[Tpunoxxenne Ne 12
K Y4eTHOH IOJIUTHUKE

IMos0:xeHne 0 XxpaHeHUuM (MOJAIIUBKE) NEPBUYHBIX JOKYMEHTOB, YYETHBIX PETHCTPOB H
OyXraJrepckoil 0T4eTHOCTH

1. [TonoxxeHue pa3pabOTaHO B COOTBETCTBUH C:
o ®enepanbabiM 3akoHOM 0T 06.12.2011 N 402-®3 "O Oyxranrepckom ydere" (namee —
3akoH Ne 402-D3),

° ®denepanbHbiM 3akoHOM 0T 22.10.2004 N 125-®3 "O6 apxuBHOM nene B PD" manee —
3axoH Ne 125-@3),
. [IpaBunamMu XpaHEHHs, KOMIUICKTOBAHHS, yd4eTa W HCIOJIB30BaHHUS JOKYMEHTOB

ApxuBHoro ¢onna Poccuu u Ipyrux apxXuBHBIX TOKYMEHTOB, YTB. mpukazoM PocapxuBa Poccun ot
31.07.2023 N 77 (nanee - [IpaBuna N 77);

. [IpaBunamu gokymentoodopora (IIpunoxenue N 14 k YueTHON nOTUTHKE).

2. B cootBerctBuu c m. 1. cr 29 3akona N 402-®d3 yupexneHue obecrieunBaeT XpaHEHHE
MEPBUYHBIX (CBOJHBIX) YYETHBIX JIOKYMEHTOB, PEIMCTPOB OyXIaJITEPCKOr0 ydyeTa B TEUEHHE CPOKOB,
ycranoBieHHbiX [Ipukazom ®enepanpHoro apxuBHoro arentcrsa ot 20.12.2019 N 236 "OO6
YTBEpXKACHUM llepedynHsl THUMOBBIX YIPABICHYCCKUX AapPXUBHBIX JOKYMEHTOB, OO0pa3yIOIUXCs B
mporecce ACSITeNbHOCTH TOCYIapCTBEHHBIX OPraHoB, OPraHOB MECTHOTO CaMOYIpPAaBICHUS U
OpraHM3alyii, ¢ yKa3aHUEM CPOKOB MX XPaHEHHUA', HO HE MEHee IATHU JIET I10CJI€ OKOHYaHMsI OTYETHOTO
rojia, B KOTOPOM (32 KOTOPBIi) OHU COCTABIICHBI.

3. B cootBerctBum ¢ 1. 1 cr. 7 3akona Ne 402-D3 0TBETCTBEHHBIM 32 OPTAHU3ALMUIO XPAHEHUS
MEPBUYHBIX TOKYMEHTOB, YYETHBIX PErHCTPOB M OyXTalTEPCKOW OTUYETHOCTHU SIBISIETCS PYKOBOAHUTENH
yupexaeHus. OOsf3aHHOCTh MO O00ECHeYeHHI0 COXPAHHOCTH NEPBUYHBIX JIOKYMEHTOB, YYETHBIX
pPEerucTpoB, OyXrajaTepcKoW OTYETHOCTH, OQOPMIICHHIO M IHepeAaye HUX B apXUB BO3JIOXKEHA
PYKOBOJMTENEM Ha IIaBHOTO OyxrajiTepa.

4. TlepBuuHble MJOKYMEHTBI, YYETHBIE PETUCTPHI, OYyXTanTepCKHe OTYEThl TOJUIekKAT
oOsi3aTenbHONM mepenaye B apxuB. Jlo mepegaun B apXWB JOKYMEHTHI JIOJDKHBI XPaHUTHCA B
Oyxrantepuu, B CliellUaIbHBIX MOMEIICHUSX WM 3aKPhIBAIOIINXCS MIKadax.

5. IlepBuyHbIE TOKYMEHTBI, YUETHBIE PETUCTPBI, OyXraiarepckas OTYETHOCTh, HHAsI OTYETHOCTD,
odopmiisiemMas Ha OyMa)KHBIX HOCUTENSIX (HAJOroBasi, CTATUCTUYECKass M JIp.) N0 Mepelayd B apXuB
MOJAIIMBAIOTCA B JAeno. B neno mnoammBaroTCs JOKYMEHTBI, COOTBETCTBYIOLME €ro 3arojioBKY.
YepHOBUKHU JOKYMEHTOB, JyOJIHUKATHl M IOKYMEHTHI, MOJIeKAINE BO3BPATY, B I€TI0 HE MO IIITHNBAIOTCS.

6. ITpu hopmupoBaHHH J1e)Ia HEOOXOIUMO COOITIOATh CIISAYIONTNE TPEOOBAHNS:

- IOKYMEHTBI IOCTOSIHHOT'O Y BPEMEHHOI'0 XPaHEHUs TPYIIUPYIOTCS B OT/IEIbHbIE JIETIa;

- B JIEJIO BKJIFOYAETCS OAMH 3K3EMIUISIP KaXKI0ro JOKYMEHTa;

- B JIEJIO TPYIIIIUPYIOTCS TOKYMEHTHI, UMEIOIINE OTHOLIIEHHE K OJHOMY (PMHAHCOBOMY T'OJTY.

7. O6bem nena - He 6onee 250 TuCTOB, IPH TOJIIIMHE HE OoJiee 4 cMm.

8. [Ipu neperuiere TOKYMEHTHl Ha OyMa)KHOM HOCHUTEIE MOANINBAIOTCS HA YEThIPE MpoKoia (Ha
TPU MpOKoJa - JJIs MajJo(OpMaTHBIX JAeN) B TBEPAYIO OOJIOKKY WJIM NEPEeIsIeTaloTcsl ¢ Y4eToM
BO3MOKHOCTH CBOOO/IHOTO YTEHHUS BCEX JIOKYMEHTOB, JIaT, BU3 U PE30JIIOLMN Ha HUX, METAJUIMYECKHE
CKpEIIEHUS U3 JOKYMEHTOB YAAJISIOTCS.

B mnHauane nema Ha OyMa)XHOM HOCHTENE NpPH HEOOXOAMMOCTH TMOJIIMBAIOTCS JIHCTHI
BHYTpPEHHEH OINKCU JOKYMEHTOB JIeJia, B KOHIIE KaXKJIOT0 Jieja - JIUCT-3aBEPUTEIND Jela.

9. B mensx obecriedeHusi COXPAaHHOCTH U 3aKpEIUICHUs TOPs/IKa PaCcIONI0oKEHUs! JOKYMEHTOB,
BKJIIOUEHHBIX B JIeJI0 Ha OyMa)KHOM HOCHUTENE, BCE €ro JIMCThl (KpOME JIMCTa-3aBepUTeNs Jena U
BHYTpPEHHEH OMNCH) HYMEPYIOTCS B BaJIOBOM IMOPSAKE apaOCKUMHU IUPPaMU, KOTOPBIE TPOCTABIISIFOTCS



B MPABOM BEPXHEM YTJy JIUCTA JOKYMEHTa MPOCTHIM I'paUTHBIM KapaHIAIIOM WJIH HyMEpPaTOpOM.
VYnorpebieHue dYepHUI M LBETHBIX KapaHJalled sl HyMmMepaluu JUCTOB 3ampemiaercs. JIucTsl
BHYTPEHHEH OMUCH JJOKYMEHTOB JIeJIa HyMEPYIOTCS OT/ICIIBHO.

JIucThl N1en, COCTOSIIUX U3 HECKOJIbKUX TOMOB WJIHM YacTel, HyMEpYIOTCS MO KaXKIOMY TOMY
WA 9aCTH OT/AEIBHO.

Crno>xeHHBIH JIUCT pa3BOpaYUBaAETCs U HyMEpyeTcs B MpaBoM BepxHeMm yriay. [Ipu sTtom nuct
moboro (¢opmara, MOAMIMTHIA 3a OIUH Kpail, HyMepyeTcs KaK OJWH JIHCT; JIUCT, CJIOXCHHBIH H
MOJALIUTHIN 32 CEpeIUHY, OUICKUT MEePEIIMBKE U HyMEPYETCs KaK OJIUH JIHCT.

JIuct ¢ Harayxo HakJICeHHBIMH JOKYMEHTaMH HyMepyeTcs Kak OJuH JHUCT. Eciu K JOKyMeHTy
MOJIKJIEEHBI OJIHUM KpaeM ApYyrue IOKYMEHTHI (BBIPE3KH, BCTaBKU TEKCTa, MEPEBObI), TO KaXKIbIH
JTOKYMEHT HyMEpYyeTcsi OTACIBHO.

[ToammTeie B J1€710 KOHBEPTHI C BIOKEHUSMU HYMEPYIOTCS; MPH 3TOM BHayalle HyMepyercs
KOHBEPT, a 3aTEM OYEPETHBIM HOMEPOM - KaXKJJ0€ BIOKEHUE B KOHBEPTE.

[TopmmuTeie B J€/I0 JOKYMEHTHI C COOCTBEHHON HyMmepainuedl ITUCTOB (BKJIOYasl MEYaTHBIC
W3JIaHKS) MOTYT HyMEpOBAThCs B OOIIEM MOPSAKE HITH COXPAHITh COOCTBEHHYIO HYMEPAIHIO, €CIIA OHA
COOTBETCTBYET MOPSAIKOBOMY PACIIOJIOKEHUIO JTUCTOB B JIEJIE.

B cayuasx oOHapykeHus OOJbIIOTO yuciaa OMMOOK B HyMepaluH JIMCTOB Jejla MPOBOJUTCS
nepenymepanusa. [Ipy Hamuyum OTHAENBbHBIX OMIMOOK B HyYMEpalUHd IHUCTOB Jieja JOIMyCKaeTcs
ynoTpeOaeHue JUTEPHbIX HOMEPOB JIMCTOB (Hampumep, 18A).

10. JIuct-3aBeputenb eja COCTABISIETCS HAa OTAEIBHOM JIUCTE, B KapTOTEKaxX - Ha OTIEIbHOM
mucte ¢opmara Kaprouku. JlucT-3aBepuTenb Jena TOANMCHIBACTCS €ro cocraBuTeneM. Bce
MOCIEAYIOIUE H3MEHEHHsST B COCTaBE€ U COCTOSIHMM Jenia (MOBPEXKIACHHS, 3aMeHa MOAJIMHHBIX
JTOKYMEHTOB) OTMEYAIOTCS B JINCTE-3aBEPUTEIIE CO CCHIIKOM HA COOTBETCTBYIOLIHHA aKT.

3ampenaercss BBIHOCUTH JIMCT-3aBEPUTENb Ha OOJNOXKKY Jela MM YHUCThIH 000poT jHcTa
MOCJIEAHEro JoKyMeHTa. Eciy J1e10 MmoAIIUTO WM MepervieTeHo Oe3 OjlaHKa JMCTa-3aBepUTess, OH
JI0JKEH OBITh HAKJIEEH 3a BEPXHIOIO YacTh JINCTA HA BHYTPEHHIOK CTOPOHY O0JIOKKH B KOHILIE JIea.

11. Ha o6noxke Jes1 OCTOSIHHOTO XpaHEHHs MpeaycMaTpUBAETCS MECTO JJisi HAUMEHOBAaHUS
rOCyJapCTBEHHOTO (MYHHUIMIAIBHOIO) apXuBa, B KOTOPBIM Jiena yupexaeHus OyayT npuHsAThl. [Ipu
oopmieHnN OOJIOKKH JIella HAMMEHOBAaHUE OpPTaHU3aIlMH YKa3bIBAETCS TOJTHOCTHIO, B MMEHUTEIHHOM
nazaexe. [TomHoe HaMMEHOBaHHME OpraHa-yupeauTeNs YKa3bIBaeTcs HaJ HAUMEHOBAHUEM YUPEXKJICHUS
(Takke B WMEHUTENHbHOM Tajexe). CoKpalleHHble HAaWMEHOBaHUs (TPU HAJUYHH) YKA3bIBAIOTCS B
CKOOKax IocyIe MOJIHOTO HAUMEHOBAaHMUS.

[Ipy m3MeHeHWHM HAMMEHOBAHWS OpTaHU3AIMH (CTPYKTYPHOTO TMOJIpPAa3/eNeHUsI) B TEUCHUE
NeproJia, OXBaThIBAEMOI0 JOKYMEHTaMH Jeja, WM Npu IepeAadye jaeia B APYryl0 OpraHu3aluio
(CTpyKTypHOE TOJpa3Je/ieHre), Ha OOJIOKKE Jiejla JOMHCHIBACTCS HOBOE€ HAMMEHOBAaHUE JTOU
OpraHu3alMi WM OpraHU3alMU-TIPABONPEEMHUKA (CTPYKTYPHOTO TOJpa3JelieHus), a MpexHee
3aKJIF0YAeTCsl B CKOOKH.

12. Ha o6m0xKe J1ena yKa3bpIBatoTCs:

- HANMECHOBAHHE OPTaHU3AINH U €€ HETIOCPEICTBeHHAs TIOAYNHEHHOCTB;

- HAUMEHOBAHME CTPYKTYPHOTO MOIpa3AeeHHUS;

- UHJIEKC JIeNa;

- HOMep ToMa (J4acTH);

- 3arOJIOBOK Jiesia (ToMa, 4acTH);

- KpalfHUe JaThl ena (ToMa, 4acTu);

- KOJIMYECTBO JIUCTOB B JieNe (TOME, YacTH);

- CPOK XpaHeHHUs Jena;

- apxXuBHBIN M P nema.

13. 3aronoBok nena Ha OyMa)KHOM HOCHTEJIE M 3ar0JIOBOK 3JIEKTPOHHOTO Jiefia MEPEeHOCATCS Ha
00JIOXKKY Jena (DJIEKTPOHHOTO Jejla) U3 HOMEHKIATYpbl el OpraHu3aliu. 3arojloBOK TOJIKEH
COOTBETCTBOBATH COACPIKAHUIO JOKYMEHTOB B JIeTie.



B Tex ciyyasix, Korja €0 COCTOMT M3 HECKOJIBKMX TOMOB (4YacTeil), Ha OOJIOKKY KaxI0TO
TOMa (4acTH) BBIHOCUTCS OOLIMIT 3ar0J0BOK JieNa, a IpU HEOOXOIMMOCTH - 3arojIOBOK Ka)J0ro Toma
(dactn).

B 3aromoBkax en, colepiKalluxX KOIUU JOKYMEHTOB, YKa3blBaeTCSd Ha KOJIMYECTBO KOMHIL.
[TonnuHHOCTH JOKYMEHTOB JI€NIa B 3ar0JIOBKE HE OrOBapUBAETCSl.

14. Ha oOnoxke Jnena ykasplBaeTcs jara jaeiia - roja(bl) 3aBeICHHS W OKOHYAHHUS Jeina B
Nenonpou3BoAcTBe. Eciin B 1610 BKIIIOYEHBI TOKYMEHTHI (HAaIpUMEp, IPHIOKEHMS), 1aTa KOTOPbIX HE
COBIIAJIaeT C JaTOM Jieja, TO MOJ JaTOM ¢ HOBOM CTPOYKH Jenaercs 00 3ToM 3anuch. Jlata nema Moxer
HE YKa3bIBaTbCsA TOJBKO Ha OOJOXKKAaX /e, COACpXkAllMX TOJOBBIC IUIAaHBI M OTYETHl U JApYyTHe
JOKYMEHTBI, AaThl KOTOPBIX OTPAXKAIOTCS B 3ar0JIOBKAX JIE.

IIpu o003HaueHNHN 1aThl TOKYMEHTA CHayajla YKa3blBaeTCsl YUCIIO, 3aTeM Mecsll U roa. Yucio u
roji 0003Ha4arOTCsA apabCKuMM HUQpPaMH, Ha3BaHHE Mecsla — cioBoM (Hampumep, 1 oktsaops 2020
roga). Ecnu gara noKyMeHTa WM OTAEIbHBIE €€ 3JEMEHTbl ONpPEIENSIIOTCS NMPUOIU3UTENbHO, Ha
OCHOBaHUU aHajM3a COJAEpKaHUs JOKYMEHTa, TO JaTa WM OTACNIbHBIE €€ 3JIEeMEHTHI, HE a0COIIOTHO
TOCTOBEPHBIE, 3aKITFOYAI0TCS B KBAAPATHBIE CKOOKH.

15. O6s3aTeNnbHBIMU PEKBU3UTAMH OOJIOKKH JeNla SBJSIOTCS yKa3aHHE KOJUYeCTBa JINCTOB B
nene) (MpOCTaBJISIETCS Ha OCHOBAaHUM JIMCTa-3aBEPUTEINIS JIeNla) U CPOK XpaHEeHUs Jnena (Ha aenax
MTOCTOSITHHOTO XpaHEHUs MUIeTcs: "XpaHUTh OCTOSHHO").

16. HM3meHenus cocraBa JOKYMEHTOB Jena (U3BSATHSA, BKIIOYCHHS JOKYMEHTOB, 3aMeHa
JOKYMEHTOB KOIUsAMHU) oTpaxkatoTcsi B rpade "IIpumeuanue" BHyTpeHHEH OIMCH CO CCHUIKAMHM Ha
COOTBETCTBYIOIIHME aKThl. [Ipy HEOOXOIMMOCTH MOTYT OBITH COCTABIICHBI HOBas WTOrOBas 3alUCh K
BHYTpPEHHEH OIKCHU U JIUCT-3aBEPUTENH JIeTa.

17. Jlena mepenaroTcsi B apXuB OpraHU3alldd IO ONMCSM, COCTaBIEHHBIM B CTPYKTYPHBIX
MO/Ipa3IeIICHUSsX.

Onucu aen CTPyKTYpHBIX NMOAPA3/EICHUM COCTaBISIFOTCS MO YCTaHOBJIEHHOW ¢opMme B JIBYX
IK3EMIUIApaX M MPEIACTABIAIOTCS B apXMB YUPEXKIEHHUS HE IO3JHEE 4YeM 4Yepe3 OAMH ToJ Iocie
3aBepUICHMS JIeN B IEIONPOU3BOICTBE.

OnucH cocTaBmsOTCA OTACIBHO Ha JIea TMOCTOSIHHOTO XPaHeHHUsI; Jefla BpeMeHHBIX (cBbie 10
JIET) CPOKOB XpaHEHWs, W JeJla, COCTOSALINE W3 JOKYMEHTOB, XapaKTEPHBIX TOJBKO ISl JaHHOU
opranuzanuu. OTIe’bHbIE OMHCH COCTABJISIFOTCS HA €IUHHIIBI XPAHEHUS SJIEKTPOHHBIX JOKYMEHTOB
MIOCTOSIHHOTO XpaHEHHUs; BpeMeHHbIX (cBbIe 10 j1eT) CpOKOB XpaHEHHUS.

18. IIpu cocTaBieHUU OMUCH AET CTPYKTYPHOTO IMOApa3feieHHs COOIIOAAIOTCS CIEAYIOIIHe
TpeOOBaHUS:

- 3aroJIOBKH JIeJl BHOCSATCSI B OIKCh B COOTBETCTBHH C MPUHATON CXEMOI CHUCTeMaTH3alllH Ha
OCHOBE HOMEHKJIaTyphl JIET;

- KaXJ0€ JeJ0 BHOCUTCS B ONMCH IOJ MOPSAKOBBIM HOMEPOM (€CIH JEJI0 COCTOUT U3
HECKOJIBKUX TOMOB WJIM YacTe, TO KaXKIBIH TOM WM 9acTh BHOCSTCS B OIMCH TIOJ] ITOPSIKOBBIM
HOMEpOM);

- rpadbl OMUCH 3aMOIHSIOTCS B TOYHOM COOTBETCTBHH CO CBEJIEHUSIMHU, KOTOPbIE BHIHECEHBI Ha
00JIOXKKY Jiena;

- tpadpa ommcu "llpumedanue" HWCHONMB3yeTCS MJII OTMETOK O TPHEME e, OCOOCHHOCTSX
(U3NYECKOTO COCTOSIHUSA, O Iepejrade Jell IPYTUM CTPYKTYPHBIM MOJpa3JesieHHsIM CO CCBUIKOW Ha
HEOOXOIMMEIN aKT, O HAJIMYMHU KOIIUH.

B koHIle omucu Belen 3a MOCIETHEN onmucaTeNbHON cTaThel 3amoHsAETCS UTOrOBasl 3alKcCh, B
KOTOpO# yKa3biBaroTcs (upamMu U MPOIKCHI0) KOJIMUYECTBO JIeT, EPBBIM U MOCIeTHUI HoMepa JIel 10
OMHCHU JeJ, a TaKKe OTOBAPUBAIOTCS OCOOCHHOCTH HYMEpAlMM JeNl B ONMUCU (HAUYHE JUTEPHBIX H
MIPOMYIIIEHHBIX HOMEPOB).

19. Ilepen BHECeHHEM 3aroJIOBKOB €l B OMUCH IMPOBEPSIIOTCA KadecTBO (POpMUPOBaHUS U
odopmIIeHHs €], COOTBETCTBUE KOJIMYECTBA /1€, BHOCUMBIX B OIUCH, KOJIMYECTBY 3aBEJICHHBIX eI MO
HOMEHKJIAType Je]l OpraHu3aI[iH.



20. Ilpu mnpocMmoTpe JHen MpPOBEPSIOTCA: COOTBETCTBHE 3arojioBKa Jela COJAEPMKAHUIO
JOKYMEHTOB B JleJle; IPaBUIBHOCTh O(OPMIIEHUS U I'PYNIUPOBKU JOKYMEHTOB, BKJIIOUEHHBIX B JEJI0;
Ka4eCTBO MOJUIMBKY WM IIEPEIUIETA JIeJIa; IIPABWIBHOCTh HyMEpallUU JINCTOB JIej1a; HAJIMYUE B JCIIe, B
HEOOXO/JMMBIX CllydasiX, BHYTPEHHEW ONMCH Jiela U INPaBHIBHOCTh €€ COCTaBJICHHs; IPaBUIbHOCTD
oopmiieHHs OOJOXKKM Jefa; HaJIU4YhMe M IPaBWIBHOCTh JIMCTa-3aBepUTeNs Jena. B ciyuae
oOHapyKeHMs HapyIIEHUsl YCTAaHOBJIEHHBIX IPaBUI (GOPMHUPOBAHUSA U O(GOPMIIEHUS AEN OHU JOJKHBI
OBITH YCTPAHEHHBI.

21. B ciay4yae oOHapy>K€HUsI OTCYTCTBHSI JI€J1, YUCISIIUXCS 10 HOMEHKJIATYpe €]l OpraHu3aluH,
CTPYKTYPHBIM TOJpa3ielieHueM IPUHUMAIOTCS MephI IO po3bicKy. OOHapy)KeHHbIE Jiefla BKIIIOYAIOTCS
B onuch. Eciiu MpUHATBIE MEphI HE JaJIM Pe3yJIbTaTOB, TO HA HEOOHAPYKEHHBIE JIe/1a COCTABIISIETCS aKT
00 yTpaTe TOKYMEHTOB, KOTOPBIM IMOJIMUCHIBACTCA PYKOBOJUTEIEM CTPYKTYPHOTO MOApA3ICNeHUs U
IIEPEIAeTCsl BMECTE € ONMCHIO JI€ CTPYKTYPHOIO IOPA3ACICHUS B apDXUB OpraHU3aL1H1.

22. Tlepenava nen B apXWB OPraHM3aIlMM OCYLIECTBIAETCS MO TpaduKy, COTIACOBAHHOMY C
PYKOBOIOUTENSAIMUA  CTPYKTYPHBIX  IIOIPA3[C/ICHUM, IEpEelaloluX JOKYMEHTbBl B apXWB, U
YTBEPKICHHOMY PYKOBOJHUTEIIEM YUPEKACHUS.

23. B mepuoj moAroToBKHM el Ha OyMa)XXHOM HOCHUTENE CTPYKTYPHBIM IOJpa3/ieleHUuEM K
nepesiaye B apXUB OpPraHU3aluu COTPYIHUKOM apXKBa MPOBEPSAETCS MPABUIBHOCTh UX (OPMUPOBAHUS,
oopmieHHss M COOTBETCTBUE KOJIMYECTBA JEJ, BKIIOYEHHBIX B OINMCh, KOJHYECTBY JIEll,
C(OPMHPOBAHHBIX B COOTBETCTBHH C HOMEHKIATYpOH el OpraHu3anud. Bce BBIABICHHBIE IPH
IIPOBEPKE HEAOCTATKU B (POPMUPOBAHUU U OYOPMIICHUH €] paOOTHUKU CTPYKTYPHOT'O MOAPa3eICHUs
00s513aHBI yCTPAHUTb.

24. TlpueM-nepenaya Jen B apXMB YUPEXKJICHHs NPOU3BOAUTCA pPaOOTHUKOM apxuBa B
IPUCYTCTBUM pabOTHHKA CTPYKTYpHOrO mnojpasjaeneHus. Ha sk3emmiispax omucu Jell, JTOKyMEHTOB
MIPOCTABIIACTCS. OTMETKA O HAJIW4YUU Jeja. B KOHIE KakIoro 5SK3eMIUIApa OIUCU YKa3bIBaXOTCA
nudpamMu ¥ NPONKUCHIO KOJIMYECTBO (PAKTUUECKH MPUHATHIX B apXHUB JIE]I, HOMEPA OTCYTCTBYIOIIUX JEl,
JaTta IpueMa-nepeadn Aell, a TakKe MOAINCH JIMIA, OTBETCTBEHHOI'O 3a apXUB, U JIMIIA, IIEPEAABILETO
Jena.

25. Ilepegaua >IEKTPOHHBIX JOKYMEHTOB B apXWUB MPOM3BOJIUTCS HAa OCHOBAHUHU ONHCEH
JJIEKTPOHHBIX JEJ, JTOKYMEHTOB CTPYKTYpPHBIX MHoJpasfaeinceHuil no VHTepHeTy WiIM Ha CBhEMHBIX
MaTepHalIbHBIX HOCUTENSAX (HAKOMHTENSX), KOTOPBbIE MPEICTABISIOTCA B JBYX HICHTHYHBIX
JK3EMILIIpax.

IIpy mepepade dIEKTPOHHBIX JOKYMEHTOB B apXUB OPraHU3ALMU BBIIOJIHAKOTCSA CIEAYIOIIHE
OCHOBHBIE MTPOLIEYPBI PabOTHI C TOKYMEHTAMMU:

- (hopmupoBanue B HH(POPMALIMOHHON CUCTEME OpraHU3ALUU JIEKTPOHHBIX A€, SBISIOIIMXCS
COBOKYITHOCTBKO KOHTEHHEPOB DJJIEKTPOHHBIX JOKYMEHTOB WJIM KOHTEHMHEPOM 3JIEKTPOHHOIO
JOKYMEHTa, COJAEP)KaIlllUM KOHTEHT M METaJaHHBbIE 3JIEKTPOHHOI'O JOKYMEHTA, (paiibl 3JIEKTPOHHBIX
MOJMNKCEN Y BU3YAJTTU3UPOBAHHYIO KOIIMIO TEKCTOBOI'O AJIEKTPOHHOTO JoKyMeHTa B popmare PDF/A;

- (hopMupoOBaHHE ONMUCH IEKTPOHHBIX /1€, JOKYMEHTOB CTPYKTYPHOT'O MOApa3/IeNeHHUS;

- NPOBEpPKA APXMBOM OpraHU3ALMM SJIEKTPOHHBIX JOKYMEHTOB HAa HAJIWYUE BPEIOHOCHBIX
KOMIIBIOTEPHBIX ITPOTPaMM;

- IPOBEPKA BOCITPOU3BOJUMOCTH JIEKTPOHHBIX JTOKYMEHTOB;

- IpOBepKa (PU3UUECKOT0 U TEXHUYECKOI'O COCTOSIHUS HOCUTENEH (MpH mepeaaye 3JIeKTPOHHBIX
JIOKYMEHTOB B apXHB OPTaHU3allMH HAa ChEeMHBIX MaT€pPHAIbHBIX HOCUTENSX);

- IPOBEPKA MOJIMHHOCTHU JIEKTPOHHOU MTOANKMCH, KOTOPOU MOAIMCAH 3JIEKTPOHHBIN JOKYMEHT.

[IpyeM >7€KTPOHHBIX JOKYMEHTOB B apXUB YUpexJeHUs Mo VHTepHeTy WIM Ha ChEMHBIX
HOCUTENISIX O(OPMIIIETCSI COCTAaBICHHEM MTOTOBOM 3amMCH B KOHIIE OIHKCH DJEKTPOHHBIX JIel,
JOKYMEHTOB, B KOTOPOM LU(ppaMu M IPONHUCHIO YKa3bIBAETCS KOJINYECTBO (DAKTUYECKM HPUHATHIX B
apXUB IEKTPOHHBIX JEJI U MIEKTPOHHBIX JOKYMEHTOB. MITOroBas 3anuch NOATBEPKAAETCS IMOAINUCIMU
COTPYJHHUKA apXMBa U COTPYAHHMKA CTPYKTYPHOTO IOAPA3IEICHHUS, IIEPEAABILErO JIEKTPOHHBIC JEa U



JOKyMEHThI. [Ipu mpreMe Ha apXMBHOE XpaHEHHE JJICKTPOHHBIC Je/ia 3aBEPSAIOTCS SJICKTPOHHOM
MOJIMUACHIO PYKOBOAUTEIIS OPraHU3aI|H, UK YITOJTHOMOYEHHOTO UM JTOJDKHOCTHOTO JIHIIA.

ITociae npueMa B apXvB OJJICKTPOHHBIX AOOKYMCHTOB Ha CBCMHBIX HOCHUTCIAX BKIIAJbIIIH,
MOMEIIICHHbIE B (yTJIsIp €IMHHUIBI XPAHEHUS B CTPYKTYPHOM TIOJApa3/ICiCHUM, 3aMEHSIOTCS Ha
BKJIQIBIIIH, O()OPMIICHHBIE B apXUBE.

Ha Bknameiie, momemaeMoM B GYyTIAp €AWHHIBI XpaHEHHs, OGOPMISIEMOM B apxHBE,
yKa3bIBACTCS:

- HAaMMEHOBaHKE OpraHu3aIiu (MOJHOE, COKPAIICHHOE),

- Homep (oHAa;

- HOMEP OIMKUCHU ICKTPOHHBIX JIE], JOKYMCHTOB;

- HOMEp JieJa 110 OIKCH;

- OTMETKA O CTaTyCe FK3EMILTAPA JEKTPOHHBIX JTOKYMCHTOB;

- KpaiiH#e AaThl JOKYMCHTOB 3JICKTPOHHOTO JICIIa;

- pH HEOOXOIUMOCTH O(GOPMIIAIOTCS TOMOJHUTEIbHBIE OTMETKH 00 OrpaHMYCHHH JOCTyMa K
AOKYMCHTaM.

Bxuaeiin momeriaercs B GyTiisip Guzndecku 0060COO0ICHHOTO MAaTEPHATIBHOTO HOCUTEIS TAKHM
00pa3om, YTOOBI HAIMCK Ha HeM OBLTH BHIHBI IPU 3aKPBITOM (yTIIsIpe.

26. Briaua OyxraaTepcKoi TOKYMEHTAIMK 13 OyXTalTeprH WM apXuBa JOMYCKACTCs TOJIBKO B
HCKIIIOYUTCIIBHBIX ClIydadX C pPaspClliCHUA TIJIaBHOI'O 6yxra.HTepa, HHBIX OOJ’)KHOCTHBIX JIMII,
OTBETCTBCHHBIX 38 XpaHEHHE JOKYMEHTOB.

27. Hacrosiiiee MOJIOKEHHE BCTYNMAeT B CHJIY C MOMEHTa €ro YTBEPXKACHHUS IMPUKA30M
PYKOBOIUTEIS YUPEKICHUS U TOBOIUTCS 10 CBEACHUS BCEX PAOOTHUKOB MEPCOHATBHO C OTMETKON 00
O3HAaKOMJICHUH.



