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NHCTPYKIUA
110 OPraHu3aluH PadoThl APXHBA MUPOBOIO Cy1bHU
Kab6apanno-bankapckoii Pecnny0iinku

1. O01mme moJ10KeHUs

1.1. WHCcTpykumss mo opraHu3andud paboTel apxuBa MHpOBOro cyasu KabapauHo-
bankapckoii Pecniy6nuku (nanee — MHCTpykIus) pa3paboTaHa B COOTBETCTBUU C (ellepaibHbIMU
KOHCTUTYITMOHHBIMU 3akoHamu oT 31 mekabps 1996 r. Ne 1-OK3 «O cynebHON cucteme
Poccuiickoit denepauun», ot 7 despans 2011 r. Ne 1-OK3 «O cymax oOuieit IOpUCAUKIUN B
Poccwuiickoit denepanum», penepanbHbiMu 3akoHaMH OT 17 nmexadbps 1998 r. Ne 188-®d3 «O
MUPOBBIX cynbsix B Poccuiickoit denepanuny», ot 22 okts16ps 2004 r. Ne 125-D3 «O06 apxuBHOM
nene B Poccniickoit @enepannn», [IpaBunamu opraau3alnny XpaHeHUs, KOMIUIEKTOBaHUS, y4eTa
U UCIIOJIb30BaHMs IOKyMEeHTOB ApxuBHOro (onna Poccuiickoit @enepanuu u Apyrux apxuBHbIX
JIOKYyMEHTOB B OpraHax rOCYJapCTBEHHOH BJIAacTH, OpraHax MECTHOTO CaMOYIpaBJIEHUS U
OpraHM3alusaX, yTBEPKACHHBIMU NpUKa3oM MuHucrepersa KyiasTypsl Poccuiickoit denepannn
ot 31 mapra 2015 1. Ne 526 (manee — IlpaBuna Ne 526), [IpumepHOil HOMEHKIATYpOr A€l U
JIOKYMEHTOB, 00pa3yIOLIUXCs B JESITEIbHOCTH MHPOBBIX CYJEH, YTBEpXkAEeHHOW I eHepaibHbIM
mupexktopoM CynebHoro nenapramenta npu Bepxosnom Cyne Poccuiickoit ®enepanun 9 utons
2011 r. (mamee — IlpumepHass HOMEHKJIaTypa), ICHCTBYIOIIMM HEPEYHEM JIOKYMEHTOB
(denepanbHbIX CyIOB OOLIEH IOPUCIAUMKIMU C YKa3aHHUEM CPOKOB UX XPaHEHHS, YTBEPKJACHHBIM
npukazoM CynebHoro nenapramenta npu Bepxosaom Cyne Poccuiickoii @enepanuu ot 9 uroHs
2011 1. Ne 112 (manmee — IlepedeHp MTOKyMEHTOB), MeTOAMYECKMMH PEKOMEHIAIHUSIMHU TI0
OpraHu3aiu padoThl apXMBa M (OPMHPOBAHUIO IEKTPOHHOIO apXHBa B ammapaTe MHPOBOIO
CyJlbH, corlIacoBaHHBIMM nocTaHoBiieHueM [Ipesuanyma Coseta cyneit Poccuiickoii denepanuu
or 6 ¢espans 2019 r. Ne 708, INonoxennem «O CiyxOe mo oOecrnedeHUIo AEATeIbHOCTU
MupoBbIXx cyzaei Kabapauno-bankapckoit PecnyOnuku», yTBEp:KIE€HHBIM IOCTAaHOBJIEHHUEM
[TpaButensctBa Kabapauno-bankapckoit Pecnyonuku ot 26 oktsaopst 2018 r. Ne 198-I1I1, u
JpYyrMMH HOpPMAaTHBHBIMH TpaBOBbIMH akTaMu Poccuiickoir ®enepaunn u KabapauHo-
bankapckoii Pecniy6onuku cdepe apXxMBHOTO Jies1a ¥ 1JI0NPOU3BO/ICTBA.

1.2. UHcTpykuusa pa3paboTaHa B LIENSAX YCTAHOBJIEHMSI €JMHOIO MOPSAAKAa OpraHu3alluu
XpaHeHHUs JOKYMEHTOB, O0Opas3ylolmxcs B Ipolecce JesITeIbHOCTH MHUPOBOTO  CYyJbU
Kabapauno-bankapckoit PecnmyOnuku u ero ammaparta, a TOM YHCJE TOPSAKA COCTaBICHUS
onuceil nen, opopmieHUs CyeOHbIX Jiel ¥ MHBIX JOKYMEHTOB K MOCIEIYIOUIeMY XPaHEHHUIO B
apXuBe, U UX Mepeayu B apXuB, IPOBEICHUS SKCIIEPTU3bI LICHHOCTH JIOKYMEHTOB, ONpeeNIeHuUs
CPOKOB XpaHEHHUs Jel U oTOopa JOKYMEHTOB Ha YHUYTOXXEHHE, COCTaBICHHUS HAay4dHO-
CIPAaBOYHOIO afmapara, BEIEHHUS y4yeTa apXUBHBIX eI, MPOBEPKU HAIMUYUS U COCTOSHUS
apXUBHBIX JE€J, OpPraHu3allii HCIOJb30BAHUS APXMBHBIX JI€JI, OOECIEUYEeHUs COXPaHHOCTH
apXUBHBIX JIeJl, TIepe/jaur apXUBHBIX el Ha XpaHEHHE B TOCY/IapCTBEHHbBIN apXUB.

1.3. Tlonoxenus MWHCTpyKIMM HE pPACHPOCTPAHSIOTCS Ha OPraHM3aLMUIO y4yeTa,
KOMIUIEKTOBAHUSI, MCHOJb30BAaHUS M XpaHEHUS JIOKYMEHTOB, COJEpXallluX CBEJIEHUS,
COCTaBJISIOLIUE FOCYJAPCTBEHHYIO TaliHY.

1.4. Koutponp 3a opraHuszanueil u BeJeHHEM pabOThl apXuBa MHPOBOTO CYAbH
Kabapauno-bankapckoit PecnyOnuku (nanee — apxuB) ocymectBisiercs Ciyx60i 1o



00eCIeyeHNIo JIeATeNbHOCTH MHPOBBIX cyneit Kabapauno-bankapckoit PecnyOnuku (manee —
Cnyx06a) B nuie paOOTHHMKA amnmapara MHPOBOTO CYAbHM, 3aMEIIAIOIIET0 JIOJDKHOCTh
crienuaincTa (ganee — CeruaiucT).

1.5. OTBETCTBEHHBIM 3a HETMOCPEICTBEHHOE BEICHHE apXWBa SIBISICTCS CIICIUAIUCT. B
NEepUOJI OTCYTCTBHSI CIICIMATIICTA BEACHUE apXKBa BO3JIaraeTcsi Ha pabOTHUKA, MCIIOIHSIOIIETO
00513aHHOCTH CIICITUAITUCTA.

1.6. Joctyn B apxXWBHbIE TOMEHICHUS CYIEOHOTO YydYaCTKa MHPOBOTO CYAbH
OCYILECTBIISICTCS] TOJIBKO IO COTIIACOBAHHUIO C MHPOBBIM CY/IbEH M B MPUCYTCTBUH CIECIHATIICTA
COOTBETCTBYIOIIETO Y4aCTKa.

1.7. B Hacrosmeit MHCTPYKIIMK UCTIONB3YIOTCS CIEAYIOIINE TEPMHUHBI U OTIPEICIICHUS:

apXMBHBIC JOKYMEHTHl — JOKYMEHTBI, INepelaHHble B YCTAHOBJIEHHOM IIOpSAJKE Ha
XpaHEHHE B apXHB MUPOBOTO CY/IbH;

Jeno (9JIEKTPOHHOE JE€JI0) — COBOKYIHOCTH JIOKYMEHTOB (3JEKTPOHHBIX JIOKYMEHTOB),
c(OPMHUPOBAHHBIX B COOTBETCTBUU C HOMEHKJIATYPOH I

7e70 O0IIero MpoM3BOACTBA — JOKYMEHT, 0Opa30BaHHBIA B pe3yJIbTaTe YIPaBICHYECKON
NESITEIbHOCTH Ha CylIeOHOM YyYacTKe M HE HWMCIOIIUN HEMOCPEICTBEHHOTO OTHOIICHUS K
OTIIPABIICHHIO MTPABOCYTHS;

eIMHUIIA XPaHCHHS JICKTPOHHBIX JOKYMEHTOB — KOHTEHHED 3JICKTPOHHOTO IOKYMEHTA;

KOHTEMHEpP DJIEKTPOHHOIO JOKYMEHTa — VYIAaKOBKa, BKJIKOYAIOWAs 3JIEKTPOHHBIN
JOKYMEHT B (hopMaTe apXUBHOI'O XPAaHEHUS U €r0 METAJaHHBIE;
METaJaHHbIE — JaHHbIE, OIMCBHIBAIOIIME KOHTEKCT, COJEPKAHHUE, CTPYKTYpy

3JIEKTPOHHOTO JOKYMEHTA, a TAK)Ke MPOLIECChl YIPABICHUS UM Ha MPOTSKEHUU €ro )KU3HEHHOTO
LUKJIa;

MalllMHHBIA HOCHTENb HHpOpMaUU — J1000€ TEXHUYECKOE YCTPOMCTBO JHOO
¢du3nveckoe rmose, nperHa3HaYeHHoe sl (PUKCAIMK, XPaHEHUs, HAaKOTUICHHsI, TpeoOpa3oBaHus
U 1epeslauy KOMIbIOTEPHOI HH(pOpMaIH;

MuUrpanus (3J1eKTPOHHBIX JOKYMEHTOB) — MIEpEMELICHUE TOKYMEHTOB U3 OAHON CHCTEMBI
WIM OJHOTO HOCHUTENS B JPYIyl0 CHCTEMY HWIM Ha JPYrodl HOCUTENIb C COXPaHEHHEM
AQyTEHTUYHOCTH, LEJIOCTHOCTH, JOCTOBEPHOCTH JOKYMEHTOB U MPUTOJAHOCTH UX I
WCIIOJIb30BaHUS;

HapsiT — cOpolropoBaHHOE (TMPOIIMTOE) JEJNO0 JAOKYMEHTOB OJHOM KaTeropuw,
chopMHpOBaHHOE B al(paBUTHOM TMOPSJIKE, B XPOHOJIOTHYECKOM MOCIEI0BATEILHOCTH WM B
XPOHOJIOTUYECKO-TEMATHUECKOMN TOCIIE10BaTEIbHOCTH;

ONUCH  JIEN — 2TO  AapXMBHBIM  CIPAaBOYHUK, MPEACTABIAIOMMNA  coOOM
CUCTEMATHU3UPOBAHHBIN MEpEUEHb 3ar0JIOBKOB /1€ U MpeIHAa3HaYeHHBIN Ul pacKphITHS COCTaBa
U COJIEpXKaHMs JIeJ, 3aKpeyIeHuss UX CUCTeMaTH3allMd BHYTPU JIOKYMEHTAJIbHOro (OHIa U UX
yuera. OTHOBPEMEHHO OMUCH JIET SBJSETCS] YYETHBIM JJOKYMEHTOM M OCHOBHBIM BHJIOM Hay4YHO-
CIPaBOYHOIO anmnapara K JOKyMeHTaM, 00eCIeunBaIOIIUM ONePATUBHBINA TOUCK /€T,

¢usznueckn 000COOJIEHHBI MaTepualbHbBI HOCUTENb — MAaTepUaIbHbIH HOCHUTEINbD,
npeHa3HAYSHHbIN JJIs 3alKUCH, XpaHeHUs1 BHE MH(DOPMAIIMOHHONW CUCTEMbI U BOCIIPOM3BEIECHUS
uH(popMaluu B HUPpoBoil popme (TUCKHU, TUCKETHI, (preni-KapTel);

AJIEKTPOHHBIA JTOKYMEHT — JOKYMEHTHUPOBaHHas HWHQOpMaLus, IpeJICTaBIeHHAs B
AIIEKTPOHHOM (opme, TO €cTb B BUJE, NIPUTOJHOM Ui BOCIPHUATHS YEJIOBEKOM C
WCIIOJIb30BAHUEM JJIEKTPOHHBIX BBIYMCIMTENBHBIX MalllMH, a TaKkKe i [epeAadd Io
WH(POPMAITMOHHO-TEIEKOMMYHUKAITMOHHBIM ~ CETAM WM  00paboTk B WH(OPMAIMOHHBIX
CUCTEMAX.

WHble TepMUHBI U TIOHATHUS, UCTIOJb3yeMble B HacTosield MHCTpyKIMU, COOTBETCTBYIOT
MOHATHUAM, OIpENeNeHHBIM B 3aKoHoJaTenbcTBe Poccuiickoit @enepanmun u Kabapauzo-
bankapckoit Pecriyonuku.



2. CocraBieHue onuceii el Ha cyaeOHbIe
Aena (Hapsiabl) IOCTOSIHHOTO XpaHEeHHsl, BpEMEHHOI0 XpPaHeHHusl
(cBbimre 10 JieT) M MX NpeacTaB/IeHUE HA YTBePKIeHH e

2.1. Onuck 1ern cocTaBIseTCsl HA OCHOBE HOMEHKIIATYPHI JIeT.

2.2. Ha rpaxpaaHckue, yrojoBHbIE, aAMUHUCTPAaTHUBHBIC Jiela, JAeia (Hapsaspl) oOIero
JIETIONPOU3BOJICTBA MOCTOSIHHOTO XpaHEHUsi, BpeMeHHOro (cBhimie 10 J1eT) CpOKOB XpaHEHUs
3aBOJATCS OTAENbHBIC onucH (tpritoskeHus Ne 1, 2, 3, 4 x Hacrosmel MHcTpykiun).

2.3. lo mepenaun B apxuB Ha jena (Hapsbl) COCTABISETCS OMHUCH /I MOMOIIHUKOM
MHUPOBOT'O Cy/IbH (110 esaM 00 aIMUHUCTPATUBHBIX IPABOHAPYIIECHUSX ), CEKpeTapeM CyAeOHOTo
3acefaHus (110 YrOJIOBHBIM JieJaM M TpPaXJaHCKUM JieJlaM HMCKOBOTO IIPOM3BOJICTBA) U
CHEIHAINCTOM (Zela IPUKa3HOTO MPOU3BOICTBA).

2.4. Kaxnasi Oluch COCTOUT M3 TOJOBBIX PA3JIEIOB, OXBATHIBAET OINPEACICHHYIO TPYIITY
0 3HAYUMOCTU JOKYMEHTOB, TIPEICTaBIAeT COOOM CHUCTEeMAaTH3UPOBAHHBIM MEpeYeHb
3aroJIOBKOB U JIPYTUX HEOOXOMMBIX CBEICHUI O COCTAaBE M COJEPKaHUM eI, HAPS/I0B.

l'ogoBoit pa3zmen KakIOM OMMCH 3aKaHYMBAETCS WTOTOBOW 3allUChIO, B KOTOPOH
yKa3piBaeTcs (uudpamMu W TPOMHCHI0) KOJIMYECTBO JeN (HAapsAAOB), YUCISIIAXCS IO OIHUCH,
NIEPBBIN U MOCIEAHUI HOMEpa JIeJ 1O OMUCH, a TAK)Ke OrOBapUBAIOTCS OCOOEHHOCTH HyMepaluu
Jiel1 (Haps10B) B ONUCH (HaJIM4YME IPONYLIIEHHBIX HOMEPOB U T.I1.).

Onuck NMOAMMCHIBAETCS COCTABUTENEM C yKa3aHHWEM ero JOJKHOCTH. MToroBas 3amuch
YTBEPKAAETCS MUPOBBIM CYJbEHl.

2.5. bnank ommcu nen (HapsAJOB) BPEMEHHOI'O CpOKa XpaHEHHUs BKIOYAET B ceOs
CJIEIYIOIINE JIEMEHTHI:

— MOPSAKOBBIA HOMED Jieja (Hapsiia) Mo OIMKCH;

— UHJIEKC;

— 3ar0JIOBOK;

— J1aThl;

— CPOK XpaHEHMS,

— KOJINYECTBO JIUCTOB,;

— IpUMEYaHHue.

2.6. IIpu cocTaBiIeHHH OTUCH JIEJT COOJTIOIAIOTCS CIICAYIONINE TPSOOBAHMS:

— Kaxzgoe Jeno (Hapsl) BHOCUTCS B OINUCh IOJ CaMOCTOSTENBHBIM TOPSIKOBBIM
HOMEpPOM,;

— Ka)KJasi ONMCh BEAETCA C €IMHOM, BAJIOBOM HyMepaluell B TEYEHHE HECKOJBKHX JIET.
Onucsk 3akanunBaetcs npu Hadope 1000 (o1HOM THICSUN) €IMHULL XPAHEHHUS;

— HOMEpa M0 MOPSAKY B IOJOBOM pasJielie ONHCH JIOJDKHBI IPOAOJKATh HYMEPALUIO
rOJI0OBOTO pa3fielia OMKUCH MPEIIECTBYIOLIETo To/a;

— nipu 3anonHeHnu rpadul «HAEKCH Aen (HapsaoB)» Ui TPaKIAHCKUX, YTOJIOBHBIX JIENT
(Haps70B) yKa3bIBalOTCS MX HOMEpa, KOTOpPbIE COOTBETCTBYIOT HMHJEKCaM Jell (HapsaoB) IO
CBOJIHOM HOMEHKJIAType Jell, ¢ J00aBIeHHEeM MOPSIKOBOr0 HoMepa jena (Hapsja) Wid HoMepa
ToMa jena (Hapsaa);

— rpada «3aronoBku Aen (HapsIOB)» 3aMONHSICTCS Ha OCHOBAHHH 3aIlMCH, CACTAaHHONW Ha
0010okKe aena (Hapsaa). 3aroJ0BOK C O0JI0KKH MIEPEHOCUTCS B OMUCH 0€3 COKpaIeHU ;

— €CIIM B ONMCh BHOCSATCA Jena (Hapsabl), COCTOSIIUE M3 HECKOJIbKUX TOMOB, TO B HEH
YKa3bIBaETCS TAK)KE 3ar0JIOBOK Jiesia (Hapsaa) ¢ 00JI0KKH. 3aTeM 3aMUChIBAIOTCS HOMEPA TOMOB.
Kax/1p1if TOM BHOCUTCS B OIHMCh O] CAMOCTOSITEIBHBIM MOPSIKOBBIM HOMEPOM;

— rpada omucu «lIpumedanue» HUCMOIB3YETCS JUISI OTMETOK O TIpHueMe el (HapsaoB),
0COOEHHOCTSIX HUX COCTOSIHMSA, Tepenavye JAel JPYIMM CTPYKTYPHBIM IOJIPa3/IEiCHUsIM CO
CCBUIKOW Ha HEOOXOIUMBIN TOKYMEHT, HAJTMYHe KOTHH H T.I1.;

— €CJIM Ha OJIHOM CTPAHMIIE OIMCHU BKJIFOYEHO HECKOJIBKO IIPOU3BOJCTB M0 OJHOPOJAHOMY
BUIYy IpecTymuieHu#, Harpumep «OO0 yOuicTBe», TO 3a MEepBOM 3aMHUChI0 BUAA IPECTYILICHUS
cienyer aenats 3anuch «To sxe».



2.7.Ilocne BHeceHUs J1ela B ONUCh Jiel HAa €ro OOJOXKKE pSAOM C IOMETKOH
«IIOCTOSTHHO» IIPOCTABJISIOTCS] HOMEP OIUCH U HOMED Jeja MO OMHCH.

2.8. K ommcu mocrne 3aBepUTEIBHONW HAANMKCH TpUiIaraeTcs aapaBUTHBIA yKa3aTeslb Ha
OCY)KICHHBIX C IOJIHBIM HaMMEHOBaHUEM (paMMIMH, UMEHH, oTdecTBa. YTOOBI HAlTH B ONUCHU
HA/I30pHOE MPOM3BOJCTBO HAa KOHKPETHOE JHIIO0, HEOOXOJUMO OTBICKAaTh IaHHOE JIMIO B
al(aBUTHOM yKazaTele U II0 HOMEpY, IPOCTABIEHHOMY Iiepel ero ¢amuineil, KoTopbli
COOTBETCTBYET IMOPSIKOBOMY HOMEpPY, MOJ KOTOPBIM 3TO NPOU3BOJCTBO 3HAYUTCS B OIHUCH,
HalTH UHTEpecyrollee HaJ30pHOE TPOU3BOJICTBO.

2.9. K 3aKOHYEHHO# OIMCHU COCTABIISETCS 3aBEPUTEIBHBIN JTUCT, B KOTOPOM YKa3bIBAIOTCS
KOJINYECTBO JINCTOB OIKCH, OOIIee Yucio Aed (HapsAaoB), BHECEHHBIX B OMNKCh, a TAKXKE I'OJbI
Hayaia ¥ OKOHYAHHSI OTIHCH.

2.10. B cnyuae oOHapy)XeHHs HOBBIX Ji€Jl, HC BHECCHHBIX B OIUCH JIEJ, TaKHE Jeia
BHOCATCS B YKa3aHHBIE OIUCH I10]1 IUTEPHBIMA HOMEPaMHU.

BHecenue wu3MeHeHUII B TOJOBBIE pa3fenbl ONUCH Jel II0CIe HUX YTBEPKACHUs
IKCIIEPTHO-TIPOBEPOYHON KOMHCCHEH TrocynapcTBeHHoro apxuBa (mainee — OIIK rocapxuBa)
JIOITYCKAETCs TOJIBKO Ha OCHOBAaHUM COOTBETCTBYIOILUX peIleHUH 3kcrepTHOM komuccuu u JIIK
rocapxusa.

2.11. Tlocne kaxa0ro MOCTYIUICHHS] WM BBIOBITHUSI JOKYMEHTOB (yTpara, OOHapy>KeHue
HEYYTEHHBIX JOKYMEHTOB) COCTaBISIETCS HOBAas WTOIOBAas 3allMCh K OIUCH JeJ, KOTopas
HOJIHMCHIBAECTCS €€ COCTABUTEIIEM C YKa3aHHEM JOJKHOCTH U JJaThl COCTABJICHUS.

2.12. 3akoHUEHHAS OMHCH JET BMECTE C TUTYJIHHBIM JINCTOM U CIIPABOYHBIM ariapaToM K
HEl 3aKtoyaeTcs B TBEPAYIO 00JIOKKY, HyMEpYeTCsl U MOIINBACTCS UIIH MEPeIIeTaeTCs.

Kaxnmass  3akoHYeHHass  OmMWUCh  JieJl, TOM  ONHCH  Jel  JOJDKHBI ~ HMMETh
JMCT-3aBEPUTEIb.

2.13. Ilpu HanM4yMM B apXxuBe ABYX M OoJiee OMMCEH J1e BEAETCS peecTp OmMHCeH e
(mpunoxkenue Ne 5 k Hactoseld MHcTpykuum).

Onucu n1e1 BHOCATCS B PEECTp OMHMCEH €1 B XPOHOJOTMYECKOW IMOCIEA0BATEIbHOCTH
HOCTYIUIEHHUS T0J] COOTBETCTBYIOIIMMU MOPSIIKOBBIMUA HOMEPaMHU.

2.14. Omucy nen (ro1oBBIE pa3aesibl OMMCEH JIeT) COCTABIISIOTCS:

MIOCTOSIHHOTO XPAaHEHMs — HE MEHee 4YeM B YeThIpeX HK3eMIUIIpax: TpH Ha OyMaKHOM
HOCUTEJIE U OJIUH B AJIEKTPOHHOM BHUJIE (B KaUeCTBE pabOYero 3K3eMIUIsIpa);

BpeMeHHoro (cBblie 10 1eT) XpaHeHUs] — HE MEHEee YeM B JIBYX SK3EMILIAPaXx.

2.15. Onrcn gen (ToJ0BBIE pa3/Ieibl OMKUCEH) ITOCTOSTHHOTO XPAHCHHS PACCMATPHUBAIOTCS
HKCIEPTHON KOMHUCCHEN CyAeOHOro ydacTKa MHUPOBOIO CYZAbH (Jlanee — 3KCIepTHass KOMHCCHUS),
IIpU UX COIVIACOBaHMM B KOHIIE pa3jerna ctaBuTcs rpud «CoriiacoBaHo» ¢ yKa3aHHEM HOMepa
IPOTOKOJIA SKCIIEPTHON KOMUCCHUU U JIaThl 3aCe/laHMsL.

2.16. CormacoBaHHBIE KCIIEPTHOW KOMECCHEH omucH Jen (TOJO0BbIE pa3/eibl OmIcei)
MOCTOSIHHOTO CPOKa XpaHEHUs MpejacTaBisiorcs Ha yreepxkaeHue JI1K rocapxusa.

Onucu nen (rogosble pasnensl onucel) Hampasistorcs B OIIK rocapxua B Tpex
HK3EMIUIApax Ha OyMa)KHOM HOCHTEJE, a TaKKe B AJIEKTPOHHOM BHJIE HE MO3XKe, UeM yepe3 TpU
rojia MocJje 3aBepLIeHUs /1€ J1eI0MPOU3BOJICTBOM.

Ilepen HampaBieHHEM ONHMCEH Jed Ha YTBEpXKJIEHHE IPOBEPAETCS HalIU4yhe el
(Haps0B), BKIIOYEHHBIX B 3TU OIHCH.

ITocne yrBepxxaenust onuceit nen DIIK rocapxuBa OHU yTBEpHKJIAalOTCSI MUPOBBIM CYJIBEH.

2.17. Omucu (TofoBbIe pa3/ieibl ONMucei) aen BpeMeHHOro (cBeimie 10 jer) XpaHeHUs
COTI'JIACOBBIBAIOTCS € AKCIIEPTHON KOMUCCHEH, TTOCIIE Yero YTBEPHKIAt0TCSI MUPOBBIM CY/bEH.

2.18. Tlocme yTBepXACHUS MHPOBBIM CyAbEH TIO TPU DJK3EMIUIIpa OMHCEH e
MOCTOSIHHOTO XpaHEHUsi Ha OyMa)KHOM HOCHTENE, a TakKe IO OJHOMY JK3EMIUIAPY KaKIou
ONMHMCH B DJIEKTPOHHOM ¢opme (B KadecTBe pabouero -HK3eMIuigpa) TMepeaaTcs B
rOCyJapCTBEHHBIHN apXuB.

OnuH 5K3eMIUISp ONMUCH JeN MOCTOSHHOTO XPaHEHHsI ¢ OTMETKOH TOCYIapCTBEHHOTO
apxuBa O NMPHUHIATUU JOKYMEHTOB Ha YY€T OCTAaeTCsi B CyA€OHOM Yy4acTKe MUPOBOTO CYIbU H



XPaHUTCS B CTIICUATLHOM Hapsize.

2.19. Ilpu mepBoil mepemaye TOKYMEHTOB B TOCYAAPCTBCHHBIM apXWB IIEpenaeTcs
UCTOpHUYECKas CIIpaBKa K (OHIy, KOTOpasi COCTABJISIETCS B IBYX DK3EMILISIPaX: OJUH — XPAaHUTCS
Ha CyJIeOHOM y4acTKE MHPOBOTO CY/IbH, BTOPOH — IIEpEIaeTCs B TOCYIApPCTBEHHBIN apXuB.

Hcropuueckast cripaBka K (JOHIYy COCTOMT M3 UCTOpHH (poHIOO0OpazoBarens (CyneOHOro
y4acTKa MUPOBOTO CyJbH), UCTOpUU (PoHma (00beM, KpailHHE NaThl JTOKYMEHTOB, CTEICHb WX
COXPaHHOCTH, JaThl IMepelayd IOKYMEHTOB Ha IIOCTOSIHHOC XPAaHCHHE) U XapaKTePUCTUKU
JIOKYMEHTOB (OHA.

[Tpu mocnenyromux mnepegadax JOKYMEHTOB IEpeaaeTcsi AOMOJHEHHE K UCTOPUYECKON
CIIpaBKe.

3. Odopmienne ge1 1 MHBIX JOKYMEHTOB K NOC/IEAYIOLIEMY
XPaHEHHIO B apXHBe

3.1. Bce okoHYEHHBIE MPOU3BOJCTBOM CyIeOHbIE aena (HApsAObl), a TaKXKe KHUTH,
JKYpPHJIbl perucTpanuu (yuyera) U y4eTHO-CTaTUCTHMYECKHE KApTOUKM Ha Jieja /10 Mepeiadd B
apxuB JIOJDKHBI ObITh O(GOpPMIIEHBI IOMOIIHMKOM MHPOBOrO CyAbM (1o Jenam o0
aJMHHHMCTPATUBHBIX MPABOHAPYILEHUSAX), CEKpeTapeM cyneOHOoro 3acefaHusi (1O YroJOBHBIM
JeaM M TPaXJaHCKUM JieJaM MCKOBOIO IMPOM3BOJICTBA), CIELUAIUCTOM (Jeda MPUKA3HOTO
IIPOU3BOJICTBA) B COOTBETCTBUHU ¢ TpeboBaHusmu [IpaBun Ne 526 u Hacroseit MHcTpykumen.

ITocne Hamiexamero ogopmIIeHHs HNOMOIIHUK U CEKpeTapb CyIeOHOro 3aceiaHus
nepeaanT OKOHYCHHBIE cyneOHble nena (Hapsabl), a TakkKe KHHUTH, XYPHAIbl PErHCTpaluu
(yueta) M YYETHO-CTATMCTHYECKHE KApTOUKM Ha Jeja CHEeLHAIMCTy IO aKTy COINIaCHO
npuioxenuto Ne 5.1 k Hacrosieit Uactpykumm.

CynebHble nena nojjiexar o(GOpPMIICHUIO Ul NEpeljauyd B apXUB HE IO3]HEE OJHOI0
MecsIa Tocie OOpamieHHss K HMCIOJHEHHIO BCTYNHBIIETO B 3aKOHHYIO CHIIy 3aBEPILIAIOIIETO
cyneOHoro akra. O0OpalieHne K UCIIOJIHEHUIO IPOU3BOIUTCS B COOTBETCTBUU C MPOLECCYATbHBIM
3aKkoHOAaTenbcTBOM Poccuiickoit ®enepanun u nosnoxeHusMu WHcTpykiuu no cyneOHomy
JIeNIOTIPOU3BOICTBY B pallOHHOM cyjie, yTBepxaeHHou [Ipuka3zom CynebHoro aenapramMeHTa npu
BepxoBHoMm Cyne Poccuiickoit @eneparin ot 29 anpenst 2003 r. Ne 36.

3.2. Pemenne Ha mepenady el B apXWB IPUHUMAEeT MHMPOBOM Cylbs, a HpU €ro
OTCYTCTBHH — MUPOBOM Cy/ibsl, HA KOTOPOI'O BO3JIO’KEHO HUCIIOJIHEHUE €r0 00S3aHHOCTEH.

MupoBoii cypsi TpOBEpsIET BCe MPOU3BOACTBO 1O cyeOHOMY neny, Matepuany. Cyaben
TaKXe TPOBEPSIOTCS JAOKYMEHTHI, MpeIHa3HAuYeHHBIC Ul Tepeladyd B apXwB, W Ha OOJIOXKKe
Jiena, MaTepuaia MpoCcTaBiIAI0TCS OTMETKHU O Iepesaye Jesia B apXuB, JaTa fnepejadn U MoJIIuch
CYyJbH.

3.3. ®opMupoBaHUe Jiesia TPOU3BOIUTCS C YUETOM CIEAYIOUINX OOIIUX MPAaBUIT:

— B JIeJI0 TIOMEMIAIOTCSI HCIOJIHEHHBIE JOKYMEHTBI, COOTBETCTBYIOIIME IO CBOEMY
COJIEpKAHHUIO 3ar0JI0BKY JiejIa 0 HOMEHKJIaType /e,

— JIOKyMEHTBI TIOCTOSSHHOTO W BPEMEHHBIX CPOKOB XpaHEHHs TPYNIHPYIOTCS B Jeia
pa3eNbHO;

— B JIEJIO BKJIFOUAETCS 10 OJTHOMY IK3EMILISPY KaXKI0ro JOKYMEHTa;

— JIOKyMEHTBl JOJDKHBI OBITh TNPAaBWIBHO M TOJHOCTBIO OQOpPMIIEHBI (MMETh JaTy,
MOJIMHUCH U UHbIE HEOOXOIUMbIE PEKBU3UTHI);

— MPUJIOKEHHSI TOMEAI0TCS BMECTE C OCHOBHBIMU JOKYMEHTaMH;

— B JIeI0 TPYNHUPYIOTCS JOKYMEHThI OJHOTO KajJeHJIApHOro roja (UCKIIOYEHHE:
NepexoIAIINe 1ea; CyAeOHbIe Jerna);

— B cyAeOHbIX Jenax (Hapsjax), MOAJIeKAIIUX CJadye B apXMB Ha IOCTOSHHOE H
BPEMEHHOE XpaHEHHE, MPOLIUBAIOTCS U MPOHYMEPOBBIBAIOTCS BCE MNPHUOOIIEHHBIE K ey,
IIPOM3BOJICTBY JJOKYMEHTBI, COCTABIISICTCSI UX BHYTPEHHSISI OTIHCh;

— B KOHIIE Jiena (Haps/a), MPOM3BOACTBA HA OT/EIBHOM JIMCTE-3aBEpUTEIIe COCTABISIETCS



3aBepHUTeIbHAs HaaANuch. Ha 06oKke ea mpoCcTaBIseTcsl UHICKC JeNia U CPOK XPaHEHHUS.

3.4. Crenmanuct 00s13aH TPOCMOTPETHh BCE MATEPHAIIBI TI0 JeTy, MOJIeKAIIeMy clade B
apxuB, oOpamas oco00oe BHUMaHNE HAa UCTIOJHEHHE BCTYMUBIIETO B 3aKOHHYIO CHITY CyAeOHOTO
pelieHusl.

Jlena 1O HEHWCIOJHEHHBIM CYACOHBIM aKTaM CHEIHAINCTOM JUIsl CIAa4d B apXWUB HE
MPUHUMAIOTCSL.

3.5. B 3aBHCHMMOCTH OT CpOKOB XpaHEHHS [ell TMPOBOAMTCA WX IOJHOE WU
yacTU4HOE 0(OpMIICHHE.

[TonmHOMYy oOQoOpMIICHHIO TIOJUIeKAT Jela IOCTOSIHHOTO W BPEMEHHBIX  (CBBIIIE
10 neT) cpoKOB XpaHEHHUS.

3.6. [TonHoe odopmitenue nen Ha OyMa)KHOM HOCHTENE MPEyCMaTPUBACT:

— MOJIIMBKY WJIM MEpervieT JTOKYMEHTOB jenia (HepopMaTHble TOKYMEHTHI XpaHSTCS B
3aKpBITHIX TBEPABIX MaNKaxX WK KOPOOKax);

— HyMepaluio JIMCTOB JIeNa;

— COCTaBJIEHHE JIMCcTa-3aBeputens (npuioxkenue Ne 6 k Hacrosmed MHcTpykuun);

— COCTaBIIEHHWE BHYTPEHHEW OMUCH JOKYMEHTOB jena (mpuiokeHue No 7 K HacTosuiei
WucTpykuun);

— othopmiienue 06noxku aena (mpuioxkenue Ne 8 k Hactosuieit MHcTpykumm).

3.6.1. JIoKkyMeHTHI MTOIIIMBAIOTCSL HE MEHEE YeM Ha YeThIPE MPOKOJIAa B TBEPAYIO O0JIOKKY
VI TIEPETIETAI0TCS ¢ YYETOM BO3MOXHOCTH CBOOOJIHOTO YTEHHS BCEX JOKYMEHTOB, JaT, BU3 U
PE30ITIOIMI Ha HUX, METAJUTMYECKUE CKPETUICHHs U3 JJOKYMEHTOB yaassitoTcs. [Ipu orcyrcTBUM
oy Uil TOJAUIMBKUA JIOKYMEHT HEOOXOAMMO HakKJIeuTh 0e3 TMOBPEeXKICHHS TEeKCTa Ha
BCIIOMOTATEIbHBIH JIUCT.

JIOKYMEHTBI MOJIIKUBAIOTCS B JIEJI0 B XPOHOJIOTMYECKOM TOpPSAKE, BCE MPHUOOIICHHBIE B
IpoIiecce pacCCMOTPEHHS Cy1Ie0HOTO Jiena JOKYMEHTHI — B MOPSIKE MX IMTOCTYTUICHHS.

K neny He AOMKHBI MOAIIMBATHCS JTOKYMEHTHI, TOJUISKAIINE BO3BPATY, a TAK)Ke KOIMUU
JOKYMEHTOB, YK€ UMEIOIIUXCS B IeTie, YePHOBUKH.

MaxkcumanabHOe KOJIMYECTBO JIMCTOB, MOALIMBAEMBIX B OJIUH TOM, HE JIOJDKHO MPEBBIIIATh
250 nucroB mpu tonumHe He O6onee 4 cm. Ecnu konmudecTBO JUCTOB B Jene mpesbimaer 250,
MatepHuaibl (OPMHUPYIOTCSI B TOMa B XPOHOJOrMYecKoM mopsiike. Tom 2 MokeT ObITh Hayar
JUIIb Tocsie okoHyaHus Toma 1. Ha Tomax nomkeH ObITh OOIIMil 3ar0JIOBOK IO HOMEHKIJIATYpe
Jel.

B nauvane nenma Ha OyMa)kHOM HOCHTENE TPU HEOOXOIUMOCTH IOMIIMBAIOTCS JIUCTHI
BHYTPEHHEH OMUCH JJOKYMEHTOB JIeJa, B KOHIE Ka)K/0ro Jiea — JIUCT-3aBEPUTENb.

B ciyuae wucnonp3oBaHMsS I (PUKCHPOBAHUS XOJa CYA€OHOTO 3acelaHMsl CPEICTB
ayJMO3allUCH U WHBIX TEXHUYECKHX CPEACTB JIEKTPOHHBbIE HOCUTENU HH(pOpManuu (IUCKH,
JUCKETHI, (JIeII-KapThl) XPaHATCS BMeCTe C CyAeOHbIM jenoM. [Ipu 3TOM OHHM TOJDKHBI OBITH
BUIMTHI B cyneOHOe jaeno (MpuoOIIeHbl K MPOTOKOIY CyAeOHOro 3acefaHus) B yIaKOBAaHHOM
BuZe (KOHBEPT) C YKa3aHWEM Ha YIIAaKOBKE HOMepa Jeja, JaTbl, a TakXKe IOJIMHCAHEI
CHEeLMATUCTOM. YTaKoBKa JIOJDKHA 00€CHeunBaTh COXPAHHOCTb 3JEKTPOHHOTO HOCHUTENS OT
MOBPEXKICHUM U IIOPYH.

3.6.2. Bee nucthl ena (KpoMe JIMCTa-3aBEPUTENS] U BHYTPEHHEH OMUCH) HYMEPYIOTCS B
BAJIOBOM TIOpsIIKE apaOCKUMU mHdpamu, KOTOpPBIE MPOCTABISIIOTCS B MPAaBOM BEPXHEM YTy
JUCTa JOKYMEHTA MPOCTHIM TpadUTHBIM KapaHAAIIOM WU HYMEPaTOpOM.

JIucThl BHYTPEHHEHN OMUCU JOKYMEHTOB JIeJIa HYyMEPYIOTCSA OTAEIBHO.

JIMcTel 7A€n, COCTOAIIMX M3 HECKOJBKMX TOMOB, HYMEPYIOTCS IO KaKJIOMY TOMY
OTJIEIBHO.

dotorpaduu, YepTeRH U JPYrue WUIIOCTPATHUBHBIE JTOKYMEHTBI, MpPEACTaBISIONINE
CaMOCTOSITENILHBIN JIUCT B JIENIe, HYMEPYIOTCS Ha 000OPOTHOI CTOPOHE B JIEBOM BEPXHEM YTITY.

CHOXeHHBI JHCT pa3BOpauMBaeTCcs W HyMepyeTcs B TPaBOM BEpPXHEM YIIIy.
[Ipu sTom muct moboro ¢popmara, MOAIIUTEIA 32 OJIMH Kpal, HyMepyeTcs KaK OJWH JIUCT; JIKCT,
CJIO’KEHHBIN U MMOJIIIUTHIN 32 CepeinHYy, OUICKUT NEepelInBKEe U HyMepyeTcsl KaK OJJUH JIUCT.



JIMcT ¢ HarIyXxo HaKJIECHHBIMH TOKyMEHTaMU (BBIpE3KaMH, BBITHUCKaMH, (poTorpadusMn)
HyMepyeTcs Kak OJWH JHUCT. EciaM K JOKyMEHTy B Jej€ IMOJKICEHbl OJHUM KpaeM Jpyrue
JIOKYMEHTHI (BBIPE3KH, BCTaBKM TEKCTa, IEPEBOJbI), TO KaXKAbIH JTOKYMEHT HyMepyercs
OTJEIBHO.

[lonmuTele B J€JI0 KOHBEPTHI C BJIOKEHUSIMU HYMEDPYIOTCS; MpU 3TOM BHayale
HyMepyeTcs KOHBEpPT, a 3aTeéM OYepeJHbIM HOMEpPOM KaXJoe BIOXeHHe B KoHBepre. Ecium
BJIO’KEHUSI HyMEPOBATh HENb3s, UX HAINYUE OrOBAPUBAETCS B 3aBEPUTEIBLHON HAIIIUCH.

[Tonmutele B €710 TOKYMEHTHI ¢ COOCTBEHHOM HyMmepaliel JUCTOB (BK/IIOUYas IIeyaTHbIE
U3JJaHKs) MOTYT HYMEpOBAaThbCs B OOIIEM MOPSJIKE MU COXPAHATh COOCTBEHHYIO HYMEpPAlHIO,
€CJIM OHA COOTBETCTBYET MOPSAIKOBOMY PACHOJIOKEHHIO JIUCTOB B JIEJIE.

[Tpu oOHapyxeHHH OOJBIIOrO YKCIA OMMOOK B HyMEpalMH JIUCTOB Jefia MPOBOAUTCS
nepeHyMepanusi, pu KOTOPOH CTapble HOMEpa 3aYepKUBAIOTCS OJHONW HAKJIOHHON 4epToi, u
PSIOM CTaBHUTCS HOBBIA HOMEp JIMCTA. [Ipy HamM4YMu OTAENBHBIX OMIMOOK B HyMEpaluu JUCTOB
Jier1a JI0IyCKaeTcs ynoTpedIeHUe TUTEPHBIX HOMEPOB JIMCTOB.

B ciysae  u3MeHeHuss  HyMmepaluuMu  JIMCTOB  JIeJla  COCTAaBJISIETCSl  HOBBIN
JMCT-3aBEPUTEIIb, IIPU 3TOM CTAPBIH COXpaHSETCS B JIEIe.

3.6.3. Ilocne 3aBepuieHUs HyMEpalWU JHCTOB COCTABISICTCS 3aBEPUTENIbHAS HAMAINCH,
KOTOpasl pacrojaraercs B KOHIE JieJla Ha OTJEeJNbHOM JIMCTe-3aBepuTene (nmpuioxenue Ne 6 k
Hacrosiied MHCTpykiun).

3ampeniaercss BBIHOCUTD JINCT-3aBEpUTENb Ha OOJI0XKKY Jea UM YUCThIM 000poT nucTa
NoCJIeTHEeTo JOKyMeHTa. Eciu 1erno moammro wim meperieTeHo 0e3 OiiaHka JIMCTa-3aBepuTers,
OH JIOJKEH OBbITh HaKJIEEH 3a BEPXHIOI0 YacThb JIMCTa HA BHYTPEHHIOI CTOPOHY OOJI0XKKHU B KOHIIE
Jena.

B 3aBeputenbHOM HaanMcH yKas3bIBalOTCS ILU(GpPaMU U IMPOIUCHIO  KOJIUYECTBO
IIPOHYMEPOBAHHBIX JIMCTOB M KOJMYECTBO JIUCTOB BHYTPEHHEW OIMCH, OTOBapHUBAaIOTCS
0COOEHHOCTH HyMeEpalluy JIUCTOB Jena (Hapsja) (Halnuyue MpOINYLICHHBIX HOMEpPOB; HOMepa
JUCTOB C HaKJICeHHBIMU (oTorpadusMu, JOKyMEHTaMH, BBIPE3KaMH M3 TaszeT; HoMepa
KOHBEPTOB C BJIOXEHUAMH U KOJMYECTBO BJIIO)KEHHBIX B HUX JIUCTOB).

Bce mocnenyroniye M3MEHEHHsS B COCTaBE U COCTOSIHMM Jiesia (IOBPEXICHHS, 3aMEHa
HOJUIMHHBIX JJOKYMEHTOB) OTMEUAIOTCS B JIMCTE-3aBEPUTENIE CO CCHUIKOW Ha COOTBETCTBYIOIIMN
aKT.

3aBepuTeIbHAS HAJIMUCh MOJNHMCHIBAETCS PAOOTHUKOM, MPOU3BOAMBIIMM O(OpMIIEHHE
Jiena JJis epesiayy B apXuB, ¢ yKa3aHUEM JIOJKHOCTH U AAThl COCTaBJICHUS STOW HAIMKCH.

IIpumep: B Hacrosmem Jene (Hapsle) MNPOLIMTO M HpoHymepoBaHo 250 (aBectu
MATBIECST) JIMCTOB, B ToM uucie 3 (Tpu) ¢ortorpapuum Ha nucrax: 20, 113, 235. Nmerorcs
auTepHble JucThl ¢ Homepamu 10a, 33a, 336. B konBepte (muct 245) HaxomuTcs TpyaoBas
KHMXKKa OCyXJleHHOro VBaHoBa A.B.

3.6.4. Odopmienue 06JI0KKH €.

Ha o6Onoxkax gen (mpuiokenue Ne 8 k Hactosimeidl MHCTpyKIUH), MOJIEKAIIAX
MOCTOSIHHOMY U BpeMeHHOMY (cBblIlIe 10 j1eT) XpaHeHHI0, YKa3bIBatOTCS:

— HaMEHOBaHue CyZIeOHOr0 y4JacTKa (TMOJHOCThIO, B UMEHUTEILHOM Mafeke);

— 3aroJIOBOK jiefia (ToMa);

— (amunus, UM, OTYECTBO OCYXJACHHOIO JIMIA W TOJHOE HAaWMEHOBAHHE CTaTbU
YronoBHoro koaekca Poccurickoit @enepanuu, o KOTOpOH JIMIO OCYXKIAEHO;

— ¢amMuIMs, WHUIUANBI HCTLA, OTBETYMKA (HAaMMEHOBAHWE OpraHM3allH), CyTh HCKa
(3asBICHMS);

— J1aThl HayaJla ¥ OKOHYaHHUs Jiena;

— HOMEp NMPOU3BOCTBA M0 JIENY;

— UHJIEKC JIeNa;

— HOMEp TOMa;

— KOJINYECTBO JIUCTOB B JIETIE;

— CPOK XpaHEHMS Jieja ¢ yKa3aHUEM J1aThl, 1O KOTOPOMl OCYIECTBIISIETCSA XPaHEHUE;
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— JlaTa Nepeayvu Jieja B apXuB;

— TIOJIMMUCHh MUPOBOTO CYABH (C pactirudpoBKON MOAMHICH).

Jlena moCTOSITHHOTO CPOKa XpaHEHUS JOJKHBI OBITh MOJIIIUTHI B TBEPAYIO OOI0XKKY.

Ha o6noxke /1e1 MOCTOSHHOIO XpaHEeHHUs MTPelyCMaTpUBACTCS MECTO JUIsl HAUMEHOBAaHUS
rOCyJapCTBEHHOT'O apXMBa, B KOTOPBIN Aea OyayT MPUHSATHI.

IIpy n3MeHeHMM HaMMEHOBaHMs CyJEOHOr0 ydacTKa Ha OOJIOKKe Jejla JOIHMChIBAeTCs
HOBOE HAMMEHOBAHHE, a MPEKHEE 3aKII0YACTCS B CKOOKH.

3aroJ0BOK Jiena Ha OyMa)KHOM HOCHUTEJIE M 3ar0JIOBOK 3JIEKTPOHHOIO Jella MEePEeHOCITCS
Ha OOJIOKKY JeNa W3 HOMEHKJIATyphl. 3arojOBOK JOJDKEH COOTBETCTBOBATH COAEPIKAHUIO
JIOKYMEHTOB B JIeJIe.

Ha o06noxke nmena ykaspiBaeTcsi ero jara — roji(bl) 3aBEJCHHS M OKOHYAHUS Jiela B
JIeJIONIPOU3BO/ICTBE.

Ecin B neno BKIIOYEHB! JOKYMEHTHI (HAalpuMep, NPUIIOKEHHUsS), JlaTa KOTOPBIX HE
COBIAJIAET C JaTOW Jena, TO MOJ JaTOM ¢ HOBOM CTPOKM jAenaercs o0 3ToM 3amuck: «B nene
MMEIOTCS IOKYMEHTHI 32 ... TOA (BI)».

Jlatoil nen, copep)KallMX paclopsIUTEeIbHYI0 M HMHYI0 JOKYMEHTALUIO (JIOKJIAfbl,
UChbMa), A KOTOpPOM TOYHAs JaTHUPOBKAa MMEET Ba)XHOE 3HAYEHUE, a Takxke i Jell,
COCTOALIMX M3 HECKOJbKMX TOMOB, SBJSIFOTCA JaThl (YMCIO, MECSIL, TO0Jl) pPErucTpanuu
(cocTaBiieHHUs, TOCTYIJIEHHUS) CAMOI'O PAHHETO U CAMOTI'0 MO3JHEr0 JOKYMEHTOB, BKJIIFOUEHHBIX B
neno (KpaiiHue 1aThl 1€, JOKYMEHTOB).

[Ipu obo3HaYeHNM aThl JOKYMEHTA CHadala YKa3bIBAeTCS YMCIIO, 3aTEM MECSIl W TOI.
Yucno u rog 0603HavaroTcs apabCKUMU [M(ppamMu, Ha3BaHHE MECSIAa — CJIOBOM.

OOs3aTeNnbHBIMA  PEKBU3UTAMU OOJIOKKH Jlela Ha OyMa)KHOM HOCHTENE SIBIISIFOTCS
yKa3aHHe KOJIMYECTBa JIMCTOB B jeje (IPOCTaBIIeTCs Ha OCHOBAHUM JIMCTa-3aBEPUTENIs) U CPOK
XpaHEeHus Aena (Ha Jejlax MOCTOSIHHOIO XPaHEHUsI MUIIETCS: «XPAHUTDh [TOCTOSIHHOY).

3.6.5. Bo Bcex pnenax, mojiiexamiux Iepegadye B apXUB Ha MOCTOSHHOE M BPEMEHHOE
xpaHenue (csbiuie 10 sier), cocTaBisieTcss BHYTPEHHSISI ONUCh JOKYMEHTOB Jena (mpuioxeHue Ne
7 x Hacrosiel VHCTPYKIMK) ¢ yKa3aHHEM 3arojioBKa, WHICKca (HoMepa) JIOKYMEHTa, IaThl U
HOMeEpa JINCTa B Haps/e.

Ecnu neno Ha 6yMa)kHOM HOCHTEJNE NMEePenieTeHo WM NoJImnTo 0e3 OJlaHKa BHYTpEeHHEH
ONMKMCH JOKYMEHTOB, TO COCTaBJE€HHAs 110 YCTAaHOBJIIEHHOM QopmMe BHYTpPEHHSS OIHCH
MOJKJIEUBAETCS K BHYTPEHHEW CTOPOHE JIMIIEBOI 00JI0KKY /1ena.

N3meHeHus cocTtaBa JOKYMEHTOB Jieia (M3bSTHUS, BKIIOYEHHUS JIOKYMEHTOB, 3aMEHa
JIOKYMEHTOB KOIUsIMH) OoTpakatoTcst B rpade «lIpumedanuey BHYTpeHHEH ONKMCH CO CCbUIKAMU
Ha COOTBETCTBYIOIIME aKThl. IIpy HEOOXOAMMOCTH MOTryT OBITh COCTaBJIEHBI HOBAasi UTOTOBAs
3alMch K BHYTPEHHEN ONMCH U JIUCT-3aBEPUTEIID JENIA.

JIucThl, Ha KOTOPBIX C/eJIaHa BHYTPEHHSS ONHUCh, HyMEpYyrOTCs oTaenabHOo. KonnyecTBo
JMCTOB BHYTPEHHEN ONMHUCH YKa3bIBAETCS B 3aBEPUTENILHONW HAJIIMCH TOCIE OOIIEro KOJIM4ecTBa
JIMCTOB B Hapsi/ie 4epe3 apupMeTHUEeCKU 3HAK ILTIOC.

3.7. B yueTHO-perucTpaoHHbIX KypHajaX MOCTOSHHOTO U BpeMeHHOro (cBbie 10 jer)
XpaHEHUus Iepes UX Iepenadeld B apXUB OCYIIECTBISETCS HyMepalus JUCTOB U MPOU3BOIUTCS
3aBepUTENbHAs HAJIIUCH.

Ha o005noxke perucTpaiioHHOTO >KypHalda WM KHHUIHM COIJIACHO HOMEHKIJIAType
IIPOCTABIISIETCS CPOK XPAHEHUSI U YKa3bIBAETCS KOJMYECTBO JINCTOB.

[lepen nepenaueil B apXuB y4e€THO-CTaTUCTHUECKUX KapTOUYEK MPOBEpSIETCS WX HAU4He
¥ 3aI10JIHEHUE BCEX MIPELYCMOTPEHHBIX PEKBU3UTOB.

[Tocne nmepenaun ei1 B apXUB yUE€THO-CTaTUCTHUECKHUE KApTOUKH JIOJDKHBI XPAHUTHCS B
KapToTekax (SIIMKaX, KapTOTEYHBIX IIKadax) OTAEIbHO IO YrOJOBHBIM, TI'PaKIaHCKHUM,
aJMUHHMCTPATUBHBIM JesaM, AejlaM 00 aJMHUHHCTPATUBHBIX IMPABOHAPYIICHUSIX B IMOPSJIKE HUX
HOMEpPOB M0 rojgam. B kaxaom ToMe TOMKHO ObITh He Oonee 150 yd4eTHO-CTaTHCTHUECKUX
KapTouek, Ho He Oonee 250 nucToB.

VY4eTHO-CTaTUCTHYECKHE KApTOUYKH IEpeJaroTcs B apXUB BMeCTe ¢ al(aBUTHBIM
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ykazaresneM (pacneuatku u3 ['AC «IIpaBocyaue).

3.8. ITlocme mosydeHUss OT TOMOIIHMKA MHPOBOTO CYIbH, CEKpeTaps CyaeOHOro
3acelaHusl HapsJI0B U APYTUX JIOKYMEHTOB JUlsl IEpEAAayu B apXUB, CIEHUAINUCT OCYIIECTBISAET
opopmieHHEe W TOATOTOBKY MAaTEpUAJIOB HA IIOCTOSIHHOE M BPEMEHHOE XpaHEHHE B
COOTBETCTBUU C aKTOM IpUEMa-Niepeaul JOKYMEHTOB (C OIKCHIO).

3.9. JlokyMeHTbI, 0pOpMIICHHbIE HEOPEIKHO, C HAPYLIEHUEM YCTAaHOBJIEHHBIX HACTOSILEH
WNuctpykuuneit TpeOoBaHNHN, CTISIUATUCTOM [T (GOPMUPOBAHHS apXUBa HE IPUHUMAIOTCS.

4. JKcnepTH3a HEHHOCTH JOKYMEHTOB. 321a4i U (PYHKIUH
JIKCNEPTHOH KOMUCCUM CYIeOHOI0 y4acTKa

4.1. DkcnepTu3a UEHHOCTH CyAEOHBIX [ell JOKYMEHTOB IIPOBOJUTCSI Ha OCHOBE
3aKOHOJATENIBHBIX M MHBIX HOPMAaTUBHBIX IpaBOBbIX akToB Poccuiickoii denepauuu u
Kabapauno-bankapckoit Pecry0nuku, ycTaHaBIMBAIOIMX TpPeOOBaHUS K CPOKAM XpaHEHUs
JIOKYMEHTOB, TUIIOBBIX M BEIOMCTBEHHBIX IIE€PEUHEH JOKYMEHTOB C YKa3aHHEM CpPOKOB HX
XpaHEHHUS:

— MpY ONpPEENIEHUN CPOKOB XpaHEHUsI Cy1eOHBIX JIET;

— IIPY COCTABJICHUU HOMEHKJIATYyphI JIET;

— MpY NOJTrOTOBKE €I K IEpejaue B apXuB;

— B apXUBe.

DKcnepTu3e LEHHOCTH TMOAJIekKAT BCE JOKYMEHThl HE3aBUCHMO OT BHJIOB HOCUTENEH U
Croco0OB 3aIucH.

4.2. 1o npoBeAeHUs 3KCHEPTU3bl LIEHHOCTH YHUYTO)KEHHE JIOKYMEHTOB 3aIPEILAcTCs.
3ampenaercss MPOBEACHHUE SKCIEPTU3bl IIEHHOCTU JIOKYMEHTOB TOJBKO IO 3arojioBKam el
(Haps10B) 6€3 MpPOCMOTpa caMUX JIOKYMEHTOB.

4.3. Jlns opraHu3alyy M NPOBEACHHUs PabOThl MO 3KCIEPTHU3E LIEHHOCTH JOKYMEHTOB
IIPUKA30M (PacCMOpsKEHUEM) MUPOBOTO CY/bH CO3/1A€TCs MOCTOSIHHO JEHCTBYIOIAs SKCIIEpTHAs
KOMHCCHUS CyAeOHOI0 yJyacTKa MUPOBOTO CYJIbH B COCTAaBE HE MEHee 3 YellOBeK.

DKcrepTHasT KOMHCCHS JEWCTBYET Ha OCHOBAaHUM IOJIOKEHMsS, pPa3padOTaHHOrO Ha
ocHoBe [lpumepHOro monoxeHuss 00 SKCIEPTHON KOMHMCCHUU OpPraHU3alluH, YTBEPXKIAEHHOIO
npuka3zom denepanbHoro apxuBHoro arenrcrsa ot 11 anpens 2018 r. Ne 43.

IIpencenarenem JKCIIEPTHOU KOMHUCCUH ABJIAETCS MHUPOBOM CyIps,
CEKpeTapeM — CIIELHAJKCT, a YWIEHAMU KOMHUCCHHM — ITOMOIIHUK MHUPOBOIO CyJIbU U CEKPETaph
CyneOHOro 3aceqaHusl.

4.4. OcHOBHBIMU (HYHKIHMSIMHU IKCIIEPTHON KOMUCCHU SIBIISIOTCS:

— OpraHM3anus eXXeroJHoro oToopa Aei JUisl XpaHeHUs U YHUUTOKEHMS,

— PacCMOTPEHHUE U COTIIACOBAaHUE MPOEKTAa HOMEHKIJIATYPHI /1], ONUCEH e TOCTOSTHHOTO
U BpeMeHHBIX (cBbIlIe 10 JIeT) CpOKOB XpaHEHUs, aKTOB O BBIJEICHUH K YHHUTOXEHMIO JeJl, He
MOJJIEKALUX XPAHEHUIO;

— ydacTue€ B TOJArOTOBKE M PAacCCMOTPEHUM IPOEKTOB HOPMATUBHBIX M METOIUYECKUX
JIOKYMEHTOB 10 BOIpocaM paboThl ¢ JOKYMEHTaMU CyJeOHOTO y4acTKa,

— IPEACTABICHUE 3aKIIOUYEHUN O XapakTepe IOKYMEHTOB MJIsl ONpPENEICHHS] CPOKOB
XpaHeHus Aen (HapsaoB);

— BBIHECEHME PELICHUI O NPEeACTAaBICHUN ONUCeH e (HapsI0B) MOCTOSHHOTO XPaHEeHUs
Ha yTBEP)KJAEHNE YKCIIEPTHO-IIPOBEPOYHON KOMUCCHEN U MUPOBBIM CYJbEH.

4.5. 3acemaHus OHKCHEPTHOM KOMHCCHUU MPOBOJATCS 1O Mepe HeOoOXOIUMOCTH,
HO HE peXke JABYX pa3 B ToJ, U OQOPMISIIOTCS MPOTOKOJIOM, KOTOpPBIM MOJMHCHIBAETCS
IpeJIcEAATENEM, CEKPETAPEM U YIEHAMH KOMHCCHHU.

Pemenust skcrepTHOM KOMHMCCHU MO KaXXJIOMY BOINpOCY (IOKYMEHTY) MPHUHUMAIOTCS
00JIBIIMHCTBOM ToJI0coB. CIIOpHBIE BONPOCH MIPU PA3/I€ICHUHU T'OJI0OCOB MOPOBHY Pa3peIlaloTCs
MHPOBBIM CYJbEN.

4.6. Benenue nenonpon3BOACTBa SKCIEPTHOM KOMUCCUM, XPAaHEHHE U UCIIOJIb30BAaHUE €€



JIOKYMEHTOB, OTBETCTBEHHOCTh 3@ UX COXPAHHOCTb, a TAK)KE KOHTPOJb MUCIOJHEHHS MPUHATHIX
SKCIIEPTHOM KOMMCCHUEH PENICHUWI BO3JAraroTCsl Ha CEKpeTaps HJKCHEPTHOM KOMHUCCHH
(cienmanucra).

4.7. Tlpu mpoBeOEHUH SKCHEPTU3bl IIEHHOCTH JIOKYMEHTOB MpPH IOATOTOBKE JeN K
nepesade B apXyuB OCYLIECTBIISETCS:

— 0TOOp JIOKYMEHTOB IMOCTOSIHHOTO U BPeMEHHBIX (cBbIle 10 j1eT) CpOKOB XpaHEHUS IS
nepeJadyu B apXus;

— BBbIIEJICHHE K YHUYTOXEHHIO JeNl 3a MPEAbIAYIIHE TOJlbl, CPOKH XPAaHEHHS KOTOPBIX
UCTEKIIH.

OAHOBpPEMEHHO MPOBEPSETCS] KA4eCTBO M MOJHOTA HOMEHKIIATYPHI JIeN, MPaBUIbHOCTh
OIpEENICHUs] CPOKOB XpPaHEHUS /€.

4.8. Jlena mMOCTOSSHHOTO M BpEeMEHHBIX (cBble 10 JIeT) CPOKOB XpaHEHHUsS MOJJIekKaT
HOJIMCTHOMY IIPOCMOTPY I BBIJEJIEHUS M3 UX COCTaBa JOKYMEHTOB BpeMeHHbIX (10 10 ier)
CPOKOB XpaHEHHUSI.

4.9. Ilo pe3ynbTaraM S3KCHEPTU3bl LEHHOCTU JOKYMEHTOB COCTAaBJIAIOTCS OIUCU JIEIN
MOCTOSTHHOTO XpaHEHHs, BPEeMEHHbIX (cBbilie 10 JeT) CpOKOB XpaHEHUs, a TakkKe aKThl O
BBIJIEJICHUH K YHUUTOXKCHUIO JIEJI, HE TIOJIEKAINX XPaHEHUIO.

OnucH Jen moCTOSSHHOTO XpaHeHUs, BpeMeHHBIX (cBbime 10 JeT) CpoKoB XpaHEHHs, a
TaK)K€ aKThl O BBIJICJICHUH K YHUUYTOKEHUIO /1], HE TOJUIEkKAIINX XPaHEHUIO, pacCCMAaTPUBAIOTCS
Ha 3aCeJaHUU SKCIIEPTHONH KOMHUCCHH OAHOBpeMeHHO. COrjlacOBaHHbBIE SKCIEPTHON KOMHCCHEH
aKThl U OIHMCH YTBEPKIAAIOTCS MUPOBBIM CY/IbEH.

S. Ilopsiiok onpeneeHnsi CPOKOB XPaHEHHs Jel.
OT100p NOKYMEHTOB HA YHHUYTOKCHHE

5.1. Cpoku xpaHeHHs JieNl (Hapsl0B) YCTaHABIMBAIOTCA B COOTBETCTBUM ¢ IIpumepHoii
HOMEHKJIaTypoH u Ilepeunem 10KyMEHTOB.

Cpoku XpaHEHHUS [Jell ONpPEeNsSIOTCS MO JAOKYMEHTaM Jiefla, MMEIOIIUM HanOOIbIINi
CPOK XpaHEHHS.

5.2. McuncneHue CpoOKOB XpaHEHHUsS BCeX CYAEOHBIX A€, APYrHX Jel U JOKYMEHTOB
o01Iero Ienonpon3BO/ICTBA MPOU3BOANUTCS C | SHBaps roja, CIEAYIOIIEro 3a TOA0M OKOHYaHUS
JIEJIONPOU3BOJICTBA 110 HUM.

Hanpumep, wucuucineHue cpoka XpaHEHUs Jel M JOKYMEHTOB, 3aKOHYEHHBIX
nenonpoun3BoacTBoM B 2019 rony, Haunnaercs ¢ 1 suBaps 2020 r.

5.3. Cpoku XpaHEHHUsI IJIs1 YTOJOBHBIX JI€]T UCUUCIISIFOTCS

CO JIH OKOHYaHHUS CpOKa OTOBITHS HaKa3aHMs (MCIIOJIHEHHs HaKa3aHus);

CO JHSI BBIIUIATHI cyneOHoro mrpada. B cayyae oTMEHBI TOCTAaHOBIIEHUSI O MPUMEHEHUHN
ATOW MEPBI YTOJIOBHO-IIPABOTO XapaKTepa W MPHUBJICUEHUH JIMLA K YTOJIOBHON OTBETCTBEHHOCTH
— CO JHSI OKOHYAaHMSI CpPOKa OTOBITHS HaKa3aHUs;

CO JHS HUCTEUCHMs MCIBITATEILHOTO CpOKa MpPHU YCIOBHOM OCYXJAEHUU (OTMEHBI
YCIOBHOI'O OCYKJIEHHS CO CHSITHEM CYJIMMOCTH B MOPSAJIKE YACTU MEPBOM cTaThu 74 YTOJIOBHOTO
Kozekca Poccuiickoit @enepanun). B ciyyae oTMEHBI YCIIOBHOTO OCYXKACHHUS M HalpaBJICHUS
OCY)KJIEHHOTO JUIsl OTObIBAaHUSI HaKa3aHUs, a TaK)Ke OTMEHBbI YCIOBHOTO OCYXJEHHUS B CBS3H C
COBEpILEHUEM JAPYroro MPeCcTYIUICHUs — CO JTHS OKOHYAHHsI CPOKa OTOBITHS HaKa3aHUS;

CO JHA MCTEUEHUS CpOKa JEWUCTBUS TNPUHYIUTEIBHBIX Mep BOCHUTATEIbHOTO
BO3/CICTBUS. B cinydae oTMEHBI 3TUX MEp U NPUBJIEYEHUU JUIA K YTOJIOBHOMN
OTBETCTBEHHOCTH — CO JHSI OKOHYaHUSI CPOKa OTOBITHS HaKa3aHUs;

CO JHSA HCTEYCHHS OTCPOYKHM HCIOJIHEHHUS TPHUroBOpa OEpeMEHHOM JKEHIIMHE WU
KEHILMHE, UMEIOIeN MaJloJIeTHUX JieTei. B ciydae oTMeHbI OTCPOUKH HUCIIONHEHUS PUTOBOpa
U HalpaBJICHUs! OCYXKICHHOH a1 OTOBIBAaHUS HaKa3aHWsS — CO JHS OKOHYAHMs CpPOKa OTOBITHS
HaKa3aHMUs;

CO JHS MCTEYEHMs] OTCPOYKHM MCIIOJIHEHUs IPUTOBOpa OCYKICHHOMY, MPU3HAHHOMY



0OJIbHBIM HapKOMaHUeH. B ciydae OTMEHBI OTCPOUKM HMCHOJIHEHUS MPUTOBOpPA M HANpaBJICHUS
OCY/KICHHOTO, NPU3HAHHOTO OOJbHBIM HAapKOMaHUEH, JUIsl OTObIBAaHMS HaKa3aHUs — CO JIHS
OKOHYaHUs CpPOKa OTOBITHSI HAKa3aHHUS,

C MOMEHTa BBIHECEHMs OIpPEICNICHUs] O MPEKpalleHUH NPUMEHEHUS NPUHYIUTEIbHBIX
Mep MEAMIMHCKOTO XapakTepa K JIHIaM, COBEPIIMBIIMM OOLIECTBEHHO OMNACHBIC IESHHS B
COCTOSIHUM HEBMEHSAEMOCTH;

C MOMEHTa BCTYIUICHMS B 3aKOHHYIO CHUJIy OIIPaBAATEIbHOIO IPUIOBOPA, a TaKKe
IIOCTaHOBJIEHUS (OIPEeNeHHsI) O IPEKPAILEHUH Jera.

OOmmii cpoKk XpaHEHHs YTOJOBHBIX JIeN ONpEAessieTcss IMyTeM CYMMHPOBAHHUS CpPOKa
Ha3HAUYEHHOI'0 Haka3aHWA (KaK OCHOBHOIO, TaK M JONOJHHUTEIbHOIO), CpOKa IOralleHus
CyIMMOCTH B 3aBUCHMOCTH OT TSDKECTH COBEPLUEHHOIO IIPECTYIUIEHHUS, BUAA U pa3Mmepa
HaKa3aHUs M CpoKa, ycTaHoBieHHoro [IpumepHoil HoMeHKIaTypoi, [lepedyneM nokymeHTOB (B
COOTBETCTBUU C KATETOPUEN COBEPILIEHHOTO MPECTYIIICHHUS).

5.4. OcHoBaHusIMM 711 OQOPMIIEHUS M CAa Y4 B apxXMB TIPa)xJaHCKOIO,
aJMMHHMCTPATUBHOTO JI€J1a SBJISIOTCS:

- oOpalleHre K UCTIOJIHEHUIO BCTYIMBILIETO B 3aKOHHYIO CHITY CY/IeOHOTO aKTa;

- BCTYIUICHUE B 3aKOHHYIO CHUJIy CYJEOHOIrO aKTa, PElIEHUE [0 KOTOPOMY IOJUIEKHUT
HEMEJJIEHHOMY HUCIIOJHEHHUIO;

- BCTYIUIEHUE B 3aKOHHYIO CHJIy OIIPEIEICHMSI O IPEKPAILEHUH TPOU3BOJICTBA 110 JIENY;

- BCTYIUIEHUE B 3aKOHHYIO CHJTy OIpeziesieHHs] 00 OCTAaBICHUU HCKa, 3asBICHUS, KaJIOObI
0e3 paccMOTpeHus;

- BBIHECEHUS Cy1e0HOr0 MpUKasa 1 0OpallieHust ero K UCIOJIHEHUIO.

I'paxnanckoe €10, 10 KOTOPOMY B MCKE OTKa3aHO MJIM UCK OCTaBJIeH 0€3 pacCMOTPEHMS,
a100 MPOU3BOJICTBO MO AETy INPEKpalieHOo, CYUTAETCS] OKOHUEHHBIM U HOJICKUT O(hOPMIICHHUIO
JUISL CTa4X B apXUB IOCJIE BCTYIUICHUS pelIeHUs (ONpeaesieHus) B 3aKOHHYIO CUITY.

[Ipon3BoACTBO MO Tpa)<IaHCKOMY ey, 110 KOTOPOMY MCK YJIOBJIETBOPEH, CUUTAETCS
OKOHUEHHBIM M JIeJ0 TMOJJIEKHUT CcJauye B apXMB IIOCie MepeAaud (HalpaBiICHUs)
UCTIOJIHUTENIBHBIX JIOKYMEHTOB IMOJIPA3/IeNIeHUI0 CYNEOHBIX NPUCTABOB JHOO BPYUYEHHS HX
B3BICKATEISIM.

B cinyuae BHeceHMs cynoM peuieHus (OmpeleneHHs) O B3bICKaHMM IuTpada,
rOoCy/1apCTBEHHOW MONIJIMHBI WM HMHBIX CYMM B JIOXOJl COOTBETCTBYIOIIEro OIOKETa, JEJ0
CUNTAETCs OKOHYEHHBIM I10CIIE€ MPUOOIIEHUS K HeMY KBUTaHLUU 00 orJiare JIMOO MOCTYIUICHUS
KOIIMU TIOCTAHOBJIEHUSI CYJEOHOr0 MPHCTABA-UCIIOJHUTENSI 00 OKOHYaHMM MCIIOJIHUTEIBHOIO
IIPOU3BO/ICTBA.

5.5. OcHoBaHusIM g O(OpMIIEHHS U CJauyd B apXuB el 00 aJIMUHUCTPATUBHBIX
IIPABOHAPYLICHUSIX SIBISAIOTCS:

- oOpanieHre K UCHOJHEHUIO BCTYNHUBILIErO B 3aKOHHYIO CHIIY Cy/leOHOro akTa Mo Jeiy
00 aJIMUHUCTPATHBHOM IIPABOHAPYILICHUH;

- BCTYIUIEHHE B 3aKOHHYIO CHIIy IIOCTAHOBJIEHUS O MIPEKPALLlEHUH MPOU3BO/ICTBA IO JIETY.

5.6. B cimyyae u3MeHEHHMs CpPOKOB XpaHEHHs CyJeOHBIX /€1 U JIOKyMEHTOB BHOBb
MPUHITHIMH HOPMATHBHBIMH NPABOBBIMU aKTaMU CPOKH XPaHEHHs] TaKUX JTIOKYMEHTOB, OIMUCHU
JIeJl 10 KOTOPBIM COTJIAaCOBaHbI JKcnepTHOM komuccued, OIIK rocapxuBa M yTBEp:KIECHBI
MHUPOBBIM CYbEH, HEe IepecMaTpUBAIOTCSI.

HoBble cpoku XpaHEeHHs pacIpOCTPAHAIOTCS JIMILb Ha Jela U TOKYMEHTHI, IIEpejaBacMble
Ha apXMBHOE XpaHEHHE IOCJIE BCTYIUIEHHS B CHIJIy COOTBETCTBYIOIIMX HOPMATUBHBIX MPABOBBIX
aKTOB.

5.7. Haxonsmuecs B apxuBe Jiena, MO0 KOTOPBIM MCTEK CPOK XpaHEHHs, OTOMparoTcs K
YHUYTOXKEHHUI0. PaboTy 1o oTO0py JieN K YHHUTOKEHUIO OCYIIECTBIISIET CIIEIHATUCT.

OT1O0op apXMBHBIX €1 K YHHYTOXKEHHIO odopmisiercss akToMm (mpuiioxkeHue Ne 9 k
Hactosimied MHCTpYyKIIMM) ¥ TPOW3BOIUTCS TOJNBKO TIOCIE COCTABJICHUS ONHUCEH el
MOCTOSTHHOTO ¥ BpeMeHHOTO (cBbimie 10 1eT) XpaHeHUs 3a ITOT K€ MEePHO/I.

ApxuBHBIE J€Jla BKJIIOYAIOTCSA B AKT O BBIACICHUM K YHUYTOKEHHIO JOKYMEHTOB,
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HE TOJUIeKAIIMX XPAHEHWIO, €CIU NPEIyCMOTPEHHBIM JUIsI HHMX CpPOK XpaHEHUs MCTEK
K | sHBapsi roga, B KOTOPOM COCTaBJIEH aKT.

Hena ¢ ormerkoi «OIIK» moanexar NOJUCTHOMY IIPOCMOTPY B LENSX BBISIBICHUSA
JIOKYMEHTOB, [TOJIIEKAILUX TOCTOSTHHOMY XPAaHEHHUIO.

5.8. U3 0TOOpaHHBIX K YHHYTOXKEHHUIO CYACOHBIX Jen (MaTrepuajoB) Ha IOCTOSHHOE
XpaHEHHE HEOO0XOAUMO OCTaBJIATh MOJUIMHHUKU PELIEHUH, Cy1leOHbIX MPUKA30B, IPUTOBOPOB U
NOCIEAYIOLUX OINpEACHCHU U IOCTAaHOBJIEHUH, B TOM YHCJE BBILECTOSIIUX CcynoB. U3
IPEKpaIleHHbIX A€, Ae] M0 MCKaM, OCTaBJIEHHBbIM 0€3 pacCMOTPEHHsI, HEOOXOIUMO OCTABUTh
HOJJIMHHUKY OIIPEJeNICHUI 0 NMpeKpaleHUy MPOU3BOACTBA MO Jely, 00 OCTaBICHUM HCKa 0e3
paccMOTpEHHUS.

Ha cyneOHbIX pemeHusx, CyaeOHbIX TOCTAaHOBICHUAX U MOCIECAYIOUINX ONPEACTICHUAX U
IIOCTAaHOBJIEHUSAX BBIMIECTOSIINUX CYJOB IPOCTABISAIOTCS PETHMCTPALlMOHHBIE HOMEpa Jeid, U3
KOTOPBIX OHM U3BSITHI. 3aTEM JOKYMEHTHI ITOAIIMBAIOTCA 110 IOPSAIKY HOMEPOB JIe€ B OTJEJIbHbBIE
Haps/bl U IOMELAI0TCS B TBEPAYIO OOI0XKKY.

[TpuoOuiennpie K CcyaeOHOMY [elly 3JIEKTPOHHBIE HOCUTENH HH(popManuu (IUCKH,
JUCKEThI, (IEHI-KapThl) YHUUYTOXKAIOTCS OJHOBPEMEHHO C JIeJIOM IyTeM HX (PU3UYECKOro
YHUUYTOKEHUS WIM YHUUTOKEHUS IPOrPaMMHO-TEXHUYECKUMHU CPEICTBAMHU.

5.9. 13 apxMBHBIX JA€J, MOJUIekKAIUX YHUUYTOXKEHHUIO, OCTAIOTCA Ha XpaHEHHUE JINYHbIC
JIOKYMEHTBI, KOTOPbIE€ MOMEIIAIOTCA B OTIEJbHYIO MAalKy, COAEPKAILYyI0 BHYTPEHHIOIO OIHCH
JOKyMEeHTOB. B ommch BHocATcsA: (¢damuius, HMs, OTYECTBO BJaJesiblia JIOKYMEHTa,
HAaUMEHOBAHME JOKYMEHTa M HOMep Jjena (IIPOU3BOJCTBA), W3 KOTOPOTO OH H3BAT, IOJ
paccMOTpeHHUs Jiea, HOMEp U JlaTa akTa o0 yHMUYTOXeHUHu Jena. HeBocTpeOoBaHHBIE JTMUHBIE
JIOKYMEHTBI XPaHATCSA B apXUBe 75 JIET, 0CIE Yero YHUYTOKAKOTCS.

5.10. Ilpu cocraBieHHMH aKTa Ha BBIIACICHHbIE K YHMUYTOXKEHUIO Jejla JOJDKHBI
COOJIIOIaThCS CIIEAYIOLINE ITPABUIIA:

Jiesia pacroyiaratoTcs B akTe 10 roJlaM UX pacCMOTPEHMS;

B KOHIIE aKTa Jejaercd 3aluch O TOM, YTO W3 JIed U3bATHl NOJUIMHHUKH CyAEeOHBIX
pELIEHUH, INYHBIE JOKYMEHTBHI.

5.11. AKTBI Ha YHMUYTOXEHHE JIOKYMEHTOB PacCMaTpPUBAIOTCA U COIJIACOBBIBAIOTCS Ha
3aceJaHUuH SKCIIEPTHOM KOMUCCUHU OJJHOBPEMEHHO € ONMCAMM Ha JieJla TTOCTOSIHHOIO XPaHEHUSI.

[locne yTBepkIE€HHS MHUPOBBIM CyIb€H aKTOB O BBLICIECHUU K YHHUUYTOXKEHUIO
JIOKYMEHTOB, HE MOJUIeKAIUX XPAHEHUIO, TaKUe Jeja MOT'YT ObITh YHMUYTOXEHbI PaOOTHUKOM
anmapara MUPOBOTO CybH, OTBETCTBEHHBIM 32 BEJICHHE apXHBa Cy/1I€0HOTO y4acTKa.

5.12. AKTBHI O BBIJCNIEHUM J€]1 K YHHYTOXKEHHUIO MOALIMBAIOTCS B OTJCIBHBIA Hapsl B
XPOHOJIOTUYECKOM TMopsiike. B perucrpauvoHHbBIX XypHasiax (rpada — NpuMedaHue) WiIH
YYETHO-CTaTUCTUYECKHX KapTOuKax (CHelMalbHbI MyHKT WIM CBOOOJHOE TMoOJje) Aenaercs
OTMETKa 00 YHMYTOXKEHHHU Jiela C YKa3aHHEM HOMepa, AAaThl aKTa M IPOTOKOJIA 3acelaHus
DKCIEPTHON KOMHMCCHH.

5.13. ApxuBHBIEC Je€na, MOJUICKAIINE YHUUYTOXKCHHIO, TIOCIE YTBEPKICHHS aKTa O
BBIICJICHUM K YHHMUYTOKEHHUIO apXMBHBIX [JOKYMEHTOB, HE MOJIEKAIIUX XPaHEHHIO,
YHUUYTOXKAIOTCS CHEIHAIbHO CO3JaHHOW Ha OCHOBAHUU PACHOPSIKEHUS MHPOBOTO CYIbU
KoMHccHueil, cocrosieit 3 pabOTHUKOB arnmapara MUPOBOTO CyJIbH, KOTOPBIMU B IOCIIEAYIOIIEM
COCTaBJISIETCS aKT 00 YHUUTOKEHHH.

ApxuBHBIE J€Nla, HE TOJUIEKAIIME XPAHEHHWI0, YHUYTOXKAIOTCSI OTBETCTBEHHBIM
pabOTHUKOM arapara MUPOBOTO CYAbH — CIIELHUAINCTOM IYTEM COXCKEHHS B OINpPEAeTICHHOM
MHUPOBBIM CYAbEHN MECTE.

CriocoObl TPaHCIOPTUPOBKM M BbIBO3a OTOOPAHHBIX K YHHUYTOXEHHUIO /€T K MECTY
YHUUTOKEHUS ONPEAEIAIOTCS MUPOBBIM CYJbEN.

5.14. Tlepen mepenaueidi Ha  YHUYTOXKEHHUE  JOKYMEHTHl  YIaKOBBIBAIOTCS,
a B HEOOXOOUMBIX ciyd4asx oneuaTbiBatoTcs. llepemaua ocdopmisercss MpHeMo-CIaTOYHOM
HaKJIaJHOM (aKTOM), B KOTOPOM yKa3bIBalOTCA JlaTa Iepeadd, KOJIMYECTBO BKIIIOUEHHBIX B aKT
JIeNl ¥ IPYTUX JTOKYMEHTOB, BeC OyMa)kKHOW MaKyJaTyphbl.



[Torpy3ka, BBIBO3 Ha YTHIM3ANHUIO H YTHIW3AMHUS OCYIIECTBISIOTCS PaOOTHHKOM
CyneOHOro y4acTKa, OTBETCTBEHHOT'O 3a HEMOCPEICTBEHHOE BEICHUE apXHBa — CIIECLUAIHCTOM
101 KOHTPOJIEM MUPOBOTO CY/IbH.

5.15. 3ampemaercs HWCIOIb30BaHHE OTOOPAHHBIX K YHHYTOXEHHUIO 1€ JUIsS
XO3SIMCTBEHHBIX HYX/I.

6. Ilepenaya ne;1 B apXuB MUPOBOIO CYy/AbH.
ITopsiiox XpaHeHHs1 APXUBHBIX /e

6.1. Jlena TmOCTOSHHOTO XpaHEHUs, BpEMEHHOro xpaHeHus (cBoimie 10  JerT)
NIEPEAIOTCS B apXUB HE MO3HEE YEM UEPE3 IO/ II0CIIE 3aBEPILEHUS [T B JEIONPOU3BOJCTBE 110
OTIHCSIM JI.

6.2. JlokyMeHTHI BpeMeHHOTO XpaHeHus (10 10 jer) uim «10 MUHOBaHUS HAJOOHOCTH» B
apxuB He nepenarorcs. [lo ucreueHun cpoka XpaHeHHs WIM [0 MUHOBaHUM HaJOOHOCTH OHU
YHUUYTOXKAIOTCS B NIOPAJIKE, YCTAHOBJIEHHOM HacTosied MHCTpyKuen, 0 4eM COCTaBIISIETCS aKT
(mpunoxenue Ne 9 k HacToseit MHCTpyKINM).

B uckmoudTenbHBIX Cllydasx [0 PEUIEHHI0 MHUPOBOTO CYyJbU Jejla BPEMEHHBIX
(1o 10 ner) CpokOB XpaHEHHUs MEPENalOTCs B apXHWB IO OMHCIM JeJ, KOTOpble BEAYyTCS B
AIIEKTPOHHOM BUJIE.

6.3. Ilpu mepenaye nen Ha OyMaKHOM HOCHTENE B apXWB CIIELHUATHCTOM MPOBEPSETCS
MPAaBHIILHOCTh UX (OpMUpPOBaHUs, 0opMiIcHHs. Bce BEISIBICHHBIC ITPU MIPOBEPKE HEJOCTATKH B
dbopMupoBaHuU 1 0POPMIICHUU JIE] YIIOIHOMOYEHHbIE pAOOTHUKU CYA€0HOTO y4acTKa 00s13aHbI
YCTPAHUTb.

6.4. Ilpuem-niepenaya el B apXuUB MPOU3ZBOJUTCS CIELHUATUCTOM B MPUCYTCTBUU
YIIOJIHOMOYEHHOTO pa0OTHHUKA CyaeOHOro yyacTtka. Ha sk3eMIuiapax onmucu Jiei mpoCTaBiseTcs
OTMETKA O HaJWYMU Jefia; B KOHIIE KaXJOro JK3EeMIUISpa OMHMCHU YKa3bIBAIOTCS HUPpaMuU U
IPONHCHIO KOJMYECTBO (DAaKTUUECKH NMPUHSATHIX B apXUB JeJl, HOMEpa OTCYTCTBYIOIIUX JIEJ, JaTa
npuemMa-nepeayu Jael.

6.5. Jlema, Mo KOTOpBIM CyJeOHBIC pEIICHUsS HE OOpaIleHbl K UCIOJHEHHUIO B MOPSIKE,
IIPEyCMOTPEHHOM IIPOLIECCYaTbHBIM 3aKOHO/IaTEIbCTBOM u MHCTPYKLHUEN no
JIEJIONPOU3BO/ICTBY, B apXUB HE MEepeaaroTCsl.

Ha ydeTHO-cTaTHCTHYECKON KAPTOUKE JENAeTCs OTMETKA O Mepeiaye /1eyia B apXUB.

6.6. IlocrymuBmiie B apXwWB Jeina W Jpyrde JOKYMEHTHl XpaHATca 1Mo (OHIaM B
XPOHOJIOTUYECKOM MOPSIJIKE.

6.7. ApXWBHBIEC JIe]la CHUCTEMAaTHU3UPYIOTCS COTJIACHO OIHCSAM Jell W IOMEUIAloTCs B
KOpOOKH (10 — 50 men B KOpOOKeE).

Ha xopemke 00JI0)KKM KakI0M KOPOOKM YKa3bIBAIOTCSI HayallbHble W KOHEUYHBIE
pEerucTpaloHHbIe HOMEpa JieTl, TIOMEIIEHHBIX B KOPOOKY.

7. HayuyHo-cipaBOYHBIi annapar apxuBa

7.1. Insa obecrieueHsl COXPAHHOCTU M TIOUMCKA apXUBHBIX JOKYMEHTOB, HCIIOJIb30BAHHUS
coJiepskanieiicss B HUX MH(GOpMallMu B apXKBE CO3Ja€TCA Hay4YHO-CIIPAaBOYHbIN anmnapar, B COCTaB
KOTOPOI'0 BXOZAT:

y4eTHasi JOKYMEHTAIIHS;

KapTOTEKH, B KOTOPBIX CBEIEHUA O CONCPKAHUU JOKYMEHTAIBHBIX MaTepUasoB
OTpakeHbI Ha aJ(aBUTHBIX M PErHMCTPAIIMOHHBIX KapTOUKaX;

METOAMYECKHE MOCOOMs MO Pa3MUYHBIM BUAAM apXUBHBIX PabOT M JOKYMEHTAJIbHOMN
YacTH JEJIONPOU3BOCTBA;

UCTOPUYECKHE CIIPABKH U JIOTIOJHEHUS K HUM KaK HOCAIINE EPBUYHYIO HH(OpMAIHIO.

8. YueT 10KyMeHTOB B apXHBe MHPOBOI0 Cy/AbH



8.1. Yuer 1oKyMEeHTOB B apXHWBE€ MUPOBOI'O CYJbU — 3TO CPEICTBO KOHTPOJIA 32 HATHUHUEM
U 00ecIie4eHneM X COXPAaHHOCTH.

OCHOBHBIMU €TUHUIIAMH yueTa XPaHEHUs apXUBHBIX TOKYMEHTOB SBIIAIOTCS: Jel0, (IIpu
HAJIMYUH TEXHHYECKOI BO3MOXKHOCTH - 3JICKTPOHHOE JEJI0).

VY4yery mojyuieskaT Bce XpaHsIIUEecs B apXHUBE CyIeOHOr0 ydacTKa JOKYMEHTHI, BKIIIOUas
OIMCH JI€JI, B TOM YHCJIE B JIEKTPOHHOM BUJIE.

8.2. OcHOBHBIMHU (0053aTE€TLHBIMU) YYETHBIMU JTOKYMEHTAMH apXHBa SBJISAIOTCS:

MacropT apxuBa cyaeoHoro yuactka (mpuiaoxenne Ne 10 k Hactosmiei UHcTpykimn);

KHMra ydeTa IOCTYIUIGHHS U BBIOBITUSA JelN, JOKyMEHTOB (mpuioxkenue Ne 11
HacTosuel Mactpykuun);

nuct ¢houaa (mpuioxkenue Ne 12 k Hacrosmeit MacTpykium);

onucu aen (mpunoxxkenust Ne 1, 2, 3, 4 x nacrosimeit Mactpykuun);

peectp onucelt (mpunoxenue Ne 5 k Hacrosmeln MHcTpykium).

Jlanueie 00 oObeMe KOHTEifHepa 3JEKTPOHHOTO IOKYMEHTa IpPU YYeTe B YYETHBIX
JOKYMEHTaX OTpakaroTcsi B Merabaiitax (MO).

8.2.1. Tlacmopr apxmBa cyaeOHOrO Yydactka (mpwioxkenne Ne 10 K HacTOsIICH
WHCTpyKIIMN) 3aM0IHSAETCS B COOTBETCTBUN C HOPMAaTUBHBIMU M METOJMYECKUMH IOKYMEHTAMU,
YTBEPKACHHBIMU YIIOJIHOMOUYEHHBIM (pe/iepaibHbIM OpPraHOM MCIIOJIHUTEIBLHOW BJIACTH B cepe
ApPXUBHOTO JIeTia U JIEIONPON3BOCTBA.

[TacriopT apxuBa COCTaBISETCS €XKETOHO (TI0 COCTOSIHUIO Ha 1 1ekabps OTYETHOTrO roja),
OTpakaeT COCTaB, COCTOSTHUE, 00BbEM U YCIIOBHSI XPAHEHUS JOKYMEHTOB M XPAHUTCS TOCTOSTHHO.

[TacopT apxuBa cocTaBisIETCS B JABYX 3K3EMIUISIpaX: OJMH SK3EMIUISIp HaIpaBJIAETCS B
TOCY/IapCTBEHHBIH apXuB, BTOpPOM XpaHUTCS B COOTBETCTBYIOIIEM Hapsije apXuBa,
MOJIUCHIBAETCS MUPOBBIM CYJIbEHl C IPOCTABICHUEM JaThl ITOANKUCAHUS, 3aBEpsIETCS [1€4YaThlo.

B cnydae ecnm apxuB pacmoiio)K€H B HECKOJNBKHMX IMOMEIEHHUSX, MAaclopT apXxuBa
COCTaBJISI€TCS €/IMHBIM Ha BCE TIOMELICHMUS.

8.2.2. B kHury ydera MNOCTYIUIEHHS W BBIOBITHS [€JI, JIOKyMEHTOB (TIPHIIOKEHHE
No 11 x nHacrosmeit MHCTpYKIIMK) TOCIIEIOBATEILHO BHOCSITCS BCE TEPBUYHBIE W TOBTOPHBIC
HOCTYIUIEHUs1 (BBIOBITHS) JeN, JOKyMeHTOB. Kaxmoe mocTyrieHune (BbIObITHE) B Ipenenax
OTYETHOTO I'0Ja MOJIyYaeT MOPSIKOBbII HOMED B BaJIOBOW MOCIIEA0BATEIbHOCTH.

Exxeronno Ha 1 sHBapst MOJBOAUTCS UTOT KOJMYECTBA MOCTYNHUBIINX U BBIOBIBIIMX 32 0]
JieJ1, JOKYMEHTOB.

8.2.3. Jluct donma (mpunoxkenue Ne 12 k Hacrosmiei MHCTpykimu) cocTtaBiseTcss Ha
KaXKIbI apXUBHBIM QoHA. B HEM yuuThIBatOTCS BCe OMUCH /1€ POoHa.

JIuct ¢doHaa MOXKET OBITH NEPECOCTABIEH TOJIBKO B Cilydae, €CIM OH HEHCIPaBHUMO
MOBPEXAECH WIH MEepPecTaeT oTpaxarb (aKTUYECKOE COCTOSIHME U 00beM apxuBHOro ¢onpga. B
cilydae IepecocTaBieHus JucTa GoHma paHee neiicTBOBaBIINM JHCT (POHA TOMENIAeTCs B J1E10
¢onna. B BepxHeM mpaBOM YINIy YKa3aHHbIX JUCTOB (OHJAA JenaroTcsi OoTMeTKH: «Jluct
NIEPECOCTABIIEH» C YKAa3aHUEM JaThl IIEPECOCTABIIEHUS, TOJDKHOCTH U IIOJIIUCH COCTaBUTEIIS.

JIuctel QOHIOB XpaHATCS B MOPSJIKE HOMEpPOB apXuBHbIX (oHAOB. K kaxkmoil mamke
COCTaBJISIETCS JTMCT-3aBEPUTEND, TJI€ YKA3bIBAIOTCSA HAYaIbHBIE U KOHEUHBIE HOMEPA apXUBHBIX
¢$boH10B 1 0011Iee KOJIMYECTBO apXUBHBIX (DOHAOB, JIMCTHI KOTOPBIX HAXOSATCS B MAllKe.

8.2.4. ApxuBHble nena (3JIEKTPOHHBIE ApXUBHBIE J€Ja) YYHUTBHIBAIOTCA IO OIHUCSM.
["onoBbIe pa3aensl onucel yUUTHIBAIOTCS MO/ TEM K€ HOMEPOM, KOTOPBIN ObLIT MPUCBOEH OIUCU
IIPY NIEPBOM IIOCTYIUIEHHUH.

Onucu nen1 MOCTOSHHOTO M BpeMeHHoro (6osee 10 seT) XpaHeHHs HyMeEpYIOTCS
OTJIENBHO.

8.3. Yuer mocTymieHWHA AeN MOCTOSHHOTO M BpeMmeHHoro (Oosee 10 mer) xpaHeHUs
BEJIETCSI pa3JeIbHO.

8.4. CocraB u (hopMbI BCTIOMOTATEIBHBIX YYETHBIX JOKYMEHTOB OIPENENSIOTCS apXUBOM
CaMOCTOSITENIBHO.


file:///C:/Users/FinogeevaM/Desktop/РАБОТА/инструкция%20157/Проект%20Инструкции%20№%20157%20-4.RTF%23Par977

8.5. YuyerHble NOKYMEHTHI JOJDKHBI HAaXOJUTBCS B OJHOM MECTE€ M XPAHHUTHCS B
METaJUTMYECKHUX MKadax.

8.6. ApXHB MOXKET TaKKe BECTH Y4eT B aBTOMATH3MPOBAHHOM PEKUME B BHUJIC YUETHBIX
0a3 JaHHBIX.

Y4erHble 0a3bl TaHHBIX MPUMEHSFOTCS BO B3aMMOCBS3H C IPYTMMH WH()OPMAIIMOHHBIMU
0a3aMu JTaHHBIX, UMCIOIIUMICS B apXUBE, U JIOJKHBI ObITh COBMECTHMBI C COOTBETCTBYIOIIUMHU
YUETHBIMH 0a3aMU JIJaHHBIX TOCYAAPCTBEHHBIX APXHBOB W OPraHOB YIPABICHUS APXUBHBIM
JICIIOM.

9. I[IpoBepka HAJIMYHUSA U COCTOSTHUS JOKYMEHTOB B apXHBe MHPOBOI0 CyIbH

9.1. B pensx obecrnedeHuss COXPAHHOCTH JOKYMEHTAJIbHBIX MaTepUalloB B apXuBe
KOMHCCHEW, HA3HAYaeMOM MUPOBBIM CYIbEH, IIPOU3BOJUTCS IMPOBEPKA HAJIUYMUSA U COCTOSHUSA
ApPXUBHBIX JOKYMEHTOB.

[IpoBepka Hanuuusg MU COCTOSHUS APXUBHBIX JOKYMEHTOB (3JEKTPOHHBIX apXHWBHBIX
JIOKYMEHTOB) IpPOBOJUTCA C ydacTueM mpencrasurenei CiayxObl. B nanHoil paGore Bmpase
NPUHUMATh TPEJCTaBUTENN pailoHHOTO (Topojackoro) u/wmmu Bepxoaoro Cyna KabGapmuHo-
bankapckoit Pecriyonuku.

9.2. [IpoBepka HAIMYHS U COCTOSHUS JIEJT TPOBOIUTCS:

— B CpPOKH, YCTaHOBJICHHBIE MHPOBBIM CYyIbEH, HO HE peXe OJHOro pasa B 5 Ier,
AJIEKTPOHHBIX JIEJI — HE PEXKE OJIHOTO pa3a B 3 roja;

— KaXAbI pa3, KOrja 3TO BBI3bIBACTCSA KAKUM-JIMOO HapyIIEHUEM HOPMAaJIbHBIX YCIOBUN
XpaHEHUs! JOKYMEHTOB, IIPY KOTOPBIX MMEIOTCSI OCHOBAHMS IIPEAIOIIAraTh UX MOpUy WU yTPaTy
(mocne upe3BbIYAWHBIX IPOUCIIECTBUH, BBI3BABIIMX IE€pPEMEIIEHUE (IBaKyalluio) Jell MU
JIOCTYI B XpaHWJIUIIA IOCTOPOHHUX JIULY);

— MOCJI€ IEPEMEILEHUS AeIl B APYTro€ IOMEIIECHHUE;

— IIPY CMEHE MUPOBOI'O CybH WIH CIIEIUAIINACTA.

9.3. B xoe npoBepKH OCYILIECTBIIAETCS:

— YCTaHOBJICHHE (DAKTUYECKOIO HAJIM4Yus N1l (DJIEKTPOHHBIX JI€JI) U UX COOTBETCTBHE
YYETHBIM JOKYMEHTaM;

— BBISIBJICHUE U YCTPaHEHUE HEIOCTATKOB B YUeTe Jiell (3JIEKTPOHHBIX Jel);

— BBIIBJIIEHHE OTCYTCTBYIOIIMX Je1 (pusnuecku 000COOIEHHBIX MaTepUabHBIX
HOCHUTEJIEH KOHTEHHEPOB JIEKTPOHHBIX TJOKYMEHTOB) U OpraHU3alus X PO3bICKA;

— BBIIBJIGHHE UM Yy4YeT JOKYMEHTOB, TpeOyIOIMUX MNpOoQMIAKTUYECKONH W/HIH
pecTaBpanmoHHO-TIPOUTAKTUUECKOW 00pabOTKH;

— BBISIBJIGHME W Y4YeT 3JIEKTPOHHBIX JOKYMEHTOB, TPEOYIOLIMX Iepe3anucu Ha HOBBIE
AJIEKTPOHHBIE HOCUTEIIN;

— KOHTpPOJIb (PU3UYECKOTO M TEXHUYECKOTOo COCTOSIHUA (PU3NYecKH 000COOIEHHBIX
MaTEepUAIbHBIX HOCHUTENIEH KOHTEWHEPOB OJIJIEKTPOHHBIX JOKYMEHTOB, BOCIPOW3BOJMMOCTH
AJIEKTPOHHBIX JOKYMEHTOB POTPaMMHBIMU CPEICTBAMU;

— IIPOBEpPKa Ha HAJINYME BPEJOHOCHBIX KOMIIBIOTEPHBIX ITPOTrPaMM.

9.4. TIpoBepka HaJIMYMS M COCTOSHUS el Ha OyMa)KHOM HOCHUTENE MPOBOJIUTCS IyTeM
CBEPKH OINHCATENBbHBIX CTATEH OMUCHU C ONUCAHUEM JIeJ Ha O0JI0KKaX.

Pu3nuecKoe COCTOSIHUE JIEIT OIPEIEIAETCS IyTEM BU3YalIbHOIO IIPOCMOTpA.

JlenaTp Kakue-In00 MOMETKH WM 3alHCH B OMUCAX J€N U IPYrHX YUETHBIX JOKYMEHTaxX
3apeIaeTcs.

B KOHIE Kax)I0il NPOCMOTPEHHOM ONUCH J€N JEJIaeTCsl 3alucCh «IIPOBEPEHO» C
YKa3aHHWEM HOMEpa U JIaThl aKTa IPOBEPKU HAIMYUSA U COCTOSHUS JOKYMEHTOB.

9.5. Ecnu mpoBepkoil HamW4Msl W COCTOSIHHS JEN YCTaHOBJIEHO OTCYTCTBHE JIeT,
TO OPraHU3YETCs UX PO3BICK.

OOHapyKeHHbIE B UTOT€ PO3bICKA JeJla Pa3MEIIaloTCsd Ha COOTBETCTBYIOIIME MECTa; B
KapTOUKe yueTa HeoOHapy>KEHHBIX JeNl JIeJaeTcsl OTMeTKa 00 MX OOHAapyXeHHM C YKa3aHHEM



JaThl ¥ OJIMCH TOJKHOCTHOTO JIULA.

Jlena, mpuymHa OTCYTCTBHS KOTOPBIX MOATBEPHkACHA COOTBETCTBYIOIIUMH JOKYMEHTAMH,
MCKJIIOYAOTCSl B YCTAHOBJIEHHOM IOPSIIKE U3 ONUCEN JI€N U APYTUX YUETHBIX TOKYMEHTOB.

[Tocne paccMOTpeHHs pe3yabTaTOB PO3bICKA SKCIEPTHOM KOMHUCCUEN U YTBEPKICHUS €€
pELICHUSI MUPOBBIM CYy/Ibeil HEeOOHApYKEHHbIE JOKYMEHTBI CHUMAIOTCS C y4eTa.

9.6. Po3bIcK apXWBHBIX 1€, HE OOHAPYKEHHBIX B XOJ€ MPOBEPKU, OpPraHU3yeTrcs C
MOMEHTA BBISBICHHUS OTCYTCTBHUS M IPOBOJUTCS B Te4eHHE oOaHOro roja. Ha nema, He
oOHapyXeHHbIE B XOJ€ MPOBEPKH HAIWYUS U COCTOSHUS [IeJ, COCTaBIAETCA akT 00 yTpare
NoKyMeHTOB (€€€€€e Ne 13 k Hacrosielt MHCTpyK1MK), KOTOPBIA paccMaTpuUBaeTCsl SKCIIEPTHON
KOMHUCCHEH M MHUpPOBBIM cyaped. K akTy npumaraercs copaBka O IPOBEACHHHM PO3BICKA,
NOJATOTOBJICHHAsT W TMOJIHUCAHHAS JIMIIOM, TPOM3BOAMBIINM TIPOBEPKY. AKT 00 yTrpare
JOKYMEHTOB  TIPEJICTaBJISIETCSI B COOTBETCTBYIOIIMM  TOCYJIapCTBEHHBI  apXWB  WIIU
YIIOJTHOMOYCHHBI OpraH HWCHOJHUTENBHON BlacTu cyOwbekra Poccuiickoit ®enepanuu B
00JacTi apXUBHOTO JieJia AJIsl IPUHATUS PEIICHUS O CHATUU YTPauyeHHBIX /1] C yueTa.

0.7. BHeceHue BBISBICHHBIX B XOJ€ NPOBEPKH HEYYTEHHBIX J€JI B ONHUCH el
3anpemiaercs. HeydreHHble jaena mojuiekaT oOpaOOTKE M OMUCAHHUIO TIOCe 3aBEpIICHUS
IIPOBEPKHU.

9.8. TlpoBepka HanmM4Msg U COCTOSHHUS JOKYMEHTOB CUHMTAETCA 3aBEpPUICHHOW MOCIe
BHECEHUS U3MEHEHUI, BBISIBJICHHBIX IPOBEPKOM, B YUETHBIE IOKYMEHTHI apXHUBA.

[1o pe3ynbTraram NpoBEPKU COCTABISAETCSA aKT MPOBEPKHU HAIUYUS U COCTOSHUS apXHUBHBIX
nokymMeHTOB (mpuiioskerune Ne 14 k Hactosimenn MHCTpyKun).

[Ipu oOHapyKeHHH OIIMOOK B YUETHBIX JIOKYMEHTaX COCTaBISIETCS aKT O TEXHUYECKHX
ommOKax B yUeTHBIX JoKyMeHTax (nmpuioxenue Ne 15 Hacrosmieit MacTpykumm).

B cnyuae oOHapykeHHS TOKyMEHTOB, HE OTHOCAIIUXCS K JaHHOMY (OHAY, apXHBY,
HEYUYTEHHBIX JIOKYMEHTOB TaKX€ COCTaBJISIETCS COOTBETCTBYIOIIMN akT (mpuioxkenue Ne 16 k
HacTosell MacTpykumn).

10. Opranuszanus MCNoJIb30BaHUS JOKYMEHTOB apXHBAa MHPOBOI0 Cy/bH

10.1. Mcnonp30BaHe TOKYMEHTOB apXHBa MIPOBOJUTCS TOJIBKO C pa3pelieHrss MUPOBOTO
CYyIbH.

Crnennanucr:

— BBIJJAET IOKyMEHTaJIbHbIE MaTepraibl pa0OTHUKAM arrapaTa MUPOBOTO CYJIbU;

— HampaBJIsIeT Ha OCHOBAaHMM IHCBMEHHOIO 3allpoca MaTepuallbl B JAPYTUME OpraHsl,
OpraHM3alH U YUPEKIEHUS 10 YKa3aHUIO MUPOBOTO CY/bH;

— UHQOPMUPYET MHPOBOTO CYABIO O COCTaB€ M COJEPKAHMM JOKYMEHTAIbHbIX
MaTepuasos;

— BBIJIAET BBIIIUCKH U3 apXUBHBIX JOKYMEHTOB.

10.2. Beiraya JOKYMEHTOB M3 apXHWBOXPAHWJIMINA PETUCTPUPYETCS B KHUTE BBIAAYH IS
(mpunoxxenue Ne 17 x Hacroset UHcTpykumn).

10.3. Beimauy jmen Ha OyMakHOM HOCHTEIE M3 apXUBOXPAHUJIHIIA U IPUEM HX 00paTHO, B
TOM YHCJIE B ClIydyae HEOOXOAUMOCTH MOJUCTHYIO MPOBEPKY HAIWYMS U COCTOSHUS IOKYMEHTOB
nepes Bblayeil 13 apXMBOXpaHWINIIA U IIPU BO3BpaTe, MPOU3BOAUT CIIELUANINUCT B IPUCYTCTBUU
JM1a, TOJIYYaroLero (BO3BPAILAoIIEro) Aena.

B cayyae ecnu mocne BO3BpallleHUs Jiefla  CIEHUANIMCTOM BBISIBICHO H3bATHE,
MOBPEX/ICHUE MaTepUaANIOB JleNla, a TaKkKe BHECEHHE B HUX MCIIPABIECHUH M JIOMHCOK, 00 3TOM
He3aMeJUIUTEIbHO COO0IIAaeTCs MUPOBOMY CYIIbE.

10.3.1. [ena, BbIIaBaeMble W3 apXUBOXPAHWIIMUINA, JOJDKHBI UMETh apXHMBHBIM mmdp,
MIPOHYMEPOBAHHbBIE JIUCTHI, IUCT-3aBEPUTEND U JIUCT HCIOIb30BAaHUSI JOKYMEHTOB (IIPHIIOKEHNE
Ne 18 k Hacrosimeit UucTpykiun).

10.3.2. JIOKyMEHTBI BBIJIAIOTCS u3 aApXUBOXPAHIIININA Ha CPOK,
HE MPEBbIIAIOIINNI:



OJTHOT'O Mecslia — JJIsl HCTI0JIb30BaHMs pa0OTHUKAaMU arapara MUPOBOTO CYJIbH;

IIECTU MECSIEeB — CYJIEOHbIM, MPAaBOOXPAHUTEIBHBIM U HWHBIM YIOJHOMOYEHHBIM
OpraHaM.

[Iponnenre ycTaHOBJICHHBIX CPOKOB BBIJAUYM JOKYMEHTOB JIOIYCKAaeTCs C pa3pelieHus
MHUPOBOI'O Cy/AbM Ha OCHOBAaHMM JOKyMEHTa (MMCbMa, CIIy)KEOHOW 3allMCKM) I0JIb30BATENs O
MOJTBEPK/ICHUU 00ECIICUEHUsI COXPAHHOCTH IOKYMEHTOB.

10.4. Bpigaua apxuBHBIX J€J BO BPEMEHHOE IOJb30BAaHHE IPOU3ZBOAMTCSA IO
MUCHbMEHHBIM 3asBKaM (CIIyKeOHBIM 3amuckaM) paOOTHHKOB allfapara MUPOBOTO CYAbH U C
IMCBbMEHHOTO Pa3pelIeHHs] MUPOBOTO cyibH. Ha BbIiaHHOE 1€710 3aBOUTCS KapTa-3aMeCTUTEIb
(mpunoxkxeare Ne 19 k wHacrosimed WMHCTpyKIMHM), K KOTOPOH NPHUKPEIUIIETCS KOS
COIPOBOJUTENILHOIO MMHChbMa O HAIPABJICHUU JI€NIa WIN JIEJAeTCsl OTMETKA O Bblaue paOOTHUKY
anmapara. B Hell yka3bIBalOTCs HOMEp Jiela, €ro HanuMEHOBaHWE, KEM OHO 3alpoIleHO U
IIOJIyUYEHO, JaTa BbIJA4M, POCIHHUCH IOJy4yaTelsis, Jara BO3BPALLEHUS B apXuUB M IOJIUCH
paboTHUKa apxuBa, MpUHABILEro jaeno. [Ipu Bo3BpalleHuu neia KapTa-3aMecTUTENb U3bIMAETCs
U XpPaHUTCS B apXUBE 10 MUHOBAHUS HaJOOHOCTH.

JIuno, moay4yuBIIee apXUBHOE JI€JI0, OTBEUYAET 32 €r0 COXPAHHOCTb.

10.5. Beimaua HaxoQMIIUXCS B apXuBe CyOeOHBIX el (MHBIX MaTepHaJIOB)
JUISE  O3HAKOMJICHUS JIMIIAMM, YYacTBYIOUIMMH B Jelie, WX TPEICTaBUTENAMU, a TaKkKe
UHBIMM  JIMLAMHU  OCYILIECTBIIETCS B  IMOPSAJKE, YCTAHOBJIEHHOM MHUPOBBIM  CYJIbEH,
HA OCHOBaHMHM WX TMHCHMEHHOTO 3asBICHHUS W TPU NPEIBSIBICHUH COOTBETCTBYIOIIUX
JIOKYMEHTOB.

10.6. Os3HakomieHHE C CyOeOHBIM JENOM JIOJDKHO TPOU3BOJAUTHCA B CIHEIHAIBHO
000py/ZI0BaHHOM JJIsl 3TOM IIeJIM MOMEIIEHUU CyJeOHOro ydacTka B MPHUCYTCTBUU paOOTHUKA
apXuBa B YCJIOBHSX, KOTOpPbIE MUCKIIOYAIOT U3BATUE, TOBPEXKICHNUE, YHUUTOKEHUE MaTEpHUasoB
JIeJ1, @ TAK)KE BHECEHUE B HUX MCIPABIEHUN U TONUCOK, NIEpeady UX APyromy JIMILY.

OO0 03HAaKOMJICHMH C J€JIOM JIelaeTcs OTMETKAa B JIUCTE HCIOJIb30BAHUS JOKYMEHTOB
(mpunoxxerne Ne 18 k HacTtosmen UHCTpyKIun).

10.7. O3HakomyeHHE UL, Y4YacTBYIOLIMX B  Jele, MX IMpeaAcTaBUTENeH,
a Tak)Ke WHBIX JIMI[ C ay/IU03aMKChI0 Cy1Ie0HOTO 3acelaHus, MPUOOIICHHON K CyJIeOHOMY ey,
IIPOU3BOJUTCS MO UX MUCBMEHHOMY 3asBJIEHUIO B IOPSIIKE, IPEAYCMOTPEHHOM ITyHKTamu 11.5 n
11.6 macrosmeit UucTpykiuu.

O3HakoMJIEHHE C ayJauO3alUChi0 CyAeOHOrO 3acelaHHsl MPOU3BOAUTCS B CIIELUAIBHO
000py/ZI0BaHHOM JJIsl 3TOM IIeJIM MOMELIEHUU CyJeOHOro ydacTka B MPHUCYTCTBUU paOOTHHMKA
apxuBa IIyTeM IPENOCTaBICHUS  BO3MOXKHOCTH  IPOCIYIIMBAHHUS  COOTBETCTBYIOLIEN
ayJIMO03alUCH C UCIIOJIb30BaHUEM HEOOXOIUMBIX TEXHUUECKHUX CPEJCTB.

10.8. IIpaBo Ha cHATHE KONMHA JOKYMEHTOB C MaTepHajoB Jela 3a CBOH cuer,
B TOM YHCJIE€ C HCIOJIb30BAHUEM TEXHUUECKUX CPEACTB, IPENOCTaBISETCS CIEAYIOLUIUM
JUIaM:

— OOBUHSEMBIM, OCYX/I€HHBIM, OIIPAB/IaHHBIM, UX 3AIIUTHUKAM U TPEICTaBUTEISAM;

— MOTEPIIEBIINM;

— IpaXk/1aHCKOMY HCTILY, €r0 IMPEJCTaBUTEIN0 B YaCTH KOIMUI MPOLECCyalbHbIX PELICHHH,
OTHOCSIIIMXCS K IPEBSABICHHOMY UM IPaXXAaHCKOMY HCKY;

— Tpa)X/JaHCKOMY OTBETYHKY U €ro IMpeACTaBUTENI0 B YAaCTH MaTepUajoB YrOJOBHOIO
JieJ1a, KOTOPBIE KacaroTCsl IPaX1aHCKOIO UCKa;

— CTOpPOHaM M HWHBIM JIHMIIAaM, Y4YacTBYIOIIMM B TPaXKJaHCKOM JieJe, a TaKXKe HuX
IIPEJICTaBUTEIISAM;

— JILaM, YJacTBYIOIIUM B aJIMUHUCTPATUBHOM JI€JI€;

— JTUIaM, YYacTBYIOIUX B Jiefie 00 aAMUHUCTPATUBHOM IPaBOHAPYIICHUH.

Vka3aHHble JMI]a CHUMAIOT KOMHMM 1O THCbMEHHOMY 3asBIIEHUIO B TOPSIKE,
YCTaHOBJIEHHOM MHPOBBIM Cyabeil. JlaHHOE MHCBMEHHOE 3asBIIEHUE C pa3pellarollen
pe30IIolMe MUPOBOTO CYAbHM MOJIIUBAETCA B CyJeOHOE /€70, HaxXoslleecs Ha XpaHEHUU B
apXuBe, U1 BHOCUTCS BO BHYTPEHHIOIO ONMCH Jiena. B ciydae mpenbpsBieHUs NOBEPEHHOCTH K



JieNTy IpUOOIIAeTCs TAKXKE €€ KOIHSL.

CHsATbIE 32 CBOI CUET KONMUU C MaTepUaloB CyleOHOro /ieja, B TOM YHCIe ¢ MOMOIIbIO
TEXHUUYECKUX CPECTB, CYy/I0M HE 3aBEPSIFOTCS.

10.9. Brigaua konuii TOKyMEHTOB U3 CyIeOHOrO /ea, HaXOSIIerocsl B apXuBe, JIMIaMm,
Y4acCTBYIOLIUM B JI€JI€, IPOM3BOAUTCSA 110 UX MMCbMEHHOMY 3asBJIEHUIO C pa3pelleHuss MUPOBOTO
cynpu. Brimaua Takux Konuid u3 cyZeOHOTO Jieia MHBIM JIMIAaM U OpTaHU3alusIM [POU3BOIUTCS
pabOTHMKOM apxuBa IO NMHCbMEHHOMY 3allpOCy WJIM 3asBJIEHUI0 Ha OCHOBAHMM DPE3OJIOLUU
MHUPOBOTO CY/IbU.

10.10. BrigaBaemble KOMUU CYyNeOHBIX aKTOB (IIPUTOBOpP, pEIICHHE, OIpeciicHUE,
MOCTAHOBJICHHE, CYIEeOHBIA MPHUKA3) JOJKHBI OBITH 3aBEPEHbI MOJIUCHI0 MUPOBOTO CYJIbU WU
MHOTO YIIOJTHOMOUYEHHOT'0 UM auna, a TaKXKe repOoBoii [1€YaThIO.
[Ipu 3aBepeHHH COOTBETCTBUS KONUHM CYAEOHOTrO akTa MOJUIMHHHUKY Ha JIMIEBOM CTOpOHE
MOCJIETHEr0 JIMCTa IOJA TEKCTOM KOMWHU cyneOHoro akra (Hmxke pekBusuta «lloamucey)
npocrtapisirorcss mrTamn «Komust BepHay (mpuiockerue Ne 20 nHacrosmed WHCTpykumm) u
repOoBasi mevyaTh.

WsrotoBnenne 3aBepeHHBIX KOMUN  CyHeOHBIX aKTOB W HMHBIX JIOKYMEHTOB
OCYILECTBIISICTCS yIIOJHOMOYEHHBIM paOOTHHKOM apxuBa. B MpaBoM BepXHEM YTy IMEPBOTO
JUCTa JOKYMEHTa npocTasisercs mramn «Komus».

10.11. Ecnm xomusi TOKyMEHTa COCTOMT W3 HECKOJBKUX JIMCTOB, TO BCE JIMCTHI JOJKHBI
OBITH IPOHYMEPOBAHBI, MPOIINUTHI IPOYHONW HUTHIO, KOHIIBI KOTOPOW BBIBOJATCS HA OOOPOTHYIO
CTOPOHY TOCJIETHEr0 JHCTa KOMHMU AOKYMEHTAa WM CKPEIUIIIOTCS CKOOOW C HMCIOJIb30BAaHHEM
CTeriepa; Ha OOOPOTHOM CTOPOHE MOCJEIHEro JIMCTa B MECTaX CKPEIJICHHs] HaKJIaJbIBAeTCs
HakJIeilKa ¢ 3aBEpUTEIbHON HAAMHUCHIO «IIPOHYMEPOBAHO U CKPEIICHO MeYaThio JIUCTOB,
MOANKCH » (mpunoxenne Ne 21 k Hacrosimed MHCTpykiuu) ¢ ykazaHueMm cyneOHOTO
y4acTKa, KOTOPBIM BbIIaeTcst Komusi JokyMmeHTa. [loamucek ckpemisieTcss repOoBOi mMedaThio.
['epboBasg meuaTh CTAaBUTCA TakUM 00pa3oM, 4TOOBI YAaCTMYHO 3aXBaTHUTh OTPE30K Oymaru,
3aKJIEUBAIOIIMMA KOHIbI HUTH JINOO MECTO CKPEIUICHHUS.

10.12. B ciydae eciu BBILECTOSINMN CyH HM3MEHHWI PpEILIEHHE MHPOBOTO CYIbH,
Ha KOIUU CyJIeOHOro akTa (MpUIroBOpa, pPEIICHUs, OMPEIENICHUs, MOCTAHOBJIEHUS, CyAe0HOro
npukasza) o0 3ToM jenaercs oTMeTka. Ha BblnaBaemMol Komuu CyaeOHOro akta paOOTHHUKOM
apXuBa TaKXKe JIeNaeTcs OTMETKA O JaTe BCTYIUIEHHS €ro B 3aKOHHYIO CHUJIy M YKa3bIBAaeTcs, B
KaKOM JIeJIe TIOJIINT MTOAJIMHHBINA JOKYMEHT U B IIPOU3BOJICTBE KAKOIO CyJ1a HAXOAWIIOCH JIEIO.

10.13. Kommu 3ampamvBaeMbIX CYJISOHBIX aKTOB HM3TOTABIMBAIOTCS CICIUAIHCTOM B
CpOK He 0oJjiee TpUAIAaTH paboumX JTHEH cO JHS MOCTYIUIEHHUs] COOTBETCTBYIOIIETO 3asBICHUS.

10.14. UsroroBieHHBIE, HO HE TOJYYCHHBIC 3asBUTENIEM KONHH CYIAeOHBIX aKTOB,
MIMCBbMEHHBIX CIIPABOK NEPENAIOTCS IS OTIIPABKHU 110 MOYTE.

JIuno, mody4uBIIEe KOMHUIO CyJEOHOro akTa, JOJDKHO HamucaTb COOTBETCTBYIOIIYIO
pacnucKy. B ciydae HampaBieHUs KONUM JOKYMEHTA II0 IOYTE B JEJIO MOJIIMBAETCA KOMUS
CONPOBOJUTENBHOIO IHMCbMAa C HCXONSIIMM HOMEpOM M gatod. Taxxke pgemarorcs
COOTBETCTBYIOIIME OTMETKH B JIMCTE UCIIOJIb30BAHUSI JOKYMEHTOB.

10.15. Konnu cyneOHBIX aKTOB MOTYT OBITh BBIJAHBI (HANPaBIICHBI) UHBIM JIMIIAM, YbH
MHTEPECHl HEMOCPECTBEHHO 3aTParuBaroTCs CyAeOHBIM aKTOM, C Pa3peIIeHUss MUPOBOTO CyIbH
10 MUChMEHHOMY 3asiBJIeHUIO (mpuioxkenne Ne 22 Hacrosiieit MTHCTpyKIni), B KOTOPOM JTOTKHO
OBITh YKa3aHO, KaKHe MPaBa WM 3aKOHHbIE HHTEPECHI 3TOTO JIMIIA HAPYIIEHBI TUMH CYA€OHBIMU
aKTaMHu.

10.16. TIloBTOopHas BBIJAaua KOMUH CyHEOHBIX AakTOB (pelIeHuil, oIpeneneHui,
IIPUTOBOPOB, TIOCTAHOBJICHHM, CydeOHBIX MPUKA30B) JIMLAM, YYacTBYIOIIUM B J€Je, HUX
IIPEJICTAaBUTENAM, a TaK)K€ APYTUM JIMLAM, YbH HHTEPEChl HENOCPEACTBEHHO 3aTPAaruBarOTCs
CylIeOHBIM aKTOM, OCYILECTBJISETCS MO WX MUCbMEHHOMY MOTHBHPOBAHHOMY 3asBICHUIO B
YCTaHOBJIEHHOM MUPOBOM CYIbEH MOPSAKE.

10.17. WsrortoBiieHWe W BbIJla4a KONHUH ayJUdO3allUCH CyJACOHOTO  3aceaHus
OCYILIECTBIISETCS 110 MMCbMEHHOMY 3asIBJIICHUIO JIMII, YYAaCTBYIOIIUX B J€JI€, UX IPEICTaBUTENIEH



(cTOpOH, WHBIX YYaCTHUKOB CyAeOHOro pa3OupaTenbcTBa) W 3a WX CUET B TOPSIKE,
YCTaHOBJIEHHOM MHPOBBIM CYJIbEU.

10.17.1. Ha nucemenHoM 3asBieHnu (npuinokenue Ne 23 k nacrosimedt MHCTpyKIum)
MHUPOBOH CyIbsi JENaeT COOTBETCTBYIOLIYI0 OTMETKY O TMOpPYYeHHH paOOTHUKY apXuBa
U3rOTOBUTh W BBIJATh KOIMIO ayJIHMO3aMHCH CcyneOHoro 3acenanus. JlaHHoe 3asBIeHUE
MOJIINBACTCS B JEJ0, @ B Cy4ae MPeabsBICHUS TOBEPEHHOCTH K JeJly MPHOOIIAETCS TaKXKe ee
KOITHUS.

10.17.2. Jns W3TOTOBJCHUS KONHUHU ayAuO3allUCH JIMIIO, TI0JIaBIlIee 3asBIICHHE,
MPEJICTABISIET B CYyJCOHBIN yU4aCTOK MaTepUAIbHBIA HOCHTEIh HHGOopMaIuu (e -KapTa, TUcK
CD-R, DVD wu apyrue Hocutenu uHdopmanuu, TeXHUUECKas BO3MOXKHOCTD 3allUCH HA KOTOpHIE
UMEETCS] B COOTBETCTBYIOIIEM CYACOHOM yJacTKe).

10.17.3. TIpencraBieHHbIC B CYyAOHBI Y9aCTOK MaTepUalbHbIE HOCUTENIN WH(OpMAIuu
HE JIOJDKHBI COJIEpKaTh Kakyro-TnOo wHpopMaiuioo. B mensx Oe30macHOCTH Tepen 3amuchio
MPEJICTABICHHBI MaTepUalbHBI HOCUTENIb MOXET ObITh OT(POPMATUPOBAH YHOTHOMOYEHHBIM
pabOTHHUKOM armapara MUPOBOTO CYJIbH, OTBETCTBEHHBIM 3a M3TOTOBJICHHE M BbIIauy KOIUU
ay/M03alucy, IpH 3TOM MPEABAPUTENIBHO YBEIOMHUB JIMLO, IOJABIIEE COOTBETCTBYIOLIEE
3asiBJICHUE.

10.17.4. 3anuch aynuodaiiia Ha MaTepUaIbHbIA HOCUTEIND JIMIIA, MTOAABIIETO 3asBICHUE,
MIPOU3BOJUTCS YIIOJTHOMOYCHHBIM pPAaOOTHUKOM armapara MHUPOBOTO CYAbH Ha JIOKAIBHOM
KOMIIBIOTEPE, HE MPUCOEAMHEHHOM K JIOKAJIbHOM CETM M HE HMMEIOUIEM JIOCTyNa B CETh
Nurtepner.

10.17.5. Konust aynuo3zamnucu cyaeOHOTo 3aceaHus He 3aBepseTcsl.

10.17.6. Ilocne BbImayu KONHMHM ayJUO3AlKCH CYyA€OHOTO 3acelaHusl Ha MUCHMEHHOM
3agBJICHUM 00 W3TOTOBIEHWUM U BbAaue pPAOOTHUKOM apxXuBa JeNaeTcss OTMEeTKa 00
W3TOTOBJICHMM © BbIJAa4Ye, a JIUIOM, TOJYYHMBIIMM KOMHIO ayJMO3alHiCH, JIEeTaeTCs
COOTBETCTBYIOIIasl pachucka O ModydeHuu. JlaHHOe 3asBlieHHME NpUOOIIaeTCs K CyneOHOMY
JIey, TIPH 3TOM JIEJIA€TCsl COOTBETCTBYIOIIAsE OTMETKA B JINCTE UCTIOIB30BAHUS JIOKYMEHTOB.

DNEeKTPOHHBI HOCHUTENh HWH(OPMALMU, C KOTOPOTO H3TOTABIMBANIACh KOIHUA, JOJKEH
OBITH BIIMT B €0 (MpUOOLIEH K MPOTOKONY CYJeOHOro 3acefaHusl) B YINAKOBaHHOM BHJIE
(KOHBEpT) € YKa3aHHEM Ha YIaKOBKE HOMepa fena, JaThl, a TakXKe MOAMHCAH PaOOTHUKOM,
OTBETCTBEHHBIM 3a paboTy apxuwBa. YTMakKoBKa JODKHAa OO0eCrneyuBaTh COXPAHHOCTH
AJIIEKTPOHHOT'O HOCUTENS OT MOBPEXKICHUM U MOPUH.

10.18. TlomgmuHHBIE TOKYMEHTHI W3 CyOeOHBIX Jen (MHBIX MaTephajoB) H UX
HaJJIeXkKalM 00pa3oM 3aBepeHHbIE KOMHH, MPECTaBICHHbIE YIaCTHUKAMU CYJOTPOU3BOICTBRA,
a TaK)kKe MMChbMEHHBIE CTIPABKH T10 JIeJIaM BBIJAIOTCS UM paOOTHHUKAMM apXvMBa HA OCHOBAaHUHU MX
MACbMEHHOTO 3asBJIEHUS; APYTMM CyAaMm, OpraHaM JO3HaHUS U CIEJICTBUS — Ha OCHOBAaHUHU
MOTHUBHUPOBAHHOTO 3ampoca W (WJIM) MHBIX HEOOXOIUMBIX JIOKYMEHTOB, MPEIyCMOTPEHHBIX
3akoHomaresnbcTBOM  Poccuiickoit @Penepauuu. Ha 3asgBimeHMM wiau  3ampoce O BblAaye
MO/JIMHHBIX JIOKYMEHTOB W3 CYyJIeOHOTO Jefla TPOCTaBIAETCS pa3periaronias pe30JIroIus
MHPOBOTO CY/IbU.

10.18.1. B3aMeH BBIZAHHOTO TMOJIMHHUKA K JIENTy MIPHOOIIAETCSl ero KOIus, 3aBepeHHast
MOJMMCHI0 MUPOBOTO CYJIbU U TepOOBOIi MeYaThio.

10.18.2. IIpu BBITaYe MOUTMHHUKOB JOKYMEHTOB M3 CYJICOHOTO Jiejia Ha UX 3aBEPEHHBIX
KOMUSAX JOJDKHBI YKa3bIBaThCs (pamMuivsi, UMsl, OTUYECTBO JIUIA, TIOTYYUBIIETO JOKYMEHT, €T0
MpoIlecCyaabHOE TMOJOKEHUE M0 JIeNy, JaHHbIe JOKYMEHTa, YAOCTOBEPSIONIET0 JUYHOCTh. B
MOJIYYEeHUH JOKYMEHTa 3TO JIMLO JOJKHO PACIMCATHCS M MPOCTaBUTH AaTy MojydeHus. Jluo,
BBIIABIIIEE JOKYMEHT, IOJDKHO YKa3aTh CBOIO (haMUJIUIO, TIOJDKHOCTH U MOCTAaBUTH Moanuch. [Ipu
MPEIbSIBICHUH JTOBEPEHHOCTH HEOOXOAMMO CHSTH C HE€ KOMHIO U MOJIINTH B AeN0. Takue ke
CBEJICHUS YKa3bIBAIOTCS B CIIPABOYHOM JIUCTE.

10.18.3. JlokyMeHTbI, HA OCHOBaHMH KOTOPBIX U3 Cy/eOHOTO JieNia BbIIaHbI OITHHHHKH,
a TaKKe WX 3aBEpEHHBIC KOMWUU TOJIIMBAIOTCS B JIeJ0. B ciaydae HampaBlieHUs] TIOJJIMHHOTO
JIOKYMEHTA 3aKa3HOM MOYTOM B JIEJI0 TaK»Ke MOJIIMBAETCS KOMUS COIPOBOJIUTENBLHOIO MHUChMa C



UCXOISIIMM HOMEPOM U JIaTOM.

10.18.4. Tlopsamok U CpOKM BBIJIAYM TOJJIMHHBIX JOKYMEHTOB, UX 3aBEPEHHBIX KOIIHH,
apXUBHBIX CIIpaBoK (mpuiiokeHue Ne 24 k Hacroseil IHCTpyKIMKM) yCTaHABINBAETCS MUPOBBIM
CybeH.

Brimaua nuchbMEHHBIX JTOKA3aTeNbCTB, HE BO3BPAILICHHBIX MPEICTABUBIIUM UX JIULAM JI0
nepesavy Jesia B apXuB, 10 MPOChOe 3TUX JIUI] OCYIIECTBIISETCS B TAKOM K€ MOPSIJIKE.

10.19. Ilo nucbMeHHBIM TpPeOOBaHHMAM OPraHOB, KOTOPBHIM 3aKOHOM IPEIOCTaBICHO
paBo UCTpeOOBaHUA JeNia, U Ha OCHOBAHUU PACIOPSIKEHUS MUPOBOTO CYIbU CyAeOHBbIE erna
HaIPaBJISIOTCS UM B TPEXTHEBHBIN CPOK MO MOYTE 3aKa3HBIM MMCHbMOM HIIU C KYPHEPOM.

10.20. Cneumanuct 00s13aH KOHTPOJIMPOBATH BO3BPAT I B apXUB U HE PEXKE OJHOTO
pa3a B Mecs1] 10KJIa/IbIBaTh MUPOBOMY CY/IbE.

Jlo Bo3BpamieHusi jaena B CyIeOHBbIH ydyacTOK TpeOOBaHHME O €ro BBICBUIKE, KOIHHU
COMPOBOUTEIHHOTO MUChbMA, IPUTOBOPA UITU PEIICHUS XPAHITCS B KOHTPOJIbHOM MaIKe.

B xypHane BblnauM Aen U3 apxuBa OTMEUaeTcsi, KOrjaa, KoMy U M0 KaKkoMy 3amlpocy Jejo
HaIpaBJICHO, Korja u KeM OHO BO3BpAILIEHO (mpunoxenue No 25
K Hactosied MHcTpykium).

10.21. Uubie, He ycTaHOBIEHHBIC HacTosmed MHCTpyKImeld mpaBuiia O3HAKOMIICHUS C
MaTepuaiamMu CyAeOHOro Jiela, BbLAAYM TOJJIMHHBIX JOKYMEHTOB, 3aBEPEHHBIX KOMUM
MaTepuaJioB Jela, MUCbMEHHBIX CIPABOK, KOMUN CyIEeOHBIX aKTOB OMPEIEISIOTCS MHUPOBBIM
CylIbei.

11. O6ecneyeHune COXpAHHOCTH APXMBHBIX JOKYMEHTOB

11.1. JIns obecriedeHuss COXpAaHHOCTU ApXUBHBIX /€1 U APYIMX JOKYMEHTOB, CO3JIaHHS
HEOOXOJUMBIX YCIOBUH i pabOThl apXWBY OTBOIUTCS CIIEHUAIBHO O0OPYZOBAaHHOE
IIOMEIIIEHUE, COOTBETCTBYIOIIEE YCTAHOBJICHHBIM YCIOBUSAM XpaHEHHUS U TpyAa pabOTHUKOB
apxuBa.

B apxuBe 10KHBI OBITH TPETYCMOTPEHBI:

— apXWBOXPAHWIIHIIIE;

— MOMEIEHHE JJIs IpueMa, BpeMEHHOT0 XpaHEeHHUs IOKYMEHTOB;

— MOMEIIEHHE ISl MCTIOJIb30BaHMs TOKYMEHTOB (Y9acTOK BBIIa4H JOKYMEHTOB),

— paboune KOMHAThl PabOTHUKOB apXWBa, KOTOPBIE JOJKHBI OBITH H30JMPOBAHBI OT
MIOMEIICHUH, I/Ie XPAHITCSl apXUBHBIE JOKYMEHTHI.

He nonyckaercst pa3MelieHue apxuBa B HEMPUCIOCOOTIEHHBIX MOBAIBHBIX U YepIauHbIX
TIOMEIICHUSX.

11.2. ApXuBOXpaHWIHIIE JAOJDKHO OBbITh YHalI€HO OT OBITOBBIX IOMEIIEHUH H
HE UMETh OOIIMX C HUMH BEHTWISIIIMOHHBIX KaHAJIOB, TAPAaHTHPOBAHO OT 3aTOIUICHUS, OTACICHO
OT COCEIHHUX IIOMEUIEHUH HEeCrOpaeMbIMH CTEHAaMH W NEPEeKPBITHSIMU C TpelenaMu
OTHECTOMKOCTH HE MEHEE JIByX YaCOB U UMETh 3aITaCHBIN BBHIXO/.

DNEeKTPONpOBO/IKA JOJKHA OBITh CKPBHITOW WJIM BMOHTHPOBAaHHOM B METaJJIMYECKUE
TpyObl. OcBeTuTenpHas apMaTypa B TMOMEIICHHWW apXuBa JOJDKHA OBITh TOJXYT€PMETHYHOM.
[ITencenbHble PO3ETKH IS MEPEHOCHBIX JIAMIT WJIM TBUIECOCOB JOJDKHBI OBITh TePMETHYHBIMU
WA YCTAaHABIUBATHCS B METAJUIMIECKUX PACTIPEICITUTEIBHBIX MKadax (KopoOKax).

11.3. Ilpu pa3menieHMH apXMBOXPAHHWIHUINA B CIEHUAIBHOM MM MPUCHOCOOICHHOM
3MAHUH TIPEANIOYTeHHE (IIPU PABHBIX TETUIOBBIX XapaKTEPHCTUKAX) OTAAETCS TMOMEIICHUSM C
CeBEpHON OpHEHTAIeH OKOH.

Marepuansl ~ MOKPBITHS ~ CT€H, TI0JOB, TOTOJIKOB,  BHYTPEHHEH  apMaTypbl
ApXUBOXPAaHWIHUINA, MPUMEHSEMblE MPHU HM3TOTOBJICHUUM OOOPYHOBaHHMS U CPEICTB XpaHEHUs
ApXMBHBIX JTOKYMEHTOB, HE JOJDKHBI BBIICISTH arpeCCHBHBIE XMMHUYECKHE BEUIECTBA U OBITh
UCTOYHUKOM IIBLIH.

11.4. ApxuBoxpaHWjulle JODKHO MMETh €CTECTBEHHYI0 WJIM HCKYCCTBEHHYIO
BEHTWJISIIMIO, OOECIEUMBAIONIYI0 PELUPKYJSAIHUI0 BO3/1yXa, CTAa0MJIBHOCTh TEeMIIEpaTypHO-



BJIQ)KHOCTHOI'O PEKMMA, OYMCTKY BO3yXa OT IIbLIH.

11.5. ApxuBoxpaHwinina (3a UCKIIOYCHHUEM apXUBOXPAHUIIUII, PACIOJIAralolIuXxcsi Ha
OXpaHsIeMOW  TeppuTOpuu) OOOPYAYIOTCS  JBEpPSAMH C  TOBBIIICHHOW  TEXHUYECKOH
YKPEIUIEHHOCTBIO MPOTUB BO3MOXKHOIO B3JIOMa (METAUIMYECKHE WM OOIIUTBIE METAJIJIOM).
OxHa MoMeIIeH s apXUBa JIOJKHBI OBITh 000PYAOBaHBI 3aMTUPAIOLIIMHCS PEIIETKAMHU.

11.6. 3ampemaercss yCTaHOBKA B IIOMELIEHUN apXuBa Me4el U AbIMOXOJIOB, IPUMEHEHHE
OTHS, UCIIOJIb30BAHNE HArPEeBaTEeNbHBIX MPHOOPOB, pa3MeLIeHHE TOCTOPOHHUX OOBEKTOB.

11.7. IlpoTuBOnOXapHBIH pEXKUM apXuUBa YCTAHABIMBACTCSI B COOTBETCTBUU C
HOpPMAaTUBHBIMM IpaBOBBIMU akTamu Poccuiickoit @enepanuun B 00JaCTH  MOXapHOUN
0e30MacHOCTH.

[Tomemenne apxuBa JODKHO OBITh  0OOpYIOBaHO TMOKAapHOM M OXpaHHOU
CUTHAJIM3aLUel, UMETh BBIXOAbl K JU(PTaM M JICCTHUYHBIM KJIETKaM B CiIydae 3BaKyallUH.
[Toxxapuast ~ Ge30macHOCTh  JIOJDKHA ~ OOECIIEYMBATHCS ~ CHCTEMOM  aBTOMAaTHYECKOTO
HOXKApOTYILEHHUS.

11.8. CneumanucTt [OODKEH NPOWTH MHCTPYKTAX II0 BOIPOCaM IMPOTHBOIOKAPHOM
0€30I1aCHOCTH, O3HAKOMHTbCS C MpPAaBUIAMU I10JIb30BAHUS IMPOTUBOINOXKAPHBIM HHBEHTAPEM.
WHcTpyKTaX creruaincTa 1o npoTUBOIOKapHONH 0€30MaCHOCTHU JIOJIKEH IPOBOAMUTHCS HE PEXKeE
OJIHOTO Pa3a B IOJl OTBETCTBEHHbIM paOOTHUKOM, HA3HAYEHHBIM IIPUKA30M MUPOBOTO CyJIbH.

11.9. ApxuBHbIE JOKYMEHTHI CIIEIyeT XpaHUTb B TeMHOTe. Bce Buiabl paboT ¢
JOKYMEHTaMH JOJKHBI IPOBOAUTHCS MPU OIPAaHUYEHHBIX WM TEXHOJIOTMYECKH HEOOXOIMMBbIX
YPOBHSIX OCBELICHHUSL.

EcrecTBeHHOE OCBElEHNE B apXUBOXPAHUIIMILE JOMYCKAETCS IPU YCIOBUM MPUMEHEHUS
Ha OKHAaX CBETOpacceuBaresiell, 3alIUTHbIX (UIBTPOB, LITOP, aJlI03U, HAHECEHHBIX Ha CTEKJIO
HOKPBITUH. {7151 UCKYCCTBEHHOTO OCBELICHUS NMPUMEHSIOTCS JaMIlbl HAKaJUBaHUS B 3aKPBITHIX
1adoHax ¢ IN1aJKoi MOBEPXHOCTHIO.

11.10. B apxuBoxpaHWIuILIEe JJi XpaHEHUsI JOKYMEHTOB YCTAHABJIMBAIOTCS CIEIYIOLIHE
apaMeTpsl TEMIEPATYPHO-BIAXKHOCTHOTO peXUMA:

— 7 XpaHeHHs JIOKYMEHTOB Ha OyMakHOM HocHuTene — Temmeparypa 17 — 19°C,
OTHOCHUTEIIbHAS BIAXKHOCTH Bo3ayxa — 50 — 55%;

— JUIsl JOKYMEHTOB Ha MarHUTHBIX AUCKAaX U JUCKOBBIX HAaKONMTEIAX — TeMIepaTypa § —
18°C, oTHOCHTENBHAS BIAXKHOCTH BO3ayXxa — 45 — 65%);

— JUIsl JOKYMEHTOB Ha ONTHYECKHX AucKax — TteMmmeparypa 10 — 23°C, oTHocuTenbHast
BJIAXXHOCTH Bo3ayxa — 20 — 50%.

JUis  KOHTpOJIA TeMIepaTypsl M BJIAKHOCTM BO3[QyXa B TIOMEUICHMM apXuBa
YCTaHABIMBAIOTCA TEPMOMETPbI M TUTPOMETPHI, COIVIACHO IOKAa3aHUSAM KOTOPBIX JOJIKHBI
NPUHUMATHCS MEphl K 00eCIeYeHHIO HOPMaJIbHOM TeMIepaTypbl U BIaKHOCTH BO3]lyXa.

11.11. B apxuBOXpaHWIMILE JOJKHBI IPUHUMATHCS MEPBI, HCKJIIOUAIOIUE BO3MOKHOCTh
NOSIBJICHUS IUIECEHU, HACEKOMBIX, TIPBI3YHOB M HAKOIUIEHHS IBUIM, CHCTEMaTHYECKH
MPOBOAMTHCS CaHUTAPHbIE JAHU JUIsl YOOPKU NBUIM CO CTEJUIaXKed, KOPOOOK, CBSI30K U BIIAXKHOMN
yOOpKHU TOMEIICHHH.

11.12. Tloctynaromue B apXWB JAOKYMEHTBHl pa3MELIAlOTCS B apXMBOXPAHWUJIHUINAX Ha
CTAllMOHAPHBIX W/WIM TMEPEBMXKHBIX METAJUIMYECKUX CTEUIaXax, B METANTMYECKUX IIKagax,
KOpOOKax WM KOHTEWHEepax B MOPSAIKE, COOTBETCTBYIOIIEM OMUCAM JEJl.

[lopsanox pa3MmelieHus el yCTaHaBIMBAECTCS B 3aBHUCHUMOCTH OT PACCTOSHUS MEXKIY
MOJIKaMH, (PU3UYECKOT0 COCTOSIHUSA JIeJ, a TaKXKe OT TBEpAOCTH MJIM MSATKOCTH meperuiera. [lena,
MMEIOLINE TBEPIBIM MEpEIUIET, YCTAHABIMBAIOTCA BEPTUKAIBHO; C MATKUM IEPEIUIETOM HWIN
HeNepeIyIeTeHHbIE — TOPU30HTAIIBHO.

He pomyckaercst XpaHeHHWe JOKYMEHTOB B TpPaHCHOPTHOM Tape, B IITabeisx,
Ha MOy, MOJAOKOHHUKAX, JECTHUYHBIX IUIOIAJAKAX W JPYrMX HE IMpelHa3HAuYeHHBIX IS
XPaHEHUs JOKYMEHTOB MECTaXx.

11.13. DnexkTpoHHBIE JOKYMEHTHI Ha (Qu3nuecku 000COOJICEHHBIX HOCHTEISIX
pa3MeIIalTCsl OTAEIBHO OT JPYTUX JOKyMeHTOB. Kaaplii HOCUTENb JODKEH MMETh



HETePMETHYHBIN WHAUBUIYATbHBIH (YTISp, MPU 3TOM JOHKHO OBITH MCKIIIOUEHO CBOOOIHOE
nepeMenieHre HOCUTEeNs BHYTpU QyTispa.

11.14. Crennaku JOIKHBI OBITH YCTAHOBJICHBI MEPIIEHAUKYISAPHO CTEHAM C OKOHHBIMHU
mpoeMamu, a B MIOMEIICHUH 0e3 OKOH — C Y4eTOM O0COOEHHOCTEH MOMEIeHUsI 1 000pyI0BaHuUS.
He nomyckaercs pasMelieHue cCTeIaKed BIUIOTHYIO K HApyKHBIM CTEHaM 3JaHus H K
MCTOYHUKAM TeIlIa.

PaccranoBka ctemnaxeil ¥ mKa(oB OCYIIECTBISETCS B COOTBETCTBUU CO CIIEAYIOIIUMHU
TpeOOBAHUSIMU:

paccTostHuEe MEXKAY psAaMu cTeJUiaxel (raaBHbIi mpoxon) — He meHee 120 cwm;

paccrosinue (Mpoxo) MEXy CTeiaxaMu — He MeHee 75 cMm;

pacCTosHUE MEXIy HaApy)KHOW CTEHOM 3JaHus M CTEJUIAKAMH, NapauleIbHbIMU
CTEeHEe, — He MeHee 75 cMm;

paccTosiHue MKy CTEHOM M TOPIIOM cTeJutaxa wiu mkada (06xox) — He MeHee 45 cM;

paccrosiHue MEXAYy TIOJOM M HWXKHEH moykol cremiaxa (mkada) — He MeHee
15 cM, B IIOKOJBHEIX 3Taxax — He MmeHee 30 cMm.

Jlis  XpaHeHUsT KapTOYeK U CIPABOYHBIX MAaTEpUajOoB B TIOMEIICHUH apXHBa
YCTaHABJIMBAIOTCS KAPTOTEYHBIE MIKAQBI.

11.15. Tlomemenus, cCTeIaXw, IKadbl, IOJIKA, KOHTEHHEPHI JIOJDKHBI OBIThH
NpoHyMepoBaHbl. Ha KakJjoM cTeliake ycTaHaBJIMBAeTCS yKazarellb, B KOTOPOM 0003HAYaI0TCs
HOMEp CTelllaka, TMOJIKM, HauMEHOBaHHWE, PErucTpalliOHHbIE HOMEpa W KpallHuEe JaThbl
JOKYMEHTOB, Pa3MEIEHHBIX Ha KaKOU TOJIKE.

Crennaxu, mkadbl U KOHTEHHEPHl HYMEPYIOTCS B KaXKIOM apXHWBOXPAHWIMILE CIIEBa
HaMpaBo OT BXOJHOH JIBEPH, a MMOJIKK Ha CTEeJIaXKaxX — 10 mKadaM CBepXy BHH3, CII€Ba HAIPaBo.

Ha xopoOxu npukiaenBaroTcs IpIbIKH, HA KOTOPBIX YKa3bIBAIOTCSA: HOMEp (OHIa, HOMEP
OIIHCH U KpaifHHe HOMepa JIeJ1, Pa3MELICHHbBIX B JaHHOU KOpOOKe.

11.16. MecroHaxoXIeHUE AOKYMEHTOB B apXUBE 3aKpEIUISETCS MOCTEIUIAKHBIMU
yKa3aTesIMHU ¢ Y€TKO O()OPMIICHHBIMU SIPIIBIKAMHU.

11.17. B uensix ompeaeneHus Mecta XpaHeHUs! TOKYMEHTOB B apXUBOXPAHIIUIIE MOTYT
COCTaBJIAITHCS ToNOrpadUyecKue yKaszaTenu: HocTesuiaxHble (mpuioxkeHue Ne 26 kK Hacrosen
WNHcTpykuun), a npu OoibIIoM KoiaudecTBe (OHI0B — nodonmoBsle (nmpuiioxkenue Ne 27 k
Hacrosiiet MacTpykimm).

W3meHeHus, mnpoucxoisiiye B pa3MENICHUH [IOKYMEHTOB, IOJDKHBI OTpa)xarbcs B
TOTIOTPaPUUECKUX yKa3aTesX.

12. CpOKI/I H IOPAAOK Imepeaavu el Ha XpaHEHUE B FocyIlaPCTBeHHI)Iﬁ apXuB

12.1. Jlena oOmiero Jeaompou3BOJICTBA TIOCTOSIHHOTO CPOKa XpaHEHHS U CyJeOHBIE Jiena
MOCTOSIHHOTO CPOKa XpaHEHUs MO MCTEYEHUH CPOKOB MX BPEMEHHOro XpaHeHus B apxuse (15
JIeT) NepealoTCsl Ha MOCTOSIHHOE XPaHEHHE B TOCY/1apCTBEHHBIN apXUB.

12.2. JlocpouHas mnepenaya JOKyMEHTOB Ha IIOCTOSSHHOE XpaHEHHE MOXKET ObITh
OCYIIECTBJIEHA MpPH OTCYTCTBHUM HEOOXOJUMBIX YCIOBHHM i oOOecneueHus: COXpaHHOCTU
JIOKYMEHTOB, IIPH YTPpo3€ yTpaThl (YHUUTOXKEHHUS) JOKYMEHTOB, a TAaKXKe Ha OCHOBAHUU JIOTOBOPa
C TOCYJJapCTBEHHBIM apXHBOM.

[IpoaneHne CpokoB XpaHEHHsS JTOKYMEHTOB B apXUBE JIONYCKAETCA IO MHCbMEHHOMY
pa3pellieHuI0 TOCYAApCTBEHHOIO apxuBa B cily4yae HEOOXOAMMOCTH MPaKTHYECKOIrO
WCIIOJIb30BaHUs JOKYMEHTOB.

12.3. JIokyMeHTBI TIEpeIaloTCsl B TOCYIAPCTBEHHBIN apXUB 110 OMHCSM JIeT TOCTOSTHHOTO
cpoka xpaHeHus, yreepxkaeHHbIM OIIK rocapxusa.

12.4. Tlepem mepemaveid Jel HAa TOCTOSHHOE XPaHCHHE CICIUAIMCT COBMECTHO C
IIPEJICTAaBUTENIEM TOCYJApPCTBEHHOIO apXMBa MPOBOJIUT IMPOBEPKY MPaBUIBHOCTU OIMUCAHUS U
oopmiieHus aein, GU3NYECKOro U CAaHUTAPHO-TUTHEHHYECKOTO COCTOSIHUS IOKYMEHTOB.

12.5. Tlpu oOHapykeHUH e(EKTOB TOKYMEHTOB B JIeIaX COCTABIISAETCS aKkT. Y CTpaHEHHE



0OHapy>KEHHBIX Je(PEKTOB MPOBOJUTCS CHIIaMH paOOTHUKOB CyIeOHOTO y4acTKa.

AKTBl O HEUCHPAaBUMBIX MOBPEXKIEHHSAX JOKYMEHTOB  pacCMaTpUBAIOTCS U
cornacoBsiBatoTcs ¢ DIIK rocapxusa (npunosxxenue Ne 28 k Hacrosimeit Uuctpykium).

12.6. Ilepemaua pgen mNpPOBOAMTCA B TOCYAAPCTBEHHOM apXWMBE IOEAMHUYHO.
Ha Bcex ueTelpex aKk3eMIuIsipax ONUCEH 1€, JTOKYMEHTOB IPOCTABISAIOTCS OTMETKU O IpPUEME
Jel.

IIpu nmepBoi 1mepemadye JOKYMEHTOB B TOCYIAapCTBEHHBI apXUB IEpEAacTCs
ucropuyeckas crnpaBka K (onay. Ilpu nmocnenyrommx nepenadax JAOKYMEHTOB IepeAaeTcs
JIOTIOJIHEHNE K UCTOPUYECKOM CIIPABKE.

12.7. Tlepegaua TOKyMEHTOB O(OpMISETCs akTOM MpUeMa-Nepesadyd JTOKYMEHTOB Ha
xpaHeHue (npunoxenue Ne 29 k Hacrosuiet THCTpykuum), COCTaBIsIEMBIM B IBYX IK3EMILIApaXx.
OnMH 3K3eMIUISIp OCTaeTCsl B TOCYAAPCTBEHHOM apXHBe, Ipyroil — B cyaeOHOM yuacTke. Bmecre
C JIOKYMEHTaMM IEPENaloTCs TPU IK3EMIUIApa ONUCH JIel, JOKYMEHTOB, B TOM UHUCIIE OJMH B
3JIEKTPOHHOM BUJIE.

12.8. Ecin npu neperade 0OHapYKEHO PacXOKIACHNUE MEXKIY UTOTOBOM 3aIIMChIO B OMTUCH
Jen U (pakTHUECKUM HaJIMYMeM IepeJaBaeMbIX JIell, B OIUCH JIeJl COCTABIISETCS HOBasi HTOrOBas
3aIMCh, B KOTOPOH YKa3bIBAIOTCS (DAaKTUUYECKOE HATHMYHUE JIE]T 1 HOMEPa OTCYTCTBYIOLIHX JIEI.

12.9. Homepa oTcyTCTBYIOIUX Je)1 (GUKCUPYIOTCS B aKTe MpUeMa-nepesadn J0KyMEHTOB
Ha [IOCTOSIHHOE XpaHEHHUE, MPUYMHBI UX OTCYTCTBHUS — B IIPUJIAaraeMoil K akTy npuema-nepenadu
CIpaBKe CyJe0HOro yyacTka.

12.10. CyneOHbIi y4acTOK, MEpeIaronii TOKYMEHTHl Ha XpaHEHUE B TOCYAapCTBEHHBIN
apxuB, 00s3aH MPUHATH MEPbl K BOCCTAHOBJICHUIO YTPAYEHHBIX MPOU3BOJCTB B COOTBETCTBHH C
IIpolleCCyalbHbIM  3aKoHOAarenbCcTBOM  Poccuiickon  ®enepanuu. Ha  orcyrcTByromue
JIOKYMEHTBI COCTaBJII€TCSI aKT 00 MX yTpaTe. YTpauyeHHblE IOUIMHHUKU JOKYMEHTOB MOTYT
OBITh 3aMEHEHBI UX KOMUAMHU (IIPU HATUYUH).

12.11. IlepeBo3Ky Jlen B TOCYAAapCTBEHHBIH apXWUB OpPraHU3yeT MUPOBOM Cynabs IpH
HerocpeAcTBeHHOM yyacTuu CyKOBl.

13. Opraﬂnsaunﬂ SJICKTPOHHOI'0 apxXuBa MUPOBOI0 CyAbH

13.1. B mensx o0OecredeHUs OTKPBITOCTH CTaJAWA PAaCCMOTPEHUS CYyIeOHBIX e,
JIOCTYITHOCTH TEKCTOB Cy/AE€OHBIX aKTOB B MpoIlecce AENOMPON3BOACTBA HA CYJNEOHBIX ydacTKax
MHUPOBBIX Cy/Ie MOTYT OBITh BHEJIPEHBI ABTOMATH3UPOBAaHHBIE HH(GOPMAIIMOHHBIE CUCTEMBI. J{J1st
OTIEpATUBHOTO MOWCKA, XpPAaHEHUS U YIOPSIOUYEHHUs CYyJeOHBIX JOKYMEHTOB U aKTOB, YCKOPEHHS
obmeHa uHpOpMaIel MEXIy CyIeOHBIMU y9acTKaMU, OpPTraHU3allii OTMEPaTUBHOTO JIOCTYIa K
JOKYMEHTaM [UJIsl O3HAKOMJICHHMSI TPaXKJaH C MaTepuajlaMd Jella, CHUKEHMsSI Harpy3kud Ha
cyleOHbIe YYaCTKU MUPOBBIX Cy/IEH, a TaKKe COKpAIIEHUs pacXoJ0B Ha CoJiepKaHne OyMaXKHBIX
ApXMBOB U BBICBOOOKACHUS UX TUIOIIAIN MOXKET OBITh CO3/1aH dJIEKTPOHHBIN apXUB.

13.2. Opranusamus y4eTa, KOMIUICKTOBAHUS, MCIIOJIB30BAHUS ¥ XPAHCHUS DJICKTPOHHBIX
Jiel ¥ IOKYMEHTOB OCYIIECTBIISAETCS MPU HATUYUHM TEXHUYECKON BO3ZMOKHOCTH.

13.3. DNeKTpOHHBIA apXWB, KAaK MPAaBUIO, COCTOUT M3 CHUCKA BCEX PACCMOTPEHHBIX
CyIeOHBIX JIe ¢ YKa3aHWeM PEKBU3UTOB JIeia, YIaCTHUKOB MPOIIECcca, Pe3yJIbTaTa paCCMOTPEHUS
JieNla, U HENOCPEJCTBEHHO TEKCTOB CYAEOHBIX aKTOB (IPUrOBOp, pElIeHHE, NOCTaHOBJIEHUE U
T.J.)

13.4. Ilpu BHECEHMM TEKCTOB CYJIEOHBIX aKTOB B CHEIMAIM3UPOBAHHBIA MPOTrpaMMHBIN
KOMIUIEKC OCYIIECTBIISIETCS HUCKIIOYEHHE M3 TEKCTOB CYAEOHBIX akToB HH(popmanuu, He
MOJIJIeXkKAIIEeH OMyOJIMKOBAaHUIO B COOTBETCTBHH C 3aKOHOIATeNLCTBOM Poccuiickoit deneparium.

13.5. ®opmupoBaHUe TEKTPOHHON OMUCHU JIENT OCYIIECTBISETCS Ha OCHOBE DJIEKTPOHHOMN
HOMEHKJIaTypbl B aBTOMAaTU3UpOBaHHOM pexume. llpu stom «pumbTpom» 11 otbopa
uH(GOpPMAIIUU SBISIOTCS CPOKU XPAHEHUS JOKYMEHTOB (TIOCTOSHHOTO, BpeMEeHHOTo (cBbIme 10
JIeT) XpaHeHus).

B snexTpoHHOI omucH Aen couepiKarcs PeKBU3UTHI OMHMCAHUA WH(OpMAIMU HAa YpOBHE
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nena. O0s3aTebHBIMU PEKBU3UTAMU OIMCAHUS SIBISIFOTCS: TOPSIKOBBIA HOMEp 3alucH (HOMep
Jiena), MHAEKC /e, 3arojIoBOK JieNla, YKa3aHUue Ha MOJIMHHOCTh (KOMMHHOCTB), KpailHue JaThl
JIOKYMEHTOB, KOJIMYECTBO JINCTOB B JIeJI€, AaHHOTALIUS JOKYMEHTOB.

IToyIMHHUK OMMCHU 3NEKTPOHHBIX Aed odopMisieTcss Ha OyMa)KHOM HOCHTEJIE COIIACHO
npuioxenusm Ne 1, 2, 3 u 4 x HacTosiieit MHcTpyKumu.

13.6. DnekTpoHHbIE TOKYMEHTBHI, MMOAJIEKAIINE XPAaHEHUIO, IEPEAAl0TCs B apXUB B BUE
KOHTEHHEPOB, 00ECIECUNBAIOIINX 1IEIOCTHOCTh AJIEKTPOHHBIX JOKYMEHTOB, 110 HH(POPMAITMOHHO-
TEJIEKOMMYHHUKAI[MOHHON CETH U3 COOTBETCTBYIOLIEH aBTOMATU3UPOBAHHONW CUCTEMBI Cy1€OHOTO
ydacTka B MH()OPMAIMOHHYIO CUCTEMY apXHBa WM Ha 000COOJICHHBIX HOCUTEIISIX OJHOKPATHOU
3aIlUCH.

13.7. B xoHTeliHEp 5IEKTPOHHOIO JOKYMEHTa BKIIOYAIOTCA (ailll 3JIEKTPOHHOTO
JIOKyMEHTa B (popMaTe apXMBHOI'O XpaHEHUS U (aill MeTaJlaHHBIX IEKTPOHHOIO JAOKYMEHTa,
BKJTI0YAas SJIEKTPOHHBIE TIOATIHCH.

13.8. KonreliHepbl 3JIEKTPOHHBIX JOKYMEHTOB MOTYT IIepelaBaTbcs B apXHUB Ha
¢u3nueckn 000COOJCHHBIX MaTepHAIBHBIX HOCHTEISX OJHOKPAaTHOM 3amUCH B JBYX
UJCHTUYHBIX HK3EMIUIApaX — OCHOBHOM (3TAJIOHHBIN 3K3eMIUIAp, KOTOPBIH HCIOJIB3YETCs B
UCKJTFOUUTENIFHBIX CITydasiX, HalpUMep, ISl CO3IaHMs KONH pabovero sK3eMIuisipa) u padbouem
(c ATOrO 3K3eMIUIApa U3rOTABIMBAIOTCS KOIMUM 3JIEKTPOHHBIX JOKYMEHTOB, B TOM YHCIE I
¢doH/1a UCTIOTB30BAHUS).

13.9. Ilpu noAroToBKE 3JEKTPOHHBIX AOKYMEHTOB K Ie€peJaue Ha XpaHCHHE B apXHB
IPOBOJUTCS X KOHBEPTUPOBaHKE B popmat apxuBHOTO xpaneHus: PDF/A.

DOJNEeKTPOHHBIE JIOKYMEHTBI, HMEIOIINE MPWIOKEHUs, SBIAIOLMECS HEOThEMIEMOM
YacThIO IOKyMEHTA, IPH KOHBEPTHUPOBAHUH B (popMaT apXMBHOTO XpAaHEHHUS IPUCOSAUHSIOTCS K
OCHOBHOMY JIOKYMEHTY, 00pa3ys ¢ HUM ojuH ¢aiin. Ilpunoxenus Gospuioro o0bemMa MOryT
KOHBEPTHPOBATHCS B OTACIHHBIE (DAKIIBI.

13.10. CucremaTu3anus 3JI€KTPOHHBIX JOKYMEHTOB U MX MHIEKCAllUs B COOTBETCTBUU C
HOMEHKJIATypoi, (opMHUpOBaHHE KOHTEHHEPOB OJIIEKTPOHHBIX JJOKYMEHTOB ISl Iepeaadn
ANIEKTPOHHBIX ~ JIOKYMEHTOB B apXWB CyJa OCYIIECTBJISIOTCS B  COOTBETCTBYIOIIMX
WH(POPMAIMOHHBIX CHCTEMaX.

13.11. IloarotoBka »3JIEKTPOHHBIX JOKYMEHTOB K Iepefaue B apXHB COCTOUT M3
CJIEAYIOIIMX 3TAIOB:

poBepKa (PU3NYECKOIO COCTOSHHMS MAIIMHHBIX HOCHUTENIEH, MpeJHa3sHaYeHHbBIX IS
nepeayn B apXuB;

3aIUCh JEKTPOHHBIX JIOKYMEHTOB Ha MAaIlIMHHbIE HOCUTEIH;

MpOBEpKa KayecTBa 3aIiCH;

OIHCaHME AIEKTPOHHOT'O IOKYMEHTA;

MIPOCTaBJIEHUE AapXUBHBIX IIM(POB Ha €IWHUIAX XpaHeHUs (Ha Qymisgpax) B
COOTBETCTBUM C apXMBHOW OIUCHIO (OMUCSAMH) DJIEKTPOHHBIX JIOKYMEHTOB IIOCTOSIHHOTO
XpaHEeHHUS;

MOJIFOTOBKA KOMIUIEKTa COIPOBOJUTEIBHOMN IOKYMEHTALIUH.

ApXUBHBIH MmMHUQPpP OSICKTPOHHBIX JOKYMEHTOB, XpaHUMBIX Ha 000COOJIEHHBIX
AIIEKTPOHHBIX HOCUTEINISAX, YKa3blBa€TCSl HA BKJIAJBIIIE, BIOXKEHHOM B (yTIsp HOCHUTEIS.
ApPXUBHBIN MHUQP IEKTPOHHBIX JOKYMEHTOB, XpaHHUMBIX B WH(GOPMAIIMOHHON CHCTEME apXuBa,
SBIISIETCS 0053aTEIbHBIM AJIEMEHTOM ONMCAaHUS KOHTEITHepa 3JIeKTPOHHOTO JOKYMEHTA.

13.12. CompoBoauTeNbHAsT TOKYMEHTANWs AIIEKTPOHHBIX JOKYMEHTOB JIOJDKHA OBIThH
JIOCTaTOYHOM JUIs oOecriedyeHusl UX ydeTa M WCHOJb30BaHUsA. B Hell oTpaxkaeTcs cienyromias
uHpOpMaNKs: Ha3BaHWE JIOKYMEHTa, JaTa ero CO3JaHHs, XapaKTEePUCTHKA COICpKaHUS
(aHHOTAIMA), IMEKTPOHHBIA (popmaT, ¢pu3mveckas U JOTHYECKask CTPYKTypa (Ui y4eTHBIX 0a3
JAHHBIX, CAUTOB U Ipyroe), 00beM JoKyMeHTa (U1t 0a3 JaHHBIX TaK)Ke — KOJTMYECTBO 3aMuceil).

13.13. Ot6op 3IEKTPOHHBIX JOKYMEHTOB HA apXMBHOE XpAaHEHHE OCYILIECTBISETCS B
pe3yibTaTre OKCIEePTH3bl IICHHOCTH DIJIEKTPOHHBIX JTOKYMEHTOB, KOTOpash IPOBOIHUTCS
HKCHEPTHON KOMUCCHEH.



13.14. PabGoTHMK, OTBETCTBEHHBIN 3a pabOTy apXuBa, COBMECTHO C YHOJIHOMOYEHHBIM
JMIIOM, OTBEYaIMM 3a (YHKIMOHMPOBAHHWE HH(DPOPMALMOHHBIX TEXHOJIIOTUH B CyAaeOHOM
y4acTKE MHUPOBOTO CYZAbH, OIPEAEHsAeT IEepPEUYEeHb JIIEKTPOHHBIX JOKYMEHTOB, KOTOpBIE
nojuiexar skcrepruse. IlepeyeHb SIEKTPOHHBIX JOKYMEHTOB, HOJUIEXKAIIUX apPXUBHOMY
XpaHEHHI0, TOMHMO 3arojOBKOB JieJI, WX JaT, JOJDKeH BKJIOYaTh B ceOd JaHHBIE 00
3JIEKTPOHHBIX HOCUTENAX (MX popmarax, oObemax u Ap.). B pamkax 3Toro nepeyHs npoBOIUTCA
0TOOp DJIEKTPOHHBIX JIOKYMEHTOB Ha IIOCTOSHHOE W BpeMEHHOe XpaHeHue. llepedenn
YTBEP)KIAETCsl SKCIIEPTHON KOMUCCHEH.

13.15. DkcnepTH3a 3IEKTPOHHBIX JOKYMEHTOB IPOBOIUTCS 3KCIIEPTHON KOMHCCHEH BO
B3aMMOCBSI3M C JOKYMEHTaMH CyIeOHOIro y4yacTka Ha OyMaKHbIX HOCUTENAX (IpUMEHseTcs B
KOMIUIEKCE CHUCTeMbl OOLIMX ¥  CHENHMAIbHBIX KPUTEPHUEB: 3HAYMMOCTH, IIOJIHOTA
(3aBEpIIEHHOCTh) JIOKYMEHTa; AayTEHTUYHOCTb JOKYMEHTAa; OTCYTCTBHE OyOnaupyroliei
uHpOpPMALIUU B JIOKYMEHTAX, MPUHATHIX HA apXMBHOE XPaHEHHE) C YYETOM JIOTIOJTHUTEIBHBIX
IPU3HAKOB!

MOJJIMHHOCTh  AJIEKTPOHHOI'O  JOKYMEHTAa, HaJW4yhe 3JEKTPOHHOM MOANMCH U
HOJIOKUTEIBHOI'O pe3yJbTaTa ee IPOBEPKH;

BO3MOKHOCTh BOCIIPOHM3BEICHUS 1 00pa00TKH HH(POPMALINHU HIIEKTPOHHBIX JOKYMEHTOB;

BO3MOKHOCTh oOOecredyeHuss BpeMeHHOro (cBeimie 10 J5ieT) XpaHeHHs, MPOBEACHUs
TEXHOJOTMYECKUX MUTPALUi.

13.16. DnekTpoHHBIE apXHMBHbBIE JieJla C MCTEKIIMMU CpPOKaMM XpAaHEHHs MOJyIexar
BBIIEJICHUIO K YHUYTOXKEHUIO B IOPSJIKE, YCTAaHOBJIEHHOM JJisi JIOKYMEHTOB Ha OyMaKHOM
HOCHUTeNle, IIOCJIE Yero IpOBOAUTCS UX (PU3MUECKOE YHUUYTOKEHHE WM YHUUYTOXKEHUE
IIPOrPaMMHO-TEXHUYECKUMHU CPEACTBAMM C COOTBETCTBYIOIIEH OTMETKOM B aKT€ O BBIJIEIECHUHU K
YHUYTOKEHUIO JOKYMEHTOB.

13.17. PaGoTHuK anmapara MUPOBOTO CyJbH, OTBETCTBEHHBIH 3a MEPEBO]] TOKYMEHTOB B
3JIEKTPOHHBIN BUJI (Jlasiee — paOOTHHUK, OTBETCTBEHHBIN 3a MEPEBOJ IOKYMEHTOB B 3JIEKTPOHHBIN
BU/[), OCYIIECTBIISIET CO3/IaHUE AJIEKTPOHHBIX 00pa30B (3JEKTPOHHBIX KOMHIT) TOKYMEHTOB IIyTEM
CKaHUPOBaHMUA OYMaXHBIX HOCHTEJIEH U BBIIPY3KY MOJYYEHHBIX (ailloB B 3JIEKTPOHHOE
XPaHUJIHILE.

13.18. K nokymeHTaM, MOAJEKAIIUM MEPEBOJY B 3JIEKTPOHHBIM BUJ (CKaHMPOBAHUIO),
OTHOCSITCSl BCE CyAEOHBIE JieNia, BXOAIINE U MCXOMAIINE JTOKYMEHThI CyAa MO TPakJaHCKUM,
a/IMUHUCTPATUBHBIM, YTOJIOBHBIM Jie/laM, JieflaM 00 aJIMUHHCTPATUBHBIX MPABOHAPYLICHUAX, a
TaKk)ke 00pa3oBaHHbBIE B MPOILECCE NEATEILHOCTH MHbIE MaTepHallbl U JOKYMEHTBI, B TOM YHCIIE
3asBlIEHUsI, oOpaleHus (3kaio0bl) rpaX/JiaH, FOPUIMUECKUX JIUI] HETIPOLECCYaIbHOTO XapaKTepa,
BHEIIpOLiecCyabHble 00pallleHus, apXUBHBIE JOKYMEHTHI U MHbIE JOKYMEHThI apXHBa.

13.19. He nojyexar nepeBoly B 3JIEKTPOHHBIN BUJI CIIEAYIOIINE JOKYMEHTBI:

cyneOHbIe JieNia U IOKYMEHTHI, COJIep Kalllie rOCyJapCTBEHHYIO TallHy U MHbIE CBEJICHUS,
HE TMOJUIekKAIIUE PAas3IalleHHI0 B COOTBETCTBHM C JEWCTBYIOUIMM 3aKOHOJATEIbCTBOM
Poccuiickoit @eaepanuu;

JOKYMEHTBI, COJiepKallie CIy>KeOHYI0 MH(POPMALIUI0 OTPAaHUYEHHOTO PACIPOCTPAHEHUS
(c moMeTkoit «J1Jis cITy’>keOHOTO TTOTB30BAHUS);

peKJIaMHBbIE POCTIEKTHI (M3BEIICHUS);

MO3/]paBUTEIbHBIEC TUChbMA (OTKPBITKH);

IOpUIMYecKas JUTepaTypa, MocoOus, CHpaBOYHO-WH(OPMAIMOHHBIE MaTepHalbl,
u3JIaHus (KHUTH, )KYpHaJIbl, IEPUOANYECKHUE N3/IaHUs) U NHAas oJurpadudeckas JuTeparypa;

MHasl KOPPECIIOHIEHIIMS, TOCTYNAOLIAs B CY/I.

13.20. Cpoku mepenadu JTOKYMEHTOB Ha y4acTOK CKAaHMpPOBAHMALl, a TaKKe CPOKH WX
HaxXOXJEHNs HA Y4YacTKE CKaHUPOBAHUSA  ONPEAEHAIOTCS  MHUPOBBIM  CYAbEH MU
YIOJHOMOYEHHBIM MM JIMIIOM C Y4Y€TOM CpPOKOB, THIPEIyCMOTPEHHBIX MpPOLECCYaTbHbIM
3akoHomarenbCcTBOM  Poccuiickont  denepanuu,  COOTBETCTBYIOLICHM  MHCTPYKLUUEH 110

Y4acTOK CKaHMPOBaHMS — AaBTOMAaTU3UPOBAHHOE pabodee MecTO pPabOTHHKA ammapaTa MHUPOBOTO CYIbH,
OTBETCTBEHHOT'O 32 TEPEBOJI IOKYMEHTOB B JICKTPOHHBIH BUI.



JIeNTOTIPOU3BO/ICTBY.

13.21. PaGoTHUK, OTBETCTBEHHBI 3a TEPEBOJ JIOKYMEHTOB B OJJICKTPOHHBIA BHI,
OCYILIECTBIISICT CACAYIOIINE ICHCTBUS:

CKaHUPYeT MOKYMEHT (CKaHMpYeTCs KaX/blil 3aloJHEHHBI pa3BOpOT, HyMepalus
cTpanuil B hopMupyeMoM (aiisie JoIKHA COOTBETCTBOBATH HyMEpAIH CTPAHUI] B TJOKYMEHTE);

KOHTPOJHMPYET KAaueCTBO U IOJHOTY BJEKTPOHHOro o0pas3a JOKYMEHTa (YUTaeMOCTb,
OTCYTCTBHUE MEPEKOCOB, 3aTEMHEHUH WM WHBIX J1€()EKTOB, COOTBETCTBHE KOJIMYECTBA CTPAHUIL
JIOKYMEHTA);

1ocje MPOBEACHHS MPOLEAYPbl CKAaHMPOBAHUS IMPOBEPSET COOTBETCTBUE AIICKTPOHHON
KONUU JIOKYMEHTa €ro MOMJIMHHUKY, NpU OOHApYKEHHH HECOOTBETCTBUS IPOU3BOJIUT €ro
MOBTOPHOE CKaHUPOBAHNUE;

pu HE0OXOIUMOCTH 00padaThIBaeT KaXkJ10€ OTCKaHUPOBAHHOE HM300pakeHue (yaaysieT
JUIITHHE 00BEKTHI, KOTOPBIE MOT'YT MOSIBUTHCS MTPU CKAHUPOBAHUN );

coxpansieT (ailm ¢ BO3MOXKHOCTBIO €ro JalIbHEHIIero MOUCKa Ha JUCK CBOEro
aBTOMATU3UPOBAHHOTO pabodero mecra (B ¢popmare PDF—daiina, pazpemenue He menee 200 —
300 dpi);

3arpy’kaeT CO3aHHBIN IIEKTPOHHBIN 00pa3 TOKyMEHTa B AJIEKTPOHHOE XPAHWIIHIIIE.

13.22. Pe3ynpTaToM CKaHUPOBAHUSA JOKYMEHTA SIBJSICTCS SJIEKTPOHHBIN 00pa3 JOKyMeHTa
B popmare PDF-daiiia ¢ KOJOHTHTYIIAMH, COIEPIKAIIETO HEOOXOIUMBIC HICHTH(PUKAIMOHHBIC
JAaHHBIE TI0O HEMY U BKIIIOUYAIOIIETO BCE CTPAHUIIBI JJOKYMEHTA.

13.23. DnekTpoHHBI 00pa3 MEPEeBEICHHOTO B 3JICKTPOHHBIM BUJ JOKYMEHTAa JOJIKCH
OBITH IPUKPEIJICH K PErHCTPALIMOHHON KapTOUYKEe COOTBETCTBYIOIIETO MPOTPAMMHOIO U3/IEIIHUS.

13.24. DnexTpoHHBIE 00pa3bl JOKYMEHTOB, CPOpPMHUpOBaHHBIE B (aill MO OJHOMY
CyneOHOMY JIeNy WM JOKYMEHTY, OJDKHBI TOUHO COOTBETCTBOBATh MX OYyMa)KHOMY HOCHTEIIIO,
pacnonaratekcs B (aiie B TakoW jke IOcCieqoBaTeIbHOCTH. HamMmeHoBaHue (aiiina JOJDKHO
MO3BOJIATH UACHTU(PUIIUPOBATH JOKYMEHT M KOJIMYECTBO JIUCTOB B IOKYMEHTE.

Xpanenue cGopMUpOBaHHBIX (AiJIOB B MPOTPAMMHOM H3JIEIHU OCYIIECTBIISACTCS MO
COOTBETCTBYIOLIMMH MHJIEKCAMU U HyMepalueil B COOTBETCTBUU C HOMEHKIJIATypOH A€, y4eTHO-
CTaTUCTHYECKUMH KapTOUKAMH.

13.25. Tlepenaya S7€KTPOHHBIX JTOKYMEHTOB B apXUB IPOU3BOAMTCS HAa OCHOBAaHUM
OMMCEN AIEKTPOHHBIX JIeNl IO UH(POPMALMOHHO-TEIIEKOMMYHUKAI[MOHHON ceTH (MpH HAJTUYHUU B
apxuBe HWHPOPMALMOHHOM CHCTEMBbI) WIM Ha (u3nueckd 000COOJEHHBIX MaTepUaIbHBIX
HOCHUTEIISIX, KOTOPBIE MPECTABISIOTCS B IBYX HIICHTHYHBIX SK3EMIUISIpax.

13.25.1. [Ipu nepenave 37IEKTPOHHBIX JOKYMEHTOB B apXUB BBIMOJIHSAIOTCS CIEAYIOLIHE
OCHOBHBIE MPOLIEAYPHI pabOTHI ¢ JOKYMEHTAMHU:

¢dopmupoBaHre B MH(OPMAIIMOHHOM CHUCTEME CyAeOHOro y4yacTKa 3JIEKTPOHHBIX Jel,
SIBIISTIOIIMXCSI  COBOKYITHOCTBIO KOHTEHHEPOB DJIEKTPOHHBIX JTOKYMEHTOB WM KOHTEHHEpOM
AJIEKTPOHHOI'O JIOKYMEHTA, COAEPKAIllMM KOHTEHT M METaJlaHHbIE SJIEKTPOHHOIO JIOKYMEHTA,
(aiisibl AIIEKTPOHHBIX TMOJMUCEH W BHU3YaIM3HPOBAHHYIO KOMHUIO TEKCTOBOTO HIIEKTPOHHOTO
nokymeHTa B popmare PDF/A;

(dbopMHpOBaHKE OMUCH ITEKTPOHHBIX JIEJT, JOKYMEHTOB CyJe0HOTO yUacTKa,

MIPOBEpKa DJEKTPOHHBIX JOKYMEHTOB Ha HaJW4YMe BPEIOHOCHBIX KOMITBIOTEPHBIX
IPOTpaMM;

MIPOBEPKa BOCIIPOU3BOIMMOCTH AJIEKTPOHHBIX JOKYMEHTOB;

mpoBepKka (U3NYECKOTO W TEXHHYECKOTO COCTOSHHSI HOcuTenedl (mpu mepenave
AIIEKTPOHHBIX JOKYMEHTOB B apXUB Ha (pr3nuecky 060CO0IEHHBIX MAaTepHAIbHBIX HOCUTEISIX ).

13.25.2. TlpuemM  DIIEKTPOHHBIX  JOKYMEHTOB B apXWB 1O HWHPOPMAIMOHHO-
TEJIEKOMMYHHUKAIIMOHHON ceTH (MpU HaJUYMU B apXuBe HWH(OPMAIIMOHHON CHCTEMBbl) MM Ha
bu3ndecKku 000COOJICHHBIX HOCUTENIX O0(QOPMIISIETCSI COCTABIICHMEM MTOTOBOM 3alMCH B KOHIIE
OMHUCH DIEKTPOHHBIX [eJl, B KOTOpPOM IMdpamMu M MPOIMUCHIO YKa3bIBAETCS KOJIMYECTBO
(aKTHYECKN TPHUHSATHIX B apXWB DJIEKTPOHHBIX J€JT U JJIEKTPOHHBIX JOKYMEHTOB. MToroBas
3aMUCh MOJTBEPXKAAeTCS MOAMMUCAMU paOOTHUKA, OTBETCTBEHHOIO 3a paboTy apxuBa, H



paOOTHHKA, TEpeaBIIero 3JCKTPOHHBIE Jaela W JTOKyMeHThl. Ilpu mnpueme Ha apxuBHOE
XpaHEHUE OHJIEKTPOHHBIC Jella 3aBEPAIOTCS DJIEKTPOHHON MOJIMUCHI0O MHUPOBOTO CYAbH WU
YIIOJIHOMOYEHHOTO UM JIUIIA.

13.25.3. Ha Bkuajpiie, momMemaeMoM B QyTISAp €AUMHUIBI XpaHEHHS, 0(OPMIIIEMOM B
apxuBe, yKa3bIBAIOTCS:

HAaUMEHOBAHHE CY/IeOHOT0 YUacTKa;

HoMmep GoHJa;

HOMEp OIHCHU AIEKTPOHHBIX JIEJT;

HOMEp JIeJia 10 OIHUCH;

OTMETKa O CTaTyce HK3eMIUIsApa 3JICKTPOHHBIX JOKYMEHTOB: «OCH.» (OCHOBHOM) WU
«Pab.» (pabounii);

KpaliHue 1aThl JOKYMEHTOB 3JIEKTPOHHOTO JIeNa;

npu HEOOXOAMMOCTH O(GOPMIISIOTCS JIOTOJIHUTEIBHBIE OTMETKH 00 OrpaHWYeHUU
JOCTyTa K JIOKYMEHTaM.

Bxunagpim nomemaercs B Gymisp puznueckn 000COOJIEHHOTO MaTepUAIBHOTO HOCUTEIS
TakuM 00pa3zoM, YTOObI HAJMUCH Ha HEM ObUTH BUIHBI IIPH 3aKPBITOM (pyTIisipe.

Hananucy Ha BKIamplax MeyaTaroTCsl WM HAHOCSTCS OT PYKH pa30OpUMBBIM MOUYEPKOM
CHEIHUAIbHBIMI BOJIOCTOMKUMHU YepHUJIaMH. BO3MOXHO HCIOJIb30BAHUE IITAMIIOB U JPYTUX
AQHAJIOTUYHBIX CPEJICTB.

13.26. ABTOMATH3UPOBAHHBII Hay4yHO-CIIPABOYHBIN ammapar apxuBa (majgee —
aBToMaTu3upoBaHHbId HCA) — KOMIUJIEKC 3JIEKTPOHHBIX CIIPABOYHHUKOB (0a3a JaHHBIX OMUCAHUN
JOKYMEHTOB), TMpEAHAa3HAUYEHHBIX Ui S()PEKTUBHOTO TMOUCKA apXHUBHBIX JIOKYMEHTOB U
uH(pOopMaLUH.

13.27. AmrtomarusupoBanHblii HCA Moxxer OasupoBarbcsi Ha UHGOPMAIMOHHO-
IIOWCKOBOW CHCTEME, CO37aBaeMOil B TEKYIIEM [eJIONPOU3BOJCTBE CyAEOHOrO YydacTka
(97EKTPOHHBIE CIIPABOYHBIE KAPTOTEKH, HOMEHKIATYPHI, KIACCU(DUKATOPHI).

OCHOBHBIMH ~ TIOJSIMH ~ JJIGKTPOHHOW  PETHUCTPAIIMOHHO-KOHTPOJBHOM  KapTOUYKH
(manee — PKK) sBnstoTcst: aBTOp (KOppECIIOHJIEHT), Ha3BaHUE BHJA JOKYMEHTa, JlaTa, MHAEKC
JIOKYMEHTA, 3arojoBOK (KpaTKOe€ COJEep>KaHUE), PEe30IIOIHs, CPOK HCIOJIHEHHs, OTMETKa 00
UCTIOJIHEHUH, apXUBHBIN IIUD.

[Touck napopManmu 0 JOKYMEHTE MOXET OCYIIECTBIAThCS Kak 1o ogHomy moio PKK,
TaK ¥ 110 KOMOMHAIIUH TOJIEH.

13.28. TTone PKK «HOMep nena 1mo HOMEHKJIATYpe» SIBISETCS CBSA3YIOIIMM ITOMCKOBBIM
PEKBU3UTOM MU MEpEXo/ie OT MOMCKa UH(OpMAIMK Ha YPOBHE JOKYMEHTa K MOUCKY Ha YpOBHE
nena.

IIpy Hamuuuu HSIEKTPOHHON HOMEHKIATypbl B aBTOMAaTH3UPOBAaHHOM  pEXHME
OCYILECTBIISICTCS CTUCAHNE JIOKYMEHTOB B €TI0 ¥ M3BJICYCHUE JJOKYMEHTOB U3 JIEeNIa.

OCHOBHBIMU TIOMCKOBBIMHM PEKBH3UTAMU HOMEHKJIATYphl SBISIOTCS: HHJIEKC Jena,
3aroJIoBOK Jiefia (Toma), KOJIMYECTBO JeJ1 (TOMOB), CPOK XpPaHEHHUS U CTaThs 110 MEPEUHIO.

13.29. Onextponnsie PKK sBnsAtOTCS OCHOBON A CO3/1aHUSl aBTOMAaTH3HMPOBAHHOTO
KaTaJora.

Ecmu B TpaguunonHom HCA BuIBI M pa3sHOBUAHOCTH KaTalOTOB (CHCTEMAaTHYECKUH,
TEMaTHYECKH, HUMEHHOHM U JpYyroe) CBsI3aHbl MEXIy CcO0Oil CHUCTEMOH OTCBUIOK, TO B
aBTOMATH3UPOBAHHOM peXUMe (OPMHUPYETCS OAMH DJIEKTPOHHBIM KaTaslor, CoJepKamiuit
OTCaHWE HAa YPOBHE JOKYMEHTA WIIU JIeNa.

[Ipu oTCYTCTBUM aBTOMAaTH3MPOBAHHOW CHUCTEMBI PETHCTpAallMU JOKYMEHTOB CO3AeTCs
0a3a TaHHBIX ONMMCAHHWK HAa YPOBHE JOKYMEHTA (JIEKTPOHHBINA KATaJIoT).

OCHOBHBIMU PEKBM3UTaMHU OIMCAHUNA B AIIEKTPOHHOM KaTajlore SBISIOTCSA: HHJEKC,
Ha3BaHue (GoHma, HOMep GOHIa, HOMEp OIHMCH, HOMEp Jiejia, HOMEp JIHCTa. PEKBU3UTHI: Ha3BaHHE
¢donna, HOMep (oHIA, HOMEpP ONKMCH, HOMEp Jejia, HOMEp JIMCTa COJAEpXKaT YyueTHbIE
XapaKTEPUCTHKHN U MOTYT TpaHC(HOPMUPOBATHCS U3 YUETHON aBTOMATU3HPOBAHHOW CHCTEMBI.

13.30. loxymeHTHI, moJuIeXkalye rnepegaye Ha MOCTOSHHOE XpaHEHHEe, NepenaroTcs B



rOCy/IapCTBEHHBIN apXUB BMECTE ¢ aBToMaTu3npoBaHHbEIM HCA.

Hanmune 00s3aTenbHBIX PEKBH3UTOB B CTPYKType 0a3 JaHHBIX aBTOMAaTH3UPOBAHHOTO
HCA wu mnpenocraBienue wuH(OpPMAMKA IO STUM PEKBU3UTaM B JIIEKTPOHHOM (opmare
o0ecrieyrBaeT COBMECTUMOCTh 0a3 JaHHBIX apxuBa W aBToMarm3upoBanHoro HCA
rOCyJapCTBEHHOTO apXUBa.

13.31. PaGoTbl 1O mNpoOBEpKE HAIMYMA U COCTOSHUS DJIGKTPOHHBIX JEJ JIOJDKHBI
HAYMHATBCS C OCHOBHBIX OJK3EMIUISIPOB CIMHUI[ XPAHCHUS OJIIEKTPOHHBIX JIOKYMEHTOB U
3aKaHYMBATHCS PA0OYMMU IK3EMILISIPAMH.

[Ipu mpoBepke HANMUYUS EAUHUI] XPAHCHHS DJIEKTPOHHBIX eI MPOBOJIUTCS CBEPKa UX
o0IIero KOJMYEeCTBA W YUYETHBIX HOMEPOB CO CBEJCHUSMH B KHUTE ydeTa IOCTYIUICHUH U
BBIOBITHS SJICKTPOHHBIX JIEJ, JOKYMEHTOB W KOJIMYECTBA CO CBEICHUSMHU IO JIMCTy y4eTa
AJNIEKTPOHHBIX JIEJT, TOKYMEHTOB.

[Ipyn mpoBepke HAIWMYHUS EIUHUIl XPAHEHUS DIIEKTPOHHBIX JIOKYMEHTOB MPOBOIAUTCS
corocTaBieHue (aKTUYECKUX OONIMX KOJMYECTBEHHBIX M KOHTPOJIBHBIX XapaKTEPUCTHK C
UTOTOBOM 3aIKCHI0 OMHCH JIENI, CBEPKA X HATHYUS C OIUCHIO.

13.32. B cayuyae HeoOXoaMMOCTH (HM3MEHEHHE (U3MUYECKOTO COCTOSHHUSI HOCHTEINEH,
VXYAIIEHUE BOCIPOU3BOJAUMOCTH, W3MECHEHHE (opMara) IO PEMICHUI0 MHPOBOTO CYyIbU
POBOUTCS PaboTa MO Mepe3anrcu IEKTPOHHBIX JOKYMEHTOB Ha HOBbIC HOCUTEIIH.

[Ipu ocymiecTBICHNN Nepe3anucy JT0JDKHA ObITh oOecrieuyeHa ayTeHTUYHOCTb, MOJIHOTA,
JIOCTOBEPHOCTb, IEJIOCTHOCTh M HEU3MEHHOCTh MH(OpMAIUK, COJEpKAMICHCS B AJICKTPOHHBIX
JOKYMEHTaX.

TekcToBbIe AIIEKTPOHHBIC JOKYMEHTHI, MOJBEPrIIMECcs MEPe3aluch B HOBBIC (OPMATHI
W/WJIM Ha HOBBIC HOCUTEIH, JOJDKHBI OTBEYATh YCTAHOBICHHBIM TPEOOBAHUSM.

13.33. DnexTpoHHbIE JOKYMEHTHI BBIIAIOTCSA U3 aPXHUBOXPAHUIIHILA B BUE SJICKTPOHHBIX
KONMUU WIM KOMUH Ha OyMa)XKHOM HOCHUTENe, KOTOpBIC CO3JAOTCS HAa OCHOBE pabodero
9K3EeMIUISIpa KOHTEHHEPA 3JICKTPOHHOTO JOKYMEHTa. Ha apXMBHBIX KOMHUSX, BKIFOYAs apXUBHBIC
KOITUU Ha OyMa)KHOM HOCHTEJIE 3JICKTPOHHBIX JOKYMEHTOB, apXWBHBIC MHU(PHI TPOCTABISIOTCS
Ha 000pOTe KaXI0TO JIMCTa aPXHUBHOM KOIWH, a 3aBepUTENIbHAs HAAMUCh U OTTHUCK MEYaTH — Ha
000pOTE MOCIIEIHETO JINCTA KOTIHH.

[To 3ampocy nuIl, UMEIONINX MPaBO HA MOJTYYEHHE KOMUN TOKYMEHTOB, M TIPU HAJUYUU
TEXHHYECKOH BO3MOXKHOCTH apXHBHBIC CIIPABKU (BBIMMCKH) MOTYT BBIJABATHCS B AJICKTPOHHOM
dopMe Ha DIEKTPOHHOM  HOcUTene JuOO  TMepechbulaThess MO  UHGOPMAIMOHHO-
TEJICKOMMYHUKAITMOHHBIM CETSIM.

DNEeKTPOHHBIE ApXUBHBIC CIPABKHU (BBIMUCKH) 3aBEPSIFOTCS AJIEKTPOHHOW TMOIMHCHIO
MHPOBOTO CYJIbH.

@DakT BBIJAYM KOMUU DIIEKTPOHHBIX TOKYMEHTOB (UKCHUPYETCS B JKypHajie BbIAAUU
JIEKTPOHHBIX IOKYMEHTOB.

JlocTyn paGOTHUKOB ammapara MUPOBOTO CYIbU K JJEKTPOHHBIM JOKYMEHTaM apXuBa
P HAJTMYHUY WHOPMAITMOHHON CUCTEMBI MOYKET OCYIIECTBISITHCS HEIIOCPEICTBEHHO ¢ pabodnx
MECT B COOTBETCTBUHU C YCTAHOBJICHHBIMH IPHUKA30M MHPOBBIM CyIbel MpaBaMU JOCTYIa K
JIOKYMEHTaM.

[To pemieHno MHPOBOTO CYABH apXHB MOXET MPEAOCTaBIATh paOOTHHUKAM arapara
MHPOBOTO CYABH JJICKTPOHHBIC IOKYMEHTBHI IO JIOKAJIBHOW ceTH. B 3TOM cityyae BemeTcs
DIIEKTPOHHBINA JKypHAT y4yeTa BBIJAYM DIIEKTPOHHBIX JOKYMEHTOB W3 apXuBa, B KOTOPOM
buKCHpYIOTCS: Jara BbIAaud, (HaMUJIHS, WHHUIHAIBI 3alPOCUBIIECTO JOKYMEHT, 3arojoBOK H
YUETHBI HOMEP BBIIAHHOTO JTOKYMEHTA.

13.34. O6s3aTebHBIMU YCIOBHUSMH XPAHCHUS ICKTPOHHBIX JIOKYMEHTOB SIBJISTIOTCS:

HaIMYME B apXMBE HE MeHee MABYX OK3EMIUIAPOB KaXJAOW EIUHHIBI XPAaHEHUS
DJIEKTPOHHBIX JOKYMEHTOB (OCHOBHOW M pabOUMil SK3EeMIUISIPHI JODKHBI HAXOAUTHCS Ha Pa3HBIX
(buU3NYECKUX YCTPOICTBAX);

HAIMYME  TEXHWYECKHX W  MPOTPAMMHBIX  CPEICTB, MpPEIHA3HAYCHHBIX  JUIS
BOCTIPOM3BEJICHUS, KOIHUPOBAHMS, TEPE3aluCh DJIEKTPOHHBIX  JOKYMEHTOB, KOHTPOJS



(U3UUECKOro U TEXHUUIECKOTO COCTOSIHUS;

o0ecriedueHre pexuMa XpaHEHMs IJIEKTPOHHBIX JTOKYMEHTOB, MCKIIIOYAIOLIEro yTpary,
HECAaHKIIMOHUPOBAHHYIO PACCHUIKY, YHUUTOKEHUE UM NCKAaKEHUE HH(DOPMAIIH.

13.35. Jlna omepaTMBHOrO AOCTyNa K JJIEKTPOHHBIM JIOKYMEHTaM B CIIPABOYHBIX U
MIOVCKOBBIX LIEJISIX B apXUBE CO3/1aeTcs (DOH]T MCTIOIb30BAaHUS SJIEKTPOHHBIX IOKYMEHTOB.

13.36. Ilepenaua 351€eKTPOHHBIX TOKYMEHTOB B IOCYJapCTBEHHBIN apXHUB OCYILIECTBIISAETCS
B BUJIC€ KOHTEHHEPOB 3JEKTPOHHBIX JOKYMEHTOB MO WH(POPMAIMOHHO-TEJICKOMMYHUKAIMOHHOM
ceT WM Ha (u3NYeckd OOOCOOJNICHHBIX MAaTepUANbHBIX HOCUTENSIX [0 IpaBHIIaM,
YCTAHOBJICHHBIM UL IOKYMEHTOB Ha OyMa)kKHOM HOCHUTEIIE.



