IIpunoxenne Ne 9
K YYeTHOH NMOJIUTHKE

ITOJIO’)KEHUE

0 XpaHeHHUH (MOAIIUBKE) NEPBUYHBIX JOKYMEHTOB, YYETHBIX PETHCTPOB M OyXIaJTepcKoii
OTYETHOCTH

1. Hacrosiiee mosnoxeHne pa3pabOTaHO B COOTBETCTBUU C MOJOKEHUsIMH DenepaibHOro 3aKoHa
ot 6 nexadps 2011 r. N 402-®3 "O OGyxranrepckom ydere", @enepaibHOTO 3aKoHA OT 22 oKTsA0pst 2004 .
N 125-®3 "O06 apxuHOM aene B Poccuiickoit deaepannn", mpukaza MunucrepcTBa KyabTypsl PO ot 31
mapta 20151. N 526 "OO yTBepXKOCHMM NpPaBWJI OpPraHU3AlMN XPAaHCHHS, KOMILJICKTOBAaHUS, y4uéra U
UCITIOJIB30BaHUsl JTOKYMEHTOB ApxuBHoro ¢onga Poccuiickoii ®exepanmu W APYyruxX apXHUBHBIX
JOKYMEHTOB B OpraHax roCy/1apCcTBEHHO! BJIACTH, OpPraHaXx MECTHOTO CAMOYIIPABICHHUS U OPTaHU3aIHsIX .

2. Hacrosiee NoJ0XKEHUE PETyIUpYeT TOPSIOK OpraHu3aiuy XpaHeHus! (TIOAIINBKY) TEPBUYHBIX
JIOKYMEHTOB, YUETHBIX PETUCTPOB U OYXTaJdTePCKOW OTYETHOCTH.

3. B coorBerctBHM ¢ 1. 1. cT 29 ®DenepanbHoro 3akona ot 6 aexadbps 2011 r. N 402-d3 "O
oyxranrepckom yuere" WIIDD PAH obecneunBaeT XpaHEHME NEPBUYHBIX (CBOIHBIX) YUYETHBIX
JIOKYMEHTOB, PETUCTPOB OYXTaJTEPCKOr0 ydeTa B TEYCHHUE CPOKOB, YCTAHOBJICHHBIX B COOTBETCTBHH C
IIpaBUJIaMU OpPraHU3allMHA IOCYAAPCTBEHHOIO apXWMBHOrO jena B Poccuiickoin ®enepannu, HO HE MEHEE
ISITH JIET TI0CJIE OKOHYAHUSI OTYETHOTO T'O/[a, B KOTOPOM (32 KOTOPBIi) OHU COCTABIICHBI.

[lpy HanmuuMM TEXHUYECKOH BO3MOXKHOCTH CYOBEKT ydeTa BIPaBE OCYIIECTBIISATh XpaHEHHE
NIEPBUYHBIX JIEKTPOHHBIX JIOKYMEHTOB (AJICKTPOHHBIX PETUCTPOB) HA JICKTPOHHBIX HOCHUTEISAX C yUETOM
TpeboBaHuil 3akoHOMaTeNbCTBA Poccuiickoit deneparuu, peryIupyronero UCrojab30BaHUe JIEKTPOHH 0N
HOJIIIKCH B DJICKTPOHHBIX JJOKYMEHTAX.

4. XpaHeHHE TEPBUYHBIX JOKYMEHTOB, YYETHBIX PETUCTPOB M OYXTalITEpPCKOH OTUYETHOCTH
OpraHU3yeTCsl PyKOBOAUTEIEM.

5. O06s13aHHOCTH 0 OOECHEUEHUI0 COXPAHHOCTU MEPBUYHBIX JOKYMEHTOB, YYETHBIX PETUCTPOB,
OyXrajaTepckoil OTYeTHOCTH, O(GOPMIICHHIO W Iepefaye HX B apXHUB BO3JIAralOTCs PYKOBOJIUTENIEM
OpraHM3aly Ha [JIaBHOTO OyXxrairepa.

6. IlepBuuHbIE JOKYMEHTHI, YYETHbIE PETHUCTPHI, OyXTradTepCcKUe OTUETHI MOAJIEXKAT 00sI3aTeIbHON
nepeaaye B apxuB.

Jlo mepenaun B apXWMB NEPBUYHBIE JOKYMEHTBI, YYETHBIE PETHCTPbI, OYyXrajJTepcKue OTYETHI
JIOJDKHBI XPAaHUTHCS B OyXTalTepud B CHEIHATIBHBIX MMOMEIICHUSX WM 3aKPBIBAIOIIUXCS MIKadax IMoJ
OTBETCTBEHHOCTb JIMLI, YIOJHOMOUYEHHBIX TJIaBHBIM OyXTaJaTepoM.

7. IlepBUYHBIE JTOKYMEHTHI, YYETHBIC PETHUCTPHI, OyXTalTepCKHE OTYETHI IO Tepelayd B apXHB
HO/IINBAIOTCS B JIEJIO.

8. B meno momemarTcs JOKYMEHTHI, KOTOPBIE IO CBOEMY COJIEPYKAHHUIO COOTBETCTBYIOT 3arOJIOBKY
Jiena, Ipy 3TOM 3alpellaeTcsl TPYNIUpoBaTh B Jieda YEPHOBBIE U J1yOJETHbIE SK3EMIUIAPHI JOKYMEHTOB, a
TaKXe JJOKYMEHTBI, TIOJIe)KAaIie BO3Bpary.

9. Ilpu popmMupoBaHUH Jiesia HEOOXOIUMO COOIIOATh CIEAYIONINE TPeOOBaHUS:

- JOKYMEHTHI TIOCTOSTHHOTO M BPEMEHHOTO XpaHEHHs HEOOXOJWMO TPYIIHPOBATH B OTACIHHBIE
nena;

- BKITIOYATH B JIEJIO TI0 OJTHOMY SK3EMIUISIPY KaXKI0TO TIOKyMEHTa;

- TPYNIIUPOBATH B JI€JI0 JOKYMEHTHI OJJHOTO KaJIeHIapHOT'o IroJia.

10. Jlemo Ha OyMa)kHOM HOCHTENE HE JODKHO cojaepxaTh Oosee 250 MUCTOB, MPHU TOJIIMHE HE
6onee 4 cm.

11. JIOKyMEHTBI, COCTABIISFOIIUE JIEJI0 Ha OYMakHOM HOCHTEIIE, TIOAIINBAIOTCS HA YETHIPE MPOKOJIa
(Ha Tpu mpokona - Ui MaTO(QOPMATHBIX JIel) B TBEPAYI OOJIOKKY WM HEpPEeIUIeTaloTCs C y4eTOM
BO3MOXXHOCTH CBOOOJHOTO UYTCHHS BCEX OKYMEHTOB, JIaT, BH3 M PE3OJIOIUI Ha HUX, METaNTHYCCKUE


http://demo.garant.ru/document/redirect/70103036/0
http://demo.garant.ru/document/redirect/12137300/0
http://demo.garant.ru/document/redirect/71183090/0
http://demo.garant.ru/document/redirect/70103036/2901

CKPEIUIEHUS U3 JOKYMEHTOB YAAISIOTCS.

B Hauazne nena Ha OyMa)XHOM HOCHTENE NPU HEOOXOJUMOCTH MOAIIMBAIOTCS JIUCThI BHYTPEHHEH
OIMCH JJOKYMEHTOB JIeJ1a, B KOHLIE KaX10I0 JeJia - JTUCT-3aBEPUTENb JIeia.

12. B nensax obecrnedeHHs COXPAHHOCTU U 3aKpEIUIEHHs MOpsIKa PaclloyIOKEHHUs JOKYMEHTOB,
BKJIIOUEHHBIX B JI€JI0 Ha OyMaXHOM HOCHUTEJNE, BCE €ro JMCTbl (KpoMe JHCTa-3aBEpUTEeNs Aeja U
BHYTPEHHEH OIUCH) HYMEpPYIOTCS B BaJIOBOM IOpsKe apaOCKUMHU IU(pamMH, KOTOpbIE MPOCTaBIAIOTCS B
PaBOM BEpPXHEM YINIy JIMCTa JOKYMEHTa IPOCThIM TpaUTHBIM KapaHIAallOM WIA HyMepaTOpOM.
VYnorpebiieHMe 4YepHWJ M LBETHBIX KapaHJalled A HyMmepaluM JMCTOB 3ampemiaercs. JIMcTsl
BHYTPEHHEH OIUCHU JOKYMEHTOB JI€J1a HyMEPYIOTCS OTAENIBHO.

JIucTel men, COCTOAIMX U3 HECKOJIBKMX TOMOB WM YacTeH, HyMEPYIOTCS IO KaKIOMY TOMY WX
YacTH OTEJIBbHO.

CIo’keHHBIM JHMCT Pa3BOpAaYMBAacTCd U HYMEpYyeTcs B IpaBOM BepxHeM yriy. IIpu sTtom nwmer
aro6oro ¢opmara, IOJIUTHIN 32 OIMH Kpaid, HyMepyeTcs: KaK OJMH JIUCT; JIUCT, CII0KEHHBIA U MOIINTHINA
3a CepelluHy, MOMJIEKUT IIEPEIIMBKE U HyMEpPYeTCs KaK OJUH JIUCT.

JIuct ¢ HarlyXxo HakJI€eHHBIMU JOKYMEHTaMH HyMepyeTcsl Kak OAMH JIUCT. Eciau K JOKyMEHTY
HOJKJIEEHbl OJHUM KpaeM Jpyrue JOKYMEHThl (BBIPE3KH, BCTABKM TEKCTa, HEPEBOJIbI), TO KaKIbIi
JIOKYMEHT HyMEpYeTCsl OTJENbHO.

[TonmmTele B 1€JI0 KOHBEPTBHI C BIOKEHUSMU HYMEDPYIOTCS; IPHU 3TOM BHadajle HyMepyercs
KOHBEPT, a 3aTEM OYEPEIHBIM HOMEPOM KaXKJI0€ BJIOKEHHE B KOHBEPTE.

[ToamuTeie B A€710 JOKYMEHTHI C COOCTBEHHON HyMepaliei JUCTOB (BKJItOYas MeyaTHbIE U3/1aHus)
MOTYT HYMEpOBaTbCsi B OOIIEM IMOPSJKE WIM COXPaHATh COOCTBEHHYIO HYMEpALMI0, €CJIM OHa
COOTBETCTBYET IIOPSAKOBOMY PACIIOJIOKEHUIO JINCTOB B JIEIE.

B cnywasx oOHapykeHHs OONBIIOrO YHcia OMIMOOK B HYMEpAIlUH JIMCTOB Jiea IPOBOAUTCS
nepenymepauus. I[lpy Hanmuuum OTAENABHBIX OMIMOOK B HyMEpaluu JMCTOB Jiefla JOIyCKaeTcs
yIoOTpeOICHHE JTUTEPHBIX HOMEPOB JINCTOB.

13. JIucr-3aBepuTenb ziena COCTABISIETCS Ha OTIEIBHOM JIMCTE, B KapTOTEKax - Ha OTAEIbHOM
aucte gpopmaTa KapTouku. JIucT-3aBepuTensb Aena NOAMUCHIBAETCSA €ro cocTaBuTeneM. Bee nocneayromnue
U3MEHEHHs B COCTAaBE U COCTOSIHMH Jiesia (TIOBPEKACHUS, 3aMeHa MOATMHHBIX JOKYMEHTOB) OTMEUAIOTCs B
JIMCTE-3aBEPUTEIIE CO CCHUIKOW HA COOTBETCTBYIOLIUH aKT.

3ampenaercss BBIHOCUTBH JIMCT-3aBEpPUTENb Ha OOJOXKKY Jeda WIM YHUCTBIE 000poT sucTa
nocieAHero JokyMeHTa. Eciu feno moamwmro WM mneperyieTeHo Oe3 OJlaHKa JIMCTa-3aBepuTelNisl, OH
JIOJKEH OBITh HaKJIEEH 3a BEPXHIOIO YacTh JINCTA HA BHYTPEHHIOIO CTOPOHY O0JIOKKH B KOHIIE JeTIa.

14. Ha oO0noxke [en MOCTOSHHOIO XpaHEHHUs IpelycMaTpUBaeTCsi MECTO JJisi HauMEHOBAHMUS
rOCyJapCTBEHHOTO (MYHMIMIIAIBHOIO) apXuBa, B KOTOPBIM Jeia opraHu3auuu Oynyt npuHatel. [lpu
oopMIIEHHH OOJIOKKH Jejla HaMMEHOBAaHHE OPraHM3allMM YKa3bIBAE€TCS IMOJIHOCTHIO, B UMEHHUTEIbHOM
nagexe. llomHoe HamMeHOBaHME BBILIECTOSIIEH OpraHM3alMM YKa3bIBae€TCsl HaJ HAWUMEHOBAaHUEM
OpraHM3aliy - UCTOYHMKA KOMIUIEKTOBaHHUS (Tak)Ke B MMEHUTENbHOM Majexe). Ecnu opranuzanus wiu
BBILIECTOSIAS] OPTaHU3AIMs UMEIOT COKpallleHHbIe HAMMEHOBAHMs, TO OHM YKa3bIBAIOTCS B CKOOKaX MocCie
MOJIHOTO HAUMEHOBaHMUSI.

IIpy W3MEHEHMM HaMMEHOBAHMsI OpraHu3aluu (CTPYKTYPHOIO IOAPA3JEIECHUs) B TEUYECHHUE
nepuoja, OXBaThIBAEMOIO JOKYMEHTaMH [eNa, WIM IpHU Iepenade Jeja B JIPYryl0 OpraHU3alHUIo
(cTpyKTypHOE TMOJpa3/ieieHne), Ha OOJIOKKE Jeda JIOMHCHIBAeTCs HOBOE HAWMEHOBAHUE ATOH
OpraHM3alMl WM OpraHU3alMU-TIPaBONPEEMHUKAa (CTPYKTYpHOTO IMOJApA3JeNeHus), a IpexHee
3aKJII0YAETCsl B CKOOKH.

15. Ha o0mosxKke jena yKa3bIBarOTCS:

- HAMMEHOBAaHNE OpPraHU3alluu U €€ HEMOCPEACTBEHHAS TOTUNHEHHOCTD;

- HAMMEHOBaHHE CTPYKTYPHOI'O MOIpa3iesIeHus;

- NHJEKC JeT1a;

- HOMep ToMa (JacTu);

- 3ar0JIOBOK Jiefia (TOMa, YacTH);



- KpaifHue 1athl jena (ToMa, 4acTH);

- KOJIMYECTBO JIMCTOB B JIeNe (TOME, 4acTH);

- CPOK XpaHEHHUsI JIeNa;

16. 3aronoBok jgena Ha OyMa)KHOM HOCHTEJNIE M 3arojIOBOK 3JIEKTPOHHOTO Jejla MEPEeHOCITCs Ha
00JIOKKY Jenia (3JEKTPOHHOTO Jejia) M3 HOMEHKIATYphl Jel1 OpraHu3aliH. 3arojioBOK JIOJKEH
COOTBETCTBOBATh COJIEP)KAHUIO IOKYMEHTOB B JIETIC.

B Tex ciyuasx, Koraa A€o COCTOUT M3 HECKOJIBKUX TOMOB (4acTeil), Ha 00J0XKKY KaXJI0ro TOMa
(4acTr) BEIHOCHTCS OOIIUI 3ar0JIOBOK JIeja, a P HEOOXOAMMOCTH - 3ar0JIOBOK KaXKJI0T0 TOMa (4acTH).

B 3aronoBkax jpen, colepikaliMX KONHUU JIOKYMEHTOB, YKa3bIBA€TCSl HA KOJIMYECTBO KOIMIL.
[TonnMHHOCTH JOKYMEHTOB JI€/Ia B 3aroJIOBKE HE OrOBApUBAETCS.

17. Ha obnoxke Jnema yka3plBaeTCs naTa Jaena - Toi(bl) 3aBEACHHS W OKOHYAHUS Jelia B
JIEJIONPOU3BO/ICTBE.

Ecin B 1€m0 BKJIIOYEHBI JTOKYMEHTHI (HAallpUMEp, NPUIIOKEHUS), JaTa KOTOPbIX HE COBIIAJAET C
JaToM Jena, TO MO/ IaTO ¢ HOBOM CTPOYKH JeNaeTcs 00 STOM 3alKCh.

Jlata nena MOXKET HE YKa3blBaThbCsA TOJIBKO Ha OOJIOXKKax e, COJAepKalluX TroJIOBbIE IJIaHbl U
OTYETHI U APYTUE TOKYMEHTHI, 1aThl KOTOPBIX OTPAXKAIOTCS B 3ar0JIOBKAX JEIl.

[Tpu o603HaueHNM AAaTHl JOKYMEHTA CHayalla YKa3bIBAaeTCs YHCIIO, 3aTeM MeCSII U Toj1. Yucio u rox
0003HavaroTCs apabCcKuMu U(paMu, Ha3BaHUE MecsIIa - CIIOBOM.

Ecin pgara noKyMeHTa WIM OTHAEIbHBIE €€ 3JIEMEHTHl OINpPEAEAIoTCS NPUOIU3UTENbHO, Ha
OCHOBaHUHU aHallu3a COJIEp’KaHUs JOKYMEHTa, TO JaTa WM OTAENbHBIE €€ DJIEMEHTHl, He a0COIIOTHO
JIOCTOBEPHBIE, 3aKIF0YAIOTCS B KBAJAPAaTHBIE CKOOKHU.

18. O6s13aTeNIbHBIMU PEKBU3UTAMU OOJIOKKHU Jieja SIBJISIFOTCS yKa3aHWe KOJMYeCTBa JIMCTOB B JIeJe)
(mpocTaBisieTcss HAa OCHOBAHUU JIMCTA-3aBEPUTENS J€la) U CPOK XpaHEHHU Jiena (Ha Jesax MOCTOSHHOTO
XpaHeHus umeTcs: " XpaHuTh MOCTOSHHO").

19. HM3meHeHuss cocraBa JOKYMEHTOB Jeia (M3bATHSA, BKIIOYEHHUS JOKYMEHTOB, 3aMEHa
JOKYMEHTOB KOMHUSAMH) oTpaxatorcsi B rpade "lIpumeuanue" BHYTpEeHHEH OMUCH CO CCBhIIKaMU Ha
COOTBETCTBYIOIIME aKkThl. [Ipm HEOOXOAMMOCTH MOTYT OBITH COCTABJIEHBI HOBas MTOTOBas 3alUCh K
BHYTPEHHEH ONKCH U JIUCT-3aBEPUTEND JENA.

20. Jlema mepenaroTcs B apXUB OpraHM3allMM [0 ONUCSM, COCTABJIEHHBIM B CTPYKTYpPHBIX
NOJIpa3AcIICHUsX.

Onucu nen CTPYKTYpHBIX MOJAPA3JIENeHUN COCTaBISIOTCS IO YCTAHOBJIEHHOM (opMme B JBYX
SK3EMIUISIpaX M MPEACTABISIOTCS B ApXUB OpPraHU3allid HE IMI03/IHEE YeM uepe3 OJUH TOJ IMOCIe
3aBepUICHMUS JIeN B I€JIONPOU3BO/ICTBE.

Onucu CcOCTaBISIFOTCS OTAENBHO Ha Jella TMOCTOSTHHOTO XpaHEHHs; Jieja BpeMeHHBIX (cBbimie 10
JIeT) CPOKOB XpaHEHHUs, M JeJa, COCTOSLIME M3 JOKYMEHTOB, XapaKTepHBIX TOJBKO JJs JaHHOUN
opranuzaiu. OTAENbHbIE OMUCU COCTABIISIIOTCA HA €AMHUIBI XpPaHEHUs SJIEKTPOHHBIX JOKYMEHTOB
MOCTOSTHHOTO XPAaHEHUsI; BpeMEHHbIX (CBbIIe 10 JIeT) CpPOKOB XpaHEHHUS.

21. Tlpu cocTaBi€HHWU OMHUCH JeNl CTPYKTYPHOTO MOJpPAa3JeNeHusi COOII0AAI0TCSA ClIeAyIOIIne
TpeOOBaHUS:

- 3aroJIOBKM JIeJ1 BHOCSATCS B OMHCh B COOTBETCTBUU C NMPHUHSATOM CXEMOM CUCTEMaTH3allud Ha
OCHOBE HOMEHKJIaTypHI JIE;

- KaX/10€ JIEJI0 BHOCUTCS B OIUCH MO/ MOPAJIKOBBIM HOMEPOM (€CIH JEJI0 COCTOUT U3 HECKOJIBKUX
TOMOB WJIM YacCTe, TO KKl TOM HJIM YaCTh BHOCSITCS B OMUCH IO/ MOPSIKOBEIM HOMEPOM);

- Tpadbl ONMKCH 3aMONHAIOTCS B TOYHOM COOTBETCTBUU CO CBEICHUSIMHU, KOTOPHIE BHIHECEHBI Ha
00JIOKKY J1ena;

- tpada omucu "lIpumeuanue" HUCHONB3yeTCS Ui OTMETOK O IpHEME JIell, OCOOCHHOCTAX
(GU3NYECKOTO COCTOSHUA, O Tepenade JAesl APYTUM CTPYKTYpPHBIM MOJpa3fesieHUusIM CO CCBUIKON Ha
HEOOXOJHMMBIH aKT, 0 HAJTUYUU KOIIHI.

B xonHIe ommcu Bcied 3a MOCHEIHEN OIMMCATEIILHON CTaTheW 3aIlONIHISTCS WTOroBas 3allich, B
KOTOPOH yKa3bIBatoTCs (Lu(ppaMu U MPOMUCHIO) KOJUYECTBO eI, ePBhId U MOCIEeIHUI HOMepa JIel 110



ONKCH JIeJ, @ TAaKXKe OroBapHBAIOTCS OCOOCHHOCTH HYMEpAlUU /el B ONHCU (HAJMYUe JUTEPHBIX U
IPOIMYIIEHHBIX HOMEPOB).

22. Tlepen BHECEHHMEM 3arojlOBKOB [l B ONKCH IPOBEPSIOTCS KayecTBO (OPMHUPOBAHUA U
oopmieHHs J1e)l, COOTBETCTBUE KOJIMYECTBA JEJ, BHOCUMBIX B OIHCH, KOJUYECTBY 3aBEIECHHBIX /€1 110
HOMEHKJIAType JIeJI OpraHUu3aIUH.

23. IIpu mpocMOTpe 1€ MPOBEPSIFOTCS: COOTBETCTBHE 3arojloBKa JieJla COEPKaHUI0 TOKYyMEHTOB B
Jiene; TPaBMWIIBHOCTD O(QOPMIICHMS W TPYIIUPOBKU JTOKYMEHTOB, BKIIIOUYCHHBIX B JI€NI0; KayecTBO
HNOJIIMBKY WJIM Ieperuiera Jena; IpaBUIbHOCTb HYMEpaluu JMCTOB Jefla; Halu4yue B Jene, B
HEOOXOJMMBIX CIy4asx, BHYTPEHHEH OINHMCH Jella M TPaBHIBHOCTh €€ COCTAaBIICHUS; NPaBHILHOCTH
oopmieHus o0I0XKKH Jiesla; HAIMYKE U NPaBUIBHOCTh JIUCTa-3aBepUTENs Jena. B ciydae oOHapyxeHus
HapyILICHUs YCTaHOBICHHBIX PaBuiI (GOpMUpOBaHUS U 0OPMIICHHUS €T OHHU JOJDKHBI OBITh YCTPaHEHBI.

24. B ciay4yae oOHapyXeHHs OTCYTCTBHS i€, YUCIAIIMXCS IO HOMEHKJIAType Jiel OpraHu3alui,
CTPYKTYPHBIM TOJpa3AeiCHUEM MPUHUMAIOTCS MEpHI M0 po3bicKy. OOHapyKEHHBIE Je]a BKIIOYAIOTCS B
onuck. Ecnu npuHsATHIE MEpBl HE Jajld pe3yJIbTaTOB, TO Ha HEOOHAPYKEHHbIE JieJla COCTABISAETCS aKT 00
yTpare JOKYMEHTOB, KOTOPBIA MOMIMUCHIBACTCS PYKOBOJIUTENIEM CTPYKTYPHOTO TMOJApa3ACieHus U
HepeaeTCsi BMECTE C OMUCHIO A€ CTPYKTYPHOI'O MOJpa3IelIeHHs B apXUB OpraHU3alMu.

25. Tlepegaua nem B apXWB OpPraHU3AIMHM OCYIIECTBIISICTCS MO TpaduKy, COrJIaCOBAHHOMY C
PYKOBOJUTENSIMU CTPYKTYPHBIX MOApa3AeICHUN, NepearoliuX JOKYMEHThl B apXUB, U YTBEPKICHHOMY
PYKOBOJIUTENIEM OpTaHU3aIIHH.

26. B mepuoa MOArOTOBKM J€d Ha OyMa)XKHOM HOCHUTENE CTPYKTYPHBIM IOApa3feieHUEM K
nepeaaye B apXHB OPraHU3ALUU COTPYIHHKOM apXHWBa IMPOBEPSETCS MPABHIBLHOCTh WX (HOPMHUPOBAHHMS,
o(opMIIeHHs U COOTBETCTBHE KOJIMYECTBA /€], BKIIFOUYEHHBIX B OIUCh, KOJIUYECTBY J€J1, CPOPMUPOBAHHBIX
B COOTBETCTBUU C HOMEHKJIATYPOH Jei opraHu3anuu. Bce BBIIBICHHBIE NMPH MPOBEPKE HEAOCTATKH B
(dbopMHpOBaHUU U OPOPMIICHUH €] pAOOTHUKH CTPYKTYPHOTO M0/pa3AeiaeHus 00s3aHbl yCTPAHUTD.

27. Ilpuem-niepenaya /11 B apXuB OpPraHU3alUuU IPOU3BOAUTCS PAOOTHUKOM apXHWBa OpraHU3aIHU
B NPUCYTCTBUM PAaOOTHHUKA CTPYKTYpPHOro mnojpaszaeneHus. Ha sk3zeMiuigpax omucH e, JOKYMEHTOB
IPOCTABIISIETCS OTMETKA O HAJMYHUH JieNa. B KOHIIE Ka)KI0Tro dK3eMIUIIpa ONMUCH YKa3bIBAIOTCS TUPpPaMu U
IPOMKCHIO KOJMUYECTBO (PaKTHUECKH MPHUHATBIX B apXWB Jiel, HOMepa OTCYTCTBYIOIIMX JeJ, JAara
npremMa-Tepeadn e, a Tak)Ke TTOAIKCH JIUIA, OTBETCTBEHHOTO 3a apXUB, U JINIIA, IEPEIABIIETO JIea.

28. Ilepenaua HJIEKTPOHHBIX JOKYMEHTOB B apXHMB OpraHU3allMM MPOM3BOIUTCS HAa OCHOBAHUU
orrcei ANIEKTPOHHBIX e, JTOKYMEHTOB CTPYKTYPHBIX MOJIpa3IeIeHN I o
UH(POPMALIMOHHO-TEIEKOMMYHHUKAIIMOHHON ceTH (TpH HAJMYUU B apXHUBE OpraHU3alMKi UH(OPMAIIMOHHON
CUCTEMbI) WIM Ha (U3NYECKH O00OCOOIEHHBIX MaT€pUAIbHBIX HOCUTENSX, KOTOpbIE NPEACTaBISAIOTCS B
JIBYX UJCHTUYHBIX IK3EMIUIIpax.

[lpn mepenave >IEKTPOHHBIX IOKYMEHTOB B apXUB OpPTaHM3ALWU BBITIOTHSIOTCS CIIEAYIONINE
OCHOBHBIE NPOLEAYPHI pabOThI ¢ JOKYMEHTaMHU:

¢dopmupoBaHne B MH(POPMAIMOHHOW CHUCTEME OPTaHU3AIlMH AJIEKTPOHHBIX JIEN, SBIISTFOIINXCS
COBOKYITHOCTBIO KOHTEHHEPOB 3JIEKTPOHHBIX JIOKYMEHTOB MJIM KOHTEHHEPOM 3JIEKTPOHHOTO JOKYMEHTa,
COJIepKalM KOHTEHT M METaJIaHHBIE AJIEKTPOHHOTO JOKYMEHTa, (ailiibl 3JIEKTPOHHBIX TOIMHCEH M
BU3YaAJIU3UPOBAHHYIO KOIHIO TEKCTOBOTO 3JIEKTPOHHOTO JOKyMeHTa B popmare PDF/A;

(dbopMHEpOBaHUE OMTUCH AMEKTPOHHBIX JIEIT, TOKYMEHTOB CTPYKTYPHOTO TTOIPa3/ICICHUS;

NpOBEpKAa apXMBOM OpraHU3allMyd JJIEKTPOHHBIX JIOKYMEHTOB HAa HAJIWYME BPEIOHOCHBIX
KOMITHIOTEPHBIX TTPOTPAMM;

POBEPKa BOCIIPOU3BOAMMOCTHU 3JIEKTPOHHBIX JOKYMEHTOB;

npoBepKa (PU3MUECKOTO0 W TEXHUYECKOTO COCTOSHHS HOCHTENel (NMpu mepemade SIeKTPOHHBIX
JIOKYMEHTOB B apXUB OpraHU3allMK Ha PU3NUECKU 000COOIEHHBIX MaTEPUAIBHBIX HOCUTENSX);

NPOBEPKA MOUTMHHOCTH JICKTPOHHOM MOJITUCH, KOTOPOH MOIITUCAH AIIEKTPOHHBIN TOKYMEHT.

[Tpuem JJEKTPOHHBIX JIOKYMEHTOB B apXxuB OpraHu3aIH 1o
UH(POPMAIMOHHO-TEIIEKOMMYHHUKAIIMOHHON ceTH (TIpH HAJIMYUU B apXHUBE OPTaHU3aINH HH()OPMAITHOHHOH
CHCTEMBI) WK Ha PU3NUIECKH 000COOICHHBIX HOCUTENAX 0(hOPMIISIETCSl COCTAaBIEHUEM UTOTOBOM 3aIUCH B



KOHIIE OTHUCH 3JICKTPOHHBIX JI€J, JOKYMEHTOB, B KOTOPOH IIU(paMH U MIPOMHCHIO YKa3bIBAETCS KOJIMUECTBO
(aKTUYECKH MPUHATBIX B apXHB 3JCKTPOHHBIX €A M SJICKTPOHHBIX JOKYMEHTOB. MTOroBas 3amuch
MOATBEPKAACTCS IOANKUCAMHU COTPYIHMKA apxuBa M COTPYAHHUKA CTPYKTYPHOIO IOApa3JIeiICHUs,
HepeIaBIlero dJICKTPOHHbBIE Jea U JOKyMEHTHI. [Ipy npueMe Ha apxXMBHOE XpaHCHHE JJIEKTPOHHBIC Jeiia
3aBEPSIOTCS DJICKTPOHHOM IMOAMUCHIO PYKOBOJIUTEIS OpPraHU3allMH, WX YIOJHOMOYECHHOIO WM
JIOJDKHOCTHOTO JIUIIA.

[Tocne mpuema B apXuB JIEKTPOHHBIX JOKYMEHTOB Ha (PU3NYECKU 000COOIEHHBIX MAaTePHAIbHBIX
HOCHTENSX BKJIA/BIIINA, MOMEIICHHbIC B (QYTJISp €AMHUIIBI XPAaHEHHs B CTPYKTYPHOM IOJpPa3/e/ICHHH,
3aMEHSIOTCS Ha BKJIQIBIIIHN, OOPMIICHHBIE B apXHBE.

Ha Bxiajpiie, mnoMemaeMoM B (QYTIAp €IMHHUIBI XpaHeHHs, O(OPMIIIEMOM B apXuBe,
yKa3bIBaCTCS:

- HAaMMEHOBAHUE OpraHu3alKy (MOJHOE, COKPAIICHHOE),

- HoMmep (oH/a;

- HOMEp OIKCHU JEKTPOHHBIX JIeJ, JOKYMEHTOB;

- HOMEp JieJia 110 OIIHCH;

- OTMETKA O CTaTyCe IK3EMILIAPA FJIEKTPOHHBIX JTOKYMEHTOB;

- KpaifHHe JaThl JOKYMEHTOB 3JICKTPOHHOTO JeIa;

- IpUd HEOOXOTUMOCTH O(POPMIISIFOTCS TOMOJHUTEIbHBIC OTMETKH 00 OTpPaHHUYEHHH JOCTyMa K
JIOKYMEHTAaM.

Bxiageiin momeniaercss B QyTiasip GU3UUECKH 000COOIEHHOr0 MaTepHAIbHOTO HOCHUTENSI TaKUM
00pa3oM, 4TOOBI HaIIUCH HAa HEM ObUTH BHIHBI IIPU 3aKPBITOM (QyTIIsIpe.

29. Bbiiaua OyXraaTepcKod JOKYMEHTAIlMKM W3 OyXraaTepHy WA apXHBa JOMYCKAeTCsS TOJLKO B
HUCKIIIOYUTCIIBHBIX  ClIydadX C pa3pCliCHUA TJIaBHOTI'O 6yxraJ1Tepa, HHBIX JOJDKHOCTHBIX  JIMII,
OTBETCTBEHHBIX 328 XpaHEHUE JOKYMEHTOB.



