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Ilpaxmuueckoe 3auamue Nel (2 uaca)
IMousiTue «nHGOpMALUA» U «TOKYMEHT»

1. HEJIb PABOTHBI
Heab padoThl: 03HaKOMJICHHE C TOHATUSMU HH(MOpPMAIUS U JOKYMEHT.
3agaum padoThl: paCCMOTPETh U IPOAHAIM3UPOBATH CIIOCOOBI JTOKYMEHTUPOBAHUS.

2. OCHOBHBIE TEOPETHYECKHUE CBEJIEHUA

JIOKyMEHTHpOBaHHE - 3amuCch WHOOPMAIMKM HA PA3JIUYHBIX HOCHUTENSAX TI0
YCTaHOBJICHHBIM ITPAaBUJIAM.
Hocutenr  mokymeHTHpoBaHHON  uWHGOpPMAIMKM - MaTEpPHAIBHBIA  OOBEKT,

WCHOJIb3YEMBIM JUIA 3aKPEIUIEHWsT W XPAHEHUS Ha HEM pPEYeBOM, 3BYKOBOW WU
n300pasuTenbHo MHGpOpMalMu, B TOM yucie B mpeoOpazoBanHoM Buzae. Cpeactsa
NOKYMEHTHPOBAHUS - OPYIHWs, HCIOJIb3YyEMbIE YEIOBEKOM JUISI CO3MAHUS JTOKYMEHTOB
(mpocTeie, MeXxaHUYECKHE, 3JeKTpoMmexaHunyeckue). K cpeacTtBaM JOKYMEHTHPOBAHUS
OTHOCATCS NHUIIYIIME MAIIWHBI, KOMIBIOTEpHAas TEXHHKA, MarHUTO(POHBI, AUKTO(OHBI,
¢$b0TO, KHHO, BUJIEO TEXHUKA.

B 3aBucMMOCTM OT TOro, Kakoe CpeICTBO JOKYMEHTHUPOBAHUS HCIIOJIb3YyETCH,
pa3ianyaroT U CocoObl TOKYMEHTUPOBAHMSI.

1. TekcTOBOE JOKYMEHTHPOBAHUE.

TekcToBOM  JIOKYMEHT: JOKYMEHT, COJepIKallldid 3BYKOBYIO HHGOPMAIIUIO,
3a(UKCUPOBAHHYIO JIIOOBIM THIIOM TMHCbMa WJIM JIIOOOH CHCTEMON 3BYKO3alMCH.
TekcroBo€ JOKYMEHTHPOBAaHHE IMOJYYWIO caMOe€ HIMpoKoe pacnpocrpaHeHue. C ero
IIOMOLIBIO  JOKYMEHTHUPYETCS  JEATEIbHOCTH  TOCYJAPCTBEHHBIX  YUPEKICHHUH,
OPEANPUATANA U OTAEIBHBIX JIULL.

2. TexHn4eCcKOe IOKYMEHTUPOBAHHUE.

TexHnueckoe JOKYMEHTUPOBAHUE SBIISIETCS CIIOCOOOM 3areyaTieHus TEXHUYECKOU
MbIcIH. TexHnyeckne NOKYMEHTHI - 00001Iatoniee Ha3BaHue JOKYMEHTOB, OTPaXaOLIUX
pe3yJbTaT CTPOUTENBHOTO M TEXHOJOTMYECKOIO MPOECKTUPOBAHMS, KOHCTPYUPOBAHUS,
WHXEHEPHBIX M3bICKAHUA U JPYrUX padOT MO CTPOUTENBCTBY 3JAHMA U COOPYKEHUM H
M3TOTOBJICHHUIO U3EIMU TPOMBILIICHHOTO IPOU3BOJACTBA. TeXHUYECKHE JOKYMEHTAIbHbIC
MaTepHaibl BEAYT 3alUCH MPOIECCOB TPyAa, CPEACTB MPOU3BOJICTBA (UEPTEKHU, PUCYHKH,
pacyeTsl, TpaduKu, TEXHUYECKHUE OMMCAHUA U Jp.) DTO TaKXKe JOKYMEHTAIHs, CBA3aHHAs C
reojie3uei, kaprorpadueii, ruIpoMeTeoCcTyKO00H.

3. ®OTOKMHO-BUAECOIOKYMEHTUPOBAHHUE.

DOTOAOKYMEHT - H300pa3UTENIbHBIA JIOKYMEHT, CO3JaHHbIA (oTorpapuyecKum
criocobom . Oco0eHHOCTh (POTOAOKYMEHTOB - BOSHUKAIOT B MOMEHT COOBITUI, TTOITOMY
OHM Oytarofaps TOUHOCTH, HATJISIAHOCTA UMEIOT OOJBIIYIO LIEHHOCTh M HAXOMST HIUPOKOE
MIPUMEHEHUE B PA3IMYHbIX OOJACTAX JEATEIBHOCTH YEJIOBEKA: B MEIMIIMHE, HayKe,
UCKYCCTBE, B CyneOHOM TNpakTUKe, B KypHaaucTuke U T.0. C DOMOIIBIO
MUKPO(POTOKOMUPOBAHUS MOTYHYAIOTCS KOMHH JOKYMEHTOB.

KunonokyMeHT - M300pa3uTeNbHbI U ayAHMOBU3YyaJIbHBIA JTOKYMEHT, CO3/IaHHBIM
KHUHeMaTorpapuieckum crnocodboM . KMHOTOKYMEHT oTpakaeT COOBITHS B JIMHAMUKE,
asukeHnu. Ceiiuac 00JbIIOe pacIpOCTPAaHEHUE MOMYYUIH BUICOJOKYMEHTHI, CHAThHIE Ha
MAarHUTHYIO TUICHKY.



@DOHOJOKYMEHT -  JOKYMEHT,  COJEp)KalllMid  3BYKOBYID  HH(OpMAIIUIO,
3a(UKCUPOBAHHYIO JIOOOM CHCTEMON 3BYKO3amUCH. AyJAMOBHU3yallbHbIE JOKYMEHTHI
HIMPOKO MTPUMEHSIOTCS.

4. JIOKyMEHTbl Ha MAIIMHHBIX HOCHUTENSAX. DJEKTPOHHOE JOKyMeHTupoBaHue. C
MTOMOIIBIO CIEIUAIBHBIX MaTepUaIbHBIX HOCUTEJICH, Ha KOTOPBIX JaHHBIC (DHUKCHUPYIOTCS
CHeIMaIbHBIMKM YCIIOBHBIMU O0O3HAYCHUSMH, CO3/IAFOTCS JTOKYMEHTHI ¢ MH(pOpMAIUCH B
dbopme, TOHATHOW TOJBKO MamrHe. YTOOBl YeNOBEK MOT MpouyecTh HH(OpMaIuio,
00paboTaHHYIO MAIIMHOMN, €€ HY>KHO MPpeoOpa3oBaTh B BUJI, MPUTOIHBIN JIJIST BU3yaIbHOTO
BOCITPUSITHSL.

JIOKyMEHT Ha MaIllMHHOM HOCHUTENE - JOKYMEHT, CO3JIaHHBI C HCIIOJIb30BAHUEM
HOCUTEJIEM W CHOoCOOOB 3amucd, oOecnedyuBarmux o0paboTky ero uHOopMaIuu
3JIEKTPOHHO-BBIYMCIIUTEIBHON MAILIUHOM.

[losiBneHne MAaIIMHHOTO JOKYMEHTUPOBAHUS HE OTMEHSET MPEIIICCTBYIONINX
crocoO0oB 3amucu uHbopmaruu. Hapsmy ¢ TpaaWIIMOHHBIMH BUIaMU JOKYMEHTOB
MOSBJISIIOTCST BCe OoJiee CIIOKHBIE HETPAJIUIIMOHHBIE BUILI JIOKYMEHTOB Ha HOBEUIIUX
HOCHUTEIISIX.

3. OTHET O PABOTE JOJI’)KEH COAEPKATD.

1. OTBETHI HA KOHTPOJIBHBIE BOIPOCHI.
4. KOHTPOJIBHBIE BOITPOCHI .

1. Kak cBsi3anbl nouarus "qokymeHT" u "unpopmanus"? Kakoe 3HaueHne uMeroT
uH(pOpManus U JOKYMEHTHI B )KU3HH Y€JIOBEKa U o01ecTBa’?

2. Kakoe onpenenenue nouarus "nokymenT" gano B @enepanbuom 3akoHe "O6
uHdopmaruu, nHbopmaruzanuu u 3amute nHbpopmaruu'u B 'OCT P51141-987?
3. Kak pa3BuBanoch NoHATUE "MOKYMEHT'?

4. [louemy nHpopmaoHHas QyHKIUS IPUCYILa BCEM JOKYMEHTaMm?

5. Kakue NOKyMeHTbI HaJleIeHbl MPaBOBOM (DyHKLMEN N3HAYAIIBHO, T.€. JaHHAs (PYHKIIMS
3aJI0’)KEHA CO3HATEJIBHO aBTOPOM B MOMEHT CO3JaHusl JOKyMeHTa?

6. [ToueMy TOKyMeHT NOJN(YHKIIMOHATIEH?

7. Kakue crioco0bl JOKYMEHTUPOBAHUS MOXKETE HAa3BATh?

8. Kakue HoBBIe HOCHTEN HHpOpManu Bei 3HaeTe?

9. Yto BrusieT Ha MPUOOPETEHNE JOKYMEHTOM IOPUINYECKON CHIIBI?

5. BUBJINOTPA®UYECKUM CIIMCOK

1) bapnaes, O. A. [lokymenToBeieHue : yueOHUK mis By3oB / O. A. bapmaes, B. b.
KpaBuenko .— M. : Axagemus, 2008 .— 302 c. — (Bricmee mpodeccnonansHoe oOpa3oBaHHE :
Nudopmanmonnas 6e3onacHocts) .— bubmuorp. B xonmne k. — ISBN 978-5-7695-4706-5 (B mep.) :
446,00.

(I.x. 1293655- 1293665)

2) I'anaxos, B.B. Cekperapckoe naeno(o0pasibl AOKYMEHTOB,0pTraHM3alMsg M TEXHOJOTHS
pabotrel :  Yueb.-mpakt.mocodue / B.B.I'amaxos,M.K.Kopnees,I'.H.Kcangonmyno wu  ap.;llox
pen..K.KopaeeBa .— M. : IIpocmekT, 2007 .— 608c. : mn. — ISBN 5-98032-365-1 : 105.00.

(I.x. 1195916- 1195918, 1212502, 1212503)



Ilpakmuueckoe 3anamue Ne2 (4 uaca)
Kinaccudpukanus 10KyMEeHTOB 110 PAa3JIMYHbIM NPU3HAKAM

1. HEJIb PABOTbI
Leab padoThl: 03HAKOMIICHHE C KIaccu(UKaIei TOKyMEHTOB.
3agaun padoThI: pacCMOTPETh M INPOAHATU3ZUPOBATH NMPHU3HAKU KJIACCU(PUKALUU
JOKYMEHTOB.

2. OCHOBHBIE TEOPETUYECKHUE CBEAEHUSA

JIOKYMEHT, KOTOpBIA CO37aH B OOILECTBE BXOAUT B COOTBETCTBYIOLIYIO CHUCTEMY
JOKYMEHTAIMU B KauecTBe ee djieMeHTa. OT/ebHbIe BUABI U PA3HOBUIHOCTH JOKYMEHTOB
COCTABJISIIOT CUCTEMY JOKyMEHTaluu. Jlo HacTOAIIEero BpeMeH! B JOKYMEHTOBEICHUH HE
CYILLIECTBYET HENMPOTUBOPEUYMBON HAy4yHOU KiacCU(UKAIMM BUIOB M Pa3HOBUAHOCTEU
JOKYMEHTOB.

BaxueiliiuM npusHakoM IS KJIacCU(PUKALMU JTOKYMEHTOB SIBJISIETCS €O
conepxkanue. CiyxeOHble JOKYMEHThl MOTYT MOJAPA3JENAThCA: MO aJIMHUHUCTPATUBHBIM
BOIIPOCAM; MaTePHAIIbHO-TEXHHUYECKOMY CHAO0KEHUI0;, TUTAHUPOBAHUIO; OTNEPATHBHOU
NEeATEIBbHOCTH; OyXTalTepCKOMY y4YeTy; TMOATOTOBKE U PACCTAHOBKE KaJpoB; (PMHAHCOBO-
KPEIUTHBIM M BHEITHETOPTOBBIM BOMPOCAM H T.]I.

Bce mokymentsl, obOparmiaronecss Ha NPEANpUSTHH, MOTYT KJIACCU(DHUITMPOBATHCS
0 CJIEAYIOUIUM MIPU3HAKAM.

[Io HaMMEHOBaHUIO CYIIECTBYET MHOECTBO PA3HOBUIAHOCTEH JOKYMEHTOB.
[IpuBenemM UL HEKOTOPBIE: MPUKA3bl, PACHOPSHKEHUS, IUIAHBI W OTYEThI, aKTHI,
MPOTOKOJIBI, JIOTOBOPHI, YCTaBbl, MHCTPYKIIMHU, CIIPABKH, MOKJIAJIHbIEC, OOBSICHUTEIbHbBIC
3aUCKU, CIYyXEOHbIE€ MHUCbMa, TEJIerpaMMbl, CTaHAAPTHI, TEXHUYECKUE YCIIOBHUS,
MJIaTeXXHble TPEOOBAaHUS U MOPYUYEHUS, JTOBEPEHHOCTH U T.I.

I[To cnocolOy ¢ukcanmu uHPOpMAIUKU JTOKYMEHThI OBIBAlOT THUChMEHHBIE
(pyKomuCHBIE, MAIIMHOMHUCHBIE, TUNOrpad)CKue, MOATOTOBJIECHHBIE HAa MHOXKHUTEIbHBIX
arraparax, Harie4aTaHHbIE Ha MEePCOHAIbHBIX KOMIBIOTEPaxX), rpaduueckue u potodoHo-
KUHOJOKYMEHTHI.

[To cTeneHu CIOKHOCTH JOKYMEHTHI KJIACCHU(PHUIIUPYIOT HA TPOCTHIE U CIOXKHBIE.
[IpocTeie - 3TO HOKYMEHTBI, B KOTOPBIX pAacCMaTPUBAETCS OJWH BOIIPOC, B CIIOXHBIX
OCBEIIAECTCS] HECKOJIBKO BOIIPOCOB.

[lo cremeHu TrIacHOCTH pa3IUYalOT JOKYMEHTBI OTKPBITBIE (HECEKpPETHBIE) H
JOKYMEHTBl C OTPAaHMYEHHBIM JOCTYNOM. JIOKYyMEHTBI C OrpaHUYEHHBIM JOCTYIIOM
OBIBAIOT PAa3HOW CTETIEHH CEKPETHOCTH: COBEPIIEHHO CEKPETHBIE, CEKPETHBIC, TOKYMEHTHI
s cayxeonoro nonszoBanus (JCII), ¢ rpudom "koHbuaeHIMaTHHO" .

[To ropuanmyeckoil cuiie TOKYMEHThI NOAPa3estoT Ha MOJJIMHHBIE U MOJJIOKHBIE.
[TognuaHBIE  JOKYMEHTHI  OBIBAIOT  JICWCTBHUTENBHBIE W HEICHCTBUTEIBHBIC.
HenelcTBUTENBbHBIM JOKYMEHT CTAHOBUTCS B PE3YJIbTATE UCTEUEHUS CPOKA JEHCTBUS WM
OTMEHBI €r0 IPYTUM IOKYMEHTOM.

[Io cpokamM UCHOMHEHUS JOKYMEHTHI KIACCU(UIUPYIOTCA Ha CpPOYHBIE W
HecpouHble.  CpOUYHBIMH  SIBIIIOTCS.  JJOKYMEHTBI CO  CPOKAaMH  HMCIOJIHEHUS,
YCTAHOBJICHHBIMA 3aKOHOM U COOTBETCTBYIOIMMU IPAaBOBBIMU aKTaMH, a TaKxke
TeJIerpaMMBbI U IPYTHE JOKYMEHTHI ¢ Tpudom "cpouHo".



[Io OpoUCXOXKAEHHIO  JTOKYMEHThl  KJIAacCUPUIMPYIOT  HA  CIOy>KEeOHBIE,
[OJITOTOBJICHHBIE HAa MPEINPUSATUSAX, B OpPraHU3alUsiX, U JIMYHbIE (MHCbMa TPAXAAH C
M3JIOKEHHUEM Kajio0, TPeAJI0KEHUM, MPOCKO).

[Io cpokam xpaHeHHs JOKYMEHTBI JEJSATCS Ha JIOKYMEHTBI BPEMEHHOIO U
MOCTOSIHHOTO CpOKa XpaHeHusA. J[OKyMEHTbl BPEMEHHOrO XpaHEHUsI B CBOIO OYEpElb
MOJIPa3ACISAIOTCA Ha JOKYMEHTHI CO CpOKOM xpaHeHus 110 10 set u cBbimie 10 jer.

[To crenenu 00s13aTEHLHOCTH IOKYMEHTHI OBIBAIOT MH(OPMAITMOHHBIC, COIEPKAIIHEC
cBefeHrss W (akThl O MPOU3BOACTBEHHONM W WHOM JEATENBHOCTH OpraHu3aluid, u
JUPEKTUBHBIE - 00s3aTeIbHbIC IJIS1 UCIIOJHEHUS, HOCAIINE XapaKTep IOPUANYECKON WU
TEXHUYECKOU HOPMBI.

[To crenmenn yHUGUKAIMU pa3InYyaloT JOKYMEHTHl HHAMBHUAyalbHBIC, THUIIOBBIC,
TpadapeTHble, TPUMEPHbIEC U YHUPHUITUPOBAHHBIC B BUJIC aHKETHI U TAOJIUIIBI.

NunuBuyanbHble TOKYMEHTHI pa3pabaThiBalOTCS KOHKPETHBIMU OPTaHU3alUSIMU
JUTsl BHYTPEHHETO MOJIb30BAHUA.

TUNOBBIMH SIBIIIOTCS TOKYMEHTBI, CO37aBA€MbI€ BBILIECTOSIIIIMMU OpraHaMu JJist
OpraHu3alMi ¢ OAHOPOJAHBIMU (DYHKIMSIMU M HOCAT 00513aTENbHBII XapakTep.

TpadaperHble TOKYMEHTh UMEIOT 3apaHee HalleyaTaHHBIM TEKCT C mpodenamw,
KOTOPbIE 3aMOJHAIOTCS MPU OKOHYATENbHOM O(DOPMIIEHHH TOKYMEHTa B 3aBUCHUMOCTU OT
KOHKPETHOM cuTyaluu. Takue JOKYMEHTbl NEPCHEKTUBHBI, T.K. 3KOHOMSIT BpeMs Ha
ITOATOTOBKY.

[IpumepHbIe TOKYMEHTHI HOCAT OPUEHTUPOBOUYHBIM XapaKTep U UCIOJb3YIOTCS IS
cocTaBJieHUs U 0(OPMIIEHUSI IOKYMEHTOB 10 aHAJIOTHH.

AHkKeTa - crnoco0 MpeAcTaBiIeHUs YHU(PUIMPOBAHHOIO TEKCTa, IPU KOTOPOM
MOCTOSIHHASI HHGOPMAIIHS pacIiojiaraeTcs B JICBOM YacTH JIUCTA, a IEPEeMEHHasi BHOCUTCS B
JIOKYMEHT B MPOILIECCE €ro COCTaBICHUS B IPaBYyIO YacTh JIUCTA.

Tabnuua - JOKYMEHT, B KOTOPOM IIOCTOSIHHAas HWHQOpMaius pa3Melaercs B
3arosioBkax rpad u OOKOBHMKa (3aroJIOBKM CTpPOK), a IMepeMeHHas (B LHU(PPOBOM HIH
CJIOBECHOM BBIPA)KEHUH) - Ha MIEPECEUECHUN COOTBETCTBYIOIIUX rpad U CTPOK.

Texct, mpencTaBiaeHHBIN B BHUE TaONHIbI, 00JagaeT 0601bI0N HH(DOPMATMOHHON
€MKOCTbBIO, MO3BOJISIET CTPOTO KJIAcCU(UIMPOBATh M KOJUPOBATH MH(POPMAIIMIO U JIETKO
CYMMHUpPOBaTh aHAJIOTMYHBIE AaHHble. B Tabmumunoit (opme odopmisitoTcss mTaTHOE
pacnucanue, IiaH, TpaduK OTIIYCKOB U IPYTHE TOKYMEHTHI.

3. OTYET O PABOTE JOJIKEH COIAEPXKATD.

1. OTBETHI HA KOHTPOJIBHBIE BOIPOCHI.

4. KOHTPOJIBHBIE BOITPOCHBI.

1. Kak cBsa3anbl nousatus "gokymeHt" u "undopmanus"? Kakoe 3HaueHne UMEIOT
MH(pOpMaIs U TOKyMEHTHI B )KU3HU YEJIOBEKa U oluiecTBa?

2. Kakoe onpenenenue nonarus "nokymeHT" gano B @enepanbHom 3akoHe "O0
uHpopMannu, nHPopmaTuzauu u 3amurte napopmaruu''u 8 'OCT P51141-98?

3. Kak pa3zBuBanoch noHsTHe "TOKyMEHT"?

4. [louemy uHpOpMaIIMOHHAS (YHKIUS TPUCYILA BCEM JOKYMEHTaM?

5. Kakue 1oKkyMeHThI HaJIelIeHbl MPAaBOBOM (pyHKIIMEN N3HAYAIIbHO, T.€. TaHHAs (QYHKITUS



3QJI0’KEHA CO3HATEIBLHO aBTOPOM B MOMEHT CO3/1aHUsI JOKYMEHTA?

6. [louemy TOKyMEHT MOJU(PYHKIIMOHAJICH?

7. Kakue criocoObl JOKYMEHTHUPOBAHUS MOXKETE Ha3BaTh?

8. Kakue HoBbIe HOcuTenu uHdopmaiu Bel 3Haete?

9. Yro BnusieT HAa NPUOOPETEHHE IOKYMEHTOM IOPUANYECKON CUITBI?

10. Kakue knaccuukauy 10KyMEHTa U MO KaKUM MpU3HAKaM MOXHO JaTh?

11. ITouemy 3aKOHBI IPEANUCHIBAIOT 0053aTEILHOCTh JOKYMEHTHPOBaHUS UHPOpMaun?

5. BUBJIMOTPA®NYECKHUHN CIIMCOK

1) bapnaeB, D. A. JlokymeHToBeneHue : y4eOHMK s By3oB / O. A. bapmaes, B. b.
KpaBuenko .— M. : Axagemus, 2008 .— 302 c. — (Bricmiee mpodeccuoHaibHOE 00pa3oBaHUE :
WNudopmannonnas 6ezonacHocts) .— bubauorp. B xonue kH. — ISBN 978-5-7695-4706-5 (B mep.) :
446,00.

(II.x. 1293655- 1293665)

2) lNamaxos, B.B. Cekperapckoe meno(o0pa3isl JOKYMEHTOB,0pTaHU3AMMS W TEXHOJIOTHS
paboter :  VYueb.-mpakt.mocodbue / B.B.I'amaxos,W.K.Kopuees,I'.H.Kcanmomyno wu  mp.;[lox
pen.M1.K.Kopueea .— M. : IIpocmekT, 2007 .— 608c. : min. — ISBN 5-98032-365-1 : 105.00.

(II.x. 1195916- 1195918, 1212502, 1212503)

IIpaxkmuueckoe 3auamue Ne3 (4 uaca)
Od¢opmiieHue peKBU3UTOB

1. IEJb PABOTHBI
Leapb padoThl: 03HAKOMIIEHHE C O)OPMIICHUEM PEKBU3UTOB.
3agaum  padoTBI. paccMOTpeTh M [POAHAIM3UPOBATH BCE  PEKBU3HUTHI
IPUCYTCTBYIOIIME HA IOKYMEHTE.

2. OCHOBHBIE TEOPETUYECKHUE CBEAEHUS

Kaxaplii TOKYMEHT COCTOMT M3 DJIEMEHTOB, KOTOPhIC HA3bIBAIOTCS PEKBU3UTAMU.
PaznuyHbie TOKYMEHTHI UMEIOT pa3Hblii HA0Op peKBU3UTOB. COBOKYMHOCTh PEKBU3UTOB,
OTIPE/ICJICHHBIM 00pa3oM paCIOJOKEHHBIX B JIOKYMEHTE, COCTaBJseT (POpMYJsip ATOTO
nokyMeHTa. DopMynsipbl, XapakTepHbIE JUIsl OINPEIEIEHHOrO0 BHUJA JOKYMEHTOB
HA3bIBAIOTCSl TUIIOBBIMU. ['paduyeckre MOJIETN WU CXEMbI MOCTPOSHUS JOKYMEHTOB
MMEIOT Ha3BaHue "popmymsipodpaserr”.

B3amen cymectBoBaBmux panee 31 pexsusuta o I'OCT 6.38-90, 'OCT P 6.30-97
onpenenser 29 PEKBU3UTOB Uil OPraHU3alMOHHO-PACHOPSAUTEIBHBIX JOKYMEHTOB,
BXOMSIMUX B  YHUPUIIMPOBAHHYIO CHCTEMY  OpTaHHM3AIMOHHO-PACTIOPSAIUTEIHLHOM
nokymentanuu (YCOPJ).

PexkBuszutr 14 Apgpecar. B kadectBe agpecata MOTryT ObITh OpraHU3alMH, UX
CTPYKTYpPHBIE€ TOJpa3/iesiecHus, JOKHOCTHbIE WM ¢usndeckue juila. HamMmeHoBaHue
OpraHU3allid U €€ CTPYKTYPHOTO MOApa3/eieHUs YKa3bIBAIOT B UMEHUTEIIBHOM MaJexkKe,
Harnpumep:

Musroct Poccun

anaBneHI/Ie cucreMaTru3aluu 3aKOHOAATCIIbCTBA

JloimkHOCTB 1A, KOMY aJpecOBaH JOKYMEHT, YKa3bIBAIOT B JaTEILHOM MaJeXe, HalpuMep:
AQO3T "Pycckum TekCcTumJp"



Byxranrepusa

CrapueMy 3KOHOMUCTY

A.C. HukojaeBy
NI
'eHepal/lIbHOMY IMPEKTOPY

3A0 "TioMeHbBOHmooOumMCcTKa"

B.U.lleTpoBy

Ecnu noxyMeHT OTnpaBIsitOT B HECKOJIBKO OJHOPOAHBIX OPraHU3alyi UM B HECKOJIBKO CTPYKTYPHBIX NOApa3AeNIeHUH 0HON
OopraHu3alivn, TO UX CIICAYCT YKa3bIBaTh O606H_ICHHO, Harpumcep:

AAMUHUCTPaAUNK paioHOB
TiomMmeHckon obnactum

B coctaB pekBusuta "Aapecar" npu HEOOXOAUMOCTH MOXKET BXOIUTH MOYTOBBIN
agpec. OJIEMEHThl ajJpeca YKa3blBAIOT B  IMOCJIEA0BATENbHOCTH, YCTAHOBIECHHOMU
MpaBUJIAMH, OKA3aHUS YCIIYT TIOYTOBOM CBSI3H.

JIOKYMEHT He JOJDKEH cojaep:kaTh Oosee uerbipex aapecatoB. Cnoo "Komus"
mepea BTOPBIM, TPEThUM, UYETBEPTHIMHU ajapecaTaMyd He YkasbiBaloT. [Ipu OGombiom
KOJIMYECTBE a/IpECATOB COCTABJISIIOT CIIUCOK PACCHUIKU JJOKYMEHTA.

Ecnu nucemMo aapecyercsi opraHu3alliM, YKa3blBalOT €€ HAaMMEHOBAHUE, 3aTeM
MOYTOBBIN AAPEC, HATTPUMED:

Bcepoccnimncknin Hay4dHo-
nccnenoBaTesibCKUN MHCTUTYT
OOKYMEHTOBEAEHUS N apXMBHOIo aena

Yepkacckumn nep, 4.2
Mockea, 10100

[Ipu appecoBaHMM [OKyMEHTa (PU3NYECKOMY JIHIy YKa3bIBalOT HHHUIMAIBI H
(dbaMuMIo MoyyaTess, 3aTeM MOUYTOBBIN ajipec, HanpuMep:

n.M.Mnxeesy

Yn.CapoBas, 4.5, kB.12
Tynbckas 06n., Knpeesckui p-H,
r.Jivnkn, 301264

Kaxpnas coctaBHas yacTh pekBu3MTa "aapecar" medaraeTcsi C HOBOW CTPOKH depe3
OJIMH MEXCTPOYHBIM HMHTEpBal, (aMUIMs aapecara OTIEISETCS OT OCTAJbHBIX yacTen
agpecoBaHus 1,5-2 wuHrepBanmamu. [lomyckaeTrcsi LEHTPUPOBATH KaXAYK) CTPOKY
pexBu3nTa "Anpecar” 1o OTHOLMIEHHIO K CAMOW JUIMHHOM CTPOKE.

PexBuszut 15 I'pud yrBepkaeHUs JOKYMEHTA: PEKBU3UT OPUIIHATILHOTO JIOKYMEHTA,
NPUAAOIIAN HOPMATUBHBIM WJIA IIPABOBOM XapakTep €ro CoAcpk aHutw. J[OKyMeHT
YTBEPKIACTCSI JIOKHOCTHBIM  JIUIIOM  (JOJDKHOCTHBIMU  JIMIIAMH), KOJUIETHAIbHBIM
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OpraHOM HWJIM CHEIHAIbHO HW3[aBaeMbIM JOKYMEHTOM. [Ipu yTBEp)KIEHHH JOKyMEHTa
JOJDKHOCTHBIM JIMIIOM TpHUQ YTBEPKICHUS JOKYMEHTa TOJDKEH COCTOSATh M3 CJIOBa
YTBEPXJIAKO (6e3 kaBblYeK - IPOMUCHBIMH OYyKBaMH), HAaMMEHOBAHUS JOJDKHOCTH
T, YTBEPXKIAIOMIETO JOKYMEHT, €ro TOJNWCH, HWHHIMAJIOB, (GaMWINA W JaThl
YTBEPKJICHHUSI, HAIPUMED:

YTBEPXIAIO

FeHepanbHbIN gNUpeKTop

AO3T "Pyccknii TekCcTunip"
Jlnynasa noannco U.B. AHeHKOB
12.02.2001

[Ipu yTBEpKA€HUU JOKYMEHTA HECKOJBKUMHU JOJKHOCTHBIMU JIUIIAMH UX TOJAMUCH
pacroJiaraloT Ha OJIHOM ypOBHE.

[Ipu yTBepKAEHUU JIOKYMEHTa KOJUIETHAIbHBIMH OpraHaMH, IOCTaHOBJICHHUEM,
pelieHrueM, TMPUKa30M, TPOTOKOJIOM Tpud  yTBEp>KIAEHUS COCTOMT U3  CJIOBa
YTBEPXIEHO 6e3 kaBbiuek (YTBEPX/EH, YTBEPXIEHA, YTBEPXJ/IEHBI),
HAaMMEHOBAHMS YTBEPXKIAIOIIETO JOKYMEHTa B TBOPUTEIBHOM TNaeXe, €ro JAaTbl U
HOMeEpa, HallpuMep:

YTBEPXXJEHO

3acepaHmem obuero cobpaHus
aKumoHepos

MpoTokon

oT 15.08.2001 N°14

nnm

YTBEPXAEHO

lNMpukasom lNpencepatens
MpaBneHus 6aHka

oT 30.09.2001 N¢ 54

['pud yTBepkIeHUs JOKYMEHTa pacnoJiaraloT B MPaBOM BEPXHEM YIiy JOKYMEHTa.
Jlommyckaetcst B pekBU3UTE "TpUQ YyTBEPKACHUS" HEHTPUPOBATH AJIEMEHTHl OTHOCUTEIHHO
caMoM JIJTMHHOM CTpOKH. [IpuMepHBIi NepeueHb T0KYMEHTOB ¢ TpU(OM YTBEPKICHUS JaH
B npuiokeHun Ne 2.

PexBu3ut 16 pe3omonuss AOKYMEHTA: PEKBU3HUT, COCTOSIIAN W3 HAIAMHUCU Ha
JOKYMEHTE, CACTAHHOW TOJHDKHOCTHBIM JIMIIOM M COAEp KAl MPUHSITOE UM PEIICHUE.
Pesomronua mmmercs Ha JOKYMEHTE COOTBETCTBYIOIIMM JOJDKHOCTHBIM JIMIIOM U
BKJIIOYaeT (aMWIMK WCTIOJHUTENEH, COoJAep)KaHWe TOpPYYeHHs, TMOANKNChL W JaTy,
Hanpumep:

N.A.MepBeneBom
B.H.Eroposy

lpoLy noaroToBUTH MPOEKT
reHepasibHoro Cor/aLleHus
c ¢pupmort "3apeunbe”

K 13.02.2001

CMupHoOB
21.01.2001

10



Jlonyckaetcst oopMIICHHE PE3OJIIONMU Ha OTAEIbHOM JucTe (Ha Oymare ¢gopmarta
A6).

PexBu3ut 17 3aronoBok K TeKCTy 0(UIHUATBHOTO JOKYMEHTA: PEKBU3UT JOKYMEHTA,
KpPAaTKO M3Jararolliid ero cojep:KaHue. 3aroJOoBOK COTJIaCcyeTCsi ¢ HAaMMEHOBAaHUEM BHJIA
JOKYMEHTa U MOYKET OTBEYaTh Ha BOIIPOCHI:

0 yeM (0 KOM)?, HalIpuUMep:

[Ipukas o co3maHum aTTECTallMOHHON KOMUCCHH;

yero (Koro)?, Hanpumep:

AKT peBU3UY;

(koMy?), HanTpuUMep:

JIOTKHOCTHAsI MHCTPYKLIMS CeKpeTapro-pedepenty.

K Tekcty nokymMeHTOB, OoGOpMJICHHBIX Ha OjaHKax AS, 3arojloBOK MOXHO He
COCTABJISITh. 3aroJIOBOK PacroJiararoT CJIeBa cpa3y OT IOJE€M HaJ TEKCTOM, OTCTYIIUB OT
HaJmuce OaHka 2-3 MEXCTpOUYHBIX MHTepBaja. CaMm 3arojoBOK JOJKEH COAepKaTh HE
Oosiee 28 3HAKOB M MevaTaTbes yepe3 | MHTepBall, €CIM COCTOUT U3 ABYX CTPOK.

PexBuzut 20 OTMETKY O HaTMYMU MPUIIOKEHUS, HA3BAHHOTO B TEKCTE, OPOPMIISIOT
CIEAYIOIIMM 00pa3oMm:

[Ipunoxxenue: Ha S 1. B 2 9K3.

Ecnu TOKyMEHT MMeeT MpUIIOKEHHE, HE Ha3BaHHOE B TEKCTE, TO YKA3bIBAIOT €ro
HAaVMEHOBAaHME, KOJIMYECTBO JMCTOB M KOJMYECTBO 3K3EMIUIAPOB; IPU HAJIUYHMH
HECKOJIBKMX ITPWIOKEHUN UX HYMEPYIOT, HalpUMeEp:

[Ipunoxenue:

1. [Tonoxxenne o0 YnpaBieHUN pErHOHAIBHOIO KPEAUTOBAHUS Ha 5 JI. B 2 3K3.

2. [IpaBuna nmoAroToBKU U 0pOPMIIEHHS TOKYMEHTOB YIIPABJIEHUS! PETUOHAIBLHOTO
KpEIUTOBAHUS Ha 7 JI. B 2 DK3.

Ecnu npunosxenust cOpoIOpoBaHbl, TO KOJIMYECTBO JTUCTOB HE YKA3bIBAIOT.

B npunoxeHun K pacrnopsiANTEIbHOMY JOKYMEHTY Ha MEPBOM €ro JIUCTE B IPABOM
BepxHeM yrity nuinyT "[lpusnoxkeHue" ¢ yka3aHMEM HAaMMEHOBAHUS PACIOPSAUTEIHHOIO
JOKYMEHTa, €r0 J1aThl U PErUCTPALIMOHHOTO HOMEPA, HAIIPUMED:

MPUJTOXEHUME N° 2
K nNpukasy ampekTtopa NHcTUTyTa
ot 15.01.2001 N@9319

Homyckaetcs Beipakenue "TIPUJIOKEHUE" newarats mponucHeiMu OyKBamu, a
TaKK€  LEHTPUPOBATH  3TO  BBIPAXEHWE, HAUMEHOBAHHME  JOKYMEHTa,  Jary,
PErUCTPALMOHHBI HOMEP OTHOCUTENIBHO CAMOW JUIMHHOU CTPOKH.

Ecnn k mOKyMeHTy mpuiiararoT Apyrom JOKYMEHT, TAKXKE UMEIOIIUM ITPUIIOKEHUE,
OTMETKY O HaJUUYUU NPUIIOKEHUS OPOPMIISIOT CIASAYIOUIMM 00pa3oM:

[Tpunoxenue: nucemo PocapxuBa ot 14.06.99 Ne02-4/156 u npuiioxkeHUE K HEMY,
Bcero Ha 30 .

Ecnu mpunoxeHue HampaBlIOT HE BO BCE YKa3aHHbIE B JJOKyMEHTE ajpeca, TO
OTMETKY O €ro HAJIMYMu 0(QOPMIISIOT CJIEAYIOIMM 00pa3oMm:

[Tpunoxkenue: Ha 3 1. B 5 3K3. B IEPBbIN ajpec.

OTMeTka pasmeniaeTcs B JOKYMEHTE TMOCJie OKOHYaHMs Tekcta (depe3 2-4
MHTEpBaja) OT JIEBOTO MOJIS.
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PexBuzur 21 Iloamuce - peKBU3UT JOKYMEHTa, TMPEACTABISIIOMIUNA OO0
COOCTBEHHOPYUYHYIO POCIIHMCH MOJHOMOYHOT'O JIOJDKHOCTHOTO JiMiia. B cocraB pekBu3uTa
"[oanuce" BXOASIT: HAMMEHOBAHUE JOJDKHOCTH JIUIA, IMTOMUCABIIETO JOKYMEHT (TOJHOE,
€CJIM JIOKYMEHT oopMJIeH He Ha OJIaHKe JOKYMEHTa, U COKpallleHHOE - Ha JOKYMEHTE,
opopMJIECHHOM Ha OJaHKe); JMYHAs MOJANUCH, pacliMPpoBKa MOANUCH (MHULIUAIIBI,

(bamunus), Hapumep:
VICTIOJIHUTEJIbHEIY OUPEKTOP

AQO3T "IllapTHep" HukmMTeHKO H.A. HUMKMTEHKO
WU

VICTIOJIHUTEJIbHEIY OUPEKTOP HuxkurteHkKO H.A. HuxkMTEHKO

HpI/I O(I)OpMJ'IeHI/II/I JOKYMCHTA Ha OmaHke JOJZKHOCTHOT'O JIMia AOJIDKHOCTL 3TOIO
Jina B MOAIIMCHU HC YKA3bIBAIOT.

HpI/I MoANMCaHuM JOKYMCHTA HCCKOJIbKMMH JOJDKHOCTHBIMH JIMIAMH HUX ITOAIIKMCH
pacoojiararorT 0JHy IoJgQ ,Z[perﬁ B ITOCJICOOBATCIBHOCTH, COOTBCTCTBy}OHIGﬁ 3aHMMaEMOM
AOJKHOCTH, HAIIPUMEDP:

T'eHepaJlbHEI IOUPEKTOP JIncrumH M.A. JlMCcULMH

I'naBHEM OyXTrajTep Koszmosa H.M. Kozimosa

[Ipu noamucaHuu JOKYMEHTAa HECKOJbKUMHU JUMIAMU PaBHBIX JTOJDKHOCTEH uX
MOJNKUCH PACIOJIaraloT Ha OJTHOM YPOBHE.

B nokymeHTax, COCTaBIE€HHBIX KOMHUCCUEH, YKa3bIBalOT HE JOJKHOCTH JIMII,
MOAMKUCHIBAIOIINX JTOKYMEHT, a X O00S3aHHOCTH B COCTaB€ KOMUCCHUU B COOTBETCTBUU C
pacnpeneneHueM, Hapumep:

[lpencenaTesyib KOMUCCUMU JInunaa nomnmce H.B. IIeMeHTbeB

UJyieHsl KOMMCCUU JInuHasa nomnmce K.M. ApumHOBAa
JIMuHaa nomnmce C.II. XUTpyHOB
JIvuHasa nOoONMChH B.A. MaJjsos

JIOKYMEHT MO’KET OBbITh MOAMMCAH HCIOJHSIOMUM O00S3aHHOCTH JOJKHOCTHOTO
JMIa ¢ yKazaHueM ero (haktuueckoil qomkHocTy U pamumun. [Ipu sTom He nomyckaercs
CTaBUTH npezuior "3a", Haanuch oT pyku "3aM." WM KOCyro 4epTy nepea HauMEHOBaHUEM
JOJKHOCTH.

PexkBusur 22 rpu¢d cornacoBaHus: PexkBU3UT o0QUIMANBHOIO JIOKYMEHTA,
BBIP@KAIOIIMM COIVIACUE YUYPEKICHUsS WM €ro OpraHa, He SBIBIIOLIETOCS aBTOPOM
JOKyMEHTa, C ero cojepxkanuem. ['pud cormacoBanus JOKYMEHTa COCTOUT M3 CJOBa
COTI'JTACOBAHO (meuaTaeTcsi NponuCcHbIMU OyKBaMu, 0€3 KaBbIYEK), JOHKHOCTH JIMIIA,
C KOTOPBIM COTJIACOBBIBAETCS JOKYMEHT (BKJIIOUasi HAMMEHOBAaHUE OpPraHU3alluu), TUYHON
MOANUCH, pacmMGPOBKU MOANMUCH (MHUIMATIOB, (aMUJIMU) W JAaThl COIJIACOBAHUS,
HaIpumep:

COrNMACOBAHO
PekTop THOMEHCKOro rocynapCcTBeHHOro
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YHUBeEpcuTeTa
JnyHas noanuce I.®.Kyues
23.04.2001

JlaHHBIA pEeKBU3UT O(GOPMIISETCS TPU BHEIIHEM COTJIACOBAHWM JIOKYMEHTa C
APYTUMH OpTaHU3allMsSIMH Ha TMOCIEIHEM JIMCTE NPOEKTa WM Ha OTACIBHOM JIUCTE
COTJIACOBaHUSI.

Eciu cornmacoBanme OCYIIECTBISIFOT MHUCHMOM, MPOTOKOJIOM M JIp., TPU{Q COTITaCOBAHUS
ohopMIISIIOT 10 ciaeayroIiei hopme:

COTJIACOBAHO Wi COTJIACOBAHO
[InceMO PoCCHUMCKOM aKageMUmn [lpoTOKOJI 3acenaHuda

MeIOULUMHCKMUX HayK [IpaBJleHUs CTPaxOBOM
or 25.01.2001 N451-805 koMnaumun "EBpasua"

or 15.02.2001 N10

PexBusut 23 Bu3a coriacoBaHus JOKYMEHTA: PEKBU3HUT JOKYMEHTA, BBIPAXKAFOIIMIA
COrjacMe€ WM HEeCOrjacue JOJDKHOCTHOIO JIMIA C COJIEpKaHUEM JOKYMEHTA.
CornacoBaHue JOKYMEHTa B IIpejeax OJAHOM opraHus3aluu oGOopMIISIOT BU30H, KOTOpas
BKJIIOUAET HaMMEHOBaHHUE JOJHKHOCTH U MOJIUCH BUSUPYIOLIETO, paciin(poBKy MOIINUCH
(vaULMAIBI, aMUITUS) U J1aTy; HAlpUMep:

HauyanbHUK topnanyeckoro
otaena leTtpoyeHko B.A. lNeTpoyeHKo
25.11.2001

[Tpu HanMuuu 3aMeyaHu MO TOKYMEHTY BU3Y O(DOPMIIAIOT CIAEAYIOUIIM 00pa3oM:

3aMedaHnsa npunaratoTcs
HayanbHuK topnamnyeckoro
otaena Bopobbea A.C. Bopobbes
16.10.2001

Jns moxyMeHTa, IOATMHHAK KOTOPOTO OCTaeTCs B OPTaHU3AINH, BH3BI IPOCTABIIAIOTCS B HIDKHEH YacTH 000POTHON
CTOPOHBI ITOCIIEAHETO JIFCTa MOUIMHHIKA JOKyMEHTa. J{J1s JOKyMeHTa, IOATUHHUK KOTOPOTO OTIPAaBISIETCS U3 OpraHM3aIlNy,
BH3BI IPOCTABIIAIOTCS B HIKHEH YaCTH JIMIIEBOM CTOPOHBI KOTIMH OTIPABIISIEMOTO TOKYMEHTA.

Bo3MoxHO oopmIiteHHE BU3 PACIOPSAAUTENHHOTO TOKYMEHTa Ha OTIENBHOM JIUCTE, 10 YCMOTPEHUIO OpTaHMU3aIlluN
JIOMYCKAeTCsl MOJMCTHOE BUBHPOBAHUE IOKYMEHTA.

PexBusut 25 [lpu 3aBepeHUN COOTBETCTBHS KOIMUU JOKYMEHTA MOJJIMHHUKY HIXKE
pexBu3nuTa "lloanuce" MNPOCTABISAIOT: 3aBEPUTEIIBHYIO HAANUCh '"BepHO"; MOMIKHOCTH
JUIA, 3aBEPUBIIETO KOMHIO; JUYHYIO MOJMUCH, PACIU(POBKY MOANMKUCH (MHHUIIHAIIHI,
(baMuITnI0); ATy 3aBEpEHUs, HAIIPUMED:

BepHo

VHCcnekTOp oTnesia KaIpoB XJ1eOHUKOB C.A. XJjeOHMKOB
IIOONNUCH

07.03.2001
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JlomyckaeTcsi KOMUIO JOKYMCHTa 3aBEPSATh MEYATHI0. DTO HEOOXOAUMO JAeJaTh, €CIHM JOKYMEHT IMPEICTABISACTCS B
JpyTHe opraHn3anui. B psme ciydaeB 3aKOHOIATEIBCTBO PErIaMEHTHPYET 3aBepeHUe KONHi (YCTaB, JTUIIEH3US | Jp.)

PexBuzut 26 OT™MeTKa 00 UCMIONHUTENE BKItOYaeT (pamMunuio (Uiau GpamMuiuio, ums,
OTYECTBO) HCIOJIHUTENS JTOKyMEHTa U HoMep ero tenedoHa. OTMETKy 00 MCHOTHHUTENE
pacrnoJiaraloT Ha JIMIIEBOM CTOpOHE WM OOOPOTHOM CTOPOHE TMOCJIEAHEro JHUCTa
JOKYMEHTAa B JIEBOM HWJKHEM yINIy Ha 2-4 HMHTEpBaja HUXKE€ PEKBU3UTA 'TOANKUCH',

nme4vyaTaroT OT JICBOTO I10JIA, HAITIPUMEDP:
[leTpoB VI [leTrpoB lVBaH BacunbeBnd

924 45 67 924 45 67

PexBuzutr 27 Otrmerka 00 WCHOJHEHWM JAOKYMEHTA W HAIMpPaBJICHUH €0 B JIEJIO0
BKJIIOYAET  CIEAYyIOUIME JaHHbIE: CChUIKY Ha JaTy W HOMEp JOKYyMEHTa,
CBHUJICTEIIbCTBYIOLIETO O €r0 HWCIOJHEHUHM, WIM MPU OTCYTCTBUU TaKOTO JIOKYMEHTa
KpaTKue CBeJeHUs 00 HCHoJHeHuU: ciioBa "B nenmo"; HoMmep nena, B KOTOpOM OyJeT
XPaHUTHCS IOKYMEHT.

OTtMeTKa 00 MCMOJTHEHUU JOKYMEHTA M HalpaBJIEHUM €Tr0 B J1eJ0 opopMIIsIeTCsl OT
PYKA W JOJKHA OBITh TMOJNKCAHA W JaTUPOBaHA MCIIOJHUTEIEM JIOKYMEHTa WIH
PYKOBOJHUTENIEM CTPYKTYPHOTO MOApa3IeeHs, B KOTOPOM HCIIOJHEH JTOKYMEHT:

MoarotoBneHo nucbmo N212/06-13 ot 28.01.2000

B neno N2 07-06. Ucnonuutens MNoanuce b.J1. Ocunos

3. OTYET O PABOTE JOJIKEH COLAEPXKATD.

1. OTBeTHI HA KOHTPOJIBHBIE BOIIPOCHI.
4. KOHTPOJIBHBIE BOITPOCHI.

1. TOCT P6.30-97 ycTaHaBIMBaeT COCTaB PEKBU3UTOB

2. Kaxue Buibl OJ1aHKOB MOXKET UMETh OpraHu3alus, npeanpusitue, pupma’?

3. YeMm otnuuaercs OJaHK JUIs BUIa JOKYMEHTa OT OJlaHKa JJi uchMa?

4. Kakue BapraHTBI pacIioiloKEeHNs PEKBU3UTOB YCTAHOBIIEHBI CTAHAAPTOM?

5. I'me pacnonaratorcs pexkBusuthl "['ocynapctBennsiii repd PD", "I'ep6 cyonekra PD",
"Ombmema"?

6. B kakux qoKkyMeHTax yKa3biBaeTcsl pekBU3UT "CrpaBoyHbIe JaHHbIE 00 opraHu3anuun’?
7. Kakue criocoObl 0hopMIIeHUS JaThl CYIIECTBYIOT?

8. YcnoBHOE 0003HaUE€HHE TOKYMEHTA, MPUCBOCHHOE €MY MPU PETUCTPALIMU HA3bIBACTCS
9. Yka3aHus 10 UCHIOJHEHHUIO IOKYMEHTa COIEPKATHCS B PEKBU3UTE ...

10. KpaTkoe uznoxeHue cojepxaHus JOKyMeHTa GOpPMYJIUPYETCS B PEKBU3UTE ...

11. PexkBuzur "I'pu¢ cornacoBanus JoOKyMeHTa" MPOCTABISIETCS ...

12. PexBu3zut "Bu3a coriacoBanus JOKyMEHTa'" MOKET pacroiararbes ...

13. Kakue pazmepbl Oymaru UCHOJB3YIOTCS AJi 0OPMIICHUS YIPaBIEHYECKUX
JIOKYMEHTOB?

14. Yxaxxute pazMepsl 1ojiei (B MM) Ha cTaHaapTHOM (hopmaTe Oymaru s
YIPABJIEHYECKUX TOKYMEHTOB.
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15. B pgokymeHTax, OoQOpMJIEHHBIX Ha JByX WJIM Oojiee JIMCTax, HOMEpa CTpaHUIL
IPOCTABIIAOTCS

5. BUBJIMOT PA®NYECKHUHN CIIUCOK

1) bapnaes, O. A. [lokymenToBeieHue : yueOHWUK mis By3oB / O. A. bapmaes, B. b.
KpaBuenko .— M. : Axkagemus, 2008 .— 302 c. — (Bricmee mpodeccuonanibHoe oOpa3oBaHHE :
Nudopmanmonnas 6e3onacHocts) .— bubmuorp. B xonne k. — ISBN 978-5-7695-4706-5 (B mep.) :
446,00.

(I.x. 1293655- 1293665)

2) I'anaxos, B.B. Cekperapckoe naeno(o0pasibl JOKYMEHTOB,0pTraHM3alMsg M TEXHOJOTHS
pabotrel :  YueO.-mpakt.mocooume / B.B.I'amaxos,M.K.Kopnees,I'.H.Kcangonmyno wu  ap.;Ilox
pen..K.KopaeeBa .— M. : IIpocmekT, 2007 .— 608c. : mn. — ISBN 5-98032-365-1 : 105.00.

(I.x. 1195916- 1195918, 1212502, 1212503)

Ipaxmuueckoe 3anamue Nod (4 yaca)
PacnopsiaurenbHble JOKYMEHTBI - IOCTAHOBJICHU S, PellICHUA, IPUKA3BI,
pacnopsizkeHus1 u ap.

1. IEJIb PABOTBI
Ieanb padoThI: 03HAKOMIIEHUE C PACTIOPSAAUTEIBHBIMA JOKYMEHTAMHU.
3agaum padoTBI: pacCMOTPETh M IPOAHAIM3UPOBATH IPUKA3bl, OCTAHOBJIEHUS,
pPacnopsKEHUS U .

2. OCHOBHBIE TEOPETUYECKHUE CBEJIEHUA

Bce pacnopsauTenpHble  JOKYMEHTBI  JTOJDKHBI  CTPOIO  COOTBETCTBOBATh
ITOJIOKEHUAM JEUCTBYIOIIETO 3aKOHOATEIbCTBA.

IIoaroTtoBUB TEKCT pacCHOPSAOUTENIBHOIO JTOKYMEHTAa, MPUCTYNMAOT K  €ro
opopmiieHHI0O Ha OJlaHKE KOHKPETHOTO BHIA JOKyMEHTa. [loArOTOBIIEHHBIE MPOEKTHI
JOKYMEHTOB IPEICTaBIIAOTCA HAa NOANUCH. [Ipukasel U pacnopsiKeHUs MOANUCHIBAIOTCS
PYKOBOJUTEIIEM WIH €T0 3aMeCTUTeNIeM. 110CTaHOBIEHNS M pelIeHNs UMEIOT JBE IOIITNUCH
- mpexacenarens M cekperaps (YIpaBisIOLIEro JENaMH) KOJUIETHAJIbHOIO OpraHa.
[lognuceiBaeTcs: TEPBBIA  JK3EMIUIAP JOKYMEHTa, M3rOTOBJIEHHBIM Ha  OJlaHKe.
PacnopsinurenbHble TOKYMEHTHI BCTYIAIOT B CHJIy C MOMEHTAa HMX MOINHUCAHUS WIIU
noBeneHust 10 ceeneHus ucnoanutens. (Ipunoxenus Ne 10, 11).

Pemienne - 310 pacnopsauTENbHBIM JOKYMEHT, SBISIOLIUANCA IPABOBBIM AaKTOM,
MIPUHUMAEMBIN KOJUIETMER MHHUCTEPCTBA WJIM BEIOMCTBA, HAYYHBIM COBETOM, COBETOM
aupekTopoB u T.1. OOpazen odopmieHus mnpeayiaraercsi Ha cTp. . [lpumep naH B
npuioxeHuu Ne 12.

Ilpukaz - pacHOpsSOUTENBHBIA  JOKYMEHT, HW3JAaBAaEMbId  PYKOBOJIMTEIEM
OpraHM3alUH, IPENIPUATHS, YUYPEKACHUSA, JCHUCTBYIOIIMM Ha OCHOBE IIpHUHIMIA
equHoHavanus. [Ipyukas uznaercs Ui pelieHns OCHOBHBIX 3aJ1a4, CTOSALLMX Iepe] JaHHOU
opranmuzanueit. Od¢opmisieTcs mnpuka3 Ha OjgaHke, TIe YKa3aHbl HaMMEHOBaHUE
opraHusalid, HauMe€HOBaHME Bujaa JokymMeHTa - [IPMKA3, wMecto wu3nanHus,
pErUCTpallMOHHBIA HOMEp, AaTa, 3aroJIOBOK K TEKCTY, nmoanuck. O6pasen ohopMIICHHS CM.
B npuitoxkeHuax Ne 10, 11.
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MPUJIOXXEHME N2 10
O6pazel odhopMneHUs Nnpukasa
MO OCHOBHOW AeSATENbHOCTU

OcHOBHBIE PEKBU3UTHI OJIaHKa
I'ep6, smOIeMa

HAHMEHOBAHHE OPFAHHBAHI/H/I l?elrfzi;leJT\g c:()c(36moae}mem oTcTyna
Kox dhopmer nokymenta mo OKVY /] (40 new. 3n) ot neBoi rpanmIB

TEKCTOBOI'O ITOJISL

I'pud orpannueHus

TTPUKA3
Ne

MecTto n3nanus

[3aroJioBOK K TEKCTY HAUMHAETCS

¢ mpemiora "O" ("O6").
CocTaBisercst TeM, KTO TOTOBUT
JIOKYMEHT. B o1HOM cTpoke
3aroJIOBKa JOJIKHO OBITH HE OoJiee
28 3nakoB. [leyaTaercst 6€3 KaBBIUEK
Y HE MOTYEPKUBACTCH |

B KOHCTaTMpyloweni 4acTm nanaratoTca OCHOBaHUS, Lenn ngaHms npmkasa. B Helt MoryT 6biTb
nepeyduncneHbl hakTbl, CO6bITUS, AaHA OLEHKA, Nepecka3 aKTa BblLWEeCTosWero opraHa, Bo
NCNOSTHEHNE KOTOPOro n3gaeTcs npukas. B aToM cnyyae ykasbiBaeTcs BUA aKkTa, ero aBTop,
AaTa, HoMep, NosiHoe Ha3BaHMe (3aro/loBOK), T.€. MPUBOASTCSA BCE MOWUCKOBbLIE AaHHble. Ecnn HeT
Heob6XxoaMMOCTN AaBaTb 06BACHEHUS, KOHCTaTMpYOLWas YacTb MOXET OTCYTCTBOBaTh.
PacnopsautenbHas 4acTb HaumHaetcs co cnosa "MPUKA3BIBAKO" n neyataetcss NpONMCHbLIMK
6ykBaMu unn BpaspsiaKy, YToObl OTAENUTE KOHCTAaTUPYHOLW YO YacCTb AOKYMEHTa OT
pacnopsauMTenbHon. PacnonaratoTcs 3TU C/10Ba Ha OTAE/IbHOM CTPOKE NpsiMO OT MoJiei:

MPUKA3bIBAIO:

1. PacnopsignTenbHas 4acTb MOXET AE/UTbCS Ha pa3aenbl, nogpa3saenbl, MyHKTbl, MOAMNYHKTHI,
KOTOpblie HyMepytoTcs apabckumm undpamum. NevaTtaTb pekoMeHayetcsa ¢ absaua, otctynue 5
neyaTHbIX 3HaKoB. HoOMep KaxAoM 4acTu BKAKYaeT HOMepa COCTaBHbIX YacTeln 6onee BbICOKUX
CTYNHEWN AefieHuns, KoTopble pa3genstoTcs Toukamu. Hanpumep, 1.2.1; 1.3.1 n 1.4. B Havane
NyHKTa NpUBOANTCHA HAaUMEHOBaHMe A0/HKHOCTN ucnonHutens, ero ®©.1.0. nam HammeHoBaHue
CTPYKTYpHOro noapasaeneHus (B AaTeNlbHOM Najexe, 3aTeM U3MEHSIETCS coaepXaHue AencTeus
(HaunHaeTcsa ¢ rnarosa HeonpeaeneHHon GopMbl) U yKa3blBAa€TCA CPOK MCNOAHEHMS. B kaxaom
MyHKTE MOXET yKa3bIiBaTbCs 0oCHOBaHme. CrioBO "0CHOBaHMe" neyataeTcs OT JIEBOM FpaHuLbl
TEKCTOBOIrO nons.

OcHoBaHue: CTpoYHbIMK ByKBaMu.

2. CTpyKTypa nocneaytouwmx nyHKTOB aHanornmdHa. B otaenbHbIX cny4vyasax TEKCT MOXET
npeacTaBnaTbCs B BuAe tabnuubl.

3. B nocnegHeM nyHKTe npukKasa NpuBOANTCS yKasaHWe O KOHTpPOJie 3a UCMOJSIHEHMEM MNpuKa3a:
KOHTpONb 3a NCNOSIHEHUEM BO3J/10XMUTb Ha ... (YKasbiBaeTcs AonxHocTb, ®.1.0. nnum
HanMeHoOBaHMeE CTPYKTYPHOro nogpasaeneHuns). ApxandHole 060poTbl Tuna "KoHTponb 3a
WCMOJIHEHMEM MpUKa3a OCTaBNsA 3a cobon" He gonycKkatoTcs.

Pacumdposka noamcu
reyaraercs ¢ Co0JoIeHneM

JInyHasi HOJIMCh orcryna 48 med. 3HaKoB OT
JIEBOM I'PaHHIIBI TEKCTOBOTO
noJIst

HauMmeHOBaHHE JOJIDKHOCTH
odopmisiercs uepes 3-4
MEXCTPOYHBIX MHTEpPBAJIA HIKE
TEKCTa OT FPAHHL[BI JIEBOTO OIS

Bu3bl cornacosaHms (Ha 060pOTHOIM CTOPOHE NOCAeAHEro JINCTa) COCTOAT U3 yKa3aHus
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OO/HKHOCTU BU3UpPYOLWEro nmua, ero noanmcu n ee pacwumdposkun (MHMUKnanel, pamMmunna), gara.
[aHHbIN peKBU3UT MPOCTABASAETCS NMPU BHYTPEHHEM COM/lacoBaHMKN AOKYMeHTa. 1N AOKYMeHTa,
NOANIMHHUKM KOTOPbIX OCTAlOTCS B OpraHm3aumnm (3To npexae BCero BHyTPEHHME AOKYMEHTI)
BM3a npocTtaenseTcsa Ha 06opOTHOW CTOpPOHE NMocneaHero NMcra NepBoro sKk3eMnnsapa
NOATMHHOIO AOKYMeHTa. [Ans AOKYMeHTa, NOAJIMHHMK KOTOPOro OTNpPaB/isSieTCs U3 OpraHusauum,
BW3bl NPOCTABISAOTCSA B HUXXHEN YaCTU NMLEBON CTOPOHbI KOMMUW OTMPaBfsieMOro AoKyMeHTa.
Npud cornacoBaHmsa fOKYMeHTa C ykasaHumem cnoa "COIJIACOBAHO" odopmaseTcsa npu
BHELIHEM COrflacoBaHUM AOKYMEHTA.

OTtMeTKka 06 ncnonHutene
dhammnnsa, nMs, OTYECTBO - AJ1 BHELLIHErO AOKYMEHTA;
dammnnusa, U.0. - ansa BHYTPEHHEro AOKYMEHTA

Tenedon (000 00 00)

B meno 00-00 lonnucob
JlaTa
NMPUJTOXEHMUE N° 11
Mpumep odopmMmneHns npukasa
OTKPLITOE AKIIMOHEPHOE
OBIIECTBO
"CEPBUC"
ITPUKAS3

03.01.2001 Ne 33
Mocksa

OO0 yBenMueHUH YCTaBHOTO KaluTana
oOmiecTBa

B cBs3m ¢ peweHne Obuwero cobpaHms akumoHepos oT 30.12.2000 N°1 "O6 yBennyeHun yCcTaBHOIo
KanuTana obwecTsa" n pykoBoACTBYSCb MonoxeHnem o nopsigke ysennyeHus (yMeHbLIeHUs)
yCTaBHOro kanutana obwecrea, yrsepxaeHHbiM CoBeToM gnpekToposB obuwecTta 16.07.1999,

MPUKA3bBIBAIO:

1 Pykosogutento lOpugnyeckoro otaena KanmHuHy M.M. B cpok o 01.05.2001 HanpaBuTb cBeAEeHUS
0 BHECEeHWM n3MeHeHul B YcTaB oblectBa 06 yBennyeHMn pasMepa yCTaBHOro Kanutana oblectsa B
MOCKOBCKYIO perMcTpaumMoHHyo nanaTty U HanoroBy MHCNEKUMIO.

2 Pykosogutento ®uHaHcoBoro yrnpasneHna CmupHoBy H.U. B cpok no 15.05.2001 3apernctpupoBaTb
OOMONHUTENbHbIM BbIMYCK akuuii B MuHuctepctee dmMHaHcoB Poccuiicko degepaumn.

3 KOHTpO/b 3a UCMOSIHEHMEM MNpMKa3a BO3/1araeTcsa Ha 3aMecTUTens reHepanabHOro AMpekTopa
obuwecTtBa BopoHoBa O.H.
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T'eHEepPAJILHEI IUPEKTOP JlHenposB [1.0.0renpos
3aM. I'eHepalbHOTO mOupekTopa BopoHoB O.H.BopoHOB

04.01.2001

Ilemposa
3021512

MPUJTOXXEHMUE N° 12
O6paseu opopMneHnss pelieHuns

HAVMEHOBAHUWE OPT"AHU3ALIMN
CIIpaBOYHBIE JaHHBIC 00 OPraHU3aAIUH

PEHIEHUE
JlaTa Ne 00
Mecto n3ganus

3aroJIoBOK HAYMHAETCS
¢ mpemiora "O ..."

B TekcTe KOHCTaTMPYI'OU.I,eM 4aCTu AOKYMEHTaA YKa3blBalOTCA NpuUYnHbI n3gaHuma, Uuenun, CCblikn, ecnu

3TO HeobXxoAMMO Ha paCI'IOpﬂ,CWITeJ'IbeIVI AOOKYMEHT BbILLWECTOALLENO OpraHa.
PacnopsauTenbHas 4yacTb HaunHaetca cnosamu Konnerusa, CoseT u T.A4.

PELLW/IA (PELLW):

1. TekcT NyHKTOB 0hOPM/ISIETCS MO CXEME: UCMOJIHUTENb - AEWCTBME - CPOK.

MocneaHWn NMYHKT: KOHTPOJb 3@ UCMONIHEHNEM BO3JI0XKWUTb Ha ... (YKa3biBAeTCS AO/IKHOCTb,
UHUUManbI, hamunus.

[lpencenaTernb (mogmmce) Muuumasel, damMmiamsa

Cekperapb (momgmmce) VHMLIMAJIEL, daMUIMSa

Bu3sl (IOJDKHOCTh BU3UPYIOITHUX
JTUYHAS MTOMUCH, €€ pacin(poBKa;
JaTa)

3. OTYET O PABOTE JOJIKEH COIEPXKATD.

1. OTBETHI HA KOHTPOJIBHBIE BOIPOCHI.
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4. KOHTPOJIBHBIE BOITPOCHI.

1. AkTbl, mucbMa, (akchl, JOKIATHBIE 3aMMUCKH OTHOCATCA K

2. [IpaBoBo#i aKT, ONpPeAESIOUINI MOPsII0K 00pa30BaHMs, KOMIIETEHIIUIO OpTaHU3AIIH, €€
byHKIUY, 3a/1a4H, IOPSJIOK pabOTHI 3TO ...

3. Kak Benercs Hymepalys NpUKa3oB [0 OCHOBHOM JESTENbHOCTH?

4. Kaxoiif TOKyMEHT co3/1aeTcsi U 0pOpMIIIETCSl CEKPETapeM B pe3ysibTaTe MPOBEACHUS
IIPOU3BOACTBEHHOTO COBEIIAHUS Y PYKOBOJUTEIA?

5. Kakoil 1oKkyMeHT coiepKUT HHGOPMAIIHIO C PaBaMH, O0S3aHHOCTAMU U (PYHKIUSIMU
paboTHuKa?

6. Kakoil 1oKyMeHT coCTaBIsIeTCs] KOMUCCUEN TTPH BBIJIETIEHUU TOKYMEHTOB K
YHUUYTOKEHUIO?

7. B kakoM fokymeHTe Bbl, Kak pyKOBOJUTENb CTPYKTYPHOTO HOApa3eieHusi 000CHyeTe
CBOM IPEJIOKEHUS Il PYKOBOACTBA (PUPMBI 110 paCHIMPEHUIO BaIIero oTAesa?

8. Ilnucpmo, nmeronye GUHAHCOBBIE U IOPUINYECKUE TIOCTIEICTBUSA, JOKHO OBITH ...

9. 13 kakux JBYX 4acTE€l COCTOUT TEKCT MPOTOKONA?

10. B xakoM gokymeHTe onpenensercs: poH 3apaboTHOM MIaThl OpraHU3auy,
npeanpusTusi, Gupmbl?

11. Kakue opranu3zaiiuoHHbIE JOKYMEHTHI YTBEPKIAKOTCS PYKOBOJIUTENIEM OpraHU3auu’?
12. Ha ube ums agpecyercs 3asiBieHue?

5. BUBJIMOTPA®UYECKNHN CIIUCOK

1) bapnaes, O. A. [lokymeHToBeieHue : ydeOHWUK mis By3oB / O. A. bapmaes, B. b.
KpaBuenko .— M. : Axagemus, 2008 .— 302 c. — (Bricmee mpodeccuonanbHoe oOpa3oBaHHE :
Nudopmanmonnas 6e3onacHocts) .— bubmuorp. B xonne k. — ISBN 978-5-7695-4706-5 (B mep.) :
446,00.

(I.x. 1293655- 1293665)

2) I'anaxos, B.B. Cekperapckoe naeno(o0pasibl JOKYMEHTOB,0praHM3alMsg M TEXHOJOTHS
pabotrel :  Yuel.-mpakt.mocoome / B.B.I'amaxos,M.K.Kopnees,I'.H.Kcangonmyno wu  ap.;llox
pen..K.KopaeeBa .— M. : IIpocmekT, 2007 .— 608c. : mn. — ISBN 5-98032-365-1 : 105.00.

(I.x. 1195916- 1195918, 1212502, 1212503)

Ilpakmuueckoe 3anamue No5 (4 uaca)
OcCHOBHbBIE NpaBHJIa OpraHu3anuu I(OKyMeHTooﬁopOTa B OpraHu3anuu

(YyupekaeHun)

1. HEJIb PABOTHBI
LHeas padoThl: O3HAKOMJIEHHE C OCHOBHBIMU TIPaBWJIAMH  OpraHu3aluu
JIOKYMEHTO000pOTA.
3agaum padoTBI. pPacCMOTPETh W MPOAHAIU3UPOBATH TOPSAOK MPOXOXKIACHUS
JIOKYMEHTOB B OpraHU3aIUU.

2. OCHOBHBIE TEOPETHYECKHUE CBEJIEHUA

Opranuzanusi paboTbl € JOKYMEHTAaMH - OpraHu3alusi JOKyMEHTOO00OpoTa,
XPaHEHUs U UCTOJIb30BAHUS IOKYMEHTOB B TEKYILIEH €SI TEIbHOCTH YUPEKICHUS.
JIOKyMEHTOOOOPOT SBIISETCS] BAXKHBIM 3BE€HOM B OpPTaHM3AIMU JIETIOMPOU3BOJICTBA B

OopraHu3anuu (y‘-IpG)KI[eHI/II/I), TaK KaK OH OIPCACIIACT HC TOJBKO MHCTAHIWW IABUKCHUS
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JOKYMEHTOB, HO M CKOpPOCTb JBW)KEHHA JOKYMEHTOB. B  nenompounsBoacTse
JOKYMEHTOO0OPOT paccMaTpuBaeTcs Kak MH()OPMALMOHHOE O0ECHEUYEeHUE EATEIbHOCTU
anmapara yOpaBJICHUs, €ro JOKYMEHTHUPOBAaHUS, XPAaHEHUS M HCIOJb30BaHUS paHee
CO3/IaHHBIX JOKYMEHTOB.

OCHOBHBIMM MPaBUJIAMH OPTaHU3AIUU JOKYMEHTOO00POTa SBIISIOTCS:

ONEepPAaTUBHOE MPOXOKICHUE TOKYMEHTA, C HAUMEHBIIIMMHU 3aTpaTaMu BPEMEHHU;

MaKCUMaJIbHOE COKpAIlEHHE WHCTAaHUMN MPOXOXKACHUS JOKyMEHTa (Kaxzoe
nepeMeleHne JOKYMEHTa JOJDKHO OBITh ONMpaBIaHHBIM, HEOOXOIWMO HCKIIIOYUTH WITU
OrpaHUYMTh BO3BPATHBIE IEPEMELIEHUS JOKYMEHTOB);

HOPSAZIOK MPOXOXKACHHUSI W Tpolecc OOpaOOTKM OCHOBHBIX BHUIOB JOKYMEHTOB
JIOJKHBI OBITh €IMHOOOPa3HBIMH.

CobmroieHne 3TUX MPaBUJl MO3BOJSET pealr30BaTh OCHOBHOW OpraHU3al[MOHHBIH
INPUHLIMI CIIY>KObI JeONPON3BOACTBA - BOZMOXKHOCTh LIEHTPAJIM30BAHHOTO BBIIIOJHEHUS
OJIHOPOJIHBIX TEXHOJOTHYECKUX OMEPALIHIA.

OCHOBOI CTPYKTYpbl JIOOOTO JOKYMEHTOOOOpOTa sBIsieTCA JOKYyMEHT. Bce
JOKYMEHTBI (TpaJULMOHHbIE Ha OymMare M Ha MAarHUTHBIX HOCHUTENSIX) B KOMILIEKCE
JOJKHBI OBITH COTJIACOBAHBI MyTEM COOJIIOACHUS MPABHII OCOOEHHOCTEW MpPENCTABICHUS
MH(pOpMaAIKU HA KaXXIOM U3 HOCUTETEH.

Opranuzainusi JOKyMEHTOOOOpOTa - 3TO MPaBWIIA, B COOTBETCTBUH C KOTOPBIMH
JOJDKHO TPOUCXOAMTH JBUXKEHHE JOKyMEHTOB. OpraHuzanusi JOKYMEHTO0OOpoTa
OOBEMHSET BCIO IIOCIEAOBATEIbHOCTh IEPEMEIICHUN JOKYMEHTOB B  amnmapare
yIpaBiICHUs] OpraHu3auuu (y4ypexkJaeHus), BcE OIepaluud 10 IMpHeMy, Iepenaue,
COCTaBJICHUI0O M OQOpPMJICHHIO, OTHpaBKe (M TOJIIMBKE) JOKYMEHTOB B JIEJO.
JIOKyMEHTOOOOpOT ~ SIBISIETCS Ba)XHOM COCTAaBHOM 4YacThlO JIEJIONPOM3BOJACTBA U
MH(POPMAIITMOHHOTO oOecrniedyeHus YIPABJICHHUS. Yertko OpraHU30BaHHBIN
JOKYMEHTOOOOPOT YCKOPSAET MPOXOXKACHUE W UCIOJHEHHE JTOKYMEHTOB B OpraHU3alluu
(yupexxieHun)

[Topsimox mpoxoskaeHUs] TOKYMEHTOB U OpraHu3alvs BCeX ONepanuii mpu padoTe ¢
HUMH, JOJDKEH OBITh pErJIaMEHTUPOBAH HMHCTPYKIMEH MO JEJIONPOU3BOACTBY B
opranuzanuu (yupexxJaeHun) u TabenemM yHU(OUIMPOBAHHBIX (HOPM JTOKYMEHTOB.

Pa3nensioT LeHTpalM30BaHHBIM JOKYMEHTOOOOPOT M JOKYMEHTOOOOpPOT YpPOBHS
CTPYKTYPHOrO MOJpa3fenceHus. B neHTpaln30BaHHBIA JOKYMEHTOOOOPOT BXOIUT BCS
JOKYMEHTalus, IojAJexalias  LEHTPaIU30BaHHOM  perucrpauuu.  JIOKyMEHTHI,
YUUTBIBAEMBIE TOJIBKO B CTPYKTYPHBIX IMOAPA3JEICHUAX, COCTABISAIOT JOKYMEHTOOOOPOT
YPOBHS CTPYKTYPHOTO MOAPAa3IEICHHUS.

Kak IPaBUJIO, LEHTPaIN30BaHHbIN JOKYMEHTO000pOT peCTaBJICH
OpPraHMU3alMOHHO-PACHOPSAUTEILHON JOKyMEHTALMEH, a JIOKyMEHTOOOOpOT YpPOBHS
CTPYKTYpPHOTO HO0JIpa3AeyICHUs - CHEeUaIN3UPOBAHHON JOKYMEHTaluel,
o0OecrnieunBaroIlel OCHOBHBIE HAINPABJICHUS ACSITEIBHOCTH OPTraHU3alUU (B HETO MOTYT
BXOJIUTh U OPraHU3allMOHHO-PACTIOPSAAUTENBHBIE JOKYMEHTBHI).

B KpynHBIX opraHu3anysx CyIIECTBYET OTAEIBHOE CTPYKTYPHOE MOApA3/CIICHUE, B
3aJladyd  KOTOPOTO BXOJUT OOECHEYEeHHE IIEHTPAIM30BAHHOTO JOKYMEHTOO0OOpOTaA.
CTpykTypHOE NOJpa3JeJIeHUE MOYKET Ha3bIBaThCS I0 Pa3HOMY: YIPABICHHE JEIaMH,
KaHUesIpus, o0muid otaen u T.m. B opranuzanusx, rae o0beM LEHTPaIM30BaHHOTO
JOKYMEHTOOOOpOTa HE HACTOJBKO BEJIUK, YTOObI MM 3aHUMAJIOCh CaMOCTOSTEIbHOE
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nojpaszieneHue, QyHKIMKU MO €ro MOJIEPKAHUI0 MOTYT OBITh BO3JI0KEHBI Ha CEKpeTaps
PYKOBOJUTEIS OPTaHU3ALINH.

BbIIENsAIOT TpU OCHOBHBIX THIIA JOKYMEHTOB, COCTABIIOIIMX LIEHTPAIN30BAHHBIN
JIOKYMEHTOO0O0POT.

Bxopsamme. Bxomsumuyii TOKYMEHT - JOKYMEHT, IOCTYIIMBIIMN B YUPEKICHUE.
boibmMHCTBO  BXOASIIMX  JOKYMEHTOB  JOJDKHBI  MOPOXKJIATh  COOTBETCTBYIOIIUE
UCXOJIAIINE, B YCTAHOBIIEHHBIE CpOKHU. CPOKH MOTYT OBITh YCTAHOBJICHHl HOPMATHUBHBIMH
aKTaMM, MPEINHUCHIBAIOIIMMU TO WM HMHOE BpEMs OTBETa Ha COOTBETCTBYIOIIUHU
BXOJISIINIUA JTOKYMEHT WM MOTYT OBITh YKa3aHHbIE HEMOCPEJICTBEHHO BO BXOJISIIEM
JOKYMEHTE.

Ucxonsamue. Mcxoasmumii JOKyMEHT - O(pUIIMAIbHBINA TOKYMEHT, OTIIPaBIsSEMbIN U3
yUpEKIACHUS. BOJIIBIIMHCTBO NCXOAIINUX TOKYMEHTOB SIBJISIFOTCS OTBETOM OpPraHU3allKU Ha
BXOJAIIME JOKYMEHThI. HekoTopas yacTh UCXOASIIMX JOKYMEHTOB IT'OTOBUTCS HA OCHOBE
BHYTPEHHHMX JIOKYMEHTOB oOpraHu3anuu. HeOosblioe 4YuciIo UCXOASIIIMX JOKYMEHTOB
MOXET TpeOOBaTh MOCTYIJICHUSI BXOSAIINX JIOKYMEHTOB ( HAllpUMEp 3ampocChl B Jpyrue
OpraHU3alNH ).

BuyTtpennue. BHyTpeHHUI AOKYMEHT - O(UUMAIBHBINA TOKYMEHT, HE BBIXOJALIUN
3a Mpenesbl NOATOTOBUBIIEH €ro opraHu3auuu. /[aHHbIE JTOKYMEHTBI UCIOIB3YOTCS IS
opraHuzanuu paboThl y4dpexJeHus (opraHu3aluh), TaK Kak OHM OOECHEeYUBAIOT
L[EJICHAIIPABIICHHOE PELICHUE YIIPABJICHUYECKUX 3a7a4 B Ipelesiax oqHou opranusauuu. K
BHYTPEHHUM JOKYMEHTAM OTHOCSTCA OPTraHU3alMOHHO-IPABOBBIE, OPraHU3alMOHHO-
pacnopsiAUTEIIbHBIE JIOKYMEHTHL. CamocTosTeNnbHBIE TPYIIIbI BHYTPEHHETO
JIOKYyMEHTOO0OpOTa COCTABJISIOT MPOTOKOJIBI U aKThI, IJIAHOBBIE U OTYETHBIE IOKYMEHTHI,
JIOKYMEHTBI 10 yYeTy MaTepUAIIbHBIX U JIEHEKHBIX CPEICTB, 00OPYAOBAHMS, BHYTPEHHSS
cirykeOHasi mepenucka (JIoKJIaaHbie, 00bSICHUTENbHAS 3aMKMCKa), TJMYHOTO COCTaBa U T.1I.

Uepes KaHLEIAPUIO TPOXOJAT HE BCE BHYTPEHHUE JOKYMEHTBI, & TOJIBKO MEPENnUcKa
HamOoJee KPYIMHBIX CTPYKTYPHBIX MOJpa3felieHud opraHu3anuu (OCOOEHHO €CIH OHU
TEPPUTOPUAIIBHO  Pa3HECEHbl) M MpPUKa3bl PYKOBOAUTENS opraHu3auuud. Yepes
KaHLEISIPUIO TAaKXKE MNPOXOIAT BHYTPEHHHUE JOKYMEHTHI, MOPOKIAKOIIAE HCXOMSIINE
JIOKYMEHTHL.

3. OTYET O PABOTE JOJIKEH COHAEP/XKATD.

1. OTBETHI HA KOHTPOJIBHBIE BOIPOCHI.
4. KOHTPOJIBHBIE BOITPOCHBI.

1. [laliTe onpenenenne MOHATUS " TOKYMEHTOO00pOT".
2. KakoBbI OCHOBHBIE ATalbl JOKyMEHTOO0OpOTa?
3. Kakwue stanbr 06paboTKu TPOXOIAT BXOASIINES JOKYMEHTHI?
4. B xakue CpOKH JOJKHBI OBITh OCYIIIECTBIICHBI IOCTaBKa M PACCMOTPEHUE BXOISIINX
JTOKYMEHTOB?
5. Kakne moKyMeHThI Ha3bIBaOT UCXOSIIIAMHE?
6. Kakue omnepariuu BXOIAT B COCTaB 00PaOOTKU UCXOAAIIEH TOKyMEHTAINN?
7. Kakue TOKyMEeHTHI Ha3bIBaIOT BHYTPCHHUMH?
8. B uem 3aximrodaeTcsi 0cCOOEHHOCTh paOdOThI C BHYTPEHHUMU JTOKYMEHTAMH?
9. 1151 4ero u Kak MPOU3BOAUTCS YUET 00BbeMa JOKYyMEHTOOOopoTa?
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10. Kakue Bubl JOKYMEHTOB MOJIJICKAT PETUCTPALIAN?
11. Kakue cyecTByroT GOPMBI PETUCTPALIMN JOKYMEHTOB?
12. Kakue 10KyMeHTHI MOoJijIekaT 00s13aTeIbHOMY KOHTPOJII0?

5. BUBJIMOTPA®UYECKHNHN CITUCOK

1) bapnaes, O. A. [loxkymenToBeieHue : yueOHWUK nis By3oB / O. A. bapmaes, B. b.
KpaBuenko .— M. : Axkagemus, 2008 .— 302 c. — (Bricmee mpodeccuonanbnoe oOpa3oBaHHE :
Nudopmanmonnas 6e3onacHocts) .— bubmuorp. B xonne k. — ISBN 978-5-7695-4706-5 (B mep.) :
446,00.

(I.x. 1293655- 1293665)

2) I'anaxos, B.B. Cekperapckoe naeno(o0pasibl JOKYMEHTOB,0pTraHM3alMs M TEXHOJOTHS
pabotrel :  YueO.-mpakt.mocodue / B.B.I'amaxos,M.K.Kopnees,I'.H.Kcangonmyno wu  ap.;llox
pen..K.KopaeeBa .— M. : IIpocmekTt, 2007 .— 608c. : mn. — ISBN 5-98032-365-1 : 105.00.

Ipaxmuueckoe 3anamue No6 (4 yaca)
®opmupoBanue u opopmiieHne el

1. HEJIb PABOTBI
Leab padoThl: o3HaKOMIIEHHE C OOpMIIEHHEM U (POPMHUPOBAHUEM JIET
3agauu padoThl: pacCCMOTPETh U MPOAHATU3NPOBATH TPeOOBaHUS TP OHOPMIICHUH
JOKYMEHTOB.

2. OCHOBHBIE TEOPETHYECKHUE CBEJIEHUA

@opMHUpOBaHMEM JI€J1 HA3bIBAETCS TIPYINIMPOBKA JTOKYMEHTOB B Jela B
COOTBETCTBUM C HOMEHKJIATYPOM.
@opmupoBaHME [Jena - TIPYNNUPOBAHUE HCIIOJHEHHBIX JOKYMEHTOB B J€I0 B
COOTBETCTBUM C HOMEHKJIATYpOW JIeJl W CHCTeMaTH3alus JOKYMEHTOB BHYTpU Jena.l
(Cxema Ne 19).
Cxema Ne 19
dopMupoBaHue Jeia

D opvILp O AE
M Fella
ABIIAETCA

CITHe CeHEE JOEVIEHTE K
OTIH TSR HE OOV LTIV

0 TeMATHS ATTHA
OOEVMEHTOE EHVTHEH

OCHOBHBIMU HOPMAaTUBHBIMH JOKYMEHTaMH, KOTOPBIMU HEOOXOAUMO TOJIb30BATHCS
IIpU OpTaHU3alHuU paboThl IO POPMHUPOBAHUIO, ODOPMIICHUIO U XPAHEHUIO JIE] SIBISIFOTCS:
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"OcHOBHBIE mMpaBuja pabOThl BEJOMCTBEHHBIX apxuBoB", "['ocymapcTBeHHass cucrema
JOKYMEHTAIIMOHHOTO  obOecrieueHuss  ynpapieHus", "TumoBas  HMHCTPYKIUSA IO
JEJIOMPOU3BOACTBY B (peiepalibHbIX OpraHax rocy/1apCTBEHHOM BiacTH'.

[Topsimox popmupoBanusi, xpaHeHUss U 0hOPMIICHUS JIe] JOJDKEH OBITh ONpe/ieieH
Ha OCHOBaHWU YKa3aHHbIX HOPMATUBHBIX AaKTOB, W3JIO)KEH B HHCTPYKIUU 1O
JEJIONPOU3BOACTBY KOHKPETHOM opraHuzauuu (yuypexaeHus). ITOH HHCTPYKLMEH
JIOJKHBI PYKOBOJICTBOBATHCSI PAOOTHUKM OpTraHU3aIuu (YUpeKJIeHHUs), OTBETCTBEHHBIC 3a
dhopMUpOBaHHUE U XpaHESHUE JIC]I.

Jlena GopmMupyroTcsi U XpaHSTCS B CTPYKTYPHBIX TMOAPA3NCIECHUAX OpTaHU3allin
(yupexneHus).

B  CTpyKTypHBIX MOJpa3/eNieHUsIX BBIACISIOTCS JMIA, OTBETCTBEHHBIE 3a
COXpPaHHOCTh JOKYMEHTOB W (QopMupoBaHHUE HX B Jena. DopMupoBaHUEM €1 U
METOJMYECKOE PYKOBOJICTBO 3TOM pabOTON OCYIIECTBISETCS BEIOMCTBEHHBIM apXHUBOM.

dopMupoBaHuE Jella HAYMHAETCs cpa3y ¢ Havyana roaa. Ha kaxmoe Ha3BaHHOE JIEJI0
B HOMEHKJIAType J0JIKHA ObITh 3aBeJICHA Manka. IT0 MOXKET OBITh Marka CKOPOCIIMBATEIb
uin nanka peructpatop. OOnokka naena A0DKHA ObITh O(OpMIIEHA, W COJEPXKAaThb
CIEeAYIONIYI0 HH(POpMAITUIO:

- HAMMEHOBaHUE OpraHu3aluuu (IOJIHOE WM COKPALIEHHOE, €CIM OHO O(ULHAIBHO
3aKpEIJICHO) YKa3bIBACTCS HETOCPEICTBEHHAS MO ]YMHEHHOCTb;

- HAMMEHOBAHUE CTPYKTYPHOTO NOAPA3ACICHUS;

- uHjekc nena no Homenkinarype (Hampumep Jlemo Ne 06-03, rae 06 - 310 UHIEKC
CTPYKTYpHOTO mojpa3jenenus, 03 - mopsiAKOBbIM HOMED JieJia B HOMEHKJIIAType);

- 3aT'0JIOBOK JieJia (TIEpeHOCUTCS Ha 00JI0KKY U3 HOMEHKJIATYphl 0€3 U3MEHEHUH );

- CPOK XpaHEHHS.

[Tpu hopmMupoBaHuu A€ HEOOXOAMMO COOTIOAATH CIEAYIONINE TPEOOBaAHUS:

- momemniaTh B JIEJ0 TOJIbKO HCIIOJIHEHHbIE JOKYMEHTHI, B COOTBETCTBUU C
3aroJIOBKaMu Jelr;

- 3ampeliaeTcss TrpynnupoBaTh B Jiejla YEPHOBBIE M JYOJIETHBIE HK3EMILISAPHI
JIOKYMEHTOB, 32 UCKJIFOYEHHUEM IK3EMIUISIPOB 0CO00 IIEHHBIX IOKYMEHTOB;

- IOKYMEHTBI IOCTOSIHHOTO M BPEMEHHOTO XPaHEHUS TPYIIUPOBATH OT/IEIBHO;

- BKJIIOYATh B JIEJI0 110 OAHOMY IK3EMIUISIPY KaXJA0Tr0 JOKYMEHTA;

- KaXIbI JTOKYMEHT, TIOMEIIEHHBIH B JIe70, JOJKEH ObITh odopmieH B
coorBeTctBUM ¢ ['OCT P6.30-97 "YHudunupoBaHHbIE CHCTEMbI JOKYMEHTAIIUU.
YuudunupoBanHas cucTeMa OpraHU3alMOHHO-PACTIOPSIAUTENILHON  JOKYMEHTAIUH.
TpebGoBanus k 0opopmMIEHUIO JOKYMEHTOB"

- TPpynmupoBaTh B JEJNO JIOKYMEHTHI OJHOTO KaJIeHJApHOrO T0Ja, HUCKIIOYEHHE
COCTABJISIIOT - CyZI€OHbIE JeNa, TUYHbIE Jelia, IEPEXOAIIre ea.

- TPYNIUpPOBaTh B JIEJ0 AOKYMEHTHl B 3aBUCUMOCTH OT CHEUU(UKHU JIEATEIbHOCTH
TOrO WU WHOTO yupexzaeHus ( Hampumep: mOKyMeHTHI yuyeOHBIX 3aBEJEHUM, KOTOpbIE
dbopMupyIOTCS Ha y4E€OHBIN T'OJ, TOKYMEHTHI TE€AaTPOB, XapaKTEPU3YIOIMIUE CIIEHUICCKYIO
JEATEIIbHOCTD, B IIPE/IeNIaxX T€aTPaIbHOIO CE30Ha U AP.);

- JIeJI0 TOJDKHO cojepkath He Oosiee 250 AMCTOB, IpH TONIIUHE HE 6osee 4 cM, IpH
HaJIMYUU B JI€JI€ HECKOJIbKUX TOMOB (4YacTeil) MHAEKC M 3aroJIOBOK JieJa MPOCTAaBIISIOTCS
Ha KaxxaoM ToMme ¢ gpoOasienueM " T.1, T.2 " u T.n. KoimuecTBO TOMOB Ka)kKIoOro aeia
YKa3bIBa€TCsl B HOMEHKJIAType JIe] B KOHIIE roja.
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B neno momeniaroTcst JOKYMEHTBI, 110 CBOEMY COJEP’KAHUIO COOTBETCTBYIOLIHME
3arojIoBKy Jena. BHyTpu pena JOKYMEHTHI paclojararmTcsi B XpPOHOJOTMYECKOM,
BONPOCHO-JIOTMUYECKOH MOCIE10BATEIIBHOCTH NI UX COYETAHMH.

OpraHu3almoOHHO-PaCIOPAIUTENBHbIE JOKYMEHTBI TPYIIIUPYIOTCS B A€ [0 BUAAM
B XPOHOJIOTHYECKOM MOPSAKE C OTHOCAIIUMUCS K HUM NPUIIOKEHUSIMHU.

OpraHu3alMOHHO-TIPAaBOBbIE JIOKYMEHTBI, YTBEPXIACHHBIC PacHoOpsIUTEIbHBIMU
JOKYMEHTaMHU, SIBJIIFOTCS IPUJIOKEHUSIMHA K HUM U TPYIITUPYIOTCS B J€JIa BMECTE C HUMH.
Ecnu oHM yTBEp>KIIEHBI B KaUE€CTBE CaMOCTOSITENIBHOIO JOKYMEHTA, TO UX IPYNIHUPYIOT B
OTIEJIBHOE JIETIO.

[Tpuka3pl MO OCHOBHOHM JEATENBHOCTH (HOPMHUPYIOT OTAEIBHO OT MPUKA30B IIO
JUYHOMY COCTaBY.

[Ipuka3pl MO JUMYHOMY COCTaBy TpPYNIHUPYIOT B Jella B COOTBETCTBUM C
YCTaHOBJICHHBIMH CPOKaMH XpaHeHHUs. [Iprukasbl 1o nmpuemMy, yBOJbHEHUIO TPYIIIUPYIOTCS
OTJIETTLHO OT IMIPUKA30B 10 KOMAaHIMPOBKAM U IIPUKA3aM MO OTIIYCKaM.

JIOKyMEHTBI B JIMYHBIX JEJNaX PAcHoJaratoTCs B XPOHOJOTHYECKOM TMOPSAJKE IO
Mepe NOCTYIUICHUS TOKYMEHTA.

JIuuesble cuera pabOuYMX M CIyXallUX 1O 3apabOTHON Muiare TpyNIUPYHOTCS B
an(aBUTHOM NOPAJIKE B CAMOCTOSATEIbHBIE JIETa.

ITpoTokosbl B Jenie pacrosiaraloTcsi B XPOHOJOTMYECKOM MOPSAJKE IO HOMEpaM.
JIOKyMEHTBI K MPOTOKOJIaM, CTPYHIIMPOBAHHBIE B OTACIIBHBIC JI€]a, CUCTEMATU3UPYIOTCS
0 HoOMepaM MpoTOKoyoB. IIpunoxenus, oO0beMOM KOTOPBIX, cBbime 250 HUCTOB
COCTABJISIFOT OTZIEIIBHBII TOM.

[lepenucka rpynnupyercs 3a KaJCHJApHBIM TOJ W CUCTEMAaTU3HPYETCS B
XPOHOJIOTMYECKON MMOCIIEN0BATENBHOCTH, TOKYMEHT - OTBET IIOMEIIAETCS 34 JOKYMEHTOM -
3apocoM.

[TpaBwibHas TpynmnupoBKa JOKYMEHTOB B Jejla U MX CHUCTEMaTH3alus B Jee,
KOHEYHO, 3HAYUTENBHO 00JierdaroT padoTy C JOKYMEHTaMU B TEKYIIEH AESITeTbHOCTH,
MPOBEJCHUE DSKCHEPTH3bl LIEHHOCTH JOKYMEHTOB M IOJATOTOBKY JIOKYMEHTOB K
MOCJIEAYIOLEMY XPAHEHHUIO U UCIOJIb30BaHUIO.

3. OTYET O PABOTE JOJIKEH COIEPXKATD.

1. OTBETHI HA KOHTPOJIBHBIE BOIPOCHI.
4. KOHTPOJIBHBIE BOITPOCHBI.

1. Yro naseiBaercs "dhopmupoBanuem nena'?

2. KakoBsl npaBuia hopMupoBaHus J1ei1?

3. Kakoe 3HaueHue MMEIOT CPOKU XPAHEHUsSI JOKYMEHTOB MpU (POPMUPOBAHUU J1E€T?
4. Kak pacnoJiaratorcsi JOKyMEeHTbI BHYTpH JieJia?

5. BABJIMOTPA®NYECKHUHN CIIUCOK
1) bapnaes, O. A. [lokymenToBeieHue : yueOHUK mis By3oB / O. A. bapmaes, B. b.
KpaBuenko .— M. : Axagemus, 2008 .— 302 c. — (Bricmee mpodeccuonanbHoe oOpa3oBaHHE :
Nudopmanmonnas 6e3onacHocts) .— bubmuorp. B xonne k. — ISBN 978-5-7695-4706-5 (B mep.) :
446,00.
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(I.x. 1293655- 1293665)

2) I'anaxos, B.B. Cekperapckoe naeno(o0pasibl JOKYMEHTOB,0praHM3alMUsg M TEXHOJOTHS
pabotrel  :  YueO.-mpakt.mocooume / B.B.I'amaxos,M.K.Kopnees,I'.H.Kcangonmyno wu  ap.;llox
pen..K.KopaeeBa .— M. : IIpocmekTt, 2007 .— 608c. : mn. — ISBN 5-98032-365-1 : 105.00.

Ilpakmuueckoe 3anamue Nl (4 uaca)
Opranuszauus padoTel ¢ JOKYMEHTHPOBAHHOW UH(pOpMauen
OrPAHUYEHHOI0 I0CTYIA

1. HEJIb PABOTbI
Leap padoThl: O3HAKOMIIEHHWE C OpraHu3anueil paboThl C JOKYMEHTHPOBAHHOMN
uH(pOopMaluel OrpaHuYeHHOTO JOCTYTIa
3agauu padoThl: pacCCMOTPETh U MPOAHATU3NPOBATH TPEOOBaHUS NTPHU OHOPMIICHUH
JOKYMEHTOB COZEpkKaIIUX UHPOPMALMIO OTPAHUYEHHOTO JOCTYTIA.

2. OCHOBHBIE TEOPETUYECKHUE CBEAEHUSA

NMPUNTOXEHME N° 1

denepanbHbIN 3aKOH
"O0 undopmaruu, nHGoOpMaTU3aAUK U 3anuTe HHPopmaruu'"
ot 20 depasst 1995 r. N 24-D3
I'maBa 1. OO01me monoKeHUs

Cratbs 1. Cdepa NENUCTBUSA HAaCTOSAILETO denepanbHOTO 3aKOHa
1. Hacrosimmii @enepanbHblil 3aKOH PETYJIMPYET OTHOIUIECHHS, BO3HHUKAIOLIUE IPU:
(OpMHPOBAHUM U HCIIOJIIB30BAHUM HMH()OPMALIMOHHBIX PECYPCOB Ha OCHOBE CO3JIaHUS,
cbopa, 00pabOTKH, HAKOIUJIEHUsI, XpPAaHEHHUS, IOUCKA, PACTIPOCTPAHEHMSI M TIPEOCTABICHUS
MOTPEOUTEITIO JIOKYMEHTHUPOBaHHOMN nHpopmaruu;
CO3/IaHMHU U MCIIOJIb30BaHUM MH()OPMALMOHHBIX TEXHOJOTUN U CPENCTB UX 0OECIICUEHMS;
3amuTe HHGOpPMAIIMH, TpaB CyObEKTOB, YUaCTBYIOIIMX B MH(OPMALIMOHHBIX MPOIIECCaX U
uH(pOpMaTU3ALMH.

2. Hacrosmuii ®enepaibHblii 3aKOH HE 3aTParuBaeT OTHOIICHUH, PETYyJIUPYEMBbIX
3akoHom Poccuiickoii ®eneparuu  "OO aBTOPCKOM TpaBe W CMEXKHBIX IpaBax'.
Cratbss 2. TepmuHbl, Hcnoap3yeMble B HacrosdmeM @PenepaspHOM 3aKOHE, MX
ONpENEIICHUS

B wHactosmem @enepaJlbHOM  3aKOHE  MCIHOJIB3YIOTCA — CIEAYIOIIHWE  IOHATHS:
uH(popMals - CBEACHUs O JHIAX, IpeaMeTax, (akrax, COOBITUAX, SIBICHUAX U MpOIleccax
HE3aBUCUMO oT (bopMbI 1754 IIPEACTABIICHMUS;
uHpopMaTU3alMs - OpPraHU3allMOHHBIA COIMAJIBHO - DJKOHOMHMYECKHMI M Hay4yHO-
TEXHUYECKUH TPOLECC CO3[aHUs ONTUMAJbHBIX YCIOBUWA [JISl  YJIOBJIETBOPEHHUS
MHDOPMAIMOHHBIX ~ MOTPEOHOCTE W peanu3alMu  MOpaB  TpaxaaH, OPraHoB
rocyJapCTBEHHOW BJIACTHM, OPraHOB MECTHOIO  CaMOYIpPAaBIIECHUS, OpraHU3alluil,
OOILECTBEHHbIX  OOBEJUHEHWH HAa OCHOBE (OPMHPOBAHUA M  HUCIOJIB30BAHUSA
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UH(OPMAITMOHHBIX pECYpCOB;
JOKYMEHTUpOBaHHAsT MHpOpManus (IOKYMEHT) - 3aUKCHpOBaHHAsi HAa MaTepUaIbHOM
HOocUTeNe WHGpOpMalMsl C PEKBU3UTAMH, MO3BOJSIOIIMMU €€ HIACHTUPUIIUPOBATD;
nH(pOpMaITMOHHBIE TIPOIIECCHl - Mpolecchl cOopa, 0OpabOTKU, HAKOIJICHUS, XpaHEHUs,
MOMCKa u pacnpocTpaHeHUs uHdopmanuu;
nHPOpMAllMOHHAsT CHCTEMa - OPTraHW3alMOHHO  YIOPSAOYCHHAas COBOKYIHOCTh
JOKyMEHTOB (MacCHBOB JOKYMEHTOB) W MH(MOPMAIIMOHHBIX TEXHOJOTUN, B TOM YHCIIE C
WCIIOJIb30BAHUEM CPEJICTB  BBIUMCIUTEIBHOW TEXHUKA W  CBSA3HM, PEATU3YIONIUX
HH(pOpMAITMOHHBIC MPOIIECCHI;
WH(DOpPMAITMOHHBIE PECYPChl - OTACNIbHBIC JOKYMEHTHI M  OTACJIbHBIE MAaCCHUBBI
JIOKyMEHTOB, JOKYMEHThl U MAacCCHUBbI JOKYMEHTOB B HMH(POPMAIMOHHBIX CHCTEMax
(bubnmorekax, apxuBax, poHax, OaHKaX JAHHBIX, APYTUX UHPOPMAIIMOHHBIX CHCTEMaX);
uH(popmaIus o rpaxkaaHax (IMepcoHAIbHBIE JTAHHBIE) - CBENIEHUS O (haKTaX, COOBITUSIX U
OOCTOSTENHCTBAX KU3HU TPAKIaHWHA, MTO3BOJISIONINE UACHTHPHUIIMPOBATH €T0 JTUYHOCTH;
KoH(pUIeHIIMATbHAS HHPOPMAIHS - JOKYMEHTHUPOBAaHHAsI HHPOPMAIIHSI, TOCTYIT K KOTOPOH
OTPAaHUYMBAETCA B COOTBETCTBUM C 3aKOHOJArenbcTBOM Poccuiickoit ®enepannu;
cpencTBa OOECHEYCHHMS AaBTOMATH3WPOBAHHBIX HWHMOPMAIIMOHHBIX CHCTEM H HX
TEXHOJIOTMA -  TMPOTpaMMHBIE, TEXHUYECKHE, JIMHTBUCTHYECKHE,  IPABOBHIE,
OpraHU3aIMOHHBIE CPENCTBA (MPOTPAMMBI IS 3JIEKTPOHHBIX BBIYMCIUTEIBLHBIX MAIIWH;
CpEelICTBa BBIYMCIUTEILHON TEXHUKH U CBSA3H; CIOBapH, T€3aypychl U KIaCCHU(PUKATOPHI;
WHCTPYKIIUU ¥ METOJUKH; MOJO0KEHHUS, YCTABBI; IOJDKHOCTHBIE MHCTPYKIIUU; CXEMbl U UX
OMMCaHMs, Jpyras OKCIUTyaTallMOHHAass W  COMPOBOAMUTENIbHAS  JOKYMEHTAIIMs),
UCIIOJIb3yeMbI€ WJIM CO3/1aBacMble MPU MPOCKTUPOBAHUU HH(POPMAIMOHHBIX CHUCTEM H
o0ecrnieunBaroIme ux HKCILTyaTaIHIo;
COOCTBEHHHK HH()OPMAIMOHHBIX PECYpPCOB, MH(MOPMAIMOHHBIX CUCTEM, TEXHOJOTUU U
cpelncTtB ux oOecreueHus - CyOBEKT, B IMOJTHOM OOBEME peaju3yIoUui MOJTHOMOYUS
BJIQ/ICHUA, MOJIb30BaHUS, pacnopspKeHUs yKa3aHHBIMH 00BeKTaMH;
BIajener] WHQOPMAIMOHHBIX PECypCcoB, HH(MOPMAIMOHHBIX CHCTEM, TEXHOJOTHHA U
CpeacTB uX oOecrmedyeHus - CYOBEKT, OCYIISCTBISIONIMNA BIaJCHWE U TOJIh30BAaHUE
YKa3aHHBIMH OOBEKTAMU U PEATU3YIONINI TOJTHOMOYHS PAaCIOpsKEHUS B Ipejaenax,

YCTaHOBJICHHBIX 3aKOHOM;
moyib30BaTeNnb  (MoTpedurtens) wHpOpMamuu -  CyOBeKT, oOpamaromuics K
WHPOPMAIIMOHHOW CHUCTEME WM TOCPEIHUKY 3a TIOJydYeHHEM HEOOXOIUMO emy
uHpOpMaIUU U TIOJTB3YIOIITHICSI ero.
Cratest 3. OOs3aHHOCTH TOcymapcTBa B cdepe QopmupoBaHus HHDOPMAIMOHHBIX
pecypcoB u nH(pOpMaTU3ALINN

1. l'ocynapcTBeHHas nmoauTuka B chepe popMUpoBaHUS MH(POPMALMOHHBIX PECYPCOB U
uHpopMaTH3allMM  HAmpaBlieHa Ha CO3JlaHhe yCJIoBHM i 3(Q@PEeKTUBHOrO H
KAueCTBEHHOT0  MH(GOPMAIIMOHHOTO  O0ECreyYeHus pelieHus CTpaTerMyeckux M
ONEPAaTUBHBIX 33]1a4 COLMAJILHOTO M SKOHOMUYECKOTo pa3Butus Poccuiickoii Denepanuu.
2. OCHOBHBIMH HaIpPaBJICHUSMU TOCYJIaPCTBEHHOHN MOJMTHUKU B chepe nHpopMaTHU3amu
ABJISTFOTCS:

oOecrieueHre YCIOBUM HJii Pa3BUTHS W 3allUTHl Bcex (OpM COOCTBEHHOCTH Ha
uH(OpMAITMOHHBIC pecypchl;
dbopMHpOBaHME W 3alUTa  TOCYJApPCTBEHHBIX  HMH(POPMAIMOHHBIX  PECypCOB;
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CO3/IaHUE U pa3BUTHE (eJepATbHBIX U PETMOHATBHBIX HH()OPMAIMOHHBIX CUCTEM U CETEH,
o0OecrieyeHUe HX COBMECTUMOCTM W B3aUMOJCHCTBUA B €IUHOM HWH(GOPMAIIMOHHOM
MPOCTPAHCTBE Poccuiickon QOenepauny;
CO3/IaHHUE€ YCJIOBUM Il KAUECTBEHHOTO U 3(P(HEKTUBHOTO MH(POPMAIIMOHHOTO 00eCTICUeHUS
rpaX/JaH, OPraHOB TOCYJAapCTBEHHOW BJIACTH, OPraHOB MECTHOTO CaMOYyIpaBJieHUS,
opraHu3anuii W  OOIIECTBEHHBIX OOBEAMHEHUM HA OCHOBE TOCYJIApPCTBEHHBIX
UH()OPMAITMOHHBIX pPECYpCOB;
oOecrieueHrne HAIMOHAIBHONW Oe3omacHocT B cdepe wuHPOpMATH3AIMHU, a TaKKe
oOecrieueHre peaau3aluyd MpaB TPaKJaH, OpraHU3AMK B YCIOBHUSX WH(MOpPMaTH3AIINU;
comeiictBue  (POpMUPOBAHUIO  pbIHKA  WH(DOPMAIMOHHBIX  PECYpCOB,  YCIYT,
UH(}OPMAITMOHHBIX CUCTEM, TEXHOJIOTUH, CpEACTB ux oOecreueHus;
dhopMUpOBaHHE M OCYIICCTBICHHUE CIWHOM HAyYHO-TEXHHYCCKOM M IIPOMBIIIICHHON
NOJIMTUKU B cdepe uHOOpMATH3AUA C YYETOM COBPEMEHHOTO MHUPOBOTO YPOBHS
pa3BUTHUSL UH(pOPMAITMOHHBIX TEXHOJIOT U,
MojAepKKa MIPOCKTOB u porpamMmm uH(popMaTH3aIINH;
CO3/IaHUE€ W COBEPIICHCTBOBAHUE CHUCTEMBbI MPHUBIICUCHUS] WHBECTULIMM W MeEXaHU3Ma
CTUMYJIMPOBAHUS  pa3padOTKM U pealn3alldd  MNPOEKTOB  HH(pOpMaTHU3AIINY;
pa3BUTHE 3aKOHOJATEILCTBA B chepe MHPOPMAIIMOHHBIX MPOIECCOB, MH(POPMATU3ALIUY U
3aIUTHI uH(popManuu.

3. OTYET O PABOTE JOJIKEH COIAEPXKATD.

1. OTBeTHI Ha KOHTPOJIBHBIE BOIIPOCHL.
4. KOHTPOJIBHBIE BOITPOCHI.

1. Kakue TOKyMEHTBI OTHOCATCS K JIOKYMEHTaM OTPaHUYEHHOTO JI0CTymna?

2. KakoBbl nipaBuiia popmupoBaHust aein?

3. Kakoe 3HaueHue MMEIOT CPOKHU XPaHEHUsI JOKYMEHTOB MpU (POPMUPOBAHUH J1ET?
4. Kak pacnoJiaratorcsi JOKyMeHTbI BHYTpH Jieia?

5. BABJIMOT PA®NYECKHUHN CIIUCOK

1) bapnaeB, D. A. JlokymeHToBeneHue : y4eOHMK s By3oB / O. A. bapmaes, B. b.
KpaBuenko .— M. : Axagemus, 2008 .— 302 c. — (Bricmiee mpodeccuoHaibHOE 00pa3oBaHUE :
WNudopmannonnas 6e3onacHocts) .— bubaunorp. B xonue kH. — ISBN 978-5-7695-4706-5 (B mep.) :
446,00.

(II.x. 1293655- 1293665)

2) lNamaxos, B.B. Cekperapckoe meno(o0pa3isl JOKYMEHTOB,0pTaHU3AMS W TEXHOJIOTHS
paboter :  VYueb.-mpakt.mocodbue / B.B.I'amaxos,.K.Kopuees,I' H.Kcanmonyno wu  mp.;[lox
pen.M1.K.Kopueea .— M. : IIpocmekT, 2007 .— 608c. : min. — ISBN 5-98032-365-1 : 105.00.

Ilpaxkmuueckoe 3auamue N8 (2 uaca)
NudopmanuoHHbIe pecypebl

1. IEJb PABOTHBI
Leab padoThl: 03HAKOMIIEHHE C UHPOPMAILIMOHHBIMH PECYpPCAMHU
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3agaum padoThI: pacCMOTPETh U MPOAHATU3UPOBATH OCHOBBI MPABOBOTO pEXUMA
MH(OPMAIMOHHBIX PECYPCOB.

2. OCHOBHbBIE TEOPETHYECKHUE CBEJIEHUA

Cratbst 4. OcHOBBI MPaBOBOTO pexuMa HWHGOPMAIMOHHBIX  PECYypCOB
1. WuadopManMOHHBIE pPECypChl SBISIOTCS OOBEKTaMH OTHOIIEHUH (U3MYECKUX,
IOPUANYECKUX JIUI, TOCYJapCcTBa, COCTAaBJIAIOT MHGOpMAaIMOHHbIE pecypchl Poccuu u

3aIIUIIAI0TCS 3aKOHOM Hapsay c IPYTUMH pecypcamu.
2. IlpaBoBoil pexuM HUHDOPMAIMOHHBIX PECYpCOB  OMNpPEACNAEeTCS  HOPMaMH,
YCTaHaBJIMBAOIINMU:

MOPSIIOK JOKYMEHTUPOBAHUS uHpopmau;

ImpaBo COOCTBEHHOCTH Ha OTACIBbHBIC NOKYMCHTBI M OTACIBHBIC MAaCCUBBI HOKYMCHTOB,
HOKYMCHTBI " MaCCHBbI JOKYMCHTOB B I/IH(I)OpMaI_II/IOHHI)IX CHUCTCMaAX,

KaTErOpHIo uH(pOopMaIuu o YPOBHIO JOCTyIIa K HEW;
MOPSAJIOK IIPaBOBOM 3a1UThI uHdopmauu.
Cratbs 3. JIoOKyMEHTUpOBaHUE uHpopmaruu

1. JlokyMeHTuUpOBaHHE HH(OpMAaLUU SBISETCS OO0A3aTEIbHBIM YCIOBUEM BKIIIOUEHUS
uHpopmanuu B uH(pOpManMOHHBIE pecypchl. JlokymMeHTupoBaHME HHGPOPMALMH
OCYILECTBIISIETCA B IOPSIKE, YCTAaHABIMBAEMOM OpraHaMH TOCYJApPCTBEHHOW BJIACTH,
OTBETCTBEHHBIMHU 3a OPTaHU3ALMIO JEJIONPOU3BOJACTBA, CTAHIAPTU3ALMIO TOKYMEHTOB U
UX MaCCHUBOB, 0€e30MacHOCTb Poccuiickoit denepanu.
2. JIOKyMEHT, TMOJY4YEHHbI M3 aBTOMATHU3UPOBAHHOW HWH(POPMALMOHHON CHUCTEMBI,
MpUOOPETAET IOPUIMYECKYIO CHIIy MOCI€ €ro MOANMUCAHUS JOHKHOCTHBIM JIMIOM B
MOPSAJIKE, YCTaHOBJIEHHOM 3aKOHOJAaTEIbCTBOM Poccuiickoi denepanuu.
3. FOpuguueckas cuiia JOKYMEHTa, XpaHUMOro, 00pabaThiBA€MOI0 U MEPEaBaeMOro C
MOMOUIbI0 aBTOMAaTU3UPOBAHHBIX MH(OPMALIMOHHBIX U TEJIEKOMMYHUKAIIMOHHBIX CUCTEM,
MOXET ITOATBEPKAATHCS DIIEKTPOHHOMN 1 poBoit HOJIHCHIO.
IOpuanueckass cuna 371€KTPOHHOM IUGPOBON NOANUCH NPU3HAECTCA MPU HAIWYUU B
aBTOMATHU3UPOBAaHHOW MH(POPMAIMOHHON CHUCTEME IMPOTrPaMMHO-TEXHUYECKUX CPEJICTB,
o0ecneunBaroIUX UICHTU(PUKALUIO MOANUCH, U COOIIOEHUN YCTAaHOBJIEHHOTO peXuma
ux VCIIOJIb30BaHUS.
4. TlpaBo  yAOCTOBEpATH HMACHTUYHOCTH  OJCKTPOHHOW  IHM(PPOBON  MOIMUCH
OCYULIECTBJISIETCS. HA OCHOBAaHWM JMLEH3UHU. [lopsSAOK BbIOAYM JMUEH3UM Ompenensercs
3aKOHOJATEIBCTBOM Poccuniickon denepanun.
Cratps 6. Un(opmaninoHHBIE peCypChl Kak 3JIEMEHT COCTaBa MMYIIECTBA U OOBEKT MpaBa
COOCTBEHHOCTHU

1. MndopmanrionHsie pecypchl MOTYT OBITb M HETOCYJApCTBEHHBIMH M KaK JJIEMEHT
COCTaBa MMYIIECTBA HAXOJATCA B COOCTBEHHOCTH Ipa)</laH, OpPraHOB TOCYJapCTBEHHOM
BJIACTH, OPraHOB MECTHOTO CaMOYIIPaBJICHMs, OpraHu3alMid U  OOIIECTBEHHBIX
oObenuHeHni. OTHOUIEHWs] O IOBOJAY IpaBa COOCTBEHHOCTH Ha HH(POPMAIMOHHBIE
pECYpPCHl  PETYNMPYIOTCS TPaKIAHCKUM 3aKoHoJaTenbcTBOM Pocculickonn denepanum.
2. ®Ou3nyeckue M IOPUAMYECKUE JIMLA SIBISIIOTCS COOCTBEHHMKAMHU TEX JIOKYMEHTOB,
MacCHBOB JOKYMEHTOB, KOTOPbIE CO3aHbl 3a CUYET UX CPEJCTB, PUOOPETEHBl UMM Ha
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3aKOHHBIX OCHOBAHHUSX, TMOJYy4YeHbl B TMOPSAAKE JapeHUsT WM  HAcJeIOBaHUS.
3. Poccuiickas ®@enepanusi U cyobekThl Poccuiickoit ®enepanuu  SIBISIOTCS
COOCTBEHHMKaMH  HMH(OPMAIIMOHHBIX  PECYpCOB,  CO3JaBaeMbIX, IPUOOPETAEMBIX,
HaKalJIMBaeMbIX 3a CUeT CpeacTB (QeaepanbHOro OropkeTa, OHOHKETOB CYyOBEKTOB
Poccuiickon ®denepanuu, a TakkKe IMOJYYEHHBIX IIYTEM HHBIX YCTAHOBJICHHBIX 3aKOHOM
CIOCO0OB.

['ocynapcTBO MMeeT TpaBO BBIKYMNA JOKYMEHTHPOBAHHOW MH(POpPMAIUKA Y (PU3NUECKUX H
IOPUIUYECKUX JIUI[ B CITydae OTHECEHUs ATOW MH(OpMaluud K TrOCyJapCTBEHHOU TaifHe.
CobOcTBeHHUK WH(MOPMAITMOHHBIX PECYPCOB, COJIEPKAIIUX CBEJICHUS, OTHECEHHBIE K
rOCyJapCTBEHHOM TaliHE, BMpPaBE pPACHOPSIKATHCS OTOM COOCTBEHHOCTHIO TOJBKO C
paspelieHus COOTBETCTBYIOIIHNX OpraHoB roCyJ1IapCTBEHHOM BJIACTH.
4. CyObexThl, TNPEJCTABISAIOIMINEC B 00s3aTETLHOM TOPSJIKE JOKYMEHTHPOBAHHYIO
uH(}OpMaIMIO B OpraHbl TOCYJaPCTBEHHOM BJIACTU U OPraHU3allMU HE YTPAuMBAIOT CBOUX
MpaB Ha 3TU JOKYMEHThl M Ha UCIOJb30BaHUE HUH(pOpPMAIUHU, COJEpKalleiics B HHUX.
JlokxyMeHTHpOoBaHHasi HH(PoOpMaIus, IpeacTaBisieMas B 003aTeILHOM MOPSAKE B OpPraHbl
roCyJIapCTBEHHOM BJIACTH W OpraHU3allMy IOPUIUYECKUMH JIMIAMH HE3aBUCHUMO OT HX
OpraHu3alMOHHO-TIPaBOBOM (OpMBI U (POpM COOCTBEHHOCTH, a TaKKe IpakJIaHaMu Ha
OCHOBAaHHUM CTaThbU & Hacrosuiero denepaibHOro 3akoHa, (hopmupyer MHGOpMAMOHHbIE
pecypchl, HaxoJfIlMecsi B COBMECTHOM BJIQJICHUU TOCyJapcTBa U CYOBEKTOB,
MPECTABIIAIOLINX 3Ty uHdOpMaIuIo.
5. HWHdopmarmoHHbIE  pecypchl, SBISIIOIIAECS  COOCTBEHHOCTBIO  OpTaHHU3aIMM,
BKJIIOYAIOTCS B COCTaB HMX MMYIIECTBA B  COOTBETCTBHM C  TPaXKJAHCKUM
3aKOHOJATEIbLCTBOM Poccutickon Penepanum.
NudopmarnimonHsie pecypcbl, SBISIOMUECS COOCTBEHHOCTHIO TOCYJAapCTBA, HAXOJSATCS B
BEJICHUM OpPraHOB TOCYJApPCTBEHHOW BIJIACTM M OPraHU3alMil B COOTBETCTBHM C HX
KOMIIETEHLIUEH, MOUIeKAT YUYETYy WU 3allUTe B COCTaBE TI'OCYJapCTBEHHOTO MMYIIECTBA.
6. MudopmamnmonHsie pecypcbl MOTYT OBITH TOBapoOM, 3a HCKJIIOYEHHEM CIy4aes,
IIPEYCMOTPEHHBIX 3aKOHOAATENBCTBOM Poccniickon denepanun.

7. CoOcTBeHHUK HMH(POPMAIIMOHHBIX PECYpCOB  TOJB3YETCSl BCEMHU  IpaBaMH,
IIPEAYCMOTPEHHBIMU 3aKOHOAATENbCTBOM Poccuiickonn denepanuu, B TOM 4YHUCIE OH
MMEET IIPaBo:
Ha3HAYUTh JIMLO, OCYIIECTBISIOLIEE XO3SMCTBEHHOE BeJIEHUE HH(OPMALMOHHBIMU
pecypcamu WIH OIIEpAaTUBHOE YIPABIICHHUE VIMU;
yCTaHaBIMBATh B IMpE/eax CBOEH KOMIIETECHIIMM PEXUM M IpaBuiia oOpabOTKH, 3alUTHI
MH(pOPMaLIMOHHBIX pecypcoB 17§ nocTyna K HUM;
ONpENENATh YCIOBUS PpACIHOPSDKEHMS JOKYMEHTaMH IIpM  HMX KONUPOBAHUM U
pacupoCTpaHEHUHU.

8. IlpaBo CcOOCTBEHHOCTHM Ha cCpejAcTBa 00pabOTKM HHOOpPMAIMM HE CO37aeT Mpasa
COOCTBEHHOCTH  Ha  HMH(OpPMAIMOHHBIE  PECypchl,  MNpUHAAIEKAIIUE  JAPYTUM
coOcTBeHHUKaM. JIoKyMeHTbI, 0OpabaTbiBaeMble B MOPSAIKE MPEJOCTABICHUS YCIYT WU
IIPU COBMECTHOM HCIIOJIb30BAHUU 3TUX CPEJICTB 00paOOTKH, MPUHAJICKAT UX BIAACIBILY.
[IpuHAAIEKHOCTH U PEKUM NPOU3BOAHOM NPOAYKIHH, CO3JaBaEMOW B 3TOM Cllyyae,
PeryJnpyroTcs JIOTOBOPOM.
Cratbs 7. I'ocynapcTBeHHbIE uH(OPMAIIMOHHBIE pecypceel
1. l'ocynapctBeHHBIE HHPOpMaLIMOHHBIE pecypcbl Poccuiickoit @enepayin GopMUPYIOTCS
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B COOTBETCTBUU co chepamu BEJICHUS KaK:
(dhenepanbHbIe uH(pOpMaIIMOHHBIE pecypch;
MH(pOpPMAITMOHHBIE PECYpChl, HaxXOMAIIMECs B COBMECTHOM BejeHuu Poccuiickoi
®denepanuu U cyorekToB Poccuiickoit deaeparuu (anee - nHPOPMAIIMOHHBIE PECYPCHI
COBMECTHOT'O BEJICHUS);
MH(}OpMaAIIMOHHBIE pecypcsl CyOBEKTOB Poccuiickon denepanun.
2. ®@opMupoBaHUE TOCYJAPCTBEHHBIX WH(GOPMAIIMOHHBIX PECYPCOB B COOTBETCTBUU C
nyHKTOM | ctathu 8 Hactosimero deaepanbHOTO 3aKOHA OCYIIECTBISIETCS Tpa)kJaaHaMU,
OpraHamMy  TOCYJAapCTBEHHOW  BIACTH, OpraHaMd  MECTHOTO  CaMOYIPABJICHUS,
OpraHu3alusIMU u OOIIECTBEHHBIMU 00BEIMHEHUSIMU.
@enepalibHblE OpPraHbl TOCYJAApPCTBEHHOM BJACTH, OpPraHbl TOCYJIAPCTBEHHOM BIJIACTHU
cyonsektoB Poccuiickoit deneparuu GopMHUPYIOT TOCYAapCTBEHHBbIE HWH(DOpPMAIMOHHBIC
pEeCypChl, HaxoIAIMecs B WX BEIACHUM, W O0ECNEYMBAIOT WX UCIOJIb30BAaHUE B
COOTBETCTBUU c YCTaHOBJIEHHOM KOMITETCHIIUEH.
3. JleaTenbHOCTh OPraHoB rOCYJapCTBEHHOM BJIACTH U OpraHU3alui Mo (GOpMUPOBAHUIO
(denepanbHbIX MUHPOPMAIMOHHBIX PECYPCOB, MHPOPMAIIMOHHBIX PECYPCOB COBMECTHOTO
BeICHUS, UWH(POPMAIIMOHHBIX  pecypcoB  cyObekToB  Poccuiickoit ~ Denepanuu
¢dbunancupyercs u3 ¢denepanbHoro OrmkeTa U OIOJKETOB CyObeKTOB Poccuiickoi
®denepanuu no cratbe pacxoqoB "Mudopmatuka" ("MubopmanuonHoe obecrieueHue").
4. Opranuzaiuy, KOTOpbIE CHEIUATM3UPYIOTCS Ha (opmupoBanuu ¢eaepanbHbIX
MH()OPMAITMOHHBIX PECypcoOB U (K1) HH(DOPMAIMOHHBIX PECYPCOB COBMECTHOTO BEJICHUS
Ha OCHOBE JIOTOBOPA, 00s13aHbI TIOJYYUTh JIMIIEH3UIO HA 3TOT BUJ JEATEILHOCTH B OpraHax
rocyJapcTBeHHOM BiacTu. [Topsaok JMLIEH3UPOBaHUS ONPENEISAETCS 3aKOHOAATEIBCTBOM
Poccuiickoi denepannu.
Cratbss 8. OOsi3arenbHOE TMpENCTaBIeHUE JOKYMEHTHPOBAHHOW uWHOOpPMAIUU s
dbopmupoBaHUs roCyJapCTBEHHBIX UH(OPMAITMOHHBIX pecypcoB
1. I'paxxpane, opraHbl rOCyJapCTBEHHOW BJIACTH, OPraHbl MECTHOTO CAMOYMPaBIICHMUS,
OpraHu3aluu u 001IIeCTBEHHBIC o0beTMHEHUS 00s13aHbI NPEACTABIATh
JTOKYMEHTUPOBAHHYIO HWH(OpPMAIMI0O OpraHaM ¥ OpTaHU3aIlusM, OTBETCTBEHHBIM 3a
GbopMHpOBaHWE W WCIOIB30BAHUE TOCYAAPCTBEHHBIX WH(OOPMAIIMOHHBIX PECYPCOB.
[lepeynn mpencTaBisieMoll B 00S3aTEIBHOM MOPSAKE TOKYMEHTUPOBAHHOW HH(POPMAIHH
Y TIEPEYHU OPTaHOB M OpraHU3AIlMi, OTBETCTBEHHBIX 32 cOOp M 00paboOTKy denepalbHbIX
nH(pOpMaIIMOHHBIX pecypcoB, yTBepxaaeT IIpaButenscTBo Poccuiickoit ®deneparuu.
2. Tlopsimok w ycioBHS  00S3aT€NBHOTO  MPEJCTABICHUS  JIOKYMEHTUPOBAHHOM
uH(popMaIuu TOBOJSTCS hi (s CBEJICHUS rpaXkJ1aH U OpraHU3aLHi.
[lopsimok o00s3aTeNIbHOTO TpeACTaBiIeHUs (MOJydeHUs) HH(OpMalMK, OTHECEHHOW K
rocyJapCTBEHHOM TaitHe, M KOH(UIEHUHATBbHON WH(OpMAIMK yCTaHABIUBAETCA W
OCYUIECTBJISIETCSI B COOTBETCTBUM C 3aKOHOJATEIbCTBOM 00 3THX KaTEropusix
nHpopMaIuu.

3. Ilpu perucrtparuu IOPUIUICCKUAX JIHI] PETUCTPAIMOHHBIC OPTaHbl OOCCICYMBAIOT HMX
MEPEYHSIMHU TIPEJCTABISIEMbIX B 00S3aTEIIBHOM TOPSAJIKE JOKYMEHTOB M aJpecaMH HUX

MIPE/ICTABIICHUS. [lepeuenn MPEICTaBIIeMON B 00s13aTETHHOM TOPSIIKE
JOKYyMEHTUPOBAHHON WH(OPMAITUU TPHUJIATaeTCsl K YCTaBy KaXKIO0TO IOPUIUIECKOTO JIHIA
(TI0JIOXKEHUIO 0 HEM).

HeobOecnieuenne perucTpaliiOHHBIME OpPTraHaMH PETHCTPUPYEMBIX FOPUAMYECKUX JIHII
MepeyHeM TPEACTaBIsIEMbIX B 00s3aTEIbHOM TOPSAKE JOKYMEHTOB C aJpecamMu HX
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IPECTaBICHUS HE SIBISETCSI OCHOBAaHUEM ISl OTKA3a B perucTpauuu. JJoJKHOCTHBIE Tula
pPETUCTPALIMOHHBIX ~ OpPraHOB, BHUHOBHBIE B  HEOOECIIEUEHUU  PETUCTPUPYEMBIX
IOPUAMYECKUX JIUL IEPEYHSIMU MIPENCTABISAEMBIX B 0053aTE€IbHOM MOPSAKE JOKYMEHTOB C
aJpecaMu UX INPEICTABICHUS MPUBICKAOTCA K JUCLHUIUIMHAPHON OTBETCTBEHHOCTH
BILTOTh hi () CHSATHUSA C JOJIKHOCTH.
4. JlokymMeHThI, MpuUHAIeKAME (U3MYECKUM U IOPUIUYECKUM JIUIAM, MOTYT
BKJIIOUATHCS MO JKEJIAaHUI0 COOCTBEHHHKA B COCTaB TOCYJapCTBEHHBIX MH()OPMAIIMOHHBIX
pecypcoB 1O  IpaBWiaM, YCTAaHOBJIEHHBIM JUI1  BKJIIOYEHHS  JOKYMEHTOB B
COOTBETCTBYIOIIIHE UH(POPMaILMOHHbBIE CUCTEMBI.
Cratps 9. OTHEeceHne HH()OPMALIMOHHBIX PECYPCOB K O0IIEPOCCUNCKOMY HAIIHOHATBHOMY
JOCTOSTHUIO

1. OtnenbHbie OOBEKTHI (enepalibHBIX HWHOOPMAIMOHHBIX PECYpCOB MOTYT OBITh
OOBSIBIICHBI 00LIepOCCUICKUM HallMOHAJIbHBIM JOCTOSIHUEM.
2. OTHeceHHE KOHKPETHBIX OOBEKTOB (enepalbHbIX HHGOPMAIIMOHHBIX PECYpPCOB K
00ILIEPOCCUCKOMY HAIlMOHAIBHOMY JIOCTOSIHUIO U OIpPEAEIICHUE UX MPABOBOTO PEKHUMA
YCTaHaBJIMBAIOTCS (benepabHbIM 3aKOHOM.
Cratps 10. Nudopmanmonnsie pecypcebl o KaTeropusim JOCTyIIa
1. T'ocynapctBenHble MHGpOpMaLMOHHBIE pecypcbl Poccuiickoit denepanuum sBastoTCA
OTKPBITBIMU ¥ OOLIEAOCTYNHBIMHU. VICKIIIOYEHHE COCTaBISIET JIOKYMEHTHpPOBAHHAas
uHpoOpMalKs, OTHECEHHass 3aKOHOM K KaTeropud OrpPaHUYEHHOTO  JOCTYIIA.
2. JloxymeHTHpOBaHHas HH(OpMalMs C OrPAaHUYEHHBIM JOCTYIIOM IO YCIIOBUSIM €€
IIPABOBOI0 PEXHMMa MOApa3aesieTcss Ha UHPOPMAIUIO, OTHECEHHYIO K TOCY/IapCTBEHHON
TalHe, " KOH(QUICHIMAIBHYIO.
3. 3ampemeHo OTHOCUTh K  HMHQOpPMALIMM C  OTPAHUYEHHBIM  JIOCTYIIOM:
3aKOHOJATEIbHBIE U JIPYrM€ HOPMATUBHBIE aKThI, YCTAHABIMBAIOIIHME IPABOBOM CTaTyC
OpPraHOB I'OCYAApCTBEHHOW BJIACTH, OPIaHOB MECTHOTO CAMOYIPABJIEHUS, OpPraHU3alINM,
OOIIECTBEHHBIX OOBEAMHEHMIA, a TaKkke mpaBa, CBOOOABI M OOSI3aHHOCTU TpaXKIaH,
MOPSIIOK ux peanu3anuu;
JOKYMEHTBI, COJIepKaliie MH(POPMAIMIO O YPE3BBIYANHBIX CUTYAIUAX, SKOJIOTHUECKYIO,
METEOPOJIOTUYECKYI0, eMOrpapuuecKyto, CaHUTAPHO-IMUIECMHOIOTHIECKYI0O U APYTYIO
uHpOpMaIMio, HEOOXOAUMYyI0 Uit obecrieyeHus: Oe30macHOro (HyHKIHOHHUPOBAHUS
HACEJICHHBIX IIYHKTOB, TIPOM3BOJCTBEHHBIX OOBEKTOB, OE30MAaCHOCTH TpaXJaaH U
HaceJIeHUs B LEJIOM;
JOKYMEHTBI, cojepxkamue HHGOPMalUI0 O AESITEIbHOCTH OPraHoB TIOCYJapCTBEHHOMN
BJIACTU U OPraHOB MECTHOTO CaMOYIPABJIEHUs, 00 UCIOJIb30BaHUU OFOKETHBIX CPEJICTB U
APYTUX TOCYJApCTBEHHBIX U MECTHBIX PpECypCOB, O COCTOSSHUM 3KOHOMHUKU U
NOTPEOHOCTSAX HACEJIEHUs, 3a HUCKIOYEHMEM OTHECEHHBIX K TOCYIapCTBEHHON TaliHe;
JOKYMEHTBI, HAKaIUIUBAEMbIE B  OTKPBITHIX (OHAAaX OMOIMOTEK U  apXUBOB,
MH(POPMALIMOHHBIX CUCTEMAaX OPIraHOB TIOCYAApCTBEHHOM BIIACTH, OPraHOB MECTHOI'O
CaMOYIpaBJICHUS, OOIIECTBEHHbIX OOBEIUHEHMM, OpraHU3aluii, MPEACTABIAIONINE
OOIIECTBEHHBI HWHTEpPEC WM HEOOXOAWMBbIe Uil peaju3aluu IpaB, CBOOOA U

00s13aHHOCTEMH rpa)<iaH.
4. OtHeceHnue MHPOPMAIMH K TOCYJaAPCTBEHHOMN TailHE OCYIIECTBIISETCA B COOTBETCTBUU C
3aKOHOM Poccuniickon denepanun "O roCyJ1apCTBEHHOMN TaiiHe".

5. OtHecenue wuHboOpMaMu K KOHPUACHLIUAIHLHOW OCYIIECTBISETCS B TOPSJKE,
YCTaHOBJIEHHOM 3aKOHOAaTenbCcTBOM Poccuiickon denepannu, 3a UCKIIOYEHUEM CIIy4aes,
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IPELYCMOTPEHHBIX cTaTbein 11 HACTOSIILIETO denepanabHOro 3aKOHa.
Cratbs 11. Nudopmarius 0 rpakaaHax (mepcoHaybHBIC JTAaHHBIE)
1. IlepeyHn mepcOHaNbHBIX JAHHBIX, BKIIOYAEMBIX B COCTaB  (heaepajbHbIX
MH(OPMALIMOHHBIX PECYPCOB, HH(OPMALMOHHBIX PECYpCOB COBMECTHOIO BEJIEHUS,
nH(pOpMaIMOHHBIX pecypcoB cyOobekToB Poccuiickoin deneparuu, WHGOPMAIIMOHHBIX
pPECYypCOB OpPraHOB MECTHOI'O CAMOYIPaBJICHHS, a TakKXKe IMOJIYy4aeMbIX U COOMpPAEMBIX
HEroCyJIJapCTBEHHBIMU ~ OpPraHM3alMsIMH, JOJDKHBI OBITh 3aKpEIUICHBl Ha YpPOBHE
denepanbHoro  3akoHa. IlepcoHanbHble ~ JaHHBIE  OTHOCSATCS K  KaTerOpuu
KOH(HUISHIIHATHHOM nHpopMaruu.
He nonmyckatorcsi cOop, XpaHEeHHE, UCIOJIB30BAaHUE U PACHPOCTPaHEHUE MH(POPMAIUU O
YaCTHOM KU3HM, a paBHO MHGOPMAIINK, HAPYIIAONICH JTHYHYIO TallHy, CEMEUHYIO TalHYy,
TallHy TIEepENUCKU, TeJIePOHHBIX IEPEroBOPOB, IOYTOBBIX, TeJErpapHbBIX U HHBIX
cooO1eHuit (u3nueckoro auia 6e3 ero corjacus, KpoMe Kak Ha OCHOBAaHHUU CyAE€OHOTro
penieHus.

2. lIlepcoHayibHblE JaHHbIE HE MOTYT OBITh HCHOJB30BAHBl B MLENIAX NPUYUHEHUS
MMYIIECTBEHHOTO M MOPAJILHOIO BpeAa TpakaaHaM, 3aTPyAHEHUS peaju3aluu IpaB U
cB0oOoa rpaxnan Poccuiickoit ®enepaunu. OrpannyeHue mnpaB TpaxzaaH Poccuiickoi
@enepalid Ha OCHOBE  MCHOJB30BaHUS HMHPopMauud 00 HMX  COLMAIBHOM
IIPOUCXOKJICHUH, O PACOBOM, HAIMOHAJIBHOW, S3bIKOBOW, PEJIUIMO3HOM W IAapTUWHOU
IIPUHAJIEKHOCTH 3allpElIeHO W KapaeTrcsls B COOTBETCTBUM C 3aKOHOJATEIBCTBOM.
3. IOpuanueckue M (QU3MUECKUE JUIA, B COOTBETCTBUM CO CBOMMHM IOJIHOMOYHUSIMU
BJIaJCOIe MHPOpMalMEe O TpaxkIaHaxX, MOJy4yaloUlMe U HCIOJb3YIOLIUE €€, HECYT
OTBETCTBEHHOCTb B COOTBETCTBMM C 3aKOHOJATENbCTBOM Poccuiickoii Penepanuu 3a
HapylLIeHUE PeXUMa 3alUThl, 00paOOTKU U MOPsIIKA UCIIOIBb30BAHMS 3TOM MH(pOpPMALIHHL.
4. Tlomnexutr o0sA3aT€TPHOMY JIMLEH3UPOBAHUIO JIEATEIBHOCTh HETOCYAAPCTBEHHBIX
OpraHM3alMii M YacTHBIX JIMI, CBs3aHHas ¢ OOpaOOTKOM W NpPerOCTaBIECHUEM
MOJIb30BATENSIM NIEPCOHATBHBIX JaHHBIX. [lOpsSIOK JIMUIEH3UPOBAaHUS OIPEAEIAETCS
3aKOHOAATEIBCTBOM Poccniickon denepanumn.
5. HenpaBoMepHOCTb JIEATEILHOCTH OPraHOB I'OCY1apCTBEHHOM BJIACTU U OPraHU3ALMMA 110
cOOpy TepCOHANbHBIX JAaHHBIX MOXKET OBITh YCTAaHOBJEHA B CYJCOHOM MOPSAIKE IO
TpeOOBaHUIO CYOBEKTOB, JIECUCTBYIOIIMX HAa OCHOBaHUM crared 14 u 15 HacTosiero
@denepanbHOrO0  3aKOHA W 3aKOHOJATENbCTBA O  IEPCOHAIBHBIX  JIAHHBIX.

3. OTYET O PABOTE JOJIKEH COIAEPXKATD.

1. OTBETHI Ha KOHTPOJIBHBIE BOIPOCHI.
4. KOHTPOJIBHBIE BOITPOCHBI.

1. Kakue 10KyMEHTBI OTHOCSATCS K IOKYMEHTaM OTPaHUYEHHOT0 J10CTymna?

2. Uto sBasiercst tHGOPMaIlMOHHBIMU pecypcamMu’?

3. Kakoe 3HaueHue UMEIOT CPOKU XPAHEHUSI JOKYMEHTOB MpU (POPMUPOBAHUU JIET?
4. Kak pacnoJiaratorcsi JOKyMEeHThI BHYTpH JieJia?

5. BUBJIMOTPA®UYECKUM CIIUCOK
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1) bapnaes, D. A. [loxymenToBeieHue : ydeOHUK nis By3oB / O. A. bapmaes, B. b.
KpaBuenko .— M. : Axkagemus, 2008 .— 302 c. — (Bricmee mpodeccuonanbHoe oOpa3oBaHHE :
Nudopmanmonnas 6e3onacHocts) .— bubmuorp. B xonmne k. — ISBN 978-5-7695-4706-5 (B mep.) :
446,00.

(I.x. 1293655- 1293665)

2) l'anaxos, B.B. Cekperapckoe neno(oOpa3iibl JOKYMEHTOB,0PTaHU3AIMS W TEXHOJIOTHUS
pabotrel :  YueO.-mpakt.mocooue / B.B.I'amaxos,M.K.Kopnees,I'.H.Kcangonmyno wu  ap.;llox
pen..K.KopaeeBa .— M. : IIpocmekT, 2007 .— 608c. : mn. — ISBN 5-98032-365-1 : 105.00.

Ilpakmuueckoe 3anamue N9 (2 uaca)
[Moab3oBanne HHPOPMALMOHHBIMH pecypcaMu

1. IEJIb PABOTBI
Ieapb padoThl: 03HAKOMIIEHHUE C M0JI30BAaHUEM HH(DOPMALIMOHHBIX PECYPCOB
3agaum padoThI. PACCMOTPETh U MPOAHAIM3UPOBATh PEATHU3ALMIO IPaB JOCTyNna K
uHpopmauu.

2. OCHOBHBIE TEOPETHYECKHUE CBEJIEHUA

Cratps 12. Peanuzanus npaBa Ha TOCTYN K HHGOpMaIMU U3 HHPOPMAIIMOHHBIX PECYpPCOB
1. Ilonp3oBarenu - rpaxaaHe, OpraHbl T'OCYJAapCTBEHHON BIJIACTH, OPraHbl MECTHOTO
CaMOYIPABJICHUS, OpPraHU3allud U OOIIECTBEHHblE OOBEAMHEHUS - 00Jala0T PaBHBIMU
IpaBaMHM Ha JOCTYI K TOCYJAapCTBEHHBIM HH(OPMALIMOHHBIM pecypcaM U He 0Os3aHbl
O0OOCHOBBIBaTh II€pEe]] BIAJEIbIAMH J3TUX PECYPCOB HEOOXOAMMOCTh IOJYYEHUS
3ampammBaeMod MMM uHGopMmauuu. MckmroueHwe cocTaBiseT HMH(opmanus ¢
OTpaHUYEHHBIM JOCTYTIOM.
Joctyn (u3HUecKUX M IOPUAMYECKUX JHUI[ K TOCYAapCTBEHHBIM HH(GOPMAIMOHHBIM
pecypcam  SIBISIETCSI OCHOBOM  OCYILECTBJICHHS  OOIIECTBEHHOIO  KOHTPOJIS  3a
JeSITeIbHOCThI0 OPraHOB rOCYJAapCTBEHHOM BJIACTH, OPTaHOB MECTHOTO CaMOYIIPaBJICHHUS,
OOLIECTBEHHBIX, TMOJUTHUYECKUX M UWHBIX OpraHu3aluid, a TakXke 3a COCTOSHUEM
SKOHOMHKHU, HKOJIOTUH u IPYTUX chep 00111eCTBEHHON KU3ZHU.
2. Brnapmenbupl  MH(POPMAIMOHHBIX  PECYpCOB  OOECIEUMBAIOT  MOJIb30BaTeNeH
(notpebuteneir) uHbopmManuendn U3  HUHPOPMALMOHHBIX PECYpCOB HAa  OCHOBE
3aKOHO/ATENhCTBA, YCTABOB YKa3aHHBIX OPTraHOB M OpraHW3alvi, MOJOKEHUH O HUX, a
TaKkke  JIOTOBOPOB  HAa  yCIYyrd 1O  MHG(DOPMAMOHHOMY  OOECIEYEHHIO.
Wudopmanus, momydyeHHass Ha 3aKOHHBIX OCHOBAHHMSIX U3  TOCYAapCTBEHHBIX
MH(POPMALIMOHHBIX PECYPCOB IpakJaHaAMH U OpPTraHU3aIlMsIMU, MOXKET ObITh MCIIOJIBb30BaHa
UMW IS0 CO3JaHMsl TMPOU3BOMHOM WHGPOpMAMKU B LEIIX €€ KOMMEPYeCKOro
pacnpocTpaHeHUsi ¢  00s3aTeldbHOM  CCBUIKOW  Ha  UCTOYHMK  HMH(OpMAaIMH.
HcTouyHuKOM NpUOBUIM B 3TOM CIIydae SIBISIETCS Pe3yJIbTaT BIOKEHHBIX TPyAa U CPEICTB
IIPU CO3JJaHUU MPOU3BOAHON MH(OPMaLlMK, HO HE UCXOAHAst HHPOpMAaILUs, MOTyYeHHAas U3
roCy/1apCTBEHHBIX pecypcoB.
3. Ilopspok mnonyuyeHus mosb3oBareneM HHGopManuu (yKa3aHHE€ MECTa, BpPEMEHH,
OTBETCTBEHHBIX JOJKHOCTHBIX JIMII, HEOOXOIUMBIX MPOLEAYpP) ONpEaesieT COOCTBEHHUK
WIA  Biajenen;  HMHQOPMAIMOHHBIX  PECypcoB C  COONIOIGHHEM  TpeOOBaHUH,
YCTaHOBJICHHBIX HACTOSAIIUM deneparbHBIM 3aKOHOM.
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[lepeunn wHboOpMaMU W yCIyr Mo HHDOPMAMOHHOMY OOECHEYEHHIO, CBEJIECHUS O
NOopsAJIKE M YCIOBHUSIX JOCTyna K HWH(DOPMAMOHHBIM  pecypcaM  BIAJENbIlbl
MHOOPMAIMOHHBIX  PECYypcOB W HH(DOPMAIMOHHBIX  CHUCTEM  MPEAOCTABIISIOT
MOJIb30BATENSIM OecriaTHo.
4. Opransl rocyJJapCTBEHHOU BIACTH M OpTaHU3allMU, OTBETCTBEHHBIE 32 ((POPMHUPOBAHUE U
MCIIOJIb30BaHNE MH(POPMALIMOHHBIX PECYPCOB, 00ECIIEUNBAIOT YCIOBUS JJIsI OTIEPATUBHOIO
W TIOJIHOTO TIPEAOCTABIICHUS TIOJH30BATEII0 JOKYMEHTUPOBAHHOW WHQOpPMAIUA B
COOTBETCTBHUHM C OOS3aHHOCTAMH, YCTAaHOBJICHHBIMU yCTaBaMu (TIOJIOKEHHUSIMU) 3THX
OpraHoB u OpraHU3aIUH.
5. Tlopsimox HakomieHUs W OOpaOOTKM JTOKYMEHTHPOBaHHOM uWHGOpPMAIUU C
OTrpaHUYEHHBIM JIOCTYIIOM, MPABWIIA €€ 3AIUTHI U MOPAIOK JOCTYIA K HEW ONPENEISIIOTCS
opraHaMu TOCYJIapCTBEHHOM BJIACTH, OTBETCTBEHHBIMU 32 OIPEJICICHHBIC BUJ] K MaCCUBBI
uH(opMaIuu, B COOTBETCTBHM C UWX KOMIETEHIMEH JMO0 HEMOCPEICTBEHHO €€
COOCTBEHHUKOM B COOTBETCTBUU C 3aKOHOJIaTEJIHCTBOM.
Cratps 13. I"apanTun IIPEIOCTABICHUS uH(popmauu
1. Opranel rocygapCTBEHHOW BJIACTM M OPraHbl MECTHOTO CaMOYIIPABIIEHHS CO3JAI0T
JOCTYIIHBIE JUIsl KaXXJ10ro MH(POPMALIMOHHBIE PECYPCHI MO BOMPOCAM JEATEIbHOCTH 3TUX
OpraHoB M TIOJIBEIOMCTBEHHBIX MM OpraHu3alldid, a TakKke B Mpeaenax CBOeu
KOMIIETEHIIMM OCYLIECTBISIOT MaccoBo€ MH(OPMAIIMOHHOE O0ECIeYeHUE MOJIb30BaTENEH
M0 BOIIpOCaM TMpaB, CBOOOJ M OOSI3aHHOCTEH TrpaklaH, MX OE30MacCHOCTH W JAPYTUM

BOIIPOCaM, PEACTABIISIOIIUM 00111eCTBEHHBIN UHTEpEC.
2. Otka3 B jmocTyne K WH()OpPMAIMOHHBIM pecypcam, MPeAyCMOTPEHHBIM B MYyHKTE |
HAaCTOSIIEH CTaThH, MOXKET OBITH o0>kanoBaH B Cy..

3. Komurer npu Ilpesuaente Poccuiickoit denepanuu 1no moJuTuke WHOOpMaATH3ALUU
OpraHU3yeT PErucTpaIuio BceX MHPOPMALMOHHBIX PECypcoB, MH(POPMAIMOHHBIX CUCTEM
U MOyOnMKaluio CBEACHHM O HHUX Ui OOecrnedeHusl IpaBa TpaxKigaH HAa JOCTYyI K
uH(popmanuu.

4. Tlepeyenr WHGOPMANMOHHBIX YCIYT, TPEAOCTABISIEMBIX TOJB30BATEISAM U3
rOCy/IapCTBEHHBIX HH(OPMAIIMOHHBIX PECYpCOB OecrulaTHO WM 3a IUlaTy, He
BO3MELIAIOIIYIO B MOJJHOM pa3Mepe pacxobl HA yCIYyrd, ycTaHaBiauBaeT [IpaBurenbcTBo

Pocculickon denepanumu.
Pacxompl Ha yKka3zaHHBIC YCIYTH KOMIIEHCUPYIOTCS U3 CPelCTB (heepanibHOro OI0KETa U
OIOKETOB CyOBbEKTOB Poccuiickoi Oenepanuu.

Cratess 14. Jloctym TrpaxkjgaH U oOpraHusaudid K HHPOpMaUd O  HHX
1. T'pakmane W oOpraHu3al HMEIOT NPaBO HA JOCTYNl K JOKYMEHTHPOBAHHOU
uH(pOpMaIMU 0 HUX, HA YTOUYHEHHE 3TOM MHPOpMALIMU B LEAX 00ecreueHus ee OJTHOTHI
U JIOCTOBEPHOCTH, HMEIOT NpPaBO 3HATh, KTO M B KaKUX LENAX HCIOJb3YeT WIH
UCIIONIb30Bal 3Ty HHpopManuioo. OrpaHuyeHue JOCTyIla TpakJaH M OpraHu3aluid K
uHpopMaMu O HHUX JIONYCTUMO JIMIIb HAa OCHOBAHUSX, HPEIyCMOTPEHHBIX
benepaTbHBIMU 3aKOHAMM.
2. Bnagenen, MOKyMEHTUPOBAaHHOM MH(OpMaIMM O Tpa)xaaHax o00s3aH NPEAOCTaBUTh
uH(popMalnio OeCIIaTHO MO TPEOOBAHMIO TEX JIUI], KOTOPBIX OHA Kacaetcs. OrpaHuYeHus
BO3MOXKHBI JIMIIb B CJIy4dasX, NOPEAYCMOTPEHHBIX 3aKOHOAATEIbCTBOM Poccuiickon
denepanum.

3. CyObekThl, mpeAcTaBisommre HWHPoOpMAUID O cebe I KOMIUICKTOBAHUS
MH(OPMAIIMOHHBIX PECYpCcOB Ha OcHoBaHUM ctarteid 7 u § Hacrosiuero denepanbHOro
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3aKOHa,  MMEIOT  MpaBo  OECIJIaTHO  TMOJb30BaThCsl ~ 3TOM  MHGOpMALMEH.
4. Ortka3 Biajenbla HHHOPMAIIMOHHBIX PECYPCOB CYOBEKTY B JOCTYyNe K MH(MOpPMAIUU O
HEM MOKET OBITH 00kaoBaH B cyneOHOM MopsIAKE.
Cratbst 15. OOsI13aHHOCTH U OTBETCTBEHHOCTH BJIajieiblla MH(GOPMAIMOHHBIX PECYpPCOB
1. Bnagenen wuHGOpPMAlMOHHBIX PECYpPCOB 00s3aH O0OECHEUUTh COOJIIOACHUE DPEXUMa
00pabOTKM W TpaBWUJ TpeAocTaBieHUs HHGOPMAIUKU TOJb30BATE0, YCTAHOBJICHHBIX
3aKOHOIATeENbCTBOM  Pocculickon denepanuu 158105 COOCTBEHHHKOM ITUX
UH()OPMAITMOHHBIX pECYpCOB, B COOTBETCTBUU c 3aKOHOJATEIBCTBOM.
2. Bmanmenen wHGOPMAIMOHHBIX PECYpCOB HECET IOPUAMYECKYI) OTBETCTBEHHOCTH 3a
HapyllleHWe TMpaBwi paboTel ¢ HHPOpMANMEH B TMOPSAKE, MPEAYCMOTPECHHOM
3aKOHOJATENLCTBOM Pocculickont denepanum.

3. OTYET O PABOTE JOJIKEH COIAEPXKATD.

1. OTBeTHI HA KOHTPOJIbHBIE BOMPOCHI.
4. KOHTPOJIBHBIE BOITPOCHI.

1. Kakue TOKyMEHTBI OTHOCSATCS K JIOKYMEHTaM OTPaHUYEHHOTO JI0CTyma?

2. Yto siBnsieTcss HOOPMAITMOHHBIMUA PECypCcaMu’?

3. Kakoe 3HaueHue MMEIOT CPOKU XPAHEHHUS JOKYMEHTOB MpU (POPMUPOBAHHUH J1ETT?
4. Kak pacnoyiaratorcsi JOKyMEHTbI BHYTpH Jieyia?

5. BUBJIMOTPA®UYECKHNHN CIIUCOK

1) bapnaes, O. A. [lokymeHToBeieHue : yueOHWUK nis By3oB / O. A. bapmaes, B. b.
KpaBuenko .— M. : Axkagemus, 2008 .— 302 c. — (Bricmee mpodeccuonansHoe oOpa3oBaHHE :
Nudopmanmonnas 6e3onacHocts) .— bubmuorp. B xonne k. — ISBN 978-5-7695-4706-5 (B mep.) :
446,00.

(I.x. 1293655- 1293665)

2) I'anaxos, B.B. Cekperapckoe naeno(o0pasibl AOKYMEHTOB,0praHM3alMs M TEXHOJOTHS
pabotrel  :  Yueb.-mpakt.mocodue / B.B.I'amaxos,M.K.Kopnees,I'.H.Kcangonmyno wu  ap.;Ilox
pen..K.KopaeeBa .— M. : IIpocmekT, 2007 .— 608c. : mwn. — ISBN 5-98032-365-1 : 105.00.

Ilpakmuueckoe 3anamue Nel0 (4 uaca)
NudopmaTusanus, HHPOPMALMOHHbIE CUCTEMbI TEXHOJIOTHH U CPECTBA
X o0ecrnevyeHust

1. HEJIb PABOTbI
Ieanb paGoThl: 03HAKOMIICHUE C TIOJIb30BaHUEM WH(OPMAITMOHHBIX PECYPCOB
3agauu padoThI. PaCCMOTPETh U MPOAHAIM3UPOBATH PEATH3AINIO TIPaB JOCTYyMa K
nH(popmMaIuu.

2. OCHOBHBIE TEOPETUYECKHUE CBEAEHUSA

Cratbst 16. Pa3paboTka M NpOU3BOACTBO HH(MOPMAIIMOHHBIX CHUCTEM, TEXHOJOTUH U
CpPENCTB 170. obecrnieueHust
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1. Bce BuabI mpon3BOACTBAa MH(POPMAIIMOHHBIX CUCTEM U CETEH, TEXHOJIOTUM U CPEICTB UX
o0OecrieuyeHuss COCTABJISIIOT CHEUUAJbHYI0 OTpacib HSKOHOMHYECKOW JesATEIbHOCTH,
pa3BUTHE  KOTOPOM  ONPENEISIETCS  TOCYAAPCTBCHHOM  HAYYHO-TEXHUYECKOW U
MPOMBIIUIIEHHON MOJINTUKOMN uH(popMaTU3aLIUH.
2. TocynapcTBeHHbIE U HErOCYJapCTBEHHBIE OpPraHMU3alluu, a TaKXKe TpaXkJaHe HMEIOT
paBHbIE MpaBa Ha pa3padOTKy U MPOU3BOJCTBO MHPOPMALIMOHHBIX CUCTEM, TEXHOJOTUMA U
CPE/ICTB nux obecricucHUsI.
3. TocymapcTBO coO37aeT yYCIOBMS I NPOBENCHHUS HAYYHO-HCCIEAOBATENIbCKUX U
OTIBITHO-KOHCTPYKTOPCKUX  pabOT B o0jacT  pa3pabOTKM M MPOU3BOJICTBA
WHOOPMAITMOHHBIX ~ CHCTEM,  TEXHOJOTMA W  CPEACTB  HUX  OOecredeHwus.
IIpaBurensctBO Poccuiickon @enepaunu  ONpenessieT NPUOPUTETHBIE HAIPaBICHUS
pa3BuTHs WHGMOpPMATH3allUM W  YCTAHABIMBAET TMOPSJAOK WX (PUHAHCHPOBAHUS.
4. Paszpaborka u  OIKcIUTyatanus — QefepalbHbIX — MHPOPMAIMOHHBIX  CHCTEM
(¢uHaHCHUpYIOTCS U3 CpeACTB  (enepanbHOro OrOIXKeTa IO CTaTb€ PacxoJioB
"Mudopmartuka" ("MudopmanmonHoe obecrieuenue").
5. Opranbel rocygapCTBEHHOW CTaTUCTUKM coBMecTHO ¢ Komwurerom mpu Ilpesunmente
Poccuiickoii @eaepannu 1no NoJUTUKE HHPOPMATU3AUU YCTAHABIMBAIOT MIpaBuia ydyeTa
M aHalIu3a COCTOSIHUS OTpacid 3KOHOMHYECKOW JEesTENbHOCTH, PpPa3BUTHUE KOTOPOM
ONPENETSAECTCS TOCYAAPCTBEHHOW HAYYHO-TEXHUYECKOW M MPOMBIIIJICHHON TOJUTUKON

uH(pOpMaTU3AINH.
Cratbst 17. TlpaBo cOOCTBEHHOCTHM Ha HMH(POPMAIIMOHHBIE CHUCTEMBbI, TEXHOJOTUU U
cpencTBa ux obecrieueHus

1. MHpOpMAaIIMOHHBIC CHUCTEMBbI, TEXHOJIOTMH M CPEJICTBA MX OOCCICUYCHHS MOTYT OBIThH
00BbEKTaMH  COOCTBEHHOCTH (PU3WYECKMX M  HOPHJIWYCCKMX JIMI, TOCyAapCTBa.
2. CoOCTBEHHHMKOM MH(pOPMAIIMOHHON CHCTEMBI, TEXHOJIOTHU U CPEACTB UX 00CCIICUCHHUS
npu3HaeTcs (QU3MUECKOe WM IOPHINYCCKOE JHUI0, Ha CPEICTBA KOTOPOrO 3TH OOBEKTHI
MPOM3BENICHBI, MPUOOPETCHBI WJIM TOJIyUYCeHbI B TOPSIAKE HACIICIOBAHHS, TAPCHUS WU
WHBIM 3aKOHHBIM CIIOCOOOM.
3. HdopMaImoHHbIC CHCTEMBI, TEXHOJIOTHH M CPEJICTBA MX 00ECIICUCHHS BKIIIOYAIOTCS B
COCTaB MMYINECTBAa CyOBEKTa, OCYIIECTBIISIONIETO IpaBa COOCTBCHHHWKA WJIM BjaJeiblla
3THX 00BeKTOB. MH(MOpPMAIIMOHHBIC CHCTEMBI, TEXHOJIOTHH W CPEJCTBA MX OOCCIICUCHUS
BBICTYIIAIOT B KauecTBE TOBapa (POAYKIIMH) TIPH COOJTIOICHUN UCKITIOYHTEIBHBIX TIPaB X

pa3pabOTYMKOB.

Cob6cTBeHHUK WH(POPMAIMOHHON CHUCTEMBI, TEXHOJIOTMH W CPEACTB HX OOCCTeueHUs
oTpeaenserT yCIIOBUS UCTIOJIb30BaHUS ITOU IPOAYKIIHH.
Cratps 18. IIpaBo aBTOpPCTBa M MpaBO COOCTBEHHOCTH HAa WH(OPMAIMOHHBIE CHUCTEMBI,
TEXHOJIOTHH " cpencTBa 175 o0ecrniedeHus
[IpaBo aBTOpPCTBa U MPaBO COOCTBEHHOCTH Ha MH()OPMAIIMOHHBIE CUCTEMBI, TEXHOJIOTHU U
CpencTBa 170 obecrnieueHus MOTYT IPUHAJICKATh pa3HbBIM JIUITIaM.

CoOcTBeHHUK WH(GOPMAITMOHHONW CHCTEMbBI, TEXHOJIOTMM M CPEACTB UX obecreueHus
00s13aH 3alMINATh MpaBa UX aBTOpAa B COOTBETCTBUU C 3aKOHOJATEIHCTBOM Poccuiickoi
denepanum.

Cratess 19. Ceptudukanus HHPOPMAIMOHHBIX CHCTEM, TEXHOJOTHUH, CPEJACTB WX
oOecrieueHns W JIMIICH3UPOBAHUE ACATEIHHOCTU MO (POPMUPOBAHUIO M UCIOJIb30BAHUIO
UH()OPMAITMOHHBIX pecypcoB
1. HNudopmarmonubie cuCTeMbl, 0a3bl W OaHKU JaHHBIX, MpeIHA3HAYCHHBIC IS
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UH(OPMAIITMOHHOTO 00CITYKUBaHUS TPAXKAAH U OpraHU3alud, MOJIEXKAT CePTUPUKALINM B
NopsiZIKe, yCTaHOBJIGHHOM 3akoHoM Poccuiickoit ®enepanuu  "O ceprudukanuu
MPOAYKIUU u yeayr".
2. HWudopmanmoHHble CHCTEMBI OpPraHOB TOCYJIapCTBeHHOM BiacT Poccuiickoi
denepany U OpraHoB TOCYJIapCTBEHHOUM BiacTu cyObekToB Poccuiickoit deneparuu,
JIPYTUX  TOCYAapCTBEHHBIX  OpraHOB, OpraHu3aluii, KOTOphle  00padaThHIBAIOT
JOKyMEHTUPOBAHHYI0 HH(GOPMAIMIO C OTPAHUYEHHBIM JOCTYIIOM, a TaKXe CPEICcTBa
3aIATHI ATUX CHCTEM TOJJIeKaT 00s3arenbHoN cepTudukanuu. [lopsaok cepTudukanmm
olpenensercs 3aKOHOJATEIBLCTBOM Pocculickon denepanuu.
3. Opranuzanuy, BBITOJHSIONIME PaOOThl B 00JIACTH TMPOEKTUPOBAHUSA, MPOU3BOJICTBA
CpPeICTB 3amuThl HHPOpMAMU U OOpaOOTKU TEPCOHATBHBIX JAHHBIX, MOIYYaroT
JULEH3UA Ha JTOT BUJA JeiaTenbHOCTH. [lOpAIOK JULEH3UpPOBAHUS OIpEAEIsIeTCs
3aKOHOJATEIBCTBOM Poccutickon denepanum.
4. Nutepechl notpeduTess nHGOPMaLMKU MPU UCTHOJIb30BAHUM UMIIOPTHOM MPOIYKIIUH B
MH(POPMAITMOHHBIX CHUCTEMax 3allUIIAloTCs TaMOXXEHHbIMM opraHamu Poccuiickoi
denepaluy Ha OCHOBE MEXKIYHAPOIHOM CUCTEMBI CePTU(UKAIIUH.

Cratpa 20. Hemu 3alUATHI
[emamMu 3anuThl ABISIIOTCS: MPEIOTBPALICHUE YTEUKU, XHUIIECHUS, YTPaThl, UCKAXKEHUS,
MO ENKA uHdopmanuu;

NpeloTBpallleHue  yrpo3  0e30macHOCTM  JIMYHOCTH,  OOIecTBa, TroCyAapCTBa;
NPEeOTBPALICHUE HECAaHKIMOHUPOBAHHBIX JEUCTBUN MO YHUYTOXXEHUIO, MOIU(UKALUH,
HCKaXEHUIO, KOIMMWPOBAHUIO, OJOKHUPOBAHWIO HHQPOpPMAIMH, MPEIOTBpAILEHUE APYTUX
¢bopM HE3aKOHHOTO BMeEMIATEeNbCTBA B MH(DOPMAIIMOHHBIE PECYpChl U WH(GOPMAIMOHHBIE
CUCTEMbI, OOEcreueHHEe TMPAaBOBOTO pPEXUMa JOKYMEHTHPOBAaHHOW HWH(MOpMAIUK Kak
00BeKTa COOCTBEHHOCTH;
3alUTa KOHCTHTYIMOHHBIX TMpaB TpakJaH Ha COXpaHEHHWE JIMYHOW TaWHBI U
KOH(UICHIIMATFHOCTH TIEPCOHANBHBIX JIaHHBIX, HMEIOIMUXCS B HHPOPMAIIMOHHBIX
CUCTEMaX;

COXPAaHEHHE TOCYIapCTBEHHON TaliHbl, KOH(PHUIECHUMAIBHOCTH JOKYMEHTHPOBAHHOM
uHbopMauu B COOTBETCTBUU C 3aKOHOAATEIBCTBOM;
o0ecnieyeHrne MpaB CyObEKTOB B HMH(GOPMAIMOHHBIX Hpoleccax M IpH pa3palboTke,
IPOU3BOJCTBE M INMPUMEHEHWU HH(OPMALMOHHBIX CUCTEM, TEXHOJOTHMH U CPENCTB HX
oOecrieueHusl.

Cratps 21. 3ammra nHpOpMaIIu
1. 3amurte mnOANEKHUT m0Oas JOKYMEHTUPOBaHHAs WHGOpMAalLKsi, HEMpPaBOMEPHOE
oOpalieHue ¢ KOTOpPOM MOXKET HaHecTH ymepO €€ COOCTBEHHHKY, BIaJeiblLy,
MOJIb30BATENIO u UHOMY JUILY.
Pexum 3aIUTHI uH(pOopMaIuu YCTaHABIIMBAETCA:
B OTHOILIIEHWHU CBEIECHUHN, OTHECEHHBIX K TOCYJapCTBEHHOHN TailHE, - YIOJHOMOYEHHBIMU
opraHamu Ha ocHoBaHuu 3akoHa Poccuiickoit ®enepanun "O rocygapcTBEHHOU TaiiHe";
B OTHOLICHUHM KOH(PHICHIUMAIBHON JOKYMEHTHPOBAHHOW MH(OpMALUU - COOCTBEHHUKOM
MH(OPMALIMOHHBIX PECYPCOB WM YIIOJIHOMOUYEHHBIM JIUIIOM HAa OCHOBAaHUM HACTOSILIErO
denepalibHOTO 3aKOHa;
B OTHOIIEHUU NIEPCOHANBHBIX JTAHHBIX - denepabHBIM 3aKOHOM.
2. Oprassl rocyJapCTBEHHOH BJIACTU U OPTaHU3alUU, OTBETCTBEHHBIE 32 (POPMUPOBAHUE U
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UCIOJIb30BaHUE MH(POPMALIMOHHBIX PECYPCOB, MOJICKALIUX 3alllUTe, a TAKXKE OpraHbl U
OopraHu3aluM, pa3padaTbiBalONIME M NPUMEHSIONME HHPOPMAIIMOHHBIE CHUCTEMBI U
MH(}OpMAIIMOHHBIE TEXHOJIOTUU JIJIsi OPMUPOBAHUS U UCIIOJIH30BAHUSI MH(POPMAIIMOHHBIX
pPECypCcoB C OrPAHMYEHHBIM JOCTYIIOM, PYKOBOJICTBYIOTCSI B CBOEWU JI€ATE€IbHOCTH
3aKOHOJATEJIHLCTBOM Poccuiickoi denepanum.
3. KonTponp 3a coOmoaeHreM TpeOOBaHWM K 3amure MHGOPMALMK W 3KCIUTyaTaluuen
CHEIUATBHBIX TMPOTPAMMHO-TEXHUUYECKHX CPEJCTB 3alllUThl, a TaKXke OOecleueHue
OpraHU3allMOHHBIX MEp 3alUuThl  WHGOPMAIIMOHHBIX CHCTEM, 00pabaThIBAIOIINX
uHOpMAIMI0O C OTPAaHUYEHHBIM JIOCTYIIOM B HETOCYJApPCTBEHHBIX CTPYKTypax,
OCYILIECTBIISIFOTCSI OpraHaMu TOCYJIapCTBEHHOM BilacTH. KOHTpOIb OCYIIECTBISETCA B
MOPSJIKE, OIpPEALIISIEMOM [IpaBuTETHCTBOM Poccuiickoi denepanum.
4. Opranuzanuu, o0padaTbiBaOIIMe HHPOPMAIIUIO C OTPAHUYCHHBIM JTIOCTYIIOM, KOTOpas
ABJISICTCSI ~ COOCTBEHHOCTBIO  TOCYJapCTBa,  CO3JAIOT  CHEIUAJIbHBIE  CIYKOBI,
o0ecreynBaroye 3aIIUTY uH(popmanuu.
5. CoOcTBeHHUK HMH(POPMAIMOHHBIX PECYPCOB WJIM YMOJHOMOYEHHBIE MM JIMIA UMEIOT
MPaBO OCYIIECTBIISITH KOHTPOJIb 32 BBIMOJIHEHUEM TpeOOBaHU MO 3aiuTe HHOOPMALNK U
3anpenaTs WK MPUOCTAHABIMBATh 00paOOTKy MH(POPMALMKM B CIy4ae HEBBINOJHEHUS
ATUX TpeOOBaHMIA.
6. CoOCTBEHHUK WJIM Biajelnel] JOKYMEHTHPOBaHHOM MH(pOpMaluy BIIpaBe 00paliaTbes B
OpraHbl TOCYJApCTBEHHOM BJIACTH ISl OLUEHKU MPAaBWIBHOCTH BBINOJHEHUS HOPM U
TpeboBaHMil 1O 3amuTe ero uHbopMmaluMu B HHGOPMAIMOHHBIX  CHCTEMaXx.
CootBercTBytomue opranbl onpeaensier IlpaButenbctBo Poccuiickoit denepanuu. T
OpraHbl COOJIOAAIOT YCIOBUSA KOH(PUACHIIMAIBHOCTA caMOi MH(OpPMAIUU U PE3yJIbTaTOB
MIPOBEPKH.

Cratbst 22. IlpaBa u 00s3aHHOCTH CyOBEKTOB B 00JacTH 3auIuThl HH(pOpMaNUU
1. CoOCTBEHHUK [OKYMEHTOB, MAacCHBa JIOKYMEHTOB, HWH(MOPMAIMOHHBIX CHUCTEM WU
YIOJIHOMOUYEHHBIE UM JIMIIAa B COOTBETCTBUU C HactoamuMm DenepaibHbIM 3aKOHOM
YCTaHABIMBAIOT TOPSAJOK TMPEAOCTABICHHS IOJB30BATENI0 HMHGOPMAIUU C yKa3aHHUEM
MecTa, BPEMEHH, OTBETCTBEHHBIX JOJLKHOCTHBIX JIMII, a TAKXKE HEOOXOJIUMBIX MPOLEIYp U
00ecreynBaroT YCIIOBHUS aocTyna M0JIb30BaTENEH K uH(pOpMaInu.
2. Bmagenem JOOKyMEHTOB, MacCHBa JOKYMEHTOB, WH()OPMAIMOHHBIX CHCTEM
o0OecrieunBaeT YpPOBEHb 3alIUTHl MH(OPMALUA B COOTBETCTBUU C 3aKOHOJATEIHCTBOM
Poccuiickoiu Oenepanum.
3. Puck, cBsA3aHHBIM C HCIOJIB30BAHUEM HECEPTU(PUIIMPOBAHHBIX HH(POPMAIIMOHHBIX
CUCTEM M CPEJICTB UX OOECTEUEHHUs], JIEKUT Ha COOCTBEHHUKE (BJIaJEIblIe) ITUX CUCTEM U

CPEICTB.
Puck, CBS3aHHBIN  C  HCHOJIb30BaHUEM  HHMOpMaIuH, NOJIyYeHHOU U3
HEeCepTUDUIMPOBAHHOM  CHCTEMbI,  JIGKUT  Ha  moTpedutene  MHGOPMALIMH.

4. CoOCTBEHHUK JOKYMEHTOB, MAacCUBa JIOKYMEHTOB, HH)OPMAIIMOHHBIX CHUCTEM MOXET
oOpamarbCsi B OpTraHHW3aIlid, OCYIICCTBISIIONINE CEPTU(DUKAIUI0 CPEACTB 3aIUThI
UH(DOPMAITMOHHBIX CHUCTEM W HH(POPMAIIMOHHBIX PECYPCOB, ISl MPOBEACHUS aHAIN3a
JOCTaTOYHOCTA MEp 3aIlUTHI €r0 PECYpCOB U CHUCTEM W TOJYYCHHUS KOHCYJIBTAIIHM.
5. Bmagenerny mOKyMEHTOB, MaccuBa JOKYMEHTOB, WH()OPMAIMOHHBIX CHUCTEM O00s3aH
OTOBEIIAaTh COOCTBEHHHMKA WH(MOPMAIIMOHHBIX PECypcoB U (WiH) HH(POPMAIMOHHBIX
CUCTEM O  Bcex  (akrax  HapylmeHHs  peKMMa  3alUThl  HUHGOpPMAIIHH.
Cratest 23. 3amura npaB cyObekTOoB B cdepe HHGOOPMALMOHHBIX MPOIECCOB U
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uH(popMaTH3aLUU

1. 3ammura mpaB cyObekTOB B cdepe dopMupoBanus HHOOPMAIIMOHHBIX PECYpPCOB,
MOJIb30BaHUSI MH(POPMALIMOHHBIMU PECYpCaMU, pa3pabOTKH, MPOU3BOACTBA U MPUMEHEHHUS
MH()OPMAIIMOHHBIX CUCTEM, TEXHOJIOTHMM U CPEACTB MX 00ECIeUeHUs OCYIIECTBISETCS B
LEJSIX MPEeaylpeKIeHUs IPaBOHAPYILICHUN, IIPECEUYCHUsT HENPABOMEPHBIX JACHCTBUU,
BOCCTAQHOBJICHUS HApYIICHHBIX TMpaB ® BO3MCIICHHWS NPUYMHEHHOTO  yIepoa.
2. 3amura npaB CyObEKTOB B yKa3aHHOW c(epe OCYIIECTBISETCS CYI0M, apOUTPaKHBIM
CyJIOM, TPETEUCKUM CYyJIOM C Yy4e€TOM CHEeIU(UKN TPABOHAPYIICHUWH W HAHECEHHOTO
yiiepoa.

3. 3a mpaBoHapymieHHs TpU padoTe C JOKYMEHTHPOBAHHOW WH(pOpMalUei OpraHbl
roCyJapCTBEHHOM BJIACTH, OPTAHU3AIMHN U X JTOJDKHOCTHBIE JIUIA HECYT OTBETCTBEHHOCTh
B COOTBETCTBHHM C 3aKOHOAATEILCTBOM Poccuiickoit deaeparuu u cyobekToB Poccuiickoit
denepanum.

st paccMOTpeHHMS KOH(MDIMKTHBIX CHUTyallMid M 3alluThl MpaB YYaCTHUKOB B cdepe
dbopMHpOBaHUS W  HUCIOJNB30BAaHUS HWH(DOPMAIMOHHBIX  PECYPCOB, CO3MaHUS U
WCITOJIB30BaHUs HWH(POPMAITMOHHBIX CHUCTEM, TEXHOJOTHH W CPEICTB HMX OOECIICUCHUS

MOTYT CO3/1aBaThCs BPEMEHHbIE 151 ITOCTOSTHHBIE TPETEHUCKHUE CYyIBL.
Tpereiickuii cy1 paccMaTpuBaeT KOH(MIUKTHI U CIOPHI CTOPOH B MOPSAJKE, YCTAHOBICHHOM
3aKOHOJATEIbCTBOM 0 TPETEUCKUX Cynax.

4. OTBETCTBEHHOCTb 3a HApYIIEHUS MEXAYHapOJAHBIX HOPM U MpaBWil B 00JIACTH
GopMUpOBaHUS U  HCIOJIB30BaHUS HH(MOPMALMOHHBIX PECYpPCOB, CO3JaHUA U
UCIIOJIb30BaHUsl MH(POPMALMOHHBIX CHUCTEM, TEXHOJOTHMH M CpEeNCTB UX 0OecreyeHUs
BO3JIAra€TCsi Ha OpraHbl TOCYJAapCTBEHHOW BIACTH, OpraHU3allMM M TpaxJgaH B
COOTBETCTBHUH C JOIOBOPaMH, 3aKJIIOYECHHBIMU UMU C 3apyOEKHBIMU (PUPMaMU U IPYTUMU
napTHEpaMHM C y4€TOM MEXAYHapOIHBIX JIOTOBOPOB, paTU(UUUpPOBaHHBIX Poccuiickoi
denepanuen.

Cratbs 24. 3amura npaBa Ha TOCTYTI K uHbOopMaIuu
1. Otka3 B AoCTyme K OTKPHITOH WHGOpPMAlMU WIH TMPEIOCTABICHHUE MOJIb30BATEISIM
3aBEIOMO HEJOCTOBEPHON MH(POPMAIMN MOTYT OBITH 00XKaJIOBaHBI B Cy/IeOHOM TMOPSJIKE.
HewncnonHnenne win HeHaJUIeKallee UCHOJHEHHE 00s3aTE€NbCTB IO JI0rOBOPY IMOCTaBKH,
KYIUIU-TIPOJaXXH, MO ApyruM ¢opMaM oOMeHa HH(POPMAIMOHHBIMH PECYpPCaMH MEXIY
OpraHu3aLMsIMU paccMaTpuBarOTCs apOUTpaXKHBIM CyJIOM.
Bo Bcex cimydasx isuna, KOTOPBIM OTKa3aHO B JOCTylle K HHGpOpMaluu, U JINILA,
MOJIyYMBIIME HEAOCTOBEPHYIO HH(POPMALIMIO, UMEIOT NPAaBO Ha BO3MEIIEHNUE IOHECEHHOTO
MU yiiepoa.
2. Cyx paccmaTpuBaeT CHOpbl 0 HEOOOCHOBAHHOM OTHECEHUHM MH(OpMAalMM K KaTeroOpuu
MH(pOpMallUl C OTrPaHUYEHHBIM JOCTYIIOM, MCKM O BO3MELIEHUM yIIepOda B cCllydasx
HEOOOCHOBAHHOTO OTKa3a B MPEJOCTAaBICHUM HH(OPMALMK TOJIb30BAaTENAM WIH B
pe3ynbrare IPYrux HapyLIeHUI npas II0JIB30BATENEH.
3. PykoBoauTenu, Apyrue CiyxKailde OpraHOB TOCYJapCTBEHHOW BJIACTH, OpraHU3allui,
BUHOBHBIE B HE3aKOHHOM OTPaHUYEHHUU JOCTyNa K MHPOpPMAIMU U HApYUICHUH PEKUMa
3alUThl  MH(POpPMAIMU, HECYT OTBETCTBEHHOCTh B COOTBETCTBUU C YTOJIOBHBIM,
IpaXJaHCKUM 3aKOHOJATEeIbCTBOM M 3aKOHOAATEIbCTBOM 00 aJMUHUCTPATHUBHBIX
IIPaBOHAPYLIEHUSX.

Cratess  25. Bcerymmenme B cminy  Hacrosuero  DenepanbHOrO  3aKOHA
1. Hacrosimmii ®epepanbHblii 3aKOH BCTYMAaeT B CHIYy CO JHSA €ro O(HUIMAIbHOIO
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OmyOJIMKOBAHUS.

2. IIpennoxuts Ilpesunenty Poccuiickoir ®enepanuyd NPUBECTH B COOTBETCTBUE C
HACTOSAIINM denepanbHbIM 3aKOHOM W3/1aHHBIE UM IIPaBOBbIE aKTBhl.
3. [TopyunuTts [IpaBuTENBLCTBY Poccuitckon denepauuu:
MIPUBECTH B COOTBETCTBUE C HACTOSIMM DeepanbHbIM 3aKOHOM U3/JaHHBIE UM MPABOBHIC
aKThI;

IIOATOTOBUTL M BHecTH B l'ocynmapctBenHyro Jlymy B TpexMeECS4HbBId CpPOK B
YCTAHOBJICHHOM TMOPSJIKE MPEIJIOKEHUS O BHECEHHMM W3MEHEHHM W JONOJHEHUW B
3aKOHOJATeNbCTBO Poccuiickonn ®eaepanmyd B CBS3M € NPUHIATHEM HACTOSIIETO
denepanbHOTO 3aKOHa,;
MPUHATH HOPMATHUBHBIC MPABOBBIC AaKThI, OOECIICUUBAIONINE PEATU3ANUIO HACTOSIIETO
®denepaabHOTO 3aKOHA.

[Ipe3unent Poccutickoit denepanuu b.Ensiiuna

3. OTHET O PABOTE JOJI’)KEH COAEPKATD.

1. OTBeTHI HA KOHTPOJIbHBIE BOMPOCHI.
4. KOHTPOJIBHBIE BOITPOCHI.

1. K xakoM HOpMaTMBHOM aKTe 3aKkperuieHo noHsatue ['ocynapcrsenHas taiia'"?

2. laete onpenenenue noHATHs "KoH(puaeHIHanbHas nHpopmanus'.

3. Ha3oBuTe Tpu cTE€NEHU CEKPETHOCTH, KOTOPbIE ObLIM YCTAHOBIIEHHBI 3aKOHOM "O
roCyJlapCTBEHHOM TalHe".

4. KakuMy HOpMaTUBHBIMHU aKTaMH PETTIAMEHTUPYETCS TOPSAIOK OTHECEHUS TOKYMEHTOB
K TOCYyJapCTBEHHOU TalHE.

5. Kakue 0CHOBHbIE IPUHIUIIBI JOJKHBI ObITh COOJIIOJIEHBI ITPU OpraHU3aluu padoThI C
JOKYMEHTaMH OTPaHUYEHHOIO JTOCTYIIA.
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