MpunoxeHne Ne 6
K YyeTHOW nonuTuke

NMonoxeHne o xpaHeHUn (NoALWMBKE) NEPBUYHbIX AOKYMEHTOB, Y4€THbIX PErMcTpoB U
OyxranTepckon OT4eTHOCTU

1. MNMonoxeHne paspaboTaHO B COOTBETCTBUM C:

e depepanbHbiM 3akoHOM OT 06.12.2011 N 402-93 "O 6yxrantepckom y4ete"
(oanee — 3akoH Ne 402-93),

e depepanbHbiM 3akoHOM OT 22.10.2004 N 125-&3 "O6 apxuBHOM pene..."
panee — 3akoH Ne 125-03),

e npukasom MuHuctepctBa KynbTypbl PO ot 31.03.2015 N 526 "O6 yTBEpXaAEHUN
npaBun OpraHM3auun XpaHeHusi, KOMMMEKTOBaHUSA, yd4éTa U WCMNONb30BaHUSA
AOKYMEHTOB ApXMBHOro ooHAa... U APYrnX apXMBHbIX JOKYMEHTOB B OpraHax
rocyaapCTBEHHOM  BMacTW, OpraHax MEeCTHOro  CaMOynpaBfeHus U
opraHmsauusax" (qanee — MNpukas Ne 526).

2. B cootBetctBUM ¢ n. 1. cT 29 3akoHa N 402-03 yupexaeHue obecrneymBaeT
XpaHeHue NepBUYHbIX (CBOAHbLIX) YYETHbIX LJOKYMEHTOB, perucTpoB Byxrantepckoro yyeta B
TEYEeHNe CPOKOB, YCTaHOBMEHHbIX [lpukazom PegepanbHOrO apxXMBHOrO areHTcTBa oT
20.12.2019 N 236 "O6 yTBepxaeHun [lepevHs TUNOBLIX YNPaBfIEHYECKUX apPXMBHbIX
AOKYMEHTOB, 06pasyroLmnXcs B Npouecce AeATeNbHOCTM roCyAapCTBEHHbIX OpraHoB, OPraHoB
MECTHOro caMmoyrpasneHnsa U opraHMsauunm, ¢ ykasaHmemM CpPOKOB MX XpaHeHUS", HO He MeHee
NATM NEeT Nocne OKOHYaHWsl OTYETHOrO rofa, B KOTOPOM (3a KOTOPbI) OHU COCTaBfEHbI.

3. B cootBetctBMM ¢ n. 1 cT. 7 3akoHa Ne 402-d3 OoTBETCTBEHHbIM 3a OpraHuM3auuio
XpaHEHUs1 MNEPBUYHbIX OOKYMEHTOB, YYETHbIX pPEerncTtpoB u OyxranTepckon OTYETHOCTU
ABNSETCA pykoBoguTenb y4ypexaeHus. O643aHHOCTL no obecrneyeHuMto COXpPaHHOCTU
NepPBUYHbIX OOKYMEHTOB, YYETHbIX PErnMcTpoB, OGyxranTepcKkon OTYETHOCTU, OCPOPMITEHUIO U
nepegave Mx B apxmB BO3NOXeHa pykoBoAUTENEM Ha rmaBHoro byxrantepa.

4. lNMepBWYHbIE OOKYMEHTbI, y4YeTHble PerncTpbl, Oyxrantepckue oOTyeTbl nognexar
obs3aTenbHoOM nepegade B apxvB. [1o nepegayn B apxXuB LOKYMEHTbI AOMKHbI XPaHUTLCA B
OyxranTepuu, B cneymnanbHbIX MOMELLEHUSX UMW 3aKpbIBAKOLLMXCS LWKadax.

5. lNepBWYHbIE OOKYMEHTbI, YYETHble pPEerucTpbl, OyxranTepckasi OTYETHOCTb, WHasi
OTYETHOCTb, ochopMmnsaemas Ha ByMaxHbIX HOCUTENAX (Hanoroeas, ctatucTudeckas n ap.) ao
nepegayM B apxuB nogwmeBarTca B Aeno. B pgeno  nogwmBaloTCa  AOKYMEHTHI,
COOTBETCTBYHOLUME €ro 3arofioBky. YepHOBUMKM [OKYMEHTOB, AybnukaTbl WU OOKYMEHTHI,
noanexatiue Bo3BpaTy, B 4ef0 He NOALUNBAOTCA.

6. Mpn bopmmpoBaHumn gena Heobxoaumo cobnogaTb creayowme TpeboBaHus:

- AOKYMEHTbI MOCTOSAHHOIO U BPEMEHHOrO XpaHeHUst rpyNnMpyoTCsa B OTAENbHbIE Aena;

- B A€N0 BKITOYAETCA OOQUH 9K3EMMASP KaK4oro 4OKYMEHTa;

- B OeNno rpynnupyroTcst JOKYMEHTbI, MMEKLNEe OTHOLIEHNE K OgHOMY (DUHAHCOBOMY
roay.

7. Obbem pena, nepegaBaemMoro B apxmB, - He Bonee 250 nucToB, Npu TONWMHE He
Gonee 4 cwm.

8. MNpu nepenneTte AOKYMEHTblI Ha OymMaHOM HoOcuTene MOALUMBAKOTCA Ha 4YeTbipe
npokona (Ha Tpu npokona - Ana manodopMaTHbIX Aen) B TBepAyt OBNOXKy wunu
nepenseTarTca C Y4eTOM BO3MOXHOCTM CBOOOLHOIO YTEHUSI BCEX AOKYMEHTOB, AaT, BU3 U
PEe30NIoLUUIN HAa HUX, METanIMYeCKne CKpenneHnsa n3 JOKYMEHTOB yAanstoTCS.



B Hayane gena Ha GymaxHOM HocuTene npyv HeoBXxoaUMOCTM MOALUMBAKOTCHA JIUCTbI
BHYTPEHHEN ONNCK OOKYMEHTOB A€ENa, B KOHLE KaXaoro Aena - nucT-sasepuTens gena.

9. B uensx obecneyeHusi COXPAHHOCTM W 3aKpenneHusi nopsaka pacrnosioXeHus
AOKYMEHTOB, BKMIOYEHHbIX B AEN0 Ha OymMaxHOM HocuTerne, BCe ero nuctbl (Kpome nucta-
3aBepuTensa gena wm BHYTPEHHEW ONWCK) HYMEpPYHTCS B BanoBOM nopsiake apabckumm
umdpamn, KOTopble MPOCTaBASAKTCA B NPaBOM BEPXHEM Yriy nUCTa AOKYMEHTa MPOCTbIM
rpapuTHBIM  KapaH4awoM UM HymepaTopoMm. YnotpebneHwe YepHMn U LUBETHbIX
KapaHgawen ansa Hymepauuu nuctoB 3anpelaeTtcs. JINCTbl BHYTPEHHEN ONMUCU OOKYMEHTOB
Aena HyMepylTcsa OTAENbHO.

JIncTbl gen, CoCTosAWMX U3 HECKOSTbKMX TOMOB MW YacTen, HYMEPYIOTCSA MO KaxXaoMy
TOMY UIN YacTn OTAENBHO.

CnoXeHHbI NIUCT pa3BopadnBaeTcs U HyMepyeTcsa B NpaBoM BepXHeEM yriy. [1pu aTom
nuct nboro ¢opmara, NOAWMTLIN 3a OAMH KpaW, HYMepyeTcs Kak OAMH JUCT; JNCT,
CNOXEHHbIN 1 NOALWNTbLIV 3a CepeanHy, NOANEXMUT NepPELLMBKE U HYMEPYETCS Kak OO4MH FINCT.

JInct ¢ Harnyxo HakneeHHbIMW OOKyMEHTaMu HymepyeTca Kak oguH nuct. Ecnm K
AOKYMEHTY MOJKMeeHbl OOHUM Kpaem [Jpyrne [AOKYMeHTbl (Bblpe3ku, BCTaBKWM TeKCTa,
nepeBoabl), TO KaXabl AOKYMEHT HYMepYyeTCA OTAENbHO.

Mogwntble B Oen0 KOHBEPTbl C BMOXEHUSIMW HYMEPYKTCS; Npu 3TOM BHavane
HyMepyeTCs KOHBEPT, a 3aTeM ovyepeHbIM HOMEPOM - KaXXA0€e BrOXEHME B KOHBEPTE.

Mogwntble B [Oeno AOKYMEHTbl C COOBCTBEHHOW Hymepaumen nuctoB (BKMo4ast
neyaTHble M34aHWsl) MOTyT HyMepoBaTbCA B OOLLEM MOPSiAKE UMM COXPaHsATb COOBCTBEHHYIO
HyMepaLmIo, ECIIM OHa COOTBETCTBYET NOPSAKOBOMY PaCMOSOXEHMIO NIUCTOB B Aene.

B cnyyaax o6HapyxeHua OGonblworo 4mcna owubok B Hymepauuum nucToB Aena
npoBoauTCA nepeHymepaums. Npyn Hann4YnMn oTAenNbHbIX OWNMOOK B HyMepaumm NUCTOB Aena
aonyckaeTtcsa ynotpebneHme nutepHbIX HOMepoB nNUcToB (Hanpumep, 18A).

10. JlucT-3aBeputenb gena COCTaBNseTCs Ha OTAENbHOM NUCTE, B KapToTekax - Ha
oTAenbHOM nucte dopmMata KapTodku. JlucT-3aBeputens Qena nNoOANUCLIBAETCS €ro
coctaButenem. Bce nocnegyowme namMeHeHUst B COCTaBe U COCTOAHUN aerna (NoBpeXxaeHus,
3aMeHa NOANMHHBIX [OKYMEHTOB) OTMEYaloTCA B JIMCTe-3aBepuUTENle CO CCbIIKOM Ha
COOTBETCTBYIOLLNM aKT.

3anpewaeTcs BbIHOCUTb NUCT-3aBepuUTENb Ha OOGNOXKY Aena unmM 4YucTbii obopoT
nucTa nocnegHero gokymeHta. Ecnu geno noawmvto vnmn nepenneteHo 6e3 6naHka nucra-
3aBepuTens, oH OOMMKeH ObITb HaKneeH 3a BEPXHIOK YacTb fINCTa HA BHYTPEHHIOK CTOPOHY
0b6nNOXKM B KOHLIe Aena.

11. Ha o6noxke pfgen MnOCTOSAHHOrO XpaHeHus npegycmaTpuBaeTcs MecTo Ans
HaUMEHOBAHNSA rOCYy4apCTBEHHOIO (MyHMUMNANbHOIO) apxuea, B KOTOPbIA Aena yypexaeHust
O6yayT npuHATLIL. Mpn odopmMneHnn ob6noxkn gena HaMMmeHoBaHMe OpraHn3aunn ykasbiBaeTcs
NMOSIHOCTbKO, B WMEHUTENbHOM nagexe. [lonHoe HaMMmeHoBaHME oOpraHa-yvypeguTtensi
yKasblBaeTCA Hag HaUMEHOBaHWEM YyuypexaeHust (Takke B WMEHUTENbHOM nagexe).
CokpalleHHble HauMeHoBaHWS (MpUM HanNuuMM) ykasblBalOTCA B CKOOKax nocre MofHOro
HanMeHOBaHWS.

MpyM U3MEHEeHUN HaMMEHOBaHUS oOpraHu3auun (CTPYKTYPHOro noapasgeneHus) B
Te4YeHne nepuoaa, oxBaTbIBAEMOro JOKyMeHTaMu Aena, uivm npu nepefade gena B gpyryto
opraHusaunto (CTPyKTypHOe noapasgeneHune), Ha obnoxke pferna [ONUCbIBAaeTCs HOBOE
HaMMeHoBaHWE 3STOW OpraHu3auun WnNu opraHu3auuu-npaBonpeeMHmka (CTPYKTYPHOro
nogpasgerneHus), a npexHee 3aknto4aeTcs B CKOOKM.

12. Ha obnoxke gena ykasblBatoTCS:

- HAMMEHOBAHME OpraHn3aLmm N ee HenocpeacTBeHHas NOAYMHEHHOCTD;

- HAMMEHOBAHME CTPYKTYPHOro NoApasaenieHus;

- UHOEKC aena;



- HoOMep Toma (4acTn);

- 3aronioBokK gena (Toma, YacTtu);

- KpanHue gatbl gena (Toma, Yyactn);

- KONIMYECTBO NNCTOB B Aene (ToMe, YacTu);

- CPOK XpaHeHus aena;

- apXuBHbLIV WXbp gena.

13. BaronoBok gena Ha OymaXHOM HOCUTENe W 3arofloBOK 3MEKTPOHHOro Aena
nepeHocAaTcs Ha 0bnoXKy Aena (9NeKTpPoOHHOro Aena) u3 HOMeHKNaTypbl Aen opraHusauuu.
3aronoBoK JOMKEH COOTBETCTBOBATL COAEPKaHMIO JOKYMEHTOB B Aene.

B Tex cnyvasix, Korga Oeno COCTOUT M3 HECKOSIbKMX TOMOB (4acTen), Ha OBMOXKY
Kakgoro Toma (4actv) BbIHOCUTCA OOWMIA 3arofoBOK Aena, a npy Heobxogumoctn -
3arofioBOK Kakgoro Toma (4actn).

B 3aronoBkax gen, cogepXalumMx KOMMM AOKYMEHTOB, YKa3blBa€TCA Ha KONMMYECTBO
konui. NognMHHOCTbL OKYMEHTOB [iena B 3arofloBKe He OroBapmBaeTcs.

14. Ha obnoxke agena ykasbiBaeTcs gaTta gena - rog(bl) 3aBegeHusa U OKOHYaHus gena
B Jenonpou3BoacTtee. Ecnu B geno BKIKOYEHbI JOKYMEHTbI (Hanpumep, NpuroXxeHus), naTa
KOTOpbIX HE coBnagaeT C AaTou Aena, TO Nod AaTOW C HOBOW CTPOYKM AenaeTca o6 aTom
3anucb. [lata gena MoxeT He yKasblBaTbCSA TOSNbKO Ha 00noXkax Aen, coaepXalumx rogosble
nnaHbl U OTYETHI M APYrne JOKYMEHTbI, AaTbl KOTOPbIX OTPaXKaloTCA B 3arofioBkax aen.

Mpn 0603HaYeHUn aaTbl AOKYMEHTa CHavana ykasblBaeTcs YnCrio, 3aTeM Mecsl U rog.
Yucrno n rog obosHavaroTca apabekumu undpamm, HasBaHne mecsiua — crnoBom (Hanpumep, 1
okTa6psa 2020 roga). Ecnv gata QOKYMEHTa uUnu OTAENbHblE €€ 3NeMEHTbl OnpeaensaTca
NpnbNN3NTENBHO, HA OCHOBAHUM aHanu3a CoAaepXXaHus LOKYMEHTa, TO AaTa Unu oTaerNbHble
ee anemMeHTbl, He abConoTHO JOCTOBEPHbIE, 3aKMNIYaTCA B KBagpaTHbIE CKOOKU.

15. O6sa3atenbHbIMU peEKBU3NTaMK OBIOXKM Aena sIBMAKTCA yKalaHWe KormyecTBa
nncToB B fene) (MpocTaBnsieTca Ha OCHOBaHUM NMCTa-3aBEPUTENSA Aena) U CPOK XpaHEeHus
Aena (Ha genax NoCTOSAHHOrO XpaHeHus nuweTca: "XpaHUTb NOCTOAHHO").

16. NlameHeHust cocTaBa AOKYMEHTOB Aena (M3bATUSA, BKIIOYEHUA JOKYMEHTOB, 3aMeHa
AOKYMEHTOB KONusIMK) oTpaxatroTtcs B rpade "lNMprmeyaHune" BHyTPEHHEN OMUCKU CO CChIfTKaMm
Ha cooTBeTCcTBylOWMe akTbl. [pn HeobxoammocTn MoryT BbiTb COCTaBMeHbl HOBas UTOroBas
3anuncb K BHYTPEHHEN ONUCK 1 NUCT-3aBepUTENDb Aena.

17. [dena nepepalwTcsd B apxuB OpraHu3auum no OMNUCSM, COCTaBfEeHHbIM B
CTPYKTYPHbIX NOApa3aeneHusx.

Onuncu gen CTpPyKTYpHbIX NogpasaenieHnii COCTaBnNsTCA N0 YCTaHOBMEHHON hopMe B
ABYX 9K3eMnnsapax u NpeacTaBnsaoTCs B apXMB YYPEXAEHUSI HE NO3QHEee YeM Yepes OOUH rog,
nocre 3aBepLueHns gen B 4enonpon3sBoacTBe.

OnucuK cocTaBnaTCA OTAENbHO Ha Aena NOCTOSIHHOrO XpaHeHWsi; Aena BPeMEeHHbIX
(cBbiwe 10 neT) CPOKOB XpaHeHWs:, N aena, COCTosALMNE U3 JOKYMEHTOB, XapakTepPHbIX TOSbKO
Ans  gaHHonM opraHmsaumn. OTaenbHble OMUMCKU COCTaBMSKTCA Ha eAWHWLbBI XpaHeHus
9NEKTPOHHbIX [AOKYMEHTOB MOCTOSAHHOrO XpaHeHus; BpeMeHHbiX (cBbiwe 10 neTt) cpokos
XpaHeHWs.

18. lpwn cocTtaBneHun onucu p[en CTPYKTYPHOro nogpasgeneHuss cobnogatTcs
cnegyouwmne TpeboBaHus:

- 3arofioBKM [Oenl BHOCATCA B OMNUCb B COOTBETCTBUM C MPUHATON CXEMOW
cucTemaTu3auum Ha OCHOBE HOMEHKNATypbl Aen;

- KaXX4oe Aeno BHOCUTCHA B ONWUCb NMOA NOPSAKOBbIM HOMEPOM (eCnn Aeno COCTOUT U3
HECKONbKMX TOMOB WM YacTenl, TO Kaxabldh TOM WM 4acTb BHOCATCA B ONWUCb MOA
NOpsSiAKOBbIM HOMEPOM);

- rpadbl OMMCKU 3anosiHATCA B TOYHOM COOTBETCTBMM CO CBEAEHUSMU, KOTOpble
BblHECEHbI HAa 0BNOXKY Aena;



- rpacda onucu "lpumedaHue" wucnonb3yeTcs [Anss OTMETOK O npueme pgen,
0COBEHHOCTSAX  (PM3MYECKOrO COCTOsIHMS, O nepefadye Aden  ApyrMMm  CTPYKTYPHbIM
noapasaenieHnsiM CO CChISTKOM Ha HEOOXOANMBIN aKT, O HanNM4nm KONun.

B koHue onucu Bcneg 3a nocrnegHen onucatenbHOM cTaTben 3arnofiHAeTCHA UToroBas
3an1cb, B KOTOPOW YKasbiBalTCA (UMdpamMmn U MPOMUCHLI0) KONMUYECTBO Aen, MepBbin U
nocrniegHnUn HoMmepa gen no onucu Aer, a Takke oroBapuBarTCA 0COBEHHOCTU HyMepauuu
Aern B onucu (Hanudme NUTepHbIX 1 NPONYyLEHHbIX HOMEPOB).

19. Tlepen BHeCeHMEM 3arofioBKOB A€l B OMUCb MNPOBEPAIOTCS KayecTBO
dopMMpoBaHUs U OPOPMITIEHUS Oerl, COOTBETCTBME KONMYEeCcTBa e, BHOCUMbIX B OMUCH,
KONMYeCTBY 3aBEAEHHbIX Aer1 N0 HOMEHKNAaType Aen opraHusaumu.

20. MNpn npocmoTpe Oen nNpoBeEPSAOTCSA: COOTBETCTBME 3arofioBKa Aena CoaepXXaHuto
AOKYMEHTOB B Aerne; NpaBUibHOCTb OOOPMIEHUS U TPYNNMPOBKM AOKYMEHTOB, BKIHOYEHHbIX B
Aerio; KayecTBO MOALUMBKA UNW nepensietTa gena; npaBUIbHOCTb HYMepauun NUCTOB Aena;
HanuMyue B gene, B HeOOXoOouMMbIX Criyvasix, BHYTPEHHEN ONUCWU Oena M NpaBUNbHOCTbL €€
CoCTaBneHus; NpaBUbHOCTbL OPOPMIIEHUS OBMNOXKM Aena; Hanm4mMe n npaBuIibHOCTb NIUCTa-
3aBeputena pgena. B cnyyae o6GHapyXeHWs HapyweHus YCTAHOBIEHHbIX MNpaBun
opMmnpoBaHNA N 0OPOPMIEHUS Aen OHU OOSMKHbI OblTb YCTPAHEHBbI.

21. B cnyyae oGHapyXeHWs OTCYTCTBUS AEN, YMCNSLWMXCA NO HOMEHKNaType gen
opraHuMsaumn, CTPYKTYpPHbIM  nogpasfgersieHMeM  MpUHUMAaKTCA  Mepbl MO PO3bICKY.
O6HapyXeHHble Aena BKIYaKTCA B ONUCb. ECnu NpnHATHIE Mepbl HE Aanu pe3ynbTaToB, TO
Ha HeoOHapyxeHHble [ena cocTaBnseTcd akT o060 yTpaTe [OOKYMEHTOB, KOTOPbIN
noanucbiBaeTCa PyKoBOAMTENEM CTPYKTYPHOro noapasgeneHuss u nepegaetcss BMECTe C
ONUCbIO Aer CTPYKTYPHOro nogpasgeneHust B apxms opraHnsaumu.

22. [lepepada p[en B apxuMB oOpraHuM3auum ocyllecTBnsieTcs no  rpaduky,
cornacoBaHHOMY C PYKOBOAUTESNSAMU CTPYKTYPHbIX NoapasfeneHnun, nepegatrowmx JoOKyMeHTbI
B apXuMB, U YTBEPXKOEHHOMY PYKOBOOUTENEM YUPEXOEHMS.

23. B nepuog nogrotoBku gen  Ha o OymMaxHOM  HOcUTeNne  CTPYKTYPHbIM
nogpasgeneHMemM K nepegade B apxvMB OpraHusauum COTPYOHMKOM apxmBa NpoBepsieTcs
NPaBuUNbHOCTL MX OpPMUPOBaAHUS, OCOPMIEHMST M COOTBETCTBME KONu4ecTtBa Aen,
BKIMIOYEHHbIX B OMWCb, KONMYECTBY Aen, COOPMUPOBAHHbLIX B COOTBETCTBMMN C HOMEHKATYPOWN
aen opraHu3auun. Bce BbisIBNeHHble NpuM NpoBepke HeaoctaTtkm B (opMuMpoBaHMN U
odopmnieHnMn aen paboTHNKM CTPYKTYPHOro nogpasaeneHmsi 06sa3aHbl yCTpaHnUTb.

24. MNpuem-nepegava gen B apxme yupexneHus NpomsBoamnTcs paboTHMKOM apxuBa B
npucyTcTBuM paboTHMKA CTPYKTYpPHOro nogpasgenexHunsa. Ha ak3emnnspax onucu gen,
AOKYMEHTOB MpOCTaBnsieTcss OTMeTKa O Hanuumm gena. B KoHue Kagoro ak3emnnsipa onucu
yKasblBaoTCa uUMdpamMn M NPONUCHIO KONMYECTBO (PaKTUYECKN MNPUHATBIX B apxusB gen,
HOMepa OTCYTCTBYWLWMUX Aen, gaTa npuemMa-nepedadn pen, a Takke nognucu nuua,
OTBETCTBEHHOIO 3a apxuB, N nvua, nepegasLlero gena.

25. lepepaya 9nNEeKTPOHHbIX AOKYMEHTOB B apXvMB MPOU3BOOUTCA Ha OCHOBaHUU
Onncen ANEKTPOHHbIX Aen, JOKYMEHTOB CTPYKTYPHbIX nogpasgenieHnin no VIHTepHeTy unn Ha
CbEMHbIX MaTepuaribHbIX HOCUTENAX (HaKoNUTEensix), KOTopble MNpeacTaBnAlTCA B AOBYX
WOEHTUYHbIX 3K3emnnapax.

Mpn nepepade 3MNEKTPOHHbIX AOKYMEHTOB B apxMB OpraHuM3aumm BbIMOSHAKTCS
cnenyoLlne OCHOBHbIE Npouenypbl paboTbl C AOKYMEHTAMM:

- (bopmupoBaHne B MHMPOPMALMOHHOM CUCTEME OpraHM3auun ISNEKTPOHHbIX Aen,
SABMNAIOLWMXCH COBOKYMNHOCTbIO KOHTEMHEPOB 3SIEKTPOHHbBIX [OOKYMEHTOB WM KOHTENHEPOM
3MEKTPOHHOIO JOKYMEHTA, COAEPKaLMM KOHTEHT M MeTafaHHble 3NEKTPOHHOrO0 AOKYMEHTA,
panrnbl 9NEKTPOHHbIX MOANUCENA U BU3YanuU3MpPOBaHHYIO KOMUIKD TEKCTOBOIO 3I1IEKTPOHHOrO
AokymeHTa B popmate PDF/A;



- (opMUpOBaHME  OMUCU  3JNEKTPOHHbLIX  Aefn, OOKYMEHTOB  CTPYKTYPHOro
nogpasgeneHus;

- npoBepKka apxMBOM OpraHuM3auun 3NIEKTPOHHbLIX [JOKYMEHTOB Ha Hanuive
BPEAOHOCHbIX KOMMbIOTEPHLIX NPOrpamm;

- NpoBepKa BOCNPOU3BOAMMOCTU AEKTPOHHbLIX JOKYMEHTOB;

- npoBepka (U3NYECKOro U TEXHUYECKOro COCTOSIHUA HocuTenen (nNpy nepepade
3NIEKTPOHHbIX JOKYMEHTOB B apXUB OpraHM3aumm Ha CbeMHbIX MaTepuarbHbIX HOCUTENSIX);

- nNpoBepka MNOAJSIMHHOCTU 3NEKTPOHHOW MOoAMNUCK, KOTOPOW MOAMUCAH 3NEKTPOHHbIN
AOKYMEHT.

Mprem 3neKTPOHHbIX [AOKYMEHTOB B apXuB ydpexaeHua no VIHTepHeTy wnn Ha
CbEMHbIX HOCUTensx odopMnaeTca COCTaBNEeHMEM WTOTOBOW 3anmcu B KOHUE Onucu
9NEKTPOHHbIX Aen, JOKYMEHTOB, B KOTOPOW LnpamMmmn n Npornucblo yKkasbiBaeTCs KOSIMYECTBO
PakTUYECKN MPUHATBIX B apXWB ONEKTPOHHbLIX AeSsT U 9NEeKTPOHHbIX AO0KYMeHTOB. WTorosas
3anucb MoOATBepXOaeTcs MNOAMUCAMM COTPYyOHUKA apxvBa WM COTPYAHMKA CTPYKTYPHOrO
nogpasgeneHuvs, nepefasLlero 3NeKTPOHHbIe Aena u JoKyMeHTbl. [py npueme Ha apxmMBHOe
XpaHeHWe 9NeKTPOHHble [efla 3aBepslTCsa  3NEKTPOHHOM  NOAMNUCHI0  PyKOBOAUTENS
opraHusaumm, unm ynosTHOMOYEHHOro UM AOSPKHOCTHOrO nuua.

Mocne npuema B apXuB 3MEKTPOHHbBIX JOKYMEHTOB HA CbeMHbIX HOCUTENSAX BKNaablLLu,
nomMeLLeHHble B (PyTnsp eauHULbI XpaHeHUs B CTPYKTYPHOM NnoapasgeneHnn, 3aMeHaTCs Ha
BKMNaablWun, ohOpMIIEHHbIE B apXUBe.

Ha Bknagplwe, nomewaemMom B QyTnap eAnHULbI XpaHeHUs, ohopMisgeMoM B apxumBe,
yKa3blBaeTCH:

- HAaMMEeHOBaHWe opraHu3aumm (NofHoe, CoKpaLleHHoe);

- HoMep boHAa;

- HOMEep OMUCK ANEKTPOHHbLIX AeSl, AOKYMEHTOB;

- HOMep gerna no onucy;

- OTMETKa O cTaTyce 3K3eMnnsipa NEeKTPOHHbIX AOKYMEHTOB;

- KparHue gaTbl JOKYMEHTOB 3MEKTPOHHOro Aena;

- npy HeobxoaAMMOCTU OMOPMASTCA OONOSHUTENbHbIE OTMETKM 06 orpaHudeHun
AOCTyna K JOKyMEHTaM.

Bknagbilw nomewaetca B ytnap dusndeckn o6ocobrieHHOro maTtepuanbHOro
HocuTensa Takum obpasom, 4Tobbl HaANMCK Ha HEM BbinNn BUAHBI NPU 3aKpbiTOM yTRSpPE.

26. Bbigaya Byxrantepckon AOKyMeHTauuu M3 byxrantepum unm apxmea AonyckaeTtcs
TONMbKO B WUCKIKOYUTENbHbLIX Cry4yasx C paspeweHns rnaBHoro 6Oyxrantepa, WHbIX
AOJDKHOCTHbIX AL, OTBETCTBEHHbLIX 3a XpaHEHWEe JOKYMEHTOB.

27. Hactosuiee nonoxeHne BCTynaeT B CUITY C MOMEHTA ero yTBepXOeHUs npuka3om
PYKOBOAUTENST YYPEXOAEHNA U OOBOOUTCA OO CBeAeHust BCeX pabOTHUKOB MEPCOHAaNbHO C
OTMETKON 06 03HAKOMMEHUN.



