ABTOHOMHAs HEKOMMepUecKas Irpodeccnonaibias oOpazoBaTesibHas OpraHu3ausg
«MuoronpoduibHast AkaJieMust HeIIpepbIBHOI0 00pazoBaHush
AHITOO «MAHO»

YTBEPXIIAIO

< Pextop AHIIOO MAHO»

B.U. 'am

IMOJIOKEHHUE

o ¢popmupoBaHuH A0KyMeHTaAbHOro ponna AHIIOO «MAHO»
(HOBas pelaKIus)

oT F7, L5 L8
Ne &f — /o5 - 79

Omck 2019



2

1. O0mme MoJI0KEHUs
1.1. Tlonoxexue o (OPMUPOBAHUM IOKYMCHTJILHOTO dponga AHITIOO «MAHO» (nanee —
[Tono)keHne) B HOBOM pelaKiuh pa3paboTaHO B COOTBETCTBHH € denepaibHBIM 3aKOHOM OT
99.12.2012 Ne 273-®3 «O6 obOpa3oBaHUK B Poccuiickoit Penepauuny», OenepaabHbIM 3aKOHOM
oT 22.10.2004 Ne 125-®3 (pen. oT 28.12.2017) «O6 apXxuBHOM J€JjC B Poccuiickoit denepanuuy,
ycTaBOM ABTOHOMHOH HEKOMMEPYECKOH npoecCHOHATBLHOM o6pazoBaTeIbHOM OpraHu3aliu
«MHuoronpoduibHas AKageMHs HEIPEPLIBHOTO npodeccHOHATBHOTO 00pa3oBAHU» (manee —
MAHO, Akanemusi).
1.2. Hacrosimee ITonoskeHue onpenenseT MopaioK dopMupoBaHKs JOKYMEHTalIBHOIO bonna
AHITOO «MAHOY - oriepaTHBHOTO XpaHEHHs JOKyMEHTOB MAHO 0 nepeaui ux Ha XpaHCHHUC
B apXUB WM YHHYTOXKCHHE, OCYIIECTBIISAEMOTO B CTPYKTYPHBIX TIOAPA3ICTCHUSX MAHO.
1.3. Hactosiuee ITomoskeHHE MPHHUMAETCS PEKTOPOM MAHO B COOTBETCTBHY C KOMIETEHIHEH,
YCTAHOBJIEHHOU MOJII. 16, myskra 7.4. ycrapa MAHO.
1.4. JleficTBue Hacrosmero [1onoxeHus pAcIpOCTPaHAETCs Ha BCS CTPYKTYPHBIC [0/pa3IeIeH s
AxaneMuH.

2. Homenkaarypa aex MAHO

2.1. B memsix XpaHeHus, TOWCKAa U MCIIOJIb30BAHMA JOKyMEHTB Ha OyMaXHOM HOCHUTENC M
3IEKTPOHHBIE JIOKYMEHTBI HOPMUPYIOTCA B ZIENA B COOTBETCTBHHU C HOMEHKJIATYPO# €.
HomeHKIaTypa el 3aKperuisicT raccuuKaIuio (rpyMIHPOBKY) HCIIOJHCHHBIX JIOKyMEHTOB B
nena (3MeKTPOHHEBIE JeNa), CUCTEMATU3AIHIO 1 MHIEKCALIUIO JIEN, CPOKH MX XPAHEHUS U SBIACTCS
OCHOBHBIM YUETHBIM JIOKYMEHTOM.
HoMeHKJIaTypa el SBIAETCs OCHOBOH sl COCTABIICHHA omnmcei el MOCTOSHHOIO, BpEMEHHBIX
(cBpime 10 eT) CpOKOB XpaHEHHUS H 110 JINYHOMY COCTaBY (COTPYIHHUKH, 00y4aroIIHecs), aKTOB O
BBUICJIEHMH K YHHUTOXKEHHIO TOKYMEHTOB C HCTEKIIMMH CpOKaM# XpaHEHHs], & TAKKe Al ydera
nen BpeMeHHbIX (10 10 et BKJTIOUMTEJIBHO) CPOKOB XpaHCHHUS.
2.2. Homenxiarypa aen MAHO cocrapyiseTcs Ha OCHOBC M3ydeHUs. COCTaBa M COJACPIKAHUA
JIOKYMEHTOB, 00pa3yOWHXCs B ACATCIPHOCTH MAHO, BKmouasi JOKYMEHTBI, OCTYIIAIOMHE 13
JPyTUX OpraHu3aluy.
2.3. Tlpu cocTaBjeHWH HOMEHKIATYPhI JEI ciIelyeT PYKOBOJICTBOBATHCHA YCTABOM MAHO,
OMOYKEHHSAMHI O CTPYKTYPHBIX MOJPa3AeICHUSX, ITATHBIM pacnucaHueM, IaHaMK | OT4CTaMH
o pa6ore MAHO, HOMEHK/IATYPO# JIeJT 3a POLISALIH IO/, JIOKaTbHBIMH HOPMAaTHBHBIMH aKTaMH
MAHO, comepKalliMH CBEACHHSA O HOKYMCHTaX, obpasyronmxcs B ACATEIBHOCTH MAHO,
THIIOBHIMA M TIPUMEPHBIMH HOMEHKIIATypaMH €] (mpu UX HAIMYMM), BEJOMCTBCHHBIMH U

THUIIOBBIMHU NEPEUHIMHA JOKYMEHTOB C yKa3aHUEM CPOKOB HUX XpaHCHUS.



74. B HOMEHKIATypy A€l BKJIIOYAOTCA BCE JOKYMEHTEL oTpaxkaroumue JesTelIbHOCTh
CTPYKTYPHBIX noxpasaenernii MAHO u MOCTOSIHHO WM BPEMEHHO JIEHCTBYIOLIMX OpraHoB
(kOMHCCHH, COBETOB, KOMHUTETOB), B TOM YHCIE JIOKYMEHTBI OIPaHHYCHHOTO JIOCTYTIA,
PerHCTpalMOHHbIE U YYETHBIE JKYPHAJIBL 1 KApTOTEKH, B HEOOXOMMMBIX CIydasx - KOIHH
JOKyMEHTOB. JIOKyMEHTBI, CO3/IaHHBIC B 2IIeKTPOHHOM opMe, BKIIOYAIOTCS B HOMCHKIIATYPY A7
0 TeM JKe NpaBWiaM, 4TO M JOKyMCHTBl Ha GymaxsoM HocuTene. He BKIOYAIOTCA B
HOMEHKJIATypy el IIEPUONUCCKIE U3NaHus, KHATH, OpOIIIOPEL.

2.5. Homenxmarypa nenr MAHO (cBOZIHAST) COCTABIISIETCS HAa OCHOBAHMU HOMEHKJIATYp e
CTPYKTYPHBIX ~ IOJIpasfieleHuil 1o dopme, ycraHoBneHHOW  IIpaBunami  XpaHCHML,
KOMILIEKTOBAHUS, ydeTa ¥ HCIONBb30BAHUS JOKYMEHTOB Apxusroro (omuma Poccuiickoit
deznepallid U JPYTHX ApXHBHBIX AOKYMEHTOB B opraHax rocylapCTBEHHOM BIACTH, OpraHax
MECTHOTO CaMOYIIpaBJI€HH s, OPraHU3alHAX (nasee - [IpaBuia XpaHEHNUs).

CpomHas HOMEHKJIATypa JeJl COCTaBIAeTcs B IOCIEHAHEM KBapTale TEKYIIEero roxa Ha
TIpEACTOSIIINH KaJIeHIapHbIi MOl

26. Homenkmarypa nen MAHO  HOAMACHIBACTCA IIPOPEKTOPOM ~ TI0  TIPABOBBIM 1
aJIMMHUCTPATHBHBIM BOIPOCAM, BU3UPYCTCA GyxranTepoM (JIMIOM, OTBETCTBEHHBIM 34 apXuB),
COIJIaCOBBIBAETCS C IIEHTPAILHOM SKCTIEPTHOM KOMECCHeH (3KcTepTHOM KoMuccHei) MAHO.
HomeHKIaTypa el YTBEPIKIACTCS PEKTOPOM H BBOJMTCS B JeiictBue ¢ 1-ro sHBaps
TIPEICTOSIIET0 KaleHAapHOro roza.

B ciyuae u3MeHeHHs (QYHKIHMH M CTPYKTYPBI MAHO HOMeHKIaTypa Il COCTaBJIsACTCH,
COIJIACOBBIBAETCS M YTBEPIKIACTCSA 3aHOBO.

2.7. TlepBBlil 9K3EMILIAP YTBEP)KICHHON HOMEHKJIATYPbI ICIT ABIACTCA JIOKYMEHTOM ITOCTOSTHHOT'O
XpaHeHHsi W BKIIOYAETCs B HOMCHKIATYpy AT B pasaen IIpopekrop MmO MNPaBOBBIM H
A/IMMHICTPATHBHBIM BOIIPOCAM, BTOPOH - HCHOJIB3YCTCH IPOPEKTOPOM 110 TPaBOBBIM H
aMIHACTPATHBHBIM BOIIPOCAM B Ka4ECTBE paboYero dK3eMILIApa, TPETHH - EpesIacTCs B apXuB
MAHO B KauecTBe YYETHOTO JOKYMEHTa, JJIEKTPOHHAA KO pomenknarypsl ne1 MAHO,
YIBEP/KIEHHOH ~ PYKOBOJHTEIEM  OpraHU3altiy, nepenaercs B rocy1apCTBEHHbIA
(MYHULMIIATBHBIH) apXHB, ICTOYHUKOM komIuTekToBanus kotoporo siisercs MAHO.

B noxpasnenennss MAHO HoMmeHKIaTypa €l pacceitaeTcs [IpopekTop IO MpaBOBbIM M
aJIMMHUCTPATHBHBIM BOIIPOCaM B BHUJC KOMMI{ COOTBETCTBYIOIIMX pa3ZielioB Ha OyMaXHOM
HOCHTEJIE HJIH B 3JIEKTPOHHOU (popme.

2.8. Homenkmarypa zen MAHO crpoutcs 10 CTPYKTYpHOM (Ha3BaHUAMH Pa3NCIOB
(OZPA3/IENoB) HOMEHKJIATYPBI JACH  ABIAIOTCS Ha3BaHUs CTPYKTYPHBIX IOJpa3/ieieHUH,

pAacTIONIOXKEHHBIE B COOTBETCTBUM C YTBEPIKIEHHOH CTPYKTYPO# MAHO).
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2.9. HoMEHK/IaTypa Je]l CTPYKTYPHOTO TIO/IpA3e/ICH s COCTABIIAETCS B KAXIOM TOpasACICHIN
opraEu3anuu pabOTHAKOM, OTBETCTBEHHBIM 38 JIEJIONPOM3BO/ICTBO NOAPa3/Ie/ICHHA, ITPH y4acTUU
Be/lylUX CHENUATUCTOB [0Jpa3/ie/ieH s, MOMMHCHIBACTCA PYKOBOAMTENCM  CTPYKTYpPHOTO
NOZPA3/eNeH s U MPECTABIISETCS IPOPEKTOPY M0 MPABOBBIM M aAMUHICTPATHBHAIM BOIPOCAM.

BHOBbL CO3JaHHOE MM PEOPraHU30BaHHOE TOAPA3ACICHHE IOJKHO B MECSIUHBIN  CPOK
pa3paboTaTh HOMEHKIATYpY /€1 M IpPeICTaBMTh €€ IPOPEKTOpY IO  IpaBOBBIM M
aIMHHHCTPATUBHBIM BOIIPOCAM.

2.10. Bce 3arojlOBKHM Jel, BKJIIOYEHHBIE B HOMEHKIJIATYpPy HeJl CTPYKTYPHOTO MOAPa3JCICHN,
uHeKCHpYEOTes. VInIeKe fena yKassiBaeTcs B rpae 1 HOMEHKIIATYPbI ST X COCTOHT U3 MH/ICKCa
CTPYKTYPHOTO TOApa3jeNeHns (Koja MOApa3JeNeHuss B COOTBCTCTBHH  C yTBEPKICHHOM
CTPYKTYPO# OpraHH3alHH Ui KIIACCHUKATOPOM CTPYKTYPHBIX TO/Ipa3IeNIeHHU) U IIOPSAIKOBOTO
HOMepa JIefia B pa3jiesie HOMEHKIaTypbl fent. MHIeKChl ael 0603HavaI0TCs apabCKUMH IUpaMH.
Jlena 0 BONPOCAM, HEPA3PELICHHBIM B TEUEHHE OJHOrO TOMA, ABIIOTCS KIEPEXONAUIMID 1
BHOCSTCS B HOMEHKJIATYPY JIeJT CJIeYIOIIEro rojia ¢ TeM XK€ HHICKCOM.

3aronoBok gena (rpada 2 HOMEHKJIATYphl [eT) IODKEH B 0000meHHoi (hopme OTpaxkatb
OCHOBHOE COZIep/KaHHE U COCTaB IOKyMeHTOB jena. He nomyckaercs yIOTpeOIeHHE B 3ar0JI0BKE
jena HEeKOHKPETHBIX (opMyIHpOBOK ('pasHbIe martepuanbl”, "oOlas mepenmcka'), a TaKKe
BBOJIHBIX CJIOB M CJIOXKHBIX CHHTAKCHYECKHX OOOpOTOB. 3aroJIOBKM €Nl MOTYT YTOUHATECA B
TeueHue roja B nporecce GOpMUPOBAHHUS U ODOPMICHHS Je]L.

3arofOBOK  Jeia  JOMKEH COCTOSTh M3 OJEMEHTOB, PACIONaraeMplX B  CIEAyHOUIEH
II0CJIEIOBATEIILHOCTH .

a) Ha3BaHHe BU/IA Jena (IeperucKa, Ky pHaJl, e/0) HIIM BUIA TOKYMECHTOB, BKIIIOUCHHBIX B A€JI0
(IPOTOKOJIBI, MPUKA3bI);

6) HauMEHOBaHKe OPraHU3aliHU, CTPYKTYPHOTO TO/IPa3/Ie/IeHHs, OCTOSHHO JIEMCTBYIOIIETO WITH
BPEMEHHOT0 OpraHa, 10J/KHOCTHOTO JIMIA, CO3/aBIINX JIOKYMEHT(BI);

B) HAHMEHOBAHHE KOPPECTIOHIEHTA (OPraHu3aLuy, JIHIA, KOTOPOMY aIpeCcOBAHBI HIIH OT KOTOpOTO
TIOJYYEHBI JIOKYMEHTBI);

r) KpaTKoe COJepKaHhe JOKYMEHTOB JIeia;

1) Ha3BaHHE MECTHOCTH (TEPPUTOPHHE), C KOTOPOH CBA3AHO COAEPIKAHHE TIOKYMCHTOB JIC/Ia,

e) mara (mepuo), K KOTOPBIM OTHOCSTCS IOKYMEHTBI /I€71a;

’K) YKa3aHHe Ha KOMMHHOCTh JOKyMEHTOB JI€/Ia.

2.11. TlopamoK pAacIONOKEHHs 3arolOBKOB Jel BHYTPM pa3iesoB HOMEHKIATYpbI ST
OTIpe/IeNSeTCs CTENEHBIO BAXKHOCTH JOKYMEHTOB, BKIIIOUCHHBIX B JIC/Ia.

B mauane pasjena pacIoiararoTcs  3aroJIOBKHM e,  COAEpPKallUX  ydIpEAMTCIBHBIC,

OpraHu3aluOHHO-TIPABOBLIC A pacnopsauTeSIbHBIC JIOKYMEHTBI, 3aTéM 3aroJIOBKH AclI,



COJePKaIINX TIAHOBBIC, OTUETHBIE, MH(OPMALMOHHO-aHATTUTHYECKAE TOKYMCHTEI, IOKYMEHTDI,
OTpaKAIOIIHE JEATENbHOCTS MOPA3IENEHNS, IIEPEIICKY, B KOHIE Pa3NeNa - PErHCTPAllMOHHBIC 1
y4eTHBIE JKyPHAJIbI, KAPTOTEKH, Oa3bl JTaHHBIX.

3aro0BKY Je, COCTABIEHHBIX IO KOPPECIOHIEHTCKOMY H reorpapuyeckoMy HpH3HAKaMm,
BHOCSITCS B HOMEHKJIATYPY /€I 110 and)aBuTy KOPPECTIOHACHTOB Ml 'e0rpaduyecKuX Ha3BaHuH.
[Ipn HOPMHPOBAHUH [€/d U3 HECKOJBKUX TOMOB (4acTei), Kpome 00111ero 3aroJI0BKa Jeja Ipu
HEOOXOIMMOCTH COCTABIISIIOTCS 3aroJIOBKM KaXIOro ToMma (YacT), yTOUHSIOMHE CONEpKAHUE
TOMOB (4YacTeit) nena.

3aroI0BKH JI€JI MOTYT YTOUHATECS B mporiecce (pOopMUPOBaHHUst # 0QOPMICHHUS AEIL.

2.12. Tpapa 3 "KommdecTBo nen" 3amopHAETCSs M0 OKOHYAHHH KaJCHIAPHOTO IOZA. [To
JOCTHIKEHHH [IeJIOM, BKJIIOYAOIMM JIOKYMEHTBI BpeMEHHBIX (cBbine 10 JIET) U TOCTOSHHOTO
CPOKOB XpaHeHHs1, 00bema B 250 JIMCTOB, TOM 3aKPBIBACTCS U OTKPBIBACTCA HOBEIM TOM. B rpade
3 HOMEHKJIATYPbl JeJ IOCTeOBATENbHO YKa3bIBAFOTCS HOMEpAa TOMOB H KpaiHHe JaTbl
JOKYMEHTOB KaXKI0T'0 TOMa.

DJeKTpPOHHBIE Jela Ha ToMa (YacTH) HE pasJelsroTCs. Bce 2neKTpOHHBIE JIOKYMEHTBI,
HE3aBHCHMO OT UX 00beMa, BKJIIOUAIOTCS B OJIHO JIEKTPOHHOE JIEJIO.

2.13. B rpade 4 "Cpok xpanenusi 1 N CTaTbH 110 nepevHIo" yKa3bIBarOTCs CPOKH XPaHEHHS J€]T U
HOMepa CTaTel 1o TUIIOBOMY HIIM BEJOMCTBEHHOMY MEPEUHIO TOKYMEHTOB € yKa3aHUEM CPOKOB
XpaHeHus, BeiepalIbHOMY 3aKOHY WM HHOMY HOPMAaTHBHOMY IPABOBOMY aKTy.

2.14. B rpade 5 "Ilpumeuanue" NPOCTABISIOTCS OTMETKM O 3aBEACHHH LI ("3aBemeno"), o
nepexojsiux aenax (manpumep, “llepexonsmee ¢ 2016 roma"), O BBIIEJECHHH M€ K
VHHYTOKEHHIO, O JIHLUAX, OTBETCTBEHHBIX 3a (GOPMHPOBAHME JE€I, O Iepefade Aei B APYryro
OpraHu3aIHMIO 11 TPOIOJKCHHSL.

Eciu meno gopMupyercs B 1HGOPMAIMOHHOM CHCTEME H BKITIOYAET JIEKTPOHHBIC IOKYMEHTBI, B
rpade "Ilpumeuanue" OTMEUAETCH, YTO JENO BEIETCA B JJIEKTPOHHOM BHJAC € yKa3aHHCM
HaUMEHOBAHH HHOOPMAIIMOHHOM CHCTEMBbI:

"Inextpornsie okymentst. COJ1 "Kannenspus", BJ{ "CrysxeOnbre 3anucku'.

2.15. Tlo 3aBeplIEHMH E€IOMPOM3BOJICTBEHHOrO rojid B KOHIE HOMEHKIATYPbI JeJ B KaXIOM
CTPYKTYPHOM TOJIpa3ieleHni 0hopMISEeTCss HTOTOBas 3alUCh, B KOTOPYIO BHOCSATCA CBEACHUA O
KOJMYECTBE 3aBeIeHHBIX el (TOMOB, 4acTeil), OTACIbHO MOCTOSHHOIO M BPEMCHHBIX CPOKOB
XpaHEHHS, BDEMEHHBIX CPOKOB XPaHEHHs ¢ OTMETKOH "OIIK" u nepexomsumx. Mrorosas 3anuce
JOTOJIHSETCS JAHHBIMHU O KOJIMYECTBE EKTPOHHBIX J1€J1 COOTBETCTBYIOIIMX CPOKOB XPAHCHUA. B
WTOTOBYIO 3aIMCh CBOJHOI HOMEHKJIATYPbI [ CBEJICHMA BHOCATCS HA OCHOBAHMH JIAHHBIX,
MepefaHHbIX W3 CTPYKTYPHBIX MO/Ipa3Ie/ICHIUH OpraHU3aluy.

Csenenus, coaepIKamuecs B MTOrOBOM 3allMCH HOMEHKJIATYPHI J€JI Opranr3alui, nepeaaroTCsa B
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apXWB OpraHM3alliM, O YeM B HOMCHKIATYPC JACT TIPOCTABIISACTCS OTMETKA C YKa3aHHeM
JOJDKHOCTH ¥ TIOZIHUCH JIMIA, TIePE/IaBIIero CBEACHM.

2.16. Jlena co [Hs WX 3aBEJIEHHs N0 NEpeladn B apXus OpraHu3allii WM 110 BBIICJICHHUSA UX K
YHHUTOXEHHIO 10 HCTEUCHHH CPOKa XPaHCHHS XPAHATCS 110 MECTY UX (POPMUPOBAHHS.

Jleno cuMTaeTCs 3aBeJICHHBIM C MOMEHTa BKIIIOUCHHUS B HETO TIEpBOTO MCIIOTHEHHOIO IOKYMEHTA.
2.17. Tlpu ¢GopmMupOBaHHH €T Ha OyMa)XHOM HOCHTEIe JIOJDKHBI coOmr0IaThCs CIEAYIOIINE
o0IIKe IpaBua:

B JIEJIO TIOMEIIAIOTCs HCIOJHEHHbBIE TOKYMEHTEL, COOTBETCTBYIOIIME 1O CBOEMY CONEPIKAHMIO
3aroJIOBKY JieJia TI0 HOMEHKIIAType Ae;

[IPUJIOKEHHUS [IOMEIIAIOTCSI BMECTE C OCHOBHBIMH JOKYMEHTaMH,

B €0 BKJIFOYAIOTCS JTOKYMEHTBI OJHOTO KalCHIApHOTO roAd, 33 UCKJTFOUEHHEM TEPEXOIAIINX
AeI;

JIOKyMEHTbI TIOCTOSTHHOTO U BPEMEHHBIX CPOKOB XPaHCHHA rPYIIIUPYIOTCS B ea PasieIbHO;

B 116710 BKJIFOUAETCS TI0 OZHOMY K3EMILIPY KKIOTO JOKYyMEHTA;

(axcorpaMMBl, TeIETPAMMBI, Tene(OHOrpaMMbl MOMEIIAKOTCS B Ae/1a C TepenucKoi Ha 00ImX
OCHOBAHUSIX,

B JIEJIO [TOMEIIAIOTCSI JOKYMEHTBI PABAJILHO U TIOJTHOCTEIO odopmiIeHHBIE (OKYMEHTEI JOJDKHBI
MMETH [Ty, TOJIIUCE ¥ IPYTHe HEOOXOTMMbIE PEKBU3UTEL);

B JIeJI0 He BKJIIOYAIOTCS JOKYMEHTBI, OJIEXKAIINE BO3BPATY, JIUIITHAE SK3EMIUIAPBI B YePHOBUKH
(3a HCKIIFOUEHHEM 0C000 [IEHHBIX);

110 06beMy JI€J10, BKJIKOYAIOIee TOKYMEHTBI Ha GyMaKHOM HOCHTEJIE, He JIOJDKHO MPEBHIIATH 250
JIUCTOB, TIPH TOMIMHE He Gostee 4 M (TOJIMHA JEN CO CPOKaMH XPaHCHHS 10 10 net He JOJDKHA
npeppimath 10 cm). IIpn MpeBBILCHAN TaHHOTO o6BpeMa 3aBOAUTCS BTOPOi ToM. IIpn Hamu4ny B
JleJie HECKOJIBKMX TOMOB (YacTel) HHACKC U 3aroj0BOK JIe/1a MPOCTABISAIOTCS Ha KaXIA0M TOME €
nobasiennem obo3navenuii: "T. 1" "2

JIoKyMeHTBl BHYTPH J€jla pacroJiaraioTes CHH3Y BBEPX B XPOHOJIOTMYECKOH, BOMPOCHO-
JIOTMYECKOM MOCIIEA0BATEIbHOCTH M UX COYCTaHHH.

PacropsiuTeNbHbIE TOKYMEHTBI TPYIIUPYIOTCA B 1€718 1O BH/IaM M XPOHOJIOTMH C OTHOCSIIMMHCS
K HEM npuiokeHHsMH. JIOKYyMEHTBI - OCHOBaHMA K paCOPSIIUTENbHBIM  JTOKyMCHTaM
BKJTIOUAIOTCS B OT/IETBHOE JIETIO.

[IpOTOKOJIBI B JIEJI€ PACTIONIATalOTCs B XPOHONOTHICCKOM MOPSZIKE U 110 HOMEpPaM.

JIOKyMEHTBI K 3aceIaHuAM (coBEIAHUAM) IPYNMUPYIOTCS B OTAENBHOE €0, KaK 1 IIPHIIOKEHUS
K IPOTOKOJIaM, €CJIX OHU CONCPHKAT fosee 25 CTpaHHUIL.

JIOKYMEHTBI K I[POTOKOJIaM, €CIIH OHM CTPYMIHPOBAHEL B OT/ebHBIE JIea, CUCTEMATU3UPYIOTCSA

BHYTpH JI€71a T10 TIOPSIKY HOMEPOB IPOTOKOJIOB.
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JlokasibHbIe HOPMATHBHBIE AKThI, YTBEP)KICHHBIC PACIOPAAUTEILHBIMU JOKYMEHTaMH, ABIISIOTCS
NPHIOKEHAAME K HUM ¥ TPYIIHPYIOTCS BMECTE C yKa3aHHbIMK JIOKYMEHTAMHU.

[IpuKassl [0 OCHOBHOM JESTEIBHOCTH IPYNIHPYOTCH OTIENBHO OT IPUKA30B IO JIMYHOMY
COCTaBy ¥ ITPHUKA30B 110 aZIMUHUCTPATUBHO-X034CTBEHHOM A€ATEIbHOCTH.

[Ipukassl 1O JHYHOMY COCTaBy (COTPYIHMK, obyuaroinpecsi) (HOpMHUpYIOTCA B Jeia B
COOTBETCTBMHM CO CPOKAMHM XPaHCHHS.

JIOKYMEHTBI B JINYHBIX [€/1aX PacroNaraloTes o Mepe ux IIOCTYIUICHHSL.

[Tepenucka rpyIIUpyeTCs B Je1a 10 TeMaTHKe W/WITH KOPPECTIOHIEHTAM U CHCTeMaTH3UPYyeTCs B
XPOHOTOTHYECKOM MOCIEJOBATEIBHOCTH!  IOKYMEHT-OTBCT nmoMenaercs 3a JIOKYMEHTOM-
npockboit  (3ampocom). 1lpu BO30OHOBJICHUH IIEPENMCKM I10 ONPEACICHHOMY BOIPOCY,
HAYABIIEHCS B IPEIbLLYIIEM [0y, TOKYMEHThI BKIIOUAIOTCS B JIEJI0 TEKYIIEro roaa ¢ ykazaHueM
WHIeKca Jiesa IMpeAbLIyLIero roaa.

DIIeKTPOHHBIE JOKYMEHTbl ~(OPMHPYIOTCS B JJIICKTPOHHBIC nena B COOTBETCTBHM C
HOMEHKJIATYpOH Jiel OpraHu3aluy B TOH uHQOPMAIMOHHOM CHCTEME, B KOTOPOH OHA ObUIH

CO3/1aHbI WX B KOTOPYIO OBLIH BKJTIOYEHBI.

3. Pazmemenue, opopmiieHue U XPaHEHHE [1eJ1 MAHO
3.1. Jlist obecrieyen s COXPaHHOCTH, y4eTa TOKYMEHTOB H /€1 CTPYKTYPHOTO IOJpa3IeNICHUs U
OpraHM3aL|UHK JOCTyNa K HUM MPOBOUTCS, KOMILICKC paboT:
CO3/1aHKE ONTHMAIBHBIX YCIOBUH XpaHeHHs TIOKYMEHTOB U JICI;
pasMelneHue JIe;
TIpOBEpKA HAIMYHS K COCTOAHHSA JIOKYMCHTOB H JIEJL;
COOJTIOICHHE TTOPSIAKA BBIIAYH JETL.
3.2. Jlena pasmewmaror B pabo4ux KOMHATAX I CHCHHATBHO OTBEJEHHBIX ISl 3TOM IICIH
HoMeleHusX B Kadax, Ha CTeuIaxaX, YToObl 00eCHedMTh MX COXpaHHOCTH H 3aIIUTy OT
BO3/1eHCTBUS BPeIHBIX (PaKTOPOB.
Jlena I WX ydeTa W OBICTPOro IOMCKA MOJUKHBI PAcIIONaraTbei BEPTHKAJIBHO, KOPEIIKaMH
HApy)Ky ¥ B COOTBETCTBUH C HoMeHKaTypoit nen. Ha kopermkax 00J0XkeK 1€ yKasblBaroTCs
MHIEKCH TI0 HOMEHKJAType eI, TpH HeOOXOMMMOCTH HOMEp TOMaA Jena, JaTty Jena.
HoMeHKIaTypa el /M BBIIUCKA 13 Hee MOMELIACTCS Ha BHYTpEHHE! CTOpOHE MmKada.
3.3. TIpoBepKkH HAIMYHS M COCTOSHHS IOKYMECHTOB H /I B LCIIAX yCTaHOBJIEHUS (PAKTHIECKOTO
HATMUHS €T TOJDKHBI IPOBOTHUTHCS AETONPOU3BOAUTENCM MOPA3ACICHHS B CIlyHasiX:
nepes epeiadeit JOKyMEHTOB B apXUB OpTraHU3alMH;
pu epeMenieHn Ie;

mpE CMeHe pYKOBOJHMTENsS CTPYKTYPHOTO IONPA3ACICHH, IpopeKTopa MO MPaBOBBIM H



aJIMMHHCTPATUBHBIM BOIIPOCAM;

[[p¥ PEOpPraHu3aIiK ¥ JIMKBHIAIMA OPraHU3aIliy WK CTPYKTYPHOTO MOAPA3IEICHILA.

[TpoBepKa HATHYUS IPOBOAUTCS TYTEM CBEPKH cTaTeil HOMEHKJIATYPhI A€l ¢ OMMCAaHUEM el Ha
0610KKe, a QU3MUEcKoe COCTOSIHUE €T OPEIeISeTCS IyTEM MX BU3YalbHOIO IIPOCMOTPa.

Bce 0GHApyKeHHBIE HEAOCTATKH JOKHBI QUKCHPOBATHCSA B AKTC MPOBEPKH HATUIHSA M COCTOAHHA
Ieln.

3.4, B cayuae BHIABIEHHS OTCYTCTBHS JIeJI, YHCIIAIIMXCS [0 HOMEHKIATYpe 1€, PYKOBOJICTBOM
o/ipa3ie/ieH|il TPHHEMAIOTCS. MEPBI 110 UX PO3BICKY. Ecii po3bICK JIesl He JaeT pe3ysibTaTta,
cOCTaBJIsleTcsl CIPaBKa O MPUYMHAX MX OTCYTCTBHS, KOTOpas MOZIMKMCBIBACTCA PYKOBOAUTCICM
[Opa3/IeIeH sl U TIPE/ICTaBIETCs IPOPEKTOPY MO MPABOBBIM 1 aIMHHHCTPATHBHLIM BOITPOCAM.
®axT yTpaThl jena (ae) UKCHpYeTes B aKTe, COCTABISEMOM NMPOPEKTOPOM IO MIPaBOBLIM U
QJMUHHUCTPATHBHBIM  BOIPOCAM W PYKOBOJHUTENEM  CTPYKTYPHOTO Opa3IeIeHus
(YIIOJTHOMOYEHHBIM MM JIMIIOM) B TPEX JK3EMILIApax: Mo OXHOMY SK3EMIULIPY aKTa XpaHWUTCS Y
[IPOPEKTOpa MO MPABOBEIM M aIMUHHUCTPATUBHBIM BONMPOCAM M CTPYKTYpPHOM I0/Ipa3Ie/ICHHH;
SK3eMIUISp aKTa IPEJCTABIAETCS B apXuB OpraHH3alhH (Oyxranrepy) mpd mepenade el
CTPYKTYPHOTO [10/Ipa3/IeICHHs Ha apXMBHOE XpaHCHHE.

3.5, DKCIepTH3a IEHHOCTH JOKYMEHTOB NPOBOJMTCS HA OCHOBE 3aKOHOMATEBHBIX M HHBIX
HOPMATHBHBIX [IPABOBBIX aKkTOB Poccmifckoi dejepanuy, yCTAHABIMBAIOMMX TPEOOBAHHS K
CpOKaM XpaHeHHs JOKyMEHTOB, THIIOBBIX M BEIOMCTBCHHBIX TnepeyHel JOKyMEHTOB € yKa3aHueM
CPOKOB UX XPaHEHHUSL:

TIpY COCTaBJICHUM HOMEHKIIATYPBI JCII;

IIPH IOATOTOBKE /eI K Mepe/iade B apXUB OpraHn3aliu;

B apXUBE OpraHu3aluy.

3.6. sl opraHu3aniy | [poBeIeHHs paboThI MO SKCIEPTH3E UCHHOCTH JOKyMCHTOB B MAHO
TIPHKA30M PEKTOPA CO3/IaeTCs IKCIIEPTHAS KOMUCCHA (manee - 9K).

3aaun, (yHKIMH, IpaBa, Oprauusanus padorsl IK onpesessroTes NOMOKEHHEM O Hell, KOTopoe
pa3pabaThIBaeTCs Ha OCHOBAHWM NPHMEPHOTO MOJIOKCHHS, YTBEPIUICHHOTO YIIOJTHOMQYEHHBIM
(peTepaTbHBIM OPTaHOM HCTIOJIHHTEIbHOM BIACTH B chepe apXUBHOTO JI€JIa ¥ [IEI0NPOM3BO/ICTBA.
3.7. OcuoBubiMu GyrkuusiMa DK gBISIOTCS!

OpraHM3aIusl XeroIHoro 0T6opa Ay AT XpaHCHHs 1 yHHITOKCHHA,

pacCMOTpEHHE M COIJIACOBAHWE MPOEKTA HOMCHKIATYPBI ACT OpraHu3alyM, OIMCEH Jel
[I0CTOSIHHOTO ¥ BpeMEHHBIX (cBbiute 10 ieT) CpOKOB XPAHEHH S, B TOM HHCIIE IO JIHTHOMY COCTaBy,
aKTOB O BBIIEICHHH K YHHUTOKEHHUIO JIEJT, He MOIEKAIMX XPAHCHHUIO,

y4acTHe B MOArOTOBKE U PACCMOTPEHHH MPOEKTOB HOPMATUBHBIX 1 METOJMYECKUX JTOKYMEHTOB

110 BOIIpOcaM paboThI ¢ IOKYMEHTaMH B MAHO.



3.8. DKcIEpTH3a LEHHOCTH JOKYMEHTOB OCYIIECTBIISIETCS €KErOAHO JEIONPOHU3BOAUTEISMU
nojpasaenenuit copmectHo ¢ DK opraHu3aImu 1 1o/ METOANYECKIM PyKOBOICTBOM MPOPEKTOPA
I10 IPABOBBIM U aIMUHUCTPATHBHBIM BOTIPOCAM.

3.9. Ilpu mpoBeJeHUH SKCIEPTU3B! HEHHOCTH JIOKYMEHTOB IPH IOJATOTOBKE JEN K Mepeaaic B
apxuB MAHO (Oyxranrepy) OCyIIEeCTBISETCS:

0T6Op JIOKYMEHTOB IOCTOSIHHOTO M BpeMeHHBIX (CBbILIe 10 j1eT) CPOKOB XpaHEHHs 1A Nepeiain
B apX¥B OpraHH3alMH;

0T6OP IOKYMEHTOB BpeMeHHBIX (110 10 J1eT BKIIOUUTETHHO) CPOKOB XPAHEHHUS U C IOMETKAMU "Ilo
MuHOBanus Hamobuoct", "/[0 3aMeHBI HOBBIMH', MOJUIEXKAIIMX NAJbHEHIIEMY XPAaHCHHIO B
CTPYKTYPHBIX NOAPA3IECICHUAX,

BBIZIEJICHHE K YHHYTOKCHHUIO 1] 3@ IIPEIbIIYLIHE TObl, CPOKU XPAHEHHA KOTOPBIX HCTEKIIH.
OZHOBPEMEHHO MPOBEPSIETCS KA4eCTBO M MONHOTa HOMeHKnatypsl Aen MAHO, mpaBuibHOCTE
OIpe/IeIeH s CPOKOB XPaHEHHUs JEJL.

3.10. JTesta mOCTOSTHHOTO M BpeMeHHbIX (cBbIie 10 J1eT) CPOKOB XpaHEHHUS TOJIEXKAT IOJIMCTHOMY
IIPOCMOTPY JUTS BBIIETIEHUS U3 HX COCTaBA JOKYMEHTOB BPEMEHHBIX (110 10 J1eT) CPOKOB XpaHEHHA.
Jlena ¢ orMerkoit "DIIK" moaBepraioTcs MOJMCTHOMY NPOCMOTPY B LEJSAX ONPCACICHHUS U
BBIIEJICHHS U3 UX COCTaBa JOKYMEHTOB, ITOJIEXKAIIMX MOCTOSIHHOMY XPaHEHHIO.

3.11. OT6GOp O5MEKTPOHHBIX JOKYMeHTOB s mnepemaun B apxus MAHO (Oyxranrtepy)
OCYIIECTBISETCS B aBTOMATH3MPOBAHHOM PEeXHUME IyTeM 0TOOpa JOKYMEHTOB M3 0a3 JaHHBIX
MH(POPMAIMOHHEIX cicTeM 110 npu3Haky "Muaexe nema” ("Cpox XpaHeHHs").

3.12. Tlo pesynbrartam O3KCIEPTH3bl LEHHOCTH JAOKYMEHTOB B OpraHM3aluH [POBOAHTCH
oopMIIEHHE JIeN U COCTABJIAIOTCS OTMCH e MIOCTOSIHHOTO XPaHEHHs, BPEMCHHBIX (cBpime 10
JIeT) CPOKOB XPAHEHHs! | 110 IMYHOMY COCTABY, & TAKIKE aKThI O BBIICICHUH K YHUITOKCHHIO JIC]I,
HE [MOJICKAIIUX XPaHEHHIO.

OMHCH Je]T TOCTOSIHHOTO XPaHEeHH!s, BpeMeHHBIX (CBBILIE 10 JIET) CPOKOB XPAHEHHUS U TI0 IAIHOMY
cocTaBy (COTPYIHHKA M 00Y4arOLIMECs), @ TAKXKEe aKThl O BBIICICHAM K YHUYTOKCHHIO JC], HE
[O/UIeXKAIINX XPAHEHHIO, paccMaTpHBaloTCA Ha 3aceqanui DK opraHusaluu OXHOBPEMEHHO.
Cornacosaunsie DK akTbl 1 onucu yteepxkaarorcst pekropom MAHO.

3.13. Jlena, o6pazosapmmecs B aesitenpHocTd MAHO U nojuexanyue XpaHeHHUIO, IPOXOJIT
moyHOe WM uacTHuHoe opopmienue. IToqHOMY OGDOPMIICHHIO TOJJIEKAT J€/1a BPEMCHHBIX
(cBpime 10 71eT) CPOKOB XpaHEHHs U MOCTOSHHOIO XPaHCHHS. Jlena BpemeHHBIX (mo 10 jer)
CPOKOB XpaHEHHs [IOIeKAT YACTHIHOMY O(QOPMIICHHIO.

OdopmieHue el IPOBOAUTCS B  CTPYKTYPHBIX —MOAPA3JCICHHUAX MAHO mno wmecry
(GopMEpOBaHUS JOKYMEHTOB B JIEJA.

3.14. Tlonnoe opopmiieHHE Je1a Ha OyMa)KHOM HOCUTEJIE BKIIIOYAcCT:
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oopMIIEHHE PEKBU3UTOB OOIOKKH JIena 1o Gpopme;

HyMepaIHUIO JIHCTOB B JIEIIC;

COCTaBJICHHE JINCTa-3aBEPUTEIS JIEIIa;

COCTaBJIEHHE B HEOOXOAUMBIX CIIyUasX BHYTPEHHEN OMMCH JTOKYMEHTOB JIeIa;

TIO/IIIMBKY U TIEPEILIET Jea;

BHECEHHE HEOOXOIMMBIX YTOYHEHHH B PEKBH3MTBI OONOKKM [esia (yTOYHEHHE Ha3BaHUSA
OpraHM3aIMy, HHAEKCa Jena, KpalHUX 1aT Jea, 3ar0JI0BKa Aela).

JIucT-3aBepUTENb JIENIa, BHYTPEHHSS OIUCH JOKYMEHTOB JIe/ia U 00JI0XKKA JIe]1a COCTABJIAIOTCS 110
dopmam, yctaHOB/IEHHBIM [ IpaBuiaMu XpaHeHHUS.

3.15. Jlena BpemeHHBIX (10 10 J€T BKIFOYMTEIBHO) CPOKOB XPAHEHHS, TIOUICHKALLUEC TACTHIHOMY
0(OPMIIEHHIO, JIOMYCKACTCS XPAHHTH B TAIKax, B KOTOPBIX JIe/la XPAHWIIUCE B [IETI0NPOM3BOCTBE,
nepecucTeMaTH3alUsl JOKYMEHTOB B JIejie He IIPOBOJMTCS, JIUCTHI [I€/1a HE HyMEpPYIOTCS, JTUCTBI-
3aBepHUTeNH Jena He coctaBisiorcs. Ha o0roxke fena B COOTBETCTBHH C HOMEHKJIATypO# Jes
OpraHM3alMy  3allONHSIOTCS —PEKBU3UTHL HAMMEHOBAHME OpraHM3alliH, HAaMMCHOBAHHE
ToJIpas/iesieH s, HHAEKC JIeNla, 3arojI0BOK JieNa, CPOK XpaHEHHs TOKyMCHTOB.

3.16. Ha o0moskke aes BpeMeHHBIX (cBbiue 10 J1eT) CPOKOB XpaHEHHS M IIO JIMYHOMY COCTaBy
yKa3bIBalOTCH:

HAUMEHOBAHME  OpraHM3alMd -  HMCTOYHHKA  KOMIUICKTOBAHMS  TOCYIapCTBEHHOIO
(MYHHIIATIAIBHOTO) apXUBa;

Ha¥MEeHOBaHHE CTPYKTYPHOI'O IMOApa3ICICHMS;

WHJEKC JIeJia 0 HOMEHKIIAType JeI;

HOMEp TOMa (J4acTH);

3aroJIoBOK Jienia (ToMa, 4acTH);

KpaiiHue natel nena (Toma, YacTHu);

KOJIHYECTBO JIUCTOB B JIEJIE;

CPOK XpaHEHUs J€ea;

apX¥BHBINA MHQP Aea.

Ha 0610%Kax el MOCTOSHHOIO XpaHeHUs Haj HAaMMEHOBAaHMEM OpraHU3alhH yKa3bIBacTCsl
HAUMEHOBAHHE TOCYIapCTBEHHOrO (MyHHIIMNAIBHOIO) apXuBa, HCTOUYHMKOM KOMIUICKTOBAHHS
KOTOPOT'O BBICTYIIAeT OpraHu3arusl.

3.17. Ipu odopmieHrH 0OJI0XKKH ena:

HanMEHOBaHHE OpPraHMU3alliK yKa3bIBAETCs TOJHOCTBIO, B UMEHHUTEIBHOM IA/IEXKe, ¢ yKasaHHEM
OHIHATEHO MPHHSITOTO COKPAEHHOT0 HAUMECHOBAHHS, KOTOPOE yKa3bIBACTCA B ckoOKax rmocie
TI0JTHOTO HAUMEHOBaHUS;

HAaMEHOBAHUE CTPYKTYPHOro MNOApa3AC/ICHUS YKa3bIBACTCA IIOJTHOCTBIO B COOTBETCTBHHU C
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YTBEPXKIACHHOH CTPYKTYpO#l OpraHu3anuu (Ipy HATMYUH COKPAIIEHHOTO HAMMEHOBAHWS
CTPYKTYPHOTO IOJPA3/IEICHUS] OHO YKA3bIBACTCS B ckoOKax);

WH/IEKC JIeNa [IPOCTABJISIETCS B COOTBETCTBUH ¢ HOMEHKIIATYPOM JIEN OpraHu3aliy;

3aroJI0BOK J€J1a [IEPEHOCHTCS U3 HOMEHKIIATYPhl JIENl Opranusaiuy (B HEOOXOIUMBIX CIIy4asX B
3aroJIOBOK BHOCSTCS YTOUHEHHS),

natel Aena (roa(bl) 3aBe/IeHUs ¥ OKOHYaHM JI€Ia B JIEJIOTIPOU3BOJICTBE).

[Ipy wM3MeHEHMH HAMMEHOBAHMS OpraHM3allM¥ WM [OIpa3NCICHUA B TCUCHHC nepuosa,
0XBATHIBAEMOTO JIOKYMEHTAaMH Jella, MM IIpY feperadye Jenia B Jpyroe moJpasieeHuE Ha
06I0KKE JelTa TOJ1 IPEKHUM HAHMEHOBAHUEM YKa3bIBACTCs HOBOE HAMMCHOBAHUC Opranu3alni
(mozpasieneHust), a NpeXKHee HAMMEHOBAHUE 3aKJII04ACTCs B CKOOKH.

VHAEeKC Jelia U 3arojIOBOK Jiena MepeHOCATCs Ha OOI0KKY M3 HOMEHKIIATyphl JCI. Ecnu neno
COCTOMT M3 HECKOJBKMX uacTel, Ha OOIOKKY KaXIOro ToMa (4acT) BBIHOCHTCA o0mIMiA
3arOJIOBOK JeNa M 3ar0JI0BOK KayKI0# yacTu (IPH ero HaIu4hH).

JlaToit Ien, CONEpYKAIIMX PACHOPSIMTENBHYIO JOKYMEHTAlMIO, a TAKKe JEN, COCTOALMX H3
HECKOJILKUX TOMOB (dacTeif), SIBIAI0TCA KpaiHHEe AAThl JOKYMEHTOB €/, TO €CTh aThI (umcno,
MeCsI], TOJ) PErHcTpaudd (COCTAaBIEHMs) CaMOr0 PAHHEro M €amoro IMO3JHEro NOKYMEHTOB,
BKJTIOUEHHBIX B /€10 [Ipy 9TOM JIeHb Mecsia (1Ba 3HaKa) U rox (YeThipe 3HaKka) 0003HAYaIOTCS
apabckuMu 1udpaMu, Ha3BaHUE MECSIA IHIIETCS CIOBOM. Eciu B J1€J10 BKJIFOUEHBI JIOKYMEHTHI,
JaThl KOTOPBIX BBIXOJAT 3a KpalHue IaThl 1€, TO O/ AaTaMu Jea, ¢ HOBOW CTPOKH I€IIACTCs
samuch: "B 1esie MMeroTcs JOKYMEHTHI 3a ... rof(el)". [laThl Aena MOTYT HE yKa3pIBaThCA Ha
00I0KKE J1e71, COJIEPKAILUX, HAIPEMep, TO/I0BbIE IUIAHBI B OTYETBI, TaK Kak OHH OTPAXAIOTCH B
3aroJIOBKax JIeJl.

Jlaramu JeNa, COJEpIKAIIEro MPOTOKONbI 3aceaHUH, ABJIAIOTCA AATBI TMEPBOTO M MOCIEHETO
IIPOTOKOJIA.

KpaifHiMH JaTaMu JIHYHOTO JIeyia SBISIOTCS JaThl IOANMCAHNA IPUKA3a O MPUEME (Tpu HATMYHH
TPY/IOBOTO JI0r0OBOPa - JaTa 3aKJIF0YEH s TPYA0BOro JIOTOBOpa) U TpHKa3a 00 yBOJbHEHUH JIUIIA,
Ha KOTOPOE OHO 3aBeJEHO. B ciryyae cMepTH JIMIA, HA KOTOPOE 3aBEJICHO JIEIIO, KOHEYHOH! JaToH
SIBJISIETCS 1aTa JOKYMEHTa, U3BEILAKOIIero O ero KOHYMHE.

Pekpu3ut "cpok XpaHeHHs Jeja" NepeHOCUTCs Ha OOIOXKKY Je/a U3 HOMCHKIATYPRI €] MOCIIe
CBEpPKH €ro CO CPOKOM XpaHEHHsl, YKa3aHHbIM B TI€PEHUHE THIOBBIX JOKYMCHTOB HIH B
BEJJOMCTBEHHOM IIE€PEYHE JOKYMEHTOB, ¢ yKa3aHUEM CPOKOB XpaHCHHA.

Ha genax mocTOSTHHOIO XpaHEHHUs MUIIEeTCA: "XpaHUTh MOCTOSIHHO".

3.18. [To OKOHYAHHHU TOJa B HAAMKMCH Ha 00JOXKKAxX JeJI MOCTOSHHOrO U BPEMEHHBIX (cBeime 10
JIeT) CPOKOB XpaHEHHs! BHOCATCS yTOUHEHHS: IIPY HECOOTBETCTBUM 3aro/ioBka Neil Ha 00J10KKE

COOEPIKaHUIO ITOAIITUTBIX JIOKYMEHTOB B 3ar0JIOBOK JICJId BHOCSITCS U3MEHEHH M TOIOJIHECHH .
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HanMeHOBaHMA OpraHW3alliy U IOApa3JieleHus, TOJ U HOMEp Jejla MOTYT NPOCTAB/IATLCS Ha
00J10KKe C TIOMOIIBIO IITamIIa.

3.19. B memsix obecneyeHrs COXpAaHHOCTU U 3aKpEIIEHHUs MOPsIKa pacIo0KEeHUs TOKYMEHTOB,
BKJIFOUEHHBIX B J1eJI0, BCE €r0 JINCTHI, KPOME JTUCTA 3aBEPUTEIIS U BHYTPEHHEW OTIUCH, HyMEpPYIOTCS
apaGCKUMH U paMK BAIOBOI HyMepaiuei. JINCTbl HyMepyioTes rpaguTOBBIM KapaHIalloM WA
HyMepaTopoM (yrmoTpeOiIeHHe YepHHJ M LBETHBIX KapaHJalled JUIs HyMEpaluu JIMCTOB HE
JIONYCKAeTCsl) CBepXy BHHU3, NH(PhI IPOCTABIMIOTCS B [IPABOM BEPXHEM YIUIy JIMCTA, HE 3a/eBas
TekcTa 10KyMeHTa. JINCThI BHYTPEHHEH ONUCH HYMEPYIOTCs OTAETBHO.

JIMCTBI IeJT, COCTOSIIIMX U3 HECKOIBKHX TOMOB MIIM YacTel, HyMEPYIOTCS 110 KaKA0MY TOMY HJIH
YaCTH OTJIEJIBHO.

JIOKYMEHTEI ¢ COOCTBEHHO# HyMepalueil IICTOB HyMEPYIOTCs B 001IeM MOPSIKe.

JIuct mo6oro Gpopmara, IOJUIUTEIA 32 OJIUH Kpal, HyMepyeTcs KaK OJIUH JIMCT B IIPABOM BEPXHEM
yriay. CIOXEHHBIH JIACT Pa3BOPAUMBAETCS W HyMEpyeTcss B TPaBOM BEPXHEM YIIIY. Jlucr,
CIIOYKEHHBIH U TOAIIUTHINA 3a CEpeIUHY, [TOUIeXKUT IIEPELINBKE U HyMEPYETCs KaK OJIMH JIUCT.
Eciu B €710 MOAIIXAT KOHBEPT C BIOYKEHHEM, CHaYajla HyMEepYETCsl KOHBEPT, a 3aTeM OUePEAHBIM
IOPSAZIKOBBIM HOMEPOM Kak/J10€ BIIOKCHHE B KOHBEPTE.

Eciti B HyMepanuH JIACTOB 0IyIieHo 6osee 10 ommboK, Bee fesi0 HyMepyeTes 3aH0BO. [Tpu sTOM
cTapble HOMEpa 3a4epPKUBAIOTCS, U PAJIOM CTaBUTCS HOBBIH HOMEp JIMCTA.

[Ipy HATMYUK OTIENBHBIX OIIMOOK B HyMEpaluu JIMCTOB JOITYCKACTCs yrnoTpedJIeHUE JIMTEPHBIX
(c OYyKBEHHBIMH JIOTIOJHEHUSIMHU) HOMEPOB JIUCTOB.

3.20. Tlociie 3aBepIIeHHs] HyMEPAUM{ JIMCTOB COCTABIISETCS JIMCT-3aBEPHTENb Jeja, KOTOPBIA
pacrionaraeTcsi B KOHIe zena. B nucre-3aBepuTene UuppamM M IPOMKCHIO YKa3bIBAIOTCS
KOJMYECTBO JMCTOB B JAHHOM JeNe, OCOOEHHOCTH OTACNbHBIX JOKYMEHTOB (HESCHBIN TEKCT,
pasphIBbl, CKIEHKH).

JIucT-3aBepuTeNh €A MOMICHIBAETCSA €r0 COCTABUTENIEM C yKa3aHHEM NO/UKHOCTH, HHULHAATIOB
¥ (haMUITUH, 1aThl COCTABJICHHSL.

KoTH4ecTBO JTUCTOB B Jejie, YKa3aHHOEe B JMCTE-3aBEpUTENe JeMIa, MPOCTABIISETCS Ha QOI0KKe
nena.

Eciu [1eJ10 TieperIeTeHo W MOHTO 6e3 JHCTa-3aBEPUTENis, TO COCTABICHHBIH JHCT-3aBEPUTEID
ITOIKJIEMBAETCS K BHYTPEHHE! CTOpOHE 3a1Hed 00I0KKH [ena.

3.21. Jlns y4era JOKYMEHTOB OIIPENEICHHBIX KATCTOPUH TOCTOSHHOTO H BPEMEHHOTO (cBbire 10
JIET) CPOKOB XPaHEHHUs], y4eT KOTOPBIX BbI3BAH CIELMPUKOI TOKYMEHTAIUH, BKJTFOYEHHOH B JI€JI0,
COCTABJISIETCS BHYTPEHHSISI OIUCH JOKYMEHTOB JI€fa, ToMelnaeMast B €ro Hadalo.

BHYTpeHHss ONHCh BKIIOYAETCS B JIeNa, HMEFOIIHe OCOOYI0 3HaYMMOCTh, a TaKke B Jeia,

C(l)OpMPIpOBaHHLIe 10 BHJAM JOKYMEHTOB, 3arOJIOBKH KOTOPBIX HEC PacKphIBAIOT KOHKPETHOI'O
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coaepyKaHus JOKyMEHTOB.

BHYTpeHHSIsI ONUCH JOKYMEHTOB JIe71a COCTaB/IAETCS TaKKe Ha OOBEMHBIE JieNia TIOCTOSIHHOTO |
BpeMeHHBIX (cBblme 10 jeT) CpoKOB XpaHeHHs B IENIX ydeTa W OBICTPOro HaxXOkKIACHHS
JIOKYMEHTOB B JIeJI€.

B KOHIIe BHYTpPEHHEH OMUCH YKa3bIBaeTCs NU(PaMU ¥ IPONMCHIO KOJTMYECTBO BKIIOUCHHBIX B HEE
JIOKYMEHTOB M KOJTMYECTBO JIMCTOB BHYTPEHHEHN OIKCH.

BHYTpeHHssI ONUCH JOKYMEHTOB JIeJa ITONUCHIBAETCS COCTABUTENEM C YKa3aHHEM JIOJDKHOCTH,
UHUIMATIOB ¥ (aMUIIUH, 1aThl COCTaBJICHHUS.

Ecnu f1e710 TeperieTeHo U MOAUIUTO Oe3 BHYTPEHHEH OIKCH, TO COCTaBJICHHAs: BHYTPEHHSS OIUChH
TOJIKJIEMBAETCS K BHYTPEHHEH CTOPOHE JIMLIEBOM OOJIOKKH JeIa.

3.22. JIOKYMEHTBI IIOCTOSHHOTO, BpeMeHHBIX (CBbilIe 10 jIeT) CPOKOB XpaHEHUS U 10 JIMIHOMY
COCTaBY, COCTABJISOIIHE JeJI0, TIOMEMAIOTCs B TBEPAbIE 0OI0KKH U3 KapTOHA, MOJIIMBAIOTCS B
YeThIpe MPOKOJIa MM TIEPETLIETAIOTCS C YUYETOM BO3MOXKHOCTH CBOOOHOTO YTEHHMS TEKCTa BCEX
JIOKYMEHTOB, JaT, BH3 W pe3osiouui Ha HUX. Pe3omronuu pyKOBOJICTBA, COCTAaBIEHHBIE HA
OTIENBHBIX JIACTAX, IOMEINAIOTCS Mepesl JOKYMEHTOM. [Ipd moaroToBke nea K IOJIIIMBKE
(TIepernieTy) IpOBEPAETCs MPaBHIBHOCTD UX GopMHpoBaHus, 0pOPMIIEHHUS], BCE [UIACTUKOBBIC U
MeTAIMYECKHE KPEITUICHHUSI, a TAK)Ke TePMOIIEPEIIEThI U3 JIOKYMEHTOB yIaJIsIOTCS.

Jlena MOCTOSIHHOTO XpaHEHWs, COCTOSIIHE U3 0C000 IEHHBIX MM HEPOPMATHBIX JOKYMEHTOB,
MOTIYT NPHHHMATBCS HA XPAHEHHE B 3aKPBHITBIX TBEPJABIX MAMKax ¢ TpeMs KiIalaHaMH U C
3aBsI3KaM¥ WK B KOpOOKax.

3.23. IToaroToBKa 3JI€KTPOHHBIX JOKYMEHTOB K [I€peadye B apXUB OPraHU3alUi OCYIIECTBIIAETC
CTPYKTYpHBIM  [OApa3[eeHHeM  OpraHM3allAd -  BJAZENbLEM  COOTBETCTBYIOUICH
MH(POPMAITMOHHOM CHCTEMBI COBMECTHO € TOJpa3JeNeHueM (CIENUATHCTOM), 00eCIeYHBAIOIINM
GyHKIMOHMpOBaHUE UHPOPMALIMOHHOMN CHCTEMBI.

3.24. Tlpu NOArOTOBKE 3JIEKTPOHHBIX JOKYMEHTOB, OTOOpaHHBIX K Iepefade B apXHuB
OpraHM3aliH, BBITIOJIHAIOTCS CIICAYIOIINE OCHOBHBIE MPOLEAYPhI pabOTHI C JOKYMEHTaMH:
KOHBEPTALUsI 37IEKTPOHHOTO IOKyMEHTa B (hopMaT apXHBHOTO JIOKYMEHTa;

(popmupoBanue B HHPOPMAIMOHHOM CHCTEME OpraHM3alliy 3JIEKTPOHHBIX JEJ, ABIIAIOIIMXCS
COBOKYITHOCTBIO KOHTEHHEPOB SICKTPOHHBIX JOKYMEHTOB HJIM KOHTEHHEPOM 3JI€KTPOHHOIO
JOKYMEHTa, BKJIFOUAIONIEM: KOHTEHT M MeTaJaHHbIE 3JEKTPOHHOIO IOKYMEHTa, (haiibl
3JI€KTPOHHBIX TTOIMHCEH ¥ BU3YAIN3HPOBAHHYIO KOIIHIO TCKCTOBOTO 3JIEKTPOHHOIO IOKYMEHTA B
popmare PDF/A;

(popMHpOBaHUE OMUCH SIEKTPOHHEIX [€, JOKYMEHTOB CTPYKTYPHOTO IIOJPA3/ICICHN)S;
MHTPAIHs IEKTPOHHBIX JOKYMEHTOB Ha (hH3MYeCKH 000COOIEHHbIE MaTepHaIbHbIC HOCUTEIH,

ecid  JIOKYMEHTBI  MEepelaroTCsd B apXuB  OpraHH3alluU HE 11O I/IH(I)OpMaHI/IOHHO-
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KOMMYHHKALIMOHHBIM KaHaJlaM,

POBEPKA BOCIPONU3BOAUMOCTH SJIEKTPOHHBIX TOKyMEHTOB;

IIPOBEPKA 3JIEKTPOHHBIX TOKYMEHTOB Ha HAJTMYKME BPEIOHOCHBIX KOMIIBIOTEPHEIX TPOrPaMM;
TIOJTBEPKAECHHUE LEJOCTHOCTH OJIEKTPOHHOIO JeJia 3JIEKTPOHHOM IOJIMUCHI0 PYyKOBOAUTEI
CTPYKTYPHOT'O [TO/Ipa3IeIeH s (AHOIO YIIOIHOMOYEHHOT0 JIMLIA), OCYILECTBIIAIOIIETO MOArOTOBKY
3JIEKTPOHHBIX JJOKYMEHTOB K IIepe/iade B apXUB OpraHU3alliH.

3.25. DeKTpOHHbIE J0KyMeHTHI nepeaatotes B apxuB MAHO (6yxranrepy) o uadopmanionHo-
TeNeKOMMYHHUKAIIMOHHON CEeTH MM Ha GU3MUeCKH 000COOIEHHBIX HOCUTEIISX B COOTBETCTBUM C
YCTAHOBJICHHBIMU ~[PAaBUIAMHU, 0€3 COXpaHEHHs JaHHBIX OJCKTPOHHBIX JOKYMEHTOB B
COOTBETCTBYIOIIUX NH(OPMALMOHHBIX CHCTEMAX.

3.26. OmucH el COCTABJISAIOTCA B CTPYKTYPHBIX TIOAPA3JENICHHSX OpraHu3aluu II0J
METOIMYECKHM PYKOBOJICTBOM IMPOPEKTOPA IO MPABOBBIM M aIMHHUCTPATHBHBIM BOIIPOCAM.
OnucH e COCTABISIIOTCS. OTAEIBHO Ha Jeja MOCTOSHHOTO XPaHEHHUS; [e/la BPEMEHHBIX (CBBIIIE
10 7eT) CpoKOB XpaHeHHs:; [ena 1o JUYHOMY COCTaBy, DJIEKTPOHHBIC Jeja, a TaKKe Ha Jefa,
COCTOSILINE U3 0KYMEHTOB, XapaktepHbX st MAHO (cyneGnble, ClIeACTBCHHBIC [e)Ia, HAYYHBIC
OTYETHI 10 TEMAM).

OnucH Jen CTPYKTYPHBIX IOJpa3[eleHHil COCTaBISIOTCS 1O (opmam, yCTaHOBICHHBIM
[IpaBuiamMu XpaHEeHMS.

[1o omucsaM fiell CTPYKTYPHBIX MOJpa3ieNieH il TOKYMEHTBI IEPEIAalOTCs B apXUB OpraHu3aliy.
Ha jieia BpeMeHHBIX CpOKOB xpaHeHus (10 10 JIeT BKIIOYMTENBHO) OMKCH HE COCTAaBIAIOTCA, U B
apXMB TaKHe Jesla He IEPeIatoTCsl.

3.27. Onucy fen CTPYKTYPHBIX Mozpas/enenuit npencrassiorces B apxus MAHO (Gyxrantepy)
He paHee, 4yeM Yepe3 OJMH IO, M He IO3JIHEe, YeM 4epe3 TP roJa Mocje 3aBeplICHUs 1€l B
JETOTIPOU3BOICTBE.

3.28. OrtmenpHas ONUCh MNpEJACTaBIsAeT Co0OM INEpedYeHb ONHMCATCJbHBIX —CTaTedl ¢
CaMOCTOSATEIBHOM MOPSIKOBO# HyMepanueii, Kax/aas U3 KOTOPbIX JOJDKHA BKIIOYATh CIIEAYIOMINE
CBEJICHHUSL:

TOPSIIKOBBIN HOMED JI€NIa 110 OIHCH;

HHJIEKC JIeNa;

3aroJIOBOK JIENa;

KpaiiHuE JaThl Aea,

KOJIMYECTBO JIUCTOB B JIEJIE;

CPOK XpaHEeHHs Jefa;

[IpUMeYaHusl.

3.29. TIpy COCTAaBJEHMH OMUCU €N CTPYKTYPHOTIO MOJIPA3EIICHHs COOMIONAIOTCA CIICAYIOMHE
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TpeboBaHusI:

3aroJIOBKH JI€J1 BHOCATCS B ONMCh B COOTBETCTBUHU C IPHHITON CXEMOH CHUCTEMaTH3alMu Jel,
3aKpeIUICHHON B HOMEHKIIaType e,

KaKJI0€ €70 BHOCHTCS B OIHCH IIOJ CAMOCTOSITENIBHBIM ITOPSIIKOBBIM HOMEPOM (ECIIH €O
COCTOUT M3 HECKOJILKMX TOMOB MJIM 4YacTei, TO KaKIbI TOM MJIH 4acTh BHOCATCS B OIUCH I10]
CaMOCTOSITETTEHBIM HOMEPOM);

MOPSIIOK HyMEpPAIMHU JIeJT B OITMCH - BaJIOBBIH;

rpadbl ONMCH 3allOJHSIOTCS B COOTBETCTBHH C TEMH CBEIEHHSMHU, KOTOpbIe BBIHECEHBI Ha
00JIOKKY Jea;

TIpY BHECEHHH B ONKCH MOJPS A€l (TOMOB, 4acTei) ¢ OJJMHAKOBBIMH 3aroJOBKAMH 3ar0jIOBKH
BCEX /e (TOMOB, YacTell) MUIIYTCs MOJHOCTBIO; TPH BHECEHUH B OIKCH ITOCNICHEr0 3arojIoBKa
nobassercs cioso "[Tocaenuuii");

rpada ommcu "ITpumeuanus" ucronb3yercs Iis OTMETOK O TpHEMe Jell, 0COOCHHOCTSX HX
(pH3MYECKOro COCTOSIHMUSL, O Tepeaye e APYTUM CTPYKTYPHBIM [O/Pa3/IeIeHHEM CO CCBUIKOH Ha
aKT, 0 HAJIMYMU KOIHMA.

3.30. Tlepen BHeceHHEM 3arojOBKOB [IeJl B OIHKCH IIPOBEPSIOTCS Ka4yeCTBO (OPMHPOBAHHSA U
odopMIEHHs JIeN, COOTBETCTBHE KOJTHYECTBA JIE], BHOCUMBIX B OIIHCh, KOJIMYECTBY 3aBEICHHBIX
el 10 HOMEHKJIAType J1eJ1 OpraHu3alyH.

B KOHIIE OMHCH BCIIEI 3a MOC/IENHEeH ONMMCaTeNbHOM CTaThbed 3aIl0JIHSETCsl MTOrOBas 3aluch, B
KOTOPO#i YKa3hIBarOTCs (1i(bpamMu U IPOMHCHIO) KOTHIECTBO JIENT, YACISALIMXCS [0 OIHUCH, IEPBhIH
¥ TIOCJIEIHMH HOMEpA JIel MO OIKCH, a TAK)XKe OrOBAPUBAIOTCS OCOOEHHOCTH HyMepaluu el B
ONHCH (JIATEpHBIE HOMEPA H TIPOIYIIEHHbIE HOMEPA).

3.31. TIlopsook TIPUCBOEHMS HOMEPOB ONHCAM JIel  CTPYKTYPHBIX — [OJpAa3JeIeHHH
yCTaHABJIMBAETCS MO coryiacoBanuIo ¢ apxuBoM MAHO.

3.32. Ilpu cOCTaBJICHUH ONUCHU JIEKTPOHHBIX JI€JT B OTIUCH BKIIFOUAIOTCA:

IIOPSAAKOBBIM HOMEP 3JEKTPOHHOTIO JieJia 110 OIHUCH;

MH/IEKC DJICKTPOHHOTO J€Na;

3aroJIOBOK Jiela;

nara nena (Toma, 4acTH);

CPOK XpaHEHHs JIEJ1a;

00bEM DIIEKTPOHHOTO Aesa B MO;

pAMeYaHus.

B cocraBe omucH 31MeKTpoHHBIX aei B COJI dopmupyeTcss peecTp 3JEKTPOHHBIX JOKYMEHTOB
(KOHTEHHEPOB SNEKTPOHHBIX JJOKyMEHTOB), B KOTOPOM YKA3BIBAIOTCS CBE/IEHHS 00 SIEKTPOHHBIX

JOKYMEHTAaX, BKJIIOUCHHBIX B Ka)XXI0€ 3JICKTPOHHOC JEJI0.
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3.33. Ommcu Jel  CTPYKTYPHOTO  IOApA3lENeHHs  IOJAMKCHIBAIOTCA  PYKOBOAUTEIIEM
nojipasjesenus, cornacosbiBaoTess DK crpykTypHOro moapasneneHus (MpH €€ HaIW4dM) |
Cryx00M [1e/10IpOU3BOACTBA. PeecTp 37eKTPOHHBIX JOKYMEHTOB, SBJISIIOIINMCS MPHIOKEHHEM K
ONMCH DJIEKTPOHHBIX JIOKYMEHTOB, IOJINHUCHIBAETCS COCTABUTEJIEM peecTpa C YKa3aHHEM
JIOJDKHOCTH, MHUIIMAIOB, (DaMUJIMHU, 1Tl COCTABJICHHS.

3.34. Onucu A€ CTPYKTYPHOTO ITOApa3 ieIeH s OpraHu3alliy COCTABIISIIOTCS B IBYX 9K3EMIUISIpax
Ha GyMa)kHOM HOCHTEJlE, OJMH U3 KOTOPBIX Iepenaercs BMecTe ¢ jgenamu B apxuB MAHO, a
BTOPO# OCTAETCS B KAUECTBE KOHTPOIBHOTO 3K3EMIIIApa B CTPYKTYPHOM HOApasieeHuu. B apxus
MAHO TaKsxe repeaaercs 1o K3eMIUIIpy OIMHUCeH el B 2JIEKTPOHHOM BHJIE B PEIaKTHPYEMOM
gopmare Juis HCHONB30BaHUS B JaJbHEHIIEM JUIs IIOATOTOBKM apXMBHBIX ONHCEH [ell,

JOKYMEHTOB (FOJOBBIX pa3/eioB).

4. Ilepenaua nex B apxus MAHO
4.1. Jlena nepenarorcs Ha xpanenue B apxuB MAHO B cOOTBETCTBMH C rpauKOM Iepeaun
JIOKYMEHTOB, YTBEP)KACHHBIM PEKTOPOM HIJIM HHBIM  YIIOMHOMOYCHHBIM MM JIHIOM H
COIJIaCOBAHHBIM ¢ PYKOBOIHUTEIISIMU CTPYKTYPHBIX I10JApa3Ie/ICHUN.
4.2. Jlena moCcTOSSHHOTO ¥ BpeMeHHBIX (CBBIIIe 10 j1eT) CpOKOB XpaHEHH S, JOKYMEHTHI 10 TUYHOMY
COCTAaBY, DJIEKTPOHHBIE JOKYMEHTBI IIEPEAAIOTCS B ApXUB OPraHU3alliK HE paHee, YeM depes rof,
H HE M03/HEE, UeM Uepe3 TPH oJia MOocIe 3aBepLIeHHs X B IEJIOIIPOU3BOJICTBE.
4.3. Tlepenaya men B apXWUB OpraHM3allMd IIPOM3BOJAMTCS IO OIMHMCSAM [JET CTPYKTYPHBIX
MOAPA3AEICHUM.
4.4. YTHONHOMOYEHHBIH pabOTHUK apxuBa I[POBEpPsSeT NPABHUIBHOCTH O(DOPMIIEHHS |
(GopMuUpOBaHUS Jie]l, IPABUIBHOCTh COCTABJICHMS OMMCEH I€J, COOTBETCTBHE KOJIMYECTBA Jel,
BKJIIOYEHHBIX B OTHCH, KOJIMUECTBY Jej, COPMHUPOBAHHBIX B COOTBETCTBHM C HOMEHKIIATYPOM
i)
BhiABIEHHBIE NPH NIPOBEPKE HEIOCTATKU B (OPMHUPOBAHMH M O(QOpMIICHHH Jeil PabOTHHKH
CTPYKTYPHOTO TTOApa3eNieHns 00s3aHbl yCTPAHUTh B JAByXHEICIBHBIN CPOK.
4.5. TlpmeM KaxIoro Jena B apxUB OpraHM3allMd IIPOU3BOAUTCS B IPUCYTCTBUH
JeTONPOU3BOIUTENS CTPYKTYpHOTro moxpaszesnenus. [Ipn 5Tom Ha 000MX DK3eMIUIAPaxX OMHCH
TIPOTHB KaXKIOT0 JIejia, BKIFOYEHHOTO B HEe, NIENAeTCsl OTMETKA O HAIMYKH Jej1a. B KOHIIe KaX10ro
SK3EMILISpa OIKMCH B MTOTOBOW 3alHCH YKa3bIBaeTCs NU(paMH U IPOIMHUCHIO KOJIMYECTBO
(akTHYECKH MPUHSTBHIX B APXUB JIeJI, B TOM YHCJIE DJIEKTPOHHBIX, HOMEpa OTCYTCTBYIOIIUX JE,
jaTa TpHeMa-Tiepelady JeJl, a TAKKe IOANKMCH JIHIA, OTBETCTBEHHOro 3a apxus (Oyxrantep), U
M1, TIepeJaBliero aena.

MtoroBas 3anuch MOATBEPIKIAETCS TTOAMUCAMHI COTPYIHIKA apXHBa (OyXranrepa) u COTpyIHHKa
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(IIeTOTIPOM3BONTENS) CTPYKTYPHOrO [OAPA3NENeHUs, MepefaBlIero nema Ha OyMaXHOM
HOCHTEJIE U DJIEKTPOHHBIE JIETIa.

4.6. Tlepeada 5JI€KTPOHHBIX JTOKYMEHTOB B apXHMB OpraHM3allMd MPOU3BOJUTCSA HA OCHOBAHUH
omucell HIEKTPOHHBIX e M0 HHPOPMAIHOHHO-TEIeKOMMYHUKAIMOHHOM CeTH (LY HaIMYHH B
apxipBe OpPraHuM3alMu WUHOOPMALMOHHOM CHCTEMBI) WM Ha (U3HUECKH 000CcO0IEHHBIX
MaTepUaIbHBIX HOCUTEISIX, KOTOPBIE IPEACTAB/IAIOTCS B IBYX HACHTHYHBIX OK3EMILISpaXx.

4.7. B ciyyae JUKBHJALUH MM PEOPraHU3alMU CTPYKTYPHOTO MOJPA3NIETICHUsl OpraHu3aiy
JIETONIPOM3BOINTENb TOPA3/IENeH sl B IIEPHO MPOBENEHHUS JTHKBUIALMOHHBIX MEPONPUATHH
dopmupyeT Bce mMerolHecs TOKYMEHTHI B J€a, ohopMiseT Jela U MEepelaeT uX B apXuB
OpraHM3alliy, HE3aBUCHMO OT CPOKOB XpaHeHust. [lepenada 1€ OCymECTBIACTCs M0 OTHUCAM JIeJT
¥ HOMEHKJIaType JeJl.

4.8. Ha nena ¢ MCTEKIIMMH CPOKAMHU XpaHEHHs B CTPYKTYPHBIX MOJApPA3eIeHHUAX OpraHHu3aluu
COCTABIISIOTCS MTPEUIOKEHMS K AKTY O BBIJIEICHHH K YHUYTOKEHHIO IOKYMEHTOB, HE IMOVIEIKAIINX
xpaHeHuio (1o popme, ycTaHOBIeHHO# [IpaBuiaMu XpaHeHus ).

4.9. Ha ocHOBe MNpeIIOKEHHH CTPYKTYPHBIX IIOAPA3JICICHUNA MPOPEKTOpP IO NPaBOBbIM H
aJIMHHMCTPATUBHBIM BOIIPOCAM COCTABJIAET KT O BBIACICHHUH K YHHUTOXCHUIO JOKYMCHTOB, HE
[OIUIeXKALINX XPAHEHHUIO, Ha JleJla BCeH OpraHu3alliy 1o To# ke Gopme. 3aroJoBKH OTHOPOIHBIX
Jie], OTOOPAHHBIX K YHHYTOXEHHIO, BHOCATCS B aKT IO/ OOLIMM 3aroiOBKOM C YKa3aHHEM
KOJIMUECTBA JIeJ, OTHECEHHBIX K JaHHOH IPYIIIIE.

4.10. Jlena BKIIOYAKOTCS B QKT O BBIACJICHHM K YHHYTOXXCHHIO JOKYMEHTOB, HE MOJJICKAIIAX
XpAHEHHIO, ECITH MPEYCMOTPEHHBIH JUIA HEX CPOK XPaHEHHs UCTeK K 1 AHBaps rojia, B KOTOPOM
COCTaBJIEH aKT.

4.11. Jlena ¢ ormerkoit "DIIK" mommexar MOJMCTHOMY MNPOCMOTPY B LEJSX BBIBICHHA
JIOKYMEHTOB, MOJUIEXKAIIUX [IOCTOSHHOMY XpaHEHHIO. BBIIBICHHBIE B TAKUX JIENIaX JOKYMEHTE
MIOCTOSHHOTO XPAaHEHMs BBIAEAIOTCS M HPUCOCIMHSIOTCS K OJHOPOJHBIM [€iaM M
(GOopMHPYIOTCS B CAMOCTOSTE/IbHBIC €A,

OcranpHble JOKYMEHTHI Jena ¢ orMeTkoi "OIIK" BKIIOYaloTCs B aKT, IPH 9TOM OTMETKA "OIIK"
B aKT€ HE YKa3bIBaCTCS.

4.12. AKT O BBIIEJIEHHH K YHHYTOXKECHHUIO JOKYMEHTOB, HE IOJUIeKAIIMX XPaHCHHIO,
npescTaBNseTcs Ha paccMoTpeHHe M cornacoaHue DK OTHOBPEMEHHO € ONACAME 7
IIOCTOSSHHOT'0 XpaHEHHMs U 110 JTMYHOMY COCTaBy.

4.13. AKT O BBIIEJICHMH K YHHYTOXKEHHIO JOKYMEHTOB, HE IOUICKALIMX XPaHEHHIO,
YTBEPXKAETCsl PYKOBOJMTEIEM OPraHH3aLHHU TT0CTIE YTBEPKACHUS DIIK apXHUBHOTO YUPEIKICHHUS,
rOCyZapCTBEHHOTO WJIM MYHHIMIAILHOIO apXvBa B COOTBETCTBHM C MPEJOCTABICHHBIMU €My

IIOJTHOMOUYMSIMH OITHCEH J1eJl ITOCTOSIHHOTO XpaHCHUS U COTJIaCOBAHMSA OITHCEH eI 10 JIUYHOMY
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COCTaBY, [IOCJIE YETO JI€J1a, BBIJIEICHHBIE 10 aKTy K YHUUYTOXKEHHIO, MOTYT OBITh YHHUTOXEHBI.
4.14. Jlena, moaiexaliie yHUUTOXKEHHIO, IlepeJaloTcs Ha mepepalboTKy (yruinuzanuio). [Tepenaua
nen 0GopMIISIETCS TPHEMO-CIaTOYHOM HAKJIATHOM.

[Tocne yHUUTOXKEHUS €)1 B HOMEHKIIAType JIeJ MPOCTABIISIFOTCS. OTMETKH, 3aBepsieMbIe IO IITHCHIO
[IPOPEKTOPA [0 IPaBOBBIM M aIMUHUCTPATHBHBIM BOIIPOCAM, U 1aTOM:

"Yuuuroxeno. Cm. akt N oT . Iloanuce, uaunuanel, Gamumms'.

4.15. DneKTpoHHBbIE JOKYMEHTHI C HCTEKIIUMH CPOKaMH XpaHEHHs MOJUIeXKaT BBIIECICHHIO K
YHHYTOKEHHUIO Ha OOIIMX OCHOBAHHUSX, ITOCIIE YEro MPOBOIUTCS MX (U3UYECKOE YHHUTOKEHHE
WA YHUYTOXKEHUE IPOrPAMMHO-TEXHUYECKHUMHU CPEICTBAMHU C COOTBETCTBYIOIEH OTMETKOM B
aKTe O BBLACIEHUH K YHHUUYTO)KEHHUIO 3JIEKTPOHHBIX IOKYMEHTOB.

DJNEeKTPOHHBIE JIOKYMEHTBI CUMUTAIOTCSI YHHYTO)KEHHBIMH, €CJIHM HMX HEJIb3s BOCCTAHOBHTH
cpeacTBaM¥ MH()OPMALIMOHHOM CHCTEMBI Ha HOCUTENSIX UH(POPMAIHK U U3 PE3EPBHBIX KOIIHIA.
4.16. AKTBI O BBIIEJICHHH K YHHUTOXXEHHUIO JOKYMEHTOB, HE IOJIC)KAIIUX XPAHEHHIO, XPAHSITCS

IIOCTOSAHHO B J€JIE (l)OHI[a.

5. BHecenue H3MEHEHHMH M JOMOJIHEeHH
5.1. B mHacrosiee Ilosoxkenre MOryT BHOCHTBCS HM3MEHEHHS M JONOJIHEHHS, KOTOpPHIE

YTBEPIXKAAOTCA B IOPAAKE, YCTAHOBJIICHHOM JIS IIPUHATHA HACTOAIIETO [Tomoxenus.



