KOMUTET AJITAN PECITYBJTUKAHBIH
0O JIEJIAM 3AITHCH AKTOB TPAXIAH AHAJIT AHBI BUUKHP JIE
TPAXIAHCKOT'O COCTOSIHUS Y APXHMBOB APXUBTEP KEPEKTEPH AAUBIHUA
PECITYBJIMKU ANITAM KOMUWTEJH
(KOMUTET IO JAEJIAM 3ATC ¥ APXHBOB (AJITAY PECITYBJIMKAHBIH 3AIC-ThIH
PECITYBJIUKH AJITAHN) JIE APXVUBTEP KOMUWUTEIN)
[MTPUKA3
22 saBapsa 2021 roxa Ne 3

r. ['opHO-ANTalCcK

00 yrBepxkaennu [IpaBuj ynops/ioueHus J10KYMEHTOB
B OpraHax rocyaapcTBeHHOH BJIacTH, OpraHax
MECTHOI0 CaMOyNpaBJIeHHs, FOCyIapCTBEHHBIX

opranmzanuax PecnmyOomuku Anrai

B mensx onpeaeieHHs eOMHBIX TpeOOBaHUM K YNOPSAOYEHUIO JOKYMEHTOB
OpraHoB TOCYNApCTBEHHOM  BIAcTH, OpraHoB  MECTHOTO  CaMOyNpaBleHHS,
TOCYIapCTBEHHBIX opraHu3anun Pecmybnuku Auraii, JOKYMEHTOB
NTUKBUIAMPOBAHHLIK ~ OpraHW3aldii M JOKYMEHTOB IO  JIAYHOMY  COCTaBy,
NpHKAa3bIBAIO:

1. YrBepnuth mpriaraemsle IlpaBuna ynopsiodeHus AOKYMEHTOB B OpraHax
roCyJapCTBEHHOM BIACTH, OpPraHaX MECTHOIO0 CaMOyNpaBeHHsA, IOCYAapCTBEHHBIX
oprauu3anysix PecryOnuku Ajrai.

2. KouTposp 3a WCIIOTHEHHEM HACTOSIUEr0 MPHKa3a BO3JIOXKHTL Ha OTAENT IO
AenaM apxuBoB KoMuTera IO [ejaM 3alliCH aKTOB IPaKaHCKOro COCTOSHHUS U

apx#uBoB PecrryOnuku Asrai.

[Tpencenarens H.I1. AxTapasoHoBa



YTBEPXJIEHDBI

npukazom Komurera mno genam
3AI'C wu apxuBoB PecnyOnuku
Aurraii ot 22 suBaps 2021 roga Ne 3

HPABWIA YIIOPAJOYEHUA JOKYMEHTOB
B OPraHax rocyAapcTBeHHOM B/IACTH, OPraHAX MECTHOIO CAMOYIIPABJICHHS,

rocyJapCTBEeHHBIX opranu3anusax PecnyOmuku Asraii

1. OB E NOJIOKEHUA

1.1. Hacrosume IlpaBuna ynopsaodeHuAs JAOKYMEHTOB B OpraHax
rOCYAAPCTBEHHOM BJIACTH, OPraHax MECTHOIO CaMOYIPABIEHUS, OCYAaPCTBEHHBIX
opranm3ammax Pecnybnuku Anraii (manee — nacrosimme IIpaBuna) paspabotaHsl B
COOTBETCTBHHU C:

— @enepampHbiM  3akoHOM OT 23 okTsa0ps 2004 roma Ne 125-03 «O06
apXuBHOM Jielie B Poccuiickoi Denepanumy,

— 3akonoM PecnyOmuku Anrait ot 24 pexabps 2007 roma Ne 103-P3 «O06
apxuBHOM Aeiie B PecniyOnmke Anraiiy,

— Ilpukazom MuHHucTEpCTBaA KYyJIbTYpEl Poccuiickoit denepaumu ot 31 mapra
2015 roma Ne 526 «OO0 yTBEpP)KICHWM NPABWI OPraHU3aldUA  XPAHCHUS,
KOMIIJIEKTOBAHUA, Y4Y€Ta M WCMOJIb30BaHWs JOKYMEHTOB ApPXMBHOrO (QoHzaa
Poccuiickoii  denepaumu W APYrUX  apXMBHBIX JOKYMEHTOB B OpraHax
rOCyAApPCTBEHHOM BJIACTH, OPraHax MECTHOIO CAMOYIIPABIICHUS U OPraHU3aALUsIX ),

— Ilpukaszom deaepanbHOro apxMBHOro areHTcTBa ot 22 mas 2019 roga Ne 71
«O0 yrBep:kneHun IlpaBun JENONPOM3BOACTBA B TOCYJAPCTBEHHBIX OPraHax,
OpraHax MeCTHOTO CaMOYIIPaBICHUNY,

— Ilpukaszom DenepanbHOro apxuBHOro areHTcTea ot 11 anpens 2018 romga Ne
44 «O06 yrBepxkAcHUM [IpUMEPHOH WHCTPYKIMM TO JEJIONPOU3BOJCTBY B
rOCYyAAPCTBEHHBIX OPraHUu3aLusaxy;

— Ilpukazom DenepasbHOTO apxuBHOTO areHTcTBa OT 20 mexabps 2019 rona

No 236 «O0 yTBepkacHUM llepeyHs THUMOBBIX YNPABJIEHUYECKUX APXMBHBIX
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JOKYMEHTOB, O0Pa3yIOMIMXCS B MPOLECCE ACATCIBHOCTH TOCYAAPCTBCHHBIX OPTaHOB,
OpPraHoB MECTHOIO CaMOYIPABJICHHUS W OPraHu3aluii, C YKa3aHUEM CpPOKOB
XPAHCHUS,

— Ilpukazom DeaepaibHOro apXMBHOTO areHTcTBa OT 2 mapra 2020 roma Ne
24 «OO0 yTtBepxkacHUM [IpaBun OpraHM3anuu XpaHCHUs, KOMIUICKTOBAHMS, y4eTa U
UCIIOJIB30BaHUsT TOKYMEHTOB ApXuBHOTO (ponaa Poccuiickoit denepanny U Ipyrux
APXUBHBIX JIOKYMEHTOB B FOCYJAPCTBEHHBIX U MYHUIIMNAIBHBIX apXUBAX, My3€AX H
OMOIMOTEKAX, HAYYHBIX OPraHU3aLUsIX»;

— Hanmonansusim ctangaprom PO ['OCTP7.0.97-2016«Cucrema ctannapTros
no uH(opmanuu, OWUOMMOTEYHOMY M H3AATeNbCKOMy aeny. OpraHu3aluoHHO-
pacropsauTesibHas TOKyMmMeHTamus. TpeboBaHuss K OQOPMIIEHUI) JOKYMEHTOBY
(YTBEPKICHHOTO  NpHUKa3oM  DenepanbHOr0  areHTCTBA MO  TEXHUYECKOMY
PETYJIMPOBAHUIO U METpoJiorun OT 8 Ackadpst 2016 roma Ne 2004-c1);

1.2. Hacrosume IlpaBunma pa3paOoTaHbl B UEHSAX ONPEACICHUS €IUHBIX
TpeOOBAaHUA K YMOPSIIOYEHUIO JOKYMEHTOB OPraHOB TOCYJAPCTBCHHOH BJAaCTH,
OpPraHoB MECTHOI'O CaMOYIPAaBJCHMs, FOCYAAPCTBEHHBIX OpraHusauuii PecnyOimku
Aunraii, B TOM 4icie JOKYMEHTOB JIMKBUIMPOBAHHBIX OpraHU3alrii U TOKYMEHTOB 10
JUYHOMY COCTaBY.

1.3.  Jedicteue Hacrogmmx [IpaBun pacnpocTpaHseTcss Ha  OpraHsl
rOCYJaPCTBEHHON BJIACTH, OPraHbl MECTHOIO CAMOYIPABIEHUS U TOCYAAPCTBEHHBIE
opranm3aumm  PecnyOmuku  Asraiik (masee —  Oprasnsl/OpraHusanun).
HerocynapcTBeHHbIE  OpraHu3alMi  MOTYT  PYKOBOJCTBOBATHCA  HACTOSLIMMU
[TpaBunamu npu oOpraHu3anni 1 00eceueHur PadbOThl CBOUX apXUBOB.

1.4. [denictere Hactosimux [IpaBui HE pacrpOCTPAHACTCA HA YIOPALOYCHHE
JOKYMEHTOB, COACPKALLMX CBEACHHUs, COCTABJIAIOLINX FOCY IAPCTBEHHYIO TalHY.

1.5. Hacrosimme [IpaBuna He pacnpoOCTPaHSIFOTCS HA OMHCAHUE JOKYMEHTOB
JUYHOTO TPOUCXOXKACHUS, AYJUOBU3YAIBHBIX JOKYMEHTOB, HAYYHO-TEXHHUYCCKUX
JOKYMEHTOB U BJIEKTPOHHBIX JOKYMEHTOB, MOJATOTOBKY OMUCEH JET B 3JEKTPOHHOM

(opMaTe C MOMOIIBIO MPOrPAMMHOT0 00ECTIEYEHUSI.
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1.6. TpeboBanus Hacrosmmx I[lpaBun oOs3aTenbHbl AN NPUMEHEHHS
paGotHukamu OpranoB/OpraHuzanuii, TOCYAapCTBEHHOrO apxuBa PecmyOnnku
AJnTail, apXMBHBIX OTACIOB MYyHUIMNAIBHBIX OOpasoBanuii PecnyOnmku Antaii, a
TaKKE JULIAMH, 3aHAMAOLIMXCS YHOPAT0YCHAEM JOKYMCHTOB
Opranop/Opranu3zanyii, OpraHu3alWii-UICTOYHAKOB  KOMIUICKTOBAHUS  apXHWBOB
PecnyOnukn Adnrail, a Takke B OTHOLICHMM JOKYMEHTOB, MEPENAaBAEMBIX HaA
roCy/JapCTBEHHOE XPAHEHUE MPU JIMKBUAALWN OPraHU3aLiH.

1.7. B mnactosmmx IlpaBninax HCHOJB3YIOTCS CIEAYIOLIME TEPMUHBL M
OIPENEIECHHUS:

— apPXUBHBII JOKYMEHT — MATEPHAIIbHBII HOCUTENb ¢ 3a(UKCUPOBAHHON Ha
HEM  uH(OpManmed, KOTOPbIA  WMMEET  PEKBU3UTHI,  IMO3BOJIIOUIME  €T0
UICHTU(PUIUPOBATh, W TOMJICKUT XPAHCHUIO B CHJIY 3HAYMMOCTH JUIS TPAKIAH,
o0IecTBa ¥ rocy AapCTBa;

— apXuBHas ONHUChH — apXVBHBIA CIIPaBOYHHUK, coAepIKalui
CHCTEMAaTU3MPOBAHHBIA  TMEPEYEHb JACH  apxMBHOTO  (POHIA, KOJUIEKIMHA W
IPEAHA3HAYCHHBIN JJIs X YYETa U PACKPBITHS COACPIKAHHUSA,

— apXHBHBIl (POHJ OPraHU3ANMH — COBOKYIHOCTb APXUBHBIX JOKYMECHTOB
OpraHu3alyn, UICTOPUUYECKU WM JIOTHYECKU CBSA3aHHBIX MEXKIY COOOM;

— /1eJ10 TIOCTOSIHHOTO XPaHeHUusl — JEJI0, COACPIKALLEE apXUBHBIE TOKYMEHTHI,
NOANIEKAIAE XPAHCHUIO O€3 OMpeAeieHns Cpoka (0eCCpOUHO);

— 1eJI0 MO JIMYHOMY COCTABY — JACNO, COACPKAIEe ApXWBHBIE NTOKYMEHTHI,
OTpa)KaroIKe TPYAOBBIE OTHOLICHUSI PA0OTHUKA ¢ padOTOaaTENEM,

— JOKYMEHT — MATE€PUAJIbHBIM HOCUTENL C 3a(UKCUPOBAHHON HA HEM
uH(pOpMaNKEil, KOTOPBIA UMEET PEKBU3UTHI, MO3BOJISIIOLIME €T0 UACHTU(PUIIMPOBATS,

— ONHMCaHWEe JeJl — ONpelIclHcHHEe W OOO03HAYEHUE CBEICHUN O COCTAaBe,
COJCP)KAaHMM, BHEIIHMX OCOOCHHOCTAX JAEIN, NPUBEIACHHBIX I0 YCTAHOBJICHHBIM
OpaBUIaM M MPEAHAZHAUYEHHBIX IS UX UACHTU(DUKALIAN;

— odopmiieHne Aes — TOArOTOBKA ACN K XPAaHCHHUIO B COOTBETCTBHM C

YCTAHOBJICHHBIMH IIpABHUJIAMH,
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— ynopsiioueHue JOKYMEHTOB — KOMIUIEKC padoT 1o (POpMUPOBAHUIO
APXUBHBIX JNOKYMEHTOB B J€ja, OMUCAHUID W O(OPMIICHUIO Me, COCTABJICHHUIO
OMUCE JIeT B COOTBETCTBUM C TIPABWIAMHU, YCTAHOBIICHHBIMH CIIE[AATILHO
yIOJHOMOUYEHHBIM  [IpaButenscTtBoM  Poccuiickoii  ®enepanyu  penepaibHbIM
OpraHoM UCITOJIHUTEIILHON BJIACTH,

— ¢opMupoBaHHe AeJ1 — IPYIITAPOBKA JOKYMEHTOB B JI€JIa U CUCTEMATHA3ALAS
JOKYMEHTOB BHYTPH JIETIA,

— JKCHepPTH3a LEeHHOCTH JAOKYMEHTOB — W3YYECHHE JIOKYMEHTOB Ha
OCHOBAHUM KPUTEPHUEB WX LEHHOCTH B LEIAX OINPEACIICHAA CPOKOB XPaHCHUSA

JOKYMEHTOB U 0TOOpa MX Ha MOCTOSHHOE XPAHEHUE.

2. OPTAHMBAIIA PABOT IO YHOPSAIOYEHUIO JOKYMEHTOB
2.1. O0s13aHHOCTE O0ECTIEYEHUS] COXPAHHOCTH aPXUBHBIX TOKYMEHTOB

2.1.1. B cooTBeTcTBUU CO CTarbeil 23 denepanbHOro 3aKoHa OT 22 OKTIOps
2004 roma Ne 125-®3 «OO6 apxuBHoM paene B Poccuiickoii ®Deacpanumy
rOCYAAPCTBEHHBIE OPraHbl, OPraHbl MECTHOTO CAMOYIIPABJICHUS, TOCY TaPCTBEHHBIC U
HETOCY/ITAPCTBCHHBIC OpTraHu3aiuu, 00s3aHbl 00CCIEUNBATh COXPAHHOCTh APXUBHBIX
AOKYMCHTOB, B TOM YHUCJIC NOKYMCHTOB 11O JINYHOMY COCTABY, B TCUHCHUC CPOKOB HX
XPAHCHHUS, YCTAHOBJICHHBIX HOPMATUBHBIMHU JHOKYMEHTaMH. C TENBI0 00ECICUCHUS
COXPAHHOCTH  JOKYMEHTOB  Opranbl/OpraHu3aliid  MPOBOAAT  YIOPSIOYEHUE
JOKYMEHTOB, 00pa30BaBIINXCS B UX NEATCILHOCTH.

2.1.2. Opransl/Opranu3anmy, B IPOUECCE ACATEIBHOCTH KOTOPBIX 00pa3yroTCs
OOKYMEHTBI (B TOM 4YHCJIE MO JIAYHOMY COCTaBy), NOJICKAIIWEC NPUEMY HA
roCy/IapCTBEHHOE XpaHEHHWE, 00ecneunMBarOT OTOOP, MOJrOTOBKY W Mepenavyy B
yunopssao4ceHHOM COCTOAHWUHN JTOKYMCHTOB Ha IMOCTOAHHOC XPAHCHUC.

2.1.3. Pacxonpl, CBsA3aHHBIE C VIOOPSAJOYEHHMEM M TPAHCIOPTHPOBKOMN
APXUBHBIX IOKYMEHTOB, BBITOJIHSIKOTCS 32 CHET CpeacTB Opranos/OpraHu3anuyi.

2.1.4. YnopsnoueHue JOKYMEHTOB BKJIIOUACT B CEOS CICAYIOIIMI KOMILIEKC
paboT:

— OKCICPTHU3d HCHHOCTH JOKYMCHTOB,
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— YTOYHEHHUE (POHIOBOM MPUHAIIIEKHOCTH JOKYMEHTOB;

— (bopMHpoBaHUE AT,

— omKcaHue /e (COCTaBJICHHE 3arojIOBKOB Je);

— TEXHUYECKOE 0OpMIICHUE AT,

— COCTaBJIEHHME OMKCH U CO3/IaHUE HAYYHO-CIPABOYHOTO arnrapara K Hei;

— COCTaBJICHME UCTOPUYECKOH crpaBkH K (ponay Oprana/Opranuzanui;

— COCTAaBJICHME AKTa O BBIJCIICHUM K YHHUUYTOXKCHHIO APXUBHBIX JIOKYMEHTOB,
HE MOIEKAIINX XPAHEHUIO,

— pa3MeEIEHUE AEJI B aPXUBHBIX KOPOOaxX, COOTBETCTBYIOIIMX TPEOOBAHUIM
YIIOJITHOMOYEHHOTO OpraHa MCIOJHUTENbHOW Bnactm PecnyOnmmku Anrtaii B cdepe
apXWBHOTO JEJIA.

2.2. 11opsaaoK ynopan04eHusi JOKyMEHTOB

2.2.1. TlpenpapuTenbHO, MNEPE YMOPAJOUYEHHUEM JOKYMEHTOB, PAOOTHHK,
IpoBOAAIIMI paboTy N0 YIOPAAOYCHUIO JOKYMEHTOB, 3HAKOMUTCA C:

— mosiokeHHEM (yctaBoM ) Oprana/OpraHuszaium,

— MOJIOKEHUSMH O CTPYKTYPHBIX nojapazaenieHusx Oprana/Opranuzanui;

— CTPYKTypo# opranuzauuu OpraHa/OpraHu3aiii;

— HMHCTPYKLMEN 1O AETONPOU3BOICTBY,

— ucropuyeckoil cnpaBkoif k ponay Oprana/Opranuzanuu (MpyU €€ HATAYKH ),

— HOMEHKJIATYPOM J€J1 3a COOTBETCTBYIOIIMNA XPOHOJIOTMYECKUI TEPUOL;

— HOPMAaTUBHO-PACMOPSAUTENBHBIMU JOKYMEHTAMH 0 CO3/1aHuH,
peopranmzauuy, JukBupauuud OpraHa/OpraHu3anuu, YTOYHSET CBEACHUS O
NPEALIECTBEHHUKAX U MpeeMHuKax Oprana/Opranu3aniu.

2.2.2. VYnopsaodyenue nokyMeHTOB Oprana/OpraHu3aiuy MPOBOJUTCS B
COOTBCTCTBMM C HOMEHKJIATYPOH JAEN 3a COOTBETCTBYIOIIMNA XPOHOJOTUYECKUIA
NEPUO.

223, llpu OTCYTCTBMH  yTBEP)KICHHONW  HOMCHKIATYpbl  JCT B
Oprane/Opraiusaiuu 3a COOTBETCTBYIOLIUI XPOHOJIOTUUECKUA MEPUo HEOOXO0IUMO

PYKOBOJCTBOBATHCS MPUMEPHON HOMEHKIIATYPOH Jei Uit OpraHu3anuil JaHHOIO
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Tina (€cau OHA WMEETCS), TUMOBBIMM M BEIOMCTBECHHBIMM MEPCUHIMM JJIS
NOJATOTOBKM MNPUMEPHOIO CIHCKA JOKYMEHTOB IMOCTOSSHHOTO XPAHEHUS W II0
JMYHOMY COCTABY, MOJUICKANIMX BKJIKOUECHHUIO B OMUACH TOCTOSIHHOTO XPAHEHUS U 110
JMYHOMY COCTaBY.

224, Ecorm B Oprane/OpraHdzaiu  paHee MNPOBOAWIOCH YIOPSAOYEHUE
JOKYMEHTOB, HW3Yy4YarOTCsl MCTOPUYECKAs CHpaBKa W NOPEAbIAYIIUE OIMKUCH €T
MOCTOAHHOI'O XPAHCHHUA U 110 JIMYHOMY COCTAaBY JUUIA COXPAHCHHUA NPCCMCTBCHHOCTHU
[IPU YIIOPSAAOYEHUH JOKYMEHTOB.

2.2.5. PadoTa no ynopsI04eHUI0 TOKYMEHTOB HAUMHAETCS C MPEIBAPUTEIBHON
CUCTEMaTH3alM1 MTPEACTABICHHBIX JOKYMEHTOB JIEN MO 3HAYMMOCTH U IO TOJaM.

22.6. Tllocne mnpeABapuTEIBLHON CHCTEMATHU3AlMM  TOKYMEHTOB  ()OHIA
paboTHukn  Oprana/OpraHu3alid ~ COBMECTHO C  DKCHEPTHOM  KOMHCCHEH
Oprana/OpraHuzaiiii Wjid JMIIOM, OTBETCTBEHHBIM 3a BEJOMCTBCHHBIA apXWB, B
TPEXAHEBHBIA CPOK MNPOBOJAT PO3BICK HEAOCTAKOLIMX OKYMEHTOB IMOCTOSHHOIO
XPaHCHUA W 110 JINYHOMY COCTABY, IOKYMCHTOB C otMeTkoil «OIIK» B cOOTBETCTBHUI
C HOMEHKJIATYPOH J€I.

2277. B ciyyae NPedOCTABIEHUS HEMOJHOTO KOMIUIEKCA JIOKYMEHTOB B
YKa3aHHBIA CPOK, pAOOTHUK, MPOBOASIIUN YIIOPSAOUYEHUE JOKYMEHTOB:

— o0pamaercs K JMIly, OTBETCTBEHHOMY 3a TIOATOTOBKY JOKYMEHTOB
Oprana/Opranuszanuu K ynopsa0ucHUur0, ¢ THYOPMAIMEH O HEMOJHOTE TOKYMEHTOB,
NPEACTABJIEHHBIX IS IPOBEACHUS YIIOPSAOUYEHUS! JOKYMEHTOB;

— uH(pOopManus AOBOIUTCS 10 pyKoBoauTess Oprana/OpraHu3anny, KOTOPBIA
ONPEACIACT PACHOPAIUTEIBHBIM JTOKYMEHTOM CPOK PO3BICKA W TPEAOCTABICHUS
HEOOHAPYKEHHBIX JTOKYMEHTOB JJIsl YHOPSAO4YEHUS;

— Npu HE OOHapyXXeHUM JOKyMeHToB Oprana/OpraHuzanuu pabOTHUKOM,
NPOBOJAIIMM YIIOPSAOYEHUE JOKYMEHTOB, B 2-X 3K3EMIUIAPAX COCTABIISETCS CIPABKA
O HETOJHOTE JOKYMEHTOB;

— CIPaBKa O HEMOJHOTE JOKYMEHTOB NOANMMUCHIBACTCS PYKOBOIUTEIIEM
Oprana/Opranmzanuu. [lepBeiii  sk3eMmuisip  nepemaercss B aeno  (oHaa

Oprana/Opranuszanuu, BTOPOil — B TOCYJAAPCTBEHHBIA apXWUB WIA aPXUBHBIA OTIEN
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MYHUIIMOAIBHOTO  OOpa30BaHUs, OPTraHU3ALUCH-UCTOYHUKOM  KOMIUJIEKTOBAHMUS,
KOTOpO#l  sBJISIETCS Opran/Opranu3zanus, B HaAOMIOMATENbHOE JEJI0
Oprana/Opranuzanuu (npuioxxenue No 1).

2.2.8. B panpHEMIIEM NPH OTNMCAHWU JOKYMEHTOB B MCTOPUYECKOM CIIPABKE
WK JAOMOJIHCHUH K UCTOPUYECCKONM CIPABKE, B MPEAUCIOBUAX K OMUCIM HEOOXOAUMO
yKa3aTb BHUJ, KpallHUE JaThl HEMNPEJACTABICHHBIX JOKYMCHTOB W TPUYUHY HX
OTCYTCTBUS WJIM YTPAThI.

2.29. B TpexaHEBHBIH CpPOK MO TpeOOBaHMIO PAOOTHUKA, MPOBOASALIEIO
YIOPSI0YEHNE TOKYMEHTOB, paboTHHKM Oprana/Opranu3anuu 00s13aHbl YCTPAHUTD
HEJOCTaTKM B OQOPMJICHHM IOKYMEHTOB, JONYIICHHBIX B MPOILECCE TEKYLIETO
JEJIOTPOU3BOICTBA!

— HE3AMOJIHCHHBIE JINYHBIC KAPTOUKK PAOOTHUKOB;

— OTCYTCTBME CpPOKA XPAHCHUS JIMYHBIX JEJ, ONPEACICHHBIX KaApPOBOW
CITY>K0014;

— OTCYTCTBHE ITOAIHUCEN;

— OTCYTCTBHE 3ar0JIOBKOB JEIT,

— OTCYTCTBHME BHYTPEHHEN OMKMCH HA ONPEICICHHBIC BUBI TOKYMEHTOB.

22.10. Ecam B apxuBe Oprana/Opranuzaid 0Opd  OPOBEICHUH
OpE/IBAPUTEIBHON CUCTEMAaTH3alMKM OOHApY’KEHBl Jella W JAOKYMEHTBI JPYTHX
opraHu3anuii He0OX0IMMO:

— MPOBECTHU CUCTEMATU3ALIUIO BBISIBJICHHBIX JOKYMEHTOB W J€J MO HA3BaHUAM
OpraHu3aLui;

— OpPU  OPOBEACHHUM OKCHEPTH3Bl IEHHOCTH JTOKYMEHTOB VTOUHUTH HX
(hOHAOBYIO IPUHAUIEKHOCTH,

— YCTaHOBUTH (ITO BO3MOKHOCTH ) CBS3H MEKy OPraHU3alUsIMU;

— PEUIUTH BONPOC O HEOOXOAMMOCTH (POPMUPOBAHUS HA OCHOBE BBISIBJIEHHBIX
JOKYMEHTOB CaMOCTOSTENbHBIX (DOHIOB, 00BETMHEHHBIX (POHIOB.

2.2.11. Ilpu cucremarn3aumum NOKYMEHTOB MO TOOAM MOTYT OBITh BBISIBJICHBI

AOKYMCHTHI IIOCTOAHHOI'O XPAHCHUS U 110 JIMYHOMY COCTABY 34 IICPHUO/,
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OPEILIECTBYIOIIMH NEPUOAY, 32 KOTOPBIHA MPOBEACHO YHOPSAOUYEHHE TOKYMEHTOB. B
3TOM CIIy4yae HEOOXOAUMO TPOBECTH CBEPKY OOHAPY>KEHHBIX TOKYMEHTOB C
JOKYMEHTAMM, BKJIKOUCHHBIMHA B ONKCH JIEI 32 Mpeaplayuii nepuoa. Ecnm B onmcsx
TAKUX JOKYMEHTOB HE OOHApY)KCHO, MPOBOIMTCS YIOPSJOYEHUE BBISBICHHBIX
JOKYMEHTOB.

22.12. Tlpu O0nablIOM OObEME BBISBICHHBIX JOKYMEHTOB COCTaBISAETCA
JAOMOJIHUTENBHAS OMUCH 32 MPEAbLIYILMH NEPUO.

2.2.13. EciM KOJMYECTBO BBISBICHHBIX JOKYMEHTOB HEOONBLIOE, MOKHO
BHOBb C(OPMUPOBAHHBIE JI€JIa BKJIIOUWTH TOJX JIATEPHBIMM HOMEpamMu B
COOTBETCTBYIOLIMI TOMOBOM pa3fien YTBEPKIACHHONW paHEE ONHMCH, NPH 3TOM
HEOOXOAMMO BMECTE € Pa0OTHUKAMHM TOCYNAPCTBEHHOIO APXMBA WIIM APXHWBHOTO
OTAena MYHULMNIATBHOTO oOpa3oBaHus, OpraHu3alMEH-UCTOYHHUKOM
KOMIUIEKTOBaHW, KOTOPO# ABIIACTCSA Opran/Opranu3anus, BHECTH
COOTBCTCTBYIOLIME W3MCHECHMSA B HTOTOBYKO 3allACh ONUCH M APYTHUE YYCTHBIC
JOKYMEHTBHI.

2.3. OgHOTHUITHBIE TOKYMEHTHI IIOCTOSTHHOTO XPaHESHUS

2.3.1. B Opranax/Opranu3anusax 00pa3yroTcsi OOHOTHUIHBIE JTOKYMEHTHI
NOCTOSTHHOT'O XPAHEHMSI, OTPAXKAIOIMIME OPraHU3aLMOHHBIE OCHOBBI M JAEATEIBHOCTD
(MaHupoBaHue, (PUHAHCUPOBAHUE, YUET U OTYETHOCTh, SKOHOMHUYECKHE, HAYYHBIC U
KYJIBTYPHBIE  CBs3M,  KaapoBO€  OOECNEYCHHWE,  MATCPUAIBHO-TEXHUYECKOE
o0ecneyeHue u ap. ):

— MOJIO’KEHHE (YCTaB) OpraHu3aliig;

— TOJIOKCHHAA O CTPYKTYPHBIX MOAPA3ACICHUAX W THUIOBBIE JOLKHOCTHBIE
UHCTPYKLMH,

— pacnopsauTeNIbHbIC JOKYMEHTBI (MMOCTaHOBIIEHMS, PUKa3bl,
PacropsKEHU ),

— JOKYMEHTHI KOJUIETHAJIbHBIX OPraHoB (MPOTOKOJIBI 3aceJaHuil U TOKYMEHTHI
K HAM ),

— TPOTOKOJIBI COBEIAHMI, KOH(EPEHIUH, KOHTPECCOB, ChE3I0B,;

— NCPCICKTUBHLIC U I'OAOBLIC IUIAHEL, IIPOTPAMMBI,
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— T'OAOBBIC OTUCTHI 11O OCHOBHOM ACATCIBHOCTH,

— ToAOBBIC CTATUCTUYCCKHUC OTYCTEI,

CITPaBKH, AHAJIMTUYCCKUC O630pI>I 0 OCHOBHOM ACATCIBHOCTH,

KOHTPAKTBI, JOTOBOPHLI, COITAIICHUA 00 DKOHOMHYECKHX HAayY4YHbIX,

,
KYJIETYPHBIX CBS3SIX;

— IUTaTHBIEC PACTIMCAHUS,

— TOAOBBIE CMETHI PACXOJ0B U TOXO/0B,;

— OyXranrepckue OT4eThl (0aJaHCHl);

— TOJIOBBIE OTYETHI MO HAJIOTaM, MO BHIIJIATaM B (DOHABI TOCYAAPCTBEHHOTO U

HEroCcy1apCTBCHHOI'O CTPAXOBAHUKA,

JOKYMEHTBI O COCTOSIHMH Pa0OTHI ¢ KaApamu (JAOKIIAbl, CBOJKH, CIIPABKH ),
— KOJUIEKTHBHBIA JOTOBOD,

— ICpCIHUCKa 110 OCHOBHOM JICATCIILHOCTH OpraHusalimu,

JOKYMEHTHl TIOCTOSIHHO ~ JICHCTBYIOIIMX KOMUCCUHA UM COBETOB MpH
OpraHu3alyH.

2.3.2. Jlia HEroCyJapCTBEHHBIX OPraHU3alMii MOMUMO BBILICYKA3aHHBIX
JOKYMEHTOB TUMIOBBIMHU JIOKYMEHTAMH SBJISFOTCS:

— YVUPEAUTEIBHBIE U PETUCTPAIIMOHHBIC JOKYMEHTHI;

— MPOTOKOJIBI 00X COOpaHui aKIIMOHEPOB,;

— peecTp aKUMOHEPOB, CHHCOK MANIIMKOB, CIHACOK YJIEHOB OOLIECTBEHHOW
OpTaHU3aLHH.

2.3.3. Ha ocHoBaHMM W3y4eHHs NoOJokeHUs (ycraBa) OpraHa/OpraHu3anuu
MOXHO TAaKKe OINpPENEeNIUTh PAd JOKYMEHTOB, OTPaXaroluX creurpuyeckue
(YHKIIMK, KOTOpblE MPEIyCMATPUBAKOTCS B  COOTBETCTBYIOLIMX  OTPACIIEBBIX
NEPEUHSIX, TPUMEPHBIX HOMEHKIATy pax JAe.

2.4. O0s3aTENBHBIA KOMILIEKC TOKYMEHTOB IO JITYHOMY COCTaBY
2.4.1. B Opranax/Opranuzanusx o0Opa3yercsi 00s3aTe/IbHbIA KOMILIEKC

JAOKYMCHTOB 11O JINYHOMY COCTABY!
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1) nena, 3aKOHUYEHHBIE ACTONPOU3BOACTBOM 10 1 stHBaps 2003 rojga, co CPOKOM
XpaHeHus 75 JIeT,

2) nena, 3aKOHYECHHBIC ACIONMPOM3BOACTBOM mocie 1 suBaps 2003 roma, co
CPOKOM XpaHeHus 50 JieT:

— NPUKA3bI (PACTIOPSHKCHHAS ) TI0 JITYHOMY COCTABY,

— JINYHBIE KAPTOYKH,

— JINYHBIE /I€71A YBOJICHHBIX PAOOTHUKOB;

— TPYJOBbI€ AOTOBOpa (KOHTPAKThl) U COTJIAUICHHS, HE BOLICAIINE B COCTAB
JVYHBIX €T,

— JIALEBbIE CcueTa Pa0OTHUKOB WM 3aMCHSIOIIME UX PACYETHO-IUIATEIKHBIE
BEJIOMOCTH;

— AKThl O HECYACTHBIX CJIyYasiX, CBI3aHHBIX C MPOU3BOJICTBOM;

— JMOKYMEHTBI, MOATBEPXKAAIONIME MPaBO HA JIbIOTHl B OPraHu3alusaxX C
BPEIHBIMH YCIIOBHSIMA TPyAa (Tabenu W HApsabl PaOOTHUKOB BPEAHBIX MPOdecchi,
CUCKA PpaboTAOIUX HAa TMPOM3BOJACTBE C BPEAHBIMU  YCIOBUSIMHA TPYIA,
TEXHOJOTUYECCKUE KAPTHI U 1IP. );

— MOJUIMHHBIC JIMYHBIE TOKYMEHTHI (TPYOBBIC KHUKKHU U JIP.).

2.42. Tlpm OTCYTCTBMH (YyTpaTe) JMUIEBBIX CUETOB M PACUECTHO-IIIATEKHBIX
BCIOMOCTEH, TMPUKA30B IO JIMYHOMY COCTaBy, JIMYHBIX KapTOYeK B
Oprane/OpraHuszaiiud Ha XpaHEHWE, B KA4eCTBE HMCKIIIOUEHHSA, MOXKHO OCTaBHTh
BTOPUYHBIE TOKYMEHTHI C BDEMEHHBIM CPOKOM XPaHEHUSI:

— WHAUBHUAyaAJbHbIC KAPTOUKKM yYe€Ta CYMM HAYMCJCHUS BBHIJIAT U HMHBIX
BO3ZHArPKJICHUH M CyMM HAUUCIEHHBIX CTPAXOBBIX B3HOCOB, CYMM HAJIOTOBOTO
BBIUECTA;

— JKYPHAJIbI PETUCTPALMY TPUKA30B, TBHKEHUS TPYAOBBIX KHUKEK U JP.

2.4.3. BxrOueHHME BBILIEYKA3AHHBIX JOKYMEHTOB B ONMUCh MO JUYHOMY
COCTaBY MPOU3BOJUTCS TOJIBKO NP YCIOBUM TPEIACTABICHUS B TOCYIAPCTBECHHBIN

apXUB WM AapPXWBHBIA OTAEI MYyHUUMOAIBHOTO OOpa30BaHUs, OpTraHU3aAlUCH-
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UCTOUYHUKOM  KOMIUICKTOBaHUSI  KOTOpOro  sieasiercs  Opran/OpraHu3aius,
opUIIMABEHON CIPABKH O HEMOJHOTE TIOKYMEHTOB.

2.4.4. JIOKyMEHTBI MO JIMYHOMY COCTaBY SBJISIFOTCS OCHOBAHMEM JUISL BbLAAYM
CIIPaBOK COLMATIBHO-IIPABOBOI0 Xapakrepa.

2.4.5. B Opranax/Opraau3anusx MOTYT CO3[1aBaTbCS U IPYTUE TOKYMEHTHI 110
JMYHOMY COCTaBy, HMMCIOIIUE CPOK XpaHeHus cBbilie 10 JeT (JOKYMEHTHI O
OPEACTABJIEHUM K  HArPaXACHUIO TOCYJAPCTBEHHBIMU UM BEJOMCTBECHHBIMHU
HarpajaMu, MPUCBOCHUIO 3BAHMM U MPUCYXKICHUIO MPEMUI, CIUCKK PAOOTHUKOB U
Ip. ), KOTOPBIE TAKXKE BKIKOYAKOTCS B OIKCH JIEN IO TUYHOMY COCTABY.

2.5. JIOKyMEHTHI BPEMEHHOIO CpOKa XpaHeHus (CBbime 10 jer)

2.5.1. Ilpn ynopsinoueHun JOKYMEHTOB OpraHos/OpraHu3aimii Heo0X0aumo
TAK)KE BBISIBUTH JOKYMEHTHI BDEMEHHOTO CPOKa XpaHeHus (CBbIiie 10 JeT), Tak Kak B
piaAe OpraHu3anuii MpU YOOPSINAOYCHHM JOKYMECHTOB, TMOMHMO ONWCEH nEn
HNOCTOSTHHOTO XPaHEHUS M N0 IMYHOMY COCTaBY, MPU HEOOXOAUMOCTH, COCTABIISKOTCS

OIUCHU JIEN BPEMEHHOI0 cpoka XpaHeHus (cBbite 10 jer).

3. OKCIHHEPTU3A HIEHHOCTHU JOKYMEHTOB
3.1. ®opmupoBanue apxuBHOTo Gonaa Oprana/OpraHu3anuu

3.1.1. Tlpu ynopsnoyeHuH JIOKyMEHTOB Oprana/OpraHu3anuu HamOoJee
CIIO’KHBIM ~ SIBIISIETCS  KOMIUIEKC PadOoT MO ONPEAETICHUI0 COCTaBa JOKYMEHTOB,
NOJJICKAIIAX TPUEMY B BEAOMCTBCHHBIN apXWAB WM MEPEAAYE HA TOCYAAPCTBCHHOE
XPaHCHHE.

3.1.2. CocraB pokymeHToB apxuBHOro ¢onga Oprana/OpraHuzanuu
OMPEACNICTCS B PE3YJbTATe SKCOEPTU3bl WX LEHHOCTH U yTOUHEHUS (OHIOBOI
NPUHAAIEKHOCTH.

3.1.3. B npouecce SKCNEPTU3bl LEHHOCTA JTOKYMEHTOB IPOUCXOJUT
(opmupoBanue apxuBHOTO (poHaa Oprana/OpraHu3anum.

3.1.4. 3agayamu dKCHEPTU3bI LEHHOCTH JOKYMEHTOB ABJIAKOTCA:
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— ompeaeneHue cocraBa  JAokyMeHToB Oprana/OpraHuzanmu, KOTOPbIE
COJEPIKAT LUEHHYIO HH(POPMALMIO U TIOUIEKAT 0TOOPY U Mepeaaye B BEAOMCTBEHHBIN
apxuB Oprana/OpraHu3ainyy, a 3aTeM Ha roCyAapCTBEHHOE XPAHEHUE,

— ONPENECTICHUE BPEMEHHBIX CPOKOB XPAHEHUS JOKYMEHTOB, HWMEKOIIUX
IPAKTHYECKOE MM CIPABOYHOE 3HAYCHUE It Oprana/OpraHu3anvy Ha NPOTSDKEHUT
OIPENETICHHOTO IEPUOJA;

— BBIICICHHE K YHAYTOKEHUIO JOKyMEHTOB Oprana/Opranusanuu ¢
UCTEKIIAMHA CPOKAMHA XPAHCHHUS.

3.2. Kputepuun or0opa T0KYMEHTOB Ha MOCTOSIHHOE XPAHEHUE

3.2.1.  Dkcmepth3a  LEHHOCTM  JOKyMeHTOB  Oprana/OpraHuzauuu
OCHOBBIBACTCS HA HAyYHO-OOOCHOBAHHbBIX MPU3HAKAX, HA OCHOBAaHWUM KOTOPBIX
OIPENENSAETCS CTENEHb IEHHOCTH JOKYMEHTOB.

3.2.2. I'naBHBIM TPUHLIMIIOM NPUA OTOOPE TOKYMEHTOB SIBJISIETCSI BCECTOPOHHEE
1 MOJIHOE OTPAKEHUE NEATENBHOCTH (oHm000pa30BATENA-NUCTOUHHKA
KOMIUIEKTOBaHMS ~ TOCYJAAPCTBEHHOIO  apXWBa WM APXMBHOIO  OTIENA
MYHUIUNIATBHOTO 00pa30BaHuUs.

3.2.3. Ilpu NpoOBEACHHUM 3KCIECPTU3bl LEHHOCTH JOKYMEHTOB M OTOOpE Ha
NOCTOSSHHOE ~ XPAaHEHUWE  HEO0OXOOUMO PYKOBOJCTBOBATbCSl ~ KPUTEPUSIMHU
IPOUCXOKICHUS, COACPHKAHNS, BHEIMHUX OCOOEHHOCTEH TOKYMEHTA.

3.2.4. Kputepuu npoucxXOoKACHUS:

1) dyHknmMoHanbHO-1IeN€BOe 3HaUeHWe OpraHa/OpraHu3alvu B Pe3yJIbTaTe
ACATETBHOCTH KOTOPBIX CO3JaHbl JOKYMEHTHI, HX CTATYC.

LleHHOCTh JOKYMEHTOB ONpPENENACTCA C YYETOM, OCOOOH pOJIM, THIIOBBIM
XapakTepOM B CUCTEME OPraHOB BIIACTH W YIIPABJICHUSA, B IPOMBILIICHHOCTH, HAYKE U
KYJIbTYPE, 3HAUYMMOCTBIO BBIMONHsEMBIX PpyHKUImMI Oprana/Opranu3anui.

2) Bpems 1 MecTo co3JaHHsl JOKYMEHTOB.

[Ipn mMpOBEACHHUM SKCHIEPTH3BI HEOOXOIUMO OOpATUTH 0COOOE BHUMAHHME HA
JOKYMEHTBI, OTHOCSINMECS K HAYAIBHOMY 3Tamy pa3Butus Oprana/Opranusanuu,

KOoraa 3axKjIaidblBAJIMCE OCHOBEL €C ACATCIIBHOCTH, W HOKYMCHTHPOBAHUC OBLIO
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MUHUMAJIbHBIM.  Tarke TIATENBHOTO OTOOpa TPeOyIOT MOOKYMEHTHI MEPHOIA
peopranu3anuu (C u3MeHeHueEM (pyHKmi ), TukBuaanun Oprana/OpraHu3amnyu.

3.2.5. Kpurepuu conepkanus TOKYMEHTA:

1) 3naunMocTe WHPOPMAUUMU AOKYMEHTA, YHUKAJIBHOCTb, THIIMYHOCTh
JOOKYMEHTA.

Hanbombliyro IIEHHOCTh CPE T0KYMEHTOB, 0OPa3yOLIUXCs B JIEATEIIBHOCTH
Oprana/OpraHuzaiuu, UMEIT JOKYMEHTHI:

— OTPAXKAIOLIME OCHOBHYIO AeATeNbHOCTh OpraHa/OpraHuzaiii B LEJIOM U
CTPYKTYPHBIX MOAPA3CACHUN (BOMPOCH OpraHu3anuud padoThl, MJIAHUPOBAHUE U
OTYETHOCTh, OCHOBHBIE HAIMTPABJICHUS ICATEILHOCTH, KOHTPOJIb U AP. );

— JOKYMEHTBHI, HMCIOIINE  BCIIOMOTATENbHBIN  Xapakrep  (NEPBUYHBIE
OyXTanTepPCKUE AOKYMEHTHI, TOKYMEHTHI MO BOMpPOCaM CHAOKEeHHs, OBITOBBIM M
QIMUHHUCTPATUBHO-XO3SIICTBEHHBIM BOIIPOCAM ).

2) 3HaYMMOCTb COOBITHS, OTPAKEHHOTO B TOKyMeHTax Oprana/OpraHu3aium.

3) O0o0uIeHNE, MOBTOPEHUE MH(POPMALIMK TOKYMEHTA B HHPOPMAIIMKA APYTHUX
JOKYMEHTOB.

Ha nocrosiHHOE XpaHeHHe OTOMPAIOTCS AJOKYMEHTHI, B KOTOPhIX HH(popMaius
npeacTaBlIcHa B Hambomee OOOOMIEHHOM BHJE, HANMPUMEDP, CBOJHBIC JOKIAIbI,
OTYETHI, CITPABKUA, OCHOBAHHBIC HA IEPBUYHBIX TOKyMeHTaX. OJJHAKO TPH OTCYTCTBHH
noJ00OHBIX MATEPUAJIOB HA XPAHCHUE MOTYT OCTABJIATHCS NEPBUYHBIE TOKYMEHTHI,
HAIPUMED, OTYETHI, CMPABKU, WH(OOPMALKMKM CTPYKTYPHBIX mojapasaciacHuil. Kpome
TOTO, HA XPAHEHUE OCTABJIAKOTCS NEPBUYHBIC (MOTJIOMIEHHBIE) TOKYMEHTBI, €CIU B
HUX COJIECPKATCS KOHKPETHBIC CBEACHHS, KOTOPBIE MOTYT MPEACTABIATH HHTEPEC MPH
MU3YUYEHUU OCBEILAEMOr0 BOMPOCA M HE HAXOJAT AOCTATOYHOIO OTPAXKECHHUS B
CBOJIHBIX IOKyMEHTAX.

[Ipn mnpoBeACHUM DKCHEPTU3bl LEHHOCTH JOKYMEHTOB BBIACHSAIOTCA K
YHUUTOXEHUIO QyONEeTHBIE JOKYMEHTBI, OJHAKO MPU HAJIMYUM HA HUX TOJJIMHHBIX
PE30JIIONMIA, MOMET, BU3 HA XPAHCHHUE OCTABJSCTCS TEPBBIM JK3EMIUISP U KOMUS

AOKYMCHTA C IIOMCTAaMH1 1 BU3aMH.
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Taxoke BBIACHSIOTCA K YHUUTOKEHHIO MPOEKTHI U BAPUAHTHI JOKYMEHTOB, 34
UCKJIFOYEHHEM TIPOCKTOB M BAPHAHTOB HamOOJee BAKHBIX JOKYMEHTOB B OpPraHax
3aKOHOJATEIBHON W MCIIOJIHUTENBHOMN BIIACTH.

4) Bua noKyMeHTa.

KOHKpeTHBIH BHA JOKYMEHTA MPEANONAracT ONPEIACIICHHBIA  YPOBEHb
coJcpKalielics B HeM WHQpOpMAlLMK, TaKk HAWOOJBIIMA WHTEPEC MNPEACTABIAIOT
pacropsIMTENIbHbIE JOKYMEHTHI (TOCTAHOBJICHHUS, PUKA3bl, PACMIOPSKEHUS U JIP.),
OPOTOKOJIA KOJUIETHAJbHBIX OpPraHoB, TNEPCHEKTUBHBIE IUIAHBI W MPOrpamMbl,
CBOJIHBIC OTUYETHI M AHAJIMTHYECKUE CIIPABKH H .

5) lHommMHHOCTh TOKYMEHTA.

Ha nocTrossHHOE XpaHEHWE OTOMPAKOTCS TOAJMHHBIE JOKYMEHTHI, B CIy4ac
OTCYTCTBUSA TOJUIMHHMKA €r0 MOTYT 3aMEHUTh 3aBEPEHHBIC KONUM JTOKYMEHTOB.
Konun,  KCEpOKONMMM W KOMOBIOTEPHBIE  PACMEYATKM  3aBEPAOTCA Y
COOTBETCTBYIOLIETO AOJDKHOCTHOrO jauua Oprana/OpraHuzanuy Opd MPOBEACHUN
OIUCAHUS TOKYMEHTOB.

[Ipn miaOX0i COXPAHHOCTH JOKYMEHTOB KOHKpeTHOoro Oprana/OpraHusanuu,
O0COOCHHO B HAYAJIBHBIA NEPUOA €ro/ee pa3BUTHA, UMES LENb (POPMUPOBAHUS
HauOoJIeE TMOJIHOTO KOMIUIEKCA NOKYMEHTOB N0 ucropun Oprana/OpraHusanum,
MOKHO OTOMpaTh HA TOCTOSHHOE XPAHEHWE W JOKYMEHTBI, HE O00Iaaaromme
PEKBU3UTAMHU HOPHIMYECKOW NOCTOBEPHOCTH (MOANMUCAMH, IMEYaTAMM M [1p.), HO
UMEIOIINE MH(POPMALMOHHYIO LEHHOCTh. Takue Kak HE3aBEPEHHBIE KOMWHU, KOTHU
JOKYMEHTOB, MOJATOTOBJICHHBIC ¢ MPUMEHEHUEM CPEICTB MHOKUTEJIBHON TEXHUKH,
NEPCOHAIBHBIX KOMIIBIOTEPOB.

Takue AOKYMEHTBI MOrYT HMMETh TOJBKO CTaTyC MPOEKTa (YEPHOBHKA,
BapuaHra). lIpm onmcaHuM TAKUX JOKYMEHTOB HEOOXOOMMa CCBUIKA Ha HX
KOTIMAHOCTB.

3.2.6. Kputepun BHEIIHUX OCOOECHHOCTEH:

1) ®opma (QukcMpoBaHHS W TEPEOAYM COACPIKAHUS, YIAOCTOBEPEHUS U

oopMIICHHS TOKYMEHTA.
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JIOKyMeHTBI HA OYMa>KHOUM OCHOBE, MEPEIABACMbBIE HA TOCTOSHHOE XPAHCHUE,
JOOJKHBL OBITh TPABWIBHO O(QOPMJIEHBI, U UMETH COOTBETCTBYIOUIME PEKBU3UTHI
IOPUIMYECKOM TOCTOBEPHOCTH (OJIAHKH, TIOMUCH, TICYATH U JP. ).

OCOOCHHOCTH BHEHIHETO OQPOPMIICHUS (YHUKAJIBHBIA NEPETUICT, HEOOBIYHASA
(opma, u300pa3uTelIbHAs ICHHOCTD, WILTIOCTPATUBHBIN MaTepua | T.11.).

2) ®U3NYECKOE COCTOSTHUE TOKYMEHTA.

HeucnpaBuMo MNOBPEXKAECHHBIE JOKYMEHTHI TMOCTOSIHHOTO XPaHEHHS, KOrja
OoJbllIas 4acTh TEKCTA HEAOCTYMHA MJisi IMPOUYTEHHUs, MOTYT OBbITh BBIACIECHBI K
YHUUTOXKEHUIO.

[Ipy Hamuuum ¢u3nveckux AePEKTOB OCHOBBI JOKYMEHTOB (yTpaTra 4dacteit
NOKYMEHTA, PA3pbiBBl M ZIP.) WM TEKCTA, KOTJA BO3MOXHO XOTS ObI YAaCTUYHOE
BOCCTAHOBJICHAE TEKCTa IOKYMEHTOB, COAECpKAalmMX OCOOYH0, Hambonee BAKHYIO
UH(pOPMAIMIO, JTOKYMEHTbl MOTYT ObITh TNEPENaHbl HAa XPAHEHUE C AaTbHEHIICH
pecraBpauueii, Ae3MHPEKLMEH, MHUKPOPWIBMHPOBAHUEM,  JAC3MHCEKLHUECH M
OPUMEHEHUEM JPYTMX BUJOB LIEIEBOH 00pabOTKH.

327. C nenpt0 BCECTOPOHHETO W TOJHOTO OTPAKEHUS ACITEIBHOCTH
Opranel/Opranmzanii ipu - POPMUPOBAHUHA €€ apXUBHOTO (PoHIAA HEOOXOIUMO
KOMIIJIEKCHOE IPUMEHEHHUE KPUTEPUEB IKCIIEPTU3BI IIEHHOCTH JOKYMEHTOB.

3.3. [lopsaok TpOBENEHUS SKCIIEPTH3BI ICHHOCTH JOKYMEHTOB

33.1.  Okcrmepruza  UEHHOCTH  JOKYMEHTOB  OCYLIECTBIACTCS B
Opranax/Opranuzanusx B npouecce (HopMUpOBaHHs AC] HA OCHOBE HOMEHKIIATYP
Aes U oTOoOpa AOKYMEHTOB JUISl TIEPEJaun HA XPAHCHHUE B BEJAOMCTBCHHBIN apXuB, €
MOCJIEAYIOLLIEN nepenayeii Ha TOCY 1apCTBEHHOE XPAHEHHUE.

33.2. llpy DOpPOBEACHUH DBKCNEPTU3Bl LEHHOCTH JOKYMEHTOB CJEAYET
PYKOBOJCTBOBATHCSL:

— NEPEUHSMH TUIOBBIX aPXMBHBIX JTOKYMEHTOB XPAHCHMS, 00Pa3yIOIUXCS B
IPOLECCE  JEATCIIBHOCTH ~ TOCYJApPCTBEHHBIX  OPTraHOB, OPraHOB  MECTHOTO
CaMOYIPABJICHUS W OPTaHU3aLINiA;

— O0TPACJICBLIMU IICPCHHAMHA JOKYMCHTOB C YKA3daHUCM CPOKOB XPAaHCHHA
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— MEPEUHSMU HA OTACJbHBIMHU BHUJIbI APXUBHBIX JTOKYMEHTOB, CPOKUA XPaHEHUS
KOTOPBIX YCTAaHABAUBAIOTCH (DEACPATBHBIMU 3aKOHAMM W APYTUMH (eaepaTbHBIMU
HOPMATUBHBIMU TPABOBBIMA aKTAMW, B TOM YHUCJIE PEIUICHUSMH LEHTPATBHOMN
JKCIIEPTHO-TIPOBEPOUHO I KoMHuccuer denepanbHOro apXMBHOTO areHTCTBA.

33.3. Cpoku  XpaHEHHUs, VYCTAHOBJICHHBIC  TECPECYHAMHU,  SABJIAIOTCA
oOs3atenibHbIMU Ay BeeX  Opranos/OpraHusanuii  HE3aBUCUMO OT  (DOPMBI
COOCTBEHHOCTH.

3.3.4. OCHOBHBIM METOJOM 3KCIEPTU3bl LEHHOCTH AOKYMEHTOB SBISETCS
HETMOCPEACTBEHHAs  OLIEHKA  JOKYMEHTOB, NpPOBOAMMAs  pabOTHUKOM  MpH
VIOPSIOYEHNN  TOKYMEHTOB, KOTOpas OCYLIECTBISIETCS MYTEM  TOJMCTHOTO
IPOCMOTPA M AHAJINA3A JIE]T U JOKYMEHTOB.

3.3.5. He nomyckaercs OoTOOpP AOKYMEHTOB JUIsl XPAHEHUSI M YHUUTOXKCHHUS
TOJIBKO HA OCHOBAHMM 3ar0JIOBKOB JIEN.

3.3.6. [IpoBeneHne 3KCIEPTU3BI CAEAYET HAYMHATE C MPOCMOTPA JOKYMEHTOB!

— COyXObl  JTOKYMEHTAI[MOHHOTO  oOecneucHus  (yNpaBICHHE  JICTAMH,
KaHLICJAPU U 1P. );

— CTPYKTYPHBIX MoOApasfcicHuii (Oyxranrepus, OTAEN KaApOB, OTPACEBBIC
OTJENbI, TPOU3BOJICTBEHHBIE CTPYKTYPHI U 1IP.);

— npu otrcyrcTBUM B OpraHe/OpraHu3alii CTPYKTYPHBIX MOAPA3ACICHUS
U3YUYECHUE JIOKYMEHTOB OpPraHM3alMM CHEeAyeT HayaTb C OPraHM3aldOHHO-
PacCIOPSIAMTENBHBIX JOKYMEHTOB, TUTAHOBO-OTUYETHOM TOKYMEHTALUH.

3.377. Ecnmm B JOKYMEHTaX CTPYKTYPHBIX TOAPA3ACICHUN OTIOKHIUCH
NOKYMEHTBl KOMHCCHMH W  KOJUIETHAIBHBIX OpraHoB Oprana/OpraHu3anum,
JOKYMEHTALIMOHHOE OO0ECIEUYEHNEe KOTOPBIX MOPYYEHO PaOOTHHKY OJHOTO W3
CTPYKTYPHBIX MOAPA3AEICHAN, TAKUE TOKYMEHTHI BBIACIIAIOTCS B OTACIBHBIC IENA.

33.8. B mpemenax Kakaoro CTPYKTYPHOrO MOAPA3ACICHUS MOJUCTHO
OpPOCMaTPUBAIOTCS CHAayalda JOKYMEHTbl TOCTOSIHHOIO XPAHEHMs: MOJIOYKEHUS,
IPUKA3bl, MEPCHIEKTUBHBIE TUIAHBI, OTYETHI, AOKIAABl U T.A. Ecim mo kakoi-nmudo
OPUYMHE TMOUIMHHUKK STUX JOKYMEHTOB OTCYTCTBYKOT, M WX TOMCK HE Jaji

PEC3VIILTATOB, BRISABIIAIOT U OT6I/IpaIOT Ha XpaHCHUC 3aBCPCHHEBIC KOIIMH JOKYMCHTOB.
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3.39. B nmpouecce MOJUCTHONO MPOCMOTPAa JOKYMEHTOB IPOBOAUTCA
NPEABAPUTENBHOE BBIIECICHHAE Ty OJIETHBIX 3K3EMILISIPOB, MPOEKTOB, BAPUAHTOB.

3.3.10. DBblaeneHue K YHUUYTOXKCHUK) [TOKYMEHTOB C [MMOBTOPSFOLICHCS
uH(popManMeil NPOBOAMTCA TOJABKO TMOCIE CBEPKM WX € JOKYMEHTaMH,
OCTaBJIICMBIMU HA XPAHEHUE.

3.3.11. KpoMme MOJ/UIMHHUKOB MOTYT OCTABJIATbCA HA XpaHCHUE AyOJICTHBIE
SK3EMIUISIPbI, MPOEKThI, BAPUAHTHI JOKYMEHTOB MPU HAIUYMKM TOJJUHHBIX BU3,
PE30MIOLMNA, TOMET W MPABOK TEKCTA, OTCYTCTBYIOIIMX HA TMOUTMHHUKE, a TaKXKe,
€CJIM TOJJIMHHUK HAXOJAUTCS B TUIOXOM (PU3HUUECKOM COCTOSTHUM.

3.3.12. IIpu OTCYTCTBUM NOUIMHHBIX YK3EMIUISPOB MPOTOKOJIOB U CTEHOTPAMM
KOH(epeHMH, CBhE3A0B, OOMUX COOpaHMid, «KPYIJIBIX CTOJOB», KOTOPBIE OBLIA
W3J1aHbl TUNIOTPA(CKUM CIOCOOOM, HA MOCTOSIHHOE XPAaHEHUE OTOUPAIOTCS MEYATHBIE
BK3EMILIAPHI.

3.3.13. Ha moCTOSHHOE XPaHEHUE OCTABJISIOTCS OPOLIOPbI, MAJIOTHPAKHBIC
NEPUONYECKUE W3JAHUS, arMTAllMOHHbIE MaTepuasibl, aQuIln, MOATOTOBJICHHBIE B
Oprane/Opranu3alii 1 HWMEIOLIME 3HAYEHHE AJIi BCECTOPOHHETO PACKPBITHS €€
JEATEIBHOCTH.

3.3.14. JIoKyMEHTBI IOCTOSIHHOTO XPAHEHUS (MPUKA3bl, IITATHBIE PACTIMCAHNUS,
YKa3aHWS U ApP.), PA3MHOXKEHHBIE B HECKOJIBKMX 3K3EMIUIIPAX W HAMPABICHHBIC IS
CBEACHUS B CTPYKTYPHBIE MOAPA3ACICHUS (IyOIETHBIE DK3EMIUIAPHI), BBIICISFOTCS K
YHUYTOKEHUIO TIOCJIE CBEPKHM C MOMJIMHHBIMU SK3EMIUIAPAMK, KOTOPBIE OCTAKOTCS Ha
XPaHCHUU B COCTABE JOKYMEHTOB T€X CTPYKTYPHBIX MOAPA3ACICHUN, IJIe OHU ObLTN
CO3JaHBbI.

3.3.15. IIpu yTpare NOUIMHHOIO 3K3EMIIISpa JOKYMEHTA XPAHEHUIO TIOUIE)KHUT
OJIMH U3 IyOJETHBIX SK3EMIUTIPOB C YKa3aHUEM KOMMHHOCTH MPU OMTUCAHUH.

3.3.16. PacnopsiaurenbHble  JOKYMEHTbI  BBIMIECTOSIIMX  OPraHU3aLUid,
NPUCIIAHHBIE B OPraHM3alMI0 JJii PYKOBOJCTBA W CBEICHMSA, MPOCMATPUBAKOTCA C
LEJBbIO BBISABJICHUAS JOKYMECHTOB, OTHOCSIIMXCA HEMOCPEACTBEHHO K ACATECIILHOCTH
Oprana/Opranuzaiuu. X GopMupyroT B OTACIbHBIE JCNa AJ11 BKIIOUYEHHS B OMKCH

MOCTOAHHOI'O  XPaHCHUA, CCJIM JOKYMCHTBI BbIIICCTOALINX OpFaHI/I?)aLII/Iﬁ HC
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NOCTYMAKOT B OJMH apxHB ¢ J0KyMeHTaMu Oprana/Opranusannm, B KOTOPOH BeIETCs
YIOPSA0YEHNE JOKYMEHTOB.

3.3.17. BbISBICHUE YKA3aHHBIX JOKYMEHTOB BAKHO TAKXKE JIS MOATOTOBKHU
UCTOPUYECKOM cripaBku 00 uctopun Oprana/OpraHu3aiiu, a TakkKe OHA MOTYT OBbITh
UCTIONB30BaHbl  NMPH  YTOYHEHMW  (POHAOBON  NPUHAUIEKHOCTH  JTOKYMEHTOB
(MOCTaHOBNEHKA, TpPHKa3bl W Jp. O CO3JaHWW, PEOPraHU3aAlWH, JUMKBHIALUA
OpraHu3aLNN ).

3.3.18. Ilpn Hanmuuuu B onne Oprana/OpraHuzand OTYETOB O MPOBEACHUU
HAYYHO-UCCIIEAOBATEIBCKUX Pa00T, COLMOJIOTHUYECKUX OIMPOCOB, METOIMYECKHAX
PEKOMEHJALMIA [0 BOMPOCaM OCHOBHOH AesaTesibHOCTH  Oprana/OpraHusanu,
BBIIMOJIHEHHBIX JIPYTUMHU OpraHM3auusMu 1o 3akasy Oprana/OpraHu3alyviv, OHU
BKJIFOYAKOTCS B ONMCU JI€] IOCTOSHHOTO XPaHEHHMs € LEJIbK BCECTOPOHHETO
OCBEIIEHUS neaTebHOCTH Oprana/ OpraHu3aiivy.

3.3.19. Ilpu onucaHuM TaKux JOKYMEHTOB HEOOXOOUMO 00s3aTEIbHOE
YKa3aHUE aBTOPCTBA.

3.3.20. Ecim npu npoBEACHUM SKCIEPTU3bI LIEHHOCTA JOKYMEHTOB BBISIBIICHO
OTCYTCTBHE T'OJOBBIX IJIAHOB, OTYETOB MO OCHOBHOW JEATENILHOCTH, OYXTaaTEPCKHUX
rOJIOBBIX OTYETOB, TO HA XPAHEHUE HEOOXOAMMO OCTABUTH KBAPTAIIGHBIE TIJIAHBI U
OTYETHI.

33.21. 1llpu OTCYTCTBMM CBOJHBIX TOJOBBIX OTYETOB MO OCHOBHOM
aesatenpHocTH Oprana/OpraHu3alid Ha XPAaHCHUE OTOMPAKOTCS TOJOBBIE OTYETHI
CTPYKTYPHBIX HOAPA3ACICHUMN.

3.3.22. Ilpn ytpare nuueBbix cueToB padoTHUKOB Oprana/OpraHu3anyu Ha
XPaHEHUE OCTABJISIFOTCS PACUETHO-TIIATEKHBIE BEAOMOCTH MO 3apa0OTHOM miare.

3.3.23. Eciu maneBble cyeTa BEAyTCS TOJIBKO HAa LITATHBIX Pa0OTHUKOB, a HA
BPEMCHHBIX  3alOJIHSIOTCS  PACUETHO-IUIATEXKHBIE BEAOMOCTH, HAa XPAHCHHUE
OCTaBJISAIOTCS JIMIIEBBIE CYETA INTATHBIX Pa0OTHUKOB M PACUETHO-TUIATEKHBIE

BCAOMOCTH, B KOTOPBIC BKIIIOUCHBI BDCMCHHLIC pa6OTHI/IKI/I.
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3324, Ecmu B TBOPYECKMX OpraHm3alMsaxX (pedakuMsxX >KypPHAJOB,
U3JATENLCTBAX, TEATPAX U JP.) UMEIOTCS JIMLIEBBIE CYETA MO BBIIJIATE TOHOPAPOB, TO
OHM BKITFOUYAIOTCS B OMMCH JIEN 10 JITYHOMY COCTaBYy.

3.3.25. Ecu pacyeTHO-UIATEKHBIE BEIOMOCTH C(HOPMUPOBAHBI B OJHO JEJI0
BMECTE C TEPBUYHBIMU OYXTAITEPCKAMHU NOKYMEHTAMH, TO PACYETHO-TUIATEKHBIE
BEJOMOCTH BBIACTAIOTCS U (POPMHUPYIOTCS B OTACIBHBIE IENA.

3.3.26. Ilpn npoBeACHUN BKCMEPTU3BI LEHHOCTH JOKYMEHTOB, BKIFOUYCHHBIX B
COCTaB JINYHBIX JI€N PAOOTHUKOB, BBIACIISIOTCS K YHHUTOKEHHUIO:

— AyONETHBIE SK3EMIUISPHI;

— YEPHOBHMKH JJOKYMEHTOB.

33.27. Ilynkr 3.3.26. He pacupoCTpaHseTcs Ha JHM4YHbIE Jena
TOCYIaPCTBEHHBIX T'PAKAAHCKUX CIYKAIMUX, SKCIEPTH3a LEHHOCTH KOTOPBIX HE
IPOBOAMTCSL.

3.3.28. Ilpu 3KCcrepTH3€ LNEHHOCTH CAeAyeT oOpamarb 0co00€ BHUMAHUE Ha
JOKYMEHTBI C BPEMEHHBIMH CPOKAMM XPAHCHHsA, MMEHOIMMU OTMETKY «OITK».
Ormetka «OIIK» 03Ha4aer, 4To 4acTh JOKYMEHTOB, IPEACTABICHHBIX B JEIIE, MOYKET
UMETh HAyYHO-HUCTOPUYECKOE 3HAYEHHE W B YCTAHOBJIEHHOM MOPSJKE AODKHA
NepeIaBaTbCsl HA TOCYIAPCTBEHHOE XPAHEHHWE WM TOCTOSHHO XPAHHUTHCA B
Oprane/Opranusanuu. K TakuM TOKyMEHTaM OTHOCSTCS WH(OPMALIMHA, CIIPABKHU 10
ONEPATHBHO-OTPACIIEBON  AEATENBHOCTH,  NEPENUCKA,  JOKIAIHBIE  3AMMCKH
pykoBoacTBY Oprana/Opranu3aniu v ap.

3.3.29. Otrbopy Ha TMOCTOSHHOC XPAHEHUE TMOMJICKAT JOKYMCHTHI,
OTpa)KarolllUE OCHOBHBIC HalpaBJicHUs JedareibHocTH Oprana/OpraHuzaiud B
COOTBETCTBUU € €€ LICJIEBBIM HA3HAUYECHUEM.

3.3.30. IIpn npoBeICHUA SKCTIEPTU3BI HEHHOCTH TOKYMEHTOB AEJIO C OTMETKOM
«3lIK» mpocmarpuBacTcs MNOAUCTHO. JIOKYMEHTHI MOCTOSSHHOTO — XPaHEHUSs
BBIICTISIFOTCS M M3 HUX (POPMHUPYIOTCS OTACIBHBIE JENA, KOTOPBIE JIOJDKHBI OBITh
BKIIFOUCHBI B ONKCH [JIEJ MNOCTOSHHOIO XpaHeHus. OCTaBIIMECS AOKYMEHTHI
BPEMEHHOTO XPAHEHUS XPAHATCS B TEUEHUE CPOKOB YCTAHOBIICHHBIX MEPEYHIMA WITA

HOMEHKJIATYPOH OE.
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3.3.31. Ocoboe MeCTO 3aHUMAECT KOMIUIEKC [OKYMEHTOB «IEPEMUCKAY,
KOTOpas o0pasyercst B pe3yJIbTare OCYIIECTBICHUS CBs3ei Oprana/OpraHu3anuu ¢
BBIIICCTOAIAMA W APYTMMU OpraHu3aldsMu. B TMCbMax MOTYT COJEPKaThCs
BOTIPOCHI, HE OCBEIICHHBIC MITM HEJOCTATOYHO OCBEICHHBIE B APYTUX TOKYMEHTax. B
HUX OTPAKAKOTCA BOMPOCH O IJIAHUPOBAHUM W (DMHAHCHPOBAHWU ACATEIBHOCTH
Oprana/OpraHuzaiii, O COMIACOBAHMM WM  YTBEPXKACHUU  JIOKYMEHTOB,
UH(POPMUPOBAHUM O XOJE U pe3yjbTarax UCMOJHEHUs nmopydeHuit u ap. Haubonee
BOXHBIE W oOnanaroue MHPOPMALMOHHOW LEHHOCTHIO MHUChbMA OCTABISIOTCS Ha
NOCTOSHHOE XPAHEHHE.

3.3.32. B nmene ¢ mepenucKkon MOTYT COAEPKATHCS KOMMHU CIPABOK, OTYETOB U
APYTUX JOKYMEHTBI, HAITPABJISIEMBIE B BBILIECTOSAIIME W TTOTYMHEHHBIC OPraHU3ALNN.
[Ipn mnoxol COXpaHHOCTHM JMOKyMEHTOB Oprana/Opranuzanid  HEOOXOAUMO
BBIJICJINTh KOMHW HAuOO0JICE BAKHBIX NOKYMEHTOB I/ BKIIOYCHUS B ONKCH JEI
NOCTOSSHHOI'O XPAaHCHHMS.

3.3.33. Ilpu oTOOope Ha MOCTOSIHHOE XPAHEHUE TOKYMEHTOB CIEAYET 0OpaTUTh
BHUMaHWE Ha NUCbMa, oOpalieHus rpaxnaH. [IpeayiokeHus, 3asBIeHUs, >KanoObl
Ipak1aH B OPraHbl 3aKOHOJATENILHOM W UCTIONTHUTENBHON BIACTH, FOCY AAPCTBEHHBIE,
OOLIECTBEHHBIE M JPYTHME OPraHU3aUMHU SBIISIOTCS CYLIECTBEHHBIM WCTOYHUKOM
uH(pOpPMAMM O PA3TUYHBIX CTOPOHAX JKM3HU OOIICCTBA W UEIOBEKA, MO3TOMY
HanOoJIee BAOKHBIE M WHTEPECHBIE M3 HHUX IMOIE)KAT NPUEMY HA TOCTOSTHHOE
XPaHEHUE.

3.3.34. OOpalueHus rpaxaaH COCTABISIOT 3HAYMTEIBHYIO YacTh JOKYMEHTOB
psna OpraHoe/OpraHu3alyii, OHW SIBJISIFOTCS. MAacCOBBIMH JOKYMEHTAMHU, KOTOPbIE
XAPAKTEPU3YIOTCA OJHOTUIMHOCTBI) M MOBTOPSIEMOCTBIO COAEPIKAHUS, MO3TOMY MNPHU
orOope OOpalllcHWil TpakaaH CleAyeT PYKOBOJCTBOBATHCS — CIICAYIOMAMM
KPUTEPUSIMHU:

— 3HaucHue uWHQPOPMALMK, COACPXKALICHCS B  OOpalICHUSIX, KOTOPBIA
NPEeLyCMAaTPUBACT OTOOpP NOKYMEHTOB MO HauOOJIee 3HAYMMBIM B KOHKPETHBIA

NEPUO BPEMEHH BOITPOCAM;
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— aBTOpPCTBO oOpauieHus. Ha moctosHHOE XpaHeHue 0osiee MPeAnoYTUTEIHHO
oTOupaTh 0OpACHNS BUIHBIX TOCYAAPCTBEHHBIX, MOJUTHYCCKUX U OOIICCTBEHHBIX
NEATENEH, JeaTeliel HayKd, KyJbTYpPbl, TPOM3BOJCTBA, YYACTHHUKOB Benukoi
OTEe4eCTBEHHOM BOWHBI, BOMHOB-UHTEPHALIMOHATIMCTOB, KOJUIICKTUBHBIE OOpAIICHUS U
Ap-;

— MOJIHOTA  KOMIUIEKCA  JAOKYMEHTOB, OOpa3yloummxcs B NPOLECCE
paccMoTpenust oOpauieHuss. OOpalleHrs TPaXAaH TPUHAMAKTCA BMECTE C MOJIHBIM
KOMILIEKCOM JOKYMEHTOB M0 MX PACCMOTPEHUIO.

3.3.35. PexkoMeHayeTCsl OTKa3aTbCs OT MPUEMA HA TOCTOSHHOE XPaHCHHE
oOpallleHHid rpakAaH U3 Yucia OJHOTUMHBIX, MH(OpPMAIMS O KOTOPBIX JAOCTATOYHO
MOJIHO OTPAXKAETCS B IOKYMEHTAX MO aHAIM3Y U 000OIICHUIO OOPALCHUIH TPaKIaH.

3.3.36. IlpeanoureHne oTHAETCA TEM OOPALICHUSM TPAKIAH, TOCTOBEPHOCTH
(haKTOB KOTOPBIX MOATBEPXKACHA B XOJIE€ PACCMOTPEHUS, KOTOPBIE OTJIOKWINCH, KAK
NPaBWIO, B OJIHOM KOMIUICKCE, HAMOO0JIEE APKUE MO W3T0KCHUIO, TTOUTMHHAKH.

33.37. Ilpy  DOPOBEACHWM  DBKCIEPTU3BI  LEHHOCTH  JOKYMEHTOB
Oprana/OpraHuzalyi  BBIACJAIOTCS K YHHUYTOXKCHUIO Jcda M JAOKYMEHTBI C
UCTEKIIMMU CPOKAMHU XPAHEHHUS, KOTOPbIE CUCTEMATU3UPYIOTCS MO ONMPEACTICHHBIM
TpymnmaM JUisi TIOCHEAYIOMIETO COCTABJICHUS AaKTA O BBIACIICHUM K YHUYTOKEHUIO
JOKYMEHTOB U JI€JI ¢ UCTEKIIUMU CPOKAMU XPAHEHMUSI.

3.3.38. Tlo pe3syabraram 3KCIEPTU3bl LEHHOCTH JOKYMEHTOB COCTABJISIKOTCA
OIHACH JEIT:

— MOCTOSIHHOT'O XPAHEHUSI,

— BPEMEHHOTO (CcBhIE 10 JIeT) XpaHEHU I,

— TI0 JIMYHOMY COCTaBYy.

4. ONPEJEJIEHUE ®OHIOBON MPUHAIJIEKHOCTI
JOKYMEHTOB OPTAHU3AIIUN
4.1. B mpouecce NpOBENECHWS OKCIEPTU3bl LEHHOCTH JOKYMEHTOB MpPH
HEOOXOIMMOCTH OCYIIECTBISETCS pad0Ta MO0 YTOUHEHHIO U ONPeAesIeHUI0 (POHI0BOM

INPpUHAJIC)KHOCTH JOKYMCHTOB.
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42. OnpenencHue  WAM  yTOYHEHHWE  (POHAOBOH  MPUHAATIEKHOCTH
ocymectpisiercss B Opranax/Opranuzanusx ((poHmooOpazoBaTensx) B MPOLECCE
0TOOpa JOKYMEHTOB I NIEPEAAYM HA XPAHCHHUE B BEJIOMCTBCHHBIM apXWB WX HA
rOCyAapCTBEHHOE XPAHEHUE.

4.3. Onpeneneane (POHIOBOH NMPUHAUICKHOCTH JTOKYMEHTOB 3aKITHOYACTCS B
OTHECEHUH UX K (OHTy cOOTBETCTBYIOIIMX OpraHos/OpraHuzaiiui.

44. Tlpm onpenenenun  (HOHAOBOH  MPUHAIJICKHOCTH  JOKYMEHTOB
OpraHos/OpraHu3alyii yYuThIBacTCS CIIEIYIOLLIEE:

44.1. Becb KOMIUIEKC JOKYMEHTOB, OOPa3yIOIUMICS B IEATEIBHOCTH
OPUIMYECKOTO WK (PU3MUECKOTO JIMIIA, COCTABIISECT €r0 JOKYMEHTAIbHBIN (DOHI.

4.4.2. KOpuamyeckoe wim (PU3MUECKOE JHIO, B ACATEIBHOCTH KOTOPOTO
oOpazyeTrcs JOKYMEHTaIbHBINA (OH, SBIISETCS (DOHI000pA30BATEIIEM.

4.4.3. Jlna Oprana/Opranuzaiuu - poHa1000pa3oBaTenis XapakTepHO HaJIHYKE:

— IpaBOBOro akra 00 e€ro oOpa30BaHMM, 3adayaX M MOPSAKE JACATEIBHOCTH
(MOJIOXKECHUE, YCTAB, MOCTAHOBIICHUE, PACIIOPSKEHUE, MPUKA3 U AP. ),

— CaMOCTOATEILHOTO OajlaHca (CMEThI) U paCYETHOIO cueTa B OaHKE;

— IITATHOI'O PacUCaHMS,

— mevaTtu U OJIaHKOB,

4.4.4. Bxopsumme AOKYMEHTBHI OTHOcATcs K (oHay Oprana/OpraHuzanu,
KOTOPBIMU OHU TOJTYUEHBI, UX (POHAOBAS MPUHAJICKHOCTh OTMPEACISETCS IO TaKUM
PEKBM3UTAM JOKYMEHTA KaK aapecar, PerHCTPAlMOHHBINA IITAMII, PE3OJIIOLUU, 10
COJIEPKAHUIO JOKYMEHTOB.

445  Komud  UCXOJAMIMX  JOKYMEHTOB  OTHOCSATCS K (OHIY
Oprana/Opranuzanuu, KOTOpPbIE  ABJIAKOTCS HMX  aBTOpoM, wuXx  (poHmosas
NPUHALICKHOCTD ONPEACIACTCSA MO MOAMUCAM, JEIOMPON3BOJACTBEHHBIM TTOMETKAM,
COJIEPPKAHUIO JOKYMEHTOB.

4.4.6. JIOKyMEHTBl BHYTPEHHEro oOpalleHuss OTHOcATCS K  (OHIY
Oprana/Opranusanuu, KOTOPEIMU OHH COCTaBJICHBI, WX (POHAOBAS MPUHAJICKHOCTh

onpenensercs no HazeaHuto OpraHa/OpraHuzaiiu, MOAMUCIM, COACPKAHUIO.
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4.4.7. Hena, KOTOPBIE BEJIUCH MOCJIEIOBATENBHO B IBYX
Opranax/Opranu3anusix,  BKJIOYAOTCA B COCTAB  apXUBHOIO doHna
Oprana/Opranuszanuu, B KOTOPbIX OHU ObUIH 3aKOHYEHBI TPOU3BOJICTBOM.

45. B ciyyae JukBMgauuMyd WiM peopraHuzanu  OpraHa/OpraHuzaliyd  C
nepenadcii QyHKUUA BHOBb CO3JJAHHOM OpPraHn3alyin;

— 3aKOHYCHHBIC MPOW3BOJCTBOM [€Jla BKJIIOYAKTCA B APXUBHBIA (HOHA
MUKBUAMpoBaHHOrO0 Oprana/Opranuzaiiy,

— HE3AKOHYCHHBIC JI€Ta, TNEPEAAHHBIC [ OKOHYAaHWSA MPOU3BOACTBA
Oprany/Opranuzaiui— NTPEEMHUKY, BKITFOYAOTCS B ApXUBHBIA (POH/] MOCIIETHETO.

4.6. JInuHble Aena, €cu OHU MEPEIABAIUCH U3 OJHOW OPraHu3alrd B APYTYEO
B CBS3M C TNEpeBOJOM pabOTHUKOB, BKIIOUYAKOTCS B (POHA TMOJYYMBIIMX HX
Oprana/Opranuszanuu.

4.7. B coctaB ¢onaa Oprana/Opranusaiuu BXOIST:

— JOKYMEHTBI COBEIIATEIbHBIX OpraHoB, CO3TAHHBIX mpu
Oprane/Opranuzanum (KOMUCCUU, COBETHI U JIP. ),

— JOKYMCHTBI BPEMEHHBIX AJMWHUCTPALMANA OPraHu3aluii, HAXOMSIIMUXCS B
cTaguu OaHKPOTCTBA (KOHKYPCHBIE YIIPABIISIOMINEC U JIP. ),

— JOKYMECHTHI JINKBAJAMOHHON KOMUCCcUU Opranos/OpraHu3aiuu;

— JOKYMEHTBHI OOIIECTBEHHBIX OpraHu3auuii (mpo(COrO3HBIX, CIIOPTUBHBIX U
Ap.), CYUICCTBOBABIIMX MPHU OPraHM3alMgX /10 NPUHATHA DenepaibHOr0 3aKOHA OT
19 mas 1995 ropa Ne 82-03 «O0 0011eCTBEHHBIX 00BEAMHEHUAX) .

4.8. He siBnsieTcss OCHOBaHUEM JIsl CO3/1aHUsI HOBOTO apXMBHOTO (poHAa:

— pacUIUPEHUE WU CYKCHHE TEPPUTOPUATIBHBIX TPaHUI] ACATEIBHOCTU WJIU
¢pynakumi Oprana/Opranu3anuy,

— BeIenieHue w3 Oprana/Opranu3ani  OJHOW WM HECKOJBKUX HOBBIX
OpranoB/Opranu3anuii ¢ nepenavedl WM OTHEHBHBIX  (PyHKOMA  mepBOit
Oprana/Opranuzanvu,

— M3MEHEHHME MoauMHeHHOCTH Oprana/OpraHu3anuu (B TOM YMCIE MEPEXO

U3 noquuHeHus cyobekTa Poceniickoit denepanyu B GpeaepanbHOE NOTUYMHEHUE UITH
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HA000POT), UBMEHECHUE €€ CTPYKTYPHI, MEPEUMEHOBAHUE U BHECCHUE U3MCHCHUN B
HA3BaHUE, HE CONMPOBOKAAOIINECI H3MEHEHUEM NIEPBOHAYATILHBIX (DYHKIIW;

— peopranmzauus Oprana/Opranusanim, €Cnd OHA HE TOBJEKNIA 3a COOOM
KOPEHHOTO MU3MEHEHUS €€ ACITCIEHOCTH;

— c¢cMeHa yupeautens Oprana/Opranmzanuu, 03 UW3MEHEHus  (PopMmbl
COOCTBEHHOCTH UMYIIECTBA ITOW OPraHu3alvy,

— mukBuganusa Oprana/OpraHu3aiyi TpA €€ MOCIEAYIOMEM BOCCTAHOBICHAN
C TeMHM K€ (PYHKIHUSIMA W HA3BAHUEM.

4.9. CaMOCTOSATENIbHBIE apXUBHBIE (POHIBI CO3AFOTCH:

— npu peopranuzauun Oprana/OpraHu3alyy B ClIydyae KOPEHHOTO U3MEHEHHS
€€ LIEJIEBOr0 Ha3HAYEHU S, TPOPUIISL ACATETBHOCTH U (PYHKLIUI;

— npu  npeoOpazosaHuu Oprana/OpraHuzai ¢ W3MEHEHHEM  (OPMBbI
COOCTBEHHOCTH UMYIINECTBA OPraHu3aluy (TPUBATU3ALNS, AKIIMOHUPOBAHUE U JIP. ),

— Tpu npeoOpa3oBaHNM MYHHIMMAIBHBIX 00pa3oBaHMWil (MX OOBEAWHEHWH,
Pa3AeNeHUH, U3MEHEHUH CTATyCa FTOPOJICKOTO MOCENCHNUS ),

— NpPpU  CO3JAaHWM  JOYEPHMX  OpraHu3ainuii, (QuIMagoB, OTIACICHUH,
SIBJISTFOLIUXCS. FOPUNYECCKUM JIMIIOM.

4.10. JloxymeHTBl OOUICCTBEHHBIX OpPraHW3allMid, CYHICCTBYIOIIMX MPH
¢onmooOpazoBarensx € MOMEHTA WX PErUCTpalMd B COOTBETCTBHM  C
3aKOHOJIATENbCTBOM Poccuiickoii denepaniii 00 0OIIECTBEHHBIX OOBEAMHEHMAX,
OPEJCTABIISAIOT cO00H CaMOCTOATENBHBIE (POHIBI.

4.11. JIOKyMEHTbI ~OpraHoB TOCYJApCTBEHHOW BIaCTM M  MECTHOIO
caMOyIIpaBJIcHNs, 00PA30BAHHBIX B CBSA3H C BBEICHUEM HOBOI'O QJIMHUHHCTPATUBHO-
TEPPUTOPHATEHOTO ACJICHUS COCTABJISIOT HOBBIE (DOHIBI.

4.12. VI3MeHeHHEe TpaHul] TEPPUTOPUAILHBIX O00pPa30BaHU MPU COXPAHEHUU
NPESKHUX OPraHOB TOCYNApCTBEHHOW BJIACTM M MECTHOTO CaMOYIIPABJICHUS HE
SBJIICTCS. OCHOBAHMEM JJIsi CO3/IaHUSl HOBBIX (DOHIOB COOTBETCTBYIOUIMX OPraHOB
rOCyIapCTBEHHOM BJIACTH U MECTHOI'O CaMOYIIPABJICHUS.

4.13. XPpOHOJIOTUYECKUMU rpaHUALIAMU APXUBHOT'O ponma

Oprana/OpraHuszaiuu SBJASIOTCS YCTAHABIMBACMBIE HA OCHOBE COOTBETCTBYIOLIMX
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HOPMATUBHBIX AaKTOB O(MUIHMAIbHBIE [aThl WX O00pa30BaHUs, PETUCTpAUUU U
JVKBHIAUWHU. [Ipy HATMUMU HECKOJIBKUX HOPMATUBHBIX AKTOB 3a JaTy 00pa3oBaHUs
PUHUMAETCS 1aTa HanOOoJIEe PAHHSS U3 HUX.

4.14. XpOHOJOTUYECKNE TPAHULIBI aPXUBHOTO (POHIA MOTYT HE COBIAJATH C
KpallHUMU JaTaMu COCTaBJSFOIIMX €ro JOKYMEHTOB B CBS3H C BO3MOKHBIM
OTCYTCTBUEM JOKYMEHTOB HAYAIBHOTO WIIM 3aBEPIIAIOLIETO 3Tana ACATEIbHOCTH,
BKJIFOUEHMEM B cocTaB (oHaa Oojiee paHHUX JOKYMEHTOB, MEPEAAHHBIX IS
3aBepLUIEHMs] TPOU3BOJCTBA JIEa MPEAILECTBEHHUKOM.

4.15. Ilpmn onmcanuu n10KyMeHTOB Opranos/OpraHu3zanyii, npu nepepadoTke
OIMUCEH MOTYT CO3AaBAThCS OOBEAUHEHHBIC (DOHIBI.

4.16. OObcHMHCHHBIE apXWBHBIC (OHAB MOTYT OBITH CPOPMUPOBAHBI W3
JOKYMEHTOB:

— Oprana/OpraHuzanuy, OAHOPOJHBIX IO LEJCBOMY HA3HAYEHUIO W
(YHKIHSIM, IEHCTBYIOLIMX HA OMPEACICHHON TCPPUTOPHH;

— PYKOBOJAIIETO OpraHa W MOAYMHCHHBIX €My OpraHW3anuid, ACHCTBYIOIIHAX
Ha OIPEACIICHHON TEPPUTOPUH,

— OpraHuzanmii, 00bCAUHEHHBIX 00BEKTOM JACITCITLHOCTH,

— TIOCICIOBATENILHO CMEHSBIMMX ApPyr apyra Opranos/OpraHuzaiuii, eciu
(YHKIMM  OPEALIECTBEHHUKOB, TMOJHOCTbEO WM YAaCTHUYHO TNEPEeNaBAIUCh U
NEPEIAOTCS UX TPEEMHUKAM.

4.17. XPpOHOJIOTUYECKUMH TPaHHIIAMM OOBEAMHEHHOTO APXHUBHOTO (POHIA
SBIISIFOTCS. — JaThl O0Opa3oBaHWs (PETUCTpALMKM) HAMOOJIEEC PAHHCH M JIMKBHIALMU
HauMOOJEE TMO3MHENH MO BPEMEHH AcsaTenbHOCTH OpraHa/OpraHv3anuu, JOKYMEHTHI
KOTOPBIX BOUUIA B (POH/I.

4.18. V3 oTaenbHbIX Pa3pO3HEHHBIX JOKYMEHTOB OpraHop/OpraHuzainui,
UMEIOLIMX HAYyYHOE 3HAYEHME M ONPEJCIICHHBbIE MPU3HAKA OOLIHOCTH (MpH
OTCYTCTBMU (POHJOB YKa3aHHbIX OpraHu3aluii B TOCYJAPCTBEHHOM apXWBE WM
apPXUBHOM OTZEJIE€ MYHHULIUNAIBHOTO O0pa30BaHUs) MOTYT OBITH C(HOPMUPOBAHEI

KOJUICKIIMHA JOKYMCHTOB.
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4.19. XpOHONOrHYEeCKUMHU TPAaHULIAMU APXUBHOM KOJUIEKLMU SIBJISIFOTCS AAThI

CaMOro paHHero u CamMoro 1no3aHero 10KyMeHTa.

5. HICTOPUYECKAS CITPABKA

5.1. HUcropuueckaa cnpaBka k (ponay Oprana/OpraHu3anui COCTaBIAETCS B
IBYX  OK3EMIUIApAX BO  BpPEMs  TEPBOTO  YHNOPAAOYEHUS  JTOKYMEHTOB
Oprana/OpraHusaiuu 1 ero/ee apxupHoro pouja.

5.2. OauH 3K3eMILISP UCTOPUYECKON CIIPABKU MEPEACTCs B TOCYAapPCTBEHHbBIN
apxXyB WU apXWBHBIA OTJECT MYHUIMNAIBHOIO OOPa30BaHUSI BMECTE C aKTOM
npreMa-nepeaud JOKYMEHTOB Ha TOCYNAPCTBEHHOE XPAHEHHWE, BTOPOM IK3EMILISIP
UCTOPUYECKON CHPaBKKM OCTAcTCs B Jeiie (POHOA OpraHu3alvy BEIOMCTBEHHOTO
apxuBa.

5.3. Hcropuyeckasd cmpaBKka COCTOMT M3 TPEX PA3ACioOB. HCTOPUHA
(donmooOpazoBares, UCTOPUM POHIA M XapAKTCPUCTUKU JOKYMEHTOB (poHa.

5.4. OCHOBHBIMM WCTOYHHMKAMM [y HAMHCAHWUS WCTOPUYECKOM CIPaBKH
SIBJIIFOTCS.  TIPABOBBIE AKTHI BBICIIMX OPraHOB TOCYJNAPCTBCHHOM BIACTH W
YIPABIICHUS, TOKYMEHTHI (POHA000PA30BATEINS, €r0 BBIIIECTOSIICH OpPraHU3alNH,
UCTOPUYECKAS U CITPABOYHAS JIMTEPATYPA, YUETHBIE TOKYMEHTHI, €0 (HoHAA.

5.5. Ins nmoucka HEOOXOAUMBIX CBEACHMU MOXKET OBITh MCIOJIb30BAH HAYYHO-
CIIpaBOYHBIN anmapar apxuBa.

5.6. Uctopus ¢hoHmooOpazoBaresis 10JKHA CONCPKATh CICYIOIINAE CBEACHHUS:

— Ha3BaHKE U NOTYMHEHHOCTh (POHA000pa30BaTEIs, a TAKKE U3MEHEHUS B HUX
C YKa3aHWEM JaT ¥ OCHOBHBIX TIPUYHH MPOU3OIICIINX U3MCHEHMIA,

— jary co3aanus GpoHaoo0pa3oBarens;

— Ha3BaHWE OPraHMU3alUU-NPEIUIECTBEHHUKA. B ciyyae oTCyTCTBUS OpsIMOTO
PEIIIECTBEHHNKA MOXKET OBITh YKa3aHA OPraHW3aIlNsl, BITOHSBINAS AaHATOTHYHBIC
(byHKIMY;

— 33124 U QyHKIMU (HOHA000pA30BATENIS, JATHl U OCHOBHBIE MPUYUHBI UX

W3MEHCHUM,
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— cTpykTypa (ongo00pa3oBaTesis U €€ U3MEHEHMS C YKa3aHueM JaT |
OCHOBHBIX MPUYWH;

— pyKoBOAMTENDL (POHAOOOpA30BATENS € YKA3aHUEM NEPUOAA 3aHUMACMOH
JOJIKHOCTH,

— COCTaB CHCTEMBI TMOJBEIOMCTBEHHBIX (HEMOCPEACTBEHHO MOJYMHEHHBIX )
OpraHM3anuuii (MX BH[bI, TEPPUTOPHAILHOE PA3MEUICHUE), BCE TMOCICAYIOUIUE €€
WU3MCHCHHS C YKA3aHUEM JAaT U OCHOBHBIX MIPUYKH,

— JIaThbl ¥ MPUYUHBI TPEOOpa30BaHus U JIMKBUAAMHN (POHI000pA30BATES,

— HaA3BaHUE OPraHU3aLMHU-TIPABONIPECMHUKA.

5.7. Tlpu cocraBineHuM uctopud (hoHA000pa3oBareiss HEOOXOJUMO HMETh B
BULY CIIEAYIOLLEE:

5.7.1. Ha ocHOBaHMM IPaBOBOr0 AaKTa YKa3bIBACTCS TOYHOE M MOJHOE, & TAKKE
opHUIMATEHO TPUHATOC COKPAIIICHHOE HA3BaHNE OPraHU3aIIH.

Ecnu B 1OKyMeHTax (IIPABOBBIX aKTaX, PACHOPSIUTENBHBIX, YUPEAUTEIbHBIX U
T.IL.), OTHOCSINMXCS K BONPOCY CO3MAHUS, NEATEIBHOCTA OpPraHu3alud U €€
npeoOpa3oBaHuii, 0OHAPYKEHBI PACXOXKICHUS B HA3BAHUW OPraHU3aliy, MPUBOAATC
BCE HMMECIOIIMECS B JAOKYMEHTAaX Ha3BaHUA CO CChUIKAMHA HA COOTBETCTBYIOLIWE
JNOKYMEHTHI. B cilydyae OTCYTCTBHsI MPABOBBIX aKTOB O CO3JaHUHM, MPeoOPa30OBaHUM,
NEPEUMEHOBAHUM, U3MECHECHHH IOJBEIOMCTBEHHOCTH W JIMKBUAALMWA OPraHU3alny,
3TU CBEJCHUs YCTAHABIMBAIOTCS IO KOCBEHHBIM JAHHBIM, YTO OTrOBApHUBACTCA B
uctopuueckoil cnpaeke (BknroueHun B EI'PIOJL, cBUAETENHCTBO O MOCTAHOBKE HA
y4eT B HAJIOTOBOM OPraHe u T.1.).

5.7.2. YKa3bIBacTCs HEMOCPEACTBEHHAS MOYMHEHHOCTE (POHI000pazoBaTeNsIM
(HanpuMep, MUHUCTEPCTBY WIIA KOMHUTETY ),

5.7.3. Jlatel co3gaHusi, TpeoOpa3OBaHMs, JHMKBUIALMK YKA3BIBAKOTCS CO
CCBUIKOM HA 3aKOHOJATEIbHBIC aKThl U PACTIOPAAUTEILHBIE JOKYMEHTHI.

[Ipy HAMMUYKMKM HECKOJBKUX OPraHu3allMOHHO-PACTIOPSIAUTENbHBIX JOKYMEHTOB
pa3HBIX OPraHoB, BKJIIOYAs TMpUKa3bl caMoil opraHuzanuu o0 oOpa3oBaHuW,
NEPEUMEHOBAHUM, PEOPraHU3AUN, U3MEHEHUH TIOTUMHEHHOCTH, MECTOHAXOKICHUS,

JIMKBHJIAlIMK OpraHu3alyu, B HCTOpH‘lGCKOﬁ CIIpaBKC YKa3bIBAKOTCA BCC UMMCHOIIMCCS
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JOKYMEHTHI, HO 32 OCHOBYy Oepercss TMOCTAHOBJEHWE BBICIIETO  OpraHa
UCTIOJTHUTENIbHON BIIACTH.

Wznoxkenue  ¢GakroB  oOpa3oBaHMs,  NEPEUMEHOBAHMS,  W3MCHCHUS
NOTYMHEHHOCTH, PEOPraHU3aluK, BBEACHHSI KOHKYPCHOTO YIPABICHUS, JIMKBU AN
U T. 1. JA€TCs TOYHO B COOTBETCTBUU C (DOPMYJUMPOBKAMH OpPraHU3aIMOHHO-
PacropsIUTENbHBIX JTOKYMEHTOB. ECIIM B TEKCTE IOKYMEHTA UMEETCA YKA3aHUE Ha
dakTHdecKkyr0  AaTy, HE  COBMAJAIONIYI® C  Jaroil  OpraHu3aiioHHO-
PacTOPSIIUTEILHOTO  JIOKYMEHTa  («oOpa3oBaTh ¢  TaKOro-TO  YHCIA» WA
«JTMKBUAUPOBATH C TAKOTO-TO YKCJIA ), TO OFOBAPUBAIOTCS 00€ IATHI.

[Ipyn HaTMUMKM HECKOJBKUX MPABOBBIX AKTOB OJHOTO M TOTO JKE€ OpraHa o
CO3/IaHWM, MEPEUMEHOBAHUMU, NMPeOoOPA30BAHUM, U3MEHEHUM TMOJBEAOMCTBEHHOCTH,
JMUKBUJAIIMKA B UCTOPUYECKON CIPABKE YKAa3bIBAKOTCS BCE JIOKYMEHTHI, HO 32 OCHOBY
OepeTcst paHHHIA 110 BPEMEHU MOMMCAHUS aKT.

[Ipn ykazaHuum JaTel yOpa3AHCHUsA (JMKBHAALMM) OpraHu3aludud  HE
NPUHUMACTCST BO BHUMAHUE JIMKBUAAIMOHHAS JCSITEILHOCTh OPTraHWU3alud IOCIEe
MOJIMTUCAHMSI TIPABOBOTO aKTa O €ro ympa3aHeHUH. B cinydae o(pUITMaibHOTO CO3TaHus
JMUKBUJAIMOHHBIX KOMUCCHH WX HajiMuue M KpailHue paarel ux  paboThl
OrOBapUBAIOTCA.

574. 3agaum v (QYHKIMKA OPraHU3alMM W3JIAraroTCs B COOTBETCTBUH C
NPABOBBIMU M HOPMATUBHBIMU aKTaMé (YCTaBbl, MOJOXKEHUS W Jp.), OTCYTCTBUE
COOTBETCTBYIOUIMX  JIOKYMEHTOB  OroBapuBactcsa. Ecim B CTPYKType
poHm000pazoBaTeNs 33 ONKWCHIBACMBIM  MEPHOA  TPOU3ONLIM  KapAWHAIBHBIC
U3MEHEHMs, TO B TOJ JaHHBIX W3MEHEHUN CcTpykTypa ¢oHmooOpazoBares
YKa3bIBAETCSl MOJIHOCTBIO CO CCHUIKOM HA OpraHu3aliOHHO-PACIOPSAUTEILHBIN
JOKYMEHT, KOTOPHIM OHU MPOBEICHBI.

577.5. B cBeaeHusx o pykoBoautene (oHAo0OpazoBareias 00SI3aTENBHO
YKa3bIBAETCSl MEPUO]] 3aHUMACMOM JI0JKHOCTH.

5.7.6. CBeacHust 0 CTPYKType PoHA000pa3oBaTes, CETA MOABEAOMCTBEHHbBIX

CMYy opraHnsauHﬁ H U3MCHCHHAX B HUX MOI'YT OBITH IIPHUBCACHLI B TCKCTC CIIPABKH
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WK JTaHBI B BUJC MPUIOKEHUH (B 3aBUCUMOCTH OT 00BEMA CTPYKTYPHI U KOTMYECTBA
€€ U3MEHEHUH ).

5.7.7. Tlpn uznoxkeHu: (PAKTOB CO3JAHUS, MPEOOPA30BAHUS W JIMKBHIALWN
OpraHM3allAd  COXPaHAKOTCA (OPMYIMPOBKHA TPABOBBIX aAKTOB. «00pa3oBaThy,
«co3marb Ha 0Oasze», «mpeoldpasoBaTh», «PEOPraHU30BaATBY, (UCKIIOYUTH H3),
«JTMKBUAMPOBATHY M T.II.

5.7.8. Bce naHHble O MCTOPUM YUPEKACHUS MPUBOJATCS C 00s3aTeIbHBIMU
CCBIJIKAMH Ha COOTBETCTBYIOIINE JOKYMEHTHIL.

5.7.9. Ecnu opraHu3auus sBJSIETCs ACHCTBYIOLIEN, CBEICHUS 110 €€ UCTOPUU B
UCTOPUYECKON CIPABKE JOJKHBI OXBATHIBATH TOT K€ XPOHOJIOTUUYECKUMA NIEPHOM, YTO
U ONWCH JENl IOCTOSHHOIO XPaHEHWs, COMIACOBAHHBIE W YTBEPKAECHHBIE DIIK
Komurera o nenam 3AI'C n apxuBoB PecnyOnukm Anraii.

5.7.10. Ecnu uACTOpUYECKas CHpaBKa COCTABIACTCS HA YNPA3AHCHHYHO WU
JMMKBUAMPOBAHHYIO OPraHU3alfio, TO B CBEACHUAX MO UCTOpuM (poHA00OpazoBaTes
YKa3bIBACTCS BECh MEPUOJ €€ JEATEIBHOCTH HE3aBUCUMO OT TOT0, 38 KaKOW MEPHOJ
JOKYMEHTBI NPEICTABICHBI B OMUACH.

5.7.11. CBeneHusi Mo HMCTOPUM OpPraHU3alMA W3J1ArarOTCs B HUCTOPHUUYECKOM
CIIPABKE B XPOHOJIOIMYECKOM MOCIIE0BATEIIBHOCTH.

5.7.12. Ecam wucTopuyeckas CHpaBKa COCTABISETCA HA OOBCIMHCHHBIN
apXWBHBIA (POHA, TO CBCIACHUA MO WCTOPUM Bcex (HoHA0OOpa30oBaTEICH MArOTCs
OTIENBHO 0 KKIAONH OpraHu3alyH.

5.8. Mcropus ¢poraa A0KHA COACPKATh CIEAYIOIIUE CBEACHHUS:

— KOJIMYECTBO ¢ B (DOHJE,

— KpaifHHe JaThl JOKyMEHTOB OH/A;

— HAMMCEHOBAHWE OPraHM3aLUH, NIEPEJABIIEH JOKYMEHTHI HA TOCYNaPCTBEHHOE
XPaHEHHE;

— CBEICHHS O TMPOBCACHHBIX B AapXWMBE MEPONPUATHSIX MO OMUCAHUIO
JOKYMEHTOB, N0 NepepaboTKE WM yCOBEPIICHCTBOBAHUIO ONUCEH, KOMIUIEKCHOMN
LEJIEBOM DKCHEPTU3E LIEHHOCTH JOKYMEHTOB C YKA3aHUEM MPUYMH, BBI3BABIIMX

H€06XOI[I/IMOCTB OTHUX pa60T M JaT UX OCYIICCTBJ/ICHHUA.
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5.9. Ipu uznoskeHun uctopun (PoHaa HEOOXOUMO UMETH B BUIY CAEAyIOUICE:

5.9.1. KpaiiHumu paramMu JOKYMEHTOB (oHIa OyAyT AaThl JAESTEIBHOCTH
OpraHu3alvu. €€ CO3IaHusl U YITPa3AHCHUS (JIMKBUAALIVHM ).

Ecnu opranuzanus IeiACTBYOMIAS, WU JOKYMEHTBI (JOH/IA COXPAHUIIUCH HE 32
BEChb  MEPHON  ACATEIABHOCTH  (oHmooOpazoBatens, JIMOO  BBIXOOAT 34
XPOHOJIOTHYECKUE PAMKHA €ro JCATENbHOCTH, TO KpallHMMM JaTaMu JTOKYMEHTOB
¢donma OyIyT rojipl, 3a KOTOPbIE UMEIOTCS JOKYMEHTHI.

5.9.2. XpOHONOrMYEeCKMMHM TpaHULIAMKA OOBEIMHEHHOTO apXMBHOro (oHaa
OyayT narel o00pa3oBaHusi HauOoJiee PAHHEH, MO BPEMECHU BO3HUKHOBEHMUS,
OpraHu3alliy 1 JIMKBUAAIUY NOCIEIHEN U3 HUX;

5.9.3. Ecnu ¢oHn sBiseTcs OObEIUHEHHBIM, TO B MCTOPUUYECKON CHpPaBKE
OpUBOMUTCS OOOCHOBAHHME €ro CO3JIaHUS M YKA3bIBAETCS TPUCBOCHHOE €MY
HAaUMEHOBAHUE.

59.4. Ecaum paHee OpPUHUMAJIOCh pELICHHME O  (QOHAMPOBAHUH B
rocy1apCrBCHHOM apXHBC WJIKM aPXUBHOM OT/CIIC MYHUITHUIIAIIBHOTO O6pa3OBaHI/I$Ij TO
B UCTOPUYECKOW CIPABKE W3JIAracTCs JAHHOE PEIICHUE CO CChUIKOM Ha MPOTOKOJ
OlK.

5.10. B xapakTepucTuke JOKYMEHTOB (DOHA OTPAXKAETCS

— OCHOBHO# COCTaB JIOKyMEHTOB, BOLIEAIIAX B OMKUCh, U UX MOJIHOTA;

— MEPEUYEHb CTPYKTYPHBIX MOJPA3ACIAEHUH B JEIOMPOU3BOJCTBE KOTOPHIX
OTJIOXKUITACH JIOKYMEHTHI TOCTOSIHHOTO XPAHEHMS,

— CBCJICHUSI O HAJIMYMU JIOKYMEHTOB, BBIXOJSIIMX 3a XPOHOJIOTMUYECKUE
rpaHyIlbl POHA,

— CTENEHb COXPAHHOCTU U (PU3NUYECKOE COCTOSTHUE IOKYMEHTOB,;

— HaJIMYUE U MECTO XPAHCHUS JOKYMEHTOB MO TUYHOMY COCTaBY;

— HaJIM4YUE JOKYMEHTOB, OTHOCAUIMXCS K MPO(UI0 JaHHOTO (JOH[IA, B COCTABE
Apyrux GOHAOB apXvBa, C YKa3aHUEM UX Ha3BaHW U HOMEPOB,

— CBEJICHHUS O HAJMYMHU JOKYMEHTOB Apyrux ¢gonaooOpasoBarelicii (eciiu 310

CITO’KUJIOCH MCTOPUYECKH U U3BATHE UX HELETIECO00PA3HO);
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— HAJIMYUE JAOKYMEHTOB (oHAa B JAPYyrMX TOCYAApPCTBEHHBIX apXUBax,
OnbnnoTeKax, My3esx, ¢ YKa3aHUEM MECTa XPAaHEHHs U AaT JOKYMEHTOB,

— BO3MOXKHOCTB MCIIOJIB30BAHMS TOKYMEHTOB (POHMA (B KAKUX LENSX ),

— COCTaB HAy4YHO-CIPABOYHOTO anmnapara Kk GoHmy.

5.11. Tlpu H3N0KEHUM XAPAKTEPUCTUKUA MOKYMEHTOB (POHIA HEOOXOAUMO
UMETH B BHJTY CJIE Y FOLICE:

5.11.1. B cny4ac HEMONHOTHI JOKYMEHTOB (POHAA YKA3BIBAKOTCS MPUUYMHBI
OTCYTCTBUs (yTpaTbl) TOKYMEHTOB, HMX COCTAaB MO OCHOBHBIM KaTETOPUSIM C
YKa3aHUEM KPalHHX JaT AAHHBIX (TOAOB), U3/IaratoTCs Pe3yJIbTaThl UX PO3BICKA,

5.11.2. Ecnu J0oKyMEHTBHI BBIXOAST 3a XPOHOJIOTMYeckue rpaHuilbl (oHAaa,
OPUBOIUTCS 0OOCHOBAHHOE JTOKA3ATEIbCTBO BKJIIOUEHHUS ATUX JOKYMEHTOB B COCTaB
donna;

5.11.3. CeeneHuss 0 HAYYHO-CIOPABOYHOM anmapare K (JOHIY OTPakaroT
HOMEPA W HA3BAHUS BCEX OMUCEH N1€7 (POHAA, XPOHOJIOTMYECKUE PAMKH BKITFOUEHHBIX
B HUX JIOKYMEHTOB, IPYTHE BUBI HAYYHO-CIIPABOYHOTO anmnapara.

5.12. TIpA COCTaBJICHUM UCTOPUYECKOH CHOPaBKH Ha OOBEIMHEHHBIH (POHAI B
HEH M3N1araroTCsl CBEACHUS 10 UCTOPUH 0OBEIMHEHHOTO (DOHIA B LIEJIOM.

5.13. Uctopryeckue cripaBKu COCTABJISIIOTCS B COOTBETCTBUU C MU3JI0KEHHBIMU
TpeOOBAHUAMU HE3aBUCHUMO OT Kareropuu (POHIOB.

5.14. B cayuae BBISIBICHHS HOBBIX JAHHBIX MO UCTOPUU (POHI000pA30BATENS U
uctopun  (PoHOA, COCTABISETCS JOMOJHEHHE K WCTOPUYECKOM CIpPaBKE B
COOTBETCTBHH C U3JIO’)KCHHBIMU TPEOOBAHUSAMH.

5.15. Tlpm yrBepkaennn OIIIK Komurera mo npemam 3AI'C w1 apxuBOB
PecnyOnviku AnTaid HOBbIX MOIOBBIX Pa3fe/ioB OMUCEH 003aTEIbHO MPEICTaBISICTCSA
«/lonomHenue Kk ucTOopuYeckol crpaBke». JIOMONHEHUE K MCTOPUYECKOMN CIpaBKE
cocTapyisieTcs K (POHJY OpraHuzaiuu, HE3aBUCHMMO OT TOr0, KaKU€ JAOKYMEHTHI
BKJIFOUCHBI B OMKCH (YUPEIKACHUS B LIEJIOM WIH KAKOH-JIHOO0 €r0 CTPYKTYPHOH YacTH).
JIOTIOJIHEHWE K MCTOPUYECKOM CIPABKE COCTABISIETCS B COOTBETCTBHU C MYHKTAMH
5.3.-5.14. nacrosuux [IpaBui 3a TOT NEPUOA, K KOTOPOMY OTHOCATCS JOKYMEHTHI,

BHECCCHHEBIC B COOTBCTCTBYIOIUC I'OJJOBBIC PA3ACJIbI.
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Ecnu 3a maHHoe BpeMs HE MPOM30OLUIO KAKUX-TMOO U3MEHEHUH, B TOM YHUCIIE
CMEHBI PYKOBOJMUTENSI, U3BMEHEHUM B CTPYKTYpE, B UcTopuu (HOoHA00Opa3oBarens u
ero GoHaa, 3T0 OrOBAPUBACTCA B JONOJIHEHUH K MCTOPHYECKOM CITPaBKE.

5.16. 1lpu MOCTYIJIEHMHA AOKYMEHTOB M ONMMCEH AENI HA TOCYNAPCTBEHHOE
XPaHEHHE, BMECTE C HUMM TIOCTYHAIOT COOTBETCTBYIOILNE UM UCTOPUYECKHUE CIIPABKA
1 JIOTIOJTHEHHA K HAM.

5.17. VcToprueckne CpaBKu U JOTOJIHEHUS! K HUM, COCTABJIEHHbIE HA (DOHBI,
HAXO/SIIMECS HA TOCYJAPCTBEHHOM XPAaHEHWHM, TOMEIIAKTCS B Jena (OHAOB.
Hcropuyeckue CIpaBKH, COCTABIEHHBIE Ha (OHABL, JOKYMEHTBI KOTOPBIX HE
NOCTYIIMIM HA TOCYAAPCTBEHHOE XPAHEHWE, XPAHATCA BMECTE C KOHTPOJILHBIM
IK3EMILIIPOM OINHUCEN (MM MX FOAOBBIX PA3ieioB), yTBepkacHHbIX JIIK Komurera
no aenam 3AI'C u apxuBoB Pecnybmuku Anrtaii.

5.18. Ucropuueckas crpaBka//lOMOJIHEHUE K MCTOPUYECKONH CIPABKE MMEET
CaMOCTOATENBHYI0 HYMEPALMIO JIMCTOB, HOMEPA MPOCTABIIAIOTCA BBEPXY JIMCTA 10
€ro LEHTPY Ha paccTosHUM 10 MM OT BEPXHEro Kpas, Py 3TOM HA NEPBOM JIMCTE
HOMED JIMCTA HE CTABHUTCH.

5.19. Hcropuueckasd cnpaBka//onmonHeHHe K  UCTOPUYECKOH  CIpaBKe
0(OpPMIISIETCS B TPAHULIAX TEKCTOBOTO OIS

30 MM — I€BOE;

10 MM — mipaBoe;

20 MM — BEpXHEC;

20 MM — HUKHEE,

5.20. Tekcr HUctopuueckas crnpaBka//lONMOJIHEHUE K UCTOPUYECKON CIpaBKE K
omucu odopmisieTcs ¢ ucnoap3oBanueM mpudra Times New Roman pasmepom Ne
14, yepe3 1,5 MEKCTPOUYHBINA UHTEPBAI, C A03alHBIM OTCTYNIOM — 1,25 cM.

5.21. B 3aronoBke Bua aokymenra MCTOPUYECKAS CIIPABKA wmm
JIOTIOJIJHEHUE K MCTOPHMYECKOM CITPABKE meuaraeTcs MpONHCHBIMEA

OyKBamu, BBIICTSAETCS MOJTYKAPHBIM MIPU(TOM, IEHTPUPYETCS MO IIAPUHE.
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5.22. Homep poHaa neyaraeTcs Ha CASAYIOWIEH CTPOKE MOCAE BUAA JOKYMEHTA
CTPOYHBIMKA OyKBAMH, BBIJEISETCS TOJYKUPHBIM WIPUQPTOM, HEHTPUPYETCS II0
HIUPUHE.

5.23. HazBanue (pona000pa3oBaTeis MevaracTes Ha CICAYIOIICH CTPOKE MOCIE
HOMEpa (OHIA CTPOYHBIMH OyKBaMH, BBIACIACTCS TMOJMYKHPHBIM — IPUAPTOM,
LHEHTPAPYETCA N0 MIMPUHE. B 3aroNioBKe yKa3bIBACTCA MOCICAHES MOTHOE HA3BAHUE
donmooOpazoBarens.

Hanpuwmep:

NCTOPUNUYECKAS CITPABKA
K ¢ponay Ne P-43
MunucrepcrBo punancoB PecnyOsinku AJrraid

5.24. B xonue HMcropudeckas cripaBka/JlOMONMHEHUE K UCTOPUYECKON CIIPABKA
NOJANKCHIBACTCA COCTABUTENIEM € YKA3aHUEM JTOJKHOCTH M IAThI COCTABJICHUS.

PexBuzutel J{omcnocme cocmasumens, Jlama IOMKHBI OQOPMIIATBCS OT
JIEBO# rpaHMIlbl TEKCTOBOTO MoJisd O€3 a03alHOro OTCTyMa.

PacuiudpoBka mnoanucu B pekBusute [loonuce cocmagumeins JOOJKHA
pacronaratbCsi Ha YPOBHE TOCIHEAHEH CTPOKA HAWMMEHOBAHUS JIOJDKHOCTH
COCTABHUTEIII C OJMHAPHBIM C MPOOEIOM MEXKAY WHULMAIAMU W (HaMUITUEH.
[Tocnennsass OykBa B pacmm(PpOBKE MOAMUCH JOJDKHA OTPAHWYMBATHCA TPABBIM

IMOJICM.

JIOKHOCTh COCTABUTEIS HN.O. ®amunus
(TI0 IT1VICh )

JlaTa

6. PVOPMHUPOBAHUE U ITEPE@OPMHUPOBAHMUE J/IEJI
6.1. opMHUpPOBAHKE U XPAHECHHE JIET J0 MEPEIAYN UX B BEAOMCTBEHHBIN apXUB
6.1.1. B cootBerctBuM ¢ TpeOoBaHusMu [IpaBun neaonpoM3BOACTBA B
rOCy/IapCTBEHHBIX OpraHax, OpraHax MECTHOIO CaMOYNpPaB/ICHUs (YTBEPKIACHHBIX
npukazoM deaepanbHOr0 apxuBHOrO areHrcrea oT 22 mas 2019 roma Ne71)

(opMUPOBAHUE M XPAHEHUE JEJ MOCTOSHHOTO XPaHEHUs U MO JIMYHOMY COCTaBY [0
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nepenayl  uMxX B BEIOMCTBEHHBIA  apXHUB  OCYILECTBISIETCS ~ CTPYKTYPHBIM
noapazaeneHuem u/unn Ciysx00i nemonpon3BoacTB Oprana/Opranu3aiuu.
6.2. OcHOBHBIC TPeOOBaHUs K ((OPMUPOBAHUIO JIET

6.2.1. Ilpu npoBencHWH TPYNNUPOBKA TOKYMEHTOB B J€Jla CICAYET
PYKOBOJCTBOBATbCA HOMEHKIATYpoil nen Oprana/OpraHu3anuu, Npu €€ OTCYTCTBHU
— TNPAMEPHOW HOMEHKIATYPOW [J€JI OJHOPOAHBIX OpraHh3alui, THIOBBIMHU
OTPACIIEBBIM MTEPEUYHEM.

6.2.2. Ilpu ¢popmupoBaHUM A€ AOKHBI COOTIOATHCS CICAYIOUIME MTPABIIA;

— B JICTI0 BKJIFOYAKOTCS MCHOJIHEHHBIE JOKYMEHTHI, COOTBETCTBYIOLIUE [0
CBOEMY COJICPYKAHUIO 3ar0JIOBKY JIEJIa [0 HOMEHKIIATYPE AelT;

— NPWIOKEHUS BKIKOYAKOTCS B JIEJI0 BMECTE C OCHOBHBIM JOKYMEHTOM
(mpunoxkeHust 00beMOM CBbIIE 150 JIMCTOB MOTYT BBIAEISATHCS B OTACIBHBIA TOM
aena);

— B JEJ0 BKIHOYAKTCA JOKYMEHTBlI OJHOTO KaJIeHAAPHOrO ToAa, 3a
UCKJTFOUYCHUEM NEPEXOASAIIMX ACII, CYyACOHBIX ACIT, IMYHBIX JEIT,

— JIOKYMEHTBI TOCTOSSHHOTO W BPEMEHHBIX CPOKOB XPAHEHUS TPYIIITUPYHOTCS B
Aena pa3aciibHO;

— B JIEJIO BKJIKOYAETCA M0 OAHOMY JK3EMIUIAPY KaKI0TO JOKYMEHTA,

— (pakcorpaMMmbl, TeaerpaMmmbl, TEICPOHOTPAMMBI TMOMEIIAOTCA B J€ha C
MIEPEIUCKOM,

— B JIENI0 MOMEIIAITCS AOKYMEHTHI MPABUIBLHO W MOJHOCTHIO O(OPMIICHHBIE
(JIOKyMEHTHI TOJIKHBI UMETh J1aTy, MOJAMUCH U IPYTUE HEOOXOIMMbIE PEKBU3UTHI );

— B JENI0 HE BKJIKOYAKOTCS JOKYMEHTHI, TOMJIEKAIUME BO3BPATY, JIUIIHUC
AK3EMIUISIPBI M YEPHOBUKH (32 UCKITFOUEHUEM 0COO0 LICHHBIX );

— Mo 00BEMY [I€JI0, BKITIOUAOIIECE NTOKYMEHTHI HA OYMaKHOM HOCHTENE, HE
JOOJKHO TpeBBIIATh 250 JUCTOB TP TONIMMHE HE Oosee 4 ¢M (TOJIMHA OEN CO
cpokamu xpaHeHust a0 10 net He mospkHa npeswimare 10 cm). [Ipu npeBbiicHrn

JAHHOTO 00bEeMa 3aBOIMTCS BTOPOI M MOCJIEAyOMMe ToMa. [1py Hau4uum B Jeme
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HECKOJIBKUX TOMOB, WHIEKC U 3arojIoBOK JI€a MPOCTABIISIFOTCS HA KAXKIOM TOME C
no0aBiieHUEM 0003HAYCHUSI HOMEPA TOMA U, P HEOOXOIMMOCTH, 3arojOBKa TOMA;

— JNOKYMEHTBI BHYTPH J€Jla PaCHoJIararoTCs B XPOHOJIOTMUECKOW (CBEPXY
BHU3 ), BOIIPOCHO-JIOTUYECKO MOCTIEAOBATEIIBHOCTH UM UX COYECTAHUH.

6.2.3. IIpaBOBBIE aKThI, PACTIOPSIAATENBHBIE JOKYMEHTHI TPYIIIUPYIOTCS B J€TIa
0 BUJAM U XPOHOJIOTHH € OTHOCAUIUMUCA K HUM TTPUIIOKCHUAMMU.

6.2.4. JIOKyMEHTBI — OCHOBAaHHWA K paCIOPAOUTEIIBHBIM JOKYMEHTam
BKJIFOYAKOTCS B OTIEIBHOE JENO.

6.2.5. IIpOTOKONBI B AEE PACIOIATAXOTCS B XPOHOJOTHYECKOM MOPSAKE U MO
HOMEPaM.

6.2.6. JIOKyMEHTHI K 3aCCHaHUsIM (COBEIIAHMAM ) TPYMITHPYIOTCS B OTAETBHOE
JEJI0, €CJIU KOJIUYECTBO JIMCTOB B JIEJE C MPOTOKOJIAMU U MPUTIOKEHHUSIMU K HUM HE
npesbiacT 250 JIMCTOB.

6.2.7. JIOKYMEHTBl K TPOTOKOJIAM, €CJIM OHU CrPYIIMPOBAHBI B OTIACIBHBIC
Aena, CUCTEMATU3UPYIOTCS BHYTPU [Aeja IO XPOHOJIOTMM W MOPAJKY HOMEPOB
IPOTOKOJIOB.

6.2.8. HopmaruBHblE  aKTbhl,  yTBEKACHHBIE  PacHOPSIAWUTEIBHBIMU
JOKYMEHTAMH, SIBJSIOTCS MPWIOKECHUSIMHA K HUM W BKJIFOYAKOTCSA B JCJIO BMECTE C
YKa3aHHBIMU JOKYMEHTAMH.

6.2.9. TlocTaHOBIICHHUS, PELICHUS, NPUKA3BI, PACHOPSHKEHUS MO OCHOBHOM
JAEATELHOCTH TPYNIUPYIOTCA OTACIBHO OT MPUKA30B, PACIIOPSIKEHUANA TI0 JIMUHOMY
COCTaBY M TIPUKA30B, PACHOPLKEHWA TI0 AJIMWHUCTPATUBHO-XO3IUCTBCHHOM
HNEATEIBHOCTH.

6.2.10. ITpukaspl, pacnopsLKEHUS MO JUYHOMY COCTaBY (POPMHUPYIOTCS B J€ia B
COOTBETCTBUH CO CPOKAMH XPAHEHUSI.

6.2.11. JIOKyMEHTBl B JIMYHBIX [€JaX PAaCIONAraroTcs B XPOHOJIOTHYECKOM
HNOPSIAKE MO MEPE UX MOCTYIUICHUS.

6.2.12. IInanbl, OTYETHI, CMETHI TPYNIUPYIOTCA OTACIBHO OT PACYETOB K HUM.
[[maHbl ¥ OTYETHI TPYNIUPYIOTCH B JIE€NIA TOTO IO/, K KOTOPOMY OHH OTHOCSTCSA IO

CBOEMY COJACPIKAHHUIO, HE3aBUCUMO OT BPEMEHM WX cocTaBlicHud. [Lianwl,



37

PACCUMTAHHBIC HA HECKOJBKO JieT, (HOPMHUPYIOTCS B AENa MO HAYAJIBHOMY TOJYy WX
NCUCTBUS, OTYETHI O BBIIOJHCHWM TAKWAX IUIAHOB (DOPMHUPYIOTCS B J€ja IO
MMOCJIEAHEMY IOy ACUCTBUS IJIAHA.

6.2.13. JlokymeHTHl HHPOPMAMOHHOTO XapaKkTepa Mo UCIMOIHCHUIO MIPABOBOTO
akta Poccuiickoii ®enepaunn wim cyObekta Poccuiickoin denepanyu (CrpaBKwy,
OTYETHI), HAXOAAUIEMYCS HA KOHTPOJIC, MOJIIMBAKOTCA B 3aBEJCHHOE HA 3TOT akKT
neno. B cimydae ecnm HAa mpaBOBOM akT JENI0 HE 3aBOAMIIOCH, TO JOKYMEHTHI
NOAIIMBAKOTCS B ACJIO ¢ NEPENUCKON MOCTOSHHOTO XPAHECHHUS 3a TEKYLUI TOJI,

6.2.14. Ilopyuenus IIpesunenra Poccuiickoit denepanvi U JTOKYMEHTHI 110 UX
UCTIOJIHEHUIO COCTABIISIFOT €IUHBIN KOMIUIEKC TOKYMEHTOB U ()OPMHUPYIOTCS B JIENA B
XPOHOJIOTMYECKOM MOPSIAKE 10 JaTaM OTBETOB.

6.2.15. Ilepenmcka rpymmupyercs B Jena MO  TEMATHKE  W/WIK
KOPPECNIOHAEHTAM U CUCTEMATH3UPYETCS B XPOHOJIOMMYECKOH NOCIEA0BATENILHOCTH:
JOKYMEHT-OTBET MOMEIIACTCS 32 AOKYMEHTOM-TIPOCKOOH (0OpallieHHEM, 3alPOCOM ).
[Ipn BO30OHOBIEHMM TEPEMUCKUA MO OMPEACICHHOMY BOIPOCY, HaYaBUICKHCS B
OPEABIAYIIEM TOAY, JOKYMEHTBI BKIFOUAKOTCA B AENIO TEKYLIETO ro/a ¢ YKA3aHUEM
UHJEKCA Jena MPpeAbIAYIIEro roja.

6.2.16. Ilpm HeOOMbIIOM O00BEME [IOKYMEHTOB OJHOTO BHJA, B Clydae
NPOBEICHHUS YIIOPSAAOUEHUS TOKYMEHTOB 34 HECKOIBKO JIET, JOKYMEHTHI MOTYT OBITh
cOpPMHpPOBAaHBl B JIEJIO0 MO BUJAM JOKYMEHTOB B TMPEACIAX HECKOJIBKHUX
KAJICHIAPHBIX JIET.

Hanpumep:

Ipuxazer eenepanvrioco oupexmopa no audnomy cocmasy sa 2001-2003 200wvi

6.2.17. JlokyMeHTBI (JOPMHUPYIOTCA B AENA MO CIEAYIOIIAM NPU3HAKAM:

6.2.17.1. HomunaneHblii. OCHOBaHMEM il TPYIIHAPOBKH CIYXKUT BHJ
OOKYMEHTA (MPUKA3bl, PACIIOPSHKCHUSI, TPOTOKOJIBI, IITATHBIE PACTIMCAHUS, TUIAHBI,
OTYETHI U JP. ),

6.2.17.2. ABropckuii. B nene rpynnupyrorcs AOKYMEHTHI OJHOIO aBTOPA

(Oprana/OpraHuyzatyn).
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Hanpumep:
Ipuka3zel, yrazauus, peuenus Koecuu
Komumema no oenam 341 C u apxueos Pecnybiuxu Anmari

6.2.17.3. IlpeaMeTHO-BONPOCHBbIA  (TeMmarnucckuii). OCHOBaHWE  JUIS
IPYIIIAPOBKH — €AUHCTBO TEMBI JTOKYMEHTOB.

Hanpumep:

Jloxymenmur no npogeoenuio Koinecuu
Komumema no oenam 341°C u apxusoe Pecnybnuxu Anmaii
(niarol, omyemvl, CNPABKU, UHDOpMayuu u op.)

6.2.17.4. KoppecnoHAeHTCKU. CHy>KUT Ui TPYIIHUPOBKH TEPEIUCKA C
OJIHMM WJIA TPYNNOA KOPPECTIOHAEHTOB.

Hanpuwmep:

llepenucka ¢ Munucmepcmeom yugposozo pazeumusi Pecnyonuxu Anmati no

gonpocam npoghubHoll OesimelbHOCmu

[Tpu dhopMupoBaHUM A€ NAHHBIN MPU3HAK UCTOJB3YETCS PEAKO (B OCHOBHOM
B COBOKYITHOCTH C APYTUMH MPU3HAKAMMU ).

6.2.17.5. T'eorpaduueckuii. Ilpeamonaract OOBECOAUHEHWUE B OJHOM JIETIE
HECKOJIBKMX KOPPECIIOHICHTOB, HAXOAAIMXCS Ha ONPEIEIICHHON TEPPUTOPHU.

6.2.17.6. Andasuthsiii. Mcione3dyetrcs npu GOPpMUPOBAHUA ACT TIO JTUYHOMY
COCTaBy (JIMYHBIE JC/A, JIMYHbIC KAPTOUYKH, JIMIECBbIC cueTa W Ap.). J[OKyMEHTHI
CHUCTEMAaTU3UPYIOTCS B CTPOroM aj(aBUTHOM Mopsake (paMuauii uam Ha3BaHWi
BILJIOTH JI0 MOCJEAHEH OYKBBI CJIOBA.

6.2.17.7. Xpononoruyeckuii. Ciy»KuT as rpynndpoBKA B Jeja TOKYMEHTOB
32 KaKOW-1TM00 XPOHOJIOTUYECKHUI MEPHO L.

6.2.18. Yame BCEro NPUMEHSETCA COYETAHUE HECKOJIBKUX TPU3HAKOB
TPYNNUPOBKK JTOKYMEHTOB B ACJA, YTO AACT BO3MOMKHOCTD TTy0KE PACKPBITh COCTaB
U COIEP)KaHWE MJOKYMEHTOB, 4YETKO CGOpPMYIMpPOBaTh 3arojoBku pAen. Tak,

PacoOpPsIUTENIbHBIE JOKYMEHThI (MPUKa3bl, PACTIOPSKEHUS U JIP.) TPYNIIUPYIOTCA B
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A0 N0  HECKONBbKMM  MpPU3HAKaM:  HOMHMHAJIBHOMY,  aBTOPCKOMY  H
XPOHOJIOTHYECKOMY .

Hanpumep:

Pacnopsanxcenus NeNe [-200 no ocrosnotl OesmenvHocmu 3a 2019 200

6.2.19. I1l1aHOBO-OTYETHBICE JOKYMEHTBI MOLYT T[PYNIOUPOBATLCA MO
HOMHHAQJILHOMY, aBTOPCKOMY, IPEIMETHO-BOMPOCHOMY M XPOHOJIOTHYECKUM
IIPU3HAKAM.

Hanpumep:

L'ooosas cmema pacxooos Munucmepemesa na 2019200, 1 000601 omuem
YAPasIeHUs KyJIbmypsl 0 NPOGEOCHUU KYIbIMYPHO-NPOCEeMUmMeibHot pabomel 3d
2019 200

6.2.20. Ilepenucka TpynmnuapyeTrcs MO HOMUHAIBHOMY, TMPEAMETHO-
BOIPOCHOMY, KOPPECIIOHACHTCKOMY WJIH T'e0rpaduuecKoMy MPU3HAKAM.

6.2.21. Jluueseie cueta GOPMUPYOTCS MO XPOHOJOTHYECKOMY U aJI(PaBUTHOMY
(no andasuty GpamMunii pabOTHUKOB) MPU3HAKAM.

6.3. @OpMUPOBAHHE OTACIBHBIX KATETOPUN A€ MOCTOSIHHOTO XPAHEHUS

6.3.1. Ilonmoxkenus, YcraBel Oprana/Opranu3anuy GOpMUPYIOTCS B OTAECIIBHBIE
Jena 10 TOAY VTBEPXKICHUS WM PErucTpauyu. Tak Kak MOJIMHHBIE SK3EMIUIAPHI
YKA3aHHBIX JOKYMEHTOB MOTYT XPaHWThCA B (POHOAX BBILIECTOSINMX OPraHW3aLWH,
VTBEP)KAAFOIIMX HMX, B PETUCTPUPYIOIIMX OpraHax B JEJI0 MOMELIAIOTCA 3aBEPEHHBIE
KOIHMH JTOKYMEHTOB, YTO OTPAXKAETCA B 3ar0JIOBKE K JCIY.

6.3.2. IlonoxxeHus O CTPYKTYPHBIX IMOJAPA3AECICHASIX U THIIOBBIC JOLKHOCTHBIC
UHCTPYKUMH PAaOOTHUKOB (JOPMUPYIOTCS B OTACIBHBIE AENa B IPEAEax rofa B ciaydac
VIBEP)KACHAS ~ WX  HEMOCPEACTBEHHO  PYKOBOJMTENEM  —  ITPOCTABJICHUEM
COOCTBEHHOPYUHOI mnoamucd B rpude yTBepxkacHus. B ciaydae yTBEp)KIACHUS HX
PacnopsAIMTENEHBIMU JOKYMEHTAMHU, SIBIISIOTCS NPUIOXKEHUSIMHI K HUM U BKJTFOUAKOTCS B
JEJI0 BMECTE C YKA3aHHBIMU JIOKYMEHTAMHU.

6.3.3. MHnuBAayanbHBIE NOJDKHOCTHBIE MHCTPYKLMHM BKIIFOUAKOTCS B JIAMYHBIE

nena pabOTHUKOB.
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6.3.4. PacnopsauTenbHble JAOKYMEHTBI (TIOCTAHOBIICHMS, PACTIOPSHKEHMS,
NPUKA3bl) TPYMIMPYIOTCS B JIENIa TIO BUJAM W XPOHOJIOTHHM C OTHOCSINMMHUCS K HUM
PUIIOKEHUSIMMU:

— MPUKa3bl IO OCHOBHOM ACITENBHOCTH,

— MPUKA3bI [0 JTUYHOMY COCTaBY,

— MPUKAa3bl [0 AAMUHUACTPATUBHO-XO03SIIICTBEHHBIM BOITPOCAM.

6.3.5. B cinywae ecim B aenonpousBoiactee Oprana/OpraHu3aiyy TPUKasbl,
pacnopsyKeHUs 110 OCHOBHOM, aAMHHWCTPATHBHO-XO3SIMCTBEHHON NEATENIBHOCTA U 110
JMYHOMY COCTaBY M3JaHbl ¢ €IUHON BAJIOBOM HyMEpauMei, MPOU3BOIUTCS BBIACIICHUEC
U3 JIeN MPUKa30B MO aJMHUHWCTPATUBHO-XO3SIMCTBEHHBIM BOMPOCAM W MO JIMYHOMY
COCTaBY ¢ (POPMHPOBAHUEM OTACTBHBIX €. O BBIICICHUE YKa3aHHBIX TOKYMEHTOB W3
J€J1 YKA3bIBACTCH B MIPEIUCIIOBUU K OITUCH.

6.3.6. K npukazam 1o aIMUHUCTPATUBHO-XO03AHCTBEHHBIM BOIPOCAM OTHOCSTCS:
NPUKA3Bl O TIEPEHOCE PAdOYEro AHS, O PAdOTE B MPA3AHUYHBIC W BBIXOJHBIC THH, 00
WU3MEHECHUH pekrMa padOoThI, O TPOBEICHAN MHBEHTAPU3aLiK 1 JIP.

6.3.7. Ecnv KOJIMYECTBO MPHUKA30B (paclopsbKEHWI) TO aAMWHHCTPATHBHO-
XO3HCTBEHHBIM BOMPOCAM HE3HAUUTEIBHO, UX BBIJICIICHUE MOYKHO HE TTPOBOUTH.

6.3.8. B Hekoropelx Opranuzaipsax MpaBO M3[AAHUS  PACHOPSANTEIBHBIX
JOKYMEHTOB MMEET HECKOJIBKO JODKHOCTHBIX JIHI (TEHEPATBHBIM TUPEKTOP, TIABHBIHM
WHIKEHED).

6.39. Ecnu pacnopsaMTenbHBIE AOKYMEHTHI OJHOIO BHJQ, MOANMCAHHBIE
HECKOJIbKUMH JOJDKHOCTHBIMH JIMLIAMH, W3IaBATUCH C €ANHONW BAIIOBOM HyMEpaLei, TO
OHHU (DOPMUPYIOTCS B OJIHO JIENO.

6.3.10. B caydae w3maHus pacroOpSAMTENbHBIX JOKYMEHTOB OJHOTO BHIA,
MOJITMCAHHBIX HECKOJIbKUMU JOJDKHOCTHBIMM JIMIAMM, C OTAEJIbHOM HyMmepanuei
JOKYMEHTOB, (POPMHUPYIOTCS OTACIBHBIEC ACNa C PACIOPIIUTENbHBIMA JOKYMEHTAMU IO
ABTOPCKOMY ITPU3HAKY.

6.3.11. B HUCKIIIOUATEIBLHBIX  CAy4Yasx €CIM B JCJIONPOU3BOJICTBE

Oprana/Opraiv3anun  pacnopsMTEIbHBIM JTOKYMEHTAM PA3HBIX BHJOB (IIPUKA3bI U
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pacnopsbKeHUs) MPUCBOCHA €IMHAs BAJIOBas HyMepanus, T0 Ux (GOPMHUPYIOT B OIHO
JEJI0, O YeM OTMEYAETCS B MIPEAUCIIOBUH.

6.3.12. Eciiv opraHaMy MCIIOJIHUTENILHOM BJIACTU W3JAKOTCS PACIIOPAAUTEILHBIE
JOKYMEHTHI T0 Pa3JIMUYHbIM HANPABICHUSIM JEATEIIBHOCTA C OTACIBHONH HyMEparuei
OOKYMEHTOB, TO (DOPMUPYIOTCA OTHENIBHBIC Jefla MO0 KaKIOMY HAlpPaBJICHHUEO
JEATENBHOCTH.

6.3.13. PacnopsauTenbHble  JOKYMEHTHI  BBIIIECCTOSIIMX  OPraHW3aLMid,
oTHocsumecss K jesarenbHoctd  Oprana/OpraHu3anuu, BCECTOPOHHE U MOJTHO
OTPAXKAIOIINE JIEATENBHOCTh, (OPMUPYIOTCS B OTACIBHOE JEN0 TIOCTOSHHOTO
XPaHEHUSL.

6.3.14.  VYcrtaBbl, MOJOXEHWSA, WHCTPYKLUUU, PEIJAMEHTHI, IITATHHIE
pacnucaHdss W JOpyTue  AOKYMEHTBI,  YTBEP)KACHHBIE  PaCHOPAAMTEIIbHBIMUA
NOKYMEHTAMH, SABJIAKOTCA TPWIOKEHUAMH K HHAM W TPYIIIAPYIOTCS BMECTE C
YKa3aHHBIMUA JOKYMEHTAMH.

Ecimm >xe OHM yTBEpKACHBI B KAUECTBE CAMOCTOATEIBHOIO JOKYMEHTA, TO WX
IPYNIAPYIOT B CAMOCTOSITENBHBIC AETIA B COOTBETCTBUM C MHACKCOM A€, YKA3aHHOTO B
HOMEHKJIAType Jell.

6.3.15. Ilopyuenus ['naBel PecnyOnukn Anrtaii, [lpencenarens [IpaBurenscrea
Pecriybnuku  Anrail, 3amectutencii Ilpencenarens [lpaButensctBa PecmyOnmku
AJnTaii, OpraHoB UCTHOJHUTENBHONW BrIacTH PecnyOnnkn AJiTaid U TOKyMEHTBI 10 MX
UCTIOJIHEHMIO TPYTITUPYIOTCA B JIENIA B OPAIKE BO3PACTAHUSA 1AT UITK HOMEPOB NOPYYCHHH.

6.3.16. IIpoTokonsl (3acenaHuii KOJUIETHAJIbHBIX OPraHoB, KOMHCCHUH,
COBElIaHU, KOH(EepeHIUH, ChEe3A0B) IPYNMUPYIOTCS BMECTE C JOKYMEHTaMH, Ha
OCHOBAHHUH KOTOPBIX OHU FOTOBHUJIUCH (MOBECTKA AHS, NTOKIIAIbI, MPOCKTHI PEUICHUIA U
Ip.) MO XPOHOJOTHU W TOPSIKY HOMEPOB B OJHOM JIE€N€ WU OTHENBHO KAXKABIA
OPOTOKOJ, B 3aBUCHMOCTH OT O0BEMA TPOTOKOJIA W TMPUIATACMBIX K HEMY
JOKYMEHTOB, KOTOPBbIE MOMEIIAKOTCS TOCJIE MNPOTOKOJIOB B IMOCIEI0BATEIILHOCTH
pPaccMOTPEHHS BOTTPOCOB.

6.3.17. Tlpr 3HaUUTENLHOM 00BEME MPUJIArAEMbIX K MPOTOKOJIAM JTOKYMEHTOB

(I[OKYMGHTI)I K HOPOTOKOJaM MCEKBCIOMCTBCHHBIX KOMHCCHI (qepTqu/I, CIIPpaBKH,
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IUIAHBI, CXEMBI) MOTYT COCTAaBJIATH HECKOJBKO TOMOB), OHH BBIACHSIOTCA B
OTHENbHBIE  JA€na, TA€  JOKYMEHTHl  CUCTEMATH3UPYIOTCS MO TOPSAKY
paccMaTpyUBacMBIX BOIPOCOB B IIPOTOKOJIE.

6.3.18. CTeHOrpamMmbl 3ace1aHiii (JOPMUPYIOTCS B OTACIBHBIC JCTA.

6.3.19. [InanoBas u OTYECTHAA JOKYMCHTALMS (B TOM YHCJIE CMETHI JOXOJ0B H
pacxoaoB, (PMHAHCOBBIE TUIAHBI, OYXTANTEPCKUE OTUYETHI U AP.) MOMEINAECTCA B Jeia
TOTO TOJIa, K KOTOPOMY OHAa OTHOCHTCSI IO CBOEMY COAECPXKAHUIO, HE3ABUCHUMO OT
BPEMEHH €€ COCTABJICHUS, YTBEPYKICHHS MJIH 1aThl TOCTYIJICHHUSI.

6.3.20. IlepcreKTUBHBIE TJIaHBI AOJKHBI OBITH OTHECEHBI K HAYAJIbHOMY IOy
WX JICACTBUS, OTYETHl O BBIOTHEHUM MEPCIIEKTUBHOIO IJIaHA — K MOCIIEIHEMY TOLY
JNEHCTBHSA TUIaHA. JJOKYMEHTBI O KOPPEKTUBAX K MEPCIIEKTUBHOMY IIJIAHY OTHOCSTCS K
TOMY F'OAy, Ha KOTOPBI OHU COCTABJICHBI.

6.3.21. TIporHo3bl, MNEPCHNEKTUBHBIC TUIAHBI (POPMUPYIOTCA OTACIBHO OT
rOJOBbIX IJIAHOB. [IpM OTCYTCTBMM TOAOBBIX MJIAHOB (OTYETOB) HA MOCTOSHHOE
XPaHEHUE OCTABIISIOT MOJIYTrOAOBBIC, KBAPTAIBHBIE WM MECSYHBIC MJIAHBI, KOTOPBIC
(GopMUPYIOTCS B AeIa IO XPOHOJIOTHH.

6.3.22. lloACHUTENBHBIE 3alUCKU JOJDKHBI IMPEABAPATH OTYET WIM IUIAH,
MIPUJIOKEHUS PACIIONAraroT 3a OCHOBHBIM JOKYMEHTOM.

6.3.23. CTaTUCTHYECKUE OTYETHl TPYNINHUPYHOTCS B OOHOM JEJIE II0
HAIPABIICHUIO IEATEIILHOCTH BMECTE € APYTUMH TOKYMEHTAMH 10 JAHHOMY BOIIPOCY
C OJIMHAKOBBIM CPOKOM XPaHCHHUS.

6.3.24. CTaTuCTAYECKUE OTYETHI TPYMIHUPYIOTCS B Pa3HbIC JAC/A ¢ Pa3HbIMU
CPOKaMH XPaHECHUS.

6.3.25. T'omoBoit Oyxrantepckuii oT4eT GOPMUPYETCS B ACTONPOU3BOJCTBE
Oprana/Opranuzanuu 1 pacGOpMUPOBAHUIO HE TIOAJICIKHT.

6.3.26. B ciyyae noCTyIUIEHUS] TOKYMEHTOB B POCCHINTHA OyXTanTePCKUil OTUET
(opMUpPYyETCS B CIEAY FOLIEM TTOPSIKE:

— MOSICHUTEIIbHASA 3alMCKA K OTYETY,

— 0aJjaHc;

— IIPHJIOKCHHUSL.
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6.3.27. IlpunoxeHust K OyXTanTepCcKOMy OTYETY CHCTEMATH3UPYIOTCA B
NOCIIEAOBATENIBHOCTH ~ CTaTe  0ajmaHca WM B TMOPAJAKE, YCTAaHOBIEHHOM
COOTBETCTBYIOLIEH OyXTanTePCKO MHCTPYKIIUEH.

6.3.28. JIOKyMEHTBI MMOJABEIOMCTBEHHBIX OPraHU3alUi, TEPPUTOPUAIBHBIX
OpraHoB OOIIECTBEHHBIX O0BECIMHEHMIA, MOCTYMAOMME HA OCTOSHHOE XPAHECHUE B
coctase (onaa Oprana/OpraHu3zanuy TPYNIAPYIOTCS B CAMOCTOATENBHBIC JIENA 110
KKAO0H OpraHusanuu jJu00 MO MPEIMETHO-TEMATHUYECKOMY WM HOMHHAIBHOMY
[PU3HAKAM 10 BCEM MOABEJOMCTBEHHBIM OPraHHU3aLMSIM.

6.3.29. JIoroBopsl, COMIALIEHUs NOCTOSHHOIO XPAHEHUS NPHU OTCYTCTBUH B
JOKYMEHTE CPOKA OKOHYaHMs IEHCTBHUS JOrOBOpPA, COMNIAMEHHUS (POPMHUPYIOTCS B
JEJIO TI0 TOAY MOANKMCanus. BHYTpH nena (Mpu HATMYAU HECKOJIBKUX JI0OTOBOPOB) OHU
MOTYT pacnojaratbCs B al(PaBUTHOM MOPSAAKE HA3BAHWS OPraHMA3ALMNA, CTPaH, IO
XPOHOJIOTUH HJIH TI0 TEMATHYECKOMY MPHU3HAKY ).

6.3.30. HoroBopsl (KOHTPAKThI) ¢ YKa3aHUEM CPOKOB MX ACHCTBUS (OCOOEHHO
TE, KOTOpBIE coAcp)KaT (PUHAHCOBBIE O00S3aTENbCTBA), ACIONPOU3BOJACTBO, MO
KOTOPBIM BEJETCS B TEUEHHUE JUTUTENBHOIO NEPHOAA BPEMEHU, POPMUPYIOTCS MO AATE
OKOHYAHUS CPOKA JCHUCTBHS TOTOBOPA (KOHTPAKTA).

6.3.31. Ilepenucka, otoOpaHHas Ha MOCTOSHHOE XPaHEHUE, TPYNIUAPYETCS B
JeNe B XPOHOJOTMYECKOW NOCIEAOBATENBHOCTH 34 OJIWH KAJICHAAPHBIA TOJ,
JOKYMEHT-OTBET MOMEMIAETCS 38 JOKYMEHTOM-3aIPOCOM. XPOHOJIOTHs COOJIFONAETC
N0 WHULMATUBHBIM  JOKyYMEHTaM. [Ipy  BO30OHOBJIECHMM TMEPEMHCKH  T10
ONMPEACACHHOMY  BOIPOCY HAuYaBLIEMCS B  NOPSABIAYIIEM T[OAY JAOKYMEHTHI
BKIIFOYAKOTCS B Jeno Tekywero roja. [lpuw ¢opmupoBaHuM Takux Jen B
ACTONPOU3BOACTBE HA JOKYMEHTaX TEKYLIETO TOJa YKa3bIBACTCA MHJICKC Aena
IPEIBIAYIIETO TOAA.

6.3.32. B 3aBucumoct o1 crneuuukn aestenbHocTr Oprana/Opranusanyuu
NEPENMCKA MOKET TPYNIIMPOBATHCS TAKKE 32 YUEOHBIH TOMI, CPOK CO3BIBA BEIOOPHBIX
OpPraHoB H T.J.

6.3.33. Ilepenucky HEOOXO0AMMO TpYNIHUpPOBaTL B Jejla CO BCEMH

NPUIIOKCHUAMHA, BO3HUKIHIMMHA B XOJAC PCHICHHUA MAHHOT'O BOIIPOCA. Bo3MoskHO
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(GopMuUpOBaHUE [€a ¢ MEPENUCKON MO KOPPECMOHACHTCKOMY, TEMATHYECKOMY H
OPYTUM TpU3HAKaM. BHYTpM Takux nOen JOKYMEHTbl CHCTEMATHU3UPYIOTCS T10
XPOHOJIOTHH.

6.3.34. TlpennoxxeHus, 3asBJICHUS, >KaJl00bl TpakaaH, OTOOPAHHBIC JJId
MOCTOSSHHOTO XPAHCHHUS, TPYNIIAPYIOTCS B IEJE O an(aBUTy 3asIBUTENCH 34 KayKIbIid
KJICHAApPHBIA 104, Bce JOOKYMEHTBI, OTHOCANIMECA K OJHOMY 3asBUTEIIIO,
COCTABJIIFOT CaMOCTOsTENbHYI0 Tpynny. [loBTopHBIE NOpeIOoKEHUs, 3asBICHUS
rpakjaH TPYNIUPYIOTCS BMECTE C MEPBUYHBIMU JOKYMEHTaMU. BHYTpH rpymnmbl
JOKYMEHTHI PACIIONATal0TCs B XPOHOJOTHYECKOM TIOPSAIKE.

6.3.35. Jlena, c(HOpMHUpPOBAHHBIE W3 PA3JIMYHBIX JOKYMEHTOB MO OJHOMY
BONPOCY, HO  HE  CBSI3aHHBIX C  TOCJEJIOBATECIBHOCTBIO  WCHOJIHEHUS,
CUCTEMATU3UPYIOTCS IO XPOHOJIOTHH, TIO ABTOPCKOMY, TEPPUTOPUATEHOMY TIPA3HAKY
1 JIp., B KQUECTBE BU/IA Jc/Ia YIOTPEOIACTCA TEPMUH «JTIOKYMEHTBI.

6.3.36. JIOKyMEHTBI NOCTOSHHOTO XPAHEHWs, BBINOJHEHHBIC B »KYPHAIBHOU
dopme (TPOTOKOJIBI 3aceiaHuii KOMUCCHIA U JIp.) pachOpMUPOBAHUIO HE TOJIJIEKAT.
[Tpuno>keHust K HUM (CIPaBKU, OTYETHI U AP. ) GOPMUPYIOTCS B OTAENbHBIC AENA.

6.3.37. lokymenTsl ¢ rpudom «ICID», coneprkamue CBEAeHUSI OTPAHUYEHHOTO
pacnpocTpaHeHus, (POPMUPYIOTCI B COOTBETCTBMM C  WHCTPYKIMEH MO
JEJIONPOM3BOACTBY M HOMEHKIIATYPOit nen Oprana/OpraHu3anuy.

6.4. ®OPMUAPOBAHUE OTJECIBHBIX KATETOPUIA JICJT IO IMYHOMY COCTaBY

6.4.1. IIpukasbl (pacnopsbKEHHs ) 10 IMYHOMY COCTaBY T'PYNMNHUPYIOTCA B €A
B COOTBETCTBHMH ¢ YCTAHOBJICHHBIMU CPOKaMH X xpaHeHus (50 et wnn 5 jier).

6.4.2. K npukazam, UMEOIUM CPOK XpaHeHHs 50 JIeT, OTHOCATCS CIAEAYIOLIUE

BUJIBL;

— 0 TpUEMe, TEPEBOJEC, YBOIBHEHUM (MPECKPALICHUU ACHCTBUS TPYAOBOTO
KOHTPAKTA);

— 00 u3MeHeHUM (paMUIINH,

— 0 TMOOUIPEHUSX, OOBSBICHUM OJArOJapHOCTH, HATPAKICHUM MMOYETHOM
rPaMOTOM;

— 00 yCTaHOBJICHUHU OKJIAJ0B,
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— O BPEMEHHOM 3aMELIEHUH TOJKHOCTH,

— 00 yCcTaHOBJIEHUM JAOIUIAT, HAA0ABOK K OKJIaay;

— O IPEMMPOBAHNUMN,

— O IPUCBOCHMHM KJIACCHBIX YMHOB, Pa3psIOB;

— 0 3arpaHU4HBIX KOMAaHAUPOBKAX;

— O JUIATEIBHBIX BHYTPUPOCCUICKNX KOMAHANPOBKAX;

— 0 AEKPETHBIX OTITYCKAX;

— 00 0TOyCKax MO yXO1y 3a PEOCHKOM.

6.4.3. K npukaszam 1o JIMYHOMY COCTaBY, UMEIOLLMM CPOK XpaHEeHUs S JIeT,
OTHOCATCS CIEAYIOLUUE BUMBI:

— 0 NMPEAOCTABICHUH OUEPEIHBIX U YUEOHBIX OTITYCKOB,

— 0 NMPEAOCTABICHHUH OTITyCKa 0€3 COXpaHEHMs 3apa0OTHOM IIaThl;

— 0 TPENOCTABICHUM OTTYJIOB 3a HEWCIIONB30BAHHBIM OTIMYCK M padboTy B
BBIXOJHBIE THU;

— 0 AeKYPCTBAX,

— O B3BICKaHUAX,

— 0 KPaTKOCPOYHBIX BHYTPUPOCCUNCKUX KOMAHAUPOBKAX.

644, Ecm B aenonpousBoiactee  Oprana/OpraHusanyv — MPUKAa3bl,
pacropsHKeHUA M0 JUYHOMY COCTaBY € PasHBIMH CPOKAMHM XPaHEHUs HM3JAI0TCA C
C€OUHOM BAJIOBOM HyMEpalUe, MPOU3BOAUTCA BBLACICHUE W3 JEJ IPUKA30B CO
cpokoM XxpaHeHus —50 net u 5 et ¢ popMupoBaHreM OTAETBHBIX €. O BBIACIEHUE
YKa3aHHBIX JOKYMEHTOB U3 JEJI YKA3bIBACTCS B PEANCIOBUH K OIHCH.

6.4.5. IIpukasbl 0 TMYHOMY COCTaBY CHUCTEMATU3UPYIOTCA B A€TaX B MOPSIKE
BO3pacTaHusl HOMEPOB U AT PUKA30B B MPEALIIaxX KaJIEHAAPHOIO roja.

6.4.6. BBIBISIOTCS OTCYTCTBYIOLIME MPUKA3BL, OPraHU3yeTCs UX MOUCK. 1lpu
yTpare npukasa 1o JM4HOMY COCTaBy BO3MOXKHA €r0 3aMEHa JOKYMEHTA 3aBEPEHHOMN
Konuen. Eciu B mpHKaszax Mo JIMYHOMY COCTaBY HapylleHa HyMepauus, UMEHTCA
JUTEPHBIE HOMEPA, NMPONYLIEHHBIE B AEJIOMPOU3BOACTBE HOMEPA, IBOMHBLIE HOMEDPA,

TO IpUKA3bl CUCTCMATUSUPYIOTCH 110 JaTaM, HC3aBUCUMO OT HOMCPOB. OTcyTCTBI/Ie
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OTJENBHBIX MPHUKA30B OTMEYACTCS B 3arojOBKE Aena, a Tpu OONbIIEM KOJUYECTBE
OTCYTCTBYIOIIMX TOKYMEHTOB - B IPEAUCIOBUU.

6.4.7. JIOKYMEHTHI, SBIISIOIIMECS OCHOBAHMEM K NPHUKa3aM MO JUYHOMY
COCTaBy CO CpOKOM XpaHeHMss 50 J5erT (3asBICHHS, COPAaBKH, JOKJIAIHbIE |
OOBSACHUTENBHBIC 3aMACKA W JIP.), MOMCIIAKTCA B JIMYHBIC Jena PaOOTHUKOB, HE
BOILIEAINKME B COCTAB JIMYHBIX JIENT — (POPMUPYIOTCA B OTACIBHBIC Acia BPEMEHHOTO (50
JIET) CPOKA XPAHEHMSI.

6.4.8. JIOKYMEHTBI, SIBJIIOINUECS OCHOBAHMEM K IIPUKa3aM IO JUYHOMY
COCTaBY CO CPOKOM XpaHEHUs S5 JeT (3asBliCHUs, CHPaBKW, JOKIAHbIE H
OOBICHUTEIBHBIC 3aMMCKH WM JIP.) TOMEINAIOTCS B JHWUYHBIE Jefa pPaOOTHUKOB, HE
BOIIIEAINNE B COCTAB JIMUHBIX JIET — (POPMUPYIOTCS B OTACHBHBIC €Na BPEMEHHOTO (5
JIET) XPaHCHUSL.

6.4.9. Ilpn ynopsa0uYEeHUM KOMIUIEKCOB JOKYMEHTOB IO JIMUHOMY COCTaBY 34
1960-1980 roapl clemyeT YUUTHIBATh, YTO B OTACABHBIX OpraHax/OpraHu3anusx
BOMPOCHI TMPUEMA, TMEPEMELIEHUST W YBOJBHCHUS PAOOTHUKOB OQOPMIISIIUCH
OPUCMHBIMHA, TIEPEBOJHBIMM WM YBOJBHUTEIBHBIMH  3amuckamu.  Kaxkmprit
BBILLICYKA3aHHbIA BUA AOKYMEHTa (POPMUPYETCS B OTACABHOE AEA0 M B Ipeaeciax
KaJIEHAAPHOI'0 T0/la CUCTEMATU3UPYETCS 110 HOMEpPaM M AaTaM 3almcoK.

6.4.10. Tlo mpaBunaM KaapoOBOTO AEIIOMPOU3BOJCTBA TPYIOBBIE TOTOBOPEI
(KOHTpaKThl), cornamenus ¢ paborHukamu Oprana/OpraHu3ani NOMEINAKTCS B
JUYHOE J1€710 pabOTHHUKA.

6.4.11. TpynoBelc AOrOBOPBI (KOHTPAKTHI), TPYIOBBIC COTJALICHHS, HE
BOIWICAIIUE B COCTAB JIMUHBIX ACII, (POPMHUPYIOTCS B OTACIBHOE JIETO.

6.4.12. B cinyyae eciu B Opranax/OpraHu3zaiiysx JIMUYHbIE ea Ha paOOTHUKOB
HE 3aBOASATCS WIM HE BEAYTCS JIMYHBIC JI€a HA BPEMEHHBIX PAa0OTHUKOB, TPYMOBBIE
JOTOBOPBI, COIAIICHUS YBOJICHHBIX PAOOTHUKOB (JOPMUPYIOTCSl B OTIECIbHBIC JA€ia
no andasuty Gammwinaii pabOTHUKOB B Tpeaeiax roga OKOHYaHWS CPOKa ICHCTBUS

JI0TOBOpA.
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6.4.13. Ecnmn Ha YBOJNEHHOTO PAOOTHHKA HMMEETCS HECKONBKO TPYAOBBIX
JOTOBOPOB, BENYIIMXCS B TEYEHHME psAga JET, OHU TPYNIHPYIOTCS BMECTE B
XPOHOJIOTHYECKOH TOCIENOBATENILHOCTH U IOMELIAOTCS B OJHO AEIO.

6.4.14. B nenax ¢ TPyJOBBIMH JIOTOBOPAMH KaJpoBO#l Cy»k00i 00s13aTe/IbHO
COCTaBJIAIOTCS BHYTPCHHHE ONACH.

6.4.15. TIpn HEOONBIIOM KOJMYECTBE JTOKYMEHTOB (JIOTOBOPOB, COTJIALICHUI)
OHU MOTYT (POPMHUPOBATHECS B OJHO JEJIO 3@ HECKOJBKO JIET U CUCTEMATH3UPOBATHCS
no angasuty pamuinii pabOTHUKOB.

6.4.16. JlnuyHele nena SBIAIOTCS KOMIUIEKCOM JOKYMEHTOB, COAEPIKALIUX
CBEICHUS 0 paDOTHUKE M €T0 TPYAOBOH AEATEIBHOCTH.

6.4.17. B TAYHOM JEJIE COMEPIKATCS:

— MpUKa3bl (KOMHHN ),

— aHKETa,

— 3ajBJICHUSA,

— TPYIOBOW JOTOBOpP;

JOKYMEHTHI 00 aTTecTanu (MepearTeCTalyH ),

— WHJUABUYAJbHBIC JOJDKHOCTHBIC MHCTPYKIIMA U JIP.

6.4.18. Konun NTMYHBIX JOKYMEHTOB TOJKHBI ObITh BO3BPALICHBI B KaJPOBYIO
cnyx0y. Ykazannbie xkonuu AokyMeHTOB 3AITPEIIIEHBI k BKIrOUYEHHIO B akT 00
YHUYTOKCHUM JOKYMEHTOB, HE TMOUICKAIIMX XPAHCHUK). YHHUTOKEHUE HOCHTEIICH
NEPCOHAIBHBIX JAHHBIX, COACPKAIIUX JUYHBIC JAHHBIC, IPOUCXOINT MO KOHTPOJIEM
cnenuaibHON KoMuccun Oprana/OpraHu3anuu.

6.4.19. JIOKyMEHTBl B JIMYHOM [I€JI€ PACHOJIAratOTCAd B COOTBETCTBUHA C
XPOHOJIOTUEHA WX CO3JAHUS, TPUA HTOM MEPBBIMA W TOCJICAHUMHU SIBJISFOTCS KOTMU
NPUKA30B O MPUEME/YBOITBHEHNN PA0OOTHHKA.

6.4.20. KpaiiHuMKA [garamMu JIMYHOTO JI€ja SBJISIOTCA JaThl TOANWACAHUS
NPUKA30B O PUEME U YBOJILHEHHUH JIALLA, HA KOTOPOE OHO 3aBEACHO.

6.4.21. Ecnu B TUYHOM JI€Ji€ UMEIOTCA IOKYMEHTBI O ACSATEIBHOCTH JIMLA BHE
JAHHOW OpraHu3alliu, JaTUPyeMble OOJee PAaHHMMM TOJAMH, NMPU OMMCAHUM NAThHI

OTHUX JOKYMCHTOB BO BHUMAHWEC HC IPUHUMAIOTCA.
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6.422. Eciu B nenompousBoacTBe Oprana/Opranusaiu ObII0  3aBEACHO
HECKOJIBKO JIMYHBIX JIeJ1 HA OJHOr0 PabOTHHUKA (ITPH HEOMHOKPATHOM MOCTYIUICHUH U
YBOJILHEHUH ¢ PAO0THI), TO KAXKA0E JIMYHOE JEI0 3TOro paboTHHUKA (POpMUPYETCS
OTJENBHO U BKJIFOYACTCS B OMUCH MO KAKIAOMY TOAY YBOJBHEHUSI.

6.4.23. HemonyCTiMO CO3J1aHME TaK HA3BIBAEMBIX «HAPAA0B» JUYHBIX JCII,
KOTJla PsAJl JIMYHBIX JIEJl CIIABAKOTCS B OJIHO JIEJIO, TaK KAaK HapyLIAroTCs O0IlIue
OpUHIMNBL (POPMUPOBAHUS €N U MOPSAOK PadOThl C MEPCOHATLHBIMU JTAHHBIMU,
YCTAHOBJICHHBIE ICHCTBYIOLIUM 3aKOHOIATEIHLCTBOM.

6.4.24. Tlpn onvcaHuM JIMYHOTO JIENa YKA3bIBACTCA (aMHIUS, UM, OTUYECTBO
KOHKPETHOTO JINIIA B UMCHUTEILHOM TAJEXKe, KpailHWe MaThl €ro MOCTYIUICHUS Ha
paboTy ¥ YBOJBHEHUS ¢ PAOOTHI, KOJMYECTBO JINCTOB U CPOK XPaHEHUS JENa.

6.4.25. JluyHble fenma  TOCYJAPCTBEHHBIX  TPOKIAHCKUX  CIIY KALMX
(OPMUPYIOTCS B COOTBETCTBUM C HOPMATHUBHBIMHU MPABOBBIMU aKTaMU O BEICHHUU
JMYHOTO JeJ1a TOCYAAPCTBEHHOTO IPAKIAHCKOTO CYKALIETO.

6.4.26. JluuHble [ena TOCYAAPCTBEHHBIX TPAXKAAHCKUX CIYXKAIIUX HE
noanexaT nepeGopMupoOBaHUIO U OOBEINHEHUIO B KOMIUICKCHI (HAPSAB) AET.

6.4.27. ITlocne yBOnpHEHMS paOOTHUKA JIMYHBIE JEIa TOCYJAPCTBEHHBIX
TPAKIAHCKUX CITY’)KAIMX XPAHITCS KaIPOBOM Cy>KO0H roCy1apCTBEHHOTO OpraHa B
TeuecHue 10 JET, Mmoclie 4Yero mepeaarOTCs B apXWB YaCTHYHO O(POPMIICHHBIE
KaJApOBOH Cy>k00ii, 0€3 BHCCEHUSI N3MEHEHUA.

6.4.28. IIpu nepeBoAe, HA3HAYECHUH FOCYJAPCTBEHHOTO CITY’KAIEr0 HA JPYTYIO
rOCY/JapCTBEHHYIO JO/DKHOCTh €0 JIMYHOE JACT0 NMEPEAACTCs B KAAPOBYIO CIyXKOy
roCcyapCTBEHHOIO OpraHa Mo MeCTy 3aMelIeHUs OKHOCTH.

6.4.29. Ha nuuHble nena TOCYJAPCTBEHHBIX TPAKIAHCKUX — CIIY>KALUX
COCTABJISICTCS OTACJIbHAS OMUCH.

6.4.30. JluuHble KAPTOUYKM YBOJICHHBIX PAOOTHUKOB (QOPMUPYIOTCS B
OTIECIBHBIC JI€JIAa MO TOMY YBOJBHEHWUS M CUCTEMATU3WUPYIOTCS BHYTPU JCJia B

CTporoM an)aBUTHOM MOPAIKE PamMmsivii paOOTHUKOB.



49

6.4.31. Ecnmn uMeeTcs HECKOMBKO JIMYHBIX KAPTOYEK HA OJHOrO PabOTHHKA,
SIBIISFOLIMXCS TPOJOJDKEHUEM TIEPBOH KAPTOYKK, TO OHU (POPMHUPYHOTCS BMECTE B
XPOHOJIOTHYECKOH TMOCIENOBATEILHOCTH.

6.4.32. Tlpu HEOONBIIOM OOBEME MTOKYMEHTOB JIMYHBIE KAPTOYKH MOXKHO
(GbopMHUpPOBaATE B OJHO JEJI0 32 HECKOJIBKO JIET MO andasuTy (paMuIuii ¢ yka3aHueM B
KOHIIE TOJIOBBIX PA3JEJIOB OIMACH COOTBETCTBYIOIIEH CCBUIKHM Ha JEJIO.

6.4.33. JlnueBble cueta pabOTHUKOB MO 3apabOTHOH IJlaTe TPYNNUPYHOTCS B
CaMOCTOSITEIbHBIE JIE€Ta U PACIONIaratoTcsl B HUX B CTPOroM aia(paBUTHOM MOPSAKE
(dammmii pabOTHUKOB B MPEAETax KaATeHIapHOro roja. [lpn 6onpmoM o0bemMe AeIo
pa3bMBaOT HA TOMA C yYKa3aHUEM B 3arojioBKe ToMa OykB aj(aBuTa, KOTOPHIMHU
HAYMHACTCS ¥ KOHYAETCS TOM.

6.4.34. JIOKYMEHTBI, MPUJIOKCHHBIE K JUIEBBIM CYETaM (KOMHH TPUKA30B,
YEPHOBBIEC PACUEThl ACHEKHBIX BBIMJIAT, COIPABKH U JP.) U3 AEH C JTULECBBIMA CUYETAMHU
W3BIMAIOTCH.

6.4.35. Jluuesble cueta paOOTHUKOB (POpPMHUPYIOTCS B JA€Na 3a KaKIbIA roj
OTAENIbHO M CUCTEMATU3UPYIOTCS B HAX MO al(paBuTy.

6.4.36. PacueTHO-IIIATEXKHBIE BEAOMOCTH 110 3apaboTHOM 1u1ate GOPMUPYIOTCS
B JIENIA 3a KOKIBIA T'OA OTAENBHO, & BHYTPH B MOPSIKE KaJeHAAPHBIX MecsaueB. [1pu
00NBIOM 00BEME IOKYMEHTOB JICIa PA3IEIAIOTCS HA TOMA.

6.4.37. AKTBI O HECUYACTHBIX ClyyYasX, CBA3AHHBIX C MPOU3BOACTBOM
dopmupyroTcss B jAenda 1no  andaButy Gdamuiauii  padOTHUKOB B Ipejaesax
KajJieHAapHoro roja. [1pu HeOOBIIOM KOJIMYECTBE AKTOB UX MOXKHO C(POPMHPOBATH B
OJIHO JIEJIO 3@ HECKOJIBKO JIET MO ajipaBUTy (paMUIIUI.

6.4.38. TpynmoBele  KHWXKHM, HE  BOCTpeOOBaHHBIE  PAOOTHUKAMHU
Oprana/OpraHu3anyy A NPEACTABICHHBIE ISl OTIMCAHUS B IeNa, HE (POPMHUPYIOTCS, a
BKJIFOUAKOTCS B OTAEBHYIO OMUCH MO AI(PaBUTy (PaMuIInid.

6.4.39. Tabenu u Hapsiabl paOOTHUKOB BPEAHBIX Mpodeccuii GOopMUPYIOTCS B
JIeTIa B TIOPSIKE KAJICHJAPHBIX MECALEB B MPEAENAxX roJa.

6.4.40. Tlpu HeOGosbmioM 00bEME JOKYMEHTOB MO JMYHOMY COCTaBY

JMUKBUAMPOBAHHBIX HETOCY/IAPCTBEHHBIX OpraHusauuii (He mnpesblwatomieM 5-10
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JUCTOB) AonyckaeTcs (GOPMUPOBAHME MX B OAHO AENO. BHYTpW nema AOKYMEHTBI
(GOpMUPYIOTCS MO BUJAAM NOKYMEHTOB. K TakuM jnemam 00sA3aTenbHO COCTABICHHE
BHYTPEHHEHN ONMCH JOKYMEHTOB.

6.5. ®opMUpOBaHKE IET BPEMEHHOIO XpaHeHus (CcBbiuie 10 jieT) mo Bompocam

OIEKH W MOINEYUTENBCTBA

6.5.1. JIOKyMEHTBI 00 YCHIHOBJICHAW HECOBEPIICHHOJETHUX (POPMUPYIOTCA B
OTJENBHBIE JI€J1a HA KaKA0TO YCBIHOBJIICHHOTO - 10 XPOHOJIOTHH.

6.5.2. JIOKyMEHTBl O 3allMTe JMYHbIX M MMYLIECTBEHHBIX IpaB
HECOBEPLICHHOJIETHUX (POPMUPYIOTCA B JeNa N0 an(aBuTy (HamMuiIHi.

6.5.3. JlokymeHTel 00 W3MeHEHMH (aMWIMA  HECOBEPIIEHHOJIETHUX

dbopmupyroTcs B Aena no andaButy hpaMuIunii.

7. OHIMCAHUE JAEJ
7.1. Onucanue aea BKIIHOYACT:

— COCTABJICHHE 3aroJIOBKa €A,

— ONPEACIICHAE HA3BAHUS CTPYKTYPHOTO MOAPA3ACIICHNUS,

— ONPEACIICHAE NETONPON3BOJACTBEHHOIO MHJEKCA MO HOMEHKJIATYPE ACT H
rpuda «ACID» (npu ux HaAMM4IKMK);

— OMNpEAesiCHUE KpaliHUX AAT JOKYMEHTOB JIefa,;

— OMPEAEJICHUE KOJUYECTBO JTUCTOB B i€ (MOCE HyMepalun ).

7.2. CocTaBlicHHE 3arojioBKa Aesa

7.2.1. OCHOBHBIM 3JIEMEHTOM OMNUCAHMS JI€JIa SBJIETCS 3arojlOBOK, KOTOPBIA
YeTKO B 00OOIIEHHON (POPME OTPAXKAET OCHOBHOE COACPKAHWE JCNA M COCTaB €ro
OOKYMEHTOB. COAep KaHUE COVMHMIIBI XPAHEHUSI B 3arOJIOBKE MOJDKHO MEPEHaBaThCs
COBPEMEHHBIM A3BIKOM, 0€3 BBOJHBIX CJIOB W CJIOKHBIX CHHTAKCUYECKUX OOOPOTOB.
Crenuuieckie TEPMUHBI B 3ar0OJIOBKAX MPUMEHSIOTCS 0€3 U3MEHEHUI.

7.2.2. 1lpm cOCTaBJIICHMM 3aroJOBKOB JEJI HMCHOJIB3YETCS WHIABUIYTbHAS
HOMeHKIaTypa Jen Oprana/OpraHuzanuyd 3a COOTBETCTBYIOUIMH MEPUOMA, a TaKKe
TUNIOBBIE W OTpacierble [lepeunn, ¢ yueToM (PaKTUYECKOr0 COCTABa M COACPKAHUS

AOKYMCHTOB.
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7.2.3. 3aroJioBOK [Jefla YOPaBIEHYECKOH JOKYMEHTALMM COCTOMT U3
ANEMEHTOB, PACTONAraéMeIx B CISAYIOLIEH MOCIEA0OBATEILHOCTH — HA3BAHUE BHMJA
NOKYMEHTA, aBTOp, AaApecaT WIA KOPPECMOHICHT, CONEPXKAHUE JOKYMEHTOB,
HA3BAHUE MECTHOCTH, AAThl COOBITHSI.

7.2.4. Tlpu COCTaBICHWM 3arojloBKa Jeiaa O00sS3aTCIIbHBIMM  3JICMEHTAMH
SBJISICTCS. BUI JOKYMCHTOB B JI€JI€ M UX conepskaHue. OCTAbHBIE JIEMEHTEl MOTYT
OTCYTCTBOBATh B 3aBUCUMOCTH OT OCOOCHHOCTEN IOKYMEHTOB, BKIIFOUCHHBIX B JICTIO.

7.2.5. Eciia 1€710 COCTOMT U3 OJHOIO JOKYMEHTA, TO B 3ar0JI0BKE YKA3bIBAKOTCS
BCE OCHOBHBIE DJIEMEHTHI: BUJ] IOKYMEHTA, aBTOP, aJpecar, COJICP)KaHue U €ro Jara.

7.2.6. B cny4dae, korma TEKCT AaBTOPCKOTO 3arojiOBKA HE TIOJHOCTBIO
PACKPBIBAET COAEP’KAHUE TOKYMEHTA, OH JOJDKEH OBITh JOTOIHECH NOSICHEHUSIMU WU
AHHOTALIMEH.

7.2.7. 3aronoBOK NOKYMEHTA, NAHHBIA €My aBTOPOM JOKYMEHTA, MOXKET OBITh
NEPEHECEH B 3aroJIOBOK Jena (NMEYaTHBIC W3/IaHWsA, JIUCTOBKU W Jp.). ABTOPCKHWiI
3aroJIOBOK JTAETCS B KaBbIYKAX.

Hanpumep:

«I pasicoane Poccuu u pegpopmay. Obpawenue Poccuiickoit napmuu mpyod K
epadicoanam Poccuu o mascesiom skOHOMUYECKOM NOJONCEHUU MPYOSUSUXCSL U NYMAX
UX npeoooleHUs, npuxamoe Ha 5 cvezoe napmuu 18 anpens 1998 cooa. I[levammoe
usOaHue

7.2.8. 3aroJIoBOK JAenia AACTCs MO HA3BAHWIO BHJA JOKYMCHTA Jcia (IPUKa3,
IPOTOKOJI, OTYET, YKYPHAJ PETUCTPALIAN U JIP. ).

7.2.9. Ecnu peno COCTOMT W3 JOKYMEHTOB OJHOTO BHAA, B 3arojJ0BOK
BBIHOCHUTCA HAa3BAHUC JIOKYMCHTOB BO MHOKCCTBCHHOM HHUCJIC.

Hanpumep:

IHpuxasor...

7.2.10. B 3arosoBkax A€l C  paCHOPAOUTENBHBIMUA  JOKYMEHTAMMU,
NPOTOKOJIAMH, KOTOPBIE B ICTIONPOU3BOJICTBE PETUCTPUPYIOTCS MYTEM MPOCTABICHUS
NOPSAIKOBBIX HOMEDPOB, IMOCJAC HAWUMCHOBAaHWs BUJA JOKYMEHTA YKA3bIBAKOTCS WX

PETUCTPAIMOHHBIC (TOPSAIKOBBIC HOMEPA).
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Hanpumep:

Ipuxazer NeNe [-120 ...

7.2.11. Ecma B pemonpom3BoacTtBe Oprana/OpraHd3alid K HOMEpam
PaCHOPSAUTENIBHBIX JTOKYMEHTOB, M3JAMOIIMXCI 10 PA3JIMYHBIM  HAINPABICHUAM
OCATENBHOCTU € OTACIbHON HyMmepauuei, 100aBIeHbl OYKBEHHBIE UHACKCHI, TO OHU
0053aTENPHO YKA3bIBAKOTCS B 3ar0JIOBKaxX AeH:

Hanpumep:

Ipuxazert NeNe [-3 — 243-3..

7.2.12. Ecim UMEITCAs NPONMYyLICHHBIE HOMEpa, TO MPH HEOONBIIOM MX
KOJIMYECTBE 3TO OTPAXKAETCS B 3ar0OJIOBKE U OTOBAPUBAETCS B MPEAUCIOBUU K OIHCH.

Hanpumep:

IIpomoxoner NeNe [-10, 13,15-80. ..

7.2.13. Tlpn 3HAYUTEIBHOM O0BEME OTCYTCTBYIOIIMX HOMEPOB, 4YTOOBI HE
NEPErPy>KaTh 3aroJiOBOK ONKMCH, B 3arOJIOBKE YKa3bIBACTCS NEPBBIA U MOCIEAHUN
UMEIOLIMECS HOMEPA, a BCE OTCYTCTBYIOLIUE - OTOBAPUBAKOTCS B MPEIUCITOBHH.

7.2.14. Ecnu B 1€N0 BKIIIOYEHO HECKOJBKO BUAOB JOKYMEHTOB, HO HE OoJice
TPEX B 3ar0JIOBKE JAETCS NEPEUUCIIEHUE BUIOB JOKYMEHTOB.

Hanpumep:

Omuenvl, CNPasxu 0 NPOBeOEHUU (HA3BAHUE MEPONPUAMUSL) ...

7.2.15. Tlpn Hanuuum B pAese OONBLIETO KOJMYECTBA BHIOB JOKYMEHTOB,
CBSI3aHHBIX €IMHCTBOM COJIEP’KaHUs, MPH COCTABJICHUM 3arojloBKa ynoTpeOnseTcs
TEPMHUH «IOKYMEHTBI». B KOHIE€ TakKOoro 3arojloBka B CKOOKaxX YKa3bIBAIOTCS
HA3BaHUs OCHOBHBIX BUJOB JOKYMEHTOB, BKJIIOUEHHBIX B J€j0 (HO He Oojee 3-4
BUJIOB).

Hanpumep:

Jloxymernmul 0 npogedeHult MOHUMOPUHEA UBMEHEHUS YeH 8 UHBECUYUOHHOTI
chepe Ha cmpoumesibHyI0 NPOOYKYUIO (Cnpasku, mabiuysl, Cpauxu u op.) ...

7.2.16. B Tom ciy4ae, Korga B AeNONpou3BoAcTBe Oprana/OpraHu3anun
C(POpPMUPOBAHO JCNI0, BKJIIOYAKOUIEE OCHOBHOW JOKYMEHT (MPOTOKONA W Jp.) H

AOMOJTHSFOLUE Er0 MAaTEPHAIIbl, COCTOSIIIUE U3 JOKYMEHTOB Pa3HOIo BUAA (CIPABKH,
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TEXHAYECKAs AOKYMEHTALMS, 3a4BJCHUS W Jp.), B 3arOJOBKE YKAa3bIBACTCS BHI
OCHOBHOTO JOKYMEHTA, €r0 COJAEP)KaHUE, aBTOPCTBO M JAP., & B KOHIE 3arojoBKa
YKa3bIBACTCS «M TOKYMEHTHI K HEMY» 0€3 PaCKpbITHs BUIOB JOKYMEHTOB.

Hanpumep:

I[Ipomoxoner Ne [-10 3aceoanus Meoiceeoomemeennot komuccuu 3a 2020 200 u

QOKYMEeHMbl K HUM
WIN
IIpomoron 3aceoanuss Obugecmeenrozo Cogema, COCMOsIGULE20Cs
25 aneaps 2020 200a u OoKkymeHmel K Hemy

7.2.17. 1lpu COCTAaBIIEHUU 3arojiOBKA K TAaKUM JOKYMEHTAM KakK CMETHI
JNOXOJOB M PACXOJOB M AP., KOTOPBIE (POPMHUPYKOTCS B OJHO JEIO CO BCEMH
U3MEHEHUSIMU W JOTOJIHEHWSMU K HHMM, VKa3blBacTCs HAa3BaHWE OCHOBHOTIO
JOKYMEHTA B €IMHCTBEHHOM YHMCIE M B KOHIIE 3arOJIOBKA OTMEYACTCA «H M3MEHEHUSA
K HEMY.

Hanpumep:

Cmemot 00x0006 u pacxodos Komumema na 2020 200 u usmenenus k Hum

7.2.18. 1IpuiokeHUs, YKa3aHHbIE B TEKCTE OCHOBHOIO JIOKYMEHTA, HeE
SIBIISIFOTCSL OTJENBHBIM TOKYMEHTOM M B 3aTOJIOBKE HE OTPAKAFOTCA.

7.2.19. Jleno, coaepkalliee MACbMa-3arnpochl U OTBETHl HA HUX HA3BIBACTCA
«IEPETTUCKON .

7.2.20. B 3aroyioBKax neq ¢ TUIAHOBO-OTYETHBIMM JOKYMCHTAMH K HA3BAHWIO
BUJIA TOKYMEHTA PEKOMEHIYETCS JO0OABSATh XPOHOJOTMYECKOE YTOUHEHHE (TOJI0BOMH,
KBAapTaJbHbIA), Tak Kak B 3aBUCHUMOCTH OT COXPAaHHOCTH JOKYMEHTOB B
Oprane/Opranuszanyi Ha NOCTOSIHHOE XPAHEHWE MOTYT OTOMPATHCS KaK TOJOBBIE,
TaK U KBAPTAJILHBIE TJIAHBI U OTYETHI.

Hampuwmep:

[lepcnekmuGHbLTi NAAH COYUATILHO-OKOHOMUYECKO2O PA3GUMUS PATOHA
Ha 2020-2025 200w
120171

Keapmanerwvie ¢hunancoseie niarer Komumema na 2020 200
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W
1'00o6o1i 6yxeanmepckuti omuem Komumema
3a 2020 200 1 OOKYMEHMbL K HEMY

7.2.21. Benen 3a ykazaHWMEM BHJA JOKYMEHTOB HOJDKHBI ObITH 00O3HAYCHBI
aBTOpPBI JOKYMEHTOB (HA3BaHWE OPraHM3ald, AOJDKHOCTE WM  (amMunus W
UHUIMAJTBI JIKIA, KOTOPBIM COCTABJIEHBI JOKYMEHTHI ).

Hanpumep:

llpeonoocenust Kasennoeo yupesicoenusi Pecnyonuxu Anmaii
«l'ocyoapcmeennwviii apxus Pecnybaurxu Anmaii»
0 npogedenul apxusHvlx ymeruii ¢ 2020 200y

7222, Ecim aBTOpOM JOKyMeHTa siBisietcs  Opran/Opranuzanust  —
(poHI000pazoBaTENb, YbHA AOKYMEHTBI MOABEPratOTCA YIOPAIOYECHUIO, TO HA3BAHUE
Oprana/OpraHu3alyy B 3arojOBKaX HE NMPUBOIUTCS (HANPUMEP, B TNEPENUCKE) U
JaeTcs TOJIBKO ero oduee porosoe moHsaTue. Tak B onvcu Aen Komurera no aenam
3AI'C u apxuBoB PecnyOnuku Anrtaid B 3arojioBkax JA€i ymnoTpedssercs poaoBOE
nonsaTue — Komurer.

Hanpumep:

IIpomoxoner NeNo [-20 cosewyanuit y npeoceoamens Komumema 3a 2020 200
U OOKYMEHNIbL K HUM

7.2.23. B pacnopsaMTENbHBIX JOKYMEHTax aBTOP (HA3BaHWE OPraHM3aluu U
HAMMEHOBAHUE JIOJDKHOCTH PYKOBOJIUTENS) HE YKA3bIBACTCS.

Hanpumep:

lpurazor NeNe 1-100 no ocnoenoii oesmeavnocmu Komumema sa 2020 200

7.2.24. B pacnopaauTeNbHbIX JOKYMEHTAX, MOAMUCAHHBIX HECKOJIBKUMHU
JNOJKHOCTHBIMU JIMIIAMM, M3JAHHBIX C PA3HOH Hymepauued u cPOpMUPOBAHHBIX B
OTACIIBHBIC [J€Na IO AaBTOPCKOMY TMPW3HAKY, YKAa3bIBACTCS aABTOP (HA3BAHUE
OpraHu3alyy 1 HAMMEHOBAHUE TOJDKHOCTH PYKOBOJIMTES ).

Hanpumep:
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Ipurazer NeNe [-100 eenepanvroco Oupexmopa 00veoueHust N0 OCHOGHOI
oesmeavnocmu 3a 2020 200, [lpuxazer NeNo [-25 enagnoeo uHscenepa 06vbeouHenus
no ocxoeroll oesmeavrnocmu 3a 2020 200

7.2.25. Ampecar WIM KOPPECHOHIEHT (HA3BAHWE OPraHU3alid KOTOPOMY
aIpPECOBaHbl WA OT KOTOPOTO MOJYYEHBl JOKYMEHTBI) OOBIYHO YKA3bIBACTCS MOCIE
Ha3BaHWsA BHJA Jena B (QopMme O(UIMATBHOTO HAa3BaHWA OpraHW3aludH, WA
JOJDKHOCTH, 3BaHUs, (PaMUIINK, MTHULIAAJIOB JIULIA.

7.2.26. Ecnu 1eno npeacTaBiasieT coOO0i «MEPENUCKY» B 3ar0JIOBKE YKa3blBatOT
TOJIBKO HA3BaHWsS KOPPECNMOHACHTOB, a Ha3paHusg Oprana/OpraHuszanuu -
(orno0OpazoBarensd, Kak MPaBWIO, HE NPUBOAMTCA. Ecnm mepenmcka Benace C
OJHOPOJHBIMH KOPPECTIOHACHTAMM B 3aroJIOBKE YKAa3bIBACTCS OO0IIEE BUAOBOC
HA3BAHWE KOPPECTIOHACHTOB.

Hanpumep:

llepenucka ¢ mynuyunaivtvimMu 0Opa308aAHUAMY NO BONPOCAM OCHOGHOII
desimenbHOCU

7.2.27. CoaepkaHue AOKYMEHTOB (BOMPOC, MPeAMET, coObITHE, BAaKT U ap., K
KOTOPOMY OTHOCHUTCSl COJEP)KAHME JOKYMEHTOB) H3J1aracTcsi B 3arojOBKE Jea
COBPEMEHHBIM SI3bIKOM, 0€3 BBOJHBIX CJIOB M CIIO’KHBIX CHHTAKCUYECKAX 000POTOB.

7.2.28. 3AIIPEIIEHO ynotpebieHue B 3arojOBKE HEKOHKPETHBIX, HE
PACKPBIBAIOIIMX COACP)KAHUE JOKYMEHTOB, (POPMYJIMPOBOK, HANPUMED, TAKAX KAk
«pa3Has NepenucKay, «oouas nepenuckay u ap.

7.2.29. Cneuuduueckne TEPMUHBI B 3arojioBKax MPUMEHSIOTCS  0€3
U3MEHEHHI.

7.2.30. Tlpu cocTaBlieHMH 3arojIOBKOB HE JOIMYCKAECTCS MOAEPHU3ALMS
JIEKCUKH, HO B TOXKE BpEMS HEOOXOAMMO H30€rare apxau3aluu BBIPLKCHHNA W
000pOTOB.

7.2.31. 1lpm COCTaBJIICHMM 3arojoBKa HEOOXOAUMO OOCCHEUYUTh MOJIHOE
COOTBETCTBHE MH(POPMALMK, 3AKITIOYECHHOW B HEM, NCHCTBUTEIBHOMY COACPIKAHHIO
uH(pOpMaIK IOKYMEHTOB JITa.

Hanpumep:



56

Jloxymernmol 0 pazpabomie HOpMAMUBOS PUHAHCOBIX 3AMPAm O.isl
MIAHUPOBAHUS U (DUHAHCUPOBAHUSL UHGECIUYUOHHBIX NPOCPAMM 6 0DJIACU
DICUNIUWHO20 CIMPOUMETbCMEA (NOSICHUMEIbHbIE 3ANUCKY, padcyembl, mabiuybl,
nepenuckda u op.)

7.2.32. Ecnu coiep)kaHue TOKYMEHTOB J€Jla KaCaeTCs HECKOJIBKAX BOIMPOCOB,
SABJISIFOLIMXCA YacThI0 OJHOTO OOWLIEr0 BOMPOCA, B 3arojioBKax OTpaKaeTcs OOUIi
BOIIPOC.

Hanpumep:

Jloxymernmut 0 noO2omogske U nposedeHun NPazoHo8anus /s 20pooa (niawwt,

omuemvl, CNPABKU, UHDOpMayuu U Op.)

7.2.33. IIpA COCTABIIEHUH 3arOJIOBKOB K JTOKYMEHTAM CHE310B, KOHIPECCOB UX
HOMEpAa MOTYT 0003HAa4aTbCs puMCKUMM Idpamu (1X koHrpecc) wiam apabCKuMu
nudpamu.

7.2.34. Ha3BaHue MECTHOCTH (TCPPUTOPUH, HACEJICHHBIX MYHKTOB,
reorpauyeckux OOBEKTOB, aJMUHUCTPATUBHO-TEPPUTOPHAIIBHBIX E€OUHHMLL), C
KOTOPOH CBSI3aHO COAECP’KAHWE JOKYMEHTOB, aBTOP, aApPecaTr WIM KOPPECIOHICHT,
BHOCHATCS B 3arojIOBOK JI€Nla, €CIIM HEOOXOOMMO YKa3arb MECTO COOBITHH WU
MECTOHAXOXKACHUS aBTOPOB (APECATOB, KOPPECTIOHAEHTOB) TOKYMEHTOB.

Hanpumep:

Omuyem o npebvisanuu oesecayuu pabomuuxkos Komumema ¢ @edepamu6Hoil

Pecnybnuxe [ epmaruu ...

7.2.35. HaszBaHma cTpaH, aJAMUHUCTPATHBHO-TCPPUTOPHAIBHBIX CIUHUL,
HACEJIEHHBIX MMYHKTOB B 3ar0JIOBKE JIENA YKA3bIBAIOTCS MOJHOCTBIO.

7.2.36.  HasBaHue  HACeJEHHbIX  NYHKTOB U AAMUHUCTPATUBHO-
TEPPUTOPHAIIBHBIX €AMHULl IMPUBOJUTCS B BO3PACTAROIIEM TOPSIKE. CENO, TOPOL,
o0nacTp M T. 1.

7.2.37. J1aTbl, K KOTOPBIM OTHOCATCS JOKYMEHTBI J€JIa MW U3JI0KEHHBIE B HUX
COOBITHS, B HEKOTOPBIX CIIYYastX BHOCATCA B COCTAB 3aroJIOBKa AEJIa.

7.2.38. JlaTbl BHOCATCS B 3arojIOBOK, €CJIM TOYHAs JAaTHPOBKa HEOOX0auMma Juist

NMOHUMAHWUA KOHKPETHOT'O COJICPKAHUA TOKYMCHTA.
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Hanpumep:

Jloxymernmul 0 npogeoenuu Heoenu J[pyosicovr Pecnyonuxu Anmati ¢ cmonuye
Moneonscioti napoonoii pecnyboauru 2copooe Yinanu-bamop 4 —11 anpens 2020 200a
(Mpoepammsl, Om4emsi, OOKIA0bl, CAPASKU U Op.)

7.2.39. B 3aroyioBke Aena aatbl 0(GOPMIISIFOTCS CIOBECHO-IM(PPOBBIM CITOCOOOM
CIICTYIOIIMM 00pa3oM:

— JIHM Mecdlla YKa3blBatoTCs apaOckumu mudpamu 0e3 nodasiecHus «O0» s
yucenc 1 mo 9;

— Ha3BaHME Mecslla MHUIIETCS CTPOYHBIMHU OyKBaMH, TMOJHOCTHIO 0€3
COKpallEHH;

— K uudpoBoMy 0003HAUEHUIO TOAA 100ABISETCS MOJHOE CIOBO KO/,

Hampumep:

5 mapma 2020 zooa

7.2.40. Ecnu npu ONpPEACNICHUWM AT JOKYMEHTA HEBO3MOKHO YCTAHOBUTH
YKCJIO, MAMIETCS TOJIBKO MECSIL W TOI.

Hanpumep:

Gespans 2019 200a

7241, Ilpu onucaHuM JOKYMEHTOB CbE3/I0B, KOH(EPEHILMM, MJICHYMOB,
coOpannii u 1ap. B 3arojloBKe OOS3aTENBHO YKA3BIBACTCS JaTa MPOBEIACHUS
MEPOTPUSATHSL.

Hanpumep:

CmeHozpamma y4peoumenpbHoco Cbe30d 00U eCmMEeHHO-NOIUMUYECKO20
0bveouHeHus «/[eudicerue 3a Opyrcoy Hapooos», COCMOABULECOCS]
6 e. I'opro-Anmaiicke 7 oxmsaops 2020 eooa

7.2.42. Ilpn onucanum AE, B KOTOPBIC BKJIFOYEHBI TUIAHBI, OTYETHI, CMETHI,
HITAaTHBIE PAclMCAaHUs, B 3ar0JIOBKE yKa3bIBacTCs nepuo (rojl, KBapTaj, MECsIl), Ha
KOTOPBII COCTABJIEH TUIAH WUJIU 32 KOTOPBI COCTABJIEH OTUET.

Hanpuwmep:

«1"'0oosoit Oyxeanmepcrkuit omuem Komumema 3a 2020 200 »
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«Keapmanenuit Oyxearnmepcruit omuem Komumema 3a 1 keapman 2020 cooa»

7.2.43. PekOMEHIyeTCs YKa3bIBaTh AATy YTBEPXKIACHWS B 3aroJIOBKE K TAKUM
JOKYMEHTAM KaK YCTaBbI, MOJIOKCHUS, TIPOTPAMMBI U JIP.

Hanpuwmep:

IIpoepavmma norumuyecko2o obveouHenus «/leuxcenue 3a 0pycoy Hapooos »,

HPUHSINASL Y4peOumenvHbimM cve30om 7 okmsiops 2020 cooa
7.3. OcoOEHHOCTHA OTAEIBLHBIX BUIOB 3ar0JIOBKOB

7.3.1. Ecim 1ei10 COCTOUT M3 HECKOJIBKMX TOMOB, BCEM TOMaM JAeTCs OOIIAN
3arojioBOK, a 3aTeM (Npu HEOOXOAMMOCTH) MHENACTCS YTOUYHEHWE COICPIKAHUS
KQXI0r0 TOMA B OTJAECIBHOCTH.

Hanpumep:

Jloxymenmur 0 pabome npedcmasumebems Pecnyonuxu Anmaii (/[omos

Pecnyonuxu Anmaii) 3a pybecom (omuemsi, CHPAGKU, NEPEnUcKd u op.)

Tom . Cmpaner Eeponot

7.3.2. Ilpm onucaHuu PpacnoOpsSAUTENBHBIX JIOKYMEHTOB, MPOTOKOJIOB,
C(OPMUPOBAHHBIX B HECKOJBKO I 32 OJWH KAJICHIAPHBIA rOJ, HE PEKOMEHAYETCS
OPUCBAaNBATh UM HOMEPA TOMOB, TAK KAK OHU SBJISIFOTCS CAMOCTOSITEJIEHBIMU JCJIAMU.
B 3aronoBke K HUM yKa3bIBalOTCS HOMEPA AOKYMEHTOB (IPHUKA30B, IMPOTOKOJIOB) U
XPOHOJIOTHYECKUI NEPHOA, K KOTOPOMY OHHA OTHOCSITCS.

7.3.3. To € OTHOCUTCSA K JC/IaM 10 JIMYHOMY COCTaBY (JIMUHBIE JIET1a, TUUHBIC
KapTOYKH, JHLEBBIC CYETa, TPYIOBBIE J0roBopa), CHOPMUPOBAHHBIM IO BHAAM
JOKYMEHTOB B HECKOJIBKO JI€JI 32 OJUH KaleHAAPHbIA rof. Tak Kak JOKYMEHTHI B HUX
CHCTEMaTU3MpoBaHbl No andaBuTy ¢GamMuiuid pabOTHUKOB, B 3arojIOBKE K HHUM
YKa3bIBAIOTCS HAUaJIbHbIE OYKBBI all(paBuTa (HaMUITHAN.

Hanpumep:

Jluyesvie cuema no sapabomuoii niame pabomuurxos Komumema
cAnob

7.3.4. Ecnu Ha onHy OykBy andasuta paMmunnii pabOTHUKOB CHOPMHUPOBAHO
HECKONBKO JEN, TO B 3arojIOBKE YKAa3blBAKOTCS TPU MEPBBIX OYKBBI (paMmuinii

pabOTHUKOB.
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Hanpumep:

Jluyesvre cuema no sapabomuoii niame pabomuurxog Komumemad
¢ AbA no ALLLY

7.3.5. Ecnu B Aene 1o JUYHOMY COCTaBy MOJ00paHbl JOKYMEHTHI TOJIBKO HA
onHy OyKBY, TO B 3arojIOBKEC YKa3bIBacTCs OnHAa OyKBa, ¢ KOTOPOH HAYAHAKOTCSH
(amusinu pabOTHUKOB.

Hanpumep:

Jluyeswie cuema no 3apabomnoti niame pabommuxos Komumema
Ha A

7.3.6. Eciii B OOHOM [i€Jie MO JIMYHOMY COCTaBY COJCP)KATCS TOKYMEHTHI,
chopMupoBaHHbIE MO andaBuTy (pamMuiinii 3a BECh IO, HaYaIbHbIC OYKBBI IEPBOH 1
nocyeaHel pamMmunm pabOTHUKA HE YKA3bIBAKOTCH.

Hanpuwmep:

Juyesvie cuema no 3apabommuoii niame pabomHuKos

7.3.7. Ilpu onucaHuu OJHOIO JUYHOTO Jejia yKa3biBaeTcs (aMuaus, uUMs,
OTYECTBO KOHKPETHOTO JIMIIA B WMEHUTEIBHOM MaACKe, KpahHUE [aThl €ro
NOCTYIUUICHUS U YBOJIBHEHUS C PA0OTHI, KOJIMYECTRO JIUCTOB.

7.3.8. IIpn ykazaHuu B 3arojlOBKaX Ha3BaHWsl OPraHU3alUU (32 UCKITIOUYEHUEM
(doHa000pazoBaTens), AODKHOCTH, 3BaHWS KOHKPETHOIO JIMLA HEOOXOAUMO
NPUBOUTH WX MOJIHBIE HA3BAHWA.

7.3.9. Eciin B 3arojioBK¢ YIMOMHHAECTCS HECKOJIBKO OPraHM3alyid WIH JIHII,
HEOOXOMMO JaBaTh WX BHIOBOC IMOHSTHE.

Hanpumep:

Iepenucka ¢ mynuyunatvusimu obpasosanusmu Pecnyonuxu Anmati no
BONPOCAM APXUBHO20 Oeld

7.3.10. 3arosioBKM JACJ, COACPKALIME CTATUCTUUECKUE OTUETHI, COCTABISIOTCS
C YKa3aHUEM HOMEPOB (POPM CTATHCTUYECKONH OTUYETHOCTH.

Hanpumep:

Cmamucmuydeckuii omyem no mpyoy 3a 2020 coo

(. \)
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7.3.11. Ecim B nene MMEKTCS JOKYMEHTBI HAa MHOCTPAHHBIX SA3bIKAX,
HEOOXOIMMO YKa3aTh 3TO B 3arOJIOBKE.
Hanpumep:
Ilepenucka ¢ unocmpanHuiMu npeocmasumetbcmeamu 6 Pecnybiuxe Anmati
06 yuacmuu 6 npoeedenuu /[ns Pecnyonuxu 6 wone2020 eooa
HA PYCCK. U AHell. A3.
WK
Ilepenucra ¢ unocmpanHvivMu npeocmasumevsemeamu 8 Pecnybnure Anmati
00 yuacmuu ¢ npogeoenuu J[na Pecnybnuxu 6 urose 2020 200a
UMEIOMCsi OOKYMEHmMbl HA AHEIL. 43.
7.3.12. IIpn HEOOXOMMMOCTH K TAKUM JOKYMEHTAM MO>KHO JIaTh AHHOTALUIO C
YKa3aHUEM JIUCTOB TOKYMEHTOB.
7.3.13. Onucanue NoJJIMHHOCTH TOKYMEHTOB
7.3.13.1. [lma ynpaBAeHYECKUX JOKYMEHTOB MPU3HAKAMM IMOAJIMHHOCTH
apisitoTcs:  opuumaneHbiit  Omank  Oprana/OpraHu3aliy, Hajduuue MOANUCH
JOOJKHOCTHOTO JIMIA, MEYATH.
7.3.13.2. 1loAIMHHOCTH JOKYMEHTOB J€jla B 3arojIOBKE K JeilaMm ¢
VIPABICHYECKON JOKYMEHTALMEN HE OrOBAPHBAECTCA.
7.3.13.3. Ilpu omucaHuu AOKYMEHTOB J€Nla YKa3bIBACTCA MX KOMUWHOCT,
KOTOpas 0003Ha4aeTcs CoBoM «Komusy mocie 3aroioBKa ¢ MPOMUACHON OYKBBHI.
73.13.4. Ecnu B (oHAEC MNOMHMO 3aBEPECHHBIX KOMHWM, BCTPEHAKOTCA
HE3aBEPEHHBIE KOMMM, 3TO HEOOXOJMMO OrOBOPHUTH B MPEAUCIOBHUA K OMUCH, a MPH
yYKa3aHUKM KOMUHUHOCTU B OMMUCH MOYKHO MCIOIb30BaTh TEPMUH «3aBEPEHHAS KOMHUS.
7.3.13.5. Ecnu B Aene UMEKOTCS U TIOUIMHHUKY, U KOMTUU JOKYMEHTOB, U TAKHX
Je] B ONHUCU - 3HAUUTEIILHOE KOJMYECTBO, TO 3TO OTMEUYAETCS B MPEAUCIOBUM K
onuch 0€3 yKa3aHusi KOMMIUHOCTH K 3aroj0BKaM JE.
7.3.13.6. JlaHHbIE O MHO/UIMHHOCTH W KOIMMAMHOCTH, OTHOCAIIHECS KO BCEM
OOKYMEHTaM JIENa, MPUBOIATCS TOCIIE 3aroJIOBKA ¢ MPOMUCHON OYKBHI.
Hanpumep:

UImamnoe pacnucanue Komumema na 2020 200 u usmenenus xk nemy. Konuu
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7.3.13.77. Ecmu 53TH  JaHHBIE OTHOCATCA JIMIIL K OJHOMY JOKYMEHTY,
YIIOMMHAEMOMY B 3aroJIOBKE, YKa3aHUE O MOMJIMHHOCTH JAeTCA IMOCJE ONMUCAHUs
ATOr0 TOKYMEHTA B 3ar0JIOBKE B CKOOKAX C MPOMUCHON OYKBHI.

Hanpumep:

LImamnoe pacnucanue Komumema (3aéepentdas Konus)
Ha 2020 200 u uzmenenus Kk Hemy

7.3.14. Onucanue cnocoda BOCMPOU3BEIECHUS JOKYMEHTOB

7.3.14.1. Cnoco0® BoCHpoM3BEACHMS JOKYMEHTOB Jieja YKa3blBaeTcs JUis
HauOoJIee LEHHBIX JTOKYMEHTOB, 4 TAaKXKEe B TEX CIyYasX, KOIJA OH SBISETCH
HEOOBIUHBIM JUIA JAHHOTO BHJA JOKYMEHTOB WM MMEET 3HAUEHWE Uil HX
XaPaKTEPUCTHKM.

7.3.14.2. Jlns oOo3HaueHMst cCriocoda BOCHPOU3BEACHHS YIOTPEOIIIOTCS
TEPMUHBL. PYKONUCh, aBTOrpad, MANIMHOMHCH, IE€YATHOE W3JAHWE W JPYTHE,
KOTOPbIE MPUBOAATCS MOCIIE 3ar0JI0BKa CO CTPOYHON OYKBBI.

Hanpumep:

Obpawgenue Komumema conoamcxux mamepeii Pecnyonuxu Anmaii o
npasonosaruu 75-nemus J{nsa I1o6eowvr 6 Beauxoti Omedecmeento 6otine, npuHsamoe
Ha 3aceoanuu Komumema 18 gpespans2019 cooa. [levamuoe uzoariue

7.4. CoCTaBIICHHE AHHOTALIMKU JOKYMEHTOB

7.4.1. AHHOTAMs JOKYMEHTOB J€NAa — KPATKas XapaKTEPUCTUKA OTACIBHBIX
JOKYMEHTOB, TPYIIIBI JOKYMEHTOB JIENA, COACPKAaHUE U OCOOCHHOCTH KOTOPBIX HE
OTPaXKAKOTCs B 3ar0JIOBKE JIENA.

7.4.2. AHHOTaUMs COCTaBJIACTCA HA HAWOOJIEE BAXHBIC JOKYMEHTBI WIIU
IPYNIbl JOKYMEHTOB J€Ja, COJAEP)KaHUE KOTOPbIX HEOOXOJUMO OTpasuTh Ooliee
NOJPOOHO, YEM TO MOKHO CIENATh B 3ar0JOBKE JAETA.

7.4.3. AHHOTUPYHOTCH:

¢0c000 ICHHBIE TOKYMEHTHI,

¢ JOKYMEHTBI — ITPUJIO’KEHUS K OCHOBHOMY JOKYMEHTY

® IOKYMCHTEI OpFaHHBaHHﬁ-HpeI[IHeCTBeHHI/IKOB.
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7.4.4. BO3MOXHO TaK:Ke aHHOTUPOBAHUE HOKYMEHTOB, COAEPKALIUX CBOIAHBIC
CBEICHUS MO JIAYHOMY COCTaBy, 4 TAaKXKE COACPKAIIMX CBEACHHUS O BHUIAHBIX
rOCYAAPCTBEHHBIX, OOIIECCTBCHHBIX JIEATENSAX, U3BECTHBIX JHUIAX B 00JIACTH HAYKU U
KyJBTYPBl, A Takke aBrorpadpl 3>TMX JMM.  AHHOTUPOBATBCS  MOTYT
KaprorpauuecKkue M W300PA3UTEIIBHBIE MATEPHUAJIBI, LICHHBIC TEYATHBIE W3JAHUS,
UMEIOLINECA CPENN JOKYMEHTOB U AP.

7.4.5. AHHOTaLUs COCTABJSICTCS B TMOPSAKE, NPUHITOM JJIsi OMUCAHUS
OTACIIHOTO JOKYMEHTA WJIM MPUBOAMTCA KPATKOE M3JIOKEHUE YACTH COACPKaHMS
AHHOTUPYEMOTO JOKYMEHTA.

7.4.6. Ilpu aHHOTMPOBAHWU [E€UATHBIX MATCPUATIOB (JIMCTOBOK, OpOUIIOD M
T.IL.), IOMAMO BHJA JOKYMEHTa (JIMCTOBKA, OpOIIIOpa), YKA3bIBACTCS TAKXKE €ro
HA3BaHUE WM HAYAIBHBIE CJIOBA JOKYMEHTA (TP OTCYTCTBAM HA3BAHMS ), BBIXOAHBIE
TAHHBIC.

7.4.7. B aHHOTauMsAX M300PA3UTCIBLHBIX MATEPUAIOB PEKOMEHAYETCA
yKa3bpIBaTh Marepuail, popMaT JOKYMEHTA U CIIOCOO €ro UCMOIHEHUSI.

7.4.8. B aHHOTAllMM MOTYT TaKXKE MPUBOAUTHCS MMEHA JIMI], Ha3BaHUS
OpranoB/Opranu3anuii, YINOMHHAKOMIMXCA B  JOKYMEHTaX, W  WMEIOMHUX
CYLIECTBEHHOE 3HAQUEHHWE (NEPEUUCIAIOTCS B KOHIIE AHHOTAUMM 104 PYyOpPMKOH
«YTIOMHUHAKOTCSD ).

74.9. B KOHIE aHHOTAMM NOPHUBOIATCA HOMEPA JIMCTOB AHHOTUPYEMBIX
JOKYMEHTOB.

7.4.10. Bo uz0exaHue 3arpoMOKICHUS TEKCTa MPU aHHOTUPOBAHUU CJICAYET
n30eratb NPUMEHEHUS JHUIIHUX (pa3 U BbIPAKEHUH («B JTOKYMEHTAX COAECPIKUTCS,
«TOKYMEHTHI KaCatoTCS» U T.I1.).

7.4.11. AHHOTaMs MUIIETCS MOCJIE 3arojIoBKa ¢ KpacHO# CcTpoku (ad3ana).

Hanpuwmep:

IIpomoxoner NeNe 2-3 3aceoanutt [lonumcosema u OOKYMEHMbl K HUM....

WIH

Iucemo  Ilpeoceoamens  PecnyOauxanckoeo  Cosema — 6emepanog o

npazonosarnuu 75-nemus J{ns I1obeowr 6 Benuxoii Omevecmesennoii eotine. JI.71.
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7.5. Beigpnenue u 0003HAYCHUE KPAHUX AaT JAena

7.5.1. BaXHBIM 3JIEMEHTOM OIUCAHUS JOKYMEHTOB SBIISETCS ONPEACIICHHUE
KpPaiiHUX AT JOKYMEHTOB, COCTABIISIOIMX JEIIO.

7.5.2. HavaneHOI HaTOW nena SBISCTCA JAara COCTABJICHUS (PETMCTPALUAM)
CaMOro paHHEro AOKYMEHTA, & KOHEYHOH - 1aTa COCTABIICHHs (PErMCTPALN) CaMOro
MO3/IHETO JOKYMEHTA.

7.5.3. Kpaiinue parel 0QOPMISIOTCS  CIIOBECHO-LM(PPOBBIM  CIIOCOOOM
CIIETYIOLIMM 00pa3oM:

— JHM Mecsla YKa3blBatoTCs apaOCckuMu mudpamu 0e3 nodasneHus «O0» s
yuceac 1 mo 9;

— HA3BAaHME MeECSla MHIIETCd CTPOYHBIMM OYKBAaMH, TOJHOCTBIO 0€3
COKpAILICHHIA,

— YKa3bIBAETCS TOJBKO IU(PPOBOE 0003HAaueHUEe roja 0e3 no0aBieHUs CIIOB
«I», «ITH, «KTOOY.

— €CJIM Jara COACPKUT YKA3aHUE HA BEK, OH MUIIETCSA MPOMUCHBIMYU OyKBaMH
JMATAHCKOTO al(aBuTa CO CJI0BOM «BEK).

7.5.4. Ilpu coBnaseHM rofa U MECAIlA B KPAWHMUX JaTax Aeia, Kakmas aara
MULLIETCS TIOJTHOCTHIO.

7.5.5. Unucna OTAEHSAOTC CUMBOJIOM-PA3ACIUTENEM «-» Ul JAANa30Ha WU

«» 4J1d OTACJICHUA OarT.

Hanpuwmep:
3 espais 2020 unu 3 pespansa018 - wiu 2003,
31 oexabpsi2020 2007-
2015

7.5.6. TIpn HEBO3MOKHOCTH ONPEACIICHHS YMCIa YKa3bIBAKOTCSA CIOBECHBIM
CocoOOM — MeCSI| U IU(PPOBLIM — IO,

Hanpuwmep:

Gespane 201 3-

oexabpv 2013
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7.5.7. Ecnu kpaitHue naThl Aefa WIKM OTACIbHBIC UX AJEMEHTHI (YUCI0, MECHIL,
roJl) ONPEACHSAOTCS NPUOIU3BUTENIBHO, TO JaThbl WIA OTACJIbHBIE WX DJIEMEHTHI
3aKJTOYAKOTCS B KBAPATHBIC CKOOKMU.

Hanpuwmep:

18 [aseycma] [ 944

Vv

18 ageycmal1944]

7.5.8. Ecnu kpaitHue natel Aefia WK OTJEIbHBIE UX AJIEMEHTHI (YUCII0, MECHIL,
rOJl) OMPENEHstOTCd NPUOIUM3UTEIBHO, TO AAaThl WA OTIACIBHBIC WX SIIEMECHTHI
3aKJTIOYAKOTCS B KBaAPaTHbIC CKOOKHU. I10JTHBIE JaThl WM OTACIBHBIE X DJICMEHTHI,
a0COJTFOTHO HE IOCTOBEPHBIE, COMPOBOKAAKOTCS BOIIPOCUTETBLHEIM 3HAKOM.

Hanpuwmep:

[He panee 1920];

[He panee mapma — ne nosoice mas] 1921

[He nozoce 15] mapma 1931

18 [aseycma] 1944;

18 ageycma [19447];

[18 aseycma 19447].

7.6. OCOOCHHOCTH ONPEEIEHUS KPAHHMX 1aT OTJACHBHBIX BUJIOB JIOKYMCHTOB

7.6.1. B 10OKyMeHTax NOCTOAHHOTO XPAHECHHUS

® aThl PACMOPAAUTEIBHBIX JTOKYMEHTOB (IOCTAHOBJICHWH, PACIOPSHKECHUM,
NPUKA30B M JIP.) YKa3bIBAIOTCA MO BPEMEHH HUX YTBEP)KICHHUSA, €CJIM JOKYMEHTHI HE
JATUPOBAHBI, TO MO BPEMEHU OMYOJIMKOBAHHUS WJIN BBEACHUS B ACHCTBUE,

® TOJIOXKEHWS, WHCTPYKLMH, MPaBWJIA, PETJIAMEHTBl A T.M. JATUPYIOTCA MO
BPEMEHH YTBEPKIACHUS,

e JaraMu MPOTOKOJIOB SBJISIFOTCS JaThl NPOBEACHUS 3aCCIaHWi, MpuU
OTCYTCTBHM HA JOKYMEHTE JAThl MPOBEACHHS 3aCEIAHUSI MOKHO YKA3bIBATh JATY €0
YTBEPKICHUS,

® [IPpHU OIIMCAHMH AKTOB YKa3bIBAIOTCA AAThl UX COCTABJICHUA,
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® [IpU OMUCAHUU TJIAHOBO-OTYETHOW NOKYMEHTAIMH, IITATHBIX PACIUCAHUN
BMECTO KpallHMX AaT JeNia YKa3bIBaeTCa Nepuos (rof, KBapTasl, MECSI), 3a KOTOPHI
OHH COCTaBJICHBI 0€3 0003HAUEHUS CIIOBA (T, KITH, KTOI».

Hanpumep:

IUTS 3arojioBKa aena « Omyem 3a 2020 200y, ykazaHueM KpaiHUX Jar aena OyJer
«2020».

JUTS 3ar0JIOBKa Jiena « byxeaimepckue omyemvr Komumema sa -2 xeapmanvr 2020
200a», yKa3aHueM KpaltHux aat aena OyaeT «sHeaps — uors 2020 ».

® ¢C/IM B JICJIC UMEIOTCS JOKYMEHTBI-MPUJIOKEHUS, KOTOPbIE NAaTUPOBAHbBI
paHee TEpBOro JOKYMEHTAa feja, TO WX JAaThl JAOHKHBI OrOBapuBarhbCcsi ¢ HOBOM
CTPOKH MOCJE 3arojiOBKa. «MMEKTCA MOKYMEHTBHI 3a ... TO», NMPU QHHOTALUU
JOKYMEHTOB YKa3bIBAKOTCS HOMEPA JIACTOB,

® KpallHMMU JAaTaMH KypHAJIA (KHWUTH) PETUCTPALMU SBJISTFOTCS TAThI MEPBOM
W MOCJICAHEH 3annceil B )KypHAJIC (KHUTE);

® CCJIM JICJI0 COCTOMT W3 KOMWA TOKYMEHTOB, M3TOTOBICHHBIX 3HAYMTEIBHO
MO3KE COCTABJICHHS WX MOJJIMHHUKOB WIHA TOJNYYECHHBIE (POHI000pa3oBaTEieM s
paboThl U HE CBSI3AHHBIE C €r0 OCHOBHBIMH MaTepuajiaMH (Hampumep, B (oHIax
peAaKIMii, pa3IuYHBIX KOMHCCUI W T.I.), TO KpalHUMU JaraMu OYAYyT SIBISTHCS
JaThl U3TOTOBJIEHUSI KOMUH, @ AAaThl MOJUIMHHUKOB MPUBOJIATCS B 3arOJIOBKE.

Hanpumep:

UL 3arojioBka aena«Kypuan «I panuy, 1949 200, NeNe 6-7. Penpunmy,
YKa3aHUEM KpalHuX aar aena Oynet « [ 980 ».

e Mpu O0O3HAYCHMM KpaWHWUX Jar [J€, COACPXKAMMX TMEPEIUCKY,
YKa3bIBAKOTCS 1ATA PETUCTPALMM TIEPBOTO U MOCJICIHETO JOKYMEHTA B JIEJIE.

7.6.2. JIOKyMEHTBI TI0 JIATYHOMY COCTABY:

® KpalHMMH JAaTaMH JIMYHOTO Jeja PAaOOTHHWKA SBJIAKOTCSA AATHl MPHKA30B O
€ro MPUEME U YBOJBHEHUH ¢ PaOOTHI;

e KpaiiHuEe JaThl PaCUECTHO-IJIATEXKHBIX BEAOMOCTEH 0003HAYAKOTCA MECSLEM
1 ToI0M 0e3 0003HaUCHUS Yrclia H 0e3 0003HAUCHHS CIIOBA «I», IT», «TOI».

Hanpumep:
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aneaps 2020 — uions 2020,

¢ TIpU OMUCAHHHU JUICBLIX CUCTOB, TUYHLIX KapPTOUCK, KOMIIJICKCOB (HapHI[OB)

JIMYHBIX ACJI, TPYAOBBIX A0OI'OBOPOB BMCCTO KpaﬁHHX Jar Acjia yKasbIBACTCs TOJIBKO

TOJI.
7.7. TlopsaoK onucanus MEPUOIAYECKAX U3TAHUI 1 Oy OJIMKOBAHHBIX
JOKYMEHTOB
7.7.1. Ilpm onucaHW¥ BKIKOYECHHBIX B ONUCH JEI MAJTOTHPAXKHBIX
MEPUOINUECKUX W3IAHWUH, Opoutop, OnyOJIMKOBAHHBIX JOKYMEHTOB

Oprana/OpraHuszaiuu U APYyTUX MEUYaTHBIX M3JAaHUM, B 3aroJIOBKE YUMUTHIBAKOTCS
ANEMEHTHI X OMOJIMOrpaduuecKoro OMUCaHus.

7.77.2. Ecnu wu3gaHWe NOPencTaBisieT CoO0OM aBTOPCKYH) CTaTbl, KHUTY
OIUCAHUE TTPOBOIUTCS CICAYIOLIMM 00pazoM:

B rpade «3aromoBok nena» yKa3blBACTCAs aBTOP M HA3BAHWE I1€YATHOTO
n3ganus. Jlanee yKas3bIBarOTCs €0 BBIXOIHBIE TAHHBIE (MECTO W IO/ U3/1aHMs).

B rpade «xpaiinue gate» - roa u3iaHusl.

3aroioBOK Aeia Kpaitaue nater

[TerpoB A.B. byaymee Poccun M., 2020 2020

7.77.3. Ecnu u3naHue MNPEACTABISICT COOOH OMyOJIMKOBAHHBIE JOKYMEHTHI
Opranos/Opranu3anuii (TIOKyMEHTBl ChE30B, TUIEHYMOB, KOHTPECCOB W IIp.), TO
OMUCAHUE MTPOBOAUTCS CICAYIOMIMM 00pa30M:

B rpade «3aronoBok Jsena» ykaselBacTCs Ha3BaHWE wu3AaHusa. Jlanee
VKa3bIBAKOTCS €0 BBIXOIHBIE JAHHBIE.

B rpade «kpaiiHue patel» - KpaiiHWE AaThl JOKYMEHTOB, BKJIIOYEHHBIX B
[EYaTHOE U3JaHUE.

7.7.4. Ecnv Ha3BaHHWE NEYATHOTO M3JAHUsI HE IMOJHOCTBIO OTPAKAET €ro
COACPIKAHUE, TO B AHHOTALUMM K 3arOJIOBKY YKA3bIBACTCS COCTAB BKIIFOUCHHBIX B HETO
JOKYMEHTOB U JINCTHI JOKYMEHTOB.

7.7.5. Ecnu B u3ganun onyOJIMKOBaHbI JOKYMEHTHI Che3/1a, MIIEHyMa U JIP., TO
B QHHOTAIIMM YKA3bIBACTCS JlaTa U MECTO MPOBCICHUS MEPONPHUATHS (€CIIA OHU HE

YKa3aHbl B HA3BAHUU OPOLIIOPHI).
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3aroyioBOK Jena Kpaitaue natel

1T cbe3n Conparckux marepeii PecniyOnukn Anrtaid. 25-26 2020
centsiopsa 2020rona, ['opHo-AnTaiick [JokyMeHTHI 1

marepuaiesl. ['opHo-Anraiick, 2020

7.7.6. Ecmu wznanue nokymeHToB OpraHa/OpraHuzanyy (mporpamma, yCcTaB,
OPOCKT HOPMATHBHOTO aKTA W JIP.) BBINOJHEHO TUMOTPA(PCKUM CrmocoOOM, HO HE
UMEET BBIXOJHBIX JIAHHBIX (BCTPEYACTCs B OOUICCTBCHHBIX OpTraHHM3alMaX), TO
OIUCAHUE MPOBOIUTCS CACAYIOLIMM 00pa3oM:

B rpade «3aronoBok nena» ykas3blBaeTCs TOYHOE Ha3BaHME NOKYMEHTA, Jajee
YKA3bIBACTCS — IEYATHOE U3TAHUE.

7.7.7. Ecnv u3nanue npeacTaBisieT cOO0M OTAEIbHBIN JOKYMEHT, HEOOXO0AUMO
yKa3aTh - KEM W KOTAA YTBEP:KIACH, NMPUHAT. B rpade «kpaitHue marel» - 1o

IIPUHATHA W YTBCPKACHKA JOKYMCHTA.

3arosoBoK Jena Kpaiitnue natel

OOpamenne  KomureTta  CONATCKUX — Marepen 2019
PecnyOnuku Antait o npazaHoBanuu 75-netus dus TTooe bt
B Benukoii OreuecTBEHHONW BOIHE, MPAHATOE HA 3aCCHaHUU

Kowmureta 18 despans 2019 rona. [leuatHoe nznanue

7.7.8. Ilpn onrcaHny NEPUOAMYECKIX U3TAHUH (Ta3eT, >KYPHAIIOB, aTbMaHAXOB
U ZIp.) B Tpade «3arojl0BOK JENIa» YKA3bIBAECTCS BUJ MEPHOAMYECKOTO U3IAHUS U €T0
HA3BAHUE B KABBIYKAX, ANEE YKA3BIBACTCS MOA3Ar0I0BOK U3AaHus («O0ImecTBeHHAs
TOPOACKAs ra3eray v Ap.) o W3laHus U HoMepa u3fanus. B rpade «kpaiinue narsn»
VKas3bpIBa€TCsd TOX W3JaHWs. EciM MepuOAUYeCKHe W3JaHWsl CrPYNIIUPOBAHBI B
OTJEIbHBIE ONUCH M0 BHAAM MEPHOINYICCKUX HU3IaHHUNA, TO B 3ar0JI0BKE BHUJ U3IaHHA
MOXKHO HE YKa3bIBaTh.

7.7.9. llepuonuueckue u3gaHus MOXHO (OPMUPOBATH B OJHO J[AENO 3a
HECKOJIBKO JIET, €CIM TIO3BOJSIET O00BEM JNOKYMEHTOB. B TakoMm ciydae B rpade
«3aroJIOBOK €18y YKA3BIBAKOTCS I'OJBI 1 HOMEPA U3/IaHUH 32 KKIIBIHA o, a B rpade
«KpaiiHUE NaThl» YKa3bIBACTCA XPOHOJOTMYECKUN MEPHOJ BKIIOYEHHBIX B JIEJIO

AOKYMCHTOB.
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3aroyioBOK Jena Kpaitaue natel

l"azeta «BectHuk ['opHo-Anraiickay. U3nanue 2020

Anmunuctpanuu r. 'opao-Anraiicka 2020 roa. NoNe 1-10

7.7.10. Eciiu B ONUCh BKJIFOUEHBI BBIPE3KHA U3 TA3€T U XKYPHAIOB 10 MUCTOPUHU
Oprana/Opranus3anyy, TpHA ONMKACAHUM YKAa3bIBAOTCA BUIBI JOKYMEHTOB (CTaThbH,
WH(OPMALMOHHBIE COOONICHUs, TOKYMEHTBI A ZIP.), @ B CKOOKAaX IMOCJE 3arojOBKa
YKa3bIBACTCA «BBIPE3KH U3 razeTy.

Hanpuwmep:

Cmamwu, ungopmayuoniivie coobugers, onyoIUKosaiHvle 6
cpedcmeax maccogoti ungopmayuu o oeameavrnocmu AY PA «1 ocyoapcmeentiviii

HAYUOHAIbHBLT Meamp manyd u necHu « Aimam »(8vipesku uz eazem)

8. OPOPMJIEHUE JIEJI
8.1. Kommnekc padoT no opopMacHuIo aen

8.1.1. OdopmiicHue Jejla MOCTOSHHOTO XPAHCHHUS M IO JUYHOMY COCTaBY
BKJIFOUAET B ce€0si KOMIUIEKC padoT:

— HyMEpaluu JJUCTOB B JCJIE;

— COCTaBJICHHIO JIUCTA-3aBEPUTES,

— COCTaBJICHHMIO BHYTPEHHEH OMUCH (MPU HEOOXOAUMOCTH);

— MOALIMBKE (TIEPEIIETY ) AOKYMEHTOB;

— odopmIIeHUIO OOJIOKEK JET.

8.1.2. [ena BpeMeHHOTO Ccpoka XpaHeHus (mo 10 ner), mocTtymaromme Ha
rOCy/IapCTBEHHOE  XpaHeHWEe mnpu JukBujaimu  Oprana/OpraHvzanuu  Wid
OCTaBJICHHbIE HAa XpaHeHue B OpraHe/Opranuzanyu, TMOIICKAT YaCTUHUHOMY
0(pOPMJIICHHIO:

— JIONYCKAETCsl HE MPOBOIUTh CUCTEMATH3ALIUIO JOKYMEHTOB B JIENIE;

— JIACTHI JIENIa HE HYMEPOBATH;

— JIACTHI-3aBEPUTENIA HE COCTABIISATD.

8.1.3. JIOKyMEHTBI MOTYT XPAHUTBCSA B MANKAX-CKOPOCIIMBATEISX.
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8.2. Hymeparus 1ucToB

82.1. B uenax 3akperuieHus TMOpsSAKa PACIOIOKEHHUS JOKYMEHTOB H
o0ecrnedeHnst MX COXPAHHOCTH, BCE JIUCTHI JIENIA, KPOME JINCTOB BHYTPEHHEH ONUCH U
JMCTA-3aBEPUTENIA, HYMEDPYIOTCA apaOCKMMM LU(dpamMu BaJlOBOHW HyMeEpaumen
YEpHBIM IpapUUeCKUM KAapaHAAIIOM B BEPXHEM NPAaBOM yIiy (HE 3aiaeBas TEKCTa
NOKyMEHTa). JIACTBI BHYTPEHHEH OMUCH NOKYMEHTOB J€ja HYMEPYIOTCA OTACIBHO
(apabckumu nuppamn).

8.2.2. Mcnonp30BaHKe YEPHWI WIH LBETHBIX KapaHAALIEH MPU HyMEPauy 1€
3aIpEIacTCs.

8.2.3. Jluctel Oonpumioro (opMara Takke HyMEPYHOTCS B MPABOM BEPXHEM
yIIy, CKIAABIBAOTCS ((anbUyrOTCS) W MOJMMBAOTCA 32 OAMH Kpal. CIoXKCHHBIA
macT (popmara A3, A2) pa3BOpaUMBACTCS U HYMEPYETCS B MPABOM BEPXHEM YIITY.
Jlact moboro opmara, MOAIIMTEIN 3a OMH Kpail, HyMEPYETCs KaK OJ1H JIUCT.

82.4. EciM TEKCT AOKYMEHTa pacrojiokeH Ha OOE€HMX CTOpOHaX JIMCTa,
0o00OpOoTHasi CTOpOHA JKMCTa HE HyMEpyeTcs, a MNpu OQOPMIICHHMH CHOCOK Ha
OOOpPOTHYKO CTOPOHY JIMCTA JAOKYMEHTA YKA3bIBAECTCS HOMEP JUCTA ¢ 100aBICHUEM
«00».

Hamnpuwmep: 1. 25 06.

8.2.5. Jluct ¢ HaArayx0 HAKICCHHBIMH JOKyMeHTamMu ((otorpadusmu,
BBIPE3KAMHU, BBIMACKAMU W T.I.) HYMEPYETCS KaK OJWH JIUMCT. ECIM K HOKYMEHTY
NOJIKJIEEHBl OJIHAM KPAeM JPYrue JOKYMEHTbI (PAaCUCTHbIC JUCTKHA K JIMIICBBIM
cueTaM, BCTAaBKM TEKCTa, MNEPEBOJbI, BBIPE3KM M T.M.), TO KAKIAbIH JOKyMEHT
HYMEPYETCS OTJENBHO.

8.2.6. Ecni B 71€710 BKJIFOUEHBI JIMCTHI — PA3ACIIUTEIIN MEXAY JOKYMEHTaMU, Ha
HUX JOJ/DKHA ObITh uWHGpOpPMamMs (HAAMKUCH), KOHKPETU3UPYIOINAS MPUHIAI
CHCTEMAaTU3aLMK JTOKYMEHTOB B J€JIE (HAMMEHOBAHWUE CTPAHBI, BUJIOB JNOKYMEHTOB,
(amunus, UMs, OTYECTBO PAadOTHUKA W 1p.). OHM HYMEPYIOTCS B BAJIOBOM TOPSIJIKE
BMECTE C TIOKYMEHTaMM.

82.7. Ecnu B nene HMMEKOTCA YHUCTBIE JIMCTBI, OHM HE HYMEPYIOTCA, a

HU3BIMAKOTCA U3 ACTIA.
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8.2.8. Tlogmwmtele B A€70 KOHBEPTHI C BIOKEHUSIMU HyMepyrotes. 1Ipu sTom
BHAYAJIC HYMEPYETCSA CaM KOHBEPT, 4 3aTEM OUYEPEIHBIM HOMEPOM KAXKJ0€E BIIOKEHUE
B KOHBEPTE.

8.2.9. IlommuTeie B ACNO AOKYMEHTHI ¢ COOCTBEHHOM HyMEpALMEH JUCTOB
(BKJIIOYas TMEYATHBIE W3JAHMSI) MOTYT HYMEPOBATbCA B OOMIEM TOPAIKE WIH
COXpaHATb COOCTBEHHYIO HYMEpAlMIO, €CJIM OHAa COOTBETCTBYET TMOPSAIKY
PacnoIOKEHUS JTUCTOB B JIETIE.

8.2.10. ®ororpapuu, UEpTEKH, AMArpamMMbl U JPYrHE HIUTIOCTPATUBHBIE
JOKYMEHTBI, MPEACTABIISIOIIME CAMOCTOSTENBHBIM JTUCT B JENie, HYMEPYIOTCS Ha
00OPOTHOM CTOPOHE, HA BEPXHEM TIOJIE JIKCTA.

82.11. Juctel JA€JI, COCTOSIIMX W3 HECKOJBKMX TOMOB MM YacCTEH,
HYMEPYIOTCS MO KOKIOMY TOMY MM KaKIO0W YaCTH OTAEIBHO.

82.12. Ilpu npueMe TOAWMATEIX H  NPOHYMEPOBAHHBIX JACI B
aesonpousBoacTee Oprana/OpraHu3alyy, €Ciau 00HapyKeHbl OTACIbHBIC OIIMOKH B
HyMEpPalyuy JUCTOB BO3MOKHO IMTPUCBOCHHE TUTEPHBIX HOMEPOB JIMCTAM.

Hanpuwmep: /a, 16, 5a.

8.2.13. B ciydae G0JIbIIOro KOJIMYECTBA OMMOOK IIPOBOAUTCS NEPEHYME PALUs
JucTOB. [Ipu 3TOM CTapeie HOMEPA 3aYEPKUBAIOTCS KAPaHJAUIOM OJHOM HAKJIOHHOMN
YEePTOil, a PAJOM CTABUTCS HOBBI HOMEP JIMCTA (3AMPEMIAKOTCS MOATHPKH U MPABKA
CTapbIX HOMEPOB), B KOHIE JI€Na COCTABIISICTCS HOBBIM JIACT-3aBEPUTEND, MTPU 3TOM
CTapbli TUCT-3aBEPUTEIND 3AYCPKUBACTCSA, HO COXPAHACTCA B JIEIIE.

8.3. CocTaBieHUE TUCTA-3aBEPUTEIIA

8.3.1. JIuct 3aBepuTEND COCTABISACTCA ISl YyUETA KOJIMYECTBA JIUCTOB B JEJIE MO
YCTAHOBJIECHHOH opme (mpunoskeHue No2).

8.3.2. JlucT-3aBepuTenb COCTABIICTCS B JIeJI€ HA OTAEILHOM jucte (popmara
A4, AS), B KHUTaX — HA 0OOPOTHOM CTOPOHE MOCAEAHETO YUCTOTO JIACTA.

8.3.3. 3anpemactcss BBIHOCUTH JIACT-3aBEPUTEIb HAa OOJIOKKY Jefa WU
YUCTBIH O0OPOT JHMCTA TMOCJHECAHEr0 JOKyMeHTa. Ecmi  aeno mnoammTo  wian
neperieTeHo 0e3 OnaHKa JIMCTa-3aBEPUTENS, OH HAKJICMBACTCS 32 BEPXHIOK 4acThb

JICTA Ha BHYTPEHHEN CTOPOHE OOJIOXKKH AeTa.
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8.3.4. B mucte-3aBepuTene yKa3blBarOTCA IU(PPAMU U MPOMHUCHIO KOTHYECTBO
NPOHYMEPOBAHHBIX JIMCTOB W OTHAEIBHO, YEPE3 3HAK «+» KOJWYECTBO JIMCTOB
BHYTPCHHEH ONUCH (TIPU €€ HATUYNH ).

8.3.5. B nucTe-3aBepuTEiic OTMEYAKOTCI OCOOCHHOCTM HYMEpALMU JIMCTOB,
(PU3UYECKOTO COCTOSTHUS TOKYMEHTOB U (JOPMHUPOBAHMSA ACIIA;

— HAJIMYUE JINTEPHBIX HOMEPOB JIUCTOB,

— HAJIMYUE MPOMYIMIEHHBIX HOMEPOB JINCTOB,;

— HOMEPOB JINCTOB C HAKJICCHHBIMH (POoTOrpadusiMH,

— HOMEPOB KPYNHO(OPMATHBIX JIUCTOB;

— HOMEPOB KOHBEPTOB C BJIOKCHUSIMA W KOJMYECTBO BIIO)KCHHBIX B HUX
JIUCTOB);

— HOMEPOB MOBPEKACHHBIX JIICTOB,

— HaIM4YUE B €€ TUNOTPAQCKUX DK3EMIUIIPOB OPOLIOP € KOJUYECTBOM
JMCTOB B HUX, €CJIA OHU HE ObUIM OTMEYEHBI B O0IIEH BaJIOBOW HyMEpalluK B JIETIE.

8.3.6. KonnuecTBo AUTEPHBIX, TPOMYIICHHBIX JTUCTOB TOJKHO VIMTHIBATHCS B
WUTOTOBBIX JAHHBIX O KOJIMYECTBE MPOHYMEPOBAHHBIX JIMCTOB.

Hanpumep:

[locneonuii tucm oena umeem Homep 252, HO 6 Oele eCmb JUCHbL C HOMepPaMU
Sa u 30a u nponywen nomep 17. B omom ciyuae obugee konuvecmso aucmos oyoem
cocmasisime 252 + 2 — 1= 253.

83.7. Bce mnocneayromue W3MEHEHMS B COCTABE MW COCTOSHHMM Jiena
(MOBpeXACHUSI, 3aMEHA TOJIMHHBIX JTOKYMEHTOB) OTMEUAIOTCS B JIMCTE-3aBEPUTENIC
CO CCBUIKOH HA COOTBETCTBYIOIIUI aKT.

8.3.8. Jlucr-3aBeputenb opopmisieTcss ¢ ucnonb3oBaHueM mpudpra Times
New Roman pa3zmepom Ne 14, yepe3 1,5 MEKCTpOUHBINA MHTEPBA, 0c3 a03alHOro
OTCTyTa, B PAaHUIIAX TEKCTOBOIO MOJIS:

30 MM — I€BOE;

10 MM — mpaBoe;

20 MM — BEpxHEe;

20 MM — HHOKHEE.
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83.9. 3aromoBox Bupa pokymenra JIMCT-3ABEPUTEJIbL Ne
NEeYaTacTcsl NPONUCHBIMU  OYKBaMHU, BBIACISCTCS  TOJY>KHPHBIM — IPUQPTOM,
LHEHTPUPYETCS MO HIUPUHE.

8.3.10. CeeneHus O KOJIMYECTBE MPOHYMEPOBAHHBIX JIMCTOB, JIATEPHBIX M
NPONYIICHHBIX HOMEPAX M€, KOJMYECTBE JIACTOB BHYTPEHHEH omucu (mpu ee
HAJIMYMK) TIE€YATAIOTCS YEPE3 OJIMH MEKCTPOUHBIA MHTEPBAJI OT HAMMCHOBAHUS BH/IA
JOKyMeHTa, Oe3 ad3alHoro oTcTyna OT TPaHuI] JIEBOTO TMOJIS JIUCTA CTPOUYHBIMHU
OyKBaMH.

8.3.11. OcobenHoctu (Pu3nveckoro coctosiHus U GopMupoBaHus aena (rpada
1) m Homepa mmctoB (Tpada 2), odopmisitoTcss B BuAC TaOnuibl 4yepe3 1
MEXCTPOUHBIA MHTEPBAI OT CBEACHUM, YKA3aHHbIX B 1. 8.3.10., mpu 3TOM T'DaHULIBI
TaOJIALBI HE TOJHKHBI BBIXOAWTH 34 TPAHUIBI TEKCTOBOTO TTOJIS.

8.3.12. HamumeHoBaHMss W HOMEpa CTOJOIOB TaOMUIBI  OQOPMIAIOTCA
CTPOYHBIMH OYKBaMH, LEHTPUPYIOTCS IO LIUPUHE CTOOLA.

8.3.13. B Tabnuue Kaxabli S3JEMEHT OMNUCaHWs Jela pacnojaracTcs B
OTJENBHOM CTPOKE, BRIPABHUBACTCS 10 JICBOMY Kparo 03 ad3aiHoro orcrymna B rpade
1 u neHTpupyeTcs 1o WupHHE cToNONA B rpade 2.

8.3.14. Jlucr-3aBepuTenib NOANMUCHIBACTCS COCTABUTENEM, VKA3BIBACTCA €r0
JIOJKHOCTB, pacii(PpoBKa MOAMKUCH, 1aTa COCTABJICHHS.

8.3.15. PexBu3uthl Haumenogarue OonxcHocmu pabomuuxd, /{ama JOJKHbI
0(pOpPMIIATHCS OT JICBOW IPpaHKIIbl TEKCTOBOTO MOJIs 0€3 ab3aiHOTo OTCTyNa.

PacmmdpoBka mnoanucu B pekBH3UTE [loonuce pabommuuka  JOJDKHA
pacroiaratbCsi Ha YpPOBHE TMOCHEAHEH CTPOKM HAaWMMEHOBAHUS JIOJDKHOCTH
COCTABUTEIIS C OJUHAPHBIM MPOOETIOM MexAy MHAIMATaMu U Gamunueil. [Tocneanss

OykBa B pacmm(ppoBKe MOAMKUCH JOJHKHA OTPAHUYMBATHCS TTPABBIM TTOJIEM.

JIOKHOCTD paOOTHHKA H.O. Gamunus
(TI0 I Ch )

Jlata
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8.4. CocraBiieHUE BHYTPEHHEH ONTUCH

8.4.1. BHyTpeHHS ONUCH TIOKYMEHTOB COCTABJISIETCA B CIIy4Yae HAJIMYUS B JIETIC
JOKYMEHTOB, TPEOYIOIIMX 0COO0T0 yUETa.

8.4.2. CocraBicHHE BHYTPEHHEH ONMCH 00A3aTe/IbHO I CICAyroulci
KaTerOpvA JET.

— coJZepKamme 0C000 EHHBIE TOKYMEHTHI,

— CyaeOHBbIE,

— CJIECTBEHHBIE,

— KOMIUIEKCHI (HApsI0B) JIMYHBIX I,

— TPYJOBbBIE AOTOBOpA (COTIALICHUS ).

8.4.3. BHYTpEHHsI ONUCH MOKET COCTABIATBCA:

— K JejaM ¢ JUOEBBIMH CYETAMH MO 3apa0OTHOW [jare, JUYHbIMH
KapToukamMu, €cii OHM CGhOPMUPOBAHBI B JECIOMNPOM3BOACTBE HE MO aja(daBUTy
(amMunmii, HO HE MOJUISKAT PACIIUBKE;

— K JeNaM ¢ MEPETHUCKON, ecm OHU C(OPMHUPOBAHBI TTO XPOHOIOTHUYECCKOMY
npu3HaKy 0e3 yKa3aHus TEMATUKH, HO UX 00bEM 3HAUUTEIIEH.

84.4. BHyTpeHHsi1 ONWUCh COCTABIACTCS HA OTACIBHOM JIUCTE MO
yCTaHOBJIEHHOH (opMme (mpunoxkeHue Ne 3), B KOTOPOH COAEP)KATCs CBEJACHHS O
NOPAIKOBBIX HOMEpax MOKYMEHTOB J€la, MX HWHIEKCAX, Jarax, 3arojoBKax M
HOMEpAax JUCTOB JIETA.

8.4.5. K BHyTpeHHEH ONHMCH COCTABIISIETCS WTOrOBas 3amuCh, B KOTOPOM
YKa3bIBAIOTCS U(PpaMu ¥ MPOMUCHIO KOJMYECTBO BKIIFOUEHHBIX B HEE IOKYMEHTOB U
KOJIMYECTBO JIMCTOB BHYTPEHHEH OIMUCH.

8.4.6. Ecii 11eno neperuieTeHo Wi MOAINATO Oe3 OJlaHKa BHYTPEHHEH ONMUCH
JOKYMEHTA, TO COCTAaBJICHHAs MO YCTAHOBJICHHON (POpPME OMUCH MOAKIECUBACTCS K
BHYTPEHHEH CTOPOHE JMLIECBOMA OOJI0KKHM AETA.

8.4.7. VI3MeHeHuss cocTaBa JOKYMEHTOB J€lla (M3bATUS, BKIKOYCHUSA
AOKYMEHTOB, 3aMEHAa UX KOMNHAMHM M T.A.) oTpaxarorcs B rpade «llpumedanus»

BHyTpeHHeﬁ OIMMCHU CO CChUIKAMH Ha COOTBCTCTBYIOLIMC AKTHI. HpI/I HCO6XOI[I/IMOCTI/I
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COCTABIIICTCS HOBAs UTOTOBAd 3aMUChb K BHYTPEHHEH OMUCH U JIUCTY-3aBEPUTEIIO
aena.

8.4.8. BHyTpeHHs1a onuch OQOPMITIETCS C UCIONb30BaHWEM mpudTa Times
New Roman pazmepom Ne 14, gepe3 1,5 MEXCTpOUYHBIA MHTEPBan, 0¢3 ad3amHOro
OTCTyTa, B PAaHUIAX TEKCTOBOIO MOJIA:

30 MM — JI€BOE;

10 MM — mpaBoe;

20 MM — BepxHEe;

20 MM — HUKHEE.

8.4.9. 3arosoBOK JOKYMEHTA BBIAEISICTCS  IMOJMY>KUPHBIM  PHPTOM,
ueHtpupyercs no wupuHe, pekBuzut BHYTPEHHAS OIIMCH newaraercs
OPONMUCHBIMU OyKBaMH, Ha CIACAYIOWIEH CTPOKE YKA3BIBAETCS «HOKYMEHTOB Acia Noy
¥ HOMEDP BHYTPEHHEH OMUCU CTPOYHBIMH OyKBaMH.

8.4.10. CeeneHuss O OOKYMEHTAX, BKIIFOUYECHHBIX BO BHYTPEHHIOK OIMCH,
opopmisitoTcs B BUAE TaOMMIbl 4yepe3 | MEKCTpOUHbI WHTEpBAJ OT 3arojioBKa
JOKYMEHTA, TPaHULIbI TAOIUIBI HE JOJIYKHBI BBIXOJIUTH 32 PAHUIIBI TEKCTOBOTO TOJISL.

8.4.11. HaumeHnoBanus cTONOLHOB TaOMMUBl OQOPMIISIFOTCS  CTPOUYHBIMHU
OyKBamu, LICHTPUPYIOTCS 1O IUPHUHE CTOJIONA.

8.4.12. B Tabnuile KaKabli 3JE€MEHT ONMUCAHMUS JOKYMEHTA PacIiojaracTcs Ha
OTICIIHOM CTPOKE, IEHTPUPYIOTCS MO LIMPUHE CTONIONA 34 UCKITFOYEHUEM 3aroj0BKa
JOKYMEHTA, KOTOPbIA BEIPABHUBACTCS MO JICBOMY Kparo O€3 ab3aI(HOro OTCTyma.

8.4.13. WtoroBas 3anMch ¢ yKa3aHMEM KoyimdyecTBa (Uu(ppamMH U CIOBAMH)
JOKYMEHTOB U JIMCTOB, BKJIFOUEHHBIX BO BHYTPEHHIOKO OMUCH, pacnoJiaraetcs uepes 1
MEKCTPOUYHBIA MHTECPBAT OT TAOJHUIIBI CO CBEACHUSMHU O TOKYMEHTAX, BKIIOUEHHBIX
BO BHYTPEHHIOKO OIUCH, 0€3 a03a1HOro OTCTyNa OT TPAHMIL JIEBOTO ITOJISL JIUCTA.

84.14. Ilpu 3TOM CBEIACHUS O KOJIMYECTBE JIUCTOB BHYTPEHHEH ONKUCH
pacrionaraetcs 4yepe3 1 MEKCTPOUHBIA UHTEPBAJI OT UTOTOBOM 3alMCH O KOJIMYECTBE
JOKYMEHTOB.

8.4.15. BHyTpeHHsA ONMUCH MOAMMUCHIBACTCS COCTABUTEIEM, YKA3bIBACTCSA €0

JOJDKHOCTb, paciii(poBKa MOANKCH, 1aTa COCTABIICHMSI.
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8.4.16. PekBusuthl Haumenosanue OOINCHOCMU  JUYd, COCMABUBULELO
GHYMPEHHIO ONUCL OOKYyMeHmosg oel, Jlama ROMKHB O(OPMIATHECS OT JIEBOM
I'PAHUIIBI TEKCTOBOTO MOJIst 0€3 ad3a1HOro OTCTyTA.

PacmmudpoBka mnoanucu B pekBU3UTE [loonuce cocmasumeiis  NOJDKHA
pacrionaratbcs Ha YpPOBHE MOCIEAHEH CTPOKA HaWMMEHOBAaHUA JIOJDKHOCTH
COCTABUTEJIS C OJJMHAPHBIM MPOOEIOM MExKAY MHUIMaaMu U pamunueid. [Tocnennss

OykBa B paciin(ppoBKe MOANKUCH JOHKHA OTPAHMYMBATHCS MPABBIM MOJIEM.

HauMeHOBaHME IOJIKHOCTH JIMIIAa,
COCTAaBUBHICIO BHYTPCHHIOKO OIIMChH

JOKYMEHTOB JIETT N.O. Gamunus

(TTOAITCh )

Jlata

8.5. [logmmeka (nepenser) aena

8.5.1. IloamuBka (mepemnier) A€ MPOU3BOJUTCS TOJILKO IMOCJE 3aBEPLICHUS
AKCIEPTU3bI IECHHOCTH BCETO KOMILIEKCA TOKYMEHTOB.

8.5.2. JIOKyMEHTHl MOCTOSHHOTO XPaHCHWS W TO JIMYHOMY COCTaBy,
COCTABJISIOIIME J1€J1a, MOAUIMBAIOTCS HA YETHIPE MPOKOJIA B TBEPAYIO OOJOKKY W3
KAPTOHA WIN MEPETUICTAKOTCS C YYETOM BO3MOYKHOCTH CBOOOJIHOTO YTCHHS TEKCTa
BCEX MOKYMEHTOB, HaT, BU3 W PE30MIOUMIA HAa HUX. METAUIMYECKAE KPEIUICHHUS
(CKOOBI, CKPENKH ) U3 ACH yAAIAIOTCS.

8.5.3. Ecium JOKYMEHTBI HE MMEIKT MOJEH NpU NOALIMBKE, HEOOXOAUMO
HapallUBAHUE «KOPEIIKOBY K JOKYMEHTaM UJIM UCMOJb30BAHUE IPYTUX TEXHUUECKHUX
OPUEMOB.

85.4. Jlena MOCTOSHHOIO XPAaHEHUS M MO JUYHOMY COCTaBY, JOJIKHBI
XPAHUTHCS B 3AKPBHITHIX APXUBHBIX KOPOOAX HA METAUITMYECKUX CTEIUTAKAX.

8.5.5. HeBocTpeOOBaHHBIC MOJIMHHBIC JIMYHBIE JTOKYMEHTHI (YIOCTOBEPEHUS,
CBUICTEIILCTBA, AaTTECTAThl, AWIUIOMBI W Jp.) MNOAMIMBKE HE TMOJICKAT, OHH
BKJIQ/IBIBAKOTCA B KOHBEPTHI, KOTOPBIC 3aTEM MOIIABAIOTCA B JIEIA.

8.5.6. [lepenner A0KEH OTBEYATh TEXHUUYECKAM TPEOOBAHUSM.

8.5.7. Jlns 6pouIropoBOYHO-MEPEIIETHBIX PadOT UCMONIB3YIOTCS Kiel «[IBAY.
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8.6. OpopmneHne 0OI0KKH Aena

8.6.1. OdopmiieHre 00JI0KKHM Aena TPOU3BOAUTCS TOJBKO MOCIE 3aBEPLICHUS

OKCIICPTU3EI HCHHOCTH BCCI'O KOMILJICKCA JOKYMCHTOB.

8.6.2.  OdopmiicHre  OOJIOKKM  J€Ia  OCYIIECTBISACTCS  COLIACHO

NPUIOKEHUANS.

8.6.3. O6noxka aena opopMIAETCs B CIACAYIOUIMX IPaHUIAX TEKCTOBOIO MOJI:

30 MM — J1I€BOE;

10 MM — mpaBoe;

20 MM — BepxHEe;

20 MM — HWOKHEE.

8.6.4. Tekcr 00510kKM nena opopmisieTcs: ¢ UCNoJib3oBaHueM Ipudra Times

New Roman pazmepom Ne 14, yepe3 1,5 MeKCTpOUHBINA WHTEPBaA O€3 BBIICICHUS 3a

HCKIIOYCHHUCM 3ar0JIOBKa AcJIa.

8.6.5. Ha ntuueByro CTOPOHY 00JIOXKKH /1€ BBIHOCATCS CICAYIOIUNE CBEACHUS:

HAaNMEHOBAHUE IOCYAapPCTBEHHOIO apXuBa,
HAaUMEHOBAHUE OpraHu3alvy,

HAMMEHOBAHUE CTPYKTYPHOTO MOAPA3ACIICHUS,
MHJEKC JIEa 0 HOMEHKJIATYpe ACI (MPU €€ HATTMYUH ),
HOMED JIEJIA U HOMEP TOMA,

3aroJIOBOK AEJA,

KpailHhe JaThl Jeiia WIK Jarta Jena;

KOJIMYECTBO JIMCTOB B ACIIE,

CPOK XpaHEeHHUs Jea.

8.6.6. Ha 00so>kKe nena MOCTOSSHHOIO XPaHEHHsl B JIEBOM BEPXHEM YIUIy Ha

YPOBHE 1-3 CTPOK OT BEPXHETO Kpasi MPEayCMATPUBACTCS MECTO I HAMMEHOBAHUS

rocyaapCrBCHHOIO apxmBa WK apXUBHOI'O OTAC/Ia MYHUIUIIAJIEHOIO O6pa?>0BaHI/I$I, B

KoTophlid  gena  OpraHa/OpraHuzainuu  OyayT MEpeAaHbl HAa TOCYAapCTBEHHOE

XPaHEHUE.
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8.6.7. B mpaBOoM BEPXHEM H B JICBOM HIKHEM YIIIAX MPOCTABIIACTCS APXUBHBIN
mudp MO TPAHULIE TEKCTOBOTO MOJIS.

8.6.8. Hammenopanme Oprana/OpraHu3aniu yKa3blBACTCSI TIOJHOCTBIO B
UMCHMTEIIBHOM MaJcKE CTPOYHbIMU OyKBaMHM IO JIEBOMY Kparo 0€3 ad3aiHoro
OTCTYyIA Ha 5-7 CTPOKAX OT BEPXHEro Kpas jucra. [Ipy U3MEHEHUM HAaUMEHOBAHUSA
OpraHu3alliy B TCUYECHUE MEPHO/IA, OXBATHIBAEMOI0 JJOKYMEHTAMU JIcia, HA O0JI0XKKE
JeJia yKa3blBaeTCs nocyieinee HaumeHoBanue Oprana/OpraHuzaiuu.

8.6.9. HaumeHoBaHue CTPYKTYPHOTO MOAPA3ACICHUS YKA3BIBACTCS MO TEM KE
npaBWwiIaM, 4TO W HauMmMeHoBaHue Oprana/OpraHusandyd 1O JIEBOMY Kparo 0e3
a03a1HOro OTCTYNA Ha 8 CTPOKE OT BEPXHETO Kpas JIUCTA.

8.6.10. Ha neBsATON CTPOKE OT BEPXHErO Kpas JIMCTA YKA3BIBACTCS UHICKC AENa
0 HOMEHKJIaTyPe IO JIEBOMY Kparo 0€3 ad3aiHoro OTcTymna.

8.6.11. PexBuzura JIEJIO Nemuiercs NponvcHBIMM OykBaMM Ha 13 CTpoke OT
BEPXHETO Kpas JINCTA, UCHTPUPYETCSI N0 IUPUHE JIUCTA.

8.6.12. Ecnu eauHuila XpaHEHUs COCTOMT M3 HECKOJIBKUX TOMOB (4acteid),
BCEM TOMAaM (4acTsiM) Jnaercs OOLIMi 3arojioBOK, a 3areM (Ipu HEOOXOAMMOCTH)
YTOUYHSETCS COACPKAHUE KAXKIAOTO TOMA (YaCTH) B OTAEIBHOCTH, O KPAHOCTH TOMA B
cKoOKax no0aBiseTCs yTOUHEHHE (Mocaeaauii). Hampumep:

Cmamucmuyeckue ceeoerusd o pazeumuu skoHomuxu PCOCP ¢ 1981 200y.
Tom 1. [IpombtusienHocme

Cmamucmuyeckue céeoenus o pazgumuu sxkonomuxu PCOCP ¢ 1981 2.
Tom IV (nocreonuit). Cenbckoe X0351Cmeo

8.6.13. 3aroJioBOK Jejia yKas3blBACTCA B COOTBETCTBUM C II. 7.2. HACTOALIMX
[IpaBun Hal4-18 cTpokax OT BEPXHErO Kpas JIMCTA, BBIACIACTCA MOJIY>KUPHBIM
mpru@TOM, EHTPUPYETCS MO LIMPUHE JUCTA.

8.6.14. Ha o0no0xke nena KpaiHue AaThl YKA3bIBAKOTCS B COOTBETCTBUU C ILIL.
7.5.-7.6. nacrosmx [IpaBun Ha 21 cTpOKe OT BEPXHETO Kpas JIMCTA, LEHTPUPYIOTCS

10 HIUPUHE JIUCTA.
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8.6.15. Ecnu B nmem0 BKIOYEHBI AOKYMEHTHI (MPUIIOKECHUS M T.01.), JATHI
KOTOPBIX BBIXOJAT 3a KpalHWE JaThl A€na, TO MOJ JaTaMHu JIENAa ¢ HOBOH CTPOUYKH
AENaeTcst 00 ATOM 3aIKCh. «B AETE UMEIOTCS TOKYMEHTHI 3a ... TOJBD).

8.6.16. Ha o0Onoxke aena oOA3aTCIILHBIM PEKBU3UTOM SBJISICTCS yKA3aHUC
KOJIMYECTBA JIMCTOB AETa.

8.6.17. OO11ee KOIMYECTBO JIMCTOB B JICJIC YKA3bIBACTCSl HA OCHOBAHUM JIUCTA-
3aBEpUTEN JeN1a, BKIKOYasl TMCTHl BHYTPEHHEH onucH (ITPU HATMYUK).

8.6.18. CBeieHHUS O KOJMYECTBE JIMCTOB B ACNIE€ YKA3BIBAETCS MO JEBOMY Kpato
HA paccTossHUM 50 MM OT MPABOTO Kpas HA 25 CTPOKE OT BEPXHETO KPas JIUCTA.

8.6.19. Ha o0noxke men 00s3aTeNbHO YKA3BIBACTCS CPOK XPAHEHUS Jena Ha 26
CTPOKE OT BEPXHETO Kpas JIACTA 10 JEBOMY KParo Ha paccTosstHuM 50 MM OT MPaBoro
Kpasi.

Hanpumep:

Ha Jenax NOCTOSAHHOIO XPAHCHUA: « XpaHums nOCMOAHHO»,

Ha Jenax Mo JUYHOMY COCTaBy« Xpanume 50 nem», « Xpanume 435 1em»n T.11

8.6.20. Ilpn namuuum rpuda «ACI1» Ha TOKyMEHTax Jena B MPaBOM BEPXHEM

yriTy OOJIOJKKHM JAenia JeNAeTcss 0TMETKa « st CITy>KeOHOrO MOJIb30BAHUSY.

9. MPOCTABJIEHUE APXUBHOI'O HIN®PA JIEJIA

9.1. PaGotHukoM Oprana/OpraHu3aiii, OTBETCTBCHHBIM 34 BEJOMCTBCHHBIN
apxvB, Ha OOJIO)KKEC Jiella B MPaBOM BEPXHEM M B JIEBOM HWXKHEM YIJiax
OpOCTaBJIsAeTCA apXuBHbIH QP aena. OH cocTouTt U3 HoMepa GoHAa, HOMEPA ONTUCH
U MOPSIKOBOTO HOMEPA JieJia MO OIMHUCH.

9.2. ApxMBHBIH WKA(P OPOCTABIAETCS NOCHE YTBEPKACHUS WM COTTACOBAHUS
OIMHCH JIEN 3KCHEPTHO-NTPOBEPOUHOI KoMuccueld KoMurera mo nenam 3arnmcH akToB
TPOKIAHCKOTO COCTOsIHMS M apxuBOB PecnyOnukm Antait (nanee — OIIK Komurera
no gacnam 3AI'C um apxuBoB PecnyOnukum Auraid), yTBEP)KICHHS ONUCH JET
pykoBogutenem Oprana/Opranm3anuu. Jlo 3TOro HOMEpa A€l Ha OOJOXKKax

MPpOCTABJEAKOTCA KapaHAAllOM.
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10. CUCTEMATU3AIMA JIEJI B OIIUCH
10.1. OOuWMii NPUHIKIT CHCTEMATU3ALAN JIEN

10.1.1. Onucu cocTaBisoTC:

— Ha gena OpranHa/OpraHu3anyii  3a  ONPEACICHHBINA  XPOHOJIOTMYECKUI
NEPHOL;

— Ha Bce naena OpraHa/OpraHu3anyd 0 MOMEHTA JIMKBHAJALWUH, €CIIH OHH
NPEKPATUIIN CBOE CYLLIECTBOBAHHUE,

— Ha JAeJla MO JIMYHOMY COCTaBYy, KOTOPBIC BBIACIAIOTCA B OCOOYH TpyImy,
CHUCTEMATU3UPYIOTCA 000COOJEHHO M BKJIIOYAKOTCA B OTACABHYK) ONWCh HIIH
HECKOJIBKO OITACEN.

10.1.2. Ilo 3aBepieHHM ONUCaHUS AET ONPEAEIAECTCS CXEMA CUCTEMATU3ALNN
BHYTPHU OMUCH.

10.1.3. Cxema cucTemMaru3anuu Jeja apxXuBHOrO (hoHAA YHPaBIECHUYECKON
JOKYMCHTALINH OTPAXKACT UCTOPUYECKA CJIOKUBIITY FOCSI CTPYKTYPY
Oprana/Opranuzanuy, QyHKIWAW, HANPABJICHUS IEATEIBHOCTH, COCTAB JTOKYMEHTOB
(oHaa (BHJBI MU PA3HOBHIHOCTH JOKYMEHTOB WMJIM BaKHCHIINE TEMbI (BOMPOCHI),
OTPaKCHHBIC B AOKYMEHTaX (HOH[A).

10.1.4. B 3aBUCMMOCTH OT CXE€Mbl cucTemaruzauuu (¢GoHaa, €ro odwbema,
ocobeHHocTel AemonponsBoacTBa Oprana/OpraHu3anuyd Ha aeina ogHoro (ouma
COCTABJISICTCS OJHA WM HECKOJIBKHAX OMUCEH.

10.2. Tlpu3Haky CUCTEMATU3ALMU BHYTPU ONUCHU

10.2.1. Cucremarmsanus €IWHWIL XPAHCHUS BHYTPH OIMKUCH TPOBOJUTCS C
YUETOM CJICTYIOUINX MPU3HAKOB:

— XPOHOJOTHYECKOro (Imo mepuoJaM W JaraM, K KOTOPBIM OTHOCATCA
JTOKYMEHTHI ),

— CTPYKTYPHOTO (B COOTBETCTBHM C MPUHAIJICKHOCTHIO €AMHUIl XPAHCHUS K
CTPYKTYPHBIM MOAPA3ICTACHUSIM );

— (YHKIIMOHAJILHOTO, OTPACIEBOr0, TEMATUYECKOTO, MPEIAMETHO-BOTIPOCHOTO
(c yuetoM (pyHKIIMI, OTpaciichi U HaNMpPaBICHUN ACATEIIBHOCTH OPraHU3aluu, TEM UIH

BOIPOCOB, KOTOPBIX KACAETCS COJACPHKAHUE TOKYMEHTOB);
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— HOMHHAJILHOTO (MO JE€JIOMPOU3BOJCTBEHHOM (OpME — 3HAUYMMOCTH e,
BUJAM U PA3HOBUAHOCTSIM JOKYMEHTOB),

— KOPPECHOHJCHTCKOrO (10 OPTraHU3AlMsIM 1 JIMLAM, B PE3YJIbTATE MEPENUCKH
C KOTOPBIMA 00pa30BATUCH JOKYMEHTHI ),

— reorpauueckoro (B COOTBETCTBUM C OINPEACIICHHBIMU TEPPUTOPHSIMU,
HACEJICHHBIMU MYHKTAMU U Ap. reorpapuueCKuMu OOBEKTAMHA, C KOTOPBIMU CBSI3aHbI
COJIEPP)KAHKUE TOKYMEHTOB, UX aBTOPBL, KOPPECTIOHAEHTHI ),

— aBTOPCKOrO (0 HA3BaHWSM OPraHM3alUil Wik (aMWIASIM JIML, KOTOPBIC
ABJISIFOTCS ABTOPAMU JOKYMCHTOB).

10.2.2. EnquHALBl XpaHEHUs TPYNIIAPYIOTCA HE MO OAHOMY, 4 MO HECKOJBKUM
OpU3HaKaM, TIOCHEJOBATE/IbHOE MPUMEHEHHUE KOTOPBIX OKaXETCs  Haubosiee
LEIeCO0OPa3HBIM ISl BCEX WM OTICNBHBIX Tpynn 10KyMeHTOB (onaa. [Ipu Beibope
NPU3HAKOB TPYNNUPOBKM €IWHUIL XPAHCHUS YIPABICHYECKOH JIOKYMEHTAMW B
npeneaax Ha3BaHHBIX CXEM CUCTEMATU3AIMKM YUUTHIBAETCS 3HAYEHUE TOTO WIIA UHOTO
NPU3HAKA JJI OTPAKEHUS JICJOMPOM3BOACTBEHHOM W CMBICIOBOM CBA3M MEXKITY
JeMaMu  KaXJI0ro KOHKPETHOro (oHma M co3maHus HauOonee ymoOHOH s
UCTOJIB30BAHUS TOKYMEHTOB CUCTEMBI UX OPTraHU3ALNN.

10.3. CxemBbl cUCTEMATU3AMU TPU COCTABIEHUHU OMUCEH

10.3.1. Haubonee npueMIeMbIMA CXeMaMH CUCTEMATU3ALIMU ITPH COCTABICHUU
OMHUCEH e MOCTOSTHHOTO XPAHEHUS SBJISIOTCS:

1. XpOHOJIOrMYEeCKU-CTPYKTYPHAsI CXeMa — JIeJla B OMUCH PACIoJIararoTes 1o
BPEMEHM WX Cco3daHus (IO TrojmaM, TMeEpuodaMm), a B MOpeAcliax Kakaoi
XPOHOJIOTMYECKOM TPYIIBI — MO CTPYKTYPHBIM MOAPA3ACIICHASIM OPraHU3aluH.

Hanpuwmep:

2020 ron

AJMUHUCTPATHBHO-YTPABICHUYECKHA OTACI

byxrantepus

Otnen kaapos
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2. HOMHHAaNBHO-XPOHOJIOIrMYECKass CXeMa — OCHOBOM DAaCIOJIONKEHUS e B
OIMCH SIBJIIETCS BUJ U 3HAYUMOCTH JOKYMEHTOB, I'0Jl, BHYTPH BHJA IO XPOHOJIOIUU
WX [IPOUCXOXKICHUS.

Hanpuwmep:

[TocranoBieHus, pacnopsbkeHus [IpaBurenscTa
PecnyOnuku Anrail oTHOCSIIHECS K AEATETEHOCTH
Komurera

2018 rox
2019 ron

IIpukassl npeacenarenns Komurera 1o OCHOBHO
NEATEIIBHOCTH

2018 rox
2019 ron

["'onoBoii man pabotel KoMmuteTa
2018 rox

2019 rop

['onoBoit oTyeTr KoMmuTeTa 1o OCHOBHOH IEITSIBHOCTH
2018 ron

2019 rox

3. Ilpu XpOHOJIOrMYECKU-(PYHKIIMOHATEHOH CXEME TPYNIUPOBKA MPOUCXOINUT
BHAUYAJIC MO XPOHOJOTMYECKOMY TMPU3HAKY, a 3areM Mo (QyHKuusM (BUAIAM,
HAMPaBJICHUM ) fesaTeabHOCTA Oprana/OpraHu3aiyy.

Hanpuwmep:

2020 ron

PykoBoactso

JIOKyMEeHTaMOHHOE 00ECTIEYEHUE YITPABICHUS

Byxrantepckuii y4eT U OTUETHOCTh

Kanposoe obecnieueHue

Oxpana Tpyna
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103.2. Cxema cucreMaru3aumud JOKYMeHTOB  OpraHos/Opranusanmii
cornacoBbiBaeres ¢ DIIK Komurera no nenam 3AI'C u apxuBoB PecriyOnmuku Anraii
B CJIyYasX €CIIH:

— CTPYKTYpHbIE n3MeHeHHnss Oprana/Opranu3anum ObUTH CIOXKHBIMM,

— B JICJIONPOM3BOACTBE B TCUYCHWE HEKOTOPOTO BPEMEHM HE OBUIO YETKOTO
pacrpeieneHus Mo rojaM 1 CTPYKTYPHBIM TOAPa3ACTICHUIM,

— npu OOABIIOM OOBEME JOKYMEHTOB B OECCTPYKTYPHBIX OpPraHM3aLMsX,
KOTJ1a KnacCH(PUKaLKA UX MO IPUHIUIY 3HAYUMOCTH WM XPOHOJIOTHH 3aTPYy/IHEHA,

— TIPM YaCTO MEHAOLICHCA CTPYKTYPE OpraHu3alui,

— npu (POPMUPOBAHKMN KOJUICKLIMA TOKYMEHTOB.

10.3.3. He pomyckacTcs M3MEHCHUE NPU3HAKA CUCTEMATH3AUUU CIUHULL
XPaHEHHS B IIPOJOJDKAIOIIENCS OIUCH.

10.3.4. Ilpu pacrpeneneHuy AENT MO CXeMaM CUCTEMATH3allMd HEOOXOIAMO
UMETH B BUJly CIIEAYIOLICE:

— JIe7a OTHOCATCS K TOMY T'OJly, B KOTOPOM OHW HA4aThl JEJIONPOU3BOACTBOM
WM B KOTOPOM MOCTYIHJIM B JJAHHYIO OPraHU3aluio (CTPYKTYPHOE MOAPA3ACIICHHUC)
JUISL TPOAOJDKEHUS AETOTPOA3BOICTBOM,

— IUIaHBI, OTYETHI, CMETHI M JTOKYMEHTBI K HUM OTHOCATCS K TOMY TOAY, Ha
KOTOpPBIA WJM 34 KOTOPBIA OHHM COCTaBJICHBI, HE3aBHCAMO OT BPEMEHM WX
COCTABJICHHA, EPCIEKTUBHBIC IIJIAHBI OTHOCATCS K HAYAIBHOMY IOy X JEHCTBHSA, 4
OTYETHI 34 3TH TOJBI — K TOCIEAHEMY TOTy OTYETHOTO NMEPHOJIA;

— Jena, Hayarble JEIONPOM3BOACTBOM B OJHOM MNOAPA3ACICHUHA W
ICPEJAHHbIE I NPONOJDKCHMS B [PYro€ IMOAPA3ACICHHUE, OTHOCATCI K TOMY
NOJpa3ACTICHUIO, B KOTOPOM OHHM OBUIM 3aKOHYEHBI IETOMPOHU3BOICTBOM,

— B Mpeaenax roja Wid XPOHOJIOTHYECKOro MEPHOJA Jeia CTPYKTYPHBIX
NOIPA3ACTICHU  pacmonararoTcss B COOTBETCTBMM € HOMEHKJIATYpOl  jmen

OpraHu3allNH.
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10.4. TTopsinok pacnonaoKeHUs Ae B OMUCH YITPABIEHYECKOM TOKYMEHTALUU
MOCTOSIHHOT'O XPaHCHUS

10.4.1. JIng ynpaBieHUYECKON NOKYMEHTALMHU MOCTOSHHOIO XPAHCHUS MPUHST
CIEOYIOIHUHA TOPATOK 3HAYUMOCTH:

— HOPMATUBHO-PACHOPSIIMTEIBHBIE  JTOKYMEHTBI  BBIIICCTOSIIIMX ~ OPraHoB,
OTHOCAIIKECA K AeATETbHOCTH Oprana/OpraHu3alyi,

— MOPYYEHUS BBIMIECTOSIIAX OPraHoB, aApecoBanHbie Oprany/Oprasu3ainny u
JOKYMEHTBI 00 UX HUCTIOJHEHWH;

— yupeautenabHble A0KyMEeHTbl OpraHa/Opranuzaunu (Ycraesl, [lonoxkeHus,
CBUJIETENILCTBA O PETUCTPALIUHN ),

— JMLEH3UM Ha NpaBo ocyuiecTBaeHuss Oprana/OpraHu3atyy JMUEH3UPYEMBIX
BUJIOB ACATE/ILHOCTH, CBUACTENLCTBA 00 aKKPEAUTALIMM UT. ],

— JMOKYMEHTHI (TPOTOKONBI, WH(MOPMALMW, CHOPABKWA, MOOKIAAl W T.A.)
3aCeIaHni KOJUIETHAIBHOTO HCTIOMHUTEIIBLHOTO oprana Oprana/Opranusanmu,

— TMPOTOKOJIbI COBEIIAHUH TPU PYKOBOJAUTENEC OPraHU3aluy;

— pacnopSINATENBHBIE TOKYMEHTHI (TIOCTAHOBJICHUS, TPUKA3BI, PACIIOPSHKCHMS )
OpraHu3allnu,

— HOPMATMBHBIC  JOKYMCHTBI  (MOJIOKCHWS,  PEIJIAMCHTHI,  IPABHJIA),
YTBEP)KIECHHBIC pyKoBoanATeneM Oprana/ OpraHu3anui,

— METOAMYECKUE NJOKYMEHTHI, pa3padoTannbie B Oprana/Opranu3aiym;

— roaoBo# wian Oprasa/OpraHu3anuu,

— mTarHoe pacnicanre Oprana/OpraHu3anuu;

— TOJ0Bas cMeTa 3arpart (OrHKETHAsE CMETa, T1aH (PMHAHCOBO-XO03SHCTBECHHOM
ACATENIBHOCTH,  TOCYJApCTBEHHOE  (MYyHHIMIAAbHOE)  3aJaHhue W T.J.)
Oprana/Opranuzaimm,

— MPEHCKYpaHTBl HAa MPOAYKLUIO, YCIIYTH, pa3paboTaHHbIE U YTBEPKACHHBIC B
Oprane/Opranuzanum,

— roAoBoH(bie) OTYeT(bl) MO OCHOBHBIM HAMPABJICHUSM JEITECILHOCTH

Oprana/Opranu3anuu (Ipu OTCYTCTBHU TOMOBBIX OTUETOB B OMHUCH BKITFOYAIOTCS
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OTUYETHl TI0O OCHOBHBIM HAINPABJICHUAM AEATEIBHOCTH OPraHU3aldd ¢ MAKCUMAJIBHO
CYLIECTBYIOLICH EPHOIMUHOCTEIO);

— roaoBo# Oyxrantepckuii otuer Oprana/Oprasu3anuy,

— TOAOBOM OTYET O BBHINOJHEHUWU TOCYJAPCTBEHHOTO 3aJaHus, I[UIaHA
(PMHAHCOBO- XO3HCTBEHHOU ACATENBHOCTH UT. 1.

— TOJOBBIE  CTATUCTUYECKME OTYETHI [0 OCHOBHBIM  HANPaBJICHUSM
NCATEIBHOCTH  OpraHu3aumd (Mpd  OTCYTCTBMM TOJOBBIX OTYETOB B  ONUCH
BKJIFOYAKOTCA OTYETHI MO0 OCHOBHBIM HANPABJICHUAM ACATEIBHOCTH OPraHU3alUH C
MaKCUMAIbHO CYLIECTBYIOLUCH MEPUOANYHOCTEIO);

— uH(opMaUnu, EOUHOBPEMEHHBIE OTYETHI MO OCHOBHOUM AEATENBHOCTH
Oprana/Opranuzanum, HaIPaBJIIEMbIC 1o 3ampocam BBILIECTOS X,
YIOJIHOMOYEHHBIX OPraHoOB,;

— MOKYMEHTHI  (aKThl, COpaBKWA, NPCANUCAHUSA) PEBU3UH, MPOBEPOK
NEATENIBHOCTH Oprana/Opranuzanum, MIPOBEJICHHBIX BBILLIECTOSIINMU,
KOHTPOJbHBIMU (HAJ30PHBIMHU ) OPraHaMU;

— JNOKYMEHTBHI  (aKThl, CHOPaBKW, NPCANUCAHUS) PEBU3UH, MPOBEPOK
HNCATEIBHOCTH OOBEKTOB KOHTPOJS (HAa30pa), MPOBEACHHBIX CIECHUAATUCTAMHU
OpraHM3aluy (C y4aCTHEM CIICHHAIMCTOB OPraHU3allnm ),

— MEpPEenucKa MO BOMPOCAM OCHOBHOM JAedarensHOCTH Oprana/OpraHusaimm,
oToOpaHHasi Ha MOCTOSIHHOE XPAHEHHUE;

— JKYPHaJIbl PETUCTPALMU U APYTUE BUJBI JOKYMEHTOB,

— Jena ¢ JOKYMEHTaMM YYeOHbIX 3aBEICHUI, CrPyNIUPOBAHHBIX HE MO
KaJiIeHAapHOMY, a 1o yuyeOHomy roay (2019/2020 rr.) cineayeT cuctreMaru3upoBarh B
OIMCH 10 NepBoMy B jate roay (2019);

— Jefa ¢ JIOKYMEHTAMHU KOMHCCHHA MOTYT pacmojiaraTbCsi B OMHUCH JIMOO B
COCTaBE CTPYKTYPHOrO MOAPA3LAEICHUS, KOTOPOE 3aHUMAIOCh JOKYMEHTALMOHHBIM
o0ecrieyeHueM AEATENbHOCTH KOMMCCHH, JIMOO B KOHIIE ONUCH TIOCHE BCEX

CTPYKTYPHBIX MOJAPA3ACIICHUN;
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— JIOTOBOPBI, COIJIALICHUS MOCTOSHHOIO XPaHEHUss NP OTCYTCTBUU B
JOKYMEHTE CPOKa OKOHYAHUS MECHCTBUS AOTOBOPA, COTNAIICHHS CUCTEMATU3UPYIOTCS
B ONUCH MO TOAYy MNOANUCaHWs. J[OrOBOpPHI C YKA3aHUEM CPOKOB WX ACHCTBUS
(0coOEHHO  TE€,  KOTOpbIE  coacpkar  ()MHAHCOBBIC  O0S3aTENIbCTBA) W
JCJIOMPOU3BOJICTBO MO KOTOPBIM BEACTCA B TEYCHHUE JTMTEIBHOTO TIEPHO/IA BPEMEHH,
CHUCTEMATU3UPYIOTCS B OMKCH O AATE OKOHYAHHS CPOKA ACHCTBUS JOTOBOPA,

— JIeJa ¢ JOKYMECHTAMHM NEPBUYHBIX OOIIECTBEHHBIX OPraHUA3AIMA, KOTOPBIC
BKJTFOUEHBI B ¢IuHbIA PoHa ¢ Opranom/Opranuzanueii, moMeuiaroTcs B KOHIIE OMUCH
[0CJIE JOKYMEHTOB KOMUCCHIA;

— nena c rpudom «JICIT» nomemarorcs B ro0BbIX pasieaax OMUCH MOCJIE Je
C QHAJIOTMYHBIMU JTOKYMEHTaMHU OTKPBITOTO XapakTepa;

— nena, cGOpPMHAPOBAHHBIC TIPU YIOPSIOUCHUN TOKYMEHTOB 32 HECKOJBKO JIET,
BKJTFOYAFOTCA B OIKUCH IO TIEPBOM JaTe.

10.4.2. Eclin OKaXeTCs HECKOJIBKO JEJ, UMEIOIIMUX OJHY U TY KE HAYAIBHYIO
IaTy, TEPBBIMHA CICAYET NOMEIIATh T€ JACJa, KOTOPhlE HMMEIOT OO0Jiee pPaHHUE
KOHEYHBIC JaThl JOKYMCHTOB.

10.4.3. BHyTpM CTPYKTYPHBIX TMOAPA3ACICHUNA  CIWHULBI  XPAHCHUA
pacpeeIsOTCS O UX 3HAYUMOCTH.

10.4.4. Tlpy HalIM4YMM OJHOTHMIIHBIX JOKYMEHTOB (HAalpUMEP, OTYETOB) C
0003HAUEHUEM DA3HBIX reorpapuueckux OOBEKTOB (ropoa, paioH W T.4.)
OPUMEHSETCS reorpa@uiuecKuii MPU3HAK (JOKYMEHTHI B OIKCH PAaCHoIararorcs B
AT(PaBUTHOM MOPSAIKE HAYATBHBIX OYKB HAMMCHOBAHWIA €¢IMHUIL aIMUHUCTPATUBHOTO
JCTICHUS ).

10.4.5. Ilpy HanMWYMM OAHOTHUIIHBIX IOKYMEHTOB (HANMpHUMEp, JOKYMCHTOB
NpOBEPOK) ¢ 0003HAUYECHHWEM HAMMEHOBAHWHM OpraHu3alvid Wi (PU3NYECKUX JIUIL
OPUMEHSETCS. KOPPECTIOHEHTCKUM MPU3HAK (JOKYMEHTHl B OMKMCH PaclojiararoTcs
NOCJIEIOBATEIbHO B alipaBUTHOM TMOPSJKE HAYalbHBIX OyKB HauMMEHOBaHW

OpraHu3alrii ¢ y4eTOM OPraHu3aluOHHO-TIPABOBOM (POPMBI).
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10.4.6. Jlena pedictByromux  OpranoB/OpraHuzanuii  peKOMEHAYETCA
CUCTEMATU3UPOBATh TI0 HOMUHAIBHO-XPOHOJIOTHYECKOMY TTPU3HAKY CHCTEMATU3ALINH
JEI.

10.4.7. Ilpu cucremaru3anuu Aci HEOOIbMIMX MO 00beMY (DOHIOB, a TAKKE
OTIECNBHBIX KOJUICKIMI TPUMEHIETCS TEMATUYECKU-XPOHOJOTHYECKAs —CXEMa.
TemaTn4eckre rpynibl A€ PACoarakoTCs 0 3HAYMMOCTH HAMEYEHHBIX TEM.

10.4.8. Tlpu dopmupoBaHuu OOBEJUHEHHOTO APXUBHOIO (HOHJIA, ApPXUBHBIC
¢oHabI, BOLICAUIME B €ro CcOoCTaB, MOTYT pacnojiarathCsi MO 3HAYUMOCTH
(porno00pazoBarenei, no andaBuTy Ha3BaHWH, MO XPOHOJIOTUN UX CO3MAHMS U T.JL.

10.4.9. B npenmenax xaxaoro (OHAA NPUMEHSIIOTCS PA3HBIE CXEMBI
CUCTEMATH3allMK, BBIOOP KOTOPBIX OMNPECIACHSETCS XAPAKTEPOM  JACSTECILHOCTH
KOHKPETHBIX oOpranuzanuid. Ilpuuem paenma OOBEAMHEHHOTO (POHIA MOTYT OBITh
BKJIFOUCHBI KaK B OJIHY OMHUCh, TAK U COCTABJIATH HECKOJIBKO OMUCEH MO TOKyMEHTaM
KOHKPETHBIX OpraHu3aluii, BOIEANX B 00bCIMHEHHBIH (POHI,

10.4.10. CucremaTuzanms A€ KOJUICKIWH OMPEAEIIeTCs WX TEMATUKOH M
COCTaBOM  JOKYMEHTOB. BO03MOXXHA TrpynmvpoBKa [ 1O  aBTOPCKOMY,
HOMHWHAQJILHOMY, TEMATHYECKOMY IPU3HAKY U IPYTUM.

10.5. Tlopsa oK pacrioyiO>KEHUS A€ B ONTUCH T10 JIMYHOMY COCTaBY

10.5.1. JInd NOKYMEHTOB IO JIMYHOMY COCTaBY MPUHSAT CICAYIOIIMA MOPSAAOK
3HAYUMOCTH:

— MpUKa3bl (PACHOPSHKEHUS IO TUYHOMY COCTaBY );

— YYETHBIC JOKYMCHTHI (CIMCKK PAOOTHUKOB, JIMYHOTO COCTABA),

KHHATY (GKYPHAJIBI) y4YETa MPUKA30B 110 JTUYHOMY COCTaBY,

— JIMYHBIC KAPTOYKH MO Y4ETYy JINYHOTO cocTasa (. T-2);

— JIMYHBIE JIENA;

— TPYJOBBIE AOTOBOPHI (COTTIAICHNS ),

— JIMLEBBIE cyeTa PaOOTHUKOB MO 3apaO0THOM IuiaTe (pacyeTHO-IIATECKHbIC
BEJIOMOCTH 10 3apabOTHOM MiaTe),

— JIOKYMEHTBI 00 arTecTaunu A TapuQpuKaniu; TapuPpuKalMOHHBIE BEIOMOCTH

(crckm);
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— JOKYMEHThI O TPOBEICHUHU aTTECTAIIMHU U YCTAHOBJICHUM KBATU(UKALIUH,

— HarpajHas JOKyYMCHTALUS,

— HEBOCTPEOOBAHHBIE TPYAOBBIE KHMXKM (NPU OTCYTCTBHM OTAEIbHOM
OITUCH ),

— aKTBI O HECUYACTHBIX CAyYasx (MPU OTCYTCTBHU OTACIBHOM OMUCH).

10.5.2. Takke K JOKYMEHTAM I10 JTUYHOMY COCTABY OTHOCSTCS:

— B IMPEICTABUTENIBHBIX OPraHax BJIACTM M MECTHOIO CaMOYIPABJIECHUS:
NEPCOHAIBHBIE KAPTOUKH YUETA ACMYTATOB,;

— B CENBbCKUX AJIMAHUCTPALMAX. JOMOBBIC KHUTH JJIsI IPONTUCKH TPAXKIAH,

— Ha NPEANPUATHUAX CEJIbCKOTO XO34MCTBA: KHATU YYE€Ta TPYAA U PACUETOB C
pabOTHHUKaMH,

— B HErOCYJApCTBEHHBIX OPraHu3alMAx, Ha NPEANPUATHSAX, HE SBISAIOLIAXCA
UCTOYHMKAMH KOMIUICKTOBAHUS. MPOTOKOJbI O0IMMX COOpaHuil yupeauTenci,
AKIIMOHEPOB, PaOOTHUKOB, PELUABLIMX KaJPOBbIC BOIPOCHIL;

— B KOMUTETaX, OTACAaX aJMUHUCTPAIMii rOPOOB, palilOHOB MO 00PA30BAHUIO:
JOKYMEHTHI MO MATPOHUPOBAHUIO M OTICKE;

— B LICHTPAX 3aHSATOCTH HACEJICHUS U MUTPALMOHHBIX CIIY>KOax: JIMUHBIE J€a
0e3pabOTHBIX, KApPTOUKA yueTa W 00CnenoBaHWS OE€XKEHICB M BBIHYXKICHHBIX
NIEPECETICHLIEB.

10.5.3. JInunbie Aena, JIMYHBIE KAPTOUKHU, TPYJAOBBIC JOTOBOPHI MOMEIIAIOTCS B
OIKCH TIO TOAY YBOJIbHCHHSI pAOOTHHKA.

10.5.4. B TOoM cay4ae, €Cnv OTACIBHBIE JOKYMEHTBI 110 JIMYHOMY COCTaBY
OTCYTCTBYIOT B CBA3U C UX YTPATOW, HO B PE3YJIbTATE NPOBEACHUS JKCICPTU3bI
LIEHHOCTH BBISIBIEHBl JOKYMEHTBI, KOTOPbIE MOTYT TOJHOCTBK) WM YaCTHYHO
BOCIIOJIHUTh YTPAYCHHYIO MH(OPMALIMIO, 3TH JTOKYMEHThI BKJIFOUAIOTCS B OMUCH IO
JUYHOMY COCTaBY BMECTO TEX AJOKYMEHTOB, KOTOPbIE OHU 3aMEHAIOT. B npeauciioBue
K OMKUCH OTPAKAETCA UHPOPMALKS O 3aMEHE OJHOTO BUJA JOKYMEHTOB HA IPYroi u

€c MPUYMHAX.
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10.5.5. /lena BpemeHHOTrO (cBBILE 10 7E€T) CpOoKa XpaHEHUS C TOKYMEHTaMH 00
YCHIHOBIICHUM HECOBEPIICHHOJIETHUX, 3AIIUTE JIMYHBIX W MMYLIECTBEHHBIX IPaB
HECOBEPILICHHOJIETHUX, WU3MECHEHUHT damumm HECOBEPIICHHOIETHUX
CHCTEMATU3UPYIOTCA B  OTACIBHBICE ONHUCHM TIO0 TOAY 3aBEPIICHUS Jella B

ACJIOIPOU3BOJACTBC.

11. COCTABJIEHUE U O©OPMJIEHUEOIINCHU
11.1. CocraBnenune onvcu aen

11.1.1. 3aBeparolum 3TarnoM ONUCAHUS JOKYMEHTOB SIBIISIETCS COCTABIICHUE
1 0(h)OpMIICHHUE OMUCH JeI(TpuiokeHne Ne 9).

11.1.2. Onucu gen ¥ AOKYMEHTOB COCTABJISIFOTCST HA BCE 3aBEPILICHHBIE B
JEJONPOM3BOJACTBE JIENa TOCTOSHHOTO M BpeMEHHOro (cBbime 10 5ieT) CpoxoB
XpaHEHHs W Jejla MO0 JIMYHOMY COCTaBy, NPOLUEAIINE DKCOEPTH3Y LEHHOCTH,
cpopMHupoBaHHEIE W  O(OPMIICHHBIE B COOTBETCTBUM C  YCTaHOBJICHHBIMH
TpeOOBAHUSMH.

11.1.3.  Onmmcu nen  sIBISAKOTCS  OCHOBHBIM — YYETHBIM ~ JOKYMEHTOM B
BEJIOMCTBEHHBIX apxuBax OpraHoB/Opranu3annii, COCTABISIOTCA MO eIMHOM (opMme,
YCTAHOBJIEHHOM TIpUKa3oM MuHuUcTepceTBa KyJIbTYpbl Poccuiickoi deneparuum ot 31
mapta 2015 roma Ne 526 «OO0 yTBEP)KICHWW TMPABHJ OPraHU3ALMHA XPAHCHUS,
KOMIUIEKTOBAaHUS, V4€Ta M WCHOJB30BaHUS JOKYMEHTOB ApXMBHOTO (hoHza
Poccuiickoit  denepatuu W APYIMX  apXWBHBIX  JOKYMEHTOB B OpraHax
roCyAapCTBEHHOM BJIaCTH, OpraHax MECTHOIO CaMOYTIPABJICHUS U OPraHU3ALUASIX Y.

11.1.4. Onucek COCTOUT U3:

PEKBHU3UTOB OITUCH,

— onMcarenbHbIX cTarei, 0(pOPMIIEHHBIX B BUJIE TaOIMLIBI;

— WTOTOBOM 3aIUCH,

— JIUCTa-3aBEPUTES,

— HAay4HO-CIPABOYHOIO ammnapara K OM1CH.

11.1.5. Onucu cocTaBisArOTCs OTACIBHO HA Aei1a, JOKYMEHTHL:

— HOCTOAHHOI'O XpaHCHUA,
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— BpeMeHHOoro (cBeitie 10 neT) XxpaHeHus;

— 10 JIMYHOMY COCTaBY;

— XapakTepHbIC TOJIBKO JIJIsl IAHHON OpraHuzanuu (CyJaeOHbIE AeNa, JIMYHBIC
JeNia TUIATENBIIMKOB CTPAXOBBIX B3HOCOB, O€3pa0OTHBIX, HECOBEPIIEHHOJETHUX
NOJONIEYHBIX, CTYJCHTOB, ACIUPAHTOB H 1. ).

11.1.6. Onucu COCTaBJISIOTCS IO YCTAHOBJICHHBIM (OpMaM OMUCEH Jen
NOCTOSIHHOTO XPAaHEHUS U TI0 IAYHOMY COCTaBY.

11.1.7. Onucu nen BpeMeHHOro (CBbimie 10 JIET) XpaHEHHsI COCTABIIIOTCS 10
(opMe OMUCH AEN [0 IMYHOMY COCTABY.

11.1.8. Onucu (rogoBble pa3aesbl ONUCEH) 11, TOKYMEHTOB COCTABIISIIOTCS:

— TOCTOSIHHOT'O XPAHEHMSi— B YETHIPEX DK3EMIUISIPaX Ha OyMaKHOM HOCHUTEJE
U OJIUH — B 3JIEKTPOHHOM BH/IE;

— JOKYyMEHTOB MO  JHUYHOMY  COCTaBY  OpraHM3aluii-uCTOUYHUKOB
KOMIUJIEKTOBAHUS ~ TOCYJAPCTBEHHOTO  apxWBa WM  APXUBHOTO  OTJAEJNA
MYHHUIMIAIBHOTO 00PA30BaHUS — B YETHIPEX IK3EMILTIPAX HA OYyMA)KHOM HOCHTEIIE,
OJIMH — B 3JIEKTPOHHOM BH/IE.

11.2. OdopmiicHUE PEKBU3NTOB ONTUCH

11.2.1. Onuck opopMIIAETCS B CIACAYIOMUX FPAHUIIAX TEKCTOBOTO MOJIA:

30 MM — JI€BOE;

10 MM — mpaBoe;

20 MM — BepxHEe;

20 MM — HUKHEE.

11.2.2. PexkBuauthl onucu 0QOPMIISFOTCS C MCIONb30BaHUEM mpudra Times
New Roman pazmepom Ne 14, uepes 1,5 MEKCTPOUHBIA UHTEPBAI.

11.2.3. B onucsix MpOU3BOAUTCS HyMEpalus CTPAHULl MTOCEPEAUHE BEPXHETO
NoJIs JINCTA HA paccToAHMH 10 MM OT BEPXHErO Kpas, IMPU 3TOM HA MEPBOM JIUCTE
HOMEP HE CTABUTCA.

11.2.4. Ha neproM JMCTE ONMKMCHU CBEPXY cjeBa (0€3 OTCTyIa OT JEBOTO MOJis
TEKCTA) PpACHOJIAraeTcs HaumMmeHoBaHue (oHmooOpazoBarens (MOCHCAHEE 34

ONMUCHIBACMBIN IEPUO) CTPOUYHBIMU OYKBAMMU.
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11.2.5. PexBusut «I'pud yTBEpP)KACHUS»PACTIONAracTCs HA YPOBHE NEPBOM
CTPOKH HauMeHOBaHus (poHmo0OpasoBatesis U OQOPMIISIETCS BHIPABHHBAHUEM I10
JIEBOMY KParo B IPABOM BEPXHEM YIIIY.

11.2.6. I'pud ytBEp)KIEHUSA OMMCH JAET, BKIo4acT. cioBo Y TBEPX/AIO,
HANECYaTaHHOE TIPONMCHBIMU OyKBaMM O€3 KaBBIYEK W JBOCTOYHSA, HAMMEHOBAHWE
JOJDKHOCTH, JIMYHYKO TOMNKWCh, PAclM(PPOBKY TOAMNKWCH, JAATy YTBEPKIACHHUSA
pykoBoguTesnieM  (oHgooOpazoBaTesisi WM MpeAcenaTesis  JIMKBUAALIMOHHOM
KOMHUCCHH.

11.2.7. Homep ¢poHaa pacronaraeTcs Ha Cneasmen CTpoKe mnocie natel «1'pud
YTBEPXKIACHHUS .

11.2.8. Hmwxke HOMepa (poHIAa OT JEBOTO MOJSI PACHONATAKOTCS PEKBU3UTHI
OIIMCh No, Ha3BaHWE ONKWCH, KpaifHME AATBl JOKYMEHTOB (B COOTBETCTBHH C

TUTYJIbHBIM J'[I/ICTOM).

Hanpumep:
| MHHHCTEPCTBO 37pABOOXpaHERHs | VIBEPXJAIO
é'ﬁ'e'i{ﬁjz&iﬁiéﬁ'&ﬁ'éﬁ""'""""'""""'"""""'"""';Mﬁﬁﬁéﬁi'é}:iiié}é'cii)'i{ﬁziﬁ'eﬁ'ﬁﬁ """""""
"""""""""""""""""""""""""""""""""""""" E"ﬁé'éﬁy'é}iﬁiéﬁ Amrain
S N E—
T o) (pacmidpoia oamcn
A Jata
T T ——— |
E"(')'ﬁf/f('fﬁ'i\'ré"l' """""""""""""""""""""""""" o
€N MOCTOSIHHOTO Xpakenns & T
322002 - 2005 roet 7 I

Hanpumep: OITUCH Ne 1 «JI»
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11.3. OCHOBHBIE HJIEMEHTHI OMUCATENLHOM CTATHUA OMUCH JIET TOCTOSIHHOTO
XPaHCHHUS

11.3.1. OnucarenbHas CTaTbsd ONWUCKM JEJI TNOCTOSHHOTO  XPAHCHUS
NPEACTABISET COO0M HAOOP 00A3aTEIBHBIX SJIECMEHTOB OMMUCAHMS €IMHUIIBI XPAHCHUS
(cIMHMIIBI y4Y€Ta), MPEACTABICHHBIX B TaOIW4uHOW (opme, KOoTopas BKIIKOYACT
cienyronue rpadui;

1. IlopsiakoBeIi HOMEP (HOMEP MO MOPSIAKY );

2. Jlenonpou3BOACTBEHHBIM MHEKC (MHACKC AENa);

3. 3aronoBoK Jiena (€aMHUIBI XPaHSHMUS! ),

4. KpaifHre naTel TOKyMEHTOB B JIEJIE (EIMHUIE XPAHEHUS ),

5. KonnyecTBO JIMCTOB B €AUHULIE XPAHEHUS,

6. [Ipumeyanue.

Hanpuwmep:
NeNe | Hunexc 3aroia0BoK Aena Kpaitaue mats Kommiectso [Tpumeuanue
/I Jea JAHCTOB
1 2 3 4 5 6

02. YupasJjieHue aejiaMmu
IOpuanyecknii oraen

1 02-05 | Ilpuka3sbl NeNe 1-151 no 15 anBaps 2015- 200 Kopobka Ne 1
OCHOBHOH A€ATENTbHOCTH 29 nexabps 2015
Komurera 3a 2015 ron

2 02-05 | Ilpuka3sbl NeNe 1-170 no 9 stnBaps 2016- 235
OCHOBHOH A€ATENbHOCTH 15 nexabps 2016

Komurera 3a 2016 ron

11.3.2. TopssnkoBbIii HOMEP(HOMEDP MO MOPSAAKY )— 3TO HOMEP Jcia (CIUHUIIBI
xpaHeHus) 1o onucu. [lopsakoBelii HOMEp JAejla 3aKpEIUIsieT B ONKCH
NOCIIEA0BATENBHOCTE pacnoniockeHns aen. Kaxnoe neno ambo Kakaplii €ro Tom
(JacTh) BHOCATCST B OMUCHh MOJ CAMOCTOSITENBHBIM TMOPSIKOBEIM HOMEPOM, B
COOTBETCTBHM C MPUHSATON CXEMOM crucTeMaru3anuu aei. Hymepanus nenm Beaercs B
BAJIOBOM TOPSAKE HE3ABUCUMO OT FOJOBBIX PA3/IENIOB WK APYTHUX 3ar0JIOBKOB.

Hanpuwmep:

Ecnu eoooeoti pazoen onucu Ne | oen nocmosannoco xpawerus 3a 2019 200
sakanyusaemcs oejom Ne 33, mo eoooeoii paszoen onucu Ne [ 0en nocmosmnHozo

xpanenus 3a 2020 200 navunaemcs ¢ oena No 34.
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11.3.3. Jlenonpon3BOACTBEHHBIA HHACKC(MHIEKC ENA)— HOMEP, TPUCBOSCHHBIN
aeny  (TOMy, 4YacTh Jefa) B Jaeaonpou3BoAcTBe  OpraHa/OpraHmsandv W
3aKPEIUICHHBIN B €€ HOMEHKJIAType aen. [Ipu OTCyTCTBMM HOMEHKIATYPHI Ac Tpada
HE 3aMOJIHAETCS, & OTCYTCTBHE MHICKCAIIMA OTMEYACTCS B IPEIUCIOBHH K OTHCH.

11.3.4. 3aromoBok nena (€ AMHUIbI XPAHEHHWS )— OCHOBHOM 3JIEMEHT ONMMCAHUS,
OTpaKarIIUi UHPOPMAIIMID O COCTaBE M COJCPKAHMM JIOKYMEHTOB €JIMHUILbI
xpaHeHusi. OCHOBHOE TPEOOBAHUE K 3arojIOBKY €IMHUIBI XPaHEHUs: OOECHEYUThb
NOJIHOE COOTBETCTBHE HMH(OpPMALMK 3arojioBKa ACHCTBUTEIILHOMY COJEPIKAHUIO
€IUHUIIBI XPAHEHUSI.

11.3.5. 3arojioBOK 7€na, BHECCHHBIM B OMNUCh, JO/DKEH MOJHOCTBHEO
COOTBETCTBOBATH 3ar0JIOBKY JIEJIa HA O0JIOKKE JCTa.

11.3.6. Ykazanue « Tom» mHAIIETCS MOJHOCTBIO MOCJIE OCHOBHOI'O 3arojIoBKa, C
OPONUCHOH OYKBBI, B OJIHY CTPOKY, W OTIENSECTCA OT HEro TOYKOW. B KoHIE
3aroJIOBKa TOYKA HE CTABUTCAL.

11.3.7. Ilpu nepeuncnenmun B onuch ogHopomanbix aen 3AIIPEINAETCAH
dopmynupoBka «To sxey. Kakaplil 3aroJoBOK BOCIPOU3BOIUTCS TIOJTHOCTBIO.

11.3.8. Kpaiinue narbl €IUHUL] XPaHEHUS BHOCATCS B COOTBETCTBYIOLLYIO
rpadyy OnMcaTeNbHOM CTaThbu, 00S3aTeNIbHYIO AJIs 3aMOJHEHUs. B HEl yKa3bIBarOTCs
HAYaJIbHAsl U KOHCYHAsS JaThl CMHUIIBI XPAHCHUS (€MHULIBI YY€TA) C OOJIOKKH JENa.

11.3.9. Kpaithue natel aena (Toma, 4acTv) B ONMUCH O(QOPMIISIOTCS CIOBECHO-
U(POBLIM CIIOCOOOM CJIECAYIOIIAM 00pa3oM:

— JIHM Mecdlla YKa3blBatoTCs apaOckumu mudpamu 0e3 aodasicHus «0» s
yucenc 1 mo 9,

— Ha3BaHME Mecslla MHUIIETCS CTPOYHBIMU OyKBaMH, TMOJHOCTHIO 0€3
COKpallEHH;

— yKa3bIBaeTcsl TOJIbko 1upoBoe oO03HAUCHHE roja Oe3 100aBJICHMS CJIOB
«I», «IT», «KTOOY.

— €CJIM Jara COACPKUT YKA3aHUE HA BEK, OH MUIIETCS MPONMUCHBIMU OyKBaMH

JJAaTHHCKOI'O aJ'[(I)aBI/ITa CO CJIOBOM «BCK)».



93

11.3.10. IIpu coBnaaeHnu rofa U Mecsua B KpailHUX Jarax Jeia, Kaxaas aara
MUIIETCS MOTHOCTHIO.
11.3.11. Uucna OTAEHsIFOTCS CUMBOJIOM-PA3ICIIATENIEM «-» JUIS JUAra3oHa Wiu

«,» JId OTACJICHUS OarT.

Hanpuwmep:
3 gespana 2020  unu 3 gespansa0l18 - unu 2003,
31 oexabpsi2020 2007-
2015

11.3.12. TIpu HEBO3MOKHOCTU ONMPEACICHUS YUCIA YKA3BIBAKOTCS CIIOBECHBIM
Coco00M — MeCSI U TU(PPOBBIM — TOI.

Hanpuwmep:

Gespans 2013 -

oexabpe 2013

11.3.13. Ecnu xpaiiHue naTel Aefla WIA OTACIABHBIE WX DJEMEHTHI (UUCIIO,
MECSLL, TOJ1) ONPEACAIOTCS MPUONTU3UTEIBHO, TO JAThl UM OTACJIbHBIE WX BJIEMEHTHI
3aKITFOYAIOTCS B KBAAPATHBIE CKOOKH.

Hampumep:

18 [aseycma] 944

WIN

18 aseycmal 1944]

11.3.14. Tlonnble paTtel WIH OTHOCIBHBIC WX JJICMCHTBHI, aOCOJIOTHO HE
JOCTOBEPHBIC, COMPOBOKAAIOTCS BOIPOCUTEIIBHBIM 3HAKOM.

Hanpuwmep:

[He panee 1920];

[He panee mapma — ne noszoice masi] 1921;

[He nosoce 15] mapma 1931

18 [ascycma] 1944,

18 aseycma [19447];

[18 aseycma 19447].
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11.3.15. DneMeHT «KOAMYECTBO JIMCTOB B €AMHUIIE XPAHEHUS 3AMOJHICTCS HA
OCHOBAaHUHU O0JIOKKH JIeNa.

11.3.16. B rpage «IIpumeuanusi» yKa3bIBacTCS HOMEP apXMBHOTO KOPoOa, B
KOTOPOM pacnoyiaractes aeno, Hanpumep, «Kopooka Ne 5%, mpuBOIATCS CBEIACHUS O
BBIOBITUY CIMHULL XPAHCHUS, UX MUKPO(PHUIBMUAPOBAHUM, CKAHUPOBAHWHU, HAJINYUU B
HUX KOMWH, MEPEBOIOB HA PYCCKHU SI3bIK MHOA3BIYHBIX JIOKYMEHTOB, pacuin(poBOK
TPYJHOUUTAEMBIX TEKCTOB, O HATMYMK 0COO0 LEHHBIX TOKYMEHTOB, X KOMUPOBAHUHU
v Jp.

11.4. OCHOBHBIE 3JIEMEHTBI ONIUCATENILHON CTATbU OTIUCH €T MO JIMYHOMY
COCTaBy

11.4.1. K noKyMeHTaM 1O JIMYHOMY COCTABY OTHOCSATCS JOKYMEHTHI,
cojepkaue o(pUIMaNBHYI0 WHPOPMALMIO O  JICATCNIBHOCTH JIMYHOCTH B
Opranax/Opranu3aiusx pa3JudHbIX oTpaciicii 1 GopM COOCTBEHHOCTH.

11.4.2. OnucarenpHas cTaThsl ONMUACH ACJ MO JIAYHOMY COCTaBY NPEACTABIACT
co0oit HaOoOp 00s3aTENbHBIX 3JIEMEHTOB ONMUCAHUS EAVMHUIIBI XPAHEHUS (EIUHUIBI
ydera), MPEACTARJICHHBIX B TaOnMuHON (opme, KOTOpas BKIIOUYACT CICAYIOLIUE
rpadpsr:

. [TopstnkoBEIi HOMED (HOMEP MO MOPSAKY ),
. Jlenonpon3BOACTBEHHBIN WHAEKC (MHICKC ACNA);

. 3aronoBoOK Jiea (€AMHUIBI XPaHCHMS! ),

1
2
3
4. Kpaiinue naThl JOKYMEHTOB B JIENE (€AMHUIIE XPAHCHHUS ),
5. Cpok xpaHeHus Aena,;

6. KonmmiecTBO TUCTOB B €AMHUIIEC XPAHEHHUS,

7. Ilpumeyanue.

Hanpuwmep:
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NoNe | MHnekc 3arooBoK Aena Kpaiitaue nate1 Cpox | Komuuectso | [Ipumeuanue
/n aena XPAHCHHA TIHCTOB
Jena
1 2 3 4 5 6 7
02. YnpasJjieHue
AcJ1aMHu
Otaen Kaapos
38 | 02-05 | IIpuxaser NeNe 1-105-k mo | 9 simBaps 2015- 50 ner 197
JMYHOMY COCTaBY 28 mexabps 2015
Komwurera 3a 2015 ron
39 | 02-05 | IIpukaser NeNe 1-78-51 o 15 mapra 2016- 5 ner 80
JIUYHOMY COCTaBY 1 nexabps 2016
Komwurera 3a 2016 ron

11.4.3. Onucanve OOKYMEHTOB MO JIMYHOMY COCTaBY OCYUICCTBIISICTCS B
NOPAAKE, AHATOTUIHOM ONKMCAHUIO TOKYMEHTOB IIOCTOSHHOI'O XPAHEHUS, ONIMCAHHBIX
Bm 11.3.

11.4.4. OcOOEHHOCTHIO OMUCAHUSI TOKYMEHTOB MO JTUYHOMY COCTABY SBIISCTCS
HAJIMYKAEC B OMUCATEIILHOM CTAThE SAMHULIBI XPAHEHUS DJIeMEeHTa « CPOK XPAHEHUSN», B
KOTOPOM 0003HAYAETCS OTHOCSIIMHCS TOJBKO K JAHHBIM JOKYMEHTaM CpPOK KX
XpaHeHus, MPEAYCMOTPEHHBIA NEUCTBYIOIIMMHA B COOTBETCTBYIOIIWN MEPHOI
NEPEYHEM TUIOBBIX JOKYMEHTOB, BETOMCTBEHHBIMH MEPECUHAMMU.

11.4.5. Vcuncnenne cpoKOB XpaHEHUS TOKYMEHTOB NMPOU3BOAUTCSA ¢ | sHBap4
rojia, CJAeyrOIIEro 32 TOJOM OKOHYAHUS UX JACTOMPOU3BOACTBOM.

11.4.6. Eciu B paenonpousBojactee OpraHa/OpraHuzaiiii  OpHUKa3bl 10
JMYHOMY COCTaBY BEJIMCh BMECTE C TPUKA3aMU 1O OCHOBHOM JNEATEIIBHOCTH U UMEITN
€IMHYI0 HYMEpALMI0, TAKHE TIPUKA3bl BKIIOYAKOTCA B ONMCH JEN MOCTOSHHOIO
XpaHEHUs. DTy OCOOCHHOCTh CIEAYET OTPA3HTh B MTPEAMCIIOBUM K OTHCH.

11.4.7. JluueBsle cyeta pabOTHHUKOB IO 3apalOTHON MIaTe TPYNMUPYIOTCS B
CaMOCTOATEIBHBIE JIEJIA U CUCTEMATU3UPYIOTCA B MTPEAEIax roJ0BOro pas3iena Onucu
B ajipaBUTHOM nopsake (pamunmnii padoTHUKOB. Ecnu B OOHOM Jee conaepkarcs
JOKYMEHTHI, c(opmupoBaHHbiE NO aidaBuTy ¢pamMuiuii 3a BEChb T0Jl, HAYaJIbHbBIC
OyKBBI IEPBOH U MOCIEAHEH PaMuIK pabOTHUKA HE YKa3bIBAKOTCSL.

Hampumep:
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2 3 4 5 6
03. byxraarepckuii yuer u
OTUYCTHOCTD

03-17 {IumeBble cdYeTa @O HAYHCJICHHIO 2019 50 net 97
BapaOoTHOW  mIaThl  PabOTHHKAM
VUPEKICHUSI

03-17 {IumeBble cdYeTa @O HAYHCJICHHIO 2020 50 net 130
BapaOoTHOW  mIaThl  PabOTHHKAM
VUPEKICHUSI

11.4.8. Ecnu B gene moaoOpaHsl NOKYMEHTBI TOJIBKO Ha OJHY OYKBY, TO B

Hanpumep:

3arojlIOBKE YKa3bIBacTCs 0/iHa OYKBa, C KOTOPOH HauYMHArOTCS (paMuiiui pabOTHUKOB.

2

3

03. byxraarepckuii yuer u
OTYETHOCTh

03-17

JIniieBele  cUeTa MO HAYUCIIEHUIO

2020

3apaOoTHOM
yIpaBICHMSI

TUTaThI
(A). Tom 1

paboTHHKAM

50 et

250

03-17

JInieBble
3apaOoTHOM

cyera 110
I1J1aThI

HAYUCIICHUIO
paboTHHKAM

yrnpasaenus (b-O). Tom Ne 2

2020

50 ner

250

03-17

JInieBble
3apaOoTHOM

cyera 110
IJ14ThI

HAYUCIICHUIO
paboTHHKaM

2020

50 ner

120

yrnpasnenus (I1— ). Tom Ne 3 (mocnennmin)
11.4.9. Tlpu oveHb OoOJBLIIOM O00OBEME JIMIIEBBIX CUETOB MX CHUCTEMaTH3aLUA

MPOU3BOJIUTCA HC TOJIBKO MO0 HAYAJIbHBIM, HO H 110 MOCJICYOIMUM 6YKBaM q)aMI/IJ'II/Iﬁ

pabOTHUKOB.
Hampumep:
1 2 3 4 5 6 7
03. byxraarepckuii yuer u
OTYCTHOCTD
1 03-10 {UluneBpie cueTa MO HAYUCICHHUIO 2020 50 net 250
3apaboTHON  TUIaThl  PabOTHHUKAM
ynpasnenns (A — Cam). Tom 1
2 03-10 {UluneBpie cueTa MO HAYUCICHHUIO 2020 50 net 220
sapaborHoii miarel (Canm — S). Tom 2
(TIoCIenHMIA)

11.4.10. Ecnu nuuesbie cuera pabOTHUKOB (DOPMUPYIOTCS B OJHO JECAO 3a
HECKOJIBKO JIET, TO B OMUCH JIENA MMOMEIIAOTCS M0 TOy 3aBEACHMS JIMLEBBIX CUETOB,
a B MOCJIEAYIOIIUX FOMOBBIX PA3/enax OMUCH O(QOPMIIIOTCS CCBIJIKK HA 3TO JENO.

11.4.11. KpaitHue naTel pacYeTHO-TUIATEKHBIX BEIOMOCTEH 0003HAYAIOTCA

MECSIIEM U TOA0M Oe3 0003HAYECHUS YHUCIA;



97

1 2 3 4 5 6 7
03. byxraarepckuii yuer u
OTYE€THOCTb

1 03-10 |PacueTHbIE BEAOMOCTH MO HAYUCJICHHIO [THBapb 2019- 50 net 12
3apaOOTHOM MIaThl pabOTHUKAM nroHb2019
yupexaenusi. Tom 1

2 03-10 [PacueTHbIE BENOMOCTH IO HAYUCIECHUIO [Ut0JIb 2019- 50 net 13
3apaOOTHOM MIaThl paOOTHUKAM mexabpp 2019
yupesxaerust. Tom 2 (mocneqamii)

3 03-10 |PacueTHbIE BEAOMOCTH MO Ha4YHuCaeHHO | 2020 50 ner 24
3apaboTHOMN TIaThl pabOTHHUKAM
YUpEKAEHUS]

11.4.12. JIuuHble Aena CUCTEMATU3UPYIOTCS B OMUCU MO TOAY YBOJIBHEHUA

T, JOKYMEHTBI KOTOPBIX 00pa3yroT ¢AMHHIIBI XPAHEHUS, U B aJ1()aBUTHOM TMOPSIKE

ux pamunuii. Eciu GpaMuany NOJHOCTBIO COBMAIAKOT, BO BHUMAHHE MPUHUMAOTCS

HMCHA, a 3aTCM OTUCCTBA.

Tobonvyes Bacunuti Hearosuu
Tobonvyes llemp Anamonveguy

Tobonvyes Ilemp Cepeeesuy

11.4.13. 3aronoBOK, BHECECHHBIA B  ONUCh, JOJDKCH

INOJIHOCTBIO

COOTBCTCTBOBATL 3al'0JIOBKY Ha 00JI0JKKe Aeaa ¢ YKa3aHuCM (I)aMI/IJ'[I/II/I, HUMCHH H

OTUCCTBA pa6OTHI/IKa B HMCHHUTCJILHOM ITaOCKC.

Hanpumep:
1 2 3 4 5 6 7
04. Kagposoe oGecneueHue
345 04-11 {JImunoe neno 3 ¢eBpansa2011- 50 net 16
MBanoB Cepreit AHnpeeBud 31 nexabps 2013
346 | 04-11 {/Iuunoe meno 1 ¢pespans2013- 50 net 12
MBamenko Mapust AHatonbeBHa |31 nexabpst 2013

11.4.14. Tlpm OonpmioM 00BEME JMYHBIX JEI WX CHCTEMaTH3alus

IMPOU3BOJUTCA HC TOJIBKO 110 HAYaJIbHbIM, HO H I10 HOCJICAYHOIIUM 6YKBaM (1)aMI/IJ'II/II/I

paGoTHHKA.

11.4.15. JInunble Aena PyKOBOJAUTENCH OpraHu3aiuu, pabOTHUKOB, UMEIOIINX

rocyaapCTBCHHLIC U UHLIC 3BaHWA, IIPCMUH, HArpaabl U apP., TOAJIC)KAT BKIIIOYCHUIO B

OIMUCH ACII ITOCTOAHHOI'O XpaHCHHUA.

aHaJIoOruy ¢ JINYHBIMHA ACJIaMH.

11.4.16. Onucanue arTeCTAMOHHBIX, HArPAJAHBIX JEJI TPOBOJAUTCS IO
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11.4.17. JIuuHele nAenma OTAENBHBIX KATErOpUil TPaKIaH, HE SBISIOLIMECS
JOKYMEHTaMHM IO JIMYHOMY COCTaBYy (JIMUHBIC Jefia OCKEHIEB, 0e3pabOTHBIX,
HECOBEPIICHHOJIETHUX TOAONCYHBIX, YYAIIMXCS, CTYICHTOB, aClIMPAHTOB W Ap.)
CUCTEMATU3HAPYIOTCS B MPEAENax TOAOBOIO Pa3Aeia ONMKUCH 1O andaBuTy (pamMuiiai
IPaXKIaH.

11.4.18. JInuHble KApTOYKH YBOJICHHBIX PAOOTHUKOB, C(OPMUPOBAHHBLIE B

OTJCNbHbIE /icTa B aln(aBUTHOM MOpsaKe paMunuil, BKIOYAKOTCS B ONUChH MO FOay

YBOJIHCHUA.
Hanpumep:
1 2 3 4 5 6 7
04. Kagposoe o0ecneyenne
1 04-18 | Jluunbie kaprouku (p. Ne T-2) 2013 50 ner 150
yBOJIEHHBIX paboTtHuKOB Komurera
0o
1 2 3 4 5 6 7
04. Kaaposoe o0ecnieueHue
1 04-18 | JIuunble kaprouku (p. Ne T-2) 2014 50 ner 250
yBOJIeHHBIX paborHuKoB Komurera
(A-K).Tom 1
2 04-18 | JIuunble kaprouku (p. Ne T-2) 2014 50 ner 120
yBOJIEHHBIX pabotHuKoB Komurera
(JI-A). Tom 2 (mocnemHmii)

11.4.19. HeBocTpeOOBaHHBIE JIMYHBIE JIOKYMEHTHI (TPYIOBBIE KHHXKKH,
JWTIIIOMBI, CBUIETENBCTBA M JIP.) CUCTEMATU3MPYIOTCS B MPEAENAX KaJIeHIAPHOIO
roJia Mo BHJIaM, a BHyTPHA BAI0B — MO aj(paBuTy damminii pabOTHUKOB B OTACIIBHOM
OITUCH.

11.4.20. AKTBI O HECYACTHBIX CIy4asX, CBA3AHHBIX C MPOU3BOJICTBOM,
CHUCTEMAaTU3UPYIOTCS B NpPEJENax KaJeHJAPHOTO0 roja Mo XPOHOJIOTWH, BO3MOKHA
cHCcTeMaTu3alus Mo andaBuTy HayalbHbIX OyKB (paMuinii pabOTHHUKOB.

11.4.21. Tabenu n Hapsabl pabOTHUKOB BPEAHBIX Mpodeccuii GOPMUPYIOTCS B
JeJIa B TIOPSIIKE KAJIEHIAPHBIX MECSLIEB B MPEAENIAX roJa.

11.4.22. B 3arosoBKax €IWHWII XPAHCHUS, COJCPKAIMUX Tapu(PUKALMOHHBIC

CIUCKH, YKA3bIBACTCS KATETOPHs PAOOTHUKOB (YUUTENS, AMPEKTOPA LIKOJI U JP. ).
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11.5. OpopmneHue TaONUIBI ¢ OMUCATETLHBIMU CTATHSIMU OMUACH

11.5.1. Tabnuua OMMCH C ONUCATEIILHBIMHA CTaThsIMH MevaraeTcs depe3 1

MEXKCTPOYHBIA UHTEPBAJ OT PEKBU3UTOB OTIMCH.

11.5.2. I'panubl TaOJULBI OMKUCH C OMUACATCIIBHBIMM CTAThIMU HE JIOJDKHBI

BBIXOIUTL 3a I'PaHHUIbI TCKCTOBOI'O I10JIA.

11.5.3. HaumeHOBaHUS Pa3ACIOB M MOAPA3JECIOB ONHCH O(OPMISIOTCS B

OTJENbHBIX CTPOKAX OMMCH B rpade «3aroloBoK Jesia» CTPOUYHBIMUA OYKBAMH.

11.5.4. HanmeHOBaHMs CTPYKTYPHBIX NOAPA3JEICHUI B ONMWCU YKAa3bIBAKOTCA

IMOJIHOCTBIO.

11.5.5. DneMeHTBI onucare/IbHOM CTaThU ONMUCH B TAOJUIIEC Pacmojiararorcs B

CIETYIOIEM TIOPSIKE:

1 rpaga —

HOMED MO MOPSAKY

HHACKC

2rpada — Jlenonpou3BOACTBEHHBIN
MHJIEKC Aena

3 rpada — 3aroyioBOK jaena

4 rpadpa — KpaliHuE AATHI

5rpadga — KOIMYECTBO JIMCTOB

6 rpada — mnpumMeHaHUE

11.5.6. Tekct TaOMUIGEI C

CIICAYIOMHAM 00Pa3oM:

—  (NeNe i/m)

nwin —

(Mnpekc nena)

— (3aronoBoK jAena)

(Kpaiinue narer)

— (KomnuecTBo MCTOB)

— (IIpumeuanue)

OIIUCATCJIbBHBIMU CTaTbsAMMU OIIUCH O(l)OpMJ'[HCTCH

DneMeHT onucu Pasmep Brinenenue | BelpaBHuBaHue ITpumep
mpudTa

Hassanune cTonduos 10 HET 1o LEeHTPY NeNe i/
TaONuULIbI
Howmepa cronOros 10 HeT 1O LEHTPY 1
TaOIULIBI
Paznen I-ro YPOBHA 14 MOJTY KM PHBIH O LIEHTPY Yupasiaenue aejiamMmu
(pacrionaraercst B rpade
3aroJioBOK fiena)
Paznen 2-ro YPOBHA 14 MOJTY KM PHBIH O LIEHTPY Ornen xkaapos
(pacrionaraercss B rpade
3aroJioBOK fena)
Crpoxka OMHCATEIbHON 12 HET 0 3JIEMEHTaM
CTaTbH TaOJINLIBI
NeNe /i 10 LIEHTPY 5
HUnnekc nema 0 LIEHTPY 02-15
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DJIEMEHT OMHUCH Pazmep Brinenenne | BeipaBHuBaHue ITpumep
mpudTa

3arosnoBoK nena 10 JIEBOU ITpuxaser NeNe 1-30 no
rpaHuLe JUYHOMY COCTaBY 3a
rpadml 2005 rox

Kpaitnue natel IO JIEBOH 9 suBaps 2005-
rpaHuLe 25 nexabps 2005
rpadml

KonugecTBo UCTOB 1O LIEHTPY 145

IIpumeuanue 10 HEHTPY KopoOka Ne 3

11.5.7. Bce SneMEHTHI ONMMCATENLHON CTATbM ONKWCH BBIPABHUBAKOTCS TIO
BEPXHEH I'PAHHULIE CTPOKH.

11.5.8. B onucu HE 1OMYCKAETCA MCIOJIB30BAHUE COKpALLCHKHE ¢10Ba «T0 Ke»
UTE OTHOTUIHBIX 3arojOBKOB €N, YKazaHue «Tom» MHUIIETCA MOJHOCTBIO MOCTE
OCHOBHOT'O 3arojloBKa, B OJHY CTPOKY, M OTACNACTCS OT HEro Toukoil. B koHIile
3aroJioBKa TOYKa HE CTABUTCSL.

11.5.9. Kpaitnue narsl gena (Toma, 4acTv) B OMUCH OPOPMIISIOTCS CIOBECHO-
U (POBBIM CIIOCOOOM CIIEIYIOIMM 00pa3oM:

— JIHM MecCsla yKa3blBaroTCa apabckumu mudpamu 6e3 nodaeneHus «0» s
yuceac 1 mo 9;

— HA3BAaHWEC MeECsla MHUIIETCS CTPOYHBIMM OYKBaMH, TOJHOCTBIO 0€3
COKpAILICHHUIA,

— YKa3bIBACTCs TOJBKO IU(PPOBOE 0003HAaUcHUE Toja 0e3 no0aBieHUs CJIOB
«I», «ITH, «KTOI.

— €CJIM JlaTa COACPKUT YKa3aHUE HA BEK, OH MUUICTCS MPONUCHBIMU OyKBaMuU
JATUHCKOTO a(aBUTa CO CTOBOM «BEKY,

— MpU COBMAJCHUM roja M Mecslla B KpalHMX Aarax Jena, Kaxkjas jarta
NUIIETCS MOJHOCTHIO;

— 4YuCsa OTHACSIOTCS CUMBOJIOM-PA3ACIUTENEM «-» JUIsl AMAMAa30HA WIH «,»
U1 OTACTICHUS Aar.

11.5.10. Mexay CTpOKaMu 3JEMEHTOB OJHOM M TOH K€ ONMUCATEIBbHON CTaThbU
OIKCH MTPUMEHSIECTCS OJMHAPHBIN MEKCTPOUHBII HHTEPBAJT.

11.5.11. Ha kakaplii mOCJIEAYIOWMNA JIUCT ONMMUCHA BBIHOCUTCS KOJIOHTHUTYJ C

MPOHYMEPOBAHHBIMU rpadamMu OMUCATENBHON CTAThH OMKCH.




101

1| 2 | 3 |+« [ 5 | 6 |

11.5.12. 3aronoBku Aesl HE MOJKHBI OBITh MEPEXOMAMIMMU HA CIICTYFOLIHIA
JIACT.

11.5.13. Bce rpadsl 3anofiHAIOTCS B CTPOTOM COOTBETCTBUHU CO CBEACHUSIMU,
BHIHECEHHBIMM Ha O0O0J0KkM Jen. Kaxkmoe naeno BHOCUTCS B OMKMCh MO
CaMOCTOSATETbHBIM HOMEPOM.

11.6. OdopmiieHrE UTOTOBOM 3aMUCH OMMCH W 3aKIFOUMTEIBLHBIX PEKBU3UTOB
OIHUCH

11.6.1. 3aBepliaer OMUCH WUTOrOBAs 3alUCh C YKAa3aHUEM HOMEpPA OIUCH,
KpaliHUX Jar, KONu4ecTBa (HMdpaMu U CI0BaMM) U KPAHHWX MOPSIAKOBBIX HOMEPOB
JCJI, BKIFOYEHHBIX B ONUCh. [Ipy HATMUWK YKa3BIBAKOTCS JTUTEPHBIE W MTPOMYIICHHBIE
HOMepa jaen 6e3 ab3alHoro oTCTyna OT IPaHMIL JIEBOro MOJs 4yepe3 1 MeKCTPOUHbIH
UHTEPBAJIA OT NOCIEAHEN OMMUCATENILHON CTATHH.

11.6.2. Ecnyi nuTEpHBIX U HPOMYLIEHHBIX HOMEPOB JEN HET, B UTOIOBOWM
3aIKCH 3TO HE OTOBAPUBACTCH.

11.6.3. Tekcr wmrtoroBoit 3ammch opopmisieTcss 4depe3 1,5 MEKCTPOUHBIMA
WUHTEPBAL.

11.6.4. Tllewaranue WTOrOBOW 3amMMCH ONMHCA HA OTACIBHOM  JINCTE
3ampenacTcs.

11.6.5. Tlocne wroroBod 3amucu 4Yepe3 | MEXKCTPOUHBIA MHTEPBAI
pacmonararoTcsi PeKBU3UTHl  JIOJDKHOCTH, MOMNUCH, pacmmpoBKa MOITUCH
(MHALMAITBL, (PaMUITHS ) COCTABUTENS OMUCH, AaTa COCTABICHHUS OTUCH.

11.6.6. PexkBu3uTHI /[o10icHOCHy cocmasumels, /lama NOJKHBI 0()OPMITATHCS
OT JICBOW IPaHMIIBI TEKCTOBOTO MOJIA O€3 a03aHOro OTCTYyIA.

11.6.7. Pacumm(ppoBKa MOANNCH B PEKBU3UTE [/00nucy cocmasumelist NOJKHA
pacriomaratbC  Ha YPOBHE IIOCIEIHEH CTPOKA HAWMEHOBAHHMA JTOJDKHOCTH
COCTABUTEIISL C OJUHAPHBIM MPOOETIOM MExXAy uHuLManaMu u gamunueit. [locaeanss

OykBa B paciin(ppoBKe MOANKUCH JOHKHA OTPAHMYMBATHCS MPABBIM MOJIEM.

JIOKHOCTh COCTABUTENS N.O. Gamunus
(TI0T1UICh )

Jlata
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11.6.8. TIpup COIJIACOBAHO 53KCOEPTHO-MPOBEPOUHON  KOMHUCCHHU
Oprana/Opranuzanuu-QpoHaooopasosarenss  0QOPMISETCS  BBIPABHMBAHUEM 10
JIEBOMY Kpar0 TEKCTOBOIO TOJII B JICBOM HWKHEM YTy 4Yepe3 | MEKCTPOUYHBII
WUHTEPBAI OT JAThI COCTABJICHUS OMMICH.

11.6.9. I'pudp VYTBEPXJIEHO (mnss aenl MOCTOSHHOTO XPAHEHWsS) WIIHA
COT'JTACOBAHO (s nen o coctaBy M BpeMeHHOTro (cBbiiie 10 JIeT) XpaHEHUs)
OIIK Komurera mo aenam 3AI'C u apxuBoB PecnyOnuku Aunrtaili odopmisieTcs
BbIPABHUBAHUEM I10 JIEBOMY KPar0 TEKCTOBOTO MOJIsl B TPABOM HIKHEM YTIIY.

11.6.10. Cnora VYTBEPXJEHO wu COIJTACOBAHO neuaraercs
NPOMUCHBIMU OyKBamMu 0€3 KaBBIYEK U JBOCTOUMSI.

Hanpuwmep:

COI'JIACOBAHO YTBEPX/IEHO/COI'JTACOBAHO
IIporokon  OK  Munucrepcrea  IIpotokon OIIK Komurera mo aenam
CEJILCKOrO X03dicTBa PecmyOnuku 3AI'C u apxuBoB PecniyOnuku Anrtaid
Anrrait

(ot Ne ) (ot Ne )

11.6.11. Bce peKBU3WTHI, PACMONIOKEHHBIE MOJ TaOJIMYHOM YacCThEO OIUCH,
JOJDKHBI Pa3MEILAThCA HA TOM JKE€ JIMCTE, YTO U MOCIECAHAA CTPOKA ONUCH, MEPEHOC

WX Ha APYTYIO CTPAHMILy C OTPBIBOM OT TaOJIMLbI 3aNpeacTCs.

12. ITIOPATOK COCTABJIEHUA HAYYHO-CITPABOYHOI'O
AIIITAPATA K OIIMCH
12.1. CocTaB HAy4YHO-CIPABOYHOTO armapara

12.1.1.  Jlma OGonee  >PQPEKTUBHOIO  MCHOJB30BAHHUS  JOKYMEHTHOMH
uH(pOpMaIK, COACPKAIICHCS B OMHUCIX AapXWMBHbIX (DOHIOB, K HHUM CO3/1acTCs
Hay4YHO-CIIPaBOYHBINA arnapar, KOTOPbL BKIIOYACT:

— TUTYJIbHBIN JIUCT,

— JIUCT NIEPEUMEHOBAHUMN

— MPEaUcoBHUE (MCTOPUUECKYIO CITPABKY );

— CIIMCOK COKPAILICHUN]
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— ykazarenu (Ipu HEOOXOAUMOCTH ).

12.1.2. IIpu mOArOoTOBKE HAYYHO-CIIPABOYHOIO alliapara OMUCH MPUMEHSETCA
mpudt Times New Roman pazmepom Ne 14 uepes3 1,5 MeKCTPOUHBINA UHTEPBAL

12.1.3. HayyHo-cnpaBOYHBI/ ammapar K ONWUCH PACICYaTHIBACTCS O€3
UCTIONB30BaHUsl OOOPOTHOM CTOPOHBI JIMCTA M PacCloaracrcs B CICAYIOMEM
NOPAIKE:

— THTYJIbHBIA JJUCT ONUCH,

— JIACT IEpeUuMEHOBaHus (OHI000pa3oBaTes (Mpy HAIMYWN ),

— TIPEANCIOBHE K ONIUCH,

— CIUCOK COKPAIIICHHBIX CJIOB (MPU HAJTMYHN );

— yKkazarenu (MpH HaJIM4YuK ),

— OIMNCB.

12.1.4. K onmucu COCTABIAECTCS JUCT-3aBEPUTENL HA OTACIBHOM JIMCTE, THAC
YKa3bIBAETCsl KOJIMYECTBO JIMCTOB YMCIOM M MPONMCHIO, MOAMUCH COCTABUTENS, AaTa
cocTapJieHUs. JINCT-3aBEPUTEIIL HE HYMEPYETCSI.

12.1.5. Onuck W HAY4YHO-CIPABOYHBIM ammapar K OMUCH MPOIIMBAETCS HA
YEThIPE MPOKOJA B TBEPAYID OOJIOKKY K3 KapTOHA, NEPEIUIETAOTCS C YYETOM
BO3MO)KHOCTA CBOOOJHOIO YTCHHS TEKCTAa BCEX JOKYMEHTOB. Bce mmCTHI
HYMEPYHOTCA apaOCKUMU HH(paMHA BaJOBOW HYMEpaUUEH YEPHBIM TrpadruuecKum
KapaHJalloM B BEPXHEM IMpaBOM YyIIIy (HE 3aJeBas TEKCTa JOKYMEHTa) 3a
UCKJIFOUYEHUEM JINCTA 3aBEPUTEIIS.

12.2. TUTyIBHBIA JIUCT OUCH

12.2.1. TWTyJNBHBIA JMCT ONHUCH SBISETCS OOA3ATENBHBIM  3JIEMEHTOM
CIIPAaBOYHOI0  anmapara JJiss ONUCEH, KOTOPBIA  COACPNKUT  WH(OPMALNIO,
ONPENECTSIOMY0  NPUHAMIEKHOCTE  JOKYMEHTOB, BHECCHHBIX B  ONKCh, K
KOHKPETHOMY (DOHIY WMJIM €T0 YaCTH; K ONPEACTICHHOMY NMEPUOY BPEMEHHM, & TAKIKE
HOMCKOBBIE TaHHBIE, CTOCOOCTBYOIINE HAXOKICHUIO OMMCH B apXHBE.

12.2.2. TuTynbHBIA JIUCT OMUCH OPOPMIISETCS B TPAHULIAX TEKCTOBOTO MOJIS:

30 MM — J1I€BOE;

10 MM — mpaBoe;
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20 MM — BepxHEe;

20 MM — HUXKHEE.

12.2.3. TeKCT TUTYABHOTO JUCTA O(OPMIISECTCS NPONUCHBIMM OYKBAMHU C
ucnosib3oBannem Impudra Times New Roman pasmepom Ne 14, uepes 1,5
MEKCTPOYHBIA HHTEPBAIL.

12.2.4. Ha TATYJIBHOM JIMCTE OMUACH YKA3BIBAKOTCA:

— HaMMEHOBAHHME rOCYJIAPCTBEHHOrO apxuBa PecnyOnuku Anrtail, apXWBHOTO
OTJieNa MyHULIMTNIAJILHOTO oOpa3oBanus PecnyOnuku Anraid;

— Ha3BaHue (PoHAa;

— HoMep doHAa;

— HOMEP OIUCH,

— Ha3BaHME OINMUCHU C yKa3aHMEM KaTerOpUM BHECEHHBIX B HEE JOKYMEHTOB
(TTOCTOSIHHOTO XPaHEHWsS, BpPEMEHHOro (cBbime 10 JeT) XpaHeHWd, MO JIUYHOMY
COCTaBY U T.1.);

— KpaiiHuEe 1aThl JeT ONMHUCH (MpunokeHue Ne 5).

12.2.5. HaumeHnoBanue rocyaapCTBEHHOrO apxupa PecnyOnvikm Antail wim
apPXUBHOTO OT/ENAa MyHUIIMNAIBHOTO 00pa3oBanus PecryOnuku AnTail yKa3elBacTCs
Ha BEPXHEN CTPOKE JIMCTA N0 LIEHTPY.

12.2.6. Tlpu cocTaBaCHUM TUTYJBHOIO JIMCTA OMMCH HEOOXOAMMO YUYHUTHIBATh
CIIEAYIOILIEE.

Opranuzanuu, B JCATENBHOCTA KOTOPHIX HE CO3JAI0TCS  JTIOKYMEHTHI
ApxusHoro ¢onna Poccuiickoii denepannu, U OpraHu3aluu, KOTOPBIM JAHO MPABO
NOCTOSSHHOTO XPaHEHHWsSl NTOKYMEHTOB ApXuBHOro (onma Poccuiickoit denepanun,
HAaMMEHOBAHUE TOCYJAPCTBEHHOTO apxuBa PecnyOnukm Anraii, apxuBHOTO OTAENA
MYHHIIMOAIBHOTO 00pazoBaHust PecnyOnvikn AnTaii Ha TUTYJBHOM JIACTE HE
YKa3bIBAKOT.

Ilepen HazBaHMeM (OHAA OCTABIACTCS MECTO [ HAKWCAHUS TOJHOIO
HA3BaHUsl TOCYNApCTBEHHOro apxuBa PecnyOnuku Antail uim apXMBHOTO OTAENA
MYHUIIMOAIBHOTO oOpa3oBanusi PecnyOnuku Antail, win BEAOMCTBEHHOTO apXuBa

BBILIECTOSIIEH OpraHu3aliy, B KOTOPKIA OyayT NepeaaHbl Jefia Ha TOCy 1apCTBEHHOE
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XpaHeHue JaHHoro (oHaoodpazoBaTens — IOPUAMYECKOrO0 JMHa B CAydae
JIMKBHTALIHAH.

12.2.77. Ha TUTYJILHOM JIULCTE OMMCHU AL IO JIMYHOMY COCTABY UMEIOTCS TE JKE
PEKBU3UTHL, YTO M B WHBIX APXUBHBIX OMUCAX. OTIMYHE COCTOMT B TOM, YTO MEPEN
Ha3BaHUEM (OHIA OCTaBJACTCA MECTO Uil HAMKACAHWS TOJIHOTO HA3BaHWS
rOCy/IapCTBEHHOr0  apxuBa PecnyOnuku AdTaii WM apXMBHOTO  OTJENA
MYHUIIMOAIBHOTO oOpa3oBanusi PecnyOnukm Anrtaii wiM BEIOMCTBEHHOTO apxuBa
BBIIIECTOSALICH OpraHu3alii, B KOTOpbI OyayT mepeaaHbl Jejia Ha XpaHEHUE
naHHoro (¢onmoodpaszoBarenas — PUAMYECKOrO0 JIMIA B CIIy4ac JIMKBUJIALUU
(mpunoxxenue Ne 6).

12.2.8. Haszpanue (¢HoHaa nuiIeTcs B BUAEC NOJHOTO OQUIMATBHOTO
HauMEHOBaHusA (OHA000pa30oBaTeisi B MMEHUTEIBHOM IMAAcKe 4epe3 1 CTpoKy OT
HAaUMEHOBAHUS TOCYJAPCTBEHHOrO apxuBa PecnyOnvkum AnTaii, apXMBHOrO OT/ENa
MYHULUNATBHOTO oOpa3oBanus PecryOmuku Anraid.

12.2.9. Eciu ponaoobpazoBatesib uMeeT 0(pUIUATIBLHO MPUHITOE COKPALIEHHOE
HAMMEHOBAHUE, TO OHO YKAa3bIBAIOTCS HA CJCAYIOUIEH CTPOKE B CKOOKaxX MOCie
MOJIHOTO HAauMEHOBaHWs. HanMeHOBaHWS TOJHBIE W COKPALICHHBIE MPUBOJSATCS B
CTPOrOM COOTBETCTBHH C YCTABOM WJIM MOJIOKCHUEM.

12.2.10. Ecni Ha OPOTSHKEHUM TMEPUONA, 3a KOTOPBIA COCTABJIEHA OIMCh,
MEHSJIOCh HaMMeHOBaHWe Oprana/OpraHu3anid, HA TUTYJBHOM JIHCTEC CHAYajia
YVKa3bIBAKOT €T0 TOCIHCAHEE €ro Ha3BaHWE, a 3areM 2 TEPCUMEHOBAHWS B
XPOHOJIOTHYECKOM TOPSAKE ¢ YKAa3aHMEM HAYajJbHOM W KOHEUHOM MaThl KaXKIAO0TO
HauMeHoBaHus (oHmooOpazoBaressi, OTCTYNUB 2 CTPOKM OT COKPALIEHHOTO
HAMMEHOBAHUS, C BRIPABHUBAHUEM MO JIEBOMY KAl B MPABOM YACTH JTUCTA.

12.2.11. B cnyuae ecnmu HauMeHOBaHHE (HOHA000pA30BaTENsT MEHSJIOCH OoJee
2 pa3, HA TUTYJIBHOM JIMCTE YKA3bIBAIOT €r0 MOCICAHEC HAMMCHOBAHME, A BCE
NEPEUMCHOBAHNS TPUBOJATCA B JIMCTE MEPEUMEHOBAHWM, KOTOPBIA MOMEMIACTCS
MOCJIE TUTYJIBHOTO JINCTA, IEPE MPEAUCIOBUEM K ONTUCH (TIPUIIOKEHUE Ne 7).

12.2.12. JIucT nepeuMeHOBaHUH 0POPMIIIETCS B TPAHUIIAX TEKCTOBOIO MOJIS:

30 MM — J1I€BOE;



106

10 MM — mpaBoe;

20 MM — BEepxHEE,

20 MM — HUXKHEE.

12.2.13. TekcT nucTa NEPEUMECHOBAHWN O(MOPMIISETCA C HKCIOIBb30BAHUEM
mpudra Times New Roman pazmepom Ne 14, yepe3 1,5 MEKCTPOUHBIA UHTEPBAI C
a03alHbIM OTCTYNOM — 1,25 ¢M, BIPAaBHUBACTCSI MO LIAPUHE TEKCTA.

12.2.14. B 3aronoBke Bua pgokymenta JIUCT [MEPEMMEHOBAHUI
nevyaraeTcss TNPOMMCHBIMU  OyKBaMH, BBIACISCTCS  TOJYXUPHBIM  MIPUGBTOM,
HEHTPUPYETCS MO IIUPHHE.

12.2.15. Tekcr [OOKyMEHTa I[€4aracrcs CTPOYHBIMKM OykBamu uepe3 1
MEKCTPOUYHBIA MHTEPBA OT 3arojOBKa BHAA AOKYMCHTA M MEXAY CBEACHHUSIMH O
NEPEUMEHOBAHUH, BEIPABHUBACTCS MO HIMPUHE TEKCTA.

12.2.16. B nucre nEpeUMEHOBAaHWA HMH(OpPMAalMs  yKa3bIBacTcs B
XPOHOJIOTMUYECKOH MocieaoBareabHOCTH (0T Oosiee paHHEro K OoJjiee MO3AHEMY) B
CIIeTyIOIIEM TIOPSIKE:

— Mpeapiayliiee HauMeHoBaHue PoH000pa3oBaTes;

— MOJYMHEHHOCTH (POHJ000pa3oBaress;

— MeCTOHaxOoKJeHue (PoHa000pa3oBaTelisl C YKA3aHUEM HACEICHHOIO MYHKTa
W PETUOHA,

— KpailHMe JaThl €ro CyUISeCTBOBAHUS, TMOJ TMOCJICIHUM  HA3BaHHEM
YKa3bIBACTCS JIUIIb HAYaJIbHAS Jara NEPEUMEHOBAHMS, 4 BMECTO KOHEYHOW JaThl
MOCJIE TUPE CTABUTCS MHOTOTOYHE.

12.2.17. Jlatel kaxxaoro HazpaHus (HOHI000pA30BATENS NEYATAKOTCS CJIOBECHO-
nuPpoBEIM  cioco0OM, TMepex  Ha3BaHWEM  (oHm000pa3oBaTesss IO LEHTPY
CIIETYIOIIMM 00pa3oM:

— JIHM Mecdlla YKa3blBatoTCs apaOckumu mudpamu 0e3 nodasiecHus «O0» s
yuceac 1 mo 9;

— Ha3BaHME Mecslla MHUIIETCS CTPOYHBIMHU OyKBaMH, TMOJHOCTHIO 0€3

COKpALEHH;
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— yKa3bIBaeTcsl TOJIbko 1upoBoe oO03HAUCHHE roja Oe3 100aBJICHMS CJIOB
«I», «IT», KOy,
— JIaThl OTAEISIFOTCS] CHMBOJIOM-PA3JIETUTEIIEM.
Hanpuwmep:
MUWHHCTEPCTBO LIU®POBOI'O PA3BUTHUS PECITYBJIUKU AJITAU
(MHUHLIM®DPA PA)

TOCYIAPCTBEHHAS KWJIUIIHAS
WHCITEKLIUS PECITYBJIUKH AJITAM
(10 STHBAPSI 2001-31 JIEKABPS 2019)

12.2.18. Homep (oHAa HA TUTYJBHOM JIMCTE OMUCH YKA3BIBACTCS TOT, KOTOPBIiA
eMy OblT JaH B cnMcKe (POHAOB rOCYIAPCTBEHHOIO apXHWBA WM APXWBHOIO OTAETA
MYHULMITAIBHOTO  00pa3oBaHMsl, OPraHU3alMEH-UCTOYHUKOM  KOMIUIEKTOBAHUS
KOTOPO# sBJsieTCs POHA000pa30oBaTENb, @ HOMEP OMUACH — IO JIUCTY (POoHAA.

12.2.19. Homep ¢poHa HA TUTYIBHOM JIMCTE OMMCH neyaraercs yepe3 11 cTpok
NOCJIE COKPAIICHHOTO HAMMEHOBaHUS (POHI000pa3oBaTENs.

12.2.20. Homep ommMcHM Me4aTacTcs Ha CIEAyHMIEH CTPOKE TOCIE HOMepa
doHpa.

12.2.21. Ha3BaHu€e ONMCHA HA TUTYJILHOM JIMCTE JACTCA MOCIIE HOMEPA OMUCH.

12.2.22. Kpaiinue narbl TOKYMEHTOB, BKIFOUECHHBIX B ONKCh, YKA3bIBAKOTCA HA
TUTYJIBHOM JIMCTE TMOCIIE HA3BAHMS ONUCH C HOBOHW CTPOKH. OHM NMOKAa3bIBAIOT JAThI
BCEX JIOKYMEHTOB, BKJIFOYas AaThl JOKYMEHTOB, 3aBEJCHHBIX MPELICCTBEHHUKAMU
(poHI000pazoBaTENs, a TAKKE JaThl JOKYMEHTOB-TPAIIOKEHUIA.

12.2.23. B xpailHux farax NOKYMEHTOB, BHECEHHBIX B ONUCH, HA TUTYJIBLHOM
JIMCTE YKA3BIBAKOTCS TOJIBKO TOJBI. ECIIM €CTh XPOHOIOTMYECKHUE Pa3pbIBbl B KPAHHHUX
JaTax NOKYMEHTOB, YKa3bIBAOTCS BCE MMEIOIIMECS XPOHOJIOTMUYECKHAE NIEPHOABI MITH
IPAaHMLBL XPOHOJOTHYECKUX pa3peiBoB. Cnosa «I"O/]» wim «'OIbI» noaHOCThIO.

Hanpuwmep:

2006 — 2008, 2010 — 2011 I'OJ[bl
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WIH

1919 — 1999 I'OJ[bl, KPOME 1925 — 1937 I'O/[OB

WIN

[1925] — 1933 I'OJ[bI

12.2.24. Kpaiinue narel JOKYMEHTOB, BHECEHHBIX B OIKCh, HE CIEAYET MyTaTh
C KpallHUMM JaTaMHu JeATeNbHOCTH (POHA000pa3oBaTels.

12.3. IIpeaucnoBue K ONucu

12.3.1. TIlpemucnoBue K ONHUCH SIBISETCS OO0S3aTEIBLHBIM  3JIEMEHTOM
CIIPABOYHOTO AIIMAPaTa K OMUCU U COCTABJISETCS B XOJ€ YIOPSAOUEHUS TOKYMEHTOB
(oHa000pa30oBaTENs C LEIbK MOJHOTO OTOOPAKEHUST NEATCIILHOCTH, ONPEACIICHHS
€r0 MECTa W POJIM B CUCTEME TOCYIJAPCTBEHHBIX OPTraHOB, OPraHOB MECTHOTO
CaMOYIIPABJICHUS,  SKOHOMMYECKOM HM  OOIIECTBEHHO-KYJIBTYPHOH  chepax
JOCATEIBHOCTH.

12.3.2. HudopMauuio B HOPEeAUCIOBHUH MPEACTABIAIOT 3a ONHUCHIBACMbIMA
NEPUO/I.

12.3.3. IIpemncnoBue COCTABIAETCS OTAEIBHO K KOKAONH ONUCH JIETT:

— MOCTOSHHOTO XpaHCHHs (KOTOpPhIE TEPEHAOTCS Ha TOCYNApCTBEHHOE
XPAaHCHHE, HE TMEPENaloTCs HA TOCYJAApPCTBEHHOE XPAHEHUE, TMEPeNarTcs Ha
rOCyAApPCTBEHHOE XPAHEHUE TOCIIE JIMKBUALMU OPraHU3alluy ),

— M0 JIUMYHOMY COCTaBY;

— BPEMEHHOTO (CBbIIIEe 10 N€T) XpaHEeHHS.

12.3.4. VapopManus B TPEAUCIOBAM K ONMKMCHU W3JIATACTCA B CICOYIOLICH
NOCJIEIOBATEIIBHOCTH:

1. Uctopusa donaoodpazoparens 3a oOpabaThiBacMblii TEPUOJ YKa3bIBACTCA
KaK B HCTOPHUYECKON CIIpaBKe:

— Ha3BAaHUE U MOJYMHEHHOCTH (JOHI000pA30BATES, & TAKIKE U3MEHEHUS B HUX
C YKa3aHUEM JaT U OCHOBHBIX MPUUMH MTPOU3OLIEAIINX U3MECHEHUH];

— jary co3nanus poHaoo0paszoBarens,
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— Ha3BaHHWE OPraHu3alUU-NPEAIICCTBEHHUKA. B cliydae OTCYTCTBUSI MPSIMOTO
OPEIIIECTBEHHUKA MOKET ObITh YKa3aHA OpPraHU3allvsl, BIMOJHSBILIAS AaHAJIOTUYHbIE
(YHKINH,

— 3a1aum U QyHKIMH HoHA000paA30BaATENS], 1aThl U OCHOBHBIC MPUYUHBI MX
A3MCHCHUM,

— CTpykTypa (PoHmooOpa3oBaTeass W €€ HM3MEHCHMS C YKa3aHWEM Jar |
OCHOBHbBIX MPUYHH;

— pykoBoauTenb (PoHAcoOpa3oBaTess € YKa3aHUEM MEPUOAAa 3aHUMAcMOi
JOOJIKHOCTH,

— COCTaB CHUCTEMbI IOJBEJIOMCTBEHHBIX (HEMOCPEACTBCHHO MMOJYMHECHHBIX)
opraHu3anmii (UX BUJBI, TEPPUTOPHAILHOE Pa3MEIICHHE), BCE TOCICIYIONAE €€
U3MEHEHUS C YKa3aHUEM JIaT U OCHOBHBIX TIPUYNH;

— JIaThl ¥ IPUYUHBI IpeoOpa3oBaHusl U MUKBUAAIMK (POHI000pa30BATENS;

— Ha3BaHWE OpraHU3aAIUU-TIPABOTIPEEMHUKA.

2. Ucropus ¢onna:

— aHHOTAIlUs COCTaBa JIOKYMEHTOB B COOTBETCTBUU CO CTPYKTYPOH OMUCH U
BUJIAMHM JTOKYMEHTOB, a TAKXKE COJACPKAHME JIOKYMEHTOB MO TEMaMm M MpodseMam,
OTOOPAKAOIIMM HAMTPABJICHUS ACATEILHOCTH (POHI000pa30BaTeENs;

— XapaKTEPUCTUKA MOJHOTHI JIOKYMEHTOB, BKJIIOYEHHBIX B TOJIOBOM pasjen
CBOJIHOW OMUCH;, IOJTBEPK/CHHbIE (JAKThI YTPAThI IOKYMEHTOB C YKA3aHUEM MPUYHH
(MpH HAJTUYHUN ).

[Tpn HemosHOTE cocTaBa JAOKYMEHTOB HEOOXOIMMO YKa3aTh OTCYTCTBYIOIIWE
JOKYMEHTBl W TPUYMHBI WX OTCYTCTBHS, CAEJaTh CCHIIKY HA COOTBETCTBYIOIINE
OOKYMEHTBI (AKT, CIpaBKa, OOBSICHUTENBHAS 3aIUCKa), TMOATBEPXKAAOIMME (PakKT
yTpaThl, HEUCHPABUMBIX TMOBPEKACHUN WIM U3BATUS PABOOXPAHUTEIBLHBIMU
OpraHamu.

Ecmu B nmenax «Kaprodku JUIEBBIX CUETOB ... MO 3apabOTHOM Miare» WM
«Bemomoctn Ha 3apa0OTHYIO MJaTy ...» MPEACTABICHbI AOKYMEHTBI HE 3a BCE

MCCALbI OIIMCBIBACMOI'O0 1044, B JIMICBBIX CHUHCTAX OTCYTCTBYHOT HAYMCIICHHA
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3apIuIaThl 3a ONPEAEICHHBIN MEPUOA, OTCYTCTBYIOT BEAOMOCTH HA 3apabO0THYIO MaTy
32 ONPEJCNICHHBI TEPUOJ, TO B MPEAUCIOBUM K ONUCH YKA3BIBAKOTCA MPUUYUHBI
OTCYTCTBUS JAHHBIX CBEICHUIA.

Hanpuwmep:

«3apabomuas niama Hayucasiace ¢ mas 2003 2o0a 6 cea3u ¢ omcymcemeuem
DUHAHCOBO-XO3ATCMBEHHOT OesImeIbHOCTU (Ul 00beMos pabom,) ».

WK

«Jluyesvie cuema 3a 2003 200 ympayenwvi».

B cmydagx yTparel W HENONPABHMBIX  TOBPEKACHHA  TOKYMEHTOB
npeacrasnsercs Ha cornacoBanue OlIK Komwurera mo penam 3AI'C v apXuBOB
PecryOnvku Antaii cipaBka (€Ciii 3TO JOKYMEHTHI BPEMEHHOIO CPOKA XPAHCHUS ) U
aKT 00 yTpare JOKYMEHTOB, KOTOPBIE YKA3bIBAKOTCS B MPEAUCIIOBUH.

— CBCACHHMS O HAJIU4YMKM JEJ, BBIXOMSIIAX 3a XPOHOJIOTMYECKHE PaMKH
JOKYMEHTOB OIUCH, HAJMYUE HE3aAOKYMEHTHPOBAHHBIX TMEPUO/IOB (C yKa3aHUEM
OPUYMH);

— COCTOSIHME YHOPSAOYECHHMS JOKYMEHTOB. B TOM umMciae ykKasbpIBarTCA
CBEICHUST O  JIOKyMEHTaX, VYIOPSJAOYEHHBIX paHee M  XPaHALIUXCS B
Oprane/Opranusaryu (Je1 TOCTOSHHOTO XPaHEHUs, M0 JIMYHOMY COCTaBY, HAIMYHUE
JeJI TI0 JIMYHOMY COCTABY JIMKBUJIWPOBAHHBIX MOJBECIOMCTBEHHBIX OPraHW3aLIHA).
CBeneHusT O TPOBEACHUM JKCHEPTU3BI LEHHOCTH JOKYMEHTOB, BKJIFOUAOIIHUE
CIEAYIOIYH HHPOPMALMIO: KOTAA, KEM, 32 KAKOH MEPUOX YIIOPSII0YECHbBI TOKYMEHTHI,
Ha3BaHWUEC ONMMCECH, KpaliHWE NAThl, KOJIMYECTBO JIeT HU(PpaMHA A MPOMUCHI0, KpailHuE
HOMEpA [I€JI, HAIMYME JIMTEPHBIX W MPOIMYIICHHBIX HOMEPOB, aKT O BBIACIICHUH K
YHUYTOXKCHUIO APXUBHBIX JOKYMEHTOB, HE MOMAICKALIMX XPAHCHUIO, KpalHUE NaThl,
KOJIMYECTBO AeN HU(ppaMU U TPOMUCHIO;

Hampuwmep:
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O6 ynopsnoueHun noKkymeHToB 2006 roga

Ne oncn ["omsr Kon-Bo en. xp. Jlara 00paboTkn
1 2 3 4
20 (MpOAOIKEHHE) 2001 —2004 89 30.03.2006

O JOKyMEHTAaX, MEPEHAAHHBIX HA TOCYAAPCTBCHHOE XPAHCHUEC AapXWB, WX

00BEME U KpaliHUX JaTax

Ne ommucu [oabr Kon-Bo en. xp.
1 2 3
1 1922-1937 1859

O KOJIMYECTBE U KpaﬁHHX Aarax Acjl MOCTOAHHOI'O XpaHCHUA KU 11O JINYHOMY

cocTaBy, xpaHsmpxcs B Oprane/OpraHuzanim

Ne onucu [onsl Kon-Bo ex. xp. Jlata yTBep K ACHUSA

H COorjiacoBaHu4da €

JIIK
1 2 3 4
I «» 1962-1975 448 28.01.1977
8 mip. 2010-2015 170 31.07.2016

— 0COOCHHOCTH (POHAMPOBAHUSI, ONUCAHUS 1N (Mpyu Hanuumu). Hampumep, B
cilydae, KOrja JIOKYMEHThI BEIMCh B KHUIE 34 HECKOJIBKO JIET, OHU MOMEIIAKTCS B
FOOOBOM Ppaslesl ONMMCH IO TOAY 3aBeICHUA. ECaM KHUra CONCPIKUT CBEICHUA,
BBIXOJSILIHUE 32 XPOHOJIOTMUYECKUE PAMKU ONMCHIBAEMOTO NMEPUOAA, U HE 3aKOHUYEHA B
JEJIOMPOU3BOJICTBE, B 3arojlOBKE HE YKa3bIBACTCs JlaTa OKOHYAHUS Jeja U 3TO
OTOBApUBAETCS B MPEAUCITIOBHH,

— CBelleHUs1 00 SKCMEPTH3E LEHHOCTU JTOKYMEHTOB, OCHOBAHUE U BpeMs €€
OPOBE/ICHMSI.

3. YcioBUs 10CTyNA K JOKYMEHTAM

— YCJIOBUSI, PETYJIUPYIOIMIME AOCTYI K JIOKYMEHTAM OMUCU U KCIOJIb30BaHUS
CBEJICHUH, COJICPXAIIMXCS B HUX (€CIM IOCTYI OFPaHUYEH HA ONMPEACIECHHBINA CPOK,
yKa3aTh JaThl CHATUS OTPAHUYECHUIA );

— YCJIOBHS KOMTMPOBAHUS JOKYMEHTOB OMUCH (ITPA HAJIMYMK OTPAHUYCHUH ),
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— XapakTepucThKa (PU3UUYECKOr0 COCTOSHUS JOKYMEHTOB OMUCH (MMEIOLIMECs
(¢u3nUeCKre TMOBPEKACHUS TEKCTa MOKYMEHTOB WM HOCUTENS, KOTOPHIE MOTYT
NOMEIIATH MMOJIb30BAHUIO TOKYMEHTAMH ).

4. XapakTepuCTHKa HAYYHO-CIPABOYHOIO ammapara, KOTopas BKIKOYACT
CBEICHUS 000 BCEX MMEIOIIMXCA AJIEMEHTAX HAYYHO-CIPABOYHOIO aIapara OMMCH C
LEJBI0 MPEAOCTABICHAS BO3MOXKHOCTH TOJIB30BATENAM IOJYYATH HEOOXOIMMYHO
MHPOPMALIMIO O COCTABE M COACPKAHUH TIOKYMEHTOB. THUTYJIBHBIN JIACT, CONEPIKAHHE,
OPEIUCIIOBUE, CIHMCOK COKPALIECHHBIX CJIOB, yKa3arenu (MpEeIMETHbIA, WMEHHOMH,
reorpauyecKuii u T.11.).

5. MecTo XpaHeHHE JOKYMEHTOB 110 JITYHOMY COCTAaBY.

12.3.5. B Hauase TeKCTa TMPECAUCIOBUS CIEAYET YKa3arh IOJHOE
HAUMEHOBAHUE OPraHU3aLMy HAa HAYAJIO ONUCHIBAEMOTO IEPHOIA.

Hanpuwmep:

Ha | aumseapsa 2020 eooa naumenosanue ydpeocoeHus — Komumem no oeiam
3AI'C u apxueoe Pecnyonuxu Anmaii...

12.3.6. Undopmanusi, coaepxaiuascs B IPEIUCIOBUM K OMUCH, U3/1aracTcs B
MPOLIEAIIEM BPEMEHH.

12.3.7. TlpenuciioBUe K OMUCH UMEET CAMOCTOATEIILHYI0 HYMEPALUIO JIUCTOB,
HOMEpA MPOCTABJIAIOTCS BBEPXY JIMCTA MO €ro LEHTPY Ha pacctosHur 10 MM OT
BEPXHETO Kpasi, IPX 3TOM Ha NEPBOM JIMCTE HOMED JINCTA HE CTABUTCH.

11.3.8. IpemucnoBue k onuchH 0GOpMIISIETCS B TPaHUIIaX TEKCTOBOTO TOJIA:

30 MM — JI€BOE;

10 MM — mpaBoe;

20 MM — BepxHee;

20 MM — HUXKHEE.

12.3.9. TekcT npeaucnoBusi K OMUCH 0POpMIISIETCS ¢ HCTIOJIB30BAHUEM IpUQTA
Times New Roman pasmepom Ne 14, dyepe3 1,5 MEKCTPOUHBIH HWHTEpPBAN, C

a03arHbIM OTCTYIIOM — 1,25 cMm.
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12.3.10. B 3arosoBke Bua noxkymenra I[IPE/JIMCJIOBUE neyaraercd
NPOMUCHBIMU OYKBaMU, BBIACISETCS MOJY>KHUPHBIM IIPU(TOM, LEHTPUPYETCS IO
HIUPUHE.

12.3.11. Homep v Ha3BaHWE OMKMCH, HOMEDP (POHA MeYaTacTcs Ha CICayomE
CTPOKE TMOCJE BUAA JTOKYMEHTA CTPOYHBIMH OyKBAMH, BBIAEISICTCS MOJYKAPHBIM
mIpu(hTOM, IIEHTPUPYETCS MO LIUPHUHE.

11.3.12. Ha3zpanue ¢onaooOpazoBaresnis neyaTacTcs Ha CIACAYIOLWIECH CTPOKE
NOCJIE HOMEpPA U Ha3BAHUS OIMUCHU, HOMEPA POHIAa CTPOUHBIMU OyKBAMHU, BBIACISAETCS
HOJTY>KHPHBIM MIPUPTOM, LIEHTPUPYETCS MO MMUPHHE. B 3aroJioBKe yKa3bIBAeTCs
MOCJeIHEE TIOJTHOE Ha3BaHue (POHI000pa3oBaTENs.

Hanpuwmep:

HPEANCITOBHUE
K omicH Ne 1 1es1 mocTostHHOro xpanenus ponga Ne P-43
MunucrepcTBo punancoB PecmyOnukn Anrai

12.3.13. TekcT mpeAUCIoBUs K OMUCH NEYATACTCS CTPOUYHBIMM OYKBaMU 4epe3
1 MEXCTPOUHBI MHTEPBAJI OT 3arojioBKa BUAA IOKYMCHTA, BBIPABHUBACTCS IO
HIUPUHE TEKCTA.

12.3.14. B KOHIE TPEAUCIOBUE K OMUCH MOIIUCHIBACTCS COCTABUTENIEM C
YKa3aHUEM JOJKHOCTH M 1aThl COCTABJICHUSI.

PexBusutel J{omcnocme cocmasumens, Jlama JOIKHBL O(QOPMIIATBCA OT
JICBO# rpaHMIIbl TEKCTOBOTO MoJid 0€3 ad3alHOro OTCTyIA.

PacuiudpoBka mnoanucu B pekBusutTe [loonuce cocmagumens JOJKHA
pacroiaratbCsi Ha YpPOBHE TMOCHEAHEH CTPOKM HAaWMMEHOBAHUS JIOJDKHOCTH
COCTABUTENS C OJWMHAPHBIM C MNPOOENIOM MEXAYy HWHULMAIaMH W (damMHIneH.
[Tocnennsass OykBa B pacmu(PpoOBKE MOANUCH JOJDKHA OTPAHUYMBATHCS TPABBIM

IMOJICM.

JIOMKHOCTD COCTABUTEIIS HN.O. ®amunus
(TI0/IITHUCh )

JlaTa
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12.4. CnicoK COKpALLEHUH B OMUCH

12.4.1. Cnucok COKpallleHHui MpeAcTaBisIeT Co00N an(aBUTHBIA MEPEUYCHB
BCTPECYAOIIMXCS B ONMKMCH M CITPABOYHOM aNmnapare K HEW COKPAIICHHO HATMCAHHBIX
CIIOB.

12.4.2. CokpaunicHus BBOJATCS B LEJIAX OSKOHOMHUMA MeECTa JUIs  4acTo
BCTPEUAIOLIMXCSA CJIOB B TEKCTE OMMCH, a TaKXKe JUIS PacKpbiThs aOOpeBuaryp B
COCTaBE CHPABOYHOIO amnmapara W JAOCTH)KEHUs €OuHOooOpasusi B Iepeaaye
COJEPKaHUsl IOKYMEHTOB.

12.4.3. B cnucok COKpallIeHUA BHOCATCS BCE COKPALUEHHS CIIOB U MOHSTHUH,
yIOTPEOJISIEeMBIX B OMNMCH, KpOME OOHICNPUHATHIX, 4 TAaKXe COKPALICHHBIE
0003HaueHus Ha3BaHuii OpraHos/Opranu3anuii.

12.4.4. OOWENPUHATBIE COKpAIEHUs, HE TPEOYIOMME CHEHUATBHBIX
pa3bsicHEHu# (T.€., T.A., Np. U JApyrue), 0003HAYAIOIIME HA3BAHHUE MEP MAacChl,
BPEMEHH, MPOCTPAHCTBA, OTHOCALUMECS K LM(PpPaM M HE BbI3BIBAIOIIUM JIBOSKOIO
TOJIKOBaHUS (KT, MAH, CM, M 1 JIDYTHE) B CTIMCOK COKPALLEHUI HE BKTIOYAIOTCS.

12.4.5. HazBanus Opranos/Opranu3anuii npu BHECEHUU UX B OMKMCh B MEPBBIA
pa3 MUIIYTCA MOTHOCTHIO M B KPYTJIBIX CKOOKAX JAETCS UX COKPALIEHHOE HA3BAHUE, A
PU MOBTOPHOM BHECEHHH UX B ONMKUCH OHU MPHUBOJASATCS TOJIBKO B COKPALICHUM.

12.4.6. B cniucke cokpaiicHuii B aa)aBUTHOM TOPSJAKE CIEBA PACIOararoTCs
COKDALICHHBIE CJOBA W TIOHATHS, a CIpaBa 4Y€pe3 THPE MACTCA HX IOJIHOE
00o3HaueHue (MpuiiokeHue Ne §).

12.4.7. Crincok COKpaIeHUA MOMEMACTCS MOCTIE MPEANCIIOBHS K OTHCH.

12.4.8. TekcT cnucka cokparieHuii ohopmiisieTcst ¢ UCMOIb30BaHUEM HIpUdTa
Times New Roman pasmepom Ne 14, uepe3 1,5 MeEXCTpOUHBIH HHTEpPBAN, C
a03aIHbBIM OTCTYIIOM — 1,25 ¢M, B TpaHULIaX TEKCTOBOTO IMOJIS:

30 MM — I€BOE;

10 MM — mpaBoe;

20 MM — BEpXHEE,

20 MM — HUIKHEE.
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12.4.9. B zaronoBke Bua aokymenta CITMCOK COKPAIIIEHWM neuaraetcs
NPOMUCHBIMU OYKBaMU, BBIACISETCS MOJY>KHUPHBIM IIPU(TOM, LEHTPUPYETCS IO
LIUPHHE.

12.4.10. Tekcr AOKYMEHTAa NEYATACTCs CTPOYHBIMM OykBamu uepe3 |
MEXCTPOYHBIA MHTEPBAJ OT 3aroJIOBKA BAIA TOKYMEHTA, BEIPABHUBACTCSA M0 IUUPUHE
TEKCTA.

12.5. Ykazarenu onucu

12.5.1. VYkazareaun COCTaBIAIOTCS IO HEOOXOAUMOCTH K CJIOKHBIM IO
CTPYKTYPE M COAEPIKAHUIO OMUCSIM JIEJI, JOKYMEHTOB JUJIsi OOJIETYEHUS U YCKOPEHUS
NOMCKAa HEOOX0auMON HMH(pOpMAIMK, A TaKKe C LEJIbI0 Jy4Ylled OpUEHTAlUU B
COCTABE U COACP)KAHUU CIAHUIL] XPAHCHHSI.

12.5.2. VYkazarenm K ONWCH TPEACTABISAIOT COOOH NEPEUEHb MPEAMETHBIX
NOHATUH, BCTPEUYAIOUIMXCS B 3aroJIOBKax OMUCH, C HEOOXOAUMBIMU MOSCHEHUSMHU U
CCBUIOYHBIMU JAHHBIMHU.

12.5.3. K omHomy (oHIY MOTYT COCTaBIATHCS HECKOJBKO YyKa3aTenew,
JOTIOJTHS FOIMX UH(POPMALUIO O COASPIKAHUM CTUHUIL XPAHCHUS.

12.5.4. VYkazarend MOIyT BKJIKOYATh CBEACHUS K3 3ar0JOBKOB EIUHUIL
XPAHCHHUS KaK OJIHOM OMMCH, TAK U BCEX onuceit ponna.

12.5.5. Texcr ykazarens onucd O(GOPMIISETCS C HCHOJB30BaHWEM WIpUQTA
Times New Roman pasmepom No 14, uyepe3 1,5 MEKCTpPOYHBIA WHTEPBAN, C
a03alHbIM OTCTYNOM — 1,25 ¢M, B rpaHMIlax TEKCTOBOrO MOJIS:

30 MM — JI€BOE;

10 MM — mpaBoe;

20 MM — BepxHEe;

20 MM — HUKHEE.

12.5.6. B 3zarosmoBke Bua nokymeHta YKA3ATEJIb OIIMCH mneuaraetcs
NPOMUCHBIMU OYKBaMU, BBIACISETCA MOJIY>)KMPHBIM IIPU(PTOM, LEHTPUPYETCS IO

HIUPUHE.
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12.5.7. Tekcr nNOKyMEHTAa TMEYATAETCsl CTPOYHBIMM OykBamMM uepe3 1
MEXKCTPOYHBIN MHTEPBAJ OT 3aroj0BKa BUA JOKYMEHTA, BEIPABHUBAETCS 110 IIMPUHE

TCKCTA.

13. PE3YJIBTATDBI PALOT 11O YIIOPAJAOYEHUIO JOKYMEHTOB

13.1. 3aBepiarommm 3TarnoM YHOPSAOUYEHHSA JTOKYMEHTOB
Oprana/OpraHuzaiuu  SBJISETCS COTJIACOBAHUE U YTBEPXKIACHHE COCTABJICHHBIX
onuceii JITK Komurera no nenam 3AI'C u apxuBo PecniyOnuku Anraii.

13.2. JIunoMm, DpOBOAUBIUUM VHOPSAOYEHUE TOKYMEHTOB, HA PACCMOTPEHUE
JKCIEepTHOM  Komuccnd — OpraHa/OpraHu3aiii  MPEIOCTABISIOTCS  TPOEKTHI
COCTABJICHHBIX OMUCEH IMOCTOSAHHOIO XPAHEHUsSI U IO JMYHOMY COCTaBY, aKTOB O
BBIZICJIEHUM K YHUYTOKEHUIO J€T1, HE MOIJIEKAIMX XPAHEHUIO.

13.3. Tlocne cornacoBaHus >KCOEpTHOM Komuccueidt Oprana/OpraHuzaiuu,
NPEAOCTABICHHBIX MPOCKTOB, ONUCU ACI, AOKyMeHTOB npoweamux HTO, a Taxxke
aKTbl O BBIJCIICHAM K YHHYTOXXCHHIO J€JI, HE TMOICKAUX XPaHCHHIO, C
COMPOBOUTENBHBIM TUCBEMOM HAMTPABIISIOTCS HA COTNlacoBaHue U yreepkacHue DK
Komurera no nenam 3AI'C n apxuBoB PecnyOnukun Anraii.

13.4. Tlocne yrBepxkaenus u cornacoBanus DI K Komurera o penam 3AIC u
apxuBoB PecnyOnmmku AJTail TOKYMEHTOB, ONWCH W AKT O BBIACJICHAHM K
VHUYTOKCHUIO  JTOKYMEHTOB, HE [MOMISKALMUX XPAHEHUIO, YTBEPIKIAKOTCA
pykoBoauteneMm Oprana/OpraHu3aiiiy, Mocjie 4Yero JeNa, BbIACIACHHBIE MO aKTy K
YHUYTOXEHUIO, JOKHBI ObITh YHUUTOKEHBI.

13.5. B rocynapcCTBEHHBI apXWB WA APXUBHBIA OTAC MYHHIIUMAIBHOTO
o0pa3oBaHus, OPraHU3ANUCH-UCTOYHUKOM KOMIUIEKTOBAHUSI KOTOPOTO SIBJISICTCS
Opran/Oprasuszanus, DOJICKAT Nepeade CICAYIOMUE TOKYMEHTBI, YTBEPKICHHBIC
pykoBogutenem Oprana/Opranmzanuu W npoueamme cormacoBanue ¢ OIIK
Komutera no nenam 3AI'C n apxuBoB PecnyOnuku Anraii:

— TPHU DK3EMIUISIPA ONKUCHU JIET TOCTOAHHOTO XPAHEHHUS,

— OJIMH DK3EMIUISP ONUCHU JEN MO JIMYHOMY COCTaBY,

— M0 OJIHOMY 3K3EMIUIAPY KaKI0H OMUCH B AIEKTPOHHOMR (opMme.
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13.6. OnuH 3K3EMIUIAP OMUCH A MOCTOSHHOTO XPAHECHUS M ABA JK3EMILIAPA

OMUCH JEJT MO JINYHOMY COCTaBy ocTarotcd B Oprane/OpraHusaryu.

COI'JTACOBAHO
[Tporokon OIIK Komurera mo genam

3ATC n apxuBoB PecnyObnuku Antaii
(ot 30 centsops 2020 r. Ne 5)
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[Tpunoxkenue Ne 1
K [IpaBunam ynopsaoyeHus

JOKYMEHTOB

®opma CripaBKM O HEMOJIHOTE JOKYMEHTOB

Ha 6nanke opranuzanuu

CripaBKa 0 HEMOJIHOTE TOKYMEHTOB

oT No

Jlana Kazennomy yupesxnenuro PecnyOnuku Antait «['ocy1apCTBEHHBIN apXUB
PecryOGnukn AnTail»y O TOM, 4TO B TPOUECCE YHOPAMOYCHUsS HE OOHAPYKCHBI

CJIICAYIOmHUC MNOKYMCHTBI IIOCTOSAHHOI'O, AOJIIOBPCMCHHOI'O CPOKa XpPaHCHHA, IIO

JMYHOMY COCTaBY (MOJHOE Ha3BaHWUE OpraHU3alluK) 3a IT.
NeNe | HanMeHOBaHUE CTPYKTYPHBIX Jlatel nen [IpyruuHbl yTpaThl
n/n OIpa3ICTIeHUN U WIH OTCYTCTBUS

OTCYTCTBYIOIIUX JOKYMEHTOB JOKYMEHTOB
1 2 3 4
1.
2.
3.

JIOKYMEHTBI OTCYTCTBYIOT IO MPUYMHE (YKA3BIBACTCS MPUYMHA)

Ilonck maHHBIX JOKYMCHTOB IIOJIOKMTCJIBHOI'O PC3YyJlbTaTa HC Jall.

Haunmenosanne 10DKHOCTH

PYKOBOIUTENS OPraHU3aLMN H.0. Gamumus

(TIoTmCH )
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ITpunosxenue Ne 2
K [IpaBunam ynopsaoueHus

JOKYMEHTOB

dopma JIMCTa-3aBEPUTEIIS JAeia

JIMCT-3ABEPUTEJIb AEJIANe

B nene noamuTo u npoHyMEpOBaHO JIMCTOB

(1w paMy U IIPOITHCHIO )

¢ Ne o Ne , B TOM YHCJIE:

JIUTCPHBIC HOMCPA JIMCTOB

IPONYIIEHHBIE HOMEPA JIUCTOB

+ JIMCTOB BHYTPEHHEH OMHKCH

Oco0EHHOCTH (PUBUYECKOTO COCTOSHUS U (POPMHUPOBAHHUS Howmepa
nena JICTOB
1 2

HanMeHoBanue NOJKHOCTH

paboTHHKA IToanmce PacmudpoBka noanucu

Jlata
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[ Tpunosxenue Ne 3

JOKYMEHTOB

dopMa BHYTPECHHEH ONMHACH TOKYMEHTOB

BHYTPEHHAA OIIUCH

AOKYMEHTOB Jejia Ne

K [IpaBunam ynopsaoueHus

Ne |Perucrpanmo| Jlara 3arooBOK JOKYMEHTA Howmepa | IIpumeuanue
n/n HHBI JTOKyMe JIUCTOB
UHJIEKC HTa nena
JOKYMEHTA
1 2 3 4 5 6
Hroro JOKYMEHTOB.
(tiudppamMu U TIPOIHCHIO)
KonmuuecTBO TUCTOB BHYTPEHHEN OITUCH
(1 pamMu U IPOICHIO)

HaunmeHnoBaHue T0DKHOCTH
paboTHMKA [Toanuck Pacmmdporka moanvcu

Jlata
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[Tpunoxkenue Ne 4
K [IpaBunam ynopsaoueHus
JOKYMEHTOB

dopMa 00I0KKH e’

'TTysuxTupHEEIC THEHH B POpMe 06I0KKH AC7IA TIOKA3AHE! AT HATITHOCTH (TIPH MEUYATH JTOIDKHEI OBITH CKPHITHI)
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. HanmenoBamue } —
i H N T
: ApPXHUBHOTO H ——
D e ; oN U
: VUPEKIAEHUS 5 - N D
: [lonnoe § :
| HaWMCHOBAHHWE
5 OpraHu3aliu i i
{ HamMeHOBaHUE CTPYKTYPHOTO MOAPA3ACICHUS
| InaeKc ena o HOMEHKIAType i |
; IEAONe  TOM No |
i 3aroJ10BOK Aena i
KpaiHWE 1aThl
i Ha JHCTaX
| XpaHutsb
e N :
{On. Ne S ;
O Ne 5 '
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I Tpunosxxenue Ne 5
K [IpaBwiam ynopsaouyeHus
JOKYMEHTOB

CDopMa TUTYJBHOT'O JIUCTA ONUCH ACT IMMOCTOAHHOTO XpaHeHI/ISI2

“TlynkTHpHbIC THEAH B DOPME THTYIBHOTO JHCTA OMHCHICHT MOCTOAHHOTO XPAHEHHAOKA3AHBI I HATAIHOCTH (TIPH
MCYATH JAOTKHBI OBITh CKPBITHI)
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HAWUMEHOBAHUWE APXUBHOI'O
YUPEXJIEHHUA

----------------------------------------------------------------------------------------------------------------------------------
__________________________________________________________________________________________________________________________________
""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""
----------------------------------------------------------------------------------------------------------------------------------
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__________________________________________________________________________________________________________________________________
----------------------------------------------------------------------------------------------------------------------------------
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__________________________________________________________________________________________________________________________________
----------------------------------------------------------------------------------------------------------------------------------
..................................................................................................................................
----------------------------------------------------------------------------------------------------------------------------------
________________________________________________________________________________________________________________________________
----------------------------------------------------------------------------------------------------------------------------------
__________________________________________________________________________________________________________________________________



[Tpunoxkenue Ne 6
K [IpaBwiam ynopsaouyeHus

JOKYMEHTOB

3
CDopMa TUTYJIBHOI'O JIMCTA OIIUCH ACII 110 JINYHOMY COCTaBy

“TlyHkTHpHBIC THHEH B POpMe THTYIBHOTO JTHCTA OIHCH ST N0 JHYHOMY COCTABYNOKA3AHBI IUI HATTHOCTH (IIPH
MCYATH JAOTKHBI OBITh CKPBITHI)
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i Mecmo noo HaumeHoBaHUe APXUGHOCO YUPECOCHUs., 8 CLyyde coaye OOKYMEHMOs8 o |

JULHOMY COCMABY NPU JUKEUOAYUY

OI1Ch N'o «JI»
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[Tpunoxxenue Ne 7
K [IpaBunam ynopsaoueHus
JOKYMEHTOB

OOpaszel 3aroHEHMS JTUCTa TIEPEMMEHOBAHUH

JHUCT NEPEUMEHOBAHMI

MHorooTpacneBoe NPOU3BOACTBEHHOE 00bEIMHEHUE KUITULTHO-
KOMMYHAJILHOI'0 XO3AKUCTBA

HcnomnureneHplii  komuteT  ['opHO-AnTaiickoro  obmactHoro  Cosera
HAPOJHBIX AEMYyTaTOB

r. 'opHo-AnTaiick ['opHO-AnTalicKoi aBTOHOMHOM 00J1aCTH ANTANCKOro Kpas

auBappb 1989 — anpens 1990

TepputopranbHoe POU3BOACTBEHHOE 00bETMHEHHE YKUIJTMLTHO-
KOMMYHAJILHOT'0 X0O3AKHCTBA

Hcnonnureneupiii  komuteT  ['opHO-AnTaiickoro  obmactHoro  Cosera
HAPOAHBIX ACIYTATOB

r. 'opHO-AnTaiick 'opHO-AnTalicKkoi aBTOHOMHOM 0051aCTH ANTAiCKOrO Kpas

anpens 1990 —anpens 1991



128

[Tpunoxkenue Ne 8
K [IpaBunam ynopsaoueHus

JOKYMEHTOB

OOpaszel 3arnoHEHHs] CIMCKA COKPALICHUH

CIINCOK COKPAILIEHU

MTC — MalmMHHO-TPAKTOPHASA CTAHIAS
OCMUY — ocobast cTpouTenbHAs MOHTAXKHAS YacThb
[1DP — Ilencnonnslii pona Poccun

OK — 3kcnepTHass KOMUCCHS
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[ Tpunoskenne Ne 9
K [IpaBwiam ynopsaouyeHus

JOKYMEHTOB

CDopMa OIIMCH ACI ITIOCTOAHHOI'O XpaHeHI/ISI4

Tlyaxruprbie TuaEHE B POpMe ONMHCH 16 TIOCTOSHHOTO XPAHCHHATIOKA3AHBI I HATJEIHOCTH (IPH TICYATH JOJIKHEI
OBbITH CKPBITHI)



----------------------------------------------------------------------------------------------------------------------------------

[TosiHOE HAMMEHOBAHUE i YTBEPXJIAIO
(pornooOpazoBarens : JIOIDKHOCTD PYKOBOJUTETS
. (hoHm000pazoBarens
§ /i /
""""""""""""""""""""""""""""""""""""" T (nommucs) | (pacmmposka mommmcn)
i Jlata
®onp Ne P-
OIIMCb Ne 1 :
JIEJ1 TOCTOSTHHOTO XPAHCHU S
i 32 2002 — 2005 roaet
NeNe | Hunexc 3aroI0BOK aeaa Kpaitane narst Kommuectso | Ilpumeuanne
w/n Jena JIHCTOB
1 2 3 4 5 6
B nanHbIi pa3aenn Onucu BHECEHO Jel
(1 paMu | TIPOITHUCHIO )
¢ Ne o Ne , B TOM YHCJIC:
JIMTEPHBIC HOMEPA.
MPONYIICHHBIC HOMEPA:
IToanuce cocraBUTEIIs N.O. Gamunus
(TOITTHCE )
Jlata
COI'JTACOBAHO YTBEPXJIEHO
[Ipotokon DK [Iporokon DIIK Komurera no aenam

3AI'C n apxuBoB Pecnybnuku Antaii

=)

(0T« » 20 . Ne ) (0T« » 20 . Ne )




