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1. BBeaenue

Hacrosiiast maMsiTka coctaBieHa Jisl ONPEIeICHUs] METOJIUKU PadOThI IO TEX-
HUYECKOMY O(QOpPMIICHHIO apXMBHBIX JIeNl MOCie HaydyHOU oO0paboTku (OHAOB, OMU-
CaHUs JOKYMEHTOB JUYHOTO MPOUCXOXKACHUS, ayAMOBU3YyaJIbHON JOKYMEHTAIUH OT-
JIEJIOM, 3aHUMAIOIIUMCSI 00ECIIEYEHUEM COXPAHHOCTU JOKYMEHTOB B T'OCYJIapCTBEH-
HOM apxuBe. [laMsiTka Takke mpegHa3HaueHa JJisi COTPYAHUKOB OT/EJIOB, OCYIIIECTB-
JSIOMMX HAYYHO-TEXHHUYECKYI0 00paOOTKY AOKYMEHTOB B OpraHM3allUsIX, U MOXKET
OBITh UCTOJBb30BaHA MPU PA00TE B MyHULIUTIAIBHBIX apXUBAX, My3esX U OMOIHOTEKaX
Y amyptckoi Pecriyonukmu.

OOGecrieueHre COXPAaHHOCTU JIOKYMEHTOB BCEr/ia CKJIAJIBIBAJIOCh U3 PELICHUS
JBYX 3aJlay. OpraHu3aluu XpaHeHus U obecreyeHus GU3NUYECKOM COXPaHHOCTH J0-
KyMeHTOB. [[03TOMy OJJHUM U3 MEPBOOYEPEAHBIX BUIOB ACSITEIHLHOCTH apXUBa SBIIS-
eTCsl TeXHUYecKasi 00paboTKa IOKYMEHTOB, BKJIIOYAIOIIAs] CIEAYIOIINE BUIbI palboT:

- MOJINIMBKA WJIU NIEPEIUIeT JIeNa;

- HyMepallusi JUCTOB B JIEI€;

- opopMIieHHE BHYTPEHHEH OMUCHU K IOKYMEHTaM Jiea;

- opopMIieHHE NTMCTa-3aBEpUTENS JIETa,;

- oopmIieHHE OOJIOKKH JAea.

B nannHoil mamsATKe mpejiararoTcs BapUaHThl O(POPMIICHHUS apXUBHBIX JEN C
y4€TOM 0COOEHHOCTEN uX (OpMUPOBaHUS, CIEHUPUKH JOKYMEHTALUN HAa OyMaKHOMN
OCHOBE, ayJMOBU3YaJIbHBIX JIOKYMEHTOB, IOKYMEHTOB JUYHOTO MPOUCXOXKICHUS U
cTpaxoBoro poHjaa MUKPOPUIBLMOB U (DOTOJOKYMEHTOB.

B mamsiTke He paccMaTpUBaIOTCA OCOOEHHOCTHM TEXHUYECKOro O(opMIeHUS
0c000 IICHHBIX JIe)T (CM. METOMYECKHE PEKOMECHIAIINU «BhIsSBIICHUE, YUeT, ONMCAHNE
1 XpaHeHue oco0o meHHbIX JoKyMeHTOB B I'Y «IIJIHU YP», Mxkerck, 2002, ¢ u3zm.
2007), a Takxke XpaHEHUE MY3EHHBIX MTPEIMETOB U JICKTPOHHBIX JOKYMEHTOB, KOTO-
pBI€ ClIeIyeT OCYIIECTBISATh B COOTBETCTBUHU CO CIIEHUAIBHBIMU pa3pabOTKaMHU.

Heo06x0a1uMo OTMETUTh, YTO MaMsITKa HE peuiaeT BcexX MpoOseM, CBSI3aHHbBIX C
TEXHUYECKOU 00pabOTKON JOKYMEHTOB JIUYHOTO MPOUCXOKICHUS, B OTHOUIEHUU KO-
TOPBIX HE BCErJa MPUMEHUMbI TPeOOBaHUS, MPEIbSABISEMbIE K TEXHUYECKOH oOpa-
00TKE JOKYMEHTOB B rOCyAapCTBEHHBIX apxuBax Poccuiickoii @enepanunu.
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B 2008 r. B cBsI3u ¢ BHEAPEHUEM B IIPAKTUKY paboOTHI apxuBoB «IIpaBui opra-
HU3ALUU XPAHEHUs, KOMIUIEKTOBAHUS, YUE€TA U UCIOJIb30BaHUs TOKYMEHTOB APXUB-
Horo gonaa Poccuiickoit @enepanuu u Apyrux apXuBHBIX JIOKYMEHTOB B TOCYAapCT-
BEHHBIX U MYHHUIMNAIbHBIX apXuBaX, My3esix M Oubnumorekax, opranuzanusx Poc-
cuiickoi akagemuu Hayk» (M., 2007).

[Tonoxxenus [laMsITKU npUBEAEHBI B COOTBETCTBUE ¢ TpeOoBanusmu [Ipasu.

2. OdopmiieHue 1eJ1 ¢ IOKYyMeHTAMHI
Ha OyMaKHOW OCHOBe

2.1. llonmuBKa aeJ1.

2.1.1. Jlemom Ha3bIBaETCS COBOKYITHOCTh JIOKYMEHTOB WJIM JOKYMEHT, OTHOCS-
IUICA K OJTHOMY BOIIPOCY WJIM YYacTKY JEATEIbHOCTH, MOMEIICHHBIA B OTJEIbHYIO
OOJIOKKY.

2.1.2. O0GH0XKHM A€M, MOJIeKAIINUX MOCTOSTHHOMY XPaHEHUIO, JOJKHBI OBITH
MPOYHBIMH, YTOOBI OHH XOPOIIIO JePKau JOKYMEHTHI, HE CTUOATTNCh M HE MSUTHCH.

2.1.3. IIpu 3amene O0NOXKKH Jea cTapasi 00J0KKa COXPAaHIETCS W TOIINBA-
eTcs clie/IoM 3a HOBOM. Ecnu neno uMeert nBe-Tpu cTtapbie 00JI0KKHA C Pa3HBIMU 3aro-
JOBKaMH U mu@dpamu, 4To ObIBAET YACTO NpHU nepepadboTke POHIOB, TO COXPAHSIIOTCS
U TIOAIIMBAIOTCS BCE O0JIOKKHU. ECM HEBO3MOXKHO MOIIUTH CTApy0 O0JIOKKY Jea
(opBaHa, MJIECeHb, yracarolluid TEKCT U T.I.), OHA KCEPOKOMUPYETCS U KCEPOKOIHS
MMOIIIMBAETCS CJIEAO0M 32 HOBOM OOJIOKKOIA.

2.1.4. Ecin 0010)kKa MpecTaBlIsIeT cOO0H IeIyro Ta3eTy, TO JeJ0 aKKypaTHO
pacmuBaeTcsi, 00JI0KKa KCEPOKOMHUPYETCsI, a IK3EMILISAP ra3erbl (Ipu HeoOX0auMo-
ctu) nepenactcs B otael HCA ¢ 1eapio BKIIOYCHUS B KOJUICKIMIO TIEPUOINYCCKUAX
w3nanuii (B ['Y «[I/IHU YP») win B HayuHO-cripaBouHyr0 OnOaroreky (B I'Y «I'A
VYP»).

2.1.5. Tlepen mommmBKOH (MEperieToM) JTOKYMEHTBI aKKypaTHO CKJIaJIbIBAIOT
no ¢gopmary o0JIOKKH (peanoYTHTEIbHbIH GopMaT A4), TakuM 00pa3oM, YTOOBI
TOJIIIIMHA JieTia Oblla paBHOMepHOU u He mpeBbimana 30-40 MM, KOTUYECTBO JIMCTOB
— 200-250, mpuueM 7neBBI W BEpXHUW Kpasl TIIATEIIBHO BBIPABHUBAIOTCS. BhICTy-
MaIIe KPOMKUA OOJIOKKU JOJKHBI ObITh cpe3aHbl. [Ipu 3TOM ynanswoTcs Bce Mo-
CTOpPOHHHME, HaXOoJsIIHecs B Jenax, Mamkax, KopoOkax MpeaMeThl: METaUIM4eCcKue,
KapTOHHBIC, OyMa)KHBIE W IPYTHE 3aKJIAJIKH, TPOKIIAKH, CKPETIKH | T.II.

2.1.6. B ponmax muaHOTO MPOUCXOKACHUS Neia GopMupyroT B o0beme He 00-
nee 50 TUCTOB, 32 UCKITFOYCHUEM PYKOIHUCEH HAYYHBIX, TUTEPATYPHBIX U TBOPUECKUX
JIOKYMEHTOB, a TakXe JieJ, C(OOPMUPOBAHHBIX M MOJIIUTHIX caMmuM (hoHT000pa3oBa-
TeIeM, 00bEMBI KOTOPBIX CIIEIYET COXPAHSTh B LIETOCTHOCTH.



4

2.1.7. Ecnu B mene MHOTO TOKYMEHTOB HEeOOJbIoro gopmara, TO mepes mo-
IIMBKOM WX HAKJIAJbIBAIOT OJWH HA JIPYrod TakuM 00pa3oM, 4TOOBI MpPEabIIyIIHil
JIUCT 3aKpbIBaJl HOMEP JIUCTA MOCIEAYIOIIEro JOKYMEHTA, T.€. PacKIaiKa «JIECEHKOU»
B npejenax ¢popmara 00JI0XKKH.

2.1.8. EquHuvHbIe JOKYMEHTHI OOJNBIIOTO (GopMara, MOIIIMBAEMBIE B JEIIO
CTAaHJApPTHOTO pa3Mepa, JOJLKHBI ObITh cdanblioBaHbl 10 ¢gopmarta A4 coriacHo
I'OCT 2.501-88 c ycmoBuem cBOOOTHOTO TpOUTEHUsST MOKyMeHTOB. [Ipu oOHapyxe-
HUU JOKYMEHTOB, C(aJbllOBAHHBIX HEMIPABWIBHO, JIEJI0 MEPEIINBACTCS.

2.1.9. Eciii TeKCT AOKYMEHTa CIUIIKOM OJU3KO PacCIOJIOKEH OT Kpas JINCTa
(6moke, yem 1,5-2 cM), TO K JIHCTY C OOpaTHOH CTOPOHHI (B CiIy4ae OTCYTCTBHUS Ha
Hell Tekcra) MOJMBHHMIANCTaTHON smynbcuerd ([IBA) monkimenBaeTcst IMmoiocka
npouyHoi Oymaru («danpuuk»). B ciiydae pacnosiosKeHUsl TEKCTa ¢ IBYX CTOPOH JIKC-
ta oboiHbIM KieeM (KMII) monknenBaeTcs «(haabuuk» U3 MUKAJICHTOW OyMaru u
TOJIBKO 3aTEM K HEMY, HE 3aKpbIBasi TEKCT Ha JIUCTE, «(abUUK» U3 IPOYHON Oymaru
(3a KOTOPBIN JTUCT TOIIIMBACTCS B J1eyi0). Kareropudecku 3anpemaeTcsl IpUMEHEHNE
CUJIMKATHOTO KaHIIEJISAPCKOTO KJIes.

2.1.10. TIpu nommmBke (neperiere) Ael ciaeayeT oOpamaTh BHUMaHUE Ha Tpa-
BWJIBHOCTh CUCTEMATH3alluU JOKYMEHTOB Ha JBOWHBIX JucTax. HOTa OHM OBIBAIOT
CJIOKEHBI Y TOJANIUTHI HEMPABUIIBHO, TaK, YTO HAYaAJIO JTOKYMEHTAa OKa3bIBAE€TCs OTE-
JICHO OT €r0 OKOHYaHMS JPYyrUMH JoKyMeHTaMu. OCcOOEHHO YacTO 3TO BCTPEUYAETCs B
(dhoHIaxX JOPEBOIIOIMOHHOTO MEPUOa, a Takke B Aenax ¢ Tabmuramu. [Ipu oOHapy-
KEHUU TakuX AePEKTOB UX CIEAYET HEMEIJIICHHO YCTPAHUTh, IepedopMUpOBaB JAaH-
HBIE Jiena.

2.1.11. Tlpm monmmmBke naen, o0beM KOTOpbIx mpeBbimaeT 300 mmcTOB, WX
MO>KHO pa3JIeINTh Ha ToMa (Y4acTH), He HapyIIas Py 3TOM XPOHOJOTHIECCKOM IMOCIIe-
noBaTeabHOCTU. OHAKO, €ClId pa3/ielieHHE Jejia MOXKET MOBJIeUb 3a COOOW MEeXaHH-
YECKOE MOBPEKICHUE TOKYMEHTA, ACIUTh UX HE PEKOMEHAYETCSl.

Paznenenne nema B X0Je HaydHO-TEXHHUYECKOM 0O0paOOTKH (oHIA MPOU3BO-
JUTCS TOJBKO COTPYJHUKAMU, 3aHUMAIOIIUMHUCS HAy4YHOU repepaboTkoi (hoHa.

2.1.12. B xoHIIe KaXXJ0T0 Jejia MOAIINBAETCS JINCT-3aBEPUTENh, & B HaUaJe Je-
Jla — JIUCT UCIOJIb30BaHUs IOKYMEHTOB. B HEOOXOUMBIX Cilydasix B Hauaje jJenia Io-
cJie JINCTA UCTOJIb30BAaHMS TIOIIIUBACTCS BHYTPEHHSISI ONTUCh JOKYMEHTOB JIeJia.

2.1.13. Ilpn Hamuuuu B JIeje OTIASIbHBIX HEMOIIIUTHIX 0CO00 IEHHBIX JIOKY-
MEHTOB, HEBOCTPEOOBAHHBIX JUYHBIX JOKYMEHTOB, a TaKKe€ HEMOJKJIEEHHBIX (HOTO-
rpaduii, OHU JTOJKHBI OBITH BJIOKEHBI B KOHBEPT, KOTOPHIA 3aTEM MOMAIIUBAETCS B
JAHHOE JEJ0, 0 MECTY UX PACIIOI0KEHUS.

2.1.14. KpynaodopmarHbie nena (IUiakathbl, aduiny, YepTeKH U T.JI.) TTOME-
jaroTcsl B TyOyChl WJIM HAalKU C KJIamaHamu, MpU 3TOM O(QopMIIsieTcsl BHYTPEHHSS
OMHCh.

2.1.15. Tleproguveckue meyaTHbie W3MaHus (ra3eThl, KypHAIbI) TAKXKe IMOJ-
[IMBAIOTCS WU MEPEIIIETAI0TCSL.

2.1.16. Jlema moJDKHBI OBITH MOJIMIMTHI MPOYHON XJIOMYIATOOYMAKHOH HUTKOU
Ha 4 mpoKoJia WK NEPETUIETEHBI C YIYETOM BO3MOKHOCTH CBOOOIHOTO UTEHUS TEKCTA
U pe3otonneil Ha JokymeHTax. JlinHa HuTel 1omkHa ObITh OOJbIlIe IJIMHBI KOpElIKa
MOJIIIMBaeMoro fena B 2,5 pasa. [loamms HaunHaeTCs CBEpXy cO 2 MPOKOJIa HErpe-
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PBIBHBIMU CTEXKKAaMHU, PACIONI0KEHHBIMU ¢ 00eux cTopoH. [Ipu 3Tom geno crsarusa-
€TCSl HUTBIO TaK, YTOOBI CTEKKHU MIIOTHO (PUKCUpOBaIM JOKYMEHTHl. Hauano u koHen
HUATHU TIPOXOJAT YEPE3 OJUH U TOT K€ MPOKOJ U YKPEIUIAIOTCS y3JIoM. JlomyckaeTcs
MOIIITUBATH JIEJI0 Ha 3 IPOKOJIA, €CJIM OHO MaJIOTO (hopmaTa Wik Ha 5 TPOKOJIOB, €CIIN
OHO HECTaHJApPTHOTO OOJBIIOr0 opMaTa, U UMEET MHOTO JOKYMEHTOB Majioro ¢op-
Mara.

2.2. Hymepanusi (mepenymMepamnusi) JUCTOB B JieJie

2.2.1. ]JIns 3aKkperuieHus opsiKa PacToI0KeHHs JOKYMEHTOB B JIeJIe BCE JIHC-
ThI, KPOME JINCTA-3aBEPUTEIIA, JINCTA UCTIOIH30BAHUS U YUCTHIX JUCTOB, HyMEPYIOTCS
B Pa3BEPHYTOM BHjIC apaOCKUMH u(paMu BaJOBOW HyMepallue B MPaBOM BEPXHEM
yIy, HE 3a/ieBasi TEKCTa TOKYMEHTOB. Hymepariys mpou3BOAUTCS YEPHBIM rpaduTo-
BBEIM KapaHIalloM WM HyMepaTopoM. He momyckaeTcst HyMepalus IIBEeTHBIM KapaH-
JAIIOM WJIH YePHUIIAMH.

2.2.2. JlucTel BHYTpEHHEW OIMMCH, KOTOPHIC TIOMEIMIAIOTCS B Hadaie jAena, Hy-
MEPYIOTCS OTIIEIBHO, apaOCKUMU WM PUMCKUMH mudpamu. VX KOTUIECTBO yKa3bi-
BaeTCs B JINCTE-3aBEPHUTENIC Yepe3 3HakK IuToc (+) mocie yka3aHus OOIIero Koiamde-
cTBa JMCTOB B nese. Hanmpumep, 100 nmuctoB + 2 nucta BHYTPEHHEH OIMUCH.

2.2.3. Ecu 1eno coCTOMT M3 HECKOJIBKUX TOMOB, TO JUCTHI KaXJA0ro ToMa HYy-
MEPYIOTCSI CAMOCTOSATEIBHO.

2.2.4. Jluct, chanplioBaHHBIA 10 (popMara Jena W IMPOIIUTHIA 3a OJHH Kpai,
HYMEpYETCS B pa3BEpHYTOM BHJI€ KaK OJIMH JIUCT B IPAaBOM BEPXHEM YTITY.

2.2.5. JIOKyMEHT, CIIOKCHHBIN ITOIT0JIaM M MOAIIMTHIA 3a CEPEeINHY, HyMEPYeT-
Csl KaK J[Ba JIMCTA, €CIIU B CEPEIMHE €ro HET TeKCTa. Eciu ke B ceperHe TBOWHOTO
JUCTa UMEETCS TEKCT, KOTOPHIM B MOAIIMTOM BHE HE MOIACTCS MPOUYTEHUIO, TO Ta-
KOU JINCT CIEAYeT NMEPEIINTh 3a Kpail M MpOHYMEpOBaTh KaK OJIUH JIHCT.

2.2.6. Eciu K TUCTY MOJKICEHBI OJHMM KpaeM ApPyrue JOKYMEHTHI (pe30siro-
IIUH, BBIPE3KH, BCTABKHU U T.]I.), TO OHU HYMEPYIOTCS CAMOCTOSITEIIBHO.

2.2.7. JIuct ¢ HarIyxo HAKJICCHHBIMH JOKYMEHTaMH Wi (oTorpadusmu HY-
MepyeTcsl KaK OJIUH JIUCT.

2.2.8. ®oTorpaduu Wi APyTrUe WLTIOCTPATUBHBIC MaTepHUallbl HyMEPYIOTCS Ha
00OpPOTHOW CTOPOHE B JIEBOM BEPXHEM YTITY.

2.2.9. [logmuTeie B A€JI0 KOHBEPTHI C HAIMUCSIMHU U BIOKCHHSIMHU TaKXKe HyMe-
pyeTcs, IpHYeM KaxJ0€ BJIOKEHHWE B KOHBEPT HYMEPYETCS OYEepPETHBIM HOMEPOM
BCJICX 32 KOHBEPTOM. ECIiin BIOYKEeHUSI IPOHYMEpOBaTh HEJb3sl (Meav, TKaH! U T.1I.)
WX HaJTUIMe OTOBAPHUBACTCS B JINCTE-3aBEPUTEIIC.

2.2.10. IIpu wymepamun 0co0O IEHHBIX M€, MOICKAIINX MHKPO(IIBMHUPO-
BaHUIO, JIUCTHI HyMEPYIOTCS C PacdeTOM Ha MOATOTOBKY K 3TUM BujaMm pabotel. Hy-
MEpYeTCsl He TOJIBKO JINIIeBasi, HO U 00OPOTHAsI CTOPOHA JIUCTOB, €CJIM Ha 0OOPOTHOU
CTOPOHE MMEETCs TeKCT Win MoMeTKH. CTaBUTCS HOMEp JIMIIEBON CTOPOHBI JIUCTA C
MPOCTABJIECHUEM COKPAIIIEHHOTO CJI0Ba «000poT» — «00». Hanpumep, 17«o0».
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2.2.11. Tlpn mymepanuu anpO00MOB (oTorpadwvi M PUCYHKH, HAKICEHHBIC B
HEM, HyMEPYIOTCS He Ha 000poTe, a Ha JIUCTE albOOMa HaJ| MPaBBIM BEPXHUM YTIIOM
nokyMmeHTa. IIpu 3ToM HymepyeTcsi BaJIoOBOM HyMepalMel cHadaja JHUCTBI aJbboma,
3aTeM COOCTBCHHOM BaJIOBOW Hymeparueil gororpaduu u pucyHku (Ha Jmcte GoTo-
rpaduy U PUCYHKH HYMEPYIOTCS ClieBa HAlpaBO U CBEPXY BHHU3), Ha KOTOpPHIE, CO-
CTaBJISIETCS BHYTPCHHSsSI ONMUCh. B ciydae Hanwmumsi aHHOTAnuu K (ortorpaduu mo-
MyCKAeTCs MX HE HyMEpOBaTh. B 3aBepUTEIHLHON HAIITUCH OTOBAPUBACTCS KOJTUYECT-
BO JIUCTOB albOOMa U KOJIU4ecTBO (hoTorpaduii U pUCyHKOB.

2.2.12. B aenax, coaepxaiux OYKIEThI, Kakaas cTpaHndka (1ojioca) Hymepy-
€TCs KaK OTICIbHBIN JIUCT.

2.2.13. B nenax, coaepikamux IacropTa, YWICHCKHE OMIICTHI, OpJICHCKHE, TPY-
JIOBBIC KHIDKKHU U T.1I., HyMEPYIOTCS BCE JIUCTHI, KaK C PYKOIHMCHBIM, TaK U C TIeYat-
HBIM TEKCTOM, B T.4. HE3aIMIOJIHCHHbBIE OJIAHKH.

2.2.14. B nenax, coAepsKalux MOYETHBIC TPAMOTHI, TTO3PaBUTEIIbHBIE ajpeca
¥ JUIUIOMBI, TIATIKKA, B KOTOPHIE OHHU BIIOKEHBI, HE HyMepyroTcs. Ecnm Ha mamkax
UMEIOTCSI  TApCTBEHHBIC HAIMUCH, TO OHU HYMEPYIOTCS BaJOBOW HyMepalued Ha
000pOTHOM CTOPOHE MAIKH.

2.2.15. B pykonucu, opopMICHHON OJHUM JI€JIOM, aBTOPCKasi HyMepaIlus Mo-
KET COXPAHSITHCS U OTOBAPUBATHLCS B JIUCTE-3aBEPUTEIIE.

[Tpu oTCyTCTBUM B TaKOW PYKOMUCH HEOOJBIIOTO KOJUYECTBA JHCTOB JIOMYC-
KaeTCsl COXPaHATh aBTOPCKYIO0 HYMEpAIIUI0, YTO OTOBAPUBAETCS B JIUCTE-3aBEPUTEIIC.
Hampumep: «Ilo aBTOpcKo#t Hymepanuu OTCyTCTBYIOT JucThl 9, 10» u yka3biBaeTcs
(haKkTHIeCKOe KOJTUIECTBO JINCTOB.

[Tpu GOBIIOM KOMHYECTBE MPOMYCKOB PYKOIIUCHh HYMEPYETCSI BHOBB.

Ecnu B pykomnucu ¢ aBTOpCKoil HyMmepanuei uMeeTcsi HeOOJbII0e KOJIHMYECTBO
BCTaBOK, aBTOPOM HE MIPOHYMEPOBAHHBIX, HA HUX MMPOCTABIISAIOTCS JTUTEPHBIC HOMEPA,
YTO OTPAXKAETCS B 0OIIEM KOJWYESCTBE JINCTOB B JIUCTE-3aBEPUTEIIC.

Ecnm TekcT pykommcu pasMeIieH Ha JIMCTE JIBYMS WU TPeMsl KOJOHKaMH, TO
JUCT HYMEPYETCsI OJTHUM HOMEPOM.

2.2.16. Ha OTKpBITKax HOMEp CTAaBUTCS HA CTOPOHE C TEKCTOM MTUCHMA.

2.2.17. TIpu 06paboTke AMYHBIX (HOHIOB, MUCHMO HYMEpPYETCS BCIE] 3a KOH-
BEPTOM C HAJMUCKI0. Eciii Ha KOHBEPTE HaKJIeeHa IMOYTOBAsi MapKa, OHA HyMEpYyeTCs
HOMEPOM BCJie]] 32 KOHBEPTOM B MPABOM BEPXHEM YTy HaJl MapKOH.

2.2.18. B anpbomax c anmmIuKamusIMu HYMEpPYIOTCS JIUCThI, HA KOTOPBIX Ha-
KJICEHBI alTUTHKAIIMHY, a He (PparMeHThl alTUTMKAIIAN, €CITU PACIIOIOKEHBI OHHM Ha OJ1-
HOM JIicTe. B mucTe-3aBepuTene oTMedaeTcs, 4YTO ATO aNTUINKAIIKS.

2.2.19. Tlpu TexHuyeckoit 00pabOTKe HAYYHO-TEXHUYECKOW NOKYMEHTAIUA —
CJIOKEHHBIC YEPTEKHU HYMEPYIOTCS B TIPABOM HIDKHEM YTIIY HaJl YTJIOBBIM IITAMITOM.

2.2.20. Hymepanus oHOTOKYMEHTOB MPOU3BOIUTCS HA HAYAILHOM PaKOPJIE C
ero Hepabouel cropoHsl. HeoOXo1numMo HaHECTH ClieayIoNIe 0003HaUYCHNUS .

- MPOU3BOICTBEHHBIN M apXUBHBIN HOMEP €AUHUIIBI XPAHCHHS,

- HOMepa eINHMUI] Y9eTa U UX 00Iee KOJTHIECTBO.

2.2.21. Hymeparust HeratuBoB (POTOJOKYMEHTOB, CTpaxoBoro ¢oHma u GhoHaa
MOJIb30BaHUS (POTOJOKYMEHTOB TIPOU3BOAUTCS HA mMepdoparuyl MICHKH C TTOMOIIBIO
OCTPOTO TpeIMETA.
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2.2.22. Hymepanus BUICOIOKYMEHTOB IPOU3BOAMTCS Ha KAacCETe OCTPBHIM
npeameroM. Heo6xoauMo HaHeCTH clieiyrolre 0003HaueHUSI:

- POU3BOICTBEHHBIA W ApPXUBHBIM HOMEP CIHHUIIB XPAHCHNUS;

- HOMepa €JIUHHUI] YYeTa U UX 00Iee KOJIUIECTBO.

2.2.23. K mepenymepanuy JUCTOB CIIEIyeT MpUOEraTh B HCKIIOUUTEIHHBIX
ciay4asx. DTo TpeOOBaHUE OOBICHSAETCS TEM, UTO Jejia YK€ MOTJIA ObITh MCIOJIb30-
BaHBI C KOHKPETHOW CCHUIKOW Ha JIUCTHI Aena. Ecim fgemo mmeeT HEOOIbIIMEe HETOU-
HOCTHU B HyMEpalllH, UX CIEAyEeT UCIIPABUTh CIICIYIOIIUM 00pa3oMm:

a) Ha HEMPOHYMEPOBAHHBIC JIUCTHI MPOCTABISAIOT HOMEP MPEIbIIYIIEro MPo-
HYMEPOBAHHOI'O JINCTa C MpuOaBiIeHUEM OYKBEHHOr0 00O3HA4Ye€HUS, T.€. JIUTEPHbIC
Homepa. Hampumep, 20a, 206.

0) mpu MOBTOPEHUHM OJHOTO HOMEpPAa Ha HECKOJBKUX PSJIOM PACIIOJIOXKCHHBIX
JUCTax, OAUH U3 HUX, NEPBBIN MO MOPSAJIKY, OCTAETCA C TEM KE€ HOMEPOM, a K IMocJe-
JTYIOUIUM 100aBJsIOTCSl OYKBEHHbIE 0003HaUeHUS B aj(h)aBUTHOM MOPSIIIKE.

B) €CJIM MPU HyMEpaIH JUCTOB ObLIU MPOIYIIEHBI HOMEpa, TO 3TO HEOOXOIH-
MO OTOBOPHUTH B JIUCTE-3aBEPUTEIIC.

2.2.24. Tlpu nepeHyMepaluy JIUCTOB CTapble HOMepa 3auepKuBatoTcs (HO HU B
KOEM cily4yae He CcTUparoTcs). [Ipm 3TOM HOBbIE HOMEpa CTaBSATCS BBIIIC WIH HUKE
CTapbIX, a €CIIU 3TO HEBO3MOXKHO, TO PSIZIOM, HO TakK, YTOOBI HOMEpA HE CIUBAIIUCH B
OJIVH.

2.2.25. Tlo oKOHYaHWH HyMEpaIiu 3aroTHIETCS JIUCT-3aBEPUTEINb, B KOTOPOM
OrOBapUBAIOTCS BCE OCOOCHHOCTH B HyMmeparuu auctoB. (OOpaser; ohopMIICHHS CM.
[Mpunoxenus 1, 2). [Ipunoxenune 1 — nUCT-3aBEpPUTEIb J€/ia, HE HUMEIOIIET0 JOKY-
MEHTOB, TPEOYIONTNX CIIeUATbHOTO 0opMIIeHUS uiu yueta. [Ipunoxenue 2 — muct-
3aBEpPUTENb JIe]a, UMEIOIEro JOKYMEHThI, TPEOYIOIINE OTPa3uTh UX OCOOCHHOCTH
odopmiIeHHUS.

2.3. OdopmiieHne BHYTPEeHHel ONMUCH j1ejia

2.3.1. lnsg ydera nokyMmeHToB (MU4HBIX, cyneOubix, HTJ u T.1.), moammBae-
MBIX B JI€JIO, COCTaBJISIETCS BHYTPEHHSIA OMUCH Jiena. B o0s3aTennbHOM MOpSIKE CO-
CTaBJIICTCSI BHYTPEHHSISI OMUCH JIeJa, €CIU JIOKYMEHThI XPaHITCA B HEMOAIIMTOM BH-
7ie B TIanKax, Ty0ycax u KOHBEpTax.

2.3.2. BHyTpeHHS ONUCh COCTABISETCSA HA OTACIBHOM JIUCTE, B HEEC B TIOPSJIKE
PACIIOJIOKEHHUS JIOKYMEHTOB BHOCSITCS UX 3ar0JIOBKH, KpalHUE J1aThl, HOMEpA JIMCTOB.
BHyTpeHHss1 omuch momerniaercs B Hadane nena (mpuioxenue 3). Ha TyOycax wu
OOJNBIIMX KOHBEPTAX BHYTPEHHIOIO OMHUCH JIOMYCKAETCS HAKJIEWBATh HAa BHEIIHIOIO
CTOpPOHY.

2.3.3. BHyTpeHHss onuch K GOTOATEOOMaM MPUKIEUBACTCS K 00JI0KKE anb0o-
Ma C BHYTPEHHEN CTOPOHHI.

2.3.4. K BHYTpEHHEHW OMHCH Jella COCTaBISICTCS UTOTOBAs 3amuCh, B KOTOPOM
yKa3bIBaeTCAd U(ppaMU U MPOMUCHIO KOJIMYECTBO BKIIIOUEHHBIX B HEE IOKYMEHTOB U
KOJIMYECTBO JIMCTOB BHYTPEHHEU OIUCH.
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2.3.5. BHYTpEHHIOIO0 OMHCHh COCTABISET COTPYIHUK, TTPOBOIUBIINN OIHUCAHUC
JTIOKyMEHTOB.

2.3.6. BHyTpeHHssI OmMHCHh MOAMKMCHIBACTCS COCTAaBUTEIEM C yKa3aHHWEM pac-
MU POBKYU TOIUCH, JOIKHOCTH U IAThl COCTABIICHUS OTIHCH.

2.3.7. Ecnu menmo meperuieTeHo WIN MOAIUTO 0e3 OJlaHKa BHYTPEHHEW OIMUCH
JOKYMEHTOB, TO COCTaBJIEHHAs IMO3JHEE IO YCTAaHOBICHHOW (OpMe BHYTPEHHSS
OMKCHh TOAKJICHBACTCA K BHYTPEHHEW CTOPOHE JIHMIICBON OOJIOKKHM Jena, BCIed 3a
JUCTOM HCTIOTH30BaHMSI.

2.3.8. B cinyuae BHeCEHHUs M3MCHCHHUH BO BHYTPEHHIOIO OMUCH (IIPH U3BSATHH
JOKYMEHTOB W3 JieJia) JIeJacTCsl HOBass OTMETKA, KOTOpast 3aBEPSICTCS COTPYIHHKOM,
BHECITUM U3MEHEHUs. M3mMeHeHus orpaxaiorcs B rpade «I[Ipumedanne» co cchuika-
MU Ha COOTBETCTBYIOIINE aKThl M COCTABIISIOTCS HOBAsi UTOTOBAsS 3allMCh K BHYTPEH-
HEH OMKCH U 3aBEpUTEIIbHAS HAIMKCH JIETa.

2.3.9. JIucThl BHYTPEHHEH OMKMCH MMEIOT OCOOCHHOCTH Hymepaunuu (CM. pas-
aen 2 1.2.2.2).

2.4. OdopmiteHne TUCTA-3aBePUTEIIA TeJIa

2.4.1. B koHue paena Ha OTHEJIHLHOM YHCTOM JIMCTE WM OJIAHKE JMCTa-
3aBEpPUTEIIS COCTABIISCTCS 3aBEpUTEIbHas Haanuch (nmpuioxenue 1,2). B kaurax 3a-
BEpUTENbHAS HAJMUCh O0GQOPMIISIETCS HAa OOOPOTHOM CTOPOHE MOCIEAHETO YHCTOTrO
nucTa. BEIHOCUTH 3aBEPUTENbHYI0 HAAMUCHh HA OOJIOXKKY Ji€Jla WJIM YUCTBHI 000pOT
MOCJIEAHETO JTUCTA JOKYMEHTA 3aMpeniacTcs.

Ecau nenmo moamuro wiM neperieteHo Oe3 OnaHKa JMCTa-3aBepUTeNs, MO-
CJICIHUI BKJIEUBAETCS 3a BEPXHIOIO WK OOKOBYIO €r0 YaCTh Ha BHYTPEHHEW CTOpOHE
00JI0KKH JIeJIa MOCJe MOCJIEIHETO JIUCTA.

2.4.2. B nucre-3aBepuTeNe YKa3bIBACTC:

- apxXuBHBINA AP nena;

- KOJIMYECTBO MPOHYMEPOBAHHBIX JIUCTOB Jieja udpaMu U IPOIUCHIO;

- 0COOEHHOCTH B HyM€paluH JINCTOB,

- CBeJICHUS 0 (PU3UUYECKOM COCTOSIHUU JOKYMEHTOB;

- HOMEpa JIMTEPHBIX JIUCTOB;

- HOMEpA YUCTHIX, HO MPOHYMEPOBAHHBIX JINCTOB,

- HOMepa MPONYIICHHBIX ITPU HyMEpaIUuu JIUCTOB;

- KOJIM4ecTBO (poTorpaduil U yepTeKei;

- KOJIMYECTBO 3aMOJHEHHBIX JUCTOB BHYTPEHHEH OMHUCH, TUTYJIBHOTO JIUCTA U
oryaBiieHUs (€CJTM OHU UMEIOTCS B JIETIE);

- HOMEpa CKJIEEHHBIX JIUCTOB;

- HOMepa KpyNMHO(POPMATHBIX JTUCTOB,;

- HOMEpa KOHBEPTOB C BIIOKEHUSAMH U KOJIUYECTBO BIOKEHHBIX B HUX JINCTOB;

- HOMEpa JIMCTOB C HaKJIEEHHbIMU (poTorpadusamMu, JOKyMEHTAMH;

- Ha3BaHMs JJOKYMEHTOB, UMEIOLIUX CAMOCTOSITENIbHYIO HyMEPAIUIO U KOJIHYe-
CTBO JINCTOB, CTPAHMUIJ;
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- HOMEpa JIMCTOB C HEUCTIPABJICHHBIMU JePEeKTaMH TOKYMEHTOB.

2.4.3. B nucre-3aBeputesie K CEKPETHBIM JeIaM YKa3bIBAIOTCS HOMEpa HeCceK-
PETHBIX JINCTOB B i€ K HOMEpPa JINCTOB, U3BITHIX U3 JCIa.

2.4.4. B ToM ciydae, €Clid B 3aBEPUTEIHHYIO HAAMUCh BHOCITCS HCIIPABIICHUS
U JIOTIOJTHEHHUS, OHA JIOJKHA OBITh 3aBepeHa COTPYIHUKOM, KOTOPBIN clienan 3TH HC-
npaBiieHust (moamuck, Aata). Eciim HeT HUKaKWUX W3MEHEHHWH B Jelie, TO B JIUCTE-
3aBepHTesie CTaBUTCA ImTaMil «[[poBepeHO» M TakKe Kak U B TIEPBOM CiIydae, 3aBepsi-
€TCSl COTPYIHUKOM. B ciiyuae 3amoHEHUS JINCTAa-3aBEPUTENIS JIeJa, B CBSA3HU C YACTHI-
MU TIPOBEpKaMH, TOJKJICHBACTCS YHCTHIA JIHCT, TeEpe]] 3alOoJTHCHHBIM JUCTOM-
3aBEPUTEIIEM.

2.5. Odopmitenne 00J105KKH J1ej1a

2.5.1. O6noxka mena odopmisiercs B coorserctsun ¢ TOCT 17914-72.' Ha
00JI0XKKY J1€JT BBIHOCATCSL:

- Ha3BaHUE apXMBa, B CIy4yae OTCYTCTBUS CIEHHUAIBHOrO IITAMIIA,;

- Ha3BaHHUe (OHI000pa30BATENS 32 ONMKMCHLIBAEMBIN MEPHUOJ — B UMEHUTEILHOM
Majie’)ke, B BUJC €ro MOJIHOTO, B KPYTJIBIX CKOOKaxX, COKpAIleHHOTO Ha3BaHMUS M Ha-
3BaHUC BBINICCTOSIICH OpraHM3alid B POJUTEILHOM Mmajaexke (SCIM OHO MMEETCs),
pu 00paboTKe TUYHBIX (POHIOB — PamMumus, UM U 0OTYECTBO (POHI000pa3oBaTENS;

- 3ar0JIOBOK JI€J1a, COOTBETCTBYIOIIEH ONKCATEIbHON CTAaThE ONKUCH;

- KpaiiHUE JaThl JOKYMEHTOB B JICJIC;

- KOJIMYECTBO JINCTOB B JICJIC;

- CPOK XpaHEHHUs Aea,

- IIITAaMII C ApXUBHBIM MIAPPOM Jea.

2.5.2. B nemax, UMEIOIINX JTOKYMEHTBI OTPaHUYSCHHOTO JIOCTYyIa, Ha 00JI0KKE B
MPABOM BEPXHEM YIUIy CTaBUTCS mTamil «Jloctyn orpannden». Eciu B gene uMerot-
Cs OTAEIbHBIC JOKYMEHTBHI C OTPAaHUYEHHBIM JIOCTYIIOM, TO TaKOW IIITaMI CTaBHUTCS
Ha JINCTE UCIIOJIb30BaHMUS B HUKHEM JIEBOM YTy C YKa3aHHEM HOMEPOB JIUCTOB.

2.5.3. Tlocne 3aBepieHUs pacCeKpeUnBaHUS JIe]I Ha 00J0KKaxX HUXKE ITaMIIa
«CexpeTHo» ctaBuTCca mrTamn «PaccexkpedeHo», mramn «CekpeTHO», UHAEKC «C»,
MMEIONINICA B HOMEpe onucH 3adyepkuBaetcs. [lItamn «PaccekpeueHo» CcTaBUTCS Ha
00JIO)KKE PACCEeKPEUSHHOTO Jiefia M B clyvasx, eciu mrtamn «CexkpeTHo» He ObLI mpo-
CTaBJICH.

IIpu paccekpeurBaHNU OTASIBHBIX IOKYMEHTOB Jeja, mTami «PaccekpedeHo»
CTaBUTCS TOJIbKO Ha JIUCTE MCIIOJIB30BAHMS B HMXKHEM JIEBOM YINIy C yKa3aHUEM HO-
MEpOB JINCTOB.

[Ipy M3roTOBJICHHMH KOMHUM PACCEKPEYCHHBIX TOKYMEHTOB METOJIOM MHUKPO-
¢wipMupoBanus (MukpodumupoBanus) ramenue rpuda «CeKpeTHO» MOXKET OBITh

'TOCT 17914-72. OGI0XKKH e JJTUTENLHOTO XpaHeHust. THITbI, pa3Mepbl, TEXHUYECKHE TpeboBa-
Hus. — M.: M3gatenscTBO cTangapTos, 1972.
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3aMEHEHO cheMKoU Tpadapera «PaccekpeueHo» Mmpu KOMUPOBAHUM KaXKI0TO PaCCeK-
PEYEHHOTO JOKYMEHTA.

[Ipu komUpoOBaHUU YACTUYHO PACCEKPEUYEHHBIX Jed rpud «CeKpeTHO» racuTcs
Ha KOIMHH PACCEKPEUEHHON YacTH Je.

2.5.4. Ha 0010%Kax 0c000 LIEHHBIX U YHUKAJIbHBIX J€N B IPAaBOM BEPXHEM YT-
ay craButcs mrami (pasmepom 2x2,5) «OL» (oco6o nenHoe) mim «Y» (YHHKAIBHOE)
TaKOM e IITaMN CTaBUTCA B omnucH, B rpade «lIpumeuanune» HampoTUB 3arojioBKa
0c000 IIEHHOTO WM YHUKaJbHOIO Jena. Ha sipibikax KOpoOOK U CBS30K, B KOTOPBIX
HaxoJATCsl 0CO00 LIEHHbIE JOKYMEHTHI, nmpocTapisercs mramn «OL» win «Y» user-
HBIMU YEPHWIAMH WIH TYIIbIO.

2.5.5. B nmpaBoM BepXHEM H JICBOM HI)KHEM YrOJKE OOJIOKKH CIICIIHATbHBIM
IITAMITOM TIPOCTABIISICTCS apXUBHBINA (P nena (mpuwiokenue 4), B KOTOPBIA BXO-
JIUT COKpAIlEHHOE Ha3BaHUE TOCYJaPCTBEHHOTO apXuBa, HoMep (oHAa, HOMEP OMUCH
U HOMED Jiena.

2.5.6. ApxuBHbIN mUp HA TOKYMEHTaX, U3BATHIX U3 JIEJ, IKCIIOHUPYEMBIX U
UCIIOIb3YEMbIX TOJIb30BATENSIMU, MPOBOASAT Ha OOOPOTHOM CTOPOHE JHMCTa YEPHOU
TYUIBIO, HE UCKJIIOUasi, PU 3TOM, BO3MOKHOCTh UCIIOJIb30BAaHUSI KapaHalla.

2.5.7. 3aromoBoK fena Ha OOJIOKKY MEPEHOCUTCS W3 OMHCH JEJ, YTBEPKICH-
HOW AKCIEPTHO-MPOBEPOUYHON METOIMYECKON KoMuccuen Komurera o aenam apxu-
BoB nipu [IpaButensctBe YP, 6e3 aHHOTanuu, ciaeAyromieil B OMUCH BCIEN 3a 3aro-
JIOBKaM € KPaCHOM CTPOKH.

2.5.8. Eciiz B ommcu 3arofioBOK Jiefia HAMCaH COKPAIEHHO, B PE3YJIHTATE €T0
yHU(DUKAIMKA B CBSI3M C BHECEHHEM B OINUCH OOJBIIOTO KOJWYECTBA /N C OJUHAKO-
BBIMH 3aroJIOBKaMH, Ha OO0JIOKKE JOJKEH OBbITh YKa3aH MOJIHBIA 3arojoBOK, YETKO,
YEPHBIMHU YEPHUIIAMU WA TYUIBIO.

2.5.9. Tlpu Texamueckoir 0OpaboTke (HhoHIA, €CM 3arojOBOK Jeia, KpaiHue
JaThl, KOJIMYECTBO JUCTOB HAa 00JI0KKE HE COOTBETCTBYET OIKCH, U €CIIU JIeJIO HE Ie-
pEIINBAETCs, CTAphIE CBEJCHUS 3aU€PKUBAIOTCS, a MIOCJIE CJIOB «HOBAsl pelakius» Ha
CBOOOJIHOM T10JI€ OOJIOKKH IMUILIETCSI HOBBIM 3aroJIOBOK Jiefia, KpalHhe JaThl U KOJu-
YEeCTBO JIUCTOB. Eciiv U3MEHEHUsI U JIOMOJIHEHUS, KOTOPbIE CIEAyeT BHIHECTU Ha 00-
JIOKKY JieJia 3HAUUTENbHBI U HET CBOOOAHOTO MECTA, TO 3AIMOJHSAETCS HOBBIM TUTYJIb-
HBIH JICT (00JI05KKA-BKIIAJIBINT), KOTOPBIA BKICUBACTCS B HAYaJIO JeJia, BCIIE 3a 00-
70K0# Aena. [Tpu 3ToM cTapslii 3aroioBOK Ha OOJIOKKE Jiejia aKKypaTHO 3a4epKUBa-
eTCs OHOW uepTol (HAMCKOCOK).

2.5.10. B Tex ciyyasx, KOTJia JIeJio COCTOHMT U3 HECKOJIBKUX TOMOB (JacTeii), Ha
O0JIOXKKY KakJIoro ToMa (J4acTd) BBIHOCHTCS OOINMI 3arojIOBOK Jieia M 3aroJIOBOK
Ka)X70ro ToMa (4acTu).

Hanpuwmep:
1) ®uHaHCOBBIC OTYETHI U aKTHI peBU3HI ropkoMoB, paiikomoB KIICC 3a 1 momyro-
e 1981 r. Tom |

2) ®OuHAHCOBBIC OTUETHI M aKThI peBH3UH ropkomoB, paiikomoB KITCC 3a 1 momyro-
e 1981 r. Tom Il
Wi
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1) AKTOBBIC 3alHCH O POXKIACHHH TPakJaH, 3apETUCTPHPOBAHHBIX HEUKHMHCKUM BO-
JIOCTHBIM HCTIOJHUTEIBHBIM KoMuTeTOM CapamyiabCKoro ye3naa BsTckoil TyOepHUH.
SAuBapp-utons 1919 1. Towm I.

2) AKTOBBIE 3aIIUCH O POXKICHUHU IpakaaH, 3aperHCTPUPOBAHHBIX HEUYKMHCKUM BO-
JIOCTHBIM HCTIOJHUTEIBHBIM KoMHuTeTOM CapamyiabCKoro ye3naa Bsrckoil ryOepHUH.
Hronb-nexadbps 1919 r. Towm .

2.5.11. Ha o010Ke MOoA TEKCTOM 3arojioBKa Jiejia B MPAaBOM HIDKHEM YTy
CTaBsITCS KpailHue natbl JOKyMeHTOB. [Ipu 00o3HaueHHM AaThl JOKyMEHTa CHadalia
YKa3bIBACTCS YKCIIO, 3aTeM Mecsl U rod. Yucino u roa o003HAYAOTCS apaOCKUMU
nudpamu, HazBaHue Mecsa mumercs cioBamu. Hampumep: 10 urons 2003 roma.

2.5.12. OdopmiieHre 00JI0KKY JIeNIa ¢ JOKyMEHTaMH JITYHOTO TIPOUCXOKICHUS
aHAJIOTUYHO OCHOBHBIM MPHHITUIIAM odopMIIeHHS apxuBHOTO Aena (mm.2.5.1-2.5.14),

2.5.13. Ha o6n0xke nmen GOHAOB JUYHOTO IMPOMCXOXKACHUS Ha3BaHHE (DOHIA
YKa3bIBAa€TCA B COKpAIlIEHHOU (popMe ¢ HamucaHnueMm (paMUiIMd U MHULIUATIOB (DOHIO-
oOpasoBatensi, a B ceMeHOM (OoHAE — yKa3bIBalOTCs (haMivs U UHUIUAIBI TOTO
dbong000pazoBaTesi, KOTOPOMY MIPUHAJIEKAT TOKYMEHTHI.

2.5.14. Tlpu odopmieHun A€l B cOCTaBe OOBEIWHEHHBIX apXWBHBIX (DOHIOB
(OA®D) Ha 00110KY JeJia BRIHOCUTCSI Ha3BaHKUE TOTO (POHI000pa30BaTelisi, KOTOPOMY
OTHOCSITCSl JOKYMEHTHI JaHHOTO Jea.

Hanpuwmep:

OA® obGmacTHO# mTad CTyAeHUECKUX CTpoUTeIbHBIX oTpsinoB (CCO) Y aMyprckoro
ookoma BJIKCM u PecnyOnukanckuii mrtad 100OpOBOJIBHBIX 00bEAMHEHUN MOJIOE-
xu Y amyprckoro peckoma BJIKCM, Ha 00510KKYy J1e71a BBIHOCUTCSI Ha3BaHHUE OJIHOTO
dhoHmooOpazoBaTens.

1) O6nacTHOM mTad CTyJACHUECKHX CTPOUTENBHBIX oTpsioB (CCO) YamypTckoro
obkxoma BJIKCM

WA
2) PecnybOnukanckuii mTab 10OpPOBOJIBHBIX O0BEIMHEHUN MOJIOACKU Y IMYpPTCKOTO
peckoma BJIKCM

2.5.15. Jlenma ¢ Hay9YHO-TEXHUYCCKOW JOKYMEHTAIMEH, KaK MPaBUiIO, COPOIIIIO-
POBAHBI U MEPEIJICTEHbI, UMEIOT TUTYJIBHBIN JIUCT, HA KOTOPOM YKa3bIBAaIOTCSl Ha3Ba-
HUE U MOABEIOMCTBEHHOCTh YUPEKJCHHS, HAUMEHOBAHUE TEMbI, (DaMIINU PYKOBO-
JTUTEJIEN U UCTIOJTHUTENIENA TEMBI, TOJ] COCTaBICHUA OTYeTa. B 3THX ciydasx pasperia-
€TCSl B KAYECTBE OOJIOKKHU JeJia UCIOJIb30BaTh TUTYJIbHBIN JJUCT OTYETA MO TEME, €CIIH
HMMEIOLINECS HA HEM CBEJICHUSI COOTBETCTBYIOT 3ar0JIOBKY J€JIa IO OIKCH.

B neuvatHbIx m3naHuax (KHHTaX, OPONIIOpax | T.II.) apXUBHOW OOJIOKKOM Jeria
ABJISIETCA O00JI0KKAa KHHUTH, Ha KOTOPOM HMMEIOTCS HEOOXOIUMBbIE 3JIEMEHTHI 0(OopM-
JIEHUs, COOTBETCTBYIOIINE 3aroyioBKy no onucu. [Ipu opopmuennn nen ¢ HT u ne-
YaTHBIX W3JaHUN CHEUHUAJIbHBIA IITaMI C apXUBHBIM MIU(POM MPOCTABISAETCS Ha
00OpPOTHOM CTOPOHE OOJIOXKKHU JIeIa IEPE]] TUTYJIbHBIM JIUCTOM.
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2.5.16. B ciayyae oOHapyKeHHs] MPOTUBOPEUHI COMAEP>KAHUS Jiela C OMHCHIO,
pPabOTHUK, OCYIIECTBISAIONINN TEXHUUECKYI0 00pabOTKy, HOJKEH o0pamarbes K co-
CTaBHUTEIIO OIHCH.

2.5.17. B mpaBOM HW)XHEM YTy OOJIOXKKH JieJla HUXKeE JaThl JIea yKa3bIBaeTCs
KOJIMYECTBO JIUCTOB, KOTOPOE MPOCTABISIETCS HAa OCHOBAHUHU JIMCTAa-3aBEPUTENS, U
CPOK XpaHeHHWs Jiena (Ha JelaX IMOCTOSHHOTO CPOKa XpaHSHHs MHUIIETCS «XPaHUTh
MIOCTOSTHHO®).

3. OdopmiteHue e ¢ ayTHOBU3YAJbHON JOKYMeHTanuei
3.1. Texuuueckoe opopmiieHue GOHOBUIEOTOKYMEHTOB

3.1.1. ®oHOBUACOMIOKYMEHTHI, 3aITUCAHHBIC HA MArHUTHOW JICHTE, MPUHUMA-
I0TCS B CIIEIIMATIBbHOM 3aBOJICKON KacceTe, M3TOTOBICHHON M3 yIapOTPOYHOTO IOJIH-
MepHOro MaTepuana. KacceTsl BKIIpIBAIOTCS B MJIACTMACCOBBIC QYyTISAphL. B cioydae
OTCYTCTBHUS IUIACTMACCOBBIX (PYTISAPOB, KAaCCEThl BHIKIAIBIBAIOTCS B (QYTISAPH U3
TBepAoro kaprona. Kaccera mpoBepsieTcss Ha OTCYTCTBHE ASPEKTOB MEXaHUYECKOTO
npoucxoxaeHus. OyTisip TOKEeH NpensITCTBOBaThH CBOOOTHOMY TIEPEMEIICHHIO Kac-
ceT BHYTpH Hero B cootBercTBUU ¢ 'OCT 10354-82. IIponecc opopmirerns 0010XK-
ki (3THKETKH) CKJIAJBIBACTCS U3 MMPOCTABIICHUS apXUBHOTO MU(pa, KpaHUX JIaT (CM.
pasaen 2). B ymakoBKy BKJIAJbIBa€TCS BHYTPCHHSS OIKCH CIUHUIIBI Y4eTa, JIUCT-
3aBEPUTEITh, JIUCT UCIIOTH30BAHU.

3.1.2. ®oHOMOKYMEHTHI Ha TPAMIUTACTHHKAX YMaKOBHIBAIOTCS B MAKET W3 IIO-
mmTiiieHoBo wieHkn nmo ['OCT 10354-82 m B Oymaxkusrii komBeptT mo ['OCT
20283-89. Odopmiienue koHBepTa (OHOAOKYMEHTa (IpaMIUTACTHHKH) aHAJOTHIHO
oopmITeHU O 00JI0KKH JISJT ¢ YIPaBICHUSCKOHN TOKyMeHTanuen (cM. pasaen 2).

3.1.3. ®onouacomokymentsl Ha CD, MD, DVD auckax npuHUMAIOTCS B CIIe-
[MUATHHOW 3aBOJICKON yMAaKOBKE W3 YAApOIMPOYHOTO MOJUMEPHOTO Marepuaia, Xpa-
HSTCS B BEPTHKATHLHOM TOJIOKEHUH. [Ipu 3TOM TOJKHO OBITH HCKITIOYEHO CBOOOTHOE
MEepEeMENICHIE apXMUBHOTO JOKYMEHTa BHYTpU ymakoBkH. [Iporecc opopmuenust 06-
JIOXKKH CKJIQJIBIBACTCS M3 MPOCTAHOBKH apXUBHBIX ImM(dpoB, mat (cM. pazgen 2). B
YIaKOBKY BKJIAJBIBACTCSI BHYTPEHHSSI OMUCH €IMHUIIBI yU€Ta, JINCT-3aBEPUTEITh, JTUCT
WCITIOJIb30BAHUSI.

3.1.4. ApxuBHbI mU]p ayaMOBU3yaTbHBIX JOKYMEHTOB COCTOUT U3 CIEAYIO-
IIMX DJICMEHTOB. COKPAIIEHHOTO0 Ha3BaHWs apxuBa (ero oduiuasbHOW abOpeBHATY-
pBl) 1 HOMEPOB: apXUBHOTO (HOHIA, ONMUCH Jen (JIOKYMEHTOB) €IUHUIIBI XPaHCHWUS,
CAMHMUIIBI yUeTa.

B cocraB apxuBHOTO mmdpa eTUHATIHI XPAaHEHUS ayAHOBU3YAIbHBIX JOKYMEH-
TOB BKJIIOUYAIOTCS Takke 0003HaueHHs (OyKBEHHBIC M LHU(POBBIC) 3JICMEHTAa KOM-
IJICKTa, pa3Mepa HeraTHBa, BUJA HOCUTENS 3BYKOBOW WH(OpMAINH, €IUHUIIBI Xpa-
HEHUS JIEKTPOHHBIX TOKYMEHTOB — (popmaTa 3amucu 1 BUJa HOCUTEIS HH(popMaIuu.
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Hanpumep:

Iy «iJ1H1 YP» Iy «il1H1A YP»
douma 122 dounma 122
Onucu __1 Bd Omnucu __1 3B

Q En.xp./En.yqa. 41/6 Q En.xp./En.yqa. 41/6

3.1.5. Cepka apXuBHOTO IIH(pa apXUBHBIX JOKYMEHTOB C ONUCHIO (KHUTOMH
ydeTa W OIMCaHWsA) JIel W JIOKYMEHTOB INpEIojaraeT MPOBEPKY MPaBHILHOCTH
oopmIieHHsT OOJIOKKH U TUTYJIBHOTO JIUCTA Jiefia, IEPBUYHOTO CPEJICTBA XPaHEHUS
ayJIMOBU3YaJbHOTO JIOKYMEHTA, MPaBWIHLHOCTH COCTABJICHMSI 3arojioBka U mudpa
eauHulbl xpaHeHus. [Ipyu Hanmuuuu OONBIIMX UCHPaBICHUM 00JIOKKA U TUTYJIbHBIN
JIUCT 3aMEHSIOTCS C COXPAHEHUE MPU HEOOXOUMOCTU CTAPON OOJIOKKH.

3.2. Texnuueckoe odopmjienue (poToI0KYMEHTOB, CTPaxoBoro ¢onaa u
(¢onaa noab3oBaHus (POTOAOKYMEHTOB

3.2.1. ®oTon0oKyMeHThI (IO3UTHBBI W HETaTUBBI), (DOH] TOJB30BAHUS, & TaK-
e CTpaxoBbIe KOMUHU (DOTOJOKYMEHTOB (HETaTHBBI) YKJIAIbIBAIOTCS B KOHBEPT COOT-
BETCTBYIOIIETO pa3Mepa, U3 CBETOHEPOHUIIAEMOUN OyMaru, KOTOPbIN YIaKOBBIBACTCS
B Jpyroii KoHBepT (OOJBIIMX pa3MepoOB), SIBJISIOIIUHCS OOJOKKOW JaHHOTO JIOKY-
MEHTA.

3.2.2. Jlnsa xpaHeHus AJOKYMEHTOB 0oJblIoro (HectaHaapTHOro) gopmarta cie-
IyeT WCIOJIb30BaTh KOHBEPTHI, MAKH, W30€Tasi BOBMOXHBIX CTHOOB M TTOBPEKICHUN
OCHOBBI HOCHUTEJISI JOKYMEHTOB.

3.2.3. B cBsI3U ¢ TEXHUYECKUMH OCOOCHHOCTSIMHU T€YaTH I[BETHBIX HETATHBOB
($OTOIOKYMEHTOB BO3MOXKHO XpaHEHHE HECKOJBKHX €1.XP. B HEpa3pe3aHHOM BHJIE C
yKa3aHHUEeM HOMEPOB €11.Xp. Ha KOHBEPTE.

3.2.4. Pynonnsie MUKpOHIEMBI (CTpaxoBOW (hOHJI) YIAKOBBIBAIOTCS B METaJI-
JUYECKUE WM TUIACTHKOBBIE KOPOOKM M XPAaHATCS Ha CTAIIMOHAPHBIX CTEIUIaXaX B
TOPU30HTATHPHOM TTOJIOKEHUH.

3.2.5. Ha xonBepre ¢ poTooKyMeHTaMu (HETaTHBBI) B PABOM BEPXHEM YTITY
CHCIMATBLHBIM IIITAMIIOM IPOCTABJIICTCSA apXUBHBIN MUQp (MpritokeHue 5).

3.2.6. Ha xoHBepTe CO CTPaxOBBIMH KOMHUSMHU JO0ABOYHO CTABUTCS IITAMII
«CD», ¢ xonusamu honrma mosib3oBanus — «DII», B 1eBoM BepxHeM yriry (MIpHIIOKE-
HUE D).



3.2.7. Jlns W3rOTOBICHHS KOHBEPTOB TPHUMEHSETCS MOJIMBUHIIIAIICTATHAS
sMynbcus. Bocnpemnaercs ucnoib30BaHUE Ka3€MHOBOTO, CHIIMKATHOTO KJIES.

HauanpHuk otnena
obOecrnieueHus: COXPaHHOCTH
nokymeHToB 'Y «I[/THU YP»
JILJI. XKylikoBa

COT'JIACOBAHO
DMK I'Y «I[JIHU YP»

[Ipotokon Ne 21 ot 30.12.2003

HauanbHuk otnena

o0ecrnieueHus COXPaHHOCTHU

nokymeHTOB ['Y «III'A YP»
O.M. IIpmikoBa

COI'JTACOBAHO
MK TV «III'A YP»
[Iporokon Ne 17 ot 28.11.2003

COI'TACOBAHO
SIIMK KomureTa o nenam

apxuBoB npu IIpasBurensctBe YP
[Tporokon Ne _1 ot 30.01.2004
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[Tpunoxxenne 1

JINCT-3ABEPUTEJIb AEJIA

®ong Ne 4 Omnuch No 1 Hemno No 15
B nene noammTo U MpoOHyMEPOBAaHO 115 (cTo mATHAMIIATH) JINCTOB
(undpamu U IPOMUCHIO)
c Ne Ne
B TOM YHCIJIE:!
JUTEPHBIE HOMEPA JINCTOB 21a
MPOIMYIIEHHBIE HOMEPA JTUCTOB 91
+ JJUCTOB BHYTPEHHEN ONHUCH 1
OcobenHOCTH (PM3UYECKOT0 COCTOSTHUSI Homepa smcToB
U ¢popMHUpOBaHUA Aej1a

1 2
Benynmwmii cienuanuct M.I".KHs13eBa
(HaMMEHOBaHUE JIOHKHOCTH PaOOTHHUKA) MOJIHUCH (pacungpoBKa MOITHCH)

« 29 » okrsa0ps 2003 r.

o0pa3sen opopMiIeHHS JTUCTA-3aBEPUTEIS
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[Tpunoxenue 2

JINCT-3ABEPUTEJIb AEJIA

@onm Ne 2 Omucek Ne 1 Hemo Ne 36

B nene moammTo U mpoHyMEPOBaHO 50 (usThaecsT) JUCTOB
(undpamMu U IPOMUCHIO)

¢ Ne Ne

B TOM YHCIIE:

JIUTEPHBIE HOMEPA JINCTOB Sa

MMpONMYHICHHBIC HOMEpA JIUCTOB

+ JIMCTOB BHYTPEHHEN ONIACH 2
Y4YTEHO TOKYMEHTOB B BUJE BIOKECHUN U IPUIOKEHNM, HE MOJIEKAIUX HyMEPALIUU

(pa3HOBUIHOCTHU JJOKYMEHTOB M UX KOJHYECTBO)

OcobennocTu popmupoBanus, opopmiaeHus, Homepa sqmctoB
(pu3nyecKoro COCTOSTHUA, HyMepPaluu 1 y4e-
Ta IOKYMEHTOB JieJia

1 2

. bponrtopsl, Ap. MeYaTHbIE U3JAHUSA

. JIuctoBku 10

. BeIpe3ku u3 raszer

. OTKpPBITKN 12

. KOHBepTI)I, B T.4. C BJIOKCHUAIMH

. CekpeTkn

. Mapku noudroBsie

. Mapku repOoBbIe

OO NP WIN|F-

. [IlTemrienu no4YTOBBIE U IPYyTrUe

[HEN
o

. CHCHI/IELHBHBIG IIOYTOBBIC OTMCTKH

[EEN
[EEN

. CypryuHble, MaCTU4YHbIC NI€YATH

[EEN
N

. OTTHCKH TIeYaTen

[EEN
w

. DOTONOKYMEHTBI

[N
N

. Kaprsl, nnansl, yeprexu u nap. HT/] 6

[HEN
a1

. PUCyHKH, TpaBIOpbI M aKkBapenun

[HEN
D

. ABTOrpadbl BUJIHBIX JesTenei

[HEN
\I

. CKJIeeHHBIE TUCTHI

[EEN
oo

. YTpara 4acTu JINCTa

[HEN
O

. UnucTteie TUCTHI

Benyimmi criennaiuct H.A.BbypkoBa
(HaMMEHOBaHUE JIOHKHOCTH PaOOTHHUKA) MOAINUCH (pacungpoBKa MOITHCH)

« 5 » okra0ps 2003 r.

o0pa3sen opopMIIeHHS JTUCTA-3aBEPHUTEJIA




BHYTPEHHSSA OIIUCH

nokymeHToB nena Ne 13038
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[Mpunoxenue 3

NeNe | JTes10- Jarta noxy- 3aroJiI0BOK J10KyMEHTa Homepa IIpu-
m | mpoun3Bo MEHTa JHUCTOB Meya-
JACTBEH- HUA
HbIN
HHIACKC
1 2 3 4 S) 6
1 08.01.1985 | 3asBnenue o mpueme Ha paboTy 1
2 JIMYHBIN JUCTOK MO YYETy KaJpOB 2,3
3 08.01.1985 | ABro6uorpadus 4
4 07.01.1985 | Xapakrepuctuka 9)
5 06.07.1966 | Komms aumioma JIeHHHTpaIcKoi 6,7
BBICIIEN MApTUUHON MIKOJBI A No
024203
6 07.08.1971 | Komus qumioma Y IMypTCKOTO 8,9
rOCYJITapCTBEHHOT'O TIeIaroruye-
ckoro uactutyta Ne 491237
Htoro _ 6 (mrects) JIOKyMEHTOB
(uudpamu ¥ TPOTHCHIO)
HAa _ 9 (memsaTw) JUCTaX
KonnuecTBo I1CTOB BHYyTpEHHEH ONUCH 1 (ouH) JUT.

Benymuit crienuanuct
oTzeia ooecreyeHus
COXPaHHOCTHU JJOKYMEHTOB

MIOJITUCH pacuindpoBka NoATUCU

06.07.2003

Oo0pa3sen opopMiieHNsI BHYTPEeHHEH ONMCH



T'Y «l[JTHU VP»
18

®onna [Mpunoxenue 4
Omnucu

Q En.xp.

['ma3zoBckas ye3qHas 3eMcKas ynpasa

COHuCcoK BOJIOCTEHN, CeleHMil, 00IECTB
U KPECThSIHCKHX JBOPOB ye3/a

okTs10ph 1904 1. —
nexadbpp 1907 r.

100

T'Y «[[JTHU VP»

donpga
Omucu

Q En.xp.

Oopa3zen opopmiieHns 00J105KKH /1eJ1a MOCTOSIHHOTO XpaHEeHU s
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IIpunoxxenue 5

Oo0pa3zen opopMiIeHNsI KOHBEPTA



10.

11.

12.

13.

20

CIIMCOK UCIIOJIb30BAHHOM JINTEPATYPhI

. TOCT P 511411-98. TI'ocynapctBennbiii ctangapt P®. [lenonpoun3BoaCcTBO U ap-

xuBHOe Aen0. ['occtanmapt Poccun. M., 1998.

. TOCT 17914-72. TocynapctBennsiii crangapt CCCP. O0m0XKH aen JIUTEThHO-

ro xpaHeHus. Tumbl, pa3Mepsl, TEXHUYECKHE TpeOoBaHUs. — [ oCcymapCTBEHHBIN
komuTeT crangaproB CM CCCP. — M., 1972.

I'OCT 7.68-95. CUBU/I. ®oHO- 1 BUACOMOKYyMEHTHI. OOINe TEXHUIECKUE Tpe-
O00BaHMS K apXUBHOMY XpaHeHHUt0. — M., 1996.

I'OCT 2.501-88. IlpaBwmma yuera u xpanenuss HT/[. ['ocymapcTBeHHBINI KOMUTET
craggaptusanuu CM CCCP. — M., 1988.

['OCT 1054-82. Ilnenka monudTuiaeHoBas. TexHuyeckue ycnoBus. — M.: Uzna-
TEIBCTBO cTaHmapToB, 1982.

['OCT 20283-89. bymara ob6moxkeunas. Texaudeckue ycimoBus. — M.: M3narens-
CTBO cTaHmapToB, 1989.

. HoxkymMeHTBhl Ha OymakHbIX HocuTeNsix. [IpaBuiia rocyaapCTBEHHOrO XpaHEHUSI.

Texunueckue TpedboBanms. OCT 55.6-85.

OcHoBHbIE TIpaBUia PabOTHl TOCYJAPCTBEHHBIX apXUBOB C KUHODOTODHOHOIOKY-
MeHTamu. — ['maBapxus CCCP, BHUMJIA/L. — M., 1980.

OcHoBHbIE TpaBWJia PabOTHl TOCYAapCTBEHHBIX apxuBOB Poccuiickoit denepa
un. — Pocapxus, BHUNJIA L. — M., 2002.

OcHoBHbIE TIpaBUIa pabOTHl apXuBOB opranuzauuii. — Pocapxus, BHUNJA/L. —
M., 2002.

BpemenHnas HHCTpYKIUA 1O y4eTy U 0(OPMIICHUIO PACCEKPEUEHHBIX AEN U JIOKY-

MEHTOB B FOCYJapCTBEHHBIX apXHBax, IICHTPAaX XpPaHEHHs AOKyMeHTaruu. Pocap-
xuB. — M., 1995.

Mertoaudeckue peKOMEHIAIMK 10 paboTe ¢ JOKYMEHTAMH JTUYHOTO MPOUCXOXK-
nenus. — LII'AJIN. — M., 1990.

[TamsaTka mo Texamaeckomy opopmienuto nein. — LHII'A HXA CCCP. - M., 1983.
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14. TlopsamoK cO3MaHUsS W OPTaHHW3AIlMUA CTPAxXOBOTO (DOHIA KOMHA YHUKAIBHBIX U
0c000 TEHHBIX JTOKYMEHTOB Ha OyMa)kHOW OCHOBE M (OTOMOKyMeHTOB LleHTpa
nokyMmeHTanuu HoBewmel ncropun YP. — [IJIHU VP. — Nxesck, 2002,

15. [TamsTKa IO Y4€Ty M ONMUCAHHUIO (POHOBUICOJOKYMEHTOB B IOCYAAPCTBEHHBIX U
MYHUIUNATBHBIX apxuBax Yamyptckod PecnyOmuku. — IJJIHU YP. — Mxesck,
19909.

16. Meroguueckoe T1ocoOMEe IO  CO3JAaHHUIO  KOJUICKIIMH  WH(OPMAIMOHHO-
MPOTAraHANUCTCKAX JOKYMEHTOB M30MpaTEIbHBIX KaMIaHUN U peepeHIyMOB. —
IJIHU YP. — Mxenck, 2002.

17. Coznanne apXMBHOW KOJUICKIIMH MEPUOAWYECKUX TMEYaTHBIX M3daHui. MeTtoau-
yeckoe nocooue. — IIJ/ITHU YP. — Mxkesck, 2001.

18. IlamsaTKa KypaTopy MO OpTaHHW3ally CIadd JOKYMEHTOB Ha rocxpanenue L[['A
YP. Uxenck, 1995.

19. Tlopsimok co3maHus M OpraHU3alUHA CTPaxoBoro (oHAA JOKYMEHTOB Ha OyMaK-
HOM ocHOBe U GoTomokymeHToB [II'A YP. Ixesck, 2003.

20. ITpaBuia opraHu3anuy XpaHEHUs!, KOMIUICKTOBAHMS, y4eTa U UCTIOIb30BAHMS J0-
KyMeHTOB ApxuBHOro ¢gonaa Poccuiickoit denepaunu U Apyrux apXuBHBIX J10-
KYMEHTOB B TOCYAapCTBEHHBIX U MYHHIIUTIAJIbHBIX apXUBax, My3esiX U Oubiunore-
Kax, opranu3anusax Poccuiickoi akageMuu HayK. — MUHHCTEPCTBO KYJIbTYPHI U
MacCOBBIX KOMMYHUKarmii PO. — M., 2007.
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JIucT KOppeKTUPOBKH
Kk «IlamsaTKe MO TeXHMYECKOMY 0OPMIIEHHI0 APXUBHBIX Ae» 0T 24.03.2004 r.

xeBck
2008
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1. B tekcre [laMATKH B B IPHUIOKEHUSAX U3MEHEHBI HA3BaHUS rOCYJIapCTBEH-
HBIX apxuBoB (['Y «IIJIHU YP», I'Y «LII'A YP»).

2. Bo BBeneHnu: a63. 1, 100aBICHO MO TEKCTY: ...MY3€sIX U OHOIHOTEKAX».

AG3. 4, nobaBneH TekcT: «B maMaTke He paccMaTpUBAIOTCS OCOOEHHOCTH TeX-
HUYecKoro odopmiieHUs 0co00 IEHHBIX Jei (CM. METOAMYECKHE PEKOMEHIAINH
«BbIsiBIIEHME, YUeT, OMMCAHUE U XpaHEHHE 0C000 IIeHHbIX TokyMeHTOB B ['Y «[{JIH1
YP», xesck, 2002, ¢ u3m. 2007), a Takke XpaHCHHE MY3CHHBIX TPEIMETOB U JICK-
TPOHHBIX JIOKYMEHTOB, KOTOPBIE€ CJIEAYET OCYIIECTBISATH B COOTBETCTBUU CO CIHEIU-
albHBIMU pa3pabOTKaMHU.

A03. 6, nob6aBnen TekcT: «B 2008 1. B CBS3M ¢ BHEAPECHUEM B IIPAKTUKY pado-
ThI apxuBOB «lIpaBuin opraHuzanuu XpaHEeHHs, KOMIUIEKTOBAaHUS, YUETa U UCIIOJIb30-
BaHUS TJOKYMEHTOB ApxuBHOro ¢onna Poccuiickoit @eaepanuu u Apyrux apXuBHbBIX
JIOKYMEHTOB B TOCYJAapCTBEHHBIX U MYHUIIUMAJIbHBIX apXHBax, My3esaXx U Oubiauore-
Kax, opranm3anusax Poccuiickoii akagemun Hayk» (M., 2007)» monoxenus [lamsatku
MIPUBEJICHBI B COOTBETCTBUE C TpeboBaHusimu [Ipasu.

3. U3menenn! Gpamunmn, ykazaasl ©.1.0. 1upekTopoB apXUBOB HA 2008
TOI
YTBEPX/IAIO YTBEPX]IAIO
Hupextop I'Y «II/THU YP» Hupextop I'Y «III'A YP»
E.M. Yurakosa H.B. Bacuneuko
«_ » 2008 T. «_ » 2008 T.

4. B paznen 2, m. 2.1.2. UCKITIOYUTH U3 TEKCTA: ... TIPU XPaHECHUHU UX B BEPTH-
KaJTbHOM TIOJIO’KCHUM.

4.1. m. 2.1.3. 1o6aBICHO MO TEKCTY: «... B CIy4ae HEBO3MO>KHOCTHU TOJIIUTH
CTapyro 00JI0KKY jeiia (IOpBaHO, IIECEHb, Yracaroliil TEKCT U T.I1.)».

4.2. m. 2.1.4. 106aBJICHO 1O TEKCTY: «... (P HEOOXOIUMOCTH)».

4.3. m. 2.1.5. 1006aBJICHO MO TEKCTY: «... (IIEpEIUIeTOM); CTapblii TEKCT: «... Bce
MeTaJTMYecKne CKpenku (OysIaBKM) JOJDKHBI OBITh YAaJIeHBI, T.K. CO BpEMEHEM OHHU
MIOJIBEPTalOTCS KOPPO3UH, 3aMEHEH Ha HOBBIU: «... [Ipu 3TOM yIaisiFoTCsl BCe MOCTO-
POHHUE, HAXOAIIUECS B JIeNax, Mankax, KOpoOKax MpeJMeThl: METaNINICCKUE, Kap-
TOHHBIC, OyMa)KHBIC U JAPYTHE 3aKIAKHU, TPOKIAJIKH, CKPEIIKU U T.IL.».

4.4. no6asneH HOBBIM MyHKT moa Ne 2.1.6: «B ¢oHIax TUYHOTO MPOUCXOXKIC-
HUs fena GOpMHUPYIOTCS B 00beme He Oonee 50 HUCTOB, 32 HCKITIOYCHHEM PYKOITHUCEH
Hay4HBIX, JINTEPATYPHBIX U TBOPUECKUX JIOKYMEHTOB, a TaKxXe e, cpOpMUpPOBaH-
HBIX ¥ MOJIIUTBHIX camMuM (oHA00O0pa3zoBaTeneM, 00BEMBI KOTOPBIX CIENYET coXpa-
HATH B IIEJIOCTHOCTU.
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4.5. 1. 2.2.11 yGpaHo 1O TEKCTY: «...BHYTpeHHSsI OMUCh MPUKIEHBACTCS K 00-
JIO’KKE aJib0OMa C BHYTPEHHEN CTOPOHBI.

4.6. 1. 2.2.21 no6aBICHO MO TEKCTY: «...HW (POHIA TIOTHE30BAHUSIY.

4.7. noGaBneH HOBBIN MyHKT moA Ne 2.3.3: «BHyTpeHHss onHch K (oToanb00-
MaM TMPUKIEUBACTCS K 00JI0XKKE anbO0oMa ¢ BHYTPEHHEH CTOPOHBI».

4.8. noGaBiieH HOBBIM MyHKT 1oa Ne 2.3.5: « BHYTpeHHIOIO ONHCHh COCTABIISCT
COTPYIHUK, TIPOBOAMBIIHIA ONMUCAHNUE TOKYMEHTOBY.

4.9. (m. 2.3.3 — 2.3.7) 3amenens Ha (1. 2.3.4 — 2.3.9) cOOTBETCTBEHHO

4.10. moGaBneH HOBBINM MyHKT moa Ne 2.5.6: « ApxuBHBIN mHdp HA TOKYMEH-
Tax, U3BATHIX U3 JIEJ, YKCIIOHUPYEMBIX U UCIIOIh3YEMBIX MMOJIH30BATEISIMU, POBOJIST
Ha 00OPOTHOM CTOpPOHE JIMCTAa YEPHOW TYIIBIO, HE HCKIIOYas, IPH 3TOM, BO3MOXK-
HOCTh UCIIOJTb30BAHUS KapaH/IaIia».

4.11. m. 2.5.7. no0GaBIIeH O TEKCTY: «... 0€3 aHHOTAINH, CIACAYIOMEH B OMUCH
BCJIE]I 32 3ar0JIOBKOM C KPACHOU CTPOKHU».

4.12. n. 2.5.10. moGaBiaeHO MO TEKCTY B mpuMmepe: «...CapamylIbCKOro yes3aa
Bsrckoii ryoepuun. Tom |; Tom .

4.13. noGasieH HOBBIA MyHKT moa Ne 2.5.13: «Ha obmoxkke men hOoHIOB JIHY-
HOT'O MPOUCXOXKJICHHS Ha3BaHKe (OH/A YKA3bIBAECTCS B COKPAILIEHHOUW hopMme ¢ HaMu-
canveM (hamMInKu U MTHUIMAIOB (PoH1000pa3oBaTens, a B ceMeHOM (OHJE — YKa3bl-
Baetrcs (amMwivs U UHUIMAIBl TOro (oHaooOpa3oBaTessi, KOTOPOMY MPHUHAAJIEKAT
JIOKYMEHTBI».

4.14. no6asnen HOBbIN MyHKT 1o Ne 2.5.14: «I1pu odopmiieHnn 1e7 B cocTaBe
00beMHEHHBIX apXUBHBIX (QOHIOB (OAD) Ha 00JOKKY Jeiia BRIHOCUTCS Ha3BaHUE
Toro (poHm000pazoBaTensi, KOTOPOMY OTHOCSATCS JOKYMEHTBI IAHHOTO JIeJia.

Hanpuwmep:

OA® obGmacTHO# mTab cTyAeHUeCKUX cTpouTeNbHBIX oTpsigoB (CCO) Y iumMyprckoro
ookoma BJIKCM u PecnyOnukanckuil mrtad 100pOBOJIBHBIX 00bEAMHEHUN MOJIOJEe-
xu Y amyprckoro peckoma BJIKCM, Ha 00510Ky J1e71a BBIHOCUTCSI Ha3BaHHUE OJIHOTO
dhoHmooOpazoBaTens.

1) O6nactHOl 1mITa0d CTyACHYECKUX CTpouTeabHbIX oTpsafaoB (CCO) Yamyprckoro
obxoma BJIKCM

WIN
2) PecniyOnukanckuid mTad TOOPOBOJIBHBIX OOBEAMHEHUW MOJIOACKH Y IMYpPTCKOTO
peckoma BJIKCM».
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4.15. (n. 2.5.6 — 2.5.15) 3amenens! Ha (1. 2.5.7 — 2.5.17) COOTBETCTBEHHO

5. B pazgene 3, m. 3.1.1. 1o6aBieHO MO TEKCTY: «...3aNMHCAHHbIE HA MATHUTHOU
JCHTE».

5.1. m. 3.1.3. cTaphlif TEKCT: «...yNMaKOBBIBAIOTCS B KAacCETE C BBIEMKOW IS
JMCKOB», 3aMEHEH HA HOBBIM «...MPUHUMAIOTCS B YIAKOBKE U3 YAAPOIPOYHOro MO-
JUMEPHOr0 MaTepHasa, XpaHITCS B BEPTUKAJIBHOM MOJIOKEHUU. [Ipu 3TOM HOIKHO
OBITh UCKIIFOUEHO CBOOOJHOE MEpEeMELIEHUE apXUBHOTO JOKYMEHTA BHYTPH YIAKOB-
KI».

5.2. no6asneH HOBBII MyHKT oA Ne 3.1.4: « ApXuBHBIN (P ayAHOBH3yaTb-
HBIX JIOKYMEHTOB COCTOUT M3 CIECAYIOIIMX JIEMEHTOB: COKpPALIEHHOI'0 Ha3BaHUs ap-
xuBa (ero oduimampHOW a00peBHUATYpPhI) U HOMEPOB: apXUBHOTO (DOHIA, OTHCH JCIT
(TOKyMEHTOB), CTUHUIIBI XPAHCHHUS, CIUHUIIBI yUeTa.

B cocTaB apxuBHOro mudpa eAMHUIBI XpaHEHUS ayIMOBU3YaIbHbBIX JOKYMEH-
TOB BKJIFOYAIOTCS Takxke 0003HaueHHUS (OyKBeHHBIC M IU(GPOBBIE) JJIEMEHTa KOM-
IJIEKTa, pa3Mepa HEraTuBa, BHUJIa HOCUTENS 3BYKOBOM HMH(OpMAINU;, €AUHUIBI Xpa-
HEHHUSI DJIEKTPOHHBIX JOKYMEHTOB — (popmara 3amucu ¥ BUJA HOCUTENST HHPOpMa-
AN,

5.3. no6asnen HOBBIN MyHKT Mo Ne 3.1.5: «CBepka apXuBHOTO MH(pa apXuB-
HBIX JJOKYMEHTOB C ONMKCHIO (KHUTOH ydeTa M ONUCaHUs) Je] U JOKYMEHTOB IPEIIo-
JlaraeT MPOBEPKY MPaBUILHOCTU OGOPMIICHUSI OOJOKKUA M TUTYJIBHOTO JIKUCTa JIena,
MEPBUYHOIO CPEJICTBA XPAHEHUS ayJIHOBU3YaJbHOIO JOKYMEHTA, MPAaBWIHLHOCTH CO-
CTaBJICHUS 3arojioBka M mudpa eauHuubl xpaHeHus. [lpu Hanmuuum OONBIIUX HC-
MpaBJICHUN O0JIOKKA M TUTYJIbHBIA JTUCT 3aMEHSAIOTCS C COXpaHEHUE MpPHU HEOOXOaU-
MOCTH CTapOil OOJIOKKU».

5.4. no6asnen 1. 3.1.4, . 3.1.5.

Hanpuwmep:

Iy «il1H1 YP» Iy «il1H1A YP»
®onna _122 ®onna _122
Onwucu __1 8D Onmcu __1 980

Q En.xp./En.ya. 41/6 Q En.xp./En.ya. 41/6

5.5. m. 3.2. no6GaBneHO B 3arojIOBOK pa3jena: «...u (oHa Mmoab30BaHus (HOTO-
JTOKYMEHTOBY.
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5.6. m. 3.2.1. 1o6aBICHO O TEKCTY: «...(HOH] MOTB30BAHUS».
5.7. no6aBnen HOBBIN MyHKT o Ne 3.2.2: «Jlns XpaHeHUs1 JOKYMEHTOB 0O0JIb-

moro (HecTaHIapTHOTro0) (hopmara ciieayeT UCIOJIb30BaTh KOHBEPTHI, ITAIKH, U30erast
BO3MOKHBIX CTUOOB U TOBPEXKACHUN OCHOBBI HOCUTENS JOKYMEHTOBY.

5.8. no6asnen HOBbIM MyHKT moA Ne 3.2.3: «B cBs3Hu ¢ TEXHUYECKUMHU OCOOCH-
HOCTSIMU TICYAaTH I[BETHBIX HETATUBOB ()OTOJTOKYMEHTOB BO3MOXKHO XPAaHCHHE HE-
CKOJIBKUX €]I.XP. B HEpa3pe3aHHOM BHJIC C YKa3aHUEM HOMEPOB €7.Xp. Ha KOHBEPTE.

5.9. mo6aBneH HOBBIM MyHKT 1o Ne 3.2.4: «PynonHbsle MUKpOpMIBMEI (CTpa-
XO0BO# (POH) YIAaKOBBIBAIOTCS B METAJUTMUCCKHE WM IJIACTHKOBBIC KOPOOKHU M Xpa-
HSTCS HA CTAIlMOHAPHBIX CTEIUTAKAX B TOPU3OHTATHHOM TOJIOKCHUN.

5.10. (m. 3.2.2. — 3.2.4) 3amenensl Ha (1. 3.2.5 — 3.2.7) COOTBETCTBECHHO

5.11. m. 3.2.6. no6aBIeHO MO TEKCTY: «...C KOMUsAMHU (DOHIA TIOJTH30BAHMS —

«DII».

6. B npuioxenun 1,2 no6aBieHa crpoka: «c Ne 1 Ne 115»

«c Ne 1 No 49»

B npunoxenuu 5 no6asnex mwrami «OII» B 1€eBOM BepXHEM YIITy.

7. YTOYHEH CITUCOK HMCIT0JIb30BaHHOM JInTeparypsl (mo0asieH . 20).
COI'NTACOBAHO COI'NTACOBAHO
OMK 1Y «IIJIHU YP» OIIMK Komurera no aenam
[Tpotokon Ne 8 ot 07.05.2008 apxuBoB npu [IpaBurtensctee YP

[Tpotokon Ne 5 ot 30.05.2008
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