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BBEJAEHHUE

CoxpaHeHue TOKYMEHTaJIbHOTO HACIeAMs MPOIIOro — rocyAapCcTBeHHas 3a/1aua,
OJIMH W3 TMPHU3HAKOB pPa3BUTON IMBWIM3AIMH. [lepen apxXxwBamMu CTOWT CIOXHEHIIas
npoOiemMa: COXpaHUTh KYJIbTYpPHO-UCTOPUYECKOE MHOrooopasue BHIIOB U (opm
JOKYMEHTOB, CO3/IaHHBIX YEJIOBEKOM.

OcHOBHOU 1eNbl0  Pa3pabOTKU JaHHOW MaMSTKUA SBWJIACh HEOOXOJIHUMOCTD
MpUBEACHUS K €IMHO0Opa3sHOMY (POPMUPOBAHUIO U OPOPMIICHUIO JIEJ, TIepeiaBaeMbIX
Ha BPEMEHHOE W MOCTOSIHHOEe XpaHeHue. OHa cOCTaBileHA ISl OKa3aHUS MOMOIIU
HETIOCPEJICTBEHHBIM HCIIOJIHUTENSIM, B TOM UHCJI€ OTBETCTBCHHBIM 32 apXUBEHI
OpraHu3alui, B JOHXKHOCTHbIE 00SA3aHHOCTH KOTOPBIX BXOJUT padboTa 1o 00ecrneueHuno
COXPaHHOCTH U yYETy apXHMBHBIX JOKYMEHTOB. B mamsTKe 1aHbl OCHOBHBIE TPEOOBaHUS,
npeabsaBiseMble K OPMUPOBAHUIO U OPOPMIICHUIO JIE] U Mepeade uX Ha XpaHEHUeE.

B kadectBe npuioxeHud npuBeaeHbl 00pasibl O(POPMIICHUS JIMCTa-3aBEPUTENS
Jiena, BHyTPEHHEN ONMKUCH JOKYMEHTOB Jiejia, PEKBU3UTOB OOJIOKKH Jieia, aKTa MpuemMa-
nepeayn apXMBHBIX JOKYMEHTOB Ha XpaHEHHE.

B ocHoBy mamsTku monoxkeHbl «OCHOBHBIE TMpaBHiia padOThl BEIOMCTBEHHBIX
apxuBoB» (M.,1986); «IIpaBuna opraHuzanuu XpaHEHUs, KOMIUIEKTOBAaHUS, ydeTa U
WCTIONB30BaHUS JTOKYMEHTOB ApxuBHOTO (oHna Poccuiickoit denepanmm U APyrux
aApXWBHBIX JOKYMEHTOB B TOCYIAapCTBCHHBIX M MYHHIIMIIAIBHBIX apXHUBaX, My3esiX U
oubnuorekax, opranuzanuax Poccuiickoil akagemuu Hayk», (M., 2007); «Tumosas
WHCTPYKIUSL 110 JIETIONPOU3BOJICTBY B HUCIHOJHUTEIBHBIX OpraHax TOCYAapCTBEHHOM
Bnactu CaepajoBckoil oOnactu» (yrBepkiaena IloctanoBienuem I[lpaButenncTBa
CeepanioBckoit o6mactu oT 29.06.2006 Ne 561-I1I1»); TOCT 17914-72 «O06m10XKKH 1€

JJINTCJIIBHBIX CPOKOB XPaHCHUS TUIIBI, PA3MCPbI U TCXHUYCCKHUC Tpe6OBaHI/I$[)>.



1. OCHOBHBIE TPEBOBAHUS K ®OPMUPOBAHUIO JIEJI B
JNEJONPOU3BOJACTBE OPTAHU3ALIUU

1.1. Ilopsinoxk popmMupoBaHus JeJI B OPraHU3ANUA

1.1.1. ®opmupoBaHueM 1€  HA3bIBA€TCS  TIPYIIHAPOBKA  HMCIIOJHECHHBIX
JOKYMEHTOB B JIeJla B COOTBETCTBUU C HOMEHKJIIATYpPOM JIEI.

B nemno momemaroTcs JOKYMEHTHI, KOTOpbIE TIO CBOEMY COJCpP)KAHHUIO
COOTBETCTBYIOT 3aroJIOBKy Jella, NpH OSTOM 3ampeniaercs TpyNnmupoBaTh B Jena
YCPHOBBIC M AYOJICTHBIC DSK3EMIUIAPHI JOKYMEHTOB (B JIEIO MOTYT BKIIFOYAThCS
YCPHOBBIC M JYOJICTHBIE OJK3EMIUIIPBI 0CO0O IIGHHBIX JIOKYMEHTOB), a TaKXe
JOKYMEHTBHI, TIOJIJIC)KAIIUE BO3BPATY.

1.1.2. lena GopMUPYIOTCS B OpraHU3AIMAX NPU I[CHTPATU30BAHHOM BEICHUH
JCIIOTIPON3BOJICTBA — CIY)KOOW JETONMPON3BOICTBA OPTAHU3AIINH; MPH JICIEHTPATIN30-
BaHHOM — KaK CTPYKTYPHBIMH TIOJpa3JeicHUsIMU (JUIlaMH, OTBETCTBCHHBIMHU 3a
JEIIOTIPON3BOJICTBO), TAaK U CIIYK00# 1eT0MPOU3BOICTBA OPTaHU3AIIHH.

dopMupoBaHHUE JI€NT OCYIISCTBISCTCSA IMOJ HEMOCPEACTBCHHBIM METOIUYCCKUM
PYKOBOJICTBOM apXWBa OpraHM3allid, a MpH HEOO0XoauMocTH [ 0ocymapcTBEHHOTO
apxuBa B ropojae Kpacnoydpumcke.

1.1.3. Ilpu dopmupoBanum €1 HEOOXOAUMO COOTIOAATH CIEAYIOUINE OCHOBHBIC
TpeOOBaHUS:
-IIOKYMEHTBI TTOCTOSTHHOTO W BPEMEHHOT'O XpaHCHHS HEOOXOJMMO TPYIIUPOBATh B
OTJICJIbHBIC JIENa;
-BKJIFOYATH B JIEJIO TI0 OJTHOMY DK3EMILISIPY KaXX/I0T0 JOKYMEHTA,;
-TPYNIIAPOBATH B JCJIO JOKYMEHTBl OJIHOTO KaJeHIAApPHOTO TOJ1a; HWCKIIOUCHHUS
COCTaBIIAIOT: MEPEXOIAIINE JIeja, TUIHbBIC JIeia, TOKYMEHTHI J{yMbl, IpyTHX BBIOOPHBIX
OpPraHOB M UX MOCTOSHHBIX KOMUCCHH, MEMyTaTCKUX TPYIII, KOTOPHIC TPYIITUPYIOTCS 3a
MEPUOJT WX CO3bIBA; JOKYMEHTHI yUYEOHBIX 3aBEJCHHUH, KOTOpPbhIC (OPMHUPYIOTCS 3a
y4eOHBIN 0T, HCTOPHH OOJIC3HEH;
-JIeJI0 AOIDKHO cojiepKaTh He Oomnee 250 nucToB, mpu ToNIMKHE He Ooiee 4 cM.

1.1.4. BHyTpH aeia TOKYMEHTHI JOJKHBI OBITh PAcIoIOKEHBI TaK, YTOOBI OHHU I10

CBOCMY COJACPIKAHUTIO IMOCICIOBATCIBHO OCBCIIAIN OIIPCACIICHHBIC BOIIPOCHI. HpI/I 9TOM
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HOKYMCHTHI pacnojararoTcs B XPOHOJJOTHYCCKOM MMOPAAKE 501041 110

andaBUTy aBTOPOB HWJIM KOPPECIIOHACHTOB.

[IpunoxeHuss K JOKYMEHTaM, HE3aBUCUMO OT JaThbl WX YTBEPKICHUS WIN
COCTaBJICHUS, NPUCOCIUHSIOTCA K JOKYMEHTaM, K KOTOPbIM OHH OTHOCATCS.
[Tpunoxenuss o6bemMom cBbiliie 250 JUCTOB COCTABIISIIOT OTAEIBHBIA TOM, O YE€M B

JOKYMCHTC OCJIACTCA OTMCTKA.

1.2. I'pynnupoBKa 0TAEJbHBIX KATErOPUii JOKYMEHTOB

1.2.1. PaciopsiauTenpHble JOKYMEHTBI TPYNIUPYIOTCA B Ji€Jla N0 BHIAM U

XPOHOJIOTHUH C OTHOCAIIUMUCA K HUM IIPHUIIOKCHUAMU.

Hanpumep:

Ilocmanoenenus Ne 1-61 I'nagvl copodckozo oxkpyea 3a siueapv 2007 2o0a u
NPUTLOJHCEHUS K HUM.

Pacnopsoicenusn Ne 1-27 npedcedamens [[ymol no ocnosnou deamenvrocmu 3a 2007 200
U NPUNOICEHUSL K HUM.

Ipukazer Ne 1-128 nauanvnuxa Ynpasnenus no ocnosnot desmenvnocmu 3a 2007 200 u

NPUTIOIHCEHUA K HUM.

1.2.2. YcTaBbl, NON0KEHUSA, UHCTPYKLNH, YTBEPKACHHBIE PACIIOPSAAUTEIb-HBIMH
NOKYMEHTAMH, SBISIOTCA TMPUIOKEHUIMU K HUM U TPYNNUPYIOTCA BMECTE C
YKa3aHHbIMU JOKYMEHTaMH. EClIi %€ OHM YTBEPKICHBI B KAUECTBE CAMOCTOSITEIbHOTO
JOKYMEHTA, TO UX TPYNIUPYIOT B CAMOCTOATENbHBIE JIENIA.

1.2.3. Ilpuka3pl 1O OCHOBHOW JEATEIbHOCTH TPYIIIUPYIOTCS OTHEIBHO OT

MIPUKA30B I10 JUYHOMY COCTaBY.

Hanpumep:

Ipukazvr Ne 1-118 oupexmopa xonnedxnca no ochoguot desmenviocmu 3a 2007 200.

Ilpukazvr Ne 1-181 oupexmopa xonnedxnca no auunomy cocmagy 3a 2007 200.
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1.2.4. ITpuka3ssl 1o JUYHOMY COCTaBy TpyHOUPYKOTCA B  Jela B

COOTBCTCTBHUH C YCTAHOBJICHHBIMH CPOKAMHU UX XPAHCHUA.

Hanpuwmep:

B omoenvnoe deno ¢hopmupyromes credyrowue 6uovl npuKazos no JUYHoM)
COCMAgy cO CPOKOM XpaHenus 75 nem:

® 0 npueme Ha pabomy;,

® 0 NPOOONACEHUU MPYOOBHIX OMHOULEHUL HA YCIOBUAX CPOUHO20 MPYO0BO2O
002080pa UU 002080pPA HA HEONPEOENEeHHbIU CPOK,

® 00 ycmaHo8ieHuu Ha0OABOK K OOIHCHOCIHOMY OKAAOY,

® 00 uzMeHeHuU amunuu, UMeHU, omyecmsea pabomarnweo,

® 0 nepegode pabomuuka Ha 0py2yio pabomy eHympu OpeaHu3ayuu Ui opyaoe
yupeosicoeHue, npeonpusmul,

® 00 OKA3aHUU MAMEPUATLHOU NOMOWU,

® 00 ygobHeHUU pabOMHUKA.

B omoenvnoe deno ghopmupyromes credyrowue 8uovl npukazos no JuYHoOM)
COCMABy €O CPOKOM XPAHeHUs 5 iem.
® 0 npedocmasienuu 04epeoHbIX U YYUeOHbIX OMNYCKO8,
® 0 dedxcypcmae 8 bIXOOHbIE U NPA3OHUYUHbLE OHU,
® 0 npedocmasieHuU Omeyio8 3a pabomy 8 OHU OmovIxa paboOmMHUKA,
® 00 00vAsIeHUU PADOMHUKY OUCYUNTUHAPHOO 83bICKAHUS 30 HAPYUEHUe
mpy008ol OUCYUNTUHDBL,

® 0 KPAMKOCPOUHBIX HYMPUPOCCULCKUX KOMAHOUPOBKAX.

[lenecoobpa3Ho mnpu OOJABIIUX 00bEMaX JOKYMEHTOB MPUKa3bl MO JUYHOMY
COCTaBy, KacaroIlIUecs Pa3IUYHBIX CTOPOH JEATEIBHOCTH OpraHu3anuu (IpuUeM Ha
paboTy, YBOIBHEHHE U TMEpeMeIleHHne, KOMAHAMPOBKH, MPEMHPOBaHHE U T.I.),

IrpynmnnupoBaTb B CaMOCTOATCIIBHBIC JCJIA.



Hanpumep:

Ipukazer Ne 1-301 oupexmopa obwecmsa o npueme na pabomy 3a 2006 200.

Ipukazer Ne 1-267 oupexmopa oowecmsa 06 yeonvnenuu 3a 2006 200.

Ipukazer Ne 1-233 oupekmopa obwecmea o nepemewernusnx 3a 2006 2o0.

IIpuxaser Ne 1-127 oupekmopa konneoxca o npedocmagieHuu OmmnycKo8 CoOmpyOHUKAM

3a 2007 200.

1.2.5. IlopyyeHuss  BBIMIECTOSIIIMX OpPraHW3allMii W JOKYMEHTbl IO HUX
WCIIOJTHEHUIO TPYIIIUPYIOTCS B Ji€ja N0 HAPABJICHUSAM JIESITENBbHOCTH OpraHU3alyu.

1.2.6. YTBepKAECHHBIE IUIAHBI, OTYETHI, CMETHI, JIUIMUTBI U APYTrU€ JOKYMEHTBI
IPYIIIHAPYIOTCS OTAEIBHO OT UX MPOEKTOB.

1.2.7. JIoOKyMEHTbl B JIMYHBIX JI€JlaX pAacIoJIaraloTcsi B XPOHOJOTHYECKOM
MOPSIAKE 110 MEPE UX NOCTYIUICHHUS.

1.2.8. JIuueBple cuera paboyuMx M CIyXalux 10 3apaboTHON IuiaTe
IPYHIUPYIOTCS B CAMOCTOSITEIbHBIC JIeJIa M PaclojaraioTcsl B HUX B opsiake andasuta
1o paMuIusIM.

1.2.9. Ilepenucka rpynnupyercs, Kak MpaBuio, 3a MEPUOJ KaJEHIapHOTO rojia u
CUCTEMATH3UPYETCA B XPOHOJOTHMYECKOM MOCIEAOBATEIBHOCTH; JTOKYMEHT-OTBET
IIOMEIAETCS 38 JOKYMEHTOM-3aIIPOCOM.

[Ipy BO30OHOBJIEHUM MEPENUCKH MO OMPEACICHHOMY BOIPOCY, HayaBLIEHCA B
MPEABIIYIIEM TONY, AOKYMEHTHl BKJIIOYAIOTCS B JIEJI0 TEKYLIETO roja C yKa3aHUEM
MHJEKCa MPEABIIYIIEro roja.

B 3aBucuMocTu ot crnienMpuKH IEITeTbHOCTH OpraHU3alluM MEepernucKa MOKET

IPYNIUPOBATHCS TaKXKeE B Ipeiesiax y4eOHOro rojia, Cpoka co3biBa U T.11.
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2. TPEBOBAHUA K O©®OPMJIEHUIO JAEJI,

INPUHNMAEMBIX B APXUB

2.1. ITostHOE MM YacTHYHOE 0OpMIIeHHE /1€l

2.1.1. B 3aBUCHUMOCTH OT CPOKOB XPaHEHMS MPOBOAMUTCS MOJHOE WU YACTUUHOE
o opMIICHHE JICII.

2.1.2. TlonHoMy OQOpPMJIEHUIO MOAJIEkKAT Jejia IOCTOSHHOIO, BPEMEHHOI'O
(cBbime 10 1eT) XxpaHeHHs ¥ 0 JUYHOMY COCTaBY.

ITonHoE odopMiIeHHE e NTpeNyCMaTPUBAET:

-TIOJIINBKY WM MEpervieT ena;

-HyMepauulo JUCTOB JIeJIa;

-COCTaBJICHUE JIUCTA-3aBEPUTEIIS;

-COCTaBJIEHUE, B HEOOXOIUMBIX CIIy4asiX, BHYTPEHHEH OMKUCH TOKYMEHTOB;

-BHECEHUE HEOOXOJMMBIX YTOUHEHHH B PEKBU3UTHI OOJIOKKHU Jena (yTOUYHEHHE
Ha3BaHUS OpPraHU3allMM, PETUCTPALMOHHOIO MWHJIEKca Jella, KpalHUX JaT Jena,
3aroJIoBKa JIeja).

Hena BpemeHHoTro (10 10 JIeT BKIIOYUTENBHO) XpaHEHUS MOJIEKAT YACTUUHOMY
oopMIIEHUIO: Jena JIONMYCKaeTCs XpaHUTh B CKOPOCIIMBATENSAX, HE MPOBOAUTH
CUCTEMaTH3allMI0 JTOKYMEHTOB B JI€Jie, JIUCTHI JieJla HE HYMepOBaTh, 3aBEPUTEIIbHBIC

HaAITMCH HEC COCTAaBJIATH.

2.2. llopmmumBKa aea

2.2.1. I[OKYMCHTBI, COCTAaBIIOIUC ACJId, IMOAMMNBAKOTCA HA YCTBIPC IIPOKOJIa B
TBCPAYIO O6JIO)KKy N3 KapTOHa WKW TCPCINICTAIOTCA C YYCTOM BO3MOKHOCTHU
CBO6OIIHOFO YTCHUA TCKCTA BCCX HJOKYMCHTOB, O4daT, BHU3 U pCSOHIOLII/Iﬁ Ha HHX. HpI/I
IIOATOTOBKEC A€ K IIOAIIMBKC (HCpCHJ’ICTY) MCTAJUIMYCCKHUEC CKPCIUICHUA (6y.IIaBKI/I,

CKpCHKI/I) N3 JOKYMCHTOB YAAJIAIOTCA.
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2.2.2. Jlena mOCTOSTHHOTO XpaHEHUS, COCTOAIIME U3 0CO00 IIEHHBIX JOKYMEHTOB

nim HC(i)OpMaTHBIX HOKYMCHTOB, XpPaHATCA B 3dKPBIThIX TBCPABIX IIAIIKAX C TPCMA
KJIaITaHaMHU € 3aBsA3KaMHU HUJIA B KAPTOHHBIX K0p061<ax.

2.2.3. HpI/I HaJIM4u B ACJIC OTACIIBHBIX 0c000 ICHHBIX OOKYMCHTOB, a4 TaKKC
HCBOCTpe6OBaHHBIX JIMYHBIX TOKYMCHTOB (TPYI[OBBIX KHHUXXCK, BOCHHBIX OMJIETOB U I[p)
9T JOKYMCHTBI BKJIaJIbIBAOTCA B KOHBCPT, KOTOpBIfI 3aTCM IMOAIIMBACTCA B ACJIO. HpI/I
HaJIUYHUHU OOJIBIIOrO KOJMYECTBA TAKUX HAOKYMCHTOB OHH MOT'YT U3BIMATLCA U3 ICJI, U HA
HHUX COCTAaBJISICTCA OTACIbHAA OIINCH.

22.4.B KOHIIC KaXA0Io AcJia IIoAIINBacTCA 0aHK JINCTA-3aBCPUTCIIAA, 4 B HAYAJIC

AcJia - 01aHK BHYTpCHHCﬁ OIIMCHU JOKYMCHTOB IcJIa.

2.3. Hymepauus JucTOB JaeJia

2.3.1.B wmemax oOecreyeHuss COXpPAaHHOCTHM W  3aKpeIUIEHHs  TOpsaKa
pacmoiokKeH!sl JTOKYMEHTOB, BKJIIOYEHHBIX B JI€JIO, BCE JIUCTHI ITOro jAena (Kpome
JUCTa-3aBEPUTENSI U BHYTPEHHEW OMHCH) HyMEpPYIOTCs apaOCKuMu IudpamMu BajioBOU
HyMepalHie B MpaBOM BEPXHEM YTy JIUCTA YEPHBIM rpadUyecKuM KapaHAalloM WU
HyMepaTopoM. YnoTpeOiieHne YepHUII U LIBETHBIX KapaHJauel 1jisi HyMepaluu JTUCTOB
3arnperaercs. JINCThl BHYyTPEHHEHN ONUCHU TOKYMEHTOB JI€1a HyMEPYIOTCSI OTAEINBHO.

2.3.2. JIucTel Aen, COCTOSINIMX U3 HECKOJIBKMX TOMOB WJIM 4YacTEH, HyMEPYIOTCS
M0 Ka)J0MYy TOMY WJIH 10 Ka)KJ0M 4aCcTH OTAEIBHO.

2.3.3. ®otorpaduu, UYEpTEKH, JUATPAMMBI W JAPYTU€ WIUIIOCTPATUBHbBIC
JOKYMEHTBI, MPEACTABISIONINE CAaMOCTOATENIbHBIM JHUCT B JieJie, HyMepyloTcs Ha
00OpPOTHOI CTOPOHE B JIEBOM BEPXHEM YIIIy.

2.3.4. CiioKEeHHBI JIUCT Pa3BOPAYMBACTCS M HYMEPYETCS B IMPABOM BEpPXHEM
yray. [Ipu stom nucT moboro ¢opmara, NMOAMMTHIA 32 OJMH Kpaid, HyMepyeTcs Kak
OJIUH JIUCT; JIUCT, CJIOKEHHBIM W MOAIIMTHIA 32 CepeAuHy, MOJJICKUT MEPELIUBKE U
HYMEpYeTCsl KaK OJIUH JIUCT.

2.3.5.Jluct ¢ HarIyxo HaKJIECHHBIMU JOKymMeHTamu (doTorpadusmu,

BBIPC3KaMH, BBIIIMCKAMHU U T.H.) HYMCPYCTCA KaK OIWH JIHUCT. Econ k HOKYMCHTY
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ITIOAKJICCHBI OJHHUM KpacMm ApYruc JOKYMCHTBI (BCTaBKI/I TCKCTA, IICPCBOJBLI,

BBIPE3KHU U T.II.), TO KaXAbIA JJOKYMEHT HyMEpPYETCsI OTAEIBHO.

2.3.6. Ilogmutbie B A€JIO KOHBEPTHI C BIOXKEHUSIMU HYMEPYIOTCS; MPU 3TOM
BHayajie HyMepyeTcs caM KOHBEPT, a 3aT€M OYEPEIHBIM HOMEPOM Ka)kJ10€ BIOXKEHUE B
KOHBEpTE.

2.3.7. llogmutble B J€N0 JOKYMEHTBl C COOCTBEHHOW HyMepalueil JHCTOB
(BKJTIOYAsl MEeYaTHBIE U3JJaHUs1) MOT'YT HYMEPOBATHCS B OOIIEM MOPSAJKE WU COXPAHATH
COOCTBEHHYIO HYMEPALIMIO, €CIIM OHA COOTBETCTBYET MOPSIAKY PACIIOJIONKEHUS JINCTOB B
aene.

2.3.8. B ciyuasx oOHapyxeHHs OOJBIIOTO YKCiia OIMTMOOK B HyMEpAIluu JUCTOB
JieNa MpoBOAUTCS MX nepeHymepanus. [Ipu nmepeHnymepanuu JUCTOB cTapble HOMEpa
3aUEpPKUBAIOTCS M PSAOM CTAaBUTCS HOBBIM HOMEp JIMCTA; B KOHIIE J€JIa COCTABIISIETCS
HOBBIM JIUCT-3aBEpUTENb, MPU STOM CTApbI JUCT-3aBEpUTEh 3aYEPKUBAETCS, HO
COXpaHsIETCs B JeJe.

[Ipy HanMuuMMU OTAENBHBIX OIIMOOK B HyMepaluud JUCTOB B JieJax IMpHU
MOJATOTOBKE WX apXWBOM OpraHU3allid K I[epefadye Ha IOCTOSHHOE  XpaHEHUue
JIOMyCKaeTcsl 10  COrJacoBaHMI0 ¢ ['OCylapCTBEHHBIM apXHMBOM B  TOpOJe

Kpacnoydumcke ynorpedieHue TuTepHbIX HOMEPOB JTUCTOB.

2.4. OdopmiieHHe JIMCTA-3aBEPUTEIA

2.4.1. lns ydera KoJMYECTBA JIMCTOB B Jiefie U (PUKCAIUU OCOOCHHOCTEH WX
HyMepalliu COCTaBIISICTCS JTUCT-3aBEPUTENH Jea.

2.4.2. JIucT-3aBepUTENIb COCTaBIISICTCS B JieJieé Ha OTACJIBHOM JIUCTE IO
ycTaHoBiIeHHON (opme (mpmioxkenne Ne 1), B KOTOpod ykasbIBaloTcs LUppamMu H
MPOMUCHI0 KOJIMYECTBO MPOHYMEPOBAHHBIX JIMCTOB Jeja, KOJUYECTBO JIMCTOB
BHYTpPEHHEUW omucHu. B nucTe-3aBepuTesie OroBapuBarOTCs CIEAYIOIIHNE OCOOEHHOCTU
HyMepaluu JTOKYMEHTOB JIeJia:

-HaJIMYKE JIUTEPHBIX HOMEPOB JIMCTOB JieJIa, MPOIMYIIEHHBIX HOMEPOB;

-HOMEpa JINCTOB C HaKJIeEHHBIMU (PoTorpadusiMu, TOKYMEHTaMH, BEIpE3KaMU M3

raser;
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-HOMeEpa KpYIHO(QOPMATHBIX JIUCTOB;

-HOMCpa KOHBCPTOB C BJIOKCHUSAMHU U KOJIMYCCTBO BJIOKCHHBIX B HUX JINCTOB.

Hanpumep:

JIMCT-3ABEPUTEJIb AEJIA

B nene moamuro u mpoHyMepoBaHO 78 (ceMbJIecIT BOCEMb) JTUCTOB
(mrdpaMu 1 TPOIHCHIO)

B TOM YHCJIC.
JUTEpHbIE HOMepa TUcToB 34 a, 65 a
MPOIYILEHHbIE HOMepa JUCTOB 27, 53

+ JINCTOB BHYTPEHHEH ONIUCH 2

Ocob6enHocTr PU3NIECKOTO COCTOSIHUSA U (DOPMUPOBAHHUS JIeTIa Howmepa THCTOB

1 2
Kpynnodopmarubie 1ucTs 18, 19, 69
KonsepTsl 10
Bripesku u3 razer 42,58

2.4.3. JIucr-3aBepuTenp Jena  IMOANMCHIBAETCS €ro  cocraButeneM. Bcee
NOCIEAYIOUINE W3MEHEHHS B COCTaBE M COCTOSIHMM Jena (IOBPEXICHUs, 3aMeEHa
MOJJMHHBIX JIOKYMEHTOB) OTMEUYaloTCs B JIMCTE-3aBEPUTENIE CO CCHUIKOM Ha
COOTBETCTBYIOILIUM aKT.

2.4.4. 3anpeniaeTcsi BBIHOCUTH JHUCT-3aBEPUTENb HA OOJIOKKY Jea WIM YUCTBIN
000pOT JHCTa MOCJHENHEro AOKyMeHTa. Eciu aeno moamuTo Win NeperuieTeHo 0e3
OJlaHKa JIMNCTa-3aBEPUTENS], OH HAKJIEUBAETCS 32 BEPXHIOIO YacTh JIMCTA HA BHYTPEHHEH

CTOpOHE OOJIOXKKH JAea.
2.5. CocraByieHre BHYTPEHHEH ONKUCHU JOKYMEHTOB J1eJ1a
2.5.1. BHyTpeHHsAsI ONHCh JOKYMEHTOB J€Ja COCTaBIseTCA [ ydyera

JOKYMCHTOB IIOCTOSHHOT'O WM BPCMCHHOTO (CBI::I]_I_IC 10 JICT) XpaHCHHA, YUCT KOTOPBIX

BBI3bIBAETCS CrieU(PUKON JTaHHOU JOKyMEHTaIMu (0c000 LIeHHbIe, INYHBIE J1e]1a U T.11.),
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a TakXke g y4yeTa Jell MOCTOSIHHOro W BpemeHHoro (cBbime 10 ner) XxpaHeHwus,

cOPMHUPOBAHHBIX MO PAa3HOBUAHOCTAM JOKYMEHTOB, 3arojlOBKM KOTOpBIX HE
PACKpBIBAIOT KOHKPETHOE COJNEP/KAHHUE TOKYMEHTA.

2.5.2. BHYTpEeHHSS OIUCh COCTABIIAETCS HA OTAEIBHOM JIMCTE N0 YCTAHOBJIECHHOU
dopme (mpusioxeHue Ne 2), B KOTOpOH cojiepKaTcsl CBEJACHHS O TOPSAIKOBBIX HOMEpax
JOKYMEHTOB JIeJla, UX UHIEKCAax, 1aTax, 3aroJ0BKax U HOMepax JIMCTOB JeIa.

K BHyTpeHHEW ONHMCHU COCTaBIISIETCS UTOTOBasl 3allMCh, B KOTOPOM YKa3bIBAIOTCS
nudpaMyd ¥ MPOMHUCHIO KOJUYECTBO BKJIIOYEHHBIX B HEE JOKYMEHTOB M KOJHUYECTBO
JIMCTOB BHYTPEHHEW OIHCH.

2.5.3. BHyTpeHHsAsI OIKCh MOANMCHIBAETCS €€ cocTaBuTeneM. Ecmu aeno
NEeperuieTeH0 WM NOoAWUTO 0e3 OJaHKka BHYTPEHHEW OMNHCH JOKYMEHTOB, TO
COCTaBJICHHAs M0 YCTAaHOBJICHHOW (pOpMe OMUCH MOAKIECUBAETCA K BHYTPEHHEH CTOPOHE

JIMLICBOM 00JI0KKH AcJ1a.

2.6. OdopmireHue 00J10KKHU J1eJ1a OCTOSTHHOTO,

BpeMeHHOro (cBbiine 10 JieT) xpaneHust

2.6.1. O6GnoxKa Jena MOCTOSHHOTO, BpeMeHHOro (cBeiiie 10 JeT) XpaHeHus U 1o
JUYHOMY COCTaBy cOCTaBisieTcs u odopmiisieTcss 1O YCTaHOBJIEHHOW (opme
(mpunosxenue Ne 3). Ha o0s10Ke ena yKka3blBalOTC:

-HaMEHOBaHHUE OpraHU3allny;

-HaMEHOBaHHUE CTPYKTYPHOTO MOAPA3ICICHNUS;

-UHJEKC JeNa;

-HOMeED Jena (ToMa, 4acTH) 10 TOA0BOMY pa3/ieily CBOJHOW OMMCH JET;

-3ar0JIOBOK J€JIa;

-n1aTa aeja (Toma, 4acTH),

-KOJIMYECTBO JIUCTOB B JIEJIE;

-CpOK XpaHEHHUs JIeNa;

-apXUBHBIN mWUdp nena.

2.6.2. Ha o0OnosKe Jei MOCTOSHHOIO XpaHEHHUs MpelycMaTpUBAETCS MECTO JJis

HaUMCHOBAHUS TOCYAAPCTBCHHOI'O apXWBd, B KOTOpBIﬁ ACJla OpraHu3alnun 6y,JIYT



13
NepecaaHbl. ApXI/IBHBIﬁ H_II/I(i)p Ha O0O0J0XKKax ACI TIOCTOAHHOTO XPAaHCHHA

MPOCTABIISIETCA B apXUBE OPraHU3ALUU TOJIBKO MOCJE BKIIOYEHUS 3TUX J€1 B TOJIOBHIE
pasziesibl CBOJIHBIX ONMMCEH e, YTBEPXKICHHBIX 3KCIEPTHO-TIPOBEPOUYHON KOMHUCCHEH
(manee — OIIK) VYmpaBnenus apxuBamu CBepJJIOBCKOW o6sactu (A0 3ITOr0 OH
MPOCTABISAETCA KapaHIallIoM).

2.6.3. IIpu odopmiieHrH 0OJI0XKKHU JIe]T HAMMEHOBaHUE OpPTraHU3allMK YKa3bIBACTCs
MOJIHOCTBIO, B UMEHHUTEJIbHOM MaJIeXKe.

2.6.4. 3arooBoK Jeia Ha OOJOXKKE TMEPEHOCUTCS W3 HOMEHKJIATyphl el
opranu3zauuu, cornacoBanHoi ¢ DK Ynpasnenus apxuBamu CBepasioBCKoi 00JIacTH.
B HeoOXoauMbIX ciiydasiX B 3arojIOBOK BHOCSTCS YTOYHEHHUs (IIPOCTABISIOTCS HOMEpa
MIPUKA30B, IPOTOKOJIOB U JIp.).

B tex ciyuasix, Korja Aeio COCTOUT U3 HECKOJIbKUX TOMOB (4acTel), Ha O0JI0KKY
Ka)KJI0T0 TOMa (4acTH) BHIHOCUTCSI OOIIMII 3ar0JI0BOK Jiejia U 3aroJIOBOK Ka)Ja0ro Toma

(dactn).

Hanpumep:

Jluyegvie cuema no HauUcCIeHUl0 3apaOOMHOU NaaAmMbl pPAOOYUM U  CLYHCAUUM
Llenmpanvnozo neconynxma 3a sineapov-utons 1990 2ooa. Tom 1, ( A-A).

To arce, mom 2.

2.6.5. B 3aronoBkax e, COJAEp)KallUX KOIMUU JIOKYMEHTOB, YKa3bIBaeTCS MX
KonuiHoCTh. [lOANMMHHOCTE TOKYMEHTOB Jella B 3arojoBKe He oroBapuBaerca. Ha
00JIOKKE Jiefla yKa3bIBalOTCs apabCKuMu HUpamMu KpailHue aaTsl gena — roia (bl)
3aBe/ICHMs 1 OKOHYaHUS Jela.

2.6.6. Ha o0Omoxke pgena oOs3aTeabHO YyKa3bIBaeTcs JjgaTta jaena — rof (bl)
3aBe/ICHUs] M1 OKOHYAHUS JIeJia B JIeJIONMPOU3BOICTBE.

Ecnu B neno BKIIIOYEHBI JTOKYMEHTHI (NMPUJIOXKEHUS U T.I.), JIaThl KOTOPBIX
BBIXOJISIT 33 KpailHUe AaThl Jiena, TO MOJA JaTaMu JieNla, ¢ HOBOM CTPOYKH jenaercs o0

9TOM 3allUCh: «B OCJIC UMCIOTCA NOKYMCHTHI 34... T'OQ (BI)».
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JlaTel nema MOTYT HE YKa3bIBaThCsi Ha OOJIOXKKE €M, COACpPKAIUX TOJOBBIC

TJIaHBI M OTUYETHI, TAaK KaK OHU OTPaKaloTCs B 3ar0JIOBKAX 7.

2.6.7. KpaitHumu JaTaMu nen, coziepKallux OpraHU3alMOHHO-
pacropsaAuTeIbHYI0, TBOPUECKYIO U HHYIO JOKYMEHTAIUIO (MMPOTOKOJbI, CTEHOTPAMMBI,
MMChMa, JTOKJIaJbl U T.].), IS KOTOPBIX TOYHAsl JATUPOBKA MMEET BaXKHOE 3HAUYCHHE, a
TaKKe JeJ, COCTOSIIUX W3 HECKOJBKUX TOMOB (4acTei), SIBISIOTCS KpalHUE JaThl
JIOKYMEHTOB JIeJia, T.€. JaThl PEerucTpanuu (COCTaBJICHMs) CaMOTO PaHHEro M CaMoro
MO3/THETO JOKYMEHTOB, BKIIFOUEHHBIX B JEIO.

2.6.8.Ecnu nenoM sBISIETCSA KypHal PETUCTPAllMM NPUKA30B, PACHOPSHKEHUN U
T.IL., TO JIaTOM Jiesia OyayT TOYHBIE KaJeHAapHbIC JaThl IEPBOM M MOCIEHEN 3aMuceil B
KypHale.

2.6.9. KpaiiHuMu atamu Jiejia, COAEPKAIIeTro MPOTOKOJIbI 3aCEIaHul, SBISIOTCA
JaThl YTBEPXKICHMsSI (€CIM OHM YTBEPXKIAIOTCSA) WM COCTaBJICHHS TIEPBOTO U
MOCJIETHETO MPOTOKOJIOB, COCTABIISAIOLIUX JETI0.

2.6.10. KpaliHumu 1ataMu JIMYHOTO JI€JIa SIBJISIIOTCS 1aThl MOANMCAHUS MIPUKa3a O
MpYeME 1 YBOJBHEHUH JIUIIA, HA KOTOPOE 3TO JIEJIO 3aBEICHO.

2.6.11. O0s3aTeNbHBIMM PEKBU3UTAMU OOJIOKKH JIeJla SIBISIOTCS KOJHUYECTBO
JIUCTOB B JieJie, KOTOPOE MPOCTABIISIETCS HA OCHOBAaHUY 3aBEPUTEILHON HAJIIMHUCH Jena, U
CPOKM XpaHEHHMs jeia (Ha Jeiax IOCTOSHHOTO XpaHEHUs MHIeTcs: «XpaHUThb

TIOCTOSIHHOY).

3. IIOPAJOK IIEPEJAYU JAEJI B APXUB OPTAHU3AIINN

3.1. Jlena mOCTOSSHHOTO W JOJITOBPEMEHHOTO XPaHEHHUS, BKIIOYAsl IOKYMEHTHI 1O
JMYHOMY COCTaBy, IEPEJAIOTCS B apXUB OpraHU3allMM HE MO3HEE YEM uYepe3 JiBa roja
IOCJIE UX 3aBEPILEHHUS B JIEIONPOU3BOICTBE.

3.2. Ilepenaya nen B apXuB OpraHU3alldd OCYIIECTBISETCS 1O Trpaduky,
COCTaBIICHHOMY apXHWBOM, COIJIACOBAHHOMY C PYKOBOJUTEISIMU  CTPYKTYPHBIX
No/ipa3/iefieHuH, epealoIIuX JOKYMEHTHI B apXUB, U YTBEPKJACHHOMY PYKOBOJIUTEIEM

OpraHu3aluu.
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3.3.B nmepuox MNOArOTOBKH J€JI CTPYKTYpPHBIM MOAPA3AEIEHUEM K

repesaye B apXuB OPraHU3alMU COTPYAHUKOM apXuBa IMPEABAPUTEIBHO IPOBEPSIETCA
NpaBWIBHOCTh HUX (GOpMHUpPOBaHUs, O(OPMIICHHS M COOTBETCTBUE KOJMYECTBa JIel,
BKJIFOYEHHBIX B OIUCh, KOJIMYECTBY €], 3aBEICHHBIX B COOTBETCTBUU C HOMEHKIATypOU
Jen opranuzanuu. Bce BbIABIEHHBIE MPU MPOBEPKE HEAOCTATKH B (POPMUPOBAHUHM U
oopMiIeHNH J1e71 paOOTHUKU CTPYKTYPHOTO MOJpa3aeieHus 00s3aHbl yecTpaHuThb. [Ipu
OOHapy’>KEHUU OTCYTCTBHS JEJI COCTaBJSETCS COOTBETCTBYIOIIAs CIpaBKa, B KOTOPOIl
YKa3bIBa€TCS MPUYNHA UX OTCYTCTBHUS.

3.4. [IpueM kaxxIoro jAena NPOU3BOAMUTCS JIMIIOM, OTBETCTBEHHBIM 33 apXUB B
NPUCYTCTBUM pabOTHHKA CTPYKTypHOro moapazaeneHus. Ilpu stom Ha o6oux
AK3EMIUIAPAX ONUCH MPOTUB KAXKIOTO JI€J1a, BKIOYEHHOIO B HEE, JIEJIAETCS OTMETKA O
HaJIM4uMd Jiena. B KoOHIE KaXIoro SK3eMIulsipa OMUCH YKa3bIBAlOTCS LHUPpaMu U
MPOIKUCHIO KOJIMYECTBO (PAKTUUYECKU MPUHATHIX B apXUB JI€J, HOMEpa OTCYTCTBYIOLIHUX
1€, 1aTa MpueMa-rnepenadn Jei, a TAKKE MOANUCH OTBETCTBEHHOIO 3a apXWB U JIMILIA,
MEpEABIIETO AEa.

IIpu npueme nen mpoBeEPsETCs KOJIUYECTBO JINCTOB B JIEJIAX.

Jlena, yBA3aHHBIE B CBSI3KH, JOCTABIISIIOTCS B ApXUB OpraHU3alluy COTPYAHUKAMU

CTPYKTYPHBIX NIOJIpa3AcICHUN.

4. IIOPAJOK ITPUEMA APXUBHBIX TOKYMEHTOB B APXUB

4.1. OT UCTOYHUKOB KOMIUIEKTOBAHHS apxXuBa JTOKYMEHThI ApXUBHOTO (poHIa
Poccuiickoit @enepauni NPUHUMAIOTCS TOCYJApPCTBEHHBIM APXMBOM 110 UCTEUYCHUU
CPOKOB UX BPEMEHHOTO XpaHEHUs, YCTAaHOBJICHHBIX 3aKOHOJATEIbCTBOM Poccuiickoit
denepauni.

B uCKIIOUHTENBHBIX Cy4asix CpPOKM BPEMEHHOIO XpaHEHHUS JOKYMEHTOB
ApxuBHoro ¢onna Poccuiickoit ®enepanyii MOTYyT OBITh MPOJJICHBI IO MPOCHOE
MCTOYHUKOB KOMIUICKTOBAHMS apXuWBa TIPU  HEOOXOJUMOCTH  MPAKTUYECKOTO
WCTOJIb30BAHUS APXMBHBIX JIOKYMEHTOB WJIM OTCYTCTBUSI Y apXuBa BO3MOKHOCTH IJIs

npueMa YKa3aHHBIX OOKYMCHTOB B CpPOKH, YCTAHOBJICHHBIC 3daKOHOAATCIBCTBOM



16
Poccuiickot  ®enepanuu. IIpomsneHune yka3aHHBIX  CPOKOB  OCYIIECTBIAETCS:

pemenriem DIIK Ynpasnenus apxuBamu CBepIsIOBCKOM 00JIaCcTH.

Cpoku BpEeMEHHOro XpaHeHHs JTOKyMeHTOB ApxuBHoro ¢onaa Poccuiickoii
@Penepanu B HErOCYAapCTBEHHBIX OPraHU3alUsAX OINPENEIISIOTCS B JOTOBOPE MEXIY
apXUBOM U COOCTBEHHUKOM WJIM BJIAJIEIbIEM YKA3aHHBIX TOKYMEHTOB.

4.2. Ilpuem poxymeHToB ApxuBHoro ¢onma Poccuiickoit ®enepanuu 0T
MCTOYHUKOB KOMIUIEKTOBAHMS OCYLIECTBISCTCS TIOCYHAPCTBEHHBIM apXWUBOM B
COOTBETCTBHHU C IJIAHOM-Tpa(UKOM, KOTOPHIM YTBEPKAAETCS PYKOBOJICTBOM apXvBa IO
COIVIACOBAHMUIO C MCTOYHUKAMU KOMIUIEKTOBaHHUs. BHEIUIaHOBBIN NpPHUEM JTOKYMEHTOB
ApxusHoro ¢onga Poccuiickoit denepanuu, a Takke apXUBHBIX JOKYMEHTOB, CPOKHU
BPEMEHHOI'0 XPAaHEHUsI KOTOPBIX HE UCTEKJIM, OCYILECTBIISICTCA B Clly4yae JIMKBUIALUU
MCTOYHMKA KOMIUIEKTOBAaHUS WM B CIydae yIrpo3bl COXPAHHOCTH AapXUBHBIX
JOKYMEHTOB.

[lo mnpocrbe HCTOYHMKOB KOMIUIEKTOBAHMS M TMPU HAJIUYUU CBOOOJHBIX
IUIOIIAZEH TOCYIApPCTBEHHBIM AapXWB MOXET OCYIIECTBIITH JOCPOUYHBIM IPUEM
nokyMeHTOB ApxuBHoro ¢onaa Poccuiickoit denepanumu.

4.3. ApXxuBHbIE JIOKYMEHTHl MPUHHUMAIOTCS B TOCYIJApPCTBEHHBIM apXWB B
YHOPSIAOYEHHOM COCTOSIHUM C COOTBETCTBYIOIMM HAy4HO-CIIPABOYHBIM allllapaToM U
CTPaxOBBIMH KOTMSIMU Ha 0COOO IIEHHBIE IOKYMEHTHI M YHUKaJIbHbIE JOKYMEHTH. Bce
paboThl, CBSI3aHHBIE C OTOOPOM, MOJATOTOBKOW W Mepenaueil apXMBHBIX IOKYMEHTOB Ha
IIOCTOSIHHOE XpaHEHUE, B TOM YHUCIIE C HMX YHOPALOYEHHEM M TPAHCIIOPTUPOBKOU,
BBIIIOJIHAIOTCSL 3@ CYET CPEACTB HCTOYHMKOB KOMIUIEKTOBAHHUs, IE€pEIarolInX
YKa3aHHbIE JOKYMEHTHI.

[Ipu mpueme apXuUBHBIX JTOKYMEHTOB MPOBOJISTCS MPOBEpPKA UX (PU3UUYECKOrO,
CAaHUTAPHO-TUTMEHUYECKOI0, TEXHUUYECKOIO COCTOSHUS M KOMIUIEKTHOCTH YYETHBIX
nokyMeHToB (3 sx3emiuisipa yreepkaeHHbix DIIK onumceit nen).

Hokymentsl ApxuBHoro ¢onna Poccuiickoit ®enepan NpPUHUMAIOTCS B
rOCYJAapCTBEHHBIA apXuWB MO YTBepkAeHHbIM OIIK onucam paen, JOKYMEHTHI I10
JIMYHOMY COCTaBY - 110 coryiacoBaHHbIM DMK onucsm ner.

4.4. ITpueM nen mpoOM3BOAMTCS MOEAWHUYHO, C WX MOJUCTHOM mpoBepkoil. Ha

BCCX JK3CMILIAPAX OIMMCHU ACJI, DTOKYMCHTOB ACJIAOTCA OTMCTKH O IPUCME APXHBHBIX
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JOKYMCHTOB B apXUB. HpI/I OTCYTCTBUU CIHUHUIl XPAHCHHUA, YKA3dHHBIX B OIIMCHU

1en, TOKYMEHTOB, B HEW JENaeTcss HOBasg WUTOromas 3amuch. Homepa OTCYyTCTBYOIIMX
€IUHULl XpAHEHUS U MPUYUHBI OTCYTCTBUS OrOBAapUBAIOTCS B AKTE IpUEMAa-Iepeadn
JOKYMEHTOB Ha XpaHEHWE MW B [pularaéMod K akTy crpaBke. VcTounuk
KOMIUIEKTOBAaHHSI NPUHUMAET MEpPbl 1O PO3BICKY HE IOCTYNUBIIMX Ha XpaHEHHUE
apXUBHBIX JOKYMEHTOB. YTpaueHHbIC MOJJIMHHBIE apXUBHbBIE TOKYMEHTHI MOTYT OBIThH
3aMEHEHBI UX KOMUSMH.

4.5. [lpuem apXMBHBIX JIOKYMEHTOB OQOpMIISiIETCS aKTOM MpueMa-liepeaadn
JOKYMEHTOB Ha XpaHeHue (mpuiioxeHue Ne 4), cocTraBisieMbIM B ABYX JK3EMIUISIpaX.
OnuH SK3eMIUTAP OCTAETCA B apXUBE, IPYTOU - B HCTOYHUKE KOMIUIEKTOBAHHS.

IIpn nepBoM mnpueMe apXMBHBIX JOKYMEHTOB OT MCTOYHMKA KOMIUIEKTOBAHUS
NPUHUMAETCS TaKXe MCTOpUYecKas ChpaBKka O HEM M ero (oHjae, KoTopas 3aTeM
JOTIONHSETCS CBEICHMSIMU 00 U3MEHEHHUSX B Ha3BaHUU, (PYHKIUSAX, CTPYKType

HMCTOYHUKA KOMIUIEKTOBaHUs ((hoH1000pa3oBatTers).

OJIOBPEHO
PCH_ICHI/ICM MCTOHHHCCKOﬁ KOMHUCCHUHA
ynpaBJICHI/IH apXI/IBaMI/I

CaepanoBckoil obsactu
IIpoTokoun otr 27.11.2009 Ne 8
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Ipunoxenne Ne 1

JIMCT-3ABEPUTEJIb AEJIA

B nene moamurto u mpoHyMepoOBaHO JUCTOB
(mrdpaMu 1 TPOIHCHIO)

B TOM YHCJIE:
JUTEPHBIC HOMEPA JINCTOB
MPOMYIIEHHBIE HOMEPa JTUCTOB

+ JINCTOB BHYTPEHHEN OIIMCHU

Ocob6enHocTr PU3NIECKOTO COCTOSIHUSA U (DOPMUPOBAHHUS JIeTIa Howmepa THCTOB
1 2
HaumenoBanue
JOJIKHOCTH
paboTHUKa [Tonnuce PacumdpoBka noanvcu
[ara

Oo6pa3zen opopmiieHUs JUCTA-3aBEPUTEIA J1ej1a




19
Ipunoxkenue Ne 2

BHYTPEHHJSA OITUCH
JIOKYMEHTOB ziena No
Ne NHunexe Jara 3aroJ0BOK Homepa IIpumeyanue
n/m NOKYMEHTa | NOKYMEHTa | JOKYMEHTa | JIUCTOB Jeja
| 2 3 4 5 6
Hroro
JOKYMEHTOB.

(1 pamu U IPONHUCHIO)
KomuuecTBO THCTOB BHYTpeHHCﬁ OITKUCH

(1 pamu U IPONHUCHIO)

HaumenoBanue JOJIZKHOCTH JIMILiAa,

COCTaBMBILIETO BHYTPEHHIOIO OMKUCH IToanuck Pacmmmdpoka
JOKYMEHTOB JIeJIa MOAINCH
JlaTa

Oobpa3zen opopmiieHUsI BHYTPEHHEH OIMUCH TOKYMEHTOB J1eJ1a
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Ipunoxkenue Ne 3

N IF
o 10

N D

(HaMMEHOBaHUE TOCYIAPCTBEHHOIO aPXUBA)
(HaMMEHOBAaHHE OPTaHU3AMH M CTPYKTYPHOTO MTOAPa3IEIICHS)
JAEJIO Ne TOM Ne
(3aroJIoBOK Jieiia)
(nata)
Ha JINCTaX
XpaHUTh

d. Ne

O Ne
I1. No

Oo6pa3zen opopmiieHusI PEeKBU3UTOB 00JI0KKH J1eJ1a




YTBEPXIAIO

Ipunoxenue Ne 4

(HaI/IMeHOBaHI/Ie JOJDKHOCTH PYKOBOIAUTEIA

OpraHHU3alMU-CIATIHKA)

[Tonnuce PacumdpoBka noanucu

Hara Ileuats

AKT
Ne

(mara)

npuemMa-mnepeaaun apxuBHbIX

AOKYMCHTOB HA XpaHCHUE

21

YTBEPXIAIO

(H AMMCHOBAHUE NOJDKHOCTU PYKOBOJIUTEIIA

OpTaHU3alNH-TIPUEMILINKA)
[Tonnuce PacumdpoBka noanvcu

Hara Ileuats

(ocHOBaHUE MEepeIayun)

(Ha3Banue niepenaBaemMoro GoHa)

caai,

(Ha3BaHUE OpraHMU3ALMHU-CAATYNKA)
a MIPUHSLI
(Ha3BaHUE OpraHU3ALMH-TIPUEMILIKA)
JOKYMEHTbI Ha3BaHHOTO (pOHAa U HAyYHO-CIIPABOYHBIN anmnapar K HUM:

Ne Ha3Banwue, KomngecTtso KomngecTtso [Ipnmeuanus

/1 HOMEp OIUCH BK3EMIUISIPOB ell. Xp.

ONHCH
1 2 3 4 5
Hroro npunsaTO eln. Xp.
[lepenauy npoussenu: [Ipnem npoussenu:
Homxnocts  [loanuce Pacumdposka HomxnHocts  [loanuce Pacumdposka
MOANUCH MOANUCH

Hara

@onny npucBoeH Ne

Hara

N3menenus B YUYE€THBIC TOKYMEHTEI BHECCCHBI

Homxnocts  Iloanuce
Hara

Pacumdposka noanucu

dopma akTa npuemMa-nepeayu 10KyMEHTOB HA XpaHeHHUe



