JenapTaMeHT H(POBOro pa3sBHTHA, CBA3H H MACCOBBIX KOMMYHHKAIIHH
HeHeukxoro aBTOHOMHOI0 OKpYra

ITIPHKA3

ot 21 deBpansa 2022 r. Ne 6
r. Happan-Map

00 yrBepxaennn Huactpyknuu
Mo opraHu3anuM paGoThl apxuBa H GOpMHPOBaHHS
3/IeKTPOHHOr0 APXHBA B aNapaTe MHPOBOro CyAbH
HeHelKoro aBTOHOMHOI0 OKpyra

B cBf3M ¢ HeEOOXOAMMOCTBIO YCTAHOBJIEHHS €IAMHOro mopsika ohopMIIeHUA
H CpOKOB IIOATOTOBKM MJOKYMEHTOB, B TOM WYHCIE 3JIEKTPOHHEIX JIOKYMEHTOB,
o0pasyronuxcs B AeATEILHOCTH MHPOBHIX cylell HeHelkoro aBTOHOMHOTO OKpYTa, JUIA
clay¥ B apxWB CyaeOHOro ydacTKa, a TaKkKe PYKOBOACTBYAch Meromudeckumu
pPEKOMEHJAUMsAMH 110 OpraHd3auuu paboThl apxuBa W (HOPMHUPOBAHUIO SIIEKTPOHHOTO
apxuBa B anmapare MHUpPOBOTO CyIbH, YIBEPXICHHBIMH IocTaHoBlIcHHEM Ilpesumuryma
Cogera cyneit Poccuiickoit ®enepamuu ot 06.02.2019 Ne 708, IIPUKA3BIBAIO:

1. VrBepauts MHCTpyKIMIO 1O OpraHu3auuy paboTel apxuBa H (PopMHpOBaHUA
3JIEKTPOHHOTO apXuBa B ammapare MUpoOBOro cyAbd HeHelkoro aBTOHOMHOro OKpyra
cornacHo [Ipamoxxenuio.

2. Hacrosmmii mpuka3 BCTyIaeT B CHILY CO JHS €ro opUIHATLHOrO OITy0NUKOBaHHS
H pacnpoCTpaHIET CBOE AcHCTBHE Ha MpaBOOTHOWEHHS, BO3HUKIINE ¢ 1 suBapsa 2022 roxa.

PyxoBomurens JlenapramenTa
uu¢poBOro pazBUTHSI, CBIA3H
M MacCOBBIX KOMMYHUKaIUi
Henenkoro aBTOHOMHOTO OKPYT
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[Ipunoxenue

K MpuKa3y JlemaprameHTa
u(pOBOTr0 Pa3BUTHSA, CBA3H

M MacCOBBIX KOMMYHHKALUH
Henenxoro aBTOHOMHOTO OKpyTa
01 21.02.2022 Ne 6

«O0 yrBepxacHIA MHCTPYKIMHA
N0 OPTraHU3aLUH PadOThI APXHUBA
U (popMHpPOBAHHUSA SNEKTPOHHOTO
apxuBa B anmapaTe MUPOBOTO CYAbU
HeHenkoro aBTOHOMHOTO OKpyra»

HNucrpyxuus
Mo opraHusaunu paéoTbl apxusa v pOpPMHUPOBAHUSA
3JIEKTPOHHOI0 apXUBa B annapaTe MUPOBOro Cyabu
Henenxkoro aBTOHOMHOI0 OKpyra

Pasnen [
O061me noJ1oKeHus

1. MHCTpYKLMA O OpraHu3aluy padoThl apxuBa U (POPMUPOBAHUIO JIEKTPOHHOTO
apxysa B  ammapare MHpPOBOIO  cyApM  HeHenkoro  aBTOHOMHOTO  OKpyra
(mamee — HMHcTpykums) paspaboraHa B COOTBETCTBHH C  (DeJepaibHBIMH
KOHCTUTYUMOHHBIMU 3akoHaMu 0T 31.12.1996 Ne 1-®K3 «O cyneOno#t cucteme
Poccuiickoit @enepanum», ot 07.02.2011 Ne 1-OK3 «O cynax oOmed FOPHCIUKINHA
B Poccuiickoit @enepaimm», ¢enepansHbiMu  3akoHaMu o1 08.01.1998 No 7-@3
«O Cynebnom genapramente npu BepxosHom Cyne Poccuiickoit Peaepaitiam»,
01 17.12.1998 Ne 188-®3 «O mupossIx cynpax B Poccuiickoit @eaepaumm», ot 22.10.2004
Ne 125-@3 «O6 apxusHOM mene B Poccuiickoit ®denepaumm», [IpasunamMu opranusanuu
XPaHEHHUs, KOMIUIEKTOBAHHSA, YY€Ta U UCIHONb30BAHUS TOKYMEHTOB ApPXHUBHOTO (hOoHA
Poccuiickoy @enepauuu U APYTHX apXHUBHBIX JOKYMEHTOB B OpPraHaX roCyJapCTBEHHOM
BJIACTH, OpPraHax MECTHOIO CAaMOYIPAaBICHHS M OPTaHU3ALMAX, YTBEPKICHHBIMH
npukazom MunHucTepcTBa KyabTypsl Poccuiickoit @enepaumu ot 31.03.2015 Ne 526
(manee — IIpasuna Ne 526), [Ipukazom CymebuHoro nenapramenrta npu Bepxosnom Cyre
Poccuiickoit  @epepamu ot 29.12.2020Ne 262 «O06  yTBEpIKICHUHM TMPHMEPHOM
HOMEHKJIATYpBl A€, 00Opasylolmuxcsi B TMPOLECCE ACATENBHOCTH MHPOBBIX CyIE»
(manee — llpumepHas HOMEHKIATypa), MAEHCTBYIOIIUM TMCPSYHEM JTOKYMEHTOB
dbenepanbHBIX CyAOB OOImEH IOPHCAMKIHH C YKa3aHHEM CPOKOB HX XPaHCHHA
(manee — Ilepeyenb JOKYMEHTOB), YTBEP:KACHHBIM MpHKa3zoM CyaeOHOro aemapraMeHTa
npu Bepxosnom Cyne Poccuiickoit @enepaumu, MeETOAMYECKUMH PEKOMEHAALUSIMHU
0 OPraHM3alMu paboTHI apXuBa M (POPMHPOBAHHIO IIICKTPOHHOTO apXHBa B armiapare
MHUPOBOTO CYJbH, YTBEP:KACHHBbIMH mocTaHosieHueM llpesumuyma Coserta cyaew
Poccuiickon @enepanuu ot 06.02.2019 No 708, u npyruMu HOPpMATHBHBIMHU MPABOBBIMH
aKTaMH B cepe apXUBHOI'O JIea W JICTIOMPOU3BOICTBA.



2

2. UHCcTpyKIMA pa3paboTaHa B IIENSAX YCTAHOBIEHHS E€IWHOTO TIOPSIKA
OpraHU3alMi XPAHECHUSA JOKYMEHTOB (BJIEKTPOHHBIX JOKYMEHTOB), OOpa3yrOIIUXCS
B TPOLECCE MACATEIBHOCTH ammapara MHPOBOrO CyapH. WHCTPYKIMA ABIAETCA
00s13aTeTFHOM A1 UCTIOTHEHUS MUPOBBIMHE CyIbSIMH M UX allllapaTaMH.

3. UHCTpYKIMA ompenenseT TMOPAAOK: COCTaBlIeHHMA omuced nenm (omuce
9MEKTPOHHBIX AeN); opopMiaeHHs CyJeOHBIX AeNl U UHBIX JOKYMEHTOB K IOCIIEAYIONICMY
XpPaHEHHI0 B apXHMBE, H HMX MEPEAAYd B apXUB, NMPOBEACHHSA 3KCIEPTU3BI LIEHHOCTH
DOKYMEHTOB, OMNpPEICIICHHA CPOKOB XpaHEHHA Jiem W 0T0Opa JOKYMCHTOB
Ha YHHYTOKEHHE, MEPEBOJA JOKYMEHTOB B 3JIEKTPOHHBIH BHJ, COCTABJICHHS HAYy4YHO-
CTMPaBOYHOT'O amMapara; BEACHUS y4eTa apXUBHBIX €N, NPOBEPKU HATHYUA U COCTOSTHHS
apXUBHBIX JEJT; OPTaHU3aLMH UCIIOJIb30BAHUA aPXUBHBIX JIEN; 00ECTICUEHHA COXPAHHOCTH
APXUBHBIX AECI.

4. OpraHusaumsa y4era, KOMIUIEKTOBAaHHUA, HCIIONb30BAHHA W  XPaHCHHA
JJMIEKTPOHHBIX JeN H JOKYMEHTOB OCYIIECTBIIETCS TMPH HANMYHM TEXHHYECKOM
BO3MO>KHOCTH.

5. llomoxkennas HHCTPpYKIMM HE pacOpOCTPAHAIOTCA HA OPraHU3alMI0O Y4eTa,
KOMIUICKTOBAHHUSA, HCTIONb30BaHUA H XPaHEHHA NOKYMEHTOB, COAEPMKANIHX CBEJICHHA,
COCTAaBJIAIOLINE I'OCYIAPCTBEHHYIO TalHY.

6. Ina uenel HactoAamux MHCTPYKIMH HCMONB3YIOTCA CHEAYIOIIME TEPMHHBI
U OMPEICICHUA:

apXHWBHBIE JOKYMEHTBI — JOKYMEHTHI CyJeOHOTO y4acTka, MepeJaHHbIe
B YCTAHOBJICHHOM TIOPSA/IKE Ha XPaHEHHE B aPXUB CYACOHOTO yYacTKa,

Ieno (DIEKTPOHHOE JEN0) — COBOKYIMHOCTh JOKYMEHTOB (3JIEKTPOHHBIX
IOKYMEHTOB), COOPMHPOBAHHBIX B COOTBETCTBHH C HOMEHKJIATYPOH JIET;

CIUHUIIA XPAHCHHSA OSIEKTPOHHBIX JOKYMEHTOB — KOHTCHHED 3JICKTPOHHOTO
TOKYMEHTA;

KOHTEHHEP 3JIEKTPOHHOIO JOKYMEHTAa — YIAKOBKA, BKIIIOYAIOMIAA 3JIEKTPOHHBIH
JTOKYMEHT B (hopMaTe apXUBHOTO XPAHEHHUS U €T0 METaJaHHbIE,

MeTaJaHHblE — JaHHbBIC, ONMCHIBAIOIINE KOHTEKCT, COAEPXNKAHUE, CTPYKTYPY
3NMEKTPOHHOTO AOKYMEHTA, & TAKKE IPOLIECCHl YNPABJICHHA HM Ha MPOTMKECHHAH €ro
JKH3HCHHOTO IIHMKJIA,

MAIIWHHBIA HOCHTENb WHPOPMAIWMH — TI000€ TEXHHYECKOE YCTPOMCTBO JIHOO
¢usuueckoe ToOJe, MpeAHA3HAaUeHHOe AN (UKCAllUH, XPaHCHHSA, HAKOIUICHHS,
peoOpPa30BaHUA U MEPEIAYHA KOMITBIOTEPHON MH(OPMAIIHH,

MHUTpanysa (3JIEKTPOHHBIX JTOKYMEHTOB) — IEPEMEINECHUE JOKYMECHTOB M3 OJHOM
CHCTEMBI WIH OJHOTO HOCHTENS B JPYTYI0 CHCTEMY MM Ha [APYrod HOCHTENb
C COXpaHEHHEM AayTEHTHMYHOCTH, LEJNOCTHOCTH, HOCTOBCPHOCTH  JTOKYMEHTOB
U IPUTOIHOCTH MX JIJIsl UCTIOJIb30BaHMUS,

¢buzmIecKu 000c0OICHHBIN MATEPHAIBHBIA HOCHTENh — MATEPHAITbHBINH HOCHTEIIb,
NpEeJHA3HAYCHHBIH JJI1  3alHCH, XPaHEHHA BHE HMHPOPMAIMOHHON  CHCTEMBI
¥ BOCTIPOM3BEACHU HH(OPMAaLuH B Iu(ppoBoi popme (AHCKH, TUCKETHI, (riemm-KapTsi);

3JIEKTPOHHBIA JOKYMEHT — JIOKYMEHTHPOBaHHas WH(OpMAIMs, TpeacTaBIeHHAST
B JJIEKTPOHHOM (pOpME, TO €CTh B BHJE, NPUTOJAHOM Ui BOCHPHATHA YETOBECKOM
C WCIOJIb30BAHHUEM DJJIEKTPOHHBIX BBIYUCIMTEIBHBIX MAIOWH, a4 TaKKe A TICpeaaqu
o UHGPOPMALIHOHHO-TEIIEKOMMYHHKALIHOHHBIM CeTAM WIH 00paboTKH
B UH(POPMALIMOHHBIX CHCTEMAX.

HHble TEepMUHBI W TOHATHA, HUCMNONb3yeMble B HMHCTPYKIIMH, COOTBETCTBYIOT
HNOHATHUAM, ONPEAEIEHHBIM B 3aKOHOAATENLCTBE Poccuiickoit enepanuu.
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Pazpen 1l
CocraB/ieHue onucei ae (onucei 3/IeKTPOHHbIX J1eJ1)
Ha cyaeOHble AeJia (Hapsiabl) MOCTOSTHHOI0 XpaHeHusl,
BpPeMEHHOT0 XpaHeHus (cBbitue 10 jier)
U UX MpeACTAB/IeHHEe Ha YTBepKIeHUe

7.0mmuch aen (OomHCh SACKTPOHHBIX [JIE€J) — 3TO APXHBHBIA CHPABOYHHK,
NPEACTABIAIOMIAN  COO0OH  CHCTEMATH3HPOBAHHBIH  MEPEYCHDb  3ar0JIOBKOB  JIET
U TPEAHA3HAYEHHBIH i1 PACKPBITHS COCTaBa H COAEP)KaHHA JEJl, 3aKPEILUICHUA
UX CUCTEMATH3aLUU BHYTPH JOKYMEHTaIbHOTO (poHAa H uX ydera. OTHOBPEMEHHO OIHCH
JEJT ABJIACTCS YYETHBIM JOKYMEHTOM M OCHOBHBIM BHAOM Hay4YHO-CIIPABOYHOTO anmapara
K JOKYMEHTaM, 00€CTICUHBAIOIIUM OTIEPATUBHBIN TIOUCK AET.

Omnuce Aen (OMHUCh STIEKTPOHHBIX JIENT) COCTABISAETCA HA OCHOBE HOMEHKIIATYPHI 1€

8. Ha rpasknanckue, yronoBHbIe, aAMUHHUCTPATUBHBIC I€Na, IeTa (HAPSIbI) 00IEro
JEJIOTPOU3BOICTBA TOCTOSHHOTO XpAHEHUs, BpeMeHHOro (cBbime 10 neT) CpokoB
XPaHEHMsT 3aBOJATCA OTHENbHbIE onmucu 1o (opme cornacHo Ilpunoxkenwsm 1, 2
K HacTosAmen MHCTpyKLIMH.

AHaNOTHYHbBIE ONHUCH COCTABISIOTCS HA SJIEKTPOHHBIE Aena mo (opMe COTNAacCHO
[Tpunoxkenusam 3, 4 x HactoAmen MuacTpykumu.

9. lns yueTa aen BpeMeHHOro (10 10 1eT) cpoKOB XpaHEHHS PEKOMEHIYETCS BECTH
ONMKCH AEN B INEKTPOHHOM BHJE C MOCIHEAYIOMUM pacleqyaTbiBAHHEM Ha OyMakKHOM
HOCHUTEJIE B KOHIIE OTYETHOT'O T0/1a U GOPMHUPOBAHHEM B COOTBETCTBYFOIIUI HAPS.

[lpn yHuurokeHuu Takux pgen B rpade «[Ipumeuanuwe» mnpocTaBmIeTCs
COOTBETCTBYIOIIAS OTMETKA CO CCHUIKOM HAa aKT 00 YHHUTOKEHHH JeTia.

10. TIpu cocTaBIcHUH OITKUCH A€ COOIMOIAIOTCS CIIEAYIONIHE TPEOOBAHM:

3aroJIOBKM €]l BHOCATCA B COOTBETCTBHHM C NMPHHATOH CXEMOH CHCTEMATH3ALMH
Ha OCHOBE HOMEHKJIATYPHI 1€,

€CITU JIENI0 COCTOUT U3 HECKOJIIBKMX TOMOB HJIA YaCTEH, TO Ka>KJIbIH TOM WM 4YacCTh
BHOCATCA MO OTAECIbHBIM MOPSIAKOBEIM HOMEPOM;

rpadbl 3aM0THAIOTCA B TOYHOM COOTBETCTBHH CO CBEACHHAMH, KOTOPHIC BBIHECEHBI
Ha 00JTOKKY JIENa;

rpada «lIpumeuanme» HCHOMB3yeTCA I OTMETOK O TpHeMe (mepenade) nen,
0COOEHHOCTSIX (PU3HUECKOTO COCTOSHHUSA, O HATMYHHU KOTIHH U JAPYTOE.

11. Kaxkpas omwmce Aen BEAETCA ¢ €IWHOM, BAJIOBOM HyMEpAalMEHd B TECYECHHUE
HECKOJMbKHX JeT. Homepa mo mnopsaaky B TOAOBOM pasAclie ONUCH JAEN JOJDKHBI
IIPOAOIDKATh HYMEPALMIO TOJJOBOTO Pa3felia OMMCH MPEAIIECTBYIOMIETO ro/a.

3akoHYEHHAs OMMCH AEN JO/DKHA BKIIIOYATh He Oosee 9999 enquHuIl XpaHeHHS.

12. Tlocme BHECEHHWS Jiejla B OMHUCH JIEN HA €ro OOJIOKKE PAJOM C TIOMETKOM
«MOCTOSHHO) MPOCTABJIAIOTCA HOMEDP OIMUCH H HOMEP JIETIa IO OIUCH.

13. B ciyyae oOHapy:KeHHS HOBBIX JIeJ, HC BHECEHHBIX B OIHCH JIC], TaKHe ela
BHOCATCA B YKA3aHHBIE ONHCH I10]] THTEPHBIMH HOMEPaMHU.

BHeceHHEe W3MEHEHWI B rOJOBBIE pa3/ielibl OMUCH €N TOCNE MX YTBEPXKIEHUSA
MOCTOSAHHO JACHCTBYIOMIEH OJKCIEPTHOHM KOMHCCHEHW CyAcOHOTO ydacTka (majmee —
9KCIEPTHAA KOMHCCHA) JIOMYCKACTCA TOJIbKO HA OCHOBAHUH COOTBETCTBYIOIIUX PEIUCHHI
KCHEPTHOH KOMHCCHH CYACOHOTO yYacTKa MHPOBOTO CY/IbH.

14. Tlocne Kaxkaoro TOCTYIUIEHHS WM BHIOBITHA JOKYyMEHTOB (yTpara,
OOHapyXeHHE HEYYTCHHBIX JOKYMEHTOB) COCTABJIAETCS HOBAsA MTOTOBAas 3alKCh K ONMHCH
A€M, KOTOpas MOIIHUCHIBACTCA €€ COCTABHUTENIEM C YKa3aHHEM JOKHOCTH M JaThl



COCTABJICHHA.

15. 3akOHYEHHAsd OMMCh J€J BMECTE C THUTYIBHBIM JIHCTOM M CIPaBOYHBIM
anmapaToM K HEH 3aKIIFOYAETCs B TBEPAYID OOJIOKKY, HyMEPYETCA M MOANIMBACTCA HIIH
MEPETUICTACTCA.

Kaxgas 3akoHYEHHAasA OIMHKCH JIEN1, TOM OIHCH JIEIT IOJDKHBI HMETh JIMCT-3aBEPHTEb.

16. IIpn Hanuuuu B apxuBe OBYX U Oonee Omucel JIen BeaeTCd peecTp OMmucei e
o popme cornacHo [Ipunoxenuro 5 k HacTosme MHCTpyKIHHA.

Ommcn  fen  BHOCATCA B PEECTP OMUCEH JiIeN B XPOHOJNOTHYECKOM
HOCIEN0BATENBHOCTH NOCTYIUIEHHA NOJl COOTBETCTBYIOIUMH MOPATKOBEIMH HOMCPAMH.

17. ®opMupoBaHUE DJIEKTPOHHOH ONUCH JIeN OCYMIECTBISIETCS HAa OCHOBE
3JIEKTPOHHOM HOMEHKJIATYPHI B aBTOMATHU3UPOBAHHOM pexuMe. [Ipu 3ToM «humbTpom»
s oTOopa WHGOPMAUMH SABIAIOTCA CPOKH XPaHCHWS JOKYMEHTOB (IIOCTOSHHOTO,
BpemeHHOTO (cBBime 10 J1eT) XpaHeHus).

B 51€KTpPOHHOM ONHMCH JEN COAEpaTcd PEKBH3UTHI OMHCAHUA HHPOpPMALUU
Ha ypoBHe jiena. O0s3aTebHPIMU PEKBU3HTAMH OTIMCAHUS SABJISIOTCA . MTOPSAAKOBHIE HOMEP
3armuMck (HOMeEp Jiena), WHJEKC JENia, 3arojioBOK JIeNia, YKa3aHHe Ha TOMTHHHOCTD
(KOMIHOCTD), KpaWHWE AAThl AOKYMEHTOB, KOJHYECTBO JIMCTOB B [ENIE, aAHHOTAIHA
JOKYMEHTOB.

[ToaTMHHUK OTMCH 3JIEKTPOHHBIX e oopMIIIeTCs HA OyMa)KHOM HOCHTEJIE.

18. Ommcu aen (ToAOBBIE pa3eibl OMUCEH JEIT) COCTABISFOTCS

MOCTOAHHOTO XPaHCHHA — HE MEHEE YEM B YETBHIPEX OJK3EMIULIpax: TpH
Ha OyMa)KHOM HOCHTEJIE M OJTHH B 3JIEKTPOHHOM BH/I¢ (B KA4ECTBE PA0OUYETO IK3EMILISIPA);

BpeMeHHOTO (cBbIIIe 10 JIeT) XpaHEHHs — HE MEHEE YEM B JABYX YK3EMIUIAPAX.

19. Omucu  gen  (romoBble  pas3jieNbl  ONKMCEH) TOCTOSHHOTO  XPaHCHHS
paccMaTpUBarOTCA JKCIIEPTHOM KOMHCCHEH, MPH HMX COTTACOBAHHMH B KOHLIE pa3lena
craBurca rpu¢ «CormacoBaHo» ¢ YKa3aHHEM HOMEpA MPOTOKOJIA SKCTICPTHOH KOMHCCHH
W aTHI 32CEIaHHU.

20. CornacoBaHHbIE HKCIEPTHOM KOMHCCHEH ONHCH JAeN (TrOHOBBIE Ppa3eibl
OMHMCEH) NOCTOSHHOTO CPOKA XPAHEHHS YTBEPIKIAIOTCI MHUPOBBIM CYIbEH.

21. Onmcu (TomoBsIe pa3aensl onucei) aen BpeMeHHOTo (cBbIme 10 JieT) XpaneHHs
COIIACOBBIBAOTCS C OKCIEPTHOH KOMMCCHEH, IIOCIE YEro YTBEPKIAIOTCA MHUPOBBIM
92113978

22. Ilpu mepBoM mepenave JOKYMEHTOB B TOCYHAPCTBEHHBIM apXHB IEPENACTCs
UCTOPUYECKAs CIIPaBKa K GoHAy.

Hcropuueckas copaska K (OHAZY COCTOMT M3 HCTOpuM (OHZOOOpa3zoBaTent
(cynebnoro ydactka), mctopuu ¢onzna (oOpeM, kpaliHHe IaThl TOKYMEHTOB, CTEIICHb
UX COXPAHHOCTH, JaThl TepeJayd JOKYMEHTOB Ha TIOCTOSHHOE XPaHEHHE)
U XapaKTEPUCTUKU TOKYMEHTOB (poHa.

IIpy mocmemyrommx mepegadax JOKYMEHTOB — IEPEAacTca  AOTMONHEHHE
K HCTOPUYECKOM CIpaBKe.

Pazgen I11
Od¢opmieHue ges1 U MHBIX T0KYMEHTOB
K NMocJeaYHIeMy XPaHEeHHI0 B apXUBe

23. 3aKOHYEHHBIE JIEJOMPOU3BOJICTBOM CyaeOHBIE Jela, HapsAIbl, MaTEPHAIbL,
ApPYTHE TOKYMEHTBL, MO IJIeKAIIHE TIEPEaayue B ApXUB Ha MTOCTOSTHHOE M BPEMEHHOE (CBBILIE
10 net) xpaHeHHE, OQOPMIIOTCS OTBETCTBCHHBIM PAOOTHHKOM ammapara MHPOBOTO
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cyopd B cooTBeTcTBHHM ¢ TpeOoBanusimu [lpaBun Ne 526, WucTpykuuen
Mo CyJeOHOMY AEIOTPOU3BOACTBY Y MUPOBOM Cyapu HeHELKOro aBTOHOMHOTO OKpyTa
n HactosAmen MHCTpyKumen.

24. PemeHre Ha mepenadyy A€l B apXUB INPHHUMACT MHPOBOM CyIbs, a IIPH €ro
OTCYTCTBHH — MHPOBOH CYZAbs, HA KOTOPOTO BO3JI0KEHO HCITOJTHEHHUE €TI0 00A3aHHOCTEH.

MupoBoii cyaps poBepsieT BCe IIPOU3ZBOICTBO MO CYAeOHOMY Iy, MaTepHAaIy.

25. ®opMHpOBAHHE €A MPOU3BOIUTCS C YIETOM CIIETYIOIIMX OOTIMX MPABHIL:

B JIENO ITOMEINAIOTCA MCIIOJIHEHHBIE JTOKYMEHTBI, COOTBETCTBYIOIIHE 1O CBOEMY
COCP-KaHUIO 3aT0JIOBKY Jl€J1a IT0 HOMEHKJIAType A,

TOKYMEHTBI TTIOCTOSHHOTO M BPEMEHHBIX CPOKOB XpPaHEHHs TPYIIUPYIOTCA B Aena
Pa3aeIbHo;

B JIEJI0 BKIFOYAETCA [0 OJHOMY 3K3EMIUIAPY KaXkKA0r0 JOKYMEHTA,

TOKYMEHTHI JOJDKHBI OBITH MPABHJIBHO M ITOJIHOCTBIO O(QopMIIeHBI (MMETh JATY,
MOITMCH U WHBIE HEOOXOIMMEIC PEKBU3HTEI);

MPWIOKEHUS TOMEIIAIOTCS BMECTE C OCHOBHBIMU JOKYMEHTAMH,

B JIENIO TPYIITUPYIOTCA TOKYMEHTHI OJHOTO KaJICHAAPHOTO Toja (MCKITOYCHHE:
nepexoAIIue Jema; CyacOHbIe Aema).

26. [lomroMmy oopMITEHHIO TOATIEKAT A€/1a TIOCTOSHHOTO H BPEMEHHBIX (CBBIIIE
10 net) CpOKOB XPaHEHHS.

27. IlonHoe oopmIieHUE e HAa OyMa)XHOM HOCHUTEJNIE TPEXyCMAaTPHBAET:

NOJIMIKUBKY WM MEPEIUIET JOKYMEHTOB Zena (He(opMaTHBIE JOKYMEHTbI XPaHATCS
B 3aKPBITHIX TBEP/IBIX MANKaX WA KOPOOKaX);

HYMEpALHIO JTUCTOB JIETIA;

COCTAaBIIEHHWE  JHCTa-3aBepurens, odopmiasiemoro 1o ¢GopMe  COriaacHo
[Ipunoxkenuro 6 k Hactosmieit MHCTpyKIMH;

COCTABJICHHE BHYTPCHHEH OIMHCH AOKYMEHTOB Aena, odopmirieMoii mo ¢opme
cornacHo [Ipunoxenuro 7 k Hacrosimen MuCTpyKImu;

oopmiteHHE 00I0KKH JIeTa.

28. JIokyMEHTBI MOJIIMBAIOTCA HE MECHEE YEM HA YETHIPE MPOKOJA B TBEPAYIO
OOJIOKKY WIM TEPEINICTAIOTCA C YYETOM BO3MOKHOCTH CBOOOIHOTO UTEHHA BCEX
JOKYMEHTOB, MHAaT, BH3 H PE30JIONHA HA HHUX, METAUIHYECKHE CKPEIUICHHA
W3 TOKYMEHTOB yIaIAI0TCs. [Ipu OTCYTCTBHH MO /1S TTOANIHBKH JOKYMEHT HEOOXOAUMO
HAKJIEUTH 0€3 MTOBPEKICHHUS TEKCTA Ha BCIOMOTATETbHBIH JIHCT.

JIOKyMEHTBl TMOIIIMBAIOTCA B JEJO0 B XPOHOJOTHYECKOM TIOPAOKE, BCE
NPHOOINEHHBIE B MPOLECCE PACCMOTPEHHU CyaeOHOro Aena AOKYMEHTHI IMOANIHBAIOTCH
B MOPAJKE UX MOcTyIuIeHus. K ey He TOJDKHBI IO IITHBATHCS JOKYMEHTHI, MOJICKAIIHE
BO3BpAaTy, a TAKKE KOIIUH JOKYMEHTOB, YK€ UMEIOIINXCA B JIeJi€, YEPHOBUKH.

MakcuMaabHOE KOJMYECTBO JIMCTOB, TOMIIMBAEMBIX B OJAHH TOM, HE JOJDKHO
npeBBIMATh 250 TUCTOB MPH TOMIIUHE HE 00jee 4 cM. Ecu KOJHYECTBO JIHCTOB B JIENE
npesbrmaet 250, MaTepuansl GOPMHUPYIOTCA B TOMA B XpPOHOJIOTHYECKOM Hopsake. Tom 2
MOKET OBITh HAYaT JIUIIb MOCic OKOHuYaHus Toma 1. Ha Tomax moypkeH OBITH OOLIMii
3aroJI0BOK 10 HOMEHKIATYPE JIEN.

B Havane nena Ha OyMa)KHOM HOCHTENIE MTPH HEOOXOJUMOCTH MOAHBAIOTCS JINCTHI
BHYTPCHHEH OIMCH AOKYMEHTOB J€JIa, B KOHIE KAXKAOrO Aeja MOAIMBACTCA JIUCT-
3aBEPHUTEITD.

B ciryuae ucnonbp3oBaHus A1 (PUKCHPOBAHKS X0/1a CYAeOHOTO 3ace/laHus CPEeICTB
ayAMO3aITUCH U HWHBIX TEXHWYECKHX CPEJCTB 3JICKTPOHHBIC HOCUTENTH HH(pOpMAaIiu
(MACKH, AUCKETHI, (IIEMI-KapThl) XPAHATCA BMeCTe ¢ CyaeOHpIM AenoM. [Ipu aToM oHM
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JOJDKHBI OBITH BINUTHI B CyAeOHOE 10 (TPHOOIIEHHI K TPOTOKOITY CYyAeOHOTO0 3aceAaHu )
B YIIAKOBAaHHOM BH/I€ (KOHBEPT) C YKa3aHMEM HA YIAKOBKE HOMEpA J€Na, NAThl, a TAKKE
MOJITACAHBI YTIOMTHOMOYEHHbIM PAOOTHHUKOM Aarmapata MHPOBOTO CyIbH. YIIaKOBKa
IOJDKHA 00€CTIeYNBATh COXPAHHOCTD SJIEKTPOHHOTO HOCHTEIS OT IMMOBPEXKAECHUH U MOPUH.

29. Bcee nucth gena (KpoMe JIMCTa-3aBEPUTENS U BHYTPEHHEW OICH) HyMEPYIOTCS
B BaJIOBOM IIOPSAKE apaOCKUMH 1H]PpaMu, KOTOPbIE MPOCTABIISIOTCA B TIPABOM BEPXHEM
YTJIy JIHCTa JOKYMEHTA MPOCTHIM TPaQUTHBIM KapaHIATIIOM HTH HyMEPaTOPOM.

JIuCTBI BHYTPEHHEH OITUCH TOKYMEHTOB JIEJIa HyMEPYIOTCH OTACIIBHO.

JIUCTBI JeN, COCTOAIIMX W3 HECKOJIBKHX TOMOB, HYMEPYIOTCA O KaXKIAOMY TOMY
OTHENBHO.

@ororpaduu, YEPTEKH U IPYTHE UILTIOCTPATHUBHBIE TOKYMEHTHI, TTPEICTABIIAIONIUE
CaMOCTOATEIBHBIN JIUCT B JIEJIC, HYMEPYIOTCA Ha 00OPOTHOW CTOPOHE B JICBOM BEPXHEM
yriy.

Cho>xeHHBIN THCT PAa3BOPAYMBACTCA U HYMEPYETCsS B MPaBOM BepxHeM yriy. [lpu
3TOM JIUCT JIEOOO0TO (hopMaTa, MOIMMTHIN 32 OJTUH Kpai, HyMEPYEeTCs KaK OJJUH JIUCT; JIUCT,
CJIO’KEHHBIM ¥ TOJAIIUTHIA 32 CEPEAMHY, MOAJIEKHUT MEPEIIMBKE W HYyMEPYETCA KaK OJTUH
JHCT.

Jlucr ¢ Harayxo HaKIECHHBIMH JOKYMEHTaMH (BBIPE3KAMH, BBITTHCKAMHM,
botorpadhuaMu) HymepyeTcs Kak OJWH JTUCT. EcM K HOKYMEHTY B JeJie TOAKIICEHBI
OTHHUM KpaceM IPYTHE TOKYMEHTHI (BBIPE3KH, BCTABKH TEKCTA, MEPEBOMBI), TO KAKIBIH
OOKYMEHT HyMEPYETCA OTAETIBHO.

[TogmuTeie B €10 KOHBEPTHI C BIIOKCHHAMH HYMEPYIOTCSA, MPH 3TOM BHAvalie
HYMEPYETCS KOHBEPT, & 3aTEM OUYEPEIHBIM HOMEPOM KaXKI0€ BIIOKEHHE B KOHBEpTE. Ecn
BJIO)KEHHUS HYMEPOBATh HEJIb3s, HX HAJIMUUE OTOBAPUBAETCA B 3aBEPHUTETHHOM HAIITHCH.

[ToxmuTeie B AEO JAOKYMEHTBI ¢ COOCTBEHHOM HYMEpPAIMECH JIACTOB (BKIIOYAs
MCYATHBIC U3JAHHS ) MOTYT HyMEPOBATHCA B 00IIEM MOPSIKE HITH COXPAHATD COOCTBEHHYIO
HYMEPAIHIO, €CITH OHA COOTBETCTBYET MOPAIKOBOMY PACTIONIOKEHHIO JINCTOB B JICTIE.

[Ipu oOHapyxkeHWHM OONBIIOrO YHCIA OMMUOOK B HyMEpPAalMHA JIMCTOB JeEla
MPOBOJUTCA TIEPECHYMEPAIUsi, MPU KOTOPOHM CTaphie HOMEpPA 3aYEPKUBAKOTCA OJHOM
HAKJIOHHOM Y€PTOM, W PAJOM CTaBUTCA HOBBIH Homep nucTa. [Ipy HaMW4YMH OTAETHHBIX
OomMOOK B HYMEPAIMH JIMCTOB JIENa JIOIYCKAeTCA YMOTPeOJICHHE JIMTEPHBIX HOMEPOB
JTUCTOB.

B ciydae u3MeHeHUsT HyMEpAaLMH JIUCTOB Jielia COCTABIAETCA HOBBIH JTHCT-
3aBEPHUTEID, TIPH 3TOM CTaPBIA COXPAHACTCA B JCIIE.

30. ITocne 3aBepIeHHA HyMEPALHH JIUCTOB COCTABIICTCA 3aBEPUTEIbHAA HAIIIUCH,
KOTOpas PacIoyiaraeTcsi B KOHIE JieJla Ha OTAEIIbHOM JIMCTE-3aBepurene, opopMisieMom
o popme cormacHo [Ipumoskenuto 6 k HacTosmed MHCTpYKIHH.

3anpeniaeTcs BHIHOCHTh JIUCT-3aBEPUTENh HA O0JOXKKY J€Jia HIIH YHCTHIH 000poT
NHUCTA MOCTAEAHETO NOKyMeHTa. ECi 1€710 MOAIMTO MK TieperieTeHo Oe3 OJ1aHKa JiicTa-
3aBEPHTEIIA, OH AOJDKEH OBITh HAKIIEEH 32 BEPXHIOKO YacTh JINCTA HA BHYTPEHHIOIO CTOPOHY
00JIOKKH B KOHILIE AENA.

B 3aBeputensHOM HAAMMCH YKa3BIBAIOTCA IU(QPAMH H TPOIHCHIO KOJHYECTBO
MPOHYMEPOBAHHBIX JTUCTOB W KOJUYECTBO JIUCTOB BHYTPEHHEH OMHCH, OrOBAPHUBAIOTCA
0COOECHHOCTH HyMEpAalWH JINCTOB Jena (Hapaga) (HAIWYHE MPOMYIIEHHBIX HOMEPOB;
HOMEpa JIHUCTOB C HAKJICEHHBIMH (poTOrpadusiMu, TOKYMEHTAMH, BBIPE3KAMH M3 Ta3er;
HOMEpa KOHBEPTOB C BIIOKEHHAMH U KOJIHMYECTBO BIIOJKEHHBIX B HUAX JIHCTOB).

Bce mocnenmyroniye M3MEHEHHS B COCTaBE W COCTOSTHUH Jieha (TIOBPEXKICHH,
3aM€Ha TOJJIMHHBIX JOKYMEHTOB) OTMEYArOTCA B JIHCTE-3aBEPUTEIIE CO CCHUIKOM



HA COOTBETCTBYIOIIUH aKT.

3aBepuTeNbHAas ~HAAMKUCH  TIOAMMCHIBACTCS  PAOOTHUKOM, IMPOM3BOTHBIIHAM
oopMiIeHHE Aena 11 TIEPEaYH B apXHB, ¢ YKa3aHUEM JODKHOCTH M TATHI COCTABJICHHSA
3TOU HAJIIHCH.

IIpumep: B HacTosImeM aene (HapsAae) MPOIOMTO U MpoHyMepoBaHO 250 (aBectu
NSThAECAT) JIUCTOB, B TOM umcie 3 (Tpu) ¢ororpadum Ha muctax: 20, 113, 235. Umerotes
nUTEPHBIE MUCTHI ¢ HoMepamu 10a, 33a, 336. B koHBepTE (JTHCT 245) HAXOAUTCSA TPYA0Bas
KHHJKKA 0CyKAcHHOTO 1BaHoBa A.B.

31. OdopmrneHue 0OIOXKKH ICIT.

Ha obnoxkax men, moiexamuX NOCTOSHHOMY U BpeMeHHOMY (cBbime 10 ner)
XPAHEHHIO, YKa3bIBAKOTCS:

HAaNMEHOBAaHHUE CYJEOHOTO y4acTKa (MOJTHOCTHIO, B IMEHUTEITHOM TAJEXKE);

3aroJIOBOK jea (Toma);

bamMuTHA, UM, OTYECTBO OCY:KACHHOIO JIMI[A W TMOJHOE HAMMEHOBAHHE CTATHH
YromoBHOro konekca Poccuiickoit enepanuu, 0 KOTOPOH JTULO OCYKACHO,

(hamuis, HTHALHAITBI UCTLIA, OTBETYMKA (HAMMEHOBAHHWE OPTAHH3AIIMH), CYyTh HCKa
(3aABICHMUA);

IaThl HAYaJa U OKOHYAHMA JeNa,

HOMED MPOM3BOACTBA IO AETY;

HHJIEKC €A,

HOMED TOMA;

KOJIMYECTBO JIUCTOB B JIEJIC,

CPOK XPaHEHUs J1eNa ¢ YKa3aHUEM JATHL, 10 KOTOPOH OCYIIECTBIACTCS XPAHCHHE,

Iara Iepelayu Jefia B apXuB,

NOJMUCh MHPOBOTO CY/IbH (C pacupoBKOM MOIMUCH).

Jlena mOCTOAHHOTO CPOKa XPAHEHHA HOJDKHBI OBITh TIOAINUTHI B TBEPIYIO OOIOKKY.

[Ipy wW3MeHeHHHW HAaMMEHOBAaHUA CYAEOHOTO YydYacTka Ha OOJOKKE jeia
JOMUCHIBAETCA HOBOE HAMMEHOBAHHUE, a TIPEKHEE 3aKITFOYACTCA B CKOOKH.

3arooBOK Jiena Ha OyMaXXHOM HOCHUTENIE U 3arojioBOK 3JIEKTPOHHOTO Jejia
NEPEHOCATCA Ha OONOXKKY Jena (NEKTPOHHOTO 1€jia) M3 HOMEHKIIATYPBL 3aroJioBOK
JOJDKEH COOTBETCTBOBATH COACPIKAHHIO JOKYMEHTOB B JIEJIE.

Ha o6moxxke aema ykaspIBaeTcs €ro mata — rofa(bl) 3aBeAcHHA H OKOHYAHUS Jieia
B JICJIONPOU3BO/ICTBE.

Ecmu B naeno BKIIOYEHBI JOKYMEHTHI (HapUMEp, NPUIOKEHHA), JAaTa KOTOPHIX
HE COBMNAJAET ¢ AATOH Jeja, TO MOJA JAaTOH ¢ HOBOH CTPOKH JeNaeTca 00 3TOM 3alHCh:
«B nene AMErOTCS JOKYMEHTHI 32 ... TOA(BI)».

JlaToi zien, coaepikamux pacnopaIuTeNbHYI0 H HHYIO TOKYMEHTALHIO (JOKIIAIp,
MUCbMA), AJIi KOTOPOW TOYHAsA JATHPOBKA MMEET BAXKHOE 3HAUCHHE, a TAKXKE JUIA JICTI,
COCTOAIIMX M3 HECKOJIBKMX TOMOB, SBJIAIOTCA AAThl (YHCIIO, MECAL, TOJ) PErHCTPaIHH
(cocTaBieHMA, NOCTYIUICHHSA) CaMOTO PAHHEr0O H CaMOTr0 TO3AHET0 JOKYMEHTOB,
BKIIIOYCHHBIX B JIENO (KpaHHHUE JaThl AN, JOKYMEHTOR).

[Ipu 00o03HaUeHHH AaThl JOKYMEHTAa CHAYaja YKa3bIBA€TCHA YHCIIO, 3aTEM MECSII
v roj. Uucno u roa 0003Ha4ar0TCs apadCKUMH mudpamMu, Ha3BAHHE MECALIA — CIIOBOM.

OO0s3aTENPHEIMHA PEKBH3HTAMH O0JIOXKKH A€a Ha OYMaXHOM HOCHTEJIE SBJISIOTCS
yKa3aHHE KOJMYECTBA JIMCTOB B JIeNe (MPOCTABIACTCS HA OCHOBAHHM JIHCTA-3aBEPHTEIIS)
U CPOK XpaHeHus Jena (Ha Jenax TOCTOSHHOTO XPaHEeHHS NHIeTCs: «XPaHHTh
TIOCTOSTHHO ).

32. Bo Bcex aenax, MmoyieKalux nepeaade B apXuB Ha MOCTOAHHOE W BPEMEHHOE
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xpaHeHue (cBeime 10 meT), cocTaBmAeTcs BHYTPEHHSS OIMHUCH JOKYMEHTOB [IeNa,
opopmisiemas mo ¢opme cormacHo IlpumokeHuro 7 K HacTosAmed HMHCTpyKiuy,
C YKa3aHHEM 3arojIoBKa, HHAEKca (HOMepa) TOKyMEHTa, AaThl U HOMEpPA JTUCTa B HapALe.

Ecmu geno Ha OyMakKHOM HOCHTENE MHEPEIUIETEHO WM MOANIMTO Oe3 OjaHka
BHYTPEHHEH OITUCH JOKYMEHTOB, TO COCTABIICHHAS 10 YCTAHOBIEHHON (JOpME BHYTPEHHAA
OTUCH TTOAKIIEUBAETCSA K BHYTPEHHEH CTOPOHE JTHUIIEBOM OOIOKKH AeNa.

M3MeHeHMA cOCTaBa TOKYMEHTOB Aela (M3bATHSA, BKIIOUEHHUA JOKYMEHTOB, 3aMEHa
TOKYMEHTOB KONHUAMHM) oTpaxarorcas B rpade «[IpumedaHwe» BHYTPEHHEH OIHCH
CO CCBUIKAMHM Ha COOTBETCTBYIOIIME aKThl. [IpH HEOOXOAUMOCTH MOTYT OBITH COCTABJIEHBI
HOBAas UTOTOBAs 3aITUCh K BHYTPEHHEH OTHCH H JTUCT-3aBEPUTENH JIEA.

JIMcTel, HAa KOTOPBIX CJi€NaHAa BHYTPEHHSSA OINCh, HYMEPYIOTCS OTIENBHO.
Konpr4ecTBO MUCTOB BHYTPEHHEH OIMUCH YKA3hIBACTCA B 3aBEPUTEIBHON HAAMHCH TMOCTE
00IIero KOJMYECTBa JIMCTOB B HapsAe Yepe3 apuMETHIECKUH 3HAK TUTIOC.

33. B y4eTHO-pEerucTpauoOHHBIX KypHA/IaX IIOCTOSHHOTO M BPEMEHHOTO (CBBIIIE
10 meT) XpaHeHUs Iiepe] WX Tepefadell B apXWUB OCYHIECTBIIAECTCS HyMepalHs JTHCTOB
W MIPOU3BOAMTCS 3aBEPHUTEITbHAS HAJIITUCH.

Ha 00mokke perucTpalioHHOTO KypHajla WIIH KHHTH COTJIACHO HOMEHKJIATYpe
NPOCTABIIETCA CPOK XPAHCHHS U YKA3bIBAETCS KOJMYECTBO JIHCTOB.

Ilepen mnepenaueil B apXuB YYETHO-CTATHCTHYECKHX KAPTOUYEK TIPOBEPSCTCS
YX HAJIMYHE U 3aM0JHEHUE BCEX MPETYCMOTPEHHBIX PEKBH3HUTOB.

ITocne mnepemauv fAen B apXUB YYETHO-CTATHCTHYECKHE KAPTOUKH JIOJDKHBI
XPaHUTHCA B KapTOTEKaxX (SIIMKAX, KAPTOTEYHBIX IKa(daxX) OTAEIBHO MO YTOJIOBHBIM,
TPAKAAHCKUM,  AJAMHUHHCTPATHBHBIM  AejlaM, JAelaM 00  aJMHHHCTPATHBHBIX
NPaBOHAPYIIEHUAX B IMOPAJKE MX HOMEPOB MO rojaM. B kaxkaoM ToMe JOKHO OBITH
He Oosee 150 yueTHO-CTaTHCTHYECKHX KapTO4YeK, HO He Oonee 250 mucToB.

V4eTHO-CTATUCTHYECKHE KAPTOUYKH NEPEJAIOTCA B apXHB BMECTE C al()aBUTHBIM
yKa3aTeleM.

34. DnexTpOHHBIE JOKYMEHTHI, TOJUICKANIAE XPAHCHHIO, TEPEJAOTCI B apXHB
B BHJEC KOHTEHHEPOB, OOCCICUMBAOMIMX IICIIOCTHOCTH JJIEKTPOHHBIX JOKYMEHTOB,
10 UH(POPMALTMOHHO-TEJIEKOMMYHHKATIHOHHOH CETH H3 COOTBETCTBYIOLIEH
ABTOMATHU3HPOBAHHOM CHCTEMBI CY/IEOHOTO y4acTKa B UHPOPMALHOHHYIO CHCTEMY apXHBa
WK Ha 000COONIEHHBIX HOCHTENSX OJHOKPATHOH 3aIHCH.

B KOHTEHHED »3NEKTPOHHOTO JOKYMEHTAa BKIIOYAIOTCA (aiii 3JIeKTPOHHOIO
DOKyMEHTa B (popMaTe apXWBHOTO XpaHEHHWS W (DAl METATAHHBIX 3JICKTPOHHOIO
AOKYMEHTA, BKIIFOYas JJIEKTPOHHBIE MOAIHCH.

KonTelHeppl 3MEKTPOHHBIX JAOKYMEHTOB MOTYT TIEPEAABAaTbcd B apXHB
Ha ¢usuuecku 000COOIEHHBIX MATEPHAITBHBIX HOCHUTESAX OJHOKPATHOW 3allHCH B JBYX
HICHTUYHBIX 3K3EMIULAPAX — OCHOBHOM (3TAJIOHHBIH SK3EMIUIAP, KOTOPHIH HCHOTB3YETCS
B HUCKIFOYHMTEIBHBIX CITy4asx, HAMPUMEP, AJIA CO3/IaHHA KOMMH pad0vyero 3K3eMIUIApa)
U pabodyeM (C ITOro IK3EMIUIIPA U3TOTABIHBAOTCSA KOMHH JJIEKTPOHHBIX JOKYMEHTOB,
B TOM 4HCe A1 POHIA HCIOIB30BAHUA).

35. IIpu moAroToBKE 31MEKTPOHHBIX JOKYMEHTOB K MEpelaye HA XPaHEHUE B apXHUB
NPOBOAUTCA UX KOHBEPTUPOBaHKE B popMat apxuBHOTO XpaHeHus PDF/A.

DJNEKTPOHHBIEC TOKYMEHTHI, HMCIOMHME MPUIOKCHHUS, ABJIIIONINECT HEOThEMIICMOI
YacTBIO JOKYMEHTa, 0pPU KOHBEPTUPOBAHHH B (opMaT apXHBHOTO XPaHCHHS
NPHCOEIUHAIOTCA K OCHOBHOMY JOKYMEHTY, 00pasys ¢ HuM oauH (aiin. [Ipunoskenns
00JIBIIOT0 00BbEMAa MOTYT KOHBEPTHPOBATHCSA B OTICITbHBIC (DAKITHI.

36. CuctemaTH3ama  JJICEKTPOHHBIX ~ JOKYMEHTOB W HX  HHACKCALHA
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B COOTBETCTBHH C HOMEHKJIATYpoH, (HOPMHUPOBaHHE KOHTEHHEPOB SIEKTPOHHBIX
JNOKYMEHTOB ISl TIEPE/Ia4M 3JICKTPOHHBIX JHOKYMEHTOB B apXUB CY/a OCYLIECTBISAIOTCS
B COOTBETCTBYFOIIMNX HHPOPMAITHOHHBIX CHCTEMAX.

37. lloarotoBka OSIEKTPOHHBIX AOKYMEHTOB K IEpeJade B AapXUB COCTOHUT
U3 CIICAYIONIAX JTaIoB:

npoBepKa (PU3HYCCKOTO COCTOSHHUS MAIMHHHBIX HOCUTENICH, MPEAHA3HAYEHHBIX [T
NepeJavu B APXHB;

3aIKCh JNIEKTPOHHBIX IOKYMEHTOB HA MAIIHHHBIE HOCUTEIH,

NpOBEPKa KavyeCcTBa 3aIHCH;

OTHCAHHE 3JIEKTPOHHOTO JOKYMEHTA,

MPOCTABJICHHE AapXUBHBIX IMU(POB HA EAWHHWIAX XPAaHCHHA (Ha QyTasIpax)
B COOTBETCTBHH C aPXUBHON OMHUCHIO (OMHUCAMH) JIEKTPOHHBIX JOKYMEHTOB MOCTOSHHOTO
XpaHCHHS,

MOJrOTOBKA KOMIUIEKTA COMPOBOIUTENIHON JTOKYMEHTAITHH.

ApxuBHbI MHQP SNEKTPOHHBIX JOKYMEHTOB, XPAHHUMBIX HA 000COOJEHHBIX
3NIEKTPOHHBIX HOCUTEIAX, YKa3bIBA€TCA HAa BKJIA/IBIIIEC, BIOKECHHOM B (DYTIISIP HOCHUTEIIA.
ApxuBHBIH TIH(P SIEKTPOHHBIX JOKYMEHTOB, XPAaHHMBIX B HH()OPMALIHOHHOH CHCTEME
apxuBa, SABIFIETCS OOA3aTENBHBIM 3JIEMCHTOM OIHCAHHMA KOHTEHHEpPA 3JIEKTPOHHOTO
JOKYMEHTA.

38. ConpoBoauTenbHas JOKYMEHTALUS 3JIEKTPOHHBIX JAOKYMEHTOB JOJDKHA OBITH
JNOCTaTOYHOM i1 OOECHEYeHHA HX Yy4YeTa H HCNONb30BaHWA. B HeH oTpaxaercs
crepyromas mHGOpManuUs: Ha3BaHHE AOKYMEHTA, /IaTa €r0 CO3MAHWIA, XapaKTePHCTHKA
coaepkaHus (AHHOTAIMA), STEKTPOHHBIH GopMat, PU3HYECKAs H IOTHYECKAA CTPYKTypa
(11 yYeTHBIX 0a3 aHHBIX, CAUTOB U IPYroe), 00beM JoKkyMeHTa (A7 6a3 JaHHBIX TaKKe
— KOJTAYECTBO 3aITHCEH).

39. Ilepen mepemaueit cyneOHOTO zena B apXHB HEoOXoaumo oOpamare ocodboe
BHUMAHHE Ha OOpaIieHHE K UCIIOHEHHIO (MCTIOIHEHHE ) BCTYIMUBLIETO B 3aKOHHYIO CHITY
CyaeOHOTO pemIeHus.

40. CyneOHbie mena moaexar oOpMIICHHIO AJIS TIEPEJauyd B apXHB HE TO3JHEE
OZHOTO MeCsIa Mmocie OOpameHHs K HMCMOJHEHHIO BCTYNHBIIETO B 3aKOHHYIO CHITY
3aBEPIIAIOIIETO CYyICOHOTO aKTA.

ObpamieHne K UCIIONHEHUIO MPOM3BOAMUTCA B COOTBETCTBHH ¢ MPOLIECCYATbHBIM
3akoHOogaTrenbcTBOM  Poccuiickoit  ®epepaumu, HWHcTpykumedih mo  cyaeOHOMY
IETOTPOU3BOICTBY Y MHPOBOH CybH HEHEIIKOTO aBTOHOMHOTO OKPYTa.

Pazpen IV
IKCNepPTH3A LIEHHOCTH 10KYMEHTOB.
3apauu u pyskuum
IKCNEPTHOH KOMHCCHM CYyAe0HOI0 y4acTKa

41. DkcriepTH3a HEHHOCTH JOKYMEHTOB MPOBOAUTCS Ha OCHOBE 3aKOHOATEIbHBIX
U HMHBIX HOPMATHBHBIX IIPAaBOBBIX aKTOB Poccuiickoii @enepaiyu, yCTaHABIMBAIOIIUX
TpeOOBaHUA K CPOKaM XPAaHEHHs NOKYMEHTOB, THIIOBBHIX M BEJOMCTBEHHBIX TIEPEUHEH
JOKYMEHTOB C YKa3aHHEM CPOKOB HX XPAHCHHA:

MIPH OTIPEJIEICHUH CPOKOB XPAHEHUS Cy/ICOHBIX JE,

MPH COCTABJICHUH HOMEHKIIATYPHI JIET;

IPH NOATOTOBKE JIEN K MIEPEAaye B apXUB;

B apPXHBE.
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DkcnepTH3e LEHHOCTH MOJUTEKAT BCE TOKYMEHTHI HE3aBUCHMO OT BHIOB HOCHTEIEH
U CITOCOOOB 3aITUCH.

42. JkcnepTH3a LEHHOCTH JOKYMEHTOB MPOBOAWTCA €XKEroaHo. Jlo mpoBeaeHHs
SKCMEPTHU3bI LEHHOCTH YHHUYTOKEHUE JOKYMEHTOB 3aIPemacTCs.

43. J1na opraHu3alvy U MpoBeAeHA pabOTHI 1O SKCMEPTH3E HEHHOCTH JOKYMCHTOB
NPHUKAa30M MHPOBOTO CYABbHM CO3AA€TCs MOCTOAHHO AEMCTBYIOIIAs SKCIEPTHAS KOMHUCCHS
CyIeOHOro y4acTka MEPOBOTO CYJBH B COCTABE HE MEHEE 3 YEITOBEK.

OKcnepTHas KOMHCCHS JEHCTBYET HAa OCHOBAHWH IlOJOMKEHHMA O MOCTOSHHO
JEHCTBYIOIIEN SKCIIEPTHON KOMHCCHH CyIeOHOTO y4acTKa MHPOBOTO cyabu Hewerkoro
ABTOHOMHOTO OKpYTa.

IIpencenatenemM >KCHEPTHOM KOMMCCUM SABISAETCA MUPOBOM CylbsA, CEKPETAPEM —
palOTHHK annapaTa MHPOBOIO CyIbH, OTBETCTBEHHBIH 3a COCTABICHHE T'OJIOBBIX OMHUCEH
CYZIEOHBIX JIeN M JOKYMEHTOB MOCTOSHHOI'O XPAaHEHHS M MOJATOTOBKE [IEJI, TOJJIeMKATIHX
nepeave B apXuB.

44, OcHOBHBIMH (DYHKIIUSMH SKCTIEPTHOM KOMUCCHH SBJISFOTCA

OpraHu3auMs €:KEroJHOro 0TOOpa JEN AJisd XPAHEHHUA U YHUUTOKECHUS,

paccMOTPEHHE M COINIACOBAHWME TNPOEKTA HOMEHKIATYPhl [J€N, OMHCEH e
MNOCTOSHHOTO M BpeMEHHbIX (cBbime 10 neT) cpokOB XpaHEHWs, aKTOB O BbIICICHUU
K YHHYTOKEHUIO JIEJI, HE TIOJIEKALNX XPAHEHHUIO;

y4acTHe B IIOATOTOBKE M PACCMOTPEHHH IMPOEKTOB HOPMATUBHBIX H METOAUYECKUX
JOKYMEHTOB 10 BOMPOCAM PadOTHI C JOKYMEHTAMH CYJEOHOTO y4acTKa.

45. 3acefnaHus SKCHEPTHOM KOMHCCHH IPOBOJATCA MO Mepe HEeO0OXOAHMOCTH,
HO HE PEeKe OJHOTO Pasa B rof, U 0(pOpMITIOTCS POTOKOIOM, KOTOPBIH MOAMACHIBAETCS
NpEACENATENEM H CEKPETAPEM KOMHUCCHHU.

Pemenuss 3kcnepTHOM KOMUCCHMM TIO  KaKAOMY  BOMPOCY  (MOKYMEHTY)
IMPUHUMAIOTCA OOJIBITHHCTBOM rosiocoB. CIIOpPHBIE BOIPOCH NMPH PA3JACICHHH TOJIOCOB
HNOPOBHY Pa3pelarTcsa MUPOBBIM CYyIbEH.

46. Benenue JEeJI0MPOU3BOICTBA SKCIIEPTHOU KOMUCCHH, XpaHEHHe
U HCIOJIb30BAHUE €€ JOKYMEHTOB, OTBETCTBEHHOCTh 332 WX COXPAHHOCTh, a TAKKe
KOHTPOJIb MCIIOJIHEHUA NPHHATBIX 3KCMEPTHOH KOMHCCHEH pEUIEHHH BO3Jararorcs
HA CEKpETaps SKCIEPTHOH KOMHCCHH.

47. Ilpu npoBeNeHHH SKCIEPTU3bI LEHHOCTH NOKYMEHTOB INPU MOATOTOBKE JEI
K IIEpeaye B ApPXHUB OCYIUECTBIIAETCS:

0TOOP TOKYMEHTOB IMOCTOSIHHOTO M BPEMEHHBIX (CBbIIIE 10 JIeT) CPOKOB XPaHEHUS
AJIS TIEPEIAYH B APXUB;

BbIJIEIIEHHE K YHUUTOKEHHIO JIe]1 32 IPEeABIAYLIHE TObI, CPOKH XPAHEHUS KOTOPBIX
UCTEKIIN.

OIHOBPEMEHHO MPOBEPAECTCA KAYECTBO M MOJHOTA HOMEHKJIATYPBI €T,
NPABUJIBHOCTH ONPEACIEHUA CPOKOB XpaHEHHUA AET.

48. Jlena mOCTOAHHOTO M BPEMEHHBIX (cBbIme 10 NIeT) CpOKOB XpaHEHUs! MOAJIEKAT
MOTHUCTHOMY TPOCMOTPY [UIA BBIJEJICHUS W3 WX COCTaBA JOKYMEHTOB BPEMEHHBIX
(mo 10 51eT) cpOKOB XpaHEHHS.

49. o pesyapTaTaM 3KCHEPTHU3BI HEHHOCTH JTOKYMEHTOB COCTABIISIOTCA OMUCH JCTT
MIOCTOSHHOTO XPaHEHUs, BPEMEHHBIX (CBbIIE 10 J1€T) CPOKOB XPaHEHHs, a TAKKE AKTHI
O BBLJENECHUH K YHHYTOXKEHHIO JIEN, HE MMOJICIKAIINX XPAHEHHIO.

Onucu Aen NOCTOSTHHOTO XpaHEHUs, BpeMeHHBIX (cBbIme 10 IeT) CpOKOB XpaHEHHH,
a TAKKE AaKThl O BBIACNEHHMM K YHUUYTOXKEHHIO JEN, HE TOMJIEKAIUX XPaHEHHIO,
paccMaTPHBAIOTCA HA 3aCEIaHUU SKCTIEPTHON KOMUCCHU 0JHOBPEMEHHO. COrjnacoBaHHbBIE
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SKCHEPTHOM KOMHCCUEHN aKThl M OMMCH YTBEPKAAIOTCS MUPOBBIM CYybEHl.

50. OTOOp 3NMEKTPOHHBIX NTOKYMEHTOB HA APXHBHOE XPAHEHHE OCYMICCTBIIACTCS
B PE3yNbTATE SKCMEPTHU3bl LIEHHOCTH 3MEKTPOHHBIX JOKYMEHTOB, KOTOpas MPOBOJUTCA
SKCHEPTHON KOMHUCCHEN.

51. PaboTHUK, OTBETCTBEHHBIM 3a pabOTy apxXWBa, OMNpPEAEIICT TEePEUCHb
3JIEKTPOHHBIX JTOKYMEHTOB, KOTOPBIE MOJIEKAT SKCIIEPTH3E, B COrNIacyeT ero ¢ MUPOBOM
cyabei. IlepeyeHb 3NMEKTPOHHBIX AOKYMEHTOB, MOJJIEKAIMUX APXUBHOMY XPaHEHHIO,
MOMHUMO 3arOJIOBKOB JIEN, UX JIAT, JOJKEH BKIIOYATh B ceOsA JaHHbBIE 00 3JIEKTPOHHBIX
HocuTensx (ux dopmarax, oobeMax u ap.). B pamkax 3Toro mepeyHs mpoBOAUTCS 0TOOD
3JIEKTPOHHBIX JOKYMEHTOB HAa TOCTOSHHOE W BpeMeHHOe XxpaHeHue. [lepeueHs
YTBEPXKIACTCA SKCTIEPTHOM KOMHUCCHEH.

52. DKcnepTH3a JEKTPOHHBIX JOKYMEHTOB MPOBOJUTCA IKCIEPTHON KOMHCCHEN
BO B3aMMOCBA3H C JIOKyMEHTAMH CYAeOHOr0 y4acTka Ha OYMaKHBIX HOCHTEIIX
(HpI/IMeHHeTCH B KOMIIJICKCEC CHUCTEMBI O6H_[I/IX H CICHHAIBHBIX KPUTCPHUCB. 3HAYUMOCTD,
MOJTHOTA  (3aBEPIIEHHOCTh) JOKYMEHTa;, ayTeHTHYHOCTh JOKYMEHTa; OTCYTCTBUE
AyOnupyroend HHPOPMAIMHK B JOKYMEHTAaX, MTPHUHATHIX HA APXUBHOE XPAHEHHE) C YUETOM
JOTIOJTHUTEbHBIX TPU3HAKOB!

MOJUTHHHOCTh ~ 3IEKTPOHHOTO JOKYMEHTA, HAJM4YHE OJIIEKTPOHHOH MOIIHCH
U MIOJIOXKUTENIBHOTO Pe3ybTaTa €€ MPOBEPKH;

BO3MOXHOCTh BOCHPOM3BEAECHUA U OOpPa0OTKM WHGPOPMALMHU 3JIEKTPOHHBIX
JTOKYMEHTOB,

BO3MOXHOCTB oOecrieueHHs BpeMeHHOro (cBbinie 10 neT) XxpaHeHHs, MPOBeACHUA
TEXHOJOTMUECKUX MHUTPALUN.

Pazmen V
IHopsinok onpeaeneHynsi CPOKOB XPAHEHUH A€l
OT16op 10KYMEHTOB Ha YHHUYTOXKEHUE

53. Cpoku xpaHeHus Jen (HapsOOB) VYCTAHABIMBAKOTCA B COOTBETCTBHH
¢ [IpumepHOM HOMEHKTATYpoH U [IepeuHemM JOKyMEHTOB.

Cpoxku XxpaHEeHHUs Jel OIPEAETSIOTCS 1O JOKYMEHTaM Jella, HWMEHOIIHM
HaMOONBIIAN CPOK XPAHEHHUS.

54. cuncneHne CpOKOB XpPaHEHUS BceX CyAE€OHBIX Jied, JAPYyrHX el
Y I0KYMEHTOB OOIIETr0 IENOMPOU3BOACTBA IIPOU3BOIUTCA ¢ | THBApA roja, ClieAYIOMEro
34 TOJOM OKOHYAHUA AEIIOIPOU3BOACTBA 110 HHUM.

Hanpumep, wucymcrieHHMe cpoka XpaHEHHUS €1 U JOKYMEHTOB, 3aKOHYEHHBIX
nenonpoussoacTsoM B 2019 rony, HaunHaeted ¢ 1 suaps 2020 roqa.

55. CpoKM XpaHEHUS AJI YTOJIOBHBIX AET UCUUCTISIFOTCS:

CO JTHA OKOHYAHMA CPOKA OTOBITUA HaKa3aHUA (MCTIOTHEHHUA HAKa3aHHUA);

co OHA BBHIUTATEI cyneOHoro mrTpada. B crmyyae OTMEHBI MOCTaHOBICHHS
0 TPHMEHEHHMH 5STOM MEpHl YroIOBHO-NIPABOTO XapakTepa M IPUBICUYCHUU JIALA
K YTOJIOBHOM OTBETCTBEHHOCTH — CO JHSA OKOHYAHUS CPOKA OTOBITHS HAKA3aAHUS,

CO JHA HMCTEYCHHS HCIBITATEIPHOTO CPOKA MPH YCIIOBHOM OCYXICHHH (OTMEHBI
YCJIIOBHOTO OCYKJEHHA CO CHATHUEM CYAUMOCTH B IOPAJKE YacTH NEPBOM CTaTteu 74
VronosHoro koaexca Poccutickoi @eneparmn). B ciiyuae 0TMEHBI YCIIOBHOTO OCY K ICHHS
W HaNpaBJIeHUs OCYKIEHHOTO i1 OTOBIBAHUSA HAKA3aHWSA, & TAKXKE OTMEHBI YCIIOBHOTO
OCYKJEHHUS B CBA3U C COBEPIICHHUEM JIPYIOT0 NPECTYIUICHHUA — CO THA OKOHYAHUS CPOKa
OTOBITHS HaKa3aHHI,
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CO JOHA HUCTEYEHHSA CPOKAa JEHCTBHA NPHHYAUTEIIHHBIX MepP BOCIHTATEILHOTO
BO3JCUCTBUA. B cilyyae OTMEHBI 3TMX MEp M MNPUBICYEHHH JMIA K YTOJOBHOM
OTBETCTBEHHOCTH — CO JHA OKOHYAHHA CPOKA OTOBITHA HaKa3aHHA,

CO JHA HCTE€YECHHA OTCPOUYKHM HCIOJHEHHA NPHTOBOPA OCPEMCHHOM >KCHIMHHE
U SKEHINUHE, UMEIOIIECH MAJOJIETHHX AcTeH. B ciyyae OTMEHBI OTCPOYKH HMCTIOTHEHHSA
NPUTOBOPA U HAMPABIEHUS OCYXACHHOH /Ul OTOBIBAHHS HAKA3aHHUSA — CO JIHA OKOHYAHHSA
CpoKa OTOBITHS HAKA3aHWA,

CO IHA HCTEYCHHA OTCPOYKH HCIIOIHEHHS IIPATOBOPA OCYKICHHOMY, PU3HAHHOMY
OONMBHBIM HapKOMaHHMEH. B ciyuae OTMEHBI OTCPOYKM WCIIONHEHHS NPHUTOBOpPA
U HAIMpPAaBIEHHUS OCYXACHHOTO, NPU3HAHHOTO OONBHBIM HAPKOMAHHWEH, i OTOBIBAHMSA
HAaKa3aHUA — CO JHA OKOHYAHUSA CPOKA OTOBITHS HaKa3aHHS;

C MOMEHTa BBIHECEHHMA OINPEIACNCHHA O TMPEKPAICHHH  MPUMECHEHHS
NPUHYJUTENbHBIX MEP MEAMIMHCKOTO XapaKTepa K JIULAaM, COBEPIIHBIIHUM OOMICCTBCHHO
OIIACHBIC OCAHHUA B COCTOAHHH HCBMCHACMOCTH,

C MOMEHTA BCTYIUIEHHS B 3aKOHHYIO CHJTy ONPAaBJATEIbHOTO MPUTOBOPA, 4 TAKKE
TIOCTAHOBJICHHA (OTIPE/ICIICHAA) O TIPEKPAINECHHUH JEJIA.

OOmmii CpOK XpaHEHHSA YTOJOBHBIX ACN OMPEACIACTCAs MyTEM CYMMHPOBAaHHSA
CpPOKa HAa3HAYEHHOTO HAKa3aHUA (KaKk OCHOBHOTO, TaK M JAOMOJHHTEIBHOT0), CpPOKa
TOTAIEHHUs CYJJUMOCTH B 3aBUCUMOCTH OT TSXKECTH COBEPIIEHHOTO TIPECTYIUIEHHS, BHIA
M pa3Mepa HaKa3aHus U CPOKa, yCTaHOBIEHHOTO [IpuMepHOit HOMeHKkaTypoii, [lepeunem
JIOKYMEHTOB (B COOTBETCTBHH C KATETOPHEH COBEPIICHHOTO MPECTYIUICHHA ).

56. B ciyyae U3MEHEHHsI CPOKOB XpaHEHHA CYJEOHBIX JIeNl H JOKYMEHTOB BHOBb
MPUHATHIMH HOPMATHBHBIMU MPABOBBIMH AKTAMH CPOKH XPAaHEHHS TaKHX JOKYMEHTOB,
OIMHUCH JIEN N0 KOTOPBIM COIIACOBaHBI SKCHEPTHON KOMHCCHEN M YTBEPIK/IEHB MHPOBHIM
CYIbEU, HE TIEPECMATPHUBAIOTCA.

HoBrle CpoKHM XpaHECHHA pACHPOCTPAHAIOTCA JIMOIb HA J€la M JOKYMEHTHI,
TIEpPEJaBacMbIe Ha APXMBHOE XPAHEHUE IOCJTE BCTYIUIEHUA B CHIIy COOTBETCTBYIOIIMX
HOPMATHUBHBIX IIPaBOBBIX AKTOB.

57. HaxopsAmuecs B apXUBE €714, IO KOTOPBIM UCTEK CPOK XpPaHEHUA, OTOHPAFOTCA
K YHHUTOXKEHHUIO. PaboTy mo 0TOOpY /M€ K YHHUHYTOKEHHIO OCYIIECTBIAECT PaOOTHHK,
OTBETCTBEHHEBIH 33 paboTy apXHBa.

OT100p apXUBHBIX €N K YHUYTOKEHHIO O(opmitseTcs: akToM 10 GopmMe COTIIACHO
[Ipunoxenuro 8 k HacTosIed MHCTPYKIMH U TPOU3BOIUTCS TOTBKO IIOCIIE COCTABICHUS
OIMUCEN e MOCTOAHHOTO M BPEMEHHOTO (cBbimie 10 JeT) XpaHEeHHs 3a 3TOT K€ MIEPHO.

ApPXUBHBIE €14 BKIIIOYAIOTCS B AKT O BBIACICHUH K YHHYTOKCHHIO JOKYMEHTOB,
HE MOJISKANTUX XPAHCHHIO, €CITH MPETyCMOTPEHHBIM IJII HUX CPOK XPAHEHHS HCTEK
K | sHBapsg roga, B KOTOPOM COCTABJIEH aKT.

Hena ¢ otmeTkoit «IITK» noane:kat noJUCTHOMY TPOCMOTPY B LENIX BBIABICHUS
JOKYMEHTOB, NOJICKAINUX MOCTOAHHOMY XPaHEHHIO.

58. U3 0TOOpaHHBIX K YHHUTOKEHHIO CYJE€OHBIX A€l (MATEPHAIIOB) HA TIOCTOSHHOE
XpaHEHHE HEOOXOMUMO OCTaBJSITh MOJIMHHUKHA PEHICHHH, CyAcOHBIX MPHKA30B,
IIPUTOBOPOB M MOCIEAYIOMNAX ONPENEICHUM, W TIOCTAHOBIEHHUM, B TOM YHCIE
BBIIIECTOAMMUX Cyn0B. M3 TpekpamieHHbIX €N, A€M MO KCKaM, OCTaBJICHHBIM 0€3
paccMOTpeHHs, HEOOXOAUMO OCTABHTH IOJJTUHHHUKH OIPEACICHHH O NPEKPAINCHUH
MPOHM3BOJICTBA I10 ey, 00 OCTABICHHH HCKA 0€3 PACCMOTPEHH.

Ha cynmeOHpIX pemieHHsAX, CyIeOHBIX TIOCTAHOBICHHAX U  TMOCTEIYFOIIHX
OMPEACNECHUAX, W  TIOCTAHOBJICHHUAX  BBIMIECTOANIMX  CYAOB  MPOCTABAFOTCA
PETHCTpPALIMOHHBIE HOMEpa [EN, M3 KOTOPBIX OHU HU3BATHL. 3aTEM JOKYMEHTHI
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MOIITHBAIOTCS 110 MOPSAKY HOMEPOB JIeN B OTAEIbHBIE HAPSAbI K TIOMEINAIOTCS B TBEPAYIO
00JIOXKKY.

[TproOieHHbIE K CyeOHOMY JIENTy 3JIEKTPOHHBIE HOCHTENH HH(OPMALHH (THCKH,
IOUCKETHI, (pIerm-KapThl) YHUYTOMKAIOTCI OJHOBPEMEHHO C JIETIOM NyTEM HX (PH3HYECKOTO
YHHYTOXECHHS WIH YHHYTOKECHHSA IPOTPAMMHO-TEXHHYECKHMH CPEJICTBAMH.

59. U3 apxuBHBIX €N, NOMJICKAMMX YHHYTOKEHHIO, OCTAIOTCS HA XPAaHCHHE
JUYHBIE MOKYMEHTBI, KOTOpPbHIE TOMEIIAIOTCA B OTIACIBHYIO TAmKy, COAEPKAIIYIO
BHYTPEHHIOKO OITUCH IOKYMEHTOB. B ormuch BHOCATCS: (haMunms, UM, OTYECTBO BIAACITbIIA
DOKyMEHTa, HANMEHOBAHHE JOKYMEHTAa M HOMeEp Jena (MpOM3BOACTBA), U3 KOTOPOTO
OH H3BAT, TOJ PACCMOTPEHHs Jiela, HOMEP W JaTa akra 00 YHHYTOXEHHH Hela.
HeBocTpeOOBaHHBIE JHYHBIE AOKYMEHTHI XPAaHATCS B apxuBe 75 JET, MOCHE Yero
YHUYTOKAIOTCA.

60. IIpu cocraBiieHHMH akTa Ha BBIACICHHBICE K YHHUYTOXKCHHIO J€Nla JIOJDKHBI
COOIMOIATHCS CIEAYIOINNC MPABHIIA!

Ielia PacroyiararoTCs B aKTe 10 TOJaM HX PaCCMOTpPEHHS,

B KOHIIC aKTa JAENAETCS 3aMHCh O TOM, YTO U3 JACN U3BATH MOATHHHUKH CYACOHBIX
PEIIEHUN, TMYHBIE JOKYMEHTHIL.

61. AKTBI HA YHHYTOXKEHHE IOKYMEHTOB PACCMaTPHBAIOTCS H COTJIACOBBIBAFOTCS HA
3aCeJaHNH SKCIEPTHOM KOMHMCCHHM OJHOBPEMEHHO C OIMCAMH HA Jiejia MOCTOSHHOTO
XPaHCHUS.

[Tocne yTBEpKOCHHA MHUPOBBIM CYABEH AKTOB O BBIACIICHHHM K YHHYTOXKCHHIO
TOKYMEHTOB, HE ITOJIC)KAIMUX XPAHCHHIO, TAKHE JEJIa MOTYT ObITh YHHUYTOKCHBIL.

62. AKTBI O BBIACNICHHH A€l K YHHYTOKEHHUIO MOAIIHBAIOTCA B OTJCIBHBIA HAPA
B XPOHOJIOTHYECKOM MOPsiAKe. B peructpaiinoHHbIX )KypHanax (rpada — npaMedanue ) Hird
Y4ETHO-CTATHC THYECKHX KapTOYKaX (CMEIMabHbIM MyHKT UIIH CBOOOTHOE MOJIE) IEIAeTCS
0TMETKA 00 YHHYTOXKEHHH ACTia ¢ YKa3aHHEM HOMEpA, JaThl aKTa H MPOTOKOJIA 3aCeJaHHsA
SKCNEPTHON KOMHCCHH.

63. ApxuBHBIE Jena, MOMJIECKANIME YHHUYTOKEHHIO, IOCTIE YTBEPKIACHHS aKTa
O BBIICJICHUM K YHUYTOKCHHMIO APXHMBHBIX JIOKYMEHTOB, HE TOJJICIKAIIHX XPAaHEHHIO,
CHAIOTCA HAa YTWIM3AaLMI0O B CHOCHUHAJIM3HPOBAHHBIE OPTaHHU3AIHH, HMCIONIHE
COOTBETCTBYIOIIYIO JIULICH3HIO HA BBIIIOJIHEHHE JAHHOTO BHIA PaOoT.

B cnywae OTCYTCTBHA OpraHM3anui, NPOHM3BOAAIIMX YTHIH3ALMIO B JaHHOM
pETHOHE, JOKYMEHTHI YHHYTOXKAIOTCA CHEIMANIbHO CO3JaHHOH HA OCHOBAaHHH
paciopsKEHHA MHPOBOTO CYJAbH KOMHUCCHEHN MyTEM COM¥OKEHHA B OTBEJCHHBIX JIJIS 3TOTO
MECTaX WM MEXAHHYECKOH MepepabOTKH, O YeM COCTaBIIAETCA aKT.

64.Ilepen nepenayelt Ha  YHHYTOXKEHHE JOKYMEHTHl  YIAKOBBIBAIOTCH,
a B HEOOXOJIUMBIX CITy4adx omevatsiBarotcd. [lepenaya ohopMuseTes mpreMo-CAaTOUHOM
HAKJIaJHOM (aKTOM), B KOTOPO#M yKa3bIBAIOTCA /IaTa MEPEAAYH, KOMMUYCCTBO BKIIFOUCHHBIX
B aKT €T M IPyTUX JOKYMEHTOB, BEC OyMa:kKHOH MaKyJIaTypHl.

ITorpy3ka, BEIBO3 Ha YTHIIM3ALMIO H YTUIH3AHA OCYIIECTBISAIOTCS MO KOHTPOJIEM
HA3HAYCHHOTO MUPOBBIM CYIbEH JOJDKHOCTHOTO JIHIIA.

65. DNEKTPOHHBIE apXMBHBIE J€Na C MCTEKIIUMH CPOKAMH XPAHEHHS MOJJIekKaT
BBIJICTIEHHIO K YHHYTOXKEHHIO B TIOPAAKE, YCTAaHOBJICHHOM i JOKYMEHTOB
Ha OyMa)KHOM HOCHTEJIE, MOCIIC YEeTO IMPOBOJUTCA HX (PU3HICCKOC YHHYTOKEHHE HIIH
YHHYTOKEHHE TNPOTrPAaMMHO-TEXHHYECKHMH CPEICTBAMH COOTBETCTBYIOLIEH OTMETKOM
B AKTE O BbIICJIEHUH K YHHYTOXKCHHIO IOKYMEHTOB.

66. 3anmpemaeTcss HUCIOJIb30BAHHE OTOOPAHHBIX K YHHYTOXKECHHIO JENT I
XO3AMCTBEHHBIX HYX],.
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Pazgen VI
IlepeBoa 1OKYMEHTOB B 3JIEKTPOHHbIH BHJ

67. PaboTHHK anmapata MHPOBOT'O CYbH, OTBETCTBCHHBIH 32 MIEPEBO] JOKYMEHTOB
B JJIEKTPOHHBIM BHUA (Hamee — pPaOOTHHK, OTBETCTBEHHBIH 3a MEPEBOJ JOKYMEHTOB
B JNIEKTPOHHBIA BHI), OCYIIECTBIIET CO3TAHHE JJICKTPOHHBIX 0OpPa3oB (3MEKTPOHHBIX
KOIMHMI) JOKyMEHTOB IIyT€M CKAaHHPOBaHHA OYMaKHBIX HOCHTENCH H BBIIPY3KY
MOJTYYEHHBIX (QaliJIOB B 3JIEKTPOHHOE XPAHHIIHIIIE.

68. K noxyMeHTaM, 0 JIeKalMM MEPEBOAY B AIEKTPOHHBIN BUJ (CKAHUPOBAHHIO ),
OTHOCATCA BCE CyAeOHbIE Jnena, BXOIIIMIME W HCXOMNAIIME JOKYMEHTHI Cyna
o TPaXTAHCKHIM, aJAMUHHACTPATHBHBIM, YTOJIOBHBIM aenam, Jenam
00 aIMMHHCTPATHUBHBIX IIPABOHAPYINEHHAX, a TakkKe OOpa3oBaHHBIE B MPOLECCE
JEATEIbHOCTH WHBIE MAaTEPHaIbl W JOKYMEHTHI, B TOM YHCJIE 3aABJICHHA, OOpaIIeHHs
(ckamoObl)  rpakmaH,  IOPUAMYECKHX  JIHI  HEMPOLECCYAIBHOTO  XapakTepa,
BHEMPOLIECCYaTbHBIE OOPAIIECHNUS, APXUBHBIC TOKYMEHTHI H HHbIE TOKYMEHTHI apXHUBA.

69. He noaneaTt nepeBoay B SJIEKTPOHHBIN BHJ, CIICAYIONTHE TOKYMEHTBI:

CyAeOHbBIE Jena W TOKYMEHTHI, COJEp:KalHe TOCYyJapCTBEHHYIO TaWHY W HHBIC
CBEICHMA, HE TMOMICKAIIUE PaA3MIAlEHHI0O B COOTBETCTBHH C JCHCTBYIOIIHM
3aKOHOAATETBCTBOM Poccuiickoi denepanuu;

OOKYMEHTBI,  COOCPKAIME  CIOYKEOHYI0  HHGOpMAIMIO  OTPAHHYCHHOTO
pacmpocTpaHeHHS (¢ TOMETKOH «JIJ11 ciy:keOHOro moab30BaHUM»),

PEKIIAMHbBIE TIPOCTIEKTHI (H3BELIEHHAA );

MO3APaBUTENbHBIE MUCHMA (OTKPBITKH);

IOpUANYECKas JIMTEPATypa, MOCOOHA, CIPaBOYHO-HH(POPMAIHOHHBIE MAaTEPHAIIBI,
U3aHuA (KHHTH, JKYPHAIbL, TEPHOJWYECKHE H3NAHHA) M HHAd monurpaduyeckas
TUTEPaTypa;

HHAs KOPPECHOHACHLMA, NOCTYMAaomas B CyAeOHBIH Yy4acTOK, HE OTHOCAIIAsACA
K JTOKYMEHTaM, NIEPCYUCIICHHBIM B ITyHKTE 68 HacTosmen NHCTpyKumH.

70. Cpoku nepeavyv JOKYMEHTOB Ha YYaCTOK CKAaHHPOBAHHA, a TAKKE CPOKH HX
HAXOXKJICHU HA Y4YacTKE CKAHUPOBAHHS OMNPEAEIHIIOTCA MHPOBBIM CyAbEH WIH
YIIONHOMOYEHHBIM MM JIMIIOM C YY4€TOM CPOKOB, HMPEAYCMOTPEHHBIX MPOLECCYaTbHBIM
3akoHOaTeNbCTBOM Poccuiickoit Menepanuu, a takke HMHcTpykumed mo cymeOHOMY
JEIOMPOU3BOJCTBY Y MUPOBOM CyibH HEHEKOTr0 aBTOHOMHOTO OKpyTa.

71. PabOTHHK, OTBETCTBCHHBIA 3a NMEPEBOJ JOKYMEHTOB B JJICKTPOHHBIH BHJ,
OCYILECTBIISIET CIEAYIOIIUE JEUCTBUS:

CKaHUPYET JOKYMEHT (CKAaHMPYETCA KaXKIbIi 3aMOTHEHHBIA Pa3BOPOT, HyMepanus
cTtpanull B ¢opmupyemMoM (aiiie JODKHA COOTBETCTBOBATh HYMEPAIMH CTPAHHII
B JOKYMEHTE);

KOHTPOJIMPYET KA4eCTBO W TMOJIHOTY OJEKTPOHHOro oOpasa JOKyMEHTa
(uATaeMoCTh, OTCYTCTBHE NMEPEKOCOB, 3ATEMHECHHAW WA MHBIX JC(PEKTOB, COOTBETCTBHE
KOJIMYECTBA CTPAHHII IOKYMEHTA);

MOC/IC TPOBEJECHUA MPOLEAYPhl CKAHHPOBAHUA TMPOBEPSET COOTBETCTBUE
9JIEKTPOHHOW KONHH TOKYMEHTAa €TI0 MOJJIMHHHKY, NPH OOHAPYKECHUH HECOOTBETCTBUA
MPOU3BOJIUT €r0 MOBTOPHOE CKAHHPOBAHHKE;

MpH HEOOXOJUMOCTH 00pabaThIBaET KaKAO€ OTCKAHHPOBAHHOE H300paskeHHe
(ymansier mumHue 00BEKTHL, KOTOPHIE MOTYT MOABUTHCA MPH CKAHMPOBAHHH);

coxpanseT (aly ¢ BO3MOXKHOCTBIO €ro JAJbHCHINErO TOMCKA Ha JUCK CBOETO
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ABTOMATH3HUPOBAHHOTO padouero Mecta (B opmate PDF—(aiina, pa3pemenue He MeHee
200 — 300 dpi);

3arpy’KacT CO3MAaHHBIA JJCKTPOHHBIM 00pa3 [OOKyMEHTa B 3JIEKTPOHHOE
XPaHHITHLIIE.

72. Pe3ynbTaTOM CKaHAPOBAHHMSA JOKYMEHTA SIBIIETCA OJIEKTPOHHBIH 00pas3
nokymenta B (opmare PDF-¢aitna ¢ KOTOHTHUTYTaMH, COJIEPKAIIET0 HEOOXOAUMBIE
UICHTU(UKAIMOHHBIE JaHHBIE TI0 HEMY M BKJIFOYAIOIIETO BCE CTPAHULIBI JOKYMEHTA.

73. DONEeKTPOHHBIH 00pa3 MEPEBEICHHOTO B 3JIEKTPOHHBIH BHI JOKyMEHTA JO/LKEH
OBITh MPHKPEIUIEH K PETHCTPALIMOHHON KAaPTOYKE COOTBETCTBYIOMIETO IPOTPAMMHOTO
H3/ICTHA.

74. DnekTpoHHBIE 00pa3bl JOKYMEHTOB, C(OPMHUpPOBaHHbIE B (hailll IO OJHOMY
Cy/icOHOMY JENy WIH OOKYMEHTY, JOJLKHBI TOYHO COOTBETCTBOBATh MX OYMaKHOMY
HOCHUTEITIO, pacmoyaraTecs B ¢aiiyie B Tako# ke IociieoBaTenbHOCTH. HanmeHoBaHue
daiina AOKHO MO3BOIATH HMIOCHTU(HUIHMPOBATH MOKYMEHT H KOJIMYECTBO JHCTOB
B JIOKyMCHTE.

XpaneHUE ¢(hOPMUPOBAHHBIX (PailjIOB B MPOrpPaMMHOM H3/EJHH OCYILECTBIAECTCA
MO/ COOTBETCTBYIOIIMMH MHACKCAMH U HyMEpaUUe B COOTBETCTBHHM ¢ HOMEHKIATypoH
eI, YY€THO-CTATHCTHIYECKUMHU KapPTOYKAMHU.

Pazmen VII
Ilepenaya ges (3JEKTPOHHbIX [1€/1) B ApXUB MUPOBOI0 CyAbH.
IMopsinok xpaHeHMsI apXUBHBIX 1€/ (3JIEKTPOHHbIX APXUBHBIX 1)

75. llena TOCTOSTHHOTO XpAaHEHWs, BpPEMEHHOro XxpaHeHus (cBbimme 10 ner)
NEPEeJaloTCs B apXWB HE TMO3JHEE 4YEM 4Uepe3 TOA TMOCJIE 3aBEpUICHHA Je
B JACIIOTIPON3BOACTBE MO OMUCAM JCIL.

76. Hena BpemenHnoro xpaxeHus (1o 10 meT) wim «I0 MUHOBAaHWS HAJAOOHOCTHY
MEPeJaloTCsas B apXWB MO OIMHUCSAM €], KOTOPble BEAYTCAd B SJIEKTPOHHOM BHJE,
C TIOCJIEIYIOIMUM PACIeYaThiBAHHEM Ha OyMa)KHOM HOCHTEJIE B KOHIIE OTYETHOTO TOJa
U (OPMHUPOBAHUEM B COOTBETCTBYIOIIHMH HAPA,

77.Tlpu nepegade Jen Ha OyMaXKHOM HOCHTENlE B apxXuB PabOTHHKOM,
OTBETCTBEHHBIM 32 Pa0OTy apXxuBa, IMPOBEPSACTCA NPABHIBHOCTP HX (OpMHUPOBAHMS,
opopmirennss. Bce BbIABIEHHBIE MPH TMPOBEPKE HEAOCTATKH B  (OpMUPOBAHHH
U OoQOpPMIICHHH [€1 YIOJHOMOYEHHBIE PAOOTHUKHA CyAE€OHOT0 yd4acTka OOA3aHbBI
YCTPAHUTB.

78. [lpueM-niepenava aen B apXUB NPOU3BOJHTCI PAOOTHHKOM, OTBETCTBEHHBIM
3a pa0OTy apXuBa, B MPUCYTCTBHH YMOTHOMOYEHHOTO PAa0OTHHKA Cy/IeOHOTO y4acTKa.
Ha sx3eMIuapax onucu €1 MPOCTABIAECTCA OTMETKA O HAJIMYHH JIENIA; B KOHIIE KaXKIO0TO
SK3EMIUIAPA OIKMCH YKA3bIBAIOTCH LU(PpPaMH W TPOMHCHI0 KOJIMYECTBO (haKTHYECKH
NPUHATHIX B APXUB JEJ, HOMEPa OTCYTCTBYIOLIHX JIEN, AaTa NpHEMa-TIepe/Iaqyn el

79. Ilepenaua 37IEKTPOHHBIX JOKYMEHTOB B apXHWB MNPOH3BOJUTCA HA OCHOBAHUH
OTMUCEH DIIEKTPOHHBIX JIeN O WHPOPMALMOHHO-TEIEKOMMYHHKAIMOHHOH CeTH (MpH
HAJIMYMHA B apXuBe WH(POPMAIMOHHOH CHCTEMBI) WM Ha (QU3NIECKH 000COOJICHHBIX
MaTEPUATBHBIX HOCUTEIIAX, KOTOPBIE MPEACTABILIIOTCA B ABYX HICHTHYHBIX YK3EMIUIApaX.

80. IIpu nepenaue >IEKTPOHHBIX JOKYMEHTOB B APXHB BBIMOJIHAIOTCA CJICYIONIHE
OCHOBHBIE MIPOLIEAYPHI pa0OTHl C JOKYMEHTAMH:

¢dbopMuUpoBaHHE B WH(POPMALMOHHOM CHUCTEME CyJE€OHOTO y4acTKa 3IEKTPOHHBIX
Aell, ABIAIONIUXCA COBOKYTHOCTBE) KOHTECHHEPOB JJICKTPOHHBIX JOKYMEHTOB WITH
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KOHTCHHEPOM 3JIEKTPOHHOTO JOKYMEHTA, COAEP’KAIlUM KOHTEHT M METaJaHHbIe
3JEKTPOHHOTO JOKYMEHTa, (aiibpl 3JIEKTPOHHBIX TOANHCEH W BH3YAM3HPOBAHHYIO
KOITHIO TEKCTOBOI'O 3JIEKTPOHHOIO ToKyMeHTa B popmare PDF/A;

(hopMHpOBaHHE OTTHCH IEKTPOHHBIX AEI, JOKYMEHTOB CYAeOHOTO y4acTKa;

MPOBEPKA SNEKTPOHHBIX JOKYMEHTOB HA HATHYHE BPEIOHOCHBIX KOMITBIOTCPHBIX
NpOrpamw;

IPOBEPKA BOCHPOHM3BOJAMMOCTH 3JIEKTPOHHBIX TOKYMEHTOB;

HpoBepKa (PU3HYECKOTO H TEXHHYECKOTO COCTOAHHA HOCHTENEH (TpH mepenade
9NEKTPOHHBIX JOKYMEHTOB B apXUB Ha (PU3HYECKH OOOCOONEHHBIX MAaTEPHATBHBIX
HOCHTEIIAX).

81.IlpueM »3NEKTPOHHBIX [JOKYMEHTOB B apXuB MO0 HWHPOPMAIMOHHO-
TETIEKOMMYHHUKAIMOHHOH CETH (TIPH HAJTHYHH B apXHBE HHPOPMAIHOHHOH CHCTEMBI) HITH
Ha (pu3Haeckrn 000COOIIEHHBIX HOCHTEIIX 0(OPMIIIETCA COCTABIEHHEM HTOTOBOM 3aIUCH
B KOHIIE ONKCH JJIEKTPOHHBIX A€, B KOTOPOH LM(ppPaMH H MPOMHCHIO YKA3BIBACTCS
KOMMYECTBO (DAKTUYECKH MPHHATHIX B apXHB OSJIEKTPOHHBIX J€T W 3JIEKTPOHHBIX
JTOKYMEHTOB. MTOrosas sanvce NOATBEPKAAETCA MOAMHUCIMH PAOOTHUKA, OTBETC TBEHHOTO
3a pa0oTy apxuBa, U paOOTHHKA, TIEPEIABLIETO JICKTPOHHBIE €A H JOKYMEHTHL [IpH
IpUEME HA apXHBHOE XPAHEHHE SIEKTPOHHBIE JI€JIa 3aBEPSIIOTCA IIEKTPOHHOM MOITHCHIO
MHPOBOTO CYIbH HIIH YIIOJIHOMOYEHHOTO MM JTHLIA.

82. Ha Bkmazpime, noMemaeMoM B (pyTidAp €IWHUIIBI XPaHEHUS, O0QOPMIIIEMOM
B APXHBE, YKA3BIBAIOTCA:

HaUMEHOBAaHHE CY/IEOHOTO Y4aCTKa;

Homep oHIa;

HOMEP OITUCH 3NEKTPOHHBIX JETT;

HOMED JIeJIa II0 OIHCH;

OTMETKA O CTaTycE 3K3EMIUIAPA JNEKTPOHHBIX TOKYMEHTOB:; «OCH.» (OCHOBHOI)
unu «Pab.» (paboumii),

KpalHUE AaThl JOKyMEHTOB 3JIEKTPOHHOTO JIENA;

IIpU HEOOXOAUMOCTH O(DOPMIITIOTCS AOMOJHUTENBHBIE OTMETKH 00 OTPaHUYCHHH
JOCTYyTA K JOKyMEHTaM.

Bxmageim momemaercs B Qymiap ¢usnuecku 000COONEHHOTO MAaTEPHAIBHOTO
HOCHUTENA TAKUM 00Pa3oM, 4TOOBI HAJMHMCH HA HEM OBLTH BUIHBI TIPH 3aKPBITOM (PyTImipe.

Hanmicu Ha BKIAApIIAX MEYaTAIOTCS WA HAHOCATCS OT PYKH Pa30OpUHBHIM
MOYEPKOM CIIEIMATIbHBIMHA BOJOCTOMKAMH YEPHHIAMH. BO3MOXKHO HCHOIB30BAHHE
IITAMIIOB U IPYT'MX aHAJIOTHYHBIX CPEICTB.

83. llema, mo KOTOPHIM Cy/IeOHbIE pEIIEHHA HE OOPAIIEHBI K WCIIOJHEHHIO
B TIOPAIKE, MPETYCMOTPEHHOM IPOIECCYaTbHBIM 3aKOHOAATEICTBOM M MHCTpYyKumMeH
no cyAaeOHOMY AETONPOM3BOACTBY YV MHPOBOH CyIbM HEHEKOTO aBTOHOMHOTO OKPYTa,
B apXUB HE IIEPEIAIOTCA.

Ha yueTHO-cTaTHCTHUYECKON KAPTOYKE JIETAETCSI OTMETKA O IEpeaade aej1a B ApXUB.

84. IlocTynuBIINEe B apXWB JA€lda W APYTHE TOKYMEHTHI XpaHATCS 1O (PoHIAM
B XPOHOJIOTHYECKOM IIOPSLIIKE.

85. ApxuBHBIE [€lTa CHCTEMATU3UPYIOTCS COTJIACHO OTMMCAM A€ W MOMEINA0TCS
B kopoba (10 — 50 mzen B KOpoOKe).

Ha xopemke 0OIOMXKKH KaXIOro KOpoOa yKas3bIBAIOTCS HAYAIbHBIC M KOHEUHBIC
PETHCTPAI[HOHHEIE HOMEPA /€], IOMEIEHHBIX B KOPoO.
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Paznen VIII
HayuyHo-cripaBoU4HbIlii anmapaTt apxuBa.
ABTOMATHU3UPOBAHHbIH HAY4YHO-CMIPABOYHbBII annmapaT apxusBa

86. llma obecmeyeHHs COXPAHHOCTH W TMOHCKA AapPXHBHBIX JOKYMEHTOB,
WCTIONIb30BAHUA CoJiepKallelics B HUX HHPOpPMAaWUW B apXuBe CO3HAETCS HAY4HO-
CTIPaBOYHBIN ammapar, B COCTaB KOTOPOTO BXOAT:

y4eTHad TOKYMEHTAIIHA,

KapTOTEKH, B KOTOPHIE CBEACHHA O COJACPIKAHHMH JOKYMCHTAJIBHBIX MAaTEPHAIOB
OTpa:KeHBI Ha al(paBUTHBIX U PETUCTPALIHOHHBIX KAPTOUKAX;

METOOUYECKHE MOCOOHMA TO  pa3IMyYHBIM  BHJAM  apXHBHBIX  paboT
U TOKYMEHTAJIbHOH YaCTH JEIOTIPOU3BO/ICTEA,

UCTOPHYECKHE CHOPAaBKH W JOMOJMHEHHA K HHM KAaK HOCAINUE TIEPBHYHYIO
uH(pOpMAIHIO.

87. ABTOMaTH3UPOBAHHBIH HAy4YHO-CIIPABOYHBIH ammapaT apxuBa (Jgamee —
apromatu3upoBaHHbli HCA) — KOMITIEKC 3EKTPOHHBIX CIPaBOYHHKOB (0a3a JaHHBIX
OMMMCAHUA JOKYMEHTOB), TPEIHA3HAYEHHBIX A 3(P(PEKTHBHOTO MOHMCKA APXHBHBIX
JTOKYMEHTOB ¥ HH(OPMAIHH.

88. ApromatusupoBanHbii HCA Moker Oa3upoBaThCd Ha HHPOPMAITHOHHO-
MOKMCKOBOM CHCTEME, CO3JaBACMON B TEKYILEM JEJIOMPOU3BOACTBE CYACOHOro y4dacTka
(SMEKTPOHHBIE CIIPABOYHbIE KAPTOTEKH, HOMEHKIATYPBI, KIacCH(PHKATOPBI).

OCHOBHEIMH TIOJIIMH 3JIEKTPOHHOH PETUCTPALHOHHO-KOHTPOIBHOH KapTOYKH
(mamee — PKK) sBnsroTcsa: aBrop (KOppPEeCMOHIEHT), HA3BaHHE BHAA AOKYMCHTA, /1aTa,
MHJEKC JOKYMEHTa, 3ar0OJIOBOK (KpaTKOe COAEPIKAaHHE), PE30JIOLMSA, CPOK MCIIOIHEHHS,
OTMETKA 00 UCIIOJTHEHWH, APXUBHBIA IIAQP.

[Touck uHpOpPMAHA 0 JOKYMEHTE MOKET OCYINECTBIIATECA KAk [0 OJHOMY IIOJIIO
PKK, Tak u 110 KOMOHHAIAH ITOJIEH.

89. ITonme PKK «HOMEp J1ena Mo HOMEHKIATYPE» ABIAETCS CBA3YIOIIHUM ITOUCKOBBIM
PEKBU3UTOM IPHU HEPEXOE OT MOMCKa WH(OPMAIMM HA YPOBHE AOKYMEHTa K MOMCKY
Ha YpOBHE JIENa.

[lpy HamU4MM 3JIEKTPOHHOW HOMEHKJIATYPHI B ABTOMATH3HPOBAHHOM PEKHUME
OCYIHECTBIIAETCA CIUCAHHE JOKYMECHTOB B JIENIO H U3BJICUEHHE TOKYMEHTOB U3 AeTia.

OCHOBHBIMH TIOUCKOBBIMH PEKBU3HTAMH HOMEHKJIATYPHI ABISAIOTCS: HHIEKC JIENA,
3aroJIOBOK Jiejia (ToMa), KOJIMYECTBO AEN (TOMOB), CPOK XpPAaHEHHA H CTAThA MO TIEPEYHIO.

90. Onexrponnsie PKK ABIsIFOTCS OCHOBOM IJI1 CO3JAHUS aBTOMATH3UPOBAHHOTO
KaTajiora.

Ecru B Tpagmumonnom HCA  BHOBI H  pa3sHOBHAHOCTH  KaTajlOroOB
(cHCTEMAaTHYECKHIA, TEMATHYECKAN, IMEHHOH U APYTOE) CBA3AHBI MEXK Y COOOM CHCTEMOM
OTCBUIOK, TO B ABTOMATH3HPOBAHHOM PEXKUME (JOPMHUPYETCA OJHH JIEKTPOHHBIN KaTasor,
COZIepKAIlHi1 ONMMCAHUE HA YPOBHE JOKYMCHTA WIIH JENA.

[Ipu oTCyTCTBHM aBTOMATH3MPOBAHHOH CHCTEMBI PETUCTPALMH JTOKYMEHTOB
co3jaeTcs 0a3a JaHHBIX OMMMCAHUH HA YPOBHE JOKYMEHTA (3JIEKTPOHHBIH KaTaJior).

OCHOBHBIMH PEKBH3UTAMHU OMMCAHUHN B SJIEKTPOHHOM KaTaJioTe ABJIAIOTCA. HHIEKC,
Ha3Banue (GoHma, Homep QoHIa, HOMED OIHCH, HOMEDP JeNa, HOMEP JHCTA. PeKBH3HTHL
Ha3Banue ¢ouma, Homep (OHIOA, HOMEp OMHCH, HOMEpP JE€Na, HOMEP JIHCTa COAepKat
YUETHBIE  XapPaKTEPUCTHKH W  MOTYT  TpPaHC(OPMHUPOBAaTbCI U3  YYETHOM
ABTOMaTH3UPOBAHHOM CHCTEMBI.
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Pa3zpen IX
Y4yeT 10KYMEHTOB B apXUBe CY/1e0HOI0 y4acTKa

91. YyeT DOKYyMEHTOB B apXuBe CYJ€OHOTO y4acTKa — 3TO CPEACTBO KOHTPOIA
3a HAJIMYHEM H 00€CTIEYeHHEM HX COXPAHHOCTH.

OCHOBHBIMH € THHHIIAMH Y4€Ta XPAHECHHS APXUBHBIX JJOKYMCHTOB SIBIISTIOTCS: JIENO,
3JEKTPOHHOE AEJIO.

Ydety momjie’kaT BcEe XpPaHANIHECS B apXWBE CYJACOHOTO Y4acTKa JOKYMECHTHI,
BKJIFOYast OTIMCH €T, B TOM YHCJIE B DJIEKTPOHHOM BHJIE.

92. OcHOBHBIMH (00A3aTETPHBIMU) YYETHHIMH JOKyMEHTAMH apXUBA ABJISIOTCS

NacmopT apxXwBa CyAcOHOTO yd4acTka, odopmisieMbli 1o (opMe COTIacHO
[Ipunoxenuro 9 k HacTosAmeH MHCTpYKIMH;

omucu gen, odopmmemsie mo ¢dopme cormacao Ilpmnoxenmsm 1, 2, 3, 4
K HacTosAmen MucTpykimmy;

peectp ommced, odopmusembii 1o Qopme cornacho Ilpunoxenuio 5
K HacTosamen MHCTpyKimu.

JlanHbie 06 00BbEME KOHTEHHEPA DJICKTPOHHOTO JOKYMEHTA MPH YYETE B YYCTHBIX
TOKyMEHTAaX OTPasKaroTcs B Meradanrax (MO).

93. Iacmopt apxmBa CyaeOHOro yd4acTka, oopmisieMblid 1o (popMe COTJIACHO
[Ipunoxkenuro 9 Kk HacTosmen HWHCTpykumM, 3amoHSAETCA B COOTBETCTBHH
C HOPMATHUBHBIMH M METOIMYECKHMMH JOKYMEHTAMH, YTBEPKACHHBIMH YIIOJTHOMOYEHHBIM
(denepaTbHEIM OPTaHOM WCIONHHUTEIBHOM BIacTH B cdepe apXMBHOTO JeTa
U IEIOTIPOU3BOJACTBA.

[TaciopT apxuBa COCTaBISIETCS €KETOTHO (IO COCTOSAHUIO Ha 3 1 nekadpst OTYETHOTO
rojia), OTPaKacT COCTaB, COCTOTHHE, 0OBEM U YCIIOBUS XPAHEHHA JOKYMEHTOB H XPaHUTCA
IIOCTOSIHHO.

[TacriopT apxmBa COCTaBIAETCS B ABYX SK3EMIUIPAX, MOATNHCHIBACTCI MHPOBBIM
CyObEH ¢ TPOCTaBJICHHEM JAaThl MOJMUCAHMSA, 3aBEPACTCA MEYATHIO: OJUH JK3EMIULAP
XPaHUTCS B COOTBETCTBYIOIIEM HAPSAC ApXHBA, BTOPOH HANPABIISIETCA HAYAJIbHUKY OTACIA
M0 OPraHU3allMOHHOMY OOECICYCHHI0 MHPOBOH FOCTHIMH HEHELKOro aBTOHOMHOTO
OKpyTa.

B ciyuae ecym apxuB pacmoyio’keH B HECKOJNBKAX TMOMEMICHHAX, MACTIOPT apXUBa
COCTABJISIETCS €IUHBIM HA BCE TOMEIEHUSI.

94. ApxusHbIc Jiena (SJEKTPOHHBIE APXUBHBIE JICNIA) YYMTBHIBAIOTCA IO OMHUCAM.
T'o0BbIC pa3Aeibl OIMKCEH YYHTHIBAIOTCA MO TEM K€ HOMEPOM, KOTOPBIH OBLT MPHCBOEH
OIHCH TIPH IEPBOM TOCTYIICHHH.

OnmcH Aen MoCTOSHHOTO U BPEMEHHOTO CPOKOB XpaHeHus (0onee 10 net) xpaHeHHA
HYMEPYIOTCS OTACIIBHO.

95. Y4eT noCTyIieHH# AN MOCTOSTHHOTO W BpeMeHHOTo (0omee 10 neT) XpaHCHU
BEJIETCS Pa3/IEbHO.

96. CoctaB u (OpMBI BCIIOMOTATENBHBIX YYETHBIX JOKYMEHTOB ONPEACIIAIOTCA
aAPXUBOM CaMOCTOSATEJIHHO.

97. YueTHBIE JOKYMEHTBI JOJDKHBI HAXOJHUTBCA B OAHOM MECTE M XPAHUTHCA
B XPOHOJIOTHIECKOM MOPAJIKE.

98. ApxuB MOXKET TaKK€ BECTH y4Y€T B aBTOMATH3UPOBAHHOM pPEXKHME B BUIEC
VYETHBIX 0a3 JaAHHBIX.

YdeTHpie 0a3bl JAHHBIX TIPUMEHAIOTCS BO B3aMMOCBA3H C JPYTUMH
HHGOPMATIMOHHBIMH 0a3aMW JIAHHBIX, HMCIOIMUMHCA B apXWBe, W IOJDKHBI OBITH
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COBMECTUMBI C COOTBETCTBYIOIMUMH YYETHBIMH 0a3aMu JAHHBIX TIOCYHAPCTBEHHBIX
APXUBOB M OPTaHOB YIIPABJICHUS APXUBHBIM JIEJIOM.

Paznen X
IIpoBepka HaIMYUS U COCTOSTHUS TOKYMEHTOB
(3/1eKTPOHHBIX T0KYMEHTOB) B apXuBe cyae0HOro y4yacTka

99. B memax o0ecTie4eHHsA COXPAHHOCTH JOKYMCHTABHBIX MATEPHAIOB B apXHBE
KOMHCCHCH, HA3HAYaeMOH MHPOBBIM CYABEH, MPOU3BOAUTCS IIPOBEPKA HAIHYHSA
U COCTOSTHHS apXUBHBIX JIOKYMEHTOB (3JIEKTPOHHBIX APXUBHBIX TOKYMEHTOB).

[TpoBepka HAIMYMA U COCTOSHUA APXUBHBIX JOKYMEHTOB (3JIEKTPOHHBIX apXHBHBIX
NOKYMEHTOB) IIPOBOAMTCS € YYacCTHEM HayaJlbHUKA OTHENA IO OPraHu3alMOHHOMY
obecneueHMIO MHpPOBOM focTuimM JlemaprameHTa 1W(pOBOTO pa3sBHTHA, CBA3H
W MacCOBBIX KOMMYHHUKAIUN HEHEKOTr0 aBTOHOMHOT'0 OKPYTA.

100. IIpoBepka HAMMUUA U COCTOSIHUS A€M (3JEKTPOHHBIX A€J) MPOBOIUTCS:

B CPOKH, YCTaHOBJIEHHBIE MHDPOBBIM CYABEH, HO HE PEKE OJHOrO pas3a B 5 €T,
3NEKTPOHHBIX JEN — HE PEXKE OJHOrO pasa B 3 roja,

KQXOBIA pas, KOTAA 3TO BBI3BIBACTCA KAKUM-JIHOO HAPYIIEHHEM HOPMAJTBHBIX
YCITOBHM XpaHEHHMA JOKYMEHTOB, MPH KOTOPBIX HMEIOTCS OCHOBAaHHUS TPEAMNOJIaraTh
UX TOPYY WIH YTPaTy (NOC/E YPE3BBIYAMHBIX MPOUCIIECTBHIA, BHI3BABLINX MEPEMEIICHUE
(9BaKyalHIO) ACT WIH JOCTYT B XPAHHIHINA MOCTOPOHHUX JIHII);

TIOCJIE TIEPEMENIECHHUA JIEN B IPYTO€ MOMEIEHHE;

P CMEHE MHUPOBOTO CYIBH.

101. B xoae npoBepKH OCYIIECTBIAETC:

yCTaHOBJIEHUE (DAKTHYECKOTO HAMYHSA JeT (3MEKTPOHHBIX JEN), HX COOTBETCTBHE
YYETHBIM TOKYMEHTAM;

BBISIBJICHHE W YCTPAHCHHE HEJIOCTATKOB B yUeTe ACT (9JIEKTPOHHBIX JICI);

BBISBIIEHHE OTCYTCTBYIOMHMX Jen ((u3udecku 0OOCOOJICHHBIX MAaTepHAIBLHBIX
HOCHUTENEH KOHTEHHEPOB EKTPOHHBIX JTJOKYMEHTOB) M OPTAHU3AIAS WX PO3BICKA;

BBUIBIIEHHE W YY€T JAOKYMEHTOB, TPeOylOmmMX NPOPHIAKTHICCKON W/ WM
PECTAaBPAIIOHHO-TIPOPHITAKTHIECCKOH 00PaOOTKH;

BBISIBIIEHHE M YYET JJICKTPOHHBIX TOKYMEHTOB, TPEOYIONIMX MEPE3amuCH HA HOBBIC
3NIEKTPOHHBIE HOCHTEIIH;

KOHTPOJIb (PU3UYECKOTO M TEXHMYECKOTO COCTOAHHMA (PH3HYECKH 000COOJIEHHBIX
MaTepPHUaIbHBIX HOCHTEJICH KOHTEHHEPOB 3JIEKTPOHHBIX JOKYMEHTOB,
BOCTIPOM3BOAMMOCTH HJIEKTPOHHBIX TOKYMEHTOB ITPOTPAMMHBIMH CPE/ICTBAMH,

IIPOBEPKA HA HAJTMYWE BPEIOHOCHBIX KOMITBIOTEPHBIX TIPOTPAMM.

102. IIpoBepka HAMUYUS U COCTOSHHS I/ HA OyMa’KHOM HOCHTEJIE MPOBOTUTCS
IIyTEM CBEPKHU OITMCATENPHBIX CTATEH OIMCH ¢ OMHUCAHUEM A€ Ha OONOKKAX.

®dusryeckoe COCTOSTHUE JET OIPEAEIACTCS MyTEM BH3YAIBHOTO MPOCMOTPA.

Jlenate Kakue-mMOO MOMETKM WIM 3aMUCH B OMHMCAX [N W JAPYTHX YYETHBIX
JTOKYMEHTaX 3aIlpemIaeTcs.

B KkoHIlE KaXIOW TPOCMOTPEHHOW ONMWCH JEN JENAETCS 3alrCh «IIPOBEPEHOY
C yKa3aHHEM HOMEDPA U JaThl aKTa MPOBEPKH HAIMYHUA U COCTOSHHA JOKYMEHTOB,

103. PaboTsl MO mpoBepKe HATHYUSA M COCTOSHHS DIICKTPOHHBIX €T HOJLKHBI
HAYWHATBHCA C OCHOBHBIX JK3EMIUIIPOB E€IHWHHUI] XPAaHCHHS SICKTPOHHBIX JTOKYMEHTOB
Y 3aKaHYMBATHCA PAOOYMMH 3K3EMIUIIPAMH.

[Tpu poBepke HaNMKMYWs €AUHUI] XPAHCHHS 3JICKTPOHHBIX J€]T IPOBOJAUTCA CBEPKA
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ux 00LIer0 KONWYeCTBa U YUETHRIX HOMEPOB CO CBEJICHHUSIMH B KHUTE Y4eTa MOCTYIUIEHUH
Y BBIOBITHA 3JIEKTPOHHBIX €], JOKYMEHTOB U KOJIMYECTBA CO CBEJCHUSIMH TI0 JIUCTY YUETA
3NEKTPOHHBIX JIE], TOKYMEHTOB.

IIpu mpoBepKe HANWYUS €IUHUL XPAHSHHA JJIEKTPOHHBIX JOKYMEHTOB IPOBOIUTCS
COIOCTAaBICHUE (PAKTHYECKHUX OOIIMX KOJTMYECTBEHHBIX M KOHTPOJBHBIX XapaKTEPHUCTUK
C UTOTOBOM 3aITUCHIO OIMHCH JEN, CBEPKA UX HATUYIUS C OMUCHIO.

104. B cmyyae HEOOXOAMMOCTH (M3MEHEHUE (PU3MUECKOTO COCTOSHHSA HOCHUTEIEH,
yXyAIIEHHE BOCTIPOM3BOTUMOCTH, U3MEHEHHE (popMaTa) Mo PEHICHUI0 MHPOBOTO CyIbH
IIPOBOAUTCS Pa0OTa IO Iepe3aniucH dJICKTPOHHBIX JOKYMEHTOB Ha HOBbIE HOCHTEJIH.

IIpu ocymecTBIEeHUM Mepe3anucu OOJDKHA OBITh oOecreueHa ayTEHTHYHOCTD,
IIOJTHOTA, TOCTOBEPHOCTH, LIEJOCTHOCTh M HEU3MEHHOCTh MH(DOPMALMHU, COIEepKaIeHcs
B 3JICKTPOHHBIX JOKYMEHTAX.

TexcToBBIE 3NTEKTPOHHBIE JOKYMEHTHI, MOABEPIIIHECS IIEPE3AIICH B HOBHIE
(bopMaTHI H/WIK Ha HOBBIE HOCUTENH, JOJDKHBI OTBEYATh YCTAHOBICHHBIM TPEOOBAHUSAM.

105. Eci poBEpKOM HalMM4YusAd U COCTOSTHUA ACN YCTAHOBIEHO OTCYTCTBHE JET,
TO OPTraHU3yETCA UX PO3BICK.

OGHapy:KeHHBIE B HTOTE€ PO3BICKA JIeJIa PA3MEIIAKTCA HAa COOTBETCTBYFOIIUE MECTA;
B KapTOUKE ydeTa HEOOHAPYKEHHBIX el JETaeTcs OTMETKA 00 HMX OOHapYy)KEHHUH
C YKa3aHHEM JAaThl ¥ HOAIUCH JODKHOCTHOTO JIULIA.

Jlena, mNpuUYMHA OTCYTCTBHA KOTOPBIX TMOATBEPXKJIEHA COOTBETCTBYIOITHMH
JOKYMEHTaMH, HUCKIFOYAIOTCI B YCTAHOBJICHHOM MOPAAKE W3 OMHCEH Oed M APYyIHX
YYCTHBIX TOKYMCHTOB.

[locne  paccMOTpeHHA  PE3YNBTATOB  PO3BICKA  SKCIEPTHOM  KOMHUCCHEH
Y YTBEP)KIECHUS €€ PEIIEHUS MUPOBBIM CyIbeH HEOOHAPYKEHHBIE JOKYMEHTHI CHUMAIOTCSA
C yuera.

106. Po3bICK apXHWBHBIX JCI, HC OOHAPYKEHHBIX B XOJ¢ MPOBEPKH, OPraHH3YyETCH
C MOMEHTa BBIABIICHHMs OTCYTCTBHA W MPOBOJHTCA B TE€UEHHE OAHOro roga. Ha nmena,
He OOHapyXXE€HHBIE B XOJ€ TMPOBCPKH HAIMYHSA H COCTOAHMS eI, COCTABIIAETCS aKT
00 yTpaTe DOKyMeHTOB 1o (hopMe cornacHo [IpumokeHuro 10 k HacTosiei MHCTpyKIwy,
KOTOPBIM  pacCMAaTPHUBAECTCA  JKCHEPTHOM KOMHUCCHEH W  MHPOBBIM  CYJIbEH.
K akrty mpunaraercsa crmpaBka O MPOBEJICHHH PO3BICKA, TTOATOTOBIICHHAS H IOAMUCAHHAS
JMIOM, NPOH3BOAHMBIIMM IIPOBEPKY. OKCIIEPTHONH KOMHCCHEH CymeOHOro ydacrka
pEmaeTcst BONPOC O CHATHH YTPAYEHHBIX JIEN C yYeTa.

107. BHeceHue BBIABIEHHBIX B XOJIC€ MPOBEPKH HEYYTECHHBIX €Nl B OMHCH JIET
3anpemaercsa. HeyureHHsie nena mojexar oOpabOTKe U OMHCAHHUIO TOCIIC 3aBEPIICHHS
IIPOBEPKH.

108. IIpoBepka HaTUYKA U COCTOSIHUA JOKYMEHTOB CUHTASTCSA 3aBEPIICHHON MOCTIE
BHECEHUs] H3MEHEHUI, BBIABJICHHBIX MPOBEPKOM, B yYETHBIE JOKYMEHTHI APXHBA.

[To pe3ynbTataM MPOBEPKH COCTABIACTCA AKT MPOBEPKH HAIUYHA W COCTOSHHSA
apXHMBHBIX IOKyMEHTOB 110 (hopme cornacHo IIpumoskenuto 11 k HacTosineit UHCTpyKpn.

IIpy oOOHapyXeHHH ONIMOOK B VUYETHBIX MJOKYMEHTAX COCTABISAETCA aKT
0 TEXHHYECKUX OHIMOKAX B YYETHBIX JOKyYMeHTaX 1m0 (opMe COTJIaCHO
IIpunoxenunro 12 x HactoAamen MHCTpyKLMH.

B cnydae oOHapykeHHs JOKYMEHTOB, HE OTHOCSIIHXCA K JAHHOMY (DOH/Y, apXHBY,
HEYYTEHHBIX JOKYMEHTOB TAaKXKE COCTABIIETCS COOTBETCTBYIOLIMH akt 1o dopme
cornacHo [Ipunoxenuro 13 x Hactosmen MHCTpYKLpw.
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Pa3gen XI
Oprasnuzauusi HCMOJ1b30BaHMSI JOKYMEHTOB apXHBa

109. Ucnonp3oBaHue AOKYMEHTOB apXHBa HPOBOJHUTICA TOJBKO C Pa3peIlECHUA
MHUPOBOTO CYJbU.

PaboTHHK, OTBETCTBEHHBIH 3a padOTy apXuBa:

BBIJIAET JOKYMEHTAJIbHBIE MaTEPHAJIBI pAOOTHHUKAM armapara MHPOBOIO CY/bH,

HaIPAaBIIIET HA OCHOBAHWH MHCBMEHHOTO 3alpOCa MAaTEPHAIbI B APYTHE OPTaHbI,
OpTraHM3ALMH U YUPEKICHUA [0 YKA3aHHIO MHPOBOTO CY/IbH,

HH(POPMHUPYET MHPOBOTO CYIBI0 O COCTaBE M COJACPKAHHUU JOKYMEHTAJIBHBIX
MaTEpHAIIOB,

BBIIACT BBINMCKYU U3 APXUBHBIX JOKyMEHTOB.

110. Brigaua JOKyMEHTOB M3 apXHUBOXPAHIIHINA PETHCTPUPYETCA B KHHTE BBIIAYH
nen, odpopmisemont mo popme cormacHo Ilpumoxkenmro 14 x HacTosmen UacTpyKImu.

111. Beigauy nen Ha OyMaKHOM HOCHUTENE W3 apXMBOXPAHWIMINA U TIPHEM
uxX o0paTHO, B TOM YHUCIIE B CIOy4ae HEOOXOOUMOCTH MOJMCTHYIO MPOBEPKY HAIHYUA
U COCTOAHHMA JOKYMEHTOB INEPEd BBIOAYEH M3 apXHBOXPAHWIIMILA H TPH BO3BpATeE,
MPOU3BOIUT PAOOTHUK APXHBA B MPUCYTCTBHH JIHIA, TOMYYAIOIETO (BO3BPAIIAIOIIETO)
Jena.

B ciryuae ecnu nociie BO3BpalleHUs fefa paOOTHUKOM apXHBa BHIABICHO U3BATHE,
MOBPEAKICHUE MAaTEPHANOB JIENa, a TAKKE BHECCHHE B HHMX HCIIPABICHHH H JOMHCOK,
00 3TOM He3aMeITUTEIHHO COOOMIAeTC MHPOBOMY CYIbE.

112. [lena, BeItaBaeMble M3 apXUBOXPAHMIINING, JOJDKHBI HMETh apXUBHBIH mHp,
MPOHYMEPOBAHHBIE JIMCTBI, JUCT-3aBEPUTETh M JIUCT MCMHOIB30BAHUA JOKYMEHTOB
u oopmiteHsl o popme cormacHo Ilpunoxenmro 15 k HacTosmein MacTpykimn.

113. DneKTpOHHBIE JOOKYMEHTHI BBIJAIOTCA U3 AaPXHBOXPAHHWJIMINA B BHIE
JMEKTPOHHBIX KOIHMHM HIH KOIHMH Ha OyMakHOM HOCHTENE, KOTOPHIE CO3JAI0TCA
Ha OCHOBE Pad0Yero 3K3eMIUIIpa KOHTEHHEpA SIEeKTPOHHOTO JOKyMeHTa. Ha apXuBHBIX
KOTIMAX, BKJIFOYas apXUBHBIE KOMH HA OYMaKHOM HOCHTEIIE 3JICKTPOHHBIX JOKYMECHTOB,
ApXWBHBIC IIH(QPH TPOCTABILIIOTCA HA OOOPOTE KAXKAOTO IJIMCTA apXHBHOM KOTIHH,
a 3aBEepUTENIbHAsA HAIIUCh U OTTHCK II€YaTH MNPOCTABILIIOTCS HA O0OOPOTE MOCIIEIHETO
HUCTa KOTIHHL.

[Io 3ampocy muI, MMEIOIMUX IMPABO HA MOJyYEHHE KOMHM JOKYMEHTOB, H TPH
HAJTMYUU TEXHUYECKON BO3MOXKHOCTH APXUBHBIE CIIPABKU (BBITTUCKH) MOTYT BBIJABATHCA
B JIEKTPOHHOM (opMe Ha OJJICKTPOHHOM HOCHTENE JIHOO MOEPEeChUIAThCA
10 HH(POPMALMOHHO-TEIEKOMMYHHKALIMOHHBIM CETSAM.

DNEKTPOHHBIE APXUBHBIE CTIPABKHU ( BHITIHCKH ) 3aBEPSFOTCS SJICKTPOHHOMH ITOAMHCHIO
MHUPOBOTO CYJIbH.

@axT BbJIAYM KOMHH JJIEKTPOHHBIX JOKYMEHTOB (PMKCHPYETCA B 3KypPHAJI€ BBIIA4YH
3JIEKTPOHHBIX JJOKYMEHTOB.

JlocTynn paOOTHHMKOB ammapaTa MHpPOBOrO CyJbH K DJIEKTPOHHBIM JOKYMEHTAM
apx¥Ba TNpPH HaIMYUM HMHQOPMALMOHHOW CHCTEMBI MOMKET  OCYHIECTBIIATHCA
HEMOCPEJACTBEHHO C PabOYMX MECT B COOTBETCTBHH C YCTAHOBIICHHBIMH TPHKA30M
MHUPOBBIM CYAbCH MTPaBaMH JAOCTYTIA K JOKYMEHTAM.

Ilo pemeHur0 MHPOBOrO CYIABH AapXHB MOXKET TPENOCTABIATH PAOOTHHKAM
anmapara MUPOBOTO CYJbH JIEKTPOHHBIE JOKYMEHTHI M0 JIOKATbHOM CETH.

B 3TOM ciydae BemeTCs SMEKTPOHHBIM KYpPHAJI Yy4YeTa BBIOAYHM 3JICKTPOHHBIX
JNOKYMEHTOB U3 apXuBa, B KOTOPOM (PUKCHPYIOTCA: JaTa BBIAAYH, ()aMHITHSA, HHHIIHAIIBI
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3aMPOCHUBINETO JOKYMEHT, 3ar0JIOBOK U YUETHBIM HOMEP BBIIAHHOTO JOKYMEHTA.

114. JIokyMEHTBI BBIIAOTCS U3 APXUBOXPAHUININA HA CPOK, HE MPEBBIIAOLIMINA:

OJHOT'O MECALA — U1 UCTIONb30BaHUA pa0OTHHKAMH arapara MHPOBOTO CYIbH;

IIECTH MECALIEB — CyJEOHBIM, TPABOOXPAHUTEIEHBIM H HHBIM YTIOJTHOMOYEHHBIM
opraHam.

[IpoaneHre yCTaHOBIEHHBIX CPOKOB BBIAAYH JOKYMEHTOB JIOMYyCKAeTCs
C pa3peLIeHUss MUPOBOTO CY/IbU Ha OCHOBAHUHU TOKYMEHTA (TTHChMA, CITyeOHOM 3aruCKm)
TIOJT30BATENA O TIOATBEPIKACHUH 00CCTICUCHHA COXPAHHOCTH JOKYMEHTOB.

115. Beigaua apxuBHBIX J€lI BO BPEMEHHOE IMONB30BAHHE MPOU3BOJUTCS
0 IMHUCHMEHHBIM 3asBKaM (CIIy>K€OHBIM 3amucKaM) paOOTHHKOB ammapara MHPOBOTO
CYIdpU U C MHCBMEHHOTO Pa3pellcHHus MUPOBOro cyapu. Ha BRIZaHHOE €N0 3aBOAMTCA
KapTa-3aMecTHTeNb 1Mo Gopme cornacHo [Ipumokenmio 16 k Hactosamiedi MHCTpyKmH, K
KOTOPOU TPHUKPEIUIACTCA KOMUA COMPOBOAUTEIHFHOTO MHChMA O HAMPABICHHUH JIea HITH
IenaeTcst OTMETKA O BblAaue pabOTHHKY ammaparta. B Hell ykassIBaloTcsa HOMEp Jena, ero
HAUMEHOBAaHHE, KEM OHO 3alpPOMICHO W IOJIYYEeHO, AaTa BBIJAYM, POCHHCH MOTYYaTel,
JaTa BO3BpAIIECHUS B apXvB M MOANMCh pabOTHHKA apXxuBa, NpuHsABLIeTO Aeno. [Ipu
BO3BPALICHUH €A KapTa-3aMECTUTENb H3BIMACTCA U XPAHHUTCA B apPXHBE A0 MHHOBAaHHA
HAJTOOHOCTH.

JIumo, monmy4yuBLIee AapXUBHOE AEN0, OTBEYAET 33 €r0 COXPAHHOCTH.

116. Beigaua HaxXOAAIIMXCSA B apXHBE CYINCOHBIX HeN (MHBIX MAaTEpHAJIOB) A
O3HAKOMJICHUS JIMLAMH, YYACTBYIOIIMMH B JICNIE, HX MPEACTABUTEIIAMHU, a TAKKE WHBIMH
JUILIAMH OCYIIECTBIAETCA B MOPAAKE, YCTAHOBIIEHHOM MHPOBBIM CYABEH, HA OCHOBAHHH
WX MACHMEHHOTO 3asBJICHHS U MPU NPEABIBICHHHA COOTBETCTBYIOIIMX JOKYMEHTOB.

117. O3HakoMJeHHE C CYAEOHBIM JENOM AOJKHO MPOM3BOJUTHCS B CHELMAIBHO
00OpPYJOBaHHOM JJII 3TOW IEIM TIOMEMICHHH CYAECOHOTO Y4acTKa B TIPUCYTCTBHH
paOOTHHKA apxWBa B VCIOBHAX, KOTOPHIE HMCKIIOYAIOT HU3BATHE, IOBPEXKICHHE,
VHUUITO)KEHUE MATEPHATIOB NIEJl, a TaKke BHECEHWE B HUX HCIPABICHHI H JOIHCOK,
nepesavy ux Ipyromy JIHULy.

O0 O3HAKOMJIECHHM C JACJIOM JENAcTCI OTMETKA B JIMCTE HCMONb30BAHHA
TOKyMeHTOB, odopmisemMoM mo ¢opme cormacHo IIpumoxkenuro 15 k HacToAmeH
HWucTpyKuuy.

118. O3HakoMIeHUE NUI, YYACTBYIOIIHUX B JAENE, UX IPEACTABUTENEH, a Takke
WHBIX JIUI[ ¢ ayJHO3aITUCHI0 CyIeOHOTO 3acelaHMs], MPHOOIIEHHOH K cyaeOHOMY Aeny,
MPOU3BOAUTCA MO UX MHCbMEHHOMY 3aSBJIEHUIO B MOPSJAKE, MPELYCMOTPEHHOM ITyHKTaMHU
116 u 117 Hactosawmeit MucTpykipmn.

O3HakOMJICHHE C  ayJHO3alHChl0 CyAeOHOro 3acelaHHusA  MPOU3BOIUTCH
B CICIMATBHO OOOPYJIOBAaHHOM /IS 3TOH LIENTM TOMEMIEHWH CyJeOHOTr0 y4yacTka
B TPUCYTCTBHMH PAOOTHUKA AapXuBa IyTEM TMPEAOCTABICHUSA  BO3MOXHOCTH
NPOCTYIMUBAHKUA COOTBETCTBYIONICH ayJHO3AMHCH C HWCIOJb30BAHHEM HEOOXOIUMBIX
TEXHUYECKUX CPEICTB.

119. IlpaBo Ha cHATHE KOTIHI TOKYMEHTOB C MATEPHANIOB JIETIa 32 CBOH CUET, B TOM
YUCIIE ¢ UCTIONB30BAHUEM TEXHUYECKHX CPEACTB, MPEAOCTABIAETCA CIEAYIOLIUM JIHIAM:

O0OBHUHAEMBIM, OCYKICHHBIM, OTIPABJAHHBIM, MX 3aIIUTHUKAM U MPEICTABUTEIIM;

IIOTECPIICBIIHM,

TPaXXIAHCKOMY MCTILy, €ro IPEICTABHTEMI0O B YaCTH KOMHH IPOLECCYalbHBIX
pelIeHHH, OTHOCAIIUXCS K MPEAbIBICHHOMY UM IPaXKJIaHCKOMY HCKY;

TPaXJaHCKOMY OTBETYMKY W ET0 IMIPEACTABUTENIO B YACTH MAaTEPHAJIOB YTOJIOBHOTO
1eia, KOTOPBIE KACArTCA IPaKIaHCKOTO HMCKa,
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CTOPOHAM U HHBIM JIMI[AM, YYaCTBYIOIIUM B T[PaKJAHCKOM [e€Jie, a TaKke
UX MPEACTABUTEILIM,;

JULAM, YYaCTBYIOIMM B aIMHHHCTPATHBHOM JEJIE;

JIMLIAM, YYACTBYIOIIHX B JeNie 00 aAMHHACTPATHBHOM MPAaBOHAPYLICHUH.

Vka3aHHbIE JMI]Aa CHUMAIOT KOIMHU IO TIHCHbMEHHOMY 3aABJICHHIO B TMOPSJKE,
YCTAHOBJIEHHOM MMPOBBIM CyAbeH. J[aHHOE TMCBMEHHOE 3adBJCHHE C paspelaroniei
PE30IOLMEH  MHPOBOIO CY/AbM MOAIIMBAETCA B CyAcOHOE €0, HaXOAAImeec
HA XPAHEHHUH B aPXHUBE, U BHOCHTCA BO BHYTPEHHIOK OIMHUCH Aena. B citydae npexpaBIcHUA
JOBEPEHHOCTH K JICNTy MPHOOMIAETCSA TAKKE €€ KOTHAL.

CHsThIe 32 CBOHM CYET KOIMM C MAaTepHaloB CyAeOHOrO Jena, B TOM YHCIE
C MOMOINBI0 TEXHUYECKHUX CPEACTB, CYAA0M HE 3aBEPSAIOTCS.

120. Boigaua komuii JOKYMEHTOB U3 CyIEOHOTO Aelia, HaXOMAIETOCsHd B apXuBe,
IUIAaM, YYacTBYIOIIMM B J€l€, MOPOHM3BOJMTCA IO HX NHCBMEHHOMY 3asBIICHHIO
C pa3pemieHus MUPOBOTO CyZAbH. Brijaya Takux KOMHi 3 CyIeOHOTO Aeia HHBIM JTHI[AM
U OpraHu3alMsM NPOU3BOJUTCA PAOOTHHUKOM apXHBa MO MHUCHMEHHOMY 3amlpocy HIIH
3asBJICHHIO0 HA OCHOBAHWH PE30IIOLUU MUPOBOTO CYABH.

121. BoigaBacMble KOTIMH CyACOHBIX akTOB (TIPUTOBOP, PEIICHHE, OMPE/CIICHHE,
HNOCTAHOBJICHHE, CyICOHBIN IPHKA3) JOJDKHBI OBITh 3aBEPEHBI MOAIHCHI0 MHPOBOTO CY/AbH
WJIH HHOTO YIIOJITHOMOYEHHOTO UM JIMIIA, 4 TaK)Ke repOOBOH MEYAThIO.

IIpu 3aBEpeHUM COOTBETCTBUS KOMHHU CYNEOHOTO akTa MOJIMHHUKY HAa JHUIICBOM
CTOPOHE MOCIIEAHETO JIMCTAa TMOJ TEKCTOM KOMHH CyAeOHOTO akTa (HHXKE PEKBH3HTA
«[Tonrmmcey) mpocraBmsores mrammn «Komus BepHa» U repOoBas mevars.

NsrotoprieHne 3aBEpeHHBIX KOMHH CYOEOHBIX AKTOB W HHBIX JOKYMCHTOB
OCYILECTBISIETCA YIOTHOMOYEHHBIM PAaOOTHUKOM apxuBa. B mpaBoM BepxHem yriy
MIEPBOIO JIMCTa JOKyMEHTA IIPOCcTaBisieTCs mraMi «Komwsn».

122. Ecnin xomusA OOKyMEHTa COCTOMT M3 HECKOJBKHX JIMCTOB, TO BCE JIHCTBI
IOJDKHBI OBITH TIPOHYMEPOBAHBI, MPOITHUTHI MPOYHONW HHATHIO, KOHIIBI KOTOPOH BBIBOIATCS
Ha 00OPOTHYIO CTOPOHY IIOCJIEAHETO JUCTA KOMHUU JTOKYMEHT HIIM CKPEIUIIOTCA CKOOOM
C HCIMONb30BAHUEM CTEIUIEPA; HA OOOPOTHOM CTOPOHE MOCJIETHETO JIMCTA B MECTaX
CKPEIUICHUA HAKJIAABIBACTCA HAKJICHKa C 3aBEPUTEIBHOM HAIIUCHIO «ITPOHYMEPOBAHO
W CKPEIUICHO MEYaThI0  JIUCTOB, MOANHCH  », odopmisiemas mo GopMe coracHoO
[Tpunoxernnio 17 x HacTosmed MHCTpyKIMH ¢ ykazaHueM cyaeOHOTO YIaCTKa, KOTOPBIM
BBIIA€TCS KOMHUS JoKyMeHTa. [loanuch ckperiseTcst repooBo nevarsio. [ epOoBas mevaTs
CTaBUTCA TAKUM 00Pa30M, YTOOBI YACTUYHO 3aXBATUTh OTPE30K OyMaru, 3aKICHBAIOIIHI
KOHI[BI HUTH JTHOO MECTO CKPEILUICHHUA.

123. B cayuyae eciu BBIIECTOSIIMHA CyJ HM3MEHWI PELICHHE MHUPOBOTO CYIBH,
HA KOMHH CYIeOHOro akTta (MPUroBOpa, PEIICHHS, OMpPeAeNieHUs, MOCTAHOBIIEHHA,
CyAeOHOTO mpHKa3a) 00 3ToM AenaeTcs oTMeTKa. Ha BpimaBaeMoil konuu Cy1e0HOTO aKTa
paOOTHUKOM apXHBa TAKKE JIENAETCA OTMETKA O JAAaT€ BCTYIUIEHHUS €r0 B 3aKOHHYIO CHITY
H YKa3bIBACTCs, B KAKOM ACJIC IMMOAIINUT HOI[J'II/IHHBIfI AOKYMCHT U B IIPOU3BOACTBEC KAKOI'0
CyAa HaxOJUI0Ch JETO.

124. Konuu 3ampammBaeMbIX CyAE€OHBIX AaKTOB HW3TOTABIMBAIOTCA PAOOTHHKOM
apxuBa B CPOK He Ooyiee MATA pabOUMX THEH CO JHS MOCTYIUIEHUA COOTBETCTBYIOIIETO
3aABIICHMHS.

125. 3roToBicHHBIE, HO HE TOJYYCHHBIE 3asiBUTEJIEM KOIHUH CYICOHBIX aKTOB,
NUCBMEHHBIX CIPABOK MEPEJAKOTCS AJIST OTIIPABKH IO MOYTE.

JIuiio, moMy4MBILEE KOMUIO CYAEOHOTO aKTa, TOJLKHO HAMMMCATH COOTBETCTBYFOIIIYIO
pactucKy. B cnmydae HampaBiieHHA KOMHHM JAOKYMEHTA MO IMOYTE B JACIO IMOAINUBACTCA
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KOS CONMPOBOAUTENIBHOIO ITUChMA C HCXOMAIAM HOMEPOM H maToi. Taxke JenaroTcs
COOTBETCTBYIOIIME OTMETKH B JINCTE UCTIONB30BAHUS TOKYMEHTOB.

126. Konuu cyieOHbIX akTOB MOTYT OBITh BBIIAHBI (HANPABICHBI) HHBIM JTHIIAM,
YbH HMHTEPECHl HEMOCPEACTBEHHO 3aTParuBaloTCs CyJeOHBIM AaKTOM, C Pa3peLICHHA
MHUPOBOTO CyJbH 0 NHCBMEHHOMY 3asIBJIEHHIO, B KOTOPOM JOJDKHO OBITH YKa3aHO, KaKHe
MPaBa WU 3aKOHHBIE HHTEPECHI 3TOTO JIMLA HAPYIIEHBI STHMH CyIeOHBIMH aKTaMH.

127. IlopTopHas BblJa4a KOMUH CyJEOHBIX aKTOB (pELICHHI, OINpeacIeHHIA,
NPHTOBOPOB, TOCTAHOBICHHH, CYACOHBIX TMPHKA30B) JIMI[AM, YYaCTBYIOIIHM B JEIE,
WX TIPEJCTABUTEIAM, a TaKKe APYTHM JIMIAM, YbH HWHTEPECH HEMOCPEICTBEHHO
3aTparuBalOTCA  CyJACOHBIM  aKTOM, OCYIIECTBIAETCH TO WX [HCHMEHHOMY
MOTHBHPOBAHHOMY 3asBJICHUIO B YCTAHOBJICHHOM MHPOBOM CYABEH MOPSIKE.

128. M3roToBieHHe H BbIAAYa KOMHH ayAHO3alMCH CYJACOHOTO 3acemaHus
OCYIIECTBIISIETCSI 1O NHCHbMEHHOMY 3ajABJIEHHIO JIMI[, YYacTBYIOIIHX B Jele,
WX TIPEICTABUTENECH (CTOPOH, HHBIX YYACTHUKOB CyacOHOTO pa3OuparenbcTBa)
Y 33 UX CYET B MOPAJIKE, YCTAHOBJICHHOM MUPOBHIM CYIbEH.

129. Ha nmmCbMEHHOM 3asBJIEHHH MHUPOBOM CYIbs JENAET COOTBETCTBYIOIYIO
OTMETKY O TOPYYE€HHH PaOOTHHKY apXWBa H3TOTOBHTH M BHIJATH KOIMHIO ayTHO3AMUCH
cyaeOHoro 3acenanma. JlaHHoe 3asBIeHHE MOAIIHBAETCS B IEIT0, a B CITy4ae MPeAbABICHHS
JOBEPEHHOCTH K JIeTy NPHOOIIAeTCS TaKKe €€ KOTMHA.

130. Jlng  M3rOoTOBIECHWS KOMHMH AayAUO3aMWCH JIMLO, MOAABLICE 3aiBICHHE,
NPEICTABIACT B CYACOHBIN y4aCTOK MaTEPHAIbHbIH HOCHTETh HHGOPMAaLHH ((Jie-KapTa,
auck CD-R, DVD u gpyrue HOcHTeNnH HHPOpMALHH, TEXHHYECKAA BO3MOKHOCTD 3aITHCH
Ha KOTOPBIE UMEETCS B COOTBETCTBYIOIIEM CYyIE€OHOM YYaCTKeE).

131. [IpeacraBnenHsie B  CymeOHBIH y4YacTOK MaTepHaJbHBIE HOCHTEIH
HH(POPMALMK HE JOJDKHBI COIEPIKATh KAKYI0-JIH00 nHpopmanmio. B niemsix 6e3onacHoctr
IEPEeN  3aMHChI0  IPEACTABICHHBI  MATEPHANBHBIH  HOCHTENb  MOXKET  OBITH
0T)OPMATHPOBAH  YNMOJHOMOYECHHBIM PAaOOTHUKOM  ammapaTa MHPOBOTO CY/bH,
OTBETCTBEHHBIM 3a H3TOTOBJICHHE M BBIJAYY KOMHH AayJHO3AMHCH, TPU STOM
IIPEABAPUTENFHO YBEAOMMB JIULIO, MOAABIIEE COOTBETCTBYIOLIEE 3aBIICHUE.

132. 3anucey ayauodaiina HA MaTEpHAIbHBIM HOCHUTENb JIMIA, MNOJABIIETO
3asABJICHHE, MPOU3BOJUTCA YIMOJHOMOYEHHBIM PAOOTHHKOM armapaTa MHPOBOTO CYIObH
HA JIOKATbHOM KOMITBIOTEPE, HE TPHCOCAHHEHHOM K JIOKAJBHON CETH M HE MMEIOIIEM
aoctymna B cetb «HTepHETY.

133. Konus ayauo3anucu cyieOHOTO 3aCeIaHHsA HE 3aBEPAETCA.

134. TTocne BbIAAYH KONMH ayAHO3AMHCH CYACOHOTO 3ace/IaHHMsA HA IMHCHMEHHOM
3ajdBIIEHHM OO0 M3TOTOBIICHHM M BBIHaYe pPaOOTHUKOM AapxXHBa JIEIACTCS OTMETKA
00 W3rOTOBIICHUH W BHIJIA4e, a JIULOM, TOJYYHBIIUM KOIHIO ayJHO3AIMCH, AENaeTcs
COOTBETCTBYIOIAs PAcHMCKa O TMONydeHHH. JlaHHO€ 3adBICHHE MpPHOOIIAETCA
K CyAcOHOMY JAeny, NpH 3TOM JENaeTcsi COOTBETCTBYIOMIAs OTMETKA B JIHCTE
HCIIONb30BaHUS JOKYMEHTOB.

ONEKTPOHHBIH HOCUTENh HH(OPMALMH, ¢ KOTOPOTO H3TrOTaBIHBANACh KOIIH,
HOJDKEH ObITh BIDUT B Jeno (MpHOOMmEH K MPOTOKONY CYAeOHOTO 3acedaHus)
B YIaKOBaHHOM BHIE (KOHBEPT) ¢ YKa3aHHEM Ha YIaKOBKE HOMEpaA Je€na, JAThl, a TAKKe
HOANHUCAaH PA0OTHUKOM, OTBETCTBEHHBIM 32 padOTy apXuBa. YINAaKOBKa JOJDKHA
o0ecTneynBaTh COXPAHHOCTD JJICKTPOHHOTO HOCHTENA OT MOBPEKICHUH U MOPYH.

135. [logymHHbIE  AOKYMEHTBI W3 CyAeOHBIX Jen (MHBIX MAaTepHANIOB)
U WX HAICKAMUM O00Pa3oM 3aBEPEHHBIE KOMMWH, IPEICTABICHHBIE Y4aCTHHKAMH
CYIOTIPOM3BO/ICTBA, & TAK/KE MACHMEHHBIE CIIPABKH TIO JIEJIaM BBIIAIOTCA HM PaOOTHHKAMH
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apXyuBa Ha OCHOBAHMM WX MUCBMEHHOTO 3asBJIECHUS; OPYTUM CyJaM, OpraHaM JA03HAHUA
H CACACTBHUS — HA OCHOBAHWH MOTHBHPOBAHHOTO 3alpoca W (WMIIM) HHBIX HEOOXOIUMBIX
OOKYMEHTOB, IPEIyCMOTPEHHBIX  3aKOHOIATENbCTBOM  Poccuiickon  Denepanuu.
Ha 3asBrneHum unu 3ampoce o BbIAAY€ MOJJIMHHBIX JOKYMEHTOB H3 cy;[e6H0r0 Jena
IIPOCTABJIAECTCA Pa3peIlaolnasl Pe300LHs MUPOBOTO CY/IbH.

136. B3aMmeH BELZAHHOTO TTOJTMHHMKA K JCITY IPHOOIIACTCS €r0 KOTHS, 3aBepeHHAs
MOAITMCBIO MUPOBOTO CYJIbU M FepOOBOH MEYaThHIO.

137.1lpu  BBIHAYE TOMJIHHHUKOB  JOKYMEHTOB M3  cyAcOHOro  jena
HA WX 3aBEPEHHBIX KOMHSIX MOJUKHBI YKa3bIBaThcs (PaMHITHs, WMs, OTYECTBO JIHIIA,
MOJTYYUBIIETO JOKYMEHT, €0 MPOLECCYAIBHOE TIOJIOKEHUE TI0 JENY, JAHHBIE JOKYMEHTA,
YAOCTOBEPSAIOMIETO JTUYHOCTh. B MOMyYyeHUH JOKYMEHTA 3TO JIMIO AOKHO PACIHCATHCA
W NPOCTaBUTh AATy NOJy4eHHsA. JIMIO, BBIOABINEE AOKYMEHT, AOJLKHO YKa3aThb CBOKO
(aMunHI0, JOMKHOCTP W TIOCTABHTh MOANMHCH. [lpw mpexbsBieHHH AOBEPEHHOCTH
HEOOXOOUMO CHSTH ¢ He€ KOIMHIO W TOJIIATH B AEI0. Takue e CBEACHHS YKa3bIBAIOTCS
B CITPABOYHOM JTUCTE.

138. JIokyMEHThI, Ha OCHOBAHMH KOTOPBIX W3 CYJACOHOrO JieJla BbIJIAHBI
MOJJIMHHHUKH, a TAaKKE WX 3aBEPCHHBIE KONHWH MOAIIHBAIOTCA B JAeno. B cioydae
HATIPaBICHUS TIOMTHHHOTO AOKYMEHTAa 3aKa3HOW TOYTOM B AENO TAKKE TOANIMBAETCS
KOIMMA COMPOBOJUTETFHOIO MUChMA C UCXOIAINAM HOMEPOM U JATOM.

139. Ilopstmok ¥ CPOKHM BBIAAYM MOJJIMHHBIX TOKYMEHTOB, HX 3aBEPECHHBIX KOIHH,
APXUBHBIX CIPABOK YCTAHABIMBACTCA MUPOBBIM CYIbEH.

Brijaya TMCBEMEHHBIX [IOKA3aTENbCTB, HE BO3BPAMICHHBIX TPECTABHBIIAM
WX JIMLAM JI0 TIEPEJAYH AeNIa B ApXHB, 10 MPOCHOE 3THX JIUI] OCYIECTBIAETCS B TAKOM XKe
MOPAIKE.

140. Ilo mMceMeHHBIM TPEOOBAaHUAM OPraHOB, KOTOPHIM 3aKOHOM MPEIOCTaBJICHO
IpaBo UCTPEOOBAHMA JA€jId, M HA OCHOBAHHUH PACTIOPKCHHUA MHPOBOIO CYAbH CYACOHbIC
Iella HaMpaBIIIOTCS WM B TPEXJHEBHBIM CPOK IO TOYTE 3aKa3HBIM NMHCBMOM WIIH
C KyphepOM.

141. PaboTHrKk apxuBa 00sS3aH KOHTPOJIMPOBATH BO3BPAT JICNT B apXUB U HE PEXKE
OJHOTO Pa3a B MECALl JOKIAABIBATE MUPOBOMY CY/IbE.

Jlo Bo3BpamieHus Aena B CyA€OHBIN y4acTOK TpeOOBaHHE O €ro BHICHUIKE, KOMHH
COMPOBOAUTENHFHOTO IMChMA, IIPUTOBOPA UM PEIIECHUA XPAHATCA B KOHTPOJIBHOH MAIIKeE.

B kuure BRIIAUW A€ U3 apXUBa OTMEYAETCS, KOTJA, KOMY W MO KAKOMY 3aIlpocy
JE7I0 HANpaBlIEHO, KOTJa M KEM OHO BO3BpAILEHO, KoTopas odopmisieTcs mo ¢opme
cornacHo Ilpunoxenmo 14 x Hactosamen MuCTpyKIm™.

142. Mupie, He ycTaHOBIECHHBIE HacToAmEeH MHCTpyKimel npaBuia 03HAKOMIIEHUA
C MaTepualiaMy CyJeOHOr0 Jela, BhIIAYH MOIMHHBIX JOKYMEHTOB, 3aBEPEHHBIX KOMHM
MATEpHAIOB [€1a, NHChMEHHBIX CIHPABOK, KOMUH CYJCOHBIX aKTOB OMPEACTAOTCA
MHPOBBIM CYIBEH.

Pasnen XII
OGecneyeHue COXPAHHOCTH APXUBHBIX J0KYMEHTOB

143. 1 oOecnieyeHUA COXPAHHOCTH APXUBHBIX JICIT (JICKTPOHHBIX APXHBHBIX JET)
U IPYTHX JOKYMEHTOB, CO3MaHHA HEOOXOTUMBIX YCIIOBHH JUTs PaOOTHI APXHBY OTBOJUTCA
CIEIUAIbHO 000PYIOBaHHOE MOMEIEHHE, COOTBETCTBYIONIEE YCTAHOBICHHBIM YCIOBHAM
XpaHEHMA U TPyJa paOOTHUKOB apXHBa.

144. ApXMBOXpaHWIIHIIE HODKHO OBITh YJAICHO OT OBITOBBIX TOMEMICHUH
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H He UMEeTh OOMIMX C HUMH BEHTHJIAIIHOHHBIX KaHAJIOB, TAPAHTHPOBAHO OT 3aTOIUICHHS,
OTHENICHO OT COCEOHUX TIOMELICHHUNH HECTOPAEMBIMU CTCHAMHM M TEPEKPHITHAMHA
C MpeaeIaMu OTHECTOMKOCTH HE MEHEE JABYX 4acCOB.

ONEeKTPOmpoOBOAKA  MOUKHA  OBITh  CKPBITOW WM BMOHTHPOBAHHOM
B MeTajuiHueckue Tpyosl. OCBETHTEIbHASA apMaTypa B MOMEIICHHH apXHBa J0JDKHA OBITh
nosryrepMeTHyHoOl. [llTencensHele poO3eTKH JUIsl HMEPEHOCHBIX JIAMII WM IBIIECOCOB
OOJDKHBI ~ OBITh ~ T€PMETHYHBIMM  HMJIM  YCTAHABJIMBATBCA B  METAJUIMYECKHX
pactpeAeHTENbHBIX MmKadax (KopoOKax).

145. Ilpu pa3MeLieHHH apXHBOXPAHHIHNINA B CTICL{HATEHOM HITH IPHCIIOCOOIEHHOM
3JaHUH TIPeINOYTeHHE (TIPU PaBHBIX TETUIOBBIX XapPAKTEPUCTHKAX ) OTJAETCSA MOMELIEHUIM
C CEBEPHOU OPUEHTALMEN OKOH.

Marepuanbl TOKPBHITHA CTEH, TMOJOB, TMOTOJKOB, BHYTPECHHEH apMaTypbl
APXUBOXPAHH/IUINA, TPHMEHAEMBIE TPH M3TOTOBJICHHH OOOPYIOBAHHA W CPEACTB
XpaHEHUSI APXUBHBIX MOKYMEHTOB, HE MOJDKHBI BBIIEJATH ArpeCCHUBHBIC XUMHUYECKHE
BEIECTBA U OBITh HCTOUHUKOM ITBLTH.

146. ApXMBOXpaHWIIMIIE OO/DKHO HMMETh E€CTECTBEHHYIO HIIH HCKYCCTBECHHYIO
BEHTHIIALIUIO, 00ECTICUHBAIOTIYEO PELUPKYIIALIHUIO BO3AyXa, CTAOHIIBHOCTD TEMITEPATYPHO-
BJIQKHOCTHOTO PEKUMA, OYHUCTKY BO3IyXa OT IbLIH.

147. ApxuBoxpaHunHIa (3a UCKIFOUCHHEM apXHUBOXPAHWIIHII, PACTIONATAIOIUXCS
Ha OXPAHAEMOI TEPPUTOPHH) OOOPYIYIOTCS MBEPAMH C MOBBINICHHOW TEXHUYECKOM
YKPEIUIEHHOCTBI) TPOTHB BO3MOXKHOTO B3lIoMa (METAUIMYECKHE WM OOMIUTHIC
MeTautoM). OKHA TOMENICHHUA apXuBa HODKHBI OBITH 00OPYHOBAaHBI 3AITMPAIOIIHMUCS
pemeTKaMU.

148. 3ampeniaeTcss ycTaHOBKA B TIOMEIIEHWM apXWBa TMEYEH MU JBIMOXOJIOB,
NPUMEHCHHUE OTHfA, HCIOJIb30BAHHUE HATrPEBATENBHBIX TPHOOPOB, pa3MEIICHHUE
NOCTOPOHHUX 0OBEKTOB,

149. IIpoTUBOIOKAPHBIN PEXUM apXvBa YCTAHABIMBAECTCA B COOTBETCTBHH
C HOPMATHBHBIMHU IIPaBOBBIMH akTaMu Poccuiickoii Denepaiuu B 001aCTH MOKAPHOM
0€30IaCHOCTH.

[Tomemenue apxuBa MOJDKHO OBITH OOOPYHOBAHO TOKAPHOH H OXpPaHHOM
CUTHATH3AITHEH.

[ToxapHas 0e30MaCHOCTE HODKHA OOECIICYMBATHCS CHCTEMOW aBTOMATHYECKOTO
MO>KapOTYIIEHUS.

150. PaGOTHHK, OTBETCTBEHHBIHA 3a padOTy apXwWBa, JOJDKEH IMTPOWTH WHCTPYKTAK
00 BOIPOCAM IIPOTHBOIOKAPHOH O€30IACHOCTH, O3HAKOMHUTBHCA C IPABHIAMH
MOJIB30BAHUA ITPOTHUBOTIOKAPHBIM HHBEHTapeM. WHCTpykTa paOOTHHKOB apXHBa
M0 IPOTHUBOIOXKAPHOH 0€30MACHOCTH JO/DKEH MPOBOJIUTHCA HE PEKE OJJHOTO pasa B roj
OTBETCTBEHHBIM PAOOTHHUKOM, Ha3HAYEHHBIM MTPHKA30M MHPOBOTO CY/IbH.

151. ApXxuBHbBIE JOKYMEHTBI CJIEIYyE€T XpaHUTh B TeMHOTEe. Bce BHIOBI padoT
C JOKYMEHTaMH JOJDKHBI TPOBOJUTHCA NPH OTPAHHYCHHBIX HWJIH TEXHOJIOTHYECKHU
HCOOXOIUMBIX YPOBHIX OCBEILEHHS.

EcTecTBEHHOE OCBEIIEHHE B AapPXUBOXPAHWJIMIIE JOMYCKAETCS MNPH YCIOBUH
MPHMEHECHHUA HA OKHAX CBETOPACCEHBATENICH, 3aIUTHBIX (PUIBTPOB, IITOP, MKAIFO3H,
HAHECEHHBIX HA CTEKJIO NOKPBITHH. 1A HMCKYyCCTBEHHOIO OCBEIIEHUA IPHUMEHAIOTCA
JTaMITBI HAKATTMBAHUSA B 3aKPBITHIX IIA¢OHAX C TIAKOH MOBESPXHOCTHIO.

152. B apxuBoxpaHuiuime A1 XPaHEHHs JOKYMEHTOB YCTaHABIMBAIOTCS
CJIEAYIOIIME NapaMETPhI TEMIIEPATYPHO-BIAXKHOCTHOTO PEXKUMA!

IJIA XPaHCHHUA AOKYMEHTOB Ha OyMaskHOM HoOcHTelie — Temreparypa 17 — 19°C,
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OTHOCHTENBHAA BIAXKHOCTH Bo3ayxa — 50 — 55%;

I TOKyMEHTOB HA MAarHUTHBIX JUCKAX M JUCKOBBIX HAKOMHUTENAX — TEMIIEPATypa
8 — 18°C, oTHOCHTEIbHAS BIAXKHOCTH Bo3ayXxa — 45 — 65%;

JUT JOKYMEHTOB Ha ONITHYECKHX HCKaX — TeMriepatypa 10 — 23°C, otHOcHTETbHAS
BIIAXKHOCTH Bo3ayxa — 20 — 50%.

JUis KOHTpOJII TEMNEpaTyphl W BIAKHOCTH BO3/yXxa B IOMEIICHHH apXHBa
YCTaHABIIUBAIOTCA TEPMOMETPHI H THTPOMETPHI, COTJIACHO MOKA3aHUAM KOTOPBIX JIOJDKHBI
NPHHAMATHCA MEPHI K 00€CTICUEHHIO HOPMAITLHOH TEMIIEPATYPBI H BJIAKHOCTH BO3/TyXa.

153. B apXHBOXpaHWIMINE JOJDKHBI NIPHHUMATbCA MEPHl, HCKIIOYAIOIUE
BO3MO>KHOCTh MOSABIICHHS TUIECEHH, HACEKOMBIX, TPbI3YHOB H HAKOIUICHHWS IBUIH,
CHUCTEMATHYECKH TPOBOJMTHECA CAHUTAPHBIC JHU i1 YOOPKH TBUIH CO CTEJUIaXKEH,
KOPOOOK, CBA30K M BIAKHOW YOOPKH TIOMETICHHH.

154. Iloctynaromue B apXWB AOKYMEHTBHI Pa3MEINAIOTCS B apXHBOXPaHWIMINAX
HAa CTAIHOHAPHBIX W/HIIA TEPECIABHKHBIX METAJUTMYECKUAX CTEJUIAKAX, B METAITHYECKHX
mkadax, KOpoOKax UM KOHTEHHEPaxX B MOPAJIKE, COOTBETCTBYIOIIEM OIHCIM JIEJL.

[Topsinok pa3MenieHUA A€ yCTAHABIIMBACTCA B 3ABUCUMOCTH OT PaCCTOSHHS MEKTY
MOJIKAMH, (PU3HIECKOTO COCTOSHHSA ACTI, & TAKXKE OT TBEPAOCTH HIIH MATKOCTH MEPEIICTA.
Hena, UMCIOIIME  TBEPABIM  TEPEIUIET,  YCTAHABIMBAKOTCA  BEPTHKAIBHO,
C MATKHM TEPETIETOM HMJIH HEMEPEIUIETEHHbIE — TOPH30HTAJIBHO.

He nomyckaercs XpaHEHHE JOKYMEHTOB B TPAHCTIOPTHOH Tape, B INTAa0ENAX,
Ha MOJTy, MOJOKOHHUKAX, JIECTHUYHBIX IUIOIMAJKAX W APYTHX HE MPEIHA3HAYEHHBIX A
XpaHEHHUS TOKYMEHTOB MECTaX.

155. OnexTpoHHBIE JOKYMEHTHI HAa (H3HYECKH O00O0COOJIEHHBIX HOCHTENAX
Pa3MEIIATCs OTAETBHO OT JAPYTHX JNOKYMEHTOB. KaxkaplHh HOCHUTEND OOJDKEH HMETh
HETEPMETUYHBIM HMHIUBUAYAIbHBIM (yTIAp, NP 3TOM JODKHO OBITh HMCKIFOYCHO
cBOOOIHOE TIEPEMEILLICHHE HOCHTEA BHYTPH PyTiIipa.

156. Ctemnaxku JODKHBI  OBITH  YCTAHOBJCHBI MEPICHAMKYJISIPHO  CTCHAM
C OKOHHBIMHU IIPO€MAaMH, a B MOMEIIEHHH 0€3 OKOH — C Y4eTOM 0COOCHHOCTEH MOMETICHHS
u obopynmoBaHus. He  gomyckaeTcds  pasMemieHWE  CTEIUIAXKEH  BILIOTHYIO
K HapYKHBIM CTCHAaM 34aHHA U K HICTOYHHUKAM TEIUIA.

157. Tlomemenusi, creiaxu, MKAQbl, TMOJKH, KOHTCHHEPHI JOJGKHBI OBITH
NpoHYMepoBaHbBl. Ha Kaxkaom crTemia)ke YCTAHABIMBACTCS YKAa3aTelb, B KOTOPOM
0003HAaYar0TCA HOMEP CTEJIakKa, IOJIKH, HAMMEHOBAHHE, PETUCTPAIHOHHBIC HOMEpa
U KpalHHE AAThl JOKyMEHTOB, PA3MENICHHBIX HA KAXKI0M MOJIKE.

Cremnaxu, mxagsl H KOHTEHHEPH HYMEPYIOTCS B KAXKIOM apPXHBOXPAHHIIMIIE
clleBa HAIpaBO OT BXOJHOH JBEPH, a TOJKH HAa CTEIUIAKAX HYMEPYIOTCA mo mikadam
CBEPXY BHH3, CJIEBA HAMPABO.

Ha xopo0ax mpHUKJIEUBAIOTCS APIBIKH, HA KOTOPBIX YKA3BIBAIOTCA. HOMEP (poHIa,
HOMEP OTIHMCH M KpalHWEe HOMEpA JIEH, pa3MEIICHHBIX B TAHHOW KOpPoOe.

158. MecToHaxoXACHHE AOKYMEHTOB B apXWBE 3aKPEIUACTCA IOCTE/UIAKHBIMH
YKa3aTeISIMHU ¢ YeTKO O(OPMICHHBIMH SPIIBIKAMIL.

159. O6s3aTeNbHBIMH YCIIOBHAMH XPAHEHHS JIEKTPOHHBIX JIOKYMEHTOB SABJISIOTCS

HAJIMYHE B apXWBE€ HE MCHEE JBYX OJK3EMILUIAPOB KaKJIOH €AMHHULIBI XPaHCHHS
3JIEKTPOHHBIX JOKYMEHTOB (OCHOBHOH M pPabOuWii SK3EMIULAPHI JOJDKHBI HAXOIUTHCS
Ha Pa3HBIX (PH3HYECKHUX YCTPOMCTBAX);

HAIMYUE TEXHUYECKHX U TIPOTPAMMHBIX CPEACTB, NpeTHA3HAYEHHBIX TS
BOCTIPOM3BEACHHS, KOMHMPOBAHHSA, TEPE3ANMUCH JJIEKTPOHHBIX JTOKYMEHTOB, KOHTPOJA
(PU3NIECKOTO U TEXHUIECKOTO COCTOSHUS;



28

o0ecrnieyeHHe pekMMa XPAHEHUS SIEKTPOHHBIX JOKYMEHTOB, HCKIFOYAIOILETO
yTpaTy, HECAHKIMOHUPOBAHHYIO PACCHUIKY, YHUUTOKCHHE UITU UCKAKEHHUE WH(OPMALIHH.

160. [lna onepaTMBHOrO IOCTYINA K JJIEKTPOHHBIM JOKYMEHTaM B CIPaBOYHBIX
W TOUCKOBBIX IMEIIIX B apxXmBe co3aaercs (POHA WCIOIB30BAHUA DJICKTPOHHBIX
JOKYMEHTOB.
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[Tpunoxenue 1

K MHCTpYKIMM IO OpraHu3aluu
paboTHl apxuBa U HOpMHPOBAHUA
3NIEKTPOHHOTO APXHBAa B aIlapaTe
MHUpOBOTo cyapu Henenkoro
ABTOHOMHOTO OKPYTa, YTBEPKICHHOU
npukas3oMm JlemaprameHTa HugpoBoro
Pa3sBUTHA, CBA3H H MaCCOBBIX
KOMMYHHKAIUH

HeHenkoro aBTOHOMHOTO OKpyra

0T 21.02.2022 Ne 6

HaumeHoBanme cyneOHOTO y4acTka YTBEPXJAIO
MupoBoii cyapa cyaeOHOTO ydacTKa
OIINCH Ne (®.N.0)
JIe]I IOCTOSSHHOT'O XPAHCHHS « » 20 T
3a TO/,
(moamucs)
Ne | UHpekc nena 3aronoBok nena Kpaiinne Konuuaecrso | Ilpumevanue
/1 IaThel JINCTOB
1 2 3 4 5 6

Hassanue pasgena

B maHHBIN pa3Aen OMMCH BHECEHO

(uppaMu 1 IPONHUCHIO)
aen,
, B TOM YHCJIE:

¢ Ne mo Ne
JUTEPHBIA HOMEPA:
MPOMYIICHHBIN HOMEPA:

HavMeHOBaHHE TOIGKHOCTH
COCTaBUTENS OIUCH Ioamnwmce Pacmudposka noamucu

PaboTHHK, OTBETCTBEHHBIH
3a paboTy apxuBa [Toamice Pacmmgposka moanucu

COI'JTACOBAHO

IIpoTOKON SKCIIEPTHOH KOMHCCHH
CyZIeOHOTO yJacTKa
OT « » Ne
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HaumMeHoBaHue cyieOHOro y4actka

IIpunoxenue 2

K MHCTPYKIMH TTO OpraHu3aluu
paboTsl apxuBa ¥ GOPMHUPOBAHUA
3JIEKTPOHHOTI0 apXUBa B amIapare
MHUpPOBOro cyapu Henenkoro
ABTOHOMHOTO OKpYTa, YTBEP:KAECHHOM
nmpuKka3oM JlemapraMmeHTa LU(ppPOBOTO
Pa3BUTHA, CBA3H U MACCOBBIX
KOMMYHHKAIUH

Henenxoro aBTOHOMHOTO OKpyTa

01 21.02.2022 Ne 6

YTBEPXIAIO

Muposoii cyaps CyacOHOTO y4acTka

OITHCH Ne
nen BpeMeHHbIX (cBbime 10 et) (®.1.0.)
CPOKOB XpaHEHH « » 20 T
3a roj
(mopmuck)

Ne | Uupekc | 3aronoBok nena | Kpaiinue Cpok Konuuecrso | IIpumeuanue
n/m aena IaThl XPaHCHUs JINCTOB

1 2 3 4 5 6 7

Hazpanmue pasnena

P

B nanHHbIM pa3aen onucu BHECEHO

(tmdpamu 1 IPOTIHCHIO)

ACII,

¢ No no No

, B TOM YHCJ]E:

JUTEPHBIA HOMEpA:

MPOITYIIEHHBIM HOMEPA:

HamMenoBanme DOIKHOCTH
COCTABUTEJIA OITHUCH

PaboTHUK, OTBETCTBEHHBIH
3a paboTy apxuBa

COI'JTACOBAHO
IIpoTOKON SKCIIEPTHOM KOMUCCHH
CyZIeOHOTO yJacTKa

OT « » Ne

[Togmucs

[loammch

Pacmudposka mognucu

Pacmmgposka moamucu
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[Tpunoxenue 3

K MHCTpYyKIIMM no opraHu3anuu
paboThI apxrBa U POPMHUPOBAHHUS
SJICKTPOHHOTI'O apXWBA B ammapare
MHpoBOro cyabH Heneukoro
ABTOHOMHOT'O OKPYTa, YTBEPXKACHHOM
npukasom Jlenapramenta nudpoBoro
Pa3BUTHA, CBA3H U MacCOBBIX
KOMMYHUKAITUH

HeHenkxoro aBTOHOMHOTO OKpyTa

07 21.02.2022 Ne 6

YTBEPXJIAIO
MwupoBoit cyaps cyneOHOro ydacTka

OITMCH Ne
SNEKTPOHHBIX JEIT (©.11.0.)
IIOCTOSIHHOTI'O XPaHEHHS « » 20 T,
3a roJ
(moamucs)
Ne [ Unpexc nena | 3aronosok nena | Kpaitnue natel | KomuuecTso IIpumeuanue
/T JIUCTOB
1 2 3 4 5 6
B nanubii pazaen onucH BHECEHO
(mdpamMu 1 IPONMHCHIO)
ACI,
¢ No mo Ne ,
00BEMOM Mo.
HaumeHoBaHHE TODKHOCTH
COCTABHTEIA OIUCH [Topmuce Pacimm¢poska moanucu
PaboTHUK, OTBETCTBEHHBIM
3a paboTy apxuBa [Toamuce Pacumdposka moamnucu

COI'JTACOBAHO

IIpoTokon 3KCIEpTHON KOMHCCHH
CyJIeOHOTO yJacTKa

OT « » No




32

[Ipunoxkenue k omucu Ne
3JEKTPOHHBIX JIEN
IIOCTOSIHHOT'O CPOKa XPaHECHHA
3a rog,

Peectp JOKYMEHTOB (KOHTEHHEPOB 3JIEKTPOHHBIX JOKYMEHTOB) SIIEKTPOHHOTO Jena |

Ne equHML] XpaHEHUS TIO OTIHCH Hunekc nena
3aroyioBOK zena
JlaTa noxymeHTa Per.Ne HaumenosaHue Oovem, M6 IIpumeuanue
JOKYMEHTA JOKYMEHTA
1 2 3 4 5

HanmeHnoBaHME NOILKHOCTH
COCTaBHTEIA OITUCH [Topmuce PacmngpoBka moammicu

! CocTaBgeTcs Ha KaXI0€ NEKTPOHHOE JETO.
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HammeHoBaHME CyIcOHOTO yIacTKa

3

[Tpunoxenue 4

K MHCTpyKIMHY 10 OpraHu3anuu
paboThI apxuBa U POPMHUPOBAHUIL
3JIEKTPOHHOIO apXHBa B aImapare
MHUPOBOro cyapu Henenkoro
ABTOHOMHOT'O OKPYTa, YTBEPKIEHHOH
npuka3zoM JlemaprameHTa UPPOBOTO
Pa3sBHUTHA, CBA3H K MaCCOBBIX
KOMMYHHKaUH

Henenxoro aBTOHOMHOTO OKpyTa

01 21.02.2022 Ne 6

YTBEPXIAIO
MHmupoBO# cyapa cyaeOHOro y4acTka

OIINCDH Ne
3JEKTPOHHBIX JEJI BPEMEHHBIX (®.N.0))
(cBeIimme 10 51eT) CPOKOB XPAHEHUS « » 20 1.
3a rojg
(moamucs)
No Hunexc 3aroaoBokK Kpaiinue Cpoxk Konuuectso | [Ipumeuanue
n/m nena nena JIATHI XpaHeHHs] JIUCTOB
1 2 3 4 5 6 7
B naHHBII pa3gen onucH BHECEHO
(1mdpamu 1 IPONHCHIO)

AcL,
¢ No mo Ne , B TOM YHCJIE:
JTUTEPHBIA HOMEPA:

MPONYMICHHBIM HOMEPA:

Hawnmenosanue n0mKHOCTH

COCTaBHUTENIA OTIUCH [Toamace Pacmmdposka moanmcu
PaboOTHHK, OTBETCTBEHHBIH

3a paboTy apxuBa ITonmuce Pacnmdposka moanucu

COI'JTACOBAHO
[IpOTOKON SKCTEPTHON KOMHUCCUH
CyZIeOHOTO yJacTKa

OT « » No
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[Ipunoxenune k onucu No
3JEKTPOHHBIX JE]T BPEMEHHBIX
(cspie 10 11€T) CPOKOB XpaHEHHSA
3a TOJI

PeecTp JOKYMEHTOB (KOHTEMHEPOB 3JIEKTPOHHBIX JJOKYMEHTOB) 3IEKTPOHHOTO Jiena |

Ne euHUI XpaHEHHS IO OTIHCH HUnpekc gena
3aronoBoK Jenia
JlaTa nokyMeHTa Per Ne HaumeHoBaHue O6vem, M6 IIpumeyanue
JIOKYMEHTa JIOKYMEHTa
1 2 3 4 5

Haumenosanue n0JmKHOCTH
COCTaBHTEIA OTIMCH [Noanuce PacmmdpoBka moamicH

! CocTaBngeTcst Ha KaXKI0€ DIECKTPOHHOE JETIO.
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[Ipunoxkenue 5

K MHCTpYKIHM O OpraHu3anuu
pabGoTsl apxuBa ¥ GOPMHPOBAHHA
3JIEKTPOHHOTO apXHBa B allllapare
MHPOBOTO cyapu Henenkoro
ABTOHOMHOTO OKPYTa, YTBEPKIECHHOM
nmpuka3oM JlemaprameHTa LU(ppOBOTO
Pa3BUTHA, CBA3H U MaCCOBBIX
KOMMYHHKAIUHN

Henenkoro aBTOHOMHOTO OKpyra

ot 21.02.2022 Ne 6

HauMeHoBaHHE CyIEOHOTO y4acTKa

PEECTP OIIMCEHN AOEJI
Hauar
OxoHueH
Ne | Ne Ne | HaszBanu Kon-Bo nen B onucu Kpaiinu | Kon- | Kon- | Ilpum
n/ | ¢oun | onuc | e onucH [octosHmHoO Bpementor | ©/aTHl BO BO | -HHE
n a " rocpoka | o (cBbiwe JHCTO | 3K3-
XpaHeHus JIET) BB poB
CPOKOB OIKCH | OMHC
XPaHEHHUST H
1 2 3 4 5 6 7 8 9 10
Bceero xpanuTes B apxuse OTIMCEH, U3 HUX:

(up¢paMH U TIPOTMHCHEO )
[TocTostHHOTO XpaHEeHUA

(umdpaMu 1 TPOMHUCHIO)
BpemeHHOro XpaHeHus (cBbinie 10 jier)

(mdpaMu u TIPOTTHCHIO)
B Tom umcne mocTynuiio B roxy omnucen,
(¢ paMu u NPOMHUCHIO)
B TOM umcIie BRIOBLIO B roay OMHCEH.

(1mdpaMu 1 NPOIHCHIO)

PaboTHUK, OTBETCTBEHHBIN
3a paboTy apxuBa IToamuce Pacmmdposka moamucu
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JINCT-3ABEPUTEJIb JEJIA Ne
B nene npomuTo U MpoHyMepoOBaHO

[Ipunoxxenue 6

K MHCTpYKIMHM o opraHu3anum
padoThI apxuBa v HOPMHPOBAHHA
3NEKTPOHHOTO apXWBa B almapare
MHpOBOTO cyabu Henenkoro
ABTOHOMHOTO OKpYTa, YTBEPIKICHHOM
npuka3zom JlemapramenTa uudpoBoro
Pa3BUTHA, CBA3H U MAaCCOBBIX
KOMMYHUKALH

HeHenkoro aBTOHOMHOTO OKpyra

o1 21.02.2022 Ne 6

(um¢paMu ¥ IPOITHCHIO )

ycTa (OB)

¢ Ne mo Ne

, B TOM YHCJIIC:

JTUTEPHBIA HOMEpa!

MPOITYINEHHBIM HOMEPA:

JIMCTOB BHYTPEHHEHN ONUCH

OcobeHHOCTH (hU3UIECKOr0 COCTOSHUS M (POPMHIPOBAHUS Hesa Howmepa nucros

1

2

HanmeHoBaHHME DOILKHOCTH
COCTABUBILETO 3aBEPUTEIIBHYIO

HaJIIIHUCh Iloammcs

Pacuudposka nmoanucu




BHyTpennsas onuch 10kyMeHTOB Jienma Ne
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[Ipunoxenue 7

K MHCTpYKIMM 1o oprasu3anuy
padoThI apxuBa U POPMHPOBAHHUSA
JNEKTPOHHOTO APXHBA B aIapare
MHpPOBOTro cyabsH HeHenkoro
ABTOHOMHOTO OKPYTa, YTBEPIKIEHHOM
npuka3om Jlermapramenra mudpoBoro
Pa3BHUTHA, CBA3H H MAaCCOBBIX
KOMMYHHUKAIUH

Henenkoro aBTOHOMHOTO OKpyra

ot 21.02.2022 Ne 6

3a rox
Ne n/m Hnnexc Hata 3aroioBOK Howmepa IIpumeyanue
NOKYMEHTa IOOKyMEHTa JIMCTOB
nena
1 2 3 4 5 6
Hroro JOKYMEHTOB.

(umdpaMu U TPOMUCHIO)

KonuyecTso nMCTOB BHY TPEHHEHN OIMUCH

HammenoBaHue mOIDKHOCTH
COCTaBHBIIETO BHYTPECHHIOK) OIHCH

AOKYMCHTOB aciia

Harta

(unpamMH U TPOITHCHIO )

[Toammce

Pacmm¢poska




HaumMeHnoBanue cyae0HOTO y4acTka

AKT

« » 20 Ne
O BBIACICHUU K YHHUTOKECHUIO
APXUBHBIX JOKYMEHTOB, HE
MOIEKAIINX XPAHEHHIO

Ha ocHOBaHUU

38

[Tpunoxenue 8

K UHCTpYKLIMH O OpraHu3anmn
paboTeI apxuBa H GOPMUPOBAHHA
3NEKTPOHHOTO apXHBa B alapaTe
MupoBoro cyaesu Heneroro
ABTOHOMHOTO OKpPYTIa, YTBEPKACHHOM
npuka3zom [enapramenTa iudgpoBoro
Pa3BHUTHA, CBA3H U MaCCOBBIX
KOMMYHUKAaLUH

HeHenkoro aBTOHOMHOTO OKpyra

01 21.02.2022 N 6

YTBEPXIARO
MmupoBoii cybs CyIeOHOTO y4acTKa
(®.11.0))

« » 20 r
(moxmuch)

(HaSBaHI/IC M BBIXOJHBIC JaHHBIC NICPCUHA JOKYMCHTOB C YKa3aHUCM CPOKOB HX

XpaHEHUA)

OTO 6p aHbl H YHHYTOKCHBI

KaK HE HMCIOIIHE HAYYHO-UCTOPHYECKOH LIEHHOCTH

U yYTPaTUBLIHE MPAaKTUYECKOE 3HAYEHHE JOKYMEHTEHI
(HasBanue GhoHIA)
Ne 3aronoBok | I'omer | Howmep Homep | Kon- Cpokn IIpumeuanue
n/n nena ormucu’ Aena 1o BO XpaHEeHUs U
(rpynmoBoi ONHUCH aen HOMepa
3aroJIOBOK cTaTel no
niena) MEPEYHIO
1 2 3 4 5 6 7 8
Hroro E€MHULl XPAaHEHUS 32 TOMBI.

(tmdpaMu U IPOTIHCHIO)
Onrcu e TOCTOSHHOTO XPAHCHUA 3a

cy1eOHOro yyacTKa (IIPOTOKOJ OT

roasl yTBEpxkIACHB OK

Ne ).

PaOOTHHK, OTBETCTBEHHBIA
3a paboTy apxXuBa

ITopmuch

Pacmmdposka moamucu

! Ipu BHIACJICHHH K VHHYTOMKEHHIO JOKYMEHTOB TIPH TOATOTOBKE JEN K MEpeaade B apXuB Cyaa rpadwr 4 u 5

HC 3aII0JIHAKOTCA.
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COI'JTACOBAHO
IIpOoTOKOII 3KCIEPTHONM KOMHCCUH
Cy/IeOHOTO yJacTKa

OT « » Ne

JIOKyMEHTBI B KOJIHYECTBE €TUHHULL XPaHEHHUs
(umdpaMu 1 NPOIHUCHIO)

Ha OyMa)KHOM HOCHTEIIE BECOM KI' CJAaHBI HA YHHYTOXKCHHUE;

Ha 3JICKTPOHHOM HOCHTEJIE CAAHEBI HA YHHYTOKCHHC

(cioco6 yHHYTOKEHHS )

HaumenoBanue nomKHOCTH
pabOTHHKA CyAeOHOTO yJacTKa
CHABLIETO JOKYMEHTBI [Moanuce Pacumdposka moanucu

PaboOTHHK, OTBETCTBEHHBIH

3a paboTy apxuBa,

BHECIIIHMM U3MCHCHHUS B

YYCTHBIC TOKYMCHTBI ITonmuce PacuimdpoBka moamucu

Hata
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[Ipunoxxenune 9

K MHCTpYKIMHM O oOprasusanuu
padoThl apxuBa U HOPMHPOBAHHA
3NEKTPOHHOTO apPXUBA B AIMAPaTe
MHpOBOTO cyapl Henenkoro
ABTOHOMHOT'O OKPYT'a, YTBEPKIACHHOM
npukaszom JlemapramenTa uudpoBoro
Pa3BUTHSA, CBA3H U MacCOBBIX
KOMMYHHKaIUW

HeHenkoro aBTOHOMHOTO OKpyra

o1 21.02.2022 Ne 6

ITacnopT apxuBa cyae6HOro yyacrka

Ne HA < » 20 T.
1. OOuiue cBeneHUsI
Kox cTpoku Konu4ecTso GOHIOB ILnomans 3arpy>k€HHOCTb
ApXUBOXPAHUJINI KB.M | apXHUBOXPAHIWIHIN, Yo
A 1 2 3
101
2. CaegeHus 0 JOKYMEHTAX
ITokazarenu | Kon KonuuectBo enuHML XpaHEHUs
CTPO | Bcee | Kpalinue natel N3 Hux BHECEHO Xpanurcs | Obpasy
KH ro B OIKCH CBEpPX ercst
Hauan | Kone | Bce | KpaliHue gatel | YCTaHOBJIE | B ron
bHas | yHast | ro | Hayan | Kone HHOTO nen
bHas | 4Had CpoKa
A b 1 2 3 4 5 6 7 8
IMoctosannoro | 201
XpaHHHs!
3. Kaapsi
Kon cTpokn Konn4ecTBO ITaTHBIX paOOTHHUKOB
301

4. ¥YcaoBusi XxpaHeHHSs TOKYMEHTOB (HYKHO€ NMOXYEPKHYTb)

ApXUBOXpaHWIULIA Ects, Het, Cyxue, coipbie; CBeTible, TEMHbIE
Oromnenne IlenTpanbHOeE, NIEYHOE, OTCYTCTBYET
Merannuueckue, nepeBsiHHBIE,
Crennaxu
KOMOWMHHPOBAHHBIE, HET
I kadsr JlepeBsHHbIC, METAJUTHYECKHE, OTCYTCTBYIOT
Curnanuzanyst IloxapHasi: €CTb, HET, OXpPaHHAs: €CTb, HET.
TeMmnepaTypHO-BJIAXXHOCTHBIN PEXXUM Cobmonaercs, He cOOMOaaeTCs
«_» 20 I.
Muposoii cynss HAO IMoamuce Paciudposka moamvcu

®UO u renedoH HCITOTHUTETS

! TIpu coCTABICHUE NACTIOPTa ApXUBA LENeCO00pasHO B CTPOKE 201 BHOCHTD JAHHBIC O AC/IAX MOCTOSIHHOTO XPAHCHHA
OTACIBHO 0 TPAKIAHCKHM, YTOIOBHBIM, AAMHHUCTPATHBHBIM JE/IAM.
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IIpunoxenue 10

K MHCTpYKIMM O OpraHu3anyu
paboTHI apxuBa H HOPMHUPOBAHHUS
3JIEKTPOHHOTO APXHBA B aNIapaTe
MHpOBOro cyaeu Henerxoro
ABTOHOMHOTO OKPYTa, YTBEP3KICHHOM
npuka3om /lemapramenTta udpoBoro
Pa3BHUTHA, CBA3H H MACCOBBIX
KOMMYHHUKAIUH

Henenkoro aBTOHOMHOTO OKpyTra

o1 21.02.2022 Ne 6

HaumeHnosanue cyneOHOTO y4acTka YTBEPXJIAIO
MHupOBO# Cyaps CyIcOHOTO yJacTKa
AKT
«_» 20 Ne (®.1.0.)
00 yTpaTe JOKyMEHTOB « » 20 T

(momnuce)
®om Ne

(nasBanue GpoHmA)
B pesymberare YCTAaHOBJIEHO OTCYTCTBHE B (poHmE
IIEPEYUCIICHHBIX HIDKE JE€N, TPEIUPHUHATHIE apXHBOM MEpPHI TO PO3BICKY JEN
IIOJIOKHUTENBHBIX PE3YJIbTaTOB HE AANM, B CBA3H C YEM CUMTACM BO3MOXKHBIM CHATDH

C yyera:
Ne Enununa 3aroioBOK Kpaitane nater | Komugecrso | IIpeamnomaraem
/0 | XpaHEeHus €AVHULIbI JIUCTOB bI€ IPUIUHBI
Ne XpaHEHHUs (o6pem, MO) OTCYTCTBHUSA
1 2 3 4 5 6
Hroro €IMHHUL] XPAaHECHHUS.

(g paMu ¥ IPOTTHUCHIO)
ConepxaHue yTpaueHHbIX MaTEPHATIOB MOJKET OBITh YACTHUYHO BOCIIOTHEHO CJIETYIOTIIUMHU
€ IMHULIAMU XPaHEHUSI:

(HOMepa eIMHUIL] XpPAHEHUA U UX TPYITIOBEIE 3aT0JIOBKH)

PaOoTHHK, OTBETCTBE HHBIH
3a paboTy apxHuBa [Monmucs PacmudpoBka moamucu

COI'NTACOBAHO

[IpoTOKOI 3KCNIEPTHON KOMUCCHHU

CynAeOHOTO yyacTKa

OT « » Ne

V3MeHEHHA B y4ETHBIE JOKYMEHTHI apXHBA BHECEHBI.

PaOoTHUK, OTBETCTBEHHBIM 32 padOTy apXHBa [lonmmce PacumdpoBka noamucu
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IIpunoxenue 11

K MHCTpYyKImMM no opranmsanyu
paboThl apxuBa U POPMHUPOBAHUA
3JIEKTPOHHOTO aPXUBA B aIapare
MHUpPOBOro cyapu Henenkoro
ABTOHOMHOTO OKPYTa, YTBEP:KICHHOM
nmpuKa3oM JlemaprameHTa LU(ppoOBOTO
Pa3BHTHA, CBA3H U MAaCCOBBIX
KOMMYHHKAITAH

HeHenxoro aBTOHOMHOTO OKpyTa

o1 21.02.2022 Ne 6

HaumeHoBaHue CyieOHOTO y4acTKa YTBEPXJAIO
MupoBo# cybst CyaeOHOro y4acTka
AKT (©.1.0.)
«_» 20 No « » 20 T
ITpoBepKkH HATMYHA U COCTOSHHUS
aApPXHBHBIX JIOKYMEHTOB
(moamucs)

®oun Ne

(HasBanme GoHaA)
Homepa ommcei
[TpoBepka mpoOBOAMIIACE C o

[IpoBEPKOI YCTAHOBIIEHO:

1. Yucmures o OMMCAM AL € IMHUIL] XPAHEHHUS.
(KOMA4IeCTBO LpaMu U MPOIIHCHIO)

2. BBbISABICHBI TEXHHYCCKHE OUTHOKH:

2.1. HMmerorcsa muTepHBIE HOMEDA:

a) HE YYTCHHEBIE B UTOTOBOM 3aMUCH € IMHUI] XPAHEHHS
(KomM4IecTBO U(PAMHU ¥ MPOIUCHIO)
0) HE MEePEUYHCIICHHBIE, HO YYTCHHBIE B HTOTOBOH 3AIHCH ¢ IMHHL XPAHCHHA.

(konmHu4ecTBO 1H(PaMU U MPOIIHCHIO)
2.2, IlponymeHO HOMEPOB:

a) He YYTEHHBIE B HTOTOBOM 3aIMCU € IMHUI] XPAHEHMUS,
(KoM4ecTBO MU(PAMH U TIPOITUCHIO)
0) HE IEePEYHCICHHBIC, HO YYTCHHBIE B HTOTOBOH 3aITHCH € TMHUL] XPAHEHHSI.

(xonu4yecTBO HH(pPaMH U IPOMHUCHIO)
2.3 Jlpyrue, B pe3yibTaTe 4ero 00beM:
VBenuuucs Ha € IWHUIL] XpPaHEHHS,
(KONMHYECTBO LH(PaMH U MPOIHCHIO)
Y MeHbIMIIC Ha € IMHHL] XPAHCHHSI.
(konmuuecTBO IH(PAMU H IPOIHCHIO)
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3. Yncmares o OTIUCAM B pesynbTaTe yCTpaHEHHS TEXHUYECKUX

OIMHOOK € IUHUILl XPAHEHUS.
(KOMM4ecTBO IM(paMu ¥ MPOTHCHIO)
4. He oka3ajoch B HATHYHH € IMHHIL] XPaHEHHS.

(koMH4ecTBO IH(PaMHU U IIPOIIHUCHIO )

5.Umeerca B HanuuuH 10 JaHHOMY (oHIy (BKIIOYEHHBIX B OITHCH)
€AUHUL XpPAaHEHU,

(xoHuecTBO IH(pPaMH U TPOIHCHIO)
UX HHX TPEOYIOIIHX:

a) Ae3uH(peKLHUH € ITHHUL] XPAHEHHS,
(konu4ecTBO M(PPAMH U IIPOTHCHIO)
0) He3UHCEKIHH € IHHHILI XPAHEHHU,
(xomH4ecTBO 1H(PaMHU U MPOIHUCHIO )
B) pecTaBparyu ¢ IHHHUL XPAHCHHA,
(kOH4YECTBO I PaAMHU U IPOIHCHIO)
T) TIeperIeTa U OAIIHBKH e IUHUI] XPAHCHHS,
(KOJHYECTBO IH(PpaMU U TPOTIHUCEIO )
I) BOCCTAHOBIICHHA 3aTyXaIOMIUX TEKCTOB ¢ TUHUI] XPAHCHHS,
(konM4ecTBO M paMu U IPOIHCHIO )
€) HEUCITPABHMO TTOBPEKICHHBIX ¢ IMHUI] XPAHCHHS,
(KOTHYECTBO ITU(paMHU U MPOIHCHIO)
6. VimeeTcs He BKIIOYEHHBIX B OITUCH CTUHUIT XPAHEHHUS

(Konmu4ecTBO IM(paMy H MPOMHCHIO)
7. Utoro mo manHOMYy (GOHIY (BKIFOUCHHBIX M HE BKIIOYCHHBIX B OMHCH), HMEIOIIHAXCA
B HAJTHYHH € ITHHHUL XPAHEHUS,;
(konuyecTBO 1 pPaMH U IPOMKCHIO)
8. XapakrepucTuka yCIIOBHI XpaHEHHS

(Yka3aTh OCHOBHBIC OTPHIIATEIHHBIC ABJICHUA B COCTOAHHH H YCIOBHAX HX XPAHEHHA)

ITpoBepKy mpoBOAHIIH:

Haumenosanme
IOJDKHOCTEH PaOOTHHKOB IToamucn PacnmidpoBka moamicei

Harta
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[Tpunoxkenue 12

K MHCTPYKIMU TI0 OpraHU3alHuu
paboTsl apxuBa ¥ GOPMHUPOBAHHA
3JIEKTPOHHOT'O apXHBa B aIaparTe
MHUPOBOro cyapu Henenkoro
ABTOHOMHOTO OKPYI'a, YTBEPKIEHHOM
mpuKka3oM JlemapramMmeHTa LU(poBOTO
Pa3BUTHA, CBA3H H MaCCOBBIX
KOMMYHHKAITAH

Henenkoro aBTOHOMHOTO OKpyra

o1 21.02.2022 Ne 6

Haumenosanue cyieOHOTO y4acTKa YTBEPXJIAIO
MupoBoii cyaps cyaeOHOro yyacTka
AKT (®.1.0.)
« » 20 Ne « » 20 T

0 TEXHUYECCKHAX OIMHUOKAX
B YYETHBIX JIOKyMEHTAX

(moamuch)
®onpg No
HasBanue dhonna
B xome BbIMOJIHEHHS OOHAPYKECHBI
TCXHUYECKUC OINHOKH B 3AITHCAX
Howmep noxymenTa CyiecTByro1as 3anuch Crnenyert 3amucaThb
1 2 3

B pe3ynbraTe KOIMYECTBO €AMHUL XPAHEHUS YBEIHIWIOCH (YMEHBIIHIOCH) Ha
€IMHHULl XPAHEHHA.

[Ipumeuanus:
Haumenosanue
IO/DKHOCTH Pa0OTHHKA IToamuck Pacmudposka moamucu

HU3meHeHMd B YUETHBIE JOKYMEHTBI BHECCHBI.

PaboTHHK, OTBETCTBEHHBIM
3a padoTy apxuBa [Tognuce PacmmdpoBka moanvcu
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[Ipunoxenue 13

K MHCTpyKIMH 110 OpraHu3auuu
paboTel apxuBa U POPMHPOBAHHA
3NEKTPOHHOIO apXHBa B armapare
MHpPOBOTO cyapu Henerkoro
ABTOHOMHOTO OKPYTa, YTBEPKICHHOM
npukas3oMm [lemapramenTa nupugpoBoro
Pa3BUTHA, CBA3H H MaCCOBBIX
KOMMYHHUKAaLUH

HeHenkoro aBTOHOMHOTO OKpyra

o1 21.02.2022 Ne 6

HanMeHoBaHHe CyqeOHOTO yuacTKa YTBEPXJIAIO
MupoBoii cyabs CyIcOHOTO y4acTKa
AKT

«_» 20 Ne (®.N.0)

00 YHHUYTOKEHHH JTOKYMEHTOB (He « » 20 T

OTHOCAIIUXCA K JaHHOMY (poHAY,

HEYYTCHHBIX )
(mopnuch)
B xone
(Buz pabdbor)
OOHapy>keHO
(B honae, xpaHuHIIEe, padoIeM IIOMEIICHUH)
Ne 3aroJioBOK MIudp Kpaitnne | Konmuuectso | K kakomy | Ilpumeuanue
/m emuHULBl | (ecin ecTb) TaThl JTHUCTOB bonny
XpaHEeHUs (o6beM, MO) | orHOCHTCA
1 2 3 4 5 6 7
HToro oOHaApYyXEHO TOKYMEHTOB
(um¢paMu ¥ POTIKCHIO)

HanmenoBaHue
JOJDKHOCTH pabOTHHKA IToanuce Pacimugposka moamucu

M3MeHeHUs B yUeTHbIE€ JOKYMEHTHI BHECEHHBI.

PaOOTHHK, OTBETCTBEHHBIH
3a paboty apxuBa [loammce PacmudpoBka moamacu
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[Ipunoxenue 14
K MHCTpyKIMHM 10 OpraHu3aLuu
paboTeI apxuBa ¥ HOPMHUPOBAHUA
3NEKTPOHHOTO aPXHBA B allllapaTe
MHUPOBOTO cyapu HeHnenxoro
aBTOHOMHOIO OKPYTa, YTBEPKIACHHOU
npHukasoM JlemapTramenTa LudpoBoro
Pa3BHTHA, CBA3H U MACCOBBIX
KOMMYHHUKAIUH
Henenkoro aBTOHOMHOTO OKpyra
01 21.02.2022 Ne 6

KHUI'A BBIJAYU AEJI Ne
Hauvata
OxoHueHa
Ne Hara Komy Pacnucka B Jara Pacnucka B | IIpumevanue
/m BBLIAYH BBIAAHO, C | MOJyYeHHH | BO3BpaTa | BO3BPAIICHHUU
KaKou aena nena
LEJIbIO
1 2 3 4 5 6 7
Hroro B rOAy BBIIAHO U3 XPAaHWJIHIIA €IUHAL XPAHCHHA.
(mdpaMu 1 TPOIHCHIO)
Havmenoranue
IOJLKHOCTH PAOOTHHKA,

COCTaBHUBHICT'O UTOT'OBYHO 34IMHCH

Hata

Iommmce

PacmmdpoBka moamucu
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[Ipunoxenue 15

K MHCTpYKIMM O oprasu3auuy
paboThl apxuBa U GOPMHPOBAHHUS
3JICKTPOHHOTO aPXHBA B AIIIapaTe
MHpOBOTO cyabHn Henenkoro
ABTOHOMHOTO OKPYTI'a, YTBEP:KICHHOU
npuka3zom Jlemapramenrta uupoBoOro
Pa3BHTHA, CBA3H U MACCOBBIX
KOMMYHHKAITAH

Henernkoro aBTOHOMHOTO OKpyra

01 21.02.2022 Ne 6

HanmMeHoBaHHE Cy€0HOTO yYacTKa

JIMCT UCTIOJIb30BAHIA NOKYMEHTOB

®onpm Ne Ormrice Ne Heno Ne
3aronoBokK jena
Hata Komy Xapakrep Ne IMoanuck numa,
UCIMOJIb30BaHUS BBIIAHO UCTIONIB30BAHMSl | HCIOJIb30BAH- | HMCIOJB30BABLIETO
(bammnns, (xonuposanue, HbIX JIUCTOB aeno
HNHHULOHaJbl BBIITUCKHA,
pazbopuuBO) MPOCMOTP)
1 2 3 4 )




HanmveHoBaHHE CyAeOHOTO y4acTKa

48

IIpunoxenue 16

K MHCTpYKUIMM MO OpraHu3anmu
padoTsI apxuBa U GOpMUAPOBAHKA
3NEKTPOHHOTO apXHBa B aIapare
MHpPOBOTro cyabpu HeHnenkoro
ABTOHOMHOTO OKPYTa, YTBEPKIACHHON
mprka3zom Jlermapramenra uu)poBoro
Pa3BUTHA, CBA3H H MACCOBBIX
KOMMYHHKALIH

Henenkoro aBTOHOMHOI'O OKpyra

o1 21.02.2022 Ne 6

KAPTA - BAMEHUTEJIb IEJIA

Heno

(Ne u Ha3BaHHE)
Ommics

(Ne u HasBaHue)
DoHp

(Ne 1 Ha3BaHUE)

BBII[aHO Ha BPEMCHHOC MOJIb30BAHHC!

Ne @.1.0. Hara Bblgaun Hara IMonnuce Ionnuce
/i NOJIb30BATEIS BO3Bpara BBIIABIIIETO | ITOJYYHMBIIETO
neJIo JeJ10
1 2 3 4 5 6




49

IIpunoxenue 17

K MHCTpyKIMH 110 OpraHu3aiuu
paboThI apxuBa U PopMHPOBAHHUA
3NEKTPOHHOTO aPXHBA B aIlapare
MHUpPOBOTO cyapu Henenkoro
ABTOHOMHOTO OKPYTa, YTBEPKIEHHOM
npukazoM JlemaprameHnra mugpoBoro
Pa3BHUTHA, CBA3H H MAaCCOBBIX
KOMMYHHKaIUW

Heneuxoro aBTOHOMHOTO OKpyTa

o1 21.02.2022 Ne 6

OBPA3EILL HAKJIEMKH
C 3ABEPUTEJIbHOM HAIIITCHIO, H(;HOJILWEMOPI
ITP1 O®OPMJIEHWH 3ABEPEHHBIX KOITMH CYJIBEHBIX AKTOB

HaumenoBanue cyaeOHOT0 ydacTka
Mwuposo# Cyapa
[IpoHyMEPOBAHO M CKPETIEHO
TeYaTHIO JHUCTOB

MOAIHCH




HammMenoBanue cyeOHOTO MpHKa3a

50

[Tpunoxxenue 18

K MHCTPYKIMH IO OpPraHUu3aLMU

padoThl apxuBa U POpMHUPOBAHUSA
3JIEKTPOHHOTO apXHBa B aIapare
MHUpPOBOTO cyapu Henerkoro
ABTOHOMHOTO OKPYTa, YTBEPXKJICHHOM
npukaszom JlemapramenTa mupoBoro
pa3BUTHA, CBA3H U MACCOBBIX
KOMMYHUKAIUH
Henenkoro aBTOHOMHOTO OKpyra
o1 21.02.2022 Ne 6

KYPHAII
perucTpauuy BbIAAHHBIX KOMHH, BBINTMCOK, JOKYMEHTOB
Ne ABTOp Harau | Comepxa | Ha3BaHue Jlara u Pacnucka s | Ilpu
n/ | 3ampoca, perucTp. HUE BBIJAHHOrO | peructp. Ne | mosnyyeHun | meda
Il | UCX. HOMED, Ne 3ampoca | JOKyMEHTa | BBIIAHHOTO | WJIH JaTa HUE
nara, afpec, | 3ampoca (xomus, NOKYMEHTa | OTIPaBKH
Tened. BBIITHCKA,
HOMEP CIpaBKa
U Ipyroe)
1 2 3 4 5 6 7 8




