[Ipunoxenue Ne 20
K npuKa3y «O6 yueTHOW MOMUTHKe»
ot «30» mexabpst 2025 r. Ne 029/25

ITooxeHne 0 XxpaHeHUH (MOAIIMBKeE) NePBUYHBIX A0OKYMEHTOB, YUeTHbIX PerHCTPOB B
OyxrajTepckoi 0TYeTHOCTH

1. OO1He Mo/I0KeHUsA

1.1. Bce mnepBuuHble (CBOAHbIE) yueTHble [JOKYMEHTbl W PerucTpbl OyXrajaTepckoro yuera,
COCTaB/eHHble KaK Ha OyMa)KHOM HOCHUTese, Tak M B 3/eKTPOHHOM BH/E, TOJJ/IeXaT XPAHEHWIO B
COOTBETCTBUM C TpeboBaHusAMHU 3akoHa OT 06.12.2011 Ne 402-®3, deznepanbHOro 3akoHa ot 22.10.2004
Ne125-®3 «O6 apxuBHOM fene B Poccutickoit @eneparumn», [Ipukaza Munduna Poccuu ot 30.08.2024
Ne 121H «OO6 yTBepxaeHUM (QefeparbHOTO CTaHAApTa OyXraaTepckoro yueTa TOCY/AapCTBEHHBIX
¢uHaHCOB «EAVHBIA T/IaH CYeTOB OyXraaTepckoro ydueTa TOCYAapCTBeHHbIX ¢uHaHCOB», CI'C
«KoH1enryanbHble OCHOBBI OyXrajiTepCcKOro ydyeTa W OTYETHOCTHM OpraHU3al[uil roCy/1apCTBEHHOTO
cekTopa», 3akoHa oT 27.07.2006 Ne 149-®3 «O6 uHbopmarmu, THGOPMAI[MOHHBIX TEXHOJIOTHUSIX U O
3amure uHbopmalmn», 3akoHa oT 06.04.2011 Ne 63-®3 «O6 3/1eKTPOHHOW TMOANMUCU» W TIpUKa3a
Pocapxusa ot 31.07.2023 Ne 77.

1.2. Hacrosijee Tmo/ioKeHUe peryivpyeT TMOpsiJOK OpraHu3aluu XpaHeHus (TOALLMBKHN)
TIepPBUYHBIX /IOKYMEHTOB, YUeTHBIX PEerucTpoB W Oyxranrepckoil otuetHocT B 'AHIIOY JIO «MI]
CuTW» (manee - YupexaeHue).

1.3. OtBeTcTBeHHOCTh 3a OOecrieueHHe COXPAaHHOCTU B Tepuoj paboThl C /JOKyMEeHTaMu |
CBOEBPEMEHHY0 Mepe/iauy UX B apXuB HeceT PyKoBoaUTeNb YupesKeHusl.

1.4. O6s13aHHOCTH TI0 00€CIIeYeHNI0 COXPAHHOCTH MTePBUYHBIX JOKYMEHTOB, YUeTHBIX PErHMCTPOB,
OyxranTepcko OTUeTHOCTH, O(QOpPMJIEHHWIO W Tiepefiaue UX B apXWB BO3/aralOTCs PYKOBOJAWUTEIEM
YupexeHus Ha TJIaBHOTO OyXranrepa.

HdocTynm K TepBUUHBIM YyueTHbIM [JOKYMeHTaM M K perucrpam OyXraaTepckoro yueta
Tpe/ioCTaBsIsieTCst ¢ 00s13aTe/TbHBIM MHPOPMHUPOBAHHEM O IOCTYTIe T7IaBHOTO Oyxranrepa.

1.5. B ciiyyae yTpaThl JOKYMeHTOB OyXranTepckoro yuera (Tubenu, TIporaXku), a Tak»Ke WX TOpYH,
NIPUBOJALEN K HEBO3MOKHOCTH HCITI0/Ib30BaHUs, YUpeXK/eHre JI0/DKHO NPUHATH BCe BO3MOJKHBbIE Mepbl
T10 UX BOCCTAHOBJ/IEHUIO.

1.6. [ToKyMeHTbI XpaHATCs B OyXranTepuu MsTh j1eT. [JOKyMeHTbI CO CPOKOM XpaHeHHUs TISITh JIeT U
MeHee TI0 OKOHYaHWM CPOKa XpaHeHUsi yHUUTOXArTCsA. JJOKyMeHThbI CO CPOKOM XpaHeHust OoJiee MSTH IO
VICTEUEHWY 3TOT0 CPOKa Iepe/jatoTCsl B apXUB Y Upesk/IeHUSsI.

2. XpaHeHune 0yMa)KHBIX JOKYMEHTOB /I0 Mepe/jau B apXUB

2.1. TlepBuuHble [JOKYMEHTBI, yueTHble DEruCTpbl, OyXrajaTepCcKue OTUeThl TIOJ|Ie’KaT
o0si3aTebHOM Mepefiaue B apXuB.

Mo mepemauy B apxWB TE€PBUYHbIE JOKYMEHTBI, yUeTHble PerucTphbl, OyXrajTepcKue OTUeThl
JOJDKHBI XPaHUTLCSI B OyXTajaTepuy B CrielMa/bHBIX TIOMEIeHUSIX WK 3aKPhIBAOIIUXCS MIKadax Tof
OTBETCTBEHHOCTb JIWL], YTIOJTHOMOYEHHBIX I'7IaBHBIM OyXranaTepoMm.

2.2. Tlo ucTeueHUM KaXkK[OrO OTUETHOTO Mecsilja MepBUUHbIe (CBOJHbIE) yUeTHble TOKYMEHTHI,
OTHOCSIINECs] K COOTBETCTBYIOIUM >KypHasiaM Orepalyii U perucrpaM OyXrajiTepCcKoro yueTa, JO/KHbI
ObITb TIOZOOpaHbl B XPOHOJIOTHUECKOM TIOPSIIKe U COpOIItopoBaHel. [Ipy He3HAUUTe/bHOM KOJIMUeCTBe
JOKYMEHTOB OpOIIIFOPOBKa TTPOM3BOJUTCS B OJHY TANKy (Ze/i0) Mo ucreueHUM KBapTana. Ha obmoxke
Tarku (Zjes1a) yKa3blBaeTCs:

. HauMEHOBaHUe YUpeXX/leHHUsl U ero HerocpeCTBeHHas MOUMHEeHHOCTb;

. HalMeHOBaHUe CTPYKTYPHOTO No/|pa3/ieneHus;

. VIHJIEKC /lena;

. Ha3BaHUe PeryucTpa Wiu )KypHasa orepaluii 1 MopsiIKOBbLIM HOMep Marku (fea);
. HOMep ToMa (JacTh);

. OTUeTHBIH MIepro/] — roj U Mecsii] (KBapTain);

. Hayva/IbHbIM Y MOC/Ie/IHAM HOMepa >KypHa/IoB ornepaLyy;
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. KOJIMUeCTBO JIUCTOB B Tarke (gene);

. CPOK XpaHeHwus /lefa;

. apXUBHBIN LIMQP Aena.

OcnoBanue: nyHKT 24 CI'C «EauHbIl n/1aH CUETOBY.

2.3. B peno mnomelyaroTCs LOKYMEHTBI, KOTOpble II0 CBOEMY COZJEep)KaHUK COOTBETCTBYIOT
3arosIoBKy jiefnia, TIpM 3TOM 3aripelljaeTcsi TPYMIMpoBaTh B [iejla YepHOBbIe U /yO/eTHbIe 3K3eMIISphI
JOKYMEHTOB, a TakKKe JOKYMEHTBI, [I0//1eKalllie BO3Bpary.

2.4. Tlpu popmHpoBaHuU Jlena HeobxoguMo cobuIrojaTh Ceyrolue TpeOboBaHusI:

. JOKYMEHTBI TIOCTOSIHHOTO ¥ BpPEMEHHOTO XpaHeHusi HeoOXOJWMO TpYIIHMpOBaTh B
OT/e/IbHBIE [1eN1a;

. BKJTFOYATh B /IeJI0 10 OJJHOMY 3K3eMIUISIPY KaXK/I0T0 JOKYMeHTa;

. TPYIINUPOBATh B /IeJI0 JOKYMEHThI OIHOTO KaJIeH/JapHOT0 ro/ia.

2.5. eno Ha OyMa)kKHOM HOCHTeJle He JIO/DKHO cofepskaTh O6omee 250 MMCTOB, TIpU TOJII[HUHE He
bosee 4 cm.

2.6. JIoKyMeHTbI, COCTaBJISIFOLIMeE [ieJ10, TIOAIIMBAOTCS Ha YeThbIpe POKoJia (Ha TPU MPOKOJIa - [1s
MasiohOpMaTHBIX /les1) B TBEPAYIO OOIOXKKY WM TePeIuvieTaloTCsl ¢ yUYeTOM BO3MOXKHOCTU CBODOHOTO
YTeHUs BCeX JIOKYMEHTOB, /laT, BU3 U Pe30/IF0LjMM Ha HUX, MeTa/l/IMueckKue CKpervleHUsl U3 JOKYMEeHTOB
YAQJISIOTCS.

B Hauane [ena MoALIMBAKOTCS JIUCTbl BHYTPEHHEM ONWCH JOKYMEHTOB Jiesla, B KOHILle KaX[oro
Jiena - TUCT-3aBepuTesib Jlesa.

2.7. B uensax obecrieueHHsi COXPaHHOCTH Y 3aKpervieHHs MopsiiKa PacIoIoKeHUsl J0KYMEeHTOB,
BKJIFOUEHHBIX B Jle/I0, BCe ero JIMCThI (KpOMe JIMCTa-3aBepuTeisl [iefia U BHyTPeHHeU OIKCH) HyMepyHTCs
B BaJIOBOM TOpsiZiKe apabCKUMHU Lidpamy, KOTOpble MPOCTABJSIOTCS B NPaBOM BepPXHEM YIJIy JIMCTa
JOKyMEeHTa TIPOCThIM IpaMTHBIM KapaHAAIIOM WM HyMepaTopoM. YTioTpeOsieHre YepHW/T U LIBeTHBIX
KapaHjalllel [ HymepalMyd JIMCTOB 3arpeljaeTcs. JIMCTbl BHYTPEHHEM OIIMCU [JOKYMEHTOB /Jefa
HYMepYIOTCS OTZEeJIbHO.

2.8. JIuCThl [ies1, COCTOSIMX M3 HECKOJbKMX TOMOB WIM YacTeld, HyMepyrTCs 10 KaXJOMy TOMY
WJIA YaCTH OTJe/bHO.

2.9. Cro>keHHBIM JTUCT pa3BOpaurBaeTCs U HyMepyeTcs B [1paBOM BepxHeM yriy. I1py sTom suct
moboro ¢opmara, TIOAIIUTHIA 3a OAWH Kpal, HyMepyeTcs KakK OJWH JIUCT; JIUCT, CJAOXKEeHHBIA u
NOJLWTBIN 3a Cepe/jUHY, MOAJIEXXUT IepelluBKe U HyMepyeTcs KakK OZIVH JIUCT.

JIuct ¢ Harlyxo Hak/JeeHHbIMM [JOKYMEHTaMu HyMepyeTCsl KaK OJUH JIMCT. Ecim K JOKymMeHTy
NOJK/IeeHbl OJHUM KpaeM [Jpyrue [OKyMeHTbI (BbIDe3KH, BCTaBKM TeKCTa, IepPeBOAbI), TO KaXK/bIi
JOKYMEHT HyMepyeTCsl OT/Ie/IbHO.

[TopmmTele B [0 KOHBEPTHI C BJIOKEHUSIMHU HYMEpYIOTCs; TIpA 3TOM BHauyaje HyMepyeTcs
KOHBEPT, a 3aTeM OuepejHbIM HOMEepPOM KaXK/j0e BJIO’KeHHe B KOHBepTe.

2.10. TlogmmThle B JieJI0 JOKYMEHThI C COOCTBEHHOM HyMmeparjeil JMCTOB (BK/IOuasl reyaTHbIe
W37IaHusI) MOTYT HYMepOBaThCsl B 001eM TIOPsiKe WM COXPAHSATh COOCTBEHHYIO HyMepaL|io, eC/Ti OHa
COOTBETCTBYeT MOPSIAKOBOMY PacIiO/IOKeHHUI0 JIMCTOB B Jieie.

2.11. B cnyuvasix oOHapyskeHHs1 OO/BIIOTO UKMC/ia OMMOOK B HyMepaljiy JIMCTOB [iejla TIPOBOJUTCS
nepeHyMmepauus. [Ipy HaaMuuM OTAENbHBIX OIIMOOK B HyMepalyu JIMCTOB Jefia [JOIMyCKaeTcs
yroTpe6sieHre TUTePHbIX HOMEPOB JIUCTOB.

2.12. JIucTt-3aBepuTesib [iejia COCTaBIIsAeTCsl Ha OT/e/IbHOM JIMCTe, B KapTOTeKax - Ha OT/e/IbHOM
mucte ¢opmaTa KapTouku. JIucT-3aBeputenb Jlefia TOJAINUCHIBAeTCS ero cocraBuTesieM. Bce
nocaefyoole Mu3MeHeHHsI B COCTaBe M COCTOSHUM Jlesia  (TOBpeXK/eHusi, 3aMeHa IOZJIMHHbIX
JOKYMEHTOB) OTMEYaroTCs B JIMCTe-3aBepuTesie CO CCbUIKOM Ha COOTBETCTBYIOLLMM aKT.

3ampeljaeTcsi BBIHOCUTH JIMCT-3aBepUTeNb Ha OOJIOXKKY /Jie/la WM YWCThI 06opoT sucTa
ToC/IeIHeT0 JOKyMeHTa. Ecmu peno mopammTo wiu riepervieTeHo Oe3 GsiaHKa /MCTa-3aBepuTesisi, OH
Jl0/DKeH ObITh HaK/IeeH 3a BEPXHIOK0 YaCTh JIMCTa Ha BHYTPEHHIOK CTOPOHY 00JI0KKY B KOHLIe Jesia.

2.13. Ha o6soxkKe Zies1 IOCTOSIHHOTO XpaHeHWsl TpelyCMaTPUBAeTCsl MeCTO AJIsi HaMeHOBaHHUS
rocy/lapCTBEHHOr0 (MYHHLIMIIA/JIBHOTO) apXuBa, B KOTOpBIN Jlefla opraHvsauuu OyayT npuHsTel. [Ipu
otdopmieHnH OOJIOKKM /lefla HAMMEeHOBaHWe OpPraHW3aliM yKa3bIBaeTCsl MOJHOCTBIO, B UMEHUTETbHOM



nazfexe. [lonHoe HamMeHOBaHMe BBILIECTOSEM OpPraHM3alMM YKasbIBaeTCs HaJ HavuMeHOBaHUeM
OpraHu3alvy - UCTOYHHMKA KOMITJIEKTOBaHUS (TakKe B UMeHWTebHOM mazexe). Eciv opraHusanus umm
BBILIIECTOSIIAsl OpraHU3allyisl UMEIOT COKpAllleHHble HalMEeHOBaHMs, TO OHHM YKa3bIBAlOTCS B CKOOKax
T10CJIe TTO/THOI0 HAUMEeHOBAaHUSI.

[lpy wW3MeHeHMM HauMeHOBaHWS OpraHu3alUyd (CTPYKTYPHOrO TMOJpasfe/ieHus) B TeuyeHue
repuojia, OXBaTbIBaeMOIO [JOKyYMEHTaMU Jejla, WM [Py [epejaye Jera B JPYryr0 OpraHu3aliio
(cTpykTypHOe TmOfpa3fesieHde), Ha OO0JIO)KKe [efla [JOMHChIBAeTCS HOBOe HAWMEHOBAaHHE 3TOM
OpraHv3aliii WM OpraHu3alyy-NpaBolipeeMHUKa (CTPYKTYPHOTO TOJpasfiefieHusi), a IIpeKHee
3aK/TI0UaeTcsi B CKOOKH.

2.14. 3arosioBOK Jiesia TepeHOCUTCs Ha O0JIOXKKY [lefla M3 HOMEHK/aTyphl fieJl OpraHu3aliu.
3aroJIoBOK [JOJDKEH COOTBETCTBOBATh COZEePKaHUI0 JJOKYMEHTOB B Jierie.

B Tex ciyuasix, Kor/ia /leJio COCTOUT U3 HeCKOJbKMX TOMOB (4acTeit), Ha 00JI0)KKY KaXK/I0ro ToMa
(uacTu) BBIHOCUTCSI OOIIHIA 3ar0/IOBOK /eI, a IPU He0OXOIUMOCTH - 3aT0JIOBOK KaXKZI0r0 ToMa (YacTH).

B 3arosioBkax [Jen, cojep)KaluX KOIMHU [JOKYMEHTOB, yKa3bIBaeTCsi Ha KOJIMUECTBO KOIHH.
[ToAMMHHOCTE JOKYMEHTOB Jie/la B 3ar0JIOBKe He OrOBapyBaeTCsl.

2.15. Ha obnoxke fena ykasbiBaeTcsi fata Jena - rof(bl) 3aBe/leHUs] U OKOHUAHUs Jlena B
[,eJI0NIPOM3BO/ICTBe.

Ecnv B Jie/io BKI/IIOUEHBI JOKYMEHThI (Harpumep, MpWIOXKeHUs), JaTa KOTOPhIX He COBIMAaJaeT C
JIaTOM [eia, TO MO/ AATOW C HOBOM CTPOUKH ZieslaeTcst 00 3TOM 3arvcCh.

Marta fena mMoxkeT He yKa3bIBaThCsl TOJBKO Ha 00JI0XKKaxX fes, Ccofep)Kall[uX ro/loBbie IJIaHbl U
OTYeThl U JIpyrue JOKyMeHTBI, JaTbl KOTOPBIX OTPa)KaroTCs B 3ar0JIOBKax JeJl.

[Tpu obo3HaueHUM JaThl JOKYMEHTa CHayasja yKa3bIBaeTcCs YMCJIO, 3aTeM Mecsl| U rof. Yucio u
roz; 0603HauaroTCst apabckumu Ldpamu, Ha3BaHUe Mecsja - CJIOBOM.

Ecmu para JOKyMeHTa WM OT/e/bHble ee 3/eMeHThbl ONpeJesisitoTcs TPUOIU3UTeNbHO, Ha
OCHOBaHMM aHa/aM3a COJ/lepXKaHus JI0OKYMeHTa, TO JlaTa WM OTJe/ibHble ee 37eMeHThbl, He abCOT0THO
JI0OCTOBepHbIe, 3aK/IF0UYAI0TCSl B KBaZlpaTHbIe CKOOKH.

2.16. O6si3aTeNbHBIMK PEKBU3UTAaMH OOJIOKKHM [lesla SIBJISTFOTCSI YKa3aHWe KOJIMUecTBa JIMCTOB B
Jene) (MpocTaB/sieTCsl HA OCHOBAaHWM JIMCTa-3aBepUTe/Isl Jlejla) U CPOK XpaHeHUs Jena (Ha Jenax
TIOCTOSTHHOT'O XPaHeHUs NMUIIeTCs: " XPpaHUTb MIOCTOSTHHO").

2.17. U3meHeHus cocTaBa [OKYMEHTOB Jena (U3bSTUS, BK/IOUEHUS [OKYMEHTOB, 3aMeHa
JOKYMEHTOB KOIHWsIMU) OTpakatoTcsi B rpade "IlpumeuaHve" BHyTpeHHeH OMUCH CO CChLIKaMH Ha
COOTBeTCTBYIOLMe aKThl. [Ipy Heo6X0oAMMOCTHM MOryT OBITH COCTaBeHbl HOBash WTOroBasi 3allvcCh K
BHYTPEHHeM OIYCH U JIMCT-3aBepUTesb Jiea.

2.18. [lena mepeparOTCsi B apXuB OpraHu3allid II0 OIMMCSIM, COCTaB/IeHHbIM B CTPYKTYPHBIX
NoZipasziesleHusIX.

Onucu fgen CTPYKTYPHBIX MOJpa3/ie/eHUui COCTaB/SIIOTCS 0 yCTaHOBJIEHHOM (opMe B JBYX
3K3eMIUIIpaX M TNPeJCTaB/SAIOTCI B apxXWB OpraHv3alldd He [I03/lHee 4YeM uYepe3 OJWH ToJ IoCje
3aBepLLeHUs Jie/1 B [1eJI0IIPOU3BO/ICTBE.

OnmcK coCTaB/IAIOTCS OTZE/BHO Ha Jiesla MOCTOSSHHOTO XpaHeHus; Jena BpeMeHHbIX (cBbie 10
JIeT) CPOKOB XpaHeHHWsl, U Jefa, COCTOsIMe W3 [JOKYMEHTOB, XapaKTepHbIX TOJIbKO [J/s1 [JaHHOU
oprann3atmy. OTfenbHbIe OMMCH COCTaBJSIOTCS HAa €[AMHULIBI XPaHeHWs 3/1eKTPOHHBIX [OKYMEHTOB
MOCTOSTHHOT'O XpaHeHus1; BpeMeHHbIX (CBbIle 10 j1eT) CDOKOB XpaHeHUs.

2.19. Tlpu cocTaB/ieHWH OIMCH [ie/l CTPYKTYPHOTO TIOZpa3zienieHust COOMI0/ar0TCsl CIeAyrole
TpeGoBaHwUsI:

® 3dIr'0JIOBKHM eJ/I BHOCATCA B OIIMCh B COOTBETCTBUMU C HpI/IHHTOP’I CXeMou CUCTEMATHU3dLIMKU Ha
OCHOB€ HOMEHK/IATYyPhI eI,
b KaXXaoe [ejJI0 BHOCUTCA B OIIMCb I10J, ITIOPpAAKOBBIM HOMEDOM (ECJ'II/I Aej0 COCTOUT Hu3

HECKOJIbKUX TOMOB WM YacTel, TO KaXAbIM TOM WM YaCThb BHOCSATCS B OIMMWChH TI0J, TIOPSIIKOBBIM
HOMEpOM);

. rpadbl OMUCH 3aroJTHSIOTCS B TOYUHOM COOTBETCTBUM CO CBeJIeHUSIMH, KOTOPbIe BhIHECEHBI
Ha 00/IOXKKY [iena;



. rpada onmcu "IIpriMeuaHye" UCTIONb3YyeTCs i OTMETOK O TipueMe e, 0COOeHHOCTSIX
(h131uecKoro COCTOsIHUSI, O Tiepefjaue Jiell APYTMM CTPYKTYDHBIM TO/pas/ie/ieHHsIM CO CChLTKOM Ha
HEOOXOJUMBIN aKT, O HaJTMUMUH KOIIMH.

B KoHIle orvcu Bcef, 3a IMOC/eHeM OIucaTenbHON CTaThel 3aroJIHAeTCs UTOroBasl 3alllcCh, B
KOTOpOM yKa3bIBatoTCs (LdpaMu U TPOIMCHI0) KOJIMYECTBO Ziesl, MepBbIi U MOoCaeHUN HOMepa [iefl T0
OTUCH fle/l, a TaKXKe OroBapUBAIOTCsS OCOOEHHOCTU HyMepaljuM fie/l B OMUCHU (Hajuuyhe JUTePHBIX U
MPOMYIL€HHBIX HOMEPOB).

2.20. Tlepen BHeceHMeM 3aroJjIOBKOB JieJl B OIKChb MPOBEPSIIOTCS KauecTBO (HOPMUPOBAHUS U
odopmsieHus fiesi, COOTBETCTBUe KOJMUeCTBa /ie/l, BHOCUMBIX B OIMUCh, KOJIMUECTBY 3aBe/IeHHBIX fiesT 10
HOMEHKJIaType ZieJl OpraHu3aruu.

2.21. TIlpu mnpocMoTpe [en TIPOBEpPSIOTCA: COOTBETCTBHE 3arojioBKa Jejla COJeprKaHuro
JIOKYMEHTOB B JieJie; TPaBUJIbHOCTb OGOpPM/IEHUS U TPYNIUPOBKUA JOKYMEHTOB, BK/IHOUYEHHBIX B [I€J10;
KaueCTBO TMOAIIVBKA WM TeperieTa Jesa; NMpaBUIbHOCTh HyMepaluu JIUCTOB [ie/la; Haludue B fiefie, B
HeoOXOUMBIX CJlyuasiXx, BHyTpeHHel OMWCH [lela U TIPaBWIBHOCTH €e COCTaBJ/ieHWs]; TPaBUIbHOCTD
ohopmiieHrs1 00I0KKH fiefia; Hanudve U TIPaBUIBHOCTD JIUCTa-3aBepuTes flea. B ciyuae oOHapyskeHUst
HapyllIeHUs] yCTaHOBJ/IEHHBIX TIPaBU/I (hOpMUPOBaHUS U 0(hOpPMIIeHHS iesT OHU JIO/KHBI ObITh YCTPaHEHBI.

2.22. B ciiyuae oOHapyKeHHsI OTCYTCTBHS [1e/T, YMC/IAIAXCS 110 HOMEHK/IaType /ie/l OpraHu3ariuy,
CTPYKTYPHBIM TIO/pa3/ie/ieHueM TIPUHUMAIOTCS Mephl TI0 po3bICKy. OOHapy)KeHHbIe fiefia BK/IIOUYAlTCS B
omnuch. EC/M NIpUHATBEIE MEPBI He Jja/id pe3y/IbTaToOB, TO Ha HeOOHapy>KeHHbIEe [leJla COCTAB/ISETCS akT 00
yTpaTe [OKYMEHTOB, KOTOPBIM TMOANWCHIBAETCS DPYKOBOAMUTENEM CTPYKTYDHOTO TMoJpa3jeneHus U
riepe/iaeTcsi BMeCTe C OMUCHIO [ieJ1 CTPYKTYPHOTO TOoZipa3/ie/ieHyst B apXUB OpraHr3aliuu.

2.23. Tlepemaua el B apXWB OpraHU3alluM OCYILECTBJIsseTCs 10 rpaduKy, COrJacOBaHHOMY C
PYKOBOJUTE/ISIMA CTPYKTYPHBIX MO/Ipa3/ie/ieHu, nepejaolliiX JOKYMEeHThl B apXUB, U YTBEPXKIEHHOMY
PYKOBOJMTE/IEM OpraHM3alvu.

2.24. B mepuos TOATOTOBKU fe/l Ha OyMa)KHOM HOCHUTee CTPYKTYPHBIM I0/Ipa3fie/ieHueM K
repejilaye B apXvMB OpraHu3alliy COTPY/JHHMKOM apXvBa MpPOBepseTCs MPaBUIbHOCTb WX (DOPMHPOBAHUS,
opopmsieHHsI U COOTBETCTBUE KOJMYeCTBAa JieJl, BK/IIOUEHHBIX B OINUCh, KOJWYECTBY e,
c(hOpMHPOBaHHBIX B COOTBETCTBUM C HOMEHK/IATypOH Ziesl opraHu3aiuu. Bce BbisiBlIeHHBIe MPY TIPOBEpKe
He/I0CTaTKh B (DOPMHPOBAHMU U ODOPMJIEHUH Jle/T PAOOTHUKU CTPYKTYPHOTO TIOJpa3eneHusi 00s3aHbI
YCTPaHUTb.

2.25. Tlpuem-miepesaua fiel B apXWB OpPraHU3allid TPOW3BOAMTCS pabOTHUKOM apXHBa
OpraHu3alyy B TPUCYTCTBUM PabOTHUKA CTPYKTYpPHOTrO TojpasjesieHus. Ha sK3emriisipax OMUCH e,
JIOKyMEHTOB TPOCTaB/IsIeTC OTMETKAa O Ha/lWuyuu [Jefia. B KOHLe KaK[JOro 5K3eMIuisgpa OMNUCH
yKa3bIBalOTCsA LU(PpaMd M TIPOMHCHI0 KOMUUECTBO (DaKTUUECKH TPUHATBIX B apXvB e, HOMepa
OTCYTCTBYIOLLMX [le/l, laTa MpreMa-fepeiaud e, a TakKe TOAMUCH JIULja, OTBETCTBEHHOTO 3a apXuB, U
/LA, TepejiaBliero fea.

2.26. Cniocob6 XpaHeHUsI PerMCTPOB OyXTaaTepcKoro ydeTa, MEePBHUUHBIX YUYETHBIX JOKYMEHTOB
Jo/bKeH obecrieurBaTh WX 3allUTy OT HECAHKI[MOHHWPOBAHHBIX WCIIPAB/IEHUM, yTepe LeJI0OCTHOCTH
vHbOpMaI[iy B HUX U COXPAaHHOCTU CaMUX JJOKYMEHTOB.

2.27. BbINosiHEHWe COOTBETCTBYIOIIMX TpeOOBaHMN K XPAHEHUIO [JOKYMEHTOB OCYIIeCTBIIsIeT
JINLI0, OTBETCTBEHHOe 3a WX (opMUpOBaHWe, /10 MOMEHTa WX C/aud B OyXTraaTepcKyr CiyXO0y
YupesxieHusi, a TIocjie cZiauu B OyXraaTepuro — rJIaBHbIM OyXranrep Wid JUL[0, UM Ha3HaUeHHOe.

2.28. TlepeBo/; JIOKYMEHTOB, COCTAB/IEHHbIX Ha OYMa)>XHOM HOCHUTeJIe, B 3JIEKTPOHHBIN CKaH-00pa3
C LleJTbIO TIOC/IeAYIOLETr0 XpaHeH!sl He 10Ty CKaeTCsl.

3. XpaHeHMHe 3/IeKTPOHHBIX I0KYMEHTOB /10 [lepeJayll B apXuB

3.1. Tlepeaua 3/1eKTPOHHBIX JOKYMEHTOB B apXWB OpraHU3alluM MPOM3BOJUTCS Ha OCHOBaHWHU
OnuMcell 3MeKTPOHHBIX JeJl, JOKYMEHTOB CTPYKTYPHBIX TOfipasfiefieHdd 10 WHGOpPMalMOHHO-
Te/IeKOMMYHUKAILIMOHHOW ceTH (TIPpY Ha/IMUUU B apXUBe OpraHu3aliyd WHGOPMAalMOHHOW CUCTeMbl) WU
Ha ¢usnueckd 000COOMEHHBIX MaTepUalbHBIX HOCHUTENSIX, KOTOpble TIPeJCTaB/SIOTCS B /IBYX
WJIeHTUYHBIX 5K3eMIIsgpax.



3.2. Ilpu nepejjaue 3/1eKTPOHHBIX JOKYMEHTOB B apXUB OpPraHu3aliiy BbIMIOJHAKTCA C/IeAyroLye
OCHOBHbIE TIPOLIeZYPhl PAOOTHI C JOKyMEHTaMU:

. ¢bopMupoBaHre B UH(OPMALIMOHHOW CHCTeMe OpraHu3allui 3JeKTPOHHBIX e,
SIBJISIFOLL{MXCS] COBOKYTTHOCTBIO KOHTEMHEPOB 3/IEKTPOHHBIX JOKYMEHTOB UM KOHTEHEPOM 371eKTPOHHOTO
JNOKYMEeHTa, CO/Iep)Kall[uM KOHTeHT U MeTaj/laHHble 3/IeKTPOHHOTO AOKyMeHTa, (ailjibl 3/1eKTPOHHBIX
TIO/IMUCeN U BU3ya/IM3MPOBaHHYHO KOIHIO TEKCTOBOTO 3/IEKTPOHHOTO IOKyMeHTa B ¢opmate PDF/A;

. (hopMHpOBaHNe OMMUCH 3IEKTPOHHBIX Jlefl, JOKYMEHTOB CTPYKTYPHOTO M0/ipa3/ie/ieHus;

. IIpPOBEpPKa apXMBOM OpraHM3aliuM 3/IeKTPOHHBIX JOKYMEHTOB Ha Ha/luuuie BpeZOHOCHBIX
KOMIIbIOTEePHBIX IIPOrPaMM;

. TIpOBepKa BOCIIPOU3BOAUMOCTH 3/IEKTPOHHBIX JOKYMEHTOB;

. NpoBepKa (PU3MUeCKOr0 M TEeXHUUeCKOrO0 COCTOSIHUSI HOcuTesnell (Mpyu Tepejaue

3JIeKTPOHHBIX [JOKYMEHTOB B apXWB OpraHu3aluu Ha @u3nuecku 000COOIeHHBIX MaTepualbHbIX
HOCHUTeJISX);

. TpoBepKa TIO/JIMHHOCTH 37€KTPOHHOM TMOAIMCH, KOTOPOW TOAIMCaH 37eKTPOHHbIN
JIOKYMEHT.

3.4. TlpueM »5/IeKTPOHHBIX JIOKYMEHTOB B apXuB OpraHus3aldd 1o WHGOPMAaIMOHHO-
Te/IleKOMMYHUKALIMOHHOW ceTH (TIpY Ha/IMUUU B apXUBe OpraHu3alyyd WH(GOPMAalMOHHOW CUCTeMbl) WU
Ha ¢u3nueckrd 060c06/1eHHBIX HOCUTEJISIX 0(hOPMIISIETCSI COCTaBIEHHEM UTOTOBOM 3aIvCH B KOHIIE OTIMCH
3/IeKTPOHHBIX [ie/l, JAOKYMEHTOB, B KOTOpPOW LudpaMud U TIPOTMKCHIO YKa3bIBaeTCs KOJUUECTBO
(hakTHUeCKH TIDUHATBIX B apXUB 3/IEKTPOHHBIX [ie1 U 3/71eKTPOHHBIX [JOKyMeHTOB. VToroBasi 3amuch
MOATBEPKaeTCs TOANUCAMM COTPYJHUKA apxyMBa M COTPYJHUKA CTPYKTYPHOrO TOApa3feeHus,
riepe/iaBIlero 371eKTPOHHBIE Jiefa U JOoKyMeHThl. [Ipy rnpyueMe Ha apXuMBHOe XpaHeHHWe 3J1eKTPOHHBIE Jiela
3aBepSIFOTCS  /IEKTPOHHOW TMOJIUCBI0 PYKOBOJUTE/s] OpraHu3alUuM, WIA YIOJHOMOYEHHOrO0 WM
JOJDKHOCTHOTO JIALIA.

[Tocne mpueMa B apXuB 3/IEKTPOHHBIX JJOKYMEHTOB Ha (hHU3UUeCKU 000CO0/IEHHBIX MaTepUaTbHbIX
HOCUTE/ISIX BKJ/Ia/bIlIY, MOMelleHHble B (yT/asp eJAWHWLbI XpaHeHWs B CTPYKTYDPHOM I10/ipa3/ie/ieHuH,
3aMeHSIIOTCS Ha BK/IAZIbIIH, 0hOpM/IeHHbIe B apXUBe.

3.5. Ha Bkjajpllle, moMeljaeMoM B (YT/Sp eIWHULbl XpaHeHUs, OQOpMJIIeMOM B apXuBe,
YKa3bIBaeTCs:

. HavMEeHOBaHWe OpraHu3aruu (TI0THOe, COKpallleHHOoe);

. HoMep (oH[Ia;

. HOMep OIMCH JIEKTPOHHBIX [ieJl, JOKYMEHTOB;

. HOMeD /JieJia 110 OIHCH;

. OTMeTKa O CTaTyCe 3K3eMIUIsipa 3/IeKTPOHHBIX JOKYMEHTOB;

. KpaiiHue []aThl JOKYMEHTOB 3/IEKTPOHHOTO [Ie1a;

. NPy HEOOXOAMMOCTU 0(OPMIISIFOTCS IOTIOTHATE/IbHBIE OTMETKU 00 OrpaHUYeHHH [JOCTYTIa

K JJOKyMeHTaM.

Bkyazipiin nomeirjaetrcss B QyTasip ¢usnueckd 060C0OI€EHHOTO MaTepUabHOTO HOCHUTE/IST TaKUM
obpa3om, UToObI HAZAIMKUCH Ha HeM ObLTH BHHBI TIPH 3aKPBITOM GYT/IsIpe.

3.6. Boigaua OyxXraaTepckol JOKYMEHTAlUK U3 OyXraaTepuy WK apXuBa JIOMyCKAeTCsl TOIbKO B
WCK/TIOUMTE/IbHBIX C/IydassX C paspelleHdss IJIaBHOTO Oyxranarepa, WHBIX [JO/DKHOCTHBIX JIHI,
OTBETCTBEHHBIX 3a XpaHeHHe JOKYMEeHTOB.

3.7. Tlo TpeGOBaHWIO KOHTPOJIUPYIOIIUX BEJIOMCTB, HA/JIOTOBOM WHCIEKI[UW KOTTMHM 3/IEKTPOHHBIX
JIOKyMEHTOB PacreuaTbIBalOTCs U 3aBEPSIFOTCS B YCTAHOB/IEHHOM 3aKOHOM TOPSiZKe.

3.8. B ciyuae 3aMeHbI TeXHUKH, ITPOrPAaMMHOTO 0OecrieueHUst W T. TI. 3JIEKTPOHHbIE JOKYMEHTBI
Mo//ieXKaT Mepe3arucHy.

3.9. Hacrosliliee 11o/i0)keHre BCTyTaeT B CUTYy C MOMEHTA ero yTBeP K eHHs.

3.10. Hacrosiiee TMo/0)KeHWE [OBOJUTCA /10 CBeZIeHHsI BCeX PAOOTHUKOB TEPCOHAIBbHO TO[
POCTIUCh
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