HenapramenT
BHYTpEeHHeH NOJTHTHKH
HeHenxoro aBTOHOMHOIo OKpyra

IIPUKA3

oT 18 HosOps 2019 r. Ne 26
r. Happsaa-Map

06 yrBep:xnennn UHeTpykuun
N0 OpraHu3anuy paboTel apxuBa u GopMHUPOBAHHUS
3JIEKTPOHHOI0 apXHBa B anNapaTte MHPOBOIo CyAbH
HeHenxoro aBToHOMHOI0 OKpyra

B cBs3M ¢ HEOOXOIMMOCTBIO YCTAHOBIEHUS €IUHOTO MOpAnKa ohopMIeHHs
U CPOKOB IOAIOTOBKM IOKYMEHTOB, B TOM YHCJI€ 3JEKTPOHHBIX JOKYMEHTOB,
00pa3yIoIUXcs B ISATEIbHOCTH MUPOBBIX cynei HeHelkoro aBTOHOMHOTO OKpyTa,
IS cHavyd B apXuMB CyAeOHOro ywacTka, a TakXke pPYKOBOJCTBYACH
MeroguueckuMu  peKOMEHJALMSMH [0 OpraHu3andd padoTHl apxuBa U
(QOpPMHPOBaHMIO BJIEKTPOHHOTO apxWBa B allapare MHPOBOTO  CyIbH,
YIBEpXKIEeHHbIMH 1ocTraHoBieHueM IIpesmanyma CoBetra cynein Poccuiickoit
DOenepammm ot 06.02.2019 Ne 708, [TPUKA3BIBAIO:

1. VrBepaute HMHCTpyKiMIO 1O oOpraHuzanmu paOdOThHl  apxuBa H
(GopMHpOBaHUS IIEKTPOHHOTO apXuBa B ammapare MHpOBOro cyapu Henerkoro
aBTOHOMHOTO OKpyra cornacHo [Ipunoxenuro.

2. [Ipu3HaTh YTPATUBIIUMU CHITY:

npuka3 [emapramMeHTa IO B3aMMOJECHCTBHIO C OpraHaMH MECTHOTO
CaMOYTIPAaBIICHHUA U BHEIIHMM CBA3AM HeHeuxkoro aBTOHOMHOrO OKpyra
or 14.08.2017 Ne 8 «O06 yrBepkmenun HMHCTpYKIIMM 1O opraHu3aluud pabOTHI
apxuBa MUPOBOIO cyabU HeHelnkoro aBTOHOMHOI'O OKpyray;

IYHKT 2 W3MEHEHUW B OTHeNbHBIE [puKasel J[lenaprameHra 1o
B3aMMOJENUCTBUIO C OpTraHaMKd MECTHOTO CaMOYIIPaBJICHHS U BHEIIHUM CBA3AM
Henenkoro aBTOHOMHOTO OKpyra B c(epe OpraHM3alMOHHOIO oO0ecreyeHUs
JesATeIBHOCTH MHUPOBBIX cylied HeHenkoro aBTOHOMHOro okpyra, yTBEPIKAEHHBIX
npukazom JenaprameHTa IO  B3aMMOJEUCTBHIO C OpraHaMd  MECTHOr'O

CaMOYIIpaBJIEHHS] W BHEIIHWUM CBA3IM HeHeLKOro aBTOHOMHOTO OKpyra
oT 27.02.2019 Ne 9.



2

3. Hacrosmumit mpuka3z BCTyNmaeT B CHIY €O JAHS ero OQUUHUANIBHOrO
oIy OJIHKOBaHUS.
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Ipunoxenue

K mpukasy JlemapramenTa BHyTpeHHEH
moJUTHKY HeHeLIKoro aBTOHOMHOTO
okpyra oT 18.11.2019 Ne 26

«O6 yrBepxaennu MucTpykuuu mno
opraHu3aiuy paboTel apxuBa U
(bopMHpPOBaHHUsl SIIEKTPOHHOTO apXKBa B
arrapaTe MUpOBOro cyasu Herenkoro
ABTOHOMHOTO OKPYTa»

HHcTpykuus
[0 OpraHu3auuu paéoThl apxusBa U (GOPMHPOBAHHA
3JIEKTPOHHOr0 ApXHBa B aNnapaTe MHPOBOro CyAbLH
HeHenkoro aBTOHOMHOT0 OKpyra

Pasznen |
OO0mue moJoKeHN A

1. UaCcTpykums 1o opraHm3aluu paboThl apxWBa U (OPMUPOBAHHUIO
BIIEKTPOHHOTO apxXWBa B ammapare MUPOBOrO CyIbH HeHeukoro aBTOHOMHOTO
okpyra (naiee — WHcTpykuus) pa3spaboTaHa B COOTBETICTBHU C (helepabHBIMA
KOHCTUTYIMOHHBIMH 3aKkoHamMu oT 31 mexabps 1996 r. Ne 1-OK3 «O cynebHO#
cucreme Poccuiickoit ®eneparum», ot 7 ¢deBpans 2011 r. Ne 1-OK3 «O cymax
obmelt ropucaukimu B Poccuiickodt ®enepauuu», (emepalbHBIMH 3aKOHAMHA
ot 8 suBaps 1998 r. Ne 7-®3 «O Cynebnom nenapramente rpu Bepxosaom Cyne
Poccuiickoit @eneparum», ot 17 nexabps 1998 r. Ne 188-03 «O MUpOBEBIX CyabIx
B Poccuiickoii ®enepanuu», ot 22 okTsaops 2004 r. Ne 125-@3 «OG6 apXuBHOM
gene B Poccuiickont @enepauyu», lIpaBaiamMu opraHusaldyd  XpaHEHWS,
KOMIIICKTOBaHUS, y4deTa W HCIIONB30BaHusi JOKyMEeHTOB ApxuBHOro ¢oHzaa
Poccuiickoit ®enepammu W ApYrMX apXWUBHBIX JOKYMEHTOB B OpraHax
TOCYJJapCTBEHHOH BJIACTH, OpTaHax MECTHOI'O CaMOYIIPABIICHHS M OpTaHM3aIlusX,
YTBEPXKIAECHHBIMU NpHUKazoM MuHHcTepCTBa KyabTypsl Poccuiickoit ®eneparuu ot
31 mapra 2015 1. Ne 526 (nanee — IlpaBuna Ne 526), [IpumepHoii HOMEHKIATY PO
Iel M JOKyMEHTOB, OOpasyIOIIUXCS B [AEATeILHOCTH MHPOBHIX CYIEH,
yIBepxaAeHHOH I'eHepanbHbiM aupexkropoM CyneOHOro memapTaMeHTa IIpu
Bepxosaom Cygne Poccuiickoit ®enepanun 9 urons 2011 r. (nanee — [Npumepnas
HOMEHKJIaTypa), JEeHCTBYIOUIMM MepeuHeM IOKYMEHTOB (enepalbHBIX CYAOB
o0IIel IOPUCOUKLIMU C yKa3aHHEeM CpPOKOB UX xpaHeHus (nmanee — IlepeueHn
JOKYMEHTOB), YTBepXKHEeHHBIM mnpukazoM CyneOHOTO JAemapTaMeHTa IIpu
BepxosHom Cyne Poccuiickoit @enepauny, MeTOOHYECKIMH pPEKOMEHAAIMSIMI
II0 OpraHus3anuu paboThl apxuBa U (GOPMHUPOBAHHIO HIIEKTPOHHOTO apXHBA B
anmapare MHPOBOIO CYIbH, YTBEPKICHHBIMM MOCTaHOBNeHHeM [Ipe3umumyma
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Cosera cymeit Poccuiickoit @eneparmu ot 06.02.2019 Ne 708, m ampyrumum
HOPMAaTHBHBIMH [IPaBOBBIMH akTamMH B cdepe apxMBHOrO Jeima U
IEIOIPOU3BOCTBA.

2. UHcTpykuust pa3spaboTaHa B LENAX YCTaHOBIIEHHS €AHWHOTO IOpsIKa
OPraHU3aIlNH XPaHEeHUs JOKYMEHTOB (DJIEKTPOHHEIX TOKYMEHTOB), 00pa3yomuXcst
B IIpOLIECCE JESATENBHOCTH allllapaTa MHUpPOBOTO CyAbU. VIHCTpYKIUS SBHSETCS
00s3aTebHON 1711 HCTIONHEHH MUPOBBIMH CYIBAMH U HX allllapaTaMy.

3. UHcTpyKuus ompefenser MOPSIOK: COCTaBJIeHHs omuced nen (omuceit
DIIEKTPOHHBIX [IeN); OGOpMIIEHHS CYIeOHBIX Jel W UHBIX JOKYMEHTOB K
IIOCIEAYIOLIEMY XPAaHEHUIO B apXWBE, W HMX Mepeladdl B apXuB; IPOBEICHUS
3KCIIEPTH3B] HEHHOCTU AOKYMEHTOB; OIpPEeASIICHUsI CPOKOB XpaHeHus el U otoopa
IHOKYMEHTOB Ha YHHYTOXXEHHe; IepeBojia MNOKYMEHTOB B DIIEKTPOHHBIA BU;
COCTaBJIEHHUS Hay4HO-CIIPABOYHOI'0 amnmapara; BeJCHWs ydeTa apXHBHBIX Jell;
IIPOBEPKH HaJIM4UsA U COCTOSHUSA apXHUBHBIX [€J; OpraHH3allifl HCIIOIB30BAHUA
apXUBHBIX Je1; o0ecredeHNss COXPaHHOCTH apXUBHBIX el

4. Opranuzanys ydeTa, KOMIUIEKTOBAaHMS, HUCIOJIb30BAaHUS M XpaHEHUsS
3JIEKTPOHHBIX A€l W JOKYMEHTOB OCYLIECTBISCTCS IPH HAJIWYAU TEXHUYECKON
BO3MOXHOCTH.

5. Ilonoxenus MHCTpyKUUK He pacpoCTPaHSIIOTCS HAa OPraHU3alMIo yUeTa,
KOMIUIEKTOBAaHUS, UCIIONB30BaHUA U XpaHEHUS JOKYMEHTOB, COJAEpIKaIUX
CBEJICHH, COCTABIIAIOLINE TOCYAaPCTBEHHYIO TaliHy.

6. Ina unenelt Hacrosumx WMHCTPYKIMH HCHIONB3YIOTCS cnenyromne
TEPMUHBI U ONpeIe/IeHU:

apXWBHBIE JOKYMEHTBI — JOKYMEHTBI CyJeOHOro ydacTka, NepelJaHHbIe B
YCTaHOBIICHHOM IIOpsiIKe HA XpaHEeHHe B apXUB CyeOHOro yJacTka;

JIeJI0 (PNIeKTPOHHOE JAeN0) — COBOKYITHOCTH IOKYMEHTOB (DJIEKTPOHHBIX
JOKYMEHTOB), CQOPMUPOBAHHBIX B COOTBETCTBHU C HOMEHKJIATYypPOH e,

eIMHNLA XPAHEHUs IEKTPOHHBIX AOKYMEHTOB — KOHTEHHep 2JIeKTPOHHOTO
JTOKYMEHTa,

KOHTeIHep DJEeKTPOHHOIo JAOKYMEHTa — YIAaKOBKa, BKIIOUYAIOLIAs
3JIEKTPOHHBIN TOKYMEHT B (popMaTe apXUBHOT'O XPAHEHUS U €T0 MeTalaHHbIE,

MeTaJaHHBIE — JJaHHbIE, ONMCHIBAIOIINE KOHTEKCT, COAep)KaHHe, CTPYKTYPY
3JIEKTPOHHOIO JOKYMEHTA, a TaK)Ke IPOLIECCH YIIPaBIIeHHs UM Ha MIPOTSHKEHUHN ero
KU3HEHHOTO LIUKJIA;

MalllMHHBIA HOCHTEeNb HH(popManuy — J000e TEXHHYECKOE YCTPOHCTBO
mmbo  ¢u3Mdeckoe TMone, TNpeaHasHaueHHOe IS (UKCALUM, XPaHEHHs,
HaKOIUIEHUs, IpeoOpa3oBaHus U Nepeauu KOMITBIOTEPHOH HH(OpMAITUH;

MHIpanHs (OIeKTPOHHBIX JTOKYMEHTOB) — IepeMelleHUe NOKYMEHTOB H3
OJHOW CHCTEMBI MM OJHOTO HOCHTENS B APYI'YIO CHUCTEMy WM Ha APYroi
HOCHTENIb C COXPaHEHHEeM ayTeHTHYHOCTH, LeJIOCTHOCTH, JIOCTOBEPHOCTH
JOKYMEHTOB ¥ IIPUTOAHOCTH UX JUIA UCIIOJIB30BAHUS; |

Gusuyecku 00OCOOIECHHBI MaTepUaIbHBIH HOCHTENb — MaTepPHAIbHEINA
HOCHUTENb, TNpeaHa3sHAYeHHBIH A 3allicH, XpaHeHus BHE HH(OPMaLHOHHOMN

CHCTEMBI M BOCIIPOU3BEeHUS HHPOpMaIK B PoBoii hopMe (IUCKH, TUCKETEL,
duien-xapTh);



SNIEKTPOHHBIH  JOKYMEHT —  JOKYMEHTHpOBaHHas  HHGopMauus,
IIpeJCTAaBIIEHHAs] B JJIGKTPOHHOH (opme, TO ecTb B BHJE, NPHUTOJHOM JUIs
BOCIIPUSITUSL YEJIOBEKOM C MCIOJB30BAaHUEM 3SJIEKTPOHHBIX BBIYUCIUTEIBHBIX
MalllvH, a TaKXke IJs Iepedauyd MO HUH(POPMALMOHHO-TEIEKOMMYHUKALIMOHHBIM
ceTsIM WM 00paboTKu B HHOOPMAITMOHHBIX CUCTEMAX.

WHble TepMUHBI U TIOHATHUS, HCTIONB3yeMble B IHCTpYKUHUH, COOTBETCTBYIOT
HOHATHSM, OTIpeACNIEHHBIM B 3aKOHOaTeabcTBe Poccuiickoit ®enepanuy.

Paznen I1
CocTaBnenue onucei aes (onuceid 31eKTPOHHbBIX /ieJ1)
Ha cyaeOHbIe Aeaa (Hapsiibl) NIOCTOSTHHOIO XpaHEeHH,
BpeMeHHOro xpanenus (cspime 10 Jser)
U UX IpeJcTaB/ieHHE HA YTBeP:KAeHHe

7. Orxce men (ONMUCH DIEKTPOHHBIX NIeN) — BTO ApPXWUBHBIM CIPaBOYHUIK,
HPEeACTABIAIOIINN COOOH CHCTEMaTH3UPOBAaHHBIN IE€peYeHb 3arOJIOBKOB Jel U
IpeHa3sHAYEHHBIN JUIS pacKpBITHS COCTaBa U COAEPXaHMS Aell, 3aKpeIUIeHUs HX
CUCTEMAaTU3allM¥ BHYTpH JOKyMeHTalbHOro (Gonaa U ux ydera. OmXHOBpeMEHHO
ONUChH JeNl SIBISETCS YUETHBIM JOKYMEHTOM U OCHOBHBIM BHIOM HAay4HO-
CIPaBOYHOTO ammapaTta K JOKyMEHTaM, 00eCleuMBalOIM ONEePaTUBHBINA MTOMCK
Iell.

Omuce gmen  (onuch JIEKTPOHHBIX —A€l) COCTABIAETCS HAa OCHOBE
HOMEHKIATYPHI JE.

8. Ha rpaxxmaHckue, yroioBHble, aAMUHUCTPATUBHBIE Jena, Aea (Hapsasl)
o011ero AEIONPON3BOACTBA TOCTOAHHOTO XpaHeHHsA, BpeMeHHOTO (cBbiie 10 jer)
CPOKOB XpaHEHMs 3aBOJAATCS OTHACIbHBIE ONHCH 10 (OopMe COTJIaCHO
ITpunoxenusam Ne 1, 2 x vactosmert MacTpyKUImm.

AHaNOrMYHEIE ONMCU COCTABIAIOTCS Ha SJCKTPOHHEIE Jena Mo (opme
cormacHo [Ipunoxenuam Ne 3, 4 k Hacrosmein ncTpykimm.

9. lna yuera gnen BpemMeHHOro (mo 10 JseT) CpokoB XpaHeHUS
PEKOMEHIYeTCS BECTH ONUCH Jell B DIEKTPOHHOM BHAE C MOCJEXYIOUIHM
pacreyaTelBaHMEM Ha OyMa)XXHOM HOCHTeNle B KOHIIE OTYETHOIO ToJa H
(GopMHpOBaHHEM B COOTBETCTBYIOIIHI HAPS.

IIpu yHuuTokeHWMH Takux nen B rpade «IIpumedanuwe» mnpocraBisercs
COOTBETCTBYIOLLAsI OTMETKA CO CCBUIKOM Ha akT 00 YHUUTOXXEHHUH JIeNa.

10. ITpn cocTaBneHn: onucH el COOMIONAIOTCS Cexyolue TpeGoBaHus:

3aroJIOBKH  J€II BHOCATCA B COOTBETCTBHM C NPHUHATOH CXeMOMH
CHCTEMATH3aLHK HA OCHOBE HOMEHKJIATYPHI JIelT;

€CJIM JIENI0 COCTOUT U3 HECKOJBKHX TOMOB HIIH YacCTel, TO KA bl TOM WK
9aCTh BHOCATCS O] OTAEIBEHBIM MOPSIKOBEIM HOMEPOM;

rpadbl 3alOMHAIOTCA B TOUHOM COOTBETCTBHUH CO CBEICHHSIMH, KOTODEHIE
BBIHECEHBI Ha OOJIOXKKY Jena;

rpada «[IpuMedanue» UcHONb3yeTCs IS OTMETOK O TpueMe (mepenaye)
Zielt, OCOOEHHOCTSX (PU3HIECKOT0 COCTOSHHS, O HAJIMYUAY KOIHMA U APYTOe.

11. Kaxxnast onuce nen Befercs ¢ eIUHOMN, BATOBOM HyMepalldeil B TeYeHue



4

HECKOJBbKUX JieT. HoMmepa 1o mopsiiky B I'OJOBOM pasfielle OIUCH e TOJDKHBI
IIPOAOIDKATh HyMepalKIo r0J0BOI0O paszelia OIIMCH [peIlUeCTBYIOLIErO roja.

JakOHYEHHasi ONMCh Jead OOKHA BKMO4YaTh He Oosee 9999 enunui
XpaHEeHMS.

12. Ilocne BHeceHHUs Aejia B OMUCH A€ Ha €ro 00JI0XKKe PSIIOM ¢ MOMETKOM
«IOCTOSHHOY» MPOCTABIAIOTCI HOMEP ONMUCH U HOMEP [iejIa O OIHUCH.

13. B cnyuyae oOHapy)XeHHs HOBBIX Aell, He BHECEHHBIX B OIUCH Jell, TAKHE
Jiena BHOCSTCS B YKA3aHHBIE OMUCH MO TUTEPHBIMU HOMEPaMHU.

BHeceHue wW3MeHEHMII B TOHOBBIE pa3feNbl ONUCU Jien T[ocle HX
YTBEPXKIEHUSA TIOCTOSIHHO JEUCTBYIOIIEH SKCIEPTHOM KOMHUCCHEH CymeOHOTro
y4dacTKa (majiee — SKCHEPTHOM KOMHCCHEH) NOoIycKaeTcs TOJNBKO Ha OCHOBaHHH
COOTBETCTBYIOIIMX PELICHUH OKCIEPTHOH KOMHCCHH CyHeOHOro ydacTka
MHPOBOTO CYAbH.

14. Tlocne xaXgoro NOCTYIUIEHHsS] WM BBIOBITUS HOKYMEHTOB (yTparTa,
OoOHapyKeHHEe HEYYTCHHBIX JOKYMEHTOB) COCTABJIIETCS HOBas UTOTOBAsl 3aIlUCh K
OIUCH JieJl, KOTopas MOAMUCHIBAECTCS €€ COCTABUTENIEM C YKa3aHHEM JOJDKHOCTH U
JIaThl COCTABJICHMS.

15. 3akoHUeHHas OMUCH e BMECTe C THTYJIBHBIM JIHCTOM U CIIPABOYHBIM
anmapaToM K Hel 3aK/TI04aeTCsl B TBEPAYIO OOJIOKKY, HyMepyeTcd U MOIIINBAETCS
WIN MEPETIeTaeTCs.

Kaxnas 3akoH4YeHHass OMUCH JeJNl, TOM OIMCH [l JNOJDKHBI HUMETh JIUCT-
3aBepUTETI.

16. [Ipy Hanuuuu B apxuBe IBYX U Oosiee Ommced [en BeAETCA PeecTp
ommucel fen o gpopme cornacHo [punoxxeruto Ne 5 k Hacrosimeit MaCTpyKIHH.

Onucu Jen BHOCSITCE B peecTp OIHCEH Jel B  XPOHOJOTHYECKOM
[OCIEAOBATENbHOCTA TMOCTYIUIEHHA IIOL COOTBETCTBYIOLIMMHU MOPSAIKOBBIMU
HOMEpaMH.

17. ®opMupoBaHue 3JEKTPOHHON ONHUCHU JeJI OCYLIECTBISETCS Ha OCHOBE
IEKTPOHHOM HOMEHKJIATypbl B aBTOMATHU3UpPOBaHHOM pexuMme. I[Ipa sToMm
«buneTpomM» Wi oT6opa HHPOPMAIMH SBISIOTCA CPOKH XpaHEHUs TOKYMEHTOB
(mocTossHHOTO, BpeMeHHOro (cBhIme 10 jieT) XpaHeHus).

B anexTpoHHON onMcH Aen COAEPIKATCS PEKBU3UTHI ONKCAHUI HHGOPMALIUT
Ha ypoBHe 1eina. O0s3aTeTbHBIMU PEKBU3UTAMH OIUCAHUS SIBJISFOTCS: TTOPSAIKOBEIHN
HOMEp 3amucH (HOMep Jena), MHAEKC JeNa, 3arojoBOK Jiela, yKa3aHHe Ha
NOJIMHHOCTD (KOIMMMHOCTD), KpaiiHHe AaThl JOKYMEHTOB, KOJHYECTBO JIKCTOB B
Jiesie, AaHHOTALMS TOKYMEHTOB.

IlopnmuHHMK ONMCH DBJEKTPOHHBIX Jeln odopMiseTcds Ha OyMa)XHOM
HOCHTEJIE.

18. Onucu nen (roxoBEIe pa3aeNbl OMUCEH ET) COCTABIAIOTCS

IIOCTOSHHOTO XPaHEHUs — HE MEHEe YeM B YeTHIPEX 3K3EMIUIIpax: TpHU Ha
OyMa)kKHOM HOCHTeJe H OIHMH B 9JIEKTPOHHOM BHAe (B KauecTBe paGodero
9K3EeMIISIpa);

BpeMeHHoro (cpeime 10 7er) XpaHeHHss — HE MeHee uYeM B JBYX
JK3EMILISpax.

19.Omucu fen (romoBele pasfensl omuceii) MOCTOSHHOIO XPaHEHUs
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pPaccMaTpUBAIOTCS OKCIEPTHOM KOMHCCHEH, TP HMX COIVIACOBAaHMH B KOHIE
pasmena craBurcsa Tpud «CorjacoBaHo» ¢ YyKa3aHMEM HOMepa IIPOTOKOJA
3KCIIEPTHOH KOMHUCCHH U OAThI 3aceJaHuUs.

20. CoracoBaHHbIe SKCTIEPTHOM KoMUCCHel OnucH fen (TOJOBbie pazfelbl
OIHCEH ) TOCTOSHHOTO CPOKA XPAHEHHS YTBEPKIAIOTCS MUPOBBIM CYIbEH.

21. Onucu (romoBBIe pa3leNibl omuceil) gen BpeMeHHoro (cBeime 10 meT)
XpaHEHMsT COTJIACOBHIBAIOTCS C  OKCIIEPTHOM  KOMHCCHEH, TIoclie  4ero
YTBEPKIAIOTCS MUPOBBIM CY IbEH. \

22.1lpm mnepBo#i mnepegaue JOKYMEHTOB B TOCYNApCTBEHHBIA apXuB
niepeJiaeTcsl HCTOpUYecKas CrpaBKa K (GOHIY.

Hctoprueckas crpaBka K (OHIY COCTOUT U3 UCTOPHH (hOHI00O0pazoBarens
(cymebnoro yuactka), ucropun ¢oHma (00beM, KpaliHUE JIaThl JOKYMEHTOB,
CTETeHb UX COXPAaHHOCTH, JaThl epeaadll JOKYMEHTOB Ha IIOCTOSHHOE XpaHeHUe)
M XapaKTEePUCTUKH AOKYMEHTOB (OH/A.

[Ipu nocnenyromux mnepepadyax HOKyYMEHTOB Il€pelaeTcsl AOIIOJIHEHHE K
HUCTOPHYECKOM CIIpaBKe.

Paznen II1
Odopmienue 1ej H HHBIX JOKYMEHTOB
K MOC/1eqyI0leMy XPAHEHHIO B apXUBe

23. 3akoHUeHHble  JEJIONPOM3BOACTBOM  CylneOHBle  nena,  Hapsmabl,
MaTepHalibl, Ipyrue JOKyMEHTHI, IOAJe)KAIe epeaatiec B apXuB Ha IMOCTOSHHOE
1 BpeMeHHoe (cBbime 10 mer) xpaHeHWe, OQOPMISIOTCS OTBETCTBEHHBIM
pabOTHUKOM ammnapaTa MUPOBOTO CYJbU B COOTBETCTBUH C TpeOoBaHusIMu IIpaBui
Ne 526, MuCTpyKuued mo cyxeOHOMY [ENONpPOHU3BOJICTBY Y MHPOBOTO CyIbH
Henenxoro aBroHOMHOr0 OKpyra m Hactosuei Unctpykiuei.

24. PemieHne Ha mepefady el B apXMB IPUHUMAET MUPOBOH CyIbs, a NpH
€ro OTCYTCTBHU — MHPOBOH Cyzabs, Ha KOTOPOTO BO3JIOXKECHO HCIIOJHEHHE €ro
ob6s3aHHOCTEH.

MupoBoii cyaps NpOBEpPSET BCe INPOM3BOJICTBO MO CyaeOHOMY ey,
Marepuaty.

25. ®opmMupoBaHUe [ena MPOUBBOAUTCS C YUETOM CJIEIYIOUIHX OOINUX
NpaBUi:

B [eJO IOMELIAIOTCs] WCIOJHEeHHbIE IOKYMEHTHI, COOTBETCTBYIOIME IIO
CBOEMY COAEPIKaHMIO 3ar0jI0BKY Jela [I0 HOMEHKJIAType Jell;

JOKYMEHTBI IOCTOSIHHOTO M BPEMEHHBIX CPOKOB XpaHEeHHUs IPyIIHPYIOTCS B
Zienia pa3aesibHo;

B JIeJI0 BKJIFOYAETCA 110 OJHOMY SK3eMILIAPY KaKI0T0 TOKYMEHTA;

JOKYMEHTB! JOJDKHBI OBITh HPAaBWIBHO M MOJHOCTHIO O(GOPMIIEHBI (MMEThH
JiaTy, MOANKUCH U MHBIE HeOOXOJUMBIE PEKBH3UTEI);

IIPUJIOXKEHUS TIOMEIAIOTCS BMECTe C OCHOBHBIMH JTOKYMEHTAMH;

B N0 TIPYNIUPYIOTCS JOKYMEHTBHl OJHOTO KaJeHOapHOro roja
(uckmodeHye: nepexosiye aena; cyaeOHble qea).

26. [lomHoMy OGOPMIEHMIO TIOIEXAT AeNa TOCTOSHHOTO ¥ BPEMEHHBIX



(cBhie 10 n€T) CPOKOB XpaHEHUSI.

27. ITomHoe odopmieHue aea Ha OyMaxHOM HOCHUTEIIE IIPeyCMaTpUBAET:

NOAIIUBKY WM IleperuieT NOKYMeHTOB Jena (HeopMaTHBIE AOKYMEHTEHI
XPaHATCS B 3aKPBITHIX TBEPABIX MalKaxX WK KOpoOKax);

HyMEpAaLUIO JUCTOB J1eJ1a;

COCTaBJICHHE JIUCTa-3aBepuTeIs, odopmisieMoro 1o (opMe CoOIacHO
[punoxenuto Ne 6 k Hacrosmuel MHCTpyKIny;

COCTaBJIeHHE BHYTPEHHEH OIMCH JOKYMEHTOB Jena, O(GopMIseMOH IO
¢dopme cornacHo [Ipunoxenuto Ne 7 k mactosmeii Mactpyxkiuu;

odopmiieHre 00JIOXKKH [iena.

28. JIOKyMEHTHl TOAILIMBAIOTCA HE MEHEe 4YeM Ha 4YETBIpe IpOoKoJia B
TBEPAYIO OOJIOKKY MW TMEpeIUieTaloTcs ¢ YYeTOM BO3MOXXHOCTH CBOOOAHOIO
YTEHHUS BCEX AOKYMEHTOB, AAT, BU3 M pE30JIIOLUA HAa HHUX, METaUIMYeCKue
CKpeIUIeHUs] U3 JOKYMEHTOB yaamstorcs. Ilpu oTcyTcTBHM mONsS Jjs MOAIIMBKU
JOKYMEHT HeOOXOAUMO HAKJIEHUTh 0e3 MOBPeXICHUs TeKCTa Ha BCIIOMOTaTeNnbHBIN
JIUCT.

JoKkyMeHTBl TOAMMBAIOTCA B JAENO B XPOHOJOTHYECKOM IOpsOKe, BCe
NpUOOIIeHHBIE B IPOLECCe PACCMOTPeHHMs CyAeOHOro Jejia JOKYMEHTBI — B
nopsaake ux mnocrymwieHus. K Jeny He HNOMKHBI NONIIMBATHCS JOKYMEHTH,
NoJJIeXxalre BO3BPaTy, a TakKe KOMNHU JTOKYMEHTOB, y)Ke HMEIOIMXCS B Iele,
YEePHOBHKH.

MaxkcuManbHOE KOJIMYECTBO JIUCTOB, MOAIIMBAEMBIX B OJUH TOM, He JOJDKHO
npessiaTh 250 NUCTOB MpH TONMUHE He Oonee 4 cM. Ecnu KONUYEeCTBO AUCTOB B
nene npesbimaer 250, mMarepuansl GOPMHUPYIOTCS B TOMa B XPOHOJIOI'HMUECKOM
nopsake. ToM 2 mMoxeT OBITH HauaT JUING Hocle okoH4aHus Toma 1. Ha Tomax
HoJDKeH OBITh OOIIKI 3ar0JI0BOK II0 HOMEHKJIAaType Aed.

B Hauane nena Ha OyMa)KHOM HOCHTEJE TPH HEOOXOIUMOCTH ITOIIIIUBAIOTCS
JUCTBHl BHYTPEHHEH OmHUCU JOKYMEHTOB [Jefid, B KOHIE KaXAOro Jena — JIUCT-
3aBEPUTEIID.

B ciny4ae mcrnonp3oBaHMA s (PUKCHPOBAHUA XoAa CyAeOHOro 3acemaHys
CPEICTB ayIUO3allUCH U WHBIX TEXHUYECKUX CPEICTB 3JIEKTPOHHbIE HOCHUTENIH
uHpopMalud (OUCKU, TUCKETHI, (IEII-KapThl) XPaHATCS BMECTE C CyAeOHBIM
aenoM. [Ipm 3TOM OHM JOJKHBI OBITH BIOHUTHI B cylneOHOE Aeno (MpHOoOIIeHBl K
NPOTOKONIy CyAeOHOro 3acedaHus) B YyIIaKOBaHHOM BuIe (KOHBEPT) C YKa3aHHEM
Ha YNAaKOBKE HOMepa Jeia, JaThl, a TakXXe IOANHCAHBl YIOJIHOMOYEHHBIM
pabOTHHKOM ammapaTta MHpPOBOTO CyHAbH. YTIaKOBKa MIOIDKHa ofecreunBaTh
COXPaHHOCTb 3JIEKTPOHHOIO HOCUTEISI OT MOBPEXIEHUH U MIOPYH.

29.Bce numcTel gmenma (KpoMe JMCTa-3aBEpPUTENS W BHYTPEHHEH OIMCH)
HyMEpYIOTCsl B BaJIOBOM TIOpsAAKe apaObckuMu OudpaMH, KOTOPbIe TPOCTaBIIAIOTCS
B IIPaBOM BEPXHEM YIUIy JINCTa JOKYMEHTa MPOCTHIM IpadUTHHIM KapaHZAIIOM
WU HyMepaTOpPOM.

JIMCTHI BHYTpeHHEH ONUCH AOKYMEHTOB Jlela HyMEPYIOTCS OTAENBHO.

JIMCTHI [es, COCTOSMMX M3 HECKOJBKHX TOMOB, HYMEPYIOTCS IO KaXKIOMY
TOMY OTACIIBHO.

dotorpaduy, ueprexxu U JApyrde WUIOCTPATHUBHBIE JTOKYMEHTE,
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IPeCTAaBISIONINEe CaMOCTOSITENBHBIA JIHCT B JieNe, HyMepyroTCsl Ha OOOpOTHOH
CTOPOHE B JIEBOM BEpPXHEM YTIIy.

CrnoxeHHBIM NUCT pa3BOpadMBaeTCs U HyMEPYETCs B [IPaBOM BEPXHEM YTIIy.
ITpu stom mmet mo6Goro ¢opmaTa, MOJIUUTHIA 3a OJWH Kpall, HyMepyeTcs Kak
OIIVIH JIACT; JTUCT, CIIOKEHHBIH U MOIIINTHIN 3a CepeUHy, OIEKUT NepelIuBKe U
HyMepyeTcsl KaK OJIUH JIUCT.

JIuCT ¢ HarIyxo HakKieeHHBIMH JOKYMEHTaMH (BBIPE€3KaMHU, BBIIHCKAMH,
pororpapusiMu) HyMmMepyeTcs Kak onxuH JHuCT. Ecliv K JOKYMEHTYy B Jene
NOJKJIEeHBl OJHUM KpaeM Jpyrue JOKyMeHTHl (BBIPE3KH, BCTaBKM TEKCTa,
NIePEBOBI), TO KaXKABIH JOKyMEHT HyMepyeTcs OTAENBHO. ,

[MonmmThie B neno KOHBEPTHI C BIOXEHHSIMH HYMEpYIOTCA; IIPU 3TOM
BHauaJle HyMepyeTcsl KOHBEpT, a 3aTeM O4YepeIHbIM HOMEPOM KaXI0€ BIOXEHHUE B
KoHBepTe. Ecny BIOKEHHS HyMepoBaTh HeENb3s, HX HAJIUYME OrOBapUBaeTCs B
3aBEPUTESIbHON HAATIHACH.

Iloguwmtele B 1el0 JOKYMEHTH ¢ COOCTBEHHOHW HyMepalueil JTHUCTOB
(BKIOUas mevyaTHble W3JAaHUS) MOTYT HyMEpOBaThCs B OOIIEM IIOPSJIKE MM
COXpaHATh COOCTBCHHYIO HYMEpPALWIO, €CI¥ OHa COOTBETCTBYET IOPSIKOBOMY
PACIIONOXKEHUIO JHCTOB B AeJIe.

[Mpu oOHapyxeHuH OOJNBLIOrO YHcla OMMOOK B HyMEPALMH JIUCTOB JENa
IPOBOJUTCA NepeHyMepalys, IpY KOTOPOH cTapble HOMEpPa 3a4SPKUBAIOTCSA OHOH
HakKJIOHHOM dYepTOd, W PANOM CTaBHTCA HOBBI HOMep JHcTa. [lpu Hamuuum
OTAENBHBIX OIIMOOK B HyMepaluW JHCTOB Jena JONycKaeTrcs ymnoTpeOneHue
NUTEPHBIX HOMEPOB JIKCTOB.

B cinyyae u3MeHeHus HyMmepalyy JHCTOB Jiejla COCTaBJIAeTCss HOBBIH JIUCT-
3aBEpUTelIb, IIPH 3TOM CTaphIii COXpaHIETCs B Jele.

30. Ilocne 3aBeplICHHs HyMepalWd JIHCTOB COCTaBIAETCS 3aBepUTEbHAst
HaJKCh, KOTOpasl pacrioyaraeTcs B KOHIIE Jiesla Ha OTAEIbLHOM JIUCTe-3aBepHTEIe,
opopmiseMom 1o ¢opMme cormacHo Ilpunoxenuto Ne 6 Kk Hacrosmiet
WHcTpyxuun.

3anpemaeTcs BEIHOCUTH JIUCT-3aBESPUTEs HA OOJIOKKY Jeiia HIH YHCTHIH
0060pOT JIUCTA MTOCIIETHEro NoKyMeHTa. Eciiu Aeino MOAINTO WK NieperieTeHo Oe3
OJaHKa JIMCTa-3aBEPUTENIS], OH JOJDKEH ObITH HaKJIeeH 3a BEPXHIOKO YacTh JIUCTA HA
BHYTPEHHIOIO CTOPOHY OOJIOXKKH B KOHIIE JieNa.

B 3aBepuTenpHOM HAANMCH YKa3hIBAlOTCS LHGPaMH M NPOIHCHIO
KOJHYECTBO IPOHYMEPOBAHHEBIX JIUCTOB U KOJIUYECTBO JIMCTOB BHYTPEHHEH OIHCH,
OroBapHBalOTCA OCOOCHHOCTH HyMEpalldd JHCTOB Jena (Hapspja) (Haamdue
NPOIYLIEHHEIX HOMEPOB; HOMepa JHCTOB C HAKICCHHBIMH (OTOrpadusaMy,
JNOKyMEHTaMH, BBIPE3KaMH M3 Tra3eT; HOMepa KOHBEPTOB C BIIOKEHHSIMH U
KOJUYECTBO BIOKEHHBIX B HUX JIUCTOB).

Bce nocnenyronye H3MEHEHHS B COCTaBe M COCTOSIHUY Jefia (IOBpeXIeHHUs,
3aMeHa IOUTMHHEIX JTOKYMEHTOB) OTMEYAIOTCH B JIUCTE-3aBEPUTENIE CO CCHIIKOM Ha
COOTBETCTBYIOLLIMH aKT.

3aBepuTenbHas HAIIUCh IMOANMKCHIBACTCS PAaOOTHHKOM, IPOM3BOLUBIIMM

odopMmiIeHHe jaena IS Nepeladd B apXuB, ¢ YKa3aHUEM IOJDKHOCTH H JaThl
COCTaBJICHUS 3TOU HAITUCH.
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[Tpumep: B HacTosimeMm pnene (Hapsze) MPOMIMTO M NpoHyMepoBaHO 250
(oBECTH IATHIAECST) JIUCTOB, B TOM uucie 3 (Tpu) poTorpadun Ha nuctax: 20, 113,
235. Hmerotcs mutepHble nucthl ¢ Homepamu 10a, 33a, 336. B xomBepte (mct
245) HaxonuTCs TPyAOBas KHIKKa ocyxaAeHHoro VBanosa A.B.

31. OdopMieHue 06IOKKU Jel.

Ha obnoxkax e, moJuiexaliux NOCTOSHHOMY U BpeMeHHoMy (cBbime 10
JI€T) XpaHEeHHUIO, YKa3bIBAIOTCS:

HAUMEHOBaHHUE Cy1eOHOTO yUacTKa (TIONHOCTHIO, B AIMEHUTEIHHOM Majexe);

3ar0JIOBOK Jienia (ToMa);

dbamMuins, UMs, OTYECTBO OCYXIEHHOTO JIUIAa M TIOJHOE€ HauMEHOBaHME
craTbu YronoBHOro Kozekca Poccuiickoii ®Penepanyy, 1o KOTOpPOH JIULIO
OCYXKIEHO;

damutus, THUIHATIBL UCTHA, OTBETYHKA (HAMMEHOBaHUE OpTaHU3allu), CYyTh
WCKa (3asBIICHI); ‘

JaThl Havara U OKOHYAHUS Jefa;

HOMEDP MPOU3BOJICTBA 110 AETIY;

UHJIEKC Jiena;

HOMEp ToMa;

KOJIMYECTBO JIUCTOB B JIENeE;

CPOK XpaHeHHUs Jela ¢ yKa3aHHeM JaThl, JO KOTOPOH OCYIIEeCTBIISIETCS
XpaHEHHUeE;

IaTa Iepeavu Jelia B apXuB,

HOANMCH MUPOBOI'O CYABH (C paciin(pOBKOH MTOANUCH).

Jlena MOCTOSIHHOTO CPOKa XpaHEeHHs NOJDKHBI OBITH MOIIIMTHE B TBEPAYIO
OOJIOKKY.

Ilpy w3MeHeHWM HaWMeHOBaHMS CyJeOHOro ydacTka Ha OOJOXKe Jena
JONMCHIBAaETCs] HOBOE HAUMEHOBAHHUE, a IIPe)KHee 3aKII0YaeTCsI B CKOOKH.

3arosIoBoK Jena Ha OyMa)KHOM HOCHTENIE U 3arojIOBOK JIEKTPOHHOTO JIeNa
IepeHoCATCA Ha OOJIOXKY Jena (RJIEKTPOHHOTO Jela) W3 HOMEHKIATypHl.
3aronoBOK AQJIKEH COOTBETCTBOBATE COACPIKAHUIO JOKYMEHTOB B JIEle.

Ha o6noxxe nena ykaspIBaeTcs €ro mara — rofA(bl) 3aBeieHUs U OKOHUYAHMS
Jeyia B eJIONPOU3BOICTBE.

Ecin B menmo BKIIOYEHBI JOKYMEHTHI (HarpuMep, NPHIOKEHUs), JaTa
KOTOPBIX HE COBMNAIAeT C AATOW [iena, TO MOJ AATON ¢ HOBOM CTpOKH Aesnaercs ob
3TOM 3alMCh: «B meiie UMEIOTCS JOKYMEHTHI 3 ... TOA(BI)».

JaToii nmen, conepXkalluX pacHoOpsIUTENbHYI0 M HHYIO TOKYMEHTALUIO
(Doxianpl, MUCEMa), UL KOTOPO# TOYHAs JATHPOBKA MMEET BaXKHOE 3HAUYECHHE, a
TaKXXe JJIs e, COCTOAIIMX U3 HECKONBKUX TOMOB, SIBISIIOTCS aThl (IHUCII0, MECII,
roJ) perucTpamyy (COCTAaBIEHHUS, MOCTYIUIEHHS) CAaMOIO paHHEro M CaMoro
TIO3JHETO TOKYMEHTOB, BKIFOYEHHAIX B €0 (KpaliHue AaThl e, JOKYMEHTOB).

Ilpu o6o3HaUeHWU NAThHI NOKYMEHTa CHAydajla YKa3bIBAeTCS YHCIIO, 3aTEM
Mecal, ¥ roj. Uueiao M rox obo3HayaroTcsd apaOCKUMH LHdpaMy, Ha3BaHHE
MecsUa — CJIOBOM.

O6s13aTeNbHPIMH  PEKBU3HTAMHU OOJIOKKM fena Ha OyMaXKHOM HOCHTENE
SIBJIAIOTCA yKa3aHWe KOJIMYECTBa JHCTOB B Jeie (IPOCTaBiseTCS HA OCHOBAaHUH
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JHCTa-3aBEPUTEISI) M CPOK XpaHEHHWA Aena (Ha AesaxX IMOCTOSHHOIO XpaHEHH:
MUIIeTCS: «XPaHUTh MOCTOSHHOM).

32. Bo Bcex penax, mOJUIeXalllX Tiepefade B apXWB HA IIOCTOSHHOE MU
BpeMeHHOe XxpaHeHHe (cBeimie 10 Jer), cocTaBisieTCs BHYTPEHHSS OIIUCH
IOKyMEHTOB Jena, odopmwiseMas 1o ¢opme cormacHo IIpunoxenuro Ne 7 x
Hactoswei MHCTpYKIUK, ¢ yKa3aHHEeM 3arojioBKa, MHAEKCa (HOMepa) JOKYMEHTA,
JaThl M1 HOMepa JTUCTa B Hapse.

Ecnu femo Ha 6yMaXHOM HOCHUTelle NeperuleTeHo WX MoAIuTo 6e3 GiaHka
BHYTPEHHEH ONMWCH IOKYMEHTOB, TO COCTaBJieHHas IO yCTaHOBJIEHHOW (opme
BHYTPEHHSAA OMHUCH IONKJIEHUBAeTCS K BHYTPEHHEH CTOpPOHE JIHIEBOH ODJIOKKH
Jena.

Nsmenenus: coctaBa JOKYMEHTOB Jiela (M3bATHS, BKIIOYEHUS JOKYMEHTOB,
3aMeHa JOKYMEHTOB KOMUSMU) OTpaxkarotcs B rpade «IIpumeuanue» BHyTpeHHeH
OIUCH CO CCBHUIKAMH Ha COOTBETCTBYIOLIWE akThl. IIpy HeoOXOAMMOCTH MOTIYT
OBITH COCTaBIE€HBl HOBAas WTOrOBas 3allCh K BHYTPEHHEH OIMCH M JIMCT-
3aBepuTelb Aena.

JIicTEI, Ha KOTOPBIX C/ellaHa BHYTPEHHSs OMHUCh, HyMEPYIOTCS OTAEIBHO.
KonuuecTBO NHCTOB BHYTpEHHEN ONUCH YKA3bIBAaeTCS B 3aBEPUTENILHOU HAANKCH
riocye oOLLEero KOJIMYecTBa JIMCTOB B HApsIE Yepe3 apuPMETHUECKIH 3HAK TUIFOC.

33. B y4eTHO-perucTpalliOHHBIX >XypHalax MOCTOSIHHOIO W BPEMEHHOTO
(cBeime 10 ser) xpaHeHHs Nepel HUX Iepefauell B apxUB OCYIIECTBISETCS
HyMepalus JUCTOB U MPOU3BOAUTCS 3aBEPUTEIIbHAS HANIHUCH.

Ha oO0noxke perucrpamioHHOro >KypHaja WIM KHHUTH  COTJIACHO
HOMEHKJIATYpE MPOCTABIISIETCS CPOK XPAHECHUS U YKA3hIBACTCSA KOIMYECTBO JIUCTOB.

Ilepen mepenayei B apXuB y4e€THO-CTATHCTHUECKUX KapTOUEK IPOBEPAETCA
UX HaJIMYUe U 3arl0JHeHUe BCeX MPeyCMOTPEHHBIX PEKBU3UTOB.

Ilocne mepenaun nen B apXuB yUYETHO-CTATUCTUYECKHE KAPTOYKU TOJDKHBI
XpaHUTBCSI B KapToTeKax (SIIMKax, KapTOT€YHbIX MIKa(dax) OTHEIbHO M0
YTOJOBHBIM,  TpaKJaHCKWM,  aIMWUHUCTPATUBHBIM  JAenaM, Jeilam o0
aAMHHUCTPATHBHEIX IPAaBOHAPYLICHHAX B MOPAOKE HX HOMEPOB IO rogam. B
Ka)kKZIOM TOM€ JOJKHO OBITh He Gosiee 150 y4eTHO-CTaTHCTHYECKUX KapTOUEK, HO
He Oosiee 250 nucToB.

Y4YeTHO-CTATUCTUYECKUE KapTOUKH IIepellaloTCsl B apXWB BMeCTe C
anQaBUTHBIM YKa3aTeJeM.

34. DnexTpoHHBIE [TOKYMEHTHI, IOJICKallie XpaHEHHIO, IepeiaioTCs B
apXUB B BHAC KOHTEHHEpOB, OOECIEUHBAIOIIUX LEJIOCTHOCTL 3JIEKTPOHHBIX
AOKyMEHTOB, IO  HHGOPMAIIMOHHO-TEIEKOMMYHUKAITHOHHON  CeTH U3
COOTBETCTBYIOLEH aBTOMATA3MPOBAHHOW CHCTEeMBl CyAeOHOro ydacTka B
MHQOPMALIHOHHYIO CHCTEMY apXhBa WIH Ha O000COOJNIEHHBIX HOCHTENAXK
OHOKPATHOU 3aI1CH.

B KonTeliHep 3IEKTPOHHOIO NOKYMEHTa BKJIIOYAIOTCS (aitil 3JIeKTPOHHOTO
JIOKYMEHTa B (hopMaTe apXUBHOTO XpaHEHUS U (ailyi MeTaAaHHBIX JEKTPOHHOIO
JOKYMEHTA, BKJIF0Yas 3JIEKTPOHHBIE IMOATMHKCH.

KonTeliHephl 3J€KTPOHHBIX NOKYMEHTOB MOTYT IepelaBaThCs B apXHB Ha
¢usugeckn 0060COGNEHHBIX MaTEpUANBHBIX HOCHTENSIX ONHOKPATHOM 3alucH B
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IOBYX HMIEHTHYHBIX DK3€MILIApPax — OCHOBHOM (STAJIOHHBINA 3IK3EMILIAP, KOTOPBIA
HCTIONB3yeTCs] B HMCKIOYHTENIBHBIX ClIydasX, Halpumep, IUIS CO3JaHUS KOMMH
pabouero 3k3eMIUIsIpa) U pabodeM (C 3TOro 3K3EMIUISIpa U3rOTaBINUBAIOTCS KOIMHU
3JIEKTPOHHBIX JTOKYMEHTOB, B TOM YHUCIie JUIst POHMA HCIIONB30BaHuA).

35. Ilpu moAroToBKe AJIEKTPOHHBIX AJOKYMEHTOB K Iiepe/laye Ha XpaHCHUE B
apXuB NPOBOJUTCS MX KOHBEPTHPOBaHUe B popMat apxuBHOTo xpaneHus PDF/A.

OJNEeKTpOHHBIE  JOKYMEHTHI, HMEIOIHe MNPWIOKEHUs, SBIAIOLIMecs
HEOThEeMJIEMOH YacThIO JOKYMEHTa, IIpH KOHBEPTHPOBaHHU B OpMaT apXUBHOIO
XpaHeHUs IMPUCOEeTUHAIOTCS K OCHOBHOMY AOKYMEHTY, 00pa3ys ¢ HUM OJMH (aii.
[Tpunoxxenus 60JbIIOro 00beMa MOTYT KOHBEPTUPOBATHCA B OTAEINIBHEIE (aiiibl.

36. CucteMaTu3anusl SICKTPOHHBIX NOKYMEHTOB W UX MHJEKcarus B
COOTBETCTBHM C HOMEHKIATYpoi, (OpPMHPOBAHHUE KOHTEHHEPOB 3JIEKTPOHHBIX
OOKYMEHTOB Ui Ilepefadd DJIeKTPOHHBIX JOKYMEHTOB B apXuB CyJa
OCYLLIECTBIISIIOTCS] B COOTBETCTBYIOIIMX MHPOPMALIMOHHBIX CHCTEMAX.

37. IloaroroBka 3J€KTPOHHBIX JOKYMEHTOB K Ilepefade B apXUB COCTOUT U3
CIIEAYIOILUX 3TAIOB:

IpOBEpKa $buU3UIECKOro COCTOSIHUS MAIIIHHBIX HOCHTeNeH,
IpeHa3HaYEHHBIX IJIS Tepeaauy B apXHUB;

3aIMCh SJIEKTPOHHBIX JOKYMEHTOB Ha MAIIHHbBIE HOCUTEIY;

IIPOBEpKa KaueCTBa 3aIllCH;

OIHCaHHUe IeKTPOHHOTO TOKYMEHTA,;

IIPOCTaBIeHNUEe apXUBHBIX IIH(PPOB Ha eAUHHULIAX XpaHeHUs (Ha QyTisapax) B
COOTBETCTBAM C apXWBHOH ONUCBIO (ONUCAMH) DJIEKTPOHHBIX JOKYMEHTOB
IIOCTOSIHHOTO XPaHEeHHS;

ITIOJArOTOBKA KOMILJIEKTA CONIPOBOAUTEIHHON JOKYMEHTALIMH.

ApxuBHBIY AP TEKTPOHHBIX JOKYMEHTOB, XpPaHUMBIX Ha 000c00IeHHBIX
3NEKTPOHHBIX HOCUTENSX, YKa3bIBA€TCS Ha BKJIAJBIIIE, BIOKEHHOM B (QYTISIp
HocUTeNd. ApXuBHBIH MMQp BIEKTPOHHBIX JOKYMEHTOB, XpPaHHUMBIX B
WHQOPMALIMOHHOH CHCTeMe apxuBa, SBIAETCI OOA3aTENBHBIM 3JIEMEHTOM
OINHCaHMS KOHTeliHepa 3JIEKTPOHHOTO TOKyMEHTA.

38. CompoBouTenbHas JOKyMEHTALMS 3JIEKTPOHHBIX JOKYMEHTOB JOJDKHA
OBITH JOCTAaTOYHOI IyIA obecreveHuss HX ydeTa M KCHOJIb30BaHUs. B Hei
OTpaXkaeTcsi clenyronias HHPOpPMaIlUs: Ha3BaHUe JTOKYMEHTa, JaTa ero CO3/JaHus,
XapaKTepUCTHKa COAeprKaHMs (AaHHOTAIs), JIeKTPOHHEIN (popmar, dusndeckas u
JIOTHYECKas CTPYKTypa (OJs ydeTHBIX 0a3 NaHHBIX, CaliTOB WU IPYroe), o0beM
JoKyMeHTa (111 6a3 NaHHBIX TaKXKe — KOJTUYECTBO 3aIIhceii).

39.1lepen mepemauel cyneOHOro fAena B apXuB HeoOXomwMo oOpamarh
ocoboe BHMMaHHe Ha OOpalleHHe K HCIONHEHHIO (UCIIONHEHHE) BCTYIMBINETO B
3aKOHHYIO CHUY CyIeOHOTO pelieHus.

40. Cynebnple pmena momnexxaT oQOPMIICHHIO Ui IEpefadyd B apxWB He
No3jiHee OJHOTO MecsAlid Iocie OoOpalieHMs K UCIOJHEHHIO BCTYNMHBLIETO B
3aKOHHYIO CHIIY 3aBepIIaloIIero cyJe0HOro aKkTa.

ObpaiieHHe K HCIONHEHHIO HNPOWU3BOAUTCS B  COOTBETCTBHU C
IpoLeCCyalbHbIM 3aKOHOAATENbCTBOM Poccuiickoit @enepanun, MuacTpykuuei mno
CyAcOHOMY [NENONmpPOM3BOACTBY Y MHPOBOrO Cynb HeHeKoro aBTOHOMHOTO
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OKpyTa.

Pazpen IV
JKCenepTH3a NEHHOCTH J0KYMEHTOB.
3agauu n GyHKIMH
IKCHEPTHOH KOMHCCHH cyJe0HOro yyacTka

4]. JxcniepT3a  LEHHOCTH  JOKYMEHTOB  IIPOBOJUTCS HA  OCHOBE
3aKOHOJNATEJIBHBIX M HWHBIX HOPMATHUBHBIX MNPaBOBBIX aKTOB Pocculickoi
Qenepalivy, yCTaHABIMBAIOIMX TpeOOBaHWS K CpPOKAM XpaHEHUs] NOKYMEHTOB,
TUMOBBIX U BEJOMCTBEHHBIX IE€pPEYHEH HOKYMEHTOB C YKa3aHUEM CPOKOB HX
XpaHECHHS: _

IIPU OTIPEIeJIEHUY CPOKOB XpaHEHUS CyAeOHBIX AeT;

IIPH COCTaBIIEHAX HOMEHKJIATY bl IeTT;

TIPH OATOTOBKE JEN K IIepeaade B apXuB;

B apXHUBe.

OKcnepTu3e IeHHOCTH IMOAJIEXKAaT BCe NOKYMEHTHI HE3aBHCHUMO OT BHJIOB
HOCHUTEIIEH U CIIOCOOO0B 3aIIHCH.

42. DxcriepTu3a LEHHOCTH JOKYMEHTOB IpoBOAMTCs exerogHo. Jlo
IIPOBENECHUS HKCIIEPTU3BI IEHHOCTHA YHUUYTOXEHUE [IOKYMEHTOB 3aIlpeaeTcsl.

43, Jlna opraHm3alldd W TpoBeleHHS paboThl MO IKCIEPTU3E LEHHOCTH
JOKYMEHTOB IIPUKa30M MHPOBOTO CYyJbU CO3LAETCS IIOCTOSHHO AeHCTBYIOILAS
SKCIIEPTHAsI KOMUCCHSI Cy1e0HOTrO y4acTKa MUPOBOTO CyAbH B COCTaBe HE MeHee 3
YeJI0BEK.

OKcIiepTHasi KOMUCCHST lelicTByeT Ha ocHoBaHWH [lonojkeHus o MOCTOSHHO
IeUCTBYIOLIel DKCIEePTHOH KOMHCCHU CyIeOHOro yvacTka MHUPOBOTO CYABH
Henenxoro aBTOHOMHOTO OKpyra. '

IlpencenateneM SKcmepTHOW KOMHCCHH — SIBJISIETCS. ~ MHUPOBOH  CyIbA,
CeKpeTapeM — paOOTHUK, OTBETCTBEHHBIN 32 paboTy apXuBa.

44. OCHOBHBIMH QPYHKIIUAMH SKCIIEPTHOH KOMUCCHU SBJISFOTCS:

OpraHu3aLysl €KeroJHOro ordbopa e Ui XpaHEeHUS U YHUYTOKEHHS;

pPacCcMOTpeHUe M COTIaCOBaHUE NPOEKTa HOMEHKIIATYpBI JeN, OIUCEH aen
IIOCTOSIHHOTO M BpeMeHHBIX (cBbille 10 JeT) CpOKOB XpaHEHHs, aKTOB O
BBIJEJICHUH K YHHUTOXEHHUIO [, He NOJIeXallUX XPaHEHUIO;

ydyacTve B IIOATOTOBKE U PACCMOTPEHHMU MPOEKTOB HOPMATUBHEIX H
METONUYECKUX INOKYMEHTOB II0 BompocaM paboThl ¢ NOKyMEHTaMH CyIeOHOro
y4acTKa.

45.3acenaHuss  ODKCIEPTHOM  KOMMCCHMM  IIPOBOASTCS  TI0  Mepe
HEOOXOJMMOCTH, HO HE PeXe OJHOr0 pas3a B roJl, U OQOPMIAIOTCS MPOTOKOJIOM,
KOTOPHIY NIOJIHCHIBAETCS MpefcelaTesIeM U CeKpeTapeM KOMHUCCHH.

Pemenus okcrmepTHOH KOMHCCHH IO KaXXIOMYy BOMPOCY (TOKYMEHTY)
MPUHUMAIOTC OOJBIIMHCTBOM TonocoB. CHOpHBIE BONPOCH TPH pa3feicHUU
I'0JIOCOB IIOPOBHY Pa3pellaloTCsl MHPOBBIM CYIbeH.

46. Benenne [esONpOM3BOJACTBA DKCIEPTHOH KOMHCCHH, XpaHEHHe MU
UCIOJIb30BAHUE €€ NOKYMEHTOB, OTBETCTBEHHOCTh 32 WX COXPAHHOCTH, a TAKXKE



12

KOHTPOJIb MCIIOJIHEHUS MPUHATHIX SKCHEPTHOU KOMHUCCUEH pellleHUl BO3JIAratoTCs
Ha ceKpeTaps 3KCIIepTHOW KOMUCCHUM.

47. Ilpu mpoBedeHNHU dKCIEPTU3bl LEHHOCTU AOKYMEHTOB IPH MOATOTOBKE
Jiell K Iiepejadye B apXUB OCYIIECTBIIIETCS:

0T0Op HOKYMEHTOB MOCTOSHHOTO W BpeMeHHBIX (cBbimie 10 jeT) cpokoB
XpaHeHUs sl Iepejadul B apXUB;

BBIIETICHNE K YHHYTOXCHMIO JIEN 3a MPEAbIAYHINE TOABI, CPOKHM XPaHEHUs
KOTOPBIX UCTEKIIH.

OnHOBpeMEHHO TpOBEpPsAETCA KAa4eCTBO M IOJHOTAa HOMEHKIATyphl Zell,
IIPABUJIBHOCTD OIPeIeNICHUsl CPOKOB XpaHEeHUSs Aell.

48. Jlena TOCTOSHHOTO W BpeMeHHBIX (cBhbime 10 JieT) CpOKOB XpaHEHUs
NOMJIeXKaT MOJMUCTHOMY ITPOCMOTPY Ui BBIJIEJICHHA U3 MX COCTaBa JOKYMEHTOB
BpeMeHHBIX (0 10 neT) cpoKoB XpaHeHUs!.

49.1lo pesynpraraM DSKCHEpPTU3bI LEHHOCTU TOKYMEHTOB COCTABIISFOTCS
OMUCH JeN IOCTOSHHOTO XpaHEHHdA, BpeMeHHbIX (cBbimie 10 JieT) CpoKoOB
XPaHeHMs], a TaKKe aKThl O BBIJIEJCHWH K YHUYTO)XKEHMIO Jell, He IOJUIeKalliux
XPaHEeHHUIO.

Onmcu Aen NoCTOSHHOTO XpaHEHHWs, BPEMEHHBIX (CBbille 10 JieT) CpoKoB
XpaHeHMs, a TAKXXe aKThl O BBIAEJICHUH K YHUYTOXKEHUIO M€, He MOMIEHKAIUX
XpaHEHUIO, paccMATpUBAIOTCS HA  3aCelaHUM  DKCIEPTHOH  KOMMCCHH
oaHoBpeMeHHO. CoOIVIacOBaHHBIE JKCIIEPTHOM KOMHUCCHUEH aKThl M OIUCH
YTBEPAKIAIOTCSI MUPOBBIM CYIbeA.

50. Ot00op  DNEKTPOHHBIX  JOKYMEHTOB Ha  apXUBHOE  XpaHEeHHe
OCYLIECTBIIACTCA B PE3yJIbTaTe SKCIEPTU3bI LICHHOCTH IEKTPOHHBIX JOKYMEHTOB,
KOTOpasi IIPOBOIUTCS IKCIIEPTHON KOMHUCCHEH.

51. PaboTHHUK, OTBETCTBEHHBIH 3a pabOTy apxuBa, onpenelser IMepedeHb
DIIEKTPOHHBIX JOKYMEHTOB, KOTOpbIE IOAJNEXAT JKCIEPTH3E, U COTJIacyeT €ro ¢
MHUpPOBBIM  CcyAbed. IlepeueHp dIEKTPOHHBIX JOKYMEHTOB, IOAJIEXKAIUX
apXUBHOMY XPaHEHHIO, IOMUMO 3arojIoBKOB Jell, UX [aT, JOJDKEH BKIIOYATH B
ceOd ZaHHBIE 00 3JIEKTPOHHBIX HOcHTedax (ux (opmartax, odpemax u ap.). B
paMKaX D3TOro IepedHs MPOBOIAUTCS OTOOP DIIEKTPOHHBIX JOKYMEHTOB Ha
IIOCTOSIHHOE U BpeMeHHoe XxpaneHue. IlepedeHp yTBepxKmaeTcs 3KCIEPTHOM
KOMUCCHEM.

52. OkcriepTH3a  3MEKTPOHHBIX  JJOKYMEHTOB IIPOBOJUTCS 3KCIEPTHOM
KOMMCCHUEN BO B3aUMOCBSI3U C JOKyMEHTaMu CyJeOHOro ydacTka Ha OYMaKHBIX
HOCUTENIX (NpUMEHAEeTC B KOMIUIEKCE CHCTeMBI OOIHMX M ClIeIHANbHBIX
KPUTEPUEB: 3HAYUMOCTD, IIOJHOTA (3aBEPIICHHOCTH) JOKYMEHTa; ayTeHTHYHOCTH
JOKYMEHTa; OTCYTCTBHE AyOaupyromeld HH(pOpMaluud B TOKYMEHTAaX, IPHHITHIX
Ha apXMBHOE XPaHEHHUE) C YIETOM JOMOJHUTEBHBIX IPU3HAKOB:

HOJJIHHHOCTS JEKTPOHHOIO JOKYMEHTa, HAJIMYKE 3JIEKTPOHHOH MOATIMCH U
TIOJIOXKUTETIBHOr O pe3yJibTara ee IIPOBEePKH;

BO3MOXHOCTh BOCIPOM3BEACHUSA K 00pabOTKU MHGOPMALMK SNEKTPOHHBIX
JOKYMEHTOB; |

BO3MOXKHOCTEL O0ecnedeHHs: BpeMeHHOro (cmbillle 10 1ner) xpaHeHwus,
IPOBEJCHUA TEXHOIOTMIECKUX MUTPALIAMA.



13

Paznen V
Iopsigok onpeJesieHHs CPOKOB XPaHeHHUd Jel.
OT0op TI0KYMEHTOB Ha YHHYTOKEHHE

53. Cpoku xpaHeHHs [l (HapsnoB) yCTaHABIUBAIOTCI B COOTBETCTBHH C
IIpumepHoit HOMeHKIaTypoil u [lepeyHeM JOKyMEHTOB.

Cpoxu XpaHEHHs] [ed ONpeAesIoTCS MO AOKYMEHTaM Jejla, WMEIOIUM
HauOOJIBIINIA CPOK XpaHEHUS.

54. UcaucneHue CpPOKOB XpaHEHHs BCeX CyAEOHBIX e, OPYyrux Oenl H
IOKYMEHTOB OOIlero JAeNOmpOM3BOACTBA IMpou3BoauTcs ¢ | sHBaps roaa,
CIIEYIOLIEro 3a FOJI0M OKOHYAHHUS IEJIONPOU3BOACTBA [10 HUM.

Hamnpumep, nucuucnenne cpoka XxpaHeHHs el U JOKyMEHTOB, 3aKOHUYEHHBIX
JenomnpousBozicTBoM B 2019 rony, HaunHaercd ¢ 1 suBaps 2020 roza.

55. Cpoxu XpaHeHHUs JJIs YTOJIOBHBIX A€] UCYUCIIAIOTCA:

CO JIHS OKOHYAHUS CpOKa OTOBITUS Haka3aHus (MCTIONHEHHUS HaKa3aHus ),

CO IHs BBIILIATHL cyneOHOro mrpaga. B cinyyae OTMEHB! IOCTAHOBJIEHUS O
NPUMEHEHUU 3TOM Mephl YrOJIOBHO-TIPABOro XapakTepa U NPHUBJIEYEHWH JIMLa K
YrOJIOBHOHM OTBETCTBEHHOCTH — CO JHS OKOHYAHUS CPOKa OTOBITUS HaKa3aHHUS,

CO OHA HUCTEYCHHUA HCIBITATS/IIBHOIO CpPOKa IpPU YCIOBHOM OCYXICHHUU
(OTMEHBI YCIOBHOTO OCY>KIEHHUS CO CHSITHEM CyAMMOCTH B TIOPSIKE YaCTH EPBOM
cratb 74 YrosnoBHoro xopekca Poccuiickoit ®@exepanuun). B ciydae oTMeHsI
YCIIOBHOT'O OCYXKJI€HUSI W HAIlpaBIEHUS OCYXIEHHOTO [l OTOBIBAHUS HaKa3aHUs,
a TaKXXe OTMEHBI YCJIOBHOTO OCYXIEHHS B CBSI3U C COBEpIICHUEM Jpyroro
IIPECTYIUIEHUs] — CO THA OKOHYAHMsI CPOKa OTOBITHS HaKa3aHUs;

CO JTHS UCTEYEHUS CpoKa AeMCTBUS MPUHYIUTEIBHBIX MEP BOCIUTATEIEHOTO
BO3LEICTBUA. B ciydae OTMEHBI 3THX Mep M IpPHUBJICYCHHUH JIMLA K YTOJOBHOM
OTBETCTBEHHOCTH — CO JHS OKOHYaHHS CPOKa OTOBITUS HAKa3aHUsI,

CO JHS HCTEUYEHHS OTCPOYKM HUCIONHEHUs [puroBopa OepeMeHHOH
XKSHILMHE ¥ )KeHIYHE, UMEIOLIEN MalloIeTHUX AeTel. B cilyyae OTMEHBI OTCPOUKH
HCIIOJTHEHHS [IPUTrOBOPa YU HaIpaBJIeHUs OCY)KISHHOU JJIsl OTOBIBAHUS HaKa3aHHI —
CO IHs1 OKOHYaHWs CpoKa OTOBITHS HaKa3aHus;

CO OHS HCTEYEHHs OTCPOYKH HCIIOJHEHHUS MPUTOBOpa OCYXAECHHOMY,
NpU3HaHHOMY OONBHBIM HapKkoMaHuei. B ciydae OTMEHBI OTCPOUKY HMCIIONMHEHMUS
IPUrOBOPa U HAIPABIEHUSA OCYXACHHOIO, IPU3HAHHOIO OONBHBEIM HapKOMaHHUEH,
114 OTOBIBAHUS HaKa3aHHS — CO JJHS OKOHUAHHS CPOKa OTOBITHS HAKA3AHWS,

C MOMEHTAa BBIHECEHHUs OINpeNeleHus O MPEeKpalleHud NpUMEHEHUs
IPUHYAUTENbHBIX MEp MEAMLIUHCKOIO XapakTepa K JHUaM, COBEPIIHBIIUM
OOILECTBEHHO ONACHBIE AESHUS B COCTOSHHH HEBMEHSIEMOCTH;

C MOMEHTa BCTYIUIEHHUS B 3aKOHHYIO CHJIy OIIpaBAAaTeIpHOr0 MPHUTOBOpA, a
TaKXKe IIOCTaHOBJIEHUS (OIIpeiesIeH s ) O MPeKpalleHuH aea.

O6mmiA CcpoK XpaHEHHSA YrOJNOBHBIX Jel  OIpeneiseTcs MyTeMm
CYMMHPOBaHHS CpPOKAa HA3HA4YEHHOI'O Haka3zaHus (Kak OCHOBHOTO, TaK M
JOIIOJIHUTENBHOT0), CpOKa MOTralleHUs] CYyJMMOCTH B 3aBHCHMOCTH OT TSXKECTH
COBEPIICHHOr0 MPECTYIUIEHMs, BHAa H pa3Mepa Haka3aHWUI U  CpPOKa,
ycraHoByieHHoro IlpuMepHoli HoMeHKnaTypoif, IlepeuneM moxymenTtoB (B
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COOTBETCTBHY C KaTeropreil COBEpIICHHOTO IIPECTYIUICHNS).

56. B cnyvae u3MeHEHHS CPOKOB XpaHEHHUs CYHAEeOHBIX A€l M AOKYMEHTOB
BHOBb IPUHATHIMA HOPMATHBHBIMH INIPABOBBIMU aKTaMH CPOKHM XPaHEHMs TaKHX
DOKYMEHTOB, OIKCH JeJl 110 KOTOPHIM COIJIACOBAaHBI DKCIIEPTHOM KOMMCCHEH M
yTBEPKJEHBl MUPOBBIM CYIbEH, HE TEPECMATPHBAIOTCS.

HoBble cpoku XpaHEeHHS pacIpOCTPaHSIOTCS JIMIIh HA Jena U JTOKYMEHTHI,
reperaBacMble Ha  ApXUBHOE XPaHEHHWE TIOCIE BCTYIUIEHWS B CHILY
COOTBETCTBYIOLIUX HOPMATHUBHBIX IPABOBBIX aKTOB.

57. Haxonsmuecss B apxuBe Jejia, [0 KOTOPBIM HCTEK CPOK XpaHEeHHS,
oTOUMpaloTcs K YHUYTOXKeHHto. Pabory mo otbopy nmen K YHUYTOXKEHHIO
OCyIecTBNIsIeT pabOTHUK, OTBETCTBEHHBIH 32 pabOTy apXxuBa.

Ot6op apXUBHBIX Jel K YHMUYTOXEHHUIO odopMmisieTcs akToM Io ¢dopme
cornacHo [punoxennio Ne 8 k HacToswwed MHCTpyKIMKU ¥ IIPOU3BOAUTCS TOIBKO
IIOCJIe COCTABJICHHS OINHKCEH e MOCTOSHHOTO W BpeMeHHoro (cmeimie 10 Jer)
XpaHEeHHsI 32 ITOT XK€ MEPHO/I.

ApxuBHBIE JeNna BKIIOYAIOTCH B aKT O BBIAENEHMM K YHUUYTOXEHHUIO
OOKYMEHTOB, HE MOJJIeKAIIUX XPaHEHUIO, €CIIU NPeIyCMOTPEHHBIN JJI1 HUX CPOK
XPaHEHUsI UCTEK K 1 siHBaps roja, B KOTOPOM COCTABJIEH aKT.

Hena ¢ ormetkort «OIIK» momnexar MOTUCTHOMY MPOCMOTPY B LEIAX
BBIABJICHUA JOKYMEHTOB, IOJIC)KAIKX IOCTOSHHOMY XPaHCHHUIO.

58. U3 0TOOpaHHBIX K YHHYTOXXEHHIO CyXeOHBIX Jen (MaTrepHayioB) Ha
IIOCTOSIHHOE XpaHeHHe HeoOXOANMO OCTAaBJISTh MOMJIUHHUAKY peLIeHUl, CyaeOHbIX
IIPUKA30B, IIPUTOBOPOB U MOCIEAYIOIIMX OIpefeNeHuil U NOCTAaHOBICHUM, B TOM
Yyyclie BBIIECTOSIIKMX CYAOB. I3 mOpekpaleHHBIX JAell, JAel IO HCKaM,
OCTaBIE€HHBIM 0€3 pacCMOTpeHHUs, HeOoOXOAUMO OCTaBUTh [OMJUHHHAKH
olpeieNieHull 0 IpeKpalleHuy MMPOU3BOACTBA IO Jielny, o6 ocTaBleHUH HcKa Oe3
paccMOTpEeHHS.

Ha cyneGHEIX pelieHusK, CyneOHBIX MOCTAHOBJISHMSIX U MOCIEAYIONTHX
ONpPENENeHUsIX U IIOCTAHOBJEHMSX BBHIIECTOSIIMX CYHOB IPOCTABISIOTCS
pPETMCTpallHOHHBIE HOMEpa €N, W3 KOTOPHIX OHHM HU3BATHL. 3aTeM JOKYMEHTHI
MOALIMBAOTCS 110 MOPAAKY HOMEPOB € B OTACJIbHBIE HAPAABl U MOMEIIAIOTCH B
TBEPAYIO OOJIOKKY.

IIprobiennsle k cyneOHOMY ey 3IeKTPOHHBIE HOCUTETH HHPOpPMAaIUu
(nucKky, TUCKETHI, QUIeHI-KapThl) YHHUTOXKAIOTCS OTHOBPEMEHHO C JIEJIOM IIyTEM HX
(HU3MYECKOro YHHYTOXKEHHS WIA YHUYTOXCHHS IPOTPAMMHO-TEXHHYECKAMU
CpeICTBaMH.

59. Y3 apXuBHBIX feN, HOMATISKAIHUX YHUITOXKSHUIO, OCTAIOTCS Ha XpaHEHHE
JINYHbIE JIOKYMEHTBI, KOTOpble IOMEIIAITCA B OTJSNbHYIO NalKy, CONEpPKAIIyio
BHYTPEHHIOIO ONUCH NOKyMEHTOB. B omucek BHOCATCS: (haMMIIAs, UMS, OTYECTBO
Bazenbia JOKYMEHTa, HAaMMEeHOBaHHe JOKYMEeHTa U HoMep Jena (IPOU3BOACTRA),
U3 KOTOPOrO OH H3BAT, IOJ PpPacCMOTPEHHWs Jejla, HOMEp M jara akra o0
YHHYTOXXEeHHU JAea. HesocTpeOoBaHHBIE JIMYHBIE JOKYMEHTHI XPaHATCS B apXuBe
75 7€eT, o¢sIe 4er0 YHHITOXKAIOTCA.

60. ITpn cocTapneHnN aKTa Ha BBINENICHHBIE K YHHUTOXKEHHUIO Jeila JOJKHEL
COOJIFOIaThCS CIEAYIONIHE IIPaBHIIA:
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JieJia pacIoIaTaroTCs B aKTe IO rojilaM UX PacCCMOTPEHUS;

B KOHIIE aKTa JejlaeTcsl 3aluch O TOM, YTO W3 J€J U3BATHl ITOAJIAHHUKA
CyAcOHBIX pelIeHUl, TTIHBIE TOKYMEHTHL.

61. AKTBI Ha  YHMYTOXEHHE  JOKYMEHTOB  pacCMaTpUBAalOTCI U
COMIaCOBBIBAIOTCA HA 3aceJaHuM OSKCIEePTHON KOMMCCHUM OIHOBPEMEHHO C
OIUCSAMU Ha J1€J1a IIOCTOSHHOTO XPaHEeHHUs.

Ilocne yTBepXIEHUS MUPOBBIM CyAbeM aKTOB O BBIIEIEHUM K
YHHYTOXXEHHUIO TOKyMEHTOB, He IOJIeXAIINX XPaHEHHUIO, TaKHe Jejla MOTYT OBITh
YHUYTOKEHBI.

62. AKXTBI O BBIENCHHUM JeN K YHUUTOXEHUIO NOAIMMNBAIOTCS B OTAENbHBIN
HapsA B XPOHOJIOTHYECKOM IOpsaKe. B perucTpalioHHBIX XypHalax (rpada —
NpUMEYaHUe) WU YUeTHO-CTATUCTHYECKUX KapTouyKaX (CleluaNbHbId MyHKT WIH
cBOOOJIHOE ITI0JIE) AenaeTcsi OTMeTKa 00 YHUUTOXKEHUH JieNa ¢ YKa3aHHeM HoMepa,
JaThl aKTa U MPOTOKOJIA 3aCEHAHUS IKCIIEPTHON KOMUCCUM.

63. ApxuBHBIE Jena, MoIeKallie YHAUYTOXKEHHUIO, ITOCTie YTBEPKASHHS aKTa
O BBIJCIICHUU K YHHYTOXKECHUIO apXWBHBIX JOKYMEHTOB, HE ITOMJIEXKAIIUX
XPaHEHWIO, CHAIOTCS HA YTWIM3AIMIO B CIEIUAIN3MPOBAHHBIE OpTraHU3alliy,
AMEIOLHE COOTBETCTBYIOIIYIO JIMLEH3UIO Ha BHINIOJHEHHE JAHHOTO BUAA paborT.

B ciiyuae oTcyTcTBHUS OpraHu3alyi, MPOU3BOASIINX YTUIH3AMIO B TAHHOM
pPErvoHe, IOKYMEHTBl YHHYTOXAKOTCS CIIELHAbHO CO3JaHHOW Ha OCHOBaHHHM
PacopsDKEHUsT MUPOBOTO CYbU KOMUCCHEH ITyTeM COXIKEHUSA B OTBEICHHBIX IS
3TOr0 MeCTaxX MY MEXaHH4YeCKOH nepepaboTKH, O YeM COCTaBIISIETCS aKT.

64. Ilepen mepenadyeil Ha YHUYTOKEHHE [JTOKYMEHTBHI YIaKOBBIBAIOTCH,
a B HeoOXOAMMBIX Ciydasx omeuarhiBaioTcs. Ilepenaua odopmisercs mpuemo-
CIATOUYHOM HaknagHoH (aKToM), B KOTOPOH yKa3piBalOTCA JaTa IMeperavd,
KOJIMYECTBO BKJIFOUEHHBIX B aKT Ael U APYTruX IJOKYMEHTOB, BeC OyMakHOM
MaKyJ1aTyphl.

Ilorpy3ka, BBIBO3 Ha YTWIM3aMIO W YTWIW3AIUSA OCYLICCTBISIOTCS ITOJ
KOHTPOJIEM HAa3HA4eHHOTO MUPOBBIM CyAbeH AOJDKHOCTHOTO JIHIIA.

65. DneKXTpOHHBIE apXHBHBIE Je/la C HCTEKIIMMH CpPOKaMH XpaHEHHU:
NOJUIEKAT BBIJETICHUIO K YHUYTOXEHUIO B IOPSAKE, YCTAHOBIEHHOM IIs
JOKyMEHTOB Ha OyMa)XHOM HOCHTele, [I0CNe 4Yero MpOBOAUTCH HX (U3UUECKOe
YHHUYTOXEHUE WM YHUYTOXXCHHE MPOrpaMMHO-TEXHHUUYECKUMH CpeJCTBAMH C
COOTBETCTBYIOLIEH OTMETKOH B aKTe O BBIIEICHUN K YHUUYTOKEHHUIO JOKYMEHTOB.

66. 3anpenaeTcs UCNONH30BAHUE OTOOPAHHBIX K YHUYTOXKCHMIO NeN s
XO3AHUCTBEHHBIX HYX]I.

Paszzen VI
ITepeBox AOKYMEHTOB B JIEKTPOHHBII BU/

67. PaboTHHK ammapara MHpPOBOTO CYIbH, OTBETCTBEHHEIM 3a NEpeBO
JIOKyMEHTOB B 3NIEKTPOHHBIN BUJ (Aajee — paOOTHHK, OTBETCTBEHHEBIN 32 NEpPeBO/
JIOKYMEHTOB B OJIEKTPOHHBIH BHJ), OCYLIECTBISET CO3JaHHE BIIEKTPOHHBIX
006pa3oB (3NEKTPOHHEIX KOMHI) JOKYMEHTOB ITyTeM CKAHUPOBAHHA OGYMa)KHBIX
HOCHTEJICH 1 BBITPY3KY [IOIY4YEHHBIX (aiiIoB B 3JIEKTPOHHOE XPaHUJIKILIE.
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68. K nokymeHTaM, MOJIeXAIIUM NEepPeBOAY B JIIEKTPOHHBIM BUL
(ckaHMpOBaHUIO), OTHOCATCS Bce CcyneOHBIE Jena, BXONAINME W HCXOASILUE
HOKYMEHTHI CyJa IO TIpakJaHCKUM, aIMHHUCTPATHBHBIM, YTOJIOBHBIM [€laM,
nenaM o0 aJIMHHHUCTPAaTHBHBIX IIPAaBOHAPYIUEHUSX, a Takke 00pa3oBaHHBIE B
Tpoliecce AeSTeIbHOCTH HHbIe MaTepHaIbl H JOKYMEHTEI, B TOM YHCJIE 3asABIICHUA,
obpamenust (kanoObl) TpaxnaH, OPUAUYECKUX IHI HeNpoLecCyalbHOro
XapakTepa, BHENPOLECCYATbHBIE OOpAIleHHs, APXHUBHBIE TOKYMEHTBl M HHBIE
JOKYMEHTHI apXHUBa.

69. He nozyiexxat repeBoy B 3JIEKTPOHHBIN BUJ CIEAYIOIUE JOKYMEHTHI:

cyneOHbIe Oejia U JOKYMEHTHI, COJepXKalllhe TOCYAapCTBEHHYIO TailfHy U
WHBbIC CBEJEHNS, HE MOAJICKAIHe PasrilallieHHIO0 B COOTBETCTBUHU C JIEHCTBYIONIM
3aKoHOaTenbcTBOM Poccuiickoit Oenepannu;

OOKYMEHTBI, COJIEpKallfe CIy>KeOHYI0 HH()OPMALMIO OrpaHUUYEHHOTO
pacnpoctpaHeHus (¢ moMeTKo# « s CiryeGHOT0 MOJIB30BAHUS );

peKJIaMHbIE TIPOCTIEKTHI (M3BEIIeHMUS );

NI03/(PaBUTEIIbHBIE THChbMA (OTKPBITKH);

IOpUAMYEeCKas  JHuTepaTypa, IOCOOUSA, CHpPaBOYHO-UH(OPMAIUOHHBIE
MaTepuaibl, W3aHWg (KHWUTH, >XYypHAlbl, NEPUOAWYECKUE H3JaHUSA) M HHas
nonurpagpudeckas JUTeparypa;

WHAd KOPPECTIOHJAESHIMS, IOCTyMalomas B CYAeOHBIH y4acTOK, He
OTHOCSLIAsICS. K JOKYMEHTaM, IIEPEUMCICHHBIM B IyHKTe 68 HacTosAiel
HHuCcTpyKimn.

70. Cpoku Tiepefgauyd OOKYMEHTOB Ha YYacTOK CKAaHHPOBAaHHS, & TaKKe
CPOKM HX HaxOXICHHA Ha YYacTKE CKaHHUPOBAHHUA OIPEHENAIOTCS MHPOBHIM
CyAbeH WM YIIOJHOMOYEHHBIM MM JIUIIOM C YYETOM CPOKOB, MPeXyCMOTPEHHBIX
IIPOLIECCYANBHBIM  3aKOHOJATENBCTBOM Poccuiickoli @enepaiyu, a Takxe
HHcTpykumel mo cyaeOHOMY IeONpOU3BOACTBY Y MHpPOBOro cyapu HeHelkoro
aBTOHOMHOTI'O OKpyTa.

71. PabOTHUK, OTBETCTBEHHBIH 3a IEPEBOJ IOKYMEHTOB B 3JIeKTPOHHEII
BU/I, OCYILECTBIISAET CIEAYIOLIHE NeHCTBHU:

CKaHHpYeT IOKYMEHT (CKaHHUpyeTCS KAl 3alloNHEeHHBIH pa3BopoOT,
HyMepaluHs CTpaHdLl B QopMmupyemMoM ¢aiile [OKHa COOTBETCTBOBATH
HyMepaluy CTPaHUll B JOKYMEHTE);

KOHTPOJIUPYET Ka4yecTBO U MONHOTY O3JIEKTPOHHOro obpasa JIOKyMeHTa
(4NTaeMOCTh, OTCYTCTBUE IIEPEKOCOB, 3aT€MHEHHMH WJIH HHBIX Je()EKTOB,
COOTBETCTBUE KOJIUYECTBA CTPAHULl JOKYMEHTA);

II0CIE TIPOBEACHMS IPOLENYpPhl CKaHHPOBAaHHUS ITPOBEPAET COOTBETCTBHE
3MEKTPOHHOM KONWM JOKyMEHTa €ro MOAJNWHHUKY, TIpu OOHApYXEHHH
HECOOTBETCTBUSA IIPOM3BOIUT €0 NOBTOPHOE CKaHUPOBAHHUE;

opy  HeoOXOOUMOCTH  oOpabaThiBaeT  KaXJ0€  OTCKAHHPOBAHHOE
n3o0paxkeHre (yHanser JIMIIHHE OOBEKTHI, KOTOpPBbIE MOTYT MOABHTBC IPH
CKaHHPOBAHUH );

coxpanseT (aia ¢ BO3MOXHOCTBIO €ro IaJbHEHIIEro IMOMCKA Ha JUCK
CBOETO aBTOMAaTH3MpOBaHHOro pabouero Mmecta (B ¢opmare PDF—daiina,
pasperenne He Mmeree 200 — 300 dpi);
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3arPy’KaeT CO3MaHHBIM AJIEKTPOHHBIA 00pa3 NOKyMEHTa B 3JSKTPOHHOE
XpaHUJIHUIIE. ‘

72. Pe3ynbTaToM CKAaHHPOBaHMS TOKyMEHTa SBISETCS SNEKTPOHHBIN 06pas
nokymeHTa B (Qopmare PDF-aiina ¢  KONOHTHUTYJIaMM, COAEPKALUETO
HeoOXoAuMBle HIeHTU(UKALMOHHBIE TAaHHBIE 0 HEMY H BKIIIOYANOILEro BCE
CTPaHHULBI JOKYMEHTA.

73. OnexTpoHHBIH 00pa3 MepeBeleHHOIO B BJIEKTPOHHBIM BHJ TOKYMEHTA
OOKeH OBITh NMPHUKPEIUVIEH K PerdcTPaldOHHON KapTOYKE COOTBETCTBYIOLIETO
IIPOrPaMMHOTO U3IEJHSL.

74. OnexTpoHHble 00pa3bl JOKYMEHTOB, ChOpMHpOBaHHBIE B (aiin 1o
OJHOMY CyeOHOMY Aesly WM AOKYMEHTY, HOJDKHBI TOYHO COOTBETCTBOBAThH MX
OyMa)XHOMY HOCUTEITIO, pacmoyiaraThCs B ¢ailite B TAKOH e MOCNeI0BaTeIbHOCTH.
HanmeHoBanue ¢aiina AODKHO IO3BOJISATE MACHTU(ULIHPOBATH AOKYMEHT U
KOJIMYECTBO JILCTOB B JIOKYMEHTE.

XpaHnenne CcGHOPMHPOBaHHBIX (afloB B  NPOTPaMMHOM  HM3AEIHHU
OCYILLIECTBIISIETCSl IO, COOTBETCTBYIOIIMMM MHJAEKCAMH U HyMepauue#d B
COOTBETCTBUM C HOMEHKJIATYpPOH JieJl, YYETHO-CTATUCTUYECKUMHU KapTOUKaMHU.

Pa3znen VII
Ilepega4a nena (3JeKTPOHHBIX JeJ) B APXHB MHPOBOIO CyAbH.
Tlopsaaok xpaHeHHs AapXHUBHBIX e (3JIeKTPOHHBIX APXHBHbIX JeJI)

75. [lena mMOCTOSHHOTO XpaHeHHs, BpeMeHHOro xpaHeHus (cBeiiie 10 ner)
IepearoTcsl B apXuB HE I[O37Hee 4YeM dYepe3 rol IOocie 3aBepIleHus OeNl B
AEONPON3BOICTBE TI0 OIUCAM JAEI.

76. lena BpemenHoro xpaneHus (o 10 ner) WM «I0 MUHOBaHUS
HaJIOOHOCTH» IepefaloTcs B apXWB IO ONHUCSIM Jel, KOTOphle BeAyTcS B
3JIEKTPOHHOM BHJE, ¢ MOCJIEAYIOMNAM paclieyaTbiBAHHEM Ha OYMa)KHOM HOCHTEIle
B KOHIIE OTYETHOTO roJia ¥ GOPMUPOBAHUEM B COOTBETCTBYIOIMI HAPSIA.

77.IIpu mepenaue nen Ha OyMaXHOM HOCHTENEe B apXHB PabOTHHKOM,
OTBETCTBEHHBIM 3a paboTy apxuBa, IpoBepseTcsl IPaBWIBHOCTD  HX
dopmupoBanusi, obopmieHus. Bce BBISIBIEHHBIE IPU NMPOBEPKE HEIOCTATKU B
GopmHpoBaHUM U OQOPMIIEHHM HeN YIOJTHOMOYEHHBbIE PAOOTHHKH CyIeOHOro
ydacTKa 00s13aHbI YCTPaHUTb. \

78. Ilpuem-tiepenaga Jgen B apXUB  NPOU3BOAMTCA  PabOTHHKOM,
OTBETCTBEHHBIM 3a paboTy apxuBa, B IPUCYTCTBUH YIIOJHOMOUEHHOIO pabOTHHKA
cyneOHOro yuactka. Ha skzemruisipax OMHCH JeNl MPOCTaBiSeTcs OTMETKa O
HAJIMYMK JieJ1a; B KOHLE KaXJOro 3K3EMIUIIpa OMUCU YKA3bIBAIOTCH LU(paMu u
NPOMUCBI0  KOJUYECTBO (akTU4YecKH NPUHATBIX B apXUB [N, HOMepa
OTCYTCTBYIOIWX JeN, AaTa IpHeMa-nepeadn Jell.

79.Ilepenava DJEKTPOHHBIX JOKYMEHTOB B apXWB IMPOM3BOIUTCH Ha
OCHOBAaHHHU onucen AJIEKTPOHHBIX aen 1o UHPOPMALMOHHO-
TeJIEKOMMYHUKAIMOHHOW ceTd (IIpU HAIMYMK B apXuBe HHOOPMALHOHHON
CHCTEMBI) MK Ha (PH3UUECKH 000COOJIEHHEIX MaTepHabHBIX HOCUTE/IAX, KOTOPbIE
IPeACTABASIOTCA B ABYX HACHTHYHBIX IK3eMILUTIpax.
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80. Ilpu mepemadye 9NEKTPOHHBIX JOKYMEHTOB B apXUB BBIIOJHSIOTCS
CIIeLyIOIIKe OCHOBHBIE IIPOLIEAYPHI PAOOTH C TOKYMEHTaMHU:

¢opMupoBaHHe B HHPOPMALMOHHON cHCTeMe CyneOHOro ydacTka
JNEKTPOHHBIX JIeJl, SBJISIOLIUXCS COBOKYMHOCTBIO KOHTEWHEPOB 3JIEKTPOHHBIX
TOXKYMEHTOB Wil KOHTeHHEpOM DJIeKTPOHHOTO TOKYMEHTa, COAEP)KAIlMM KOHTEHT
U MeTaJaHHbBIe JJIEKTPOHHOTO TOKYMeHTa, (aliipl 3JeKTPOHHBIX IMOATHCEH u
BU3YaIM3UPOBAaHHYIO0 KOMMIO TEKCTOBOTO 3JJIEKTPOHHOTO JOKYMEHTa B ¢opmarte
PDF/A;

(GOpMUpPOBaHUE OTIKCH NEKTPOHHBIX A€M, JOKYMEHTOB Cye0HOrO yuacTKa;

MpoBepKa  JJEKTPOHHBIX JOKYMEHTOB Ha HAJIUYHE BPEJOHOCHBIX
KOMIBIOTEPHBIX MIPOTPaAMM;

TPOBEPKA BOCIIPOM3BOIUMOCTH DJIEKTPOHHBIX JOKYMEHTOB;

npoBepka (QHU3MYECKOr0 U TEeXHWYECKOTO COCTOSHHSI HOcuTenelt (mpu
niepefade d3JEKTPOHHBIX JOKYMEHTOB B apXuB Ha (u3n4decKd 000CcOOIEHHBIX
MaTepUaTbHBIX HOCUTESX).

81.Ilpuem »SNEKTPOHHBIX MOKYMEHTOB B apXWB NHO WH(OPMaIMOHHO-
TeNIeKOMMYHUKAIlMOHHON ceTH (TIpH HaIMYMM B apXuBe WHGHOPMALUOHHON
CHCTEMBI) HIM Ha (U3HUECKH O000COOJIEHHBIX HOCHTENAX OGOPMIISETCS
COCTaBNIEHUEM HTOTOBOM 3aIlliCH B KOHIE ONUCH 3JIEKTPOHHBIX ZIeN, B KOTOPOI
H¢ppaMH U MPOMNKCHIO YKa3bIBAETCs KOIUYECTBO (PAKTUUECKHU IPUHATHIX B ApXHB
3IEKTPOHHBIX J€l1 M DJJEeKTPOHHBIX  JOKYMEHTOB. JITOoroBas  3ammch
MIOATBEeP)KAAeTCA MMONUHCAMU pabOTHHKA, OTBETCTBEHHOTO 3a paboTy apxuBa, U
paOoOTHHKa, NepemaBIIero ANEKTPOHHBIE IeNa W NoKyMeHTH. [lpu mpueme Ha
apXUBHOE XPAaHEHUE 3JICKTPOHHBIE [e/la 3aBEePSIOTCS IJICKTPOHHOW MOIITHCHIO
MHPOBOT'O CYJbY WIH YIIOTHOMOYEHHOTO UM JIHLIA.

82.Ha sBxmagpime, mnoMemaeMoM B OYTIAp EOUHHIB  XpaHEHHS,
0(hopMIIEMOM B apXHBe, YKA3bIBAIOTCS:

HaMMEHOBaHUEe CyIeOHOTO yJacTKa;

HoMep GoHIa;

HOMep OITHUCH TEKTPOHHBIX HEl;

HOMep Jielia 1o OIHCH;

OTMETKa O CTaryce OK3eMIUIIpa DSIeKTPOHHBIX JOKyMeHTOB: «OCH.»
(ocuoBHO#) unu «Pab.» (pabouwuii);

KpalHUe JaThl JOKYMEHTOB 3JIeKTPOHHOTO JAeIa;

npu HeoOXoAMMOCTH OQOPMIAIOTCS  IOIMOJHHUTENbHBIE OTMETKH 00
OrpaHUYCHUH JOCTYNa K JOKYMEHTaM.

Bxnmagpmmr  nomemaercs B dyrmiaap  ¢usudeckn  060coGIeHHOrO
MaTepHaJIbHOTO HOCHUTeNs TaKuM 00pa3oM, 4ToObl HAAMWCH Ha HEM OBUTH BHIHEI
IIpU 3aKpBITOM (yTIspe.

Haanucu Ha BKIagbiiax NeYaTaroTCs WK HAHOCATCS OT PYKH pa30opUnBBIM
II0YEPKOM CIIeLUAIbHBIMK BOJOCTOMKUMH YepPHUIIAaMH. BO3MOXKHO HMCIIONB30BaHHe
IITaMIIOB M APYTHX aHAJIOTHYHBIX CPEICTB.

83. Jlena, 10 KOTOPBIM CyAeOHBIE PelIeHH He 0OpallieHsl K UCIIONHEHMIO B
Mopsiike,  MPEeNyCMOTPEHHOM  MPOLECCYaNbHBIM  3aKOHOAATENLCTBOM M
HHuctpykiuel no cyaeGHOMY JeNOmpon3BOACTBY ¥ MUPOBOIO Cyasd Henerkoro
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ABTOHOMHOTO OKPYT4, B apXUB He NePeatoTCs.

Ha yverHo-cTaTHCTHYECKON KapTOUKe JAeaeTcs OTMETKa O Iepejade fena B
apXuB.

84. TlocTynuBIINE B apXyB Jiefla U JpyrHe JOKYMEHTH XpaHATcs 1o GoHIaM
B XPOHOJIOTMYECKOM MOPSKE.

85. ApXxuBHBIE [lela CHUCTEMATH3UPYIOTCS COIJIaCHO OIUCSAM el U
noMeraroTes B kopoba (10 — 50 mgen B kopoOke).

Ha kopemke o0O0OJOXKKH KaXIOTO KopoOa yKa3bIBalOTCS HavalbHbIE WU
KOHEUHBIe perUCTpallMOHHBIe HoMepa Ael, TOMEIIEHHBIX B KOPoo.

Pasznen VIII
HayuHo-cnipaBouHbIi annapaTt apxuBa.
ABTOMAaTH3HPOBAHHBIH HAYYHO-CIPABOYHBLIH aNNAPAT apXHBA

86. ia obecrieueHUsT COXPAHHOCTH K TIOUCKA ApPXHUBHEIX JOKYMEHTOB,
UCTIONB30BaHMS cofepxKallelics B HUX HHPOPMAIIUN B apXUBe CO3/1aeTCs HAYyYHO-
CIPaBOYHBIN anmapar, B COCTaB KOTOPOTO BXOJIST:

y4eTHas JOKyMEHTalus;

KapTOTEKH, B KOTOPBIX CBEACHHUA O COIEPKAHUU JTOKYMEHTAIBHBIX
MaTepHaJIOB OTPaXKEHBI Ha ajl()aBUTHBIX M PETUCTPALIMOHHBIX KapTOUYKaX;

METOANYEeCKHEe IT0COOMS IO pa3IMYHBIM BHIAM apXUBHBIX paboT H
JOKyMEHTaJILHON 9acTH AEIOMPON3BOICTRA,

HCTOPHYECKHE CIIPaBKH M HOMOJHEHWS K HUM KaK HOCSHIHE NEePBUYHYIO
UHPOPMAIIHIO.

87. ABTOMaTH3MPOBaHHBI! HayyHO-CIPABOUHBIN anmapar apxuBa (maitee —
aproMaTH3MpoBaHHbIi HCA) — KOMIUIEKC 3/E€KTPOHHBIX CIPAaBOYHHKOB (Gasa
JIAHHBIX OIMCAaHUH TOKYMEHTOB), MpeaHa3HauYeHHbIX I 3PGEKTHBHOTO IOHCKA
apXVBHBIX JOKYMEHTOB U UH(POPMAIIHH.

88. ApromatusupoBanHblii HCA MoxeT 0a3upoBaThCs Ha HHOOPMAITHOHHO-
IIOUCKOBOM CHCTEMeE, CO3/1aBaeMOii B TEKyIeM [eJIONPOU3BOACTBE CyaeOHOro
ydacTka (9J1eKTpOHHBIE CIIPaBOYHEIE KapTOTEKH, HOMEHKJIATYPBI,
KIacCU(UKATOPHI).

OcCHOBHBIMM  NOJSMH  DJEKTPOHHOH  PeruCTPaIllHOHHO-KOHTPOIHHOM
xapTouku (manee — PKK) sBnsarorcsa: aBTOp (KOppEeCHOHACHT), Ha3BaHHE BHUJA
JOKyMEHTa, JaTa, HHAEKC [OKYMEHTa, 3arojioBOK (KpaTKoe cojAepKaHue),
PE30IIIOLHSI, CPOK UCIIONHEHUS], OTMETKa 00 UCIIONHEHNUH, apXUBHBIHN mHdp.

ITorck uHGOpMALUK O TOKYMEHTE MOXET OCYIIECTBIATHCSA KakK 110 OXHOMY
nosito PKK, Tak 1 mo koMOuHanuy mnonei.

89.Ilone PKK «HOMep mena moO HOMEHKIATYpE» SBISETCS CBA3YIOLIMM
TIOMCKOBBIM PEKBH3UTOM IpH Iepexoje OT IOMCKa WH(OpMaIll Ha YpOBHE
HOKYMEHTa K IOMCKY Ha YPOBHE Jielia.

Ilpy Hamuumu OSNEeKTPOHHOW HOMEHKNATypsl B aBTOMATH3MPOBAHHOM
peXHMEe OCYIIECTBISETCS CHHCAaHUE JOKYMEHTOB B [0 W H3BIECYEHHE
JNOKYMEHTOB U3 Jena.

OCHOBHBIMH IIOHCKOBBIMU PEKBH3UTAMH HOMEHKIIATYPBI ABIISIOTCS: HHICKC



20

ieNa, 3arojIoBOK fena (ToMa), KOJHYECTBO el (TOMOB), CPOK XpaHEHHs U CTaThs
10 IEPEYHIO.

90. DneKTpOHHbIE PKK ABJISIIOTCS OCHOBOH ISt CO3IaHus
aBTOMAaTU3HPOBAHHOTO KATalora.

Ecin B TpamuuuonsoMm HCA BBl ¥ PasHOBHIHOCTH  KaTaJoOroB
(cMcTeMaTHYeCKui, TeMaTHUeCKui, KMEHHOM U Apyroe) CBA3aHBI MEXIy coOOH
CHCTEMOM OTCBUIOK, TO B aBTOMaTH3MPOBAHHOM pexnme (opMupyercs OIuH
AJIEKTPOHHBIN KaTaJor, COAEP KAILUK ONMCaHUe Ha YPOBHE JIOKYMEHTA UJTH AETIa.

[Tpr OTCYTCTBUY aBTOMATHU3UPOBAHHOM CUCTEMBI PErUCTPALIMU JOKYMEHTOB
co3jaeTcs 0a3a JaHHBIX OMHCAHWH Ha YPOBHE TOKYMEHTA (JIEKTPOHHBIA KaTaor).

OCHOBHBIMI PEKBH3HTAMHU OIMCAHUH B 3JIEKTPOHHOM KaTaJlore SBIAIOTCH:
HHJIEKC, Ha3BaHue (oHa, HoMep (OHJa, HOMED OIUCH, HOMEp Jiela, HOMED JIMCTA.
PexBu3uTh: Ha3BaHue (oHIa, HOMEpP (OHIa, HOMEP OIUCH, HOMEP Iella, HoMep
JIACTA COAEPXKAT YYETHBIE XapaKTePHUCTHKH M MOTYT TPaHCHOpPMUPOBATHCS M3
y4eTHON aBTOMaTU3UPOBaHHON CHCTEMBI.

Pazpen IX
Y4yeT AOKYMEHTOB B apXuBe CyAeGHOro y4acTKa

91. Y4yer OOKYMEHTOB B apXuBe CyIHeOHOro ydacTKa — 3TO CpPEACTBO
KOHTPOJIA 32 HATMYUEM U 00eCIIeYeHHUEM X COXPaHHOCTH.

OCHOBHBIMU ~ eIVHHULIAMHA YyYeTa XpaHEHUs AapXUBHBIX JOKYMEHTOB
SIBJISIIOTCS: JeJI0, 3JIEKTPOHHOE Jel0.

Y4ery mNOMIeXaT BCe XpaHAIIAecs B apxuBe CyAeOHOro0 ydacTKa
OOKYMEHTBI, BKJIFOYAs OIKCH AeJI, B TOM YHCJIE B 3JIEKTPOHHOM BHJE.

92. OcHOoBHEIMH  (00s13aTeIbHBIMH) YYETHBIMU JOKYMEHTAMY apXvBa
SBISAIOTCS

IaclopT apXuBa CyAeOHOro ydacTka, oGopmiseMblli IO ¢(opMe COINIacHO
Ipunoxenuto Ne 9 x Hacrosiet Uncetpykuuu;

omucu zein, opopmisieMsie o gopme coriacHo [Ipunoxenusim Ne 1, 2, 3, 4
K HactoAued MHcTpyknuy;

peectp omwmceli, opopmistemblit o popme corsacHo Ilpumoxenuro Ne 5 x
HacToseld MHCTpyKIUY.

Hannble 00 06beMe KOHTeWHepa 3IEKTPOHHOTO AOKYMEHTa NpU ydeTe B
YVUYETHBIX JOKYMEHTaxX OTpa)karoTcs B Merabaiitax (MO).

93. Ilaciopr apxuBa cyaeOHoro ydactka, odopmiseMblii 10 dopme
cornacHo llpunmoxenuro Ne 9 x wHacroswed HMHCTpyKUIMH, 3aloNHAETCS B
COOTBETCTBUM €  HOPMATUBHBIMH H  METOJUYECKUMH  JOKYMEHTaMH,
YIBEPKACHHBIMH YTIOJTHOMOYEHHbBIM (peJlepabHbIM OpPraHOM MCIIOJTHHUTEIBHON
BJIACTH B c(epe apXUBHOTO JieNia U JeJIOPOU3BOACTRA.

IlaciopT apxwBa cOCTaBlA€TCA €XKEroAHO (IO COCTOsAHMIO Ha 31 nekaOps
OTYETHOTO Iofia), OTPaKaeT COCTaB, COCTOSIHUE, O0BEM U YCJIOBHUS XpaHEHUS
NOKYMEHTOB U XPaHUTCS IOCTOSHHO.

ITacriopT apxuBa COCTaBIACTCS B ABYX OK3EMIULIPAX, IIOAMUCHIBACTCS
MHPOBBIM CYIBEH ¢ IPOCTABJICHUEM JAAThl MOANHCAHHSA, 3aBEPACTCA IMEYaThiO;
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OVH DJK3EeMIUISIp XPAaHUTCI B COOTBETCTBYIOIIEM Hapsjae apXxuBa, BTOpOH —
HaIpaBJIseTcs Ha4albHUKY OTJeNa 110 OpraHu3aliOHHOMY o0ecTieueHHI0O MUPOBOM
I0CTUIMH HeHerkoro aBTOHOMHOIO OKpyTa.

B cnyuae ecnm apXuB pacmnosnokeH B HECKOJNBKUX IOMEIIEHUAX, MaclopT
apxyBa COCTABIISIETCS €IUHEII Ha BCE TIOMEIICHUS.

94. ApxuBnple nena (PIEKTPOHHBIE apXWBHBIE [elia) YYUTHIBAIOTCS IO
onucsM. ['010BBIe pa3fenbl OMUCEH YIYUTHIBAIOTCS MO TEM YK€ HOMEpPOM, KOTOPBIi
OBLI IIPHUCBOEH OTIMUCH TIPH IIEPBOM IOCTYILICHHH.

Onwmcu nen mocTossHHOrO M BPpEeMEHHOTO CpoKoB xpaHeHHs (Gosee 10 iet)
XpaHeHUs HyMepYyIOTCS OTHEIBHO.

95. Yuer moctyluieHHi# Aesl MOCTOSHHOrO W BpeMeHHoro (Oonee 10 Jer)
XpaHEeHUS BEJIETCS pa3lebHO.

96. CoctaB ¥ (QOpMBI  BCIIOMOIaTellbHBIX  YYETHBIX  JTOKYMEHTOB
OTIPENENSIOTCS APXUBOM CAMOCTOSITEIIBHO.

97. Y4eTHble JOKyMEHTHI JOJDKHBI HAXOJUTHCS B OJJHOM MECTE U XPaHUThCS
B XpOHOJIOTHYEeCKOM HOPSIKE.

98. ApxuB MOXET TaK)Xe BECTH y4eT B aBTOMATH3UPOBAHHOM PEXHME B
BUJ/I€ YUETHBIX 0a3 JaHHBIX.

VueTHple ©0a3bl JaHHBIX NPUMEHSIOTCS BO B3aUMOCBSI3H C JPYTHMH
HHGOPMAIMOHHBIMY 0a3aMi JaHHBIX, UMEIOIIUMHUCS B apXuBe, W JOJDKHBI OBITh
COBMECTUMBI ¢ COOTBETCTBYIOIIMMH YUEeTHBIMU Ga3aMH JaHHBIX FOCYAapCTBEHHBIX
apX¥BOB ¥ OPTaHOB YNPABJACHU aPXUBHBIM JIEJIOM.

Pa3zgen X
IIpoBepka HAJIMYMSA H COCTOSHUS JOKYMEHTOB
(3J1eKTPOHHBIX JOKYMEHTOB) B apXuBe Cy1e0HOI0 y4acTKa

99. B nensx obeclieyeHUs] COXPaHHOCTH NOKYMEHTAIBHBIX MATEpPHANOB B
apxuBe KOMUCCHEH, Ha3HayaeMOW MUPOBHIM CyJIbeW, MPOM3BOAUTCS IPOBEPKA
HOIMYMS M COCTOSHHSL apXUBHBIX JOKYMEHTOB (DJIEKTPOHHBIX apXHUBHBIX
JOKYMEHTOB).

IIpoBepka HanMuUUA W COCTOSIHUS apXUBHBIX JOKYMEHTOB (3MEKTPOHHBIX
apXUBHBIX JOKYMEHTOB) IPOBOAUTCS C YYacTHEM HauaJbHUKA OTHAENa II0
OPraHM3allMOHHOMY O0eCIieueHHI0O MHPOBOH IOCTHIUN HeHelkoro aBTOHOMHOIO
OKpyTa.

100. ITpoBepka HaTHYKS U COCTOSHUS el (IEKTPOHHBIX [IET) TPOBOAMUTC:

B CPOKH, YCTaHOBJICHHbIE MUPOBBIM CyZbeli, HO He peXxke OIHOTO pasa B 5
JIeT, DJIEKTPOHHBIX JIeJ] — He pexe OJHOTO pa3a B 3 roja;

Ka)KIIbIH pa3, KOrJa 3TO BEI3BIBAaETCS KaKUM-JINOO HapyIIeHHEM HOPMAaJIBHEIX
YCJIOBHH  XpaHEHHs [OKYMEHTOB, TPH KOTOPBIX HMEIOTCA OCHOBAaHHA
NpeAnojaraTe X NOpYy WM yTpary (Hocie 4Ype3BhlYalHBIX MPOHCIIECTBHH,
BBI3BABLIMX IE€peMellleHHe (3BaKyallMi0) JeJl MJIH [JOCTYIl B XpaHHAJIHINA
IIOCTOPOHHUX JIUII);

II0CTIE MEPEMEILECHUS e B APYroe MOMELICHHeE,

IIPY CMEHE MHPOBOTO CYIbH.
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101. B xo4e npoBepkn OCyLIECTBIAETC:

YCTaHOBNIEHNE (PAKTUUECKOro Hamuuus el (3NeKTPOHHBIX JAeN) U WX
COOTBETCTBHE YUETHBIM JOKYMEHTaM;

BBISIBIIEHHE U YCTpaHeHHE HETOCTATKOB B yUeTe Ael (3JeKTPOHHBIX JIe);

BBISBIICHHE  OTCYTCIBYIOINMX  gen  (pusudyecku  000COOJIEHHBIX
MaTepUAJIbHBIX HOCHTeNeH KOHTeWHepOB OJEKTPOHHBIX JOKYMEHTIOB) H
OpraHU3aIUs UX PO3BICKa;

BBISBIIEHHE M Y4Y€T JOKYMEHTOB, TPEOYIOIIMX NPOPHIaKTHYECKOH W/WiH
pecTaBpariOHHO-TIPO MITaKTHYECKOH 00paboTKy;

BBISIBJICHHUE U YYET JIEKTPOHHBIX JOKYMEHTOB, TPEOYIOMKX NEpE3alucy Ha
HOBEBI€ 2JICKTPOHHBIE HOCUTEIH,

KOHTPONb  (PU3UYECKOro M  TEeXHUYECKOTO COCTOSHUS  (PHU3UYecKd
000COOJIEHHBIX ~ MaTepHalIbHBIX  HOCHUTENEeH  KOHTEHHEpOB  AJIEKTPOHHBIX
IOKYMEHTOB, BOCIPOU3BOAUMOCTH 3JIEKTPOHHBIX IJOKYMEHTOB IPOrpaMMHBIMA
CpeACTBaMU;

MpoBEPKa Ha HATHYHE BPETOHOCHBIX KOMITBIOTEPHBIX IIPOrPaMM.

102. [IpoBepka Hanmudusi W COCTOAHHUA Jel Ha OyMaXXHOM HOCHUTEIEe
IIPOBOJMTCS ITyT€M CBEPKH OINMCATENIHBIX CTarell ONNCH C OIHCaHHeM el Ha
000XKax.

duznueckoe COCTOSIHUE JeJT OTIpeiesisieTcs IyTeM BH3yalIbHOTO IPOCMOTPA.

JlenaTtes kakue-11060 MOMETKU WM 3alUCH B OMUCHIX AeNl U APYTUX YYETHBIX
JOKYMEHTAaX 3arperaeTcs.

B koHIe ka0l TPOCMOTPEHHON OMHUCH JIEN AENaeTCs 3alUCh IIPOBEPEHOY
C YKa3aHHEM HOoMepa U JaThl aKTa MPOBEPKH HATMYHUSA U COCTOSIHHUS TOKYMEHTOB.

103. PaboThI M0 npoBepKe HATHYKS M COCTOSHUS JNEKTPOHHBIX el HOJDKHEL
HAUWHATBCS C OCHOBHBIX OK3€MIUIIPOB E€IUHHUI] XPaHEHHSA BJIEKTPOHHBIX
NOKYMEHTOB U 3aKaHYMUBATHCH pabouuMu SK3eMIUISIPaMHL.

Ilpu npoBepke Hanu4usi eAUHUL XPaHEHUS AJIEKTPOHHBIX JIEN MPOBOIUTCS
CBEpKa WX OOIIero KoJu4ecTBa ¥ yIeTHBIX HOMEPOB CO CBEACHUSIMH B KHUTE yUeTa
IIOCTYIUIEHUH M BBIOBITHS 3JIEKTPOHHBIX €N, HOKYMEHTOB H KOJIMYECTBa CO
CBEACHUSIMU TIO JIMCTY y4eTa 3JIEKTPOHHBIX Jell, JOKyMEHTOB.

IIpy mnpoBepke HamM4uWsl €NUHMII XPaHEHHs DJIEKTPOHHBIX JIOKYMEHTOB
IPOBOJUTCS  COIOCTaBIACHHE  (PAKTHMYECKUX  OOLIMX  KOJNHYECTBEHHBIX W
KOHTPOJIBHBEIX XapaKTEepUCTUK C HTOrOBOM 3allUCBIO OIMUCH JeJl, CBepka HX
HAJINYMs C OTIUCHIO.

104. B cnyuae HeoOxomuMocTH (M3MeHeHHE (U3UYECKOIO COCTOSHHA
HOCHUTEJIEeH, yXyALIEHHe BOCIIPON3BOIUMOCTH, U3MEHEHUE (POPMATa) 110 PEICHHIO
MMPOBOI'O CyIbH IPOBOAUTCA paboTa MO Nepe3amiCH SIEKTPOHHBIX JOKYMEHTOB
Ha HOBbIE HOCHUTEJIH.

Ilpp  ocymecTBieHMH  Ilepe3amucH  JODKHa  ObITh  obecreveHa
AyTeHTHMYHOCTb, IIOJIHOTAa, JOCTOBEPHOCTh, LEJIOCTHOCTh M HEH3MEHHOCTH
HH(POPMAIHHU, COAEPIKAILEHCS B 3IEKTPOHHBIX JOKYMEHTAX.

TexcToBBIE 3IIEKTPOHHBIE NOKYMEHTHI, TOJBEPTIIHECS TEPE3aiCH B HOBBIE

(opMaTbl H/MIM Ha HOBBIE HOCHTENH, IOJDKHBI OTBEYaTh YCTAHOBJIECHHBIM
TpeGOBaHUAM.
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105. Ecu nmpoBepKko#l HalnuuHsg U COCTOSIHUS A€l YCTAHOBJIEHO OTCYTCTBHE
IieJl, TO OPTaHU3YEeTCs] UX PO3BICK.

OOHapy»XeHHbIe B HTOTE PO3BICKA JeJIa pa3MelaloTCsl Ha COOTBETCTBYIOLINE
MecTa; B KapTO4yKe ydeTa HEOOHapyKeHHBIX [Hel JelaeTcs OTMeTKa o0 uXx
Oo0HapYXEeHHH C YKa3aHHEM AAThl U MOANKCH JOJDKHOCTHOIO JIMIIA.

Hena, mpuyYuHA OTCYTCTBUS KOTOPBIX ITOATBEP)KIAEHA COOTBETCTBYIOIIMMHU
JIOKYMEHTaMHM, UCKITFOYal0TCs B YCTAHOBJIICHHOM IOPSAKE U3 ONUCEN Nied U ApYyTrux
YYETHBIX JOKYMEHTOB.

ITocne paccMOTpeHHA pE3yJIBTATOB PO3BICKA JKCIEPTHOM KoMHCCUEH U
YTBEPXKICHHUS €€ peIIeHHS MHUPOBBIM CyIbeii HeoOHapy)XeHHBIe IOKYMEHTBHI
CHUMAIOTCA C y4dera.

106. Po3pICcKk apXWBHBIX [eJ, HE OOHapyXEHHBIX B XOJe MPOBEPKH,
OpraHU3yeTCs] ¢ MOMEHTA BBISBICHHS OTCYTCTBHS U IIPOBOAUTCA B TE€USHHE OJHOIO
roga. Ha nena, He oOHapyXeHHBIe B XOZe IIPOBEPKU HATUYMS U COCTOSIHHUS NEI,
cocTaBiseTcs akT o0 yTpare TOKyMeHTOB 1o GopMe cornacHo [Tpunoxenuro Ne 10
K HacTosmer VMHCTpyKUMK, KOTOPBIA paccMaTpUBaeTCs SKCIIEPTHON KOMUCCUEH H
MHUpPOBBIM cynbed. K axTy mnpumaraercss cmpaBka O IPOBEIECHHUH PO3BICKa,
IIOATOTOBJICHHAS U MMOAIMCAaHHAas! JIMIIOM, IPOU3BOAUBIINM IIPOBEPKY. DKCIEPTHOU
KOMMCCHel Cyle0HOTO yJyacTKa pellaeTcs BOIPOC O CHATHM YTPAYEeHHBIX JIEN C
y4era.

107. BHeceHre BBIABIEHHBIX B XOJ€ IPOBEPKH HEYYTEHHBIX A€l B OIUCH
nen sanpemtaercs. HeyureHHble nena moziexar oOpaboTKe U OMUCAHMIO IIOCIE
3aBEePLIEHUS ITPOBEPKH.

108. IlpoBepka Ha4Ks ¥ COCTOSIHUS JOKYMEHTOB CUMTAETCS 3aBEPILEHHOM
II0CJie BHECEHUs HW3MEHEHMM, BBIABJIICHHBIX IIPOBEPKOH, B yYETHBIE JOKYMEHTEHI
apxuBa.

[Io pesynbraramM IIPOBEPKH COCTaBISETCS AaKT MPOBEPKU HAIUYUS U
COCTOSIHHSI apXHMBHBIX JOKyMEHTOB IO ¢opme coriacHo [Ipumoxennio Ne 11 k
HacTosmen Mucrpykuumu,

IIpu obnapyxeHHH OIIHMOOK B YYETHBIX HOKYMEHTaX COCTABJIAETCS akKT O
TEXHHUYECKUX OLIMOKAX B yUETHBIX JOKyMeHTax 1o Gopme cornacHo [IpunoxeHuo
Ne 12 x nacroseit Uactpykuum.

B ciiyqae obHapyskeHHS HOKYMEHTOB, He OTHOCSIIMXCS K JAaHHOMY (OHLY,
apXuBY, HEYYTEHHBIX TOKYMEHTOB TaK)K€ COCTaBIISIETCS COOTBETCTBYIOIIUN aKT IO
¢dopme cormacHo [Tpunoxxenuro Ne 13 k HacTosed MHCTPYKITHH.

Paspen XI
Oprann3anusi HCNOJbL30BAHUS JOKYMEHTOB apXHUBa

109. MUcnonb3oBaHWe  JOKYMEHTOB apXvuBa IMPOBOJUTCA TOJBKO C
pa3pelleHns] MUPOBOI'O CYyAbH.

PaGoTHHK, OTBeTCTBEHHEII 3a paboOTy apxuBa:

BBIJAET JIOKYMEHTAIbHbIE MaTepHaibl pabOTHHKAM amnmapara MHPOBOIO
CYIbH;

HanpaBise€T Ha OCHOBAaHMM IIHMCBMEHHOTO 3alpoca MaTepuaibl B Ipyrue
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OpraHbl, OpTraHU3aIuU U YUYPEKACHUS N0 YKa3aHUIO MUPOBOIO CYIbU;
uHGOPMUPYET MHPOBOTO CYIIBI0 O COCTaBe U COAEPKAHUU TOKYMEHTAIBHBIX
MaTepHAIIOB;

BBIAET BBITIMCKH M3 apXUBHBIX JOKYMEHTOB.

110. Beigavya TOKYMEHTOB K3 apXWBOXPAHWIHILA PETUCTPUPYETCS B KHUTE
BBIJAUM Jed, odopmisieMoll mo dopme cormacHo llpunoxkenuro Ne 14
Hactosme Mactpykuunmn.

111. Beigauy gen Ha OyMa)KHOM HOCHUTENE U3 apXUBOXPAHWIKIIA U IIpHEM
ux o0paTHO, B TOM YHCJIe B Cllydae HEOOXOAMMOCTU IIOJIMCTHYIO IPOBEPKY
HAJIMYMSI U COCTOSHUS JTOKYMEHTOB Iepel] BhIIadel U3 apXUBOXpaHWIHINA U IpU
BO3BpaTe, NMPOU3BOAUT PabOTHHUK apxuBa B IMPUCYTCTBHH JIMLA, IOJIy4YalOILEero
(BO3BpaLIAIONIETO) ea.

B cnyuae ecim mocne BO3BpalleHHs Jejla paOOTHHUKOM apXuBa BBISIBIEHO
A3BSTHE, TOBPEXKIeHUEe MaTepuaioB Jela, a TAKXKe BHECEHUe B HUX HCIIpaBIeHUN
U JIOTIHMCOK, 06 3TOM He3aMeIUTENBHO COO0IIaeTCcsl MUPOBOMY CyAbeE.

112. Jlena, BelgaBaeMble U3 apXUBOXPAHWIMILA, JOJDKHBI UMETh apXUBHBIH
mudp, NPOHYMEPOBaHHBIE JUCTHI, JUCT-3aBEPUTENIb WM JIUCT HCHOJIB30BaHUA
JOKYMEHTOB 1 oopmiieHsl o ¢popme cornacHo [Ipunoxenuro Ne 15 k Hacrosime
HNucTpyKumn.

113. DnexTpoHHBIE NOKYMEHTHl BBIOAIOTCA W3 apXUBOXPAHWIUIIA B BUIEC
JNEKTPOHHBIX KOMUN WIJIM KOTHH Ha OyMaXXKHOM HOCHTENE, KOTOPbIe CO3/IAalOTCs Ha
OCHOBe pabouero »sK3eMIUIIpa KOHTeHHepa dJIEKTPOHHOro nokymeHta. Ha
apXVBHBIX KOMHSX, BKJIIOYAs apXWBHbIE KOMHU Ha OYMaXHOM HocUTeNe
AIIEKTPOHHBIX JOKYMEHTOB, apxXWBHBIE LINQPPH IMPOCTABISIIOTCS Ha o00opoTe
KaXK0ro JIMCTa apXUBHOM KON, a 3aBepUTesIbHas HAAINCh U OTTHUCK IeYaTHl — Ha
000pOTe MOCIIETHETO JTHUCTA KOTIHH.

ITo 3ampocy JHI, UMEIOLIUX NMPaBO Ha IOJYyYEHHE KOIUM NOKYMEHTOB, U
IIPY HAINYUY TEXHUYECKON BO3MOXKHOCTH APXWBHBIE CIIPAaBKU (BBIMTUCKHA) MOTYT
BBINABaTbCd B OJNEKTPOHHOU ¢opMe Ha JJIEKTPOHHOM HOCHUTele JHOo
nepechuIaThbes Mo NHPOPMAITHOHHO-TEIEKOMMYHHKAIIMOHHBIM CETSIM.

ONEeKTPOHHBIE apXWMBHBIE CIPaBKKU (BBIIUCKH) 3aBEPSIFOTCS 3JIEKTPOHHOM
IIOJITUCHI0 MUPOBOT'O CYABH.

@DaxT BBLIAYM KOMHHA SJIEKTPOHHBIX MOKYMEHTOB (DHUKCUPYETCS B >KypHaJle
BBIJIAYU JJIEKTPOHHBIX IOKYMEHTOB.

HocTyn paGOTHHKOB anmapara MHPOBOTO CYAbH K DJIEKTPOHHBIM
JOKYMEHTaM apxWBa IIpU Haduuyud WHQOPMAIIHOHHON CHCTEMBI MOXET
OCYIECTBIATBCA HEIMOCPENCTBEHHO ¢ pab0odMxX MeCT B COOTBETCTBUHU C
YCTaHOBJIEHHBIMH IIPUKA30M MUPOBBIM CyJZIbel IIpaBaMH OCTYIIa K TOKyMEHTaM.

Ilo peleHHIo MUPOBOTO CYABHU apXUB MOXKET NPENOCTaBIATh PabOTHHUKAM
anrmapaTa MUPOBOIO CyJIbU 3JEKTPOHHBIE JOKYMEHTHI IO JIOKABHOM ceTu. B aTom
Cllyyae BEJIETCsl JIEKTPOHHBIN XKypHANl ydyeTa BBIJA4YH DJIEKTPOHHBEIX JOKYMEHTOB
M3 apx#uBa, B KOTOPOM (UKCHUPYIOTCS: JaTa BBIIa4M, (GaMUINS, HHAIHAIEI
3alIPOCHBILETO JOKYMEHT, 3ar0JIOBOK M YYETHBIN HOMEpP BBIIAHHOTO JOKYMEHTA.

114. JlokyMeHTBI  BBIAAIOTCA W3 aApXMBOXPAHWIHINA HA CPOK, HeE
IIPEBBIIIAFOLINI:
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OIHOTO Mecsla — IS MCIIONB30BaHus paboTHUKAMH annapara MHPOBOTO
Cyabu;

IIECTH MeCAlleB — CYJAeOHBIM, IPABOOXPAHUTENBHBIM H  HHBIM
YIIOJTHOMOYEHHBIM OPTaHaM.

ITpoxsieHrie YCTAHOBICHHBIX CPOKOB BBLIAYH JOKYMEHTOB MIOIyCKaeTCs C
paspeIleHnsi MHPOBOTO CyAbH HAa OCHOBAaHHMM NOKyMeHTa (IHChMa, CilyxeOGHOH
3aIMCKH) TONB30BaTelds O TIOATBEPXKISHMH O0OeCleueHHs COXPaHHOCTH
IOKYMEHTOB.

115. Beimada apXuBHBIX [€]l BO BPEMEHHOE MOJIb30BAHHE NPOH3BOIUTCS I10
IMCHBMEHHBIM 3asBKaM (CIIy)KeOHBIM 3armuckaM) pabOTHHUKOB aImapaTa MUPOBOIO
CYObH M C NHCHbMEHHOTO pa3pellieHHs MHUPOBOro cyapd. Ha BblIaHHOE I€JIo
3aBOANTCA KapTa-3aMecTHTeNs o (opMme cornmacHo Ilpunoxenmo Ne 16 x
Hactosmed MHCTPYKIUH, K KOTOPOH MPUKPEIASTCS KOMUS CONPOBOAMTEILHOIO
IMChMa O HAMpaBIeHWM Jeja HJIH JeNlaeTcsi OTMETKa O Bbliade pabOTHHKY
anmapata. B Hel yka3plBalOTCA HOMEp [Jeja, €ro HaHMEHOBaHHE, K€M OHO
3alpOIIEHO U TTOJIy4eHO, JaTa BbIAA4y, POCIUCH MOJIyYaTelsa, JaTa BO3BPAICHUS B
apXx¥B ¥ MOANKCH pa0OTHHUKA apXWBa, IPUHIBIIErO Aeno. IIpu Bo3BpalieHun nena
KapTa-3aMeCTUTENb U3BIMAETCS U XPAHUTCA B apXHBe 0 MUHOBAaHU HalOOHOCTH.

JIvuo, mosy4YnBIIIee apXUBHOE JIEJI0, OTBEYAET 3a €T0 COXPAHHOCTD.

116. Brigaua HaxoAsIIuxcs B apxXuBe CyIeOHBIX Aesl (MHBIX MaTepHalIOB)
Ui O3HAaKOMJICHMs JIMLIAMH, YYacTBYIOLUUMH B J€jle, UX IIPeACTaBUTCIIAMH, a
Tak)Ke WHBIMH JIMIIAMH OCYIIECTBIAETCS] B TOpPsAKE, YCTAHOBIEHHOM MHUPOBBIM
Cyabedl, Ha OCHOBAaHMM HX MMCHBMEHHOI'O 3asBJIEHUS M NPU NpPEIbSBICHUU
COOTBETCTBYIOIIUX TOKYMEHTOB.

117. O3HakoMileHHe ¢ CYZEOHBIM [eJIOM JOJDKHO IIPOM3BOIUTHCS B
CelualbHO 000pPYIOBAaHHOM IS 3TOM IeM TOMEeNeHUH CyJeOHOro ydacTka B
OPUCYTCTBUM DPAOOTHHWKA apxXWBa B YCJOBHSX, KOTOPBIE HMCKIKOUAIOT U3BATHE,
NOBPEXIEHUE, YHUYTOXEHWE MaTepHalloB Jell, a TaKXe BHECEHHE B HHX
UCIIPaBIICHUH U JONMCOK, epejady uxX ApyroMy JIMiLy.

O06 03HaKOMJIEHHH C [€JIOM J[ejlaeTcs OTMEeTKa B JIMCTE HCIIOJIb30BaHMUSA
DOKYMEHTOB, odopmiseMoM 1o ¢opMe cornacHo Ilpumoxenuio Ne 15 k
HacToswed MHCTpyKI UK.

118. O3HakoMIieHHE JIHI, YYacTBYIOLIUX B JeNle, WX MPEACTaBHTEICH, a
TaK)X€ WHBIX JIUI C ayJUO3aIHChI0 CyAeOHOro 3acelaHus, NPHUOOIIEHHOW K
CyneOHOMY Ieny, NMPOM3BOOUTCS IO MX NHUCHMEHHOMY 3asBIEHUIO B IOPSIKE,
IpeRyCMOTpeHHOM ITyHKTamMu 116 u 117 Hacrosimed MHCTpyKUUH.

O3HakomiieHHe C ayOHO3alUChI0 CyIHeOHOro 3acelaHus IIPOHU3BONUTCA B
CIeNHaIbHO 000pYIOBAaHHOM AJIS ATOM LENH MOMELIeHUH CyAeOHOro y4actka B
IPUCYTCTBUH pabOTHUKA apxuBa IMyTeM INPEJOCTaBIECHHS BO3MOXHOCTU
IpOCHAYyIUMBAaHHs  COOTBETCTBYIOLIEH  ayJuo3allcH €  HUCHOJIB30BaHHEM
HEOO0XOAUMBIX TEXHHYECKHUX CPEeICTB.

119. IlpaBo Ha cHATHE KONUH JOKYMEHTOB ¢ MaTepHUaJIOB J€/la 3a CBOH cueT,
B TOM 4YHCIE€ C HCHOJb30BAaHUEM TEXHHYECKHX CpPENCTB, NPEIOCTaBISAETCS
CIIEAYIOLLUM JIMIAM:

OOBMHAEMBIM, OCYXICHHBIM, OIpPaBIaHHBIM, MX 3allUTHHKAM W
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NpeJCTaBUTEIISIM;

[IOTEPIEBIINM;

IPa’kIaHCKOMY HCTILY, €ro MPEACTaBUTENIO B YaCTH KOIUH IIPOLECCYATBHBIX
pelleHti, OTHOCAIINXCS K MPEABSIBICHHOMY UM IPaXXJaHCKOMY HUCKY;

IPaXTAHCKOMY OTBETHYMKY M €ro IpeACTaBUTENI0 B YacTH MaTepUalioB
YTOJIOBHOTO €714, KOTOPBIE KacatoTCsl IPaKJaHCKOIO UCKa;

CTOPOHAM U WHBIM JIMIaM, Y4acTBYIOIIKM B I'PKAAHCKOM JI€Ne, a TaKKe HX
NPEICTABUTEISM;

JMLAaM, YIacTBYIOLUM B a[MUHHCTPAaTHBHOM JIEJIE;

JIMIIaM, YYacTBYIOIUX B Jieyie 00 afMIHHCTPATUBHOM IIPaBOHApYLIECHHH.

YkazaHHBIC U2 CHUMAIOT KOIUH M0 MHCEMEHHOMY 3asIBJICHHIO B MOPSIKE,
YCTaHOBIEHHOM MHPOBBIM cynbeid. JlaHHOe TMCBMEHHOE 3asBIEHHE C
paspeniaioneii pezononueil MUPOBOro CyJIbH IOMIIMBAeTCS B CyldeOHOe Ieno,
HaxoJslleecs Ha XpaHeHU!U B apXMBe, U BHOCUTCS BO BHYTPEHHIOIO ONHUCH Jena. B
clly4yae NpeAbsSBISHHs JOBEPEHHOCTH K Iy NMPUOOIIaeTCs TakXKe ee KOIIHs.

CHsATBIEe 32 CBOM CUET KOIHMH C MaTepuanoB CyJeOHOTO Aena, B TOM YHCe C
MIOMOIIBIO TEXHUUYECKUX CPEICTB, CYIOM HE 3aBEPAIOTCS.

120. Beigaya Komui MOKYMEHTOB M3 CyAeOHOro Aena, HaxXxOASILErocs B
apxuBe, JHIAM, YYacCTBYIOIIMM B Jene, IIPOU3BOAMUTCA II0 HUX IHUCBMEHHOMY
3asBJICHUIO C pa3pelIeHHs] MUPOBOTO CyIbH. BbIava Takux Komui U3 cyaeGHoro
Iena WHBIM JIMLIaM ¥ OpTaHW3aluaM MNpOU3BOAUTCA pPaOOTHHUKOM apxXuBa IO
NUCBMEHHOMY 3alpocCy WM 3adBJICHHAI0O Ha OCHOBAHHHM PE30JIIOUUH MHUPOBOIO
CYIbH.

121. BeimaBaeMble KONMHMH  CyZAeOHBIX aKTOB (IIPUTOBOp, peleHue,
olpejiesieHUe, IIOCTAHOBJIEHHE, CYNeOHBIH MpPHUKa3) MOJDKHBI OBITH 3aBEpEHBI
NOJIUCBI0 MHPOBOTO CYIBHU HJIM HHOTO YIIOJJHOMOYEHHOI'O UM JIMLA, a TaKXke
repOOBOM NeYaThlo

[Ipu 3aBepeHHWH COOTBETCTBUS KONMU CYJeOHOro akTa IOJJIMHHUKY Ha
JIULIEBOM CTOPOHE IMOCJIEIHEro JIUCTa 0] TeKCTOM KOIHMU CyleOHOro akra (HIXe
pexBusuta «[lommuce») mnpocrapisiorcs mramn «Komus BepHa» u repbopas
HeYaTh.

W3rotosiieHne 3aBEPEHHBIX KOMMUA CyAEOHBIX aKTOB U HHBIX JIOKYMEHTOB
OCYILLIECTBIISIETCS YIOJTHOMOYEHHBIM pa0OTHHKOM apxuBa. B mpaBoM BepxHeM
yIIIy IEPBOTO JUCTA JOKYMEHTA MpocTasisgercs mraMi «Komus.

122. Ecnu xonusi ZOKyMeHTa COCTOUT U3 HECKOJIBKHX JIMCTOB, TO BCE JIUCTHI
JOJDKHBI OBITH IPOHYMEPOBAaHBI, IPOIINTHEl IPOYHOM HHTHIO, KOHIBI KOTOPOH
BBIBOJSTCSI Ha OOOPOTHYIO CTOPOHY IOCJHEIHEro JINCTa KOMUU JOKYMEHTA KU
CKPEIUISIIOTCST CKOOOM ¢ HCIIONB30BaHMEM CTeluiepa; Ha OOOpOTHOH CTOpOHE
IOCIIENHEr0 JIHUCTAa B MeCcTax CKpeIUIeHHsS HaKIaIbpIBaeTCsl Hakiehka ¢
3aBEPUTENBHOMN HAIIIUCHIO KIIPOHYMEPOBAHO M CKPEIUICHO MeYaThio JHCTOB,
IIOJIUCh », odopmisiemas o ¢opme cornacHo Ilpunmoxenuto Ne 17 x
HacTosIled MHCTpyKUUH C yKa3zaHHEM CyleOHOro y4yacTKa, KOTOPHIM BBIJAeTCs
Konus nokyMmeHTa. Iloamuck ckperuisiercs: repboBoil meuyaTrto. ['epOoBast medartsb
CTAaBUTCS TAaKUM 0Opa3oM, 4YTOOBl YaCTHYHO 3axXBaTUTh OTpPe30K Oymaru,
3aKJIEUBAIOIIM KOHIBI HUTH JTHO0 MECTO CKPETIICHUS.
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123.B cnydae eciW BBIIECTOSIIMNA CYyJ HM3MEHH pEUICHHE MHPOBOTO
CyIbH, Ha KONHH CyAeOHOro axrta (IpUrOBOpa, pEIICHHUs, OIpeAeIeHus,
IIOCTaHOBJIEHUs], CYAeOHOro MpuKasa) 00 3TOM AenaeTcs orMerka. Ha BpiaBaeMoi
KoMK cyfAeOHoro akra pabOTHHKOM apxuBa TakKe JeNaeTcsi OTMETKa O JaTe
BCTYIUIEHHS €ro B 3aKOHHYIO CWIYy U YyKa3bIBaeTcs, B KakOM Jieyie MOMIUHT
NOJUTMHHBIN JOKYMEHT U B IPOU3BOJICTBE KaKOro CyAa HAXOAMIOCH AEIO0.

124. Korun ~ 3ampammBaeMbIX — CyJeOHBIX ~ aKTOB  H3TOTaBIKBAIOTCS
pabOTHHUKOM apXWBa B CpPOK He Oojee msITH pabouux AHEH CO JHS MOCTYIUICHHUS
COOTBETCTBYIOIIETO 3asBICHHU.

125. Mi3roToBiieHHbIe, HO HE IMOJy4YeHHBIE 3asBUTEJIEM KOMUHU CyIeOHBIX
aKTOB, IMCbMEHHBIX CITPaBOK MEPEaOTCs AJIsl OTIIPABKY I10 T10YTE.

Jluno, monyvduBmiee Komuio cyneOHOro axTa, JODKHO HAIUCATh
COOTBETCTBYIOLIYI0 paclHcKy. B ciiydyae HampaBieHHsS KONHUHM HOKyMEHTa IIO
[OYTe B JEJI0 MOAIIMUBACTCS KOMHUSA COMPOBOAMTENBHOIO MHChMA C HCXOASILUAM
HOMepoM H patoil. Takxke menmarTCd COOTBETCTBYIOUIME OTMETKHA B JIKCTE
UCIOJIb30BaHUs JOKYMEHTOB.

126. Koy cyneOHBIX akTOB MOTYT OBITH BBIAAaHBI (HAIpaBJIeHbI) HWHBIM
JIMLIaM, YbU HHTEPECHl HEMOCPEACTBEHHO 3aTParMBaloTCi CyAeOHBIM aKTOM, C
paspellieHUss MUPOBOTO CyAbH II0 MUCBMEHHOMY 3asIBJICHHUIO, B KOTOPOM JOJKHO
OBITh yKa3aHO, Kakue IpaBa WIA 3aKOHHBIE HHTEPECHl 3TOTO JHLA HapyLICHBI
ATUMHU CyAeOHBIMH aKTaMH.

127. IToBTOpHAas BBIAAYa KOMHHA CyAeOHBIX aKTOB (pelleHHH, onpeneeHuH,
IIPUTOBOPOB, IOCTaHOBJICHUH, Cy1eOHBIX TPUKA30B) JIULIAM, YYACTBYIOIIKM B [ene,
UX IPEJCTABUTENAM, a TaKKe APYTMM JHIaM, YbH HHTEPECHl HEIMOCPEICTBEHHO
3aTPAaruBalOTCsl CyNEeOHBIM aKTOM, OCYLIECTBISETCS MO UX NUCEMEHHOMY
MOTHUBHPOBAHHOMY 3asBJICHHIO B YCTAHOBJIEHHOM MHPOBOM CyAbeU MOPSIKE.

128. M3roToBneHre U BbIa4a KONUHU ayAHO3AMUCH CYyHeOHOro 3acelaHHs
OCYILECTBIAETCA MO NMCHbMEHHOMY 3asSBICHMIO JIMI], yYAaCTBYIOIIMX B Jeiie, UX
IpeJCcTaBUTENeH (CTOPOH, MHBIX YIaCTHUKOB CyJAeOHOro pa3dbupaTesscTBa) U 3a UX
CUeT B NOpsAJKEe, YCTAHOBIEHHOM MUPOBBIM CyObeH.

129. Ha UCBMEHHOM 3asiBJICHUM MUPOBOM CYIbs HenaeT
COOTBETCTBYIOILYIO OTMETKY O MOpY4YEHHM pabOTHUKY apxXuBa H3OTOBHTHh H
BbIIATh KOIMIO AayQuo3amucy CyAeOHOro 3acenanHus. JlaHHOe 3asBJICHHE
MOAIIMBAETCS B JENO, a B Cllydyae [PeIbsSBICHUS JOBEPEHHOCTH K ey
MpUOOIIaeTCs TaKXKe ee KOMuS.

130. [l 3roToBNEHUS KOMHMM ayAAO3aIUCH JUIO, MOAABIICe 3asBICHNE,
NPEACTaBIAEeT B CyAeOHBIM y4acTOK MaTepUalIbHBI HOCHTENb WHGOOpMAaIUU
(bnem-xapra, quck CD-R, DVD u apyrue Hocurend uHGOPMAIUHU, TEXHAYECKAS
BO3MOXKHOCTb 3aIIICH Ha KOTOpPBIE HMEETCSI B COOTBETCTBYIOLIEM CyIeOHOM
y4acTKe).

131. IlpeacraBiennble B CyneOHBIA y4acTOK MaTepHalbHbIE HOCHTENH
HHGOpMaMy He JOJDKHBI COJIEpPXKaTh Kakypo-mubo uubopMamuoo. B memix
0€30MacHOCTH Nepes 3alUChio PeACTABICHHEIH MaTepUAIbHBIN HOCHTENb MOXKET
OBITE  OTGHOPMATHPOBAH YIONHOMOYCHHBIM paGOTHUKOM allfapara MHpPOBOTO
CyZAbU, OTBETCTBEHHBIM 3a M3TOTOBJICHHE U BBIa4y KOIIUM ayAHO3aIlUCH, IPH 3TOM
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IIpeJIBapUTENHHO YBEIOMUB JHIIO, IOAaBIlIEe COOTBETCTBYIOIIEE 3asBICHHUE.

132. 3anucey aynuodaiina Ha MaTepHAIbHBIA HOCWUTENb JIMLA, MOAABIIETO
3asBJICHHE, MPOU3BOTUTCS YIOJHOMOYESHHBIM Pa0OTHHUKOM aIfiapata MHPOBOIO
CyZIbY Ha JOKATBHOM KOMIIBIOTEPE, He NPHUCOSAUHEHHOM K JIOKAJIBHOM CEeTU U He
UMEIOIIEeM J0cTyIa B ceTh «HTEpHET.

133. Konus aynuosanucu cyeGHOTO 3acejaHusl He 3aBepsIeTCs.

134. Tlocne BBIDaYM KOMHMM ayaHoO3almMcH CyAeOHOrO 3acelaHus Ha
MIICBMEHHOM 3asiBIeHHM 00 H3rOTOBJIEHMHM ¥ BblJade pabOTHUKOM apXuBa
nenaeTcss OTMeTKa 00 HM3rOTOBJIEHUU W BBIJAue, a JIULIOM, MOJYYHUBIIUM KOITHIO
ayIMo3alliCy, JenaeTcs COOTBETCTBYIOLAS paclucka O Ioiny4yeHud. JlaHHOe
3asgBlieHHe TpuollaeTcas K CydeOHOMY Jely, TMpH 3TOM  Jelaercs
COOTBETCTBYIOIAst OTMETKA B JIMCTE UCIOIB30BaHUA JOKYMEHTOB.

DJIeKTPOHHBIM HOCHTENb HHGOPMAIIHH, ¢ KOTOPOT'0 U3TOTaBIMBANACH KOITHS,
JOJKEeH OBITh BIIMUT B g0 (IpUOOLIeH K MPOTOKONY CyAeOHOTO 3aceNaHus) B
yIakOBaHHOM BHZE (KOHBEPT) C yKa3aHHEM Ha yIaKOBKE HOMepa Jelia, AAaThl, a
TaKXke IOMAMUCaH pabOTHHUKOM, OTBETCTBEHHBIM 3a paboTy apxuBa. YIIaKoBKa
IOJDKHA 00eCneunBaTh COXPAaHHOCTD JIEKTPOHHOTO HOCUTEJNA OT TOBPEXKISHHUH U
MOPYH.

135. IlopnmuHHBIe HOKYMEHTHI U3 CYAEOHBIX AeN (MHBIX MAaTepuasoB) M UX
HaJlexampuM o0pa3soM 3aBEepeHHbIC KONHWH, IPEACTABICHHBIE YYaCTHHKAaMHU
CYIOIIPOM3BOJCTBA, a TaKKe IHUCbMEHHBIE CIPaBKM IO JieJlaM BBIJAIOTCS UM
pabOTHUKaMH apX¥Ba Ha OCHOBAaHMHU MX NMHUCHMEHHOTO 3asiBJIEHUS;, IPYTUM CYIaM,
OopraHaM [MO3HAaHHsA U CIEICTBHUS — HA OCHOBAaHHMH MOTHBHPOBAHHOTO 3ampoca U
(umM) MHBIX HEOOXOIMMEBIX JOKYMEHTOB, MPeIyCMOTPEHHBIX 3aKOHOIATEIbCTBOM
Poccuiickoit ®enepauuu. Ha 3asiBieHMM Wi 3ampoce O BbIJA4e IMOITHHHBIX
JOKYMEHTOB U3 CyOeOHOro jena IpOCTAaBISICTCS paspellarollas pe30Ionus
MHPOBOTO CYyAbH.

136. B3ameH BBIAAaHHOrO MOJJMHHUKA K [ENy IPHOOLIAETCS ero KOmus,
3aBEpEHHAas MOAINCHIO MUPOBOrO CyJbU U IrepOOBOH [1€YaThIO.

137.Ilpn Bplmave NOANMHHUKOB MOKYMEHTOB M3 CyAeOHOro jena Ha HX
3aBEPEHHBIX KOMMSIX [OJDKHBI YKa3bIBaThbCid (amuiys, MM, OTYECTBO JIMIIA,
HOJYYHUBIIErO JOKYMEHT, €ro IpOLEecCyallbHOE IIOJIOKEHHE II0 ey, HaHHBIe
JOKYMEHTA, yJOCTOBEPSIOLIEero JMYHOCTb. B IONydeHHH AOKYMEHTA 3TO JIMIO
JOJDKHO paclUCaThCA U IPOCTABUTh AATy IOodydeHusd. JIuio, BeiiaBilee JOKYMEHT,
JOIDKHO yKas3aTb CBOIO (aMHIIMIO, JOJDKHOCTh W IIOCTaBUTh MOAMMCH. [lpu
IPEeIbsBIEHUY JOBEPEHHOCTH HeOoOXOIHUMO CHATh C Hee KOMHIO W IONIIHTH B
Jeino. Takue ke CBeICHUS YKa3bIBAIOTCS B CIIPABOYHOM JIHCTE.

138. lokymMeHTEl, Ha OCHOBaHMM KOTOPBIX W3 CyAeOHOro Jena BBIOAHEI
HNOJUTHHHUKH, a TaKXe WX 3aBepeHHble KOIUM IOAIIMBAIOTCA B Jeno. B ciyuae
HalpaBleHUd MOJHHHOIO [OKYMEHTa 3aKa3HOM TIOoYTOH B Jelo TaKkKe
IIOAIINBACTCS KONMS CONPOBOJUTEIBHOTO IHMCBMa C HMCXOISIINM HOMEPOM H
JaToil.

139. Ilopsimok u CPOKHM BHIIAYH MOIMHHBIX JOKYMEHTOB, MX 3aBEPEHHBIX
KOIIHH, apXHUBHBIX CIIPaBOK YCTaHABIMBAETCS MUPOBBIM CyIbEH.

Bbimaua mUCBMEHHBIX AOKA3aTeNbCTB, HE BO3BPAIIEHHBIX ITPEACTABHUBIINM
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UX JHLaM 10 Iepelavn Nejia B apXHB, [0 Ipochde 3THX JIUI OCYLIECTBISETCS B
TAKOM XKe TIOpsIKe.

140.Ilo nOUCBMEHHBIM TpeOOBaHUAM OpPraHoB, KOTOPHIM  3aKOHOM
IpeNOoCTaBIeHO IpaBO HCTpPeOOBaHUS JeNla, U Ha OCHOBAaHHHM pPacCHOpSKEHUS
MHUPOBOTO CyABU CyHdeOHBle Aena HampaBifiOTCS UM B TPEXJHEBHBIH CPOK IO
II0YTE 3aKa3HBIM MCHMOM HIIH C KyPbEPOM.

141. PaGoTHUK apxuBa 00s3aH KOHTPOJIMPOBATH BO3BpAT [€Jl B apXUB U HE
peske OTHOTrO pa3a B Mecsl JOKIAAbIBATE MUPOBOMY CYIbE.

Jlo BO3BpallleHUs [iefla B Cy[eOHbIH yJacTOK TpeOOBaHME O €r0 BBICBUIKE,
KOIIMM COIPOBOJAUTEIBHOIO MHCbMa, IPUrOoBOpa WM PELICHUS XpaHITCS B
KOHTPOJBHOU IMAIIKE.

B kHure BbIJauM €1 U3 apXMBa OTMEYaeTcs, KOIJa, KOMy H IO KaKOMY
3aIpoCy €0 HAIPaBJIeHO, KOTJAa U KeM OHO BO3BpPAalLeHO, KOTOpast OPOpMIIAETCs
no ¢opme cornacHo [Tpunoxenuro Ne 14 k Hacroseit MuacTpykium.

142. luple, He YycTaHOBJEHHBIE HacTosied MHCTpykuued npaBuia
O3HAaKOMJIEHHs C MaTepuanaMd cyjae0Horo Jena, BbAAYM  ITOJIMHHBIX
AOKYMEHTOB, 3aBEPEHHBIX KOIHI MaTepHalloB elna, MUChMEHHBIX CIIPaBOK, KOIUH
CyZAeOHBIX aKTOB OIPEeIIIOTCS MUPOBBIM CyJIbei.

Pasgen XII
O0ecneueHue COXpAHHOCTH APXUBHLIX JOKYMEHTOB

143. s obecriedeHuss COXPAHHOCTU AapXUBHBIX Jel1  (DNEKTPOHHBIX
ApXUBHBIX JIeN) U JOPYTUX TOKYMEHTOB, CO3HaHHUS HEOOXONHUMBIX YCIIOBHM IUIs
paboTHl  apXMBY OTBOOUTCS  CIENHAIBHO OOOpYyIOBaHHOE  IOMEIIEHUE,
COOTBETCTBYIOLIEE YCTAHOBICHHBIM YCIOBUSAM XPaHEHUS U TpyAa PabOTHUKOB
apxuBa.

144. ApxuBOXpaHHUIIUIIE JOMKHO OBITH yAaJIEHO OT OBITOBLIX MOMEINEHUMH U
He UMeThb OOHmMX C HHUMH BEHTWIALMOHHBIX KaHAJIOB, TapaHTUPOBAHO OT
3aTOIUIEHHs], OTHENIEHO OT COCEIAHHMX ITOMEIIeHNil HecropaeMbIMH CTEHaMH |
IIEPEKPHITUSIMH C [IpeAeaMHi OTHECTOUKOCTH He MeHee ABYX 4acoB.

ONEXTpONpPOBOAKa [OJKHA OBITh CKPHITOM WM BMOHTHPOBAaHHOK B
MeTajudeckue TpyOrl. OcBeTHUTENbHAS apMaTypa B IIOMELLIEHHH apXHBa JOJDKHA
ObITh modyrepMmerduHol. IllTencensHple pO3eTKM IS TNEPEHOCHBIX JaMIT WM
IBIIECOCOB  NOJDKHBI  ObITh ~ IEPMETUYHBIMH WM  YCTaHABIMBAThC B
METaINIMYECKUX paclpeAeInTeabHbIX mKadax (kopobkax).

145. Ilpu  pasMellleHMH  apXUBOXPAHHIHINA B  CIEUHAIBHOM WX
IPUCIIOCOOJIEHHOM  3JaHUM  TpeamouyTeHHe  (IpU  PaBHBIX  TEIIOBBIX
XapaKTepUCTHKaX) OTAAeTCs MOMEIIEHUAM C CEBEpHOM OpHeHTalllel OKOH.

Marepuanel MOKpPBITUS CTEH, IOJIOB, IIOTOJIKOB, BHYTPEHHEIH apMaTyphbl
apXMBOXPAaHUIIMILG, [IPUMEHAEMbIe IPU WU3TOTOBJIEHHH O000PYIOBAHUS U CPEACTB
XpaHeHHMs apXMBHBIX JOKYMEHTOB, HE JO/DKHBI BBIAEIATH arpecCHUBHEIE
XMMHYECKHE BEIIeCTBA U OBITh HCTOYHUKOM ITBLIH.

146. ApXxMBOXpaHHIIHIIE JOJIXKHO UMETh €CTECTBEHHYIO WIH
HCKYCCTBEHHYIO BEHTWIALMIO, OOECIEYMBAIONIYI0 PEHHUPKYIALUI0 BO3AYXa,
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CTaOMJIBHOCTH TEMIIEPATyPHO-BIAXKHOCTHOI'O PEXUMa, OYHCTKY BO3yXa OT IIBLIH.

147. ApxuBoxpaHunuIna (3a UCKITIOUEHUEM apXUBOXPAHUIINLL,
pacroNararolmxcss Ha OXpaHieMOd TeppuUTopur) OOOPYIYIOTCS ABEpPSMH C
IIOBBILICHHON TEeXHUYECKOH YKPEIUICHHOCTBIO IIPOTHMB BO3MOXKHOIO B3JI0Ma
(MeTammu4yeckue WIM oOmMTBIE MeTaioM). OKHA MOMEIICHHs apXUBa HOJDKHBI
OBITH 000PYIOBAHBI 3AIMPAIONTUMUCS PEIIeTKAMHU.

148. 3anpemaerca ycTaHOBKA B IIOMEIIEHHU apXuBa IeYeH M IBIMOXOIOB,
IpUMEHEHUEe OrHsl, HCIOJIB30BAaHHE HArpeBaTeNbHbIX NPUOOPOB, pa3MelleHNe
TIOCTOPOHHUX OOBEKTOB.

149. TIpoTHBOIIOKapHBIA PEKKUM apXyBa YCTaHABIUBAETCA B COOTBETCTBUM C
HOpPMaTHBHBIMK IIpaBOBBIMH akTamMu Poccuiickoii ®egepanuu B obiactH
nokapHo# 0€30MacHOCTH.

[TomemeHue apxuBa JODKHO OBITH OOOPYAOBaHO IOXKApHOW M OXpaHHOH
CUTHAJIM3ALACH.

[loxxapnast ~ 0Oe30mMacHOCTh  JOJDKHA  O0eCHeuuBaTbhCd  CHCTEMOH
ABTOMAaTHYECKOTO MOXKAPOTYICHHUS.

150. PaGoTHHK, OTBETCTBEHHBI 3a pabOTy apxuBa, IOJKEH MPOWUTH
MHCTPYKTaX IO BONIPOCAaM HNPOTHBOIIOKApHOH O€30IacHOCTH, O3HAKOMHTHCA C
NpaBUIaMH  TOJB30BAHUS  I[POTHUBONOXAPHBIM  uHBeHTapeM. HWHerpykrax
pPabOTHUKOB apXyBa MO MPOTUBOIOXKAPHONW GE30MaCHOCTH TOJDKEH MPOBOIUTHCS
HE pexe OJHOTO pasa B TOJ OTBETCTBEHHBIM paOOTHHKOM, Ha3HaYeHHBIM
IIPUKA30M MHPOBOIO CYyZbH.

151. ApxuBHBIE JOKYMEHTHI CIeyeT XpaHUTh B TEMHOTe. Bce BuabI paboT ¢
JOKYMEHTAMH JOJDKHBI MPOBOAUTHCA NPU OrPaHUYECHHBIX WIH TEXHOJOIMYECKU
HEeOOXOMMBIX YPOBHIX OCBELEHH].

EcrecTBeHHOE OCBEIIEHNE B apXUBOXpaHMIUINE AOITYCKAeTCs IPU YCIOBHU
IPUMEHEHHs Ha OKHAaxX CBeTopacceuBaresieli, 3alllUTHBIX QWIBTPOB, IITOP,
KAJO3W, HAHECEHHBIX HA CTEKIO MOKPHITUM. [N HMCKyCCTBEHHOTO OCBEIIEHUS
IPUMEHSIOTCS JIaMIIbl HaKaJIWBaHHS B 3aKPBITBIX IUTadoHaX C  IVIAIKOM
IIOBEPXHOCTHIO.

152. B apxuBOXpaHWIHILE i1 XPaHEHHS NOKYMEHTOB YCTaHaBIUBAKOTCS
clleAyrolye mapaMeTpsl TeMIepaTypHO-BIKHOCTHOTO PEXKUMA.:

IUId XpaHeHHsS NOKyMEHTOB Ha OyMaXHOM HocuTene — Temmeparypa 17 —
19°C, oTHOCHTENBHAS BIAXXHOCTH Bo3ayxa — 50 — 55%;

Ul JOKyMEHTOB Ha MATHHTHBIX [IHUCKAaX K [IWCKOBBIX HaKOMHUTEIAX —
temnepatypa 8 — 18°C, oTHOCHTeNbHAS BIOKHOCTH Bo3nyxa — 45 — 65%;

JUIsi JOKYMEHTOB Ha ONTHUECKHX JHcKax — Temmeparypa 10 — 23°C,
OTHOCHUTEJIbHAsA BIAXKHOCTh Bo3tyXa — 20 — 50%.

A1 KOHTpoJIA TeMIepaTypsl U BIQXHOCTH BO3yXa B MOMELICHUM apXHBa
YCTaHABJIMBAIOTCS TEPMOMETPHl U TUTPOMETPHI, COTNACHO IMOKA3aHUAM KOTOPBIX
JOJDKHBI TIPUHMMATBCS MeEpPhl K OOECNEUYEeHHI0O HOPMAIBHOH TeMIiepaTyphl W
BJIQXKHOCTH BO3yXa.

153. B apxuBoxXpaHWIHIlle NODKHBEI NPUHUMATBCS Mephl, HCKIIOYAoIne
BO3MOXXHOCTD IIOSIBJICHUS IJIECEHM, HACEKOMBIX, I'PBI3YHOB M HAKOIUIEHHS IIBLIH,
CHCTEMAaTHYECKU IIPOBOIUTHCI CAHUTAPHBIE THU JJisi YOOPKY TBUIA CO CTEIUTaXKEH,
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KOpOOOK, CBSI30K M BJIYKHOU YOOPKH MOMEIICHHH.

154. IToctynaroniue B apXxuB TOKYMEHTBI pa3sMeniarTcs B
apXUBOXPAHWIHILAX Ha CTAlMOHAPHBIX W/WIXA MEpPeABHKHBIX METALIAYECKUX
cTellakaX, B MeTAUTMUECKUX IIKadax, KOpoOKax WM KOHTeHHepax B MOpsSAKe,
COOTBETCTBYIOIIEM OMUCSM JIEN.

ITopsimox pa3melleHust Jesl YCTaHaBIUBAETCS B 3aBUCHMOCTH OT PaCCTOSHUS
MEXIy IOJKaMH, (U3MYECKOr0o COCTOSHHUSA €, a TaKXKEe OT TBEPAOCTA WIH
MATKOCTH IMeperuieTta. Jlema, mMeromniyie TBEpAbIA IepeluieT, YCTaHaBIUBAIOTCS
BEPTHUKAJIBHO; C MATKUM IEPEIICTOM WK HENEPEIIETEHHbIE — TOPHU30HTAIBHO.

He pomyckaercst xpaHeHUe JOKYMEHTOB B TPAHCIIOPTHOM Tape, B IITabeNs X,
Ha [10J1y, IOJOKOHHUKAaX, JIECTHUYHBIX IUIOIIaIKaxX U APYTUX He MpeAHa3HAYeHHEIX
IJisl XpaHeH!sA JOKYMEHTOB MeCTax.

155. DnexTpoHHBIe MOKYMEHTHl Ha (HU3MYECKH 00O0COOJIEHHBIX HOCHTENIX
pasMeIaoTcs OTAENBPHO OT APYTHMX AOKyMeHTOB. KaxIplii HOcHUTEN b HOKEH
UMeTh HEerepMeTHYHBIM WHAWBHIAYATBHBIA (QYTISAp, NPU 3TOM JOJDKHO OBITH
UCKIIIOUEHO cBOOOZHOE NIepeMelIeHne HOCUTENS BHYTPU QyTiapa.

156. Crennaxu AOMKHEL OBITH YCTAHOBIIEHBI NMEPHEHAUKYISAPHO CTEHaM C
OKOHHBIMU IIpOE€MaMH, a B IIOMELUCHHH 0€3 OKOH — C Y4YeTOM OCOOEHHOCTeH
noMmelenuss ¥ obOopynoBanus. He pomyckaercs pasMellleHHe CTelaxked
BIUIOTHYIO K HapYy’KHBIM CT€HAM 3J4aHUS U K UCTOYHUKAM TEILIa.

157. IloMerenusi, cTesmaxy, mKadsl, IOIKH, KOHTEHHEepbl AOMKHE OBITH
IpoHyMepoBaHel. Ha KaxIoM cTemtaxe yCTaHABIMBACTCA yKa3aTelb, B KOTOPOM
0003Ha4YaloTCsl HOMEp CTelltaxa, IIONKH, HAUMEHOBAHUE, PETrUCTPAIOHHbIE
HOMeEpa U KpaiHue NaThl JOKYMEHTOB, Pa3MELICHHBIX Ha KaXXOW TOJKe.

Cremnmaxu, 1wmKapel M  KOHTEHHEPBI  HYMEPYIOTCA B KaXIoM
apXMBOXPaHUIHIIE ClIeBa HAIIPABO OT BXOAHOU JBEPH, a IOJKH Ha CTeJIIaxax — 110
mkadaM CBepXy BHU3, ClIeBa HANpPaBo.

Ha xopo0ax mpuKIenBaioTCsl APJBIKH, HA KOTOPBIX YKa3bIBAIOTCS: HOMEpP
GoHa, HOMep OIKCH U KpailHHe HoMepa Jiell, pa3MeIlleHHBIX B JaHHOU KopoGe.

158. MecToraxoxIeHue  JOKYMEHTOB B apXuUBe  3aKpeIUIIeTcs
NIOCTEIITaXKHBIMU yKa3aTesAMH ¢ YeTKO O(POPMIICHHBIMHU SPIIBIKAMH.

159. O6s13aTeNnbHBIMUA  YCJIOBUSAMHU XPaHEHHUS DJISKTPOHHBIX TOKYMEHTOB
SIBIISTFOTCSL:

HaJINYYe B apXUBe He MEHEe IBYX HK3EMILUISIPOB KaKIOW €MHUIIB XPaHEeHHUS
3JIEKTPOHHBIX JOKYMEHTOB (OCHOBHOM U paboumii SK3eMIULPHI  JOJIKHBI
HaXOIWTHCS Ha Pa3HBIX HU3MIECKUX YCTPOUCTBAX);

HallM4he TEeXHHUYECKUX M IPOrpaMMHBIX CpeACTB, MpeJHa3HAYeHHbIX s
BOCTIPOM3BEACHUSA, KONMPOBAHUS, TMEPE3amnuCH 3IIEKTPOHHBIX JIOKYMEHTOB,
KOHTPOJISL PU3MUECKOTO H TEXHUUECKOT'O COCTOSHHU,

obecrieueHue pexxuma XpaHeHus AJIEKTPOHHBIX JOKYMEHTOB,
HCKITIOYAIOIIETO yTPaTy, HECAaHKLHOHUPOBAHHYIO PACCBHUIKY, YHHUYTOXKEHHE WM
HCKaXeHNEe HH(DOPMAITHH.

160. Ins omepaTwMBHOrO JOCTYyHa K 3JEKTPOHHBIM JOKYMEHTaM B
CIPaBOYHBEIX M IIOMCKOBBIX IENIIX B apxuBe co3ziaeTcs (oHA HCHOIB30BAHMS
3NEKTPOHHBIX JTOKYMEHTOB,
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[Tpunoxenue 1

K MHCTpYyKIMHK 110 Opranu3anuy paboTsl
apxuBa U GOpMHUPOBAHHS
3JIEKTPOHHOIO apXUBa B aniapare
MHPOBOTO Cyapu Henenxoro
aBTOHOMHOT'O OKpYTa, yTBEPKIEHHOH
npukasoM JlemaprameHTa BHYTpEHHEN
NOJUTHKA HeHelxoro aBTOHOMHOI0
okpyra ot 18.11.2019 Ne 26

HanmMenoBanue cynebHoOro YTBEPXKXIAIO
y4acTka MupoBo# Ccyabs CyJe0HOro yuacTka
(®.1.0.)
OITCH Ne « » 20____ T.
JeJ1 TIOCTOSIHHOT'O XpaHEeHUs
3a rox
(noxmuce)
Ne WHuneke 3aroioBoK Jena Kpaitnue | KomuuectBo | Ilpumeuanune
/1 JeJia JaThl JINCTOB
1 2 3 4 5 6
Haspanue pasgena
B mannbIiii pasnen onucy BHECEHO
(1mdpaMu 1 TPOTIICKHIO)
‘ Aen,
c Ne o Ne , B TOM YHcJe:
JUTEPHBIA HOMEpA:
IIPOIYIIEHHbI HOMepa:
HanMeHnoBaHue NOIKHOCTH
COCTaBUTENS OIUCH [Tonmuck Pacmmgposka moanucu
PaGoTHNK, OTBETCTBEHHBIH
3a paboTy apxusa TMoxnuce Pacumudposka nmoanucu

COI'JTACOBAHO

IIpoToKO7 KCIIEPTHOM KOMUCCHHU
cyzeOHoro yyacTka

OT «

»

Ne
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IMpunoxenue 2

K MTHCTpYKIMM IO OpraHu3anyy padoTsl
apxuBa 1 GOpPMHUPOBaHHA
SIIEKTPOHHOTO apXWBa B amrapare
MupoBoro cyapu Henenkoro
ABTOHOMHOT'O OKpYTa, YTBEPKICHHON
npukaszoM JlenapramMeHTa BHyTpeHHeH
nonutrky HeHerkoro aBTOHOMHOI0
okpyra otr 18.11.2019 Ne 26

HaumeHoBanue cy1e6HOrO YTBEPXIAIO
y4yacTka MupoBoii cyps CyeOHOro ydacTKa
OIINCD Ne (©.1.0.)
Jen BpeMeHHBIX (cBbiute 10 ner) « » 20__r.
CPOKOB XpaHEHUs
3a rox
(noamucs)
Ne | Mnmekc | 3aromoBok aena | Kpaitnne Cpok Konnuectso | [TpumeuaHue
n/n | jgena JatTsl XpaHEeHUs JICTOB
1 2 3 4 5 6 7

Haspanue pasznena

| | | | | |

B maHHEBIH pa3gent omyucH BHECEHO

(1mdpaMu ¥ TPOIUCHIO)

ALJL,
c Ne - mo Ne , B TOM YHCJIE:
JIUTEPHBIN HOMEpA:
MIPOIYILIEHHBIA HOMEpa:
HauMeHOBaHUE TOHKHOCTH
COCTABUTENS OITUCH IMonnuce Pacimmdporka nmoamnucu
PaboTHHK, OTBETCTBEHHBIN
3a paboTy apxuBa [Monmnuce PacmudpoBka noamnucu

COI''TACOBAHO

[TpOTOKOJ BKCTIEPTHON KOMUCCHU
cyneOHOro yJacTka

OT « » Ne
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Ipunoxenue 3
K MHCTpYKIMH 110 OpraHu3anyiy paboThl
apxuBa U GOPMUPOBaHUL
3JIEKTPOHHOTr'O apX¥Ba B afmrapare
MEpoBoro cyapy Henernkoro
aBTOHOMHOI'O OKpYT'a, YTBEPXKACHHOH
npukazom [lenapraMenTa BHyTpeHHEH
nonuTuKy HeHerkoro aBTOHOMHOTO
okpyra ot 18.11.2019 Ne 26

HaumeHnoBanue cyneOHOro YTBEPXJIAIO

y4yacTka MupoBoii cyass cyneOHOro y4yacTka
OITUCE Ne (®.1.0.)
SIEKTPOHHBIX JEJI « » 20__r.
IIOCTOSIHHOTO XpaHEHUs
3a roxn

(nommuce)
Ne Nupeke 3aronoBoOK Jena Kpaiinne KomumuectBo | Ilpumedanue
/1 nena JIAThI JINCTOB
1 2 3 4 5 6

B manHBIN pa3nen onucu BHeCEHO

(undpaMH H IPOTHCHIO)

e,

c No o Ne

o00BeMoOM

MB6.

HavmeHoBaHue nomKHOCTH
COCTaBUTENSI ONTUCH Ilonmucs

PaGoTHHK, OTBETCTBEHHBIH
3a paboTy apxuBa Ilognuce

COI''TACOBAHO

IIpoTokon 9KcrepTHOH KOMUCCHA
CyAeOHOro yJacTKa

OT « » Ne

PacriudpoBka noznucu

Pacmmdposka nognucu
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Ipunoxenue K onucu Ne
3NEKTPOHHBIX Ael
IIOCTOSIHHOTO CPOKa XpaHEeHUS
3a ros

PeecTp 10xyMeHTOB (KOHTEHHEPOB 3JIEKTPOHHBIX JOKYMEHTOB) 3JIEKTPOHHOTO

nena !
Ne equHMLl XpaHEHHUS 10 OIHCH Hupekc gena
3aroyioBoK neia
Hara Per.Ne HaumeHoBaHue O6vem, MO [Ipumeuanue
JTOKYMEHTa JIOKYMEHTa TOKYMEHTa
1 2 3 4 5
HaunmeHnoBaHMe JOIDKHOCTH
COCTaBUTENS OIMUCH [loanuce Pacumgporka noamucu

! CocrapsieTcst Ha KaKI0€ 3IEKTPOHHOE JIEIO.
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HaumeHnoBanue cyneGHOTO

[Ipunoxenue 4

K MHCTpYyKIIMU [TO OpraHu3aluu paboTsl
apxyBa 4 (QOPMUPOBaAHUS
AIIEKTPOHHOT'O apXUBa B allapare
MupoBoro cyneu Henenkoro
ABTOHOMHOT'O OKPYTa, YTBEPXKIAEHHOM
npuka3oM JlemapraMeHTa BHyTpeHHEH
TIOJTUTHKU HeHeIkoro aBTOHOMHOTO
okpyra ot 18.11.2019 Ne 26

VTBEPKIAIO

yHqacTKa MrupoBoii cyapst Cy1eOHOro yuacTKa
OIINCD Ne (©.1.0)

« » 20 r.
3NIEKTPOHHBIX A€l BPEMEHHbBIX —
(cBolmmie 10 J€T) CPOKOB XpaHEHUS
3a rof

(noanuce)

Ne | Hugexc | 3aromoBok | Kpaiitnue Cpox Komnuectso | IIpumedanue
/1 Jerna Jena JaTkl XpaHeHUS JIICTOB

1 2 3 4 5 6 7

B mauHBIN pa3gen onucu BHECSHO
(umdpamy 1 IPONKCHEO)
AcI,

¢ Ne o Ne , B TOM 4HCIIE:
JHUTEPHBIH HOMEpa:
IPOIYILIEHHBI! HOMepa:
Haumenopanue momxHOCTH
COCTaBUTENS OINCH [Toxmuce Pacumdposka noanucu
PaboTHHK, OTBETCTBEHHBIN
3a paboTy apxuBa IMoamuce Pacmudpoka noamucu

COI''TACOBAHO

ITpOTOKOII SKCIIEPTHOM KOMUCCHHI
CyZneOHOro y4acTka

0T « » Ne
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[Tpunoxenue x omucu Ne

ANIEKTPOHHBIX J€] BPEeMEeHHBIX
(cBoite 10 1eT) CpoKOB XpaHEeHHUS

3a

og

PeecTp 1oKyMeHTOB (KOHTEHEPOB JIEKTPOHHBIX JOKYMEHTOB) DJIEKTPOHHOT'O

nena !
Ne eaMI XpaHeHNs IO OITUCH Wnnexc nena
3aroJIoBOK Iena
Hata Per.Ne HanmeHnoBanue O0beM, MO IIpumevanue
JIOKyMEHTa JOKyMEeHTa JOKYMEHTa
1 2 3 4 5
HaumeHnoBanme JOIKHOCTH
COCTaBUTEIIS ONIKCH IMonnuce Pacmmdposka nmoanucu

' Cocrapnsercs Ha KaXa0¢ 3NCKTPOHHOE N0,
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IIpunoxenue 5

K MHCTpyK1IMM IO OpraHu3aluy paboTh
apxuBa 1 (POPMHUPOBAHUS
BJIEKTPOHHOT'O apXHBa B amapare
MHpoBoro cyasd Henemkoro
aBTOHOMHOT'O OKpPYyTa, yTBEPKIESHHON
npukaszoM JlenmapraMeHTa BHYTpEHHEIH
noauTHKYA HeHelkoro aBTOHOMHOTO
okpyra ot 18.11.2019 Ne 26

HaumeHnoBaHue cyne0HOro ydacTka

PEECTP OITMCEWM JIEJI
Hauar
OxoHYeH
No Ne Ne Hazsanue Kosn-Bo gen B onncu Kpaiinne | Kon- Kon- | ITpum-

n/n | ¢hoHAa | ONMUCH OIUCH Tlocrosnsoro | Bpemenroro |  MATHI BO BO HUE

CpoKa (cBBILIE JACTOB | JK3-

XpaHeHus JIET) CPOKOB B poB

XpaneHna ONIUCH | OITUCH

| 2 3 4 5 6 7 8 9 10
Bcero XPaHUTCA B apXUBe OHHCGﬁ, N3 HUX:

(1mdpaMu 1 NPOTIHCHIO)
IToCTOSAHHOTO XpaHEeHHUS

(uudpamMu U IMPOIMCHIO)
Bpemennoro xpanenus (coite 10 ner)

>

(uubpamut 1 MPOMHCHIO)
B ToM umncne noctynuio B rony onuceH,

(uudpaMu 4 NPOTHUCKHIO)
B ToM umciie BEIOBLIO B rony OInuceH.

(uHdpaMu ¥ IPOMHCHIO)

PabOTHHK, OTBETCTBEHHEIN
3a paboTy apxuBa [Toamucs Pacmndposka noamnucu
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[Tpunoxenue 6

K VIHCTpYKLKHU IO OpraHu3auyy paboThl
apxuBa 1 GOpMHPOBAHHUS
3NEKTPOHHOr0 apXHBa B alrapare
Muposoro cyasu Henenkoro
ABTOHOMHOTO OKPYTa, yTBEPKACHHON
npukasoM JlenmapTaMeHTa BHyTPEHHEN
otk Herenkoro aBTOHOMHOTO
okpyra ot 18.11.2019 Ne 26

JIMCT-3ABEPUTEJIb AEJIA Ne
B nene npoimnTo u MIpoHyMEPOBaHO

(uudpamu u IPOTMHUCEHIO)

nucta (0oB)
c No 1o Ne , B TOM 4HCIIE:
JATEPHBINA HOMEpa:
TIPOIYIIeHHBIN HOMepa:
JIUCTOB BHYTPEHHEH OTMCH
Oco6eHHOCTH QU3HYECKOT0 COCTOsIHMS U (POPMUPOBAHKS Aesa Homepa siucroB
1 2

HanmenoBaHue JOKHOCTH
COCTABUBLICTO 3aBEPUTEIIBHYIO

HaJIUCh [Monnvice Pacuindponka moanvcu



BHyTpeHHsIs1 onuch TOKYMEHTOB Aena Ne
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[punoxenue 7
K MHCTpyKIIMM 1O OpraHu3alidd paboThl

apxuBa 1 GOPMUPOBAHUS

3JIEKTPOHHOI'0 apXuBa B anmnapare
MHpPOBOro cyabpu Henerkoro
ABTOHOMHOTI'O OKpYyTra, yTBEPKIEHHOU
npukasom JlenapraMeHTa BHYy TPEHHEH
nosutyky HeHenkoro aBTOHOMHOTO
okpyra ot 18.11.2019 Ne 26

3a romg
Ne i/t HNupeke Harta 3aronoBoOK Homepa | IlpumedaHue
NOKyMEHTa | IOKYMEHTa JINCTOB
Jena
1 2 3 4 5 6
Hroro JOKYMEHTOB.

KonuuecTBo TUCTOB BHYTPEHHEH OMUCH

HanmMenoBanue JOJPKHOCTH

COCTABHUBIICTO BHYTPCHHIOIO OITMCH

AOKYMECHTOB Ji€Jjia

Harta

(mm¢paMu U IPOMUCHIO)

(uudpaMul U IPOTIHCEHIO)

ITonmuce

Pacmudpobka




AKT

«

ydacTka

»

20

HaunmeHoBanue cyaeOHOrO

Ne

O BBIJICJICHUHU K YHHYTOXECHHIO
apXUBHBIX JOKYMCHTOB, HC

MOAJIC)KAUX XPaHCHUIO

Ha ocHoBauuun
(Ha3BaHI/IC H BBIXOJHbIC JAHHEBIC nepeqH}I JOKYMCHTOB C YKa3aHHCM CpOKOB Hx XpaHCHI/I}I)
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[Tpunoxenue 8
K MHCTpyKUHK 110 oprasu3aiiy paboTsl

apxuBa U GOPMHPOBAHUS

3JIEKTPOHHOTO apXKBa B almnapare
Muposoro cyapu Henenxoro
aBTOHOMHOI'0 OKpPYTa, YTBEPKICHHOU
npuika3zom JlenmapramMeHnTa BHyTpeHHEH
nonuTuku HeHerikoro aBTOHOMHOTO
okpyra ot 18.11.2019 Ne 26

YTBEPXJAO
MupoBsoii cybs cyneOHoro yyactka
(©.1.0.)
« » 20 r.
(nopmucs)

0T06paHBI ¥ YHHUHTOXCHBI KaK HC MMCIOUIUEC Hay‘lHO-PICTOpI/I‘{eCKOﬁ INEeHHOCTU U

YTpaTUBIIAC NMPAKTHYCCKOE 3HAYCHUE TOKYMCHTBI

(Ha3Banue hoHIa)

Ne | 3aronosok | I'omel | Homep | Homep | Kon- Cpoxku [Ipnmeuanue
n/n aena omucu' | nenaro BO | XpaHEHHUA U
(rpynnosoit ONMCH Jen HOMEpa
3arojI0BOK crartei 1o
Jena) MEPEYHIO
1 2 3 4 5 6 7 8
Htoro EIUHUL XpaHEHUs 3a TOJEL.

(urpaMu U TIPOTIHCEHIO)
Onucu ACJI ITIOCTOSAHHOTO XpaHEHHUs 3a

cyZAeOHOro yJacrka (IIpoTOKOJ OT

PaboTHUK, OTBETCTBEHHBIIH
3a paboTy apxuBa

Ne

roziel yrBepaxkaeHs! DITK

).

ITonarmuce

Pacuuindposka noanucu

! Ipy BBIZENMCHHM K YHHYTOXEHHMIO JOKYMEHTOB NPH MOATOTOBKE Ne K Tepe/adye K apXxuB cyja rpadel 4 u 5 He
3ATOTHSIOTCS.
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COTI'JTACOBAHO

IIpoToKOJ 3KCTIepTHOW KOMHACCHH
CyaeOHOro yJacTKa

OT « » Ne

I[OKyMeHTBI B KOJTUYECTBE CAWHHI XpaHEHUA
(undpamy ¥ IPOIHUCHIO)

Ha GYMa}KHOM HOCHTEJIe BECOM KI' CiaHbl HA YHHUYTOXKCHHE,

Ha 3JICKTPOHHOM HOCHUTEJIC CAaHbl HA YHUYTOXCHHE

(crocol yHUYTOXECHHS)

HaumenoBanue nomxHOCTH
paboTHHKa cyaeOHOro yJacTka
CHABLIETr0 TOKYMEHTHI IToamuce Pacmmgposka noamucu

PaboTHHK, OTBETCTBEHHBIH

3a paboTy apxuBa,

BHECIIIMI M3MeHeHHs B

YYETHBIE JOKYMEHTBI IToamuce PacmmpoBka nmoamucu

Jlata
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IIpunoxenue 9

K MHCTpyKM o opraHu3alnud paboTsl
apxuBa ¥ GQOpMHUPOBAHUS
3JIEKTPOHHOT'O apX¥Ba B alrapare
MHpoOBoOro cyabp Hererxoro
ABTOHOMHOT'O OKpYTa, YTBEPKIECHHOU
nprka3oM JlenapraMeHTa BHYTpeHHEH
noauTUku HeHelkoro aBTOHOMHOTO
okpyra ot 18.11.2019 Ne 26

IMTacnopr apxuBa cyae0HOro y4acTka
Ne Ha « » 20 T.

1. O0mmue cBegeHun

Kon Kommuectro $ormos ITmomans apxUBOXpaHMITHIL 3arpyxeHHOCTb
CTPOKH KB.M apXHBOXpaHUIHIL, Yo
A 1 2 3
101
2. CBeaeHHs 0 JOKYMEHTaX
ITokasarenn Kon KonudecTBo eanHNL XpaHEHHUs
CTPOKH g ero Kpalinue natei W3 HUX BHECEHO B OMUCU XpaHuTcs O6pazyer-
Havane | Koneu- | Beero Kpaitaue nate! CBEPX ¢ B roa
-Had Has YCTAHOBJICH- ACT
Hauans- | koHe4Has HOTO CpoKa
Has
A b 1 2 3 4 5 6 7 8
IMocTosHHOT 201
0 XpanHus'
3. Kanpbi
Koj ctpokn Kosm4ecTBO ITATHBIX PaOOTHHKOB
301
4, YciaoBus XPAaHCHHS JOKYMCHTOB (Hy:XHO€ NOXYEPKHYTh)
ApXHBOXpaHWIMIIA Ectb, Het; Cyxue, cbipbie; CBETIIbIE, TEMHBIE
OtorieHue LleHTpaIbHOE, IEYHOE, OTCYTCTBYET
Cremmaxu MeTajumyeckue, fepeBaHHbIe, KOMOWHHUPOBAHHEIE, HET
JbETOS JlepeBsHHbIE, METAIHYECKHE, OTCYTCTBYIOT
Curzanuzanus ToxapHasi: eCTh, HET; OXPAHHAL: eCThb, HeT.
TemnepaTypHO-BIaXKHOCTHEIHM peKUM Cobmomaercs, He cobIofaeTcst
«_» 20 T.
Muposoii cyass HAO ITomgnuce PacmmmdpoBka nognucu

®HO u TeneoH UCTIOTHUATENA

1 Tlpu coctaBnenun macmopTa apxuBa Heiecoo0pasHo B cTpoke 201 BHOCHTH NAHHBIE O JeJaX TOCTOSHHOTO
XPaHEHUSA OTAENBHO 10 MPAXAAHCKUM, YTOJOBHBIM, aAMUHUCTPATHBHBIM JeJIaM.



HavmenoBanue cyaebHoro
y4yacTka

AKT
« » 20 No

00 yTpare JOKYMEHTOB

®ong Ne
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[Tpunoxenue 10
K UHCcTpyKumu no opranuzanuu padboTsl
apxuBa U HOPMHUPOBaHUS
3JIEKTPOHHOTO apXUBa B arapaTre
MHPOBOTO cyZbd HeHenkoro
aBTOHOMHOTO OKpYIa, yTBepKICHHOH
npuKazoM JlenaprameHTa BHYTpeHHEH
NOMUTHKA HeHelKoro aBTOHOMHOTO
okpyra ot 18.11.2019 Ne 26

YTBEPXIAIO
MupoBoii Cyzbs cyJe0HOr0 ydacTKa
(®.1.0)
« » 20 1.
(o amHcE)

B pesynbTate

(na3BaHue (HoHAA)

YCTAHOBJIEHO OTCYTCTBHE

B QOHIE IEPEYNCICHHBIX HIKE JeN, NPEeaIPUHATEIE apXUBOM MEPHI TI0 PO3BICKY
Jell TIONIOXKUTENBHBIX Pe3yJIbTaTOB He JANM, B CBSI3U C YeM CUUTAEM BO3MOXKHBIM

CHATb C yUeTa:

Ne | Epunnna 3aro0BoK Kpaitaue KonuuectBo | Ilpeanmonaraemeie
/11 | XpaHEHWs € IVHULBL JaThl JIVICTOB IPUYKHE
Ne XpaHeHHs (o6pem, M6) OTCYTCTBUSI
1 2 3 4 5 6
Hroro CIINHUL XPaHCHUS.
(1mdpamMu 1 MPOTUCEIO)

ConepxcaHI/Ie YTpa4CHHBIX MAaTCpHaliIOB MOXET OBITh YACTHYHO BOCIIOJHEHO
CIEaYIOUIMMHU €ANHNTaMI XpaHCHUS:

PaboTHHK, OTBETCTBEHHBIH
3a paboTy apxuBa

COI''TACOBAHO

IIpoTOKON 3KCNIEPTHON KOMHCCHH
cyneGHOTO y4acTka
OT « » Ne

(HoMepa eIMHUL XPAHSHUA U X IPYIIIIOBbIE 3ar0JIOBKH)

IHonmuceh

PacmmgpoBka moamucu
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W3MmeHeHud B YUCTHBIC JOKYMCHTEI apXHBa BHECCHEI.

PaGoTHUK, OTBETCTBEHHEII
3a paboTy apxuBa IMonnuce PacmmgpoBka noanucu
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Ipunoxenue 11

K MHCTpYKIMY 110 opraHu3ayy paboTs]

apxuBa U GOPMHUPOBAHUs
3JIEKTPOHHOI'O apXUBAa B allllapaTe
MupoBoro cyasu Henenkoro
ABTOHOMHOI'O OKPYTa, YTBEPKIACHHOM
IIprKa3oM JlenapramMeHTa BHYyTpeHHEH
nonuTHku Herelnkoro aBTOHOMHOTO
okpyra ot 18.11.2019 Ne 26

HaumenoBanue cynedHoro YTBEPXIAIO
y4acTKa MupoBoii cybs Cye0HOro y4acTka
(®.1.0)
AKT « » 20 T
«_» 20 Ne

HpOBepKI/I HaJTH4HA 1 COCTOAHUSA

(mommch)
ApXUBHBIX AOKYMCHTOB

®onn Ne

(Haspanue dhoHna)
Howmepa onuceit

ITpoBepka mpoBoarIach ¢ o

IIpoBepko# yCTaHOBIIEHO:

1. Yucnutes mo omcam Je: EIUHHUL] XpaHEHUS.
(xomruecTBO LMbpaMu ¥ HPOIHUCHEO)

2. BEIIBNIEHEI TEXHUYECKHAE OLIUOKU:

2.1. HwmeroTest muTepHbIe HOMepa:

a) HE YUTEHHBIE B UTOTOBOH 3aIlHCH COVHHAIL XPaHCHU,
(xonu4ecTBO UMpaMy ¥ IPONHUCHIO)

0) He IepeynCIIeHHEIe,

HO YYTEHHBIE B UTOT'OBOU 3allMCH CAHHHII XPaHCHH.
(xonm4ecTBO LH(PaMH U MPOITHCHIO)

2.2. IIponymeHo Homepos:

a) HE YYTECHHBIE B UTOT'OBOM 3aITUCH COMHUL XPAaHCHUA,
(xonHuecTBO U(paMy ¥ TIPOIHCHIO)

0) He MepevuciIeHHbIe,
HO YUYTCHHbBIC B UTOrOBOH 3aIicH CANHHL XpaHCHH.
(xonruecTBO UMGpPaMU U OPOTIUCHIO)

2.3 [pyrue, B pe3yabTare 4ero oonem
YBenuuuicsg Ha CANHUL XpaHCHUA,
(xonmmuecTBO LH(paMu U IPOIHCHEO)

VYMenpmcs ya €OUHUL XpaHCHU.
(konanuecTBO LMppaMU U TPOIIHCHIO)
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3. HucauTes 1o ONUCSIM B Pe3ybTaTe
YCTpaHeHUSA TEXHUICCKHUX omubox CIIVHHI XPaHCHHA.
(xomuuectBO UM(GpPamMu 1 IPONUCHIO)

4. He okazajiocs B HAIHYNH eIVHHL XpaHEeHU.
(xonmuyecTBO LHU(PaMK U IPONKCEHIO)

5. AMeeTcs B HANMYKX IO JaHHOMY GoHOY

(BKJIIO‘-ICHHBIX B OIII/ICI/I) COVHULl XpaHCHUA,
(konuyecTBO UM paMH U IPOIHCHIO)

UX HUX TPeOYIOIUX:

a) ne3nHpexunu eIMHUL] XPaHEHHS;
(KONMIECTBO HudpPaMul ¥ NPOMUCEHIO)

0) Me3UHCEKIIH e IUHUI] XPaHECHHU;

(konmuuecTBO HU(pPaMU U MPOIUCHIO)

B) pecTaBpalu CAHUHUI XPAHCHUS,
(xosumecTBO HuGPaMU U MPOMUCHIO)

r) meperuieTa U NOJIINBKY eVIHUL XpaHeHUs;
(xonndecTBO L(ppPaMH U IPOIHCHIO)

)1) BOCCTAHOBJICHMS 3aTyXarOIIUX TCKCTOB COUHUIL XPaHCHUS,

(xonu4uecTBO HAGPAMH U POTIUCHIO)
e) HEUCTIPpaBUMO ITOBPEKIACHHBIX C€AWHULL XpaHCHU,
(xonu4ecTBO LM(pPaMU B MPOIUCHIO)
6. IMeeTcs He BKIIFOUEHHBIX B OIIHMCH eAVHUIL] XpaHEHUS;

(xonuuecTBO HGPaMU U TPOITHCHIO)
7. Utoro mo pnanHoMy ¢GoHAY (BKIIOYEHHBIX M HE BKIIOYEHHBIX B OIHCH),

UMECHOIIUXCS B HAINYNHN CAUHAL XpaHCHUA,
(konuuecTBo HUPPaMU U MPOIHMCHIO)

8. XapaxTeprcTHKa YCIOBHUM XpaHEeHUS

(}/Ka33Tb OCHOBHBIC OTPHLATECIBHBIC ABJICHNA B COCTOSTHUH H YCIIOBHAX HX XpaHCHI/Iﬂ)

IIpoBepky nmpoBoaMIH:

HaumenoBanmue
JOJDKHOCTEN pabOTHHKOB [Mogmucu PacmnpoBka noanuceit

Hara
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[Tpunoxenue 12

K VHCTPYKILIMK [0 OpraHu3aluy padoThl
apxuBa U (P OpMHUPOBAHUS
3JIEKTPOHHOT'O apX¥Ba B alapare
MupoBoro cyasu Henerxoro
ABTOHOMHOTO OKpYTa, YTBEPKIACHHOH
npukasoM JlenmaprameHnTa BHyTpeHHEH
nonutuku HeHenkoro aBTOHOMHOTO
okpyra ot 18.11.2019 Ne 26

HaunmeHoBaHue CyaeOHOr0 YTBEPXIAIO
ydacTKa MupoBoii cyibs CyZeOHOro yyacTKa
(©.M.0)
AKT « » 20 r.
«_» 20 Ne
0 TEXHHYECKHX OIMNOKax
(noamuck)
B YUETHBIX JOKYMEHTax
@onp Ne
HaszBanme Qoraa
B xo1e BEITIOTHEHUSA o0Hapy>KeHBI

TEXHHUUYECKHE OIINOKH B 3aIIACIAX

Howmep noxymenTa CymiectByronias 3anuch

Cnenyer 3anucathb

1 2

3

B pesynbpTare KOJHYECTBO EAUHHUI] XPaHSHHUS YBEIHIMIOCH (YMEHBIINIIOCH) Ha

€IUHUL] XpaHESHHUS.

IIpumeganus:
- HamMmeHnoBaHue
TIOJDKHOCTH paGOTHHKA I'oamnuce

M3meHeHMs B YYCTHBIC TOKYMCHTBI BHCCCHBI.

PaboTHUK, OTBETCTBEHHEBIH
3a paboTy apxuBa [Toamnuce

PacumppoBka nognucu

PacurndpoBka HOIITHCH
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IIpunoxenue 13

K MHCTpyKIUH 110 OpraHu3aliuy paboThI
apxuBa U GopMHUPOBAHUS
3JEKTPOHHOTO apXWBa B anmnapare
MEpoBoro cyzsu Henerkoro
ABTOHOMHOTO OKpYTa, YTBEPKIEHHOM
npukasoM JlenapraMeHTa BHyTpeHHeH
nonATAKA HeHerkoro aBTOHOMHOTO
okpyra ot 18.11.2019 Ne 26

HaumeHoBaHue cyne6HOro YTBEPXIAIO
y4yacTKa MupoBoit cyabs cyiebHOTo yyacTka
AKT (©.U.0)
« » 20 No « » 20 r

00 YHUYTOXXeHUU JOKYMEHTOB (He
OTHOCSILUXCA K JaHHOMY (oHAY,

(o quKch)
HEYYTECHHBIX)
B xone
(sua pador)
OO6Hapy:xeHo
(8 ponze, xpaHuwaHine, pabouyeM HOMELICHHH)
Ne | 3aromoBok Hludp Kpaiiane | KomuuectBo | K kakomy | Ilpumeuanue
/Tl | €IUHUITHI (ecmn JaThl JIICTOB bouny
XpaHEeHUs €CTb) (o6beMm, OTHOCHTCS
M6)

1 2 3 4 5 6 7
Utoro o6HapyxeHO JOKYMEHTOB
(uudpaMu ¥ MPOTIHCHIO)

HanmeHnoBanue
NOJDKHOCTH paboTHMKA IMonnuce Pacmmdposka mogmucu

HN3menenus B YYE€THBIC JOKYMCHTDRI BHCCCHEI.

PaboTHUK, OTBETCTBEHHEIH
3a paboTy apxuBa IToamuck Pacnmdporka moamucu
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[Tpunoxenue 14

K VIHCTPYKUUH 110 OpraHu3aluy paboThl
apxuBa 1 (GOPMHPOBAHUS
3JIEKTPOHHOI'C apXUBa B alapare
MHpoBoro cyasn Henenxoro
aBTOHOMHOTO OKPYI'd, yTBEP)KIEHHOH
npuka3oM JlernapTaMeHTa BHyTpeHHEH

noauTHKy HeHelkoro aBTOHOMHOTO
okpyra ot 18.11.2019 Ne 26

KHHUI'A BBIJIAYN AEJI Ne
Hauarta
OxoHueHa
Ne Hara Komy Pacnucka B Jarta Pacriucka B | IIpumeuanue
/T BBIIAYU | BBLJAHO, C | MOJYYEHUH | BO3BpaTa | BO3BpaIllCHUU
Kaxou Jena Jena
LETIBIO
1 2 3 4 5 6 7
Hroro B roAy BBIJAHO M3 XPaHUIIKILA eIIMHULL XPaHEeHUS.
(uudpamMu ¥ IPOITHCHIO)
HaumenoBanue
TIOJDKHOCTH pabOTHHKA,
COCTaBHUBILIETO UTOTOBYIO 3aIIHCH IMonmnuce PacimmdpoBka noanucu

Jlara
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IIpunoxenue 15

K MHCTpYKLIMU I10 OpraHu3aIiy paboThl
apxuBa U GOpMHUPOBaHUS
AIIEKTPOHHOI0 apXUBa B anmnapare
MUpPOBOTro cyapu Henerkoro
aBTOHOMHOT'O OKpYTa, YTBEPKAECHHON
nprikasoMm JlermaprameHTa BHyTpeHHEN
nonuTHKY HeHenkoro aBTOHOMHOTO
okpyra ot 18.11.2019 Ne 26

HanmeHoBaHUe cy1e0OHOro yuyacTka

JINCT UCIIOJIb3OBAHUSA JOKYMEHTOB

®oup Ne Omuce Ne Heno Ne
3aroJIoBOK Jena
Jara Komy XapakTep No [Toamuce nuna,

UCTIONTE30BAHUA BBIIAHO UCIIOJIb30BaHMs | UCIIOIB30BaH- | UCIOJIb30BABIICTO
(pamumns, (xonMpoBaHUe, | HBIX JUCTOB NIeNo
HHHLIAAIIE] BBITTUCKH,

pa3zbopunBo) IPOCMOTD)
1 2 3 4 5
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[Tpunoxenue 16
K MIHCTpYKLIWH 10 OpraHu3aiyy paboTsl

apxuBa U popMHUpPOBaHUS

3JIEKTPOHHOTO apX¥Ba B anmapare
muposoro cynpu Henernkoro
ABTOHOMHOT'O OKpPYTa, YTBEePKACHHOM
npuka3oM JlernapraMeHTa BHYTPEHHEN
HOJUTHMKYA HeHenKkoro aBTOHOMHOI'O
okpyra ot 18.11.2019 Ne 26

HaumenoBanue cyae6HOrO yuacTka

KAPTA -3AMEHUTEJIb [IEJIA

Heno

(Ne v HazBaHME)
Omuce

{Ne 1 HazBaHME)
®oHn

(Mo ¥ Ba3BaHue)

BrigaHo Ha BPEMCHHOC IT10JIb30BaHHUE!

Ne ®.N.0. Jara Ber1aun Jara IToanuce Iloamuck
/1 TIOJIb30BaTENS BO3BpaTa | BBIJABINETO | MOJIYUHBINErQ
JeI10 JIENO
1 2 3 4 5 6
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[Tpunoxenue 17

K MHCTpyKIUM 110 opranu3anyuu paboTel
apXxvBa U GOPMUPOBAHUA
ANEeKTPOHHOI'O apXuBa B annapare
MHUpPOBOro cynsu Herenkoro
aBTOHOMHOT'O OKpYTa, yTBEPKICHHOMN
npukaszoM JlenaprameHTa BHyTpeHHeH
nonuTUkU HeHernikoro aBToHOMHOTO
okpyra ot 18.11.2019 Ne 26

OBPASEL HAKJIEVKY 5
C 3ABEPUTEJIbHOU HAJITITCBIO, UCTIOJIb3YEMOU
TP OPOPMIJIEHNH 3ABEPEHHBIX KOITMHM CY IBEHBIX AKTOB

HavmeHoBaHue cyie0HOTO yyacTka
MupoBot¥i cyips
IIpoHyMepoBaHO U CKPETIEHO
NIEYaThIO JIACTOB

MOATHUCH




HaumenoBanue cyne6HOro npukasa
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ITpunoxenue 18
K MIHCTpYKLIMU 11O OpraHu3aluu paboThl
apxuBa 1 (POPMHUPOBAHHUS
AIIEKTPOHHOI'O apXUBA B arliapare
mupoBoro cyasu Herneukoro
aBTOHOMHOT'O OKpPYT'a, YTBEPXKIECHHOU
npukazom JlemapraMeHTa BHYTpeHHekk
MOJUTHKY HeHellKkoro aBTOHOMHOTO

okpyra ot 18.11.2019 Ne 26

ZKYPHAJI
PerucTpalMy BbIJAHHBIX KONMIi, BHINHCOK, JOKYMEHTOB
Ne ABTOp Haram | Coxepxa- | Ha3panue Hara u Pacriucka | lpume-
/n 3ampoca, perucTp. HHE BBIJAHHOTO | peructp.Ne | B moiyue- | dYaHme
HCX.HOMeED, Ne 3ampoca | NOKYMEHTAa | BBUIAHHOTO | HUW WK
Jlata, afipec, | 3ampoca (xomus, JIOKyMeHTa Jata
tened.HoMep BBIIIHICKA, OTIPaBKH
CIIpaBKa U
_zpyroe)
1 2 3 4 5 6 7 8




