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BBEJEHUE

[TonmoxeHHe O CHCTEME XpaHEHHA M apXUBHPOBAHMA TOKYMECHTOB O CHCTEME XpaHEHHS U
ApXUBUPOBAHUSA JOKYMEHTOB, 00pa3ylOmUXcs NP OCYIIECTBICHHH 00pa30oBaTeNpHOH JEATENEHOCTH B
obmacte oxpaus! Tpyna (nmanee — [lonoxxenue) paspaboTaHo B LENIX opraHu3aiuy npuMerenus [Ipasun
aKKpeIUTAy OpTraHu3alui, HHAUBHAYAIBHBIX peANpUHIMATENCH, OKa3bIBAIOIUX YCIyTH B 001acTH
oxpassl Tpyaa (nanee - [IpaBuna), yrBepxxaerHbx [Toctanopnenuem Ilpasurenscrea PO ot 16.12.2021 N
2334.

B IlomoxxeHuu pacKphIBAlOTCS CHCTEMa XpAaHEHHS M apXUBHPOBAHHUSA JOKYMEHTOB, B TOM YHCIE
IpaBHNA UX XPaHEHHS U apXUBHPOBAHHS, NIpefycMaTpUBAIOIHE XpaHEHHEe AOKYMEHTOB Ha OYMaXXHOM
HocuTene U (W) B (opMe 3NEKTPOHHBIX JOKYMEHTOB, HNOANUCAHHBIX YCHICHHOH KBATHQHIIUPOBAHHOM
3NEKTPOHHOH TIOAMHUCEIO, IPaBHJIa PE3EPBHOIO KOMHPOBAHUS H BOCCTAHOBICHHS JOKYMEHTOB, a TAKKe
yCTaHaBIHBAIOTCS MOPAIOK, MECTO, (JOPMBI B CPOKH XpaHEHUS JOKYMEHTOB.

TepMuHBI M OIpeneneHus, ucnonsdyemble B Ilomoxxenauu, coorBerctByior 'OCT P 7.0.8-2013
«CUBW]. enonpou3BOICTBO U apXUBHOE JeN0. TEPMHUHBI H ONPEACICHUIY,

[Monoxenue paspabGoraHo B COOTBeTCTBHH ¢ TpeOoBaHmsamu IIpukasza MuHmcTepcTBa KyabTYpHI
Poccuiickoit @exmepanuu oT 31.03.2015 Ne 526 «O6 yTBep)kIeHHM HpaBUJI OpraHHU3alUH XpaHEHH,
KOMIIIEKTOBAHHA, YYETa H HCIONB30BaHud TOKyMEHTOB ApxuBHoro ¢oHna Poccuiickoit Oepepamuu u
JPYTHX apXMBHEIX JOKYMEHTOB B OpraHaX rocyJapcTBEHHOH BIIACTH, OpraHax MECTHOTO CaMOYIpPaBJIeHHsI
H OpraHu3aluaxy.

1. CUCTEMA XPAHEHIA U APXUBUPOBAHUS TOKYMEHTOB

Bce noxymeHTHI o yae6HOMY IIporeccy, o0pasylomuecs B Xo/ie 00pa3oBaTebHOMN JeITeNPHOCTH B
o611acT OXpaHsl TPYJA, MOMNEXKAT XPAaHEHHIO B TeUeHHe 00yUeHH YICOHEIX TPYNN U apXHBHPOBAHMIO
[ocIie OKOHYaHUS 00y4UeHus yaeOHBIX TPy,

KommiexTopanue apxmBa -—— 5TO CHCTEMaTH4YeCKOe IIONONHEHHE apXWBa JOKYMEHTAMH B
COOTBETCTBHH C €T0 IpoduieM.

[lensto KOMIIEKTOBAHHS apXWBa OpPraHU3alMH SBIACTCA co3laHKe H (HOPMHUpPOBAHHWE APXHBHOTO
(oI opraHu3aIuy, KOTOPEIH [TOUIEKHUT XPAaHEHHIO B ApXKMBE OPraHU3allHH.

KommekroBanue apxuBa JOKYMEHTAaMH SBJIETCS NPOLECCOM, NPH IPABHIILHOM BHIIOMHEHHH
KOTOporo ofecreunBaeTCs yd4eT M XpaHeHHe NOKYMEHTOB B apXuWBe OpraHusanuy. IIpakTHyecKu Bce
COCTaBILIIOMME €ro BHABI paboT (UIPOLECCE]) HAYMHAIOTCS B MENIONPOU3BOICTBE CTPYKTYPHBIX
nojpas/ieNieHuil OpraHu3aluy, OJAHAKO TPeOOBAHHS K MX BHIIONHEHHIO M K IOJYYaeMBIM Pe3yIbTaTaM
(«BBIXOZAM» HpoIlecca KOMIUIEKTOBAHHUA), ONPEREISIOTCA apXHBOM OpraHU3aldi H 00YCIOBICHEl TEMU
BHJIaMH paboT, KOTOPHIEC BBUIONHIIOTCS HEMOCPEIACTBEHHO B apXMBE OPraHU3alliu.

ITporiecc KOMITIEKTOBAHHS BKITIOYALT:

® IPOBEIEHHE SKCIIEPTU3BI IIEHHOCTH JOKYMEHTOR B JIEIONPOH3BOJICTEE;
e odopmienue rem; '
® TIiepefady Jell B apXUB OpraHH3amfm.

1.1. IIpoBeaenue 3KcIepTU3HI HEHHOCTH JOKYMEHTOB
B J1eJIONPOU3BOACTBE

HCpBBIM 3TalioM, 00eCIeYnBalOIIHM BEITOIHEHHE ponecca KOMIUICKTOBAHUA apXHBa Opranu3aniu
AOKYMCHTaMH, SBJIACTCA IIPOBEACHUE SKCIICPTUIBI HEHHOCTH JOKYMEHTOB B JACIOIPOHA3BOICTBE.

3Kcnepm3a IEHHOCTH JOKYMCHTOB B J€JIOIIPOHU3BOACTBE OpraHU3allUM -— OJ3TO H3YUYCHHE
JOKYMCHTOB Ha OCHOBaHHU KPUTCPHEB UX HEHHOCTH € LEIBIO OIIPEACNICHHM CPOKOB XpaHCHM .




OKcrepTh3a IEHHOCTH JOKYMEHTOB IIPOBOJMICH B JENOIPOH3BOACTBE TIPH COCTABICHHH
HOMEHKJIATYpPEl J€l OpraHW3allid W TP INOATOTOBKE el K Iepefade B apXuB opranusanud. [lo
pe3yabTaTaM SKCIepTH3BI IIEHHOCTH JOKYMEHTOB B OpPraHU3aliH COCTABIIAIOTCS ONHCH AL CTPYKTYPHBIX
noApa3aeacHui.

Jlns mpoBefeHHs OKCIEPTH3BI IIEHHOCTH [OKYMEHTOB B OPraHM3alliMl CO3[aeTCs OKCIEPTHAs
Komuccusa (nanee - JK).

B cocras DK B 0643aTeIHHOM HOPSIKE BKIIIOYAETCS JIAIO, OTBETCTBEHHOE 32 apXHB, CHEIHAICTEI
yuebHOro ormena m (GHUHAHCOBOM ciyxObl, a Takxke Haubonee KBaIH(QHIMPOBAHHBIE CIEIMAIHCTEL,
3Haromue creluduKy o6pazoBaTeIbHOM eSTeNbHOCTH B 00IaCTH OXpaHbl TPY/4, B KOJMYECTBE HE MCHEe
Tpex 4enorek. CoctaB OK yTBepKmaeTcs IPUKa30M PyKOBOIUTEN] OPraHU3aLMH.

DKcnepTusa MEHHOCTH AOKYMEHTOB NPOBOAUTCS €XKErofHO COTPYJHHKAaMH y4eOHOIo OTHAENa IIpH
METOAMYECKON TOMOIIY CIIY>KOBI IEIONPOU3BOACTBA OpraHu3aluy. Pe3ynbTaTel 3KCIEPTH3BI MEHHOCTH
comtacoBriBaloTcs ¢ DK oprannsanum.

IMpu mpoBeAEHUH IKCIIEPTHU3HI IIEHHOCTH JOKYMEHTOB IIPOBOAUTCS 0TOOP JOKYMEHTOB UL IepeAadn
B apXHB OPraHH3aLHM; 0TO60P JOKYMEHTOB ¢ BpEMEHHBIMH CpoKaMy XpaHeHud (1o 10 JieT BKIIOYUTENBHO),
TOMIEXKAIUX JalbHEHIIEMY XPaHEHHIO B y4eOHOM OTAelNe; 0TO0p HOKYMEHTOB, CPOK XPaHEeHHA KOTOPBIX
HCTEK, K YHHYTOXXEHHIO.

DKcnepTr3a UEHHOCTH JJIEKTPOHHBIX JOKYMEHTOB IPOBOAUICSA B IOPSIKE, YCTAHOBICHHOM I
IIPOBEAEHUSA KCIEPTH3HI LIEHHOCTH JOKYMEHTOB Ha OymaxxHoM Hocurese. IIpy npoBeneHn: SKCIEePTH3bI
IIEHHOCTH 3JIEKTPOHHBIX JOKYMEHTOB AOIIOIHATENIPHO YUATHIBAETCS:

e IIOMJIMHHOCTH  9JIEKTPOHHOTO  JOKyMEHTa, HalW4gue OJJIEKTPOHHOHW  IOMIHMCH U
TIOJIOXKHUTENEHOTO Pe3yIbTaTa €€ IPOBEPKH; l

® BO3MOXXHOCTH BOCHPOHM3BEIEeHHS B 00paboTKu HH(POpPMANUX 3IIEKTPOHHBIX HOKYMEHTOB 63
HCIIOJIB30BaHUS OPHTHHANBHOTO IPOTPaMMHOI0 0OecTIeYeH s,

e BO3MOXHOCTH oOfOecmeueHms BpeMeHHoro (cBemme 10 JeT) XpaHeHHsA, IPOBEICHHS
TEXHOJIOTHYECKUX MUI'Panuil 37eKTPOHHBIX JOKYMEHTOB,

DIEKTPOHHBLIN JOKYMEHT - JOKYMEHTHPOBaHHAsS HH(OpManys, IpeAcTaBlIeHHas B JICKTPOHHOU
dopme, TO €CTh B BHIE, MPUTOJHOM UL BOCIPHATHA YETOBEKOM C HCIIOJIH30BaHHEM JICKTPOHHBIX
BBIYHCIATENBHBIX MaIllMH, a TAKXKe UId Iepelady Mo MH(POPMAIMOHHO-TENEKOMMYHHKAIMOHHBIM CETSIM
W 06paboTku B HAGOPMANMOHHEIX cucTeMax (ryHKT 11.1 ctathu 2 ®enepalbHOTO 3aK0HA OT 27 HIOJIL
2006 r. N 149-®3 "O6 urbopmanyy, HEGOPMAIHOHHEIX TEXHOIOTHAX Y O 3aIIuTe HHpopManun").

DNeKTPOHHBIE JOKYMEHTHI MOTYT OBITh IOAMHCAHbI IPOCTOH MM YCHJICHHOH 3JIEKTPOHHON
IIOANHACHIO. DNEKTPOHHAS TOANHCH - MH(MOpPMAIHA B 3IEKTPOHHOH (opMe, KOTOpas NPHCOEAMHEHA K
ApyToit HEGOPMAIIUH B 3NIEKTPOHHON (opme (TOAMHICHBaeMOi HH(POPMAIIAH) HIIH HHBIM 00pa30M CBs3aHa
¢ Takod wmHboOpManped W KOTOpas MCHONB3YeTCs i onpe,ueneﬁm JHNA, ITOAIMCHIBAIOIIErO
HHGOPMALIHIO.

TIopsiioK HMCIIONB30BaHUA 3IEKTPOHHON IOAMKCH pernaMenTHpoa denepanbHbM 3aKOHOM PO
«O6 snexrponnoi mopmucu» ot 06.04.2011 N 63-03.

DNEeKTPOHHBIH JOKYMEHT CUMTAeTCs IOANHCAHHBIM IIPOCTON SJIEKTPOHHOH IIOJMHCBHIO IIPH
BBIIOJHEHHH B TOM 9HCJIe OTHOTO U3 CEAYIONHX YCIOBHIM:

e  IpOCTas EKTPOHHAS NOIIMCEH COAEPKHTCS B CAMOM 3JIEKTPOHHOM JNOKYMEHTE;

e KMIOYW MPOCTOH O3IEKTPOHHOH IOANHCH IIPHMEHSECTCS B COOTBETCTBHM C IIpaBIJIaMU,
YCTAHOBJIEHHBKIME OTIEPATOPOM HH(OPMAIMOHHON CHCTEMEI, C HCIOIb30BAHHEM KOTOPOH
OCYIIIECTBIIAIOTCS CO3/[aHHe U (WIN) OTIpPaBKa SJEKTPOHHOTO JOKYMEHTa, H B CO3/IAHHOM H
(MIH) OTIIPABIICHHOM 3JIEKTPOHHOM JOKYMEHTE CONEPKATCS MH(pOPMALHs, YKa3bIBalomas Ha
JIAIO, OT HIMEHH KOTOPOro GBI O3/iaH ¥ (WJIH) OTIPABIIEH 3/IEKTPOHHbI JIOKYMEHT.

Tak xax 3JeKTpOHHBIE JOKYMEHTEL, ccpopMHpOBaHHme B Ipoliecce 06pa3oBaTeNbHOM NEATENBHOCTH,
OCTAIOTCA HA ApXMBHOM XDAHGHWH B TpeleNax OJHOM OpraHM3AalliH, HCIOIL30BAHHE YCHICHHOH



KBATH(UIMPOBAHHOU 3EKTPOHHOM MOAMHCH He 0043aTeNBHO.

DIIeKTPOHHBIE JOKYMEHTHI, XpaHAIIUecs B OpraHU3allid ¥ B apXUBE OPTaHU3allUH, JOJDKHBI UMETh
dopmar pdf wim rpadmueckuit popmar (bmp, jpeg, gif, tiff).

DIeKTPOHHBIE JOKYMEHTHI TOJDKHEI COOTBETCTBOBATh CIEAYIOIMM TPEOOBAHMSIM:

e CKAHMpPOBaHHE JOKYMEHTa (ECIH MPOH3BOJMIIOCH CKAHHPOBaHHE OYMaXKHOTO JOKYMEHTA)
JIOIDKHO OBITE BRIIOJHEHO ¢ pazpenierneM He MeHee 100 dpi;

® OTCKAHUPOBAHHKBINA TEKCT (€CiM IPOU3BOJUIOCH CKAHHPOBAHHE OYMaXXHOTO NOKYMEHTa) B
SNIEKTPOHHOM KOMMH JOKYMEHTA AOJIKEH OBITh IUTAEMBIM;

e DIEKTPOHHBIE  JOKYMEHTEl, IONNHCAHHBIE  3JICKTPOHHOH  MOMIMCBIO,  JOJKHEI
COOTBETCTBOBATH YCIOBHAM cTarthd 6 @enepanbHoro 3akoHa N 63-03 ama uMX DpH3HaHUA
pPaBHO3HAYHBEIMH JOKYMEHTaM Ha OYMa)XKHOM HOCHTENE, MOMUCAHHBIM COOCTBEHHOPYIHOMR
TIOJIITUCEIO.

COCTaBHeHI/Ie, COMVIACOBAHHEC, YTBCPXKIACHUC HOMECHKIIATYPBI ST OPranu3 Al

Homenknarypa fmesl - CHCTEMAaTH3HUPOBAaHHHIN IIEPEYEHb 3arOJIOBKOB JIEN, CO3JaBaeMBIX B
OpraHM3alMH, C YKa3aHUEM CPOKOB MX XPaHEHHUS.

HomenxsiaTypa Jen SBISETCS OCHOBOMH st GOpMUPOBaHNS JOKYMEHTAIBHOTO (OHAA OpraHH3aIiy.
Homenxnatypa men mnpepHasHaueHa JUIi TPYNOMPOBKH HCHOMHEHHBIX JOKYMEHTOB B JI€Ia,
CHCTeMAaTH3alMy ¥ ydera Jei. HoMeHkiIaTypa e UCHoib3yeTcs U COCTaBICHH OMuUcell 1em, akToB O
BBIJIEJICHHH K YHUYTOXEHHIO JIeNl C HCTEKITHMY CPOKaMH XpaHEeHHUS.

[py mpUHATHHN peLIeHUs O Iepeiaue B apXUB OpraHU3aldH JOKYMEHTOB CO CPOKaMH XpaHEHHS J0
10 7er BKIIOYUTENBEHO HOMEHKJIATypa Jel MOXeT OBITH HCIIOJNB30BaHA B KayecTBE NOKYMEHTa, B
COOTBETCTBHH C KOTOPBIM OCYIIECTBILCTCS Iiepeiada JaHHOM KaTeropyy Jell B apXUB OpraHU3alyy U yUeT
JIeT B apXUBe.

Homerknarypa men cocraBigeTcs Ha KaleHAApHBINA roJl, BBOAUTCS B AeHcTBUE ¢ 1 SHBapsS HOBOTO
KaIEHAapHOT0 TOJa U IOJUIEKUT SKET0JHOM KOPPEKTHPOBKE.

Homenknarypa nen opraHu3alMd COCTaBsAeTCS IO YCTAaHOBICHHOH (opMe, HOAMHCHBAETCA
PYKOBOZHUTENEM CIIyX OBl AENONPOU3BOACTBA OpraHU3alluy, BH3UPYETCs JIUIIOM OTBETCTBEHHEIM 33 apXHB,
cornacoBeiBaeTcs DK opraHuzaIuy ¥ yIBEPKIAETCS THPEKTOPOM OpraHU3aIiy.



HamMvenopanue opranmuzanmu

HOMEHKJIATYPA JEJ YTBEPXITAIO
Pyxorogurens opragazagiH |
Tlogmics DParmudipozEz DemEICK
Ha ron Hara
Hugexc 3aronoBox gema Komme- | Cpox xpanenna Ipuveyanue
Iena creo e | H Ne cTaThH
TI0 TePEetHIO
1 2 3 4 5
Haspamze pasgena
HarmnvenopaHe ZOIDKHOCTH
pykoeoguTens cay:xosr JJOV
OpTraHH3ALHH
TNozmrce Pacum{posrn MOSEBLR

Buza pyxopoguTens apxusa
{a, OTBETCTEEHHOTO 324 APXHB)

VTBepKIeHHBIH 5K3eMIULIp HOMEHKIATYPEI A€ SBIETCA JOKYMEHTOM IIOCTOSHHOIO XpaHEHHS.

Toce yTBepIKIEHMs HOMEHKIATYDPBI e M3rOTaBIMBACTCS HEoOXOIMMOE KOJIHMYECTBO KOMHA Il
ACTIONB30BaHMAs B pabore. B 5IEKTPOHHOM BHAE HOMEHKIATYpa M€l OpraHu3allii MOXeT ObITh
TIIpeJCTaBIEHa HA KOPHOPAaTHBHOM BHyTpeHHeM moptaie. Ciyx0a A€NOIpOHM3BOJACTBA OpraHM3alH B
TeYeHHe rojia UCIoJb3yeT pabounii 9K3eMIIISIp HOMEHKIIATYPBI Jel.

PaspaboTka HOMEHKIATYPHI Ie1 0 yueOHOMY HpOIecCy MPOBOJMTCA B COOTBETCTBHHU C IIPUKA30M
(pacmopsDKeHHEM) IOUPEKTOpa OpraHM3aldy HIM HHOTO YIOMHOMOYEHHOIO MM JIML@ H COCTOHT H3
HECKOJIBKUX 3TaIlOB:

e pa3paGoTka Knaccu(HUKAIHOHHOH CXEMbl HOMEHKIJIATYPBI JI€]l OpraHU3alliy,;
BBIABJIEHHE COCTaBa JOKYMEHTOB JUIA COCTaBJICHUS HOMEHKIATYPHI JET;
COCTaBIIEHHE 3ar0JIOBKOB (HAMMEHOBaHMUIA) JET;

CHCTEMATH3AIM 3ar0JIOBKOB ZIesi BHYTPH pasziesla HOMEHKIATYPHI I,
HHJEKCAIHS I,
ompeJeieHAe CPOKOB XpaHEHHs Aell.

® © o o o

HoMeHKnaTypa Jiel CTpouTes Mo (yHKIMOHAIBHOM CXeMe W Ha3BaHMs €€ PaszelioB OIPENeNIIoTCs
coziepyKaHMeM HalpaBiIeHHH JeATeNbHOCTH 06pa30oBaTelbHOM OpraHu3alliH.



BrisiBIeHHE cocTaBa AOKYMCHTOB JJI COCTABJACHHA HOMCHKJIATYPBI €I

Homenknarypa Jen OpraHH3alldyl COCTaBIAETCS Ha OCHOBE H3YYEHMS COCTaBA M COJEpIKaHHSA
JIOKYMEHTOB, 00pa3yIOMUXCS B JeITENFHOCTH 00pa3oBaTeIbHOM OpraHu3aliy.

B HOMEHKIAType DOMKHEI OBITH MPEeIyCMOTPEHBI 3ar0JIOBKU HEN IS IPYNIHPOBKA JOKYMEHTOR,
OTpaXKAIOUIHX BCe JOKYMEHTHpPYEMBIe Y4acTKH paboThl ¥ BONIPOCH! AEATENLHOCTH OpraHU3aliH.

B HOMEHKIATYpy Jell BKITIOYAIOTCA 3arOJIOBKH JeJl HOCTOSHHO MM BpPEeMEHHO JeHCTBYIOIIHX
OpraHoB, MOKYMEHTHl KOTOPHIX CIY)aT IPaBOBEIM OCHOBAaHHEM MJA IOATBEPKICHUSI IIONHOMOYME
opranm3anuy (HampuMep, POTOKOJIEI SK3aMeHAIMOHHBIX KOMUCCHIA # 1Ip.).

CocraBiieHHe 3aroJJ0BKOB (HAUMEHOBAHHIT) e

3aroI0BOK JieNna JOIDKEH 9eTKO U B 0000ImeH O (opMe O0TpakaTh OCHOBHOE COJIEP)KaHHE M COCTAB
JOKYMEHTOB JIena.

He nonyckaercs ymoTpeOisSTs B 3arojloBKe Jena HEKOHKPETHEIE (OpMYNHPOBKH («MaTepHaITbIy,
«pa3HBIE MAaTEPHAIIBI», «00Ias Hepenuckay i T.1.), a TAaKXkKe BBOAHBIE CIIOBA U CIIOXKHBIE CHHTAKCHUECKUE
000pOTEL

3aroyIoBOK JieJIa COCTOUT U3 BIIEMEHTOB, OTPAXAIOIIIX:

e Ha3BaHWeE BUJa Jea (TIepenucKa, XXypHal, 1oche yueOHOM IPyIIEL B Ip.) WK Pa3sHOBHAHOCTH
JIOKYMEHTOB (IIPOTOKOJIBL, IIPHKA3EL U AP.);

e KpaTKO€ CoJep KaHue JTOKYMEHTOB JeNa;

e 1aThI (IepHO), K KOTOPHIM OTHOCATCS JOKYMEHTEI JejIa.

KoHkpeTHBIH cOCTaB 31€MEHTOB 3arojioBKa JeNla OIpelendeTcs XapaKTepoM H COAepKaHHeM
JIOKyMEHTOB Jena.

B 3aromoBkax Jen, coAepXKamux JJOKYMEHTHI IO OJHOMY BONPOCY, HO HE CBS3aHHBIX
HOCJIEA0BaTEIBHOCTRIO NETONIPOU3BOCTRA, B KaUeCTBE BUIA Jiella YHOTPeOIIeTCS TEPMUH «IOKYMEHTEIY,
a B KOHIIE 3aT0JI0BKa B CKOOKaxX yKa3bIBAIOTCS OCHOBHEIE PAa3HOBHIHOCTH JOKYMEHTOB, KOTOPHIE JO/DKHEI
OBITH CrpyIIIUPOBAHEL B JIeTie, HAIlpHMeED:

Hoxymenmol 0 paccmomperuu obpawenuti 2pajncoan (CRpasky, nUcCLMa) no 0NPOCAM 0OyYenUs 6
cpepe oxpanvl mpyoa.

B 3aronoBkax gen, CofepKamux NepPenucKy, ykashIBacTCs, ¢ KEM U IT0 KaKOMY BOTIPOCY OHA BEJIETCH.
Ecnu mepenucka BeIeTcs ¢ OJHOPOJHBIMH KOPPECIOHICHTaMH, B 3aroJIOBKe Jiella OHH YKAa3BIBAIOTCS
0600611eHHo, HanpuMep:

Ilepenucka ¢ opeanamu no Had30py U KOKMPONIO 6 chepe 00YUenUs 6 obnacmu oxpansl mpyoa.

Ecmu nepenmcka BezeTcs ¢ pasHBIMH OpraHU3allMAMH, IIOCTAEJHHE B 3aroJOBKE fena He
YKa3BIBAIOTCSI, HAIIPUMED:
Ilepenucra 06 opzanuzayuu Kypcos no 00NOTHUMENbHbIM 06Uje0bpa308amMeNLHLIM NPOZPAMMAM.

B saronoBke fena yKa3biBaeTcs KOHKPETHBI KOPPECIOHCHT, €CIIH IEePeucKa BEJETCS TOJBKO C
HHM, HallpUMep:
Ilepenucxa ¢ Munucmepcmeom mpyoa u coyuansHozo pazeumus Yavano6ckot oonacmu.

B 3aronoBkax Jel, COAEpKAIMUX IUIAHOBYIO MJIH OTYETHYIO TOKYMCHTALHIO, YKa3bIBAETCS MEPHO
(xBapTan, moxyroaue, rof), Ha (3a) KOTOPEIH COCTaBIICHH! IUIaHBI (OTYETHI), HAIIPUMED:
T'odoevie omuemur 6 Munucmepcemeo rocmuyuu Poccuiickoti Dedepayui.

B 3aronmoBke fena, coiepiKalero craTuCTHYeckue GOpPMEL, TOJDKHEI OBITH YKa3aHBI Ha3BaHUs (GopM,
HX HOMEp HJIK YCIoBHOe o6o3HaueHue (umdp), Hampumep:



T'ooosoii omuem N 1-HKO «Caedenus 0 0esmensHOCMU HeKOMMEPUeCKOU OP2aHUIAYUUY.

Ecmu ieno GyieT COCTOATh W3 HECKOJBKMX TOMOB WM YacTell, TO COCTABIAETCS OOIMiA 3aroI0BOK
Iena, a 3aTeM IIpH HeOOXOMMMOCTH COCTAaBIIIOTCS 3arOJIOBKH KaXKHOrO TOMa (YacTH), YTOUHSIOMIHE
coziep KaHue 3arojoBKa Jiela.

Ecma B geno moMemaroTcsi KONMHMM JOKYMEHTOB, B 3arOlOBOK Jiela BKJIIOYAETCS OTMETKa O
KOMHUIHOCTH, HAIIPUMED:

IIpomoxkonvt npogepku 3Hanus mpeGosanuii oxpansl mpyoa pabomuuxos. Konuu,

3arolOBKH MOTYT YTOYHSTBCS B mporecce (opmupoBanus u odopmieHHa gen. M3menenus
(yTOYHEHMS) 3ar'0JIOBKA Jiefia OTPaXKAIoTCs B pabodeM 3K3eMILIPe HOMEHKIIATYPHI A€l ¥ Ha 00JI0KKe JIea.

P

Cnmema*msaunﬂ 3aroJIOBKOB BHYTPH pa3jejia HOMEHKJIATYPbLI €1

B mauane pasnena HOMEHKIIATYPHI Jell PacloNlaraloTCs 3aroJIOBKH Jell, COJepKaluX B KOIHAX
OpraHH3aHOHHO-PACTIOPAANTEIbHEE JIOKYMEHTH, HOPMATHBHEIE IIPABOBBIE aKTHl BBIIECTOAIINX
OpraHu3allfii, €CIIH OHH UMEIOTCS, 3aTeM PacIoiaraloTcs 3aroJOBKY e, COAEPKALHX OpraHu3alHOHHO-
pacHopsAUTENbHBIE JOKYMEHTHI OpraHu3anui (JIOKaIbHbIE HOPMAaTHBHEIE aKThI, IPHKa3hl, PACIIOPKEHHS,
obpaszoBareNbHbIE TPOrpaMMBl M Jp.). Jlalee cllemylOT 3aroJiOBKM [eJI, BKIIIOYAIOMMX HOKYMEHTHI,
OTpakaroIye OCHOBHYIO JeATENbHOCTE 10 00pa3zoBaTenbHOMY Iporeccy (paclucaHHs 3aHATHH, paboune
NPOrpaMMEL, JKyPHAIIBI TOCEINAEMOCTH | YCIIEBAEMOCTH ClymmaTeneii 1 T.11.). Jlasee - nepemucka (CHagana
TIEPENNCKa ¢ OPraHaMH BIIACTH, 3aTeM - MEPENHCKa ¢ MHEIMH OpTaHMW3alUsIMU M IrpaxiaHamu). B xoHue
pasziena HOMEHKJIATYpPHl e IIOMEINAIOT 3arojIOBKM PETrMCTPAlMOHHO-yHIeTHHIX (opM (JMUHBIX el
00y4arommxcs, KHUr (3)KypHaIOB) BBIIAYH JOKYMEHTOB 00 OKOHYaHUH 00ydeHus H 1p.).

DieKTpoHHEIE Jiena, GOpMHpPYeMbIe B CHCTEME DIEKTPOHHOIO JOKYMEHTOO00POTa, BKIFOUAIOTCA B
HOMEHKJIATYpYy Jel Ha ofmux ocHoBaumsax. B rpade «llpumeuanne» HOMEHKIATYpHI HeN [enaeTcs
OTMETKa O TOM, YTO JEJI0 BEAETC B JIEKTPOHHOM BHJIE C yKazaHHeM HH(GOPMaIlmOHHOH cHCTeMBI (0a3bl
JAHHBIX) - MECTa TEKYIIET0 XpaHEHHs JIEKTPOHHBIX JJOKYMEHTOB.

HNunexcanus e

WHpexcsl [en, BKIIOYEHHBIX B HOMEHKIATYpY Jel, mpoctaBiiorcs B rpade 1 «Mupeke nemay.
WHBzeKc IpUCBanBAETCS KOKIOMY [ely, BIIOYSHHOMY B HOMEGHKIATypy en. WMHpaekc mena COCTOHT H3
xoga (uudpoBoro WM OYKBEHHO-IH(POBOTO) CTIPYKTYPHOIO IOJpA3/ENeHHs, KOJUIETHAIbHOTO HIH
COBEIIATEILHOTO OpPraHa WM HANpAaBJIeHHs AEATENLHOCTH OpTaHH3alliH, YCTaHOBIECHHOTO CTPYKTYpPOH
WM IITATHBIM PACIIMCaHHAEM OpraHHu3aliiH, H OT/EICHHOTO OT HEro AeucoM IOpPSAKOBOrO HOMeEpa
3aroIoBKa /iefla B paMKax paszieia HOMEHKIaTypsl e, Harpumep: 11-05, rae:

e 11 - KOJ CTPYKTYPHOTO NIOAPA3/e/ICHHS,;
e 05 - IOPAIKOBEIH HOMEp Jiea B pa3jielie HOMEHKIATyPHI Jell, COOTBETCTBYIOIEM JaHHOMY
CTPYKTYPHOMY TIOZApa3eIeHHIO.

B HOMEHKJIAType JieJl PeKOMEHAYETCS COXPaHATh OJMHAKOBHIE MHIEKCH ZUI1 OJHOPONHBIX JET B
Hpefenax pa3HbX CTPYKTYPHEIX IOApasAeNeHul, HapuMep:
02-03 (03-03, 04—03 u m.d.) IIpuxasui no 3auucnenuio Ha obyuenue. Konuu

DNEeKTPOHHBIE JOKYMEHTHI CHCTEMATH3HPYIOTCA B HH(OPMALMOHHOH CHCTEME B COOTBETCTBUU C
HOMEHKJIATYpOl el OpraHu3alliy H MHIEKCHPYIOTCA B IOPAJKE, YCTAHOBJICHHOM B OTHOLICHHH JCT,
cOpMHpOBAHHKIX W3 JOKyMEHTOB Ha OymakHomM HocuTene. K HHIEKCY SIEKTPOHHOTO Jeia B
HOMEHKJIAType Jen MoxkeT n00aBisatbes murepa «O» (OmexTpoHHOe) Him «I/» (OnexTpoHHBIE



I[OK}’MCHTI)I). B xorIe HOMCHKIATYPEI ICII (nepe/:[ HUTOTOBOM 3a1mcmo) VYKa3bIBAIOTCA HCIIOJIB3YEMBIE IIPDH
olpeeNeHHH CPOKOB XPAaHCHHS IIEPSYHH NOKYMEHTOB M APYTHC HOPMAaTHBHBIE NOKYMCHTBI, a TaKXKC
TTOJTHBIE HANMEHOBAHHMSI BCEX YCIOBHEIX H COKPAIICHHBIX HauMEHOBAHHI.

Onpene.nelme CPOKOB XpaHECHHHA €I

Cpoku XpaHEeHHs JeJl ONpeleNdioTcs N0 IIEPEYH:AM, PErIaMEHTHPOBAHHEIM HOPMATHBHBIMH
JOKYMEHTaMH, C YKa3aHUEM CPOKOB XPaHEHUs, 3aKOHOIATENBHBIM MM MHEIM HOPMATHBHBIM IIPaBOBBIM
aKTaM, 110 THIIOBOM WM MPUMEPHOH HOMEHKIAType I, Y CTaHOBICHHBIC CPOKY XpaHEHUS OKYMEHTOB
[epeHOoCATCS B HOMEHKIIATYpy Jen 6e3 H3MeHeHHH.

Cpoku XpaHeHHs Jesl IPOCTaBIIoTCs B rpade 4 HoMeHKIaTypHl Ael. ITox cpokoM XpaHeHHs B rpade
4 yKa3pIBaeTCA HOMED CTAThH IO IIEPEUHIO, & TAKKE MOXKET YKa3hIBaThCA YCIOBHOE 0003HAUEHHE IIEpeuHs
(ecnu MIX UCITONB30BAHO HECKOJIBKO), KOTOPBIH UCIONIB30BANICS IIPH ONpPEACICHUN CPOKa.

KoHKpeTHBIE CpOKH XpaHeHus Aen 0003Ha4ueHH! B IMyHKTe 2.1 HacTosamero [Tomoxenus.

CocraBlieHHE UTOT0BOII 3aMHCH HOMCHKJIATYPbI A€l

Io oxoHYaHHM KalleHAapHOro roja B KOHIE HOMEHKIIATYPHI A€ COCTaBJISIEeTCS UTOTOBAas 3allUCh O
KOJIMYECTRE 3aBEICHHBIX JcTl. B HTOroBol 3anycH OTASIBHO YKa3bIBaeTCA KOJHIECTBO 3aBEICHHEIX [/ Ha
OyMa)XHOM HOCHTENIE M KOJIMYECTBO MEpeXOmammux Jenl. Jnd ydera BAEKTPOHHBIX AET COCTaBIIAETCH
OTZeNbHAs UTOTOBas 3allUCh, B KOTOPOH YKa3pIBAETCA KONHYECTBO CHOPMHUPOBAHHBIX ANIEKTPOHHBIX JET
(o cpokaM xpaneHus) u ux ob6veMm B M6. ITorosas 3amuck COCTABIAETCS ¢ YIETOM JAHHBIX, BHECEHHBIX
Brpady 3 «KomuuecTBo IeN» U 3allOIHAETCS [T0 3aBEpIICHUH KaleHapHoro roja. B rpade «IIpumedaniey
B TE€UEHHE BCET0 CpOKa AeHCTBIA HOMEHKIIATYPEI IIPOCTABIIOTCS OTMETKHU O 3aBEACHAH Ae (B TOM YHCIIE,
BNEKTPOHHBIX), O MepeXoAIIuX AeNaX, O BBUICICHHMH JIeNl K YHHUYTOXXEHHIO IT0 UCTEYEHHH CPOKOB HMX
XpaHeHHs, 0 MECTe XpaHEeHUs MOMJMHHUKOB JOKYMEHTOB, O Iepejiaue el B APYI'YIO OpraHH3aIMio It
npojomkeHus u Ap. CBeAeHHMs, cofepKalluecs B UTOTOBOM 3allHCH HOMEHKIIATYpHI Jiell OpraHH3allyy,
[iepelafoTCs B apXUB OpraHU3allMy, O 9YeM B HOMEHKIAType JeacTcd OTMETKa C yKa3aHHeM JOJDKHOCTH
JINAIA, CACTABIIEr0 OTMETKY, €10 NOANHUCH X paciIu()pOBKY HOTIIHCH.

OT60p JOKYMEHTOB /IUIsl epeJadH B APXHB OPraHH3ANHH U IS BhIIEICHUA K YHHYTOKEHHIO

Ilpu mpoBeJeHHHM OKCHEPTU3BI IEHHOCTH HOKYMEHTOB B CTPYKTYPHBEIX ITOApasIelleHHUIX
OpraHu3aidy NPOBOUTC:
e 0oT0Op AOKYMEHTOB AJIS Iepelaud B apXUB OpraHU3aIiH;
e 0T0Op NOKYMEHTOB, MOMJIEKAIINX XPAHEHUIO B yUeGHOM OTHEIIE;
e 0TOOp JOKYMEHTOB, CPOKH XpaHEHHsI KOTOPBIX HCTEKIIH, IS BEIICTICHUS K YHHYTOKEHHIO.

Otbop NOKYMEHTOB IPOBOAUTCSA HAa OCHOBAHHMH IEpedHell NOKYMEHTOB C YKa3aHHEM CPOKOB HMX
XpaHEHUS U HOMEHKIIATyphl JIell OpraHu3allyH.

B cnyuyae HeoOHapyXeHHS Ael, yKa3aHHBIX B HOMEHKJIATYpe AEI, OCYIIECTBIIIETCA X PO3BICK.

He momyckaercsi oTO0Op MOKYMEHTOB JUIS XpaHEHWs ¥ BBIIENEHHS K YHHUTOXEHHIO TONBKO HA
OCHOBaHUH IIPOCMOTPa 3ar0J0BKOB Aen. OQHOBPEMEHHO ¢ 0TOOPOM HOKYMEHTOB, ITOIEKAIIUX [IepeIade
B apXHB OPraHU3aIHH, IPOBEPAETCS IIPABHIEHOCTE (OPMHUPOBAHUS JEL.

dopMUpoBaHHE J€JIa — 3TO IPYNHUPOBKA HUCIOIHEHHEIX JOKYMEHTOB B JIENO B COOTBETCTBHH C
HOMEHKJIATYPO# el ¥ HX CHCTeMaTH3auusl BHYTPH Jena.

IIpoeepka mpaBumbHOCTH (GOPMHPOBAHUSA JeN IPOBOAHUTCS COTPYOHHUKOM, OTBETCTBEHHBIM 3a
¢dbopMEpoBaHKE U BEACHHE apXiBa 00pa30oBaTeNbHON OpraHu3aliyH.

[Tpu dopMupoBaHuH e HEOOX0AUMO COOIIONATH CIIEAYIONIUE MTpaBIIa:

e B JIEN0 IOMEINAIOTCA JOKYMEHTHI, KOTOpPBIE IO CBOEMY COJEPXAHHID COOTBETCTBYIOT



3aroJIOBKy ZieNa, TPH 3TOM 3alpellaeTcs IPYNIHpOBaTh B JieNa depHOBBIE U JyOJIeTHBIC
9K3EMIUIIPEI JOKYMEHTOB, a TaKKe JOKYMEHTE], HOAJIEXAaIlue BO3BPaTYy;

Jena GOpMHUPYIOTCS OTBETCTBEHHBIMH PabOTHHKAMH;

B N0 BKJIFOYAETCS TI0 OJHOMY 9K3EMIUIIPY KaxAoro AOKYMEHTA (IOIHHHUK JOKYMEHTa,
CO3JAHHOIO B OpraHW3alldy, NOVIMHHAK WIH KONIMS IIOCTYIHMBIIEr0 B OpPraHHU3alHIo
JTOKYMEHTA, TIOJUINHHKK (IPU OTIpPaBKe JOKYMEHTA TOJIHKO B BHJIE 3IEKTPOHHOMN KOIUHM) U
KOITHS MCXOJIIIETO IOKYMEHTA);

KaKZBIH JOKYyMEHT, ITOMEINEHHBIH B JEN0, HODKEH OBITh OQOpMIIEH B COOTBETCTBUH C
yCTaHOBJICHHBIMH TpeOOBaHUAMHE;

B JIEJI0 BKJIIOYAIOTCA JOKYMEHTHI OJHOIO KaJIECHJAPHOTO Ioja, MCKIIOYEHHS COCTaBILIIOT
HepexojdIge Jena, KoTopsle (OpMHEpPYIOTCS B TeueHHe BCero Iepuoja oOydeHHS B
OpraHu3anuy;

JIENI0 HE MOIDKHO comepkars 6onee 250 nucToB npu TommuHe He 6onee 4 cM.

BHYTpI/I Jena JOKyMEHTEI MOTYT OBITH PaCcHoJIOKEHE] 10 XPOHOJIOTHH.

IMpmtoxxeHnuss K JOKyMEHTaM, HE3aBHCHMO OT JaThl HX YTBEPKIACHMS WM COCTABICHHI,
HPUCOEUHAIOTCS K JIOKyMEHTaM, K KOTOPHIM OHH OTHOCATCS; IIPAIOXKEHH 006heMoM CBhIme 250 JIMCTOB
BBIJIEJIFOTCS B OTENBHBIA TOM.

PacriopsauTeNnbHbe JOKYMEHTH! TPYNIHPYIOTCA B JeNla 110 BHJAM JOKYMEHTOB H XPOHOJIOTHH C
OTHOCSAIIUMHCS K HUM IIPHIIOKCHHAMH:

IpaBUiia, IONOXKEHHS, WHCTPYKIHH, DPErJaMEHTH, YTBEPKICHHBIE pPaCHOpAIUTENbHBIMU
JOKYMEHTAaMH, SBJITIOTCS NPHIOKEHUSIME K HUM M BKIIIOYaIOTCs B J€JI0 BMECTE C yKa3aHHBIMHU
JOKYMEHTAMH; €CIIH OHH YTBEPIKIEHBI KAaK CAMOCTOATE/IBHEIE JIOKYMEHTHL, HX GOPMHUDPYIOT B
OTHENbHBIE JeTIa;

NpHKa3bl 10 00pa30BaTeNnbHOM HEsATeNbHOCTH BKIIOYAIOTCA B JIENa OTAENBHO OT APYTHX
IIPAKA30B OpraHu3alNH;

JOKYMEHTHI B JIMUHBIX JIeJiaX 00y4JaloIIuXCs PacloIaraloTcs B XpOHOJIOTMYECKOM ITOPSIIKE IO
Mepe uX IMOCTYIUIEHHS;

oOpainenys TpaxhaH (IPEWIOKEHHs, 3adBlI€HHA, JKaloOb) M JOKYMEHTHI IO HX
PACCMOTPEHMIO TIOMEINAIOTCS B /IeNio B ahaBUTHOM TopsizKe (110 pamMunusaM 3asBuTeneii) HilH
B XPOHOJIOTHYIECKOM TIopsizKe (1o matam obpameHuii);

HepeNycKa CACTEMATH3UPYETCs B JIENe B XPOHOJIOTHYECKOH ITOC/IeA0BATENIbHOCTH; IOKYMEHT-
OTBET HNOMEIIAETCS 3a MOKYMEHTOM-3aIpOCcoM 110 JaTe OTBETa, HHUIHATHBHBIE THCbMA - TI0
naTe perucrpanud. IIpp BO30OHOBIEHMM NEPENHCKH IO OIPEHENCHHOMY BOIPOCY,
HadaBINEHCS B IPEABIAYIIEM TOAY, JOKYMEHTHI BKIIOYAIOTCA B JEN0 TEKYLIEro rojga ¢
yKa3aHHeM MHJEKca Jiela NPeABIIyIIero roaa.

B xome or6opa MOKYMEHTOB s IIEpefaud B apXHB OPraHM3allMd [TyOIeTHBIE SK3EeMIULAPEL
YEpHOBHKM, HE3aBEPEHHbIC KONHM HOKYMEHTOB M HOKYMEHTHl C BPEMCHHEIMH CPOKaMH XPaHCHHA
H3BIMAIOTCA M3 Jel, IpoBojurcs odOpMIIEHME NEN, CBEAEHMA O JeNaX BKIIOYAIOTCA B OIHCH Jel
CTPYKTYPHOTO TIOApa3eNeH s U IOCIE Yero JeNa IepealoTes B apXHB OpraHH3aliy.

JIOKYMEHTEHI, He TOIeKalIue XPaHEHHIO, BRIIEIAIOTCS K YHHYTOKEHHIO.

1.2. Odopmienue aena

I[eJla, 3aKOHYEHHEIE JENOIIPON3BOACTBOM, HOIDKHBI ObITh IIOJITOTOBJICHBI K IEpeAadec B apxuB

OpraHu3aluH.
11 TOATOTOBKH K TIEpejade B apXuB Jejia IojyekaT 0)OPMICHHIO ¥ OIHCAHHIO B COOTBETCTBHH C



tpeGoBanuamMu [Ipukasa MunucrepcrBa KynbTypsl Poccuiickoit @enepamuu ot 31.03.2015 Ne 526 «O6
YTBEPXKICHUH MIPABHJI OpraHU3AUU XPaHEHHS, KOMIIIEKTOBAaHHS, y4ETa M HCIIONB30BaHAA JOKYMEHTOB
ApxusHoro ¢oHpma Poccmiickoit Penepanum u APYTHX apXMBHBIX JOKYMEHTOB B OpraHax
rocyJapcTBEHHOM BIACTH, OpraHax MECTHOTO CaMOYIIPaBICHHS U OpPraHU3alUIX».

OdopmiieHne e A Mepeladyl B apXUB OpraHu3alliy OCYIIECTBIAETCA YIOTHOMOYECHHBIMHA Ha 3TO
COTPYTHUKAMH.

IMonmHoe odopmieHue mena Ha GYMaXXHOM HOCHUTENE NpeXyCMaTpUBAcT BHIIONHEHHE CICAYIOIUX
JeCTBHA:
MOJIIUBKY HIIH TIepeIUIeT JOKYMEHTOR Jena;
HyMEpaITHIO JIUCTOB JIENa;
COCTaBJICHHE JIUCTA-3aBEPUTEIN JIENa;
COCTaBJIEHHE BHYTPEHHEH OMUCH JOKYMEHTOB Jena;
odopmiieHne 00I0XKKH JIeia.

IMpu moauruBKe (TIeperuieTe) Aeia BEIIONHAIOTCS CIeAYIOIue NeHCTBUA:

® MeTaTHYecKue CKperuieHus (6yIaBKu, CKPeNKK) U3 JOKYMEHTOB YAAIIOTCS;

e B Hayale JelNa, IpH HeoOX0IUMOCTH, OIIHBAIOTCS JIMCTHL BHYTPEHHEH OMUCH NOKYMEHTOB
Jena, B KOHIE KaXAOrO Jena IOAINHBAcTCS JIACT-3aBEPHUTENb Jeja; HOKYMEHTEI,
COCTAaBIISIOIIHE JEN0, MOMKUBAIOTCS Ha YETHIPe MPOKOIa B TBEPAYIO OONIOXKKY H3 KapTOHA
UIIH NIEPEIIETAIOTCS ¢ YIETOM BO3MOXKHOCTH CBOOOJHOrO YTEHMSA TEKCTA BCEX JOKYMEHTOB,
JIaT, BU3 U pe30JIOLHi Ha HUX.

Ilpy Bamuuum B Jeie OTACHBHBIX 0C000 IIEHHBIX NOKYMEHTOB, a TakXKe HEBOCTPeOOBaHHEBIX
JOKYMEHTOB (YAOCTOBEpEHHI O MONONHHTENBHOM OOpa3OBaHWH, MPOTOKOJIOB O MPOBEPKE 3HAHMIMA
TpeboBaHuil OXpaHBl TpyJa M Jp.), 3TH JOKYMEHTHl BKJIAJBIBAIOTCS B KOHBEPT, KOTOPBIA 3areM
noamuMBaercd B feio. Ipu Hanu4uu 60/1BIIOro KOIUYecTBa TAKUX JOKYMEHTOB OHH MOI'YT H3BIMATBCS U3
Jel u GopMHPOBATHCS B OTEIBHOE JIENO.

Ilpz moxmroToBke K Ilepefade B apXUB OSJIEKTPOHHBIX JOKYMEHTOB KaXI0€ 3JIEKTPOHHOE JIEII0
3aIMCBHIBAETCA Ha JBa QH3MYECKH 000CO6IEHHBIX MaTepHANBHBIX HOCHTEIS. 3allHCH 3JIEKTPOHHEIX Jel Ha
¢usuaeckn 000COOJICHHBIX HOCHTENAX MJO/DKHEI OBITH aGCOMIOTHO HACHTUYHBIMH, Ha Kaxmbrit
9NEKTPOHHBIH HOCUTENs O(OpMIIeTCs BKIANBINI, Ha KOTOPOM IOJDKHO OBITH yKa3aHO: HHAEKC Aena,
3aroJIOBOK JIENa IT0 HOMEHKIIATYpE JEl, KpaliHue TaThl JOKYMEHTOB 3JIEKTPOHHOTO Jeia, 066eM aena B M6.
Bxraneim moMeriaercs B QyTisap e IMHULEI XpaHEHUS.

Jlia obecriedeHHA COXPaHHOCTH M 3aKpEIUICHUS TOPSANKa PaclloNOXKeHHS JOKYMEHTOB B Jele, BCe
JMCTHI Jefla, KPOME JIMCTa-3aBEPUTENS M BHYTPEHHEH ONMCH, HYMEPYIOTCA B COOTBETCTBHH CO
CIEIYIOIUME TpeOOBaHUIMH

e B nemax ofecrmeueHuss COXpaHHOCTH U 3aKPEIUICHUS MOPANKA PACIIONIOKEHHS JOKYMEHTOB,
BKJIIOYEHHEIX B JIET0 Ha OyMa)KHOM HOCHTEIIE, BCE €TO JIHCTHI (KPOMe JIHCTa-3aBEPUTENS Jelia
H BHYTpPEHHEH ONMCH) HyMEpYIOTC B BaJOBOM IIOpsKe apaGCkumu HH(paMH, KOTOpEHIE
OPOCTABILAIOTCS B IIPaBOM BEpXHEM YUy JHCTAa JOKYMEHTa IPOCTBIM IpadUTHBEIM
KapaHJaloM MJIH HYyMEpaTopoM. YHOTpeOJeHWEe YepHHI M HBETHHIX KapaHmaliei i
HyMepalluH JIMCTOB 3ampemnaeTcs. JIMcTh BHyTpeHHe! OITHCH JOKYMEHTOB Jefia HyMEPYIOTCS
OTHENBHO.

e JIUCTHI €N, COCTOALINX U3 HECKOIBKUX TOMOB WIH YacTell, HyMEPYIOTCS 110 KaXKIOMY TOMY
MITH YaCTH OTJEIRHO.

e ®dororpaduu u Jpyrue HWLTFOCTPATHBHEIE JOKYMEHTBI, IPEACTABIIAIOIME CAMOCTOATENBHEIN
JIMCT B JieNte, HyMepYIOTCs Ha 000pPOTHOH CTOPOHE B JIEBOM BEPXHEM YIIIY.

e Clo)XeHHBIH JIUCT pa3sBOPAUMBACTCS U HYMEpYeTcs B IIpaBOM BepxXHeM yrity. IIpu 3ToM nHcT
moboro ¢opmara, MOXMKTHIN 3a OAUH Kpaif, HyMepyeTcs KaK OJHH JIMCT; JINCT, CIIOMKEHHBIH



M IIOJIIMTRIM 32 CEPEHHY, TOJIEKHUT NepEIIHBKE H HyMEPYETC:A KaK OJUH JIHCT.

o JIMCT C HamIYXO HAaKIEeHHBIMH JOKYMEHTaMH (BBIpE3Kamy, BBITHCKaMH, dororpadmsamu)
HyMepyeTcs KaK OJ{fH JUCT. Ec)Ii K JOKYMEHTY ITOJKIECEHBI OHUM KpaeM Apyrie JOKYMEHTHI
(BBIpE3KH, BCTABKH TEKCTA, IIEPEBOJIBL), TO KAXKIBIH NOKYMEHT HYMEPYETCs OTASIBHO.

e JlosmuThie B JEI0 KOHBEPTHI C BIOKCHHAMHU HYMEPYIOTCH; IIPH 3TOM BHadJalle HyMepyeTcs
KOHBEPT, a 3aTeM O4epPeIHEIM HOMEPOM KaXKI0€e BIOKEHUE B KOHBEPTE.

o TlommuTeie B OENO NOKYMEHTHI ¢ COGCTBEHHOH HyMepanueH JHCTOB (BKIIOYas MEYaTHBIO
H3aHHs) MOI'YT HyMEPOBATHCS B 06IIeM IIOPSIKE HIIH COXPAHATH COOCTBEHHYIO HYMEPAIHIO,
€CJIH OHAa COOTBETCTBYET MOPSIKOBOMY PacIIOIOKEHHIO JTHCTOB B CIE.

o B cayuasx oOHapyxeHus OOJBIIOro 4mcia omuOoK B HyMEpaliy JIHCTOB JeNa IPOBOJUTCS
nepenyMepanus. [Ipy HaTHUMK OTIOENBHBIX OIIHOOK B HyMEpalUHy JIMCTOB JIENa JA0yCKaeTCs
yroTpebIeHue TUTEPHBIX HOMEPOB JIUCTOB.

JIncTel BHYTpEHHEH OIIUCH JOKYMEHTOB J€JIa HYMEPYIOTCSA OTHENIBHO.

Eciu B HyMepamnuy JIMCTOB Jiejla HONYINEHO OOJNBIIOE KOJHYECTBO OINMOOK, IPOBOJUTCS HX
TepeHyMepamnusl.

ITpu mepeHyMepanuy JINCTOB CTapble HOMepa 3auepKHBAIOTCS OJHON HAKIOHHOM 4EpTOi, U pAIOM
CTaBUTCS HOBEIA HOMEp JIMCTa; B KOHIIE [€Jla COCTABIIIeTCsS HOBBIN JIHUCT-3aBEPUTEND, IIPH 3TOM CTAPBIH
JINCT-3aBEPUTEIND 3aYEPKUBAETCS, HO COXPAHACTCSA B JIEIE.

Jlna ydeTa KOJIMYECTBA JICTOB B Jieyie W (uKcamui ocOOSHHOCTeH MX HyMepanuy ¥ (pU3HIECKOro
COCTOSIHHS COCTABJISIETCS IMCT-3aBepuTeip nena. JIncr-3aBepUTeNs COCTABIACTCSA IO YCTAHOBJIEHHOM

thopwme.

NUCT3ABEPUTENL AENA N

B gene nogwmTo u NUCTOR
NpOHYMepoBaHo

(umcbpamu ¥ NponNKCHIO)
cN no N , B TOM JMche:;
FINTEPHEIE HOMEPa NNCTOB ;
NponyLYeHHLIe HoMEpa NICTOB
+ IKCTOR BHYTPRHHEN OnMCH

QOcobeHHocTy (hiaMUEcKoro CocTOAHNA W (POPMHPOBaHUA gena Horepa nuctor
1 2

HauuenosaHue QOIBKHOCTH
paBoTHuKa Mognuce PacunubpoBka nognvcit

Hata

Mopmat Ad (210 x 297 mm}

B nmcre-3aBepHTelie Jeia yKasblBaeTca MH(paMH W MPOIMCHIO KOJHYECTBO IPOHYMEPOBAaHHBIX
JIMCTOB Jiefia, B TOM YHCHE JIMTEPHbIe HOMEpa JHCTOB H NPOMYIIEeHHBe HOMEpPa JUCTOB (IpA HATHYHH),
yepes 3HaK «+» (IWIH0C) yKa3bIBASTCs KOIHYECTBO IMCTOB BHYTPEHHEH OIHCH.

B rpadax 1 u 2 mucTa-3aBepUTeINs [€Na OrOBApHBAIOTCA OCOGEHHOCTH (PHU3HYECKOTO COCTOSHUA H



¢dopMupoBaHUS e
e HOMEpa JIMCTOB C HakieeHHBIMA (ororpadmsMu, HOKYMEHTaMH, BBIpE3KaMH M3 JPYTHX
JIOKYMEHTOB;
e HOMepa KpymHO(GOPMAaTHBIX JIUCTOB;
e HOMEpa KOHBEPTOB C BIOXEHHAMH U KOTHYECTBO BIIOKCHHH.

JIucr-3aBeputTensb efla TOIUCHIBAETCS €0 COCTABUTENEM C YKa3aHHEM AOIDKHOCTH, pPacIu(ppOBKH
IIOJIIIUCH, AATEI COCTAaBICHHS.

Bce mocnenyronmie U3MEHEHUS. B COCTAaBE M COCTOSHHH Jeia (TOBPEXACHUSA, 3aMeHa MOATHHHEBIX
JOKYMEHTOB KOITUSAMM, HPHCOEAWHEHHE HOBBIX JOKYMEHTOB M Jp.) OTMEYAIOTCA B JIMCTE-3aBEPUTENE CO
CCBUTKOM Ha COOTBETCTBYIOIIUH akT B rpade 1.

Jins DOKYMEHTOB, WHIWBMIYalbHEIA y4eT KOTOPHIX BBI3BaH CHEIM(UKON HOKYMEHTOB (0co0o
I[EHHBIE, IMYHEIe, CyIcOHEIC U CICACTBEHHBIE JIENa U Ap.), COCTABIIETCS BHYTPEHHASI ONMCEH JOKYMEHTOR
Jena.

BHYTpeHHIOIO OIMCh pEKOMEHAYeTCS TaKXKe COCTaBIATh B JieNaX, CQOpPMHUpPOBAaHHEIX IIO
pPa3sHOBUIHOCTSM JOKYMEHTOB, 3arOlIOBKM KOTOPBIX HE paCKpBIBAIOT KOHKPETHOE COJIEpXKaHue
JOKYMEHTOB.

BHyTpeHHSS OIUCH COCTABIAETCS Ha OTHENBHOM JIMCTE (IMCTax) IO YCTaHOBIEGHHOH (opme, B
KOTOpOM YKa3bIBAETCA MNOPAAKOBBIM HOMED 3allUCH, PErHCTPAllMOHHBIA MHJEKC JOKyMEHTa, Jara
JOKYMEHTa, 3arojIOBOK, HOMEpa JIUCTOB JOKYMEHTA B AeTIE U IIpUMEYaHHe.

BHYTPEHHAH ONKUCH
LokymMeHToB fena N

N | Pervctpauuortent | [flata goxymexTa 3aronoBoR AOKyMEeHTA Homepa | [Npumeuanve
n/n WMHOBKC IMCTOR
AOKyMeHTa aena
1 2 3 4 5 6
Wroro JIOKYMEHTOB.

{Urhpanyt U IponKCHID)
KonwuecTeo nMcToB BHYTpeHHel
onucK

(uchpanaut 1 NponKChIo)

HaumeHosaHue JoMmyHOCTY TMUE,

COCTABMBLISTD BHYTPEHHIOW ONMKChL

JOKYMEHTOB fJena MNoanuce Pacumdporra nognucu
Hata

®opmat A4 (210 x 297 mm)



K BHyTpeHHel} OIMCH Jejla COCTaBIISETCS MTOroBas 3alHCh, B KOTOPOH yKasbIBaeTcs HU(ppaMH H
HPOIMCHIO KOJIMYECTBO BKIIOUEHHBIX B Hee JOKYMEHTOB M KOJIMYECTBO JIACTOB BHYTPEHHEH OIHUCH.

BHYTpeHHs ONHMChH NOANHCHIBAETCS €€ COCTABHTENEM C YKa3aHWeM IOJDKHOCTH, PacIuM(ppOBKH
MOJIMCH U IATHI COCTABJICHMS OIHCH.

Ipu H3MeHEeHNH COCTaBa JOKYMEHTOB Jiella (M3BSTHH, BKIIOUEHUH JOKYMEHTOB, 3aMEHEI HX KOMAAMHU
H JIp.) 5TH U3MEHEHU 0TpaxkaioTcs B rpade «[IpuMedanue) co CCHUIKAMH Ha COOTBETCTBYIOMIME AKTHI, TIPU
HEO0OXOAUMOCTH COCTABIISAETCS HOBasl HTOrOBas 3allMCh K BHYTPEHHEH OITUCH M JIHCT-3aBEPUTENb JeTa.

O6noxka fena opopMiseTcs o0 yCTaHOBIEHHOH (opme.

(HauMmeRoBaHHE OpraHu3aLm)
(HaumeHoBaHWe CTPYKTYPHOIS NoAPa3feneHus)

AENON TOMN ___
(saranosok gena}
(epaitnve path)
Ha nucTax
Xpauuts

@. N
On. N

O N

®opwmat Ad (210 x 297 )

Jlna obecrieueHns JOITOBPEMEHHOM COXPAaHHOCTH CBEACHHM, HaXONAIIMXCA Ha OOJIOXKe Jerna,
pexkoMenayercs 0GopMIIITE 0OJIOKKY OT PyKH YEPHHIIAMH.
Ha o6moxxke mena ykasplBaeTcs:
e monHoe OQHIMAIFHOe HAUMEHOBAaHHE  OPraHM3allMH-HCTOYHWKA  KOMIUIEKTOBaHMI
(yKa3pIBaeTCs B UMEHHTEIILHOM NaZIexKe);
e COKpallleHHOE HaWMEHOBaHHUE OPTraHW3alHA-HCTOYHHMKA KOMIUIEKTOBAHUS, IPH €T0 HAJIMYHH
(yKaswiBaeTcs B CKOOKax HOCHe HOJHOT0 HaNMEHOBAHHMS ),
e HaMMEHOBAHHE CTPYKTYPHOTO IOAPA3ACIICHH.

Ecmu HauMeHOBaHHE OpraHU3alliyl B TeUEHHE IIEpHOJa, OXBATBIBAEMOro INOKYMEHTaMM J€na,
M3MEHIIOCh WM [0 ObUIO HEpelaHo B APYIYIO OPraHH3alMIo, Ha OOJIOXKKe Jena HOJ NpPeXHHM
HANMMEHOBAHMEM YKa3LIBA€TCs HOBOS HAHMCHOBAHHE [JAHHOW OpraHM3allid WIH OpraHu3aliu-
TIpaBONIpeeMHHKa (IPEKHEE Ha3BaHHE 3aKIHOYAETCs B CKOOKH).

WHrpekce ziena, HoMep ToMa (YacTh) IepeHOCHTC Ha 00JI0KKY U3 HOMEHKIIATYPBI Jell.

3aronoBOK [elia IepeHOCHTCs Ha o6JIOKKy JeNa U3 HOMEHKIATYPHI IeJl OpraHusalyy. 3aroJoBOK
JIOJDKEH COOTBETCTBOBATH COJEPKAHHMIO OKYMEHTOB B mene. IIpu HeoOXOAMMOCTH B 3aroIOBOK MOTYT
OBITH BHECEHBI YTOUHEHHSL.

B Tex ciayyasx, KOLZA JENO COCTOMT M3 HECKOJNBKHX TOMOB (YacTei), Ha OONOXKY KaXAOro ToMa
(4acTH) BRIHOCHTCS OOLMit 3ar0JIOBOK JeNa, a IPH HeOOX0IUMOCTH - 3aT0JIOBOK KaXKOr0 TOMa (vactm),



HanpuMep:
IIpozpammuer 06y4erus no oxpare mpyoa.
Tom. 1. IIpozpammer 06yyerus no o061yuM 60NPOCAM OXPAHbL MPYOd.
Ilpozpammel 06y4enus no oxpare mpyoa.
Tom 2. Ilpoepammvl 00yueHUs NO UCHNONL30BAHUIO (NPUMEHEHUI0) Cpeocms UHOUGUOVALLHOL

3auumol.

B KoHIlE 3aroJOBKOB e, COAEPXKAIMUX KOMUU JOKYMEHTOB, IIPOCTaBisgeTcs oTMeTKa «Kormmmy.
IMopmHEHOCTE JOKYMEHTOR JeJIa B 3ar0JIOBKE HE OTOBAPHBACTCA.

B Heo0XoMuMEIX CIydasxX B 3arOJOBOK Je€jla BHOCATCS JOIIOMHUTEIBHBIC CBENCHHA U YTOUHEHHS
(IpOCTABIIOTCA HOMEpa MPUKA30B, IPOTOKOJIOB H Ip.), HAIPUMeED:

Ipuraszer N N 1-188 no obyueruro no oxpane mpyoa.

ITpu 3anonHenuu crpoku «KpaiiHue naTsl» Ha 06JI00KKe [ieNa YKa3bIBAIOTCS JaThl (TOA(BI) 3aBEeACHHS
U OKOHYAHHUA JIeNIa B IETIONPOU3BOJCTRE.

Ecnu B 1610 BKIIIOUEHEI JOKYMEHTHI, JaTa KOTOPBIX BEIXOMHUT 33 PaMKH KpalHHX JaT JOKYMEHTOB
Jena, nox crpokoi «Kpaklinue qaTel» AenaeTcs 3amuck: «B nerme HMeroTes JOKyMeHTH 3a... roA(s1)». [lpu
COCTaBJICHHH OIMCEH A€l JaHHas 3alKCh MOXET yKas3bIBaThCA B rpade [Ipumeuanwe.

Hara mena MOXET He yKa3bIBaThC Ha OONOXKAxX JEJ, COXEeprkaiuX NOKYMEHTEHL, B 3arojoBKax
KOTOPBIX OTPa’KarOTCs JaThl MU MEPUOJ], K KOTOPOMY OTHOCSTCSA JOKYMEHTHI Jea.

Haramu Jel, COAEpKAIlMX PpaclopAMUTENbHYI0, YYeOHYI0 W HHYI0 NOKYMEHTAUuio (IHChMa,
3K3aMEHAIIMOHHBIE BEJOMOCTH (IIPOTOKOTIEI IPOBEPKH 3HAHMI) M T.IL.), A7 KOTOPOit TOYHAS AATHPOBKA
HMEET BaXKHOE 3HAUYEHHE, a TaKKe JULA [T, COCTOAMINX U3 HECKOJNBKUX TOMOB (JacTeil), ABIAIOTCS NaThl
(aucnno, MecAl, TOX) PErHCTpaluy (COCTABICHHUS, MOCTYILICHHA) CAMOI0 PAHHETO H CaMOro IIO3IHETO
JOKYMEHTOB, BKITIOUEHHBIX B JETIO.

Ecin memoMm sBnsercd JKypHal, TO HaToi Jema OyRYT TOUYHBIE KaleHAapHBIE NATHl NMEPBOH H
nmocyefHel 3anuceil B )XypHae.

Hatoli muuynoro gena o6ydaromerocs SBISFOTCS JAThl MOANMHCAHUA TPUKA30B O 3aYHCICHUH M
OTHMCIEHUH JIHIa, Ha KOTOPOE OHO 3aBEJICHO.

Ilpu o6o3HadeHHW AaT Jella CHayana yKa3BIBAeTCS YHCIO, 3aTeM Mecsal H rof. Yucio W Tox
o6o3HavaroTca apabCKkuMu MudpaMHu, Ha3BaHHE MECAIa - CIIOBOM, Hanpumep: 7 Mas 2022 roga.

Ecnu mata ToKyMeHTa WM OTAENBHBIE €€ 3JIEMEHTH] ONPeeNIIOTCS MPHUOIM3UTENLHO, HA OCHOBAHUM
aHanM3a COACPKaHUA NOKYMEHTa, TO JaTa WM OTAENbHEIE ee SIIEMEHTHI, He aOCOMIOTHO NOCTOBEPHEIE,
3aKIIOYAIOTCS B KBaJIpaTHBIE CKOOKHM. JlaTa MM OTAENBHEIE €€ SIIEMEHTHI, He aGCOMIOTHO IOCTOBEPHEIE,
CONIPOBOXJIAIOTCA BOIIPOCHTENBHEIM 3HAKOM, HAIIPHAMED:

[He panee 2022 2.];

[He panee anpens - He nosonee mas 2021 2.,

[He panee 24] uiona 2022 2.;

17 [aneapal 202019 a.;

19 aszycma [2020 2.];

[25 cenmaops 2014 2.7].

KomnmiecTBO JIHCTOB B JEIIE TIPOCTABIBIETCA Ha OCHOBAHUH JINCTA-3aBEPUTCILI ACIIa.

CpOK XpaHCHUA Oejla INCPCHOCUTCA Ha O6JIO)KKy Jc€lia U3 COOTBGTCTBYIOHICfI HOMCHKIATYPBI AEIL
OpraH#3aiyy IoCae CBEPKH €ro No THIIOBOMY IIEPEUHIO JOKYMEHTOB ¢ YKa3aHUEM CPOKOB HX XpPaHCHHS.

Ha genax mocTossHHOTO XpancHuA MULIICTCA: ((XpaHHTB IHOCTOAHHOY.

1.3. Opraﬂmamm PO3BICKA HEJOCTAIOHNIHUX ]I

B cliydac OTCYTCTBHA MACI, YHCIAHIUXCA IO HOMEHKNATYPE AC OpraHu3aliHi, OTBECTCTBCHHBIMH



COTPYIHHAKAMH IPUHAMAOTCS MEPHI [0 HX PO3BICKY.

O6HapyXeHHBIEe Jiefia BKIIOYAIOTCS B ONMCH Jed. Ecim posBICK Hen He Aan pe3ynbTaToB, TO Ha
HeoGHApyKEHHBIE JleJ]a COCTaBisAeTcs akT 00 yTpare NOKyMEHTOB. AKT 00 yTpare NOKYMEHTOB B
JIETIONPOM3BOICTBE COCTABIAETCA IO clenyowel hopme.

HaumeHoeaHue opraHmzaLu

AKT YTBEFHEAKD
N PykoBoaHTENb OPFaHU3ALIMN

Mopnmuce Pacimchposxa

00 yTpare QUKYMEHTOR noamIcH
Hara

Maxa

N

(Hassanue horaa)
B pesynsrate YCTAHOBMEHD OTCYTCTEME B (POHAE NepeuncReHHbIX Hbke

Aen, npenpUHATHIE apXUBOM Mepbl Mo PO3LICKY L8N NONOMMTENLHBIX PEe3ynsTaros He jany, B CBAsKM C JYemM
CUMTAEM BO3MCOEHBIM CHATL Cy4eTal

N Onuce N | Egxp.N | 3aronosok ea.xp. | Kpaitaue Konmuectao Mpepnonaraemeie
rifn Aatel | macToe {oGvem, ME) APHUMHEL
OTCYTCTBUA
1 2 3 4 5 6 7
Wrero eA.Xp.

(Lpchpanm ¥ NpONUCHID}
Copepanue yTpaueHHbIX A0KYMEHTOR MOXeT BblTh YACTUYHO BOCTIONHEHO CNENyIOUMH
en.xp.:

(HoMepa eq.xp. ¥ WX IPYNMOBLIE 2ArQNOBKM)

HaumeHosaHue BOIMEHOCTH
PyKOBOAMTENSA apxuBa Mognuck Pacumdposra nognvcu
(nuua, OTRETCTBEHHOT 38 apXMB)

IIpu coCTaBIEHHY aKTa B JENONPOR3BOACTBe Ipadl 2, 3, a Takoke HHPOPMALL O Ha3BaHHH X HOMEDPE
doHza, 3aNHCh 0 BHECEHHH M3MEHEHHH B y4eTHBIE OKYMEHTHI He 3all0JIHAIOTCA.

JIiia cocTapieHHs aKkTa o6 yTpare Ieil B AeTOIPOH3BOCTBE JODKHEI ObITh IIPEAYCMOTPEHEI rpadsl:
HHJIEKC Jiea 0 HOMEHKIIAType e, 3aroJIOBOK JeNa, KpaiHHe JaThl, peIIoIaraeMble IPHIHHE] YTPATEI
JIOKYMEHTOB.

AKT DOZIIHCEIBAETCA PYKOBOAUTEINIEM CTPYKTYPHOIO IIOApasIeeHIs i ePelacTCA BMECTE C OIIMCBIO
JieJ1 CIPYKTYPHOTO HOApa3/IeICHHs B aDXHB OPraHu3aliy.

1.4. Tlepeaaua aen B apXUB OPraHH3AHHI
Ilepemaua fen B apXWB OpraHM3alMl OCYLIECTBIAETCS TO rpaduky, COLMACOBAHHOMY C

PYKOBOIHUTENAME CTPYKTYPHBIX [IOAPa3HeNeHuH H yTBCPIKACHHOMY PYKOBO/TEIEM OpraHu3allui.
Hepe,uaqa JeJl IIPOBOJUTCA TOJIBKO IO ONTHCAM, COCTaBJICHHBIM B CTPYKTYPHBIX IoZpasacieHuIx.



Onuch ges1 CTPYKTYPHOT0 NOAPA3AeeHIs - YISTHBIH JOKYMEHT, BKIIFOUAOITHI CBeICHHA O eiax,
copMHpOBaHHBIX B TIOApa3AEICHUN U ITOUICKAIINX Tepefaie Ha apXHBHOE XpaHCHHE.

Pafora mo cocTaBieHHIO OIMCEH JeNl CTPYKTYPHBIX IOJPasACiAeHHH BBITONHACTCA JIMIAMH,
OTBETCTBEHHBIMH 32 BeJEHHE IEIONPOU3BOACTBA B CTPYKTYPHBIX IIOJPA3JENICHUSX W PaGOTHHKAMH
CITy>KOBI IENONIPOU3BO/ICTBA OPTaHU3AIHH.

Omnucu el COCTaBIJIAIOTCS Ha BCE 3aBEPIICHHBIE B JieNla IO y4eOHOMY IIpOLIECcCY, MPOIIEIIIHE
SKCIEPTH3Y IIEHHOCTH.

Omnucu gmen SBIAOTCA AOKYMEHTAMM, IO KOTOPBIM OCYINECTBISAETCS Ilepefladya el B apXuB
OpraHu3aIyy.

OtmenbHBIE OUCH COCTABIIIIOTCS Ha SNIEKTPOHHbIE JOKYMEHTEL.

OmucH Jiest COCTaBILAIOTCS 10 YCTaHOBICHHOH (GopMe M MPEICTABIIAIOTCA B apXUB HE MO3AHEE UEM
Yepes FoJ ITocyie 3aBePIICHHU JIell B IeNIOMPOU3BOJICTBE.

ITpu HanMYMK HEONHMCAaHHBIX AEN 32 HECKOJNBKO JIET M0 COITIACOBAaHMIO C apXHBOM HA HHMX MOJXKET
COCTaBJIAThCA OFHA ONMUCH (BHYTPH OIUCH JIENA pacIioNaraloTcs o rofaM HX 3aBeACHHS).

Ilepen BHECEHMEM 3aTONIOBKOB JIEl B OIACH IIPOBEPSIFOTCS KadyecTBO (POPMUPOBAHUI H 0HOPMITEHHUS
JelI, COOTBETCTBHE KOJIMYECTBA AN, BHOCHMBIX B OIHUCH, KOJTMYECTBY 3aBECHHEBIX Jei M0 HOMEHKIIATYpe
JIeTT OpraHu3aIfiHy.

OnmcarenpHas CTaThs ONHCH A€ CTPYKTYPHOTO IOApa3feNeHHsA BKIIOUACT B cebf ClIeyrolue
SJIEMEHTHI:

MOPSIKOBBIN HOMED Jiena (ToMa, YacTH);

HHIEKC Aena (ToMa, 4acTH) B COOTBETCTBUH ¢ HOMEHKJIATYpOii Jel;

3aroJIOBOK Jena;

KpaitHue faThl Jena (ToMa, 9acTH);

CPOK XpaHEeHH Jiea (He IPOCTABIAETCS B ONHCH AN IOCTOSIHHOIO XPaHEHHMS);
KOJIMYECTBO JIMCTOB B AeNe (TOME, YaCTH), I SNIEKTPOHHBIX JIell - 006eM B MO;
IpUMEYAHUS.

Ilpu cocraBneHHH ONMCH A€l CTPYKTYPHOTO IOApa3eNieHuss HeOOXOAUMO COOIIIONATE CIENYIOUIHE
TpeOoBaHHA:

® KaXI0€ IEII0 BHOCHUTCSA B OIMHCEH IO CaMOCTOSATENBHBIM IMOPSIKOBEIM HOMEPOM; €CIIH JEI0
COCTOUT M3 HECKOJIBKHX TOMOB (9acTelf), TO KaXABIi TOM (YacTh) BHOCHICA B OIMCH IO
CaMOCTOATEIFHEIM HOMEPOM;

e TOPANOK HyMepallyy OIMCATENBHBIX CTATCH B OIHMCH - BaIOBBIH;

® CHCTEeMaTH3alMs Jell B ONHCH A€l CIPYKTYPHOTO IOApPA3fENeHHUS COOTBETCTBYET HX
CHCTEMATH3allMd B HOMEHKIAType Jeil OpraHH3ald{, a HOMEp OIUCH CTPYKTYPHOIO
OApasAeIeHHsS MOXKET COCTOATE U3 KOAA CTPYKTYPHOI'O NOAPA3SIICHUs, COOTBETCTBYIOLIETO
KOy IOApa3elcHUs B HOMEHKIAType [el, ¢ JoOaBIeHHEM IPOIHCHON HAYaIbHOM OYKBEI
HAUMEHOBAHMA KAaTErOPHM JOKYMEHTOB, COCTABILIOUIMX OIKCh, U MOCIENHUX IBYX P
rojia, B KOTOPOM 3aBeJIeHEI Jieia, BKIIIOUCHHEBIE B OITHCE;

e rpadsl ONHMCH 3alONHAIOTCA B TOYHOM COOTBETCTBHH C TEMH CBEJECHHAMH, KOTODBIE
BEIHECEHBI Ha 00JI0XKKY JeNa;

e [IpH BHECEHHUH B OIHCH AEJ HECKONBKHX JIENl C OJIMHAKOBBIMH 3ar0JIOBKaMH 0003HaYEHHE JEN
CIIOBAMH «TO JK€» HE JOIIyCKaeTcs; OJUHAKOBBEIE 3arojIOBKH JeNl BHOCATCS B OIIHCH
ITOJTHOCTEIO.

e rpada onmcu «[IpuMeuaHue» UCHONMB3YETCS UL OTMETOK 00 0COGEHHOCTAX (PH3IMUECKOTO
COCTOSHUSA JIeNl, 0 Iepefade Jel APYTHM CTPYKTYPHEBIM IOApAa3feleHUsAM OpPTaHH3alliH, O
HUIMYUY KOIUH U JIp.

B konne ommcu gen CTpyKTYpHOrO HOApa3[elecHHd Bclel 3a MOCHeJHeH omucarelbHOI cTaThei



3aI0JHAETCA MTOroBas 3allich, B KOTOPOM yKaspiBaercs (UuppaMy ¥ IIPOIMCHIO) KOJMYECTBO Jel,
UYMCHIAIIMXCS II0 ONMCH, IEPBHIA M IOCHeNHAM HOMepa el IO ONHCH, a4 TaKKe OroBapHBalOTCH
0cOBGEHHOCTH HyMepAIluH SN B OIMUCH: HATMINE TUTEPHBIX UK NPOIIyIIEHHEIX HOMEPOB.

Omucy [en CTPYKTYPHOrO TIOAPa3fefieHUs IOJIIHCHIBACTCA PYKOBOZHUTENEM CTIPYKTYPHOTO
MOZpa3 ie/IeHus. ¥ COTJIACOBEIBAETCS C PYKOBOMHUTEIEM CIIyKOBI ISJIONPOH3BOICTBA OPTaHu3aluy.

Omuce [es1 CTPYKTYPHOTo MOApa3ielieHus] OPTaHu3alMy COCTABIIETCS B ABYX SK3EMIUIIPAX, OINHH U3
KOTOPKIX IIEpeaeTCsi BMECTE C JieJIaMHi B apX¥B OpTaHU3alliy, BTOPOH OCTAeTCs B KAYECTBE KOHTPOJIBHOTO
9K3eMITISIpa B CTPYKTYPHOM MOJPa3eICHHAH.

IIpueM-Tiepeiada Jiell B apXHUB OpraHM3AUMH [IPOU3BOJMTCS PabOTHUKOM apXuBa M PabOTHHKOM
CTPYKTYPHOTO TIOApa3iesieH s, IPH 3TOM Ha BCEX 3K3eMIUIAPaX OIMCH JEJ CTPYKTYPHOTO MO/pa3 e s
TIPOTHB KKAOTO Jejia, BKIIOUYEHHOTO B Hee, JIeNaeTcs] 0TMETKA O HATHYUH JeNa.

B KOHIIe KaXAOr0 3K3eMILIIpa OLHCH Jie)l CTPYKTYPHOTO HOZApa3e/ieH s yKassBaroTcs nudpamu u
MIPOMHCHI0 KOJIHYECTBO (DaKTUYECKH NMPHHATHIX B apXHB JeJl, ATOrOBas 3alyCh IOAIKCHIBACTCS JIHIIOM,
OTBETCTBEHHBIM 3a apXHB, B paOOTHHKOM CTPYKTYPHOTO IOJpa3feNneHus, nepenasmero aena. Ilepenada
AJIEKTPOHHBIX IOKYMEHTOB B apXHB OPraHU3aIMH{ IIPOU3BOUTCS HA OCHOBAHHH OIMCEH 9EKTPOHHBIX JIEll,
JOKYMEHTOB CTPYKTYPHBIX HOpasieneHuil mo HHPOpMAIMOHHO-TEIEKOMMYHHKAMOHHOH CETH MM Ha
¢m3ugeckn 060cO0IEHHBIX MAaTePHATIBHBIX HOCUTENSX B JBYX HACHTHYHBIX SK3EMILLIPaX.

OnuCE 3MeKTPOHHBIX ZIe]l CTPYKTYPHBIX TOpa3efieHuii cocTaBisieTcs 0 YCTaHOBIEHHOM (opme.
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PYKOBOQHTENA CTPYKTYPHOIO
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fara

Tpe6GoBaHMs K COCTABJIEHHUIO OIKCH 3JEKTPOHHBIX [/l aHAJOTHYHBI TPeOOBAHWAM K COCTABIICHHIO
ONMCH feJ Ha 6yMa)KHOM HOCHTeNe, 33 NCKITIOYEHHEM CIIEAYIOIIUX IIPABILIT:
e Brpade 6 OMHCH BIEKTPOHHBIX JeN yKassBaeTcs 06beM B MO;
e B MTOTOBOM 3aIHCH OIKCH 3IEKTPOHHBIX JeN yKasbiBaeTcs o6beM B MO;
e JieNia C ONMHAKOBEIMH 3aroj0BKAMH BHOCATCS B OIMCH 3JEKTPOHHBIX JIEIT IIOJTHOCTBIO.

Ilpu mepenade SIEKTPOHHBIX JOKYMEHTOB B apXWMB OpraHW3aUM BHIIONHAIOTCA CIIEIYIOIIMe
OCHOBHBIE TIPOLEAYPEI pabOTHI C JOKyMEHTaMH:

o (hopMEpoBaHHe B HH(YOPMAIHOHHOH CHCTEME OpraHU3alliH 3EKTPOHHBIX JET, ABIIIOMIXCA

COBOKYITHOCTBIO KOHTEHHEPOB HIEKTPOHHBIX JOKYMEHTOB HIIM KOHTEHHEPOM 3IEKTPOHHOIO



JOKYMEHTa, COJepXalliM KOHTEHT W METaJaHHBIE SIIEKTPOHHOTO JNOKYMEHTa, (aiiisr
5NEKTPOHHBIX MOANMHCEH ¥ BU3YAIM3HPOBAHHYIO KONHIO TEKCTOBOTO SIEKTPOHHOTO
noxkymenta B (popmare PDF nnu xonumro rpagudeckoro fokyMenra B popmare bmp, jpeg, gif,
tiff;

dopmMupoBanue B HHOOPMAIHOHHOH CHCTEME OIMCH SJIEKTPOHHBIX Jel CTPYKTYPHOTO
TOJpa3IeNeHus;

IIpOBEpKA apXHUBOM OpPraHM3alUy 3IEKTPOHHBIX JOKYMEHTOB Ha HAIWYHE BpPEIOHOCHEHIX
KOMITBIOTEPHBIX IIPOIPaMM;

MpoBepKa BOCIIPOH3BOXHMOCTH 3JIEKTPOHHEIX JOKYMEHTOB;

IpoBepKa QU3NUECKOT0 B TEXHUYECKOTO COCTOSHUS HOCHTENeH (TIpH Iepeaye 3MeKTPOHHEIX
JOKyMEHTOB B dpXHB OpraHu3anud Ha Quingecku 0OOCOONEHHBEIX MaTepHATBHBIX
HOCHTEIAX);

IpoBepka Hanu4us (aiina dMEKTPOHHOH MOMIKCH, KOTOPOM OBUT MOAMHCAH 3IEKTPOHHEIH
JOKYMEHT, #/unu (aiia NpoBepKH SIEKTPOHHOM! MOIIHCH.

ITpueM >1EeKTPOHHBIX JOKYMEHTOB B apXHB OpraHu3aludl 0(GopMIISETCsS COCTABIECHHMEM HMTOTOBO
3aIlUCH B KOHIIE OIMCHU 3JIEKTPOHHBIX AEN, B KOTOpOol IuppaMu ¥ MPOIMHCHI0 YKA3KEIBAETCA KOJIHYECTBO
(axTHYECKU IPUHATHIX B ApPXHB SJIEKTPOHHBIX eI H HX 00heM B MGO.

HTorosas 3anuchk IOATBEPXKAAETCA MOIIMHCAMH COTPYNHUKA apXuBa H COTPYIAHHKA CTPYKTYPHOTO
oJpasAelieHus, IepeIaBIIero 3JeKTPOHHEIE JeNa.

IIpu npueMe Ha apxuBHOE XpaHeHUe (IIPH HEOOXOAUMOCTH) 3IEKTPOHHEIE JIeNa 3aBEPSIOTCS IPOCTOM
HIM YCHJIEHHOW KBanM(pHUUPOBAHHOH 3IEKTPOHHON IOIIMUCHI0 PYKOBOIOWTENS OPraHH3allul KN
YIOJHOMOYEHHOTO UM JOJDKHOCTHOTO JIAIIA.

ITocne mpueMa B apXWB SJIEKTPOHHBIX TOKYMEHTOB Ha (GH3MUecK 060COGIEHHBIX MaTepHaTbHBIX
HOCHTEJIAX BKIAABIIM, IOMEIIEHHEIE B (YTILIp SAHHULB! XPaHEHUS B CTPYKTYPHOM MOApPa3AelIeHUH,
3aMEHSIOTCS Ha BKIIaBIIIH, 0QopMIIsieMbIe B apXUBe.

Ha Briranpiine, nomMemaeMoM B GyTISIp eUHULBL XPAHEHHS, 0GOPMIIIEMOM B apXHUBE, YKA3hIBACTCS:

Ha¥MEHOBAaHME OpraHu3aluH (IIONTHOE, COKPAINEHHOE);

HOMep oHa;

HOMED OIMCH 3NMEKTPOHHBIX AN, JOKYMEHTOB;

HOMED JIeNia 110 OIHCH;

OTMETKA O CTaTyCe 3K3eMIUIApa BIIEKTPOHHBIX JOKyMeHTOB: «OcH.» (ocHOBHOH) umu «Pa6.»
(pabounit);

KpalHHe AaThl JOKYMEHTOB JJIEKTPOHHOTO JENa;

IIpH He06X0AUMOCTH 0(QOPMIIAIOTCS JOIONHUTEIBHbIC OTMETKH 00 OTpaHHYeHHH IOCTYIIA K
JOKYMEHTaM.

Bxnmagemn momemaercs B Qymiap ¢uznyecku 000COGNCHHOTO MATEPHATBHOIO HOCHTENS TAKHM
obpas3oM, 9yTOOBI HaANHUCH Ha HeM OBLIM BUIHEI IIPU 3aKPEITOM (QyTiIsape.

Onucy Jen CIpYKTYPHBIX MMOJpAa3sfeNeHUi CIIyXaT OCHOBOU I COCTABIIEHHS T'OHOBOTO pasiela
CBOJIHOM OIMCH J€N OPraHH3alliH, HOJrOTOBKAa KOTOPOrO BO3JIaraercsd Ha apXWB OpPraHu3aiuu (JIHI,
OTBETCTBEHHOE 32 apXHUB).



2. XPAHEHUE JOKYMEHTOB B APXUBE OPTAHU3ATINN

XpaHeHne JOKYMEHTOB - IESTEIbHOCTh, 00eCIeYMBaIOINasd palyOHaNbHOS pPasMEICHHE |
COXPaHHOCTH JOKYMEHTOB.
ITpouecc XpaHeHHs JOKYMEHTOB BKIIFOYAET:
® OpraHH3aliIO XPaHeHUs JOKYMEHTOB;
e ofecmeveHne COXpaHHOCTH JOKYMEHTOB,

2.1. Cpoxu xpaHeHus JOKYMEHTOB

CornacHo 4. 1 c1. 17 ®enepansroro 3akona ot 22 okra6ps 2004 r. N 125-03 «O6 apxuBHOM fiene B
Poccuiickoit ®enepanuny opraHu3anyy 00s3aHEl 00€CIeYnBaTh COXPAHHOCTh apXUBHBIX JOKYMEHTOB, B
TeYeHHE CPOKOB MX XpaHEHWs, YCTAHOBJIEHHBIX (elepanbHBIMH 3aKOHAMH, MHBIMA HOPMAaTHBHBIMH
IIpaBOBBIME aKkTaMu Poccuiickoit Deneparun.

Cpoxu XpaHeHWs OCHOBHBIX apXWBHBIX JOKYMEHTOB, 00pasyIOIMXCs B IIporecce AEsATENbHOCTH
OpraHu3aIliii HE3aBHCMMO OT MX BHIA [eATeNHbHOCTH, YCTAaHOBIEHEI B oOmeM Ilepeune THIOBBIX
yIpaBIeHYEeCKHX apXUBHBIX JOKYMEHTOB, 0Opasylomuxcs B IPOLECCe ASATENBHOCTH TOCYIapCTBEHHBIX
OpraHoB, OPraHOB MECTHOT'O CaMOYIpaBJIEHHS M OPraHu3allii, ¢ yKa3aHueM CpOKOB MX XpaHEHHI,
yTBepKISHHOM HpHKa3oM (elepalbHOro apXMBHOTO areHtctBa oT 20 gexabpsa 2019 r. N 236 (naiee -
Ilepeuens N 236). [Jlna Tex JOKYMEHTOB IO y4eOHOMY IIPOLIECCY, CPOKH XpaHeHHsS KOTOPBIX HE
ompenmenenst Ilepeunem N 236, ofpaszoBarenbHas OprasuM3alus YCTaHABJIMBaeT CPOKH XpaHEHM:
CaMOCTOSTENHHO.

CpoKHu XpaHeHHsI A0KyMeHTAIHH, 00pasylonieiics B poecce 0CymecTBIeHH 00pa3oBaTebHON
AesITeILHOCTH

ITpuKa3sl 0 3aYMCIICHAN, OTHIHUCIICHIH 00y4aromuXcs H IIPAKa3El 110 YYeOHOMY TIPOLEcCy XPaHATCA B
Te4eHye TpeX JIeT MOCTIe OKOHIAHHUs 0GyueHns y4eGHOl IPYIIIbL, TaK KaK B COOTBETCTBAA C TPEOOBAHIAMH
ITocranopnenns IIpaputensctsa Poccuiickoit @epepammu ot 24 nexabps 2021 roma N 2464 «O nopsinke
0GydeHH 10 OXpaHe TPy/a U MPOBEPKY 3HAHKSA TPeGOBAHMH OXPaHBI TPYZa» NEPUOARTHOCTH 00y ICHH
110 BOIIPOCaM OXpaHbl TPyZAa COCTaBINsAeT 3 roza.

IloroBopsl 06 o6ydeHuH (ZOroBOpEI 06 OOYYEHHH II0 JOHONHHTENBLHBIM NpO(eCCHOHAIBHBIM
HpOrpaMMaM H JOTOJIHHTENBHEIM 00Ieo0pa3oBaTebHEM IPOTpaMMamM) XPAHATCS 5 JIET OCTIe HCTEIEHHA
CpoKa AeHCTBHS JOrOBOPa; TOCHe IPEKPAIIEHH 0043aTeNbCTB 110 IOTOBOPY.

Pacnivcanns 3aHATHI Y9eOHBIX IPYNI XPAHSTCA B TEUeHHE TpeX JIeT IMOCHIe OKOHYaHHUs 00ydIeHHs
y4eOHBIX TPYIIIL.

O6pasoBaTelbHBlE [pOrpaMMbl, y4eOHBle IUIaHel, pabodme MHPOrpaMMBl IO KypcaM
JOTOTHATENHHOTO TPOQECCHOHANLHOTO ¥ JOMONHUTENFHOr0 06pa3oBatmst XpaHATCsS 10 3aMEHbI HOBBIMU.

I'paduku KOHTPOJIS yueOHBIX IPOLECCOB XPAHATCS B TCUCHUE TPEX JIET IIOCIIE OKOHYaHHA o0y4uenus
yueOHBIX IPYNIL

JKypHanb! y4eGHEX 32HATHI C JAHHBIME O IIOCEITAEMOCTH H YCTIEBAEMOCTH 00Y4aIoMHUXCsl X paHsICs
B TE€UECHHE IATY JIET [I0CIIe OKOHYAHMS 00y4eHHs yUeOHBIX IPYIIIL.

Knura perucTpaliii IHOCTYIAIOINX B 00pa30BaTellbHyl0 OpraHu3alHio JOKYMEHTOB, B TOM HHCIC
TIFICEM, 3asBJIEHUH M JKaio0 rpakIaH XpaHATCs B TEUYEHHUE IIATH JIET.

TaGemnu o paboTe npenofasarenel (JKypHaIE! ygeTa pabouero BpeMeH!) XPaHITCA NATD JIeT.

DK3aMeHANHOHHEE OWIEThl, IIPOTOKONBI 9SK3aMEHAIMOHHBIX KOMHCCHH (3K3aMeHAIMOHHEIE
BEZOMOCTH) XPAHSTCS B TEUEHHE TPEX JIET I0CIE IIPOBEICHHA HTOTOBOM aTTeCTally Y4eOHBIX IPYIIL.

KHEATH BBIIAYH JOKYMEHTOB 06 00pa3opaHud H (WiH) O KBaTu(HKAIWH, CIIPaBKH 00 o0yueH#y,
KOIIAH BBUIAHHBIX 00Y9aromUMCs JOKYMEHTOB 00 OKOHYaHUM 00ydYeHMs XpaHATCs B TEUCHHUE IIATH JICT.



KonTponsHas mamka 1o Kaxxxoi yue6GHol rpymie (ocke yaeGHO0M rpymisl) XpaHUTCA B TEYEHHE TPEX
JIET ¢ MOMEHTA OKOHYAHUA 00yueHus yueOHOH IpyIimbL.

2.2. Oprann3anusa XpaHeHHsl JOKYMEHTOB

OpraHu3anus XpaHeHust JOKYMEHTOB - COBOKYITHOCTb AeiicTBUI, 00eCIIe NBAIOIHUX YCIOBHIA I
XpaHEHUs ¥ TIONCKA JTOKYMEHTOB B apXHBE, BKIIFOYAET:
CHCTEMATH3AIIHIO JOKYMEHTOB B apXUBE;
IpPENOCTABJICHIE TOMEIICHUS TS apXUBa;
OCHAII[EHHE apXUBOXPAHIIAII CIIENHANEHBIM 000pYIOBaHHEM JUIS XPaHEHHS JOKYMEHTOB;
ofecrieueHre HOPMATHBHAIX YCIOBHI XpaHEHHS JOKYMEHTOB.

CucreMaTH3amus JOKYMCHTOB B apXUB€ OPranu3amau

PaboThI 10 MOAr0TOBKE JET K IIepeiade B apXuB OpraHU3aIliH (BEIIEICHUE €T, IOArOTOBKA OIIUCEH
JieJl CTPYKTYPHBIX IOPa3IelICHHI) BEAYTCS C YIETOM CXEMBI CHCTeMaTH3aliu aen GoHaa.

CucremMaTuzauys JOKYMEHTOB B apXHBe OpraHU3alM - TPYNIUPOBKA JAEN IO TNpH3HAKaM HX
cofiepaHus WK (B HEKOTOPHIX CIy4yasx) GopMaTa U HOCHTEIS.

CucremMaTusamnus JOKYMEHTOB B apXHWBE OpraHW3alMHi CO3JAeT YCIOBHS, HEOOXOMHUMEBIC UIA
PALlHOHATBHOIO pa3MEIneHUsT JOKYMEHTOB, a Taloke AN IPOBEICHHS OIepaldii MO y4YeTy M IIOHCKY
JIOKyMEHTOB.

ApXuBHEIE JOKYMEHTHI JOJDKHBI XPaHUThCS B CHCTEMATH3MPOBAaHHOM BHJIE B TIpejenax GoHma.

OpraHmsamnus, B JEATCHIBHOCTH KOTOpod  oOpasoBancs  apxXuBHBIA  QoHA, ABIIETCH
¢donI000pazoBaTEnEM.

JIOKyMeHTBI OpraHu3auy 00pa3yroT OOUH apXUBHEINA (OHI.

XpOHONOTMYECKUMH TpaHULaMH apXUBHOTO (OHIA SBIIOTCA YCTAaHABIMBAEMEIE HA OCHOBE
HOPMATUBHBIX aKTOB JATHI CO3MAHUS U IUKBUAAIIMH OPraHU3AINH.

Jlns apxusHOro (oHAa meficTByIomEl opraHuU3anyy AaTa 3aBepIieHus] apXuBHOTO (OHIA ocTaeTes
OTKPBITOH.

ITocne ompemenenus (OHIOBOU IPHHAIICKHOCTH JEN, MOKYMEHTOB CHCTEMarusamus nel,
JOKYMEHTOB OCYINECTRIISIETCS B Ipefieax KOHKPETHOTO apXuBHOTO (JOHIA.

B npenenax ¢oHIa enuHALER CHCTEMAaTH3AIUM apXUBHAIX JOKYMEHTOB SBIIACTCS eNHHULA XPaHESHHA
- yueTHad M KiIaccU(UKaNMOHHAS €IUHUIA, [IPEACTABILIOMAs co00i COBOKYITHOCTE JOKYMEHTOB HIIM
thuznueckn 060cOOICHHEIN JOKYMEHT, HMEIONYI0/UMEIOIHI caMOCTOATENEHOE 3HAYCHHE.

Enunviell XxpaHeHUs B apXUBe OpraHU3allUK SBISIETCS Jieno (3IeKTpOoHHOE eio). B cBoro ouepens,
B IIpejenax OJHOTO Jella JOKYMEHTHI JOJDKHBI OBITh CHCTEMATH3UPOBaHBI U O(GOPMIEHEI B IOPSJIKE,
o6ecreunBaioeM yIeT, IOUCK B HCIIOJIB30BaHHE APXHBHBIX JIOKYMEHTOB,

EnuHANEI XpaHeHus! JOJDKHEL OBITh YYTEHB! B TOZOBEIX paseNiaX OlmHCei.

[pu cucremMaTU3auyy eqUHUL XpaHEHHI HEOOXO0IUMO HMETh B BUAY CIIEAYIOLIEe:

e Jena OTHOCATCS K TOMY T'OZAY, B KOTOPOM OHH HayaThl MM B KOTOPOM IOCTYIHIIH B JAHHYIO
oprau3anuio (CTpyKTYpHOE TIOJpa3fielicHHe) W3 Jpyroil OpraHu3aiiu (CTPYKTYPHOI'O
Ioipa3ieNieHus);

® [UIAHEI, OTYETHI, HOMEHKIIATYPHI T H MaTepPUaIbl K HUM OTHOCSITCS K TOMY TOJY, Ha KOTOPBIi
WA 32 KOTOPHII OHHM COCTAaBIICHBI, HE3aBHCHMMO OT JaThl WX COCTaBJICHMS, IUIAHEI,
OXBATEHIBAIOIINE HECKOJBKO JIET, OTHOCATCS K HAaYaLHOMY TOAY HX NEHCTBHSI, a OTUETHI 38
HECKOJIEKO JIET - K TIOCIEIHEMY IOy OTUYETHOTO NEPUOAA;

e JIOKYMEHTHI II0 Y4eOHOMY IIPOIECCY BBIAEISIOTCS B OCOOYIO IPYIILY, CHCTEMATH3HPYIOTCI
000c00IEHHO U BKIIIOYAIOTCS B OTJENBHYIO ONHCH.

JIuunsle nena o6yqaromnxcx CHCTEMATUSHPYIOTCA TI0 XPOHOJIOIHYECKOMY IIPHU3HAKY.



B mpemenax Kaxkaoro roja fena oOydaroIMXCs CHCTEMATH3HPYIOTCS IO CTEHECHH BaKHOCTH -
IIPHKA3hl O 3auYACIEHAN Ha O0yYeHHe, OKOHYAaHHH OOY4eHHS H Jp., JOTOBOPH 00 00y4YeHWH, CIIHCKH,
JKYpHAJIBI TOCEIIAeMOCTH 1 YCIIEBaeMOCTH, JPYTHE PErHCTPAllHOHHO-YIeTHBIC JOKYMEHTEL, THIHbIC AeTIa.
JIluunple mefa OTYMCIEHHBIX OO0YYarOIIMXCS OTHOCATCA K TOLY OTYHCICHHSI H CHCTEMaTH3HPYIOTCA B
npenenax Kaxgoi rpynnsl no angasuty haMuImi.

Pe3ynbTaThl CHCTEMATH3AIMN EAMHHUL XpaHEeHU B Ipeenax (oHIa 3aKpeIlIsIIoTCs IIPH COCTABIEHUH
OIHCE# eI, JOKYMEHTOB B apXyBe OpraHu3alyH.

IIpexocrapienne noMeeHus 111 APXHBA OPraHN3ANMH

IIpegocTaBicHAe TMOMEIIECHAS UL pa3MeINeHHs apXMBHBIX JOKYMEHTOB - OJUH M3 IIPOLECCOB,
00€eCIIeUHBAIONINX YCIIOBHS PAllAOHAIBHOTO pa3sMeNeHHs JOKYMEHTOB M HX COXPaHHOCTH.

IIpemocTaBieHne MOMEIIEHHS IS pa3MeNIeHHs AapXMBHBIX JOKYMEHTOB OCYLIECTBIACTCA Ha
OCHOBAHHH DACIOPAOUTENHHOrO JOKYMEHTa pYKOBOAHTENS OpraHM3alld¥ O CO3/1aHWH apXxuBa.
OpraHusangio mponecca INPEeJOCTaBICHUS IIOMEIIEHHs U1 pa3sMEIlEeHUs apXHUBHBIX [OKYMECHTOB
OCYIIECTBIISET JIMI0, OTBETCTBEHHOE 33 ApXHB IIPH yYaCTHH a[MHHHCTPATHBHO-XO03sHCTBEHHOH CIIyXObI
OpraHU3aLH.

Tponecc mpenocTaBieHHMs IOMEINEHHs UL pPasMEIEHWs AapXUBHBIX JOKYMEHTOB BKIIOYaeT
onpezeleHre IIOMaH, BEIOOp MOMEINeH i apxuBa OpraHU3allii i OCHAIEHHE MX 000pyI0BaHHEM.

Onpeaesienne UIOIAAN H BHIGOD MOMemEHnnil apXuBa

Onpe/ienenne WIOMANN U BEIOOp MOMeIeHHH apXuBa OCYINECTBILIETCS ¢ ydeToM 00bemMa U cocTaBa
apXuBHOTO (OHIA OpraHU3aI|Y, a TAKXKE C Y4ETOM BO3MOXKHOCTH OTHEIBHOIO XpPaHEeHHs SJIEKTPOHHBIX
JIOKYMEHTOB. PacueT Heo6X0AMMOI ILTOIa ¥ TTIOMEIIEHHH IPOU3BOAMTCA ¢ YIETOM YCTaHOBJICHHBIX HOPM
PacIoIOKEHH S CTeUIAKEH U MX HAITOITHEHHS.

MakcuManbHEI COCTaB MOMEIIEHHHA apXABa yCTaHABIMBACTCS CIIELYIOLIMA:

® apXHBOXPAHMIUILE;

e IOMEIIEeHHE IS IpHeMa M BpeMEHHOTI'O XpaHeH s JOKYMEHTOB,;

® [OMEHmEHHE MJII MCIONB30BaHHWA JOKYMEHTOB (y4acTOK BBIa4d JOKYMEHTOB H
HH()OPMAIIOHHO-TIONCKOBEIX CPEJCTB);

e pabouas KOMHaTa COTPYIHHKA, OTBETCTBEHHOIO 3a apXHMB OpraHH3alyH, KOTOpad JOJDKHA
OBITH M30JIIPOBaHa OT IIOMEIIEHUH, TIe XPaHATCA apPXUBHBIE TOKYMEHTHL.

Eciii OpraHu3alys He EMeeT BO3MOJKHOCTH BBIIENHTE BCe YKA3aHHBIE IIOMEINEHNAS, WX apXUBHBIA
donz nebonpimoro 0oseMa, BEIASIICTCS MOMENEHHE Il apXUBOXPAHUIIMINA B H30IHPOBAHHOE OT HETO
paGotee MeCTO IS COTPY/IHHKA, OTBETCTBEHHOTO 3a BEACHHE apXHBa HIH (ecli 06beM apXUBHOIO GoHza
9TO TIO3BOJIAET) OCYILIECTBIATH XpaHEHHE IOKYMEHTOB B CIIEIHAIPHOM METATHIECKOM 3alHPAIOIIEMCs Ha
KJIFOY | OlleYaThIBaeMoM Inkady, HCKIIIOYAoMmeM JOCTYH K JOKyMEHTaM IOCTOPOHHHX JIHIL

Br160p IIOMEIIEHHS apXHBa OCYLIECTBILIETCSA C Y4eTOM TpeboBaHuUi, 3aKPeIUICHHHIX B II. 2.16-2.19.
IIpukasa MunmcTepcTBa KynbTypsl Poccuiickoii Penepanuu ot 31.03.2015 Ne 526 «O6 yTBEpKIOEHUHI
IIpaBHJI OPTAHM3AIME XPAHEHHS, KOMIUIEKTOBAHWS, YUéTa M HCTONB30BAHAS JOKYMEHTOB APXHBHOTO
¢onna Poccuiickoit @enepanuy ¥ APYTHX apXWBHBIX JIOKYMEHTOB B OpraHax roCyJlapCTBEHHOM BJIACTH,
opraHax MECTHOTO CaMOYIIPABIECHHSA ¥ OPTaHN3aIHsIX .

TIpu BEIGOpE TIOMEMIEHH S ISl XPAaHEeHHs JIIEKTPOHHBIX JOKYMEHTOB Ha 060COO/NEHHBIX HOCHTENX
CIEfyeT YYHTHIBATh, YTO HE JOIYCKAeTCsS XPAHECHHE DIEKTPOHHBIX HOCHTENCH ¢ MAarHHTHBIM pabounm
CI0EM B XPaHWIHINAX C MOCTOSHHBIMH HJIM II€PEMEHHBIMY MarHHTHBIM IIOJIEM HANpsDKCHHOCTHIO Oonee
400 A/M. XpaHWIHINA JOJDKHEI GHITH yIaNeHSI OT IEKTPOJBUTaTeNed, TpaHC(HOPMATOPOB, audTOBOrO
0GOpyIOBaHHS, APYTHX HCTOYHHUKOB MATHUTHBIX B 3NEKTPOMAarHUTHBIX TIOJICH.



O06ecmeyenne HOPMATHBHBIX YCIOBHil XpaHeHHS JOKYMEHTOB

ObecneueHre HOPMATHBHEIX YCIIOBHI XpaHEHHS JOKYMEHTOB BKIIOYAET:

COBIIIOICHUE TIPOTUBOIOXXAPHOTO PEKUMA;

cobImozieHe OXpaHHOTO PEXHMa;

coOMrofeHne HOPMATHUBHEIX  TEMIIEPaTypPHO-BIAXKHOCTHOIO, CBETOBOTO, CaHUTAPHO-
THTHEHHYECKOTO PEXHMOB;

obecreueHre HOPMATHUBHEIX YCIOBHH XPaHEHHS SJIEKTPOHHEIX JOKYMEHTOB.

OGecmeyenre HOPMATHBHBIX YCIOBUIl XpaHEHNUS JIeKTPOHHBIX JOKYMEHTOB

OGecnieyeHre HOPMATUBHBIX YCIOBHI XpaHEHHS JIEKTPOHHBIX JOKYMEHTOB IOMHMMO YCIOBHH,
MePEeYUCIECHHEBIX BHIIE, BKITIOYAET:

XpaHEeHHEe ABYX OSK3eMIUIIPOB KaXKAOW €NUHHUIBI XPaHEHHS OIIEKTPOHHBIX JOKYMEHTOB
(ocHOBHOM W paboumil SK3EMIUIIPEL JOJDKHBI HAXOAUTHCA HA pasHBIX (H3MYECKUX
ycTpolicTBax);

ofecrieyeHue apxWBa OpPraHU3aldH TEXHHYECKUMH U TIPOTPaMMHBIMH CpeICTBaMHU
BOCIIPOM3BEICHUS, KOIHMPOBAHMUS, MEPE3aNCH U KOHTPONS (U3NUECKOTO H TEXHHYECKOTO
COCTOSIHHS SNIEKTPOHHBIX JOKYMEHTOB;

obecreueHue pexxuMa HHPOPMAIHOHHOH 6€30IIaCHOCTH NEKTPOHHBIX JOKYMEHTOB;
obecrieueHre (U3NKO-TEXHUIECKOI COXPAaHHOCTH HOCHTENICH SIEKTPOHHEIX JIOKYMEHTOR;
CHHXPOHHOE W3MEHEHHE INPOrpaMMHO-allllapaTHOM Cpembl B OpPraHH3allid M B apXuBe
OpraHH3aIlHH;

COXpaHEHHE BO3MOXKHOCTH JOCTYIa B apXHMBEe K ApXWUBHBIM 3JICKTPOHHBIM IOKyMEHTaM,
CO3JIaHHBIM B paHee UCIOJIB30BaBIIEMCS IIPOrPaMMHOM 00ECTICHEHHH.

Pa6oTs! o cOOMIOAEHUIO HOPMATUBHBIX YCIOBHH XpaHEHHs 3TEKTPOHHBIX TOKYMEHTOB MPOBOIUT
COTPYAHHK, OTBETCTBEHHEIH 3a apXHB OPTaHU3alMH U COTPYAHUKY monpasaencuus IT-rexHonoryi.

OTBEeTCTBEHHOCTh 32 COXPAaHHOCTh O3JIEKTPOHHBIX AapXWUBHBIX JOKYMEHTOB HeECET JIHIIO,
OTBETCTBEHHOE 32 apXUB.

O6ecnieuenne HHOOPMaMOHHOM 0€30IIaCHOCTH 3MEKTPOHHBIX JOKYMEHTOB apXHBa BKIIFOUAET:

ofecrieyeHre peXUMa XpaHEHUS OJIEKTPOHHBIX JOKYMEHTOB, HCKIIIOYAIOIIEro YTpPaTy,
HECAHKIIMOHUPOBAHHYIO PacChUIKY, YHHUTOXKEHNE WIH HCKaXeHHe HH(OpMAIHy;
obecrieueHne ayTEHTHYHOCTH, IONHOTHI, JOCTOBEPHOCTH, IEIOCTHOCTH W HEH3MEHHOCTH
uHpOpMALUH, coJepXKalleicss B 3JIEKTPOHHBIX JOKYMEHTaX, MPH OCYINECTBICHHH HX
TIepEe3aIiCcH Ha Ipyriue HOCHTEIH.

ObecrieueHne (HU3UKO-TEXHHYECKOH COXPaHHOCTH HOCHUTENEH OJIEKTPOHHBIX JOKYMEHTOB H
BOCIIPOM3BOXUMOCTH AJIEKTPOHHBIX JOKYMEHTOB BKIIIOUAET:

MIPOBEJCHUE HE PEXKE OJHOTO pa3a B 5 JIET TEXHHIECKOTO KOHTPOJ (PU3MUECKOTO COCTOSHIIS
HOCHTEIIEH 3MeKTPOHHEIX IOKYMEHTOB H BOCIPOH3BOJHUMOCTH SJIEKTPOHHBIX JOKYMEHTOR;
IPOBEICHUE NIPH BBIIBICHHH H3MEHEHUH (HPH3NIECKOTO COCTOSIHUA HOCHTENEH 3IEKTPOHHEBIX
JOKYMEHTOB II0 PEIICHHIO PYKOBOUTEINS OpraHH3alliy paboTHI IO Mepe3alliCch IeKTPOHHEIX
JIOKyMEHTOB Ha HOBBIC HOCHTENH;

npoBefeHHe paboT MO IIepe3amicd 3IeKTPOHHBIX JOKYMEHTOB B HOBEIE ()OpPMATHl MpH
u3MeHeHHH (GopMaToB B pe3ynbTare NpeoOpa3oBaHMsS IPOrpaMMHO-AIIapaTHOU Cpenbl,
YXYALUIEHSI BOCIIPON3BOAUMOCTH 3IEKTPOHHEIX JOKYMEHTOB;

cozmanue (oHIA TONTB30BaHHS MEKTPOHHBIX JOKYMEHTOB.

2.3. OGecneuenne cOXPAHHOCTH JOKYMEHTOB, IPABHJIA Pe3ePBHOI0 KONMUPOBAHUA H



BOCCTAHOBJICHHMA JOKYMEHTOB

OGecneueHre cOXPaHHOCTH JOKYMEHTOB - CHCTEMa MEPOIIPHUSTHH, 00eCIIeUnBaIOIIIX COXPAHHOCTh
JOKYMEHTOB, KOHTPOJIb MX (PU3MUECKOTO COCTOSHUS IIPY IIOCTYIIEHUH JOKYMEHTOB B apXHB, BO BpeMsI NX
XpaHEHHUS B apX¥Be, a TaKXKe HOANep)KaHne i BOCCTAHOBJICHHE (PU3HIECKOTO COCTOSHHUSA JOKYMEHTOB.

Iponecc obecreueHrss COXPaHHOCTH JOKYMEHTOB OCYINECTBISETCA IMIIOM, OTBETCTBEHHBIM 32
apXHUB, ¥ BKIIIOYAET:

® panyvoHAJIBHOE pa3MelleHNe JOKYMEHTOB B apXHBOXPaHUIIHIIE;
e TomorpadupoBaHue;
® KOHTPOJIb 32 JBIDKEHHEM JOKYMEHTOB ¥ UX COCTOSHHEM.

PanmonansHoe PasMeIeHNe NOKYMEHTOB B apXHBOXPDaHHJIHIIE

PanuonankHOe pasMelleHre JOKyMEHTOB B apXHMBOXPAaHIIHINE CO3JAeT YCIOBUA L1 IIOHCKA
JOKYMEHTOB M HpPOBEpKH MX Haimdus. TpeOoBaHUS K pasMELICHHIO JOKYMEHTOB B apXMBOXDaHHIIMILE
comepxarcsi B myHKTax 2.34-2.35 Ilpmkaza MunuctepcTBa KynsTyphl Poccuiickoii ®enepanmu or
31.03.2015 Ne 526 «O6 yTBep>KIeHHM IIpaBMJI OpraHM3allMd XpaHCHH:A, KOMIUIEKTOBAaHHU:A, y4€Ta H
HCIIONB30BaHMA IOKyMeHTOB ApxwuBHoro (onma Poccmiickoii ®enmepauum H ApYIMX apXHBHBIX
JIOKYMEHTOB B OpraHax I'oCyJJapCTBEHHOH BJIaCTH, OpraHax MECTHOTO CaMOYIIPABJIEHHS ¥ OPTraHM3allHaxX ).
ITopsmoK pacIionoXeH!a JOKYMEHTOB B apXUBe OMpeeNsieTcs ITaHoM (CxeMoit) uX pa3MElIeHH.

I1pu pa3MemeHny JOKyMEHTOB PaGOTHHK, OTBETCTBEHHEIH 34 apXMB, PYKOBOJCTBYETCS IPaBHIAMH:

e BCE IIOCTYIAIOINNE B apXUB OpraHU3aliH JOKYMEHTHI Pa3MEIAlOTCs B apXHBOXPaHUIKIIE HA
CTeJUIaXKax WM B mKadax B IOPAIKe, COOTBETCTBYIOMEM ONUCAM JEJ, JOKYMEHTOB;

® JIOKYMEHTHI, TEMIIEPATypHO-BIAXXHOCTHBIM PEXUM XPaHEHMS KOTOPBIX Pa3jHyeH, JOIDKHEI
pa3sMeInaThCs B Pa3HbIX apXUBOXPAHUIIUIIAX;

e JieNa, IMEIoIIHe TBePAbIi IepeIIeT, yCTaHaBIUBalOTCA BEPTHKAILHO; C MAIKHM IIEPEILIETOM
WY HENepeIIETEHHBIE MOTYT Pa3MeIlaThCsl TOPH30HTANIBHO;

e KOpoOKW He JOJDKHBI BBICTYNATH 32 IIPEAEEI IIONOK CTEIIaKEH;

e Ha KOpPOOKH NpPUKIEHMBAIOTCS APJBIKH, Ha KOTOPBHIX YKa3hIBAIOTCA: HOMep (OHIa, HOMEp
OIMCH, KpaifHHe HOMepa Jell, pa3sMeIleHHbIX B JaHHOH KOpoOKe, JaThl A€, HaXOAAIIUXCA B
KopoOKe, 1 HoMep KopoOKkH B Ipezenax Gponaa;

e He JIOIyCKAeTCs XpaHeHHe JOKYMEHTOB B TPAaHCIOPTHOH Tape, B mralenaX, Ha MOy,
ITOJIOKOHHUKAX, JIECCTHHYHBIX IUIOMAAKaX ¥ ApPYTHX, HE NpeIHasHAUYEHHBIX AJII XpaHEHU
JOKyMEHTOB MecCTax;

e JIOKYMEHTHI IIOCTOSHHOTO XpaHCHHs Ha OyMa)KHOM HOCHTENE pasMellaoT B KapTOHHBIX
KOpoOKax, Iarkax, a JOKyMEeHTH BpEMEHHOTO XPaHEHHs - B CBA3KaX;

e JIOKYMEHTHI IIOCTOSHHOTO XPAaHEHUS PasMELIAIOTCs OTHEIBHO OT JHOKYMEHTOB BPEMEHHBIX
CPOKOB XpaHEHHH.

DIIeKTPOHHBIE HOKYMEHTHI Ha (u3udecku 0060COONECHHBIX HOCHTENSIX pasMeINaloTcs OTHENBHO OT
JPYTUX JOKYMEHTOB.

DJIeKTPOHHBIE JOKYMEHTHl XPaHATCS PaslelbHO IO BHAAM BJIEKTPOHHBIX HOCUTENeH, B PasHBIX
KOpoOKax, 6oKcax, AIUKax, Ha pasHbIX MOJIKaX MKadoB.

®yTaapsl ¢ 2MEKTPOHHBIMHM HOCHUTEISIMH Pa3MEINAloTCs BEPTUKAIBHO B KOHTeHHepax, AIMKax
CIIeIMaH3APOBAHHEIX MKahoB Wi B KOpobKax, Ookcax Ha HOJKaxX CTEIUIaxeH, mkadog. Paccrosiaue
MEXIYy QyTISpaMy JOJDKHO ObITH JOCTATOYHBIM IJIA TOTO, YTOOHI 31€KTPOHHEIC HOCHTEIH MOXKHO OBLI0
cBOGOIHO TIOMETATh U JOCTABaTh M3 AIIMKA HIIM KOpoOKH, Ookca.

DeKTPOHHEIE JOKYMEHTHI MOTYT XPaHHTHCS Ha CepBepax, NPUHAUICHKAIMUX OpraHM3alMi MM
apeHyeMbIX OpraHu3alueH.



TonorpadupoBanue

TomorpadupoBanue - pa3paboTka CXEMBl pACIIONIOXEHHS M€l B apXHBOXpAaHHIMINE IIyTeM
HyMepallid MeCT XpaHeHHs JOKYMEHTOB (IIOMeINeHuH, creiiaxeii, mxadoB 1 KOHTEHHEPOB), a TaKKe
BeZieHue TonorpaduuecKix yKa3areeH.

Tonorpadupopasye NpoBoUT pabOTHUK, OTBETCTBEHHEIH 32 apXUB.

ITpouecc TonmorpagupoBaHUA ONHUPAETCS HA CXEMY CHCTEMAaTH3aIluH JOKYMEHTORB (oHza.

PesynsraToM mporecca ABIIETCA:

e cxeMa pa3MeIUeHH JOKYMEHTOB B ApXUBOXPaHHUIIHIIE;
e aPXHMBOXPAHHIHUINE C IPOHYMEPOBAHHEIME CTEILIAKAMH, IKadhaMy 1 ONKAMHE;
® KapTOYKH ITOCTEIUIAXHOTrO U NOGOHIOBOrO yKasarens.

TOIIOI‘pa(l)I/IPOBaHI/IC CIIYIKUT JJISL 3aKPEINICHUA MECT XPAHCHUA JOKYMCHTOB U YIPOIOCHU IIpoiiecca

MIOUCKA JIEIL.
Tpe6oBanus K IIPOBeACHUIO ToNOrpadHpoOBaHUs 3aKpenIeHb] B MyHKTax 2.36-2.38 [Ipasu.
TonorpadgupoBanue MPOBOAUTCS C YIETOM CICAYIOLINX IPaBHIL:

® Bce IIOMEIICHUS apXWBa OPraHU3alluH, a TaKke CTEIUIAXH, IKa(bl, MONKH HYMEpYIOTC.
Cremnmaxu, mxadpl HyMepyIOTCA B KaX/0M apXHBOXPAHMIIHINE CIICBa HAPABO OT BXOMHOM
JIBEpH, a IOJKK Ha CTEeNIaXaX - CBepXy BHH3, ClIeBa HAIlPaBo;

e B [EIIX ONpEJeICHUI MECTa XpaHEHHs HOKYMEHTOB B apXHWBOXPAHUIHUINE COCTABILIOTCS
MIOCTEIIaKHBIE TOIOrpaMYecKue yKasareau, KOTOPhIe MPUKPEIUIIOTCS K CTEHKE CTEIaxKa
(mkada);

e N3MCHEHHS, IPOUCXONAINHE B pasMEIICHHH JOKYMEHTOB, [JO/DKHBI CBOEBPEMEHHO
OTpaXkaTbCs B TOHOIrpadMYecKHX yKasaTellsiX. B cilyuae cocTaBleHHS HOBOTO YKasaTells
CTapbIif OCcTaeTcs Ha XpaHEHHH A IIOMOINH B IIPOBEAEHUH PO3bICKA HEOOHAPYKEHHBIX JET.

KOHTPOJIB 3a JBHREHHEM JOKYMEHTOB 1 UX COCTOSTHHECM

KonTpons 3a JBHXEHHEM JOKYMEHTOB H UX COCTOSHHEM BKITFOUAET:
® MPOBEPKY HAIHYUS U COCTOAHUS JOKYMEHTOB;
e YCTAHOBJIEHHE NTOPSIKA BBINAYHU AET U3 XPAHUIHINA;
® YCTaHOBIICHHE IIOpSAKA NeHCTBUI B UpEe3BhIUAHHBIX CUTYaLIHIX.

IIpOBepRa HAJIAYUA H COCTOAHUA NOKYMCHTOB

[TpoBepka HaMUYUA U COCTOSIHUS JOKYMEHTOB apXUBa OPraHU3aIliU IIPOBOIAUTCS B IEIIAX:

® yCTAaHOBJICHHS (PAKTHYECKOr0 HANUYUSA €NUHHI[ XPAaHEHHSI B COOTBETCTBHH C YUETHBIMHU
JIOKYMEHTaMH;

® BBIIBIIEHHS H YCTPaHEHNS HEZOCTATKOB B yUeTe JOKYMEHTOR;

e BELIBIICHUS OTCYTCTBYIOIIMX JOKYMEHTOB M OpraHH3allli UX PO3HICKA,;

© BBIIBJICHUS U y4eTa JOKYMEHTORB, TPEOYIOIHX NMPOQIIaKTHIECKON H/HIIH PEeCTaBPaAIlHOHHO-
npodunakTHyeckoit 06paboTky;

® BEBIIBJIEHHA M y4YeTa OSIEKTPOHHBIX JOKYMEHTOB, TpeOVIOIUX Iepe3almucH Ha HOBBIE
SIIEKTPOHHEBIE HOCUTEIH, YCTPaHEeHHS BPEIOHOCHBIX KOMIIBIOTEPHEIX IPOrpaMM.

IpoBepka HATMYHNS U COCTOSHUSA JOKYMEHTOB IIPOBOJUTCS pabOTHHKOM, OTBETCTBEHHBIM 38 apXHB.
[TpoBepka HAMMYHUSA ¥ COCTOSHHUS JOKYMEHTOB Ha O yMa)KHEIX HOCHTEIIX IIPOBOAUTCS HE PEXKE OTHOTO



pasa B 10 J1eT, 3JIeKTPOHHBIX JIOKYMEHTOB - HE PEXKE€ OJHOTO pas3a B S JIeT.
IIpoBepKa HaJHYKMA M COCTOSHES JOKYMEHTOB B apXUBE OPTaHM3allMH MPOBOJUTCA C COOMIONEHHEM
CIIEAYIOIIUX TIPaBHIL:

e HeoOXOMMMO COXPaHATH NMOPSAAOK PACIONIOKEHHs JOKYMEHTOB Ha CTelIaxax, B IKadax B
COOTBETCTBHH C TONOTpa)HUecKHMH yKa3aTeJsIMH; IIPH W3MECHEHHH PAaCIOJIOKEHHS el
HeOOXO0JMMO CBOEBPEMEHHO [I€JIaTh COOTBETCTBYIOIIME 3allHCH B TOIOrpadHYecKHx
yKa3aTelsix;

e 3alpeljaeTcs BHECEHHWE BBIABICHHBIX B XOJE€ IPOBEPKM HEYYTEHHBIX J€l B OIHCH
(HeydTeHHBIe [ieNa moajexar o6paboTKe i OTIHUCAHHUIO TTOCTIC 3aBEPIIEHHs IPOBEPKH);

e 3ampeInaeTcs B IPOIECCe MPOBEPKH JieslaTh KaKue-Tin00 MOMETKH WM 3alliCH B OIHCAX JEI
U APYTHX YYETHBIX JOKYMEHTaX.

Ilepen HavasoM IPOBEPKH HAIHMYHA ¥ COCTOSHUS JOKYMEHTOB Ha OYMaXXHBIX HOCHTENAX
COCTaBJIIETCSA JIMCT MTPOBEPKY HAJIHYUS U COCTOSIHHS JIeTI B (JOH/IE, KOTOPBIH 3aI0HAETCS IPOBEPIIOLIUMH
pabGOTHHKAaMH apXWBa HETOCPEACTBEHHO B X0 IMPOBEPKH H COAEPXKHUT 3aIHCH 000 BCEX BBIIBIEHHBIX
HECOOTBETCTBHAX. JIMCT NpPOBEpKH COCTaBIETCS Ha KaKAbIH IpoBepseMblii (JOHI M IOAMMCHIBAETCS
HCIONHATENEM. JIMCT NPOBEPKY HAIMYMS M COCTOSHHSA JIeTl MOXKET COCTAaBIIATHCA HA OTJENbHEIE OIHUCH,
eciIy IpoBepseMbIit POHA COCTONT U3 3HAYNTENFHOIO KOIUYIECTBA OMHUCEH.

IIpoBepka HATUYHS ¥ COCTOSHHIS HAYMHAETCS C IPOBEPKHU COOTBETCTBHS OOHUX H TEX XK€ IToKa3aTeseH
B Pa3sHBIX YUETHBIX JOKyMEHTaX.

3aTeM IpOBOJHUTCS HPOBEPKA COOTBETCTBHA KOJIMYECTBA [EN B HTOTOBBIX 3aIIHCAX FOMOBBIX Pa3leiioB
ONHCel CBEISHHUAM O KOJIIYECTBe JeN B THCTaX (OHIOB.

IIponecc mpoBepKH 3aKITIOYAETCA B IIPOCMOTPE KOHKPETHBIX €AMHMI] XPaHEHHU.

B mepByio ouepenn NpoBepAeTcs MPABIBHOCTH PACIIONOXKEHHS el COrNIacHO Tomorpaduyeckum
ykazatensM. HemipaBuiibHO pa3sMeIieHHBIe JeNa cpasy ke IIOMEIAloTCs Ha CBOE MECTO.

B xo7ie mpoBepKH IPOBOAMUTCS CBEPKA COOTBETCTBHS ONMICATENIBHBIX CTaTeH OIHCH ¢ HHpOpManuei
Ha 00JIOXKKE JIeJI, IPU 3TOM MOXET OBITh 00HApYKEHO:

e OTCYTCTBHE J€Na, BKJIFOUEHHOTO B OIHCB;

e HAIM4He AN, He OTHOCAIUXCS K ONpeAesieHHOMY (HOHAY;
e HaJIMYHe HEYYTEHHBIX JIET;

e OmUOKY B ONIUCATENBHBIX CTAThAX OIHCEH.

Jlena, He BHECEHHBIE B ONUCH, H3BIMAIOT, paboTa ¢ HUMH (BKIIOYEHHE B COOTBETCTBYIOLINIH FOOBOM
pasfen OINCH) IPOBOJMTCS TOCHTE 3aBEepLICHWS IIPOBEPKH HANM4YMA M cocTosmms nen. [ema, He
OTHOCAIIHMECH K (DOHIY, TAKXKe OTKIABIBAIOT OTJENHHO. Bee BRIABICHHBIE B XO/I€ IPOBEPKH HaPYIICHHS
(puxcupyorcs.

Qu3MYECKOe COCTOSHHUE SN ONpeAessieTcs IyTeM BU3yalbHOro IPOCMOTpa.

BoiapneHHBle fela ¢ (DU3NYECKUMH NOBPEXAEHHAME OyMaXHOTO HOCHTeNsA (yrpara dYacTed
JIOKYMEHTa, pa3phIBbI) OTKJIAJBIBAIOTCA OTACIBHO.

Jlena, 3apaXeHHbIe IUIECEHBIO WM JPYTHME OHOJIOTHYECKHMH BpEIUTEIISIMH, H3BIMAKOTCA C
MOCHIEAYIOMEH H3OANMEH B UEISIX IPeA0TBPAIlEHH 3apaKEHUS IPYTHX JeJ.

Jlena, TpeGyrommue ne3undeKIuy U Je3UHCEKIHH, JOIDKHBI ITOJBEPraThCs 06paboTke HeMeICHHO.

B KoHIE KaxIol HPOCMOTPEHHOH OmHCH Iiel, JOKyMeHTOB pAenaercs 3amuck «[IPOBEPEHOY,
KOTOpas TIOCNe COCTABICHHS aKTa IPOBEPKA HANMYKSL H COCTOSHHA NOKYMEHTOB NONOJHACTCS JAaTOH M
HOMEpPOM aKTa.

Jlena, BEIJAHHBIE COTPYIHHKAM OpraHH3alliM IIPOBEPAIOTCS IO KHUTAaM W aKTaM BBIIAYM JEI H
CUHTAIOTCS MMEIOLIUMIUCS B HAJTMYHH.

IIpy oGHApYKEHHH OMHKGOK B YIETHBIX NOKYMEHTaX COCTABILIETCA aKT O TEXHHYECKUX OIIMOKax B
YUeTHBIX JOKYMeHTax. B cirydae o6HapyKeHHs JOKyMEHTOB, He OTHOCAIIMXCA K IAHHOMY (GOHAY, apXHBY
OpTraHH3alliH, HEYYTEHHBIX, TAaK)Xe COCTABIAETCS COOTBETCTBYIOLUMH aKT. YKa3aHHEIC —aKThbI



TIOAIIMCHIBAIOTCA HCIIOJIHATEIAMHA U YTBCPKIAOTCA PYKOBOAUTECIICM OPraHU3allHH UIH €0 3aMCCTUTEIICM,
KYPHPVIOITUM ICATEIBHOCTE apXyBa.
Ha 06Hap}’)KCHHBIC B XOJC ITPOBCPKH HCHCIIPABUMO IOBPCXKIACHHBIC [€Nla COCTAaBILICTCA aKT O
HEHCIIPABUMBIX MMOBPEXKICHUAX apXUBHBIX JOKYMCHTOB.
ITo pe3yiapTaTaM IIPOBEPKH COCTaB/LICTCA aKT IIPOBCPKH HATAYHUA W COCTOAHUA apXHBHBIX
JOKYMCHTOB H IIPOH3BOIATCS CIICAYIOIIHUE IelcTBUA;
® Jicjlla, HE OTHOCAIIHECCA K JAaHHOMY (bOHI.[y, YUHTBEIBAIOTCA B OIHKCIAX JCII, NOKYMECHTOB TEX
(I)OHIIOB, K KOTOPBIM OHH OTHOCATCA, X PasMCIIAIOTCA Ha COOTBCTCTBYIOIIHUX MECTaX;
¢ HCYYTCHHEBIC OCla O6pa6aTI>IBaIOTC}I H YYHUTBIBAIOTCA B COOTBECTCTBYIOIHUX OIMHCAX €I,
JAOKYMCHTOB,
® HECOOTBETCTBHME OIMCATENILHBIX CTATEH B OMUCAX NAHHBIM Ha OOJIOXKKE Jel YCTPaHACTCA
BHECCHHEM H3MCHECHMH B OIUCH JEN, JOKYMCHTOB,
@ B Cly4Yac BBIABJIICHHBIX pacxomeﬁnﬁ COACPKaHUA HTOTOBBIX 3amuceil omuced gen ¢
(I)aKTI/I‘:IeCKI/IM COOCpKaHHEM OIHACEH AN COCTABIISIIOTCS HOBBIE HTOTOBBIC 3aMHCH.

ITpoBepka HANMYKS ¥ COCTOSHHUS JOKYMEHTOB CUATACTCS 3aBEPINCHHOMN OCIIe BHECCHHA H3MEHEeHUA,
BBISIBJICHHEIX MIPOBEPKOH, B YUETHEIC JOKYMEHTHI apXHBA.

Po3bick APXHMBHEBIX JOKYMECHTOB

Ecnu mpoBepko#i HATWYHS W COCTOSHHS JOKYMEHTOB YCTAaHOBJIEHO OTCYTCTBHE JEN H JOKYMEHTOB,
uH(OpMaIHsI 0 HIX BHOCHTCS B KAPTOTEKY ydeTa HeoOHapyKEHHBIX JIeJI U OPraHUu3yeTCs HX PO3BICK.
Po3bIck apXHBHBIX JOKYMEHTOB, HE 00HAPY>KEHHBIX B XO/Ie IIPOBEPKH, IPOBOJUTCS B TEUCHHE OJIHOTO
rojia ¢ MOMEHTA BBISIBIIEHHUS UX OTCYTCTBUA. B 3THX IIENIX peKOMEHIYeTC:
¢ H3YUNTH BCE YYTCHHBIC JOKYMEHTHI IO BEIIAYe e/ U3 XPaHHIHIIA;
® OpraHW30BaTh pO3BICK HE OOHApyXCHHBIX IHPH INPOBEpKE Jel B CTPYKTYPHBIX
MOZpa3ICIICHIUSIX, B NEATEIBHOCTH KOTOPEIX OB COpMHUPOBAHEI HeoOHAPYKEHHEIE JeNa,
MPEOBAPHTENHFHO H3YIHB OIHACH JEJT 3TUX CTPYKTYPHBIX ITOPAa3IeIICHHIL;
© TIPOBEPUTH JAeNa HAXOMMIUXCA pAroM (POHIOB;
® M3YYHTH JOKYMEHTHI B Jiefie poHa: aKTH O BEIACIEHUH el K YHHUTOXKEHHIO, aKTHl BEIIAYH
JIe]T BO BpEMEHHOE II0JIb30BAHNUE, PAHEE COCTABIIEHHEIEC aKTHI IPOBEPKH HATHYNS ¥ COCTOSHISA
npoBepseMoro (oHAA.

Haiirenssie B HTOTE PO3BICKA JIeTla BO3BPAINAIOTCA Ha MECTO, 2 B COOTBETCTBYIOIIEH KapTouKe yueTa
HeoOHapyKEHHEIX Jell IeTaeTcs OTMETKA ¢ yKa3aHHeM JaThl U MOAIHCH Pa0OTHHKA apXHBa.

[Ipn oOHapy>xeHWH B KHHTE BBIOAUM A€ pabOTHHKAM OpTaHW3allMH, B KHHIEe BBIIAYH JeT B
YMTANBHEIA 3471 WM B KHUTE BRIIAYH JET BO BPEMEHHOE IMOJNB30BaHME APYTHM OPTaHH3AIHAM 3aIKCH O
BbIaue Jieiia, Aejio CUuTaeTCs HalICeHHBIM, €CITH CPOK eT0 BO3Bpara He HacTymuil. [Ipu oGHapyKeHHH aKTa
00 YHHYTOXXKCHHH WM O HEHUCIIPABHMEIX IOBPEXICHUIX JOKYMEHTA €r0 JAaTa U HOMep IPOCTaBITIOTCS B
KapTOUKe yyeTa HeoOHapyKEHHBIX JEI.

[lpu HeoOHapy)XeHHH Jel B TE€UCHHE TroJa COCTaBIeTcs akT o0 yrpare mokymeHToB. K akty
[IPUTAraeTcs CIpaBKa O MPOBEACHHH PO3BICKA, IIOATOTOBIEHHAS H IIOJIICAHHAS JIUIIOM, TIPOU3BOIUBIIHAM
TIPOBEPKY.

ITporepka HaMWUWs W COCTOSHHS 3TEKTPOHHBIX JOKYMEHTOB apXWBa OpTaHHW3al[Md IPOBOJHTCI B
EJIAX:

e TPOBEPKH IPABUILHOCTH 3aIIUCE B YUSTHBIX IOKYMEHTAX;
e ycTaHOBIEHHS (HaKTHIECKOTO HATHIHUS HOCUTENEH SIEKTPOHHBIX JOKYMEHTOR;
e TIPOBEPKH (PUIMUECKOTO COCTOSHUS 3IEKTPOHHEBIX HOCHTETCH;



OLEHKH TeXHUYCCKOI'0 COCTOAHHUA INIEKTPOHHBIX HOCHTGJ’ICﬁ;
IPOBEPKH HATMYHA Ha KOHKPCTHHIX HOCUTEIIAX JJIEKTPOHHBIX ACTT B COOTBETCTBHH C OITUCIMH;
IIPOBEPKHU aAYyTCHTUIHOCTH 3JIEKTPOHHBIX JOKYMCHTOB.

HpOBepKe IoJIeXKaT Bee 9K3eMIULIPBI €AMHUL XPaHCHUA JJIEKTPOHHBIX JOKYMCHTOB.
B nagane IIPOBEPKH HAJIMYMsL 1 COCTOSHHUSA QJIEKTPOHHEIX JOKYMEHTOB IIPOBOINTCA BBIBEPKa YYETHBIX
JOKYMEHTOB, KOTOpad BKIIOYACT:

yCTaHOBJIGHHE IIOJHOTHI COCTaBa U COJEPXKaHMsA YYETHHIX NOKYMEHTOB Ha IPOBEPAEMBIC
€IMHULIBI XpaHEHHs! 3JIEKTPOHHBIX IOKYMEHTOB;

CBEPKY CONOCTABHMEBIX IOKa3aTeleil II0 OMNCAM SNEKTPOHHBIX NN, MHCTy (OHIa, KHUIe
y4eTa IMOCTYIUIEHHS U BEIOBITHA Jiell, JOKYMEHTOB;

yTOUHEHHE IOPAAKA HyMEpallii CJWHHI, XpaHeHHs (IO TOJOBBIM pasjeiaM OIMCH el
QJIEKTPOHHBIX JOKYMEHTOB) M COOTBETCTBHS HyMEpALMM MTOTOBBIM 3aIIHCSIM K TOZOBBIM
paszenam oIucei;

IPOBEPKY IPaBHIBHOCTH COCTaBJICHUs HTOTOBBIX 3aIHCcel K roJOBEIM paslienaM OIIHCeH;
IIPOBEPKY COOTBETCTBHUS 3allicell B y4ETHBIX JOKYMEHTaX O IBMIKCHHH ©JJMHHLl XPaHCHHS
HaXONAmUMCH B feite OHa JOKYMEHTaM, IOATBEPIKAAIOLIUM 3TO JIBIKCHHE.

Jlng 3JEeKTPOHHBIX JOKYMEHTOB Ha (u3muecku 000COONEHHBIX MAaTepHalbHBIX HOCHTENAX
poBepseTcs GU3MIecKoe COCTOSHUE HOCUTENEH.
B mepByto odepenp npoBepAeTCs:

COCTOSIHEE IIEPBHYHEIX CPE/CTB XPaHEHHs JNMEKTPOHHBIX HOCHTeNeH (KOpoboK, QyTiapos).
TIpoBepsieTcs HaMMYKE TPEIMH, AedopManuii, paspylIeHHs, HAINYIHE H Ka9eCTBO HaIIHCeH
Ha BKJIAJBIIIaxX ¥ 1Ip.;

HaJIMYKeE 3anbUICHHS U 3arPsA3HEeHH TOBEPXHOCTEH 37IEKTPOHHBIX HOCUTEIEH;

HAJIMYKE BJIard Ha MOBEPXHOCTSX IEKTPOHHBIX HOCHTENEH;

dusnyeckoe cocTosHMe pafoyell IOBEPXHOCTH M KOPIIYCOB SJIEKTPOHHBIX HOCHTENeH
(BBIABJICHHE MEXaHHYECKHX TIOBPEXKICHHH M JedopMamuii, pacciOeHud, IIy3BIPEHHS,
H3MEHEHMS [IBETa, HAINIHE IapalyH, IPOKOJIOB H T.IL.);

Haympune JeeKTOB XHMMHYECKOTO ¥ OHOJOTHYECKOr0 IIPOMCXOMACHHA (LOPaXCHHE
MHKDOOPTaHH3MaMH{, HACeKOMBIMH H TIPBI3yHaMH, CI€Ibl BO3JCHCTBHA XHMMYECKH
arpecCHBHBIX BEIIECTB). -

B cioydae, eciy YCTAaHOBJEHBI M3MEHEHHS (GH3MYECKOrO COCTOSHHS HOCHTENCH SIEKTPOHHBIX
IDOKYMEHTOB, ApXMBOM OpraHHM3aiiy NPEJNPHHHMAIOTCA HEHCTBHUSA IO TIEPE3aluCH 3JIEKTPOHHbLIX
IOKYMEHTOB Ha HOBEIE HocuTenu (Murpauuu). IIpm 5TOM cHCTeMOH HomKHA OBITH IPEXyCMOTPEHA
dukcamus (axTa mepesalych JOKyMEHTOB Ha HOBBIA HOCUTENb B COOTBETCTBYIOIEM IIPOTOKOIIE.

IIpr IpOBEPKE TEXHUIECKOTO COCTOAHHA SIEKTPOHHBIX HOCHTEICH:

yCTaHABJIHBAeTCSd COOTBCTCTBHE XapaKTCPHCTHK JIEKTPOHHOIO HOCHTEA CBCICHHAM,
coJepKamMCs B ONKUCH B IPYI'HX yUCTHBIX JOKYMEHTAX,

IIPOBOAUTCA MPOBEpKa Ha HAMIHC BPEAOHOCHBIX KOMIIBIOTEPHBIX TIPOTPaMM,

IIPOBOOHUTCA IIPOBEPKa BOCHPOMU3BOJHUMOCTH BCE€X  SJICKTPOHHBIX JOKYMCHTOB Ha
oGopy,uoxsamm apxuBa.

BJIEKTPOHHBIG HOCHMTENHN, HA KOTOPHIX 3JICKTPOHHBIE JOKYMCHTHI OKasaJIuch HEBOCHPOU3BOAUMBIMH
VN cojep KalliMU BPEIOHOCHBIC KOMITLIOTEPHBIE NPOrpaMMBI, TOMEIIAIOTC OTHENBHO OT OCTAJIBHBIX
JAOKYMCHTOB. Ecmu IpoBEpKa IIPOBOAHNAChH IIPH nepegade 3IEKTPOHHBIX JOKYMCHTOB B apxuB
Opranmu3alyy, HOCHTENH, Ha KOTOPBIX 3NECKTPOHHBIC JIOKYMEHTBI OKa3aJIUCh HEBOCHPON3BOLUMBIMH HITH
CoIcpKaluMy BpeJOHOCHBIC KOMIIBIOTEPHEIE IPOTPaMMBL, BO3BPAIalOTCA B CTPYKTYPHOE MOAPasZiCIICHAC



OpraHM3alliH, 13 KOTOPOTO MOCTYIIMIIH.

ITo uroraM IpOBEPKH (GM3HMYECKOTO M TEXHHYECKOTO COCTOSHHUA 3IEKTPOHHBIX JIOKYMEHTOB Ha
dusuyeckn 060COOTEHHBIX MaTepHaNbHBIX HOCHTENAX Ha 000poTe BKIAABINA CAWHHIEI XpaHECHUS
CTAaBUTCA IITAMII O €€ IPOBEJEHUH ¢ YKA3aHWeM JAaThl IPOBEpKH, haMumuy paGoTHHKA, IPOBOIUBIIETO
NpOBEPKY, HA3BaHWsA M BEPCHH IIPOTPaMMHOTO OOECHEYEeHHMs, C IOMOINBIO KOTOPOTO HPOBOJAHNIACK
HPOBEPKA TEXHAYECKOTO COCTOSHUS DIEKTPOHHOTO HOCHUTEIA.

B cnydae o6HapyKeHHs Ae(eKTOB COCTABIACTCS aKT BBLABICHHA BPEJOHOCHBIX KOMIBIOTEPHBIX
IporpaMM B JOKYMEHTAaX Ha SIEKTPOHHBIX HOCHTENAX M NPENNPHHUMAIOTCA MEPHI Ui CKOpEHINero
yAalleHAs BPEIOHOCHBIX IPOrpaMM MM 3aMeHbl HEHCHPABHMO IOBPEXIECHHOIO 3K3EMIULAPA €IUHUIET
XpaHeHHs, MATPAIMH 3IeKTPOHHBIX JOKYMEHTOB Ha Ipyrue Hocurendu. Eciu BpefloHoCHAS KOMIBIOTEpHAS
nporpamMMa oGHApY)KeHa JHIOb B OXHOM H3 JK3EMIUIAPOB SJEKTPOHHEIX JOKYMEHTOB (OCHOBHOM HIIH
pabodem), 3apaKeHHBIA HK3EMILLIP 3aMeINaeTces KONUEH, N3TOTOBICHHOM ¢ HE3apaKEHHOT0 SK3EMILIAPA,
II0Cjie 4ero IOBPEXICHHBINA S5K3eMIULIP HOCHTENs yHHYTOXaeTcsa. Ecimu 3apaxeHpl oba 3K3eMILLApa
3IEKTPOHHOIO JOKYMeHTa, IPOBOUTCS paboTa 0 yAaJCHHIO BPEZOHOCHOH KOMITBEOTEPHOM IIPOrpaMMEL
C TIOMOIIBIO AHTHBHPYCHOM MPOrpaMMBEL.

Ecne BpeOHOCHYIO KOMIBIOTEPHYIO IIPOrpaMMy YAAIWTh HE YAACTCs, DICKTPOHHBIA JOKYMEHT
HpHU3HAETCH HEHCIIPAaBHMO IIOBPEXKICHHBIM M IIPUHHMAETCH PEUICHHE O €r0 YHHUTOXEHHH C YYETOM
IIEHHOCTH 3apaKEHHOr0 JOKYMEHTA U CTEIIeHH ONaCHOCTH JUATHOCTHPOBAHHOTO «BHPYCAN.

Ha mHeucmpaBUMO MOBPEXIEHHBIE OICKTPOHHEIE JOKYMEHTHI COCTABIIOTCA —3aKTIOYEHHS
TEXHHYECKUX CIIENUATHCTOB O HEBOSMOXKHOCTH HX BOCCTaHOBJEHHS. JlampHeimee NOKYMEHTAIRHOE
odopMIIeHHE HEHUCIIPABUMO HOBPEXICHHBIX 3JEKTPOHHBIX JOKYMEHTOB OCYIIECTBIETCS B TOM JKE
nopsAaKe, Kak B JOKYMEeHTaIbHOe oopMIIeHHE yTpaThl JOKYMEHTOB.

IMocie mpoBemeHHs paboT MO ONpENENTeHNI0 GU3UIECKOTO M TEXHUIECKOTO COCTOSHUS HOCHUTElelH
SIIEKTPOHHEIX JJOKYMEHTOB IPOBEPSIETCS COOTBETCTBHE COCTAaBA H COJIEPIKAHUE HIIEKTPOHHBIX AET OIMHCAM
SIIEKTPOHHEIX JOKYMEHTOB, JUII Uero cBepsercs (pakTHUecKoe HAIHMYHE 3aIucell Ha JUCKE C 3amUCSIMH
OIMCH JNIEKTPOHHBIX JOKYMEHTOB.

TIpoBepKka HAMUYHS U COCTOSHUA 3NECKTPOHHBIX JOKYMEHTOB BKIIIOYACT IIPOBEPKY AYTEHTHIHOCTH
SIMEKTPOHHBIX JOKYMEHTOB B IEIIX MPOBEPKH BO3MOXHOTO HECAHKIIHOHUPOBAHHOIO HCIIONB30BAHUS
SNIEKTPOHHBIX JOKYMEHTOB M BHECEHHS B HUX U3MEHEHHIL.

Bce BhISBIEHHBIE B XOJ¢ IPOBEPKH AE(PEKTH U HECOOTBETCTBHA (ukcupyrorcs. Ilo pesympraram
TIPOBEPKH COCTABJIIETCS aKT MPOBEPKH HATUYUS ¥ COCTOSHUS SJEKTPOHHBIX JOKYMEHTOB.

HOpHJIOK PE€3E€PBHOr0 KONMUPOBAHHA H BOCCTAHOBJICHUA JJICKTPOHHLIX JOKYMCHTOB

PesepBHOE KOMUPOBAaHUE HNIEKTPOHHBIX JOKYMEHTOB IMPOU3BOAUTCS COTPYIHUKOM, OTBETCTBEHHEIM
3a apXHB OpraHuzanuy. [Ipy mocTynIeHnH 3MeKTPOHHBIX JOKYMEHTOB B apXHB OTBETCTBEHHBIH COTPYIHIK
00f3aH CcHENaTh PE3epPBHYIO KOIMIO IIOCTYNHBIINX SJIEKTPOHHBIX JOKYMEHTOB H pazMecTHTh €€ Ha
BBIIEJICHHOM JUIS 3TOH IeNu pecypce (CMEHHOM HOCHTeNe HH(OpMAalWH, CepBepe OPraHU3alliH HITH
o01auHOM pecypcee).

TexXHONOTHA CO3/IaHHs PE3EPBHBIX KOIHMHA ONpeieNsIeTCs] IpaBUiaMy SKCILTyaTallii TEXHHIECKHX 1
OpOrpaMMHBIX CpeACTB. llpm co3maHMM pe3epBHEIX KOIHMH JOIMycKacTCs MX apXWBHPOBAHHE
CIEIHATBHBIMEI TPOTPAMMHEBIMA CPEACTBAMH.

Hocurenu co3sqaHHBIX Pe3ePBHBIX KOMUH JAHHBIX JOJDKHBI OBITH IPOMapKUPOBaHbI OTBETCTBEHHBIM
COTPYIHAKOM., MapKHpOBKa JOJDKHA COJEpXaTh HOMEp KOIHM, JaTy €€ CO3JaHHsd, HanMeHOBaHME
HHPOPMAMOHHOH CHCTEMBI JaHHBIX.

[Tocite co3manus pe3epBHOM KOIIMH OTBETCTBEHHEIN COTPYAHUK CO3/[aeT PEECTp CO3aHHs PE3ePBHBIX
KOMUH 3NEKTPOHHBIX JOKYMEHTOB.

PesepBHOE KOMUPOBaHHE aPXUBHEIX JOKYMEHTOB, XPaHAIIUXCA B 3JIEKTPOHHOM BUJIE, IPOH3BOAHTC
10 rpaduKy, yTBEPKICHHOMY PYKOBOJUTEIEM .

BOCCTaHOBIEHHE  JJEKTPOHHBIX  JAHHBIX M3  PE3epBHOH  KONMH  IPOM3BONMTCA  Ha



CIIEIHATH3UPOBAHHBIX paboynx MeCTaX, OCHAIEHHBIX HeOOXOAMMEIM 000pyNOBAaHHEM, OTBETCTBEHHBIM
COTPYIHUKOM.
OcHOBaHHEM IJIS MHUIMHPOBAHUA IIPOIIEAYPH BOCCTAHOBIIEHHU: CIY’KHT MOTHBHPOBAHHAS 3ajiBKa
PYKOBOZHTENIS CTPYKTYPHOTO IOApa3ieleHNs Ha UM PyKOBOJHTEN] OpPraHU3alliH. :
BoccTaHOBIEHHE YTPAaYeHHBIX NAHHBIX IPOU3BOAMTCS M3 PE3EPBHOM KONMH, 0OECIEYHMBAIOIIEH
MHHHMATBHYIO II0TEPIO JAHHEIX, COJIepPKaIluKCcs B UHGOPMAI[MOHHOM Pecypce.

HOpﬂZIOK BBIAAYH A/ H3 aPpXHBOXPaHUIAIIA

IopsAmox BHIZAYH [N M3 apXHUBOXPAHMWIHINA YCTAHABIMBACTCS JIMLIOM, OTBETCTBEHHBIM 33 apXHB.
JIOKyMeHTHI BBITAIOTCA M3 apXHBOXPAHWIAINA HA OCHOBaHMM IIHCEMEHHOI'O Pa3pelleHHs PYKOBOIUTEILI
OpraHH3alyH.

Hena w3 apXWBOXPaHWININA BEINAIOTCS JIMIIOM, OTBETCTBEHHBIM 3a apXHB HENOCPEACTBEHHO
NOJb30BATENSIM.

Tpe6GoBaHuA K CpOKaM BEIJAYM HOKYMEHTOB M3 apXHBOXPAHMIMINA 3aKpeIUIeHs! B II. 2.45 Ilpukasa
MumnncrepcrBa KynbpTypsl Poccuiickoit ®enepanuu ot 31.03.2015 Ne 526 «O6 yTBEepXIeHHH NpaBHII
OpraHu3aliyl XpaHEHHUs, KOMIUIEKTOBAHHs, y4éTa W WCIONH30BaHMA NOKYMEHTOB ApXHBHOTO (oHIA
Poccwiickoit @enepanuy u Ipyrux apXuBHBIX JOKYMEHTOB B OpraHax rocyapCTBEHHOM BIACTH, OpraHax
MECTHOT'O CaMOYIIPaBJICHHS ¥ OPTaHU3aIUIX ).

Ha mMecTo BBIZaHHOTO JieIa HOJKIIaAbIBaeTCs KapTa-3aMeCTUTENh Jela.

ITpn HeOOXOMMMOCTH 3aBEpEHHS KONHH SNEKTPOHHBIX JOKYMEHTOB HCIIOJB3YETCH DIEKTPOHHAS
HOJMNHCH PYKOBOJUTEISI OPraHU3aIldH UITH YIIOITHOMOYEHHOI'0 MM JO/DKHOCTHOTO JIHIA. BepHOCTE KOIHi
9JIEKTPOHHBIX JOKYMEHTOB, H3TOTOBJICHHBIX Ha OyMa)kKHOM HOCHTENE, CBUIETEIBCIBYETCA B
YCTaHOBJICHHOM IIOPSZIKE.

B ciydae BBRIHauM apXWBHEIX JOKYMEHTOB BO BPEMEHHOE IIOJB30BAaHHE IIO 3alpocaM OpraHOB
rOCyapCTBEHHOH BIIACTH, OPraHOB MECTHOI'O CaMOYIIPaBICHHUA M OpTraHM3alllii BEIHOC H3 3[aHHs apXHBa
WM 3[]aHHAs OpTraHN3alyy apXUBHBIX JOKYMEHTOB O0(OPMIIAETCS aKTOM.

YcranoBienue nopsaaka JeiicTBHH B ‘lpe3BbI‘lﬂﬁH1»lX CHTyanuax

B 1e1gX yCTaHOBJIEHHS HOPsAKa paboTh M0 06eCIeueHHI0 COXPAHHOCTH apXUBHBIX JIOKYMEHTOB B
Upe3BEMANHEIX CUTYAlUAX, B OPraHM3ayi pa3pabaTHBalOTCS IIAHB! COOTBETCTBYIOIIMX MEPOIIPHITHH U
IpyTHe HOPMATHBHEIE IOKYMEHTHI, C KOTOPBIMH IOJDKHEI OBIT O3HAKOMJIEHBI PaOOTHUKA apXHBa
OpraHu3alyH.



3. YYET JOKYMEHTOB B APXHVBE OPT'AHHU3AIINHN

Vder apXMBHBIX JOKYMEHTOB — 3TO OIpeJielicHIe KOJTMYECTBA U COCTaBa apXUBHAIX IOKYMEHTOB
B ¢IUHMIIAX YUETA M OTPA’KCHIE 3TOr0 KOMMIECTBA M COCTaBa B YUETHBIX JOKYMEHTaX JUIL KOHTPOJIA 3a UX
HaJIHYMEM H COCTOSHHUEM.
EnununaMu ydeta apXuBHBIX JOKYMEHTOB SIBJISIOTCS:
e apxXuWBHEN QoHT;
e eIUHHIA XPAaHEHHUS - IEJIO, B TOM YHCIIe, SJIEKTPOHHOE JEIO.

VYyery nmojuiexar Bce XpaHALHecd B apXUBE OpraHu3alldi JOKYMEHTEIL.

Vet KaKk BHJ ACSITENHHOCTH MPENCTaBIIeT cOO0H BeIeHHE YUETHBIX JOKYMEHTOB B COOTBETCTBHU C
TpeOOBaHUAMH, YCTAHOBIIEHHBIMU HOPMAaTUBHEIMU JOKYMEHTAMU.

VYdeTHBIE MOKYMEHTHl apxXuBa OpraHU3allMM, KpOME OIHCEeH [eN, JOKYMEHTOB SBIAIOTCS
BHYTPEHHHMHU JOKYMECHTAaMH apXuBa U I0Jb30BaTe/SIM He BEINAIOTCS.

VueTHEIE JOKYMEHTHI XpaHATCs B cefiax UM MeTaTHUecKuX mKadax apXuBOXpaHWIHIIA. APXUB
OpraHW3allid MOXET TaKKe BECTH Y4YeT apXUBHBIX JOKYMEHTOB € TpUMEHeHHeM WHGOPMAIHOHHEBIX
TEXHOJIOTUH.

Brigensercs HECKONBKO IIPOLIECCOB, IIPU BHIIOMHEHWHM KOTOPBIX BEIYTCA COOTBETCTBYIOIIHE
yJeTHbIe (OpMEIL:

e YYeT IIOCTYIUIEHHS IENl - KHUTA yueTa [OCTYIUICHWS W BBIOBITHS JEM, JIOKYMEHTOB, JIUCT
boHma;
y4eT KONHMYECTBA U cOcTaBa Al - OIUCH (TOMOBBIE pa3fenbl OMHUcei) e, JOKYMEHTOB;
YUYET KOJIMYECTBA M COCTaBa OIHCEH IETl - peecTp OIUCel;
y4eT BBIOBITHSA Jell - KHUra y4eTa OCTYIUIEHUS B BEIOBITHA JIe)T, TOKYMEHTOB, JTUCT (OH/a;
BeAicHueE Jiena (oHaa;
YUET HCIIOIb30BaHus JJOKYMEHTOB.

3.1. Yuer mocTynieHus ges

Vuer MOCTyNJIeHHs e B ApXUBE OPraHU3AlUH BEJETCS:
¢ 110 KHUIE YUeTa IIOCTYIUICHHS U BEIOBITHA €N, JOKYMEHTOB;
e 10 nUCTY GOHIA.

OcHoBaHMEM UL BHECEHHS IIEPBHYHBIX JAHHBIX O MOCTYILICHHH el B KHUTY ydeTa HOCTYIIEHHS U
BBIOBITHS JIe]I, JOKYMEHTOB SIBIISIOTCS:
e OIIHUCH AN, JOKYMEHTOB CTPYKTYPHBIX ITOIpa3ACIICHHUIL;
® HOMEHKIAaTypa A€l OpraHu3aliuy - IpH OTCYTCTBHHU OMUCel Je;
e akT 00 0OHapy KEHHH JOKYMEHTOB (HE OTHOCSIIUXCS K JaHHOMY (HOHIY, HEYUTEHHBIX);
®  aKT NMpHeMa-TIiepefady apXUBHBIX JOKYMEHTOB Ha XpaHEHHE.

B xumure yuera MOCTYINICHHS MW BHIOBITHS Hen ¢ukcupyercs (akT KaKIOro IOCTYINIEHHS
(mepBUYHOrO ¥ TOBTOPHOTO) J€Na B apXMB opranm3anuu. Kaxmoif 3amucy mprucBauBaeTcs MOPAAKOBBIA
HOMED B BaJIOBO# MOCIEIOBATENFHOCTH B IpeJenax OTYETHOTO T'O/Ia.

Jaroii nocTymieHus JOKYMEHTOB ABJIAETCS JaTa (haKTHUECKOH Nepeadn el B apXHUB OpraHH3alliH.

ITo 3aBepieHHy TOa B KHUrE ydyeTa MOCTYIUICHHS M BBIOBITHA AeJ MOJBOIUTCA CYMMApHBIA HTOT
TIOCTYIIUBINKX € ¥ OTAENBHO - 110 AejlaM Ha pa3IHYHBIX HOCHTEILIX (OyMaKHBIX, SIEKTPOHHEBIX, ayAUO,
BHJIEO).

OOmmas uTOrOBas TOXOBAas 3aIHCh MO IIOCTYIUICHHMIO M BBIOBITHIO HEN 3aBEpACTCS IOMIHCHIO
paGoTHHKA apXxHBa, OTBETCTBEHHOTO 3a BEJIEHHE YUeTHEHIX JOKYMEHTOB, H JaTHpyercs. JlaToif mToroBoi



TOIOBOM 3aIlHCH ABJIAETC JaTa €€ MOAIMCAHH JINI[OM, OTBETCTBEHHEIM 3a apXHB.
3.2. Yuer KoJHYecTBa N COCTaBa el

YyeT KOMHYECTBA M COCTaBa HeJI OCYINECTBILIETCS IIyTEM COCTaBIICHHsS B apXuBe OpPraHH3aINH
omuceir (romoBLIX pasfelioB Omuceii) men, IDOKYMEHTOB Ha OCHOBE OIIMCEM JeNl CTPYKTYPHBIX
HoapasaeNieHui.

Omnmcu Jie1, JOKYMEHTOB B apXHBe OpraHH3alid NpeAHa3HAYEHb] U] TIOEAUHHIHOT0 H CyMMapHOT 0
ydeTa eMHHI] XPAaHEHHUS; 3aKpeIUIEHHs OPsAIKa CHCTEMaTH3allul eUHNUL XPaHEeHH; ydeTa H3MEHEHUH
cocTaBa H 00beMa apXUBHEIX JOKYMEHTOB, BKJIIOUEHHBIX B OIHUCH JEIL

B apxuBe opraHuzaiyy OIACH BEAYyTCS OTIENBHO Ha JeNa MOCTOSHHOIO H BPEMEHHOI'O CPOKOB
xpanenus. JlaHHBIE O JOKYMEHTax 3a OIpPENENICHHBIH roj, MOCTYNUBIIME B apXWB OpraHu3alluH,
COCTaBJIIOT TOJOBOI pa3/ien OIUCH e, JOKYMEHTOB.

I'ogoBrle pasziensl onuced HIIEKTPOHHBIX JIEN, JOKYMEHTOB COCTAaB/IAIOTCA Ha JJIEKTPOHHEBIE nejia
IIOCTOSIHHOT'O ¥ BPEMEHHOI'O CPOKa XPaHEHHS.

IlepBoouepennoit 3axadeli apxuBa OpraHU3aliy SBISETCS COCTABIEHHE IOJOBBIX Pa3leNioB OIMHCeH
JIeJ1 TIOCTOSIHHOI'0 CPOKa XpaHEeHHUsI, B TOM YHCIIe 3JEKTPOHHBIX, C I[eNIbI0 00ecIeYeH s HX COXPaHHOCTH.

CyMMapHEI# yUeT eUHHI XPaHEHHS JOCTUTAETCS IyTeM 0 OPMIICHHS HTOTOBOH 3alHCH K KaXKIOMY
TOJIOBOMY paszielly OIIHCH Jiell, IOKyMEHTOB, B KOTOPOi IU(paMH U IPOIHCHIO YKa3hIBAETCA:

e (aKkTHUeCKOEe KONHIEeCTBO eMHHAL XPaHSHHUS, BKIIIOUSHHBIX B IT'OJIOBOH paszel;

® TIEpBBI U ITOCIEIHHUI HOMEPa EIUHUL XPAHEHUS;

e 0COOEHHOCTH HyMEpaIliH: JIMTEPHbIC M TPOIYILEHHbIE HOMepa (i TOJOBBIX Da3ielioB
onucei 3JMEKTPOHHBIX JeJl YKasbiBaeTcs o0l o0beM 3anuceit B M6).

3akoHYEeHHAS OIUCH ST 3aKJII0YaeTCs B TBEPYIO 00JI0XKKY U IepeIlIeTaeTCsl.
Iocneayromue rofoBBle pa3meiibl ONMUCH (OPMHPYIOT HOBYIO OHHCH Zel, KOTOPOH IO peecTpy
OIHced IIpUCBauBAETCS CIEAYIOIIHI OPSIIKOBEIA HOMED.

3.3. Yuer BLIOLITHS g€

Vyer BRIOLITHS A€ U3 apXKMBa OPTaHU3alluy BeAeTcs 1o JIUCTY (QOHAa M KHHUTE ydeTa HOCTYIUICHHUS
¥ BBIOBITHS [T, JOKYMEHTOB.

B kuure yvera HOCTYIUIEHHS M BHIOBITAS JeJI, JOKYMEHTOB (GuKcupyeTcs (hakT BEIOBITHA Hena U3
apXHBa OPraHM3allly, COIPOBOXKAAIOIMICI BHECEHHEM B YIETHYIO OpPMY CBECHHH, ITOATBEPIKAAIOIIMX
(haxT BHIOBITHS.

Jlaroif BHIOBITHS JIOKYMEHTOB SIBIIIETCA fAaTa (hakTHUECKOH Iepenadn el U3 apXuBa OpraHu3aliy.

OcHOBaHMEM [JI1 BHECEHHS JAHHEIX O BBIOBITHH A€/ B KHUTY y4eTa IIOCTYIICHH M BHIOLITHA JIE,
JOKYMEHTOB MOT'YT OBITh CJIEYIOUIHE JOKYMEHTHI:

e akT 00 yTpare JOKyMEHTOB;

e aKT IpHeMa-Tiepe/iatiii apXHBHBIX JOKYMEHTOB Ha XpaHEHHE,

e aKT O BELICICHHY K YHHYTOKEHHIO apXUBHBIX JOKYMEHTOB, HE IOJJIEXKAINMX XPAHCHHIO;
e aKT O HEHCIPABMMBIX MIOBPEXK/ICHHUSIX apXUBHBIX JOKYMEHTOB.

E>XeroJjHo B HTOTOBOIl TOJOBOH 3alMCH KHHWIH yuyeTa MOCTYIUICHHS M BBIOBITHA JEl, HOKYMEHTOB
IIOXBOAHTCS CYMMAPHBIH HTOT BHIOBIBIIHX J€M M OTIENBHO HTOTH IO KaXKIOMY BHTY HOCHTEIS BHIOBIBIIHX
nen (OyMaXKHBIH, SJIEKTPOHHBIHA, ayaHo, BHIEO).

O61mast ¥ToroBas ro0Bas 3aIKch 0 IOCTYIUICHHIO ¥ BBIOBITHIO J€]I IIOAMHUCHIBACTCS COCTAaBUBIIHM
ee paboTHukoM. JIaTod MTOroBOM TOIOBOH 3allHCH ABJLETCS Jara ee IOJNHCAHHA OTBETCTBCHHBIM 32

apXUB.



3.4. Bepenue nesia ponaa

Heno ¢onma BKIIOYaET JOKYMEHTSI, IOTBEPIKIAtoIIHe TI00bIe U3MEHEHUS B COCTABE U KOJIMYECTRE

eIMHHUI XpaHeHus GoHIa U GUKCHPYIOLIHE IPOBEICHAE ONPEISIICHHBIX apXUBHBIX paboT
®  aKTHI IPOBEPKHU HANWYUS U COCTOSHUS apXUBHEIX JJOKYMEHTOB;

aKTBI O TEXHAUYECKUX OLTMOKAX B YYETHHIX JJOKYMEHTAX;
aKTHl 00 0OHapyXeHUN JOKYMEHTOB (HE OTHOCAIUXCS K JaHHOMY @onny, HEYYTeHHBIX );
aKTeI 00 yTpaTe JOKYMEHTOB;
aKTHI MpHeMa-Iepeiadll apXUBHEIX JTOKYMEHTOB Ha XpaHEHHeE;
aKTHI O BRIJIENIEHUY K YHHUTOXEHHIO apXUBHBIX JOKYMEHTOR, He MOUIEKAIHX XPAHEHHIO;
aKTBI O HEUCIIPABUMBIX TTOBPEXKICHUAX apXUBHBIX JOKYMCHTOB;
MPOTOKOJIEI BBIEMKH JJOKYMEHTOB.

ITepecocraBieHHbIe TUCTHI (DOHAA TAKOKe MOMANIEKAT BKIIOYSHHUIO B A€o (GoHzaa.

AKTBI 1 Ipyrue JOKYMEHTHI, QUKCHpPYIONYE H3MEHEHUS B COCTaBe M KOJMYECTBE €AUHUII XPAHEHHS
donna, BKIOYAIOTCA B Aeno (OHAA TONBKO C OTMETKOW O BHECEHWH WM3MEHEHHM BO BCE YJETHEIE
JOKYMEHTHI apXHBa OpraHM3alMd. AKTEl HyMepyIOTcsa B Ipenenax (oHJA IO BHAAM aKTOB B BAJIOBOM
TIOPSIITKE.

Bce moxyMmeHTBI B fene (oHIa pacioiaraloTcs B XPOHOJOTHHUECKOH IIOCHENOBATENBHOCTH HX
COCTaBJICHUSL.

Ha moxymeHTEI fena (OHNA COCTaBIAETCS BHYTPEHHA OIMCh, JIHCTHL fella HyMepyoTes. [To mMepe
HOMONHEHHA Jena (HoHAa BHYTPEHHSSA OIMCH HOMoNMHAeTcs. K 3aKOHUEHHOMY niey GOHAa cocTaBIsIeTCs
JHCT-3aBepUTeNd Aena. Jleno GoHaa HOomKHO OBITH MOAMINTO, MPOHYMEPOBAHO, 3aKIIOUEHO B TBEPAYIO
00JIOKKY.

Jena hoHAOB XpaHATCA B IOPAIKE BO3PACTaHUSI HOMEPOB (DOHIOB.

Heno Goraa sBIgeTCS CIIy»KEeOHBIM JOKYMEHTOM ¥ IIOJIB30BATENIM HE BEIIAETCH.

3.5. Yder ucnonp3oBaHus JOKYMEHTOB

ApXHB OpraHM3alld¥ BEJET y4YeT MCIOIb30BAHAA apXUBHBIX JOKYMEHTOB 110 (hakTaM BEIIa4dH AT,
JOKYMEHTOB H3 apXHBa OPTraHH3alliH}; BEIIA9H apXUBHBIX CIIPAaBOK, ApXUBHBIX BHIMHUCOK, apXHBHBIX KOTIHIL
JIOKYMEHTOB.

OcHoBHBEIMM (hOpMaMH HCIIOIB30BaHUS JOKYMEHTOB apXHBa OpraHH3aIMK ABIITIOTCS:

e pHpOpMAIHOHHOE ObecneueHne PaGOTHIKOB OPTaHHU3alMK;

® HCIIOJIHEHHE 3alIPpOCOB MOJIB30BATENEH, B TOM UHCIIE 3alIpOCOB PaKIaH;

® BBTAYa JOKYMEHTOB M €]l BO BPEMEHHOE II0JIB30BaHUE, IPEOCTABIICHHE KOMHIA apXHUBHEIX
JOKYMEHTOB II0 3aIIpocaM II0E30BaTelIed, B TOM Yucie B (hopMe dIIEKTPOHHBIX JOKYMEHTOB.

®opMamMy HCIOIB30BAHUSA JOKYMEHTOB apXUBa OPraHU3ALHH SIBJISIOTCS TAKKE:
e uHGOPMUPOBAHME CTOPOHHUX OPraHU3AIHI 0 HAIMYUH U COASPIKAHHHE UMEIOIIHXCS B apXUBE
JOKYMEHTOB;
® HCIONIB30BaHUE JOKYMEHTOB B CPEICTBAX MacCOBOH HH(MOPMAIIHH;
e OpraHMsaimds [0CcTyna paOOTHHKOB OpraHM3allid K JOKYMEHTaM apXuBa IIyTeM
HCIOB30BaHIs HH(OPMAIMOHHO-TETEKOMMYHUKAIIHOHHOM CETH.

B PEIYNBTATE UCIIOTTHEHHU 3alIPOCOB ONB30RaTEeIeH AOKYMCHTEI U3 apXUBOXpPaHUIINAIIA MOT'YT OBITH
BBIAAHBI BO BDEMEHHOC ITOJIb30BAaHUEC CTOPOHHNM OpraHu3anusiM C O(bOpMJ'IGHI/ICM aKTa COOTBCTCTBYIOIIECTO
COAEPIKaHUA UK BO3BPAIICHBI BIaACIbIY HJIK €0 POACTBCHHUKY.

ApXI/IB opranusaliyi BIIpaBE€ CaMOCTOATCIBHO p33pa6aTBIBaTI: (bOpMI:I YUETHRIX MOKYMECHTOB ISt



y4eTa HCIIOJIB30BaHNs apXHBHBIX JOKYMEHTOB OpPraHH3alHuH.
IIIst TOro UTO6HI OCYINECTBIATh HX yUeT, KXol eAHHAIe XPAHeHH B COCTaBe apXHBHOTO (oHIa
IPHCBAMBAETCS YUETHEIH HOMEp.



4. BBIIEJEHUE TOKYMEHTOB C UCTEKINNMU CPOKAMMU XPAHEHWS
K YHUUITOXEHUIO

IMponecc BEIAENEHUS JOKYMEHTOB C HCTEKIIUMHU CPOKAMH XPaHEHUS K YHUUTOXEHHIO BKIIIOYAET:
e BEHIICTICHHE JIe]I, JOKYMEHTOR K YHUUTOXEHHIO,
e [IOATOTOBKY aKTa O BHIACIIEHUH JOKYMEHTOB K YHHUTOXEHHIO;
e TIepenada aell, NOKyMEHTOB Ha YHHUTOXEHHE.

O6sexTamu npouecca YHUITOXECHHUA A€, JOKYMEHTOB ABIAIOTCA:

@ J¢jla ¢ UCTCKIIHMH CpPOKaM# XpPaHCHUA, HaXOMIIMHUECA B CTPYKTYPHBIX ITOJApa3delICHHAX
opramu3aiyn, a TakKe JOKYMEHTEI ¢ HCTCKIIHMH CPOKaMH XPaHCHHUA, B TOM YHCJIC KOIIHH
JOKYMCHTOB, H3BATHIC H3 ACTT, IIOQJICKAIUX NEPEIAYC B apXHUB OpranA3allin;

@ Jicjia BPEMCHHBIX CPOKOB XPaHCHHUA, CPOKH XPaHCHHA KOTOPEIX HCTCKIIH, C(i)OpMI/IpOBaHHble,
ONIUCAHHBIC W VYYTCHHBIC B TOIOBBEIX pasaciax omHMcelt e, JAOKYMCHTOB B apxXuBe
OpraHu3aluy.

Jlena, TOKyMEHTBI BBIIEILIIOTCA K YHHYTOXKEHHUIO, €CITU IIPEAYCMOTPEHHBIH A HUX CPOK XPaHCHHS
HCTeK K 1 stHBapst Tofa, B KOTOPOM IIPOBOAATCS pabOTHI 110 BEIIENIECHHUIO Aeil, JOKYMEHTOB K YHHUTOMXEHMIO
U CcOCTaBJIIECTC COOTBETCTBYIOMmuMI akT. Hampumep: nena ¢ 3-IeTHHUM CpPOKOM XpaHEHHS, 3aKOHYEHHEIE
Jenornpou3sojctsoM B 2019 r., MoryT OBITH BKIIOUEHH! B aKT, KOTOPHIA OynmeT cocTaBieH He paHee 1
sHBaps 2023 roga, ¢ MATUICTHUM CPOKOM XpaHEeHHUs - He paHee 1 suBapg 2025 roga.

Brienenue fen, JOKYMEHTOB K YHHYTOXKEHHUIO B JIETONIPOU3BOJICTBE OCYLIECTBIIACTCS PAOOTHHKOM
CTPYKTYPHOIO IOJpas/elieHus OJHOBPEMEHHO C OTOOPOM JOKYMEHTOB MOCTOSHHOTO H BPEMEHHOIO
XpaHEeHus A7 Iepeadd B apxXuB opranuzanud. [Ipu sToM npoucxomut:

¢ BBIENEHHE (Ha OCHOBE IIPOCMOTpA HOMEHKJIATYPEI eI I'0Jia, 32 KOTOPEI CAt0TCA JAeNa), Ae
¢ HCTEKIIMMH CPOKaMM XpaHEHHS, MOMIEKAIMUX YHUYTOXKEHUIO. [IpH 5TOM YYHTHIBAIOTCS
Takue OTMETKH B HOMEHKIATYpe el OpraHu3alldd, KaK «J0 MHHOBAaHHA Hag0OHOCTHY»
(«IMHp), «1ipu yCIOBHHU IPOBENCHUS (32aBEPIICHHUS) PEBU3MHY U T.II.;

° U3BATHE IO Pe3yNbTaTaM II0JMCTHOTO IPOCMOTPa eI, IIepeAaBaeMbIX B ApXUB OpraHH3alHH,
KOIMH JTOKYMEHTOB ¥ JOKYMCHTOB, CPOK XPaHEHHS KOTOPHIX MCTeK. JIOKYMEHTHI W KOMHH
JOKYMEHTOB, BEIICTICHHBIE K YHHUTOXXEHHIO, MPUCOETUHAIOTCS K JellaM ¢ HCTEKIIUMU
CpOKaMH XpaHEeHH s, IOCBALIEHHBIM COOTBETCTBYIOIIHM BompocaM. [IpH OTCYTCTBHH TAKOBEIX
JOKYMEHTHEl M KONMH JOKYMEHTOB, BBIFCTICHHBIC K YHHUYTOXKEHHIO, (OpMHUpPYIOTCS B
OTJIeNbHEIE JieNa, KOTOphle He 0GOPMIIIIOTCSA H HE IO [IIHBAIOTCS.

Wm garotes 06001eHHEIE 3ar0I0BKH, HAMPUMED:
Hoxymenmor 06 opzanusayuy u npoedeHuy 3aHAmMuli no oxpare mpyoa (yuebuvle nianbl, JHCypPHANLbL
nocewaemocmu 3anHamu u 0p.).

ITpu BEIDENEHMH J€l1 K YHHYTOXEHHIO B JEJOHNPOHM3BOICTBE HEOOXOAHMO IPOCMOTPETH
HOMEHKJIATYpHI fiell 60JIee paHHUX JIET JUIL BEINCNCHUS K YHHUTOXKEHUIO JEJT 38 COOTBETCTBYIOMIME TOIEI,
XPaHAIIAXCA B AEIONPOU3BOICTRE.

[TonroToBKa aKTa O BRIAEICHHH K YHHUTOXEHHIO JOKYMEHTOB ¢ MCTEKUIMMH CPOKAME XPaHEHHUS B
JETIONPOU3BOJICTBE BKITFOYACT:

® IIOATOTOBKY B CTPYKTYPHBIX IOJpPa3feNeHIIX NpPEMIONKESHAN K aKTy O BBIICICHHH K
YHHYTOXEHUIO JOKYMEHTOB, HE MOJICNKAITNX XPAaHEHHIO;

® [OATOTOBKY CITyXO0Oi IeTONpOH3BOJACTBA IMPOEKTa aKTa O BBLIJENCHHH K YHHYTOXKEHHIO
JOKYMEHTOB, He TIOJISKALTNX XPAaHEHHIO BCEX CTPYKTYPHBIX IIOApa3aeaeH i OpraHu3arum,

e COIJIACOBAHHE W YTBEPIKACHUE aKTa.



IIpemIoXKEHHUS K aKTy O BBIIENCHNN K YHHITOKEHUIO JJOKYMEHTOB C HCTEKIIMMHY CPOKaMHU XPaHEHHA
rOTOBSTCS paGOTHMKaMH y4eGHOTO OTZEeNa, OCYIUECTBILIIOMMX IOArOTOBKY [eNl K Iepefaye B apxXuB
OpraHu3alyy.

I[IpeanoxeHns K akTy O BBIAEIEHAM K YHHYTOXCHHIO JOKYMEHTOB — 3TO paboumii JOKyMEHT, UL
COCTaBJIEHHS KOTOPOTO MOXET OBITH HCIOJIBE30BaHa (hopMa aKkTa O BBIIETIEHUH K YHUUTOXESHHIO apXUBHBIX
JIOKYMEHTOB C MCTEKIIMMH CPOKaMH XpaHEHHs, B KOTOPOM JOMOJIHUTENLHO YKa3bIBaeTCs HauMEHOBaHHE
CTPYKTYPHOTO IIOZpa3/ieCHHU.

B apxuBe OpraHu3allid Ji€Na BEIIENAIOTCS K YHUYTOXEHHIO PabOTHHKOM apXMBa [0 pe3yipTraraMm
IPOCMOTpa TONOBEIX Pa3/eNioB OIHMCEH e, JOKYMEHTOB BPEMEHHBIX CPOKOB XpaHeHus. llpu sTOM
IIPOCMATPHBAIOTCS TOJIOBEIE Pa3elibl ONKCEH [T, JOKYMEHTOB 33 Pa3HBIe TOMbI.

PaGoTHHK apX#Ba OpraHH3alliy, BEIACILIIOMMUI Aea, He IOAJIeKAIMEe XPAHEHHIO, K YHUYTOXCHHIO,
TaKKe B paboyeM nopsaxe GpopMupyer TabIIHMIYy CO CIIHCKOM 3THX A€ LA BKIFOYESHNS B aKT O BBIICJICHUH
K YHHYTO)KEHHIO apXUBHBIX JJOKYMEHTOB, HE NOANEXKANUX XPAHEHHIO.

DNeKTPOHHEIE JeNa, JOKYMEHTEI BEIIEIIOTCS K YHUYTOKEHHIIO Ha OOIIKUX OCHOBAHUAX.

Tlpy YHHYTOXKEHHMH 3JIEKTPOHHBIX JOKYMEHTOB, HAXONIIIMXCS B XPaHHIMINE HH(QOPMalHOHHOH
CHCTEMBI, TIpeAyCMaTpHBaeTCs 3aliuTa OT BO3MOXKHOCTH HECAHKIHMOHHPOBAHHOTO BOCCTAHOBIICHHUSA
YHHYTOXEHHBIX JTOKYMEHTOB.



