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OBIIUE ITOJIO)KEHUA

B cootBercTBuM ¢ 3akoHoM Poccuiickoit denepanun “O Henpax”, Yka3zom I[Ipesunenra Poccuii-
ckoii deneparuu 00 yTBEpkKASHUH NoJoxkeHus 00 ApxuBHoM ¢onzae Poccuiickoii deneparuu u [o-
noxxkeHust o ['ocyaapcTBeHHOM apXWBHOU ciryk0e Poccuu, paboTel o GOpMHUPOBAHHIO, XPAHCHHUIO U
WCTOJIB30BAHUIO TOCYJAPCTBEHHBIX WH(POPMAIIMOHHBIX PECYPCOB B O0JIACTH HEAPOIOJIb30BAHUS OCY-
miecTBisitorest Poccuiickum enepanbabiM reonoruueckum poumom (Pocreondonmgom), Tepputopu-
anpHbIMU Teonorudeckumu Gougamu (TT'D), a Takke psIOM CHIEMUATM3UPOBAHHBIX T'€OJOTHIECKUX
(dhoHI0B, 00pa3zyeMbix MUHHUCTEPCTBOM NMPUPOIHBIX pecypcoB Poccuiickoit Deneparium.

TeppuropuanbHbie U CHEIHATU3UPOBAHHBIC T€OIOTUYECKUE (POHIBI B HACTOAIIEE BpEMs aKTUBHO
OCHAIIAIOTCSl KOMIIBIOTEPAMHU, B MPAKTUKY UX JEATEIbHOCTH BHEIPSIOTCS COBPEMEHHBIE KOMITBIOTEP-
HBIE TEXHOJIOTHH, 00ECIIeUYNBAIOIINE ONEPATUBHBINA cOOp MHPOPMALIMU, MHOTOBAPUAHTHYIO ¥ MHOTO-
IJIaHOBYIO ee 00paboTKy u nepenady B Pocreondonn. Pocreondonn ocymectruser GopmupoBaHue u
BeZieHHe OaHKa JaHHBIX (POHIOBOW reosiorndyeckoil nHpopMmanuu (eaepalbHOr0 YpOBHS KaK 4acTH
INocynapcTBenHOTO OaHKa IU(PPOBOI TeoI0rnYecKOr HH(DOPMAITUH.

B npouecce pabotsl ¢ nnppoBoii reosornueckoil nHpopmanuen U ee mepeaadl BOSHUKAeT HE00-
XOJUMOCTb CTPOTOro yuyera MH(OpMaluU, MPEJCTABICHHON HAa MAIIMHHBIX HOCUTENAX, perjaMeHTa
MIPOLIECCOB €€ HAKOIUICHHUS M aKTyaJIM3alliH, XPAaHCHUS W TIepeavyd MOJIb30BaTellsIM (BHYTPCHHUM H
BHEIIIHUM ), Tiepeaaun oT opranuzanuii B TT'®, ot TI'® B Pocreondons.

B mpoueccax HakoruieHuss UH(GOpPMAIMKM HA MAIIMHHBIX HOCHUTENSIX JOJDKHBI OBITh 00€CIeYeHBI
MOJIHOTa U JIOCTOBEPHOCTh, @ B IpoOLleccax IMepelayd M HCIOJIb30BaHMS - ee 0e3yCJOBHas COXpaH-
HOCTb.

OTUM LEeNsM CIYKUT HACTOSIIME peKOMEeHAaluH, paspadoraHHble PocreonoHmnoM Ha OCHOBE
COOCTBEHHOTO OMBITAa PA0OTHI ¢ KPYMHBIMH M Pa3HOIIAHOBBIMHU IO TEMAaTHKE MacCHBaMU MHQOpMa-
LMY HAa MAalIMHHBIX HOCUTEIIAX, C YUETOM OIIbITa PETMOHAIBHBIX U CIIELUATU3UPOBAHHBIX KOMIIBIOTEP-
HBIX LEHTPOB MUHHCTEPCTBA NPUPOIHBIX pecypcoB Poccuiickoii Penepannu, Ipyrux OpraHu3alui, ¢
yayetoM TpedoBanuii 'OCT 28388-89 (JlokyMeHTHI Ha MAarHUTHBIX HOCUTEIISIX JaHHBIX).

PekoMeHpanuu perasaMeHTHPYIOT MpoLecchl pabOThl ¢ MAIIMHHBIMM HOCHUTENSIMU B TEPPUTOpPHU-
QJIBHBIX, CIICIMATM3UPOBAHHBIX Teosorndeckux (Gonaax u B Pocreondonse.

[TpuHIMIIBI ¥ METOABI pabOTHI ¢ HH(OPMAIIHEH HAa MAITUHHBIX HOCUTENSX, U3I0KEHHBIE B HACTO-
AMUAX PEKOMEHIAIUAX, MOTYT OBITh UCIIOIB30BaHbI U TIPH 00ECIIEUYEeHNH B3auMOAeCTBUS MexX Ty TT @
U OpraHu3alUSIMU-TIPOU3BOIUTENAMU MHPOpMaluU (MapTUSIMM, SKCHEAULUAMHU, NPEANPUATUIMU U

ap.), TT'® u nHPOpMaALMOHHO-KOMIIBIOTEPHBIMHU LIEHTPAMHU.
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CIIACOK MMPUHSTBHIX COKPAIIIEHUN
B3 - 6ananc 3amacos;
I'B3 - N'ocynapcTBeHHBII OaaHC 3aMacos;
I'KM - I'ocynapcTBEHHBIN KaJacTp MECTOPOKIACHMI;
I'M]] - ruOKuii MarHUTHBIN OUCK — "auckeTa';
I'PP - reonoropasBeounbie paboTHI;
I - nyOnukaT JOKyMeHTa;
JAM - NOKyMEHT Ha MalIMHHOM HOCHUTEJE;
JCII - xoxn rpuda "ans ciykeOHOTOo MoJIb30BaHUA";
K - konusa nokymeHra;
Kb - kmmoGait
KT - xox rpuda "kommepueckas TaifHa";
JIIT - muueH3nOHHBIE NTacopTa;
MJI - )XeCTKHU MarHUTHBIN JHCK;
MH - MamuHHBIA HOCUTEIb;
MH3 - MalMHHBIA HOCUTEIb 3aII0JIHCHHBIN (C 3aIHChIO);
MO/ - MarHUTOONITHYCCKUIN JIHCK;
MUJI - marauTHas JICHTA;
O/ - onTHYeCKui TUCK;
I1 - mogIMHHUK JOKYMEHTA;
I1C - mporpaMMHBIE CPENICTBA;
C - xox rpuda "cexperHo";
CC - xox rpuda "coBepIIeHHO CEKPETHO";
TI'® - TeppuTOpHATBHBIN I€OIOTHUECKU POHT;
TOO - TeXHUKO-2KOHOMHYECKOE 000CHOBAHHME;
TOC - TeXHUKO-PKOHOMUYECKHUE COOOpaKEHUS;

TO]I - TEXHUKO-9KOHOMUYECKHUM TOKIIA].
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WNudopmarus o reoJoruueckoM U3ydeHUH Heap, coOupaeMas U XpaHHMasi B CUCTEME
(eneparbHOTO, CIENNATH3UPOBAHHBIX M TEPPUTOPHAIHHBIX (POHIOB B COOTBETCTBUH C
JIOKYMEHTaMHU, PErIIaMEHTUPYIONIMMH WX JEATSILHOCTh, a Takxke HmH(opMaIus, oopa-

3YIOIIAasAcs B pe3yiabTaTe 00pabOTKHU MOMyUYEeHHBIX (DOHIAMH TaHHBIX.

DIeMeHT JaHHBbIX, KOTOpBIﬁ BBIpaXXacT OMPCACICHHYIO XapaKTCPUCTUKY NOKYMCHTA U

nMeet ums u 3aaderne (MCO 8613/1).

JlokyMeHT kakoro-nu0o BUA, TOJXYYCHHBIN TyTeM 00pa0OTKU U3 JOKYMEHTa APYroro
Brga. Heckompbko BTOPHYHBIX OKYMEHTOB Pa3HOTO BHIA MOTYT OBITH IONYYEHBI U3
OJIHOTO TIEPBHYHOTO JOKyMeHTa. OJUH BTOPUYHBIA JOKYMEHT MOXET OBITh MOJYyYCH

N3 HECKOJIBKUX IMEPBUYHBIX JOKYMEHTOB Pa3sHOI'O BHAA.

JIOKyMEHT WACHTUYHBIN WM ayTeHTUYHBIN MOAJUHHUKY, B KOTOPOM HMMEETCS yKa3a-
HHE O TOM, YTO 3TOT dK3eMIunsip JAM sBusercs myOmmkarom. JlyOnmKaTr MCIOIB3YIOT
JUTSL CO3JIaHUS CTPAaxOBOTO (hOHJIA, M3TOTOBJICHUS KOIUM, BOCCTAHOBJICHUS TOJTMHHU-

Ka.

JIOKyMEHT WACHTHYHBIA WM ayTeHTHYHBIH MyOnuKaTy Wi MoJIMHHHKY. Komuu mc-
HOJB3YIOT IJIS1 HETIOCPEICTBEHHOI'O NIPUMEHEHHs B MpoLeccax YIpaBICHUs, IKCILTya-
TallUM, KOHTPOJISA, IS BBLAAYM I10JIb30BaTEN0 U T.1. Komus MO)KeT HCIIoNIb30BaThCs

JIUISE I3TOTOBJICHUS KOTIHH.

JIOKyMEeHT Kakoro-iu0o BU/A, MOJYYCHHBIH B pe3yJIbTaTe UCCICIOBaHU, pa3paboTKH,
MIPOEKTUPOBAHUS, KOTOPBIA MOXKET OBITH MCIIONIB30BaH KaK MCXOMHBIA IS TOTYUSHHS

JOKYMEHTOB JPyroro BujAa (BTOPUYHBIX JJOKYMEHTOB).

JlokyMeHT, BBITIOJIHEHHBIH, 0OPMIICHHBIM W yIOCTOBEPECHHBIN ITOTMHHBIMH TI0ITH-
CSMH, O KOTOPOM HMEETCs yKa3zaHHe, 4YTO ATOT 3k3eMIuisip [AM sBisercs moIIuHHU-

KoM. [ToTHHHUK UCITONB3YIOT JJIST U3TOTOBJICHUS AyOTMKATOB M KOTTHA.

ChemHas (bPIBI/I‘{CCKaﬂ CINHHLIA 3aHOMI/IHaIO].LleI\/’I Cpeabl (HaanMep, KaTylika ¢ mar-

HUTHOM JIEHTOW, THOKWUH MarHUTHBIN THCK).



1. MAINIMHHBIE HOCUTEJIU NTHOOPMALIUN
K MalIMHHBIM HOCHUTENSIM OTHOCATCS:

MarHUTHBIE JICHTHI;

JKECTKHE MarHUTHbIE JTUCKH;

rHOKHEe MarHUTHBIC JUCKH;

ONTUYECKUE JIUCKHU;

MarHUTOONITUYECKHE JUCKH.

Bce BollenepevrcaeHHbIe BUAbI MAIIMHHBIX HOCUTENEH MOTYT MCIIOB30BaThCA ISl XpaHEHUS U
nepenadn GOHIOBOI reoJornuecKoil nHpopMaui. BeIOOp TOro WM MHOTO THIIA HOCUTENS 3aBUCHT
OT TEXHMYECKOT'0 OCHAIEHHsSI KOHKPETHOW OpraHW3allid, 3aHUMAIOIICHCs] MPOM3BOACTBOM WJIH COO-
POM T€0JIOTUYECKOI HH(OPMAIIHH.

XpaHnenue 00JbIIUX 00bEMOB MH(GOpPMAIMK B I'eOJOrMYECKHX (OHAAX OCYIIECTBISIETCS Ha ap-
XHMBHBIX YCTPOMCTBax JICHTOYHOTO THIIa OOJIBIIION €MKOCTH HJIM Ha MAarHUTOONTHYECKUX AHMCKax (B
Pocreondonne).

[Tpu HeGoMpIIMX 00BEMax XpaHEHHE U Mepeaada MHPOPMAIMKH OCYIIEeCTBIISIETCS Ha THOKUX Mar-
HUTHBIX JUCKaX.

B Hacrosiee BpemMsi Ha MalIMHHBIX HOCUTEISAX B Teosiorndeckux (ponmax Gopmupyrorcs ciemy-
rorue 6a3bl JaHHBIX:

- TOCYTapCTBEHHOTO KaJaCcTpa MECTOPOXKICHHI U MPOSBICHUN TIOJIE3HBIX NCKOTTAEMBIX;

- TOCYIapCTBEHHOT0 OajaHca 3a1acoB MOJIE3HBIX HCKOMIAEMbIX;

- JIMIIEH3UOHHBIX JIOKyMEHTOB;

- YUETHBIX JOKYMEHTOB T10 BCEM BHUJIaM I'e€0JOIMYECKON N3yUEeHHOCTH;

- YYETHBIX JOKYMEHTOB TIO0 TOCYJapCTBEHHOW perucTpamud padoT IO TeOJOTHIECKOMY

W3YyYEHUIO HETp.

Jnst hopMupOBHUS YKa3aHHBIX 0a3 TaHHBIX PEKAMEHIyeTCs MCIOJIb30BaTh MPOTPAMMHEIC CpEl-
cTBa, pazpadoranusie Pocreondonnom. Ilepenaua nnpopmanuu u3 TeppuropuanbHbeix GoHa0B B Poc-
reosiOHT OCYIIECTBISETC BO BHYTPEHHHX (hopMmaTax 0a3 JaHHBIX, YTO 0OeCIeunBacT aBTOMATHYC-
CKoOe coBmajieHne Gpopmaros.

B cmyuae wucmonp30BaHWS WHBIX MPOTPAMMHBIX CPENCTB Iepefada MaHHBIX B Pocreondonn
JIOJDKHA OCYIIECTBIATHCS B (popmarax, coriacoBaHHbIXx ¢ Pocreondonnom. Cosmanenue ¢opmaToB
obecrieunBaeT TT'®. Onucanne neUCTBYIONIMX CTPYKTYp U hopmaToB Pocreondona nepenaer Ha nuc-

KeTtax 1o 3agBke TI'O.
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[IpencraBnenue B QenepaiabHbIl U TEppUTOPHUATIBHBIE I'e0NornYeckre GOHIbI OTYETOB O PE3YJlb-
TaTax TEeOJIOTMYECKOT0 W3YYEHHUs W HUCIOJIb30BAaHUS HEJP HAa MAIIMHHBIX HOCHUTENSIX JOITYCKaeTCs
TOJILKO COBMECTHO € 3K3EMILUIIPOM 3TOr0 OTueTa Ha OyMakHOM HocuTese, OpOpMIICHHBIM B COOTBET-
CTBUHU C TpeOOBaHUEM JEHCTBYIOIIMX CTAaHAAPTOB, MHCTPYKTUBHO-METOAMYECKUX IOKYMEHTOB Ap-
xuBHOI Ciry>x0b1 Poccun 1 MunucTepcTBa npupoIHbIX pecypcoB Poccuiickoit deneparuu.

TekcToBast U WTIOCTpaTUBHAsI YaCTH OTYETOB, a TaKXkKe rpaduueckue NpUI0KEeHUs ePEeBOASTCS
Ha MalIMHHBIE HOCUTEIH pa3/eibHO U MPEACTaBISIOTCA B (peepanbHblil U TeppUTOpUaIbHble (OH/bI
KOMIUIEKTHO.

WNudopmanus Ha MaIlIMHHBIX HOCUTENSAX JOJDKHA OBITh JOKYMEHTHpoBaHHOW. [lepenaya mamums-

HBIX HOCHTENEH 0pOpMIISIeTCS B COOTBETCTBUH C TPEOOBAHHMSIMH HACTOSIIINX PEKOMEHIAIINH.

2. OPOPMJIEHUE MAILIMHHBIX HOCUTEJIEN
NHOOPMAIIUA C 3ANIUCHIO

Bce mammnnble Hocutenu ¢ 3anuchkio (MH3), noctynaromue B reosorudeckuii GoHI U3 Jpyrux
OpraHu3alMil WK CO3/1aBaEMbI€ Ha MECTE, MTOJIEKAT YUeTy.

Ha xpanenue npuHUMarOTCs TOJIBKO Haexanmm oopasom opopmienusie MH3 BMecTe ¢ corpo-
BOJUTEIIbHON TOKYMEHTALIUEH.

2.1. Ilpasuna oghopmnenusn Imukemku MawUHHO20 HOCUMeA

Kaxnprit MH3, npuHuMaeMblii Ha XpaHeHHE B T€OJIOTUYECKHN (POHJ, TOJKEH MMETh STHKETKY,
HaKJICEHHYIO HA HECHhEMHYIO YacTh YIAKOBKHU HOcHTENs (Tabum.1).

Tabnura 1
OTUKETKA MAIIIMHHOI'O HOCUTEJIA

Opraau3anusi-
W3TOTOBUTEIH

HasBanue
IOKyMEHTa

OrpaHIINTEITEHBII Hara
rpud W3TOTOBJICHUS

Perucrpanuonnsiit Homep MH3 Mara peructparuun MH3




[lepenatoiiast opranu3anyst 10JXKHa 3alI0JHUTH YEThIPE MEepPBbIe rpadbl HA ITUKETKE.

B rpade “Opranu3zanus-u3roroBuTeNb’” yKa3blBaeTCsl HAMMEHOBAaHUE NepeJarolieil OpraHu3alyH.

B rpade “HazBanme mokymeHTa” KpaTKO MEPEUUCISIOTCS TOKYMEHTHI, 3allMCaHHbIE HA JTaHHOM
MH3.

Hanpumep: “Ilacnopra 'KM”, “bananc xene3Hbix pya” U T.1.
B rpade “OrpannunTensubiii Tpud’ nmpocTasiseTcs rpu¢ 3anucanubix Ha MH3 10KyMeHTOB.
Hanpumep: CC, C, ACII, xoudpunenuuansao, KT.
B rpade “/laTa n3rotoBneHus” yKa3bIBA€TCSA YUCIO, MECSI] U TOJ TOJATOTOBKH JTOKYMEHTA Ha HO-
CUTeJe.
[Tpumeuanue.  JlokymeHTsl, umerommue rpud “C” u BbIIIe, JOJKHBI ObITH 3alTUCAHbl HA OT-
JIeIbHOM HOCHUTEJIE.

[Tarast u mecras rpadpl STUKETKH 3aMOTHAIOTCS PUHUMATOIIEH CTOpOoHOM npu pueme MH3.

2.2. Ochopmnenue sedomocmu mMawiuHHO20 HOCUMENA

ConpoBOIUTENBHBIM JOKYMEHTOM IpHU MEpeaadye MAIIMHHOIO HOCUTENS C 3alMChI0 Ha XpaHEHUE
cnykut Benomocth MH3 (Tab1.2), koTopasi momkHa ObITh OopMIIeHa JTUIIOM, HETIOCPEACTBEHHO 3a-
HUMAaBIIMMCS U3roTOBJIeHHEM nanHoro MH3.

2.2.1. 3anonnenue eedomocmu nepeoarouieit CmopoHoil

Nzrorosutens MH3 3anonnseT Bce rpadpl HA JIMIIEBOM CTOPOHE BEAOMOCTH, KOTOPBIE HAXOATCS
MO/ 3ar0JIOBKOM ““3amoJIHAETCs Mepeatolieid CTOpOHOM .

B rpade “HanmenoBanue nepenaromieil opranu3aniy’ yKa3bIBaeTCs TOJHOE Ha3BaHHE Mepe/iato-
LIEW OpraHu3aluu.

B rpade “/lata nepenaun’ yka3pIBaeTCsl YUCI0, MECSI] M TOJI 3aII0JIHCHUS BEJOMOCTH.

B rpade “Orpannunrensheiii rpud” mpocrasisercs cokpamiennoe obosnadenue rpuda: JICII, C,
CC, xondpunennuansuo, KT.

B rpade “Bun MH” yka3ssiBaetcs cokpamiennoe obo3znauenue nocurens: MJL, TM/I, OJ], MO/L.
B rpade “Emrocts MH” yka3biBaeTcsi oJTHAsi EMKOCTh COOTBETCTBYIoero MH B Merabaiitax.

B rpade “Homep ToMa” mpocTaBisgeTcs HOMEP TOMA, OIHUCBIBAEMOT0 JTaHHOM BegoMocTero MH3.
2
I'pada 3amonHsieTcst B cilydae 3allUCH OJHOTO JOKyMeHTa (Hampumep, otdera o I'PP) Ha Heckoabkux

MAaIINMHHBIX HOCUTCIIAX.



8

B rpade “Obmuiee komuuecTBO TOMOB” yKa3bIBaeTcsi 00I1ee KOJIMYECTBO TOMOB, Ha KOTOPBIX 3alH-
CaH JIaHHBIA TOKyMeHT. ['pada 3amonHseTcs B cirydae 3alucl OJJHOTO IOKYMEHTa Ha HECKOJBKUX Ma-
UIMHHBIX HOCUTEIISX.

B rpade “Dopmar npeacraBineHus JaHHBIX yKa3biBaeTcs opmat daiina nanaeix Ha MH.

Hanpumep: tekcroas - ASC II, MS Word u 1.1.

rpapuueckas - PCX,TIF u T.1.
6a3a gaHHbIX - dbf., db. u T.1.
AJIEKTpOHHAs TabIMIIa - Ha3BaHUE

[Tpumeuanue: 17 TEKCTOBOM MH(OPMAIIUH KeJIaTeIbHO YKa3bIBaTh UCIIOJIb3YEMbIH IIPUPT.

B rpade “Tun ncnonap3zyeMoro apxuBaropa’ yKa3bIBaeTCs Ha3BaHUE MPOrpaMMbI-apXHUBATOPa, €C-
JM MaTepHall MpeJCTaBiIseTCs] B 3aapXMBUPOBAHHOM BHJie. B mpoTuBHOM cilydae B rpade CTaBUTCA
poYepK (PEKOMEHIyETCS HCIIOIb30BaTh apXUBaTopkl: pkzir, arj, pkarc, rar).

B rpage “Ha3Banue qokyMeHTa” KpaTKO NEPEUUCISIOTCS BCe Ha3BaHUs IOKYMEHTOB, 3alTUCAHHBIX
Ha janHom MH.

Hanpuwmep: nacnopra 'KM, nuueH3noHHble nacnopra, OajaHc 3anmacoB HE(YTH U T.J.

B rpade “KommyectBo HOKyMEHTOB” yKa3bIBa€TCsI KOJUYECTBO JOKYMEHTOB COOTBETCTBYIOIIETO
BHUJa Ha nanuoM MH.

B rpade “Umsa daiina” ykaspiBaeTcst Ha3BaHHUE (aiiyia, B KOTOPOM COJEPKATCS COOTBETCTBYIOIINE
JOKyMEHTHI. B citydae nepeaaun nHpopmaiyy B 3aapXUBUPOBAHHOM BU/JIE YKA3bIBA€TCS UM apXUBa.

B rpade “Pazmep ¢aiina no apxuBamum’” mpocTaBisieTcs 00beM COOTBETCTBYIOMIETO (paiiia B He-
apXUBHUPOBAHHOM Bue, B Kb.

B rpade “Pasmep (aiina mocie apXuBUpOBaHUS yKa3bIBACTCS 00BEM apXuBa, €CIIM WHPOpMAIUs
nepenaeTcs B 3aapXuBUpoBaHHoM Buze, B Kb.

B rpade “Ucnonp3yemble TpOrpaMMHBIE CPEICTBAa” yKa3bIBACTCS Ha3BaHHE IPOTPAMMHBIX
CPEICTB, C MIOMOIIBIO KOTOPBIX OB chopMupoBaH coOoTBeTcTBYIOmUi (aiin Ha MH. B ciyuae uc-
nosib3oBanus [1C, paspaboranusix Pocreondonmgom, nemaercs 3amuck: “IIC Pocreondonma”, B 3Tom
cllydae JIaHHbIE JIOJDKHBI Tepe/laBaThCsl BO BHYTPEHHUX (hopmaTax 0a3 maHHbIX. Eciu ucnonb3yrorcs
JpyrHe MporpaMMHBIE CPEJICTBA, TO YKA3bIBAETCSA UX Ha3BaHUE.

B rpade “Bepcus IIC” yka3piBaeTcsi BepCHsi COOTBETCTBYIOIUX MPOTPAMMHBIX CPEJICTB, UCTIONb-
3yeMBIX JUIS CO3/IaHUs IepeaBaeMoro daiina.

B rpade “YgocroBepsiromye moaAnucu’” T0MKHBI COAEPKATHCS PEKBU3UTHI U MOMICH KaK
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COTPYJIHMKA, OTBETCTBEHHOI'O 3a MOAroTOBKY AaHHoro MH3, Tak um pykoBoaurtens nepenaromein
opraHu3aiuu (B ciiy4yae nepeayu B ApPyryr0 OpraHUu3aIuio).
[Tpumeuanune:  Ilpu nepenade nanubix u3 TI'® B Pocreondonn B pasmene “Yreepaunn”

JIOJKHA COJIEPKATHCS MOANUCh HauaibHUKa TT'D.
2.2.2. 3anonnenue 6e0omocmu npUHUMAIOW el CMOpPOHOU

[IpuHuMaromasi cTopoHa 3amojiHsAeT 000POTHYIO CcTOpoHY BemomocTd MH3 mocie mpoBeneHus
BXOJIHOTO KOHTpouiss uHpopmarnmu Ha MH3 (pasnmen 3) U mpoBepKu MPaBUIBHOCTH 3aMlOIHEHUS ITH-
KETKH U JIMIEBOW CTOPOHBI BEIOMOCTH.

BenomocTs 3amoiHSETCs, €Clii B IPOLECCE BXOJHOTO KOHTPOJI HE BBISABIECHBI CYLECTBEHHBIC
ommOku, U gaHHei MH3 moxet ObITh npuHAT. B mpotuBHOM ciiydyae MH3 He mpuHuMaercs, a oT-
npaBisieTcs 00paTHO BMECTE C yBeAoMiIeHHeM 00 ommOKkax ¢ ux kpatkuMm onucanueM (IIpunoxenue
1).

B cayuae npunsatus MH3 Ha Xxpanenue 3anonssercss 00opoTHasi cropona Begomoctd MH3, mocie
Yero ¢ Hee JIeNlaeTcsl KoMK U BhICBUIAETCA B aJipec mepearomieil ctoponsl. Konus Be1oMOCTH CITyKUT
MIOATBEPKIAIOLIUM JTOKYMEHTOM O npuHsatun MH3.

B rpade “Perucrpanmonnsiii Homep MH3” mpuHuMaromas cTOpoHa MPOCTABISET MOPSIKOBBINA
Homep MH3 nannoro tuna. MH pasnuyHbIX TUIIOB YUUTBIBAIOTCS OTAEIBHO, IOATOMY PETUCTPALIMOH-
HbIE HOMEpa MPUCBAUBAIOTCS KaXI0MY TUITY HOCUTENIEH OT/IEIbHO B OPSAIKE UX MOCTYIUICHHUS.

B rpade “/lata perucrpaunn MH3” yka3bIBaeTCsS 4MCII0, MECSI] ¥ TOJ PETHCTPALMU JAHHOTO HO-
CUTEJIS.

B rpage “Ormerka o cHATMM KomMii® pPaOOTHUK OWUOJIMOTEKM MAIIWHHBIX HOCHTEIEH
(cm. pasnen 4) nemaeT OTMETKY O CHATHH pe3epBHOM Komuu (qy0Onukara), a B cirydae, ecau MH mon-
’KeH OBbITh TepesiaH B Apyrue Noapa3esIeHus] IPUHUMAIOIIEeH OpraHu3aluu s o0paboTKu, B TOH ke
rpade aenaeTcs OTMETKA O CHATUHU pabounx Konui. M3roroBnenue myOnmkata 00o3HavYaeTCsl OyKBOU
“J1”, a cHsaTHe pabouux Komui - 6ykBoii “K”.

B rpade “MecTto XpaHeHHs KoM~ yKa3bIBAIOTCS MOAPA3ACICHHs (WU JIUIA), B KOTOPBIE (KOTO-
pBIM) OBLTH Nepenansl padoune ko MH.

MecTo xpaHeHus n1yOauKaTa MOKET HE YKa3bIBaThCS, T.K. XpaHWIUIIE pe3epBHBIX KOMUi (ay0nn-
KaToB), KaK MPaBHJIO, SBJSIETCS €AMHBIM JUII BCel OpraHu3aiiy, paboTaromnieil ¢ MalluHHBIMU HOCUTE-
JSIMHU.

[Tpumeuanue:  3amucu B rpadax “OTMeTka 0 CHATUU Komui™” 1 “MecTo XpaHeHHs KOIHii”

ACIAK0TCA 10O MEPEC KOIMMPOBAHUA IMOJIMHHHKA HOCHUTCIIA B IIPOLIECCE
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o0paboTku uHpopMmaimu. B MomeHT peructpauuu MH B o6s3aTenbHOM
HOPSIKE JIENAeTCs TOJIBKO €ro JyOnKar.
[Tpu perucTpanuy JOMKHBI 3aMOJHATHCS PEKBU3UTHI U MOANUCH JIUL, PETUCTPUPYIOLIETO, POBE-
pstoiero u npuHumatoniero MH3 na xpanenue.
B nponecce perucrpanuu nonydenHoro MH3 rpadst 06 n3MeHEHUIX He 3ar0JIHAIOTCSL.
WNupopmanusa B paznen “Hammune mamenenuit k nannomy MH3” BHocutcs u3z “M3Bemenus o0

M3MEeHEeHUAX’ (cM. pazzaen 4.4.) B ciydae ero MoCTYIUICHHS.

3. OPTAHM3ALMUA BXOJHOI'O KOHTPOJISA THO®OPMALIUU
HA MAIIMHHBIX HOCUTEJIAX

Bxoanoii koutposnis MH3, npuHrMaeMoro Ha XpaHeHuEe, HAUMHAETCS C MPOBEPKU MPABUIBHOCTH
Y TIOJIHOTHI 3anoyiHeHus Begomoctd MH3 u aTukeTkH.

3arem Bce nonydyeHHble MH3 HE00X0aMMO POBEPUTH HA OTCYTCTBHE MPOTPAMMHBIX BUPYCOB.

C moMoIIbI0 CHEIUATU3UPOBAHHBIX MPOTPAMMHBIX CPEACTB 3alIUThI OT BUPYCOB (IIPOrpamMMbI-
JIETEKTOPBI, MPOTrpaMMbI-IOKTOpa) mpoBoauTcs nposepka MH3, moarotoenennsix Ha I'M/JI, Ha oT-
CYyTCTBHE KOMITBIOTEPHBIX BUPYCOB, 3aT€M MpoBepsieTcs untaemocts MH3.

s mpoBepkH JAMCKET Ha HalW4yhe BHUPYCOB Kpome MporpaMmbl Aidstest pekoMeHayeTcs uc-
MoJIb30BaTh porpammy Dr.Web.

Ecnu nndopmanus 3aapXuBUpOBaHa, TO MOCIE MEPBUYHON MPOBEPKH CIEAYET Pa3BEPHYTh apXUB
Ha )ECTKOM JUCKE U MPOBEPUTH HHPOPMAIIHIO KaKI0TO (haia.

[Tocre BXOJHOTO KOHTPOJIS HEOOXOAMMO M3rOTOBUTH nyonukatr MH3, ansa yero crnegyer cKomu-
poBath Bce (ailiibl TUCKETHI Ha KECTKUU IUCK, OT(HOPMATHPOBATH HOBYIO JIMCKETY U TIEperrcaTh Ha

Hee UH(OPMAIIHIO ¢ )KECTKOT0 JUCKa, a 3aTeM MPUCTYNUTh K peructpanuun MH3.

4. YYET JOKYMEHTOB, IIOCTYHAIOIINX HA MAIIUMHHBIX HOCUTEJIAX

4.1. Opzanuzayus yuema 0OKyMeHmMO6 HA MAUWUHHBIX HOCUMENAX

VYder JOKyMEHTOB Ha MAIIMHOYUTAEMbIX HOCUTENSX OCYIIECTBIIETCS paOOTHUKAMU OMOIMOTEKH
MAIlMHHBIX HOCUTENEH.

bubnnoreka MH - »3T0 cucrematusupoBanHoe Xxpanwnuie JM, wumeromiee crnpaBOYHO-

MOWCKOBBIM armapar.
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rar 6ubimorekn MH B 3aBUCUMOCTH OT 00beMOB 00pa0bOTKN MH(GOPMAIMH HA MAITHHHBIX HO-
CUTEINIIX MOXKET COCTOSITh U3 OJHOTO WJIM HECKOJBKHX COTPYAHMKOB, a TAKXKE MOXKET NPEACTABIATH
co00i1 0TAENTBbHOE CTPYKTYPHOE MOIpa3ielieHuE.

bubnuorexa MH reonornyeckoro ¢poHa BHIIOIHSET CEAYIOUINE (QyHKIHH:

- IPOBEPKA MPaBUIIBHOCTH 0()OPMIIEHUS COITPOBOAUTEIBHBIX T0KyMeHTOB K MH3;

- BXOJIHOM KOHTPOJIb OCTYNMBIINUX HOCUTEIIEH;

- peructpauust MH3;

- peructpauus [AM;

- OTIIpaBKa NEpeJaroueil opraHu3auy JOKYMEHTOB, TOATBEPKAAIOIMNX IPUEMKY WM HEIPUEM-
Ky MH3 B 6ubanorexy;

- BBIIIOJIHEHHUE paboT 1o obecneueHuto coxpannoctu MH3;

- BHECEHME u3MeHeHui B JIM Ha OCHOBaHMHU U3BEIIEHUs 00 U3MEHEHUH;

- KoIMpoBaHue (TupaxupoBanue) napopmannu Ha MH3;

- oOecrieueHye BHEIIHUX U BHYTPEHHUX aO0HEHTOB HH(popMarmeit Ha MH3.

B OubnuoTtexe MalIMHHBIX HOCUTENIEH re0Orn4eckoro GoH1a XpaHATCs CAEAYIOIUE JOKYMEHTHI
Ha MH:

- macnopta I'KM;

- TULIEH3UOHHBIE ACIIOPTA;

- OaJTaHCHI 3aI1acoB;

- KAPTOYKH U3YUYEHHOCTH;

- otueTsl 0 I'PP;

- JOKyMeHTBHI 110 ['ocynapcTBeHHOMN perucTpauuu padbort;

- npoune JokyMmeHThl (TO0, TOC, TO/, nmoacueTHble MaTepHUalbl, OMUCAHUS KOMIbIOTEPHBIX
TEXHOJIOTH, IPOrpaMMHBIE CPEJCTBA U T.1.).

Cpoku mpencTaBieHUsl reojorndeckux marepuasioB Ha MH ocratorcs TeMu e, 4TO UM CpOKHU
NpeACTaBICHUS MH(pOpPMAIMM HAa OyMaKHBIX HOCUTENSX U ONpPENEeNsIIOTCS COOTBETCTBYIOIIMMH HH-
CTPYKLUUAMHU U METOJUYECKUMH PEKOMEHAALMSIMH, YTBEPKACHHBIMU MMHHUCTEPCTBOM HPHUPOJIHBIX
pecypcoB Pocculickoit @enepauuu.

Tax xak B psizie CilydaeB OJIUH TOKYMEHT MOXKET OBITh 3aIMCaH Ha HECKOJIBKAX MAIIMHHBIX HOCH-
TEJIAX, WIN OJIMH MAalIMHHBIA HOCUTEIb MOXKET COJepkKaTh HECKOJIBKO TOKYMEHTOB (KpOME OTYETOB O
I'PP, xoTOpBIC MOIKHBI OBITH 3aITMCAHBI KK Ha OTAeTsHOM MH), TO ydeT BeaeTcs 1o IByM IpH-
3HAaKaM OJHOBpeMeHHO:- yueT MH3;

- yuet JIM.
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Takast cucrema ydera MO3BOJISIET OPraHU30BaTh IMOUCK Kak omnpenesnennoro MH3, tak u HeoOxo-
JMMOro n1okyMeHta Ha MH.
4.2. ZKypnan pecucmpayuu mawiuHHbIX HOCUmMenell ¢ 3anUCbIo

Yyer MH3 ocymiecTBisieTcs myTeM 3amojIHeHus )KypHasia peructpanuu MH3 (Tabnuma 3).

KaxxgoMy mocTynuBiieMy Ha XpaHeHHE B OMOIMOTEKY MAIIMHHOMY HOCHTENIO C 3alUChI0 (He3a-
BHCHMO OT KOJIMYECTBA 3alIMCAHHBIX Ha HEM JOKYMEHTOB) MPUCBAUBAETCS PETUCTPALIMOHHBIN HOMED —
MOPSIAKOBBIN HOMEp PErUCTPaLUU.

Enuaunet xpaneHus HHOOPMAIIUH SBIIICTCS OJAUH (PU3NICCKH 000COOICHHBIN HOCUTEIb (THOKHIA

MarHUTHBIN TUCK, ONTUYECKUN AUCK, KaTylIKa (KacceTa) C MarHUTHOM JICHTOH U T.11.).

Tabnuua 3
KYPHAJI PETUCTPALIIY MH3
Harta | Peructpa- | Orpanu- Ha3Banue Kon-so | HaummeHnoBanue Bun u OT1™MeTKH
PErucT- | LUHMOHHBIA | yepmpmi JIOKyMEHTa JIOKY- nepeaarouien E€MKOCTb | 00 U3MEHEHHUAX
panuu HOMED rpud Ha MH MEH- TOB | OpraHu3auuu MH (HOMED M3Be-
MH3 MH3 TIICHUS )
01 02 03 04 05 06 07 08

B rpade “/lata peructpamun MH3” npocTaBiseTcst TEKyIIEe YHCIIO0, MECSII, TO/.

B rpade “Peructpanmonnsiii Homep MH3” npocrasisiercs nopsakoBsiii Homep MH3 mannoro
BUIA.

B rpade "Orpannuurenshblii rpud" npocrapuseTcsa cokpaiieHHoe obo3nadenue rpuda: JICII, C,
CC, xondpunennuansuo, KT.

B rpade “Ha3zpanue moxymenta Ha MH” B cTONOMK MepeyucIsiioTesl KPaTKO BCe Ha3BaHHS JOKY-
MEHTOB U3 OJJHOMMEHHOH Tpadsl Beqomoctrn MH3.

B rpade “KommyectBo NTOKYMEHTOB” HANpPOTHUB Ka)KJOT'O THUIA JIOKYMEHTOB IPOCTABISETCS UX
KoJmdecTBO Ha 1anHoM MH3 (Takxe u3 ogHOMMeHHOU rpadsl Begomoctd MH3).

B rpagy “HaumenoBanue nepenaromeil opraHu3aiyu’” NepPeHOCUTCS] COOTBETCTBYIOIIEE Ha3BaHHUE
u3 Begomoctu MH3.

B rpady “Bun u emxocts MH” mepeHOCATCS XapaKTepUCTUKH JaHHOTO HOCHTENS U3 COOTBET-
cTBytomux rpad segomoctn MH3.

I'pada “OrmeTkH 00 U3MEHEHUAX ™ 3alOJIHACTCS B Clyyae MPUX0/1a U3MEHEHHH K IOKyMEHTaM Ha
nagaoM MH3.

B sToM cnyuae B rpade mpocTaBisieTcsi HOMEp U3BEIICHUS 00 U3MEHEHUH.
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Kaxnapiit Bua mammusbix Hocutened (I'M/JL, MJI, O/l u T.n) peructpupyercsi B OTIEIBHOM XKYyp-
Haje.

B koH1e roaa B xypHane peructpauuu MH3 nenaercs ntoroBast 3anuch, OTpaXkarouias Kojaude-
CTBO €MHMI] XPAHEHHUS, NOCTYIUBIINX 32 TOJ U 32 BCE BPEMS KOMIUIEKTOBaHUSI.

4.3. Knuza yuema 00Kymenmoe Ha MAuIUHHbIX HOCUMEIAX

Jliist obecrieueHus ajpecHOro TIOUCKa JOoKyMeHTa B oubnroreke MH3 cimyx00ii OubnmoTekn Be-
JIeTCS y4eT JOKYMEHTOB, nocTynuBimnX Ha MH. Ha kaxaplii TMII JOKYMEHTOB PEKOMEHYETCS BECTH
CBOIO KHUTY yueTa.

Pexomennyembie ¢hopmblr kHur yuera JIM B reonormueckux (OHIAX MPEACTABICHBI B TaOIHIIaX
4+10.

3anosHeHue KHUT yuyeta JIM BedeTcss BpYyUHYIO WK C MTOMOIIBI0 IPOrPAMMHBIX CPEACTB IyTEM
pacniedatku u3 0a3bl HaHHBIX. [Ipy 3amOMHEHNM KHUT y4yeTa BCEX THUIIOB JOKYMEHTOB B MEPBbIE TPU
rpadbl BpyuyHYIO BHOCSTCS JaHHBIE U3 COOTBETCTBYIOMMX rpad Beromoctu MH3: “Jlata perucrpanuu
MH3”, “Peructpaunonnsiii Homep MH3”, “HanMeHnoBanue nepenaronieid opranusaiuu’”.

B knurax ydera JIM omuceiBaeTcs Kaxablid AokyMeHT (macrmopt I'KM, macnmopT muieH3uu u
T.1.).

3anoiHeHne KHUT yueTa JoKyMeHTOoB Ha MH He MoXeT ObITh 3aMEHEHO BEACHHMEM KaTaJoroB U
PEECTPOB, T.K. KHUTH MO3BOJIAIOT OMPEAETUTh MECTO HaXOXKICHHS MOJTMHHUKA JOKYMEHTa B OuOimo-
teke MH, He06X0aMMOro At KOHTpouIs uHpopManuu B 6a3ax JTaHHBIX.

Kuuru ydera JIM 3anonustorcs nocie pazapxuBupoBanus uHbopmanuu Ha MH3 u ee copepxa-
TEJIBbHOTO KOHTPOJISL.

B kHuru ydera pasinyHbIX BUJIOB JOKYMEHTOB BHOCSTCSI XapaKTE€pHbIE JIJIsl JAHHOTO BHUJA Iapa-
METpPBI, KOTOPbIE MOTYT CIY>KUTh IOMCKOBBIMH MPU3HAKAMHU IIPU TOMCKE KOHKPETHOI'O TOKYMEHTA.

B Tex BHIax JOKYMEHTOB, K KOTOPBIM CYIIECTBYIOT TpadUyecKue MPHUIOKEHUS, 3aIOIHICTCS
rpaga “@opmart npeacTaBIeHHs JaHHBIX , B KOTOpYIo BHocuTcs nometka “TEKCT” nnu

“I'PAOUKA”.
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[Tocnenusist rpada KHAT ydera BceX BUAOB “OTMeTKa 00 M3MEHEHUH 3aIOJTHSAETCS B TEX CIIydJasx,
KOI'Jla MPUXOASAT U3MEHEHHUS K JJaHHOMY JOKYMEHTY. B 3ToM ciydae B rpade nmpocTaBisieTcss HOMED
U3BeIleHUs1 00 U3MEHEHUU.

B koHue roga B kHure yvyera JIM genaercs HTOroBasi 3alIUCh, OTpakarolasi KOJIMYECTBO €IMHUI]
ydeTa, OCTYNMBIINX 33 TO.

4.4. IIpaguna enecenusn usmeHenuii 6 00KyMeHmbl HA MAUWLUHHBIX HOCUMENAX

W3MeHeHnsa Mo JOKYMEHTaM, HaxOJSIIMMCS Ha XpPaHEHWH, NPEACTABIAIOTCS B I'€OJOTMYECKHUU
($OHI OTHOBPEMEHHO Ha OyMa)KHOM M HAa MAITHHHOM HOCHTEJISIX.

Wzmenenus B JIM BHOcsATCs cinykO6amu 6ubnnoreku MH Ha ocHoBanuu "M3BemeHust 006 u3meHe-
Huu JIM" (Tabn. 11) .

Bce nocrynaromue usmeHeHus ormevarorcs B seromoctd MH3, B sxypHane perucrpanuun MH3 u
B kaure yuyeta JIM B rpage "Ormerku 00 u3MeHeHuu ".

[Tepenaromass cCTOpoHa 3amoOJHsET JMLEBYI CcTOpoHy ‘“U3Bemenus o6 wusmeHenun [JM” wu
HaIIpaBJIsIeT €ro MPUHUMAIOIIEH CTOPOHE OAHOBPEMEHHO ¢ M3MeHeHussMu Ha MH.

B rpade “HanmeHoBaHue nepenaromieii opraHnzaluy’ yKa3blBaeTCs MOJHOE HAa3BaHUE Mepearo-
LIEW OpraHu3aluu.

B rpage “OrpannunrensHslil rpud” npocrasisercs: cokpaiieHHoe obo3Hauenue rpuda: JCII, C,
CC, xondenunuansuo, KT.

B rpage “/lata 3anoiaHeHus U3BELICHNS YKa3bIBAETCS YUCIIO, MECSAL] ¥ TOJl 3aII0JIHEHHS U3Belle-
HUSL.

B rpade “Perucrpaunonssiii Homep MH3, B KOTOpBII BHOCUTCSI U3MEHEHNE YKa3bIBAETCS PETH-
cTpaunoHHbI HoMep MH3, npucBoeHHBIN NpUHUMAIOLIEN OpraHu3alyei Npu perucTpanuy nepBoHa-
yanpHOro Bapuanta MH3. DToT HOMep HaxoauTcs Ha 060POTHOI cTopoHe Komuu Beromoctn MH3,
KOTOpasi MOCTYINJIA U3 OpraHn3aluy, IPUHSBIICH HA XpaHEHUE NIEPBOHAYAJIbHBIN BapuaHT JIM.

B rpade “Ha3zpanue nokymeHTa” ykas3bIBaeTcs Ha3BaHUE JJOKYMEHTA, [TOJUIEkKAIEr0 H3MEHEHHUIO.
OTO Ha3BaHWE JOJDKHO OBITh WACHTHUYHO HA3BAHWIO M3 COOTBETCTBYIOLIECH rpadbl KOMMU BEAOMOCTH
MH3, nosty4eHHON U3 OpraHU3alyy, IPUHABILEH HAa XpaHEHHUE NIEpBOHAYaIbHBIN BapuaHT (M.

B rpade “Uwms daiina, coneprkamiero u3MeHsIeMbIil TOKyMEHT ’ yKa3bIBacTCs Ha3BaHUE Qaiina, co-

JIEpIKaIIeTo0 COOTBETCTBYIOIINI TOKYMEHT.
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B rpade “Cogneprkanne u3MeHEHUs B MIPOU3BOJIbHON (hOpMeE M3IIaraeTcsi HHCTPYKIUS 110 3aMEHE.

N3menenne JIM MoxkeT ObITh OCYIIECTBIECHO ITyTEM 3aMEHbI (pparMeHTa UM JOKYMEHTA B LIEJIOM.
[Ipu 3amene ¢parmenta JIM u3MEHEHHS MOTYT OBITh BHECEHBI ITyTeM MEpPE3aluch HW3MEHSEMOTO
¢parmenta J[M.

[Tpu 3amMeHe 3aHUMAIOIIETO OTNENBHBIM TOM ()parMeHTa JOKyMeHTa B m3BemeHnH, B rpage "Co-
JepyKaHUE U3MEHEHHS yKa3bIBAalOT BUJ HOCUTENS U HOMEP TOMA.

[Tpu 3amene ¢parmenta JIM u3MmeHeHus npuchiiatoTcss Ha MH Toro ke Tuma, 4To M MpeacTaB-
JeHHbI panee [IM.

[Tpu 3aMeHe JOKYMEHTA B LIEJIOM JOKYMEHT C YCTapeBIIMMU JAHHBIMU U3bIMAIOT U 3aMEHSIOT HO-
BBIM JIOKyMEHTOM.

[Tpu mr060M M3MeHeHUM NoUIMHHUKA JIM BHOCSTCS U3MEHEHHs Takke B JyOJauKaT M pabouue
KOIIUHU.

B rpadax “Uzpenienue cocraBuin’ u “M3Bemienne yrBepaut’” JOIKHBI COJIEPKATHCA PEKBUZHUTHI U
MIOAINCHU KaK COTPYIHHMKA, OTBETCTBEHHOTO 3a IOJATOTOBKY JAHHOI'O U3MEHEHMS, TAK U PyKOBOIUTEIIS
opranmuzanuu (HaganbHuka T D).

[TprHUMaroIas CTOpoHa 3aroaHsIeT 000OPOTHYIO CTOPOHY M3BEILECHHUS.

B rpade “Perucrpannonnsiii Ne u3zBenieHus” MpoCTaBIsSETCs MOPSIKOBBII HOMEpP M3BELICHUS 00
WU3MEHECHHUU.

B rpade “/lata perucrpanuu u3BeneHNs” yKa3bIBA€TCSA YUCIO, MECAL U I0Jl pETUCTPALMU U3Be-
IIeHUs1 00 U3MEHEHUH.

B rpady “Otmerka o BHeceHHH m3MeHEHMH B [IM” 3amuch AeiaeTcsi B MPOU3BOJILHOUN (opMe TTo-
CJie BBIMOJHEHUs paboTHUKOoM Onbimoreku MH Bcex mHCTpyKmuii, conaepxkamuxcs B rpade “Comep-
KaHHUe U3MEHEHUs” (Ha JIMIEBON CTOPOHE).

B rpadsr “U3Bemenue 3apeructpupoBan” u “M3menenue Baec” u “IlpoBepusr” BHOCATCS PEKBU-
3UTHI U MTOANNUCH COTPYIHUKOB, COOTBETCTBEHHO BBIMOJIHUBIINX JIaHHbIE JEHCTBUS.

[Tocne 3amonHEeHUs1 0OOPOTHOM CTOPOHBI, COTPYAHUK OnOIMoTekn MH npuHMMaromel opranusa-
LIUM JOJDKEH clienath Konuto ¢ “M3BerieHns 006 U3MEHEHUN | HalpaBUTh €€ Mepearoliell CTOpoHe B
KauecTBE MOATBEPKICHHS O BHECEHUH JJaHHOI0 U3MeHeHMs B JIM.

W3Bemenus 1 MH ¢ usmeHneHusiMu XpaHsaTcs oTaeabHO oT Apyrux MH3, B nopsiake Bo3pacTaHus

WX PErucTpaliOHHBIX HOMEPOB.
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W3BEIEHME Ob UBMEHEHUN IM

3anoiHsAeTCs nepeaaroei CTopoHoH

Tabnwuma 11

HaunmenoBanue
nepenarnien

OpraHu3aIu

OrpanuuuTtenbHbIi rpud

Jlata 3anonHeHus

HU3BEILECHUS

Perucrpauuonnsiii Ne MH3,
B KOTOPBII BHOCHUTCS

HN3MCHCHUEC

HaszBanue noxymeHTa

Wwms ¢aiina, cogepxariero

M3MEHSICMBIHN JAOKYMCHT

ConepxaHue

HN3MCHCHUA

H3Beenue coctaBuil:

JlomxHOCTh

Ddamunusa

ITonmnuce

W3Bemenue yTBepIwI:

JlomKHOCTE

damunus

Iloamuce
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3anonHseTcs IpUHUMAOIIEH CTOPOHOMI

PerucrpanuonHssrit

No m3Bemnenus

Hara peructpauuu

HA3BEIIECHUS

OTMeTKa 0 BHECEHUU

n3MeHeHui B JIM

M3Benienue 3aperucTpupoBat: JomkHoCTh Gamunus [Hoanuce

H3meHenune BHEC: JIOIKHOCTD Damuaus IMoamuce

IIposepuu: HomxHocTh DamMunus [Toanuce




5. XPAHEHUE MAIIMHHBIX HOCUTEJIEN C 3AIIACHIO

5.1. O6wue nonosricenusn

[Tocne peructpanuu MOIy4eHHOTO MAITMHHOTO HOCUTENSA M €ro BXOAHOTo KoHTposis MH3 cuura-
eTcs IPUHATHIM Ha XpaHeHue B 6ubimoreky MH.

Xpanenue MH3 ocyniecTBisieTcsl B MOPAIKE BO3pACTAHUS UX PETUCTPALIMOHHBIX HOMEPOB.

PesepBHbIe KomuU (yOIMKATBI) XPaHAT OTAEIHHO OT TOJUTMHHUKOB (B IPYTOM MOMEIIEHUH) IS
obecreueHnst COXpaHHOCTH WH(OpMaITUH.

Bemomoctu MH3 xpanst coBmecTHO ¢ camumu MH3, mu60 B OTJENBHOM SNTUKE TAaKKe B TIOPS-
K€ BO3pacTaHUsl PETUCTPALMOHHBIX HOMEPOB.

Xpanenue MH3 10KHO OCYIIECTBIATHCSA B CIICUATBHBIX XPAaHWIUINAX C COOMIOIEHUEM Tpebo-
BAHMI 3aBOJA-U3rOTOBUTENS JAHHOTO HOCUTEIIS.

B nomemieHys XpaHWIMIL UMEIOT AOCTYN PYKOBOJCTBO TEPPUTOPUATIBHBIX OPraHOB YIIPaBJICHUS
roCyapCTBEHHbIM (POHAOM HeAp, PYKOBOACTBO TI€OJIOTHMUECKOro (oHAa, HAYaJbHUKUA PEKUMHO-
CEKPETHBIX OPraHOB M JIMIIA, HEMOCPEACTBEHHO OTBEYAIOIIME 33 COXPAaHHOCTh MaTepuanoB Ha MH.
Jlpyrue nuiia 10mycKaroTCsl TOJIBKO C pa3pelieHusl pyKOBOJCTBA reojiorndeckoro (GoHAa Wik Hayalb-
Huka [IepBoro orgena.

[To okoHuaHuu pabodero THS XpaHWIULIE TOJKHO 3alHUpaThCs, ONEYAThIBATHCS WU IIOMOHPO-
Barbcsl. Kimtoun OT XpaHWIUIL JTOMKHBI CIAaBAThCsl B OMIEYATAHHOM BHUJE JOHKHOCTHOMY JIMILY, OTBE-
YaIOIIEMy 332 OXpaHy MOMEIICHHI.

Chaua Km04eld OT orevyaTaHHBIX JBEpPEil OXpaHe U MpUeM UX (GUKCUPYETCs B CIELUATBHOM XKYyp-
HaJje, IJIe €KE€JHEBHO MTPOCTABIISIIOTCS HOMEpa KOMHAT, HOMEpPA MeYaTel, BpeMs BCKPBITHS U 3aKPbITUS
XPaHWIUII U (paMUITHS JIUIA, CIAIONIETO (TIOTYYaoIero) KII0UH.

[Tepen BCKphITHEM XpaHUIIUIIA OTBETCTBEHHBIN XpaHUTENb (3aBeaytomuii ondimmorekoir MH) nnm
YIOJIHOMOYEHHBIH COTPYAHUK JOJDKEH MPOBEPUTH COXPAHHOCTh NedaTei, 3aMKoB U aBepeil. [Ipu 06-
Hapy>KEHUH TOBPEXKJICHUNH HEOOXOJUMO COCTaBUTh AKT M MOCTaBUTh B U3BECTHOCTb PYKOBOJUTEIS
(hoHIIOB.

[Teyats nam mIoMOUpP, KOTOPHIMU OINEYATHIBAETCS TOMELIEHNE XPAHUIIUINA, JOKHBI HAXOIUTCS Y
OTBETCTBEHHOT0 XpaHuTens (3aBenyromero ombianorexkod MH) wim y ynonHomodenHoro suna. B
clly4yae yTepH KIItouel yCTaHaBJIMBAIOTCS Apyrue 3aMku. JlyOmukaTel Kiro4ei oT XpaHWIUIIA nepesa-
I0TCS Ha XpAaHEHUE B PEKUMHO-CEKPETHBIN OpraH TOM OpraHU3ally, B COCTaB KOTOPOM BXOJUT I€0JI0-

TUYeCKui HOHT.
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5.2. Pesrcum Xxpanenusn 2uOKUX MAZHUMHBIX OUCKOG U MAZHUMHbBIX JI€HM

B 6ubnnoreke MarHUTHBIX HOCUTENEH JOKEH ObITh 00eCrieueH TpeOyeMblIi peXUM XpaHEHHUS.

I'M/] u MJI xpaHsaTcs B cHEIMalbHO O00OpPYAOBAHHBIX MOMEMICHUSX C KOHIUIIMOHUPOBAHHEM
BO31yXa. B HUX HE JOKHBI MPOHHUKATh COJHEUYHBIEC JY4YH; HANPSKEHHOCTh MOCTOSHHBIX U MEPEMEH-
HBIX MarHUTHBIX NoJieil He JommkHa npeBbimaTh 400 A/m (50 D). Ipu xpanenuun u padore I'MJ] u MJI
JOJKHBI OBITh YJJaJIEHBI OT BO3MOYKHBIX HCTOYHUKOB MAarHUTHBIX MOJEH (TeaedoHbl, 2IEKTPOIBUraTe-
1M, Kabenu U T.JI.) Ha paccTosiHue He MeHee 50 cM.

[TomemieHus: XpaHWIUIL JOJDKHBI OBITH 3alUILIEHbI OT IbLIN. PekoMeHayeTcs: eXeJHEBHO POBO-
JIUTh 3[1€Ch BIAXKHYI0 YOOPKY IOJIOB.

E>xeHnenenbHO npoBoanTCs cyxas yoopka cremutaxeit 1 kopodok ¢ I'MJI u MJI (msiecocom).

Marepuasnbl MOKPBITHIA 10Ja, CTEH U MOTOJIKOB HE JOJDKHBI COOMPATh MbLIb U OBITH €€ HCTOYHU-
KOM.

Crennaxu s xpanenust ' M1 u MJI nu3roraBnmBaroTCsl U3 HEMarHUTHOTO MaTepHaa.

I'MJ] u MJI xpanstcss npu temmeparype +1845 °C um OTHOCHTENBHOM BIAXKHOCTH BO3IyXa
55+10%. He momyckaroTcst pe3kue mepernaabl TeMIepaTypbl U BIAKHOCTH BHYTPH IMOMEIICHUN B Te-
YeHHUe OJIHUX CyTOK (Oosiee yeM Ha 5% OT ycTaHOBJIEHHOro 3HaueHHs). OCOOEHHO OmacHa BBICOKas
TEMIEpaTypa; nepea padoToil AUCKH U JIEHTHI BBIAEPKUBAIOT TP KOMHATHON TEMIIEpaType B TEUEHHE
30 MUHYT.

I'M/I 7OJIKHBI XpaHUTBHCS HAa TOJIKAX CTEJUIaXEN B BEPTUKAIIBHOM MOJIOKEHUH.

[Tpu xpanenun kopobok ¢ I'MJI u MJI Ha monkax cremnaxeidl HEOOXOAUMO pacroyiaraTb UX Ta-
KUM 00pa3oM, 4TOOBI ObUTH BUIHBI HOMEPA TOKYMEHTOB.

MJI xpaHAT B cienuanbHbIX KOPOOKaxX U3 NOJIMMEPHOTO MaTepHasa.

I'MJI nomKHBI HAXOAUTHCA B KOHBEPTaX M3 IOJIMMEPHON IUICHKH, HE HAKaIUIMBAIOLIEH JIEKTPO-
CTaTUYECKUX 3apsa10B. MoxeT ObITh MCIOJIb30BaHa JOMOJIHUTENbHAS YIIAaKOBKA, HApUMeEp, KOPOOKU
13 MOJIMMEPHOTO MaTepHalia WK TIISHLIEBOTo KapToHa, BMeatonue 10 kousepros ¢ 'MJI.

TpancnoprupoBanue 'M/] u MJI BHe nomenieHnii apXuBOXpaHUIIULL IIPOU3BOJUTCS BO BJIarOHe-
IIPOHUIIAEMOM YITaKOBKE.

[Tpu nepememennn ['M/] BHyTpu moMenIeHN XpaHUWIHII U B pabodre moMenieHus] Heo0X0IuMO

co0Jro1aTh OCHOBHBIE MpaBwiia oopamenus ¢ [M/I:
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3ampemniaercs neperudarb uinu ceopaunBats [ M/;

HEJOIMyCTUMO KacaHue paboueit moBepxnoctu ['M/I nanbiamu;

HeJb3sl cTaBuTh HAa ' M /] Tsikenble mpeAMEThI WU U3/IEUS U3 MAarHUTHBIX METAJIJIOB;

B apXMBOXPAHWIHIIAX U B PA0OUMX MOMEIICHHUSX 3allPEIlaeTcsl IPUHUMATH THIILY U KYPHUTh.

OTBeTCTBEHHOCTH 3a obecrieueHue coxpanHoctu I'MJ[ u MJI, nmpaBunpHyI0 OpraHu3aliio mnpue-
Ma, y4eTa M BbIIayM BO3jaraercs Ha xpanurtens 6ubnuorekn MH3, Ha3HauaeMoro pykoBOACTBOM Op-
raHU3aIuu.

[Tpu otnpaBke Bcemu Bugamu Tpancnopta 'MJI u MJI nomkHBI ObITh YIIAaKOBAHBI B )KECTKUE Bia-
TOHETpOHUIIaeMble KOpoOku. Ha xax ol kopoOke MoJKHBI ObITh caenanbl Haanucu: “‘He Opocats” u
“bepeub OT cbIpoCTH”.

5.3. Pestcum Xpanenusa onmu4ecKux u MaZHUMOORMu4eCKux OUcKos

[Tpu apXMBHOM XpaHEHHH CPOK CIIy>KObI pa3au4HbIX onTUYecKux auckoB (OJl) m marHuToOnTH-
yeckux (MOJ) auckoB coctaBisiet oT 10 mo 25 net (HekoTopsix BuaoB O] — no 100 ner).

Ol u MO/ xpaHsT B crienuaibHO 000pYyJOBAHHBIX MTOMEIICHUAX apXUBOXPAHWINL] C KOHIAULIHO-
HUPOBAHUEM BO3/lyXa U PEryJIUPYEMBIM TEPMOTUTPOMETPUUECKUM PEKUMOM.

Haubonee mpeanmoututensHbl st giautenbHoro xpadeHuss OJ um MOJl Ttemmepartypa
2045 °C u orHocuTenbHas BiaxuHocTh 50+10%. He momyckaroTcs pe3kue W3MEHEHHs OKPYIKAFOLIHX
yCIIOBUH BHYTPHY NMOMEIIEHUI B TEUEHUE OJTHUX CYTOK (BO3MOXHO TMOSBJICHHE "POCH" Ha MIOBEPXHOCTH
OJ] mmu MOJ]). XpaHeHue B yCIOBHSX MOHMKEHHOM Temmeparypsl (o1 -20 mo -40 °C) He sBasiercs
HMCTOYHUKOM YMEHBIIIECHUS CPOKA CITYKOBI.

Jns XpaHeHus: IHUCK YKJIaAbIBAaeTCs B MHAMBUAYAIbHYIO KOPOOKY C IUIOTHO 3aKpbIBaromIeucs
KPBILIKOH.

Hecmotps Ha oTHOCUTENBHYIO YcTOMUMBOCTE O/ 1 MO/ Kk BO3ACHCTBHIO OKPYKAIOIIEH CPEbI,
MIpU MX XPaHEHUU HEO0OXOTUMO M30eraTh BO3JCHCTBUS MPSIMBIX COTHEUHBIX JTy4eH, SKCIUTyaTallid |
XpaHeHus BOJIM3H OTOMUTENbHBIX CUCTEM M UCTOUHUKOB BJIATH.

[TpuunHamMu moTepu MHPOPMAIUU TIPH 3aMHCH M BOCIPOU3BEIICHUU SIBIISIOTCS TbLIb, KUPOBBIC
MATHA U HApanuHbl Ha AUCK-opuruHaie. [loaToMy Heo0X0aMMO XpaHUTh TUCK B YUCTOTE U HE KacaTb-
Csl pyKaMH €ro OBEpXHOCTH.

[TomemnieHust XpaHWINL] TOJKHBI OBITH 3alIUILEHBI OT MbUIH. PekoMeHayeTcsl perysipHO IpOBO-
TUTHh BIQXHYIO YOOPKY IOJIOB TIOMEUICHUH apXWBOXPAHWIHII; MATEPUANBl MOKPBITUS T0JIa, CTEH H
MTOTOJIKOB HE JIOJKHBI COOMpATh MbLIb U ObITh €€ HCTOUHUKOM. HeoOxoaumo exeHe1eIbHO TPOBOAUTD

yOOpKy cTesuiaxeil u KOHTeHHEpoB (Kopobok) ¢ O] meiecocom.
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Jns xpanenus Ol u MO/I B yClOBUSAX apXUBOXPAHUIIUIIL MOTYT ObITh UCIIOJIb30BaHBbI:

— KOHTEHHEPBI AJI XPAaHEHUS IUCKOB B [TAKETaX B BEPTUKAJIBLHOM II0JIOKCHNH;

— Manky (aHaJOTMYHbIE MPUMEHSIEMbBIM JUIsl XpaHEHUS TOKYMEHTOB), CHAOKEHHBIE CILIMBATEIEM
OOBIYHOTO THIIA, C KAPMAHAMM U3 MPO3PAYHOTO MaTepuasa, B KOTOPBIX XPAHATCS IUCKU B 3aLIUTHBIX
MaKeTax;

— KopoOk#u co cnenanbHbiMu Nazamu it O] wnu MO/

[Tpu xpaHeHUn KOHTEIHEPOB (KOPOOOK, MANOK) C TMCKAaMH Ha TOJIKaX CTeJUIaXel HeoOX0AUMO nX
pacrnosiaratb TakuM 00pa3oM, 4ToObl ObUTH BUAHBI HOMEpA TUCKOB.

[Tpu sxcrutyatanuu win nepememiennn Ol 1 MO/l BHyTpu moMmerieHuii apXuBOXpaHWIMIL U B
paboune nomenieHust He0OXOAMMO COOIIOAATH OCHOBHBIE ITPaBUiIa OOpaILeHHs ¢ AUCKAMU:

— HE MIPUKAcaThCsl pyKaMU K TOBEPXHOCTHU JMCKa;

— HE JIOMyCKaTh AeEeKTOB AUCKA, TapanuH (0COOCHHO MPOJOIbHBIX);

— u30eraTh MaclsHbIX, )KUPOBBIX 3arPSA3HEHUN, OSBIECHUS NbLIM HAa TOBEPXHOCTHU JMCKA;

— HE OCTaBJIATh KOPIYC KOPOOKH OTKPBITBIM IPU pabOTe ¢ AUCKOM;

— HE Ha)XKUMaTh CUJIbHO Ha JAMCK BO BPEMS €r0 OYMCTKH Ha CIIEUAIbHBIX YCTPOICTBAX;

— B apXMBOXPAaHWINIIAX U B pA0OYNX MOMEIIECHUAX 3allpelaeTcss IPUHUMATh IHILY U KypUTb.

Pexomenayercst B MpoMIIAKTUIECKHUX LEJSX MPOBOAUTH CYXYIO M BIQKHYIO PYYHYIO WM MeXa-
HUYECKYIO0 OYHCTKY JMCKOB C IMOMOIIBIO IIETOK, MOKPHITHIX 3aMIled WM OOMBOYHBIM BOMIIOKOM, U
CHeNHaNbHBIX ycTporcTB st ouuctku OJ] pasmuunbix ¢pupm (AJUJICOII-3, "denon", "Tpakmar") ¢
HCIOJIb30BAHUEM CIIELUANIBHBIX KHUIKOCTEH (M30MPONMIOBBIN CIIUPT U JIp.).

Tpancnoptuposanue Ol 1 MO/I BHe moMellieHUH apXUBOXPAHUIIUIL JOJKHO IPOU3BOJUTHCS BO
BJIArOHETIPOHUIIAEMOM YIIaKOBKE.

[Tpu ormipaBke Bcemu Bugamu tpancnopra Ol 1 MO/] momKkHBI OBITh YIIAaKOBAHBI B )KECTKHE BIla-
roHenpoHuIaemMble Kopooku. Ha kaxoil kopoOke 10KHBI ObITH cAeIaHbl Haanucu: “He 6pocats” u
“bepeub OT CHIPOCTH .

5.4. Opzanuzayus npogpunakmuyueckozo KOHmMpoOa

B npouecce xpaneHus 6uOIMOTEKa MAIIMHHBIX HOCUTEJEH J0JDKHA oOecreyuBaTh MpPOBECHHUE
NpOoGUIAKTHIECKOTO KOHTPOJIS CoXpaHHOCTH nH(popMarn Ha MH3.

VYkazaHHbIE pabOThl GUKCUPYIOT B XKypHaje npopuinakrudeckoro kontpoiast MH3.
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Kypnan conepxkur cneayrorue rpadsl (Tadn.12):

peructpauroHHbii Homep MH3;

OTPaHUYUTENbHBIN TPU;

JIaThl IPOBEPOK;

HaMMEHOBAaHHE MPOBEJCHHBIX PadoT;

OTMETKA O pe3yJIbTaTax;

(baMuIMK UCTIONTHUTENEH U X TOJIITUCH.

[Tpu mpoBeneHNU MPOPUIAKTHUECKOTO KOHTPOJIE Heo0XoauMo cuutats nHpopmanuio ¢ MH3 u
CPaBHUTH TOJIYUYCHHBIE XapPAKTEPUCTUKUA C KOHTPOJIBHBIMH XapaKTEPUCTUKAMU, YKa3aHHBIMHU B BEJO-
moctu MH3.

B ciyuae oTpunaTtenbHOro pesyiabTata mpo(UIakTHYeCKOro KOHTPOJISI PYKOBOACTBOM OpraHM3a-
MU PENIaeTCs BOMPOC O HEOOXOJUMOCTH BOCCTAHOBIIEHUSI KOHKpEeTHOTO [IM, Haxopsierocs Ha JaH-
HOM TOME.

[Tpodunaktuyueckuit koHTposib MH3 111 MarHUTHBIX HOCHUTENIEH PEKOMEHAYETCSI POBOJINUTH Ue-
pe3 Kaxable 6 MecsleB, HaunHas co AHA noctyruienus MH3 B 6ubnuorexky MH. [lns ontuyeckux
HOCHTENEH CPOKH MPOBEACHUS MPO(YHUIAKTUIECKOTO KOHTPOJISI YCTAHABIUBAIOTCS B 3aBUCHMOCTH OT
XapaKTEPUCTHUK KOHKPETHOTO TUIIA HOCUTEIS.

B TexHnueckn 000CHOBaHHBIX CIydYasiX CPOK MPOBEACHUS MPO(PHIAKTHIECKUX pabOT MOXKET ObITh

U3MEHEH.
Tabmuma 12
KYPHAII ITPOOUIIAKTUYECKOI'O KOHTPOJIS MH3
Peructpa- Orpa- Hata HanmenoBanue OtmeTKa o
LIMOHHBIN HU4YHU- | TIPOBEPKHU MPOBEAEHHBIX pe3ynbpTarax Damuins Hoxmucek
HOMEp TEJbHBIN pabot
MH3 rpud
1 2 3 4 5 6 7
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6. HIOPAJOK BBIJJAYM JOKYMEHTOB HA MAIIMHHBIX HOCUTEJIAX

JlocTyn K ucnosibp3oBaHuio MHpopMmanuu Ha MH, momy4eHHON MpH reoJOrHYecKoM H3yYeHHUH
HEZp, OCYLIECTBIIAETCS B MOPSIIKE, YCTAHOBIEHHOM MUHUCTEPCTBOM IIPUPOIHBIX PECYPCOB UCXOIS U3
TpeOOBaHUI NEHCTBYIOLIETO0 3aKOHO/IATENILCTBA, JOTOBOPOB Ha BHINIOJIHEHUE PAa0OT M JUIICH3MOHHBIX
JOKYMEHTOB Ha HEJIPOINOJIb30BAHUE C YUYETOM IpPaB COOCTBEHHOCTH M KOMMEPUYECKHX WHTEPECOB 3a-
Ka3uuKa ¥ MPOU3BOAUTEINS PadoT.

[Tons3oBanue reonorndyeckoit nHGopmanueit Ha MH3 ocymiectBisiercss ¢ yuyeToM TpeOOBaHMIA
“NHCTPYKLIMHU O TOCYIapCTBEHHOM yueTe pe3yJbTaToB padoT MO T'e0JIOTHYECKOMY U3YUYECHHUIO HEJIP U O
MOpSIKE CUCTEMAaTU3aIMK, XPaHEHUsI M TMOJb30BaHMUsA (oHIAMH reonorundeckor maopmanuu” (M.,
Pocreondonn, 1996 r.) m npaBuiaMu mNoJdb30BaHUS (DOHIOBBIMH T'E€OJOTHUECKUMH MaTepHajaMH,
yCcTaHaBIMBaeMbIMU PocreondoHnomM HiaM TeppUTOpUATBHBIMU (PErMOHATBHBIMU) OpraHaMHU YIIPaB-
JICHUS TOCYJApCTBEHHBIM (DOHIOM Heap.

OsznakomiieHne ¢ qokymeHtamu Ha MH3 B denepanbHOM, CieUUaNbHBIX M TEPPUTOPHATIBHBIX
reoJIorTnYecknx (hoHmax paspemaeTcst TOJIbKO B CHEIHMAIbHO MPHUCIOCOOICHHBIX JUIS 3TOM IeNu Mo-
MEIIEHUAX (YUTATBHBIX 3a1ax), 00OPYJOBaHHBIX KOMIBIOTEPAMH C TEXHUYECKH 3a0JI0KMPOBAHHOU
BO3MO>KHOCTBIO 3anucu uHpopmanuu Ha MJI, TMJ], MOJI.

Brigaua MH3 nonp3oBatento npousBoauTcs Ha ocHoBaHMM npennucanus (Ilpmnoxenue 2) no
3asBke ([Ipunoxenue 3) u moJ pacmucKky ¢ opopMIIEHHEM B JKypHAJIe PETUCTPAIMU BbIIaYM U BO3Bpa-
ta MH3 (Tabxn. 13).

[Tpu Bo3Bpare MH3 B Oubnuoreky MH coTpyaHuk OMOIMOTEKH IOJKEH MPOBEPUTH HATUYUE U
COXpaHHOCTh Bcex BbIaHHBIX MH3 u pacnucatbes B rpade 8 >kypHana perucTpanyy O BO3BpaTe
MH3.

[Tpyr HanMYMKM COOTBETCTBYIOLIETO pa3pelIeHHus Ha Iepeady MH(popManuu B Apyrue opraHusa-
unu, JIM nepenaror B Buae konuit Ha MH.

Bun MH u ycnoBus nepenadu yCTaHaBIMBAIOT B COTVIALIEHUN MEXAY IEPENAIOIIe U IPUHUMa-

FOLIEH OpraHu3alMsIMU.
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JomxHocTHBIE Ma (henepanbHOro, CENUANBHBIX U TEPPUTOPUANBHBIX (POHIOB T€OJIOTHIECKOM
nHpopMany 00eCcneunBalT KOHPUICHIINATFHOCTh NPEACTABIsIeMON UM UHPOPMALIUU BO BpeMs ee

cOopa, XpaHeHusI, epeayll ¥ HHOTO UCTIOIb30BaHMS.

7. HOPSIJIOK JEMCTBUI COTPYJHUKOB BUBJIMOTEKHU MH3 IIPA
OBMEHE JOKYMEHTAMUN HA MAIIMHHBIX HOCUTEJAX MEXY
TEPPUTOPUAJIBHBIMU U ®EJEPAJIBHBIM I'EOJIOT'MYECKUMHU ®OHJAMU

denepallbHbIN T€OJOTHYeCKHi (HOHI OCYIIECTBISIET pa3paboTKy aBTOMATHU3UPOBAHHBIX CHCTEM,
obecreunBaroNuX XpaHeHne, TOUCK U 00paboTKy GoHI0BON MHPOpMALIUU, U TIEpEIaeT UX JJIs BHEII-
pEHUS B TEPPUTOPHUATEHBIC T€OIOTHYECKHE (DOH/IBI.

[To mepe BHepeHHs] aBTOMATU3HUPOBAHHBIX CUCTEM B TEPPUTOPUAIBHBIX I€0JIOTHYECKUX (OHJIAX,
moclieIHIe o0ecneunBaroT NoAroToBky Ha MH u nepenauy nadopmanmn B heaepanbHblid reoorunde-
CKHI QOH]I.

[TonroroBnennsiit MH3 cHaOxaeTcst 3TUKETKOW, KOTOpasi OJKHa OBITh OOPMIIEHA B COOTBET-
CTBHHM C pa3ziesioM 2.1. TaHHBIX PEKOMEHIAIINAM.

K MammHHOMY HOCHTENIO JOJDKHA OBITH MpHIIoKeHa BepoMmocTh MH3 ¢ 3amonHeHHON MIIEBOM
cTopoHoii (paznmen 2.2.1).

[ToAroToBICHHBIN MAIIMHHBIN HOCUTEh BMECTE C BEIOMOCThIO HampasisieTcs: B Pocreondonn mo
MOYTE WJIM MHBIM TPAHCIIOPTOM C COOIOJICHUEM TPAaBUJI OTIPABKH, OMMCAHHBIX B pazzaene 5.2. u 5.3.
JAHHBIX PEKOMEHAALUH.

[Tocne npuemku npucianasix MH3, Pocreondonn HanpasiseT B TeppUTOPUATBHBIA (POH]T KOTTHIO
BenoMocTd MH3 ¢ 3amnoiaHeHHBIM PEruCcCTPallMOHHBIM HOMEPOM, KOTOpasi CIY>KUT MOJATBEPKIACHUEM
Toro, uro AaHHbie MH3 mpunsater Pocreondonmom (v yBemominenue o nenpunstun MH3).

[Tpu momyuenun Pocreondonnom MH3 oT TeppuTOpHaIbHOTO Ie0JI0rHYeckoro (GpoHaa Ui ot
JIPYTOil OpraHu3aluu-mocTaBimka napopmanuu, padbotauku 6udamoreku MH Pocreondonaa momk-
HBI BBITIOJIHUTD CJEAYIOIINE IEUCTBUS:

- MPOBEPUTH PABMIHLHOCTH O(DOPMIICHHS ITUKETKH M COITPOBOIUTEILHOM ToKyMeHTau K MH3;
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- IPOBECTH BXOAHOH KOHTposib MH3 Ha 0TCYyTCTBHE BHPYCOB M HAa YNTAEMOCTh WH(POPMAIINH;

- 3apeructpupoBate MH3 B xypHane perucrpanmy;

- 3apErucTPUpPOBaTh KaXAbld JOKyMeHT Ha MH B cooTBeTCTBYIOIIEH KHHre yueTa JIM, mis yero
3anucath uHpopMmauio ¢ MH Ha kecTkuil AMCK KOMITBIOTEPA, pa3apXUBUPOBATh MH(OPMAIUIO U CBE-
PUTH €€ coiepKaHKE ¢ IIepeyHeM pasjena “XapakTepucTHka J10KyMeHToB” u3 Beromoctu MH3, nocne
4ero nepenucarb He00X0AUMY0 HH(POPMAIIUIO U3 BEJOMOCTH B COOTBETCTBYIOLIYIO KHUTY yueTa [IM.

[lpumeuanne. B cioyuyae mocTyruieHuss uwHbOpManmMM BO BHYTpeHHHX ¢opmarax 0a3 aH-

HBIX BO3MOXEH JAPYTrOM IyThb CBEPKH COJEP)KaHUS NOKYMEHTOB, 3aIlH-
CaHHBIX Ha MH, ¢ BeoMOCTBIO:
- CcO3/aTh BPEMEHHYI0 0a3y MJaHHBIX B COOTBETCTBYIOIIUX MPOTPAMMHBIX
cpeactBax Pocreondonna;
- nepenucath nHpopmanuto ¢ MH3 Bo BpeMeHHYyI0 6a3y JaHHBIX;
- HCTIIOJIB3YsI TPOTPAaMMHEBIE CPEJICTBA, paclieyaTaTh HH(OPMAIHIO U3 Bpe- MEH-
HOM 6a3bl 1aHHBIX B (hopMe KHUTH ydeTa JIM cOOTBETCTBYIOLIETO BUA;
- CPaBHUTH pPACMEUaTKy C pazaesioM ‘“XapakTepUCTHKAa JOKYMEHTOB~  BEIO-
Moctu MH3;
- 3aMOJIHUTh BPYYHYIO HEIOCTAIONIyl0 HMH(POPMALHUIO B pacreyaTKe KHUTH
yuera [IM;
- IOJUIUTh pacleyarky K KkHure yuera JIM.
JlaHHBI IyTh MO3BOJIIET MHUHUMHU3HMPOBATh PYYHOE 3AIIOJHEHUE KHUI ydeTa
JIM.

- 3aIIOJIHUTHh 0OOPOTHYIO CTOPOHY BegoMoctu MH3;

- 3aMOJHUTH HeoOxoauMble rpadbl Ha 3THKeTKe MH3;

- caenath Konuio Begomoctd MH3 u BhicnaTh ee B aapec nepenaronieil opranusanuu (B ciydae
npuema MH3 Ha xpanenue), mubo BeicnaTh yBeAoMieHHe o HenpuHnatuu MH3 (B cmydae HecoBmaze-
Hus naHHbix Ha MH3 1 B BenoMocTH, HenpeacTaBieHus OyMakHbIX Konuil otyeToB o ['PP wim apy-
rux omubok Ha MH3);

- caenathb pe3epBHyto konuo MH3 (y0iaukaT) NpuHATOro Ha XpaHEHHUE,

- nmomectuth MH3 1 ero ny0nmkaT Ha XpaHEHHE B COOTBETCTBYIOIINE XPAaHUIIMIIA BMECTE C Be-

nomocTero MH3.
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O6meH noxymeHntamu Ha MH Mexy TeppUTOpHUATBHBIMH T€0JIOTUIECKUMHU (POHIaMU U OpTaHU-
3alUsAMU, MOCTABIAIONIMMUA UM MH(GOPMALMIO Ha MalIMHHBIX HOCUTENSAX, PEKOMEHAYEeTCs] OpraHu30-

BBIBATh TAKXKE€ 110 BBIIICH3IIOKECHHON CXEME.
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[MPMJIOXEHUE 2

YTrnoBoii mraMit
OpraHu3aIu
IMPEATIIMCAHUE

Ha BBIIIOJTHCHUC 3aJaHUsA

(1OMKHOCTD)

(bamunus, uMsi, OTIECTBO)

Komannupyercs B

(HauMeHOBaHUE YUPEIKICHUS IPEATIPHUSIITHS )

110 BONpocy (yKa3aTb KOHKPETHO):

Opranu3anusi TapaHTUPYET, YTO MOJIydeHHas: UH(popMalys He OyAeT B JalbHEHIIeM THPaKu-

POBATHCA U NICPEAABATHCA TPECTHUM JIMLIaM.

Havanbnuk (qupektop)

(monmuce) (®.1.0.)

M.IL

37



[NPMJIOXEHME 3
(13 2 1 9 r.

3AAABKA
Ha nonyuenue 0oKymenmos na MH3 u3 xpanunuwa

2e0n02uuecko2o gonoa

damMunys, ©UMs, OTIECTBO

HaumenoBanue opranuzanuu

PETUCTPALIMOHHBIE HOMEPA TPEBYEMBIX MH3

IToanuce YUTATCIIs, O3HAKOMHUBIICTOCA C ITpaBUJIaMHU pa6OTLI

B YUTAJIbHOM 3aJI€

Buza Hau. otaena (1ms cOTpyIHUKOB (OH/IA)

Havansauk ponma
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(3amonHsieTcst B Opranu3aluy,
MIPUHUMAIOLICH MOJIB30BaATES

nHpOpPMALUH)

Tos.

[Ipomy

(c y4eToM 03HaKOMHTb, YTO KOHKPETHO IPEIOCTaBUTD)

PykoBoaurens yupexxaeHus (peanpusTus)

n " 19 T.

CIIPABKA

Tos. O3HaKOMJIEH

(Yka3aTh ¢ KAKUMHU

BOIIpOCaMu, KaKOBa UX CTCIICHb CerCTHOCTI/I)

(IOIKHOCTD JUIIA, TPUHSB- (pammnus) (moamuck)
LIET0 KOMAaHIMPOBAHHOTO)

IToanuce 03HaKOMHMBIIETOCS

(bamumst)




MuHHCTEepCTBO MPUPOIHBIX PeCypPCcoOB
Poccuiickoiit Penepauuu

®DenepajbHOE TOCYAAPCTBEHHOE YHUTapPHOE

HAYYHO-NPOU3BO/ICTBEHHOE MpeaNnpusATHE (Ha3BaHMe opTraHM3alUM)

“POCCUMCKHUMN ®EJIEPAJBHBIN
T'EOJIOTMYECKHU ®OHT”

(POCTEOJI®OH])
123007 Mocksa, I'CII, 3-s1 MaructpanbsHas, 38

Tenerpadusriii anpec: MockBa 7 Pocreondonn
Tenedon 259 40 60 dakc 259-59-73

oT Ne

N3Bemenne Ne

[Toctynusmuit B Pocreondona maTepuan Ha MalTMHHOM HOCHTEIIS

(HasBaHUE)

HE MOXET ObITh TPUHAT B Oubanorexy MH3

[Ipuemka ykazaHHOTO MaTepHuasia MOKeT ObITh ohopmiieHa B «bHOIMOTEKE MaTMHOYUTAEMbIX HOCUTEIEH)

JIMIb MOCJIC MTOJYUYCHUS

[Ipu oTBeTe ceputaiiTech Ha Hall Ne H3BEIICHUS

3aM. reHepanbHOro qupekropa Pocreondonna / /

[NPMJIOXEHME 1

Opranuzanus

W3Bentenue Ne

Haszeanue [IM

BEIsSBIIEHHEBIE OLIMOKHU

JlaTa

Ilonnuce




BEAOMOCTDb MH3
3anoHsAETCS Nepearoleii CTOPOHOM Hara Orpannuu-
Hepeaaun TENBHBIA TpUd
HanmenoBanue nepenarormeit (13-
TOTOBHBIIICH) OpTaHU3AITIN
Xapakrepuctruka MH3
Emxocts MH Oo61ee dopmar Tun
Bung MH (MB) Howmep Toma KOJIMYECTBO MIPEICTABICHHS HCTIOJIB3yEMOTO
TOMOB JIaHHBIX apxuBaropa
XapakTepucTuka J0KYMEHTOB
Kon-Bo Nwms Pazmep daii- | Pa3zmep ¢aiina HUcnons- Bepcus
Haspauue noxymenTa JIOKYMEHTOB ¢aiina J1a 10 110CJIE apXUBa- 3yeMble Inc
apXUBaIUN uu (KB) I1cC
(Kb)
VY nocrosepsronye noamnucu
CocraBun IIposepui YTBepaun
JIOIDKHOCTD
Damuius

Tloamuce

TaOmnuma 2



3anoaHseTcs HpI/IHI/IMaIOH_IefI CTOpOHOﬁ

Peructparmonuslii Homep [ara peructpanuu OTMeTKa O CHATHH MecTo XpaHeHHs
MH3 MH3 Konui KOIIUH
Hanuune namenenuii k gjannomy MH3
HaunmenoBanue PeructpanmonHbIii HOMEp HU3Be-
Ne Jlata n3MeHeHus JIOKYMEHTa [IEHUS 00 N3MEHEHUN
3apeructpupoBai [IpoBepun [Ipunsn
JIOJDKHOCTD
Damumnus

IToamuce




KHUT'A YUETA JIM Ne 1

(macmopra 'KM)
Jara pe- | Peruct- Hazpanue Orpanu-
TUCT- paluoH- HaumenoBanue HNunexc Howmep Hazpanue ydacTka YUTEIb- OtMeTKa
pauuu HBIN nepearonien MaccuBa | mmacropra MECTOPOXKACHUS MECTOPOXKICHUS HBIN 00
MH3 HOMED OpraHu3annun (xom-BO rpud M3MEHEHUH
MH3 TICII)

CchlIKa Ha IIPHUIIOKCHUC K KHUTI'C yUCTa

Tabnura 4



KHUI'A YUETA IM Ne 2

( TMIEH3MOHHBIE MACTIOPTa)

Jara
peru-
cTparuu

MH3

Perucrt-
panuoH-
HBII HOMEP

MH3

HaunmenoBanue
nepeaaronen

Oopranuvsanuun

Mudp munenzun HasBanue
00BeKTa
cepus HOMEp BUJ JIUIIEH3UPOBaHUA

CchlIka Ha IMPUITOKEHUEC K KHUI'C yUC€Ta

®opmar
MIPECTABICHUS

JaHHBIX

Orpanu-
YUTEIb-

HBIN

rpud

OT1mMmerka
00

HN3MCHCHUU

TabOnuma 5



Tabnuma 6
KHUT' A YUETA IM Ne 3

(Oananc 3amacoB)

Hara peru- | Peructpa- HaumenoBanue Haspanue BbIyCKa CyObeKT Tox coctaBne- | Orpa- OrmeTka
cTpaluu IIUOHHBIN —
nepeaatonien Oananca denepanyn HUYH- 00
MH3 HOMED p H Aepat
OanaHca N
MH3 OopraHusanuu TEJIbHBIN U3MEHEHUU

rpud




KHUT'A YUETA IM Ne 4

(KapTOYKHU U3yUYEHHOCTH)

Tabmuma Ne 7

Hara
perucr-
panuu
MH3

Peru-
cTpanu-
OHHBIHI
HOMEp
MH3

Haumenosanue
nepearonien

OpraHu3aInuu

Kon-Bo

KapToueK

TeppuTopHa H3y4EHHOCTH ®opmat
Bu IpeacTaBie-
A CyOBEKT HOMEHKJIaTypa pex
M3yYeH- HUSA
Denepannn mera
HOCTH Acpat JTAHHBIX

Orpa-
HUYH-

TEJILHBII

rpud

OTMeTKa
00

HU3MCHCHHUH




Tabmuma Ne 8

KHHUI'A YYETA /IM Ne 5
(otuetsr 0 'MH)
Ne Hupen- Neo Ton dopmar Pasmep Orpa- | Ormerka
TapHBIN
n/n Ne JTM CD-R B Haspanme oTuera Opranuzanus - ABTOpBI COCTaB- | IIPEICTaBIE- oryera HU4U- 00
apxuBe UCIIOJIHUTEND JICHUS o
oT4era HUS JaHHBIX (Ko6) TEIbHBIA | U3MEHE-

oT4ycTa
HHUH

rpud




KHUI'A YUETA IIM Ne 6

(Yy4eTHbIE TOKYMEHTBI 110 FOCYAApCTBEHHOM perucTpanuu padbor)

Tabmuma Ne 9

Harta peru-
CTpanuu

MH3

Peructpa-
[AOHHBIH
HOMED

MH3

HaumeHnoBanue
nepearone

OopraHu3anu

HazBanue

o0wekTa pador

MecToHaxoxxIeHne

o0BeKTa paboT

CpOKI/I BBIIIOJTHCHUA

pabot

HayaJlo

OKOHYa-
HHUC

OtMeTKa
00

HN3MCHCHUU




Taomuma Ne 10

KHUI'A YUETA JIM Ne 7
(mpouee)
[Hara peru- | Perucrpa- HanmMeHoBaHue ®dopmar Orpanu- OtmeTka
CTpaluu LIMOHHBIN nepegaromen Hazpanue Onwucanne MpeCTaB- YUTEIb- 00
MH3 HOMEp OpraHu3aluu JIOKYMEHTAa JIOKyMEHTa JICHUS HBIN U3MEHEHUUN
MH3 JAHHBIX rpud




XKYPHAIJI PETUCTPALIMU BBIJIAYN, BO3BPATA MH3 U KOITMPOBAHUW A IM

Tabmuma 13

Pacnicka
Ne Jara HanmenoBanme Oamunus u HazBanue Orpann- | Otmerka o komupo- | O6bem komu- | Pacmucka IMIa, | percrpenmoro
n/n | BeLga4u JIM MHAIAAITBI OpraHu3aiuu YHUTEITh- Banum JIM pyemMoro ma- MOJYyYHUBIIETO JIHIA O
M § TIOJIb30BATEIIS HBINA Tepuasa JIM Bosspare JIM
Perucrparyionsbii rpud Jlara nepenaun
Ne MH3 KOTIMH (Kb)
01 02 03 04 05 06 07 08 09 10




KYPHAJI PETUCTPALIMN MH3

Hara Perucrpa- Orpanu- Haspanue Koun-Bo HaumenoBanue Bun u OT™meTKH
perucr- ITUOHHBIN YeHHBI JIOKYMEHTa JOKYMEH- nepearoLLei €MKOCTb 00 M3MECHEHHSIX
pauuu HOMED rpud Ha MH TOB OprAHHIAHH MH (HOMED M3BELICHHS)
MH3 MH3
01 02 03 04 05 06 07 08




KYPHAJI TPOOUITAKTUYECKOI'O KOHTPOJISA MH3

Peructpa- Orpa- Hara HanmenoBanune Otmetka o

LIMOHHBINA HUYH- MIPOBEPKU MIPOBEICHHBIX pe3yapTarax Damunst IToamuce
HOMEp TEJIbHBIN pabort
MH3 rpud

1 2 3 4 S 6 7
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