[Tpunoxenune Ne 13
Kk YuerHoii nomutuke UXBOM CO PAH

NMonoxeHne o xpaHeHUn (NoALWINBKE) NEPBUYHBIX AOKYMEHTOB, Y4eTHbIX PEerucTpoB 1
OyxranTepckon OT4ETHOCTU

1. NonoxeHne paspaboTaHO B COOTBETCTBUMU C:

e ®epepanbHbiM 3akoHoM oT 06.12.2011 N 402-03 "O 6yxrantepckom y4dete"
(nanee — 3akoH Ne 402-93),

e depepanbHbiM 3akoHOM oOT 22.10.2004 N 125-®3 "O6 apxmBHOM pgene..."
panee — 3akoH Ne 125-03),

e npukasom MuHuctepctea KynbTypbl PO ot 31.03.2015 N 526 "O6 yTBEpXaeHUN
npaBun OpraHM3aumm XpaHeHUs, KOMMSEKTOBaHUS, y4éTa U WUCNOSb30BaHUSA
OOKYMEHTOB APXMBHOrO (PoHAA... U OPYrMX apXmMBHbIX LOKYMEHTOB B OpraHax
rocyaapCTBEHHOM  BMacTW, OpraHax MEeCTHOro  camoynpaBsfeHus W
opraHmnsauusax" (ganee — MNpukas Ne 526).

2. B cootBetrctBuM c¢ n. 1. ct 29 3akoHa N 402-®3 yupexageHne obecneumBaet
XpaHeHne nepBUYHbIX (CBOAHBLIX) YYETHbIX LJOKYMEHTOB, PEMMCTPOB ByxranTtepckoro yvyeta B
TeYeHne CpPOKOB, YCTaHoOBMeHHbIX [lpukazom PegepanbHOr0O apxXuMBHOMO areHTcTBa OT
20.12.2019 N 236 "O6 yTBepxaeHun [lepevHs TUMNOBLIX YNPaBIEHYECKUX apPXMUBHbIX
AOKYMEHTOB, 06pasyomnxca B npouecce AeAaTenbHOCTU rocy4apCTBEHHbIX OPraHoB, OpraHoB
MECTHOro caMoyrnpasfeHnsa U opraHmM3auumn, ¢ ykasaHMeM CPOKOB UX XpaHEHUNA", HO He MeHee
NATU NET NOCie OKOHYaHUSA OTYETHOro rofa, B KOTOPOM (3a KOTOPbI) OHU COCTaBIEHbI.

3. B cootBetctBuM ¢ n. 1 c1. 7 3akoHa N2 402-P3 oTBETCTBEHHbIM 3a OpraHu3aLuio
XpaHEHUs1 MNEPBUYHbIX OOKYMEHTOB, YYETHbIX PErncTpoB M OyxranTepCkom OTYETHOCTU
ABNSeTCA pykoBoauTenb yypexgeHus. O6g3aHHOCTb N0  obecrneyeHuto COXPaHHOCTU
NepPBUYHbBIX OOKYMEHTOB, YYETHbIX PErMCcTpoB, ByxranTepCKon OTYETHOCTU, OHOPMITEHUIO U
nepegaye Mx B apxme BO3IOXEHa PYKOBOAUTENEM Ha rnaBHoOro dyxrantepa.

4. lNepBWYHbIE OOKYMEHTbI, y4YeTHble PerncTpbl, Oyxrantepckme OT4YeTbl noanexar
obsizaTtenbHoOM nepegadve B apxvB. [1o nepefayn B apxXuB AOKYMEHTbI JOMKHbI XPaHUTLCA B
®30, B cneumanbHbIX NOMELLEHNAX UMW 3aKpbiBaOLLMXCS LLKadax.

5. lepBUYHbIE [OKYMEHTbI, YYETHbIE PErucTpbl, Byxrantepckasd OTYETHOCTb, WHas
OTYETHOCTb, ohopmnsemasn Ha ByMaxHbIXx HOCUTENsIX (Hanoroesasi, cTaTMcTu4eckast u ap.) Ao
nepejayM B apxmB noawuvBarTca B geno. B geno  nogwwmBaloTcs  AOKYMEHTHI,
COOTBETCTBYHOLUME €ro 3arofioBky. YepHOBMKM [OKYMEHTOB, Aybnukatel U [AOKYMEHTHI,
nognexawiue Bo3BpaTy, B A€SI0 HE NOALIMBAOTCS.

6. Mpwn bopmmnposaHum gena Heobxogmmo cobniogath crneaywowme TpeboBaHus:

- DOKYMEHTbI NOCTOSIHHOrO N BPEMEHHOIO XpaHEeHUs rpynnMpyrTCAa B OTAENbHbIE AeNa;

- B A€N0 BKITOYAETCA OOQUH 9K3EeMMASP KaK4oro AOKYMEHTa;

- B 4eNno rpynnupytoTcs LOKYMEHTbl, UMEOLNE OTHOLWIEHNE K OAHOMY (PMHAHCOBOMY
rogy.

7. Obbem gena - He bonee 250 nucToB, Npu TonwuHe He bonee 4 cMm.

8. MNpu nepenneTte AOKYMEHTblI Ha OyMaXXHOM HOCUTENe MOALUMBAKOTCA Ha YeTblpe
npokona (Ha TpuM npokona - Ansa ManodopmaTHbIX Aefl) B TBepayk O06MoXKy wunu
nepensneTawTca C Y4eTOM BO3MOXHOCTM CBODOOAHOrO YTEHMS BCEX OOKYMEHTOB, AaT, BU3 U
Pe30noUnn Ha HUX, METanNIMYeckne CKpensieHnst U3 JOKYMEHTOB yaanstoTCs.

B Hauane gena Ha GymaxHOM HocuTene npyv HeobXxoouUMOCTM MOALUMBAKOTCSA JIUCTbI
BHYTPEHHEN ONNCK AOKYMEHTOB A€efia, B KOHLE KaXaoro gena - nucT-saBepuTens gena.



9. B uensx obecneyeHusi COXPaAHHOCTM UM 3aKpenneHust nopsiaka pacrnonoXeHus
AOKYMEHTOB, BKIOYEHHbIX B A€o0 Ha OymMaXHOM HOcuTene, BCe ero NiMCTbl (KpoMe nucta-
3aBepuTensa gena u BHYTPEHHEW OMNUCKM) HYMEPYHOTCS B BanoBOM nopsiake apabckumm
undpamu, KOTopble MPOCTaBAAKTCA B NPaBOM BEPXHEM Yriy fmMcta OOKYMEHTa MNpOCTbiM
rpapuTHBIM  KapaH4awoM WM HymepaTopom. YnotpebneHwe 4epHMn U LUBETHbIX
KapaHgawen ans Hymepauuum nuctoB 3anpelaeTcs. JINCTbl BHYTPEHHEN ONMMCU OOKYMEHTOB
Aeria HyMepyrTca OTAerNbHO.

JIncTbl gen, CocTosWMX U3 HECKOSTbKMX TOMOB UMW YacTen, HYMEPYKTCS MO KaXaomy
TOMY UIM YacTU OTAENbHO.

CnoXXeHHbIN NIUCT pa3BopaynBaeTcs U HyMepyeTcs B NpaBoM BepxHeEM yrny. [pn aTom
nuct noboro popmara, noawWMWTLIN 3@ OAMH KpaW, HyMepyeTCcs Kak OAWMH JIUCT; JNCT,
CNOXEHHbIN 1 NOAWNTBIA 3a cCepeanHy, NOASNIEXNT NepeLUnBKE U HYMEPYETCS Kak OAWH JINCT.

JIncT ¢ Harnyxo HakneeHHbIMU LOOKYMEHTaMm HyMepyeTcs Kak oauvH nuct. Ecnun k
AOKYMEHTY TMOAKMNEEHbl OOHMM Kpaem Apyrve [OOKYMEHTbl (BbIpe3KW, BCTaBKM TEKCTa,
nepeBoabl), TO KaXAbl AOKYMEHT HYMepyeTCHa OTAENbHO.

Mogwmntble B Oeno KOHBEPTbl C BIIOXEHUSIMU HYMEPYIOTCSA; Npu 3TOM BHavane
HyMepyeTCs KOHBEPT, a 3aTeM ovepeHbiM HOMEPOM - KaXXA0€ BrOXEHME B KOHBEPTE.

Mogwntble B [eno AOKYMEHTbl C COOCTBEHHOW Hymepauuen InucToB (BKNkoYas
neyaTHble M34aHWs!) MOTYT HYMepoBaTbCA B OOLIEM NOpPSAKE MMM COXPaHATb COOBCTBEHHYHO
HyMepaLmIo, eCrlin OHa COOTBETCTBYET NOPSAKOBOMY PACMOSIOXEHMIO NIUCTOB B Aene.

B cnyyaax ob6HapyxeHus 6onbworo yucna owmnbok B Hymepaumm nNUCTOB Adena
npoBoauTCA nepeHymepaums. Npu HanuunMm oTaenbHbIX OWNOOK B HyMepaLumu NUCTOB Aena
ponyckaeTcsa ynotpebrneHne nurepHbIX HOMepPOB NMCTOB (Hanpumep, 18A).

10. Jlnct-3aBeputenb gena COCTaBNseTCs Ha OTAENbHOM JfINCTE, B KapTOTeKax - Ha
OTAENbHOM nucTte dopmaTta KapTodku. JlucT-3aBeputens Qena nNoOANUCLIBAETCS €ro
coctaButenem. Bce nocnegyouwine naMeHeHNss B COCTaBe M COCTOSAHUKM Aena (NoBpeXaeHus,
3aMeHa NOASIMHHBIX [OKYMEHTOB) OTMEYalTCa B JIMCTe-3aBepuTerie CO CCbIIKOW Ha
COOTBETCTBYIOLLUM aKT.

3anpewaeTcs BbIHOCUTb NUCT-3aBepuTENb Ha OGNOXKY Aena wunmM 4ucTbii 06opoT
nucTa nocnegHero gokymeHta. Ecnv geno noawmto vnu nepenneteHo 6e3 GnaHka nucTa-
3aBepuTens, oH AOMMKEH ObITb HakneeH 3a BEPXHIO YacTb JIMCTA Ha BHYTPEHHIOK CTOPOHY
06noXKKM B KOHLe Aena.

11. Ha obnoxke pgen NOCTOAHHOrO XpaHeHus npegycmaTpmBaeTcs MecTo Ans
HaWMEHOBAHNA rOCY4apCTBEHHOMO (MyHMUMNANbLHOMO) apxuBa, B KOTOPbIN Aena ydpexaeHns
OyayT npuHATHIL. Mpn odopMneHnn obnoxkn gena HaMMeHoOBaHMe OpraHM3auun ykasblBaeTcs
NOSIHOCTBbIO, B WMEHUTENbHOM nagexe. [lonHoOe HaumMeHOBaHME oOpraHa-ydpegurtens
yKasblBaeTCA Hag HauUMEHOBaHWEM YyuypexaeHus (Takke B WMEHUTENbHOM nagexe).
CokpalleHHble HamMeHOBaHus (MpY HanuuMM) ykasblBalOTC B CKOBKax nocre MosfHoro
HaMMeHOBaHWUS.

Mpn M3MEHeHMM HaMMeHOBaHUS oOpraHu3aumm (CTPYKTYpHOro nogpasfeneHvsi) B
TeyeHne nepuvoaa, oxXxBaTbIBAEMOro JOKYMeEHTaMu fena, unu npu nepefade gena B gpyryto
opraHumsaumio (CTpyKTypHOoe noapasgeneHune), Ha o6noxke gena AONUCbIBAaeTCA HOBOE
HaMMeHoBaHME 3TOW OpraHu3auun Wnu opraHuMsauuu-npaBonpeemMHuka (CTPYKTYPHOro
nogpasgenieHunst), a npexHee 3aknto4aeTcs B CKOOKM.

12. Ha o6noxke gena ykasbiBaloTCS:

- HAMMEHOBaHNEe OpraHn3aunn 1 ee HeNocpeacTBeHHas NOAYNHEHHOCTb;

- HAMEHOBaHWE CTPYKTYPHOro NoapasaeneHuns;

- 3arofnoBoK Aena;

- nepuog gena.



13. 3aronoBok gena Ha OGymaXHOM HOCUTENE W 3arofloBOK 3MEKTPOHHOro Aena
nepeHocAaTcs Ha obnoxky Aena (9NeKTPOHHOro Aena) u3 HOMEHKNaTypbl AeN opraHu3auuu.
3arofioBOK JOMKEH COOTBETCTBOBATbL COAEPXXaHUIO JOKYMEHTOB B Aene.

B Tex cnyvasix, Korga Oeno COCTOMT M3 HECKOSIbKMX TOMOB (4YacTewn), Ha OBNoXKy
Kagoro Toma (4actv) BbIHOCUTCA OOWMIA 3aronoBOK Adena, a npu Heobxogumoctu -
3aronoBOK Kakgoro Toma (4acth).

B 3aronoBkax gen, cogepxalmx KONUU [OOKYMEHTOB, yKa3blBaeTCA Ha KONM4YeCTBO
konui. NognMHHOCTL JOKYMEHTOB [iena B 3arofloBKke He OroBapmBaeTcs.

14. Ha obnoxke gena ykasblBaeTcs Aata gena - rog(bl) 3aBeeHUs U OKOHYaHus aena
B Jenonpou3Boactee. Ecnu B geno BKIOYEHbl JOKYMEHTbI (Hanpumep, npunoXeHus), gata
KOTOpbIX HE coBnagaeT C AaTou Aena, TO Nog OAaTOM C HOBOW CTPOYKM Aenaetcs o6 aTom
3anucb. [lata gena MoxeT He yKasblBaTbCS TONbKO Ha 00MNoXKax Aen, cogepXalumx rogosble
nnaHbl U OTYETbI U Apyrne AOKYMEHThI, AaTbl KOTOPbIX OTPaXarTCs B 3arosioBkax gern.

Mpn 0603HaYeHUn gaTbl AOKYMEHTa cHavyana ykasblBaeTCcs YMCro, 3aTeM MecsL, U rog.
Yuncno u rog o6o3HadvaroTca apabekumm umdpamm, HasaBaHue Mmecsila — CrioBom (Hanpumep, 1
okTa6psa 2020 roga). Ecnv gata goKyMeHTa unu OTAerNbHble ee dNeMeHTbl onpeaensTca
NpnbNN3NTENBHO, HA OCHOBAHUWN aHann3a CoAepXXaHWA AOKYMEHTa, TO AaTa Unun oTaeNbHble
ee dNneMeHTbl, He abCoNTHO JOCTOBEPHbIE, 3aKIYaloTCA B KBagpaTHbIE CKOBKU.

15. Obs3aTenbHbIMU peKBU3NTAMU OBNOXKN Aena SBMAITCA yKa3aHWe KonmyecTsa
nucToB B fene) (MpocTaBnsieTca Ha OCHOBaHMM NUCTa-3aBepUTENs Aena) U CPOK XpaHeHus
aena (Ha genax NOCTOSAHHOIO XpaHeHus nuweTcs: "XpaHUTb NOCTOAHHO").

16. N3ameHeHunsa cocTaBa AOKYMEHTOB Aena (M3bATUsA, BKIOYEHNA JOKYMEHTOB, 3amMeHa
AOKYMEHTOB KONUaMMK) oTpaxatroTca B rpade "lNMpumeyaHue" BHyTpeHHEN OnNncu Co CCbIfikamu
Ha cooTBeTcTBylOLWMe akTbl. [pyn HeobxogMMocTn MoryT BbITb COCTaBneHbl HOBas UTOroBas
3anucb K BHYTPEHHEN ONUCK 1 NIMCT-3aBepuTens gena.

17. [Nena nepepalTcs B apxmB oOpraHusauum Mo ONUCAM, COCTaBfeHHbIM B
CTPYKTYPHbIX nogpasgeneHusx.

Onuncu gen CTpyKTYpHbIX nogpasaenieHnin CoOCTaBnsTCa No yCTaHOBNEHHON dhopme B
ABYX 3K3eMnnapax n NnpeacTaBnAlTCA B apXMB yUpexaeHu st He nosgHee YeM vyepes OauvH rog
nocrie 3aBepLUeHns gen B 4enonpon3BoacTBe.

Onuncu cocTaBnaTCca OTAENbHO Ha Aena NOCTOAHHOIO XpaHeHus; Aefnia BPpeMEHHbIX
(cBbiwe 10 neT) CPOKOB XpaHeHWs, N Aena, CoCTosWwmne U3 JOKYMEHTOB, XapakTepHbIX TOSbKO
Ana  pgaHHou opraHmsauuun. OTaeribHble OMMCU  COCTaBNSAKTCA Ha eduHWUUbl XpaHeHUs
9NEKTPOHHbIX [AOKYMEHTOB MOCTOAHHOIO XpaHeHus; BpeMeHHblX (cBbiwe 10 neT) cpokos
XpaHeHus.

18. lpn coctaBneHun onucu Jen CTPYKTYpPHOro noapasgeneHvus cobnogarTcs
cnegytowme TpeboBaHus:

- 3arofioBKM [eryl BHOCATCA B OMNUCb B COOTBETCTBUM C MPUHATOW CXEMOW
cucTtemaTusaumm Ha OCHOBE HOMEHKNaTypbl Aen,

- KaXxgoe Aeno BHOCUTCHA B ONUCb MOA NOPSAKOBBIM HOMEPOM (ecnu ero CoCToUT u3
HECKOSNbKMX TOMOB WKW 4YacTenh, TO Kaxdblh TOM WM 4YacTb BHOCATCA B OMNUCb MOA
nopsiaKoBbIM HOMEPOM);

- rpagbl onMcu 3anosHAKTCA B TOYHOM COOTBETCTBMM CO CBEAEHUSMU, KOTopble
BblHECEHbI HAa 0BNOXKY Aena;

- rpacda onucu "lpumedaHue" wucnonb3dyetcd ONd OTMETOK O npueme gJen,
OCOBEHHOCTSIX  (pM3MYEecKoro COCTOSHUSA, O nepedadve gen  ApPYrMM  CTPYKTYPHbIM
noapasaenieHnsiM CO CCbINTKOM Ha HEOOXOANMbIN aKT, O HanNM4nm KONun.

B koHue onucu Bcnepn 3a nocriegHenm onucaTtesibHOW CTaTben 3anonHAeTcss nToroeas
3anucb, B KOTOPOW YykasbiBawTCa (UmMdpamm M NpPOMNUCLIO) KONUYECTBO [Aerl, NepBbid ”



nocrnegHvM Homepa gen no onucu Aen, a Takke OroBapuBatoTCs 0COOBEHHOCTU Hymepauumu
Aern B onucu (Hanudme NMTepHbIX U NPONYLLEHHbIX HOMEPOB).

19. [lepen BHeCeHMEM 3arofiOBKOB el B ONUCb MPOBEPAITCA KayecTBO
opMUpPOBaHUA N OPOPMIIEHUS Oen, COOTBETCTBME KONMMYecTBa Lef, BHOCUMbIX B OMUCb,
KONMYecTBY 3aBeeHHbIX el N0 HOMEHKNaType gen opraHnsauuu.

20. MNpn npocmoTpe aen NpPoOBeEPSIOTCA: COOTBETCTBME 3arosfioBka Aefia coaep)XaHuto
AOKYMEHTOB B Aerne; NpaBUbHOCTb OPOPMIIEHUS U FPYNMMPOBKN JOKYMEHTOB, BKHOYEHHbIX B
Aerno; KayecTBO NOALUMBKM UNW nepenneta Aena; npaBuUiibHOCTb HyMepauun NUCTOB Aena;
Hanuune B gerne, B HEOOXOOAUMbIX Criyyasix, BHYTPEHHEN ONUCKM Aena u npaBUSIbHOCTb ee
COCTaBIIEHVS; NPaBUMBbHOCTb OGPOPMIIEHMST OBNOXKN Aena; HannuMe U NpPaBUbHOCTb NUCTa-
3aBeputena pgena. B cnyyae oOHapyXeHWss HapyweHWst YCTAHOBMIEHHbIX NpaBwn
opMmnpoBaHUA U OPOPMIEHUS AEN OHU AOSMKHbI OblTb YCTPaHEHbI.

21. B cnyyae obHapyxeHUs OTCyTCTBMS Aerl, YNCNAWMXCHA MO HOMEHKnaType gen
opraHuMsaumn, CTPYKTYPHbIM  noapasgenieHneM  MPUHUMAKOTCA  Mepbl MO PO3bICKY.
O6HapyXeHHble gerna BKN4YaTCca B ONUCb. Ecnn npuHATbIE Mepbl He fany pe3ynbTaToB, TO
Ha HeoOHapyxeHHble [ena cocTaBnseTca akt o6 yTpaTte [OOKYMEHTOB, KOTOpPbIf
noanucbiBaeTCcs pykoBoaUTENeM CTPYKTYPHOro nogpasferieHuss U nepegaeTcss BMeCcTe C
ONUCbIO AerN CTPYKTYPHOro nogpasgeneHunst B apxms opraHmnsaumu.

22. [llepepaya pen B apxvB oOpraHu3auuMuM OCyLlecTBnsgeTcss Mo rpaduky,
cornacoBaHHOMY C PYKOBOAUTENSAMU CTPYKTYPHbIX NoApa3faeneHnin, nepegarowmnx JOKYMEHTbI
B apXuvB, U YTBEPXOEHHOMY pyKOBOAUTENEM YYpexaeHus.

23. B nepuvog noarotoBkM Aen  Ha o OymMaxHOM  HOcUTene  CTPYKTYPHbIM
nogpasgenieHMeM K nepefade B apxvB OpraHu3auuMm COTPYLHUMKOM apxuBa MpoBepsieTcH
NpaBUSIbHOCTb  UX POPMUPOBAHUSA, OC(OPMMEHNA U COOTBETCTBME KONMUYecTBa [Aen,
BKIMIOYEHHbIX B OMUCb, KONMYECTBY Aen, CpOpMMPOBaHHbIX B COOTBETCTBUN C HOMEHKNATypou
Aen opraHusaumn. Bce BbISIBNEHHblE Mpu NPOBEPKE HeaocTaTku B (popMMpoBaHUN U
ocdhopmneHnn aen paboTHMKM CTPYKTYPHOro nogpasgeneHuns 06s3aHbl yCTpaHUTb.

24. MNpuem-nepenada gen B apxmB yupexaeHusi NponsBoanTcs paboTHUKOM apxmBa B
NPUCYTCTBMM pabOTHUKA CTPYKTYPHOro noapasgenenHnda. Ha ak3emnnspax onucu gen,
AOKYMEHTOB MPOCTaBfisieTcs OTMEeTKa O Hanuumm gena. B KoHUe Kakaoro aksemnnsapa onmcu
yKasblBalOTCA UMPpaMn M MPOMUCLI0 KOSIMYECTBO (PaKTUYECKN MNPUHATBLIX B apxusB gen,
HOMepa OTCYTCTBYWLWMX AeN, gaTa npuema-nepegadvn fgen, a Takke noanucu nuua,
OTBETCTBEHHOrO 3a apxuB, U Nuua, nepeaasLuero gena.

25. llepenayva 3MeKTPOHHbIX OOKYMEHTOB B apxuB MNPOU3BOLAMTCA Ha OCHOBaHUU
ONUCeN 3NEKTPOHHbIX Aen, AOKYMEHTOB CTPYKTYPHbIX nogpasgeneHnin no IHTepHeTy unn Ha
CbEMHbIX MaTepuarbHbIX HOCUTENAX (HaKoONUTEnsix), KOTopble MNpeacTaBNAlTCA B OBYX
WOEHTUYHbIX 3K3emnnapax.

Mpn nepepade SMNEKTPOHHBIX [OOKYMEHTOB B apxuB OpraHusauuun BbIMNOSHAKOTCSA
crnegytowme OCHOBHbIE npoueaypbl paboTbl C AOKYMEHTaMMU:

- dopmmnpoBaHme B WMHGPOPMALMOHHOW CUCTEME OpraHu3auun 3MeKTPOHHbIX Aaen,
ABMSOLWMXCSA COBOKYMNMHOCTbI) KOHTEMHEPOB 3SIEKTPOHHbLIX AOKYMEHTOB WM KOHTEWHEPOM
3MEKTPOHHOrO OKYMEHTA, COAEPXKaLLMM KOHTEHT M MeTafaHHble 3NEKTPOHHOro AOKYMEHTA,
pannbl 9NEKTPOHHbIX MOANUCEN U BU3YarM3MPOBAHHYH KOMUKO TEKCTOBOrO 3NEKTPOHHOrO
AokymeHTa B popmate PDF/A;

- (opMUpOBaHME  OMNUCU  3JNIEKTPOHHbLIX  Aen, OOKYMEHTOB  CTPYKTYPHOrO
noapasgeneHus;

- npoBepKa apxmMBOM OpraHMsauuu 3rEeKTPOHHbIX [OKYMEHTOB Ha Hanudue
BPEOOHOCHbIX KOMMbKOTEPHbIX NPOrpamMm;

- NpoBepKa BOCNPOU3BOAMMOCTU 3MEKTPOHHbIX JOKYMEHTOB;



- npoBepka (OU3NYECKOrO0 U TEXHUYECKOro COCTOAHWA HocuTeneun (npuv nepepade
3NEKTPOHHbIX JOKYMEHTOB B apXMB OpraHM3aumm Ha CbeMHbIX MaTepuarnbHbIX HOCUTENSIX);

- NpoBepKa MNOASIMHHOCTU 3NEKTPOHHOM MOAMUCK, KOTOPOM MNOAMUCaH 3NEeKTPOHHbIN
AOKYMEHT.

[MpyemM 3neKTPOHHbIX AOKYMEHTOB B apxuB yudpexaeHus no WHTepHeTy unn Ha
CbEMHbIX HOCUTENSAX O(opMMSEeTCa COCTaBNEHMEM WTOTOBOW 3amnmcuM B KOHLUE Onucu
ANEKTPOHHbIX Aern, AOKYMEHTOB, B KOTOPOW LudpamMn 1 Nponucbio ykasbiBaeTCA KONMMYECTBO
PakTUYECKN MPUHATBIX B apXMB 3NEKTPOHHbIX AN U 3NEKTPOHHbIX OOKYMEHTOB. MToroBas
3anucb NOATBEPXOaeTcd NOoAMUCAMM COTPyOHMKA apxvBa W COTPYOHUKA CTPYKTYPHOrO
nogpasgeneHuns, nepefaBLlero 3NeKTPOHHbIE Aenia U JOKYMeHTbI. [pu npyeme Ha apxmBHOE
XpaHeHWe 3rieKTPOHHble [ena 3aBepsiloTCA  ONEeKTPOHHOW NOAMUCBLID  PYKOBOAUTENS
opraHuMsauuu, UM ynosTHOMOYEHHOIo UM OOSMKHOCTHOrO nNnua.

[Mocne npnema B apxuB 9NEKTPOHHbIX JOKYMEHTOB Ha CbeMHbIX HOCUTENAX BKIaAbILLIW,
nomMeLLeHHble B (pyTnsap eauHULbI XpaHeHUst B CTPYKTYPHOM noapasgeneHnn, 3aMeHaTCs Ha
BKNnagblwn, ooopMIeHHbIE B apXmnBe.

Ha Bknagplwe, nomewaemom B pyTnap eAnNHULbLI XpaHEHUS, 0hopMNSEMOM B apXmBe,
yKasblBaeTcs:

- HAaMMeHOBaHWe opraHu3aumm (NoMHoe, CoKpaLLeHHOoE);

- HoMep boHAa;

- HOMEpP OMUCU ANEKTPOHHbIX AeSl, AOKYMEHTOB;

- HOMep Aena no onucuy;

- OTMETKa O CTaTyCe 3K3eMNsisipa ANEKTPOHHbLIX JOKYMEHTOB;

- KpanHue gaTtbl AOKYMEHTOB 3JIEKTPOHHOIO Aena;

- npyn HeobxoaMmMocTn OMOPMASAIOTCA OOMNOMHUTESNbHbIE OTMETKM 06 OorpaHuyeHun
AocTyna K JOKYMeHTaM.

Bknagbilw nomewaetca B ytnap dusmnyeckn o6ocobneHHOro maTtepuanbHOro
HocuTensa Takum obpasom, 4Tobbl HaANMCK Ha HEM BbinNy BUAHBI NPU 3aKpbITOM yThspe.

26. Bbolgava 6yxrantepckon JOKyMeHTaumMm n3 byxrantepmm nnu apxmea gonyckaeTcs
TONMbKO B WCKIKOYUTENbHBIX Crydyasx C paspeleHnsa rnaBHoOro 6Oyxrantepa, WHbIX
AOJDKHOCTHbIX AL, OTBETCTBEHHbIX 3a XpaHEHNE LOKYMEHTOB.

27. HacTtosuee nonoxeHne BCTyrnaeT B CUNY C MOMEHTA €ro yTBepXAeHUS MpUKasoMm
PYKOBOAUTENS YYPEXOAEHNA U OOBOOUTCA OO CBeAeHMs BCeX pabOTHMKOB MEpPCOHarnbHO C
OTMETKOM 06 03HAKOMIEHUMN.



