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O nopsiake o6pamenus ¢ JOKYMEHTHPOBAHHOM ¢y keGHoi nHpopManueii
OrPAHHYEHHOI0 PACHPOCTPAHEHHH

1. OBIIUE ITOJIOXEHU S

1.1. Hacroamaa HWuerpykuus omnpenenser oOmmid nopsaok obpaiieHus ¢
IOKYMEHTAaMH M JAPYTMMH MAaTepHalbHbIMH HOCUTENsIMH HHpOpMmanuu (naiee —
JIOKYMEHTAMU ), COJIepIKAITUMHU cyxeOHYI0 UH(pOPMAITHIO OTpaHUYEHHOT0
pacripocrpanerust B OI'BIIOY  T'VIIOWU. TpeGosanus Hactosiuedt WHCTpyKimu
pacnopocTpaHdloTcs Ha MHOpAAOK oOpallleHus ¢ HHBIMH MATE€PUATBHBLIMH HOCHTEISIMHU
ciry)keOHOM MH(pOPMAIMH OrPaHHYEHHOTO pachpocTpaneHus ((PoTo-, KMHO-, BHIEO- H
ayMOIICHKH, MAlIMHHBIE HOCUTENU MH(OopMaun). MHCTpyKLMs HE pacIpoCTpaHsSeTes Ha
HOPsIIOK  OOpallleHUsT € JIOKYMEHTaMH, COJIEP)KAIIUMU  CBEHEHHS, COCTABJISIOLINE
roCy1apCTBEHHYIO TaHHY.

1.2, K pokymeHTHpoBaHHOH  cityxeOHOM — MH()OpPMAIMHM  OTPaHHYEHHOI'O
pacrnpoCcTpaneHus OTHOCHUTCSL HecekperHass HHQpOpMAaIHs, Kacaromascs IesTelbHOCTH
®I'BITIOY T'YIDHU, orpannyenys Ha paclpOCTpaHEHHE KOTOPOM AUKTYIOTCS CIYKeOHOM
HEOOXOIMMOCTBIO.

HeoOxonumocTh  mpucBoeHust — gokymentam  rpuda  «Jlas  ciyxkeGHOro
nosb3oBaHus» (B nanbHeleM «JICII») ompenensiercss HCMOIHUTENEM H JOJKHOCTHBIM
JIHIOM, TIOANUCHIBAIOIIMM HJIM YTBEPKJAIOIIUM JIOKYMEHT, B cOOTBeTCTBHH ¢ «Ilepeunem
BUJOB  CilykeOHOM uMH(oOpMalHu, KOTOPYIO HEOOXOAHMO OTHOCHTL K  paspsiy
OrpaHUYEHHOTO PacIpOCTPaHEHHs», KOTOPBIH yTBEPIKAAETCS IIPHKA30M JIUPEKTOPA.

1.3, K J0KyMeHTHpOBaHHOW  Ciy)keOHON  WH(pOpPMALMK  OrPAHUYEHHOIO
pacnpoCTpaHeHusl He MOT'YT OBITH OTHECEHBI:

aKThl 3aKOHOJATE/IbCTBA, YCTaHABIUBaOIKe NpaBoBoi cratyc GI'BITIOY I'YIIDU,
a Tak>Ke 1pana, CBOGO,I],H U 00SI3aHHOCTH rpaxJjiag, IopsJIoK ux peajin3alinuu;

CBCIACHUS O qpchuqaﬁme CUTyalusIX, OIIaCHLIX IIPUPOAHBIX SBJICHUIX H
nporeccax, 9KOJIOTHYeCcKas, T'HIPOMETEOPOJIOrHYecKast, TUJIPOre0JIOTHIecKas,
JeMorpaduueckas, — CAHHTAPHO-3MMJIEMMOJIOTHYECKass W Jpyras  wH(OpMmarms,
HeoOxomumas a1 obecrieyeHust 0E30MACHOTO CYLICCTBOBAHHUS HACEIECHHBIX IYHKTOB,
IpakJaH 1 HACEJIEHHs! B LIEJIOM, A TAKXKE IPOU3BOACTBEHHBIX 00BEKTOB.

1.4. PykoBoauresn crpykTypHbIX nojpazaenenuit @PIBIIOY I'VIIDHW, npunssiime
pewienre 00 OTHECEHHH JOKYMEHTHPOBAHHOH cClly'keOHOW HMHQpOpMaALUH K paspsiy
OIpaHHYEHHOTO pacrpocTpaneHnusd, HECYT OEPCOHAIIBHYIO OTBETCTBCHHOCTH 3a




OOOCHOBAHHOCTE MPHHATOTO PELICHUS U COBIIOIEHNE OrpaHUIeHH I, IpeLyCMOTPEHHBIX IT.
1.3 nacrosmeit Mucrpykunu, a tTakxie 3a obecriedeHne 3auThl HOCHTENel uHpopMaruu
OPPaHHYCHHOrO  pacnpoCTpaHCHUs M HMCIHOJb30BAHUE CPEACTB OPITEXHUKH [IpHU
HOJIrOTOBKE 3THX JTIOKYMEHTOB.

1.3, JloKkyMeHTHpOBaHHAsI ciryxeOHast uHpopManus OrpaHUYEHHOI'0
pacnpocrpanenus 6e3 canxuuu aupekropa GI'BIIOY I'VIIDU unu ero 3amecrureneit He
HOJIOKHUT Pa3IrIAEHHIO (PACIIPOCTPAHCHHUIO).

1.6.  3a  pasmiamende  JOKYMEHTHPOBAHHON  ciryxeGHOM uHpopmaruu
OrpaHuYCHHOIO pacClpOCTPAHCHUS, d TaK)Ke HApyLICHHE TMOpsAAKa OOpalleHust ¢
AOKYMEHTAMHM, COJEPKAIMUMH TaKyl0 HH()OPMALMIO, COTPYAHHK OPraHU3AIMH MOYKET
OBITh NMPUBIIEYEH K JUCHUIUINHAPHON WM MHOH TIPeIyCMOTPEHHON 3aKOHOMATEIBCTBOM
OTBETCTBEHHOCTH.

I.7. KoHTpoib 3a OCyIIECTBIEHHEM yuera, pa3MHOKEHUS, XpaHeHus U
HCIIOJIB30BAHHUA JIOKYMEHTOB, JIe) ¥ u3fanui ¢ rpudom «ist ciyxeOHOro moib30BaHus
BO3J1aracTcs Ha COTPYHUKA, HA3HAYEHHOIO NpuKasoM aupekropa GI'BITOY I'VI[DU.

1.8. Corpymnuxu ®IBIIOY T'VIIDU, nmeomme oTHOmeHHEe K paboTe ¢
JIOKYMEHTAMH, JICIIaMU M U3JaHusIMu «J[1st ciryxeOHOro 1osb30BaHusy, JOJKHBI OBITH B
00sI3aTeNLHOM TIOPS/IKE  O3HAKOMIICHBI ¢ HMHCTPYKIHMeH, yCTaHABIHBAIOLIC IOPsAJIOK
paboTel ¢ JOKYMEHTHPOBaHHOH HH(OpMAIKell OrpaHHYEHHOr0 pPACTIPOCTPAHEHHS B
®I'BIIOY I'VIIDHN.

Corpynnukam (MCTIONHUTENAM), PaGOTAIOIMM ¢ AOKYMEHTAMU U H3JaHUAME «Jlyst
CILY’KeOHOTO MOJIb30BAHUSY, 3AMPENaeTcsl COOOIAaTh YCTHO MM ITHCHMEHHO KOMY GBI TO
HUA OBLIO CBEJIECHUsl, COJEPKAIIMECS B OTHX JOKYMEHTAX M H3JAHHSIX, €CIIH 7TO HE
BBLI3LIBACTCS CIIYKEOHOH HEOOXOTUMOCTEIO.

1.9. Ilpu paGore ¢ nokymentamu «Jns ciyskeGHOrO MOJB30BAHUL), KpPOME
HacTosiiedt MHCTPYKIUHU, BeIOMCTBEHHOH MHCTPYKIIHH, OTpaKaroiel cienuduky paGoTsr
OpraHm3anyii, COCTABICHHOH W pa3pa0OTaHHOW Ha OCHOBE HacTosiield MucTpykuuu,
cnenyer Taike pykosoucTBoBarhess 'OCT P 6.30-97 «YuuduimpoBanHble CHCTEMBI
JOKYMCHTAI[MK.  YHU(DHUUMPOBAHHAS ~ CHCTEMA  OpraHU3allHOHHO-PACTIOPSIHTEILHON
JoKkyMeHTanuu. IpeboBauns k O(GOPMICHHIO JOKYMEHTOB», pPeriaMeHTHPYIOIHM
TpeboBanms K (popMam JOKYMEHTOB M MpaBHIia HX 0(QOpPMIICHHS.

2. [IOPSIIOK TTIPMEMA U YYETA JIOKYMEHTOB U U3JJAHUH

2.1. Tlpuem u yuer (perucrpanus) JOKyMEHTOB M W3maHuil «Jl1s ciyxeOHOro
HOJIL30BAHUSY OCYLICCTBIIACTCS TEMH K€ CTPYKTYpHbIMH mojpasjucieHussmu PIBIIOY
I'VIIDH, koTOpbIM MOPYUeH Y4ET HECEKPETHOM JOKYMEHTALMH.

2.2. Best nocrynaromas B @I'BIIOY I'VI[3U koppecnionaenims «J{is cmyxxe6HOro
[10JIb30BAHUS) [TPUHUMACTCS. U BCKPLIBAETCS COTPYHUKAMHU, KOTOPBIM IOpyYeHa paboTa ¢
STUMH Marepuanamu. lIpu 9TOM NpOBEPAETCAs KOMMYECTBO JIACTOB M OK3EMILIAPOB
JOKYMEHTOB M H3[aHHH, a TAKKe HAIMYME YKA3aHHBIX B COMpPOBOAUTEIHLHOM ITHCHME
IIPHJIOKEHUH.

B ciaydae oTcyTrcTBHs B KOHBEpTax (IAKeTax) AOKYMEHTOB «Jlist ciryskeGHOro
TIOJIL30BAHUS» WIIH TIPUJIOXKEHHH K HUM COCTaBIISIETCS aKT B JIBYX SK3eMIUIIPaxX, OJUH H3
KOTOPBIX BBICHIIAETCS OTITPABUTEIIHO,

Ommbo4yHo  nocTynuBImIME — JOKYMEHTHl ¥ u3fanus «Jng  cmyxeGHOro
NOJIE30BAHUS BO3BPAIIAIOTCS OTIPABHTEIIO.

2.3. B nepabouee Bpems JJIOKyMEeHTHI B u3nanus «/l1s ciryxueGHOro mosib30BaHHs
NpUHUMAIOTCS  AeKYypHBIME 1m0 OI'BIIOY  ['VIIOM, xoTopsle, He BCKpBIBasS Ty
KOPPECIOHACHIINIO, ITEPE/IAIOT €€ OTBETCTBEHHBIM PAOOTHHKAM.

3anpemaercs JIOCTaRIaTh B HepaGouee BpeMst Mmarepuainl «J{jist ciyxeGHOro
noas3osanussy B GI'BITOY I'VIIDU.



2.4, PerucrpanmMu TmoieXkar Bce BXOISLIME, HCXONAIIAE U BHYTpPEHHHE
JOKYMEHTEL, 4 TaKkiae usmauust «JPis cinyxeGHOro monpsosanus». Takue IOKYMEHTHI
YUUTBIBAIOTCS 110 KOJIMUECTBY JIMCTOB, & M3/IaHUs (KHHIH, XypHAIbl, GPOLIIOPEI) — 110
9K3EMILIISIPAM.

Hoxymenter ¢ rpupom «JICII» y4uTbIBaroTess OTHENBHO OT HECEKPETHOM
fokymenTauud. Hpu HesHaquTenbHomM 06beMe TaKUX AOKYMEHTOB Pa3pellaeTes BECTH HX
YHET COBMECTHO C IPYrMMHM HECEKPeTHBIMH IOKyMeHTamH. [Ipu sTom B KapTouke
(JKypHAJIe) K perucTpalHOHHOMY HOMEPY JIOKYMEHTa [IPOCTABIIAETCS OTMETKA «JICITy.

TpeboBanne 0QHOKPATHOCTH PErHCTPALMK PACIIPOCTPAHACTCS U Ha MOKYMEHTBI, U
usganus « s ey keGHOTo MONTB30BAHUS.

Yder JIOKYMEHTOB M u3NaHuii «Jl1g ClryskeGHOrO IMONL30BAHHSY BexeTes b
KypHanax. Jlonyckaeress perucTpupoBaTh AOKYMEHTHI ¢ IpH(BOM «ICIT» ¢ momorbio
YCTPOUCTB 3JIEKTPOHHO-BBIYHCIUTENLHON TEXHUKH.

JIBroKeHHe JIOKYMEHTOB M H3faHud «Jlist cyeGHOro Mob30BaHMsy) TOJIKHO
CBOCBPEMCHHO OTPAXKATBLCS B )KyPHAJIAX UK HA KAPTOUKaX.

2.5. Ha kaX0M 3aperucTpupoOBaHHOM JOKYMEHTE, a TAKiKe Ha COMPOBO/NTEILHOM
MACkMe K M3JIaHuAM «Jlist ciry:keOHOro mosib30BaHusy MPOCTABIISIETCS [ITAMII, B KOTOpPOM
YKa3bIBAIOTCs HAMMEHOBAHHUE OPraHu3alliu, PErHCTPALMOHHBIN HOMEp I0KyMEHTa H jara
Cro NMOCTYINICHHU A,

2.6. Tupax wspanns «Jlns cayxeGHOrO [ONB30BAHUA», MONYYCHHBIH JuIst
PAaCChIIKH, PETHCTPUPYETCs 104 OJAHUM BXOISAIIHM HOMCPOM B <<)Kypnane y4deTra Hu
JOKYMEHTOB OTpaHHUEHHOTO pacnpoctpanenusy ([Tpunoxenne).

JlOnOTHITENIBHO Pa3sMHOKEHHEIE SK3EMILISIPbI JOKYMEHTA (H3/1aHUS) YIHTBIBAIOTCS
3a HOMEPOM JTOr0 JOKYMEHTa (M3[aHHUs), O 4YeM JEIaeTcs OTMETKAa Ha PasMHOKAEMOM
JOKyMeHTe (M3/laHHK) U B y4eTHBIX (opmax. HyMeparius JomoMHUTENEHO Pa3MHOKSHHBIX
SK3eMIUISIPOB MPOU3BOUTCS OT TIOCJIEHEr0 HOMEPA PaHEe YUTEHHBIX 9K3EMIUISIPOB.

3. Pasmuoykenne u paccoblika (OTIpaBKa) J0KYMEHTOB M H3IaHMM

3.1. lokymeHTsI ¢ rpudom «JICIT»:

rneyararTcs OTRETCTBEHHBIM JIMIIOM, OTBETCTBEHHBIM 34 IIOATOTOBKY AOKYMEHTOB C
rpudom «J[CII», nomyckaercs HCIONB30BAHHE HNEPCOHANLHON KOMIBIOTEPHON TEXHHKH,
IpH 3TOM paboTa BBINONHAETCS TOJBKO C HCIOIB30BAHHEM CMEHHBIX MATHHTHBIX
HOCHTElIeH (MHCKET). YKa3aHHbIC JMCKETHI XPAHATCS y CHEMAINCTA, OTBETCTBEHHOIO 34
paboty ¢ noxkymentamu ¢ rpudpom «1CITy;

HEYaTAKTCS ¢ YKA3aHHEM Ha JIMLEBOH MM 0GOPOTHOMN CTOPOHE B JIEBOM HHKHEM
YIily TIOCIICJIHErO JIMCTa KakIOro 9K3eMIUIIpa JIOKYMEHTa KOJHYECTBA OTIEYATAHHBIX
OK3CMIULIPOB, (aMUIMM  MCIOJNHMTENE M HOMepa ero cayxe6uoro TeneoHa.
YKa3pIBaloTCs Takyke HaUMEHOBaHWE (haiiia, JaTa INeuaTaHWs, WHUIHAIEI HUMEHH W
(amuun crenmanucTa, rnevaraBlero J0KyMeHT. [ToamucaHHble JOKYMEHTHI (BMECTe ¢
UEPHOBUKAMH) MEPEAAIOTCS /ISl PETHCTPALMH CIEHHAIHCTY, OCYIIECTBIAIOIEMY HX YUET;

[EepeaaloTesl CHCUMAINCTaM CTPYKTYPHBIX MOJpa3/ieIeHHid OpraHu3aluy [0/
pacrniucky. Ilepenaua noxymentoB ¢ rpudom «JICII» u jen, couepkammx Takue
AOKYMCHTBI OT OZHOIO clieiuajliucra APYromMy, OCYUICCTBIISACTCS TOJIBKO C paspeLICHUS
aupextopa GI'BIIOY I'VIIDU,

HEePEeCbUIAIOTCS  CTOPOHHHUM  OPraHM3alUsIM KypbepOM WIIH 3aKa3HbIMH, WJIHU
[EHHBIMH [TOYTOBLIMH OTIPABJICHUSIMH;

He MOTYT IepeaBaThCs 0 HEe3aUIUIIEHHBIM KaHalaM KOMITBIOTEPHO-MOJIEMHOI,
(hakcuMHIBHOMN 1 TesterpadHO CBSI3U, a TAKXKE 110 JIEKTPOHHOM ToYTe;

3.2. OrnevatanHple ¥ MMOIUCAHHBIC TOKYMEHTBI « [/ ¢Iy:KeGHOro IOJIb30BAHUS
BMECTE ¢ MX HCPHOBHKAMHU W BapHaHTaMM IEPENAIOTCS JUIS PETHCTPALUH CIELHATHCTY,
OCYILLECTBJISIFOLIEMY UX yueT. UepHOBHKM M BAPUAHTBI YHHUTOKAIOTCS 3THM COTPYIHUKOM
¢ DOATBEepIKACHHEM (aKTa YHMYTOKEHHs 3allUChIO Ha KOMHHM HCXOISIIErO JOKYMEHTa:
«YepHoBUK (M BapuaHThl) yHHUTOXEHEI. Jata. [Toamucey.



3.3. Ha ucxonamux jgokymeHTax (B HEOOXOAMMBIX CITydYasX M HA HX IIPOEKTax),
COLEPXKALIMX  JIOKYMEHTHPOBAHHYIO  CIyKeOHYIl0  MH(pOPMANMIO  OrpPaHHUCHHOTO
pacnpoctpanenus, rpu@ «JICI» u Homep HK3eMILIPa MPOCTABISIOTCS B IPABOM BEpXHEM
YTy IepBOH CTPAHHIIBI JIOKYMEHTa, Ha 00JIOJKKE H THTYJIHHOM JIUCTE M3MaHUSI, a TAKIKE Ha
TIEPBOH CTPaHMUIIE COTTPOBOMTENBHOIO IIMChMA K TAKHM JOKYMEHTAM.

Ilpu neobGxomumocTH HanpasieHust T0KyMeHTOB ¢ rpudom «JICIT» Heckonbkum
anpecaTaMm COCTABIISIETCA yKasaTellb PACCBUIKH, B KOTOPOM IIPOCTABISIIOTCS HOMEpa
SK3EMILISPOB OTIPABIIIEMBIX JJOKYMEHTOB BCEM aJ[pecaram.

YKasareib  PacChUIKM  MOAMKMCHIBAETCS — MCHOJHHUTENIEM,  PYKOBOJUTENEM
CTPYKTYPHOTO TIOAPA3JICJICHHUs], FTOTOBUBILET0 JTOKYMEHT (IpeIBAPUTEILHO COrIACOBAHHEIHN
¢ nupextopom OI'BITOY T'VIIDN).

3.4. PasmuHoxenue noxkymentoB u m3jaHuii ¢ rpudom «Jlnm  ciyxeGHOro
NOJIL30BAHMSA»  OCYIIECTBISIETCS.  TOJNLKO ¢ THCBMEHHOIO paspelleHHs JIUpeKTopa
OI'BIIOY I'VLDU. Yuer pasMHOKEHHBIX JOKYMEHTOB OCYILIECTBIISIETCS M0 HK3EMILISIPaM.

Hokymentsl 1 uznmanus «J{nsg  ciayxeGHOrO MOJNL3OBAHUS, MOIYHYEHHBIE OT
CTOPOHHHUX OpraHW3aIUi, MOT'YT OBITh PA3MHOYKEHBI TOJIBKO C MX COTJIACHSL.

3.5. OrnpasisemMsble JJOKYMEHTBI, Jie/1a U H3Janust «J[J1s cly:x’eGHOTO MOIb30BaHMs»
AOJDKHBL OBITh MOMEMICHBI B KOHBEPTHI JIMOO YNAKOBAHbL 3alpelacTcs HCIONb30BAThH
KOHBEPTBI ¢ IPO3PAYHBIMH «OKOLIKAMH) JUIS MePECHUTKH 3THX JIOKYMEHTOB.

3.6. Ha yriakoske (koHBepTe) yKa3bIBAIOTCS aJpeca 1 HAUMEHOBAHHS MOJTydaTeIs i
OTHpaBUTEJISl, HOMEpAa BIIOKEHHBIX JOKYMEHTOB ¢ pnobapienueM ormerku «J[CIT.
3anperaeTcs ykasbBaTh (GaMUIHK U JO/DKHOCTH PYKOBOAMTENIEH M COTPYIHHKOB, 4 TAKIKE
HAUMEHOBAHUSI CTPYKTYPHBIX MOJApPa3/AeNIeHuil OpraHu3ali Ha YIAKOBKE JOKYMEHTOB H
u3laHui «/11s ciy:ke0HOro nob30BaHUMY.

4. TPYIITIMPOBKA UCIIOJIHEHHBIX JOKYMEHTORB B JIEJIA

4.1. JlokymeHThI ¢ rpudoM «J[st ciy:keGHOro 10I530BaHMSY MOCIE HCIOTHEHHS
IPYIIUPYIOTCst B Jienia. ITopamok ux rpynimMpoBKH IpeaycMaTpuBaeTess HOMEHKIATYpaMH
JIeJ]1 HECEKPETHOTO JeIONPOU3BO/ICTBA.

B nomenxnarypy nenm B o0s3aTenbHOM HOpSIAKE BKIIOYAETCS BCsl HH(OPMAIHS C
rpudom «Jlist ciryeGHOTrO MOJIL30BAHUSIY.

4.2. loxymenTtsl ¢ rpupom «Jast ciayeGHOro Mmosib30BaHHA» B 3aBHCHMOCTH OT
MIPOU3BOJICTBEHHON HEOOXOIMMOCTH JIOIyCKaeTCsl IPYIIMPOBATE B Jeja OTACIBHO HITH
BMECTE C JIPYTUMH HECCKPETHBIMH JJOKYMEHTAMH 110 OJJHOMY M TOMY K€ BOIIPOCY.

B cnywasx, korna B opranusanuu obpasyercs GolblIoe KOIUYECTBO OIHUX U TeX
JKe BHIOB JOKYMEHTOB U Jesl (IpHKa3bl, HHCTPYKLHH, CBOAKH U T.1.) ¢ rpudom «Jlns
ciy:xeOHOro mosib3oBanus» u Oe3 sroro rpuda, IenecoobpasHO NpegycMaTpuBaTh HX
obocobiernoe Gpopmuposanue B geina. Ilpu stom B rpade HoMeHKIaTYphl «MHIEKC AeT1a»
K HOMEpY Jejia ¢ JoKyMeHTamu «/lmst ciryeOHOTO IMOJIb30BaHus» H00ABISETCSl OTMETKA
«JICTTI».

llpu Brmovyenuu gokymenra ¢ rpupom «Jlis ciayKkeGHOro moJb30BaHUL) B JIENO C
HECEKPETHBIMU JIOKYMEHTaMH, HE MMEIOIIHNMH aHaIOrn4Horo rpuda, AaHHOE IENIO0
nosmydaer rpud  «Jlis ciryxeGHOro I0JIb30BaHMS» M COOTBETCTBYIONIEE YTOYHEHHE
BHOCHUTCSI B HOMEHKIIATYPY JIeJ1 TeKYIIEro roa.

Ecin  oOpasyercs HeGonmbloe KOJIHYECTBO JOKyMEHTOB «Jlist  ciry:keGHOTO
[OJIb30BAHMsD), HOMCHKJIATYPOH /e MOXKET OBbITh NPEAyCMOTPEHO 3aBEICHHE OIHOIO
aena, koropoe umenyercs «lokymentol «[las cimyxkebnoro moss3oBaHmsy. Cpok
XPaHEHHMs TAaKoro Jiejia He yCTAHABIIMBACTCS, 4 B COOTBETCTBYIOIIEH rpade HOMEHKIATYPEI
Jien rnpocraiisiercst orMerka « Ky (akeneprHas KOMUCCHS).

4.3. Ilo oxoHuaHMH [EJIONPOU3BOACTBEHHOrO roja aeno «Jlokymentbl «Jlis
CIIy’K€OHOTO IOJIB30BAHUSY TPOCMATPHBACTCSl KCIIEPTHOI KOMHCCHEH MOJIMCTHO W, B



ciiyyae HEOOXOAMMOCTH, TNPHHHUMAETCS peIleHHe O IIEPErpyInupoBKe JOKYMEHTOB.
Cozepiaiumecss B Jele JOKYMEHTBI IOCTOSHHOTO CpPOKa XPAHEHHSI TPYIIHPYIOTCS B
OTJZENbHOE  Je10  (Aena), KOTOpOe IONYy4YaeT CAMOCTOSITCNIBHBIA  3aroj0BOK U
JIOTIOJTHUTENIBHO BKJIFOYAETCS B HOMEHKJIATYPY JeJl.

Ecim B neno  «Jlokymentsl «JIig  ciry:keGHOrO  IOJIBL30BAHUS)  BKIIIOUESHBI
JOKYMECHTbBI TOJIBKO BPCMCHHBIX CPOKOB XPaHCHUA, OHO MOKET HE N1epe(hOPMUPOBLIBATHCS.
Cpox XpaHeHHS TaKoro Jeia yCTAHABIUBACTCS 110 MAKCHMAIBHOMY CPOKY XpaHEHHS
cozepxammxes B HeM JokymeHnToB, Otverka «OK» B rpade HomenxmaTypsr nest «Cpok
XpAHEHUs» 3a4E€PKUBACTCS U 3aMEHSICTCS YTOYHEHHBIM CPOKOM XPaHCHHUSL.

4.4. Jlena ¢ noxymeHTtamu «Jlist ciay:xeOHOrO IMOJB30BAHMS» IOCTOSAHHOIO H
JIOJIrOBpeMEHHOr0 (cBbitie 10 JieT) cpoka XpaHEeHUs! JIOJIKHBI UMETh BHYTPEHHHE OINUCH.

5. UCIIOJIb3OBAHME JJOKYMEHTOB, IEJI U U3JIAHWM. CHATUE C IEJI
I'PUDA «JUUTA CITYKEBHOI'O TTOJIB3OBAHU S

5.1. K pabore ¢ nenamu «/{ns ciayxeOHOro mojb30BaHUsy OMYCKAIOTCS HMEIOIIIE
K HMM HEIOCPE/ICTBEHHOE OTHOIIEHHUE JODKHOCTHBIE JIMIA, 4 K JOKYMEHTaM — COTJIACHO
PE30JIIOLIHHU JIMPEKTOPA.

Kareropuu paboTHUKOB, nomyckaemblx K padote ¢ mzganusMu «[ist ciyxebuoro
TI0JIB30BAHUSI» OLIPEJIEIISIOTCS JUPEKTOPOM.

5.2. Banpemaercsi MoJIb30BaThCS CBEJEHHUSIMU M3 JIOKYMEHTOB ¥ W3naHuil «J{ist
CILYKEOHOrO  IOJIL30BAHUS) JUISl  OTKPLITBIX BBICTYIUICHHH HJIM ONyOJIMKOBAHUS B
OTKPBITOH TeuaTH, Iepejadax I10 paJuo H TeJICBHACHHIO, SKCIOHHPOBATH TaKHE
JIOKYMEHTBI ¥ M3JIaH1s Ha BBICTABKAX, IEMOHCTPUPOBATEL UX HA CTEHIAX U T.1.

5.3. IlpencraBurenu ApyrHX OpraHU3aluid JONMYCKAIOTCH K O3HAKOMJICHUIO H
paboTe ¢ JOKyMEHTaMH U H3JaHusMH «Jlis ciry’KeOHOro I10JIb30BAHUSY C pa3pelieHus
mupextopa OI'BIIOY I'VIIDU, B BejeHMH KOTOPBIX HAaXOMSTCA OTH MaTepUalbl, IPH
HaJIMYKUK IMUCbMCHHOI'O 3al1poca TCxX Opl"aHId3aLlel, B KOTOpPbIX OHH p'dGOTaIOT, C YKazaHucm
TEMBI BBITIOJTHSIEMOTO 33 JaHHSI.

5.4. Jlena u uznanus «Jlig ciiy>xeOGHOr0 MOJB30BAHUSY BBIIAIOTCS UCIIOTHUTEIISIM,
orMeTka  mpocraBusercs B «KypHame — ydera  JOKYMEHTOB — OIPaHMYECHHOIO
pactipoctpanenust (JICIT)».

5.5. Cusitue pYKOITMCHBIX, MAlIHHOIIMCHBIX, KCEPOKOIUH, a TaKXe MPOU3BOICTBO
BBIMUCOK M3 JIOKYMEHTOB M u3aHul «Jls ciry’keOHOro NoJb30BaHUS» COTPYAHUKAMHU
JAHHOW OpraHH3aI[lH POU3BOAUTCS ¢ pasperneHus qupekropa GI'BIIOY 'VIIDHU.

CHsiTHe KOIMHME JUTsE CTOPOHHHX OpraHH3alllil ¢ JOKYMEHTOB M u3maHuh «[[ys
CIyreOHOrO NOIB30BAHUS» TPOU3BOIUTCS HA OCHOBAHUYU MMUCEMEHHBIX 3aIIPOCOB.

5.6. Jlema TOCTOSSHHOIO M BPEMEHHOIO CpPOKOB XpaHeHHUs: ¢ rpudom «Jlus
CIYKEOHOIO  T10JIb30BAHUS) TIEPHOAMYECKH POCMATPUBAIOTCS C LEJIBIO BO3MOMKHOIO
CHSITUS HTOro rpuda.

[Ipocmotp ocymectsiseTces npu nepepade aen B apxus GI'BIIOY T'VIDN.

Pemenue Borpoca o custuu rpuda « s ciryxeGHOro rnojas30BaHusy BO3JIAraeTcst
HA CO3JIABACMYIO B YCTAHOBICHHOM MOPSKE CIIEHHATIBHYIO KOMUCCHIO.

Pemenne komuccuu oopMIIsIeTCss COCTABISEMBIM B TPOU3BOJILHOM (hopMe akToM,
KOTOPBI yTBEPIKAAETCS AUPEKTOPOM. B akre nepedncstores aena, ¢ KoTopslx rpud «Jlis
CITy’KeOHOTO MOJIb30BAHUS» CHUMACTCH.

OuH 5K3eMIUIp aKkTa BMecTe ¢ AenaMmu nepegaercs: B apxus OI'BIIOY I'VIIDU.

5.7. Ha oGnoxkax nen rpud «Jlus ciayxeOHOro I10J530BAHUSY) IIOralmaeTcesl
LITAMIIOM HJIM 3allUChI0 OT PYKH € yKa3aHMEM JaTbl U HOMEpa aKTa, I1OCIY)KHBLIETO
OCHOBAHHUEM [UIsl €r0 CHSTHUSI.

5.8. Tlpu custun rpuda «JICIT» Ha poxymeHTax, W3JIAHUAX, & TAKXKe B yYETHBIX
dopmax AenaloTcss COOTBETCTBYIOLIME OTMETKM M HH(OOPMHMPYIOTCS BCE aJpecarsl,
KOTOPBIM 3TH JIOKYMEHTBI (M3JJaHusl) HAIllPaBIISUIHCh.



6. OTBOP JIOKYMEHTOB, JIEJT Y U3JIAHUWM JUISI XPAHEHUS
N K YHUYTOXEHUIO

6.1. IlpoBenenue SKCepTH3bl HAYYHOU M NIPAKTHYECKON [EHHOCTH IOKYMEHTOB U
men «Jlst ciyxeOGHOro I1oJb30BaHUS» PACCMOTPEHHE U YTBEPKIEHHE €€ Pe3y/IbTaToOB
IPOU3BOAUTCA B COOTBETCTBHH C TPeOOBAHUSAMHM M MOPSAKOM, YCTAHOBJICHHBIMH IS
HECEKPETHBIX MAaTepHAJIOB.

6.2. Jlena B apxus ®I'BITOY T'VIIOU nepenatorcst B obpaboranHoM Buje. Ilpu
5TOM JIeNa, cojeprKalue JOKyMeHTh! «Jl1st ciykeOHOro nojib30BaHus», BHOCITCS B OMUCH
Hapsyly ¢ IpYrUMHU JeJIaMU, COEPIKAIIUMH HECEKPETHBIE JOKYMEHTEI.

6.3. OroDpaHHBIE K YHUUTOXEHHIO nena «J[ist ciyxuebHoro nojib3oBaHus), He
UMCIOIIHEe MCTOPUYECKON LECHHOCTH M YTPATUBLIME MNPAKTHUECKOE 3HAYEHHE, MOIYT
0GOpMIIATECST OTAENBHLIM AKTOM HJIM BKJIIOYAaThesl B OOIMIMI aKT BMECTE C JPYrHMH
O0TOOpaHHBIMH K YHMUYTOXKEHHIO HEeCeKpeTHbIMH jaesiamu. [Ipu aToM B rpade «3aroyoBku
Jiemy Tocse HoMepoB 3Tux aen npocrapisercs ormerka «J[CII». B yuernsix ¢popmax o6
STOM JIENAETCSl COOTBETCTBYIONIAS OTMETKA CO CCHIIKOIM HAa COOTBETCTBYIOIIMI aKT.

7. OBECIIEYEHUE COXPAHHOCTU JOKYMEHTOB, JIEJI U U3JJAHU.
[TPOBEPKA UX HAJIMYKS

7.1. JlokymeHTsl, jena W wu3jgaHus «Jlist Ciry:keGHOro IOJIB30BAHUS» JIOJIKHEI
XPpaHUTBCs B CJ'I}/}KG6HI>IX INOMEIIEHUAX B HAACKHO 3alHUpacMBIX U OIIEYATHIBAEMBIX
mkadax (xpanunumax). IIpy 3ToM A0MKHBEL OBITH CO3TAHBI HAUIEKAIIHE YCIOBHS,
obecrieunBaroniue X GU3NYECKy0 COXPaHHOCTb.

7.2. Bpinannpie ama paGotel gena «as cirykeOHOrO MOJb30BaHHUS» IOJIEIKAT
BO3BpATy B apXUB B TOT K€ JICHB.

Ornenbubie gena «Jlns ciyxeGHOroO IOJIB30BAHMSY C paspelleHHs IHPEKTOpa
MOTYT HAaXOJUTBCS Y HCIIOJHUTENS B TEHEHUE CPOKA, HEOOXOJAMMOIO JUls BBIIOJIHEHHUS
3aJlaHMd, [IPH YCJIOBUM IIOJIHOTO OOECHEeUeHHs] UX COXPAHHOCTH H COOIIONEHHS TPaBHII
XpaHEeHUs.

7.3. llepenaua NOKYMEHTOB, Jel M M3MaHUR «J{Is CIy:K€OHOrO MOJIL30BAHUS)
JPYTHM COTPYIHHKaM, IPOU3BOIUTCS TOIBKO C pa3pelleHHs THPEKTOpa.

7.4. 3anpeliaeTcs U3bATHE U3 JIEJ WK TIEPEMEIIEHHAE JOKYMEHTOB C rpudom «Jljis
CIIy)KeOHOr0 IOJIb30BAHKUS) M3 OZHOro Jena B Apyroe 0e3 CaHKIMH AUPEKTOpa I JIKIA,
ocymecTpisioniero ux yuer. OG0 BceX NPOBENEHHBIX H3BATHAX HIIH TepeMEIeHHIX
JICJIAIOTCS. OTMETKH B YUETHBIX JOKYMEHTaX, BKIIIOYasi BHYTPEHHUE OITMCH,

3ampelnaeTcsi BBIHOCUTH JIOKYMEHTBI, nAena u  u3fanus «Jlus  ciayxebuoro
MOJIB30BAHUSY U3 CIIYKeOHBIX TOMEIIEHUH J171sl pabOThI ¢ HUMHU Ha JIOMY,

7.5. Ilpu cmeHe B OpraHU3allMd  CIENMANUCTA, OTBETCTBEHHOIO 3a ydYer
noxymentos ¢ rpudom «JICIT» cocraBnsercss akT mpueMa-cadyd 9THX JOKYMEHTOB,
KOTOPBIH YTBEPKAAETCS! TUPEKTOPOM.

7.6. IlpoBepka HanMuusl JIOKYMEHTOB, U3JIAaHUN U JIeJI, COJEPIKAIIUX JOKYMEHTHI C
rpupom «/JICIT» B @I'BIIOY TI'YIIDU, npoogurcsi He pexe OAHOTO pasa B IO/
KOMMCCHSIMH, Ha3HAYaeMBIMU IIPHKA30M JHUpeKkTopa. B cocraB KOMHCCHH BKIFOYACTCS
CHELHMATUCT, OTBETCTBEHHBIN 3@ YUET U XPAHECHUE 3TUX JIOKYMEHTOB.

B apxuse ®I'BIIOY I'VI[OHW nposepka Hanuuus 1okyMeHTOB ¢ rpudom «JACID» B
JleN1ax MpOBOJUTCS He Peke OJTHOTO pasa B IISITH JIET.

Pe3ysbrarsl MpoBepoK 0(GOPMIISIIOTCS AKTOM.

7.7. O dakrax yTparbl NOKYMEHTOB, wu3ganuii ¢ rpudpom «JICII» wu gmen,
COJIepIKallMX 9TH JOKYMEHTBI, a TaloKe pasrilalieHns HHPOPMAIIHH, CONCPIKAIICHCS B 9THX
JIOKYMEHTAaX, CTaBUTCS B H3BECTHOCTH JHUPEKTOP M HAa3HAYACTCSl KOMHCCHS JUIsl
paccneoBaHusl OOCTOATENLCTB YTPAThl WIM pasriamieHus. Pe3ynbratel paccieioBaHus
JIOKJIJIBIBAIOTCS TUPEKTOPY, HA3HAUMBINEMY KOMHUCCHIO.



Ha yTpaueHHbIe JOKYMEHTBI, H3IaHUS U JIeNa, COoJepIKanie JOKYMEHTEI ¢ Ipr(oM
«JICTT» cocrapisieTcst aKT, Ha OCHOBAHUH KOTOPOTO JIEJIAtOTCS COOTBETCTBYIOIINE OTMETKY
B YUETHBIX (popmax

Crenuaiuct 1o Kaapam Z/ E.O.Kanuuuna
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Kypuan ydera nokymenros OTPAHHYEHHOr0 pacnpoctpanenust (s CI1y?’KeOHOTr0 M0JIb30BaHHsT)

. JABUKEHHUE JJOKYMEHTA OTMeETKa 00
Jlara BXOJISIITHINA
No KOJI-BO YHHYTOXXEHUH
MTOCTYTUICHHS HOMeEp KpaTKoe coepkanue IpUMEYaHue
/i JIUCTOB WJIH TIEP/IaYu B
JIOKYMEHTa | TOKyMeHTa
apxXuB
KOMy Jlata nata
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