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Odopmiierne aen Ha OyMa)XHOM HOCHUTENE, TOMJISKAIUX Iepeaade B apXuB

rocyJapCTBEHHOTO OpraHa, OpraHa MECTHOTO caMOyIpaBJeHUs, MPeyCMaTpUBAET:
(mena BpeMeHHBIX (10 10 JIeT BKIIOYUTEIBHO) CPOKOB XpaHEHUS MOJIEKAT YACTUYHOMY
o(popMIICHUIO, IPU KOTOPOM JIejIa MOTYT XPAHUTHCS B MANKAX-CKOPOCIIUBATEIISIX, MITKUX
00JI0’)KKaX, CHUCTeMAaTHu3alusi JOKYMEHTOB B JieJie HE MPOBOAMTCS, JUCTHI Jefla He
HYMEpYIOTCS, JUCTHI-3aBEPUTENIM JleJla HE COCTaBIAIOTCSA. PEKBU3UTHI OOJOXKKH jelna
3aMoJHSIOTCS MO YIPOIIEHHON cxeMe (0e3 MPOoCTaBIeHUs apXHUBHOTO MIKH(pa, KOJIUYECTBA
JIUCTOB B JIeJIe)).

- IO/IIIUBKY JTOKYMEHTOB B JIEJIO WJIA NIEPEILJIET JIeNa;

- HyMepaluIo JIUCTOB B JIEJIE;

- COCTaBJICHHUE JINCTA-3aBEPUTENS JIeTIa;

- COCTaBJICHNE B HEOOXOAMMBIX CITy4dasiXx BHYTPEHHEW OMHUCH JOKYMEHTOB JIeJIa;
odopmIleHHEe PEeKBU3UTOB O0JIOKKH JIeTa.

OO6si0kKa (TUTYJIBHBIA JIUCT) JieNla MOCTOSHHOTO, BpeMeHHOro (cBeimie 10 Jer)
XpaHeHHs] M 10 JIMYHOMY COCTaBy OGOpMIISIETCS 10 YCTaHOBJIEHHON QopMme
(mpunoxxenne Ne 1) k HactosmmM [IpaBuiam). Hammucu Ha 00J0kKax Jei (TOMOB)
CJIeyeT BBINOJHATh YEepHUIaMH, pa30opunBo, 0e3 cokpamieHuil. Ecau Ha 0O0N0XKKYy
HAKJIEMBAETCSI TUTYJbHBIN JIUCT, U3TOTOBJICHHBIA TUMOTPA(PCKUM HIIM MHBIM TEYATHBIM
croco0oM, TO HAAMHCH HAa HEM TaKXe MOTYT OBbITh HamedaTtanbl. TUTYJIbHBIM JUCT
PEKOMEHTyeTCsl HaKJIEUBaTh ¢ HAKJIAJKOM KJiesl Ha BCIO MTOBEPXHOCTH JIUCTA C TEM, YTOOBI
M0J1 HUM He 00pa30BhIBAIIOCH MTYCTOT.

Ha o6noxKke ena yka3pIBaroTCsl pEKBU3UTHI:

- HaMMEHOBAaHHWE TOCYAapCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYIPaBJICHHS
(bonmooOpazoBatens);

-  HavMMEHOBAaHHME  CTPYKTypHOro  mojpasieneHus  (HoHaooOpazoBaTes,
JIeJ0NPOU3BOACTBEHHBIN HOMEP (MHJEKC) eia (MHIEKC Jeia M0 HOMEHKJIAType Jel);

- 3ar0JI0BOK JieJia (B COOTBETCTBUM C HOMEHKJIATYpOM);

- naTa aena (Toma);

- KOJIMYECTBO JIUCTOB B JIEJIE;

- CPOK XpaHEHHUs JieJla 1 HOMEP CTaThH MO MEePEUHIO;

- apxXuBHBIN mudp gena.

PexBu3uTHI, MpoCTaBiIsgeMble Ha 00JIOKKE (TUTYJIBHOM JIUCTE) Jieia, OPOPMIISIOTCS
CJIeIYIONUM 00pazoM:

- HaMEHOBAaHHWE TOCYAapCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYIPaBJICHHS
yKa3bIBAETCS MOJIHOCTHIO B IMEHUTEIHFHOM Ta/IekKe C YKa3aHHeM O(HIIMaTbHO MPUHSATOTO
COKpAIlIEHHOTO HaWMEHOBAHMS, KOTOPOE VYKa3bIBaeTCs B CKOOKAax TMOCIE MOJHOTO
HaMMEHOBaHWA. B ciydasx, Korja B TE€YEHHE Tojia, 3a KOTOPBIH ohOopMIIsIOTCS JAena,
rOCyJIapCTBEHHBI OpraH, OpraH MECTHOTO CaMOYMpaBlIeHUs ObLI TeperMEHOBaH
(npeoOpa3oBaH) M 3TO HE BHI3BAJIO BO3HMKHOBEHHUS HOBOTO (hoHI000pazoBaTens, MO
CTapbIM €T0 HAMMEHOBAHHEM IMUIIETCS U HOBO€ HAUMEHOBAHUE;

- HAUMEHOBAaHUE CTPYKTYpHOTO MOJpPA3AEICHUS: 3alMChIBACTCS €ro Ha3BaHUE B
COOTBETCTBUH C YTBEP)KIEHHOM CTPYKTypoil (ecnu B TeUeHHE Troja HauMEHOBaHUE
CTPYKTYpHOTO TOJpa3felieHus] MEHAJOCh WM Jen0 ObUI0 TMepeJaHo B JApYrou
rOCy/IapCTBEHHBI OpraH, OpraH MECTHOTO CaMOYIIPaBJICHHS WIH APYTroe CTPYKTYpHOE



Mo/Ipa3/iesieHue, CTapoe HAaMMEHOBAHWE 3aKIIFOYAETCsl B CKOOKM, HOBOE€ HAaWMEHOBAaHUE
MUIIETCS O] CTAPhIM);

- JIeJIOTIPOM3BOJCTBCHHBIM HOMEp (MHJACKC) Jesa: MpocTaBisercs HubpoBoe
o0o03HaUYeHHe (MHACKC) Jiejila IO HOMEHKJIAType JCN; €ClU IO COCTOUT M3 HECKOJIbKHUX
TOMOB, TO Ha OO0JIOKKE IMEPBOr0 TOMa yKa3bIBae€TCsl KOJUYECTBO TOMOB 3TOrO Jela, a Ha
MOCJICAYIOIIMX TOMax - HOMEpP O4E€pPEeIHOI0 TOMA, Ha MOCJIEIHEM TOME IOCIe €ro Homepa
no0aBIIsieTcs CI0BO ""mocieaHui",;

- 3aroJoBOK (HAaWMMEHOBAHME) Jela IEePEHOCUTCS W3 HOMEHKJIATypbhl J€J, B
HEOOXOJIMMBIX CIy4asX B 3ar0JIOBOK BHOCSITCSI YTOUHEHHUS: HOMEpPA MPUKA30B, IPOTOKOJIOB
u gp. Eciu HamMeHOBaHWE Jefla HE pPacKphIBAaeT COJACpKAHWUE TMOAMIUTHIX B HEM

nokymeHToB ("Pa3znas mnepenucka", "llepemmcka mno oOmmm BompocaM" H  T.I.),
COCTaBJIIETCSl HOBBIM 3aroJIOBOK J€J1a, OTPaXKarolMi COAEpKAaHWE IMOIIINTBIX B JEJeE
JOKYMEHTOB;

- JaTa Jena: YKa3bplBalOTCA ToA(bl) 3aBEACHUS M OKOHYAaHUS Jela B
JEJONPON3BOACTBE. JlaTol e, COIEpKAaIlUX pPacHopsAIUTEIbHYIO JAOKYMEHTALUIO, a
TAK)Ke I J1eJI, COCTOSIIIMX U3 HECKOJIBKUX TOMOB, SIBJIIFOTCSI KpallHUE J1aThl JOKYMEHTOB
7esia, TO €CTh AaThl (YUCIO0, MECSI], T0J1) perucTpaluy (COCTaBJIECHUs) CAMOTO0 PAHHETO U
camMoro MO3/JHETO JOKYMEHTOB, BKIIIOUEHHBIX B Aeio. [Ipu 3ToM uucno (aBa 3Haka) U roa
(ueThIpe 3HaKa) 0003HAUaAKOTCA apaObCKUMU IUPpaMU, Ha3BaHUE MecsIa MUILETCS CIOBOM.
Ecnu B neno BKIIIOYEHBI JOKYMEHTHI (IIPHJIOKEHUS U Jp.), JaThl KOTOPBIX BBIXOIAT 3a
KpaifHue naThl jJena, TO MOJ AaTaMu Jiejia, C HOBOM CTPOKHM JernaeTcs 00 3ToMm 3anuch: "B
7ieJie UMEIOTCSI TOKYMEHTHI 32 ... To(b1)". JlaThl 1ea MOTYT HE YKa3bIBaThCA Ha OOJIOKKE
7ieN1, CoAep KalluX, HallpuMep, roA0BbIE TUIaHbl UM OTYETHI, TAK KaK OHH OTPaKarOTCS B
3aroJioBKax Jiedl.

Jnst nen, copMUpOBaHHBIX U3 JOKYMEHTOB [0 HOMHUHAJIIBHOMY NPU3HAKY, TO €CTh
M0 BHJAaM JOKYMEHTOB (TIpHKa3bl, PacHOpPSIKEHMs, aKkTbl M JAp.), JATOM Hayaia jaelna
ABJISIETCSl JaTa MOMINWCAHUS WIM YTBEPXKIEHUS CaMOIO pPaHHEro JIOKYMEHTa, a JaTou
OKOHYaHMS - JjaTa noAnucanus (yTBep KJIeHus) CaMOro MO3/HEro JOKYMEHTA.

JlaToil nena, coaepiKamero MpOTOKOJIbI 3aCEJaHUM, SIBISETCA NAThl YTBEPKIACHUS
(ecyii OHM YTBEP KIAKOTCS) WM AATHI IEPBOTO U MOCIEAHETO TPOTOKOJIOB, BKIIFOUEHHBIX B
b1 () (0

KpaliHnMu gatamMu JTMYHOTO JIea SBIJISFOTCS JaThl NOANKUCAHUS IPUKA30B O IPHEME
(Ha3HaueHWW) M YBOJbHEHUU (OCBOOOKICHUHM OT JOJDKHOCTH) JIUIA, HA KOTOPOE OHO
3aBefieHO. B ciiydae cmepTu suia, Ha KOTOPOE 3aBEACHO JTUYHOE JIeJ10, KOHEUYHON AaTon
ABJISIETCSl AaTa JOKYMEHTAa, TMOJTBEPKAAIONIEr0 CMEpPTh JHIa, WIM 3aluch 00 3TOM
COTPYJHUKA KaJIpOBOM CITY>KOBI.

Jnst gen, copepxamux nepenucky, JaTol Havasa Jena siBisieTcs AaTa NOCTYIUICHUS
NEPBOr0 BXOJSALIETO WM JlaTa NMEPBOr0 MCXOMASIIET0 JTOKYMEHTa, a JaTOd OKOHYaHUS -
JaTa camMoro MO3JAHEr0 BXOJSILIEro MM HCXOASIIEro JOKYMEHTa HE3aBUCMMO OT MecCTa
HAaXOXK/JEHUS UX B JIETE.

KonnyecTBO NMpOHYMEpPOBAaHHBIX B JI€J€ JIMCTOB IPOCTABISIETCS HA OCHOBAHHUH
JUCTa-3aBepUTeNs Aena, 0e3 yuera KOJIWYeCTBa JMCTOB BHYTPEHHEW OIMUCU JTOKYMEHTOB
JieJ1a U JTUCTa-3aBEepUTEs JIela.

PekBusutr "Cpok XpaHeHus Jejaa U HOMEpP CTaTbh MEpedHs" NEepeHOCHUTCA Ha
00JIOKKY J€J1a U3 COOTBETCTBYIOIIEH HOMEHKIIATYpPBI JEJ MOCIE CBEPKU €r0 CO CPOKOM



XpaHEHUs, YKa3aHHbIM B MEPEYHE THUIIOBBIX JIOKYMEHTOB WJIM B NEPEYHE JOKYMEHTOB,
o0Opa3ylolmuxcsi B JEATEIbHOCTH TOCYJIapCTBEHHOIO OpraHa, C YKa3aHHEM CpPOKOB
XpaHeHusi (MpU BBEJIEHUU B JEHUCTBUE HOBBIX IMEpPEYHEH JIOKYMEHTOB CO CpOKaMu
XPaHEHMsI CTapble 3allUCU 3a4EPKUBAIOTCS, & CBEPXY WJIU PSIIOM IMHUIITYTCSI HOBBIE JAHHBIE).
Ha nenax mocTosiHHOro XpaHeHus nuiieTcs: "' XpaHUuTh MOCTOSIHHO".

ApxuBHbIN mudp nena (coctout U3z Homepa (hoHaa, HOMEpa OIUCH M HOMEpa Jiesa
10 OIKCH) Ha 00JIOKKaX JIe] MOCTOSIHHOTO XPaHEeHUsI MPOCTABJISETCSl YePHUIIAMHU B apXHUBE
roCcyJapCTBEHHOIO OpraHa, OpraHa MECTHOTO CaMOYIIPABIIEHUS TOJIBKO MOCIE BKIIOYEHUS
ATUX JIeJl B TOJOBBIE PA3Zeiibl CBOJHBIX ONUCEN N1, JOKYMEHTOB, yTBepxkAeHHbIX DIIK
COOTBETCTBYIOMIIEro (penepanbHoro apxusa, JIIK cooTBeTCTBYIOMIETO YyIIOTHOMOUYEHHOTO
opraHa MCIOJIHUTENbHON BiacTu cyobekTa Poccuiickoit denepau B cepe apXuBHOIO
Jena  WIA  TOCYJApCTBEHHBbIM (MYHUIUNAIBHBIM) apXHMBOM B  COOTBETCTBUM C
MPEAOCTABIEHHBIMU UM TIOJIHOMOYHUSMH (10 3TOTO OH MPOCTABIISIETCS KapaHIaIlIloM).

Ha o00noxkax €1 TOCTOSHHOTO XpaHEHUs IMpeaycMaTpUBaeTCs MECTO JUis
HAUMEHOBaHUS TOCYJapCTBEHHOTO (MYHUIIMIIAJILHOTO) apXuBa, B KOTOPBIA OymyT
nepenaBaThCsi  J€Nia, KOJOB TOCYJApCTBEHHOrO0 (MYHUIMIIAJILHOTO) apXuBa U
roCy/IapCTBEHHOI'O OpraHa, opraHa MECTHOro caMoylpaBieHus no OOIiepoccuiickoMy
KJaccuduxkaTopy NpEeaIPUATHN U OpraHU3alni (OKIIO) u
O6mepoccuiickoMy Kiaccu(UKaTOpy OPraHOB TOCYIapCTBEHHOM BIIACTH M YIIPABIEHUS
(OKOI'Y).

HaunmenoBanust GoH1000pa3oBaTelis U CTPYKTYPHOTO TOJIpa3eieHusl, TOJl U HOMEP
JieJia MOTYT MTPOCTABIIATHCS Ha O0J0KKE ILITAMIIOM.

B umensx obOecrnieyeHHs] COXPaHHOCTM M 3aKpEIUICHUs MOpsAJKa PacHoJIOKEHHUS
JOKYMEHTOB, BKIIFOUEHHBIX B JI€NIO, BCE €r0 JIMCThl, KPOME YUCTHIX, JIUCTA-3aBEPUTEIS U
BHYTPEHHEW OMHUCH, HYMEPYIOTCS B Pa3BEpPHYTOM BHUE apaOCKuMu HudpamMu, BajIoBOU
HyMepanue. YUucTeie TUCTHI U3 Jiea U3bIMatoTcs (0€3 MOBpEekKACHUS 1IETOCTHOCTH JieJia)
U yHUYTOXKArOTCS. JIMCTBI HyMEpyroTCs MpPOCThIM KAapaHJAIIOM CBEpXY BHHU3 B
BO3paCTAIOIEM MOPSAKE HOMEPOB, HaunMHas ¢ nepBoro. L{ludpsl mpocTaBisioTCcs B MpaBoM
BEpXHEM VIJIy JIUCTa, HE 3aJ€Bas TEKCTa JOKYMEHTOB. JIMCThI BHYTPEHHEH OIMKCH
HYMEPYIOTCS OTHENBHO.

Jluctel Aen, CoCTOAIMUX U3 HECKOJIBKUX TOMOB, HYMEPYIOTCS M0 KaXKJA0OMY TOMY WJIU
4acTU OTIEIbHO, HAUMHasA ¢ nepBoro. [IpuoxeHus K Jeny, HOCTYNUBIIKE B MEPEIUIETE,
0(pOPMIISIOTCSI KaK CaMOCTOSITEIbHBIC TOMA i HYMEPYIOTCSI OTJICTIBHO.

JIokyMeHTBI ¢ COOCTBEHHON HyMepaluei JIMCTOB, B TOM YHUCJIE MeYaTHbIE U3aHusl,
HYMEpPYIOTCA B OOIIEM MOPSIKE WM COXPAHAIOT COOCTBEHHYIO HYMEpAIMIO, €CIU OHa
COOTBETCTBYET MOPSIAKOBOMY PACIOJIOKEHHIO JIUCTOB B JIETIE.
®dotorpadun, YepTEKH, AUarpaMMbl M JpPYyrue WUIIOCTPATUBHBIE W crHenuduyeckue
JOKYMEHTBI, TPEACTABISIONIME CAMOCTOSTEIbHBIM JUCT B Jejie, HYMEPYIOTCS Ha
000pPOTHOM CTOPOHE B JIEBOM BEPXHEM YTITY.

Crnoxennsiii nuct Oonbmioro ¢opmara (popmara A3, A2) pa3BopauuBaercsi H
HyMepyeTcs B MpaBOW 4acTu BepxHero mois nucra. [Ipu stom muct mroboro dopmara,
MOJIINTBIA 32 OJIMH KpaW, HyMEpPyeTCsl KaK OJIMH JICT; a JIUCT, CIOKEHHBIA U MOAIIUTHIN
3a cepeuHy, MOMJIEKUT NEPEIINBKE U HYyMEPYETCS KaK OJIUH JIHCT.

Jluct ¢ Harmyxo HakKJIEEeHHBIMH JOKyMeHTamH (doTorpadusMu, BBIPE3KaMHU,
BBIIMUCKAMH U JP.) HyMEPYETCSl KaK OJIMH JIUCT; B HUYKHEW 4acTU Wiu Ha 000pPOTE TaKOro
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JUCTA JENAETCs OMKMCh HAKJIEEHHBIX Ha HEro JOKYMEHTOB. BO BHyTpeHHEHl omuCcH U B
JUCTE-3aBEpUTENIE B KOHIIE Jejla O TaKUX JIMCTax Jenaercs oroBopka. Hampumep: "Ha
aucte 6 HakieeHo 5 ¢ororpaduil CoracHo ONUcH Ha 000poTe JucTa'.

KapTsl 1 cXeMbl, CKJIEEHHbIE U3 HECKOJIBKUX JMCTOB, HYMEPYIOTCS KaK OJMH JIMCT.
Ha takux nucrax Ha 000pOTE UM CBOOOJHOM OT TEKCTA MECTE YKa3bIBACTCSI KOJIMYECTBO
JUCTOB B CKJelike. Bo BHyTpeHHEW ONUCU U B JINCTE-3aBEpUTEIIC JI€Ja O TaKUX JIMCTaX
nenaercst oroopka. Hampumep: "JIuct 7 - kapra-ckieiika u3 10 nuctos".

Ecnu x 1oKyMeHTy (JIUCTY) MOAKJIEEHBI OJTHUM KPaeM IpYrue JOKYMEHTHI (BCTaBKH
TEKCTa, MEPEBOJbI, BBIPE3KH, CIOPABKA M JIp.), TO KaXKIAbIM JTOKYMEHT HyMepyercs
OTZIETbHO, OYEPEHBIM MOPSAIKOBEIM HOMEPOM.

[loamunTeie B €0 KOHBEPTHI C BIIOKEHUSIMU HYMEPYIOTCS: BHadalle KOHBEPT, a
3aTeM O4YepeJHbIM HOMEpPOM KaXJ0€ BJIOKEHHE B KoHBepre. Haumbonee 1eHHbIE B
HUCTOPUYECKOM M XYAOKECTBEHHOM OTHOIICHHHM JOKYMEHTHI (YepTEXH, PYKOIHCH,
rpaduka U 1p.) He MOALIMBAIOTCS, a BKJIAIbIBAIOTCS B KOHBEPTHI.

Ecin B Hymepauuu JUCTOB JOMYLIEHO MHOTO OLIMOOK, BCE €0 HyMepyeTcs
3aHOBO. IIpu 3TOM cTapele HOMEpPA 3a4EPKUBAIOTCA OJHOM HAKIOHHOW YEpPTOU U PSIOM
CTaBUTCS HOBBII HOMEp JIMCTa. B KOHIIE [ie/1a cOCTaBIsAeTCs HOBBIM JINCT-3aBEPUTEIID €A,
OpU 3TOM CTapbIil JIMCT-3aBEPUTENh 3aYEPKUBACTCS, HO COXpPAaHAETCS B JENE; BO
BHYTPEHHIOIO ONKCh TAK)KE€ BHOCSATCS MUCIPABJICHUS WM BHYTPEHHSSI OIMCh COCTABIISETCS
3aHOBO.

[Ipy HanMMUMK OTAENBHBIX OMIMOOK B HyMEpalWU JUCTOB B JeJIax MPHU MOJArOTOBKE
UX K cJlaye B apXUB JOMYCKAETCs MO COIVIACOBAHUIO C apXMBOM YIOTPEOJIEHUE JIUTEPHBIX
(c OyKBEHHBIMH JTOTIOJTHEHUSIMH ) HOMEPOB JIUCTOB.

[locne 3aBepiieHUs HyMEpalUUU JIMUCTOB COCTABIISIETCS JIMCT-3aBEpUTENb JieTa
(3aBepuTeNbHAs HAAMKUCH), TIOMEIIAEMbIA B KOHIIE Jiena. JIucT-3aBepuTesib COCTaBIsETCS B
JieJie Ha OTIEIbHOM JIMCTE-3aBEpUTENIE JeNa 10 YCTaHOBJIEHHOU (hopme (mpuiioxeHue Ne
2 x HactrosiuuM IlpaBuiam). B nucre-zaBeputene nudpamMu M MpoNUChIO yKa3bIBaCTCS
KOJIMYECTBO JIMCTOB B JAHHOM JI€JIe, OTMEUYAI0TCd OCOOEHHOCTU OTAEIBHBIX JOKYMEHTOB
(ueptexu, ¢dortorpaduu, PUCYHKH U JAp.) U (U3UYECKOTO COCTOSIHUSI JTOKYMEHTOB
(momapkwu, Hepa30OPUMBHIN TEKCT, TOPBAHHBIC JIUCTHI U JP.).

JIucT-3aBepuTENL MOJIMMUCHIBAETCS €r0 COCTABUTENIEM C YKa3aHUEM JIOJHKHOCTH,
pacirpoBKY MOJIUCH U JaThl COCTABICHHUS.

Jlnst ydera JOKYMEHTOB OIIPEAEJICHHBIX KaTE€ropuil MOCTOSSHHOTO W BPEMEHHBIX
(cBpimie 10 51eT) CpOKOB XpaHEHHUs, YYET KOTOPBIX BbI3bIBA€TCS CHEUU(UKON JTaHHON
JOKyMeHTaluu (0co00 IEHHBbIEe, JIMYHBbIE Jena, Jiefla ¢ JOKYMEHTaMH OTPaHUYE€HHOIO
J0CTyIa U Jp.), COCTABIIAECTCS BHYTPEHHSSI ONMKUCh JOKYMEHTOB Jiena (mpuioxkenue Ne 3 k
HactosiuM [IpaBuiam).

BHyTpeHHSIT OonuCh TOKYMEHTOB J€jla COCTaBIIAETCS TakXe Ha OObEeMHbIE Jera
MOCTOSIHHOTO ¥ BpeMEeHHBIX (CBbIIe 10 JIeT) CpOKOB XpaHEHUs], €CJIM OHU CPOPMUPOBAHBI
[0 PA3HOBUIHOCTSIM JIOKYMEHTOB, 3arojOBKH KOTOPBIX HE PAaCKpBIBAIOT KOHKPETHOE
coJiep)KaHue TOKYMEHTOB, B IIEJIIX y4eTa U 0osee ObICTPOro HaXOXACHUS JOKYMEHTOB B
aene. Bo BHYTpEeHHIOIO OMUCh MOMUMO JOKYMEHTOB, MOJIIMTHIX B JIENO, JTOJKHBI OBITh
BHECEHBI U BCE OTHOCAIIMECS K HUM MPUIIOKEHHUS.

JIucTel BHyTpEHHEN ONMCH IOAIIMBAIOTCS B Havdazue aena. Eciau aeno neperniereHo
WM MOJIIUTO 0€3 BHYTPEHHEN ONMUCU JOKYMEHTOB, TO COCTaBJIEHHAs MO YCTAaHOBJICHHOM



(opMe BHYTpEHHSSI ONMHCh HAKJIEMBAETCS 3a BEPXHHUM Kpail K BHYTPEHHEW CTOpOHE
JTU1EBON OOJIOKKH JIeTa.

HeobxoauMocTh cOCTaBiI€HUS BHYTPEHHEW OMUCH JOKYMEHTOB Jelia OTAENbHBIX
nen omnpenensercss WHCTpyKIMER MO JAEJONPOU3BOJACTBY TOCYAApCTBEHHOIO Oprasa,
OpraHa MECTHOTO CaMOYIIPaBJICHUS.

BHyTpeHHss1 ONKUCh TOKYMEHTOB JI€JIa COJEPKUT CBEACHUS O MOPSAKOBBIX HOMEpPAx
NOKYMEHTOB JI€Jla, UX MHJEKCaX, AaTaX, 3aroJOBKax U HOMEpax JIMCTOB JI€Jia, Ha KOTOPBIX
PAaCMoJIOKEH KaXIbld JOKYMEHT. K BHYTpEHHEH ONUCHU JIOKYMEHTOB JI€JIa COCTABISAETCS
UTOTOBasl 3alUCh, B KOTOPOM YKa3piBaeTca UuppaMH M MPOMHUCHIO KOJIUYECTBO
BKJIFOYEHHBIX B HEE TOKYMEHTOB, MPUJIOKEHUHN K €1y U KOJIMYECTBO JINCTOB BHYTPEHHEN
OIHCH.

[Ipn u3MeHeHuM cocTraBa JOKYMEHTOB Jena (M3bATHH, BKIIOUEHHH JOKYMEHTOB,
3aMEHE UX KONUSMHU M Jp.) 3TH HM3MEHEHHsS OTpa)XarTcsd BO BHYTPEHHEW ONucU
(ITpunoxkerne Ne 3) B rpade "[Ipumedyanue” co cchlIkaMu Ha COOTBETCTBYIOIIUE aKThl U
IpU HEOOXOJUMOCTH COCTABIISIETCSl HOBAsi UTOTOBAs 3aIUCh.

BHyTpeHHss1 onuch TOKYMEHTOB Ji€ja NOAMUCHIBAETCS COCTABUTEIEM C YKa3aHUEM
JOJKHOCTH, PAaCIIM(pPOBKHU MOJMUCU U JaThl COCTABICHHUS.

JIOKyMEHTHI B JieJlaX MOCTOSTHHOTO, BpeMEeHHBIX (CBhIIIe 10 J1eT) CpOKOB XpaHEHHUS U
10 JIMYHOMY COCTaBY MOAIIMBAIOTCS HA YETHIPE MPOKOJIA MPOYHBIMU HUTKAMHU B TBEPAYIO
00JIOXKKY M3 KapTOHa WIM MEPEIUIETal0TCS C YYETOM BO3MOXHOCTH CBOOOJHOTO YTEHHS
TEKCTa BCEX JIOKYMEHTOB, J1aT, BU3 U PE30JIIOIUN Ha HUX. TE€KCT HE JOHKEH MOAXOAUTH K
JUHUU TOAIIMBKHU (Tieperuiera) Oivke 2 CM, a JIMCThl HEe JOJDKHBI BBICTYNATh 3a Kpas
00n0kKHu. B ciydasx, Korjga TEKCT Ha JOKYMEHTE PacloJioKeH OJM3KO K Kparo JHUCTa, K
TAKOMY JIUCTY MOJKIJIEUBAETCS MOJOCKa OymMar, 3a KOTOPYIO JIOKYMEHT MOJIIUBAETCs
(mepenuieTaeTcs) B J€710.

Pe3omon  pyKOBOJACTBAa, BHU3bI, COCTaBJIEHHbIE Ha OTHEJNbHBIX JIMCTAX,
pa3MeIarTcs nepes JOKYMEHTOM, K KOTOPOMY OHHM OTHOCSITCS, U B TaKOM MOPSIKE
NOJIIMBAKOTCS B AEIIO.

[Ipu moAaroTroBke nen K MOAMIMBKE (TIEPEIUIeTy) MPOBEPSIETCS MPAaBHIBHOCTh HMX
dbopmupoBanus, o(QopMIICHHS, METAIUIMYECKUE CKperuieHus (OymaBKH, CKPENKH) U3
JOKYMEHTOB YIAJISIOTCS.

B nenax moCTOSIHHOrO XpaHEHUs TOMJIEKAT HM3BATHIO TyOJETHBIE SK3EMILISAPHI
JOKYMEHTOB, YE€pPHOBHUKH, HEO(OPMIICHHbIE KOMUU JOKYMEHTOB M HE OTHOCSIIHECS K
BOIIPOCY TIOKYMEHTBI C Bp€MEHHBIMU CPOKAMU XPAHEHHUS.

Jlena MOCTOSTHHOTO XpaHEHUs, COCTOALIME U3 JOKYMEHTOB OCOOOW Hay4HO-
UCTOPUYECKOM, XYAOKECTBEHHOW W WHOM ILIEHHOCTH WM HEPOPMATHBIX JTOKYMEHTOB
(kapThl, CXEMbl, IUIAHbI, YEePTEeKHU, (OTOCHUMKUA M JPYrue JIOKYMEHTHI OOJIBIIOTO
dbopmarta), B 1eJISIX UX COXPAHHOCTH M yA00CTBA MOJIb30BaHUS HE TOAIIMBAIOTCS B JIea, a
XPaHATCS CI0KEHHBIMHU B 3aKPBITHIX TBEPJIBIX IMaNKax ¢ TpeMs KJIaraHaMU U C 3aBS3KaMu
WIK B KapTOHHBIX QyTispax (KopoOkax) B KauecTBe MpHIIOKEeHUH K nenam. Ha kaxmayro
nanky (KOpoOKy) COCTaBIISIeTCS BHYTPEHHSISI OMUCh HAXOALIUXCS B HEH JOKYMEHTOB.

Ecnu B neno B xoze ero ¢hopMupoBaHUs ObLUTH MOAMIUTHI TOKYMEHTHI C Pa3INYHBIMH
CpPOKaMU XpaHEHHus, TO JEJI0 pacuIMBaeTcsi U (OPMHUPYIOTCS HOBBIE JeNla, MUCXOAS U3
CPOKOB XpaHEHUsl JOKYMEHTOB. [Ipy 3TOM TOKYMEHTHI C UCTEKIIMMH CPOKAMH XPaHEHHUS
YHUUTOXKAKOTCS 110 aKTaM B YCTAaHOBJIEHHOM MOPSAKE.



OO010KKHU 7€l C JOKYMEHTaMH, UCIIOJIHEHHBIMU Ha CTAHJAPTHBIX JUCTAX, JAOJKHBI
uMeTh pazMmepbl 229 x 324 mm. OOGNOXKKH 1€l ¢ JOKYMEHTaMH, W3TOTOBJICHHBIMU Ha
HECTaHJAPTHBIX JIMCTAX, MOTYT UMETh Pa3Mephl, COOTBETCTBYIOLIUE pa3MepaM MOAIIUTHIX
B HUX JIUCTOB.

OO6JI0KKH J1eNT ¢ TOKYMEHTaMH, UMEIOIMMU JJUTeNbHbIe (25 1 OoJsiee JIeT) CpoKu
XpaHEeHMsI, JOJDKHBI OBITh H3TOTOBJIEHBI W3 TBEPAOro KapToHa. [ns obnoxek nen,
CIaBaeMbIX Ha rOCyJAapCTBEHHOE XpaHEHHE, IPUMEHSETCS OECKUCIOTHBIN KapTOH.

Jnst npenoxpaHeHWs JOKYMEHTOB OT MEXaHWYECKOM MOpYM Ha MEPBOM U
MOCJIETHEM JIMCTaxX Jeia, TOMa Mepe] MPOUIMBKOW HAKIJIEUBAIOTCS MOJIOCKH TOHKOTO
KapTOHA, Ye€pe3 KOTOPHIE U MPOIyCKAETCS IIHYP.

[Ipu odopmiieHnH A€l NPUMEHSATh KaHUEISPCKUN (CUJIMKATHBINA) KJe, My4YHOU H
KPaXMaJIbHBIA KJIEHCTEPHI HE TOITYCKAETC.

B cootBercTBUU ¢ nyHkTamu /.12 - 7.13 [IpaBun aenonpou3BOACTBA MOATOTOBKA
ANEKTPOHHBIX JOKYMEHTOB K II€peAadye B apXWB TOCYJApPCTBEHHOIO OpraHa, opraHa
MECTHOTO CAaMOYIIPABIICHUSI OCYILIECTBISIETCA B coOoTBeTcTBUU C l[IpaBunamu 2015 r.,
npenycmaTpuBatommmMu <90>:

<90> [lyukT 4.34 IMpaBun 2015 .

- TOATOTOBKA DJEKTPOHHBIX J€JI, JOKYMEHTOB K Tiepejaue B apXWB
rOCyJIJapCTBEHHOTO OpraHa, oOpraHa MECTHOTO CaMOYIpPAaBIEHHUS OCYIIECTBISETCS
CTPYKTYPHBIM TOAPA3/ICICHUEM - IOJIb30BATEIEM COOTBETCTBYIOLIEH MH(POPMAIMOHHOM
cucteMbl coBMecTHO co Ciyk00# JeNonpor3BOICTBA U MOAPa3AeICeHHEM (PAaOOTHUKOM),
obecrieunBarOIIMM (PYHKITMOHUPOBAHUE UHPOPMAITMOHHON CUCTEMBI;

- MPU TOATOTOBKE 3JIEKTPOHHBIX JOKYMEHTOB, OTOOpAaHHBIX K TEpeaade B apXuB
rOCy/IJapCTBEHHOIO  OpraHa, OpraHa MECTHOTO CaMOYIPaBJICHMsS, BBIMOIHIIOTCS
CJIEyIOIIE€ OCHOBHBIE MPOLIEAYPHI paOOTHI C TOKYMEHTAMM:

npeoOpa3oBaHre TEKCTOBBIX JJEKTPOHHBIX JOKYMEHTOB B (hOpMaT apXUBHOTO
xpanenust PDF/A-1 winu uHOM opMar mo corjiiacoBaHuiO ¢ apXMBOM T'OCYAAapCTBEHHOTO
OpraHa, opraHa MECTHOTO CaMOYIPAaBIJICHHUS, €CIIU DJIEKTPOHHBIN TOKYMEHT ObLI CO3JaH
WJIA BKITFOUEH B CHCTEMY B HHOM (hopMare;

dbopmupoBanne B WHGOPMAIMOHHOW CHCTEME OMNHCEH JIEKTPOHHBIX JIeT,
JOKYMEHTOB CTPYKTYPHBIX MOAPA3ICICHUL;

dbopmupoBanre B WHGOPMAIMOHHONW CHCTEME TOCYAapCTBEHHOTO OpraHa, opraHa
MECTHOTO CaMOYIPAaBJICHUS KOHTEWHEPOB OHJIEKTPOHHBIX JOKYMEHTOB, BKJIIOUAIOIIUX:
KOHTGHT W METaJaHHBbIC D3JIEKTPOHHOTO JOKYMEHTa, (halibl SJIEKTPOHHBIX TOMIMUCEH,
BU3YaJIM3UPOBAHHYIO KOIUIO TEKCTOBOTO 3JIEKTPOHHOrO JoKymMeHTa B (hopmate PDF/A-1
WM MHOM (hopMare MO COIVIACOBAaHUIO C apXHMBOM TOCYIapCTBEHHOTO OpraHa, opraHa
MECTHOTO CaMOYIIPaBIICHUS;

¢dopmupoBanre B MHGOPMAIMOHHON CHUCTEME TOCYIapCTBEHHOIO OpraHa, opraHa
MECTHOTO  CAMOYIpPABJICHUS  BJEKTPOHHBIX  JIeN,  SBJISIIOUIUXCS ~ COBOKYITHOCTBIO
KOHTEHHEPOB JIEKTPOHHBIX JOKYMEHTOB UM KOHTEHHEPOM 3JIEKTPOHHOIO JOKYMEHTA;

MUTPALMS JIEKTPOHHBIX IOKYMEHTOB Ha PU3nYeCKr 000CO0JIEHHbBIE MaTepUabHbIE
HOCHUTEIIM, €CIM JOKYMEHTBhI NepelaioTcsi B apXWB T'OCYJAapCTBEHHOIO OpraHa, opraHa
MECTHOTO CaMOYIIpaBJeHusl He IO UHPOPMAIIMOHHO-KOMMYHHUKAIITMOHHBIM KaHalaM;
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MPOBEPKA BOCIPOU3BOJUMOCTH 3IEKTPOHHBIX IOKYMEHTOB;

MpOBepKa SJEKTPOHHBIX JIOKYMEHTOB HAa HAJU4YHM€ BPEJOHOCHBIX KOMITBIOTEPHBIX
Iporpamm;

dbopMHpoBaHUE TPAHCHOPTHOTO KOHTEHHEpa, COoAepkallero 3JEeKTPOHHBIE Jena,
BKJIFOUEHHBIE B OMHCh AJIEKTPOHHBIX JI€Jl, TOKYMEHTOB CTPYKTYpPHOTO MOApa3/ielieHus
(omuch J1eN OCTOSIHHOTO XpaHEeHUsI, BpeMEeHHBIX (CBbIlIe 10 JIeT) CpOKOB XpaHEHHUs, J1e]
10 INYHOMY COCTaBY).



dopma 00,10KKH 1es1a

[Ipunoxenue Ne 1

(HaMMEHOBaHHUE TOCYIaPCTBEHHOTO (MYHHUITUIIAIILHOTO) apXHBa)

(HauMeHOBaHME OpTraHU3alNN)

(HaMMEHOBaHHUE CTPYKTYPHOTO MOAPA3IEICHNUS)

JIEJION _ TOMN

(3aronoBok aena)

(kpaiiHue 1aThl)

Ha JIACTaX
XpaHuTh

loN_ |
|OH.N |
!JI.N—|

®opmat A4 (210 x 297 mm)
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[Tpunoxxenune Ne 2

JIMCT-3ABEPUTEJIb JIEJIA Ne

B ACJIC MOAIINTO U MPOHYMEPOBAHO JINCTOB,
(mmdpaMu 1 TPONHUCHIO)

B TOM 4YHUCJIC:
JIMTCPHBIC HOMEPA JIMCTOB ;

MIPOMMYIIEHHBIC HOMEpPA JIUCTOB

+ IMCTOB BHYTPEHHEHN ONKCH

Oco0eHHOCTH (PU3NIECKOTO COCTOSIHUS U (POPMHUPOBAHHS JENIa Howmepa
JINCTOB
1 2
(moxmuch) (pacurdpoBKa MOAUCH)

Hara
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JIOKYMEHTOB ziena N

11

BHyTpeHHsIsA onuch

[Tpunoxenue Ne 3

N PerncrpannoHHbIil HHIEKC Jara 3aroJjioBok Homepa
IMpumeuanue
n/n JOKYMEHTAa JOKYMEHTA JOKYMEHTAa JIUCTOB J1eJia
1 2 3 4 5 6
Uroro JIOKYMEHTOB.

(mdpamu 1 IPOITUCHIO)

KonnuecTBo 1UCTOB BHYTPEHHEH ONMCH

(mdpamu 1 POMHUCHIO)

HanmenoBanue JOJIZKHOCTH JIM1a,

COCTaBUBUICTO BHYTPCHHIOKO OIMCh

nokymeHToB nena [Moanuces Pacimdporka noanucu

Hata

®opmat A4 (210 x 297 mm)




