HEJOCTATKMU, BBIABJIAEMBIE ITPU IIEPEJAYE APXUBHbBIX JTEJI HA
IFOCYJAPCTBEHHOE XPAHEHHUE

1. OTCYTCTBUE HEOBXOJMWMBIX TIOAINMCEN W TIEYATEM B OIUCU
ITEPEJABAEMBIX JIEJI Y TTPEVICJIOBUU K HEU
2. HEIOJIHBI COCTAB PEKBU3HTOB HA OBJIOXKE JIEJIA:

PexBU3HTEHI, TpOCTaBIIsIeMbIe Ha 00JIOKKE (TUTYIBHOM JIHCTE) Jeia, 0QOPMIISIFOTCS CIEIYIOIINM
obOpazoM:

Ha o0soxke J¢€J1a TIOCTOSAHHOT'O XpaHEHHUA YKAa3bIBAKOTCA CIACAYIOIMUEC PCKBU3UTHI.

» TI0JIHOC HAMMCHOBAHHE OPraHU3allMi Ha MOMEHT OKOHYAHHUS OMHCHIBAEMOTO MIEPUOIa
» 3aroJIOBOK Jieia (ToMa, 4acTu);

» HoOMep ToMa (Y4acTH) - IIPU HAIHYHUH;

>

KpaﬁHHe JaTbl Acja (TOMa, IIa.CTI/I) - U IUIAaHOB W OTYCTOB HE YKA3bIBANOTCS, a
BKJIIOYAKOTCA B COCTaB 3arojJOBKa,

A\

KOJIMYECTBO JIUCTOB B Jielie (TOME, YacTH);
CPOK XpaHEHHUSs JeNa;

» apxuBHBIA mmdp nena (BkIoYaeT HoMep GoHIa, HauMHAIOIUICS ¢ OyKBBI «P-», HOMEp
OTIMCHU ¥ HOMED JIea)

3. HECOOTBETCTBUME PEKBU3UTOB JIEJI HA OBJIOXKE JEJIA U B OITMCU
4. HEIIOJIHOE O®OPMIJIEHUE OTAEJIBHBIX JAEJI:

[TonHoe odopMmieHue Jena TOCTOSIHHOIO CpOKa XpaHeHUuss Ha OyMaXKHOM HOCHUTENe
peyCMaTpUBAET:

1) noAmMBKY WM TEpeier AOKYMEHTOB jena (HeopMaTHbIe ITOKYMEHTBI XpaHATCS B
3aKpBITHIX TBEP/BIX MaNKax UM B KOpOOKax);

2) HyMepaIuIo JIMCTOB Jeja (B MpaBOM BEPXHEM YTy KapaHAAIlIoM);

3) cocTaBieHME TUCTA-3aBEPUTEIS JIENA;

4) cocrapneHue (B HEOOXOIMMBIX CITy4asiX) BHyTPEHHEH OMUCH TOKYMEHTOB JIeNa;
5) obopmiieHre 00JI0KKHU Jena.

Jlena TOCTOSIHHOTO XPAaHEHUs, COCTOSIIME M3 JIOKYMEHTOB 0CO000il  HaydHO-
UCTOPUYECKON, XYHAOKECTBEHHOW M MHOM IIEHHOCTH WJIM HE(POPMATHBIX JIOKYMEHTOB (KapThl,
CXEMBI, IIJIaHbl, YePTEKU, POTOCHUMKHU U JAPyrue JOKYMEHTHI OOJBIIOTO opmaTa), B LEIAX UX
COXPaHHOCTH M yH00CTBa IOJIb30BAHUS HE MOJIIMBAIOTCS B JI€a, a XPaHATCS CIOKEHHBIMU B
3aKpBITHIX TBEPABIX MMamKax C TPEeMs KJamaHaMH U C 3aBA3KaMU WM B KapTOHHBIX (QyTisipax
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(kopoOKkax) B KadyecTBE MPWIOKEHHH K aenaM. Ha kaxmyro manky (KOpoOKy) COCTaBIISIETCS
BHYTPCHHAA OIIMCh HAXOAAIINXCS B Hel JOKYMCHTOB.

5. OTCYTCTBUE HVYMEPAIIMU JIMCTOB B OTAEJIbHBIX JEJAX JIMBO
HEBEPHAA HYMEPALIMA (ITPOITYCKM HOMEPOB, HEBEPHOE I1OJIOXKEHUE
HOMEPOB JIMCTOB)

B nensix oOecniedyeHrss COXpaHHOCTU M 3aKPEIUICHUS MOpPsAKa PACIONIOKEHUS JTOKYMEHTOB,
BKJIFOUEHHBIX B JIEJIO, BCE €0 JIUCThI, KPOME YUCTHIX, JUCTA-3aBEPUTENSL U BHYTPEHHEH OIIHCH,
HYMEPYIOTCSI B pa3BEpPHYTOM BUJE apaOckumu 1udpamMu, BAIOBON Hymepalueid. UncThie TUCThHI
U3 Jena u3bIMaloTcs (0e3 TOBPEeXKICHHS LEIOCTHOCTH [eNla) M YHUYTOXKAITCS. JIMCTHI
HYMEPYIOTCS IPOCTHIM KapaHJalloOM CBEPXY BHHU3 B BO3PACTAIOIIEM MOPSAJIKE HOMEPOB, HAYMHAS
¢ mepsoro. Hudpel mpocraBnsioTcs B IpaBOM BEpXHEM YIUy JIMCTa, HE 3ajJeBas TEKCTa
JOKYMEHTOB. JIMCTBI BHYTpEHHEH OMMCH JOKYMEHTOB JIella HyMEPYIOTCsS OTAENbHO (apaOCKuMu
nudppamu). Mcnonp3oBaHue 4YEpHWI WM I[BETHBIX KapaHAalled NpU HyMepaluu Jaen
3aMnperaeTcs.

ITPABUJIA HYMEPALIMU JINCTOB B JIEJIAX

JIucr ¢ Harimyxo HakJIeeHHBIMHU JTOKyMeHTaMu ((oTtorpadusiMu, BEIpEe3KaMH, BHITUCKAMH U JIp.)
HyMepyeTcs Kak OJMH JIMCT; B HM)KHEH 4acTW WM Ha 00OpOTe TaKOro JIMCTA JIENaeTcsl ONUCh
HAKJIEEHHBIX HAa HETO JIOKYMEHTOB.

CamocTosTenbHbIe JUCTBI 00Jiee MEIKOro (popmara, 4eM OCTaJIbHbIE, HyMEPYIOTCS OTJECIbHBIMU
HOMEpPaMU B MOPSJIKE BAIOBOW HyMepaluu

Ecnu k 1OKyMeHTy (JMCTY) OJIKJIEEHBI OJHUM KpaeM Jpyrue JOKYMEHTHI (pacueTHbIE JINCTKU K
JMILEBBIM CYeTaM, BCTAaBKM TEKCTa, MEPEBOJbI, BBIPE3KM M T.II.), TO KaXIbIH JTOKYMEHT
HyMEpPYETCs OTACJIBHO OYEPEIHBIM NOPAAKOBBIM HOMepoM. IIpu 3TOM cHauyana HymepyeTcs
JIUCT, K KOTOPOMY IIPUKIIEEHBI JPYrUe JOKYMEHTBI, a 3aTEM YK€ B CIEAYIOIIEM MOPSAIKE: CBEPXY
— BHU3, CJIEBA — HAIIPABO MOJAKJICCHHBIE OJJHUM KpaeM JMUCTKHU. [IyCcThie IMCTKH HE HYyMEPYIOTCS.
ITocie HyMepauuu COCTaBIISETCS JIUCT-3aBEPUTEIND.

COCTABIJIEHME JIMCTA-3ABEPUTEJIA AEJIA
CocraBieHne BHYTPEHHEHN OIUCHU TIOKYMEHTOB JI€la

Jlnst ydeta JTOKYMEHTOB OTPEIEICHHBIX KAaTerOpUil, y4eT KOTOPBIX BBI3BIBACTCS
crienupuKoN JaHHOW JTOKyMEHTaruu (0co0O0 IICHHBIC, JIMYHBIE Jela, Jela OrPaHHYCHHOTO
JOCTYTIA U Jp.), COCTABIISIETCS] BHYTPEHHSISI ONUCH IOKYMEHTOB Jela.

OO0s13aTENBbHBIM SIBIISIETCS COCTaBJICHHE BHYTPEHHEH OMUCH 0CO00 IEHHBIM JOKYMEHTaM;
KOMIUIeKcaM (HapsiaM) JUYHBIX Jel, JOKYMEHTaM IO JIHYHOMY COCTaBY, B KOTOPBIX HapyIleHa
CHCTEMaTH3aIus.

BHyTpeHHssT onmuch JOKYMEHTOB Jiella COCTABJISETCS TakKe Ha OOBEMHBIE Jefia T0
JUYHOMY COCTaBY, €CIM OHH C(POPMUPOBAHBI MO PA3HOBUIHOCTSIM JTOKYMEHTOB, 3arOJIOBKH
KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COJEPKaHUE TOKYMEHTOB.

JlucTel BHyTpEHHEW OMUCH TMOAMIMBAIOTCSA B Haudaje jaena. Eciau aeno meperieTeHo uim
noAmuTO Oe3 OJaHKa BHYTPEHHEH OMUCH JOKYMEHTOB, TO COCTABJIGHHAs MO yCTaHOBJICHHOMN

¢dopme onuch NOJKIEUBACTCS 32 BEPXHUH Kpall K BHYTpEHHEH CTOpPOHE JIUIIEBOM 00JIOKKH JAeTa.
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BHyTpeHHsIE ONMUCh JOKYMEHTOB [efla COCTAaBJIACTCS Ha OTACIBHOM JIMCTE [0
YCTaHOBJICHHOU (hopme.

K BHyTpeHHEH OIUCH JOKYMEHTOB JIeJIa COCTABIIICTCS UTOTOBAsS 3aIUCh.

JIMcThl BHYTPEHHEH ONKCH JIea HyMEpYIOTCSl OTJENbHO apaOCKuMH u(pamMu U B JHCTE-
3aBepHTEIIC Jeia YKa3hbIBAIOTCS Yepe3 3HAK «+y.



