIIO U
COJIEp’KaHHIO U HE JIONYCKaTh ABOSIKUX TOJKOBaHWU. OTAEIbHbIE MO3ULIUH MOTYT
noBTOpAThCS ¢ OOmuUMHu mosioxkeHussMu [lepeyHss TUMOBBIX YHPaBICHYECKHUX
apXMUBHBIX JIOKYMEHTOB, a Takxe ¢ MHCTpyKuuMed mo ero MpUMEHEHUIO WU C
Nucrpykuuen no npumenenuto [epeunss HT/I.

5.2. B O0mux moyIo)KeHUsIX PacKpbIBAE€TCS HOPMATHUBHO-IIPABOBas OCHOBA
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pa3paboTku [lepeuns MOKyMEHTOB; yKa3bIBalOTCS €ro IIefib M 3a1add, cdepa ero
IpPUMEHEHUs1 (B TOM YHUCIIE BO3MOYKHOCTb HCIIOJIb30BAHUS B TOCYJapCTBEHHBIX
opraHax M opraHuzanusx cyobekToB Poccuiickoii ®enepauuun). OTMmeuaercs
HaJu4yue CIUCKA COKpALlEHWHM, YyKa3arelsd BHUAOB JOKYMEHTOB M JIPYTHUX
yKas3aTeJlel, IPWIOKEHUH (P HAJTUYHH).

5.3. B O0mmx mNONOXEHHUAX XapaKTepU3yeTCs TakkKe CTPYKTypa (cxema
IIOCTPOEHUS U 3B€HHOCTH) [lepedHst TOKyMEHTOB.

VYKka3bIBaeTCs, KakKue pas3feibl SBISIOTCS TUIIOBBIMHM, a KAKHE OTPAXKaAIOT
cnenuduky aestenbHocth POVB M mo/BeIOMCTBEHHBIX €My OpraHW3aluid, U B
yeM 5Ta crneuupuka nposiisercs. JlaeTcs KpaTkas XapaKTepUCTUKa BHJIOB
(pa3HOBUAHOCTEMN) TOKYMEHTOB, BXOJAIIMX B pa3Aelibl U moapas3aensl [lepedns.

PackppiBaroTCsi Ha3BaHMs OpraHU3aALMN, BKIIOUYEHHBIX B COCTaB Pa3JIMYHBIX
3BeHbeB [lepeuHs, yKa3pIBaeTCsd IPUHUMUIL, IO KOTOPOMY OCYLIECTBIISUIOCH
BblielIcHHE 3BeHbeB. (coboe BHHMaHHE OOpamaercs Ha Te€ 3BEHbS, IJe
OOBEAMHEHBI Pa3HbIE IO BUIaM J€ATEIbHOCTH OPTaHU3aLUH.

54. B OOmux NOJIOKEHUSX XapaKTEPU3YIOTCAd TaKXKE CPOKUM XpaHEHHUS
JOKYMEHTOB W MOPSAJOK HMX MNpPHUMEHEHHS (B YAaCTHOCTH, CPOKOB XpaHEHUs
«ITocrossaHO», «50/75 ner», «Jlo MUHOBaHHS HaZOOHOCTH», «Jl0 JTUKBHAAIIUH
OpraHu3anum», «Jlo 3aMeHbI HOBBIMI).

PackpeiBaercs:

- nopsAoK npuMeHeHust oTMeTKH « Ky («LIDK», «OK»);

- HCHOJIb30BaHWE CIEUUAJIbHBIX OTMETOK (HampuMmep, 3BE3[0Y€K) U
IIPUMEYaHUN;

- ICUHCIIEHUE CPOKOB XPAHEHUS JOKYMEHTOB.

VYkaszbiBaercs, 4To IlepeyeHp ycTaHaBIMBAET €JUHBIE CPOKH XPAHEHUS Kak
JUI TOKYMEHTOB Ha OyMa)KHOM HOCHUTENIE, TaK U JUIsl 3JIEKTPOHHBIX TOKYMEHTOB.

5.5. B 3aBepuienue narTcs cBeleHUs O paHee naeiicTBoBaBuieM Ilepeune
(npu Hanuuuu), oTMeHEeHHOM npukazoM @OVB B cBA3M C BCTYIUIEHUEM B CHITY

HOBOT'O HCpCLIHH JOKYMCHTOB.



25

6. [loaroroBka Cnucka cokpamieHuii

6.1. Cucok cokpallleHud sIBNIsEeTCS 00s13aTeIbHBIM MPU MCIOJb30BAaHUU B
[Iepeune cokpanieHHBIX CIOB U a0OpeBUATYP.

6.2. Criucok COKpaIleHHil BKIIOYAET: COKpAIIEHHOE CJIOBO, abOpeBUATYpY
(MpUBOIUTCS B JIEBOM YacTU CTPaHUIbI) MU COOTBETCTBYIOIIYIO pacuudpoBKy
(mpuBOOUTCS B MpaBOi yacTH cTpaHullbl). COKpall€HHbIE CIIOBA YKa3bIBAIOTCS B
UMEHUTEIFHOM TaJieke U pacrosiaralotTcss B aindaBUTHOM mopsake. B crnucok
BKJIFOYAIOTCS: opumanbHbIE COKpAILEHHbIE HAaUMEHOBaHHUs OOUB,
NOJIBEIOMCTBEHHBIX €My OpraHu3aluid, JApyTHX OpPraHOB MW OpraHHU3alui,
KOMHCCHUH, ynoMuHaeMbIX B [lepeuHe, COKpall€HHbIE YKa3aHUsI CPOKOB XPAaHEHUs

AOKYMCHTOB, HAMMCHOBAHU BUJA0B JOKYMCHTOB U AP.
Hanpumep:
Pocapxus — @enepanbHOE apXUBHOE Ar€HTCTBO
39K — [lenTpanbHas d3KCrepTHAsE KOMUCCHS

IToct. — ITocTossHHO

6.3. B Crmucok MOryT HE BKIIOYAThCA OOIIEMPUHATHIE COKpAICHUS,
HampuMep, BEK — B., TOJ — T., cTpaHuIa — c. B Takom cimydae B OOmmx

TIOJIOKEHUSX JAFOTCS CCHUIKM Ha COOTBETCTBYIONIMI HAIMOHAIBHBINA cTanaapT.

7. IloaroroBka Yka3sareJisd BUA0OB JOKYMEHTOB

7.1. Yka3zaTenb BUJOB JTOKYMEHTOB BKJIIOYAET BCE BHJbl U PA3HOBHUJIHOCTH
NoKyMeHTOB [lepeuHss B MMEHUTENBHOM MaJieXke, paciojiaraeMble B al(paBUTHOM
MOPSIAKE, U CCBUIKM Ha COOTBETCTBYIOIIME CTaThu llepedHs, MpUBOIUMBIE YEpE3
3aMATY10, €CJIM TAKUX CTATEN HECKOJIBKO.

Hanpumep:

Juriombl 369, 449

JupexTrBsl 104
Hosepennoctu 36, 106, 107

1 TOCT P 7.0.12-2011. HauuonambHblii cranmapt Poccuiickoit ®enepamuu. Cucrema
CTaHJapTOB MO HMH(pOpManuu, OMOIUOTEYHOMY M HW3AaTelbckoMmy aeny. bubnuorpadudeckas
3anuchk. COKpalleHue CJIOB M CIOBOCOYETaHWH Ha pycckoM s3bike. OOmme TpeOoBaHUs H
paBuIa.
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7.2. Ilpn HamU4IMM HECKOJBKHUX CTAaTeH, BKIFOYAIOIINX JOKYMEHTHI OJHOTO
B4, HO IIO pPa3HbIM BOIIPOCAM, PCKOMCHAYCTCA B YKA34aTCJIC ACJIATb O6H1Hﬁ
3aroJIOBOK C BHUJIOM JIOKYMEHTa W 3aT€M pacKpbIBaTh BONPOCHI B al(paBUTHOM
MOPSJIKE, AaBasi KAXKABIN pa3 CCbUIKY HA COOTBETCTBYIOLLYIO cTaThio [lepeuns.

Hanpumep:

HNHTepBbIO:

0 B3aUMO/JICHCTBUU CO CPEJICTBAMU MacCOBOM MHPOpPMAIH U 001IeCTBEHHOCThI0 371
0 MapKETUHIOBBIX UCCIIEIOBAaHUAX 68
Jonyckaercst 0600marh GOpMYyJIMPOBKH, B TaKOM CIydae CCHUIKA MOXKET

JIaBaThCsl OJTHOBPEMEHHO HA HECKOJIBKO cTareil [lepeuns.

Hanpumep:

[Tacnopra:
apXMBOB 171
0e30IMacHOCTH 594, 595, 596

31aHUM, coopyxkeHun 532

Jlns oTpakeHus B yKazartelsie CI0XKHBIX (COCTOSIIMX M3 JIBYX U O0Jiee CJOB)

3aroJIOBKOB B HCO6XOI[I/IMI>IX Cllydasax INpUMCHACTCS HHBCPCHUAI.

Hanpumep:

3anucku:
aHAITUTUYECKUE 521, 875
JIOKJIaTHBIE 220, 263
OO0BSCHUTEITEHBIC 980
[MOSICHUTEIJILHEIE 671, 681, 990
cirykeOHbIe 234,782

[Ipn HEOOXOMMMOCTH UCHOJIB3yeTcs Ooyiee neTajabHas CHUCTEMaTH3aIlus

BHUJIOB Y PA3HOBUJIHOCTEN JJOKYMEHTOB B Y Ka3arele.
Hanpumep:
3anucku:
CITy>)KeOHBIE:
0 pexyamarusax (MpeTeH3usIX) Ha U3/Ieusl, KaueCTBO U HaJI)KHOCTh MaTtepuasoB 234

K JIOKJIaJlaM O COCTOSTHUHU M 00 OXpaHe OKPYIKAIOIIEH CpeIb 782
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8. IMopsaaok paccMoTpeHusi, corjacoBanusi u yrBepxaenus Ilepeuns
nokymeHToB. BBenenue Ilepeuns: B aeiicreue

8.1. PaccmoTpenue, cornacoBanue u yrBepxzaeHue [lepeuHs TOKyMEHTOB
OCYILECTBJSIETCS. B COOTBETCTBMM C AJMUHHUCTPATUBHBIMU pErJIAMEHTaMHU U
JIPYTUMU JEUCTBYIOIIMMH TPEOOBAHUSMU.

Paccmotpenne u cornacoBanue npoekra llepedns ocymecTBiasieTcs TOIBKO
IpU HAJIMYMAK COIVIACOBAHHOM CTPYKTYpbI (CXEMBI IOCTPOECHHS WM 3BEHHOCTH)
IlepeuHst JOKYMEHTOB.

[Ipoekt IlepeuHss HOKyMEHTOB paccMaTpuBaeTcs M cornacoBeiBaeTcs [[OK
®OUNB mnocne peueH3upoBaHUs B CTPYKTYpHbIX mnoapazaeneHusx DOOUB wu
MOJABEIOMCTBEHHBIX OPTaHU3ALMIX.

Ilepen npencrasienueM npoekra [lepedns TOKyMEHTOB Ha COIVIAaCOBAaHUE B
[IOTIK mnpu PocapxuBe creayer MOMy4YuTh 3aKitoueHHe ¢GeaeparbHOro
rOCyJJapCTBEHHOTO AapXWBA, MCTOYHHKOM KOMIUIEKTOBAHUSA KOTOPOTO SIBISAETCS
®ONB. IlonydeHHple 3amMe4aHWsl W  TMPEUIOKEHUS  MPopadaThIBAIOTCS
pa3paboTyMKaMM W TI0 BO3MOXHOCTH YYHUTHIBAIOTCA B mpoekre [lepeuns
JOKYMEHTOB.

8.2. IlpencraBnenue npoekra llepeyHss TOKyMEHTOB Ha pacCMOTPEHUE
[SIIK npu PocapxuBe ocyiiecTBiIsieTcs B COOTBETCTBUM ¢ PerimameHToM paboThl
[DIIK!. ®opma cBoma TIOIYYEHHHIX B XOAE OOCYKACHUS IPUHATHIX
(OTKJIOHEHHBIX ) 3aME€UaHui U Tpeaoxkennii nana B [punoxenun 7.

LOIIK mpu PocapxmBe paccmarpuBaeT npoekT l[lepedHs AOKyMEHTOB M
IIPUHUMAET PELIEHUE O €ro COIIaCOBaHUM.

[lepeyeHb TOKYMEHTOB YTBEPKAAETCS IPUKa3oM pykoBoautenss POUB.

8.3. IlepeueHb TOKYMEHTOB BCTYIAET B CHIIY C JaThl €T0 YTBEPKACHUS WIN
JlaTa BBEJICHHUs €T0 B ICHCTBHE YKa3bIBAaeTCA B MpHKa3ze. OTHOBPEMEHHO IPUKA30M
IIPU3HAETCS HENEUCTBYIOINM llepedenp TOKyMEHTOB, KOTOPBIN paHEe NEMCTBOBAI
B 3TOM cepe.

[Ipuka3z o0 ytBepkaeHuu llepedHsi TOKYMEHTOB JOBOIUTCS JO CBEICHUS

16 yrReprxaen npuxazom Pocapxusa ot 2 mas 2007 1. Ne 23.
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BCEX CTPYKTYypHbIX mnoxapazaencauii @OMB, ero TteppuTOpHANIBHBIX OPraHoOB,
3apyOEKHbIX TPEJICTABUTENILCTB W IMOABEJOMCTBEHHBIX oOpranuzanui. OnuH
sk3eMiuissp Ilepeynss Ha OyMaXHOM HOCHUTENE WIM B DJJIECKTPOHHOM BHUJIE
HampaBisieTcsi B PocapxuB M B COOTBETCTByIOHIUN  (eaepaTbHbIN
rOCYJJapCTBEHHBIM apXWB, HCTOYHUKOM KOMIUIEKTOBAHHS KOTOPOIO SIBIISIETCS
®OHNB. Teppuropuansubie opranel POVB wu ero moaBeaoMCTBEHHBIE
OpraHu3alMyd  HampaBISAOT JK3eMIUsipbl  [lepeuHss B COOTBETCTBYHOLIME
rOCy/IapCTBEHHBIE apXWBbl, HCTOYHUKAMHM KOMIUIEKTOBAHUS KOTOPBIX OHHU

ABJIAKOTCA.

9. BHecenne nzmenenuii B Ilepeuenb nokymenToB. IlepuoguyHocts ero
nepecMoTpa

9.1. BHecenue wusmMeHeHuil B JeWcTByromui IlepedyeHb JOKYMEHTOB
PEKOMEHIYETCsl OCYIIECTBIATh MO MEpe HEOOXOJIMMOCTH, C YYE€TOM pa3BUTHUSA
HOpMAaTUBHOW 0a3bl. BMecTO BHECEHUS HM3MEHEHUW MOXET OCYIIECTBISTHCS
nepecMoTp (nmepepadoTka) Bcero [lepeunst JOKYMEHTOB U €ro 3aMeHa Ha HOBBIM.

9.2. OcHOBaHMAMHU AJIs1 BHECEHHs M3MEeHEeHUH B [lepedeHp TOKyMEHTOB WiIH
ero nepepadOTKH SBIISIOTCS:

- yTBepxkaeHue HOBOro IlepedyHs TUIMOBBIX YIPABICHUYECKUX aPXHUBHBIX
nokyMeHToB ¥ (nin) [lepeuns HT/L;

- U3MEHEHHWE 3aKOHOJATEIhCTBA, PETYJIUPYIONIETo cdepy AeaTelbHOCTH
®OUB, Bnusmoiee Ha cocTaB 00pa3yOIIUXCs JOKYMEHTOB U CPOKU UX XPaHEHHUS;

- u3MeHeHue (pacuupenue, cokpamienue) (ynkmuit OUB, cocraBa u
GyHKUMNA MTOABEAOMCTBEHHBIX OpraHU3alUi.

PekoMmeHyeTcss mpUCTyNUTh K pa3paboTke HOBOro IlepedHs HJOKYMEHTOB,
chopMupoBaTh pabodyo rpymiy MO €ro co3Aanuo (cM. M. 2.1) wim npeacTaBuTh
Ha paccMmotpenne [[OK ®OUB mnpennoxeHuss MO BHECEHUIO HM3MEHEHHU B
nercTByronmi IlepeyeHb TOKYMEHTOB HE ITO3/IHEE 4eM udepe3 6 MecsleB Mocie
YTBEPKIEHUS COOTBETCTBYIOIIMX 3aKOHOAATEIbHBIX M MHBIX HOPMATHBHBIX

IMPaBOBbBIX A4KTOB, SABJIAIOMIMUXCA OCHOBAHHAMU JJII HU3MCHCHMUA, Hepepa6OTKI/I
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[lepeyHss TOKYMEHTOB.

9.3. llenecoobpa3HO OpraHu3oBaTh PETYJSIPHOE OTCIEKUBAHUE IpoIlecca
nokyMeHtooopazoBanusi B ®OVB u ¢uxcupoBarh B 0aze MaHHBIX BBEJCHUE
HOBBIX BHUJOB (Pa3HOBHIHOCTEH) MOKYMEHTOB (yHU(DHIIMPOBAHHBIX (opm
JIOKYMEHTOB) U YCTaHOBJIEHHWE CPOKOB UX XpPaHEHUS HOPMATHUBHBIMHU aKTaMH. DTO
MO3BOJIUT OINEPAaTUBHO BHOCUThL U3MeHeHHsi B llepeunu, QopmynupoBaTh
MIPEIOKEHHSI TI0 YCTAaHOBJICHUIO CPOKOB XpaHEHUsI JOKyMeHTOB. Llenecoobpazno
CO3JlaHUE TMOPsIKa, perjiaMeHTa BeJeHUs1 0a3bl JAaHHBIX C YKa3aHWEM MCTOYHHUKOB
ec TMONOJHEHUS (COOTBETCTBYIONIMM crmucoKk cM. B Ilpunmoxenun 1).
PexoMeHmyeTcst MOMOTHATE ATy 0a3y HEMpPEPhIBHO.

HoBble crathu creayeT BKJIOYATh B COOTBETCTBYIOIIME [0 TEMaTHKE
paszenbl, He U3MEHsIsl HyMepalnio uMmeromuxcsa crated. [Ipu 3Tom ucnons3yercs
nudpoas nvymepanusa (Hanpumep, 485.1, 485.2 — ecnmu HOBBIE CTAaThU BKIIFOUCHBI
Mexay ctaThsamu 485 u 486 IlepeuyHsi JOKYMEHTOB).

[Ipennoxennss ®ONB o BHecenuu usmeHeHuil B Ilepedenn (BKIIOUEHUU
HOBBIX BHUJIOB JIOKYMEHTOB, U3MEHEHHUM 3aroJIOBKOB CTaT€ll U CPOKOB XpaHCHUS
JOKYMEHTOB) HampaBiisiforcst Ha paccmorpenue [IDIIK mpm  PocapxuBe ¢
CONPOBOJIUTENILHBIM MUCbMOM. BHeceHHe W3MEHEHMiIl, a TakkKe NpU3HAHUE
OTHIEJIbHBIX MYHKTOB, cTaTedt Ilepednss yTpaTUBIIMMHU cuily OQOPMIISIETCS

npukazom OOUB.
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[Ipunoxenue 1

Tepmunsbl U onpeaeneHus

baza oannevix (mHGOpPMaINMOHHAs 0a3a aBTOMATH3UPOBAHHONW CHCTEMBI
(AC)) — COBOKYNHOCTb YNOPSIOYEHHON HHPOpMALHU, HCIOIb3YEMON MpH
¢ynkunonupoanuu AC;

36eno Ilepeuns Ookymenmoe — TpyIIla OpraHU3aluid C OJHOPOJIHBIMHU
GYHKIUSAME, A7 KOTOPHIX NMPUMEHHUTENHHO K ONpeaesieHHO cTtartbe llepeuns
MO>KET OBITh YCTAHOBIICH €IUHBIN CPOK XPaHEHHS TOKYMEHTOB;

Hugpopmayuonnas cucmema — COBOKYIHOCTb cojepxalieiicas B 0a3zax
JaHHBIX MHGOpMalMK U OOECIEeYUBAOIIUX €€ 00padoTKy HMH(POPMALMOHHBIX
TEXHOJIOTUI ¥ TEXHUYECKUX cpeacTBl’;

Hcmounux komniekmosanus (apxuea) — opraHUu3alusl UM FPaKIaHUH, YbU

AOKYMCHTHI TOCTYIIAIOT UJIM MOT'YT IIOCTYIINTH Ha XPAaHCHUC B apXI/IB]'8

;

Komnnekmoeanue apxuea — CUCTEMAaTHYECKOE IIONOJHEHHUE apXHUBa
JIOKyMEHTaMH B COOTBETCTBHUH C €T0 MPOpUIIEM;

Hayuno-mexnuuecxkas Ooxymenmayusi — JIOKyMEHTalUs, CoOJep Kallas
CUCTEMAaTU3UPOBAHHBIC CBEJICHUS U ONMCAHUE PE3YJIbTaTOB HAYYHO-TEXHUYECKOTO
UCCJIEIOBAHUSI MJIM COCTOSIHUSI HAYYHO-TEXHUYECKON IPOOIEMBI;

llepeuenv ~ 0okymenmos —  CUCTEMAaTU3UPOBAHHBIA  CIHCOK  BHUJOB
(pa3HOBHAHOCTEN) JOKYMEHTOB (KOMILUIEKCOB JOKYMEHTOB, ©0a3 JlaHHBIX) C
yKa3aHUEM CpPOKOB MX XpaHEHUs, CHAOKEHHbI CIPaBOYHBIM amnmnapaTroM,
YTBEPKIACHHBIN B YCTAHOBIICHHOM IOPSJIKE;

Cmamoesa  llepeuns oOokymenmos — CTpyKTypHas dYacTb Ilepeuns
JIOKyMEHTOB, BKJTIOUaromas B cedst mopsakoBeiii Homep B [lepedne, ykazanue Buia

(pa3HOBHIHOCTH) JOKYMEHTOB (KOMILJIEKCOB JIOKYMEHTOB, 0a3 JaHHBIX), CPOKH

XpaHeHus JOKyMEHTOB (0a3 MaHHBIX) JaHHOrO BHUAa (Pa3HOBUAHOCTH) B

17 ®enepanbubiit 3akoH Ne 149-03. Cratbs 2.

8 TOCT P 7.0.8-2013. CUBHUJI. JlenompoW3BOACTBO M apXHBHOE 1el0. TepMHHBI |
omnpenenenus (yTB. mpukaszoM Poccrannmapra ot 17.10.2013 Ne 1185-cr.) (nanee — 'OCT P 7.0.8-
2013). [Tynkr 3.3.2.
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OpraHU3alUsIX PA3JINYHBIX 3BEHBEB M MPUMCUAHUS;

Cmpykmypa llepeuns 0oxymenmog — cxema MoCTPOCHUS U CXeMa 3BEHHOCTH
[TepeuHsi, MOI0KEHHBIE B OCHOBY €T0 Pa3paboTKH;

Cxema 36ennocmu Ilepeunsi 0okymenmos — MPEACTaBICHHOE B TaOJIUYHON
dbopme mepeuncieHue 3BEHbEB (LIEHTPAIbHBIA amnmapar, TeppUTOpUATIbHBIC
OpraHsl, 3apyOeXHBbIC TPEICTABUTEIHCTBA, IIOJIBEIOMCTBCHHBIE OPTaHU3AINN)
[IepeuHst TOKYMEHTOB;

Cxema nocmpoenusi Ilepeunsi 0okymenmos — CHUCTEMaTU3UPOBAHHBIN
MIEPEUYCHb Pa3/IeJiOB W TMOAPA3MCIOB, OTPAKAMIMMX (YHKIUA B yCTAHOBICHHOMN
cdepe AesITeNbHOCTH, OCYUIECTBIsIEMble (peiepaaIbHbIM OPraHOM IOCYIapCTBEHHOMN
BJIACTH, UHBIM TOCYJAapPCTBCHHBIM OPTaHOM, €T0 TEPPUTOPHAIBHBIMUA OpPTaHAMH U
MO/IBEJIOMCTBCHHBIMUA ~ OpTaHU3ANMAMHU, OOYyCIIaBIMBAIOIINE BHUIOBOW COCTaB
00pa3yIoluXxCcs TOKYMEHTOB;

Ynpaenenueckas ooxymenmayuss — KOMIUIEKC TOKYMEHTOB, HCIIOJIb3YyEMBIX
IpU  peamu3alii OpraHaMH TOCYJapCTBEHHOW BIIACTH, OpraHaMU MECTHOTO
CaMOYIIpaBJICHUS, OpPTaHHM3aIlUsIMH (HE3aBUCUMO OT OPTaHHU3AIMOHHO-TIPABOBOM
dbopmbl 1 POpMBI COOCTBEHHOCTH) OCHOBHBIX (DYHKIIMIA YTIpaBIeHUS (OpraHU3aIIHsI
NESATENbHOCTH, ITUTAHUPOBAHUE, PETYJIUPOBAHUE JICSITEIBHOCTH, KOHTPOJIb),
TUIOBBIX oOecneunBaromux ¢QyHKuMd (oOecrieyeHue Kaapamu, (PUHAHCOBOE,
nH(OPMAITMOHHOE, JIOKyMEHTAITMOHHOE, MaTePUATbHO-TEXHUYECKOE,
aJIMUHUCTPATUBHO-X035HUCTBEHHOE 00ECIICUeHNEe W Jp.), a TaKXKe HCIOJIb3yEeMBIX
IpY pean3aliy UMH OCHOBHBIX (IPOU3BOICTBEHHEIX) (QyHKIMiAY;

Oxcnepmuza  yeHHOCmMuU OOKYMEHmMO8 — W3y4YeHHe JOKYMEHTOB Ha
OCHOBAaHMHM KPUTEPHEB WX IICHHOCTH JJIs OIPEACIICHUS CPOKOB XpaHCHHS

IOKyMeHTOBZ,

19 Cnosaps BuIOB U pa3sHOBUAHOCTEH COBPEMEHHOM YIpaBIeHUECKOH JoKyMeHTauu. M., 2014,
81 c¢. Beeamemme. URL: https://archives.gov.ru/sites/default/files/2014-slovar-upravl-
documents.pdf (mara obparmtenus: 26.03.2021).

22TOCT P 7.0.8-2013. Iynxr 3.1.


https://archives.gov.ru/sites/default/files/2014-slovar-upravl-documents.pdf
https://archives.gov.ru/sites/default/files/2014-slovar-upravl-documents.pdf
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[Ipunoxenue 2

Chnucok HOPMAaTUBHBIX, OPraHU3aAIIMOHHO-PACTIOPAAUTEIbHbBIX U UHBIX

IOKyMEHTOB, He00X0AUMBIX /151 paspadorku [lepeuns 1oKymMeHToB

1)  Ilomoxxenue o POVB;

2)  Tlomoxenwus o CTPYKTYpHBIX ToapazaeneHusx PONB,;

3) TumoBoe moNOXKEHHWE O TeppUTOpUaNbHOM oprane DOUB;
IIOJIOKEHHUS O TeppuTopranbHeIX opranax ®ONB;

4)  TlonoxeHwue o KoyuiernanbHbix opranax ®OUB;

5) Croucku TOJBEIOMCTBEHHBIX OpraHH3allMii W TEPPUTOPUATBHBIX
opranoB ®ONB;

6)  YcraBbl 10JIBEJOMCTBEHHBIX OpraHU3aIIUi;

7)  HewictByromuii [lepedeHb TOKYMEHTOB, IMOJJICKANUN TepepadoTKe
(mpy HANW4YMK), @ TAKKE YTPATUBLIME CHIIy BEJOMCTBEHHBIE IIEPEYHU COBETCKOTO
nepuoja (mpu oTcyTcTBUM nercTBytomero [lepeuns ®ONB);

8) CtpykTypa W ITaTHOE pacmucaHue IeHTpanbHOro ammapara ®OUB u
€ro TEPPUTOPUAIBHBIX OPTraHoOB;

9)  Pernamentsi pabotet DOUB;

10) Hcropuueckas crpaBka k pouay POUB;

11) [TIlepeueHb  JOKYMEHTOB,  CO3/IaBa€MbIX  HCKIIOYHTEIBHO B
AIIEKTPOHHOM (opme (ITpU HATUYUN);

12) Tlpumepnas (Tunosas) HomeHkiatypa aen @OUB (nmpu Hannuun);

13) CpomHas HOMEHKIATypa Jell, HOMCHKJIATYPhl JeJd CTPYKTYpPHBIX

2! TloMuMO 3aKOHOMATENBHEIX M MHBIX HOPMATHBHEIX TPABOBHIX aKTOB, a TAK)KE CTAHapTOB,
KOTOpBIE MOTYT OBITh MOJYYEeHbl W3 OTKPBITHIX HCTOYHUKOB. JIJis BBISIBICHUS aKTyallbHBIX
pelaKIMii 3aKOHOJATEbHBIX M WHBIX HOPMATHUBHBIX IPAaBOBBIX aKTOB M CTAaHJAPTOB
PEKOMEHIyeTCsI HUCTOJIb30BaTh OQUIIMANBHBI HHTEPHET-MOPTAaT MPaBOBOM HH(OpMAINU
(http://www.pravo.gov.ru), OTKpPBITBIE M KOMMEPYECKHE DJCKTPOHHBIC CIPABOYHO-TIPABOBHIC
cucremsl (Koncynbsrantllmoc, TAPAHT), odpunmanbheiii caiit dexepalbHOrO areHTCTBA I10
TEXHUUYECKOMY peryiupoBaHuio U Merposoruu (Poccrannapra), 3meKTpoHHbIN (OH] MPaBOBBIX
u HOPMaTHUBHO-TEXHUYECKHUX JIOKYMEHTOB (https://docs.cntd.ru), benepanbHBIT
nH(OpMaAITMOHHBIN POH]T CTAaHAAPTOB, OMHUIIUATIEHBIE CAThI OPTaHOB BIIACTH.
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nojApaseieHui (3a npeecTBY NN NATUIICTHUN EPUOT);

14) HomeHKJIaTypsl A€l TEPPUTOPHATBHBIX OPraHOB U 3apyOeIKHBIX
npeactaButesibcTB POUB (npu ux Hanuuuu) (3a TPEAIICCTBYIOMUNA MATUICTHUN
Mepuon);

15) HomenkiaTypsl  Jel  TOJABEJAOMCTBEHHBIX  OpraHusaiuii  (3a
MPEAMISCTBYIOMUNA 3—5-IETHUI TIEPHOJ) — BCEX WM BBIOOPOYHO IO TPYyIIaM
OJIHOTUITHBIX OpTraHHU3allnii;

16) Muctpykuus mo aenonpousBoicTBy B @POVIB u uHBIE TOKYMEHTHI,
pErIaMEHTUPYIOLME TOPSAOK JTOKYMEHTUPOBAHUS YIPaBICHUYECKUX (DYHKIIUM,
JIOKyMEHTOOOOpPOT, XpaHEHHWE M HCIOJIb30BAaHUE JOKYMEHTOB, BBOJAIIWE WIIU

OTMCHAIOMKE BHALBI W PA3HOBUAHOCTH AOOKYMCHTOB, HX yHI/I(l)I/IL[I/IpOBaHHBIC

bopMBI.

VYka3zaHHbIe AOKYMCHTBI MOTI'YT OBITH HUCIIOJIB30BaHbI, B YaCTHOCTH, KaK

UCTOYHUKHN MHPOpMAIuH Jiis 0a3bl JaHHBIX (cM. [Ipunoxenue 4).
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[Ipunoxenue 3

Cxema nocrpoenus Ilepeuns
THIOBBIX YNPABJIEHYECKNX APXUBHBIX JOKYMEHTOB,
o0pa3yomuxcs B mpouecce AesiTeJIbHOCTH FOCy1apCTBEHHBIX OPTraHOB,
OPraHOB MECTHOI'0 CAMOYNPABJIEHHS U OPTraHU3ALMIA,
C YKa3aHHEM CPOKOB UX XpPaHeHHS

1. Opranusanus CUCTeMbI YIIPaBJIeHUs
1.1. HopmaTuBHO—TIpaBoBOE 0OECTieUeHHE eATEIbHOCTH
1.2. PacniopsiauTenbHas 1€SITENbHOCTh
1.3. OpraHu3allMOHHBIE OCHOBBI YIIPABJICHUS
1.3.1. Co3nanue (JTUKBUALINS) OpraHU3AUI
1.3.2. Opranuzanus 1esTeIbHOCTH
1.3.3. Yopasnenue u pacopsKEHUE UMYIECTBOM
1.4. KoHTpOons 1 HaA30p
1.5. JlokyMeHTalMOHHOE 00ecredeHre yrpaBIeHuUs
Y OpraHu3allusi XpaHEeHHS JOKYMEHTOB
1.6. nopmaTu3anus AeATeabHOCTU
2. [lnaHupoBaHue 1eATeJIbHOCTH
2.1. [IporHo3upoBaHue, MEPCIEKTUBHOE INIAHUPOBAHUE
2.2. Tekylee MJIaHUPOBAHKE
2.3. OTYETHOCTH O BBHIMIOJIHEHUH TIJIAHOB
2.4. OcymiecTBlIeHHE 3aKYTIOK TOBAPOB, PabOT, YCIYT IJIsi TOCYIapCTBEHHBIX
M MYHULIUOAIbHBIX HYX], OCYLIECTBICHHE 3aKyNOK OTIEIbHBIMU BHUAAMU
IOpUJIMYECKUX JIUII; TIOJTyYEHUE TPAaHTOB
2.5. llenooOpa3oBaHue
3. DuHAHCUPOBAaHUE, KPeAUTOBAHUE 1eATEIbHOCTH
4. Y4er 1 OTYETHOCTH
4.1. Byxrantepcknii y4eT U OTYETHOCTD
4.2. Yder omiaTel Tpyaa
4.3. Hamoroo6oxenue
4.4. Yyet uMmy1iecTa
4.5. CTaTUCTUYECKUH yUYET U OTYETHOCTh
5. MexkayHapoaHoe COTPYIHUYECTBO
6. UndopmannoHHast 1eITEJIbHOCTD
7. TpynoBbie OTHOILICHUSA
7.1. Opranuzanuus Tpyaa U ciayKeOHOM 1eSITeIbHOCTH
7.2. HopmupoBaHue u omara Tpyaa
7.3. Oxpana Tpyna

22 TIpu mOArOTOBKE CXeMbl MOCTpoeHus IlepedHs TOKYMEHTOB B Heil MOKHO MpeLyCMOTPETh
HaJIM4YME OTAEIBHOIO pa3/iesia Mo HHPOPMALMOHHBIM CUCTEMAaM U TEXHOJIOTHSIM.
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8. Kagposoe obecnieuenune

8.1. Ilpuem, mepeBojl Ha Jpyryr padbotry (mepeMenieHue), yBOJIbHEHHE
pabOTHUKOB, KaJIpOBBIN yUYeT

8.2. IIpoTuBoneiicTBIE KOPPYILUU

8.3. Arrectanus, TNOBBILIEHWE KBaIU(uUKauuu U npodeccruoHanbHas
NepenoroToBka pabOTHUKOB, HE3aBUCHMasl OIIEHKA KBaJIU(UKaIUU

8.4. Harpaxnenue?

9. MatepuaJibHO-TEXHUYECKOE o0ecnevyeHne 1eATeJIbHOCTH

10. AAMMHHCTPATUBHO-X035IIICTBEHHOE o0ecneyeHne AesiTeIbHOCTH

10.1. Dkcnyaranus 31aHUM, CTPOCHUI, COOPYKEHUI

10.2. TpancnopTHOE OOCTY>KUBaHHE

10.3. UadopManinoHHO-TEIEKOMMYHHUKAIIMOHHOE 00eCIIeYeHNE

11. O0ecneueHune pexxuMa 0e30MACHOCTH OPTraHU3ALMHU, TPAKIAHCKAS
000pOHA M 3aIIUTA OT YPe3BbIYAWHBIX CUTyaIHI

11.1. Opraauzanus oxpaHsl, IPOILYCKHOTO PEXUMA
11.2 ObecnedyeHre aHTUTEPPOPUCTUYECKON 3AIIMILIEHHOCTH U TOXAPHOU

0€30MacHOCTH, OPraHU3alUsl IPakIaHCKOW OOOPOHBI U 3aIUTHI OT YPE3BBIYANHBIX
CUTyalUl

12. CounanbHO-0bITOBBIE BONIPOCHI
12.1. CounanpHO€ CTpaxoBaHUE, COLMAIbHAS 3alIUTa
12.2. OGecrnieyeHue KUIbEM U KOMMYHAJIbHBIMHU YCITyTraMu

23 Pasnens [lepeunss MOKyMEHTOB, oOTpaxaromme crnenuduky pesreabHoctn DPOUB u
MOJBEIOMCTBEHHBIX €My OpraHM3alliii, W THUIOBBIE pa3Aeibl MO HAYYHO-TEXHUYECKOU

JOKYMEHTAIlMU  IIeJIeCO00pa3Ho  pa3memate Tmocne 8  pasgena [lepeuHss  THMOBBIX
YIpaBIE€HYECKUX apXUBHBIX JOKYMEHTOB.
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[Ipunoxenue 4

IIpuMepHbIe mepeyHu nmosei 60a3 JaHHbIX,
CO31aBaEeMBbIX H MCII0JIb3yeMbIX B X01e padorbl Hajx IlepeyHeM JOKYMEHTOB

1. IlpumepHbiii coctaB mnoJieii ba3pl [JaHHBIX, co31aBaeMoOil MpPH
pa3padoTrke CTPYKTYpbI (cxeMbl MOCTPOeHUsI M 3BeHHOCTH) Ilepeuns
JTOKYMEHTOB.

1. HaumenoBanue ¢hyHKIMH, BUA JEATEIbHOCTH;

2. HaumenoBanue CTPYKTYPHOI'O II0Apa3aeICHUs OOUB,
TEPPUTOPUAIBHOTO  OpraHa,  3apyOeXKHOrO0  TPEJCTaBUTEILCTBA,
OpraHMU3alliy, PEATU3YIONIEro (pean3yrome) TaHHy0 (YHKIHM / BUA
NEeSITebHOCTH;

3. Cchlika Ha ITYHKT I1O0JIOKCHH:A, YCTaBaA.

2. IlpumepHblii coctaB moJieid ba3bl JaHHBIX, C0371aBaeMoOil NpH
noaAroroBke Ilepeynsi 10KyMeHTOB, pa3padaTbIBaeMOro BrepBbIe.

I. Homep m HammeHoBaHue paszgena, noapaszaena Cxembl MOCTPOCHUS
[TepeuHst MOKYMEHTOB, OTPAXKAIOIIETO OCHOBHBIE BONPOCHI fAearenbHocTd DOUB u
MOJIBEIOMCTBEHHBIX EMY OpPTaHU3alINM;

2. Buge®®  10kyMeHTOB, oOpasylomuxcs B XOJ€  peaau3aluu
COOTBETCTBYIOIIEH (DYHKITNY / BUA N€ATEIbHOCTH,

3. O60CHOBaHHUS BUIOBOTO COCTaBa JOKYMEHTOB?® (HOMEp CTAThU NEPEUHS
TUIMOBBIX AapPXHUBHBIX JOKYMEHTOB, HOMEp TNIyYHKTa M KpaTKO€ Ha3BaHUE
COOTBETCTBYIOIIETO HOPMATUBHOTO IMPABOBOTO WIIU JIOKAIHBHOTO HOPMATUBHOTO
akta (NOJOKEHWS, YycTaBa W Jp.), CTaHIapTa, TUIOBOM (IIpUMEpPHON)
HOMEHKJIATYPHhI JIJT HJIM HHOTO JJOKYMEHTA);

4. Hamuuue aHAIOTMYHBIX BMIOB JOKYMEHTOB B HOMEHKJIATypax Jell
(3aroI0BOK JIeNa ¥ CChLIKA HA HOMEP B KOHKPETHON HOMEHKIAType)?;

5. llpemnaraemblii Cpok XxpaHeHUs (KaXJI0€ 3BEHO JOJKHO OBITh
MpECTaBICHO B OTACIBHOM rpade);

6. [Ipumedanus k cTaThsaM (TIpeaiaracMblii BApUAHT);

24 I[HH HaquO'TeXHI/IquKOﬁ AOKYMCHTAIIUH — TAKKC KOMIIJICKTBI 1 KOMIUJICKCBHI TOKYMCHTOB.
25 MoskeT OBbITh yKa3aHO HECKONBKO JOKYMEHTOB-000CHOBAHHIA.

26 MoryT GbITh TaKkKe YKa3aHbl CBEICHUS O CBA3AHHBIX JOKYMEHTAX U THIIE CBS3H (OCHOBHOM
JTIOKYMEHT / IPHJIOKEHHUE, YaCTh KOMIUIEKTA | JIp.).
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7. OO6ocHoBanue cpokoB XxpaHeHus (cceuiku Ha HIIA wu gpyrue
00OCHOBaHHUS, HampuUMep, CBEIEHUS O COMVIACOBAHMUM U  YTBEPXKIACHUU
JIOKyMEHTOB)?'.

4. IlpumepHblii coctaB mnoJsiedi ba3pl JaHHBIX, co31aBaeMoOll NpH
nepepadotke aeiicTpyoiero Ilepeunsi 10KyMeHTOB.
1. HoMmep u HammeHoBaHue pasneina, nonapasjaena Cxembl MOCTPOCHUS
IlepedHst JOKYMEHTOB, OTPAXKAIOIIETO OCHOBHBIE BOIPOCH AearenbHoctu DOUB u
MTOJIBEIOMCTBEHHBIX €EMY OpPTraHU3aLH;

2. Homep cratbu no aeiicTByromeMy [lepedrio 10KyMEHTOB;
3. HaumenoBanue ctaTthi 1o aercTByomemy [lepeuHio JOKyMeHTOB;

4. TlpennoxkeHus MO W3MEHEHUIO HAa3BaHUSA CTAaThH, BKIIOUEHUIO HOBOU
cTaThd (IIPHU ATOM U3MEHEHHUs BBIACISIIOTCS MPUPTOM WM IIBETOM; HOBAsi CTAThs
JTaeTCsl B OTIENbHOU Ipade; eciu cTaThsl OcTaeTcs 0e3 U3MEHEHU — MOBTOpsETCS
NeNUCTBYIOIIAs peaaKiius);

5. O6ocHOBaHUs (HOPMYIMPOBKH HA3BAHMS CTATHUZS (HOMEP CTATHU MEPEUHS
TUTIOBBIX aPXMBHBIX JIOKYMEHTOB, HOMEp IIyHKTa W KpaTKO€ Ha3BaHUE
COOTBETCTBYIOIIETO HOPMATHUBHOI'O MPABOBOIO HIIM JIOKAJILHOTO HOPMATHUBHOTO
akta (MOJOXKEeHWsl, ycTaBa W [p.), CTaHAApTa, THUIIOBOW (IIPUMEPHOM)
HOMEHKJIATYpPHI JIeJ1 UM UHOTO JIOKYMEHTA);

6. Cpoxu xpaHeHus mo nelcTByromeMmy [lepedHio MOKyMEHTOB (Kaxmoe
3BEHO JIOJIKHO OBITH MPEJICTABJICHO B OTJIENbHOM Ipade);

7. I[Ipumevanus no aercTByromeMy llepeuHio 10KyMeHTOB;

8. Ilpemnaraemple CpOKH XpaHEHUS (KaXJd0€ 3BEHO JIODKHO OBITh
MIPECTaBICHO B OTACIBHOM rpade);

9. [Ipumevanus K cTaThsiM (IIpeajiaraeMblii BApUAHT);

10. Ob6ocHoBanue cpokoB xpaHeHus (cceiiku Ha HIIA wu gpyrue
000CHOBaHUS).

Mosker OBITH TaKXe co3JaHa 0Oa3a JaHHBIX (Ta0juI@), BKIIOYAOIIAs
OCHOBHBIE TEPMHUHBI, UCTIOIB3yeMbIe B cepe nesrensHoct POUB, co cchuikoit
Ha HOPMATHBHbBIC MPABOBBIC AKTHI U CTAHIAPTHI.

2! MoryT GbITh TaKKe yKa3aHbI CBEJIEHHS O CBA3AHHBIX JOKYMEHTAX U TUIIE CBS3H ((DyHKIHS,
BOTIPOC, OCHOBHOM JJOKYMEHT / IPUIIOKECHHUE, KOMILICKT).
28 MosxeT GBITh yKa3aHO HECKOJIBKO JJOKyMEHTOB-000CHOBAHHIA.
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[Ipunoxenue 5

IIpumepHas cxema 3BeHHOCTH [lepedyHst JIOKYMEHTOB

Cpoxu XpaHeHHs JOKYMEHTa
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29 []eHTpanbHBIiA aNMapaT yKa3bIBaeTCs MPU HATMYUK TaKoro TepMuHa B [lonoxennn o ®OMB.
B nnoM ciiydae numercs odunmanbHoe cokpaiieHHoe HauMeHoBanue @OVB.

%0 ITanmoe 3BeHO BhIENIETCA TIpH Hammunn y ®OVIB TeppUTOpHATBHEIX OPraHoOB.

31 Jlannoe 3BeHO BhLIENsETCS TIpH Hamuuun y DOVB 3apy0eskHbIX IPeICTaBUTENILCTB,
ABIIIOIIUXCS] CAMOCTOATEIbHBIMU IOPUINYECKAMU JIMLIAMH.

32 JlaHHOE 3BEHO BBIIEISACTCS TIPU HAJMYMU HAYIHO-UCCIICIOBATENBCKUX U 00pa30BaTeIbHbIX
opranusanuii B cucreme ®ONB.

% [lpu HeoOGXOAMMOCTH MOABEJOMCTBEHHbIE OPTaHM3AIUU PACTIPEAENAIOTCS MO TIPyNNaM, B
COOTBETCTBUH CO CXOKUMHU BUIAMH JEATEIBHOCTH, KOXKAas U3 KOTOPBIX (POPMUPYET OTIEIBHOE
3BeHO [lepeuHsi TOKyMEHTOB.
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[Tpunosxenue 6

Haumenosauue ®ONB

CTPYKTYPA
(CXEMA ITOCTPOEHMUS 1 3BBEHHOCTN)

[lepedHst TOKYMEHTOB, 00Opa3yIOLIUXCs B IPOLIecCe NeATEIbHOCTH

Haumenosarnue ®OUB

€ro TePPUTOPUATIEHBIX OPTaHOB U TI0JIBEIOMCTBEHHBIX OpTaHU3aIui /

YUPEKICHH, C YKa3aHUEM CPOKOB UX XPAHEHUS

COTI'JTACOBAHO COT'JIACOBAHO

[TpoTtokon [IOK [TpoTokomn LIDIIK

Haumenosarue ®OHUB HpH PocapXI/IBe

OT «__ » 202 . OT «__ » 202 .




40

CBO/I

[Tpunoxenue 7

NPUHATHIX (OTKJIOHEHHbIX) 3aAMEYAHUH U NPeEAJI0KeHU I

K MPOEKTY CTPYKTYPHI (CXeMbl mocTPoeHusi U 38eHHOCTH) [lepeuns
JOKYMeHTOB / kK npoekTy [lepe4Hsi JOKyMeHTOB
(ykazame HaumeHosaHue)

No ABTOp Coneprxanue Muenue 3akiroueHue
n/m 3aMeYaHus 3aMeYaHus cocTaBUTENEH OTBETCTBEHHOT'O SKCIepTa-
(pa3paboTYNKOB) UCTIONHUTENS (MHEHHE
JIOKYMEHTa otnena Pocapxusa)
1 2 3 4 5




