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no aenonpouspoacTesy B 'bOY COIII Ne8 r.Beciian

1. O6me noJtoxeHus

1.1. MUHCTpyKIHS 1O IENONPOH3BO/ICTBY B FOCYapCTBEHHOM GHOKETHOM o61eo6pazoBarenbHOM
YUPeX/CHHUH Cpe/iHel oOmmeobpa3oBarenbHOi mkone Ne§ r.Becian (nanee cOOTBETCTBEHHO —
Mucrpykuus, yupexnenue) paspaborana B LENSX yCTAHOBIEHHS €IMHBIX TPeGOBAHMI K
NOArOTOBKE, 00paboTKe, XPAHEHHIO H HCIIOJIB30BAHMIO 0OPA3YIOMIHXCS B ACATELHOCTH
YYPEXICHHS TIOKYMEHTOB, COBEPLUIEHCTBOBAHMUS JIETONPOU3BOACTBA YIPEXKAECHNS U MOBBILICHHS
ero 3¢ ¢eKTHBHOCTH.

1.2. Muctpyxuus paspaGoTana B COOTBETCTBHH ¢ IIpaBHIaMK 1eJI0NPON3BO/ICTBA B (heepanbHbIX
OpraHax MCIIOJIHUTENIbHON BIacTH, yTBepxkaeHHbIMH [ToctaHoBneHuem [IpaBuTenscTBa
Poccuiickoit ®enepamuu ot 15.06.2009 Ne 477, 1 MeToauuecknmu peKOMEH [AHsIMHE T10
pa3spaboTke MHCTPYKIMIA 110 ETONPOH3BOACTBY B (BeepalbHBIX OpraHaX HCIIOJNHHTENbHOMN BIACTH,
yTBepKAeHHbIMY [Ipuka3zom DenepanbHOro apxuBHOro areHrcTsa ot 23.12.2009 Ne 76.

1.3. Honoxenus IHCTPYKIMK pacipoCTPaHSIOTCs Ha OPTaHU3aIHI0 PaGOThI ¢ IOKyMEHTaMHU
HE3aBHCHMO OT BHJIa HOCHTEJIsA, B TOM YMCIIE C DJIEKTPOHHBIMH JIOKyMEHTaMH, BKJTIOYast
TNIOATOTOBKY, 00paboTKy, XpaHEHHE H HCIIOJIb30BaHHE IOKYMEHTOB, OCYIIECTRISIEMBIX ¢
NIPUMEHEHNEM HHGOPMAIMOHHBIX TEXHOJIOIHH,

CHeTeMbl 91IEKTPOHHOTO TOKyMEHTOOBOPOTA (CHCTEMBI ABTOMATH3HPOBAHHOM 006paboTku
JOKYMEHTOB), IPUMEHSIEMBIE B YUPEKICHHH, T0JDKHBI 00€CIeYMBaTh BHLINOIHEHHE TpeGOBaHMIA
WHcrpykuuu.

1.4. OcobenHocTH PaboTEI ¢ IOKYMEHTAMH, COAEPKAIUME KOH(DHIEHIMATHHYIO HHpOPMAIHIO
(cimyxeGHyI0 U MHYIO TaliHy, IEPCOHANBHBIC IAHHbIE), PETYIUPYIOTCS CHELHATBHBIME
HOPMATHUBHBIMH aKTaMU (HHCTPYKLMAMH, TIOJIOKEHHUSAMH, IIPABUIIAMH), YTBEPKIAEMBIMU
PYKOBOJHMTENEM YUPEIKICHHUSL.

1.5. Tpe6oBanus IHcTpyKImu K paGoTe ¢ GyXranTepckoif, HayqHO-TeXHHYECKOH JIpyroi
CHENHALHOM JIOKYMCHTALMEH PaclpOCTPaHsIOTCS JIMIIb B YAaCTH OOIIMX MPUHITMIIOB pabOTHI ¢

JOKYMEHTaMH, a TaKXXe IOATIOTOBKH JOKYMEHTOB K epeaaye Ha apXuBHOE XpaHCHHUE.

1.6. Opraﬂmaumo, BCICHHE U COBEPIICHCTBOBAHUE JCIONIPOMU3BOICTBA HA OCHOBE €HHOM



TIOJIMTUKHM, UCII0J/Ib30BAHME COBPEMEHHBIX HH(POPMALMOHHBIX TEXHOJIOTHIA B paboTe ¢
JNOKYMEHTaMH, METOAHYECKOE PYKOBOACTBO U KOHTPOJIb 3a COOIOIEHUEM YCTAHOBICHHOTO
ropsiika paboThI ¢ JOKYMEHTaMH OCYLIECTBIISET JOKYMEHTOBEL.

JlomKHOCTHBIE 00S3aHHOCTH OTBETCTBEHHOI'O 38 BEIEHUE JICTONPOM3BOICTBA YCTAHABIHBAIOTCS
JOJDKHOCTHOM MHCTPYKIHEH.

1.7. Conepixanue ciyxeGHbIX JOKYMEHTOB He MOISKHUT pasrialieHuio. [lepeaua ciyxkeOHbIX
JOKYMCHTOB, HX KOTIHH, IPOEKTOB CTOPOHHUM OPraHH3aIUAM JOMYCKAETCs TOJIBKO C pa3pelleHus
PYKOBOIUTENS yUpEKIEHNS.

1.8. PaGoTHyKM ydpeskIeHHs HECYT AMCUHILTHHAPHYIO ¥ HHYIO YCTAHOBIICHHYIO
3aKOHOJATENbCTBOM Poccuiickoit ®enepaliin 0TBETCTBEHHOCTE 32 HECOOJIOIEHHE TpeGoBaHH
Huctpykuun.

1.10. I'lpu yxozie B OTITyCK, Bbl€3/le B KOMAHINPOBKY, Ha BpeMsl GOJIE3HH WITH B JTyyae YBOJbHEHHUs
U [IepeMeleHus 110 ciyx0e paboTHuKK 00513aHbl Iepe/iaTh BCe HAXOSILMECS Y HUX JIOKYMEHTBI
ApyroMy pabOTHHKY 110 YKa3aHHIO PyKOBOIUTENS YUPEXKICHHUS, [IPH YBOJILHEHHH pabOTHUKA HIIH
TIEpEBO/IE TIO CITyk0e Tepesiaua JIOKYMEHTOB H JIeJ OCYHIECTBIAETCS 10 aKTy.

2. OCHOBHBIE NTIOHATHS
2.1. B nacrosueit MHCTPYKLMH HCIOB3YHOTCS CIE1YIOLINE OCHOBHBIE HOHSITHS:

"noxkymeHTHpoBaHue" - hUKcAIHs HHPOPMALMH Ha MATEPHATBHBIX HOCHTENAX B YCTAHOBJIEHHOM
NopsaKe;

" IeTONPOMN3BOICTBO" - JIEATENLHOCTD, 0OECTIEUHBAIOLIAS CO3JaHHE O(UIHATBHBIX TOKYMEHTOB M
Opranu3anuio paboThl C HUMH B YUPEXK/ICHUH;

"HOKyMEHT" - OhMLHANbHBIH JOKYMEHT, CO3IaHHBIH TOCYapPCTBEHHBIM OPTaHOM, OPraHOM
MECTHOI0 CaMOyNpaBJICHHUS, FOPHIMYECKMM UM QU3HUCCKUM JIHLOM, OQOPMIIEHHBIN B
YCTaHOBJICHHOM MOPSIIKE H BKIFOUEHHBIH B JOKYMEHTOOOOPOT yUpeKIEHHUS;

"9ICKTPOHHBIH JIOKYMEHT" — IOKYMEHT, B KOTOPOM MHGOPMAIlKMs TIPE/ICTABICHA B JICKTPOHHO-
i poBoi hopme;

"9NEKTPOHHAs MPPOBas NOMIKCE" - PEKBH3UT JJICKTPOHHOTO JAOKYMEHTA, Npe/Ha3HAYeHHBIH Ul
3aLIM Tl JAaHHOTO 3NIEKTPOHHOTO JOKYMEHTa 0T MOLNEIKH, MONYICHHBIN B PE3YILTATE
KpHUNTOrpauyeckoro npeobpa3oBaHus HHHOPMALMH C HCTIONB30BAHMEM 3aKPBITOTO KJTIOUA
DACKTPOHHOI LH(POBOM NOAMMCH U MO3BOJISAIOWNN HACHTUGULNPOBATH Bajeblia cepTudHKaTa
KJTI0va MOAMNHKCH, a TaKXKe yCTaHOBUTh OTCYTCTBHE HCKaXKCHH HHGOPMALUK B 2JIEKTPOHHOM
JIOKYMEHTE;

"PEKBH3HUT JOKyMeHTa" - 00s3aTeNbHBIHA d71eMEeHT 0hOPMICHHS 0KYMEHTA,
"IO/UIMHHMK JIOKYMEHTA" - ePBbIi UM AMHCTBEHHbIH IK3EMILIAP JOKYMEHTA;

"KOIHnst JOKyMeHTa" - I0KyMEHT, MOJIHOCTHIO BOCTIPOM3BOASIINH HHDOPMALIHIO MOLTHHHIKA
JIOKYMEHTA U €r0 BHEUIHUE NPU3HAKHU, HE UMEIOLIUH IOPUAUYECKOM CUIIBI;

" I0KyMEHTO060POT" - IBUXKEHHE TOKYMEHTOB C MOMEHTA HX CO3JIAHNS HIIN MOJTy4eHHs 10
3aBEPLICHUS HCTIOJIHEHUS, IOMELIEHHS B €10 U (HIIH) OTIIPABKU;






