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NMonoxeHune o xpaHeHUU (NoALLIMBKE) NEPBUYHbLIX AOKYMEHTOB, YY4€THbIX PETMCTPOB U
OyxrantepcKou oT4eTHOCTHU

1. NonoxeHwne pa3paboTaHo B COOTBETCTBUM C:

e depepanbHbiM 3akoHOM OT 06.12.2011 N 402-9®3 "O 6yxrantepckom y4ete"
(nanee — 3akoH Ne 402-$3),

o O®epepanbHbiM 3akoHOM OT 22.10.2004 N 125-®3 "O6 apxuBHOM pgene..."
aanee — 3akoH Ne 125-93),

e npukazom MuHuctepctBa KynbTypbl P® o1 31.03.2015 N 526 "O6 yTBEpxaeHun
npaBuil OpraHM3auuMmM XpaHeHWsi, KOMMMEKTOBaHUS, y4éTa U MCMNONb30BaHUSA
AOKYMEHTOB ApXMBHOro ooHAa... U APYrnX apXuBHbIX AOKYMEHTOB B OpraHax
rocyaapCTBEHHOW  BNacTW, oOpraHax MeCTHOro  camMoynpaBfeHust U
opraHusauuax” (aanee — Npukas Ne 526).

2. B cootBetctBUM ¢ n. 1. cTt 29 3akoHa N 402-03 yupexaeHune obecneynBaeT
XpaHeHue NepBUYHbIX (CBOOHbLIX) YYETHbIX LJOKYMEHTOB, perMcTpoB Byxrantepckoro yyeta B
TeYEeHWe CpPOKOB, YCTaHOBMeHHbIX [lpukasom ®PefepanbHOro apxuBHOrO areHTcTBa oOT
20.12.2019 N 236 "O6 ytBepxaeHun [lepeyHss TUMOBLIX YMNPaBNEHYECKUX apPXUBHbIX
AOKYMEHTOB, 0b6pasyroLmnxcs B npouecce AeAaTenbHOCTU rocyAapCTBEHHbIX OpraHoB, OpraHoB
MECTHOro caMoyrnpasfieHNA U OpraHM3auum, ¢ ykasaHMeM CPOKOB MX XpaHeHnsa", HO He MeHee
NATW NeT Nocne OKOHYaHUA OTYETHOro roa, B KOTOPOM (3a KOTOPbIN) OHW COCTaBMEHbI.

3. B cootBetctBUM € n. 1 cT. 7 3akoHa Ne 402-®3 oTBETCTBEHHbLIM 3a OpraHM3aLuto
XpaHeHUs1 NEPBUYHbIX [OOKYMEHTOB, YYETHbIX PeructpoB u 6yxranTepCkoM OTYETHOCTU
ABNsieTCA pykoBoauTenb yudpexaeHus. O643aHHOCTbL no obecrneyeHuto  COXPaHHOCTU
NepBUYHbIX JOKYMEHTOB, YYETHbIX PerncTpoB, ByxranTtepCckon OTYETHOCTU, OPOPMIIEHUIO U
nepegave vx B apxvB BO3MOXeHa pykoBoauTeNnem Ha rnaBHoro byxranrtepa.

4. lNepBUYHbIE OOKYMEHTbI, YYeTHble perncrpbl, OyxranTepckue oOT4yeTbl nognexar
obsasaTenbHoM nepegadve B apxvs. [1o nepefayv B apxmB LOKYMEHTbl AOSMKHbI XPaHUTLCA B
Oyxrantepumn, B cneyunarbHbIX MOMELLEHUAX UMW 3aKpbIBaKOLLMXCA LWKadax.

5. lNepBWYHbIE OOKYMEHTbI, YYETHble pPerucTpbl, Oyxrantepckass OTYETHOCTb, WHadA
OTYETHOCTb, ohopmMnaemasa Ha ByMaxHbIX HOCUTENAX (Hanorosasd, ctaTucTMyeckas u ap.) 4o
nepegayv B apxvB nogwmearTca B geno. B pgeno  nogwmBarTcs  OOKYMEHTHI,
COOTBETCTBYIOLLME €ro 3arofloBky. YepHOBMKM [OKYMEHTOB, AybnukaTbl U [AOKYMEHTHI,
noanexatiue Bo3spaTy, B Aef0 He NOALUMBAKOTCA.

6. Npu dopmupoBaHum gena Heobxogumo cobnioaaTth creayroume TpeboBaHus:

- DOKYMEHTbI NOCTOAHHOIO U BPEMEHHOMO XpaHEeHWs rpynnMpyoTCcsa B OTAENbHbIE Aena;

- B A€NO0 BKMOYAETCA OAMH 3K3EMMASAP KAKAOro JOKYMEHTA;

- B [eno rpynnupyroTcs OOKYMEHTbl, UMELWMe OTHOLLEHNE K OQHOMY (PUHAHCOBOMY
roay.

7. Obbem gena - He 6onee 250 nucToB., Npu TonwuHe He 6ornee 4 cwm.

8. MNpu nepennete AOKYMEHTbl Ha OyMaXHOM HoOcuTene MOALUMBAKOTCA Ha YeTblpe
npokona (Ha Tpu npokona - Ana ManodopMaTHbIX Aen) B TBepayt O6MOoXKy wunu
nepenneTarTca C Y4eTOM BO3MOXHOCTM CBOOOOHOIO YTEHWA BCEX OOKYMEHTOB, AaT, BU3 U
PEe30NI0LMIN HA HUX, METaNMNYECKMEe CKPENEeHNa N3 JOKYMEHTOB y4ansitoTCS.



B Hayane gena Ha GymaxHOM HocuTene npyv HeobXoAMMOCTM MOALUMBAOTCH JNUCTbI
BHYTPEHHEN ONMUCK AOKYMEHTOB Aena, B KOHLE KaXaoro gena - NucT-3aBeputens gena.

9. B uenax obecnedyeHnss COXPaHHOCTU W 3aKkpensnieHns nopsaka pacrnonioXeHus
AOKYMEHTOB, BKIMHOYEHHbIX B Aeno Ha GymaHOM HocuTene, Bce ero NUCTbl (Kpome nucra-
3aBepuTensa gena n BHYTPEHHEW ONWcK) HyMepykTcs B BanoBOM nopsiake apabckumu
undpamm, KOTopble MPOCTaBASKOTCA B MPABOM BEPXHEM YNy NMCTa AOKYMEHTa MpOCTbIM
rpacpmMTHBIM  KapaHgawoM WM HymepaTopoMm. YnotpebneHne 4YepHun U LUBETHbIX
KapaHgallen ans Hymepauumm nuctoB 3anpewaeTcs. JINCTbl BHYTPEHHEN OMUCU OOKYMEHTOB
Aena HyMepylTcs OTAeNbHO.

Jluctbl gen, CoCToALMX U3 HECKOSTbKMX TOMOB UMM YacTen, HYMEepYyKTCs No KaXxaomy
TOMY UK YacTn OTAENbHO.

CnoeHHbI NUCT pa3BopavMBaeTCs U HyMmepyeTcs B NpaBoOM BeEpXHeEM yriy. [pu atom
nnct nboro ¢opmarta, NoAWMTLIN 3@ OAMH KpaW, HyMepyeTcsl Kak OLMH JIACT; JIUCT,
CNOXEHHbIV 1 MOALUNTBIN 32 CEPEANHY, NOANEXUT NEPELLMBKE N HYMEPYETCH Kak OAMH JINCT.

JInct ¢ Harnyxo HakneeHHbIMW OOKYMEHTaMuM HymepyeTcs Kak oguMH nucT. Ecnn K
AOKYMEHTY MNOAKMEeeHbl OAHWM Kpaem apyrne [AOKYMeHTbl (Bblpe3kM, BCTaBKM TEKCTA,
nepeBoabl), TO KaXabl AOKYMEHT HYMepyeTCs OTAENbHO.

MoawuTble B AeNno KOHBEPTbl C BOXEHUSAMWM HYMEpYTCs; Mpyu 3TOM BHavane
HyMepyeTcsl KOHBEPT, a 3aTeM ovepeaHbIM HOMEPOM - KaXXa0e BrIOXKEHME B KOHBEpPTE.

MoawwnTble B Oeno AOKYyMeHTbl C COOCTBEHHOM Hymepauuen nuctoB (BKMoYas
neyaTHble M3gaHWs) MOryT HyMepoBaTbCA B OOLIEM MOPsiAKEe UMM COXpPaHATb COOCTBEHHYHO
HyMepauuio, ecriv OHa COOTBETCTBYET NOPSIAKOBOMY PaCrofoXeHU0 NUCTOB B Aene.

B cnyvasx obHapyxeHus 6onblworo 4ucrna owmbok B HymepauuuM nMCTOB Aena
npoBoanTca nepeHymepauus. MNMpy Hannuum oTaernbHbIX OWMOOK B HyMepaumn NMCToB Aena
aonyckaeTcsa ynotpebrneHne nutepHbix HOMepoB NUCcToB (Hanpumep, 18A).

10. JlucT-3aBepuTenb gena CocTaBnaeTCa Ha OTAENbHOM fIMCTe, B KapToTekax - Ha
oTaenbHOM nucte dopmaTta KapToudku. JlucT-zaBeputenb pJena nognucbiBaeTca  ero
coctaBuTenem. Bce nocnegytouime nameHeHns B COCTaBe M COCTOSAHUM Aena (NoBpexaeHus,
3aMeHa MOASIMHHbIX [OKYMEHTOB) OTMEeYalTCA B JIMCTe-3aBepuTenie CO CCbIIKOW Ha
COOTBETCTBYIOLLMI aKT.

3anpellaeTcss BbIHOCUTbL NUCT-3aBepuTernb Ha OBMOXKY Aena unmM Ynctbli 060poT
nucTa nocnegHero AokymeHTa. Ecnu geno nogwuto unm nepenneteHo 6e3 6naHka nucra-
3aBepuTens, OH AOMMKEH ObITb HaKMeeH 3a BEPXHIOK YacTb NIUCTa Ha BHYTPEHHIOK CTOPOHY
00ONOXKM B KOHLIEe aena.

11. Ha ob6noxke pfen MNOCTOSAHHOrO XpaHeHus npedycMmaTpuBaeTcss MecTo And
HaMMeHOBaHWS rocygapCTBEHHOrO (MyHULMNANbHOrO) apxmea, B KOTOPbLIN Aena ydpexaeHus
OyayT npuHATLI. MNMpn odopmneHnn obnoXkn gena HaMMmeHoBaHe opraHn3auun ykasblBaeTcs
MOMIHOCTLIO, B MMeHUTenbHOM nagexe. [lonHoe HauMMeHOoBaHWe opraHa-ydYpeauTens
yKasblBaeTCs Hag HauMeHOBaHWEM yuypexaeHus (Takke B WMEHUTENbHOM nagexe).
CoKpallleHHble HaMMeHOBaHUSA (MpYM HanMuuKu) ykasbiBalTCs B CKOOkax mnocrne nosiHoro
HanMeHOBaHWUS.

MpM U3MEHEeHUM HauMMEeHOBaHMS oOpraHu3auun (CTPYKTYpPHOro nogpasferneHus) B
TeyeHne nepuoga, oxeaTbiBAEMOro JOKyMeHTaMu Aena, unv npu nepegadve gena B Apyryto
opraHmsaumio (CTPYKTypHOe noapasgeneHune), Ha obnoxke paena [onucbiBaeTcd HOBOE
HaMMeHOBaHWEe 3TOW OpraHu3auum WnNn opraHu3auun-npaBonpeemMHuka (CTPYKTYPHOro
nogpasgerneHus), a npexHee 3akni4aeTcsa B CKOOKU.

12. Ha obnoxke gena ykasblBatOTCS:

- HaMMEeHOBaHWEe OpraHn3auun n ee HenocpeacTBEHHast NOAYNHEHHOCTb;

- HaMMEeHOBaHWEe CTPYKTYPHOro noapasaeneHuns;

- NHOEKC aena;



- HoMep Toma (4acTu);

- 3arorfioBOK gena (Toma, YyacTtu);

- KpanHue gatbl gena (Toma, 4yacTw);

- KONIMYeCcTBO NINCTOB B fene (ToMme, YyacTu);

- CPOK XpaHeHus aena;

- apXxvBHbIN WGP gena.

13. 3aronoBok pgena Ha OyMaXHOM HOCUTeNlie M 3arofioBOK 3NEKTPOHHOro Aena
nepeHocAaTcs Ha obnoxky fgena (9NeKTPOHHOro Aena) U3 HOMeHKNaTypbl Aen opraHuMsauuu.
3aronoBoOK JOMKEH COOTBETCTBOBATL COAEPKaHUIO JOKYMEHTOB B Aerne.

B Tex cnydyasix, korga Oeno COCTOMT M3 HECKOSNbKMX TOMOB (4acTemn), Ha OBMOXKY
Kagoro Toma (4acTu) BbIHOCUTCS OOLWMA 3arofioBOK Aena, a npu HeobxogumocTtn -
3arofioBOK KaXxgoro Toma (4actn).

B 3aronoBkax gen, cogepXxalux KOMMM OOKYMEHTOB, YKasblBaeTCA Ha KOSMYecTBO
konui. MNognMHHOCTL JOKYMEHTOB Aena B 3arofloBKe He oroBapuBaeTcs.

14. Ha obnoxke gena ykasblBaeTcsa gata gena - rog(bl) 3aBeeHnsa U OKOHYaHus gena
B genonpousBoacTtse. Ecnn B geno BKNOYEHbl AOKYMEHTbI (Hanpumep, NpuroXxeHus), nata
KOTOpbIX HE coBnagaeT C AaTon Aena, TO Nod AaTOW C HOBOW CTPOYKM AenaeTtca o6 aTom
3anuce. [lata gena MoXeT He yKasblBaTbCs TONbKO Ha 0bnoxkax gen, cogepxalumx rogosble
nfaHbl U OTYETHI U Apyrne AOKYMEHThI, AaTbl KOTOPbIX OTPaXKakTCsa B 3arofioBkax gen.

Mpn 0Bo3Ha4YeHn gaTbl JOKYMEHTA CHavana ykasblBaeTCs YNCHo, 3aTeEM MeCsL, U rof.
Yucno n rog obosHavaroTca apabekumu undpamm, HassaHue MecsiLa — croBom (Hanpumep, 1
okTa6ps 2020 roga). Ecnn pata QOKyMEHTa unu oTAenbHble ee 3NeMeHTbl OnpeaensatTcs
NpUBIn3NTENbLHO, HA OCHOBaHMM aHanu3a cofepXXaHus OOKYMEeHTa, TO AaTa U oTAeNbHble
€€ 3feMeHTbI, He abCoNTHO AOCTOBEPHLIE, 3aKIOYaOTCA B KBaapaTHbIE CKOBKN.

15. ObgaszatenbHbIMK pekBu3nTamMM ODNOXKM Oena sBASATCA yKa3aHue KonmyecTsa
NNCTOB B fene) (MpoCTaBnsieTca Ha OCHOBaHUM NMCTa-3aBePUTENS Aena) U CPoK XpaHeHUs
aena (Ha genax NOCTOSIHHOIO XpaHeHUsa nNuweTcs: "XpaHUTb NOCTOSIHHO").

16. M'ameHeHnsa cocTaBa JOKYMEHTOB fena (M3bATUS, BKITIOYEHNS JOKYMEHTOB, 3aMeHa
AOKYMEHTOB KONUsiMK) oTpaxkatotca B rpade "lMprmedaHune” BHYTPEHHEN OMUCKU CO CCbISTkaMu
Ha COOTBETCTBYOLME aKkTbl. [1pn HeobxoamMmocTn MoryT ObITb COCTaBfEHblI HOBas UTOroBas
3anucb K BHYTPEHHEN ONUCK N NIUCT-3aBepUTENb Aena.

17. [ena nepepalTca B apxuB oOpraHusauMmM MO OMUCAM, COCTaBIIEHHbIM B
CTPYKTYPHbIX NOoapa3aeneHusix.

Onucu gen CTpyKTYpHbIX NoApasaeneHnin CoCTaBnsaTCA N0 YCTaHOBNEHHOW bopme B
ABYX 3K3eMnnsapax 1 NPeacTaBATCA B apXUB YYPEXOAEHNSA HE NO3QHEE YEM Yepe3 OAMH rog
nocre 3aBepLleHnsa aen B AeNonpoM3BOACTBE.

Onucu cocTaBnarTCA OTAENbHO Ha Aena NOCTOSIHHOMO XpaHeHusi; Aena BPEMEHHbIX
(cBblwe 10 neT) CPOKOB XpaHEHUs, N Aena, COCToAWME U3 AOKYMEHTOB, XapaKTEPHbIX TOSbKO
ana  paHHon opraHmsauuun. OTAenbHble OnMMCU  COCTaBMSAKTCA Ha €AUHULbLI XpaHEeHUs
3MEKTPOHHbIX AOKYMEHTOB MOCTOSIHHOMO XpaHEHWS; BPEMEHHbIX (cBbilwe 10 neT) cpokoB
XpaHeHwus.

18. lpn coctaBneHunm onucu p[Jen CTPYKTYypHOro noapasgeneHnsa cobnogatoTces
cnegyouwmne TpeboBaHus:

- 3arofloBKM OeNn BHOCATCA B ONMUCb B COOTBETCTBUM C TMPUHATOM CXEMOW
cucTtemaTmsaumm Ha OCHOBE HOMEHKNATypbl Aer;

- Kaxxgoe Aeno BHOCUTCHA B ONUCb NOA MOPSAKOBbIM HOMEPOM (€CNu 4erio COCTOUT 13
HECKOSTIbKMX TOMOB WM YacTenh, TO Kaxablh TOM WM 4YacCTb BHOCATCA B OMUCb NoA4
NopsiAKOBbIM HOMEPOM);

- rpadbl onMcKM 3anosfHATCA B TOYHOM COOTBETCTBUM CO CBEAEHUSIMU, KOTOpble
BbIHECEHbI HA 0ONOXKY Aena;



- rpaga onucu "lpumedaHue" wucnonb3dyeTca Anss OTMETOK O npueme Jen,
0COBEHHOCTSAX  (PM3MYECKOTO COCTOSIHMSA, O nepefade Aen  OpyruMm  CTPYKTYPHbIM
noapasaeneHnsiM Co CCbINIKOM Ha HEOO6XOANMBIN aKT, O HanM4yMmM KONun.

B KoHUe onucu Bcned 3a nocriegHen onucatenbHOW cTaTben 3anosiHAeTCa UToroBast
3anucb, B KOTOPOW YykKasbiBalTCca (UMdpamm M MNPOMUCHLI0) KONMUYECTBO Aef, NepBblid U
nocrnegHuUM HoMmepa gen no onucu ger, a Takke oroBapmBalroTCss 0COOEHHOCTU Hymepaumm
Aern B onucu (Hanuyme nMTepHbIX 1 NPONYyLLEHHbIX HOMEPOB).

19. [llepeg BHeceHMeM 3arofiOBKOB Aefl B OMUCb MPOBEPSIIOTCA Ka4yeCTBO
dopMMpOBaHMSA U OPOPMIIEHUST Aerl, COOTBETCTBME KONmMdecTBa Aefl, BHOCUMbIX B OMUCH,
KONMYecTBY 3aBeAEHHbIX AesS1 N0 HOMEHKNaType Aen opraHu3aumu.

20. lMpn npocmoTpe Aen NpoBepsitOTCSA: COOTBETCTBME 3arofioBka Aena coaepXXaHuto
AOKYMEHTOB B Aene; NpaBUNbHOCTb 0OPMIIEHUS U TPYNNMPOBKU JOKYMEHTOB, BKIMOYEHHbIX B
Aero; KayecTBO NOALUMBKM UMK nepenneTta gena; npaBUIIbHOCTb HyYMepauun NUCTOB Lena;
Hanuuve B gene, B HeobXoguMbIX crnyyasiX, BHYTPEHHEN onucu gena v npaBUNbHOCTb ee
COCTaBfEeHNS; NPaBUNbHOCTb 0DOPMIIEHUST OBNOXKM Aena; Hanm4me n NpaBuIibHOCTb NIUCTa-
3aBeputena pgena. B cnydae oOGHapyXeHWs HapyweHWs YCTaHOBMEHHbIX MpaBun
opMmnpoBaHUS N OPOPMINEHUS AEN OHU OOSMKHbI ObITb YCTPAHEHBDI.

21. B cnyyae oGHapyXeHWs OTCYTCTBMS AeS, YMCNSLWMUXCA NO HOMEHKnaTtype gen
opraHusaumn, CTPYKTYPHbIM  nogpasgerieHMeM  MpuUHMMalTCA  Mepbl MO PO3bICKY.
OGHapyXeHHble Jena BKIYalTCca B Onucb. Ecrnn npuHaTbie Mepbl He Janu pe3ynbTaTos, TO
Ha HeoOHapyXeHHble [ena cocTaBnseTcs akT 00 yTpaTe [JOKYMEHTOB, KOTOpbIf
noanucbiBaeTCs PYKOBOAUTENEM CTPYKTYPHOro noApasgeneHus u nepepaetcs BMecTe C
ONUCbIO Aen CTPYKTYPHOro nogpasfaeneHunsi B apxme opraHnsauuu.

22. [lepepaya pen B apxuB OpraHM3auun OCyLLeCcTBNsSieTcs No  rpaduky,
cornacoBaHHOMY C PYKOBOAUTENSMU CTPYKTYPHbIX NoApa3aeneHnin, nepeaatromnx 4OKYMEHTbI
B apXu1B, U YTBEPXKOEHHOMY PYKOBOOUTENEM YUpPEXOEHMS.

23. B nepuog noarotoBku gen  Ha o OymMaxHOM  HOCUTENE  CTPYKTYPHbIM
nogpasgenieHMeM K nepefade B apxXuB OpraHmMsauuu COTPYOHUKOM apxvMBa MNpoBepsAeTcs
NPaBUIIbHOCTb WX OPMUPOBaHUS, OMOPMIEHNA U COOTBETCTBME KONMMYecTBa Aen,
BKIMOYEHHbIX B OMUCb, KONIMYECTBY Aen, ChOpMUPOBaHHbIX B COOTBETCTBMM C HOMEHKIATypown
Aen opraHusaumn. Bce BbISIBNEHHbIE Mpy MNPOBEPKE HeaocTaTkKm B (OOPMUPOBAHMK W
odopmMmneHnn aen paboTHUKN CTPYKTYPHOro nogpasgeneHns 0b6s3aHbl YCTpaHUTb.

24. MNpuem-nepegava gen B apxmB yupexneHus npomsBoanTcs paboTHMKOM apxuBa B
npucyTcTBMM paboTHUKA CTPYKTYPHOro nogpasgeneHus. Ha aksemnnapax onuicu gen,
AOKYMEHTOB MPOCTaBMSAETCA OTMETKa O Hannumn gena. B KOHUe KaXKgoro aK3emnnsipa onucm
yKasblBalTCa uUMppamMm M NPONUCHI0O KONMMYECTBO (PaKTUYECKM MPUHATBIX B apxmB Oen,
HOMepa OTCYTCTBYWOLWMX Aen, gaTta npuema-nepedadn Aen, a Takke noanvcu nuua,
OTBETCTBEHHOIO 3a apXuB, U Nnua, nepeaasLUero gena.

25. lepepaya 3NEKTPOHHbIX AOKYMEHTOB B apXuB MNPOU3BOOUTCA Ha OCHOBaHWUK
ONUCEN 3NEKTPOHHBIX Aen, AOKYMEHTOB CTPYKTYPHbIX nogpasgeneHni no VIHTepHeTy unm Ha
CbEMHbIX MaTepmarnbHbIX HOCUTENAX (HAKONUTENsX), KOTOpble NPEeaCTaBNsATCA B OBYX
NMOEHTUYHbIX 3K3eMnnapax.

Mpn nepepade 3MNEKTPOHHLIX AOKYMEHTOB B apXvMB OpraHvM3auun BbIMOMHAKTCA
cnepyoLme OCHOBHbIE Npoueaypbl paboTbl C AOKYMEHTaAMMU:

- (popmupoBaHne B WMHPOPMALMOHHOM CUCTEME OpraHM3auum ISMEKTPOHHbIX Aen,
SABNAIOLLMXCH COBOKYMNHOCTbIO KOHTEMHEPOB 3NIEKTPOHHbLIX [OKYMEHTOB WM KOHTEWHEPOM
AMEKTPOHHOrO AOKYMEHTA, COAEpPXKaLLUMM KOHTEHT U MeTafaHHble 3MEKTPOHHOrO AOKYMEHTa,
pannbl SNEKTPOHHbIX MOANUCEA U BU3yanu3MpOBaHHYHO KOMUKO TEKCTOBOrO 31IEKTPOHHOro
AoKymeHTa B popmate PDF/A;



- (opMMpOBaHME  OMUCKM  JMEKTPOHHbIX  Aefl, AOKYMEHTOB  CTPYKTYPHOro
nogpasgeneHus;

- MpoBepka apxXuMBOM OpraHuM3aumm 3NEeKTPOHHbIX AOKYMEHTOB Ha Hanudue
BPEeOOHOCHbIX KOMMbIOTEPHbLIX MPOrpamm;

- NMpoBepKa BOCNPOM3BOAMMOCTI 3MEKTPOHHbBIX AOKYMEHTOB;

- nposepka (PU3NYECKOr0 U TEXHUYECKOro COCTOSIHUSA HocuTenen (npu nepeade
3NEKTPOHHbIX AOKYMEHTOB B apXMB OpraHmn3aLmm Ha CbEMHbIX MaTepuarbHbIX HOCUTENAX);

- npoBepka MNOAMMHHOCTM 3MEKTPOHHOW MOAMNUCK, KOTOPOW MOAMUCAH SNEKTPOHHbLIN
OOKYMEHT.

Mprem 3neKkTPOHHbIX LOKYMEHTOB B apxXvmB yuypexaeHus no WHTepHeTy wnn Ha
CbEMHbIX HOCUTENSX OMOopMNSEeTCs COoCTaBfiEHMEM WTOrOBOM 3anucn B KOHLE Onucu
3NEKTPOHHbIX Aen, AOKYMEHTOB, B KOTOPON LmndpamMmmn 1 Nponucbio yKkasbiBaeTCHA KONMYECTBO
haKTUYeCKn NPUHATBIX B apXMB 3NEKTPOHHbIX ANl U 3NEKTPOHHbIX OOKYMEHTOB. MToroBas
3anucb NOATBEpPXOaeTCcss NOAMUCAMM COTPYyAHMKA apxvBa M COTPYAHMKA CTPYKTYPHOro
nogpasgeneHuvs, nepegaBLUero 3NeKTPOHHbIE Aena n AoKyMeHThI. [pn npueme Ha apxmBHoe
XpaHEHWEe JNEeKTPOHHbIE Aefnla 3aBepsitoTCs  3NEKTPOHHOM  MNOAMUCBID  pyKoBOAMTENS
opraHusaumm, unm ynosTHOMOYEHHOIo UM A0SMKHOCTHOIO nuua.

lMocne npuema B apXmB 3NEKTPOHHbBIX JOKYMEHTOB Ha CbeMHbIX HOCUTENSIX BKIaAbILun,
nomeLLeHHble B QYTNSP eANHNLBI XPaHEHNS! B CTPYKTYPHOM nogpasaeneHnm, 3aMeHsIloTCs Ha
BKNnagbin, 0OPMIIEHHbIE B apXMBE.

Ha Bknagbiwe, nomeLwiaemom B yTnsap eauHMLbl XxpaHeHnsa, obopMnsaemMom B apxuee,
yKasblBaeTcs:

- HAaMMeHoOBaHMe opraHn3aumm (NoMHoe, CoKpaLLEHHoE);

- Homep hoHAaa;

- HOMEp OMUCK ANEKTPOHHbLIX AES, AOKYMEHTOB;

- HOMep gena no onucy;

- OTMETKa O cTaTyce 3K3eMnsipa ANEKTPOHHbIX JOKYMEHTOB;

- KpalHue gaTtbl AOKYMEHTOB 3fIEKTPOHHOIO Aena;

- Npn HeobxoaMmocTn OOpPMAAIOTCA OOMNOSHUTENbHbIE OTMETKM 06 OrpaHudeHun
AocTyna K JOKYMEeHTaM.

Bknagbilw nomewaetca B qytnap  wusndeckn o60cobneHHOro martepuanbHOro
HoCUTENS TakuM obpas3om, YTOObI HaANMCK Ha HEM ObInn BUOHbLI NPU 3aKpbITOM yTnsipe.

26. Bbigaya Byxrantepckon AOKyMeHTauun u3 byxrantepum nnu apxmea gonyckaeTcs
TONbKO B MCKMIOYUTENbHbLIX Crydasdx C paspelleHnsa rnaBHoOro Oyxrantepa, WHbIX
AOJDKHOCTHbIX AL, OTBETCTBEHHbIX 3@ XpaHEHNE LOKYMEHTOB.

27. HacTtosuiee nonoxeHne BCTynaeT B CUITYy C MOMEHTA €ro yTBEPXOEHUS NpuUKasom
PYKOBOAUTENS YYPEXOAEHUA U OOBOOUTCA OO CBeAEHMs BCEX PabOTHMKOB MEPCOHArbHO C
OTMETKOM 06 03HAKOMMEHUMN.
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