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1 APXHBHOE XPANCHHE B FOCYAAPCTBCHIOM BI0/LRCTIOM HPODECCHONILIOM

obpazosarcasnom yapeaaennn Hosoenbupekoii odractn «Hosoenbupeknii
HPOGECCHONANBHO-HEAATOIHUCCRIIT KOLIC/K»

1. Hacrosnwe |lpasiia odopmichus Jicit v Hepeiadu Jied Ha apxusioc
xpancnue (pance —Ilpasuna) B rocyjapersennom G10/uKeTHOM HpOPECCHONAIBHOM
obpasosarcabiion  yupeskacnnn  HosocuGupekoit  obuacty «HloBocHOMpeKui
HPOGECCHONANBIO-NCATOIMYCCKHI  KOJUICIUK»  (Jlice —  KOLIC/UK) paspaboransl
B coorserciann ¢ Meiepaisibim 3akonom ot 22.10.2004 Noo 125-03  (pen.
or 11.02.2013) «O6 apxusiom jeine B Poccuiickoil  Dejepatnny,  yCraBom,
JOKAABLIUBLIMHE AKTAMH KOJUIC/I@XKa, PCriIaMCH TPHPYIONIMMH JICATCABHOCTH apXHBA.

2. [lpawia ycTanagiMBaior —euubic Tpedosaius K GOpMHPOBAIHIO,
BEJICHHIO M XPAHICHHIO APXHBHBIX JIC] KOJUIC/UKA,

3. Hacrosnme llpasnia obg3areibibl K HPAMCHCHHIO BO BCCX CIPYKTYPHBIX
HO/IPA3CIICHUAX KOJUIC/UKA, OTBCICTBEHIBIX 32 (POPMHPOBAIINC, BEACIMC H Xpanciue
APXHBHBIX JICIL.

4, Jlena xomieuka 1OUICKAT OGOPMACHHIO 1IPH  HX  3ABCICHHH W, 1IpH
HEOOXOAMMOCTH,  HEPCOGOPMICHHIO HE  HOZUICE, HCM  Hepes Jisa  roja  nocie
JABCPIICHMA HX B JICHONPOM3BOJICTBE, @ TAKKC 1PH TOJIOTOBKC MX K apXuBHOMY
Xpateimio.

5. Odopmicnne el B JICAONPOUIBOACTEC HPOBOJMTCH  COOTBCTCTBYIONMMH
CIPYKTYPHBIMA HOAPA3/ICICHUAMH KOJLIC/UKA H BKJIIOYACT B CCOfl KOMILICKC padoT
10 OGOPMICHHIO THTYILHOIO AMCTA, OPOUIIOPOBKE, HYMEPAIIHH JIMCTOR H COCTABICHHIO
JABCPHTCHBHON HA/IMCH.

6. B 3aBHCHMOCTH OT CPOKOB XpaHCHHs 1POBOAMTCH HOJHOC WIH HACTHYHOC
oopMmICHHE JIe)L.

Jlena nocrosunoro, spemennoro (cspiue 10 Jier) Xpancuus U0 JIHHHOMY
cocrapy  nojuiekar  noanomy  opopmicuuio.  lloanoe  opopmicie e
HPE/LYCMATPHBACT: OQOPMICHHC PCKBHIMTOR ODI0KKH JICIIA 110 YCTAHOBICHHOF opme;
HYMCPAIMIO JIMCTOB B JIC/C; COCTABICHHC JIMCTA-3aBCPHICIS JICHA, COCTamicune



B HEOOXOJIUMBIX CllyyasX, BHYTPEHHEH OMHUCH JOKYMEHTOB JeJia; MOJIIIMBKY Jea;
BHECEHME HEOOXOAMMBIX YTOUYHEHUHN B PEKBU3UTHI 00JIOKKH Jea.

7. O6noxkka (TUTYJIBHBIN JIUCT) JeJia MOCTOSTHHOTO, BpeMeHHOTO (cBbimie 10 er)
XpaHEHUs U M0 JIMYHOMY COCTaBy O(popMIIsieTcs MO ycTaHOBIeHHOW (opme. Hagmucu
Ha O00JOXKax Jea (TOMOB) CIEAyeT BBINOJIHATh YEPHWIAMH, pa30opuuBo, 0O€3
cokpauieHuid. Eciu Ha 0OJ0XXKY HAaKJIEUBAETCS TUTYJIBHBIA JIUCT, WM3TOTOBJICHHBIN
TUTIOTpaCKUM CIIOCOOOM, TO HAJANMUCH HAa HEM HEOOXOOMMO TedaTaTh. |WTYJIbHBIN
JIUCT PEKOMEHAYETCA HAKJIEUBATh C HAKIIAJAKOM Kiiesd Ha BCIO TOBEPXHOCTH JIUCTA C TEM,
YyTOOBI O] HUM HE 00Pa30BbIBAJIOCH ITYCTOT.

7.1. Ha oO0noxke nena yKa3bIBAIOTCS PEKBU3UTHI: HAMMEHOBAHUE KOJUIEIKA
(ro ectb donmooOpazoBaTelis), HAMMEHOBAHHWE CTPYKTYPHOTO IOJpa3/eiICHuUs,
JIeJIONIPOU3BOJICTBEHHBIN HOMEp (MHJIEKC) Jella, 3aroJIOBOK Jefa; jara jaeia (Toma,
YacTH); KOJIMYECTBO JIUCTOB B JIeJIC; CPOK XpaHEHUS Jieja U HOMEDP CTaThH MO MEPEUHIO;
apXUBHBIN UG Jea.

PexBU3UTHI, MpOCTaBIsiEMbIe HA 00JIOKKE (TUTYJIBHOM JIUCTE) J1ea, 0hOPMIIIIOTCS
CJIEAYIOIINM 00pa3oMm:

7.1.1. B pexBusute «HanmmeHOBaHME OpraHu3aluu» B UMEHUTEIBHOM IaJIEKE
yKa3bIBa€TCs IMOJIHOE O(PUIMAIBLHOE HAUMEHOBAaHUE KOJUIEI)Ka B COOTBETCTBUU
C YCTaBOM, IPUHATOE HA MOMEHT (h)OPMHUPOBAHHUS JI€a B ACTIONPOU3BOJICTBE;

7.1.2. pexBm3uT «HamMmeHOBaHWE CTPYKTYpHOTO MOAPA3NCICHUSI» OPOPMIIICTCS
B COOTBETCTBUU C YTBEPKIACHHOU CTPYKTYpPOH KOJUIEIIKA,

7.1.3. B pekBusute «Jlenonpon3BOACTBEHHBI HOMEp (WMHIEKC) nena» -
npocrtaBigercs 1udpoBoe o0o3HaueHUE (MHICKC) Jeja MO0 HOMEHKJIAType Nell; eClu
JEN0 COCTOHUT
U3 HECKOJIbKMX TOMOB, TO Ha OOJIOKKE MEePBOr0 TOMa YKa3bIBAETCSl KOJIMYECTBO TOMOB
ATOTO JIeNa, a Ha MOCJIEIYIONIUX TOMaX - HOMEpP OYEPEIHOTO TOMA, Ha TIOCIEIHEM TOME
MOCJIE €r0 HOMEpa J100aBISIETCS CIIOBO «IIOCTETHUI;

7.1.4. pexBu3uUT «3arojlOBOK JieJla» TEPEHOCUTCS W3  yTBEPXKICHHOMN
HOMEHKJIATyphl JIeJl, B HEOOXOIUMBIX CIIy4dasX B 3arojOBOK BHOCSTCS YTOYHCHHS:
HOMEpA MPUKA30B, IPOTOKOJIOB U AP.

3aronoBoOK Jena JOJDKEH OBITh KPaTKUM M B TO JK€ BPEMs TOJHO PacKpbIBaTh
COJIep’)KaHMe TOAIMIMTBIX B JEJO0 JOKYMEHTOB. B 3arojoBke yKas3bIBalOTCS BUJbI
UMEIOIINXCS B JIEJIe IOKYMEHTOB, X aBTOP M pacCMaTpHUBAaEMbIi BOIIPOC.

B ciydae eciiv HaMMeHOBaHUE Jieia HE PACKPBIBAET COAEPKaHUE MOIIIUTHIX B HEM
nokyMeHToB («Pa3Hast mepemnucka», «llepenmucka mo oOmmM Bompocam» W T.II.),
COCTaBJISIETCSI HOBO€ HAWMEHOBaHWE, OTPAKAIOIIEE COJIEP)KAHHME MOMIIUTHIX B JCIe
JIOKyMEHTOB, M 00JIOKKA Jiesa nmepeohopMIIseTCs.

B cnydae ecnu gemy Henmb3s JaTh OJIHO OOIee KpaTKOE HAWMEHOBAHUE,
TO 3arojIOBOK COCTaBIS€TCS IMyTeM OOOOIIEHUS CXOJHBIX JOKYMEHTOB WJIU
nepeunciieHrs HanboJee BaKHBIX;

7.1.5. B pekBusute «Jlata nena» ykasbIBaloTCs Toji(bl) 3aBEACHUS U OKOHYAHUS
nena B AenonpousBoiacTBe. Jlatolt  gen, coaepaluxX — pacropsIUTENbHYIO
JOKYMEHTAIMIO, a TaKXe JJIs JIeJl, COCTOSIIIMX W3 HECKOJbKMX TOMOB (YacTeil),
ABJIAIOTCS. KpaWHUE JaThl JOKYMEHTOB Jejia, T.e. JaThl (YKCIIO, MeCsI, TI0J)



perucTpanuu (COCTAaBJIICHMs]) CaMOr0 pPAHHET0 M CaMOro TMO3JHEro JOKYMEHTOB,
BKJIIOYEHHBIX B Jeno. [lpu 3toM wmcno (aByms mudpamu) u roj 0003HA4AIOTCS
apabckumu 1udpaMu, Ha3BaHUE MeECAllA MUIIETCS cloBaMU. Eciau B J€10 BKIIOUEHBI
JOKYMEHTBI (MIPUIIOKEHUSI U T.I1.), JAThl KOTOPBIX BBIXOMST 3a KpaillHUE NaThl jena, TO
noj, JatamMu JieJia, C HOBOM CTPOYKM Jienaercs 00 3ToM 3amuch: «B nene uMmerorcs
JOKyMEHTBI 3a ... ToA(bl)». JlaThl mema MOTYT HE YyKa3bIBaThCs Ha OOJIOKKE e,
COZIep KallliX, HAmpUMEp, TOJAOBBIC IUIAHBI M OTYETHI, TaK KAaK OHHU OTPAXKAIOTCS
B 3aroJIOBKax Jiedl.

Jlnst nen, chopMUPOBAHHBIX U3 TOKYMEHTOB 110 HOMUHAIBHOMY MPU3HAKY, TO €CTh
Mo BUJAM JOKYMEHTOB (MpUKa3bl, pacoOpsiKEHUs, aKThl U T.I.), IaTOM Hayana Jena
SBJIICTCS J1aTa MOAMMCAHUS WJIM YTBEPXKJICHHUSI CaMOTO0 PaHHEro JOKYMEHTa, a J1aToi
OKOHYaHUA - JaTa MOANUCaHUs (YTBEPKICHHUS) CAMOT0O MTO3/THETO JOKYMEHTA.

Jatoil nena, comeprKalero MpoTOKOJbl 3aCEIaHUM, SIBISETCS JaTa yTBEPKICHUS
(ecyii OHM YTBEPKIAIOTCS) WM COCTABIICHUS MTEPBOTO U MOCIEIHETO TPOTOKOIIA.

KpaiiHumMu naramMu JIMYHOTO Jieia SBJSIOTCS JaThl TMOAMHCAHUS TPUKA30B
O MpUeMe U YBOJBbHEHHUU JIUIIa, HA KOTOPOE OHO 3aBelieHO. B ciyuae cmepTu nuna,
Ha KOTOPOE 3aBEJICHO JIeJI0, KOHEUHOM JTaTOM SBJISETCA JaTa JOKYMEHTA, U3BEIIAlOIEero
0 €ro KOHYMHE, UJTK 3alUCh 00 3TOM CHEIUAIUCTa KaJpOB.

Jns  nmen, conepxalux TMEpenucKy, JaTod Hayaida Jeja sIBIsSeTcs Jara
MOCTYIUICHUSI TIEPBOTO BXO/IAIIECTO WUJIW J1aTa IEPBOr0 UCXOAIIETO TOKYMEHTA, a 1aTon
OKOHYAHHUS - JlaTa CaMoOro IIO3HETO BXOJIIETO0 WIM HCXOJAIIEr0 JOKYMEHTa
HE3aBUCUMO OT MECTa HaXOXJICHUs UX B JICJIC;

7.1.6. pexBu3uT «Koam4ecTBO MPOHYMEPOBAHHBIX B JI€Ji€ JINCTOB» MPOCTABISETCS
HA OCHOBAHHH JIMCTA-3aBEPUTEIIS JEa;

7.1.7. peKBU3UT «CPOK XPAHEHHUS Jejia U HOMEP CTAThH IO MEPEUHI0» NEPEHOCUTCS
Ha OOJIOKKY Jella M3 COOTBETCTBYIONICH HOMEHKJIATYpPhI JIeJ TIOCJE CBEPKH €ro
CO CPOKOM XpaHEHUS, YKa3aHHbIM B MEPEUYHE TUIIOBBIX JOKYMEHTOB WM OTPAacCiI€BOM
MEepEeYHE THUIOBBIX JOKYMEHTOB; IpU BBEJACHUU B JICWCTBUE HOBBIX ME€pEUHEH
JIOKYMEHTOB CO CpPOKaMH XpaHEHHUs CTapble 3alMCHU 3a4EPKUBAIOTCS, a CBEPXY WIH
pSAIOM THUIINYTCS HOBBIE JaHHbIE. Ha J1emax MOCTOSSHHOTO XpaHEHUS MHIIETCS:
«XpaHUTb TTOCTOSIHHOY;

7.1.8. pexBU3UT «ApXuBHBIA mUdp Aena» (COCTOMT M3 HOoMepa (oHAa, HOMEepa
OMMCHU W HOMepa JieJla MO OINKHCH) Ha OOJIOKKaxX Jejd TMOCTOSHHOTO XPaHCHUS
MPOCTABJISICTCS] YEPHUIIAMHM TOJIBKO TIOCJI€ BKIIFOUEHHUS ATHUX €] B TOJOBBIC pa3ieiibl
CBOJIHBIX (710 3TOTO OH MPOCTABJISACTCS KapaHIaIioM).

[lo okoHUaHWU TOJla B HAJMUCH HA OOJIOKKAX JIeNl TTOCTOSSHHOTO W BPEMEHHOTO
(cBbime 10 yeT) XxpaHeHUs BHOCSTCA YTOYHEHHUS: MIPU HECOOTBETCTBUM 3aroJIOBKa el
Ha OOJIO)KKE COJNEpXKAHUIO TOIIUTHIX JOKYMEHTOB B 3arojIOBOK Jeida BHOCSTCS
W3MEHEHHUS U IOTIOTHEHUS.

8. B mensx obecriedeHUs COXPAHHOCTH M 3aKPEIUICHUS TMOPSIKA PACIIONOKEHUS
JIOKYMEHTOB, BKJIFOYEHHBIX B JI€JIO, BCE €r0 JINCThI, KPOME YHUCTHIX, JIUCTA-3aBEPUTEIS
U BHYTPEHHEW OINUCH, HYMEPYIOTCSA B pPa3BEPHYTOM BHUIE apaOCKUMH LHUPpamH,
BaJIOBOM Hymepanueil. Yuctble JUCTh U3 Jella u3bIMaroTcs (0e3 MOBpexIACHUS
LEJIOCTHOCTU Jiela) M YHUYTOXAITCA. JIUCTBI HyMEpyrTCs MPOCTHIM KapaHAaloM
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CBEPXY BHHU3 B BO3pACTalOIIEeM IMOPSIKE HOMEpPOB, HauumHas ¢ mnepBoro. L[{udps
MIPOCTABJISIFOTCS B PABOM BEPXHEM YTIIy JIMCTA, HE 3a/1€Basi TEKCTa JOKYMEHTOB. JINCTBI
BHYTPEHHEU OMHUCHU HYMEPYIOTCSI OTACIBHO.

Jluctel fAen, COCTOSIIMX U3 HECKOJbKUX TOMOB WM YacTed, HYMEpPYIOTCS
M0 KaXJIOMY TOMY WJIM YacTU OTAEJIbHO, HauMHasi ¢ mepBoro. [lpunoxkeHus k aeiny,
MOCTYIUBIIAE B TEperuiere, O(QOPMIISIOTCS KaK CaMOCTOSTENbHBIC TOMa M TaKXKe
HYMEPYIOTCS OTJICIIBHO.

JIOKyMEeHTBI ¢ COOCTBEHHOI HyMepalliel JINCTOB, B TOM UUCJIC MTEYAaTHbIC U3JaHuUs,
HYMEPYIOTCSI B OOIIEM MOPSAKE WM COXPAHSIIOT COOCTBEHHYIO HyMEpallHio, €clii OHa
COOTBETCTBYET MOPSAIKOBOMY PACIIOIOKEHUIO JIUCTOB B JIETIE.

dororpadun, YEepTeXKHW,  AWarpaMmMbl W JPYrM€  WJUIKOCTPATHUBHBIC
U crnenupuyecKre JOKYMEHTBI, MPEACTABISIONINE CAMOCTOATENbHBIN JIUCT B Jele,
HYMEPYIOTCS Ha 00OPOTHOM CTOPOHE B JIEBOM BEPXHEM YTITY.

Cnoxennbli nuct Oousbmioro dopmara (dbopmata A3, A2) pa3zBopauMBacTCs
U HyMepyeTcs B MPaBOM 4acTu BepxHero noust gucra. [Ipu atom nuct mobdoro popmara,
MOAIIMTHIA 3a OJWH Kpah, HYMEPYETCd KaK OJWH JINCT; a JIACT, CJOKCHHBIN
Y TIOAIIUTBINA 3a CEpeAUHY, MOJIJICKUT MEPEITUBKE U HYMEPYETCsl KaK OJWH JIUCT.

JIuCT ¢ Harayxo HaKJIEeHHbIMH JOKYMEHTaMH ((doTorpausiMHu, BBIPE3KaMH,
BBIIIUCKAMHU U Jp.) HyMEPYETCs KaK OJIMH JIUCT; B HWIKHEW 4YacTW WM Ha 00opote
TAKOTO JIMCTa JIeNIaeTCsl OMHUCh HAKJIEEHHBIX HA HEro JOKYMEHTOB. Bo BHyTpeHHe
ONUCH U B 3aBEPUTEIHLHOM HAAMUCH B KOHIE J€Ja O TAKUX JMCTaX AEIAeTCs] OTOBOPKA.
Hanpumep: «Ha nucte 6 HakineeHo 5 pororpaduii cormacHO Onucu Ha 000POTE JIUCTay.

KapTbl 1 cxeMbl, CKJIEEHHbBIE U3 HECKOJIBKUX JIMCTOB, HYMEPYIOTCS KaK OJUH JIKCT.
Ha takux nucrax Ha o000poTe wWin CBOOOAHOM OT TEKCTa MECTE YKa3bIBaeTCs
KOJINYECTBO JIUCTOB B CKJICHKE. BO BHYTpEHHEH ONKWCU M B 3aBEPUTEIIBHOM HAJIIUCHU
B KOHIIE JIeJIa O TaKKX JIUCTax JAenaercs oropopka. Hanpumep: «Jlucr 7 - kapra-ckienka
u3 10 1ucToBy.

Ecin x nmokymeHTy (IMCTYy) TOAKJICEHBI OJHUM KpaeMm JApPyTrHe JOKYMEHTHI
(BCTaBKU TEKCTa, MEPEBOJIbI, BBIPE3KHU, CIPAaBKU M Jp.), TO KaXKIBIA JOKYMEHT
HYMEPYETCsl OTACIBHO, OYEPEAHBIM MOPSIKOBEIM HOMEPOM.

[TonmmTeie B J1€710 KOHBEPTHI C BIIOKCHUSIMHU HYMEPYIOTCS: BHayajie KOHBEPT,
a 3aTeM OYEpPEHbIM HOMEpPOM Ka)XKJ0€ BJIOKEHHE B KoHBepTe. Hambosiee 1eHHbIC
JIOKYMEHTBI (OpUTHHAJBI JOKYMEHTOB 00 00pa30oBaHUM, TPYJIOBbIE KHUKKH, 3a4CTHBIC
KHWKKU U JIPYTO€) HE TOAIIMBAIOTCS, 8 BKJIQIBIBAIOTCS] B KOHBEPTHI.

9. Ecnu B HyMepaluu JUCTOB JIOMYIIEHBIOMMUOKHU, BCE JEI0 HYMEPYETCsl 3aHOBO.
[Ipu 3TOM cTapble HOMEpAa 3aYEPKUBAKOTCS OJHOW HAKIIOHHOW 4YEpPTOM, U PSIAOM
CTAaBUTCS HOBBIH HOMEp JiMcTa. B KOHIE Jena COCTaBIsETCS HOBasl 3aBEpUTEIIbHAs
HaJIIIUCh, TIPY 3TOM CTapasi 3aBEpUTEIbHAsA HAJMKUCh 3a4E€PKUBACTCS, HO COXPAHSETCA B
JieJie; BHOCATCS TaKyK€ MCIPABICHUS BO BHYTPEHHIOK OMUCH, UM OMKUCh COCTABISETCS
3aHOBO.

[Tpu Hamu4IMM OTAEIBHBIX OMMOOK B HyMEpAIlMy JINCTOB B JIeJaX MPH MOATOTOBKE
UX K CJadye B apXUB JIONMYCKAETCs MO COIIAaCOBAaHUIO C HUM YIMOTPEOJEHUE JTUTEPHBIX
(c OyKBEHHBIMH JIOTIOJTHEHUSIMH ) HOMEPOB JIUCTOB.



10. Ilocne 3aBepiiieHrs HyMepaluu JUCTOB COCTaBISETCA 3aBEPUTENbHAS HAAMKCh,
KOTOpasi pacrnojlaraeTcsa B KOHIIE Jena. 3aBEpUTENIbHAS HAANKUCh COCTABIISIETCS B JIEJIC
Ha OTAENBHOM JHCTe-3aBepuTene jAena. B Hell mudpamMu U mpoOMUCHIO yKa3bIBaeTCs
KOJIMYECTBO JIMCTOB B JAaHHOM Jelie, OTMEYAIOTCS OCOOCHHOCTH OTIENbHBIX
JIOKyMEHTOB (4epTexu, Qororpaduu, pUCyHKH U Jp.) U (PU3WIECKOTO COCTOSTHUS
JOKYMEHTOB (IIOMapKH, HEpa300pUYUBBII TEKCT, HIOPBAHHBIE JIUCTHI U JIP.).

3aBepuTelibHAas HAANKWCh MOJANMCHIBAETCS €€ COCTaBUTEIEM C YKa3aHUEM
pacmupOBKH TMOIITUCH, TOJDKHOCTH U JAaThl COCTaBlieHHs. KonrdecTBo JIMCTOB B JieTie
IIPOCTABIIAETCS HA 00JIOKKE JI€J1a B COOTBETCTBUHU € 3aBEPUTEILHON HAAMKCHIO.

11. Jlna yyera JOKYMEHTOB OIPEACIICHHBIX  KaTEeropuid  MOCTOSIHHOTO
U BpeMeHHOro (cBeimie 10 JeT) XpaHEeHUs, y4eT KOTOPBIX BBI3BIBACTCS CIEIUPUKON
JAHHOM JOoKyMeHTanuu (0co00 IIeHHbIE, JUYHbIE Jelia, Jella C JOKyMEHTaMu
OTPaHUYEHHOIO JIOCTYIIA U JP.), COCTABIISAECTCA BHYTPEHHSSI OMUCh TOKYMEHTOB JIeJa.

BHyTpeHHSsI1 OonHMCh TOKYMEHTOB JieJla COCTaBIIsIETCA TakKe Ha OObEMHBIC Jela
MOCTOSIHHOTO U BpeMeHHOro (cBbimie 10 jeT) xpaHeHus, eciu OHU CHOPMHPOBAHBI
M0 Pa3HOBUIHOCTSAM JOKYMEHTOB, 3arOJOBKH KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE
coJiep>KaHue JOKYMEHTOB, C LEJbI0 y4eTa U 0oJiee ObICTPOro HaX0XK/I€HUS JOKYMEHTOB
B jiesie. Bo BHYTPEHHIOI ONMUCHh MOMUMO JOKYMEHTOB, MOAIIMTBIX B JEI0, JOJKHBI
OBITh BHECEHBI U BCE MPUIIOKEHHUS, OTHOCAIINECS K HEMY.

JIucThl BHYTpEHHEN ONMCH MOAIIMBAIOTCS B Havaie Aena. Ecinu neno neperieTeHo
WIIN MOAIINTO 0e3 OJlaHKa BHYTpPEHHEN OIHUCH JOKYMEHTOB,
TO COCTaBJICHHAs IO YCTAHOBJIECHHON (hOpMe OMUCH MOJKJIECHUBACTCS 32 BEPXHUU Kpaii
K BHYTPEHHEH CTOPOHE JIUIIEBOW OOJIOXKKH Jea.

BHyTpeHHsiE onuch JOKYMEHTOB J€Ja COCTaBJISIETCS Ha OTAECIbHOM JIUCTE
M0 YCTaHOBJICHHOW (opMe, KOTopas COJEPKHUT CBEICHUS O TMOPSAKOBBIX HOMEpax
JOKYMEHTOB JleJla, MX WHJEKcaxX, JaTaxX, 3arojloBKax M HOMepax JIMCTOB Jena,
Ha KOTOPBIX PACHOJIOKEH KAXKIbIM NOKyMEHT. K BHYTpEHHEN ONMCH JTOKYMEHTOB J€ja
COCTaBJISIETCSI UTOTOBAasl 3aluCh, B KOTOPOM yKasbiBaeTca IMdpaMud U TMPOMHUCHIO
KOJIMYECTBO BKJIFOYEHHBIX B HEE JOKYMEHTOB, MPWIOKEHHH K Jely M KOJUYECTBO
JIMCTOB BHYTPEHHEHN OMUCH.

[Ipy u3MeHeHUM cocTaBa JIOKYMEHTOB jeia (M3bATUM, BKIIOYEHUU JOKYMEHTOB,
3aMEHBI UX KOMUSAMU U Jp.) 3TH U3MEHEHUs OTPAXKAIOTCSI BO BHYTPEHHEH onucu B rpade
«IIpumeyanue» co CChUIKAMH Ha COOTBETCTBYIOIIME aKThl W TPU HEOOXOIUMOCTHU
COCTABJISIETCS] HOBasi UTOTOBAsl 3AMKCh.

BuyTpeHHss onuch JOKYMEHTOB Jiejla MOAMUCHIBAETCS COCTABUTENIEM C YKa3aHUEM
pacippoOBKK  TOAMHUCH, JODKHOCTA M JaThl COCTABJICHHUS OMUCH U  TIPHU
HEO0OXOMMOCTHU CKPEILISETCS MeYaThIo.

12. JlokyMeHTHI B Jeiax MOCTOSHHOTO, IOJIrOBpeMeHHoro (cBwimie 10 JeT)
U 10 JMYHOMY COCTaBy IMOJIIMBAIOTCA Ha YEThIpE MPOKOJA MPOYHBIMU HUTKAMHU
B TBEpPAYyI OOJOKKY M3 KapTOHAa WJIM TMEPEeIIeTaloTCsI C YY€TOM BO3MOKHOCTHU
CBOOOJTHOTO YTEHHUS TEKCTa BCEX JOKYMEHTOB, JIaT, BU3 U PE30JIONUNA HA HUX. TeKCT
HE JOJDKEH NOJAXOJUTh K JMHUM TOJMIIMBKHU (meperieta) Onmuxe 2 cM, a JIMCThI
HE JIOJDKHBI BBICTYNATh 3a Kpas OOJOXKKH. B ciydasx, Korja TEKCT Ha JOKYMEHTE



pacrnoioxkeH OJM3KO K Kparo JIMCTA, K TAKOMY JIMCTY MOJKJIEUBAETCS MOJIOCKAa Oymaru,
32 KOTOPYIO IOKYMEHT NOAIIMBAaeTCs (MEepErieTaeTcs) B AeO.

13. VYkazaHus Mo UCHOJHEHHUIO JOKYMEHTa PYKOBOJICTBA, BU3bI, COCTABJICHHBIC
Ha OTAEJIbHBIX JIMCTAaX, Pa3MEIIal0TCs Nepea JOKYMEHTOM, K KOTOPOMY OHU OTHOCSITCH,
Y B TAKOM IOPSIJIKE MOIIMBAIOTCS B JIEJIO.

14. Tlpu moAroToBKE Aed K MOAIIMBKE (TIEPEIUIeTy) MPOBEPAETCS MPaBUIBHOCTD
ux ¢opmupoBaHus, 0GOPMIICHHS, METAUIMYECKUE CKperuieHus (OylaBKH, CKPETKH)
U3 TOKYMEHTOB YJAJSIOTCS.

15. B nenax MOCTOSIHHOTO XpaHEHHS MOJJIEKAT U3BATHIO 1yOJIETHBIE 3K3EMILIAPHI
JIOKyMEHTOB, YEPHOBUKH, HEOPOPMIICHHBIE KOMUU JTOKYMEHTOB W HE OTHOCSIIUECS
K BOIPOCY JOKYMEHTHI C BDEMEHHBIMHU CPOKaAMU XPaHEHUS.

16. Jlena moCTOSIHHOTO XpaHEHUs, COCTOSALINE U3 JOKYMEHTOB OCOOOW LIEHHOCTH
Wi HePOPMATHBIX JTOKYMEHTOB (KapThl, CXEMbI, IUIaHbI, YEPTEXKH, (POTOCHUMKHU
U Jpyrue JOKYMEHTHI OoJbIIoro ¢opmara), B IEISX HX COXPAHHOCTH M YyI00CTBa
MOJIb30BAHUS HE MOJIINBAIOTCS B JIeJa, a XPAHATCS CIOKEHHBIMH B 3aKPBITHIX TBEPABIX
nankax ¢ TpeMsl KjalmaHaMHM U C 3aBA3KaMU WIM B KapTOHHBIX (PyTisipax (KopoOkax)
B KauecTBe NpWIOKeHUH K pgenam. Ha kaxnayro mnanky (KOopoOKy) cocTaBisieTcs
BHYTPEHHSISI OMUCh HAXOISIIIUXCS B HEW JOKYMEHTOB.

17. Ecnu B neno B xone ero (opMUpOBAaHMS ObUIM MOAIIUTHI JTOKYMEHTBI
C pPa3JIMYHBIMU CPOKAMH XPAHEHUS, TO J€JI0 PaCIIUBAETCs U (POPMUPYIOTCS HOBBIE JIENa,
UCXO/sl W3 CPOKOB XpaHEHHsS JOKYMEHTOB. IIpu 3TOM JTOKYMEHTBHI C HCTEKIIUMU
CPOKaMH XpaHEHUsl YHUUTOKAKOTCA [0 aKTaM B YCTAHOBJIICHHOM TOPSIZIKE.

18. OOmoxkH 1ea ¢ JOKyYMEHTaMH, WCIIOJHEHHBIMM Ha CTaHJIAPTHBIX JIHCTaX,
JOJDKHBI ~ UMETh  paszMmepbl  229x324 wmMm. OONOXKH €1 C  JIOKYMEHTaMH,
W3TOTOBJICHHBIMA ~ HA  HECTaHJAPTHBIX  JIUCTaX, MOTYT HMETh  pa3Mephl,
COOTBETCTBYIOIIIME pa3MepaM MOJIIUTHIX B HUX JIUCTOB.

19. OG0k Aen ¢ JOKYMEHTaMH, UMCIOIIUMH JUIMTENbHBIC (25 m Oosee JeT)
CPOKH XpaHEHUsl, JOJKHBI ObITh U3TOTOBJIEHBI U3 TBEPAOTO KapToHa. st 061oxkek ned,
CIaBa€MbIX Ha TOCYAApCTBEHHOE XpPaHEHHE, TPUMEHAETCA OECKUCIOTHBIA KapTOH.

20. [ns mpemoxpaHeHHs TOKYMEHTOB OT MEXAaHMYECKOH IMOpYdM Ha MEepBOM
U TIOCJIEIHEM JIMCTaxX Jiejla, ToMa Mepe]l MPOIIMBKON HAKJIEUBAIOTCS MOJOCKH TOHKOIO
KapTOHA, Yepe3 KOTOPbIE U MPOIMYCKAETCS IIHYP.

21. ITpu oopmiieHnn e TPUMEHSITh KAHLEIIPCKUM (CUITMKATHBIN) K€k, MydHOU
Y KpaxMaJbHbIN KJIEHUCTEPHI HE CIENYET.

22. Ha Bce 3aBeplleHHbIE B JIEJIOMPOU3BOJICTBE OpraHU3AIMK JIeja MOCTOSHHOTO
1 BpeMeHHoro (cBoiiie 10 neT) xpaHeHus] U Jeja Mo JUYHOMY COCTaBy, IMPOIIEIIINE
IKCIEPTU3y LIEHHOCTH, chopmupoBaHHble U O(GOPMIICHHBIE B COOTBETCTBHUU
C YCTAaHOBJIEHHBIMU MTPAaBUIJIAMH, COCTABJISIIOTCS] OIUCH JEI.

Onuck nmenm  mpeAcTaBisieT CcoOOW  apXWBHBIM  CIPaBOYHMK B (opme
CUCTEMATU3UPOBAHHOTO TIEPEYEHS 3arojOBKOB JIe1 W NpEeAHA3HAYEHHBIM  [Jis
PacKpBITHsSI COCTaBa W COAEPKAHUA JI€Jl, 3aKpEIUIEHUs HMX CHCTEMaTH3alud BHYTPHU
donna m ywera nen. OJHOBPEMEHHO ONMCH JI€] SBJISETCS YYETHBIM JIOKYMEHTOM,
00eCIeynBaOIIMM ONEPaTUBHBIN MOUCK JIeT.

Onucu coCTaBISIFOTCS OTAEIBHO Ha:



JIeJ1a TOCTOSTHHOTO XPaHEHUS,

nena BpeMeHHoro (cBbimie 10 ser) XxpaneHus;

JieJ1a 10 JINYHOMY COCTaBY M MHBIE OJHOTHUIIHBIE JIETIA;

Jiena, COCTOSALIME U3 CHeuu(UUEcKruX, XapaKTEepHbIX TOJBKO I  KOJUIekKa
JIOKYMEHTOB;

BHYTPHUKOJUJIEIKHBIE U3aHUSN3IaHUS.

OtpenbHasi ONUCH MPEACTABISIET COOOM MEpedYeHb Il C CaMOCTOSATEIbHOU
BaJIOBOM (ITOPSIIKOBOI ) 3aKOHUEHHOW HyMEpPALUEH.

[lepen BHecEHMEM 3aroJIOBKOB J€1 B OIMCH IIPOBEPAIOTCA  KAayeCTBO
dbopmupoBaHuss U OQOpPMIICHUS JeJl, COOTBETCTBHE KOJUYECTBA JI€J, BHOCHUMBIX
B OIIMCh, KOJIMYECTBY 3aBEICHHBIX JEJ [I0 HOMEHKJIATyPe A€ OpraHu3alyu.

23. Ilpu mnpocmoTpe el MpOBEPSIOTCA: COOTBETCTBHE 3arojoBkKa Jena
COJIEP)KaHUIO JIOKYMEHTOB B Jielie; NPaBWIHHOCTh OGOPMIICHUS U TPYNIHUPOBKH
JIOKYMEHTOB, BKJIIOYEHHBIX B JI€JI0; KAauyeCTBO IIOAIIMBKM WJIM MEperiera Aena;
MPaBUILHOCTh HyMEpaIlMu JIUCTOB JIejla; HAJIMYKE B Jieje, B HEOOXOAUMBIX CIIydasX,
BHYTPEHHEW ONMCH Jieja U €€ MPaBWIbHOCTb; IPAaBUILHOCTh 0(hOpMIICHHS OOJI0KKHU JI€Na;
HaJIMYME M TPaBUIBHOCTh 3aBEpUTENBbHON Haamnucu Jena. B cioyuyae oOHapyxeHHs
HApYIICHUs YCTAHOBJICHHBIX MpaBuil (HOpMUPOBaHUA U OGOPMIICHHUS JENl OHU JIOJKHBI
OBITh yCTPAHEHBI.

24. B ciyyae oOHapy»KeHHsI OTCYTCTBHUS JE€JN, YHCIALIMXCS [0 HOMEHKJIATYpe el
KOJUIEZKa, CTPYKTYPHBIMU TOJPA3IEICHUAMHU MPUHUMAIOTCA MeEpbl 1O HUX PO3BICKY.
OOHapyKXeHHbIE JIe1a BKIYAIOTCS B OIUCH.

25. Ecnu mpuHATBIE Mepbl HE Jajid pe3yibTaToB, TO Ha HEOOHapyXEHHbBIE Jela
COCTaBJISIETCSI CIIPaBKa O MPUYMHAX OTCYTCTBHSI JI€J1, KOTOPask MOANUCHIBACTCS AUPEKTOPOM
KOJUIEIKA.

26. OmnucarenbHasi CTaThsl OMHCU JIeN TIOCTOSIHHOTO XpaHEHUs BKIIOYaeT B cels
CJICIYIOIUE 3TIEMEHTBI:

MOPSAJIKOBBIN HOMED Jiena (ToMa, YacTH) MO OMKCH;

WHJIEKC Jieia (ToMa, 4acTH);

3aroJIOBOK Jiefia (ToMa, 4acTH), MOJTHOCThI0 COOTBETCTBYIOIINI €r0 3aroJIOBKY Ha OOJIOKKE
nena;

nata jena (ToMa, 4acTu);

KOJIMYECTBO JIMCTOB B Jiejie (TOME, YacTH);

pUMeYaHue.

27. OmnwucarenpHasi CTaThsl ommced nen BpemeHHoro (6onee 10 ner) xpaHeHuUs
U 110 JIMYHOMY COCTaBY, [IOMUMO 3JIEMEHTOB, XapaKTEPHBIX AJIsi OMUCEH JIe] MOCTOSTHHOTO
XPaHEHHUsI, COACPKUT JOMOJHUTENbHYIO0 Tpady «KpaitHuil CpoK XpaHEHUs Jeay.

28. Ilpu cocTaBI€HUH OMKCH JIeJl OPraHU3alUuu HE00X0AUMO COOIOAATh CeyIoIIne
TpeOOBaHUS:

Ka)K70€ JeJI0 BHOCUTCS B OMUCH MOJ] CAMOCTOSATEIbHBIM HOPSAKOBBIM HOMepoM. Ecin aemno
COCTOUT U3 HECKOJbKMX TOMOB (YacTei), TO KaXKIblil TOM (4acTh) BHOCUTCSI B OMHUCH O]
CaMOCTOSITEIIbHBIM HOMEPOM,;

cUcTeMaTu3alus Jesl B OMUCU M MPUCBOCHUWE HOMEpa OMHCH YyCTAHABIUBAETCS apXHBOM
komemka.  Kak  mpaBuno, cucreMarusauus A€l B OINUMCH  COOTBETCTBYET
UX CUCTEMAaTH3alli B HOMEHKJIAType A€ KOJIJIeKa;



rpadpl OMHMCH 3aIOJHAIOTCS B TOYHOM COOTBETCTBHH C TEMH CBEICHUSIMH, KOTOPHIC
BBIHECEHBI Ha 00JIOKKY Jiea;

IIpY BHECEHHUM B OMUCH MOAPSJ J1€J1 C OJMHAKOBBIMHU 3aroJIOBKAMM MUIIETCS MOJHOCTHIO
3aroJIOBOK TIEPBOTO JieNia, a BCE OCTAJbHBIC OJHOPOJIHBIE Jeina 0003HAYAIOTCS CIIOBaMU
«TO ey, MPU ATOM JIPYTHE CBEJEHHUS O JeJIaX BHOCATCS B OMKUCh MOJHOCTHIO (Ha KaXXIOM
HOBOM JIMCTE OTIMCH 3ar0JI0OBOK BOCITPOU3BOIUTCS IMOJTHOCTHIO);

rpada omucu «IIpumeuanre» UCIONB3YETCs JUISI OTMETOK 00 0COOCHHOCTAX (PU3UUYECKOTO
COCTOSIHUSA JIEJT, OCOOCHHOCTSIX (POPMUPOBAHHMS H JIP.

29. B xoHIle omucH Beien 3a MOCJIEAHEN ONucaTelIbHON CTAaThel JieaeTcs UTOroBas
3ammch, B KOTOPOH yka3biBaeTcs (IudpaMu M MPOMKUCHIO) KOJUYECTBO JEN, YUCISAITUXCS
[0 ONMUCH, TEPBBIM M IIOCIECAHWNW HOMEpa NI MO OIKMCH, A TAKXKE OrOBaApPHUBAIOTCS
0COOEHHOCTH HyMepaIliH JIe] B ONMKCH (JIUTEPHBIE HOMepa e U IPOITyIIeHHBIC HOMEpa).

30. Ommce men opraHu3au MOAMHCHIBACTCS €€ COCTAaBUTEIIEM C YKa3aHHEM €ro
TOJDKHOCTH U PYKOBOIAUTENIEM CITY>KOBI ICIONTPON3BOICTBA KOJUICIKA .

31. [Tocne yTBepKI€HUS ONMCEN e MOCTOSTHHOTO XPaHEHUS U COTJIaCOBAHUS OTHCEH
JIeJl 0 JIMYHOMY COCTaBY 3a COOTBETCTBYIOIIMN MEPUOM, ONMUCH YTBEPKAAET AUPEKTOP
KOJIJISKa.



