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OnepaTuBHOE XpaHEeHNe AO0KYMEHTOB

B noHATMe Aenonpoun3BoACTBO KpoOMe
NOKYMEHTMPOBAHUA MHPOPMALUN N OPraHU3aLUM
NOKYMeEHTO0H0pOTa TaKKe BXOAUT OnepaTUBHOE
XPaHEHME N NCNONb30BaHUE AOKYMEHTOB.

[OCT P 7.0.8-2013 CBNA. lenonpon3BoacTBo U
apxXxmBHoe aeno. TepmMmuHbl U onpeaeneHums.

onepaTuBHOE XpaHEHNe AOKYMEHTOB - 3TO
XpaHeHne JOKYMEHTOB B CTPYKTYPHOM
noapasaeneHnm Ao Ux nepeaavyun B apxms
OpraHM3aumm Nam YHUUYTOXKEHUA.



OnepaTuBHOE XpaHEeHNe AOKYMEHTOB

[pn aTOM onepaTUBHOE XPaHEHNE MOXHO
noapasaenuTb Ha ABa npoLecca:

* XpaHeHue AOKYMEHTOB B NpoLecce ux
MCMONHEHUS;

* XpaHeHne MCNoJIHEHHbIX AOKYMEHTOB.

OnepaTtuBHOE XpaHeHue — NpoLiecc,
OCYLLEeCcTBASiEMbIN B TeYeHUe NpaKTUYeCKoro
MCMNO/1b30BaHUA JOKYMEHTOB A0

npoBeAeHMA 3KCNepTU3bl LLEHHOCTU U Nepeaaun
NIOKYMEHTOB Ha apXMBHOE XpaHeHue.



OnepaTuBHOE XpaHEeHNe AOKYMEHTOB

|£|,OI-(YN\€HTbI BO BpeMA UX MCnoJIHeHUA 0b6bIYHO
XPaHATCA Y UCMONTHUTENA.

[1OKyMeHTbl NOMELLLAOTCA CneLManbHble Nanku ¢
3arosioBkamum tmna: "Ha ncnonHenmnn”, "CpoyHo",
"Nna konnernn', "Ha otnpasky'", "Ha cornacoBaHue",
"Ha noanucb" u .M.

Ha Ka)Kaoum nanke ykas3biBatoT GamMUANIO UCNONHUTENSA
n ero TenedoH.

[Tlocne oKoH4YaHKUA paboyero AHA Nanku youparoT B
cend, wKadp unum cTon.

[Tocne oKOH4YaHMA PaboTbl C JOKYMEHTOM OH
nepeaaeTca ANA NOMeLWEeHUa B Aeno.



OnepaTnBHOE XpaHeHne AOKYMEHTOB

cnonHeHHble N 3aKOHYEeHHble

Nenonpon3BoaCcTBOM AOKYMEHTbI
NO/IKHbl GOPMMPOBATHLCA B ie1a B COOTBETCTBUM

C HOMEHKANaTypou agen.



OnepaTuBHOE XpaHEeHNe AO0KYMEHTOB

[lpn 3TOM Aena ¢ MOMeHTa UX 3aBeaeHnA U Ao
nepenayuv B apxmB OpraHmM3aumnm A0XKHbI
XPAHUTLCA MO MeCTy X POPMMUPOBAHUA
(CTPYKTYpHbIX nogpasaneneHusx n B cnyxkbe 0Y).

OpraHu3auua XxpaHeHUs AOKYMEHTOB A01KHA
obecne4ymBaTb COXPAHHOCTb AJOKYMEHTOB U AeN U
yaob6CTBO UX MCMOIb30BaAHUA.



OnepaTuBHOE XpaHEeHNe AOKYMEHTOB

J1OKyMeHTbl pa3mellatoTca B 3anmparomxca wradax, cendax.

Nna obecneyeHmna H6bICTPOro NOMCKa Ha BHYTPEHHEN ABEpPLE
WKada NpuUKpennsaeTca HOMeHKNaTypa aen.

[lankun pacnonaratoTca Ha NOJIKax BEPTUKA/IbHO, Ha KOpeLlKe
Ka*K[A0ro Aena yKasblBaeTca ero MHaeKc (Homep) no
HOMEHKANaType.

Yno6Ho, ecnm nocnenoBaTeIbHOCTb PACNO/IOXKEHMS Ae/ Ha
NoJsIKax, COOTBETCTBYET NOC/N1eA0BaTe/IbHOCTU PACMO/IOMKEHUS e
B HOMEHKaType.

[py NOUCKe JOKYMEHTa CHa4vana HaxoAAaT HYXKHbIM HOMep Aena
Mo HOMEHKNATYpPeE, a 3aTEM MO HOMEPY Aena HYXKHYI NankKy ¢
NOKYMEHTaMMU.

Ecnin Heob6xoaAMMO JOKYMEHT, Y>Ke BKAOUYEHHbIN B Ae/10, U3bATb
NNA BPEMEHHbIX HYX/J, BMECTO JOKYMEHTA OTBETCTBEHHbIN 33
dbopmMmnpoBaHUME N XpaHEHUEe AeNn OCTaBAseT INCT-3aMeCcTUTEb.



OnepaTuBHOE XpaHEeHNe AOKYMEHTOB

Ecav HeobxoAMMO AOKYMEHT, Y3Ke BKAOYEHHbIN B
neno, N3bATb ANA BPeMEHHbIX HYX A, BMECTO
NOKYMeHTa OTBEeTCTBEHHbIN 3a popmMMpoBaHME U
XpaHeHue Aen ocTaBAAeT IMCT-3aMeCcTUTeNb.



OnepaTuBHOE XpaHEeHNe AOKYMEHTOB

Echn TpebyeTtca BbiAaTb AEN0 LENNKOM,
3aMO/IHAETCA KapTa-3aMeCcTUTe b, B KOTOPOW
YKa3bliBaeTCA:

v HoMep BblAaHHOro aena,
v’ naTa Bblaauu,

v  KOMY BblaHO Aeno,

v Ha KaKoW CpOK,

v’ pacnucka nosiyyarens,

v/ pacnucka o npueme nocae Bo3BpaLleHusn
NOKYMEHTOB.



OnepaTuBHOE XpaHEeHNe AO0KYMEHTOB

KapTa-3amecTuTenb NoOMeLlaeTcs Ha MecTo
BblJaHHOro aena.

[pu Takon cnucteme cpasy BUAHO, Kakne aena
BblAaHbl, Y KOFO OHM Haxo4ATcs.

[locne BO3BPaTa Ae/id KapPTa-3aMeCTUTE/Ib U3bIMaETCA,
Aeno CTaBAT Ha MECTO.

[Mocne 3aBepLUeHUA 4eN0oNPOU3BOACTBEHHOIO roaa
Bblga4ya COTPYAHUKAM OTAENbHbIX JOKYMEHTOB U3
nena He gornycKaercs.

Mpn HeobxXoAMMOCTM BO BpeMeHHOE MNoJib30BaHuMe
MOeT ObITb BblAaHO AEN0 LEeNNKOM.

Bblaaya gen B Apyrme opraHusaumm paspellaeTcs
TO/IbKO pyKoBoAUTENEeM OpraHM3aLun.



OdopmneHue pena

[OCT P 7.0.8-2013 CUBN . lenonpon3BoacTBo U
apxnuBHoe aeno. TepmunHbl U onpeaeneHuA.

OdopmneHune aena — nNoArotoBKa Agena K
nepeaaye Ha apxXxmMBHOE XpaHeHMe.,

OdopmneHune gen npoBoaAUTCA PAabOTHMKamM
cny»Kbbl A4enonNpon3BOACTBA OPraHnU3aLnmN NN
OPYTMMU CTPYKTYPHBbIMU NOAPA3AENEHUAMMU, B
06A3aHHOCTN KOTOPbIX BXOAUT 3aBeAeHne U
dopmmnpoBaHue aen, npu MeToanyecKkom nomMmoLLm
M NO4 KOHTPO/IEM apXMBa OpraHM3aLmnn.



OdopmneHue gena

B 3aBMCUMOCTU OT CPOKOB XPaHEHMsI NPOBOAUTCA MOSMHOE
NN YacTUYHoe opopmaeHue gen.

[MonHoOMy opopmaeHuto nogsekaT gena NOCTOAHHOrO,
BpemeHHoro (cebiwe 10 neT) xpaHeHUsa U N0 NMYHOMY
COCTaBy.

[pu 3TOM NonHOe opopmaeHune aen npeaycmaTpmBaerT:

NoALWMBKY MAN NEePENnNeT Aena;
HyYMepaLuunto INCTOB Aena;
COCTaBNIEHUNE INCTa-3aBEPUTENSA;

COCTaBNEHME, B HEOOXOAMMbIX C/Iy4aAX, BHYTPEHHEWN
ONMUCU AOKYMEHTOB;

BHECEeHMe HeobxXxoAMMbIX YTOYHEHUIN B PEKBU3UTDI
0b610XKKN aena (yTouyHeHMe Ha3BaHMA OpraHmn3aLuny,
PEerncTpaumMoHHOro MHAEKca Aena, KpamHux aaTt aena,
3aro/10BKa aena).



OdopmneHue gena

[ena spemeHHoro (0o 10 neT BKAKOYUTENBHO)
XPaHEeHMA nognexat YaCTUYHOMY 0POPMAEHUIO,
npuv 3TOM AOnycKaeTca:

* He NPOBOAUTb CUCTEMATMU3ALMIO AOKYMEHTOB B
nene,

* He HymepoBaTb JINCTbl AenNa,

* He COCTaB/iIATb 3aBepuUTeE/ibHble HAAMNCH.



OdopmneHue gena

[Mpn odbopmneHnn aena AOKYMEHTbI, COCTaBAAOLWMNE
Aena, noawuBaloTca Ha 4 NPOKO1a B TBEpAYIO
0610XXKyY U3 KapTOHa UK NepenaeTaloTca C yueTom
BO3MOXHOCTU CBOOOAHOro UTEHMA TEKCTA BCEX
NOKYMEHTOB, AaT, BU3 N PE30NOLUMN HA HUX.

[Mpy NoAroToBKe Aen K noawmneKke (nepennety)
MEeTaNNNYeCKue ckpennenma (bynaBkn, CKpenku) us
NOKYMEHTOB yAaNAOTCS.

[lena noCTOAHHOrO XpaHeHus, cocToAwme U3 ocobo
LEeHHbIX IOKYMEHTOB AN HEGOPMATHbIX JOKYMEHTOB,
XPAHATCA B 3aKPbITbIX TBEPAbIX ManKax c Tpems
KNanaHamMu C 3aBsi3KaMuM U1K B KOPODOKax.



OdopmneHue gena

[Mpn HanM4YnM B Aene HeBocTPebOBaAHHbIX TNYHbIX
NOKYMEHTOB (YA0CTOBEPEHUN IMYHOCTU, TPYAO0BbIX
KHUMKEK, BOEHHbIX OMNeTOoB) 3T AOKYMEHTbI
BK/1a4blBalOTCA B KOHBEPT, KOTOPbIN NOALLIMBAETCS B
Aeno.

npl/l HaAMYMM 6ONBbLLOTO KOIMYECTBA TAKUX
AOKYMEHTOB, nociaegHmne n3biMakotca U3 aea h Ha H1NX
COCTaBNAeTCA otTae/ibHaA OMUCHb.

B KOHLLe KaxXa0ro aAena noalmnBaeTca YNCTbIM BiaHK
NINCTa-3aBepuTens, a B Havyasne aena (pna ydeta ocobo
LEeHHbIX JOKYMEHTOB) — 6/1aHK BHYTPEHHEN onucu
NOKYMEHTOB Aena.



OdopmneHue gena

B uenax obecneyeHmnsa COXPaHHOCTU U
3aKpenneHmna NopsaaKa PacnonoxKeHus
NOKYMEHTOB, BK/IIOYEHHbIX B 1€/10, BCE JINCTDI
3TOro Aena HymepyrlotTca apabckumm unppamum
BA/1I0OBON HyMmepauueu B NPaBOM BEPXHEM YTy
NINCTA NPOCTbIM KapaHAALWOM UAN HYMEPATOPOM.

JINCTbl BHYTPEHHEN ONUCK JOKYMEHTOB Aena
HYMEPYIOTCA OTAE/bHO.



OdopmneHue gena

Mpn HyMmepauum 1UCTOB Aena Heobxoammo cobntoaatb
cnepymouime npasmna:

* JINCTbl AN, COCTOALWMX U3 HECKOJIbKMX TOMOB UM YacTen,
HYMEPYIOTCA NO Ka*KA0OMY TOMY MM MO KaXKA0M 4acTu
OTAE/IbHO;

* doTorpadumn, yepTexkun, AnarpamMmmbl U apyrue
MNNOCTPATUBHbIE AOKYMEHTbI, NpeAcTaBaAaloWme
CAaMOCTOATENbHbIN NNCT B AeNe, HYMepPYHTCA Ha
0H6OpPOTHOM CTOPOHE Ha BEPXHEM NONE INCTA;

* CNoXeHHbIn nncT (bopmaTta A3, A2) pazBopadmBaeTca U
HYMEpPYEeTCA B MPaBOM YaCTM BEPXHEro nona ancra. MNpu
3TOM NnCT ntoboro dopmaTa, NOALWNTbLIN 33 OAUH KPan,
HYMepYeTca Kak OAWH NNUCT; INCT, CTOXKEHHbIN 1 NOALLUTbLIN
33 cepeaunHy, NOANEKUT NePELINBKE N HYMEPYETCA KaK
OZIVH INCT;



OdopmneHue gena

* JIUCT C HAr1yxo HakAeeHHbIMN AOKYMEHTaMM
(poTorpadpumamm, BbipesKamm, BbIMMCKAMM U T.1.)
HyMepyeTca Kak oanH NUCT. ECan K JOKYMEHTY NoAKNEeeHb!
OHUM Kpaem Apyrme AOKYMEHTb! (BCTAaBKU TEKCTA,
nepeBobl, BbIPE3KU U T.M.), TO KaXKAbIN JOKYMEHT
HYMepyeTca OTAE/IbHO;

* noAaLlunTble B Ae/10 KOHBEPTbI C BJIOXKEHUAMM HYMEPYIOTCA,
NPX 3TOM BHayane HymepyeTcsa cam KOHBEPT, a 3aTemM
oyepeaHbIM HOMEPOM KaXJoe BIOXKeHNe B KOHBepTe;

° MoALunTblie B AeN10 AOKYMEHTbl C COOCTBEHHOM HymepaLumen
NNCTOB (BKtOYaA ne4vaTHble N34aHUSA) MOTYT HYMepOBaTbCH
B 0bLLem nopsaake Nam coxpaHATb COOCTBEHHYIO
HymMmepaLuuto, ec/im OHa COOTBETCTBYET NOPSAAKY
PAcrnonoXeHns NNCTOB B Aene;



OdopmneHue gena

* B CAy4Yanax obHapyKeHmna 6oablioro Ymcaa ownboK B
HyMmepauuun TMCTOB Aesia NPOBOAUTCA UX
nepeHymepauus. NMpu nepeHymepaumm nnCTos
CTapble HOMepPa 3a4epPKUBAIOTCA U PAAOM CTaBUTCA
HOBbIM HOMEP NINCTA, B KOHLLE AeNa COCTaBNAETCA
HOBbIN NINCT-3aBEPUTENDb, MPU 3TOM CTAPbIN NNCT-
3aBepuUTE/Ib 3a4EPKUBAETCA, HO COXPaHAETCA B AENE;

* NPU HANNYUU OTAENbHbIX OWMOOK B HyMepaLumn
NNCTOB B Aenax Npu NoAroToBKe UX apXMBOM
OopraHu3aumnmn K nepegadye Ha rocygapcrBeHHoe
XpaHeHmne AoMNyCKaeTcsl MO COracoBaHUIO C
rocygapcTBEHHbIM apXMBOM ynoTpebneHne AUTepPHbIX
HOMEPOB /INCTOB.



OdopmneHue gena

[1ns yyeTa Ko/anMyecTsa IMCTOB B KOHLUE Aena Ha
OTAEe/IbHOM IUCTE COCTaBAAETCA IMCT-3aBEepUTenN. -
NOKYMEHT, coaeprKallmin cBeeHMNA 0 KoinyecTse
nncTos aena, PU3N4YecKkom COCTOAHUMN AOKYMEHTOB U
ocobeHHOoCTAX GOopMMPOBaHUA Aena.

B KHMrax 1MCcT-3aBepuTeIb COCTaBASAETCS Ha
0bOpPOTHOM CTOPOHE NocaeAHEero YNCToro JINCTa, a B

KapTOTEKax — Ha OTAE/IbHOM YNCTOM sincte popmaTa
KapTOYKMU.

Jluct-3aBepuTenb Aena CoCTaBAAETCA MO
ycTaHOB/ieHHOM dopme (npunoxkeHne 9 « OCHOBHbIX
npaBua paboTbl apXMBOB OPraHM3aLLUNY).



OdopmneHune pena
B nnucte-3aBeputene aena

v/ yKa3bliBaloTCA LUindpamm 1 NPOnmUCbo KONYECTBO

NPOHYMEPOBAHHbIX IMCTOB Aena, KOANYecTso
JIUCTOB BHYTPEHHEWN ONUCH,

v 0OroBapmBatloTcsa 0COb6eHHOCTN HyMmepaLunm HOMEpPOB
nena (Hannune NNTEepPHbIX HOMEpPOB Aena,
NponyLweHHbIX HOMepPOB, HOMEPOB TINCTOB C
HaKNeeHHbIMK poTorpadPmamm, HOMepoB
KPYNHOPOPMATHbIX IMCTOB, KOHBEPTOB C

B/IOKEHUAMM U KOJIMYECTBO BJ/IOKEHHbBIX B HUX
JINCTOB),

v/ yKa3blBaeTca Ha/imume B aene TunorpadcKmx
3K3emMnNApoB bpoLlop C KOANYECTBOM JIUCTOB B
HUX, €C/IN OHU He Dbl OTMeYyeHbl B 06LLen
Ba/I0OBOM Hymepauumn B gene.



OdopmneHue gena

Jluct-3aBepuTenb aena NoanmncbiBaeTca ero
cocTaBuTenem.

Bce nocneaytouime nameHeHUs B COCTaBE U
COCTOAHUM aAena (noBperkaeHna, 3aMmeHa NoA/IMHHbIX
NOKYMEHTOB) OTMEYaloTCA B INCTE-3aBEPUTENE CO
CCbIJIKOM Ha COOTBETCTBYIOLLUWN aKT.

33I'Ip€LLI,aETCFI BbIHOCUTb JINCT-3aBEPUTEJIb HA

06/10}KKY Aena nam Ynctoit o6opoT AncTa nocneaHero
NOKYMEHTA.

Echn geno nogwunto nnm nepenneteHo 6e3 6n1aHKa
JINCTa-3aBepuUTensa, OH HaKN1enBaETCA 3a BEPXHIOH
4aCTb IMCTA HA BHYTPEHHEN CTOPOHEe 06N10XKKHN aena.



OdopmneHue gena

lnAa ydyera

* NOKYMEHTOB MOCTOAHHOIO M BpemeHHoro (csbiwwe 10
NIEeT) XpaHEHUA, YYEeT KOTOPbIX BbI3bIBAETCH
cneumdmKom JaHHOM AOKYMeHTaumm (ocobo
LEeHHble, NnYHble, cyaebHble, cneacTBeHHbIe Aena U

T.A.),
e e/ NOCTOAHHOro u BpemeHHoro (cebiwe 10 net)
XpaHeHuA, CpOPMMNPOBAHHbIX MO PAa3HOBUAHOCTAM

NIOKYMEHTOB, 3aro/IoBKM KOTOPbIX HE pacKpbiBatoT
KOHKpeTHoe codepaHne JOKYMEHTA,

BHYTPEHHAA ONUCb — IOKYMEHT, BK/OYAEMBIN B AE€N0
ANA y4eTa JOKYMEHTOB Aena, PacKpbITUS MX COCTaBa U
codepaHus.



OdopmneHue gena

BHYTpeHHAA onNncb Aena coCcTaBAfAeTCA Ha
OTAE/IbHOM JINCTE MO YCTaHOBAEHHOU dopme

[pn cocTaBNEHUU BHYTPEHHEN ONUCKU B Hee
BHOCSITCA CBeAeHuA O:

* MOPAAKOBbIX HOMepax AOKYMEHTOB Aena,
* X UHOEKCaX,

e naTax,

* 3aro/I0BKax,

* HOMepax ANCTOB Aena.



OdopmneHue gena

K BHYTpeHHewn onucu coctaBaseTca NTorosas
3anncb, B KOTOPOW YKa3biBatoTcA LMppamm u
MPOMNUCLIO KONNYECTBO BKIOYEHHbIX B Hee
NOKYMEHTOB U KONMYECTBO SIMCTOB BHYTPEHHEN
OMUCH.



OdopmneHue gena

BHYTpPEeHHAA onucb NoANUCbIBAETCA €e COCTaBUTENEM.

Ecan geno nepenneteHo nam noawmnto 6e3 6naHKa
BHYTPEHHEN ONUCK JOKYMEHTOB, TO COCTABJ/IEHHAA MO
YCTaHOBJIEHHOM POopMe ONMUCb NOAK/IEMBAETCA K
BHYTPEHHEN CTOPOHE NnLeBon 06N0KKN gena.

MN3meHeHnAa cocTaBa JOKYMEHTOB Aena (n3bAaTtumsa,
BK/IIOYEHUA JOKYMEHTOB, 3aMeHa UX Konuamu 1 1.4..)
oTpakatotca B rpade "[MpumeyaHunsa” BHYTPEHHEN
OMMUCU CO CCbIJIKAMU HA COOTBETCTBYHOLLME aKTbhl.

[Mpn HeoHbXO0AMMOCTM COCTABAAETCSA HOBAA UTOrOBaHA
3aMuncb K BHYTPEHHEN ONUCK U 3aBepUTeIbHanA
HaAnucb aena.



