AJNITAN PECIYBJTMKAHBIH
TPAXIAH AMAJITAHBI BUIHUP JIE
APXUBTEP KEPEKTEPU AAMBIHUA

KOMUTET
10 JEJIAM 3AIIMCH AKTOB
T'PAXITAHCKOI'O COCTOSHHA ¥ APXMBOB

PECITYBJTMKH AJITAH KOMUTE/IU
(KOMMTET 1O JIEJIAM 3AI'C ¥ APXMBOB (AJITAM PECITYBJIMKAHBIH 3AIC-ThIH
PECIVBJIMKU AJITAN) JIE APXUBTEP KOMUTE[I})
[TPHKA3
22 saBaps 2021 rona Ne 3

r. ['opHO-AJNTalicK

006 yrBep:kaennu IIpaBuii ynopsioueHusi A0KYMeHTOB
B OpraHax rocylapcTBeHHOM BJIaCTH, Opranax
MECTHOIr0 caMoylpaBJleHH , T'OCYyIapCTBEHHBIX

opranmzanusax PecnyOnuxu Anrai

B mensx omnpezesieHHs eIUHBIX TpeOOBaHMM K YIOPSAOYCHHIO JOKyMEHTOB
OpraHOB  TOCYHApCTBEHHOM  BIAcTH, OpraHoB  MECTHOIO  CaMOyIPaBICHHS,
TOCYIapCTBEHHBIX OpraHu3aluu PecmyOnuku AnTal, IOKyMEHTOB
NTUKBUIMPOBAHHLIX ~ OpraHM3alldi ¥  JOKYMEHTOB IO  JHMYHOMY  COCTaBy,
NPHKa3biBaK0:

1. Vreepauts mpunaraeMsle Ilpasuna ymopsgodeHuss JOKYMEHTOB B OpraHax
rOCyIapCTBEHHOM BIACTH, OPraHaX MECTHOIO CaMOyNpaBlIeHUd, TOCYAapCTBEHHBIX
opranusanusax PecrmyOmuku Anrai.

2. KoHTpoJb 32 WCIONHEHHEM HACTOSLIEro IpHUKa3a BO3JIOXUTH HAa OTAEN 1O
menaM apxuBoB KoMuTeTa IO Je€jaM 3aluCH aKTOB IPaXXJaHCKOIO COCTOSHHSA H

apxuBoB PecryOnuku Asrail.

[Ipencenarens H.T1T. ArTapanoHoBa



YTBEPX/IEHbBI

npukasoM Komutera mo memam
3AI'C u apxuBoB Pecmybmuxu

Anraii o1 22 suBaps 2021 roga No 3

IIPABHJIA YIIOPSATOYEHMS TOKYMEHTOB
B OpraHax rocyJapcTBeHHOi BJIACTH, OPraHAX MECTHOIO CAMOYNPABJICHH ],

rocyiapcTBeHHBIX opranuzanuax Pecny6aukn Adraii

1. ObIIME IMOJIOKEHU A

1.1.  HacrosmmellpaBuna  ymopsiioyeHuss — JOKYMEHTOB B oprasHax
FOCYNapCTBEHHON BJIACTH, OpraHax MECTHOTO CaMOYIpPAaBIEHHs, OCYNAPCTBEHHBIX
opraHu3zanuax Pecrybmnku Antalt (namee — Hacrosimue [lpaBuna) pa3spaGoTaHb! B
COOTBETCTBUHU C:

— QenepanbHbiM  3akoHOM OT 23 okrsa6ps 2004 roma Ne 125-®3 «O6
apxuBHOM zeie B Poccuiickoit Oenepaimm;

— 3akonom PecmyOnuku Antait or 24 mexabps 2007 roma Ne 103-P3 «O6
apxXuBHOM Jeie B PeciyOmuke Anrtaiin;

— Ilpukasom MunncrepcTsa KynbTypsl Poccuiickoit @eneparuu ot 31 MapTta
2015 roma Ne 526 «O6 yTBepXKICHHH NpAaBUI OpraHW3ALMH XPAaHEHHY,
KOMIUICKTOBaHHUs, Y4€Ta ¥ HCHONB30BaHMA JIOKYMEHTOB ApXuWBHOro (oHIa
Poccuiickoif @epepammu u  ApPYrHX apXWBHBIX JIOKYMEHTOB B  OpraHax
rOCyapCTBEHHON BIIACTH, OPraHax MECTHOTO CaMOYIIPABIIECHHUS B OPTaHM3aIHIKY;

— Ipuxasom PenepanbHOrO apxXWBHOIO areHTcTBa OT 22 Mast 2019 roma Ne 71
«O6 ytBepxnennn [IpaBWi NeNONPOM3BOACTBA B TOCYMAPCTBEHHBIX OpraHax,
OpraHax MEeCTHOTO CaMOyTIPaBICHUI;

— Ilpuxasom @enepanbHOro apXUBHOTO areHTcTBa oT 11 ampeist 2018 roxa Ne
44 «O6 yrBepxneHuu IlpumepHOW MHCTPYKIMH IO JETIOIPOU3BOACTBY B
rOCYIapCTBEHHBIX OPTaHU3alMIXY;

— Ilpuxasom DenepansHoro apxupHoro arentcrsa ot 20 nexabps 2019 rona

Ne 236 «O6 yreepxnenww IlepedHst THIIOBBIX YIpaBIEHYECKHX apXUBHBIX



JOKYMEHTOB, 00pa3yroIIKXCS B MPOLECCE NEATEIBHOCTH TOCYAAPCTBEHHBIX OPraHoB,
OPraHOB MECTHOTO CaMOYNPABJICHHUS M OPraHU3alMiA, C YKA3aHUEM CPOKOB
XPAHEHUS;

— Ilpukazom DenepanbHOro apXMBHOro areHrcrea ot 2 mapra 2020 ropa
Ne 24 «O06 yTeepknenuu [lpaBun opraHu3anyuy XpaHEHUs, KOMIUIEKTOBAHUS, YUETA U
MCIOJB30BaHUsl TOKYMEHTOB ApxuBHOTO (honma Poccuiickoit denepaumn u apyrux
ApPXUBHBIX JOKYMEHTOB B TOCYJAPCTBEHHBIX U MYHULIIMMAIBHBIX apXUBAX, MYy3€iX U
OMONMMOTEKAX, HAYYHbBIX OPraHU3aLUsIXy;

— HammonaneneiMm  ctangaprom P® T'OCT P 7.0.97-2016 «Cucrema
CTaHIApPTOB 1O uH(popManuu, OWOIMOTEUHOMY M H3JATEIBCKOMY  JIETY.
Oprann3aiuoHHO-PaCcIoOpAIUTENbHAs TOKyMEeHTalus. TpeOoBaHus K O(POPMIIEHUIO
JOKYMEHTOBY»  (YTBEP)KIACHHOrO  NpuKazoM  DelepallbHOrO  areHTcTBa 1O
TEXHUYECKOMY PETYJIMPOBAHUIO U METposioruu oT 8 nekadps 2016 roga Ne 2004-cr);

1.2. Hacrosmue IlpaBuna paspaboTaHbl B LEASX ONPEACICHUS €IUHBIX
TpeOOBaHMI K YHOPSAOUYEHHIO IOKYMEHTOB OPraHOB TOCYJAPCTBEHHON BIIACTH,
OPraHOB MECTHOIO CaMOYIPABJICHHUS, TOCYNAPCTBEHHBIX Opranm3auuii PecnyOnmku
AnTail, B TOM 4MCIIE JOKYMEHTOB JIMKBUAWPOBAHHBIX OPraHU3alnii U JOKYMEHTOB I10
JMYHOMY COCTaBY.

1.3.  JeiictBue Hacrosmmx [IpaBuim — pacnmpocTpaHseTcs Ha  Oprassl
rOCYJapCTBEHHOW BJIACTH, OPraHbl MECTHOTO CAMOYITPABIEHUS U TOCYJAPCTBEHHBIC
opranmzaumu  Pecnybnmkm  Anraiik (manee —  Opransl/OpraHu3anim).
HerocymapcTBeHHble  OpraHu3aniii  MOTYT  PYKOBOJCTBOBATHCS — HACTOSILIMMHM
[TpaBuamMu mpu OpraHu3anuu U 00ecreyeHu padoThl CBOMX APXHUBOB.

1.4. JleiictBue Hactosmmx [IpaBun HE pacnpoOCTPAHSIETCS HA YIOPSAOYECHHE
JOKYMEHTOB, COAECPKALUX CBEACHMS, COCTABIISAIOIIMX TOCYIAPCTBEHHYIO TAlHY .

1.5. Hacrosume IIpaBuia HE pacnpOCTPAHSAKOTCA HA OMUCAHUE NOKYMEHTOB
JIMYHOTO TPOUCXOKIACHUS, ayJIMOBU3YAIBHBIX JOKYMEHTOB, HAYYHO-TEXHUUYECKHUX
JOKYMEHTOB M 3JIEKTPOHHBIX JOKYMEHTOB, IMMOATOTOBKY OMMUCER AEN B SJIEKTPOHHOM

(opMare ¢ TOMOIIBI MPOrPAMMHOI0 0OECTICUCHHSI.
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1.6. Tpebopanms Hacrosmmx [IpaBun oOs3arenbHBl O TPUMEHECHHS
paGoTtHukamu OpraHoe/OpraHuzaiuii, TOCYIapCTBEHHOrO0 apxuBa PecnyOnuku
AJNTaii, apXMBHBIX OTHAEIOB MYHWULMNAIBHBIX OOpasoBaHuii PecnyOnmku Anraii, a
TaKKE JILAMH, 3aHUMArOLIUX CS VIOPSAA0YECHUEM JOKYMEHTOB
Opranoe/Opranu3anuii, OpraHu3aluii-iCTOYHUKOB  KOMIUICKTOBAHHS  ApPXWBOB
PecniyOnukn AnTail, a Takke B OTHOLICHWM JOKYMEHTOB, TMEPEAABACMBIX Ha
rOCYJapCTBEHHOE XPAHEHUE PH JIMKBUIALUHU OPraHUu3aliu.

1.7. B mnacrosumx IIpaBmiiax HCIONB3YIOTCS CIEAYIOIIME TEPMHUHBI U
OIIPEACIICHUS

— apXMBHbIIi JOKYMEHT — MAaTCPUAJIbHBI HOCUTEND C 3a()MKCHPOBAHHON Ha
HEM  uHpOpManuMeil, KOTOPbIi  WMEET  PEKBU3WTHL,  MO3BOJIOIIME  €r0
UACHTU(PUIMPOBATh, W TOJUICKUT XPAHEHUIO B CHIIY 3HAYUMOCTH ISl TPAXKAAH,
o0LIECTBA U TOCYAAPCTRA,

— apXHBHasl OIHUCH — APXUBHBIN CIIPaBOYHHK, COACPIKALINNA
CUCTEMATH3HPOBAHHBIA  TMEPEYeHb JAE  apXuBHOro (OHAA, KOJUISKIMH U
IpeAHA3HAYECHHBIN T UX y4eTa U PACKPBITUS CONECPIKAHHUS,

— apXMBHBbII (GOHI OpPraHM3alHH — COBOKYITHOCTH APXMBHBIX JOKYMEHTOB
OpPraHM3alANA, UCTOPUUECKH MU JIOTUYECKH CBSI3aHHBIX MEXKITY COOOM;

— J€JI0 OCTOSTHHOI0 XPaHEeHHUs — JEJI0, COAEpIKaLEe apXUBHBIE TOKYMEHTEI,
NoJUIeKalIe XPAHEHUIO 03 onpeaesieHus cpoka (6eccpovHo);

— JeJI0 1O JJHYHOMY COCTaBY — JEJIO, COACpIKAlllee apXWBHBIE TOKYMEHTEL,
OTPaXKAKOIIME TPYAOBbIE OTHOIIEHUS paOOTHUKA ¢ PA0OTOAATENEM;

— MOKYMEHT — MAaTCpUAIbHbII HOCUTENh ¢ 3a(UKCUPOBAHHOW HAa HEM
uH(pOpMaLuMeil, KOTOPBI HIMEET PEKBU3HTHI, MO3BOJISIFOIIME Er0 UACHTU(DUIMPOBATS,

— omucaHue Aesq — onpeAcneHue W 0003HAYEHHWE CBEICHWA O COCTaBe,
COJICP’)KAHUM, BHEIIHUX OCOOCHHOCTSX JE€J, MPUBCIACHHBIX IO YCTAHOBICHHBIM
MPaBUJIaM W MPEAHA3HAYCHHBIX T UX UICHTU(DUKALNAN,

— o(popmiieHue aes1 — IOArOTOBKA [J€71 K XPAHEHHUIO B COOTBETCTBHHU C

YCTAHOBJICHHBIMHU IIPABHUJIaMU,



— yHnopsiioueHue [JOKYMEHTOB — KOMIUIEKC paboT mno (GpopMHPOBAHUIO
apPXMBHBIX JOKYMEHTOB B J€la, OMHMCAHWI0O U O(OPMIICHHIO JEJ, COCTABJICHUIO
OmUCEN Jell B COOTBETCTBHM C TPAaBAJIAMHM, YCTAHOBJIEHHBIMH CIIELUAIBHO
YIIOTHOMOYEHHbIM  [IpaButensctBoM  Poccuiickoii  denepaumm  penepanbHbIM
OpraHoM MCITOTHUTENBHOM BIIACTH,

— ¢opmupoBaHHe AeJ1 — IPYIIUPOBKA JOKYMEHTOB B [I€]1a U CUCTEMaTU3aLus
JOKYMEHTOB BHYTPH JI€TA;

— JKCIEePTH3a LEeHHOCTH [JOKYMEHTOB — W3YYE€HUE JTOKYMEHTOB Ha
OCHOBAaHWH KPUTEPUEB HUX LEHHOCTH B LEINAX OINPEAEICHUS CPOKOB XpaHEHUS

JOKYMEHTOB M 0TOOpa UX HA TIOCTOSIHHOE XPAaHECHHUE.

2. OPTAHM3ALIIUA PABOT 11O YIHHOPAJAOYEHNTIO TOKYMEHTOB
2.1. O0sA3aHHOCTB 00ECTIEUEHUST COXPAHHOCTH APXUBHBIX TOKYMEHTOB

2.1.1. B coorBercTBUM €O craTheil 23 denepanbHoro 3akoHa oT 22 OKTIAOps
2004 roma Ne 125-@3 «OO0 apxuBHoM jpene B Poccuiickoii ®eaepanumn»
rOCYIapCTBEHHBIE OPraHbl, OPraHbl MECTHOTO CAMOYMPABIEHUS, TOCY JAPCTBEHHBIE U
HETOCYJJAPCTBEHHBIE OPraHM3aliK, 00s13aHbl 00ECIEeUnBaTh COXPAHHOCTh APXHUBHBIX
JOKYMEHTOB, B TOM YHUCJIC JOKYMEHTOB IO JIMYHOMY COCTaBY, B TCUEHUE CPOKOB HX
XPaHEHUS, YCTAHOBIICHHBIX HOPMATUBHBIMH JOKYMEHTaMu. C LEenbto 00ecneyeHHus
COXPAaHHOCTH  JOKYMEHTOB  Opranel/OpraHu3anu  MPOBOJAT  YIOPSIOYCHUE
JOKYMEHTOB, 00pa30BaBIIMXCS B X IEATEIBHOCTH.

2.1.2. Opransl/Opranu3anuu, B IPOLECCE ACATETBHOCTH KOTOPBIX 00pa3yroTCs
JOKYMEHTBHI (B TOM YHCIE MO JIMYHOMY COCTaBy), MNOJJICKANIME MPUEMY Ha
rOCYy/JapCTBEHHOE XPaHECHHE, OO0ECIEeUMBAOT OTOOP, MOJArOTOBKY W MEpeAady B
YIOPSAOYEHHOM COCTOSTHUM TOKYMEHTOB Ha MOCTOSIHHOE XPAHEHHE.

2.1.3. Pacxompl, CBsS3aHHBIE C YHNOPAAOYECHHEM M TPAHCIOPTHPOBKOM
ApPXUBHBIX JOKYMEHTOB, BBIMIOIHSIOTCS 3a cUeT cpeacTB Opranos/Opranu3anuii.

2.1.4. YnopsaodeHue JOKYMEHTOB BKJIHOYAET B C€Osl CIECAYIOMUNA KOMILIEKC
paboT:

— JKCIICPTH3a HICHHOCTH JOKYMCHTOB,
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— yTO4HEHUE (POHIOBOW MPUHAIC)KHOCTH TOKYMEHTOB;

(hopMHUpOBaHUE CIT,

— OMMCAHUE e (COCTABJICHUE 3ar0JIOBKOB JIET);

TEXHUYECKOE O(POPMIICHHE JIET;

— COCTaBJIEHUE OMUCH U CO3AAHUE HAYYHO-CIPABOYHOIO armapara K He,

— COCTaBJIEHUE UCTOPUYECKON cripaBku K (ponay Oprana/OpraHuzanui;

— COCTaBJICHUE AKTa O BBIACIEHUM K YHUUYTOKEHUIO APXUBHBIX JTOKYMEHTOB,
HE MOUISKAIMX XPAHEHHIO,

— pa3MEIIEHUE JIE B apXMBHBIX KOpPoOax, COOTBETCTBYIOLIUX TPEOOBAHUSIM
YIIOJTHOMOYEHHOTO OpraHa MCIOJIHUTENBHON Biactu PecnyOnmmku Antail B cdepe
aApXUBHOTO JIENA.

2.2. 11opsanoK ynopsI04eHus JOKYMEHTOB

2.2.1. TlpenBapuTenbHO, MEPEN YMNOPSAOUYECHUEM JOKYMEHTOB, PaOOTHHK,
OPOBOASIIME PpaboTy MO YIOPSIIOUYEHUIO JOKYMEHTOB, 3HAKOMUTCS C:

— nonoxkenreM (ycraBom ) Oprana/Opranu3anim;

— MOJIOKEHHUSIMH O CTPYKTYPHBIX noapazaenenusx Oprana/Oprann3anny,

— CTpyKTypo# opranmu3anuu Oprana/OpraHu3anum,

— HMHCTPYKLHMEH MO AETONPOU3BOJICTBY,

— HMCTOPUYECKOM cripaBkoil k (ponxy Oprana/OpraHuzanuu (IIpH €€ HAUYWK );

— HOMEHKJIATYPO# A€ 3a COOTBETCTBYIOIIUA N XPOHOJIOTHYECKHN TIEPUO;

— HOPMATHUBHO-PACTOPSAUTEIbHBIMU JOKYMEHTaMH 0 CO3/IaHUH,
peopranusaumu, JukBuganmu Oprana/OpraHu3ani, YTOYHSET CBEICHUS O
NpeIIEeCTBEHHUKAX U TpeeMHnKkax Oprana/Opranusanuu.

2.2.2. YnopsaouyeHue JOKYMEHTOB Oprana/OpraHu3anyy TMPOBOJUTCS B
COOTBETCTBMM C HOMEHKJIATYpOl J€n 3a COOTBETCTBYIOLIMIA XPOHOJIOTMYECKHMN
NEPUOL.

223, llpm  OTCYTCTBMM  YTBEP)KACHHOW  HOMEHKJIATYPBl  JEN B
Oprane/OpraHu3anyy 3a COOTBETCTBYIOIINN XPOHOJOTHYECKHM MEPUO HEOOX0IUMO

PYKOBOJCTBOBATLECA TPUMEPHON HOMEHKJIATYPOH OeN [UId OpPraHu3aldii JaHHOTO
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Tuna (€Cau OHA WMEETCs), THUIOBBIMU M BEJOMCTBEHHBIMM TEPEUHIMH JUIs
MOJATOTOBKM TMPUMEPHOTO CHUCKA JOKYMEHTOB IMOCTOSIHHOTO XPaHEHUS M MO
JUYHOMY COCTaBY, MOAJICKAIIMX BKIIFOUEHUIO B OMKCH MOCTOSIHHOIO XPaHECHHS U 110
JUYHOMY COCTaBY.

2.2.4. Ecim B Oprane/OpraHuzaii paHee MNPOBOAWIOCH YHOPSIOYCHUE
JOKYMEHTOB, M3Y4YarOTCSd WCTOPUYECKAas CIpaBka M NPEAbIAYINUE ONUCH eI
NOCTOSTHHOTO XPAHEHUSI U MO JINYHOMY COCTaBY AJIsi COXPAHEHHS MPEEMCTBEHHOCTH
IPU YIOPSA0OYEHUU JOKYMEHTOB,

2.2.5. PaboTa 1o ynopsA04eHUIO JOKYMEHTOB HAUMHAETCS C MPEABAPUTEIBHON
CUCTEMATH3ALMA MTPEICTABICHHBIX JOKYMEHTOB € IO 3HAYMMOCTH U TI0 TOAAM.

2.2.6. Tlocne mnpenBapuTENbHON CUCTEMATH3aUMM JOKYMEHTOB (pOHIa
paboTHukn  OpraHa/OpraHu3alid  COBMECTHO € OJKCHEPTHOH  KOMHCCHEH
Oprana/OpraHu3aiyd WIH JIMIIOM, OTBETCTBEHHBIM 3a BEJAOMCTBCHHBIA apxuB, B
TPEXTHEBHBIA CPOK MPOBOJST PO3bICK HEAOCTAIOIUX JOKYMEHTOB IMOCTOSTHHOTO
XPAHCHMS U MO JIMYHOMY COCTaBY, JOKYMEHTOB ¢ OTMETKOM «3I1K» B COOTBETCTBUM
C HOMEHKJIaTyPO# eI

2.27. B cnydae mnpenoCTaBIICHUS HEMOJHOTO KOMILIEKCA HOKYMEHTOB B
yKa3aHHbINA CPOK, paOOTHUK, TPOBOASIINHN YIOPSAOUYEHUE JOKYMEHTOB;

— oOpanraetcss K JIMIy, OTBETCTBEHHOMY 34 MOATOTOBKY JIOKYMEHTOB
Oprana/Oprannzanuu K ynopsaIoueHuro, ¢ HHPOPMALUEH O HEMOIHOTE JOKYMEHTOB,
MPEACTABICHHBIX JIJI1 TPOBEACHUSI YITOPSIAOYEHUS JOKYMEHTOR;

— uH(opManms JOBOAUTCS A0 pykoBoautens Oprana/OpraHu3aniu, KOTOPbIA
OMPEACTISIET PACHOPATUTENIBHBIM JTOKYMEHTOM CPOK PO3BICKA W MPENOCTABIICHUS
HEOOHAPYKEHHBIX TOKYMEHTOB JUIsl YIIOPSIAOUECHUS,

— npu He OoOHapy:keHuM JoKyMeHTOB OpraHa/OpraHuzainud padOTHUKOM,
OPOBOSIIMM YIIOPSIAOYEHHE TOKYMEHTOB, B 2-X 3K3EMIUISPAX COCTABISAETCS CIPAaBKA
O HEMOJIHOTE JOKYMEHTOB,

— CIpaBKa O HEMOJIHOTE JOKYMEHTOB MOJANMCHIBACTCS PYKOBOJIUTEIIEM
Oprana/Opranuzanuu.  [lepBelii  dKk3eMmissp nepenaercs B Aelo  (oHma

Oprana/Opranu3anuu, BTOPOH — B TOCYAAPCTBEHHBIA apXWB WM APXHBHBIA OTAEI
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MYHHLIAMAIBHOTO  O0pa30BaHMs, OPraHU3alUeii-HCTOYHUKOM  KOMILJIEKTOBAHHSI,
KOTOPO# SIBJISICTCS Opran/Opranu3zanys, B HaOJIIOAATEILHOE JIEN0
Oprana/Opranuzanuu (puiioskenue Ne 1).

2.2.8. B manmpHeinmieM npu ONMCaHWM AOKYMEHTOB B MCTOPUYECKOHN CIIPAaBKE
WJIH TOTIOJTHEHUH K UCTOPUYECKON CIIPaBKH, B TPEAMCIIOBUAX K OMUCAM HEOOXOIMMO
yKa3arh BHJ, KpaiiHMEe naaThl HENPEACTABICHHBIX JOKYMEHTOB M MPUYAHY MX
OTCYTCTBHSI UJTU YTPATHI.

2.29. B TpexmHEBHbIH CpoK 1O TpeOOBaHWIO PAOOTHUKA, TPOBOASILIETO
YIOPSAOYEHHE AOKYMEHTOB, paboTHUKH Oprana/Opranuzanuu 00s13aHbl YCTPAHUTh
HEAOCTATKM B O(OPMJIEHUM JOKYMEHTOB, IOMYLICHHBIX B MPOLECCE TEKYIIETO
JEJIONPOU3BOACTRA:

— HE3aMOJHCHHBIE TMYHBIE KAPTOUYKH PAOOTHUKOB,

— OTCYTCTBME CpOKa XPaHCHHS JIMYHBIX JIE€], ONPEICICHHBIX KaApOBOH
CITyKO0H;

— OTCYTCTBHE IOJIUCEN,

— OTCYTCTBHME 3ar0JIOBKOB JIET,

— OTCYTCTBME BHYTPEHHEHN OMUCH HA ONPEICIICHHBIE BUIbI TOKYMEHTOB.

2210. Ecmm B apxuBe Oprana/OpraHu3auu 0OpA  MPOBEACHUU
NPEIBAPUTENLHON cHCTEMATH3alu  OOHAPYKEHBI Jella W JOKYMEHThl JAPYTUX
OpraHu3almii He0OX0AUMO:

— TPOBECTH CHCTEMATH3ALMIO BBISBICHHBIX JOKYMEHTOB W JIET 10 HA3BAHUSM
OpraHu3ari,

— OpUA TMPOBEACHUM OKCIEPTU3bl ILEHHOCTHM JOKYMEHTOB YTOUHHTH WX
(hOHIOBYIO MPUHAIUICIKHOCTD,

— YCTaHOBMTH (ITO BO3MOYKHOCTH ) CBSI3H MEXKIY OPraHU3aLHsIMU,

— PEWUTh BOMPOC O HEOOXOAMMOCTH (POPMUPOBAHKS HA OCHOBE BBISIBIICHHBIX
JOKYMEHTOB CAMOCTOSATENBHBIX (POHIOB, 00BEIMHEHHBIX (POHIOB.

2.2.11. Ilpu cucremMaru3almv AOKYMEHTOB MO T'OJAM MOTYT OBITh BBISIBJICHBI

AOKYMCHTEI IOCTOAHHOIO XpaHCHUA MW 110 JIMYHOMY COCTaBy 3a ICPHOL,
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MPEAIECTBYOIUI IEPUOAY, 32 KOTOPbIA MPOBEAEHO YIOPAIOYECHUE TOKYMEHTOB. B
3TOM Cllyda€ HEOOXOAMMO TMPOBECTH CBEPKY OOHAPYKEHHBIX TOKYMEHTOB C
JNOKYMEHTaMH, BKJIIFOYUEHHBIMU B OTIMCH ACJT 34 MPEABIAYIIMIA nepuoa. Ecim B onucsx
TAKUX JOKYMEHTOB HE OOHAPY>KEHO, MPOBOAUTCS YHOPSJOUYEHUE BBISBICHHBIX
JOKYMEHTOB.

2.2.12. Ilpm OompmioM OOBEME BBISBICHHBIX JOKYMEHTOB COCTABISETCS
JOTIOITHUTENIBHAS OMUCH 3a MPEABIAYILIHAA IEPUO.

2.2.13. Ecnm KONHMYECTBO BBISBICHHBIX JOKYMEHTOB HEOOJBIIOE, MOKHO
BHOBb C()OPMHpOBAHHBIE J€Na BKIOUYUTH TNOJ JIMTEPHBIMA HOMEpPaMU B
COOTBETCTBYIOIIMIA TOJOBOM pa3len YTBEP)KICHHOM paHee OMUCH, NPH 3TOM
HEOOXOMMO BMECTE C PAOOTHHKAMHM TOCYJAPCTBEHHOIO apXHBa WJIH apXWBHOTO
OTIeIa MYHULMITATIBHOTO oOpazoBaHHsl, OpraHu3alUEH-UCTOYHUKOM
KOMILJIEKTOBAHWS, KOTOPO# SABJIECTCS Opran/Opranuzanus, BHECTHU
COOTBETCTBYIOIIAE W3MEHEHUS B MTOrOBYK) 3alMCh ONWCU W APYTHE YYETHBIE
JOKYMEHTBI.

2.3. OOHOTHITHBIE JOKYMEHTBI IOCTOSIHHOT'O XPAHEHUS

2.3.1. B Opranax/Opranuzanusx 00pa3yrOTCsl OJHOTHUIHBIE JTOKYMEHTBI
MOCTOSIHHOTO XPAHECHMSI, OTPAKAIOLIUE OPTaHU3ALMOHHBIE OCHOBBI M ACATEIBHOCTD
(TTaHUpOBaHuUE, (PUHAHCUPOBAHUE, YUET U OTYETHOCTh, IKOHOMUYECKUE, HAYYHBIE U
KYyJIBTYPHBIE ~ CBSI3W,  KaApOBOEC  OOECHEYCHHE,  MATCPUAIBHO-TEXHUYECKOE
oOecrieueHue u ap.):

— TOJIOKEHHE (YCTAB) OPraHU3alllu;

— MOJIOKEHHsI O CTPYKTYPHBIX NOAPA3JIEICHUSAX W THUIOBBIE JOJHKHOCTHBIE
WHCTPYKIUH,

— pacnopsauTENbHBIC JOKYMEHTBI (MOCTaHOBJICHUS, MPUKA3HIL,
PaCTIOPSKEHUS);

— JOKYMEHTHI KOJUIETHAIBHBIX OPraHOB (ITPOTOKOJIbI 3aCEAAHUI U TOKYMEHTHI
K HAM),

— TPOTOKOJIBI COBEIIAHUH, KOHPEPEHINI, KOHTPECCOB, CHE3/IOB,;

— NCPCIHCKTUBHLIC U I'OAOBLIC IJIAHLI, IIPOI'PAMMEIL,
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— TOJIOBBIE OTYETHI N0 OCHOBHOM AEATENILHOCTH;

— TOJIOBBIE CTATUCTUYECKUE OTUETHI;

— CIPaBKH, AHATUTUYECKUE 0030Pbl [0 OCHOBHOM JEATEIBHOCTH;

— KOHTPAKTBI, JIOTOBOPBI, COIJIAMICHUS 00 HKOHOMMYECKMX, HAYUYHbIX,
KYJIETYPHBIX CBS3SIX;

— IITATHBIE pacTMCaHMsI;

— TOJIOBBIE CMEThI PACXO0JIOB U JOXOJIOB;

— OyXrantepckue oTueThl (OATaHCHI );

— TOJIOBbIE OTUETHI MO HAJOraM, MO BbIILIATaM B (POHBI FOCYJAPCTBEHHOIO U
HETOCYAaPCTBEHHOTO CTPAXOBAHUS;

— JIOKYMEHTBI O COCTOSTHUM PaOOTHI ¢ KaaApaMHu (IOKIIAAbl, CBOJKH, CIIPABKH);

KOJUIEKTUBHBII 10TOBOD;

— MEpenKcKa Mo OCHOBHOM NEATENBHOCTH OPraHnu3aLnu;

— JOKYMEHTBI TOCTOSHHO JCHCTBYIOIIMX KOMMCCH W COBETOB NpHU
OpraHU3ALAN.

2.3.2. ]Jlnd HEroCyJapCTBEHHBIX OPraHM3alii MOMUMO BbIMICYKA3aHHBIX
JOKYMEHTOB TUITOBBIMHA JOKYMEHTAMU SIBJISIFOTCS:

— YYPEAUTENbHBIE U PETUCTPALMOHHBIE TOKYMEHTHI,

— MPOTOKOJIBI 00X COOpaHuii aKIIMOHEPOB;

— PeecTp aKUMOHEPOB, CHUCOK MAMIIMKOB, CIHACOK 4WICHOB OOLIECTBEHHOM
OpraHU3ALAN.

2.3.3. Ha ocHoBaHmu u3yueHMs nosnoxeHus (ycraBa) Oprana/OpraHuzanuu
MOKHO TAaKKE€ ONPEICIUTh PsAA  JOKYMEHTOB, OTPAKAKOMMX CHEHHPUUECCKHAES
(YHKIMHA, KOTOpPbIE MPEAYCMATPUBAKOTCS B  COOTBETCTBYIOLIMX  OTPACIECBBIX
NEPEUHSX, TPUMEPHBIX HOMEHKIIATYpax Jell.

2.4. O0sA3aTeNbHBIi KOMITIEKC JOKYMEHTOB MO JINYHOMY COCTaBY
24.1. B Opranax/Opranm3anmsax o0pazyercss 00s3aTeNIbHbIA  KOMIUIEKC

JOKYMEHTOB T10 JINYHOMY COCTABY
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1) nena, 3akOHYECHHBIE AETOMPOU3BOACTBOM 110 1 stHBaps 2003 rosna, co CpoKoM
XpaHeHus 75 JIET,

2) nena, 3aKOHYECHHBIC JEI0MPON3BOACTBOM mocne 1 suBaps 2003 roga, co
CpPOKOM xpaHeHus 50 Jier:

— TpUKa3bl (PACTIOPSHKEHUS ) TI0 JINYHOMY COCTaBY,

— JIAYHBIC KAPTOUKH,

— JIAYHBIC J€J1a YBOJICHHBIX PAOOTHUKOB;

— TPYAOBBIE JOTOBOpa (KOHTPAKThI) M COTJIAIICHUS, HE BOLICAUIME B COCTAB
JMYHBIX AEIT,

— JIALEBBIE cueTa PAaOOTHUKOB WM 3aMEHSIOIIME WX PACUYECTHO-TUIATEKHBIC
BEJIOMOCTH;

— aKThl O HECUACTHBIX CIYYasX, CBSI3aHHBIX C TPOU3BOJCTBOM,

— JOKYMEHTBI, NOJATBEP)KIAIOIIME NPABO HA JIBIOTHl B OPraHM3alMIX C
BPEIHBIMHU YCIOBHAMH Tpyaa (Tabenu M Hapsaabl paOOTHUKOB BPEAHBIX MPOQECCHIA,
CHMCKM paloTaroIIMX Ha NPOM3BOACTBE C BPEAHBIMH  YCIOBUSMH TPYJAAQ,
TEXHOJIOTHYECKHAE KAPTHI U AP. ),

— MOMJIMHHBIC TMYHbIC JOKYMEHTHI (TPYJAOBBIC KHUKKHU U JIP. ).

2.4.2. Tlpu orcyrcTBUM (yTpare) JUIEBBIX CUYETOB M PACUETHO-IJIATEIKHBIX
BEJIOMOCTEH, MPUKA30B MO JIMYHOMY  COCTaBY, JIMYHBIX KapTO4YeK B
Oprane/Opranu3anuu Ha XPaHEHUE, B KAYECTBE HWCKIIFOUEHUS, MOKHO OCTaBUTh
BTOPUYHBIE JOKYMEHTBI C BPEMEHHBIM CPOKOM XPAHCHHS:

— WHIUBUAYAIbHBIC KAPTOYKA Y4Y€Ta CYMM HAYKMCIEHUS BBIUIAT W HHBIX
BO3HAIPOKACHUA M CYMM HAYHCIEHHBIX CTPAXOBBIX B3HOCOB, CYMM HAaJOTOBOTO
BBIUCTA,

— SKyPHaJIbl PETUCTPALIMU MPUKA30B, IBUKEHHS TPYIOBBIX KHUKEK H JIP.

2.4.3. BKIWOYEHHE BBILICYKA3aHHBIX JOKYMEHTOB B OIUCh N0 JUYHOMY
COCTaBy NPOM3BOJIUTCS TOJBKO NPH YCIOBHH MPEACTABICHUS B TOCYAAPCTBEHHBIN

apxXvuB WM AapXUBHBIA OTACT MYHULUNATBLHOTO OOpa3oBaHMs, OpraHHU3alMei-
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UCTOYHUKOM  KOMIUIEKTOBaHWsT  KOTOporo  sieasercss  Opran/Opranusanms,
o(pHIHATBEHON CITPABKK O HEMOJIHOTE TOKYMEHTOB.

2.4.4. JIOKYMEHTHI TI0 JIAYHOMY COCTaBY SIBJISFOTCSI OCHOBAHMEM ISl BBIJIAYH
CIIPABOK COLIMAIILHO-IIPABOBOIO Xapakrepa.

2.4.5. B Opranax/Opranuzanusix MOTyT CO3AaBaTbCsl U IPYTHE JOKYMEHTHI MO
JUYHOMY COCTAaBY, MMEKINME CPOK XpaHeHus cBbie 10 meT (HOKYMEHTHI O
OPEICTABICHUA K HAarpaKACHHUIO TOCYJAPCTBEHHBIMH W BEJIOMCTBEHHBIMHU
HarpajaMu, MPUCBOCHHUIO 3BAHWI W MPHUCYXACHHUIO MPEMHIA, CUCKH PAOOTHUKOB U
IP. ), KOTOPBIE TAKXKE BKJIFOYAOTCS B OMKCH JET 10 JINYHOMY COCTaBY.

2.5. JIokyMEHTBI BPEMEHHOTO CpOKa XpaHeHHusl (CBbIe 10 jier)

2.5.1. Ilpu ynopsaoueHnn IOKyMeHTOB OpranoB/Opranu3auuii HE0OX0auMOo
TAK>KE BBISIBUTH JOKYMEHTBHI BPEMEHHOTO CPOKA XpaHeHus (cBbiie 10 JieT), Tak Kak B
psafe OpraHu3auuii Mpu  YNOPSAOYCHHH JOKYMEHTOB, IMOMHMO ONUCER el
NOCTOSSHHOTO ~ XPaHEHUsT M MO JMYHOMY COCTaBy, TMpPU HEOOXOAMMOCTH,

COCTaBJISIFOTCSL OTACH AC]T BPEMEHHOIO CPOKa XpaHeHus (cBbinie 10 er).

3. OKCIIEPTU3A HEHHOCTHU JOKYMEHTOB
3.1. ®opmupoBanue apxuBHOTO poHaa Oprana/OpraHuzanuu

3.1.1. Tlpm ynopsmoueHun AOKyMeHTOB Oprana/Opranu3zaumm Haubosee
CIIOKHBIM  SIBJIICTCS KOMIDIEKC paboT MO OMPEACICHUID COCTaBa JOKYMEHTOB,
NOoJUIeKAIIMX MPUEMY B BEIOMCTBCHHBIN apXWB WK MEPENAyYe HA TOCYAAPCTBEHHOE
XPaHEHUE.

3.1.2. CocraB AokyMeHTOB apxuBHOTO (¢oHaa Oprana/OpraHuzanuu
OMPEACTSAETCS B PE3YJbTATe JSKCHNEPTH3BI MX LEHHOCTH W YTOYHEHUS (POHIOBOM
NPUHAJICKHOCTH.

3.1.3. B mpouecce BKCHEPTU3BI LEHHOCTH JOKYMEHTOB MPOUCXOJIUT
(dhopmupoBanue apxuBHoro gponjaa Oprana/OpraHuzaiiu.

3.1.4. 3apauamu SKCIEPTU3BI HEHHOCTH TOKYMEHTOB SIBIISIFOTCS:
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— ONpeAcNieHUue cocTaBa JOKYMEHTOB Oprana/OpraHu3anuu, KOTOPBIE
COJEPKAT LUEHHYIO MHPOPMALMIO U TOAJIEKAT OTOOPY M MEPEAAYE B BEAOMCTBEHHBIN
apxuB Oprana/Oprasu3anuy, a 3aTeM Ha TOCYTaPCTBEHHOE XPAHEHHE,

— OMNpEACNICHUE BPEMEHHBIX CPOKOB XPAaHCHUs JOKYMEHTOB, WMEHOIINAX
NPAKTUYECKOE WM COPaBOYHOE 3HaueHwe A Oprana/OpraHuzanuu Ha
MPOTSHKEHUN ONPENETIEHHOTO NEPUOJA,

— BBIJICTICHHE K YHWYTOXKEHUIO JOKyMEHTOB OpraHa/OpraHu3anuu ¢
UCTEKIIMMHA CPOKAMH XPAHCHUSI.

3.2. Kputepun otO0pa JOKYMEHTOB HA MOCTOSSHHOE XPAHEHUE

3.2.1. OKcneprh3a  HEHHOCTH  JoKyMmMeHToB  Oprana/OpraHuzanuu
OCHOBBIBACTCI HAa HAYYHO-OOOCHOBAHHBIX TMPU3HAKAX, HA OCHOBAHWM KOTOPBIX
ONPEAENSIETCS CTENEHb IEHHOCTA JOKYMEHTOB.

3.2.2. 'maBHBIM TPUHLIMIIOM PH OTOOPE JOKYMEHTOB SIBJISIETCS BCECTOPOHHEE
W TOJHOE OTpakeHue JesaTenbHocTH  (PoHAOOOpazoBareiss -  MCTOYHHKA
KOMIUICKTOBAaHMST ~ TFOCYJAPCTBEHHOTO  apxXuWBa WM apXUMBHOINO  OTOENA
MYHHLHAMAIBHOTO 00pa30BaHusl.

3.2.3. Ilpu npoBeacHUM SKCHNEPTHU3BI LIEHHOCTH AOKYMEHTOB M OTOOpE Ha
MOCTOSIHHOE ~ XPAHEHUWE HEOOX0IUMO PYKOBOJACTBOBATBCS ~ KPUTEPUSAMHU
MPOUCXOXKACHUS, COJAEPKAHUS, BHEIIIHUX OCOOEHHOCTEH JOKYMEHTA.

3.2.4. Kputepuu npouCx0KICHUS:

1) ®ynkuuoHanbHO-1I€NICBOE 3HaYeHHEe Oprana/OpraHu3alid B Pe3yJsibTare
JEATEILHOCTA KOTOPBIX CO3/1aHbl TOKYMEHTHI, HX CTATYC.

L{eHHOCTh JOKYMEHTOB OINPEACTSAETCS C Y4E€TOM, 0CO00# pOJiM, THUMOBBIM
XapaKTEPOM B CHCTEME OPraHOB BJIACTH W YIIPABJICHHMS, B MPOMBILIIEHHOCTH, HAYKE U
KYJIBTYPE, 3HAYMMOCTBIO BBINOMHAEMBIX (PYyHKIMI Oprana/Opranu3anui.

2) Bpems 1 MeCTO CO3/1aHusl JOKYMEHTOB.

[Tpn mpoBeaeHUH 3KCIEPTU3bl HEOOXOAMMO OOpaTHTh 0COO0E BHUMAHUE HA
JOKYMEHTBI, OTHOCSIIMECS K Ha4YaabHOMY 3Tamy pasBuths Oprana/OpraHu3anui,

Koraa 3aKinaJblBAJINCh OCHOBLBI C€C ACATCIIbBHOCTH, KW JOKYMCHTHPOBAHUC OBLIIO
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MUHUMAIBHBIM. Takke THATENBHOrO O0TOOpa TPEeOYIOT MOKYMEHTHI TMEpUOJa
peopranusanmnu (¢ n3MeHeHneM (GyHkuui), nukBraanun OpraHa/Oprasu3anuu.

3.2.5. Kpurepuu coneprkaHus JOKYMEHTA:

1) 3nauumocTh WH(POPMAUMKM JOKYMEHTA, YHUKAJIBbHOCTb, THIHYHOCTb
JOKYMEHTA.

HanGonburyto 1eHHOCTh Cpeir JOKYMEHTOB, 0OPa3yOIUXCs B IEATEIBHOCTH
Oprana/OpraHu3anuu, IMEIOT TOKYMEHTHI:

— OTPAKAIOIIME OCHOBHYIO JAesATENbHOCTh OpraHa/OpraHuzaiui B ILEJIOM H
CTPYKTYPHBIX MOAPA3JCIICHANA (BOMPOCHI OpPraHu3aunuy padoThl, TJIAHUPOBAHUE W
OTYETHOCTh, OCHOBHBIE HAMPABJICHUS ACATENBHOCTH, KOHTPOJb H IP. ),

— JOKYMEHTBI, HMMCIOIIAE  BCIHOMOTATEIbHBIA  XapakTep  (MEpBUYHBIE
OyXrajitepckue AOKYMEHTBI, JAOKYMEHTBHI MO BOMNPOCAM CHAOXKECHHs, OBITOBBIM M
aJIMAHUCTPATHBHO-X03HCTBEHHBIM BOITPOCAM ).

2) 3HaYMMOCTh COOBITHS, OTPAKEHHOTO B JOKyMeHTax Oprana/OpraHuszanuu.

3) O6o0wwenune, noBTOpeHHEe UHPOPMALMK JOKYMEHTa B HH(POPMALIMKA APYTUX
JOKYMEHTOB.

Ha nocrosiHHOE XpaHeHne OTOMPAKOTCS HOKYMEHTHI, B KOTOPBIX HH(POPMALUs
npeiacTaBicHa B HauOosnee OOOOIIEHHOM BHJE, HAMPUMEP, CBOJHBIC TOKJIA[BL,
OTYETHI, CIIPABKH, OCHOBAHHBIC HA IEPBUYHBIX JOKyMEHTaX. OIHAKO MPH OTCYTCTBUHU
N0OOHBIX MATEPUATIOB HA XPAHEHUE MOTYT OCTABIATHCS NMEPBUYHBIE TOKYMEHTHI,
HANpUMEpP, OTYETHI, COPABKK, WH(OPMALMK CTPYKTYPHBIX NoapazacicHuil. Kpome
TOTO, Ha XPAHEHUE OCTABJISIIOTCSA MEPBUYHBIC (ITOTJIOIEHHBIE) TOKYMEHTHI, €CIIA B
HUX COJEPIKATCS KOHKPETHBIE CBEACHMSI, KOTOPBIE MOTYT MPEACTABIIATh HHTEPEC TIPU
W3YYCHUH OCBEUIAEMOI0 BONPOCA W HE HAXOJAT JOCTATOYHOrO OTPAKEHUS B
CBOJIHBIX JOKYMEHTAX.

[Ipn nDpoBeneHUM HSKCOEPTHU3BI LEHHOCTH JOKYMEHTOB BBIACTSIOTCA K
YHUUYTOKECHUIO AyOJIETHbIE NTOKYMEHTHI, OJHAKO NMPHA HAJIWYMW HA HUX TOUIMHHBIX
PE30OLUMH, MOMET, BU3 HA XPAHCHHUE OCTABJIICTCS TNEPBBIA SK3EMIUISIP W KOMHS

AOKYMCHTA € IIOMCTAaMH M BU3aMHU.
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Tarke BBIACTAIOTCS K YHHUUYTOKEHUIO MPOEKTHl M BAPUAHTHI JOKYMEHTOB, 34
UCKJTIOYCHHEM MPOEKTOB W BapUaHTOB HauOoJiee BAKHBIX TOKYMEHTOB B OpraHax
3aKOHOAATENBbHON U UCTIOJTHUTEILHOM BIIACTH.

4) Bua foKyMeHTa.

KOHKpeTHBIE BMJ [MOKYMEHTAa NPEANOJIAracT ONPEICIICHHBIA  yPOBEHb
colepkauiciics B HeM HMH(pOpPMALMK, Tak HauOOJIBIIMH WHTEPEC MPEACTABISIOT
PACTIOPSIINTENBHBIE JTOKYMEHTBI (MIOCTAHOBIICHUS, MPUKA3bl, PACTIOPSDKECHUS U AP.),
OPOTOKOJA KOJUIETHAJIBHBIX OPraHOB, MEPCHEKTUBHBIE IUIAHBI W MPOTPAMMBIL,
CBOJIHBIC OTYETHI M AHAIUTUYCCKUE CIIPABKH U AP.

5) IloyIMHHOCTE TOKYMEHTA.

Ha nocrossHHOE XpaHeHHe OTOMpPArOTCS MOUIMHHBIE AOKYMEHTHI, B CIy4ae
OTCYTCTBHSI TMOJJUHHUKA €r0 MOTYT 3aMCHHTHh 3aBEPEHHBIC KONUM JTOKYMEHTOB.
Kommu, kcepokomuM M KOMIBIOTEPHBIE — pacnevyarkul — 3aBEPAIOTCS Y
COOTBETCTBYIOIETO IOJDKHOCTHOTO nuia Oprana/OpraHu3zannyd Npu MPOBENCHUU
OINUCaHUsl JOKYMEHTOB.

[Tpn mnoxoil COXPaHHOCTH TOKYMEHTOB KOHKpEeTHOro Oprana/OpraHu3anuu,
0COOCHHO B HAYaIbHBI MEPUOJ €ro/ee pasBUTHA, MMeEs Leab (POPMUPOBAHUS
HauOoJyiee MOJHOIO KOMIUIEKCA AOKYMEHTOB N0 wmcropum OpraHa/OpraHusanum,
MOKHO OTOMparh Ha MOCTOSHHOEC XPAHEHWE W JOKYMEHThI, HE OOJaAaroIme
PEKBU3HTAMHU FOPUAMYECKON JOCTOBEPHOCTH (MOAMUCIMM, MEYATSIMU M Op.), HO
UMEoIME UHPOPMALIMOHHYIO LEHHOCTh. TaKkhe KaKk HE3aBEPECHHBIE KOMHWH, KOIHU
JOKYMEHTOB, MOATOTOBJIEHHBIE C MPUMEHEHUEM CPEICTB MHOKUTEIBHONH TEXHUKH,
NEPCOHATBHBIX KOMITBIOTEPOB.

Takue HOKYMEHTBI MOTYT MMETh TOJBKO CTAaryC NPOEKTa (YCPHOBHKA,
BapuaHTa). [lpy omnMcaHuM TakWx JOKYMEHTOB HEOOXOIMMa CChUIKA Ha UX
KOITUHHOCTB.

3.2.6. Kputepuu BHEIIHUX OCOOCHHOCTEH:

1) dopma QuKCUpOBaHUS M MEPEAAYM COACPXKAHMS, YAOCTOBEPEHUS W

oopMIIEHUST JOKYMEHTA.
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JIOKyMEHTBI HA OYMaKHOH OCHOBE, MEPEAABAEMBIC HA TIOCTOSTHHOE XPAHEHHUE,
JOJOKHBI OBITh MPABWIBHO O(OPMIIEHBI, U HMMETh COOTBETCTBYIOIIUE PEKBU3WTHI
OPUAMYECKON TOCTOBEPHOCTH (ONaHKK, MOANKUCH, IEYATH U JIp. ).

OcoOeHHocT BHEMIHETO O(OPMIICHHS (YHUKAIBHBIA TEPENIET, HEOObIYHAs
(dhopma, n300pasuTeNbHas IEHHOCTh, WJUTKOCTPATUBHBIA MaTepuai v T.11.).

2) OU3NYECKOE COCTOSHUE TOKYMEHTA.

HewncnpaBuMO MOBPEKIACHHBIE AOKYMEHTHI TMOCTOSHHOTO XPaHEHWS, KOTIa
OonblIas 4acTh TEKCTA HENOCTYNHA NS MPOYTCHHWs, MOTYT OBITb BBIIEICHBI K
YHUUYTOKEHUIO.

[Tpn Hammuum (uzndecknx Ae()EKTOB OCHOBBI JOKYMEHTOB (yTpara 4acTeid
JOKYMEHTA, Pa3pbiBbl W Ap.) WIK TEKCTA, KOTZA BO3MOXKHO XOTS OBl YaCTHYHOE
BOCCTAHOBJICHHE TEKCTAa JOKYMEHTOB, COACPXKAIIMX OCOOYI0, HamOojee BAKHYIO
UH(pOPMALMIO, JTOKYMEHTBI MOTYT OBITh NEPENaHbl HA XPAHCHUE C AAIbHEHIICH
pectaBpaiueit, Je3uH(PEeKuued, MUKPOPUIBMUPOBAHUEM,  JC3UHCEKIMEH U
NPUMEHEHUEM APYTUX BUIOB LEICBOH 00PaOOTKH.

3.27. C Uembl0 BCECTOPOHHETO W TOJHOTO OTPAKEHHs ACATEIBHOCTH
Oprasbl/Opranuzanuu  npu  (HOPMUPOBAHUM €€ apXUBHOTO (oHIa HEOOXOAUMO
KOMIUIEKCHOE IPUMEHEHUE KPUTEPUEB SKCIEPTU3BI LIEHHOCTH TOKYMEHTOB.

3.3. [lopsimok mpoBeaEHMSI SKCIEPTU3bI LIEHHOCTH JOKYMEHTOB

3.3.1. DOkcmepruza  LEHHOCTH  JOKYMEHTOB  OCYILECTBIIETCS B
Opranax/Opranu3anmsx B mnpouecce (popMHpOBaHHS ACT HA OCHOBE HOMEHKIIATYP
Jell 1 0TOOpa JOKYMEHTOB JJIsl IEPEIaul HA XPAHCHUE B BEIOMCTBEHHBIA apXWB, C
MOCJIEAYIOLIEH MEPeaaveii Ha TOCY IaPCTBEHHOE XPAHEHHUE.

3.32. llpu mNpPOBEACHUM DHKCHNEPTU3bl LEHHOCTH JOKYMEHTOB CIHEAYET
PYKOBOJCTBOBATHCA:

— TMEPEYHSAMM THUIOBBIX APXMBHBIX JTOKYMEHTOB XPaHCHHUs, OOPa3yIOMIMXCS B
OpOLECCE  JEATENBHOCTH  TOCYJAPCTBEHHBIX  OPraHOB, OPraHOB ~ MECTHOTO
CaMOYIIPaBJICHHS U OpPraHu3ali,

— OTPaCICBLIMU ICPCUHAMHA JOKYMCHTOB € YKa3aHUCM CPOKOB XPaHCHHA
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— TEPEYHSAMM HA OTACIBHBIMU BHJIbl APXUBHBIX TOKYMEHTOB, CPOKH XPaHEHUS
KOTOPBIX YCTAHABIUBAKOTCA (PerepaibHbIMM 3aKOHAMHU W APYruMu (peaepanbHbIMA
HOPMATUBHBIMA TMPABOBBIMM AKTAMH, B TOM YHWCJIE PEIICHUSAMH LEHTPATBLHOM
3KCIEPTHO-MPOBEPOUHON KOMUCCHEH DeaepaATbHOIO apXUBHOTO Ar€HTCTBA.

333. Cpoku XpaHEHHs, VCTAHOBJIICHHBIC TMEPEUYHAMH,  SIBISIOTCA
oOs3arenpHbIMA  Asist  Bcex OpraHoB/OpraHu3aumii  HE3aBUCHMO OT  (OPMBI
COOCTBEHHOCTH.

3.3.4. OCHOBHBIM METOJOM JKCHEPTU3BI LEHHOCTH JOKYMEHTOB SBJISETCS
HEMOCPEACTBEHHAs  OLEHKA  JOKYMEHTOB, TNpoBOoAMMAas  pabOTHUKOM  TMpHU
VIOPAJOYEHHH JOKYMEHTOB, KOTOPas OCYIUECTBISETCS NYTEM  IOJMCTHOIO
IIPOCMOTPA U AHAJIM3A €T U TOKYMEHTOB.

3.3.5. He nmomyckaercs oTOOp AOKYMEHTOB JJisl XPAHEHHWS M YHHUYTOKCHUS
TOJIBKO Ha OCHOBAHMH 3ar0JIOBKOB JIETI.

3.3.6. [IpoBeaeHUE SKCIEPTUSBI CIEAYET HAYMHATE C TPOCMOTPA JOKYMEHTOB!

— cnykObl  TOKYMEHTAMOHHOTO  oOecrieueHus  (YIpaBICHHE  JICTIAMH,
KaHIICJISIpUs U Jp. ),

— CTPYKTYPHBIX ToJApa3zfciacHuii (Oyxrantepusi, OTACT KaJpoB, OTPACIICBBIE
OTJIEJIbI, MPOU3BOJICTBEHHBIE CTPYKTYPHI U 1IP. ),

— npu OTCYTCTBUM B Oprane/OpraHuzaumy CTPYKTYPHBIX MOAPA3ACIICHUS
M3YYEHUE JOKYMEHTOB OpraHM3aluu CIEeAyeT HadaTb C OPraHu3aluMOHHO-
PaCTIOPSIMTENBHBIX JOKYMEHTOB, IJIAHOBO-OTUETHON JOKYMEHTALIHH.

337 Ecnm B JAOKyMEHTaX CTPYKTYPHBIX MOAPA3JACIICHUH OTJIOKHUIIUCH
JOKYMEHTBl KOMMCCHA M  KOJJIErMalbHbIX opraHoB  Oprana/OpraHu3anuu,
JOKYMEHTAMOHHOE O00ECNEYEHHE KOTOPBIX NOPYYEHO PAOOTHHKY OJHOTO W3
CTPYKTYPHBIX TOIPA3ACTCHHA, TAKHE JOKYMEHTHI BBIACISIOTCS B OTACIBHBIC ACTA.

33.8. B mnpenmemax Kaxaoro CTPYKTYPHOTO TMOJAPA3JICICHUS IMOJTUCTHO
MPOCMATPUBAKOTCA CHAYaJIa JOKYMEHTBI IOCTOSIHHOIO XPAHEHMS. TOJIOKCHHUS,
NPUKa3bl, TIEPCIEKTUBHBIE TUIAHBI, OTYETHI, JOKIaAbl W T.A. Ecim mo kakoi-nmubo
OPUYMHE TOJIMHHUKM 3THX JOKYMEHTOB OTCYTCTBYKOT, M MX IOMCK HE Jal

PC3yJbTAaTOB, BEIABJIAIOT U OT6I/IpaIOT Ha XPaHCHUC 3aBCPCHHBIC KOIIMKW JOKYMCHTOB.
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3.3.9. B nmnpouecce NONMCTHOIO TMPOCMOTPA JOKYMEHTOB IPOBOAMTCS
PEIBAPUTEILHOE BBIACIICHUE TyOJIETHBIX SK3EMIUISIPOB, MPOCKTOB, BAPUAHTOB.

3.3.10. BelaeneHue K YHUYTOKEHUIO JOKYMEHTOB C TMOBTOPSFOLIEHCS
uHpopMalMeil MPOBOAUTCA TOJBKO TOCIAE CBEPKM HMX C JOKYMECHTAMH,
OCTaBJISIEMBIMUA HA XPAHECHHUE.

3.3.11. Kpome NO/UIMHHAKOB MOTYT OCTaBJISATHCS HA XPaHEHHWE TyONeTHBIE
SK3EMIUISAPBL, MPOEKThI, BAPUAHTHI JOKYMEHTOB NPH HAJIWYUM TOUIMHHBIX BW3,
PE30JIFOLUHI, TTOMET M MPABOK TEKCTA, OTCYTCTBYHOIIMX HA IMOMJIMHHHUKE, & TAKKE,
€CJIM IOJVITMHHAK HAXOJUTCS B TUIOXOM (PU3UUYECKOM COCTOSIHHH.

3.3.12. IIpn OTCYTCTBUM NMOMJIMHHBIX 3K3EMILIIPOB MPOTOKOJIOB U CTEHOIPAMM
KOH(EpPEeHIM, Che3A0B, O0MMX COOpaHWi, «KPYIJIBIX CTOJIOBY», KOTOpbIC ObUIA
W3JIaHbl THIIOTPA(CKAM CIOCOO0OM, HAa TOCTOSTHHOE XPAaHEHUE OTOMPAKOTCS MEYATHBIE
BK3EMILISPBL

3.3.13. Ha moCTOSIHHOE XpaHECHUE OCTABJSIOTCS OPOLIFOPBI, MAIOTHUPAKHBIC
NEPUOAMYECKAC W3/IAHUS, arUTALMOHHBIC MAaTepualibl, aQuIld, MOATOTOBICHHBIE B
Oprane/Opranu3zanuu ¥ HMCIOIIAE 3HAYCHUE JJIS BCECTOPOHHETO PACKPBITHS €€
JEATENBHOCTH.

3.3.14. JIOKyMEHTBI IOCTOSTHHOTO XPaHEHUS (TPUKA3bl, IITATHbIC PACIHCAHHUS,
YKa3aHUs U Ap.), PA3MHOKCHHBIE B HECKOJBKHX JK3EMILIAPAX U HANPABICHHBIE AJIs
CBEACHHS B CTPYKTYPHBIC MOAPA3ACTEHUS (AyOIETHBIE SK3EMILISAPBI), BBIACISIOTCS K
VHUYTOXKEHUIO TMTOCIIE CBEPKH € MOJJIMHHBIMHA 3K3EMIUIIPAMH, KOTOPBIE OCTAKOTCS HA
XPaHEHUU B COCTABE JOKYMEHTOB TE€X CTPYKTYPHBIX MOAPA3ACIICHUN, TJ€ OHU ObUIA
CO3/IaHBI.

3.3.15. Ilpu yTpare NOMAIMHHOTO IK3EMIUISAPA TOKYMEHTA XPAHEHHIO TTOMJIEXKUT
OJIMH U3 AyOJIETHBIX 3K3EMIUISPOB C YKa3aHUEM KOMMMWHOCTH MPH ONUCAHKH.

3.3.16. PacnopsauTenbHble  JOKYMEHTBI  BBIIECTOAIIMX  OPraHMA3aLui,
MPUCIIAHHBIE B OPraHM3alMI0 Il PYKOBOACTBA M CBEICHHs, NPOCMATPUBAKOTCS C
LENBI0 BBISABICHUS JOKYMEHTOB, OTHOCSIIHAXCS HEMOCPEACTBEHHO K JEATEIBHOCTH
Oprana/Opranuzanuu. MIx GopMupyrOT B OTACHBHBIE Aca AJsl BKIIFOUEHHUS B OIMHUCH

INOCTOAHHOI'O XPaHCHHUA, CCIM JOKYMCHTBI BBIHICCTOAIINX OpFaHI/I?)aL[I/Iﬁ HC
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NOCTYNAKOT B OJIMH apXuB ¢ JoOKyMeHTamu Oprana/OpraHu3anuy, B KOTOPOH BEAETCS
YIOPSAJ0YECHHAE TOKYMEHTOB.

3.3.17. BbrIsIBAEHUE YKA3aHHBIX JOKYMCHTOB B@OKHO TAKXKE I MOATOTOBKH
UCTOPUYECKOH crpaBku 00 ucrtopun Oprana/Opranusanuu, a TakKe OHU MOTYT OBITh
UCMNOJBb30BaHbl TPA  YTOYHEHUM  (POHAOBON  NPHUHAUICKHOCTH  JTOKYMEHTOB
(MMOCTAHOBNEHUS, TpPHKa3bl M Jp. O CO3JAHHWH, PEOPraHM3aUUM, JIMKBUAALWA
OpraHu3alum ).

3.3.18. Ilpn Hanuumu B Ponae Oprana/Opranusanuy OTYETOB O MPOBEACHUA
HAYYHO-UCCIIEIOBATENBLCKAX Pab0T, COLMOJIOTMYECKUX OMPOCOB, METOIMYECCKUX
PEKOMEHJAMIl MO BOMPOCAaM OCHOBHOHM nesTenbHOCTH  Oprana/OpraHu3aium,
BBITIOJTHEHHBIX APYTMMH OpraHu3auvsMd 1o 3akazy Oprana/OpraHusanu, OHH
BKJIOYAKOTCA B ONKUCH JEJ IOCTOSHHOIO XPAaHEHHS C LENbI0 BCECTOPOHHETO
OCBEILEHUS AeaTeabHOCTH Oprana/OpraHu3anuu.

3.3.19. Ilpu ommcaHWu TaKUX JOKYMEHTOB HEOOXOAMMO 00s3aTeNnbHOE
YKa3aHUe aBTOPCTBA.

3.3.20. Ecnu nip¥ NpOBENEHUU SKCHEPTU3BI LIEHHOCTU JTOKYMEHTOB BBISBJICHO
OTCYTCTBHE TOJIOBBIX TUIAHOB, OTYETOB MO OCHOBHOW JEATEIIBHOCTH, OYXTaNTEPCKUX
TOJOBBIX OTYETOB, TO HA XPAHEHHE HEOOXOJMMO OCTABUTh KBAPTAIBHBIE TUIAHBI W
OTYETHI.

33.21. Ilpm OTCYTCTBMM CBOJHBIX TOJIOBBIX OTYETOB 110 OCHOBHOWM
aestenpHocTH Oprana/OpraHu3aniy Ha XPaHEHUE OTOMPAIOTCS TOJOBBIE OTYETHI
CTPYKTYPHBIX ITOAPa3ICIICHUMN.

3.3.22. Ilpm ytpare nuueBbIx c4eTOB paboTHMKOB Oprana/OpraHu3aliv Ha
XPAHEHUE OCTABJISIOTCS PACUETHO-TUIATEIKHBIE BEAOMOCTH IO 3apabOTHOM TUIate.

3.3.23. Ecnu MueBble cueta BEAYTCS TOJIBKO HA WITAaTHBIX pa0OTHUKOB, a HA
BPEMEHHBIX — 3allOJHSKOTCS PACUYETHO-IJIATEKHBIE BEIOMOCTH, HA XPAaHEHUE
OCTaBJISIFOTCS JIMLIEBBIE CYETA IUTATHBIX PAOOTHUKOB M PACYETHO-ILIATEIKHBIC

BCAOMOCTH, B KOTOPLIC BKIIOYUCHBI BPDCMCHHEIC pa6OTHI/IKI/I.
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3324, Ecim B TBOPYECKMX OpraHu3anusax (pelakuMsX >KypHAJOB,
U3JIATENIbCTBAX, TEATPAX W JP.) UMEIOTCS JTULEBBIC CUYETA MO BBIIJIATE TOHOPAPOB, TO
OHHM BKJIFOYAKOTCS B ONUCH JEII IO JINYHOMY COCTABY.

3.3.25. Ecnu pacueTHO-IJIATEKHBIE BEIOMOCTH C(POPMUPOBAHBI B OJTHO JIEJTO
BMECTE C MEPBUYHBIMU OYXTaNTEPCKHUMH JOKYMEHTAMH, TO PacUETHO-IIATEIKHBIC
BEJIOMOCTH BBIJEIISFOTCS U (POPMHUPYIOTCS B OTACIBHBIC JEIA.

3.3.26. IIpu npoBEACHUM SKCNEPTU3bI LIEHHOCTHA JOKYMEHTOB, BKIIOYEHHBIX B
COCTaB JIMYHBIX Ac]T PAOOTHUKOB, BBIACTSIOTCS K YHUUTOKECHUIO:

— AyOJIETHBIEC SK3EMIUISIPHI,

— YEPHOBHKH JOKYMEHTOB.

3.327. Ilywkr 3.3.26. He pacnpoCTPaHsECTCs HA JUYHBIE Jeia
TrOCYAAPCTBEHHBIX TPAKAAHCKUX CIYXKAIIUX, SKCHEPTU3a LEHHOCTH KOTOPBIX HE
ITPOBOJUTCS.

3.3.28. Ilpu 3KcrepTH3e LEHHOCTH CleAyeT oOpamark 0co00€ BHUMAHUE HA
JOKYMEHTBl C BPEMEHHBIMM CPOKAMH XPAaHCHHS, HMMEHOIMMHU OTMETKY «OITK».
Ormetka «OITK» 03HaYaeT, YyTo 4acTh JOKYMEHTOB, IPEACTABICHHBIX B JIEJE, MOXKET
MMETh HAYyYHO-UCTOPUYECKOE 3HAYEHHWE W B YCTAHOBICHHOM TMOPSAKE AOJDKHA
NEPENABATECA HA TOCYJAPCTBEHHOE XPAHEHUE WA IOCTOSHHO XPAaHWUTHCS B
Oprane/Oprannzanuu. K TakuMm AOKyMEHTaM OTHOCATCS MH(POPMALMK, CIIPABKH MO
ONEPAaTUBHO-OTPACIEBOM  JNEATEIBHOCTH, NEPENUCKA,  JOKIAAHBIE  3alKMCKU
pykoBoacTBY Oprana/Opranuzanuu u ap.

3.329. Ortbopy Ha TOCTOSHHOE XPAHECHUE MOANEKAT JTOKYMEHTHI,
OTPAKAKIIME OCHOBHBIC HAmpapiIeHUs aeaTelbHOCTH Oprana/OpraHu3anvv B
COOTBETCTBHUHM C €€ LEJIEBbIM HA3HAUYCHUEM.

3.3.30. IIpu npoOBEIEHNHN 3KCIIEPTU3BI LEHHOCTH JOKYMEHTOB JIETI0 C OTMETKOM
«OlIK» mpocMmarpuBaeTcs TMOTUCTHO. JIOKYMEHTBI  MOCTOSSHHOTO — XPAHEHUS
BBIICTISIFOTCS M M3 HUX (DOPMHUPYIOTCS OTACIBHBIC J€Nia, KOTOPBIE AOIKHBI OBITh
BKJIFOYEHBI B OIKCh J€J TOCTOSHHOIO XpaHeHus. OcCTaBlIMECSs JOKYMEHTHI
BPEMEHHOTO XPAHEHUS! XPAHSITCS B TEUEHUE CPOKOB YCTAHOBIICHHBIX MEPEYHSAMHA WU

HOMEHKJIATYPOH HEI.
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3.3.31. Ocoboe MeCcTO 3aHMMAET KOMIUIEKC JOKYMEHTOB «IEPENUCKay,
KOTOpast 00pa3zyeTcst B pe3yjbpTare OCYLIECTBICHUs CBsA3el Oprana/Opranusanuu ¢
BBIIICCTOSIIIAMA M JIPYTUMH OpraHu3auusMy. B mnHcbMax MOTYT COJAEP)KaThCs
BOMPOCHI, HE OCBEIIEHHBIE WM HEJOCTATOYHO OCBEUIEHHBIC B APYTUX JOKyMeHTax. B
HUX OTPAXAKOTCSI BONPOCHI O TUIAHUPOBAHMHM W (PUHAHCHPOBAHHMH MACITEIBLHOCTH
Oprana/Opranuzanuu, O  COMJIACOBAHMM WM YTBEPXKACHHUM  JOKYMEHTOB,
WH(OPMUPOBAHUN O XOJI€ W PEe3yJibTaTax UCHOJHEHUWs nmopyueHuil m ap. Hambonee
BOXHBIC W 0Onajaromme WH(POPMALMOHHONW LEHHOCTHIO MHCHbMA OCTABJISIFOTCS HA
NOCTOSTHHOE XPAHEHUE.

3.3.32. B pene ¢ nepenucKoi MOryT COAEPKAThCA KONUU CIPABOK, OTYETOB U
APYTUX JOKYMEHTHI, HAMPABJISIEMBIE B BBILIECTOSIIUE U MOJYMHEHHBIC OPraHU3ALIAN.
[Ipn moxol coxpaHHOCTH JOKYMEHTOB Oprana/OpraHu3anuud  HE0OXO0IUMO
BBIICTIUTh KOMUM HauOoJiee BAKHBIX JOKYMEHTOB Uil BKIIFOUEHUS B ONUCH I
NOCTOSTHHOTO XPAHEHMUSI.

3.3.33. IIpu oTO0pe HA MOCTOSITHHOE XPaHEHHUE JOKYMEHTOB CJIEIyEeT 0OpaTuTh
BHAMAHWE HA MUCbMAa, oOpameHus rpaxnaad. [IpeanoskeHus, 3asBIeHUS, >KanoObl
I'PaX/JIaH B OPraHbl 3aKOHOJATEIBHON W UCIIOJIHUTEIBHON BJIACTH, TOCYAAPCTBEHHBIE,
OOLIECCTBEHHBIE W JIPYrHME€ OPraHM3alMM SIBISIOTCS CYLIECTBEHHBIM HCTOYHUKOM
uH(pOpMAlM O Pa3IMYHBIX CTOPOHAX >KM3HM OOMIECTBA M YEIOBEKA, MO3TOMY
HauOoJiee BaXXHBIC M HMHTEPECHBIE W3 HUX NOMJIEKAT NPUEMY HA TOCTOSHHOE
XPaHEHUE.

3.3.34. OOpauicHus TPaXAaH COCTABJISAIOT 3HAYATEIBHYIO YacTh JOKYMEHTOB
psapa Opranos/OpraHu3anuii, OHU SBIISIFOTCS MACCOBBIMH JOKYMEHTaMH, KOTOPBIC
XapaKTEPU3YIOTCS OJHOTUMHOCTBIO U MOBTOPSIEMOCTBIO COACPXKAaHMS, MO3TOMY MPH
orOope oOpalleHHMd TpaxkaaH CIEAYET PYKOBOJCTBOBATHCS  CIEAYIOILIUMHU
KPUTEPUSIMHU:

— 3HaueHue uHpopMauuu, coacpKameiics B OOpalleHUsX, KOTOPbIA
OpeIyCMaTPpUBacT OTOOP JOKYMEHTOB IO HAWOOJIEE 3HAYMMBIM B KOHKPETHBIN

NEepUOJl BPEMEHH BOITPOCAM;
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— aBTOPCTBO oOpamieHus. Ha mocrossHHOE XxpaHeHue 00siee MPEANOUTUTETBHO
oTOMparh OOpalIeHNs] BUAHBIX TOCYAAPCTBEHHBIX, MOJUTHUYECKAX U OOIIECTBEHHBIX
HNEATENEH, ACATENIC HAyKHW, KYJbTYPbl, MPOMU3BOJACTBA, YYAaCTHUKOB DBenukoi
OTeuecTBEHHOM BOHHBI, BOWHOB-MHTEPHALMOHAIMCTOB, KOJUICKTHBHBIC O0OpaIlCHUS U
Ap-;

— MOJHOTA  KOMIUIEKCA  JOKYMEHTOB, OOpa3yrooluxcs B MpoLecce
paccMoTpenus oOpauieHus. OOpalleHust TPaKIaH NTPUHUMAKOTCS BMECTE C TMOJTHBIM
KOMIIJIEKCOM JOKYMEHTOB I10 X PACCMOTPEHHUIO.

3.3.35. PekoMeHAyEeTCS OTKA3aTbCsl OT MPHEMA HA TOCTOSHHOEC XPAHCHUE
oOpaleHnii TpaXaaH U3 YACa OJMHOTHUITHBIX, HHPOPMALHs O KOTOPBIX JOCTATOYHO
MOJIHO OTPAXKAETCS B JOKYMEHTAX MO aHAJIM3Y U 0000IICHUIO OOpallleHHA rpak/iaH.

3.3.36. IlpeanoureHue OTAACTCA TEM OOpAIICHUSM TIPaXKAAaH, JOCTOBEPHOCTH
(haKkTOB KOTOPBIX MOATBEPXKIEHA B XOJIE PACCMOTPEHHUS, KOTOPBIE OTIOXKHUIIUChH, KaK
IPABHUJIO, B MTOJIHOM KOMILIEKCE, HAanOOoee IPKUE TIO U3I0KEHUIO, TIOUTHHHUKH.

3337. Ilpu  UPOBEACHMHM  DKCINEPTU3bl  LEHHOCTH  JOKYMEHTOB
Oprana/Opranu3anuu  BBIICTSIOTCS K YHUUTOXKEHHMIO Jefa M JOKYMEHTBI C
UCTEKIIAMU CPOKAMH XPAHEHMs, KOTOPbIE CUCTEMATU3UPYIOTCSA IO OMPEACTICHHBIM
rpynnaMm s MOCJHEAYIOIErO0 COCTABJICHHS AKTA O BBIICICHUUM K YHUUYTOXKEHUIO
JOKYMEHTOB M JIEN C UCTEKIIMMHU CPOKAMH XPAHEHMUS.

3.3.38. Ilo pe3ynbraraMm SKCHEPTU3BI LEHHOCTH JOKYMEHTOB COCTABIISIFOTCS
OIHCH JIEN:

— TMOCTOSIHHOT'O XPAHEHUS

— BPEMEHHOTO (cBbinIe 10 NIET) XpaHEHUS,

— 110 JITYHOMY COCTaBY.

4. OIIPEJAEJEHUE ®OHIOBOI MPUHAIJIEXKHOCTHI
JOKYMEHTOB OPT'AHU3AIINU
4.1. B mpouecce MNPOBEACHUS SKCINEPTU3bl LEHHOCTA JOKYMEHTOB MpPHU
HEOOXOJUMOCTH OCYIICCTRIISIETCS pad0oTa MO YTOUHCHUIO U ONPEACICHUIO (DOHIOBOM

INPUHAAJIC)KHOCTH JOKYMCHTOB.
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4.2,  OnpeneneHne  WIA  YTOYHEHUE  (POHAOBOH  MPUHAAIEKHOCTH
ocyuiectBisiercss B Opranax/Opranmzanusx  ((poHmoo0pazoBaresisx) B MPOIECCe
0oTOOpa TOKYMEHTOB JJisl MEPEAAYM Ha XPAHCHUE B BEIOMCTBEHHBIA apXWB WM Ha
rOCyIapCTBEHHOE XPAHEHHUE.

4.3. Onpenenecaue (POHAOBOM MPUHAICKHOCTH JOKYMEHTOB 3aKJIIOYACTCS B
OTHECEHUM X K (POHIY COOTBETCTBYOIMX Opranos/Opranu3aiyii.

4.4. Tlpm onpeacneHun  (QOHIOBON  NPUHAMJIECIKHOCTH  JOKYMEHTOB
Opranos/OpraHu3anuii yYuTEIBACTCS CIIECAYFOLIEE:

441. Becp KOMIUIEKC JOKYMEHTOB, OOpa3ylOLIMiiCs B JAEATEIBHOCTH
FOPUAMYECKOTO WK (PU3AYECKOTO JINLA, COCTABIISIET €0 JOKYMEHTAIBHBIN (POH/I.

4.42. YOpuanyeckoe WM (PU3MYECKOE JIMLO, B ACATEIIBHOCTH KOTOPOTO
oOpazyeTcst JOKYMEHTAIbHbIN (HOH, ABIIIETCS (POHI000pa30BATEIEM.

4.4.3. Jlns Oprana/Opranu3zanuu - (oHa000pa3oBaresis XapakKTEPHO HATUYHE:

— MpaBOBOro akrta 00 €ro oOpa3oBaHWM, 3ajavyax U MOPSIJKE ACATEIBHOCTH
(MONOXKEHKE, YCTAB, TOCTAHOBJICHHUE, PACTIOPSHKEHUE, PUKA3 U AP. );

— CaMOCTOSITENIBHOTO OajiaHca (CMEThI) U paCYETHOTO CUETA B OAHKE;

— IITATHOTO PACHUCAHMSI,

— meyaT v OJaHKOB.

4.4.4. Bxopsmme OOKYMEHTbl OTHOCSTCS K (GoHay Oprana/OpraHusanuu,
KOTOPBIMHA OHM TOJIYYEHBI, UX (POHIOBAS MPUHAJICKHOCTD OMPEACIIACTCA O TaKUM
PEKBU3HTAM JOKYMEHTA KakK aapecar, PErMCTPAllMOHHBIN IITaMM, PE30JIIOLUH, MO
COJIEP’KAHUIO JOKYMEHTOB.

445  Konuu  HMCXOmAIMX  JOKYMEHTOB  OTHOcaTcs K (oHay
Oprana/Opranu3anuu, KOTOpPBIE — SBIIETCS WX  aBTOpoM, WX  (oHmoBas
NPUHAUIC)KHOCT OMPEACSAETCS MO MOANUCIM, IEIONPOU3BOJACTBECHHBIM MOMETAM,
COJIEP’KAHUIO JOKYMEHTOB.

4.4.6. JIOKyMEHTBl BHYTPEHHEro oOpallieHuss OTHOcATCS K (oHay
Oprana/Oprann3anuu, KOTOPEIMA OHH COCTABJICHBI, UX (POHIOBAs MPUHAIIEKHOCTh

onpeaenseTcs no Hazanuro Oprana/ OpraHu3aluy, TOAMKUCIM, COIEPIKAHUIO.
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4.4.7. Hena, KOTOPBIE BEJIUCH MOCJIEIOBATENBHO B JIBYX
Opranax/Opranu3anmsx,  BKIOYAKOTCS B COCTaB  apxWBHOro  (hoHna
Oprana/Opranuzanuu, B KOTOPIX OHU ObUTHA 3aKOHYEHBI TPOU3BOACTBOM.

4.5. B cnayyae nukBuaanuu wiv peopranuzanuu  Oprana/OpraHusanuu
nepenaveii PyHKIuid BHOBb CO3IaHHOM OpraHu3aluu:

— 3aKOHYCHHBIC MPOM3BOJACTBOM [I€Jla BKJIKOYAKOTCS B apXWBHBIA (HOHI
JIMKBAAUPOBaHHOTO Oprana/OpraHu3alyy,

— HE3aKOHUYCHHBIC JIeNa, TMEPEAAHHBIE JUIs OKOHYAaHWs MPOM3BOACTBA
Oprany/Opranu3anyy — NPEEMHNUKY, BKJIIOYAKOTCS B aPXUBHBINA (DOH MOCIETHETO.

4.6. Jlnunble Aena, €ClNv OHHM NEPEIABAINCH U3 OJHOW OpPraHW3alud B IPYTYIO
B CBA3M C IMEPEBOJOM PAOOTHUKOB, BKIOYAKOTCA B (OHA TMONYUYHMBIIAX WX
Oprana/OpraHu3anuy.

4.7. B coctaB ponaa Oprana/OpraHu3ainuu BXOOT:

— JOKYMEHTHI COBEILATENIBHBIX OPraHoB, CO3/IaHHBIX npu
Oprane/Oprannzanuu (KOMHCCHAW, COBETHI U 1. );

— JOKYMEHTBl BPEMEHHBIX AJMWHUCTPAUMH OpraHu3alMid, HaXOJSIIUXCS B
craauy OAHKPOTCTBA (KOHKYPCHBIE YIPABIISIOIINE U 1IP. ),

— JOKYMEHTHI JIMKBUJAIIMOHHOM KoMuccuu OpraHos/OpraHusanuu,

— JOKYMEHTBI OOLIECTBEHHBIX OpraHu3aluii (Mpo@COrO3HBIX, CIOPTUBHBIX W
Ip.), CYIIECTBOBABLIMX MPU OPraHu3alusx 10 NPUHATHAS DeAcpasbHOTO 3aKOHA OT
19 mas 1995 roma Ne 82-®D3 «O6 001IECTBEHHBIX 00 BEAMHEHUSX) .

4.8. He sBnseTcs OCHOBAHUEM JJI CO3/IaHUs HOBOTO apXUBHOIO (POH[A:

— PACIIMPEHUE WM CY>KEHUE TEPPUTOPHAIBHBIX TPAHMILL ACATECIBHOCTH WM
¢yHkumii Oprana/OpraHu3anmm,

— BbiaesicHue W3 Oprana/OpraHu3alid  OJHOW WM HECKOJBKUX HOBBIX
Opranoe/Opranuzanuii = ¢ mnepejadeii WM OTACHBHBIX  (DYHKUUH  MEPBOM
Oprana/Opranu3aivu;

— U3MEHEHUE noauuHeHHOCTH Oprana/OpraHuzaiuu (B TOM 4YUCIE TEPEXO

U3 NoguMHEHus cyObekTa Poccuniickoit deaepanuu B QenepaibHOE MOAUYUHEHUE WA
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HA000POT), UBMEHEHHUE €€ CTPYKTYPhI, IEPEUMEHOBAHUE UJTM BHECECHUE U3MECHEHUH B
HA3BAHKE, HE COMTPOBOKIAOIINECT U3MEHEHUEM MTEPBOHAYAIBHBIX (PYHKINI;

— peopranuzanus Oprana/OpraHu3aiiii, €CJId OHAa HE TOBJICKIA 3a COOOi
KOPEHHOTO M3MEHEHUS €€ IEATEIBHOCTH,

— cMeHa yupeautens Oprana/Opranuzanuu, ©0€3 UW3MEHEHHS  (POpPMBI
COOCTBEHHOCTH UMYIIECTBA 3TOI OpraHu3alnu;

— nmukBuaanus Oprana/OpraHu3anuu Ipyu €€ MOCICAYIOMEM BOCCTAHOBICHUH
C TEMH € PYHKUHMSIMHA A HA3BAHUEM.

4.9. CaMOCTOSTENBHBIC APXUBHBIC (POH/IBI CO3/IAFOTCSL:

— npu peopranuzanun Oprana/OpraHu3alyy B Cly4ae KOPEHHOTO U3MEHEHHS
€€ LIEJIEBOr0 Ha3HAUEHU I, MPOQUIIsl AEATENBHOCTH U (PyHKIIHIA;

— npu  npeoOpazoanuu  Oprana/OpraHu3alid € U3MEHEHUEM  (POPMBI
COOCTBEHHOCTH UMYIIECTBA OPraHU3ALMM (IPUBATU3ALNS, AKUMOHUPOBAHUE U IP. );

— npu NpeoOpa3oBaHUM MYHULMNAIBHBIX O0pa3oBaHuMi (MX OOBECIMHEHWH,
pa3AcIeHUN, U3MEHEHHUHN CTaTyCa FTOPOACKOrO MOCEIICHNUS ),

— OpU  CO3JAaHUM  JOYEPHUX  OpraHuzanuid, (QuiuanoB, OTIACICHUM,
SBJISFOLLXCS FOPUAMUYECCKHM JTULIOM.

4.10. JIOKyMEHTBHl OOIIECTBEHHBIX OpPraHW3alMii, CYIIECCTBYIOIMX MPHU
(¢oHmo0Opa3oBaTensiX € MOMEHTA HMX PETUCTpPalMM B COOTBETCTBHH €
3aKOHOATEILCTBOM Poccuiickoii denepanum 00 OOIIECTBEHHBIX OOBECIUHEHUSX,
NPEICTABIISIFOT COOOM CaMOCTOSTENbHBIE (POHIBL.

4.11. JIOKyMEHTBI OpPraHoB TOCYAApPCTBEHHOW BJIAaCTM W  MECTHOIO
camMOynpaBiicHUs, 00Pa30BAHHBIX B CBS3H C BBEICHUEM HOBOTO aJMHUHHCTPATHBHO-
TEPPUTOPHATBHOTO ACIIEHUS] COCTABIISIOT HOBBIE (DOHIBL.

4.12. V3mMeHeHrne rpaHul] TEPPUTOPHATIBHBIX 00pa30BaHUil MPH COXPAHECHUU
OPEKHUX OPraHoB TOCYJApPCTBEHHOM BIACTM M MECTHOTO CaMOYIPABJICHHS HE
SBJIIETCS. OCHOBAHUEM JUISl CO3JaHMsI HOBBIX (POHJIOB COOTBETCTBYIOLIMX OPraHOB
rOCYJIapCTBEHHOMN BJIACTH U MECTHOT'O CAMOYITPABIICHUS.

4.13. XPpOHOJIOTHYECKUMU rpaHuLlaMH aApXUBHOT'O ¢doHga

Oprana/OpraHu3aiyy SIBJISIIOTCS YCTAHABIMBACMBIE HA OCHOBE COOTBETCTBYIOIINX
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HOPMATHBHBIX AaKTOB OQUUMAIbHbIE Jarkl HMX OOpa30BaHWs, PErUCTpaAlUU W
TUKBUAAIMK. [Ipy HaTMYMKA HECKOJIIBKMX HOPMATUBHBIX aKTOB 3a JaTy 0Opa3OBaHUs
NPUHUMACTCS AaTa HAauOOJee PaHHss U3 HUX.

4.14. XPpOHOJIOTUYECKUE TPAHULIBI APXUBHOTO (OHIA MOTYT HE COBIAJATh C
KpailHUMHM JlaTaMH COCTABJISIFOLIMX €r0 JOKYMEHTOB B CBA3M C BO3MOXKHBIM
OTCYTCTBHEM JOKYMEHTOB HAYaJbHOTO WM 3aBEPIIAKOIIETO 3Tana ACSATEIbHOCTH,
BKIIFOUEHUEM B cOocTaB (QoHaa Oojee pPaHHUX JOKYMEHTOB, NEPEIAHHBIX IS
3aBEPIUECHMSI POU3BOICTBA JCIA TPEAIECTBEHHUKOM.

4.15. Ilpn onucanmm aokymeHToB Opranos/Opranuzaumii, npu nepepadboTke
OIMHUCEH MOTYT CO3aBaThCsl O0BEAMHEHHBIC (POHIBI.

4.16. OObeavHEHHBIE apxuBHbIE (OHABI MOTYT OBITH C(HOPMHPOBAHBI W3
JOKYMEHTOB:

— Oprana/Oprasuzaii, OJHOPOJHBIX MO [IEJICBOMY HA3HAYCHUIO W
(YHKIMAM, IEACTBYIOIIKAX HA ONPEACICHHON TEPPUTOPUH,

— PYKOBOJSILErO OPraHa W MOJYMHECHHBIX €MY OpPraHM3aluil, IeiCTBYIOIINX
Ha ONIPEAETIEHHON TEPPUTOPUH,

— OpraHu3anuii, 0ObEAMHEHHBIX O0BEKTOM ACATEIBHOCTH;

— TIOCJTIEAOBATENBHO CMEHSBIIMX Jpyr apyra OpraHoB/OpraHu3aunuii, e€ciu
(YHKIMH MPEAIICCTBEHHUKOB, TOJHOCTBIO WM YaCTHYHO MEPEAABATUCH U
NEPEIAOTCS UX MPECMHHUKAM.

4.17. XPpOHOJIOTMYECKUMHU TPaHULIIAMH OOBEIMHEHHOIO apXUBHOTO (QoHIa
ABJISIFOTCA — JaThl 00pa3oBaHMs (PErucTpalnu) HauOoJee paHHEH W JIMKBUAALAA
HauboJsiee MO3JHEH MO BpeMEHMW AeAaTesibHOCTH Oprana/OpraHu3annu, JOKYMEHTHI
KOTOPBIX BOLIH B (POH.

4.18. M3 OTHEHABHBIX Pa3pO3HEHHBIX MOKYMEHTOB OpraHoB/Opranu3anui,
UMEIOIMX HAy4YHOE 3HAYCHUE W ONPEACICHHBIC MNPHU3HAKW OOIHOCTH (TpH
OTCYTCTBMHM (JOHJOB YKa3aHHBIX OPTraHW3ALMA B TOCYJAPCTBEHHOM apXUBE WA
ApXUBHOM OTACIIE MYHHULIMIAIBHOrO 00pa3oBaHusi) MOTyT ObITh CHOPMHPOBAHBI

KOJUICKIUH JOKYMCHTOB.
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4.19. XpOHONOTMYECKUMHA T'PAHALIAMHU APXUBHOW KOJUIEKLMU SIBISIOTCS JAThI

CaMOro paHHero u camoro no3aHero J0KyMmceHTa.

5. UCTOPUYECKASA CITPABKA

5.1. Uctopuueckas cnpaBka k ¢goHay Oprana/OpraHu3anydy COCTABJSETCS B
JIBYX  DK3EMIUIApaX BO  BpeMsl  MEPBOrO  YMNOPSAOYCHHS  JTOKYMEHTOB
Oprana/OpraHu3aiuy U ero/ee apxuBHOTO (HoHA.

5.2. OnuH 3K3eMILISAP UCTOPHYECKON CIIPABKU MEPEIACTCS B TOCYIAPCTBEHHBIN
apxXvuB WIM apXUBHBIA OTAEH MYyHULMNAIBHOTO OOPa30BaHHS BMECTE C AKTOM
npUeMa-Nepesayl JOKYMEHTOB Ha TOCYJAPCTBEHHOE XPAHECHUE, BTOPOM IK3EMILISP
UCTOPUYECKON CHPAaBKM OCTacTcsi B JAeie (POHAA OpPraHM3alld BEIOMCTBEHHOIO
apxuBa.

5.3. Hcropuueckas copaBka COCTOMT M3 TPEX Pa3feiioB. HCTOPHH
(hoHm000pazoBaresis, UCTOPUU (POHJA U XAPAKTEPUCTUKH TOKYMEHTOB (hOHAA.

5.4. OCHOBHBIMM WCTOYHWKAMH JJIs HAMWUCAHUS MCTOPHYECKON CIpaBKU
SBJIIFOTCS  TMPABOBBIE AKTHl BBICHIMX OPraHoOB TOCYJAPCTBEHHON BIAcTH W
yIPaBIeHUs, TOKYMEHTHI (POHI000pa30BaTENsl, €ro BBIMICCTOSUICH OpraHu3aluu,
UCTOPUYECKAS M CIPABOYHAS JINTEPATYPA, YUETHBIE JOKYMEHTHI, 170 (PoHAa.

5.5. J1ns morcka HEOOXOUMBIX CBEICHUI MOKET OBITh MCIIOJIb30BAH HAYYHO-
CIIPABOYHBIN arapar apxusa.

5.6. Uctopus (pormnooOpazoBarens AOJKHA COAEPKATh CICAYIOIME CBEACHHUS:

— Ha3BaHWE W MOJAYMHEHHOCTh (POHI000PA30BATENS, A TAKKE U3MEHEHUS B HUX
C YKa3aHWEM J1aT U OCHOBHBIX MPUYMH MPOU3OLICAIINX H3MEHEHHIA,

— jaary co3aaHus (PoHa000pa3oBaTes;

— Ha3BaHWE OpPraHMU3alMH-NPEAIECTBEHHUKA. B ciiydae OTCYTCTBUSI MPSIMOTO
NPEIUIECTBEHHUKA MOKET OBITh YKa3aHa OPraHu3alysi, BEITOJIHSBIIAS aHAIOTHYHBIC
INGINIVIN

— 3a1aui U QyHKOUHA PoHIo00pa3oBareis, AaThl U OCHOBHBIE MPUYMUHBI UX

U3MEHCHUIA,
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— CTpykTypa (QoHmooOpa3oBareiass U €€ M3MECHEHMS C YKa3aHWeM JarT |
OCHOBHBIX MIPUYWH;

— pykoBoauTelb (POHA0OOpA3oBaTENs C YKa3aHWEM TMEpUoia 3aHUMAcMOW
JOJDKHOCTH,

— COCTaB CHUCTEMBI MOJABEAOMCTBEHHBIX (HEMOCPEACTBEHHO MOJAYMHEHHBIX )
OpraHu3ainmii (MX BHIBL, TEPPUTOPHATIBHOE PA3MELIEHHWE), BCE MOCICAYIOIUE €€
WU3MEHEHUS C YKA3aHUEM J1aT U OCHOBHBIX MPUYHH,

— JIaThl ¥ IPAYMHBI TPE0Opa3oBaHus U TMKBUAAUMHU (POHI000pa30BaATENS;

— Ha3BaHHWE OPraHu3aluu-IPABONPEEMHHUKA.

5.7. Tlpu cocrapneHun uctopuu (poHao00pazoBaresisi HEOOXOJAUMO HMETh B
BUJY CIIEAYIOLIEE:

5.7.1. Ha ocHOBaHMM MPABOBOTO AaKTa YKA3bIBACTCA TOYHOE U MOITHOE, & TAKKE
o(pHUIHATBEHO MPUHATOE COKPALICHHOE HA3BAHUE OPraHU3aLNN.

Ecnu B 1oOKyMeHTax (MPaBOBBIX AKTAX, PACIOPSANTENBHBIX, YUPEAUTENbHBIX U
T.I.), OTHOCSIIMXCS K BOIMPOCY CO3/aHUsl, NCATEIBHOCTH OpraHu3alud U eé
npeoOpa3oBaHuii, OOHAPYKEHBI PACXOKACHHS B HA3BAHWW OPTaHU3ALMH, TPUBOIATCS
BCEC MMEIOLIMECS B JOKYMEHTaX Ha3BaHHWS CO CCBUIKAMH HAa COOTBETCTBYIOLIME
JOKYMEHTHL. B ciiyyae OTCyTCTBHSI MPABOBBIX aKTOB O CO3JAHWHU, MPEOOPA3OBAHUH,
NEPEUMEHOBAHUM, U3MEHEHUM TOJBEIOMCTBEHHOCTH W JIMKBHJALMM OpPraHU3aLWH,
3TH CBEIACHUS YCTAHABIUBAKOTCA MO KOCBEHHBIM JaHHBIM, YTO OrOBApUBAECTCS B
ucTopuueckoi cnpaeke (BkmroueHur B EI'PHOJI, cBUAETENBCTBO O MOCTAaHOBKE Ha
y4€T B HaJIOTOBOM OPraHE U T.1T.).

5.7.2. YKa3bIBaeTCa HEMOCPEJACTBEHHAS MOTUMHEHHOCTh (DOHA000pa30BaATENSIM
(HampuMep, MUHUCTEPCTBY UM KOMHTETY ),

5.7.3. Jlatel co3pmaHus, NpeoOpa3oBaHWsl, JIUKBHJALMH YKa3bIBAKOTCS CO
CCBUIKOM Ha 3aKOHOJATEJIBHBIC aKThI M PACIOPIINTEIIBHbBIE TOKYMEHTHI.

[Ipn HAJIMUMKM HECKOJBKUX OPraHU3alMOHHO-PACTIOPSAUTEIBHBIX JOKYMEHTOB
pa3HbIX OPraHoB, BKJKOYas TMpUKa3bl caMoil opraHuzanuu 00 00pa30BaHUM,
NEPEUMEHOBAHUM, PEOPTaHU3ALNN, U3MEHCHUH TTOTYMHEHHOCTH, MECTOHAXO0MKICHHUS,

JIMKBHU AU OpraHu3aluvu, B HCTOqueCKOﬁ CIIPABKC YKa3bIBAOTCA BCC MMCHOIIUCCA
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JOKYMEHTbI, HO 3a OCHOBY O€peTcsi TIOCTAHOBJICHHE BBICIIETO OpraHa
MCTIOJTHATEIBHOM BIIACTH.

Wznoxxkenne  ¢akrtoB  oOpa3oBaHusi,  MEPEUMEHOBAHUS,  HM3MEHEHUS
NOTYMHEHHOCTH, PEOPraHU3al1K, BBEACHUSI KOHKYPCHOTO YIIPABICHHUS, JIUKBUJALIMN
U T. A. JaeTcs TOYHO B COOTBETCTBUM C (HOPMYJIMPOBKAMH OpPraHU3ALUOHHO-
pacnopsAUTENbHBIX TOKYMEHTOB. ECiM B TEKCTE€ NTOKYMEHTa UMEETCS YKa3aHWUE Ha
dakTHUeCKyl0 ~ JaTy, HE  COBMAJAIOIIYd €  Jaroil  opraHu3alloHHO-
pacnopsAUTENILHOTO  JAOKyMEHTa («o0pa3oBaTh €  TakOro-tr0  4uciaa»y WU
«JIMKBUAMPOBATH C TAKOTO-TO YKCIIA» ), TO OTOBAPUBAIOTCS 00€ IAThI.

[Ipy HaIMuMK HECKOJIBKMX MPABOBBIX AKTOB OJHOTO M TOrO K€ OpraHa o
CO3/IaHUM, TIEPEMMEHOBAHUU, NPeoOpPa30BaHUM, W3MEHEHUM MOJBEAOMCTBEHHOCTH,
JMKBUAALUUN B UCTOPUUECKON CMpPABKE YKA3bIBAIOTCS BCE JTOKYMEHTBI, HO 3@ OCHOBY
OepeTcs paHHUI O BPEMEHU MOIMUCAHUS aKT.

[Ipy yka3aHuu JaThl yhnpa3AHCHUs (JIMKBUAALMKM) OpraHu3alld  HE
OPUHUMAETCS BO BHUMAHME JIMKBUAALMOHHAS JEATEIbHOCTh OPraHu3alu MOcCie
NOJNKCaHUs PABOBOTO aKTa O €ro yrnpa3aHeHuu. B ciaydyae opuiuanibHOro co3aanus
JVKBUAAUMOHHBIX KOMHUCCMH WX HaJIWyMe M KpaiiHue Jartbl uX paboThl
OrOBApPUBAIOTCH.

57.4. 3amaun M (QYHKOUM OpraHM3allUM M3JIaraloTcs B COOTBETCTBUU C
NPaBOBbIMU W HOPMATHUBHBIMU aKTaMu (YCTaBbl, MOJIOXKEHUS U Jp.), OTCYTCTBHE
COOTBETCTBYIOIIMX  JOKYMEHTOB  OropapuBaerci. Ecim B CTPYKType
(¢oHmo0OpazoBarenss 3a OMNUCHIBAEMBIA MEPUOJ  MPOU3OLUIA  KapAWHAIbHBIC
U3MECHEHUS, TO B TOJ JAHHBIX W3MECHEHWH CTpykTypa (oHA000pa3oBaTess
YKa3bIBACTCS MOJHOCTBIO CO CCHUIKOM Ha OpraHu3allMOHHO-PacopsAUTEIbHbIHN
JOKYMEHT, KOTOPbIM OHU MTPOBEACHBI.

577.5. B cBeneHusx o pykoBoautene (GoHaooOpazoBarens 00sS3aTeNbHO
yKa3bIBACTCS TIEPUO]] 3aHUMAEMOMN JOJKHOCTH.

5.7.6. Ceenenus o cTpykType (HoHA000pa30BaATENs, CETH MOJBEIOMCTBEHHbBIX

CMYy OpFaHI/IBaHI/Iﬁ N U3MCHCHHAX B HUX MOI'YT OBITH IPUBCACHBI B TCKCTC CIIPABKH
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WIH JIaHBl B BUJAC MPUIOKECHUH (B 3aBUCUMOCTH OT 00BbEMA CTPYKTYPBI U KOJIMYECTBA
€€ U3MCHCHMIA ).

5.7.7. Tlpn wznoxkeHun (PaKTOB CO3MAaHMS, MPeoOpa3oBaHUS W JIMKBUAALMH
OpPraHM3alliA  COXPAHSIOTCS  (POPMYJIMPOBKM TPABOBBIX AKTOB. «00pa30oBaThy,
«co3math Ha Oaze», «mpeo0pa3oBaTh», «PEOPraHU30BaTHY, «UCKIIOUUTH W3,
«JIMKBUAUPOBATH» U T.II.

5.7.8. Bce maHHbIE MO MCTOPHH YUPEKICHUS MPHBOIATCS C 00S3aTEIbHBIMU
CCBUIKAMM HA COOTBETCTBYIOLIUE JOKYMEHTHI.

5.7.9. Eciin opranmu3anus sSBISETCA ACUCTBYIOLICH, CBEIECHUS 110 €€ UCTOPUH B
MCTOPHAYECKOM CIIPABKE JOJDKHBI OXBATHIBATH TOT )K€ XPOHOJOTHYECKHUIA NEPUOJ, YTO
M ONUCU JENI TIOCTOSHHOIO XPAaHEHHWs, COIIACOBAHHBIE M yTBepxAcHHBIE DI IK
Komurera no nenam 3AI'C u apxuBoB PecriyOnmkn Anraid.

5.7.10. Ecii uCTOpUYECKAss CIPAaBKa COCTABISAECTCS HA YIPA3AHECHHYHO WIIH
JVKBAIUPOBAHHYIO OPraHU3aluio, TO B CBEACHUAX O UCTOpHH (HoHI000pa3zoBaTes
VKa3bIBACTCH BECh MEPUO €€ ACATENBHOCTA HE3ABUCUMO OT TOT0, 32 KaKOW Mepruoa
JOKYMEHTBI ITPEACTABIICHBI B OITUCH.

5.7.11. Ceenenuss Mo MCTOPUM OPraHU3alMU M3JArarOTCs B HMCTOPUYECKOM
CIPABKE B XPOHOJIOTUYECKOMN MOCIEA0BATEIEHOCTH.

57.12. Ecnu wucropuuyeckas CHOpaBKa COCTABISETCS HA OOBEIUHEHHBIM
apxuBHbIA (DOHA, TO CBEACHHMS MO MCTOpUM Bcex (PoHI000pazoBarenci AaroTCs
OTZENBHO IO KAKAO0W OpPraHu3alu.

5.8. Hcropus (poHIA TOMKHA COAEPKATh CIICAYIOIINE CBEACHMSI:

— KOJIMYECTBO eI B (POH/E;

— KpaiiHue AaThl TOKyMEHTOB (POHA,

— HAMMEHOBAHWE OPraHU3ALMM, IEPEAABLIEH JOKYMEHTHI HA TOCYIAPCTBEHHOE
XPAHEHHE,

— CBEIACHUS O TMPOBEACHHBIX B AaPXUBE MEPONPUATHAX [0 ONKUCAHUIO
JOKYMEHTOB, MO MEPEPAOdOTKE WM YCOBEPIICHCTBOBAHWIO OMHUCEH, KOMIUICKCHOM
LENEBOM HKCNEPTU3E LEHHOCTM JOKYMEHTOB C YKA3aHMEM MPUYMH, BBI3BABIINX

HGO6XOI[I/IMOCTB ITHUX pa60T M 14T uX OCYHICCTBJICHUA.



31

5.9. Ipu uznoskeHun uctopun PoHaa HEOOXOIUMO UMETH B BUAY CIIEAYIOLIEE:

5.9.1. KpaitnumMu paramu AOKyMeHTOB (oHaa OyayT aaThl ACSITEIbHOCTH
OpPraHM3AlAN: €€ CO3AAHUS U YITPA3JHEHUS (JTMKBHIALHN ).

Ecnu opranuzanus neicTBYIOLIAsl, UM JOKYMEHTHI (JOHA COXPAHUIUCh HE 3a
BECb  MEpUOA  JesaTenbHOCTH  (poHgooOpazoBarens, JuOO  BBIXOAAT 34
XPOHOJIOTUYECKHE PAMKU €ro JESTEIbHOCTH, TO KpalHUMU JaTaMu JTOKYMEHTOB
(donma OyayT rofAbl, 38 KOTOPbIC UMEKOTCS IOKYMEHTHI.

5.9.2. XpOHOJIOTUYECKUMHU TpaHUIlaMU OOBEAMHEHHOTO apXWBHOrO (oHAa
Oyayt pnatbl oOpazoBaHMs HauOoJiee paHHEH, MO BPEMEHU BO3HUKHOBEHMS,
OpraHu3aliy 1 JIMKBU ALY MOCIAEAHEN U3 HUX;

5.9.3. Ecnu ¢oun sBasercss 0ObEIUHEHHBIM, TO B MCTOPUYECKON CIpaBKe
OPUBOAUTCS OOOCHOBAHUE €ro CO3JaHMsl W YKA3bIBACTCs MPHUCBOCHHOE €MY
HAMMEHOBAHMUE.

594. Ecnm paHee NOpUHUMAIOCH peuieHrWe O  (QOHAMPOBAHWUU B
rOCyJJapCTBEHHOM apXMBE WJIM APXMBHOM OTJAEJIE€ MYHUIMNAILHOTO 00pa30BaHUsl, TO
B UCTOPUYECKOW CIpPABKE M3JIaracTcs JAHHOE PEIICHUE CO CChUIKOW HA MPOTOKOJI
OIK.

5.10. B xapakTepucTuke TOKyMEHTOB (POHIA OTPAKACTCA:

— OCHOBHO#M COCTaB TIOKYMEHTOB, BOLIEALINX B OMUCh, U X TOJHOTA;

— MEPEeYeHb CTPYKTYPHBIX TMOAPA3ACACHUNA B ACTOMPOU3BOJCTBE KOTOPBIX
OTJIOKUINCH JOKYMEHTHI MOCTOSHHOT'O XPaHEHUS;

— CBEJICHUS O HAJIMYUM JOKYMEHTOB, BBIXOISANIMX 32 XPOHOJOTMUYECKUE
rpaHuiel GoHAaa,

— CTEMEHb COXPAHHOCTH U (PU3NYECKOE COCTOSIHUE TOKYMEHTOB;

— HaJIMYKME U MECTO XPAHEHUS TOKYMEHTOB MO JIMYHOMY COCTaBY;

— HaJIMYKME JOKYMEHTOB, OTHOCSAUIMXCS K TPOQUIIIO JaHHOTO (POHAA, B COCTAaBE
Apyrux (OHIOB apXuBa, ¢ YKa3aHUEM UX Ha3BaHWI U HOMEPOB,;

— CBEJICHUS O HAJIMYMM JTOKYMEHTOB Ipyrux (hoHmooOpazoBaTencii (ecim 31O

CJIO’KHITOCH HICTOPUYECKH M U3BIATHE UX HELENECO00Pa3HO);,
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— HaJM4Me JOKYMEHTOB (OHOA B JPYIrUX TOCYAAPCTBEHHBIX apxuBax,
OuOIMoTEKAX, My3€sX, C YKA3aHUEM MECTA XPAaHECHHUS U JAaT JOKYMEHTOB,

— BO3MOYKHOCTbh MCIOJIb30BaHUs JOKYMEHTOB (POHAA (B KAKUX LENSX);

— COCTaB HAy4YHO-CIPABOYHOIO anmnapara K (oHy.

5.11. Tlpy M3N0KEHUU XAPAKTCPUCTHKM IOKYMEHTOB (OHIAa HEOOXOAUMO
MMETH B BUJY CIIEYIOLLIEE:

5.11.1. B cnyyae HENOJHOTHI JOKYMEHTOB (OHIA YKA3bIBAIOTCA MPUUYHHBI
OTCYTCTBHs (yTpaTbl) JOKYMEHTOB, HMX COCTaB IO OCHOBHBIM KaTE€roOpusM C
YKa3aHUEM KpailHUX AaT JaHHBIX (TOJ0B), U3J1araroTcs Pe3yJIbTaThl UX PO3BICKA,

5.11.2. Ecim [OKYMEHTBI BBIXOJAT 3@ XPOHOJOTMYECKME TpaHulbl (HoHAa,
OPUBOIUTCS 0OOCHOBAHHOE J0KA3aTEIbCTBO BKIIFOUEHUS 3THX JOKYMEHTOB B COCTAB
doHaa;

5.11.3. CBeacHusi O HAy4YHO-CIIPABOYHOM ammapare K (POHAY OTPakaroT
HOMEPA ¥ HA3BaHUS BCEX OMMCEH €N (POHIA, XPOHOJIOTHYECKHAE PAMKA BKJIFOUECHHBIX
B HUX JOKYMEHTOB, IPYTHE BUIbl HAYYHO-CITPABOYHOIO anmnapara.

5.12. Tlpu CcOCTaBICHMHA HMCTOPUYECKOW CIPAaBKH HA OOBEIAMHEHHBIA (QOHI B
HEM M3JIararoTcs CBEACHUS M0 UCTOPUXA OOBEAMHEHHOTO (POHA B LIETIOM.

5.13. UcTtopuyeckne CipaBKyA COCTABIISIFOTCSA B COOTBETCTBHU C U3JIOKEHHBIMH
TpeOOBAHUSAMU HE3ABUCUMO OT KaTeropuu (HPOHIOB.

5.14. B ciiydae BBISBICHUS HOBBIX JaHHBIX N0 HCTOpHX (HPOHI00OpA3oBaTens u
ucTopun  (PoHIa, COCTABISACTCA JAOMOJHEHWE K HMCTOPHYECKOH CIpaBKEe B
COOTBETCTBUM C U3JIOKEHHBIMH TPEOOBAHUSMMU.

5.15. Tlpn ytBepxaenun OIIK Komurera mo nenam 3AI'C u apxuBOB
PecnyOnukn AnTaii HOBBIX TOAOBBIX Pa3/EiOB ONMUCEH 00s3aTENLHO MPEACTABISIETCS
«/lonoTHEHnEe K UCTOPUYECKOHM CIpaBKe». JIOMOJHEHUE K MCTOPUYECKOW CIPaBKe
cocTaBnsieTcss K (POHAY OpraHu3anu, HE3aBUCUMO OT TOrO, KAKUE JIOKYMEHTBI
BKJIFOUEHBI B OMUCh (YUPEKICHUS B LIEJIOM WJIM KaKOW-THOO0 €ro CTPYKTYPHOH 4acTh).
JIOTIOJTHEHUE K UCTOPUYECKON CHPABKE COCTABISAETCS B COOTBETCTBUM C IYHKTAMHM
5.3.-5.14. nacrosmux IIpaBun 3a TOT MEPUOA, K KOTOPOMY OTHOCATCS JOKYMEHTBI,

BHECEHHEIC B COOTBCTCTBYIOIIUC I'OJAOBBIC PA3ACIIbL.
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Ecnu 3a naHHOE BpeMsi HE MPOM3OLIIO KAKUX-TUOO M3MEHECHWH, B TOM YMCIIE
CMEHBI PYKOBOJMTEIS, U3MEHECHUI B CTPYKType, B HCTOpUM (POHI000pa3oBares u
ero ()oHJa, 3TO OrOBAPUBAETCS B JIOMOJHEHUH K HCTOPAYECKO CITPaBKe.

5.16. Ilpu mOCTYyIJIEHWH NOKYMEHTOB M OIKCEH ACNI HA TOCYAAPCTBEHHOE
XPAHEHHUE, BMECTE C HUMU MOCTYIAKOT COOTBETCTBYIOIIAE UM UCTOPUUYECKUE CIIPABKH
Y JIOTIOJIHEHUS K HUM.

5.17. Uctopudeckue cpaBK U JOMOJHEHHUS K HUM, COCTABJICHHBIE HA (POH/IBI,
HaxXOAAIIMECSs Ha TOCYNapCTBEHHOM XPAaHCHWH, MOMEHIArOTCS B Aena (POHOOB.
Hcropuyeckue CnpaBKH, COCTABICHHBIE HAa (OHIBI, JOKYMEHTBI KOTOPBIX HE
MOCTYIAJIM HAa TOCYJAPCTBEHHOE XPAHEHUE, XPAHATCA BMECTE C KOHTPOJIBHBIM
SK3EMILIIPOM OMMCEH (MJIM UX TOJAOBBIX pa3aeiioB), yTeepxkacHHbIX DK Komurera
no nenam 3AT'C u apxuBoB PecnyOnmuku Anraid.

5.18. Ucropuueckas crnpaBka//|0NOTHEHNE K MCTOPUYECKON CIPABKE MMEET
CaMOCTOSTENBHYI0 HYMEPALMIO JINCTOB, HOMEPA MPOCTABIISIKOTCS BBEPXY JIMCTA TI0
€ro LEHTPY Ha paccTosHur 10 MM OT BEPXHErO Kpas, MpPW 3TOM HA NMEPBOM JIUCTE
HOMEDP JIMCTA HE CTABUTCS.

5.19. Hcropuyeckas cnpaBka/JlOMOJIHEHWE K MCTOPUYECKOH  CIPABKE
oopmIIIETCS B TPaHUL[AX TEKCTOBOTO TOJIA:

30 MM — JIEBOE;

10 MM — nipaBoe;

20 MM — BEpXHEE,

20 MM — HIDKHEE.

5.20. Tekct McTopuueckas cnpaBka//[onOTHEHNE K UCTOPUYECKON CIPABKE K
onucHu odopMmisieTcs ¢ ucnojp3oBanveM mpudra Times New Roman pazmepom Ne
14, uepes 1,5 MEKCTPOUHBII MHTEPBAI, ¢ a03alHBIM OTCTYNOM — 1,25 cM.

5.21. B 3aronoBke Bux apokymenra MCTOPHUYECKASA CIIPABKA wmm
JIOTTIOJJHEHUE K MCTOPUYECKOM CITPABKE neuaraercss MPOMHCHBIMH

OyKBaMH, BBLACTSAETCS MOMY>KUPHBIM IPUPTOM, HEHTPUPYETCS IO LIUPUHE.
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5.22. Homep ¢oHIa neyaTaeTcs Ha CIAEAYIOUICH CTPOKE MOCE BUIA JOKYMEHTA
CTPOYHBIMM OYKBAMH, BBIACISACTCS NOJY>KUPHBIM MPUPTOM, LEHTPUPYETCS MO
HIMPUHE.

5.23. Hazeanue ¢GoHmo00pazoBaress nevaTacTcs Ha CASAYIOIICH CTPOKE MOce
HOMepa (oHAA CTPOUYHBIMM OYKBaMH, BBIICHSAETCS TMOMYXUPHBIM — IIPUPTOM,
LEHTPUPYETCA MO WHUPUHE. B 3arooBKe yKa3bIBACTCS MOCIEAHEE MMOTHOE HA3BAHUE
(dhonmo00pazoBaress.

Hampumep:

NCTOPUYECKAA CITPABKA
K pouay Ne P-43
MunucrepcerBo ¢punancos PecnyOuuku Adarai

5.24. B koHue Mcrtoprueckas cnpaBka/JlOMOJIHEHNE K HCTOPUYECKOM CIPaBKU
MOANKCHIBACTCS COCTABUTEIIEM C YKA3aHUEM JTOJKHOCTH U IATHI COCTABIICHHSI.

PexBuzuthl J[onocnocme  cocmasumens, /lama JTOJKHBL OQOPMIISATECS OT
JIEBOM TpaHUIbl TEKCTOBOIO MOJist 0€3 a03aIHOTO OTCTYIA.

PacimmpoBka mnoanucu B pekBU3MTE [loonuce cocmasumeis  NOJKHA
pacnonararbCsi Ha YpPOBHE TMOCHEAHEH CTPOKA HAMMEHOBAHMS JOJLKHOCTH
COCTaBUTENSI C OJMHAPHBIM C NOPOOEITIOM MEXKAY HWHULOMATIaMU W (HaMUIACH.
[Tocnennsis OykBa B paciM(PpOBKE MOAMMCH JOOJKHA OTPAaHMYMBATHCS MPABBIM

IMOJICM.

JIOJIDKHOCTB COCTABHUTENIS N.O. ®amunus
(TO/IIHUCh)

Jlara

6. POPMHNPOBAHUE U NTEPE®@OPMUPOBAHUE JIEJ
6.1. ®opMupOBaHKE U XPAaHEHUE AEIT 10 MEPEAAYN UX B BEAOMCTBEHHBIN apXUB
6.1.1. B coorBerctBuM ¢ TpeOoBaHusMu [lpaBun aenonpou3BOACTBA B
rOCY/IApCTBEHHBIX OPraHax, OpPraHax MECTHOTO CaMOYNpPaBJEHUsS (YTBEPKIACHHBIX
npukazom @OenepanbHOro apxuBHOro areHrcrBa oT 22 mas 2019 roma Ne 71)

(OopMUPOBAHUE U XPAHCHHE JE]T MOCTOSHHOTO XPAHECHUS U MO JIMYHOMY COCTaBy 0
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nepefayd  HWX B BEJOMCTBEHHBIM  apXHWB  OCYIIECTBISETCS  CTPYKTYPHBIM
nojapazaencHueM u/unu Ciy>k00i nenonpounspoacts OpraHa/Opranu3aluu.
6.2. OcHOBHBIE TpeOOBaHUS K (POPMUPOBAHUIO JIEN

6.2.1. Ilpu mNpOBEACHUM TPYNNUPOBKH JOKYMEHTOB B Jela CIEAYET
PYKOBOJACTBOBAThCS HOMEHKJIATypoi nenn Oprana/OpraHu3anuy, TpA €€ OTCYTCTBAA
— TIPUMEPHOW HOMEHKJIATYpPOW [J€1 OJHOPOMHBIX OpraHu3alnii, THIIOBBEIMHU
OTPACIEBBIM MEPEUHEM.

6.2.2. Ilpu (popMUpOBAHKMH €N JOIHKHBI COOIFOAATHCS CIECAYIOIINE MPaBUIa;

— B JIEN0 BKIIFOYAKOTCS HCIOIHEHHBIE AOKYMEHTBI, COOTBETCTBYIOLIME 10
CBOEMY COJEPKAHUIO 3ar0JI0BKY JI€N1A [0 HOMEHKJIATYPE JE,

— NPUJIOKECHHS BKIKOYAKOTCA B JIEJI0 BMECTE C OCHOBHBIM JIOKYMEHTOM
(mpunoxeHus: 00beMOM CBbIIE 150 JTMCTOB MOTYT BBIACHATHCS B OTACIBHBIA TOM
Jena);

— B JEJI0 BKIKOYAKOTCA JOKYMEHTBI OJHOrO0 KAJICHJAPHOTO TOJa, 3a
UCKITIOYCHUEM MEPEXOA[IIUX [T, CYACOHBIX AEIT, IMYHBIX AT,

— JTOKYMEHTBI TOCTOSSHHOTO M BPEMEHHBIX CPOKOB XPaHECHHsI TPYNIAPYIOTCS B
JIeJ1a Pa3AEIIbHO;

— B JIEJIO BKIIFOYAETCA MO OJHOMY JK3EMIUISAPY KOKAOTO JOKYMEHTA,

— (QakcorpaMmsbl, TeJIECrpPaMMBbl, Tele(POHOrpaMMbl MOMEIIAOTCA B JAena ¢
[IEPETTUCKON;

— B JEJI0 MOMEIIAKTCA TOKYMEHTHI MPABWJIBHO U MOJTHOCTBIO O(POPMIIEHHBIC
(TOKYMEHTBI JIOJKHBI UIMETh AATy, MOAMKACH U APYTUE HEOOXOANUMBIE PEKBU3HUTHI ),

— B JIEN0 HE BKJIKYAKOTCA JOKYMEHTBI, IOUICKAIUME BO3BpATy, JIMLIHUE
SK3EMILISPBI 1 YEPHOBHKH (32 HCKIIFOUEHUEM 0CO00 LICHHBIX ),

— 1o 00beMyY JEN0, BKJIKOYAKOIMICE JOKYMEHTHI HA OyMa)KHOM HOCHTENE, HE
JOJDKHO TpeBblIarth 250 JIMCTOB NpH TONLIMHE HE Oosice 4 cM (TOJMIIMHA €N CO
cpokamu xpaHeHus a0 10 yer He nospkHa npeBbimark 10 cm). [lpu npeBbliieHnn

JAHHOTO O00BbEMA 3aBOJUTCS BTOPOM M mocnieayromue toma. [lpu Hamuuuu B jaene
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HECKOJIBKAX TOMOB, MHACKC M 3aroJOBOK J€Na MPOCTABISAIOTCA HA KOKIOM TOME C
no0aBjieHuEM 0003HAUYCHHSI HOMEPA TOMA U, TPU HEOOXOIMMOCTH, 3arojIOBKa TOMA,

— JIOKYMEHTBI BHYTPH JI€la PACHOJIAraroTcsl B XPOHOJIOTMYECKOHN (CBEPXY
BHU3), BOMPOCHO-JIOTHYECKOH MOCIEI0BATEIbHOCTH UM UX COYETAHHH.

6.2.3. IIpaBOBBIE aKTHI, PACTIOPSAUTENBHBIE TOKYMEHTHI TPYNIIUPYIOTCS B €A
10 BUAAM M XPOHOJIOTHH C OTHOCSALUMUCS K HAM MTPUIIOKEHUSMH.

6.2.4. JIOKYMEHTB — OCHOBaHMS K pPaCHOPAIMTENBHBIM JOKYMEHTAM
BKJIOYAKOTCS B OTACIILHOE JIETIO.

6.2.5. IIpOTOKOJIBI B A€JI€ PACHOJIArarOTCA B XPOHOJOTMYECKOM TOPSAKE U TI0
HOMEPAM.

6.2.6. JIOKyMEHTHI K 3ac€aHusIM (COBCLIAHUSIM ) TPYIIIUPYIOTCS B OTACIBLHOE
JIEJI0, €CJIA KOJIMYECTBO JIMCTOB B JIEJIE€ C NMPOTOKOJAMHU U NMPWIOKECHUSAMU K HAM HE
npeBelmact 250 JImcToB.

6.2.7. JIOKyMEHTBl K NPOTOKOJIAM, €CJIM OHW CrPYIIIAPOBAHBI B OTHAEIBHBIC
JIENNa, CUCTEMATU3UPYIOTCA BHYTPU JEJIa 1O XPOHOJOTMM M TOPSIIKY HOMEPOB
IIPOTOKOJIOB.

6.2.8.  HopmaruBHBIE  aKTBl,  YTBEP)KIACHHBIE  PACHNOPAAUTEIbHBIMHU
JNOKYMEHTAMH, SBJISIOTCA NMPUIIOKCHUSIMH K HAM M BKJIIOYAKOTCA B JEIIO BMECTE C
VKa3aHHBIMHA TOKYMEHTaMHU.

6.2.9. 110CTaHOBJICHUs, PEIICHUS, NPHUKA3bl, PACIMOPSHKEHHS IO OCHOBHOM
JEATENBHOCTA TPYNIUPYIOTCS OTACIBHO OT MPUKA30B, PACIOPSHKEHUI MO JIMYHOMY
COCTaBy MW TMPHUKA30B, PACIOPsHKEHUH 10 aAMHUHUCTPATABHO-XO3SIMCTBEHHOM
NEATENBHOCTH.

6.2.10. [Tpukassbl, pacCnOps>KEHUS 10 JIMYHOMY COCTaBY (POPMUPYIOTCS B J€a B
COOTBETCTBUM CO CPOKAMU XPaAHEHUSI.

6.2.11. JIOKyMEHTBl B JMYHBIX JEJIAX PaACHOJIAratoTCs B XPOHOJOTMYECKOM
MOPSJKE 10 MEPE UX MOCTYIICHHUS.

6.2.12. IInanHsl, OTYETHI, CMETHI TPYNIUPYIOTCS OTACIBHO OT PACYETOB K HUM.
[Inanel ¥ OTYETHI TPYIIIMPYIOTCSA B JIEJA TOTO rOAd, K KOTOPOMY OHU OTHOCSTCS TIO

CBOEMY COACPIKAHWIO, HE3aBUCUMO OT BPEMEHUM WX COCTaBjicHUs. [lnaHebl,
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PACCUMTAHHBIE HA HECKOJIBKO JIET, (DOPMHUPYIOTCS B J€JIa N0 HAYAILHOMY TOOY WX
JNCUCTBHS, OTYETHI O BBHIMOJIHCHWM TAKUX IUIAHOB (OPMHUPYIOTCS B Jeia MO
MOCJIETHEMY TOAY ACHCTBHS IIAHA.

6.2.13. JIokyMeHTbI HHPOPMALIMOHHOTO XapaKTePa MO UCMOJHEHUIO TPABOBOIO
akta Poccuiickoii denepanmu wimm cyObekta Poccuiickoit denepanuu (CrpaBKH,
OTYETHI), HAXOASIIEMYCSI HA KOHTPOJE, MOJMIMBAKOTCI B 3aBEACHHOE HA 3TOT aKT
neno. B ocimydae eciiMm Ha MpPaBOBOM aKT JAENO HE 3aBOJMIIOCH, TO JOKYMEHTBI
MOALIMBAKOTCA B AEJIO C EPEMMUCKON MOCTOSHHOTO XPAHEHUS 34 TEKYIIUA 0.

6.2.14. TTopyuenus [Ipe3unenra Poccuiickoi denepanui U JOKYMEHTHI IO UX
VCIIOJTHEHUIO COCTABJISIFOT €AMHBIN KOMIUIEKC JOKYMEHTOB U (POPMHUPYIOTCS B €A B
XPOHOJIOTHYECKOM MOPSAIKE MO AATAM OTBETOB.

6.2.15. llepenmcka rpynmupyercs B JAeda MO TEMaTUKE  W/HIA
KOPPECIIOHAEHTAM M CUCTEMATU3UPYETCA B XPOHOJOTMYECKOM MOCIEN0BATENBHOCTH:
JIOKYMEHT-OTBET MOMEMIAETCS 3a JOKYMEHTOM-MPOCKOOH (00paleHueEM, 3apocoM ).
[Ipn BO30OHOBIICHMM NEPENUCKA MO ONPEACICHHOMY BOIMPOCY, HayaBLICHCS B
NPEABIAYIIEM TOAY, JOKYMEHTBI BKIIFOUAKOTCS B JEJN0 TEKYLIETO roja ¢ yKa3aHuem
MHJEKCA JIeNa MPEABIIYILETO roAa.

6.2.16. Ilpu HeOONBIIOM OOBEME JTOKYMEHTOB OJHOTO BHJAA, B Cllydae
OPOBCACHUS YIOPSAOUYECHHs JOKYMEHTOB 32 HECKOJIBKO JIET, TOKYMEHTBI MOTYT OBITh
chOpMUPOBAaHBI B €10 N0 BHIAM JOKYMEHTOB B MpeAciaX HECKOJIBKHX
KAJICHIAPHBIX JIET.

Hanpumep:

Ipuxaszer eenepaivroco oupexmopa no jauuromy cocmasy 3a 2001-2003 2001

6.2.17. JokyMeHThI (POPMHUPYIOTCS B JIENA MO CACAYIOIUM MPU3HAKAM:

6.2.17.1. HomunaneHeiii. OCHOBaHMEM [UIsi TPYNIHAPOBKU CIY>KAT BHJ
JOKYMEHTa (MPUKAa3bl, PaCHOPSHKEHUS, MPOTOKOJIBI, IITATHBIC PACHUCAHMS, TUIAHBL,
OTYETHI U 1IP. ),

6.2.17.2. ABtopckuii. B gene rpynmupyroTcs OOKYMEHTBHI OJHOTO aBTOpA

(Oprana/OpraHuszanum ).
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Hanpumep:
Ipuxasel, ykazanus, peuteHus Kouiecuu
Komumema no oenam 3AI'C u apxusos Pecnybiuku Anmaii

6.2.17.3.  IlpeameTHO-BOMPOCHBIA  (TemMatmyeckuii). OcCHOBaHWE IS
IPYNIUPOBKU — €IMHCTBO TEMBI IOKYMEHTOB.

Hanpumep:

Jlokymenmur no nposeoenuio Koiecuu
Komumema no oenam 3AI'C u apxusos Pecnybiuku Anmaii
(niamel, omuemsi, CNPAGKYU, UHGoOpMayuu u op.)

6.2.17.4. KoppecnonneHTckuii. Cay>KWT JUisi TPYNIHPOBKHA NEPENUCKH C
OJIHAM WJIU TPYNIONA KOPPECTIOHAEHTOB.

Hampumep:

Ilepenucka ¢ Munucmepcmeom yugposoeo pazeumust Pecnybauxku Anmaii no

gonpocam npopuibHol OesimebHOCmU

[Tpn GopmupoBaHUM €T JaHHBIHA MPU3HAK UCIOIB3YETCS PEAKO (B OCHOBHOM
B COBOKYITHOCTH C APYTUMHU NPA3HAKAMMN ).

6.2.17.5. T'eorpaduueckuii. Ilpeanonaract o0OBEIAMHEHWE B OJHOM [IEJE
HECKOJIBKUX KOPPECIIOHAEHTOB, HAXOJSIIMXCS HA ONPEIEICHHON TEPPUTOPUH.

6.2.17.6. AndasutHslii. Ucnonb3yeTcs npu GOPMUPOBAHUMN JEN MO TUYHOMY
COCTaBy (JIMYHBIC [EJIa, JTUYHBIE KAPTOUKH, JULECBBIC cueta W Ap.). OKyMEHTHI
CUCTEMATHU3UPYIOTCS B CTPOroM aja()aBUTHOM TMOPAAKEe (paMunuii wim Ha3BaHWH
BILJIOTh JIO OCTETHEN OYKBHI CJIOBA.

6.2.17.7. Xpononoruueckuid. Ciry>KUT IJIs1 TPYNIIAPOBKU B JI€Ja TOKYMEHTOB
3a KaKoH-11M00 XPOHOJIOTHYECKUH TIEPUOI.

6.2.18. Yame BCEro MNPUMEHSETCA COYETAHUE HECKOJIBKMX NPU3HAKOB
IPYNIHAPOBKK TOKYMEHTOB B JIENIA, YTO €T BO3MOXHOCTh MTy0>Ke PACKPBITh COCTAB
U COICP)KaHWME JOKYMEHTOB, YETKO C(OpMYyIMpoBaTh 3arojioBkH nen. Tak,

PacCTOPSIINTENBHBIE TOKYMEHTHI (ITPUKA3bl, PACIOPSDKEHUS. U 1P.) TPYNIIUPYIOTCA B
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JENO0 MO  HECKOINbKAM  NPHU3HAKAM:  HOMMHAQJIBHOMY,  aBTOPCKOMY U
XPOHOJIOTUYECKOMY.

Hanpumep:

Pacnopsioicenus NeNe [-200 no ocrnoenoii oessmenvrocmu 3a 2019 200

6.2.19. 1InaHOBO-OTYETHBIE JOKYMEHTBl MOIYT TPYyNOUPOBATBCS MO
HOMUHAJIBHOMY, aBTOPCKOMY, TPEAMETHO-BONPOCHOMY M XPOHOJOTMYECKAM
MIPU3HAKAM.

Hampumep:

['o0osas cmema pacxoooe Munucmepcemea na 2019200, I'o0o6oii omyem
YApaesienus KyJIvmypbi 0 NPOGeOeHUU KYIbypHO-NPOCEGemMUmenbHol pabomul 3d
2019 200

6.2.20. Ilepenucka Trpynnupyercs IO HOMUHAIBHOMY, MPEAMETHO-
BOMPOCHOMY, KOPPECTIOHACHTCKOMY WJIM reorpauuecKoMy MpU3HAKaM.

6.2.21. Jluuesrie cueta GOPMUPYIOTCA MO XPOHOIOTHYECKOMY M all(paBUTHOMY
(mo andapury pamumii pabOTHUKOB) TPU3HAKAM.

6.3. @OpMUPOBAHUE OTAECIBHBIX KATETOPUI JEN MOCTOSIHHOTO XPAHEHUS

6.3.1. [Tonoxxenus, YcraBel Oprana/Opranuzanuu popMUPYIOTCS B OTACIBHBIE
JIeNla 10 TOAY YTBEPXKACHUS WIA PErUCTpalmy. Tak KaK TOJIMHHBIE SK3EMIUISPBI
YKa3aHHBIX JTOKYMEHTOB MOTYT XPaHUTHCA B (POHOAX BBIMICCTOSIIMX OPraHU3ALMiA,
VTIBEP)KAAIOLIMX HUX, B PETUCTPUPYIOIMX OpPraHax B JEJO MOMELIAOTCS 3aBEPCHHBIE
KOIIMU JOKYMEHTOB, YTO OTPAKACTCS B 3ar0JIOBKE K JIEIY.

6.3.2. [TonoxeHus 0 CTPYKTYPHBIX NOAPA3ACICHUSIX U TUTIOBBIE TOJKHOCTHBIE
WHCTPYKIMHU pabOTHUKOB (POPMHUPYIOTCS B OTIAENBHBIE IENIa B IPEACIAX roJa B Cayvae
VIBEP)KIEHUST ~ MX  HENOCPEACTBEHHO  PYKOBOAMTENIEM  —  IPOCTABICHUEM
COOCTBEHHOPYYHOI moanucu B rpude yTBEpKAcHUs. B ciaydac yTBEp)KIOCHMS HX
PACTIOPSAUTENILHBIMA JOKYMEHTAMM, SIBIISIFOTCS MTPAJIOXKEHASMU K HUM W BKITFOYAKOTCS B
JIETI0 BMECTE C YKA3aHHBIMU JOKYMEHTAMU.

6.3.3. MHmuBHIyanbHBIE JOJDKHOCTHBIE WHCTPYKLMM BKIIFOYAKOTCS B JIMYHBIE

neia pabOTHUKOB.
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6.3.4. PacnopsaMTenbHble JTOKYMEHTHI (TIOCTAHOBIICHHS, PACMOPSHKECHUS,
NPUKa3bl) TPYNIUPYIOTCA B JA€NA MO BHAAM M XPOHOJOIMM C OTHOCSIOUMHUCS K HHAM
MTPUATIOKEHUSMU

— IIPUKA3BI 10 OCHOBHOM ACATENBHOCTH,

— IPUKA3BI 110 TMYHOMY COCTaBY;

— IPUKA3BI 110 AAMUHUCTPATUBHO-XO3AMCTBEHHBIM BOIIPOCAM.

6.3.5. B cimyuae ecmu B penonpom3BoiacTee Oprana/Opranu3anuy MPHKAskl,
PaCIOPSDKEHUS 110 OCHOBHOM, aMUHUCTPATUBHO-XO3AWCTBEHHON IEATEIIBHOCTA W TI0
JIMYHOMY COCTaBY W3JAHBI C €IMHOM BAJIOBOM HYMEPALMEN, MIPOU3BOAUTCS BBIIEICHUE
W3 Je]l IPUKA30B M0 aJIMUHMCTPATUBHO-XO3ACTBEHHBIM BOIIPOCAM M IO JITYHOMY
cocTaBy C (POPMHPOBAHUEM OTIEIBHBIX e O BBIACICHUE YKA3aHHBIX TOKYMEHTOB M3
J€JT YKA3bIBACTCS B IIPEIUCIIOBUH K OTIMCH.

6.3.6. K npukazam 1o agMUHHACTPATUBHO-XO3SUCTBEHHBIM BOIPOCAM OTHOCSTCS:
NPUKa3bl O MEpPEHOce padoyuero AHs, 0 PadoTe B MPA3JHUYHBIC W BBIXOJHBIC THH, 00
W3MEHCHUH PEKMa padoThI, O MPOBEICHAN HHBEHTAPU3ALMH U JP.

6.3.7. Ecmu KONMMYECTBO TPUKA30B (PacnopsbKEHWi) MO aJMUHUCTPATHUBHO-
XO3ACTBEHHBIM BONPOCAM HE3HAUMTEIIBHO, MX BBIIETICHUE MOXKHO HE MPOBOAUTE.

6.3.8. B Hekoropeix Oprasv3anmsx TMpaBO W3JAHUAS  PACIOPSAUTENBHBIX
JOKYMEHTOB UMEET HECKOJIBKO TOJKHOCTHBIX JIML (TEHEPAIBHBIA JUPEKTOP, TJIABHBIN
WHXKEHED).

6.3.9. Ecim pacnopsauTeNbHble AOKYMEHTBI OOHOTO BHJIA, TMOJNUCAHHBIE
HECKOJIBKAMH JTOJDKHOCTHBIMHU JIMLIAMH, U31aBAJIUCEH C €AMHON BAJIOBOW HyMEpPALUEH, TO
OHU (POPMUPYIOTCS B OJTHO JIENIO.

6.3.10. B cnyyac wm3naHus pPaCHoOPSAMTENIBHBIX JOKYMEHTOB OJHOIO BHA,
MOJNUCAHHBIX HECKOJIbKAMHU JIOJDKHOCTHBIMM JIMLIAMHM, C OTHEIIBHOH HyMmepanuen
JOKYMEHTOB, (POPMHUPYIOTCS OTIEITBHBIC JIENA C PACHOPSAUTENBHBIMU JOKYMEHTAMH 110
ABTOPCKOMY IPU3HAKY.

6.3.11. B HCKIIOYHATENBHBIX  CIOy4YasX €ClId B JICJIONPOU3BOACTBE

Oprana/Opranu3aui  pacopsiIMTENBHBIM JOKYMEHTAM Pa3HbIX BUAOB (NPUKAa3bl U
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PacnoOpsDKEHUs) MPUCBOCHA €MHAS BAJIOBask Hymepauus, TO UX (POpMHUPYIOT B OJTHO
JIEII0, O YEM OTMEYAETCS B IPEIUCIIOBHN.

6.3.12. Ecnu opraHaMy MCHIOJIHUTENIBHOW BIIACTH M3JAKOTCS PACTIOPSIIUTENILHBIE
JOKYMEHTBI 10 PA3JIMYHBIM HANPABICHUASM JEATEIIBHOCTH C OTACIBHOM Hymepanuen
JOKYMEHTOB, TO (DOPMHPYIOTCSI OTHENBHBIE [JI€Nla MO KaKAOMY HAMPABICHUIO
JEATCIIBHOCTH.

6.3.13. PacnopsauTeNbHbIe  TOKYMEHTBHI  BBIIECTOSAIIMX  OpPraHU3aLvi,
OTHOCsIMECs K jesrenbHocT  OpraHa/OpraHu3aliy, BCECTOPOHHE M MOJHO
OTPAXKAKIIME JIEATEIIBHOCTh, (POPMHUPYIOTCS B OTACTABHOE €O TMOCTOSIHHOTO
XPaHECHUSL.

6.3.14. VYcraBel, MNOJOXKEHHs, WHCTPYKLUMM, PEIIAMEHTBI,  IITATHBIC
pacnvcaHuss M JAPYTME€  JOKYMEHTBI,  YTBEP)KICHHBIE  PACIOPAAUTEILHBIMA
JNOKYMEHTAMH, SIBISIFOTCA TNPWIOKEHUSMM K HUM W TPYNIHAPYROTCA BMECTE C
YKa3aHHBIMU JJOKYMEHTAMU.

Ecimm k€ OHM yTBEP)KIEHBI B KAQUECTBE CAMOCTOSTEINBHOIO JIOKYMEHTA, TO WX
IPYIITUPYIOT B CAMOCTOSTENBHBIE JIE7IA B COOTBETCTBUAM C MHACKCOM JIENA, YKA3aHHOTO B
HOMEHKJIATyPE JEIL.

6.3.15. Ilopyuenus ['naBel Peciyonukn Anraid, [Ipencenarens [IpaButenbcTpa
PecniyOnukn  Anraii, 3amectuteneii [lpencenarens IlpaBurensctBa PecnyOnukum
AJnTaii, OpraHoB MCIOJIHUTENBHONU BracTh PecnyOnukum AnTtail u JOKYMEHTHI MO KX
VCTIONIHEHUIO TPYIIIAPYIOTCS B AEN1A B MOPSIAKE BO3PACTAHKS AT WIM HOMEPOB IIOPYYECHHUIA.

6.3.16. Tlporokonsl (3acelaHuii KOJUICTHAIBHBIX OPraHOB, KOMMCCHIA,
COBCIAHWH, KOH(EpEeHIM, ChE30B) IPYNMNHUPYIOTCS BMECTE € AOKYMEHTAMH, Ha
OCHOBaHUM KOTOPBIX OHU TOTOBHJIUCH (TIOBECTKA JHS, JOKIIAABI, IPOCKTHI PELICHUN 1
Ap.) MO XPOHOJOTMH W MOPSAKY HOMEPOB B OJHOM JIEJIE€ WM OTACIIBHO KAaKIBIA
OPOTOKOJ, B 3aBHCHMOCTH OT OO0beMa MPOTOKOJA W MPWIAracMbIX K HEMY
JOKYMEHTOB, KOTOPBIE IOMEIIAKTCS MOCIE MPOTOKOJIOB B TOCIEIOBATEINBHOCTH
paccMOTPEHHUS BOIIPOCOB.

6.3.17. I1py 3HAUUTENIBHOM OOBEME MPUJIATAEMbIX K TPOTOKOJaM JTOKYMEHTOB

(I[OKYMGHTBI K IPOTOKO/IaM MCKBCIAOMCTBCHHBIX KOMUCCHUH (qepTem/I, CIIpaBKH,
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IUTAHBI, CXEMBI) MOTYT COCTaBJISATh HECKOJIBKO TOMOB), OHH BBIJICISIIOTCS B
OTHENBHBIE  JeNa, TA€  JAOKYMEHTBl  CHCTEMATH3UPYKOTCA MO  NOPSIKY
paccMarpuBaEMBIX BOITPOCOB B MPOTOKOJIE.

6.3.18. CreHorpammel 3aceaHuii (GOPMUPYIOTCS B OTJIENBHBIC JCTIA.

6.3.19. InaHoBast u OTYETHAs JOKYMEHTALMs (B TOM YHCIIE CMEThI JOXOJ0B U
pacxooB, (PMHAHCOBBIE TUIAHBI, OYXTaNTEPCKUE OTYETHI M JP.) MOMEMIACTCSA B I€na
TOTO TOJa, K KOTOPOMY OHA OTHOCHUTCS MO CBOEMY COACPXKAHWIO, HE3aBHCUMO OT
BPEMEHU €€ COCTABIICHHUS, YTBEPIKACHHS MIT JAThI MTOCTYIIJIEHUS.

6.3.20. IlepceKTUBHBIE MJIAHbI JOJKHBI ObITh OTHECEHBI K HAYAIbHOMY TOJY
WX JIEHCTBHUSL, OTYETHI O BBINOJHEHUU NIEPCIIEKTUBHOIO TUIAHA — K TTOCJIETHEMY TOAY
NEHCTBUA M1aHa. JIOKYMEHTBI O KOPPEKTUBAX K MEPCIIEKTUBHOMY IIJIAHY OTHOCATCS K
TOMY T'OJly, Ha KOTOPBIA OHU COCTABJICHBI.

6.3.21. TIporHo3sl, MNEPCHEKTUBHBIE IUIAHBI (HOPMHUPYIOTCS OTACABHO OT
rOJOBBIX TUTAHOB. [IpyM OTCYTCTBMM TOJOBBIX IJIAHOB (OTYETOB) HA IMOCTOSIHHOE
XPAHEHHUE OCTABJISIKOT MOJIYTOAOBBIE, KBAPTAIBHBIE WM MECSAYHBIE TIJIAHBI, KOTOPBIE
(OopMUPYIOTCS B Aea IO XPOHOJIOTHH.

6.3.22. TIOACHUTENIBHBIC 3aMUCKU JOJKHBI MPEABAPATH OTYET WM IUIAH,
MPWIOKEHUS PACTIONATAOT 32 OCHOBHBIM JJOKYMEHTOM.

6.3.23. CTarucTMYECKME OTYETHl TPYIIHAPYKOTCA B OAHOM JENE IO
HAITPaBJICHUIO JEATEIBHOCTH BMECTE C IPYTUMHU JOKYMEHTAMH 1O JAHHOMY BOIIPOCY
C OJIMHAKOBBIM CPOKOM XPAaHEHUSI.

6.3.24. CrarucTUUYECKHe OTYETHI TPYNIMPYIOTCS B Pa3HBIE J€Na C Pa3HbIMHU
CPOKAMM XPAHEHUSI.

6.3.25. T'onoBol OyXraaTepckuii oT4eT (POPMUPYETCS B JECIONPOU3BOJCTBE
Oprana/Opranu3anuy U pacHhOPMUPOBAHUIO HE MOJICIKHUT.

6.3.26. B cinyyae noCTyIuieHUs TOKYMEHTOB B POCCHINUA OYXTaITEPCKUA OTYET
(opMUPYETCS B CICAYIOIEM TOPSAIKE:

— TOSICHUTENbHAS 3alACKA K OTUYETY,

— OanaHc;

— IPHUITOKCHHUA.
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6.3.27. llpunoxkeHuss K OyXraJITEPCKOMY OTYETY CHCTEMATHU3UPYIOTCS B
NOCNIEAOBATENBHOCTH  cTareil  OajmaHca WM B TMOPAOKE, YCTAHOBICHHOM
COOTBETCTBYIOLIEH OyXTaJITEPCKON HHCTPYKLHACH.

6.3.28. JIOKYMEHTBl TOABEAOMCTBEHHBIX OPraHU3aLMA, TEPPUTOPUAIBHBIX
OPraHoB OOIIECTBEHHBIX OOBEAVMHEHHIA, MOCTYMAIIME HA TOCTOSHHOE XPAHCHHE B
cocraBe Qonaa Oprana/Oprasu3anuy rpynmupyroTcs B CAMOCTOSTENBHBIE Aeia IO
KOKIOH OpraHu3alyy JMOO MO MNPEAMETHO-TEMATHYECKOMY WM HOMHHAJIBHOMY
NPU3HAKAM 10 BCEM NOJIBEJOMCTBEHHBIM OPraHU3aALHUSIM.

6.3.29. JIOoroBOpel, COrJAIICHUs] MOCTOSHHOTO XPAHEHUS NPU OTCYTCTBUU B
JOKYMEHTE CPOKa OKOHYaHWsS ACHCTBUS JOTOBOpA, COIVIALICHHsS (POPMHUPYIOTCS B
JIEII0 MO TOAy noanucanus. BHyTpu nena (mpyu HaIMYMK HECKOJIbKMX JOTOBOPOB) OHU
MOTYT pacnojiararbCsi B aa()aBUTHOM MOPSAKE HA3BaHMs OPraHU3allMiA, CTpaH, MO
XPOHOJIOTUHU WK TIO TEMATHYECKOMY MPU3HAKY ).

6.3.30. JIoroBopel (KOHTPAKTHI) C YKA3aHHUEM CPOKOB MX ACHCTBHS (OCOOEHHO
T€, KOTOpbIC COJAepKaT (PMHAHCOBBIE 00S3aTEALCTBA), JAEIOMPOU3BOJCTBO, IO
KOTOPBIM BEJIETCS B TEUECHUE JJTUTENIBHOTO MEPUOIA BPEMEHH, POPMHUPYIOTCS MO AaTe
OKOHYAHHUS CpOKa ACHCTBUS TOTOBOPA (KOHTPAKTA).

6.3.31. Ilepenucka, oToOpaHHAsl HA MOCTOSIHHOE XPAHCHWE, TPYMIHUPYETCS B
JeNie B XPOHOJIOTMYECKOW TMMOCIENOBATEIbHOCTH 3a OJWH KaJICHJAPHBIA O,
JOKYMEHT-OTBET TOMEIIAETCS 32 JOKYMEHTOM-3aPOCOM. XPOHOJIOTHS COOJIFOIAETCS
N0 WHUIMATHBHBIM  JOKyMEHTaM. [lpu  BO30OOHOBIICHMM  MEPENUCKK O
OMPEACTIEHHOMY BOMPOCY HAYaBIIEMCS B MPEABIAYINEM TOAY JOKYMEHTHI
BKIIFOUAKOTCS B JI€N0 Tekyuero roxa. Ilpuw QopmupoBaHum Takux JAen B
JEONPOU3BOACTBE HA MOKYMEHTAX TEKYIIEr0 Toja YKa3blBacTCs HMHIACKC JAeia
IPEIBIAYIIErO FOa.

6.3.32. B 3aBucumoctu 0T cneuuuku aearenbHocti Oprana/ Opranuzanuu
NEPENUCKA MOXKET TPYMITUPOBATHCS TAKKE 3a YUECOHBINA o, CPOK CO3bIBA BEIOOPHBIX
OpPraHoB U T.[.

6.3.33. Illepenucky HeoOXOaMMO TpynmupoBaTh B J€la CO BCEMH

INPUIOKCHUAMH, BO3HHKIHIMMH B XOAC PCLICHHA OAHHOI'O0 BOIIPOCa. Bo3moxHO
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(opMuUpOBaHWE M€ C TEPEMUCKON MO KOPPECIOHACHTCKOMY, TEMATHYECKOMY M
ApPyTMM TpU3HAKaM. BHYTpH Takux [l JOKYMEHTHI CHUCTEMATHU3UPYIOTCS TI0
XPOHOJIOTHH.

6.3.34. Tlpensio>)keHusi, 3asBJCHUS, KAIOObl TPaKaaH, OTOOPAHHBIC IS
NOCTOSTHHOTO XPAHEHWSI, TPYNIHUPYIOTCS B JEJIE MO al(paBUTy 3asBUTENEH 3a KaXKAbIi
KaJIeHAApHbIA TOoA. Bce MOKyMEHTBI, OTHOCSAIIMECS K OJHOMY 3asBUTEINIO,
COCTaBJISIFOT CAMOCTOATEIBHYIO Tpymiy. [lOBTOpHBIE MNPEMTOKECHUS, 3asBICHHS
IPaXJaH TPYNNHUPYIOTCS BMECTE C MEPBUYHBIMU AOKYMEHTaMU. BHyTpW rpymnmsl
JOKYMEHTBI PAcloNaratoTcsi B XpOHOJIOTMYECKOM MOPSIKE.

6.3.35. Jlena, c(hOopMUPOBAaHHbIE W3 PAIMYHBIX JOKYMEHTOB IO OJHOMY
BOMPOCY, HO HE  CBSA3AHHBIX C  MOCJIECAOBATCIIbHOCTBE)  MCHOJHEHMS,
CUCTEMATHU3UPYIOTCS IO XPOHOJIOTHH, TIO AaBTOPCKOMY, TEPPUTOPHAIIBHOMY MPU3HAKY
U JIp., B KQUECTBE BUJA JI€Na YHOTPEOIAETCS TEPMUH «TOKYMEHTBIY.

6.3.36. JIOKyMEHTBI MOCTOSSHHOTO XPAHEHWS, BBITOJIHEHHBIE B JKYPHAIBHOM
(dopMe (IMPOTOKOJIBI 3aceAaHN KOMUCCUN U JIp.) pachOPMUPOBAHUIO HE MOJIEXKAT.
[TpuoskeHrs K HAUM (CIPaBKH, OTYETHI U AP.) GOPMUPYIOTCS B OTACIIBHBIE €.

6.3.37. JokymenTsl ¢ rpudom «ICID», cogepxaimme CBEACHUAS OTPAHUYCHHOTO
pacrpocTpaHeHus, (POPMHPYIOTCS B COOTBETCTBMM C  HMHCTPYKIMEH 1O
JIENIOMPOU3BOACTBY M HOMEHKIIATypoi aen OpraHa/OpraHuzaiiiu.

6.4. ®opMUPOBAHKE OTACIBHBIX KATETOPUI €I TI0 TUYHOMY COCTABY

6.4.1. [lpukassl (pacnopsbKeHHs ) MO IMYHOMY COCTaBY TPYMITHPYIOTCS B Aeia
B COOTBETCTBUM C YCTAHOBJIEHHBIMU CPOKaMU UX xpaHeHus (50 jiet win 5 ner).

6.4.2. K npukazam, UIMEIOIIUM CPOK XpaHeHUst 50 JIET, OTHOCATCS CIEAYIOIIUE

BU/IbL

— 0 TpHUEME, TMEPEBOAE, YBOJbHEHWM (MPEKPALICHUN JACHCTBHS TPYAOBOIO
KOHTPAKTA),

— 00 U3MEeHEHNH paMIIny;

— O MOOLIPEHHUAX, OOBABICHMHM OJaroAapHOCTH, HArpaXACHWUW TOYETHOM
rpaMoTOii;

— 00 YCTaHOBJICHUHU OKJIAJ0B;
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— O BPEMEHHOM 3aMEIIEHUH JTOJDKHOCTH,

— 00 yCTaHOBJIEHUH JOIJIAT, HaA0aBOK K OKJIay;

— O MPEMUPOBAHUH;

— O MPUCBOCHUH KJIACCHBIX YMHOB, Pa3psI0B;

— 0 3arpaHUYHBIX KOMaHIUPOBKAX;

— O JAJIUTENIbHBIX BHYTPUPOCCUHCKAX KOMAHIMPOBKAX;

— 0 JEKPETHBIX OTIYCKAX;

— 00 OTHyCcKax mo yxoay 3a peOSHKOM.

6.4.3. K npukazam 1o JM4HOMY COCTaBYy, UMEIOIIMM CPOK XPaHEHUs 5 JIET,
OTHOCATCS CIEAYOIIHAE BUABL

— O IPEAOCTABICHUHN OYEPEAHBIX H YUEOHBIX OTIYCKOB;

— O IPEAOCTaBICHUM OTHYCKA 0€3 COXpaHEeHUs 3apa0OTHOM MIaTHL,

— O NPEAOCTABJIICHUM OTIYJIOB 34 HEWUCIOJB30BAHHBIA OTIMYCK M paboTy B
BBIXO/HBIE JIHU,

— 0 JAeXKYPCTBAx,

— O B3bICKaHMSIX,

— 0 KpaTKOCPOYHBIX BHYTPUPOCCUIUCKUX KOMAHIUPOBKAX.

6.4.4. Ecmu B penompowmsBoiacTBe  Oprana/OpraHuzanuu  NpPUKAassbl,
pPaclopsDKEHUS MO JIMYHOMY COCTaBY € Pa3HBIMHA CPOKAMHU XPAHEHMs M3JAOTCA C
€IMHOW BaJIOBOW HyMeEpaUend, MPOU3BOAUTCA BBIICICHUE W3 J€I MPUKA30B CO
cpokoM xpaHeHuss — 50 yer m 5 ner ¢ (QOPMUPOBAHMEM OTACHBHBIX aAen. O
BBIJICJICHAE YKA3aHHBIX JOKYMEHTOB M3 I YKA3bIBACTCS B PEAMCIOBUM K ONKCH.

6.4.5. IIpyKassl MO JIMYHOMY COCTaBY CUCTEMATU3UPYIOTCS B AENIAX B MOPSAKE
BO3pAaCTaHusi HOMEPOB M JIaT NMPUKA30B B MPEACIIaxX KaJCHIAPHOIO rojia.

6.4.6. BBISBISAIOTCS OTCYTCTBYIOILME NMPUKA3bI, OPraHU3yETC MX MOUCK. [Ipu
yTpare MprKasa 1o JMYHOMY COCTaBY BO3MOKHA €0 3aMEHA JTOKYMEHTA 3aBEPEHHOM
konued. Ecnu B mpukasax mo JIMYHOMY COCTaBY HAPYILIEHA HYMEPALMs, UMEHOTCA
JMTEPHBIE HOMEPA, MPOIYIICHHBIE B ACIIONPOU3BOACTBE HOMEPA, JNBOMHBIE HOMEPA,

TO IPHKa3bl CUCTCMATUSUPYIOTCA IO AaTaM, HC3aBUCHMO OT HOMCPOB. OTCYTCTBI/IG
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OTJEJIbHBIX MPUKA30B OTMEYAETCS B 3aroJIOBKE JIENa, a NPy OOJbIIEM KOJUYECTBE
OTCYTCTBYIOIIMX JTOKYMEHTOB - B IPEANCIIOBHH.

6.4.7. JIOKYMEHTBI, SBIISIOIIMECS OCHOBAHWMEM K NPHKA3aM MO JUYHOMY
COCTaBY €O CpOKOM XxpaHeHuss 50 JieT (3asBiICHUsS, CHOPABKH, AOKIATHBIE W
OOBSCHUTEIILHBIE 3aAlMCKU W ApP.), MOMEUIAOTCS B JIMUHBIE Jefia paOOTHUKOB, HE
BOLLEIIAE B COCTAB JIMYHBIX ACH — (OPMUPYIOTCS B OTACHBHBIC JIENIa BpeMeHHOro (50
JIET) CPOKA XPAHCHUSI.

6.4.8. JIOKYMEHTBI, SBISIOIIAECS OCHOBAHMEM K TNIPUKA3aM MO JIMYHOMY
COCTaBy CO CpPOKOM XpaHEHHs 5 JeT (3asBJICHMs, CHPAaBKW, JOKIAJHbIC W
OOBSCHUTEIILHBIE 3aMKACKA W JAp.) NOMEMIAKTCS B JIMYHBIE Jella PAa0OTHHUKOB, HE
BOLLEIIAE B COCTAB JIMUHBIX JACT — (POPMUPYIOTCS B OTACIBHBIE ACTAa BPEMEHHOTO (5
JIET) XPAHEHMUSI.

6.4.9. Ilpn ynopssio4eHUM KOMILIEKCOB JTOKYMEHTOB IO JJAYHOMY COCTaBYy 34
1960-1980 roasl cieayeT y4uThIBaTh, YTO B OTACHBHBIX OpraHax/OpraHu3anmsx
BOMPOCHl TMPUEMA, TMEPEMEIIECHUS W YBOJBHEHHS PaOOTHUKOB OQOPMIISIINCH
OPUEMHBIMM, TEPEBOAHBIMA WM YBOJBHUTEIBHBIMH  3anuckamu.  Kakmeiid
BBIIICYKA3aHHBII BUJ JOKYMEHTa (POpMHpYyeTCs B OTACIBHOE JENO M B Mpeaciax
KAJIEHJAPHOIO r0J1a CUCTEMATU3UPYETCS IO HOMEPAM M AaTaM 3aIMCoK.

6.4.10. Ilo mpaBunam KagpoBOTO JEINONPOU3BOIACTBA TPYAOBBIE IOTOBOPHI
(KOHTpaKThl), cornameHus ¢ padotHukamu Oprana/OpraHu3alyii MOMEIIATCS B
JUYHOE Je10 PadOTHUKA.

6.4.11. TpynoBele HOTOBOPBI (KOHTPAKTHI), TPYIOBBIC COIJIALICHMS, HE
BOLLIEIIINE B COCTAB TUYHBIX 1€, ((POPMUPYIOTCS B OTACTBHOE JEIIO.

6.4.12. B ciayuae ecnu B Opranax/Opranuzanusx JUYHbIE ejia Ha PaOOTHUKOB
HE 3aBOJATCS WM HE BEIYTCS JIMYHBIE JIE]Ia HA BPEMECHHBIX PAOOTHUKOB, TPYIOBBIC
JOTOBOPBI, COTNAIICHUSI YBOJEHHBIX PAOOTHUKOB (DOPMHUPYIOTCS B OTICIBHBIE €A
no andaBury pamuanii paOOTHUKOB B MPEJENIaX rojga OKOHYaHUSI CpoKa ACUCTBUS

JIOTOBOPA.
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6.4.13. Eciim Ha yBOJIEHHOrO pabOTHUKA HMMEETCS HECKOJBKO TPYAOBBIX
JOTOBOPOB, BENYIIMXCS B TEUEHUE psAa JIET, OHH TPYNIUPYIOTCI BMECTE B
XPOHOJIOTMYECKON IMOCIEA0BATENBHOCTH U IIOMEIIAKOTCS B OJTHO JIETIO.

6.4.14. B nenax ¢ TpyJOBBIMH JOTOBOPaMU KaJpOBOH Cy>k00i 00s3aTENBHO
COCTaBJISIFOTCSI BHYTPEHHUE OIUCH.

6.4.15. Ilpu HEOONBIIOM KOIMYECTBE JOKYMEHTOB (IOTOBOPOB, COTJIAIICHUH )
OHU MOTYT (POPMHUPOBATHCSA B OJHO AETO 32 HECKOJIBKO JIET U CUCTEMATH3UPOBATHCS
no andasuty pamMunnii pabOTHUKOB.

6.4.16. JIuunbple nena SBISAIOTCS KOMIUIEKCOM JIOKYMEHTOB, COIAECP)KAIIMX
CBEACHHS O pAOOTHUKE U €T0 TPYAOBOH NEATEIBHOCTH.

6.4.17. B nu4HOM A€JIe COAEPKATCH:

— MpPUKa3bl (KOMHH);

— QHKETa,

— 3asBJICHUS,

— TPYZOBO#l IOTOBOP;

— JIOKYMEHTHI 00 aTTecTaluu (mepearTecTaium ),

— WHIUBUAYAIbHBIC JOKHOCTHBIE HHCTPYKLMH U JP.

6.4.18. Konuu TUYHBIX JOKYMEHTOB JOJKHBI ObITH BO3BPAILIEHBI B KaJIPOBYIO
cnyx0y. Ykazanuele konuu nokymeHTOB 3AIIPEIIEHBI k BkmoueHHIO B akT 00
YHUUYTOKEHUN TOKYMEHTOB, HE MOMJIESKANIMX XPAHCHUIO. YHUUYTOKEHUE HOCHTENEH
NEPCOHAIBHBIX JAHHBIX, COAEPKAIIMX JTUYHbIC TAHHBIC, TPOUCXOIUT MO KOHTPOJIEM
crenranbHoi Komuccun Oprana/OpraHu3arim.

6.4.19. JIOKyMEHTBl B JIMYHOM JI€JI€ PaCHOararoTCss B COOTBETCTBUM C
XPOHOJIOTUEN WX CO3MaHUs, TPH 3TOM NEPBBIMU W TOCICIHUMH SIBIISIFOTCS KOMHAU
NPUKA30B O TPUEME/YBOJIIBHEHUN PA0OOTHHKA.

6.4.20. KpaitHumu jaraMu JIAYHOTO Jejia SIBISIFOTCS AAaThl MOANMCAHUS
MIPUKA30B O IPUEME U YBOJIBHEHUH JIMLIA, HA KOTOPOE OHO 3aBEACHO.

6.4.21. Eciii B TMYHOM €€ UMEIOTCA JOKYMEHTBI O JACITEIILHOCTH JIMLA BHE
JAQHHOH OpraHM3ally, JaTHpyeMble Oojiee paHHUMM TOJaMH, NPUA ONMHMCAHWUA JaThl

OTUX JOKYMCHTOB BO BHUMAHHUC HC IIPUHUMAIOTCA.
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6.4.22. Ecnu B paenmonpousBojacTBe Oprana/OpraHuzanui ObUI0 3aBEACHO
HECKOJIBKO JIMYHBIX JET HA OJHOTO PAOOTHHKA (MPU HEOJIHOKPATHOM MOCTYIUICHUN U
YBOJIBHEHUM C PabOThl), TO KaKI0E JIMYHOE ACJIO ATOro padoTHUKA (POpMUPYETCS
OTJEJIBHO M BKJIFOYAETCS B OMUCH MO KAKIOMY TOY YBOJBHEHUS.

6.4.23. HenomyCTUMO CO3aHME TaK HA3BIBAEMBIX «HAPANOBY» JIMYHBIX I,
KOIZla psll JIMYHBIX JEJI CHIMBAKOTCS B OAHO JAENO, TAK KAK HAPYIIAKTCA O0mme
OPUHLHAIBL (POPMHUPOBAHMS 1T M MOPSAOK PpabOThl C MEPCOHATBHBIMUA JTAHHBIMH,
YCTAHOBJICHHBIE ICHCTBYIOLINM 3aKOHOIATEILCTBOM.

6.4.24. Ilpn onucaHWM JIMYHOTO JAETAa YKA3bIBAeTCs (haMuiusl, UMs, OTUYECTBO
KOHKPETHOIO JILA B UMEHUTEIBHOM MAJeKe, KpailHUe OaThl €ro MOCTYIJIEHHWS Ha
paboTy U YBOJIBHEHUS C padOThI, KOJIMYECTBO JIUCTOB U CPOK XPAHEHUS JEA.

6.4.25. Jluunple gena TrOCYJAPCTBEHHBIX  TPAKAAHCKHAX  CIIY KAlMX
(OPMUPYIOTCS B COOTBETCTBHMHM C HOPMATHBHBIMH MPABOBBIMH AKTAMH O BEICHUH
JUYHOTO JI€ia rOCYAAPCTBEHHOTO IPAYKAAHCKOTO CY KALLETO.

6.4.26. JluuHble Jena TOCYJAPCTBEHHBIX TPAKIAHCKUX CIHYXKALIUX HE
noJyiekar nepe(popMUpPOBAHUIO M OOBECIMHEHUIO B KOMIUIEKCHI (HApsiAbl) €.

6.4.27. Tlocne yBOJIbHEHHS PAOOTHHKA JMYHBIE [I€JIa TOCYJAPCTBEHHBIX
IPAXAAHCKHUX CIYKAIMX XPAHIATCS KaapoBOil Ci1y>k00i rocy1apCTBEHHOTO OpraHa B
teueHue 10 jeT, MOCIE€ Yero MNEPeNaroTCs B apXWMB YACTHUYHO O(OPMIICHHBIC
KaJIpOBOM ciTy>k0011, 0€3 BHECEHUS N3MEHECHMIA.

6.4.28. IIpu nepeBoic, HA3HAYCHUH TOCYAAPCTBEHHOTO CIIYXAIIEr0 HA APYTYIO
rOCYJIAPCTBEHHYIO JOJDKHOCTH €r0 JIMYHOE NIEJI0 MEPENAcTCsl B KaAPOBYHO CIykKOy
roCyJapCTBEHHOIO OPraHa Mo MECTY 3aMEIICHUS TOKHOCTH.

6.4.29. Ha nuuHble Jaena TOCYAAPCTBEHHBIX T'PAKIAHCKUX —CIIYKALHUX
COCTaBJISIETCS OTACIbHAS OTHUCh.

6.4.30. JluuHble KAPTOYKH VYBOJICHHBIX PAOOTHUKOB (POPMHPYIOTCS B
OTJENIbHBIE JAeNla MO TOAy YBOJBHEHUS W CUCTEMATH3UPYIOTCS BHYTPH Jcia B

CTPOTOM ai(paBUTHOM MOPsiAKE PaMuuii pabOTHUKOB.
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6.4.31. Ecnu uMeeTcss HECKOJIBKO JIMYHBIX KapTOYEK HA OJHOTO PabOTHHKA,
SBJISFOLIMXCST TTPOJAOJDKEHUEM TMEPBOA KAPTOUYKH, TO OHU (POPMHUPYIOTCS BMECTE B
XPOHOJIOTUYECKON OCTIEA0BATENBHOCTH.

6.4.32. Ilpu HeGombIOM OOBEME OOKYMEHTOB JIMYHBIE KApPTOYKH MOXKHO
(opMUPOBATH B OJJHO JAEJIO 3a HECKOJIBKO JIET MO a(aBuTy GaMunuii ¢ yka3aHueM B
KOHIIE TOJIOBBIX PA3/ACIOB ONMCH COOTBETCTBYIOLIEH CCBUIKM HA JIEIO.

6.4.33. JIuueBble cueta pabOTHUKOB MO 3apa0OTHOM miare TPyNnnupyroTcs B
CaMOCTOSITENIbHBIE J€JIa M PaClojararTcs B HUX B CTPOrOM al(paBUTHOM MOPSIKE
(damwunii pabOTHUKOB B TIpeaeiax KaJleHAapHoro rofa. [lpu Gonbmom o0bemMe neno
pa3OMBAIOT HA TOMAa C YKA3aHWEM B 3arojioBKe TomMa OykKB ai(aBuTa, KOTOPBIMHU
HAYMHACTCS U KOHYAETCS TOM.

6.4.34. JIOKyMEHTHI, MPUIOKCHHbIE K JIALEBBIM CcUeTaM (KOMHH MPUKA30B,
YEPHOBBIC PACUEThl ICHEKHBIX BBIMJIAT, CIIPABKA M JIP.) U3 €] C JIMLUEBBIMU CUECTAMU
W3BIMAIOTCSL.

6.4.35. Jluuesble cueta pabOTHUKOB (POPMHUPYIOTCA B JA€Na 32 KaXKIbIA roj
OTJEJIbHO U CHCTEMATU3UPYIOTCS B HUX M0 a(paBHTYy.

6.4.36. PacueTHO-TIaTEKHBIE BEAOMOCTH 110 3apabOTHOH Tuiate GOpMUPYIOTCS
B JIeNIa 3a K&KIbI TOJ OTACIBHO, @ BHYTPH B MOPSAAKE KAJICHIAPHBIX MecsueB. [1pu
00JBIIOM 00BEME IOKYMEHTOB €I PA3JIENAIOTCI Ha TOMA.

6.4.37. AKTBI 0O HECYACTHBIX CJIYy4Yasx, CBA3AHHBIX C MPOU3BOJACTBOM
dopmupyrotrcss B Aena no andaButy ¢amuianii  padOTHUKOB B Mpejeiax
KajeHaapHoro roja. [1pu HeGONBIIOM KOTMYECTBE aKTOB UX MOKHO C(POPMUPOBATH B
OJIHO AEJI0 3a HECKOJBKO JIET N0 andaBuTy (paMuiuii.

6.4.38. TpynoBeie KHW)KKH, HEBOCTPEOOBAHHEBIE paboTHUKaMKU
Oprana/OpraHu3anuu 1 MPeACTABICHHBIE U OMMCAHUS B €A HE POPMUPYIOTCS, a
BKJIFOUAKOTCA B OTZIEIBHYIO OMKCH MO aJIPaBUTY (haMUIIHA.

6.4.39. Tabenun n Hapsael paOOTHUKOB BPEIHBIX Mpodeccuii GOpMUPYIOTCS B
JieNia B IOPSAKE KATEHIAPHBIX MECALIEB B MTpeaeax roja.

6.4.40. Tlpm nHeOonbmioM 00BEME MAOKYMEHTOB IO JIMYHOMY COCTaBY

JMKBAJUPOBAHHBIX HErOCYJAPCTBEHHBIX OpraHu3anuii (He mnpepblmiaromeM 5-10
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JMCTOB) AOMyCKaeTcs: (POPMUPOBAHME WX B OJHO AEN0. BHYTpHM Aena AOKYMEHTHI
(GopMupyroTcs o BUAAaM AOKyMEHTOB. K Takum gemam o0s3aTenbHO COCTABIICHUE
BHYTPEHHUH OMUCU JOKYMEHTOB.

6.5. ®opMupoBaHKE AeTT BpEMEHHOTO XpaHeHus (cBbiie 10 jeT) no Bonpocam

OIEKH M MOTICUYNTENBCTBA

6.5.1. JIokyMeHTbI 00 YCBIHOBJICHUM HECOBEPLICHHOJICTHUX (POPMHUPYIOTCS B
OTJEJIBHBIC JIEN1A HA KAXKIOI0 YCHIHOBJIEHHOTO - IT0 XPOHOJIOTUU.

6.5.2.  JIOKyMEHTBl O 3aUMTe JHWYHBIX M HMMYLICCTBEHHBIX IPaB
HECOBEPLICHHOJIETHUX (POPMUPYIOTCS B Aea MO andaBuTy (hamuimid.

6.5.3. JlokyMeHTBI 00 W3MEHECHMM (PaMWIMHA  HECOBEPLICHHOJIECTHUX

(opMupyrOTCs B Aena 1o angaBuTy haMuimid.

7. OIMCAHUE JEJ
7.1. Onucanue e BKIKOYACT:

— COCTaBJICHHE 3aroJiOBKa JENa;

— OMpEACTCHUE Ha3BaHUS CTPYKTYPHOTO MOAPA3ACIICHUS,

— OMNpeACTeHUE ACTONMPOU3BOJACTBEHHOTO MHACKCA MO HOMEHKIATYpe ACN U
rpuda «/1CII» (npu nx Hanuumm);

— OMpeAeTeHNe KpaHUX JaT JOKYMEHTOB 1€,

— OMpeACTeHUE KOTUYECTBO JIMCTOB B JIEN€ (OCIE HYMEPALHH ).

7.2. CocTaBleHUE 3aroj0BKa ena

7.2.1. OCHOBHBIM 3JIEMEHTOM OIKCAHUS JENa SBISIETCS 3arojJ0BOK, KOTOPBIA
YETKO B 0000HIEHHOH (PopMe OTpakacT OCHOBHOE COJACPKAaHUE Jiejla U COCTaB €ro
JNOKyMeHTOB. CoIepsKaHUE €IMHUIbI XPAHEHKs B 3aroJIOBKE JOJDKHO MEPENaBATHCS
COBPEMEHHBIM SI3BIKOM, O€3 BBOJHBIX CJIOB M CIIOKHBIX CHHTAKCHUYECKHAX O0OOpPOTOB.
Crenu(pryeckne TEPMUHBI B 3ar0JIOBKAX MPUMEHSIOTCS 0€3 U3MEHECHUH.

7.2.2. 1lpu cOCTaB/ICHUM 3arojJOBKOB JEJ MCIOJB3YETCS WHIUBULYAJIbHAS
HOMEHKIarypa nen Oprana/Opranu3anuu 3a COOTBETCTBYIOIIMNA MEPHOJ, a TaKKE
TUNIOBBIC W OTpacieBbie [lepeunn, ¢ yueToM (PaKTUYECKOrO COCTaBa M COACPIKAHMS

AOKYMCHTOB.
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7.2.3. 3arojioBOK JAeia  YHOPABJICHUYECKOH JOKYMEHTAMM COCTOUT W3
AJIEMEHTOB, PACHOJIaracMbIX B CIEAYIOIICH MOCIECA0BATEIbHOCTH — HA3BAHWUE BUJA
JOKYMEHTA, aBTOP, aJpecar WM KOPPECIOHACHT, COACPKAHUE JOKYMEHTOB,
HA3BAHUE MECTHOCTH, AThl COOBITHSI.

7.2.4. Tlpu cocTaBl€HHHM 3arojioBka jejia 00s3aTe/IbHBIMU 3JIEMEHTaMHU
SBJIIETCS BHJI JOKYMEHTOB B JI€N€ M MX coAcpxkanue. OCTaIbHbIE 3JIEMEHTBI MOTYT
OTCYTCTBOBATh B 3aBUCHMOCTH OT OCOOCHHOCTEH JOKYMEHTOB, BKIIFOUEHHBIX B JIEJIO.

7.2.5. Ecny 1emo COCTOUT U3 OJHOIO JOKYMEHTA, TO B 3ar0JIOBKE YKA3bIBAKOTCS
BCE OCHOBHBIE AJIEMEHTHI: BUJ JOKYMEHTA, aBTOP, apecar, COACPKaHUE U €ro Aara.

7.2.6. B cnydae, KOrga TEKCT AaBTOPCKOIO 3arojiOBKa HE MOJHOCTBEO
PACKPBIBAET CONEP)KAHUE TOKYMEHTA, OH JOJKEH OBITh JOTIOJIHEH MOSCHEHUSAMU WIIH
AHHOTAIUEN.

7.2.”7. 3aroJlOBOK TOKYMEHTA, JaHHBI €My aBTOPOM JOKYMEHTA, MOKET OBITh
NEPEHECEH B 3arojIOBOK Jeiia (MeYaTHbIE W3AAHWS, JUCTOBKA W Jp.). ABTOPCKHMN
3aroJIOBOK 1acTCsl B KABbIYKAX.

Hampumep:

«I paxcoane Poccuu u pegpopmay. Obpawenue Poccuiickoti napmuu mpyod K
epadicoanam Poccuu 0 msiiceiom S5KOHOMUYECKOM NOJIOJCeHUU MPYOSUSUXCS U NYMSIX
Ux npeoooenus, npunsimoe Ha 5 cvezoe napmuu 18 anpeis 1998 cooa. [lewamnoe
uzoanue

7.2.8. 3aroyioBOK jAena MaeTcs MO HA3BAHUIO BUAA JOKYMEHTA nena (ImpuKas,
MPOTOKOJI, OTYET, KYPHAT PETUCTPALIMH U IP. ).

7.2.9. Ecimm Oeno COCTOMT W3 JOKYMEHTOB OJHOTO BHJA, B 3arojOBOK
BBIHOCUTCS] HA3BaHUE JOKYMEHTOB BO MHOKECTBEHHOM YHCIIE.

Hanpumep:

llpukase: ...

7.2.10. B 3arosioBKax Jen € pacnOpPSAAMTEIbHBIMM  JOKYMEHTAMM,
IPOTOKOJIAMH, KOTOPBIE B JIEJIOMPOM3BOJACTBE PETUCTPUPYIOTCS IMyTEM MPOCTABJICHUS
NOPSAAKOBBIX HOMEPOB, MOCJIE HAUMEHOBAHWS BHJA JOKYMEHTA YKa3bIBAOTCA MX

PETUCTPALMOHHBIE (TTOPSIAKOBBIE HOMEDPA).
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Hanpumep:

IIpuxazor NeNe [-120 ...

7.2.11. Ecmm B naenonpousBojcTtBe Oprana/OpraHuzanuu K HOMEpam
PacloOpsAaUTENBHBIX JOKYMEHTOB, M3JAMOIIMXCA [0 Pa3IMYHBIM HANPABICHUSIM
JESATEIILHOCTA C OTACTBbHOW HymMepaumen, 100aBlIcHbBl OYKBEHHBIE WHACKCHL, TO OHU
00s13aTE€NBHO YKA3bIBAKOTCS B 3ar0JIOBKAX JCT:

Hanpumep:

IIpuxazor NoNo [-3 — 243-3...

7.2.12. Ecnu wWMeErOTCS MTPOMYIICHHBIE HOMEPA, TO NPU HEOONMBIIOM MX
KOJIMYECTBE 3TO OTPAKACTCS B 3ar0JIOBKE M OrOBAPUBACTCS B IIPEAMCIOBUHN K ONTUCH.

Hanpumep:

IIpomoxonwr NeNe 1-10, 13,15-80...

7.2.13. Tlpu 3HAUUTETLHOM OOBEME OTCYTCTBYIOIIUX HOMEPOB, YTOOBI HE
NEPErpy>KaTh 3aroJIOBOK OIMCH, B 3arojIOBKE YKAa3bIBACTCS TEPBBIA W IOCIEAHHMA
MMEIOIHECS HOMEPA, & BCE OTCYTCTBYIOLIUE - OrOBAPUBAKOTCS B IPEAUCIIOBUU.

7.2.14. Ecnu B A€NIO BKJIKOYEHO HECKOJIBKO BUIOB JOKYMEHTOB, HO HE Oolice
TPEX B 3ar0JI0BKE JACTCH NIEPEUMCIIEHUE BUOB TOKYMEHTOB.

Hanpumep:

Omuemei, cCNpagxu 0 npogedeHuU (HA36anue Meponpusmus) ...

7.2.15. Tlpu Hanuumu B Jene OOJBIIEr0 KOJIMYECTBA BUIOB JOKYMEHTOB,
CBSI3aHHBIX €IMHCTBOM COACPYKaHHs, MPA COCTABJICHHM 3arojiOBKa YMOTPEONETCs
TEPMHH «JOKYMEHThI». B KOHIIE Takoro 3arojloBka B CKOOKaxX YKa3bIBAOTCS
HA3BaHWs OCHOBHBIX BHJIOB JOKYMCHTOB, BKIIFOUEHHBIX B JAeN0 (HO He Ooisee 3-4
BUJIOB).

Hanpumep:

Jlokymenmui 0 npogedenur MOHUMOPUHeAa UMEHeHUs. YeH 8 UHBECMUYUOHHO
cghepe Ha cmpoumenvHyo NpoOYKyuio (Cnpasku, mabauywl, epaguru u op.) ...

7.2.16. B TomM cnydae, korma B aemonpou3BoacTtBe Oprana/OpraHu3aliu
c()OPMUPOBAHO [EJI0, BKJIOYAKOIIECE OCHOBHOW JOKYMEHT (IPOTOKOA W Ap.) W

JOMOJTHSIOIIME €0 MaTepUaibl, COCTOSIINE U3 JOKYMEHTOB Pa3HOro BUAA (CIPABKH,
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TEXHUYECKAss JOKYMCHTALMS, 3asBJICHUS W JpP.), B 3aroJOBKE YKa3bIBACTCS BUJ
OCHOBHOI'0 JOKYMEHTA, €r0 COAEP KaHUE, aBTOPCTBO M JIp., @ B KOHIIE 3arojoBKa
YKa3bIBAETCS «HA JOKYMEHTHI K HEMY» 0€3 PACKPbITHs BUIOB JOKYMECHTOB.

Hanpumep:

IIpomoxonwr Ne [-10 3aceoanus Mesceeoomemesennoti komuccuu 3a 2020 200

U OOKYMEHmMbl K HUM
101
IIpomoxon 3aceoanus Oowecmsennozo Cogemd, COCMOSIGULECOCS]
25 aneapsa 2020 2o0a u Ookymernmui K HeMmy

7.2.17. Ilpm cocTaBleHMH 3arojioBKa K TaKUM JOKYMEHTaM Kak CMETHI
JIOXOA0B W PACXOAOB M Jp., KOTOPbIE (POPMHUPYIOTCS B OAHO AEIO CO BCEMH
W3MCHCHUSMU W JIONOJHEHMSIMM K HHM, YKa3bIBa€TCS HA3BaHUE OCHOBHOTO
JOKYMEHTA B €IMHCTBECHHOM YMCJIC M B KOHILIC 3ar0JI0BKA OTMEYAETCS «M U3MECHEHUS
K HEMYY.

Hampumep:

Cmemubt 00x0006 u pacxoooe Komumema na 2020 200 u usmeHeHus Kk HUM

7.2.18. TlpunoxeHusi, YKa3aHHbIE B TEKCTE OCHOBHOIO JOKYMEHTA, HE
SBJIAFOTCS OTAEIIBHBIM JTOKYMEHTOM M B 3ar0JIOBKE HE OTPAKAKOTCS.

7.2.19. [leno, comeprkamiee nucbMa-3amnpockl U OTBETbI HA HUX HA3BIBACTCA
IEPETTACKONY.

7.2.20. B 3aronoBkax Aes C IJIAHOBO-OTYETHBIMH JOKYMEHTAMM K HA3BAHUIO
BUJIA TOKYMEHTA PEKOMEHAYETCS AOOABISTh XPOHOJIOTHYECKOE YTOUHEHHUE (TOA0BOA,
KBapTalbHbI), TaK Kak B 3aBUCUMOCTH OT COXPAaHHOCTH JIOKYMEHTOB B
Oprane/Oprann3anuu Ha MOCTOSHHOE XPAHEHUE MOTYT OTOMPAThCS KaK TOJOBBIC,
TaK U KBAPTAIBHBIE IJTAHBI U OTYETHI.

Hampumep:

Ilepcnexmusnuiti nian coyuaIbHO-2KOHOMUYECKO20 PA3GUMUS pATioHd
na 2020-2025 200w
101

Keapmanwnwvie punarcosvie nianvr Komumema na 2020 200
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WIH
1'o0osoii byxeanmepcruii omuem Komumema
3a 2020 200 u OoxymeHmul K HEMY

7.2.21. Benen 3a yKa3aHMEM BHJA JTOKYMEHTOB JOJDKHBI ObITH 0O03HAYCHBI
aBTOpPHl JOKYMEHTOB (HA3BAHUE OpraHu3alWd, MAOJDKHOCTh WM (QamMuivds |
WHULMAJIBI JTMIA, KOTOPBIM COCTaBJICHBI TOKYMEHTHI).

Hanpumep:

IIpeonooicenust Kazennozo yupeswicoenus: Pecnyonuxu Anmaii
«l'ocyoapcmeennwiii apxue Pecnyoauxu Anmaii»
0 nposedenuu apxueHuix umenuii 8 2020 ooy

7.2.22. Ecnum aBtopoM gokyMeHTa sBhsercss Opran/Opranmsanus —
(oHI000pa30BaATENb, YbH JTOKYMEHTHI MMOABEPratOTCs YIOPSIIOUYCHUIO, TO HAa3BAHUE
Oprana/Oprann3anuu B 3arojioBKax HE MPUBOAUTCS (HAPUMEP, B TMEPEMHCKE) U
JaeTcs TOJMBKO €ro oduee poaoBoe noHsaTue. Tak B onucn aen Komutera mo nemnam
3AT'C u apxuBoB PecnyOnuku AnTail B 3arojioBKax J€id ynoTpeOssieTcsl POJOBOE
noustue — Komurer.

Hanpumep:

[Ipomoroner NeNe [-20 cosewyanuil y npeoceoameisi Komumema 3a 2020 200
U OOKYMEHmMbl K HUM

7.2.23. B pacnopsaMTenbHbIX JOKYMEHTaX aBTOP (HA3BAHHWE OPraHu3alvv U
HAaUMEHOBAHUE JOKHOCTH PYKOBOJUTEIS) HE YKA3BIBACTCS.

Hanpumep:

IIpuxazor NeNe [-100 no ocroswoii Oesmenvnocmu Komumema 3a 2020 200

7.2.24. B pacnopsauTENbHBIX JOKYMEHTAX, MNOMMHUCAHHBIX HECKOJBKUMU
JOJKHOCTHBIMU JIMLIAMH, MU3JAHHBIX C Pa3HOMl Hymepaumeid u c(hOPMHUPOBAHHBIX B
OTIENIbHBIE JIeNa MO0 AaBTOPCKOMY MPH3HAKY, YKa3bIBACTCA aBTOp (HA3BaHUE
OpPraHM3alMyA 1 HAUMEHOBAHUE JOKHOCTH PYKOBOIUTES ).

Hanpumep:
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Ipuxazer NeNe [-100 eenepanvtioco oupexmopa 06veounenusi N0 OCHOGHOT
oessimenvrocmu 3a 2020 200, [puxaszer NeNe [-25 enaeroeo unocenepa o6veounens
no ocHogHot Oesimetvrocmu 3a 2020 200

7.2.25. Anpecar WIA KOPPECHOHJEHT (HA3BAaHME OPraHu3aluil KOTOPOMY
aJPECOBAHBI WM OT KOTOPOTO MOJIyYEHbI JOKYMEHTBI) OOBIYHO YKa3bIBACTCS MOCIIE
Ha3BaHWs BHAa Jena B (popMe OPUMUIMANBHOrO HA3BaHWs OPraHu3alkd, WA
JOJKHOCTH, 3BaHUs, PaMUITMK, HTHALMAJIOB JIULIA.

7.2.26. Ecnu aeno npeacTaBisieT COO0M «IEPEMUCKY» B 3ar0JIOBKE YKA3bIBAKOT
TOJIbKO Ha3BaHWs KOPPECHOHJICHTOB, a Ha3BaHus Oprana/OpraHuzanuu -
(¢onpooOpazoBarens, Kak NpPaBHIO, HE mpuBoaMTCs. Ecnm mepemmcka Bemach ¢
OJTHOPOJHBIMM KOPPECIMOHICHTAMM B 3arojIOBKE YKa3blBacTCs OOLIee BHIOBOE
HA3BAHHUE KOPPECIIOHIEHTOB.

Hanpumep:

Ilepenucka ¢ MmynuyunaivHuiMu 00PA308AHUAMY NO BONPOCAM OCHOBHOT
oesimeibHoCmu

7.2.27.Conepxkanue JOKYMEHTOB (BOMPOC, MPEAMET, cOObITUE, (PaKT U Ip., K
KOTOPOMY OTHOCHUTCSl COACpPKaHWE AOKYMEHTOB) M3J1aracTcsi B 3arojIOBKE Jena
COBPEMEHHBIM SI3BIKOM, O0€3 BBOJHBIX CJIOB M CJIO’KHBIX CUHTAKCUYECKHX 00OOPOTOB.

7.2.28. 3AIIPEHHIEHO ynorpebiicHue B 3arojioBKE HEKOHKPETHBIX, HE
PACKPBIBAOLINX COACP)KAHUE JOKYMEHTOB, (POPMYJUPOBOK, HAMPUMEP, TAKUX KaK
«pasHas NEPEMUCKA», «00Ias NEPENUCKa» U Jp.

7.2.29. Cneumduueckne TEPMHHBI B 3arojJioBKax NPUMEHSIOTCS — 0e3
N3MEHEHUM.

7.2.30. Ilpu cOCTaBIeHUM 3arojJOBKOB HE JOIMYCKACTCS MOJACPHHU3ALMUS
JEKCUKHA, HO B TOXE BpEeMs HEOOXOIMMO H30erarb apxau3aluu BBIPLKECHUN U
000POTOB.

7.2.31. Ilpm cocTaBneHUM 3arojJOBKa HEOOXOAMMO OOECNEUUTh MOJHOE
COOTBETCTBHE MH(POPMALMHU, 3aKITFOUEHHOW B HEM, ACHCTBUTEIBLHOMY COIEPKAHUIO
uH(pOpMaLMi JOKYMEHTOB JEIA.

Hanpumep:
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Jlokymenmui 0 pazpabomke HOpMAMUGO8 UHAHCOBIX 3ampam OJisl
MIIAHUPOBANUSL U (PUHAHCUPOBAHUS UHBECINUYUOHHBIX NPOSPAMM 6 00JIaCmU
DICUNUULHO2O CIMPOUMENbCMEA (NOSCHUMENbHBLE 3ANUCKU, PACYembl, MadIuybl,
nepenucka u op.)

7.2.32. Eciia coaeprKaHue JOKYMEHTOB JIENA KacaeTCs HECKOJIBKUX BOIMPOCOB,
SBJISFOIIMXCSL YaCTBIO OJAHOTO OOILIEro BOIMPOCA, B 3aroJIOBKaX OTPaKAETCs OOIIMiA
BOIIPOC.

Hanpumep:

Jloxymenmur 0 noocomoske u npogedenuu NpazoHosaHus J[Hs 2copooa (niamvl,

omyemol, CNPASKU, UHDOpMaAyuL U Op.)

7.2.33. Ilpn cocTaBiieHAM 3ar0jIOBKOB K JOKYMEHTAM ChE3/10B, KOHTPECCOB UX
HOMEpa MOryT 0003HauyaTbCsl puMcKUMH mH@pamu (IX KOHrpecc) wim apaOCKUMuU
nuppamu.

7.2.34. Ha3aHme MECTHOCTH (TECPPUTOPWUHM, HACEJICHHBIX IYyHKTOB,
reorpauueckux OOBEKTOB, aJAMHHHACTPATHBHO-TEPPUTOPUAIIBHBIX ECOUHMIL), C
KOTOPOH CBSI3aHO COJEP)KAHME JOKYMEHTOB, aBTOP, aAPECarT WIA KOPPECIOHACHT,
BHOCUTCSI B 3aroJIOBOK J€Nla, €CIAM HEOOXOAMMO yKa3arb MECTO COOBITHH WiIn
MECTOHAXOXKACHUS AaBTOPOB (aAPECATOB, KOPPECTOHAEHTOB ) JOKYMEHTOB.

Hanpumep:

Omuem o npebwisanuu oenecayuu pabomuuxos Komumema 6 @edepamueHoil

Pecnybnuxe I'epmanuu ...

7.2.35. HasBaHus cCTpaH, aAMUHUCTPATHUBHO-TEPPUTOPUAIBHBIX €IMHHIL,
HACEJICHHBIX TYHKTOB B 3ar0JIOBKE JI€NIA YKA3BIBAKOTCS MOJHOCTBIO.

7.2.36.  Ha3BaHWe  HACEIEHHBIX  MYHKTOB W AJAMUHUCTPATHBHO-
TEPPUTOPUAIBHBIX €IMHULL NPUBOJUTCA B BO3PACTANOIIEM IOPSAIKE. CENO, TOPOZ,
00J1acTh " T. 1.

7.2.37. JlaThl, K KOTOPBIM OTHOCSITCSI JOKYMEHTBI JCJIa WIH U3JI0KCHHBIE B HUX
COOBITHSI, B HEKOTOPBIX CITy4asix BHOCSATCS B COCTAB 3arojIOBKa ACTa.

7.2.38. JlaTbl BHOCATCS B 3ar0JIOBOK, €CJIA TOYHAS JATUPOBKA HEOOXO0aUMa JIJist

INOHUMAaHHA KOHKPCTHOI'O COACPKaHUA JOKYMCHTA.
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Hanpumep:

Jloxymenmer 0 npogeoenuu Heoenu J[pyoxcoer Pecnyonuxu Anmati 6 cmonuye
Monzonvcroii napoonoii pecnyonuxu eopooe Viaan-bamop 4 —11 anpens 2020 cooa
(npoepayimul, omyemst, OOKIAObL, CHPABKU U Op.)

7.2.39. B 3aronoBke jaena gatbl 0(pOPMITSIOTCS CIIOBECHO-IIU(POBBIM CIIOCOOOM
CJIeIYIOMUM 00pa3oM:;

— JIHM Mecdlla YKa3bIBatOTCs apaOckumu mudpamu 0e3 nobasnenus «O0» s
yucenc 1 mo 9;

— Ha3BaHWE Mecslla TMHUIIETCS CTPOYHBIMM OyKBaMH, TOJHOCTBIO 0O€3
COKpaIllCHUH,

— K 1uppoBOMY 0003HAYECHHIO r0/1a J0OABISIETCS MOJHOE CIIOBO «TOI».

Hampumep:

5 mapma 2020 200a

7.2.40. Ecim npu onmpenencHud Aar AOKYMEHTA HEBO3MO>KHO YCTAHOBUTH
YHCJTO, MUIIETCS TOJBKO MECSI M TOI.

Hanpumep:

pespane 2019 cooa

7.2.41. Ilpm onWcaHWM JIOKYMEHTOB CBE3J0B, KOH(PEPEHUMH, TIICHYMOB,
coOpaHmidi W [Op. B 3aroJIoOBKE O0O0s3aTeNIbHO YKA3bIBAETCS JlaTa MPOBEACHUS
MEPOIPHSITHSI.

Hanpumep:

Cmenoepamma y4peoumenbHo2o Cbe30a 00uecmeeHHo-noIumu4ecKoco
obveounenust «/leudicenue 3a OpysHcoy HapoOos», COCMOABULECOCSL
6 e. I'opno-Anmarticke 7 okmsiops 2020 eooa

7.2.42. 1lpu onucaHuM JEN, B KOTOPHIE BKJIFOUCHBI TUIAHBI, OTYCTHI, CMETHI,
LITATHBIC PACIMCAHUS, B 3ar0JIOBKE YKA3bIBAETCS MEPUOJ (TOJ, KBapTall, MECSAL), HA
KOTOPBIN COCTABJIEH IJIAH WJIM 32 KOTOPBIA COCTABIIEH OTYET.

Hampumep:

« ‘0006011 Oyxeanmepckuii omuem Komumema 3a 2020 200 »
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« Keapmanvrwiii Oyxeanmepcruti omuem Kovumema 3a 1 xeapman 2020 2o0a»

7.2.43. PeKOMEHIYETCS YKA3bIBaTh AATy YTBEP)KICHUS B 3arOJIOBKE K TAKUM
JOKYMEHTAM KaK yCTaBbl, OJOKEHUS, POTPaMMBI U JIP.

Hampumep:

IIpoepavima norumuyeckoeo obveounenus « J/[eudicenue 3a Opyicoy Hapooos,

NPUHSIMAsL yupeoumeivHbiM cbe30om 7 okmsaops 2020 2o00a
7.3. OCOOEHHOCTH OTAEIIBHBIX BUIOB 3ar0JIOBKOB

7.3.1. Eciu 1e/10 COCTOMUT M3 HECKOJIBKMX TOMOB, BCEM TOMAaM JAeTCs OOIIuii
3arojioBOK, a 3areM (OpH HEOOXOAMMOCTH) JENAcTCs YTOYHEHUE COJNCP)KaHWUs
KQKI0r0 TOMA B OTAEIBHOCTH.

Hanpumep:

Jloxymenmur 0 pabome npeocmasumenvema Pecnyonurxu Anmaii (/[omoe

Pecnybonuxu Anmaii) 3a pyoesicom (omuemul, CNpasxu, nepenuckd u op.)

Tom 1. Cmpanvr Eeponsi

7.3.2. llpu oOnNHWCAHWKM PACHOPSAUTEIBHBIX JOKYMEHTOB, MPOTOKOJIOB,
Cc()OPMUPOBAHHBIX B HECKOJIBKO JIEN 3a OJMH KAJICHAAPHBINA 01, HE PEKOMEHAYETCS
NPUCBaMBaTh UM HOMEPA TOMOB, TaK KaK OHH SIBJISIFOTCS CAMOCTOSATEIBHBIMU JACTIAMH.
B 3aronoBke kK HAM YKa3bIBaKOTCS HOMEPA JHOKYMEHTOB (IPUKA30B, MPOTOKOJIOB) W
XPOHOJIOTUYECKHIA MEPUOJT, K KOTOPOMY OHU OTHOCSTCS.

7.3.3. To k€ OTHOCUTCS K JieJiaM MO JINYHOMY COCTaBY (JIMUYHBIC €A, TUYHBIE
KApTOUYKH, JMIEBBIE CYETA, TPYIOBBIE IOTOBOPA), CHOPMHUPOBAHHBIM TO BUAAM
JOKYMEHTOB B HECKOJIbKO JIEJT 32 OJIMH KAJICHIAPHBIN Tof. Tak Kak JOKYMEHThI B HUX
CUCTEMATH3UPOBaHbl MO andaBuTy QamMuinii pabOTHUKOB, B 3aroJIOBKE K HUM
YKa3bIBAKOTCSA HAYAJIbHbIE OYKBBI angaBuTa GamMuiIni.

Hanpumep:

Jluyesvie cuema no sapabommnoii niame pabomuuxoe Komumema
cAnob

7.3.4. Ecnu Ha oaHy OykBy ajidaButa amuwinii pabOTHUKOB C(HOPMUPOBAHO
HECKOJIBKO JI€JI, TO B 3aroJIOBKE YKa3bIBAKOTCS TPU MEPBBIX OYKBBI (amMumii

paObOTHUKOB.
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Hanpumep:

Jluyegvie cuema no zapabomuoti niame pabomuurxos Komumema
¢ AbA no ALLLY

7.3.5. Ecnu B aene no JUYHOMY COCTaBy MOAOOpaHbl JOKYMEHTHI TOJIBKO Ha
olHy OYKBYy, TO B 3arojJIOBKE YKa3bIBacTCA OJHA OYKBa, C KOTOPOM HAYMHAIOTCS
(bamunn pabOTHUKOB.

Hanpumep:

Jluyegvie cuema no zapabomuoti niame pabomuurxos Komumema
Ha A

7.3.6. Ecnu B OOHOM Jefie TO JIMYHOMY COCTaBY COAEPXKATCS JOKYMEHTHI,
chopMupoBaHHbIE MO al(aBuTy pamMuinii 3a BECh roji, Ha4aJbHbIE OYKBBI IEPBOM U
nocneanei pamunu pabOTHUKA HE YKA3BIBAFOTCS.

Hampumep:

Jluyeswie cuema no 3apabomuoii niame pabomHuKos

7.3.7. 1lpn onucaHuM OJHOTO JIMYHOTO JENia yKa3blBacTCs (paMuaus, vms,
OTYECTBO KOHKPETHOTO JIMA B HWMEHUTEIIBHOM TAaaeke, KpalHWE JaTel €ro
NOCTYIJICHUSI U YBOJIBHEHHS ¢ PA0OTHI, KOTMYECTBO JIUCTOB.

7.3.8. Tlpn yka3zanuu B 3arojioBKax Ha3BaHWs OPraHM3alMK (32 UCKITHOUYCHHEM
(donmooOpazoBaresnis), AOHKHOCTH, 3BaHUS KOHKPETHOIO JHMIA HEOOXOJAUMO
OPUBOJUTH WX MOJTHBIE HA3BAHUS.

7.3.9. Ecnu B 3aroJIOBKE YIIOMHUHACTCS HECKOJIBKO OPraHW3alvuil Wiv JIUIL,
HEOOXO0MMO JaBaTh UX BUAOBOE MOHSTHE.

Hanpumep:

Ilepenucka ¢ myHuyunanvHuiMu obpazosanusmu Pecnyonruxu Anmati no
BONPOCAM APXUBHOLO Oeld

7.3.10. 3aronoBku A€, COACP)KALME CTATUCTUYECKUE OTYETHI, COCTABIISIIOTCS
C YKa3aHHEM HOMEPOB (POPM CTATHCTUUYECKOH OTYETHOCTH.

Hanpumep:

Cmamucmuyeckuti omdyem no mpyoy 3a 2020 2oo

(- N)
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7.3.11. Ecnu B JOeme WMMEKOTCA JOKYMEHTBI HA WHOCTPAHHBIX —S3BIKAX,
HEOOXOMMO YKa3aTh 3TO B 3ar0JIOBKE.
Hanpumep:
Ilepenucka ¢ unocmpannsivu npeocmasumenscmeamu 8 Pecnybnuxke Anmari
00 yuacmuu 6 npogeoenuu J[us Pecnyonuxu 6 urone 2020 2o00a
HA PYCCK. U aHel. 513.
W
Ilepenucka ¢ unocmpannsivu npeocmasumenscmeamu 8 Pecnybnuxe Anmari
00 yuacmuu 6 npogeoenuu J[ns Pecnyonuxu 6 urone 2020 cooa
UMEIOMCSL OOKYMEHMbl HA AH2IL. 3.
7.3.12. Ilpn HEOOXOAMMOCTH K TAKUM JTOKYMEHTAM MOKHO JaTh aHHOTALUIO C
YKa3aHUEM JILCTOB JJOKYMEHTOB.
7.3.13. Onucanue noyIMHHOCTH JOKYMEHTOB
7.3.13.1. Jnsg ynpaBJICHYECKHX AOKYMEHTOB IPU3HAKAMHU IOJJIMHHOCTH
ABISAOTCA:  opuumanbHeld  Onmank  Oprana/OpraHu3alyiv, HAIMYHE TMOANUCH
JOJDKHOCTHOTO JIMLA, MIEYATH.
7.3.13.2. TlomIMHHOCTh JOKYMEHTOB JI€la B 3aroJIOBKE K JenaM ¢
VIIPABJICHYECKON JOKYMEHTALMEH HE OTOBAPUBACTCSI.
7.3.13.3. Ilpu omnucaHuyM JOKYMEHTOB J€Ja YKa3bIBACTCA WX KONMMHHOCTB,
KOTOpasi 0003HavaeTcs CIoBOM «Komnust» mocie 3arojioBka ¢ NpOMUCHON OYKBBI.
7.3.13.4. Ecaim B (QoHAEC TNOMUMO 3aBEPECHHBIX KOIMWWA, BCTPEYAKOTCS
HE3aBEPEHHBIE KOMUM, 3TO HEOOXOAUMMO OTOBOPUTH B MPEIMCIOBHU K OMUCH, a MPHU
YKa3aHUM KOMUHUHOCTH B OMMCU MOYKHO MCIIOJIB30BATh TEPMUH «3aBEPEHHAS KOTIUSD).
7.3.13.5. Ecnu B Aeiie UMEIOTCS Y NTOJJIMHHUKH, U KOITMU JOKYMEHTOB, M TAKUX
JIEJI B OMWCU - 3HAYUTEIBHOE KOJMYECTBO, TO 3TO OTMEYAETCA B INPEAUCIOBHH K
onucu 0€3 yKa3aHusi KOMMMIHHOCTH K 3ar0JIOBKaM JIEN.
7.3.13.6. JlaHHBIE O MOJJMHHOCTA W KONMWMHHOCTH, OTHOCSIIUMECS KO BCEM
JOKYMEHTaM JieJia, MPUBOIATCS TIOCTIE 3ar0JIOBKA C MPOMUCHOM OYKBHI.
Hanpumep:

LImamnoe pacnucanue Komumema na 2020 200 u usmenenus x Hemy. Konuu
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7.3.13.7. EciM 3TW [JaHHBIE OTHOCATCA JIMIIb K OJHOMY JOKYMEHTY,
VIOMMHACMOMY B 3arojiOBKE, YKa3aHWE O MOMIMHHOCTH JNAETCA TOCIE ONUCAHUS
3TOr0 JOKYMEHTA B 3ar0JIOBKE B CKOOKAaX C MPONUCHONH OYKBBI.

Hanpumep:

LImamnoe pacnucanue Komumema (3asepennas konus)
Ha 2020 200 u uzmeneHusi Kk Hemy

7.3.14. Onucanue cnocoda BOCIPOU3BEACHHS TOKYMEHTOB

7.3.14.1. Cnoco0 BOCHPOM3BEACHUS JOKYMEHTOB J€7da YKa3bIBACTCS st
HauOoJiee ILCHHBIX JOKYMEHTOB, a TaKXKe B TEX CIyYasX, KOIJa OH SIBIISETCA
HEOOBIYHBIM JUISl JAHHOTO BHJA JAOKYMEHTOB WM HMMEET 3HAUEHWE JUIS HX
XAPAKTEPUCTHKH.

7.3.14.2. Jna o0o3HaueHuss crnocoda BOCHPOM3BEACHUS YHOTPEOIISAIOTCS
TEPMHHBI. PYKOMKCh, aBTOrpad, MAMIMHOMMUCH, IMEYATHOEC W3JAaHWUE W  JIPYIHE,
KOTOPBIE MTPUBOJISATCS MOCTIE 3ar0JIOBKA CO CTPOYHOM OYKBBI.

Hanpumep:

Obpawenue Komumema conoamexux mamepeii Pecnyonuxu Anmaii o
npaszonosanuu 75-n1emus /[us [lobeowr 6 Beaukoit Omeuecmeenioii gotine, Npunsimoe
Ha 3aceoarnuu Komumema 18 espans2019 cooa. [lewamnoe uzoanue

7.4. CocTaBieHUe aHHOTAUMA JOKYMEHTOB

7.4.1. AHHOTaMs JOKYMEHTOB JI€la — KPaTKas XapakTEPUCTHKA OTAEIBHBIX
JOKYMEHTOB, TPYNIbI JOKYMEHTOB AEJA, COACPKAHUE U OCOOEHHOCTH KOTOPBIX HE
OTPAKAKOTCS B 3ar0JIOBKE JEIIA.

7.4.2. AHHOTaUs COCTaBISETCS Ha HAWOONEE BAXKHBIC HOKYMEHTBHI WU
IPyNNbl TOKYMEHTOB J€a, COACPXKAaHWE KOTOPBIX HEOOXOAMMO OTpasuTh OoJiee
noApOOHO, YEM 3TO MOXKHO CHIENATh B 3arOJIOBKE JETa.

7.4.3. AHHOTUPYIOTCSL:

¢ 0c000 LICHHBIE TOKYMEHTHI,

® JJOKYMEHTBI — IIPUJIOKEHUS K OCHOBHOMY TOKYMEHTY;

® NOKYMCHTLI OpFaHI/IBaHHﬁ-HpeHmeCTBeHHHKOB.
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7.4.4. BO3MOXXHO TaK)K€ aHHOTMPOBAHUE JTOKYMEHTOB, COACPKAILIUX CBOIHBIC
CBEACHHS M0 JIMYHOMY COCTaBY, a TaKXKe COJAECPKALIMX CBEIACHHMS O BHIHBIX
rOCyIapCTBEHHBIX, OOIIECTBEHHBIX ACATENSAX, U3BECTHBIX JIMLAX B O0JACTH HAYKH U
KyJBTYPbl, a Takke aBTorpadbl 3TUX JHL.  AHHOTHUPOBATbCS  MOTYT
KapTorpaguueckue M M300pa3UTENBHBIE MATCpPUAIbl, LICHHBIC MEYaTHBIE W3IAHWUS,
UMEIOIIUECS CPEAN TOKYMEHTOB U JIp.

7.4.5. AHHOTanMsi COCTaBISIETCS B NOPAIKE, NPUHATOM JJisi OMNHCAHUS
OTJEJIBHOTO JOKYMEHTA WM MPUBOJUTCS KPATKOE W3JI0KEHUE YACTH COJECP>KAHUS
AHHOTUPYEMOTO TOKYMEHTA.

7.4.6. 1lpy aHHOTMPOBAHWM MEYATHBIX MAaTEPUATIOB (JMCTOBOK, OpPOIIIOD U
T.I.), TOMHUMO BHJA JOKyMEHTa (JIMCTOBKA, OPOIIIOPA), YKA3BIBAETCS TAKKE €ro
HA3BAHWE WJIM HAYAJIBHBIC CJIOBA JOKYMEHTA (TP OTCYTCTBUM HA3BAHMS ), BBIXOHBIC
JAQHHBIE.

7.47. B aHHOTAaUMAX W300pA3UTEIBHBIX MATCPUAIOB PEKOMEHIYETCS
yKa3bIBaThb Marepuall, popMar JOKyMEHTA U CIOCOO €ro UCMOTHEHUSI.

7.4.8. B aHHOTaMM MOTYT TaKXX€ NPHBOJWTHCA HWMEHA JIML, Ha3BaHMs
Opranoe/Opranu3anuii, YOOMHHAIOIIMXCS B JOKYMEHTaX, MW  MMEIOIMX
CYLICCTBEHHOE 3HAYCHHE (MEPEUYMCISAIOTCS B KOHIIE AHHOTALMM TMOJA PYOPUKOH
«YTIOMHAHAKOTCSD? ).

7.4.9. B KOHIIE aHHOTAIMM NTPUBOJATCS HOMEPA JIMCTOB AHHOTUPYEMBIX
JOKYMEHTOB.

7.4.10. Bo n30exaHue 3arpOMOKICHUS TEKCTA MPH AHHOTHPOBAHUM CIECIYET
n30erarb NPUMEHECHHS! JIMITHAX (Ppa3 W BBIPAKEHUHN («B TOKYMEHTAX COJICPIKUTCSY,
«TOKYMEHTBI KaCaroTCs» U T.I.).

7.4.11. AHHOTAIMs NUIIETCS MOCIE 3ar0jI0OBKA ¢ KpaCHOH CTpokH (ab3aria).

Hampumep:

IIpomoxoner NeNe 2-3 szaceoanuti [lonumcosema u OOKYMEeHMbl K HUM....

101

Iucemo  Ilpeoceoamens — Pecnybnuxanckoeo  Cosema — eemepanog o

npaszonosanuu 75-nemus /[usa [lobeowi 6 Beaukoit Omeuecmsennoii gotine. J1.71.
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7.5. BoisBrenue 1 0003HaYEHUE KPAHUX AT Aena

7.5.1. BaXHBIM B3JEMEHTOM OINKWCAHUS JOKYMEHTOB SIBIIICTCS OMPEICICHUE
KpailHUX AaT JOKYMEHTOB, COCTABJISIFOIIUX JIENO.

7.5.2. HavanpHOil maroil genma sBISECTCS JaTa COCTABICHHS (PETHUCTPALIM)
CaMOr0 PaHHETO JOKYMEHTA, & KOHEYHOH - JaTa COCTABIEHUS (PErMCTPAli) CaMOro
NO3HETO JOKYMEHTA.

7.5.3. Kpaiinue nmarel OQOPMISIOTCS  CIIOBECHO-IIU(POBBIM  CIOCOOOM
CJIeIYIOMUM 00pa3oM:;

— JIHM Mecdlla YKa3bIBatOTCs apaOckumu mmudpamu 0e3 gobasieHust «O» s
yucenac 1 mo 9;

— Ha3BaHWE Mecslla TMHUIIETCS CTPOYHBIMM OyKBaMH, TOJHOCTBIO 0O€3
COKpaIllCHUH,

— YKa3bIBACTCS TOJIBKO LHU(PPOBOEC 0003HAuUeHME rojga 0e3 moOABIICHUS CIIOB
«T, «ITY, KTOIY.

— €CIU J1aTa COACPKUT YKA3aHWE HAa BEK, OH MUILIETCS MPONMCHBIMU OyKBAMHU
JATHHCKOTO angaBuTa cO CIIOBOM «BEKY.

7.5.4. IIpn coBnaacHUM rojla U MECsALa B KpaHMUX Jarax JAelia, KaKaas 1ara
MUIIETCS OTHOCTHIO.

7.5.5. Hucna OTACNAIOTCS CUMBOJIOM-PA3ACTUTENIEM «-» IS AUala3oHa WU

K AJad OTACJICHUA OAarT.

Hampumep:
3 gespans 2020 unu 3 gespans 2018 - unu 2003,
31 oexabps 2020 2007-
2015

7.5.6. Ilpy HEBO3MOKHOCTH OIPEICICHUAS YUCIA YKA3bIBAKOTCS CIIOBECHBIM
CcnocoOOM — MecsIl U IIU(POBBIM — TO/.

Hampumep:

pespanv 2013 -

oexabpw 2013
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7.5.7. Ecnu kpaiiHue nathl Aeia Wik OTACIBHBIE UX BJIEMEHTHI (UACIIO, MECHIL,
roJl) ONPEACNSIOTCS MPUOJM3UTENBHO, TO AAThl WM OTIACIBHBIE WX 3JIEMEHTHI
3aKJIHOYAOTCS B KBAJIPpaTHBIC CKOOKH.

Hampumep:

18 [aseycma] 1944

W

18 aseycma [1944]

7.5.8. Ecnu kpaliHue mathl eaa Wi OTACIBHBIC UX DJIEMEHTHI (YUCII0, MECHIL,
roJl) ONPEACNSIOTCS MPUOJM3UTENBHO, TO JAaThl WM OTIACIBHBIE WX BJIEMEHTHI
3aKJIHOYAOTCS B KBaApaTHbIe CKOOKU. [loHbIE MaThl WM OTAEIBHBIC WX JIEMEHTHI,
aOCOIIOTHO HE TIOCTOBEPHBIE, COMPOBOXKAAIOTCS BOMPOCUTEBHBIM 3HAKOM.

Hampumep:

[He panee 1920];

[He panee mapma — ne nosoce masf 1921;

[He nozoice 15] mapma 1931;

18 [aseycma] 1944;

18 aseycma [19447];

[18 aseycma 19447].

7.6. OCOOECHHOCTH ONPEACIICHUS KPAHUX JaT OTJAEIBHBIX BUJOB JOKYMECHTOB

7.6.1. B tOKyMEHTax MOCTOSHHOIO XPAHEHUS:

® JIaThl PACHOPSAUTENIBHBIX JOKYMEHTOB (MOCTAHOBJICHUMN, PACHOPSIKEHUH,
MPUKA30B U JIp.) YKA3bIBAKOTCS MO BPEMEHU HUX YTBEPIKACHHS, €CIU JTOKYMEHTHI HE
JATUPOBAHBI, TO IO BPEMEHU OITyOJIMKOBAHUS WJIM BBEACHUS B JCHCTBUE;

® TIOJIOXKCHHUS, WHCTPYKIMH, MPABWIA, PETJAMEHTBI W T.II. JATAPYIOTCS IO
BPEMEHU YTBEPKICHHUS,

e JaTaMu MPOTOKOJIOB SBJSAKOTCS JAaTbl MPOBEACHHUS 3aceNaHuii, mnpu
OTCYTCTBUM HA JTOKYMEHTE JAThI MPOBEACHUS 3aCCIaHU MOYKHO YKA3bIBaTh JATy €ro
YTBEPXKIACHUS,

¢ IIpHU OIIMCAaHHUK AKTOB YKA3bIBAKOTCA NAThl KX COCTABJICHU S,
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® NPU ONMCAHWH [JIAHOBO-OTYETHOW NTOKYMEHTALMM, IITATHBIX PACIUCAHUN
BMECTO KpaWHMX AT JeNa YKa3blBacTCs MEpUOJ (FO1, KBapTal, MECSL), 3a KOTOPBINA
OHH COCTaBJIEHBI 0€3 0003HAYCHHS CIIOBA «I», KTT», KTOM».

Harnpumep:

JUTS 3aroioBka niena « Omuem 3a 2020 200 », yKazaHAEM KpaHUX Aatr Aena Oyaer
«2020.

JUTS 3aroJioBKa Aena « byxeanmepckue omyemor Komumema sa 1-2 keapmaner 2020
200a», YKa3aHUEM KpaiHuX Jar aena OyneT «saHeape — uiorb 2020».

® cCIM B JIEJI€ MMEKOTCS JOKYMEHTBI-PUIIOKECHUS], KOTOPBIC AATHPOBAHBI
paHee MepBOro JOKYMEHTA J€na, TO WX Jarbl JOJKHBI OrOBapUBAaThCS C HOBOMA
CTPOKM TOCJE 3aroJioBKa. «MMEIOTCA AOKYMEHTHI 3a ... TOI», NMPH AHHOTALUH
JOKYMEHTOB YKa3bIBAKOTCSI HOMEPA JIUCTOB;

e KpalilHUMM JaTaMHy XypPHaJIA (KHUTH) PETUCTPALMK SIBJISIFOTCS AAThl MEPBOMA
Y TIOCJIETHEH 3anmuceil B )KypHaje (KHUTE);

® cCNU JETO0 COCTOMT M3 KONMI TOKYMEHTOB, U3TOTOBJICHHBIX 3HAYUTEIIBHO
NO3KE COCTABJICHMS WX MOUIMHHUKOB WM MOJIyYeHHBbIE (POHA000pa30oBaTENEM IS
paboTBl M HE CBA3AHHBIE C €r0 OCHOBHBIMH MarepuaJiaMd (Hanmpumep, B (oHIax
PENAKIWN, Pa3TUYHBIX KOMHUCCHI W T.IL.), TO KpalHUMHU JaTaMu OyIOyT SIBISTBHCS
JaThl U3TOTOBJICHUSI KONUH, a AaThl MOUIMHHUKOB MPUBOJSATCS B 3arOJIOBKE.

Hanpumep:

JUIsL 3arojioBka aena <«CKypuan «Ipanuy, 1949 200, NeNe 6-7. Penpunm»,
yKa3aHUEM KpaiiHUX aat jena oyaet « 1980 ».

e mpu O0O0O3HAYCHHWM KpaHWX JarT Jell, COAEPKAlIMX TMEPENUCKY,
YKa3bIBAKOTCA JaTa PETMCTPALMU NEPBOTO U MOCTEAHETO JOKYMEHTA B ACTIE.

7.6.2. JIOKYMEHTBI IO IMYHOMY COCTABY:

e KpalilHUMHU AaTaMé JMYHOTO Jeja paOOTHUKA SBISIOTCA AaThl MPHUKA30B O
€ro MPUEME U YBOJILHEHUH C PaOOTHI,

e KpaiiHWE IaThl PACUETHO-IUIATEKHBIX BEIOMOCTEH OOO3HAYAKOTCS MECSILIEM
1 rofoM 0e3 0003HaueHHS Yucia U 0e3 0003HAUCHUS CJIOBA «I», KIT», «TOI».

Hanpumep:
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aneaps 2020 — urons 2020,

¢ IIpHU OIIMCAHHH JIMICBLIX CUCTOB, JIMYHBLIX KaPTOYCK, KOMILJICKCOB (HapHI[OB)

JIMYHBIX JOCJI, TPYAOBLIX TOIOBOPOB BMCCTO KpaﬁHHX Aar acjia yKa3bIBaCTCAa TOJIBKO

TOJ.
7.7. ITopsimok onucaHusi NEPUOANYECKAX U3AAHUMA 1 Oy OJIMKOBAHHBIX
JOKYMEHTOB
7.77.1. 1lpum oOnMcaHWM BKIIFOUYEHHBIX B ONUCH O  MAJIOTHPAKHBIX
MIEPUOANYECKHUX W3JaHUMI, Opourtop, Oy OJIMKOBAHHBIX JOKYMEHTOB

Oprana/Opranu3anmu W IpPyrHX MEYaTHBIX M3JaHWI, B 3ar0oJOBKE YUHUTHIBAKOTCS
AJIEMEHTHI UX OMONIMOrpaduyecKoro ONMCaHus.

7.7.2. Ecnm wW3gaHWE TMPEACTABISACT COOOH aBTOPCKYKO CTAaThlO, KHUTY
OIMMCAHME POBOJUTCS CIEAYIOIUM 00pa3oM:

B rpade «3aronoBok nAena» yKa3bIBAE€TCS ABTOP W HA3BAHUE IEYATHOTO
u3nanus. Jlanee ykasplBarOTCS €ro BBIXOJHBIE TaHHBIEC (MECTO U MO/ U3/IaHU ).

B rpage «xpaiinue naten» - roJ u3gaHus.

3aronoBoK Jena Kpaiinue natel

ITerpor A.b. Byaymee Poccun M., 2020 2020

7.7.3. Ecnu w3gaHuWe nOpeacTaBiaser coOoil onmyOIMKOBAaHHBIE JOKYMEHTHI
Opranos/Opranu3anuii (IOKyMEHTBl ChE3I0B, MJICHYMOB, KOHTPECCOB M Ap.), TO
OIMKCAHUE MPOBOIUTCS CIEAYIOIIAM 00pa3oM:

B rpade «3aronoBok Jgenma» yKasplBaeTCs Ha3BaHWME W3AaHud. [lanee
VKa3bIBAKOTCS €0 BBIXOIHBIC JAHHBIE.

B rpadge «kpaiiHue natel» - KpalWHUE AAThl JTOKYMEHTOB, BKJIIOUYEHHBIX B
[I€YaTHOE U3JIaHHE.

7.7.4. Ecnu Ha3BaHWE MEYATHOTO W3JAHUS HE TOJHOCTBIO OTPAXKAET €ro
COJIEP)KaHKE, TO B AHHOTALMK K 3ar0J0BKY YKa3bIBAECTCS COCTAB BKIFOUEHHBIX B HETO
JOKYMEHTOB M JIUCTHI JOKYMEHTOB.

7.7.5. Ecii B u3gaHuu onyOJIMKOBaHBI JOKYMEHTHI Che3/1a, MIEHYMa U JIP., TO
B QHHOTALMU YKA3bIBACTCA JAaTa U MECTO MPOBEICHUS MEPONPUATHS (€CITU OHU HE

YKa3aHbl B HA3BAHUU OPOLIIOPHI).
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3aroioBOK Aena Kpaiinue natel

1T cve3n Conpmarckux marepeit PecnyOnuku Antaii. 25-26 2020
cents0ps 2020rona, ['opHo-Anraiick JIOKyMEHTHI 1

marepuaiel. ['opHo-Anraiick, 2020

7.7.6. Ecnu uznanue nokymentoB Oprana/Opranuzanuu (mporpamma, ycTas,
OPOEKT HOPMATHBHOIO aKTa W JApP.) BBIMOJIHEHO THMOTPA(QCKUM CrocoOOM, HO HE
UMEET BBIXOJHBIX MJAHHBIX (BCTPEYaeTCs B OOLICCTBEHHBIX OpPraHU3alMsX), TO
OIMKCAHUE MPOBOIUTCS CIEAYIOIIAM 00pa3oM:

B rpade «3aronoBok aena» yka3bplBacTCs TOYHOE HA3BAHHME JOKYMEHTA, Ajee
YKa3bIBACTCs — MEYATHOE U3AAHHKE.

7.7.7. Ecnii u3aaHuE MPEACTABISAET COOOM OTAEIBbHBIN JOKYMEHT, HEOOXOAMMO
yKa3aTb - KEM M KOrJAa YTBEPXKACH, MpuHAT. B rpade «xpaitHue mare» - ron

IIPUHATHSA WX YTBCPIKACHUA NJOKYMCHTA.

3aronoBoK Jena Kpaiinue natel

OOpamieane  Komurera  conparckux — marepei 2019
PecnyOnuku Antaii o nmpazgnoBanuu 75-netus J{Hsa [ToOensi
B Benukoit OTeuecTBEHHON BOMHE, MPUHATOE HA 3aCCIAHUU

Kowmurera 18 deppans 2019 roga. [leyarnoe n3nanne

7.7.8. I1pu onvcaHuy MEPUOINIYECCKUX U3IAHUH (Ta3€eT, )KyPHAJIOB, aJlbMaHAX0B
U JIp.) B rpade «3aroioBOK eia» YKa3bIBACTCA BUI MEPHOAMYECKOTO U3AAHUAS U €r0
HA3BAHHE B KaBbIUKAX, JAJIEE YKA3bIBACTCS MOA3arojoBOK u3aaHus («OOmecTBeHHAs
rOpPOJCKas ra3eTay | Ip.) TOJ U3JaHHs U HOMepa u3anus. B rpade «kpaiiHue qaren»
VKa3bIBacTCA TOA W3AaHUsA. ECIM NEepUOANYECKUE HW3HaHWUs CrPYINIHUPOBAHBl B
OTJIEJIbHBIE OMUCH MO BUIAM MEPUOANYECKUX U3IAaHUI, TO B 3ar0JIOBKE BUJ M3JAHUS
MOYKHO HE YKa3bIBaTh.

7.7.9. llepuoauueckue wH3AaHUS MOXKHO (OPMUPOBATH B OJHO JEJIO 3a
HECKOJIBKO JIET, €CITU MO3BOJIIET 00bEM JNOKYMEHTOB. B Takom ciywyae B rpade
«3aroJIOBOK JIEJIa» YKA3bIBAKOTCA FOJIbl 1 HOMEpA U3aHui 3a KaKblid roj, a B rpade
«KpailHAE IarTbl» YKa3bIBACTCA XPOHOJIOTHMYECKUN MEPUOJ BKIFOYEHHBIX B JEJO

AOKYMCHTOB.
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3aroioBOK Aena Kpaiinue natel

l'azeta «BectHuk I'opHo-Anrarickay. U3nanue 2020

Anmunuctpanuu r. 'opro-Anraiicka 2020 roa. NeNe 1-10

7.7.10. Ecny B ONMCH BKJIFOYEHBI BBIPE3KM M3 Ta3€T U KYPHAIOB M0 UCTOPHUH
Oprana/Opranuzanuu, Mpd ONUCAHWHM YKAa3bIBAOTCS BUIBI JOKYMEHTOB (CTaThH,
UH(POPMALMOHHBIE COOOIIEHUS, JOKYMEHTBI M Ip.), & B CKOOKax IOCJIE 3arojoBKa
VKa3bIBACTCS «BBIPE3KU U3 Ta3€Ty.

Hampumep:

Cmamuwu, ungopmayuonnsie cooowenus, onyoiuKoeanHvle 6
cpeocmeax maccogoli utgpopmayuu o oesmenvrnocmu AY PA « I ocyoapcmeerinwiii

HAYUOHANILHBLIL Meamp Manyd u necHu « Aimam »(evipesxu uz 2azemn)

8. OOOPMJUIEHUE JIEJI
8.1. Kommyiekc padoT no opopmIICHUIO €T

8.1.1. OdopmneHue aena MOCTOSHHOTO XPAHEHUS W MO JUYHOMY COCTaBY
BKJIFOYAET B €081 KOMILUIEKC padoT:;

— HyMepaiuu JIMCTOB B JIEJE;

— COCTAaBJICHUIO JINCTA-3aBEPUTEIIS,

— COCTAaBJICHUIO BHYTPEHHEH onucH (Tpr HEOOXOAUMOCTH ),

— MOJIIMBKE (NEPEIIIETY ) TOKYMEHTOB,

— oopmITEHHIO OOJIOKEK JIET.

8.1.2. Jlena BpeMeHHOro cpoka XpaHenus (o 10 ner), mocTymarouie Ha
rOCYyJapCTBEHHOE  XpaHeHue npu JukBujganuu OpraHa/OpraHuzaiuun — Win
OCTaBleHHbIE Ha XpaHeHne B Oprane/OpraHu3alii, MNOAIEKAT YaCTHYHOMY
0(pOPMJIEHUIO;

— JIOMYCKAETCsl HE MPOBOUTH CUCTEMATU3ALMIO TOKYMEHTOB B JIETIE;

— JIUCTHI JI€NIa HE HYMEPOBATh;

— JIMCTHI-3aBEPUTENIU HE COCTABJISITD.

8.1.3. JIOKYMEHTBI MOTYT XPAHUTBCS B MANKAX-CKOPOCIIABATEISIX.
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8.2. Hymepanust JIUCTOB

82.1. B wmensax 3aKkpemsicHUus TMOPsSAKAa PACMOJIOKEHHUS JOKYMEHTOB U
00ecrneueHusl UX COXPAHHOCTH, BCE JIMCTHI Aeia, KPOME JINCTOB BHYTPEHHEHN ONMKUCH U
JUCTA-3aBEPUTEINSL, HYMEpPYROTCs apaOckuMu nudpamMu BajJOBOW  HyMepaluen
YEpHbIM Trpa@MuEeCKUM KapaHJAlloM B BEPXHEM MPABOM yriy (HE 3aaeBas TEKCTa
JOOKyMeHTa). JIMCTBI BHYTPEHHEH OMUCH JAOKYMEHTOB J€jIa HYMEPYIOTCS OTAEIBHO
(apabckumu nudpamn).

8.2.2. Mcrionb30BaHME YEPHWIT WM IBETHBIX KapaHJALICH IPU HyMEPALK AEIT
3anpermacTcs.

8.2.3. Jluctel Oompmioro Qopmara Takke HYMEPYHOTCS B IPABOM BEPXHEM
yray, CKiaaabiBatoTCs ((PasibIlyroTCs) W MOAUIMBAKOTCS 3a OAWH Kpaid. CIOKEHHBIM
mict (popmara A3, A2) pa3BOpauMBacTCS U HYMEPYETCS B MPABOM BEPXHEM YTIIY.
Jlucrt moboro popmara, NOAMIMATEIN 3a OAUH KPaid, HYMEPYETCS KaK OJIMH JIUCT.

82.4. Ecnm TEKCT MOKyMEHTa Paclojio)keH Ha O0erWxX CTOpOHAaX JIMCTa,
000pOTHAs CTOpPOHA JIUCTa HE HYMEPYETCs, a Npu OQPOPMIIEHMHM CHOCOK Ha
O00OpPOTHYIO CTOPOHY JIMCTa JOKYMEHTA YKA3bIBACTCS HOMEP JIMCTA ¢ AOOABICHHEM
«00».

Hampumep: 2. 25 06.

8.2.5. Jluecr ¢ Harmyxo HAaKICCHHbIMA JOKyMeHTamMu ((poTorpadusamu,
BBIPE3KAMU, BBIMMCKAMU W T.IL.) HYMEPYETCS KaK OJWH JHUCT. ECnM K JAOKyMEHTY
NOJKIICEHBl OJAHMM KpacM JpPyrue NOKYMEHTHI (pacueTHbIC JUCTKM K JIMLIECBBIM
cueTaM, BCTaBKH TEKCTA, MEPEBOMABI, BBIPE3KA W T.I.), TO KaXKIbIH JOKYMEHT
HYMEPYETCS OTAEIBHO.

8.2.6. Ecnu B 1€10 BKIKOYEHBI JIMCTHI — PA3ACIIATENN MEXAY JOKYMEHTAMU, HA
HUX JO/DKHa ObITh HHQpOpManMs (HAAOUCh), KOHKPETHU3WUPYIOWIAs MPUHLIAI
CUCTEMATH3ALMKA JTOKYMEHTOB B Jicjie (HAMMEHOBAHUE CTPAHBI, BUJOB JTOKYMEHTOB,
(damuus, uMsi, 0OTYECTBO PAOOTHHKA U 1p.). OHU HYMEPYIOTCS B BAJIOBBIM MOPSIKE
BMECTE C TOKYMEHTAMH.

827. Ecnm B jAene MMEKOTCS YHCTHIE JUCTBI, OHM HE HYMEPYKOTCS, a

HU3BIMAarOTCA U3 ACTIA.
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8.2.8. IloammTeie B AEIIO KOHBEPTHI C BIOKECHUAMM HyMepyroTcs. [lpm sTtom
BHAYaJI€ HYMEPYETCS CaM KOHBEPT, a 3aT€M OUYEPEIHBIM HOMEPOM KaKIO€ BIIOKEHHE
B KOHBEPTE.

8.2.9. IloammTeie B AEN0 JOKYMEHTHI ¢ COOCTBEHHOW HYMEpalMei JIMCTOB
(BKJIFOYAsl TEYATHbIC W3aHWSI) MOTYT HYMEpPOBATbCS B OOLIEM NOPSAAKE WU
COXPaHATH COOCTBEHHYIO HYMEDPALMIO, €CITM OHA COOTBETCTBYET MOPSIKY
Pacron0KEHMs JIMCTOB B JIEJIE.

8.2.10. ®ortorpaduu, 4YEpTEKW, AMArPpaMMbl W APYTUE WILTHOCTPATHBHBIC
JOKYMEHTBI, MPEACTABISAIOMIME CAMOCTOATENBHBIA JIMCT B JIENE, HYMEPYIOTCS HA
0OOpPOTHOM CTOPOHE, HA BEPXHEM IOJIE JINCTA.

8.2.11. Jluctel A€, COCTOSIIMX M3 HECKOJBKMX TOMOB WJIM 4YacCTEi,
HYMEPYIOTCA 110 KKIAOMY TOMY MJIM KOKIOM YaCTH OTIAEIBHO.

82.12. Ilpm mnpueme TMNOAMMTBIX W  NPOHYMEPOBAHHBIX JET B
nenonpou3BoAcTBe Oprana/OpraHuzanuu, €ciau 0OHAPYKEHbBI OTACIIbHBIEC OMUOKHA B
HYMEPALMH JTMCTOB BO3MOYKHO NMPUCBOEHUE JIMTEPHBIX HOMEPOB JIMCTaM.

Hanpumep: /a, 16, Sa.

8.2.13. B ciy4ae 60s1bIIOr0 KOJIMYECTBA OIIMOOK MPOBOIUTCS NEPEHYMEPALUsT
mucToB. [Ipy 3TOM CcTapele HOMEPA 3aYEPKUBAIOTCS KapaHAAIIOM OJHOM HAKJIOHHOWM
YEPTOid, a pAAOM CTAaBUTCS HOBBII HOMED JMCTA (3aMPEIlaroTcs NOATUPKU U MTPaBKU
CTapbIX HOMEPOB), B KOHIIC €A COCTABISCTCS HOBBIA JINCT-3aBEPUTEINID, TP 3TOM
CTapbIi JIUCT-3aBEPUTEI 3AUEPKUBACTCS, HO COXPAHSIETCS B JIETIE.

8.3. CocTaBlIcHHE TMCTA-3aBEPUTETS

8.3.1. JIucT 3aBEpUTENB COCTABIIAETCA U1 YUETA KOIMMYECTBA JIMCTOB B JEJIE 110
YCTAHOBJICHHOH (opme (mpunoxenue Ne 2).

8.3.2. JIucT-3aBepuUTENb COCTABJISICTCS B JIEIEC HA OTACIBLHOM JIUCTE ((popmara
A4, AS), B KHMrax — Ha 00OPOTHOM CTOPOHE MOCIICAHETO YMCTOTO JTUCTA.

8.3.3. 3ampeiuiaercs BBIHOCHTH JIMCT-3aBEPUTENL Ha OOJIOKKY Jejia WIn
YUCTBI 00OpPOT JMCTa NOCAEAHEr0 JOKYMEHTa. Ecnmu naeno noammro wim
nepemeTeHo 0e3 OaHKa JMCTa-3aBEPUTENS, OH HAKIIEMBACTCS 32 BEPXHIOK YacTh

JINCTA HA BHYTPEHHEHN CTOPOHE OOJIOKKHM JAENa.
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8.3.4. B nmucre-3aBepuTENe YKA3bIBAOTCA HA(PPAMU U MPOMUCHIO KOJIHYECTBO
NPOHYMEPOBAHHBIX JIMCTOB M OTHAEIBHO, YEPE3 3HAK «1» KOJIWYECTBO JIMCTOB
BHYTPEHHEN ONUCH (MTPH €€ HATTMYKUN ).

8.3.5. B mucre-3aBepUTENe OTMEYAKOTCS OCOOCHHOCTH HYMEPALMK JIMCTOB,
(PU3NYECKOr0 COCTOSHUS JOKYMEHTOB H (POPMUPOBAHUS JIETA;

— HaJIM4ME JIUTEPHBIX HOMEPOB JIUCTOB;

— HaJM4Me TPOMYIIEHHBIX HOMEPOB JIMCTOB;

— HOMEPOB JINCTOB C HAKIICEHHBIMU (oTOrpadusamu;

— HOMEPOB KPYMHO(POPMATHBIX JINCTOB,;

— HOMEPOB KOHBEPTOB C BJIOXKEHUSMH M KOJUYECTBO BJIOXKEHHBIX B HHX
JMCTOB),

— HOMEPOB NOBPEKACHHBIX JIUCTOB;

— HaJIM4uMe B JeNie TUMNOrpaCcKuX 3K3EMIUIIPOB OpOLIIOP € KOJIHYECTBOM
JIMCTOB B HUX, €CJIM OHU HE OBIJIM OTMEYCHBI B OOLIEH BaJIOBOM HyMEpALMK B JEIIE.

8.3.6. KonnuecTBO NUTEPHBIX, MPOMYIICHHBIX JINCTOB JTOJDKHO YUYUTHIBATHCS B
UTOTOBBIX TAHHBIX O KOJIMYECTBE MPOHYMEPOBAHHBIX JIUCTOB.

Hanpumep:

[ocneonuii auem oena umeem nomep 252, HO 8 Oejie eCMb JUCHbL C HOMEPAMU
Sa u 30a u nponywen nomep 17. B omom ciyuae obuee Koiudecmeo aucmosg 6yoem
cocmagisimo 252 + 2 — 1= 253.

8.3.7. Bce mnocnenyromme W3MEHEHHMsT B COCTABE W COCTOSIHMM JIEJia
(MOBPEXKIEHUS, 3aMEHA MOJIMHHBIX JTOKYMEHTOB) OTMEUAIOTCS B JINCTE-3aBEPUTENC
CO CCBUIKOM Ha COOTBETCTBYIOIINI aKT.

8.3.8. JIucr-3aBeputeiib 0(hopMISETCS ¢ UCHoap30BaHueM mpudra Times New
Roman pazmepom Ne 14, yepes 1,5 MexcTpouHblii HHTEpBaI, O€3 a03aiHOro OTCTYyIA,
B I'PaHUL[aX TEKCTOBOTO TOJISA:

30 MM — JIEBOE;

10 MM — nipaBoe;

20 MM — BEpXHEE,

20 MM — HIKHEE.
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8.3.9. 3aromoBoxk Bupma pokymenra JIMCT-3ABEPUTEJIb Ne
NEYaTacTCs MPONUCHBIMA  OyKBaMH, BBLACTSETCS MOMYXUPHBIM — HIpUPTOM,
LEHTPUPYETCS TIO LIUPUHE.

8.3.10. CBeneHus O KOJMYECTBE INMPOHYMEPOBAHHBIX JIUCTOB, JIMTEPHBIX M
OPONYIIEHHBIX HOMEPAx e, KOJIMYECTBE JIMCTOB BHYTPEHHEH omucu (mpu ee
HAIAYMM ) IEYATAKOTCA YE€PE3 OJJMH MEKCTPOUHBII MHTEPBAJI OT HAMMEHOBAHUS BHJIA
JOKyMeHTa, 0e3 al3alHoro oTcTyna OT TPaHMIl JIEBOTO TOJS JUCTA CTPOYHBIMH
OyKBaMH.

8.3.11. OcoOeHHOCTH (PU3NUECKOTO COCTOSIHUS U (hopMHUpoBaHus Jena (rpada
1) u Homepa mmcroB (rpada 2), opopmisirorcs B BHUae TaOmumbl 4vepe3 1
MEXCTPOUYHBIA MHTEPBAI OT CBEICHUM, YKa3aHHbIX B 1. 8.3.10., mpu 3TOM rpaHuisl
TaOJMLBI HE JOJHKHBI BBIXOIUTh 32 TPAHULIBI TEKCTOBOTO TTOJIS.

8.3.12. HaumeHoBaHHMsT W HOMEpA CTOJOIOB TAOMUIBI  O(OPMIISIOTCS
CTPOYHBIMH OyKBaMU, LICHTPUPYIOTCS MO LIMPUHE CTONOLA.

8.3.13. B Tabmuile KaKIablii SJIEMEHT OMUCAHUs Jejla pacrojiaracrtcs B
OTJIEIBHOM CTPOKE, BEIPABHUBAETCS IO JIECBOMY Kpato 0€3 ad3aiiHoro oTcryna B rpade
1 m ueHTpUpyeTCs MO mMHUpUHE cTondua B rpade 2.

8.3.14. Jlucr-3aBEpUTENb MOMNUCHIBACTCA COCTABUTENEM, YKA3BIBACTCS €TI0
JOJKHOCTB, paciin(poBKa MOANUCH, JaTa COCTABJICHUS.

8.3.15. PekBusutbl Haumenosanue O0oadjicHocmu pabomuuxd, /lama TOTKHbBI
o opMIIATECA OT JIEBOM MPAHULIBI TEKCTOBOTO MOJIst O€3 a03aHOTO OTCTYIIA.

PacmupoBka mnoanucu B peKBU3UTE [loonuce pabomuuxa  NOJKHA
pacronarateCsi Ha YPOBHE TOCIHEAHECH CTPOKM HAWMEHOBAHWS JIOJDKHOCTH
COCTaBUTEISI C OJIMHAPHBIM TPOOETIOM MEXTy MHUIManamMu U pamunueii. [locnennss

OykBa B pacii(ppoBKE MOAMUCH J0JKHA OTPAHUYMBATHCS MPABBIM MOJIEM.

JIOKHOCTh paOOTHUKA H.O. damunus
(TO/IIHUCh)

Jlara
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8.4. CocraBneHue BHYTPEHHEH OTTUCH
8.4.1. BHyTpeHHss ONUCh JOKYMEHTOB COCTABIISICTCS B CIIy4ac HAJIMYMSA B JIETIE
JIOKYMEHTOB, TPEOYIOIIMX 0COO0ro yyeTa.
8.4.2. CocraBicHHE BHYTPEHHEH oOmMUCH 0O0A3aTENBbHO Ui CIIECAYOLICH
KATerOpuM JIEM:

— coaepxalme 0co00 NEHHBIE JOKYMEHTHI,

CyJIcOHBIE;
— CJIC/ICTBEHHBIE,

— KOMIIJIEKCHI (HAPSIIOB) TUYHBIX JIET,

TPYJIOBBIE OTOBOPA (COTIALICHUS ).

8.4.3. BHYTpPEHHSSI OIUCH MOXKET COCTABJISATHCS:

— K JenaM C JIMUEBBIMM cYeTaMu 1o 3apaboTHOH Tmiare, JMYHBIMH
KapTOYKaMHu, €CIH OHW C(HOPMHpPOBAHBI B JECIOMPOU3BOJACTBE HE MO an(aBUTy
(amMuIInid, HO HE MOJUICKAT PACIIUBKE;

— K JeNlaM C NEPENUCKON, €C OHU CPOPMHUPOBAHBI IO XPOHOJIOTHYECKOMY
NpHU3HAKY 0€3 yKa3aHUs TEMATHKKU, HO MX 00BEM 3HAYUTETIEH.

8.4.4. DBHYTpeHHsAss ONKWCh COCTABIAETCA HA OTHEIBHOM JIUCTE IIO
yCTaHOBJICHHOH (opme (mpuioxeHue Ne 3), B KOTOPOM coAepKarcs CBEACHUS O
NOPSAAKOBBIX HOMEpax JOKYMEHTOB J€jla, WX HWHJIEKCax, [aTaxX, 3arojoBKax W
HOMEPAX JIMCTOB JIENA.

8.4.5. K BHYTpeHHEl ONUCHM COCTABIAECTCS WMTOrOBAas 3amuCh, B KOTOPOH
YKa3bIBAKOTCA IH(PPaMU U MPOMHUCHIO KOJIMYECTBO BKITFOUEHHBIX B HEEC TOKYMEHTOB U
KOJIMYECTBO JIMCTOB BHYTPEHHEH OIHUCH.

8.4.6. Ecnun neno nepenneTeHo Wik noamuTo 0e3 OiaHKa BHYTPEHHEH OMHUCH
JOKYMEHTA, TO COCTAaBJICHHAs MO YCTAHOBJICHHOW (OPME ONMUCH MOAKICHBACTCS K
BHYTPEHHEN CTOPOHE JIMLEBOH OOJIOKKH JAEa.

8.47. H3MeHeHHMs cocTaBa JOKYMEHTOB Jena (M3bATHS, BKIKOYCHUS
JOKYMEHTOB, 3aM€Ha MX KOMWSMH W T.JA.) OTpaxkarorcs B rpade «lIpumeuanusy

BHYTpeHHeﬁ OIMKCHU CO CChbUIKAMHM Ha COOTBCTCTBYIOIIUC AKTLI. HpI/I HGO6XOI[I/IMOCTI/I
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COCTAaBJISIETCS HOBAs UTOrOBAsl 3alWCh K BHYTPEHHEH OMWCH M JIMCTY-3aBEPUTEIO
Jena.

8.4.8. BHyTpeHHsAs onmuch O(OPMIISETCS C KCMONIb30BaHUEM wmpudrTa Times
New Roman pazmepom Ne 14, yepe3 1,5 MekcTpouHblii uHTEpBaJ, 0€3 ad3aIHOro
OTCTYMA, B TPAHULAX TEKCTOBOTO TOJISL:

30 MM — JIEBOE;

10 MM — nipaBoe;

20 MM — BEpXHEE,

20 MM — HIDKHEE.

8.4.9. 3arosoBoK JOKYMEHTA BBIACIACTCS  TOJY>KAPHBIM  IIPUPTOM,
ueHrpupyercs no wmmpune, peksusut BHYTPEHHAA OIIMCbh newaraercs
OPONUCHBIMUA OYKBAMH, HA CIEAYIOWIEH CTPOKE YKA3bIBAETCS «JIOKYMEHTOB jaena Noy
¥ HOMEP BHYTPEHHEH OMKUCH CTPOYHBIMU OYKBAMH.

8.4.10. CeenmeHuss O NOKYMEHTax, BKJIIOYEHHBIX BO BHYTPEHHIOK OIMKCBH,
opopmIIArOTCS B BUAC TAONMIBI 4epe3 1 MEKCTPOUHBIM HMHTEPBAI OT 3aroJioBKa
JOKYMEHTA, TPAHULIbI TAOJIHMIIBI HE TOJDKHBI BBIXOANUTH 3 TPAHULBI TEKCTOBOTO MOJISI.

8.4.11. HammeHoBanus CTONOLOB TaOMUIBl O(GOPMIAIOTCS CTPOYHBIMHU
OyKBaMH, LEHTPUPYIOTCS MO IIMPUHE CTOJIOLA.

8.4.12. B Tabnuiie KaK/blil 3JIEMEHT ONMUCAHUS TOKYMEHTA pacroiaracrTcs Ha
OTJENIBHOMN CTPOKE, IEHTPUPYIOTCS MO MIMPUHE CTOJONA 33 UCKITFOUEHUEM 3aroJIOBKa
JOKYMEHTA, KOTOPBI BBIPABHUBAECTCS MO JICBOMY Kparo 0€3 ad3aiHoro OTCTymna.

8.4.13. HtoroBas 3amuch C yKa3aHHEM KoJudecTBa (HuppamMu H CIOBAMM)
JOKYMEHTOB M JINCTOB, BKJIFOUEHHBIX BO BHYTPEHHIOK) OMUCH, Pacroyiaractes yepes 1
MEKCTPOYHBIA MHTEPBAN OT TAOJIHIBI CO CBEACHUSIMH O JTOKYMEHTAX, BKIFOUEHHBIX
BO BHYTPEHHIOK OMHUCH, 0€3 a03allHOro OTCTyNa OT IPaHMIL JIEBOTO MOJIS JTUCTA.

8.4.14. Ilpm B5TOM CBEIEHHS O KOJMYECTBE JIMCTOB BHYTPEHHEH ONKCH
pacronaraeTcst yepe3 1 MEeKCTPOUYHBII MHTEPBAI OT UTOTOBOM 3aUCH O KOJMYECTBE
JOKYMEHTOB.

8.4.15. BHYTpeHHsIsl ONKMCHh MOJIMCHIBACTCS COCTABUTENEM, YKA3bIBAE€TCs €TI0

JOJKHOCTD, paciin(ypoBKa MOAMKUCH, 1aTa COCTABICHHUS.
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8.4.16. PexBusuthl Haumenoganue OOIHCHOCMU JUYd, COCHAGUGULERO
BHYMPEHHIO ONUCL OOKYMEHmMo8 oOei, Jlama NOMKHBL O(QOPMIIATECS OT JIEBOM
IPaHULBl TEKCTOBOTO MOJI 63 ab3aHOro OTCTyTA.

Pacumdpoka mnoanucu B PekBU3UTE [loonuce cocmasumens JOKHA
pacnonararbCsi Ha YPOBHE TMIOCIHCAHEH CTPOKM HAMMEHOBAHUS JOJDKHOCTH
COCTaBUTEISI C OJMHAPHBIM MTPOOEITIOM MEXTY MHUIMAIaMu U (pamunueii. [Tocnennss

OykBa B pacii(ppoBKE MOAMUCH J0JKHA OTPAHUYMBATHCS MPABBIM MOJIEM.

HawmenoBanue a0DKHOCTH JMna,
COCTAaBUBUICI'O BHYTPCHHIOKO OIIUChH

JIOKYMEHTOB JIEJT N.O. Gamunus

(ToImcek )

Jlara

8.5. IloamuBka (mepemer) aena

8.5.1. TlogmmBka (nmepemier) aen MPOU3BOANUTCA TOJBKO TOCIE 3aBEPIICHUS
SKCIEPTHU3BI LEHHOCTH BCErO KOMIUIEKCA TOKYMEHTOB.

8.5.2. JIOKYMEHTHl TOCTOSSHHOTO XPaHEHWss M N0 JIMYHOMY COCTaBy,
COCTaBJISIFOINME JIEa, MOAIIMBAKTCS HA YETHIPE MPOKOJIA B TBEPAYIO OONOXKKY M3
KApTOHA WM TMEPETUICTATCA C YYETOM BO3MOXHOCTH CBOOOJHOIO YTCHHUS TEKCTa
BCEX JOKYMEHTOB, JAT, BU3 M PE30MIOUMNA HA HUX. MeETaITMYECKHUE KPEIICHHS
(CKOOBI, CKPENKH ) U3 JIEN Y IAISIOTCSI.

8.5.3. Ecim NMOKYMEHTHI HE WMEKT MOJNCH NpU MOAIIMBKE, HEOOXOIUMO
HAPAIIUBAHUE «KOPEIIKOB» K JOKYMEHTAM WJIA UCIOJb30BAHUE APYTUX TEXHUUYECKAX
PUEMOB.

8.5.4. Jlena MOCTOSHHOIO XpaHEHUs M MO JIMYHOMY COCTaBY, JOJIKHBI
XPaHUTBCS B 3aKPBITHIX APXUBHBIX KOPOOAX HA METAINTMYECKUX CTEIIaXKAX.

8.5.5. HeBocTpeOOBaHHBIE MOUIMHHBIC JIMYHBIE AOKYMEHTHI (YIOCTOBEPEHUS,
CBUACTENBCTBA, AaTTECTAThl, IWIUIOMbI WM Jp.) TMOAIIMBKE HE TMOJJICKAT, OHHU
BKJIQJIbIBAFOTCSI B KOHBEPTHI, KOTOPBIE 3aTEM MOIIUBAKOTCS B ACA.

8.5.6. [lepemuier AOMKEH OTBEYATh TEXHUYECKUM TPEOOBAHUSM.

8.5.7. Jlns OpourtopoBOYHO-NEPEIIETHRIX PadOT UCTONIBb3YIOTCS Kieh «[IBA».
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8.6. OopmiieHue 0OIOKKH Aena

8.6.1. OdopmiicHrE O0JIOKKH A€ MPOU3BOIUTCS TOJBKO MOCJIE 3aBEPLICHUS

OKCICPTU3bI HCHHOCTH BCCI'0 KOMILICKCA JOKYMCHTOB.

8.6.2. OdopmieHre 0OJOXKKHU Jena OCYUIECTBIISIETCS COMIACHO MPHUIIOKEHUS

No 4.

8.6.3. O6noxkKa aena opopMIIIETCS B CIICTYOUIMX FPAHUIIAX TEKCTOBOTO MOJIS:

30 MM — JIEBOE;

10 MM — nipaBoe;

20 MM — BEpXHEE,

20 MM — HIKHEE.

8.6.4. Tekct 00n0okKM Aena oGpopmiIseTcs ¢ UCnojib3oBaHueM mpudra Times

New Roman pazmepom Ne 14, yepe3 1,5 MEKCTpOUYHBIA UHTEPBAT O€3 BHIICICHUS 3a

HCKITHOYCHUCM 3arojioBKa Acjia.

8.6.5. Ha nuiieByro CTOPOHY OOJIOKKH JIEJia BEIHOCSITCS CJICAYIOUINE CBEIACHUS:

HAaUMEHOBAHUE FOCYAPCTBEHHOTO apXUBa;
HAaUMEHOBAHUE OpraHu3allvy;

HAaUMEHOBAHUE CTPYKTYPHOTO MOAPA3ICTCHUS,
UHJIEKC JIENa M0 HOMEHKIAType Aei (TPU €€ HATTMYKH ),
HOMED JIeTIa U HOMEP TOMA,

3aroJIOBOK JIENa,

KpaiiHue 1aThl Aelia WIK JaTa JIena,

KOJIMYECTBO JIMCTOB B JEIIE;

CPOK XpaHEHUS JIena.

8.6.6. Ha 00noxke nena MOCTOSHHOTO XPaHEHHs B JIEBOM BEPXHEM YLy HA

YPOBHE 1-3 CTPOK OT BEPXHETO Kpas MPEyCMATPUBAECTCA MECTO IS HAMMCHOBAHUS

rocy1apCcTBCHHOIO apxmuBa MJIKM apXUBHOI'O OTAC/Ia MYHHUIIUIIAJILHOIO O6pa30BaHI/I$I, B

KoTopbiit nena Oprana/Opranuzanyu  OyAyT MepeAaHbl Ha TOCYAapCTBEHHOE

XPaHEHHUE.
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8.6.7. B mpaBOM BEpXHEM M B JICBOM HHYKHEM YIJIAX MPOCTABIISETCS apXUBHBIN
QP MO rPAHULIE TEKCTOBOTO MOJISL.

8.6.8. HawmenoBanne Oprana/OpraHv3alvi YKa3blBACTCS TMOJHOCTBIO B
UMEHUTEILHOM MaAeKe CTPOYHBIMM OYKBaMH MO JIEBOMY Kparo ©Oe3 ad3aiHoro
OTCTyIa Ha 5-7 CTPOKAX OT BEPXHEro Kpas jmicra. [Ipu u3MeHEeHUn HAUMEHOBAaHUS
OpPraHM3alliy B TEYCHUE TIEPUOAA, OXBATHIBAEMOI0 JOKYMEHTAMM JIENa, HA OOJIOXKKE
Jieia YKa3bIBacTCsl MoclieaHee HauMeHoBaHue Oprana/OpraHu3aryii.

8.6.9. HanMeHoBaHME CTPYKTYPHOTO NMOAPA3AEICHUS YKA3BIBACTCS IO TEM K€
npaBuiaM, 4Tro W HauMmeHoBaHue Oprana/OpraHuzaiuy 10 JICBOMY Kparo 0e€3
a03a1HOro OTCTYyNa Ha 8 CTPOKE OT BEPXHETO Kpast TUCTA.

8.6.10. Ha neBsATOM CTPOKE OT BEPXHETO Kpas JIUCTA YKA3bIBACTCA MHIEKC JIEIa
0 HOMEHKJIATYyPE MO JIEBOMY Kparo 0€3 a03aIlHOro OTCTyIa.

8.6.11. Pekpuzuta JIEJIO No nuiercss npornucHbMUA OykBamMd Ha 13 CTpoOKe OT
BEPXHETO Kpast JINCTA, LCHTPUPYETCS MO IMIUPUHE JTUCTA.

8.6.12. Ecnu eauHMIla XpaHEHUsI COCTOUT W3 HECKOJBKHUX TOMOB (4YacTeid),
BCEM TOMaMm (4YacTsM) AacTcsi OOHIMi 3arojoBOK, a 3areM (IMpu HEOOXOJUMOCTH)
YTOUHSIETCS COACPAHUE KKIOr0 TOMA (4acTH) B OTACIIBHOCTH, O KPAitHOCTH TOMA B
cKkoOKax J100aBIseTCs yTOUHEHUE (nocaeanuil). Hanpumep:

Cmamucmuyeckue ceeoerus o paseumuu sxonomuxu PCOCP ¢ 1981 2co0y.
Tom I. IIpomviutnennocmeo

Cmamucmuyeckue ceeoenus o passumuu sxoHomuxu PCOCP ¢ 1981e.
Tom IV (nocreonuit). Cenbvcroe x0341icmeo

8.6.13. 3aroyioBOK Jiena yKa3bIBACTCS B COOTBETCTBUU C M. 7.2. HACTOSAIIUAX
[IpaBun Ha 14-18 cTpoKax OT BEPXHEr0 Kpas JMCTA, BBIACISAETCA IOJTY>KAPHBIM
mWpu(HTOM, LEHTPUPYETCS MO [IUPHUHE JIUCTA.

8.6.14. Ha 0o0mo>kke nena kpailHue JaThl YKA3bIBarOTCS B COOTBETCTBUM C ILII.
7.5.-7.6. nacrosmmx IIpaBun Ha 21 CTPOKE OT BEPXHErO Kpas JIACTA, LEHTPUPYIOTCA

10 HIUPUHE JIUCTA.
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8.6.15. Ecmu B 1€50 BKJIKOYEHBI JOKYMEHTHI (IPHUJIOKEHUS M T.I.), JIAThI
KOTOPBIX BBIXOJAT 34 KpaHWE AAThl JIENA, TO MOJ JaTaMH Jejia ¢ HOBOH CTPOYKH
JenaeTcst 00 3TOM 3aMUCh. «B JEJIE UMEKOTCS JOKYMEHTHI 3a ... TOJBD».

8.6.16. Ha oOnoxke nena oOs3aTeIbHBIM PEKBU3MTOM SBIISIETCS YKA3aHHE
KOJIMYECTBA JINCTOB JIENA.

8.6.17. O0u1ee KOJMYECTBO JUCTOB B JIENI€ YKA3BIBACTCS HA OCHOBAHWUM JIMCTA-
3aBEPUTEIS IEJ1a, BKJIFOYAs JTUCThl BHYTPEHHEH ONKCH (ITPH HAJTMYWH ).

8.6.18. CBeacHuUs 0 KOJMUYECTBE JTUCTOB B JICJIC YKA3BIBACTCS MO JICBOMY KpParo
Ha paccTostHA 50 MM OT IPABOrO Kpast Ha 25 CTPOKE OT BEPXHETO Kpast JINCTA.

8.6.19. Ha 00noske nen 00s3arenbHO YKa3bIBAETCS CPOK XPAHCHUS JIeNia Ha 26
CTPOKE OT BEPXHETO Kpasi JUCTA MO JIEBOMY Kparo Ha paccTossHUM 50 MM OT IPaBOro
Kpasi.

Hanpumep:

HAa JIeJaxX MOCTOSTHHOTO XPAHEHUS. « XpaHums NOCMOAHHO »,

Ha JIeJIax 10 JUYHOMY COCTaBY « Xpanumo 50 nemy», « Xpanume 45 1em» 1 T.IL

8.6.20. Ilpn nammumu rpuda «ICID» Ha nokymMeHTax Aena B MPaBOM BEPXHEM

yIi1y OOJIOXKKH Jieia IefaeTcsi OTMETKA « st ciyKeOHOTO MOJIb30BAHUSY .

9. MPOCTABJIEHUE APXNBHOI'O HIU®PA JIEJIA

9.1. PabGotHukom Oprana/OpraHuzaniu, OTBETCTBEHHBIM 34 BEJIOMCTBEHHBIN
apxuB, Ha OOJIOOKKE Jefla B NPAaBOM BEPXHEM M B JIEBOM HIDKHEM yIJax
IPOCTaBISIETCS apXuBHBIA WM (Pp Aena. OH cOCTOMT U3 HOMepa PoHIa, HOMEPA OMHUCH
Y TIOPSAIKOBOTO HOMEPA JIEIIA TIO OIUCH.

9.2. ApxuBHBIA MH(P NPOCTABIAETCS MOCIE YTBEPKICHUS WU COTJIaCOBAHUS
OIMCH JIEN IKCIIEPTHO-MPOBEPOUHON KOMUCCHER KoMuTeTa 1o aenaM 3anucu akToB
IPaXIAHCKOIO COCTOsSIHUS W apxuBOB PecnyOnukm Anraii (nanee — OIIK Komutera
no aenam 3AI'C m apxuBoB PecnyOnuku Anrtaii), yTBEPKIACHHS ONUCH JEI
pykoBoautenem Oprana/Opranuzanuu. Jlo 3TOro HoMeEpa Jen Ha  OOJIOMKKax

IPpOCTAaBJIAIOTCA KapaHdallOM.
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10. CUCTEMATU3AIIUA AEJI B OIIUCU
10.1. O61wmii NpUHIMTI CUCTEMATU3ALMH JEIT

10.1.1. Onucu cocTaBIArOTCS:

— Ha gena Oprana/OpraHuzaiii  3a  ONPEACTCHHBIA  XPOHOJIOTHYECKUI
NEPUOT,

— Ha Bce gaenma Oprana/OpraHuzanuyd 10 MOMEHTA JIMKBUAAIMM, €CJIA OHU
NPEKPATUIIM CBOE CYIIECTBOBAHME,

— Ha Jiena Mo JUYHOMY COCTaBYy, KOTOPBIE BBIACISIOTCS B OCOOYIO rpymnmy,
CUCTEMATU3UPYIOTCS O00OCOOJICHHO M BKJIIOYAKOTCS B OTACIBHYIO OINUCh WIH
HECKOJIBKO OITUCEMN.

10.1.2. T1o 3aBepICHUM OMMCAHUS ACNI ONPEAETAETCA CXEMA CUCTEMATU3ALMH
BHYTPH OIHUCH.

10.1.3. CxeMa cucTeMaTH3alUMd J€1 apXWBHOro (POHAA YHPaABICHYECKOM
JOKYMEHTALMH OTpaXkaeT UCTOPUYECKH CJIO>KHBILY FOCST CTPYKTYPY
Oprana/Oprannzanuy, (GyHKIMH, HANpPaBICHUS ACATEIBHOCTH, COCTaB JTOKYMEHTOB
(¢oHma (BUIBI M PA3HOBUAHOCTH JOKYMEHTOB WJIM BaKHEHIIME TEMBI (BOIPOCHI),
OTPaXXEHHBIC B IOKYMEHTaX (JOH/IA).

10.1.4. B 3aBMCMMOCTM OT CXE€MbI CHCTeMaru3anuu (QoHaa, ero o0beMma,
ocobeHHOCTel nenonpon3BoacTBa Oprana/OpraHu3alvd Ha Jejla OJHOTO (oHIa
COCTaBJISIETCS OJJHA MM HECKOJIbKHAX OTHUCEH.

10.2. IIpu3Haku cucTeMaTU3alii BHYTPU ONTUCH

10.2.1. Cucremaruzanusi €IWHWI XPAHCHWS BHYTPHA ONUCH TMPOBOJIUTCS C
YUETOM CIEAYIOIMX MPU3HAKOB:

— XPOHOJIOTHYECKOTO (MO mepuojaM M JaraMm, K KOTOPbIM OTHOCATCS
JOKYMEHTHI);

— CTPYKTYPHOTO (B COOTBETCTBHUM C MPHHAIC)KHOCTBEO €IUHUL] XPAHCHUS K
CTPYKTYPHBIM MOPA3ACTICHUSIM ),

— (PYHKUHMOHAJIBHOTO, OTPAC/IEBOr0, TEMATHYECKOTO, MPEAMETHO-BONPOCHOTO
(c yueToM (YHKIMIA, OTpacich U HapaBJICHUI ACITEIIBHOCTH OpPraHu3allvu, TEM WIn

BOITPOCOB, KOTOPBIX KACACTCS COJEPHKAHUE TOKYMEHTOB);
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— HOMHUHAJIBHOTO (MO AETONMPOM3BOACTBEHHON (OpME — 3HAYMMOCTH €T,
BUJIAM W PA3HOBUAHOCTSM JOKYMEHTOB),

— KOPPECIOHACHTCKOrO (IO OPraHu3auusM | JIMLaM, B Pe3yJIbTaTe NePEnuCKu
C KOTOPBIMH 00Pa30BATUCH TOKYMEHTHI);

— reorpauueckoro (B COOTBETCTBHHM C ONPEACIICHHBIMA TEPPUTOPHSIMH,
HACEJICHHBIMH NYHKTAMH U . reorpauuecCKuMu 00bEKTaMH, C KOTOPBIMHU CBSI3aHbBI
COJIEP’)KAHUE TOKYMEHTOB, X aBTOPBI, KOPPECIIOHICHTHI ),

— aBTOPCKOro (0 HAa3BaHWSAM OpraHu3aluid Wiav (PaMHIUSM JIHL, KOTOPBIE
SBJISIFOTCS @BTOPAMHU JOKYMEHTOB).

10.2.2. EqHuULBl XpaHEHUsT TPYIIUPYIOTCS HE TIO OJHOMY, a MO HECKOJIbKUM
NPU3HAKaM, TOCIEAOBATEIBHOE MPUMEHEHHE KOTOPBIX OKAaXETCs Haubosee
LEJIECO00PA3HBIM 71l BCEX WM OTIENBHBIX TPYII JOKYyMEHTOB QoHaa. [Ipu BeIOOpE
NPU3HAKOB TPYNIOUPOBKH ECAWHWL XPAHEHUS YIPABJICHYECKOW JOKYMEHTAUMU B
npeenax Ha3BAHHBIX CXEM CHCTEMATH3ALMN YUYUTHIBACTCS 3HAYEHUE TOTO WU UHOTO
OpHU3HAKA U1 OTPAKEHUS ACTONPOM3BOJCTBEHHON M CMBICIIOBOM CBSI3U MEXKAY
JIENaMH  KaXJ0ro KOHKPETHOTo (oHga W co3maHus HauOojee yaoOHOW st
UCIOJIb30BaHUs JOKYMEHTOB CUCTEMbI UX OPTaHU3ALHH.

10.3. CxeMBlI CUCTEMATU3ALMH NPU COCTABIICHUM ONUCEN

10.3.1. HauGosnee mpueMiIEMbIMH CXEMaMHU CUCTEMATH3ALUK TIPA COCTABIICHUU
OMMUCEH AE MOCTOSIHHOTO XPAHEHUS SIBIISIFOTCSL:

1. XpOHONOTHYECKU-CTPYKTYPHAs CXeMa — JeJila B ONUCH PacroiaratoTcs mo
BPEMEHM MX CO3JaHMd (MO rojam, MEpHogaMm), a B MNpeAeliax KaKIou
XPOHOJIOTUYECKON TPYMIBI — [0 CTPYKTYPHBIM NOAPA3ACIICHUSM OPTraHU3aLHH.

Hampumep:

2020 ron

AJIMAHHMCTPATUBHO-YIIPABJICHYECKANA OTHEI

byxranrepus

Otnen kaapoB
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2. HOMMHQJIBHO-XPOHOJIOTUYECKAS CXEMa — OCHOBOWM PACIIONIOKEHUS IEN B
OMUCH SABJIAECTCSA BUJ U 3HAYUMOCTH JOKYMEHTOB, 'O/, BHYTPY BHJA 110 XPOHOJIOTHH
UX ITPOUCXOKIACHUS.

Hampumep:

[TocTanoBiieHus, pacnopsukeHus [ IpaBuTenbcTBa
PecnyOnuku Anrtail oTHOCSIIMECS K AEATENBHOCTH
Komurtera

2018 rox
2019 ron

IIpukasel npeacenarens Komurera 1mo OCHOBHOM
NEATEIIBHOCTH

2018 rox
2019 ron

I"onmoBoii mitan pabotel KomuteTa
2018 ron

2019 ron

T'onosoii oTueT KoMuTeTa mo OCHOBHOM JIEITEILHOCTU
2018 rox

2019 ron

3. Ilpu XpOHONOrHUECKH-(PYHKIMOHAIBHOM CXeME TPYNIHUPOBKA MPOUCXOANAT
BHAYaJIc MO XPOHOJIOTMYECKOMY TMPU3HAKy, a 3areM Mo (QYHKIUSAM (BUAAM,
HAMPABJICHUAM ) eATebHOCTH Oprana/ Opranu3aryi.

Hampumep:

2020 ron

PykoBoacTso

JIOKyMEHTAMOHHOE 00ECTIEUEHNE YIIPABICHUSI

byxranrepckuii y4eT U OTYETHOCTD

Kaaposoe obOecnieuenune

Oxpana Tpyaa
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103.2. Cxema cucrematu3augum JOKyMeHTOB  OpranoB/OpraHuzauuii
cornmacoBbiBactes ¢ DK Komurera no aenam 3AI'C u apxuBoB PecnyOnmuku Anraid
B CJIyYasiX €CJIH:

— CTPYKTypHbIE n3MeHeHUs1 Oprana/OpraHu3anuu ObUTH CIIOKHBIMU,

— B JICJIONPOM3BOJACTBE B TEYCHHE HEKOTOPOrO0 BPEMEHM HE OBUIO YETKOIO
pacrpeaeneHus Mo rogaM A CTPYKTYPHBIM MOAPA3ACICHUSIM;

— npu OONBIIOM O00BEME JOKYMEHTOB B OECCTPYKTYPHBIX OpPraHM3alMsX,
KOI'/1a KJacCH(pUKaUs MX N0 MPUHLMITY 3HAYUMOCTH WJIH XPOHOJIOTHH 3aTPYAHCHA,

— TIPH YaCTO MEHSIOIIEHCS CTPYKTYPE OPraHU3alllH,

— npu GOPMUPOBAHNY KOJIICKIMI JOKYMEHTOB.

10.3.3. He pmonyckaercss W3MECHEHME NPH3HAKA CUCTEMATH3AlWAHU CIIMHHIL
XPaHECHUS B IIPOIOHKAFOIIENACS OIUCH.

10.3.4. Tlpu pacrnpeaeneHun Oejl MO CXeMaM CUCTEMATHU3alid HEOOXOIUMMO
UMETH B BUJY CIEAYIOLIEE:

— JIe7la OTHOCATCS K TOMY TOJY, B KOTOPOM OHW Hayarhl JEIONPOU3BOJACTBOM
WM B KOTOPOM MOCTYNWIM B JAHHYIO OPraHU3alUI0 (CTPYKTYPHOE MOIPA3CICHHE)
JUTS TPOAOKEHUS IETIONTPOU3BOJACTBOM,

— TUIAHBI, OTYETHI, CMETHl U JOKYMEHTHI K HUM OTHOCSTCS K TOMY TOAY, Ha
KOTOpPBIA MJIM 3a KOTOPBI OHW COCTABIICHBI, HE3aBUCMMO OT BPEMEHH HX
COCTaBJIEHMS, IEPCIIEKTUBHBIE TUTAHBI OTHOCATCS K HAYAJIbBHOMY TOJly WX JEHCTBUS, a
OTYETHI 32 3TH TOJIbl — K MOCJIEAHEMY TOAY OTUYETHOTO MEPUOJA,;

— Jefla, HauaTble JEONPOM3BOACTBOM B  OJHOM MOJPA3JCICHHA W
NEPEeNaHHble Al NPOAODKCHUST B APYroe MOAPA3JCICHHUE, OTHOCIATCS K TOMY
NOIPA3ACIICHUI0, B KOTOPOM OHM OBLIIM 3aKOHYEHBI ACTONPOU3BOICTBOM;

— B mpeAenax roja WM XPOHOJIOTMYECKOrO Mepuoja Jena CTPYKTYPHBIX
NOJIpa3Ac/ICHU  PaclonararTcss B  COOTBETCTBUM C  HOMEHKJIATYPOH A€l

OpraHu3aIuy.
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10.4. TTopsaok pacnoJIOKEHUS IC] B ONTUCH YITPABJICHUYCCKON JOKYMEHTAIIUHA
NOCTOSTHHOTO XPAaHEHUs

10.4.1. [Ins ynpaBiI€eHYECKONH TOKYMEHTALMU TMOCTOSHHOTO XPAHCHMS TPUHSAT
CJICIYIOIINN TOPSAAOK 3HAUAMOCTH:

— HOPMATHUBHO-PACHOPAIUTENBHBIE JOKYMECHTBI  BBILIECCTOSIIIUX OPraHoB,
OTHOCSIIMECS K AesiTeNbHOCTH Oprana/OpraHu3anuu;

— MOPYYEHHsI BBIIIECTOALIMX OPraHOB, aApecoBaHHble Oprany/OpraHu3anim 1
JOKYMEHTBI 00 WX UCIOJIHEHUH,

— yupeauTtenbHbie  JoKyMeHThl Oprana/Opranuzanmu  (Ycrasblllonoxenus,
CBUJCTENBCTBA O PETUCTPALIUN );

— JIMUEH3UHU Ha MPaBo ocyecTBieHrus: Oprana/OpraHu3aliy JIMIEH3UPYEMbIX
BUJIOB JIEATEIIBHOCTH, CBAIETENIBCTBA 00 AKKPEIUTALIMH U T. 1.,

— JIOKYMEHTBI (OPOTOKOJBI, WH(pOPMALMH, CHOPABKW, JOKIaAbl W T.1.)
3acelaHuil KOJUIETHAIbHOTO UCIIOJHUTENBHOTO oprana Oprana/OpraHu3anuy;

— MPOTOKOJIbI COBEINAHM MTPH PYKOBOIUTEINIEC OPraHU3aluHu;

— pacnopsAMTENbHBIC TOKYMEHTHI (MIOCTAHOBIICHUS, TPUKA3bI, PACTIOPSHKCHMS)
OpraHM3allky,

— HOPMATUBHBIE  JOKYMEHTHl  (MOJOXECHHS,  PEIJIAMEHTBI,  MPaBHJA),
YTBEPXKICHHBIE pPyKoBoauTENeM Oprana/Opranu3anum;

— METOAMYECKHE AJOKYMEHTHI, pa3paboTanHbie B OpraHa/OpraHu3anny,

— ronoBoii mian Oprana/OpraHu3anuy;

— wmratHoe pacnucanne Oprana/OpraHuzaiivu;

— rojoBas cMeTa 3arpar (O KETHAs CMETA, TUIaH (PUHAHCOBO-X035HCTBEHHOM
JESATEIbHOCTA,  TOCYJAPCTBEHHOE  (MYHHMLMIIAJBHOE)  3aJaHWe W T.1.)
Oprana/Opranuzanuu;

— MPEHCKYPaHTHl HA TPOAYKLIHIO, YCIYTH, Pa3paOOTaHHbIE U YTBEPXKACHHBIE B
Oprane/Opranuzanuu;

— rofoBoi(bi€) OTYET(bl) TO OCHOBHBIM HAMPABJICHUSM JACITEIBHOCTH

Oprana/Opranuzanuu (Mpyd OTCYTCTBUM TOJIOBBIX OTYETOB B OMKMCh BKJIKOYAIOTCS
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OTYETHl TI0 OCHOBHBIM HAIPABJICHUSAM ACATEILHOCTH OPraHM3alMl ¢ MAKCUMAaIbHO
CYLIECTBYIOLIEH NEPUOJANYHOCTBIO);,

— romoBoi Oyxrantepckuii otuetr Oprana/OpraHu3anui;

— TOJOBOM OTYET O BBIMOJHECHUM TOCYJAPCTBEHHOIO 33JaHWs, IUIAHA
(PMHAHCOBO- XO3HCTBCHHOMN JEATENBHOCTH U T 1.,

— TOJOBBIE  CTATUCTUYECKUE OTYETHI 1O  OCHOBHBIM  HAMpPABJICHUSIM
JESATEIbHOCTA  OpraHu3auuu (Mpud  OTCYTCTBHMHM TOJOBBIX OTYETOB B  OIKCH
BKJIFOYAKOTCA OTYETHI IO OCHOBHBIM HAMPABICHUIM ACITEIBHOCTH OPraHU3alUN C
MAaKCHMAaJIbHO CYIIECTBYIOIICH MEPHOANYHOCTBIO),

— uH(pOpPMALMK, €IWHOBPEMEHHBIE OTYETBI MO OCHOBHOH JEATEIHOCTH
Oprana/Opranusanuu, HAIPABJISIEMBIC o 3ampocam BBILIECTOSIINX,
YIIOJTHOMOYEHHBIX OPraHoB;

— JIOKYMEHTBI  (aKThl, CIPAaBKH, MPEANHCAHUS) PEBU3HNA, TPOBEPOK
JNEATENIBHOCTH Oprana/OpraHu3zanuu, MPOBEACHHBIX BBILLIECTOSLLIUMM,
KOHTPOJIbHBIMH (HaJ30PHBIMH ) OpraHaMu;

— JIOKYMEHTBI  (aKThl, CIPAaBKH, MPEANHCAHUS) PEBU3HNA, TPOBEPOK
JESATEIbHOCTA OOBEKTOB KOHTPOJI (HAA30pa), MPOBEACHHBIX CIECHHAATNCTAMHA
OpraHu3aluy (C y4aCTUEM CHEIUATUCTOB OPraHU3alliH ),

— Mepenucka MO BOMPOCAaM OCHOBHOM nesaTesnibHOCTH Oprana/OpraHu3aiui,
0TOOpaHHas Ha MOCTOSIHHOE XPAHCHHUE,

— SKyPHAJIbl PETUCTPALMN U IPYTHE BBl TOKYMEHTOB;

— Jlena C JOKYMEHTaMW Y4YeOHBIX 3aBEICHWi, CTrpyNIOUPOBAHHBIX HE MO
KaJIEHJApHOMY, a Mo yueOHomy roay (2019/2020 rr.) ciienyeT CuCTeMaTu3upoBaTh B
OIKCH IO MEPBOMY B aare roay (2019);

— Jlena ¢ JOKYMEHTaMU KOMMCCHI MOTYT pacnojiararbCsi B ONUCH JIMOO B
COCTaBE CTPYKTYPHOI'O MOJAPA3ACIICHUS, KOTOPOE 3aHMMAJIOCh JTOKYMEHTALMOHHBIM
00ECIIEYCHUEM JEATEIbHOCTH KOMHMCCHM, JMO0 B KOHLE ONHCH TOCIE BCEX

CTPYKTYPHBIX TIOAPA3ACTICHWN;
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— JIOTOBOPBI, COTTIAIICHUS [MOCTOSHHOTO XPAHEHWsT NPHA OTCYTCTBHM B
JOKYMEHTE CPOKA OKOHYAaHMsI ACHCTBHS TOTOBOPA, COTJIAIICHUS CHCTEMATU3UPYIOTCS
B ONKWCH MO TOAY NoAmuAcaHus. J[OroBOpel C YKa3aHWEM CPOKOB WX JACHCTBUS
(0cCOOEHHO  T€, KOTOphI€  cojAepkar  ()MHAHCOBBIE  00s3aTENbCTBA) U
JEJIONPOU3BOACTBO MO KOTOPBIM BENETCS B TCUCHUE UTMTEIBHOIO MEPUOIA BPEMEHH,
CUCTEMATHU3UPYIOTCS B OMUCH MO JaTe OKOHYAHUS CPOKA ACHCTBHS TOTOBOPA,

— Jiena ¢ JOKYMEHTAMH MEPBUYHBIX OOLICCTBEHHBIX OPraHu3aluii, KOTOpbIE
BKJIFOUEHBI B €1MHbIN (oHI ¢ Opranom/OpraHu3anueil, TOMENaroTcsl B KOHLE OMUCH
MOCJIE JOKYMEHTOB KOMUCCHIA,

— nena ¢ rpadom «JICIT» nomemarores B roJ0OBBIX pa3ieiax OMHUCH MOCIIE eI
C AHAJIOTUYHBIMU JTOKYMEHTAMH OTKPBITOTO XapaKTepa,

— niena, cpopMUPOBAHHBIE TPH YIOPSIOUEHUHN JOKYMEHTOB 32 HECKOJIBKO JIET,
BKJIFOYAKOTCS B OTIUACH T10 IEPBOWA JaTe.

10.4.2. Ecnu OKaKeTCsl HECKONBKO JEN, MMEIOLIMX OJHY U TY K€ HAYaIbHYHO
Jary, TEPBbIMH CIEAYET MOMEIIATh TE JeNa, KOTOpPhlE WMEKT Oojiee paHHHE
KOHEYHBIE 1aThl JOKYMEHTOB.

10.4.3. DBHyTpM CTPYKTYPHBIX TOAPA3ACIECHUNA  €IMHULBI  XPAHECHUS
pacnpeaesatoTCs 0 UX 3HAUUMOCTH.

10.4.4. Tlpu HaMM4MU OJHOTUIHBIX JOKYMEHTOB (HAPUMEP, OTYETOB) C
0003HAYCHUEM pa3HbBIX Treorpadpuueckux OOBEKTOB (TOpod, palloH u  T.A.)
OPUMEHSETCS reorpapuueckuii MpU3HaK (IOKYMEHTHI B OMMCH PACIOJIArarOTCs B
aI(paBUTHOM MOPSAJKE HAYATbHBIX OYKB HAMMEHOBAHWNA €IMHUL] a/IMAHUACTPATHBHOTO
JICTICHHUS ).

10.4.5. Tlpy HanMWuMK OJHOTHITHBIX JOKYMEHTOB (HANMPUMEDP, NOKYMEHTOB
MPOBEPOK) C O0O3HAYCHHEM HAWUMECHOBAHWM OpraHu3aiuii uam (PU3UYECKHUX JIWIL
NPUMEHSETCS KOPPECTIOHACHTCKHIA MPU3HAK (JIOKYMEHTBI B OMWCH PaCloiararorcs
NOCNEAOBATENBHO B aN(PaBUTHOM TIOPSAKE HAYAIBHBIX OYKB HAMMEHOBAHMIA

OpPraHM3alMiA ¢ YYETOM OPraHu3aluOHHO-IIPABOBOM (POPMBI).
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10.4.6. Jena npeiictByrommx  OpraHos/OpraHuzanuii  peKOMEHIYETCS
CUCTEMATHU3UPOBATH MO0 HOMUHATbHO-XPOHOJIOTUYECKOMY MTPU3HAKY CUCTEMATHU3ALAN
aedt.

10.4.7. Tlpu cucremaruzanuu A1 HEOOJbIIUX N0 00beMy (DOHJOB, a TAKKE
OTJENIbHBIX KOJUICKIMIA MPUMEHSETCS TEMAaTHYECKH-XPOHOJIOTHYECKAs —CXEMa.
TemaTruecKue TpymIbl AT PacnoiararoTcs M0 3HAYMMOCTH HAMECUEHHBIX TEM.

10.4.8. Tlpu ¢dopMHupoBaHWH OOBEAMHEHHOIO ApXWBHOTO (hOHAA, APXUBHBIE
(OHIBI, BOWIEAIIME B €ro COCTaB, MOTLYT pacnojlarartbCs MO 3HAYUMOCTH
(donpooOpazoBareneii, mo andaBuTy Ha3BaHWiA, MO0 XPOHOJIOTMH UX CO3JAHUS H T.J.

10.49. B mnpemenax Kaxaoro (OHIA NTPUMEHSOTCS PA3HBIE  CXEMBI
CUCTEMATH3AlMK, BbIOOD KOTOPBIX OMPEACTSETCS XapakTEpPoOM ACSATEIbHOCTH
KOHKPETHbIX opranu3aiuii. [lpuuem paema oObeauHeHHOTO (OHAA MOTYT OBITh
BKJIFOUEHBI KaK B OJJHY OIHCH, TAK U COCTABJISITh HECKOJIBKO OMUCEH MO TOKYMEHTAM
KOHKPETHBIX OpraHu3anuii, BOUIEAIUX B 00bEAMHEHHBIN (POH]I.

10.4.10. Cucremaruzanust A€ KOJUICKLMHU OMNPEACNAECTCS WX TEMATUKOH M
COCTaBOM  JOKYMEHTOB. Bo3mO)xHa rpynnupoBka Jell MO aBTOPCKOMY,
HOMHMHAJIbHOMY, TEMAaTUYECKOMY TPA3HAKY U APYTHM.

10.5. TTopsAOK pacooKEHUs A€ B ONTMCH 11O JINYHOMY COCTaBY

10.5.1. Jlyist TOKyMEHTOB TIO JIUYHOMY COCTABY NMPHHSAT CICAYIOMUANA TOPSIAOK
3HAYUMOCTH:

— MpUKa3bl (PACHOPSHKEHUS 110 JINYHOMY COCTABY ),

— YYETHBIE TOKYMEHTHI (CUCKH paOOTHUKOB, IMYHOTO COCTABA);

— KHUTH (GKyPHAJIbI) yUETa MPUKA30B MO JIMYHOMY COCTaBY;

— JIMYHBIE KAPTOYKH MO YUETY JUYHOTO coctara (¢. T-2);

— JIMYHBIC JeNIa;

TPYAOBBIE TOTOBOPHI (COTJIALICHHUS ),

— JIMUEBBIE cyeTa paOOTHUKOB MO 3apabOTHOW Tuiare (PacueTHO-IJIATEKHBIC
BEJIOMOCTH MO 3apabO0THOH 1IarTe);,

— JTIOKYMEHTBI 00 arrecTanuu U Tapu(ukanyu; TapuQUKalMOHHbIC BEAOMOCTH

(CTIHCKM);
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— JIOKYMEHTBI O TPOBEJACHHUH aTTECTALIMKA U YCTAHOBJICHUN KBATM(DUKALINW,

— HarpajgHas JOKYMEHTALMS,

— HEBOCTPEOOBAHHBIE TPYIOBBIC KHIKKH (MPU OTCYTCTBHM  OTACIBHOM
OTUCH);

— AKTBI O HECYACTHBIX CIIy4astX (MPU OTCYTCTBHH OTACIBHON OMHKCH).

10.5.2. Taxke K JOKyMEHTaM MO JUYHOMY COCTABY OTHOCSTCS:

— B TPEACTABUTENIBHBIX OPraHax BIACTH M MECTHOIO CaMOYIIPAaBJICHHS:
MEPCOHAJIBHBIE KAPTOUYKH yUETa EMYTaTOB;

— B CEJIbCKMX AJIMMHHUCTPALMSX. JOMOBBIE KHUTY JUIsl IPOITUCKA TPAKIAH;

— Ha NPEANPUATUIX CEIBCKOr0 XO31MCTBA: KHUIM Y4YETa TPYJA U PaCUETOB C
pabOTHUKAMU,

— B HETOCYJIAPCTBEHHBIX OPraHU3alUsaX, HA NPCANPUITUSIX, HE SBISIOLINXCS
WUCTOYHUKAMH KOMIUICKTOBAHHS: TMPOTOKOIBl OOMIMX COOpaHWi y4YpeIuTENeH,
AKIMOHEPOB, PAOOTHUKOB, PEIIABIINAX KAJAPOBBIE BOMPOCHL,

— B KOMHTETaX, OT/ENaX aAMHUHACTPALMIA rOPOIOB, pAHOHOB MO 0OPa30BaHUIO:
JOKYMEHTBI IO NAaTPOHUPOBAHUIO U OTIEKE;

— B LIEHTPAX 3aHATOCTH HACEJICHUSI U MUTPALIMOHHBIX CIOYX0axX: JIMYHBIE JIEna
0e3pabOTHBIX, KapTOYKM y4eTa W OO0CIeJoBaHHs OEKECHLUEB W BBIHY>KICHHBIX
MEPECEIICHLICB.

10.5.3. JInuHble Aeia, JIMYHBIE KAPTOUKHU, TPYAOBBIE JOTOBOPBI MOMEMIAIOTCS B
OIKCH TIO TOy YBOJIbHEHUSI pAOOTHHKA.

10.5.4. B Tom cny4ae, €Ciii OTAEIBHBIE AOKYMEHTHI IO JIMYHOMY COCTaBY
OTCYTCTBYIOT B CBSI3M C MX YTPAarOi, HO B PE3YJIbTATE MPOBEACHUS SKCHEPTU3BI
LIEHHOCTH BBISBJIEHbI JOKYMEHTBI, KOTOPBIE MOTYT TMOJHOCTBIO WM YaCTUYHO
BOCIOJHUTh YTPAYCHHYK) MH(QOPMALMIO, 3TH AOKYMEHTHI BKJIIOYAKOTCS B OMHUCH MO
JIMYHOMY COCTaBY BMECTO TE€X JOKYMEHTOB, KOTOPbIE OHU 3aMEHSIOT. B mipenucnoBue
K OMHCH OTPaKacTcs MHPOpMaLMs O 3aMEHE OJTHOTO BHJA TOKYMEHTOB HA APYroil u

€€ NPUYMHAX.
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10.5.5. Jlena BpemMeHHOTO (CBBIIIE 10 NET) CpOKA XpaHEHUS ¢ JOKYMEHTaMu 00
YCBIHOBJICHUM HECOBEPLICHHOJICTHUX, 3AIIWATE JMYHBIX W WMYIIECTBEHHBIX MPaB
HECOBEPLICHHOJICTHUX, W3MCHECHUU damunn HECOBEPLICHHOJIETHUX
CUCTEMATH3UPYIOTCS B OTHEJBHBIE OMUCH TO TOAY 3aBEpIICHUs Jena B

ACIOIIPOU3BOACTBC.

11. COCTABJIEHUE 1 O©OPMJIEHUEOIINCH
11.1. Cocrasnenue onucu aen

11.1.1. 3aBeparOmiuM 3TanoOM ONKUCAHUS TOKYMEHTOB SIBIIIETCS COCTABIICHUE
1 0(pOpMJIEHUE OMUCH NI (mpusioxkeHue Ne 9).

11.1.2. Onucu gen U JOKYMEHTOB COCTABJISIOTCS HA BCE 3ABEPILICHHBIE B
JEJIONPOU3BOACTBE JieJla MOCTOSSHHOTO M BPEMEHHOro (cBbime 10 J71eT) CpOKOB
XpPaHEHHUsT W JI€fa 1O JMYHOMY COCTaBy, NPOLICAIIAE JKCIEPTU3Y LEHHOCTH,
cOpMUPOBaHHbIE W O(OPMIICHHBIE B COOTBETCTBUM C  YCTAHOBJICHHBIMHU
TPeOOBAHUSIMHU.

11.1.3. Onucu genm  SABISAKOTCS  OCHOBHBIM — YYETHBIM  JIOKYMEHTOM B
BEJIOMCTBEHHbIX apxuBax OpraHos/OpraHusanuii, COCTaBIAIOTCS 0 €AUHONH Popme
YCTAHOBJICHHOM NpUKa3zoM MunucrepcrBa KyabTypsl Poceniickoit denepanuu ot 31
mapra 2015 roma No 526 «OO yTBEp)KOEHUM MpPaBUJ OPraHU3AlMA XPAHCHWS,
KOMIUICKTOBAHUS, Y4YéTa W HCIOJIB30BAaHUS JOKYMEHTOB ApXHMBHOro (hoHzaa
Poccuiickoii  ®enepanum W APYIMX  apXMBHBIX JOKYMEHTOB B  OpraHax
rOCYJapCTBEHHOMN BJIACTH, OPraHaX MECTHOIO CAMOYNPABIICHUS U OPraHUA3ALUAX) .

11.1.4. Onuck coCTOUT U3:

— PEKBU3HUTOB ONUCH,

— ONUCATENIbHBIX CTaTel, OPOPMIICHHBIX B BUAE TAOMIIBI;

— HWTOTrOBOM 3aIUCH,

— JIACTA-3aBEPUTETIS,

— HAYYHO-CIIPABOYHOIO anmapara K OIUCH.

11.1.5. Onucu COCTaBIAOTCSA OTAEIBHO HA €A, JOKYMEHTHI:

— IOCTOAHHOI'O XPaHCHM S,



89

— BpeMeHHOro (cBbile 10 jieT) XpaHeHu

— 110 JINYHOMY COCTAaBYy,

— XapaKTEPHbIE TOJIBKO JJIsi JAHHON OpraHm3auuu (CyAcOHbIE NIENa, JIMYHBIC
JeNla TUIATENbIIMKOB CTPAXOBBIX B3HOCOB, 0€3pabOTHBIX, HECOBEPIICHHOJETHUX
NOJIOTNICYHBIX, CTYJAEHTOB, CIUPAHTOB H [IP.).

11.1.6. Onucu COCTaBIAIOTCS MO YCTAHOBJICHHBIM (opMam omnuced nen
NOCTOSTHHOTO XPAHEHUS U 110 JINYHOMY COCTABY.

11.1.7. Onucu nen BpeMeHHOTO (CBbIIE 10 J€T) XpaHEHUsT COCTABIISIOTCS MO
(opMe OMuUCH e MO JINYHOMY COCTaBY.

11.1.8. Onucu (ronoBeie pa3aeiibl ONUCE) A6, JOKYMEHTOB COCTABIISFOTCA:

— MOCTOSIHHOTO XPAaHEHUS! — B YETHIPEX SK3EMIUISAPAaxX Ha OyMa>KHOM HOCHUTEIE
Y OJIUH — B DJICKTPOHHOM BUJE,

— JOKYMEHTOB 01O  JUYHOMY  COCTaBy  OPraHM3alMii-HCTOYHWUKOB
KOMIUICKTOBAHUS ~ TOCYJApPCTBEHHOTO  apXuBa WM QpPXMBHOTO  OTIENA
MYHHLIAMAIBHOTO 00pa30BaHUsl — B YETHIPEX SK3EMIUIIPAaX Ha OYMaKHOM HOCHTEINE,
OJIMH — B DJICKTPOHHOM BUJIE.

11.2. OdopmaeHue peKBU3UTOB ONUCH

11.2.1. Onuck opopmiiseTcs B CIEAYIOMMX TPAHULAX TEKCTOBOTO TMOJIA:

30 MM — JIEBOE;

10 MM — nipaBoe;

20 MM — BEpXHEE,

20 MM — HIDKHEE.

11.2.2. PekBu3nuThl onucu O(GOpPMITAIOTCS C UCHOIB30BaHUEM wIpudTa Times
New Roman pazmepom Ne 14, yepe3 1,5 MEKCTPOUHBINA UHTEPBAJL

11.2.3. B onucsax npou3BOJMTCS HYMEPALMs CTPAHULL NOCEPEIMHE BEPXHETO
NOJIsl JTMCTA HA paccTossHuU 10 MM OT BEPXHErO Kpasi, NPy 3TOM HA MEPBOM JIHCTE
HOMEP HE CTABUTCA.

11.2.4. Ha nepBoM JucTE ONMUCU CBEPXY clieBa (0€3 oTCcTyna OT JIEBOrO MOJIs
TEKCTa) Ppacrojaractcs HauMeHoBaHue (hoHaooOpazoBatens (MOCICTHEE 3a

OIUCHIBAEMBIH TIEPUOA) CTPOYHBIMU OYKBAMH.
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11.2.5. PexkBusut «I'pu( yTBEpKACHUS»pACHONIAracTCsl HA YPOBHE NEPBOM
CTPOKM HamMeHOBaHHs (hoHmooOpasoBaTenss U O(GOPMIISIETCS BbIPABHUBAHUEM T10
JIEBOMY KParO B IPABOM BEPXHEM VITIy.

11.2.6. I'pud ytBepkacHUs onucu nen, BkiroudaeT: cioBo YTBEPXK/IAIO,
HANe4YaTaHHOE MPONUCHBIMA OyKBamMM O€3 KaBBIYEK M JBOCTOYHS, HAMMEHOBAHWE
JOJDKHOCTH, JIMYHYO TMOANKCH, PAcliM(pPOBKY MOANKUCH, OATy YTBEPKICHUS
pykoBogurenem  (oHpooOpasoBarens WIM — NpPEAcenarens  JIMKBUAALMOHHON
KOMHUCCHH.

11.2.7. Homep (onzma pacnonaracrcst Ha Cieasdmeil cTpoke mocie aatel «I'pud
YTBEPKACHHSD .

11.2.8. Hwke HOomMepa (OHIA OT JIEBOTO MOJS PACIONIATAIOTCS PEKBU3MTHI
OIIMCH Ne, Ha3BaHHME OMNMWCH, KpailHWE naThl JTOKYMEHTOB (B COOTBETCTBHUM C

TUTYJIbHBIM J'II/ICTOM).

Hampumep:

MWUHUCTEPCTBO 3APABOOXPAHEHHUS YTBEPXJIAIO

PecnyOnuku Anraii MuHHUCTP 3apaBOOXPaHEHUS
PecnyGnuku Anraii

/ /
(momCE) (pacmpoBKa no/mHCH)

Jlara

®onpa Ne P-44

OIHUCH Ne 1

JIEJ IOCTOSIHHOTO XPaHEHUS

32 2002 — 2005 roasl

11.2.9. K nymepauuu onucei Aei no JUYHOMY COCTaBy J00aBIISICTCS JIMTEPA
«JD»:
Hanpumep: OITUCH Ne 1 «JI»
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11.3. OCHOBHBIE 3JIEMEHTHI OMUCATEILHON CTATHH OMUCH JIEJT MOCTOSIHHOTO
XPaHCHUS

11.3.1. OnwucarenbHass cTarbg ONUCH J€  IOCTOSHHOTO  XPaHEHUS
MPEACTABIACT cO00M HAOOP 00A3aTENBHBIX JIEMCHTOB ONMUCAHUS €TUMHUIBI XPAHEHUS
(CIMHHULIBI yY€Ta), MPEACTABICHHBIX B TaOIU4YHON (opme, KOTOpas BKIIIOYACT
cienyromue rpadsr:

1. TlopsaxoBelii HOMED (HOMEP MO MOPSAAKY ),

2. Jlenonpon3BOACTBEHHBIN UHACKC (MHACKC JeNa);

3. 3arosioBOK jAena (€AMHUIIBI XPAHEHMS ),

4. Kpaiinue natel JOKYMEHTOB B A€ (€IMHULE XPAHCHHUSA ),

5. KonnuecTBO JIUCTOB B €AMHULIE XPAHEHHUS,

6. [Ipumeuanue.

Hampumep:
NeNe | HMHpekc 3aronoBok xena Kpaitaue natsr KommgectBo ITpumeuanne
/n Jena JMCTOB
1 2 3 4 5 6

02. Yopasaenue gejiamu
HOpuan4yecknii oTaen

1 02-05 | IIpukaser NeNe 1-151 no 15 anBaps 2015- 200 Kopobxka Ne 1
OCHOBHOM J1€TENbHOCTH 29 nekabps 2015
Komwurera 3a 2015 rox

2 02-05 | IIpukaser NeNe 1-170 no 9 auBaps 2016- 235
OCHOBHOM J1€TENbHOCTH 15 nexabps 2016

Komurera 3a 2016 rox

11.3.2. ITopsaxoBblii HOMEDP (HOMED IO MOPIKY ) — 3TO HOMED Jena (€AUHULBI
XpaHeHus1) 1o onucu. [lopsaxoBelii HOMEpP Jena 3aKpemisieT B ONKCH
NOCIEN0OBATENBHOCTh pacnonokeHus nen. Kaxnoe nemo smbo KakAblii €ro ToM
(4acTb) BHOCATCS B ONUCh MOJ CAMOCTOATEIBHBIM MOPSAKOBBIM HOMEPOM, B
COOTBETCTBUM C MPUHATON CXEMOW cUCTeMaTu3auuu Aes. Hymepauus nen Benercs B
BaJIOBOM MOPSAIAKE HE3ABUCUMO OT T'OJIOBBIX PA3JENIOB WM APYTHX 3ar0JIOBKOB.

Hampumep:

Ecnu cooosoti pazoen onucu Ne | Oen nocmosmnoco xpanenus 3a 2019 200
saxandueaemes oeiom Ne 33, mo 2000601 pazoen onucu Ne | Oenr NOCMOosHHO2O

xpanenus 3a 2020 200 nayunaemcsi ¢ oena Ne 34.




92

11.3.3. Jlenonpou3BOJACTBEHHBIA HMHAECKC (MHIAEKC Jena) —  HOMED,
MPUCBOCHHBINA €Ty (TOMY, 4acTH Jeia) B Aei0onpou3BoaAcTBe Oprana/OpraHu3aiuu
W 3aKpEIUICHHBIM B €€ HOMEHKIarype Aeil. [Iph OTCYTCTBMM HOMEHKIIATYPhI JEI
rpada He 3amOJHSAETCS, @ OTCYTCTBHE WHACKCALMM OTMEYAETCS B MPEAMCIOBHM K
OIUCH.

11.3.4. 3aronoBok nena (€IMHULBI XPAHEHUS )— OCHOBHOM JIEMEHT OMUCAHUS,
OTpaXaIIMH WH(POPMALMIO O COCTABE M COACPKAHMM JOKYMEHTOB €IMHULIBI
xpaHeHusi. OCHOBHOE TpeOOBaHHME K 3arojiOBKY CIUMHMIBI XPaHEHUsS: O00CCHEYHTH
NOJTHOE COOTBETCTBME WH(OPMALMK 3arojIOBKa JCHCTBHTEIBHOMY COJEPKAHUIO
€IVHULIBI XPAHCHHUSI,

11.3.5. 3arojioBOK [ena, BHECCHHBIH B ONMCh, JOJ/DKEH IOJHOCTBHIO
COOTBETCTBOBATH 3ar0JIOBKY Ji€jia Ha 00JIOKKE Jea.

11.3.6. Ykazanue «ToM» OUIIETCS MOJHOCTHIO MOCJIE OCHOBHOT'O 3arojioBKa, ¢
OPONUCHOW OYKBBI, B OJHY CTPOKY, M OTHEIACTCA OT HEro TOYKOW. B KOHIE
3aroJIoBKa TOYKA HE CTABUTCA.

11.3.7. Tlpu nepeuncicHnn B onucu OaHOpoaHbIX aen 3AIIPEIIIAETCH
(dopmynupoBka «To xe». Kaxaplil 3aroJjoBOK BOCIPOU3BOAUTCS MOJHOCTBEO.

11.3.8. KpaiiHue narel €IMHULl XPAHEHHsI BHOCATCS B COOTBETCTBYIOLIYIO
rpady onucarenbHOU CTaThh, 00S3aTEBHYIO JUIS 3alOJHEHUS. B HEl yKa3bIBatOTCA
HAYaJbHAs U KOHEYHAs aThl CAUHUIIBI XPAHEHUS (€IMHULBI yUeTa) ¢ OOJI0XKKHA JEIa.

11.3.9. Kpaiinue natel aena (ToMa, 4acTh) B ONMUCH O(POPMIISIOTCS CJTIOBECHO-
IU(POBBIM CIOCOOOM CIEAYIOIIUM 00Pa30M:

— JIHM Mecdlla YKa3bIBatOTCs apaOckumu mudpamu 0e3 nobasnenus «O0» s
yucenc 1 mo 9;

— Ha3BaHWE MeCsla TMHUINETCS CTPOYHBIMM OyKBaMH, TNOJHOCTBIO 0€3
COKpaIllCHUH,

— YKa3bIBacTCs TOJIBKO HHU(PPOBOE 0003HAUYCHHME Toja Oe3 A00aBjacHUs CIOB
«D», «IT», KTOI».

— €CIU J1aTa COACPKUT YKA3aHWE HA BEK, OH MUILETCS MPONMCHBIMU OyKBaMHU

JIJATUHCKOI'O aﬂq)aBI/ITa CO CJIIOBOM «BEK».
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11.3.10. IIpu coBnageHuu roja U MecsALa B KpAMHUX Jatax Aeia, KaKaas aara

MUAMETCA IMOJIHOCTBIO.

11.3.11. Yncna OTACHASIOTCS CUMBOJIOM-PA3ACTUTENIEM «-» JIJIs AUANa30HA WU

K AJad OTACJICHUA OAarT.

Hampumep:
3 gespans 2020 unu 3 gespans 2018 - unu 2003,
31 oexabps 2020 2007-
2015

11.3.12. IIpy HEBO3MOKHOCTH ONMPEAETICHUS YMCIIA YKA3BIBAKOTCS CIIOBECHBIM
CcnocoOOM — MecsIl U IIU(POBBIM — TO/.
Hampumep:
pespanv 2013 -
oexabpe 2013

11.3.13. Eciu kpaiiHue Aarel JAena WM OTACIBHBIE WX JJIEMEHTHI (YHCTIO,
MECSL, TOA) OMPEACISIFOTCS TPHOMU3UTENBHO, TO JAThl HJIM OTACIBHBIEC UX 3JIEMEHTHI
3AKJIFOYAKOTCS B KBAAPATHBIE CKOOKH.

Hampumep:

18 [aseycmal] 1944

WITH

18 aseycma [1944]

11.3.14. Tlommple pAaThl WM OTACIBbHBICE WX DJIECMEHTHI, aOCOIIOTHO HE
JIOCTOBEPHBIE, COMPOBOXKAAIOTCS BOIMTPOCUTEIILHBIM 3HAKOM.

Hampumep:

[He panee 1920];

[He panee mapma — ne nosoce masf 1921;

[He nozoice 15] mapma 1931;

18 [aseycma] 1944;

18 aseycma [19447];

[18 aseycma 19447].
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11.3.15. DNEMEHT «KOJMYECTBO JINCTOB B CIMHUIIE XPAHCHUSD 3AIMOJIHAETCS HA
OCHOBaHUM OOJIOKKH JIENa.

11.3.16. B rpage «IIpumedanus» yka3bIBacTCs HOMEP apXMBHOTO KOpoOa, B
KOTOPOM pacnoJiaraetcst Ao, Hanpumep, «KopoOka Ne 5y, npuBoasaTCs CBEACHHS O
BbIOBITHH €IMHULL XPAHEHUS, UX MUKPO(DUIBMUPOBAHNHN, CKAHUPOBAHUH, HAJIMYUU B
HUX KOMWH, MEPEBOJOB HA PYCCKHIA S3BIK MHOSI3BIYHBIX JOKYMEHTOB, PaCIIA(PPOBOK
TPYAHOUMTACMBIX TEKCTOB, O HATMYMHA O0COO0 LICHHBIX JTOKYMEHTOB, X KOMMPOBAHUU
v Jp.

11.4. OCHOBHBIE 3IEMEHTHI OMUCATEIBLHON CTATHH OMUCH JIEIT IO TUYHOMY
COCTaBy

11.4.1. K poKymMeHTam M0 JHMYHOMY COCTaBY OTHOCSTCS JOKYMEHTHI,
cogepkame OQUUMAIBHYI0 WH(OPMALUIO O JACATETBHOCTH JIMYHOCTH B
Opranax/Opranu3anmsx pa3InuHbIX oTpacneii u Gopm cOOCTBEHHOCTH.

11.4.2. OnucarenbHas CTaThsi OMUCH JICIT 10 JUYHOMY COCTABY MPEICTABIISIET
co0oif Habop 00sA3aTENBHBIX AJIEMEHTOB OMMCAHMS CAMHWLBI XPAHCHUS (€IMHHILIBI
ydera), MPEACTABJICHHBIX B TaONMYHON (OpMeE, KOTOpas BKIIKOYAET CIICTYHOUIUE
rpadsr:

. TlopsakoBelii HOMEP (HOMEP MO MOPSAKY );
. J1eTonpou3BOACTBEHHBIA HHICKC (MHIIEKC JIEa),

. 3aroJIoBOK Jiena (€AMHHILIBI XPAaHECHHUS ),

1
2
3
4. KpaiiHue natel JOKYMEHTOB B JI€Ji€ (€AMHUIIC XPAHCHUS ),
5. Cpok xpaHeHus nena,;

6. KommyecTBO JIMCTOB B €AMHULE XPAHEHHUS,

7. Ilpumeyanue.

Hampumep:
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NeNe | MlHneke 3aronoBok xena Kpaitaue natsr Cpox | Kommuecrso | [Ipumeuanue
/n Jena XpaHCHHA JMCTOB
Jena
1 2 3 4 5 6 7
02. Ynpasaenue
ACJIaMH
OTtaen KaapoB
38 | 02-05 | IIpukaser NeNe 1-105-x mo | 9 auBaps 2015- 50 ner 197
JIMYHOMY COCTaBY 28 nexabdps 2015
Komwurera 3a 2015 rox
39 | 02-05 | IIpukaser NeNe 1-78-1 mo 15 mapra 2016- 5 ner 80
JINYHOMY COCTaBYy 1 nexabps 2016
Komwurera 3a 2016 ron

11.4.3. Onucanue NOKYMEHTOB MO JMYHOMY COCTaBY OCYLIECTBISETCA B
NOPSAJKE, AHAJIOTMYHOM OMUCAHUIO JOKYMEHTOB MOCTOSIHHOTO XPAHEHUS, OMTUCAHHBIX
B 11.3.

11.4.4. OcoOEHHOCTBIO OMHUCAHNS AOKYMEHTOB MO JINYHOMY COCTaBY SIBIISIETCS
HAIAYUE B OMUCATENLHON CTAThE €AVMHMIIBI XPAHEHUS AJIeMEHTa «CPOK XPaHECHUSD?, B
KOTOPOM 0003HAYaeTCsl OTHOCALIMICS TONBKO K JAHHBIM JOKYMEHTaM CpPOK HX
XpaHECHUs, TMPEAYCMOTPEHHBIA JNEUCTBYIOIIUMU B COOTBETCTBYIOIIUA IEPHUOL
NEPEYHEM THIIOBBIX JOKYMEHTOB, BEIOMCTBCHHBIMH MEPEUYHIMM.

11.4.5. Mcuncnenne CpoKOB XpPaHEHUs JOKYMEHTOB MPOU3BOAMUTCS € 1 sHBaps
rojia, CJIEAYLIEro 3a FOJI0M OKOHYAHMS UX JACIONPOU3BOACTBOM.

11.4.6. Ecnm B paenonpom3BoacTBe Oprana/OpraHu3aldyd  MPUKa3bl 1O
JIMYHOMY COCTaBY BEJIMCh BMECTE € MPUKA3AMU 110 OCHOBHOM ACATENBHOCTA U UMENH
COVHYI0 HYMEPALMIO, TAKWE TMPUKA3bl BKIFOYAKOTCA B OMNUCH JET MOCTOSHHOIO
XpaHEHUs. DTy OCOOEHHOCTD CJIEYET OTPA3UTh B MPEIMCIOBUHU K OTHCH.

11.4.7. JluueBbie cyera pabOTHHUKOB MO 3apadOTHOM MiaTe rpynnupyroTcss B
CaMOCTOSTENIbHBIE JEJIa U CUCTEMATU3UPYIOTCS B MPEAEnax rog0BOro pasaeiia Omucu
B aipaBUTHOM mopsake (Gamuinii paboTHUKOB. Ecau B OOHOM jAene coaepKarcs
JOKYMEHTBI, cpopMupoBaHHble MO ajadaBuTy (pamuiuii 3a BECh T0J, HaYaJbHBIC
OyKBBI IEPBOH M MOCEeIHER (amMuiInK PAOOTHUKA HE YKA3bIBAKOTCS.

Hampumep:



96

1 2 3 4 5 6
03. byxraarepckuii y4er u
OTYETHOCTh
1 03-17 JIumeBble cdeTa 110 HAYHCIECHUIO 2019 50 jer 97
BapaboTHON  maTtbl  pabOTHHKAM
YHpEeKACHUS
2 03-17 JIumeBble cdeTa 110 HAYHCIECHUIO 2020 50 jer 130
BapaboTHON  maTtbl  pabOTHHKAM
YHpEKACHUS

11.4.8. Ecnu B aene momoOpaHbl TOKYMEHTHI TOJBKO HAa OJHY OYKBY, TO B

3arojIOBKE yKa3bIBaeTCs 0 Ha OYKBA, C KOTOPOM HAYMHAIOTCS (haMUIMKU PaOOTHUKOB.

Hampumep:

1 2

3

03. byxraiarepckuii y4er u
OTYETHOCTh

1 03-17

BapaboTHON  maTtbl  pabOTHHKAM
yrpasienus (A). Towm 1

JlunieBble  cuera IO HAYUCIEHUIO 2020

50 ner

250

2 03-17

Jlunesble  cdyera MO HAYUCICHUIO
3apabOTHON MJIaThI paboTHHKaM
yrnpasienus (b-O). Tom Ne 2

2020

50 ner

250

3 03-17

JluieBble  cyeTa IO HAYUCIEHUIO
BapaboTHON  maTtbl  pabOTHHKAM

2020

ynpasienus (IT— ). Tom Ne 3 (mocnennuit)

50 ner

120

11.4.9. Ilpu oueHb OONBIIOM OOBEME JIMIEBBIX CUYETOB WX CHUCTEMATU3ALIMS

IMPOU3BOAUTCA HC TOJIBKO IO HaYaJIbHBIM, HO H I10 IMOCICAYIOLINUM 6y1(BaM q)aMI/IJ'II/Iﬁ

paObOTHUKOB.
Hampumep:
1 2 3 4 5 6
03. byxraiarepckuii y4er u
OTYCTHOCTDb
1 03-10 [IuueBble cueTa 0O HAYUCIEHUIO 2020 50 ner 250
BapaboTHON  maTtbl  pabOTHHKAM
yrpasienus (A — Cam). Tom 1
2 03-10 [IuueBble cueTa 0O HAYUCIEHUIO 2020 50 ner 220
BapabotHoii mmatel (Cam — ). Tom 2
(mocnenHuii)

11.4.10. Ecnu nuueBbie cyeTa paOOTHUKOB ()OPMUPYIOTCS B OJIHO JAETO 3a
HECKOJIBKO JIET, TO B OMUCH J€jia MOMENIAIOTCS 10 TOAY 3aBECHMSI IMIEBBIX CUETOB,
a B MOCJEAYIOIIAX FOJIOBBIX pa3eaax OnucH oOPMIISIOTCS CCHUIKH HA 3TO JENIO.

11.4.11. Kpaiinme parbl pacYETHO-TUIATEKHBIX BEAOMOCTEH OOO3HAYAKOTCS

MECHIIEM U TOA0M 0e3 0003HAUYEHUS YUCIA;
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3

03. byxraarepckuii y4er u
OTYETHOCTH

1 03-10 [PacyeTHbIE BEAOMOCTH MO HAUUCJICHUIO [AHBapb 2019- 50 ner 12
3apa0oTHOM MIaThl paOOTHUKAM utoHb2019
yapexxaenusi. Tom 1

2 03-10 [PacueTHBIE BEHOMOCTH IO HAYUCIIEHUIO [Hr0Jb 2019- 50 ner 13
BapaboTHOM maThl pabOTHUKAM nexabpb 2019
yupexxaenusi. Tom 2 (mocnenHuii)

3 03-10 [PacueTHBIEe BEeHOMOCTH IO HauHcJIeHuo | 2020 50 ner 24

3apaboTHOI MIaThl padOTHUKAM

YUpEKOEHUS

11.4.12. JInuyHble nena CUCTEMATU3UPYIOTCS B ONUCH IO TOAY YBOJIBHEHUS

JIMILL, TOKYMEHTBI KOTOPBIX 00Pa3yrT €IMHULBI XPAHEHUS, U B AIaBUTHOM MOPSIIKE

ux ¢Qamwimid. Ecnu paMuimy MoJHOCTRIO COBMNAMAOT, BO BHUMAHUE MPHUHAMAKOTCS

HMCHA, a 3aTCM OTUCCTBA.

Tobonvyes Bacunuii Heanosuu
Tobonvyes [lemp Anamonvesuy
Tobonvyes [lemp Cepeeecuy

11.4.13. 3aronoBOK, BHECCHHBLIA B

OIIHUCBb, JOJDKCH IMOJIHOCTBIO

COOTBCTCTBOBATL 3aroOJIOBKY Ha 00JIOKKE Acia ¢ YKazaHHucMm (I)aMI/IJ'II/II/I, HUMCHHU H

OT4UCCTBa pa6OTHI/IKa B IMCHHUTCJIbBHOM ITaACKE.

Hanpumep:
1 2 3 4 6 7
04. KaapoBoe o0ecnievyenue
345 04-11 [JInunoe neno 3 ¢espans 2011- 50 ner 16
MBanos Cepreit AHgpeeBUY 31 nexabpst 2013
346 | 04-11 PInunoe geno 1 ¢peBpans 2013- 50 ner 12
MBamenko Mapust AHatonbeBHa |31 nexabps 2013
11.4.14. Tlpu OoabmioM O00BEME JIMYHBIX JEJT WX CUCTEMATU3ALMS

IMPOU3BOAUTCA HC TOJIBKO IIO0 HAYAJIbHBIM, HO H I10 IMOCICAYIOLIUM 6y1(BaM q)aMI/IJ'II/II/I

paboTHUKA.

11.4.15. JlnunHble Aena pyKOBOJAMTENECH OpraHu3alu, pabOTHUKOB, UMEIOIINX

rocy1apCTBCHHLIC 1 MHLIC 3BaAHKA, IPCMHUH, HAI'paAabl KU AP., IIOJJICIKAT BKIIIOUCHHUIO B

OIIKCh ACJI IMOCTOAHHOI'O XpPaHCHHA.

AHAJIOTHH C IWYHBIMH ACTaMH.

11.4.16. Onucanue aTTECTAMOHHBIX, HATPAJHBIX JCJI MNPOBOJUTCS TIO
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11.4.17. JluuHble nena OTAENBHBIX KATETOPUM TPAKIAH, HE SBIISIOLIMECH
JOKYMEHTaMHU M0 JIMYHOMY COCTaBy (JIMUHbIE Jeiia OCKEHIEB, Oe3pabOTHBIX,
HECOBEPUICHHONETHAX MOAOMECYHBIX, yYalIUXCs, CTYIEHTOB, aClHMPAHTOB W Ap.)
CUCTEMATHU3UPYIOTCS B MPEAENIaxX TOJOBOrO pa3ieia OnucH 1o andaBuTy dpamuinii
IPAKIAH.

11.4.18. JIuuHble KApTOUYKKA YBOJEHHBIX PAOOTHUKOB, C(OPMUPOBAHHBIE B

OTJENIbHBIE Aciia B an(aBUTHOM NOPSAAKE (paMUIMil, BKITFOYAKOTCS B OMUCH MO TOAY

YBOJIbHCHHAL.
Hanpumep:
1 2 3 4 5 6 7
04. Kagposoe obecnieuenune
1 04-18 | Jlmunele kaptroukn (¢p. Ne T-2) 2013 50 ner 150
yBOJICHHBIX paboTHHKOB Kommurera
b0
1 2 3 4 5 6 7
04. Kagposoe o0ecnieuenue
1 04-18 | Jlmunele kaptroukn (¢p. Ne T-2) 2014 50 ner 250
yBOJICHHBIX paboTHHKOB Komurera
(A-K). Tom 1
2 04-18 | Jlmunele kaptroukn (¢p. Ne T-2) 2014 50 ner 120
yBOJICHHBIX paboTHHKOB Komurera
(JI-A1). Tom 2 (mocnenHuii)

11.4.19. HeBocTtpeOOBaHHBIE JHWYHBIE JOKYMEHTHI (TPYAOBBIE KHWKKH,
JIUIJTOMBI, CBUACTEIBCTBA M AP.) CHCTEMATH3UPYIOTCA B Npeaciax KaJleHIApHOIro
roja no BUAaM, a BHyTPU BUIOB — MO an(aButTy (pamuinii pabOTHUKOB B OTAEIIBHOM
OTHCH.

11.4.20. AXKTBI O HECYACTHBIX CIIy4asX, CBS3aHHBIX C MPOHU3BOACTBOM,
CUCTEMATH3MPYIOTCA B TNpEAeiax KaJIEHAAPHOIO roja Mo XPOHOJOIHWH, BO3MOKHA
cUCTeMaTH3alus 1Mo an(aBUTy HavaJIbHbIX OYKB (hamuiinii pabOTHHUKOB.

11.4.21. TabGenn 1 Hapsapl paOOTHUKOB BPEIHBIX Mpodeccuii POpMUPYIOTCS B
JIeT1a B MOPSJKE KAICHAAPHBIX MECSLEB B ITPEAEax roja.

11.4.22. B 3arosoBkax €IUHWL] XPaHEHUs, COACPXKAIMX Tapu(pUKALUOHHBIE

CIUCKH, YKA3bIBACTCS KaTeropusi pabOTHUKOB (YUHUTENS, AUPEKTOPA LIKOJI U Ap. ).
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11.5. OdopmieHue TadaUIbI C ONMUCATETLHBIMU CTaThsIMU OMKUCH

11.5.1. Tabnuna onuMcH ¢ ONUCATEILHBIMM CTAThsIMHU [edaTaeTcs depes 1

MEXXCTPOUYHBIA UHTEPBAJI OT PEKBU3UTOB OIHCH.

11.5.2. I'panuiipl TaOAUIBI OMUCH C ONMUCATEIBHBIMM CTAThIMHU HE JOJIKHBI

BBIXOAMUTD 34 I'PAHUIIBLI TCKCTOBOI'O I1OJIA.

11.5.3. HauMeHOBaHMs pPa3fciioB M TOAPA3ACIOB OMUCH OQOPMIIIOTCS B

OTJENIbHBIX CTPOKAX OMUCH B Tpade «3aroioBOK Aeyia» CTPOUYHBIMH OYKBaAMHU.

11.5.4. HaumeHnoBaHusl CTPYKTYPHBIX MOAPA3ACICHUI B ONUCH YKA3bIBAKOTCS

IMOJIHOCTBIO.

11.5.5. DneMeHThl ONMUCATENBHOM CTaTh OMUCH B TAOJMIE PACIoaratoTcs B

CIIEAYIOUIEM MOPSAKE:

1 rpada — HOMEp MO NOPAAKY

2 rpadga — Jlenonpou3BOACTBEHHBIA  WHICKC

HHACKC AC1a

3 rpada — 3arojaoBOK aena

4 rpada — KpaitHHMe naThI

5 rpada — KOJIMYECTBO JIMCTOB

6 rpada — mnpumeyaHue

11.5.6. Tekct TabmUIBI C

CJIeIYIOMUM 00pa3oM:;

—  (NoNe mi/m)

umm — (Uupekc nena)

— (3aronoBok aena)
— (Kpaiinue narer)
— (KonuuecTBo MCTOB)

— (ITpumeyanne)

OInmucarciibHbIMHU CTaTbsAMM OIIUCH Oq)OpMJ'IHeTCH

DJIeMEeHT ONucHU Pasmep Brinenenue | BelpaBHUBaHUE ITpumep
mpudra

Haszpanue cronbuos 10 HET O LIEHTPY NeNe ii/mm
TaOJIULBL
Howmepa cronbuos 10 HET O LEHTPY 1
TaOJIULBL
Paznen I-ro YPOBHA 14 NMOJIYKUPHBIN O LEHTPY YnpasJieHue aejiaMu
(pacnionmaraercss B Tpade
3aroJioBOK Jiena)
Paznen 2-ro YPOBHs 14 NMOJIYKUPHBIN MO LEHTPY OTtaen kagpos
(pacnionmaraercss B Tpade
3aroJioBOK Jiena)
Crpoka OMNMCATENBHON 12 HET IO 3JIEMEHTaM
CTaTbH TaOJIUILIBI
NeNe /it 1O LIEHTPY 5
Hunekc nena 10 UEHTPY 02-15
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DJIeMEeHT ONucHU Pasmep Brinenenue | BelpaBHUBaHUE ITpumep
mpudra

3aroyioBOK Jiena IO JIEBOU ITpuxaser NeNe 1-30 no
rpaHuLe JUYHOMY COCTaBY 3a
rpadml 2005 rog

Kpaitnue natst IO JIEBOU 9 sinBaps 2005-
rpaHuLe 25 nexabps 2005
rpadml

KonnuecTso n1ucToB 10 LICHTPY 145

ITpumevanue 10 LEHTPY Kopobxka Ne 3

11.5.7. Bce >neMEHTBl ONUCATENIbHOM CTaTbW OINKCH BBIPABHUBAKOTCS 110
BEPXHEHN I'PAHULIE CTPOKH.

11.5.8. B onucu He JOIMYCKAETCS UCIIONIB30BAHME COKpAIEHUE ClloBa «To key
JUIS OJHOTUITHBIX 3aroJIOBKOB JAel. YKazaHue «TOom» MUIIETCS MOJHOCTBEO MOCIIE
OCHOBHOI'O 3aroJIoBKa, B OJHY CTPOKY, M OTHENSETCS OT HEro TOukoil. B koHue
3aroJIoBKa TOYKA HE CTABUTCH.

11.5.9. Kpaiinue natel aena (TomMa, 4acTh) B OMUCH O(DOPMIISIOTCS CIIOBECHO-
IU(POBBIM CIOCOOOM CIEAYIOIUM 00Pa30M:

— JIHM Mecdlla YKa3bIBatOTCs apaOckumu mudpamu 0e3 nobasnenus «O0» s
yucenc 1 mo 9;

— Ha3BaHWE Mecslla TMHUIIETCS CTPOYHBIMM OyKBaMH, TOJHOCTBIO 0O€3
COKpaIllCHUH,

— YKa3bIBACTCS TOJILKO LU(PPOBOE 0003HauUcHWE rojga 0e3 moOaBIEHUS CIIOB
«T», «IT», «TOIY.

— €CIM J1aTa COACPUT YKA3aHWE HA BEK, OH MUILETCS MPOMMCHBIMU OyKBaMHU
JATHHCKOTO aj(aBuTa CO CIIOBOM «BEKY,

— MpU COBMNAJCHWM TroJla W MECAlla B KpallHMX ndarax Jena, Kaxnaas aara
MUIIETCS TOTHOCTHIO,

— YUCIIA OTACTSIOTCS CUMBOJIOM-PA3ACIUTENIEM «-» JUIsl AMAMA30HA WM «,)
JUTS OTZEJICHHUS JaT.

11.5.10. Mexay CTpOKamu 3JIEMEHTOB OJHON M TOM K€ ONMCATEIILHON CTaThH
OIKCH PUMEHSETCS OJTMHAPHBII MEKCTPOUYHBINA UHTEPBAI.

11.5.11. Ha xaxablii MOCHEAYIOWMUA JIUCT ONMKUCHA BBIHOCHUTCS KOJIOHTUTYJI C

MPOHYMEPOBAHHBIMU rpad)aMy ONMUCATEIIBHON CTAThU OTKCH.
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1] 2 | 3 .+ [ s [ 6 |

11.5.12. 3aronoBku n€n HE AOJDKHBI OBITh MEPEXOIANIMMH HA CICAYFOIIMH
JIUCT.

11.5.13. Bce rpadgwl 3anoiaHs0TCS B CTPOrOM COOTBETCTBUU CO CBEACHUSMU,
BBIHECCHHBIMM Ha OO0noxkKkW jaen. Kaxaoe Aeno BHOCUTCS B OMKMCh  MOJ
CaMOCTOSITETIEHBIM HOMEPOM.

11.6. OdopmiieHrE UTOTOBOM 3aMUCH OMKUCH M 3aKJTFOUUTEIBHBIX PEKBU3UTOB
OINMHCH

11.6.1. 3aBepmiaer ONUChr MTOrOBas 3aMUCh C YKA3aHUEM HOMEPA OIUCH,
KpailHUX JaT, KoJaudecTBa (IU(paMu U CIOBAMHU) U KPAWHUX MOPSAKOBBIX HOMEPOB
JI€JT, BKJIFOUEHHBIX B OMKCh. [IpyM HaTW4YMK YKa3bIBAKOTCS TUTEPHBIC U TPONYLIEHHBIE
HOMeEpa zen 0e3 ab3aiHoro OTCTyna OT FPAHMIL JIEBOTO NOJS 4epe3 1 MEKCTPOUYHBIMA
WHTEPBAJA OT NOCJEAHEH ONMUCATENBHON CTaThH.

11.6.2. Ecim JHATEPHBIX W NPONYIICHHBIX HOMEPOB [JE€N HET, B WTOTOBOM
3aIKUCH 3TO HE OTOBAPUBACTCS.

11.6.3. Tekcr wmroroBoil 3ammcu odopmusercs uveped 1,5 MEKCTPOUHBINA
WUHTEPBAL.

11.6.4. lleyatanue WTOrOBOM 3amMCA ONWUCH HA OTAEIBHOM  JIUCTE
3anperacTes.

11.6.5. Tlocne wrorosoi 3ammcu uepes 1 MEKCTPOUYHBI  MHTEPBA
pacroyiararoTcss  PEKBU3UTHl  J{OJDKHOCTh, MOAINHKCH, paclii(PpoBKa MOANMHCH
(MHALMANBL, (PaMUIIKSL) COCTABUTENS OMUCH, aTa COCTABJICHUS OTIMCH.

11.6.6. PexBusutsl /loacnocms cocmagumedis, /{ama TOJKHBL O(POPMITATHCS
OT JIEBOW I'PaHUIBI TEKCTOBOTO MOJIst O0€3 a03alHOro OTCTyNa.

11.6.7. PacumdpoBka noanvucu B pekBU3UTE [loonuce cocmagumeisi J0JKHA
pacronarateCsi Ha YPOBHE TOCIHEAHECH CTPOKM HAWMEHOBAHWS JIOJDKHOCTH
COCTaBUTEISI C OJIMHAPHBIM TPOOEIIOM Mexay HUIManamu 1 pamunueil. [locnennss

OykBa B pacii(ppoBKE MOAMUCH J0JKHA OTPAHUYMBATHCS MPABBIM MOJIEM.

JIOJIDKHOCTB COCTABHUTENIS N.O. ®amunus
(TO/IIHUCh)

Jlara
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11.6.8. TI'pup COITTACOBAHO 3KCOEpTHO-MPOBEPOUYHON  KOMHCCHHU
Oprana/Opranuzauun-gpoHgooOpazoBareiass  OQPOPMIISIETCS  BbIPABHUBAHUEM  TI0
JIEBOMY Kpar TEKCTOBOIO MOJISI B JIEBOM HIDKHEM YITy 4Yepe3 1 MEKCTPOYHBIMA
WHTEPBAJ OT AATHI COCTABJICHUS OMHCH.

11.6.9. T'pup VYTBEPXKJIEHO (mns amen NOCTOSHHOIO XPAaHEHWsS) WA
COI'NTACOBAHO (anst nen mo coctaBy W BpeMEHHOro (cBbiiie 10 neT) XpaHeHus )
OIIK Komwurera no aemam 3AI'C u apxuBoB PecnyOnuku Anrtaii odopmiisiercs
BbIPABHUBAHKUEM 10 JIEBOMY KPar0 TEKCTOBOTO MOJISL B TPABOM HUKHEM YTITY.

11.6.10. Cnoa VYTBEPXJIEHO wu COI'JTACOBAHO neuaraercs
OPONUCHBIMU OyKBaMH O€3 KaBBIYEK U IBOETOUMSI.

Hampumep:

COI'JTACOBAHO YTBEPXIEHO/COI'JTACOBAHO
[Iporokon  OK  MwuHHCTEPCTBA [Tporokon OIIK Komurera no aenam
CENIbCKOro Xxo3siicTBa PecnyOnmukn 3AI'C u apxuBoB PecnyOnnku Antai
Aurraii

(ot No ) (ot No )

11.6.11. Bce pekBH3WTHI, PacCHONIOKEHHBIE TMOJA TAOIMYHOW YacCThK) OIKCH,
JOJDKHBI PA3MEILATHCS HA TOM JK€ JIMCTE, YTO W MOCIEAHSS CTPOKA OMMCH, NMEPEHOC

WX Ha JIPYTYI0 CTPAHMILY C OTPHIBOM OT TaOJUIIbl 3apeLiacTcs.

12. MOPAAOK COCTABJ/IEHUA HAYYHO-CITPABOYHOI'O
AIIITAPATA K OIIMCH
12.1. CocraB Hay4YHO-CIIPABOYHOIO anmnapara

12.1.1.  Jna  Oonee  >PPEKTUBHOIO  HCHONB30BAHUS  JTOKYMEHTHOM
uH(pOpMaLMK, COACPXKALICIHCS B OMUCAX ApPXWMBHBIX (DOHIOB, K HHM CO3HACTCA
Hay4YHO-CIIPABOYHEIH armapar, KOTOPBIi BKIFOYACT:

— TUTYJIBHBIN JINCT;

— JIUCT MEPEUMEHOBAHMIA;

— MPEAUCTOBHE (MCTOPUYECKYIO CITPABKY ),

— CIIMCOK COKpAILEHNU;
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— yKazarenu (Mpu HEOOXOAUMOCTH ).

12.1.2. IIpu nOArOTOBKE HAYYHO-CIPABOYHOIO arapara ONMUCH MPUMEHSETCS
mpu@t Times New Roman pazmepom Ne 14 gepes 1,5 MEKCTPOUHBINA HHTEPBAIL.

12.1.3. HayuyHo-crpaBOuHBI/i anmapaT K ONHCH pacreyarsiBacTcs 0e3
UCIOJBb30BaHUsl OOOPOTHOW CTOPOHBI JIUCTA W PACIOJIATacTCsl B CICAYIOIIEM
MOPSJIKE:

— TUTYJIbHBIN JTUCT ONUCH;

— JIUCT NepeuMeHoBanus (pora000pazoBaTelis (MPYU HATMYWY ),

— NPEIUCIOBUE K ONKCH;

— CIACOK COKPAUICHHBIX CJIOB (ITPH HAJIMYHUN );

— yKazarenu (Mpy HAJIM4rH ),

— OIIKCH.

12.1.4. K onmucu COCTaBJISETCS JUCT-3ABEPUTENL HA OTACIBHOM JIUCTE, TIE
VKa3bIBACTCS KOJMYECTBO JIMCTOB YUCJIOM M MPOIMUCHIO, MMOANUCH COCTABUTEINS, AaTa
COCTaBJICHHUSI. JIMCT-3aBEPUTENL HE HYMEPYETCS.

12.1.5. Onuce M HAYYHO-CIPABOYHBIA anmapar K ONKMCH NPOLIMBACTCS Ha
YEeTHIPE MPOKOJIA B TBEPAYHD OOJOXKKY W3 KAapTOHA, MEPEIUIETAOTCS C YUYETOM
BO3MO>KHOCTM CBOOOJHOTO UTEHHMsSI TEKCTa BCEX JOKYMEHTOB. Bce mumcThI
HYMEPYIOTCS apaOckumu LudpaMyd BajlOBOH HyMepaUMEH YEPHBIM TIpapuueCKuM
KapaHJallOM B BEPXHEM NpaBOM yray (HE 3ameBas TEKCTa JOKYMEHTa) 3a
WCKITFOUEHUEM JIUCTA 3aBEPUTENS.

12.2. TUTyJIbHBIA JTUCT ONUCH

12.2.1. TATybHBIA  JHCT OMNMCH  SIBISETCS  OOS3aTENIbHBIM ~ 3JIEMEHTOM
COPABOYHOIO  ammapara Juisi ONMCEH, KOTOpPbId  COAEPKUT HMH(POPMALHIO,
ONPEAEISIIONY)  MPUHAUICKHOCT  JTOKYMEHTOB, BHECEHHBIX B  OIACh, K
KOHKPETHOMY (DOHIY WJIM €T0 YaCTH; K ONPEACICHHOMY NEPHOAY BPEMEHH, a TAKKE
MOUCKOBBIE JAHHBIE, CTOCOOCTBYOIME HAXOKICHUIO OMMCH B APXUBE.

12.2.2. TuTynpHBINA TUCT ONKCH OQOPMIISIETCS B TPAHULIAX TEKCTOBOIO MOJIS:

30 MM — JIEBOE;

10 MM — nipaBoe;
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20 MM — BEpXHEE,

20 MM — HIDKHEE.

12.2.3. TekcT TUTYABHOrO JMCTa OQOPMIISIETCS TPONUCHBIMKU OyKBaMu C
ucnonp3oBanuem wmpudpra Times New Roman pasmepom No 14, wyepes 1,5
MEKCTPOYHBIN UHTEPBAJL.

12.2.4. Ha TUTYJIBHOM JIUCTE ONUCH YKA3bIBAKOTCS:

— HAaWMEHOBAHWE T'OCYJAPCTBEHHOrO apxuBa PecrnyOnmku Anrtaii, apXWBHOTO
OTJI€]Ia MYHUIIMNAIBHOTO 00pa3oBanus PecnyOnmuku Anraid;

— Ha3BaHue (OHJA;

— Homep (doHAa;

— HOMED OIHCH,

— HAa3BAHME ONMCHU C YKA3aHUEM KATErOPUM BHECEHHBIX B HEE TOKYMEHTOB
(MMOCTOSIHHOTO XpaHEHHMsI, BPEMEHHOro (cBbilie 10 JeT) XpaHEHHs, MO JUYHOMY
COCTaBY U T.1.);

— KpaiHue AaThl 1e7 OnucH (MputoskeHue Ne 5).

12.2.5. HauMeHOBaHWE TOCYJapCTBEHHOTO apxuBa PecrnyOnmku Antail wim
apXUBHOTO OTHENAa MYHHLHANAIBHOrO o0pa3oBanus PecnyOnvikn AnTail yka3blBacTcs
Ha BEPXHEH CTPOKE JIUCTA IO LEHTPY.

12.2.6. Ilpu cocTaBicHUM TUTYJIBHOTO JIMCTA OMUCHA HEOOXOJUMO YUYUTHIBATH
CJIEIYIOLLEE.

Opranuszanuu, B JEATEIBHOCTH KOTOPBIX HE CO3JAKOTCS  JTOKYMEHTBI
ApxuBHoro (onaa Poccuiickoii denepanuu, U OpraHu3alny, KOTOPbIM JaHO MPABO
NOCTOSTHHOTO XpaHEeHHsl JOKyMEHTOB ApxuBHOro (onna Poccuiickoit denepanyn,
HAaUMEHOBAHHUE TOCYAAPCTBEHHOrO apxuBa PecnyOnuku Anraii, apxMBHOTO OTAEIA
MYHHLIAMAIBLHOTO oOpa3oBanus PecnyOnmuku AnTaii Ha THUTYJIBHOM JIMCTE HE
YKa3bIBAKOT.

[lepen Ha3zBaHmeM (oOHOA OCTABIACTCS MECTO Ui HAMMCAHHWS MOJHOTO
HA3BaHMs TOCYJAPCTBEHHOro apxmBa PecnyOnvikm Anraii miaM apXWBHOTO OTHAENA
MYHHLIAMAIBLHOTO 0Opa3oBanust PecryOnmuknm AnTail, WM BEIOMCTBEHHOIO apXWBa

BBIIIIECTOSIIEH OpraHu3aIlii, B KOTOPBIN OyayT MepeaanHsl Aefia Ha rocyJapCTBEHHOE
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XpPaHEHUE JAHHOrO (OHA000pA3oBATENsl — KOPUAMYECKOrO JHIA B  CIy4ae
JVKBUJALIVH.

12.2.7. Ha TUTYJIbBHOM JIUCTE OMUCH ACI TIO JINYHOMY COCTABY UMECIOTCS TE JKE
PEKBU3HTHI, YTO U B MHBIX apXMBHBIX OMUCAX. OTIUYHAE COCTOMT B TOM, YTO MEPEA
Ha3BaHWEeM (POHIA OCTABJISIETCS MECTO JJs HANKWCAHWS [OJHOIO Ha3BaHWUs
rOCyJJapCTBEHHOr0  apxuBa PecnyOnvkm Anrtaiik wiaM  apXWBHOTO  OTHAENA
MYHHLIANAIBLHOTO oOpa3oBaHus PecryOnmukm Anraii WM BEIOMCTBEHHOTO apXuBa
BBIIICCTOSIIIECH OpraHu3alld, B KOTOPbIM OyayT NepedaHbl JAena Ha XpPaHEHHE
naHHoro (poHA000pa3oBaTeNiss — HOPUAMYECKOr0 JIMIA B CIy4Yae JIMKBUAALMH
(mpunoxenue Ne 6).

12.2.8. Hazeanue (¢oHOa NMIIETCS B BHAE NOJHOTO O(PUIMATBHOIO
HauMeHOBaHUs (POHA000pa3oBaTe/is B UMCHUTEIILHOM MaAekKe depe3 1 CTpoKy OT
HAaUMEHOBAHUS TOCYJAPCTBEHHOrO apxuBa PecnyOnuku Anraii, apxXMBHOrO OTAEINA
MYHHLIAMAIBLHOTO 00pa3zoBanus PecnyOnmku AnTaii.

12.2.9. Ecnu poupooOpazoBareb uMeeT 0UIMaIbHO MPUHITOE COKPAIICHHOE
HAaUMEHOBAHME, TO OHO YKA3bIBAKOTCS HA CIEAYIOWIEH CTPOKE B CKOOKAaxX MOCIHe
NOJTHOTO HAaMMEHOBaHWs. HanMEHOBaHMS TMOJIHBIE W COKPALUCHHBIC MPUBOASATCS B
CTPOTOM COOTBETCTBHH C YCTABOM WJIM MOJIO’KEHUEM.

12.2.10. Ecnim Ha TOPOTSHKEHMM NEPUOJA, 3a KOTOPBIA COCTaBJIEHA ONMCH,
MEHSIOCh HaumMeHOoBaHue Oprana/OpraHu3alyiv, Ha TUTYJIBHOM JIMCTE CHavalla
VKa3bIBAlOT €ro TNOCIAEAHEEC €ro Ha3BaHWE, a 3aTeM 2 TICPEMMEHOBAHHS B
XPOHOJIOTUYECKOM TOPSAJKE C YKA3aHWEM HAyalbHOW M KOHECYHOH JAThl Ka)KIOTO
HauMeHOBaHUs  (POHA000pa30BaTENs, OTCTYNUB 2 CTPOKM OT COKpPAIICHHOIO
HAaUMEHOBAHHS, C BRIPABHUBAHUEM T10 JIEBOMY KPAKO B MPABOil YaCTH JIUCTA.

12.2.11. B cnyyae eciau HauMeHOBaHUE (POHI000pa30oBaTENsT MEHSIOCH O0ee
2 pa3, Ha TUTYJbHOM JIMCTE YKAa3bIBAIOT €r0 MOCJIEIHEE HAMMECHOBAHWE, a BCE
NEPEUMEHOBAHUS TIPUBOAATCS B JIMCTE NEPEHMMEHOBAHWH, KOTOPBIM IMOMEMIACTCS
NOCJIE TUTYJIBHOTO JINCTA, MEPE] MPEAUCIOBUEM K OMUCH (MpuiioxeHue No 7).

12.2.12. JIuct nepenMeHoBaHui 0(pOPMIISETCS B TPAHULIAX TEKCTOBOTO MOJIS:

30 MM — JIEBOE;
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10 MM — nipaBoe;

20 MM — BEpXHEE,

20 MM — HIDKHEE.

12.2.13. Tekcr nucTta NEPEMMEHOBAHUNA OQPOPMIISETCS € KMCMOJBb30BAHUEM
mpupra Times New Roman pazmepom Ne 14, uepe3 1,5 MEKCTPOUHBIH UHTEPBAT C
a03aHbIM OTCTYNOM — 1,25 CM, BEIPABHUBACTCS MO IIMPUHE TEKCTA.

12.2.14. B 3aronmoBke Bua jokymenta JIMCT TTEPEMMEHOBAHUWM
NEYaTacTCs MPONUCHBIMA  OyKBaMH, BBLACTSETCS MOMYXUPHBIM — HIpUPTOM,
LEHTPUPYETCS TIO LIUPUHE.

12.2.15. TekCT HmOKyMEHTa TeYaracTcss CTPOYHbIMU OykBamu dYepe3 1
MEXCTPOYUHBI MHTEPBAJ OT 3arojOBKa BHJA JOKYMEHTA M MEXKIY CBEACHUSAMH O
NEPEUMEHOBAHNM, BBIPABHUBAETCS 110 IIAPUHE TEKCTA.

122.16. B nucre mnepeMMeHOBaHWHA WH(MOpPMAUMs  yKa3bIBAETCS B
XPOHOJIOTHYECKOM MOCAEA0BATEIbHOCTU (0T O0jiee paHHEro K Oojiee MO3JHEMY) B
CJICIYOIIEM TOPSAIKE:

— mOpeapayliee HauMeHoBaHue (HPOHA000pa3oBaTeNs;

— MOJYMHEHHOCTh (POHT000pa30oBATES

— MECTOHAXOKJeHUE (HOHIO0OpaA30BATEN C YKa3aHUEM HACETIEHHOTO MyHKTa
Y PETHOHA,

— KpaiiHWe JaTel €ro CyIECTBOBAHMWS, TMOJ TMOCICIHUM HA3BaHHEM
YKa3bIBACTCsl JUIIb HayallbHas Jara NEPEMMEHOBAHMS, a BMECTO KOHEYHOH JaThl
NOCJIE THPE CTABUTCS MHOTOTOYHE.

12.2.17. darsl kaxxa0ro Ha3BaHus (GOHI000PA30BATENS IEYATAIOTCS CIOBECHO-
udpoBeiM  cnocoOoM, mepen  Ha3zaHueM (hOHA00Opa3oBaresis MO  LEHTPY
CJIeIYIOMUM 00pa3oM:;

— JIHM Mecdlla YKa3bIBatOTCs apaOckumu mudpamu 0e3 nobasnenus «O0» s
yucenac 1 mo 9;

— Ha3BaHWE Mecslla TMHUIIETCS CTPOYHBIMM OyKBaMH, TOJHOCTBIO 0O€3

COKpaIllCHUH,
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— YKa3bIBacTCs TOJIBKO HHU(PPOBOE 0003HAUYCHHME Toja 0e3 nA00aBjacHUS CIIOB
«I», KT, KTOMN;
— JIaThl OTACISAIOTCS CUMBOJIOM-PA3ACTUTENCM.
Hampumep:
MHWHHCTEPCTBO ITU®POBOI'O PA3BUTHUS PECITYBJIUKU AJITAU
(MHUHLIM®PA PA)

TOCYJIAPCTBEHHAS JKUJTAIITHAS
MHCTIEKTIUSA PECITYBJIMKU AJITAN
(10 STHBAPSI 2001-31 JIEKABPSI 2019)

12.2.18. Homep (poHaa HA TUTYJILHOM JIMCTE OMUCH YKA3bIBACTCS TOT, KOTOPBIN
eMy ObUI 1JaH B CIHUCKE (POHAOB TOCYNAPCTBEHHOIO apXHMBa WA apXMBHOIO OTIEIA
MYHHLIAMAIBHOTO  00pa30BaHuWsl, OPraHHU3ALMEH-UCTOYHUKOM  KOMIUICKTOBAHUS
KOTOPO# siBfIsieTCs (POHA000Pa30BATENB, @ HOMEP OMUCH — MO JUCTY (HOoHA.

12.2.19. Homep (oHza HA TUTYJIBHOM JIUCTE OMUCH nievaraeTcs uepe3 11 crpok
NOCTIE COKPALICHHOTO HAaMMEHOBaHUs (POHA000pa30BaTEIs.

12.2.20. Homep omumcu medaraeTcs Ha CICAYIOMICH CTPOKE MOCIE HOMEpPa
donna.

12.2.21. Ha3BaHue ONMCH HA TUTYJILHOM JIMCTE JAETCS MOCIIE HOMEPA OIUCH.

12.2.22. Kpaiiaue narel JOKYMEHTOB, BKIKOUYEHHBIX B ONKCh, YKA3BIBAKOTCSA HA
TUTYJBHOM JIMCTE TOCJIE HA3BAHUSI OMKMCH C HOBOM CTPOKM. OHM MOKA3BIBAOT IATHI
BCEX JIOKYMEHTOB, BKJIFOYas ATkl JOKYMEHTOB, 3aBECICHHBIX MPEANICCTBEHHUKAMHU
(oHI000pA30BATENS, & TAKXKE AAThl JOKYMEHTOB-TTPUAIOKEHUH.

12.2.23. B kpailHux narax JOKYMEHTOB, BHECEHHBIX B ONMUCh, HA TUTYJIbHOM
JIMCTE YKa3BIBAKOTCS TOJBKO roJbl. ECITN €CTh XPOHOJIOIHUECKHAE Pa3pPbIBbl B KPaHUX
JaTax TOKYMEHTOB, YKa3bIBAKOTCS BCE MMEIOIIMECS XPOHOIOTMYECKAE NMEPHOABI WA
I'PAHULIBI XPOHOJOrHUYECKUX pa3peiBoB. Cnosa «I'O/» wm «1I"O/Ibl» nomHOCTEIO.

Hampumep:

2006 — 2008, 2010 — 2011 1'O/[bl



108

WIH

1919 — 1999 I'OJ[bI, KPOME 1925 — 1937 I'OJ[OB

WIH

[1925] — 1933 I'OJ[bl

12.2.24. Kpaiinue narsl JOKYMEHTOB, BHECEHHBIX B OIKACh, HE CIIEAYET NyTaTh
C KpaiiHUMU JaTamMmu AeSITeIbHOCTH (POHA000pa30BaTENSI.

12.3. IIpeaucnoBue K ONMKUCH

12.3.1. TlpemucnoBue K OMNUCH SIBISETCS O0OS3aTEIbHBIM  BJIEMEHTOM
CIPAaBOYHOIO armapara K OMKMCHA U COCTABIISIETCS B XOJI€ YIOPAAOUEHUS TOKYMEHTOB
(dhoHm000pazoBaTesis ¢ UEABI0 MOJTHOTO OTOOPAXEHUS NEATEIBHOCTH, ONMPEACICHUS
€ro MecTa M POJIA B CHCTEME TOCYJAPCTBEHHBIX OPraHoB, OPraHOB MECTHOIO
CaMOYIpABJICHUSI,  DKOHOMMYECKOM M  OOIIECTBEHHO-KYJIBTYPHOH  cdepax
JESATEITLHOCTH.

12.3.2. Hudopmanuio B MNPEAUCIOBUM MNPEACTABISAIOT 3a OMUCHIBAEMBbIi
NEPHO.

12.3.3. TIpeauciioBrE COCTABISAETCS OTACIBHO K KAYKIOW ONMKUCH JEIT:

— MOCTOSIHHOTO XPaHEHUsi (KOTOpBIE TMEPEHArOTCS HA TOCYAAPCTBEHHOE
XPaHEHUE, HE TEPEAlOTCs Ha TOCYyNapCTBEHHOE XPAHEHHWE, NEPEHaloTCs Ha
roCyIapCTBEHHOE XPAHEHUE MOCIIE JIMKBUAALIMHA OPraHUu3aliy ),

— 110 JINYHOMY COCTAaBYy,

— BpeMeHHOrO (cBbiie 10 1eT) XpaHeHus.

12.3.4. UudopMauus B TPEOUCIOBUM K ONUCH H3JIATAETCS B CIEAYIOLICH
NOCTIEA0BATENBHOCTH:

1. Ucropust poumooOpazoBareis 3a oOpabarbiBacMblid MEPHOJ] YKA3bIBAETCS
KaK B ICTOPUYECKOM CIIPABKE:

— Ha3BaHWE W MOJAYMHEHHOCTh (POHI000PA30BATENS, A TAKKE U3MEHEHUS B HUX
C YKa3aHHWEM JIaT U OCHOBHBIX MPUYMH MPOU3OLICAIINX U3MEHEHMIA,

— jaary co3aaHus (PoHa000pa3oBaTes;
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— Ha3BaHWE OpPraHMU3alMH-NPEAIECTBEHHUKA. B ciiydae OTCYTCTBUSI MPSIMOTO
NPEIUIECTBEHHUKA MOKET OBITh YKa3aHa OPraHu3alysi, BEITOJIHSBIIAS aHAIOTHYHBIC
INGINIVIN

— 3a1aui U (QyHKOUH (PoHI000pa3oBaTesis, JaThl U OCHOBHBIE MPUUYMHBI HX
U3MEHCHUIA,

— CTpykTypa (QoHmooOpa3zoBareiass W €€ M3MECHEHHMS C YKa3aHWEeM JarT |
OCHOBHBIX TPUYMH;

— pykoBoauTelb (POHA0OOpA3oBaTENs C YKa3aHWEM TMEpUoia 3aHUMAcMOW
JIOJKHOCTH,

— COCTaB CHUCTEMBI MOJABEAOMCTBEHHBIX (HEMOCPEACTBEHHO MOJAYMHEHHBIX )
OpraHu3ainmii (MX BHIBL, TEPPUTOPHATIBHOE Pa3MELICHHE), BCE MOCICAYIOIUE €€
WU3MEHEHUS C YKA3aHUEM J1aT U OCHOBHBIX MPUYHH,

— JIaThl ¥ IPAYMHBI TPE0Opa3oBaHus U TMKBUAAUMHU (POHI000pa30BaATENS;

— Ha3BaHHWE OPraHu3aluu-IPABONPEEMHHUKA.

2. Ucropus dponna:

— AQHHOTAlMs COCTAaBa JOKYMEHTOB B COOTBETCTBHUM CO CTPYKTYPOW OIMUCH U
BUJAMHM JTOKYMEHTOB, & TAKKE COACPKAHME JOKYMEHTOB IO TeMaM M MpoOieMam,
OTOOPAKAFOIIMM HAMPABJIEHUS JEATENBHOCTH (POHI000pa3oBaTENS;

— XApAaKTEPUCTHKA MOJIHOTHl JOKYMEHTOB, BKJIKOUYECHHBIX B TOJOBOM pasnen
CBOJIHOM OMUCH; NOATBEPKACHHBIE (PAKTHI YTPAThl TOKYMEHTOB C YKA3aHUEM TPUYMH
(MpY HATTAYKHN ).

[Ipn HEMmoJHOTE cOoCTaBa JTOKYMEHTOB HEOOXOAMMO YKa3aThb OTCYTCTBYIOLIHME
JOKYMEHTBl M TPHYMHBI MX OTCYTCTBHUS, CIEJaTh CCBUIKY HA COOTBETCTBYIOIIHE
JOKYMEHTHI (AKT, CHpaBKa, OOBACHUTENbHAS 3aMUCKa), MOATBEpXKAaroue (akrt
yTpaThl, HEHUCHPABUMBIX MOBPSKACHUA WIM W3BIATHS NPABOOXPAHUTEITEHBIMA
OpraHaMHu.

Ecnu B penmax «Kaprouku JMIEBBIX CUETOB ... MO 3apabOTHOHM IUiare» WA
«Bemomoctn Ha 3apaboTHYX mjaTy ...» MPEACTABICHBI JOKYMEHTHI HE 3a BCE

MCCAIbI OIMUCBIBACMOI'O I0Jd, B JIMOCBBIX CUHCTAX OTCYTCTBYIOT HAYMCICHUA
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3apriarhl 3a OMPEACTICHHBINA EPUOA, OTCYTCTBYIOT BEIOMOCTH HA 3apa0OTHYIO MJIATy
3a ONPEACIICHHBIA TEPUOJA, TO B IPEAMCIOBHM K ONUCH YKA3BIBAKOTCA ITPUYHAHBI
OTCYTCTBUSL JAHHBIX CBEICHUN.

Hampumep:

« 3apabomnas niama Haduciasnace ¢ mas 2003 200a 6 cea3u ¢ omcymemeuem
GPunancoBo-xo035iCMEEeHHOT OesimeIbHOCMU (Ui 00beMo8 pabom) ».

WITH

«Jluyesvre cuema 3a 2003 200 ympauervl ».

B choywasx yTparel M HEMNOMPABUMBIX  MOBPEKIACHHWA  JOKYMEHTOB
npeacrasisercs Ha cormacoBanue OIIK Komurera mo penam 3AI'C v apxuBOB
PecnyOnukn Anrtaii cipaBka (€CIIH 3TO TOKYMEHTBI BPEMEHHOTO CPOKA XPAHEHUS ) U
aKT 00 yTpare JOKYMEHTOB, KOTOPBIE YKA3bIBAKOTCS B MPEAUCIOBHH.

— CBEIACHUS O HAIMYMM JEJ, BBIXOMAIIMX 34 XPOHOJIOTMYECKUE PAMKH
JOKYMEHTOB OINKCH, HAJIMYAC HE 33JOKyMEHTUPOBAHHBIX MEPUOJOB (C YKa3aHHEM
MPUYHH ),

— COCTOSIHME YIOPSAOYEHUs JOKYMEHTOB. B TOM umMcie yKa3bIBarOTCS
CBEIECHUS O JOKYMEHTAX, VYIOPSIJOYEHHBIX paHee M XpaHAWMXCS B
Oprane/Oprann3zanuu (€1 MOCTOSSHHOTO XPAHEHMSI, 110 JIAYHOMY COCTAaBY, HATMYUE
A€l 0 JMYHOMY COCTaBY JIMKBHIWPOBAHHBIX IMOABEIOMCTBEHHBIX OPTraHU3ALAN ).
CeeneHMsT O TMPOBEACHUM DSKCIEPTH3bl LEHHOCTHM JOKYMEHTOB, BKIIFOUYAOLINAE
CJIEIYOLILY0 MH(OPMALIMIO. KOT/IA, KEM, 33 KAKOH MEPUOJ YIIOPII0UYECHBI JOKYMEHTHI,
HA3BAHUE OMUCEH, KpalHUE AaThl, KOJIMYECTBO ACN HUudpaMu U MPONUCKHIO, KpaiiHHUE
HOMEPA JAEJ, HAJMYKME JIMTEPHBIX M MPOIMYIIEHHBIX HOMEPOB, aKT O BBIAEICHUM K
VHUYTOXKEHUIO APXUBHBIX JOKYMEHTOB, HE NOANEKAIIMX XPAHCHUIO, KPAHUE NATHI,
KOJIMYECTBO JIEN LM(pamMu U MPOIHUCHIO;

Hanpumep:
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O6 ynopsinoueHnun JokymentoB 2006 roga

No onucu ["oaer Kon-Bo ex. xp. Jlara 0O6paboTku
1 2 3 4
20 (mpoJ0KEHHE) 2001 —2004 89 30.03.2006

O noKyMeHTaX, TEpPEeAaHHBIX Ha TOCYJAPCTBEHHOE XPAHECHUE AapXHB, WX

00BbeEME U KpalHUX JaTax

Ne onncu Fogwt Kon-Bo ex. xp.
1 2 3
1 1922-1937 1859

O konunyecTBe U KpaﬁHHX Aarax AcCjl HOCTOAHHOIO XpaHCHHA W 110 JIMYHOMY

cocraBy, xpaHamuxcs B Oprane/Opranuzannu

Ne onuen INonsl Koun-Bo en. xp. Jlata yTBepKACHUS

H CorjiacoBaHus €

JIIK
1 2 3 4
I «» 1962-1975 448 28.01.1977
8 mp. 2010-2015 170 31.07.2016

— ocoOeHHOCTH (POHAMPOBAHMS, OMUCAHUS Ae (Mpu Hanuuuu). Hampumep, B
cllydae, KOrja JOKYMEHTBI BEJIMCh B KHUTE 32 HECKOJBKO JIET, OHW MOMEIIAOTCS B
roJAOBOM pa3Aeyi OmUMCH MO TOoAY 3aBeICHUs. EcCiii KHUra COIEPXKUAT CBEACHUS,
BBIXO/SIIME 32 XPOHOJIOTHYECKHE PAMKHM OMMCBIBAEMOr0 NEPHOA, U HE 3aKOHYEHA B
JEIIONPOU3BOACTBE, B 3aroJIOBKE HE YKa3bIBACTCs Jara OKOHYAaHMs Jela U 3TO
OrOBApUBACTCS B IPEINCIIOBHN,

— CBEICHUS 00 HKCHEPTU3E LICHHOCTH AOKYMEHTOB, OCHOBAaHME W BpeMs €&
POBEIACHMUSI.

3. YcnoBus aoctyna K JOKYMEHTaM

— YCIIOBUSI, PETYIMPYIOLIME TOCTYN K JOKYMEHTaM OMWUCH M MCIOJb30BAHUS
CBEACHHIA, COAEPKAIMXCSA B HUX (€CIM JOCTYN OIPAHUYEH HA ONMPEACIEHHBIA CPOK,

yKa3aTh AaThl CHATHS OTPAHUYCHHN ),
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— YCIJIOBUSI KOMMPOBAHUS JOKYMEHTOB OMUCH (ITPH HATWYUKA OTPAHUYCHUH ),

— XapaKTEPUCTHKA (PU3NUYECKOTO COCTOSIHUSL JOKYMEHTOB OMMCH (MMEFOIIHAECS
(U3NYECKUE TOBPEKACHUS TEKCTAa JOKYMEHTOB WJIM HOCHUTENS, KOTOPBIE MOTYT
NOMEIIATh MOIb30BAHUIO JOKYMEHTAMH ).

4. XapakTepuCTUKA HAy4YHO-CIPABOYHOIO anmapara, KOTopas BKIIKOYACT
CBEACHHS 000 BCEX MMEIOIIMXCS AJIEMEHTAX HAYYHO-COPABOYHOIO amiapara OMUCH C
LEJIBI0 TPEIOCTABIECHUS BO3MOXKHOCTH TMOJIb30BATENSIM MOTYYUTh HEOOXOAMMYIO
WH(OPMALIMIO O COCTABE U COJEPKAHUM JOKYMEHTOB: TUTYJIbHBIH JIUCT, COACPKAHHE,
NPEIUCIIOBUE, CHOUCOK COKPALICHHBIX CIIOB, YKa3arenu (MPEeAMETHBIH, MMEHHOM,
reorpaduyeckuii v T.11.).

5. Mecro XpaHeHHe JOKYMEHTOB T10 TUYHOMY COCTaBY.

123.5. B Hauajie TEKCTa MPEAUCIOBHS CIEAYET YKa3aTb IOJHOE
HAaMMEHOBAHME OPraHM3alii Ha HA4aJI0 ONMChIBAEMOTO NIEPUOIA.

Hampumep:

Ha 1 aneapsa 2020 cooa naumenoganue yupesicoenus — Komumem no oeiam
3AI'C u apxueos Pecnybnuku Anmaii...

12.3.6. Undopmanus, coaepkaniascs B MPEAUCIOBUHA K OMKMCH, M3JIaracTcs B
MPOLUEIIIEM BPEMEHH.

12.3.7. IIpeaucnoBre K OMUCH UMEET CAMOCTOSTEIIEHYI0 HYMEPAIUIO JIMCTOB,
HOMEPA TPOCTABIIAIOTCS BBEPXY JIACTA MO €ro UEHTPY Ha paccTtosHuM 10 MM OT
BEPXHETO Kpas, IPA 3TOM Ha IEPBOM JIMCTE HOMED JINCTA HE CTABUTCS.

11.3.8. [IpeaucnoBue kK onuck 0PopMIIIETCS B TPAHULAX TEKCTOBOTO TOJIA:

30 MM — JIEBOE;

10 MM — nipaBoe;

20 MM — BEpXHEE,

20 MM — HIDKHEE.

12.3.9. TekcT npeaucioBus K ONucH 0(popMITSETCS C HCITOJIb30BAaHUEM LIpUdTa
Times New Roman pazmepom No 14, uepe3 1,5 MEXKCTPOUHBIA HHTEpBAJ, C

ab3aHbIM OTCTYNOM — 1,25 M.
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12.3.10. B 3aronoBke Bua pokymenta [IPEJIMCIIOBHUE mneuaraercs
OPONUCHBIMA OYKBaMH, BBIACISACTCS NOMYXKUPHBIM IMIPUPTOM, LEHTPUPYETCA TO
HIMPUHE.

12.3.11. Homep u Ha3BaHue onucu, HOMep (OHAA MEYATACTCS HA CIAEAYIONICH
CTPOKE TOCIE BUAA JOKYMEHTA CTPOYHBIMM OYKBAMH, BBIACISCTCS MOY>KAPHBIM
mpu(HTOM, LEHTPUPYETCS MO INUPHHE.

11.3.12. HaszBanue ¢oHmooOpazoBareis NevyaTacTcsl Ha CIACAYIOMICH CTPOKE
NOC/IE HOMEPA W Ha3BaHUsl OMUCH, HOMepa (POHAA CTPOUYHBIMH OyKBaMH, BBIICISCTCS
NOJTY>KUPHBIM  IHPUPTOM, LEHTPUPYETCS MO WMMPUHE. B 3aronoBke ykKa3blBacTCs
NOCTIEAHEE NOJIHOE Ha3BaHKe (POHA000pa30oBaTENs.

Hampumep:

HPEJINCIOBUE
K onucu Ne 1 xes1 mocTostHHOTO Xpanenusi ponaa Ne P-43
MunucrepcerBo ¢punancos PecnyOuuku Adarai

12.3.13. TekcT NpeArCIOBUS K OMUCH MEYATAETCs CTPOUYHBIMU OYKBaMH 4YEPE3
1 MEXCTpPOYHBIi MHTEpPBal OT 3arojioBKa BHJA JOKYMEHTA, BBIPABHUBACTCS IO
HIMPUHE TEKCTA.

12.3.14. B KOHUE NPEAMCIOBUE K ONMUCH IMOANMCHIBACTCS COCTABUTENIEM C
YKa3aHUEM JOJKHOCTH M JAThl COCTABIICHMUS.

PexBuzuthl J[onocnocme  cocmasumens, /lama JTOJKHBL OQOPMIISATECS OT
JIEBOM TpaHUIbl TEKCTOBOIO MOJist 0€3 a03aIHOTO OTCTYIA.

PacimmpoBka mnoanucu B pekBU3MTE [loonuce cocmasumeis  NOJKHA
pacnonararbCsi Ha YpPOBHE TMOCHEAHEH CTPOKA HAMMEHOBAHMS JOJLKHOCTH
COCTaBUTENSI C OJAMHAPHBIM C NPOOEIOM MEXKAY WHULMAIAMHA W (DaMUIHCH.
[Tocnennsis OykBa B paciM(PpOBKE MOAMMCH JOOJKHA OTPAaHMYMBATHCS MPABBIM

IMOJICM.

JIOJIDKHOCTB COCTABHUTENIS N.O. ®amunus
(TO/IIHUCh)

Jlara




114

12.4. CiMCOK COKpAILLEHUH B ONTUCH

12.4.1. CnHMcOK COKpAIEHWIl MpeAcTaBnsieT coO0H al(aBUTHBIA MEpPEUYEHb
BCTPEYAKOINUXCS B OMKUCH M CIIPABOYHOM alllapare K HEH COKPALICHHO HAMMCAHHBIX
CJIOB.

12.4.2. CoxpamieHuss BBOASATCA B NEIAX JSKOHOMHUHM MeECTa JJIsl  4YacTo
BCTPEUAKOIIUXCS CIOB B TEKCTE OMWCH, a TAKXKE I PacKpeiTus abOpeBHATyp B
COCTaBE CIPABOYHOIO ammapara W JOCTHXKEHUS €aMHOooOpasust B mepeaade
COJIEP’KaHUs JOKYMEHTOB.

12.4.3. B cnuCOK COKpalIEHU BHOCSTCS BCE COKPALICHUS CIIOB W MOHSATHUH,
yInoTpeONaseMbIX B ONHUCH, KPOME OOIICHPHHATBIX, a TaKXE COKpAICHHBIC
0003HaueHus Ha3BaHui OpraHos/OpraHu3alyid.

12.4.4. OOwenpuHATHIE COKpaLIEHWs, HE TpeOYyIME CHeHUATbHBIX
pa3bsicHEHUW (T.€., T.J., Mp. W APYrue), 0O03HAYAIOIIAE HA3BAHWUE MEP MAacCChI,
BPEMEHM, MPOCTPAHCTBA, OTHOCSIIMECS K LHA(PPaM M HE BBI3BIBAOIIUM JBOSKOTO
TOJIKOBaHUS (KT, MAH, CM, M ¥ IPYTUE) B CIIUCOK COKPALIEHWI HE BKIIFOUAKOTCS.

12.4.5. Hazpanus OpranoB/Opranu3anuii Mpyu BHECEHUU UX B OMKCH B IEPBBIA
Pa3 NMUILYTCS MOTHOCTBIO U B KPYTJIBIX CKOOKAaX JAETCs MX COKPALIEHHOE HA3BaHKE, a
PA MOBTOPHOM BHECEHWH MX B OMKUCHh OHU MPUBOAITCS TOJBKO B COKPALICHHH.

12.4.6. B crnucke cokpaieHuid B aa(aBUTHOM MOPSAKE CJIEBA PACMOararoTcs
COKPALICHHBIE CJIOBA M TIOHATHS, a CIpaBa YEpPe3 THPE MAETCs HMX TOIHOE
0003HauYeHuE (mpunoxeHue Ne 8).

12.4.7. CiucoK COKpaLEHU I TOMEINAETCS MOCIE MPEIUCIOBHS K OTKUCH.

12.4.8. Tekct cnucka coOKpameHuid opopMITIEeTCS ¢ UCIONIB30BaHUEM IpU(Ta
Times New Roman pasmepom Ne 14, wepe3 1,5 MEKCTPOUHBIA WHTEPBAIL, C
a03aHbIM OTCTYNOM — 1,25 cM, B IpaHnIIaX TEKCTOBOTO TOJISL:

30 MM — JIEBOE;

10 MM — nipaBoe;

20 MM — BEpXHEE,

20 MM — HIKHEE.
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12.4.9. B 3aronoBke Bux gokymenta CITMICOK COKPAIIIEHWM neuaraercs
OPONUCHBIMA OYKBaMH, BBIACISCTCS MOMYXKUPHBIM IIPUPTOM, LEHTPUPYETCA TO
LIUPUHE.

12.4.10. Tekct JOKyMEHTa TMe4yaTacTcss CTPOYHBIMH OykBamMu depe3 |1
MEXXCTPOUYHBIA MHTEPBAJT OT 3aroJ0BKa BUA TOKYMEHTA, BEIPABHUBACTCSA 10 [IUPUHE
TEKCTA.

12.5. Ykazarenu onucu

12.5.1. VYkazarenaum COCTaBISAOTCA MO HEOOXOAUMOCTH K CIOKHBIM TIO
CTPYKTYPE M COJACPKAHUIO OMMCSIM JET, TOKYMEHTOB JUIsl OOJIETYCHUSI U YCKOPEHUS
NOWCKa HEOOXOIMMONM WH(OPMALMHK, a TAKXKE C LENBIO JY4YLICH OpUEHTAlMH B
COCTaBE U COACPKAHUU €IMHULL XPAHCHHSI.

12.5.2. Ykazarenu K ONWUCH NPEACTABJISIOT COOOH MEpPEYEHb MPEAMETHBIX
NOHSATHN, BCTPEYAOIIUXCS B 3ar0JIOBKAX OMUCH, C HEOOXOAMMBIMHU TOSICHCHUSMA W
CCBUTOYHBIMHU JAHHBIMH.

12.5.3. K omHomy (QoOHIYy MOTyT COCTaBISATHCS HECKOJIBKO YKa3areneH,
JOTOJTHSOIIMX HHPOPMALMEO O COJEPKAHUH €IUHULL XPAHEHHSI.

12.5.4. VYkazarenm MOTYyT BKJIOYATh CBEACHUS W3 3arojIOBKOB  €IMHMIL
XPaHEHUS KaK OJHOM OMUCH, TaK U BCEX onuceil GoHa.

12.5.5. Tekcr ykazarens onmucu OQOPMIIIETCS C KMCNOJb30BaHWEM wMIpU(Ta
Times New Roman pasmepom Ne 14, uepe3 1,5 MEKCTpOUHBIA WHTEPBAI, C
a03aHbIM OTCTYNOM — 1,25 cM, B IpaHUI[aX TEKCTOBOTO TOJIA:

30 MM — JIEBOE;

10 MM — nipaBoe;

20 MM — BEpXHEE,

20 MM — HIDKHEE.

12.5.6. B 3aromoBke Bua aokymeHra YKA3ATEJIb OIIMCH neuaraercs
OPONUCHBIMA OYKBaMH, BBIACISACTCS MOMYXKUPHBIM IIPUPTOM, LEHTPUPYETCS MO

HIMPUHE.
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12.5.7. TekcT AOKyMEHTa meYaTaeTcs CTPOYHbIMM OykBamu uepe3 1
MEXXCTPOUYHBIA MHTEPBAJI OT 3aroJ0BKa BUIA JOKYMEHTA, BEIPABHUBACTCS 10 [IUPUHE

TCKCTA.

13. PE3YJIbTATBI PABOT 110 YHHOPAAOUEHUIO TOKYMEHTOB

13.1. 3aBepIIAOIIAM 3TAroM YIOPSAOUCHHS JIOKYMEHTOB
Oprana/Opranuzanuu  SBJISETCS COTJTACOBAHUE M YTBEPXKACHUE COCTABJICHHBIX
onmceit JIK Komurera no aenam 3AI'C u apxuBoB PecryOnmuku Anrai.

13.2. JIuuom, MpOBOAMBILIAM YIOPSAOYEHUE NOKYMEHTOB, HA PACCMOTPEHME
SKCIepTHOH  komuccnn — Oprana/OpraHuzanuu  NPEAOCTABISIIOTCS  MPOEKTHI
COCTABJICHHBIX OIMCEH TMOCTOSHHOIO XPAHEHUS W MO JUYHOMY COCTaBY, aKTOB O
BBIJICJICHAN K YHUUYTOKECHHUIO JIETT, HE MOUICKAILMX XPAHEHUIO.

13.3. Tlocne coryacoBaHusi 3KCHepTHOM kKomuccueidr Oprana/OpraHu3zanu,
MPEAOCTABIIEHHBIX MPOEKTOB, OMMUCHU J€N, JOKYyMEHTOB npowmeamux HTO, a Takke
AKTBl O BBIACIICHAA K VHUYTOXKEHUIO [EJ, HE NOMNSKAIIMX XPAHECHUIO, C
CONMPOBOAMTENILHBIM TMCbMOM HANPABJIAIOTCS HA COTJIACOBAHME U yTBEPKaeHUE DI IK
Komurera no nenam 3AI'C u apxuBoB PecryOnmuku AnTai.

13.4. Tlocne yrBepxacHus u cornmacosanusa JOlIK Komurera no nenam 3AI'C u
apxuBoB PecnyOnmku AnTail JIOKYMEHTOB, ONHMCH W aKT O BBIACICHUM K
VHUYTOXKEHUIO  JTOKYMEHTOB, HE TOMISKAIIMX XPAHCHHUIO, YTBEP)KAAKOTCA
pykoBoautenem Oprana/OpraHusanuu, NOCHE YEro Aea, BBIACICHHBIC MO aKTy K
YHUUTOKEHUIO, JOJKHBI ObITh YHUUYTOKEHBI.

13.5. B rocynapCTBEHHbIH apXWB WM APXUBHBIA OTACT MYHULIMIAIBHOIO
00pa3oBaHMsl, OPraHU3aAUUEIH-UCTOYHUKOM KOMIUICKTOBAHUS KOTOPOTO SIBJISIETCS
Opran/Opranuzanus, NOANEKAT MEPEAAYE CICAYIOIINAE TOKYMEHTHI, YTBEPKICHHBIC
pykoBoautenem Oprana/OpraHuzanuu W npowmeamume comtacopanue ¢ OlIK
Komurera no aenam 3AI'C u apxuBoB PecryOnmkn Anraii:

— TPU 3K3EMIUISPA ONUCH ACII TOCTOSHHOTO XPAHECHUS,

— OJIMH JK3EMIULSIP ONTUCH AEIT 1O JINYHOMY COCTaBY;

— 110 OJJHOMY 3K3EMIUISPY KaXI0H OMUCH B JIIEKTPOHHOHR (opMeE.
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13.6. OnuH 3K3eMIUISIP OMKUCH ACIT MOCTOSHHOTO XPAHECHUS W JIBA SK3EMIUIspa

OINUCH A€ MO JJMYHOMY cOCTaBy ocTaroTcs B Oprane/OpraHu3anyu.

COI'JTACOBAHO
[Tporoxon JIIK Komwurera no aenam

3AI'C u apxuBoB PecnyOnuku Anrai
(ot 30 centsiOps 2020 r. Ne 5)
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[Tpunoxenne No 1
K [IpaBunam ynopsinoucHus

JIOKYMEHTOB

®opma CripaBKé 0 HEMOJIHOTE TOKYMEHTOB

Ha Gnanke opranuzanuu

CripaBka O HEMOJHOTE JOKYMEHTOB

oT No

Jana Kazennomy yupexxaenuto PecnyOnuku Anrtaii «['ocy1apCTBEHHBINH apXuB
PecnyOnukn AnTait» 0 TOM, 4TO B MpOLECCE YNOPSIOUYEHUST HE OOHAPY>KEHBI

cicayromuc AOKYMCHTBI IMOCTOAHHOIO, AOJIOBPCMCHHOIO CpOKa XpaHCHHA, 110

JUYHOMY COCTaBY (ITOJIHOE Ha3BAHME OPTaHU3aLNN) 3a IT.
NeNe | HanmeHoBaHHWE CTPYKTYPHBIX JlaTtel nen [IprunHBl yTpaThl
n/n MOAPA3AEICHUN U WU OTCYTCTBUSA

OTCYTCTBYIOIIUX JOKYMEHTOB JOKYMEHTOB
1 2 3 4
1.
2.
3.

JIOKYMEHTBI OTCYTCTBYIOT MO MPUYHHE (YKA3bIBAETCS MPUYHHA)

ITouck maHHBIX AOKYMCHTOB IIOJIOJKUTCJIBHOI'O PE3yjibTara HC daJl.

HanmenoBanue n101KHOCTA

PYKOBOAMTENS OPraHA3ALMN H.0. ®amuinus

(TI0,IIHCH )




119

[Tpunoxenne No 2
K [IpaBunam ynopsinoucHus

JIOKYMEHTOB

CDopMa JUCTA-3aBCPUTCIIA ACIIa

JIMCT-3ABEPUTEJIb IEJIA Ne

B nene noamumTo 1 npOHyMEPOBAHO JIMCTOB

(1mpamMu 1 IPOTIUCHIO)

¢ Ne o Ne , B TOM YHCJIC:

JIMTCPHLIC HOMCPA JIMCTOB

MPONYIIEHHBIC HOMEPA JINCTOB

+ JIMCTOB BHYTPEHHEH ONUCH

Oco0eHHoCcTH (PU3NYECKOTO COCTOSIHUAS U (POPMUPOBAHHUS Howmepa
aena JIMCTOB
1 2

HanmenoBanue n101KHOCTA

paboTHHKA [Toanuce Pacmm¢poBka noanucu

Jlara
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[Tpunoxenne No 3
K [IpaBunam ynopsinoucHus

JIOKYMEHTOB

dopma BHYTPEHHEH OMMUCH IOKYMECHTOB

BHYTPEHHSAA OIINCH
AOKYMEHTOB jeJjia Ne
Ne |Peructpanuo| /[lara 3aroyioBOK TOKyMEHTA Howmepa | [Ipumeyanue
n/m HHBIA JTIOKyME JIMCTOB
WUHJEKC HTa aena
JOKYMEHTA
1 2 3 4 5 6
Hroro JIOKYMEHTOB.

(TmdpamMu 1 IPOTIUCHIO)

KonuyecTBO TMCTOB BHYTPEHHEN ONUCH

(tmdpaMu U IPOIHCHIO)

HaumeHnoBanue H0IKHOCTH
paboTHHKA [Toanuce Pacum¢poska noanucu

Jlara
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[Tpunosxenne Ne 4
K [IpaBuiiam ynopsio4eHus
JOKYMEHTOB

dopma 06I0KKH jena’

! Tlyuxruprsie muHmn B GopmMe 06I0KKH JETA MOKA3AHBI 171 HATIATHOCTH (IIPH NIEYATH JOJDKHEI OBITH CKPBITHI)
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. Ne

HaumenoBanue
N I
ApXUBHOTO e T
oN 1O
VUPEIKIACHUS N D
IlonHoe
HauMEHOBaHUE
OpraHu3aluu
HaumMeHoBaHUE CTPYKTYPHOTO NOAPA3ACIICHUS
Hnpeke nena no HOMEHKIaType
JEJIO Ne TOM Neo
3aroJIoBOK jaeJjia
KpaiiHHAE aThl
Ha aucTax
XpaHuThb
¢ 3 S
On. Ne




123

[Tpunoxkenne Ne 5
K [IpaBunam ynopsinoucHus
JIOKYMEHTOB

CDopMa THUTYJIBLHOI'O JIUCTA OIIKMCH ACII ITOCTOAHHOIO XpaHeHI/IH2

* ITynkTHpHbc MHHEAE B DOpPME THTYIBHOTO JIHCTA OMHCH ACT MOCTOSHHOTO XPAHCHHS MOKA3AHBI I HATJIIHOCTH
(TIpH MEYATH JOJDKHBI OBITH CKPBITHI)
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HAWUMEHOBAHHWE APXUBHOI'O
YUPEX/IEHWA

I[TOJIHOE HAUMEHOBAHHWE ®OH/IOOBPA30OBATEJIA

(COKPAILIEHHOE HAMMEHOBAHUWE ®OHJIOOBPA30OBATEJIA)

CBEJAEHHA O IIEPEMUMEHOBAHWH

3A TTEPHNO/] COCTABJIEHHUA

OIMCH (ITEPUO/] IEMCTBUSI

KAXJ1OI'O HAUMEHOBAHUMS)

CBEJAEHHA O IIEPEMUMEHOBAHWH

3A TTEPHNO/] COCTABJIEHHUA

OIMCH (ITEPUO/] IEMCTBUSI

KAXJ1OI'O HAUMEHOBAHUMS)

dOH/] N P-

OIHCB Ne

JEJITIOCTOSAHHOI' O XPAHEHUA

3A (XXXX-XXXX) [O/Ibl
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[Tpunoxenne No 6
K [IpaBunam ynopsinoucHus

JIOKYMEHTOB

3
d)opMa THUTYJILHOI'O JIUCTA OIIKMCH ACII 110 IMYHOMY COCTABY

? [TynKTHpHBIC THHHK B POPME THTYIHHOTO JHCTA OMHCH ACI 10 JTHIHOMY COCTABY TIOKA3AHBI AT HALTIATHOCTH (TPH
TICYATH JOIKHBI OBITH CKPBITHI)
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Mecmo noo naumenoganue apxueHo2o yupescoenus, 8 clyyae coave OOKyMeHmos no

JIUYHOMY COCMABY NPU JTUKGUOAYUU

I[TOJIHOE HAUMEHOBAHHWE ®OH/IOOBPA30OBATEJIA

(COKPAILIEHHOE HAMMEHOBAHUWE ®OHJIOOBPA30OBATEJIA)

CBEJAEHHA O IIEPEMUMEHOBAHWH

3A TTEPHNO/] COCTABJIEHHUA

OIMCH (ITEPUO/] IEMCTBUSI

KAXJ1OI'O HAUMEHOBAHUMS)

CBEJAEHHA O IIEPEMUMEHOBAHWH

3A TTEPHNO/] COCTABJIEHHUA

OIMCH (ITEPUO/] IEMCTBUSI

KAXJ1OI'O HAUMEHOBAHUMS)

dOH/] N P-

OIIUCBH Ne  «JI»

JEJI 110 JIMYHOMY COCTABY

3A (XXXX-XXXX) [O/Ibl
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[Tpunosxxenue No 7
K [IpaBunam ynopsinoucHus
JIOKYMEHTOB

OOpazel 3aN0JIHEHHS JIUCTA IEPEUMEHOBAH U

JHUCT NEPEUMEHOBAHMIT

MHorootpacnesoe IPOM3BOJICTBEHHOE 00BbETMHEHNE YKUJIHIIHO-
KOMMYHAQJIBHOTO XO35HCTBa

HUcnonnurensubiii  komuter  ['opHo-AnTtaiickoro  oOmactHoro  CoBeta
HAPOIHBIX IENYTATOB

r. ['opHO-Anraiick ["'opHO-AnTaiickoii aBBTOHOMHO#M 00J1aCTH ANTARCKOTO Kpast

sHBapb 1989 — anpens 1990

TepputopualibHOE POU3BOJCTBEHHOE 00beIMHEHNE YKUJTALIHO-
KOMMYHAQJIBHOTO XO35HCTBa

HCcnonHUTENBHBIA ~ KOMUTET ['opHo-Anraiickoro  obmactHoro CoBera
HAPOIHBIX IENYTATOB

r. ['opHO-Anraiick ["'opHO-AnTaiickoii aBBTOHOMHO#M 00J1aCTH ANTARCKOTO Kpast

anpenb 1990 — anpens 1991
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[Tpunoxenne No 8
K [IpaBunam ynopsinoucHus

JIOKYMEHTOB

OOpazew 3aMoJIHEHNS CIMCKA COKPALICHUH

COHUCOK COKPAIIEHUIT

MTC — MaluMHHO-TPAKTOPHAS CTAHLUS
OCMU - ocobas cTpouTesibHass MOHTaKHAs 4acTh
[1®P — [Tencnonnslit poua Poccnn

OK — 3kcrnepTHast KOMUCCHS
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[Tpunoxenne No 9
K [IpaBunam ynopsinoucHus

JIOKYMEHTOB

4
CDopMa OIHMCH ACI NOCTOAHHOI'O XpaHCHUA

* IynxTupHbIe mHHEIE B DOPME OMHCH 167 MOCTOAHHOTO XPAHCHHS TIOKA3AHBI /T HATTHOCTH (TIPH TICYATH JOJIKHBI
OBITH CKPBITHI)
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[Tonnoe HauMeHOBaAHUE YTBEPXJIAKO
(donpoobGpazoBarens JIO>KHOCTh PYKOBOIUTEIIS
(donmooOpazoBarens
/
(moarmmck) (pacum(ppoBKa MOAMHCH)
Jlara
®oHg Ne P-
OIMNCH Ne 1
ACIT NOCTOAHHOI'O XPaHCHUA
3a 2002 - 2005 roael
NeNe | Mupekc 3arotoBok mena Kpaitaue natsr Kommuecto | Ilpumedanue
n/n Jena JHCTOB
1 2 3 4 5 6

B nanHbI# pa3aen Onucu BHECEHO Jen
(tTmdpaMu U IPOTIUCEHIO)
¢ Ne o Ne , B TOM YHCJIE:
JIUTEPHBIE HOMEPA:
[IPONYILEHHBIE HOMEpA:
[Toamuce cocraBuTens H.0O. Gamunus
(TO/IIHUCh)
Jlara
COI''TACOBAHO YTBEPXIEHO
[Tporokon OK [Tporoxon OIIK Komurera no nenam
3AI'C u apxuBoB PecnyOnuku Anrai
(0T« » 20 . Ne ) (oT«__ » 20 1. Ne )




