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Hosbie lNMpaBuna
Ae/IonpounsBoACTBa

ANA rocopraHoB v OpraHos
MeCTHOro caMoynpaB/ieHUA

Bepa Uputukosa

npodeccoHanbHbIi yNpasasiolmii JOKyMeHTaMu, JOKyMeHToBes,
NpurialeHHsblii NekTop Poccuitckolt akageMum HapogHOro X03aiMCTBa
M FOCyAapCTBEHHOM cayx6bi npu MpesvaeHTte PO

Mpoaxanusnpyem cogepiarivie HOBbIX [PaBuA MO AC/10MPON3BOACTBY, KOTOPbIE BCTY-
nuav B cuny 12 pespans 2020 roaa. [1na KOro oy 06a3aTeNbHbI?

Ha kakue nonoxeHia Npaeu cTouT 06patiTh 0C060€ BHIMaHME NPU aKTYaM3aLMN
cBoeii IHCTPYKLMK No Aenonpon3soacTey? Kakue ynyiieHus Mpasun npuaeTcs Boc-
NONHATb CAMOCTOATE/IbHO?

O6patuTe BHUMAHME Ha 32/10eHHYi0 B [1paBitnax cUCTeMy pacnpeaeneHua oTeeT-
CTBEHHOCTY 3a OPraHM3aLiio 1 BeAeH1e AeN0NPOU3BOACTBA MEXAY CYK60it Aeno-
MPOU3BOACTBA, PyKOBOAUTENAMM PA3HOIO YPOBHA U APYTUMU COTPYAHUKaMU. [ns
NPETBOPEHMA B XM3Hb HEJOCTATONHO ee OTPaXeHus B MIHCTPYKLMK No Aefonpous-
BOACTBY OpraHu3aLm, MOXET NOTPeBOBATLCA aKTYaNM3aL|NA KaAPOBLIX AOKYMEHTOB.

Pocapxus paspaboran [Ipasia 1en0npousBosiCTEA B TOCYAPCTBEHHBIX
OpraHax, OpraHax MecTHOro camoynpaenienys1'. Onu 6Bl yTBEPXKEHbI IPU-
kasom Pocapxusa ot 22.05.2019 Ne 71 u sapeructpuposanst Muniocrom Poccuu
27.12.2019.

TIpy 9TOM GOMBLION MHTEPEC TPECTAB/LA I1. 2 IPUKA3a 06 MX YTBEpIK/ICHUIL,
B KOTOPOM 3aKPeI/IANach 0COGEHHOCTD BCTyIIeHus [IpaBui B cury: «pu-
Ka3 BCTYIIAET B CUTY C laThl u3fanus [Ipasurenpcrsom Poccmiickoii Pepepa-
Ly HOCTAHOB/IEHNA O IPUSHAHMM YTPATUBIINM CHULY IL. 1 TOCTAHOBIEHVIA OT
15.06.2009 Ne 477 “O6 yreepskpenuu [lpasun genonpoussoncTsa B desepars-
HBIX OPTaHaX UCIIONHUTENBHOM BIacTi ». To ecTh HOBbIe [IpaBua qOMKHEL
G711 CTaTh EMCTBYIOUMIU TONBKO TIOCTIE OTMeHbI [IpaBu TIETIOIIPOM3BOJICTBA
B OOVIB? 2009 ropa, kotopsie (0cobenHo B pemaxuuy 2016 roga) JOCTaTOYHO
YCHEUIHO MPUMEHANNCH B Ka4eCTBe HOPMATMBHO-METORUIECKOI OCHOBBI [/Is
sHezperysi CIJ| u paboTsl ¢ S7MEKTPOHHBIMU JOKyMeHTaMu. VIX UCIIONb30-
Ba/i He TOKO TOCY/[APCTBEHHBIE, HO U OOBIYHbIE KOMMEPYECKIE OPraHi-
3aLui, Yemy CrocoGeTBoBam MeTofideckie peKOMEHALIN IO Pa3paboT-

! Danee - Ipasuna; Tlpasuma 2019 roga.
* 910 obuenpunsToe cokpamerue 0GosHaACT «efepanbHbe OPraHbl HCTTO/IHUTeNBHON BAACTI.

Aenonpouzsoactso u AoKyMerTooGopoT Ha npeanpuaTum, N 3' 2020




[image: image2.jpg]Ke MHCTPYKUUIt 110 fenonpousopctsy B POVIB (yrB. mpukasom Pocapxusa
23.12.2009 Ne 76). Taxum o6pasom, Hosbie [IpaBuia nsparotcs B3amen IIpasun
nenonpoussopcTa B ©OVIB 1 Ho/KHBI HefICTBOBATh B CTaryce HOPMaTMBHOTO
TIPaBOBOTO aKTa CAMOTO BBICOKOTO YPOBHSI.

Osxupaemoe nocranosyenye Ilpasurenscrsa PO 65110 mpursaTo 01.02.2020
3a Ne 71, oduirmanbro omy6mukoaso 04.02.2020 1 06ecIieunno BCTyTeHe
B cumy HoBbIX [TpaBui c.12 despans 2020 1.

Cdepa npumeHeHus

O paspa6oTke HOBBIX [IpaBIII [IE/IONPOU3BOXCTBA HA IPOQECCHOHATBHBIX
KoHbepeHIysx B 2018-2019 rr. coobyam npeacrasuren BHUVITA L 1 Pocap-
XUBa B paMKax NpeseHTaniit [Ipumeproti uncmpykyuu no 0en0npoussodcmey
6 2ocydapcmeentolx opeanusayusx® (yme. npuxaszom Pocapxuea om 11.04.2018
Ne 44)*. 3aABNANOCD, YTO 07157 hedepanbHbIX OP2AHOB UCHONHUMENLHON 671ACHIU
U 0p2aH08 MecHH020 Camoynpasnens OyyT CO3TaHbI 2 OT/ENbHbIE IPUMED-
Hbl€ MHCTPYKIUY T10 [ETTOTIPOU3BOICTBY, YTOOBI OTPA3UIINCH B HUX HE TOTBKO
06111e TEXHOMOTIeCK e IIPaBu/Ia paGoTHI C JOKYMeHTaMM, HO ¥ 0CO6eHHOCTI
VX IPVIMEHEHS B Pa3HbIX OpraHaXx BIacTy 1 ynpapnenns. OfHako paspabora-
HBI ¥ yTBEP)K/IeHbI 61y eurble [IpaBuia, KOTOpble IIPefCTOUT BHEPATD 32
CYeT paspaboTKM KOHKPETHBIX VIHCTPYKIIMIL 110 JeTTONpPOU3BOACTBY®:

- (efepanbHBIM TOCYZapCTBEHHBIM OPraHaM;
— TOCy[lapCTBEHHBIM OpraHaM cy6bexkroB PO;
— OpraHaM MeCTHOTO CaMOyIIPaB/IeHNU.

9TO0 03HAYAET, YTO C/TYKOBI JETTONIPOUSBOCTBA (AIIIapaThl U yIPABIeHUS
nenamu) GpeepanbHBIX OPraHOB MCIIONHUTENbHOI BacTy (hefepanbHbIX MU~
HUCTEPCTB, CYK6 ¥ aT€HTCTB), MX TEPPUTOPUATIBHBIX U OBENOMCTBEHHBIX
OpraHoB, a TAaKJKe alIapaTsl OpraHoB BIacTu cy6pexros Poccuiickoi Oenepa-
IV MOTYT CPa3y Havyarh [IIAHKPOBATh PabOTY IT0 BHECEHNIO M3MEHEHMIT B CBON
mevicTByole VIHCTPYKIVI IO [e/IOIPOM3BOJCTBY (a BO3MOXKHO, U B PAT APY-
TUX JJOKYMEHTOB, €CIIJ MX TOXKe IPUETCs aKTyaIusupoBarh). Takas [IaHo-
Bas pa6oTa 06BITHO 3aKAHIMBAETCS IPUKA30M 00 YTBEP)KAEHUN 1 BBEIEHUN
B [€VICTBUE HOBBIX BapuaHTOB VIHCTpyK1uit, PermamenToB u Ilomoxenmit.

Tlepsoouepennoe BHefpene IIpaBu craHeT sajadelt GpefepanbHEIX Op-
TaHOB MCIIOMHNUTEIbHOI BIacTU (B COGCTBEHHBIX allllapaTax I II0 OTPAC/).

Opeativt ocydapcmeenioil 67aCIU W3HAYATHHO HE TIOANAFATI TTO]] AeiicTBue TOi [IprMepHOi HHCTPYK-
LYY TI0 [ENOTPON3BOACTBY 8 20CyJapCIiBeHHbIX 0p2aHu3ayusx. [l TOCOPIaHOB TOLAA AeCTBOBAMN
Tlpasuna 1en0npon3BOACTEA B hefiePaTbHEIX OPTaHaX HCTIOMHUTENbHOI BTACTH (YTB. HOCTAHOBITEHHEM
TIpasutenscrsa PO ot 15.06.2009 Ne 477; fanee — [pasuina 2009 roga), UX 3aMeHUTN HOBbIE Ipasuma
2019 rofja, KOTOPBIE MBI AHANM3MPyEM B 3TOI CTaTbe.

Manee — [Ipumepsas MHCTPYKLUA.

® TlyskTst 1.2-1.3. Ipasun.
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CM. cTaTblo

«HoBbI HOp-
MaTUBHbII
AOKYMEHT —
MpumepHan
MHCTPYKUMA
o Aenonpous-
BOACTBY B roCy-
AApCTBEHHBIX
OpraHusaLuax»
8N210111'2018.
Ananuz Mpumep-
HOW MHCTPYKLUN
Mbl KaK pa3s Ha-
4ann CToro, YTO
pa3zobpanncs,
Ha KOro oHa
pacnpocTpa-
HAGTCA — KaKue
opraHusauumu
CYMTAIOTCA roCy-
AapCTBEHHLIMU
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Hanomuum, yto ®OVIB nspgaror cBoy VIHCTPYKLMH 110 [I€TIONPOU3BONCTBY
TI0 COITacoBaHymIo ¢ Pocapxmsom.

A [T OPraHOB MECTHOTO CAMOYIIPaB/IeH s CTIe0BANIO 6bI pa3paboTaTh Me-
Topudeckye pekoMeHganyy. OFHAKO 0 IOFOOHBIX TITAHAX MBI TIOKA He CTIbI-
IIay, I0ITOMY UM, BUAVMO, IPUJIETCA PEIIaTh 3ajlady BHEIPEHMs HOBBIX
TIpaBuJI ¥ aKTyanu3aLuy CBOMX MHCTPYKIMIL TIO [ENOMPOU3BOACTBY CaMO-
CTOATENBHO.

CTpyKTypa v coaepxaHue

W IlpaBuia A71s TOCOPTaHOB i OPTaHOB MECTHOTO CaMoyTIpaBienns (1. 1.2),
u TlpuMepHast MHCTPYKIS /I TOCY JapCTBEHHBIX Opranmsanuii (1. 1.2) paspa-
60TaHBI C OBMHAKOBO CPOPMYIMPOBAHHBIMI LIEMAMIM — «COBEPIIEHCTBOBaHUE
J1e/I0TIPOUSBOJCTBA U MOBBILIEHVE 3D (DEKTUBHOCTH PabOTHI C IOKYMEHTaMMU
myTeM perTaMeHTaly Ha e[MHOI IIPaBOBOY OCHOBE MPaBU/I CO3MAHMA 10~
KYMEHTOB, TEXHOJIOTHIT PaBOTBI C HMMM, OPTAHM3ALMM TEKYILIEro XpaHeHus
TOKYMEHTOB M IIOIFOTOBKM K Iepefiade B apXyB».

Tabnunua 1. Pa3fenbl HOPMaTUBHBIX MPaBOBLIX aKTOB

Mpaenna genonpounssoacTea
B rOCYAapCTBEHHbIX OpraHaX,
OpraHax MeCTHOrO CaMoynpaB/eHus
(yTs. npukasom Pocapxitea oT 22.05.2019 Ne 71) |

MprMepHas MHCTPYKLWA MO 4e/10NpOonN3BOACTBY
B rOCYAAPCTBEHHbIX OpraHn3aLmuax
(yTs. npukasom Pocapxusa o1 11.04.2018 Ne 44)

1. Obuime nonoxeHus 1. Obwme nonoxeHns

2. [lokyMeHTVpOBaHWe yripaBieHYeCcKow geATeNb- | 2. [oOKyMeHTUpOBaH/e yrpaBaeHYeCcKoMn geaTeNb-
HOCTU | HOCTM

3. OpraHu3auusa 4oKyMeHToo6opoTa 3. MNMoaroToBKa 1 0pOpMAEHUE OTAC/bHbIX BUAOB

4. ‘/npaaneHme AOKYyMEeHTaMu B CUCTEME 3N1€K-
TPOHHOrO JOKYMeHTOO60poTa

5. KOHTPO/Ib MCMONHEHUS AOKYMEHTOB (MOpyHeHuii)

6. [loKyMeHTaNbHbIM GOHA roCyAapCTBEHHOTO Op-
raHa, opraHa MeCTHOro camoyrnpassieHusa

g HOAFOTOBKB AOKYMEHTOB K nepejaye Ha xpa-
HeHMe B apX1B rOCYAapCTBEHHOrO OPraHa; Bbi-
AeNieHne K YHUYTOXEHUIO JOKYMEHTOB C UCTEK-
LIMMU CPOKAMU XpaHEHNA

4. CornacosaHue NpoeKToB AOKyMeHTOB. Moanu-
5. OpraHusauma 4oKyMeHToo60poTa
6. KOHTPO/Ib MCMIOAHEHNA AOKYMEHTOB (MOpyeHNii)

7. OpraHwu3sauus paboTbl UCMONHUTENA C AOKY-

8. ®opMMpoBaHMe AOKYMEHTaNbHOTO GpoHAa Op-

AOKYMEHTOB

caHve (yTBepH/AEHUE) NPOEKTOB JOKYMEHTOB.

MeHTaMu

raHusauuu

TIpakTuKa OKa3aa, 4To B POLecce paspaboTK KOHKPETHBIX MHCTPYKI[MI

TI0 /1e/IONIPOM3BOJCTBY KaK FOCY/lapCTBEHHbIE OPTAHBI ¥ OPTaHU3ALINY, TAaK
M KOMMepyecKe KOMIIaHMI YacTO 3aMCTBOBA/M B CBOM MHCTPYKIIMM CTPYK-
Typy IIpasun 2009 roga u Ilpumepnoit mucTpykimu 2018 rofa, Ha KOTOpbIe
OHJ OPMEHTHPOBANIC.

[enonpousBoACTBO U AOKYMEHTOOGOPOT Ha NpeanpuaTyUm, N2 3' 2020




[image: image4.jpg]OpHako npy paspaboTke VIHCTPYKIMN IO /1e/I0NPON3BOICTEY Ha OCHOBE
HoBbIX [IpaBun 2019 rofa pexoMeHIyeM 06paTuTh BHMMAHNE Ha CEAYOIIie
ACTIEKTBI:

1. Kpamxo usnoxennwviii pasden 2 0 00KYMeHMUPOSAHUU NPOCHIO NEPEHOCUD
8 KoHkpemHyo Vncmpyxuuto nedocmanouno. ETo MONO)KeHNs CTOUT pas-
BUTD U JJOTOTHUTD:

— IpaBWIAMY COCTABTIEHNUA ¥ 0OQOPMIIEHNS OTHENBHBIX BUSIOB JOKYMEHTOB
(mpu 9TOM O6paTUTe BHMMaHNE Ha STIEKTPOHHEIE COOOUIEHNIS, KOTOPbIE
HeOGXOIMMBI JI/Is1 PeaTu3aliy TOC- M MyHMIMITATIbHBIX YCITYT B COOTBET-
CTBUM C MIHVCTPATUBHBIMY Per/TaMeHTaMM); )

- KmaccuduKaropaMy JOKYMEHTOB, KOTOPBIE COCTaBIAIOTCA M 0QOpMIIs-
0TCSL MCKITIOIUTEIBHO B OyMaskKHOM U MCKTIOUMTEBHO B ONEKTPOHHOM
dopme;

- KmaccuduKaTopoM uMeH Gaiiios SMEeKTPOHHBIX TOKYMEHTOB;

— KmaccupuKaTopoM IPYMeHsIEMBIX THIIOBBIX YHUGUIMPOBAHHBIX HopM
TOKYMEHTOB;

~ TIOPAZIKOM YTBEPK/IEHN 5/IEKTPOHHbIX Ma670HOB (97TEKTPOHHDIX MOfie-
Jiet 6/TaHKOB) U T.IL.

To ecTb J/1s peanbHOTO IIepeXOfia Ha S71eKTPOHHbII JOKYMEHT0060poT Heo6-

XOZVMa pa3paboTKa JOTIOMTHUTENBHOTO KOMII/IEKCa IIPaBML, KOTOpble MOKHO

OTpasuTh B Balleil VIHCTPYKIMH 110 [Ie/IONIPOU3BOACTBY MM60 B MHBIX J{0-

nonHUTeNbHbIX JIHA 0 MOKyMeHTUPOBaHUN.

2. Coznacosanuie npoexnos 00KyMeHnos, OCHOBHBIMM IAPAMETPaMIL KOTOPOIO
ABMSIOTCA 610bL IOKYMEHNI08, NOTHOMOYUS, BPEMS U MAPUAPYHI, MOXKET OBITh
pernaMeHTNPOBaHO B 001[eM pasfiene 0 foKymeHToo6opote. Ho MoXKHO
TOTTH ¥ ApyryM myTeM: B [IpaBumax coracoBaHume M3/I0KeHO KPATKO, U /ISt
PasbACHEHN feTaslell IPOLEfyPbl BCeM COTPYAHMKAM MOKHO pazpaborarh
CaMOCTOATE/NbHBL PermaMeHT COrnacoBaHmus IPOEKTOB JOKYMEHTOB, Ha-
JMdye KOTOPOTO IO3BO/ISIET OIIEPATUBHO CTPOUTH MapuIpyTsl B CILL.

3. IIpu paspaboTKe KOHKPETHOI VIHCTPY KM IO [IEOTIPOUSBOAICTBY HE06-
XOIMMO 0c060€e BHUMAHUE YLEIUTD 2APMOHU3ALULUY PA30ena O KOHmpone
ucnonHerss 00KyMeHI08 C pasdenamu 0 KOHmpose 3a peanusayieti Coom-
6eMCMEYIOUUX AOMUHUCTPAINUBHBIX NIPOLEOYD 8 AOMUHUCHPATNUBHBIX
peznamenmax, Ha OCHOBE KOTOPBIX OCYIECTB/IAIOT CBOKO AEATENBHOCTD
u efiepasIbHbIe OPTaHbl MCTIOTHUTETHLHO BNIACTH, ¥ OPTaHbI MECTHOTO CaMO-
ynpaenenns. B IIpasumax 2019 ropa 910 He CfIeNTaHO, O3TOMY BOCTIONHATD
1po6ert IPHUAETCA CAaMOCTOATEIBHO.

Jlyudie paspaboTaTh KAACCUPUKAINOP OOKYMEHNI08, NOOTEH AUSUX KOHITPO-

110 30 UCNOTTHEHUEM, C yKA3AHUEM CPOKO8 UCnOHeHUsS. PEKOMEH]TyeM TaKKe

06paTUTb BHUMAHYIE HA OTIBIT MY 4IIX IPAKTHK TOCYAAPCTBEHHDIX KOPIIO-

paLuit, B KOTOPBIX CO3JaeTCs PeraMeHT KOHTPObHOM paboThl, CBA3aHHBL

c TTonoxkeHueM 0 CUCTeMe MOTUBAL[UN.

4. Bce npoyedypot nodeomoski 00KyMEHITI06 K riepedatie HA apx1i6HOe XpareHue
0CyU4eCMBIIAI0MCA TOTA, KOTTIA CTIONTHEHHbIE JOKYMEHTBI HaXO[ATCA ellle
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6 n0podusHIUX Ux n00pasdenenusx. OMBIT TyYIIX IPAKTUK MTOKA3BIBAET,
UTO B CTAaTyCe CAMOCTOATE/NbHBIX PEITAMEHTHBIX JJOKYMEHTOB Lie/leCo06pas-
HO paspabaThIBaTh:

- mpaBuia pOPMUPOBAHMA PA3TNIHBIX KATETOPyIit fer (TUdHbIX, Gyxra-
TEPCKUX IOKYMEHTOB JIHS, TI0 3aIIPOCY TOJ MM MHOI TOCYAAPCTBEHHOM
YCIYT¥ M T.IL);

— TIpPaBU/Ia APXMBHO-TEXHIYECKOI 06pabOTKY JOKYMEHTOB 1 Hent (Gymax-
HBIX ¥ 971€EKTPOHHBIX).

Torpa onu nerde MOHNMAIOTCS U UCTIONHAKTCA COTPYAHUKAMI CTPYKTYP-

HBIX Tofpasfenennit u VIT-nonpaspenenns, 06ecnednBaolero CoxXpan-

HOCTb 97IEKTPOHHBIX JIOKYMEHTOB, a TAK)Ke T03BOJIAIT KOHTPOMNPOBaTh

Ka4ecTBO PaboT, BBIIOMHAEMBIX apXMBHBIMY KOMITAHVAMY — Ay TCOPCEPAMIL.

AHanu3 CofepyKaHus HOBBIX [IpaBuI IIOKa3bIBAET, YTO OHY TPEICTABIA-
10T COG0I cKOpee UHCHPYKI4LIO, T.K. COflEP/KAT B OCHOBHOM TIPABMIIA BELEHUA
JA€TIONPOUSBOICTBA B TIOC/IE/JOBATE/IbHOCTH BBITIOMHEHIA ONepaIiyii, TpUdeM
CO CCHITIKaMII He TObKO Ha JeliCTByIolllee 3aKOHONATENbCTBO, HO U Ha IpyTHe
HOpMaTyBHbIe TpaBobbie akTbl’ 1 [OCT 7.0.97-2016. Ccpinkyu savacTyo obopm-
TIAIOTCA «TTTYXUMIL», T.. TONBKO Ha ITyHKTHI (MOAITYHKTHI) COOTBETCTBYIOLIETO
IOKyMeHTa 6e3 HeO6XOTMMBIX OACHeHMI B TekcTe [IpaBu.

CCBUIKM YaCTO MIPENCTABNEHEI U B TaKOll GOPMYNUPOBKE: «...B MOPALKE,
YCTaHOBNIEHHOM MHCTPYKIMEL 110 eNIOPOU3BOACTBY». XOTs STOT MOPSNOK
KO/DKeH GBITH OTIMCAH U 3aKPEIIeH B AHHBIX [[paBumax, 4To6bl €ro MOXKHO
6BI0 TTepeHeCTH B KOHKPETHY0 VIHCTPYKIIIIO 110 HeNONpOU3BOJICTBY OPTaHu-
3aLMU ¥ PyKOBOJCTBOBATHCS VM.

B rexcre HOBBIX [IpaBi/t IPHCY TCTBYIOT yIOMUHAHNS (elepabHbIX 3aKOHOB:
= 01 02.05.2006 Ne 59-03 «O mopsijike paccMOTpeH s 06paleHuit rpaxian

Poccmitckoit Oegepanum»,
= 0109.02.2009 Ne 8-03 «O6 obecreyenu f0CTya K MHEGOPMAIINI O FesTeNb-

HOCTJ FOCY[IApCTBEHHBIX OPraHOB ¥ OPraHOB MECTHOTO CAaMOYIIPABTEH S,
= 0127.07.2010 Ne 210-P3 «O6 opranmsanmy npefocTaBne s TOCY JapCTBEH-

HBIX I MyHUIUTIATTBHBIX YCIIYT»,

HO B TIpaBuyax HeT HOPMBI O per/TaMeHTaIIL B CAMOCTOATENbHBIX MHCTPYKIIUAX
OTIEIbHBIX Y4aCTKOB PaGOTHI C O6pAIIIeHIAMMU IPa)KJjaH, UCTIOTHEHMI 3aI[POCOB
0 IIPEAOCTaBeH MU MHPOPMALIIL, A OCOGEHHOCTH PaGOTHI C IOKYMEHTaMI B IIPO-
Ijecce OKasaHMsA roC- ¥ MyHULMIIATIBHBIX YCTYT BOOGIIE He PacCMaTpUBATOTCS.

Kpowme toro, B ITpaBuax oTCyTCTBYeT pasfen 0, HOPMATHBHBIX CCHITKAX
W pasfel ¢ TEPMUHAMY U OTIPefie/IeHU MU, KOTOPbIe TOMOIIN GBI UX IPaBUTTb-
HOMY HOHMMaHUIO.

Hanpuwep, Tlonoskere 0 CHCTEMe MeXBEOMCTBEHHOTO HMEKTPOHHOTO noKymerToo6opota (yT8. 1mo-
cranosnenyiem [pasutenscrsa PO o1 22.09.2009 Ne 754); pasuna OpraHU3aluy XPaHEeH M s, KOMTITeK-
TOBAHMSA, yHeTa M HCTIOMP30BAHMA JIOKYMEHTOB ApxuBHOTO Qonjia Poccuiickoit degeparmu 1 apyrux
ApXMBHBIX JIOKYMEHTOB B OPTaHaX TOCYapCTBEHHOI BIACTH, OPTaHaX MECTHOIO CAMOYIpABTeHUs

¥ opranusaiusx (ys. npukasom Munucrepctsa Kynsrypst PO ot 31.03.2015 Ne 526; aree o TeKCTy —
Mpasuna paGoTer apxuBoB opranusauuit 2015 roja).

LlenonponssoACTEO U 40Ky MeHTO060pOT Ha npeanpuaATUM, N2 3' 2020





[image: image6.jpg]KTo oTBeyvaer 3a Ae/ionpousBOACTBO

B IIpaBumax IOABUICSA AONTOKAAHHBIIA I1. 1.10, B KOTOPOM YCTaHOB/IEHO:

®parmeHT AOKyMeHTa

MMyHKT 1.10 MpaBua 4eN10NPON3BOACTBA B FOCYAAPCTBEHHbIX OPraHax, OpraHax MECTHOro caMoy-
npasnenuna (yTBepxaeHsl Npukasom Pocapxmea ot 22.05.2019 Ne 71, 3aperncTpuposarbl 8 MuHio-

cre PO 27.12:2019 Ne 57023)

1.10. OTBETCTBEHHOCTb 3a OpPraH13auUmnio, COCTORHUE A8/i0NPOM3BOACTBA U cobntoeHue Tpe-
60BaHwuii Mpasu/ 4eN10MPOM3BOACTBA B FOCYAAPCTBEHHOM OpraHe, OpraHe MecTHOro caMoynpas-

JIeHUA BO3/1araeTca Ha ero pyKosoagutensa mbo Ha MU0, NCNONHAKLee ero 0653aHHOCTW.

Ecrnu pykosodumens 0pzaHa OTBEYAET 32 OPTaHMBALIMIO BCETO Ae/IOIPOM3BOJ-
CTBa B HeM, TO pyK0800UeNU CIPYKMYPHDIX 100pasdesnienuti — 3a OpTaHN3ALI0
[e7I0TIPOM3BOJCTBA B CBOMX IOApasfieleHnaxX (KCTaTy, MX OTBETCTBEHHOCTh
ycTaHaBnuBanach IL. 1.7 IIpuMepHOit MECTPYKIMmN).

Amnanus Texcra HOBBIX [IpaBMII [IOKA3BIBAET, YTO (PYHKIINSA BETEHNS IENO-
[IPOV3BOZCTBA BO3/IOYKEHA:

— Ha ey 0y 0en10npou3so0CcHiea OpraHM3aIim KaK Cliela/IbHOe CTPYKTYPHOE

HOfipasyieNieHNe, a TaKxKe
— Ha 0MeencmeeHHblx 3 6edetie 0en0npPoU3BOOCHIEA 8 CHIPYKIMYPHBIX HOO-

pasdeneHusx.

[Tynxr 1.11 [IpaBwt npefycMaTpUBaeT, 4To Ha cy# Gy enonpouseodcmea
BO3/IAraloTCA ele QpyHKIMIM OPraHM3aINY, COBEPIICHCTBOBAHNS IENOMPON3-
BOJICTBA, TIPYIMeHEeH)e COBPEMEHHBIX MHQOPMAI[MOHHDIX TEXHOMOTTAI, MeTO-
NMuecKoe PYKOBOACTBO ¥ KOHTPOTb COOMIOEHNs YCTAHOBIEHHOTO MOPARKA
paboTsl ¢ foxyMeHTaMIL. Bee 9Ty Gy HKI[MM IOMKHBI GBITD He TONbKO BHECEHDI
B TTonoxenue o cyxGe eNOIPOU3BOJCTBA, HO 11 06eCredeHbl IOI60POM KBa-
NuULMPOBAHHBIX I ATTECTOBAHHBIX CIIEINANACTOB.

Ha ycMoTpeHMe KaXK /0 KOHKPETHOI OPraHu3aluy OTAAETCS IPaBo ycTa-
HaBMUBaTh TPeGOBAHUSA K CIENMATUCTAM, BEAYIIMM JeNOTPOUSBOACTBO,
HO OHJI JIOTKHBI COOTBETCTBOBATH yTBEePXKAeHHbIM MunTpysom Poccuu mpo-
deccroHanbHbIM CTaHAAPTAM CIIEIMATUCTA 10 OPraHUSALMOHHOMY U JIOKY-
MEHTAI[MOHHOMY 0GeCIIedeHII0 YIIPAB/Ie N U CTIELMANCT IO yIIPAB/IEHNIO
JIOKyMeHTaI e}, 0COOEHHO IIPJ BHLIOMHEHNMM OPraHM3a1{IOHHBIX Ml KOHTPO/Ib-
HBIX QYHKIMIL.

[IpaBusa mpefycMaTpUBaIOT, YTO NPU OMICYMICITIEUY ClyH bl OenONpOUs-
600cmea eederue 0en0npou3600CHI6A B TOCOPTAHE U OPraHe MECTHOTO CaMo-
yTIpaBNeHus 80371a2aenics Ha JeA0nPOU3E00UIIENS, KOTOPBIM MOKET GBITh
TOCYHApPCTBEHHBLI (M/1V MYHUILMIIATBHbII) CIy KaLiyil YUII CTIIeMaIuCT obe-
CHeYMBAKONINX KATETOPUIL. B CTPYKTYpPHBIX IOfpasfe/leHuAX TaKKe HasHa-
YaIOTCSI OTBETCTBEHHbIE 32 BEflEHVE JIe/IOPOM3BOACTBA N0 POM3BOUTENN
TTOMpa3ene i, KOMIETEHIIM KOTOPBIX IOTKHBI COOTBETCTBOBATH POec-
CHMOHA/IBHBIM CTAH/[APTaM.
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CM. cTaTbio
«Mpodeccu-
OHaAbHbIA
cTaHaapT Ans
ynpaenswuero
AOKyMeHTaluei»
8 N2 11" 2017
HacTp. 12

Cm. cTaTbio
«CekpeTapb

1 eN0NpOU3BO-
AUTENb: GYHK-
LMOHa bHbIe
06a3aHHOCTH
no npodeccuo-
HaNbHOMY CTaH-
AapTy»

8 N2 4'2016
HacTp. 62

CM. cTaTbio
«Mpodeccn-
OHa/bHbIN
cTaHgapt “Cre-
unanucT no dpop-
MUpOBaHUIO
3/1EKTPOHHOTO
apxusa"»
8Ne7'2019

Ha cTp. 86
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[image: image7.jpg]O crarso CToMT yIMTBIBATD, YTO [/1 HA3HAYEHNS IeNIONIPOMSBOUTENLS, OTBETCTBEH-
«Nipodeccmo-  HOTO 32 BeIeHME JeN0NPON3BOICTBA, U3[IAHMA TODKO ITpYKa3a (v, HATIpU-
HaneHsE | Mep, paclOpsDKEHNA I71aBbl MYHMIUIIATBHOTO 06pa303aHM51) HeLOCTaTOYHO.

crawaspTel | Tpymosoit komekc PO sampemaer Tpe6oBaTh OT paGOTHUKA BEITTONHEHUS 06s-
B AEATENBHOCTU |

| samHOCTeI1, He 0GYCTOBEHHBIX EX0 TPY/IOBBIM IOTOBOPOM W/VIIY IOTIKHOCTHO
opranmsani, |y crpykiueit. ECiu ¢ membio cobmioperus IIpaBut BOSHUKHET He0OXOMMMOCT
RIS 2’;55 TOPYUMTh YEOBEKY JOTOTHUTENBHO PaGOTY TI0 BEEHMIO ENOTIPOUSBOIICTE,
Ne 72019 | TO OHA AOTDKHA 6BITH OIIAYMBAEMOIT, & COTPYAHUK — 0OydenHbM. Cryx6a
wa crp.72 | ACTIOTIPOUIBOJICTBA COBMECTHO C KaJipoBOii CITyK60¥ 11 B paMKaX BHE[PEHNUA
TIpaBu/I MOXKeT HayaTh COOTBETCTBYIONIMIT IPOEKT IIOCTPOCHMS CHCTEMDI fie-
Cu. craruo | TOTIPOMBBOJICTBA C COOTBETCTBYIOIIMM GIOIKETOM:
«Obysene | — M1 3AKTIOYEHNS TOMOMHUTENBHBIX COIIAIICHI K TPYJOBBIM IOrOBOPaM,
PaGOTHMKOB: BHECEHUS M3MEHEH M /U [JOTIOHEH I B JO/KHOCTHBIE MHCTPY KL
pokymentuposa- | — IS JOTIONHUTETBHON OIIIATDI 32 BefjeHHe JIeIONPOM3BOACTBA;
Hue u cnoprble | — TIOBBIIIEHV KBaMU(UKALIVY, O6YUEHNS B 9TOM obmacTut.
BONpOCH Cryx6a JIe/oTpOU3BOSCTBA BIIOTTHE MOXKET CO3[IaTh CUCTEMY CBOMX OTBET-
8N28'2019 | CTBEHHBIX JIeJIONIPOV3BORUTENEl IOMPaseseH il ¥ METOMYECKN PYKOBOAUTD
HacTp. 52 | yrx paboToit, a TaKIKe 06ECTIedNTb BBITIONTHEHYE C/IEMYIOILIETO IOTMIHOTO [paBiTIa:

B C/Iy4ae BpEMEHHOTO OTCYTCTBIS UV CMEHBI JeTONIPOM3BOMIMTEN S OH IIEpPEfAET
J[OKYMEHTBI II0Pas/ie/ieHNs TIPEEMHUKY WiV PYKOBOJMUTEIIO TIO/[PASHENEeHIS
10 aKTy [IpyeMa-Tlepefady JOKYMEHTOB 1 Jiefl, @ B3AThIe U3 apX1Ba BO BpEMEHHOe
[IO/b30BAHTIE Iea BO3BPAIIAET 06paTHO B apxus (1. 113 [Ipasun).

Kcrarn, 06513aTebHOCTD TIpueMa-Tiepefauy JOKYMEHTOB M [T IO OMKHO-
CTV CTOUT 3aKPEIINTh He TOMBKO B Balllelt VIHCTPYKL¥H II0 Ae/IONPOU3BOTICTBY,
HO, I7IABHOE, — B JO/DKHOCTHBIX MHCTPYKIMAX (CTy/KeOHBIX JOTDKHOCTHBIX
perlaMeHTax) Ipek/ie BCEro PyKOBONUTE/IEN OPraHM3aluy M CTPYKTYPHBIX
HOfpasfieNieH NI,

Pa6oTy 110 BHECEHNIO 3MEHEHN B 9TY Ka/ipOBbIe JOKYMEHTBI JOTIKHA 1O~
BECTHU KafipoBasi CIykK6a Ha OCHOBaHUY YTBEpPXKAEHHbIX [IpaBui, KoTopsIe
SAB/IAIOTCS HOPMATMBHBIM TIPAaBOBBIM AKTOM.

Takum 06pa3soM B opraHusaruu 6yer MOCTpoeHa CUCTeMa OTBETCTBEHHO-
CTU 3a [Ie/IONIPOM3BOJICTBO U YIPABIEHN JENONPON3BOLCTBOM KaK YHUBEDP-
CcasIbHO GyHKIIMENT 110 TMHEeTHO-GYHKIMOHATbHOMY IPUHIMITY:

Tabnuua 2. Kto 3a 4yTo oTBevaeT

Ortsevaer
Tae 3a OpraHu3aumio 3a BeJeHue
AeNONPON3BOACTBA AeNonpon3BOACTBA
cnywba Aenonpon3BoaCcTBa
Bo BCeM opraHe pYKOBOAUTE/Ib OpraHa
opraHa
KOBOANTEND €/10NpOMN3BOAUTEND
B cTpyKTYypHOM Py Al A POUREATEN
36 CTPYKTYpHOrO CTPYKTYpPHOrO
nogpasaeneHiu
noapasaeneHns noppasaeneHns

/[lenonpon3eoCTBO M AOKYMeHTO0G0POT Ha NpeanpuaTim, Ne 3' 2020




[image: image8.jpg][ToaToMy B IpuKase 06 yTBEp)KIEHMI I BBEJlEHNM B JlelicTBIeE Iepepabo-
TaHHOI B cooTBeTcTBUM C IIpaBunamy VIHCTPYKIUM 11O AENOTPOUSBOACTBY
OpraHU3aLVH L{eIeCO0OPA3HO PACIIPENENUTD 00A3aHHOCTH TaK:

— BOSJIOKUTD (PYHKIIMIO METOAMYECKOTO PYKOBOJICTBA IPYMEHEHEM Y TBEPIK-

IEeHHOI VIHCTPYKIUH 110 IeNONPOU3BOACTBY Ha CITy>K6Y IeTOIIPOM3BOACTRA

(8 cootsercrBuu ¢ 1. 1.11 ITpaBu);

— KOHTDOJIb 3a cOOmofeHneM TpeboBanmit TaKoi VIHCTPYKIMI BO3TOXKUTD

Ha PyKOBOJWTENEN CTPYKTYPHbIX TOAPasIeneHmit;
~ BHECEHUeM HeOOXOHMMBIX M3MEHEHWII U/VU/IM JOTIOTHEHMI B TIONOKEH NS

0 CTPYKTYPHBIX IIOfpasfie/eHNsX, CyKeOHbIe JOMKHOCTHBIE Per/TaMeHThI

U JOMKHOCTHbIE MHCTPYKIVN, TPY/IOBbIE IOTOBOPHI IOJDKHA 3aHATHCA Ka-

IpoBas CIyx6a;
~ IpeRyCMOTPETH CIIOCO6 03HAKOMIEHIS COTPYAHMKOB C TpeboBanmsamu VH-

CTPYKIIMM IO JeNOIPOU3BOACTBY ¥ mHbiMu JIHA, ycTanaBnmMBaomumu 1o-

PANOK paboTsl ¢ fokymenTamu (1. 1.14 ITpasu).

JokyMeHTUpOBaHMe
ynpaB/ieHYeCKOM AeATeNIbHOCTH

TlpaBuia NpefycMaTpuBalT CO3[JaHNMe JOKYMEHTOB B GyMazHOi Gopme,
B $OpMe 57eKTPOHHDIX OPUTMHAMIOB Vi 51€KTPOHHBIX KON (B T, TIOMyYEHHBIX
B pe3y/bTaTe CKAHIPOBAHILS).

B uckno4umentHo aneKmpoHHoLL (popme 1 He3ABUCUMO OT CPOKOB XPaHEHUsI
JIOTKHBI CO3/JaBaThCsI JOKYMEHTBI TOTIBKO B CUTYAITMSAX, YCTAHOB/IEHHBIX JIEVICTBY-
TOLIIM 3aKOHOJIATe/IbCTBOM VIV HOPMATMBHBIMY ITPABOBBIMY aKTaMyt Pocapxysa
(1. 2.4). B TOM Ke I1. 2.4 aKTyanusupoBaHa HeoBXOAMMOCTb Pa3paboTKM B KaXKIOM
DOVIB (c cornacoanvem Pocapxusom) [lepedns JOKyMEHTOB, KOTOPbIE BO BHY-
tpenHeit gearenbrocT POVIB mOMmKHBI CO3laBaThCs, UCTIONB30BATBCS U Xpa-
HUTBCA VICKTIOUNTENBHO B 97meKTpoHHOI opMme. Takoit [lepeders MOKET OBITH
YTBEp)KJieH B Ka4eCcTBe CaMOCTOATEIBHOTO IOKYMEHTa (4TO JTyYIlle), a MOJKET BXO-
IUTb B COCTaB IPUJIOXKEHMIT K KOHKPETHO! VIHCTPYKIMM 110 Ae/IOLPOVI3BOLCTBY.

B IpaBuiax JOBO/IBHO YacTO YIOMIHAETCS CUCTEMa S/IEKTPOHHOIO JOKY-
merTo060poTa (COJI), mpuyeM BO BCeX pasienax JOKyMEHTa.

COJl HOMKHBI COOTBETCTBOBATH TeM (QYHKIMOHATBHBIM TPe6OBaHIAM, KO-
Topble 6yfeT ycTaHaBnuBaTh PocapXuB B paMKax CBOejt KommeteHupm (1. 2.3).
TIpoext Tunoswix GyHKIHOHATBHBIX HPeGOSAHUIL K CUCHIEMAM STEKINPOHH020 00-
KyMeHmOoo6opOma 1 CUCHIEMAM XPAHEHUA AEKMPOHHDIX Q0KYMeH11106 GBI paspa-
60TaH emie B 2018 rofIy, IPOILIET YaCTh SKCIIEPTUS, HO O CUX IIOP He yTBEPK/iCH.

TIpeAiCTaBaAeTCs, YTO HePBUYHBIM HOPMATHBHBIM [IPABOBBIM aKTOM SIB/ISI-
10Tca Bee-Taku [IpaBuia, 1osToMy onepayuu ¢ dokymermamu 6 CIll n Tunosvie
mpe6osanus x CIJ] KOIKHBI, BO-IIEPBBIX, 6bITh GyHKIMOHANTBHO HACTPOEHBI
B cooTBeTCTBIY C [IpaBiiIamu, BO-BTOPBIX, PACCMATPVBAThCA KaK MHCTPYMEHT
UX peanysalyy IocIe YTBEPKAEHN, @ KPOMe TOTO, MOf/IEpKUBATD Te BU/LbI

o)
(e}
o
©
©
=
o
o
T
o
o
=
)
=
o
=
=]
()
=
@
o
()
b=
)
9
=
o





[image: image9.jpg]o6

38

CM. cTaTbio

«HoBoe B 3aKoHe

3NEKTPOHHOMN

noAnuUcH»
8Ne3'2020
Ha cTp. 69

Cm. cTaTbio

«YTo MeHsneTcA

B MonyYeHnu

W NpUMEHEHUN

KBanuduuu-
poeaHHoi
3NeKTPOHHOM
noAnUCH»

B Ne 3' 2020
Ha cTp. 76

97IEKTPOHHBIX MOIMCEN, KOTOPhIE COOTBETCTBYIOT HEOOXOMMMEIM MONTBEPK-
TRIONINM IEICTBIAM, COBEPUIEHHBIM C JOKyMEHTaMM, — TPaH3aKuusM (i1. 2.10.).

Buerom yomuaanme CJI, Tunossix dyskimonansHerx rpebosanmi, MOIO
u [TopTana rocycyr muinb HeonpaBaHHO yBemrdnBaeT 06beM Tekcta [Tpasu,
nockonbky v MOJIO, n ITopran (CMOB), n CO]I pernaMeHTHPYOTCS COBEPIIEHHO
CaMOCTOATE/TbHBIMI ¥ JABHO JIEHCTBYIOIIMIMI IIOZI0KEHIAMM O HUX.

O6s13aTebHOCTD Pa3pabOTKY ¥ YTBEPKAEHUS MEKHPOHHbIX UA6T0HOE
(ynudpuruposarnnvix fhopm) dokymernios IIpaBiia He yCTaHABIUBAIOT, HO IIPefi-
HMCHIBAIOT HEOOXOTMMOCTD MX COOTBETCTBILS II0 COCTABY PEKBU3UTOB JOKY-
MeHTaM B OymakHoit popme (L. 2.8).

IpaBuma ymoMmuHamT, 4T0 67aHKY [OKYMEHTOB U CaMM JOKYMEHTHI CO-
CTaBIATCA U opopmasiomces 8 coomeemcmeui ¢ TOCT P 7.0.97-2016. [lpuaem
us cTanzapTa B IIpasuna (1. 2.9) epenio CopHoe IOIOKEHNE O TOM, YTO AUCHT
€02714C08aHUS IBTISIETCS HEOTHEMIEMO YACTDIO JOKYMEHTA.

TIpaBua BCKO/MB3b YIOMMHAKOT OFFHO 13 IIOMOXKEH I KOHLENILINY YIIpaBJie-
HIS IOKYMEHTaMI: «BBIOOP HOCHTE/LS 3aBUCHUT OT CPOKA XPaHEHNs JOKYMeH-
Ta», T.e. HpoeKm 00KyMeHNA, UMEULUl ONUMENbHbIT CPOK XPaHEHIS, Bce-MmaKu

noonexcum nodnucanuio (ymeepioeniio) u nocnedyouemy Xparenuio na 6y-
maxcHom Hocumene (. 2.9).

OpraHusauua JoKkyMeHToo60poTa

B paspene 3 IIpaBun B mpaBunbHOM HOCIEL0BATEIBHOCTH TIEPEYNCTIEHBI
OCHOBHBIE JIEI0TIPOM3BOAICTBEHHbIE OIePaL I
~ TIpUMeM ¥ MepBIYHas 06paboTKa BXOMSIIUX JOKYMEHTOB;

— PerucTpanus BXOJAMMX, UCXONAUNX ¥ BHYTPEHHUX HOKYMEHTOB;

— PaccMOTpeHMe IOKYMEHTOB PYKOBOJMTEIEM;

— JNOBefleHNe OKYMEHTOB JI0 MCTIOMHNTeel (epefjada, TPaHC/LVS, MapI-
pyTusanus yepes cyKOy [eIonpousBOfCTB);

~ TIOATOTOBKA IIPOEKTOB JOKYMEHTOB;

~ COITIacOBaHIe IPOEKTOB JOKYMEHTOB;

— TOJIVICAHNE TIPOEKTOB JOKYMEHTOB;

— OIpefie/ieHye MeCTa XPaHeH s JOKyMeHTa (KOIIUH JOKYMEHTa) U BK/IIoYeHe

B fieno (paBUIbHO 9TO 6BII0 GBI MMEHOBATh MHade — GOPMUPOBaHME e

B COOTBETCTBUY C HOMEHKIATY POl fie);
~ 06pa6oTKa 1 OTIIPaBKa UCXOAALINX AOKYMEHTOB:

B rexcT paspmena 3 BKIIIOUEHBI IeNCTBIUSA B C3[I, MOMIO, mpuem obpaiie-
HMIT U 3aIIPOCOE C caiiTa, ¢ [lopTama rocycmyr u T.0w. Ilouru Ha 12 crpanniax
MBI BUMM OIMCaHUe TEXHONOTUYECKNX aCIIEKTOB BBIIIOMHEHNS OlepaLyiL,
a He TIPaBOBbIe HOPMBI 11 TPEGOBAHSL.

TIpum. pen.: B 1. 2.10 CKa3saHo, 4TO «3/1eKTPOHHBIE JOKYMEHTBI, HAIPAB/IsIeMbIE B TOCYapCcTBeHHBIE
OpraHbl i OPTaHBI MECTHOTO CaAMOYIPABIeHNA, NOJNMMCHBAKTCA YCUACHHOI K6ARUPUUUPOBAHHOT
AMEKMPOHHOLE HOONUCHIO TOTKHOCTHOTO /LA opranayr. Buytpu COJI oprana Mozym ucnons3osamocs
u dpyzue 6omee npocimvie 81dbt IACKMPOHHBIX HOINLCETL

AenonponssoacTeo v AoKyMeHTOOGOPOT Ha npeanpuaTuy, N2 3' 2020




[image: image10.jpg]Ianee B Ta6nm1e 3 moKakeM BaKHble MOMEHTBI, Ha KOTOpBIE€ BaM CTOUT
()6paTMTb BHMMAaHVE: YTO YCTAHABANBAOT HpaBnna, a YTO B HUX OCTaNIOCh
HeuopaGOTaHHbIM — KaKyro paﬁOTy BaM IIPpUAETCA NONENATh CAMOCTOATENBHO.

Tabanua 3. YTo 3adurikcnposaro B Mpasunax, 1 0 YeM OHM YMOAYaNM

MyHKT
Mpasun

Yro ycTaHossieHo B [paBunax

Yro 3a6bi1M ykasaTh B [pasunax
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Pernctpauus AoKyMeHTOB
OCyUlecTBNACTCA B NPeAenax
Ka/leHAapHoro roga

BO3MOXHOCTb perncTpauun B npejenax cpoka
NONHOMOYUI npeAcTaBUTE/IbHBIX U UCMONHUTEIbHBIX
OpraHoB MeCTHOro CaMoynpaB/ieHUs;

PerucTpauus B npejesax AoKyMEHTOMOTOKOB

36

JlOKyMEHTOMOTOKM KAaccudu-
UMPYIOTCA, KaK BCerga, Ha caMmoM
BEPXHEM ypOBHe: BXOAALLME,

ncxoasulme u BHyTpeHHue

KauecTBeHHOro packpbITUsA COCTaBa AOKYMEHT0060-
poTa Ha ypoBHe BM/OB JOKYMeHTOB HeT. O6palyeHusa
rpa¥AaH 1 3anpockl Ha NpeAocTaBAeHe MHOpMa-
LMK, a TaKKe roc- U MyHULMNANbHBIX YCAYF Noa-
POGHO He paccMaTpPUBAIOTCA. 3HAUMT, B KOHKPETHOM
VIHCTpYKUMM N0 4eN0NpoK3BOACTBY KAaccuduKaLmio
AOKYMEHTOMOTOKOB U X COCTaB NPUAETCA pa3pabaTbi-
BaTb CaMOCTOATE/ILHO

3.22

Perucrpaums nocTynmsLLmx

1 OTMPaBAAEMbIX JOKYMEHTOB,
a TaKKe BHYTPEHHUX AOKYMEH-
TOB (BK/IIOYEHME UX 1 CBEACHMI
0 Hux B C34) AoMmKHa 6bITb

Heo6xoa1Mo gononHuTensHo paspaboTats

| TepeyeHb AOKYMEHTOB, NOANEKALYMX PErUCTPALMN

B CNlyxG6e A4e/10NPOU3BOACTBA U B CTPYKTYPHBIX NOA-
pa3sfeneHusx (a COBCEM HEPErVCTPUPYEMbIX AOKY-
MEHTOB B A@ATE/IbHOCTYW OPraHn3aLuil NPakTUYecku

OCyUIeCTB/IeHa B A€Hb UX NONY- | He BbiBaeT)
YeHMA/OTNPaBKM UAK Ha Cheay-

Wit pabounii AeHb

TIpaBua JOIYCKAIOT pACHE4aANKY OOKYMEHITI08, NOCIYNUBUILUX 6 INIEKINPOH-
Hoil hopme, a TaKKe, HAOGOPOT, CKAHUPOBAHIE DOKYMEHTL08 8 GymancHOiL (op-
Me O BKTIOUEHIS 6 SMEKMPOHHYI0 peeuchpauonnyio kapmouxy CIJI (9PK
CO[) u npumererue wimpuxo6020 KoOuposanus (npu Heobxooumocmu,) 0ns
udenmupuKa iy 3aperucTpUpOBaHHbIX JOKYMeHTOB B CI]JI /1711 Mx 651CTPOrO
oncka (11 3.25) ¥ TakuM 06pa3soM 3aKpeIIseT Kak HOPMY TEXHONOIUYECKYIO
3aBUCHMMOCTD OT IPOrPaMMHO-aNnapaTHoro obecneyenns CIOL.

BIIpaBumax 2019 rojja HanIa MOATBEPsK/IeHIE TEXHONOT A, yCTAHOBIEHHA S
TTpaswmamu gemonponssogcTsa 2009 roga (pepakuys 2016 1.): ecnu céederus
0 nocimynustiem OOKyMeHHie U e20 3NMeKmpPoHHas konus eHecervl 8 IPK, mo sce
COMPYOHUKU-UCHOTHUNEN . PAGOIAION C 9MOTE 37eKMPOHHOLL Konuell, a Konuu
Jokymenma 6 GymaxHoll Popme He C030ai0mcs U He pacceiaaomes (1. 3.29).
STO 03HAaYaeT, UTO B COCTaBE JOKYMEHTATbHOTO (OHMa 06beM IOILTMHHIKOB
TOKYMEHTOB B CITy K6e Ie/Ionpou3BOACTBa OyeT CO BpeMeHeM yBe/INIyBaThCs,
1B ee HOMEHKAType fien 6yeT 60/blie 3aT0/I0BKOB e, @ B CTPYKTYPHBIX IO
pasfeNeHnAX — MEHbIIIE, YTO OTPAXKAET TEHIEHIMIO LIeHTPaTU3aLMI B YIIPaB-
TIEHVN JOKYMEHTAMIL.
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YnpasneHue gokyMeHTamu B CO /]

Paspien 4 IlpaBunm paccMaTpuBaeT ynpasrieHue JOKyMeHTaMy He KaK CIle-
UMaTbHYIO YIIpaBieHYeCKy 0 GyHKINIO, a KaK GyHKIMOHaIbHOE Tpe6oBaHte
K MHOPMALMOHHOI CUCTEME, KOTOPOE FOIKHO GBITh peanusoBano B CI]I
(r.e. 6onee y3K0).

PernaMeHTUPYIOTCA B OCHOBHOM NPOLECCHI BKTIOYEHNS OKYMEHTOB U CBe-
nennit o kux B COJI (B coorserctsuu ¢ TOCT P MICO 15489-1-2007 u npu-
LWefmuUM eMy Ha cMeHy HbiHe fieiicTsyromum TOCT P MICO 15489-1-2019).
Bonpocui cosdanus doxymenmos 6 cmamyce anexmponozo opuzunana 6 CIJJ
He ynomunaiomcs. Takum 06pasom, B [IpaBuiax 0TpaskaeTcs TeXHOTOTHA KOH-
12 1990-X rofioB, KOIfia CO3JaHMe OPUTHHATBHOIO S/EKTPOHHOTO IOKYMEHTa
HEMOCPEAICTBEHHO B UH(MOPMAIIMOHHOM CHCTeMe TPOBO3ITIAIIANIOCh, HO B TH-
TOBBIX pertenusx CIJl IpaKTUYecKu OTCy TCTBOBATIO.

IpaBuna copepixar Haumerosanus noneii «6xodnsix» dopm (IPK) onst «skio-
uenus» 6 CII] 6x00TUUX, UCXOOSUSUX U BHYMPEHHUX doxymerios. Eciu Bce-
Taky OyayT OKOHYATEIbHO PaspaboTaHbI it yrBepK/ensl Tunosbie GyHKIMO-
HanbHble TpeboBanyst K CIJI u CX3]I, To maHHbIT paspen IIpaBui okaskercst
HEeHY)KHbIM. JKenaTenbHol sB/ISeTCs CUHXPOHM3AINA HayMEHOBaHUIL TI0Telt
B ITpaBuax (1. 4.4-4.9) c TAKMMM YK€ HAVMEHOBAHMAMU (nMeHaMu MeTajaH-
HBIX), KOTOPBIE )K€ 3aKPEITeHBI B IpumepHnoit uHCTpyKIMY (11 5.52-5.54).

B panmoM pasyiene 3acTyKUBaeT BHUMAHWSA AL HepeducrieHIe KAACCUG -
KAmMopos U CnpasouHukos, komopuie 00miHbL noddeprusams GyHKYUOHAN,-
Hocmy COJT (mw. 4.10):
~ K/IacCHUKATOPBI: KOPPECTIOH/ICHTOB (afpECATOB), BUIOB JOKYMEHTOB,

CTPYKTYPHBIX IO Pasfie/IeHIit, JO/KHOCTHBIX JIHII, MCTIOHUTENEN, BOTIPO-

COB U y4aCTKOB AEsTEIbHOCTH (TeMaTHYeCKit), HOMEHKTATYpa e,

Koneuwo, 5To caMblil MUHUMATbHBI HAGOP KITacCU(UKATOPOB, KOTOPHIi

HOTKeH GBITh ZOPaBOTaH B PAMKAX BIIOMHEHNS TOM MU HHOI JENONpO-

USBOZICTBEHHOI ONlePaLiuy, HALIPUMep, KITacCu(UKaTOPOM TUIIOBHIX Pe3o-

TOLMIT PYKOBORMTETEN, KTacCupUKATOPOM «TIOTMCAHTOBY I T.IL;

— CHPaBOYHNKIL CPOKOB UCIIONHEHNUSL, ITAGTOHOB 6/IAHKOB IOKYMEHTOB I IIIa-
67I0HOB IOKYMEHTOB, 371€KTPOHHBIX 4{PECOB IOCTOAHHBIX KOPPECTIOHIEHTOB

M T

Ha camom pene, Bee xaccudmraropst u cripasouryk s COJ] OMmKHEL
OCHOBDIBATbCs HA TeX KIAcCH(PUKATOPaX U CIPaBOYHMUKAX, KOTOPBIE HEOGXO-
AUMBI [7Is pEr/IaMEHTal i} BBIIOTHEHNSA JIeTOTPOV3BONCTBEHHBIX OMepaLit
IO TPAAMIIMOHHBIM TEXHOIOIUAM. VIMEHHO II09TOMY HYXKHO TI[ATeTbHBIM
006pasoM MORIOHTH K X PaspaGoTKe B KaueCTse PIHITOKEHIIt K KOHKPETHOIT
VHCTPYKIWMY 11O {eTTONPO3BOCTBY.

LlenonponssoacTeo U AokyMeHTo060poT Ha npeanpuaTI, N2 3' 2020
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IIpaBuna NOKTBEPXIAIOT 2 IPUBBIYHBIX ACIIEKTA KOHTPOMS HCIIOMHE NS
~ KOHTPO/Ib YIIPaB/IeHYECKMUIA 10 CYIIeCTBY MCIIOMHAEMBIX DELIEHMIt;
~ KOHTPOJIb CPOKOBBIIA, [IENIONPOU3BOAICTBEHHBIN, B KOTOPOM OLEHUBAETCA

TapaMeTp UCTIOMHEHNS «BOBPeMs / He BOBPEMS».

YipaBnieHYecK it aCIeKT KOHTPO/ISA MCIIONHEHUA B TOCY{APCTBEHHbIX OpTa-
HaX i OpraHax MECTHOTO CAaMOYINIPAB/IEHNS OTPAKACTCH B AOMUHUCTNPANILE-
HbLX pezranmenmax. VIMEHHO ¢ Humu 0ommeH Ovimb 2apMOHUSUPOSAH PasTen
O KOHTPOIE MCIIONTHEHN A B KOHKPETHOV VIHCTPYKIMN TIO J§e/I0NPOU3BOSCTBY.
OmnpIT Ty 9IINX IPAKTUK TIOKA3aTT, YT0 9 (eKTUBHA TaK>Ke pa3paboTKa camo-
CTOATENBHOTO PernaMenTa KOHTPOMbHOI paboTeL. DTy paboTy BaM mpueTcs
TIPOJieNTaTh CAMOCTOATEIBHO.

Ocobe1it MHTepec NpefcTaBAgI0OT TYHKTH 5.6 1 5.7 TlpaBun. O6parure
Ha HMX BHUMaHMe:

PparMeHT 4oKyMeHTa

MyHKTe! 5.5-5.9 Mpasun 4en0NPON3BOACTBA B rOCYAaPCTBEHHBIX OPraHax, OpraHax MeCTHOro
camoynpas/eHna (yTs. npukasom Pocapxusa ot 22.05.2019 Ne 71)

5.5. CPOK UCMONHEHNA AOKYMEHTa YKa3biBaeTCA HEMOCPEACTBEHHO B 4OKYMEHTE, MOpyYeHMH
VAW B PE30/IIOLMM K OKYMEHTY.
5.6. CpOKM NCNONHEHMA UCYNCAAIOTCA B KANEHAAPHBIX AHAX C AaThl, CAeAYiOLeli 3a 4aToi
perucTpauum 4okyMenTa,
5.7. Ecav noc/ie4HA AgHb CPOKA UCONHEHIA /0Ky MEHTa (TTOpYUeHUS) MPUXOAUTCA Ha Hepabounii
AgHb, TO AOKYMEHT MOANGKMUT UCNONHEHWIO B 6AVKaiiLIMIA CAieAyIoWmiA 3a HUM paBoumit AeHb™.
5.8. CpoKy UCNONHEHUA AOKYMEHTOB (OpPYyeHMiA) yCTaHaBMBAKTCA PYKOBOAMTENIEM, UCXOASA
13 CPOKa, YCTaHOB/IGHHOrO OpraHn3aLMeit, HanpasmBLIEH AOKYMEHT, UM CPOKOB, YCTaHOBAEHHBIX
3aKoHoAaTeNbCTBOM Poccuiickoit degepauuu.
5.9. lokyMeHTbI (MOpy4eHus) NOANEKAT UCMONHEHWIO B CAeAyroLme CpoKu:
— YCTaHOB/I@HHbIE 3aKOHOAATE/IbHBIMU MU MHBIMU HOPMATUBHbBIMU NPaBOBLIMU aKTaMM (TU-
NOBOI CPOK UCMONHEHUS);
— CKOHKPETHOM AaTOW UCNONHEHNA — B yKa3aHHbIii CPOK;
— 6e3 yKasaHua KOHKPETHOI AaTbl UCTIONHEHUA, MMEIOWLMe B TEKCTE MOMETKY:
— «BeCbMa CPOYHO» — B TeyeHue 1-2 AHels;
— «CPOYHO» — B 3-AHEBHBIN CPOK;
— «onepatunsHo» — B 10-4HeBHbIN CPOK;
— OCTafbHble - B CPOK He 6on1ee 30 AHel, eC/I1 MHOE He YCTaHOB/EHO deAepabHbIMU 3aKOHaMM.

* Crarpa 191 [paxpanckoro kofiexca Poccuiickoit @enepauyn... CPOKM HCHOTHEH S IPOTOKOMBHBEIX mopyye-

HUil, KaK IPaBiio, yCTAHABMHBAITCA B MPOTOKOME M CUMCTAIOTCA C IATBL, ClIefly oniielt 33 AaTOl TpoBese s
3acefanus (Copelfanna).

3 Crarpa 193 Tpacianckoro kojiexca Poccuitckoit @egepaimir.. B defiepanbHBIX OPraHaX HCTOMHUTENBHO BIACTY,
BCOOTBETCTBHM CIYHKTOM 6.1.1 TUTIOBOTO Per/iaMerTa B3auMOeiCTBIIA efiepanbHbIX OPraHOB UCTIONHUTENbHON
BJIACTH, YTBEP)KICHHOTO TIOCTaHOB e ieM Ne 30, eC/iv OCTE I ieHb CPOKA HCTIONHER I TIOPY YeH N IIPUXOMTCS
Ha HepaBounit fiekb, OHO OZIEXKHT UCTIOTHEHIIO B TIPEALIECTBY LML eMy paboduit JeHb.

41,.'
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Co ccpinkoit Ha cratpio 191 TK PO nossunoce cosepuienHo Hosoe npasuso,
Hapyuiaoljee panee CTOKUBIIMIICA B YIIPABIEHNY U eIONPOUSBOACTBE 110~
pAnoK. ToBOPS 0 TOM, YTO «CPOKY MCIIONHEHWA CUUCTIAITCS 6 KAeHOApHbIX
Onsx ¢ damul, credyrousetl 30 0amoil peeucmpanuy 00Kymenna», m. 5.6 [lpasun
Oaemn ucnonHumento 00NOTHUMENbHO 1 0eHb JITA VICTIOMHEHNA OKYMEeHTa UI
nopy4enns. Cm. Ipumep 1.

XoTs co BpeMeH E[MHOI TOCYapCTBEHHOI CUCTEMBI JIEIOTPOUSBOICTBA
(c 1970-x rOfI0B) aGCOMOTHO BCe MCIIONHUTENM U CTY/KObI eNOTPON3BOCTBA
3HAIIM, YTO OTCUNTHIBACTCA CPOK MCIIONTHEHMSA C ATl IOy YeHN S, PETUCTPALIUN
M Pe3ONIOLMI Ha TIOCTYIIMBLIEM JOKYMEHTe (¥ 5TO I0/DKHA ObITa OBITH OffHA
U Ta JKe [laTa) VIV JATHI COCTaB/IeH N (IOTMCaHNs) BHY TPEHHETO JOKyMEHTa.

Mpumep 1. Kak Tenepb B COOTBETCTBIM C [paBMNaMu paspelleHo OTCYUTHIBATE CPOK UC-
nonHeHus 06palleHns rpa) aHyiHa B roCOPraH, OpraH MecTHOro CaMoynpasneHua

MapT 2020 r. 1t YacTU4HO 28.02.2020 o6patiyeHue rpaxaaHnHa NoCTynuO B roc-
cocepHue MecaLbI opraH, a 02.03.2020 oHo 6b110 3aperncTpupoBaHo.
24 @ 9 116 |23|30| Ha cnegytowmit genHb (03.03.2020) HaumHaeM oTcuu-
TbiBaTb CTaHAAPTHbIA 30-4HEBHbIA CPOK MCMONHEHNS,
25 |- 3E[E10 17
24 |3 T.e. 03.03.2020 6yzeT 1-M aHeMm, a 01.04.2020 - nocnes-
26| 4 1118|251 HuM 30-M. ITOT Nepuoy Ha kaneHzape cnesa o603HayeH
2715 12119 |26] 2 Cepoit 3aMBKOVA.
CPOK UCMO/HEHUA UCHUCNAETCA B KaN@HAAPHBIX AHAX, MO-
6|13]|20|27 |3 3TOMY MonazaHune B Hero HepaGoUunx NPa3fHUYHbIX 1 Bbi-
XOZHbIX [HE/ HUKaK He CABUraeT OKOHYaTe/bHYI AaTy
71421128 4 MCTeYeHUA CPoKa.
1 (851522129 5

Tlyskr 5.7. TIpaBuI 3aKpeIisiet, YTo «ec/iy HoCaeOHUTl CPOK UCHOTHEHUS 00-
KymeHma (nopy4eHs) npuxoOumcst Ha Hepabouuti 0eHv, TO JOKYMEHT IOIEKUT
VICIIOTTHEHYIIO 8 Omusicaiiviuii criedyiougusi 3a HUM pabouuii deHvy. Takoe IpaBuIo
ycranasyBaer u IIpumepHas uHCTpyKiyst. TOrma UCIIONMHUTENb HOMLy4der elije
1 Oerb, KOTOPBII HOGABIAETCA K 00IIEMY CPOKY ucronHeHus. IIpaBya, K 11. 5.7
ClienaHa CHOCKA, KOTOPas IPY3HAET HECOOTBETCTBHUE JAHHOTO IPABMIA YTBEPXK-
JIeHHDBIM a/[MIHUCTPATUBHBIM PEr/IAMEHTAaM, B KOTOPBIX YCTAHAB/IMBALTCS, YTO
JIOKYMEHT TIO//IEXKIT VCTIONTHEHIIIO 8 peduiectnayiouiutl Hepabotemy padouiii 0eHb.

IIpy KoH(IMKTe IpeAINCaHNnil, KAKOMY U3 HUX CllefoBaTh? MOXHO Ipef-
TOXUTH TaKoe pemenne. Ha Bcex yaacTkax paGoTEL, pernaMeHTUpPyeMbIX HOp-
MAaTHBHBIMU JOKYMEHTaMH, KOTOPbIE IIPEJIMCHIBAIT H0/Iee KOPOTKMIL CPOK
UCTIONMHEHNA, COOMoNaTh HeOGXONMMO UMeHHO ero. K ToMy xe B HacTosIee
BpeMs IIOYTH Be3fie IPUMEHACTCA IPAKTUKA YCTAHOBIEHMA 60Iee KOPOTKMX
Take IO OTHOLIEHUIO K 3aKOHOJaTeIbCTBY CPOKOB MCIIOTHEHN S, KOTOPbIe
YTBEPKJAKTCA B KaUeCTBe TUIIOBBIX /I KOHKPETHOI OPTraHM3aluM C Iie-

JIBXO TIOBBIIIEHM A 3(b(1)eKTMBHOCTM Y Ka4eCTBa YIIPaBACHNA, NJIsI MOTUBaI MM
1 aTTeCTAallMM COTPYAHUKOB

JenonpouseoAcTEO U AOKYyMeHTO0GoPOT Ha npeanpuATyn, Ne 3' 2020




[image: image14.jpg]Kax u [TpumepHas UHCTPYKIs, IIpaBuia 0643bIBaIOT UCTIOTHUTETIEN 6 C1y-
uae Heo6x00UMOCHIY NPOONIEHIS CPOKA UCTIONHEHUS 32 2/3 TIepUOJia UCTIONTHEH NS
HATIPaBIATD PyKOBOAMTEIIIO, JABLIEMY IIOPYUeHNe, CTyKeGHYI0 MU JOKIafi-
HYIO0 3aIIMCKY ¢ 060CHO8aHIUEM NPOONIEHIS CPOKA U NPEOTOJeH IeM HOBOZ0 pe-
anvHoz0. Takas pakTyKa 0OBIYHO 3aKPEIIAeTCA B PermaMenTe KOHTPOIbHOM
paboTbl, HO MOXKET OBITH BHECEHA U B KOHKPETHYIO VIHCTPYKIUIO II0 e/I0NpOo-
M3BOJCTBY.

A s cy>K6b1 ienonponsBopicTBa IIpaBuia yCTaHABNUBAIOT 61401 0114E1H108
u nokasamenetl, N0 KOMOPbIM OHA OONHHA AHAUZUPOBATND COCHIOLHUE UCNOTL-
HUMenbCKoil OUCUUNTUHDL 6 achiekme cpokos tcnonHenus (. 5.18). Dopmbl aTUX
OTYeTOB MOTYT ObITh pa3paboTaHbl, COINIACOBAHBI C TIEPBBIM PYKOBOZHUTENEM
¥ KaJ[poBOit CTy>K60it (C yIeTOM CHCTEMBI MOTHBALIN) U BIIOMHE MOTYT GBITh
BK/II0YeHbI B VIHCTPYKIIMIO IO JIETONPOMU3BONCTBY KAK IIPUIOKEHIA.

JoKyMeHTanbHbi GOHA

W copepranne, 1 06beM pasfiena 6 IIpaBu BHISHIBAIOT HAMGOTbIIIE CO-
MHEH, T.K. OCHOBOTIONIATaoLye IpaBuIa GOpMIPOBaHTs TOKYMEHTAIBHOIO
oH/Ia 3aKpeIIeHbl IeICTBYIOLIUM C 2015 rojia caMOCTOATENIbHBIM HOPMATUB-
HBIM TIPaBOBbIM aKTOM — IIpaBunaMut paGoThl apxuBoB opranusaruii 2015 r.
TeXHOMOTHA CHCTEMaTH3AIMI JOKYMEHTAIbHOTO (OH/IA 32 CYeT paspaboTKM
HOMEHKJTATyPHI 17T, @ TAK)KE yIpaBIeHIe OKYMEHTATbHBIM GOHLOM IIOJ-
POGHO pasbACHAIOTCA B MeToMYecKX PEKOMEHALUAX 10 MX IPUMEHEHNIO
(omy6muxoBamsl Ha cajite Pocapxysa). He cry4aiiHo B pasjierie 6 HOBbIX IIpasun
2019 Toja JOIYCKAIOTCA IyXMe» CChUIKU Ha HOMepa IYHKTOB MM NIPAMOe
Iy6nupoBaHye TEKCTa STVX FABHO AEHCTBYIONINX IOKYMEHTOB.

BHUMAaHNUA 3aCTy/KUBaeT UMb | He BIOMHE 060CHOBAHHBIT ITYHKT Pasfie-
112 6, CopepIKalItit HOB0E P61, orycKaruiee fopmuposartie «eubpUOHsIX>
Oert (11. 6.26):
~ eC/IM TIO OfHOMY ¥ TOMY )K€ BOIIPOCY (TeMaTIKe) BOSHUKAIOT JOKYMEHTEL

¥ B 6yMasKHOIL, ¥ B S/IEKTPOHHOL GopMe, TO IOKYMEHTHI B 6ymarkHOI Pop-

Me IOJIeKaT ondpOBKe I BKITIOYEHNIO B 3/IEKTPOHHOE JIENIO, YTO JOIDKHO

06ecrednTh MOMHOTY ero GOopMUpOBaHILs;

— a camut 6yMaKHbie IOKYMEHTBI BK/TIOUAI0TCS B COCTaB Gy MajHOTO fiena;
_ B HOMEHKJ/IaType JIe/ S7IEKTPOHHOE JIENI0 U [IEN0 Ha Oy MaKHOM HOCUTENeE

JOTKHBL GBITH OTPaskeHbl Kak 2 110Md, MMEIOIIL Ve efJUHBI 3ar07I0BOK, MHJEKC

VI CPOK XPaHEHMA.

Ho Ha ipaKTyKe TaKoji HOPAMOK BEAIEHI 2-X TOMOB OfIHOTO Jefia He npu-
MeHSemCs, SMEKTPOHHbIE KO 06PasyIoT OTAENbHOE 10, KOTOPOE B HOMEH-
KJIaType JIefl UMEET CBOJ MHJEKC 1 3aT07I0BOK C YKasaHyeM KOTMIHOCTH 0Ky~
MexToB. ECTIV B KOHKPETHOt VIHCTPYKITMH 0 fIeTIOTPOUSBOSICTBY HEOOXOMMO
6yreT OTPasUTb MOFOOHBLIT TYHKT 1 «TMGPUAHOCTE, TO PEKOMEHyeM PellluTh
sTOT Bonpoc coBMecTHO ¢ VIT-noppasaenenyem, T.x. o [Ipasunan paotst
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apxuBoB opranmsanuit 2015 r. umerHO VIT-crry»x6a oTBeYaeT 3a MOAKEPIKKY
¥ COXPaHHOCTD 37IEKTPOHHBIX IOKYMEHTOB B MH(POPMAIIMOHHBIX CHCTEMAX.

Heo6xopymo 3aMeTUTh TAKKe, 9TO IIPY peraMeHTaluy GOpMUpPOBAHUS
men (mocnemumit absa 1. 6.23 IIpaBu) pachonioxenie 00KyMeHINO08 BHYmMpPU
0ena B XpOHOJIOTMYECKOI IIOCIEOBATEIBHOCTI 0603HAYEHO «CBEPXY BHU3Y.
A B [IpuMepHOIt MHCTPYKIMU TaKas >Ke XPOHOTIOTMYECKas MOC/IEf0BATEIb-
HOCTDb 0603HaueHa KaK «CHu3y BBepx» (IL. 8.20). ITu cTpaHHble 0603HAYEHNSA
YHOTPeONAI0TCSA 3eCh BMECTO OOIIENIPUHATHIX TEPMUHOB: IIpAMas Wi 06-
paTHas XpOHOTIOrNYeCKas MOCIe0BaTeIbHOCTD PACIIONOKEHNA JOKYMEHTOB
BHYTpM JIef1a, KOTOPbIe BaM JIydlile yIIOTpe6/IATh B CBOe VIHCTPYKIMM 110 Jie-
JIOTIPOM3BOJICTBY.

Mepeaaya 4OKYMEHTOB B apXuB
W/U BblAe/IeHUE K YHUUTOXKEHUIO

ConepsxaHie J]aHHOTO pasfie/ia ¥ BOOOIe ero BK/II0UeHye B TeKCT IIpaBu
TIPENICTABNAETCA He CoBCeM 060CHOBaHHbIM. IIpaBumamu paGoTsI apXUBOB Op-
ranusanumit 2015 r. 1 Metoguyecknmm PEKOMEHTALMAMMY 10 UX IPUMEHEHNIO
JaHHBIE [IPOLIEALY PBI YKE PETTAMEHTUPOBAHbL A «IITyXMe» CCHUIKY Ha HUX 1 [Ty~
6nupoBaHye TEKCTa CO3JAIOT BIIeYaT/IeHNe Hepa3paGOTaHHOCTU pasyiena.

B . 7.13 [IpaBui 0 TOArOTOBKE K IIepefiade B apXUB SNEKTPOHHBIX IOKYMEH-
TOB yIIOMMHAETCA X TpeobpasoBanye B apxyBHbLT popmar PDF/A-1, Ho B umc-
ne MetafanHbIX B OPK COJI «3abbimi» yIOMSIHYTh HEOOXOMMBIE [/ 9TOTO
MeTaJlaHHbIe: «IIOIIEXUT [epefjaue B aDXUB / HET», «IIOJIEKUT KOHBEPTALIUM
B apXMBHBII pOpMAT / HET».

BbiBOAbI

Bce nepopa6otku [IpaBust IpuzeTcs yCTpaHATh B IpoOLecce paspaboTku
KOHKPeTHbIX VIHCTpyKuuit o fenonponssoacty. Ilpoutnure [IpaBuna xpu-
TUYECKH, UCTIONb3YTe HAILV 3aMeYaHMsI U CHAENaiTe CBOYU BbIBOJBL.

Crout mogyMaTh 0 BOSMOXXHOCTY Pa3pabOTKM Ha eAMHBIX METOMMYECKIX
ocHoBax [IpaBun eme oTaenbHBIX: VIHCTPYKIMM 0 KOHDUAEHLIMANIBHOMY
AEMONpPOU3BOJCTBY U VIHCTPYKLMN IO [IeTOTIPOM3BOACTBY IO 0OpalleHNAM
Tpak7aH. '

Camoe 6ombinoe BHMMaHNe yhe/muTe akTyanusanym [lonoxerns o cryx6e
HEMONIPOUBBOACTBA. 3aKPENTe OTBETCTBEHHOCTD 3 BefIeHNE Ae/I0NPOU3BOJ-
CTBa 32 CBOMM IIOfpa3fie/ieHUEM U JIeIONIPOM3BOUTENAMM B CTPYKTYPHBIX
TIOZIpa3fieNieHNAIX, @ OTBETCTBEHHOCTD 32 €r0 OPTaHM3ALMIO — 32 PYKOBOM-
tenamu (cm. Tabnuiry 2). BeicTpoiiTe CiCTEMY OTBETCTBEHHOCTH 3a paBoTy
C TOKYMEHTaMM.

JKemaem ycrnexos!

/lenonpor3scACTBO U AOKYMEHTOOB0POT Ha NpegnpuaTvm, N 3' 2020




