ITpunoxenne N 8

K Y4eTHOU MOJUTHKE

MKY "Komutet 1o K u JIM"
Anmunuctpanuu MO "Kabanckwuii paiion" Pb

IToJ10:xeHHe 0 XpaHeHNH (TMOALINBKE) MEPBUYHBIX JOKYMEHTOB, YYeTHbIX PeTHCTPOB H
Oyxrajarepckoii oTueTHOCTH MyHHIIMIIAJIBHOI0 Ka3eHHOr 0 yupesxaeHus ""Komurer no KyastType u
AeaM MOJIO/Ie:KM'' aAMMHUCTPALMU MYHMIMNIAIbHOTO o0pa3oBanus '"'KaGanckuii paiion"
Pecny0siuku BypsiTusi M ero noaBeA0MCTBEHHBIX YUpeKIeHU

1. Hacrosimee nonoxeHue pa3padOTaHO B COOTBETCTBHH C MOJoxeHUsIMU DenepaabHOro 3akoHa
ot 6 nexabps 2011 r. N 402-®3 "O OyxrantepckoM yuere", DeepaibHOTO 3akoHa OT 22 okTsA0ps 2004 .
N 125-@3 "O6 apxuBHOM gene B Poccuiickoit @enepanun", nprkasza MunuctepcrBa KynbTypsl PO ot 31
Mapta 20151. N 526 "OO6 yTBep)XIeHUM MpaBWI OpPraHU3alUU XpPaHEHUs, KOMIUIEKTOBaHMS, y4€Ta U
UCIIOJIb30BaHUs JOKyMEHTOB ApxuBHOoro ¢onga Poccuiickoit ®enepanuum W JApYyrHX apXUBHBIX
JOKYMEHTOB B OpTaHax rocyAapCTBEHHOM BIACTH, OpraHaXx MECTHOI'O CaMOYIPaBJIEHUS U OpraHu3aiusx".

2. Hacrosiee nonoxeHue peryaupyeT NopsioK OpraHu3alnuy XpaHeHus (TIOJIMIMBKY) MEPBUYHBIX
JOKYMEHTOB, YYETHBIX PETUCTPOB U Oyxranrepckoil oruetHoctd B MKY "Komurer no kynerype u aenam
MOJIOZICKU" aIMUHUCTPALlMU MYHUIIMIIAIBHOTO 0Opa3oBanus "Kabanckuii paiion" Pecniyonuku Bypsitus.

3. B cootBerctBumM ¢ 1. 1. ¢t 29 denepanpHOro 3akoHa oT 6 nmekabps 2011 r. N 402-d3 "O
oyxrantepckom ydere" MKY "Komurer mno KyabType U JAelaM MOJIOACKH" aJIMHHHCTPAIIUU
MYHUITUTIATLHOTO oOpa3oBanus "KaOauckuii paiion" PecmyOmmku Bypstuss obGecrneunBaer XpaHeHUE
NEPBUYHBIX (CBOJHBIX) YUYETHBIX IOKYMEHTOB, PETHCTPOB OyXIaJTEpCKOrOo ydeTa B TEYEHUE CPOKOB,
YCTaHOBJIICHHBIX B COOTBETCTBMM C IIPABWJIAMH OPraHHU3allMM TOCYJAapCTBEHHOIO ApXUBHOIO Jela B
Poccuiickoit ®denepariiu, HO HE MEHEE TATH JIET TOCJIe OKOHYAHHS OTYETHOTO Toja, B KOTOpoM (3a
KOTOPBII) OHU COCTaBJICHBI.

TAPAHT:

[Ipumeuanue. [lpy HaIMYUKM TEXHHYECKONM BO3MOXKHOCTH CYOBEKT ydeTa BIpaBE OCYIICCTBISATHh
XpaHCHUE TCPBUYHBIX OJJICKTPOHHBIX JOKYMEHTOB (9JCKTPOHHBIX PETUCTPOB) HA 3JICKTPOHHBIX
HOCUTEJISIX C Y4YeTOM TpeOoBaHUM 3aKoHoAaTelbcTBa Poccuiickoit deneparuu, peryimmpyromero
WCIIOJIb30BAHUE JICKTPOHHOM MOIMUCH B AJICKTPOHHBIX TOKYMEHTaX.

4. XpaHeHHE TMEPBUYHBIX JIOKYMEHTOB, YYETHBIX PErHCTPOB M OyXraaTepcKoil OTYETHOCTH
opranusyercsi pykooautenemM MKY "Komurer mo KynbType M JieiamM MOJIOACKH'" aIMHHUCTPALUU
MYyHHIMIANBHOTO 00pazoBanus "Kabanckuii paiton" Peciybnuku bypstus (nanee - opranusarusi).

5. O06s3aHHOCTU 1O OOECTIEUEHUI0 COXPAHHOCTU MEPBHYHBIX JOKYMEHTOB, YUETHBIX PETHUCTPOB,
OyXraiaTepckoi OTYETHOCTH, O(OPMIIEHHIO U TMepelaye WX B apXUB BO3JAraloTCsi PYKOBOJIUTEIEM
OpraHHU3aliy Ha [JIABHOI0 OyXraJjrepa.

6. [lepBu4HbBIE TOKYMEHTHI, YU€THBIE PETHCTPBI, OYXTalITepCKUe OTUEThI MOANEKAT 00s3aTeNbHOM
nepenave B apXuB.

Jlo mepenaun B apXvWB OpraHU3alliy NMEPBUYHBIE JOKYMEHTHI, YIETHBIE PETUCTPHI, OyXraiaTepckue
OTUETHI JOJKHBI XPaHUTHCSA B OyXTralTepuH B CHEIHATbHBIX TOMEIICHHUSIX WM 3aKphIBAOIIMXCS mIKadax
MO/ OTBETCTBEHHOCTH JIUII, YIOJHOMOYEHHBIX TJIaBHBIM OYXTalaTepoM.

7. llepBu4HBIE TOKYMEHTHI, YYE€THBIE PETUCTPBI, OyXraiTepcKkhe OTUeThl JI0 Tepeladd B apXuB
MO ILIUBAIOTCS B JCIO.

8. B neno nomemniarorcs 10KYMEHThI, KOTOPBIE IO CBOEMY COJIEPKAHUIO0 COOTBETCTBYIOT 3ar0JOBKY
Jiena, PU 3TOM 3arpeliaeTcs TPyNnupoBaTh B Jeja YePHOBBIC U TyOJIETHBIE SK3eMIUIAPBI JOKYMEHTOB, a
TakKe JOKYMEHTBI, TIOIJIeKAIE BO3BPATY.

9. Ilpu popmupoBanuu aei1a HEOOXOIUMO COOMIOIATH CIEAYIOIINEe TPEOOBAHMUS:
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- JIOKyMEHTBI TOCTOSIHHOTO W BPEMEHHOTO XpaHEHHUs HEOOXOJMMO TPYNIIUPOBATH B OTAEIHHBIC
nena;

- BKJIIOYATh B JIEJIO TI0 OJTHOMY 3K3EMIUIIPY KaXJ10r0 JOKYMEHTa;

- TPYIIIUPOBATh B JEJIO JOKYMEHTHI OJHOTO KaJEeHIapHOIO roJa.

10. Jleno Ha OymMa)XHOM HOCHTEJE HE JIOJDKHO cojepkarh Oosiee 250 nHMCTOB, MPU TONIIUHE HE
Ooutee 4 cM.

11. JlokyMeHTBI, COCTaBJISIOUINE /110 HA OyMa>KHOM HOCHTEJIE, IOAIINBAIOTCS HAa YEThIPE MPOKOJIa
(Ha Tpu mpokoJia - Ui MAJO(GOPMATHBIX JIeJI) B TBEPAYIO OOJOXKKY WM TEpPEIUIETAIOTCS C y4eTOM
BO3MOXHOCTH CBOOOJHOTO YTEHMsI BCEX JOKYMEHTOB, J1aT, BU3 U PE3OJIOLUNA HAa HUX, METaNINYECKHE
CKpEIIEHUS U3 JOKYMEHTOB YAAJISIOTCA.

B nauane nena Ha OymMa)KHOM HOCHUTEJNE IPU HEOOXOIMMOCTH MOJIINBAIOTCS JIUCThl BHYTPEHHEN
ONMCH JOKYMEHTOB JIeJla, B KOHIE KaX/I0T0 JIefa - JUCT-3aBEPUTEb JIea.

12. B nensix obecriedeHHsl COXpPAHHOCTH M 3aKpEIUICHUs MOpsSAKa PacloyokKEHHUs] JOKYMEHTOB,
BKJIIOUEHHBIX B JIeJI0 Ha OyMa)XHOM HOCHTENE, BCE €ro JUCThl (KpOME€ JMCTa-3aBepUTeNs Jena u
BHYTPEHHEH OMKCH) HYMEPYIOTCS B BaJIOBOM IMOPSAJIKE apaOCKUMM LM(PpaMHu, KOTOPbIE MPOCTABIISIOTCS B
IIpaBOM BEpPXHEM yIJy JHCTa JOKYMEHTa MPOCThIM TpadUTHBIM KapaHJAllOM WM HYMEpaTOpOM.
VYnorpebnenue dYepHWI W LBETHBIX KapaHJalled aias HyMepaluud JUCTOB 3amperiaercs. JIucTel
BHYTpPEHHEH ONHCH JOKYMEHTOB JIeJla HyMEpPYIOTCS OTJENIBHO.

JIuCThl Aen, COCTOSIIUX U3 HECKOJbKMX TOMOB WJIM YacTe, HyMEpPYIOTCS MO KaKJIOMY TOMY HJIU
4acTU OT/IENBHO.

Crno’XeHHBIM JHCT pa3BOpAaYMBAECTCS W HyMepyeTcs B IpaBoM BepxHeMm yray. Ilpu stom mwmcr
moboro ¢popmaTa, HOJMIMTHIN 32 OIMH Kpal, HyMepyeTcsl KaK OJIMH JIUCT; JIUCT, CJIOKEHHBIN U MOIIIUTHIN
3a cepeinHy, MOAJIEKUT MEePEIInBKEe U HyMepyeTcsl KaK OJIUH JIUCT.

JIucr ¢ HarIyXo HAaKJIEEHHBIMH JOKYMEHTaMH HyMepyeTcs Kak OJuH JucCT. Eciam K JOKyMeHTy
MOJKJICEHbl OJHUM KpaeM JApyrue IOKYMEHThl (BBIPE3KH, BCTaBKM TEKCTa, MEPEBOAbI), TO KayKIbIH
JOKYMEHT HyMEpPYETCsl OTJEIIBHO.

[lommuTtele B A€I0 KOHBEPTHI C BIOXKEHUSAMU HYMEPYIOTCS; NPU 3TOM BHadaje HyMepyercs
KOHBEPT, a 3aTEM OYEPETHBIM HOMEPOM KaKI0€ BIO’KEHUE B KOHBEPTE.

[Tonmutele B €710 TOKYMEHTBI C COOCTBEHHON HyMepaluel JUCTOB (BK/ItOYasl IeYaTHbIE U3/1aHHs)
MOTYyT HYMEpOBaTbcsid B OOIIEM MOPSJIKE HIM COXPAHATh COOCTBEHHYIO HyMEpalHio, €CIM OHa
COOTBETCTBYET MOPSIKOBOMY PacIOJIOKEHUIO JINCTOB B JIEIIE.

B caydasx oOHapyxeHHs OOJIBLIOrO 4yHciaa OHIMOOK B HyMEpalUH JIMCTOB Jejla IPOBOJIUTCA
nepeHymepauus. [lpy Hamuuuum OTAENBHBIX OHIMOOK B HyMepaluM JIMCTOB Jejla JOINYyCKaeTcs
ynoTpebsieH!e TUTEPHBIX HOMEPOB JIUCTOB.

13. JlucT-3aBepuTenb Jena COCTABISAETCS Ha OTIACIBHOM JIMCTE, B KapTOTEKaX - Ha OTIEIbHOM
mucte popmaTa kapTouku. Jlucr-3aBeputelip Jiena MoAMUChIBaeTCs ero cocraBuTesieM. Bee nocnenyromye
U3MEHEHMsI B COCTaBe M COCTOSTHUM Jieia (IIOBPEKACHUS, 3aMeHa MOJIMHHBIX JOKYMEHTOB) OTMEUAOTCs B
JIMCTEe-3aBEPUTEIIE CO CCHUIKOM Ha COOTBETCTBYIOIIMM aKT.

3ampeniaeTcss BBIHOCUTH JIMCT-3aBEpPUTENb Ha OOJOXKKY JieJla MM YHCThI 00O0poT JmcTa
nocieHero JokymeHrta. Ecinu neno moammTo wiM mepersiereHo 0e3 OnaHka JIMCTa-3aBEepUTelisi, OH
JIOJKEH OBITh HaKJIEEH 3@ BEPXHIOIO YaCTh JIMCTA HA BHYTPEHHIOIO CTOPOHY OOJIOKKH B KOHILIE JIea.

14. Ha o6noxke Aen MOCTOSHHOIO XpaHEHUs MpeayCMaTpUBACTCS MECTO Ul HauMEHOBaHMS
rOCYJapCTBEHHOTO (MYHUIIMIAIBLHOIO) apXMBa, B KOTOPBIM Jena opraHuzanuu OyayT HpuHATHL. [lpu
oopmieHHH OOJO0XKKHU Jejla HaMMEHOBAHWE OPraHU3allMM YKa3blBae€TCS IMOJIHOCTHIO, B HMEHHUTEIBHOM
nagexe. [lomHoe HaMMeHOBAaHHE BBIIECTOSIIEH OpraHM3allMM YKa3blBaeTCsS HaJl HaMMEHOBAHUEM
OpraHu3alluM - UCTOYHHMKA KOMIUJIEKTOBaHMs (Takke B MMEHUTENLHOM majaexe). Ecnu opranuzanus uimu
BBIIIECTOSINIAsE OPraHU3aIMsl UIMEIOT COKpallleHHble HAMMEHOBAHUS, TO OHU YKa3bIBAIOTCS B CKOOKaX MOCIe
MOJIHOTO HAMMEHOBAHUSI.

[Ipy wu3MeHeHMHM HaMMEHOBAHUS OpraHu3alMu (CTPYKTYPHOTO TOJpa3JeNeHus) B TEUCHHE
Nepruosia, OXBaThIBAEMOTO JOKyMEHTaMM Jeja, WIM TNpH I[epefade Jena B JPYryl0 OpraHu3aIluio
(cTpykTypHOE TmoOApa3zeieHue), Ha OOJOXKKe Jena JONUCHIBAETCS HOBOE HAMMEHOBAHHE 3TOM
OpraHu3allii WJIM OpraHU3alMU-TPABONPEEMHUKA (CTPYKTYpPHOTO TMOJpa3JiesieHus), a NpexHee



3aKITI0YAeTCs] B CKOOKH.

15. Ha o06ioKe /ea yKa3bIBalOTCS:

- HAMMEHOBAHUE OPTraHU3allUY U €€ HEMTOCPEACTBCHHAS ITOJYNHEHHOCTD;

- HAMMEHOBAHUE CTPYKTYPHOTO TOAPa3CIICHUS;

- UHJICKC JIeNa;

- HOMep ToMa (4acTu);

- 3aroJIOBOK Jiesia (ToMa, 4acTh);

- KpaiiHue JaThl ieia (Toma, 4acTh);

- KOJIMYECTBO JIUCTOB B Jieje (TOME, YacTH);

- CPOK XpaHEHUs Jea;

- apXyBHBIN MUDp Aena.

16. 3aronoBok fena Ha OyMa)XKHOM HOCHUTENE M 3aroJIOBOK 3JEKTPOHHOTO Jiela MepeHOoCcATCs Ha
00JI0KKY Jnena (SJIEKTPOHHOTO Jejia) U3 HOMEHKJIATyphl Jell OpraHu3aliH. 3aroJioBOK JIOJDKEH
COOTBETCTBOBATH COJICPKAHUIO JOKYMEHTOB B JIETIC.

B tex cinydasx, Korjga JAem0 COCTOMT M3 HECKOJIBKMX TOMOB (YacTei), Ha 00JOKKY KaXXJ0TO TOMa
(4acTu) BBIHOCUTCS OOITUI 3aroJI0BOK Jieja, a P HE0OXOAUMOCTH - 3ar0JI0BOK KaXJI0T0 ToMa (4acTu).

B 3aronoBkax jmen, colep)KampuxX KOMHWHA JOKYMEHTOB, YKAa3bIBACTCS HA KOJIHYECTBO KOTIHIM.
[ToMMHHOCTH JOKYMEHTOB JIeJia B 3ar0JIOBKE HE OTOBAPHBACTCSI.

17. Ha oOnoxke mema yka3biBaeTcs jaara jena - Toj(bl) 3aBECHUS W OKOHYAHMS Jelia B
JeTOTIPOU3BOJICTBE.

Ecnmu B nenmo BKITIOYEHBI JIOKYMEHTHI (HAIpuUMep, NMPHIIOKEHUS), aTa KOTOPBIX HE COBIATAcT C
JaTOM JieTia, TO MO/ 1aTO ¢ HOBOM CTPOUKH JienaeTcsi 00 ATOM 3aIuCh.

Jlata nena MOKET HE YKa3bIBaThCS TOJBKO Ha OOJIOKKAX JIEN, COJNEpXAIIUX TOJOBHIC IIAHBI U
OTYETHI U APYrUe TOKYMEHTHI, 1aThl KOTOPHIX OTPAXKAIOTCS B 3ar0JIOBKAX JIEI.

[Ipu 0603HaueHUN AaThl JOKyMEHTA CHayala yKa3blBaeTCs YHCIIO, 3aTeM MecsIl U roj. Yuciao u roa
0003HaYar0TCs apaOCKUMU I (ppaMu, Ha3BaHUE MECSIIA - CIIOBOM.

Ecnu nata noxkymeHTa WM OTAETIbHBIE €€ D3JIEMEHTHl ONPEACNSIOTCS MPUOIU3UTENBHO, Ha
OCHOBAaHUHU aHallu3a COJIep>KaHusl JAOKYMEHTa, TO JaTa WM OTAEJbHBbIE €€ 3JEMEHTHI, He aOCOIIOTHO
JOCTOBEPHBIE, 3aKII0YAIOTCS B KBAJPAaTHBIE CKOOKH.

18. O6s3aTeNnbHBIMU PEKBU3UTAMU OOJIOKKH Jieja SIBJISIFOTCS yKa3aHHe KOJIMYECTBA JINCTOB B JIENIE)
(mpocTtaBiiseTcs Ha OCHOBAaHHMHM JIMCTa-3aBEPUTENS Jella) U CPOK XpaHEHHUd Jiena (Ha Jienax MOCTOSHHOTO
XpaHeHusI muiieTcs: " XpaHUTh MOCTOSHHO").

19. H3meHenuss cocrtaBa JOKYMEHTOB jeia (M3bATHSA, BKIIOUEHHUS JOKYMEHTOB, 3aMeHa
JOKYMEHTOB KOIMUAMH) OTpakaroTcss B rpade "lIpumedanue" BHYTpPEHHEH OMNHMCHU CO CCBHUIKAMH Ha
COOTBETCTBYIOIIME aKThl. [Ipu HEOOXOAMMOCTH MOTYT OBITH COCTaBJIEHBI HOBasi WTOTOBas 3alHCh K
BHYTPEHHEH OMUCH U TUCT-3aBEPUTEND Jena.

20. Jlena mepemarOTcs B apXWUB OPraHHU3allMM [0 OIUCSM, COCTABJICHHBIM B CTPYKTYPHBIX
MOAPa3/ICIICHUSX.

Onucu nen CTPYKTYpHBIX MOJApa3JelieHui COCTAaBIISIFOTCS 1O YCTaHOBIEHHOW (opme B ABYX
SK3eMIUIApax U TPEACTABIAIOTCA B apXWB OpraHu3allMd HE TO3JHEE YeM dYepe3 OOUH ToJ Tocie
3aBepIICHUS JIe B IETIOMPOU3BOICTBE.

OnucKu coCTaBISIOTCS OTAETHHO Ha Jelia MOCTOSIHHOTO XpaHEHHWs; Jiena BpeMeHHBIX (cBbImie 10
JIET) CPOKOB XpaHEHHUsA, W JeNla, COCTOSIUE M3 JOKYMEHTOB, XapaKTepPHBIX TOJBKO s JaHHOM
opranu3aiui. OTIOENbHBIE OMUCH COCTaBISIOTCS HA EIWHUIBI XPAaHEHHUs SJIEKTPOHHBIX JOKYMEHTOB
MOCTOSIHHOTO XpaHEHUs; BpeMeHHBIX (cBbIIIe 10 j1eT) CpOKOB XpaHEHHUS.

21. Ilpu cocTaBieHUM OMHUCHU JAEN CTPYKTYPHOTO TOJpa3AeieHHs] COONIONAIOTCS CIEIyIOIINe
TpeOoBaHus:

- 3aroJIOBKU JieJ1 BHOCSTCS B ONMUCh B COOTBETCTBHM C MPHHATON CXEMOW cHUCTEMaTH3aIlluk Ha
OCHOBE HOMEHKJIATYPBI JIEIT;

- KaXKJ0€ JIeJI0 BHOCUTCS B OMHCH MO MOPSIKOBEIM HOMEPOM (€CIIH JIEI0 COCTOUT U3 HECKOJIBKUX
TOMOB WJIM YaCTeH, TO KaK/Iblii TOM WUJIM YaCTh BHOCSATCS B OTHCH IOJ1 OPSIKOBBIM HOMEPOM);

- rpadbl OMKUCH 3AMOJHSIOTCS B TOYHOM COOTBETCTBHH CO CBEICHUSIMH, KOTOpPHIE BHIHECEHBI Ha



00JI0XKKY JIerna;

- rpada ommcu "llpumedanue" HCIONB3YETCS IS OTMETOK O MPUEME eI, OCOOCHHOCTSIX
(U3NYECKOTO COCTOSIHMS, O Tepenade Aed JIPYruM CTPYKTYPHBIM IOJAPa3ACiCHUSM CO CCBUIKON Ha
HEOOXOAUMBII aKT, 0 HAJIMUUU KOIIHI.

B xoHue omnucH Beien 3a MOCIEIHEH ONMCATEIBHOM CTAaTbEeW 3allOJIHAETCS UTOTOBas 3allUCh, B
KOTOPOM yKa3bIBatoTcs (IudpaMu U MPOMHUCHI0) KOJUYECTBO JEJ, NMEPBHIN U MOCIEIHUA HOMEpa Jed 10
ONHCU [IeJI, a TaKXXE€ OrOBAPUBAIOTCS OCOOCHHOCTH HYMEpPALMU €]l B OMUCH (HaJIU4ME JMUTEPHBIX U
IIPOIYILLEHHBIX HOMEPOB).

22. Ilepexn BHECEHHEM 3aroJIOBKOB Ji€JI B ONKCH IPOBEPSIOTCS KauecTBO (HOPMUPOBAHHUA U
o(opMIICHHS J1e)I, COOTBETCTBUE KOJIMYECTBA €I, BHOCUMBIX B OIUCH, KOJUYECTBY 3aBEIICHHBIX JIEN TI0
HOMEHKJIAType A€l OpraHu3aluu.

23. [Ipu mpocMoTpe e IPOBEPSIIOTCS: COOTBETCTBUE 3aroJIOBKa Jiejia COAECPKaHUI0 JOKYMEHTOB B
7iene; TMpaBUIBHOCTE OQOPMIIEHHMST M TPYNIUPOBKH JOKYMEHTOB, BKJIIOUEHHBIX B JIEJNO; KauecTBO
MOAIIMBKY WIM TNEeperyieTa Jejia; MNpPaBUIbHOCTh HyMEpalUW JIMCTOB JieNa; HaJIW4yue B Jele, B
HEOOXOJIMMBIX CllydasiXx, BHYTPEHHEW ONUCH Jiela U MPaBUIBHOCTh €€ COCTaBJIEHMS; NPaBUIBHOCTH
oopmiieHHs 00JI0KKHU JieNla; HaTM4Yhe U MPaBUJIBHOCTD JIMCTa-3aBepuTens Jena. B ciyuae oOHapyx eHUs
HapyIIeHUs YCTaHOBJIEHHBIX MpaBuil GopMUpOBaHUs U 0OPMIICHHUS 1€71 OHU JIOJDKHBI OBITh YCTPaHEHHI.

24. B cimydae oOHapyXeHHUSI OTCYTCTBHUS JEJI, YHCISANIMXCS 10 HOMEHKJIATYpe e OpraHHu3allui,
CTPYKTYPHBIM MOJIpa3AeeHUEM MPUHUMAIOTCS Mephl M0 po3bicky. OOHapyXeHHbIE Jefla BKII0YaloTCs B
onuch. Ecnu nmpuHsTHIE MEphl HE Jalld Pe3ylIbTaTOB, TO Ha HEOOHAPYKEHHBIE JieJa COCTaBIsIeTCs akT 00
yTpaTe JOKYMEHTOB, KOTOPBIA TOJIMHMCHIBAETCS PYKOBOAMTEIEM CTPYKTYpHOTO TOJpa3AeieHus u
Mepe1aeTcsi BMECTE C OMHCHIO JI€T CTPYKTYPHOIO MOIpa3/iesieHusl B apXUB OpraHu3allii.

25. Ilepemaua nem B apXUB OpraHM3allMd OCYIIECTBISETCS MO TpaduKy, COIrIaCOBaHHOMY C
PYKOBOIUTENSIMU CTPYKTYPHBIX MOAPA3ACICHHM, NEPENAOIINX JOKYMEHTHl B apXUB, U YTBEPKICHHOMY
PYKOBOJUTENEM OPraHU3aLUN.

26. B mepuoa TMOArOTOBKH Jeil Ha OyMa)XHOM HOCHUTENE CTPYKTYPHBIM TIOJIpa3[eieHHUEM K
neperavye B apXuB OpraHU3alMM COTPYIHUKOM apxXuBa MPOBEPSETCS MPABUILHOCTh WX (HOPMHUpOBaHMS,
0(OpMIIEHHS U COOTBETCTBUE KOJIMYECTBA JIE]1, BKIIIOUEHHBIX B OMKCh, KOJIHMYECTBY e, CHOPMUPOBAHHBIX
B COOTBETCTBMM C HOMEHKJIATYypO#l Jen opraHu3anuu. Bce BbIBIEHHBIE NPU MPOBEPKE HEAOCTATKH B
(dbopMupoBaHUH U OPOPMIIEHUU Jie] pAOOTHUKU CTPYKTYPHOTO MOIpa3AeieHHs 00s3aHbl YCTPAHUTbD.

27. llpueMm-niepesaua Jiei B apXUB OpPraHU3aluu MPOU3BOIUTCS paOOTHUKOM apXuBa OpPraHU3alud
B MPHUCYTCTBUM pabOTHUKA CTPYKTYpHOTO mojpasfeneHus. Ha sk3eMIUIsipax Omucu Jei, JOKYMEHTOB
MIPOCTABIISICTCS OTMETKA O HAIWYMH Jiefia. B KOHIe KaX/10T0 SK3eMILIApa OMKCH yKa3bIBalOTCA HU(paMu 1
MIPOIKUCHI0 KOJIMYECTBO (PaKTUUYECKH MPHUHITHIX B apXUB JeJl, HOMEpa OTCYTCTBYIOIINX JIeN, AaTa IpuemMa-
nepeaayu Jed, a TakKe MOJIUCH JIMIA, OTBETCTBEHHOIO 3a apXUB, U JIMIIA, IepeAaBUIero Jea.

28. Ilepenaua s31EKTPOHHBIX JOKYMEHTOB B apXWB OPraHU3alMyd IPOU3BOAMTCA HAa OCHOBAHUU
OmMMCeH JNEKTPOHHBIX JIeN, JOKYMEHTOB CTPYKTYPHBIX MOJpa3AeieHuil 1o UHGOPMAIMOHHO-
TEJIEeKOMMYHUKAIIMOHHON CeTH (MPU HAJIMYMH B apXMBE OpPraHu3alvy HHOOPMAIMOHHON CUCTEMBbI) WU Ha
¢buznueckn 060COOICHHBIX MaTEPUATbHBIX HOCUTENSX, KOTOPbIE MPEICTABISIIOTCS B IBYX HACHTUYHBIX
AK3eMIUIIpax.

[Ipu mepenaue HNEKTPOHHBIX JIOKYMEHTOB B apXWB OPraHU3ALMM BBINOIHSIOTCS CIEAYIOIINE
OCHOBHBIE MPOLIETYPHl PAOOTHI C JOKYMEHTAMU:

dbopmupoBaHre B HHPOPMAIIMOHHOW CHCTEME OpraHM3allMM DJIEKTPOHHBIX Jel, SBISIOUIUXCS
COBOKYITHOCTbIO KOHTEHHEPOB 3JEKTPOHHBIX JTOKYMEHTOB WJIM KOHTEHHEPOM 3JIEKTPOHHOIO JOKYMEHTA,
COJIEpKalllUM KOHTEHT M METaJlaHHBIE 3JIEKTPOHHOTO JOKYMEHTa, (aillibl AMEKTPOHHBIX TMOIMHCEH U
BHU3YAIM3UPOBAHHYIO KOTIHIO TEKCTOBOTO AIIEKTPOHHOTO JoKyMeHTa B popmare PDF/A;

(hopMHUpOBaHKE OMHCH IEKTPOHHBIX JIEN, TOKYyMEHTOB CTPYKTYPHOTO MOAPA3/ICICHNUS;

MPOBEPKAa AapXMBOM OpraHU3aldUd DIIEKTPOHHBIX JIOKYMEHTOB Ha HAJMYUE€ BPEIOHOCHBIX
KOMIBIOTEPHBIX TPOTPaMM;

MPOBEPKA BOCIPOU3BOAMMOCTH 3JEKTPOHHBIX JIOKYMEHTOB;

MpoBepka (PU3UYECKOTO0 M TEXHHUYECKOTO COCTOSHUS HOCUTeNned (Tpu mepenaude SJIEKTPOHHBIX
JOKYMEHTOB B apXHB OPTaHU3AlNH HA (U3NIECKU 000COOIEHHBIX MATEPUAIBHBIX HOCUTENSX);



IIPOBEPKA MOJIMHHOCTH 3JIEKTPOHHOM MOIIUCH, KOTOPOY IOAIKMCAH dJIEKTPOHHBIA JOKYMEHT.

[Ipuem  S7CKTPOHHBIX  JOKYMEHTOB B  apXuUB  OpraHW3alud [0  HHPOPMAIMOHHO-
TEJICKOMMYHHUKAITMOHHON CeTH (MPU HAIMYHH B apXHMBE OpPraHu3ainvy WH(OOPMAIMOHHON CUCTEMBI) WU Ha
¢u3nveckn 000COONICHHBIX HOCHTEISX O(GOPMIIETCS COCTABICHHMEM MTOTOBOM 3almMCH B KOHIIE OIHUCH
AIIEKTPOHHBIX JIEN, IOKYMEHTOB, B KOTOPOH IU(ppaMU U MPOIHCHIO YKA3bIBACTCSl KOJIMYECTBO (DaKTHUECKH
MPUHATBIX B apXUB JJIEKTPOHHBIX JEN M 3JICKTPOHHBIX JTOKYMEHTOB. MTOroBas 3amuch MOATBEPKIAACTCS
MOANUCAMU COTPYAHHMKA apXuBa U COTPYAHHMKA CTPYKTYPHOTO TIOJpa3/eieHMs, IepeJaBIIero
AJIEKTPOHHBIE JIeNla U JOKyMEHThI. [Ipu nprueMe Ha apXMBHOE XpaHEHHUE AIEKTPOHHBIE JIEJIa 3aBEpSIOTCS
AJIEKTPOHHON MOJIMUCHI0 PYKOBOAUTENS OPraHU3aALUU, WIH YIIOJTHOMOYEHHOTO UM JIOJIKHOCTHOTO JIMIIA.

[Tocne mprieMa B apXuB 3JEKTPOHHBIX TOKYMEHTOB Ha (pr3nyeckn 000COOICHHBIX MaTepHaIbHBIX
HOCHUTEIISIX BKJIAJIBIIIN, IMOMEIICHHBIE B (DYTISAp SIWHUIBI XpAaHEHUS B CTPYKTYPHOM IIOJpa3/ICICHHH,
3aMEHSIFOTCS] Ha BKJIAJIBIIIH, 0(DOPMIICHHBIE B apXUBE.

Ha Bknangpime, nomemaemMoM B QyTiasp €OUHMIBI XpaHEHUs, OQOpMISEMOM B apXHBeE,
YKa3bIBaeTCs:

- HAUMEHOBAHWE OpraHu3alky (IIOJTHOE, COKPAIICHHOE);

- HOMep (oH/a;

- HOMEp OIUCH 3JEKTPOHHBIX /1], TOKYMEHTOB;

- HOMep JIeJIa Mo OIHUCH;

- OTMETKa O CTaTyce 3K3eMIUISIPa AIEKTPOHHBIX JOKYMEHTOB;

- KpaliHHe JaThl TIOKYMEHTOB AJIEKTPOHHOTO JeNa;

- TpU HEOOXOAUMOCTH O(OPMIISIOTCS NOTMOJHUTENbHBIE OTMETKH 00 OrpaHHuYEHUH JOCTyHa K
JOKYMEHTaM.

Bxnageim momeraercss B Gymisip GU3HYECKH 000COOICHHOTO MaTepUaIbHOTO HOCHTENS TaKUM
00pa3zoM, yToObI HAANIUCH HA HEM OBLIM BHJIHBI TIPU 3aKPBITOM (yTiIspe.

29. Bpigauya OyxranTepckoid JTOKyMEHTAIlMU W3 OyXTalTepuu WM apXvuBa JOMYCKAeTCS TOJHKO B
UCKIIIOYUTENBHBIX CIy4yasX C paspellieHds TJaBHOro Oyxrairepa, HWHBIX JIOJDKHOCTHBIX —JIMIL,
OTBETCTBEHHBIX 32 XpaHEHHE TOKYMEHTOB.

30. HacTosiiee moyiokeHue BCTYNaeT B CUITy C MOMEHTA €0 YTBEPKICHHUS.

31. Hacrosiiee moyioxkeHre JOBOJAUTCS IO CBEJICHHS BCEX PAOOTHUKOB OyXraiaTepu.
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