Od¢opmieHne apxXMBHBIX JOKYMEHTOB J1JIsl JOJTOBPEMEHHOI0 XPAHEHUS C
NpoBeJeHueM MacCTep-KJaacca
YEKMA3OBA Ognsra CraHuciaBoBHa, BEIYIIUA apXUBUCT OT/Eja KOMIUICKTOBAaHUS,
BEJIOMCTBEHHBIX AapXMBOB U JICJIONPOU3BOJICTBA TOCYJIAPCTBEHHOTO KAa3€HHOTO
yupexaenuss HoBocuOupckoit obmactu «['ocynmapcrBeHHbii apxuB HoBocuOupckoit
001acTn»

26.03.2021

Cormnacno 1. 4.19. IlpaBui opraHu3aluyd XpaHEHHs, KOMIUIEKTOBAHMS, y4€Ta U
UCIIONIb30BaHUsl JTOKyMEHTOB ApxuBHOTO ¢onma Poccuiickoit denepanuu u Ipyrux
apXMBHBIX JIOKYMEHTOB B OpraHax TIOCYAapCTBEHHOW BJACTH, OpPraHax MECTHOTO
CaMOYIIPaBJI€HUSI M OpraHu3alMsaX, YTBEPKICHHBIX NpHKa3oM MuHuctepcTa
KyJabTypbl  Poccuiickoit ®@enepamun ot 31.03.2015 Ne 526, 3akoHYEHHBIC
JIEJIONPOU3BOACTBOM JI€Jla IOCTOSHHOTO M BpeMEHHbIX (cBbimie 10 JeT) cpokoB
XPaHEHHUs], B TOM YHMCIE IO JUYHOMY COCTaBy, IIOCJIE OKOHUYAHUS KaJEHJAAPHOTO roja, B
KOTOPOM OHH OBbLIN 3aBE/CHBI, IOArOTaBIMBAIOTCS K NIEpeadye B apXUB OPraHU3aluu U
NoJIJIeKaT O(POPMIICHHUIO U ONHUCAHUIO.

[Tocne npoBeneHus: 0T6OpPa JOKYMEHTOB MOCTOSIHHOTO XPAaHEHHS U IO JIMYHOMY
COCTaBY 10 HOMEHKJIAType e JTMO0 NEPEUHIO JIJIsl OIMCAHUS OCYIIECTBISIOTCA:

- TPYNIUPOBKA IOKYMEHTOB B Jiefia (€AMHUIIBI XpaHCHUS );

- CUCTeMaTu3alus JIOKYMEHTOB BHYTPH JET;

- popmupoBaHue aei.

IIpu popmMupoBanuu aej1 HE0O0X0AUMO COOMIOAATH CJIEAYIOLIHME PABUJIAL

- IOMENIaTh B JEJI0 HWCIOJHEHHBIE JOKYMEHTBI, COOTBETCTBYIOIIUE IO CBOEMY
CoJICpP KaHUIO 3aroJIOBKY Jiejia 110 HOMEHKJIATYpE;

- TMOMEIIATh B JIEJIO JIOKYMEHTBI, IMPAaBWJIBHO M IOJHOCTBIO O(OPMIICHHBIC
(TOKYMEHTBI TOJKHBI UMETh JIaTy, MOJAMKUCH U JAP. PEKBU3HUTHI);

- IIOMENIaTh BMECTE BCE€ HOKYMEHTBI, OTHOCSIIUECA K Pa3peIICHHUI0 OJHOIO
BOIIPOCA,;

- yKa3aHus PYKOBOJCTBA MO HUCHOJHEHUIO JOKYMEHTA, BU3bI, COCTABJIICHHBIC Ha
OTAEJBHBIX JIMCTAX, IOMENIATh B JICJI€ NEPEN JOKYMEHTOM, K KOTOPOMY OHU OTHOCATCS;

- [pYNIUPOBaTH B JI€JI0 JOKYMEHThl OJHOTO KaJIEHAApHOrO roja, 3a
UCKJIFOYEHHUEM  TMEPeXOAIuX JeN;, CYIeOHbIX JieJl; JMYHBIX JeJ, KOTOpbIe
bopMUPYIOTCS B TEUEHHE BCETO MepHojia padoThl JUIla B OpraHU3allluM; JTOKYMEHTOB
BBIOOPHBIX OPTaHOB U WX MOCTOSIHHBIX KOMUCCUM, ACMYTATCKUX TPYMI, IPYNIUPYEMbIX
3a MEpPUOJ CO3bIBA; JIOKYMEHTOB OOpa3oBaTEelIbHBIX OpraHU3alMi, (POpMHUPYEMBIX 3a
y4eOHBIN T0J; JOKYMEHTOB T€aTPOB, XapaKTEPU3YIONIUX CIICHUYECKYIO JACSATEIHHOCTD B
mpeenax TeaTpajbHOTo Ce30Ha; Aes (GUIbMOB, PYKOIHUCEH, UCTOpUiA 00JIe3HEH;

- pa3AebHO TPYIIUPOBATH B Ji€la JOKYMEHTHI MOCTOSHHOTO U BPEMEHHBIX
CPOKOB XpaHECHHUS,

- OpUKa3bl (PACHOpPSHKEHUS) MO JUYHOMY COCTaBy TIpYNIHUPOBaTh B Jiella B
COOTBETCTBHH C YCTAHOBJICHHBIMU JJIsI HIX CPOKAMU XPAHEHUS;



- IOMeUIaTh NPUJIOKEHHS] BMECTE C OCHOBHBIMU JJOKYMEHTaMU;

- BKJIIOYATh B JIEJIO IO OAHOMY IK3EMIUIIPY KaXKJI0ro TOKYMEHTa;

- HE MoMeNIaTh B IeJI0 TOKYMEHTBI, MOJJIeKAaIle BO3BPATY, JIUIITHUE HK3EMIUISPbI
1 YEPHOBHUKH (32 UCKIIFOYEHHUEM 0CO00 IICHHBIX);

- He BKIoYath B 1 geno 6osnee 250 nucTOB, IpH TOJNIIMHE HE Ooisiee 4 cMm (TIpu
NPEBBIIICHUH JAHHOTO 00beMa pa3zeisaTh JIEJI0 Ha TOMA).

(I)OpMI/IPOBaHl/Ie OTAC/IBbHBIX KaTeropnﬁ A€J 1Mo JIMYHOMY CoOCTaBy

IIpuka3sl (pacnopsizkeHusi) MO JUYHOMY COCTaBY TPYNIUPYIOTCS B Jelia B
COOTBETCTBHH C YCTAHOBJICHHBIMHU cpokaMu ux xpanenus (75 (50) net u 5 ner).

K npuka3zam, umeromum cpok xpanenus 75 (50) Jjier, OTHOCATCH cJieayloLIue:

- 0 TIpueMe, NEPeBOJie, YBOJbHEHUU (TMPEKpAIIEHUU ACHCTBUS TPYIAOBOTO
KOHTpPAaKTa);

- 00 U3MeHeHnu haMUInu;

- O TMOONIIPEHHUSX, OOBSIBICHUH OJIAr0JIapHOCTH, HATrPaXJACHUH TOYETHOMN
IrpaMoTOM;

- 00 YCTaHOBJICHUH OKJIAJIOB;

- 0 BPEMEHHOM 3aMEIICHUH JTOHKHOCTH;

- 00 yCTaHOBJIEHUH JIOTJIAT, HAA0ABOK K OKJIady;

- 0 IPEMHUPOBAHUY;

- 0 IPUCBOCHHH KJIACCHBIX YHHOB, Pa3psOB;

- 0 3arPaHUYHBIX KOMaHJIUPOBKAX;

- 0 JUTUTEIBHBIX BHYTPHUPOCCUHUCKUX KOMaHIUPOBKAX;

- 0 JICKPETHBIX OTITYCKAX;

- 00 OTITyCKax Mo yXO/y 3a peOeHKOM;

- 00 oTmyckax 6e3 coxpaHeHus 3apab0THOM TIJIaThI;

- 0 JISKYpCTBaX Mo MPO(UIII0 OCHOBHOM I€ATETbHOCTH;

- O JUIMTENbHBIX BHYTPUPOCCHUMCKUX U 3apyOCKHBIX KOMAaHIUPOBKAX,
KOMaHJIUPOBKaxX JUisi paOOTHUKOB C TSKEJIBIMU, BPEIHBIMU W OIMACHBIMHU YCIOBUSIMU
Tpyna.

K npuka3am mno JUMYHOMY COCTaBYy, MMEKIIMM CPOK XpaHeHUsi S5 Jjer,
OTHOCSITCS CJIeAyIOIIHe:

- 0 TIPEIOCTaBJICHUHU OYEPEIHBIX M YICOHBIX OTITYCKOB;

- 0 TPEIOCTaBJICHUH OTTYJIOB 3a HEHCIIOIBb30BAaHHBIM OTIYCK W pPaboTy B
BBIXOJTHBIC JTHU;

- 0 ICKYPCTBaX;

- 0 TUCIUIUIMHAPHBIX B3BICKAHUSX;

- 0 KPaTKOCPOYHBIX BHYTPHUPOCCUNUCKHX U 3apYOEIKHBIX KOMaHINPOBKAX.

B cnywae ecnm B 1em0OnpoOM3BOICTBE OpraHU3AIMK TPUKA3BI, PACTIOPSHKEHUS TI0
JUYHOMY COCTaBY C Pa3HbIMHU CPOKaMH XpaHEHHsS (OPMHUPYIOTCS COBMECTHO C €IMHOMN
BaJIOBOW HyMepalieil, MPOU3BOAMUTCS BBIJCICHHE W3 el MPHUKAa30B CO CPOKOM
xpanenus 75 (50) nmet ¢ GopmupoBanueM OTAEIbHBIX Aeia. O BBIIEICHUN yKa3aHHBIX



3

BUJIOB JIOKYMEHTOB U3 OOIIUX JIJ C BAJIOBOM HyMepaluen yKa3bIlBaeTcs B IPEUCIOBUN
K OITHCH.

[Ipyukaspl 1O JUYHOMY COCTAaBYy CHCTEMATH3UPYIOTCS B JieJlaX B IOPSJIKE
BO3pAacTaHUs HOMEPOB U JaT IPHUKA30B B Mpejeax KajJeHIapHoro rojaa.

BrIBISIOTCS OTCYTCTBYIOIIME IPUKa3bl, OpraHu3yeTcs ux mnouck. Ilpu yrpare
MOVIMHHUKA TIPUKa3a M0 JUYHOMY COCTaBY BO3MOXKHA €r0 3aMeHa 3aBEPEHHON KOTHEH.
Ecnmm B mpukazax 1mo JUYHOMY COCTaBYy HapyIIeHa HyMepamwus, UMEIOTCS JUTEPHBIC
HOMEpa, MPOIYIIECHHbBIE B JICJIONPOU3BOJICTBE HOMEpPA, JBOMHBIE HOMEPA, TO MPUKA3BI
CUCTEMATU3UPYIOTCS MO JlaTaM, HE3aBUCUMO OT HOMEpPOB. OTCYTCTBHE OTHACIIBHBIX
MIPUKA30B OTMEYAETCS B 3arojIOBKE Jeiia; KpomMe TOro, mHpopmaims o0 OTCYyTCTBHHU
OT/ICJIbHBIX HOMEPOB MIPUKA30B B JIeJIaX BKIIIOYACTCS B MPEIUCIOBUE K OMUCH.

JIOKyMEHTBI, SBISIONIMECS OCHOBAHMEM K TMPUKa3aM II0 JIMYHOMY COCTaBY
(3asBeHUs, COpaBKU, JOKJIAgHbIE U OOBSICHUTEIbHBIE 3alUCKU W Jp.), MOTYT
BKJIIOUYATHCS JTUOO HE BKIIOYATHCS B JUUHBIC Jiejia paOOTHUKOB. [Ipr 3TOM TOKYMEHTHI,
BKJIIOUEHHBIC B COCTaB JIMYHOTO JeiIa, UMEIOT CPOK XpaHEHHWs, aHAJOTUYHBIA CPOKY
Xpa"eHus guaHoro aena (75 (50) ner), a ocHOBaHMS K MPHKa3aM 110 JIMYHOMY COCTaBYy,
HE BKJIIOUCHHBIC B COCTaB JUYHBIX JIe7l (DOPMUPYIOTCS B OTACIBHBIC JieJIa BPEMEHHOTO
CpPOKa XpaHCHUS U XPaHATCS 5 JeT.

[Tpu yropsimoueHr KOMILIEKCOB JJOKYMEHTOB I10 JJUYHOMY cocTaBy 3a 1960-80-¢
TONIbI CIIEAyeT YYHUTHIBaTh, YTO B OTJEIBHBIX OpPraHU3ANMIX BOIPOCH TIpHUEMa,
MIEPEMEIICHHS U YBOJIBHEHUS paOOTHUKOB O(OPMIISITUCH MPUEMHBIMH, IIEPEBOTHBIMH U
YBOJIbHUTEIbHBIMI ~ 3aMmiCKaMd. KaXIplii  BBINICYKA3aHHBIA  BHJA  JOKyMEHTA
dbopmupyeTCcsl B OT/ICJILHOE JI€JI0 U B MIpeeiaxX KaJeHJapHOTO rojia CUCTEMAaTU3UPYETCS
110 HOMEpPaM U JaTaM 3aIluCOK.

B oTaenbHBIX chaydasx TpU OYECHb MajJoM O00BEME MPHUKA30B JOMYyCTHMO
dbopMHUPOBATh UX B OJHO JICJI0 COBMECTHO 32 HECKOJIBKO JIET.

TpynoBblie 10roBOpbI (KOHTPAKTHI), TPYJAOBbIE COIJIallieHUsl, HE BOIIES/IINE B
COCTaB JINYHBIX JCII.

[To mpaBuiIaM KaJpoBOTrO JIEIOIMPOU3BOJICTBA TPYAOBBIC JIOTOBOPHI (KOHTPAKTHI),
coTJIallleHusI ¢ paOOTHUKAMHU OpTraHW3allMK MIOMEIIAIOTCS B JIMYHOE JIeJI0 paOOTHHKA.

Ecau nuueHble 1e7ma B OpraHu3alid  HE BEOYTCS, TPYAOBBIC JIOTOBOPHI,
COTJIAIIICHUS YBOJICHHBIX pPaOOTHUKOB (DOPMUPYIOTCS B OTJIEIbHBIC Jielia 1Mo ai(aBUTY
bammwimii pabOTHMKOB B Mpelesiax roja OKOHYAHMUS CpOKa JACHCTBUS JOTOBOpa
(YBOJIbHEHUS).

Eciu Ha yBOJeHHOro pabOOTHHMKAa MMEETCS HECKOJIbKO TPYAOBBIX JOTOBOPOB,
BEIYIIUXCS B TEUYCHHE psia JIET, OHU TPYIIUPYIOTCS BMECTE B XPOHOJIOTHYECCKOM
MOCJIEIOBATEIBHOCTH U ITOMEIIAIOTCS B OJHO JIENO.

B ToM craydae, eciau TpydoBble JOTOBOPHI C pPaOOTHUKAMU OpPTaHU3ALUU
HM3HAYaIbHO C(OPMHUPOBAHBI MO JaTaM 3aKIIOYCHHUS, UX BKIIOYCHHE B OIUCH TaKKe
MO>KET MPOU3BOIUTKCS TI0 TOAY 3aKITFOYSHHS JTOTOBOPA.

[Tpu HEOOTBITIOM KOTUYECTBE JOKYMEHTOB (JJOTOBOPOB, COTJIAIIICHUI) OHA MOTYT
dbopMHUpOBATHCS B OHO JIEJIO 32 HECKOJBKO JIET U CUCTEMAaTHU3UPOBATHCS MO ajidaBUTy
dbamunuii pabOTHUKOB; (POPMHUPYIOTCS B XPOHOJIOTHUYECKOM TMOPSAKE — TO TOJaM,
HOMEpPAM JIOTOBOPOB, MPU OTCYTCTBUU JHOO HAPYIICHHWH HyMEpaluu — IO Jare
COCTaBJICHHS JIOTOBOPA.
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BenomocTn W JMueBble CcYeTa MO0 HAYHMCICHHI0O 3apa00THOM IJIATHI
bopMUpYIOTCS:

- B XpOHOJIOTHYECKOM NOpsJIKe (10 ToAaM, MecsiaM, TOKBapTaIbHO);

- 10 CTPYKTYPHBIM NOAPA3ACICHUSIM;

- 110 andaBuTy paMuINil, UMEH U OTYECTB,

- o0 TabeabHBIM HOMepaM (MOXKET HMPUMEHSTHCS TOJBKO B TOM Cilydae, KOT/a
UMEETCs] CIHCOK Ta0EIbHBIX HOMEPOB PAOOTHHUKOB, KOTOPBIM TaKKe BKIIOYAETCS B
OITMCH B KAYECTBE CIIPABOYHOTO aIapara K Tadelsm).

Wuoraa npu ynopsoueHUH JIUIIEBBIX CUETOB OpraHU3aIiy JIN0o ee (puiInasos, a
TAaKK€ NPHCOECIUHEHHBIX K HEW opraHu3aldid 3a cTapble TOJbl NPUHIUI
CHCTEMAaTH3alllU JIMIEBBIX CUETOB BHYTPH XPOHOJIOTUYECKOTO MEPHOJIa JTUOO0 MOPSIOK
pazzieneHus e C JIMIEBbIMA CUETaMU Ha OTAEJIbHbIE TOMA ONPEEIUTh HEBO3MOKHO, B
TOM cllydae K JenaMm s obecrniedeHHs 3PQPEKTHBHOCTH HMX HCIOJIb30BAHUS B
00513aTE€IbHOM TMOPSIIKE COCTABISIETCSI BHYTPEHHSSI ONKCh, a B MPEIUCIOBUU JI€IaeTCs
COOTBETCTBYIOIIAs] IMOMETKA O HAPYIICHUU CHCTEMATHU3allMd B KOHKPETHBIX BUIAX U
HOMEPAX JAEJI ¢ YKa3aHUEM XPOHOJOTUYECKUX TIEPHOJIOB.

JIOKyMEHTBI, TPUJIOKEHHBIE K JIMIEBBIM cyeTaM (KOMHHU MPHKa30B, YEPHOBBIC
pacyeThl JCHEKHBIX BBITUIAT, CIPABKU U Jp.) U3 JE] C JTUIEBBIMU CUETAMH HU3bIMAIOTCA.

B nenonmpousBoACTBE psAga OpraHu3aldii UMEIOTCS OCOOCHHOCTH BEICHUS
JIMLEBBIX CYETOB.

JIuueBoil cuer pabOTHUKA MHOTJAa BEACTCS HE B TEUEHHE OJIHOTO roja, a 3a
HECKOJbKO JeT. K KapTouke JHIEBOro CHeTa MOJKIECHUBAIOTCS PACUETHBIE JHCTKU
(KOMIIBIOTEPHBIE paclieyaTKH) MO 3apIliaTe 3a HECKOJIBKO JIeT. B 3TOM ciyyae KOMILIEKC
JIOKYMEHTOB, MPEICTABISAIOIIMUX JHIEBOM cueT pabdOTHHUKA pacPOpPMUPOBAHUIO HE
nomnexut. Jlunesble cueta QOpMHUPYIOTCS B OAHO JEJIO 32 HECKOJbKO JIET U
CUCTEeMaTHU3UPYIOTCS B HUX M0 aindasury. B ommcu nena momemarorcs Mo TOAY
3aBeJICHUS JIMIIEBBIX CUETOB. B mocieayronmx rofqoBeIx pas3aenax onucu ohopmIIstoTes
CCBUIKH Ha 3TO JIEJIO.

JInuHble KAPTOYKH YBOJEHHBIX PA0OTHMKOB (HOPMHUPYIOTCS B OTACIIbHbBIC
Jiea 1o TOAY YBOJIbHEHUS U CUCTEMAaTU3UPYIOTCSl BHYTPH J€Jia B CTPOTroM ajihaBUTHOM
nopsiike (paMuIuii pabOTHUKOB.

[Ipu HeOosbmIOM 00bEME JOKYMEHTOB JIMUHBIE KapTOUYKH  YBOJEHHBIX
pabOTHUKOB MOXHO (OPMHUPOBATH B OJIHO JENO0 32 HECKOJBKO JIeT Mo ajgaBUTy
dbaMunuii ¢ BKJIIOYEHHEM [l€Ja B ONKWCh [0 HadaJbHOMY TOay (HOPMHUPOBAHMS
JOKYMEHTOB U O(QOpPMJIEHHEM O0053aTeNIbHbIX CCBHUJIOK HAa HEro B MOCIEAYIOIIHUX
rOJIOBBIX pa3fenax OMucH.

JInunble [esa PpadOTHMKOB 3aBOJASTCS MpPU MOCTYIUIGHUM Ha padboTy W
3aBEPIIAKOTCS JAaTOW YBOJIBHEHUS.

[Ipy ommcanuy JIWYHBIX JENT YBOJCHHBIX PAOOTHUKOB JTOKYMEHTHI B JIMYHBIX
Jienax CUCTEMATU3UPYIOTCS B XPOHOJIOTMYECKOM IMOPSAKE [0 MEPE MX MOCTYIUICHUS B
CJIEIyIOLIEN TOCIE0BATENBHOCTH:

- tuyHas kaptouka (¢. T-2), eciu oHA €CTh B JIMYHOM JICIIC;

- JIMYHBIN JTUCTOK IO YYETY KaJIpOB;

- IOTIOJIHEHUE K JIUCTKY MO y4eTy KaJIpoB,;

- aHKeTa, aBToOnorpadus;
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- KOIIMY JINYHBIX IOKYMEHTOB, B TOM YHUCJI€ KOIIUU IOKYMEHTOB 00 00pa3oBaHUY;

- 3asIBJICHUE O IIpUEME Ha paloTy;

- KOIHS pacHopsIUTENIbHOTO JOKYMEHTa O MpuUeMe Ha pabOTy WJIM BBINHMCKA U3

HETO;

- TPYZA0BOM 1OTOBOP (KOHTPAKT);

- JOTOBOP O MaTepUaIbHON OTBETCTBEHHOCTH (IIPU €r0 HAIUYUN);

- KOIMH PaCIOPSIIUTEIbHBIX TOKYMEHTOB IO INYHOMY COCTaBY, XapaKTEPUCTUKH,
aTTECTAILMOHHBIE JIMCTHI, 3asBJICHUS U APYTHE JOKYMEHTBI O IEpPEBOJE, PACIIUPEHUU
30HBI OOCITYXMBaHHs, JOIJIaTax, OTIYCKaX, HarpaXJACHUH M TMpouyux (¢HakTopax,
BIMSIIOIIMX Ha CTax, 3apa0OTHYI0 IUIATy W MPOU3BOJCTBEHHBIE XaPaKTEPUCTUKHU
pabOTHHKA, CHCTEMATH3UPOBAHHBIE B XPOHOJIOTHYECKOM TOPSIKE;

- 3asBJICHUE U KOIHMSI PAaCHOPSIIUTEIBHOTO JOKYMEHTa 00 YBOJIBHEHUH (B cllydae
YBOJIbBHEHHUsSI paOOTHUKA IO OTIEIbHBIM CTaThsiM TpyaoBoro koxaekca Poccuiickoi
®enepaunu (B CBA3M C COKpAILlEHUEM, MPOTYJIOM, MO COIJIALIEHUIO CTOPOH U T.1.) B
JUYHOE JeJI0 B 00s3aTEIbHOM IMOPSAJIKE BKIIOYAIOTCS YBEIOMIIEHUS O COKpAILEHUH;
aKThl, CIIy)KEOHbIE 3alMCKH, OOBSICHUTENIbHBIE 00 OTCYTCTBUM Ha paboyeM MecTe B
pabouee BpeMs; IOTIOTHUTEIBHBIC COTTIAMICHUS K TPYAOBOMY JIOTOBOPY H T.II.).

JIuuHbple fAena YBOJICHHBIX pPa0OTHUKOB (OPMUPYIOTCS HMHAMBHUIYaJbHO Ha
Ka)X7I0ro pabOTHHUKA, CUCTEMATU3UPYIOTCS B MPEeIax roJ0BOro pasjena onucu Jauoo,
Py HEOOXOAMMOCTH, B MpeAesax 00Jiee ATUTEIBLHOr0 XpOHOJIOTHYECKOro Mepruoia 1o
andaBuTy HavaldbHBIX OYKB (pamMuiIMii yBOJICHHBIX paOOTHHKOB. Ha Bce yMuHbIE nena
COCTABJISIFOTCSL BHYTPEHHHE OIHUCH.

B Tom ciydae, eciau NpPOBOAUTCA YHOPSAOYECHHE JUYHBIX JI€7 YBOJEHHBIX
pabOTHUKOB, KOTOPBIE COJEPKAT MOJHBIM COCTaB JOKYMEHTOB, MO3BOJIAIOMIMX YETKO
ONpENENNUTh AaThl NMPUEMA U YBOJIbHEHUS PAOOTHHUKOB, (POPMHUPOBAHHUE TAKUX ACN U
BKJIFOYEHHUE UX B OIIUCH IPOU3BOJUTCS 110 TOY YBOJIBHEHUS, HAIPUMED:

Ne | Un- 3arojoBOK Jena [ara nena Cpok Kosn-Bo | Ilpu-
/T | JIeKC (TOMa, 9acTH) (Toma, XpaHEHUs | JIUCTOB | Meya-
nena yacTu) |zAena (Toma,| B Jele | HUE
4acTH) (Tome,
YacTH)
1 2 3 4 5 6 7
2013 rop
JInuHbIe nema yBOJEHHBIX
pabOTHUKOB
345 |03-11 | A6bpamoBa Haranbs | 03 geBpas 2063 16
CepreeBna 2011
31 nexabps
2013

B Tom ciywae, ecid TPOU3BOJAUTCA YHOPSANIOYEHUE JIMYHBIX JI€7T YBOJEHHBIX
pabOTHUKOB 3a JUIUTEJIbHBINA MEPUO NEITCIIbHOCTH OPTaHU3aIMU U, BBUY HETOJHOTHI
COCTaBa JIMYHBIX JIeJI, MPOOJIEMAaTUYHO OMPENEIUTh IaThl YBOJIbHEHHUS DPAOOTHHUKOB,
Jnena  MOryT ObITh  copmupoBaHel 10 andaBuUTy B TpeAenax JJIUTEIBHOTO
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XPOHOJIOTHYECKOro rnepuoaa, KOTOpBIﬁ 0003HaYaeTcs B BUJC YKa3aHWA HA4YaJdbHOI'O U

KOHEYHOT0 rofia opMUPOBaAHUS A€, HATPUMED:

Ne | Un- 3aroJoBOK Jiena Hara | Cpox |Koxn-o |Ilpu-
T/T1 | IeKC (ToMma, 4acTH) nena | XpaHeHus | IMCTOB |MeyYa-
nena (Toma,| nema B JIeJIC | HUE
yactu)| (Toma, | (TOME,
YacTH) | 4acTH)
1| 2 3 4 5 6 /
JlnuHble fenna YBOJICHHBIX paOOTHHUKOB
1 |03-18| Apednena 'anuna Unpuandna 1981 2077 150+1
2002
2 |03-18| baiikoBa Hatainbs I'puropnreBna 1981 2077 133+1
2002

JInuHbIe Acjia CUCTCMATU3HUPYIOTCA B CTPOIOM aﬂ(i)aBI/ITHOM MopsAAKE BINUIOTH 0O

nocyeaHen OyKBbl (paMUINK, HAPUMED:

(HUsanos — HUesamnosa)
(Jlanckas — Jlanckoti).

Ecan (baMI/IJ'II/II/I IMOJIHOCTBIO COBITaZIal0T, BO BHUMAHUC IIPUHHUMAIOTCA MMCHA, a

3aTCM OTUCCTBA.

Tobonvyes Bacunuii Meanosuu
Tobonvyes [lemp Anamonvesuy
Tobonvyes FOpuii Cepeeesuu.

JInuHble N1ena YBOJIGHHBIX PaOOTHUKOB, cpopmupoBaHHbie a0 2006 ronxa, mpu
OOJIBIIOM MX KOJIMYECTBE MOTYT (POPMUPOBATHCS B KOMIUJIEKCHBIE Jiefia MO an(aBUTy C
pa30MBKOI Ha OTAENIBHBIE TOMA B 3aBUCUMOCTH OT 00beMa. Kaxk10e KOMIIEKCHOE €TI0
C JJMYHBIMU JI€JIAaMU JOJKHO COJIEPKATh BHYTPEHHIOK) OIKCH C YKA3aHUEM CIICTYIOIINX
pexBu3uTOB: (DPUMO) pabOTHUKOB, JOKYMEHTHI KOTOPBIX BKJIIOUEHBI B KOMILJIEKCHOE

ACJI0, 1 HOMCPOB JIMCTOB B ACJIC.

Ne | Un- 3arojoBoOK Jena Hara Cpok | Kon-Bo | IIpu-
T/T1 | TEKC (Toma, 4yacTH) JleJla | XpaHEHUs | JIUCTOB | Meya-
nena (ToMma, nena B JI€JIE | HUE
gactu) | (Toma, | (TOME,
YacTH) | YacTH)
1 2 3 4 5 6 7
2005 rox
1 |03-18 |JIuunsie nena yBojeHHbIX paboTHHKOB| 2005 2080 | 150+1
(Aba — AGp)
2 |03-18|JIuunbie nena yBojeHHBIX paboTHHKOB| 2005 2080 | 133+1
(ABe — Ban)




B ToMm cnydae, xorga B opranuzanuu (HopMupyeTcs HeOOJIbIIOE KOJIMYECTBO
JUYHBIX JIE], OHM BKJIIOYAIOTCS B OOIIYIO OMHCH Jed MO JUYHOMY cocTaBy. [lpu
OOJIBIIIOM KOJMYECTBE JIMYHBIX Je]1 OHU (OPMHUPYIOTCS B OTACIBbHYIO OMUCH JTUYHBIX
JIeJ1 YBOJICHHBIX paOOTHUKOB.

AKTBI 0 HeECYACTHBIX CJy4YasiX, CBSI3AHHBIX C MPOU3BOACTBOM,
CUCTEMAaTH3UpYIOTCA B Mpenenax KaJleHJapHOro roja IO XPOHOJIOTMH, BO3MOXKHA
CUCTeMaTH3alus 1o andaBUTy HaYaIbHBIX OYKB (aMuinii pabOTHUKOB.

JIOKyMEHTBI 0 PpaccjielOBAHMU HECYACTHBIX CJIy4YasiX, CBA3AHHBIX C
Npou3BOACTBOM, GopMHpYIOTCI B Jena 1o andaButry Qamuimii paObOTHUKOB B
npeenax KajJeHIapHoro Toja.

HeBocTpeGoBanHble JHMYHbIE JAOKYMEHTBI (TPYIOBBIE KHIKKH, JUIIJIOMBI,
CBUJETEIBCTBA) CHUCTEMATU3UPYIOTCS B Ipelenax KaJeHAApHOro rojaa Mo BUAAM, a
BHYTpUM BUAOB — TO andaBuTy ¢(aMuianii paOOTHHUKOB; B Cilyd4ae HEOOXOIUMOCTU
pa3zbuBaroTcs o o0BEMY Ha OTJENIbHBIE TOMa, MPEJICTaBISAIOIIME COOO0N HECKOJIBKO
JUYHBIX JOKYMEHTOB, IOMEILEHHBIX B KapTOHHYIO MamKy <«JeJl0» Ha 3aBs3Kax,
BKJIIOYAIOIIYI0 TOMHMO JOKYMEHTOB BHYTPEHHIOIO OMHCh W JHUCT-3aBEPHUTEND, H
BHOCSITCSI TUOO TIOCTIEAHUMHM J€IaMd B TOJOBBIE pa3/ieibl OMHUCU el MO JTUIHOMY
cocraBy (mpu MajgoM o00bEME HEBOCTPEOOBAHHBIX JIMYHBIX JOKYMEHTOB B
opraHuzanuu), 100 B CaMOCTOSITEIbHYIO ONHUCh J€Jd IO JINYHOMY COCTaBY
(HeBOCTpeOOBAaHHBIE TMYHBIE TOKYMEHTHI).

Bo BHyTpeHHeil omucu JOKYMEHTOB Jena ykaswiBatorcsa (PUMO) Brnanenbues
HEBOCTPEOOBAHHBIX JIMYHBIX JTOKYMEHTOB.

B nucte-3aBeputrene Takoro Jena yKa3bIBAaeTCsl HE KOJMYECTBO JIMCTOB, a
KOJIMYECTBO HEBOCTPEOOBAHHBIX JTMYHBIX JOKYMEHTOB, BKJIIFOUEHHBIX B JEJIO.

[lonmmBka ~ HEBOCTPEOOBAHHBIX HNOJUIMHHBIX ~ JIMYHBIX JOKYMEHTOB
TPaJULMOHHBIM MEpeIUIeTOM (HUTKAMHU B YETHIpE NPOKOJIA) HE JOIyCTHUMa, MpH
(bopMUpPOBaHUU €T UCTIOIB3YIOTCS TOJIBKO MAINKH C 3aBsI3KaMHU.

Jlena nocTostHHOTO, BpeMEeHHbIX (CBbIlIe 10 J1eT) CpOKOB XpaHEHUS U N0 JIUYHOMY
COCTaBY MOJIEKAT NOJHOMY O(OPMIIEHHIO.

ITosiHoe opopMiIeHMe Je1a HA OyMaKHOM HOCHTeJIe IpeAyCMaTPUBAeT:

- TOMIIMBKY WM TEperieT JOKYMEHTOB jena (HepopmaTHbIE JTOKYMEHTHI
XPAHITCS B 3aKPBITHIX TBEPABIX MAIKaX WA B KOPOOKaX);

- HyMEpaIuio JUCTOB Jiefia (B PaBOM BEpXHEM YTy KapaHJaIlioM);

- COCTaBJICHUE JINCTA-3aBEPUTEIIA JeT1a;

- cocTaBlieHUE (B HEOOXOIUMBIX CITydasix) BHYTPEHHEH OMUCH JOKYMEHTOB JIeJIa;

- opopMiieHre 00JI0KKH Jea.
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Jlena TOCTOSIHHOTO XpaHEHHUs, COCTOSIIIME W3 JOKYMEHTOB OCO0OW HaydHO-
UCTOPUYECKON, XYJI0)KECTBEHHON W WHOW LEHHOCTH WM HedOpMaTHBIX JOKYMEHTOB
(KapTbl, CXEMBbI, IUIAHBI, YepTEkKH, (HOTOCHUMKUA U JPyrue JOKYMEHTHI OOJBIIOTrO
dbopmara), B LIEIAX UX COXPAHHOCTH U YJ00CTBA MOJIB30BAHUS HE MOJUIMBAIOTCS B /€A,
a XpaHITCS CJOKEHHBIMU B 3aKpBITBIX TBEPAbIX MalKax C TpeMs KJIalmaHaMh U C
3aBsI3KaMU WJIM B KApTOHHBIX QyTisipax (KopoOkax) B KayecTBE MPHIIOKEHUH K JieJaMm.
Ha xaxnayro manky (KOpoOKy) COCTaBJSI€TCS BHYTPCHHSISI ONMHCHh HAXOMSIIUXCS B HEH
JIOKYMEHTOB.

HOI[FOTOBKa A€ K MOAIINBKE BKJIIOYACT.

- IPOBEPKY (PUZUYECKOTO COCTOSIHUS TOKYMEHTOB;
- IPOBEPKY MPABHILHOCTU (HOPMUPOBAHHUS JIET,

- IPOBEPKY MPABMIBHOCTU O(OPMIICHUS JIET;

- U3BATHE CKPEMOK, METAINIMYECKUX KPEMEKEN.

IIpoBepka Gpu3HIECKOr0 COCTOSIHUSA TOKYMEHTOB

I[JUI OOCHKH IIPUI'OJHOCTH AOKYMCHTOB IJIA IICPCAAYU B APXHB IIPOBOAUTCA
IIPOBCPKA UX (1)H3HLI€CKOFO COCTOAHUA C LICJIIBIO BBISABIICHHNA .

- JOKYMCHTOB, IIOPAKCHHBIX OMOJIOTNYECKUMH BpCOUTECIISIMU,

- JOKYMCHTOB C MOBBIIIICHHON BJIQ’KHOCTBIO,

- IOKYMCHTOB C ITOBPCIKACHUAMU 6YMaFI/I H TCKCTA.

JIOKyMEHTBI, TOpaXeHHbIE OHOJOTMYECKUMH BPEAUTEISIMU  (HACEKOMBIE,
aKTHUBHAS TUIECEHb), TEKCT B KOTOPBIX HE MOBPEKIAEH WA MOBPEXKICH HE3HAUYUTEIBHO,
MOJIBEPraloTCsl CAHUTAPHO-TUTHEHUYECKON 00paboTke (ne3uH(eKuns, Ae3UMHCEKIIHS) C
LEJBIO MOCIEYIOIIET0 YIOPSAOUEHHUS U NIEPENAYN B APXUB.

[Ipu oOHapykeHHWU YBJIAKHEHHBIX JTOKYMEHTOB IPOBOJUTCS WX O0s3aTenbHas
AKKJIMMAaTHU3alUs 10 MOJHOTO BBICYIIMBAaHMS. AKKIMMATU3ALUIO MPOBOISAT B TEUEHUE
7-14 cytok (B 3aBUCHUMOCTH OT CTETICHU YBJIAKHEHUS) MPU WHTEHCUBHOW BEHTHIIAIINH
BO3yXa U pa3MELICHUU JOKYMEHTOB B Pa3BEPHYTOM BHJIE HA CTOJAX, CTEIIJIAMKAX.

KauectBo Oymaru u TekcTa JOKYMEHTOB MPOBEPSETCS BBIOOPOYHO ISt 0OIIen
OIICHKH WX COCTOSIHUS C IIeJIbIO BhIsABIICHUS AcdekToB. Hanmume nedexkroB Oymaru u
TEKCTa YCTAaHABJIMBACTCS BU3YaJIbHO IMPHU IOJMCTHOM IPOCMOTpPE TOKyMEeHTOB. [lpwm
OTOM BBISBIISIOTCS JOKYMEHTBI CO CIIA0OOKOHTPACTHBIM, YTacaloIUM WM YTacCIIHM,
YJACTUYHO WJIH IMOJTHOCTHIO YTPAYCHHBIM M3-3a OTCYTCTBHUS YACTH JINCTA TEKCTOM.

[Ipy oTCyTCTBMM WM MaJoOd UIIMPUHE JIEBOTO IOJIS, HEOOXOAUMOTro s
IOAIIMBKY JOKYMEHTa B JI€JIO, CIEAYET IOAKJIEUTh K JIEBOW CTOPOHE JOKYMEHTa
JOTIOJIHUTENIBHYIO TIOJIOCKY, & 3aTE€M IPOU3BOAUTH 11O HEN NOALINBKY.

ITo pe3ynpraTtaM NMpOBEAECHHOW ITPOBEPKU M BCEX MPUHATHIX MEP IO YIYUYLICHUIO
(GU3UYECKOT0 M TEXHHYECKOTO COCTOSIHUS IOKYMEHTOB JIEIAeTCsl BEIBOJ O MIPUTOTHOCTH
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KaXXJa0ro us3 OTO6paHHBIX AOKYMCHTOB K II€p€aadu€ B apXMB H B I[&J'II)HCﬁHICM
OCYHICCTBILIIOTCA BCC  IIOCIICAYIOIIHUC  OTAallbl pa6OTLI 110 q)OpMI/IpOBaHI/IIO 151
O(I)OpMJ'IeHI/II-O JCI h15(80) MNPUHUMACTCA PCHICHHUC O BKIIOUYCHUHU OTIACIIBHBIX BHJIOB
HCUYHUTACMBIX JOKYMCHTOB B dKT O HCUCIIPABHUMBIX ITOBPCKACHUAX JOKYMCHTOB.

IIpoBepka npaBWiIbHOCTH GOPMUPOBAHMS Jej1a

[Tepen moammBKOM Aeia MPOBEPSIETCS MPABIIIBHOCTD €ro (POpMUPOBAHMS:

- COOTBETCTBHUE COJECPKUMOTO Jejia CTaThe CBOJHONW HOMEHKIATYPHI JAciia U
CPOKY XpaHEHHUsI CTaTbH 110 HOMEHKJIATYPE;

- Halu4yue B JeJie€ TOJIbKO YCTAHOBJIEHHBIX JOKYMEHTOB MOCTOSIHHOTO JHOO
BpeMeHHoro (6osee 10 yeT) XpaHeHus;

- COOJTIO/ICHHE TIPUHATOTO MOPsJIKa CUCTEMaTU3allui JOKYMEHTOB B JIEJIE;

- HaJIMYue BCEX HEOOXOAMMBIX 3JIEMEHTOB odopmiieHus aena (Oenoro nucra
BIIEpEN Jieja, BHYTPEHHEW omucu (B cilydae HEOOXOAMMOCTH), JIMCTA-3aBEPHUTEN,
KapTOHHOM IMOJIOCKH).

Ecnu B nmeno B xoae ero QopMmupoBaHusi ObUIM TOMAIIUTHI JOKYMEHTHI C
pa3TUYHBIMHA CPOKAMHU XPAaHEHHUS, TO JEJI0 paciuBacTcs U (POPMUPYIOTCS HOBBIC JIeTa,
UCXOJII W3 CPOKOB XpaHCHHS JOKYMEHTOB. [IpM 3TOM JOKYMEHTBHI C HCTEKIITUMHU
CpOKaMH XpaHEHHUS YHUYTOXKAIOTCS 110 aKTaM B YCTAaHOBJICHHOM ITOPSIIKE.

HOpSII[OK NOAININBKH JeJIa

JIOKyMeHTBl B JieflaX TOCTOSSHHOTO XpPaHEHHWs, [0 JMYHOMY COCTaBy U
BpeMeHHOTO (cBbimie 10 jeT) XpaHeHus MOAIMIUBAIOTCSA HA YETHIPE MPOKOJIA MTPOUYHBIMHU
HUTKAMH B TBEPAYIO 00JIOKKY M3 KapTOHA WJIH MEPETUICTAIOTCS C YI€TOM BO3MOKHOCTH
CBOOOJTHOTO YTCHHS TEKCTA BCEX JIOKYMEHTOB, JIaT, BU3 M PE30IIOINI HA HUX. TeKcT He
JOJDKEH TTOAXOAUTh K JIMHUH TOITUBKY (TIeperuieTa) Ormke 2 ¢M, a JINCTHI HE JTOJDKHBI
BBICTYIIaTh 3a Kpas OOJIOKKW. B ciydasx, Korja TEKCT Ha JOKYMEHTE PacCIlONIOXKEH
OJM3KO K Kparo JINCTA, K TAKOMY JIUCTY MOJKJIEHBAETCS MOJI0CKa OyMaru, 3a KOTOPYIO
JIOKYMEHT MOJIIMBaeTCs (TIEpPErieTaeTcs) B Je0.

Hymepanust JIUCTOB JeJ1a

B nemsix obecrniedeHHs] COXPAHHOCTH U 3aKPEIUIEHUs MOpAJKA PaCIONIOKEHUs
JOKYMEHTOB, BKJIFOYEHHBIX B JI€JIO, BCE €T0 JINCTHI, KPOME YHUCTBIX, JTUCTA-3aBEPUTEIIS U
BHYTPEHHEH OMUCH, HYyMEPYIOTCA B PA3BEPHYTOM BHUJE apaOCKUMH LIKU(PpaMH, BaIOBON
HyMmepanue. YucTble NUCThl U3 Jena u3biMaroTcs (0e3 MOBPEKIEHUs LEIO0CTHOCTH
Jie7la) ¥ YHUYTOXKAOTCA. JIMCTBI HyMepylOTCsl POCTBIM KapaHJalloM CBEPXY BHHU3 B
BO3pacTaOIIEeM TMOpsIKEe HOMEpPOB, HauumHas ¢ mnepBoro. Lludpsl mpocTtaBisioTcs B
IPaBOM BEPXHEM YIJy JINCTA, HE 3aJ€Bas TEKCTa JOKYMEHTOB. JIMCTBI BHYTpEHHEU
ONKMCH  JOKYMEHTOB Jejla HyMEpyloTcs OTHenbHO (apabckumu  1udpamu).
Hcnonb30BaHre YEpHWI WM UBETHBIX KapaHAAlIed PU HyMEPALUH JEN 3alpeiiacTcs.
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JIMCTBI 111, COCTOSIMX M3 HECKOJBKMX TOMOB WJIM 4YacTed, HyMEpPYIOTCS IO
KaXIOMYy TOMY WIHM 4YacTU OTHEJIbHO, HauMHas ¢ nepBoro. llpunoxenus k ey,
NOCTYNUBIIME B Ieperviere, OPOPMISIIOTCS KaK CAMOCTOATEIbHBIE TOMa M TaKXKe
HYMEPYIOTCSI OTAEIBHO.

JIOKYMEHTBl C COOCTBEHHOM HyMepaluueld JHCTOB, B TOM 4YHCIIE I€YaTHbIE
U3JIaHUs, HyMEpYIOTCS B OOIIEM MOPSAKE WM COXPAHSAIOT COOCTBEHHYIO HYMEPAIIHUIO,
€CJIM OHA COOTBETCTBYET MOPAIKOBOMY PACIIOIOKEHHIO JINCTOB B JIETIE.

dortorpaduu, UepTekKH, AMATPAMMBI U ApPyTU€ WUIIOCTPAaTHBHBIE U
cnenuuueckue JOKYMEHTBI, MPEICTaBISIIONINE CAaMOCTOSTENBHBIM JUCT B JEle,
HYMEpYIOTCsI HA 000POTHOM CTOPOHE B JIEBOM BEPXHEM YTIIy.

Crnoxxennpiii muct Oonbmioro ¢opmara (popmata A3, A2) pa3BopauuBaeTcs U
HyMepyeTCsl B IPaBOi yacTu BepxHero nous jgucta. [lpu stom nuct modoro ¢popmara,
NOAIIMTBIM 3a OJMH Kpad, HyMepyeTcs KaK OJWH JIMCT; a JIMCT, CIIOKEHHBIA M
HOJIIUTBIN 3a CEPEINHY, ITOJUIEKUT MEPELINBKE U HyMEPYETCs KaK OJUH JIUCT.

JIuct ¢ Hariayxo HakJIEEHHbIMM JOKyMeHTamH ((ororpadusmu, BbIpE3KaMH,
BBIMMCKAaMHU U JIp.) HyMepyeTcsi Kak OJUH JIUCT, B HID)KHEW 4acTu WU Ha obopote
TAaKOro JINCTA JENAeTCsl ONKMCh HAKJIEEHHBIX HAa HEro JIOKYMEHTOB. BO BHyTpeHHEN
OIMCH U B 3aBEPUTEIIBHON HAJIUCHU B KOHIIE Jie]a O TAKUX JMCTAX JIEJIaeTCs OrOBOPKa,
HaIpumep:

Ha nucme 6 naxneeno 5 oomoepaghuii coenacno onucu Ha obopome aucma

KapTel u cxeMmbl, CKJIEEHHbIE M3 HECKOJBKUX JIMCTOB, HYMEPYIOTCS KaK OJVH
muct. Ha Takux nucrax Ha 000poTe WM CBOOOJAHOM OT TEKCTa MECTE YKa3bIBAeTCs
KOJINYECTBO JIUCTOB B CKJICHKE. BO BHYTpEHHEN ONUCU U B 3aBEPUTEIILHOM HAAIUCH B
KOHIIE JIe]a O TAKUX JIMCTaxX Aenaercs oroBopka. Hanpumep: «JIuct 7 - kapra-ckienka
u3 10 1ucToBy.

Ecnu x nOKyMeHTy (JIUCTy) MNOAKIEECHBI OJHHM KpaeM JpyTrHe JTOKYMEHTBI
(pacueTHBIC JIUCTKHU K JIMIIEBBIM CU€TaM, BCTABKU TEKCTA, NIEPEBOJIbI, BHIPE3KU U T.IL.),
TO KQXIBIM JTOKYMEHT HyMEPYETCA OTIAEIBHO OYEPEIHBIM MOPAAKOBBIM HOMEpOM. [Ipu
ATOM CHadajia HyMEPYETCS JIMCT, K KOTOPOMY MPUKIJIEEHBI IPYTrUe JOKYMEHTHI, a 3aTEM
YK€ B CIECAYIOUIEM TOPSAKE: CBEPXY — BHHU3, CJIEBA — HAMNPABO MOAKJICCHHBIE OTHUM
KpaeM JIMCTKU, HAIIPUMED:

1
2 5 8
3 6 9
4 7 10

Ecimu TekcT nOKyMeHTa pacmojio’)keH Ha OO0euX CTOpOHAax JHMCTa, 00OpOTHas
CTOpPOHA JINCTAa HE HyMepyeTcs, a Mpu O(GOpPMIEHUH CHOCOK Ha OOOPOTHYIO CTOPOHY
JMCTa JOKYMEHTA YKa3bIBaeTCSI HOMED JIMCTa C J00aBICHUEM «00», HalpuMep:

1. 25 00.
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[ToammTeie B €70 KOHBEPTHI C BIOKECHHUSIMUA HYMEPYIOTCS: BHa4YaJle KOHBEPT, a
3aTeM oOuepeAHbIM HOMEPOM Ka)xJ0oe€ BJOXKeHHWE B KoHBepTe. Hambomee iieHHbIE B
UCTOPUYECKOM M XYJO0’KECTBEHHOM OTHOIICHUM JOKYMEHTBI (YEpPTEXKH, PYKOIHUCH,
rpaduka u T.J1.) He MOIIMBAIOTCS, @ BKJIAIBIBAIOTCS B KOHBEPTHI.

Ecnu B €0 BKIFOUEHBI JIUCTHI — Pa3lENUTENId MEXAY TOKYMEHTaMH, Ha HHUX
JOJDKHA OBITh MHGOpMaIKs (HAAMUCh), KOHKPETU3UPYIOIAs MPUHIUIT CUCTEMATU3aI[uU
JIOKYMEHTOB B Jeie (HaMMEHOBAaHUE CTpaHbl, BUIOB JOKYMEHTOB, (GaMUiMs, WM,
0oT4yecTBO paboTHHMKAa W Ap.) OHM HYMEpPYIOTCS B BajOBbIM TNIOpPSAJKE BMECTE C
JIOKyMEHTaMHU.

Ecnu B 1ene uMeroTcs YUCThIE JINCThI, OHU HE HYMEPYIOTCS.

[ToammTeie B €10 JOKYMEHTBHI ¢ COOCTBEHHOW HyMepalued JHUCTOB (BKJIOYast
neyaTHble M3JaHUsA) MOTYT HYMEPOBAaTbCS B OOIIEM TMOPSAKE WIA COXPaHSITh
COOCTBEHHYIO HYMEPALIMIO, €CJIM OHA COOTBETCTBYET MOPSAKY PACIOI0KEHHS JTUCTOB B
nene.

Eciu B HyMepaluu JIMCTOB AOIMYIIEHO MHOIO OMIMOOK, BCE JEJI0 HyMepyeTcs
3aHOBO. [Ipu 3TOM CTapble HOMepa 3a4E€pKUBAOTCS OJHOW HAKJIOHHOW YEPTOU, U PAIOM
CTaBUTCS HOBBII HOMEp JIMCTa. B KOHIE n€na COCTaBISIETCS HOBAas 3aBEPUTEIIbHAS
HAJIUCh, IPU 3TOM CTapasi 3aBEpUTEIbHAsI HAAIMCh 3a4EPKUBACTCS, HO COXPAHSETCS B
JieJie; BHOCSTCS TAK)KE HUCIIPABIICHUS BO BHYTPEHHIOK OIKCh, UM OIUCH COCTABIISIETCS
3aHOBO.

[Ipy HanMuuM OTAENBbHBIX OIIMOOK B HYMEpalUWWd JIMCTOB B JeJax Mpu
MOJATOTOBKE MX K CJIay€ B aApXUB JOIYCKAETCS MO COTIACOBAHHUIO C HUM YHNOTpPEOIEHHUE
JUTEPHBIX (C OYKBEHHBIMU JOMOJHEHUSIMU ) HOMEPOB JIUCTOB, HanpuMep: la, 10, Sa.

CocraBiieHue JUCTA-3aBEPUTEIIA J1€j1a

[Tocne 3aBepiieHus HyMepaluu JIMCTOB COCTABIISIETCS] 3aBEPUTEIIbHAS HAIKCh,
KOTOpasi pacrioyiaraeTcsi B KOHIIE Jieja. 3aBepuTeabHast HAJAMUCh COCTABIISIETCS B JIeie Ha
OTJICJILHOM JIMCTEe-3aBepUTENIE JIea.

B knurax 3aBepurenpHas HaANUCh OQOpMISiETCS Ha OOOPOTHOM CTOpOHE
MOCJIETHETO YUCTOTO JIUCTA.

3anpemniaeTcsi BBIHOCUTH JIUCT-3aBEPUTEIh Ha OOJIOKKY Jie7la UM YUCTHIM 000pOT
JUCTa TOCIAEAHETO JOKyMEHTa. Ecim 7emo moammTo Wiu mepervieTeHo Oe3 OaHka
JMCTa-3aBEpUTENS, OH HAKJICUBACTCS 3a BEPXHIOIO YaCTh JINCTA Ha BHYTPEHHEH CTOPOHE
OOJIOKKH JIena.

B nmcre-3aBepuTene ykaspBalOTCS IMDpaMd M TPOIMUCHIO  KOJIHMYECTBO
NPOHYMEPOBAHHBIX JIMCTOB M OTIEIBHO, 4Yepe3 3HAK «+» KOJMYECTBO JIMCTOB
BHYTPEHHEH ornvcu (TIpH €€ HAJIMIMH) B IAaHHOM JICIIC.

B mcre 3aBeputrene OTMEHarOTCS OCOOCHHOCTM  HyMeEpalliu  JIMCTOB,
(bU3UYECKOT0 COCTOSTHUS JOKYMEHTOB U (POPMUPOBAHUS JeTa:

- HaJTW4YKe JINTEPHBIX HOMEPOB JIMCTOB;

- HaJTW4YKEe MPOMYIIEHHBIX HOMEPOB JIUCTOB;

- HOMEPOB JIUCTOB C HAKJICEHHBIMH (OTOTpAPUIMU;

- HOMEPOB KPYMHO(OPMATHBIX JINCTOB;

- HOMEPOB KOHBEPTOB C BIIO)KCHUSMHU U KOJIMYECTBO BIOKCHHBIX B HUX JIUCTOB);
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- HOMEPOB MOBPEKIEHHBIX JHCTOB;

- HaJIMYME B JIeJIe TUMOTPa(CKUX IK3EMILIIPOB OPOIIIOP C KOJIMYECTBOM JIMCTOB B
HUX, €CIIM OHU HE ObLTM OTMEUEHBI B 00IIEH BaJIOBOM HyMepaluu B Jelie.

KonuyecTBO JAUTEpHBIX, NPOMYIICHHBIX JUCTOB JOJDKHO YUHUTHIBATHCS B
UTOTOBBIX JAaHHBIX O KOJUYECTBE MPOHYMEPOBAHHBIX JIMCTOB. Hampumep, nmocueaHuit
JIUCT Jiesia UMeeT HoMep 252, HO B JIeJie €CTh JIUCThI ¢ HoMepaMu 5a u 30a u npomyiieH
HoMep 17. B aToM ciyuae o011iee KOJIMYECTBO JIMCTOB OyAeT cOCTaBisTh 252 + 2 — 1=
253.

JIuct-3aBepuTeNnb MOJNHUCHIBAETCS €0 COCTAaBUTENEM, YKa3bIBa€TCS  €ro
JOJKHOCTH, paciin(poBKa MOAMUCH, 1aTa COCTABICHHUS.

Bce mocnenyroniue M3MEHEHHUST B COCTaBE U COCTOSHUU Jeia (MOBPEKICHHUS,
3aMeHa TOJUIMHHBIX JOKYMEHTOB) OTMEYAIOTCSl B JIUCTE-3aBEPHUTENE CO CCHUIKOW Ha
COOTBETCTBYIOIIHMM aKT.

KonnuecTBo nUCTOB B Jiej€ MPOCTABISAETCS HA OOJIOXKKE Jiesla B COOTBETCTBUHU C
3aBEpUTENILHON HAIITUCHIO.

CocraBiieHre BHYyTpPeHHEH ONUCH JOKYMEHTOB JieJia

JIns ydyera TOKYMEHTOB OINPEIEIECHHBIX KaTErOpUil MOCTOSHHOTO XPAaHEHHs, MO
JUYHOMY COCTaBy M BpeMEHHOTO (CBbIIIe 10 J1eT) XpaHeHUsl, y4ET KOTOPBIX BbI3bIBACTCS
cnequ(UKOl NaHHOM JOKyMmMeHTauuu (0co0o IIeHHbIe, JUYHBIE JieJa, Jellia ¢
JOKYMEHTaMU OTPAaHUYECHHOTO JOCTyNa U [Ip.), COCTABJISIETCS BHYTPEHHSSI OIUCH
JOKYMEHTOB JIEJIa.

VYuuteiBas oneiT mnpaktudeckoil padotel ['KY HCO I'AHO, o06s3atenbHbIM
SBJISIETCS COCTABJICHUE BHYTPEHHEN OMUCH K CIEAYIOIIUM KaTEeropusM JTOKYMEHTOB:

- coJiepKaIIuM 0co0o IeHHBIC TOKYMEHTHI;

- KOMIUIeKcaM (HapsaM) JIMYHBIX JeT;

- JIOKYMEHTaM IO JIMYHOMY COCTaBy (TPYIOBBIM JOrOBOpaM (COTJIAIICHUSIM),
JIMIEBBIM cYeTaM (BEIOMOCTSIM) 1O 3apabOTHOM TUIaTe, TUYHBIM KapTOYKaM YBOJICHHBIX
pabOTHUKOB, UHIUBUIYATIHHBIM CBEJCHHSIM O CTa)K€ U 3apabOTHOM T1aTe paOOTHUKOB U
JPYTUM JOKYMEHTaM [0 JMYHOMY COCTaBy B TOM CJydae, €CIIM CUCTEMaTHU3allus
JOKYMEHTOB B JieJlax M B IMpeJesax OIMNHUCHIBAEMOT0 XPOHOJOTMYECKOrO MepHoJia
HapyleHa 100 NPUHIIMI CUCTEMAaTU3aluU HE ONPEIETIEH.

BHyTpeHHs1 onuch JOKYMEHTOB JI€Jla COCTABIIAETCS TaAKKE HA OOBEMHBIE JIeT1a 10
JUYHOMY COCTaBy, €CJIM OHHM C(OPMHUPOBAHBI MO PA3ZHOBHIHOCTSAM JIOKYMEHTOB,
3aroJIOBKM KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COJEPKAHHUE JOKYMEHTOB, C IIENBIO
ydeta U OoJiee OBICTPOTO HAXOXACHHUS JOKYMEHTOB B Jefie. Bo BHYTPEHHIOIO OMHUCH
MMOMHUMO JOKYMEHTOB, MOJIIUTHIX B JIE€J0, JTOJDKHBI OBITh BHECEHBI U BCE MPUIIOKEHUS,
OTHOCSILIIUECS K HEMY.

Jluctel BHYTpEHHEW OIKMCH TMOJAIIMBAKOTCA B Hadane nena. Ecom  geno
MEPEerUIeTeHO WM TOAIMUTO 0Oe3 OJlaHKa BHYTPEHHEW ONHCH JOKYMEHTOB, TO
COCTaBJICHHAsI TI0 YCTAHOBJIEHHOW (hOpMe OMHCh MOJKJICHBACTCS 3a BEPXHHUM Kpall K
BHYTPEHHEH CTOPOHE JTUIEBOM OOJIOKKH JieTa.

BHyTpeHHsiE onuch JOKYMEHTOB Ji€Jla COCTaBIISIETCS HAa OTACIBHOM JIUCTE MO
YCTAaHOBJICHHOW (opMe, KOTOpas COMEPKHUT CBEJACHUS O TOPSJIKOBBIX HOMEpPAx
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JOKYMEHTOB [IeJla, MUX MHJEKCax, JaTax, 3arojoBKaXx W HOMEpax JHUCTOB Jeja, Ha
KOTOPBIX PACHOJIOKEH KaX/blil NOoKyMeHT. K BHYTpeHHEW omucH JOKYMEHTOB Jela
COCTaBJISIETCSI WUTOrOBasi 3alMCh, B KOTOPOH yKa3blBaeTCs LHU(PpaMU M IPONUCHIO
KOJIMYECTBO BKJIIOYEHHBIX B HEE JOKYMEHTOB, NMPUJIOKEHUM K Iy M KOJIUYECTBO
JUCTOB BHYTPEHHEH OIUCH.

BHyTpeHHs4 onuch Ha Jiea 10 JMYHOMY COCTaBy (KOMIUIEKCHI (HapsIbl) TMYHBIX
JeN, TPYIOBBIX JOTOBOPOB (COTJIALIEHWIA), JHUIEBBIX CYETOB (BEAOMOCTEH) MO
3apabOTHOW TMJIaTe, JIMYHBIX KApTOUYEK YBOJICHHBIX PAaOOTHUKOB, WHIAMBUAYAJIbHBIX
CBEJICHUH O CTa)k€ M 3apa0OTHOM IJ1aTe€ PaOOTHUKOB U JIP.), COAEPKAIUX JTOKYMEHTHI,
CHUCTeMAaTH3alusg KOTOPBIX HOCHUT KOMIUICKCHBIM XapakTep U HE SIBISETCA
WHIAMBUAYAJIbHON Ha KaXJ0ro pabOTHHKA, COCTaBisieTcss Mo ocoloil  dopme,
coJiep KaIlei JINIHbIe PEKBU3UTHI ((haMUIHIO, UMS, OTYECTBO) PAaOOTHUKOB, JOKYMEHTHI
KOTOPBIX BKJIIOYEHBI B KOMIUIGKC, W HOMEpa JIUCTOB C JOKyMEHTamH,
COOTBETCTBYIOLLIUMU HM.

[Ipu u3mMeHeHnH cocTaBa TOKYMEHTOB Jeia (U3bsITHH, BKIIOUEHUHU JTOKYMEHTOB,
3aMEHbI UX KOMUSAMU U JIp.) 3TU U3MEHEHHUS OTPAXarOTCs BO BHYTPEHHEH ONUCH B rpade
«[Ipumedanue» €O CChUIKAMM Ha COOTBETCTBYIOLIME aKThl M MPU HEOOXOIUMOCTU
COCTaBJISICTCS] HOBAsi UTOTOBAsl 3aIUCh.

BHyTpeHHsI1 omHMChb JIOKYMEHTOB Jejla TOJIUCBHIBAETCS COCTABUTEIEM C
yKa3aHWeM pacii(pOBKU MOAMHUCH, TOHKHOCTH W JaThl COCTABIICHUS OMUCH U TIPH
HEOOXOMMOCTH CKPETUIAETCS MEYaThIO.

JIucThl BHYTPEHHEH OMUCH JIeia HyMEPYIOTCSl OTJEIBHO apaOCKUMU IuppamMu U B
JMCTE-3aBEPUTEIIE JIeNIa YKA3bIBAIOTCS Yepe3 3HAK «1».

Odopmiienue 00105KKH 1es1a

OO6noxka (TUTYJABHBIM JIMCT) Jefla MO JIMYHOMY COCTaBy oOQopmIsieTcss Mo
yctaHoBieHHOU ¢Gopme. Hammucn Ha 0010KKax Aen (TOMOB) ClEIyeT BBINOIHITH
yepHWIaMu, pa30opuuBo, 0e3 cokpamieHuil. Eciu Ha O0O0JO0XKKY HaKJIEHBaeTCs
TUTYJIBHBIA JIUCT, W3TOTOBJICHHBIH THMOTPACKUM CIOCOOOM, TO HAAMHUCH Ha HEM
MOKHO TeyaTaTh. TUTYIbHBIA JUCT PEKOMEHAYETCS HaKJIeHBaTh C HAKJIAJAKOM Kiies Ha
BCIO MIOBEPXHOCTH JIUCTA C TEM, UTOOBI MTOJI HUM HE 00pa30BbIBAIOCH MTYCTOT.

OO0noXKH el C JOKYMEHTaMHM, HWCIOJHEHHBIMU Ha CTaHAApTHBIX JIMCTax,
JTOJDKHBL UMeTh pasmepbl 229 x 324 wmm. OOnoXKH el ¢ JOKyMEHTaMH,
W3TOTOBJICHHBIMA ~ HA  HECTaHJApTHBIX  JINCTAaX, MOTYT HMETh  pa3Mepshl,
COOTBETCTBYIOIIHE Pa3MepaM IMOAMIUTHIX B HUX JINCTOB.

OO010XKKH 1€ ¢ TOKYMEHTaMU, UMEIOIIMMU JUTHTENbHbIE (25 u Ooee JieT) CpoKu
XpaHEeHUs, JOJKHBI OBITh HM3TOTOBJIEHBI W3 TBEpAOro KapToHa. [l oOioXek mer,
CIaBa€MbIX Ha TOCYJAapCTBEHHOE XPAHEHHE, TPUMEHAETCS OCCKUCIOTHBIN KapTOH.

st mpemoxpaHeHWss TOKYMEHTOB OT MEXAaHMYECKOW IOpYM Ha TEPBOM U
MOCJICTHEM JIUCTax Jieia, TOMa Tepe]l MPOIIMBKONW HAKJIEHBAIOTCS TOJIOCKA TOHKOTO
KapTOHA, Yepe3 KOTOPhIE U MPOIyCKASTCS IITHYP.

[Ipu opopmiieHUn nen NpUMEHSTh KaHLEIAPCKUN (CUITMKATHBIN) KIIeH, MyYHOU U
KpaxMaJIbHbIA KJIEUCTEPHI HE CIIETYET.
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Ha o06noxke gena yka3bIBalOTCSl PEKBU3UTHI: HAUMEHOBAHWE OpPraHU3ALMU U €€
HEIMOCPE/ICTBEHHAs] TOJAYMHEHHOCTh, HAMMEHOBAHHUE CTPYKTYPHOTO MOJpa3ieieHHus,
WHJIEKC Jiesia, HOMep ToMma (4acTH), 3aroJIOBOK Jieia (ToMa, YacTH); KpailHue AaThl efa
(ToMa, YacTH); KOJMYECTBO JHCTOB B Jelie (TOME, 4YacTh); CPOK XpaHEHUs Jena;
apXUBHBIN MHUQP Jema.

PexBu3uTHl, TpocTaBisieMble Ha  OOJOXKKe (TUTYJIBHOM JIMCTE) Jeda,
0(pOpMIIAIOTCS CIAEAYIONUTMM 00pa3oM:

PexBuzutr «HaumMeHoBaHuE oOpraHu3aluu»  yKa3bIBa€TCS  IOJHOCTHIO, B
UMEHUTEIbHOM Tajiexke. IlolHOe HauMMEHOBAaHHWE BBIIECTOSAIICH OpraHU3alUU
YKa3bIBaeTCsl HaJ HAMMEHOBAHUEM OpraHU3alUM (TaKK€ B UMEHHUTEIHLHOM MaJexKe).
Ecnu opraHuzanuss WM BBIIIECTOAINAs] OpraHU3alus HMEIOT  COKpAIllCHHbIC
HAaUMEHOBAHUS, TO OHU YKa3bIBAIOTCS B CKOOKAaX MOCJIE MOJTHOIO HAMMEHOBAHHSL.

PexBuzutr «HamMeHOBaHUE CTPYKTYpHOrO MojpasjeieHus» odopmiIsieTcs B
COOTBETCTBHUHM C YTBEPKICHHON CTPYKTYPOU (IITATHBIM PACIIMCAHUEM) OpraHU3aIIUH.

[Ipu U3MeHeHUH HAaUMEHOBAHUS OpTraHU3AlMK (CTPYKTYPHOTO MOpPA3/CIICHUS) B
TEUEHHE TEPUOJIa, OXBATHIBAEMOTO JIOKYMEHTAaMHU Ji€Jla, WM MpU [epenade Jiena B
JIPYTYIO OpraHu3aluio (CTPYKTYpHOE ToIpa3ieJieHUeE), Ha 00JI0KKE Jieia JIOMUChIBACTCS
HOBOE€ HAMMEHOBAHWE JTOM OpraHu3ald WM OpraHU3alUU-TIPAaBONPEEMHUKA
(CTpYKTYpHOTO MOApa3AeiieHUs), a MPEKHEe 3aKITI0YACTCs B CKOOKHU.

B pexBusute «MHaekc nena» mpoctaBisieTcs HUppoBoe 0003HaYEHUE (MHJIEKC)
Jiena 1o HOMEHKJIaType Aell.

PexBu3ut «3aronoBok jena (Toma, 4acTH)» MEPEHOCUTCS U3 HOMEHKIJIATYphl Jel
OpraHu3alii, B HEOOXOJUMBIX CIIydasX B 3aroJIOBOK BHOCSITCS YTOUHEHHS: HOMEpa
MPUKAa30B, MPOTOKOJOB U JAp. 3arojiOBOK JOJKEH COOTBETCTBOBATH COICPKAHUIO
JIOKYMEHTOB B JIeJie. 3arojioBOK JOJDKEH OBITh KPAaTKUM M B TO K€ BpeMsl IOJIHO
pacKpbIBaTh COJEpKaHUE MOJILIUTHIX B JAEJIO JOKYMEHTOB. B 3arojioBke yka3blBarOTCA
BHUJIbl UMEIOLIUXCSL B JieJie JOKYMEHTOB, MX aBTOp U MO KakOMy OHM Bompocy. Eciu
HAaUMEHOBAaHUE JIeJIa HE PACKpPBIBAET COAEPKAHUE MOAIIUTHIX B HEM JOKYMEHTOB
(«doxymenTsl 10 3apaboTHOM Tuiate», «[Ipukasel mo kampam» M T.I.), COCTaBISETCS
HOBO€ HAaMMEHOBAaHHE, OTPAXKAIOIIEE COACP)KAHUE MOAIIMTBHIX B JI€JI€ JTOKYMEHTOB, U
obmokka nena mepeodopmisiercs. Ecim nmeny Henb3s gaTh oaHO oOIee KpaTKoe
HAaMMEHOBaHUE, TO 3ar0JIOBOK COCTABIISIETCS IMyTEM OOOOIIEHUS CXOIHBIX TOKYMEHTOB
WU TIepeUyucCsIeHUus HaubOoJjiee BaXHBIX. B 3arosioBkax jen, cojepxkaiux KOIMUU
JIOKYMEHTOB, YKa3bIBa€TCsl Ha KOJIMYECTBO Komui. [loAIMHHOCTh TOKYMEHTOB Jeja B
3aroJIOBKE HE OroBapUBaeTCsl.

B tex cnyuasx, Korjaa Jej10 COCTOUT U3 HECKOJIbKUX TOMOB (4acTei), Ha 00JI0KKY
KaXJI0ro ToMa (4acTH) BBIHOCUTCS OOIIUH 3arojoBOK Jiejia, a MpU HEOOXOJAUMOCTH -
3aroJ0BOK Ka)KI0ro TOMa (4acTH).

B pexBusute «Kpaiinne pnatel gena (Toma, 4YacTH)» YKa3bIBAlOTCA TOJ(bI)
3aBEJICHUS M OKOHYAaHMWS Jeja B JeJlOoNnpou3BoAcCTBe. JlaToil aden, comepkaimx
pacloOpSAUTENbHYIO JTOKYMEHTALUIO, & TaKXke ISl JeJ, COCTOSIIIMX M3 HECKOJIbKHUX
TOMOB ("acTeil), SIBJSIOTCSL KpallHHE JIaThl JOKYMEHTOB Jea, T.€. AaThl (UHCIIO0, MECHIl,
rojJi) peructpauuu (COCTaBJICHUSI) CaMOTO PaHHEro M CaMOro MO3JHEr0 JOKYMEHTOB,
BKJIFOUCHHBIX B Jeno. [lpu 3ToM umcio (aByms mudpamu) U r1o7 0003HAYAIOTCS
apaOckumu 1udpamMu, Ha3BaHUE MECSIIA MUIIETCS CIOBOM.
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Hust gen, copMUpPOBaHHBIX U3 JOKYMEHTOB MO HOMHUHAJIBHOMY IPHU3HAKY, TO
€CTh IO BHUJIaM JIOKYMEHTOB (IIPUKa3bl, PACIOPSLKEHMs, aKThl W T.I.), IaTOM Hayaia
JieNa SIBJISIETCSl J1aTa MOANMCAHUS WA YTBEPKACHUS CaMOI0 PaHHEro JIOKYMEHTa, a
JTATOM OKOHYAHUS - 1aTa MOAMKUCAHUS (YTBEPKIACHHS) CAMOI0 MO3/IHEr0 TOKYMEHTA.

Kpaithumu naramu nena, coleprKaiiero IpoTOKOJIbl 3aCEAaHuM, SBIISIIOTCS AAThl
YTBEPKJICHUs (€CITM OHM YTBEPIKIAIOTCS) WJIM COCTaBJICHUS MEPBOTO M TMOCIEIHETO
IIPOTOKOJIOB, COCTABJIIOIINX AEIIO.

KpaliHuMu naTtaMu JIMYHOTO J€fia SIBISIOTCS JaThl MOANKMCAHUS MPUKA30B O
IIPUEME U YBOJIBHEHMH JIMIIA, HA KOTOPOE OHO 3aBEAECHO.

PexBuzutr «KonuuecTBO JUCTOB B Jeie (TOME, YacTH)» MPOCTABISIETCS Ha
OCHOBAHUH JIMCTA-3aBEPUTENSA JEa.

PekBu3ur «Cpok XpaHEHHs Jejia» MEepPEHOCUTCS Ha OOJIOKKY Jena U3
COOTBETCTBYIOIIE HOMEHKJIATYPBl JE€J II0CIE€ CBEPKHM €r0 CO CPOKOM XpAaHEHUS,
YKa3aHHbIM B TI€pEYHE THUIIOBBIX JOKYMEHTOB JIMOO BEAOMCTBEHHOM IIE€pEUHE,
JICIICTBOBABIIEM B Mepuoj 00pa3oBaHUS 3THUX NOKyMEeHTOB. Ha nemax mo nuyHomy
cocTtaBy pekBU3UT «CpOK XpaHeHus Jena» o(opmisieTcs CleIyrlmuM 00pa3oM:
«XpaHutb 75 net» mubo «XpaHuth 50 geT».

PexkBu3ut «ApxuBHbIN MHDp Aena» (COCTOUT U3 HoMepa poHa, HOMEPA OIHUCH U
HOMEpa JieJa IO ONHMCH) Ha OOJIOKKAaX JeJ MO JUYHOMY COCTaBYy HPOCTaBIISAETCA
YEpPHWIAMH TOJIBKO MOCJI€ BKIIFOUEHHS 3TUX €] B TOJIOBbIE pa3/ieibl CBOJAHBIX OMUCEH,
coriacoBaHHbix ¢ DMK I'KY HCO I'AHO (10 3TOro oH npocTaBisieTcs KapaHaaloMm).



