[Ipunoxenne Ne20 k y4eTHON NOJTUTHKE
I'AY3 «ELIPb»

IMon0:xxenne 0 xpaHeHuM (MOJAMIUBKE) NEPBUYHBIX JOKYMEHTOB, YYeTHBIX PErHCTPOB U
OyXraJrepckoil 0T4eTHOCTH (1J11 OI0sKeTHOM cepbl)

['ocynapcTBeHHOE aBTOHOMHOE yUpeKIeHUE 3paBooxpaneHus «Enadyxckas
[EHTpaTbHas paifOHHAsT OOJIBHHUIIA

1. Hacrosee nonoxeHue pa3paboTaHO B COOTBETCTBUM C MOJI0KeHUAMH DenepanbHOro
3akoHa oT 6 nekabps 2011 r. N 402-®3 "O Oyxrantepckom yuete", DenepanbHOTo 3aKoHa OT 22
okTs0pst 2004 1. N 125-®3 "OO6 apxuBHOM pene B Poccuiickoit ®enmepanuu, mnpukaza
MunucrepctBa KynpTypsl P® ot 31 mapra 2015r1. N 526 "OO yTBepXkIeHHH IpaBUIl
OpraHMu3alMi XpaHEHHs, KOMIUIEKTOBAaHUS, y4€Ta U MCIOJIb30BAHUS JOKYMEHTOB ApPXUBHOTO
¢donna Poccuiickoii denepani U Ipyrux apxXUBHBIX JOKYMEHTOB B OpraHax rocyAapCTBEHHOM
BJIACTH, OpraHaX MECTHOI'O CAMOYTPABJICHNS U OPraHU3alusax".

2. Hacrosiee MmojioKeHHE peryaupyeT MOpsAAOK OpraHu3aldyd XpaHeHHs (MOJIINUBKH)
MEPBUYHBIX JOKYMEHTOB, YUETHBIX PETUCTPOB U Oyxranrepckoil oTuetHocTH B 'AY3 «ELIPb»

3. B cootBercTBuM ¢ 1. 1. cT 29 DepepanpHoOro 3akoHa ot 6 aekadps 2011 r. N 402-03
"O oyxrantepckom yuere" I'AY3 «ELIPb» obecneunBaer XpaHeHHE MEPBUYHBIX (CBOJHBIX)
YUETHBIX JOKYMEHTOB, PETUCTPOB OYyXTaJITEpCKOTO ydeTa B TEUEHHE CPOKOB, YCTAHOBJICHHBIX B
COOTBETCTBUM C IpaBUJIaMU OPraHMU3alMy TOCYAapCTBEHHOIO apXMBHOro nena B Poccuiickoit
deneparyy, HO He MEHee IIATH JIET Moce OKOHYAHHsI OTYETHOTO Tofla, B KOTOPOM (32 KOTOPBIif)
OHHU COCTaBJICHBI.

TAPAHT:

4. XpaHeHue TEPBUYHBIX JOKYMEHTOB, YYETHBIX PETHUCTPOB U OyXraiarepckoi
OTYETHOCTHU opranusyercs pykooaurenem ['AY3 «ELIPby.

5. OOs3aHHOCTH TIO OOECTIEYEHUIO COXPAHHOCTH MEPBUYHBIX TOKYMEHTOB, YYETHBIX
PETUCTpPOB, OYXTaiTepcKoi OTYETHOCTH, O(OPMIICHHIO U Tiepefade MX B apXHB BO3JAraroTCs
PYKOBOJMTENIEM OpraHu3aliuu Ha riaaBHoro oyxranrepa Cyxux C.I1.

6. IlepBuuHble TOKYMEHTBI, YUYETHBIE PETUCTPBI, OYXTaJTEpPCKHUE OTYETHhl MOJJIEKAT
00s13aTeILHON Mepeadue B apXuB.

Jo nepenaun B apxuB ['AY3 «ELPb» nepBuuHbBIE JOKYMEHTBI, yYETHBIE PETUCTPHI,
OyXraiatepckue OTUeThl TOJKHBI XPAHUTHCSA B OyXraiTepuH B CHEIHAIbHBIX MOMEIIEHUSX WU
3aKpBIBAIOIINXCSA MIKa(ax 1Mo OTBETCTBEHHOCTH JIUII, YIIOJITHOMOUYEHHBIX TIIaBHBIM OYXTaITepOM.

7. IlepBUuHbIE TOKYMEHTHI, YYETHBIC PErHCTPhI, OyXTajaTepCcKue OTUETHl 0 Mepeiayd B
apXUB MOJIIMBAIOTCS B JIEJIO.

8. B meno momemaroTcs JOKYMEHTBI, KOTOPBIE IO CBOEMY COJIEP)KaHUIO COOTBETCTBYIOT
3aroJIOBKY Jeja, MpHU 3TOM 3alpeniaeTcss TPYNIUpOBaTh B Jella YEPHOBBIE U AyOJICTHBIC
AK3EMILISPBI JOKYMEHTOB, a TaKXkKe IOKyMEHTBHI, IOJIeXkKallie BO3Bpary.

9. ITpu popmupoBaHuM f1ena HEOOXOIUMO COOITIOIATh CIEAYIONINE TPEOOBAHNUS:

- JOKYMEHTHI TIOCTOSIHHOTO M BPEMEHHOI'O XpaHEeHHs HE0OXOJUMO TPYyNIHUpOBaTh B
OTJICJIbHBIE JIETIA;

- BKJIFOYATH B JIEJIO 110 OJJHOMY IK3EMIUISIPY KaXJA0ro JOKYMEHTa;

- TPyIIIUPOBATh B €TI0 JOKYMEHTHI OJHOIO KaJIEHAAPHOTO roJa.

10. [lemo Ha OyMa)kHOM HOCHTEJIE HE JOJDKHO cojaepkarth Oojee 250 nuCTOB, TpH
TOJILIMHE HE OoJiee 4 cM.

11. JIoKyMEeHTBI, COCTaBIISIOIIME IO Ha OyMa)XHOM HOCHTEINE, IOIINBAIOTCS Ha
YeThlpe NMpoKoia (Ha TpU HpoKoja - s ManoOpMaTHBIX 1ell) B TBEPAYIO OOJIOXKKY HITH
MEPeryICTalOTCsl ¢ YYEeTOM BO3MOXKHOCTH CBOOOJHOIO UTEHHUS BCEX JOKYMEHTOB, JaT, BU3 U



PE30IIIOLMN HAa HUX, METAJIUIMYECKHUE CKPEIUIEHUS U3 JOKYMEHTOB YJAJISIOTCS.

B Havane nena Ha OyMa)KHOM HOCHTENE HpPU HEOOXOJUMOCTU MOJIIMBAIOTCS JIUCTHI
BHYTPEHHEN OINNCH JOKYMEHTOB JIENIa, B KOHIIE Ka)KJIOT0 JIeNa - JINCT-3aBEPUTEID Aea.

12. B mensax obecrneyeHUs COXPAaHHOCTH M 3aKpEIUICHHS MOpsAIKa pPAacCIOJIOKEHUS
JIOKYMEHTOB, BKJIIOYEHHBIX B JIeJI0 Ha OyMa)XHOM HOCHTENE, BCE €ro JUCTHI (KpoMme JHCTa-
3aBepuTeld JieJa U BHYTPEHHEH OMKcH) HyMEpYyIOTCsl B BaJIOBOM IMOPsIJIKE apaOCKuMu udpami,
KOTOpbIE IMPOCTABISAIOTCS B IMPABOM BEPXHEM YIUIy JHMCTa JTOKYMEHTa MPOCTHIM TIpadUTHBIM
KapaHJallloM WM HyMepaTopoM. YToTpeOJeHHe 4YepHMJ U I[BETHBIX KapaHjamenl s
HyMepaluy JINCTOB 3ampemaercs. JIMCTbl BHYTpEHHEN ONUCH TOKYMEHTOB JI€lla HyMEPYHOTCS
OTJEIBHO.

JIuctel fen, cocTosmuMX U3 HECKOJIBKUX TOMOB WJIM 4YacTeH, HyMEpYIOTCA IO KaXIOMy
TOMY WJIM YacTH OTJIEIBbHO.

CrnoskeHHBIN JUCT pa3BOPAUYMBAETCs U HYMEPYETCsl B IIpaBOM BepxHeM yrity. [lpu sTom
aucT moboro ¢opmara, MOAMIMTHIM 3a OAMH Kpail, HyMmMepyeTcsl Kak OJWH JIUCT; JIKCT,
CJIOKEHHBIN U MOAMINTBIN 32 CEPENHY, TOATEKNUT NEPEIINBKE U HyMEPYETCsl KaK OJMH JIUCT.

Jluct ¢ Hariayxo HakJIEEHHBIMH JTIOKyMEHTaMHU HyMepyeTcsl Kak oauH JucT. Ecim k
JNOKyMEHTY TIOAKJIEEHBI OJIHMM KpaeM JpyrHe JOKYMEHTHI (BBIPE3KM, BCTaBKH TEKCTA,
MIEPEBO/IbI), TO KaX/IbIi TOKYMEHT HyMEpPYETCs OTAEIBHO.

[TonmmuTele B A€0 KOHBEPTHl C BIOXKECHUSAMHM HYMEPYIOTCS; IIPH 3TOM BHauaie
HyMepyeTcs KOHBEPT, a 3aTeM OYepeTHBIM HOMEPOM KaXk/I0€ BIIO’KEHHE B KOHBEPTE.

[ToamuTeie B 16710 TOKYMEHTHI C COOCTBEHHON HyMepaluei IMCTOB (BKJII0Yas eYaTHbIe
U3JIaHUs1) MOTYT HYMEpOBaThCsl B OOIIEM MOPSAIKE WU COXPaHATh COOCTBEHHYIO HyMEpAalHUIO,
€CJIM OHAa COOTBETCTBYET MOPSAIKOBOMY PACIIOIOKEHHIO JINCTOB B JIENIE.

B cnyuasx oOHapyxeHus OOJIbIIOTO YHKCIa OMIMOOK B HyMepalMHu JIUCTOB Jieia
NpOBOJUTCA NepeHymepanus. [Ipu Hanuuuu OTAENIbHBIX OMIMOOK B HyMepalMM JHCTOB Jeja
JIOTTYCKaeTCsl yNoTpeOIeHre IUTEPHBIX HOMEPOB JIHCTOB.

13. Jlucr-3aBepuTenb Aeia COCTABISAETCA Ha OTAEIBHOM JIMCTE, B KapTOTEKax - Ha
OTIENbHOM JHCTe QopmaTa KapToukd. JlucT-3aBepuTens Jefa MOANUCHIBACTCS  €ro
cocraBuTeneM. Bce mocnemyronye M3MEHEHHUs B COCTaBE M COCTOSIHUM Jena (TOBpEKICHUS,
3aMEHa TOJUIMHHBIX JIOKYMEHTOB) OTMEYalOTCsl B JIMCTE-3aBEpUTENIE CO CCHUIKOW Ha
COOTBETCTBYIOILIUH aKT.

3anperiaercs BBIHOCUTH JINCT-3aBEPUTEh Ha OOJIOKKY Jela WIIM YUCThIM 000pOT JincTa
NocJeIHero JOKyMeHTa. Eciu eno moamuTo uiy neperuiereHo 0e3 OJaHKa JIMcTa-3aBepuTeds,
OH JIOJIKEH OBbITh HAaKJIEEH 32 BEPXHIOIO YacCTh JINCTA HA BHYTPEHHIOI CTOPOHY OOJIOKKHU B KOHIIE
Jiena.

14. Ha o006noxke €1 TOCTOSHHOTO XpaHEHHsI TMpeaycMaTpUBAeTCS MECTO JUId
HaMMEHOBAHUS T'OCYIApCTBEHHOT0 (MYHHUIIMIIAJIBHOIO) apXuBa, B KOTOPBIM Jejla OpraHu3aluu
OynyTt npuHsaThL. [lpu odopmiieHnn 00JI0KKHU Jiea HaMMEHOBAHHWE OPTraHU3allMU YKa3bIBaeTCs
IIOJIHOCTBIO, B UMEHUTEJIbHOM Majexe. [loaHOoe HauMMEHOBaHME BBILIECTOSLIEN OpraHU3aLUU
yKa3bIBaeTCsl HaJ HAMMEHOBAHHWEM OpraHU3allid - HCTOYHMKAa KOMIUIEKTOBaHMS (TaKke B
MMEHUTEIIBHOM Majexe). Ecim opraHusanuss WM BBIILIECTOANAS OpraHM3alys HMEIOT
COKpaIllleHHbIE HANMEHOBAHHUS, TO OHH YKa3bIBAIOTCA B CKOOKaX IOCJI€ OJHOTO HAaUMEHOBaHUS.

[Ipy wW3MeHEeHMM HAaUMEHOBaHMsS OpraHu3aluu (CTPYKTYpHOTO IMOJpa3/eieHus) B
TE€YeHHE MepHoja, OXBATHIBAEMOr0 JOKYMEHTaMH Jeja, WM MpHU IMepefadye jaeia B JIPYTryro
OpraHuzanio (CTpyKTypHOE TOJpasJelieHHe), Ha OOJOXKe Jefna JOMUCBHIBACTCS HOBOE
HAaUMEHOBAHME JTOW OpraHM3alld WM OpraHu3aluu-TPaBONpPEeMHUKAa (CTPYKTYpHOTO
MOJpa3JIeNIeHus ), a IPEeKHEE 3aKII0YaeTCsl B CKOOKH.

15. Ha 06mosxke aena yKa3bIBarOTCS:

- HAMMEHOBaHKE OpPraHU3alluu U €€ HENOCPEACTBEHHAs IO {UMHEHHOCTD;

- HAMMEHOBaHHE CTPYKTYPHOI'O MOIpa3iesieHus;

- UHJEKC JeT1a;

- HOMep ToMa (4acTu);



- 3aroJIOBOK Jiefa (ToMma, 4yacTn);

- KpaiiHue 1athl Jena (ToMa, 4acTu);

- KOJINYECTBO JIUCTOB B Jiese (TOME, YaCTH);

- CPOK XpaHEHHUs JIeNa;

- apXUBHBIN mWUGp aena.

16. 3aromoBok jema Ha OyMa)XHOM HOCHUTEJIE M 3aroJIOBOK JJIEKTPOHHOTO Jeia
NIEPEHOCATCST Ha OOJIOKKY Jiena (DJIEKTPOHHOrO Jefia) M3 HOMEHKJIATYphl JAeN OpraHHu3allvu.
3aroyioBOK JI0JKEH COOTBETCTBOBATH COJIEP)KAHUIO TOKYMEHTOB B JIEI€.

B Tex ciydasx, Korjga Jei0 COCTOMT M3 HECKOJBKMX TOMOB (4acTeil), Ha OOJOXKKY
KaXJIOTO TOMa (YacTH) BEIHOCUTCS OOIIMI 3ar0Jj0BOK JieJia, a TP HEOOXOIUMOCTH - 3ar0JIOBOK
KaX/I0r0 ToMa (Y4acTH).

B 3aronmoBkax pen, coaepKamMx KOMHMHU JOKYMEHTOB, YKa3bIBaeTCsl Ha KOJIMYECTBO
konuil. [logIMHHOCTH TOKYMEHTOB Jiejla B 3ar0JIOBKE HE OTOBapHUBAETCSI.

17. Ha o0Onoskke nmena yKaspIBaeTcs JlaTa jelyia - Tof(bl) 3aBeICHUS U OKOHYAHUS JIejia B
JIEJIONIPOU3BOICTBE.

Eciu B geno BKIIOYEHBI JOKYMEHTHI (HampuMep, NMPHIIOKEHMs), JaTra KOTOPBIX He
COBIIAJIAET C JATOM JieNa, TO MO JaToil ¢ HOBOM CTPOUKH JienaeTcs 00 3TOM 3aIuCh.

JaTta nema MoXKeT He yKa3bIBaThCsl TOJBKO Ha OOJOXKax Jel, COAepKalluX TroJOBbIE
IUTaHBI U OTYETHI U JIPyTHe JOKYMEHTHI, 1aThl KOTOPBIX OTPAXKAIOTCS B 3ar0J0BKAaX JIEI.

[Ipu o0o3HaueHMU NaThl JOKYMEHTa CHaydaja yKa3bIBAaeTCs YHCIIO, 3aT€M MeECSLl U TOJ.
Yucno u roj 0603HavaroTcs apabckuMu udpamu, Ha3BaHUE MECSIIA - CJIOBOM.

Ecnu nata noxymeHTa Wi OTAENbHbIE €€ AJIEMEHTHI ONPeeSI0OTCS TPUOIU3UTENbHO, Ha
OCHOBaHMHM aHallM3a COJepKaHUS JOKYMEHTa, TO JaTa WM OTJAEIbHbIE €€ DIIEMEHTBI, He
abCOJIIOTHO JOCTOBEPHBIE, 3aKJIIOUAIOTCS B KBaIpaTHbIE CKOOKH.

18. OOs3aTeNbHBIMU PEKBU3UTaMU OOJIOKKH JeNla SBJISIOTCA yKa3zaHHE KOJIMYecTBa
JUCTOB B Jefne) (IpOoCcTaBiIsieTcss Ha OCHOBaHUM JIMCTA-3aBEPUTEIIS JIefla) U CPOK XpaHEHUs Jena
(Ha nenax MOCTOSIHHOTO XpaHEHUs MUIIETCs: "XpaHUTh TOCTOSHHO").

19. U3meHeHus cocraBa TIOKyMEHTOB Jieia (M3bSATHS, BKIIOYEHUS JOKYMEHTOB, 3aMEHa
JIOKYMEHTOB KOMHUSAMH) OTpaxarorcs B rpade "[Ipumedanue" BHyTpeHHEH OMUCH CO CChUIKaMU
Ha COOTBETCTBYIOIIME aKThl. IIpu HEOOXOAMMOCTH MOTYT OBITH COCTAaBJIEHBI HOBasi UTOrOBas
3alUCh K BHYTPEHHEW ONMCH U JIUCT-3aBEPUTENb JIea.

20. /lena nepenarorcs B apXUB OPTaHM3ALNHN 110 OMHCSIM, COCTABICHHBIM B CTPYKTYPHBIX
NOJIpa3AcICHUsX.

Onucu fien CTPyKTYpHBIX IMOJAPA3JEIeHUH COCTaBJISIOTCS MO YCTaHOBJIEHHOM ¢opme B
JBYX 9K3EMIUIIpax U MPEACTABISAIOTCSA B apXWB OpPraHU3alliy HE TO3/IHEE YEM UYepe3 OJUH TOf
ocJie 3aBepIleHuUs el B AeTONPOU3BOJICTBE.

Onucu CoCTaBJIAIOTCS OTAENBHO Ha J€Na IOCTOSHHOTO XPaHEHUs; J€Jla BPEMEHHBIX
(cBbimie 10 7eT) CpOKOB XpaHEHUSs, U JieNa, COCTOALIUE U3 JTOKYMEHTOB, XapaKTEPHBIX TOJIBKO
JUls  faHHOW opraHuzaiuu. OTaeNnbHbIe OMUCH COCTaBIAIOTCS HAa E€AMHUIBI  XPaHEHUS
AIIEKTPOHHBIX JOKYMEHTOB IOCTOSSHHOTO XpaHEHHs; BpeMeHHbIX (cBbimie 10 5er) cpokos
XpaHEHUsI.

21. Tlpm cocTaBJICHHWH OMUCH JEJ CTPYKTYPHOTO TOAPA3ACICHUS COOI0Ia0TCs
CleyroIre TpeOOBaHMUS:

- 3ar0JIOBKHM JIEJI BHOCSITCSI B OIUCh B COOTBETCTBUU C MPUHATON CXEMOM cHCTeMaTu3aluu
Ha OCHOBE HOMEHKJIATYpPhl A€

- KaXJ0€ JIeJI0O BHOCUTCSA B ONUCH IOJ MOPSAIKOBBIM HOMEPOM (€Ciu JIeJ0 COCTOUT W3
HECKOJIbKUX TOMOB WJIM YacTeH, TO KaX/Iblii TOM MM YacTh BHOCATCS B OMUCH TOJ] OPSIIKOBBIM
HOMEpOM);

- rpadbl ONMUCH 3aMONHAIOTCS B TOYHOM COOTBETCTBUH CO CBEICHHMSMHU, KOTOpBIC
BBIHECEHBI Ha O0JIOKKY JIena;

- rpada onmcu "llpumeuanue" UCTIONB3yeTCs ISl OTMETOK O TIpUEMeE JIell, OCOOCHHOCTAX
(bU3NYECKOT0 COCTOSIHUSA, O TMepenaye /el IPYrMM CTPYKTYPHBIM MOJpPa3AeICHHUsIM CO CChUIKOM



Ha HEOOXOAMMBIH aKT, O HATMYUU KOTIHH.

B xoHIle ommcu Beiiex 3a ITOCIEIHEW OIMMCATEIILHOM CTAaThbEe 3aIlOHSAETCS HTOTrOBas
3allUCh, B KOTOPOM YyKa3biBaloTCs (IUPpPaMU M TPONMUCHIO) KOJIMYECTBO JI€J, TEPBBIA H
MOCJIeAHUI HOMEpa JieJ TI0 OIUCH JIeT, a TaK)Ke OrOBApUBAIOTCS OCOOEHHOCTH HyMepaluu Jiell B
ONuUCH (HAIWYHE JTUTEPHBIX U MPOMYIICHHBIX HOMEPOB).

22. Ilepen BHECEHHEM 3aroJIOBKOB JI€J B OMKCH IPOBEPSIIOTCS KauecTBO (POPMUPOBAHUS U
odopMIIeHHs J1e], COOTBETCTBUE KOJIMYECTBA JIeJI, BHOCHMBIX B OIUCH, KOJIMYECTBY 3aBEICHHBIX
JIeJ TI0 HOMEHKJIaType JIel OpraHu3aluu.

23. Ilpu mpocMOTpe Oell MPOBEPSIOTCSA: COOTBETCTBUE 3arojlOBKA JENa COJEPIKAHHUIO
JIOKYMEHTOB B JIeJi€; MPaBUILHOCTh OPOPMIICHHS U TPYNIHUPOBKU JOKYMEHTOB, BKIIIOUEHHBIX B
JIeJI0; KauyecTBO NOJUIMBKM WJIM IEepelvieTa Jeia; MPpaBUIbHOCTh HYMEpPALUU JIUCTOB JIENa;
HaJIM4yue B Jejie, B HEOOXOAMMBIX ClIydasX, BHYTpPEHHEH ONHMCH Jella U NPaBUIBHOCTH €€
COCTaBJICHUS; MPABUIBHOCTh O(POPMIICHHS OOJIOKKM Jiea; HaJuuue W TMPaBHIBHOCThH JIMCTa-
3aBepuTend Aena. B ciayyae oOHapykKeHUs! HapyllIEHUs] YCTAaHOBJIEHHBIX MpaBuil (POPMUPOBAHUS
1 0(hOpMIICHUS JIe]T OHU JOJKHBI OBITh YCTPAHEHHBI.

24. B cmyyae oOHapy>XeHHs] OTCYTCTBUS J€Jl, YHCIAIIMXCS IO HOMEHKJIAType e
OpraHM3alM, CTPYKTYpPHBIM  IOApAa3/I€ICHUEM IPUHMMAIOTCS MEpPhl IO  PO3BICKY.
OOHapy>KeHHBIE Jlea BKIIOYAtTCs B ONUCh. Eciiu MpUHSTHIE MEpbl HE JaJld pe3ysbTaToB, TO HA
HEOOHApYKEHHbIE JIela COCTABISETCS aKT 00 yTpare JOKYMEHTOB, KOTOPBIM MOANKCHIBAETCS
PYKOBOJUTENEM CTPYKTYpPHOTO TOJpa3fefieHusi W IepelaeTcss BMECTe C OINUChIO JIeN
CTPYKTYPHOTO MOJPA3/IEICHNS B ApXUB OPraHU3aLNN.

25. Ilepenava nen B apXyUB OPTaHU3ALMU OCYLIECTBIISIETCS 1O IpaduKy, COTJIaCOBAHHOMY
C PYKOBOJIUTENISIMH CTPYKTYPHBIX NOJpa3Aci€HUl, INEpelaroluX IOKYMEHTbl B apXuB, U
YTBEP>KICHHOMY PYKOBOJUTENIEM OpraHU3al|H.

26. B nepuoj moAroToBKH Aed Ha OyMa)XHOM HOCHUTEINIE CTPYKTYPHBIM IOJIpa3/ieiieHueM
K Tepefauye B apXUB OpPraHU3alMd COTPYJHUKOM apXuBa IPOBEpPSETCS MPaBUIBHOCTh HUX
¢dopmupoBaHus, OQOpPMICHHS M COOTBETCTBHE KOJHMYECTBA JI€J, BKJIIOYCHHBIX B OIIUCH,
KOJIMYECTBY i€, CPOPMHUPOBAHHBIX B COOTBETCTBUMU C HOMEHKJIATypoil nen opranuzanuu. Bee
BBISIBIICHHBIC TPU TPOBEpPKE HENOCTaTKU B (HOpPMUPOBAHMUM U O(OpMICHHH A€l paOOTHHUKH
CTPYKTYPHOTO MOJpa3ieieHus 00s13aHbl YCTPAHUTh.

27. Tlpuem-niepenaya Jell B apXWB OpPraHU3ALMU TNPOU3BOAMUTCS PAOOTHHKOM apXHBa
OpraHH3aliy B MIPUCYTCTBUU PaOOTHHUKA CTPYKTYPHOIO nojipaszzeneHus. Ha sk3emiuigpax onucu
JIeN, TOKYMEHTOB IIPOCTABIISIETCS OTMETKA O HaJWM4YMU Jena. B KOHIE KaXIoro sK3emIuisipa
OMKCH YKa3bIBAIOTCS LU(PPaMU U MPOIMHUCHIO KOJIWYECTBO (PAKTHUECKU MPUHATHIX B apXUB e,
HOMEpa OTCYTCTBYIOUIMX J€J, JaTa IpHeMa-iepefayd [Jeil, a Takke MOJIUCH JuIa,
OTBETCTBEHHOT'O 32 apXUB, U JIUIA, Iepe/IaBIIEro JAea.

28. Ilepemaya >IEKTPOHHBIX JOKYMEHTOB B apXUB OpraHU3allud IPOU3BOJUTCS Ha
OCHOBAaHUHU ONHCEH JJIEKTPOHHBIX JIeJ, JIOKYMEHTOB CTPYKTYPHBIX MOJApa3JeIeHUN II0
UH(POPMALIMOHHO-TEJIEKOMMYHUKAIIMOHHOW ceTH (MpH HaJIWYMM B apXHBEe OpraHMU3aLUU
WH()OPMAITMOHHOW CHCTEMBI) WM Ha (PU3NUECKH O00OCOOJCHHBIX MaTEPHAIBHBIX HOCHUTEIISX,
KOTOpBIE ITPEJICTABIISIOTCS B IBYX MJIEHTUYHBIX IK3EMILIApaXx.

[Ipu mnepengaue »SIEKTPOHHBIX JOKYMEHTOB B apXWB OpraHU3allid BBIIOJIHSIOTCS
CJIEYIOLINE OCHOBHBIE MPOLIEAYPHI pabOThI ¢ JOKYMEHTaMU:

¢dbopmupoBaHue B UHGPOPMAIMOHHON CHCTEME OpraHM3allM JJIEKTPOHHBIX JIe,
ABIIIOIINXCSI COBOKYITHOCTBIO KOHTEHHEPOB DJIEKTPOHHBIX JOKYMEHTOB WM KOHTEHHEPOM
AJIEKTPOHHOTO JIOKYMEHTa, COJEpKaIlllMM KOHTEHT U METaJaHHbIE 3JEKTPOHHOTO JOKYMEHTa,
Gailnpl AIEKTPOHHBIX MOANMCEH M BHU3YAIM3MPOBAHHYIO KOMHIO TEKCTOBOTO 3JIEKTPOHHOTO
nokymeHTa B popmate PDF/A;

(bopMHpOBaHUE OMTUCH AIEKTPOHHBIX JEJI, TOKYMEHTOB CTPYKTYPHOTO MO/Ipa3/ieeHHUS;

MIPOBEpPKa apXMBOM OpPraHMU3AlMK 3JEKTPOHHBIX JOKYMEHTOB HAa HaJU4Ke€ BPEAOHOCHBIX
KOMITBIOTEPHBIX IIPOTPAMM;

MIPOBEpPKa BOCIPOU3BOAUMOCTH 3JIEKTPOHHBIX JOKYMEHTOB;



IpoBepKa (PU3UUECKOT0 M TEXHUYECKOTO0 COCTOSHHUS HocuTeled (mpu mnepeaue
AIIEKTPOHHBIX JIOKYMEHTOB B apXUB OpPraHU3alMU Ha GU3NYECKU 000COOTIEHHBIX MaTepUaIbHbBIX
HOCHUTEIISIX);

MpOBEpKa MOJIMHHOCTH BJIEKTPOHHOW MOJMKUCH, KOTOPOM MOAMUCAH SJICKTPOHHBIN
JIOKYMEHT.

[IpyeM »SJIEKTPOHHBIX JOKYMEHTOB B apXuB OpraHu3alud MO0 HHPOPMAIMOHHO-
TEJIEKOMMYHHUKAIIMOHHONW CceTH (IpUM HAJIMYMKM B apXWUBE OpraHu3aluu HH(OPMAIMOHHON
CUCTEMBI) WX Ha (pu3nuecku 060COOIECHHBIX HOCUTENSIX 0(OPMIISIETCS COCTaBICHUEM UTOTOBOM
3allUCH B KOHIIE OMMCHU 3JEKTPOHHBIX [eJl, JOKYMEHTOB, B KOTOpPOH IM(pamMu U MPOMHUCHIO
YKa3bIBaeTCsl KOJINYECTBO (PAKTUUYECKU MPUHATHIX B apXHUB BJIEKTPOHHBIX €N M 3IEKTPOHHBIX
JIOKYMEHTOB. MTOroBast 3anmce noATBEp>KIAETCs OJIUCSIMHU COTPYIHUKA apXHUBA U COTPYAHHUKA
CTPYKTYpPHOTO NOJIpa3zesieHus], IepeJaBIIero 3JIeKTPOHHBIE Jieda U T0KyMeHTHI. [Ipu npueme Ha
apXMBHOE XPAHEHHE AIIEKTPOHHBIE [I€JIa 3aBEPSIOTCSA JJIEKTPOHHOM MOJNUCHI0 PYKOBOJIUTEINS
OpraHu3aIiy, UIN YIOJHOMOYEHHOTO UM JIOJKHOCTHOTO JIULIA.

[Tocne mpuemMa B apXuB HIEKTPOHHBIX JOKYMEHTOB Ha (PHU3MUECKH 00O0COOIEHHBIX
MaTepUaIbHBIX HOCHUTEISX BKJIAJBIIM, IOMEIIEHHble B (yTigp €IUHHUIBI XpaHEHUs B
CTPYKTYPHOM I0/Ipa3/ieJIeHNH, 3aMEHSIOTCS Ha BKIIAIbIIIHN, O(OPMIICHHBIC B apXUBE.

Ha Bknanpie, nomeniaeMoM B QyTisip eIMHUIBI XpaHEHUsS, 0POPMIISIEMOM B apXHBeE,
YKa3bIBaeTCH:

- HANMEHOBAHUE OpraHU3aIKH (ITOJTHOE, COKPAIICHHOE);

- HoMep (oHna;

- HOMEp OMMCH IIEKTPOHHBIX JIe], JOKYMEHTOB;

- HOMED JieJ1a 10 OIHCH;

- OTMETKA O CTaTyce dK3eMIUISIPa AIEKTPOHHBIX TOKYMEHTOB;

- KpaliHue 1aThl JOKyMEHTOB JJIEKTPOHHOTI'O J€Ja;

- IpU HEOOXOAMMOCTH O(OPMIISIOTCS AOMOJHUTENbHbIE OTMETKH 00 OrpaHHYEeHUU
J0cTyna K IOKyMEHTaM.

Bxnagein nomemaercs B ymisip pusndeckn 000C00IE€HHOTO MaTepHaIbHOTO HOCUTENS
TaKuM 00pa3oM, 4TOObI HAANKUCH Ha HEM OBUIM BUIHBI IPH 3aKPBITOM (yTisipe.

29. Breigauya OyXraitepckod JOKYMEHTAIMH U3 OyXTaaTepHhH WU apXuBa JOMYyCKAaeTCs
TOJIBKO B MCKJIIOUMUTENBHBIX CIIy4asx ¢ pa3pelieHus rJIaBHOro OyxranTrepa, HHbIX JTOJKHOCTHBIX
JIUII, OTBETCTBEHHBIX 38 XPAHEHHE JOKYMEHTOB.

30. Hacrosiiee noyio)xeHne BCTYNAET B CUIIy C MOMEHTA €T0 YTBEPKACHHUS.
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