IIpunoxenue

K npuka3zy MUHHCTEPCTBA KyJIbTYPhI
Poccuiickoit ®eaepanuu

ot 31 mapta 2015 r. Ne 526

TIPABIJIA
OPTAHM3AIIM XPAHEHHSI, KOMILIEKTOBAHUS, YYETA
M MCIIOJb30BAHMSI IOKYMEHTOB APXHBHOT'O ®OH/IA
POCCHICKOM ®EJEPAIIAN U APYTHUX APXUBHBIX
JTOKYMEHTOB B OPTAHAX I'OCY/IAPCTBEHHO BJIACTH,
OPTAHAX MECTHOI'O CAMOYIIPABJIEHMSI I OPTAHU3AIIMSIX

I. OBIIIME TTOJIOXXEHU A

1.1. Hacrosmme IIpaBuna opraHusaliid XpaHEHHs, KOMILICKTOBaHMS,
y4eTa ¥ HCNOJIb30BaHus JOKYMEHTOB ApxuBHOro (oHna Poccuiickoii ®eneparuu
U JpYTdxX apXWBHBIX JOKYMEHTOB B OpraHax TIOCYJapCTBEHHOH BIIacTH,
OpraHax MECTHOTO CaMOYIIPaBJEHUS M OpraHu3amusx (fajgee — HaCTOSIIKE
IlpaBuna) paspabGoraHbl B  COOTBETCTBHH ¢ (DefepalbHBIM  3aKOHOM
or 22 oktabps 2004 r. Ne 125-®3 «O6 apxuBHOM gene B Poccuiickoii
@enepanun» (Cobpanne 3akoHomatenscra Poccutickoii ®enepanun, 2004, Ne 43,
ct. 4169; 2006, Ne 50, ct. 5280; 2007, Ne 49, ct. 6079; 2008, Ne 20, cr. 2253;
2010, Ne 19, cr. 2291; Ne 31, ct. 4196; 2013, Ne 7, c1. 611; 2014, Ne 40 (w.II),
cT. 5320), mnocTra”HOBIEHUEM IlpasurensctBa  Poccwmiickoit  Denepaiuu
or 15 wmroHs 2009 r. Ne 477 «O6 yTBepKaeHuu IIpaBun nenonpou3BoaCcTBa
B (eZlepabHEIX OpraHaxX MCIOMHUTENBHON BiacT» (CobpaHHe 3aKOHOIATENBCTBA
Poccuiickoii ®epmepanmu, 2009, Ne 25, cr. 3060); IIpHKa3oM MuHuCTEpCTBa
KyIbTypel  H MACCOBHX KoMMyHHKanui  Poccuiickoit ~ ®egepaituun
oT 18 suBaps 2007 r. Ne 19 «O6 yrBepxaenun IIpaBun opraHu3aliy XpaHeHH,

KOMILTIEKTOBAaHHS, y4YeTa M HCIONB30BAHUA MOKYMEHTOB ApXHMBHOro (¢oHzaa
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Poccutickoit Desiepanun u ApyTHX apKUBHBIX JIOKYMEHTOB B I'OCYHapCTBEHHLIX U
MYHULUIANPHBIX apXuBax, My3esx W OuOIHMoTeKax, opraHm3aIusx Poccuitckoii
aKkamemuu Hayk» (nanee - IIpaBuna xpamenws) (3apeructprupoBan MuHIOCTOM
Poccun 6 wmapra 2007 r., perucTpanvoHHeld  Homep 9059, «BromnereHs
HOPMAaTHBHBIX aKTOB (elepanbHAIX OPraHOB MCIIONHUTENLHOMN BIACTH OT 14 Mas
2007 r. Ne 20%), ¢ U3MEHEHUSIMH, BHECEHHBIMHU IpuKa3oM MUHKHCTEPCTBA KyJIbTYPEI
H MacCoBRIX KOMMyHUKaluld Poccuiickoii ®eneparviu ot 16 despans 2009 r. Ne 68
(3aperucTpuposan Musioctom Poccuu 5 mast 2009 I., PETUCTPAIIMOHHLIH HOMEp
13893, «Poccwuiickas razera» or 20 mas 2009 r. No 89), npuKazoM MHUHKYIBTYDHI
Poccuu ot 10 centabps 2007 r. Ne 1273 «O6 YTBEPXKIAEHUU GOPM YUETHBIX U MHBIX
AOKYMEHTOB IO OpTaHU3aLuK XPaHEHUS, KOMIUIEKTOBAHMS, yYeTa U UCIIOIb30BaHMUA
AOKyMEHTOB ApXHMBHOTO (omaa Poccuiickoit ®eneparuu u JIPYIUX apXWBHBIX
AOKYMEHTOB B TOCYAapCTBEHHBIX M MYyHUIMIATEHBIX apXWBaX, My3eiX ¥
Oubnnorexax, oprammzanusx Poccuiickod akameMum HayK» (3apeTUCTPUPOBaH
Mumroctom Poccun 9 oxtabps 2007 r., PEeTUCTpaiMoHHBIH HOoMmep 10291,
«bIoJIeTeHh HOPMATHUBHEIX aKTOB (eJlepalibHbIX OpPTraHOB KCIIONHUTENBHOMN BIaCTH
OT 5 Hos0ps 2007 1. Ne 45%).

1.2. Jle#icteue Hactosimux ITpaBun me PaclpoCTpaHseTcs Ha OpraHu3aliio
XPAaHCHNUS, KOMIICKTOBAHMS, y4eTa M HCIIONB30BAHUSA JOKYMEHTOB APXHBHOTO
douna Poccuiickoit Depepanuu u Apyrux ApXUBHBIX TOKYMEHTOB, COJIEPIKAIIMX
CBE/ICHUSI, COCTABILIIOIINE I'OCYAAPCTBEHHYIO TaliHy.

1.3. TocynmapcrBeHHBIE OpraHEl, OpPraHbl MECTHOLO CaMOyIIpaBIICHHs
MYHHIUIATBHOTO palioHa, TIOPOJACKOTO OKPYra W BHYTPHTOPOCKOTO paiioHa
00s13aHBl CO3ABATh apXUBHl B IEJISAX XpaHEHHs, KOMILIEKTOBAHUS, y4YeTa U
HCIIONIb30BaHMA O0Opa30BaBIIMXCA B IIPOLECCE WX HGHTGHBHOCTﬁ apXUBHBIX
JOKYMEHTOB.

1.4, Opramuszanmuy BhpaBe CoO37aBaTh apXUBBl B IEJSX XpaHeHUs
00pa30BaBIIUXCS B MPOIECCE HX JESTENBHOCTH apXHUBHBIX JOKYMEHTOB, B TOM

YucClie B IIEiaX XpPaHCHHUA W - HCIIOJIF30BAHUM APXUBHBIX JOKYMEHTOB, HeE
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OTHOCAUIMXCS K I'OCY AapCTBEHHOM UM MYHUIMIIATBHON COOCTBEHHOCTH.

1.5. 3amaun u dynkuun apxusa (IeHTpansHOTO apxuBa) roCyIapCTBEHHOTO
OpraHa, opraHa MECTHOTO CaMOYNPABICHUS, OPraHU3alMd — HCTOYHUKA
KOMIIICKTOBAHUA  TOCYapCTBEHHOTO, MyHMIMIIANEHOTO apXMBa OIPEHENSIOTCS

ITOJIOKEHHUEM, YTIBEPXKIACMBIM PYKOBOIHTEIIEM OpraHu3annu.

I OPT AHMBALA XPAHEHHS JIOKYMEHTOB APXVBHOTO ®OHJIA
POCCHVCKOU ®EJEPALIMA U IPYTHX APXUBHBIX JJOKYMEHTOR B
OPT AHM3AI MU

2.1. ToxymeHTSI, 06pasyrommecs B AesTelbHOCTH OpraHu3alui, COCTABIIAIOT
TOKYMEHTAIBHBIN (BOHI.

2.2. Cosnanue mOKyMeHTanbHOTO (GoHIA OpraHU3allul OCYIIEeCTBIAETCS
HYTEM COCTABICHUS HOMEHKIATYDPBI [eil, POPMHUpPOBaHuS U OGOPMIEHHS el Ha
OCHOBC HOPMAaTHBHBIX IIPaBOBHIX AaKTOB PoOCCHHCKOMH Depepanuy, nepedsei
THIOBBIX  ApXMBHBIX ~ [IOKyMEHTOB C yKa3aHHEM CPOKOB MX XpaHEHWs,
YTBEPHAAEMBIX B COOTBETCTBHHM C IIYHKTOM 3 CTaThH 6 (DeepaipHOro 3akoHa
oT 22 okTs16ps 2004 1. Ne 125-03 «06 apXuBHOM Jienie B Poccuiickol engepanuny,
¥ NIepevHe! JOKYMEHTOB, 0OPa3yOUIMXCs B IPOLECCE e TebHOCTH] benepanbHBIX
OpTaHOB I'OCYNapCTBEHHOM BIIACTH, MHBIX IOCYIapCTBEHHBIX OPTaHOB POCCHITCKOM
Qenepaiiy, a TakKe B HPOLECCe MeATeNbHOCTH MMOABEOMCTBEHHBIX UM
OpraHM3alyy, C YKa3aHHEM CPOKOB XpaHEHHUS.

2.3. HacTp JOKyMEHTanbHOro (GOHMa, BKIIOYAIOMIAs JIOKYMEHTBI APXHUBHOI'O
$onna Poccuiickoit deneparnmy, AOKYMEHTEI 110 JTUYHOMY COCTABY U JIOKYMEHTHI
BPEMEHHBIX (cBbime 10 5eT) CPOKOB XpaHEHWS, BKIIOYCHHEIE B Y4ETHBIE
AOKYMEHTBI ~apXWBa, COCTABJIACT ApXUBHEIH (OHI OpraHU3almHy, KOTOPBIH
TIOJUIEXUT XPaHEHUIO B apXUBE OPraHM3al{iy.

HoxymeHTEl Bpemenusix (1o 10 et BKIIFOYHUTEJIBHO) CPOKOB XpaHEHUs

' Yacte 2 crateul3 DenepanbHoro 3akoHa ot 22 oktabps 2004 r. Ne 125-03 «O6 apXuBHOM fene B Poccuiickoi

Denepanumy,



XPaHATCA B CTPYKTYPHBIX [IOApa3AeICHUSIX Opranu3anuy 1 10 UCTCYCHUHU CPOKOB

MX XpaHeHWs IOIeKAT YHIHUTOXKCHHUIO B [IOPSAJIKE, yCTAHOBIEGHHOM B ITyHKTax 4.6-
4.13 macrosumx Ilpasui.

2.4. Bunamu apxuBHBIX (GOHIOB OPraHU3aiy ABIISIOTCS:

apxVBHbIA (OHJ OpPraHU3alUM, COCTOSUIMN W3 JOKYMEHTOB ApXMBHOIO
donna Poccuiickoii @enepaimu v APYTUX apXUBHBIX JOKYMEHTOB;

OOBEeIMHEHHBI apXUBHBIA (OHMA, COCTOSIMH U3 00pa30BaBIINAXC B
IPpOLECcCe IeATENbHOCTH JIByX WM Oonee OpraHu3aluil JOKYMEHTOB ApPXHMBHOIO
¢ouma Poccuiickoit Defepatsii ¥ OPyIHX apXUBHEIX JOKYMEHTOB, MMEOLIUX
MEX]y COOOM MCTOPHIECKH U/UITH JIOTUYECKH 00YCIIOBIIEHHBIE CBSI3H;

apXWBHAs KOJJICKIHMS, COCTOSLIAas W3 OTAEIBHBIX apXUBHBIX NOKYMEHTOB
Pa3IMYHOTO MPOUCXOXIEHUS, OOBENUHEHHBIX I10 OJHOMY WM HECKOJIBKUAM
Npr3HAKaM (TEMaTHYECKOMY, aBTOPCKOMY, BUIOBOMY, OGBHEKTHOMY).

2.5. ApxuBHoMy GOHIOy OpraHd3alMM IPHCBAMBAIOTCS HA3BaHWE,
COOTBETCTBYIOIICE HAWMMEHOBAHUIO OpIraHU3allid, M HOMEpP B IOPALIKE,
OTIpENIeNICHHOM ITyHKTOM 3.8. HacTosmux [Ipasui.

2.6. ApxuBHBIE NOKyMEHTHl OPTaHHU3AlWHU COCTABIAIOT ONUH (EeIMHEIN)
apXUBHEIH (HOHI:

J0 U TIOCJIe€ PEOPTaHU3alMH, a TAKKE U3MEHEHHUS CTPYKTYPEL, IIITATOB, ECIIHU
yKa3aHHBIE MEpOIPUATUS He IOBJIEKIM 3a COOON U3MEHEHUs Ilejel U IpeaMeTa
JeATENbHOCTH OpraHU3allNM;

JO ¥ TOCHEe M3MEHEHHUs TEPPUTOPUANIBHEIX TPaHMIl [EATEIbHOCTH
OpraHU3aliH;

B CJIy4ae CMEHBI YUpeIUuTeNs.

B Cﬂyqaé U3MEHEHUsI COOCTBEHHMKA HMymeéTBa OpFaHI/Ii%aH'I/II/IVapXI/IBHI;Ie
AOKYMEHTBI OPTaHU3allMy JOJDKHBI BKIIOYAThCSI B Pa3HbIe apXUBHBIE (POHIBI.

2.7. B cny4ae peopraHuszalliyl OpraHU3aluu ¢ Iepenadell QyHKIUH BHOBDL
CO3NAaHHOW WJIM WHOW OpraHW3allid BCE apXMBHLIE MOKYMEHTBl IEpearoTcs
OpraHU3ANMU-TIPABONPEEMHUKY 1 BKIIIOYAIOTCS B ApXUBHBIA (GOHI ITOCIIeIHEH.

I[OK}’MCHTBI HIOCTOSIHHOTO XpaHCHUS W HOKYMEHTBI IO JIMYHOMY COCTaBy
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TMKBIUAMPOBANHBIX  OPraHM3AlMH  JIOJDKHBL TIEPEaBaThesl B YIIOPSAOIEHHOM
COCTOAHMM ~ Ha  XpPaHCHWE B COOTBETCTBYIOLIHit rOCYIapCTBEHHEIH
(MyHHUILIATIATHHEIH ) apXUB.

2.8. XpOoHONOru4eCKAMY IPaHHIIAME ApPXUBHOTO (QOHIA ABJIAIOTCI:

AT ApXMBHOIO (OHNA OpPraHW3allid — YCTAHABIMBAGMBIE HA OCHOBE
HOPMATHBHbIX aKTOB NAThl CO3NAHUS U JIMKBUTALUH OpraHu3auuy. 1lpy Hamwuuu
HECKOIBKHX aKTOB 00 00pa3soBaHMM OpraHu3alldy NPUHUMAETCH NaTa HanGonee
PaHHErO W3 HUX;

Ans OOBEAMHEHHOrO0 apXMBHOro (OH/A OpraHW3allud — JaThl CO3MAHUS
Haubonee paHHel M JIUKBUAALME Haubosee TO3THEH 110 BPEMEHHU N1EATEILHOCTH
OpraHusallii, TOKYMEHTBl KOTOPOH BOLWIA B COCTAaB OOBEIUHEHHOTO apXUBHOTO
¢bonna;

AL apXUBHOHM KOJUIEKIMU — JATHl CAMOTO PAHHENO M CaMOro II03/THETO
JIOKyMEHTA.

2.9. ApXWBHBIE IOKYMEHTHI JIOJDKHBI XPAHHTHCH B CHCTEMATU3UPOBAHHOM
TIOp#IKE B NMpe/ielIax apXMBHOTO (OHIA. ENUHHLEH CHCTeMATH3AIEN JOKYMEHTOR
apXMBHOTO (OHNA B apXWMBe OPTraHHU3Al[Mh SABILCTCSA COBOKYIIHOCTh apXHBHBIX
AOKYMCHTOB MM OTHENBHBIA JOKYMEHT, OTHOCSIIMECS K OJHOMY BOTIPOCY
ACATEIEHOCTH OpraHU3alUHY (Hasee-eIUHHIIA XpaHeH s).

2.10. EnvHALB XpaHeHUs TOIKHBI OBITH CUCTEeMaTH3UMPOBAHEI, BHECEHBI B
OIIKCH U OOPMIIEHBI B TIOPAIKE, 06ECIeUMBAIOIIEM YUeT, IOKCK U UCIIOIb30BaHHE
apXUBHBIX JOKYMEHTOB.

2.11. EpvHEIBl XpaHeHHs apXHBHOTO domma cucremartuzupyiotcs B
COOTBETCTBHH CO CJIEYIOIIIMH TIPH3HAKAMHU:

CTPYKTYPHBIN (HpHHa,HHé)KHOCTB €IVHHI[ XPaHEHUS K CTPYKTYPHBIM
HOApa3/ieNeHUM OpPraHU3allNK );

XPOHONOIWYECKUY (10 TepHOfaM WM [aTaMm, K KOTOPEIM OTHOCSTCS
CIIMHUIIE] XpaHEeHUS );

(QYHKLUMOHAIBHEIN, OTpacieBO, TEMATUIECKHH, TIPEIMETHO-BOIIPOCHEIH (c

? MoamyHkT 2.8.6 myHkTa 2.8 IlpaBun xpanesus.
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yueToM OYHKIME OpraHM3allid, TeM Wi BOIIPOCOB, KOTOPBHIX KacaeTcs
COJICpXKaHKe eNUHUI] XPaHEHU );

HOMMHAIBHBIA (MO  [IeNIONPOM3BOJCTBEHHOM (dopMe — BuiaM U
Pa3sHOBUAHOCTAM JOKYMEHTOB);

KOPPECHOHJCHTCKUA (110 OpraHM3allMsIM, B DE3yNbTaTe IEPellucKH ¢
KOTOPBIMH 00pa30BaNUCh CANHUIBI XPAHEHNS);

reorpaguueckuii (B COOTBETCTBHMH C OIPENENEHHBIMH TEPPUTOPUAMH,
HACe/ICHHBIMY ITyHKTaMH U APYTUMHU reorpaQuueckuMy o0beKTaMu, ¢ KOTOPLIMH
CBS3aHO COZIep)KaHue TOKYMEHTOB, aBTOPBI, KOPPECTIOHAEHTHL);

aBTOPCKMA (N0 HA3BaHMSM OPraHM3alUil WM (QAMHIHAM pax/aH,
SABJIAIOIIMXCS aBTOPaMU JIOKYMCHTOB).

2.12.  JlokymeHTBI, BOIIeImIME B OOBEIMHEHHEIA apXUBHBIM doHg,
pacroiaratoTcs 10 3HaYUMOCTH (OoHZ00Opa3oBaTesel, 10 XPOHOJIOTHH CO3IAHMS
JIOKYMEHTOB, 110 aJI(paBUTy Ha3BaHMH U OPYTUM Ipu3HakaM. B mpemesiax Kaxmoro
$oHIa, BOWIEANIEro B 00bEIUHEHHBIN apXUBHEIH (BOH/I, IPUMEHSIOTCS IIPUHLIUIIBL
CHUCTEMATH3alMK, BBIOOD KOTOPBIX OIPENENsAETCs XapakTepoM [esTelbHOCTH
KOHKPETHBIX OPTaHU3alMH, COCTABOM B 00BEMOM JJOKYMEHTOB.

2.13. Cucrematnszauus JOKYMEHTOB apXWBHOM KOJNEKIHH ONpPENeNsIeTcs
TEMAaTHKOH U COCTaBOM [I0KYMEHTOB.

2.14. CoXpaHHOCTE JOKyMEHTOB B apXMBE OpPTaHM3alli¥ OBECIIeUHBACTCS
KOMILIEKCOM MEPONPUATHH 10 CO3NAaHHUI0 HOPMATHBHBIX YCIIOBUH, COONIONEHUIO
HOPMaTHBHBIX PEXMMOB H HaJUIeXKalllel OpraHM3alliél XpaHeHUs NOKYMEHTOB,
UCKIIIOHAIOMMX XHUIMEHHE W YTpaTy M ODOecrneyuBalOMMX MOJNEPKAHUE B
HOPMAaNbHOM (DHU3HIECKOM COCTOSIHHH.

B’ kommiexc paboT MO OGECeYeHNIO COXPAHHOCTH - TOKYMEHTOB apXUBA
OpraHMU3alui BKIFOYAOTCH:

IPENOCTABIICHHE [TIOMCICHUS [T Pa3MEILEHUS apXUBHBIX JOKYMEHTOB;

obeclieyeHne HOPMATHBHBIX YCIOBHI XpaHEHHs TOKYMEHTOB;

BBIIIOJHEHHE ~ TPeOOBaHWH K DPa3sMEMIEHUI0  [JOKYMEHTOB B

aPXUBOXPAaHHUIHAIIE,




.

NPOBEpKa HAJIMYHUS K COCTOSHHS JOKYMEHTOB.

2.15. Obecnieuenre HOPMATHBHBIX YCIOBHM XpaHEHUS JOKYMEHTOB
BKJIIOYAET:

OCHAINCHHUE apXMBOXPAHUIIHIL CLIEIMATBLHBIM 000Dy JOBAHUEM LT XPAHESHUS
JIOKYMEHTOB;

obopynoBanue TIOMEIIEH U] apxXyBa  Opragu3anuu CpeAcTBaMH
TOXapOTYIIEHUsI, OXPAHHOHN U ITOKapHON CUTHATH3AMNCH;

COOMIOIEHNE TIPOTHBOTIOKAPHOTO PEKUMA;

COOJII0JIEHNE OXPAHHOIO PEXKUMA,

CO3MaHWE  HOPMATHUBHBIX  TEMIEPATYPHO-BIAXHOCTHOTO,  CBETOBOI'O
PEXHUMOB, TPOBEJICHUE CAHUTAPHO-THTUEHUYECKUX MEPOIIPHUSITHIA.

2.16. ApxuB opraHu3alyy Pa3sMeIaeTCs B CHElHANbHO IIOCTPOSHHBIX HIIH
IPUCIIOCOONIEHHBIX [T XpaHEHUs JOKYMEHTOB 3[aHUAX HIA B OTACJIBHBIX
IIOMEIIEHHUSX 3JaHu4.

B apxuBe opranuzaiuu HOmKHEL OBITH IPELYCMOTPEHEI:

apXHUBOXPaHUIIHIIE;

NIOMEIEeHnE UL IIPHeMa, BDEMEHHOTO XpaHEeHHs JOKYMEHTOB;

TIOMCILCHIE JJIA MCIIONB30BAHUS JOKyMEHTOB (YUTAJHHBIA 3al, y4acTOK
BbIJ129M IOKYMCHTOB U HH()OPMALMOHHO-TIONCKOBBIX CPEJICTR);

pabouue KOMHAThl COTPYAHHKOB apXUBa OpraHu3allii, KOTOPKIE OJKHEI
OBLITh H30TMPOBAHEI OT IIOMEICHHUH, TIie XPaHATCS apXUBHBIC JOKYMEHTHI.

He nomyckaercs pasmelnenue apxuBa OpraHu3alliyl B [OABAIBHEIX U
YepHAAavYHBIX IIOMEIICHUSX.

2.17. ApXWBOXpaHHIMILE JIODKHO OBITH YIQIE€HO OT nabOpaTOPHBEIX,
POU3BOJCTBEHHBIX, OBITOBBIX noMemeHm‘/'I} U HE WMETH d6m1/1x C HUMH
BEHTUIISUMOHHBIX KaHaJOB. ADXHBOXPAHWIMINE OTHENSEeTCS OT COCEIHHUX
NIOMEIIEHN HEeCcropaeMbIMHd CTEHAMH | NEPCKPLITUAMH € TIpeAeaMu
OTHECTOMKOCTH HE MeEHee JBYX 4YacoB. B apXUBOXPAHUJIMIIE HE JOIyCKaeTcs
IpoKJIaiKa Tpy6d BoJOCHAOKEHUS U KaHAIM3AINY, TEXHONOIHYECKHE HITH GEITOREIC

BBIBOJIBI BOJIBI.




2.18. Ilpm pasmenieHMy apxXWBOXPaHWIMIA B  CIIELHHATLHOM  HIIH
IPUCTIOCOOTIEHHOM  3[aHMM  IpeanouTeHne  (IpW  paBHBIX  TEIUIOBBIX
XapaKTepUCTUKAX ) OTAAETCS MOMEIIEHHSIM C CeBEePHON OpHUEHTalHEN OKOH.

Marepuansl MOKPBITHA CTEH, IIOJIOB, [IOTOJKOB, BHYTPEHHEM apMaTyphl
ApXUBOXPAHUIINIIA, IPUMEHAEMbIE IIPX U3TOTOBICHUM 000pPYIOBAaHUS M CPENCTB
XpaHEHMsT apXUBHBIX HOKYMEHTOB, HE JIOJDKHBI BBIACNATH arpeCCHBHBIE
XUMHUYECKHE BEILECTBA U OBITH HCTOUHUKOM ITBUTH.

2.19. ApXuBOXpaHHUJIHUIIE TOJDKHO HMETh €CTECTBEHHYIO FITH MUCKYCCTBEHHYIO
BEHTHIALIMIO, O00ECIEUUBAIOIIYI0 PEUMPKYISIUI0O  BO3JyXd, CTaOMIBHOCTS
TEMIIEPATy PHO-BIaXHOCTHOIO PEXHMMa, OYUCTKY BO3/yXa OT IIBUIH M aIPECCUBHBIX
IpUMeECeH, a TaKkKe OTBeYaTh COBPEMEHHBIM TpeOOBAHMUSIM KOMIIAKTHOCTH M
3KOHOMHMYHOCTH.

ApDXUBOXpaHUNHUINE [OJDKHO HMEThb BBIXOALI K JABTaAM U JIeCTHUYHLIM
KJIETKAaM.

2.20.ApxvBOXpaHUIHIIA (3a UCKITIOYEHUEM apXUBOXPaHUIIHLL,
pacrojaraloluxcs Ha OXpaHIEMON TeppUTOpHM) OOOPYAYIOTCS IBEPSIMU C
IOBBIILIEHHON TEXHUYECKONW YKPEIUIEHHOCTHIO MPOTHB BO3MOXKHOIO B3JIOMA,
OCHAIIEHHBIMM 3aMKaMH IOBBIIIIEHHON cekpeTHOocTH. OKHA TIOMEIIEHUH TEpBOro
3TaXka JIOMKHEI OBITH 000PYA0BaHBI 3aMUPAIOIIMMHUCS PELIETKAMH,

2.21. Bce nocTynamoolge B apXuB OpraHu3alliyl JOKYMEHTHI pa3MellaoTcs B
apXUBOXPAHMIMIIAX Ha CTALMOHAPHBIX M/WIM TIEPEABIKHBIX METAJLIHYECKUX
CTEIIaXaX, B METAJUIMYECKUX IIKadax 1y KOHTeHHepax.

Cremnak# JOJDKHBl OBITH YCTAHOBJIEHBI MEPIEHJUKYISIPHO CTEHAM C
OKOHHBIMH IIDO€MaMH, a B IIOMCIICHHH 0e3 OKOH — C y4eToM OcOOeHHOCTeH
IIOMeIleHus U obopynosanus. He JJOHYGKaeTCH pa3MelleHre CTeJIaXeH BINTOTHYIO
K Hapy>XHBIM CT€HaM 3[aHUs U K HCTOYHUKAM Teria.

PaccTanoBka cremnaxedt W 1mKadoB OCYIIECTBISETCS B COOTBETCTBHM CO

CIICAYIOINHMU TpGGOBaHI/IHMI/IZ

3 Moamysxtst 2.11.1.1 - 2.11.1.2 mynkra 2.11 [IpaBun Xxpanesus.
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paccTOAHNE MEXIY PANAMU CTesiaxel (rIaBHbIH IpoxXox) — He meree 120
CM;

paccrositue (IIPOXOJ) MEXTY CTENNAKAME — He MeHee 75 cM™;

PaCCTOSHUEe  MEXIY HAapykHOM CTEHOM 31aHMA W  CTeUTaamu,
I1apajyieIbHBIMI CTEHE — He MeHee 75 cM;

PacCTOAHHE MEXIY CTEHOH ¥ TOPLOM CTelllaxa WiH mKada (0obx01) — He
MeHee 45 cMm;

PacCTOAHNE MEXY IIONIOM U HIDKHEH MONIKOH cTeruiaxa (mKaha) — He MeHec
15 cM, B ITOKOABHBIX STaXKaX — He Meree 30 cm?.

2.22. llpOTHBOIIOXKAPHBIH PEXUM B 3MaHMAX, /e pPasMENIaeTCss apxXHB
OpraHu3allid, W B apXMBOXPAHWIMIIAX YCTAHABIUBAECTCS B COOTBETCTBHM C
HOPMAaTHBHBIMU IPABOBRIMK aKTamu Poccuiickoit enepariuu B o6nactu [TOXKapHOH
Oe3omacHoCTH.

2.23.  OxpanHBIN peXuM o06eCHeUHBAETCS nyrem  o0opyaoBaHHUs
APXUBOXPAHWIMIL, & TAKXe NPYTUX [OMELIEHHUH, rie MOCTOSHHO KN BPEMEHHO
XPaHATCA  apXUBHBIE NOKYMEHTBHI, CPEACTBAMH OXPaHHI, 00eCIeYnBAIO UMM
KOHTPOIL JIOCTYNa B apXUBOXPAHHUIIMINE ¥ MOMELIEHUS apXUBA, U COOIIONCHUEM
HOpsliKa CIa4n TOJ] OXpaHy M CHATHSA C OXPaHbL, YCTAHOBJIEHHOT'O PYKOBOUTEIIEM
OpraHu3aITum.

B cny4ae Beiiaym apxuBHBIX JTOKYMEHTOB BO BPEMEHHOE II0JIb30BAHUE IO
3alpocaM TOCYNapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIIPABJICHUS U
OpraHM3alM{ BBIHOC M3 3JaHMSA apXUBa WA 3JaHMS OpraHW3allUl apXHUBHBIX
AOKYMEHTOB Pa3pEIAeTCs TOJIBKO 110 CHENUATBLHBIM IIPOITYCKAM.

2.24. ApXUBHbIE JOKYMEHTEI CHENYEeT XpPaHUTh B TEMHOTE.

Bce Bunpl pa60T C HOK}’MEHT&MI/I AOJDKHEI IIPOBOUTECA IIPYU OTPaHUYEHHBIX
U TEXHOJIOTNYECKH HeOOXOAUMBIX YPOBHSIX OCBEILEHHS.

3amuTa NOKyMEHTOB OT [AeHCTBHSA CBETa O0BEeCIIeYHBACTCS XpaHeHHueM

JOKYMEHTOB B Kopo61<ax, nankKax ¥ Iepemnjerax, B mKa(bax WM Ha cTeia)kax

* Hommynkr 2.11.3 nynkra 2.11 [IpaBun XpaHenus.
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3aKPBITOTO THIIA.

EctecTBenHoe ocBellenre B apXUBOXPAHWIIMILE JOMYCKACTCS TIPH YCIOBHE
NPUMEHEHNS Ha OKHAX CBETOPAcCeHUBATENEH, 3aIMTHEIX QUIBTPOB, LITOP, XATIO3H,
HaHECCHHBIX Ha CTEKIIO MOKPHITHH. [{7is HCKYCCTBEHHOIO OCBEIIEHNS IPUMEHIFOTCA
JIaMIIbl HaKaJIMBaHMs B 3aKPbITHIX IIAQOHAX C TIAAKOM [TOBEPXHOCTHIO.

YpOBEHb OCBEIIEHHOCTH B JAHANa3OHe BHAMMOIO CIIEKTpa HeE JOJDKEH
IIPEBBIIATE: Ha BEPTUKAIBHON HOBEPXHOCTH CTEJUIaXa, Ha BBICOTE OJHOTO MeTpa
ot nosa — 20-50 mokcoB, Ha pabouux cronax — 100 mokcos’.

2.25. B apxuBOXpaHWIHINE IUIs XpaHEHUs JOKYMEHTOB yCTaHABIUBAIOTCS
CIIeTyIOLIMe TapamMeTphl TeMIIEpaTypHO-BIAXXHOCTHOTO peXxumMa:®

JUI XpaHEHHS JOKYMEHTOB Ha OyMa)kHOM HOCHTelle — TemiiepaTypa 17-19°C,
OTHOCHUTEJIbHAS BIIAXKHOCTE Bo3ayxa — 50-55%;

A DOKYMEHTOB Ha MarHUTHBIX OIUCKAX U JUCKOBBIX HaKOMUTENsX — 8-18°C
u 45-65%;

AT TOKYMEHTOB Ha ontudeckux guckax — 10-23°C u 20-50%;

JUIs JOKYMEHTOB Ha KMHOILJIEHKE:

C HUTPOOCHOBOW — 4YepHO-Oenble: TemriepaTypa He Belime 10°C, mBeTHBIE:
TeMIIepaTypa He Bblle -5°C;

¢ 0e3omacHON OCHOBOHM — wepHO-Genble: TemmepaTypa He Bbime 15°C,
IBETHEIE: TeMIlepaTypa He BeIte -5°C;

114 OTONOKYMEHTOB:

YepHO-0Oenblie — Temneparypa He seiuie 15°C;

UBETHBIE - TeMmIlepaTypa He Bolue -5°C.

OrHocuTenbHas BRAXHOCTh BO3AYXa, HEOOXOHMMAs [N  XPaHEHWs
I{OKyMeHTOB'Ha KUHOIIJICHKE W (boTOJJOKyMeHTOB coctanistet 40-50%.

2.26. B apxuBOXpaHWIHILE C HEPEryIMPYEeMBIM KIMMATOM OJKHBI
OCYLIECTBIIATEC MEPOUPUATAS 110 ONTHMH3AUMHA TEMIIEPATypPHO-BIaXKHOCTHOTO

pexnMa ¢ NPUMCHCHHUEM OTOIUIEHWI U IIPOBCTPHUBAHKA HOMGIHGHI/II\/’I, a TaKXxe

> Honmynkr 2.11.2.4 mynkra 2.11 TTpaswi xpaHeHus.
§ Dommynkr 2.11.2.3 mynkra 2.11 [pagun XpaHEeHWS.
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MEXaHUYECKHX CPEJICTB YBIIAXXKHEHUS WM OCYIIEeHUs Bo3ayxa. Peskue xonebanus
(ce30HHBIE U B T€UEHHE OJIHHX CYTOK) TeMreparyphl (+/- 5 °C) M OTHOCHTEIHHOM
BIIQXKHOCTH Bo3ayxa (+/- 10%) He mormyckarorcs.

Ilpu pnurensHOM HapyIIEHMM TeMIIepaTypHO-BIAXXKHOCTHOTO pexuma (0T 3
CyTok u Oosiee), COIPOBOKAAIONUIEMCS TTOBBIIICHUHEM OTHOCHTENBHOM BIaXKHOCTH
Boznyxa 1o 70 - 90%, MpUHUMArOTCsS MEpHI 10 ero HopMaliu3aluy (MHTEHCHBHOE
IIPOBETPUBAHUE, OCYIICHUE apXUBOXPAHUIIUIIA).

TemrieparypHO-BIQXXHOCTHBIM PEXXUM KOHTPOIUPYETCS IIYyTEM PEryJsipHOTO
WU3MEPEHUs TEMIIEPATYPbl K OTHOCUTEIBHON BIYKHOCTH KOMHATHOT'O M HAPYKHOT'O
BO3/yXa B OJHO M TO JK€ BPeMs: B KOHJAUIIMOHUPYEMBIX HOMEIIEHUIX — He pexe |
pasa B HeACHIO; B ApXWBOXPAaHWIMUIAX, HE OCHAIEHHBIX CHCTEMOM
KOHJIMIIAOHHUPOBAHKA BO3/lyXa — 2 pa3a B HEJEJI0; P HAPYIIEHUIX pexuma — 1
pa3 B CyTKH.

IloxasaHus KOHTPOJIBHO-U3MEPHUTENBHEIX NPUOOPOB  (UKCHPYIOTCS B
PErMCTPallMOHHBIX JKyPHANaX, B KOTOPBIX TakXe OTPaxaloTcs IIPOBepKa
IIPaBUJILHOCTH IOKa3aHUH IIPUOOPOB U MEphl, MPUHSTHIE 10 HOPMAIU3alUN TEM-
IePaTypPHO-BIAKHOCTHOTO PeXUMa B ClIydasx ero HapyIleHus.

Ilpy Hamuuuy B 3[@HUU apXuBa LIEHTPATM3OBAHHON CHCTEMEI 00eCIeYeH s
COOIOAEH S TEMIIEPATyPHO-BIAXKHOCTHOTO PEXKHMA B IIOMEINIEHHSX, IIE XPAHATCS
JIOKYMEHTEI, KOHTPOJIb 38 €0 COOMIOEHUEM OCYIECTRISETCS B aBTOMATHIECKOM
pexuMe.

2.27. loMeleHns apxyBa OpraHu3alliy JOJIKHEI COAEPKATHCS B YMCTOTE, B
YCIOBUAX, HCKIIOYAIOIIUX BO3MOXKHOCTh IIOSIBICHHS IUIECEHH, T'PHI3YHOB,
HACEKOMBIX, IbLIM. B MOMeNeHusIxX apXuBOXpaHWIHUIN J0JDKHA OBITh obeciiedena
cBoOoaHAS HﬁpKyHS{HHH BO3/IyXa, HCKITFOUAIOLIAs obpazoBaHue HenpoﬁeTpnBaeMHx
30H, OIACHBIX B CAHUTAPHO-0MOJIOIMYECKOM OTHOIIEHUH.

B nomemeHusx apXuBOXpaHWIUII HEOOXOUMO:

IPOBOJIUTH CUCTEMATHIECKYIO BIXHYIO YOODPKY;

He peXxe OJHOrO pasa B TOA IPOBOJUTH OOECHBUIMBaHHE KOPOOOK ¢

JOKYMEHTaMH, IKaQoB, CTEIUIAXKEH;
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00pabaTeIBaTh  IIOKONBHBIC YacTH  CTENaKeld, [ONBI, IUIHHTYCEH,
[IOTOKOHHUKK BOJHBIMU PaCTBOPaMU aHTHCEIITHKOB,

2.28. Jlpa paza B rof (B Hayalle ¥ 1O OKOHYAHWM OTONHTENHHOTO CE30HA)
JOKYMEHTBl WM IOMEILIEHHS apXUBOXPAHWINII HOJBEPraroTcs OOCIENOBAHUIO I
CBOCBPEMEHHOTO OOHApyKEHHs HAaCEKOMBIX U IUleceHu. Ilpu oGHapy eHUH
OHMONOTHIECKHX BpeMTeNeH NPHHUMAIOTCA CPOYHBIE MEPH [0 Ne3MH(GEKIMH U
AE3VHCEKLUHN NOKYMEHTOB W I[OMEIIEHMH chlaMu pabOTHHKOB apxuBa, a pH
HEOOXO0IMMOCTH — CHIAMHU COOTBETCTBYIOIIUX CITYXO0.

2.29. B apxuBOXpaHWIMINE 3aIPEIlaeTcs HAXOMUTHLCH B BEpXHeEl OfexIe,
MOKDOM ¥ TIps3HOM 0OyBH; XpaHUTH IIOCTOPOHHHE IPEIMETHI, KMYIIECTBO X
obopynoBaHue, yrnoTpeOisaTh IULIEBbIE TPOLYKTHI.

2.30. OOs3aTeNbHBIME YCIIOBUAMH XPaHEHHS BIEKTPOHHBIX NOKYMEHTOB
SIBISFOTCS:

Hallyyue B apxviBe OpraHM3alluM HE MEHee ABYX OSK3EMIUIAPOB KaXIOH
CIMHULBI XPaHEHUs! 37IEKTPOHHBIX JOKYMEHTOB (OCHOBHOU M pabouuii 3K3eMIISPEI
JOJDKHBI HAXOAWTLCS Ha Pa3HBIX (PU3MUECKUX YCTPOHCTBAX);

HaJIMYUE TCXHUYECKMX M IIPOTPAMMHBIX CPEICTB, MpeIHa3HAYEHHBIX It
BOCIIDOM3BENICHUSI, KOMMPOBaHMs, TMEPE3alMCH 3JIEKTPOHHBIX  JOKYMEHTOB,
KOHTPOJI PU3UUECKOT0 U TEXHUYECKOTO COCTOSHHUS,

obecrieyeHne peXxrMa XPaHEHHS INEKTPOHHAIX IOKYMEHTOB, HCKITIOYAFOIIIETO
yTpaTy, HECAaHKLMOHUPOBAHHYIO pPAacCCBUIKY, YHHUTOXKEHHE MM HCKKEHUE
nHbOpMaIUY.

2.31. Ilepe/ia4a TEKCTOBEIX IEKTPOHHBIX JOKYMEHTOB /IS XPaHEHHUS B ApXUB
OpraHW3alyy, ABIAIOIIEHCH MCTOYHHKOM KOMIUIEKTOBAHUS T'OCYIAapCTBEHHOTO U
MYHHLHIIAIEHOT'O apX1Ba, OCYINECTBILECTCS B Q)opMaTe PDF/A.

232. B mumensx obecriedeHUsl XpaHEHHS, Yd4e€Ta M HCIOIH30BAHUS
SJIEKTPOHHBIX JOKYMEHTOB, HaXONALIMXCA HA XPAHEHUM B apXWBE OPraHM3allyu,
AOJDKHO ITPOU3BOAUTHCS CHHXPOHHOE M3MEHEHHE IIPOTPaMMHO-AITIAPATHOM CPebl
B OpraHu3alli{ W B apXWBe OpraHU3alliy, a TaKKe CBOEBPEMEHHAs Mepe3alluch

SJICKTPOHHBIX apXHUBHBIX JOKYMEHTOB Ha HOBBIC HOCUTEIHN U B HOBBIE (bOpMaTBI.




B mpouecce xpanenus 3MeKTPOHHBIX JOKYMEHTOB B apXHMBE OPIaHH3AIHH He

PEXKEe OQHOrO pasa B 5 JET MPOU3BOAMUTCA TEXHHYECKHH KOHTPOIb (HH3MYECKOTO
COCTOSAHHUsl HOCHTENCH OJIEKTPOHHBIX [OKYMEHTOB K  BOCIIPOM3BOAUMOCTH
3IEKTPOHHBIX JOKYMEHTOB.

B ciiyyae eci Iy OCYLIECTBIEHAN TEXHUYECKOTO KOHTPOIIS YCTAHOBIEHE]
M3MEHCHHMSI QU3MYECKOTO COCTOSHHS HOCHTEIIEH 3IIEKTPOHHEIX TOKYMEHTOB, ApXUB
OpraHu3aluy IO PEIICHUIO PYKOBOAMTENA OpraHM3alUK [JOIDKEH IIPOBOIATE
paboTy 1Mo Iepe3an cy MEKTPOHHEIX JOKYMEHTOB Ha HOBBIE HOCHTEI.

Ilprr m3menenuu (QOpMaToB B pesyibTare NMPeoOpasOBaHHS NPOrPaMMHO-
amIapaTHON CPE/IBl, YXyUIEHHS BOCIPOU3BOAMMOCTH 3JEKTPOHHEIX JTOKYMEHTOB
apXuB OPTAaHM3ALKH 10 PEIICHUIO PYKOBOJUTENA OPTaHU3a UMM OJKEH IIPOBOUTh
paboTy 1o Nepesalicu 3EKTPOHHBIX TOKYMEHTOB B HOBBIE (DOPMATEL.

Ilpu ocyiecTBNeH Y IEPE3aNkCH JOJDKHA OBITE 06ecTieueHa ay TeHTHYHOCTS,
IOJIHOTA,  NOCTOBEPHOCTB, IIENOCTHOCTh M  HEM3MEHHOCTH  HH(OPMALHH,
COZIEPXKAIIIEHCS B OJIEKTPOHHBIX TOKYMEHTAX.

TexcroBble 51€KTPOHHBIE JOKYMEHTEI, IOBEPIIIAECS [IEPE3AIICH B HOBBIE
dopmaTel W/MIM Ha HOBBIE HOCHTEIM, JOJDKHBI OTBEYATh TpeOoBaHMsM,
YCTaHOBJIEHHBIM ITyHKTOM 2.31 HacTosmux [Ipasuii.

2.33. Jlns omepaTMBHOIO J[OCTYNa K O3JEKTPOHHEIM JOKYMEHTaM B
CIIPAaBOYHBIX M IIOMCKOBBIX II€NIX B apxuBe cozfgaetcs (OHJ IOJIE30BaHUS
3JIEKTPOHHBIX JOKYMEHTOB.

2.34. Bee noctynaroiye B apXxyB OpraHu3aiyy JOKYMEHTEl Pa3sMeIlaloTCs B
apXWBOXPAHUININAX Ha CTEJUIaXaX WM B UIKadax B IIOPSAKE, COOTBETCTBYIOMIEM
ONHUCSAM JeJl, NOKYMEHTOB. JIOKYMEHTEI, TeMIlepaTypHO-BIXHOCTHEIA PpEXUM
XpaHEHWs  KOTOPHIX  pa3jIideH,  JOJKHEI pa3sMemaTeCs B pa3HBIX
ApXUBOXPAHUITHIIAX.

2.35. Jloxymentsl ApxusHoro ¢onpa Poccmiickolt ®enepanun u pyTHe
ApXWBHBIC ~ NOKYMEHTBHl JIOJDKHBI XDAaHUTBCA B KOpOOKax WIM  [ankax,
U3TOTOBJCHHBIX U3 O€3BPEIHBIX /U JOKYMEHTOB MaTEpPHAJIOB.

ONEKTPOHHBIE JIOKYMEHTH Ha pu3uyecku 060COONEHHBIX HOCHTENIX
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Pa3sMelIaroTCsl OTAENBHO OT APYTHUX JOKYMEHTOB.

Ha xopoOKu NpHKIEUBArOTCS SIPNBIKYM, Ha KOTOPBIX YKa3BIBAIOTCS: HOMEP
dona, HoMep OIKCH U KpalfHue HOMepa [eJl, pa3MeIleHHbIX B JaHHON KOPOOKE.

IlopsanoK pa3MeIleHus yCTaHaBIMBACTCS B 3aBHCUMOCTH OT PACCTOSHUS
MEXAY MOJKaMH, (U3MYECKOrO0 COCTOSHUS OeJ, a TakkKe OT TBEPAOCTH WIIH
MATKOCTH Tmeperuiera. Jlena, umerouive TBEPABIA TIepeIUIieT, YCTaHABIMBAOTCS
BEPTUKAJIBHO; C MATKUM [IEPEILUIETOM UM HeTIepeIIeTeHHbIe - TOPH30HTAIBHO.

Kopobxu He TODKHEBI BRICTYIIATE 3a MTPEAEIbI TOJI0K CTEJLTaXEHN.

He pomyckaercs xpaHeHUe JOKYMEHTOB B TPAHCIIOPTHOM Tape, B mrabensx,
HAa II071Y, TOJOKOHHHUKAX, JIECTHUYHBIX IJIOMaJKaX ¥ JPYTUX, He MpeIHa3HadYeHHbIX
IUIsL XpaHEHUsI JOKYMEHTOB MECTaX.

2.36. Bce momelneHus apXuBa OpraHU3aIlNM, a TAKKe CTEUIAXH, HIKadbl,
KOHTEHHEPHI, NOIKU HyMepyrorcsa. Cremiaxy, mkadbl 1 KOHTeHHEPHI HyMEPYIOTCSA
B KaXJIOM apXMBOXPaHWIMILE CJIEBa HAllpaBO OT BXOJTHOW JBEpH, a IOJKH Ha
cTellIaXkax — [0 lKadaM CBepXy BHU3, CJIeBa HAIIPaRBo.

2.37. B uenax oONOpegeNeHUss MecTa XpaHEHHS JOKYMEHTOB B
ApXUBOXPAHWJIMIIE COCTABIISIIOTCS TOTIOTPa(UUECKHe YKA3aTeny: [OCTEIIaXHEIE
(mpunoxxerre Ne 1), a mpm GonpmioM KojwdecTBe (OHAOB — MO(OHIOBEIE
(mpuntoxxerue Ne 2).

2.38. VismeHeHus, NPOUCXOMAIINE B Pa3MEIICHHH MOKYMEHTOB, HOJKHEI
CBOEBPEMEHHO OTPAXKATHCS B TONOrpadMiecKux yKa3aTenlsx.

2.39. B xozme mpoBepKH HAJIUYXAS U COCTOSIHUS apXWBHBIX JIOKYMEHTOB B
apXHBE OpraHU3aIINN:

yCTaHaBIUBaeTcad QakTHUecKoe HATMYUE eAUHHUI] XPaHEH s ¥ COOTBETCTBHE
 YYETHBIM JOKYMEHTaM; | |

BBISBIIAIOTCS U YCTPAHSAIOTCS HEJOCTATKY B YIETE JOKYMEHTOB;

BEIABJIAIOTCSA OTCYTCTBYIOIME NOKYMEHTHI B OPTaHU3YETCs PO3BICK;

BBIABJISIIOTCS Y YUUTHIBAIOTCS JOKYMEHTHI, TpeOyroIye NpoQUuIaKTHIECKOM
VI/HIIH pecTaBpalliOHHO-IPODMITAKTHYECKON 06paboTKy.

Brigasngiores # YYHUTBIBAIOTCA JJICKTPOHHBIC JOKYMEHTRI, Tp€6YIOIHI/I€
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[IPE3AINCH  HA HOBBIC OIICKTPOHHBIE HOCUTENH, IPOBOIUTCS KOHTPOJIb
(QU3MYIECKOTO W TEXHMIECKOTO COCTOSHUS CIMHUL XPaHEHUs, OCYIIECTBIAETCS
[pOBEPKA Ha HAMYKUE BPEJIOHOCHBIX KOMITBIOTEPHAIX POrPaMM.

2.40. IlpoBepka HAIMYHS ¥ COCTOSHUS JIOKYMEHTOB Ha OyMaKHBIX HOCUTEISIX
HIPOBOJIUTCS B apXWBE OpPraHM3allil KOMHCCHEH WM He MeHee ueM JABYMS
paboTHHKamMu He pexxe oaHOTO pasa B 10 ner, SJIEKTPOHHBIX JOKYMEHTOB — He peKe
OJTHOTO pasa B 5 JleT.

2.41. Tlpu npoBepke HATUYMS ¥ COCTOSHHUS NOKYMEHTOB B apXuBe
OpraHM3aluy HeOOXOMUMO:

COXpAHATE MOPANOK PACIOIOKEHU JOKYMEHTOB Ha CTeIUIaXax, B Kadax u
KOHTEHHEepax B COOTBETCTBHY C TONOTPadUIECKUMHY ykazarenaMmu. [lpu nsmenenuu
PacTioIOXKeHHs ielT HEOOXOIUMO CBOEBPEMEHHO JIEJIaTh COOTBETCTBYIOIIHE 3aI1MCH
B TONIOrpaUUeCKUX yKa3aTelsx

TOMCILATE Ha MeCTa Ha/INeXKAIero XpaHeHUs OOHAapykKEeHHbIE BO BpeMs
[IPOBEPKU HENPABUIIEHO Pa3MELIEHHBIE SAUHNIIE] XPAHSHUS,

M3BIMATE C IIOCIEAYIOIeH H30/IAUNEH JOKYMEHTBI, 3apakeHHbIE IIIECEHbIO
WA IPYTUMH OUOJIOTMYECKHMH BpEIUTENAMH (Juls JIOKYMEHTOB Ha OyMaKHOM
HOCHUTETNE);

M3bIMATE  CIMHMIBI XPAHEHUA 3JICKTPOHHBIX JIOKYMEHTOB, COJIEPIKALIUE
BPCAOHOCHBIC ~ KOMITBIOTEPHBIC  IPOTPaMMBI, [IOMEIIATh Ha  CHEHHUATbHO
BEIZICJICHHYIO TIOJIKY (B SIIMK) IJIA IIOCIEAYIONIel 06paGoTKy;

H3BIMATD M PAa3MEIIAaTh BCJIE] 3a YYTCHHBIMHE JIE/1a, HE BHECEHHBIE B OIIUCH,

BHecenne BeisBICHHEIX B XOje IIPOBEPKHM HEYYTECHHBIX Jell B OITHCH
3anpemaercs. Heydrenubie gmema momsnexaT o6paGoTKe M ONWCAHMIO HOCHE
3aBEPIUEHHUS IIPOBEPKH. v

2.42 IlpoBepka Hanu4duMs W COCTOSHHS JOKYMEHTOB IIDOBOAMTCS ITyTEM
CBEPKH OIMHCATENIbHBIX CTATEN ONHUCH C OIMCAHUEM I Ha 0OI0KKAX,

PHU3MYECKOE COCTOSHME JEJ ONPENeNsIeTcs Iy TeM BH3YaJIBHOTO IIPOCMOTpA.

HenaTs kakue-mu60 MOMETKY WM 3aHCH B ONUCX e | JAPYTUX YUETHBIX

AIOKyMEHTaX 3alpeliaeTcs. B KoHIe KakIoH NMpOCMOTPEHHOM OIkcH jejaeTcs
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3anuck «[IPOBEPEHO» ¢ yka3anuem HOMepa W [JaThl akTa MPOBEPKU HATWIHSA U
COCTOSIHHS] JOKYMEHTOB.

2.43. TIpoBepka HaIW4Us U COCTOSHUS TOKYMEHTOB CUATAETCS 3aBEPIICHHOH
I10CJIe BHECEHUS W3MCHCHMM, BBISBIEHHBIX IPOBEPKOU, B YUYETHBIE HOKYMEHTHI
apxuBa.

[lo pe3ynprataM NpPOBEPKHA COCTABISCTCS akT I[IPOBEPKH HAIHYIHS U
COCTOSIHMSI apXUBHBIX JOKyMeHTOB (npuioxenue Ne 3). [Ipu o6Hapy)ermu omuooK
B YYETHBIX JOKYMEHTaX COCTaBJAETCS aKT O TEXHHYECKHUX OMIHOKAaX B YUYETHBIX
nokymeHTax (upuioxenue Ne 4). B cnydae oOHapyXeHWS [OKYMEHTOB, He
OTHOCAIIMXCA K JAaHHOMY (OHIY, apXWBy OpTraHM3alU{, HEYYITEHHBIX, TaKKe
COCTaBIISIETCS COOTBETCTBYIOLIMM akT (mpumiokerwe Ne 5). VkazaHHble aKTH
IIOJINMCHIBAIOTCS UCIIOIHUTENSAMU U YTBEPKAAFOTCS PYKOBOAUTENIEM OpPTaHHU3aIuN
WY €70 3aMECTUTENEeM, KypUPYIOIIUAM AeITeIFHOCTh apXUBa.

2.44. Eciy npoBepKOW HAIM4YMs U COCTOSIHHMS JIOKYMEHTOB YCTaHOBJICHO
OTCYTCTBHE JI€JI ¥ JOKYMEHTOB, OPraHU3yeTCs] UX PO3BICK.

Po3pICk apXWBHBIX [TOKYMEHTOB, He OOHapYXEHHBIX B XOJi¢ TNPOBEPKH,
OpPraHU3yeTCs ¢ MOMEHTA BBISBIICHMSI OTCYTCTBHS ¥ IIPOBOJIMATCSA B TE€UEHHE OJHOIO
roga. Ha pmena, He oOHapy)XeHHBIE B XOI€ MPOBEPKU HAIUYMS W COCTOSHHUSA
JOKYMEHTOB, COCTaBJIseTCs akT 00 yTpaTe AOKyMeHTOB (mpuioxenwme Ne 6),
KOTOpBIM paccMaTpHUBAETCs O3KCIIEPTHOM KOoMHCccHeW (LEHTpaTbHOH 3KCIEepTHON
komuccueit) (manee - DK (II9K) opranuzanuu u yTBepXKIaeTCs PyKOBOIHUTETIEM
OpraHu3aluy unu ero 3amecturesneM. K akty npunaraercs crpaBka o NpOBEISHUN
pO3BICKa, IIOATOTOBJIEHHAs W NOJNMCAHHAs JIUIIOM, IPOW3BOMMBIINM IPOBEPKY.
AxT 06 yTpare [JOKyMEHTOB DPEACTaBIAETCA B  COOTBETCTBYIOLIUH
rOCYapCTBEHHBII (MyHULIATIATBHBIA) apXuB  ¥IU ynonHOMbquHLIﬁ opraH
UCIIOJIHUTENBHOH BiiacTu cyOpexTa Poccuiickoit Penepanuu B 00J1aCTH apXHUBHOIO
ziena s OIPUHSATHS PEIieHUs O CHSATHY YTPAueHHBIX JIeTl ¢ y4eTa.

2.45. JlokyMeHTBHl BBIJAIOTCA U3 aApPXMBOXPAHWIHMINA HA OCHOBAHHHU

MUCHbMEHHOI'0 pPaspClICHKMA PYKOBOAUTEIA apX¥Ba OpraHu3aldy HIA - €ro
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3aMECTHUTENS (ECIHM apXUB ABISICTCS YUPEIKACHUEM ), PYKOBOIUTENS CTPYKTYPHOIO
I10/Ipa3esieHUs OpTraHu3alvu:

pabOTHHMKAM CTPYKTYPHBIX MOJPA3eNeHIH OpraHu3alliHy;

CyneOHBIM, NPAaBOOXPAHUTEILHBIM M HHBIM YIIOJIHOMOYEHHBIM OPraHaM B
COOTBETCTBMHM C 3aKOHOAATeNLCTBOM Poccutickoit Denepaiumy;

UHBIM I10JIb30BATENISIM [0 [IMCHbMEHHOMY 3asIBIICHUIO.

JlOKYyMEHTBI BBIIAIOTCA U3 apXMBOXPAHIIIUIIL HA CPOK HE MPEBLIIIAIOIIWN:

OJTHOI'O MeCsLa — IS UCIIONIBb30BaHNs paOOTHUKAMHU OpTaHU3aliK i HHBIMH
IOJIb30BATENIAMY;

HIECTH  MECAUEB — CyneOHBIM, IPaBOOXPAHUTEIBHBIM K HHEIM
YIIOJTHOMOYEHHBIM OpTaHaM.

Ilpojnenue ycTaHOBIGHHBIX CPOKOB BBIAAYH JOKYMEHTOB HOMYCKAETCH C
paspeiieHuss  pPYKOBOJMTENS OpraHW3alldd Ha OCHOBAaHWM  IIMCHMEHHOIO
TIONTBEPXKACHHS  II0Jb30BATENST O COXPaHCHUH/O0ECTICUeHHH COXPAHHOCTH
JIOKYMEHTOB.

2.46. Beigaya IOKYMEHTOB U3 apXVUBOXPAHWIKIIA PETUCTPUPYETCS B KHUIE
BBLIAYH JIETT U OPOPMIIAETCS:

3aKa3oM (CIoy XeOHO¥M 3amncKoi) Ha Bhlgady e,

aKTOM O BBIIa4€ €N BO BPEMEHHOE 110J530BaHHUE — IIPH BbIJja4Ye B CTOPOHHKE
opranusanuu (npunoxenne Ne 10).

I Ipu TpancnopTUpoBKe et Ha MO0bIe pacCTOsSHUSL 06ECIIEYMBAIOTCS MEPHI T10
OXPaHe ¥ 3allUTe UX OT BO3JIEUCTBUA BPEAHBIX (PAKTOPOB OKPYIKAIOIIEH CpEIb.

2.47. Belnady JOKYMEHTOB Ha OyMa)KHOM HOCHTEJNE U3 apXWBOXPAHMININA 1
IpHEM MX OOPaTHO, B TOM YHCIIE B ClIydae HEOOXOIUMOCTH TONHUCTHYIO IIPOBEPKY
HATHYHS H COCTOSHAS JIOKYMEHTOB nepen BELIAYeH U3 apXWBOXPaHWINILA ¥ IIPH
BO3BpaTe, IIPOM3BOAUT pabOTHUK apXUBOXPAHWIUINA B IPHCYTCTBHU JIHIQ,
I0JTy4aroliero (BO3BpalIaolero) aea.

BMmecTo BeIJaBaeMbIX U3 apXUBOXPAHUITAIIA €IIMHUI XPAaHEHUS U OLIKCeH JIer,
JOKYMEHTOB JOJDKHA Pa3MelNaThcs KapTa-3aMecTUTeNns Jena (Tpuiiokenue Ne 7).

[Ipy BO3BpalieHMH fe€na KapTa-3aMecTHTENb HM3bIMAETCSd U XPAaHUTCS B ApXHBE
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OpraHu3alyuy 10 MUHOBAHUS HAJOOHOCTH.

Hena, BbiaBaeMble U3 apXUBOXPaHIIININA, TOJDKHBI IMEThH aPXUBHBIHM LA,
IIPOHYMEPOBaHHBIE JIUCTHI, JINCT-3aBEPUTENL Nena (TpmiokeHue Ne 8) W JjwcT
HCII0NIB30BaHMs JOKYMEHTOB (npunoxenue Ne 9).

[loaroroBka apXWBHBIX MOKYMEHTOB K Bblaye M3 apXUBOXPAHWIMINA
BKJIFOYAET:

BLIEMKY apXHMBHBIX TOKYMCHTOB,

CBEPKY apXUBHOI'O IK(pa B 3aT0JOBKOB C OIHUCHIO e, JOKYMEHTOB;

IIPOBEPKY (PU3NUECKOIO COCTOSHUS JIElIA.

OJIEKTPOHHBIE JOKYMEHTBl BBIJAIOTCA U3 aApXMBOXPAHWIMINA B BHUIE
JIEKTPOHHBIX KOMHUM WX KOIMH Ha OyMakHOM HocuTeje. [Ipu HeoGX0oIuMOCTH
3aBEPEHUsI KOIUH 37IEKTPOHHBIX JOKYMEHTOB HCIIONB3YETCS 3JIEKTPOHHAS [TOAIIHCE
PYKOBOAMTEJISI OPraHU3allMy WM YIIOJHOMOUYEHHOIO UM JOJDKHOCTHOIO JIMLA WX
IIPOU3BOJUTCS 3aBEPEHME KONMHM JOKyMEHTa Ha OYMaKHOM HOCHUTENE B
YCTaHOBJIEHHOM IIOpsAAKe (MyHKT 5.14. HacTosmux [Ipasun).

2.48. JIoKyMEHTBI U3 apXUBOXPAaHIIIMIIA, KaK IPABKIIO, HE BBIJAIOTCS:

IIPY HAIUYIUX (DOHMA [TOJIH30BAHKS;

HaxOMSIIIUECs B HEYIOBIETBOPUTENHHOM (DU3UIECKOM COCTOSHUU

2.49. B opranusauum AOJDKHBL OBITH pa3pabOTaHBI IUIAHBEI KOHKPETHEIX
MEPOIIPHUSATHN U JIPYyTHe HOPMATUBHEBIE NOKYMEHTBI, PeriiaMeHTUPYIOIHE HOPIO0K
paboThl B Ype3BEIYAHHBIX CHTYALUsX, [P BOSHAKHOBEHUH KOTOPHIX HEBO3MOJXKHO
00€eCTIeYUTh COXPAaHHOCTE APXUBHEIX JOKYMEHTOB.

C coniep)kaHreM I1aHOB MEPOIPUSITHH U APYTHMX HOPMATHBHEIX JOKYMEHTOB,
OIpe/Ie/SIOIMX paboTy apxXuBa OpraHM3al[MM IPH YPE3BBIYAMHEIX CHUTYyaLHUsX,

JIOIIKHBI GBITH O3HAKOMIIEHEI PAOOTHUKH apXKBa OPraHM3aI[HH.

HI. YYET JOKYMEHTOB APXMBHOI'O ®OHIA
POCCHUMCKOM ®EJIEPALIMM U IPYTUX APXUBHBIX JOKYMEHTOB B
OPT AHU3ALIMU
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3.1. Yyety nomnexar Bce xpaHsImecs B apXUBE OPraHU3aliK JOKYMEHTEL,
BIJIfOHas  IOKYMEHTBI IO JIAYHOMY COCTaBy, KOINHH JIOKYMEHTOB (DOHZA
ONB30BAHYA (TIPY HATTMYKHK) 1 OIUCH [Iel, JOKYMEHTOB.

3.2.  Opravmsaumus,  SBISIOMASCS — HCTOYHHMKOM  KOMILICKTOBAHHS
rOCY IAPCTBEHHOTO (MyHUIIMITAIEHOTO) apXKBA, IPEACTABISET B rocyJapCTBEHHBINA
(MyHHITUTIANEHBINA) ADXKB YYeTHbIE CBeIeHHs 06 ofbeMe u COCTaBE, XPAHSILUXCA B
apXUBC OpraHusaluu JOKyMEHTOB ApxuBHOro douna Poccuiickoit enepanyy u
APYTHX apXUBHBIX TOKYMEHTOR B COOTBETCTBHMU C PernamMeHToM rocy[apcTBEHHOr0
ydera LOKyMeHTOB ApxuBHOro ¢omna Poccuiickost ®denepamum, YTBEPKICHBIM
npukasoM Pocapxusa ot 11 mapra 1997 r. Ne 11, (3apeructpuposan MuHIOCTOM
Poccun 8 monsg 1997 r., perucrpannonusrii HoMep 1344).

3.3. OCHOBHBIMH €/IUHULAMY y4eTa aPXHBHBIX JNOKYMEHTOB SIBIISFOTCS:

apXUBHBIN QOH;

CIVHHULA XpaHCHUS — NeJI0, JJIEKTPOHHOE Jeno (IMyHKT 4.34. HacTosmmx
IIpaBwmi).

3.4. Enuuunam XpaHeHWs NPHCBAWBAIOTCS yYETHBIE HOMepa, SBIISIOIUECS
4acTblo apxuBHOro mmgppa. CBeIeHHS O COCTaBe eNWHHMI] XpaHEHUs ® MX
KOJIMYECTBE (YUKCUPYIOTCS B YYETHEIX JIOKYMEHTAX apxuBa.

ApxuBnpit mudp (0Go3HAYEHHe, HAHOCHMOE B JICBOM HIGKHEM yIily Ha
KaXIyo CIVHUIY XPAHCHUs B LENIX OOecleyeHMs ydeTa u UACHTH(QHUKAIINAN)
COCTOHT H3: HOMEPa apXUBHOTO (QOHAA; HOMEPA OIUCH MIe, TOKYMEHTOE; HOMepa
e TUHULIB! XpaHeHus.

ADXUBHBIH ITH(D 3MEKTPOHHBIX JOKYMEHTOB, XpaHUMBIX Ha 000CO0IEHHbBIX
SJICKTPOHHBIX HOCHTEIIIX, YKa3bIBAETCA HA BKIAJBIIE, BIOXKEHHOM B byTsip
HOCHTENsS. ApXWBHBIA  wudp 3nerp0HHLIX JIOKYMEHTOB, XpaHUMBIX B
MHQOPMAIMOHHON CHCTEME ApXFIBA, SIBIAETCS 06A3aTE EHEIM SJ1EMEHTOM OIIUCaHUS
KOHTeWHEepa 3JIeKTPOHHOTO JIOKYMEHTA.

3.5. B apxuBe OpraHuW3auMW BELYTCH OCHOBHBIC (oOs3arenbuble) U
BCIIOMOTATE/IbHBIC yICTHBIC NOKYMEHTEL. COCTaB M (POPMBI OCHOBHEIX YYETHBIX

AOKYMEHTOB OIIPEAEIISIIOTCS B COOTBETCTBUM C HaCTOAIUMHU HpaBI/IJIaMI/I. Cocras u
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GopMBI BCTIOMOTATEIbHBIX YYETHBIX [TOKYMEHTOB OIIPEIENAIOTCS apXHBOM
OpTraHM3aIuHl CAMOCTOATEIBHO.

3.6. B coctaB oCHOBHBIX (00Os3aTENIbHBIX) YYETHBIX JOKYMEHTOB apxuBa
OpraHu3alyy BXOJAT:

KHHWTa ydYeTa TIOCTYIUIEHHS M BBIOBITHS e, JOKYMEHTOB (IIPHIIOKEHHUE
Ne 11);

cnrcok Qouzaos (ripuwioxenue Ne 12);

muct poraa (mpunoxenue Ne 13);

OIHCH Jell, JoKyMeHTOB (rpuinoxeHus Ne 14, 15, 16, 17, 18);

peecTp onmcelt (mpusoxerue Ne 19).

3.7. B xuury ydera TIOCTYIJICHWSI ¥ BBIOBITHS J€J, JOKYMEHTOB
TI0CJIEIOBATEIFHO BHOCSITCS BCE IIEPBUYHbIE M IIOBTOPHBIE IOCTYIICHUS (BBIOBITHSA)
aen, JokyMeHToB. Kaxioe moctymnenue (BpIObITHE) B MpesienaX OTYETHOTO rofa
MOJTy4aeT NOPSIKOBBIA HOMEP B BaJOBOH IOCIEI0BATEIEHOCTH.

ExerogHo Ha 1 sHBaps MOABOJAUTCS MTOI KOJIMWYECTBA IOCTYNUBLIIMX H
BBIOBIBIINX 32 O] Ie]l, JOKYMEHTOB.

3.8. Crucok (GoBIOB BeACTCA B apxXMBe OpraHU3aliH, XPaHAIIEM JOKYMEHTHI
Gonee onnoro ¢oHma. B crrcok QoHIOB apxXHUBHBIM (OHJ 3aUCHIBAETCA TONBKO
OJIMH pa3, TPH MIEPBOM MOCTYIICHUH B apXUB opranuzauuu. Ilo cnvcky ¢poHIOB B
BaJIOBOM IIOPSJIKE €My TpUCBaWBaeTCs YUETHBIA HOMED, KOTOPBIA COXpPaHAETCs 3a
HUM BO BCEX yUETHBIX JOKYMEHTaX.

B cnydae mepemaun apxuBHOTrO (DOHAA B APYroil apxuB, BKIIOYEHHS €ro B
coctaB 00BeJIMHEHHOTO apXWBHOTO (OHJa MM BBIJENEHUS BCEX AOKYMEHTOB K
YHHYTOXEHHIO OCBOOOOMBINIMHCS HOMEp [pyroMy apxuBHOMY (oHZY He
HpHCBaHBaeTCSI. | | | |

OObeHEeHHbIC apXUBHBIE (DOHAB! M apXUBHBIE KOJUIEKIIMY YUYUTHIBAIOTCA Ha
obmux ocHoBaHuAX. OObBeIUHEHHOMY apXWBHOMY (QOHIY, 00pa30BaHHOMY U3
apXYBHBIX (DOHIOB, paHee YYTEHHBIX CAMOCTOATENBHO, MPUCBAUBAETCS HOMED
OJIHOTO M3 apXUBHBIX (DOH/IOB, BKIIIOYEHHBIX B €I0 COCTaB.

B apxuBax opraHmauHﬁ — UCTOYHUKOB KOMILJICKTOBaHHMS I'OCYAapCTBCHHBIX




21
(MyHMLIUTIANBHBIX ) ApXMBOB MPOCTABIAETCS HOMEP apXHBHOTO (GoHa, 32 KOTOPBIM
OH YHTEH B FOCYyapCTBEHHOM (MYHHIINTIANEHOM) apXUBe, ¥ KOTOPHIH COXpaHAeTCs
3a HUM TIOCJI€ IIOCTYIICHHS €0 JIOKYMEHTOB Ha IIOCTOSHHOE XpaHeHHe.

Hasganue apxuBHOTO ()OHIa BHOCUTCS B CIMCOK (DOHLOB HA OCHOBAHHH
MCTOPHYECKOH CIIPaBKU K OHIY MM THTYJILHOIO JIUCTA OMUCH [eJl, JOKYMEHTOB.

Haspanue apxuBHOro (oHAA COCTOMT ¥3 MONHOIO WU (B ckoOxax)
COKpalICHHOIO  HaWMeHOBaHWs  (oHZoOOpa3oBaTtes, ¢ YyKa3aHHEM  ero
[IOAYMHECHHOCTH, MECTOHAaxXOX/JIEHUA, JAaT COo3MaHMsd M JUKBUaumu. Ecnu
HauMEeHOBaHHe (QOHI000pazoBaTENs H3MEHSIOCh, TO B CIHCKE (OHIOB
YKa3BIBACTCS €TO MOCIAENHee Ha3BaHHE B PaMKaX NEpPUOJia, 38 KOTOPBIHA NPUHATH
JIOKyMEHTEL Bee npeipi/ylue nepenMeHoBaHis 0TMEYAIOTCS B JTHCTE BOHA.

Haspanne 0OBEeIMHEHHOTO apXWMBHOTO (BOHOA COCTOUT M3 OGOGIIEHHOrO
HasBaHWs BKIIOYEHHBIX B HEro apxuBHBIX (GOHIOB, W3 IepeyHs Ha3BaHUi
CMCHABWIKMX Jpyr JApyra oprasusanuil. KoukpeTHBle HauMeHOBaHHS BCex
OpranM3alliH, JOKYMEHTbI KOTOPBIX BOIUIH B OOBEJMHEHHBIH apXHBHBIN (GOHI, a
TAKKE HX IIePEUMEHOBAHMS yKa3bIBAIOTCSA B JIHCTE HOH/A.

B HasBaHHM apXuBHOM KOJUIEKLMM yKa3blBaeTcs MpW3HAK (IPHU3HAKW) ee
dbopMupoBaHusL.

Exeronno Ha 1 sHBapst K ciucKy GOHIOB COCTABIAETCS HTOrOBAS 3aIIHCh O
KOJIMYECTBE apXHMBHBIX (POHJOB, IOCTYNHBIINX ¥ BHIOBIBIIMX B TEYEHHE ToOjia, U
00IIIeM KOJIMIECTBE apXMBHEIX POHIOB, HAXOMAITHXCSA HA XPAHEHAH B apxuBe.

Crncox (oHOB 3aKMOYAETCS B TBEPAYIO OONOXKY, JIHCTHI HYMEPYIOTCS,
COCTaBIIIETCA JIUCT-3aBEPUTED.

3.9. Jlucr dompma cocTaBisercs Ha KaxObIH apXHUBHBIN (1)0H,/:{ B Hem
 YYHTHIBAIOTCA BCE OMUCH JeJT, JOKYMEHTOB (OHIA.

Jlucr Qomuma moxer GHITH IepecocTaBieH TOMBEKO B Clydae, e€CIH OH
HCUCIIPABUMO IIOBPEXJICH WM IIE€PECTaeT OTpa)kaTh (haKTHYEeCKOe COCTOSHHE W
obbeM apxmBHOro ¢onma. B ciydae mepecocraBiienus IHCTa dorma panee
JIeHCTBOBABIIMH IHCT poHa IOMemaeTcs B feno Gonna. B Bepxuem mpasom yIIy

000MX IUCTOB CI)OHI[& JeJTaloTCa OTMETKH: «JIuer MEPECOCTABIICH» C yKa3zaHUEM
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JaThl IEPECOCTABIICHN, JOJDKHOCTH U ITOITUCH COCTABUTENS.

JIncTsr GoHAOB XpaHATCA B OPSIAKE HOMEPOB apXUBHBIX QOHIOB. K Kaxoit
I1aTIKe COCTABIIAETCS JIUCT-3aBEPUTEID, € YKA3BIBAIOTCS HAYaIbHbBIE M KOHEUHBIE
HOMepa apxUBHBIX (QOHIOB U OOIlIee KOJHYECTBO APXWBHBIX (DOHIOB, JIHCTHI
KOTOPBIX HaXOASATCS B TAIIKE.

3.10. B onucu gen, 1oKyMeHTOB (TO0BOM pasjiese ONUCH JeT, JIOKYMEHTOB)
€MHUIBl XPaHCHUSA YYMUTBIBAIOTCSI B COOTBETCTBHU C CHUCTEMaTH3allded 3a
TTOPSIKOBBIMU YYETHBIMUA HOMEPAMHU.

Ilepsomy romosomy pasierny onucu Aeit, JOKyMeHTOB GOH/Ia IPUCBAXBACTCS
HOMep I10 JIKCTY (GOHMA, BCe MOCTIEAYIOIIHE MO0OBbIE PA3/CIIBl YUCIIATCS 38 JaHbIM
HOMEPOM JI0 3aBEPHICHHUS OIUCH.

He nomyckaercs mnpucBoeHume ormcsam e, JOKYMEHTOB OIMHAKOBBIX
YUYETHBIX HOMEPOB B IIPeeIax OMHOro GOHA.

B xoHie Bcex 3K3eMIULIPOB OMKMCH Jies, JOKYMEHTOB J€1aeTCs HTOTOBas
3aIHCh, B KOTOPOH YKa3bIBAaeTCs KOJMYECTBO HAXOMIIIMXCS HA XPAHEHUH CIUHMUL
XpaHCHHMs, IEPBBIM ¥ TIOCHEAHMHA HOMEpa eAWHUIl XpaHeHWs [0 OIUCH,
YKa3bIBatOTCA MMEIOLIMECs] MPOIYCKH HOMEPOB, JUTEPHbIE HOMEPA, BBLIOLIBLIKE
CIMHHMIIBI XPAHEHUS ¥ OCHOBAHME BLIOLITHA.

Iocne KaxIOro NOCTYIUICHWS WM BHIOBITHS JOKYMEHTOB COCTABJISETCS
HOBas UTOrOBas 3allUCh K ONMCH JIell, JIOKYMEHTOB, KOTOpas MOLIUCHIBACTCA ee
COCTaBUTEJIEM C YKa3aHHUeM JOJDKHOCTH U JaThl COCTABICHUS.

Ecnu omuck nen, TOKYMEHTOB COCTOUT U3 HECKOIBKUX TONOBBIX pas3menos,
TOMOB, HTOTOBas 3aIlKCh COCTABIAETCS K KAXIOMY I'OJJOBOMY pa3ielly, TOMY; KpOMe
TOrO, K KaXIOMY IIOCIEAYIOUIEMY T'OJ0BOMY pasfiely, TOMY B HapacTaloLieM
IOPSIKE COCTABNSAETCS CBOAHAS UTOTOBAS 3AIIVCE.

I'omoBble pasmensl, ecld OHM HE ABISIOTCS 3aKOHYCHHOHM ONHCHIO, He
IOAIMMBAIOTCS U HE TIEPENJIETAIOTCS; OHU XPAHSITCS B apXMBE B MAIIKaX.

3aKOHUYCHHAs OIMCH Jell, JOKYMEHTOB IOJDKHA BKJIIOYATH HE 6ojee 9999
eOUHULl XpaHCHHUS.

3aKOHYEHHas OIUCH A, NOKYMCHTOB BMECTEC C THUTYJIBHBIM JIUCTOM M




CTIPaBOYHLIM aIllapaToM K HeH 3aKI0YacTCs B TBEPAYIO OOJIOKKY, HYMEPYETCS 1
MOAMIMBACTCS, WIH IIeperyieTaeTcs.

Kaxpas 3axonueHHas OIUCH e, JOKYMEHTOB, TOM OMMCH /e, JOKYMEHTOB
JTOJLKHBL UMETBH JINCT-3aBEPUTEND.

3.11. llpy mHanuuuyu B apxyBe OpraHW3alMM ABYX H Ooliee oOrwmceld el
JAOKYMEHTOB BEHCTCs peecTp onucelt (npunoxenne Ne 19).

Onucu nen, JIOKyMEHTOB BHOCSTCSL B PEECTpP ONHMCEH B XPOHOJIOIHYECKOH
[OCTEIOBATEIPHOCTH  [IOCTYIUICHUST [10J] COOTBETCTBYIOIIMMHU  IIOPSAAKOBLIMH
HOMEpaMH.

B peecrpe ommcell QuKCHpyIOTCS OCHOBHbBIE JAHHBIE 1O COCTABY KaHOW
NOCTYMUBILEH B ApXUB OPTaHU3aUHK OIMCH JIe]I, JOKYMEHTOB: HoMep QOHIa, HoMep
OIIMCH, KOJMYECTBO €IHHHULl XPAHEHNS B ONUCH, KOIMYECTBO JIMCTOB B OIHCU H €€
3K3EMILJISIPOB.

3.12. Ang UeHTpaaIu30BaHHOIO roéynapCTBeHHoro y4yeTa JOKYMEHTOB
Apxusroro donzna Poccuiickoit Qenepannu B apxuBe OpraHU3aLHH, SBISIOMIEHCS
HCTOYHMKOM KOMILIEKTOBAHUS TOCYJApCTBEHHOIO (MYHHLHNIAILHOIO) apXMBa,
COCTaBISACTCS IacIIOPT apXUBA OPraHU3aALUHM. '

3.13. ApXuB OpraHM3alMK MOXET BECTH TAKKE YUET B ABTOMATH3UPOBAHHOM
peXuMe — B BUZE y4eTHBIX 0a3 qanubix (b/]).

Yuernbie b][ IpuMeHAIOTCSA BO B3aUMOCBSI3H C APYTUME HHGOPMAI[MOHHEIMHE
b/, nmeromuMucs B apxuBe OpPraHW3alliM, U HODKHBI OBITH COBMECTHMBI C
COOTBETCTBYIOIIMMH yIeTHBIMU b/l rocynapcTBeHHBIX (MyHHUIIUTIATBHEIX ) apXHBOB
1 OPTaHOB YIIPABJICHUS aPXUBHBIM JIEJIOM.

3.14. Vd4eTHple NOKyMEHTHl apXWBa OpraHW3allH, KpOMe OIMCEeH el
' IOKyMEHTOB, NpeIHa3HAUaI0TC I CIIy’X€OHOTO IOMB30BAHMSL U TTOIB30BATENSIM
He BBIJAr0TCH.

3.15. Vuer mnoctynienms u BBIOBITHS €N, MOKYMEHTOB B apXHBe

OpraHy3aluy OCYIIECTBIACTCS Ha OCHOBAHUM

7 opma MACIOpTa apxwWBa OPraHW3aUWH YCTAHOB/EHA PermameHToM rOCYHapCTBEHHOIC yueTa QOKYMEHTOB
ApxusHoro ¢ouna Pocculickolt ®enepaunnu (ytBepiien mpukasom Pocapxuea oT 11 mapTa 1997 r. Ne 11,
3apeructpuporan Muntoctom Poccuu 08 mons 1997 r., peructpaumonusiii Homep 1344).




24

OIKCH JIeJl, JOKYMEHTOB CTPYKTYPHOT'O MOJpa3/IeNeHus ¥ TOI0BOI0 pa3ziena
CBOJIHOW OITUCH JeJI, AOKYMEHTOB OpraHn3aIluH,

HOMEHKJIATypPhl [€J1 OpraHW3alllY, 3aMEeHsIoel TONOBOW pasfen CBOIHOH
OIHCH [1€]1, IOKYMEHTOB OpraHu3aluH;

aKTa O TEXHMYECKHX OIIUOKaX B YUETHBIX TOKyMeHTax (npuioxenue Ne 4);

akTa 00 0OHapyXeHHU JOKYMEHTOB (HEe OTHOCSIIUXCS K AaHHOMY (OHY,
apXHBY, HEYUTEHHBIX) (npuioxenue Ne 5);

akTa 00 yTpare HOKyMEHTOB (TipuitokeHre Ne 6);

aKTa  npYeMa-lepenadd  apXUBHBIX  JOKYMEHTOB  HA  XpaHEHHUe
(npunoxenue Ne 20);

aKTa O BBIAEJICHUY K YHUYTOXCHUIO aPXUBHBIX JJOKYMEHTOB, HE TI0IIEXKALIHX
XpaHeHuro (npwioxenue Ne 21);

axKTa 0 HEMCIPAaBUMBIX IIOBPEKIEHUSIX apXUBHBIX TOKYMEHTOB (IIPHIOKEHUE
No 22);

Ha ocHOBaHMM yKa3aHHBIX TOKYMEHTOB BHOCSTCS HEOOXOMMMBIE H3MEHEHNS
B OCHOBHEIE (00s3aTeNbHbIE) yUeTHBIE IOKYMEHTHI apXUBa:

B KHUTY y4eTa IOCTYIUIEHHS M BBIOBITHA J€J, JOKYMEHTOB ([IPHIOXKEHHUE
Ne 11) u B tuct donna (mpunoxerue Ne 13) — npu KaX710M U3MEHEHHH B COCTABE U
00BbeMe TIOKYMEHTOB apXWBa OpraHU3ai(iH;

B cnucox (oHmos (nmpunoxkenwe Ne 12) — mnpu TOCTYILUIEHHH HOBOTO
apx¥BHOIO (oHAa WM BBIOBITMH BCEX M€, MOKYMEHTOB, HAaXOMUBLIETrocs Ha
XpaHeHuy apXuBHOTO (honxas;

B peecTp onucel (mpusnoxenue Ne 19) — npu nocTyIUIeHHK BOBOM OIIUCH UITH
BBIOBITHH BCEX €IMHMWI] XPaHEHWs, HaxOIWBIIEHCH HA xpaHeHuwm omucu. Homep
 BLIGHIBIIEH omCH JPYT¥M OITHCSM [€J, JOKYMEHTOB He HpI/ICBaI/IBaeTCH 1 ocTaeTos
CBOOOIHEIM;

B OITMCH JIeJI, JOKYMEHTOB — [IPY KaXKJIOM ITOCTYTUICHUH W/UJIU BEIOBITHY €],

AOKYMEHTOB, YUTCHHEIX B JAHHOMU OIIMCH.

8 B rpade «OtmeTKa 0 BHIOBITHY (OHIA» CTIMCKA POHIOB yKA3bIBAETCS, Ky/1a BbIGLT apXMBHBIN ¢onz, a TaKKe Aara
1 HOMEp JOKYMEHTA, Ha OCHOBAHMY KOTOPOTO OH BBIOBLIL.
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CooTBeTCTBYIOIME H3MEHEHHST BHOCSTCS BO BCIIOMOI'ATeNbHBIE YYETHBIE
JIOKYMEHTHI.

Bce akThl, [OKyMEHTHPYIOIIHE pe3yIbTaThl ApXUBHEIX paOOT, BKIFOUAIOTCS B
fieno (oHza, KOTOPOE 3aBOJUTCS Ha KXl QOH/, HAXOMSUMHACA Ha XPAHEHUH B
apxXuBe OpraHu3alKi.

Heno doupa, Hapamy ¢ TOKyMEHTaMH, OTPAXKAOIIMMY KCTOPHIO (OHAA U
(OHI000pa30BATENs, BKIIOYACT YYETHBIE JIOKYMEHTHI, XapaKTePHU3YIOLIHE

n3MeHerus hoHa.

IV. KOMITJIEKTOBAHME APXVIBA OPI"AHM3ALMU
JOKYMEHTAMM APXVMIBHOI'O ®OHA POCCHMCKOM ®EJIEPALIA U
HAPYI'MIMIM APXVMBHbBIMU JTIOKYMEHTAMMU

4.1. Noxymentsl ApxusHoro domaa Poccuiickoit Oenepanuy 1 JOKYMEHTHI
BPEMEHHBIX (CBbIe 10 11eT) CPOKOB XPAaHEHMs!, B TOM YKCJIE 10 JIMIHOMY COCTaBYy,
NIEPEJA0TCS B apXUB OpraHu3aliy HE paHee, YeM 4epe3 ONWH I'0f U He ITO3[Hee,
9eM Yepe3 TPH rofia IoCje 3aBepllieH s 1e) B AeIOMPOU3BO/(CTRE.

JIOKyMEeHTBI 10 JMYHOMY COCTaBy TIOCYJapPCTBEHHBIX I'PaXIaHCKHUX
CIy’)KalluX M MYHULHUIANbHBIX CIyXallhX, YBOJEHHBIX C TOCYOapCTBEHHOM
TPaXAAHCKOH CIIyXKOBl WM MyHHUIMIANBHOH CIyXObl, TEpenaloTcs B apXWB
OpraHwu3aluy 1o ucreueHuu 10 geT co THA YBOILHEHHUS.

4.2. Jlena BpemeHHBIX (10 10 N€T BKIIOYHTENEHO) CPOKOB XPAHEHHUS B aDXUB
He nepenaoTcsi. OHU XpaHATCs B CTPYKTYPHBIX [I0/Ipa3jielieHHsX OpraHu3aliiyl U 1o
VICTEYEHHNH CPOKOB XPaHEHHUS [TOJIEKAT YHUITOXKEHHIO B YCTAaHOBIIEHHOM HOPSIIKE.

B HCKIIOUMTENBHBIX CTyJasx 110 PEIIeHUIO PyKOBOAUTENS OpTraHH3aLHH fea
BPEMEHHBIX (110 10 JieT BKIFOYMTENBHO) CPOKOB XPAHEHWS! MEPENAIOTCS B apXUB
OpraHU3alyy TI0 ONKCAM Jie)l, JOKYMEHTOB HIIH [I0 HOMEHKIIAType Jell.

4.3. JIoKyMeHTBI TIOCTYyHAIOT B apXWB OPraHU3AlldK IIOCTIE IPOBENCHHS
OKCIIEPTHU3BI [IEHHOCTH.

4.4. Pemenns o BKIIOYEHHHM B coctaB ApxuBHOro (oHma Poccuiickoii
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Defiepallii KOHKPETHBIX JIOKyMEHTOB MPUHAMAIOTCS KCIEPTHO-IPOBEPOIHBIMA
KOMHCCHAMH (pelepalibHBIX T[OCYJapCTBEHHBIX apXHUBOB M yIOJHOMOYCHHBIX
OpraHOB MCIOJHUTENBHON BIacTu CyObekToB Poccuiickoil Pdenepaluy B obactu
apxuBHOro jiena (nanee — DTIK apXMBHOTO YUPEKACHHUS) B PEeTax KOMIETEHIIUH.

4.5. 1lenplo 3KCIEPTH3bl IEHHOCTH JOKYMEHTOB B OpraHU3allly ABIAETCS:

0TGOp TOKYMEHTOB [IJisl BKIIOYCHHS B COCTaB ApXuBHOTO QoHa Poccuiickoi
Oenepanuy;

BBISIBIICHHE JOKYMEHTOB, He TTOUIEeKAIMX JalbHEUIeMy XpaHSeHHIO.

DKcIepTH3e EHHOCTHU MOJJIeXaT BCe JOKYMEHTH! OpraHU3allii HE3aBUCHMO
OT BHJIOB HOCHTEIIEH U cIT0COOO0B 3aIUCH.

Jlo [pOBeeHHS KCIEPTU3bl LIEHHOCTH B COOTBETCTBUH C TyHKTaMH 4.6. —
4.13. pactosux [IpaBun yHUUTOKEHNE JOKYMEHTOB 3alIpeIIaeTCA.

4.6. DKcriepTH3a IIEHHOCTU JTOKYMEHTOB IPOBOANTCS Ha OCHOBE:!

HeHCTBYIOIIEro 3aKOHO/ATENbCTBA M UHBIX HOPMAaTHBHBIX IPaBOBBIX aKTOB
Poccuiickoit @emepauuu B 00NacTH apxXHBHOIO Jiena, HHGOpMauud H
JOKYMEHTAIIMOHHOTO 00eCIIEUeH)s YIPaBICHNUS;

THIIOBBIX, BEJOMCTBEHHBIX W WHBIX INEpedyHeH HOKYMEHTOB C yKa3aHMEM
CPOKOB MX XPaHCHUs], TUITOBBIX M MPUMEPHBIX HOMEHKIIATyp Hel.

4.7. B opramu3aluy U1 NPOBEJEHUs 3KCIEPTU3B! [IEHHOCTH JOKYMEHTOB
cosnaercs dKcreprHas Komuccus (nanee — OK)’. B oprammzanusx, MMEOIIHX
CTIOXKHYIO CTPYKTYpy W/WIM HOABEIOMCTBEHHBIC OPraHM3alld, CO3[AI0TCs
LeHTpalbHbIE 3KCIIEpTHBIE koMuccuu (manee — IOK).

4.8. IIDK (OK) spisieTcst cOBEMIATENLHBIM OPraHOM IIpU PYKOBOIHUTEIE
OpraHM3aliM, CO3/@eTCsi NPHKA30M OpraHu3allky, ACHCTBYET HAa OCHOBAHUH
TOJIOKEHHS.

3amaun 1 Gpyuxiwn [[OK (OK) opranusanuy - HCTOYHUKA KOMIIEKTOBAHUA

OIPECALCIIAOTCS TIOJIOKCHUCM, YTBEPXKAAEMBIM PYKOBOAHUTCIICM Oprann3aivu.

 Jing nOpoBeleHHs SKCHEPTH3bl LEHHOCTH HAyYHO-TeXHMYCCKOH U Ipyrofi crenuanbHON NOKyMEHTalu¥ B
OpraHM3aluu MOXeT ObITb co3aana DK, BKII0YAIomas COOTBETCTBYIONHX CTICLHATICTOB.
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4.9. OcHosHo#t 3amaueit IIOK (3K) sBistercs opraHusanus u mpoBeieHHe
9KCIIEPTU3BI LIEHHOCTH TOKYMEHTOB.

Ocnopapivu ysxrmsmu [IOK (3K) asisrores:

OpraHU3aLys SKErOAHOro 0TOOpa A€M s XpaHeHUs. i YHUYTOKEHHSA;

PacCMOTpPEHHE U COINIACOBAHKE IPOEKTOB HOMEHKIATYPSI J€)l OpraHu3aliy,
OIMCEH JeNl, JIOKYMEHTOB TIOCTOSHHOIO U BpeMeHHHIX (CBBIIe 10 JeT) CpoKoB
XpaHEeHHs, B TOM YHCIIE I10 IUYHOMY COCTaBY, aKTOB O BHIJCIEHNHA K YHUYTOXKEHUIO
Jell, He TIOAJIEXKAIINX XPAHEHHIO, | PYTUX aKTOB;

TOATOTOBKA IIPEIUIOKEHUA 00 ONpeseieHHH CPOKOB XpaHEHUs TOKYMEHTOB,
He IIPE/yCMOTPEHHBIX NepeyHsM'’, 1 06 U3MEHEHHH CPOKOB XPaHEHHs OTAETBHBIX
KaTerOpUH TOKYMEHTOB, yCTaHOBJICHHBIX TIEPEUHAMY;

y4acThe B TIOATOTOBKC M DAacCMOTPEHHM IPOEKTOB HOPMATHBHBEIX U
METO/IMYECKUX JOKYMEHTOB 110 BOIpocaM paboThl ¢ JOKYMEHTAMH B OPTaHU3aI[HL;

METONMYECKOE  PYKOBOILCTBO pabotaMH B o0llacTd  obOecledenus
COXPaHHOCTH JOKYMEHTAILHOTO M apXUBHOrO (POHIIOB OpraHU3aIlHH.

4.10. DxcrnepTr3a IEHHOCTH JOKYMEHTOB B OPTaHU3aIlU [IPOBOJUTCS:

B [IEJIONPOM3BOACTBE — IPY COCTABNEHNY HOMEHKIIATYPHI JIeT OPTraHH3aIHH U
IPY TIOATOTOBKE JEJ K Iepeiaue B apXuB;

B apxXMBE OpraHM3aUM{ — B MPOIECCE MOATOTOBKH JI€N K Iepejnade Ha
IIOCTOSIHHOE XpaHeHHe.

4.11. DxcneprH3a IEHHOCTH JOKYMEHTOB IIPOBOIUTCS €XKEr0IHO.

Ilo pesynbratam 3KCHEpTH3bI LEHHOCTH B CTPYKTYPHBIX II0pa3e/IeHHSIX
OpraHu3alM{  COCTaBISIIOTCSA  OMMCH  JIel  CTPYKTYPHBIX  IIOApa3jelieHHil:
MIOCTOSHHOT0, BPEMEHHBIX (CBbILIE 10 J1ET) CPOKOB XPAHEHHS, 110 THIHOMY COCTABY
(npnnomeﬂﬁe Ne 23, 24), Ha 0OCHOBE KOTOPEIX B apXHBe OpraHu3aluu COCTaBIATOTCS
TOJIOBBIE Pa3ZeNIbl COOTBETCTBYIOMIUX CBOAHBIX OIIMCEH JIel, JOKyMEHTOB.

Ha nesta ¢ ucTeKImMu CpOKaMy XPaHEHHUsI B CTPYKTYPHBIX T10/Ipa3IeICHUSX

OpraHM3aliuy COCTABIIAIOTCA IIPEIIOKEHUA K aKTy O BBIACJICHHU K YHUYTOXCHUIO

' DK opraHusauumii, nepenaroluX OKYMEHTbl Ha XPaHEHHE B TOCYJAPCTBEHHBIE APXMBLI, NPEACTABIAIOT
cooTsBeTCTBYOUINE npeanoxenus K apxusHoro yupexagenus.
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JIOKYMEHTOB, He IMOJUISKAIUX XpaHeHuto (1o ¢popme axTta, npwioxenue Ne 21).

Ha ocHOBe nmpemiokeHu#l CTPYKTYpPHBIX —TOJpasjefeHuid ciyxoa
JIETIOTIPOM3BO/ICTBAa OpPraHU3alllN COCTAaBIIE€T aKT O BBIACNCHHHM K YHHUUTOXKEHHUIO
JIOKYMEHTOB, He TIOIeKaIux XpaneHuto (rmpunoxenue Ne 21).

Jlena BKITFOUAIOTCS B aKT O BBIACJICHUM K YHUYTOXXCHUIO JOKYMEHTOB, HE
IIOJJICIKAIIUX XPAaHEHUTIO, eClTi TIPeyCMOTPEHHBIM JJIsl HUX CPOK XPaHEHUSI ACTEK K
1 ssHBaps rojia, B KOTOPOM COCTaBIICH aKT.

Hena ¢ ormetkoit «IITK»'! momexar MONUCTHOMY IIPOCMOTPY B LEJIIX
BBISIBIICHUS JOKYMEHTOB, IOUIEKAIINX [OCTOSHHOMY XpaHEHUIO. BBIsSBIIEHHbIE B
TaKux Jeax JOKYMEHTHI ITOCTOSTHHOTO XPaHEHHUs BBIJICTIAIOTCS U IPUCOSAUHAIOTCS
K OJTHOPOAHBIM JieaM Wi (GOPMUPYIOTCS B CaMOCTOSATENbHEIE [iea.

Ocrtanpnapie HOKyMeHTBHI ¢ oTMmeTkod «OIIK» BxmouamTcs B akT Ha
yanutoxenue. [Ipu stom otmeTka «II1K» B akTe He yKa3bpIBaeTCsl.

Onwucu Ha mena, JOKYMEHTHI ITOCTOSIHHOT'O XPaHEeHHs U 110 JINYHOMY COCTaBy
1 aKThl Ha YHHYTOXXEHHE JOKYMEHTOB paccMarpuBatotcs Ha 3acefannu 1 [OK (3K)
onuoBpemenHo. [lo utoram paccmotpenus 1[OK (OK) cornacoBriBaroTcsl ONMCH
Jen, JTOKYMEHTOB IIOCTOSSHHOTO XpaHeHWS U O JHMYHOMY COCTaBy M akThl O
BBIICJICHUM K YHUYTOXEHHUIO JOKYMEHTOB.

Cornacosannsie [[OK (OK) opranmzanuu onucu Jien J0KyMeHTOB (TOJOBBIE
pazJienibl) TIPEACTaBIsIOTCs Ha paccMoTpenne JIIK:

[IOCTOSTHHOTO CpOKa XpaHEeHUs -Ha yTBEPXK/ICHHUE;

T10 JINYHOMY COCTaBY -Ha COIJIaCOBaHUE;

OIIK yTBepXXJaeT OMHCH JeNl IOCTOSHHOTO XPaHEeHUS M COIJIacOBBIBAET
ONMCH [ie]d IO JINYHOMY COCTaBY.

Ommcy  fen, JOKYMEHTOB (TOHOBBEIE DasfieNibl) HANpaBIflOTCS Ha
paccmotperme OIIK B Tpex sk3eMIuiipax Ha OyMaXKHOM HOCHTENE XU OJHOM
SK3EMILIIPE Ha 3NEKTPOHHOM HOCHUTENE depe3 3 rojia Mocsie 3aBepLIeHUs el B
JIETOTIPOU3BOJICTBE.

[Tocne yTBepx)aenus u cornacoBanus DI IK onucelt neni, HOKyMEHTOB, OITUCH

' Ormetka «OITK» 03HaudeT, 4TO YaCTh JOKYMEHTOB MOXKET ObITh OTHECEHA K CPOKY XPAHEHHS (TIOCTOSAHHOY.
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M aKT O BBIIC/ICHHM K YHHYTOXEHHIO [OKYMEHTOB, He NOJ/UISKAIINX XPaHEHHIO,
YTBEPXKIAIOTCA PYKOBOUTEIEM OpraHu3alky, MOCJIEe Yero Aeila, BhIIeIeHHbIe 1o
aKTy K YHUYTOXEHUIO, MOTYT OBITh YHUUTOKEHB].

4.12. Opranusalmy, B JesSTeIbHOCTH KOTOPBIX HE CO3MAOTCS JOKYMEHTHI
ApxusHoro ¢onnga Poccuiickoii Deflepaluy, CO3MAIOT OMUCH e IO JTUYHOMY
COCTaBy M ONMCH [l BpeMeHHBIX (cBblme 10 ser) CPOKOB XpaHEHHUs u
00€eCIIeYNBAIOT MX COXPAHHOCTS,

Opranmsanuu Takke COCTABISIOT aKTHI O BBIICIICHUH K YHHYTOXKEHHUIO
AOKYMCHTOB, HE MOJUICKALIUX XPAHCHHUIO, B YHUUTOXKAIOT yKa3aHHBIE JIOKYMEHTHI
110 HCTEUCHUI CPOKOB MX XPaHeHHs TOIBKO IIOCITE COCTABIEHHS FOLOBBIX pas3zmenos
ONUCEH JeJI 10 TMIHOMY COCTaBY 3a COOTBETCTBYIOIIMH IEPUOM M UX YTBEPKICHHUS
PYKOBOIUTENIEM OpraHU3aIlHy.

4.13. Jlena wa Gymaxuom HOCHTENE, BBIACICHHBIE K YHHYTOXKEHHIO,
ICpE/IaroTCad  Ha  YHMYTOXKeHWE (YTHIM3ALHUIO) [0 aKTy O BBIJIENIEHUHN K
YHHHTOXKCHUIO NOKYMEHTOB (rpuinoxernue Ne 21), a Takke HA OCHOBAHMM HHEIX
JIOKYMEHTOB, NOATBEPXKAAIOIMX (AaKT CHAYH JOKYMEHTOB Ha YHHUTOXEHKE
(yTHIH3aIHIo).

OJIEKTPOHHEIE [E)1a ¢ HCTEKIIAMHE CPpOKaMHU XpaHEHMs MTOIEXKAT BEIIEIICHHIO
K YHAYTOKECHUIO Ha OOIIUX OCHOBAHMUSX, [IOCHIE Yero IPOBOIKUTCA UX (DU3HYECKOe
YHETTOXCHAC HIM YHHYTOXKEHHE MPOrPaMMHO-TEXHHICCKUMH CpeNCTBaMH ¢
COOTBETCTBYIOIIEH OTMETKOM B aKTe O BHIICJICHUU K YHUYTOXXEHUIO TOKYMEHTOR
(npunoxenue Ne 21).

4.14. Ina obecneuenus NopsaKka (OpMUPOBaHMS W y4eTa Jen B
ACTIONIPOM3BOJCTBE OPTraHU3ALNY COCTABIISETCS HOMEHKJIaTypa Jiel.

4.15. Howmenknmarypa men 3aKPEIIeT  KJIACCU(PUKAITUIO (rpymnuposky)
UCIOMHEHHBIX TOKYMEHTOB B Jena (MEKTPOHHBIE [eNa) H SBISETCS OCHOBHBIM
YHICTHBIM JOKYMEHTOM, OTPKAIOIIMM COCTAB ¥ OPraHU3aIlHIo JIOKYMEHTAaIILHOIO
(GoHna oprauzanuu.

4.16. HomeHknaTypa fen sBuseTcs OCHOBOMN JUTs COCTaBIEHUs OMHCEH nell,

AOKYMEHTOB IIOCTOAHHOIO U BpeMeHHHIX (cBbime 10 ser) CPOKOB XpaHeHHMs, a
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TaKKe IS yueTa Jiesl BpeMEHHEIX (10 10 JIeT BKIIOUHTENBHO) CPOKOB XPaHEHHUA.

4.17. HomemknaTypa [en opraHusauuy pa3zpabaThiBaeTcs Ha OCHOBAHHH
THUIOBBIX, BEIOMCTBEHHBIX U HHBIX TE€PEYHEH NOKYMEHTOB C YKa3aHHEM CPOKOB
XPaHCHHUS, WHBIX HOPMAaTHBHBIX IIPABOBBIX aKTOB, & TAKXKE TUIIOBBIX ¥ MPUMEPHBIX
HOMEHKIATYp JeJ.

Tunosast 1 npuMepHas HOMEHKJIATYDHI /€N paspabaTHBAIOTCA OPraHAMHU U
OpraHu3alysAMH, UMEIOIIUMHU B MOJYMHEHHUHA CETh OJJHOTUITHBIX OpTraHU3aluil.

TunoBas HoMeHKJIaTypa yCTaHaBIMBAET COCTAB [EJ, 3aBOMMMBIX B
OZHOTHUIIHBIX OPTraHU3alusX, K ABJIAETCS HOPMaTUBHBEIM JJOKYMEHTOM.

IlpumMepHas HOMEHKIATypa yCTaHaBIMBaeT MPHUMEPHBI COCTAB Jell,
3aBOIMMBIX B OPIraHU3aIMsiX, Ha KOTOPBIE OHa PaCIpPOCTPAHAETCH, U SBIAETCS
PEKOMEHIATENBHBIM TOKYMEHTOM.

4.18. HomenknaTypa /iel OpraHW3alid COCTAaBIAETCS MO YCTAHOBIEHHOMN
dopme (mpuioxenue Ne 25) Ha OCHOBAaHMM HOMEHKIATYp A€ CTPYKTYPHBIX
nofpasnencHui (mpunoxenue No 26).

Opranusanuum  —  HMCTOYHMKM  KOMIUIEKTOBAHMS  OCYHAPCTBEHHBIX
(MyHHIMIATBEHBIX ) aDXUBOB OIMH Pa3 B S5 JI€T!? COrnacoBLIBAIOT HOMEHKJIATYpPY Hell
¢ IIOK (OK) opranuzanyiu u npencTaBILIiOT ee Ha COIIACOBAHKE COOTBETCTBYIOLIMX
OIIK  wmmu  rocynapCTBEHHOro  (MyHMIMIANLHOTO) — apXUBa,  COTVIACHO
IIPEAOCTABICHHBIM €MY ITOJIHOMOYMSIM.

Opranuzauum, B JeATENBHOCTH KOTOPHIX HE CO3JAIOTCS LOKYMEHTBI
Apxusnoro ¢ounga Poccuiickoii Denepanuu, yTBepKIarOT HOMEHKIATYypy HAel
CaMOCTOSTEJIBHO.

4.19. 3akoH4YeHHBIE JETONPOM3BOACTBOM MENa TIOCTOSHHOTO ¥ BPEMEHHbBIX
(cBbre 10 n€T) CPOKOB XpaHCHWs, B TOM YHCHIE IO JHIHOMY COCTaBy, TIOCIE
OKOHYaHWs  KalleHJapHOI'O ToJa, B  KOTOPOM OHW OBUIM  3aBEEHD,
HOATOTABIMBAIOTCA K IIepe/iade B apXUB OPraHU3alMy U IOUIEXKAT OQOPMIICHHUIO U

OITMCaHHIO.

2 B ciyuae usMeHeHws QyHKIWH H CTPYKTYpbI OpraHM3aLy HOMEHKIATypa HeJl IONEKUT [ePeCOCTaBIEHHUIO,
COCJIACOBAHMIO U YTBEPKIEHHUIO.
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B 3aBHCHMOCTH OT CPOKOB XPaHEHUs IIPOBOJUTCS IOJHOE MM 4aCTHYHOE
odpopmnenne nen. IlomHomy odopMmieHHIO mMOANEkKAT JeNa ITOCTOSHHOTO H
BpeMeHHBIX (cBhIe 10 JieT) CpOKOB XpaHEHHUS U 10 JIMYHOMY COCTAaBY.

Odopmienue nen Ha GyMaXHOM HOCUTEINIE NTPEAyCMaTPUBACT:

MOJIIMBKY WM MEepensieT AOKyMEHTOB jena (HedopMaTHBIE TOKYMEHTHI
XPaHSTCS B 3aKPBITHIX TBEPABIX MANKax WK B KOPOOKax);

HyMEPAIUIO JIMCTOB €4,

COCTaBJICHHE JINCTa-3aBepuTeis aena (npunoxenue Ne 8);

COCTaBJIEHME, BHYTPEHHEN ONUCH JJOKYMEHTOB Aena (tpunioxxenue Ne 27);

odopmienue 06oxku aena (mpuioxenne Ne 28).

IlogroToBKa 3NEKTPOHHBIX M€l [Js Iepelladd B apXuB OpraHU3aLUN
IIpeAyCMaTPUBAET COCTABICHUE ONUCU  JJIEKTPOHHBIX  Jell, JOKYMEHTOB
(mpunoxenust No Ne 17, 18).

4.20. B nmeno momematoTcst JOKYMEHTBI, KOTOphI€ IO CBOEMY COAEPKaHUIO
COOTBETCTBYIOT 3arojIOBKYy Jena, IPH 3TOM 3alpellaeTcs CPyNIHNpoBaTh B Jelia
YepHOBblE U [AyONeTHBIE SK3EMIULIPHl JOKYMEHTOB, a TakXe JIOKyMEHTEHI,
TTO/IJIEXkKAITe BO3BPATY.

IIpu popmupoBanuy es1a HEOOXOANMO COOIIOAATH CEAYIOIINE TPeOOBAHMUS:

JOKYMEHTHI TIOCTOSSHHOTO M  BPEMEHHOI'0 XpaHeHWs Heo0XoauMo
IPYIMIIAPOBAThH B OTAENbHBIE €74,

BKJIFOYATH B JIEJIO 110 OJJHOMY 3K3EMILIAPY KaXKI0TO JOKYMEHTa;

TpynnupoBaTh B AEJIO JOKYMEHTHI OJTHOTO KAJIEHAPHOTO r'o/ia; UCKII0YeHHe
COCTaBIIIOT: TIEpeXOJsliue Jelnla;, cyAeOHble pAena; JUYHBIC Mella, KOTOphIe
(hopMUpYIOTCS B TEYEHME BCETO Neproia pabOTHI JIUIIA B OpPTraHU3aIH; JOKYMEHTBI
BEIGOpHLIX opraHOB'H X TIOCTOSIHHBIX KOMUCCHHM, eMyTaTCKUX I'pyIl, KOTOPHIE
IPYTIIAPYIOTCS 3a IEPHUOA CO3bIBa; JHOKYMEHTHI 00pa30BaTeIbHBIX OpraHW3alluii,
KOTOpbIe GOPMUPYIOTCS 3a yueOHBIM I'ofl; JOKYMEHTHI T€aTPOB, XapaKTepU3yIoIIne
CIEHHYECKYIO IeATEeNbHOCTh, B Ipe/ieiax TeaTpajbHOro Ce30Ha; fefia (UIbMOB,
pyKoIlicei, HICTOpUH OoNe3HeH.

Hpmcasm II0 JIMHHOMY COCTaBy HOJDKHBI TI'pPyNUHUPOBATRCA B [ACJIa B




COOTBETCTBUM C YCTAHOBJIEHHBLIMY UL HUX CPOKAMY XPaHEHUS;

AOKYMEHTRI B JIMYHBIX JleJlaX PacoiararIcs B XpOHOIOTHYECKOM MOPSIIKE
10 MePe MOCTYIUICHHUS,

JMLEBbIE cyYeTa [0 3apaloTHOM IulaTe paGOTHHWKOB IPYIIIUPYIOTCS B
OTZeNbHBIE JIeJIa ¥ PACIIONAraloTCs B HUX 10 andaBuTy GaMIIHii, HMEH U OTYECTB.

Herno Ha 6ymaxxHOM HOCHTENE He JIOJDKHO Cofepkath 6osee 250 TUCTOB, IpH
TOJIIIKMHE He Oonee 4 cMm.

4.21.  JloKyMEHTEI, COCTaBILIIOLIWE JENO HAa OYMaXKHOM HOCHTENE,
TIOJIIUKBAOTCS Ha YEThIPE MPOKOJa (Ha TPU NPOKOIa — s ManopOpMaTHEIX e71) B
- TBEPAYI0 OOJOXKKY WM IEPEIUIETAalOTCs € YYETOM BO3MOXKHOCTH CBOGOIHOIO
YTCHUA BCEX NOKYMCHTOB, HAaT, BU3 W PE30MIONMH Ha HHUX, METaJUIMYECKHE
CKPETUICHUS U3 HJOKYMEHTOB yHalISIFOTCA.

B navase jena Ha GyMaXXHOM HOCHUTeNE TIPH HEOOXOAUMOCTH O [IIIMBAIOTCS
JIACTBl BHYTPEHHEH OIMCH JOKYMEHTOB pena (mpunoxenue Ne 27), B KOHIE
KaXXJI0ro JieJia — IUCT-3aBEPUTEIND Aena (Ipustoxenue Neo 8).

4.22. B uemsx obecHedeHHS COXPAHHOCTH M 3aKPEILICHHS IopsiKa
pacTionoXKeHMs NOKYMEHTOB, BKIFOYEHHEIX B I€J10 Ha OYMa)KHOM HOCHUTEJIE, BCE €T0
JIACTBL (KPOME JIMCTA-3aBEPUTEN Jiela U BHYTpeHHeH OImvcH) HyMEpPYIOTCS B
BAJIOBOM IIOpAZKe apaObCkumu Hudpamu, KOTOPbIE NPOCTABIAIOTCS B IIPaBOM
BCpXHEM yIily JHCTa JOKYMEHTa IIPOCTBIM IpadUTHBIM KapaHIaIlloM I
HYMEpaTOpOM. YTOTpeOJieH!e YepHUT M IIBETHBIX Kapamjalledl [is HyMepaiuw
JIACTOB 3ampernaercs. JIUCTEl BHyTpeHHEH OIMCH HOKYMEHTOB [ejla HyMepyITCs
OTJEJIBHO.

JIuCTBI fen, COCTOSIMX M3 HECKONBKIAX TOMOB MJIM YacTel, HyMepyrTCs 10
K&XJIOMY TOMY WX 9aCTH OTHEIBLHO.

Dotorpaduu, 4epTexKHU, UarpaMMbl U PyTHe WITHOCTPATHBHBIE JOKYMEHTE,
IPEACTABIAIOIIME CAMOCTOSTENIBHBIA JIUCT B JIENE, HYMEPYIOTCS Ha OOOPOTHOM
CTOPOHE B JIEBOM BEPXHEM YTIIy.

CI10>XeHHbIH JIUCT pa3BOPauMBACTCS ¥ HyMEPYETCs B IIPABOM BEPXHEM yIiy.

Ipu sTOoM et mo6oro popmara, IOAMATEIN 32 ONUH Kpak, HyMEpYeTcsl Kak ojIdH
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JIUCT; JIACT, CIIOKEHHBIM U [OALIUTHIA 33 CEpeArHY, MOANSKUT NEPELIUBKE U
HyMEpYeTCs KaK OJIWH JIUCT.

JIucT ¢ Harmyxo HaKJIEeHHBIMH IOKYMEHTaMU (BBIPE3KAMH, BBIITHUCKAMHU,
dboTorpadusiMe) HyMepyeTcst Kak 0JIMH JTUCT. Ecnu K TOKyMEHTY MOKIICeHbI OJTHIM
KpaeM Jpyrue JOKYMEHTHI (BBIPE3KH, BCTABKH TEKCTa, NEPEBOIBI), TO KaXIbIM
JTOKYMEHT HyMepYETCS OTIIEIBHO.

[MogmmTeie B J€M0 KOHBEPTHl C BJIOXKCHUIMH HYMEPYIOTCS, IpPU 3TOM
BHauajle HyMepyeTcs KOHBEPT, a 3aTeM OuUepeIHBIM HOMEPOM KaK0€ BIIOXKCHHE B
KOHBEpTE.

[TogumTele B 1170 AOKYMEHTH C COOCTBEHHOM HyMepalued JIMCTOB
(BkJIOYas TIeYaTHBIE W3aHMSI) MOTYT HYMEpOBaThCS B OOIIEM TIOpSOKE WIH
COXpPaHATh COOCTBEHHYIO HyMEPAI[HIO, €CIIM OHA COOTBETCTBYET IOPSJIKOBOMY pac-
TIOJIOKEHUIO JIUCTOB B AeJIE.

B cnydasx oOHapyXeHUs OOJBIIIOro YWCHa OMHUOOK B HyMEparuy JIMCTOB
Jiena IIpoBOIUTCS nepeHyMepanus. [ Ipu Hanuaum oTAeNbHEIX ONTHOOK B HyMepaluu
JIMCTOB Jieia IOMyCcKaeTcsl yIoTpeOIeHue TUTEPHBIX HOMEPOB JIUCTOB.

4.23. Jluct-3aBeputens fena (rnpunoxerune Ne 8) coctasiserca Ha OTAEIBHOM
JIUCTE, B KAPTOTEKax — Ha OTACIHLHOM JIUCTe popMaTa KapTouku. JlucT-3aBeprTens
Jieria IOJIIMChIBaeTC ero cocTapuTeneM. Bee mocnenyromnie u3MeHeHUs B COCTaBe
¥ COCTOSIHUY fieria (TIOBpeXAeHUS, 3aMeHa ITOTMHHBIX JOKYMEHTOB) OTMEYal0TCs B
JIMCTE-3aBEPUTENIE CO CCHUIKONM Ha COOTBETCTBYIOIINY aKT.

3anpeniaeTcs BBIHOCUTH JIMCT-32BEPUTENIh Ha OOJIOXKKY JAeNia WM YUCTHIH
000pOT NHUCTa MOCNEeIHEro JOKyMeHTa. Eciin 110 TIOAIINTO UiTH TeperieTeHo 6e3
OaHKa JUCTa-3aBEPUTENS, OH JTOJDKEH OBITH HAKJICEH 34 BEPXHIOIO YacTh JIMCTa Ha
BHyTpeHH}OIO CTOPOHY OGTIOKH B KOHI[e 'J:[éna.

4.24. Ha o6noxke nea MOCTOSITHHOTO XpaHEHUs MPeayCMaTPUBACTCS MECTO
JU11 HAMMEHOBAHMS FOCYAapCTBEHHOIO (MyHULIMIIATBHOT0) apXUBa, B KOTOPHIN [lena
opranuzanuu OynyT npuHATH (mpumoxenue Ne 28). Ilpu odopmueHnn 00I0XKKH
Jiejla HauMEHOBaHWE OpTraHM3allMM YKa3bIBaeTCA ITOJIHOCTBIO, B HUMEHUTEIHEHOM

nagexe. IlonmHoe HauMeHOBaHWE BBIILIECTOSAIIEH OpraHM3aliyd YKa3blBA€TCA Hal
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HAaMCHOBAHUEM OpraHM3allMd — MCTOYHUKA KOMIUIEKTOBAHUS (TaKXkKe B
MMEHUTEIPHOM Majexe). Ecnu opraHmsanmus Wiy BBINIECTOAINAS OPraHM3aIMs
UMEIOT COKpallleHHBIC HAUMEHOBAHHA, TO OHH YKa3bIBAIOTCI B CKOOKax Mocie
[IOJIHOTO HAaUMEHOBAaHHS.

Ilpg  wu3MeHeHWw — HAaWMEHOBaHWMS  OpraHm3allMkd  (CTPYKTYPHOTO
NOpas/eNIcHusT) B TeYEHHUE IEPHOA, OXBATHIBAEMOT0 TOKYMEHTAMY [e7a, U IIPH
nepefade fiena B JIPYryl OpraHusanuio (CTPYyKTypHOE IoApas[eclieHHe), Ha
OOJI0XKKe Jena JIOMMCHIBACTCS HOBOE HAMMEHOBAHME STON OPraHH3aldy WK
OpraHM3alMU-NPABOIIPECMHUKA (CTPYKTYPHOTO IOJpA3feiieHus), a IIpeKHee
3aKJIOUaeTCs B CKOOKH.

4.25. Ha obnoxxke mena yka3slBaroTCs:

HalMEHOBaHWE OPraHK3alliy U €€ HEeNOCPEICTBEHHAS NOAYNHEHHOCTD;

HauMEHOBaHHWE CTPYKTYPHOT'O MOApasAeaeHHUs;

VH/IEKC Jieia;

HOMED ToMa (JacTH);

3aroJIOBOK Jena (Toma, 9acTu);

KpaiHue 1aTel fena (ToMa, 4acTH);

KOJIMYECTBO JIUCTOB B Aeje (TOME, 4acTu);

CPOK XpaHEHHS Jea;

apXUBHBIN MUp Hea.

4.26. 3aronoBok nena Ha GyMa)KHOM HOCHTENE W 3aTrOJOBOK SIEKTPOHHOTO
JieTIa IIePEHOCSTCS Ha O0JI0XKKY [eNa (3MEKTPOHHOrO Jiefia) U3 HOMEHKIATYPh! Aell
OpraHM3aIyy. 3aroioBOK JOJDKEH COOTBETCTBOBATH CONEPIKAHMIO JOKYMEHTOB B
Jere.

B Tex ciy4asx, KOTa [eJI0 COCTOUT U3 HECKOJBKHX TOMOB (qacreit), Ha 06-
JIOKKY KaXJOTO TOMa (4acTh) BBIHOCUTCH OOIMH 3arolOBOK [efa, a IpH
HEOOXOMUMOCTH - 3aI'0JIOBOK KQXXJIOT'0 TOMA (uactm).

B 3aronoBkax men, COmEpXKallMX KOMWH JOKYMEHTOB, YKa3bIBAeTCs Ha
KOJIM4ecTBO Kommi. IIogNuMHHOCTS JOKYMEHTOB Jiejla B 3arojIOBKE HE

OTOBapUBACTCS.




4.27. Jlena, BHECEHHBIC B TOJIOBBIE Pa3/eIibl CBOHBIX OMHUCEH, HIXPPYIOTCS
[I0CJI€ YTBEPXKAEHUS/COTIacoBaHusl TOJOBOr0 pasziena cBoguoi omwcu OIIK
ApXUBHOTO YYPEXIEHUS U YTBEPKAECHUS PyKOBOAUTENEM OpraHW3aluy (10 3TOro
ApXMBHBIH MU(P IPOCTABIIACTCS KapaHIaIlIoM ).

4.28. Ha obnoxke pmena ykaspiBaeTcs fara jena — roz(el) 3aBefeHus u
OKOHYAHUA /IeIa B JISONPOU3BOICTEE.

Ecmu B nmeno BKIIIOUEHB! NOKYMEHTHI (HANpUMED, NPHIOKEHHs), JaTta
KOTOPBIX HE COBITANAET C JATOW Jena, TO MOJ JATOM ¢ HOBOU CTPOYKH JeiacTcs 00
3TOM 3alKCh: «B fene UMETCs JOKyMEHTH 34 ... TOA(BI)».

JaTa mena MOXeET He yKa3bIBaThCS TOJNBKO Ha OOJIOXKKAX JIEN, COMepKalIUX
rOMIOBbIE IUTAHBI M OTYETHl U APYIUE JOKYMEHTHI, JIaThl KOTOPBIX OTPAXKAIOTCS B
3aroJI0BKax Jell.

Harort penm, cozepXamuX pPacIOPSIUTENBHYIO, TBOPYECKYIO U HMHYIO
NOKyMEHTaluo (HOKNanbl, IMHUChbMa, CTEHOIPaMMBI), Ui KOTOPOM TOYHAas
JATAPOBKA MMEET BAXXHOE 3HAUCHUE, a TAKOKe IS JIeJI, COCTOSAIIUX U3 HECKOJIBKMX
TOMOB (4aCTel), ABJIAIOTCS ATkl (YUCIIO, MECAL, TOJ) PErUCTpauMu (COCTABNEHHS,
IIOCTYIUICHHsI) CaMOr0 PaHHEro M CaMOro IIO3JHEro HOKYMEHTOB, BKIIOYEHHBIX B
Aeno (KpaifHue JatThl Jiell, JOKYMEHTOB).

Haro¥i pena, cojepiallero MPOTOKONBI 3aceaHni, SBIAIOTCS NaThl
YTBEPXKICHUA (€CIU OHH YTBEPXKAAIOTCS) WIM AaThl [E€PBOTO U IIOCIEJHETO
IIPOTOKOJIA, COCTABIIAIOMIHX JIETIO.

JlaTo# TMYHOTO fena SBJLIOTCSA JaThl NOAMMCAHUS TPUKA30B O IPUEME U
YBOJILHEHHMH JIUIA, HA KOTOPOE OHO 3aBEJIEHO.

Ilpn obo3HaueHWM naThl JOKYMEHTA4 CHAyaja YKa3bIBAETCS YMCIIO, 3aTeM
MecsI ¥ rof. UHCIIO i 1o 0603HAIaI0TCH apabckuMu 1udpamu, Ha3BaHUe MéCSIHa
— CJIOBOM.

Ecnu mata fOKyMEHTa WM OTAENBHBIEC €€ 3JICMEHTHl ONpPENESIOTCS TpH-
ONM3UTENbHO, Ha OCHOBAHWH aHalW3a COJEpXKaHWs NOKYMEHTa, TO JaTa WIH
OTHCJIbHBIE €€ DJIEMEHTEl, HE a0CONIOTHO JOCTOBEpHBIE, 3aKIIOYaloTCs B

KBaJ(paTHbIE CKOOKH.
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4.29. OOGsA3aTeNnbHBIME PEKBH3UTAMH OOJOXKKM Jea ABAIOTCS yKa3aHUe
KONWYECTBA JIUCTOB B Jiene’ (IIPOCTABNAETCS HA OCHOBAHWMM JIHCTA-3aBEPHTEINS
Ziena) ¥ CPOK XpaHeHHsa Jena (Ha [eflaX MOCTOSHHOTO XpaHEHHWs IHIIeTCs:
«XpaHUTH IOCTOSHHOY ).

4.30. J/lng y4eTa HOKyMEHTOB OIpE/IENICHHBIX KaTeropuil en Ha 6YMaXxHOM
HocuTele (JIM4YHBIE, CyneOHBle Jefla, MarepWanbl YrOJNOBHBIX €N, fAela O
NPUCYXICHUM YUEHBIX CTEIICHEH U IPHUCBOCHUY YUEHEBIX 3BaHKH, /16714, CBI3aHHbIE
C BBIIAYCH aBTOPCKMX CBHIETENBCTB U NATEHTHBIX W300pETEHHIN) COCTABIAETCS
BHYTPEHHsAA OIIMCH JOKYMEHTORB JI€JIa.

Ecnu neno na 6ymakHOM HOCHTENE MEPEMIETEHO UITH MOAIINTO 6e3 Granka
BHYTPEHHEH OINKCH JOKYMEHTOB, TO COCTaBICHHAas 10 YCTAHOBJIEHHOH (opme
BHYTPEHHSISI OTIUCH IIOAKIEUBAETCA K BHYTPEHHEY CTOPOHE JIMIEBOM 0OTI0KKH [iea.

V3meHeHus coctaBa JOKYMEHTOB Jieiia (U3bsTHS, BKIIOYEHUS JOKYMEHTOB,
3aMeHa JIOKYMEHTOB KOlMsAMM) oTpaxaioTcs B rpade «[IpuMeuanne» BHyTpeHHEH
OIMCH CO CCHIIKaMH Ha COOTBETCTBYIOIIME aKThl. [Ipyr HEOOXOMUMOCTH MOTYT OBITh
COCTaBII€HB! HOBAsi HTOTOBAS 3AIIMCh K BHYTPEHHEH OITUCH U TUCT-3aBEPUTEND JEAa.

4.31. Jlena nepeniatoTcsl B apXUB OpraHU3alliy 1O OIKCSIM, COCTABJICHHbBIM B
CTPYKTYPHBIX IIOAPA3CICHUSIX.

Onwicu e CTPYKTYpHBIX LIOApa3aeeH i COCTABISIOTCS IO yCTaHOBIEHHO!
dopme (npunoxenne Ne 23, 24) B AByX 3K3eMIUIIPaX U NPEICTABISIOTCS B APXHUB
OpraHu3allid He TIO3[HEE YeM 4epe3 OAMH TOf I[OCie 3aBepilieHMs [l B
JIENOIIPOU3BOJICTBE.

Onycu COCTaBNAIOTCA OTACNBHO HA Ji€a MOCTOSHHOIO XpaHSeHWS, Aela
BpEeMEHHBIX (CBEInIE 10 JIeT) CPOKOB XpaHEHUs, B TOM YKCIIE 1O TMIHOMY COCTABY,
U JieJ1a, COCTOSIIHE U3 nOKyMeHiOB, XapaKTEPHBIX TONBKO IS NAaHHON OpraHu3aluy
(CyneOHble, Cle/ICTBEHHbIE feila, HayIHbIe OTYETH 10 TeMaM). OTHeNbHBIe OmHuCH
COCTaBJLIOTCS Ha €AWHHMILI XPAHEHHUS 3JIEKTPOHHBIX JOKYMEHTOB MOCTOSHHOIO
XPaHEHHUs]; BpeMeHHEIX (CBBIe 10 IeT) CPOKOB XpaHEHHS, B TOM YHCIIE 10 JIXYHOMY

COCTaBy.

13 Jinst gen wa 6yMaxHOM HOCHTENE.
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4.32. Ilpu COCTAaBICHHM OIWCU JeN CTPYKTYPHOTO [IOIpa3/IeNICHAS
COOIMIONIAFOTCSI CITeAYIOLIIE TPeOOBAHKA:

3aroJIOBKM JI€N BHOCSATCS B OIMCH B COOTBETCTBHU C IIPUHATOH CXeMOM
CUCTEeMaTHU3alUWH Ha OCHOBE HOMEHKIIATYPHI JIEJ;

KaXJI0€ NeJI0 BHOCHUTCS B ONUCH II0J IOPSIKOBEIM HOMEpPOM (ecid [eyo
COCTOHUT M3 HECKOJIBKMX TOMOB MJIM 4acTel, TO KaX bl TOM HIIA 9aCTh BHOCSITCS B
OIIMCH IO IOPSIKOBBEIM HOMEPOM);

rpagpl OMMCH 3aNONHSIOTCA B TOYHOM COOTBETCTBUH CO CBENCHHSAMH,
KOTOPBIE BLIHECEHBI Ha O0JIOKKY Jea;

rpada onucu «llpuMeuanue» HUCIONB3yeTCs i OTMETOK O IpHeMe Jell,
OCOOECHHOCTSX (PU3MYECKOTO COCTOSHHS, O Iepenade el APYTHM CTPYKTYDHBIM
IIOAPA3AEJICHUSIM CO CCHUIKON Ha HeOOXOMUMBIH aKT, O HATUYHH KOTIVA.

B xonue omucu Belen 3a nociendel ONMCATENbHON CTAThell 3aroNHASTCS
UTOTOBAsl 3allMCh, B KOTOPOH yKa3bIBarOTCH (UU(MpPaMU H IPOIKMCHI0) KOTUIECTBO
JIeN, TEPBEIF U MOCIEAHNH HOMepa Jesl II0 OIHCH Jell, a TaKXKe OroBapHBAarOTC
' OCOOEGHHOCTH HyMEpalMM [el B ONUCH (HAIMYHe JNUTEPHBIX W POITyIIEHHBIX
HOMEpPOB).

Iepen BHeceHWEM 3aroJiOBKOB [eJl B ONHWCh HPOBEPSIOTCS KAYECTBO
$opmupoBaHua U OYOPMIICHHUS e, COOTBETCTBHE KOITHIECTBA [ell, BHOCHMBIX B
ONKCH, KOTMYIECTBY 3aBEICHHBIX J€] 110 HOMEHKIIAType JeJl OpraHu3alliH.

IIpn mpocMoTpe men IpOBEPSAIOTCS: COOTBETCTBUE 3arojioBKa JeNa COLep-
KQHHUIO OKYMEHTOB B [iefle; NPaBUIIBHOCTL OQOPMIICHHS ¥ IPYIIMUPOBKHU JOKY-
MCHTOB, BKJIFOYEHHBIX B J[€JI0; KaYeCTBO IMOMINMBKY MU Ieperuieta Aena; Ipa-
BUNBHOCTh HYMEpAIMH JIUCTOB JefIa; HAIM4YKE B Jlesle, B HEOOXOAUMBIX Cydasx,
BHYTpEHHEH OINCH [ena u TIPaBUILHOCTE €€ COCTaBJIEHUA; MPaBUILHOCTE
oQopmiieHus O6NOXKKY [ea; HaluYne U IPaBUILHOCTD JIHCTa-3aBepUTeNIs Aena. B
cilydae OOHApyXEHWS HapyIIeHHs YCTAHOBIEHHBIX MPaBHI (DOPMHPOBAHUA H
0(OPMIIEHHS iel OHU JIOIKHBI OBITH YCTPaHEHHL.

B ciryuae oGHapyKeHus OTCYTCTBHS AEIT, YHCISIIMXCSA TI0 HOMEHKIIATYPe el

OpraHU3alyy, CTPYKTYPHBIM IIOJPa3/IeICHHEM IPUHAMAIOTCS MEPHI II0 PO3BICKY.
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OGnapyxkeHHBIE [IeNa BKIIIOYAIOTCS B OIMCh. ECIM TPUHATHIE MEPHl HE Ay
pe3ynbTaroB, TO Ha HEOOHApYXKEHHLIE JeNa COCTaBisSeTcs akT o0 yrpare
JIOKYMEHTOB,  KOTODBI  IOANMCHIBAETCS  PYKOBOAUTEIEM  CTPYKTYPHOTO
TOJIpas/ieIeHKs U [ePeJlaeTcsl BMECTE C OIIUCKIO /1€ CTPYKTYPHOTO MOApa3ieIeHus
B apXHB opranuzanuu (rpunoxenue No 6).

4.33. Ilepenaya nex B apXuB OpraHM3ally OCYILECTBISETCSA IO Ipaduky,
COTIACOBAHHOMY C PYKOBOAMTENSAMHU CTPYKTYPHBIX IOAPA3CICHUH, epeaaronix
JIOKYMEHTEI B apXUB, A YTBEPKICHHOMY PYKOBOIUTEIEM OPTaHU3AI[HH.

B mepmox moAaroTroBku fAen Ha OyMaXXHOM HOCHTENE CTPYKTYPHBIM
MoJIpa3jieJieHHeM K Iepefade B apxyuB OPraHU3alllM COTPYJAHHUKOM apXuBa
IIPOBEPAETCS TPABUIBHOCTE HUX (DOPMHUPOBAHUS, OQOPMIIEHHS M COOTBETCTBHE
KONUYeCTBa A€/, BKIIOYEHHBIX B OIMCH, KOJIMYECTBY Aei, CHOPMUPOBAHHBLIX B
COOTBETCTBHM C HOMEHKIATYpOH Jel OpraHusalyd. Bce BbIIBIEHHBIE IIPH
IIPOBEPKE HENOCTATKM B (GOPMHPOBAaHMHM H OMOPMIECHUH Jeil pabOoTHHKY
CTPYKTYPHOIO ITOApa3ieNieHus 00s3aHbl YCTPAHNUTb.

IIpuem-nepenaya nen B apXuB OpPraHU3ALUK IPOU3BOIMTCS DPaGOTHUKOM
apX¥Ba OpraHM3aly B IPUCYTCTBUH PabOTHHKA CTPYKTYPHOIO Mojpasaeienys. Ha
BK3EMILIAPAX OIMCH JIeNl, JOKYMEHTOB IPOCTaBIISIETCS OTMETKA O HAIMYMU jena. B
KOHIIC KaxJIO0TO OK3eMIUIIpa OIKUCH YKa3bIBalOTCA LUGpaMU W IIPOIKCHIO
KOJIMYECTBO (aKTUIECKH NPHHATHIX B apXHB e, HOMepa OTCYTCTBYIOLMX eI,
naTta npueMa-repenady Jel, a TakkKe [IOAIUCH JIKIa, OTBETCTBEHHOTO 3a apXuB, U
JULa, IepeIaBIero aeja.

434. Tlepenaya 5JNEKTPOHHEIX JIOKYMEHTOB B dapXWB OpraHM3aIlkf
IPOU3BOJIUTCS Ha OCHOBAHMH OIINACEH SJIEKTPOHHBIX A€, JOKYMEHTOB CTPYKTYPHBIX
IOZpa3/IeNIeHH 110 HH(1)opMauI/IoHHo-TeneKOMMyHHKauHOHHoﬁ céTH (Ipu BanUIAA
B apxWBe OprasMsallid HH(QOPMAIMOHHONW CHUCTEMbI) WM Ha (QU3WYECKH
000COONEHHBIX MATEPUAIBHBIX HOCHTENSX, KOTOPBIE IIPEJCTaBIAIOTCS B ABYX
UIEHTUYHBIX 9K3eMIUIIpax.

Ilpy nmepepade BNEKTPOHHBIX JOKYMEHTOB B apXWB OpPraHM3alUH

BBITIOJIHAYOTCS CJICAYIOINUE OCHOBHBIC ITPOLELYPEI pa6OTI>I ¢ JOKyYMCHTaMMu:
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(opmupoBanze B MHQOPMALIHOHHON cHCTeMe OpraHM3allK 3ICKTPOHHLIX
ACTL, ABIGIOIIMXCA COBOKYITHOCTBIO KOHTEHHEPOB 3IEKTPOHHBIX JOKYMEHTOB HIIK
KOHTEHHEPOM JJIEKTPOHHOIO [OKYMEHTA, COMAePIKANM KOHTCHT U MeTa/laHHbIe
SJICKTPOHHOTO NOKYMEHTA, (PafIIbl ANEKTPOHHBIX TOAMUCEH 1 BU3YaJIU3APOBAHHYIO
KOIHIO TEKCTOBOI'O 3IEKTPOHHOTO IOKYMEHTa B popmate PDF/A

(GOPMHUPOBaHHE OIMCH BIEKTPOHHBIX JIe, JOKYMEHTOB CTPYKTYPHOIO
[IOIpa3ieIeHus;

[IPOBEPKA apXuBOM OPraHHM3alliK SJIEKTPOHHBIX AOKYMEHTOB HA HAIHYHE
BPEIOHOCHBIX KOMIIBIOTEPHEIX [IPOIPaMM;

[IpOBEpKa BOCIIPOM3BOAUMOCTH 3TI€KTPOHHEIX IOKYMEHTOB;

IpOBEpKa (U3UYECKOr0 ¥ TEXHWYECKOrO COCTOSHHS HOCHTENel (pm
TICpellaie  SJICKTPOHHBIX JOKYMEHTOB B apXHB OpraHU3alldd Ha (DH3WIECKH
000COONEHHBIX MaTepHAIIBHEIX HOCHUTEISX);

NPOBEPKA  IOLJIUHHOCTH 3ICKTPOHHOH IIOJNMCH, KOTOPOM IMOJIUCAH
QJIEKTPOHHBIN JOKYMEHT.

IlppeM  2MEKTPOHHBIX — JOKYMEHTOE B apXWB  OpPraHM3al[id 10
MH(OPMAITHOHHO-TENEKOMMYHUKAIIAOHHOH ~ CeTH (pM  HanMuuYWKd B  apXuBe
OpraHH3alMy HHGOPMALMOHHOK CHCTEMBI) MMM Ha (QU3MYECKH 06OCOGIEHHBIX
HOCHUTENAX O(OPMIISETCS COCTAaBIEHHEM MTOTOBOH 3aricy B KOHLIE OITUCH
SJICKTPOHHDIX NIeI, IOKyMEHTOB, B KOTOPOH MU(bPaMH ¥ NMPOIHCHIO yKA3HLIBACTCS
KOJIMIECTBO (HaKTHYECKU NPUHATBIX B apXHB 3JIEKTPOHHBIX [eN 7 JNEKTPOHHBIX
ROKYMEHTOB. MITOroBas 3aImuck NoATBEPKIACTCS MO MIHCIMU COTPYJIHHKA apXuBa U
COTPYAHHKA CTPYKTYypHOTO TOJpa3/ielleHus], TIePeaaBIIero 3NeKTPOHHbIE Aela 1
RoxymenThl. [Ipu npueme Ha apxuBHOe XpaHeHwMe JNIEKTPOHHBIE JieNa 3aBEePAIOTCS
OIEKTPOHHOHU TIOANKCHIO PYKOBOAWTENS OPraHU3aly, WK YIOJHOMOYEHHOI'O MM
JIOJDKHOCTHOTO JIMLIA.

Iocme mnpuema B apxuB >NEKTPOHHBIX JAOKYMEHTOB Ha (DU3UYECKH
000COGIEHHBIX MaTepHANbHBIX HOCHTENIX BKIIaJIbIIIH, [TOMEIUEHHbIE B (yTIIsp
CAMHHLE! XPaHEHHS B CTPYKTYPHOM I[OADA3/IENeHNH, 3aMEHSIOTCS Ha BKJIAIBIIIH,

0(hOpMIICHHEIE B apXuBe.
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Ha Bxkmagpiie, nomemaemMoM B QyTIsIp eAUHHIE! XPAHEHMS, 0GOPMIIIEMOM
B apXyBe, YKa3hIBACTCs:

HauMEHOBaHHE OpraHu3aluu (MOTHOE, COKPaIIeHHOE);

HoMep (oHaa;

HOMEp OIIMCHU AEKTPOHHBIX JeJl, TOKYMEHTOB;

HOMEp JieNa Mo OIIHCH;

OTMETKA O CTaTyce OJK3eMIUIIpa SJCKTPOHHBIX JOKYMeHTOB: «OCH.»

(ocHOBHO#) mim «Pab.» (pabounit);

KpaliHHE NaThl JOKYMEHTOB JJIEKTPOHHOTO JIeNa;

npu  HeoOXOAMMOCTH  OMOPMIISIFOTCS — JOIOJHUTENbHBIE OTMETKH 00

OrpaHUYEHUH JIOCTYIIA K JOKYMEHTaM.

Bxmagenn  nomemaercss B Gymigp  Qusuueckd  000COGIEHHOrO
MaTEepPUAILHOIO HOCUTENS TakuM 00pa3oM, 4ToObl HAAMKCH Ha HeM OBLIN BHIHBI

IIPH 3aKpBITOM (yTIIsIpe.

V. OPT AHM3 AL UCITOJIb3OBAHM S JIOKYMEHTOB APXUBHOI'O
®OHJIA POCCHUCKOU ®EJEPAITMU U JIPYTUX APXUBHBIX
JTOKYMEHTOB OPT AHU3AITMU

5.1. ApxuB opraHu3zaIyy JODKEH IPEAOCTABIIATH OIh30BATENIO JOKYMEHTEI
ApxusHoro dorzna Poccuiickolt ®Penmepanuu u Apyrue apxuBHBEIE HOKYMEHTHI, a
TaKXe CIIPaBOYHO-IIOUCKOBBIE CPE/ICTBA K HUM.

5.2. Jloctynm K [OKyYMEHTaM MOXeET OBITh OTpaHWyYeH B COOTBETCTBUU C
3aKOHOJaTeNbcTBOM Poccutickol @Pepnepanuy, a TakKe B COOTBETCTBHU C
pacriopspkeHueM  COOCTBEHHUKA WM  BIIAJAENbla  APXHMBHBEIX  JOKYMEHTOB,
HAXOMAIIUXCS B YACTHOH COOCTBEHHOCTH %,

5.3. Ionp3oBarenu Npu KCHOIH3OBAHUU JIOKYMEHTOB apXwBa OpraHu3alny

0053aHbI ACJIaTh CChUIKK Ha MECTO XpaHECHUA JOKYMECHTOB.

“Yacts | crareu 25 OenepansHoro 3akoHa oT 22 okTabps 2004 r. Ne 125-@3 «O6 apxusHoM aene B Poccuiickoit
Deaepanyny.
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5.4. Cocrap HCA apxuwBa Opramusalldid ONpegenseTcss COCTABOM U
COAEPIKaHUEM XPAHIIIMXCS B HEM JIOKYMEHTOB, XapakTepOM U 3a7a4aMy IOUCKA U
MHTCHCUBHOCTBIO UCIIOJIB30BAHUSA JOKYMEHTOB.

OcHoBHbM ~ (00A3aTeNIBHEIM) ~ APXUBHEIM ~ CNIPAaBOYHHUKOM B apXUBE
OpraHM3alliK SBJIAETCA OIMCH JieN, JOKYMEHTOB. B nomonHenune B apxmbe
OpraHu3alliy BEHyTCs BCIOMOTATENbHBIE apXWUBHBIC CHPABOYHUKH - KaTAJIOTH,
yKasaTeju, UCTOpHYeCKas CIpaBKa K QOHY.

5.5. B nenax obecneyenus cOXpaHHOCTH, CBOEBPEMEHHOI'0 0T6OpA U yUeTa 1
CUCTEMATH3ALUU A, IOIEKAIIMX TOCTOSHHOMY ¥ BpeMeHHoMY (cBBIme 10 jeT)
CPOKOB XpaHEHHUsI, B OpraHU3aluyi COCTABIIAIOTCS OIUCH [eNl, JOKYMEHTOB.

Onwicu COCTaBIIAIOTCS OTACIBHO HA JIENa, JOKYMEHTHI:

IIOCTOSIHHOTO CPOKa XPaHEeHHS;

BpeMEHHBIX (CBbILIe 10 JIET) CPOKOB XpaHEHHMS;

I10 JIMYHOMY COCTaBY;

XapaKTepHbIE TONBKO /UL JaHHOM OpraHusanuy (CyneGHbIe jena, MaTeprabl
YTOJIOBHBIX JIeJI, HAy9HBIE OTYETHI 110 TEMAM).

AHaJoTuuHblE ONUCH COCTABIAIOTCS Ha SJIEKTPOHHbIE [e/a, JOKYMEHTEL.

CBozmHBIE OIMCH [N, NOKYMEHTOB OPraHMW3allMd COCTOST W3 TOMOBBIX
PaszieNnoB, COCTABISEMbIX Ha OCHOBE IIEPEJaHHBIX B apXUB OPTaHM3aIMHK OIIUCeH e
€€ CTPYKTYPHBIX IOApa3eJIeHUH 32 OIPEIETIEHHbIE TOIbI, U CHCTEMATH3MPOBAHHBIX
B Ipelenax KaxIoro roga B COOTBETCTBHM C YTBEPXKIEHHOM CTPYKTYpOM
OpraHM3alyy Ha 3TOT 'O,

Omucu  nesn, NOKyMEHTOB COCTAaBIIOTCS 110 YCTAHOBIEHHOM —dopme
(npunoxenus Ne 14, 15, 16, 17, 18) 1 cOCTOAT U3 ONMCATENBHBIX CTATEN €IUHMUIL
XPaHEHHs, UTOTOBOH 3aIIMCH, JTUCTA-3aBEPUTEIIS M CIIPABOYHOIO ANTapaTa K OITHCH.

OnvcarensHas cTaThs ONMCH BKIKOYACT: NOPSJIKOBBIA HOMED CAMHUIII
XpaHEHHsd; HHACKC €MUHUIE! XpaHeHMd (II0 HOMEHKJIATYpe JEN); 3aroJIOBOK
CIMHULBI XPAaHCHMs, BKIIOYAXOIMH yKa3aHWe Ha Hald4We KONWH, eclid B Hel
XPAHATCA KOIMHU [OKYMEHTOB; KpaiHue JaThl €AVHHUBI XPAHEHUS; CPOK XPaHEHNU

(i ommced ey, OKyMEHTOB BPEMEHHOIO XpaHEHWd);, KOJIMYECTBO JIMCTOB B

~
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eIMHUUE XpaHeHusd. 3arojioBOK Jiela MOXeT OBITh [OTONHEH aHHOTalueH
OTHEJIBHBIX JIOKYMEHTOB (TPYIIIbl JOKYMEHTOB) €IMHUIIBI XPAHEHHUS.

B cmpaBouHslll anmapar K ONUCH BXOJMT: TUTYJIBHBIH JIUCT, COJIEpKaHUE
(ornaBiieHHE); PEOMCIOBHE; CIMCOK COKPAUICHHUM;, yKa3aTeld K OIUCH
(IpenMeTHBIH, IMEHHOM, reorpadudeckoi).

CocTaB cnpaBOYHOIO anmapara K OIUCH 3aBHCHT OT CpPOKa XpaHEeHUS
BKJIFOYEHHBIX B HeE JOKYMEHTOB U UX BUJIOB.

K onucsam nes, TOKYMEHTOB IOCTOSIHHOTO XPaHEHUS U TI0 JIMYHOMY COCTaBY
COCTaBIAIOTCA TUTYJIBHBIN JIUCT, IPEAUCIOBUE, OTTIABIICHNE, P HEOOXOIMMOCTHY —
CIIMCOK COKpAIeHUH, yKa3aTeu.

Ha TuTynpHOM JMCTE ONWCH YKa3bIBalOTCSI: IOJHOE HAMMEHOBAHIE
rOCYJapCTBEHHOr0 (MYHMIMIIANLHOTO) apXuBa (eClid OpraHu3auus SBISETCS
HCTOYHMKOM €r0 KOMIUIEKTOBaHMS), TIOCJHEJHEe TIOJIHOE HaVMEHOBaHUE
OpraHu3aliy, COOTBETCTBYIOIEE HA3BAaHUIO €€ AapxXUBHOTO (QOHIa, HOMEp
apxuBHOro ()OHJa, HOMEp U Ha3BaHHE OIUCH, KpaliHUe [[aThl BHECEHHBIX B OIKChH
eIVHUI] XpaHCHHUS.

Ecnu HauMeHOBaHHe OpraHM3allu¥l W3MEHSIOCHh, Ha TUTYJIBHOM JIACTE (B
Cllydyae HEOOXOAMMOCTM — Ha JIONOJHHUTENFHOM JIMCTE) TOA IOCIETHUM
HaUMEHOBaHUEM OpraHU3allMK YKa3bIBalOTCSA B CKOOKaxX Bce e€ ImepeMMeHOBaHA B
HUCTOPUYECKOH  (XpOHOJOTMYECKOW)  IIOCIE[NOBATENIBHOCTH 32  IIEPHOL,
COOTBETCTBYIOIINH KpallHUM [1aTaM eIMHUL] XpaHEHUs, BKIIIOYEHHBIX B OIIHCH.

B npenucioBun K ONMCH KPaTKO U3JIAraroTcs NepeNMEeHOBAHMS OpTaHn3aliy
B  HCTOPHYECKOM (XPOHONOIMYECKOH) IIOCNEJOBATCIBHOCTA 33  IIEPHOM,
COOTBETCTBYIOLIMY KpadHMM [aTaM EJUHUL] XPaHEHWs, BKIIOYEHHBIX B OIHUCE.
HpezmcnoBI/ie IOATKUCHIBACTCS. COCTaBUTENIEM C yKazaHHeM nonﬁcﬁocm U J1aThl
COCTaBJICHUS.

K omucu men, nokyMeHTOB BpeMeHHOTo (cBbimie 10 5eT) xpaHeHWs, npu
HEOOXOIUMOCTHU TAKKe MOTYT COCTABIISITHCS OTJIABJICHUE, CITUCOK COKPAIIEHHH,

Onucu (ro10BBIE pazfesibl OIKCeH ) A€, JOKYMEHTOB COCTaBIISIOTCS

NOCTOSHHOI'O XpPaHEHNA — HE MEHEE YEM B HETBIPEX IKIEMIUIAPAX: TPpU Ha




OyMaXHOM HOCHTENEC ¥ OIWH — B DJIGKTPOHHOM BHJE (B Ka4decTBe pabOYero
AK3EMILIIPA);

BpeMeHHOro (cBhiitie 10 n1eT) XxpaHeHNs — He MeHee YeM B JIBYX SK3eMIIIPax;

JIOKYMEHTOB MO JIMYHOMY COCTaBy OpraHu3aluii — HCTOYHHUKOB
KOMITJIEKTOBAaHUS I'OCYapCTBEHHBIX (MYyHUITUIIATBHBIX) apXHUBOB — HE MEHEE YeM B
YETBIPEX IK3EMIUIIPax: TPU Ha OyMaXHOM HOCHTENE, OJUH — B 3JIEKTPOHHOM BUJE
(B KagecTBe pabodero 3K3eMIUIpa);

JIOKYMEHTOB IO JIMYHOMY COCTaBy OpraHW3aIui, He SBJISIONIXCS
MCTOYHUKAMH KOMIUIEKTOBAHUS T'OCY/IaPCTBEHHBIX (MyHUITUTIANBHBIX) apXUBOB, —
HE MeHee YeM B TpeX dK3eMIUIsIpax.

Onucu (roioBEIe pa3iersl OIUCEH) JelT, TOKYMEHTOB BpeMeHHOTo (cBbiiie 10
jetr) xpaHesums cornacosbiBatorcsi ¢ LIOK (BK) opramumzanuum, mnocie dero
YTBEPXKIAIOTCS. PYKOBOIUTEIIEM OpPTaHU3AITHH.

Ha paccmotpenne DIIK npencTaBisioTes, He MeHee YeM uepe3 3 roja mocie
3aBEPIICHUS AENOMPOU3BOICTBOM JIell, BKIIFOUCHHEIX B pa3fien:

onucH (roJIOBbIE pa3ielbl OIMCEH ) e, JOKYMEHTOB IIOCTOSHHOTO XPaHEeHHUS
JUISL YTBEPIKIICHUS;

onucu (TOJAOBBIE pasfelibl OMUCEH) [iell, JOKYMEHTOB II0 JINYHOMY COCTaBY
IUISL cornacoBanms ',

Ilocne yrBepxpeHus (COIAacOBaHUs) ONKMCEH (TOLOBBIX PasfieNioB ONUCEH)
OIIK oHHU yTBepX Aar0TCS PyKOBOIUTEIEM OPTraHU3aI[iH.

B rocynapcTBeHHBIN (MyHULINTIAIBHEIN ) apXUB HePeAat0TCs TPH SK3EMILIApa
OIIMCH JieJI TIOCTOSIHHOTO XPaHEHWs, OAWH 3K3EMIULIP OMUCH AeN IO JUYHOMY
COCTaBy, YTBEPKJeHHBIX (cornacoBanHbix) JIIK, a Taxke 1o ogHOMY HK3EMIUISIPY
KaXIOH OITHCH B 3/1eKTPOHHOM dhopme (B KauecTBe pabouero sK3eMIIsIpa).

OnuH 5K3eMIULIp ONMCH [eN MOCTOSHHOTO XPaHEHHUS W [IBa 3K3eMIUIsIpa
OIIMCH [Ie] II0 TUYHOMY COCTaBY OCTAIOTCS B OpraHU3aIMH.

Brecenre n3aMeHeHUY B TOJOBOY pa3zell ONHUCH Jell, JOKYMEHTOB IIOCHE €ro

B Onucn AEJI, AOKYMEHTOB [0 JIMUHOMY COCTaBY COIJIACOBLIBAKOTCA COOTBETCTBYIOWMUM T[OCYNapCTBEHHBIM
(M}'H[/ILII/lHaJ'IbeIM) ApPXHUBOM COTJIACHO MIPEAOCTABJICHHBIM €MY ITOJTHOMOUYUAM.
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yrBepx)aeHus (cornmacoBanmsa) OIIK jpomyckaercs TOMBKO Ha OCHOBaHUM
coOoTBeTCTBYIOIIEro petenus JI1K.

5.6. McTopuueckas crpaBka K (OHIY COCTOUT M3 TPEX PaslmelloB: HCTOPUS
(poBIo00pa30BaTeNs, OTPAKAIOIIAS HCTOPHIO OpPIraHM3allud CO CCHLUIKAMH Ha
COOTBETCTBYIOIIKE 3aKOHOJATENBHEIE U HOPMATUBHBIE aKThi (AaTHl 00pasoBaHusl,
[IEpEVMCHOBAHUS, peopraHu3arnuy, JTUKBUJIAIINH, BEZOMCTBEHHYIO
IPUHAJIEXKHOCTD, CTPYKTYPY H GYHKINH, NX U3MEHEHNS, Ha3BaHHe OPraHU3aluy —
IIPeIIECTBEHHNKA ), HCTOpUs PoHa (00BbeM, KpallHKE AaThl JOKYMEHTOB, CTEIICHb
UX COXPaHHOCTH, AaThl II€peNadd NOKyMEHTOB Ha NOCTOSHHOE XPaHEHHE) U
XapaKTEPUCTUKA JOKYMEHTOB (QOHIa (Pa3HOBHIHOCTH JOKYMEHTOB, 0COOEHHOCTH
(GopMHUPOBaHKS €AMHHUI] XPAHEHUST ¥ UX CHCTEMATH3alluM, HaJHYde JOKYMEHTOB,
BBIXOJUILIMX 38  XPOHOJIOTMYECKUE IPaHUIIBI AeITEIHHOCTH (HOHI000pasoBares,
COCTaB CIPABOYHOTO annapara K GOH/IY, MECTO XPaHEeHUsI JOKYMEHTOB I10 JTMYHOMY
COCTaBy).

Hcropuueckas cripaBka K GOHIY COCTaBISLETCS B IBYX OK3EMILIAPAX, OJUH —
XpaHuTcs B gene (OHOA, BTOPOM — IepemaeTcss B T'OCYHapCTBEHHBIN
(MyHUIUITQTBHBIN) apXuB.

5.7.  OcHOBHBIMH (OpMaMH WCIIONB30BAHUS  JOKYMEHTOB  apXMBa
OpTaHU3aIuH SBISHOTCS:

uH(pOpMalMOHHOE obecnieuerre pabOTHUKOB OpraHu3aLliY;

UCIIOJTHEHNE 3aIIPOCOB MOJIB30BaTeNel, B TOM YHCIIE 3allpOCOB TpaKiaH
CONMANILHO-IIPABOBOTO XapaKTepa,

BbIJlaya JOKYMEHTOB M €]l BO BPeMEHHOE IIOJIF30BAHKE, NPEIOCTABIICHUE
KOITMH apXMBHBIX JOKYMEHTOB II0 3al(pocaM I0I530BaTENEH, B TOM YHUCIE B topme
3JIEKTPOHHBIX JIOKYMEHTOB. |

®opMamMu HCHOJIB30BaHUA NOKYMEHTOB apXdBa OpPraHU3alMK SBJISIOTCS
TaKXKe:

WHOPMUPOBAHNE CTOPOHHUX OpPTaHM3aluii O HAIMYMHA M COAEPKAHWUH
HUMEIOIIUXCS B apXUBE IOKYMEHTOB,;

HCITIOJIb30BaHKE JOKYMEHTOB B CPEICTBAX MacCOBOH HHGOpMAIIUY;
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UCIIONb30BAHME JOKYMEHTOB JJIS [TOJTOTOBKH HCTOPUKO-HHMDOPMAIIHOHHBIX
MEPONPUATHH: BEICTABOK, SKCKYPCUH, KOHQEpEHIML;

BBIIa4a JOKYMEHTOB JJIA paboThl B YHUTAJbHOM (IIPOCMOTPOBOM) 3aile
apxuBa;

Oprasm3anys [JOCTyna paOOTHHKOB OpPraHM3alUM K JOKYMEHTaM apXhBa
Iy TEM MCIIONb30BaHMsI HH(POPMAITMOHHO-TEJIEKOMMYHUKAIMOHHOM CETH.

5.8. ApXuB OpranM3anyy JOJDKEH BECTH y4ET UCIONB30BAHMUS JOKYMEHTOB, B
TOM YHCIIe BBIIAYVM MOKYMEHTOB M Jiell, BBLIAYM APXHUBHBIX CIIPABOK, BBIIIMCOK,
KOITUHA JJOKYMEHTOB.

5.9. 3ampocel nonp30oBaTeNeld, IMOCTYNAKOIIME B APXUB OPraHU3alMH,
TOIPa3JeNIAIOTCSA Ha TEMAaTHYECKHE ¥ COLMAIBHO-TIPaBoBhle ®.

5.10. ApxuB opraHusaluM JOKEH PacCMaTpMBaTh U MCIONHATH 3alIPOCHL,
IIOCTYIMHUBIIKE B NUCHBMEHHOH (opme.

3anpoc nons30BaTeNd AOJHKEH CONEPXKATh CIEMYIONIYI0 HHGOPMALIUIO:

HaUMEHOBaHHE IOPUIMYECKOrO JIMIa — aBTopa 3ampoca (Ui IpaxiaH —
(bamunuy, UIMEHH, OTYECTBA, ITPU HATUYAM TTOCHIETHETO);

IIOYTOBBIHM H/WIHU 3NIEKTPOHHBIA aJIpec, 10 KOTOPOMY JOIDKEH OBITH JaH OTBET;

CBEIICHUS, WHTEPECYIOUIME IIONB30BaTENs] W XPOHOJOTMYECKHE PaMKH
3ampaBaeMoi HHHOPMAIINH;

Gopmy monmydeHHs mHOJNb30BaTeNeM HH(OpManmK  (MHPOPMAIMOHHOE
IIMCHMO, apXWBHAas CIpPaBKa, apXUBHAsA BBIIACKA, apXWBHAS KOS, TEMATUYECKUN
1IepeYenb, TEMaTUYeCKUH 0030p JOKYMEHTOB);

JTUYHYIO NOANKCE aBTOpa 3apoca (TpaXJaHWHA WK JOJDKHOCTHOTO JIMLIA);

JaTy.

Hpn HOCT}/H;IICHI/II/I. B apXuB OpraHméuI/IH HHTepHeT—O6paH1€HPI5{ (3anpoca)
II0JIB30BATENI C yKa3aHHeM alpeca JIEKTPOHHOH IOYTHI W/HITH [TOYTOBOTO aapeca,
€My HallpaBJIAeTCs yBEIOMIICHHE O IpreMe oOpalenus (3arpoca) K pacCMOTPEHHMIO
HJTH MOTUBUPOBAHHBIM OTKa3 B pACCMOTPEHHUN.

Ha 3aIIpOChl TEMATHYECKOI'0 XapaKTepa, NOCTYMBILINE B apXUB OpraHu3anmnu

' Tlogmyskr 5.7.1 myuxra 5.7 ITpasus xpaHeHus.
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10 MHGOPMAIUOHHO-TEIEKOMMYHUKAIIMOHHOW CEeTH, B TOM YHCIEe IO CEeTH
«MHTepBeT», OTBET MOXET OBITH HANPABIICH B BU/IE 3JIEKTPOHHOrO COOOIIEHHS M0
YKa3aHHOMY aBTOPOM 3aIIpoca 3JIEKTPOHHOMY aJIpecy.

3anpoc JomKeH OBITH 3apeTHCTPHPOBAH B T€UEHUE Tpex pabodmx IHeH ¢
MOMEHTA €0 MOCTYILIEHHUS.

3anpoc, He OTHOCSIIMUCS K COCTaBy XPaHAIMIMXCS B OpraHM3alyu
IOKYMEHTOB (HEenpOoQUIBHBIA 3allpoc), B TeueHue 7 MHEH CO [HS PErMCTpamiy
3alpoca HampaBlise€TCs B OPraHU3alMIO, € MOTYT XPaHUTHCS HEOOXOUMbIe
JOKYMEHTEI C YBEIOMJIEHHEM 00 3TOM TIOJIE30BaTENS.

3ampoc, TOCTYNHUBIIMM B apxuB OpPraHM3alldd, pPacCMaTpHBAaeICsS B
COOTBETCTBHM C TpeOOBAHMAMM 3aKOHOJATENBHBIX ¥ WHBIX HOPMATHBHBIX
IIPaBOBBIX AKTOB IO paboTe ¢ OOpalleHUSIMH [PKAAH U MPENOCTABICHMIO
rOCYapCTBEHHBIX (MyHUITUTIANBHBIX ) YCIIYT.

OtBeT Ha NOCTYNUBLINI B apXUB OPraHU3aIMH 3aIlpoC MPENOCTABIAETCS B
tedenue 30 pgued co gua ero perucrpaimn. C  paspellieHds pPYKOBOJCTBA
OpraHMu3alldd 3TOT CPOK MOXeT OBITh NpojjieH He Gonee uyeMm Ha 30 gHEH, c
YBEJOMIIEHHEM 00 3TOM 3asSBUTEJIS.

5.11. OTBeTH! Ha 3aIPOCH! IIOIH30BATENEH, B TOM YHCIIe OTBETHI Ha 3aIPOCH]
COLMAITBHO-IIPABOBOI'0 XapakTepa, OQOpMIISIOTCS B QopMe apXHWBHON CIIPaBKH,
ApXWBHOW BBITMCKM HIIM apXUBHOM KONHH, OQOPMIIEHHBIX W 3aBEPEHHBIX B
YCTaHOBJIEHHOM NOPSIKE.

Ilpu oTCcyTCTBUM MOKYMEHTOB, HEOOXOAMMBIX Ul MCIOJHEHWs 3aIpoca
COLMATIBHO-TIPABOBOT'0 XapaKTepa, COCTABISAETCS OTBET Ha OJIaHKe OpraHM3aIHu C
yKa3aHHEM [IPUYMH UX OTCYTCTBHSI.

512, ApXuBHas CIIpaBKa HO,ZI.HI/ICBIBaeTCﬂ pyKOB‘OL(KTeHeM OpTraHu3alliy WIH
UHBIM YIIOJITHOMOYEHHEBIM KM JOJ/DKHOCTHBIM JIMIIOM U 3aBEpseTcs I1€YaThio
opranmszanyu (npunoxenne Ne 29),

ApxHBHas CIpaBKa, 00eM KOTOPOH MIPEBLINIAET OMUH JIACT, JOJKHA OBITE,

IIPOHyMEPOBaHa.
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B TekcTe apxuBHOM CHpaBKM B XPOHONIOTMYECKOH MOCHENOBATENbHOCTH
M3IAraloTest COOBITUS C yKa3aHHEM BUJIOB HCIIOIB30BAHHEIX JOKYMEHTOB, UX AaT W
HOMEPOB. B apXUBHOU ClipaBKe JOIyCKAeTCs HATUPOBAHUE JOKYMEHTOB.

Hecosnazenne oTienbHBIX CBeACHHN/ NaHHBIX TIOKYMEHTOB CO CBEICHUAMH,
W3JIOKECHHBIMM B 3ampoce, He ABJAETCS MPENATCTBHEM I BKIIOYEHHS HX B
apxXUBHYIO CIIPaBKy, €CJIU COBIAJCHUE BCEX OCTANBHBIX CBEICHWH HE BLI3LIBAET
COMHEHUH B TOXICCTBEHHOCTH A HIM (AaKTOB, O KOTOPBIX TOBOPHTCS B
JOKYMEHTaX.

B apxuBHON cripaBke JaHHBIE BOCIPOM3BOAATCS TaK, KAK OHH H3JI0KEHbI B
AOKYMCHTAX, & PACXOXEHHUS, HECOBIIANEHNS ¥ HETOUHBIC HA3BAHHA, OTCYTCTBUE
MMCHHM, OTYECTBA, MHULIHAAJIOB WM HalIU4MUe TOJILKO OJIHOTO U3 HUX JOJDKHbLI OBIThH
OTOBOPEHBI B TEKCTE CIIpaBKu B CKoOKax: «Tak B mokymenrte», «Tak B TekcTe
OpHTI'HHAJIay.

Caezienust, uMeroImmecs B apxyBe IO 3ampocy o paGore u (unm) yuebe B
HECKOMBKHX OpraHu3alMAX, Kacaroluecs OIHOTO JIMIA, BKIIOYAIOTCS B ONHY
ApXHUBHYIO CIIPABKY.

Ilo TexcTy apXuBHOH CHpaBKM B KauecTBe IIPHMCUAHMIA MOTYT OBITBH
OTOBODEHBI ~ HEPasOOpPYMBO  HAINCAHHBIC, HCIPABIEHHbIE ABTOPOM, He
HOLAArOMKeECs IPOYTEHHMIO BCIE/CTBUE MMOBPEXKICHHUS TEKCTa OpUIMHAana: «Tak B
TEKCTe OpUTHHAala», «B TekcTe HepazbopunBoy.

B Texcre apXuBHOW CNpaBKH HE JOIYCKAIOTCS M3MEHEHHS, HCIPAaBIECHUS,
CYMMHPOBaHNE NaHHBIX, KOMMEHTApHH, COOCTBEHHEIE BEIBOJBI MCTIOJHHUTENS 10
COCPHKAHHUIO NOKYMEHTOB, Ha OCHOBaHUY KOTOPBIX COCTaBJIEHA apXHBHAs CIIPaBKa.
HonuucTky U OMapKky B apXUBHBIX CHPABKAX He JOMYCKAIOTCA,

B apxuBHo# cripaBke K0JDKHBI GBITH IPUBENEHE! APXUBHEIE WUQpH 1 HOMepa
TUCTOB €IMHUL] XPAaHCHUS JOKYMEHTOB, MCTIOIH30BABIIMXCS IS €€ COCTABIICHHIS.

Ilo 3ampocy mnomb3oBaTenell apXuBHbIE CIPABKM MOIYT BbIAABATECH B
SNIEKTPOHHON (opME Ha 3NEKTPOHHOM HOCHTeNe JUGO TepechuiaThes Mo

MH(OPMALOHHO-TENEKOMMY HUKALOHHBIM ~ CETAM.  DNEKTPOHHbIE apXUBHEIE
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CTIPaBKK 33BEPAIOTCS ICKTPOHHOM IIOAMKUCHI0 PYKOBOIMTENS OpraHM3allid WK
HMHOI'O YIIOJHOMOYEHHOTO UM JIOJKHOCTHOI'O JIMLIA.

5.13. ApxuBHBIE BHIIHUCKH OQOPMIISIOTCS Ha GiiaHKe OpraHu3aljdy (apXxuBa
opranuzanyu) ¢ o0O3HaueHHEM Ha3BaHHsA BHIAa JOKyMeHTa: «APXMBHAA
BBITMCKA».

B apxwBHOW BBRINECKE HasBaHWe JOKYMEHTa, €ro HOMep ¥ Jara
BOCIIPOM3BOJSTCS MTOTHOCTRIO.

Brinvcka MpOM3BOAMTCS TONBKO M3 JOKYMEHTA4, B KOTOPOM COJEPIKUTCA
HECKOJIBKO OT[ENIBHBIX, HE CBA3aHHBIX MEXIY co00W BOmpocoB. Brinucka HomkHa
BOCIPOM3BOHUTD IIOJIHBIA TEKCT YaCTU JOKYMEHTa, OTHOCSIIIEHCS K 3a1pocy.

M3pneyennem u3 TeKCTa MOKYMEHTa [O/DKHBEI OBITH HMCUEpIAHBI BCe
HMMEIOIHeCs TaHHbIe 110 3anpocy. Hauano ¥ KoHel KaXXgoro u3BIeYeHHs, a TaKKe
[IPOITYCKH OTJEITBHEIX CJIOB B TEKCTE JOKyMEHTa 0003HAYAIOTCS MHOTOTOYHEM.

B apxWBHOH BBINMCKE MJOKHBI OBITH CHENAHBl COOTBETCTBYIOLIHE
IIPYMEYaHMsl X OTOBOPEHBI YaCTH TEKCTa OpUTMHAala, Hepa3OopurBO HAllMCAHHBIE,
HCIIPABJICHHBIC aBTOPOM, HE IOANAI0INUECS IIPOYTCHUIO BCIIENCTBUE TOBPEXACHHU
TEKCTa W JpyruM mnpuduHaM. OThenbHble CIOBa W BHIPAKEHHS JIOKYMEHTA,
BEI3BIBAIOIME COMHEHHS B KX TOYHOCTH, @ TakKe HCIPAaBIEHHUS, MOMYUCTKH,
BBI3BIBAIOINME COMHCHHE B HMX [OCTOBEPHOCTH, orosapuBaiorcsd: «Tak B
AOKyMeHTe», ui «B Texcte HepasbopuuBoy, win «Tak B TeKCTe OpUIWHANAY.
Hocne TexcTa apXUBHON BBIUCKH yKa3bIBAIOTCS apXUBHBIH UMD ¥ HOMEpA JIACTOB
SAVHULIBI XPAaHEHHs] apXUBHOI'O JOKYMEHTA.

ApxvBHas BBHIIMCKA IIOAIKCHIBACTCS DPYKOBOJWTENEM OPTaHH3ALHUH HIIH
WHBIM YIOJHOMOYCHHBIM KM [HOJDKHOCTHBIM JIMIIOM ¥ 3aBepSeTCS I€YaThio
OpraHU3aIHH.

Ilo 3ampocy mons3oBaTeneil apXuBHbIE BBIIMCKY BBITAKOTCS B 3I€KTPOHHOM
(hopMe Ha INEKTPOHHOM HOCHTENE JHOO MEPECHUTAIOTCS MO HHMOPMALHOHHO-
TCJIEKOMMYHUKAIIMOHHBIM CETAM. JJIEKTPOHHBIE apXKMBHBIC BEBITUCKH 3aBEPAIOTCS
SNIEKTPOHHOW  IIOANMCBIO  PYKOBOAWTENST ~ OPraHW3aldd  WIH  HHOTO

YIIOJIHOMOYCHHOTO UM NOJDKHOCTHOI'O JIMIIA.
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5.14. Ha apXuBHBIX KOITMSX, BKJIOYAas ApXUBHLIE KOIMK HAa OyMa)HOM
HOCUTENIE DJICKTPOHHBIX JOKYMEHTOB, ApXMBHBIE WIM(PHl MPOCTABISIOTCS Ha
000pOTe KaXKIOTO0 JIUCTA APXHBHON KOIIUH, a 3aBEpUTE/IbHAS HANCh U IeYaTh — Ha
000pOTE IMOCTEHETO JINCTA KOTIHH.

ITo 3ampocy monb3oBatenel 3NEKTPOHHBIE KOTMH apXHBHEIX JOKYMEHTOB
BBIJAIOTCA B OJICKTPOHHOW (opMme MO0 TNEepechuialoTess 1Mo HH(GOPMAIHOHHO-
TEICKOMMYHHMKAILMOHHBIM CETAM. JJIEKTPOHHBIE KOIMHM ApXWBHBIX HTOKYMEHTOB
3aBEPSIOTCS 3JICKTPOHHOHW IOANMCBIO PYKOBOAUTENS OPraHW3alldd WA HHOTO
YIIOJTHOMOYEHHOI'0 UM TOJDKHOCTHOTO JIHIIA.

5.15. TloAroToBNEHHBIE apXMBOM OpraHW3alMKM OTBETHl HA 3alIpOChHI
(apX¥BHBIE CIpPaBKH, apXMBHBIC BBIIMCKA M apXWBHEIE KONMH) HAIIPABILIIOTCS
3asBUTEIIAM C CONPOBOIUTENBHEIM IIUCEMOM TI0 TIOYTE MJIM BBIIAIOTCS: 3agBUTEITIO
— IIp¥M  NPEABABICHHUM  JOKYMEHTA, YJOCTOBEPSIOIIEr0 JHMYHOCTb, €ro
NPEACTABUTENSIM — ITPH NPEIBABICHUN TOKYMEHTA, YIOCTOBEPSIOIIETO JIMIHOCTD U
JAOBEPEHHOCTH, OPOPMIIEHHOH B YCTaHOBIEHHOM IIOPSIKE.

5.16. ApxuBHBIE CHpaBKH, apXUBHBIE BBITUCKM M apXHBHBIE KOIIHH,
HarpaBJisieMBble B TOCYJapCcTBa - y4acTHUKK KoHBeHIINH, OTMEHsIONEN TpeGoBaH e
Neraju3aly HHOCTPaHHBIX OGUIHANBHEIX JOKYMEHTOB, NOAIKNCaHHOM B ["aare 5
OKTAOps 1961 r., 3aBepsIOTCS NPOCTABIECHHEM U 3aIIONHEHWEM CIELMATLHOTO
IITamMIa — aroCTU/ISA B COOTBETCTBHM C 3aKOHOJATENLCTBOM POCCHHCKOI
Denepaiyy.

5.17. lomyckaeTcs U3BATHE U3 apKUBHBIX [€]1 ¥ BhIJja4a BIafeIbLaM Hid Ux
PONCTBEHHMKAM, B Clly4ya€ HX IHMCbMEHHOTO OOpalleHHs, INONJIUHHBIX JIAIHBIX
JAOKYMEHTOB O I'PaXXIaHCKOM COCTOSIHHHU, 00 00pa3oBaHUH, TPYHOBBIX KHUXKEK, He
TIOJy4YEeHHBIX B CBOE BPEMsl BIAJENBIEM JOKYMEHTOB. | |

loanuuHble JIMYHBIE NOKYMEHTHI BBINAIOTCS 3asSBUTENSAM C pPaspelleHus
PYKOBOAMTEJLS OpraHU3alliy 110 NPEeNbIBICHUY aclopTa MK MHOIO JOKYMEHTa,
YIOCTOBEPSIIOIIErO JTMYHOCTD, JUOO WX POACTBEHHHWKAM M MHBIM JIHIAM [I0
JOBEPEHHOCTH, O(QOPMIEHHOH B YCTAHOBIEHHOM 3aKOHOJATEIbCTBOM POCCHHCKOIH

®Genepatu nopsake. [lonnuunsle TUYHBE JOKYMEHTHI MOTYT OBITh HANIPABIICHbI
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' 3aBUTENIO LIEHHBIM [TUCEMOM.

C u3bpIMaeMbIX TOKYMEHTOB B apXUBE OPraHU3al[iMK H3TOTABIHUBAIOTCS KOIINY,
KOTOpBIE IPUOOIIAtOTCS K Aenam. 3bsaTre JOKYMEHTOB, a TakyKe 3aMeHa Ha KOIUK
OTPaKArOTCH BO BHYTPEHHUX ONKCAX [1€J, B INCTAX-3aBEPUTEIISIX 1E]1, B OIIUCIX Oel,
JIOKYMEHTOB.

W3parve 1 Bo3BpalieHye JOKYMEHTOB O(QOPMIISIOTCA aKTaMi 00 U3BATHH U3
nell (BO3BpAIlGHUX) yKa3aHHBIX TOKYMEHTOB. AKTHI W Jpyrue JOKYMEHTHI, Ha
OCHOBaHHW KOTOPBIX IPOM3BENECHO H3BATHE (BO3BpallleHHWE) aAPXUBHBIX
JIOKYMEHTOB, BKJIIOYAIOTCS B 110 POH/A.

5.18. KomupoBaHre JOKYMEHTOB apXWBa OpraHu3al¥ IO 3asgBKaM
TIOJIB30BaTEIEW NPOU3BOAUTCS 10 PA3PEIIEHUI0 PYKOBOIUTENS OPTaHM3AUK WU
HHOT0 YIIOJTHOMOYEHHOTO UM JOJDKHOCTHOTI'O JTHIIA.

Kommu 10xyMeHTOB IepechIIatoTCs B aJipec TOH OpraHu3aluy, 110 3arpocy
KOTOPOHX OHH W3IOTOBJIEHBEI, WU BBLIAIOTCS II0OJIB30BATEIIO 110/ POCIIKCE.

519. B nmemsax co3gaHus  yCIOBME Ui paboOTHl  HONB30BATENEH
HEIIOCPEJCTBEHHO B apxXWBE OpraHW3alidd MOXET BBIJCIATLCS IIOMELEHHE
(4MTATBHBIA, TIPOCMOTPOBEINA 3all) U O3HAKOMIIEHHS C JOKYMEHTAMH apXuBa,
000pyIOBaHHOE COOTBETCTBYIOIMME TEXHHYECKUMU CPEACTBaMu s paboThl C
JOKYMEHTaMH.

IIpy oTCyTCTBMM B apxXuBe OpraHu3alldd CIEHHaIbHO BbLIJIEJIEHHOTO
IOMeINeHns  paboTa  mosib30BaTesiell ¢ JOKYMEHTAMH  [IPOM3BOJMTCS
HEMOCPEICTBEHHO B pabodux KOMHAaTax apxuBa. JOKyMeHTHl Juis paboThl
ITOJIH30BATEIAM BHE ITOMEIIEHHs] apX1Ba OpPraHU3aliiy BhIaBaTh 3allpernacTcs.

Pazpemenne Ha paboTy B IIOMEINEHMM apXHBa OpraHM3alMy 1aeT
pYKOBO,[[HTeHB apXyBa OpraHu3aluu (mmo, OTBETCTBEHHOE 38 apXHUB). |

5.20. Orka3 apxvBa OpraHuW3alldd B BBIJAYEC APXUBHBEIX JIOKYMEHTOB
IOIIyCKAeTCs B CIydasiX:

Hanu4us (HOH/IA TIOTH30BAHKS;

HEYJOBJICTBOPUTCIBHOTO (i)I/BI/I“IGCKOI“O COCTOAHHA JOKYMEHTOB,
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HE TPOIICAIINX HAyYHOTO OMUCAHKS ¥ TEXHUUECKOTO O(QOpMICHNUS
JAOKYMEHTOB, [0 3aBEPIIEHUS 3TUX PadoT;

OrPaHUYCHUM HA WCIONB30BAHKE, YCTAHOBIEHHBIX 3aKOHOIATEIHLCTBOM
Poccuniickoit ®eneparuu umu poHR000pazoBaTeneM IPH Hepeade JIOKYMEHTOB Ha
XpaHeHue.

Otka3 apxuBa OpTaHM3aLMY B MPENOCTABICHUH TOKYMEHTOR AOJKEH GBITH
BBIJIAH B MHCBMEHHOH (OpMe M COMEPKATh HPUYMHBl 0TKA33, & TAKXKE HOPSIOK

00>KamOBaHU OTKasa.

VI TIEPEJTAYA JIOKYMEHTOB OPIAHM3AILIMU HA XPAHEHUE
B TOCYJAPCTBEHHBIN (MYHUILIMIIAJILHBIN) APXUB

6.1.  JloxymenTtel ApxuBHoro ¢oHga Poccuiickoii Depnepanumy,
00pasoBaBIIMECS B  OpraHM3alldaX —  HUCTOYHHUKAX  KOMILICKTOBAHWUS
FOCY/IAPCTBEHHBIX (MyHHUUMIANBHEIX) apXUBOB, [0 WCTEYEHHM CPOKOB WX
BPCMCHHOIO XpaHEHUs! B apXHBE OpPraHM3AlMH I1E€PENAlOTCs Ha ITOCTOSHHOE
XPaHCHHC B COOTBETCTBYIOIIUK rOCY IapCTBEHHBIH (MYHUIMIIANBHEIA) apX1B.

0.2.  JloxymeHnTel = ApxusHoro ¢oHma Poccuiickoil Deneparumy,
00pa3oBaBIINECs] B JESTENBHOCTH TIOCY/[APCTBEHHBIX U HEroCyAapCTBEHHBIX
OpraHu3aluH, He SBIMIOLIMXCA HCTOYHMKAME KOMIUIEKTOBAHUS IOCYJapCTBEHHBIX
(MyHWIIMTIATBHEIX)  apXHBOB, MOTYT IepeiaBarscs B roCcyZiapCTBEHHBIE
(MyHHUMIIATIEHEIE) apXMBBI Ha OCHOBAHMH JJOTOBOPOB C COOCTBEHHHKAMH MWK
BJIAJICABI[AMU JOKYMEHTOB.

6.3. JIoOKyMeHTBI IepealoTcsi Ha TIOCTOSHHOE XPaHEHHE B YIIOP#/10€HHOM
COCTOSIHMUH ¢ COOTBETCTBYIOLIMM Hay4HO-CIIPABOYHEIM aIlliapaToM.

6.4. B opraEMzanusx — HCTOYHMKAX KOMIUICKTOBAHUS rOCyAapCTBEHHEIX
(MyHHIMIIANBHEIX) APXMBOB BCe PabOTHI, CBI3AHHBIE C 0TOOpPOM, TIOATOTOBKOW U
nepefavell JOKYMEHTOB Ha MOCTOSHHOE XpaHEeHWe, B TOM 4YHCle C HuX
YIOPANOYCHUEM H  TPaHCIOPTUPOBKOW, BBHIIONHSAIOTCS 33 CYET CPENCTB

OpFaHHSaHHﬁ, NepeAaroIIuX JOKYMCHTHI.
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6.5. JlocpouHas mepefada NOKYMEHTOB Ha [IOCTOSHHOE XPAHEHHE MOYKET
OBITE OCYIIECTBIICHA IIPH OTCYTCTBUU HEOOXONMMEIX YCIOBHH NS 00ECTICYCHHUS
COXPaHHOCTH JIOKyMeHTOB ApxuBHOro Gonna Poccuiickoi Meneparmn, pu yrpose
yTpaTbl (YHHYTOXEHHs) JOKYMEHTOB, d& TaKk)Ke [0 mNpockbe OpraHu3alnyy Ha
OCHOBAHHUH JOTOBOPA € TOCYNAPCTBEHHBIM (MYHHUUMITATBHEIM ) aDXHBOM.

Ilpopsenue CpoKOB XpaHEHHS JOKYMEHTOB B apxWBe OpraHU3aluy
JIOILyCKaeTCs o [TUCHMEHHOMY pa3peneHuIo roCyZapCTBEHHOTO
(MyHWIIMTIaIBHOTO) ~ apXHBa B  Cly4Yae HEOOXOOMMOCTH  HPaKTHIECKOTO
KCIIOJIL30BaHUs JOKYMEHTOB OpraHu3alyei.

6.6. ITlepemaya NOKyMEHTOB IIOCTOSIHHOTO XPAHEHWs B rOCYHapCTBEHHEI
(MyHMUMIAIGHBIA) apXWB OCYINECTBISETCS B COOTBETCTBHM C  IUIAHOM,
YTBEPXACHHBIM PYKOBOJUTEIEM COOTBETCTBYIOIIETO apXuBa 110 COIIACOBAHUIO C
Iepearoleil fena opraHu3anuei.

6.7. JIokyMeHTHI IIEPEeJAlOTCSI B FOCYAAPCTBEHHBIHA (MyHUIMIIANBHEIH) apX1B
I10 OITUCSM JIeJT, JOKYMEHTOB IOCTOSIHHOT'O CpOKa XpaHeHus, yTeepxaeHHsM JIIK.

Ilepen mepemaueif NOKYMEHTOB Ha IOCTOSHHOE XpaHEHHE COBMECTHO C
IPEACTaBUTENIeM TrOCYyIapCTBEHHOr0 (MyHUIUIIATBHOTO) apXuBa IIPOBOJUTCS
IPOBEPKA IIPABUIILHOCTH OIIMCAHMS K OQPOPMIIEHHSA [e)l, QU3MIECKOr0 U CAHUTAPHO-
THTHEHMYECKOTO  COCTOSHMA  HOKyMeHTOB. llpu oOHapyxeHun medexTos
COCTaBIISICTCS aKT, yCTpaHeHHe OOHapy>X€HHBIX Ne(PEKTOB IPOBOAUTCH CHIAMHU
OpraHU3aIuy.

ITepenaya men MpoOBOAUTCS B TOCYHApPCTBEHHOM (MYHUIMIIATHLHOM) apXHBe
noemuHUYHO. Ha Bcex deThIpex sK3eMIUIIpax oOmuced Jies, HOKYMEHTOB
MIPOCTABIAIOTCA OTMETKH O TPUEME JIE.

Ipu nepBbﬁ nepejade ,ZIOKyMeHTOB B rOCYNapCTBEHHBIH (MyHUIHIATBHEIH)
apXuB IIepe/laeTCsa UCTOPHYECKas clIpaBKa K o y. Ipu rocnenyomux nepeaadax
AOKyMEHTOB IIEpeaaeTcsl JONOJIHEHHE K UCTOPUIECKON CIIpaBKe.

6.8. Ilepemaya [JOKyMEHTOB OGMOPMIISETCS akTOM IpHeMa-Iepenadn
AOKYMEHTOB Ha Xpanenue (mpunoxenue Ne 30), cocraBisemMblM B IBYX

IK3EMILIApax. OJII/IH SK3CMIUIAP OCTAETCA B IOCYyJapCTBEHHOM (M}’HI/IHI/IHaHBHOM)




apxWBe, MAPYrod — B IMepejalolledl OpraHM3ald. BmecTe ¢ [10KyMEHTaMH
[IepelaeTCs TPU OSK3EMIUIIpa ONUCHU JIeN, JOKYMEHTOB, B TOM YHCJie OIUH B
3JIEKTPOHHOM BHJIE.

Ecnu nipu nepeiade o6HapYXEHO pacxoskAeHHe MEXTY HTOrOBOH 3aIHCHIO
OIIMCH [ie]I, JOKYMEHTOB K (PaKTHHECKUM HaJIHYHEM IEPEeNaBaeMbIX [ell, B OIUCH
Aell, NOKyMEHTOB 0(pOpMIIIETCS HOBAs UTOrOBAs 3aIHCh, B KOTOPOH YKa3bIBAIOTCS
(haxTHYecKoe HamMYME Jel W HOMepa OTCyTCTBylommx jgeil. Howmepa
OTCYTCTBYIOILIMX JIeNl QUKCUPYIOTCA B aKTe IIpUeMa-Tepeiadr feil Ha HOCTOSHHOE
XPaHECHHE, IPUIMHBI OTCYTCTBHS JIe]l — B IIPUIATagMOi K akTy IpHeMa-lepeadn
CIipaBKe, [IOJrOTOBIEHHOM OpraHu3amuei.

ApXHB Opranusalyy IPUHAMACT MEPEI 10 po3bIcKy Ael1. Ha orcyrerByromiue
AOKYMEHTBI M JleJla, MEpBl I10 PO3BICKY KOTOPBIX HE MJalld pe3ysbTaTos,
COCTaBJIACTCSA aKkT 00 yTpaTe HOKYMEHTOB (mpmioxerume Ne 6). YTpaueHHbIe

OONIMHHHUKH JOKYMEHTOB MOTYT OBITH 3aMEHEHBI UX KOITHAMM.

VIL [IEPEJJAYA IOKYMEHTOB ITPY PEOPT AHU3 AL VA
JIMKBUJIALIMN OPTAHM3ALIMY, CMEHE PYKOBOJIUTEJLS APXVIBA
OPTAHM3ALIU

7.1. llpu peopranusanuy WM THKBAUALMM OPTaHM3AalMH Iepeada u
JlallbHEHIIIee HCIIONb30BaHKE TOKYMEHTOB PEOPraHNU3yeMOM WM JUKBUAHPYEMOi
OpraHHU3al}K OCYIIECTBIISIETCS B COOTBETCTBUM C 3aKOHOIATEILCTBOM PoccHifckoi
Qenepanum.

Ilepemaya  JOKYMEHTOB JMKBHAMPYEMOW  OpraHM3alid  BXOOHUT B
0GSBaHHOCTE KOMHUCCHH, 0Opa30BaHHOM /151 iepefayn fel i HMymeCTBé.

Ilpy nuKBMODAUMM  OpraHu3alliii — MCTOYHHKOB  KOMILIEKTOBAHMS
rOCyNapCTBEHHBIX (MYyHULMIATBHBIX) apXHWBOB, B COCTAB JIMKBUIALMOHHOMN
KOMHCCHH BKIIOYA€TCs IPEACTABUTENh TI'OCYJAPCTBEHHOIO (MYHHIMIIAIBHOIO)
apxuBa.

7.2. 1lpn cMeHe pyKOBOJAUTENS apXUBa OPraHyU3alluy (JIMIa, OTBETCTBEHHOTO
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3a apxXuB Opr. aHI/I3aHI/II/I) HpueM-nepeadya JOKYMeHTOB apxuBa, Y4€THOIo 1 Hay4dHO-

CIipaBOYHOI'0 anmnapara K Hum OCYIIECTBIIETCH 10 aKTy.




HavnmeHoBaHne opraHisalum

KAPTOYKA NOCTEJINAXXHOIO
TOMOIrPA®UYECKOIO YKA3ATENA *

CTEJINAX Ne

XPAHWILLE Ne

Mpunoxexne Ne 1
K n. 2.37 MNpaswun

Llkady Ne

[Mornika Ne

donp Ne

Onuck Ne

En. xp. c Ne

rno Ne

[MpumevaHue

Popmat AB (148 x 105 mm)

* KapTouku nocTeqIaxHOro Tonorpahuueckoro yKasaTeNls COCTAB/SIOTCA HAa KaKAbIM CTE/UIaK M
TIPUKPEIUISIOTCS Ha TOPLEBOH CTOPOHE CTe/TaXa.
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Mpunoxexue Ne 2
Kn. 2.37 lNpasun

HaumeHoBaHve oprasnsadun

KAPTOYKA NO®OHOOBOIO
TOMOIrPA®UYECKOI O YKA3ATENS *

®OHA Ne XPAHUITMLLE Ne

Hazsanwve oHga

Onuecb | Ef. xp. ¢ Ne
Ne no Ne
1 2 3 4 5 6

Crennax Ne Likad Ne Monka Ne Mpumeyarne

dopmat A4 (210 x 297 mm)

* Kaprouku nodonnosoro Tomorpaduueckoro yKasaTejs COCTAaBNIAIOTCA HAa KaxAbli (oHa u
pacrosararoTCs B OPAAKE HOMEPOB (BOH/IOB.




HanmeHoBaHue CcpraHnsaunmn
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Mpunoxexne Ne 3
K n. 2.43 lNpasun

AKT YTBEPXOAKD
Ne PykoBoanTeric opraHusaunn
NPOBEPKY HANUYUS 1 COCTOSHMSA
APXUBHbBIX JOKYMEHTOB Moanuce Pacluncpposka
nognuvcu
Nata
doHg Ne
HaseaHue poHga
Homepa onuceit
fTposepka npoBogunace ¢ no
[posepkot ycTaHoBNEHO
1. Yucnuntes no onucsim gen en.xp,
(konuyecTso)
2. BbisiBrieHbl TEXHUYECKUE OWnGKU:
2.1. ImeloTest nuTepHeie Homepa:
a) He yYTeHHble B UTOTOBON 3anmucu en.xp.
(konu4ecTBO)
©) He nepe4ncneHHble, HO yYTEHHbIE
B UTOroBOW 3anunucu en.xp.
{(konuuecTBo)
2.2. TponyuleHo HOMEpPOB:
a) He YYTEHHbIX B UTOrOBOW 3arnucu en.xp.
(konu4yecTBo)
©) He NepeyncrieHHbIX, HO YUTEHHbIX
B MUTOrOBOW 3anucu epn.xp.
(kornyecTBso)
2.3. Opyrue, B pesynbTate 4ero obbem
YBENWYAACS Ha en. xp.
{KONM4YeCTBO)
yMeHbLUNsICH Ha en.xp.
(konuuecTBo)
3. Yucnurcs no onucsam B pesynbTare
YCTPaHeHUA TeXHNYECKMX OKDOK en.xp.
(konuuecTBO)
4. He okazanocb B Hannumm ea.xp.
(konuyecTBo)
5. UmeeTtcs B Hanuuuu No gaHHomy oHay
(BKITIOMEHHbIX B ONKUCH) ef.xp.
‘ : (konu4ecTBo) :
13 HUX TpebyioLux:
a) AesuHdekLnn en.xp.
(konu4yecTso)
0) AesuHceKkuun en.xp
(xonnyecTso)
B) pecTtaspauuu en.xp.

(xonuuecTso)
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[popormxkerne npunoxenuns Ne 3
k. 2.43 lNpasun

r) nepernneta Uy NoSLUKBKA epn.xp.
(konu4ecTeo)

A) BOCCTAHOBNEHUS 3aTYXaloLX TEKCTOR en.xp.
(konuyecTBO)

€) HencnpPaBuMO NOBPEXIEHHbIX en.xp.
(KonmuecTBo)

6. UmeeTcs He BKIHOUYEHHbLIX B ONUCH en.xp.
(konu4ecTro)

7. UToro no aasHoMy (orAay (BKMIOYEHHbIX M HE BKITIOUEHHbLIX B OMUCH),

VMMEIOILUXCH B Hannuinm en.xp.

(konuuecTso)

8. XapakTepucTuka yCNOBKI XpaHeHUsn

MposepKy NpPoussoaunu:

HaumeHosanuve
[oMXKHOCTEN

paboTHWKOB Moanuew Paclwmndpporka nognvcei

GopmaT Ad (210x297)
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MNpunoxenue Ne 4
knn. 2.43, 3.15 Npasun

HavmeHoBaHue oprasu3aym

AKT YTBEPXIAKO
Ne PykosoguTtens opraHusaymy
Moanuce Pacwmdposka
0 TEXHNYECKMX oLunbKax B noammey

YUYETHBIX SOKYMEHTax

®onp Ne Hata

HaseaHue coHpa

B xofe BbinonHeHus 0BHapyXeHbl TEXHUYECKUE
OLUNBKX B 3anncsax

HasBaHve gokymerTa CyluecTBytoLLas 3anuch CrienyeT 3anucatb

1 2 3

B pesynbTaTte KonNu4ecTBo eAvHAL, XpaHeHWsl YBENUIYNIoCh (YMEHbBLUIOCh)
Ha ef. Xp.
(4mcbpamu, nponuck!o)

MNpumevanns:

HaunmeHroBaHWe LormxHOCTU paboTHIKa Moanuce Paciwumndposka nognucu
N3ameHeHus B yYeTHble [OKYMEHTbI BHECEHbI

HavmeHoBaHve JOMKHOCTY
paboTHMKa apxuBa MNoanuck Pacwundposka nognucu

Gopmat A4 (210 x 297 mm)




Mpunoxenne Ne 5
knn. 2.43, 3.15 Npaeun

HaunmeHosanue opraHunsayum

AKT YTBEPX[AIO
Ne PykosoauTernb opraHusaLym
Mognuck Paciundpposka
06 oBHapyxeHun JOKYMEHTOB roanucn
(He oTHOCALMXCS K AaHHOMY
oHAY, HeyUTEeHHBIX) Harta
B xone
(8ug paboTh)
oBHapyxeHo
(B tboHae, xpaHunuule, paGodem nomeLeHnm)
Ne 3aronosok | LLudp (ecrin Kpaiinne KonunuecTso K kakomy | Mpumeua
n/n en. xp. €CTb) Aathl nuctoe doHay Hus
(obbem, M6) | oTtHocuTcs
1 2 3 4 5 6 7
Wtoro oBHapyskeHo AOKYMEHTOB
(Uumcbpamu 1 nponuchbio)
HanmeHoBaHue nomkHocTy paboTHMKa Mognucb Paciundgposka
noanuncu

MsmeHeHMﬂBHecebeByquHue;umymeHTu.
Haumeroanue gomkHocTy
paboTHWKa apxusa Mognucb Pacwndposka

noanucy

®opmar A4 (210 x 297 mm)
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MNpunoxenue Ne 6
knn. 2.44, 3.15, 4.32, 6.8 Npaeun

HaumeHoBaHue opraHusauvn

AKT YTBEPXIAIO
Ne PykoBoguTens opraHusaunm
Mognuck PaclumndpoBka
06 yTpaTe AOKYMEHTOB noanucu
[ata

doHa Ne

(HaseaHve doHaa)
B pesynbTate yCTaHOBMEHO OTCYTCTBUE B (hoHAe
rnepeyncneHHbIX Hxke Aen, npeanpuHATbIE apXuBoM Mepbl MO PO3bICKY AN NONOXATENbHbIX
pesynbTaToB He fanu, B CBA3N C YeM CYUTaeM BOSMOXHbBIM CHATb C y4eTa:

Ne Onuchb En. xp. 3aronosok eg. xp. KpanHue Konunyecteo | lpeanonarae-
n/n Ne Ne Aatbl NINCTOB Mbi€ NPUYKHDBI
(o6bem, M6) OTCYTCTBUS
1 2 3 4 5 6 7
Ntoro en. Xp.

(undopamu 1 NponucsL)
CopepxaHne yTpayeHHbIX JOKYMEHTOB MOXET BbiTb YaCTUYHO BOCIOMHEHO CNEAYIOLLUMNA

en. xp.:

(Homepa ef. Xp. U UX FPYRNOBbIE 3aroNoBKK)

HaumeHoBaHWe [OMKHOCTH
pyKkoBOAMTENS apxmuBa Moanuce Pacluudposka nognvcu
(nnua, oTBETCTBEHHOrO 3a apXvBs)

COIMACOBAHO* COIMACOBAHO
[poTokon 3K apXUBHOTO yypexaeHus MpoTokon LL3K (OK) opraHusaumu
oT Ne oT Ne

MNameHeHns B y4eTHble JOKYMEHTbI apXnBa BHECEHbI.

HaumeHoBaH\e [OIPKHOCTH
paboTHUKa apxvBa Moanucb Pacwudposka nognvcu

dopmat A4 (210 x 297 mm)

* Ecnin He oOHapy KeHb! [ieia MOCTOSHHOIO XpaHeH s,




HanmeHoBaHue opraHusaumnmn

KAPTA-BAMECTWUTENbL OENA

Mpunoxexwe Ne 7

K. 2.47 lNpasun

Heno

(Ne 1 HaspaHwue)
Onuce

(N2 v Hassanwue)
doHA,

{Ne v HasBaHwe)

BbiiaHo BO BpeMeHHOe nonb3oBaHmne (YnuTasnbHbIi 3an):

Ne ®.1.0. nonbsoBaTens JaTa [aTa Mognwnck Mognuck
n/n BblAaun BO3BpAaTa BblAaBLIEro | MonyunBLLEro
Leno aerno
1 1. 2 3 4 5 6

®opmat Ad (210 x 297 Mm)




Mpunoxexue Ne 8
knn. 2.47,4.19, 4.21, 4.23 lNpasun

NNCT-3ABEPUTEND OEJIA Ne

B gene noglwumTo n npoHyMepoBaHo THACTOB
(uMdbpamu 1 NPONUCHIO)

c Ne no Ne , B TOM Yucne:

nnTepHble HoMepa NUCTOB

nponyLueHHble HoMepa fIMCToB

+ NUCTOB BHYTPEHHEN orncK

OcoBeHHOCTU HU3NHECKOro COCTOSHIA U (HOPMUPOBaHKS aena Homepa
VNCTOB
1 2

HavmeHoBaHue JOMKHOCTH
paboTHuKa Mognuck Pacwndposka nognucy

Hata

bopmar A4 (210 x 297 mm)




HaumeHosarve opraHusavim

DoHg Ne

64

NUCT UCNONb3OBAHUA NOKYMEHTOB

lMpunoxeHue Ne 9
Kn. 2.47 lNpaBun

Onueck Ne Heno Ne
3aronoBok fena
Oata Komy BbigaHo: XapaxTep WCrornb30Banus Ne Moanuce nuua,
ucnonb- | hamunng, uHnymans (KOMupoBaHWe, BLINNUCKY, MCNONb3oBaH- | UCMOMb30BaRLLETO
30BaHKS (pasbopunBo) NPOCMOTP) HbIX JIUCTOB aeno
1 2 3 4 5

bopmar A4 (210 x 297 Mm)




65

MpunoxeHne Ne 10

K n. 2.46 lNpasun

HavmeHosaHue opraHusaumu
AKT

Ne

O Bblave gen BO BpeMeEHHOE rnonb3oBaHne

(HaumeHoBaHMe opraHuaaliuy,
ee afpec, NOYTOBLIN MHAEKC)

OcHoBaHue

[ns kakon Lenuy BelgalTes ed. xp. us poHga Ne

(HasBaHue doHaa)

y Konuyectso
:ji Ome EAN:( - 3ael'OJ’I)(()BOK Kp?ri?e nuctos, opmart fpumevarue
i} 3 A XP. A (obvem, M6)
1 2 3 4 5 6 7
Bcero BbigaeTcs en. xp.,

{uncbpamu 1 NponNUCHI)
CPOK BO3BpaLLeHns

[ena BblgaHbl B yNOPsA04YEHHOM COCTOSHWN, NOALLUTEI, B 0BMOXKaX, C NPOHYMEpPOBaHHbIMM
NUCTamMu 1 3aBepUTESIbHBIMI HaAMUCSIMM.

I'lonyanenb 06ﬂ3yeTCﬂ HE npepocTaBnATe Aena, nonyyYeHHble BO BpemMeHHoe
fonb3oBaHne, MNOCTOPOHHUM NULiaM, HEe BblaBaTb MO HUM KOMWKA, BbIMMCOK W CcnpaBoK, He
HY6J'II/IKOBaTb HAOKYMEHTbI Oe3 paspelleHns opraHusauuu, sbiaellen gena. :

ﬂonyanenb 06ﬂ3yeTCﬂ BEPHYTL AEna B apXuB opraHnsauin B YKa3aHHbII7I B akKTe CPOK.
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lNpopomkenune npunoxenus Ne 10

K n. 2.46 MNpasnn

ﬂonyanenb npenynpexgeH 06 OTBETCTBEHHOCTU MO 3aKOHy B Cilydae yTpaThbl Wnu

noBpexaeHnAa NoNy4eHHbIX BO BPEMEHHOE MonbL3oBaHne Aern.

HaumeHoBaHue gormkHocTH
pykoBoAUTENS OpraHnsaumy,

Bblaarollen gena

Moanuck Paciwndposka

noanucy

Hata

[NevaTts opraHusauum

HaumeHoBaHve QOMKHOCTH
pykoBoanTens

opraHusauun-nonyJyarens

Mopnuch Paciundposka

NoAnucH

Hata

MevaTtb opraHusaLuy

®opmat A4 (210 x 297 mm)
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HaumeHoBaHue opraHn3auin

CMTNCOK®OHAOB

Tom Ne

Hauat

OkoH4eH

Mpunoxexue Ne 12

kK nn. 3.6, 3.15 Mpasun

dopmat Ad (210 x 297 mMm)




70

MNpopomxenne npunoxerus Ne 12

knn. 3.6, 3.15 Mpasun

Ne Hara nepeoro Hasgaxue OTmeTka 0 BoIBLITUM oHaa [Mpumevarne
doHpa | noctyrneHus doHaa Kyna Oarta n Ne fokymenTa,
[OKYMEHTOB BblBbIn Ha OCHOBaHWUU KOTOPOro
doHpa BbIObIN
1 2 3 4 5 6
Ha 01.01. rofia B CNWCOK BKINOYEHb! hoHabl ¢ Ne no Ne
13 cnncka nckrodeHs! hoHas! ¢ Ne no Ne

Bcero xpaHuTtcs B apxvse

{undbpamu 1 NponuUchio)

(Undppamu 1 NPoNUCkIo)

Homepa cBobogHble:

Homepa BbIGbiBLUME (NepegaHHbie):

HavmeHoBaHue AOIDKHOCTU paGOTHMKa

apxuea, cocTaByBLUENO rOO0BYIO

MTOroBY!O 3annch Noanuck
HavmeHoBarue gormkHocTH

pykoBoAuTensa apxuea (nvua,

OTBETCTBEHHOIO 33 apxuB) Mopnuce

Oata

cofepxat ocobo LieHHble gena.

thoHA0B, N3 HUX:

Pacwwudposka nognucu

Paclvdposxka nognvcu

dopmar A4 (210 x 297 mm)




71

Mpunoxernne Ne 13

K nrn. 3.6, 3.15 MNpasun
JINCT ®OHOA Ne
(MecToHaxoxaeHvie oHga (HaumeHoBaHue (JaTta nepsoro nocTyrineHus
opraHusaunu, rae XpaHntces hona) AOKyMEeHTOB hoH[a)
Kpaiitne patb Hassanue coHga
KaXK[40ro HazsaHust hoHaa
1 2

1. YueT HeonncaHHbIX JOKYMEHTOB

Hanwune
DaTta Hassanue, Ne v pata MocrynnexHve BoibblTre (ocTarok)
3anucu LOKYMEHTa, 1o KOTopomy KonudecT- | Kpanuue | Konunuect- Kpaihue Bcero nen
NnocTynuav nnu BO haTol BO Aatol
BbIObLINY AOKYMEHTbI aen nen
1 2 3 4 5 6 7
2. Y4YeT onucaHHbIX OKYMEHTOB
BbibbiTue Hanuuwve (octaTok)
s ) B Tom uucne no B Tom wucne:
=g [
g % onucsmM, %' NOCTOSIHHOTO XpaHeHus MO NNYHOMY
. E’r_ (%u . g g § @ | YyTeepxaeHHbIM | o cocTasy
‘ s &
E 5 = E i <2 ONK. Q U3 HUX MO OnucsaM,
© = x| S 3 o| © < 5 2 ,
™ S | S5 =] &g E %— 5 £ e yTBEpXACHHEIM MK | £ -
i a S 2| E|lK|e = Z @ z | ot r
S |2 S & E|g|azg|Km ‘EREE ° |3
5 0 ol £ o o Kai X 5 982 g . 2 o
H =g = g | uecr paii- 8 ® Komuue | kpaiiHue £ S
© = 5|
@ x S = | Boegs,. Hue 4 g‘-‘; cTBO Aarbl g ’i
L} =} = =
T 3} Xp AaThl en. Xp. 5
O
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16

dopmar Ad (210x297 mm)




Haumerosanue opraHunsalmnn
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Mpunoxexve Ne 14

krn. 3.6, 5.5 lNpasun

YTBEPXIOAKO

PykoBoguTens opraHnzaumm

doHp Ne Moanuck Paclundposka
noanmcu
ONMNCB Ne HaTta
[en NocToAHHOro XpaHeHus
3a rog
Ne UHoekc 3aronosok KpatHue Konuuectso | lNpumevarue
n/n nena gena 4athbl INCTOB
1 2 3 4 5 6
' | HasBaHwue stn,ena | |
B paHHbIi pasgen onucy BHECEHO aen,
(Lmndbpamu v nponnceLo)
¢ Ne rno Ne , B TOM 4yucne:;
NUTEPHbIE HOMepa:
nponyueHHble Homepa:
HavumeHoBaHue LomKHOCTU
cocTaBuTena onncy Mognuck PacwwiundpoBka nognvcu
HaumeHoBaHue gormkHocTy
PYyKOBOAUTENSA apxuea (nuua,
OTBETCTBEHHOr0O 3a apXuB) Moanuck Pactlundpposka nognucu

COI'MTACOBAHO

MpoTokon LI3K (3K) opranusaumm
oT No

YTBEPXIEHO

[MpoTtokon MK apxuBHOro ydpexxaeHus
oT Ne

®opmat A4 (210 x 297 mm)




HavmeHoBaHue opraHusaumnmn

Mpunoxenne Ne 15

K nn. 3.6, 5.5 NMpaewn

®oHg Ne YTBEPXOAK
OIMNAUCBb Ne PykoBogutens opraHnsaumm
el Mo NUYHOMY COCTaBy
[Moanuce Pacluudposka
3a rog noanucy
Hara
Ne NHpeke 3aronoBok KpaiHve gatbl Cpok KonuuyecTtso | lNpumevanune
n/n gena gena XpaHeHns VCTOB
1 2 3 4 5 6 7
B faHHbIM pasgen onucyu BHECEHO nen,
{(uncbpamu 1 NPONUCHIO)
c Ne no Ne , B TOM Yncne:
NUTEPHbIE HOMEpa:
nporyLeHHbie HoMepa:
HaumeHoBaHmne fomkHOCTU
cocTaBuTensa onnucy MNognuceb Pacwundposka nognvcu
HavmeHoBaHve fomkHOCTU
pykoBoauTens apxuea (nvua,
OTBETCTBEHHOIO 3a apXxuB) Moannck Pacwungpposka nognvcu

COIMMACOBAHO
MpoTtokon L3K (BK) opraHusauum
oT Ne

oT

COIMACOBAHO
MNpoTokon 371K apxvMBHOro yupexaeHus
Ne

$opmat Ad (210 x 297 mm)
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MNpunoxenne Ne 16

K nn. 3.6, 5.5 lNpaeun

HanmenoraHne opradmnsatinm

®oHg Ne YTBEPXOAKO
ONMUCDH Ne Pykosogutene opraHusaumny
hen BpemeHHbIX (cBbitue 10 ner)
CPOKOB XpaHeHust Mognuce Pacwudposka
nognucu
3a rog [Hata
Ne UHaeke 3aronoBok KpaWHue gathl Cpok Konuuectso | MNpumevarne
n/n aena gena XpaHeHns JIMCTOB
1 2 3 4 5 6 7
B paHHbi pasgen onvcn BHECEHO nen,
(Lmdpamm 1 nponucso)
c Ne no Ne , B TOM yucne:

NUTEpPHbIE HOMEpa:
nponyLeHHble Homepa:

HanmeHoBaHue J0MmKHOCTY
COCTaBUTENS onucun MNoannck Pacuindposka nognvcn

HaumeHoBaHWe [oMmKHOCTH
pyKOBOAMTENS apxuBa (nuua,
OTBETCTBEHHOTO 3a apxvB) Moanncs PacLumdposka nognucu

COIMACOBAHO
Mpotokon U3K (3K) opranusatmm
oT Ne

dopmart A4 (210 x 297 mmM)
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Mpunoxexue Ne 17
Knn. 3.6, 4.19, 5.5 lNpasun

HaumeHoBaHve opraHusaumm YTBEPXOALO
PykoBoavTenb opraHusauum
®oHg Ne Noanuick Paciundpoeka
nognucu
OIMNMUCDH Ne [ara

SNEKTPOHHbLIX e, JOKYMEHTOB
NOCTOAHHOIoO XpaHeHusa
3a rog

Ne WHaexe 3aronoBox . KpaiiHue OBvem, M6 | Mpumevarns
n/n nena nena nartbl
1 2 3 4 5 6
B gaHHbI pasgen onucy BHECEHO gen,
c Ne no Ne
(Uundpamu v nponucsIo) (Uunchbpamu 1 NPoONNUCHLIO)
0b6BbEMOM M6.

HanmeHoBaHme formkHOCTH
COCTaBUTENS ONnCH Noanucb PacLundpoBska rnoanncu

HanmeHoBaHne gomxHoOCTH
PYKOBOAWTENS apxuBa (nuLia,

OTBETCTBEHHOTO 32 apXuB) Moannck Paclumndposka nognucu
COIMNMACOBAHO YTBEPXIEHO

" MNpoTokon LI3K (3K) opraHusamm S TpoTokon 3K apxyBHOro yupexneHus
oT Ne oT Ne

dopmart A4 (210 x 297 mm)
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lNpogomkeHune npunoxerns Ne 17
knn. 3.6,4.19, 5.5 lNpasun

MPUNOXEHUE K OMUCU Ne

SNEKTPOHHbIX Aen, JOKYMEHTOB NOCTOSHHOIO
XpaHeHus

3a ron

PeecTp AOKYMEHTOB (KOHTEMHEPOB 3MEKTPOHHLIX AOKYMEHTOB) 3NeKTpOHHOro gena:*

Ne en.xp. no onvicu WHaeke pena

3aronoBok gena

[ata Per. Ne
DOKYMEHTa | [OKYyMeHTa HaunmeHosaHue gokymeHTa Obvem, M6 | TMpumeyaHus
1 2 3 4 5

HavmeHoBaHue gormxHocTH
COCTaBUTENSA onucu INoanuck Pacwudposka nognvcn

dopmaTt A4 (210 x 297 Mm)

* CocraBisercs Ha KaX0€ 2JICKTPOHHOE eJ10.




HanmeHoBaHue opraHunsaliim

Mpunoxexue Ne 18
knn. 3.6,4.19, 5.5 lMpasun

YTBEPXIAIO

PykoBoauTenb opraHnsaLiunm

®ong Ne MNoanuck Paciinthposka
rnoanucu
OI'MCb Ne HaTa
3NEKTPOHHBIX Aen, AOKYMEHTOB BpEMEHHbIX
(csbiwe 10 reT) CPOKOB XpaHeHUs!
3a rog
Ne | MHpekc 3arornoBok Kpaithue Cpoxk O6bem, M6 | TNMpumeyaHus
n/n Aena aena Jartb! XpaHeHus
1 2 3 4 5 6 7
B faHHbIA paznen onucu BHECEHO aen,
c Ne no Ne
(undbpamm 1 Nponuckio) {undppamu 1 nponucko)
0bbemMom M6.

HavmeHoBaHue AOMKHOCTH
cocCTtasuTena onucu

HaumeHoBaHue LOMKHOCTH
PYKOBOAMUTENS apxuBa (nuua,
OTBETCTBEHHOIO 32 apxmB)

COI'MNACOBAHO

MpoTokon 43K (3K) opranusaumm
oT Ne

Moanuce

IMNognnck

Pacwmngposka nognmcu

PacimndpoBka nognmem

dopmat A4 (210 x 297 mm)
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MNpopomkexue npunoxeHus Ne 18
knn. 3.6, 4.19, 5.5 MNpasun

NPUNOXEHUE K OINMACK Ne
SNEKTPOHHbBIX AieN1 BpeMEeHHbIX
(csblwe 10 neT) CPOKOB XpaHeHus
3a rog

PeecTp AOKYMEHTOB (KOHTEHEPOR 3NEKTPOHHLIX JOKYMEHTOB) 3MEKTPOHHOrO Aena:*

Ne ef.xp. no onwvcu Wnneke gena

3arornoBok gerna

Hata Per. Ne
OOKYMEHT |  AOoKyMeHTa HavnmveHosaHne nokymeHTa O6bvem, M6 | TMpumevanus
a
1 2 3 4 5

HaumeHoBaHne gomkHoOCTY
COCTaBuUTENs onucK Mopnuck Pacwundposka nognucn

®opmat A4 (210 x 297 mm)

* Cocrasnsercd Ha KaXJO0€ DAEKTPOHHOE AC)10.




Mpunoxenune Ne 19
knn. 3.6, 3.11, 3.15 Npasun

HavmeHoBaHue oprannsalum

PEECTP OMUCEW
Hauar

OxoHYeH

®opmar A4 (210 x 297 mm)
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lNpopornxenne npunoxerus Ne 19
knn. 3.6, 3.11, 3.15 MNpaeun

KoruuecTeo fen B onucu
Jes} @
< = 1)) NOCTOAHHOIO BPEeMeHHOoro no 8 8 Q =
= %t g s xpaHeHus (cebiwe 10 FINMHOMY % 5 588 5 & s|®
| =4 C (] i~ [P - o 5 >
o 8 G @ ner) cocTasy -] s Ze5 ZES|Q
= o a © S XpaHeHus S EEm E0°)| s
g 2 s > 8 g g =
1 2 3 4 5 6 7 3 9 10 11
Bcero xpanutcs B apxuee Oornncen, K3 HUX
(UnMbpamu 1 Nponuckio)
NOCTOSAHHOrO XpaHeHns ;
(Undbpamir 1 NponUCkIo)
BPEMEHHOro xpaHeHus (cebie 10 neT) ,
(Umcbpamu v nponnchto)
no NM4YHOMY cocTaBy .
(Udbpamy 1 nponKchio)
B TOM YuCrie NOCTYNuMo B roay onucemn
(Uncbpamu 1 npornuckio)
B TOM “ncne BbIbLINO B rogy onucen
(Untbpamut 1 NPONUCHIO)
HavumeHoBaHve [oMmKHOCTY paboTHMKA
apxuBa opraHusaunmn, cocTaBuBLLEro
peecTp onucem Moanucek Pacwncposka
noanvcu
HaumeHoBaHme JomKHOCTU
pykosoautens apxvea (nuua,
OTBETCTBEHHOrO 3a apXxuB) Moanuck Pacuwwudposka
nognucu
IaTta

®opmaT A4 (210 x 297 Mm)




YTBEPXOAKD

PykoBoautens opraHusaumnm
nepefatoLlen LOKYMEHTbI

Mpunoxexne Ne 20
k. 3.15 NMpasun

YTBEPXOAIO

PykoBoauTtenb opraHusauuu
NPYHUMAKLLENR LOKYMEHTHI

Moanwuck Pacwudposka Moanwuck Pacwudposka
noanwucu Moanucu
LHata MNevatb [ara
MeuaTb
AKT
Ne
npnema-nepesavn apxmeHbpIX
AOKYMEHTOB Ha XpaHeHue
(ocHoBaHWe nepeaaqn)
(HassaHue nepenasaemoro oHaa)
chan,
(HaseaHMWe opraHusaumn, nepesaioLleit 4OKyMeHThI)
a npUHAN
(HaseBaHue opraH1saLmy NPUHUMALOLLEN LOKYMEHTbI)
AOKYMEHTbI Ha3BaHHOT0 (hoHAa M HayUYHO-CNPaBOYHbIN annapar K HUM:
Ne HaseaHue, Homep Konudectso Konuyectso | lMpumeuaHus
n/n onuecu 3K3EeMIMIAPoB ef. xp.
onuecu
1 2 3 4 5
WToro npuHaTo en. xp.

[MNepenady npoussenu:

HomxHoctb  TMognueb  Paclwndposka
noanmcu

Hata

®onay npuceoeH Ne

Mpvem nponssenu:

HorxHocte TMognuch  Pactundposka
noanucy
Hata

VameHeHusa B yYeTHble JJOKYMEHTbL! BHECEHDI.

[omkHocTb IMognnck

Oara

Pacwungpposka noanvcu

dopmat A4 (210 x 297 Mm)
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Mpunoxenue Ne 21
knn. 3.15, 4.11, 4.13 MNpasun
HaumeHoBaHme opraHusaunm
AKT YTBEPXIAIO
Ne PykoBogutens opraHmsauum
C BblENERNN K YHUYTOXEHWIO Mognuck Pacwindposka
apXUBHbLIX JOKYMEHTOB, He MOANeXaLLnx noanncu
XpaHeHuo [aTa

Ha ccHoBaHuK
(HassaHme N BbIXOAHbIE faHHbIe NepeYHs OOKYMEeHTOB C yKasaHnem CPOKOB nX xpaHeHm)

0TOBPaHbI K YHUHTOXEHUIO KaK HE MEIOLLME HaYYHO-UCTOPUYECKON LIEHHOCTY 1 yTPaTUBLLINE
NpaKkTU4ecKoe 3HauYeHne JOoKyMeHThbl hoHaa Ne

(HassaHue coHaa)

Ne 3aronoBok gena [ogbl Howmep Howmep Konuue- Cpoxkn lpumeya
n/n (rpynnosoi onucu™ €.Xp. no CTBO XpaHeHUs HWe
3arofnoBoK JOKYMEHTOR) onvcy ef. xp. 1 Homepa
crare#
10 NepPeYHIo
1 2 3 4 5 6 7 8
Utoro ea. xp. 3a rogbl.
(Lndpamyt 1 NPONUCHIO)
Onwuecn gen NoCTOSHHOMO XpaHeHust 3a rofbl yteepxaeHsl IMK

(HauMeHOBaHUE apXVMBHOIO yupexaeHus)
(npoTtokon ot Ne )

HaumeHoBaHne [OMmKHOCTH
pyKoBOAUTENS apxmBa (nuua,
OTBETCTBEHHOIO 32 apXxuB) Mognncs Pacwwudposka nognucu

COIIACOBAHO
MpoTokon LI3K (3K) oprannsauun
0T Ne -

* IIpu BbIAENEHAN K YHHUTOXEGHHIO AOKYMEHTOB [IPY NOJATOTOBKE A€l K Epe/iaie B apXus OpraHusaiuu, rpadsl 4,
5 He 3aNOoJIHAIOTCA.




lNpopomkeHne npunoxenus Ne 21
knn. 3.15, 4.11, 4.13 lNpasun

[lokymeHTb! B KonuyecTse en. Xp.:

- Ha 6yMa>KHOM HOCTerne BeCcoM KI' CaaHbl
Ha YHUYTOXEHWE;
- Ha SneKTpoHHOM HOCUTENE CAaHbl Ha YHUMTOXEHWE

{cnoceb yHUYTONEHUSR)
HavimeHosaHne fomkHOCTY paboTHuKa,
cAaBLiero AOKYMEHTb! MNopnvice Paclmdcposka nognvcy
Hata
MameHeHns B y4eTHble [OKYMEHTbI BHECEHbI.
HavrmeHoBaHWe [OMKHOCTY paBGoTHUKa
apxviBa, BHECLLIEro U3MEHEeHUS

B YYETHbIE JOKYMEHTDI Mopnuce Pacwndposka nognucu

[aTta

Popmat A4 (210 x 297 Mm)
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Mpunoxexue Ne 22
K. 3.15 MNpaeun

HavmeHoBaHue opraHusatiin

AKT YTBEPX[IAIO
Ne Pykosoautenbs opraHusaummn
O HevCrpaBuMbiX MOBPEXIEHMAX Moanuce Paciungposka
apXBHbLIX JOKYMEHTOB nognvcu
Hata
®DonHg Ne

(Ha3BaHue honaa)

B dhorze obHapyxeHbl JOKYMEHTD!, MPU3HaHHbLIE HENCNPaBIUMO NOBPEXKAEHHBIMU'

Ne | Onuck | Egf. xp. 3aronosok KpaiHue Konnyectso CyLHocTb n
n/n Ne Ne NoBpPEXAEHHbIX naTthl NINCTOB MPUYUNHBI
en. xp. (o6bem, MO) nospexae-
HUA
1 2 3 4 5 6 7

NToro obHapyxeHo HencnpaBumo NMoBPEXAEHHbIX

eq. xp.
(Undbpamu 1 NPonNUCHH)
lNepeuucnerHble ef. xp. NoAnNeXaT CrIMCaHUIO BBUAY:
HaumeHoBaHue formkHocTH
pykoBoautens apxusa (nuua,
OTBETCTBEHHOIO 3@ apxuB) Moanuck Pactuudposka nognucn
COlMMACOBAHO COI'MACOBAHO*
MpoTokon 3K (3K) oprannsaumm MpoTokon 3K apxuBHOro yuypexneHus
oT Ne oT Ne
N3meHeHus B yYeTHbIe [JOKYMEHTH! apXvBa BHECEHDI.
HaumeHoBaHvie gormkHocTy paboTHuka,
BHECLUEro N3MeHeHUs B Y4eTHbIE SOKYMEHTbI Moannck Pacwwudposka nognucu

[aTa
Popmat A4 (210 x 297 mm)

* JInA IOKYMEHTOB, BKTIOYEHHBIX B cOCTaB ApxuBHOro douna Poccuiickoit deneparuu




HanmeHoBaHWe opraHnsaun

HaumeHoBaHWe CTPYKTYpPHOro

MpunoxeHune Ne 23
knn. 4.11, 4.31 Npasun

rogpasgeneHus
ONMUCDH Ne
gen
Ne | NHaekc 3aronoBoK gena KpanHune Cpok Konwn4ecTt- Mpymeva
n/n| pena narbl XpaHeHus* BO Hue
NMCTOB
1 2 3 4 5 6 7
HassaHne pasgena
B 4aHHYo ONnUCb BHECEHO jen
(mdppamu 1 NponnUChHIo)
c Ne rno Ne , B TOM Yncne:

NnTepHble HomMmepa:

NpomnyLEHHbIE HOMepa:

HavnmeHoBaHve AOMKHOCTY
PYKOBOZMTENIS CTPYKTYPHOTO
noapasfeneHus

Harta
COIMACOBAHO

HawnmeHoBaHve AOMKHOCTU
pykosoauTens cnyx6bl [10Y

Pacwwudposka
[Moanucw

Mopnuncek

[ata

[Noanucek

Pacwndposka nognuncu

COIMMACOBAHO™*
MpoTokon 3K cTpyKkTypHOro
nogpasaeneHns

oT

Ne

* I'pacha omycKaeTcs B ONUCH €N [IOCTOSHHOTO CPOKA XPAHEHHUSL.
*¥ [pu Hanaaur K CTPyKTypHOTO NoApasAeeHusA
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MpogomkeHue npunoxexus Ne 23
knn. 4.11, 4.31 lNpasun

[Nepepan
nen

(unchbpamun 1 nponucsto)
v perncTpaLUmMoHHO-KOHTPOSbHBIX KaPTOTEK K [OKYMEHTaM.
(undbpamy 1 NPOICHIO)

HawmeHoBaHue JormkHoCcT# pa60THvu<a

CTPYKTYpHOro nogpasgerenus Mognuck Pacwundposka nognucu

MpuHsan aen
(Undhpamn 1 NPonNUCHIO)

“ perncTpaunoHHO-KOHTPONbHbIX

(unchpamu ¥ NPONUCHI)
KapTOTEK K JOKYMEHTaM.

HanmeHoBaHMe [OMKHOCTH
paboTHuKa apxusa Mognuce Paclmndposka nognucu

[ara

dopmat A4 (210 x 297 mm)
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MpunoxeHne Ne 24
knn. 4.11, 4.31 MNpasun

HaumeHoBaHKe opranusadinm

doHp Ne

ONMUCbNe
3MEKTPOHHbIX Aer, [JOKYMEHTOB

Ne WNHpexc 3aronoBok Kpannue O6bvem, M6 | NpumeyaHus
n/n nena pena nartbl®
1 2 3 4 5 6

HaumeHoBaHue pasgena

| | | | |

B paHHbIA pasgen onncu BHECEHO nen,
(undppamm 1 nponncoio)

¢ Ne no Ne

o6bemom MG.

HanmeHoBarue gomxHOCTH
PYKOBOAUTENS CTPYKTYPHOrO

noapasaeneHus MNoanuce Pacwudposka nognucu

Oarta

COIMACOBAHO COMACOBAHO**

HavmeHoBaHWe JOMmMKHOCTH [MpoTtokon 3K CTpyKTypHOro

pykoBoanTens cnyxoel JOY nofpasgenexHns

Mopnuck PacwundpoBka oT Ne
Moanucn

JaTta

* I'pacba OnycKaeTcs B OHUCH A€ OCTOSHHOTO CPOKA XPAHEHUs.
** [Tpu Hanuuuy DK cTpyKTYpPHOTO NoapasiesicHus
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Mpoporkenne npunoxexus Ne 24
knn. 4.11, 4.31 MNpasun

MMepepan
aen
{UMdpamm 1 NPONKCHIO)
" perucTpauMoOHHO-KOHTPOMBHBIX KAPTOTEK K OKYMEHTaM,
(Uuncbpamu ¥ RPONUCHIO)
obbemom M6.
HaumeHoBaHue forkHOCTU paboTHUKA
CTPYKTYPHOro noapasaeneHuns Moanwnce Pacwudposka nognucu
[puHan nen
{unbpamu 1 nponNUckeI)
V" perncTpaLioHHO-KOHTPOIbHBIX
(umncbpamu 1 NPONUCHIO)
KapToTeK K AokymeHTaM, o6beMom M6.
HavmMeHoBaHme JOMKHOCTN
paboTHMKa apxmBa Mognuce Paciumndposka nognucuy

[Nara

dopmaTt A4 (210 x 297 mm)
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MpogonxkeHune npunoxerHus Ne 24
knn. 4.11, 4.31 Npasun

NPUNOXEHUE K ONMUCH Ne

3NEKTPOHHbLIX Aer, LOKYMEHTOB

PeecTp AOKYMEHTOB (KOHTEWHEPOB 3MeKTPOHHbLIX AOKYMEHTOR) 31IeKTPOHHOrO Aena:®

Ne ef.xp. no onwcu

WHpexc pena

3aronoBokK gena

HaTta Per. Ne

AOKYMeHTa | AOKyMeHTa

HanmeHoBaHve JOKYMeHTa O6bem, M6 | TlpumevaHua

HaumeHoBaHue JomKHOCTH

cocTaBuTensd onnucu

Mognucs Pacwundposka nognucu

dopmat A4 (210 x 297 Mm)

CocTaBnsercs Ha Kax10e 3JIEKTPOHHOE ALJIO.




INpunoxexne Ne 25

Kn. 4.18 MNMpasun

HavmeHoBaHue opraHnsaynn

HOMEHKIATYPA OEN YTBEPX[AIO
PykoBoguTenb oprammaaumy
Moanuce Pacwudposka
Ha rog noanucy
LaTa
WHpeke 3aronosok nena KonwnyecTso | Cpok XpaHeHns ﬂpmmeanmﬂ |
Jena aen u Ne ctaTbm no |
NepeyHio
1 2 3 4 5
HassaHue paspena ' ‘
l

Hanmerosanve nonxHocty
pykoBoauTens cnyx6el JOY
opraHusayuu [Mognuck Paclumdposka nognvcn

Busa pykosogutens apxviBa
(f1ua, oTBeTCTBEHHOrO 33 apxuB)

COIMIACOBAHO COIMMACOBAHO

MpoTokon LIGK (3K) MpoTokon 3K apxusHoro yupexaenus
oT Ne oT Ne




MpopomxeHne npunoxenus Ne 25
Kn. 4.18 lNpasun

WTorosas 3anuck o KaTeropusax n konu4yecTse fen, 3aBefeHHbIX B rogy

B opraHusaumn

Mo cpokam xpaHeHus

Bcero

B Tom uncne:
Nnepexoaauimx ¢ oTmeTkon "ITK"

1

2

3 4

[ocTosHHOrO

BpemerHoro (cabiwe 10 rer)

BpemeHnHoro (go 10 et
BKITHOYUTETBHO)

NTOrO:

HavnmeHoBaHWe formkHOCTY
pykosoautens cnyxowel A0OY

Hata

MNognwnck

NTorosble ceBeaeHVs nepefaHbl B apxvs.

HanmeHoBaHWe pomkHocT nuua

repefaBLIero cBeaeHns

[aTta

INognvck

Paclundposka nognvcu

Pacwundposka nognvcu

®opmat A4 (210 x 297 Mm)



HaumeHoBaHue opraHnzaunn

HanmeHoBaHue cTpykTypHOro

92

MNpunoxexue Ne 26
Kn. 4.18 MNpaswun

nogpasneneHuns
HOMEHKMATYPA [EN ‘
Ha rog* |
WHpeke 3aronosok aena KonnyecTso Cpok xpaHeHus | lMpumeyanue
nena TOMOB (Yacteft) | 1 Ne ctaTsi no
NepeyHo
1 2 3 4 5
HassaHue paspena
l l I

HavmeHoBaHWe JomkHOCTU
PYKOBOAUTESA CTPYKTYPHOTO
noapasneneHms

Hata

COITIACOBAHO**
MpoTokon 3K cTpykTypHoro
noapasaeneHns

oT Ne

Nognuce

Paciundposka noanvcu

®opmat A4 (210 x 297 Mm)

*K HOMEHKNatype Aesi CTPyKTypHOTro noapasneneHns no OKoHYaHun KaneHaapHoro roga cocTaBnseTcs

‘UTOroBas 3anuch no cbopMe, yKasaHHOW B N

ceeaeHuit B cnyxoy [10Y opranvsauum.

** Mpu Hanuunn 3K cTpykTypHOro nogpasgenexusi.

punoxeHuu 25, n genaerca oTmeTka o nepenave UTorosbix



Mpunoxexne Ne 27

kK nn. 4.19, 4.21 MNpaswun
BHYTPEHHAA ONUCH
HAOKYMeHTOB flena Ne
Ne | Perucrpay AaTta 3aronoBoK JOKyMeHTa Homepa Mpumeva-
n/n WNOHHBbIW JOKyMeHTa NNCTOB fena Hue
NHAEKC
LOKYMEHTa
1 2 3 4 5 6
Utoro JOKYMEHTOB.

KonnyecTeBo NUCTOB BHYTPEHHEN onucu

HaumeHoBaHue fomkHOCTY nnua,
COCTaBMWBLUEro BHYTPEHHIOW OMUCh

LOKYMEHTOB Aerna

NaTta

(4ndpamyv 1 nponuckeio)

(4Unchpamu v NPONUCHI)

[Noanuck

Pacwudbposka nognucu

Popmat A4 (210 x 297 mm)
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MNpunoxerne Ne 28
Knn. 4.19, 4.24 lNpaswun

(HanMeHoBaHWe rocyapcTBEHHOro (MyHULMNansHoro) apxmea)

(HavmeHoBaHWe opraHvsaumn)

(HanmeHoBaHWe CTPYKTYPHOrO nofpasgaenexHus)

LENO Ne TOM Ne

(3aronosok fena)

(kpaiHne faTbi)

Ha nncTax

XpaHutb

dopmat A4 (210 x 297 mm)
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HavmerosaHue opraHunsaumn
CnpaBoyHble faHHble 06 oprarnsaumm
(nouToBBLIV appec, TenedoH,
TenedoH/paxc)
APXABHAA CMPABKA

Ne

(gara)
Ha Ne oT

Tekct

OcHoBaHwue:

HomkHocTb pykoBOAUTENA OpranvaaLum
(MK MHOTO YMONHOMOYEHHOrO UM NLA) Moanuck

[TevaTsb

damunns ncnonHUTens
Homep TenedonHa

Mpunoxerne Ne 29
K. 5.12 lNpasun

Anpecart

Pacwwudposka nognuncu

dopmat A4 (210 x 297 mm)



YTBEPX[AIO

(HaMMeHOBaHMe HOIMKHOCTY PYKOBOAUTESS

OpraHvsauuy nepeaaroen JOoKyMeHThb!)

[oanuck Pacluwndposka nognucu
[ata [NevaTts
AKT
No

nprema-nepegaqn apxmeHbIX
AOKYMEHTOB Ha XpaHeHue

MNpunoxeHue Ne 30
K. 6.8 lNpasun

YTBEPXOAKO

(HaumeHoBaHWe AOMKHOCTY PYKOBOAUTENS

OpraHnsaunm NprHUMaroLLen oKyMeHTb!)
Moanuce Pacuwndposka noanmcu

Harta Mevyatb

(ocHoBaHwve nepenayn)

(HassaHne nepefasaemoro hoHaa)

chan,
(HaumeHOBaHMe opraHn3aLUy, nepeaatoLyen DOKYMEHTbI)
(HaMmeHoBaHWe opraHn3aLuK, NPUHUMaLOLLE LOKYMEHTBI)
NPVHUMAET Ha rocyAapCTBEHHOE XpPaHeHWE LOKYMEHTbI U CTpaxoBhble KONWu 3a
(rogkr)
1 CIpaBOYHbIN annapaT K HAM:
Konuuectso
Ne KonnuectBo eanHuy
HassaHue, Homep onncu 3K3EeMMIApoB lNpumevaHue
n/n XpaHeHus
onucu
1 2 3 4 6
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MNpogomkeHue npunoxenns Ne 30
Kn. 6.8 NpaBun

Wtoro npuHsTo ef. xp.
(Unbpamu 1 nponucsio)
Mepepauy npoussenu: [Mpuem npoussenu:
HormxHocTe  Mognuck NomkHocTe TMognucs Paclwmndposka
Pacwundposka noariucu
noancuy [ata
Hata

®oHpy npucsoeH Homep

MameHerus B yueTHble LOKYMEHTbLI BHECEHI
HomkHocTb Moanuce

[ata

Paclumdposka nognucu

dopmat A4 (210 x 297 Mm)



