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B.B. CHJI&KOBCKHﬁ

MBY CHI «/Iya» r.Kamyru

1. HacTosmiee moio:xeHHE pa3paboTaHo B COOTBCTCTBHH ¢ HOJOXeHHsMH QenepalbHOTO 3aK0HA
ot 6 nexabps 2011 r. N 402-®3 "O GyxrantepckoM yuete", @enepanbroro 3akcHa ot 22 oktatps 2004 1.
N 125-@3 "06 apxusuoM zAcne B Poccriickoii Gegepanun”, npukaza MurncrepeTsa KyusTypsi PO or 31
aapra 20151. N 526 "O6 yTBep/ICHHE IIpaBH] OPTaHH3AlMH XPAHEHHS, KOMIUIEKTORATNS, ‘yuéra "
HCIONB30BAHMA  JOKYMEHTOB - ApxmBHoro omma Poccmiickoli Defepanue H IPYTEX apXHBHBIX
SIOKYMEHTOB B OpraHax roCyAapCTBeHHOM BIACTH, OPTaHaX MECTHOTO CaMOY IPABIICHIS K OpraHusalzix .

2. Hacrosmee HONOXEHAE PEryNMHpyeT IOPAAOK OPTAHAZAIMA XPAaHeHHS (IIOAITHBKHA) IepPBHYHEIX
IOKYMEHTOB, YIETHBIX perucTpoB B Oyxrarrepekoit oraetHocT B MbY CIII «JIya» r.Kamyre. -

3. B COO’I‘BETCTBHH ¢ . 1. cr 29 Penepansroro 3akoHa or 6 nexabpa 2011 r. N 402-03 "O
GyxranrepckoM yaere" MBY CIIl «JIyay r.Kamyrm obecmeuwBaeT XpaHeHHE NEPBEYHEX (CROIHBIX)
YYCTHBIX .. IOKyMEHTOB, PETHCTPOB OyXTalTepCKOTO Y9eTa B TEYEHHE CPOKOB, YCTZHOBICHHEIX B
COOTBETICTBHHE C TIPABHIIAMH OPTaHE3aIMHE TOCYIaPCTBEHHOTO apXHBHOTO Jeia B Poccmitckoit ®enepanum,
HO He MEHee IIITH JIET OCIIe OKOHTIABYS OTIETHOIO I'0Jd, B KOTOPOM (38 KOTOPEI) OHE COCTARIIEHEL

. 4. XpaneHue NEePBHUHBIX HOKYMCHTOB, YIETHBRIX PEIHCTPOB H OyXTarTepcKodl OTYETHOCTH
opraﬂﬂsyerca pyxoBommrelieM: upekropoM MBY CIII «JIyw» r.Kanyru (nanee - opragmzanums). -

5. OBs3anHOCTH 0 06ECHEYEHHIO COXPAHIOCTH IEPBHUHEIX HOKYMEHTOR, YHETHBIX DETHCTPOB,
OyXrantepckoifl OT9eTHOCTH, o@opMJIeHmo BO3/ArAIOTCS pYKDBO,EPITeHeM OPI‘EI.HHSaI[HJEI H IJIABHOIO
6yxram?epa. o - - i

' 6. TlepBHIHBIE JIOKYMEHTE, ytie'rm.le PETHCTPSL, 6yxran*repc1cue OTHETHE IIOIEEI]IIB&IOTCHB ,u;eno
7. B neno MOMemaioTes JOKYMEHTEL, KOTOPHIE [0 CBOGMY COICPKAHHIO COOTBETCTBYIOT 3aT0NIOBKY

_,?IGJIE., OpH 5TOM 3allpeIacTCs] rpym:mposaTL B J:[ena ‘IGPHOBBIG H ,I[YGJIG’I‘HBIG BKSEM]IJIHPI:I J]'.OKYMGHTOB a

TaKKe JOKYMEHTEL, IO/IICKAIIHE BO3BPATY.
8. Ilpm dopMupoBarEy fela HEOGXOMEMO COﬁJ]IOI[&TB CICAYIOLIAe TpeOOBARMSL:
- ,]IOKYMGI—ITBI HOCTOSHHOTO H BpeMeH‘HOI‘O XpaHeHHH Heoﬁxommo rpymmponarb B OT,I[CJIBEBIG

ziena;
VLU S - BRIIOYATE B )IGJIO IO OJHOMY SK3EMIIIAPY KaKIOTo ,II;OK}’MGHTa
' TPYNIAPOBATE B JIEN0 JOKYMEHTEI OJHOTO KATeHIapHOTO oA, :
9. Jleno Ha 6}’MEDKHOM HOCHTENe HE I[OJ'DKHO CO,I[ep}KaTL Gonee 250 mucroB, upn Tomtume He
6omee 4 cMm.
- 10. I[orcyMGHTLI COCTaBNIAIOINHKE IeN0 Ha OyMaXKHOM HOCHTENE, HOJIIHBAIOTCS HA TIBTLIpe 1:[p01c011a
(ma Tpm HpoKOna - ML Maﬂoebc)pmammc ,ZIEJI) B TBCPIYIO OBIOXKKY HIIHM HepeuueTamTca € yderoMm
BO3MOXKHOCTH CBOGOIHOTO YTEHHS BCEX JIOKYMSHTOB, ,ua:r, BE3 U peaomoupm Ha HEX, Merammecme
cxpennemm V3 JOKYMEHTOB YIAIGIOTCS. R
B mavane xena Ha GyMakoM HOCHTENC IIPH HGOﬁXO,H;EIMOCTI/I TOJIHBAOTCH JACTEL BHy'IpeHIE[ePI
OITHCH SOKYMEHTOB Jiela, B KOHIE KKHOTo JeMa - NHCT-33BePHTeIb /IS,
11 B neJmX oﬁecueqem coxpauﬁocm " aaermIeHmI TopsaaKa pacno:aoxcem JIOKYMGHTOB




BIJIFOYCHHBX B LeN0 Ha OyMaiHOM Hocmene, BCG ero MHECTHL (KpoMe JIICTa-3aBEpHTENT Jela W
BHYTpPEHHCH OITHCH) HyMepylorc;I ‘B BAIIOBOM IIOpAAKe apalCKuMK IH(paMH, KOTOPEIE MPOCTaBIAIOTCS B
IPaBOM BEpXHEM YIIY JIHCTA JOKYMEHTA IIPOCTEIM IPAQHTHEIM KApaHJAIiOM IIH HYMEPATOPOM.
VYrorpeOnenne dUepHMNI K. IBETHEIX KApaHJAmeH [ns HyMepan@d JIHCTOB sampermacTcs.  JIHCTEI
BHYTpeHHel onrcH ,I[OK)MCHTOB mena HjmepyioTca OTHENBHO. .

JImcTer ge, coc'ro;mmx H3 HGCKOJIBKHX TOMOB WilH 9aCTeH, HyMEPYIOTCH 110 KaXIOMy TOMY Bild
YaCTH OTAEIBHO. L :

CroxeHHEI JHCT pasnopaqmae'rca ¥ HYMEPYeTCs B IpaBoM BepxHEM yrmy. [Ipw 9TOM muCT
moGoro ¢opmara, MOAUMTHL 38 O/WH Kpail, HyMePyeTcs KaK OEH JHCT; JHECT, CHOXKCHHBIA | nomrsm
32 CEpEEHY, TOVIEKHT ICPeNTHEKE B HyMEpYyeTes KaK OfjdH JWCT,

JlECT ¢ HarmyXo HAKICCHHLIMHE JOKYMEHTAME HyMepyercs Kak op Iucr. ECis X AOKYMEHTY
IOJKIIEEHE! OIXHHM KpaeM  Jpyrue ,HORYMBHTBI (BBIpE3KH, BCTABKA TEKCTA, IIEPSBONLI), TO KAWL
FIOKYMEHT HyMepyeTcs OTACIHHO. -

ToxmmTeie B ZeH0 KOHBEPTEI ¢ BIOKCHUSIMH HYMGPYIOTC}I IOpH 5TOM BHAYAlle HyMEpyeTcs
KOHBEPT, 4 338T¢M 0ICPEHTHBIM HOMEPOM KaUKIOE BIOKEHHE B KOHBEPTE.

IloxumTsie B Iejio ZOKYMEHRTH ¢ coOCTBeNHO# HyMepanueil JicToB (BK/IIOTAT IEIATHEIC H3TAHN)
MOTYT HyMEpOBaTbcid B OOMEM MOPSAKe HIH  COXPAHATH coﬁcTBeHHon Hymepaumo ecH  OHA
COOTBCTCTB}’GT TOPSIIKOBOMY PACHOJIOKEHHIO JIECTOR R JIETIe,

B cmydasix. oﬁrxapyxcemm Gompmoro =@hcra owmAboK B Hymepanma JIHCTOB ;L[ena npo;so,u;mca
- mepeHymeparas. TIpy  HaMHYHM ~ OTZCTBHBIX onmﬁox B H}’MBPHHHZH MCTOR ' JleNa ;:onycxae’rcﬁ
ryuomeﬁnelme JIATEPHEX HOMEPOB JIHCTOB:

12, JIucT-3aBEpATENE Jigd COCTABNACTCA HA OTIOSIIBHOM J]HCTG, B I{apTOTeI{aX Ha "OTHCTBHOM
nmcTe dopmMara xaprouku. Jhcr-3aBepHTeln Aela TOANHCEBACTC er0 cocTasrTelieM. Bee mocaeyonmme
| M3MCHeHUS B COCTABG ¥ COCTOSHAM NENA (IOBPEK/ICHNS, 3aMOHa IO IMHHEX ;m:&ymemoB) OTMEHAIOTCA B

Jmmeaaaepmene €O CCBIUTKOH Ha COOTBETCTBYIOMEIA aKT. ,

' Banpemae:r_csx BHHOCHTS JIBCT-3aBEPUTCHb ha OOMOKKY Jena WiM SHCTHH 060p0T JHECTa
TIOCHEAHEro AOKyMeHTA. EelE [eN0 MOAIINTO HNE meperuereHo Oes Grlamka Jmc:'ra—aa:eepmem, OH
JIOZIKCH OBITH HAKIEEH 33 BEPXHIOK YACTE JHCTA HA BHYTPEHHIOIO CTOPOHY 00N0XKKH B KOHIIE JICTd.. '

13, -Tlpu o@aopmeﬂna 00I0KKH [lena HAVMCHOBAHHC OPTAHU3ANNE YKa3HIBACTCH TONHOCTEIO, B
HMEHMTENEHOM rajexe. IlpH H3MEHCHWH HAHMEHOBANHA OpraHW3aldd B TEUCHUE ~ICPHOAE,
OXBATHIBAEMOr0 [OKyMEHTaMH Jiela, WA IpH Iepefade Jeia b ApYILyHo QpraHH3AIHI, Ha 00N0XKKe Jcla
TONHACEIBAETCA HOBOE HAHMEHOBAHHE sToﬁ OpTAHU3ANEH HAIH opranﬂsannn—npa:aonpeema, a npexcaee
3aKIIFOYAETCS B CKOOKH.

14. Ha obnoxxe fena yKazpIBAIOTCA: .

- HAMMCHOBAHUE opraﬁusamm'

-’ HoMep Toma (JacTH);
"k 34rQNOBOK AeNA (TOMa, JaCTH);
- KpaﬁHﬂe aTH Jela (TOMa, 9acTh); - _
= KOIUYECTRO IHCTOB B Aese (TOMe qacm),
- CPOK XpaBeHMS JeTa; :
- 15, 3aro0B0K AOKEH COOTBETCIBOBATE COASPKAHTIO JIOK)’MBHTOB B Aeje. _
B Tex ciydasx, KOTAA JEN0 COCTOHT M3 HECKOJLKAX TOMOB (WacTeil), Ha 06}10}1(1(37 Kaxmoro TOMA
(qac'm) BEIHOCHTCS OOIMH 3aroyioBOK fefla, & IpH Heoﬁxomocm - 3aTOJIOBOK K&XZA0T0 Toma (qacm)

'16. Ha obmoxke fena yKashBaeTcs zara. iema - roj(sr) BaBe,I[eHHSI H OKOanHmI ,ueﬂa B
,I[eJIO]Ip()HSBO)ICTBe

Ecim B ze0 BRIGOYCHBI ,IIORYM@HTBI (HampEMep, DPHIOKEHAT), JaTa KOTOPBIX He' ccmna,uaer c
,uaTon Zlemna, To IO aToH ¢ HOBOH CTPOUKE JenaeTcsa o6 STOM 3allHCh.

Jlata nema MOXET He yKasBIBATECA TONBKO Ha OGNOKKAX €N, COBSPIKAlmuX ro;[OBHe INa#kl #
OTHeTHI H APYTHE HOKYMEHTEL, JATHI KOTOPHIX OTPEKAIOTCA B 3ar0JI0BKaX Jell.

TTpa 06o3HaueHH AATEL JOKYMEHTA CHAYANA YKA3BIBACTCA TUCIIO, 3aTEM MECHI] A TOfl, tIm:no H Iof




0GosHavaroTes apabekuMy nudpam, HA3BAHME MECHIA - CIOBOM.

17. OBs3aTe pHEME PeKRH3ATAMEA 06I0MKKH JeNA SBIMIOTC YKa3aHHe KOJMYeCTBA JIACTOB B [IEC)
(mpocTaBngercs Ha OCHOBAHHA AMCTA-3a3BEPHTEN JI€a) H CPOK Xpa.He]E[Hﬂ nena (ga Jenax TOCTOSHHOTO
XpaHeHA MHmeTes: "XpaaATh HTOCTOAHHO").

18, WszMeHenmsa ¢ocTaBa JOKYMEHTOB Jena (W3bATHA, BKIOYCHEST JOKyMEHTOB, 3aMeHa
JOKYMCHTOB KOTIHSMHE) orTpaxaioTca B rpade "IlppMeuanue" BHYTpeHHEH ONMCH CO CCBUIKAMM Ha
COOTBETCTBY:OMHE aKTHL IIpH HeoOXONMMOCTH MOryT OBITH COCTABICHEI HOBAad HTOrOBAi 3allHCh K
BHYTpeHHEH OIACH K JIACT-3aBEPHUTEND Jena.

19. Brpmada Oyxrantepckolt nNOKyMCHTAIMM H3 Oyxramrepuu JOmyCKaeTes TOJNBKO B
HCKIOYHTENBHEIX CHYYASX . ¢ paspelmeHds TIAaBHOTO OyXranTepa, HHBIX MO/DKHOCTHERIX JIHII,
OTBETCTREHHBIX 33 XPAHEHHE JIOKYMEHTOB. . -

20. Hacrosmee MOMOXKEHKC BCTYIAET B CHILY ¢ MOMEHTA €10 YI‘BGp}K,Z[eHH}I
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