MYHUIIUITAJIBHOE BIOJDKETHOE YUYPEXIEHHWE
AOIOJIHUTEJIBHOI'O OBPA3OBAHIA I'OPOZIA KbI3BIJTA
JETCKAS HIKOJIA UICKYCCTB UMEHU HAJI1 PYILIEBOU

ITPHKA3 Ne85-0/n

r. Kem3pun ot 23 nmexabps 2019 r.

«O Ilos10:keHHH O HOMEHKJIaType AeJl
MyHHUHNIAJIBHOTO OI01XKETHOIO YUpeKAeHHS
JAOMOJIHHTEbHOr0 00pa3oBanus ropoaa Keizeiia
«/derckas mwkonaa uckycers umedn Haau Pywesoi»

Ha ocnoBanuu @epepansHoro 3akoHa ot 22.10.2004 Nel25-®3 «O6
apxuBHOM pene B Poccuiickoit @eneparun», « OCHOBHBIX MpaBUjl pabOThl apXHBOB
opraHuzaumii» (onoOpensl pemenuem Komreruun Pocapxusa ot 06.02.2002),
pykxoBoactBysck YctaBoM MBY J10 r.Kesuta « IIIIN um. H.Pymesoit»,

ITIPUKA3BIBAIO:

1. YrBepaute  npunaraemoe  I[lomoxeHwe 0 ~ HOMEHKIaType el
MyHMIMNIATBHOTO  OIOKETHOTO  yUpeXXIeHUS JONOJHUTENLHOr0 OOpa30BaHUs
ropozna Kei3bia «/lerckas mkona uckyccts iMeHd Hanu PyeBoit».

2. KoHTpONb 32 MCIONHEHHWEM HACTOSLIETO MpHKa3a BO3JIOXKUTH Ha BEMYIIETO

noxkyMenroBeaa Jlonrak C.A.
3. Hacrosiumit mprka3 BCTyaeT B CHITY CO JHS €ro MOAHCAHHS.

Hupextop \/@_ Omnueit A.X.

/)
O3HakoMJIeHa: OOM.W



VYTBEPXJIEHO
npuka3oM aupexkropa MBY J1O
r. Kenpuia « /I um. H.Pymesoii»

Ne 84 o/m ot « b » /4, 2019r.

Ionoxenue 0 HOMEHKJIaType AeJl
MyHHUHNIAJBHOIO GI012KETHOIO YUPeKIeHHsI 10NOJTHHTEJIbHOr0 00pa3oBaHusA
ropoaa Kei3bina «/lerckasi mkona nckyccrs umedn Haan PymeBoii»

1. O0mHe nonoKEeHHS

1.1. lokymeHTOOOOPOT B MyHULMNAIBEHOM OIOMKETHOM YUYpeXXIeHUU
JIOTIONIHUTENBHOTO oOpa3zoBanus ropoaa Kemeuia «Jlerckas Imkoiia HCKYCCTB
umenn Haau Pymeoit» (mamee — Illkoma) momuuHsAeTcs OOIIMM ITpaBHJIaM
JEJIONIPOU3BOJICTBA M TPENCTAaBISET, C OJHOM CTOPOHBI, HH(MOPMAIIMOHHBIN
npolecc, BKIoYarouuii B cebs coop, 00paboTKy, HaKOIIeHHE, XpaHEHHe, TTIOUCK H
pacrpocTpaHeHue MHPOpMaLUK, a ¢ JPYTroi, 3TO — CTPOro periiaMeHTHPOBAaHHASA
HOPMATHUBHO-IIPABOBBIMU aKTaMHU JESTENbHOCTh, YCTAaHABIWBAIOIIAs MOPSIOK
peruCcTpalliy, ydeTra, JABWXXEHHS Jell U JPYrHX MaTepuajoB, CIPaBOYHO-
MH(OPMAILMOHHOTO MIOUCKA U KOHTPOJIS HaJl UCIIOJHEHUEM NOKYMEHTOB, a TaKXKe
UX TOCNENyIONIero XpaHeHWs W Hcrmoib3oBaHus. OCHOBHBIM BHIOM pabor,
o0ecreurBaOIUM NPaBHIIBHYIO OpraHU3alii0 JOKYMEHTOB B J1€JIONPOU3BOJICTBE
IIIxoBl, ABISETCA COCTABICHHE HOMEHKIJIATYPBI JEl.

1.2. HomeHnknatypa gmen — 3TO CUCTEMaTH3UPOBAHHBIM  MNepedeHb
HaMEHOBaHUM (3aroJoBKOB) Jiell, OOpa3ylolIUXcsi B  JeJONPOU3BOJCTBE
o0pa3zoBaTenbHON OpraHU3allUuy Jel ¢ YKa3aHHEM CPOKOB XpaHEeHHs, 0OpMIICHUS
B YCTaHOBJIEHHOM mnopsake. OHa ompezensieT rpynnuMpoBKY JTOKYMEHTOB B Jela,
CUCTEMATU3aLMI0 W Yy4yeT JeJl, HUX HHIEKCalHI0, SBISETCS OCHOBOM IS
COCTABJICHHUs OMNMHUCEH [l TOCTOSHHOTO M BpPEMEHHOI'O XpaHEHHs, a TakKke
UCIIOJIB3YEeTCs A y4eTa Jesl KpaTKOBPEMEHHOTO XpaHeHUs. B HOMeHKknarypy nen
BKJIIOUYAIOTCS BCE JOKYMEHTBI, 00pa3yromuecs B AeaTeabHOCTH 11IKobI.

1.3. Hacrosimee IlonoxeHue o HOMEHKJIaType [Hen pa3paboTaHo B
COOTBETCTBHM C MACHCTBYIOIIMM 3aKoHoAaTenbcTBOM Poccuiickoit denepauuun
(DenepanbHbiM  3akoHOM OT 22.10.2004 Nel25-®d3 «O6 apxuBHOM Jene B

Poccuiickoit  ®enepaunn», «OCHOBHBIMM MHpaBHWJIaMH paboOTBl  apXUBOB



opranuzauuii» (opobpensl pemennem Komnerun Pocapxusa ot 06.02.2002),
HOPMAaTUBHBIMU IIPABOBBIMH aKTaMH, PEryJHUpYIOLIUMHU JAearenbHOocTh [lIkonsl,
YcraBoM I1Ikosbl) ¢ Lembio onpeaeneHus nopsiika NpaBUiIbHOro GOpMHUpPOBAHUS U

yueta aen B llIkorne.
2. ®opMa HOMEHKJIATYPbI A€l

2.1. Homenkmarypa men Illkomnbl cocraBisieTcs mo ycTaHOBJIEHHOM (opme.
Homenknarypa nen odpopmisiercst Ha obuiem 6ianke ILIkomsl.

2.2. Homenknatypa pnen Illxosbl BH3UpyeTCs AeNONPOU3BOAMTENEM H
yrBepxaaercs aupexkropoM lllkomsr. [locne yTBep)xneHHs HOMEHKIATYpBI Aeln
[IIxonbl CTPYKTYpHbIE MOJApa3AeIeHUs MOMY4YarT BBIITACKH U3 COOTBETCTBYIOIIMX
ee pa3/ieNioB JJis UCIIOJIb30BaHUs B pabore.

2.3. HomenkiiaTypa Aen COriacoBBIBAa€TCS C apXUBHBIM YUPEXKIECHHEM HeE
pexxe omHOro pasa B 5 yer. B ciydae KopeHHOro u3MeHeHHs OGYHKIUH u

cTpykTyps! LlIkonbl pa3pabaTeiBaeTCsi HOBasi HOMEHKIIATypa Ael.
3. Ilopsiaok cocTaB/IeHHs] HOMEHKJIaTyPbl JeJl

3.1. HomeHknaTypa nOenl cOCTaBIs€TCA Ha OCHOBE H3Y4YEHHs COCTaBa H
COIEPXAaHUS [OKYMEHTOB, oOpasyromuxcs B JgestensHocTd [lkonsl. Ilpu
COCTaBJICHUM HOMEHKJIATyphl JieJl cleAyeT pyKoBoJCTBOBaThcs YcraBoM llIkosl,
MOJIOKEHUSIMU O CTPYKTYPHBIX IOJApAa3Ae/ICHUsIX, IUTaTHBIM pPaCIHCAaHUEM,
HoMeHKnatypoid nen Illkonsl 3a MpomuIblii roja, ONUCSAMHU €N MOCTOSHHOIO |
BPEMEHHOI0 XpaHEHHUS, PEeruCTPalUOHHBIMM (OpMaMH, BEIOMCTBEHHBIMH U
TUTIOBBIMU MEPEYHIMHU JOKYMEHTOB C YKa3aHHEM CPOKOB MX XpaHEHHs, TUIIOBBIMU
¥ IPUMEPHBIMU HOMEHKJIATYypaMHu Jedl.

3.2. B HoOMeHKJIaType [Jen MpefyCMaTpPUBAIOTCS 3aroJIOBKU Jesl I
IrPYNIUPOBKH [IOKYMEHTOB, OTpa)aloIlue BCE€ AOKYMEHTUpPYEMbI€ NPOLELyphl U
BOIpoCHI AearenbHocTU [IIkomsl.

B HoMeHwatypy gen llIkonsl BKIIFOYAIOTCS ejla BPEMEHHO JEHCTBYIOLIUX
OpraHoB (COBETOB), AOKYMEHTHI KOTOPBIX CIy>XaT IPaBOBBIM OCHOBaHHUEM IS
NoATBEPXkAeHUs nosTHoMouui [11komnbl Uy npekpalleHus ee AesTEIbHOCTH.

OcHOBOM sl ompeneneHusl CTPYKTYpPhl HOMEHKJATYpbl [Jel SBISETCS
cTpykTypa (mratHoe pacniucanue) lllkonsl. Pazgenamu, noapasaenaMu U JpyrumMu
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JEJNIEHUIMU  HOMEHKJIATypbl 1€l  SBISIOTCS  Ha3BaHWS  CTPYKTYPHBIX
[IoApa3ieICHU .

3.3. I'papp1 HOMeHKIaTypsl Aen I1Ikonbl, ee CTPYKTYpHBIX MOJApa3ieieHui
3aIlOJIHAIOTCS CIEeNYIOIUM 00pa3oM.

B rpade 1 HOMEHKIATypbl Aen MPOCTABISAIOTCS HHAEKCH KaXIOro Jena,
BKJIFOYEHHOIO0 B HOMEHKJIATypy. VIHIEKC nena COCTOMT M3 YCTaHOBJIEHHOTO B
[IIxosie nudpoBoro o003HaUEHHsI CTPYKTYPHOTO TMOJpa3/eleHnuss U MOPAIKOBOIO
HOMEpa 3arojoBKa Jela 0 HOMEHKJIAaType JAel B Mpeleinax CTPYKTYpHOTO
noapasnenenus. Maaekcsl nen obo3HavyaroTcs: apabckumu nuppamu. Hampumep,
02-03, rae 02 — uHIEKC CTPYKTypHOro nojpasaeneHus, 03 — nopsAKOBEIiH HOMeEp
3aroJioBKa JAejla M0 HOMEHKJIaType aAeil. B HOMeHKiaType el peKOMEeHAyeTcs
COXPaHATh OJMHAKOBBIE MHAEKCHI IJIi ONHOPOIHBIX IENl Pa3HBIX CTPYKTYPHBIX
nojpasjeneHyii (HampaBneHWil nestensHocTH). Hampumep, «[lIpukasel 1o
ocHOBHOH aesTensHOCTH» (02-03, 03-03, 04-03 u 1.1.).

B rpady 2 HOMEHKIATypbl Jell BKJIIOYAIOTCS 3arojOoBKH el (TOMOB,
yacted). Ilopsgok pacmoyioXXeHHs 3aroJOBKOB Jej BHYTPH pasfeioB M
NOJpa3/ieJIOB  HOMEHKJIATypbl  JeJ  ONpeleNseTcs CTEeNEeHbIO  BaXHOCTH
JIOKYMEHTOB, COCTaBJISAIOUINX JeJa, U UX B3aUMOCBSI3bIO.

Baauane pacronararoTcs 3arojioBKM JieN, COJAEpXKalluX OpraHu3aluOHHO-
pacnopsiuTeNnbHyI0 JoKyMeHTanuoo. [Ipu 3TOM 3arosioBKkH e, CoaepiKalux
IIOCTAHOBJIEHUSI M NPHUKa3bl BBIMIECTOSALIMX OpPraHMU3aLMW, pacroyiararoTcs rnepen
3arojloBKaMH Jeil ¢ Inpukaszamu aupektopa Illkonsl. [lanee pacronararoTcs
3aroJIOBKH €], COAEP)KALUX [IIAHOBBIE U OTYETHBIE TOKYMEHTEHI.

3aronoBoK Jena IOOJKeH 4YeTKo W B 0000IIeHHOW ¢opMe OTpaxaTh
OCHOBHOE COJIepKaHHe U COCTaB JOKYMEHTOB Jiea.

He pomyckaercs ymoTrpeGneHue B 3aroyioBke Jena HEKOHKPETHBIX
(bopMynHpoBOK («pa3Hble MaTepUasibl», «OO0Ias MepernrcKa» W Mpod.), a TaKKe
BBO/IHBIX CJIOB U CJIOXHBIX CHHTAaKCHYECKHX 000pOTOB.

3aroloOBKM el MOTYT YTOYHSATBCS B mpouecce (GOPMHPOBAHHS U
odopmienus mei.

CocrtaB »1eMeHTOB 3arojloBKa Jiela, pacrojiaraeMblX B IPHHATOM

mocJe10BaTCIIbHOCTH, ornpenesaeTcs XapaKTepoMm AOKYMEHTOB JeJa. B



3aroJIoBKax Jiell, CoiepXaliux JOKyMEHTHI 10 OJJHOMY BOIMPOCY, HO He CBSI3aHHBIX
IIOCJIEI0BATEIbHOCTBIO JEJIONPOU3BOICTBA, B KaU€CTBE BUJA Aeja YIoTpeonseTcs
TEPMHUH «IOKYMEHTBI», @ B KOHIIE 3aroJlOBKa B CKOOKaX yKa3bIBalOTCS OCHOBHbBIE
Pa3HOBUJHOCTH JIOKyMEHTOB, KOTOpBle€ IOJDKHBI ObITH B Jene. Hampumep,
«JIOKyMeHTBl O NpOBEJEHWH HAy4YHBIX KOH(MDEpPEeHLHH W CHMIIO3UYyMOB (ILIaHBI,
CITMCKH, TOKJIabI)».

TepMHUH «TOKyMEHTBI» MPUMEHSIETCS] TaKXKe B 3aroJIOBKax Jiefl, COJAePKalInuX
JOKYMEHTBI-IIPHJIOKEHHS K KaKoMy-JIn0o nokymeHTy. Hanmpumep, «JlokyMeHTBI K
MPOTOKOJIaM 3acefaHus KOJUJIErMaJIbHOTO OpraHa yrpaBjeHHs 00pa3oBaTelbHOM
OpraHU3aIuny.

3aroJoOBKH JeNl MO BOMpOcaM, He pa3pelleHHbIM B TeYeHHe OJHOTO roja,
ABIIAIOTCS «IEPEXOAAIIMMU» W BHOCATCS B HOMEHKJIATYpy MHeJl OpraHW3alud
CJIEYIOLIEro rojia ¢ TeM Xe UHJAeKcoM. Eciu feno 6yet cocTosTh U3 HECKOJIBKUX
TOMOB HJIM 4YacTeH, TO COCTaBJseTCS OOIIMH 3arojloBOK Jela, a 3aTeM IpH
HEOOXOIMMOCTH COCTAaBJIAIOTCS 3arojOBKH KaXXIOro ToMa (YacTH), YTOYHSIOLIHE
CoJIep>XaHue 3arojioBKa Jiena.

B rpade 3 HOMeHKIaTypsl Jen YyKa3blBaeTCs KOJMYECTBO Jed (TOMOB,
gacTteil). OHa 3amojiHAETCSs N0 OKOHYaHMHM KalleHmapHoro rojga. B rpade 4
YKa3bIBalOTCS CPOK XpaHEHHUs Jejla, HoMepa CTaredd Mo TepedHIo (TUIIOBOMY,
BEJJOMCTBEHHOMY), @ IPH €ro OTCYTCTBHM - IO THUIIOBOH HJIH TpPHUMEPHOH
HOMEHKJIaType Oel.

B rpade 5 «IIpumeuanue» B TeueHHE BCEro CpOKa AEHCTBUS HOMEHKIIATYPHI
MIPOCTaBISIOTCS OTMETKH O 3aBEelIeHHH Jell, O MepexXosiluX JenaX, O BbIIeIeHUN
el K YHHUYTOXEHHIO, O Iepeaye Aesl B JPyroe CTPYKTypHOE MoJpa3ieiieHHe
o0pa3oBaTeNbHON OpraHu3alkd, OPYryr0 00pa3oBaTeNbHYI0 OpraHU3aldi0 AJis
MIPOJIOJDKEHUS U IIPOY.

3.4. Ilo oxoHYaHHH AETOMPOU3BOACTBEHHOIO Ir'ojla B KOHIIE HOMEHKJIATYphl
JIe]l 3aMEHseTCS HTOroBas 3alkMCh O KOJWYECTBE 3aBeIEHHBIX 1ell (TOMOB),
OTIEJIBHO IMOCTOSHHOTO M BPEMEHHOro XpaHeHHs. CBeneHMs, coiepKaluecs B
UTOTOBOM 3alUCH HOMEHKJIATyphl JIe1 OpraHHU3alldd, B 00S3aTENbHOM MOpPSAKE

COOOIIAIOTCSA apXUBHOMY YUPEXACHHUIO YUPEOUTENA, O YeM B HOMEHKJIAType e



MMPOCTABJIAECTCA OTMETKa C YKa3aHUEM HNOJDKHOCTH JIMLa, CACIaBUIEro OTMETKY, H

pacIiIuGpOBKH €ro IMOITHCH.
4. 3aKII04YHTEeJNbHbIE MOJIOMKEHHA

4.1. Hacrosimee IlonoxxeHue BCTymaeT B JeWCTBHE C MOMEHTa ero
yTBepxaeHus nupekropom IIkombr.

4.2. VI3meHeHus U JOMOJIHEHMS B Hacrtosimiee IlonoxxeHwe MoOryT OBITH
BHECEHBI B CBS3M C U3MEHEHUSIMH [IeMCTBYIOLIEro 3aKOHOJaTenscTBa Poccuiickoit

®enepanu.



