


9. B uensax obecneyeHna COXPaHHOCTM W 3aKpenneHns nopsaka pacnonoXeHns
LOKYMEHTOB, BKIIOYEHHbIX B Aeno Ha ByMaXHOM HocuTerne, BCe ero nucTbl (KpoMe nucra-
3aBepuTena gena M BHYTPEHHEW ONUCK) HYMEpPYHOTCS B BanoBOM Mopsake apabckmmmn
undpamun, KOTOpble MPOCTaBMSATCA B NMPaBOM BEPXHEM YrIy NMCTa AOKYMEHTa MPOCTbIM
rpaouTHbIM  KapaHgawom UM HymepaTopom. YnotpebneHme 4epHUn U LBETHbIX
Kapargawewn ANa Hymepaumm nUcToB 3anpeldaeTtca. JICTbl BHYTPEHHEN OnnCK AOKYMEHTOB
Aena HyMepyrTCcsa OTAENbHO.

JInctel gen, coCTOAWMX N3 HECKOMBbKMX TOMOB UMM YacTen, HYMEPYIOTCA MO KaX4oMy
TOMY WIK YacTu OTAENbHO.

CnoXeHHbI NNCT pa3BopavmBaeTCa U HYMepyeTcs B NpaBoOM BEpxXHeEM yrny. [1pn atom
nnct noboro opmara, MOALMTBIA 32 OAMH KpaW, HYMEPYeTCs Kak OfuH IUCT, JUCT,
CNOXEHHbIN U NOALUNTBIN 38 CEPEANHY, NOANEXUT NepeLLmBKe N HYMEPYETCA Kak OAWH NNCT.

JInct ¢ Harnyxo HakneeHHbIMM AOKYMEHTaMM HyMepyeTca Kak oauH nuct. Ecnm k
AOKYMEHTY MOJKMNeeHbl OAHWUM Kpaem JApyrne [OKYMEHTbl (BbIPE3KW, BCTaBKM TEKCTa,
NnepeBOAbl), TO K&XKAbIA 4OKYMEHT HYMEPYETCA OTAENBHO.

MopgwwuTble B AEN0 KOHBEPTbl C BMOKEHUAMW HYMEPYIOTCH, MpW 3TOM BHavane
HYMEpYyeTCsa KOHBEPT, a 3aTeM o4epeHbIM HOMEPOM - KK 0€ BIOXEHNE B KOHBEPTE.

Moawntele B Aen0 AOKYMEHTblI C COOCTBEHHOM Hymepaumenm nuctoB (Bkrovas
neyaTHble M3gaHUs) MOTYT HyMepoBaTbCA B OOLEM MOPSAKE UMM COXPaHSATb CODCTBEHHYHO
HyMepaLmIo, €Cnin OHa COOTBETCTBYET NOPSAKOBOMY PacrofnoXeHMO NNCTOB B AENe.

B cnyuasx obHapyxeHus 6onbworo uucna owmbok B Hymepauuum nMCTOB Aena
nposoauTca nepeHymepauuns. MNMpu Hanmynm oTaenbHbIX OWNMBOK B HyMepaumm NMCToB agena
aonyckaeTtcs ynotpebneHme nuTepHbIX HOMEPOB NUCToB (Hanpumep, 18A).

10. Jlnct-3aBepuTtens gerna CoCTaBNAeTCH Ha OTAENbHOM IUCTE, B KapToTekax - Ha
OTAENbHOM nUCTe dopmaTta KapTodku. JlucT-3aBeputene fgena noanucbiBaeTca ero
coctaBuTenem. Bce nocnegyrowime n3ameHeHs B COCTaBe N COCTOAHUM aena (NOBpeXaeHns,
3aMeHa MOANMHHbIX [OKYMEHTOB) OTMEYalroTCA B JMCTE-3aBepuTeNne CO CCbINKOW Ha
COOTBETCTBYHLLMI aKT.

3anpelyaeTcs BbIHOCUTL NUCT-3aBepUTENb Ha OBNOXKY Aena unmM 4uctbii 060poT
nicTa nocnegHero fokymeHta. Ecnv geno nogwuvrto mnn nepenneTteHo 6e3 GnaHka nucra-
3aBepuTens, OH AOMMKEH ObITb HaKnNeeH 3a BEPXHIO 4acTb NUCTa Ha BHYTPEHHIOK CTOPOHY
0BNOXKM B KOHLE Aena.

11. Ha obnoxke p[en nocCTOsHHOrO XpaHeHus npegycmaTpuBaeTcs MeCcTO Ans
HaMMeHOBaHNA rocyAapCTBEHHOrO (MyHULMNANbHOIO) apxmea, B KOTOPLIW Aena yypexaeHns
OyayT npuHAThl. MNpy odhopmneHnn o6nNoXKn Aena HaMMmeHoOBaHNe opraHn3aunn ykasblBaeTcs
MOMHOCTBIO, B WMEHUTENbHOM nagexe. [lonHoe HavmeHoBaHWEe opraHa-yuypegutens
yKa3blBaeTCA Hah HaWMEHOBAHWEM YupeXaeHus (Takke B WMEHUTENbHOM nagexe).
CokpalleHHble HauMeHoBaHWUS (MPU HanNnyuMK) yKasbiBalOTCA B CKOOKax nocre MosfHoro
HanMeHOBaHNA.

Mpn wn3MeHeHNn HauMeHOBaHWA opraHmMsaumm (CTPYKTYPHOro nogpasgeneHns) B
TeYeHne nepuoaa, OXBaTbiBAEMOro AOKYMEHTaMW Aena, Unn npu nepegade gena B Apyryro
opraHusauuito (CTPYKTYpHOE noppasfeneHune), Ha obnoxke pgena [ONUCbIBAeTCA HOBOE
HauMeHOBaHWE 3TOW OpraHu3auum unn opraHusaymm-npaBonpeemMHmka (CTPYKTYPHOro
noapasgaeneHus), a NpexHee 3aknio4aeTca B CKOOKN.

12. Ha obnoxke gena ykasblBaroTCs:

- HAMEHOBaHMEe OpraHn3aunn N ee HenocpeacTBEHHAsA NOAYNHEHHOCTb;

- HAMEeHOBaHMe CTPYKTYPHOro NoapasfeneHns,

- UHAEKC pena;

- HOMep ToMa (4YacTi);

- 3aronoBok gena (Toma, 4yactu);



- KpanHwe garbl gena (Toma, 4actin);

- KOIM4YeCTBO NUCTOB B Aene (ToMe, YyacTh);

- CPOK XpaHeHuna gena;

- apXxMBHbIV WIUDP aena.

13. 3aronoBok pena Ha OyMaXHOM HOCUTENE U 3aroflOBOK SNEKTPOHHOro Aaena
nepeHocAaTca Ha OBNOXKY Aena (3NeKTPOHHOro gena) u3 HOMEHKNaTypbl Aen opraHuvsauun.
3aronoBoK AOMKEH COOTBETCTBOBATL COAEPKAHNIO JOKYMEHTOB B AENe.

B Tex cnyudasix, korga Aeno COCTOUT K3 HECKONbKMX TOMOB (4acTeun), Ha OBnoXky
Kaporo TtomMa (4actum) BbIHOCUTCA ODWMA 3aronoBOK Aena, a npu HeobxogumocTtu -
3aronoBOK KaXXaoro Toma (4actm).

B 3aronoskax fen, cogepxawimx KOMuMM AOKYMEHTOB, YKa3blBaEeTCH Ha KONMMYeCTBO
konuin. [NoanNMHHOCTL AOKYMEHTOB ena B 3arofloBKE HE OroBapyBaeTCs.

14. Ha obnoxke gena ykasbiBaeTcs aarta gena - rog(bl) 3aBefeHns U OKOH4YaHus gena
B Aenonpou3Boactee. Ecnn B Aeno BKMOYEHbl AOKYMEHTbI (Hanpumep, npunoxenHus), agarta
KOTOPbIX HE COBMagaeT C Aaton gena, TO nog AaTton C HOBOW CTPOYKM genaetcs ob atom
3anuck. [lata gena MoXeT He yKasblBaTbCA TONMbKO Ha ODNOXKax Aen, CoaepXalmx rogoBble
nNaHbl U OTYETbI U ApYrie OKYMEHTbI, AaTbl KOTOPbIX OTPaXKaroTCH B 3arofioBkax Aen.

Mpn 06o3HaYeHnn gatbl 4OKYMEHTa CHavana ykasblBaeTCsa YMCIo, 3aTeM MeCSL, U rof,.
Yucno v rog obosHavaroTesa apabckumm umdpamu, HasBaHUe Mecsua — CrioBoM (Hanpumep, 1
okTabps 2020 roga). Ecnu gata goKyMeHTa unm OTAENbHbIE €€ 3MEMEHTbI ONpPeaensarTcs
NpnbnNn3nTensHO, Ha OCHOBaHUN aHanmsa COAEPXXaHNa AOKYMEHTa, TO Aarta Unu OTAEMNbHbIe
ee 3MNeMeHTbl, He abCONTHO AOCTOBEPHbIE, 3aKNKOYaTCA B KBaApaTHbIE CKODKW.

15. Obsas3artenbHbIMN pekBu3NTamMn OBNOXKKM Aena SBMAOTCA yKasaHue Konudectsa
NMCTOB B Aene) (NpocTaBnaeTca Ha OCHOBaHUM NUCTa-3aBepuTens aena) n CPoK XpaHeHus
Aena (Ha genax noCTosHHOro XxpaHeHua nuweTca: "XpaHnTb NOCTOAHHO").

16. N3ameHeHna cocTaBa AOKYMEHTOB gena (U3baTusA, BKITHOYEHUS 40KYMEHTOB, 3aMeHa
AOKYMEHTOB KONuamMM) oTpaxarotca B rpade "lMpumevaHne" BHyTPEHHEN ONUCK CO CCbISTKaMy
Ha cooTBeTCcTBYyHOWME akTbl. Npn HeobxoanmMocTn MoryT BbITb COCTaBMNEHbI HOBas UTOrosas
3anncb K BHYTPEHHEW ONUCU U NNCT-3aBepuTEnNb Aena.

17. [dena nepeparoTca B apxmB opraHuvsauMm no OnucaM, COCTaBfEeHHbIM B
CTPYKTYPHbIX NOAPa3aeneHnsX.

Onucun gen CTPYKTYPHbIX MOAPa3feneHnn COCTaBNATCA No yCTaHOBEHHOW dopMe B
ABYX 3K3eMnnapax v NpeacTaBnatoTCs B apXMB YUPEXAEHUS HE NO3AHEe YeM Yepes O4UH rof
nocrne 3aBepLUeHNa Aen B 4enOonNpon3BoOACTBeE.

Onucn cocTaBnalTCA OTAENBHO Ha Aena NOCTOSAHHOrO XpaHeHus, Aena BpeMEeHHbIX
(cBblwe 10 neT) CPOKOB XpaHeHUs, 1 gena, CoCToAWwme N3 JOKYMEHTOB, XapaKTepHbIX TONbKO
ANna paHHou opraHmsadun. OThenbHble OnMUCKM COCTaBMSAKTCA Ha E€4WHWULBI XpaHeHWA
3MEKTPOHHbIX AOKYMEHTOB MOCTOSHHOIMO XpaHeHWUs, BpeMeHHbIX (CBbiwe 10 neT) Cpokos
XpaHeHus.

18. lpu cocTtaBneHMM OnNUCKU [en CTPYKTYPHOro nogpasgeneHns cobnwioparTtcs
cnepyowme TpeboBaHms:

- 3arofioBKM [Aen BHOCATCA B ONUCb B COOTBETCTBUM C MPUHATOWM CXEMOM
cucTemaTnaaumm Ha OCHOBE HOMEHKNaTypbl AeN;

- K&K[0€e 4eno BHOCUTCHA B ONUCb NOA MOPAAKOBLIM HOMEPOM (ECNN AeNo COCTOUT U3
HECKONMbKMX TOMOB WM 4YacTen, TO KaKAbih TOM WM 4YacTb BHOCATCA B OMNWUCb MOA
NOPSAKOBBIM HOMEPOM);

- rpadbl ONMCKU 3amMoNHATCA B TOYHOM COOTBETCTBMM CO CBEAEHUSMM, KOTOPbIE
BbIHECEHbLI Ha 0BNOXKY Aena;



- rpada onucm '"TlpumedyaHne" ucnonb3yeTca Ang OTMETOK O npuemMe gen,
0CODEHHOCTSAX  (PMBMYECKOro  COCTOSHMA, O nepejade gen  ApYyrM  CTPYKTYPHbIM
noapasaeneHmsM co CCbINKOM Ha HEOOXOANMbBIN aKT, O HaNMYUN KOMUI.

B koHUe onucw BCneg 3a NocrneaHen onucaTenbHOM CTaTbeN 3arnofHAETCA UToroBas
3anMcb, B KOTOPOW YykasbiBaoTCA (UMdpamMm U NPOnmUCbIO) KONMMYECTBO AEn, NeEpBbIM U
nocrnegHU HomMepa Aen no onucKu Aen, a Takke oroBapuBaroTCa OCOBEHHOCTU Hymepauuu
Aen B onucK (Hanuymne nUTepHbIX 1 NPONyLLEHHBIX HOMEPOB).

19. [lepen BHeCeHMEM 3arofioBKOB €N B ONUCb MPOBEPAOTCA  KayecTBO
dhopmupoBaHNa 1 oPoOpMNIEHNS gern, COOTBETCTBME KONMYecTBa Aerl, BHOCUMbIX B OMUCH,
KONNYECTBY 3aBeAEHHbIX AeN N0 HOMEHKNAaType Aen opraHmsauun.

20. MNMpn npocmoTpe gen NpoBepsTCA: COOTBETCTBME 3arofioBka ena coaepXaHuto
LOKYMEHTOB B A€ene; NpaBUibHOCTb OPOPMITEHNSA N FPYNMNPOBKN AOKYMEHTOB, BKIHOYEHHbIX B
Aeno; Ka4yecTBO MOALUMBKM UNW nepenneta Aena; npaBunbHOCTb HymMepauun NUCToB Aena;
Hanuyne B gerne, B HeOODXOAUMBLIX CryyYasax, BHYTPEHHEW OnucK Aena n npaBuibHOCTb €€
COCTaBNeHWS; NPaBUibHOCTL 0POPMINEHNA ODNOXKL Aena; Hannyme 1 NpaBuibHOCTb NUCTa-
3aBeputena pgena. B cnyyae oOHapyxeHMs HapylweHUs YCTaHOBMEHHbLIX npaBun
dhopmmpoBaHNa 1 0HPOPMAEHNS AN OHU LOSMKHBI ObITb YCTPaHEHbI.

21. B cnyyae obHapyXeHus OTCYTCTBMS A€, YUCHALWMXCA MO HOMEHKNnatype Aen
opraHusauun, CTPYKTYPHbIM  MOApPa3feneHneM  MPUHUMAatroTCA  Mepbl MO PO3bICKY.
OBHapyXeHHble gena BKNH4YaTCa B ONUCk. ECnn NpuHATLIE Mepbl HE Aanu pesyneTartos, TO
Ha HeoOHapyxeHHble f[ena cocTaBnsgeTca akt 06 yTparte LOKYMEHTOB, KOTOPbLIN
NoANUCHLIBAETCH PYKOBOAUTENEM CTPYKTYPHOrO nogpasfeneHns n nepefaetca BMecTe C
ONUCBIO Aen CTPYKTYPHOrO NoapasfeneHns B apxmB opraHmsaumn.

22. [lepepaya pen B apxvB OpraHu3aumm OCYLWECTBMSETCS NO  rpaduky,
cornacoBaHHOMY C PYKOBOAUTENSAMMU CTPYKTYPHbIX NoapasgeneHni, nepeaarolmx 40KYMEHTbI
B apXuB, N YTBEPKLEHHOMY PYKOBOAUTENEM YUPEXKLEHNS.

23. B nepuwog nogrotoBkn gen Ha OyMaXHOM HOCUTENE  CTPYKTYPHbIM
nogpasgeneHvemM K nepejade B apxmB OpraHMsaumMm COTPYAHMKOM apxuBa MNpoBepseTcs
NpPaBuMNbHOCTb KX OPMUPOBaHNA, OMOPMIIEHMA M COOTBETCTBME KONMM4YecTBa Jern,
BKIHOYEHHbIX B OMNUCb, KONUYECTBY AN, CPOPMUPOBAHHLIX B COOTBETCTBUM C HOMEHKNaTYPOW
Aen opraHusaumn. Bce BbISBNEHHbIE MpU NPOBEpKe Hepoctatkm B DOPMUPOBAHUN N
opopmneHmm gen paboTHUKM CTPYKTYPHOro noapasgeneHms oba3aHbl yCTpaHUTb.

24. lMpuem-nepenada gen B apxmB yuYpeXaeHUs npomssoanTtca paboTHUKOM apxmBa B
npucyTCcTBMM paboTHUKA CTPYKTYPHOro noapasgeneHvs. Ha sksemnnapax onucu  gen,
LOKYMEHTOB NPOCTaBMAETCA OTMETKa O HanuumMm aena. B KOHUe Kaxaoro skaemnnspa onmcu
yKasblBaroTCa Ludpamn 1 Nponmncbo KOMMYECTBO (aKTUYECKNU MNPUHATBIX B apxmeB Aen,
HOMepa OTCyTCTBYHOLWMX [Aen, Jata npuema-nepejadvs p[en, a Takke nognucu nuuya,
OTBETCTBEHHOrO 3a apxuB, 1 Nnua, nepegasLUero gena.

25. llepepava onNeKTPOHHbIX AOKYMEHTOB B apxyMB MNPOM3BOAUTCS Ha OCHOBaHUMU
ONUCEWN 3MNEKTPOHHbLIX Aerl, LOKYMEHTOB CTPYKTYPHbIX NogpasgeneHni no NHTepHeTy nnmn Ha
CbeEMHbIX MarepuanbHbIX HOCUTENAX (HakonuTensax), KOTopble MNPeAcTaBnAroTCA B ABYX
NMOAEHTUYHBIX 3K3eMMNapax.

Mpn nepepade 3NEKTPOHHbLIX AOKYMEHTOB B apXuB OpraHu3auum BbINONHAKOTCA
crneayroLwme OCHOBHbIE Npoueaypbl paboThbl C LOKYMEHTaMMU:

- popmMMpOBaHME B MHMPPOPMaLMOHHOM CUCTEME OpraHu3aummn 3NeKTPOHHbIX Aen,
ABNAOLMXCA COBOKYMHOCTBI) KOHTEWHEPOB 3MEKTPOHHBIX AOKYMEHTOB UMM KOHTEUHEPOM
3NEKTPOHHOIo AOKYMEHTA, CoAepXXallMM KOHTEHT WU MeTafaHHble SNEKTPOHHOro AOKYMEHTa,
dhannbl 3NEeKTPOHHBLIX MNOAMUCEN W BU3yanuM3MpPOBaHHYHO KOMUIO TEKCTOBOrO SreKTPOHHOro
AokymeHTta B popmate PDF/A;



- (opmupoBaHME  ONUCK  3MEKTPOHHbIX  Aen, AOKYMEHTOB  CTPYKTYPHOro
nogpasgeneHus;

- MpoBepKa apxmBOM OpraHMsauum SNEKTPOHHbIX AOKYMEHTOB Ha Hanuuve
BPEAOHOCHBIX KOMMBKOTEPHbLIX NPOrpamm;

- NpoBepKa BOCMNPOM3BOANMOCTIN SNEKTPOHHBIX JOKYMEHTOB;

- npoBepka MU3NYECKOr0 M TEXHUYECKOrO COCTOAHWA HOcuTenew (npu nepepadve
3NEKTPOHHbIX AOKYMEHTOB B apXMB OpraHmsaumm Ha CbeMHbIX MaTepuarnbHbIX HOCUTENAX);

- NpoBepka NOASIMHHOCTU 3MEKTPOHHOM MOAMNUCK, KOTOPOW MNOAMUCAH 3NEKTPOHHbLIN
LOKYMEHT.

Mpmem SneKkTPOHHbIX AOKYMEHTOB B apxvB yudpexaeHna no WHTepHeTy wnn Ha
CbeEMHbIX HOCUTENSAX OGOPMNAETCA COCTaBNEHMEM WTOrOBOW 3anvCu B KOHLE Onucum
3NEKTPOHHbIX Aen, LOKYMEHTOB, B KOTOPOU LMdpaMn 1 NPONUCHIO yKasbIBAeTCA KONNMYECTBO
hakTMYeckn NPUHATBIX B apXUB 3MNEKTPOHHbIX AEN W 3MNEKTPOHHbIX AOKYMeHTOoB. WToroBas
3annucb MOATBEPXAAETCA MNOAMUCAMM COTPYAHMKA apxvBa W COTPYAHMKA CTPYKTYPHOrO
nogpasgeneHus, nepeaasBLUero 3NeKTPoHHbIE Aena U AOKYMeHThI. [pu npueme Ha apxmBHoOe
XpaHeHne JSneKkTPOHHbIE [Aena 3aBepsAlTCA  SMEKTPOHHOW MOAMUCBID  PyKOBOAUTENSA
opraHusayum, Nnm ynonHOMOYEHHOTO MM AOIMKHOCTHOrO nuua.

[Mocne npnema B apxvB SNEKTPOHHbBIX JOKYMEHTOB HA CbeMHbIX HOCUTENAX BKNaabILLK,
NnoMeLleHHbIEe B OYTNSAP €4MHULLI XPaHEHUS B CTPYKTYPHOM NoApasaeneHnn, 3aMeHsr0TCS Ha
BKNaabIWu, opOpMMEHHbIE B apXmBe.

Ha Bknagbiwe, nomeLwjaeMom B yTNAP eANHULBI XpaHeHns, 0hopMISEMOM B apxuBe,
yKa3blBaeTCs:

- HAMMeHOBaHWe opraHnsaunmy (NoHoe, CoKpaLLleHHoe);

- HoMep oHAa;

- HOMEP OMMUCK 3MNEKTPOHHbIX AN, AO0KYMEHTOB,

- HOMep Aena no onucwy;

- OTMeTKa O CTaryce 3K3eMnnapa 3NeKTPOHHbIX 40KYMEHTOB,

- KpavHue Aatbl JOKYMEHTOB 3MEKTPOHHOrO Aena;

- NMpY HeobXxoaMMOCTN OPOPMAATCA AOMOMHUTENbHbIE OTMETKM 06 OrpaHnyeHum
AOCTyna K JOKYMEHTaM.

Bknagbiu nomewaetca B ytnap dusnueckn obocobneHHOro martepuansHoro
HoCUTEensa Takmm obpasom, 4Tobbl HaaMMCK Ha HEM BbInNn BUAHBLI NPW 3aKPbITOM yTNSape.

26. Bblgada ByxrantepCkon fOKyMeHTaummn n3 Byxrantepum unm apxmea [0onyckaeTca
TONMBKO B UCKMOYUTENbHBLIX Crydasx C paspelleHna rnaBHoro Oyxrantepa, WHbIX
AOJDKHOCTHBIX NUL, OTBETCTBEHHbIX 3a XPaHeHNe JOKYMEHTOB.

27. Hactosilee nonoxeHne BCTyNaeT B CUMYy C MOMEHTa ero yTBepXKaeHUa nNpukasom
PYKOBOAUTENSA YUYPEXAEHUS N OOBOAUTCA LO CBEAEHMS BCeX pabOTHWKOB MEpPCOHanbHO C
OTMETKOWN 06 03HaKOMMNEHUN.



