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1. O0mwue 1M0JI0KeHUS

1.1. Ilomo>xenre 0 HOMEHKIAType aen (nanee - [lonoxenue) pazpaboTaHo B MeEIsIxX
palMOHANIBHONW  OpraHu3aly  JOKYMEHTAIIMOHHOTO  00eCHedeHHs]  JIeSITeIbHOCTH
MYHHUIIUIATBHOTO OOJIKETHOTO 00pa30BaTENbHOTO YUYPEXKACHHUS  JOMOJHUTEIHHOTO
oOpazoBanusi «JleTckas Xya0KeCcTBeHHas Ikoyia Ne 2 MpUKIaJHOTO U JAEKOPATUBHOTO
uckycctea umenu B.J[.IlomenoBa»  (mamee - VYupexaeHue), a TakkKe CTPOroro
COOJIO/IEHUs JIEUCTBYIOIIMX HOPMATUBHBIX JOKYMEHTOB B c(epe HOKyMEHTaluuu Hu
uHopMarmu.

1.2. HoMeHknaTypa e — 3TO CHUCTEMATU3UPOBAHHBIN MEPEYECHb HAMMEHOBAHUM
(3aroJIOBKOB) e/, 00pa3yroIIMXCcs B JICIONPOU3BOICTBE YUPEKACHUS JIeT C YKA3aHUEM
CPOKOB XpaHeHms, OGOpMIIEHHS B YCTaHOBIEHHOM mopsake. OHa ompenenser
IPYNNUPOBKY JTOKYMEHTOB B J€jia, CUCTEMAaTU3allMI0 U Yy4eT Jej, UX HHJIEKCalulo,
SBJISIETCS OCHOBOM JJIsl COCTABJICHUS OMUCEH JIe MOCTOSSHHOTO M BPEMEHHOI'O XPaHEHHS,
a TaKXe MCMOJIb3yeTCsl JI y4deTa JieJl KPaTKOBPEMEHHOIO0 XpaHeHusi. B HOMeHKIaTypy
JIEJT BKJTIOYAIOTCS BCE IOKYMEHTHI, 00pa3yroIIHecs B ACATEIHHOCTU Y UPEIKICHUS.

1.3. Hacrosiiee [lonoxkenne o HOMEHKIAType €N pa3paboTaHO B COOTBETCTBHH C
npukazoM denepanbHOro apxuBHOro areHtrcrBa ot 20 aexadps 2019 r. N 236 "OO6
yTBepKaeHUH  llepedHss  THUIMOBBIX  YNPABICHYECKHX  APXMBHBIX  JTOKYMEHTOB,
o0pa3yloluxcsi B TMpOIECCe JESITENIbHOCTH TOCYAapCTBEHHBIX OpPraHOB, OPraHoOB
MECTHOTO CaMOYIIPaBJICHUSI M OpTraHU3allMil, ¢ yKa3aHWEeM CPOKOB HX XpaHeHus'", C
JNEHUCTBYIOIIMM 3aKoHOJ1aTesIbcTBOM Poccuiickoit deaeparun (DenepanbHBIM 3aKOHOM
or 22.10.2004 Nel25-®3 «OO6 apxuBHoMm gene B Poccuiickoit ®denepanumny,
«OCHOBHBIMH TIpaBUJIaMUd PAOOTHI APXWBOB OpraHu3anuii» (0JO0OPEHBI peEIIeHHuEM
Konnerun PocapxuBa ot 06.02.2002), METOAUYECKUMH PEKOMEHIAIUSAMU IO padoTe ¢
JOKyMeHTaMu B oOuieoOpasoBarenbHbix yupexaeHusx (Ilucemo MunoOpa3oBanus
Poccuiickoii ®eneparuu ot 20.12.2000 r. Ne 03-51/64); HOpMATUBHBIMU TMPABOBLIMU
aKTaMH, PETryJUPYIOIMHUMH JESITeIIbHOCT, 00pa30BaTEeIbHONW OpraHu3aiii, Y CTaBOM
YupexxnaeHus) ¢ 1ebo ONpeeNIeHUs MOopsIIKa TPaBUILHOTO (POPMHUPOBAHUS U YU€TA JIETT
B YUpexKICHHUE.

2. @opMa HOMEHKJIATYPBI AeJ

2.1. Homenknatypa nien YupekJeHUs COCTaBIISIETCS MO YCTaHOBJIEHHOW (opMe.
Homenknatypa nen odopmiisieTcs Ha 0011eM O1aHke YUpexeHus.

2.2. Homenknatypa Jnen YupexJeHUE BHUBHPYETCS JIETONPOU3BOJUTEIEM U
YTBEPXKIAeTCs pyKoBojauTeaeM YupexnaeHus. [locme yTBep)aeH!s HOMEHKJIATYPHI J1eTl
CTPYKTYPHBIC TOJPA3ACICHHS TOMYyYarOT BHIMUCKA W3 COOTBETCTBYIOIIMX €€ Pa3JeioB
JUTS1 UCTIOJIB30BAaHUS B paboTe.

2.3. Homenkmatypa nien pa3padaTbiBaeTCs U YTBEPKAACTCS B YUPESIKICHUU B KOHIIE
KKJOTO KAJICHIApHOTO To/a, a B JICUCTBHE BBOJUTCA C SIHBApS OUYEPEAHOTO TOJa.
Homenkiatypa fei corimacoBbIBaeTCs ¢ apXUBHBIM YUPEKICHUEM HE PEXKE OJTHOTO pas3a B
5 nmer. B ciydae KOpeHHOro W3MEHEHHs] (GYHKIMA € CTPYKTYPbl YUpEeXKICHUS
pa3pabaTbhIBacTCsl HOBasi HOMEHKIJIaTypa Jedl.

2.4. Pa3nenbl HOMEHKIIATYPHI J€)I B COOTBETCTBHM C HANMEHOBAHHUSIMHU CTPYKTYPHBIX
MOJPA3ACICHUN Y YPEKICHUS:

1. O6mwmit oTaen (pyKOBOACTBO, KAHIIEISPHS)

2. OpraHu3aioOHHO — PaCHOPSIUTEIbHbIE IOKYMEHTHI

3. Kagpsr

4. YuebHO-BOCTIMTaTEIbHAS paboTa
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5. OxpaHa TpyJAa U TEXHUKH 0€301aCHOCTU
6. MarepuaabHO — TEXHHUECKOE 00ecrieueHne
2.5. B cnyuyae KOpeHHOro u3MeHEHUs (PYHKIMH U CTPYKTYpbl YUpexKacHUs
HOMEHKJIATypa MOJJIEKUT MEPECOCTABIEHUIO U YTBEPKICHUIO HE3aBUCUMO OT CpPOKa €€
COTJIACOBAHMUSI.
2.6  YTBEpXKIOEHHBIA SK3EMIUISIP HOMEHKJIATYPbl AN SBIAETCA TOKYMEHTOM
IIOCTOSIHHOTO CpPOKa XPAaHEHUS W BKIIOYAECTCSA B pa3fei MOApa3leieHUsl, B KOTOPOM
OTKJIA/IBIBAETCSI HA XPaHEHHUE.

3. ITopsiAoK cOCTaBJICHUSI HOMEHKJIATYPBI Jie]

3.1. HomeHnknaTypa el COCTaBJISIETCS HA OCHOBE M3YUYEHUS COCTaBa U COJIEPKAHUS
JOKYMEHTOB, O0Opa3yloluxcs B JeATebHOCTH Yupexnaenus. I[lpu coctaBieHun
HOMEHKJIATyphl [N CIIeyeT PYKOBOJCTBOBATHCS YCTaBOM YUpPEKIEHHUS, IITATHBIM
pacnucaHueM, HOMEHKJIATYpol Jen YupexJAeHHEe 3a MPOLUIbIA TOJ, OMUCSAMHU el
INOCTOSSHHOTO M BPEMEHHOTO  XpaHEeHWs,  PErucTpalMoHHbIMH  (opmamu,
BEJJOMCTBEHHbIMU M THUIIOBBIMU TEPEUYHAMH JOKYMEHTOB C YKa3aHHUEM CpPOKOB HX
XpaHEHMsl, TUTIOBBIMU U IPUMEPHBIMU HOMEHKJIATypaMHu J€.

3.2. B HOMeHKJIaType Jed NpeaycMaTpUBaOTCs 3aroj0BKU 11 s TPYNIIMPOBKU
JOKYMEHTOB, OTPaXaIUe BCE JOKYMEHTHPYEMbIE NPOLEAYpbl M  BOIPOCHI
JNEATENBHOCTH Y UPEXKIACHUS.

B HOMeHKaTypy nen YupekaeHHsl BKIIOYAOTCA J€jJa BPEMEHHO ACHCTBYIOIIMX
OpraHoOB, JIOKYMEHTHI KOTOPBIX CIIy>KaT IPAaBOBBIM OCHOBAaHUEM JUIsl MOJATBEPIKIACHHS
MTOJIHOMOYMI OPraHU3alMU WK PEKPALLEHUs €€ A TENbHOCTH.

OcHOBO 1151 onpeneNieHus: CTPYKTYpPbl HOMEHKJIATYPhI 1€ SBIAETCS CTPYKTypa
(mrraTHOE pacnucaHue) YUpeKIeHHUS.

3.3. I'padbl HOMEHKIATYPBI e Y UpeKICHUs 3aN0JIHAIOTCS CIEIYIOUUM 00pa3oM.

B rpade 1 HOMeHKmaTtypbl €71 TPOCTABIAIOTCS HWHIEKCHl KaXIOro Jedia,
BKJIFOUEHHOTO B HOMEHKJaTypy. WHAEKC Jena COCTOMT M3 YCTAHOBJIEHHOTO B
OpraHu3aluu HUQPPOBOro 0003HAYEHHUS] CTPYKTYPHOTO MOJpA3JEICHUs U MOPSIKOBOTO
HOMEpa 3arojioBka Jejla 10 HOMEHKIAType Jed B IMpefenax CTPYKTYpPHOTro
noapasaenenus. UHaekcsl gen o6o3HavaroTcst apabckumu nudpavu. Hampumep, 02-03,
rae 02 — uHIEKC CTPYKTypHOro mopapaszaeneHus, 03 — mopsaKoBbIi HOMEp 3arojoBKa
Jena 1O HOMEHKJIaType naeil. B HOMeHKiatype el peKOMEHAYETCS COXPaHsSTh
OJIMHAKOBBIE WHIEKCHI MJIs OJHOPOJHBIX JEJI Pa3HbIX CTPYKTYPHBIX MOJpa3aeiaeHUil
(manpasnenuii aestenbHocTr). Hanmpumep, «lIpuka3sl no ocHOBHOM nearenbHocTH» (02-
03, 03-03, 04-03 u T.1.).

B rpady 2 HOMEHKIATyphl /el BKJIIOYAIOTCS 3aroJIOBKU Jesl (TOMOB, 4acTeil).
[lopsimok  pacrono’KeHus 3arojOBKOB JieJd BHYTPU pa3liefioB W MOAPA3/eNoB
HOMEHKJIATYphl JIeJ OIpEAeNAeTCsS CTENEHbI0 BaXKHOCTU JOKYMEHTOB, COCTAaBJISIOLIUX
7ieNa, U UX B3aUMOCBSI3bIO.

Bnauane pacnomnaraioTcsi 3arojioBKM  JIeJ, COJAEpXKAIIMX OpraHU3alluOHHO-
pacnopsIMTENbHYI0  JOKyMeHTaluio. Ilpu 3ToM  3aronoBku  jen, colepiKaliux
MOCTAHOBJICHUSI W TIPUKA3bl BBIIMIECTOSALIUMX OpraHu3aliii, pacroyiaralTcs Mepea
3aroJIOBKaMu JIeJl ¢ MNpHUKa3aMH PYKOBOJAWTENS opraHu3anuu. Jlamee pacronararorcs
3aroJIOBKH JIeJI, COJIEP KAIIMX MIaHOBBIE U OTUYETHBIE TOKYMEHTHI.

3aroioBOK nena JOJKEH YeTKO W B 0000meHHON (opme oTpaxkaTh OCHOBHOE
COJIEpKaHUE U COCTaB JOKYMEHTOB JeJIa.




He nomyckaercst ynmotpeOiaeHue B 3arojIOBKE Jieia HEKOHKPETHBIX (POPMYITHPOBOK
(«pa3HBIle MaTepuaibl», «OOIIas MEPeNnHucKa» W TPodY.), a TaKKe BBOIHBIX CJIOB H
CJIOKHBIX CUHTAaKCUYECKUX 00OpPOTOB.

3aroyioBKM A€l MOTYT YTOUHSTHCA B Mpoiiecce GopMUPOBaHUS U 0GOPMIICHUS JE.

CocraB  2JIEMEHTOB  3arojoBKa  JIeJla,  pACHOJIaraeMbIX B IPUHATOU
NOCJIEN0BATENBHOCTH, ONPEEIACTCS XapaKTEPOM TOKYMEHTOB Jeiia. B 3arosioBkax nei,
COZIEPKAIINUX TOKYMEHTBI IO OJTHOMY BOIIPOCY, HO HE CBSI3aHHBIX MOCJIEI0BATEIIBHOCTHIO
JIEJIONPOU3BOCTBA, B KaUyeCTBE BHJA Jiea YHOTPEOISETCs TEPMHUH «JIOKYMEHTBDY, a B
KOHIIE 3arojioBKa B CKOOKax YKa3bIBalOTCSI OCHOBHBIE PAa3HOBUAHOCTU JOKYMEHTOB,
KOTOpBIE€ JTOJDKHBI ObITh B jaene. Hampumep, «J/{okyMeHTHI O TPOBEACHUM HAYYHBIX
KOH(epeHIINiA 1 CUMITO3MYMOB (TUTaHBI, CTUCKH, JOKJIAJIBI ).

TepMUH «IOKYMEHTBD» MNPUMEHSETCA TAKXE B 3arojIOBKax e, COJAEpKaIlIuX
JOKYMEHTBI-TIPIJIOKEHUSI K KakoMy-nOo mokymeHTy. Hampumep, «JlokyMeHTBI K
MPOTOKOJaM 3acelaHusl KOJUICTMAJILHOTO OpraHa yhpaBJeHHs 00pa3oBaTebHON
OpraHu3alUm».

3aroJ0BKH A€ MO0 BOIPOCaM, HE pa3pelIeHHBIM B TEUEHHUE OJTHOTO rofa, SIBIISFOTCS
«IEPEXOIAIIMMI» U BHOCSITCA B HOMEHKJIATYpPY JI€JI OpraHU3alyy CIEAYIOIIETO roja ¢
TeM ke MHIeKcoM. Ecnu neno OyaeT cocTosiTh U3 HECKOJIbKUX TOMOB WM 4acTeH, TO
COCTaBJISIETCSl OOIIMIA 3arojIOBOK Jiefla, a 3aTeM MpU HEOOXOJUMOCTH COCTAaBIISIOTCS
3aroJIOBKM Ka)KI0ro ToMa (4acTH), yTOUHSIOIIME CO/IepKaHUE 3aroJioBKa Jiefa.

B rpade 3 HOMeHKIATyphl JieNl yKa3bIBaeTCsl KOJUYECTBO JeN (TOMOB, HacTei).
Ona 3amoyHsAeTCs MO OKOHYaHWHW KalleHJapHoro roga. B rpade 4 yka3bBalOTCS CPOK
XpaHEeHus Jiejia, HOMepa CTaTel MO MEepPeyHI0 (TUIOBOMY, BEIOMCTBEHHOMY), a MIPU €ro
OTCYTCTBHH - IO TUIIOBOM WJIM IMTPUMEPHON HOMEHKJIATYPE JEJI.

[Ipr BKJIIOUYEHMHM B HOMEHKJIATYpPY 3aroj0BKOB, JTOKYMEHTOB, CPOK XPaHEHUS
KOTOPBIX HE IMPEIYCMOTPEH THUIIOBBIM WJIM BEIOMCTBEHHBIM IE€PEYHSIMU JTOKYMEHTOB,
CPOK HMX  XpPaHEHUs  YCTAHABJIMBAECTCA  JKCIEPTHO-IPOBEPOYHOM  KOMHUCCHUEU
COOTBETCTBYIOLIETO  APXMBHOIO  YYPEXKICHUS 1O  NOPEACTABICHUIO  apXHBa
o0pa3oBaTeIbHOM OpraHu3allMd M LEHTPAIbHOW AKCIEPTHOM KOMHCCHEH (PKCIIEPTHOMN
KOMHCcHel) 00pa3oBaTenbHON OpraHu3aluu.

B rpade 5 «Ilpumedanue» B TeueHHE BCETO CpOKa JACHCTBUS HOMEHKJIATYPHI
IPOCTABJISAIOTCSA OTMETKHU O 3aBEJICHHUM JIEJI, O MEPEXOASAIIUX JI€NIax, O BBIICICHUH JIET K
YHUYTOXKEHUIO, O TepeAadye Jel B  Jpyroe CTPYKTypHOE  IOJpa3leiICHHE
o0pa3oBaTeNbHON OpraHu3aluu, JpYyryr0o o0pa3oBaTeIbHYI0 OpraHM3alyi0 IS
MPOJOJKEHUS U TTPOY.

3.4. Ilo oxOHYaHHM AEIONPOU3BOACTBEHHOTO T'0Jla B KOHIE HOMEHKJIATYpPHI Jell
3aMEHSETCSl WTOroBasi 3aluCh O KOJIMYECTBE 3aBEICHHBIX Je1 (TOMOB), OTAEIBHO
MMOCTOSIHHOTO W BPEMEHHOTro xpaHeHus. CBeJeHuUsl, COAEpKAIUECs] B UTOTOBOM 3aIlUCH
HOMEHKJIATYpPbI JeJI OpPTaHu3aIlui, B 00s3aTEIHLHOM TOPSIKE COOOIIAIOTCS apXUBHOMY
YUPEKIACHHUIO, O YEM B HOMEHKIATYpE €Nl MPOCTABISAECTCS OTMETKAa C YKAa3aHUEM
JOJDKHOCTH JIMIIA, CACNIABIIETO OTMETKY, ¥ paciii(poOBKY €ro MO IIHCH.

4. 3aKJII0YNTeIbHbIE 0J0KEHHS
4.1. Hacrosimiee IlomoxeHune BCTynaeTr B JECUCTBUE C MOMEHTA €r0 YTBEPKICHHS
pYKOBOAUTENIEM Y UPEKIACHUS.
4.2. I3MeHeHus u J0mNoaHEeHUs B HacToslee [loioxkeHnne MOryT ObITh BHECEHBI B
CBSI3M C U3BMEHEHUSIMU JECUCTBYIOIIETO 3aKOHOAaTeNbcTBa Poccuiickon denepannm.
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