HenapTtaMeHT UHPPOBOro pa3BHTHMA, CBA3H U MACCOBbIX KOMMYHHKAUMIA
HeHelIKOro aBTOHOMHOI'0 OKpYra

IIPUKA3

ot 21 ¢eBpana 2022 r. Ne 6
r. Happan-Map

06 yrBepaeHnn Uncrpyxnun
no opraHu3anui paGoTsl apxuBa H GOPMHPOBAHUA
3JIeKTPOHHOI'0 APXHBA B aNIapaTe MAPOBOro cyAbH
HeHenkoro aBTOHOMHOI'0 OKpyra

B cBA3M ¢ HEOOXOAMMOCTBIO YCTAHOBJICHHS €AMHOrO Topsika O(OpMIICHHS
U CPOKOB IIOATOTOBKH JOKYMEHTOB, B TOM 4YHCl€ 3JIEKTPOHHEIX JOKYMEHTOB,
00pasylomuxcs B JeITeJLHOCTH MHPOBLIX CyZeit HeHenkoro aBTOHOMHOrO OKpyTa, VISt
CIaud B apXWB CygeOHOro ydYacTka, a Talke PYKOBOACTBYACh MeroaudecKkuMu
peKOMEHAALHAMH 110 OpraHH3alMd PaboTHl apxuBa M (OPMHUPOBAHHIO 3JIEKTPOHHOTO
apxyBa B anmapaTe MHpPOBOTO CyJbH, YTBEPKACHHEIMH nocTraHoBlicHHeM IIpesnmiuyMma
Coseta cyaeit Poccuiickoit @enepaman ot 06.02.2019 Ne 708, IIPUKA3BIBAIO:

1. VrBepaute UHCTpyKIMIO MO OpraHM3auuy paboTHl apxuBa ¥ (pOpMHpOBaHUA
9JIEKTPOHHOTO apXHWBa B anmapare MHpOBOro cyiard HeHelkoro aBTOHOMHOTO OKpyra
cornacHO [Ipunoxenuio.

2. Hacrosmuii mpuka3s BCTyIaeT B CHILY CO JIHS €ro 0QULHANBHOr0 OIMy0IMKOBaHUA
H paclpoCTpaHsieT CBOE AeHCTBHE Ha IPaBOOTHOLICHHUS, BO3HUKIIME ¢ 1 stHBaps 2022 roja.

PyxoBoaurens JlenapramMenTa
1u¢pOBOro pa3BUTHU, CBI3H

M MacCOBBIX KOMMYHUKaIUH
A.B. JIe6enen







2. acTpykumst  paspaboTaHa B IENAX YCTAHOBICHHA €IWHOTO TIOPSAIKA
OpraHM3alliyd XPaHEHHUA [OKYMEHTOB (DJIEKTPOHHBIX [OKYMEHTOB), OOpa3yIOLIHXCS
B TIPOLIECCE MEATEIBHOCTH ammapara MHpPOBOrO cyabH. HHCTpykumsa sBseTcs
00s3aTENBHOM I UCTIOTHEHUS MUPOBBIMH CYABIMH U X aNliapaTaMH.

3. MHCTpYKIMIA OmpeAenseT MOPAAOK. COCTaBIEHHUs oOmuced nen (omuceid
3EKTPOHHBIX Je)T); OPOPMIIEHHA CyA€OHBIX OENI U MHBIX JOKYMEHTOB K IIOCIIEAYIOMEMY
XpPaHECHHIO B apXHBe, H HMX IEPEJAa4d B apXUB, NMPOBEJACHHA SKCIECPTU3BI LIEHHOCTH
OOKYMEHTOB, ONpEACJCHUA CPOKOB XpaHEHUs Jel HM O0TOOpa JOKYMEHTOB
Ha YHHYTOKCHHE; MEPEBOJA NOKYMEHTOB B 3JIEKTPOHHBIM BHJ; COCTABIICHHS HAYYHO-
CIPaBOYHOTO anmapaTa; BEACHHS Yy4€Ta apXUBHBIX JIE];, IPOBEPKH HAJTUMYHUA M COCTOSHHSA
ApXHUBHBIX JIEJT, OPTaHU3AI[MH HCTIONb30BaHHA APXUBHBIX JET;, 00€CTIEUeHHA COXPAHHOCTH
ApPXUBHBIX JIEI.

4. OpraHuzaiyss y4eTa, KOMIUICKTOBAHHSA, HCHOJB30BAHUA H  XPaHCHHA
3MEKTPOHHBIX J€1 M JOKYMEHTOB OCYIIECTBIAETCA IPH HAIMYHM TEXHHYECKOH
BO3MOKHOCTH.

5. Illonoxkennss VHCTpYKIMM HE pAacOpOCTPAHAIOTCS HA OPraHHU3alHUI0 YYETa,
KOMIUIEKTOBAHHA, HCIIOJIb30BAaHUS W XPAHEHHA JOKYMEHTOB, COJEP)KAIIMX CBEACHHA,
COCTABJIAIOIIHE TOCYJAPCTBCHHYIO TalHY.

6. lna uenedi HacToAmux MHCTpyKIMH HCMONB3YIOTCA CIEAYIOUIHE TEPMUHBI
U OTIPEJETICHU:

apXHBHBIE JOKYMEHTBI — JOKYMEHTBI CyHeOHOTO Yy4YacTKa, mepeaaHHbe
B YCTAHOBJICHHOM MOPSAJIKE HAa XPAHCHHE B APXHB CYACOHOTO YHaCTKa,

neno  (dMEKTPOHHOE JIEN0) — COBOKYIMHOCTH JOKYMEHTOB (DJIEKTPOHHBIX
IDOKYMEHTOB), C()OPMHUPOBAHHBIX B COOTBETCTBUH C HOMEHKJIATYPOH JIETT;

CIMHMIA XPAHCHHUS 3JEKTPOHHBIX JOKYMECHTOB — KOHTEHHEP 3IEKTPOHHOTO
JTOKYMCHTA,

KOHTEMHEDP 3JIEKTPOHHOIO JOKYMEHTA — YIAKOBKA, BKIFOYAIOIIAs 3JICKTPOHHBIH
JTOKYMEHT B (hopMaTe apXHUBHOTO XPAaHEHUS U €r0 METaIaHHbIE,

METaJaHHbIC — JAHHbBIC, OIMCHIBAIONIME KOHTEKCT, COAEPKAHUE, CTPYKTYPY
3MIEKTPOHHOTO JOKYMEHTA, a TAKKE TPOIECCH YMPABICHWSI UM Ha MPOTHKCHHH €ro
KHU3HEHHOTO IHKIIA;

MAIIMHHBIA HOCUTENh HH(POpPMAIMU — MO00€ TEXHHUYECKOE YCTPOMCTBO JHOO
(du3myecKoe ToNe, TpPeIHA3HAYCHHOE id (DUKCAIMH, XPAHCHHS, HAKOIUICHHS,
peoOpa3oBaHMA U MEPEJAYN KOMITBIOTEPHOU HH(OpMAIHH;

MUTpaIys (3MEKTPOHHBIX TOKYMEHTOB) — MEPEMEIICHHE JOKYMEHTOB H3 OTHOM
CHUCTEMBI WM OJHOTO HOCHTEIS B JAPYTY0 CHCTEMY WM Ha JAPYrol HOCHTEID
C COXPaHEHHEM AYTEHTHYHOCTH, LEJIOCTHOCTH, JOCTOBEPHOCTH JOKYMEHTOB
W TIPUTOAHOCTH X JJISI HCTIOJTb30BAHUS;

(duszHIecKr 000COOIEHHBIA MaTEPHATFHBIA HOCUTENTh — MaTCPHANbHBIH HOCHTE]Ib,
MpEeIHA3HAYECHHBIM 171  3aluCH, XpaHEHWs BHE HMHPOPMATUMOHHOH CHCTEMBI
U BOCTIpOM3BeAeHUA HHPOpMaLuK B IGppoBoi popMe (TUCKH, TUCKETHL, (IieI-KapTsr);

JMEKTPOHHBIN JTOKYMEHT — JOKYMEHTHPOBaHHasA HH(OpPMALWSA, TPeACTaBICHHAS
B DJJIEKTPOHHOW (hopMe, TO €CThb B BHJAE, NPUTOJHOM /IS BOCHPHUATHA YEJIOBEKOM
C WCIMOJIb30BAHHUEM DJJICKTPOHHBIX BBIYHCIIUTENBHBIX MAlIMH, a TaKkKe MIA Tepeaaqd
1o HHGOPMALMOHHO-TEJIEKOMMYHHKAIIAOHHBIM CETAM WU 00paboTKH
B HH()OPMALMOHHBIX CHCTEMAX.

WHble TepMHHBI M TIOHATHA, MCIONb3yeMble B MHCTPYKUHH, COOTBETCTBYIOT
MOHATHAM, OIPENEIICHHBIM B 3aKOHOJATENLCTBE Poccuiickoit @eaepanuu.
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Pazpen I1
CocraBneHue onucei e (onucei 3J1eKTPOHHbIX /1eJ1)
Ha cyaeOHbIe aesia (Hapsiabl) NOCTOSIHHOI0 XpPaHeHusl,
BpeMeHHOro xpaHeHus (csbiiue 10 jier)
U UX MpeacTaB/ieHHe Ha yTBepKIeHne

7.0muck nmen (OMHMCH DICKTPOHHBIX JI€NT) — S3TO APXHBHBIA CHPAaBOYHHK,
MPEACTABIIIOMIHN  COO0M  CHCTEMAaTH3WPOBAHHBIH  TIEPEYECHDb  3arOJIOBKOB eI
W TNpPeJHA3HAYEHHBIM NI PACKPBITUA COCTaBa M COAEPXKAHMA JIEN, 3aKpeIJieHUS
WX CUCTEMATHU3aLMU BHYTPH JOKYMEHTAIBHOTO (poHAA U HX y4yeTa. O THOBPEMEHHO OMHCH
JE€JT ABJIAETCA YUYETHBIM JOKYMEHTOM U OCHOBHBIM BHJIOM HayYHO-CIPABOYHOTIO anmapara
K JOKYMEHTaM, 0OECTICUNBAIONITUM OTIEPATUBHBIA ITOUCK JIE.

Ommcs men (omMch 3MEKTPOHHBIX JAETT) COCTABIAECTCSA HA OCHOBE HOMEHKIIATYPBI JIE]T.

8. Ha rpaskmanckue, yroioBHbIE, aAMHUHACTPATHBHBIE JENIa, AeNa (HAps/Ibl) 0OIIETO
JETOTIPOU3BOJCTBA TIOCTOSHHOTO XPAaHEHUS, BpPEeMEHHOro (CBbime 10 II€T) CpPOKOB
XPaHEHHUs 3aBOJAATCS OTAENbHBbIE omucH 1o (opme cormacHo [Ipumoxkenusm 1, 2
K HacTosAmen MHCTpyKimu.

AHaNOru4uHBIE OMMCU COCTABJIAIOTCA HA 3JICKTPOHHBIE JeNia 1Mo (JOpME COTJIACHO
[Tpunoxkenusam 3, 4 x Hactosmen MHCTpyKIMM.

9. Ina y4eta nen BpeMeHHOTro (10 10 11eT) cpokoB XpaHEHHA PEKOMEHIYETCA BECTH
OIMCH I B 3JEKTPOHHOM BHAE C TOCIIEAYIOIMHM PAaclevyaThiBAHHEM Ha OyMa)KHOM
HOCHTEJE B KOHIIE OTYETHOTO T0Aa U (POPMUPOBAHHUEM B COOTBETCTBYIOIIHI HAPS,

[Mpu yHuyTOXXKEHUM Takux JaAen1 B rpade «[Ipumeuanue» mpocTaBIAeTCS
COOTBETCTBYIOIIAS OTMETKA CO CCHUTKOM Ha aKT 00 YHHUYTOKCHHH JCTIa.

10. TTpu cocTaBIEHHUH OITUCH JENT COOTIOAAIOTCA CIIEAYIOIUE TPEOOBAHHUS:

3aroJI0OBKH J€1 BHOCSTCA B COOTBETCTBHHM C NPHHATOM CXEMOM CHUCTEMATH3ALUU
Ha OCHOBE HOMEHKJIATYPHI AEIT;

€CJIM JEN0 COCTOUT U3 HECKOJIBKUX TOMOB HII YaCTEH, TO KOXKJABIM TOM HIIM 4aCTh
BHOCSITCS IO/ OTJENbHBIM MOPAIKOBBIM HOMEPOM;

rpadbl 3aIMOTHAIOTCSA B TOYHOM COOTBETCTBHH CO CBE/ICHUSAMH, KOTOPHIE BHIHECEHBI
Ha OOJIOXKKY JIeTa;

rpada «[Ipumeuanue» HUCHONB3yeTCA A OTMETOK O mpueme (Tepenade) aed,
0COOEHHOCTAX (PHU3UIECKOTO COCTOSHUA, O HATMYNH KOITUH U JIPYyTOE.

11. Kaxpaa ommce Aen BEOETCA C €AWHOM, BAJIOBOM HyMEpanuedl B TCUEHHE
HecKonbKuX JieT. Homepa mo mopsaaky B roJoBOM pasfelie OMUCH JEN JIOJDKHBI
MPOAOJLKATH HYMEPALUIO TOJOBOTO pa3jena ONMUCH NPEJIIECTBYIOMIETO ro/ia.

3akOoHYEHHAA OMMCH JEN AOJDKHA BKIIOYATh HE Oonee 9999 enuHun XpaHeHHs.

12. Tlocnie BHEceHWs Jiela B OMHCHh JIET HA €r0 OOJOMKKE PSAJOM C TIOMETKOM
«TOCTOSHHO» MPOCTABIAIOTCA HOMEP OMMMCH H HOMEP JIENA MO OIHUCH.

13. B cmydae oOHapy»keHHS HOBBIX JICII, HE BHECCHHBIX B OIHCH JICI, TAKHE Jejia
BHOCSITCSI B YKa3aHHBIE ONHCH IO/ TUTEPHBIMU HOMEPaMHU.

BHeceHHe M3MEHEHUH B rOAOBBIE PA3/ACIbl OMMCH JEN MOCJIE UX YTBEPKACHUA
MOCTOSHHO JEHCTBYIOMEH SKCIEPTHOW KOMHCCHEH CyAeOHOro ydacTka (mamee —
9KCTIEPTHAA KOMHCCHSA) JIOMYCKAETCA TOIBKO Ha OCHOBAHHHM COOTBETCTBYIOIIHX PELICHHM
9KCTIEPTHOH KOMHCCHH CYy/IEOHOTO yYaCTKa MHPOBOTO CYBH.

14. Tlocme kKaxmoro mMOCTYIUICHWS WM BBIOBITHS JIOKyMEHTOB (yTparta,
OOHaApYKE€HHE HEYYTCHHBIX JIOKYMEHTOB) COCTABIAECTCA HOBAs HTOTOBAS 3aMHCH K OTMHCH
JIeN, KOTOpas TMOJMUCHIBAETCS €€ COCTABUTENIEM C YKa3aHHEM JIOJDKHOCTH W JaThl



COCTaBJICHHUA.

15. 3akoHueHHAass ONMCH J€l1 BMECTE C THTYJIBHBIM JIHCTOM H CIPABOYHBIM
anmapaToM K HEH 3aKI0YacTCAd B TBEPAYIO OOJIOKKY, HYMEPYETCS M MOAINHUBACTCS HIIH
TIEPETIIETAETCSL.

Kaxxpas 3akoH4EHHAs OIUCH JIEIT, TOM OTIMCH JIET JOJDKHBI HMETh JTUCT-3aBEPHTE]Ib.

16. Ilpu Hanmu4uu B apxuBe ABYX H 0OJIce OMMCEH JIENT BEAETCA PEECTP OMHUCEH JeiT
o (popme cornacHo [Ipunoxkennro 5 k HacTosamei MHCTpyKIHH.

Omucn  fAen  BHOCATCA B pEecTp ONWCEH A€M B XPOHOJNOTHYCCKOM
MOCIIENOBATENILHOCTH NOCTYILIEHHUA MO/ COOTBETCTBYIOIIUMH MTOPSAIKOBBIMH HOMEPAMH.

17. ®opmupoBaHHEe 3NEKTPOHHOM ONMUCH JEN OCYINECTBISETCS HA OCHOBE
3NEKTPOHHON HOMEHKIATYPHI B aBTOMaTHU3HPOBAaHHOM pexkuMme. [Ipu stom «umptpom»
Wi orOopa WH(GOPMAIWMHK SABILIIOTCA CPOKH XPAaHCHHSA JOKYMEHTOB (IOCTOSHHOTO,
BpeMeHHOTO (cBbiie 10 J1eT) XpaHeHHS ).

B onekTpOHHOM ONHMCH J€N CONEPKATCS PEKBH3UTHI OMHCAHUA WHGOPMALHH
Ha ypoBHe aena. O0A3aTeNbHBIMU PEKBH3UTAMU ONHCAHUS SBIITIOTCS: TTOPAIKOBBIH HOMEP
3amucH (HOMEp JIeNna), MHAEKC Jeja, 3arojioBOK Jiea, yKa3aHHe Ha MOJIHHHOCTh
(KOMHMIHOCTD), KpalHHE JaThl JOKYMEHTOB, KOJIMYECTBO JIUCTOB B JeJie, aHHOTALIUA
JOKYMEHTOB.

IloATMHHYK ONUCH 3NIEKTPOHHBIX eI opopMiIseTcss Ha OyMa)KHOM HOCHTEJIE.

18. Ommacu men (rogoBbIe pa3aeibl OMUCEH JCIT) COCTABIIIOTCA:

MOCTOSTHHOI'O XPAHEHHA — HE MEHEE YeM B YETHIPEX JSK3EMIUBIPaxX: TpH
Ha OyMa)KHOM HOCHTEJIE H OJHH B YJIEKTPOHHOM BHJE (B Ka4eCTBE Pa0OYETo IK3eMIUIIPA);

BpeMeHHOTO (cBbime 10 jeT) XpaHeHHs — HE MEHEE YE€M B JIBYX IK3EMILIAPAX.

19. Omucu  nmen  (TomoBBIE  pa3jeibl  OMMCEH) MOCTOSHHOTO — XPAHCHHS
paccMaTpHBAIOTCA OKCIIEPTHOM KOMMCCHEH, IPH HX COIJIACOBAaHHH B KOHIIE paslena
craBurcs rpud «CormacoBaHo» ¢ YKa3aHHEM HOMEpA MPOTOKONA SKCHIEPTHOM KOMHCCHH
Y 1aTHI 3aCEIaHMA.

20. CormacoBaHHbIE SKCIEPTHOM KOMHCCHEH OMHCH Jen (TOJOBBIE Pa3ACIBI
OMHCEN) MOCTOSHHOTO CPOKA XPAHEHHS YTBEPKIAIOTCA MHPOBBIM CYIbEH.

21. Ommcu (To0oBBIE pa3/enbl ONMUCEH) A€ BpeMeHHOTO (cBbIme 10 jieT) XpaHeHus
COIVIACOBBIBAIOTCA C JKCHEPTHOM KOMHCCHEW, IIOCIE YETO YTBEPKIAIOTCS MHMPOBBIM
CyIbEU.

22 1lpm mepBoH mepegade AOKYMEHTOB B TOCYZAPCTBEHHBIN apXuB IlepeaacTcs
HUCTOPHYECKAs CTIpaBKa K (GoHY.

Hcroprdeckas cmpaBka K (OHAY COCTOMT W3 HCTOpuH (PoHIOOOpasoBaTemns
(cynebHoro yvactka), ucropum ¢onna (o0veM, KpalHHE AATHI JOKYMEHTOB, CTEIIEHb
UX COXPAaHHOCTH, JaThl TMepelayd OOKYMEHTOB HA IOCTOSHHOE XPAHECHUE)
Y XapaKTEPUCTUKHU JOKYMEHTOB (pOHIA.

[Ipy nocnexyromux nepepavax JOKYMEHTOB  IIEPENACTCS  JOMOJIHEHHE
K HCTOPHUYECKOM CITPaBKeE.

Paznen 111
Od¢opmieHne el M UHBIX T0KYMEHTOB
K M0C/IeAyIIeMy XPaHEeHUI0 B apXUBe

23. 3aKOHYEHHBIE [EJIOMPOU3BOACTBOM CyAcOHBIE IENNa, HAPAIbI, MAaTEPHAIIBL,
ApYyTHe JOKYMEHTBL, IO JIeXKAIHE IEPeaaye B ApXHB Ha TIOCTOSHHOE ¥ BPEMEHHOE (CBBILIE
10 net) xpaneHue, OGOPMISIOTCS OTBETCTBCHHBIM PaOOTHHKOM ammapata MHPOBOTO
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CyaIbH B COOTBeTCTBMH ¢ TpeOoBanusmu Ilpasum Ne 526, WucTpykumein
Mo CyAeOHOMY IENOTPOU3BOACTBY Y MHPOBOM CyabH HeHEIKOro aBTOHOMHOTO OKpyTa
u HacTosnien MucTpyKumen.

24. Pemenue Ha mepenavyy €1 B apXWB NPUHUMAECT MHPOBOU CyAbs, a MPH €T0
OTCYTCTBHUH — MHPOBOM CyZbsA, HA KOTOPOTO BO3JIO’KEHO UCTIOJTHEHHE €TI0 00sM3aHHOCTEH.

MupoBoii Cyabs IPOBEPSET BCE MPOU3BOICTBO 10 CYACOHOMY €Ty, MaTEPHAITY.

25. @opMUPOBAHHUE €A MPOU3BOJUTCA C YUETOM CIIEAYFOIIUX OOUIMX MPABHIL:

B JIEJI0 TIOMEIAIOTCS HCIIOJIHEHHBIE JOKYMEHTBI, COOTBETCTBYIOIIHME MO CBOEMY
COJIEP/KAHHUIO 3ar0JI0OBKY J€/1a 0 HOMEHKJIATYPE JE,

JOKYMEHTHI TIOCTOSHHOTO W BPEMEHHBIX CPOKOB XPAHEHUS TPYIITUPYIOTCS B JIENA
pasaebHO;

B JIEJIO0 BKIIFOYAETCA 110 OJHOMY SK3EMILUIAPY KAKIO0T0 TOKYMEHTA,

JOKYMEHTHI JOJDKHBI OBITH MPABHJIHGHO W TOJTHOCTHIO O(OpMIIEHBI (MMETH ATy,
HOATMKCH ¥ UHBIE HEOOXOANMBIE PEKBH3HTHI);

MPWIOKECHHS IIOMEMAIOTCSA BMECTE ¢ OCHOBHBIMH JTOKYMEHTaMHU,

B JETIO0 TPYNIHPYIOTCA AOKYMEHTHI OJHOTO KaJICHTAPHOTO Troja (HCKIIOYCHHE:
HepexoAIIue JIena; CyIeOHBIE IENa).

26. [lomHOMY OOPMIIEHHIO MOAJIEKAT JI€Na MOCTOSHHOTO W BPEMEHHBIX (CBBILIE
10 met) CpOKOB XpaHEHHH.

27. IlonHoe odopmiteHHE AeT Ha OyMaKHOM HOCHTENE MPeayCMaTPHBACT:

MOJIIUBKY WM HEPEIUIET JOKYMEHTOB Aeja (HeOpMaTHBIE JOKYMEHTBI XPaHATCS
B 3aKPBITHIX TBEPIBIX MMAMKAX HIIA KOPOOKAX);

HYMEPALHIO JTUCTOB AETA;

COCTABIICHME  JIUCTA-3aBEpUTEN, odopmisieMoro mo (¢opMmMe  COrIacHO
[Tpunoxenuro 6 x Hacrosmien MHcTpyKImw;

COCTABIICHHE BHYTPEHHEH ONMHCH JOKYMEHTOB Jenia, odopMmisieModl 1o ¢opme
cornacHo [Ipumoxkenuro 7 k Hactosme UHCTpyKIuy;

oopmeHHE 00I0KKH AeTa.

28. [IOKyMEHTHI MOJUIMBAIOTCS HE MEHEE YE€M Ha YETHIPE MPOKOJIA B TBEPAYIO
OOJIOKKY WM TIEPEINIETAIOTCS C Y4YeTOM BO3MOXKHOCTH CBOOOJHOTO YTEHHA BCEX
JOKYMEHTOB, JaT, BH3 M PE30OMIOLUMIA Ha HHUX, METAJUIMYECKHE CKPEIUICHUS
13 JOKYMEHTOB yAALIIOTCA. [IpH OTCYTCTBUH TOJIS 11 HOAMIMBKH JOKYMEHT HEOOXOIHMO
HAKJIEUTH 0€3 MOBPEXICHHUA TEKCTa HA BCIOMOTATEITbHBIH JIUCT.

JIOKyMEHTBI MOAIMMBAIOTCI B JAEIO B XPOHONOTHYECKOM IOPAIKE, BCE
NPUOOIIEHHBIE B IPOLIECCE PACCMOTPEHHUS CYyIE€OHOTO JieNia JOKYMEHTHI IMOANIHBAIOTCS
B MOPAJIKE MX MOCTyIUIEHUA. K ey He HOKHBI HOJMINUBATHCS JOKYMEHTBIL, ITOJIEKALIHE
BO3BpATy, & TAKKE KOIIUU JTOKYMEHTOB, YK€ UMEIOLIUXCA B JIENE, YEPHOBHKH.

MakcuMampHOE KOJNHMYECTBO JIMCTOB, MOAIIMBAEMBIX B OJAHH TOM, HE JOJDKHO
npeBbImath 250 MUCTOB MpH ToNMmHKHE He O0ojee 4 cm. Ecnm koIu4ecTBO JTUCTOB B Jene
npesbimaet 250, MmaTepuansl GOPMHUPYIOTCS B TOMA B XPOHOJIOTHYECKOM mopsaake. Tom 2
MOKET OBITh HAYAT JIMIIG MOCJIE OKOHYaHusg Toma 1. Ha ToMax moipkeH ObITh OOIIHI
3aroJIOBOK II0 HOMEHKJIATYPE €.

B Hauane gena Ha OyMa)XHOM HOCHTENIE TPH HEOOXOAUMOCTH MOIIHUBAIOTCS JTUCTHI
BHYTPEHHEH OINKMCH IOKYMEHTOB JI€Na, B KOHIE KaXAOro Aeja MHOJAIIMBACTCS JIUCT-
3aBEPUTED.

B ciyuae ucmonmp3oBanms A1 PUKCHPOBAHKS X0a CYIEOHOTO 3acEaHHs CPEACTB
ay[AMO3aMCH M HHBIX TEXHHYECKHX CPEICTB JJIEKTPOHHBIE HOCHTENH HHGpOpMAIHH
(TucKM, TUCKETHI, (IeM-KapThl) XpaHATCS BMecTe ¢ cyaeOHbIM aenoM. Ilpu sTom oHm
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IOJDKHBI OBITH BIIUTHI B CyAeOHOE eIT0 (MPHOOMIEHBI K MPOTOKOITY CYyAEOHOTO 3aceqaHuts)
B YITAKOBAHHOM BHJIE (KOHBEPT) C YKa3aHWEM Ha yIIAKOBKE HOMEpa JENla, JaThl, a TaKKe
MOITUCAHBI YIIOJTHOMOYEHHBIM PAOOTHUKOM ammapaTta MHPOBOTO CYABU. YIIAKOBKa
IOJDKHA 00ECTIEYHBATh COXPAHHOCTH 3JIEKTPOHHOTO HOCHUTENSA OT MOBPEKACHUN U MOPYH.

29. Bee mucThl gena (KpoMe JTUCTa-3aBEPUTENIS M BHYTPEHHEH ONMUCH) HyMEPYIOTCS
B BAJIOBOM TOPSAAKE apaOCKuMH U(PaMH, KOTOPhIE IPOCTABIIIOTCA B IIPABOM BEPXHEM
VTITy JIUCTa JOKYMEHTA IIPOCTHIM TPAQUTHBIM KapaHAAIIOM HUIIH HyMEPATOPOM.

JIuCTHI BHYTPEHHEH OIMMCH TOKYMEHTOB JIEIa HyMEPYIOTCA OTAENBHO.

JIUCTBI Aem, COCTOSIIUX M3 HECKOINBKHX TOMOB, HYMEPYIOTCS TIO KaKIOMY TOMY
OTIEIBHO.

@ororpadun, YepTEKH U IPYTHE WILTFOCTPATHBHBIE JOKYMEHTBI, TTPE/IC TABIIIOIINE
CaMOCTOATENBHBIN JIUCT B JIEJIC, HyMEPYIOTCS Ha 00OPOTHOUM CTOPOHE B JIEBOM BEPXHEM
yriy.

CnoxeHHBIN JTUCT pa3BopavyMBacTCsd U HyMEpyeTcs B MPaBOM BepxHeM yray. [lpu
3TOM JIUCT JTF000TO popMaTa, MOAMMUTHIN 32 OTUH Kpal, HyMEPYeTCs KaK OJHH JIHCT; JIUCT,
CIIO’KEHHBIA W TIOAIIUTHIA 33 CEPEAHHY, TOMIEKHAT TEPEIINBKE W HyMEPYETCS KaK OJIHH
JUCT.

Jluct ¢ Harmyxo0 HAKICCHHBIMH JOKYMEHTAMH (BBIPE3KaMH, BBIIMUCKAMH,
dororpadusmMu) HyMepyeTCAd Kak OAWH JUCT. Ecnm kK JOKYMEHTY B Jelie TOIKIICCHBI
OJHUM KpaeM IPYTHEe TOKYMEHTHI (BBIPE3KH, BCTABKH TEKCTA, MEPEBOIBI), TO KAXKIBIH
TOKYMEHT HyMEPYETCS OTIENBHO.

[TommmThle B I€I0 KOHBEPTHI C BIIOXKCHHAMH HYMEPYIOTCS; TMPH 3TOM BHAvaje
HyMEPYETCS KOHBEPT, a 3aTEM OUYEPEIHBIM HOMEPOM KaXKI0€ BIOKEHHE B KOHBEpTE. Ecnu
BJIOKCHHS HyMEPOBATh HEJIb35, HX HAJIMYHAE OTOBAPUBACTCA B 3aBEPUTEIHHOMN HAIHCH.

[TommmTeie B JAEIO AOKYMEHTHI C COOCTBEHHOW HyMEpallieHd JIMCTOB (BKIHOYAS
TICYATHBIC H3IaHHS ) MOTYT HyMEPOBATHCSA B OOLIEM MOPSIKE HITH COXPAHATH COOCTBEHHYIO
HYMEPAIHIO, ECITH OHA COOTBETCTBYET MOPAAKOBOMY PACIIOIO’KEHHUIO JIUCTOB B JIEIIE.

[Ipm oOHapykeHHWH OONBIIOTO YHCIA OITWOOK B HYMEPAMH JIUCTOB JIENa
MPOBOJUTCS TIEPEHYMEpAIMsi, TPH KOTOPOH CTapble HOMEpPA 3aYEPKUBAIOTCA OXHOM
HAKJIOHHOM YEPTOM, W PAJOM CTABHTCA HOBBIH HOMep JucTa. [Ipn Hammyumu OTAEmbHBIX
omuOOK B HyMEpAIMH JHMCTOB JENa IOIyCKAaeTCs YMOTPEOJIeHHE JIMTEPHBIX HOMEPOB
JWCTOB.

B cimydae W3MeHEHHsS HyMepalUH JHCTOB JIela COCTABIAECTCA HOBBIH JIHCT-
3aBEPUTEITh, TIPH TOM CTapbIi COXpPaHIETCA B JETie.

30. Ilocne 3aBepmenuss HyMEPALUU JIUCTOB COCTABIIAETCA 3aBEPUTENbHAA HAAMUCD,
KOTOpasi pacmoiaracTcs B KOHIE JIeJia Ha OTIEIBHOM JIHCTE-3aBepUTENe, ohopMisieMom
o popme cornmacuo [Ipumoskennro 6 k Hactosniei UHCTPYKITHH.

3ampenraeTcss BBIHOCHTD JIMCT-3aBEPUTENh HA OONOXKKY JeNia UIIH YHCTHIH 000pOT
JMCTA TIOCIIETHETO JOKYMeHTa. Ecim Ae/10 MoAmmTo HiTH nieperieTeHo 0e3 OTaHKa TucTa-
3aBEPUTENS, OH JOJDKEH OBITh HAKIIEEH 32 BEPXHIOIO YaCTh JINCTA Ha BHYTPEHHIOK CTOPOHY
OOJIO’KKH B KOHIIE JIeIa.

B 3aBepuTensHON HAANMHCH YKAa3bIBAIOTCA IUPpPaMH W TMPOIHUCHI0 KOJIHYECCTBO
MPOHYMEPOBAHHBIX JIUCTOB M KOJMYECTBO JIUCTOB BHYTPEHHEH OIMHCH, OrOBapHBAIOTCA
0COOEHHOCTH HYMEpAIMH JIMCTOB Jena (Hapajma) (Hajauuue TpPOMyLICHHBIX HOMEPOB,
HOMEpA JIMCTOB C HAKJICEHHBIMH (poTOrpadusMu, TOKYMEHTAMH, BBIPE3KAMH H3 Ta3erT,
HOMEpPa KOHBEPTOB C BIIOKEHHUAMHU U KOJIMYECTBO BIIOYKEHHBIX B HHX JIUCTOB).

Bce mocmenyromme u3MEHEHHS B COCTaBE W COCTOSIHMM Jjefia (MOBPEKICHHA,
3aME€HAa TOMJWHHBIX TJOKYMEHTOB) OTMEYAlOTCA B JIMCTE-3aBEPUTEIIC CO CCHUIKOM



HA COOTBETCTBYIOIINMU AKT.

3aBepuTenbHAs ~HAANKUCH  IOJNHCHIBAECTCS  PAaOOTHUKOM, IPOU3BOJAHMBIIMM
oopMIIeHHE Niena AT TIEPENavy B apXUB, C YKa3aHUEM JOJDKHOCTH M IATHI COCTABICHHS
3TOM HAJIIHCH.

[IpumMep: B HacToAmEM Aene (HapsAae) MPOIIUTO M IpoHyMmMepoBaHO 250 (mBecTH
IATHJECAT) JTUCTOB, B TOM uucie 3 (Tpu) ¢pororpaduu Ha muctax: 20, 113, 235. Umerorcs
NMUTEpHBIE TUCTHI ¢ HoMepaMmu 10a, 33a, 330. B kouBepTe (JucT 245) HAXOAUTCS TPYIOBAs
KHWKKA OCYKIeHHOTO 1BaHoBa A.B.

31. OdopmieHue OOIOKKH A€

Ha oGnokkax mem, morekampx MOCTOSHHOMY U BpeMeHHOMY (cBbime 10 mer)
XPaHEHUIO, YKA3bIBAKOTCS:

HANMEHOBAaHHUE CyIeOHOTO yuacTKa (TIOTHOCTHIO, B IMECHHTEIFHOM TTAEXKE);

3aroJI0BOK Jieiia (ToMa),

baMumiA, UM, OTYECTBO OCY:KACHHOTO JIMIA W TIOJTHOC HAUMEHOBAHWE CTATHH
YromoBHOro konekca Poccuiickoi @enepanuu, no KOTOPOH JTULO OCYKIEHO;

(baMuTis, MHUIAATEI UCTIA, OTBETYHKA (HANMEHOBAHUE OPTaHH3ALMH), CyTh HCKa
(3asABICHHA);

IaThl Havana ¥ OKOHYaHUA JENa;

HOMED MPOU3BOICTBA IO AETY;

WHAEKC JeTa;

HOMED TOMA;

KOJIMIECTBO JIUCTOB B JIETIE;

CPOK XpaHEHHUS Jela C YKa3aHHEM JAThI, 10 KOTOPOH OCYIIECTBIIAECTCA XPaHCHHE,

JaTa Iepeavy Aea B apXuB,

HOJIKICH MHPOBOTO CYABH (C paciIn(pOBKOH MOIIHCH).

Jlena HOCTOSHHOTO CPOKA XPAHEHHS JOJDKHBI OBITH MOIIIATHI B TBEPAYIO 0OJIONKKY.

[lpy wu3MeHEHMM HaMMEHOBaHHA CYAEOHOTO YydYacTKa Ha OOJIOKKe Jena
JOTMCHIBAETCSI HOBOE HANMEHOBAHHE, a MPEKHEE 3aKITF0YACTCA B CKOOKH.

3aronoBok jAena Ha OyMaKHOM HOCHTENIE M 3arojioBOK 3JIEKTPOHHOTO Jiena
MEPEHOCATCA HAa OONOXKKY Aena (3JEKTPOHHOTO AENia) W3 HOMEHKIIATYPhL. 3arojoBOK
JOJDKEH COOTBETCTBOBATH COJIEPKAHHIO JOKYMEHTOB B JIEJIE.

Ha o6noxke nena ykaspiBaeTcsa €ro gata — roj(bl) 3aBeI€HHI H OKOHYAHHS JIEja
B JCTIOTIPOH3BO/ICTBE.

Ecmu B neno BKIIOYEHBI JOKYMEHTHI (HAampUMEp, MPHJIOKEHHA), JaTa KOTOPHIX
HE COBIAJACT C AATOM JieNa, TO MOJ JATOH C HOBOH CTPOKH JeNaeTca 00 3TOM 3allkCh:
«B nene umeroTCs AOKYMEHTHI 34 ... TOJ(BI)».

JlaToit nen, coAep:KalmuX pacopsAUTENbHYI0 U HHYIO JOKYMEHTALHIO (JIOKIa/IbI,
MHCHbMA), I KOTOPOHM TOYHAs JATHPOBKA HMMEET BAXKHOE 3HAUYEHHE, a TAaKXKe I JICI,
COCTOSIIIMX M3 HECKOJIBKMX TOMOB, SBJLAIOTCSA JATHI (YMCIIO, MECAL, TOA) PErHCTpaI[HH
(cocTaBneHus, MOCTYIUICHHS) CaMOTO PAHHETO H CaMoOro IMO3JHEr0 JOKYMEHTOB,
BKIIFOYEHHBIX B J€T0 (KpalHUE JaThl 1€, JOKYMEHTOB).

IIpu 0003Ha4YeHUHM AAaThl JOKYMEHTA CHA4Yaja YKa3bIBAETCSA YHCIIO, 3aTEM MECSII
u roa. Yucno u rog 0003Ha4aroTCs apabCKuMH mupaMu, Ha3BaHHE MECALIA — CIIOBOM.

O0s3aTeNbHBIMU PEKBU3UTAMH OOJIOXKKH Jie7Ia HA OyMa)KHOM HOCHTEJIEC SBISIFOTCS
yKa3aHHE KOJIMYECTBA JIMCTOB B JieNe (MPOCTABISETCA HA OCHOBAHUH JIMCTa-3aBEPHUTEIS)
U CPOK XpaHEHHMsA Jena (Ha Jelax IOCTOSHHOTO XPaHEHWs MNHMOIeTCA. «XPaHHTh
TOCTOSTHHO) ).

32. Bo Bcex genax, NoUIexKaluX Mnepeaadye B apXuB Ha MOCTOSTHHOE W BPEMEHHOE
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xpaneHue (cBpime 10 meT), cocTaBiAeTCs BHYTPEHHSAA OMUCH NOKYMEHTOB JEla,
opopmiiemass mo ¢opme cornacHo Ilpumoskenmro 7 K HacTosmed VHCTpykumwu,
C YKa3aHMEM 3aroJIOBKA, HHJEKCA (HOMEPA) TOKYMEHTA, JATH M HOMEpA JINCTAa B HAPALE.

Ecmu nmeno Ha OyMakKHOM HOCHTENE IEPEIUIETCHO WM NOAIMHUTO Oe3 OaHKa
BHYTPEHHEH OIMCH JOKYMEHTOB, TO COCTABIICHHAS I10 YCTAHOBIIEHHOM ()OPME BHYTPEHHAA
OITUCH MOJKIEUBAETCA K BHYTPEHHEH CTOPOHE JIMLIEBOM O0JI0KKH Jea.

M3MeHeHus cocTaBa JOKYMEHTOB Jea (M3bATHS, BKIFOUEHNA JOKYMEHTOB, 3aMEHA
JOKYMEHTOB KOIMAMH) oTpaxkarorcs B rpade «IIpuMeuanue)» BHyTpEeHHEH OIMUCH
CO CCHIIKAMH Ha COOTBETCTBYIOIIHE aKThI. [Ipr HEOOXOAMMOCTH MOTYT OBITH COCTABJICHBI
HOBAs UTOTOBAS 3aIUCh K BHYTPCHHEH OTKCH U JIUCT-3aBEPUTENH IEIa.

JIucTel, Ha KOTOPBIX CJENaHa BHYTPEHHSA OIKCh, HYMEPYIOTCA OTAENBHO.
KonuuecTBO NHCTOB BHYTPEHHEH OMUCH YKA3hIBACTCS B 3aBEPUTEILHOMN HAAINHKCH IOCTIE
00mIero KONMWYECTBa JTUCTOB B HapsAAE Yepe3 apupMEeTHISCKUIA 3HAK TUTIOC.

33. B y4eTHO-pEruCTpPalMOHHBIX KypHAIaX IMOCTOSHHOTO U BPEMEHHOTO (CBBIIIE
10 meT) xpaHEHHA Ilepe] WX Tepedaved B apXUB OCYINECTBIIAETCA HyMEpalusd JIHCTOB
Y MPOU3BOIUTCS 3aBEPUTEITbHAS HAJIIHCE.

Ha 0070kKe perucTpanmoHHOTO KypHajda WA KHHTH COTJIACHO HOMEHKJIAType
MPOCTABIIIETCS CPOK XPAHEHUS U YKA3BIBAETCS KOJIMYECTBO JIUCTOB.

ITlepen mepenauedt B apxXHB YYETHO-CTATHCTHYECKHX KapTOUEK MPOBEPAETCS
WX HAJIMYHUE U 3aIMOJTHEHUE BCEX MPETYCMOTPEHHBIX PEKBU3HTOB.

ITocne mepemauu fAed B apXWB YYETHO-CTATHCTHYECKHE KAPTOUKH JIOJLKHBI
XPaHUTBCS B KapPTOTEKax (AIIMKAX, KAPTOTEYHHIX MIKadax) OTAEIHHO MO YTOJOBHBIM,
TPOKAAHCKAM,  aJMHHHUCTPAaTHBHBIM  JeNaMm, JejilaM 00  aJMHHHCTPATHBHBIX
NPaBOHAPYIIECHUAX B MOPAAKE UX HOMEPOB MO rojaM. B kakIoM TOMe TOJLKHO OBITH
He Oonee 150 y4eTHO-CTATUCTHUYECKHX KapTOUeK, HO He Oonee 250 mucToB.

V4eTHO-CTATUCTUYECKHE KAPTOUKH TIEPENAIOTCA B APXHB BMECTE C a(haBHTHHIM
YKa3aTeeM.

34. DneKTpOHHBIE JOKYMEHTBI, TIOJUIC)KAUIME XPAHEHHWIO, NEPENAOTCI B apXHUB
B BHAEC KOHTEHHEPOB, OOECTICYHMBAIONIMX IICJIOCTHOCTh 3JIEKTPOHHBIX JOKYMEHTOB,
o  MHpOPMALMOHHO-TEIEKOMMYHHKAMOHHOW  CETH W3 COOTBETCTBYIOIIEH
aBTOMATHU3UPOBAHHOH CHCTEMBI CY/ICOHOTO Y4aCTKa B HH(POPMAIIHOHHYIO CHCTEMY apXHBa
WITH Ha 000COOIEHHBIX HOCHTEIIAX OJHOKPATHOM 3aITHCH.

B KOHTeHHEp OJJEKTPOHHOTO JOKYMEHTAa BKIIOYAIOTCA (aiil 3JEKTPOHHOTO
OOKyMEHTa B (QopMaTe apXMBHOrO XpaHeHHs H (aiil METaTAHHBIX BJIEKTPOHHOTO
IOKYMEHTA, BKIIHOYAs 3JIEKTPOHHBIE TIOATHCH.

KoHTelHEPBI 3NMEKTPOHHBIX JAOKYMEHTOB MOTYT TIEPEAABAThC B  apXHB
Ha u3HyecKr 000COOIEHHBIX MAaTEPHAITBHBIX HOCHTEIIX OJHOKPATHOW 3aMUCH B ABYX
HUICHTUYHBIX SK3EMIULIPAX — OCHOBHOM (3TAJIOHHBIM 3K3EMIULIP, KOTOPbIH UCTIOIB3YeTCS
B MCK/IOYHTENIBHBIX CIIy4yasX, HANMPUMEP, JUIA CO3JaHHUSA KOMHH Pad0vero SK3eMILUIpa)
U paboyeM (¢ 3TOTO SK3EMIUIAPA WU3TOTABIMBAIOTCA KOIHH JJICKTPOHHBIX JOKYMEHTOB,
B TOM 4YHCJIE 1A (POHIA UCTIONB30BAHMSA).

35. IIpn noaroToBKE SNEKTPOHHBIX TOKYMEHTOB K MEpeave Ha XpaHEHHE B apXHUB
NPOBOJUTCA UX KOHBEpTHUpoBaHHE B popmat apxusHOTO XpaHeHus PDF/A.

DNEeKTPOHHbIE JOKYMEHTHI, HMCIOIIUE NPHIIOKEHUS, ABISIOMHEC HEOThEMIIEMOM
YacThI0 JAOKYMEHTa, MNPH KOHBEPTHPOBAHMH B (OpPMAT apXHBHOTO XPAHEHHA
NPUCOEIUHAIOTCS K OCHOBHOMY JIOKYMEHTY, 00pa3ya ¢ HuM oauH (aiin. [Ipunoxenus
60JIPIIOTO0 00BEMA MOTYT KOHBEPTHPOBATHCSA B OTACIBHBIC (DAAITHL.

36. CucreMaTu3amms  JJIEKTPOHHBIX  JIOKYMEHTOB W HX HHIECKCAIUA
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B COOTBETCTBHH C HOMCHKIATypod, (HOpMHUpPOBAaHHE KOHTEWHEPOB JIIEKTPOHHBIX
JOKYMEHTOB JUIA TEPEIaqH JJICKTPOHHBIX JOKYMEHTOB B apXHB Cy/Aa OCYILIECTBIIIIOTCS
B COOTBETCTBYIONIUX HHPOPMAITMOHHBIX CHCTEMAX.

37. IloproroBka D3NEKTPOHHBIX JOKYMEHTOB K IIEpeladYe B apXuB COCTOHUT
U3 CJIEYIOIMUX JTATOB:

MPOBEPKA PU3HIECKOTO COCTOSTHHA MAIIWHHBIX HOCHTENEH, MPEAHa3HAYCHHBIX I
NIEPEIavH B ApXHB;

3aIUCh JIIEKTPOHHBIX JJOKYMEHTOB Ha MAIIHHHBIE HOCUTEIIH;

MPOBEPKA KAYECTBA 3aITUCH,

OIUCAHHE SJICKTPOHHOTO JIOKYMEHTA,

MPOCTABIICHAE APXWUBHBIX MMHPPOB HA €IUHHUIAX XpaHeHUd (Ha QyTIapax)
B COOTBETCTBHH C APXHUBHOM OMKCHIO (OIMHUCAMH) 3JIEKTPOHHBIX TOKYMEHTOB MOCTOSHHOTO
XpaHCHH;

MOJIrOTOBKA KOMIDIEKTA CONPOBOUTEIBHOM JOKYMCHTAIHH.

ApxuBHBI TH(P SIEKTPOHHBIX JOKYMEHTOB, XPAHHMBIX Ha 000COOJIEHHBIX
3JIEKTPOHHBIX HOCHTEIAX, YKA3bIBAE€TCS HA BKIIAJBIIE, BIOKCHHOM B (Y TIIAP HOCHTEIIS.
ApxuBHBIN HUDDP STEKTPOHHBIX JOKYMEHTOB, XPAHUMBIX B WH(OPMAIMOHHOH CHCTEME
apxuBa, SBIACTCH OOSA3aTEIIFHBIM >JIEMCHTOM OMNHCAHUS KOHTEHHEpPAa SJIEKTPOHHOTO
JOKYMEHTA.

38. ConpoBoauTenbHas JOKyMEHTALMA JIEKTPOHHBIX JOKYMEHTOB JOJDKHA OBITh
JAOCTaTOYHOM JuId oOecmedeHHsA HX Y4eTa H HCMONb30BaHMA. B Hell oTpakaercs
crepyromas uHopMalua: Ha3BaHHE NOKYMEHTA, aTa €ro CO3MAHHA, XapaKTepHUCTHKA
coaep:kaHus (AHHOTALMA), SIMCKTPOHHBIH (hopMaT, (PU3HYECKasd H JIOTHYECKAT CTPYKTypa
(ny yueTHbIX 0a3 JAHHBIX, CANTOB H APYyTOE), 00BeM JOKyMEHTA (AJ1 0a3 JAHHBIX TAKKe
— KOJTMYECTBO 3aITHCEH).

39. Ilepen nepemaueli cyaeOHOTO Jiena B apXWB HEOOXOAMMO OOpamath 0coOoe
BHHUMAaHHE Ha oOpammeHne K HCIOIHEHHIO (MCTIOTHEHHE) BCTYMMUBIIETO B 3aKOHHYIO CHITY
CyaeOHOTO pEmICHHUS.

40. CynebHble nena momrexar o(GpOpMIICHHIO AJIA MEPEavYd B apXHUB HE MO3AHEE
OIHOTO MecsAlla Mocie OOpamieHHs K HMCHOJMHEHHIO BCTYIHBIIETO B 3aKOHHYIO CHITY
3aBEPIIAIOIIETO CYCOHOTO aKTa.

OOparueHue K HCIOIHEHUIO MPOU3BOJUTCA B COOTBETCTBHH C MPOLIECCYaTBHBIM
3akoHOAaTenbcTBOM  Poccuiickor  ®epeparmu, HWHcTpykumed 1o —cyneOHOMY
IETOMPOU3BOJACTBY Y MHPOBO# Cy/ibH HeHEeLKoro aBTOHOMHOTO OKPYTa.

Pazpen IV
JKCIepTU3a LEHHOCTH J0KYMEHTOB,
3agauu n pyHkuun
JKCNEPTHOI KOMHCCHM CYyAeOHOI0 yUaCTKA

41. DkcriepTH3a EHHOCTH TOKYMEHTOB MPOBOJUTCS HA OCHOBE 3aKOHOAATCIIbHbBIX
U HMHBIX HOPMATHBHBIX IIPABOBBIX aKTOB Poccuiickoii denepaiyy, ycTaHAaBIWBAIOMIMX
TpeOOBaHHUA K CPOKAM XPaHEHHWA JOKYMEHTOB, THIIOBBIX W BEAOMCTBEHHBIX ICPCUHCH
JOKYMEHTOB C YKa3aHHEM CPOKOB UX XPaHCHUS:

TPH OTIPEIECTIEHUU CPOKOB XPaHEHUS CYy/ICOHBIX AT,

TPU COCTABJICHUH HOMEHKIIATYPHI JICTT;

MPHU NOATOTOBKE AEJ K MEpeaaye B apXHB,

B apXUBE.
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IKCMIEPTHON KOMHUCCHEH aKThI U OTIMCH YTBEPKIAIOTCS MHUPOBBIM CYIbEH.

50. OTO0p >PMEKTPOHHBIX MTOKYMEHTOB HA aPXWBHOE XPAHEHUE OCYIIECTBIIAETCS
B PE3YIbTATE SKCHEPTU3BI IIEHHOCTH 3IEKTPOHHBIX JOKYMEHTOB, KOTOPas MPOBOAUTCA
SKCMEPTHON KOMHUCCHUEH.

51. PaOGOTHHK, OTBETCTBEHHBIM 3a pabOTy apxuBa, OMpPEIEIICT TIEPEUEHb
3MIEKTPOHHBIX JOKYMEHTOB, KOTOPBIE TIO/JIEKAT SKCIIEPTH3E, U COTIACYET €T0 C MUPOBOM
cyabell. IlepedyeHp 3MEKTPOHHBIX AOKYMEHTOB, IOJIECKAINIUX APXHBHOMY XPAaHCHHUIO,
MOMHMO 3aroJIOBKOB JIEJ, WX /AT, JOJUKEH BKIIOYATh B CEOA JaHHBIE 00 3IEKTPOHHBIX
HocuTeIsIX (MX popmaTax, oObeMax u 1p.). B paMkax 3Toro mepeyHs mpoBOIUTCS OTOOP
3MEKTPOHHBIX JOKYMEHTOB HA TIOCTOSHHOE M BpPEMEHHOE XpaHeHwe. llepeueHb
YTBEPKAAETCS SKCTIEPTHOW KOMHCCHEH.

52. DKcnepTu3a 3NEKTPOHHBIX JTOKYMEHTOB MPOBOJUTCS SKCHEPTHON KOMHCCHEH
BO B3aMMOCBS3H C JOKYMEHTAMH CyJeOHOTO ydYacTKa Ha OyMa)KHBIX HOCHTEIAX
(MpuUMeHsAETCS B KOMILIEKCE CUCTEMBI OOIIMX M CTECIHAIBHBIX KPUTEPHEB. 3HAYUMOCTB,
MOTHOTA (3aBEPIIEHHOCTh) MAOKYMEHTA, AayTeHTHYHOCTh JOKYMEHTA, OTCYTCTBHE
OyOImMpyrome HHGOopMAIK B TOKyMEHTaX, IPHHATHIX HA APXUBHOE XPAHEHHUE) C YIETOM
JOTIOJTHUTEIIFHBIX TIPU3HAKOB:

HOJUIMHHOCTh  3JIEKTPOHHOIO JOKYMEHTA, HAIW4HE 3JICKTPOHHOW MOIIHCH
Y TIONIOKUTETBHOTO PE3yNIbTaTa €€ MMPOBEPKH;

BO3MOXKHOCTb BOCIIPOM3BEACHUS U 00padOTKHM HH(OpMAIMH 3JIEKTPOHHBIX
JOKYMEHTOB;

BO3MOKHOCTh 0OecTieueHrs1 BpeMeHHOTo (cBbime 10 jieT) XpaHeHHS, MPOBEACHUA
TEXHOJIOTHYECKAX MUTPALIUH.

Paznen V
ITopsinox onpeaesieHNsi CPOKOB XPaHEHHUS AeJl.
OT10op AOKYMEHTOB Ha YHHUTOKEHHE

53.Cpoxu xpaHeHHA Jenl (HApPsAIOB) YCTAHABIMBAIOTCA B COOTBETCTBHH
¢ [Ipumepnont HOMeHKIaTYpOoH U [lepeurnemM 1OKyMEHTOB.

Cpoku XpaHEHHA J€lI ONPEAESIIOTCS MO AOKYMEHTaM JIENa, HWMEIOIIHM
HanOOBIIHNHI CPOK XPAHEHUS.

54. UcuncieHue CpPOKOB XpPaHEHMA BCEX CYNEOHBIX €N, JAPYTHX Jel
U IOKYMEHTOB OOIIETO JEIOPOU3BOICTBA IIPOU3BOAMUTCS C | THBaps roja, ciaeayromero
3a rOJIOM OKOHYAHUsS AETONPOU3BOACTBA 10 HUM.

Hampumep, ucumcneHue cpoka XpaHEHHUA A€ M JOKYMEHTOB, 3aKOHYCHHBIX
aenonpousBoacTsoM B 2019 rony, Hauunaercs ¢ 1 susapsa 2020 roaa.

55. Cpoxu XpaHEHHUA AJI YTOJIOBHBIX €I HCUHUCIAIOTCS

CO JHA OKOHYAHUS CPOKa OTOBITHS HaKa3aHWs (MCTIOTHEHUS HAKA3aHMUA);

cO JHA BBHIDIATEL cyneOHoro mrpada. B ciydae OTMEHBI MMOCTAHOBICHHS
O IPUMEHEHHMM J3TOM MEPHI YTOJOBHO-IIPABOIO XapakTepa W NPUBIICYCHUH JTHIA
K YTOJIOBHOM OTBETCTBEHHOCTH — CO JHA OKOHUYAHHS CPOKA OTOBITHA HAKA3aHHUS;

CO JHsA UCTECYCHMS UCIBITATEHHOTO CPOKA TMPH YCIOBHOM OCYXKACHHH (OTMECHBI
YCIOBHOTO OCYXKIEHUA CO CHATHEM CYAHMMOCTH B MOPSAJKE YaCTH IIEPBOM CTaThu 74
VYronosHoro kojekca Poccutickoii @eneparpn). B cirydyae 0TMEHBI YCIIOBHOTO OCY K ICHHS
U HAINpaBIICHUsA OCYKIEHHOTO JJisi OTOBIBAHMSA HAKA3AHUS, a TAKKE OTMEHBI YCIOBHOTO
OCYKIIEHHA B CBSI3H C COBEPIICHUEM JAPYTOTO NPECTYIUIEHUSA — CO THSA OKOHYAHHS CPOKA
OTOBITHS HAKA3aHUA,
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CO OHA HMCTEYEHHA CPOKAa ACHCTBHA IPHUHYAMTENBHBIX MEP BOCHHTATEIBHOIO
BO3ICHCTBHA. B cilyyae OTMEHBI 3THX MEpP U TPHBICYEHHH JMIA K YTOJOBHOM
OTBETCTBEHHOCTH — CO JHA OKOHYAHHS CPOKA OTOBITHS HAKa3aHHS,

CO JHA HUCTEYEHHA OTCPOUYKH HCIOJIHEHHUS TIPUTOBOpPa OCPEMEHHOM >KEHIIHHE
M JKCHIIMHE, HMEIOIIEH MAJIOJETHHX JeTed. B ciyyae OTMEHBI OTCPOYKH HCHOIHEHHA
NPUTOBOPA M HAMPABIECHUS OCYKICHHOH 11 OTOBIBAHWS HAKA3aHHA — CO JHA OKOHYAHHS
CpoKa OTOBITHS HAKA3aHWS,

CO IHA UCTE€YEHHUs OTCPOUKH HCIIOJHEHHUS IPUTOBOPA OCYKICHHOMY, IPU3HAHHOMY
OONMBHBIM HAapKOMaHWEH. B ciayuyae OTMEHBI OTCPOYKH HCIIONHEHHUS MPHUTOBOPA
W HANpaBICHUA OCYXKACHHOTO, MPU3HAHHOTO OOJBHBIM HAPKOMAaHWEH, JUIS OTOBIBAHHS
HAKa3aHUA — CO THS OKOHYAHHUS CPOKA OTOBITHS HAKA3aHMS,

C MOMECHTA BBIHECCHHMA ONPEAEICHUA O TPEKPAINCHHUH  MPUMCHEHUS
MPUHYAUTENBHBIX MEP MEIHLIIUMHCKOTO XapaKTepa K JHUIaM, COBEPIIMBIIAM OOIIECTBEHHO
OTIACHBIE ACTHHUA B COCTOTHUH HEBMEHAEMOCTH,

C MOMEHTA BCTYIUICHHA B 3aKOHHYIO CHITy OIPaBJATEIIFHOTO MPHTOBOPA, a TAKKE
TMOCTAHOBJICHUS (OTIPEACTICHHUS) O TPCKPAMICHHH JEa.

OOumii CpoK XpaHEHHUs] YTOJOBHBIX €Nl ONPENENACTCS IyTeM CYMMHpPOBaHHS
CpOKa HAa3HAYEHHOTO HAKa3aHUs (KaK OCHOBHOTO, TaK W JIOMOJHHTEIIBHOTO), CPOKa
MOTANICHUS CyMMOCTH B 3aBUCHMOCTH OT TSXKECTH COBEPHICHHOTO TIPECTYTICHHS, BU/IA
M pa3sMepa HaKa3aHWs U CPOKa, yCTaHOBICHHOrO [IpumepHoit HomeHknarypoi, [lepeunem
JOKYMEHTOB (B COOTBETCTBHH C KATETOPHEH COBEPIICHHOTO MPECTYTICHHS).

56. B ciydae W3MEHEHUs CPOKOB XpaHEHHA CyAEOHBIX €T M JIOKYMEHTOB BHOBB
NPHHATHIMH HOPMATHBHBIMH ITPABOBBIMH aKTaMH CPOKH XPaHEHHWsS TaKUX JOKYMEHTOB,
OIUCH JEJI 10 KOTOPBIM COIIACOBAHBI SKCIIEPTHOH KOMHUCCHEH W YTBEPKICHH MHUPOBBIM
CyIbEH, HE IEPECMATPHUBAKOTCSL.

HoBbie cpoxm XpaHEHUS pacHpOCTPaHAIOTCA JUIIb Ha JElia U JOKYMEHTHI,
IepeaaBacMble Ha apXUBHOE XPAaHEHUE TOCTE BCTYIUICHHA B CHITy COOTBETCTBYFOIIMX
HOPMATHUBHBIX ITPABOBBIX AKTOB.

57. Haxonsmuecs B apXuBe J€l1a, 0 KOTOPBIM HCTEK CPOK XPAHEHHS, OTOUPAIOTCS
K yHUYTOKEeHHIO. PaboTy mo oTOopy Aen K YHHYTOKEHHIO OCYIIECTBIIIET PaOOTHHK,
OTBETCTBEHHBIH 3a padOTy apXuBa.

OT100p apXUBHBIX €] K YHHYTOKEHHIO OQOPMIISIETCST aKTOM 110 (hOpMe COTIIACHO
[Tpunoxxennro 8 k HactosAmed MHCTPYKIMU U TPOU3BOIUTCS TOJBKO IIOCIIE COCTABIICHHUS
oImMcel e MOCTOSTHHOTO M BpeMeHHOTO (cBbime 10 JeT) XpaHeHHs 3a 3TOT K€ TIEPHOI.

ApXUBHBIE JeNla BKIIOYAOTCA B AKT O BBIICTICHHH K YHHUTOKCHHUIO TOKYMEHTOB,
HE IOJIeXKAMUX XPAHCHHIO, €CJIHM TPEXYCMOTPEHHBIN IS HUX CPOK XPAaHEHUS HCTEK
K 1 AHBaps roxa, B KOTOPOM COCTABIIEH AKT.

Hena ¢ otmeTkoi «IK» noanexat noJIMCTHOMY NPOCMOTPY B LENAX BBIABICHUA
OOKYMEHTOB, IOJICKAIMUX MTOCTOSHHOMY XPaHEHHIO.

58. U3 0TOOpaHHBIX K YHHUTOKECHHIO CYyI€OHBIX /1€ (MAaTEPHAIIOB) HA TIOCTOSTHHOE
XpaHeHHE HEOOXOAWMO OCTAaBIITh TMOJUIMHHUKK PEIICHUH, CyIeOHBIX TPHUKA30B,
IIPUTOBOPOB M TMOCIEAYIOINUX ONPEIEIECHHM, W IIOCTAHOBJICHWUM, B TOM YHCIIE
BBIIIECTOAMMX CynoB. M3 mpekpameHHBIX Aen, AeT N0 HCKaM, OCTAaBIIEHHBIM 0e€3
PacCMOTPEHUsI, HEOOXOAMMO OCTABUTHh NOJIMHHUKHA OIPEOCIIEHHH O TPEeKpalICHHH
NPOM3BOACTBA II0 AeTy, 00 OCTABJICHUH UCKA 0€3 PACCMOTPEHHS.

Ha cyneOHpIX pemieHusX, CyA€OHBIX TIOCTAHOBICHUAX W  TOCIEIYIOIIUX
OMpENENECHUAX, ©  T[OCTAHOBIICHUSAX  BBIIECTOSAIMUX  CYy/I0B  NPOCTABIIIOTCA
PETUCTPALMOHHBIE HOMEpPA JeN, W3 KOTOPBIX OHH H3BATHL. 3aTeM JOKYMEHTHI
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TMOJIIMBAIOTCA TIO TIOPSIAKY HOMEPOB JIET B OTAENIbHBIE HAPABI M TIOMETIAFOTCSA B TBEPAYIO
OOJIOXKKY.

[TproOmeHHBIE K CyIeOHOMY A€y 3JIEKTPOHHBIE HOCUTENH HH(OPMAUUH (AHCKH,
IOUCKETHI, (PIIeNI-KapThl) YHHUYTOMKAIOTCS OTHOBPEMEHHO C JIEJIOM MyTEM HX (DH3HYECKOTO
VHUYTOKEHHUS WITH YHHYTOKEHHSA TPOTPAMMHO-TEXHUIECKHMH CPEICTBAMH.

59. U3 apxuBHBIX JeJ, NOJICKANMUX YHHYTOKCHHUIO, OCTAlOTCA HA XPAaHCHHUE
JVYHBIE JOKYMEHTHI, KOTOPHIE TIOMEMAIOTCA B OTACIBHYI0 TMAMKy, COJAEPKAIIyIO
BHYTPEHHIOIO OTIHCH TOKYMEHTOB. B onmck BHOCATCA: hamuimis, UM, OTYECTBO BIIAIETbLIA
OOKYMEHTa, HAUMEHOBAHUE MOKyMEHTA W HOMEP JAena (MPOHM3BOJACTBA), H3 KOTOPOTO
OH H3BAT, TOJ PACCMOTPEHHS JAeNia, HOMEP M Jara aKra 00 YHHYTO)KCHHH [ela.
HeBoctpeOoBaHHBIE JIHYHBIE JTOKYMEHTHI XPAHATCA B apXWBe 75 €T, TOCJTE YEro
YHUYTOXKAKOTCSL.

60. [Ipn cocTaBneHMHM akTa Ha BBIJEICHHBIC K YHHUYTOXKCHHUIO [€JIa JOJDKHBI
COOIIFOIAThCS CIICAYFOIIIME TIPABHIIA;

IEJia PacCTONaratoTCs B aKTE MO T0/IaM WX PACCMOTPEHHUS;

B KOHIIE AKTa JEJIAETCS 3aIHUCh O TOM, YTO M3 JEI H3BATH MOMTHHHUKH CYyICOHBIX
PELICHUM, JIMYHBIE JOKYMEHTBI.

61. AKTbI HA YHUYTOKEHUE JOKYMEHTOB PACCMATPUBAIOTCA U COTJIACOBHIBAIOTCS HA
3aCE€aHUU SKCMEPTHOW KOMHMCCHHM OJHOBPEMEHHO C OMHUCAMH Ha JENia TOCTOSHHOTO
XPaHEHUA.

Ilocne yTBEp:KIEHUS MHUPOBBIM CYJbEH AKTOB O BBIACIICHHH K YHHYTOXXCHHUIO
OOKYMEHTOB, HE TOJIJICIKAIMX XPAHCHHIO, TAKHE JIEIa MOTYT OBITh YHHUYTOKCHBI.

62. AKTbI O BBIJIETIEHUH JIETl K YHUYTOKEHHUIO TIOJIIMBAIOTCA B OT/CIHHBIA HAPSIJ
B XPOHOJIOTMYECKOM NMOPsiAKe. B perucTpalinoHHbIX xKypHanax (rpada — npuMedanue ) uim
Y4ETHO-CTATHCTHYECKUX KAPTOUYKAX (CIEHATbHBIN MyHKT HIH CBOOOTHOE MOJIE) AeIacTCs
OTMETKA 00 YHHUTOKEHHH JIeJIa C YKa3aHHEM HOMEPA, TAThI AKTa U MPOTOKOJIA 3aCeTaHHs
SKCMIEPTHON KOMHUCCHH.

63. ApxHBHbBIE J€Ja, MOIJICKAIIWE YHHUYTOKECHHIO, TOCJIE YTBEPXKACHHSA aKTa
O BBIJICJICHAA K YHHYTO)KCHHIO APXUBHBIX JIOKYMEHTOB, HE MOJJICKALIMX XPAHCHHIO,
CHAIOTCS HAa YTWIH3AaUWMI0 B  CICHMAJIM3UPOBAHHBIE OPTaHU3alldH, HUMEIOIHE
COOTBETCTBYIOLIYIO JIMLICH3HIO HA BHITIOJIHEHUE JAHHOTO BHAA PaboT.

B cnydae OTCYTCTBHA oOpraHMsanyi, NPOW3BOJAINIMX YTWIH3ALMIO B JAHHOM
PETHOHE, JTOKYMEHTBHl YHHYTOXKAIOTCA CHEIHMAJbHO CO3MAHHOH HA OCHOBAHHH
PacTOps>KEHUS] MUPOBOTO CYJTbH KOMHCCHEHN MyTEM COMOKEHHSI B OTBEJACHHBIX JJIS 3TOTO
MeCTaxX WA MEXaHHYECKOH MepepabOTKH, O Y€M COCTABJIAECTCSA aKT.

64.Ilepen mepemadyer Ha  YHHYTOXKEHHE JOKYMEHTHl  YMAKOBBIBAKOTCH,
a B HEOOXOAMMBIX CITydasx ornedarbiBarotcs. [lepenada oopmisieTcss mprueMo-c1aTOUHOM
HAaKJIaJHOW (aKTOM), B KOTOPOH YKa3BIBAIOTCA JIaTa MEPEJAYH, KOJTHYECTBO BKIIOYCHHBIX
B aKT JIEJ B IPyTHX JOKYMEHTOB, BEC OyMa)KHOHM MaKyJIaTypHl.

ITorpy3ka, BBIBO3 Ha YTHIIM3ALHIO U YTHIN3ALUA OCYLIECTBIISIOTCS TOA KOHTPOJIEM
Ha3HAYEHHOTO MHUPOBBIM CYAbEH JAOJDKHOCTHOTO JTHIIA.

65. DNEKTPOHHBIE APXUBHBIE JIENa C UCTEKINHMH CPOKAMH XPAaHCHHS TOMJIEKAT
BBIICIEHHI0O K YHHYTOKEHHI0O B TOPAAKE, YCTAHOBICHHOM /I JOKYMEHTOB
Ha OyMa)XHOM HOCHTEJNE, IOCIIE€ YEero HMPOBOAUTCA HX (PH3MYCCKOEC YHHYTOMKEHHE HITH
YHUYTOXKEHHE MPOTrPAMMHO-TEXHUYECKHMHU CPEACTBAMH COOTBETCTBYIOIIEH OTMETKOM
B aKT€ O BBIJEIICHHH K YHUUYTOKEHHUIO JOKYMEHTOB.

66. 3anpemiacTcd HCIIONIb30BAHUE OTOOPAHHBIX K YHHYTOXKCHHIO JeI JUIA
XO3AUCTBEHHBIX HYXK].
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Paspen VI
IlepeBoa NOKYMEHTOB B 3JIEKTPOHHbBII BHJ

67. PabOTHHK anmapaTa MEPOBOTO CyIbH, OTBETCTBEHHBIH 3a IEPEBO JIOKYMEHTOB
B JJIEKTPOHHBIA BUA (Hanee — paOOTHHK, OTBCTCTBEHHBIM 3a MEPEBOJ JOKYMEHTOB
B JJIEKTPOHHBIN BHI), OCYINECTBIIET CO3JAHHE SJICKTPOHHBIX 00pPa3oB (3IEKTPOHHBIX
KOMHUH) JOKYMEHTOB IIyT€M CKAHMPOBaHHsA OyMaKHBIX HOCHTENEH W BBITPY3KY
MOTY4EHHBIX (PANIIOB B AIIEKTPOHHOE XPAHUITUIIIE.

68. K noxymeHTaM, 0 JjIeKalMM NePEBOAY B SIIEKTPOHHBIN BUJ (CKAHUPOBAHHIO ),
OTHOCATCS BCE CyAEOHBIe Jena, BXONAIIHE W HCXOMAIIME JOKYMEHTH Cyaa
o TPaXaaHCKUM, aMUHHUCTPATUBHBIM, YTOJIOBHBIM Jenam, Jenam
00 aJAMUHUCTPATHUBHBIX IIPABOHAPYIMICHHAX, a TaKKe OOpa3OBaHHBIE B TPOLECCE
JEATENBHOCTH WHBIE MAaTEpHAaNbl M JAOKYMEHTHI, B TOM YHCJE 3asABJICHHUs, OOpameHHs
(cka;moOBl)  TpaxknmaH,  IOPHUAWYECKHX  JIMI[  HEMPOLECCYAllbHOTO  XapakTepa,
BHETIPOLIECCYANIbHBIE OOPAIIEHHS, APXHUBHbBIC JOKYMEHTHI U HHbIE JOKyMEHTHI apXHBA.

69. He noanexat nepeBoay B SNEKTPOHHBIN BU, CIIETYIOIIME JOKYMEHTHI:

cyneOHbIE Jena M JOKYMEHTHI, COAEPXAIHe TOCYHAPCTBEHHYIO TaWHY W WHbIC
CBEICHUA, HE TOMICKAIMUE PA3INAMEHAID B COOTBETCTBHH C JIEHCTBYIOLIUM
3aK0HOJaTenbCcTBOM Poccutickoit denepanuu;

JOKYMEHTBI,  COAEpKallue  CIy:keOHyr0  HHPOPMAIMIO  OTPAHHYEHHOTO
pacrpocTpaHeHus (C IOMETKOH « /{1 c1y?ke0HOTO IMOJTb30BaAHHSY);

PEKITaMHBIE TPOCIIEKTHI (U3BEIICHHUSA);

HO3ApaBUTENIbHBIE TUCHMA (OTKPHITKH);

IOpUIUYECKas JINTEPATypa, MOCOOUA, CIPaBOYHO-HH()OPMALMOHHBIE MAaTEPHAJIBI,
M3OaHUS (KHUTH, SKyPHAQJIBL, NEPHOJWYECKHE H3JAHWA) W HHasg monurpaduueckas
JTUTEpATypa;

WHas KOPPECTIOHJCHIMSA, MOCTYMAIOMAA B CyA€OHBIH Y4aCTOK, HE OTHOCSINASCA
K JOKYMEHTaM, IEPEYUCIICHHBIM B ITyHKTE 68 HacTosamed MucTpykumu.

70. Cpoku nepejiauv TOKYMEHTOB Ha YYaCTOK CKAHHPOBAHUSA, a4 TAKKE CPOKH HX
HAXOXKJECHHS HAa Y4YaCTKE CKAHUPOBAaHUS OMNPEIEAIOTCS MHPOBBIM CYIAbEH HIH
YIOJTHOMOYEHHBIM MM JIMLIOM C YYETOM CPOKOB, MPEAYCMOTPEHHBIX MPOLIECCYATbHBIM
3akoHOJaTenbcTBOM Poccuiickoit denepannu, a Takke WHcTpykmmed mo cyaeOHOMY
JETONPON3BO/ICTBY Y MHPOBOM CyJibM HeHEIKOro aBTOHOMHOTO OKpyTa.

71. PaGOTHHK, OTBETCTBEHHBIM 3a TIEPEBOJ MOKYMEHTOB B JJIEKTPOHHBIA BHJ,
OCYWIECTBIHIET CICAYIOINUE ICUCTBHA

CKaHUPYET JOKYMEHT (CKAHHPYETCS KaXK/IBIH 3aI0THEHHBIH Pa3BOPOT, HyMEPAIHA
cTtpanul; B (Qopmupyemom (aiine AODKHA COOTBETCTBOBATH HYMEPALMH CTPAHHIY
B JOKYMEHTE);

KOHTPOJIHPYET KAa4eCTBO W TIONHOTY OJEKTPOHHOTO o0Opa3a JOKyMEHTa
(YATAaEMOCTB, OTCYTCTBHE TIEPEKOCOB, 3ATEMHEHWH WIIM WHBIX JAC(PEKTOB, COOTBETCTBHE
KOJIMYECTBA CTPAHMIL IOKYMEHTA),

MoCJie MPOBEACHHA IPOLEAYPHl CKAHUPOBAHHMS TPOBEPSAET COOTBETCTBHUE
3NEKTPOHHON KOIWH JOKYMEHTA €r0 TOIMHHUKY, NMPH OOHAPYKEHWH HECOOTBETCTBHA
MPOU3BOJIUT ET'0 OBTOPHOE CKAHHUPOBAHHE;

MpPH HEOOXOAUMOCTH 00padaThIBACT KaXKA0€ OTCKAHMPOBAHHOE H300parKEHHE
(ymanser JianrHAe OOBEKTHI, KOTOPBIE MOTYT HOSIBUTHCS MPH CKAHUPOBAHUH);

coxpansieT (aiii ¢ BO3MOXKHOCTHIO €ro JaJbHEMNINEro MOWCKAa Ha JHCK CBOETO
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ABTOMATH3UPOBAHHOTO pabouero mecta (B ¢popmare PDF—aiina, paspemenue He MeHee
200 — 300 dpi);

3arpy’kaeT CO3HAHHBIH JJIEKTPOHHBIM 00pa3 JOKYMEHTa B 3JIEKTPOHHOE
XPaHHJTHIIE.

72. Pe3ymbTaTOM CKAaHHPOBAHHUSA MOKYMEHTA SBIIAETCS JJIEKTPOHHBIM 00pa3
nokymenta B ¢opmare PDF-daiina ¢ KOJOHTHTYIIAMH, COIEPKAIMETO HEOOXOIUMBIE
WICHTH(PHKAMOHHBIE TaHHBIE IT0 HEMY M BKITFOYAOIIETO BCE CTPAHUIIBI JOKYMEHTA.

73. DNEKTPOHHBIN 00pa3 MEPEBEIECHHOTO B ANEKTPOHHBIN BUJ JOKYMEHTA JOJDKEH
OBITh TPUKPEIUIEH K PETHCTPAIIOHHON KAPTOYKE COOTBETCTBYIOIIETO IPOIPAMMHOTO
W3CTIHA.

74. DNeKTpOHHBIE 00pa3sl TOKYMEHTOB, C()OPMHPOBaHHBIE B (haill IO OTHOMY
cymeOHOMY OeTy WIH AOKYMEHTY, NOJDKHBI TOYHO COOTBETCTBOBATH MX OYMa)KHOMY
HOCHUTEJIIO, pacmojaraTbcsa B (paiime B Takoil ke mocienoBaTenpHOCTH. HanmeHOBaHUe
daiina OOKHO TIO3BOJNATh HIACHTU(HUIMPOBATH JOKYMEHT M KOJMYECTBO JIHCTOB
B JIOKYMEHTE.

XpaneHue cOPpMHPOBAHHBIX (DAHIIOB B IIPOTPAMMHOM H3/EITHUH OCYIIECTBIAETCA
MO/ COOTBETCTBYIOIIUMY HHAEKCAMH M HyMepaIued B COOTBETCTBUM C HOMEHKIIATYPOIl
AeJ, YYETHO-CTATHCTHYECKUMH KapTOUKAMHU.

Paspen VII
IMepenaya nen (31eKTPOHHBIX [1eJ1) B apXUB MUPOBOI0 CyAbH.
Iopsinox xpaHeHUs1 apXUBHBIX JeJ1 (371eKTPOHHBIX APXHUBHBIX J€J1)

75. Jlema TOCTOSHHOTO XpAaHEHWS, BPEMEHHOTro XpaHeHus (csbime 10 1er)
MepemaroTcss B apXUB HE TO3HEE YEM 4Yepe3 TOoJ TMOCNe 3aBEpPIICHHS el
B JCTIOTIPOU3BO/ICTBE TIO OITUCSM JIEN.

76. lena BpemeHHOTo XpaHeHHA (mo 10 jer) WM «J0 MHHOBAaHHUS HAJA0OHOCTH
MEePeqaroTcs B apXWB 1O OMHMCAM €, KOTOPhIE BEAYTCA B JJEKTPOHHOM BHIE,
C TIOCNEAYIOIIMM paclieYaThiBaHUEM Ha OyMa)KHOM HOCHTEJNIE B KOHIE OTYETHOTO roja
1 (OPMHPOBAHUEM B COOTBETCTBYIOILIHI HAPSI/,

77.1lpu nepemadye pgen Ha OyMaXXHOM HOCHTEIE B AapxXuB PaOOTHHUKOM,
OTBETCTBEHHBIM 3a Pa0OTy apxuBa, MPOBEPSETCA TPABHIBHOCTh HMX (POpPMHPOBAHHS,
opopmnenusa. Bce BbIiBICHHBIE MNPH MNPOBEPKE HEAOCTaTKH B (POpMHpPOBaHHH
u oopMIeHHH €N YNOJTHOMOYEHHBIE PaOOTHHKH CyACOHOTO ydYacTKa OOs3aHBI
YCTPAHHUTB.

78. [Ipuem-miepeiaya €1 B apXUB HNPOU3BOAMTCS PAOOTHHKOM, OTBETCTBEHHBIM
3a padOTy apXWBa, B MPUCYTCTBHH YIOJHOMOYEHHOTO PAOOTHHKA CyJEOHOTO Yy4acTKa.
Ha sk3eMImispax ommcy O MpOCTaBIAETCA OTMETKA O HATMYHWH JIETIA; B KOHLIE KaXKIOTO
IK3EMIUIAPA OIMUCH YKAa3bIBAIOTCA LM(PAMH M TNPOMUCHI0 KOJMYECTBO (PaKTHYECKH
MPHUHATHIX B APXHB JEJI, HOMEPA OTCYTCTBYIOIIUX JIETL, IaTa TPUEMAa-TIePeIayH JeIT.

79. Ilepegava >IEKTPOHHBIX JOKYMEHTOB B apXHB NPOHU3BOJMTCI HA OCHOBAHUU
OIMUCEH 3JICKTPOHHBIX JeNl 10 HH(OPMALMOHHO-TEICKOMMYHHKAIMOHHON CeTH (TpH
HAJIMYWH B apXWBE€ WHPOPMAIUOHHOH CHCTEMBI) MM HAa (PU3UIECKH 000COOIEHHBIX
MaTEPHATBHBIX HOCHUTEIIX, KOTOPBIE MPEACTABIIAIOTCS B IBYX WICHTHYHBIX K3EMIUIApax.

80. ITpu mepegaye >NEKTPOHHBIX JOKYMEHTOB B APXHB BBINIOIHIIOTCS CIIEAYIONIHE
OCHOBHBIE TIPOLIETYPHI PAOOTHI C JOKYMEHTAMH:

¢opmMupoBanue B WHPOPMALUOHHON CHCTEME CYAEOHOTO Y4acTKa SIEKTPOHHBIX
OET, SIBIAIOIIUXCA COBOKYITHOCTBIO KOHTEHHEPOB 3JIJIEKTPOHHBIX JOKYMCHTOB WIIH
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KOHTCHHEPOM 3JIEKTPOHHOTO JOKYMEHTA, COJEP/KAIMMM KOHTEHT M METAJaHHbIC
3NEKTPOHHOTO MOKYMEHTA, (aiiibl JJIEKTPOHHBIX MOAMUCEH W BH3YaJTH3UPOBAHHYIO
KOIHIO TEKCTOBOTO 3JIEKTPOHHOTO NoKyMeHTa B popmate PDF/A;

(opMHpOBaHHE OMUCH STEKTPOHHBIX JEJI, TOKYMEHTOB CyI€OHOTO YUaCTKa,

MPOBEPKA IJEKTPOHHBIX JOKYMEHTOB HAa HAJIMYHE BPEIOHOCHBIX KOMIBIOTEPHBIX
MpoTpamm;

MPOBEPKA BOCIPOU3BOJUMOCTH 3JIEKTPOHHBIX TOKYMEHTOB;

NMpoBepKa (PU3HYECKOTO M TEXHHYECKOTO COCTOSHHA HOCHTENEH (TpU mepemaye
3NEKTPOHHBIX JOKYMEHTOB B apXuB Ha (U3HYECKH O00OCOONEHHBIX MAaTepPHAIbHBIX
HOCHTEIIAX).

81.Ilpuem SNEKTPOHHBIX JOKYMEHTOB B apXuB 10 HH(POPMAIUOHHO-
TENIEKOMMYHHMKAIIHOHHOM CETH (IIPHU HAJTHYHHU B apXUBEe HH)OPMALMOHHOI CHCTEMBI) WITH
Ha (pu3nyecku 000COOIEHHBIX HOCUTEIIX 0QOPMIIETCA COCTABIICHHEM HTOTOBOM 3aITHCH
B KOHIIE ONHKCH J3JIEKTPOHHBIX JIeJI, B KOTOPOH LU(PpaMH H TMPOMHCHIO YKa3bIBAETCS
KOJIMYECTBO (PAKTHYECKM TPHHATHIX B apXHB J3JIEKTPOHHBIX J€T M 3JIEKTPOHHBIX
IOKyMeHTOB. ITOrosas 3anmuch NOATBEPKAAETCS MOAMHUCAMH PAOOTHHKA, O TBETCTBEHHOTO
3a paboTy apxuBa, U PaOOTHHKA, MEPEIABILETO JICKTPOHHBIE JieNia U JOKyMEHTHL [lpw
NpUEME HA apXUBHOE XPAHEHHE JJIEKTPOHHBIE JIENIAa 3aBEPAIOTCS SJIEKTPOHHOM ITOITUCHIO
MHPOBOTO CY/IbH HIIH YIOTHOMOYEHHOTO UM JIHIIA.

82. Ha Bxmaapime, moMenaeMoM B QyTIIp €IUHHLBI XPaHEHHUS, 0POPMISIEMOM
B ApXHBE, YKA3BIBAIOTCA:

HAUMEHOBaHHE CyICOHOTO y4acTKa;

HOMep (poHma;

HOMED OITHCH JJIEKTPOHHBIX I,

HOMED JeTa IO OIIUCH,

OTMETKA O CTATyCE 3K3EMIUIAPA SJEKTPOHHBIX JOKYMEHTOB: «OCH.» (OCHOBHOI)
nu «Pab.» (paboumii),

KpalHUE JaThl JOKYMEHTOB 3JICKTPOHHOTO JIeIa;

IIpH HEOOXOIUMOCTH O(OPMIIIOTCS JOTIONHUTENIBHBIE OTMETKH 00 OTpaHHMYCHUH
IOCTyTa K JOKYMEHTaM.

Bxmageim nomemaercs B Qymisap ¢uzmyuecku 000COOIEHHOTO MAaTE€PHAIBHOTO
HOCHUTETS TAKUM 00pa3oM, 4TOOBI HAIMCH Ha HEM OBLITH BHIHBI TIPH 3aKPHITOM (QyTimipe.

Hanmucu Ha BKIajpliax IEYaTAlOTCS WM HAHOCATCS OT PYKH pa3sOOpPUMBBIM
MOYEPKOM CICIMAIBHBIMH BOJOCTOMKUMH YEPHUJIAMH. BO3MOXXHO HCIOJB30BAHHE
OITAMIIOB M APYTUX aHAJIOTHYHBIX CPEJCTB.

83. lena, mo KOTOpPBHIM CyJeOHBIE pEHNICHHA HE OOpAaImEHBI K HCIIOJIHEHHIO
B IOPAIKE, MPETyCMOTPEHHOM IPOLECCYATbHBIM 3aKOHOJATETBECTBOM M VHCTpyKuMeH
no cyAeOHOMY IETONPOU3BOICTBY Y MHUPOBOH CyAbH HeHEnKOro aBTOHOMHOTO OKpYTa,
B apXHB HE MIEPEIAIOTCA.

Ha yueTHO-CTaTHCTHUYECKOM KapTOUKE JAETAeTCSI OTMETKA O TIEpeIaye Jelia B apXUB.

84. IlocTynmBIuEe B apXuB Je€la U JIpyTHe JOKYMEHTH XpaHATCS 10 (poHIam
B XPOHOJIOTHYECKOM TIOPSIKE.

85. ApxuBHBIE €Na CUCTEMATU3UPYIOTCA COTJIACHO OIMUCSM JET W MMOMELIAITCS
B kKopoba (10 — 50 mex B KOpoOKe).

Ha kopemke 00IOKKH KaXZOTO KOpoOa YKa3bIBAIOTCS HAYAIbHbIC U KOHECUHBIC
PETUCTPALIMOHHBIE HOMEPA JIET, TOMEIIEHHBIX B KOPOO.
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Paznen VIII
HayuHo-cnpaBouHblii annapar apxuBa.
ABTOMATU3UPOBAHHbIII HAYYHO-CMIPABOYHBIH aNNapaT apxusa

86. lna oOecme4eHHs COXPAHHOCTH W TIOMCKA apPXWUBHBIX JOKYMEHTOB,
WCTIONb30BAHHA CcoJepKameiicas B HHX HHpOpMalM B apXWBe CO3JACTCA HAYYHO-
CIPaBOYHBIN amMapar, B COCTaB KOTOPOTO BXOMAT:

y4eTHas JOKYMCHTAIHS,

KapTOTEKH, B KOTOPbHIE CBEACHHI O COJEPKAHHH JOKYMEHTAJHHBIX MAaTEPHAJIOB
OTpaKeHbI HA aJI)aBHTHBIX H PETHCTPALIMOHHBIX KAPTOYKAX;

METOAMYECKHE TMOCOOHMA 1O  pas3HYHBIM  BWJAAM  apXHBHBIX  padot
U JOKYMEHTAJIbHOH YaCTH JEJIOTIPOU3BOJICTBA,

HUCTOPUYECKHE CHPAaBKH M [JOMOJNHEHHA K HHM KAaK HOCAINHE HEPBHYHYIO
HH(POPMALHIO.

87. ABTOMAaTH3MPOBAHHBIH HAYYHO-CTIPABOYHBII ammapar apxwmea (Jamee —
aBToMatusupoBaHHbelii HCA) — KOMIUTEKC 3MEKTPOHHBIX CMPABOYHHKOB (0a3a JMaHHBIX
OIMMCAHUH JOKYMEHTOB), TMPEIHA3HAYEHHBIX A 3(PPEKTHUBHOTO TOUCKA APXUBHBIX
JOKYMEHTOB ¥ HH()OPMALHH.

88. ABromatuzupoBanHbii HCA Moxker 0a3upoBaTbcs Ha HHPOPMAIMOHHO-
MOUCKOBOM CHCTEME, CO3AaBa€MOH B TEKYIIEM JEJIONPOU3BOACTBE CYACOHOT0 ydacTka
(3MEeKTPOHHBIE CIIPABOYHbIE KAPTOTEKH, HOMEHKIIATYPHI, KJIACCH(HUKATOPEI).

OCHOBHBIMH TIOTAMH 3JIEKTPOHHOH PETHCTPALMOHHO-KOHTPOJIBHONH KapTOYKH
(manee — PKK) sBisroTcsa: aBTOp (KOPPECTOHIEHT), Ha3BaHHE BHIA JOKYMEHTA, /aTa,
HMHJAEKC JOKYMEHTa, 3arojIOBOK (KpaTKoe COAEP’KaHUE), Pe30IOLMA, CPOK HCIOIHECHUH,
OTMETKA 00 MCIIOJTHEHUH, APXUBHBIH mIH}P.

[Touck uH(pOpMALK O JOKYMEHTE MOXKET OCYIIECTBIIATHCSA KAaK MO OJHOMY ITOJIO
PKK, Tak ¥ m0 KOMOMHAIHH MOJICH.

89. Ilone PKK «HOMEp Jiena mo HOMEHKIIATYPE» ABIAETCA CBA3YIOIHUM MOUCKOBBIM
PEKBU3UTOM IIPH TEPEXOAE OT MOUCKAa MH(OPMAIMH HA YPOBHE NOKYMEHTA K MOHCKY
Ha YPOBHE J€a.

[Tlpy HaMMUYUK SIIEKTPOHHOW HOMEHKJIATYPHI B aBTOMATH3HPOBAHHOM pEXKHME
OCYIIECTBIIAECTCS CIIUCAHUE JJOKYMEHTOB B JIEJIO U U3BJICUYEHHE TOKYMEHTOB U3 JIEJa.

OCHOBHBIMH TIOMCKOBBIMH PEKBH3HTAMH HOMEHKJIATYPHI ABJIIIOTCS: HHAEKC JIENa,
3aroJioBOK JeJa (ToMa), KOJIMYECTBO JIET (TOMOB), CPOK XPAHEHHS H CTAThA MO MEPEUHIO.

90. Onexrponnsie PKK sBisiroTcst OCHOBOM U1 CO3JaHHA aBTOMaTH3UPOBAHHOI'O
KaTajora.

Ecrm B Tpagmmmonnom HCA  Buapl W pa3sHOBHOHOCTH — KaTajOroB
(cucTeMaTHUYECKHI, TEMATHYECKHI, MIMEHHOH U IPYTO€) CBA3aHBI MEXK Iy COOO0H CHCTEMOM
OTCBUIOK, TO B aBTOMATH3HPOBAHHOM PEXUME GOPMHPYETCA OOUH JIEKTPOHHBIH KaTaJIor,
COJIeprKaIIMii OMMICAHUE HA YPOBHE JJOKYMEHTA HITH JIeJia.

[Ipu OTCYTCTBHMH aBTOMATH3WPOBAHHON CHCTEMBI PETHCTPALMH JOKYMEHTOB
cozjaeTrcs 0a3a JaHHBIX ONMHCAHHIA HAa YPOBHE TOKYMEHTA (3JIEKTPOHHBIN KaTajor).

OCHOBHBIMH PEKBH3UTAMH ONHCAHHI B 3JIEKTPOHHOM KaTaJIOTe ABIITIOTCS: HHAEKC,
Ha3BaHue (oHOa, HOMep (oHIA, HOMEP OMHCH, HOMEP Aena, HOMep NHcTa. PeKBU3UTHL:
Ha3BaHue (oHma, HoMep GoOHAA, HOMEpP ONMHCH, HOMEP JAETa, HOMEP JIUCTAa COJEpXKAT
YYETHBIE  XAPAKTEPUCTHKH MW  MOryT  TpaHCGOpPMHpPOBaTbCA  HW3  Y4YETHOH
ABTOMAaTH3UPOBAHHOMN CHCTEMBI.
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Pazpen IX
Y4eT 10KyMEHTOB B apXHUBe CyAe0HOro y4acTka

91. YyeT mOKyMEHTOB B apXuBe€ CyJE€OHOTO yYacTKa — 3TO CPEACTBO KOHTPOJA
3a HAJIMYMEM U 00€CTICYEHHEM WX COXPAHHOCTH.

OCHOBHBIMH €HHHIIAMH YY€Ta XPAHCHHS APXUBHBIX JIOKyMEHTOB SBIISIOTCS: JACTIO,
AIEKTPOHHOE JETIO.

VY4yeTy moasiekaT BCE XPAHAIMIHECS B apXHWBE CyACOHOTO y4YacTKa JOKYMEHTHI,
BKJIFOYasl OITUCH JEJI, B TOM YHCJIE B SJIEKTPOHHOM BHJIE.

92. OcHOBHBIMU (00s3aTEIFHBPIMH) YIETHBIMH JJOKYMEHTAMH aPXUBA ABJSAIOTCA:

MachopT apxuBa cyAeOHOro ydvactka, odopmisiemMbii 1o (opMe COTJIaCHO
[Ipunoxenuro 9 k Hacrosmeit MHCTpyKImMu;

ommucu pen, odopmasiembie 1o ¢opme cormacHo Ilpunoxenmsm 1, 2, 3, 4
K HacTosmen MHCTpyKImuy;

peectp ommcer, odopmisiemprii 1o Qopme cormacHo Ilpunoxenmroo S
K HacTosmer MHCTpyKImy.

JlanHBIE 00 00BEME KOHTEHHEPA 3JIEKTPOHHOTO AOKYMEHTA MPH YYETE B YUETHBIX
JOKYMEHTAaX OTpaXKaroTcs B Meradairax (MO).

93. [MacmopT apxwBa CyaeOHOTO ydyacTka, oopmisieMbid mo (opMe COTIACHO
[Ipumoxennro 9 K Hactosmed WHCTpyKIMHM, 3amonHAETCs B COOTBETCTBHH
C HOPMATUBHBIMH M METOTUIECKHUMH JOKYMEHTAMH, YTBEPAKICHHBIMH YIOTHOMOYECHHBIM
(denepanbHBIM OpPraHOM HCIONHUTEIBHOM BIAacTH B cdepe apxuBHOro Jemna
U JIEIOTIPOU3BOICTBA.

[TacopT apxuBa COCTaBIAETCS €KETOTHO (IO COCTOSHUIO Ha 31 AekaOps OTYETHOTO
rojia), OTpaXKaeT COCTaB, COCTOSHUE, 00BEM U YCIIOBHS XPAHEHHA JOKYMEHTOB H XPAHUTCA
MOCTOSTHHO.

[Tacmopt apxuBa COCTaBIAETCS B JABYX JK3EMIUIAPAX, MOAMHUCHIBAETCI MHPOBBIM
CyObeH C MPOCTABICHWEM AATHI TOANHACAHUSA, 3aBEPAETCA TMEYATHIO: OOHH SK3EMIULIP
XPaHHUTCS B COOTBETCTBYIOMIEM HAPSJIE APXHBA, BTOPOH HANPABIIECTCS HAYAIbHUKY OTENA
MO0 OPTaHU3ALMOHHOMY OOECTIEYEHHI0 MHPOBOM FOCTHIUH HEHEUKOro aBTOHOMHOTO
OKpyTa.

B cnydae ecnm apxuB pacmoio’K€H B HECKOJNBKHX MOMEMICHHUAX, MAacoOpT apXHBa
COCTABIIACTCS €TMHBIM HA BCE TIOMEMICHUS.

94. ApxuBHbIe jena (3NMEKTPOHHBIE APXWUBHBIE JIE€NA) YYHTHIBAIOTCA MO OIMCSM.
I"omoBBIE pa3eITbl ONMHCEN YYHTHIBAIOTCS MO TEM K€ HOMEPOM, KOTOPBIH OBLIT MPUCBOEH
OTIMCH TIPH TIEPBOM TIOCTYIUICHHH.

OmnmcH 1en TOCTOSHHOTO M BPEMEHHOTO CPOKOB XpaHeHus (0osee 10 eT) xpaHeHus
HYMEPYIOTCS OTJIENTBHO.

95. Ydert mocTyIIeHH# JICT TIOCTOSHHOTO W BpeMeHHOTO (Oonee 10 net) XxpaHeHUsA
BEJETCA Pa3/ACIbHO.

96. CoctaB U (OpMBI BCIIOMOTATENBHBIX YYETHBIX JOKYMEHTOB OTNPEACIIAIOTCS
apPXUBOM CaMOCTOATEIHHO.

97. YdeTHblE JOKYMEHTHI JOJDKHBI HAXOJWUTHCA B OJHOM MECTE M XPaHHTHCA
B XPOHOJIOTHYECKOM MOPSIJIKE.

98. ApxuB MOXKET Tak€ BECTH yY€T B aBTOMAaTHU3UPOBAHHOM PEXUME B BHIE
VYETHBIX 0a3 JaHHBIX.

YuetHple 0a3pl JAHHBIX TPHMEHSIOTCA BO  B3aHMOCBA3H C  JIPYTHMH
WHpOpPMAIMOHHBIMH 0a3aMH JTAHHBIX, WMCIONAMHCS B apXWBe, W JOJDKHBI OBITH
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COBMECTHUMBI C COOTBETCTBYIOIIMMH YYETHBIMH 0Oa3aMH IaHHBIX TOCYIapPCTBEHHBIX
ApXWBOB U OPTaHOB YIIPABIICHUS APXUBHBIM JIETIOM.

Pazmen X
IIpoBepka HaMUYMS M COCTOSTHUSI JOKYMEHTOB
(3JIeKTPOHHBIX JOKYMEHTOB) B apXuBe CyAe0HOr0 y4acTka

99. B memax obecrieueHus COXPaHHOCTH TOKYMEHTAIBHBIX MAaTEPHUANOB B apXHUBE
KOMHCCHEH, HAa3HAYaeMOW MHUPOBBIM CYIbEH, NPOWU3BOAMUTCS TPOBEPKA HATHYHA
W COCTOSIHHA apPXHUBHBIX JTOKYMEHTOB (3JIEKTPOHHBIX ApPXHBHBIX JOKYMEHTOB).

[TpoBepka HATMYKA U COCTOSTHHA apXUBHBIX JOKYMEHTOB (3JIEKTPOHHBIX aPXUBHBIX
JOKYMEHTOB) IPOBOAMTICA C YYaCTHEM HAYaJbHHKA OTAENAa IO OPTraHU3alMOHHOMY
oOecrieyeHHI0 MHpPOBOHM foctuimu JlemaprameHra wM(poOBOTO pPas3sBHTHA, CBA3H
Y MaCCOBBIX KOMMYHUKaMi HEHEIKOTr0 aBTOHOMHOT'O OKpPYTa.

100. ITpoBepka HaTMUUA U COCTOSHUSA AET (3NEKTPOHHBIX JEJI) IPOBOJUTCA:

B CPOKH, YCTAHOBIICHHBIE MHPOBBIM CYABEH, HO HE PEXKE OFHOIO pasa B 5 JIET,
3JIEKTPOHHBIX €] — HE PEXKe OTHOTO pasa B 3 roja;

Ka)XIBIA pa3, KOTJa 3TO BBHI3BIBAETCA KAKHUM-JTHOO HApPYHICHHEM HOPMAJbHBIX
YCIIOBHM XpaHEHHA AOKYMEHTOB, TPH KOTOPBIX HMEIOTCA OCHOBAaHHA MpPEAIOJIaraTh
UX [OPYY WM yTpaTy (I0CIie Ype3BhIYAHBIX MPONCHIECTBHIA, BHI3BABIINX IEPEMEIICHHE
(9BaKyaIIo) JeN WK JOCTYT B XPAaHUIIHIIA MOCTOPOHHHX JIHIT);

MOCTIE TIEPEMEIEHUA IEN B APYTO€ MOMEIEHUE;

IIPU CMEHE MUPOBOTO CYIbH.

101. B xoxme mpoBepkH OCYIIECTBIACTCA:

YCTAaHOBJICHHE (PAKTHYECKOTO HAMYHWSA JeT (JIEKTPOHHBIX JIEIT), UX COOTBETCTBHUE
YYETHBIM JOKYMEHTaM;

BBISIBJICHUE M YCTPAHCHHUE HEJIOCTATKOB B YUETE JIEN (3ICKTPOHHBIX JEI);

BBISIBJIEHHE OTCYTCTBYIOMHMX el ((pusmdeckun OOOCOONEHHBIX MATEPHAITBHBIX
HOCHUTEJICH KOHTEHHEPOB AJIEKTPOHHBIX JIOKYMEHTOB) H OPraHU3AIHA UX PO3BICKA;

BBIABJIEHHE H Yy4Ye€T JOKYMEHTOB, TPeOyOmux npoPUIaKTHICCKOW W/HIH
PECTABPALMOHHO-TIPOPHUITAKTHIECKOH 00PaOOTKH;

BBIABIICHHE W YYET JJIEKTPOHHBIX JOKYMEHTOB, TPEOYIOIMUX MEPE3AACH HA HOBBIC
3JIEKTPOHHBIE HOCUTEITH;

KOHTPOJIb (PU3HYECKOTO M TEXHHYECKOTO COCTOSHHSA (PU3HUECKH 000COOIEHHBIX
MaTepHAaTBHBIX HOCHTETICH KOHTEHHEPOB 3NEKTPOHHBIX JOKYMEHTOB,
BOCITPOU3BOIUMOCTH 3JIEKTPOHHBIX JOKYMEHTOB POTPAMMHBIMH CPECTBAMHU;

MPOBEPKA HA HAJIMYHE BPETOHOCHBIX KOMITBIOTEPHBIX TIPOTPAMM.

102. ITpoBepka HaMH4YUs U COCTOAHHUSA J€N HA OYMaKHOM HOCHTEJE TPOBOIAHTCS
MYTEM CBEPKH OIHUCATEIHHBIX CTATEH OINCH C OMMMCAHUEM JIENT Ha 00JIOKKAX.

@U3UUECKOE COCTOSHHUE /I ONPEAEIAETCS MyTEM BH3YaTbHOTO MTPOCMOTPA.

Jlenatp Kakue-TMOO TOMETKM WM 3alACH B OMHUCAX JET H JAPYTrUX YYETHBIX
JOKyMEHTAX 3aIpemacTcs.

B KOHIE Kaxm0¥ TPOCMOTPEHHOM ONMWCH AEN ACTAETCA 3aIHCh «ITPOBEPEHO)
C yKa3aHHEM HOMEPA M AAaThl AKTA IPOBEPKHU HAMYHSA U COCTOSTHHSA JTOKYMEHTOB.

103. PaGoTBI MO MPOBEPKE HATMYUS M COCTOSHHSA JJIEKTPOHHBIX IENT JOJDKHBI
HAYMHATBCSA C OCHOBHBIX JK3EMIUIIPOB E€IMHUI] XPAHEHUS JSJICKTPOHHBIX TOKYMEHTOB
Y 3aKaHYUBATHCH PA0OYMMH SK3EMIUIAPAMH.

[Tpu mpoBepke HANHYKS €IUHUI] XPAHEHHS JICKTPOHHBIX JIEJT MPOBOJAUTCS CBEPKA
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HX OOIIEro KOIMYECTBA M YYETHBIX HOMEPOB CO CBEICHUSAMH B KHUIE YU€Ta MOCTYIUICHUH
Y BBIOBITHS SEKTPOHHBIX JIEN, TOKYMEHTOB U KOJIMYECTBA CO CBEJCHIAMH II0 JIUCTY YIeTa
3JEKTPOHHBIX AEJI, JOKYMEHTOB.

IIpu mpoBepke HANHYUS €TUHUL] XPAHEHUS JJIEKTPOHHBIX TOKyMEHTOB MPOBOAUTCS
comnocTaBiIeHHe (haKTHYECKUX OOIIMX KOJMYECTBEHHBIX U KOHTPOJBHBIX XapPAKTEPUCTHK
C UTOTOBOM 3aIIACBIO OIUCH ]I, CBEPKA UX HATUYHA C OTHCHIO.

104. B ciyuae HeoOX0aUMOCTH (M3MEHEHHE (PU3UIECKOTO COCTOSHHSA HOCHUTEICH,
YXyAIIEHUE BOCIIPOU3BOAMMOCTH, H3MEHEHHE ()OpMATa) IO PEIICHHIO MHPOBOTO CYIbH
MPOBOAMTCS padoTa IO IepPe3ankCH SJCKTPOHHBIX JOKYMEHTOB HA HOBBIE HOCHTEIIH.

[Ipu ocymiecTBICHHH Tepe3anucy OOJDKHA OBITh OOecTeueHa ayTEHTHUYHOCTD,
MOJTHOTA, JOCTOBEPHOCTh, LENOCTHOCTh U HEM3MEHHOCTh MH()OPMALHMH, COAEPKATIECHCS
B 3JIEKTPOHHBIX JOKYMEHTAX.

TekcTOBBIE SIEKTPOHHBIE JOKYMEHTHI, IOJBEPIIIHMECS T[EPE3aNUCH B HOBBIC
(bopMaThI W/HITH HAa HOBBIE HOCUTEIH, JOJDKHBI OTBEYATh YCTAHOBJICHHBIM TPEOOBAHUSM.

105. Ecnmu mpoBEpKOM HaJIMYUS U COCTOSHUA AEN YCTAHOBJIEHO OTCYTCTBHE IEIL,
TO OPraHU3yEeTCS UX PO3BICK.

OOHapy KeHHBIE B UTOT€ PO3BICKA JIETIa PA3MEIAIOTCS Ha COOTBETCTBYIOIIUE MECTA,;
B KapTOUKE y4yeTa HEOOHAPYKEHHBIX e JENacTCd OTMETKAa 00 HMX OOHapyXeHHH
C YKAa3aHUEM JAThI ¥ MOAUCH TOJDKHOCTHOTO JTULA.

Hema, npHYuMHA OTCYTCTBHS KOTOPBIX MOATBEPKIAEHA COOTBETCTBYIOIIMMH
JOKYMEHTAMH, HMCKIIOYAKTCS B YCTAHOBICHHOM MOPSIAKE M3 ONMCEH AEN W APYTHX
YYETHBIX JOKYMEHTOB,

[locme  paccMOTpeHHs  pPe3ylabTAaTOB  PO3bICKA  OKCIEPTHOM  KOMHUCCHEH
M YTBEPXKICHHUSA €€ PEIICHUS MUPOBBIM CyIbeH HEOOHAPYKEHHBIE JOKYMEHTBHI CHUMAIOTCS
C yJera.

106. Po3bICK apXWUBHBIX €7, HE OOHAPYKEHHBIX B XOJ€ MPOBEPKH, OPraHU3yeTCsA
C MOMEHTA BBIABJIICHMS OTCYTCTBUS W NMPOBOJMTCA B TeUeHHME omaHoro roma. Ha nena,
HE OOHApY)KEHHBIE B XOJE MPOBEPKH HAIMYHA H COCTOSHHUSA €I, COCTABIACTCA aKT
00 yTpate toKyMeHTOB 10 ¢opme cornacHo [Ipunoxenuto 10 k nactosmeit MHCTpyKIHH,
KOTOPBIM  PAcCMATPHUBAETCA  SKCIMEPTHOM KOMHCCHEM W  MHPOBBIM  CY/IbCH.
K akry npunaraercsa cmpaska 0 MPOBEAECHHH PO3bICKA, MOATOTOBIICHHAS W MO ITUCAHHAS
JMIOM, NOPOU3BOJUBIIHM IPOBEPKY. OKCHEPTHOM KOMHCCHEH CymeOHOTO YYacTka
peniaeTcsa BOIPOC 0 CHATHH YTPAYeHHBIX JICTT C yUETa.

107. Buecenune BBIABICEHHBIX B XOJE NMPOBEPKH HEYUYTCHHBIX €N B OMHUCH JCI
3anpemaetca. HeyuTeHHsle qena momiexar oOpaboTKe H OMHCAHHUIO TIOCTIC 3aBEPIICHUS
IIPOBEPKH.

108. IIpoBepka HATMYMA ¥ COCTOSHHA JOKYMEHTOB CUHTACTCA 3aBEPIIEHHOM IMOCIe
BHECEHHUS N3MECHEHHH, BBIABIICHHBIX IPOBEPKOM, B YYETHBIE JOKYMEHTHI apXHBA.

ITo pesympraTaM MPOBEPKH COCTABILIETCS AKT MPOBEPKH HAHYHSA W COCTOSTHHS
apXHBHBIX JOKYMEHTOB 10 ¢opme corsiacHo [Ipunokenuto 11 x nacTosmeir MHCTpyKimw.

IIpu oOHapyXkeHHH OIIHOOK B VYYETHBIX JOKYMEHTaX COCTABISETCA aKT
O TEXHHYECKMX ONMOKAaX B YyYETHBIX JOKyMEHTaXx 1m0 (opMe COTJIaCHO
ITpunoxenuro 12 x HacTodmen MHCTpyKIMH.

B cny4ae 0OHapyXeHHUs JOKYMEHTOB, HE OTHOCSIIHUXCA K JAHHOMY (DOH/TY, apXHUBY,
HEYYTEHHBIX JOKYMEHTOB TAaKXKE COCTABIAECTCA COOTBETCTBYIOHIMI akT 10 (opme
cornacHo IIpunoxenuro 13 k HacTosmeit MHCTpYyKLmH.
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Paspen XI
Opradusauus UCMob30BaHUSI JOKYMEHTOB apXuBa

109. Ucnonps30BaHHEe OOKYMEHTOB apXWBa INPOBOAUTCS TOJIBKO C Pa3pemICHUs
MHUPOBOTO CYJBH.

PaboTHHK, OTBETCTBEHHBIH 3a paboTy apXuBa:

BBIJIACT JOKYMEHTAJIBbHBIE MATEPHAITBI PAOOTHUKAM alIiapaTa MHPOBOTO Cy/IbH;

HamNpaBJsIeT Ha OCHOBAHUU ITHCHMEHHOTO 3allpOca MATEpPHAINIbl B APYTHE OPTaHBI,
OpPraHM3alUU H YUPEKIECHUS 10 YKA3aHHIO MHPOBOTO CY/IbH;

HHQOPMUPYET MHPOBOTO CYABIO O COCTABE M COJAEPKAHMM JIOKYMEHTAJBHBIX
MaTEPHAIIOB,

BBIIAET BBIMUCKU U3 APXUBHBIX TOKYMEHTOB.

110. Bergaya mOKyMEHTOB U3 apXUBOXPAHUJINIA PETUCTPUPYETCA B KHUTE BBIIAYU
nen, opopmisiemoit mo ¢opme cormacHo Ilpunoxkenuro 14 k Hactosmen MHCTpyKImu.

111. Bergauy nmen Ha OyMaKHOM HOCHUTENE U3 apPXUBOXPAHWIMINA U TPHEM
uxX 00paTHO, B TOM YHCIIE B CIIy4yae HEOOXOIUMOCTH MOJUCTHYIO TMPOBEPKY HATHYHA
M COCTOSHHUS JOKYMEHTOB I€PEN BbLIAYEHM M3 apXHMBOXPAHWIMINA H IPH BO3BpATeE,
MPOU3BOANT PAOOTHHUK apXWBa B MPUCYTCTBHH JIMIIA, TTOYYAIOIETO (BO3BPAILIAIOIIETO)
Aena.

B ciyuae ecnu mocie Bo3BpaleHus aena pabOTHUKOM apXHBa BBIABIICHO H3BATHE,
MOBPEKICHUE MATEPHANIOB €A, 4 TAKKE BHECEHHWE B HHMX HCIPABICHHH M JOMHCOK,
00 3TOM HE3aMeUTUTENHHO COOOMIAETCS MUPOBOMY CYIbE.

112. Jlena, BblAaBaeMbl€ U3 aPXUBOXPAHIIIAING, JOJLKHBI HMETh apXUBHbIH MU,
MPOHYMEPOBAHHBIE JIMCTBHIL, JIMCT-3aBEPUTENh M JIMCT HCHOJB30BAHUA JOKYMEHTOB
u oopmiieHs! o popme cormacHo [lpunoxenmio 15 k HacTosmien UHcTpykpm.

113. DnexTpoHHBIE MOKYMEHTHI BBHIJAIOTCS W3 APXUBOXPAHWIMINA B BHJE
JMEKTPOHHBIX KOIMHMM MJIM KOMMH Ha OYyMaKHOM HOCHTENE, KOTOPBIE CO3MAI0TCA
Ha OCHOBE PadOYero SK3eMIUIIpa KOHTEHHEpPa JICKTPOHHOTO AOKyMeHTa. Ha apXuBHBIX
KOTIMAX, BKITIOYAst apXUBHBIE KOIMH HA OyMa)KHOM HOCHTEJE JICKTPOHHBIX JIOKYMEHTOB,
apxuBHbIE MIH(QPHI MPOCTABIIOTCA HA 00OpPOTE KAKIOTO JIMCTA APXHBHOM KOIIHH,
a 3aBepHUTEIbHAd HANIUCh M OTTUCK INEYATH MPOCTABIAIOTCA HA 00OPOTE TOCIEAHETO
JMCTA KOTHH.

[Io 3ampocy Wi, MMEHOMMX MPaBO HAa MOJYYECHHE KOMHH AOKYMEHTOB, U TPH
HAJIMYUM TEXHUYECKON BO3MOKHOCTH aPXUBHBIE CIPAaBKH (BBIMUCKHA) MOTYT BBIIABATHCS
B JJIEKTPOHHOH (¢opMe Ha DJJEKTPOHHOM HOCHTENE JHOO  TEepPEeChUIaThCA
0 WH(OPMAITHOHHO-TEJICKOMMYHHKALHOHHBIM CETAM.

ONEKTPOHHBIE APXUBHBIE CTIPABKH ( BBIITUCKH) 3aBEPSIOTCS IEKTPOHHOM MOMHCHIO
MHUPOBOTO CY/IbH.

@DaxT BBIIAYH KOIUH SJIEKTPOHHBIX JOKYMEHTOB (PUKCUPYETCS B JKYPHAJIE BHIAAYH
3NEKTPOHHBIX JIOKYMEHTOB.

Jloctyn paOOTHHUKOB ammapaTa MHPOBOTO CYAbH K JJICKTPOHHBIM JOKYMEHTaM
apxvBa TpH HATUMYUH UHPOPMALMOHHOW CHCTEMBI MOMKET  OCYIIECTBIIATHCA
HETIOCPEACTBEHHO C Pa0OYMX MECT B COOTBETCTBHH C YCTAHOBIIEHHBIMH TPHKA30M
MHPOBBIM Cy/IbE€H MPaBaMU JIOCTYTIA K JOKYMEHTaM.

Ilo pemeHHIO MHpPOBOrO CyABH AapXHB MOMKET TPEJOCTABIATH PAOOTHHKAM
anmapaTta MHPOBOTO CYJbH 3JIEKTPOHHBIE TOKYMEHTHI TIO JIOKAJIbHOW CETH.

B 3TOM ciy4yae BeAeTCAa SNEKTPOHHBIM KYpPHAJI y4e€Ta BBIJAYH JIIEKTPOHHBIX
JOKYMEHTOB M3 apXuBa, B KOTOPOM (PHKCHPYIOTCS: JaTa BhIJA4H, (GaMHIHA, HHHIHABI
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3alPOCUBLIETO JOKYMEHT, 3ar0JI0OBOK M YYETHBINM HOMED BBIIAHHOTO JOKYMEHTA.

114. IOKyMEHTBI BBIIAOTCA U3 APXUBOXPAHUIMINA HAa CPOK, HE MPEBBIINAIOIIUH:

OJHOTO MEcsALA — JUI UCTIONb30BaHMA PA00THUKAMH amnapaTa MHPOBOTO CYIbH;

HIECTH MECSIEB — CyJeOHBIM, IPABOOXPAHUTEIFHBIM U HHBIM YIIOTHOMOYEHHBIM
OpraHam.

[IpogneHue  yCTAHOBJIECHHBIX CPOKOB BBIJAYH JOKYMEHTOB  JOIYCKAaeTCsS
C pa3peImeHus MUPOBOTO CYIbH HA OCHOBAHHH JOKYMEHTA (TIHCHhMA, CITY»KEOHOH 3aIHCKH)
TOTTB30BATEI O TTOATBEPKACHAHA O0ECTIEUEHUA COXPAHHOCTH TOKYMEHTOB.

115. Bergaua apXWBHBIX J€I BO BPEMEHHOE IIOJIB30BAHHE MPOH3BOAMTCA
[0 IMCHMEHHBIM 3asABKaM (CIyKEOHBIM 3amucKaM) PaOOTHHKOB ammapaTra MHPOBOTO
CYIbH U C IIUCBMEHHOIO PaspellicHHs MUpPOBOro cyapu. Ha BeIZaHHOE A€o 3aBOAMTCA
KapTa-3aMecTuTenb o Gopme cornmacuo [Ipumoxkenunro 16 k Hactosmeir MHCTpyKImH, K
KOTOPOM IIPUKPEIUIAECTCA KOIUS COMPOBOAUTENBPHOIO MUCHhMA O HAIMPABIICHUH €A WIIH
JeTaeTcs OTMETKA O BbIJaue paOOTHHKY amnmapara. B Hell yka3pIBaroTCsA HOMEp JieNa, eTro
HAaMMEHOBAHHUE, KEM OHO 3allPOIIEHO M MOJIYYEHO, JaTa BBIIAYH, POCIHCH MOJy4aTeld,
Jara BO3BpANICHHUA B apXvB M MOJNHMCHh paOOTHHKA apXuBa, NMpUHABIIEro Aeno. [Ipu
BO3BPAIIEHUH A€/Ia KapTa-3aMECTHTENb U3bIMACTCA H XPAHUTCA B apXHUBE 10 MUHOBAHHA
HaTOOHOCTH.

Jlutio, moMy4MBINEE APXHUBHOE AEIIO, OTBEYAET 32 €T0 COXPAHHOCTb.

116. Beigaua HaxoAsIMHAXCA B apXuBe CYHEOHBIX A€ (MHBIX MATEPHAIIOB) A
O3HAKOMJICHHA JTULAMU, YYACTBYIOIIMMH B JIEN€, UX MPEACTABUTEIAMU, a TAKKE HHBIMU
JUIIAMU OCYIIECTBIIETCA B MOPSAKE, YCTAHOBIEHHOM MHUPOBBIM CYIbEH, HA OCHOBAHUHU
WX MMUCHMEHHOTO 3asBJICHUS U NPU NPEABIBICHHUH COOTBETCTBYIOIIMX JOKYMEHTOB.

117. O3HakoMIIEHHE C CYJCOHBIM JIEIOM IOJDKHO MPOU3BOAMTHCA B CIIELUAIBHO
00OpYOBAaHHOM MJI1 JTOU IETTH IOMEIIEHHH CyJAcOHOr0 Yy4acTka B TPHCYTCTBHH
pabOTHHKA apxXxWBa B YCIOBHAX, KOTOPBIE MCKIIOYAIOT H3BATHE, MOBPEKACHUE,
YHUYTOKEHHUE MAaTEPUATIOB €N, a4 TAKKE BHECEHHE B HHUX HCIPABICHHH U JOMMCOK,
nepejavyy ux JIpyromy JIully.

OO0 O03HAKOMJICHMH C J€JIOM [eNaeTcsi OTMETKa B JIMCTE€ HCIMOJIb30BaHUA
OOKYMEHTOB, odopmisieMoM 1o ¢opme cormacHo [lpmnokeHuro 15 k HacTosmei
HNucTpyKumu.

118. O3HaKkOMIIEHHE IIHL, YYaCTBYIOIIMX B JI€J€, UX MNPEICTABHTEICH, a TAaKKe
WHBIX JIMI[ C ayJIHO3AITUCBIO CYACOHOTO 3acedaHus, MPUOOIICHHOH K CymIeOHOMY HEIy,
MPOU3BOJUTCS N0 UX MUCHBMEHHOMY 3asBJICHUIO B MOPAJKE, IPELYCMOTPEHHOM IyHKTAMH
116 n 117 mactosmen MuacTpyKimu.

O3HakOMIIEHHE C ayJHO3alHMCBhIO CyAeOHOr0 3aceJaHui  MPOU3BOAMUTCA
B CICHHATBHO OOOPYAOBAHHOM JJI 3TOM IENM TOMEHICHHH CyIOeOHOTO ydYacTKa
B TPUCYTCTBMH paOOTHWKA AapXuBa IyTeM TPEJOCTABICHHA  BO3MOXKHOCTH
MPOCTYNIMBAHUS COOTBETCTBYIOIMEH ayIHO3aMHCH C WCIMOJB30BAHHEM HEOOXOIUMBIX
TEXHUYECKHUX CPEJCTB.

119. IIpaBo Ha CHATHE KOMHI JOKYMEHTOB C MATEPHAJIOB JI€JIa 32 CBOU CUYET, B TOM
YUCIIE C UCTIOJB30BAHUEM TEXHUYECKUX CPEACTB, MPEAOCTABIIAETCS CIEAYFOIIHM JIHLAM:

OOBHHSAEMBIM, OCYKICHHBIM, OIIPaBJAHHBIM, UX 3aIUTHUKAM H MPEICTABHTEIAM;

MOTEPIIEBIINM;

TPaXIAHCKOMY HCTIy, €ro IPEICTABHTENIO B YAaCTH KOMHH IPOLECCYaAIbHBIX
PELICHU, OTHOCALIMXCA K MPEAbABICHHOMY UM I'PaKJJAHCKOMY HCKY;

TPaXIaHCKOMY OTBETYHMKY U €TO IPEACTABUTENIO B YaCTH MAaTEPHAIIOB YTOJIOBHOTO
JieNia, KOTOPBIE KaCArTCs TPaKAaHCKOTO HCKa,;
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CTOPOHAM H HHBIM JIMIAM, Y4YaCTBYIOIIHM B TPaXTAHCKOM J€Nie, a TaKKe
UX MPEACTABUTEILIM;

JULAM, YYaCTBYIOIIUM B aIMUHUCTPATUBHOM JEJIE;

JMLIaM, YYaCTBYIOIUX B JIeJie 00 aIMUHUCTPATHBHOM MPABOHAPYIICHHH.

VKa3aHHbIE JIMI]A CHMMAIOT KONHMHM IO NMHCHBMEHHOMY 3asBJICHHUIO B TOPAJKE,
YCTAHOBJIEHHOM MHUPOBBIM CyJbeH. JlaHHOE NMHMCBMEHHOE 3asABJICHHE C Pa3periaromei
pe30OLMENl MHPOBOTO CyJAbH MOJIIMBAETCA B CydeOHOE €0, HaxoJsmeecs
HA XpPaHEHMH B apXHBE, U BHOCHTCS BO BHYTPEHHIOK OIMUCH Jena. B ciydae npeassasneHus
JOBEPEHHOCTH K JIETy PHOOMIAETCS TAKKE €€ KOTHA.

CHaTIE 32 CBOM CYET KONMHM C MAaTEpPHAJIOB CyAE€OHOTO Jejia, B TOM YHCIIE
C MOMONIbIO TEXHHYECKHUX CPEJCTB, CYJIOM HE 3aBEPAIOTCS.

120. Beiraya Konuii JOKYMEHTOB H3 CyA€OHOTO A€jia, HAXOAAIIETOCS B apXHBE,
JUIAM, YYacTBYIOIIMM B JIeN€, IPOHM3BOJHUTCA MO HUX IHUCBMEHHOMY 3asBICHHIO
C pa3pemeHus MHPOBOTO CYABH. Bhilaua TakuX KOMHH H3 CYyJ€OHOTO JE/Ia HHBIM JIHIAM
W OPraHU3aIUsAM TPOHU3BOAUTCA PAOOTHHKOM apXHBa IO MHCHBMEHHOMY 3amlpoCy HIIH
3asBJICHUIO HA OCHOBAHUU PE30JIIOLIMH MHPOBOTO CY/bH.

121. BeigaBaeMble KOMHMU CYAEOHBIX aKTOB (IIPUTOBOP, PEIEHHE, ONpPEIcIiCHHE,
MOCTaHOBJICHHUE, CYACOHBIHN MPHUKA3) TOJDKHBI OBITH 3aBEPEHBI TIOANHUCHI0 MHPOBOTO CYABbH
WM HHOTO YTIOJTHOMOYEHHOTO UM JIUIA, 4 TAKXKE TepOOBOH MEYaTHIO.

IIpu 3aBepeHMH COOTBETCTBHUS KOIHH CYAE€OHOTO aKTa MOMJIHHHHUKY HA JIMIIEBOM
CTOPOHE TOCJEJHETO JHMCTA IOJ TEKCTOM KOMHH CyJeOHOro akra (HIDKE PEKBH3UTA
«[Toammcey) mpocTasnsaroTes mramn «Komusa BepHa» H repOoBas meqarhb.

H3rotoBneHne 3aBEpEHHBIX KOMUH CydeOHBIX AaKTOB M HHBIX JOKYMEHTOB
OCYLIECTBIAETCS YIOTHOMOYEHHBIM pPAaOOTHHKOM apxuBa. B mpaBoM BepxHeM yriy
MIEPBOTO JIMCTA JOKYMEHTA IIpocTaBirieTcs mramn «Komusy.

122. Ecnu komust OJOKyMEHTa COCTOMT M3 HECKOJIBKUX JIMCTOB, TO BCE€ JIUCTHI
IOJDKHBI OBITh IPOHYMEPOBAHBI, IPOLIUTHI IPOYHON HUTHIO, KOHIBI KOTOPOH BBIBOJATCS
Ha 00OPOTHYIO CTOPOHY IOCIIETHETO JIUCTA KOMTHH JOKYMEHT WIIH CKPETUIAIOTCS CKOOOMH
C HWCTIONB30BAHMEM CTEIUIEPA; HA OOOPOTHOW CTOPOHE TOCTETHErO JIMCTA B MECTAaX
CKPEIUICHUs HAKIAABIBAECTCA HAKIEHKA C 3aBEPUTENBHOM HAAMMCBIO «ITPOHYMEPOBAHO
W CKPEIUICHO TEYaThI0 _ JINCTOB, OANHUCH _ », odopmirieMas o ¢GopMe COTIACHO
[Tpunoxenuro 17 k HacTosmed MHCTPYKIMH ¢ yKazaHUEM CyA€OHOTO y4acTKa, KOTOPBIM
BBIJTAETCS KOTHA TOKyMeHTa. [loamuce ckperiseTes repOoBoii meuaTsio. [ epOoBas me4ats
CTaBUTCSA TaKUM 00pa30M, UTOOBI YACTUYHO 3aXBATHTh OTPE30K OyMard, 3aKICHBAFOIIHAN
KOHITbI HUTH JTHOO MECTO CKPETIICHHUS.

123. B ciydae eciau BBIIECTOSNIMH CyJ W3MEHWI PEIICHHE MHUPOBOTO CYABH,
HA KOTMHH CyNEeOHOTO akra (TPUTOBOpA, PEIICHHA, OMPEACIICHHUsS, TOCTAHOBJICHHUA,
cyaeOHOTO TpuKa3a) 00 3TOM JeiaeTcs oTMeTKa. Ha BrigaBaeMoN KOTIHH CyIeOHOTO aKTa
PabOTHHKOM apXWBa TAKIKE JEITAETCS OTMETKA O JaTe BCTYIUICHHUS €TO B 3aKOHHYIO CHITY
U YKa3bIBaeTCA, B KAKOM J€JI€ MOJIUT MOJAJUHHBIN JOKYMEHT U B IPOU3BOJCTBE KaKOTO
CyJa HaXOAUIIOCH JIETIO.

124. Konuu 3ampammBaeMbIX CyJEOHBIX aKTOB HM3TOTABIMBAIOTCA PAOOTHHKOM
apxuBa B CPOK He Ooyiee mATH padOuMX JHEH CO AHA MOCTYIUICHHS COOTBETCTBYIOIIETO
3asBIICHUA.

125. M3roToBiieHHbIE, HO HE TIOTYYEHHBIC 3aABHUTEJIEM KOTHH CyIeOHBIX aKTOB,
MMCBMEHHBIX CITPABOK MEPEJAIOTCA U1 OTIPABKHU MO MOYTE.

JIuto, OyYHBIIEE KOTIHIO CYACOHOTO aKTa, JODKHO HATTHCATh COOTBETCTBYIOLIYIO
pactmcky. B ciydae HampaBieHUs KONMM AOKYMEHTA IO MOYTE B AENO MOJIIMBACTCS
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KOIHsI CONPOBOJUTENBHOIO MHCbMAa C UCXOMAIMAM HOMEPOM M natoi. Taxke Oenmarorcs
COOTBETCTBYIOIIME OTMETKH B JIMCTE HUCIIONb30BAHUA JOKYMEHTOB.

126. Kormuu cyaeOHBIX akTOB MOTYT OBITh BBIJIAHBI (HAMPABIICHBI) HHBIM JIHIAM,
YbH HMHTEPECH HEMOCPEACTBEHHO 3aTParuBalOTCA CyACOHBIM aKTOM, C Pa3peIICHHA
MHPOBOTO CYAbH [0 MHCBMEHHOMY 3asBJICHHIO, B KOTOPOM JIOJDKHO OBITh YKa3aHO, KaKHE
MPaBa MIIH 3aKOHHBIC HHTEPECHI 3TOTO JIMLA HAPYIIEHBI THMH CyI€OHBIMH AKTAMH.

127. IloBTOpHast BbIa4a KOMHH CyAE€OHBIX aKTOB (PEIUCHHI, OIpeIcIiCHHIA,
MPUTOBOPOB, MOCTAHOBIICHHM, CyAE€OHBIX NPHUKA30B) JIMIAM, YYacCTBYIOIIUM B JElie,
WX TPEACTABHTEIAM, a TaKkKe JIPYTHMM JIMLIAM, YbH HHTEPECH HEMOCPEIACTBEHHO
3aTParuBalOTCsl  CyAECOHBIM  aKTOM, OCYIIECTBIIETCA MO HMX  I[HCHBMEHHOMY
MOTHBHPOBAHHOMY 3asBJICHHIO B YCTAHOBJICHHOM MHPOBOM CY/JIb€H TOPSJIKE.

128. U3roroBieHne H BbIaya KONHUHM ayAHO3aIUCH CyJCOHOTO 3aceTaHus
OCYHIECTBILIETCA IO INHCBMEHHOMY 3afBJICHHIO JIMI, YYacTBYIOIIMX B JEIE,
WX TpeAcTaBHTENlCd (CTOPOH, HHBIX YYaCTHHKOB CYJCOHOro pa3OMpaTebCcTBa)
Y 34 UX CUET B MOPAJIKE, yCTAHOBIIEHHOM MUPOBBIM CYIbEH.

129. Ha nucbMEHHOM 3asABJIEHHH MHPOBOH CYIbs JENAET COOTBETCTBYHOLIYIO
OTMETKY O MOPYYEHHH PAaOOTHHKY apXHBa HU3TOTOBUTH M BBIAATH KOIHUIO ayJHO3AIHACH
cyaeOHoro 3acenanus. JlaHHOE 3ajdBIIEHHE MOAIIUBAETCA B IENO, a B CITy4Yae MPEIbABICHHUS
JOBEPEHHOCTH K JIETy MPHOOMIAETCS TAKKE €€ KOTHA.

130. Jlme W3roTOBNEHUSA KOMUU AayJHO3AMUCH JIHLO, MOJABIIEE 3asABJICHUE,
TIPEJCTABIIET B CYACOHBIN y4aCTOK MaTE€PHAIBHBIN HOCHTENH HHpopMaLmH (ireni-kapTa,
auck CD-R, DVD u apyrue Hocurenu uHGoOpMaLiy, TEXHHYECKAs BO3MOKHOCTD 3aMUCH
Ha KOTOPbIE UMEETCA B COOTBETCTBYIOIIEM CYA€OHOM YHaCTKE).

131. IlpencraBmeHHsie B CyHeOHBIM Yy4aCTOK MAaTE€PHAJBHBIE HOCHTENH
HH(pOPMAIMH HE TOJDKHBI COJIEPKATh KaKyl0-IH0o uapopmammto. B niemsix 6e3omacHocTr
MEpEN  3alMChi0  TPEICTABIICHHBIM  MATCPHANBHBIA  HOCHTENb  MOXET  OBITH
0oTdOPMATUPOBAH  YIOJIHOMOYEHHBIM PAa0OTHHKOM  ammapaTta MHpPOBOTO CY/bH,
OTBETCTBEHHBIM 32 H3TOTOBIIEHWE W BBIAAYy KONHMH AayJuO3alMCH, IIPH 3TOM
MPEIBAPHUTENBHO YBEAOMMUB JIULIO, MOAABIIEE COOTBETCTBYIOIEE 3asBICHHE.

132. 3anucey aynuodaiinma Ha MaTepHaIbHBIH HOCHUTENb JIMIA, TOAABIIETO
3asABJICHUE, MPOU3BOAUTCS YHOJTHOMOYECHHBIM PAOOTHHKOM ammapaTa MHPOBOTO CYIbH
HA JIOKAJIbHOM KOMIIBIOTEPE, HE NMPUCOECIUHEHHOM K JIOKAJIBHOM CETH H HE HMMEIOIIEM
goctyna B cetb «IHTEpHETY.

133. Komnusa ayino3amucu cy1eOHOTO 3aceJaHUA HE 3aBEPAECTCA.

134. Tlocne BBIIAYM KOMHMH ayIHO3AMUCH CYIAEOHOTO 3aCEAaHUs HA MUCHBMEHHOM
3adBJICHHM 00 H3TOTOBIICHMH W BBIZaue pPAOOTHHKOM apXWBa JENAETCA OTMETKa
00 H3TOTOBJICHHH W BHIJAY€, a JIMLOM, MOJYYHBIINM KOIHIO ayJHO3AIHUCH, JIENACTCA
COOTBETCTBYIOIIAasA pacmucka o moiydyeHHH. JlaHHOEe 3asdBieHHE IpHOOMAETCA
K CyaeOHOMy Jenmy, NpH O3TOM JE€NaeTcs COOTBETCTBYIOIIAas OTMETKA B JIMCTE
HCTOJIb30BaHUA JOKYMEHTOB.

ONEeKTPOHHBI HOCHTENb HH(OPMALUH, ¢ KOTOPOrO H3rOTABIUBANIACH KOIIH,
OOJDKEH OBITh BIIAT B Jei0 (TMPHOOLIEH K TMPOTOKONY CyAEOHOro 3aceJaHus)
B YIIAKOBAHHOM BHJI¢ (KOHBEPT) C YKa3aHHEM Ha yTIAKOBKE HOMEpA JieNa, JaThl, a TAKKe
HOATHCAH PAaOOTHUKOM, OTBETCTBEHHBIM 3a paboTy apxuBa. YNAaKOBKa JOJDKHA
00ecIeYnBaTh COXPAHHOCTH YJICKTPOHHOTO HOCUTENA OT MOBPEXKACHUH H MOPYH.

135. [lomnmueABIE  DOKYMEHTBI M3 CYyA€OHBIX Jel (MHBIX MAaTepHajoB)
U HX HAJICKAOIMM OOpa3oM 3aBEPEHHBIC KONHH, IPEICTABICHHBLIE YYaCTHUKAMH
CYZAOTIPOM3BO/ICTBA, & TAKXKE MUCHMEHHBIE CIIPABKH T10 JIEJIaM BBIJAIOTCS MM PAOOTHHKAMHU
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apXyWBa HA OCHOBAHUM WX MHCBMEHHOTO 3asBIEHUS; APYTHUM CyJaM, OpraHaMm AO3HAHHS
M CJIEJICTBHA — HA OCHOBAHHUM MOTHBHPOBAHHOTO 3arpoca W (WJIM) HHBIX HEOOXOAMBIX
JOKYMEHTOB, NPEOYCMOTPEHHBIX 3aKOHOIATENbCTBOM  Poccubickon — @Depepanum.
Ha 3asBneHnn winm 3ampoce O BbIIAY€ MOJJIMHHBIX JOKYMEHTOB H3 CyA€OHOTO Ierna
MPOCTABIIETCS Pa3peIlaoIIas PE30IOLMA MUPOBOTO CYbH.

136. BzameH BBIJAHHOTO TIOITHHHUKA K JICITY IPHOOIIACTCS €0 KOTHS, 3aBEPEHHAS
MOJITUCHIO MHEPOBOTO CYJbH B TEPOOBOH TTEYATHIO.

137.1lpu  BBIHAYe  TOATWHHUKOB  JOKYMEHTOB H3  CcyAcOHOro  Jena
Ha WX 3aBEPEHHBIX KOMHAX JOJDKHBI YKa3bIBaThCA (haMUIAA, WMS, OTYECTBO JIMIIA,
TIOJTyYHBILETO JOKYMEHT, €T0 MPOLIECCYATbHOE MONOKEHHUE M0 AENY, JaHHBIE JOKYMEHTA,
YAOCTOBEPAIOLIETO JIMYHOCTh. B MOyYeHHH JOKYMEHTA 3TO JHIO AODKHO PaclHcaThes
U TPOCTaBUTh JATy TONy4YeHHs. JIMLO, BBIJABIIEE TOKYMEHT, JOJKHO YyKa3aTb CBOIO
(daMuInIo, JODKHOCTP W TIOCTABHTH MOANHKCH. lIpW TpexbsABICHHH JTOBEPEHHOCTH
HEOOXOJMMO CHATH C HEE KOIHIO M TOJIIHUTH B JIET0. TaKkue jke€ CBeJACHUS YKa3BbIBAIOTCS
B CIIPABOYHOM JIUCTE.

138. JIokyMeHTbI, Ha OCHOBAaHWM KOTOPBIX W3 CyACOHOTO JieJla BBIJAHBI
MOJJMHHUKH, a TAaKXKE HMX 3aBEPEHHBIE KONMWU NOJUIMBAIOTCA B Jeno. B ciydae
HaNpaBJICHUA MOJJIMHHOIO JOKYMEHTA 3aKa3HOW MOYTOM B JENO TAaKXKE MOJIHBACTCS
KOIUA COMPOBOJAUTETBHOTO MUChMA C UCXOJAIUM HOMEPOM H JJATOM.

139. [lopsaioK U CPOKHM BbIAAYM MOJJIHHHBIX JOKYMEHTOB, X 3aBEPECHHBIX KOITHM,
ApPXUBHBIX CIIPABOK YCTAHABIUBAETCA MUPOBBIM CYABEH.

Bblgaya NHMCHMEHHBIX JOKA3aTENbCTB, HE BO3BPALNEHHBIX MPEACTABUBLIMM
WX JIMIaM 10 TIePeayd Jeiia B apXHB, MO MPOChOe STUX JIUI] OCYHIECTBIISIETCS B TAKOM K€
MOPAIKE.

140. ITo miceMeHHBIM TPEOOBAHUAM OPraHOB, KOTOPHIM 3aKOHOM IMPEIOCTABIIEHO
paBo UCTPeOOBAHUA JeNla, U Ha OCHOBAHUH PACIIOPSLKEHUS MHUPOBOTO CYAbH CyAeOHBIE
IeJla HAIPAaBILIFOTCS MM B TPEXOHEBHBIM CPOK IO IIOYTE 3aKa3HBIM ITHCBMOM HIIH
C KYPbEPOM.

141. PaboTHHK apxuBa 00s3aH KOHTPOJIHPOBATH BO3BpAT JIENI B apXHB H HE PexkKe
OJIHOTO pa3a B MECAL] JOKIaABIBATh MUPOBOMY CY/IBE.

Jlo BO3BpaImeHus Jeiia B CyAeOHBIH y4acTOK TpeOOBAaHHWE O €ro BBICBUIKE, KOTIHH
CONMPOBOIUTENBHOIO MMUCHMA, IIPUTOBOPA HMJIH PEHIEHUS XPAHATCS B KOHTPOIBHOM IATIKE.

B kmure BIZaUM €N M3 apXMBA OTMEYAETCs, KOTJA, KOMY H IO KAaKOMY 3ampocy
JETI0 HAINpaBJI€HO, KOTJa M KEM OHO BO3BpAIICHO, KOTOpas odopmisierca mo ¢opme
cornacHo [Ipunoxenmo 14 x Hactosmen MHCTpyKImH.

142. NHbIE, HE YCTAaHOBIECHHBIE HACTOAIENH MHCTpyKIMEH npaBHia O3HAKOMIICHHA
C MaTepHajJaMH CyneOHOro Aefa, BEIAAYH MOJIHHHBIX JOKYMEHTOB, 3aBEPEHHBIX KOIHH
MATEpUAIOB J€Na, NHUCHhMEHHBIX CIPABOK, KOMHH CYACOHBIX AaKTOB OIPEACNIAIOTCA
MHUPOBBIM CYyIbEH.

Paszpen XII
OGecnieueHne COXPaAaHHOCTH APXMBHBIX J0KYMEHTOB

143. Tns obecme4eHHsA COXPAaHHOCTH APXUBHBIX JICIT (3JICKTPOHHBIX APXHBHBIX JIET)
U IPYTUX JOKYMEHTOB, CO3IaHUA HEOOXOIUMBIX YCIIOBHM JIIs paOOTHI apXUBY OTBOAUTCA
CTELHAIBHO 000PYIOBAHHOE TIOMEIEHHE, COOTBETCTBYIONIEE YCTAHOBICHHBIM YCIIOBHAM
XpaHEHHU U TpyAa pabOTHHKOB apXHBa.

144. ApXUBOXpaHWIIHIE JOJDKHO OBITh YyJAJEHO OT OBITOBBIX TMOMEINEHHIH
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W HE UMETHh OOIIUX C HUMH BEHTHJILIHOHHBIX KAHAJIOB, TAPAHTHPOBAHO OT 3aTOIICHHA,
OTIENEHO OT COCEOHUX ITOMEIIECHHH HECTOPAEMBIMM CTEHAMHM H HNEPEKPBITHAMHA
C mpeaenaMHi OTHECTOMKOCTH HE MEHEE IBYX YaCOB.

ONEeKTPOMpPOBOJKA  JO/DKHA  OBITh  CKPHITOM  WIIH ~ BMOHTHPOBaHHOH
B METAJUTH4YECKHE TPYObl. OCBETHTENIFHAA apMaTypa B MOMENICHAH apXHBa J0JDKHA OBITH
nonyrepmetudHoi. [llTencensHble pO3ETKH JUIsl NEPEHOCHBIX JIAMII WM IBUIECOCOB
OOJDKHBI ~ OBITh ~ T€PMETHYHBIMH WM  YCTAHABIIMBAThCA B  METAJUIHYECKHX
pacmpeaeHTENbHBIX mKadax (KopoOKax).

145. Tpu pa3sMeIeHHH apXUBOXPAHHIIMIIA B CTIELHATTBHOM HITH IIPHCIIOCOOJICHHOM
30aHUH TPEATIOYTEHHE (TIPH PABHBIX TEIUIOBBIX XaPAKTEPHCTUKAX ) OTAACTCS NOMEIIEHUAM
C CEBEPHOM OPUEHTALIMEH OKOH.

Marepuamel TOKPBITHA CTEH, TIOJIOB, TOTOJKOB, BHYTPEHHEH apMaTypbl
apXMBOXPAHWIHINA, TPHUMEHAECMBIE TPH M3TOTOBIEHHH OOOpPYIOBaHHA M CPEICTB
XpaHCHUs AapXUBHBIX TOKYMEHTOB, HE IOJDKHBI BBIACIIATH ArpeCCHBHBIE XHMHYECKHE
BEIIECTBA U OBITh HCTOUHUKOM IIBLTH.

146. ApXMBOXPAHUIIUINE JAODKHO HMETh E€CTECTBEHHYIO HJIM HCKYCCTBEHHYIO
BEHTHWIALIHIO, 00ECTIEUHBAIOIIY0 PELUPKYIHLHIO BO3AyXa, CTAOMIBHOCTD TEMIIEPATYPHO-
BIQXKHOCTHOTO PEXUMA, OYUCTKY BO3AyXa OT IbLIH.

147. ApxuBoxpaHninma (3a HCKITFOUYECHHEM apXHBOXPAHUIHIL, PACTIONATalOIINXCS
Ha OXPAaHAEMOH TEPPHUTOPHUH) OOOPYAYIOTCS OBEPIMH C TOBBINICHHOM TEXHHYECKOW
VKPEIUICHHOCTBIO TPOTHB BO3MOKHOTO B3JIOMa (META/UIMYECKHE WM OONIMTHIC
MetaioM). OKHAa MOMEIIEHUS apXwWBa JOJDKHBI OBITH 0OOPYHOBaHBI 3aIHPAIOLIMMHUCS
peIEeTKAMY.

148. 3anpemaercs ycTaHOBKA B TIOMEIICHHH apXuBa MNEYE€H H JABIMOXOOB,
NPUMEHEHHUE OTHA, HCIOJNB30BAHWE HATPEBATEIbHBIX TNPHOOPOB, Ppa3MEIICHHE
MOCTOPOHHHUX 0OBEKTOB.

149. IIpoTHBOIIOKAPHBIM PEXUM apXvBa YCTAHABIMBAETCA B COOTBETCTBHH
C HOpPMAaTHWBHBIMU IIPaBOBBIMHU akTamu Poccuiickoit @exepanmu B 00JACTH MOKapHOH
0€30IaCHOCTH.

[Tomemenue apxuBa HOODKHO OBITH OOOPYAOBAHO TOXKAPHOW W OXPAHHOM
CUTHATU3aLHEH.

[ToxapHass 0€30macHOCTH JOJDKHA 00ECTICUMBATHCA CHCTEMOW aBTOMAaTHYECKOTO
MOKapOTYIIECHMUS.

150. PabOTHHMK, OTBETCTBEHHBIN 3a PabOTy apXHBa, JOJLKCH MPOUTH HHCTPYKTAXK
Mo BOMPOCAM TIPOTHUBOIIOKAPHOH O€30MaCHOCTH, O3HAKOMHTHCA C MpPaBUIAMHU
MOJB30BaHU IPOTUBOMOXKAPHBIM HHBEHTapeM. HMHcTpykTaxk paOOTHHKOB apxuBa
M0 IPOTUBOIIOKAPHOM O€30MaCHOCTH JOJDKEH MPOBOJUTHCA HE PEKE OAHOTO Pas3a B roj
OTBETCTBEHHBIM PaOOTHHKOM, HA3HAYEHHBIM MPHKA30M MHPOBOTO CY/bH.

151. ApXuBHBIE JOKYMEHTHI CIIEAYET XpaHUTh B TeMHOTE. Bce BHABI paboT
C JOKYMEHTAMH JOJDKHBI IPOBOAMTHCA IPH OrPAHUYEHHBIX HIM TEXHOIOTHYECKHU
HEOOXOAUMBIX YPOBHAX OCBEIIEHHS.

EcTecTBEHHOE OCBEIIEHHE B APXHBOXPAHWJIMIIE JAONMYCKAETCsl TMPH YCIOBHH
TMPUMEHEHU HAa OKHAX CBETOpPAcCeMBATENICH, 3aNIMTHRIX (PUIBTPOB, MTOP, KAJIO3H,
HAHECEHHBIX HA CTEKIO MHOKPBITHH. JIJI1 MCKYCCTBEHHOTO OCBEIICHHA NPHUMEHSIOTCS
JIAMITBI HAKAJIUBAHUSA B 3aKPBITHIX IUTA()OHAX C TJIAJIKOH MOBEPXHOCTBHIO.

152. B apxuBOXpaHWIHUINE Ui XPaHCHHS JOKYMEHTOB YCTaHABIMBAIOTCA
CJIEYIOIIME MapaMETPBI TEMIIEPATYPHO-BIAKHOCTHOTO PEKUAMA!

I XPaHEHUS JOKYMEHTOB Ha OyMakHOM Hocuteje — temmeparypa 17 — 19°C,
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OTHOCHUTEIIbHAS BIAXKHOCTH BO3ayXxa — 50 — 55%;

U TJOKYMEHTOB HA MAarHATHBIX TUCKAX M JUCKOBBIX HAKOMUTEIIIX — TEMIIEPATypa
8 — 18°C, oTHOCHTENBbHAS BIAKHOCTH BO3ayXxa — 45 — 65%;

JUIsl IOKYMEHTOB Ha ONTHYECKHUX AUCKaX — TemmepaTtypa 10 — 23°C, oTHOCHTETbHAS
BIIAXKHOCTH Bo3ayxa — 20 — 50%.

JInd KOHTPOJsl TEMNEpaTypbl M BIAXHOCTH BO3JyxXa B TOMEIICHHWM apXHBa
YCTaHABIMBAIOTCA TEPMOMETPHI M THTPOMETPBI, COTTIACHO MOKA3aHUAM KOTOPBIX JOJLKHBI
TPHHAMATHCS. MEPHI K 00€CTIEYEHUIO0 HOPMATBHOM TEMIIEPATYPHI H BIAXKHOCTH BO3AyXa.

153. B apxuBOXpaHWIMINE JOJDKHBI TIPHHHUMATbCA MEPHI, HCKIOYAIOIIUE
BO3MOKHOCTh TOSIBIICHHS IUIECEHH, HACEKOMBIX, TPHI3yHOB W HAKOIUICHHMA IIbLIH,
CHCTEMATHYECKH TIPOBOJMTHCS CAHUTAPHBIE JHU JJIS YOOPKH TBUIH CO CTEIUIAXKEH,
KOPOOOK, CBA30K H BJIAXKHOHW YOOPKH MOMETIEHUH.

154. IlocTtynmaromue B apXwB JOKYMEHTBI PAa3MEIMAIOTCSI B APXHUBOXPAHWIMIIAX
Ha CTAIHOHAPHBIX HW/HJM MEPEIBWKHBIX METAJUIMYECKHX CTEIAKAX, B METAJUTHYECCKHX
mKkadax, KopoOKax MM KOHTEHHEPAX B TIOPAJIKE, COOTBETCTBYIOIIEM OTIHCAM ACIT.

[TopsAnok pa3MemieHHs A€ YCTAHABIMBAETCS B 3aBUCUMOCTH OT PACCTOSHUSA MKy
MOJTKAMH, (PU3UIECKOTO COCTOSTHHSA JIETI, @ TAKKE OT TBEPAOCTH HITH MATKOCTH TEPETIIETA.
Hena, HUMEIOIINE TBEPABIA  TEPEIUIET,  YCTAHABIMBAIOTCA  BEPTUKAJIBHO;
C MSTKUM MEPEIIETOM MM HEMEPEIUIETEHHBIE — TOPU30HTAIBHO.

He nomyckaeTcs XpaHeHHWEe DOKYMEHTOB B TPAHCIOPTHOH Tape, B INTAOEIAX,
Ha TOJy, MOJAOKOHHUKAX, JECTHUYHBIX IJIOMAJKAX U APYTHX HE MpeTHA3HAYEHHBIX AJIA
XPaHEHHA JOKYMEHTOB MECTaX.

155. DnekTpoHHBIE JOKYMEHTHI Ha (u3WYecKH O00O0COOJEHHBIX HOCHTEIAX
Pa3MEIaTCs OTACIBHO OT JPYIHX JOKyMEHTOB. Kakmelii HOCHTENb HODKEH HMETH
HETEPMETHYHBIN HHIUBUAYAJIbHBIN (QyTILip, MPH 3TOM JODKHO OBITh HCKITFOYECHO
CBOOOIHOE TIEPEMENICHHE HOCHTEA BHYTPH QyTIApa.

156. Crennmaku  JOJDKHBI  OBITH  YCTAHOBIICHBI  MEPICHAUKYJISIPHO  CTCHAM
C OKOHHBIMH IPOEMAMH, 2 B MIOMENICHUH 0€3 OKOH — C YY4ETOM OCOOCHHOCTEH TOMEIIEHUS
u oOopynmoBanus. He  pmomyckaercs — pasMemeHHE  CTEUIAXKEH  BIDIOTHYIO
K HAapy>KHBIM CTE€HaM 3aHHUA U K HCTOYHHUKAM TEIIa.

157. Ilomemenus, CcTeNnaku, IOKAQbl, NONKH, KOHTCHHEPHI JOJLKHBI OBITH
NpoHyMepoBaHbl. Ha KakaoMm crennaxke YyCTaHABIMBAETCS YyKa3aTelb, B KOTOPOM
0003HAYAIOTC HOMEP CTeJUIaXka, TOJKH, HAMMEHOBAaHHWE, PETHCTPAIHOHHBIE HOMEpa
U KpaliHUE JATHl JOKYMEHTOB, Pa3MEIIEHHBIX HAa KaX/10M MOJIKE.

Crennaxxku, mkadbl U KOHTEHHEPH HYMEPYIOTCA B KAXKJIOM apXHBOXPAHHIIHILE
CJIEBa HAIPaBO OT BXOJHOH JBEPH, a TOJIKH Ha CTEIUIAXKAX HYMEPYIOTCA Mo mKadam
CBEPXY BHH3, CJIEBA HAMPABO.

Ha xopo0ax mpuKIEHBAIOTCS SPIIBIKH, HA KOTOPBIX YKA3bIBAIOTCA: HOMEP (OH/A,
HOMEP OTNHCH U KpaliHHWEe HOMEpa JICIL, pa3METICHHBIX B JAHHOW KOpooOe.

158. MecToHaxoXI€HHE AOKYMEHTOB B apXHMBE 3aKPEIUIAETCA TMOCTEJUIAKHBIMU
yKa3aTeIsiMH ¢ YeTKO 0()OPMNECHHBIMH SPJIBIKAMHU.

159. O6s3aTeTPHBIMH YCIIOBHSMH XPaHEHHS JICKTPOHHBIX JIOKYMEHTOB SBJISFOTCS:

HAJIMYHE B apXWBE HE MEHEE JBYX JK3EMIUIAPOB KaXKAOW €OUHUIBI XPaHECHUS
3NMEKTPOHHBIX AOKYMEHTOB (OCHOBHOHW M Pa0OYMi SK3EMIUIAPHI JODKHBI HAXOJHTHCS
Ha Pa3HBIX PU3HYECKUX YCTPOWCTBAX);

HAJMYHE TEXHUYECKUX U TMPOTrPaMMHBIX CPEACTB, NPEIHA3HAYEHHBIX IS
BOCIPOM3BEICHUS, KOMHUPOBAHMS, NEPE3ANHCH SJEKTPOHHBIX JOKYMEHTOB, KOHTPONS
(PU3NIECKOTO U TEXHHYECKOTO COCTOSTHHS;
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oOecreueHHue peXUMa XPAaHEHHs 3JIEKTPOHHBIX JOKYMEHTOB, HCKIIIOYAIOIIETO
yTpaTy, HECAHKIIMOHHUPOBAHHYIO PACCHUIKY, YHUYTOKEHUE HITH HCKAKEHHUE HHPOPMALIHH.

160. /I;m1 onmepaTUBHOIO JOCTYNA K 3JIEKTPOHHBIM JOKYMEHTAM B CIIPABOYHBIX
W TIOMCKOBBIX IIEJIIX B apxuBe co3maercad (OHA HCTOIb30BAHHUA JIIEKTPOHHBIX
JOKYMEHTOB.



29

IIpunoxenwue 1

K MHCTpYyKIMHK 110 OpraHu3auuu
paboTsI apxuBa U GOPMHUPOBAHHS
3NIEKTPOHHOTO apXWBa B almapare
MupoBoro cyasu Henenxoro
aBTOHOMHOI'O OKPYTa, YTBEPKACHHOU
npukazom JlemapramenTa mudpoBoro
Pa3BHTHA, CBA3H U MACCOBBIX
KOMMYHHKALHI

HeHeukoro aBTOHOMHOTO OKpyTa

01 21.02.2022 Ne 6

HanmenoBanue cyneOHOTO ydacTka YTBEPXJAIO
MupoBoii cynpst cyaeOHOTO y4acTka
OIIMCD Ne (®.1.0.)
JIE€II IOCTOSTHHOTO XPaHECHUS « » 20 r
3a TOJT
(moamnucs)
Ne | HMnnexc nena 3arosnoBok nena Kpaiinue Konuuectso | Ilpumedanue
/1 JaThbl JIUCTOB
1 2 3 4 5 6

Haspaumne pasznena

B nannsI¥ pasnen onucu BHECEHO

(1mdpaMu u IPOTIHCHIO)
aen,
, B TOM YHCI€E:

¢ Ne mo Ne
JIATEPHBIM HOMEPA:
MPONYHICHHBIA HOMEPA:

HammeHoBaHHEe TOIDKHOCTH
COCTABHTENS OMHCH Ioamwmce Pacmudposka noanucu

PaboOTHHK, OTBETCTBEHHBIH
3a paboTy apxuBa Iloanuce Pacmmdposka noamucu

COI'JTACOBAHO

IIpoTokoN S3KCIEPTHOM KOMHCCHHU
CyZIeOHOTO y9acTKa
OT « » Ne
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HanmeHnoBaHue cyeOHOTo yyacTka

[Ipunoxenue 2

K MHCTpyKIMHK 110 OpraHu3anuu
paloTeI apxuBa 1 (POPMUPOBAHUSI
3JIEKTPOHHOTO apXMBa B ammnapare
MHpPOBOTO cyapu Henenxoro
ABTOHOMHOT'O OKpPYTa, YTBEP:KIACHHON
npukazoM JlemaprameHTa 1 poBoro
Pa3BUTHS, CBA3H U MaCCOBBIX
KOMMYHUKALAH

Henerkoro aBTOHOMHOTO OKpyTa

o1 21.02.2022 Ne 6

VTBEPXKJIIAIO

Muposoii cyaps cyaeOHOTO yaacTka

OITHUCDH Ne
JeJ BpeMeHHBIX (cBbime 10 neT) (®.1.0.)
CPOKOB XpaHEHU « » 20 T
3a TOJ
(moAmHUCH)

Ne | Uunekc | 3aronosok aena | Kpaiinue Cpox Komuuectso | IIpumeuanue
n/m nena JaThl XPaHEHUs! JINCTOB

1 2 3 4 5 6 7

Hazpanue pasnena

p

B nannmIf pasznen onucyu BHECEHO

(mdpamu 1 IPOTTUCHIO)

ACIL,

¢ Ne mo No

, B TOM YHCJIC:

JUTEPHBIM HOMEPA!

MPOIMYINEHHBIN HOMEPA:

HamMenoBaHue TOKHOCTH
COCTABUTEIA OITHCH

PaboTHHK, OTBETCTBEHHBIM
3a paboTy apxuBa

COI'JTACOBAHO
IIpoTOKOMI SKCIEPTHOM KOMHCCUH
Cy/IeOHOTO y9acTKa

OT « » Ne

IToammce

Ioamuce

Pacmudposka noanucu

Pacmudposka noamnucu
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HaumenoBaHue cy1e0HOTO y4acTka

IIpunoxenwue 3

K MHCcTpyKIMuy 1o opraHu3anuu
padoThI apx¥Ba U GOPMHPOBAHHS
3JIEKTPOHHOI'O APXWBA B amMapare
MHpPOBOTro cyapu Heneukoro
aBTOHOMHOT'O OKPYTa, YTBEPKICHHON
npuka3zom JlemapramenTa mudpoBoro
pa3BUTHS, CBSI3H U MAaCCOBBIX
KOMMYHHKALIH

Henerkoro aBTOHOMHOTO OKpyTa

o1 21.02.2022 Ne 6

VTBEPXKJIIAIO

Muposo#i cyaps cyaeOHOTO yaacTKa

OITNUCH Ne
3JEKTPOHHBIX JEI (®.1.0.)
IIOCTOAHHOIO XPaHEHHS « » 20 1.
3a roj
(moammicek)
Ne | Unpexc nena | 3aronosok nena | Kpaiiaue natoi | KomwuuectBo IIpumeyanue
n/n JIUCTOB
1 2 3 4 5 6
B pnanHbBIM pasaen onucH BHECEHO
(¢ paMu ¥ IPOTHCHIO)
men,
c No mo Ne s
00BEMOM Mo.
HanmeHoBaHue TOKHOCTH
COCTABUTENS OIUCH [Toamuce Pacmudposka moamucu
PaboTHHK, OTBETCTBEHHBIH
3a paboTy apxuBa [Toamuce Pacnmdposka moammcu

COI'JTACOBAHO
IIpoToKO0IN S3KCIEPTHOM KOMHCCHU
Cy/IeOHOTO y4acTKa

OT « » Neo




32

IIpunoxenue k omucu Ne
3NEKTPOHHBIX €T
MOCTOAHHOIO CPOKA XPAHECHUA
3a roj

PeecTp JOKyMEHTOB (KOHTEHHEPOB 3JEKTPOHHBIX JOKYMEHTOB) SIEKTPOHHOIO Aea |

Ne e TUHUL] XpaHEHUS TIO OTHCH HNunexc nena
3aronoBok aena

Jlata noxymeHTa Per.Ne HaumenoBanue O6vem, M6 ITpumeuanue
JTOKYMEHTa TOKYMEHTa
1 2 3 4 5

HanmeHoBaHUe TODKHOCTH
COCTABUTENS OIUCH IToammuce Pacmudposka moamucu

! Cocrapisercs Ha KAKIOE JNCKTPOHHOE JETIO.
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HammeHoBanue cyaeOHOTO y4acTKa

3

IIpunoxenue 4

K MHCTpYyKIIMY IO OpraHu3anyy
paboThI apxuBa U POPMHUPOBAHUA
3JIEKTPOHHOI'O APXMBA B aIapare
MHpPOBOro cyasu Heneukoro
ABTOHOMHOTI'O OKPYTa, YTBEPKICHHOMN
npukazoM JlemapraMeHTa I poBoro
Pa3BUTHS, CBA3U U MaCCOBBIX
KOMMYHUKAIIMHI

Henerkoro aBTOHOMHOTO OKpyTa

01 21.02.2022 Ne 6

YTBEPXIAIO
MmupoBoii cypst CyaeOHOTO yJacTKa

OITMCD Ne
3JIEKTPOHHBIX J€N BPEMEHHBIX (®.1.0.)
(cBbmme 10 eT) CPOKOB XpaHEHUSA « » 20 r
3a roj
(monmmce)
Ne Hnpnexc 3aroJoBoK Kpaiinue Cpok KonuuectBo | IIpumeuanue
/o Aciia Acja AaThbl XPpaHCHHA JIUCTOB
1 2 3 4 5 6 7
B nannsi pasnen onucu BHECEHO
(tmdpaMu ¥ MPONHUCHIO)
aern,
¢ No mo Ne , B TOM YHCI]E:
JUTEPHBIM HOMEpA!
MPOINYINEHHBIA HOMEPA!
HamMenoBaHue DODKHOCTH
COCTABHTENS ONHCH Iloanuce Pacmndposka noanucu
PaboTHHK, OTBETCTBEHHBIN
3a paboTy apxuBa ITonmuce Pacmmudposka noamucu

COI'JTACOBAHO
ITpoTOKOJI SKCIEPTHOM KOMUCCUU
CyJIeOHOTO y4acTKa

OT « » Ne
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IIpunoxkenue k onmcu Ne
3JEKTPOHHBIX JE€ BPEMEHHBIX
(cBbimie 10 eT) CPOKOB XpPAHEHUS
3a roj

Peectp ZOKYMEHTOB (KOHTCHHEPOB SJIEKTPOHHBIX JOKYMEHTOB) 3JIEKTPOHHOTO JieNa |

Ne equHUL XpaHEHHA TIO OTTUCH HNupeke nena
3aronoBok Aena
Jara nokymeHTa Per.Ne HaumenoBaHue O6vem, M6 IIpumevanue
JIOKYMEHTA JOKYMEHTa
1 2 3 4 5

Hanmenosanue n0omkHOCTH
COCTABHTENS OIUCH INoamuce Pacmudposka noarmicu

! CocraBisieTcs HA KAKAO€ INEKTPOHHOE JETIO.
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IIpunoxenwue 5

K MHCTpyKIMU 10 opranu3anuy
paboThI apxuBa H GOPMHUPOBAHHU
3NIEKTPOHHOTO apXWBa B ammapare
MHUpPOBOro cyasn Henerkoro
aBTOHOMHOTO OKPYTa, YTBEPKIECHHOHN
npukazoM JlemaprameHTa 1 poBoro
Pa3BUTHSA, CBA3U U MACCOBBIX
KOMMYHUKALAH

Henerkoro aBTOHOMHOTO OKpyTa

o1 21.02.2022 Ne 6

HanmeHoBaHuHE Cy1eOHOTO yJacTKa

PEECTP OIIMCEHN AEJ
Hayvar
OxkoHueH
Ne | Ne Ne | HazBanu Kon-Bo nen B omucu Kpaitau | Kon- | Kon- | ITpum
n/ | Goun | onuc | € oMMCH | TocTostHEO BpemenHor | ©/1aThl BO BO | -HHE
n a " rocpoka | o (cbiue JHCTO | IK3-
XpaHeHUs JIeT) B B poB
CPOKOB OIUCH | OIHC
XPaHEHUST u
1 2 3 4 5 6 7 8 9 10
Bcero xpanuTes B apxuse ONUCEH, U3 HUX:

(umpaMu 1 MPOTIHCHIO)
[TocTOAHHOTO XpaHEHUS

(umdpamu U MPOIHUCHIO)
BpemenHoro xpanenus (cBsire 10 jieT)

(¢ pamMu U POITHCHIO )
B TOM ymcie mocTynmuio B rogy OIIUCEW,
(umdpamMu U IPOIMHCHIO)
B TOM 4mcne BHIOBLIO B roay OTIHCE.
(umdpamMu ¥ IPOIHCHIO)

PaOOTHHK, OTBETCTBEHHBIH
3a paboTy apxuBa Iopmuce Pacmm¢poBka noamucu
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IIpunoxxenue 6

K MHCTpYKIIMK 110 OpraHu3anyu
padoTsI apxuBa u HopMHUPOBAHHS
3JIEKTPOHHOTO apXHBa B aNMapare
MHpPOBOTO cyapu Heneukoro
ABTOHOMHOTO OKpPYTa, YTBEPKIACHHOH
npuka3zom JlemapramenTa ugpoBoro
Pa3BUTHS, CBA3H H MAaCCOBBIX
KOMMYHHKALHH

HeHenkoro aBTOHOMHOTO OKpyra

01 21.02.2022 Ne 6

JIMCT-3ABEPUTEJIb IEJIA Ne
B nene npomnTo 1 npoHyMepoBaHO

(mdpaMu ¥ IPONHCHIO)
micTa (OB)
¢ Ne nmo Ne , B TOM YHCI]E:
JUTEPHBIN HOMEPA:
MPOITYINEHHBIN HOMEPA!
JIUCTOB BHYTPEHHEHN OIUCH
OcobeHHOCTH PU3NUECKOTO COCTOsIHYSI U (POPMHUPOBAHUS €A Howmepa nuctoB
1 2

HanmeHoBaHMe DODKHOCTH
COCTABUBILETO 3aBEPUTEIIBHYIO
HaAOHUCH ITonmmce Pacmudgposka moamuicu
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[Ipunoxenue 7

K MHCTpYKIIMHK 110 Opranu3anuu
paboTeI apxuBa u GOPMHPOBAHHUA
3NEKTPOHHOI'O APXMBA B alapare
MHpPOBOTO cyapu HeHelkoro
aBTOHOMHOTI'O OKPYTa, YTBEPKJIEHHOM
mpukazom JlemaprameHnTa 1u)poBOro
pa3BUTHUSA, CBA3U H MAaCCOBBIX
KOMMYHHKALIUH

Henenxoro aBTOHOMHOTO OKpyTa

o1 21.02.2022 Ne 6

BHyTpeHH:1 onuch noKkymMeHTOB aemna Ne

rox,
Ne n/m Hunexc Hata 3aronoBok Howmepa IIpumeuanne
JOKYMEHTa IOKyMEHTa JIICTOB
aena
1 2 3 5 6
Hroro JIOKYMEHTOB.

KonmnyecTBo MUCTOB BHY TPEHHEH OTIHCH

(um¢paMu U IIPOTHCHIO)

HammenoBanHe n0onKHOCTH
COCTABHBILETO BHYTPEHHIOK OIMHCH

AOKYMCHTOB Jaciia

Harta

(um¢paMu | TIPOTIHCHIO)

[Momics Pacimudposka




HanmMenoBaHue cy1eOHOTO yyacTKa

AKT

« » 20 No
O BBLACTICHUH K YHHYTOKECHUIO
ApPXUBHBIX JOKYMEHTOB, HE
MOAJICIKAIHUX XPAHCHUIO

Ha ocHOBaHMH
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ITpunoxenwue 8

K MHCTpyKIIMU Mo opranu3anuu
padoThI apxuBa 1 GOPMHPOBAHHUS
3NEKTPOHHOTO APXMUBA B aIlapaTe
MupoBoro cyasu Henenxoro
ABTOHOMHOTO OKPYTa, YTBEPKIEHHOM
npuka3oM JlemaptamenTa mugpoBoro
Pa3BHTHsA, CBA3H U MACCOBBIX
KOMMYHHKALHI

HeHenkoro aBTOHOMHOTO OKpyTa

o1 21.02.2022 Ne 6

YTBEPXIAIO
MmupoBoii Cyips CyAeOHOTO y4acTKa
(®.1.0.)

« » 20 r.
(Tmoamnucs)

(HaSBaHI/IC H BBIXOJHBIC TAHHBIC IICPCYHA JOKYMCHTOB C YKa3aHHCM CPOKOB HX

XpaHECHHUA)

OTO 6p aHbl W YHHWYTOXKCHBI

KaK HE HMEIOIINE HAYYHO-UCTOPUYECKON LIEHHOCTH

U yTPaTUBLINE MPAKTHYECKOE 3HAYECHUE JIOKYMEHTHI
(HazBanwme GhoHma)
Ne 3aronosok | I'omer | Homep Howmep Kon- Cpoku IIpumeuanue
/o aena omcy! aena 1o BO XPaHEeHHUS U
(rpynmoBoit OINCH nen HOMeEpa
3aroJIOBOK cTaTel mo
nena) MEPEYHIO
1 2 3 4 5 6 7 8
Htoro €IMHUL] XPAHEHHUA 3a rOJBbI.
(umdpamMu 1 TIPOTTUCHIO)

Omicu ACIT TIOCTOAHHOTO XPAaHCHHA 3a

CyAeOHOTO y4acTKa (IIPOTOKOJI OT

roasl yrBepxkaeHol JOK

Ne ).

PaboTHHK, OTBETCTBEHHEIH
3a paboTy apxuBa

ITonmuce

Pacmmdposka noamucu

! pu BBIACICHHHM K YHHUTOXKEHHIO HOKYMCHTOB MPH MOATOTOBKE JEN K MEpCAavc B apXuB CyAa rpader 4 m 5

HC 3anOJTHAROTCA.
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COI'JTACOBAHO
IIpoTOKON 3KCIEPTHON KOMHCCHH
Cy/IeOHOTO y9acTKa

OT « » Ne

JIOKyMEHTHI B KOJIHYECTBE €TMHHULI XPAHCHUS
(umdpamMu U IPOMHCHIO)

Ha OyMa)KHOM HOCHTEJIE BECOM KT CTaHBI HA YHUYTOKCHHE;

Ha 3JICKTPOHHOM HOCHTEJIC CIaHbI HA YHUITOXKCHHC

(cioco0 YHHYTOKECHHS )

HaumeHoBaHuE AOKHOCTH
paboTHHKA CyIeOHOTO y4acTKa
CHABIIETO JJOKYMEHTBI IMoamuch Pacmmdposka noamucu

PaGoTHHUK, OTBETCTBEHHBIH

3a paboTy apxuBa,

BHECIIHI H3MCHEHHS B

YYETHBIE JOKYMEHTBI IHoamuce Pacmmudposka mommicu

arta
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IIpunoxxenue 9

K MHCTpYKIIMK 110 OpraHu3anuu
padoTsI apxuBa u HopMHPOBAHUS
3JIEKTPOHHOTO apXHBA B aNIapate
MHPOBOro cyapu Henenxoro
ABTOHOMHOTO OKpPYTa, YTBEPKIACHHOH
npuka3oM JlemapramenTa mugpoBoro
Pa3BUTHSA, CBA3U H MACCOBBIX
KOMMYHUKALIMHI

Henerxoro aBTOHOMHOTO OKpyTa

o1 21.02.2022 Ne 6

IMacnopT apxuBa cyaeGHOro yuacTka

Ne Ha <« » 20 T.
1. OO0mue cBeeHuUst
Kon ctpoku KonuuectBo poHmoB Imomane 3arpyK€HHOCTb
ApXUBOXPAHWJINII KB.M | apXUBOXPaHWIUIL, Yo
A 1 2 3
101
2. CsegeHusi 0 J1OKYMEHTAX
Tlokazaremu | Kog KonudecTBO eauHUL XpaHEHUS
CTPO | Bcee | Kpaiinue natbl W3 Hux BHECEHO Xpanutcst | O6pasy
KH ro B OIIUCHU CBEpX ercs
Hauan | Kone | Bce | Kpaiinue natei | yCTaHOBJIE | B roa
bHas | 4YHas ro | Hauan | Kone HHOTO aen
bHas1 | d4Has Cpoka
A b 1 2 3 4 5 6 7 8
ITocrosuuoro | 201
XpaHHus!
3. Kanpsl
Kop cTpoku KonniecTBo mITaTHBIX paOOTHHUKOB
301

4. Ycaosusi XpaHeHHsI JOKYMEHTOB (HY’KHO€ MOAYEPKHYTh)

ApXHBOXpaHHJIHINA Ectb, Het; Cyxue, coipbie; CBeTJible, TEMHbIE
Oromenne LleHTpasbHOE, MEYHOE, OTCYTCTBYET
Merannnueckue, IepeBsIHHBIE,
Crennaxu
KOMOMHHPOBAHHBIE, HET
Ikadb! JlepeBsiHHBIE, METAJUINYECKHE, OTCYTCTBYIOT
Curnayimsanmys ITosxapHasi: €CThb, HET, OXpaHHasi: €CTh, HeT.
TemnepaTypHO-BIaKHOCTHBIN PEXKHM Cobmonaercsi, He cobNoaaeTcs
«__» 20 I.
Muposoii cyaes HAO [Tonmuce Pacmugposka moamicu

@O u TenedoH HCIIOTHUTETS

! TIpu COCTABTICHUH NACTIOPTA APXHMBA LENECO00PasHO B CTPOKE 201 BHOCHTE IAHHBIE O AENAX TOCTOSHHOTO XPAHEHUS
OTACTBHO IO TPAKTAHCKUM, YTOJIOBHBIM, AAMHUHHUCTPATHBHBIM JCIaM.
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IIpunoxenne 10

K MHCTpYKIIMHK 10 OpraHu3anuu
padoTe apxuBa U GopMHPOBAHUS
3JIEKTPOHHOI'O apXWBa B alNapare
MHPOBOTro cyapu Henenxoro
aBTOHOMHOTO OKPYTa, YTBEPKIECHHOH
npukazoM Jlemapramenra 1u¢)poBoOro
Pa3BHUTHSL, CBI3H U MaCCOBBIX
KOMMYHHUKALMH

Henenxoro aBTOHOMHOTO OKpyra

o1 21.02.2022 Ne 6

HaumeHnoBanue cyaeOHOTO y4acTka YTBEPXJIAIO
MupoBoii Cyibst CyIcOHOTO y4acTKa
AKT
« _» 20 No (©.N.0)
00 yTpaTe JOKyMEHTOB « » 20

(moammch)
Donpg Neo

(nazBanue poHma)
B pesynbrate YCTAaHOBIICHO OTCYTCTBHE B  (QoHzae
MICPEUNCIIEHHBIX HIDKE [JEJ, MPEIIPUHATHIE apXWBOM MEPHI MO PO3BICKY JAEN
MOJIO’KUTETIPHBIX PE3yNbTATOB HE JAlA, B CBSI3H C YEM CYHUTACM BO3MOXKHBIM CHATH

C y4eTa:
Ne Enununa 3aronoBoK Kpaiiaue nater | Komugectso | IIpemmomaraem
/I | XpaHeHUs €IMHULIBI JIMICTOB bl€ TIPUYUHBI
Ne XPaHEHHSI (obvem, M6) OTCYTCTBUS
1 2 3 4 5 6
Htoro €IMHUL] XPaHECHUS.

(tdppaMu 1 TIPOTTHCHIO)
CopeprkaHue yTpaueHHBIX MATEPHATIOB MOKET OBITh YACTUYHO BOCTIOJTHEHO CJIEIYIOIIHMH
eMHULIAMH XPAHCHHUS

(HOMEpa eMHUI] XPAaHEHHA U UX IPYIITOBEIE 3ar0JIOBKH)

PaboTHHK, OTBETCTBEHHBIM
3a paboTy apxuBa IMoamuch PacmudpoBka noamicu

COI'JTACOBAHO

ITpoTOKOJI SKCIEPTHOM KOMUCCHH

CyaeOHOTO yJacTKa

OT « » Ne

W3MeHEeHHs B YYETHBIE JOKYMEHTBI apX1BA BHECEHHBI.

PaboTHHK, OTBETCTBEHHBIH 3a padOTy apXuBa [Tonmuce Pacmugposka moamicu
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ITpunoxenwue 11

K MHCcTpyKIMuy o opranusanuu
paboTeI apxuBa U GOPMHUPOBAHUA
3JEKTPOHHOTO apPXWBA B aIlllapaTe
MHPOBOro cyasu Heneuxoro
ABTOHOMHOTI'O OKPYTa, YTBEPKICHHON
npukazom JlemaprameHTa 1@ poBoro
Pa3BHUTHsA, CBA3H U MACCOBBIX
KOMMYHHUKAIIAH

Henenkoro aBTOHOMHOTO OKpyra

o1 21.02.2022 Ne 6

HanmMeHoBaHue Cy1eOHOTO y4acTKa YTBEPXIAIO
MmupoBo# cyaps cyneOHOTO yJacTKa
AKT (®.1.0.)
« _» 20 Ne « » 20 r.

[TpoBepKH HATM4HS U COCTOAHUA
APXUBHBIX JOKYMEHTOB

(TmomIcK)

Dong Ne

(naszBanue poHIA)
Homepa ommceit
[TpoBepka MpoBOIMIACSH C o

[IpoBepKOM YyCTAHOBIEHO:

1. Ywucmures mo omucsIM Aem: € IVHUL] XPAHECHHS.
(KoMHMYeCTBO IU(PAMHU U TIPOTIUCHIO)

2. DBbsBIEHBI TEXHHYECKHE OITHOKH:

2.1. HMwmeroTcs MUTEpHBIE HOMEPA!

a) HE YYTCHHBIE B UTOTOBOM 3aIMCH e IMHHL XpPaHEHUS,
(komM4uecTBO HU(PAMH H IPOIIHCHIO)
0) He MepeYUCIICHHBIE, HO YYTCHHbBIE B HTOTOBOH 3aIMCU € IUHHUL] XPaHCHUSI.

(konmr4yecTBO HU(PaMHU U IMPOIHCHIO)
2.2, TlpomymeHO HOMEPOB:

a) HE YYTEHHbIC B UTOTOBOM 3aITHCH eIUHUL] XPAHEHHS,
(komu4ecTBO IH(PAMH U TIPOIIHUCHIO)
0) He TIEpEUHCIIEHHBIEC, HO YYTEHHBIE B UTOTOBOH 3aIIMCH € TMHUIL XpPaHEHHU.

(konu4ecTBO HH(PAMHU U MPOIHCHIO)
2.3 Jlpyrue, B pe3yabTaTe 4ero 00beM:
VBemuuics Ha € IMHHI{ XPAaHCHUS,
(KonmHYeCTBO LU(PPAMHU U TPOIHCHIO)
YMeHbmmiCH Ha € TUHHL{ XPAHEHHS.
(konuuecTBO LUdpaMH U MPOMHCHIO)
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3. Yucmares o OTTUCSIM B pe3ynbTare yCTpaHEHUsA TEXHUYECKHX

oImmMOOoK €IMHMIL] XPAHEHHA,
(KOMYEeCTBO IU(PAMH U ITPOTIUCHIO)
4. He oka3anocs B HAJTMIHH € IMHUI] XPAHEHUS.

(konm4yecTBO U(PaMU U IPOIIHCHIO)

5.meercs B HaNMYHMH 10 JaHHOMY (OHAY (BKIIOYEHHBIX B  OIIHCH)
€AUHUL XPAHEHUS,

(konHyecTBO LHU(PAMHU H TIPOTIHCHIO)
UX HHUX TPEOYIOLINX:

a) Ae3uHPEKIHH €AMHUL] XPAaHCHHUS,
(KonmHuecTBO IU(PAMHU U IPOIHCHIO)
0) Ae3UHCEKLHH € IMHHIL XPaHEHHS,
(konuuecTBO LA(PAMHU U IPOTHCHIO)
B) pecTaBpaLii € IMHUI] XPAaHCHUS,
(komu4ecTBO LH(PaAMU U IPOIUCHIO)
T) IEPEIUIETA U OAIITHBKH € IMHUIL] XPAHCHHUA;
(KOMHYECTBO LU(PAMHU U IPOIHCHIO)
I) BOCCTAHOBJICHHS 3aTyXArOIIUX TEKCTOB € IMHUIL] XPAHCHUS,
(komruecTBO HU(PAMHU U TIPOIHCHIO)
€) HEUCIIPABUMO TTOBPEKICHHBIX ¢ IMHHMIL XPAHCHUS,
(konmuuecTBO HH(PaMU U MPOIHCHIO)
6. VimeeTcst He BKIFOYEHHBIX B OITHCH ¢ TUHHUL] XPAHECHUS,

(koM4ecTBO U(PaAMH U NPOIUCHIO)
7. Utoro mo manHOMY (hOHIY (BKIFOUCHHBIX M HE BK/IIOUYEHHBIX B OIHCH), HMEIOIIHXCS
B HAJTHYUH € IUHHL XPAHCHH;
(xonmu4ecTBO mUdpaMu U MPOIHCHIO)
8. XapakrepucTrka yCIIOBHI XpaHCHHUS

(Yka3aTb OCHOBHBIE OTPHIIATEIHHBIC ABJICHUS B COCTOSHHHU H YCIOBHAX UX XPaHEHH)

ITpoBepKy npoOBOAMIIH:

Hanmenosanue
IOJDKHOCTEH paOOTHUKOB [Toamucu PacmudpoBka noammcett

Harta
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ITpunoxxenue 12

K MHCTpyKIMH O OpraHu3anuu
paboTeI apxuBa 1 POPMUPOBAHUS
3JIEKTPOHHOI'O apXUBa B almnapare
MHPOBOTO cyapu Heneukoro
ABTOHOMHOTI'O OKPYTa, YTBEPKICHHON
npukazoM JlemaprameHTa g poBoro
Pa3BHUTHS, CBA3H U MaCCOBBIX
KOMMYHUKAIIAH

Henerkoro aBTOHOMHOTO OKpyTa

o1 21.02.2022 Ne 6

HaumeHnoBaHue cyieOHOTO yyacTka YTBEPXJIAIO
MupoBoii cyibs CyIcOHOTO yJacTKa
AKT (®.N.0)
« » 20 Ne « » 20 1.

0 TEXHHYECKUX OINHOKAX
B YYETHBIX JJOKYMEHTaX

(moamuCH)
®onp Ne
HasBanue ¢gonna
B xome BbemomHEHHS OOHAPYKEHBI
TEXHUYECKHE OMIHOKH B 3aITHUCIX
Howmep nokymeHTa Cy1mecTByro1as 3anuch Crnenyer 3anucartb
1 2 3

B pe3ynbpTaTe KOIMYECTBO €IMHHIL] XPAHEHUS YBETUYMIOCH (YMEHBIIUIIOCH) Ha
€AMHHI] XPAHCHUA,

[Ipumeuanus:
Hanmenosanue
IODKHOCTH PaOOTHHKA [Tonmuce Pacmugposka moamucu

HN3meHeHHs B YUCTHBIC JOKYMCHTBI BHCCCHBI.

PaboTHHK, OTBETCTBEHHBIN
3a paboTy apxuBa IToanuce Pacmmdposka noamucu
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[Ipunoxenue 13

Kk MHCTpYKIIMY 10 OpraHu3anuu
paboThI apxuBa B HOPMHUPOBAHUS
3NEKTPOHHOTO APXUBA B aIapare
MupoBoro cyasn Henenxoro
aBTOHOMHOI'O OKPYTa, YTBEPKACHHOU
npukazom JlemapramenTa mudpoBoro
Pa3BHTHA, CBA3H U MACCOBBIX
KOMMYHHKALIUH

HeHenkoro aBTOHOMHOTO OKpyTa

01 21.02.2022 Ne 6

HanmeHnoBaHue cyeOHOTO yyacTka VYTBEPXJIAIO
MupoBoii Cyibs CyIcOHOTO yJacTKa
AKT

«_» 20 Ne (®.1.0)

00 YHHYTOKCHHH JOKYMEHTOB (HE « » 20

OTHOCAIIUXCA K JAHHOMY (DOHY,

HEYUYTEHHBIX )
(moamnwHce)
B xoze
(Bug pador)
OOHapy»xeHo
(B honne, xpaHumuine, paboyeM MOMEIIECHUH)
Ne 3aronoBoK Mugp Kpaitnue | Konmuectso | K kakomy | Ilpumedanue
n/m eNuHULBl | (eciu eCTh) IaThbl JINCTOB dony
XPaHEHUsI (obbem, M6) | orHOCHTCS
1 2 3 4 5 6 7
Htoro oOHapyXeHO JOKYMEHTOB
(um¢paMu U IPOTIHCHIO)

HaumenoBanue
JOJLKHOCTH PaOOTHHKA [Tonmuce Pacmmdposka noamucu

N3MeHEHNA B YYETHBIE JOKYMEHThI BHECEHBI.

PaOOTHHK, OTBETCTBEHHBIH
3a paboTy apxuBa IToamuce Pacmudposka noanucu




46

[Ipunoxenue 14
k MHCTpYyKIIMY 1O OpraHu3anyy
paboThI apxuBa U GOPMHUPOBAHUA
3JIEKTPOHHOI'0 apXMBA B aIIapare
MHpPOBOro cyasu Henemkoro
aBTOHOMHOTI'O OKPYTa, YTBEPKIACHHOM
npuKa3oM JlenapTaMeHTa EudpPoBoOro
Pa3BHUTHSL, CBI3U U MaCCOBBIX
KOMMYHHUKALMH
Henenxoro aBTOHOMHOTO OKpyTa
o1 21.02.2022 Ne 6

KHHUI'A BBIJAYHN AEJI Ne
Hauara
OxoHueHa
Ne Hara Komy Pacniucka B Harta Pacnucka B | IIpumeuanue
n/m BbIIAYH BBIIAHO, C | MOJyYeHWU | BO3BpaTa | BO3BpaIEHHUH
KaKou nena aena
LEJIBIO
1 2 3 4 5 6 7
Hroro B rojay BBIJIAHO W3 XPaHWJIUINA €IUHULL XPAHCHMUSL.
(uudpamMu ¥ POIHCHIO)
Hammenosanue

JTOJDKHOCTH paOOTHHKA,

COCTAaBUBLICT'O UTOIOBYIO 3aIIMCh

Hata

ITommmcs

Pacomdposka noamucu




47

[Ipunoxenue 15

K MHCTpYKIIMHK 11O OpraHusanuu
paboTsl apxuBa u GOPMHUPOBAHHS
3JIEKTPOHHOI'O APXWBA B alMapare
MHpPOBOTO cyapu Hernenkoro
ABTOHOMHOI'O OKPYTa, YTBEPKICHHON
npuka3oM JlemapramenTa udpoBoro
pa3sBUTUSA, CBA3U U MACCOBBIX
KOMMYHHKAIIAH

Henerkoro aBTOHOMHOTO OKpyTa

o1 21.02.2022 Ne 6

HaumeHoBaHHE CyA€OHOTO y4acTKa

JIMCT UCTIOJIb3OBAHUA NOKYMEHTOB

®ong Ne Omnmucp Ne Hemo Ne
3aronoBoK aena
Hata Komy XapakTrep Ne IMonanuce nuna,
UCIIOJIB30BAHUS BBIIAHO HCHONB30BAaHMUSA | KCMOJNB30BaH- | HKCIOJb30BABIIETO
(pammnus, (xonupoBaHme, HbIX JIICTOB aeno
WHHULIAAJIBI BBIMTUCKH,
pazbopunBso) POCMOTP)
1 2 3 4 5
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IIpunosxenue 16
K MHCTpyKIIMHU M0 Opranu3anuu
paboThI apxuBa 1 (HOPMHUPOBAHHUS
3NEKTPOHHOTO apXHBAa B almapare
MHpPOBOTO cyapu HeHnenxoro
ABTOHOMHOTO OKPYTa, YTBEP:KACHHOM
mpuka3oM JlemapramenTa udpoBoro
Pa3BUTHSL, CBA3H U MAaCCOBBIX
KOMMYHHKALHHI
HeHenkoro aBTOHOMHOIO OKpyTa
0T 21.02.2022 Ne 6

HanmenoBaHue cy1e0HOTO ydacTka

KAPTA - 3AMEHUTEJIb AEJIA

Heno

(Ne m Ha3BaHwHE)
Omuics

(Ne m Ha3BaHwHE)
DoHp

(Ne 1 Ha3BaHwme)

BBII[aHO Ha BPCMCHHOC IMOJIb30BAHHC!

Ne O Hn.0. Hara Bblnauu Hara IMoanuck IMoanuce
n/m NOJIb30BATES BO3BpaTa BBIIABIIErO | IMOJYYHUBIIETO
IeJ10 AeJ10
1 2 3 4 5 6
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ITpunoxenue 17

K MHCTpYKIMY N0 OpraHu3anui
paboTh!I apxuBa u (HOPMUPOBAHUS
37EKTPOHHOI'O APXMBA B aIapare
MHpPOBOro cyasu Heneuxoro
aBTOHOMHOTI'O OKPYTa, YTBEPKIECHHOMN
npukazoM JlemapraMeHTa I poBoTo
Pa3BUTHS, CBA3U U MacCOBBIX
KOMMYHUKALIMHI

Heneukoro aBTOHOMHOTO OKpyTa

o1 21.02.2022 Ne 6

OBPA3EL HAKJIEHKH
C 3ABEPMTEJIBHOM HAZINITCBIO, UCITOJIb3YEMOM
[IP1 O®OPMJIEHUU 3ABEPEHHBIX KOITHUI CYIBEHBIX AKTOB

HaumMeHoBaHue cyneOHOro ydacTka
Muposoii Cy1ps
IIponyMepOBaHO M CKPETIIEHO
MEYaTHIO JIHCTOB

MOJTHCH




HammenoBanue cyieOHOTO MpUKasza
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ITpunoxxenue 18

K MHCTPYKIIMH TIO OpraHu3aluu

paboTeI apxuBa U GOPMHUPOBAHUSA
3NEKTPOHHOTO APXMBA B aIllapaTe
MHUPOBOro cyasn Henenxoro
aBTOHOMHOTO OKpPYTa, YTBEP:KACHHON
npuka3oM JlemaptamenTa mu@poBoro
Pa3BHUTHS, CBA3H U MaCCOBBIX
KOMMYHHKALUH
Henenxoro aBTOHOMHOTO OKpyTa
o1 21.02.2022 Ne 6

KYPHAI
pervcTpauuy BbIAAHHBIX KONUii, BLINMCOK, 10KYMEHTOB
Ne ABTOp Hatau | Comepxa | Ha3saHue Hara u Pacnucka s | Ilpu
n/ | 3ampoca, perucTp. HUE BbIJaHHOTO | peructp. Ne | monydeHuu | meda
I | HCX. HOMED, Ne 3ampoca | MAOKyMEHTa | BBIIAHHOrO | MJIM OaTa HUe
mara, anpec, | 3ampoca (xorus, JNOKYMEHTa | OTHpaBKH
Tened. BBIIKCKA,
HOMED CIpaBKa
U Ipyroe)
1 2 3 4 5 6 7 8




