Mpuka3s MuHuctepcTBa KynbTypbl P® ot 31 mapta 2015 r. N 526
"O6 yTBepXAeHUU NpaBus opraHM3auun XxpaHeHusi, KOMNNEKTOBaHUSA, y4yéTta u
ucnonb3oBaHUsA AOKyMeHTOB ApxuBHoro cooHaa Poccuinckon ®epepauum v
APYrux apxmBHbIX AOKYMEHTOB B OpraHax rocygapCTBeHHOW BfacTu, opraHax
MeCTHOro camoynpasrieHUA U opraHusaumsax™

B cootBetctBUM C nyHkToM 2 4actm 1 ctaten 4, dacteto 5 cratem 14
depepanbHoro 3akoHa oT 22 oktabpss 2004 r. N 125-&3 "O6 apxvmBHOM pgene B
Poccuinckon ®epepaumn” (CobpaHune 3akoHogatenocta Poccuiickon ®egepaumm 2004,
N 43, cT. 4169; 2006, N 50, cTt. 5280; 2007, N 49, c1. 6079; 2008, N 20, cT1. 2253; 2010,
N 19, cT.2291; N 31, cT.4196; 2013, N7, cT.611; 2014, N40 (4. Il), cT.5320) n
noctaHoeneHvem lNpasutenbctea Poccurckon ®egepaunm ot 20 nona 2011 r. N 590 "O
MuHucTtepctBe KynbTypbl Poccuiickon ®epepaumn” (CobpaHue 3akoHogaTenbCTBa
Poccuinckon ®epgepaunn, 2011, N 31, c1. 4758; N 44, cT1. 6272; 2012, N 6, cT. 688; N 17,
cT. 2018; N 26, cT. 3524; N 37, c1. 5001; N 39, c1. 5270; 2013, N 3, cT. 204; N 8, cT. 841;
N 31, cT. 4239; N 33, cT1.4386; N 41, c1. 5182; N 45, cT1.5822; 2014, N 9, cT1.909; N 30
(4. II), cT.4305; N 40 (4.lll), cT. 5426, N 48, cT. 6860; 2015, N 2, cT.491; N 4, CT. 664,
N 9, cT. 1339) npukasbiBato:

1. YTBEpAUTbL nNpunaraemMble rnpasusia OpraHn3aumm XpaHeHusi, KOMMIEeKToBaHUs,
y4éTa M MCNosib30oBaHUSA AOOKyMeHToB ApxmBHOro ¢oHga Poccunckon depepauum u
APYrnx apXxvBHbIX AOKYMEHTOB B OpraHax rocyJapCTBEHHOW BNacTu, opraHax MeCTHOro
camoynpasfieHNS N opraHmn3auusix.

2. HanpaBuTb HaCTOAWMW MpUKa3 Ha roCyAapCTBEHHYK perucTpaumilo B
MwuHucTepcTBo tocTuumnm Poccuimnckon degepaumn.

3. KOHTpomnb 3a WUCMOMHEHMEM MpuKasa BO3NOXWUTb Ha NEpPBOro 3amMecTuTens
MwuHunctpa B.B. ApucTtapxosa.

MwuHucTp B.P. MeguHckumn

3apernctpupoBaHo B MuHiocte P® 7 ceHTabpsa 2015 .
PerunctpauunoHHbii N 38830
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MpunoxeHwue
K npukasy MuHuctepcTBa KynbTypbl P®
ot 31 mapta 2015 r. N 526

MpaBuna
opraHusauum XxpaHeHus, KOMMNJIEKTOBaHUA, y4yeTa U UCMONb30BaHUA AOKYMEHTOB
ApxusHoro choHaa Poccunckon depepaumm n Apyrux apxmBHbIX JOKYMEHTOB B
opraHax rocyaapcTBeHHOW BnacTu, opraHax MecTHOro camoynpasfieHUA U
opraHusauusax

. O6wme nonoxeHus

1.1. Hactoswme [lpaBuvna opraHvsauum XpaHeHusl, KOMMSIEKTOBaHUA, yyeTa U
MCNonNb30BaHNA [OKYyMeHTOB ApxuBHOro ¢oHga Poccunckon depepauuum v gpyrux
apXMBHbIX [OOKYMEHTOB B OpraHax roCydapCTBEHHOW BfacTu, opraHax MeCTHOro
camoynpasfieHs n opraHusauusax (ganee - Hactodwme [lpasuna) paspaboTaHbl B
cooTBeTCTBMM ¢ DefepalibHbIM 3aKoHOM OT 22 okTabps 2004 r. N 125-93 "O6 apxuBHOM
pene B Poccunckon depepaummn” (CobpaHme 3akoHogatenbctBa Poccuickon
depepaunn, 2004, N 43, cT.4169; 2006, N 50, cTt. 5280; 2007, N 49, cT1. 6079; 2008,
N 20, cT1.2253; 2010, N 19, cT1.2291; N 31, cT1.4196; 2013, N7, cT1.611; 2014, N 40
(4.1l), c1. 5320), noctaHosrneHnem lNpasutensctea Poccunckon denepaumm ot 15 noHA
2009 r. N 477 "O6 yTtBepxaeHun Npasun genonpon3BoacTsa B deaepanbHbiX opraHax
ncnonHutensHon Bnactn" (CobpaHue 3akoHogatenbcTBa Poccunckon depepaumn,
2009, N 25, ct. 3060); npukazom MuHUCTEpCTBa KyNbTypbl U MacCOBbIX KOMMYHUKaLUN
Poccuinickon ®epepaumm ot 18 gueapa 2007 r. N 19 "O6 ytBepxaeHun [Mpasun
OpraHu3auuMmM XpaHeHusi, KOMMSEKTOBaHMS, yvyeTa W UCMNOMb30BaHUS [OOKYMEHTOB
ApxuBHoro ¢oHga Poccunckon Pepepaumm u Opyrux apxXMBHbIX [OOKYMEHTOB B
rocygapCTBEHHbIX U MyHMUMNANbHbLIX apxuBax, My3esx n 6ubnuoTtekax, opraHusaumsx
Poccunickon akagemum Hayk" (panee - [lpaBuna XxpaHeHus) (3apernctpupoBaH
MwuHioctom Poccumn 6 mapta 2007 r., peructpauuoHHblin Homep 9059, "bronneTteHb
HOPMaTUBHbLIX aKTOB dhefiepasibHbIX OPraHoOB UCMONHUTENBbHOM Briactn ot 14 mas 2007 r.
N 20"), ¢ UBMEHEHMSIMU, BHECEHHbIMU MNpukazomM MuHUCTEepCTBaA KynbTypbl U MacCOBbIX
KoMMyHuKaumn Poccunckon degepauum ot 16 despanda 2009 r. N 68 (3apernctpmposaH
MuHioctom Poccumn 5 maa 2009 r., pernctpaumoHHbin Homep 13893, "Poccunckas
razeta" ot 20 masa 2009 r. N 89), npukazom MuHkynbTypbl Poccum ot 10 ceHTs16psa 2007
r. N1273 "O6 yTtBepXaeHMM OOpPM Y4YeTHbIX U MHbIX AOKYMEHTOB MO OpraHuMsauuu
XpaHEeHUs, KOMMNMEKTOBaHUSA, y4eTa M MCMNOSb30BaHUS OOKYMEHTOB APXMBHOro poHaa
Poccunckon ®depepaumm 1M OpYyrux apxvBHbIX [OOKYMEHTOB B FOCYOAPCTBEHHbIX U
MYHULMNAnNbHbIX apxmBax, My3esix n bubnmnotekax, opraHudaumax Poccuinckon akagemmm
Hayk" (3apeructpupoBaH MwuHiocTom Poccum 9 oktabpsa 2007 r., perucTpauuoHHbIN
Homep 10291, ‘"bronneteHb HOpMaTUBHbLIX aKTOB  (pedeparnbHbIX  OpraHoB
NCNOJSTHUTENBbHOM Briactn oT 5 Hosbpsa 2007 r. N 45").

1.2. [JewnctBne Hactoawmx [lpaBun He pacrnpocTpaHseTcss Ha opraHusauumio
XpaHeHWs, KOMMIEKTOBaHUA, y4eTa M UCMOoNb30BaHUA AOKYMEHTOB ApPXMBHOro poHaa
Poccuinickon ®epepauumn 1M Opyrux apxvmBHbIX OOKYMEHTOB, coAepXaliuMx CcBefeHus,
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COCTaBNALLNE rOCYJapCTBEHHYIO TalHY.

1.3. [ocynapCTBeHHble  OpraHbl, OpraHbl MECTHOrO  CcaMoOynpaBfeHus
MYHULMNANbHOIO paroHa, roPOLCKOro OKpyra W BHYTPUIOPOACKOro pamoHa o6s3aHbl
co3gaBaTb apxuBbl B LENAX XpaHEeHWsl, KOMMMEKTOBaHWs, ydeTa M UCMONb30BaHUS
0bpa3oBaBLUNXCS B NpoLecce UX AeATeNbHOCTU apXUBHbBIX JOKYMEHTOB.

1.4. OpraHusauum Bnpase co3faBaTb apXMBbl B LENsX XpaHeHMs o6pa3oBaBLUNXCS
B npouecce Nx OesaTenbHOCTU apXUBHbIX JOKYMEHTOB, B TOM YUCHE B LeNnsX XpaHeHUs m
MCNOJSIb30BaAHNA apPXMBHbIX [OOKYMEHTOB, He OTHOCSALWMXCA K roCyAapCTBEHHOW Wnn
MyHULMNanbHon cobctBeHHoCTU*(1).

1.5. 3agaum un yHKuMM apxuBa (LEeHTpanbHOro apxuBa) rocyaapCTBEHHOro
opraHa, opraHa MeCcTHOro caMoynpasfneHusi, opraHM3aunm - ICTOMHUKA KOMMIEKTOBaHMUS
rocyaapCTBEHHOrO, MyHMUMNANbLHOIO  apxusa onpegenawTcs NONOXEHNEM,
yTBEPXKAAaeMbIM PYKOBOAUTENEM OpraHu3aumn.

Il. OpraHusaumna xpaHeHUs1 LOKYMEHTOB apxuBHoro ¢ooHaa Poccumnckom
depgepaumm M gpyrmx apxXmBHbIX JOKYMEHTOB B OpraHu3auum

2.1. [okymeHTbl, obpasyllmecs B OEATENbHOCTU OpraHM3auuun, COCTaBnsAlT
OOKYMEHTanNbHbIN OOHA.

2.2. Co3pgaHve [oKymMeHTanbHoro ¢ooHga opraHusaumMm OcCywecTBNsieTca nyTem
COCTaBIIEHNA HOMEHKNaTypbl Aern, opMupoBaHuMs M OOPMIIEHUS AeSyT Ha OCHOBe
HOpPMaTMBHbIX NPaBOBbIX akTOB Poccuinckon denepaumm, nepeyHen TUNOBbIX apXMBHbIX
AOKYMEHTOB C YKasaHMeM CpPOKOB WX XpPaHEHUs, YTBepXOaeMblX B COOTBETCTBUM C
nyHktom 3 ctaten 6 degepanbHOro 3akoHa ot 22 okTabps 2004 r. N 125-d3 "O6
apxuBHoMm gene B Poccurckon ®egepauyumn”, n nepedHen JOKyMEHTOB, 0OpasyoLnxcs B
npouecce [eATenbHOCTM eaepanbHbIX OpraHoB rocyAapCTBEHHOW BIlaCTU, MHbIX
rocygapcTBeHHbIX opraHoB Poccuinckon denepaumm, a Takke B npouecce AeAaTesNIbHOCTH
noaBeOMCTBEHHbIX MM OpraHusaumin, ¢ ykazaHMeM CPOKOB XpPaHEHUS.

2.3. Yactb gokymeHTanbHoro ooHaa, BKrovaowas AoKyMeHTbl ApXMBHOro poHaa
Poccunckon depepaumm, OOKYMEHTblI MO FIMMHOMY COCTaBY WM JOKYMEHTbl BPEMEHHbIX
(cBblwe 10 neT) CPOKOB XpaHEHUS, BKIIOYEHHbIE B Y4YeTHble [OOKYMEHTbl apXxmBea,
COCTaBNsET apXuBHbIN POHA OpraHuM3auumn, KOTOPbIM MOLNEXUT XPaHEHUKD B apxuBe
opraHunsauuu.

[oKyMeHTbl BpeMeHHbIX (40 10 neT BKIIYUTENBLHO) CPOKOB XPaHEHUS XPaHATCS B
CTPYKTYPHbIX MoApasfeneHnsix opraHmsaumMm n rno UCTEYEHUN CPOKOB WX XpaHEHUs
nognexar YHUYTOXEHUI0 B NMopsiake, YCTAaHOBIIEHHOM B nyHKTax 4.6 - 4.13 HacTOALMX
[Mpasun.

2.4. Bnpamu apxmBHbIX pOHO0B OpraHM3aumn ABMATCA:

apXmMBHbIN (POHA, OpraHMsauuun, COCTOALLMA U3 OOKYMEHTOB ApPXMBHOrO (oHOa
Poccunckon denepaumm n gpyrux apxXmBHbIX JOKYMEHTOB;

obbeaNHEHHbIN apXMBHbIN GOOHA, COCTOSLWMN M3 oDOpas3oBaBLUMXCS B npouecce
AeaTenbHOCTM ABYX wnuM  Oonee opraHuM3auun  OOKYMEHTOB ApxuBHOro doHaa
Poccuiickon ®depepaumm v OpYyrnx apxXmMBHbIX AOKYMEHTOB, WMEKLMX Mexay coboMu
NCTOPUYECKN U/Mnn nornveckn obycnosrieHHble CBA3Y;

apxmBHaa KOMIeKUuMsa, CcocTofAlas w3 OTAeNbHbIX apXMBHLIX [OOKYMEHTOB
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pasnNUYHOro NPOUCXOXAEHUS, OObEANHEHHbIX MO OOAHOMY WA HECKOSIbKMM MpuU3HaKkam
(TemaTnyeckomy, aBTOPCKOMY, BULOBOMY, OO HEKTHOMY).

2.5. ApXvBHOMY doHay opraHusaumm npuceanBarTCcA Ha3BaHwue,
COOTBETCTBYIOLLEe HaMMEeHOBaHWIO OpraHusauuvm, 1 HomMep B nopsake, onpeneneHHom
nyHKTOM 3.8. HacTtoAwwmx Npasun.

2.6. ApxmBHble OOKYMEHTbl OpraHu3aumm COCTaBMAT OOAUH (€OWHbIM) apXUBHbLIN
dooHA:

OO0 W nocne peopraHvsauuu, a Takke W3MEHEeHWA CTPYKTYpbl, LITATOB, €Ccnu
yKa3aHHble MeponpuaTuS He noBneknn 3a cobon u3MeHeHus uenem un npegmeTa
AeATenbHOCTU OpraHu3aumm;

00 U Nocre U3MeHeHNsa TeppuTopuarbHbIX rpaHuL AeAaTenbHOCTU opraHnu3aumm;

B Crly4ae CMeHbl ydpeauTens.

B cnyyae wu3smMeHeHus cobCTBEHHWKA WMyLWlecTBa OpraHuMsauun apxuBHbIE
AOKYMEHTbI OpraHunsaumm JOMKHbI BKNHOYaTbLCH B pasHble apXmBHblE (POHAbI.

2.7. B cnyyae peopraHuMsaumMm opraHmsaumm c nepegaden QyHKUMA BHOBb
CO30aHHOM WM  MHOW OpraHu3aumm BCe apxuBHble [OOKYMEHTbl nepegarTca
opraHmsaumm-npaBonpeeMHUKY U BKITHOYAKOTCS B apXUBHbIN OOHA NOCNenHEN.

[IOKyMEeHTbl MOCTOSAHHOIO XpPaHeHUs W [OO0KYMEeHTbl MO JIMYHOMY COCTaBy
NUKBNOMPOBAHHbBIX OpraHu3auui OOIKHbI nepefaBaTbCA B YNOPSAOYEHHOM COCTOSHUMU
Ha XpaHeHne B COOTBETCTBYHOLMI rOCY4apCTBEHHbIN (MyHUUMNASTbHBIN) apXmB.

2.8. XpOHOMNOrnyeckMmun rpaHmuamMmm apxmeHoro dpoHaa aBnsaTca*(2):

AN apxuBHOro (poHOa opraHu3aumm - YycTaHaBnNMBaeMble Ha OCHOBE
HOPMaTUBHbIX akTOB [AaTbl CO34aHuUs W NuKBMAauuu opraHmsauuun. lpyn  Hanuuuu
HEeCKOmbKMX akToB 06 ob6pasoBaHMM opraHusaumm npuHMMaeTca gata Hanbornee paHHero
N3 HUX;

ans o6beguHEeHHOro apxmMBHOro oHA4a opraHu3aumn - gatbl co3gaHusa Hanbornee
paHHEn M nuKBMgauum Haumbonee NO3gHEN NO BPeMEHW OeSATEeNbHOCTU OopraHu3aumu,
AOKYMEHTbI KOTOPOW BOLUNKM B cOCTaB 06begMHEHHOIo apXnMBHOro ooHAa;

AJ19 apXUBHOM KOMNMNEKUMN - AaTbl CAMOro paHHEero u camoro no3gHero JOKyMeHTa.

2.9. Apx1BHblE€ LOKYMEHTbI A0JTKHbI XPaHUTBCA B CUCTEMATU3NPOBAHHOM Mopsake
B npegenax apxvmBHoro ¢oHga. EguHuuen cuctemaTtusaumm OOKYMEHTOB apXUBHOIO
doHOa B apxuBe oOpraHu3auun SABNSAETCA COBOKYMHOCTb apXMBHbIX AOKYMEHTOB WIU
OTAESNbHbLIN [OKYMEHT, OTHOCSLMECA K OOHOMY BOMPOCY OEeATENbHOCTU OopraHuMsauuu
(nanee - eauHMUa XpaHeHUs).

2.10. EAnHULbl XpaHeHnsa OOSMKHbI OblTb CUCTEMATU3NPOBAHbI, BHECEHbLI B ONMUCK U
ohopMieHbl B nopsake, obecnevmBatolleM y4veT, MOUCK U UCMOSb30BaHNE apXUBHbIX
AOKYMEHTOB.

2.11. EanHnubl XxpaHeHnsa apxmBHOro gooHaa cucTteMaTuUsnpyroTCA B COOTBETCTBUN
CO cregyLwnuMn npusHakamu:

CTPYKTYPHbIN (MpuHagNexHoCTb  eAuHUL,  XpaHeHUus K  CTPYKTYPHbIM
nogpasgeneHnamM opraHnsaummn);

XpoHornornyecku (No nepuogam unm gatam, K KOTOPbIM OTHOCATCS efuHULbI
XpaHeHus);

PYHKUMOHANbHbIA, OTpacreBon, TeMaTUYEeCKNin, NPeaMeTHO-BOMNPOCHbIN (C y4eTOM
YHKUUW opraHu3aumm, TeM WNM BOMPOCOB, KOTOPbIX KacaeTCcd CoAep)xaHue eaunHul,
XpaHeHus);



HOMMHAasbHbLIN (MO 4ENONPOM3BOACTBEHHON hOpME - BMAAM U Pa3HOBUOHOCTAM
AOKYMEHTOB);

KOppecrnoHOeHTCKM (N0 opraHusaumsam, B pesynbTaTe Mepernnucku C KOTOPbIMU
obpasoBanucb eguHNULbI XpaHEeHUs);

reorpacpmyeckmn (B COOTBETCTBUM C  OMpedeneHHbIMU  TeppuUToOpUsIMMU,
HaceneHHbIMN NyHKTaM1 1 OpyrMmMun reorpacomyeckuMmm obbektamm, ¢ KOTOPbIMU CBSA3aHO
cogepxaHue JOKYMEHTOB, aBTOPbl, KOPPECNOHAEHTHI);

aBTOPCKMI (MO Ha3BaHUAM OpraHu3aunin unu amMmmnuam rpaxaaH, sBsOLWNXCA
aBTOpamMu JOKYMEHTOB).

2.12. JokyMeHTbI, Boweawme B 06 beaANHEHHbIN apXUBHbIN POHA, pacnonararTcs
no 3HayuMMmocTu doHgoobpasoBaTenen, MO XPOHOMOrMM CO30aHUA LOKYMEHTOB, MO
andpaBuTy HasBaHUN U OPYruM npusHakam. B npegenax kaxgoro ¢poHaa, Boweuero B
o0beanHEHHbIN apXMBHbIA OOHA, MPUMEHSIOTCA MPUHUMMBLI CUcTeMaTu3aunn, BblIOop
KOTOpPbIX onpefenseTcsd XapakTepoM OeATeNbHOCTM  KOHKPETHbIX  OpraHusauumm,
COCTaBOM N 06BHEMOM JOKYMEHTOB.

2.13. Cwucrtematmsaumss [LOKYMEHTOB apXMBHOM KOSNeKuuMuM onpegensieTcs
TeMaTMKOM N COCTaBOM [JOKYMEHTOB.

2.14. CoxpaHHOCTb [OOKYMEHTOB B apxvBe opraHusauum obecneymBaeTcs
KOMMNIEKCOM MEeponpuATUA N0  CO34aHWI0  HOPMAaTMBHbLIX YCNOBUKW, COBNIOAEHWUIO
HOPMaTUBHbIX PEXMMOB W HaaNexawen opraHum3aumm XpaHeHUa [OOKYMEHTOB,
NCKMIOYaoLWKnX xuweHne 1 ytpaTty u obecneymBarowmx nogaepaHne B HOpMarbHOM
oM3NYECKOM COCTOSAHUM.

B komnnekc paboT no obecneyeHMd COXPaHHOCTM [LOKYMEHTOB apxusa
opraHmsaumm BKAKOYaTCS:

npefocTaBrieHne NoOMeLLEeHNa Ans pasMeLLeHnst apXMBHbIX JOKYMEHTOB;

obecneyeHne HOpMaTUBHBIX YCNOBUN XpaHEHUSI JOKYMEHTOB;

BbIMOSIHEHME TpeboBaHMIN K pa3MELLLEHNIO JOKYMEHTOB B apXUBOXPAHUITNLLE;

npoBepkKa Hann4na N COCTOSAHUS JOKYMEHTOB.

2.15. ObecneyeHne HOPMATUBHBIX YCIOBUIN XPaHEHUS LOKYMEHTOB BKIOYaET:

OCHalleHMe apXUBOXPaHUMULL cneuuanbHbiM 00OpyAoBaHMEM AN XPaHEHUs
AOKYMEHTOB;

obopyaoBaHMe MOMELLEHUA apxmBa OpraHu3auuMuM cpeacTtBamMu MOXKapoTyLUEeHMs,
OXPaHHOW 1 NOXXapHOW CUrHanmn3aumneu;

cobnogeHne NpoTUBOMNOXAPHOIO PEXNMA;

cobnogeHne oXpaHHOro pexnma;

CcO3JaHMe HOPMAaTUBHbLIX TemnepaTypHO-BAAXXHOCTHONO, CBETOBOIO PEXMMOB,
npoBegeHne CaHNTapHO-MMIIMEHNYECKUX MEPONPUATUNA.

2.16. ApxuB opraHuszauMm pasmeljaetca B cCneuuanbHO MOCTPOEHHbIX Un
NPUCNOCOBNEHHbIX ANs1 XpaHEHNA OOKYMEHTOB 3[0aHUSX UKW B OTAENbHbBIX NOMELLEeHUAX
34aHuS.

B apxuBe opraHmMsauumn 4osmkHbl 6b61Tb NpegycMOTPEHbI:

apXMBOXPaHUNULLE;

nomMeLleHne ansa npuema, BpEMeHHOro XxpaHeH st JOKYMEHTOB;

nomMeLleHne Ong UCnonb30BaHUA OOKYMEHTOB (YMTalbHbIM 3an, y4acTOK Bblgayu
AOKYMEHTOB 1 MHOPMaLNOHHO-MOUCKOBbLIX CPEACTB);

paboyne KOMHaTbl COTPYOHMKOB apxvBa OpraHusauuun, KOTopble AOSMKHbl OblTb



N30NMPOBaHbI OT MOMELLEHUN, TOe XPaHATCA apXMBHbIE JOKYMEHTHI.

He ponyckaeTtcs pasmelleHne apxmBa opraHmsaumm B NogBanbHbIX U YepaayvHblX
NOMELLIEHUSX.

2.17. ApxuBoxpaHunuiie [OOMKHO OblTb yganeHo oOT  nabopaTopHbIX,
NPOM3BOACTBEHHbIX, ObITOBbLIX MOMELLEHNA N HE UMETb OOLLUNX C HAMM BEHTUMNALMOHHbIX
KaHanoB. ApXMBOXpaHWMWLLE OTAENSeTCs OT COCeaHMX MNOMELEHUN HecropaemMbiMu
CTEHAMM W NEepPeKpbITUSMMU C npegenamm OrHeCTOMKOCTM He MeHee OBYyX 4YacoB. B
apXMBOXPaHUIMLLIE HE AonycKaeTcs Npoknagka Tpyd BooOCHaAbXeHMs M KaHanmsauuw,
TeXHonorn4yeckne nnm ObIToBble BbiBOAbl BOAbI.

2.18. [pun  pasmMelleHnUn  apxuMBOXpaHunuwia B  crneumasibHoM  Unu
NpUCNocobneHHoOM 34aHun npegnoyteHne (Npu paBHbIX TEMMOBLIX XapaKTepUCTUKaXx)
OTAaeTCcs NOMELLEHUSAM C CEBEPHOWN OpUeHTaunemn OKOoH.

MaTepuanbl NOKpbITUS CTeH, MOMI0OB, [MOTOSIKOB, BHYTPEHHENW apmMaTtypbl
apxXuBoXpaHunuLia, npuMeHsemMble MNpu  U3roToBrieHMn o6bopyaoBaHUs U CpPeacTB
XPaHEHUS apXMBHbIX OOKYMEHTOB, HEe [OJSIKHbl BbILENATb arpeccuBHble XMMWUYECKUE
BeLlecTBa U ObITb NCTOYHUKOM MbINN.

2.19. ApxuBOoXpaHunuiie AOOSMKHO MMETb €CTECTBEHHYK WKW WCKYCCTBEHHYHO
BEHTUNALUMIO, obecneunBaroLLyto peunpKynaumio BO3yxa, cTabunbHOCTb
TemMnepaTypHO-BNaXXHOCTHONO peXxuma, OYUCTKY BO3dyxa OT NbUIM U arpecCuBHbIX
npumecen, a Takke oOTBe4YaTb COBPEMEHHbIM TpPebOBaHMSIM KOMMNAKTHOCTU W
3KOHOMWYHOCTMN.

ApXnBoxpaHumnuLLe OOSMKHO MMETb BbIXOAbl K MMAITaM U JIECTHUYHBIM KNeTKaM.

2.20. ApxmBoxpaHunuuia (3a UCKMIYEHNEM apXMBOXPaHUNULL, pacnofnaratLwmnxcs
Ha oXxpaHaemon TeppuTopuun) obopyayrTca ABEPSMU C MOBbILLEHHOW TEXHUYECKOW
YKPEenneHHOCTb MPOTMB BO3MOXHOrO B3SfIOMa, OCHALLEHHbIMW 3aMKaMu MOBbILLEHHOMN
cekpeTHocTn. OKHa noOMeWeHMn nepBOro ataxa [AOMMKHbl OblTb 060pyAOBaHbI
3anuparowmnmMmmncs peluetTkamm*(3).

2.21. Bce nocTtynawowue B apxuB OpraHu3aumm AOOKYMEHTbl pas3MellalTca B
apXMBOXpPaHUIMLLIAX Ha CTaUMOHaPHbIX U/UNN NepeaBMKHbIX METanMYeCcknx ctennaxax,
B MeTannMyeckux wkadgax unm KoOHTenHepax.

Ctennaxun OOMKHbI ObITb yCTaAHOBMEHbI NEPneHANKYNApHO CTEHaM C OKOHHbIMU
npoemamu, a B nomeweHnn 6e3 OKOH - C Yy4eTOM OCODEHHOCTEN MNOMELLEHUS WU
obopynoBaHus. He ponyckaeTcsi pasMelleHne CTennaxen BMAOTHYD K HapyXHbIM
cTeHaM 3daHuA U K UCTOYHUKaM Tenna.

PacctaHoBka cTennaxen n wWKadoB OCYLWECTBNAETCA B COOTBETCTBUM CO
cnegylowmmmn TpeboBaHUAMN:

paccTosiHMe Mexay pagamun ctennaxen (rnaBHbIi Npoxo) - He meHee 120 cwm;

paccTosiHMe (NPoXon) Mexay CTennaxamu - He MeHee 75 cwM;

pacCTOAHME MeXOy HapYXHOM CTEeHOM 34aHuda U cTennaxamu, napansnesibHbIMU
CTEHe - He MeHee 75 cMm;

paccTosiHMEe MeXay CTEHOW M TOpLOoM cTennaxa unu wkada (obxon) - He MeHee
45 cm;

pacCcTosiHMe MeXay MOSIOM U HWXKHEW MoJSikon ctennaxa (wkadga) - He meHee 15
CM, B LIOKOSIbHbIX 3Ta)ax - He meHee 30 cm*(4).

2.22. TlpoTnBOMOXapHbIn pexmMM B 30aHUSX, r4e pasMellaeTcs apxuB
opraHusauum, W B apXMBOXpaHUNULWAX YyCTaHaBnMBaeTCd B COOTBETCTBUM C



HOpPMaTMBHbIMW MpaBoBbIMM akTamu Poccuiickon dPepepaumm B obnactn noKapHOW
6esonacHocTw.

2.23. OxpaHHbIN pexnm obecneymBaeTcs nyTem 060pya0BaHUSA apXMBOXPaHUIINLL,
a Takke OpyrMx nNOMELLEeHWN, rae MNOCTOSIHHO WM BPEMEHHO XPaHATCS apXWMBHbIE
OOKYMEHTbl, cpeacTBaMy  OXpaHbl, obecneyvBalOWMMW  KOHTPOMb  JocTyna B
apXMBOXpaHUNMLLE MU NOMELLEHMS apxmBa, U cobnogeHnem nopsgka caadm nog oxpaHy
N CHATUA C OXPaHbl, YCTAHOBMIEHHOIO PyKOBOAUTESIEM OpraHu3auuu.

B cnyyae BbldauuM apxuMBHbIX [OOKYMEHTOB BO BpPEMEHHOE [MOSfib30BaHWe Mo
3anpocaMm roCcygapCTBEHHbIX OpraHoB, OpPraHOB MECTHOrO CaMoyrnpaBfeHus U
opraHusaumim BbIHOC M3 34aHNA apxuBa UK 34aHns OpraHn3aumm apxXmBHbIX JOKYMEHTOB
paspeLuaeTcsa TONbKO MO cneynarnbHbIM NPONycKam.

2.24. ApxvBHble OOKYMEHTbI cneayeT XpaHUTb B TEMHOTE.

Bce Buabl paboT ¢ AOKYMeHTaMun OOMKHbI NPOBOAUTBECA MPU OFPaHUYEHHbIX UK
TEXHONOrM4Yeckn HeobXoaUMbIX YPOBHSAX OCBELLEHMS.

3awmTa JOKYMEHTOB OT AeNCTBUA cBeTa obecrneymBaeTcs XpaHeHNEM JOKYMEHTOB
B KOpobKax, nankax u nepennetax, B WKagax unm Ha ctennaxax 3akpblToro Tuna.

EcTecTBeHHOe ocCBelleHWEe B apxXMBOXpPaHWUMLLE [OOMycKaeTca npu  ycrnosuu
NMPUMEHEHUS Ha OKHaxX cBeTopacceuBaTenen, 3aWuTHbIX UIbTPOB, LUTOP, Karo3w,
HaAHECEHHbIX Ha CTEeKNO MNOKPbITUA. [NA WCKYCCTBEHHOIO OCBELLUEHUA MNPUMEHSIOTCH
namnbl HaKanuBaHUs B 3aKpbITbIX NfiadooHax C rnagkon NOBEPXHOCTLIO.

YpoBeHb OCBELLEHHOCTWN B AMana3oHe BUOMMOrO CrnekTpa He AOSDKEH NnpeBblwaTh:
Ha BepTUKanbHOW MOBEPXHOCTWU CTeSfNnaxa, Ha BbICOTe OQHOro MeTpa oT nona - 20-50
NOKCoB, Ha paboymnx ctonax - 100 ntokcos*(5).

2.25. B apxuBoxpaHunuwie nAns XpaHeHust [OOKYMEHTOB YCTaHaBnMBakTCA
crnegylowme napameTpbl TeMnepaTypHO-BIAXXHOCTHOMO pexuma:*(6)

ONS XpaHeHUs OOKYMEHTOB Ha GymaxHoM HocuTene - Temnepatypa 17 - 19°C,
OTHOCUTerbHasa BNaXXHOCTb Bo3ayxa - 50 - 55%;

OS5 AOKYMEHTOB Ha MarHUTHbIX OUCKaX U ANCKOBbIX Hakonutensax - 8 - 18°C n 45 -
65%:;

A5 JOKYMEHTOB Ha onTuyecknx auckax - 10 - 23°C n 20 - 50%;

OS5 JOKYMEHTOB Ha KUHOIMSEHKE:

C HUTPOOCHOBOW - 4epHo-Genble: TemnepaTypa He Bbiwe 10°C, uBeTHblE:
Temnepartypa He Bbiwe -5°C;

c 6e3onacHon OCHOBOWM - YepHo-benble: TemnepaTypa He Bblwe 15°C, uBeTHbIE:
Temnepatypa He Bbiwe -5°C;

A8 POTOAOKYMEHTOB:

yepHo-6enble - Temnepartypa He Bblwe 15°C;

LUBETHbIE - TeMnepaTypa He Bbliwwe -5°C.

OTHOCUTENBbHAA BNAXHOCTb BO3yxa, Heobxoanmas Ansg XxpaHeHus JOKYMEHTOB Ha
KMHonneHke n potogokymeHToB cocTtaBnsaeT 40 - 50%.

226. B apxuBoxpaHunuuie C  HeperynupyembiM  KIMMaTtOM  OOJDXKHbI
OCYLLECTBMIATLCA MEPONPUATUS NO ONTUMMU3ALUN TEeMNepaTypHO-BIAXXHOCTHOIO pexuma
C NPUMEHEeHMEM OTOMNMEeHNA N MPOBETPUBAHUSA MOMELLEHUN, a TakkKe MexaHUYeCKUX
CpeacTB YBMaXHEHUA WM ocyweHunsa Bo3gyxa. Peskne konebaHusi (CE30HHbIE U B
TeyeHne ogHUX CyTOK) Temnepatypsbl (+/- 5°C) n oTHOCUTENBHOW BRIAXXHOCTM Bo3ayxa (+/-
10%) He gonyckatoTcs.



[Mpy 4NUTENBHOM HapyLeHUM TeMnepaTypHO-BAAaXXHOCTHOIO pexmma (0T 3 CYyTOK U
6onee), conpoBoOXaaroLweMcs NOBbILLEHWEM OTHOCUTENBHOW BNaXXHOCTM Bo3ayxa o 70 -
90%, npuHMMalrTCA Mepbl NO ero Hopmanusauum (MHTEHCUBHOE npOoBEeTpMBaHUE,
OCYyLUEHME apXMBOXPaHUNULLA).

TeMmnepaTypHO-BNAXHOCTHbLIN  PEXUM  KOHTPONMPYeTCAa NyTEM  PErynsipHoro
n3MepeHns TemnepaTtypbl M OTHOCUTENBHOM BIIAXXHOCTM KOMHATHOIO W HapPYXHOro
BO3dyxa B OOHO U TO Xe BPEMS: B KOHOULMOHNPYEMbIX NOMELLEHUNAX - HE pexe 1 pasa B
Heden; B apxXMmBOXpaHMNuUiax, He OCHaLWEHHbIX CUCTEMOM KOHAWLMOHUPOBAHUSA
BO34yxa - 2 pasa B He4ento; Npu HapyLLEHUSX pexuma - 1 pas B CyTKN.

MokasaHua KOHTPOJSIbHO-U3MEPUTENbHbIX npubopos domKeupyroTcs B
permcTpaumoHHbIX XXypHanax, B KOTOPbIX TakKe OTpaXalTCcd npoBepka MpaBUSIbHOCTU
nokasaHum npndopos " Mepbl, NPUHATBIE no HopManusauum
TemnepaTypHO-BIAaXXHOCTHOIO pexnma B Criydasax ero HapyLeHus.

Mpn Hannuun B 34aHMN apxmBa LEHTpPanmn3oBaHHOW CUCTEMbI obecnevyeHus
cobnogeHnss TemnepaTypHO-BAAXXHOCTHOMO pexuMma B MNOMELLUEHUNX, FOEe XPaHATCS
AOKYMEHTbI, KOHTPOSiIb 3a ero cobniogeHnem ocyLlecTBndeTcss B aBTOMaTUYECKOM
pexunme.

2.27. TlomelleHna apxuBa oOpraHusauum OOJDKHbI COAepXaTbCA B 4YUCTOTE, B
YCNOBUAX, WUCKOYAIOWMNX BO3MOXHOCTb MOSBIIEHUSA MAECEHU, TPbI3YHOB, HACEKOMbIX,
neiin. B nomelleHusx apxuBoxpaHunuw, [ofmkHa ©ObiTb obecneyeHa cBoboaHas
LUMPKYNAULMS BO3ayxa, UCKIoYarowaa obpasoBaHne HeENpoOBETPMBAEMbIX 30H, OMACHbIX B
caHUTapHO-6MONOrMYECKOM OTHOLLEHUN.

B nomeleHunsax apxmBoxpaHunumiy, Heob6xoammo:

NpPOBOAUTb CUCTEMATUYECKYHO BIaxXHYt0 YOOPKY;

He peXke O4HOro pasa B rog NpoBoanTb obecnbiiMBaHne KOpobok C JOKYMEHTaMM,
LWKadoB, cTennaxem;

obpabaTbiBaTb LIOKOSIbHbIE YacCcTU CTennaxewn, nosbl, MIVHTYCbl, NOLOKOHHWUKW
BOAHbIMW pacTBOpamMu aHTUCENTUKOB.

2.28. [1Ba pasa B rog (B Hayane M NO OKOHYaAHMN OTOMUTENILHONO CE30Ha)
OOKYMEHTbl M MNOMELLEHUS apXMBOXpaHUNULWL, noaBepratoTcsa obcnegosaHuoo  aAns
CBOEBPEMEHHOro  OBHapyXeHuUst HacekoMblx W  nneceHn. [lpun  obBHapyxeHUn
Guonornyecknx BpeauTenen MNPUHUMAKOTCA CPOYHbIE Mepbl MO  Ae3UHMEeKUuun W
AE3MHCEKUMM [OOKYMEHTOB W MOMELWEHUn cunamm paboTHMKOB apxmBa, a npwu
HeobX04MMOCTH - CUNaMn COOTBETCTBYHIOLLINX CIyXO.

2.29. B apxuBoxpaHunuLle 3anpeLlaeTcs HaxognTbCa B BEPXHEN oaexae, MOKPOW
N rpsasHon obyBW; XpaHUTb MOCTOPOHHME NpeaMeTbl, MMYLLECTBO M obopyaoBaHue,
ynoTpebnatb NuLeBble NPOAYKTHI.

2.30. Ob6saszaTtenbHbIMM  YCNOBUSIMA  XPaHEHUSA  3NEKTPOHHbLIX  AOKYMEHTOB
SABNSAKOTCA:

Hanuyune B apxmBe OpraHU3aunm He MeHee AOBYX 3K3EeMMMSAPOB Kaxaou eguHULbI
XPaHEHUs1 ONEKTPOHHbIX AOKYMEHTOB (OCHOBHOM W paboynn 9K3eMnnsipbl LOSMKHbI
HaxXoAUTbCS Ha pasHbIX PU3NYECKUX YCTPONCTBAX);

Hanuune TEeXHUYECKUX U MPOrpaMMHbIX CpPenCTB, MpefHas3Ha4YeHHbIX Ans
BOCMNPOM3BEAEHUS, KOMUPOBAHUS, nepes3anncu 3NEKTPOHHbIX [AOKYMEHTOB, KOHTPONS
dM3NYECKOTO N TEXHNYECKOTO COCTOSIHUS;

obecneyeHne pexnma XpaHEHUS SNEKTPOHHbIX AOKYMEHTOB, WCKITHOYaOLWEro



yTpaTy, HeCaHKLMOHMPOBAHHYIO PaCcCbIfiKy, YHUMTOXEHWNE UMW UCKaXXeHne nHopMaumn.

2.31. lMNepegava TEKCTOBbIX 3MIEKTPOHHbLIX AOKYMEHTOB AJSI XpaHEHUA B apxXuB
opraHmsauuu, SBnLAOWENCA WCTOYHMKOM  KOMMIIEKTOBAHWA  FOCYJapCTBEHHOMoO U
MYHULMNANbHOIoO apxuea, ocywecTenseTtca B popmaTte PDF/A.

2.32. B uenax obecneyeHnss XpaHeHUd, yyeTa M UCMOMb30BaHNSA 3NEKTPOHHbIX
AOKYMEHTOB, HaxOOAWMXCA Ha XpaHeHMM B apxuBe oOpraHusauuun, LOOSMKHO
NPOU3BOANTBCA  CUHXPOHHOE  M3MEHEeHWe  nporpamMMHo-annapaTtHOM  cpefbl B
opraHu3auMM ” B apxuBe oOpraHu3auuu, a TakkKe CBOEBpeMEeHHas nepesanucb
9JIEKTPOHHbIX apPXMBHbIX JOKYMEHTOB Ha HOBblE HOCUTENN U B HOBblE (bOpMaThl.

B npouecce xpaHeHUs aNeKTPOHHbIX JOKYMEHTOB B apXuBe OpraHu3aunn He pexe
OQHOro pasa B 5 neT npousBOAUTCA TEXHUYECKUM KOHTPOSb (DU3NYECKOTO COCTOAHUSA
HOCUTENEen 3NEKTPOHHbIX AOKYMEHTOB U BOCNPOU3BOAMMOCTU SNEKTPOHHbBIX JOKYMEHTOB.

B cnyyae ecnn npu OCyWECTBNEHUN TEXHUYECKOrO0 KOHTPOMSA YCTaHOBMEHbI
N3MEHEHNS (PU3NYECKOrO0 COCTOSIHUSE HOCUTENEWN 3NEKTPOHHbIX [OKYMEHTOB, apxuB
OopraHu3auum no peLLeHno pyKoBOAMTENS OpraHu3auuuM OOSKeH NpoBoAnTb paboTy no
nepesanmcun 3NeKTPOHHbIX JOKYMEHTOB HAa HOBbIE HOCUTENMN.

Mpwn N3MEHEHUU dopmaToB B pesynbTaTe npeobpasoBaHuns
nporpamMHoO-annapaTHoOn cpedbl, YXYAWEHUS BOCMNPOU3BOOMMOCTU  9NEKTPOHHbIX
AOKYMEHTOB apXvMB OpraHuM3aumMm Mo pPeLeHU0 PYKOBOAMTENSA OpraHvsaumm OOJIKeH
npoBoauTb paboTy NO Nepesanmcun NEeKTPOHHbIX JOKYMEHTOB B HOBble hopMaThl.

Mpn ocywecTerneHnn nepesanucn posmkHa OblTb obecneyeHa ayTEHTUYHOCTb,
NOMHOTa, JOCTOBEPHOCTb, LENTOCTHOCTb M HEM3MEHHOCTb MH(bOpMauuK, cogepxallemnca
B 3MEKTPOHHbIX JOKYMEHTaX.

TeKkcTOBble 3NEeKTPOHHbIE [OOKYMEHTbl, MnoaBeprinecd nepesanncu B HOBble
dopMaTbl U/ HA HOBblE HOCUTENW, AOSMPKHbI OTBEYaTb TPeOOBaHUAM, YCTAHOBMEHHbBIM
nyHkTom 2.31 HacTtoawmx MNpasun.

2.33. [Ans onepaTtMBHOro OCTyNa K 3IEKTPOHHBbIM JOKYMEHTaM B CMpPaBOYHbIX U
NMOWUCKOBbLIX LieNsiX B apxmBe co3gaeTca PoHA NONb30BaHUS ANEKTPOHHbBIX JOKYMEHTOB.

2.34. Bce nocTtynawwue B apxuB OpraHu3aumm [OOKYMEHTbl pasMeLLatoTca B
apxXuBOXpaHUMLLAX Ha cTennaxax Wnun B wWwKadgax B MOpsiAKe, COOTBETCTBYHOLLEM
onucam aen, JOKYMEHTOB. [JOKYMEeHTbl, TeMnepaTypHO-BNaXXHOCTHbBIA PEXUM XpaHEeHUd
KOTOPbIX pasnuyeH, JOMKHbI pasmellaTbCa B pasHbIX apXMBOXpaHUULLAX.

2.35. lokymeHTbl ApxmnBHoro poHga Poccunckon denepauum v gpyrme apxmBHble
AOKYMEHTbI AOJTKHbI XPaHUTLCH B KOPOBOKax Mnu nankax, N3roToBrieHHbIX N3 6e3BpeaHbIX
ANs1 AOKYMEHTOB MaTepuarnos.

ONEKTPOHHble  OOKYMEeHTbl Ha  dum3myeckm  0D0OCOBMEHHbIX  HOCUTEnNsX
pasMeLLarTca OTAENbHO OT APYrMX JOKYMEHTOB.

Ha kopobku npuknemBatoTca SApPMbIKK, Ha KOTOPbIX YKa3sblBalOTCA: HOMep doHAa,
HOMEp ONUCK U KparHue HoMepa Aer, pa3MeLLeHHbIX B JaHHOW Kopooke.

[Mopsgok pasmelleHna ycTaHaBnMBaeTCsd B 3aBUCMMOCTU OT PACCTOSAHUA Mexay
nonkamu, (uU3n4eckoro CcocTosHUA aen, a Takke OT TBepaAoCTU WM MSITKOCTH
nepenneta. [ena, vMmewowme TBepabli nepensieT, yCTaHaBNMBalOTCHA BepTUKASIbHO; C
MSATKUM NepensieToM Unu HenepenneTeHHble - FOPU3OHTanbHO.

Kopobkn He JOmKHbI BbICTYNaTh 3a npeaernbl NOMoK CTENNaxen.

He ponyckaeTcs xpaHeHWe OOKYMEHTOB B TPaHCMOPTHOW Tape, B wTabensx, Ha
nosy, MOAOKOHHMKAX, NECTHUYHbIX nnowagkax u gpyrux, He npeaHasHadYeHHbIX AN



XpaHeHNsa JOKYMEHTOB MecCTax.

2.36. Bce nomeweHns apxuBa oOpraHu3auuu, a Takke cTennaxmu, wkadeobl,
KOHTENHEpPbI, NOJSIKM HymepytoTca. CTennaxu, wkadgbl U KOHTEMHEPbl HYMEpPYHTCA B
KaXkOoM apXvMBOXpaHWUNuLLe crnesa HanpasBo OT BXOL4HOMW ABepu, a NoSK1 Ha cTennaxax -
no wkadgam CBepxy BHM3, Cnesa Hanpaso.

2.37. B uensx onpefeneHnss Mecta XpaHeHuUsi JOKYMEHTOB B apXUBOXPaHUIVLLE
COCTaBnATCA Tonorpaduyeckne ykasatenu: nocrennaxHole (npunoxexHve N 1), a npu
B6onbLiom Konmnyectse oHAOB - NooHaoBble (NpunoxeHne N 2).

2.38. W3meHeHus, npoucxogsiine B pasMeleHUM [OKYMEHTOB, [OOSMKHbI
CBOEBPEMEHHO OTpaxaTbCs B Tonorpadonyecknx ykasatensax.

2.39. B xoge NpoBepKM Hannuns M COCTOAHUSA apXMBHbIX JOKYMEHTOB B apXumBe
opraHu3aumu:

yCTaHaBnuBaeTca QakTU4eckoe Hanmuve enuHuy, XpaHeHWa W COOTBETCTBUE
y4eTHbIM JOKYMEHTaM;

BbISIBISIKOTCS U YCTPAHSAKOTCHA HEAOCTAaTKN B YY4ETE JOKYMEHTOB;

BbISIBNAOTCH OTCYTCTBYIOLLNE AOKYMEHTbI N OPraHn3yeTCcs Po3bICK;

BbISIBAAIOTCH M YYUTbIBAKOTCA OOKYMEHThI, Tpebylowme npodunakrmyeckon n/mnm
pecTaBpaunoHHO-NpodunakTuyeckomn obpaboTku.

BbISIBASIOTCA M y4MTHLIBAOTCA SNEKTPOHHbIE OOKYMEHTbI, Tpebytowime nepesanucu
Ha HOBblE 3NEKTPOHHbLIE HOCUTESNU, MPOBOAUTCHA KOHTPOSIb (PU3NYECKOrO N TEXHUYECKOIO
COCTOSIHUS €AMHUL, XPaHEHUS, OCYLLECTBMSAETCS NPOBEpKa Ha Hanuyne BpPedOHOCHbLIX
KOMMbIOTEPHbBIX MPOrpamm.

2.40. lNpoBepka HanMnuna N COCTOAHUA OOKYMEHTOB Ha OyMaXHbIX HOCUTEnsax
NpOBOAMTCS B apxXuBe OpraHM3aumn KOMUCCUEN U HEe MeHee YeM ABYMA paboTHMKaMu
He pexe ogHoro pasa B 10 neT, aNeKTPOHHbIX JOKYMEHTOB - HE pexe Of4HOro pasa B 5
ner.

2.41. lNMpun npoBepke HanMyusi N COCTOSHUS AOKYMEHTOB B apXxvBe OpraHusauuu
Heobxoanmo:

COXpaHATb NOPSOOK PacnonioXeHWs OOKYMEHTOB Ha cTennaxax, B Lkadax wu
KOHTEMHEpax B COOTBETCTBUM C Tonorpaduyeckumun ykasatenamu. Npu mnameHeHun
pacrnonoXxeHna agesl HeobxoaAMMO CBOEBPEMEHHO AefiaTb COOTBETCTBYHOLUME 3anncu B
Tonorpaguyeckux ykasatensx;

nomeLlaTb Ha MecTa Haanexawero xpaHeHnsa obHapyXeHHble BO BpeMS NPOBEPKU
HenpaBUbHO pa3MeLLEHHbIE eANHULbI XPaHEHWS;

n3biMaTb C Nnocneaylowen n3onsaumen OOKYMEHTbl, 3apaXKeHHble MNNEeCEHbI0 UMK
Apyrummn Guonormyeckumn BpeantenamMmm (4na JOKyMEHTOB Ha ByMaXHOM HocuTene);

n3biMaTb  €AUHULbBI  XpPaHEHWSA  ONEKTPOHHbLIX  JOKYMEHTOB, cogepaliume
BPEOOHOCHbIE KOMMbBIOTEPHbIE MNpPOrpamMmbl, NOMeLWaTb Ha cneuuanbHO BblOENEHHYI0
nonky (B AWMK) Ans nocnegyrowien obpaboTku;

n3biMaTb U pasMeLlaTb BCre 3a YYTEHHbIMU Aena, He BHECEHHbIE B OMUCHU.

BHeceHue BbISIBIIEHHbIX B XOA4€E NMPOBEPKM HEYYTEHHbIX AN B ONUCH 3anpeLlaeTcs.
HeydTeHHble gena noanexaT obpaboTke M ONMcCaHMIo Nocne 3aBepLleHns NPOBEPKN.

2.42. TlpoBepka HanmuMuus M COCTOSIHUA OOKYMEHTOB MNPOBOAUTCH MyTEM CBEPKU
onucaTenbHbIX CTaTeN ONUCKU C oNMcaHneM Aen Ha obroXKax.

dusmnyeckoe COCTOAHNE Oen onpeaenseTcs NyTeM BU3yasribHOro NpocMoTpa.

HdenaTtb kKakve-nmbo nNOMETKM WM 3anucu B ONUCAX Len U OPYruX YYeTHbIX



OOKYMeHTax 3anpewjaetcd. B KoHUe Kaxgon npoCMOTPEHHOM OnucKu adenaeTca 3anncb
"MPOBEPEHO" ¢ ykaszaHnem HOMepa M gaTbl akta NpOBEpKU HanMumsa N COCTOAHUSA
AOKYMEHTOB.

2.43. llpoBepka Hanuyuss W COCTOSIHUA [OOKYMEHTOB CUYMTAeTCHA 3aBepLUeHHOW
nocre BHeCEHUSI UIBMEHEHWUN, BbISIBIIEHHbIX MPOBEPKON, B YYETHbIE JOKYMEHTbI apXuBa.

Mo pesynbTaTam NPOBEPKM COCTABMSAETCA akT MPOBEPKN HaNUYUA U COCTOSHUS
apxmBHbIX AokymeHToB (ripunoxenne N 3). lMpn oBHapyXeHun OWKnBOK B YYETHbIX
AOKyMeHTax COCTaBnsieTCA aKT O TeXHUYECKMX Owunbkax B YYeTHbIX [OOKYMeHTax
(npunoxenne N 4). B cnyyae oBHapyXeHUs OOKYMEHTOB, HE OTHOCSLUMXCSA K AAaHHOMY
dooHAY, apxuBy OpraHM3aunn, HEYYTEHHbIX, TaKKe COCTaBIIsIeTCA COOTBETCTBYIOLWNI aKT
(npunoxenne N 5). YkaszaHHble akTbl NOAMNUCLIBAOTCA UCNOSTHUTENAMU U YTBEPXKAAKTCA
pyKoBOOAUTENEM OpraHusaumm Wnn ero 3amecTuTenem, Kypupyrwum AedTenbHOCTb
apxusa.

244, Ecnu npoBepkoM Hanuunma W COCTOSHUS [OOKYMEHTOB YCTaHOBIIEHO
OTCYTCTBUWE Aen N JOKYMEHTOB, OPraHmM3yeTcs X pO3biCK.

PO3bICK apXMBHbIX [JOKYMEHTOB, He OOHapyXeHHbIX B Xo4e MNpoOBepKH,
opraHm3yeTcs C MOMEHTa BbISABIEHUSI OTCYTCTBUS N NPOBOAUTCS B TEYEHWE OAHOro roaa.
Ha pena, He obBHapyXeHHble B Xo4e MPOBEpKM HanuMyus U COCTOAHUS OOKYMEHTOB,
coctaBnsetca akt 06 yTtpare pgokymeHtoB  (npunoxenme N 6), KOTOpbIA
paccMaTpuBaeTCca 3KCNepTHOM KoMMUccuen (LeHTpasribHOM 3KCMEepPTHOW KOMWUCCUEN)
(nanee - 9K (U3K) opraHusaunm n yTBepxgaeTcs pykoBoguTernem opraHmsaumm unm ero
3amecTtutenem. K akTy npunaraetcsa cnpaBka 0 NpoBeAeHUN po3biCKa, NOArOTOBIEHHAS U
nognucaHHas nuuoMm, MpoM3BOAMBLUMM npoBepKy. AKT 06 yTpaTe [OOKYMEHTOB
npeacTaBnseTcs B COOTBETCTBYIOLNM rOCYAAPCTBEHHbIN (MYHULUMMANbHbBIA) apXMB Un
YNONTHOMOYEHHbIN OpraH UCNONMHUTENbHOM BnacTn cybbekta Poccuinckon degepaunn B
obnacTu apxvBHOro Aena Ang NPUHATUS peLleHns O CHATUM YTpayeHHbIX Aen ¢ yveTa.

2.45. [JokyMeHTbl BblOalTCA U3 apXMBOXpaHUNUWA Ha OCHOBAHWW MUCbMEHHOIO
paspelleHns pyKoBOAUTENSA apxuBa OpraHuM3aumn Unum ero 3amectutens (ecnv apxms
ABNSETCSH yYpexaeHnem), pykoBoguTens CTPYKTYPHOro nogpasaeneHmsi opraHmsasmm:

pabOoTHMKaM CTPYKTYPHbIX NoApa3faeneHnin opraHmsaunu,

cynebHbiM, npaBOOXpaHUTENbHBIM U MHbIM  YNOSITHOMOYEHHLIM OpraHam B
COOTBETCTBUM C 3aKoHOoA4aTenbLCcTBOM Poccumnckon denepaunu;

WHbIM NOSIb30BaTENAM NO NMUCbMEHHOMY 3asiBIIEHMIO.

[OKYyMEHTbI BblOATCA U3 apXMBOXPAHUIULL, HA CPOK HE NpeBbILIaOLLMNA:

OAHOro Mecsiua - Ang MCnonb3oBaHWA paboTHMKaMKU opraHuMsauum U UHbIMK
nosfib3oBaTeNAMMU;

lecTn mecsiueB - cyaebHblM, NpaBOOXPAHUTENBbHLIM U UHBIM YMOSTHOMOYEHHbIM
opraHam.

[MpoaoneHne ycTaHOBMEHHbIX CPOKOB BblgayM [OOKYMEHTOB [OMNyckaeTcs C
paspeLleHnss pyKoBOAUTENS opraHM3aumMm Ha OCHOBaHUW MUCbLMEHHOIO MOATBEPXKAEHUSA
nonb3oBaTens 0 coxpaHeHun/obecneyvyeHnm COXPaHHOCTN JOKYMEHTOB.

2.46. Bbolgavya OKYMEHTOB U3 apXMBOXPaHUuLLA PEMMCTPUPYETCA B KHUMEe Bblaaun
aen n opopmMmnsaeTca:

3aka3om (cnyxebHor 3annckon) Ha Bblgavy gen;

akToM O Bbldaye gesi BO BPEMEHHOE MOSib30BaHWe - Npu Bbldaye B CTOPOHHUE
opraHunsauum (rnpunoxenune N 10).



Mpn TpaHcnopTupoBKke Aen Ha nobble paccTosHua obecneymBalOTCs Mepbl MO
OXpaHe 1 3alinTe Ux oT BO3L4ENCTBUS BpeAHbIX (DakTOPOB OKpyXxatoLlen cpeabl.

2.47. Bblgavyy [LOKYMEHTOB Ha OyMaxHOM HOCUTENe M3 apxuBOXpaHunuiia wu
npyem ux obpaTHO, B TOM 4ucrie B crydYae HeobxoauMOCTW MOSMIUCTHYIO MNPOBEPKY
HanMuMsg M COCTOSHUA [OOKYMEHTOB nepeq Bbldayden u3 apxuBoXpaHwunvwia wn npwu
BO3BpaTe, MNpPou3BOAUT paboOTHMK apxXuMBOXpaHunuwia B  NPUCYTCTBUM  Nuua,
nosnyyarowlero (Bo3spatyaroLlero) gena.

BmecTo BblgaBaembix M3 apXMBOXpaHUNULa eOuHUL XpaHeHus 1 onvcen aen,
AOKYMEHTOB [OJKHa pasmellatbca KapTa-zamectutesnib gena (npunoxenne N 7). Mpwu
BO3BpalLEeHUM aena kapTa-samecTuTerib U3biIMaeTCa U XpaHUTCA B apXvMBe OpraHusaumm
A0 MMHOBaHMSA HagobHoCTH.

[ena, BbldaBaeMble M3 apXMBOXpaHWUNULLA, OOJSDKHbl MMETb apXMBHbLIN LWKGP,
NPOHYMepOBaHHble NUCTbI, JIUCT-3aBepuTenb fdena (npunoxeHne N 8) wu  nuct
MCNONb30BaHNSA LOKYMEHTOB (rpunoxerHune N 9),

[MogroToBka apXuBHbLIX AOKYMEHTOB K BblJaye U3 apXMBOXpaHUuLLA BKITOYaET:

BblEMKY apXMBHbIX JOKYMEHTOB;

CBEPKY apXMBHOIO LWMdpa 1 3arosiOBKOB C ONUCHIO e, JOKYMEHTOB;

npoBepKy PM3N4eCKoro COCTOSHNA aena.

ONEKTPOHHbIE AOKYMEHTbI BbIOAKTCHA U3 apXMBOXpaHUMuLLA B BUAE SNEKTPOHHbIX
KoM wunum konum Ha OymaxHom Hocuterne. [lpu HeobxoauMoCTU 3aBepeHust Komnun
9NIEKTPOHHbIX  [JOKYMEHTOB WCMOMb3yeTCHA 3rieKTpOHHas NoAnucb  pykoBoAUTENS
opraHmsauuMm WnNu  YnosIHOMOYEHHOro WM  AOSDKHOCTHOrO Jfivua unm  npou3BOAUTCS
3aBepeHne Konum JoKymeHTa Ha ByMaKHOM HocuTene B yCTaHOBSIEHHOM nopsaake (MyHKT
5.14. Hactoswwmx Npasun).

2.48. [1oKyMEeHTbI U3 apXMBOXpaHUNULLA, Kak NpaBuso, He BblAalTCs:

npuv HanM4Mn oHaa Nosib30BaHUS;

HaxogswWunecsa B Hey4oBNeTBOPUTESNTbHOM (PU3NYECKOM COCTOAHUN

249. B opraHusaumm [omkHbl 6biTb  pa3paboTaHbl  MfaHbl  KOHKPETHbIX
MEeponpuATUN 1 Apyrme HOPMaTUBHbIE [OOKYMEHTbI, perfiameHTupylowme nopsgok
paboTbl B 4pes3Bbl4aMHbIX CUTyauuUax, MPU BO3HUKHOBEHUM KOTOPbIX HEBO3MOXHO
obecneynTb COXPaHHOCTb apXMBHbBIX JOKYMEHTOB.

C cogepxaHuMeM nraHoOB MePONpUATUA U OPYrUX HOPMATUBHbIX [LOKYMEHTOB,
onpegenawwmx paboTy apxmBa opraHMsaumn npu YpesBblHarHbIX CUTyauMsaX, AOSMKHbI
ObITb 0O3HaKOMSIEHbI PabOTHMKM apXxMBa OpraHu3auun.

lll. YyeT nokymeHTOB apxuBHoro cpoHga Poccunckon ®egepauum un gpyrux
apXMBHbIX JOKYMEHTOB B OpraHu3auum

3.1. Y4yeTy nognexaTr BCe XpaHAWMecs B apxvBe OpraHu3aumm [OKYMEHTHI,
BKINtOYas JOKYMEHTbI MO JIMYHOMY COCTaBy, KONMUKU AOKYMEHTOB dOHAA Norb30BaHUA (Npu
HanMyMm) 1 onucu aern, AOKYMEHTOB.

3.2. OpraHusaums, 9BnarLWasica NCTOYHMKOM KOMMMEKTOBAHUS rocy4apCTBEHHOIO
(MyHMUMNANbHOro) apxmea, npeactaBnseT B rocyaapCTBEHHbIN (MyHULMNANbHBIN) apXuB
yyeTHble cBefeHna o6 obbeme UM cocTaBe, XpaHSAWWMXCA B apxvBe OpraHusauuu
AokymeHTOB ApxuBHoro doHaa Poccuinckon degepauum u - Opyrux  apXmMBHbIX
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AOKYMEHTOB B COOTBETCTBUM C PernameHtoMm rocygapCTBEHHOro yyeTa [OOKYMEHTOB
ApxusHoro dpoHaa Poccuinckon ®epepaummn, yteepxaeHHbIM npukasom Pocapxusa ot 11
mapta 1997 r. N 11, (3apeructpuposaH MwuHiocToMm Poccum 8 wona 1997 r.,
perncTpaumoHHbIn Homep 1344).

3.3. OCHOBHbIMW egMHMLAMK yYeTa apXMBHbIX JOKYMEHTOB SBMNSAIOTCS:

apXMBHbIN (POHL;

eVHNLAa XpaHeHUs - Aer1o, 3aNeKTPoHHoe Aero (NyHKT 4.34. HacToawwmx Mpasun).

3.4. EauHnyam xpaHeHus npucBanBaloTCA yYeTHble HOMepa, ABMSLWMeCs YacTbio
apxuBHoro wugpa. CBegeHuMss O coCTaBe €OVHWL, XpPaHEeHUd U UX KONu4ecTee
PUKCUPYIOTCS B YHETHBIX JOKYMEHTaX apXmBa.

ApxuBHbIA Wnp (0603HaYeHME, HAHOCUMOE B JIEBOM HWXXHEM YIIly Ha Kaxayto
eVHULY XpaHeHna B uenax obecnedeHns yyeta n naeHTumkaumm) COCTomT M3: Homepa
apxuBHoro ooHAa; HoMepa onucu aesl, AOKYMEHTOB; HOMepa eaNHULIbI XpaHeHUS.

ApPXMBHbIA WINAP ONEKTPOHHbIX [AOKYMEHTOB, XpaHUMbIX Ha 060CO6MEeHHbIX
9NEKTPOHHbIX HOCUTENSX, YKa3blBaeTCs Ha BKNagpblle, BIOXKEHHOM B oyTNAp HOCUTENS.
ApPXMBHbIA LUNMP 3NEKTPOHHBIX AOKYMEHTOB, XpPaHUMbIX B MH(OPMALMOHHOW cuUcTeme
apxuBa, sBngetcsa obasaTenbHbIM 3fIEMEHTOM OMUCaHUSA KOHTEMHEepa 3NeKTPOHHOro
AOKyMeHTa.

3.5. B apxuBe opraHuM3auum BegyTCs OCHOBHble (obdA3aTenbHble) W
BCNoMoraTesnbHble Yy4yeTHble [OKYyMeHTbl. CoctaB M  (OpPMbl OCHOBHbIX YY€THbIX
AOKYMEHTOB ONpeaesnisTca B COOTBETCTBUM C HacToswumu [Mpasunamun. CoctaB u
PopMbl BCMOMOraTesibHbIX Y4ETHbIX JOKYMEHTOB ONpedeniatoTCa apXMBOM OpraHusaumnm
CaMOCTOSATESBbHO.

3.6. B coctaB OCHOBHbIX (0bsi3aTenbHbIX) Y4YeTHbIX [JOKYMEHTOB apxusa
opraHusaLumm BXxoaaT:

KHUra y4yeTta nocTynneHus 1 BblbbITUA aen, AokyMeHToB (npurnioxexHve N 11);

cnucok ooHaoB (npuroxexHve N 12);

nuct cpoHga (npunoxexne N 13);

onucb aen, ookymeHToB (npunoxexna N 14, 15, 16, 17, 18);

peecTp onucen (npunoxenue N 19).

3.7. B KHUry ydeTa NocTynneHns u BbIObITUS Aer, AOKYMEHTOB nocriegoBaTenbHO
BHOCATCS BCe MNEepBUYHbIE U MOBTOPHbIE MOCTYNMeHUs (BblObITUA) Oen, OOKYMEHTOB.
Kaxxgoe noctynneHue (BbiObiTME) B npedenax OTYETHOro roga norydaet nopsaKoBbIM
HOMep B BanoBOK NocrneaoBaTenbHOCTMU.

ExxerogHo Ha 1 sHBaps NoABOAUTCSA UTOr KOMMYECTBA MOCTYMMBLUMX U BblObIBLLNX
3a rog gen, JOKYMEHTOB.

3.8. Cnucok oHOOB BedeTCsl B apxvMBe OpraHuM3auuu, XpaHdawem LOKYMEHTbI
bonee ogHoro goHaa. B cnncok doHOOB apxuBHbIN (DOHA 3anuUCbiBAETCHA TOMNbKO OOWH
pas, Npu NepBoM MOCTYNIeHNUNn B apxmB opraHudaumn. o cnmcky ¢ooHOoB B BasiOBOM
nopsgke emy npuvcBamBaeTCHd yYeTHbI HOMEP, KOTOPbIA COXPaHAETCH 3a HUM BO BCEX
yYeTHbIX JOKYMEHTaX.

B cnyyae nepegayn apxmBHoro cooHaa B OPYron apxmB, BKIOYEHUS ero B COCTaB
00beaMHEHHOrO apxmBHOro ooHAa VNN BblAENeHUs BCEX AOKYMEHTOB K YHUYTOXEHWIO
ocBO6OAMBLUMINCS HOMEP APYroMy apXMBHOMY hOHAY HE NpucBaMBaeTCs.

Ob6beanHeHHble apxuBHble (OOHAbl W apXMBHblE KOMMEKUUU YYUTbIBAKOTCHA Ha
00uwmx ocHoBaHusX. O6begMHEHHOMY apXUBHOMY doHAY, 06pa3oBaHHOMY U3 apXUBHbIX
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JPOHAO0B, paHee y4TEeHHbIX CAMOCTOATESNbHO, NpYCBanBaeTCH HOMepP O4HOMO N3 apXUBHbIX
doOHAO0B, BKINKOYEHHbIX B €r0 COCTaB.

B apxuBax opraHusaumm - WCTOYHMKOB KOMMMEKTOBAHUS rOCYyAapCTBEHHbIX
(MyHMLMNanbHbIX) apXMBOB MPOCTaBNAETCA HOMEpP apXMBHOrO (PoHOa, 3a KOTOPbIM OH
yYTeH B rocygapCTBeHHOM (MyHWUMNANbHOM) apXuBe, U KOTOPbIA COXpPaHSETCs 3a HUM
nocre NocTynsieHNsa ero JOKYMEHTOB Ha NOCTOSHHOE XpaHeHue.

HasBaHve apxuBHOro oHAga BHOCUTCS B CAUCOK (POHOOB HA OCHOBAHWUU
NCTOPUYECKOWN CnpaBKn K poHOY U TUTYNbHOIO NINCTa ONUCK Aerl, AOKYMEHTOB.

HasBaHne apxmBHOro ¢poHga COCTOMT M3 MOSHOro U (B cKkobKax) COKpalleHHOro
HanmeHoBaHus  doHgoobpasoBaTtens, C  YyKasaHmem  ero  nNOgYMHEHHOCTMU,
MECTOHaxOXadeHus,, gat  co3gaHus 1M nukeuMgauuu. Ecnm HanmeHoBaHue
doHOoobpasoBaTensd U3MEHSANOChb, TO B CNUCKE (POHOOB yKa3blBAeTCA ero nocregHee
Ha3BaHMe B pamMKax nepuoga, 3a KOTOpbIA NPUHATbI OOKYMeHTbl. Bce npegbiaywve
nepeMMeHoBaHUs OTMeYarTCsa B NiucTe ooHaa.

HasBaHne o6begMHEHHOro apxXmBHOro ooHaga coCToMT U3 0606LLEHHOrO Ha3BaHWS
BKIMHOYEHHbIX B HEr0 apXmBHbIX (POHOOB, U3 NEepeyvYHsa Ha3BaHUM CMEHSBLUMX APYr Apyra
opraHunsaumin. KOHKpeTHble HauMMeHOBaHUS BCeX opraHusauun, OOKYMEHTbl KOTOpbIX
BOLLNY B 06beAMHEHHbIN apXUBHbIN (POH, a Takke UX NepenMeHOBaHUS yKasblBalOTCH B
nucte dooHaa.

B HasBaHMM apxMBHOW KOMMEKUMW YKasblBaeTCsa MpusHak (Npu3Haku) ee
dopmMmnpoBaHuA.

ExerogHo Ha 1 saHBaps K cnMcKy (OOHOOB COCTaBRdeTCA MTOroBas 3arnucb O
KONnYyecTBe apXuBHbIX POHAOB, MOCTYNMUBLUMX U BblObIBLLUMX B Te4YeHue roga, u obuem
KOnuyecTBe apXmMBHbIX POHAOB, HAXOASALWMNXCA HA XpPaHEHNN B apXUBeE.

Cnncok @oHOOB 3akn4yaeTca B TBepayl O0OMOXKY, NUCTbl HYMepylTcs,
COCTaBIseTCs NMNCT-3aBepuUTENb.

3.9. Jluct dpoHAaa coctaBnsaeTca Ha Kaxabl apxmBHbIN ooHA. B HEM yunTbiBatOTCA
BCe onucu aen, AOKyMeHToB dhoHAaa.

Jlnct hoHaa moxeT BbITb NepecocTaBrieH TOMbKO B Cryvae, eCrnv OH HeUCcnpaBnumMo
NOBpPEXOEH WNU nepecTtaeT oTpaxaTb (PakTU4yeckoe COCTOSHME U O0B6beM apXMBHOTO
¢oHaa. B cnyyae nepecocTtaBneHus nucrta ooHha paHee OeUCcTBOBaBLUMW NUCT poHaa
nomellaeTcs B Aeno goHaa. B BepxHem npasom yriy oboux nMcToB poHAa genaroTcs
oTmeTkn: "JInct nepecoctaBneH" Cc ykaszaHnemMm paTbl NepecocTaBnebius, LOSMKHOCTU U
nognucu coctaBmTens.

JInctbl PoHO0B XpaHATCA B NopAake HOMEPOB apXuBHbIX POHAO0B. K Kaxkaoun nanke
COCTaBnseTCa NUCT-3aBepuTenb, rge YKasblBalTCH HavalibHble U KOHEe4YHble HOMepa
apXMBHbIX POHAOB M 0bLLee KONMMYECTBO apXMBHbIX (POHOO0B, SIUCTbI KOTOPbIX HAXOAATCS
B Marike.

3.10. B onucn pen, ookymeHToB (rogoBOM pasfgerne onvcu gen, OOKYMEHTOB)
eNHULblI XpaHEHNSA YYUTbIBAKOTCS B COOTBETCTBUM C CUCTEMaTM3aumen 3a NnopsaaKkoBbIMu
y4eTHbIMW HOMEpPaMW.

[MepBoMy rogoBoMy pasfgeny onucu gesi, AOKYMEHToB doHA4a npucBamBaeTcCs
HOMep no NUCTy dooHAa, BCe nocriefylune rogosble pasgenbl YNCAATCA 3a JaHHbIM
HOMEpPOM [0 3aBepLUEHNsT OMUCH.

He ponyckaeTca npucBOeHWe onucam fern, OOKYMEHTOB OOMHaKOBbIX YYeTHbIX
HOMepOB B Npefenax ogHoro ooHaa.



B KOHUe Bcex ak3eMnnapoB onvucK Aen, JOKYMEHTOB AerlaeTca Toroas 3anuch, B
KOTOPOW YyKasblBaeTCH KOMUYECTBO HaxXOOALWMXCA Ha XPaHEHUU eauHUL XpaHeHus,
nepBbln U NOCNEAHUN HOMepa eAUHUL, XpaHEeHUS NO ONWUCKU, YKasblBalTCH UMetloLmecs
NPOMyCKU HOMEPOB, NUTEPHbIE HOMEpPA, BbIObIBLUME €OUHULbI XPaHEHUS U OCHOBaHWE
BblObITUSA.

[Mocne kaxgoro nOCTynfneHus unv BblObITUS OOKYMEHTOB COCTaBnsieTCA HoOBasd
MTOroBasi 3anucb K ONUcK aern, AOKYMEHTOB, KOTopas NognucbiBaeTcs ee COCTaBUTENEM
C YKaszaHueM JOMMKHOCTM 1 AaTbl COCTaBEHMS.

Ecnun onuce gen, JOKYMEHTOB COCTOUT U3 HECKOSTbKUX rOA0BbIX pasgernos, TOMOB,
MTOroBasi 3anuCb COCTaBNAETCHA K KaxaoMy rofoBOMY pasfeny, TOMY; KpoMe Toro, K
KaxgoMy nocriegylowemMy rogoBoMy pasgeny, TOMY B HapacTawlwem nopsgke
COCTaBnsAeTCcs CBOAHAs UTOroBas 3anuchb.

[opoBble pasgenbl, €eCrnM OHW He SABMSKTCA 3aKOHYEHHOW OMNUCblo, He
NnoaLMBaOTCA U HE NepensieTalTCs; OHN XPaHATCS B apxXuBe B nankax.

3aKkoH4YeHHasa onucb Aen, AOKYMEHTOB AOSKHa BKMoYaTbh He 6onee 9999 eanHuy
XpaHeHus.

3aKOH4YeHHaa onucb Aden, [OOKYMEHTOB BMeCTe C TUTYSIbHbIM JIMCTOM W
CMpaBoOYHbIM annapaTtoM K HeW 3akn4yaeTcs B TBepayl OOMOXKYy, HymepyeTcs W
noAawmnBaeTCcd, Unu nepensieTaeTcs.

Kaxxgas 3akoHYeHHad onucb gen, LOKYMEHTOB, TOM ONuUCU Aesi, OOKYMEHTOB
AOIMKHbI UMETb NIUCT-3aBEPUTESTb.

3.11. lMpwn Hann4mMn B apxmBe opraHu3aunn aByx n 6onee onucen gen, JOKYMEHTOB
BegeTca peectp onucen (npurnoxenve N 19).

Onucu pen, OOKYMEHTOB BHOCATCA B peecTp Onucem B XPOHOSOMMYecKom
nocrneaoBaTenbHOCTU NOCTYNMEHNSA Mo COOTBETCTBYIOLLMMM NOPSASKOBBIMU HOMEPaMU.

B peectpe onucen QUKCUPYIOTCA OCHOBHblE [aHHble MO COCTaBy KaXKaou
NOCTYNMBLLUEN B apXvMB OpraHusauuMm onucu aen, OOKYMEHTOB: HOMep dooHAa, HoMep
OMUCK, KONMUYECTBO €AWHUL, XpaHEeHUs B OMUCWU, KONWYECTBO SfINCTOB B OMUCU U ee
9K3eMMNAPOB.

3.12. na ueHTpanuM3oBaHHOIO rocyfapCTBEHHOro yyeta JOKYMEHTOB APXMBHOrO
doHpoa Poccurickon Pegepaumm B apxmBe oOpraHmsauunn, SABNSKOWENCS WUCTOYHUKOM
KOMMNNEKTOBaHNS rocyaapCTBEHHOro (MyHUUMNANbLHOr0) apxuea, cocTaBnsieTcs nacnopt
apxuBa opraHmsaunn.*(7)

3.13. ApxvB opraHuMsauum MOXET BECTU TaKkKe ydeT B aBTOMaTM3MPOBAHHOM
pexume - B BUae y4yeTHbix 6a3 gaHHbIx (B).

YyeTHble B[] npumeHAOTCA BO B3aUMOCBA3M C ApyrMn MHpopMaunoHHbiMun B,
UMEKLWNMNCA B apxvBe oOpraHusaumm, W OOSMKHbl  OblTb  COBMECTUMbI  C
COOTBETCTBYIOLWNUMN y4YeTHbIMU B[] rocygapCTBEHHbIX (MyHMUMNASIbHBLIX) apXuBOB W
OpraHoB ynpaBrieHNs apXMBHbIM LENOM.

3.14. Y4yeTHble JOKYMEHTbI apxuBa opraHusawmm, KpoMme onucen aer, JOKYMEHTOB,
npegHasHa4alTcs Ans crny>kebHoro nofib30BaHMA 1 NoSib30BaTeNAM He BblAaroTCA.

3.15. YyeT noctynneHus n BblObITUA Oen, JOKYMEHTOB B apxuBe opraHusauuu
OCYLLECTBIISIETCA HA OCHOBAHWUMU:

onucwu fen, OOKYMEHTOB CTPYKTYpPHOro noapasgernieHns M rogosoro pasgena
CBOHOM OnucK en, JOKYMEHTOB OpraHuM3aumnu;

HOMEHKNaTypbl Jen opraHusauuu, 3aMeHsaLWen roqoson pasgen cBogHOM Onucu



aen, JOKYMEHTOB opraHusauuu,

aKTa 0 TEXHUYECKNX OLLIMOKaXxX B y4ETHbIX AOKyMeHTax (npunoxeHue N 4);

akta 06 oBGHapyXeHUN SOKYMEHTOB (HE OTHOCALUMXCA K AaHHOMY (DOHAY, apXuBY,
HeyJyTeHHbIX) (npunoxeHne N 5);

akTta 06 ytparte gokymeHToB (npunoxeHue N 6);

aKkTa npuema-nepenadn apxmBHbIX JOKYMEHTOB Ha XpaHeHue (npunoxenne N 20);

aktTa O BbIAENEHUN K YHUYTOXEHUID apXMBHbIX OOKYMEHTOB, HE MOANeXalimx
XpaHeHuto (npunoxenune N 21);

aKTa 0 HencnpaBUMbIX MOBPEXAEHUAX apXUBHbIX AOKYMEHTOB (npurnoxexHune N 22);

Ha ocHOBaHMM yKa3aHHbIX OOKYMEHTOB BHOCATCS HeobXxoAuMble W3MEHEHUs B
OCHOBHble (06s3aTenbHbIE) YYETHbIE JOKYMEHTHI apXMBa:

B KHUry y4yeTa NocTynneHnsa u BblbbiTUS aen, AoKyMeHTOB (npunoxeHve N 11) n B
nuct orHga (npunoxerHne N 13) - npuM Kaxgom M3MEeHeHMM B cocTaBe UM obbeme
AOKYMEHTOB apxmBa opraHm3aunm;

B cnncok ¢oHaoB (npunoxeHve N 12) - npu NOCTYNSIEHUN HOBOFO apXMBHOrO
doHOa nnun BbIOGbLITUN BCEX Aen, JOKYMEHTOB, HAXOAMBLLEroCcsl Ha XpaHeHUU apXMUBHOTO
coHaa*(8);

B peectp onucen (npunoxenne N 19) - npu NOCTYNNEHUN HOBOW OMUCU UMN
BblObITUM BCEX eOuHUL XpaHeHWsl, HaxXOAMBLUENCHA Ha XpaHeHun onucu. Homep
BblObIBLLUEN ONWCKM APYrMM OMNMCAM Aerfl, AOKYMEHTOB He MpucBaMBaeTCA M OcCTaeTcd
CBOOOHBbIM;

B Oonucu fgen, AOKYMEHTOB - MPWU KaxgoM NocTynneHun w/wunu BblObiTUM gen,
AOKYMEHTOB, YYTEHHbIX B @aHHOW OMUCH.

CooTBeTCTBYHOLUME WU3MEHEHUSI BHOCATCSA BO BCMNOMOraTesibHble  Y4YeTHble
OOKYMEHTbI.

Bce akTbl, AOKYMEHTUpYIOLWMe pesyrnbTaTbl apXuBHbIX paboT, BKMOYaOTCA B Aeno
doHOa, KOTOpPOE 3aBOAUTCA Ha Kaxabl POHA, HAXOOALWMNCS Ha XpaHeHMUM B apxuBe
opraHum3aummu.

Hdeno doHaa, Hapagy € OOKyMeHTamMu, oTpaxawwmmui uctopuio doHga W
oHoooOpa3oBaTens, BKIOYAET Y4YeTHble LOKYMEHTbl, XapakTepusylwme M3MeHeHUus
doHaa.

IV. KomnnektoBaHue apxuBa opraHusaumm AOKyMeHTaMu apxXxmuBHoro ¢poHaa
Poccunckon ®epepaunu n Apyrumm apxXmBHbIMU AOKYMEHTaMM

4.1. [okymeHTbl ApxmBHOoro doHaa Poccunckon depepaumm u  OOKYMEHTbI
BpeMeHHbIX (cBbiwe 10 fieT) CpoOKOB XpaHeHusl, B TOM 4ucre no SIM4YHOMY COCTaBy,
nepenarTcsl B apxvB OopraHuM3auum He paHee, YeM vepe3 OAWH rof U He Nno3gHee, Yem
yepes Tpu roga rnocrie 3aBepLlUeHns aen B 4enonponsBoacTBe.

[OKyMEeHTbI MO fIMYHOMY COCTaBYy rOCYAAPCTBEHHbIX FPaXOaHCKUX Cryxalinx w
MYHULMNANbHbBIX CRy>Xalwmx, YBONEHHbIX C rOCy4apCTBEHHOM rpaXXaaHCKOM Cryx6bl nnm
MYHULMNAnNbHON cnyxbbl, nepefarnTca B apxmB opraHusauumm no ncredyeHmn 10 net co
OHS1 YBOSNbHEHMUA.

4.2. lena BpeMeHHbIX (00 10 neTt BKNHOYUTENBHO) CPOKOB XpPaHEHUs B apXuB He
nepepatoTcsd. OHU XpaHATCA B CTPYKTYPHbIX NoApasfeneHusx opraHmsauum u no



NCTEYEHNN CPOKOB XpaHEHUs NoanexaT YHUYTOXEHMIO B YCTAHOBIEHHOM MOpPSAKe.

B wucknouMTenbHbIX Crydasx Mo peLleHuo pyKoBOAUTENsS opraHuMsaumm pena
BpeMeHHbIX (8o 10 neT BKKOYMTENbHO) CPOKOB XpaHeHus nepefarvTcss B apxuB
opraHu3aLmm rno onucsam gen, JOKYMEHTOB UK No HOMEHKNnaType gen.

4.3. [IokyMeHTbl NOCTYynaKT B apXMB OpraHu3auunm nocrie npoBeeHns 3KCnepTusbl
LlEHHOCTMW.

4.4. PeweHuns o BkNYeHUMn B coctaB ApxuBHoro ooHaa Poccuiickon denepaunm
KOHKPETHbIX [JOKYMEHTOB MPUHUMAKOTCA  3KCNEePTHO-NPOBEPOYHLIMU  KOMUCCUSIMU
denepanbHblX  rOCYAapCTBEHHbIX  apXMBOB n YNONTHOMOYEHHbBIX  OpraHoB
ncnonHuTenbHoM Bnactn cybvektoB Poccuinckon depepaumm B 06mactv apXmBHOroO
aena (panee - 3MXK apxmMBHOro yypexaeHusi) B npeaesniax KoMneTeHuun.

4.5. Llenbto akcnepTuabl LEHHOCTU AOKYMEHTOB B OpraHusauumn senseTcs:

OTOOpP [OOKYMEHTOB ANiA BKMOYeHMss B cocTtaB ApxuBHoro c¢oHga Poccuinckon
depepaumy;

BblSIBfieHME AOKYMEHTOB, HE Moanexalwmx ganbHenwemMy XpaHeHuo. JKCcnepTuse
LlEHHOCTM noanexart Bce AOKYMEHTbl OpraHM3aumm He3aBMCUMO OT BWOOB HOCUTENEn u
crnocoboB 3anucu.

[lo npoBefeHnss 3KCNepTm3bl LLIEHHOCTU B COOTBETCTBUM C NyHKkTamun 4.6. - 4.13.
HacToAwmxX NpaBun YHUYTOXEHNE JOKYMEHTOB 3anpeLlaeTcs.

4.6. OkcnepTr3a LLEHHOCTN OKYMEHTOB MPOBOANTCS HA OCHOBE:

OENCTBYIOLLEro 3akoHo4aTenbCTBa M MHbIX HOPMATMBHbIX MNPaBOBbIX aKTOB
Poccunckon  depepaumm B obnactu  apxuBHOro  Aena, WHopmaumm wu
AOKYMeHTaUuMoHHoro obecrneyeHuns ynpasneHus;

TUNOBbLIX, BEAOMCTBEHHbIX U MHbIX NEepeyYHen JOKYMEHTOB C YyKa3aHMEM CPOKOB MX
XpaHeHWd, TUMOBLIX N MPUMEPHbIX HOMEHKNATyp Aen.

4.7. B opraHusaumm ans npoBedeHusl 9KCnepTu3bl LEHHOCTU [OOKYMEHTOB
cosfaeTca aKkcnepTHas komuceus (ganee - 9K)*(9). B opraHmnsaumsix, UMerLmx CRoXHYH
CTPYKTYPY W/MNn noaBeAOMCTBEHHbIE  OpraHu3aumm, co3falTcs  UeHTpasibHble
aKcnepTHble komuccum (ganee - LL3K).

4.8. LU3K (BK) 4aBnseTcsa coBelwaTenbHbIM OpraHoM nMpu pykoBoauTene
opraHusauumu, cosgaeTcs NpUKasoM opraHu3aunmm, JENCTBYET HAa OCHOBAHUM MOSNOXEHUS.

3agaun u dyHkuum LOK (BK) opraHmsaumm - WCTOYHMKA KOMMIEKTOBAHUS
onpenensalTcs NosoXeHneM, yTBepXXgaemMblM PyKOBOAUTENEM OpraHu3auuu.

4.9. OcHoBHOM 3agaden LOK (3K) saBngetcs opraHusauma wn npoBedeHune
9KCNepTU3bl LEHHOCTU LOKYMEHTOB.

OcHoBHbIMU pyHKUMAMK LISK (OK) asnsatoTca:

OopraHu3aumsi exerogHoro otbopa gen Anst XpaHeHUs N YHUYTOXEHUS;

pacCMOTPEHME W COrfiacoBaHMe MNPOEKTOB HOMEHKMNATypbl Oen opraHusauuu,
onucen gern, JOKYMEHTOB NOCTOAHHOIO N BpeMeHHbIX (cBbilwe 10 neT) CpoOKOB XpaHeHus,
B TOM 4ucne no JIMYHOMY COCTaBy, aKTOB O BblAENEHUM K YHUYTOXEHUIO Aen, He
noanexawmx XpaHeHuto, 1 Apyrux akTos,;

noaroTtoBka npeanioxeHun ob onpegeneHnn CpPoKOB XpaHEHUA OOKYMEHTOB, He
npeaycMOTpeHHbIX nepedHsam*(10), n 00 M3MEHEeHUN CPOKOB XpaHEHUS OTAENbHbIX
KaTeropun AOKYMEHTOB, YCTAHOBIIEHHbIX NEPEYHAMM;

yyacTue B NOAroTOBKE U pacCMOTPEHUM NPOEKTOB HOPMATUBHbLIX U METOANYECKNX
AOKYMEHTOB Mo BornpocamM paboTbl C JOKYMEHTaMX B OpraHm3aumu;



MeToAuYeckoe pyKoBOACTBO paboTamm B obnactm obecnevyeHns COXpPaHHOCTU
AOKYMEHTarnbHOro N apxXnuBHoOro ooOHA0B OpraHn3auuu.

4.10. OKkcnepTmsa LEHHOCTU JOKYMEHTOB B OpraHusaumm npoBoauTCA:

B Aenonpon3BoACTBE - NPU COCTaABIEHNN HOMEHKNATYPbl AeNn opraHM3auuu 1 npu
noaroToBKe Aer K nepefaye B apxus;

B apxuBe opraHusauuu - B npouecce NoAroToBKWU Aern K nepegade Ha nocTosiHHOe
XpaHeHue.

4.11. 9KkcnepTmsa LEHHOCTU AOKYMEHTOB NPOBOAUTCS €XErogHo.

Mo pesynbTaTtaMm 9KCNepTU3bl LIEHHOCTUM B CTPYKTYPHbIX MogpasgerieHnax
opraHmsauumM COCTaBnATCA ONMUCU Aen CTPYKTYPHbIX noapasfeneHumn: noCTOAHHOrO,
BpeMeHHbIX (cBbiwe 10 neT) CpOKOB XpaHEHUs!, MO NIMYHOMY cocTaBy (npurnoxeHue N 23,
24), Ha OCHOBE KOTOpPbLIX B apXxvMBe OpraHu3aumm COCTaBNATCS rOAoOBble pasgensl
COOTBETCTBYIOLUNX CBOAHbLIX ONUCEN Aesl, AOKYMEHTOB.

Ha pgena ¢ uCTeKWMMM CpoKamu XpaHEeHUs B CTPYKTYPHbIX MogpasgeneHnsax
opraHmsauumM COCTaBnATCA NPEaNnOXEHUs K akTy O BbIAENEHUN K YHUYTOXEHWUHO
AOKYMEHTOB, He nognexawmx XpaHeHuto (no gpopme akta, npuroxenue N 21).

Ha OCHOBE npeanoxeHum CTPYKTYPHbIX nogpasgeneHnn cnyxba
Aenonpon3BoACcTBa OpraHu3aumMm COCTaBfdeT akT O BbIAENEHUN K YHUYTOXEHMUIO
AOKYMEHTOB, HE nognexawmx XxpaHeHuto (npunoxexdne N 21).

[ena BKNOYaKTCA B akKT O BblAENEHUM K YHUYTOXEHUIO [JOKYMEHTOB, He
nognexawmx XpaHeHuo, ecrim NpeayCMOTPEHHbIN AN HUX CPOK XpaHeHUs uctek K 1
SIHBaps roga, B KOTOPOM COCTaBJIEH aKT.

Hdena c¢ otmetkom "OMK"*(11) nognexaT MOAUCTHOMY MPOCMOTPY B Lenax
BbISIBIEHUS1 JOKYMEHTOB, NMOANeXalinx NoCTOAHHOMY XpaHeHUHo. BbisIBNEHHbIE B TakuUX
aenax [OOKYMEHTbl MOCTOSHHOrO XpaHEeHUs1 BbIAENSAKTCA W MPUCOEAUHATCA K
OA4HOPOAHBIM Aenam unm popMmnpyoTcs B caMOCToATENbHbIE Aena.

OcTanbHble AOKYMeHTbl ¢ oTMmeTkor "OMK" BKIOYaAOTCA B akT Ha YHUYTOXEHMUE.
[Mpu aTom oTmeTka "IMK" B akTe He yka3biBaeTCs.

Onucu Ha gena, LOKYMEHTbI NOCTOAHHOIO XPaHEeHUs U MO JIMYHOMY COCTaBY M aKTbl
Ha YHMYTOXEHMe [OOKYMEHTOB paccmatpmBaloTca Ha 3acegaHun LOK  (OK)
ogHoBpeMeHHo. 1o mntoram paccmoTpeHuss LIOK (OK) cornacosbiBatoTca onucu gen,
AOKYMEHTOB MOCTOSIHHOIO XPaHeHUst U MO JNIMYHOMY COCTaBy WM akTbl O BblAENEHUN K
YHUYTOXEHMIO JOKYMEHTOB.

CornacoBaHHble L3K (3OK) opraHmsaumm onucu pen LOOKYMEHTOB (rogosble
pasfenbl) NpeacraBnaTca Ha paccmoTpeHne AMK:

NMOCTOSIHHOIO CPOKa XpaHEeHUs - Ha yTBepXaeHue;

Mo SINYHOMY COCTaBY - Ha COrflacoBaHue;

OlK yTBEpXgaeT onucy gen NOCTOAHHOIO XpaHeHUs U cornacoBbiBaeT onucu aen
Nno JINYHOMY COCTaBy.

Onvcu gen, OOKYMEHTOB (rogoBble pasfenbl) HanpaBnslTCA Ha pacCcMOTpeHue
OMNK B Tpex oak3emnnspax Ha OymMaXHOM HOCUTeNne W OAHOM 3K3eMnnspe Ha
9N1EKTPOHHOM HOCUuTene Yepes 3 roga nocne 3aBepLueHnd aen B 4enonpon3BoaCcTBe.

Mocne yTBepxaeHna n cornacoBaHus AINK onncen gen, LOKYMEHTOB, OMUCK U aKT
O BbIOENEHUN K YHUYTOXEHUIO LJOKYMEHTOB, HE NOANEXallnX XpaHEeHUIO, YTBEPXK4alTCS
pYKOBOAUTENEM OpraHusauum, nocrie Yero gena, BblaeneHHble Mo akTy K YHUYTOXEHUIO,
MOryT ObITb YHUYTOXEHDI.



4.12. OpraHusaumm, B [OEATENbHOCTU KOTOPbIX HEe COo34atTCs  OOKYMEHThI
ApxmnsHoro doHaa Poccuickon denepaunmn, co3garoT onmucu gesn no IM4HOMy COCTaBy U
onucu gen BpeMeHHbIX (cBbiwe 10 neT) CpoKOB XpaHeHUss M obecneymBaroT KX
COXPaHHOCTb.

OpraHusaumm Takke COCTaBNAT akTbl O BblAENIEHUM K YHUYTOXEHNIO JOKYMEHTOB,
He noanexalunx XpaHeHuo, U YHUYTOXAatT YKadaHHble JOKYMEHTbI MO UCTEYEHUN CPOKOB
MX XPaHEHUs TOSIbKO MOCre COoCTaBNeHUsl ro4oBbIX pasfenos onucen gen no nndHomy
COCTaBY 3a COOTBETCTBYIOLLMIA Nepno U ux yTBepXaeHus pykoBoauTenemM opraHm3aumm.

4.13. [dena Ha GymaxHOM HOcuTene, BblAENEHHbIE K YHUUTOXEHUIO, NepenarTcs
Ha YHUYTOXeHWe (YTUNM3auuio) Mo akTy O BblAENIEHUN K YHUYTOXEHUK LOKYMEHTOB
(npunoxenne N 21), a Takke HA OCHOBAHWN UHbIX AOKYMEHTOB, NOATBEPXOAKOLWNX dhaKT
c4ayv JOKYMEHTOB Ha YHUYTOXeHWe (YTUnu3aumio).

ONEeKTPOHHbIE Aerla C UCTEeKWUMWN CPOoKaMM XpaHeHUsa noanexaT BblOeNeHuo K
YHUYTOXEHMIO Ha OOWMX OCHOBaHMAX, MOCMe Yero npoBoauTCa UX pusndeckoe
YHUYTOXEHWE  WUNU  YHUYTOXEHWE  MNpPOrpamMMHO-TEXHUYECKMMM  cpeacTtBaMn  C
COOTBETCTBYIOLEN OTMETKOM B aKTe O BblOENEeHUUM K YHUYTOXEHU [JOKYMEHTOB
(npunoxexune N 21).

4.14. [Ona obecnedyeHns nopsgka opmMupoBaHus W ydeTa Jden B
Aenonpon3BoacTBe OpraHM3aumm CocTaBnseTca HOMeHKnaTypa gen.

4.15. HomeHknaTypa pgen 3akpennseTr  Kknaccudukauumio  (rpynnupoBky)
MCMOMNHEHHbIX JOKYMEHTOB B Aefia (3NeKTPOHHbIe Aerna) N ABMSeTCA OCHOBHbLIM YY4E€THbIM
AOKYMEHTOM, OTpaxawLlMMm CcOCTaB W OpraHuMsaumio [OOKYMeHTanbHoro doHaa
opraHusaummu.

4.16. HomeHknaTtypa pen sBndeTcss OCHOBOW [fd COCTaBfeHWa onucen gen,
AOKYMEHTOB MOCTOSAHHOIO U BpeMeHHbIX (cBbilwe 10 neT) CpoKoB XpaHeHUs, a Takke Ais
yyeTa Aen BpeMeHHbIX (00 10 neT BKMAYMTENBHO) CPOKOB XpaHEHMS.

4.17. HomeHknaTypa gen opraHusaumm paspabaTtbiBaeTcq Ha OCHOBaHUM TUMNOBBLIX,
BEOOMCTBEHHbIX U MHbIX NepeyHen AOKYMEHTOB C yKa3aHMEM CPOKOB XPaHEHWUS!, MHbIX
HOPMaTUBHbIX NPABOBbIX AKTOB, @ TaKKe TUMOBbLIX U NPUMEPHbBIX HOMEHKaTyp aen.

TunoBass n npumMepHas HOMeHKNaTypbl Aen paspabaTbiBaloTCA oOpraHamMn W
opraHmsaumsiMn, UMerLMMU B NOAYNHEHUN CETb OLHOTUMHBIX OpraHn3aumni.

TunoBasi HOMeHKNaTypa ycTaHaBnNMBaeT COCTaB e, 3aBOAMMbIX B OOHOTUMHbLIX
opraHu3aumsx, n 9BnseTca HOPMaTUBHBLIM JOKYMEHTOM.

[MpumepHaa HOMeHKNaTypa ycTaHaBnuMBaeT NPUMEpPHbIA COCTaB Aef, 3aBOAUMbIX B
opraHmsaumsix, Ha KOTOpble OHa pacnpoCTPaHAEeTCs, U ABMSETCA pekoMeHOaTesNbHbIM
OOKYMEHTOM.

4.18. HomeHknatypa gen opraHusauum cOCTaBfsgeTCcs Nno ycTaHOBMNEeHHOW hopme
(npunoxenne N 25) Ha OCHOBaHMM HOMEHKNATYp Aen CTPYKTYPHbIX nogpasgeneHunn
(npunoxeHune N 26).

OpraHusaumm - UCTOYHUKN KOMMNSIEKTOBAHUS rOCYAapPCTBEHHbIX (MYHULUUNANbHbIX)
apxvBoB oAuMH pa3 B 5 net*(12) cornacosbiBalT HomeHkrnatypy gen c¢ LU3K (3K)
opraHmsauuMmM W npeacTtaBnsaAlOT e€e Ha cornacoBaHuMe cooTBeTcTByowmnx JIMK mnnu
rocyfapCTBEHHOro (MyHMUMNanbHOro) apxuea, COrMacHO npeaoCTaBfEeHHbIM  eMy
NOSTHOMOYUSAM.

OpraHusaumn, B OeATEeNbHOCTU KOTOPbIX He co3[alTCA OOKYMEHTbl APXMBHOMO
doHaa Poccunckon degepaumn, yTeepKaatoT HOMEHKNATYpy AeST CAMOCTOATENbHO.



4.19. 3aKkoHYEHHble [OenonpovM3BOACTBOM [Aefla MOCTOAHHOIO U  BPEMEHHbIX
(cBbiwe 10 rieT) CPOKOB XpaHeHUs, B TOM YuCrie MO JIMYHOMY COCTaBy, NMOCre OKOHYaHUA
KaneHgapHoro roga, B KOTOPOM OHW Obiniv 3aBefeHbl, NOArOTaBNMBAKOTCA K nepegade B
apxvB opraHuMsaunm n nogrexat opopMIIEHMIO N OMNCAHUIO.

B 3aBMCMMOCTM OT CPOKOB XpaHEHWa MpoOBOAMTCA MOMHOE WU YacTU4Hoe
odopmneHune gen. MNMonHoMmy odopMneHuto nognexaT gena noCTOSHHOrO MU BPEMEHHbIX
(cBblwe 10 feT) CpoKkoB XpaHEHUs 1 Mo NMIMYHOMY COCTaBy.

OdbopmneHune gen Ha GBymaxxHOM HOcuTene npegycmaTpmBaeT:

NoaLMBKY UK nepenneT AOKYMEHTOB fena (HepopMaTHble JOKYMEHTbl XPaHATCS
B 3aKpbITbIX TBEPAbIX Nankax uin B KOpobkax);

HyMepauuto NIMCTOB Aena;

cOoCTaBrieHune nucta-3aseputens gena (npunoxexue N 8);

COCTaBIieHNe, BHYTPEHHEN ONUCcK AOKyMeHToB gena (npunoxexne N 27);

odopmneHne obnoxkn gena (npunoxenne N 28).

[MogroToBka 3MEKTPOHHbLIX Aen  Ans  nepejayM B apxXuB  OpraHu3auuu
npegycmaTpuBaeT COCTaBSIEHWE OMUCU 3NEKTPOHHbIX Aerl, LOKYMEHTOB (NpurioXeHus
NN 17, 18).

4.20. B peno nomewarwTcs OOKYMEHTbl, KOTOpble MO CBOEMY COAepXXaHuto
COOTBETCTBYIOT 3arofloBKy [fena, npuv 3TOM 3anpewaeTcd rpynnupoBatb B [fena
YepHoBble U AyOneTHble 3K3eMMnApbl JOKYMEHTOB, a Takke LOKYMEHTbl, nognexawue
BO3Bpary.

Mpn hopmmnpoBaHum gena Heobxogmmo cobnogath creayowmne TpedoBaHus:

AOKYMEHTbI NMOCTOAHHOIMO M BPEMEHHOIO XpaHeHus Heobxooumo rpynnupoBaTh B
OTAeNbHbIE Aena;

BKMOYaTb B €S0 MO OAHOMY 3K3eMMNIISAPY KaXaoro JOKYMEHTa;

rpynnupoBaTth B 4en0 JOKYMEHTbI OAHOMO KaneHgapHoro roga;

NUCKMIOYEHNE COCTaBAOT: nepexoaswime gena; cyaebHole aena; nu4uHble aena,
KOoTopble (hopMUpyOTCA B TeyeHue Bcero nepuoga paboTbl nNuua B OpraHu3aumu;
AOKYMEHTbl BbIOOPHbLIX OpraHoOB M WX MOCTOSIHHbIX KOMWCCWIA, OenyTaTCKux rpynm,
KOTOpble rpynnupyoTcs 3a Nepuos co3biBa; JOKYMEHTbI 06pa3oBaTesnbHbIX OpraHn3aummn,
KOoTopble OPMUPYIOTCHA 3a Y4YeOHbIN Trof; AOKYMEHTbl TeaTpoB, XapaKTepusyloLline
CLEHNYECKYI0 AedATenbHOCTb, B npefenax TeaTpanbHOro ce3oHa; gena (punbmos,
pykonucen, uctopmm 6onesHen.

[MpukKasbl N0 NMYHOMY COCTaBY AOSMKHbI FPYNNMPOBATLCS B Aena B COOTBETCTBUMN C
YCTaHOBIEHHbIMU A1 HUX CPOKaMW XpaHEHUS;

OOKYMEHTbI B JNNYHBIX Aeriax pacronaraloTca B XPOHOMOrMYeckoM Mopsiake Mo
Mepe NOCTYNNEeHNs;

nuuesble cyeta no 3apaboTHon nnaTte paboTHUKOB rPYNNUPYHOTCA B OTAESNbHbIE
Aena v pacnonararTcs B HUX No andasnty oamMunnmn, UMeH 1 OT4eCTB.

[deno Ha GymaxHOM HOcuTene He LOMKHO cogepxatb 6onee 250 nucTtos, npu
TOonwuHe He 6ornee 4 cm.

4.21. [JokymeHTbl, cocTaBnsowme Aeno Ha GymaxHoM HocuTene, noALunBatoTCs
Ha 4YeTblpe Npokona (Ha Tpu nNpokosia - Ans ManogopMaTHbIX Aen) B TBepAY 06MOXKY
U NepensieTarTcs ¢ y4eTOM BO3MOXHOCTU CBOBOAHOMO YTEHUSI BCEX LJOKYMEHTOB, AaT,
BM3 U Pe30MioLMI Ha HUX, MeTanfin4eckne ckpenneHms 3 JOKYMEeHTOB yaansatTCs.

B Hauane pgena Ha OymaxHOM HocuTene npu HeobxoouMMOCTM MOALUMBAKOTCS



NNCTbI BHYTPEHHEN ONUCU AOKYMEHTOB aena (npurnoxerHune N 27), B KOHUE Kaxgoro gena
- nucT-3aBepuTternb gena (npunoxexne N 8).

4.22. B uensax obecnevyeHms COXpaHHOCTU U 3aKpensieHns nopsiaka pacrnonoXeHus
OOKYMEHTOB, BKITIOYEHHbLIX B [eno Ha OyMaXxHoM HocuTerne, BCe ero Nuctbl (Kpome
nucTa-zaBepuTena nena W BHYTPEHHEW Onucu) HYMepyrTCA B BanoBOM MOpsiake
apabckummn umdpamn, KOTOpble MNPOCTaBASATCA B MPaBOM BEpPXHEM Yrny nucTa
AOKyMeHTa npOCTbIM rpauTHbIM KapaHAalwoM unmM HymepaTopoM. Ynotpebnenue
YepHUNT M UBETHbIX Kapangawen ana Hymepauuum §nucToB 3anpewaeTtcd. JIncthbl
BHYTPEHHEWN ONUCKN JOKYMEHTOB era HyMepyTCcs OTAENbHO.

Jinctbl pen, COCTOAWMX W3 HECKOSIbKMX TOMOB WM YacTen, HyMepyrTcs Mo
KakgoMy TOMY UKW YacTu OTAENbHO.

doTorpadumn, 4YepTexu, Auarpammbl U Opyrve WNNICTpaTUBHbIE [OOKYMEHTHI,
npeacTasnsoLme CaMOCTOATENbHbBIN NUCT B ene, HYMepytTcs Ha 000OPOTHOW CTOPOHE
B NIEBOM BEPXHEM YTIIy.

CnoxeHHbIN NNCT pa3BopavMBaeTCcs U HyMepyeTcs B npaBoM BepxHeM yrny. Mpwu
aToM nucT nboro popmarta, NOAWNTBLIN 3a OAWH Kpanl, HYMepyeTCsa Kak OOMH JINCT;
NINCT, CNOXEHHbIN U NOAWUTLIN 3a cepeanHy, NOANEXNUT NepeLumBke N HyMepyeTca Kak
OOVIH NNCT.

Jinct Cc Harnyxo HakneeHHbIMW [JOKYMeHTamu (Bblpe3kamu, BbINUCKaMMU,
doTorpapmuamMmn) HymepyeTcs Kak oauH NucCT. Ecnv K OOKYMEHTY noAkneeHbl O4HUM
Kpaem gpyrne OOKYMEHTbl (Bblpe3ku, BCTaBKM TeKCTa, NnepeBonbl), TO KaxXabl JOKYMEHT
HymMepyeTCcsl OTAENbHO.

MogwnTble B Oeno KOHBEPTbI C BIIOXKEHUSMWU HYMEPYITCS; Mpyu 3TOM BHavane
HyMepyeTCsl KOHBEPT, a 3aTeM ovepeHbIM HOMEPOM KaXX0o€e BINOXeHNE B KOHBEpPTE.

MogwunTble B AE€no OOKYMEHTbl C COOCTBEHHOM HymMepauuMen NUCTOB (BKIHOYas
neyaTHble W30aHUs) MOryT HymepoBaTbCA B 00WEeM Mopsiake WM  COXPaHsATb
COBCTBEHHYIO HyMepauuo, eCrivi OHa COOTBETCTBYET MOPSAKOBOMY PacroOfOXEHUHo
NNCTOB B Aerne.

B cnyyasax obHapyxeHuss GonblUIOro yYucna owmbok B Hymepaumn nNUcToB Aena
npoBoguTca nepeHymepaums. Npu Hanuyuum oTAenbHbIX OWNBOK B HYMepauuun fnMcToB
aena gonyckaetca ynotpebrieHne nuTepHbIX HOMEPOB FINCTOB.

4.23. Jluct-zaBeputenb gena (npurnoxeHve N 8) cocTtaBnsgetTcss Ha OTAENIbHOM
nncTe, B KapToTeKax - Ha oTAenbHOM nncTe bopmaTa KapToyku. JlucT-3aBepuTtens gena
nognucbiBaeTcsl ero cocrtasuTenem. Bce nocnegywowmne M3MEHEHUs B COCTaBe W
COCTOSIHMM [fena (noBpexaeHus, 3aMeHa MOASIMHHbIX [OOKYMEHTOB) OTMevalTca B
nucTe-3aBepuTesie Co CCbISTKOM Ha COOTBETCTBYIOLLUI aKT.

3anpelyaeTcsa BbIHOCUTb NINCT-3aBeEpPUTENb Ha ODMNOXKY Aena UM YUCTbin 060poT
nucta nocnegHero AokymeHTa. Ecnu geno nogwuto wnn nepenneteHo 6e3 6GnaHka
nncTa-3aBepuTens, oH A4omKeH OblTb HaKneeH 3a BEPXHIOK YacTb ICTa Ha BHYTPEHHIOK
CTOPOHY OBNOXKN B KOHLE Aena.

4.24. Ha obnoxke gen NOCTOSIHHOIO XpaHeHusl npegycmaTpuBaeTcs MecTo Afis
HaUMEHOBAHUSA rOCyAapPCTBEHHOrO (MyHMUMMNANbLHOMO) apxuBa, B KOTOpbIA Aena
opraHusaumm 6yayt npuHaTtbl (npunoxerHve N 28). MNpu odopmnieHun obroxku gena
HaMMeHOBaHWE opraHM3auuM YyKasblBaeTCs MOSIHOCTbIO, B WMMEHUTESNIbHOM Najexe.
[MonHoe HauMeHOBaHWe BbIWECTOsLWEN OpraHn3aunn ykasblBaeTcsl Hag HaMeHOBaHNEM
opraHmsauMm - UCTOYHMKA KOMMMEKTOBaHUA (Takke B MMEHUTernbHOM nagexe). Ecnuv



opraHu3aumsi UnNu BblLLeCTOosWAaa opraHM3aums UMeKT COKpaLleHHble HaMMeHOBaHWs, TO
OHM YKa3blBatOTCs B CKOOGKaxX nNocne nosiHoro HaMMeHoBaHWS.

[Mpn M3MeHeHMn HanMeHOBaHUA opraHusauuu (CTPYKTYpPHOro nogpasneneHuvsi) B
TeyeHue nepuoga, oxBaTblBAEMOro AOKyMeHTaMwu fena, unu npu nepefade gena B
APYryto opraHusaumto (CTpYKTypHOe nogpasgeneHune), Ha obnoxke gena gonucbiBaeTcs
HOBOE HaMMeHOBaHWe 3TOM OpraHuMsauun WUnuM  opraHuMsauuun-npaBornpeemMHuKa
(CTpYKTypHOro nogpasgeneHus), a NpexHee 3aknto4aeTcs B CKOOKMN.

4.25. Ha obnoxke gena ykasblBalOTCAH:

HauMeHOBaHWe opraHu3aumn n ee HenocpeacTseHHasa NOgYNHEHHOCTD;

HauMeHOBaHWe CTPYKTYPHOro noapasgesieHuns;

NHOeKc gena;

HOMep ToMa (4acThn);

3arorioBok gena (Toma, 4yactn);

KpanHue gaTbl gena (Toma, Yactu);

KONMYecTBO NUCTOB B Aene (Tome, 4YacTn);

CPOK XpaHeHua aena;

apX1MBHbIN Wnp gena.

4.26. 3aronoBoK gena Ha 6ymaxxHOM HOCUTESNE U 3arofiOBOK 3NEKTPOHHOro gena
nepeHocATcss Ha o0Onoxky agena (9NEKTPOHHOro Aena) M3 HOMEHKnaTypbl gen
opraHmsaumu. 3aronoBOK LOSMKEH COOTBETCTBOBATb COAEPXKaHMIO JOKYMEHTOB B Aere.

B Tex cnyyasix, korga geno CoCTOUT U3 HECKOSTbKMX TOMOB (4acTen), Ha OBIOXKY
Kaxgoro toma (4actu) BbIHOCMTCHA OOLWMIA 3arofioBOK Aenia, a npu HeobxoammocTu -
3arosioBOK KaXxgoro Toma (4actu).

B 3aronoskax gern, cogepXaliux Konmm AOKYMEHTOB, yKa3blBaeTCHa Ha KONMYeCTBO
konui. NoANMHHOCTL JOKYMEHTOB [eria B 3arofioBke He oroBapuBaeTCs.

4.27. [lena, BHECEHHbIE B rogoBble pasfenbl CBOAHbLIX Onucen, WndpyoTca nocne
yTBepXXAeHusa/cornacoBaHna rogosoro pasgena csogHon onvcn 3K apxuBHOro
yuypexneHna u yTeepXaeHus pykoBoauTenemM opraHuvsauumn (40 3TOro apXxvBHbIA WINAP
NpocTaBnseTCs KapaHaaLlom).

4.28. Ha obnoxke gena ykasblBaeTca Aata gena - rog(bl) 3aBeeHust 1 OKOHYaHUs
Aena B 4enonpon3BoacTBe.

Ecnv B geno BKMYeHbl AOKYMEHTbI (Hanpumep, NpunoXeHus), aata KoTopbiX He
coBnagaeT Cc gaTton gena, To No4 AaTon C HOBOW CTPOYKM Aenaetca o6 aTom 3anuck: "B
aerne MMeTCca JOKYMEeHTbI 3a ... rog(bl)".

[ata pgena MOXeT He YyKasblBaTbCHA TOMbKO Ha OOMoOXKax Aen, coaepKalmx
rogoBble MfiaHbl U OTYETbl W Apyrne [OOKYMEHTbl, OaTbl KOTOPbIX OTpaxatTcH B
3aronoskax gern.

[aTton gen, cogepalmx pacnopsaguTesibHy0, TBOPYECKYIO U MHYHO OOKYMEHTaLNI0
(Doknagbl, NUCbMa, CTeHorpammbl), ONS KOTOPOW TOYHAs [aTUPOBKA MMEET BaXHoe
3HayeHue, a TaKkke Onga gen, COCTOAWMX N3 HECKOSBbKMX TOMOB (YacTen), ABNAITCA AaThbl
(umcno, mecsay, rog) perucTpaumm (CoCTaBrieHWUSA, MOCTYMAEHUS) CamMOro paHHero wu
Ccamoro nosgHero AOKYMEHTOB, BKITHOYEHHbIX B Aeno (KpanHue aaTbl Aen, LOKYMEHTOB).

[aTton gena, cogepXxallero NpoTOKONbI 3aceaHum, ABNAKTCA AaTbl YTBEPXKOEHUS
(ecnv oHuM yTBEpPXKOAKTCS) UNU AaTbl NEPBOro W NOCreaHero NPoOToKona, CoOCTaBNALWMX
aeno.

[laTon nuyHOro pdena €ABNAKTCA AaTbl MNOAMUMCAHUS NPUKA30B O MpuemMe U



YBOMbHEHMM NNLA, HA KOTOPOE OHO 3aBedEeHO.

Mpn o603HaYeHUN gaTbl AOKYMEHTa CHavarna ykasblBaeTCs YMCNo, 3aTeM MeCSL U
rog. Ymcno u rog o6o3HavatoTca apabckumm undpamm, HaseaHMe MecsLa - ClIOBOM.

Ecnv pata pQOokymeHTa wnv  OTAeNbHble e€ee  3feMeHTbl  onpeaenstTcs
NpubNM3nTenbHO, Ha OCHOBaHUM aHanui3a cogepXaHust OOKYMeHTa, To Jdata unu
oTAenbHble ee 3feMeHTbl, He abCoMTHO OOCTOBEpPHLIE, 3aKMYalTCa B KBagpaTHble
CKOOKMW.

4.29. Ob6saszaTtenbHbIMM  peKBU3MTaMM ODBMOXKM [ena 4BNSAKTCA yKasaHue
KonuyectBa nuctoB B gene*(13) (npocTaBnsieTcsa Ha OCHOBaHWW JNCTa-3aBepuUTens
Aena) n cpok xpaHeHus gena (Ha genax NOCTOSIHHOIO XpaHeHus nuweTcs: "XpaHutb
NMOCTOSIHHO").

4.30. Ona ydyeTa [OOKYMEHTOB ONpedeneHHbiX KaTteropun pgen Ha OymakHOM
HocuTene (NuYHble, cyaebHble aena, maTepuansl YronoBHbIX Aen, Aena O NpUCyXaeHnm
y4yeHbIX CTerneHem W TMPUCBOEHUM YYeHbIX 3BaHWW, [ena, CBA3aHHble C Bbloayeu
aBTOPCKUX CBUOETENbCTB M NaTEeHTHbIX M306peTeHnin) COCTaBNSAETCS BHYTPEHHAS ONUCb
AOKYMEHTOB aena.

Ecnn pgeno Ha OymaxHOM HocuTene nepensieTeHo unu noawuto 6e3 6GnaHka
BHYTPEHHEN ONUCU [OOKYMEHTOB, TO COCTaBfleHHas MO YCTAHOBIIEHHOM dhopme
BHYTPEHHASA ONUCb NOAKNENBAETCSA K BHYTPEHHEN CTOPOHE NUEeBOn 06OXKM Aena.

M3meHeHns cocTaBa [LOOKYMEHTOB pfefia (M3bATUSA, BKAKOYEHUS [OOKYMEHTOB,
3aMeHa JOKYMEHTOB KOMUSMW) oTpaxarTcs B rpade "lpumedaHue” BHYTpeHHEN onucu
CO CCbIfIkaMW Ha COOTBEeTCTBYHOLWME akKTbl. [Mpy HEOBXOANMOCTN MOryT ObiTb COCTaBEHDI
HOBasi UTOroBasi 3anncb K BHYTPEHHEN ONMUCKU U NNCT-3aBepuUTeSNb gena.

4.31. [ena nepepalwTcsa B apxvMB opraHuMsauum no OMNUCHAM, COCTaBIIEHHbIM B
CTPYKTYPHbIX NogpasgaeneHnsx.

Onucn pen CTPYKTYPHbIX noapasgeneHnin COoCTaBnsalTCs MO YCTaHOBIEHHOW
dopme (npunoxkenve N 23, 24) B OBYX 9K3emnndpax W NpeacTaBnslTCs B apXuB
opraHmsauuMmM He nos3gHee 4Yem 4epe3 OOWH ro4 Mocne 3aBeplleHuss aen B
Aenonpon3BoacTBe.

Onucn  coctaBnsaAlwTCA OTAENbHO Ha [fena MNOCTOSAHHOMo XpaHeHus; gena
BpeMeHHbIX (cBbiwe 10 fieT) CpoKoB XpaHeHusi, B TOM 4ucrie no JINYHOMY COCTaBy, U
Jena, CocTosiline M3 OOKYMEHTOB, XapaKTepHblX TOSMbKO AMfs AAaHHOW opraHu3auuu
(cynebHble, cneacTBeHHble Aena, HaydHble oTdeTbl nNo Ttemam). OTaenbHble onucu
COCTaBMATCA Ha eauVHUUbl XPaHEHUS1 ONEKTPOHHbIX AOKYMEHTOB MOCTOSIHHOIO
XpaHeHus; BpeMeHHbIX (cBblwe 10 neT) CpoKoB XpaHEHUH, B TOM 4uCrie MO SIMYHOMY
cocTaBy.

4.32. MNpwn cocTaBneHnn onucu aenli CTPYKTYpHOro noapasgeneHus cobnogatotcs
cnegywowme TpeboBaHus:

3arofnoBkM Oen BHOCATCA B ONMUCb B COOTBETCTBUM C MPUHATON CXEMOW
cucTemMaTu3aunm Ha OCHOBE HOMEHKIaTypbl Aest;

KaXkgoe [eno BHOCUTCH B ONUCb Mo NOpsiAKOBbIM HOMEPOM (ecnu Aernio coCTouT
N3 HECKONbKMX TOMOB WM YacTeun, TO KaxAbld TOM WM 4YacTb BHOCATCSA B ONUCb MoA
nopsaKOBLIM HOMEPOM);

rpadbl ONUCK 3aMOSHAKTCA B TOYHOM COOTBETCTBMM CO CBELEHUAMMU, KOTOpPbIe
BblHECEHbI Ha OBNOXKY Aena;

rpacdba onucu "lNpumevaHne" wucnonb3yetcsa AN OTMETOK O npueme gOen,



0COBEHHOCTAX (PU3MYECKOrO0 COCTOSIHUS,, O nepefade nen ApYyrMM  CTPYKTYPHbIM
nogpasgeneHnsamM Co CChINIKOM Ha HEOOXOANMbI aKT, O HaNNYUN KOMUA.

B koHue onucu Bcneg 3a nocnegHenw onucaTernbHOM CTaTben 3arnofiHAeTCs
NMTOroBasi 3anncb, B KOTOPOW YyKasblBalOTCA (LUMdpamMn M NponuUCbio) KOMUYECTBO Aen,
nepsbIA U NOCNEeAHU HOMepa Aen no onucu Aen, a Takke oroBapuBaloTcst 0COOEHHOCTH
HymMepauun gen B onucu (Hanuyue nuTepHbIX 1 NPONyLLEHHbIX HOMEPOB).

[Mepen BHeCEHMEM 3arofnioBKOB el B ONUCb MPOBEPSIOTCA  KayecTBO
dopmMmpoBaHna M OoMOopMNEHUs Oen, COOTBETCTBME KONMYecTBa [AOen, BHOCUMbIX B
OMUCb, KONWYECTBY 3aBedeHHbIX AeS1 N0 HOMEHKNaType Aen opraHn3auuu.

Mpn npocmoTpe Aen NpoBepsOTCA: COOTBETCTBME 3arofioBKa gena coaep’kaHuio
AOKYMEHTOB B Aefie; nNpaBUibHOCTb OMOPMNEHMST U TPYMNMNUPOBKA LOKYMEHTOB,
BKIMIOYEHHbIX B AENi0; KayecTBO MOALIMBKM WM nepenneta pgena; npaBuibHOCTb
HyMepauun NIMCTOB Aeria; Hanuyue B Aerne, B HeobXo4MMbIX CrydasX, BHYTPEHHEN Onmcu
Aena n npaBUIIbHOCTb €€ COCTaBfIEHUS; NPaBUITIbHOCTb 0ddopMNeHNa OBMNOXKN Oena;
HanuMyMe 1 NpaBUIbHOCTb NNCTa-3aBepuTens gena. B cnyvyae obHapyXeHust HapyLLUeHUs
YCTaHOBMEHHbIX nNpaBun OpMUMPOBaHNA M OOPMIAEHUA Oen OHW OOSMKHbl ObITb
YyCTpPaHEHbI.

B cnyyae oGHapyxeHusi OTCYTCTBMA LEN, YMCISAWMXCA NO HOMEHKNaType Aen
opraHusauuu, CTPYKTYPHbIM noapasgeneHneMm MnpuUHUMalroTCss Mepbl MO PO3bICKY.
O6HapyxXeHHble [fena BKNYalwTCA B OnMuUCb. EcCnu npuHATble Mepbl He panu
pe3ynbTaToB, TO Ha HeobHapyXeHHble fena cocTaBnaeTcs akT 00 yTpaTte OOKYMEHTOB,
KOTOPbIN NOANUCBIBAETCA PYKOBOAMTENEM CTPYKTYPHOro noapasgenieHvnsa u nepenaetcs
BMECTe C ONUCbK [en CTPYKTYPHOro nofpasfeneHnss B apxuB  OpraHusaumm
(npunoxexune N 6).

4.33. [lepepaya pen B apxvB oOpraHusauuMm OCYLLEeCTBNAETCA Mo rpaduky,
cOornacoBaHHOMY C pPYKOBOOMTENSMWU CTPYKTYPHbIX MoApas3deneHnn, nepeaarowmx
AOKYMEHTbI B apXuB, U YTBEPXKAEHHOMY pyKOBOAUTENEM OpraHM3aunu.

B nepmvog nogrotoBkm gen Ha o BymMaxXHOM  HocuTernie  CTPYKTYPHbIM
nogpasgeneHnemM K nepegadye B apxmB opraHusaumm COTPYAHMKOM apxuBa NpoBepsieTcs
NpaBUNbHOCTb UX OPMUPOBaHUSA, ODOPMIIEHMS M COOTBETCTBME KONMMYEeCcTBa Aen,
BKIMIOYEHHbIX B OMUCb, KONuM4yecTBy [fen, COPMUPOBaAHHbIX B COOTBETCTBUN C
HOMEHKNaTypon aen opraHuvsauuun. Bce BbiSiBNEHHbIE NpU MNPOBEPKE HEAOCTaTKN B
dopmupoBaHun 1 ohopmneHun gen paboTHUKN CTPYKTYPHOro nogpasaeneHuns obs3aHbi
YCTPaHUTb.

Mpuem-nepenaya gen B apxmB opraHmsaumm nNpousBoamTcsl paboTHUKOM apxmBa
opraHusaumm B NpUCYTCTBUMN paboTHUKA CTPYKTYPHOro nogpasaeneHms. Ha sksemnnapax
onucu aern, JOKYMEHTOB MpoCTaBnseTcs OoTMEeTKa O Hanuuuu gena. B koHue kaxgoro
aK3emnngpa OnuCK YyKasblBalOTCA UMdpPaMnU U NPOMUCHI0 KOMNMYECTBO (haKTUYECKM
NPUHATBIX B apxXvMB Aen, HOMepa OTCYTCTBYWOLWMX Aen, fata npuema-nepenadun gen, a
Takke nognucu nuua, OTBETCTBEHHOIO 3a apxmB, U Nuua, nepegasLlero gena.

4.34. lNMepenaya 3neKTPOHHbIX JOKYMEHTOB B apXvMB opraHusauum npounsBoguTCs
Ha OCHOBaHWW ONUCEN 3NEKTPOHHbIX Aer, JOKYMEHTOB CTPYKTYPHbIX NoapasgeneHin no
MHGOPMALMOHHO-TENEKOMMYHUKALMOHHOMW CeTU (NPU HanuyuuM B apxmBe OpraHu3auunu
WHPOPMALMOHHON CUCTEMbI) UMM Ha puandeckn 0BOCOBNEHHbLIX MaTepuanbHbIX
HOCUTENSAX, KOTOPble NPEeACTaBNATCA B ABYX NOEHTUYHBIX SK3eMNIisipax.

Mpn nepenayvye 9NEKTPOHHbIX OOKYMEHTOB B apXuB OpraHuM3aumn BbINOSHAKTCS



crnefylouime OCHOBHbIE npoueaypbl paboTbl C AOKYMEHTaMW:

dopmmpoBaHme B NHGAOPMALMOHHOWM CUCTEME OpraHu3auun SNEeKTPOHHbIX Aef,
ABSISAOLLNXCA COBOKYMNHOCTBI KOHTEMHEPOB 3NIEKTPOHHbIX JOKYMEHTOB UITN KOHTEMHEPOM
SNEKTPOHHOro AOKyMeHTa, coAepXalwMM KOHTEHT W MeTafaHHble 3SIEeKTPOHHOro
AOKyMeHTa, dpanrnbl 3fIEKTPOHHbLIX NOANUCEN U BU3YanM3npOBaHHYHO KOMUIO TEKCTOBOIO
9N1EeKTPOHHOro AoKymMeHTa B popmate PDF/A;

dopMupoBaHMe  OMUCKM  3NEKTPOHHbIX  Aefl,  OOKYMEHTOB  CTPYKTYpPHOro
nogpasgeneHuns;

npoBepka apxvMBOM OpraHuM3auun ONeKTPOHHbIX [AOKYMEHTOB Ha Hanuuyve
BPEOOHOCHbIX KOMMNbIOTEPHbIX NPOrpaMmm;

npoBepKa BOCMPOM3BOAMMOCTU SNEKTPOHHbBIX JOKYMEHTOB;

npoBepka IM3MYECKOro U TEXHUYECKOro COCTOSIHMS HocuTenen (npy nepegade
9NIEKTPOHHbIX [OOKYMEHTOB B apxuB oOpraHuMsauum Ha @uanyeckn o060CcobmneHHbIX
MaTtepuasbHbIX HOCUTENsX);

npoeepka MNOAfMHHOCTM 3IIEKTPOHHOW MOAMNUCK, KOTOPOW NMOAMNUCaH 3NEKTPOHHbIN
OOKYMEHT.

Mprem 3NIEKTPOHHbIX AOKYMEHTOB B apxus opraHusaumm no
NH(OPMAaLMOHHO-TENEKOMMYHUKALMOHHOM CEeTU (MPU HanuMuum B apxuBe opraHuMsaumm
WHOPMALMOHHON  CUCTEMBbI) UM Ha  um3ndeckn 060COBNEeHHbIX  HOCUTENsx
odopmMnseTcs CoCTaBfleHMEM WTOMOBOM 3anucyu B KOHLE OMUCKM ONEKTPOHHbIX Aern,
AOKYMEHTOB, B KOTOPOW UMdppaMn M NPOMNUCBID YKa3blBaeTCA KONMYECTBO (DaKTUYECKM
MPUHSATBIX B apXWB 3NEKTPOHHbIX AeNl U 3NEeKTPOHHbIX AOKYMeHTOB. /ToroBas 3anuvchb
noagTBepXgaetca noanucaMM  COTPYAHWKA apxmBa W COTPYAHUKA  CTPYKTYPHOrO
nogpasgeneHuns, nepefaBllero 3MeKTPOHHble Aeria U AoKyMeHTbl. [lpy npueme Ha
apXMBHOE XpaHEHWe ONeKTPOHHble [ena 3aBepsAlTCA  AIEeKTPOHHOW  MOAMUCKID
pyKoBOAUTENS OpraHM3aumn, Nnu ynornHOMOYEHHOTO UM AOSMKHOCTHOrO nuua.

[Mocne npuema B apxmB 3NEKTPOHHbLIX JOKYMEHTOB Ha (punanyeckm ob0CoBNeHHbIX
MaTtepuaribHbIX HOCUTESNSX BKMaAbIWW, NMOMELLEHHble B (pyTnaAp eAnHULbl XpaHeHnsa B
CTPYKTYPHOM nogpasfesieHnun, 3aMeHATCA Ha BKNagbIilwn, ohopmieHHbIe B apXmBe.

Ha Bknagbiwe, nomMmelwiaeMomM B (pyTnap eguHuubl XpaHeHusi, opopMisieMoM B
apxuse, ykasblBaeTcCs:

HauMeHOBaHME opraHn3aumn (NONHoE, COKPaLLEHHOE);

HoMep POoHAa;

HOMEpP OMNMUCK BNEKTPOHHbLIX Aen, JOKYMEHTOB;

HOMep Aena no onucy;

OTMeTKa O cTaTyce 3K3emnngapa dNneKTPoHHbIX JOKyMeHTOB: "OcH."

(ocHoBHOM) unn "Pab." (pabounin);

KpanHue gaTbl JOKYMEHTOB 3f1EKTPOHHOrO Aena;

npy HeOH6XOANMOCTN OOPMASIOTCA OOMNOSHUTENBbHbIE OTMETKM 06 orpaHuveHumn
A0CTyna K JOKYyMEHTaM.

Bknagbilw nomewaetca B ytnap duamyeckn o60cobrieHHOro marepuaribHoro
HOCUTENS TakMuMm obpas3om, 4YTobbl HagnMcu Ha Hem Obinn BUAHBI NPU  3aKPbITOM

dyTnsape.

V. OpraHusauusa mcnosnb3oBaHUA AOKyMeHTOB ApxuBHoro hoHaa Poccumnckon
Penepaumm n Apyrux apxmBHbIX JOKYMEHTOB OpraHusauuu
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5.1. ApxuB opraHusaumMm [JOSKeH npeaocTaBnATb MOMb3oBaTeN0 OOKYMEHTHI
ApxusHoro ¢oHga Poccuinckon defepauum n gpyrme apxmBHble AOKYMEHTbI, a Takke
CrpaBO4YHO-MOMCKOBbIE CPEACTBA K HUM.

5.2. [octyn K [JOKyMeHTamM MOXeT ObiTb oOrpaHM4eH B COOTBETCTBUMM C
3akoHogaTtenbctBoM Poccunckon ®depgepauum, a Takke B COOTBETCTBUM C
pacnopsibkeHneM co6CTBEHHMKA Uy BnagernbLla apXMBHbIX JOKYMEHTOB, HAXOASALLNXCS B
yacTHom cobcTBeHHOCTM*(14).

5.3. llonb3oBatenu npu UCMNOMb30OBaHMM [OOKYMEHTOB apxmBa OpraHusaumm
005s3aHbl fenaTb CCbISIKU HA MECTO XpaHEeHUs1 AOKYMEHTOB.

5.4. CoctaB HCA apxuBa opraHusauum onpegenseTcd COCTaBOM N coaep)KaHnem
XpaHALWMXCHA B HEM OOKYMEHTOB, XapakTepoM W 3agadamu Noucka U MHTEHCUBHOCTbLIO
MCMNONb30BaHNSA JOKYMEHTOB.

OcCHOBHbIM (00s13aTeNIbHLIM) @pPXMBHBLIM CMPABOYHUKOM B apXxvMBe oOpraHusauuu
ABMFEeTCA Oonucb Aen, OAOKyMeHToB. B gononHeHwe B apxuBe opraHu3auuuM BeayTcs
BCNoMoraTesibHble apXvMBHble CMPaBOYHMKM - KaTarnorun, ykasatenu, uctopuyeckas
crnpaBka K ooHAy.

5.5. B uenax obecnevyeHuss COXpaHHOCTWU, CBOEBPEMEHHOro OoTbopa M y4eTa U
cucTemMaTtmsaumMm gen, nogfiexawimx nocTossHHOMY U BpemeHHoMy (cbiwe 10 ner)
CPOKOB XpaHeHW4, B OpraHM3aunm cocTaBnanTCa OnNncu aer, JOKYMEHTOB.

Onuncu coctaBnATCA OTAENBHO Ha Aena, AOKYMEHTbI:

NMOCTOSIHHOIO CpOKa XpaHeHus;

BpeMeHHbIX (cBbiwe 10 neT) CPOKOB XpaHEHUS;

no SINYHOMY COCTaBY;

XapakTepHble TONbKO Afs OaHHOW opraHumsaumm (cyaebHble gena, maTtepuvansl
YrOnoBHbIX e, Hay4Hble OTYEeTbl MO TEMaM).

AHanornyHble oNncK COCTaBNATCA Ha ANEKTPOHHbIE AeNa, JOKYMEHThI.

CBogHble onucu aen, JOKYMEHTOB OpraHM3aumm COCTOAT M3 roAo0BbIX pa3ferios,
COCTaBliieMblX Ha OCHOBE nMepefaHHbIX B apxuB oOpraHusauuMmM onucen paen ee
CTPYKTYPHbIX MogpasgeneHnin 3a onpefeneHHble rogbl, U CUCTEMaTU3UPOBAHHbLIX B
npegenax Kaxaoro roga B COOTBETCTBUMM C YTBEPXOEHHOW CTPYKTYpPOW opraHuMsauumn Ha
3TOT rog.

Onucn gen, 4OKYMEHTOB COCTaBMASATCA NO YCTAaHOBNEHHON dhopMe (MpUoxeHus
N 14, 15, 16, 17, 18) n COCTOAT U3 onucaTenbHbIX cTaTen eAUHUL XPaHEHUS, UTOFOBOW
3anucu, nucta-3aBepuTesis U CNPaBoOYHOro annaparta K Onucu.

OnucaTtenbHasa cTtaTbs ONUCKU BKIOYAET: NOPSAKOBbLIA HOMEP eAUHULIbI XpaHEHUS;
WHOEKC eauHUUbl XpaHeHUsa (MO HOMeHKNaType Aerl); 3arofioBOK eOuHMLbl XpaHeHus,
BKMIOYAKOLWMIA yKa3aHMe Ha HanuMyue KOMnuim, ecrin B HEW XPaHSATCA KOMUU LOKYMEHTOB;
KpanHue Oatbl eOuHuUbl XpaHeHWUd; CPOK XpaHeHus (ona onucen gen, OOKYMEHTOB
BPEMEHHOI0 XpaHeHUsl); KONMUYeCTBO NUCTOB B eAuMHULEe XpaHeHus. 3aronoBOK fena
MOXeT ObITb OOMOMHEH aHHOoTauuen OTAENbHbIX OOKYMEHTOB (rpynnbl AOKYMEHTOB)
eANHULbI XpaHEHMWS.

B cnpaBoyHbIM annapaT K OnNUCW BXOOAT: TUTYSMbHbIM JIACT, CoAep)XaHue
(ornasneHue); npegucnoBue; CNMCOK COKPAaLLLEeHWK; ykasaTenu K onucu (npeamMeTHbIn,
UMEHHOWN, reorpacuyeckon).

CocTtaB cnpaBo4HOro annapaTta K OnvMcu 3aBUCUT OT CPOKa XPaHEHUs BKIHOYEHHbIX



B HEe JOKYMEHTOB U X BUAOB.

K onucsam pen, OOKYMEHTOB MOCTOSIHHOrO XpaHeHuUss M NO JIMYHOMY COCTaBy
COCTaBNATCA TUTYNbHbIA NNCT, NPeaucrioBue, OrfaefieHne, nNpu HeobXxoaumMocTw -
CMNCOK COKpaLLeHW, yKkasaTenu.

Ha TuTynbHOM nucTte  OnNuUCKM  yKasbiBaKTCA:  MNOSIHOE  HaMMeHoBaHue
rocyaapCTBEHHOro (MyHMULMNANbLHOrO) apxuea (ecnv opraHmsaumns SBnsaeTcst ICTOYHNKOM
ero  KOMMIIEKTOBaHWS),  nocnegHee  MofHOe  HaMMEeHOBaHWe  opraHusauuu,
COOTBETCTBYIOLLIEE HA3BaHUIO ee apXMBHOro ooHAa, HOMep apxXuBHOro oHaa, Homep U
Ha3BaHWe ONMUCK, KpanHWe AaTbl BHECEHHbIX B ONUCh €4MHUL, XpPaHEHMS.

Ecnn HaumeHoOBaHMe opraHu3aumm U3MEHSNOCb, Ha TUTYNbHOM nUCTe (B criyvae
HeobXOAMMOCTU - Ha [JOMNOSIHUTENbHOM NUCTe) nog MocnegHM HauMeHOBaHUEM
opraHusauMm ykasblBalTCs B CKOBKax BCe €€ NnepenMeHOBaHUs B UCTOPUYECKON
(XpoHonoruyeckon) nocnegoBaTeNlbHOCTM 3a MNepuog, COOTBETCTBYHOLMA KpaWHUM
AaTtam eaunHUL, XpaHEeHWUs!, BKITOYEHHbIX B OMUCb.

B npeaucnoBun K onucu KpaTko u3naraloTcd nepevMeHOBaHWsA opraHusauuun B
NCTOPMYECKON (XPOHONOrMYECKON) NocrneaoBaTenbHOCTU 3a nepuon, COOTBETCTBYIOLLNIN
KpaHUM gataM eguHuUL XpaHeHUs, BKIOYEHHbIX B onuck. [peancnosue nognucbiBaeTcd
COCTaBUTENEM C yKa3aHUeM AO0SMKHOCTU U JaTbl COCTaBNEHUS.

K onucu pen, [OKYMEHTOB BpeMeHHoro (cBbiwe 10 neT) XpaHeHus, npu
Heob6XOANMMOCTN TakKe MOryT COCTaBMATLCS OrfiaBreHne, CMMCOK COKpaLLEHW.

Onucum (rogoBble pasgensl onucen) gern, AOKYMEHTOB COCTaBNATCSA:

MOCTOSIHHOIO XpaHEeHUs - He MeHee 4YeM B YeTblpex 3K3emnnspax: Tpu Ha
BymMaXkHOM HOCUTENEe U OOWH - B 9NIEKTPOHHOM BUAeE (B KayecTBe paboyero ak3emnnisipa);

BpeMeHHoro (cebilwe 10 neT) XxpaHeHUst - He MeHee 4YeM B ABYX 3K3eMnnsipax;
OOKYMEHTOB MO JfIMYHOMY COCTaBy OpraHuMsauum - WUCTOYHMKOB KOMMSIEKTOBAHUSA
rocyAapCTBEHHbIX (MyHMUMNANbHbLIX) apXMBOB - HE MEeHee YeM B YeTbipex aK3eMnnsipax:
TPpM Ha OymMaxHOM HocuTene, OAWH - B 3NEKTpPOHHOM Buae (B KadectBe pabouero
aK3emnnapa);

OOKYMEHTOB MO FIMYHOMY COCTaBy OpraHu3auun, He SBMSIOLMXCS UCTOYHUKaMU
KOMMNNEKTOBaHUS roCy4apCTBEHHbIX (MyHULMNANbHbIX) apXMBOB, - HE MEHEE YeM B TpeX
aK3emnnsapax.

Onucu (ropgosble pasgenbl onucen) aen, AOKYMEHTOB BpeMeHHoro (cBbiwe 10 neT)
XpaHeHus cornacoBbiBatoTca ¢ LUOK (BK) opraHmsauum, nocne 4yero yTBep)KgatoTca
pyKOBOAUTENEM OpraHusauuu.

Ha paccmotpeHne JMK npencrasnsoTcs, He MeHee 4yeM 4vepe3 3 roga nocne
3aBepLUeHNs 4enonpon3BoaCTBOM Aerl, BKITOYEHHbIX B pasgen:

onucu (rogoBble pasaensl onucen) aen, 4OKYMEHTOB NMOCTOSIHHOMO XpaHeHUs Anis
YyTBEPXKOEHUS;

onucu (rogoBble pasfgenbl onNucen) Aen, AOKYMEHTOB MO JIMYHOMY COCTaBy Ans
cornacoBaHuna*(15).

Mocne ytBepxaeHusa (cornacoBaHus) onucen (rogoBbix pasgenoB onucen) IIMK
OHU YTBEPXOATCS PYKOBOAUTENEM OpraHM3aunmn.

B rocyoapcTBeHHbIV (MyHMLMNAMNBHbLIA) apXuB nNepefarnTca TpU ak3emMnnsapa onucu
Aen NOCTOSHHOrO XpaHEeHWs, OOMH JK3eMnnsap OnucuM gen no JfMYHOMY COCTaBy,
yTBEPXOEHHbIX (cornacoBaHHbIX) AlK, a Takke N0 OAHOMY 3K3EMMNAPY KaxJon onvcu B
3NEeKTPOHHOM popMe (B kayecTBe paboyero ak3emnnspa).



OAawnH ak3eMnnsap onucu gen NoCTOSAHHOIO XpaHeHUs 1 ABa 3K3eMnnspa onucu aen
Nno JINYHOMY COCTaBYy OCTaKTCHA B OpraHM3auuu.

BHeceHne nameHeHun B rogoBOW pasgen onucu gen, LOKYMEHTOB Mocre ero
yTBepxaeHna  (cornacoBaHusi) OIMK  gonyckaeTcss  TONMbKO  Ha  OCHOBaHWUM
cooTBeTcTBytowero peweHnsa JAlK.

5.6. Wctopuyeckass cnpaBka K (poHOY COCTOUT U3 Tpex pas3genoB: uUctopus
oHgoobpasoBatend, oOTpaxawwas WUCTOPUI0  OpraHmM3auum CO  CCbiflkaMu  Ha
COOTBETCTBYIOLLUME 3aKoHOOATelbHble M HOpMaTUBHblEe akTbl (daTbl obpasoBaHus,
nepeuMeHoBaHus, peopraHusauuu, nuKBMaaumn, BeOOMCTBEHHYI MPUHALNEXHOCTb,
CTPYKTYPY M (PYHKUMWN, UX WU3MEHEHUs, HasBaHWe opraHusauuMm - npealecTBeHHUKa),
ncropus oHga (o6bem, KparvHue gaTbl JOKYMEHTOB, CTENeHb UX COXPaHHOCTU, AaTbl
nepegavn JOKYMEHTOB Ha MOCTOAHHOE XpaHEeHWE) U XapaKTepUCTUKa AOKYMEHTOB boHaa
(pa3HOBMOHOCTU [OKYMEHTOB, OCODEHHOCTU (POPMUPOBAHUSA €OUHUL, XPaHEHUA U UX
cucTtemaTusaumm, Hanumyuue [OOKYMEHTOB, BbIXOAALWMX 3a XPOHOMNOrMYeckne rpaHuub
aeatenbHoCcTU (poHaoobpa3oBaTensi, COCTaB CNpPaBOYHOrO annaparta K ¢oHAy, MecTo
XpaHeHUs1 JOKYMEHTOB MO JINYHOMY COCTaBy).

NcTopuyeckaa cnpaBka K ¢oHOy COCTaBnsieTca B [[BYX 9K3emnnapax, OAWH -
XpaHUTCA B gene oHaa, BTOPOM - nepedaeTca B rocyaapCTBEHHbIN (MyHMUMNASbHBIN)
apXxmB.

5.7. OCHOBHbIMK hopMamMn UCMONb30BaHUA [OKYMEHTOB apxuBa oOpraHusauuu
ABNAOTCS:

MHdOpMaLMOHHOEe obecneyeHne paboTHMKOB OpraHu3aumm;

WCMOSIHEHME 3anpocoB Mofb3oBaTenien, B TOM 4UCNe 3anpocoB rpaxgaH
coumnanbHO-NPaBOBOro Xxapakrepa;

Bbldaya AOKYMEHTOB U fen BO BpeMeHHOe MOofb30BaHue, NnpefocTaBneHne Konum
apxMBHbIX [OOKYMEHTOB MO 3anpocaMm nonb3oBaTtenen, B TOM uyucne B ¢opme
9NIEKTPOHHbIX JOKYMEHTOB.

dopmamm Ucnosb3oBaHUS AOKYMEHTOB apxXuBa opraHmsauum siBAa0TCS Takke:

WH(POPMMPOBAHME CTOPOHHUX OpraHM3auun O Hanuuuu U copepkaHuu
NMEIOLLINXCS B apXnBe LOKYMEHTOB;

Ncnonb3oBaHWe AOKYMEHTOB B CpeAcTBax MacCcoBOW MHGOpMaumu;

MCNoNb3oBaHWe [OOKYMEHTOB [Afd MOArOTOBKM  UCTOPUKO-UHAOPMALMOHHBIX
MEpPONPUATUIN: BbICTABOK, 9KCKYPCUIN, KOH(EePEHLINI;

Bbldada JOKYMEHTOB Ans paboThbl B YMTanNbHOM (NMPOCMOTPOBOM) 3are apxvBa;

opraHmsauusi goctyna paboTHUKOB OpraHu3aumMm K OOKYMEHTaM apxuBa nyTem
MCrNonb30BaHNA MHPOPMAaLNOHHO-TENEKOMMYHUKALNOHHOM CETMW.

5.8. ApxmB opraHusauumn OOSHKEH BECTU YYeT UCMONb30BaHUSA JOKYMEHTOB, B TOM
yucne BblgauyM [OOKYMEHTOB W Aef, Bbldayn apXMBHbIX CNpaBoK, BbIMUCOK, KOMWUK
AOKYMEHTOB.

5.9. 3anpocbl nonb3oBaTenen, nocTtynawwme B apxvB  OpraHusauuu,
nogpasfensoTcs Ha TemaTndeckne u coumanbHo-npasoBble*(16).

5.10. ApxvB opraHMsauumM [JOrKeH paccMatpuBaTb W UCMOSMHATH  3anpochl,
NoCTynuBLLNE B MMCbMEHHON hopMme.

3anpoc nonb3oBaTens AOMMKEH cogepXaTb CreayoLyo NHopMaLmIo:

HanMeHoBaHWe IPUANYECKOro nuua - aBTopa 3anpoca (4ns rpaxgaH - dpammnuu,
UMEHW, OTYeCTBa, NPU HaNN4YMN NOCNeaHEro);



NMOYTOBbIN N/UNN 3NEKTPOHHLIN agpec, N0 KOTOPOMY AOSMKEH ObITb AaH OTBET;

CBeeHUs, WHTepecyllwmne nosnb3oBaTend W XPOHOMOrMYeckMe  paMkm
3anpawumBaemon NHpopmauymu;

dopmMy nonydeHus nosib3oBatenemMm uHgopmMmauun (MHPOPMaLMOHHOE MNCBMO,
apxuBHas chnpaBKa, apxXvMBHaAsd BbINWCKA, apXuBHasi KOMUS, TEMATUYECKNUA MNepeyeHb,
TemaTniecknin 063op OKYMEHTOB);

NUYHYIO NOANUCH aBTopa 3anpoca (rpaxgaHuHa unu 4OSMKHOCTHOro nuua);

aary.

Mpn noOCTynneHun B apxuB OpraHu3aumMm WHTepHeT-obpalleHnsa (3anpoca)
nosfib3oBaTend C ykasaHMeM afpeca 3NIeKTPOHHOW MOoYTbl U/MNK NOYTOBOro agpeca, eMy
HanpaBnsieTca yBeaoMneHne o npueme obpawieHnsa (3anpoca) K pacCMOTPEHUID UK
MOTMBUPOBAHHbIN OTKa3 B PaCCMOTPEHUN.

Ha 3anpocbl TemaTM4eCcKoro xapakrtepa, NocTynuBLUME B apxXuB opraHuM3auuun no
MHOPMALMOHHO-TENEKOMMYHUKALMOHHON CceTu, B TOM 4ucne no cetn "WHTepHeT",
OTBET MOXET OblTb HanpaBneH B BUAE 3NEKTPOHHOrO COOOLIEHMS MO yKa3aHHOMY
aBTOPOM 3arnpoca 3IEKTPOHHOMY afpecy.

3anpoc JormkeH ObITb 3aperncTpupoBaH B TedeHne Tpex pabovnx gHen ¢ MOMeHTa
€ro nocCTynneHus.

3anpoc, He OTHOCALWMINCA K COCTaBy XPaHALIMXCA B OpraHu3aumMm [OKYMEHTOB
(HenNpounbeHbIM  3anpoc), B TeyeHMe 7 [JHEW CO [HA perucrpaumm 3anpoca
HanpaBnseTca B OpraHuMsauuio, rae MOryT XpaHUTbCA Heobxoaumble OOKYMEHTbl C
yBegomMneHmem ob aTom nonb3oBaTtens.

3anpoc, NOCTYNUBLLUUIA B apXmMB OpraHusauum, paccMaTpuBaeTca B COOTBETCTBUN C
TpeboBaHMAMKN 3aKOHOLATENbHBIX U NUHBIX HOPMATUBHbLIX NPAaBOBbLIX aKTOB Mo paboTe C
obpalleHuamMn rpaxxgaH 1 NpegocTaBNEeHMIO rOCy4apCTBEHHbIX (MYHULMMANbHbBIX) YCIyr.

OTBeT Ha MNOCTYNMBLUMA B apxuB OpraHusauMmM 3anpoc npeaocTaBnseTcss B
TeyeHne 30 gHen co gHsA ero peructpauun. C paspelleHus pykoBoacTBa opraHusaumm
9TOT CPOK MOXeT ObITb npoasieH He Bonee yem Ha 30 gHen, ¢ yBegomneHnem o6 aTom
3aaBuUTENS.

5.11. OTBeTbl Ha 3anpocbl Nofnb3oBaTenen, B TOM 4YUCNe OTBETbl Ha 3anpochbl
coumanbHO-NMPaBoOBOro Xapakrtepa, odgopMnsaTca B  (opMe apXMBHOW  CrpaBKW,
apXMBHOW BbIMUCKN WM apXMBHOM  KOMUW, OQOPMIEHHBbIX W 3aBEPEHHbIX B
YCTaHOBIIEHHOM MNOPSAKE.

Mpn OTCYTCTBUM OOKYMEHTOB, HeOBXOOMMbIX ANS  WUCMOSIHEeHMs  3anpoca
coumnanbHO-NPaBOBOro Xxapakrepa, CcocTaBnseTcd OTBeT Ha 6raHke opraHusaumm c
yKasaHueM NpUYMH UX OTCYTCTBUS.

5.12. ApxuBHas cnpaBka NOAMNUCLIBAETCA PyKOBOAUTESNEM OpraHusaumm unm nHbIM
YNONTHOMOYEHHbIM UM  [OSMKHOCTHLIM JIMLOM W 3aBepdeTcsl nedyatblo opraHuMsauuu
(npunoxeHune N 29).

ApxuBHasa cnpaBka, 00beM KOTOpPOM npeBblllaeT OAWMH NUCT, JOMmkHa O6bITb,
NPOHYMepOoBaHa.

B TekcTe apxuBHOM ChNpaBKM B XPOHOMOMMYECKOM MOCreaoBaTeNibHOCTU
nsnararTcs cobbITUA C yKasaHMeEM BWOOB WCMNOSIb30BAHHbLIX JOKYMEHTOB, MX AaT WU
HOMepoB. B apxuBHOI cnpaBke 4OMyCKaeTcs LMTUPOBaAHMUE AOKYMEHTOB.

HecoBnageHne oOTAENbHbIX CBeAeHUW/OaHHbIX [OOKYMEHTOB CO CBEOEHUSIMU,
N3NOXEHHLIMW B 3anpoce, He ABNAeTCA NPenaTcTBUEM OS5 BKIIHOYEHUS UX B apXMBHYIO



CrnpaBKy, €Cnu coBrnageHue BCeX OCTalibHbIX CBEAEHWA He Bbl3blBA€T COMHEHUN B
TOXOECTBEHHOCTU NvLa Unn oakTos, O KOTOPbIX TOBOPUTCA B JOKYMEHTaX.

B apxuBHOW cnpaBke [JaHHble BOCMNPOM3BOAATCHA TakK, KaK OHU WU3MNOXEHbl B
AOKyMEHTax, a pacxoXaeHusi, HeCoBnageHUsa U HeTOYHble Ha3BaHUs, OTCYTCTBME UMEHW,
OT4yeCcTBa, MHULMANOB UNN HannymMe TOMbKO OAHOMO U3 HUX OOMXKHbl BbITb OroBOpEHbI B
TeKkcTe crnpaBku B ckobkax: "Tak B JoOKyMeHTe", "Tak B TekcTe opurnHana".

CeegeHuns, nmewowmecs B apxumBe Mo 3anpocy o pabote u (Mnm) yy4ebe B
HECKOSbKMX OpraHmsauusx, Kacarowmecsa OAHOro nvua, BKIIYaTCS B OAHY apXMBHYHO
cripaBKy.

Mo TEeKCTy apXMBHOW CMNpaBKM B KayeCcTBe NpUMeYaHun MoryT ObiTb OroBOPEHbI
Hepas3bopyMBO HamnMCaHHble, UCMpPaBfeHHble aBTOPOM, He noggatowmecs NPoYTEHUIO
BCMNeaCTBME MNOBPEXOEeHUs TekcTa opurMHana: "Tak B TekcTe opuruHana", "B Tekcte
Hepa3bopumBo".

B Tekcte apxuBHOW CnpaBKM He [JOMycKalTCA W3MEHEHUs, WcrpaBneHus,
CYMMUpPOBaHME [aHHbIX, KOMMEHTapuKW, COBCTBEHHblE BbIBOAbLI WCMOMHUTENS MO
COAepXaHW [OOKYMEHTOB, Ha OCHOBaHWW KOTOPbIX COCTaBfleHa apxuBHasi Cnpaska.
[Mog4YNCTKM 1 MOMAapPKM B apXUBHbIX CMpaBkax He 4OMyCKalTCs.

B apxuBHOM cnpaBke [OMKHbI ObiTb NpMBEOEHbI apXMBHblE LWMEPbI N HOMeEpa
NNCTOB eUHUL, XPaHEeHUS JOKYMEHTOB, MCMOSb30BaBLUNXCA A5 €€ COCTaBlEHMS.

Mo 3anpocy nonb3oBaTesien apxuBHble CrpaBKA MOryT BblgaBaTbCA B
9NIEeKTPOHHON  OpMEe Ha  3NEeKTPOHHOM  Hocutene nmMbo  nepecbnatbCa Mo
NH(OPMALMOHHO-TENEKOMMYHUKALMOHHBIM CETAM. ONEKTPOHHbIE apXMBHbIE CMpaBKu
3aBepsTCA  ANIeKTPOHHOW  MOAMNUCBID  PYKOBOAWUTENS  OpraHu3aumm UM  MHOro
YNOSTHOMOYEHHOro UM AOSMKHOCTHOrO nuua.

5.13. ApxuBHble BbINUCKN oOopmnsaTca Ha 6naHke opraHusauumn (apxusa
opraHusaumm) ¢ obosHavyeHnem HasBaHusa Buaga gokymenta: "APXVBHAA BbINTMCKA".

B apxuBHOW BbLINUCKE Ha3BaHME OOKYMEHTa, ero HoMep U gaTa BOCNPOM3BOAATCS
NOJSTHOCTBLIO.

Bbinucka npon3BoguTCs TOSMbKO U3 JOKYMEHTa, B KOTOPOM COAEPXKUTCS HECKOSbKO
OTAESNbHbIX, HE CBA3aHHbIX MeXxay cobor BonpocoB. Beinncka AosmkHa BOCNPOU3BOAUTb
NOJSIHbIN TEKCT YacTu JOKYMEHTA, OTHOCSLLENCS K 3anpocy.

N3BrneyeHnemM M3 TekcTa LOKYMEeHTa OOSKHbl OblTb McYepnaHbl BCce MMeLmnecs
AaHHble MO 3anpocy. Hayano n KOHeL KaXaoro Mu3BfieYeHus, a Takke MNponycku
OTAESbHbIX CIIOB B TEKCTE AOKYMEHTa 0003Ha4YaloTCs MHOrOTOYMEM.

B apxvBHOW BbINMCKe OOMKHbI ObITb cAenaHbl COOTBETCTBYHOLWME MPUMEYaHUs U
OrOBOPEHbI YacTM TeKcTa opwurnHana, HepasbopuMBO HaNUCaHHbIE, WCMpPaBfiEHHbIE
aBTOPOM, He noafarlmecs NPOYTEHUIO BCEACTBME MOBPEXAEHUA TeKCTa U ApYyrnm
npudnHam. OTaenbHble CroBa U BblpaXeHUsl AOKYMEHTa, Bbi3blBatoLLME COMHEHUSA B UX
TOYHOCTW, a TaKKe WUCNpaBfieHNs, MNOOYMCTKM, Bbi3blBalOWME COMHEHWE B WX
AOCTOBEPHOCTN, oroBapmBatoTcs: "Tak B AOKyMeHTe", unn "B TekcTe Hepa3bopumeo", nnm
"Tak B TekcTe opurnHana". llocne TekCcTa apXMBHOW BbIMUCKU YKa3biBAalOTCA apXUBHbIN
LWNp U HOMepa NNCTOB €ANHULIbI XPaHEHUSA apXMBHOMO LOKYMEHTA.

ApxvMBHas BbINUCKa MOAMUCLIBAETCA PYKOBOAUTESNIEM OpraHuM3aumn WM MHbIM
YNOSTHOMOYEHHbIM UM AOSTKHOCTHBIM JIULOM 1 3aBepsieTCA nevaTbio opraHmsauum.

Mo 3anpocy nonb3oBaTenen apxXmBHbIE€ BbINMUCKU BbIOAIOTCH B 3NIEKTPOHHON hopme
Ha 9N1IEKTPOHHOM HocuTene nmbo nepecbinatTcd no
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MHPOPMALMOHHO-TENEKOMMYHUKALMOHHBIM CETSIM. ONEKTPOHHbIE apPXMBHbIE BbIMUCKN
3aBepsAlTCAa  SJIEKTPOHHOW  MOAMNUCLID  PYKOBOAUTENsS  opraHms3auum WM NHOro
YNOSTHOMOYEHHOIro UM OOSIKHOCTHOrO nnua.

5.14. Ha apxmBHbIX KOMNUSAX, BKOYas apXMBHbIE KOMMW Ha OyMaKHOM HocuTerne
9NIEKTPOHHbIX OOKYMEHTOB, apXuBHble LWNPbI NPOCTaBnATCA Ha 0BopoTe Kaxgoro
nucTa apxMBHOM KOMUW, a 3aBepuTenbHas HagnMcb U nevaTb - HA obopoTe nocrnegHero
nucTa Konuu.

Mo 3anpocy nonb3oBaTenien SNEeKTPOHHbIE KOMUU  apXWMBHbLIX OOKYMEHTOB
BblOaloTCA B 9NIEKTPOHHOWN dopme nmbo nepecoslinarnTcs no
MHGOPMALMOHHO-TENEKOMMYHUKALMOHHBIM  CETAM. JOJIEKTPOHHbIE  KOMUU  apXMUBHbIX
OOKYMEHTOB 3aBEPSATCH 3N1IeKTPOHHOM MOAMUCLID PYKOBOAMUTESNS OpraHusaumm unu
WMHOrO YrNOSIHOMOYEHHOIrO UM OSMKHOCTHOIO nuua.

5.15. loaroToBreHHbIE apXMBOM OpraHu3aumMm OTBEeTbl Ha 3anpocbl (apXMBHbIE
CrpaBKW, apXMBHble BbIMUCKA W apXMBHbIE KOMWKW) HaNpPaBnsalTCA 3asiBUTENSM C
CONpoOBOAUTENbHLIM MUCBMOM MO MOYTE WAN  BblJAKTCHA: 3aaBUTENO - MpwU
npeobsBreHNn OOKYMeHTa, YOOCTOBEpPSLWEro fMYHOCTb, ero npeactaBuTensamM - npu
npeabaBfieHNM  OOKYMEHTa,  YOOCTOBEpPSAWEero  JIMYHOCTb U [AOBEPEHHOCTH,
0OpPMSIEHHOW B YCTAHOBIIEHHOM MOPSAKE.

5.16. ApXuBHbIe CNpaBKn, apXMBHbIE BbINUCKN N apXUBHbIE KOMUK, HanpasrsiemMble
B rocygapcrea - yyacTHukm KoHBeHUUM, OTMeHsowen TpeboBaHWe rneranusaumm
MHOCTPAaHHbIX OuumnanbHbIX OOKYMEHTOB, nognucaHHon B [aare 5 oktabpss 1961 r.,
3aBepsAlTCA MpoCcTaBfeHNEM W 3anoSfIHEHMEM chneumarnbHOro LwTamna - anocTunsa B
COOTBETCTBUM C 3aKoHoA4aTenbcTBOM Poccuinckon depepaumn.

5.17. [onyckaeTcsl M3bATME M3 apXMBHbIX Aen M Bbldada Bragensuam unu ux
POLACTBEHHMKAM, B Cfyyae WX MNUCbMEHHOro obpalleHnsi, NOLNMUHHBLIX JNYHbIX
AOKYMEHTOB O rpaXQaHCKOM COCTOosiHMM, 00 oOpasoBaHUKW, TPYAOBbIX KHWKEK, He
nosly4eHHbIX B CBOE BpeMd BnajernbuemM JOKYMEHTOB.

[MoanvHHbIE NWYHbIE OOKYMEHTbl Bbl4AKOTCA 3adBUTENSM C  paspelleHus
PYKOBOOUTENSA OpraHu3auun no npegbsiBieHMn nacnopta Win MHOMo [OOKYMEHTa,
yOOCTOBEPSAIOLWErO JIMYHOCTb, MO0 WMX POACTBEHHMKAM WAW  MHbIM  fiMuamMm Mo
OOBEPEHHOCTU, O OPMIIEHHONW B YCTaAHOBMNEHHOM 3akoHogaTeribcTBOM Poccumnckon
depepaumn nopsigke. MognuHHbIE NWYHbIE OOKYMEHTbl MOryT ObiTb HanpaBneHbl
3a9BUTENO0 LIEHHBLIM MUCLMOM.

C u3bIMaeMblX [OKYMEHTOB B apxuBe OpraHu3auuMm MU3roTaBfiMBaOTCA KOMUM,
KoTopble npuobwatTca K genam. N3batme OOKYMEHTOB, a TakKKe 3aMeHa Ha Konuu
OTpaXkaltTCA BO BHYTPEHHUX ONUCAX Oefl, B NUCTax-3aBepuTensx gen, B onucax gen,
AOKYMEHTOB.

N3bsaTne n BosBpalleHne AOKYMEHTOB 0OpMAATCA akTamu 06 N3baTumn U3 gen
(BO3BpaLLEHNM) YKa3aHHbIX OOKYMEHTOB. AKTbl WU [pyrMe OOKYMEHTbl, Ha OCHOBaHWUMU
KOTOpPbIX NPOM3BEOEHO N3bATUE (BO3BPALLEHME) apXUBHbIX OOKYMEHTOB, BKIHOHAIOTCS B
neno goHaa.

5.18. KonupoBaHue OOKYMEHTOB apxuBa opraHu3auuu no 3asiBkam rnonb3oBaTtesien
NnpPoOn3BOOMTCA NO  paspeLleHuo  PYKOBOAUTENA  opraHuMsauumM  unuM - MHOro
YNOSTHOMOYEHHOro UM AOJSIHKHOCTHOrO Nmua.

Konun pOokymMeHTOB nepecbuialnTca B agdpec TOW opraHusauum, no 3anpocy
KOTOPOW OHW NU3rOTOBJIEHbI, UMK BbIAAKTCS MNONbL30BATESO NOL POCMNUCH.
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5.19. B uensx cosgaHus ycnosun gnga paboTbl nonb3oBaTenen HenocpeacTBEHHO
B apxumBe opraHuMsauum MOXeT BblAENATbCHA NomMelleHue (YnTanbHbli, MPOCMOTPOBbLIN
3an) Ans O3HaKoOMIieHUsl C LJOKYMEeHTaMu apxmBa, 0060pygoBaHHOE COOTBETCTBYHOLLMMMU
TEXHUYECKNMU cpeacTBamMu A5is paboTbl C JOKYMEHTaMU.

[Mpn OTCYTCTBMM B apxuBe OpraHusauumn cneumanbHO BblAENEHHOro NoMeLLeHUs
paboTa nonb3oBaTenen C LOKYMEHTaMW MPOU3BOAUTCSH HEMNoCpenCcTBEHHO B paboumx
KOMHaTax apxuBa. [JOKyMeHTbl Ana paboTbl NONb30BaTeENsiM BHE MOMELLEHUs apxusa
opraHu3auuu BblgaBaTb 3anpeLlaeTcs.

PaspelueHrne Ha paboTy B NOMELLEHMM apXuBa OpraHu3auum gaeT pyKOBOAUTENb
apxvBa opraHusaumm (nMuo, OTBETCTBEHHOE 3a apXumB).

5.20. OTka3 apxuBa opraHu3aLumm B Bblaye apXmBHbIX JOKYMEHTOB JONYyCKaeTCcs B
cny4yasax:

Hanuyus cooHaa Nonb30BaHUS;

Heya0BeTBOPUTESIbHOIO (PU3NYECKOTO COCTOSAHNA JOKYMEHTOB;

He NpoLeaLnX HAaYYHOro ONUCaHUS U TEXHUYECKOrOo OhOpMMAEHNs OKYMEHTOB, 0
3aBeplueHna aTux pabor;

OrpaHM4YeHMn Ha  UCMNOSIb30BaHME,  YCTAHOBIIEHHbIX  3aKOHOL4ATENbLCTBOM
Poccunickon ®epepaumm unm doHgoobpasoBaTenem npu nepegade LOKYMEHTOB Ha
XpaHeHue.

OTkas apxuBa opraHmsauum B nNpeoCcTaBreHnn JOKYMEHTOB A0SKeH ObiTb BbldaH
B NMUCbMEHHOW (bopMe M coepxaTb NPUYMHbI OTKa3a, a Takke Nopsgok obxanoBaHus
oTKasa.

VI. NMepenaya fOKYMEHTOB opraHu3auuu Ha XpaHeHue B rocyaapCTBEeHHbIN
(MyHMUMNanbHbIA) apXuB

6.1. JokymeHTbl ApxuBHoro ¢poHga Poccuiickon ®epepaumm, obpasoBaslumnecs B
opraHmsaumsix - WCTOYHMKAX KOMMMEKTOBaHUS roCydapCTBEHHbIX (MyHMUMNAbHbIX)
apXuBOB, MO WCTEYEHUN CPOKOB WX BPEMEHHOIO XPaHEHUs1 B apXxMBe OpraHuMsauuu
nepefalTCcsd Ha MNOCTOSIHHOE XpaHeHMe B COOTBETCTBYHLUMA OCYAAaPCTBEHHbLIN
(MyHMUMNAnNbHbLIN) apXuB.

6.2. JokymeHTbl ApxuBHoro ¢oHga Poccuiickon ®epepaumm, obpasoBaBluMeCs B
DesATeNbHOCTU roCygapCTBEHHbIX U HErOCY4apCTBEHHbIX OpraHuM3auuin, He SABNSHOLLNXCS
MCTOYHMKAMKN KOMIMMEKTOBAHUA rOCYAapPCTBEHHbIX (MYHUUMMANbHBIX) apXvMBOB, MOryT
nepenaBaTbCA B roCygapCTBEHHbIE (MyHMLMNANbHbIE) apXMBbl HA OCHOBaHUK LOrOBOPOB
C COOCTBEHHMKaMMN Unn Bnagenbuamm OKYMEHTOB.

6.3. [OKyMeHTbl nepearwTCcAa Ha MNOCTOSHHOE XpaHeHue B  YNopsiA0YEeHHOM
COCTOSIHMM C COOTBETCTBYIOLLMM Hay4YHO-CNPaBOYHbIM annapaToM.

6.4. B opraHmzaumax - UCTOYHMKAX KOMIMSEKTOBaHUSA  roOCyOapCTBEHHbIX
(MyHMUMNanbHbIX) apxvMBOB Bce paboTbl, CBA3aHHbIE C OTOOPOM, MNOArOTOBKOW W
nepenayvyen AOKYMEHTOB Ha MOCTOSIHHOE XpaHeHWe, B TOM YuCre C UX ynopsagoyeHnem m
TPaAHCNOPTMPOBKOM, BLIMOMNHATCA 3a CYeT CpeacTB opraHu3auun, nepegarowmx
OOKYMEHTHI.

6.5. [locpoyHas nepefada OOKYMEHTOB Ha MOCTOSIHHOE XpaHeHWe MOXeT ObiTb
ocyLlecTBfieHa nNpu OTCYTCTBMM HEOBXOOMMbIX YCNOBUN ANna obecnevYeHns coXpaHHOCTU



AokymeHToB ApxmBHoro ¢oHga Poccunckon depepaumn, npu  yrpose  ytpaThl
(YHUUTOXEHNSA) OOKYMEHTOB, a Takke no npocbbe opraHM3aumm Ha OCHOBaHWKW 4OroBopa
C rocyapCTBEHHbIM (MyHMLMNANBHbLIM) apXUBOM.

[MpoaneHne cpokoB XpaHEeHUs AOKYMEHTOB B apXvMBe OpraHm3aumm gonyckaeTcd no
NMMCbMEHHOMY paspeLleHno rocyaapcTBeHHOro (MyHWUMNAnbHOr0) apxuBa B cryvae
He0b6XOANMOCTM NPAKTUYECKOro NCMNONb30BaHMSA JOKYMEHTOB OpraHu3aumnen.

6.6. [llepegada [JOKYMEHTOB TMOCTOSIHHOrO XpaHeHWs B rOCyAapCTBEHHbIN
(MyHMUMNanbHbIN) apXMB OCYLLECTBIISIETCH B COOTBETCTBUMM C MNNAHOM, YTBEPXOAEHHbLIM
pyKoBOAUTENEM COOTBETCTBYHOLLErO apxuBa MO COrfacoBaHUKO C nepedarwowen gena
opraHusauuen.

6.7. [JOKyMeHTbl nepenarTcs B roCyaapCTBEHHbIN (MYHULMNANbHbLIA) apXvMB MO
onucsm gern, AOKYMEHTOB NOCTOSIHHOIO CpoKa XpaHeHus, yteepxxaeHHbIM JlK.

[Mepen nepepayerr [OKYMEHTOB Ha [MOCTOSHHOE XpaHeHWe COBMECTHO C
npegcraBuTenemM rocygapCTBeHHOro (MyHUUMNanbHOro) apxmea NpPoOBOAUTCA NPOBEpKa
NpaBUbHOCTH onucaHus n odopMneHns aen, dunanyeckoro n
CaHUTaPHO-TMIIMEHNYECKOTO COCTOSHUS OOKyMeHToB. [lpn obHapyxeHun [edektoB
COCTaBMsETCA akKT; YycTpaHeHue ObHapyXeHHbIX [OedeKTOoB MpoBOAMTCA CcuUnamm
opraHu3auumu.

Mepempavya pgen npoBOAUTCS B rocygapCTBEHHOM (MyHWUMNANbHOM) apxuBe
noeguMHM4HO. Ha Bcex yeTbipex ak3emmnnapax onucen aer, AOKYMEHTOB NPOCTaBMsTCA
OTMETKM O npueme aen.

Mpn nepBon nepenayvye AOKYMEHTOB B FOCY4apPCTBEHHbIN (MYHULMNAMNbHbBIN) apXuB
nepegaetcsa wuctopuyeckass cnpaeBka K ¢oHay. [lpy nocnegyowmx nepegadax
AOKYMEHTOB nepefaeTcs JOMOSNHEHME K UICTOPUYECKON CripaBkKe.

6.8. lNepenava AOKYMEHTOB OpOpMISEeTCa akToM npuema-nepenavym OOKYMEHTOB
Ha XpaHeHue (npunoxeHue N 30), cocTaBnsgemMbiM B ABYyX 3k3emnnsapax. OauH
9K3eMnndap ocTaeTcs B rocygapCTBEHHOM (MyHWUMNanbHOM) apxmBe, Opyron - B
nepegarollen opraHnsaumn. Bmecte ¢ JoKyMeHTaMu nepegaeTca Tpu aK3emnnigapa onucu
Aen, JOKYMEHTOB, B TOM YMUCIe OONH B 3NIEKTPOHHOM BUAE.

Ecnun npu nepenaye obHapyXeHO pacxoxaeHne Mexay UTOroBon 3anucblo Onucu
aen, OOKYMEHTOB W (PaKTUYEeCKMM Hanmuvem nepefaBaembix fen, B onucu gen,
OOKYMEHTOB O(bOpMIISieTCs HoBasi WTOroBas 3anmcb, B KOTOPOW yKasblBaKOTCHA
hakTMyeckoe Hanuuve fen u HoMepa OTCYTCTBYHOLWMX Aen. Homepa OTCyTCTBYIOLLNX
aen (OUKCUpylTCca B akTe npuema-nepenayn gen Ha NoCTOSIHHOE XpaHeHue, NPUYUHBI
OTCYTCTBUA Aen - B npunaraeMoin K akTy npuema-nepenadun cnpaske, NogrotToBNeHHOM
opraHusauuen.

ApXxvMB oOpraHusauun npuHUMaeT Mepbl MO Po3bICKy Aenl. Ha oTcyTtcTeyowme
AOKYMEHTbI U Aena, Mepbl NO PO3bICKY KOTOPbIX HE Aann pe3ynbTaToB, COCTaBSAETCS akT
00 yTpaTte gokymeHToB (npurnoxeHvie N 6). YTpayeHHble NOANNHHUKA JOKYMEHTOB MOTYT
ObITb 3aMEHEHbI NX KONMUAMMU.

VIIl. Mepenaya 4OKYMEHTOB NpU peopraHusaumMu Unu NMMKBMLauumM opraHusauum,
CMeHe pyKoBoAUTENA apXyMBa opraH1M3auum

7.1. Mpun peopraHnsaumm Unu NUKBUAALMM OpraHusauun nepegada n gansHeniiee



MCNONb30BaHNE [JOKYMEHTOB PeopraHnu3yemMon unm JnukBugupyeMmom opraHusaumm
OCYLLECTBISAETCS B COOTBETCTBUM C 3aKoHoAdaTenbCcTBOM Poccuinckon degepauymn.

[Mepenaya OOKYMEHTOB IMKBUOVMPYEMOW OpraHu3aumm BXOAUT B 00S3aHHOCTb
Komuccum, obpasoBaHHON AN nepegaydn gen u umyliecTsa.

Mpyn nNukBMgaunm opraHM3aunin - UCTOYHUKOB KOMMIIEKTOBAHUSA rOCYy4apCTBEHHbIX
(MyHMUMNanbHbIX) apxXxuBOB, B COCTaB JIMKBUAALMOHHOW KOMMUCCUM  BKIHOYaeTCs
npegcraBuTenb rocyaapCTBEHHOIO (MyHULMNANbLHOIO) apxmea.

7.2. Tlpn cmeHe pykoBOAUTENHA apxmBa opraHusauum (nuua, OTBETCTBEHHOro 3a
apxuB  opraHusauumm) npuem-nepefadya [JOKYMEHTOB  apxmBa, Y4YeTHOro U
Hay4HO-CMpPaBOYHOro annaparta K HAM OCYLLEeCTBISAETCH MO aKTy.

*(1) Yactb 2 craten13 denepanbHoro 3akoHa ot 22 okTabps 2004 r. N 125-93
"O6 apxmBHOM gene B Poccuinckon degepaumn”.

*(2) MognyHKT 2.8.6 nyHkTa 2.8 MNpaBnn xpaHeHus.

*(3) MognyHkTel 2.11.1.1 - 2.11.1.2 nyHkTa 2.11 [NpaBnn xpaHeHus.

*(4) MognyHkT 2.11.3 nyHkTa 2.11 NMpaBun xpaHeHus.

*(5) MopgnyHkT 2.11.2.4 nyHkta 2.11 MNpaBun xpaHeHus.

*(6) MognyHkT 2.11.2.3 nyHkta 2.11 MNpaBun xpaHeHus.

*(7) dopma nacropta apxmBa opraHusaumm yctaHoBreHa PernameHTom
rocyaapcTBeHHOro ydeta [AokymeHTOB ApxuBHoro doHga Poccunckon ®epepaunn
(ytBepxxageH npukasom PocapxmBa ot 11 mapta 1997 r. N 11, 3apernctpupoBaH
MuHtoctom Poccum 08 urona 1997 r., pernctpaunoHHbii Homep 1344).

*(8) B rpade "OTmeTKka O BbIObLITUM (poHOA" cnucka PoHOOB yKasbiBaeTcH, Kyaa
BblObIN apXxmBHbIN (POHA, a Takke AaTa U HOMep AOKYMEHTa, Ha OCHOBaHUM KOTOPOro OH
BblObIS.

*(9) Ons npoBedeHVst 3KCNepTU3bl LEHHOCTU HayYHO-TEXHUYECKOW U [ApYrou
crieumansHOW OJOKYMeHTauuu B opraHusauumn moxeT 6biTb co3gaHa K, Bkrovawowas
COOTBETCTBYIOLLMX CMELNanncToB.

*(10) OK opraHusauun, nepeparwowmnx  OOKYMEHTbl Ha  XpaHeHue B
rocyfapCTBEHHble apXxuBbl, NPeaCcTaBNAlT COOTBETCTBywWMe npeanoxeHua 3lK
ApPXMBHOIO yYpexaeHus.

*(11) OTmeTka "OrlK" 03HavaeT, YTO YacTb JOKYMEHTOB MOXET ObiTb OTHECEHAa K
CPOKY XpaHeHUs "MOCTOAHHO".

*(12) B cnyyae uaMeHeHUs OYHKUMA U CTPYKTYpbl OpraHuM3aumMm HOMeHKnaTypa
Aen noanexuT nepecocTaBneHnio, CornacoBaHUIo U YTBEPXOEHUIO.

*(13) Ona gen Ha ByMaXHOM HocuTerne.

*(14) Yactb 1 ctatbn 25 PegepanbHOro 3akoHa ot 22 oktabps 2004 r. N 125-93
"O6 apxmBHoM gene B Poccunckon ®egepaumn’.

*(15) Onucn pen, [OOKYMEHTOB MO JIMMHOMY COCTaBy COrfacoBbIBAKOTCA
COOTBETCTBYIOLWIMM  rocygapcTtBeHHbIM  (MyHMUMNASbHLIM)  apXMBOM  COrflacHO
npenocTaBiEHHbIM €MY MOSTHOMOYNSAM.

*(16) MNoanyHkT 5.7.1 nyHkTa 5.7 MNMpaBun xpaHeHus.

MpunoxeHne N 1
K n. 2.37 Npasun
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HamMeHOBaHMeE oOpraHM3aLUMU

KAPTOYKA IIOCTEJIJIAXHOI'O
TONIOTPAPUUECKOT'O YKASATEJIA*

CTEJUIAX N XPAHWIVIE N
LWkadp | lMonka ®ong | Onucb N MNpumevaHue
N N N Eo. xp. ¢ N
noN
1 2 3 4 5 6
dopmaT A6 (148 x 105 Mm)

* KapToukvM nocTennaxHoro Ttonorpaduyeckoro ykasaTensi COCTaBnstOTCA Ha
KaXxabll CTENNax 1 NPUKPENSOTCA Ha TOPLIEBON CTOPOHE cTennaxa.

HammMmeHoOBaHUE OpraHmM3alln

KAPTOYKA IIO$OHIOBOI'O
TONIOTPAPUUECKOT'O YKASATEJISA*

®OHI N

HasBanue OGoHIOa

MpunoxeHue N 2
K n. 2.37 NMNpasun

XPAHVIIMIIE N

Onucob Crennax N Wkadp N Monka N | MNpumevaHue
N Eo. xp.c N
no N
1 2 3 4 5 6




dopmaT A4 (210 x 297 Mwm)

*

KapTtoukn nodoHOoBOro TOMorpadonyeckoro ykasaTens COCTaBnsaTCA Ha
Kaxabl ooHA, 1 pacnonaratTcsa B nopsgke Homepos (OOHO0B.

MpunoxeHune N 3
K n. 2.43 MNpasun

HamMeHOBaHMe opraHmM3alLumum

AKT YTBEPXIAK
N PyxkopomuTesic opraHM3alUM

MNIPOBEPKMU HAJNUUS UM COCTOSTHUS
APXMBHBIX JOKYMEHTOB [Toonuce Pacumbpporka
TIOONNCHU
TaTa
®oHnm N

HasBanue OGoHIOa

Homepa onmucen
[lpoBepka HNpoBOOMIIACE C 1o
[IpOBEPKOV YCTAHOBJIEHO:

1. Umcamrcsa 0o onmucsaMm nenl en.xp,
(KOJIMUEeCTBO)
2. BHIABJIEHH TeXHMUECKME OWMOKM :
2.1. VmMeonTCs JIMTEPHEIE HOMEpPA:
a) He YyuUTeHHBIE B UTOT'OBOM 3alMCU en.xp.
(KkOJIMUecCTBO)

©) He IepeuMuCJIeHHBEEe, HO yUTEeHHBIe

B MTOTOBOM 3almucCu en.xp.
(xoJymmuecTBO)
2.2. IlponymeHO HOMEPOB:
a) He YUTEeHHHEX B MTOT'OBOM 3alucu en.xp.
(kOJIMUEecCTBO)
©) He IIEePEeUYMCJIEHHBIX, HO YUYTEHHEIX
B MTOTOBOM 3almucCu en.xp.
(KOJIMUEeCTBO)

2.3. IpyTue, B pes3yJibTaTe uUero oOO0BeM
YBEeJIMYMIICA Ha e,H.Xp.
(koJIMUecTBO)
YMEHBIIMIICS Ha en.xp.
(kOoJIMYeCTRBO)

3. UucamMTCcsa IO ONMCSIM B pezyibTaTre



YCTPpaHEHNMA TEeXHUUEeCKUX ommMboK en.xXp.

(xkoJmIMuecTBO)
4. He oxazajyioCcb B HaJIU4YUU en.xp.
(xkoJIMuecTBO)
5. VMmeeTcsa B HalIMuMM 10 JaHHOMY QOHIY
(BKJIIOUEHHEIX B OIIMCU) en.xp.
(KOJIMUEeCTBO)
13 HUX TPeOyoIMUX:
a) nesuHpeKUUM en.xp.
(KOJIMUEeCTBO)
0) Ie3MHCEeKLUU en.xp.
(KOJIMUEeCTBO)
B) pecTaBpaluu en.xp.
(KOJIMUEeCTBO)
') Iepenjiera MM NOOUMBKU en.xp.
(KOJIMUEeCTBO)
II) BOCCTAHOBJIEHMS 3aTyXakllMX TEKCTOB en.xp.
(kOJIMUEeCTBO)
€) HeUCIpaBUMO I[IOBPEeXIEeHHEIX en.xp.
(KOJIMUEeCTBO)
6. lVMeeTcsa He BKJIOUEHHHIX B OIMUCU en.xp.
(koJIMUuecTBO)
7. WToro mo maHHOMY GOHIOY (BKJIIOUEHHHIX UM He BKJIOUEHHBIX B OIMCHU) ,
VIMEIMIMXCSA B HaJWUUUU en.xp.
(KOJIMUEeCTBO)
8. XapakTepuCTHUKA YCJIOBUM XpaHeHUI
[IpoBepPKy NPOMBBOOUIIN:
HamMmeHnoraHUe
IOOJDKHOCTEMN
PabOTHMKOB [Mognucm PacumbppoBka NOANMCEMN
dopmaT A4 (210 x 297)
MpunoxenHwne N 4
K nn. 2.43, 3.15 MNMpaBun
HamMeHOBaHMEe OpraHM3aLnMU
AKT YTBEPXIIAIO
N PYyKOBOIMTEJE OpTaHM3aLUU
[loonuce PacumpposBkra
O TeXHMYeCKMX oumbkax B TIOINMUCH

YV4YeTHBIX OOKYyMeHTax



®oHnm N

HasBaHue QoHIOa

HaTa

B xome BEIIIOJHEHUSA

OOHaAPYXEHBEl TeXHMUeCKUe

ommbKM B BalmMcax

HasBaHue JOKyMeHTa

CyliecTtBytollas 3anncb Cnepyet 3anucaTtb

1

2

3

B pe3syJibTaTe KOJIMUYECTBO €IMHMIL, XPaHEeHMA YBEJIMYMIIOCH (YMeHbLUMJ'IOCb)

ern. xp.

Ha

(umdpaMy, OPONUCH)
[lprMeuaHmAa :
HamMeHOBaHMEe HOOJIXHOCTM pabOoTHMKA [Nopnwuce

VI3MeHeHUsa B ydUeTHBEe HOOKYMEHTEl BHECEHEL

HamMeHoOBaHME IOOJIKHOCTU
paboTHMKa apxuba

HamMeHOBaHMe opraHmM3alLumum

AKT

N

[Toonmuce

PacumdpoBKa MNOIONUCHU

Pacumpporka nomnmcu

dopmaT A4 (210 x 297 wmm)

MpunoxeHune N 5
K nn. 2.43, 3.15 MNMpaBun

YTBEPXIAI

PYyKOBOIMTEJE OpTaHM3aLUU

[loonuce Pacumpposkra
06 o6HapyXeHMM NOKYMEHTOB IOONNCU
(He OTHOCSUIMXCS K OAaHHOMY
boHOy, HEYUTeHHEIX) IaTa
B xome
(Bn paboTel)
ODHAPYXEHO

(B doHnme, xpaHmIuile, padbodueM [IOMEUEHUN)




N 3arosioBoK Wndpp KpanHne | Konuyects | K kakomy | lNMpumeya
n/n en. Xp. (ecrin AaTbl O NUCTOB doHay HUSA
€CTb) (06bem, OTHOCUTC
M6) S
1 2 3 4 S 6 7
Toro OOHAPYXEHO IOOKYMEHTOB
(undpaMmt M OPONUCHD)
HauMeHOBaHME IOJDKHOCTM PaboTHMKA llononmuce PacumdpoBKa
MNOONmUcCH
VI3MeHeHMusS BHECEHH B YUdeTHbBIe IOOKYMEHTEHL.
HammMeHOBaHME IOOJIDKHOCTU
paboTHMKA apxXuBa [Tomgnmce Pacumpporka
IO OINMCHU
dopmaT A4 (210 x 297 mm)

HamMeHOBaHMe opraHmM3alLumum

MpunoxeHue N 6
Knn. 2.44, 3.15, 4.32, 6.8 NpaBun

AKT YTBEPXIIAID
N Pyxkopomuresip opraHmMsalnMn
[Noonmuce Pacumpporka
06 yTpaTe LOKYMEHTOB NOOINCH
OaTa
®oHm N
(HazBaHue o¢oHza)

B pesymnbTarte YCTAHOBJIEHO OTCYyTCTBHME B OQOHIE
HGPGQMCHSHHHX HIVXe nei, npenanHHTme apXMBOM Mepm I10 pOSHCKy el
IIOJIOXMTEJIb HEIX pesyanaTOB He »aJjiM, B CBA3M C UeM CcuUuMTaeM BO3MOXHBIM CHATBb
Cc yderTa:

N Onuncb Eao. xp. | 3aronoBok ea. xp. | KpanHune | Konunuyect | MNpegnonar
n/n N N aatbl BO JIUCTOB aemble
(0bbem, NPUYMHbBI
M6) OTCYTCTBUS
1 2 3 4 5 6 7




NToro en. xXp.
(umdpaMm M HOPONMCHIO)
ComepxaHye YTPAUEHHBIX ITOKYMEHTOB MOXeET OBITb YACTUYUHO BOCIIOJIHEHO
clenywnmMy en. XpP.:

(HoMepa en. Xp. M MX I'PYIIOBHE 3aT'OJIOBKM)

HammMeHOBaHME IOOJIDKHOCTU
PYKOBOIUTEJIA apxXMBa lloonmcso Pacumpporka NOONNCHU
(MMua, OTBETCTBEHHOTO 34 apXWUB)

COTJIACOBAHO* COTJIACOBAHO
[lpoTokogs OIK apXMBHOT'O YyUYpPEeXIeHUS [IpoToxkos LU3K (3K) opraHmszaumuu
oT N oT N

VIzMeHeHMsa B ydYeTHBE OOKYMEHTE apXrMpa BHECEHEHI.

HavMeHOBaHME OOJIDKHOCTU
paboTHUKA apxmuBa [Momnucob PacumbpoBKa MNOONUCHK

dopmaT A4 (210 x 297 mMwm)

* Ecniy He OOHApPyXEeHH Iejla NOCTOSHHOTO XPaHEHU.

MpunoxeHue N 7
K n. 2.47 NMpasun

HamMeHOBaHMe opraHmM3aLumum

KAPTA-3AMECTUTEJIbL IEJIA

Ieso

(N 1 HazBaHUue)
Onuce

(N 1 HazBaHUue)
®oHT

(N 1 HasBaHUueE)

BeIDIAHO BO BPEMEHHOEe I[O0JIb30BaHMe (UMTAaJIbHBI 3aj) :

N ®.N.0. nonb3oBaTens JaTta JaTta MNoanuckb MNoanuckb
n/n BblOauu BO3BpaTa | BblgaBLUero | nony4ymsuler
aeno o]
aeno

1 2 3 4 5 6




dopmaT A4 (210 x 297 mm)

MpunoxeHne N 8
Knn. 2.47,4.19, 4.21, 4.23 MNpaBun

JIMCT-3ABEPUTEJIL JEJIA N

B @meJjie NOOmWMTO M MNPOHYMEPOBAHO JIMICTOB
(umdpaMm ¥ OPONMCHIO)

c N no N , B TOM UMCJIIE:

JIUTEPHBIE HOMepa JIMCTOB ;

IPONyUEeHHEE HOMepa JIMCTOB

+ JIMCTOB BHYTPEHHEM OINMUCU

OcobeHHOCTM 3NYECKOro COCTOAHNA U OPMUPOBAHUSA Homepa
gena NNCTOB
1 2

HammMmeHOBaHMe IOJIDKHOCTU
paboTHMKA I[Topnmce Pacumpporka HoOOnOUCHU

TaTa

dopmaT A4 (210 x 297 mm)

MpunoxeHue N 9
K n. 2.47 NMpasun

HamMeHOBaHMe opraHmM3aLumum
JIMCT MCIIOJIE30OBAHNMSI OOKYMEHTOB

®onmg N Onmuce N Oesgo N

3aroJIOBOK IeJja

Hata Komy BblgaHo: Xapaktep N Mognuck
NCrnonb3o dhamunus, ncrnonb3oBaHUA ncrnonb3oBaH nuua,
BaHWA MHULMan.I (konpoBaHue, HbIX IMCTOB | UCMNONb30BaB
(pas3bopymeo) BbIMUCKKU, MPOCMOTP) Luero gesno

1 2 3 4 S




HammMmeHOBaHUE OpTraHM3alilM

AKT

N

O BHOAaYe [neJi BO BPEeMEHHOEe II0JIEBOBAaHMue

(HaMMeHOBaAHME OpITaHM3alLuM,
[IOUTOBHI MHIEKC)

ee azpec,

OcHOBaHMe

dopmaT A4

(210 x 297 Mm)

MpunoxeHue N 10
K n. 2.46 NMpasun

Iy KakoM LiejiM BHIOAKTCA en. xXp. u3 doHma N

(Ha3BaHMe QoHIa)

N Onucb | Ef. xp. | 3aronosok | KpanHune | KonudecTtso MpumeyvaHue
n/n N N en. Xp. naThbl INNCTOB,
dopmart
(06bem, M6)

1 2 3 4 5 6 7

Bcero BrmmaeTcsa en. xXp.,

(undpaMm M OPONMUCHD)
CPOK BO3BpAalleHMS
ﬂena BBEIOAHEI B YIOPAOOYEHHOM coCcTOAHUN, IIOOWMTEI, B o@nomxax, C

IIPOHYMEPOBAHHEBIMM JIMCTAMM VI 3aBEPUTEJIBHBEIMM HAOIIMCAMN .

[losyuaTelib 0064A3yeTCsa He NIPemOoCTaBJIAThH neja,
II0JIb30BAaHMEe, IIOCTOPOHHMUM JIMIIAM,
CIIPaBOK, He NyOJIMKOBAThb INOKYMEHTEl Oe3

eJjia.

HEe BHIIABATH
paspemeHus

IIOJIYYEeHHEBIE BO BPEMEHHOE
10 HMM KONMM, BBIIMCOK U
opraHM3aluy, BHIOABIEN



[lonyuaTesb 00g83yeTCcsa BEPHYTH OeJjla B apxXMB OpPTaHMBalMM B YKABAHHBM B
aKTe CpOK.

[loyuaTesb OpenynpexineH o6 OTBETCTBEHHOCTM IO BaKOHY B CJyyae yTpaTH
UM [OBPEXIEeHMS IOJIYyUeHHHX BO BPEMEHHOE MOJIb30BaHMe mnedl.

HammMeHOBaHMe IOJIKHOCTU HamMeHOBaHMeE IOOJIKHOCTU

PYKOBOOUTENA OpTaHM3aluyn, PYKOBOOUTEJIA

BEIDAIIEM »OeJia opraHM3aumMM-rnojydaressa

[Tognuce Pacumpporka Ilognmuce PacumppoBka
NOONIUCHK NOONIUCHK

HaTa IaTa

[leuaTes oOpraHM3aLUMU [leuaTs oOpraHM3aLUMA

dopmaT A4 (210 x 297 Mwm)



MpunoxeHne N 11
K nn. 3.6, 3.15 NMNpaBun

(HaMMeHOBaHMEe OpTraHM3alLun)

(HasBaHMe apxXWBa OpITaHM3aALMUM)

KHUT'A
ydeTa MOCTYIUJIEHMSI M BHOHTHS IeJj, LOKYMEHTOB

ToMm N
Hauat
OxoHUeH
dopmaT A3 (297 x 420 wmwm)
N [ata | HaumeHoBa | HanmeHn | Hass | Togbl | Bug MoctynneHnue Bbi6bITME onncaHHbix | HeonucaHH | Mpu
n/n nocTty Hue OBaHue, | aHue | NoCTyn | HoCUT OMUCaHHbIX AOKYMEHTOB bIX gen, mMey
nneH | opraHusauu | HoMep U n MBLINX | ena* AOKYMEHTOB AOKYMEHTOB, | aHu
na un n aaTta HOM nnu Konn4yectBo ea. xp. KonuyecTtBo ea. xp. NNCTOB e
BblObl | (CTPYKTYPHO | JOKYMEH | ep | BblObIB NMoCTO | BpeM no NoCcToO | BpeM | 1o nocT | Bblbbl
™S ro Ta, N0 | POH | LWKnX SAHHOT | €HHOT | MNYHO | AHHOr | €HHO | NWYH | ynun | 1o
AOKYM | mogpasfen | KoTopoMm | Ada | OOKYM o] o] My o] ro oMy o
€HTOB | eHusq, nuua, y €eHTOB XpaH | (cBbl | cocTa | xpaHe | (CBbl | COCT
apxuBa), OT | nocTynu no eHus | we BY HUA we aBy
KOTOopOow nm vnu onucu 10 10
NOCTYyNUNN | BblObINK ner) ner)




(nnu OOKYMEH
BblObINN) Thl
OOKYMEHTbI
1 2 3 4 5 6 7 8 9 10 11 12 13 14| 15 |16
NToro B TonOy IOCTYIIUIIO en. xp., B TOM 4YMucCJie: Ha OyMaxXHOM HOCUTEJE ,

(umdpaMmt M HPONUCHD)

DIIEKTPOHHBIX , ayIVOIOOKYMEHTOB

(umdpaMm M OPONMUCHI)
BUIOEONOKYMEHTOB

(umbpaMm M HOPONMUCHIO)

IoKasbEBalTCAa pa3ldejiIbHO MTOTOBEE IaHHBEe o rpadam 8, 9, 10, 14 KHUTU;
BEIOBLITO en. xp., B TOM uUMucjie: Ha OyMaXHOM HOCUTeJe

(umbpaMm M HOPONMCHI)
BIIEKTPOHHBIX , 2YIOMOOOKYMEHTOB
(umdpaMm M OPONMCHIO)

BMIOEOIOKYMEHTOB

(umdpaMm M OPONMUCHI)
IIOKAa3EBATCA pa3OejlIbHO MTOTOBEE IaHHBE 0 rpadam 11, 12, 13, 15.

HamuMeHOBaHMe OOJDKHOCTM JIMILa,
COCTaBUBIIETO MTOTOBYID I'OIOBYI S3allMCh Nonnmchb

HamMeHOBaHME IOOJIXKHOCTM PYKOBOIMUTEJIA apXmba
(mMua, OTBETCTBEHHOI'O 33 apPXUB) lNoonmuce
TaTa

* B rpade ykaseBaeTcHa BuUI HocuTelssa (BH - HDOKyMeHTH Ha OyMaXHOM HOCUTEJe,

(undpaMm M OPONMUCHD)

’

(umdpaMm M HPONUCHD)

(umbpaMm M HOPONMCHI)

30 - BJEKTPOHHEE IOKYMEHTEH) .

Pacumpporka nomnomcu

PacumbpoBka NOONMUCHU

dopmaT A3

(undpaMm M MNPONUCH)

(297 x 420 wMm)




MpunoxeHune N 12
K nn. 3.6, 3.15 NMpaBun

HamMeHOBaHMe opraHmM3almum

CIIMCOK $OHJIOB

Tom N
HauatT
OKOHUEeH
dopmaT A4 (210 x 297 mm)
N HaTta HasaHwne OTtmeTka 0 BbIObITUM hoHAA MpumeyaH
doHaa nepBoro doHaa Kyna Hatan ne
NnoCTynneH BblObIN N OOKYyMeHTa, Ha
ns OCHOBaHMN KOTOPOIro
AOKYMEHTO BblObIN
B dhoHOa
1 2 3 4 5 6
Ha 01.01. Toma B CHOMCOK BKJIOUEHH GoHOH C N mo N
U3 CIOMCKA MCKJIIYeHB QOHIOEl C N no N .
Bcero XpPaHNUTCA B apXluBe @OHHOB, 3 HUX:

(undpaMmt M OPONUCHI)

(umdpaMr M OPONUCHI)

Homepa cBoOOOIHEIE:
HoMepa BHIOHIBIIME

(mepenaunHBE) :

HamMeHOBaHMe OOJDKHOCTM pPabOoTHUKA

apxmea, COCTaBMBIIETO TI'OOOBYIO

MTOTOBYK 3almncChb I[lognuce
HarvMeHOBaHME OOJIDKHOCTU

PYKOBOOMTEJNA apxuBa (amuua,

OTBETCTBEHHOT'O 3a apxXuBs) Iloonmce

comepxarT ocob0o lLeHHBIE OeJia.

Pacumpporka HNOJOMUCHU

Pacumpporka nomnomcu



TaTa

JMCT ®OHIA N

dopmaT A4

(MecToHaxoxIeHMe QoHIA
opTraHmu3aluumn,

(HamMMeHOBAaHMe
TOe xpaHuTcsa GoHn)

(210 x 297 Mm)

MpunoxeHune N 13

K nn. 3.6, 3.15 MNMpaBun

(IaTa mepBOT'O MNOCTYIJIEHUS

IOOKYMEeHTOB GoHIA)

KpanHue gatbl KaXkgoro
Ha3BaHWsA ooHaa

HassaHue dpoHaa

1 2
1. YueT HeoDMCaHHBEIX IJOKYMEHTOB
[aTa HassaHue, N n garta Moctynnenue BbiObITHE Hanunyne
3anucu | JOKyMeHTa, No KOTopomy (ocTaToK)
noctynunun nnu Beldbinu | Konnye | KparHu | Konnye | KpainHu Bcero
AOKYMEHTbI CTBO e CTBO e aen
aen aarbl aen aarbl
1 2 3 4 5 6 7

2. YueT ONMCAaHHEIX JOKYMEHTOB



Hata | Home | log | Hassa | lNocTt Bbi6GbITHE Hanun4yne (octaTok)
3anu p Hue | ynun | Konun | OcHoB | B tom uncne | Konny B Tom yncne:
cn | onuc OonnucKu | 0 ed. | YecT | aHue no onucsam, €eCTBO NMOCTOSIHHOTO XpaHeHUs: no SINYHOMY
n nnu Xp. BO | BbIObIT | yTBEPXOEHHbI ea. cocTaBy
Aen aHHOTa en. ns m IlK. Xp. | Konuy | kpaiiH N3 HUX NO KONMUY | KpanH
Luu Xp. | (Ha3Ba €eCTBO ne onucsm, €eCTBO ne
OOKYyM Hue, ed. Xp. | AaTbl | YTBEPXOEHHbI ea. aaTthbl
€HTOB aaTta, en. M SlMNK Xp.
N nok | Konuy | KpaiiH Xp. | KOnu4 | KpanH
YMEHT | ecTBO ne eCTBO ne
a ed. Xxp | Aatol ea. aaTtbl
Xp.
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16




dopmaT A4 (210x297 wmwm)

MpunoxeHne N 14
K nn. 3.6, 5.5 NpaBun

HamMeHOBaHMe oOpraHmM3almumn YTBEPXIAK
PykoBomouTeJsib OpIraHmM3alumn
donmg N [Tognmuce Pacumpposka
IIOONINCHU

OIIMCh N IaTa
AdeJl IIOCTOSIHHOI'O XpPaHEeHUs
3a Irong

N NHpekc 3aronoBok KpanHne | Konunyects | lNpumevaH

n/n aena aena paTbl o) ne

NUCTOB
1 2 3 4 5 6
HasBaHue pasgena
B nmaHHB pas3mesl ONMCHM BHECEHO nes,

c N o
JIMTEPHEIE HOMEepPa:

(umdpaMm M HOPONMCHIO)
, B TOM uUmcJe:

IIPpOoIIylHleHHBIE HOMEPa:

HammMmeHOBaHMe IOJDKHOCTU
COCTAaBUTEJIA OIIMUCU

HamMeHoBaHMEe IOOJIKHOCTU
PYKOBOOMTEJNA apxuBa (amua,
OTBETCTBEHHOTO 3a apXuB)

COTJIACOBAHO
[IpoToxkos LSK (3K) opraHmzauuu
oT N

HamMeHOBaHME opraHM3aLUUmn

®oHnm N

OIlMCh N
OeJjl 10 JIUYHOMY COCTaBy

lloonmcsob PacumppoBka MNOONUCHK
lloonmcob PacumppoBka NOONUCHK
YTBEPXIEHO

[IpoToxon 3K apxXMBHOTO YyUYpPEeXIOEHUS
oT N

dopmaT A4 (210 x 297 mm)
MpunoxeHue N 15
K nn. 3.6, 5.5 MNpaBsun
YTBEPXIIAID

PykoBonouTesis OopraHm3alumum

[loonmce PacumppoBka



Ba roxn [IOONMCHU
Iara
N NHoekc 3aronoBok KpanHue Cpok Konuyect | MNpumevaH
n/n gena aena AaTtbl XpaHeHus BO ne
NINCTOB
1 2 3 4 5 6 7
B nmaHHBII pas3mesl ONMCUM BHECEHO neJ,

(undpaMm M OPONMUCH)

c N rno N , B TOM UMCJIIE:
JIMTepHble HOMepa:

[IPOIlyLllIEeHHBlE HOoMepa:

HamMeHOBaHME OOJDKHOCTM

COCTaBUTEJNSA ONUCHK [Tonnmucse PacumdppoBKa NOONUCHU
HammMeHOBaHME OOJDKHOCTM

PYKOBOAMTENS apxuBa (amuua,

OTBETCTBEHHOTO 3a apxus) [Tonnmuce PacumdpoBKa MNOIANUCHU
COTJIACOBAHO YTBEPXIEHO

[IpoTokosn L9K (OK) opraHmM3auumn [IpoTokos JOIlK apxXMBHOTO yUYpPEXIOEeHUSA

oT N oT N

HamMeHOBaHMe opraHmM3aLumum

dopmaT A4 (210 x 297 mm)

MpunoxeHue N 16
K nn. 3.6, 5.5 NpaBun

dounm N YTBEPXIAID

OIINCE N PykoBoOouTesb OpTraHM3aLUUM

men BpeMeHHHX (cBrme 10 m;er)

CPOKOB XpaHeHMUsI lloonmcso PacumppoBka

nonnmcu

3a ron HaTa
N NHoekc 3aronoBok KpanHne Cpok Konuyect | lNpumevaH
n/n aena aena AaTbl XpaHEeHU4A BO me

JINCTOB

1 2 3 4 5 6 7




B IaHHBI pasznej OIMCU BHECEHO e,
(umdpaMm M HOPONMCHIO)
c N rno N , B TOM UMCJIIE:
JINTEPHEIE HOMEpa:
IPOIyIleHHEIE HOMEpa :

HammMeHOBaHME IOOJIDKHOCTU
COCTaBUTEJIA OINMCHU lloonmcso Pacumpporka NOONNCHU

HamMmeHOBaHME IOOJDKHOCTU
PYKOBOIMUTEJNS apxmuBa (amua,

OTBETCTBEHHOI'O 3a apxXUB) [Tognuce PacumppoBka NOAONUCHK
COTIJIACOBAHO

[lpoToxkosn 13K (3K) opraHmM3auum

oT N

dopmaT A4 (210 x 297 Mwm)

MpunoxeHue N 17
K nn. 3.6, 4.19, 5.5 MNpaBun

HamMeHOBaHMe oOpraHmM3alLmum YTBEPXIAI
PykopomouTenb OpraHM3alLuu
dounm N [Tonnmcso PacumppoBka
DOONIUCH

OIIUMCH N OaTa
BJIEKTPOHHEIX MeJI, NOKYMEHTOB
IIOCTOSIHHOI'O XpPaHEeHMUSI
Ba Toxn

N NHoekc 3aronoBok KpanHne O6bewm, | lNpumeuva

n/n aena pena naThl Mo HMA

1 2 3 4 5 6
B naHHBM pas3nesl ONMCUM BHECEHO nes,
c N nmo N

(uMbdpaMm M HOPONMCHIO) (umbdpaMm M OPONMCHIO)

0OBEMOM M6 .
HamMeHOBaHME OOJIXHOCTU
COCTaBUTEJIA OINMCHU lloonmce PacumppoBka NOONUCHK

HammMmeHOBaHMe IOJIKXKHOCTU
PYKOBOOMTEJNA apxuBa (amuua,
OTBETCTBEHHOT'O 3a apxus) I[Toonmcoe Pacumpporka nomnmcu



COTJIACOBAHO YTBEPXIEHO

[Iporoxkos LU3SK (3K) opraHmzaumuu [IpoToxos JIK apXMBHOT'O YyUYpeXIeHUS
oT N oT N

dopmaT A4 (210 x 297 Mwm)

[MPVMJIOXEHVE K OIIMCU N
QJIEKTPOHHEIX HeJI, INOKYMEHTOB IIOCTOSHHOI'O

XpaHeHUs
3a Ton

PeecTp IOKYMEHTOB (KOHTENMHEPOB BJIEKTPOHHBEIX HOOKYMEHTOB) HBJIEKTPOHHOTO
meja:*

N en.xp. o onmcm Nunmexc mpesa

3aroJIOBOK IeJja

HaTta Per. N HanmeHoBaHne OKymMeHTa O6bewm, | lNMpumeyaHu
AOKYMEHT | AOKYMEHT M6 b2
a a
1 2 3 4 5

HamMeHOBaHME IOOJDKHOCTU
COCTaBUTEJIA OINMCHU lloonmcsob PacumppoBka MNOONUCHK

dopmaT A4 (210 x 297 mm)

* CocTaBJIgeTCd Ha Kaxigoe SJIEKTPOHHOE IIeJio.

MpunoxeHne N 18
K nn. 3.6, 4.19, 5.5 MNpaBun

HamMmeHOBaHMeE oOpTraHM3almumn YTBEPXIAI
PyKOBOIMTEJIb OPTaHM3aLUM
®ounmg N INlognmuce Pacumpposka
IIOONNCU
OIINCH N DaTa
BJIEKTPOHHEIX JQeJl, AOKYMEeHTOB BpPEeMEeHHEIX
(cermre 10 seT) CPOKOB XpPaHEeHMUS
Ba Toxm
N NHoekc 3aronoBok gena KpanHn Cpok O6bewm, | lMNMpumeua
n/n agena e AaTbl | XpaHeHUs Mo HUS

1 2 3 4 S 6 7




B DmaHHBII pas3lesl OIMCU BHECEHO

c N

neJsi,

rno N

(undpaMm M OPONUCHD)

obbeMoOM

M6 .

HammMeHOBaHMe IOJIKHOCTU
COCTAaBUTEJIA OIMUCU

HammMeHOBaHMeE IOJIKHOCTU

PYKOBOIMUTEJS apXmMBa
OTBETCTBEHHOTO 3a apXuB)

COTJIACOBAHO

[TpoToxkomn 3K

oT

(3K)
N

[Toonuce

(mmua,

[Toonuce

opraHm3alun

(umdpaMm M OPONMUCHI)

PacumppoBka NOONUCUK

PacumppoBka NOONUCUK

dopmaT A4 (210 x 297 mm)
[IPVMIJIOXEHVE K OIMCK N
BJIEKTPOHHBEIX II€JI BPEMEHHEBIX
(cepme 10 JieT) CPOKOB XpPaHEHUS
3a Ton
PeecTp IOOKYMEHTOB (KOHTEMHEPOB SJIEKTPOHHEIX IOKYMEHTOB) BJIEKTPOHHOTI'O
nena:*
N enm.xp. OO ONMCH umexkc npesa
3aroJIOBOK Heja
[aTta Per. N HaumeHoBaHue gokymeHTa Obbewm, MNpumeyaH
OOKYMEeHT | OOKyMeHTa M6 n4
a
1 2 3 4 5
HammMeHOBaHME OOJDKHOCTM
COCTaBUTEJNSA ONUCHK [Topgnuce PacumdpoBka NOIONUCHU

dopmaT A4

* COCTaBJISETCH Ha KaxIoe BJIEKTPOHHOE MHeJio.

HamMeHOBaHMe opraHmM3aLumu

(210 x 297 wmm)

MpunoxeHne N 19
K nn. 3.6, 3.11, 3.15 MNpaBun



PEECTP OIMCEN

HauamT

OkOHUEH

dopmaT A4 (210 x 297 Mwm)



N n/n N N HassaHue onucn | Konundectso gen B onvcn | KpanHu | Konuye | Konnye | MNMpumeyanu

doHaa | onvcu NOCTOS | BpEMEH no e gatbl CTBO CTBO e

HHOrO HOrO | IMYHOM NUCTOB | 3K3emn

XpaHeH | (cBbiwe y B OMNUCK | NSAPOB

na 10 neT) | cocTas onucu

XpaHeH y
ns

1 2 3 4 5 6 7 8 9 10 11




Bcero XpaHUTCS B apxuBe omnmceMr, M3 HUX
(umdpaMm M HOPONMCHI)
IIOCTOSHHOT'O XPaHEHUS ,
(umdpaMm M OPONMCHIO)
BpeMeHHOT O XpaHeHusa (cmBeme 10 JjeT) ,
(uMbpaMy M MOPONMCHIO)
10 JIMYHOMY COCTaBYy ,
(umbpaMm ¥ HOPONMUCHIO)
B TOM UMCJIe [MOCTYIMUJIO B Tony onmcemn
(umbpaMm M HOPONMCHIO)
B TOM UmMCJIe BEOBIJIO B Tonmy onmucemn
(umdpaMm M HOPONMCHIO)
HamMeHOBaHME OOJDKHOCTM pPaboTHUKA
apxuBa opTraHuU3aluy, COCTaBUBIIETO
peecTp onmuceu [Iopnuce PacumppoBka
IOOMNNCHU
HamMeHOBaHME IOJDKHOCTU
PYKOBOOMTEJNA apxuBa (amua,
OTBETCTBEHHOT'O 3a apxXUB) [Toonuce Pacumpporka
IOOMNNCHU
OaTa
dopmaT A4 (210 x 297 mm)
MpunoxeHue N 20
K n. 3.15 NMNpasun
YTBEPXIIAI YTBEPXIAIO

PyKOBOIMUTEJIbL OpTaHMU3aLUMU
nepenammerl TOKYMEHTEH

[Tognuce Pacumpposka
MIOONIUCHU
IaTa [leuaTsb
AKT
N

npueMa-rnepenadM aApXMBHEIX
AOKYMEHTOB Ha XpaHeHHue

PykoBomouTesib OpPIraHM3aln
HpMHMMaIOU.LeIZ JOKYMEHTEL

INognmuce Pacumpposka
MIOONUCHU
ODaTa
[leuaTs

(ocHOBaHME IHepenaun)

(HazBaHMe nepenaBaeMoro QoHnOa)

coaj,

(HasBaHMe opraHms3auuy,

nepemamwel TOKYMEHTEH)
[IPUHSAJ

(HaBBaHUE OpraHm3alnum HpMHMMaIOLLLeTZ ,JIOKyMeHTbI)



IJOKYMEHTEI Ha3BAaHHOI'O @OH,ILa 12 HaquO—CHpaBOquHZ arrapaT K HYM:

N HasBaHue, Homep onucu KonuyecTtBo KonuyectBo | lNpumeyaHun
n/n 3K3eMnapos en. Xp. A
Oornnucu
1 2 3 4 5
VToro HOpmMHATO en. xXp.
[lepenauy nNpom3BeENNU: [lpyeM npom3BeENNU:
HOJIXHOCTB [Toonmce Pacumopporka HOJIXHOCTB [Iomgnmce Pacumbpporka
IOIONUCH IIOIINCH
HarTa JaTa

dounmy npmceoeH N

VI3MeHeHUsS B YyUeTHBEe IOKYMEHTH BHECEHE.
IJOJIKHOCTb I[Toonmce Pacumpporka nomnmucu

ITaTa
dopmaT A4 (210 x 297 mm)

MpunoxeHue N 21
Knn. 3.15, 4.11, 4.13 NpaBun

HamMeHOBaHMe opraHmM3aLumum

AKT YTBEPXIIAIO
N Pyxkopomuresip opraHmMsalnMn
O BHOEJIEHUNM K YHUYUTOXEHMIO [Noonmuce Pacumpporka
APXMBHEIX HOOKYMEHTOB, He IMNOoIJexalMx TIOOIINCHU
XpPaHEeHMI0 HaTa

Ha ocHoBaHum

(HasBaHMe U BHIXOIHBIE IAaHHHE IIepedHA IOOKYMEHTOB C yKasaHUeM
CPOKOB UX XPaHEHMA)

OTOOPAHEl K YHMUYTOXEHMIO Kak He MMelllMe Hay4dHO-MCTOPMYECKOM LIEHHOCTU U
YyTpaTUBIME NPAKTUUECKOEe BHadYeHMe NOKyMeHTH QoHma N

(HaRBaHue ¢oHza)

N 3aronosok gena | ogbl | Homep | Homep | Konunue Cpoku Mpum
n/n (rpynnoson onucu* | en.xp. CTBO XpaHeHus | eyaHu
3aronoBoK no ed. Xxp. | v Homepa e
AOKYMEHTOB) onucu crtaTten no
nepeyHio




NToro en. xXxp. za TOHOBL.
(uMbpaMy M MOPOINMCHIO)
Onmcu meJl NOCTOSHHOTO XPAaHeHMAa 3a Tomel yTBepXnmeHul 31K

(HaMMeHOBaHME aAPXMUBHOTO yUpPeXIeHMUd)
(mpoTokoOJ OT N )

HamMmeHOBaHME IOOJDKHOCTU
PYKOBOIMUTEJNS apxmuBa (amua,

OTBETCTBEHHOI'O 3a apxXUB) Ilognmuce PacumppoBKa NOAONUCHK
COTI'JIACOBAHO

[Iporokos L3K (3K) opraHmszaumnm

oT N

IJOKYMEHTEl B KOJIMUECTBE en. Xp.:
- Ha OyMaXHOM HOCUTEJIE BECOM KI' CIAHH

Ha YHMUYTOXEHME;
— Ha JSJIEKTPOHHOM HOCHUTEeJI€e CIOaHBl Ha YHMYTOXEHNE

(crtoco® YHUMUTOXEHMS)

HamMeHOBaHME IOOJIDXKHOCTU pa@OTHMKa,
CIoaBIeI'O IJOKYMEHTEL Mognmce PaCLUM(i)pOBKa Inoagrmcum

IaTa

VI3MeHeHUsa B ydYeTHBEe HOOKYMEHTEl BHECEHEHL.

HamMeHOBaHMe OOJDKHOCTM pPabOoTHMUKA
apxuBa, BHECUEI'O M3MeHEeHUS
B yUeTHHE IOOKYMEHTE [lopnuce PacumppoBKa NOAONUCHU

DaTa

dopmaT A4 (210 x 297 mm)

* [lpu BHIOEJEHUM K YHUUTOXEHMI HOOKYMEHTOB IIPM IOONIOTOBKE IeJl K IIepenmade B
apxus opraHu3aumm, rpade 4, 5 He BaNOJIHAKNTCH.

MpunoxeHue N 22
K n. 3.15 Npasun

HammMenoBaHUe OpraHm3aln



AKT

N

O HEMCIIPABVMMBIX IIOBPEeXIOEeHUSIX
APXMBHEIX NOKYMEHTOB

®ong N

YTBEPXIAIO

PyxkoBOIMTEJNL OpTaHM3aLUM

[Toonuce

DaTa

PacumppoBkra

[IOONNCHU

(HaRBaHMe oGoHza)

B doHnme oOHapyXeHbBl OOKYMEHTH,

IIPVMISHAaHHBIE HEVICIIPaBMMO IIOBPEXIOEHHBIMU :

N Onucb | Ea. xp. 3aronoBok KpanHue KonnyectB | CyLHOCTb
n/n N N NOBPEXAEHHbIX aaTtbl O NMNCTOB | N NPUYUHBI
eq. xp. (0bbem, noBpexaeH
M6) na
1 2 3 4 5 6 7
NToro oéHapreHo HEeUCIIpaBMMO IIOBPEXIEHHBIX
en. xp.

(umdpaMm M HOPONUCHIO)

[lepeunCJIeHHEE €. XP. IOIJIeXaT CIMCAHMIO BBUIY :

HamMeHOBAaHME IOJIXKHOCTM
PYKOBOOMTEJNA apxuBa (amua,

OTBETCTBEHHOT'O 3a apxXUB) I[Toonmce Pacumpporka nomnmcu
COI'JIACOBAHO COT'JIACOBAHO*

[Iporokos LU3K (3K) opranmszaunmnm [MpoToxkogn JIK apxXMBHOT'O YyUYpeXIeHUd

oT N oT N

VIzMeHeHUsS B ydYeTHbBEe IOOKYMEHTE apxXrBa BHECEHEL.

HamMeHOBaHME HOJIKHOCTM PabOTHMKA,

BHECHIEIO M3MEHEeHMS B yUYeTHHE IJOKYMEeHTE IIognmce PacumppoBka NOONUCU
DaTa

dopmaT A4 (210 x 297 Mwm)
* J5nsa OOKYMEHTOB, BKJIOUEHHEIX B cocTaB ApPXMBHOTO dboHma Poccumckon

denmepaunm

MpunoxeHue N 23



HamMeHOBaHMeE oOpraHM3aLUMU

HamMeHOBaHME CTPYKTYPHOI'O

K nn. 4.11, 4.31 NMpaBun

nompas3nesieHus

OIMCH N

nen
N Mhoekc | 3aronoBok gena KpanHue Cpok Konunyect | lMNMpumeva
n/n aena OaTbl XpPaHEHN BO HUue

a* nucToB
1 2 3 4 5 6 7
HaasaHmepasnena
B maHHyYKO OIMCBL BHECEHO neJI
(umdpaMm M HOPONMCHIO)
c N rno N , B TOM UMCJIE:

JIMTEPHBEIE HOMEpPa:
IIpOoIlylleHHBEIE HOMEpPaAa:

HamMeHOBaHME IOOJIDXKHOCTU
pykKOBOOMTEIIA CTPYKTYPHOI'O

nompasnesyieHud [Momnmcse PacumppoBka nomnmcu
TaTa
COTJIACOBAHO COTJIACOBAHO* *
HamMeHOBaHME OOJIXHOCTU [IpoTokon 3K CTPYyKTYPHOTO
pykoBoOOMUTENd CJIyXx0Oe HOY nompas3nesyieHusa
lloonmcob PacumppoBka oT N
INoonmcu
DaTa
[lepenamn neJI

(umdpaMm ¥ OPONMCHIO)
u PETUCTPALUMOHHO-KOHTPOJIBHEX KAPTOTEK K INOKYMEHTAaM.
(umdpaMm M OPONMUCHI)

HamMeHOBaHMe OOJDKHOCTM pPabOoTHUKA

CTPYKTYPHOT'O HOIpa3nelieHus lloonuce PacumbpoBka NOONUCU

[IpmHAT nen

(umdpaMm M OPONMCHD)
n PETUCTPALMOHHO~KOHTPOJIbHEIX
(umdpaMm M OPONMCHI)
KapTOTEek K INOKyMEHTaM.




HammMeHOBaHME IOOJIKHOCTU
paboTHMKA apxMuBa [Homnmcse PacumppoBka NOONUCU

TaTa

dopMmaT A4 (210 x297 mmMm)

* T'pada omyckaeTcsa B ONMCU HeJl INOCTOAHHOI'O CPOKa XPaHeHMA.
** Tlpy Hammuuy OK CTPYKTYPHOT'O NOoOpaslelIeHUA

MpunoxeHune N 24
K nn. 4.11, 4.31 MNpaBun

HamMeHOBaHMe oOpraHm3alLumum
dounm N

OIIUCE N
BJIEKTPOHHEIX JHeJl, JOKYMEeHTOB

N NHoekc 3aronoBok KpanHue O6bewm, | lNMpumeva
n/n aena aena paTtbl* Mo HUSA
1 2 3 4 5 6

HanmeHoBaHWe pasgena

| | | | |

B naHHBM pas3nesl ONMCUM BHECEHO neu,
(umdpaMrt M MNPONUCHI)

c N no N

oBBEMOM MO .

HamMeHOBaHME IOOJDKHOCTU
pPyKOBOIOMTEJIA CTPYKTYPHOI'O

nompasnejyieHnsa [lopnuce Pacumpporka NOLONNCHU
DaTa
COTJIACOBAHO COTJIACOBAHO* *
HamvmMeHOBaHME IOOJDKHOCTU [IpoTokoys 3K CTPYKTYPHOTI'O
pykoBoOOMUTENd CJIyx0Oe HOY nompas3nesyieHusa
lloonmcse Pacumpposka oT N
[loonucm
TaTa
[lepenamn neJl
(umbpaMy M HOPOINMCHIO)
n PETIMCTPALVMOHHO-KOHTPOJIBHEIX KapPTOTEK K INOKYMEeHTAaM,

(uMbpaMM M HOPONMCHIO)



obbeMoOM M6 .

HamMeHOBaHMEe HOJDKHOCTM pPabOTHMKA

CTPYKTYPHOTO NOIOpa3neJIeHUSd [loonmcob PacumppoBka NOONUCUK
[TouuAan ne
(uMbpaMy M MOPONMCHIO)

u PETUCTPALMOHHO~KOHTPOJIbHEIX

(umdpaMy M HOPONMUCHIO)
KapToTekK K IOKyMeHTaM, OOBeMOM M6 .

HamMeHOBaHME IOOJIXHOCTM
paboTHMKA apxMuBa Homnmcse PacumppoBka NOONUCU

TaTa
dopmaT A4 (210 x 297 Mwm)

[IPVUJIOXEHVE K OIIMCU N
SJIEKTPOHHEIX OeJI, IOOKYMEHTOB

PeecTp IOOKYMEHTOB (KOHTEMHEPOB BJIEKTPOHHEIX IOOKYMEHTOB) BJIEKTPOHHOTI'O
nejna: *
N en.xp. o onmcm Muoexkc pena

3aroJIOBOK IeJja

[aTta Per. N HanveHoBaHue O6bvem, M6 | lNpumeyaHn
OOKYMEHTa | AOKyMEHTa AOKYMEHTa A
1 2 3 4 5

HamMeHOBaHME IOOJDXHOCTU
coCTaBUTEJIA OIIMCU [Mognuce PaCMM@pOBKa InoAgrmcum

dopmaT A4 (210 x 297 mm)

CocTamiyigdeTcsa Ha Kaxnoe SJIEKTPOHHOE IIeJio.

* ['padha onyckaeTca B onucy gen NoCTOSAHHOIO CPpoKa XpaHeHUs.
** Mpun Hann4mn SK CTPYKTYpHOro nogpasgeneHns

MpunoxeHue N 25
K n. 4.18 NMpaBwun

HamMeHOBaHME opraHM3aLUuUm



HOMEHKJIATYPA IEJ YTBEPXIIAD
PYKOBOHMTeﬂb OpPaHM3aHMM
[Toonuce PacumppoBra
Ha Tono IIOONUCHU
Iara
NHoekc 3aronoBok gena KonunyectBo Cpok MpumeyvaHue
gena nen XpaHeHuns n
N ctaTtbu no
nepeyHo
1 2 3 4 5

HasBaHue pasgena

|

HamMeHoBaHMe IOOJIXHOCTU
pykoBoOOUTEJIA CJIyX0Osl HOY

OpTraHM3aLUn [Tognmce PacumdppoBKa NOIONUCHU
Busa pykOBOIMTEJIA apxXmBa

(mmila, OTBETCTBEHHOI'O 3a apxXUB)

COT'JIACOBAHO COT'JIACOBAHO

[IpoTokon II9K (9K) [IlpoToxkosn OIK apxXMBHOTO yUYpeXIeHMS
oT N oT N

MToroBad 3amnmMcb O KaTeropmdax M KoJiMm4YyecTBe IeJl,
B OpIr'aHM3alUumn

3aBEICHHEX B

romy

Mo cpokam xpaHeHuda Bcero B Tom 4ucne:
nepexonawmx C OTMETKOM
IISI_IK"
1 2 3 4
lNocTosiHHOro
BpemeHHoro (cBbiwe 10 ner)
BpemeHHoro (go 10 net
BKIMIOYNTESTBHO)
NTOIO:
HamMeHoBaHMEe IOOJIKHOCTU
pyKoBOOMTEJNA CIyXxOel JOY [ognuce PacumppoBra NOONUCHK
TaTa
VToTOREIE CBeIEHMA II€epPelaHbBl B aApXUB.
HammeHoBaHUE OOJIXHOCTHM JIMLIAa
rnepenaBlero CBeOeHMUd [lognmce Pacumpporka HOOOOUCHU




ITaTa

dopmaT A4 (210 x 297 mm)

MpunoxeHue N 26
K n. 4.18 NMNpasun

HamMeHOBaHMe opraHM3aLUMU
HamMeHOBaHMe CTPYKTYPHOTO
nogpasnejieHnuda

HOMEHKIJIATYPA IOEJI

Ha ron*
NHpaekc 3aronoBok gena KonnuyectBo Cpok MpumeyaH
aena TOMOB XpaHeHns n ne
(4acTten) N cTaTbu no
nepeyHIo
1 2 3 4 5

HaasaHmepasnena

HamMeHOBaHME IOOJIDXKHOCTU
pyroOBOOMTEIJIA CTPYKTYPHOI'O
InogpasneJyieHA [Mognuce PaCLLIM@)pOBKa IO OIINCHU

TaTa

COT'JIACOBAHO* *

[lpoToxkoys 3K CTPYKTYPHOTO
nogpasnesieHnd

oT N

dopmaT A4 (210 x 297 mm)

* K HOMeHKJIAType IeJl CTPYKTYPHOTO NOoIpaslelleHMS I[I0 OKOHUAHMM KaJIEeHOapHOTO
roma COCTaBJIAETCH UTOIOBasd 3aluch O QopMe, yKasaHHOM B NPpUIIOXeHUM 25, U
OejlaeTcsa OTMEeTKa O Iepellade MTOTOBEIX CBeIeHUM B CJyx0y IOY opraHM3aLUN.
** Tlpy Hammuuy SK CTPYKTYPHOTO NOOpasIeJIeHMUS.

MpunoxeHue N 27
K nn. 4.19, 4.21 NMpaBun

BHYTPEHHAA OIINCH

OOKYyMeHTOB peJjia N

| N | Peructpaum | [Oata | 3aronosok gokymeHta | Homepa | MpumeuaH



n/n OHHbIN OOKYMEH JINCTOB Aena me
MHOEKC Ta
OOKYMEHTAa
1 2 3 4 5 6
VToro IOKYMEHTOB.

(umdpaMm M ODPONMUCEHD)

KommuecTBO JIMCTOB BHyTpeHHeﬁ OInmMcnm

(umdpaMm M OPONMUCHI)

HamMeHOBaHME IOOJIDXKHOCTM JIMIIE,
COCTaBMBIIET'O BHYTPEHHOI OIIMCHb
OJOKYMEHTOB IeJla Mognmce PaCMM@pOBKa InoAgrmnmcum

ITaTa

dopmaT A4 (210 x 297 mm)

MpunoxexHune N 28
Knn. 4.19, 4.24 NMpaBun

(HaMMeHOBaHME T'OCYHApPCTBEHHOTO (MyHMUMIIAJIBHOT'O) apxmsBa)

(HamMMeHOBaHME OpTaHM3alLMM)

(HaMMeHOBaHMe CTPYKTYPHOTO MNOApas3neJieHus)

OEJIO N TOM N




(3aroJjiIoBOK meJjia)

(kpalVHMe OaTel)

Ha JmcTax

XpaHuUThb

®. N
Om. N
o. N

dopmaT A4 (210 x 297 mm)

MpunoxeHue N 29
K n. 5.12 NMNpasun

HamMeHOBaHME oOpraHmM3alLmum

CnpaBOUYHEE JaHHBIE 00 OpTaHM3aluu Anmpecar
(mouToBHM alpec, TeJyiedoH,
TenedoH/dpakc)

APXVMBHASA CIIPABKA

N
(maTa)
Ha N oT
TexkcT
OcHOBaHUE :
HOJDKHOCTE PYKOBOIMTEJIS OpTaHM3aluM
(MM MHOTO YIOJIHOMOWEHHOT'O MM JIMILA) [Toonuce Pacumpporka nomnmcu

[leuaTshb



daMUIMI MCIOJHUTEI S
Homep TesedoHa

dopmaT A4 (210 x 297 Mwm)

Mpunoxenune N 30
K n. 6.8 NpaBun

YTBEPXIAIO YTBEPXIAI

(HaMMeHOBAaHMEe IOOJIKHOCTU PYKOBOIMTEIIA (HaMMeHOBaHME IOJIKHOCTU PYKOBOIOINTEIIA

opraHM3alLuuM Iepenawnumel OOKYMEHTEH) opTraHM3aUuM NPUHMMAaIEN IOKYMEHTH)
[Mognuce Pacumbpporka nomnmcu Momgnmce Pacumbporka HOOONOMUCHU
Hara I[leuaTs HaTa [leuaTs
AKT
N

npueMa-rnepenadr aApXMBHEIX
AOKYMEHTOB Ha XpaHeHHue

(ocHORaHME IMepenaun)

(HazBaHMe nepenaBaeMoro QoHnma)

cmal,
(HaMMeHOBaHMEe OpTaHM3alUuM, Iepelanlel OOKYMEHTH)
(HamMeHOBaHME OpTraHM3alUMM, NPMHMMaomeM OOKYMEHTE)
IPUHMMAaET Ha I'OCYINapCTBEHHOE XPaHEeHMe IOKYMEHTH M CTPaxOBHE KONMU 3a
(romer)
Y CHPaBOUHEBI amnnapaT K HUM:
N HassaHue, Homep onucwu KonunyectBo Konn4yectBo MNpumeyvaHun
n/n IK3eMnn4apos eaVHNL XpaHeHnA e
onnmcu
1 2 3 4 6#
WTOoTOo MNPUHATO en. Xp.

(umdpaMm M OPONMUCHD)

llepenauy MNpoM3BEJINM: [lpyeM OpPOU3BEJIN:


http://pravo.garant.ru/document?id=3000000&sub=0

HOJIXHOCTB [Toonmce Pacumopporka HOJIXHOCTB [Toonmce Pacumdporka
IO OIINMCHU IIOOIINCHU
TaTa HDaTa

doHOy HOPUCBOEH HOMEDP

VIBMeEHEeHMd B yUeTHBE IOOKYMEHTE BHECEHEL

HOJIIXHOCTB [Iomgnmce Pacumbpporka nomnmcu

TaTa

dopmaT A4 (210 x 297 mm)



