PEJEPAJIBHAS APXUBHAJSL CJIYKBA POCCHHA
BCEPOCCUUCKHUHN HAYYHO-UCCIIEAOBATEJbBCKUU HHCTUTYT
JOKYMEHTOBEJAEHUSA U APXUBHOI'O JEJIA

(BHUUJA)

OCHOBHBIE ITPABIJIA
PABOTHI APXVBOB
OPI AHM3AIIMI

OnoOpeHnsbl pemieHueM
Kounerun Pocapxusa
ot 06.02.2002 r.

Mocksa — 2003
COJEP)XAHUE

Beenenne
. O01wme noaoxeHus

. DKcIepTU3a IIEHHOCTH JIOKYMECHTOB

. KoMmiekroBanue apxuBa

. ObGecrieueHre COXPAaHHOCTU JOKYMEHTOB apXuBa

. Opranuzanysi JOKYMEHTOB B apXHBE

. YueT JOKYMEHTOB B apXHBE

. HayuHo-cnipaBo4HBIN anmapar K JOKYMEHTaM apXHBa

. Mcrtonp30Banne JIOKYMEHTOB apXHBa

9. ITops oK IIepeaur JOKYMEHTOB apXHMBa Ha ITOCTOSIHHOE XpaHCHHUE

10. Opraum3anus paboTel apXHUBa

IIpunoxxenus (HopMbI)

[Ipunoxxenne 1 Popma rogoBOro pasjeia CBOJHON OIKMCHU AS] TOCTOSHHOIO XPaHCHUS
[Ipunoxxenne 2 PopMa TOJIOBOIO pa3jenna CBOIHON OMMCH Aed BpeMeHHOro (csaire 10
JIeT) XpaHEHUs

IIpunoxenne 3 ®opma roJIoBOro pasjeiia CBOAHOMN OIKMCH JIENd 10 JHYHOMY COCTaBY
IIpunoxenne 4 ®opma  akTa O BbUIEICHHM K YHHYTOKEHHUIO JIOKYMEHTOB, HE
IIOUIC)KAIIUX XPAHECHUIO

IIpnnoxenne 5 ®opMa  TUTYIBHOTO  JHUCTA  ONKWCH _ DJIEKTPOHHBEIX  JTOKYMEHTOB
IIOCTOSTHHOT'O XpaHCHUS

[Ipunoxxenne 6 Popma aucra GoHAA

[Ipunoxenne 7 ®opmMa HOMEHKIATYPHI JIE] OPraHU3alMU

[Ipunoxenne 8§ ®opmMa HOMEHKIATYPHI JIE CTPYKTYPHOIO I10JIpa3ieIeHIs OpraHn3aluu
[Ipunoxenne 9 Popma JHCTaA-3aBEPUTENS I€TIa

Iprnoxenne 10 @opMa BHYTpEHHEN ONUCH JOKYMEHTOB JIeja

[punoxenne 11 Popma 00JOKKH A€da MOCTOSHHOIO M BpeMeHHOro (cBuimie 10 jer)
XpaHeHUs

[Ipunoxenne 12 dopma omuMcH JeNl MOCTOSHHOIO, BpeMeHHOro (cBuimie 10 jer)
XpaHEHUsl ¥ 110 JIMYHOMY COCTaBY CTPYKTYPHOTO MOJIpa3iecHUs OpraHu3allinu
IIpunoxenne 13 ®opma HTOrOBOH 3alIMCH M 3aBEPUTEIBLHON HAITUCH

ITpnnoxenne 14 ©opmMa TUTYIHHOTO JHUCTA OIMMCH JOKYMEHTOB HOCTOSHHOT'O XPaHEHHUS
[punoxenne 15 dopma KapTOYKHU MOCTEINIAKHOTO TONOrPpahUIECKOro yKa3aTeis
IIpunoxenne 16 Ilpumepnas dopma KapTOukd n0(QoHI0BOro Tomorpaduyeckoro
yKazaTess

[Ipunoxenne 17 @opma 3aKka3a Ha BELIATY JET

IIpunoxenne 18 ®opma akTa 0 BeLIAYE JIET BO BDEMEHHOE 110JIb30BaHUE

ITpunoxenue 19 ©opMa TUTYILHOI'O JIUCTA KHUTY BLLIAYN JOKYMEHTOB

0 [ | [ [ W [N [—=
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[Ipunoxenne 20 ®opma JIMCTa UCHOIB30BaHUS JJOKYMEHTOB

[Ipunoxenne 21 ®opma KapThI-3aMECTUTEIIS ASIa

[Ipunoxenne 22 dopma aKTa IPOBEPKU HAIUYHUS U COCTOSHHUS Jies1 (hOHIa

[Ipunoxenne 23 ®opma TUTYILHOIO JIMCTA OIMMCH 0CO00 IIEHHBIX AT

IIpunoxenne 24 dopMa TUTYJIBHOIO JINCTA KHUTH YY€Ta NOCTYIUICHWS M BBIOBITHS
JIOKYMEHTOB

[Ipunoxenne 25 @opma TUTYILHOIO JHUCTA CIIUCKA (POHIIOB

[Ipunoxenne 26 ®opma TUTYIBHOI'O JIUCTA PESCTPa OIMMCEH

[Ipunoxenne 27 dopMa KHUTM yyera MOCTYIUIEHUS M BBIOBITHS CTpaxoBOoro GhoHmaa U
(hoHA ITOJB30BAHUS

[Ipunoxenne 28 ®opma TUTYILHOIO JUCTA OHUCH CTPaxoBoro hoHaa

[Ipunoxenne 29 opMa macnopra apxXxuBa OpraHM3aldM, XPaHSIIICH YIIPaBJICHYECCKYIO
JIOKYMEHTALIMIO

[Ipunoxenne 30 Popma 1macropra OpraHH3allMH, XPaHSAIIEH JTOKYMEHTBI OTPACICBOIO
tbonma

IIpunoxenne 31 ®opma Y4eTHOM KapTOYKH €AMHHUIILI YIETa D1

[Ipunoxxenne 32 @opma akTa MUTPAIMKI U IIEPE3AUCEH D1

[Ipunoxxenne 33 dopma JKypHaja ydeTa IOCTYILUIEHHS M BBIOLITUS DJIEKTPOHHBIX

JAOKYMCHTOB
[Ipunoxenne 34 Popma JKypHaJIa ydeTa MHMIpDALMA M IIEepe3alMceidl  3JICKTPOHHBIX

JAOKYMCHTOB
[Ipunoxenne 35 ®opma akrTa npHeMa-TiepeJadd JIOKYMEHTOB Ha TOCYAAapCTBEHHOE

XPAaHCHUC
[Ipunoxenne 36 ®opma  akra o HCO6HaDV)KCHI/II/I ACJI, IIYTH PO3BICKA KOTOPBIX

vcYepraHbl
IIpunoxenne 37 ®opma akTa 0 HEUCIPABUMBIX IMOBPESIKACHUIX JOKYMECHTOB
IIpunoxenne 38 ®opma aKTa OMMCAHUS JOKYMEHTOB JUYHOIO IIPOUCXOKICHHUS
Ipunoxenne 39 dopma akTa 06 06pa3oBaHUU 00BEIMHEHHOIO apXUBHOr0 (hOHIA
Iprminoxkenne 40 @opma akTa 0 TEXHUYECKHNX OMIMOKAX B VUETHBIX JOKYMEHTAX
[punoxenne 41 ®opma akTa 00 0OHAPYKEHUN TOKYMEHTOB

[Ipunoxxenne 42 @opma apxuBHOU cupaBKH (00paselr)

[Ipunoxenne 43 ®opma KapTOUYKH 10JIHL30BATEIIS

IIprinoxenne 44 dopma KypHaIa PErUCTPAIMHA BBUIAHHBIX KOIMH, BBIIIMCOK, CIPABOK,
TEMATUYECKUX MATEPUAJIOB

[Ipunoxenne 45 @opma  KypHala  PETMCTPALlMU  MOCEUIEHWH  MOJL30BaTEIISIMU
YUTAJBHOIO 3a/1a

[Ipunoxenwne 46 @opma rogoBoro miaHa padoTel apXUBa

[Ipunoxenne 47 ®opma KapTOYKHU yueTa PAOOTEI ¢ OpraHu3aluen

[Ipunoxenne 48 ®opma akTa npueMa-rnepeIady npyu cMeHe PYKOBOJIUTEIISI apXHBa

BBEJIEHUE

OcHoBHbIe TpaBuja PpadoTbl aApPXHBOB  OPTraHU3AUMIA AGIAIOMC  HOPMAMUBHO-
MemooudecKuUM OOKYMEHMOM, ONpedersiiomum ux oesmenvHocmy. Ilpasuna ocnogviearomes Ha
Oelicmeyoweli npasogoll base 6 oobaacmu ungopmayuu, OOKYMEHMAYUOHHO20 0becneyeHus
VAPAGBNEeHUs U apXueHo20 Oeld, CUHME3UPYIOm ONbl OMeYeCmeeHHO20 apXugHo2o oeid,
VUUMBIBAIOM — COBPEMEHHble  OOCMUNCEHUSI 6 NPUMEHEHUU  MeXHUYecKux cpeocme u
UHGOPMAYUOHHBIX MEXHONIO02UL 8 pabome ¢ OOKYMEHMAMU.

Ilpaso u o0b6s3aHHOCMb CO30AHUS  APXUBOE Op2AHU3AYUL ONSl BPEMEHHO20 XPAHEHUs
0oxkymenmoe Apxusroeo ¢honoa Poccuiickoii Dedepayuu, OmHeceHHbIX K 20CYOAPCMBEEHHOU
coocmeennocmu, ycmarosienvl Ochosamu 3akoHodamenvemea Poccuiickoi @edepayuu 06
Apxusnom ¢honde Poccuiickou Dedepayuu u apxusax (1993), I[lonoxcenuem o6 ApxusHom
¢onoe Poccuiickou Dedepayuu (1994) u Ilonosxcenuem o PedepanbHoii apxusHoU cyxHcoe
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Poccuu (1998), coomseemcmeyiowumu HopmamugHelmMu axmamu cyovekmos Poccutickou
Dedepayuu.

Hacmosawue Ilpasuna pacnpocmpauaiomcs Ha apxugvl 20CY0apCmEeHHbIX OpeaHu3ayull, a
maxoice 00s3amenvubl Ol 6CeX He20CYOapCMBEHHbIX Op2anu3ayuii 6 dacmu obecnedenus
COXPAHHOCMU, ONUCAHUA, YYema U UCHONb308AHUSL OOKYMEHMO8 Apxuenozo ¢onoa Poccutickoi
Dedepayuu, OMHECEHHbIX K 20CYOapCMBEeHHOU COOCMEEHHOCMU.

Apxugvl opeanusayuil, xpauawue KUHOGOMOopOHO U BUOCO0OKYMEHMbL (AyOUO8U3YATbHbIE),
Hay4Ho-mexHuveckue, kapmozpaguueckue, meiemempuieckue 0OKyMeHmbl, PYKOBOOCMEYIOMC S
Hacmosuyumu Ilpasunamu 6 yacmu opeanusayuu, NiIAHUPOBAHUS, OMYEMHOCMU, MEMOOUYECKOU
pabomsl ¢ YnpasieHuecKUMu OOKYMEHMAaMU, XPAHAWUMUCL 8 apXUueax, 60 6cex OCMAbHbIX
eonpocax paboma c YKA3aGHHbIMU OOKYMEHMAMU pe2laMeHmupyemcs coomeemcmeyouumu
UHCMPYKYUAMU U NPABUTLAMU.

Ilpasuna ne pacnpocmpanaOmcs Ha OOKYMeHmMbl, paboma ¢ KOMopbiMu pe2iamMenmupyemcs
3axonom Poccuiickou @edepayuu om 21 utons 1993 e. No 5485-1 «O eocyoapcmeennot maiiney
u Yxazom Ilpesudenma Poccuiickou @edepayuu om 30 wnosabps 1995 2. Ne 1203 «O6
VMBepHCOeHUY NepeyHsl C8e0eHUll, OMHECEHHbIX K 20CY0apCMEEeHHOU MAliHey.

T'ocyoapcmeennvie opeanuzayuu, He omHeceHHble K COCMAgy UCMOYHUKOS KOMNIEKMOBAHUsL
20CY0apCmMEeHHbIX — apXueos, 4  mMakKdce  He2oCyOapCmeEeHHvle — OpP2aHU3AYUU — MO2YMm
PyKosoocmeosamucs Hacmoswumu IIpasunamu npu opeanuzayuu u odecnevenuy pabomol c60UX
apxueos.

K Ilpasunam npunosicenvlt popmoi 00KyMeHmMo8, obecneyusaouux pabomy apxusa.

Ocnoguvie npasuna pabomvl apxugos Opeanu3ayuli. nNo020moeiensvl pabdoueli 2pynnou
Pocapxusa u BHUHJ[A]] 6 cocmase: Epemuenxo B.A. (pykosooumenwv epynnvt), Anwopexm b.B.,
banacrokesuu B.J[., 'aenun M.JI., Kucenes U.H., Kpacasun A.C., Jlapun M.B., Mewepuna T.A.,
Ilpusanog B.®., Cmoeno U.A., Coxkosa A.H., Conobati HM., Cmenanosa JI.A.

1. OBIIME ITOJIOXKEHUA
1.1. ITonsiTHe apXMBa OPraHU3aluu

1.1.1. JloxymenTsl ApxuBHoro ¢onga Poccuiickoit dexepanuy, OTHECEHHBIE K
roCy/1apCTBEHHOW COOCTBEHHOCTH, /0 MepeAauyd Ha IOCTOSHHOE XpaHEHUE, BPEMEHHO, B
npezenax CpoKOB, ycTaHOBIEHHbIX DenepanbHON apxXuBHOM ciyxOoii Poccum, xpansTcs B
opraHm3anun’.

! B coorserctBun ¢ Tonoxennem o6 Apxusnom douze Poccuiickoit ®enepanun (1994) s
apXUBHBIX JOKYMEHTOB Dpsiia (elepalibHbIX OpPraHOB BJIACTH M HHBIX OpraHM3alMid Ha
OCHOBAaHUM COTIJIAIICHHWH, 3aKI0YacMbIX yKa3aHHbIMM OpraHamMu ¢ DenepasbHON apXUBHON
ci1yk0011, yCTaHaBIMBAIOTCA CHELMAIbHBIE CPOKH M MOPAJOK BPEMEHHOTO U JIENO3UTapHOTO
XpaHEHUsl JOKYMEHTOB. B 1aHHOM cilydae CO34ar0TCsl LIEHTPAJIbHBIE apXUBBl OpraHU3aluil Win
oTpacieBble (OHABI Ha TMpaBax IOPUIMYECKOTO JIMIA, B CBOEH JEATEJIBHOCTH OHHU
pyKoBOJCTBYIOTCS OCHOBHBIMH NpaBHJIaMH pabOThI FTOCY1apCTBEHHBIX aPXUBOB.

1.1.2. B memsax CBOEBPEMEHHOIO IIpHEMa APXWBHBIX JIOKYMEHTOB OT CTPYKTYPHBIX
NOJpa3/ieIeHuil MM  JIPYTUX MCTOYHHKOB KOMIUIEKTOBaHMSA, OOECIEYeHUsT UX yyeTa,
COXPaHHOCTH, YIOPSJOUYEHHUS U HCIOJIb30BAHUS B COOTBETCTBMM C HacTosimuMmu [IpaBunamu u
NOArOTOBKM K IepeJadye JOKYMEHTOB Ha IIOCTOSSHHOE XpaHEHHWE B  OpraHu3aluu
CO3/1aeTCs apXHUB.

B 3aBucuMocTH OT 00beMa TOKYMEHTOB apXUB CO3/1a€TCs KaK CaMOCTOSITEIIbHOE CTPYKTYpHOE
NOJpa3/IeIeHue OpraHu3allid MM TOApAa3JelIeHue B COCTaBE CIYXKObl JOKYMEHTAllMOHHOIO
oOecrieyeHHs yHpaBieHUs (IETONPOU3BOACTBA), OCYUIECTBISAIONIEE MPUEM U XpaHEHHE
ApXUBHBIX JOKYMEHTOB C LEIbI0 UCIOIb30BAHUS.

1.1.3. Opranuzanus oOecrieyrMBaeT apXUB HEOOXOIMMBIM IMOMELIEHHEM, 000pylIOBaHHEM U
KaJI[paMH.



1.1.4. JloJKHOCTHBIE JMIIAa OpPraHU3allMd HECYT OTBETCTBEHHOCTb 3a HApyILIEHUE HOPM,
YCTAQHOBJICHHBIX HacTosmuMu [IpaBunamu.

1.2. Buabl apxuBosB

1.2.1. B 3aBucumMocTH OT KOMIeTeHIMU ((YHKIMA) OpraHu3allid MOTYT CO37aBaThCs
CJIEIyIOIINE BUIbl ADXUBOB!

LEHTPaAJIbHBI apXuB (elepalbHOr0 OpraHa BJIACTH MM OpraHa BJIAacTH CyObeKkTa
Poccniickoit ®enepauuu, XpaHsAIMK JOKYMEHTHI ammapara opraHa BJIAacTH, JOKYMEHTHI
OpraHM3alil HENOCPEACTBEHHOIO NTOAYNHEHUS U IPYIMX OPraHU3alHiN, BKIIOYEHHBIX B CIIMCOK
MCTOYHUKOB KOMIUIEKTOBAaHUS apXUBa, YTBEPKAECHHBIA PYKOBOAUTEIEM OpraHa BiIacTH;

LEHTPAJIbHBII OTPACIIEBOM apXUB, XPaHSIIUN JOKYMEHTBI BCEX OpraHU3alluii, OTHECCHHBIX K
OIpE/ICIEHHOM 0Tpaciu, BCEX YPOBHEH IMOAUYNHEHHOCTH U HE3aBUCHMO OT UX TEPPUTOPUAIIBHOTO
PacIoNI0KEHMS;

OOBEAMHEHHBIN apXuB, XpaHAMIMA JOKYMEHTbl HECKOJIbBKMX OpraHu3aluil oTpaciu,
CBSI3aHHBIX CUCTEMOM COMOAYMHEHHOCTH WM OJHOTUIIHBIX 110 NPO(UIIO IEATETbHOCTH;

apXuB OpraHu3allid, XpaHSAMMW JIOKYMEHTHl TOJBKO JaHHOW OpraHu3alud U ee
IIPEIECTBEHHUKOB.

1.2.2. B 3aBUCMMOCTH OT COCTaBa JOKYMEHTAllUU, MOAJIeXKAIlEeH XPaHEHUIO B apXUBE, MOTYT
CO3/1aBaThCA:

apXuB yIPaBICHUYECKOH JOKYMEHTAIIHUH;

HAy4YHO-TEXHUUYECKUN apXUB;

ay/IMOBU3YaAJIbHBIN aPXMUB;

apXuB JOKYMEHTAIlUU HA JIEKTPOHHBIX HOCUTEIISX.

1.2.3. ApxuBBI, COCTaB JOKYMEHTOB KOTOPBIX OOYCIIOBJIEH CITIOCOOOM 3armucu MHPOPMAILIUU U
HOCHUTEJIEM, MOTYT CO34aBaTbCsl KaK CaMOCTOATEIbHBIC E€OUHMIBI WIM KaK CTPYKTYpHBIE
N0JIpa3/IeJIeHUsl B COCTABE apXMBa OpraHU3al1H.

1.3. OcHoBHBIE 321241 U (PYHKIHH apXHBa

1.3.1. OCHOBHBIMM 33JauaMU apX1Ba OPTaHU3ALUU SBIISIOTCA:

KOMILJIEKTOBAHUE apXuBa JOKYMEHTaMH, COCTaB KOTOPBIX IPEIyCMOTPEH MOJOXKEeHHeM 00
apXHuBeE;

y4eT U o0ecreyeHne COXPaHHOCTH JOKYMEHTOB;

CO3JJaHME HAyYHO-CIIPABOYHOI'O allapara K JOKyMEHTaM apXuBa;

UCIIOJIb30BAaHUE XPAHAIIUXCA B ApXUBE JOKYMEHTOB;

MOATOTOBKAa W Tiepelnaya JIOKYMEHTOB, OTHOCAIUXCSA K ApxuBHoMmy GoHay Poccuiickoii
@denepanuy, Ha TIOCTOSHHOE XpAaHEHHE B COOTBETCTBUM CO CpPOKaMH M TpeOOBaHUIMH,
ycraHoBieHHbIMU DenepanbHol apxuBHOW ciy:xk0oif Poccun u  opraHamu  yrnpaBiieHUS
apXUBHBIM Jie10M cyObekToB Poccuiickoit denepannu.

1.3.2. Jlna opraHu3auui, OCYIIECTBISIONIUX BPEMEHHOE JIETIO3UTAapHOE XpaHEHHE
NOKyMeHTOB ApxuBHOro ¢ounna Poccuiickoit ®denepauuu, OCHOBHBIE 3ajauyd apXuBa
ONPENENAOTCSI B COOTBETCTBUM C CONIAIECHHUSAMHM W JIOTOBOpPaMH, 3aKIFOYEHHBIMH HMHU C
yupexaenusmu denepanbHoi apxUBHOM ciyxO0bl Poccun.

1.3.3. B 11e51x BBINOJIHEHNS OCHOBHBIX 33/1a4 apXUB OCYLIECTBIIAET CleNyIoMne QyHKINU:

BEJET CHUCKM OpraHum3auuid W (WiIM) CTPYKTYpHBIX TOJpPA3A€ICHUM OpraHu3alui -
VMCTOYHMKOB KOMITJIEKTOBAHHUSI APXUBA;

[IPUHUMAET YIOPSIAOYEHHBIE JOKYMEHTBl CTPYKTYPHBIX IOAPA3ACICHUNA OpraHu3aluu HU
OpraHu3aIyi - ICTOYHUKOB KOMIJIEKTOBAHUS apXUBa;

YUUTBIBAET U 00ECTIEYMBAET COXPAHHOCTh MPUHSATHIX B APXUB JOKYMEHTOB;

CO3JaeT M NOJNJIEPKUBAET B AaKTYaJbHOM COCTOSSHUM HAay4YHO-CIPABOYHBIM ammapar K
JIOKYMEHTaM apXHBa;

opraHu3yer HMH(OpPMAIIMOHHOE  OOCITY)KMBaHHWE  PYKOBOAMTENEH M  CTPYKTYPHBIX
MOAPA3ACICHUN OpPraHu3aliy, OCYILIECTBIAET MCIOJIb30BAaHUE JOKYMEHTOB II0 3ampocam



OpraHu3aIMil U YacTHBIX JIUI[, B TOM YKCJI€ COLMAIbHO-TIPABOBBIM 3alpocaM TpaxaaH, BEIET
yUYeT ¥ aHaJN3 UCIIOJIb30BaHU;

IPOBOAMUT JKCHEPTU3Y LEHHOCTM U OCYLIECTBISIET KOMIUIEKC OPraHU3alMOHHBIX U
METOUYECKIX MEPOIPHUATHI 10 Mepeaaye J0KyMEHTOB Ha IIOCTOSIHHOE XpaHEHHE,

OCYILECTBIISICT MPOBEPKY MPABUIBHOCTUA (OPMHUPOBAHUS B OPOPMIICHUS A€T B CTPYKTYPHBIX
MOJIpa3/ieNIeHUsIX OpraHu3alui U IPYruxX OpraHu3ausaxX - UCTOYHUKAX KOMILJICKTOBaHUS;

OpraHu3yer padoTy IO COCTABJIEHUIO HOMEHKJIATYphI €] OpraHU3aluy;

OKa3bIBACT METOJAMYECKYI0 M TMPAKTUYECKYIO0 MOMOIIb CTPYKTYPHBIM TMOJpa3AeieHUsIM B
paboTe ¢ JOKyMEHTaMu;

y4acTBYeT B pa3pab0OTKe HOPMATUBHBIX U METOAMUYECKUX TOKYMEHTOB I10 apXUBHOMY €Ny U
JOKYMEHTAIIMOHHOMY 00€CIICUEHHIO YIPABICHHUS;

y4acTBYET B IIPOBEJICHUU MEPOIPHUATHI MO MOBBINICHUIO KBATH(PUKAUU PAOOTHUKOB apXUBa
U CIy’KOBI JIOKYMEHTAllMOHHOTO 00€CIEYEeHMs YNpaBIEHHUS, B TOM 4YMCIE B OpraHu3alusix -
MCTOYHUKAX KOMILJIEKTOBAHUsS apXHBa.

1.3.4. ApxuBbl OpraHu3aluid OCYIIECTBIISIIOT MPUEM 3IIEKTPOHHBIX JOKYyMEeHTOB (D]1),
o0ecreunBarOT MX COXPAHHOCTh, Y4Y€T, OTOOp W HCIIOJIb30BaHUE, a TaKXKe MOJArOTOBKY H
nepeaayy Ha TocyldapcTBeHHOe xpaHeHue. Ha xpanenume mepematorcst D1 B coctaBe (OHIOB
OpraHu3aIuil - UICTOYHUKOB KOMILIEKTOBAaHUS apXUBOB.

Bce onepanuu, ocymiectisiemble ¢ J/] npu nepegaue Ha apXUBHOE XpaHEHHUE U B IIpoliecce
XpaHeHus (mepe3anuch, KOHBEPTUPOBAHUE B HOBBIE (hOpMATHI, CXKATHE U ApP.), JOJKHBI OBITh
JOKYMEHTHPOBAHBI ISl 00ecrieueHust ayTeHTUIHOCTH D /1.

1.4. IlpaBa apxuBa

J171s1 BBIIOJTHEHUS! OCHOBHBIX 337a4 M (PYHKIIMI apXUB OpraHU3alluy UMEET IIPaBo:

TpeOOBaTh OT CTPYKTYPHBIX MO/Ipa3eieHUil CBOEBPEMEHHOM Nepeayu B apXUB JOKYMEHTOB
B YIIOPSAJIOYEHHOM COCTOSIHUU;

KOHTPOJMPOBATh MNpaBuUiIa pabOThl C JOKYMEHTaMH B CTPYKTYPHBIX MOJpPAa3/eICHUsAX HU
OpraHu3alusaX - UCTOYHUKAX KOMIUIEKTOBAHUS apXUBA;

3alpaliuBaTb OT  CTPYKTYPHBIX IOAPA3ACIICHUM W  OpPraHu3aludid - HCTOYHUKOB
KOMIUIEKTOBAHUS - HEOOXOAUMBIE /1711 pabOThI apXH1Ba CBE/ICHUS;

y4acTBOBaTh B MEPONPUATHAX, MpoBoauMbIX DenepanbHONW apXMBHOM cimyx0o0i Poccum,
OpraHaMM YIPaBJIEHUs apXMBHBIM JeJIoM cyObekToB Poccuiickoit denepanuu, ¢peaepanbHbIMU
apxuBamu Poccuiickoin ®enepauuu, Mo BOIPOCAM apXHUBHOIO Jela U JOKYMEHTAallMOHHOI'O
oOecrnieueHus yrnpaBIeHUs.

1.5. OTBeTCTBEHHOCTH APXHMBA

ApXHB COBMECTHO C PYKOBOJUTEJIEM OpPraHU3allii HECET OTBETCTBEHHOCTH 3a:

HECOOJII0/IeHNe YCIIOBUl 0OecrieueHus] COXPaHHOCTH JOKYMEHTOB;

yTpaTy U HECAaHKIIMOHUPOBAHHOE YHUUTOXKEHHE TOKYMEHTOB;

HEOOOCHOBAaHHBIA OTKa3 B IpUeMe Ha XpaHEHHE JOKYMEHTOB IOCTOSIHHOTO XpaHEHHS M IO
JUYHOMY COCTaBY IIOJIBEIOMCTBEHHBIX OpraHHU3aluii, NpHU JHUKBUAALWM OPTaHU3alU{ MU
U3MEHEeHUU (OpMBI COOCTBEHHOCTH;

HapyIlIeHWEe MpaBWJI UCIIOJIb30BAHUS TOKYMEHTOB U JOCTYIIa MOJIb30BaTeIe K JOKYMEHTaM,
YCTaHOBJIEHHBIX 3aKOHOJATEIBCTBOM.

2. 9KCIIEPTHU3A HEHHOCTH JOKYMEHTOB
2.1. HopMaTHBHO-MeTOAHYeCKHE OCHOBBI IKCIEPTU3bI IECHHOCTH I0KYMEHTOB

2.1.1. DxkcnepTu3a IEHHOCTA JOKYMEHTOB - 3TO HM3Y4Y€HHE JOKYMEHTOB Ha OCHOBAHUU
KPUTEPHEB UX HEHHOCTU B LIEJSIX OIpPEJENIEHUs] CPOKOB XpaHEHUsS JOKYMEHTOB M 0TOOpa X Ha
MOCTOSIHHOE XpaHEHUeE.

2.1.2. OtHeceHMe IOKYMEHTOB K cocTaBy ApxuBHoro ¢onna Poccuiickoit denepaunn
OCYIIECTBIISIETCS M0 pe3yIbTaTaM 3KCHEPTU3bl IEHHOCTH Ha OCHOBAaHUM MPUHIUIIOB UCTOPHU3MA,



CHUCTEMHOCTH U LIEJIOCTHOCTH ITyT€M KOMIUIEKCHOTO NMPUMEHEHMSI KPUTEPUEB MPOMCXO0XKIEHUS,
CoJIepKaHusl, BHEIIHUX 0COOEHHOCTEH TOKYMEHTOB.

K kpurepusiM NpPOUCXOKIEHUS OTHOCSTCS: pOJIb M MECTO OpraHu3allid B CHUCTEME
rOCYJapCTBEHHOTO YIMPABJICHUS WIM KOHKPETHOM OTpaciM, 3HAYMMOCTb BBINOJHSAEMBIX €10
¢GyHKuni, 3HaueHHE (PU3MUECKOrO JMIA B JKU3HU OOINECTBAa, BpeMs M MECTO 0Opa3oBaHUS
JIOKYMEHTA.

K kputepusiM copep’kaHUsI OTHOCSATCS: 3HAYUMOCTBH COOBITHS (SBJICHUS), OTPaKEHHOTO B
JOKYMEHTE, 3Ha4yeHHE HMeEIoIelcs B JOKyMEHTe HH(pOpMaluu, MOBTOpEeHHE HH(OpMAaLUU
JIOKYMEHTA B IPYTUX TOKyMEHTaX, BUJl JOKYMEHTA, IOAJIMHHOCTb JOKYMEHTA.

K xputepusiMm BHEIIHMX OcoOeHHOCTEeW OTHOcATCA: ¢dopMa (UKCHPOBAHUS U Iepeaayu
CoJIepKaHus, YAOCTOBEPEHHUs, OhOPMIICHUS TOKYMEHTa, €ro (PU3MUECcCKOe COCTOSHUE.

[Ipu oTHeceHWHM IOKYMEHTOB K cocTaBy ApxuBHoro (onma Poccuiickoit ®Depepanun
YUUTBIBAETCS (DAaKTOP CTETIEHU MOJHOTHI U COXPAaHHOCTH (hoHa.

2.1.3. DkcnepTru3a HEHHOCTH JOKYMEHTOB IMPOBOJIUTCS HA OCHOBE:

JICUCTBYIOILIETO 3aKOHOJATENIbCTBA W NPaBOBbIX akToB Poccuiickoir Penepauuu 10
aApXUBHOMY JIeNTy U JJOKYMEHTAIlMOHHOMY 00€CIIEYeHHIO YIIPABIICHUS;

TUIIOBBIX W BEJOMCTBEHHBIX MEPEYHEH JIOKYMEHTOB C YyKa3aHHEM CPOKOB MX XpPaHEHHS,
TUIIOBBIX U IPUMEPHBIX HOMEHKJIATYp J€;

HOPMAaTHUBHO-METO/IMYECKUX JIOKyMEHTOB {DenepanbHON apXuBHOM ciy:xObl Poccum u
OpraHOB YIPaBJICHHUS AapXUBHBIM JeloM cyOsekToB Poccuiickoit ¢denepaunu B obnactu
apXMBHOTO JIEJIa.

2.1.4. Ot0op »HIEKTPOHHBIX JOKYMEHTOB Ha apXWBHOE XPAaHEHHUE OCYIIECTBISETCS B
pe3ynbTare -JKCIepTu3bl LEeHHOCTH OJJl, KoTopas MpOBOJUTCS HKCHEPTHOM KOoMHCCHEH
OpraHu3aluu.

Ha nepBom stane sxcneptussl J/] apxuB COBMECTHO C JAETIONPOU3BOICTBEHHOM CITy>KOOH MIn
ciyx00i1, oTBeuaroleil 3a GyHKIIMOHUPOBaHUE UH(POPMAIIMOHHBIX TEXHOJIOTHI B OpraHU3allHH,
OIpe/eNseT NePeUeHb CUCTEM, TEM U MPOEKTOB, JOKYMEHTBI KOTOPBIX MOTYT UMETh LIEHHOCTH B
COOTBETCTBUM C OOIIMMHU KPUTEPUSMH 3KCIepTu3bl. B paMmkax mepeuns mpooaurcs otoop D/
Ha IIOCTOSHHOE€ U BPEMEHHOE XPAHEHHE; IEepPEYCHb YTBEPKIACTCS HKCIIEPTHONM KOMHUCCHEH
OpraHH3aIyHy.

Oxcrnieptu3a DJ] MPOBOAUTCS HKCIEPTHON KOMHCCHEH BO B3aWMOCBSI3U C JIOKYMEHTAIMEH
OpraHu3allii Ha TPAJULMOHHBIX HOCUTENSAX (MPUMEHSETCS B KOMIUIEKCE CHUCTeMa OOIUX U
CHEIUaJIbHbIX KPUTEPHUEB: 3HAUUMOCTbh, MOJTHOTA (3aBEPIIEHHOCTh) JOKYMEHTA; ayTEeHTUYHOCTh
JIOKYMEHTa; OTCYTCTBUE IyOnupyrouied nHpopMaluu B JOKYMEHTaX, NPUHATHIX HAa apXHUBHOE
XpaHEHUe).

[Tpu mpueme D/] Ha XpaHEHUE B apXUB YUUTHIBAIOTCS (PaKTOPBI: OTpaHUYEHHUs Ha mpueM D/1;
3aBEpUICHHOCTh Mpoliecca co3nanus OJ[; cToMMOoCTh BO3MOXKHOTO mnepeBojga JJ[ B npyroit
dopmar npu npuemMe B apXMB; HAJMUUE 3aKOHOAATENBHBIX aKTOB, NMPEMATCTBYIOLUIMX IMepeaayue
O/l; Hanmuuume HEOOXOIMMOH CONPOBOAMTENBHOW JOKYMEHTAllMM; COOTBETCTBME THUIA
3JIEKTPOHHOI'0 O0OPYAOBAaHUS pa3IMYHBIM pexuMaMm xpaHeHus D/I; 3aTparbl Ha obecriedeHue
XpaHEHUS.

2.2. Opranusanus NpoBeAeHHUs IKCNEPTH3bI HEHHOCTH JOKYMEHTOB

2.2.1. DkcnepTU3a HEHHOCTH JOKYMEHTOB B OpraHU3aluH MPOBOIUTCS:

B JICTIOTIPOM3BOJICTBE - MIPH COCTABICHUU HOMEHKJIATYp e, B Mpoliecce POpMUPOBAHUS €T
Y TIPH TIOJITOTOBKE JIETT K TIepeiaue B apXuB;

B apXMBE - B MPOILECCE OATOTOBKH K Mepeaye J1eJ Ha MOCTOSSHHOE XpaHEeHHUE.

2.2.2. Jlns opraHu3alMK W TPOBEIEHUS PAaOOTHI MO AKCIEPTU3E IEHHOCTH TOKYMEHTOB,
0oTOOpY U MOATOTOBKE K Iepelrade Ha MOCTOSHHOE XpaHEHHE TOKYMEHTOB ApPXUBHOTO (oHIa
Poccuiickon denepanny, BKJIFOYAst YIIPABJIEHYECKYIO, Hay4YHO-TEXHUYECKYIO,
ay/IMOBU3YaTbHYIO, MAIIMHOYNTAEMYIO U JPYTYIO JOKYMEHTAINIOZ, 06pa3yIoNIyrocs B IIPOIIEcce
NeATeTLHOCTH OpraHu3alluu, co3aaeTcs sKcnepTHas komuccus (OK).



2 Jlnst SKCHepTH3bl LEHHOCTH M OTOOpa Ha IOCTOSHHOE XPAaHEHHE HAYYHO-TEXHMYECKOH M
JIPYro CIenuagbHON JTOKYMEHTAllMM MOXET OBITh co3faHa otraenbHas OK, cocrosmias w3
CIELHATMCTOB IO 3TOM JTOKYMEHTAIIUH.

B muHHCcTEepcTBax M BEIOMCTBAaX, APYrHMX OpPraHU3alUiX, UMEIOUIMX I0J BEIOMCTBEHHYIO
CETb, CO3JAOTCS LIEHTpallbHbIE 3KciepTHhIE KoMuccuu (L1OK)

2.2.3. IIDK (OK) co3maercs mpuka3zoM PYKOBOAWUTENS OpTaHHM3allMd M3 YHCIIa Haumbojee
KBAJTM(HUIUPOBAHHBIX pPaOOTHHKOB B KOJMYECTBE HE MeHee Tpex uenoBek. B cocrap DK
OpraHM3aliil B O0053aTEJbHOM TOPSAKE BKIIOYAETCd PYKOBOAWTENb apXuBa WWIH JIHIIO,
OTBETCTBEHHOE 32 apXUB.

B cocras IIOK wnenecoobpa3HO BKIIOYHUTH HPEACTABUTENS APXUBHOTO YUPEKACHUS, IS
KOTOpOTO JJaHHAsl OPraHU3alMsl ABJIIETCS UCTOYHUKOM KOMITJIEKTOBaHHUS.

[Ipencenarenem 1IOK (OK) HaznauaeTcss oguH M3 PYKOBOASIIMX PaOOTHHUKOB OpraHU3alIlvH,
KypUpPYIOIIHK BOIPOCH! AETONPOU3BOACTBA U apXUBA.

2.2.4. OcuoBubiMu 3aauamu LIOK (OK) sBastores:

OpraHM3alusi M  [POBEJEHUE DKCHEPTU3bl I[IEHHOCTH JIOKYMEHTOB HAa  CTaauu
JIEJIONPOU3BO/ICTBA MPU COCTABICHUH HOMEHKJIATYPHI JIe] U B Ipoliecce GOPpMUPOBAHUS JEIT;

OpraHM3alys U MPOBEIEHUE IKCIIEPTU3bI LIEHHOCTH IOKYMEHTOB Ha CTAJUH MOJATOTOBKU MX K
nepegavye B apXuB OpraHu3alnu;

OpraHu3alys M MpPOBEACHUE 0TOOpa M MOJATOTOBKM JOKYMEHTOB K Iepe/adye Ha MOCTOSHHOE
XpaHEHHUE B TOCYJapPCTBEHHBIN UM MYHUIIUTIAIbHBIN apXHB.

2.2.5. OcnoBubivu ¢yakmmsmu LIDK (OK) sBistorest:

OpTraHHU3aIHs eKEroJHOT0 0TOOpa Jel U1 XpaHEeHUsI U YHUUTOKCHHUS;

pPacCMOTpPEHHE U BBIHECEHHE Ha YTBEP)KICHHE M COIJIACOBAHME C SKCIIEPTHO-IIPOBEPOUYHOM
komuccueit (OIIK) apxuBHOTO yupekaeHUs MPOSKTOB HOMEHKIIATYpP Je] OpraHu3aluu, Onucei
JIeJ1 TIOCTOSIHHOT'O ¥ BpeMEHHOT 0 (cBbiie 10 jieT) XpaHeHus, B TOM YUCJE 10 JINYHOMY COCTaBy,
AKTOB O BBIICTICHUH K YHUUYTOXEHHIO /1], HE MOIIeKAIINX XPaHEHUIO;

MOJIOTOBKA M BbIHECEHME Ha paccMoTpenue DIIK apxuBHOro yupexaeHus npeaokeHui oo
M3MEHEHUHU CPOKOB XPaHEHMsI OTJENIBbHBIX KaTETOPUN IOKYMEHTOB, YCTAHOBIECHHBIX NIEPEUHAMU,
1 00 OIpe/ieIeHNH CPOKOB XPAHEHHUS JJOKYMEHTOB, HE IPETyCMOTPEHHBIX EPEUHSIMU;

ydyacTu€ B IIOATOTOBKE U PACCMOTPEHHUU IIPOEKTOB HOPMATHUBHBIX M METOJUYECKHX
JIOKYMEHTOB 110 BOIpocaM paboThl ¢ JOKYMEHTaMH B OpTaHU3alUH.

2.2.6. IIDK (OK) mpoBoauT 3acedaHusi B COOTBETCTBHHM C IJIAHOM pabOThI U 1O Mepe
HeoOxomumoctu. 3acenanuss L[OK (OK) mnporokonupyrorcs. IIpoTokonsl MOANKCHIBAIOTCS
npencenareneM U cekperapeM komuccuu. Pemenus LOK (OK) Berymator B cuity mocine
YTBEPKACHUSI pyKOBOJUTENIEM OpraHU3alliH.

[Tporokoner I[DK (OK), comepxkamme pemieHHS 00 OJOOpEHUU TPOEKTOB THIOBBIX U
MPUMEPHBIX HOMEHKJIATYp Jied, 00 M3MEHEHUU CPOKOB XpPaHEHMsI JOKYMEHTOB, YCTaHOBJICHHBIX
TUIIOBBIMHA U BEJOMCTBEHHBIMU NEPEUYHSMH JOKYMEHTOB C YKa3aHHUEM CPOKOB MX XPAaHEHUS, a
TaK)K€ TUIOBBIMM W TNPUMEPHBIMH HOMEHKJIATypaMH Jell, YTBEP)KIAIOTCS PYKOBOJUTENIEM
OpraHM3aluMu TOJIbKO Tnocne wux paccmorpenus OIIK  cooTBeTcTByrOmIEro apXHMBHOIO
YUPEXKICHUS.

2.3. Ilopsiiok NMpoBeAeHUs IKCIEPTH3bI HEHHOCTH I0KYMEHTOB

2.3.1 DkcnepTr3a EHHOCTH JOKYMEHTOB OCYIIECTBIISACTCS €KEroTHO paOOTHUKAMHU CITY>KOBI
JTOKYMEHTAIMOHHOTO obecrnieueHus ympasieHuss coBmectHo ¢ L[OK (OK) opranmzanuu mon
MCTOJNYCCKHUM PYKOBOJACTBOM apXHBa.

2.3.2. Ilpu npoBeeHNH FKCTIEPTU3BI LIEHHOCTU JOKYMEHTOB B CTPYKTYPHBIX MOJpa3IeiIeHUSIX
OCYIIECTBIISIETCS OTOOP e TMOCTOSSHHOTO W BpeMeHHoro (cBeimie 10 7neT) XpaHeHus s
nepesayd B apXuB; OTOOp JIe C BPEMEHHBIMU CPOKaMU XpaHEHHs, TOJICkKAIINX XPAHCHUIO B
CTPYKTYPHBIX MOAPA3ACICHHUAX, BBIACIICHUEC K YHUUTOXCHUIO JCJI 3a MPCAbIAYIINEC IOAbl, CPOKHU
XpaHEeHUs! KOTOPbIX HMCTEKIHW. [Ipu 3TOM OJHOBPEMEHHO MNPOBEPSAIOTCS KAueCTBO M IMOJIHOTA
HOMCHKIJIATYpPhI A€ OpraHu3allvun, IMIPaBUJIbHOCTE ONPEACIICHUA CPOKOB XpaHCHUA JCII.



2.3.3. Ot6op HIOKyMEHTOB TIOCTOSSHHOTO H BpeMeHHoro (cBbime 10 er) XpaHeHUS
MPOBOAMUTCA IYTEM IMOJHUCTHOTO MpocMoTpa nen. He momyckaercss oTOOp TOKYMEHTOB JUIS
XpaHEHUs! U YHUUTOKEHHS TOJIBKO Ha OCHOBaHUU 3ar0JIOBKOB JIE]I.

Hena ¢ ormetkoin «II1K» moasepraroTcsi MOJMCTHOMY MPOCMOTPY C IIEJIbIO ONMPEACIICHUS U
BBIJICJICHUSI U3 UX COCTaBa JJOKYMEHTOB, MOIJIEKAIIUX TOCTOSTHHOMY XPaHEHHUIO.

Hena ¢ ormerkoit «IIIK», comepxaiiyue AOKYMEHTBl MOCTOSIHHOTO XpaHEHUs, MOJJIEKat
nepepopmupoBanuio. BeiieneHHBIE W3 HMX COCTaBa JOKYMEHTBI TIOCTOSIHHOTO XpaHEHUSs
MPUCOEAUHSIIOTCS K OJJHOPOJIHBIM JIeJIaM WM 0(OPMIISIOTCS B CAMOCTOSITENIbHBIE JIea.

Cpoku XpaHEHHs [Ie], COJEpXkaIIMX OCTABIIMECS JOKYMEHThl BpPEMEHHOTO XpaHEHHS,
ONpEACNAIOTCS 10 TEepPeYHI0 JOKYMEHTOB C YKa3aHHEM CPOKOB OXPaHEHUS WU 10
HOMEHKJIAType JIeJ1 OpTaHU3allUH.

[TonmmBka BHOBb C(HOPMHUPOBAHHBIX JEJI MPOU3BOAUTCA TOJBKO IOCIE 3aBEpIICHUS
AKCIIEPTU3BI IEHHOCTH JIOKYMEHTOB.

2.3.4. ApxuB NPOBOJUT IKCIEPTHU3Y LIEHHOCTH JOKYMEHTOB MpU OTOOpE MX HA MOCTOSIHHOE
XpaHEHUE TMOJ METOJUYECKUM PYKOBOJCTBOM COOTBETCTBYIOLIEIO T'OCYAAPCTBEHHOIO WIH
MYHUIIUIIAJILHOTO apXHUBa.

2.3.5. [loaroroBka 3JEKTPOHHBIX JTOKYMEHTOB K Mepe/lade B apXUB OpraHU3alUi COCTOUT U3
CIIETYIOIINX 3TAIOB:

poBepKa (PU3UIECKOr0 COCTOSIHHSI MAIIMHHBIX HOCUTEIICH, IpeIHAa3HAYCHHBIX IS ITepeIadn
B ApXUB;

3anuchk D/ Ha MaIIMHHBIE HOCUTEJIH;

MIPOBEpKa KayecTBa 3al¥cCH;

onucanue D/;

MPOCTaBJICHUE apXUBHBIX MU(POB HA eAMHULIAX XpaHEHHUd (Ha (QyTispax) B COOTBETCTBUU C
APXUBHOM OIMHUCHIO (OMUCIMH) SIEKTPOHHBIX JOKYMEHTOB IMOCTOSTHHOTO XPAHEHHS U TI0 TUYHOMY
COCTaBY;

MOATOTOBKA KOMILIEKTa COMTPOBOIUTEILHON JOKYMEHTAIINH.

ComnpoBoautenbHas JokyMeHTaruss D) JOmKHA OBITH TOCTATOYHOM ISl 0OeCreYeHHs] WX
COXpAaHHOCTH M UCIOJIb30BaHUA. B Hell oTpaxkaercs cieayromas WHopMaius: Ha3BaHUE
JIOKYMEHTa, JaTa €ro CO3JaHMs, XapaKTepUCTHKA COJep>KaHus (aHHOTAIMs), SICKTPOHHBIN
dopmar, ¢pusznueckas u joruueckas crpykrypa (mnas b/, caiiToB u T.11.), 00beM TOKyMeHTa (JIs
bJ1 Taxke - KOJIMYECTBO 3aIUCeil).

2.4. OgopmiieHue pe3yabTATOB IKCIEPTU3HI IEHHOCTH JOKYMEHTOB

2.4.1. Ilo pe3ynbraraM SKCIEPTH3bl LICHHOCTH JOKYMEHTOB B OPIaHU3AlMM COCTABIISFOTCS
ONMMCH JIel TOCTOSIHHOrO (mpuioxkeHue 1), BpemeHHoro (ceimie 10 7er) XpaHeHus
(mpusio’keHHe 2) U MO JMYHOMY COCTaBY (IpUIIOXKEHHUE 3), a TaKKe aKThl O BBIJCIECHUHM K
YHUYTOXKCHUIO JICN, HE TIO/IICKAINX XPAHCHHUIO (IPUIIoKEHHE 4).

2.4.2. B apxuBe OpraHu3allid B 3aBUCUMOCTH OT cocTaBa M oObema /I, OTHECEHHBIX K
cocraBy ApxuBHoro ¢onna Poccuiickoit denepaiuu, COCTaBISIOTCS OIMUCH DJIEKTPOHHBIX
JOKYMEHTOB ITOCTOSIHHOTO XpaHEHWs, ONHCH el MO JIMYHOMY COCTaBy (IPHIIOKEHHE D).
VYrpaBneHyeckasi, HayyHO-TEXHHYECKas JIOKYMEHTAllUs, OTAENbHbIE KOMIUIEKCH  DJ]
BKJIIOUYAIOTCSI B CAMOCTOSITENIHBIE OIIUCH.

[Topsimok oopmieHUs U YTBEPKIACHUS ONUCEN yCTaHOBIIEH B 1. 6.4.5 HacTosmux [TpaBu.

2.4.3. DOIIK apXuBHOro y4upeKIEHHUS YTBEP)KIAET OMMCHU JAEN IOCTOSHHOIO XPAaHEHWUS U
COTJIACOBBIBAET OMUCH JIEN I10 JINYHOMY COCTaBy (BKJItouas onucu aen JJ1):

2.4.4. Vxazannple (m. 2.4.1) ommcu W akThl paccmaTpuBaroTcs Ha 3acenanun [[OK (OK)
opranuzaiuu onHoBpeMeHHO. Onpobpennsie [[OK (OK) akTel u omnucu yTBep)KAaroTCs
PYKOBOAMTENEM OpraHu3allud TOJIbKO mocie yTrBepxkaeHus OIIK apxuBHOro yupexaeHus
OTMCEH JIeN MOCTOSIHHOTO XPAHEHHUS; TI0CJIe 3TOT0 OpraHu3allis UMEeT MPaBo YHUUYTOXKATh Jena,
BKJIIOUEHHBIE B JJAHHBIE aKThI.
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2.4.5. Jlena BKJIIOYAOTCA B aKT, €CJIU NMPEAYCMOTPEHHBIN I HUX CPOK XpaHEHHs UCTEK K |
sSHBapsl rojla, B KOTOPOM cocTaBisieTcs akT. Hampumep, 3akOHUEHHBIE J€la C TPEXJIETHUM
cpoxoM xpaHeHus B 1991 r. MoryT ObITh BKIIFOUEHBI B aKT, KOTOPBIA OyJeT COCTaBlIEH HE paHee
1 ssuBaps 1995 r.

AKT 0 BBIJICJICHUU K YHUYTOXXEHMIO JI€J, HE MOJIekKAIUX XPAHEHNIO, COCTABIISETCS Ha Aela
Bceil opranuzanuu. Eciau B akTe yka3aHbl Jiefla HECKOJIBKMX IOJpa3[esieHHH, TO Ha3BaHUE
KQKI0ro MOJApa3/IeieHus yKa3blBaeTcs Mepes TPYNION 3arojloBKOB JIEJ 3TOT0 MOAPAa3/IEICHHUS.
3aroj0BKM OJHOPOAHBIX [€JI, OTOOPaHHBIX K YHHUYTOXKEHUIO, BHOCATCS B aKT IMOJA OOIIUM
3aroJIOBKOM C YKa3aHMEM KOJMYECTBA JIeJ, OTHECEHHBIX K JIaHHOM rpynime.

2.4.6. ApxuBHbBIE YUYPEKACHUS IPOBEPSIOT IPAaBUIBHOCTH OTOOpA i€l Ha IOCTOSHHOE
XpaHEeHHEe W TpU HEOOXOAMMOCTHM HUMEIOT MpaBO NOTPeOOBATh BKIIOYUTH B ONHUCH JIEJ
IIOCTOSIHHOT'O XpaHEHHUs Jiela, OTOOpaHHbIE HA BPEMEHHOE XPaHEHUE WM K YHUUYTOXXKEHUIO.

2.4.7. Jlena, moayiexamiue yHUUYTOKEHUIO, TEPENAIOTCS Ha mepepalboTKy (yTHUIIM3AIUIO).
[lepenaua nen odopmisieTcs NpUEeMO-CIATOYHON HAKIAJHOM, B KOTOPOW YKa3bIBAIOTCS JaTa
nepegadn, KOJIMYECTBO CIaBAEMBIX € U BEC OyMa)kHOM MaKyJIaTyphl.

[Torpy3ka u BbIBO3 Ha YTWIM3ALHUIO OCYLIECTBISAETCS MOJA KOHTPOJIEM COTPYAHHKA,
OTBETCTBEHHOTO 32 00ecreueHre COXPaHHOCTH IOKYMEHTOB apXHBa.

3. KOMIIVIEKTOBAHUME APXUBA
3.1. KommjiekToBaHUe apXHBa OpPraHu3aluu

3.1.1. KommnekroBaHue apXvBa OpraHM3allH - 3TO CHUCTEMaTHYECKOE IMOIMOJIHEHUE apXHuBa
JIOKYMEHTaMU CTPYKTYPHBIX MOJPa3/ICICHU OpraHu3alyM, a TaKXKe JAPYruX OpraHHu3allfii,
SBIISIOIINXCSI HCTOYHUKAMH KOMITJICKTOBAHMSI apXUBa.

3.1.2. KommiiekToBaHUE apXyBa BKIIOYALT:

ornpezieNieHue HICTOYHUKOB KOMITJICKTOBAHHSI apXHBa;

OTpeJIeJICHUE COCTaBa IOKYMEHTOB, MOJICKAIINX ITPUEMY B apXUB;

OpraHu3alys nepeaadu J0KyMEHTOB B apXUB.

3.2. AcTOYHNKH KOMILIEKTOBAHNS apxuBa

OCHOBHBIMU UCTOYHMKAMHU KOMILUIEKTOBAHUS apXMBA OPraHU3alUN SBIISFOTCS:
CTPYKTYpHBIE MOJIpa3/Ie]IeHUs] OpraHU3allHH;

MOABEAOMCTBEHHBIE OPraHU3alUN;

dbu3nYecKue IuIa.

3.3. CocTaB 1OKYMEHTOB, IOJJIC;KAINUX Mepeaade B apXUB

3.3.1. ApxuB OpraHu3aiiil B COOTBETCTBHH C TMOJOXCHHEM O HEM KOMIUIEKTYETCS JIeIaMu
MOCTOSIHHOT'0, BpeMeHHOor 0 (cBbIe 10 jeT) XpaHeHus, a Takxke JeJaMH [0 JMYHOMY COCTaBY.

3.3.2. [/lena BpeMEHHOIO XpaHEHMsI CO CpokKamM XpaHeHus 1o 10 yer mepemaue B apXuB
OpraHM3aIy, Kak MpaBwio, He mojjekar. OHM XpaHATCS B CTPYKTYPHBIX IMOAPA3ICICHUIX
OpraHH3alliK U 110 UCTCYCHUU CPOKOB XPAHEHUS MOJISKAT YHUUTOKEHHUIO (M. 1. 2.4.5).

3.3.3. JIoKyMeHTBl JIMYHOTO IPOUCXOXKICHHUS B apXWUB OpraHU3alMy IepelalTcs Ha
BPEMEHHOE XPaHEHHE 110 3asBJICHUIO WX BJajelblla (COOCTBEHHUKA) C TIOCIEAYIONICH epenadeit
B TOCYZIApCTBEHHBIH apXUB HA OCTOSIHHOE XpaHEHHUE.

3.3.4. B apxuB nepenarTcia TOKYMEHThl OpraHuW3alyid MpEIIIeCTBEHHUKOB, a TaKXe
JIOKYMEHTHI TUKBUIMPOBAHHBIX MTOYMHEHHBIX OpraHu3aui

3.4. HomenkiaTtypa aeJ

3.4.1. Howmenknarypa paen TMpeacTaBiseT CcoOOM CHCTEMAaTH3MPOBAHHBIA  IepedyeHb
HAaUMEHOBAHMUN JIeJ, 3aBOAMMBIX B JIEJIONPOU3BOJCTBE OPraHU3allUU, C YKa3aHHEM CPOKOB HX
XpaHEeHHUs, TI0 YCTAaHOBJIEHHOM (hopme.

3.4.2. ApxuB B LENAX KAue€CTBEHHOTO0 KOMIUJIEKTOBAHMS JOKYMEHTAaMHU apXUBHOTO (oHaa
KOHTPOJIMPYET U OKa3bIBa€T HEOOXOAMMYIO METOAMUYECKYIO M MPAKTHYECKYIO MOMOIIb CIyx0e
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JOKYMEHTAI[MOHHOTO  OOeCIeueHHs] YNpaBJICHUS B COCTaBICHUH HOMEHKIATYpHI  JIE.
OTBETCTBEHHOCTh 3a €€ COCTaBJICHHME BO3JaraeTcss Ha CHOyxO0y JOKYMEHTAI[MOHHOTO
oOecrnieyeHus ynpaBIeHUs] OpraHu3aluH.

3.4.3. HomenknaTypa Jen sIBJII€TCSI OCHOBOM /Il COCTABJIEHUs OINMCEN el MOCTOSHHOIO U
BpeMeHHOro (cBbiue 10 71eTr) XpaHeHMssT M OCHOBHBIM YYETHBIM JIOKYMEHTOM B
JIEJIONPOU3BOJICTBE, & B apXUBE OpPraHU3allMy UCIOJB3YeTCs Ul ydera el BpeMeHHoro (1o 10
JIET BKJIFOYUTEIBHO) XPAaHEHHUSI.

3akperyieHHas B HOMEHKJIaType CXeMa CUCTeMAaTHU3allK Jell MOKET ObITh MCIOJIb30BaHa MPU
pa3paboTKe CXEMbI KApTOTEKU Ha UCIIOJIHEHHBIE JOKYMEHTHI.

3.4.4. Paznuuatorcsi Tpu BUJAa HOMEHKIIATYp JIeJd: TUIIOBas, MpUMEpHas U WHAUBUAYaJIbHAS
HOMEHKJIATYphI /1€l KOHKPETHOM OpraHu3aluy.

TunoBasi HOMEHKJIATypa JieJl YCTaHaBIMBAET COCTaB JeJl, 3aBOJAUMBIX B JICIOMPOU3BOJICTBE
OJIHOTHUITHBIX OPTaHU3AUMI, U SBIISETCA HOPMATUBHBIM JJOKYMEHTOM.

[IpumepHass HOMEHKJIATypa JeJl YCTaHABIMBAeT MPUMEPHBI cOCTaB e, 3aBOAUMBIX B
JIEJIONPOU3BOJCTBE OpraHU3alUii, Ha KOTOpbIE OHA pACHpPOCTPAHSAETCS, C YKa3aHUEM HX
WHJCKCOB, U HOCUT PEKOMEHIaTeNbHBII XapakTep.

3.4.5. TunoBple M MPUMEPHbIE HOMEHKIATYpPbl J€1 HCIHOJB3YIOTCS JJIsi COCTaBJICHMUS
WHAUBUAYaIbHON HOMEHKIIATYPhI ATl

B HoMeHwiaTypy JAen OpraHu3alydyd W3 TUIOBOM MM NPUMEPHONM HOMEHKIATYpPbI el
MEPEHOCATCS MPEAYCMOTPEHHbIE MMM 3arojIOBKU JeJ, KOTOpbIe MpeNroyiaraeTca 3aBecTd B
JIeJIONPOU3BOJICTBE OPraHU3allui, KOHKPETU3UPOBAHHBIE C YUETOM €€ CIIeHU(PUKH.

Cpoku XpaHeHusl Jell, MPeAyCMOTPEHHbIE TUIIOBOW WIIM MPUMEPHON HOMEHKIIATYpOul e,
NEPEHOCATCS B MH/IMBUTyaJbHYIO HOMEHKJIATYpPY A€l 6€3 U3MEHEHUI.

3.4.6. Homenknatypa pnen opranuzainuu (cBojaHas) (IPHIIOKEHHE /) COCTaBIseTCS M0
YCTAaHOBIICHHOM ()opMe HAa OCHOBAaHMM HOMEHKJIATYp [Ie CTPYKTYPHBIX MOJpa3leIeHui,
pa3paboTaHHBIX IO aHAJOTHYHON (Qopme (mpuiiokeHue 8), coriiacoBaHHBIX UMH C apXHUBOM U
MOJMUCAHHBIX PYKOBOIUTENSIMU 3TUX MOAPA3EICHUN.

Homenknarypa aen opranusaiuu ohopmMisieTcs: Ha 001emM OJaHKe OpraHu3aIii.

Homenknarypa pnen opraHusaludyd BHU3HPYETCS PYKOBOAMTENEM apXuBa WIM JIUIOM,
OTBETCTBEHHBIM 32 apXUB, MOJMUCHIBACTCA PYKOBOJUTENEM CIIYKObI M JTUIIOM, OTBETCTBEHHBIM
3a JOKyMEHTAIlMOHHOe o0ecnieueHue ynpasieHus, u nocie ogoopenus LIOK (OK) opranuzanun
HanpasisieTcss Ha cornacoBaHue ¢ OIIK cooTBeTCTBYIOIIEr0 apXMBHOIO YUYPEKACHMS, IOCIE
Yero yTBEP:KJIaeTcCsl pyKOBOJIUTEIEM OpraHU3aluu.

[locne yTBepKIeHUsS HOMEHKJIATYphl JeJl OpPraHu3aluu CTPYKTYPHBIE MOJpa3eieHus
MOJIy4YalOT BBIMUCKU COOTBETCTBYIOLIUX €€ Pa3/IeoB JUIsl HCIIOIb30BaHUs B paboTe.

Homenknatypa paen opraHu3andd Ha MNOPEACTOAIIMNA KaJeHIapHbIA TOJ COCTaBISIETCS B
MOCJIEIHEM KBapTaje TeKYIIero roja.

CornacoBaHHasi ¢ apXMBHBIM YUpPEXICHHUEM HOMEHKJIATypa JieJl B KOHIE KaXJO0ro roja
YTOYHSIETCSI, YTBEPIKIAeTCsI PYKOBOJUTENEM OpraHU3allid U BBOAMUTCA B JeiicTBue ¢ 1 siHBaps
CJIEYIOIIErO KaJIEHAAPHOTr0 roia.

Homenknatypa fien corjgacoBBIBA€TCSl C apXUBHBIM YUPEXKJEHUEM HE pexke OJHOro pasa B 5
net. B ciydyae KOpeHHOTO u3MeHeHHs] (DYHKIMA U CTPYKTYphl OpraHU3allK pa3padaThiBaeTCs
HOBasi HOMEHKJIaTypa Jie.

3.4.7. HomeHknarypa [€a COCTaBISE€TCS Ha OCHOBE H3YYEHHs COCTaBa U COACpPKAHMS
JIOKYMEHTOB, 00pa3yIOLMXCsl B IEATEIbHOCTH OpraHu3aluu

[Ipu cocraBieHHMM HOMEHKJIATyphl Jell CJIeAyeT PYKOBOJCTBOBATHCS YCTAaBOM WJIU
MOJIO)KEHHEM 00 OpraHu3alluu, MOJIOKEHUSIMH O €€ CTPYKTYPHBIX IMOJAPA3JENCHUIX, ITaTHBIM
pacnucaHueM, HOMEHKJIATYypO# JIeJ1 OpraHu3aliy 3a MPOLLIBIA T0Jl, OMUCSIMH JIe] MOCTOSSHHOTO
U BpeMeHHOro (cBbime 10 JeT) XpaHeHus, perucTpaluoHHbIMU (pOpMaMH, BETOMCTBEHHBIMU U
TUMOBBIMU TEPEYHSIMU JOKYMEHTOB C YKa3aHUEM CPOKOB UX XpaHEHHUS, THUIIOBBIMU U
MPUMEPHBIMU HOMEHKJIATypaMu Jell.
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3.4.8. B HOMeHKJIaType [ed MNpeAyCMaTPUBAIOTCS 3aroJIOBKM Jiel Ul TPYNIHPOBKU
JOKYMEHTOB, OTpa)kalollhe Bce JOKYMEHTHUPYEMbIe YYaCTKU U BOIPOCY ACSITEIbHOCTU
OpraHH3aIiy.

B HomeHKJaTypy Aen opraHM3aluy BKIIIOYAIOTCS Jejla BPEMEHHO JEHCTBYIOIIUX OPraHoOB,
JOKYMEHTBI KOTOPBIX CIyXaT IPaBOBBIM OCHOBAaHHEM Ui MOATBEPXKACHUS TOJTHOMOYHNA
OpraHM3alMy WM [pEeKpalleHusi ee JAEATeIbHOCTH (Hampumep, JAena JUKBHIAMOHHON
KOMHUCCHH OpPraHU3alliy BKIIIOYAIOTCS B HOMEHKIIATYPY J€J1 TMKBUIMPYEMOM OpraHu3alum).

OcHoBO# A5l ompesesieHus] CTPYKTYpbl HOMEHKJIATYpPbl JIe] SBJISETCS CTPYKTypa (LITaTHOE
pacnucaHnue) opranusanuu. Pazgenamu, nojapasaenamMu U ApYTUMHU JEJIEHUSIMU HOMEHKJIATYpPbI
JIeIT ABIISIOTCS Ha3BaHM MOApa3/eieHui (MpuMep: KaHuespus, Oyxraiarepus, OTAeN KaJIpoB U
T.IL.).

3.49. I'padsl HOMEHKIATYpHl J€Jl OpraHU3AlMH, €€ CTPYKTYPHBIX MOApPAa3ACIICHUNA
3aIOJIHAIOTCS CIESIYIOIUM 00pa3oM.

B rpade 1 HOMEHKIATyphl A€l MPOCTABIAIOTCS HMHIEKCHI Ka)KIOro Jejla BKIOYEHHOIO B
HOMEHKJIATypy. MHIEKC 1ena COCTOMT W3 YCTAaHOBJICHHOTO B OpraHU3alMH IH(PPOBOrO
0003HaYeHHs] CTPYKTYPHOTO TMOApAa3AeiCHUs] U TOPSAIKOBOTO HOMEpa 3arojioBKa jeja Io
HOMEHKJIaType JeJl B Ipelenax CTPYKTYpPHOIo mnojpasjeneHus. MHIekchl aen 0003HayaroTcs
apadckumu nudpamu. Hanpumep: 02-03, rae 02 - ungexc cTpykTypHOro noapasaenenus, 03 -
MOPSIKOBBIM HOMEP 3aroJIoBKa Jiejia 10 HOMEHKJIaType JAedl.

B HOMeHKNaType el peKOMEHIYeTCs COXPaHSATh OJMHAKOBBIE MHJEKCHI IJI OAHOPOIHBIX
JIeJ1 pa3HbIX CTPYKTYPHBIX MOJpa3AeIeHUN (HalpaBlIeHUH AeITEIbHOCTH).

[Tpumep: «IIpuka3bl mo ocHoBHOM aestenbHOCTHY (02-03, 03-03, 04-03 1 T.1.).

B rpady 2 HomeHKnaTyphl 1€ BKIOYArOTCS 3ar0JI0BKH /1€ (TOMOB, YacTel).

[Topsimok pacmooKeHHUsI 3aroJIOBKOB JIeJ BHYTPU pa3eioB M MOJPa3esioB HOMEHKIATYpPhI
JIeJ1 OTPEJIEIIAETCS CTENEHbIO BAXKHOCTH JIOKYMEHTOB, COCTABJISIONINX JI€]1a, U UX B3aUMOCBS3bIO.

BHauaine pacnosararoTcs 3aroJioBKH /17, COAEPKAIIUX OPraHU3aI[MOHHO-PACIOPSIUTEIbHYIO
JokyMmeHTanuio. Ilpu 3TOM 3arojoBku i€, COJAEp)KalMX IIOCTAHOBJIEHUS U IPUKa3bl
BBILIECTOSIIIMX ~OpraHM3alui, pacroyiaraloTcs Tepesa  3arojoBKaMu Jed ¢ IpUKa3aMu
pyKoBoauTeNs opraHu3anuu. /lanee pacnonaratoTcs 3arojioOBKU €1, COJAEPKAIIUX IUIaHOBBIE U
OTYETHbIE JIOKYMEHTBl. 3arojOBKM JeJ, 3aBeleHHBbIX 10 reorpaduyeckoMy U IO
KOPPECHOHJIEHTCKOMY  TpU3HAaKaM, BHOCATCS B HOMEHKJIATypy Jen 1o  aindaButry
reorpapMuecKuX Ha3BaHUH WM KOPPECTIOHIEHTOB.

3aroyIoBOK Jiena JOJDKEH YETKO U B 00001IeHHON (hopMe oTpakaTb OCHOBHOE CO/IEpKaHHUE U
COCTaB JJOKYMEHTOB JI€JIa.

He nomnyckaercs ynoTtpeGieHne B 3aroJioBKe Jiela HEKOHKPETHBIX (OPMYJIHUPOBOK («pa3HbIe
MaTepHalbl», «o0I1as Mepenucka» u T.I1.), a TAKKe BBOJHBIX CJIOB U CIOXHBIX CHHTaKCHYECKUX
000pOTOB.

3aroJ0BKHM Jiell MOTYT YTOUHSATBCS B polecce GopMupoBaHust U opopmieHus aed.

CocTaB >71€MEHTOB 3arojioBKa Jiejla, paclojiaraéMblX B TPUHATOW MMOCIEA0BATEIbHOCTH,
OTIpeIeNIeTCsl XapaKTepoM JIOKYMEHTOB JefIa.

B 3arosoBkax gen, cojaep)KaluxX JOKYMEHTHI O OJHOMY BOIIPOCY, HO HE CBS3aHHBIX
MIOCJIEI0BATEIbHOCTBIO JICJIONPOU3BO/ICTBA, B KadecTBE BUAA Jella YNOTpeOasercs TEepMUH
«JIOKyMEHTBI», a B KOHIIE 3arojioBKa B CKOOKax YKa3bIBalOTCSI OCHOBHBIE Pa3HOBUIHOCTH
JIOKYMEHTOB, KOTOPBIE IOJIKHBI OBITh B JIEJIE.

[Tpumep: «JlokyMeHTBI O TPOBENCHUH HAyYHBIX KOH(PEPEHUUH W CHMIIO3UYMOB (IUIAaHBI,
CIHCKH, JOKJIaJIbI)».

TepMUH «TOKYMEHTBI» MPUMEHSETCS TaKKe B 3arojoBKax e, COAepkalluX TOKYMEHTHI -
NPUIIOKEHUS K KaKOMY-JINOO JTOKYMEHTY.

[Tpumep: «/{oKyMeHTBI K IPOTOKOJIAM 3ace/laHus KOJUIETMH MUHUCTEPCTBAY.

3aroloBKM €I IO BOIpPOCaM, HE pa3pelieHHbIM B TEYEHHWE OJHOTO T0Ja, SBIISIIOTCS
«TepeXOIsIIUMIU» U BHOCATCS B HOMEHKIJIATYPY JI€J OpTaHM3allly CJIEIYIOIIero roja ¢ TeM e
WUHJEKCOM.



Ecnmu neno Oyaer cocTOSTh M3 HECKONBKUX TOMOB HIIM YacTei, TO COCTaBIsiETCS OOIuit
3aroJIOBOK JieJia, a 3aTeM MPH HEOOXOIUMOCTH COCTABJISIFOTCS 3ar0JIOBKH KaXKJ0TO ToMa (9acTH),
YTOUHSIOIINE COJEPKaHKUE 3aroJI0OBKa Jiea.

B rpade 3 HoMeHKIATypbl A€l YKa3bIBaeTCS KOJIMYECTBO jen (TomoB, yacteit). Ona
3aM0JIHAETCS 10 OKOHYAHUH KaJeHAapHOI0 rojia.

B rpade 4 yka3piBalOTCS CpOK XpaHEHHs Jieja, HOMEpa CTaTeld MO IMEpPEYHI0 (TUIIOBOMY,
BEJIOMCTBEHHOMY), a IIPU €r0 OTCYTCTBUU - 110 TUIIOBOH WJIM IPUMEPHON HOMEHKJIAType JIeT.

[Ipu BKIIOYECHUH B HOMEHKJIATYpPy 3aroJIOBKOB, JOKYMEHTOB, CPOK XpaHEHHUS KOTOPBIX HE
MPEIyCMOTPEH TUIIOBBIM WJIM BEIOMCTBCHHBIM NEPEYHSAMHU JIOKYMEHTOB, CPOK UX XPaHCHUs
yctanaBiauBaercs JIIK coOTBETCTBYIOIIETO apXUBHOTO YUPEKICHHUS 10 MPECTABICHUIO apXHUBa
u [19K (OK) opranuzanumu.

B rpade 5 «IIpumedanne» B TeUeHHUE BCEro CpoKa JCHCTBUS HOMEHKIIATYPHI MMPOCTABIISIOTCS
OTMETKH O 3aBEACHUM JeJI, O MEPEeXOASAIIMX JelaX, O BbUICIICHUM JIeJ K YHUYTOXKEHHUIO, O
nepeaaye e B IPYryro OpraHu3aiiyio s MPOIOJKEHUS U Jp.

3.4.10. Ilo OKOHYaHMU JENOMPOU3BOJCTBEHHOTO TOJIa B KOHIIE HOMEHKJIATYphI Jei
3aMEHSETCSl UTOTOBas 3aMKMCh O KOJMYECTBE 3aBEACHHBIX JIe] (TOMOB), OT/ACIBHO TOCTOSHHOTO U
BpeMEHHOTo XxpaHeHusa. CBeIeHUs, COJIEpKalluecs B WTOTOBOM 3alMCH HOMEHKJIATYPBI JIET
OpraHu3alyi, B 0053aTENIbHOM TMOPSAKE COOOIIAIOTCS apXHUBHOMY YUPEKICHUIO, O 4YeM B
HOMEHKJIAType e MPOCTABISIETCS OTMETKAa C YKa3aHWEM JOJDKHOCTH JIUIA, CJIIETaBIIErO
OTMETKY, U paciin(poBKU €ro MoMUCH.

3.5. llopsinok popMupoBaHUA [eJI B OPraHU3AIUN

3.5.1. ®opmupoBaHuEM A€l HA3bIBAETCS I'PYNIHUPOBKA UCIOJHEHHBIX JOKYMEHTOB B J€ja B
COOTBETCTBUU C HOMEHKJIATYpOU JeIl.

B nemno momemiaroTcst OKYMEHTBI, KOTOPBIE IO CBOEMY COJEPIKAHUIO COOTBETCTBYIOT
3aroJIOBKy Jejla, IpU 3TOM 3allpelllaeTcsl TIPyNIUpoBaTh B J€Jla YEPHOBbIE U JyOJI€THBIE
9K3EMIUISIPhl  JIOKYMEHTOB (32 HCKJIOYeHHeM 0co0o IleHHBbIX), a Takke JOKYMEHTHI,
MO/JIEXKAIINE BO3BPATYy.

3.5.2. [lena ¢opmupylOTCSs B OpraHu3alusAX TIpH LEHTPAIU30BAaHHOM  BEACHUU
HenonpousBojactea - cinyx6oit JIOY opranuzanuu, m0pH JACHCHTPATU30BAHHOM - Kak
CTPYKTYPHBIMHU IOJIpa3/ieieHUsMH (JUiaMu, oTBeTCTBeHHbIMHU 3a JIOY), Tak u cimyxo6oit JJOY
OpraHu3aIuu.

dopmupoBaHue J1eN1 BEAETCS MO HEMOCPEICTBEHHBIM METOJUYECKMM PYKOBOACTBOM apXHBa
OpraHu3aluy, a Ipu He0OOXOIMMOCTH - U COOTBETCTBYIOIIETO FOCYAAPCTBEHHOTO apXHBa.

3.5.3. IIpu ¢popmupoBaHuu Aea HEOOXOAMMO COOIIOAATH CIIEAYIOIINE OCHOBHbIE TPEOOBAHUS:

JIOKYMEHTBI TIOCTOSIHHOTO U BPEMEHHOTO XpaHEHHUs] He00X0JUMMO TPYIIIIUPOBATh B OTJEJIbHbBIE
Jena;

BKJIFOYATh B JEJIO IO OJHOMY IK3EMIUIAPY KAXKJIOTO JOKYMEHTA;

TPYNIHUPOBaTh B JEJIO JOKYMEHTBI OJHOTO KaJEHAApHOTO r0Jla; MCKIIOUYEHHE COCTABIISIOT:
nepexodlye Jena; cyJeOHble Jena; JUYHbIe AeNa, KOTopble (OpPMHUPYIOTCS B TE€UEHUE BCETO
nepuosia paboThl JaHHOTO JIMIlA OpraHW3allid; JOKYMEHThl BBIOOPHBIX OpraHoB M HUX
MOCTOSTHHBIX KOMMCCUM, JEMYTaTCKUX TPYII, KOTOpble TPYIIUPYIOTCA 332 MEPUOJ HUX CO3bIBA;
JIOKYMEHTBI Y4eOHBIX 3aBEICHUN, KOTOpble (OPMHUPYIOTCS 3a Y4YeOHBIH TOJA; JOKYMEHTHI
TEaTPOB, XapAKTEPU3YIOIIME CIEHUYECKYIO JEATEIbHOCTh 3a TeaTpalbHBIM CE30H; Jela
¢GMIBMOB, pyKonHCcel, UCTOPUH OOJE3HEN U JIp.;

JIEJI0 TOJDKHO coJiepkath He Oosee 250 TUCTOB, MpU TONIIKUHE HE OoJiee 4 cM.

3.5.4. BuyTpu nena JTOKYMEHTHI JIOJKHBI OBITh PAcroJIOKEHbl TakK, YTOOBI OHU 110 CBOEMY
COJIEPKAHUIO TOCIIEIOBATEIBHO OCBEIIAINA OIPEIEIICHHbIE BONPOCHL. lIpu 3TOM AOKYyMEHTBI
pacroyaratoTcsi B XpOHOJIOTMYECKOM MOpsiIKe (BXOAIINE - TIO JJaTaM MOCTYIIJICHUS, UCXOASIIHE
- [10 J1aTaM OTIIPaBJIEHHUs) WK N0 ajidaBUTy aBTOPOB U KOPPECTIOHAECHTOB.

[TpunokeHnss K AOKYMEHTaM, HE3aBUCUMO OT JaThl UX YTBEPXKIEHUS WU COCTaBJICHUS,
MPUCOEAUHSIIOTCS K IOKYMEHTaM, K KOTOPbIM OHU OTHOCSITCSL.



[Tpunoxenus 06beMoM cBbIiIe 250 JTUCTOB COCTABISAIOT OTACIBHBIA TOM, O YeM B JOKYMEHTE
JienaeTcs OTMeTKa.

3.5.5. PacniopsauTenbHble JOKYMEHTBI TPYNIUPYIOTCA B J€Jla 110 BHJAM U XPOHOJIOTMU C
OTHOCSILMMHUCA K HUM ITPUIIOKCHUSIMU:

yCTaBbl, IIOJIOKEHUS, WHCTPYKLUHU, YTBEP)KIECHHbIE PpACHOPAIUTEIBbHBIMU JTOKYMEHTAMU,
ABJISIFOTCS IPUIIOKEHUAMHU K HUM U TPYNIHUPYIOTCS BMECTE C yKa3aHHbIMH JOKyMeHTamu. Eciu
K€ OHHM YTBEP)KIEHbl B KauyeCTBE CaMOCTOSTEIBHOIO JOKYMEHTa, TO HX T[PYHNIUPYIOT B
OTJEJIbHBIE JIENa;

IIPUKa3bl 10 OCHOBHOM JEATEIBHOCTH TPYHIIUPYIOTCA OTAEIBHO OT MPUKA30B 110 JINYHOMY
COCTaBYy;

IPUKa3bl 10 JUYHOMY COCTaBY I'PYNIMPYIOTCS B J€Jla B COOTBETCTBUU C YCTaHOBJIIEHHBIMU
cpokamu uX XxpaHeHus. llenecooOpa3Ho mpu OosbIIMX 00BEMax JOKYMEHTOB IpHKas3bl 110
JUYHOMY COCTaBY, KacaroIMECs Pa3IMYHBbIX CTOPOH JEATENbHOCTH OpraHu3auuu (IpueM Ha
paboTy, yBOJIbHEHHUE U NIEpeMEIleHNe, KOMAaHIUPOBKY U T.J.), IPYIIIUPOBATh B OT/CJIbHBIE J€TIa;

[OPYUYEHUS BBIIECTOSAIIMX OPraHU3aLUN U TOKYMEHTHI 110 UX UCIOJHEHUIO IPYIIIUPYIOTCS B
Jiefia 10 HaIpaBJIeHUSIM JesITeIbHOCTH OpraHu3aliiy;

YTBEPKACHHbIE IUIAHBI, OTYETHI, CMETHI, JUMUTHI, TUTYJIbHbIE COUCKU U IPYTHE JIOKYMEHTHI
IPYNIUPYIOTCS OTIENBHO OT UX NPOEKTOB;

JOKYMEHTBHl B JIMYHBIX JI€JIaX PACIOJIaraloTCsl B XPOHOJOTMYECKOM IMOPAJKE MO MEpe HX
HOCTYIUICHHUS;

JUILEBBIE cYeTa pabouux M CAyXalluxX MO 3apabOTHON IulaTe TPYNIUPYIOTCS B OTAENbHBIE
Jiefia ¥ pacIoyiaratoTcsl B HUX 10 andaBuTy GaMuinid;

IPEIUIOKEHHS, 3asBICHUS M KaJoObl IpaXKJAaH IO BOIpocaM pabOThl OpraHU3aluud U BCE
JOKYMEHTBI 110 MX PAacCMOTPEHHUIO U HCIOJIHEHHUIO TPYIIUPYIOTCS OTAEIbHO OT 3asBICHUN
rpaX<AaH 0 JIMYHBIM BOIPOCAM;

nepenycka IpyNIupyeTcs, Kak MpaBUJIO, 3a KaJeHIApHBIA ToJ U CHUCTEMaTU3UpYeTCs B
XPOHOJIOTUYECKON  IOCIIEOBATEIIBHOCTH, JOKYMEHT-OTBET IIOMEINAETCd 3a JOKYMEHTOM-
3arpocoM. [Ipu BO30OHOBIEHMHM NEpENUCKH IO ONPEAEICHHOMY BOINPOCY, HayaBIIEHCS B
IpebIIYIIEM IOy, JOKYMEHThI BKIIOYAIOTCS B JEJI0 TEKYLIEro rojia ¢ yKa3aHUeM HHJEKca Aena
OpeabIAyIIero rojga. B 3aBUCMMOCTH OT chelU(UKH AESTEeIbHOCTH OpraHU3alMy Iepenucka
MOJKET TPYINIIUPOBATHCS TAKXKE 32 yUEOHBIN IO/, CPOK CO3bIBA BBIOOPHBIX OPTaHOB U T.I.

3.6. TpeOoBanus Kk opopmMIICHHIO AeJ1, IPUHUMAEMbIX B aDXHUB

3.6.1. Odopmnenue gen MNPOBOAUTCS PAOOTHUKAMH CIYKOBI  JOKYMEHTAI[MOHHOTO
oOecrieyeHHs yNpaBJIEHUS OpPraHU3alMd WIH JPYTUMH CTPYKTYpPHBIMH IOApa3IeNCHUSIMU, B
00513aHHOCTH KOTOPBIX BXOJUT 3aBe/leHUE U (POpMHUpPOBAHUE A€, IPU METOANYECKON MOMOLIN U
101 KOHTPOJIEM apXHBa OpraHU3aIUH.

3.6.2. B 3aBUCUMOCTH OT CPOKOB XPaHEHHS ITPOBOJUTCS MOJTHOE UM YaCTHYHOE 0(OPMIICHUE
Jel.

3.6.3. TlonmHoMy ogopMIIEHHIO MOAJIEKAT JieJia TOCTOSIHHOTO, BpeMEeHHOro (cBbiime 10 ner)
XpaHEHUs U 110 JINYHOMY COCTaBY.

[TomHOE OhopMITEHHUE NIENT TPEyCMATPUBACT:

MOJIIMBKY WJIU TEPeTIeT Jena;

HYMEPAIHUIO JINCTOB JIeNa;

COCTaBJICHUE JICTA-3aBEPUTEIIS;

COCTaBJIEHHE, B HEOOXOIMMBIX CITy4asixX, BHyTPEHHEH OMHCH JOKYMEHTOB;

BHECEHHE HEOOXOJMMBIX YTOYHEHHH B PEKBU3UTHI OOJOXKKH Jena (yTOuHEHHE Ha3BaHUS
OpraHu3aIliy, PETUCTPAIIMOHHOTO HHJIEKCA Jiefla, KpalHUX JIaT JieNla, 3aroJI0OBKa JIena).

Hena BpemenHoro (mo 10 neT BKIIOYMTENBHO) XpaHEHHUs TMOJUIEKAT YaCTUYHOMY
0(pOpMIICHHIO: JTOITyCKaeTCs HE MPOBOJUTH CHCTEMATH3AIMIO0 TOKYMEHTOB B JIeNe, JIUCTHI JeNa
HE HyMEpOBaTh, 3aBEpUTENbHbIC HAITUCH HE COCTABIIATD.



3.6.4. JIOKyMEHTBI, COCTABIISIOLINE JeNa, MOAIINBAIOTCS Ha 4 MPOKOJIa B TBEPAYIO OOI0XKKY
U3 KapTOHA WJIM TEpeIuieTaloTcsd C Y4E€TOM BO3MOXKHOCTH CBOOOIHOIO YTEHMSI TEKCTa BCEX
JIOKYMEHTOB, JaT, BU3 W PE30NIONUI Ha HUX. [Ipy mOAroTOBKE /A€i K MOAIIUBKE (IIEPEIuIeTy)
METAJJIMYECKHUE CKpeIuieHUsl (0yIaBKU, CKPETKHU) U3 TOKYMEHTOB yIAJSIFOTCS.

3.6.5. Jlenma TOCTOSIHHOTO XpaHEHUS, COCTOSIIME W3 0CO00 IIEHHBIX JIOKYMEHTOB HIIU
He(OPMATHBIX JOKYMEHTOB, XPAHATCS B 3aKPBITBIX TBEPIBIX Mamnkax ¢ TpeMs KialmaHaMu C
3aBsi3KaMM UJIM B KOpPOOKax.

3.6.6. Ilpu Hamuuuu B Jene HEBOCTPEOOBAHHBIX JIMYHBIX JOKYMEHTOB (YIOCTOBEPECHUMA
JMYHOCTH, TPYJAOBBIX KHIKEK, BOCHHBIX OMJIETOB) 3TH JOKYMEHTHI BKJIAJBIBAIOTCS B KOHBEPT,
KOTOpBI mofmuBaerca B neno. [Ipu Hammuumu OONBIIOTO KOJIMYECTBA TAaKUX JIOKYMEHTOB,
NOCJIEeTHUE U3BIMAIOTCA U3 1€ M Ha HUX COCTABJISIETCSl OTACIbHAS OIHCh.

3.6.7. B koHIe KaXJ0ro Jejia MOJIIMBAECTCS YHUCTBIM OJIaHK JHCTa-3aBEpUTENsl, a B Havaje
nena (Ui yueta 0cob0 IEHHBIX JOKYMEHTOB) - OJJaHK BHYTPEHHEH ONMKCH TOKYMEHTOB JIefIa.

3.6.8. B memax oOecriedyeHus COXPAaHHOCTH M 3aKPEIUICHUS IMOPSJIKA PACIOIOKEHHUS
JIOKYMEHTOB, BKJIIOYEHHBIX B JI€J0, BCE JIUCTHI 3TOTO Jena (KpoMe JHCTa-3aBEpUTENs H
BHYTPEHHEH OMUCH) HyMepyroTcs apabckumu LudpaMu BaJoOBOM Hymepanuedl B MpPaBOM
BEpPXHEM YIIIy JIUCTA MPOCTHIM KapaHIAIIOM WM HyMepaTopoM. JIMCTBI BHYTpEHHEH ommcu
JOKYMEHTOB JieJla HyMEPYIOTCS OT/IEIBHO.

3.6.9. JIucTsl 1€, COCTOSIIMX U3 HECKOJIBKHUX TOMOB WJIM YacTel, HyMEPYIOTCS MO Kaxa0My
TOMY WJIH 10 KaXJI0} YaCTH OTAEIBHO.

3.6.10. dororpaduu, UYEpTEXKH, IUATPAMMBI U JApPYrHe WUIFOCTPATUBHBIC JIOKYMEHTHI,
MPEJICTABIISIIOIINE CaMOCTOSTENbHBINA JIUCT B Jelie, HyMEPYIOTCSd Ha OOOpOTHOW CTOpPOHE Ha
BEPXHEM I10JI€ JIUCTA.

3.6.11. Cnoxennsriii muct (popmara A3, A2) pazBopaurBaeTcs U HyMEpPYyeTCs B IPaBOM YacTH
BepxHero mous aucrta. [lpu sTom et moboro Gpopmata, MOAMMTEIN 32 OJUH Kpal, HyMepyeTcst
KaK OJUH JIMCT; JIUCT, CJOXXEHHBIM W MOAIIUTBHIA 3a CepeluHy, MOMJICKHUT TMepelinuBKe U
HyMepyeTcs KaK OJIH JIUCT.

3.6.12. Jluctr c Harmyxo HakKIeeHHBIMH JOKyMeHTamH ((doTorpadusiMu, BbIpe3KamH,
BBIMMACKAaMH ¥ T.II.) HyMEPYEeTCs KaK OJUH JUCT. ECM K JOKYMEHTY MOJAKIIEEHBI OJJHUM Kpaem
JIpyrue JOKYMEHTHI (BCTaBKH TEKCTa, TMEPEBOMABI, BBIPE3KH W T.M.), TO KaXKIbIH TOKYMEHT
HYMEpYeTcs OTJENBHO.

3.6.13. TlommmThie B JEeN0 KOHBEPTHI C BIOXKEHUSMH HYMEPYIOTCS; MpPHU ITOM BHauaje
HyMEpyeTcs caM KOHBEPT, a 3aTeM O4epeTHbIM HOMEPOM KaKI0€ BIOKEHUE B KOHBEPTE.

3.6.14. TlopmmTble B J€/I0 JOKYMEHTBI C COOCTBEHHOH HyMmepauued JUCTOB (BKIIOYas
NIeYaTHBIE H3/IaHUsI) MOTYT HYMEpOBaThcs B OOIIEM MOPSAKE WIH COXPaHATh COOCTBEHHYIO
HYMEpALUIO, €CJIM OHA COOTBETCTBYET MOPSIJIKY PACHOI0KEHHUS JIUCTOB B JETIe.

3.6.15. B cnyuasax oOHapyxeHUs OOJBIIOr0 4YHCJIa OIMMMOOK B HyMEpaluu JIMCTOB Jejia
MPOBOAUTCA WX mepeHyMmeparus. [Ipu mepeHymepanuu JIMCTOB cTapble HOMEpa 3a4epKUBAIOTCS
U PSIJIOM CTAaBUTCSI HOBBI HOMEp JIMCTA, B KOHIIE Jie7la COCTABIISIETCSI HOBBIM JIMCT-3aBEPUTEIIb,
IIPU 3TOM CTapblif JTUCT-3aBEPUTEIb 3aUEPKUBACTCS, HO COXpaHsIeTCs B JeTe.

[lpy HanWuu¥M OTHENBHBIX OMMOOK B HyMEpalHWH JIMCTOB B JeJIaX TPU IMOJITOTOBKE HX
apXMBOM OpraHM3allMUd K T[epeJadye Ha TOCYIapCTBEHHOE XpaHEHUE JOIMYyCKaeTcs 110
COTJIACOBAHUIO C TOCYIaPCTBEHHBIM apXHBOM YIIOTPEOICHUE TUTEPHBIX HOMEPOB JINCTOB.

3.6.16. Jlucr-3aBepuTelib COCTaBJISETCS B JieJi€ Ha OTACIbHOM JHCTe, B KHHMIax - Ha
00OpOTHOI CTOPOHE TOCIEHETO YHCTOTO JIUCTA, B KAPTOTEKAaX - Ha OTIEIBHOM YUCTOM JIUCTE
dbopMaTa KapTOUKH.

Jluct-3aBepuTensb Aenia COCTABISETCS 10 YCTaHOBIEHHOU dopMme (mpuiiokeHue 9), B KOTOpoit
yKa3bIBalOTCS LU(PaMU U MPOIUCHI0 KOJIUYECTBO POHYMEPOBAHHBIX JIMCTOB Jieja, KOJMYECTBO
JIMCTOB BHYTPEHHEW OIMCH, OTOBAPHBAIOTCS 0COOEHHOCTH HyMEpaluyd HOMEpOB Jielia (HaIndne
JUTEPHBIX HOMEPOB JieNla, MPOIYIIEHHBIX HOMEPOB, HOMEPOB JIMCTOB C HAKJIECHHBIMU
¢dororpadusmMu, HOMEPOB KPYITHOPOPMATHBIX JIUCTOB, KOHBEPTOB C BIOKCHHUSIMHU U KOJIHMYECTBO
BJIO’KEHHBIX B HUX JIMCTOB), & TAK)KE YKA3bIBACTCS HAIMYKE B JieJie TUIOTPA(CKUX IK3EMIUISIPOB
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OpoIIIOp C KOJMYECTBOM JHCTOB B HHMX, €CIIM OHM HE OBLIM OTMEYEHHI B OOIIEH BaloBOM
HYMEpAaLUK B JIEJIe.

Jlucr-3aBepuTeNb J1ea MOANKICHIBACTCS €r0 COCTaBUTENeM. Bee mocienyomue n3MeHeH s B
COCTaBEe M COCTOSHUM Jena (IOBPEXKIEHUs, 3aMEHa MOIJUHHBIX OKYMEHTOB) OTMEUAIOTCS B
JMCTEe-3aBEPUTEIIE CO CCHUIKOM Ha COOTBETCTBYIOIIUH aKT.

3ampenaercss BBIHOCUTH JIMCT-3aBEPUTENIb Ha OOJIOKKY Jiela WM YUCThIM 000pOT JjucTa
nocjeHero JoKyMeHnTta. Eciu 1eno moammro wim mneperieTeHo 0e3 OiiaHka JUMCTa-3aBepuTers,
OH HaKJIEMBAETCsl 32 BEPXHIOIO YaCTh JIUCTA HA BHYTPEHHEW CTOPOHE OOJIOKKHU JAea.

3.6.17. BHyTpeHHSiI ONUCh JOKYMEHTOB JieJla COCTaBJISIETCS JUIsl y4eTa JOKYMEHTOB
IOCTOSIHHOTO M BpeMeHHoro (ceimie 10 Jier) XpaHeHHs, y4deT KOTOPBIX BbI3bIBAETCS
cneunrkoil naHHOK JOKyMeHTanuu (0co0o0 LeHHbIE, TUYHBIC, CyAeOHbIe, CIICICTBEHHBIC JIe/la U
T.J1.), a TaKXke A ydyeTra Jell IMOCTOSIHHOrO M BpeMeHHoro (cBeime 10 Jer) XxpaHeHus,
c(OPMHUPOBAHHBIX MO PA3HOBUAHOCTAM JOKYMEHTOB, 3arojIOBKH KOTOPBIX HE PAaCKPBIBAIOT
KOHKPETHOE COZIep)KaHUE TOKYMEHTA.

BHyTpeHHSII ONUCH COCTaBIIIETCS HAa OTACIBHOM JIMCTE€ [0 YCTAaHOBJICHHOW Qopme
(mpunoxxkenue 10), B KOTOpoil copeprkaTcsi CBEAEHUS O MOPSIKOBBIX HOMEpax JTOKYMEHTOB JIela,
UX WHJEKCAaX, JaTax, 3aroJOBKaXx M HOMEpAax JIMCTOB jaena. K BHyTpeHHEH OMUCH COCTaBIISETCS
UTOTOBasl 3alKCh, B KOTOPOH yKa3bIBalOTCS LM(paMH U MPOMUCHI0 KOJUYECTBO BKIIOYEHHBIX B
Hee JOKYMEHTOB M KOJIMYECTBO JIMCTOB BHYTPEHHEH OTHCH.

BHyTpeHHsss onuch NOANMCHIBAETCS €€ cocTaBuTeneM. Ecin 1eno mneperieTeHo Wiu
noqmuTo 0e3 OJlaHKa BHYTPEHHEH OIMMCH JTOKYMEHTOB, TO COCTABIICHHAs IO YCTAaHOBJICHHOW
¢dbopme onuch NOJKIEUBACTCS K BHYTPEHHEN CTOPOHE JIMIIEBOI 00JI0KKH J1ena.

W3meHeHns cocrtaBa JOKYMEHTOB jeia (M3bATHS, BKIIOUEHHS JOKYMEHTOB, 3aMeHa HX
KONMSMU M T.J.) oTpaxaroTcs B rpage «lIpumedanus» co cChlIKaMH Ha COOTBETCTBYHOILUE
akThl. Ilpn HEOOXOIUMOCTH COCTaBISETCS HOBAas WTOTOBAas 3allMCh K BHYTPEHHEW OMHCH U
3aBepUTeNbHAs HAIIUCh JIelIa.

3.6.18. O06soxKa aena MOCTOSTHHOTO, BpeMeHHOro (cBeime 10 yieT) XpaHeHus MO JTUYHOMY
COCTaBy COCTaBIIsieTCcA M opopMIIsieTcst o ycTaHOBIEHHOH (opme (mpuitoskeHue 11), B kotopoit
YKa3bIBAlOTCS. HAMMEHOBAHHWE OPTraHW3allMH, CTPYKTYPHOTO TIOJpa3JeNIeHusl, HWHJICKC Jiena,
apxuBHBIN muUGp aena, Homep Aena (ToMa, YacTH) MO TOJO0BOMY pa3Jiely CBOJHOM ONHUCH e,
3aroJIOBOK Jefa.

Ha 00n0XKe Jes MOCTOSHHOIO XpaHEHUs IpelycMaTpUBAeTCs MECTO JJIsi HauMEHOBAHMS
TOCYJapCTBEHHOTO apXUBa, B KOTOPBIH Jena opraHu3auu OyayT MPUHSTHI, 0003HAYeHUsT KOJOB
roCyJapCTBEHHOT'O apXKBa M OpraHU3alllu.

[lpr W3MEHEHWW HAMMEHOBAHMS OPTaHHW3AIMH (CTPYKTYPHOTO IOJPA3/CiCHUsI) B TCUCHHE
IepuoJia, OXBaThIBAEMOT0 JOKYMEHTAaMH Jejia, WU IpU [epeaaye Jeia B Ipyryro OpraHu3aluio
(B mpyroe cTpyKTypHOE Mojipa3fielieHne) Ha 00JIOKKE Jiela YKa3blBaeTCsi HOBOE HaMEHOBaHHE
ATOM OpraHu3alii ¥ OpraHU3alUH-TIPABOIIPEEMHIKA, a TpeXHee HAUMEHOBAaHHE OpraHu3aluu
(CTPYKTYpHOIO IO/Ipa3/iesieHus1) 3aKI0YaeTCsl B CKOOKH.

3arojoBOK Jefla Ha OOJIOXKKE Jell NMEePEeHOCUTCS W3 HOMEHKJIATYphl NIl OpraHU3aliH,
COTJIACOBAHHOW C JKCIIEPTHO-TIPOBEPOYHON KOMHCCHEH COOTBETCTBYIONIETO apXHBHOTO
yupexaeHus. B Heo0X0AUMBIX CilyyasiX B 3arojIOBOK BHOCSTCS YTOYHEHHs (HOMEpa MpPUKa30B,
MIPOTOKOJIOB H JIP.).

B Tex ciydasx, korja Aeiao COCTOUT U3 HECKOJBKUX TOMOB (4YacTeil), Ha 00JIOKKY KakJ0ro
TOMa (4acTH) BEIHOCUTCS OOIIMI 3aroJI0OBOK Jieja U 3arojIOBOK Ka)10T0 TOMa (Y4acTH).

B 3aromoBkax jen, cojepKaliMxX KOMUU JOKYMEHTOB, YKa3bIBaeTCs HUX KOIUHHOCTD.
[ToymMHHOCTH TOKYMEHTOB JIeJia B 3ar0JIOBKE HE OTOBaPHBACTCS.

Ha oOnoxke pgenma ykasplBaloTCs apaOCKuMU LupaMu KpailHHe naaThl Jena - roji(bl)
3aBEJICHUS U OKOHYAHWUSI JeTIa.

Ecnu B meno BKIIIOYEHBI JOKYMEHTHI (TMPHJIOKEHHS M T.I.), JaThl KOTOPBIX BBIXOJAAT 32
KpaifHue JaThl Jiefla, TO MO/ IaTaMH Jiejia, C HOBOM CTPOYKH JienaeTcsi 00 STOM 3aluCh: «B JeNe
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UMEIOTCS JJOKYMEHTBI 3a ... TofA(bl)». JlaThl nema MOTyT He yKa3bIBaThCsl Ha OOJIOKKE e,
COJIEp KAIINX T'OIOBBIE TUTAHBI M OTYETHI, TAK KaK OHU OTPAKAIOTCS B 3ar0JIOBKax Jiedl.

Kpaiinumu gatamu 1en, coJepikaiux OpraHu3aluOHHO-PACIIOPSAUTENIbHYIO, TBOPUECKYIO U
WHYIO JOKYMEHTAIMI0 (IIPOTOKOJIbI, CTEHOIPAMMBbI, MUChbMa, JOKJIaAbl U T.A.), JUISI KOTOPBIX
TOYHAs JIaTUPOBKA MMEET BAXXHOE 3HAUCHHUE, a TAKXKe JIeJl, COCTOSLIUX U3 HECKOJIBKUX TOMOB
(dacreil), MPOCTABIAIOTCS KpalHHWE JaThl JOKYMEHTOB Jelia, T.e. JaThl PETUCTpaIuu
(cocTaBiieHHsT) CaMOTO PaHHET0 U CaMOTO MO3THEr0 JOKYMEHTOB, BKIIOUEHHBIX B JIETIO.

Ecnu nenom siBisieTcst )KypHaJI perucTpamyy MPUKa30B, PACOPsHKEHUN | T.11., TO 1aTOH Jera
OyIyT TOUHBIE KaJIEHAApHBIE JaThl IEPBOM U MOCJIEIHEN 3alIUCEll B )KypHAJIE.

KpaiiHumu nmaramm  jgena, CoOJEp)Kallero MPOTOKOIbI  3aCeIaHMi, SIBISIOTCS — J1aThl
yTBEpXKJICHUS (11 JIOKYMEHTOB, KOTOpPBIE YTBEP)KAAIOTCS) WM COCTABJICHHUS IEPBOTO U
MOCJICTHETO MPOTOKOJIOB, COCTABJISIFOIIUX JIETI0.

Kpaiinumu patamu JUYHOrO Jejia SIBJSIIOTCS JaThl TMOJANMCAHMUS TIpUKa3a O MpUEME U
YBOJIBHEHHUH JIMIIA, HA KOTOPOE ATO JIEJI0 3aBECHO.

O0s13aTeNIbHBIMUA PEKBU3UTAMH OOJIOKKH JI€JIa SBIISIOTCS KOJIUYECTBO JIUCTOB B JIEJI€, KOTOPOE
MIPOCTABIISICTCS] HA OCHOBAaHUU 3aBEPHUTEIIBHON HAJIIIMCH JIeIa, M CPOKHM XpaHEHHUs Jena (Ha Jenax
MOCTOSTHHOTO XPaHEHUs MTUIIETCS: «XPaHUTh TTOCTOSTHHOY).

3.7. CocraBiieHue ¥ 0(pOpMJIEHHE ONIHCEH eI

3.7.1. dAns obecriedeHns KOMIUICKTOBAHUSI apXWBa B OpPraHU3allM HA BCE 3aBEPIICHHBIC B
JIEJIONPOU3BOJICTBE JieNia TOCTOSHHOTO, BpeMeHHOro (cBbiiie 10 jeT) XpaHeHUs U M0 JUYHOMY
COCTaBy, MPOIIEANINE YKCIEPTH3Y HEHHOCTH, COCTABIISIOTCSI apXUBHBIE OTHCH.

ApxuBHasE OMUCh (Hajgee - OMNHCh) - OTO AapPXUBHBIA CHPABOYHHK, COZIEpKAIIUN
CHCTEMATH3MPOBAHHBIM TEPEYeHb EIWHUI] XpaHCHHWs apXUBHOTO (OHIA, KOJUICKIMH U
MpeIHa3HAYCHHBIN JJI UX y4eTa ¥ PACKPBITUS COJIEPIKaHUS.

OnwucH coCTaBISAIOTCS OTAETBHO: Ha JIeNia MOCTOSTHHOTO XPAaHEHUsI, Jiejla BPEMEHHOTO (CBBIIIIE
10 net) XpaHeHus; Aena 1Mo JUYHOMY COCTaBy; Jielia, COCTOSIINE U3 JOKYMEHTOB, XapaKTePHBIX
TOJIBKO JIJIsL JAHHOM opraHu3aiuu (Cyne0HbIe, CeCTBEHHBIE JIeia, HAyYHbIE OTYETHI 110 TEMaM U
T.IL.).

OtnenpHasi OMHUCh TPENCTABIs€T COOOW TEepedYeHb JeJl C CaMOCTOSTEIIbHOW BaJlOBOM
(mopsiIKOBOI) HyMepalue.

3.7.2. B opraHuzanuu, B KaXJOM CTPYKTYPHOM TOJpPA3JIEIIEHUN OIMCH COCTAaBIISIOTCS
€XKErofHO MOJI HEMOCPEJICTBEHHBIM METOJMYECKUM PYKOBOJCTBOM apxuBa. [lo 3TuM ommcsam
JOKYMEHTHI TiepeaaroTcss B apxuB. OMUCH, TIOATOTOBIICHHBIE CTPYKTYPHBIMH TOJIPA3/IEICHUSMH,
CJIy’KaT OCHOBOM JJIsi OJTOTOBKM CBOJIHOM ONMCH JIeNl OpraHu3alluy, KOTOPYIO TOTOBUT apXUB U
10 KOTOPOI OH C/IA€T Jieia Ha TOCTOSSHHOE XpaHEeHHUE.

Onucu Jen CTPYKTYPHBIX MOJpPAa3/eNeHUul COCTaBISIOTCS 10 YCTaHOBJIEHHOM (opme
(mpunokenue 12) B Tpex dK3eMIUIIpax W IPEICTABISIOTCS B apXWB OPTaHM3AlUU 4epe3 ToJ
1I0CJI€ 3aBEPILEHUs JIeT B €TI0 POU3BO/ICTRE.

3.7.3. OmnucatenbHasi CTaTbhsl ONMUCH JIe] CTPYKTYpHOTO IOJApA3JENEeHUs BKIIOYAeT B ceds
CJICYIOIINE HIIEMEHTBI:

MOPSAIKOBBIM HOMEp Jesa (ToMa, YaCTH) MO OIUCH;

MHJIEKC Jiefa (ToMa, 4acTH);

3arojIoBOK Jiena (ToMa, 4acTH), MOJTHOCThIO COOTBETCTBYIOLIUIM €ro 3arojIoBKY Ha OO0JIOXKKE
nena;

JIaThI J1e1a (ToMa, YacTH);

KOJINYECTBO JIMCTOB B Je)ie (TOME, YaCTH);

CPOK XpaHEHus Jena.

3.7.4. llpum cocTaBIeHMH ONHCH J€J1 CTPYKTYPHOTO TMOJpa3JeNeHusi CoOI0aa0Tcs
ciemyromye TpeOOBaHMS:

3aroJIOBKH JIeJI BHOCSTCS B ONKCh B COOTBETCTBUU C NMPHUHATON CXeMOH cucTeMaTHU3aluu Ha
OCHOBE HOMEHKJIATYPHI JIEIT;
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KaXJI0€ JIEJI0 BHOCUTCSI B OMHUCH IOJ] CAMOCTOSITEIbHBIM MOPSIKOBBIM HOMEPOM (€ciiv JIeI0
COCTOUT W3 HECKOJIBKMX TOMOB WJIM 4acTeW, TO KaXXIblii TOM WM YaCTh BHOCATCS B ONKCH MOJ
CaMOCTOSITEJIbHBIM HOMEPOM);

MOPSIIOK HyMEpalUU JIeJ B ONKUCH - BAJOBBIA 3a HECKOJBKO JIET; MOPSAOK IPUCBOCHUS
HOMEPOB OIUCAM CTPYKTYPHBIX MOJIpa3/IeJICHUI yCTaHABIUBACTCS O COTJIACOBAHUIO C APXUBOM;

rpadpl ONUCH 3aMOJIHAIOTCS B TOYHOM COOTBETCTBHM C TEMH CBEJACHUSMHU, KOTOPHIE
BBIHECECHBI Ha 00JIOKKY JIeTa;

IIPU BHECEHUU B ONMCh MOAPSA I C OJWHAKOBBIMM 3arojOBKaMH IHILETCA IOJHOCTHIO
3aroJIOBOK MEPBOTO JIENa, & BCE OCTALHBIC OAHOPOIHBIC JIea 0003HAYAIOTCs ciioBaMu « 10 ke,
IIPU 3TOM JAPYTue CBEICHUS O JieJaX BHOCATCS B OMHUCH IMOJIHOCTHIO (Ha Ka)KIOM HOBOM JIUCTE
OMMCH 3aroJIOBOK BOCIIPOU3BOIUTCS MTOJIHOCTHIO);

rpada onucu «lIpumedanus» UCNONb3yeTcs ISl OTMETOK O MpHEME /e, 0OCOOCHHOCTIX HX
(U3HYECKOTO COCTOSIHUS, O Tepenade ae JPYTHM CTPYKTYPHBIM MOJPa3ICICHHUSIM CO CCHUIKOM
Ha HEOOXOAMMBIHN aKT, O HATMYUK KOMUHN U T.II.

B koHI11e onucu Benes 3a MOCIIEIHEN OMUCATEbHONW CTaThE! 3aII0IHAETCS UTOrOBas 3aIKCh, B
KOTOpOM yKa3bIBatOTCs (LIM(ppaMu 1 IPONUCHIO) KOJIMYECTBO /1€, IEPBHIN U MOCIETHUI HOMepa
JIeJT TI0 OIHUCH JeJI, a TAaK)KE OTOBAPHBAIOTCS OCOOCHHOCTH HyMEpaIluu JeJl B ONMUCH (HATHIUE
JUTEPHBIX U MPOMYIICHHBIX HOMEPOB).

Onuch fen CTPYKTYPHOTO MOJpa3eieHUs MOJIMUCHIBAETCA COCTABUTEIEM C YKA3aHHEM €ro
JIOJKHOCTHU M YTBEPKIAETCS PYKOBOJUTEIEM CTPYKTYPHOTO MOIpa3AeICHUSI.

[To TpeboBaHMIO apXxWBa OpraHU3aIlMU K OIMUCH MOTYT COCTAaBJISATHCS OTJIABJIICHUE, CIUCOK
COKpaIleHUH, yKa3aTelu.

3.7.5. Ha ocHOBe omucel J1ea CTPYKTYPHBIX MOJpa3/eIeHUN COCTaBISAECTCS TOJOBOM pa3iel
CBOJHOM ONMCH JI€J OpraHu3aliy, MOArOTOBKAa KOTOPOTO BO3Jaraercs Ha apXuB OpraHHU3alUu
MOJ HEMOCPEJICTBEHHBIM METOJUYECKUM PYKOBOJCTBOM COOTBETCTBYIOIIETO apXUBHOTO
YUPEKICHUS.

3.7.6. B rogoBoii  pa3men  CBOAHOM  OHNMCHM  Ji€J1  TOCTOSIHHOIO  XpaHEHUs
BKJIFOYAIOTCS 3arOJIOBKM JIeJ TOCTOSHHOTO XPAaHEHHUs, OTJIOKMBILMUXCA B TEYEHHE Troja B
NESATeTbHOCTH CTPYKTYPHBIX TOJpa3JeieHui, M 3aroJIOBKU Jed, CPOPMHUPOBAHHBIX U3
JIOKYMEHTOB, BBIJEIEHHBIX M3 /i€l C BPEMEHHBIMU CpPOKAMHM XPAHEHHS, MUMEBIIUX OTMETKY
«OIIK», mpuyeM TONBKO MOCIE CBEPKM HMX CO CBOJHOW HOMEHKJIATYpOH 3a TOT K€ roJl u
MPOBEPKU TPaBUIBLHOCTU (opMUpoBaHusS W odopmieHus naen. B HeoOXOIMMBIX ciydasx
3arOJIOBKM e YTOUHSIOTCS, JeJia TOJBEPraloTCs PacCIIMBKE W NepePOpMUPOBAHUIO TPHU
oOHapyXeHHH, YTO JAeN0 chopMHPOBAHO HEMPABHUILHO.

3.7.7. TonoBoW pa3den CBOJHOW OIWCH €N TOCTOSHHOTO XPaHEHUS COCTAaBJSIETCS IO
ycTaHOBJIeHHOU (hopme (mpuiiokenue 1). DneMeHTsl onrcaTeIbHON CTaThU M MOPSI0K BHECCHHUS
3aroJIOBKOB JI€J B TOJIOBOM pa3zen CBOJAHOM OMMCH JE€N MOCTOSIHHOI'O XPaHEHHWs, 3alOJHEHHE
rpa¢ aHaJOTMYHBI HJIEMEHTaM U MOPAIKY, U3JI0)KEHHBIM B MMyHKTax 3.7.3 - 3.7.4.

[lepBomMy rogoBoMy paszieny CBOJHOHM omucHu aen (oHJa MPUCBAUBAETCS HOMEP IO JIUCTY
doHa, Bce MOCIEAYIONINE TOAOBBIE pa3[eNbl YUCIATCS 3a STUM HOMEpPOM A0 00pa3zoBaHUS
3aKOHYEHHOW OIHCH.

3.7.8. 3arosoBKH Jel, BKJIIOUEHHBIE B TOJAOBOW pa3jiesl CBOJHOM ONUCH €1 MOCTOSHHOTO
XpaHEeHUs, HyMEPYIOTCS B BAJIOBOM TTOPSIJIKE.

3.7.9. 3aronoBku JOMOIHUTEIBHO OOHAPYKEHHBIX TN B 3aBUCHMOCTH OT UX KOJIMYECTBA
MOTYT OBITh BHECEHBI B TOJIOBOM pa3/ien MOl JUTEPHBIMH HOMEPAMH B COOTBETCTBHH C MPUHITON
cUCTEeMaTu3alluel Wik B KOHEI] TO0BOr0 pasiena.

[locne BHeCeHHWS B OMUCh 3aMHCEH O TOCTYIUICHHWH WM BBIOBITUH 1€ COCTaBJISETCS
OKOHYATeJIbHAasi MTOrOBasi 3aluCh, B KOTOPOM YKAa3bIBAIOTCS TAKXKE OCHOBAHUS BHECEHHBIX
W3MEHEHUH.

Bnecenue B rofioBoii pa3zen CBOAHOW OMMCH /€7 U3MEHEeHU nocie yrBepxaeHus ero DK
aApXUBHOTO YUYPEXKICHUS AOmyckaercss Toibko mnocie npuHatus OIIK, yrBepauBmiend 3TOT
paszell, COOTBETCTBYIOLIETO PEIICHUS.


http://www.infosait.ru/norma_doc/44/44229/index.htm#i606581
http://www.infosait.ru/norma_doc/44/44229/index.htm#i156865
http://www.infosait.ru/norma_doc/44/44229/index.htm#i165157

3.7.10. K mnepBoMy TroJI0OBOMY pa3jelly CBOJHOM ONHUCH i€l TMOCTOSIHHOIO XpaHEHUs
COCTaBJISieTCSl TMpPENUCIOBHE M TPU HEOOXOAWMOCTH - YyKa3aTeld, OIJIaBJIeHHE, CIHCOK
COKpAILEHHBIX CJIOB, KOTOPHIE COCTABIISIFOT CIIPABOYHBIH anmapar roJloBOro pas/enia OnucH.

3.7.11. B mpenucioBue BKIOYAIOTCS CBEACHUS 00 OCHOBHBIX HAINPABJICHUSIX JIEATEIILHOCTH U
CTPYKTyp€ OpraHu3aluy 3a IEepUOJ, KOTOpBI OXBATHIBAIOT [€J1a ONMCH; JaeTcs KparTkas
XapaKTepUCTHKA COJEpXKaHUS M TMOJHOTHl JOKYMEHTOB (OHJA, BKJIIOYEHHBIX B pas3zel;
yKa3bIBACTCSl HAIMYHE JIEJ, BBIXOISIIUX 32 XPOHOJOTHYECKHE TI'paHUIBI (OHIA; OTMEYAIOTCS
HauboJee TUITMYHBIE TPYIIIHI €T, KaK M0 Pa3HOBUAHOCTSM JOKYMEHTOB, TaK U MO COAEPIKAHUIO;
JlaeTcsl KpaTKasi XapakTepUCTHUKA COAEpIKaIlelcss B ONUCH MH(OPMAIMK O IMOJBEJOMCTBEHHBIX
WIM BBIIIECTOSIINX OPraHU3aIUsaX; OCBEUIAIOTCS OCOOCHHOCTH (OPMHUPOBAHUS, ONHCAHUS U
CUCTEMATH3allMM 3aroJIOBKOB JI€J, HAJMYME CIPaBOYHOIO ammnapata K pas3zelly, OCHOBHbIE
MIPUHIIMIIBI €TO0 COCTABIICHUS U TOPSAOK [OJIb30BAHUS UM.

[IpenucnoBre NOANMUCHIBAETCS COCTABUTENIEM C YKa3aHUEM JOJDKHOCTH M JIaThl COCTABICHUS
MPEMCIIOBUS U 3aBEIYIOIIUM apXHUBOM OpPraHU3alMH (JIULIOM, OTBETCTBEHHBIM 32 apXUB).

3.7.12. OrnaBieHue COCTABISAETCS, €CJIM B I'OJJOBOM pa3/eie CBOAHON ONUCH €Nl UMEIOTCS
noJpas3fensl, apyrue, Oojee MeNKHe TpPYMNbl Jel, CIpaBOYHBIA ammapaT K paszeny. B
OIJIaBJICHUU TEPEUYMCIAIOTCA: IPEIUCIOBHUE, CIHUCOK COKpalleHUHd (CoCTaBiieMbld B
HEOOXOUMBIX CIIydasix), Ha3BaHHUS BCEX MOAPA3JIEIOB U 00Jee METKUX TPYIII JeJ1, BKIIOUEHHBIX
B pasze, yka3aTenau (eciau OHU UMEIOTCS).

3.7.13. T'ogoBoii pa3zies CBOJHOM OIMUCH JI€JT COCTABIISIETCS B 4-X AK3EeMILIsIpax.

['onoBble paznenbl, €CIM OHU HE SIBJSIIOTCS 3aKOHUYEHHOM OIMCBIO, HE TMOAIIMBAIOTCS U HE
MEPEeTJICTAIOTCS; OHU JOJDKHBI XPAaHUTHCS B MAIKaX C KJIalaHaMu U 3aBA3KaMHU.

3.7.14. TonoBoi pa3znen CBOAHOW OMNHUCH JEN TOCTOSIHHOIO XPaHEHUS IOJUIEKUT
pacemotpennto [[OK (OK) opranusanuu, mocie 4ero B ciiyuyae COIVIaCOBAaHUS B KOHIIE pa3zelia
craBurcs rpu¢ «CornacoBano» ¢ ykazanuem Homepa npotokona LIDK (3K) u nate! 3acenanmus,
HA KOTOpOM OH ObU1 paccmoTpeH. OnoOpeHHBIE TOIOBBIE pa3feNibl HAMpaBISIOTCS Ha
pPacCMOTpPEHHE apXMBHOI'O YUYPEKIEHHS B COOTBETCTBUM CO CpPOKaMH, YCTaHOBJIECHHBIMU
rpaduKoM IpejcTaBieHus onuceil aen Ha paccmoTpenue DIIK apxuBHOro ydpexaeHus, HO He
MO37HEE YeM uepe3 2 roja, a HEeHTpPaJIbHBIM apXWBOM MMHHCTEPCTBa, BeaoMcTBa Poccuiickoit
®denepanun (LEHTPAIbHBIM OTpPAciIeBbIM apXMBOM IPH MUHUCTEPCTBE, BeIOMCTBE Poccuiickoit
O®enepanun) - yepe3 4 roaa Mocie 3aBepIIECHUs JEIONPOU3BOJACTBOM JI€J, BKIIIOUEHHBIX B
paznen. [IpencraBnsitores 4 ero SK3eMILIsIpa.

[Tocne yTBepxkaeHus rogosoro paszzaena DK apxuBHOTo yupekaeHHs pa3fiesl YTBEpKIaeTcs
PYKOBOAMTENIEM OpraHU3alMH, 3aT€M IMEPBBIA dK3EMIULIP FOJOBOrO pas3jieia CBOJAHON OIMCH B
KayecTBE KOHTPOJBHOTO NEPENacTcsl B TOCYJAapCTBEHHBIH apXuB, OCTAJIbHBIE OCTalOTCAd B
OpraHM3aIHy.

3.7.15. HeckosbKO TOJOBBIX Pa3/IeNIOB CBOJHBIX OIKCEH e MOCTOSHHOTO XPaHEHUs WIN
OJIMH TOJOBOW pa3fiell, YUCIIO 3aroJOBKOB JIeJl B KOTOPBIX JAOCTUIJIO YEThIPEX3HAYHOH LUQPHI,
CUUTAIOTCS 3aKOHYEHHON apXUBHON OMUCHIO.

B opraHmsanusx ¢ HeOONbIIMM OOBEMOM €XEroJHO 00pa3yrolMXcs A€l MOCTOSHHOTO
xpa"eHus: (mo 200 mem) omWCh CUMTAETCS 3aKOHUYCHHOW, €CIM B HEE BKIIOUEHBI TOJO0BBIC
pa3elibl CBOJHBIX ONKCEH /1€ IOCTOSIHHOTO XPAaHEHUS 3a 5 JIeT.

3.7.16. Kaxxn0o¥ 3aKOHYEHHOW OMUCH MPUCBAUBAETCI HOMED.

3.7.17. 3akoHUEHHasl ONHUCHh MMEET CAMOCTOSTEIBHYIO HYMEpAlMIO 3arojOBKOB i€, K HEW
COCTaBJISIFOTCS UTOrOBasl 3alKCh U 3aBEpUTENIbHAs HaANuCh. MToropas 3amnuch u 3aBepUTEIbHAS
HaaAmuch (mpuioxkeHue 13) K 3aKOHUEHHOM OIMMCH COCTaBISIOTCS TaK JK€, KaK K TOJOBOMY
paszenny CBOJIHOU OIMKCH JEII.

ITpu 3TOM 3aBepUTENbHBIE HAANKMCH, COCTABICHHBIE K FOJOBBIM pa3/iejaM CBOJIHBIX ONHUCEN
JeJ1, U3BIMAIOTCSI.

3.7.18. O06s13aTeIbHBIM JIEMEHTOM O(QOPMIICHHS 3aKOHUYEHHON OMMCHU SIBIISICTCS TUTYJIbHBIN
ucT (mpuitokenue 14).

Ha TuTynpHOM nHcTe 3aKOHYEHHON ONUCH A€ IOCTOSIHHOIO XPAaHEHUS YKAa3bIBAOTCSL:
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Ha3BaHue (HOHAA;

Homep (poHna;

HOMEp OIINCH;

Ha3BaHUE OIMCH, KOTOPOE BKJIOYAET YKa3aHUE KaTeropud JOKYMEHTOB (IIOCTOSHHOTIO,
BPEMEHHOI'O XpaHEHUs, [0 JUYHOMY COCTaBy M T.JA.), COJEp)KalUXcsi B JellaX, 3arojOBKU
KOTOPBIX BKJIOYEHBI B OIHCH;

KpaiiHue J1aThl J€J1, BKIIOUYEHHBIX B OIUCH.

[Tepen HazBanueM (hOHJIA HA TUTYJIBHOM JIUCTE OCTABJISETCA MECTO Ui HAMCAHUS MOJIHOTO
Ha3BaHUs TOCYAApCTBEHHOTO apXHBa, B KOTOPOM OYAYT HMOCTOSHHO XPAaHUTHCS Jejia TaHHON
OpraHu3aluH.

3.7.19. K 3akoHYEHHOH OmNuUCH 00S3aTENHLHO COCTABIISIOTCS OTJIABIICHUE WM TPEIMCIOBHUE, a
TaKXe yKa3aTeJd U CIIMCOK COKPAILEHHBIX CJIOB, IPY HAJIMYUH [TOCIEIHUX B TOJ0BBIX pa3zesnax.

3.7.20. 3akoHuUEHHAasl ONMCHh BMECTE C TUTYJIbHBIM JIMCTOM M CIIPABOYHBIM amlapaToM K Hel
3aKJII0YAETCs B TBEPYIO 00JIOKKY U MEeperIeTaeTcs.

3.7.21. B romoBoil pa3nen CBOJHOW omucH neia BpeMeHHoro (ceimie 10 ser) XpaHeHUs
BKJIIOYAIOTCSL 3ar0JOBKM JI€J, OTJIOXMBIIUXCSA B TEUEHHE roja B JEATEIBHOCTU CTPYKTYPHBIX
IIOAPA3/ACIICHAMN.

[Topsiiox BHECEHUS 3arojOBKOM JIeJl M TOAOBOM pa3jiesl aHaJOrMUYeH MOpsIKY, YKa3aHHOMY B
mo. 3.7.4, 3.7.6 - 3.7.9.

["ooBo#i pa3zaen CBOJHOM ONMUCH /i€l BpeMEeHHOro (cBbiie 10 J1eT) XpaHeHHs cOCTaBIseTCs
o ycraHoByiieHHOH (opme (mpunoxenue 2). [Topsmok 3amonHeHws! Tpad) ONMUCH, HyMepaluu
3aroJIOBKOB JIeJ Pa3Jiena, COCTABICHHsI UTOTOBOM 3allMCH U 3aBEPUTENIHON HAAMUCH K pa3lieny
aHAJIOTHYEH TOPSIKY, yKazaHHoMy B . 3.7.7 - 3.7.9, 3.7.17.

Cucremaruzanusi 3aroJIoBKOB /€1 B TOJOBOM pasfiesie CBOJHOM ONUCH A€l BPEMEHHOTO
(cBbime 10 7er) XpaHeHUS COOTBETCTBYET CHCTEMAaTH3allUd 3arojIOBKOB JI€I B CBOJHOM
HOMEHKJIaType JIeJl 3a 3TOT e Tof.

[Tpu HEOOXOAMMOCTH K TOJ0BOMY pa3Jiely 3TOW OINUCU COCTABIISIOTCS OIJIABJIEHUE, CIIMCOK
COKpaIeHHBIX CJI0B (cMm. 1. 3.7.10).

['onoBoit pa3gen cBOAHOM omHcH Jed BpeMeHHOro (cBeiie 10 jeT) XxpaHeHus rnevyaTtaercs B
JBYX 3K3eMIusipax u onodpsiercsa BHavaie LIOK (OK) opranmsanuu, a 3atem yTBepxkIaeTcs ee
PYKOBOJUTEIIEM.

3.7.22. 'opoBo# pazzen CBOJHOM ONMUCH JEJ IO JINYHOMY COCTaBY UMEET YCTAaHOBJICHHYIO
dopmy (mpunoxenue 3). [lopsmok 3amonHenus rpad, GopMbl omHcH, HyMEpalHuy 3aroJOBKOB
JIeN pa3zienia, COCTaBJIEHUSI UTOTOBOM 3alMCH U 3aBEPUTEIbHON HAAMMCHU K pa3/iely aHAJIOTHYEH
NOpS/IKY, YKazaHHoMmy B . 3.7.7 - 3.7.9, 3.7.17.

3.7.23. 3arosoBKM A€l B TOJOBOM pasfeiie CBOJHOM OMHMCH €N IO JINYHOMY COCTaBy
CUCTEMATHU3UPYIOTCS 10 HOMMHAJILHOMY MPU3HAKY C YYETOM CIIEeIYIOIIEeH MMOCIe0BATEIbHOCTH:

IpUKa3bl (pacropsKeHus) 10 JINYHOMY COCTaBY;

CIIUCKH JIMYHOTO COCTAaBa;

KapTOUYKH [0 YYeTy JINYHOTO cOCTaBa (MPU OTCYTCTBUU OTJEIILHON OMUCH JIMYHBIX JI€J1);

JMYHBIE Jiena (IpU OTCYTCTBUU OTIEJIBHOMN OMUCH JIMYHBIX JIEN);

JMIEBbIe cyeT pabouux M CIyXKalMx Mo 3apaboTHOHM miaTte (pacyeTHble BEAOMOCTH IO
3apruiaTe);

HEBOCTpeOOBaHHBIE TPYOBbIE KHMKKHU (TIPH OTCYTCTBUU OTAEIBHON OIHCH);

aKThl O HECUACTHBIX CITydasix.

YkazaHHbIe BUIbI JOKYMEHTOB, 00pa3yoluecs B OpraHu3aluu B OOJBIIMX 00beMax, MOTYT
BBIJIETISITHCSL B CAMOCTOSATEIbHBIE TOI0BbIE pa3fiesibl OMUCH (JIMYHBIE Jela, TPYJOBble KHUXKKUA U
T.1.). JInuHbIe fena (JMYHbIe KapTOUYKH) BHOCATCS B CBOJHBIN TOJIOBOM pa3JieNl OMHMCU MO IOy
YBOJILHEHUS JINIIA, HA KOTOPOE 3aBEACHO JIMYHOE JIEJI0, U CUCTEMATU3UPYIOTCS MO aj(aBuUTYy.

[Tpy HEOOXOIMMOCTH K TOJJOBOMY pa3fiesly CBOJHOW OMUCH JIed M K 3aKOHUYCHHOH OMHCH el
10 TMYHOMY COCTaBY COCTAaBJISIIOTCS OTJIaBJICHHUS, YKa3aTelId U CIIHCKU COKPAIIEHHBIX CJIOB.
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I'onoBoil paszen CBOAHOM ONMCH JEN IO JIMYHOMY COCTaBy OpraHU3aluH, Iepefaromein
JOKYMEHThl Ha IOCTOSIHHOE XpaHEHHe, IeyaTaeTcs B TpeX HSK3eMIULIpax, IOJIMUCHIBAETCS
COCTAaBUTEJIEM, 3aBEPAETCS HAYAJIBHUKOM OTJEJla KaJapoB (MHCIEKTOPOM IO KajgpaMm) U
npeacrasisiercss Ha paccmorpenue 1[OK (OK) opranmszanuu. Ilocne omobpenus pasaemna [[OK
(OK) on mnomnexut cornacoBanuto ¢ OIIK COOTBETCTBYIOIIETO ApXMBHOTO YUYPEXKACHUS U
YTBEPKACHUIO PYKOBOJUTEIIEM OpraHU3aI[1H.

[Topsimox cocraBieHuss ¥ OGOPMIICHUS 3aKOHUYCHHOH OIMUCH JIeJI IO JMYHOMY COCTaBY
aHAJOTHYEH TOPSAIKY, YKazaHHomMy B 1. 3.7.16 - 3.7.20. dopma THUTYIBHOTO JIMCTA K
3aKOHYEHHOW ONHUCH Jel 1O JHUYHOMY COCTaBy HJEHTHYHA (opMe THUTYIBHOTO JHCTa K
3aKOHYCHHOM OIMKCH JIeJ TIOCTOSIHHOTO XpaHeHus (npuioxenue 14).

[Topsimok coctaBneHust U OQOPMIICHUS! ONKMCH Ha KaXIYI0 Pa3HOBUIHOCTH CHEIH(PHUSCKUX
JUIsL TaHHOW OpraHu3alid JOKYMEHTOB (Hay4dHble OTYEThI, TEKCTHl MpPOrpaMM paguo- U
Telenepeaay M T.I.), a TaKKe Ha CIy)KeOHbIe BEIOMCTBEHHBIC H3IaHUS ONpEACIsIeTCS B
3aBHCHUMOCTH OT CPOKOB HX XpPaHEHUS 0 aHAJIOTMH C MOPSAIKOM COCTaBIEHUS U O(OpMIICHUS
ONMCEN [l MOCTOSIHHOIO U BPEMEHHOro XpaHeHus. Jlena cUCTeMaTu3HpyrOTCsl B T'OJIOBBIX
paszieniax CBOJHBIX OIHUCEH C yYeTOM CrelU(PUKU TOKYMEHTOB.

3.7.24. OTOOp MOKYMEHTOB HAa YHHUYTOKECHHE M COCTABJICHHUEC Ha HUX akTa (MpHIoKeHHe 4)
MPOU3BOJUTCS TOCITE MOJATOTOBKU OMUCEH JeN MOCTOSHHOTrO M BpeMeHHOro (cBbime 10 ner)
XpaHEHUs 3a JTOT MEpUOA. AKTbl O BBIIEICHUM JOKYMEHTOB M J€l K YHUYTOKEHUIO
paccmaTpuBaroTcs Ha 3aceianui DK 0JJHOBPEMEHHO C OIUCSIMHU eIl

g opranuzauuii, CAAOIIMX Jejla Ha IOCTOSIHHOE XpaHEHUE, AaKThl YTBEPKIAAOTCS
PYKOBOAMTENEM OpTraHU3allMU MOCIE YTBEPHKJIEHUS OMUCEH JIeN TOCTOSITHHOTO XPaHEHHS 3a 3TOT
NEPUOJ APXUBHBIM YUPEKICHUEM.

3.7.25. llopanok nepegaur JOKYMEHTOB B apXHUB OpPraHU3alINU.

Jlena TMOCTOSHHOTO U JOJTOBPEMEHHOIO XpaHEHMsI, BKJIKOYas JOKYMEHTBI 110 JHYHOMY
COCTaBy, IEPEAAIOTCS B apXWMB OpPraHHU3alMd HE IMO3/JHEEe 4YeM dYepe3 TPHU roja IMOcCie HUX
3aBEpLICHUS B JI€JIOIPOU3BOJICTBE.

[Tepenaua nen B apXuB OpraHU3ally OCYLIECTBISETCS O IpadUKy, COCTABIEHHOMY apXHUBOM,
COTJIACOBAaHHOMY C PYKOBOAMTEISIMU CTPYKTYPHBIX MO/pa3IeIeHUN, IepeJatolnX JOKYMEHTHI B
apXuB, U YTBEPKIECHHOMY PYKOBOJIUTEJIEM OpraHU3aliu.

B nepuon noAroToBKH JeN CTPYKTYPHBIM MOJpa3/ieeHUEM K epeaue B apXyUB OpraHu3aluu
COTPYAHHKOM apxuBa MpPEeIBapUTENILHO TPOBEPSETCS NPAaBMIBHOCTh HMX (hopMupoBaHwUs,
Oo(QOpMIIEHHS M COOTBETCTBHE KOJMYECTBA JE€J, BKJIIOUYEHHBIX B OIUCh, KOJIMYECTBY e,
3aBEICHHBIX B COOTBETCTBUM C HOMEHKJIATYpOH M€l OpraHu3alvyi. Bce BBIIBICHHBIE INpU
IIPOBEPKE HENOCTaTKU B (opMHpoBaHUM U OQOPMIIEHHM Jel pPabOTHUKU CTPYKTYPHOIO
noapasjienieHust o0s3aHbl  ycTpaHuTh. llpu oOHapyXeHMM OTCYTCTBHUS [€J1 COCTaBIISET
COOTBETCTBYIOIIAsl CIIPABKaA.

[Tpuem kaxporo jena MPOU3BOAUTCS JIMLOM, OTBETCTBEHHBIM 3a apXMB (CHELMATbHBIM
COTPYJIHUKOM) B IPUCYTCTBUM paOOTHUKA CTPYKTYpHOro nonpaszzaeneHus. Ilpu stom Ha oOoux
DK3EMILIIpaxX ONUCU NMPOTHUB KAXKJOTO JEJa, BKIOYEHHOIO B HEE, JIENAETC OTMETKA O HAJIMYUU
nena. B koHIlEe Ka)A0ro 3K3eMIUIsipa ONMUCH yKa3bIBAlOTCS LU(paMU U MPOIHUCHI0 KOJIUYECTBO
(bakTHUECKN MPUHATHIX B apXHB /I, HOMepa OTCYTCTBYIOLIUX JIeJl, JjaTa pueMa-Tepeadu Jie,
a TaKKe MOJANKUCH OTBETCTBEHHOTO 32 apXUB (COTPYAHMKA apXHBa) U JIMIIA, IEPEJABIIETo Jea.

[Tpu npueme 0co60 IEHHBIX JIe TPOBEPSIETCS] KOJITMYECTBO JIUCTOB B JeTax.

Jena, yBsi3aHHbIE B CBA3KM, JOCTaBJSIOTCS B AapXMB OpraHMU3alMM COTPYAHHKAMHU
CTPYKTYPHBIX NIOJIpa3AcICHUN.

Bmecre ¢ genamu B apXuB MEpENAlOTCS PErMCTPAIlOHHBIE KapTOTEKHM Ha JIOKYMEHTBHI.
HanmeHnoBaHue Kak 10 KApTOTEKH BKJIFOYAETCS B ONMKCH.

4. OBECIIEYEHUE COXPAHHOCTHU JOKYMEHTOB APXNBA

4.1. Cucrema Mep obecniedyeHHs COXPAHHOCTH JOKYMEHTOB
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4.1.1. Opranuzanusi XpaHEHUs JOKYMEHTOB - CHUCTEMAa MEPONPUITHH, BKIHOYAIOIIAs
pallMOHATIBHOE pa3MEIleHUEe [JOKYMEHTOB, KOHTPOJIb 3a MX JBHXKEHHEM M (PU3HYECKUM
COCTOSIHMEM, KOINHPOBAaHHE JIOKYMEHTOB C IEJIbI0 CO3JaHusl CTpaxoBoro ¢ouaa u (onaa
[I0Jb30BaHUSA, BOCCTaHOBJEHHME (pecTaBpalMs) MEpBOHAYAIBHBIX  WIM  ONM3KMX K
IIEPBOHAYAJIbHBIM CBOWCTB U BHELIHUX NPU3HAKOB JOKYMEHTOB, MOJBEPILIMXCS MTOBPEKICHUIO
WIN Pa3pyLICHUIO.

4.1.2. Ina obecrieyeHUs COXPaHHOCTH TOKYMEHTOB B apXHBE JOJKHBI OCYILECTBIISATHCS:

KOMILIEKC Mep 10 OpraHu3allMi XpaHEHUs, MpeyCMaTpUBAIOLIMNA CO3/laHHMe MaTepUalbHO-
TEXHUYECKOH 0a3bl XpaHEHHs [IOKYMEHTOB (34aHHME M TOMEIICHHUS XPaHWIWII, CpPEICTBa
XpaHeHHUs JOKYMEHTOB, CpEICTBa OXpaHbl UM  0O€30MAaCHOCTM  XPAaHEHWs, CpEeICTBa
KJIMMaTHYECKOI'O0 KOHTPOJI, CpEACTBa KOIMPOBAHHUSA U BOCCTAHOBJIEHUS IOBPEXKIECHHBIX
JIOKYMEHTOB H T.I1.);

KOMILJIEKC MEp 10 CO3[JaHHUIO U COOJIIOIEHHIO HOPMATHUBHBIX YCIIOBHI XpaHEHUS! TOKYMEHTOB
(TemmepaTypHO-BIQXKHOCTHBIM, CBETOBOM, CAaHUTAPHO-TUTMEHUYECKUH, OXpPaHHBIA PEXKHUMbI
XpaHEHus).

4.1.3. Cucrema Mep IO OpraHM3allMU XpaHEHUS JOJDKHA o00ecnedyuBaThb COXPAHHOCTb
JOKYMEHTOB M KOHTPOJIb UX (PU3UYECKOTO COCTOSHUS TPH MOCTYIUICHHH JOKYMEHTOB B apXHUB,
OpU HUX XpaHEHHWU U Tepejaye JOKYMEHTOB Ha IOCTOSIHHOe XpaHeHue. Ilpu opranuzauuum
XpaHEHHUS M CO3/IaHUM YCJIOBHUH XpaHEHHs CIEAyeT YYUTHIBATh CHENHM(PHUKY BHIOBOTO COCTaBa
JIOKYMEHTOB, XapaKTE€PHOT'0 [Isi KOHKPETHOI'O apXHUBa.

4.2. TpeGoBaHus K 31aHUAM U MOMeEILIIEHUSIM apXUBa

4.2.1. ApxuB pa3MeNIarT B CIISIHUATBLHO TOCTPOSHHBIX WJIM MPHUCIIOCOOJICHHBIX JIJIs1 XpaHCHHS
JIOKYMEHTOB 3aHUSX WM OTICIBHBIX MOMEIIeHUAX 37aHus. CrenuanbHble MOMENICHUs s
apXMBOB  OpraHu3alliid  JIOJDKHBI ~ TPeJyCMaTpUBaTbCS  MPU  CTPOUTENBCTBE WU
nepeo0opyI0BaHUHN aIMUHUCTPATUBHBIX 3aHH.

4.2.2. Tlpu OTCYTCTBUU CHEIMAIBHOTO IMOMEIIEHUS ISl apXuBa OpraHU3aluil BBLAEISETCS
MPUCTIOCOOJICHHOE TIOMEIIEHHE B aIMUHHUCTPATUBHOM 3JaHUM OpraHu3anuu. Pasmemienue B
MPUCTIOCOOTICHHBIX TMOMEIICHUAX MPOU3BOJUTCS B YCTAHOBICHHOM TIOpSAKE TIOCTHE MX
OKCIEPTU3BL. OJKCNEepTH3a YCTAaHABIMBAET TMPUTOAHOCTH TIOMEMICHHS (OTHECTOMKOCTb,
JOJITOBEYHOCTh, TMPOYHOCTh KOHCTPYKIIMM, TEXHHYECKas YKPEIUICHHOCTh), COCTOSIHHE
MMOMEIIECHMS, HAIMYNE OTOIMUTEIBHBIX H BEHTHUIAIMOHHBIX CHCTEM.

DKCIepTu3a MPOBOJIUTCA MPEACTABUTEISIMU APXUBHBIX, SKCIUTyaTal[MOHHBIX, IOXapHBIX,
OXpaHHBIX, CAHUTAPHBIX U APYTUX MPOPUIBHBIX CIYKO0. Pe3ynbrarhl aKcrepTu3sl 0hOpMIISFOTCS
aKTOM.

4.2.3. He pomyckaercs mMpuUeM B DKCIUTyaTallMI0 BETXUX, CHIPBIX, HEOTAIUIMBACMBIX, HE
OTBEUAIOIUX CAHUTAPHO-TUTUEHUYECKUM TpeOOBaHHUSAM TMOMEIIEHUHN, a TakKe IOMEIIeHUN
3MaHUS, 3aHATOTO CHy)0aMu  OOIIECTBEHHOrO0 TMWTAHMS, TMHINEBBIMA CKJIaJlaMd U
OpraHu3alsIMHU, XPaHAIIMMHA arpeCCUBHBIE U MOXKAPOOMACHBIE BEIIECTBA WM MPUMEHSIOIIUMU
OITaCHBIC U XUMUYECKHE TEXHOJIOTHU.

4.2.4. K nomenieH1siM OCHOBHOTO Ha3HAYEHUsI apXUBa OTHOCSATCA:

XpaHWININA JUTsl XpaHEHUS JOKYMEHTOB;

MOMEIICHUST I MpPUEeMa, BPEMEHHOTO pa3MEIICHHs, aKKIMMaTU3alludl JOKYMEHTOB H
BCIIOMOTATEJIbHBIX pa0OT C HUMH;

MOMEIIEHUS JUIsl UCIOJIb30BaHUsI JTOKYMEHTOB (UMTAJIbHBIM 3all, YYaCTOK BBbIIAud, YYacCTOK
Y4€THO-UH()OPMAIIMOHHBIX U TIOUCKOBBIX CUCTEM);

pabourie KOMHATBI COTPYTHUKOB apXHUBa.

HomyckaeTcsi MHOTO(YHKITMOHAIBHOCTh OT/ACIBHBIX TOMEIICHHH (3aJI0B) C BBIJCICHUEM
MEePErOopoJIKAMU OCHOBHBIX M BCIIOMOTATEIbHbIX YU4aCTKOB.

4.2.5. XpaHwiniia J0KHbBI pa3MEIIaThCsl B U30JIMPOBAHHBIX TOMEIICHUSX.



[TomemieHus: XpaHWIMI JODKHBI OBITh  O€30MacHBIMH B TOKAPHOM  OTHOIICHUH,
rapaHTUPOBAaHbl OT 3aTOIUICHHS, UMETh 3alacHOil BbIXOJ. B momemnieHusix He JOKHO OBITH
ra30BBIX ¥ BOJIOHECYIIUX MAaruCTPaIbHBIX TPYOOIIPOBOJIOB.

XpaHeHHe B MOMEUICHHIX 0e3 OKOH JOMYCKAeTCs MPU HAMYMU B XPAHWIUIIE €CTECTBEHHON
WJIM UCKYCCTBEHHOM BEHTUJISIINH, oOecreurnBaroieii 2 - 3-X KpaTHbIH BO31yX000MEH B Yac.

4.2.6. DAEKTPONPOBOJKA B XPAaHWIMIIAX JOJDKHA OBITH CKPBITOHM, IITEICEIbHBIE PO3ETKU -
FEPMETHUYHBIMU, TEPEHOCHAsl JJIEKTpoarnapaTrypa JOJDKHA HMETh PE3UHOBYIO HM3OJISIHUIO
nrHypoB. O011IMe 1 MO3TaKHbIe pyOUIBbHUKHU PACIIONIaratoT BHE MOMEIICHUN XPaHUIIHIL.

4.2.7. Otnenky NOMEIICHHN XpaHWIMIL MPOBOJAT C MCIOJIb30BAaHUEM HEarpeCcCUBHBIX,
HENBbUISIIMXCS MaTepualioB, a B CHUCTEMaxX M CpPEICTBAaX MOXKAPOTYIIECHUS MPUMEHSIOT
HeHTpanbHbIe, 0€30MacHbIe 715 TOKYMEHTOB BEIIECTBA.

4.2.8. B xpanunumiax 3amnpeniaercs IMpPUMEHEHUE OTHs, HarpeBaTelbHBIX MPUOOPOB,
pa3MeIIeHHe TIOCTOPOHHUX OOBEKTOB. PEMOHTHO-MOHTa)XXHBIE pPAa0OTHI TPOBOAATCS C
cOOI0ICHUEM Mep 3allUThI, OXPaHbl U COXPAHHOCTU JOKYMEHTOB.

4.3. Pexxumbl XpaHeHHUs IOKYMEHTOB

JIOKyMEHTBl ~JTOJDKHBI XPAHUTBCS B  YCIOBHAX, OOECHEYMBAIOUIMX HUX 3allUTy OT
MOBPEKICHUM, BPEIHBIX BO3JCUCTBUM OKPYKAIOIIEW Cpeabl W MCKIKOYAIOIUX yTpary
JIOKYMEHTOB.

4.3.1. CBeToBOIi pe:xum

4.3.1.1. TlocTosiHHOE XpaHEHHE JOKYMEHTOB JIOJKHO OCYLIECTBIATHCS B TeMHOTE. Bee Buabl
paboT ¢ MOKyMEHTaMH [OJDKHBI TPOBOAUTHCS MPH OTPAHWYCHHBIX WM TEXHOJIOTMYECKH
HEOOXO/IMMBIX YPOBHSX OCBEIIECHUS.

4.3.1.2. OcBenieHne B XpaHWIHIIAX MOXET OBITh €CTECTBEHHBIM M HCKYCCTBEHHBIM.

4.3.1.3. EcrecTBeHHOE OCBEILlEHHE B XPaHWUJIMILAX JOIMYCKAETCS PACCESIHHBIM CBETOM, NpHU
YCIOBMM TPUMEHEHHS Ha OKHAaX CBETOpPAcCEUBATENICH, PETYJISTOPOB CBETOBOTO TIOTOKA,
3alIUTHBIX (UIBTPOB, LITOP, KAJTKO3U, OKPACKH CTEKOJI. J[JIsl 3alUThl JOKYMEHTOB MPUMEHSIOT
XpaHeHHe B TIeperuieTax, Iankax, KopoOkax, mkadax, Ha CTeJUlakaX 3aKphITOrO THIA, B
o0eproyHOi Oymare u T.1I.

4.3.1.4. JIns1 MCKYCCTBEHHOI'O OCBEIEHUS NPHUMEHSIOT JIaMIIbl HAaKaJMBaHUS B 3aKPBITHIX
wiaoHax ¢ TIaJAKOH MOBEPXHOCTHIO. JlomyckaeTcs MpUMEHEHHE JIOMUHECIIEHTHBIX JIaMIl C
ype3aHHbIM YyibTpaduoneToBelM yuacTkoM crektpa tuna JIb, JIXb, JITh.

4.3.1.5. YpoBeHb OCBELICHHOCTH B IMaa30He BUAUMOTO CIIEKTpa He JJOJDKEH MPEeBbIIaTh: Ha
BEPTUKAJIHHON TTOBEPXHOCTH CTeJUIaxa Ha BbicoTe 1 M oT mona - 20 - 50 5k (;1roKc), Ha pabounx
cronax - 100 5k (JIroKC).

4.3.2. TeMnepaTypHO-BJIAKHOCTHBIH PeKUM

4.3.2.1. B mnomemieHUsX XpaHWIUII, OOOPYJOBAHHBIX CHCTEMaMH KOHIUIIMOHUPOBAHUS
BO3lyXa, JOJDKCH TOJJICPKUBATHCS ONTUMAIBHBIA TEMIIEPATypPHO-BIAKHOCTHBIA —PEKHUM,
VUUTBHIBAIOMINKA CHIEM(PUKY BUIOB JOKYMEHTOB: JUIsl OyMaXHBIX TOKYMEHTOB - TemrmepaTtypa 17
- 19 °C, oTHOCHUTENBHASA BIAXKHOCTh BO3ayxa 50 - 55 %; /Uid IUNIEHOYHBIX MaTepHaJIOB - YEPHO-
oenbix (15 °C u 50 - 55 %) u uBetnbix (2 - 5 °C u 40 - 55 %); ANg TOKYMEHTOB Ha MarHUTHBIX
JIEHTaX ¥ TUCKOBBIX HocuTelsx - 15 - 20 °C u 50 - 65 %.

4.3.2.2. Pe3kue koneOaHUs TeMmIepaTypbl UM BIXHOCTH B XpaHWIHIA HE JOIMyCKaloTcs. B
MOMEIIEHUSAX C HEPETYJIHPYEMbIM KIUMAaTOM JOJDKHBI OCYIIECTBIISTHCS MEPONPHITHS T10
ONTUMM3AINKA  KJIMMAaTHYECKUX YCIOBHH Ha OCHOBE pAlMOHAIBHOTO OTOIUICHUS U
MIPOBETPUBAHUS TTOMEIIECHU, WCIIOJIb30BAHUS CPEJACTB OCYIICHHS WM YBJIXHCHHS BO3IyXa.
[Tpu qnuTensHOM CTAOMILHOM MOBBHIIIEHUH OTHOCHUTENBLHOU BiakHOCTH Bo3ayxa 1o 80 - 90 %
IPEITPHHAUMAIOTCS o0s13aTeNbHbIC MepBI 1o HOpMaJTH3aIiH KITAMATHIeCKIX
YCIIOBUHM (MHTEHCUBHOE  TPOBETPHMBAHWE, OCYIIEHHWE XPAHWIUII, YyCTPaHEHHE [MPUYUH
MTOBBIIICHHS BIQKHOCTH).

4.3.2.3. TemnepaTypHO-BIOKHOCTHBI pEXUM B XPAHWIUIIAX KOHTPOJIUPYETCS MyTeM
PETYJIIPHOTO U3MEPECHHS MapaMeTPOB BO3AyXa: B KOHJIUIIMOHUPYEMBIX TTOMEIICHUSIX - OJIMH pa3



B HEJENI0, B IOMELICHHSIX C HEPerylupyeMbIM KJIMMaTOM - JBa pa3a B HEAENI0, IpH
HapYIICHHUSIX PEKUMA XPAHEHHS - €KETHEBHO.

4.3.2.4. KoHTpOIBHO-U3MEPUTENbHBIE MTPHOOPHI (TEPMOMETPHI, TICUXPOMETPBI, TUTPOMETPHI)
pa3MeIIaloT B TJIABHOM IPOXOJIE HA CTEIUTaXE, BAAIM OT OTONHMTENBHBIX M BEHTHJISIIMOHHBIX
cucreM. [Tokazanus npuOOpPoB PUKCUPYIOTCS B PETUCTPALMOHHOM KypHAJIE.

4.3.3. CaHuTAPHO-TUTHEHUYECKHUI PeKUM

4.3.3.1. [loMemienus apxuBa JOJDKHBI COAEPKATHCA B YHCTOTE, B YCIOBUSX, UCKIIFOUAIOIINX
BO3MOXXHOCTH MOSIBJICHUS TJIECEHU, HACEKOMBIX, TPHI3YHOB, IBLIH.

4.3.3.2. B momemeHusX XpaHWIHUI JOJDKHA OBITh oOecredeHa CBOOOTHAS LUPKYISIHS
BO3/yXa, HCKIOoUaromas o0pa30oBaHHE HENPOBETPUBAEMBIX 30H, OIACHBIX B CAHUTApPHO-
OMOJOrM4ECKOM OTHOIIECHHUU.

4.3.3.3. OTKpbIBaIOIIMECS B TEILIOE BPEMS I'0J1a OKHA, a TAKXKE BEHTUJISILMOHHBIE OTBEPCTUS B
CTEHAX, MOTOJIKAX, ITOJIaX XPAHWINI] U HAPY)KHbIE OTBEPCTHS BEHTUISILIMOHHBIX CUCTEM CIIETyeT
3alUIIATh CETKaMU C IMaMeTpoM siueek He Oosee 0,5 MM.

4.3.3.4. B momemeHusX XpaHWIHII 3alpeniaeTcsi mpeObIBaHue B BEPXHEH OJCKIe, MOKPOH U
IpsI3HOM 00YBU, XpaHEHHE U UCTIOJIb30BAHUE MUILEBBIX TPOAYKTOB, KypeHUE.

4.3.3.5. B moMemieHusX XpaHWIHUI HEOOXOAMMO MPOBOIUTH CHUCTEMATHUYECKYIO BIIAXHYIO
yoopky. He pexke oiHOro pasa B roj MpoBOIUTCS OOECIBIIIMBAHUE CTEIUIaXKEeH, MKa(oB, CPE/ICTB
XpaHEHHS; TOJbI, TUIMHTYCHI, TMOJAOKOHHUKH, IIOKOJIbHBIE YacTH CTeUIaked oOpabaThiBaroTCs
BOJIHBIMU PacTBOpaMU aHTUCENTUKOB (2 %-Hblil popmanuH, 5 %-Helii katamuH Ab u T.11.).

4.3.3.6. /IBa pa3za B roj (B Hayaje M [0 OKOHYAHUHU OTOIHUTEIHHOI'O CE30HA) JOKYMEHTHI
(BBIOOPOYHO) U TOMEIICHUS XPAHWIUI TOABEPraroT OOCIEeIOBAHUIO IS CBOCBPEMEHHOTO
0oOHapy>KEHHsI HACEKOMBIX U IJIECHEBBIX TPHOOB.

[Ipu oOHapyxeHUM OHOJOTUYECKUX BpEeAUTENEeH NPUHUMAIOT CPOYHBIE MEphl IO
Ne3UHPEeKINH W Je3MHCEKIUW TOMEIICHUH CHJIAaMH apXuBa, CAHSIMUJAEMCTAHLIUU WM
KapaHTHHHOM CITY>KOBI.

4.3.3.7. llpu npoBeAeHUH YOOPOK WJIM CAaHUTApPHBIX O0OpabOTOK BOAA M AHTHUCENTHYECKUE
pacTBOPHI HE TOJKHBI T0Na/1aTh HAa JOKYMEHTHI.

4.3.4. OXxpaHHBIH pe:KuUM

4.3.4.1. OxpaHHBI} pexuM oOecreyrBaeTcsi BBIOOPOM MecTa pa3MeIlleHusl apXUBa B 37aHUH,
TEXHUYECKUMHU CpEICTBAMM 3alllUThl, OpraHu3alMeld CHCTEMbl OXpaHbl, CHUTHAJINU3ALNH,
COOJIIOJIEHHEM Mep MPOIYCKHOTO peKUMa, MOpsAIKa JAOCTyNa B XpaHWIHUINE, ONeYaThIBAHUEM
nomenieHuil. HapyxHble naBepu apXuBa M XpaHWJIUIL JIOJDKHBI HMMETh METaJNIMYECKYIO
Oo0JMIIOBKY M TpouHble 3amopbl. Ha nocTymHble HM3BHE OKHA YCTAHABIMBAIOT 3alupaeMsble,
pacmaiiHble HapyXy MeTajuinueckue pemeTku. [lomemieHuss apxuBa 00OpYIYyIOT OXpaHHOMN
CUTHalu3auueil, B Hepabodyee BpeMs IOMELICHHS IUIOMOUPYIOTCS  (OMeyaThIBAOTC).
Xpanuinuiia B pabouee BpeMs JODKHBI ObITh 3aKpbITHl Ha Kitod. [IpaBo focTyna B XpaHUIIHILE
MMEIOT 3aBEIYIOIIMA U COTPYJHUKHM JAHHOTO XPaHWJIMINA, @ B OTACNIBHBIX CIy4asX - ApyTrue
JUIa B HMX CONPOBOXAEHHHM. BBIHOC TOKYMEHTOB M3 apXuBa OCYIIECTBISETCS TOJBKO IO
CIEHAJIBHBIM IIPOITYCKaM B YCTaHOBJIIEHHOM MOPSAKE.

4.3.4.2. OXpaHHBII PEKUM PACTIPOCTPAHIETCS TAK)Ke HA TIOMEIICHUS, B KOTOPHIX BPEMEHHO
XpaHATCS apXUBHBIE JIOKYMEHTBI M MaTepUabHble IEHHOCTH apXuBa (YMTAJIbHBIN, BHICTABOUHBIN
3aJIbl, JA0OpaTOPHH H T.I1.).

4.4. PazMeneHne JOKYMEHTOB B XpPaHUJIMIIE

4.4.1. JloKyMeHTBl B XpaHWIHINAX pPa3MEIIAIOTCAd B TOPSAKE, OOECIeUUBAIONIEM WX
KOMILUIEKCHOE€ XpPAaHEHHWE B COOTBETCTBHM C YYETHBIMH JOKYMEHTAMH U ONEPATHBHBIM MOUCK.
[Topsimok  pacmoyioKeHHsI JOKYMEHTOB B apXWBE OINpeAesseTcsl IIaHOM (CXeMOW) Hux
pa3MeILEHHUs.

4.4.2. CpencrTBa XpaHeHH



4.4.2.1. Xpanunuia o00pYAYIOTCS CTAllMOHAPHBIMHU MM MEPEABMKHBIMUA METAUTMYECKUMHU
CTeJlJIa)kaMH, B KayeCTBE BCIIOMOTATENbHBIX CPEACTB XPAaHEHUS MPUMEHSIOT METaNInYecKue
mKkadsl, cefdrl, mKadbI-CTEIIaXU U T.11.

4.4.2.2. Creia)k U OTKPBITBIE CPEJACTBA XPAHEHHUS YCTAHABIMBAIOT MEPHEHIUKYIIPHO
CTEGHaM C OKOHHBIMHM IpPOE€MaMH, a B IOMEUICHHSX 0e3 OKOH - C y4eToM OCOOEHHOCTEH
nomeneHuil u odbopynosanus. He momyckaercs pa3MelnieHHe CpelCTB XpaHEHUs BIUIOTHYIO K
Hapy>KHbIM CTEHaM 3/1aHUS U K UCTOYHUKAM TeIlIa.

PaccTanoBka cpecTB XpaHEHUs OCYIIECTBIISETCS B COOTBETCTBUHU C HOPMaMU:

paccTosIHUE MEXY PsiIaMH CTelIaxel (rnaBHbIM npoxon) - 120 cMm;

paccTosiHue (MPOX0J1) MEXIY CTeIUIaXaMHu - 75 cMm;

paccTosiHuEe MEX1y HapyKHOW CTEHOH 3/1aHus U CTeJUIaXKaMH, MapajuieIbHbIMU CTEHE, - /5
cM;

paccTosTHUE MEXy CTEHOM U TOPIIOM CTeJuiaxka uin mkada (o6xon) - 45 cm;

pacCTosTHUE MEXIYy IOJIOM W HIDKHEW TONKOM cremnaxka (mkada) - HE meHee 15 cMm, B
LIOKOJBHBIX 3Ta)kax - He MeHee 30 cMm.

O6opynoBaHue ¢ BELABIKHBIMU YaCTAMU (SIIUKaMH, CEKIHSIMH, TBEPIIaMH) YCTaHABIUBACTCS
IO CIIEUATbHBIM HOPMaM C YYE€TOM THUIIOPAa3MEPOB CPEICTB XPaHEHMUSL.

4.4.2.3. JlokyMeHTBl pa3MelIalOT Ha CTelUlakaxX, B MIKadax ¢ UCHOIb30BAaHUEM IMEPBUYHBIX
3alIUTHBIX CPEJCTB XpaHEHUs (KOPOOOK, MAamoK, CHENHaIbHBIX (QYTISpOB, MAKETOB U T.II.) B
COOTBETCTBUU C BHJIaMH, (OPMATOM U APYTUMHU BHEIITHUMH OCOOEHHOCTSMHU JOKYMEHTOB:

OyMaxkHbl€ JOKYMEHTBI IOCTOSIHHOT'O XpaHEHUS pa3MEILalOT B KAPTOHHBIX KOPOOKaX, Marnkax,
a JIOKYMEHTBI BpDEMEHHOT'O XpPaHEHUS - B CBS3KaX;

MHUKPO(QUIBMBI CTPaxoBOro (GoHAa W (OHIA TOJIB30BAaHUS JTOJDKHBI MMETh CTaHIApPTHHIE W
3alIUTHBIC PAKOPIbl, HAMATHIBATHCS B PYJIOH Ha CEPACUYHUKH (POTOCIOEM HAPYKY M XPAHUTHCS B
MeTaymmaeckux kopookax mo 'OCT 4097-78;

MUKPOPWIbMBI ¥ (OTOAOKYMEHTHl Ha IUIOCKMX IUICHOYHBIX WIM APYyrux (OpMaTHBIX
HOCHUTEIISIX YNAKOBBIBAIOT B KOHBEPTHI M KacCeThl M XpaHAT B KOpOOKax, TMamkax, APYroi
ynakoBke o 'OCT 7.65-92.

4.42.4. Mecrto XpaHeHHs DOJEKTPOHHBIX JOKYMEHTOB ONpEIENsieT pPyKOBOJUTEINb
opraMzanuu. O/ MOryT XpaHUTbCS B apXMBE OpraHU3allud WJIN B CIIELHAIU3UPOBAHHOM
TofipasieNieHnH (BBIYUCINTEIHHOM IIEHTpe, HHMOPMALMOHHOM OT/eNe U T.1.)°.

3B cootBercTBun ¢ «[IpHMEpHBIM MOJIOKEHHEM 00 apXUBe (ApXHBHOH clyk6e) JOKyMEHTOB
Ha MAIIMHHBIX HOCUTEISIX YUPESKACHHA, Opranu3anuii, npeanpustuiiy (M., 1990).

4.4.2.5. O0s3aTeNbHBIMU YCIOBUSMHU apXUBHOTO XpaHeHUs D/ sBistoTcs:

HaJIMYUME€ B apXMBE MPOTpaMMHO-aNNapaTHBIX CPEACTB JUIsl XPaHEHUs, KOMUPOBAHUA U
BocriponsBeeHus D/, UX mepe3anicu B HOBbIE (OpPMATHI, Nepelaud HHPOPMALIMHU 110 KaHalaM
CBSI3H U Jp.;

o0ecrieyeHne JOCTyna K MH(OpMaMK YCTaHOBJIEHHBIX KaTeropHuil mosib30BaTeNel, a Takxke
oOecrnieyeHre 3alUThl HHOPMALlMU OT HECAaHKIMOHUPOBAHHOIO JOCTyNa (IIyTeM NMPUMEHEHUS
COOTBETCTBYIOIUX TEXHUYECKUX CPEJICTB U MIPABOBBIX HOPM);

obecrnieueHre pexxuma xpaHeHus: /1, UCKITI0YaoIero yTpary, yHUYTOKEeHHE I UCKaKEHUE
UHpOpMaLINH.

OGecnieuenune xpaneHus D/ mpeaycMaTpuBaeT TakKe MOJAEP>)KaHUE ONTUMAIIBHBIX PEKUMOB
XpaHeHus Hocurenen D/1.

TexHuueckue mapamMeTpbl JaHHBIX  PEXHUMOB  OINPEAENSIOTCS  COOTBETCTBYIOLIUMU
rocynapctBeHHbIME  ctapaaptamMu  (FOCT 28388-89. Cucrema o00paboTku HHPOpMAIUH.
JlokyMeHThl Ha MarHUTHBIX HocuTensx. [lopsanok BeimonHenus u odpamenus; [TOCT 2.501-88.
ECK/. [IpaBuna yuera u xpanenus; [OCT 19.601-78. ECIT/. IlpaBuna qyonupoBaHus, yueTa u
xpanenusi; 'OCT 24.402-80. Enunas cuctema CTaHAAapTOB aBTOMAaTH3WPOBAHHON CHCTEMBI
ynpasineHus. Cucrema TexHuueckoi aokymeHtanuu Ha ACY. Yuer, XpaHeHue U oOpalleHHe;
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P/l 50-524-84. Meroauueckue ykazaHus. IIOpsaok XpaHEHHs JOKYMEHTOB Ha MAalIMHHBIX
HOCHUTEIISIX).

[To mepe crapenus HOCUTENS JI0HKHA MPOU3BOJIUTHCA nepe3anuch D[] Ha HOBbIE HOCUTENH.

44.2.6. He pomyckaercs pa3MelleHUE JOKYMEHTOB Ha IOy, IIOJOKOHHHMKAax, B
HEpa300paHHBIX KUIIAX.

4.4.2.7. Pa3MelieHUe CEKPETHBIX JOKYMEHTOB OCYIIECTBJISIETCSI B COOTBETCTBUH C
TpeOOBAHUSMU UHCTPYKIIUU MO pabOTe C CEKPETHHIMUA MaTepUaIamMHu.

4.4.3. TonorpadupoBanue

4.4.3.1. Bce momenieHus apXuBa, a TAKXKE CTEIUIAXH, MKa(dbl, HOJIKHA HyMEPYIOTCS.

B kaxIoM OTIEeNbHOM NOMELIEHUH CTeJUIaKd, MKadbl, MOJIKH HYMEPYIOTCS CBEpXY BHM3,
CJIEBA HAIIPABO.

4.4.3.2. B nenax 3aKkperieHuss MecTa XpaHEHUsl JOKYMEHTOB B XPAaHWIMILAX COCTABJISIOTCS
MOCTEJUTAXHBIC U TIPU 0OJIBIIOM 00BheMe (POHIOB MOGOHIOBIC TOMOTpaQUISCKUE YKa3aTeIH.

4.4.3.3. KapTo4Ku MOCTEIUIAKHOTO TONOTpaduIeCKOro yKa3aTelss COCTaBISIOTCS Ha KayKIbIi
CTEIIAXK M PACIIONATaIOTCs O MOPSIKY HOMEPOB CTEUIAXEH B Mpeesiax KaXI0TO OTICIBHOTO
noMerieHus (npuioxenue 15).

4.4.3.4. Kaproukn modoHIOBOTO TOMOTPAPUIECKOTO YKa3aTes COCTABISIOTCS Ha Ka)IbIi
dboHA U pacrojararoTcs B mnopsake HomepoB ¢oHaoB (nmpmioxenue 16). [Ipu HeoOxomumocTu
ApXMBOM OpTaHU3AIHA MOXKET TIPOBOJUTHCS TOMOTrpadUpPOBAHUE XPAHSIIMXCS B apXUBE
JIOKYMEHTOB C YY€TOM CTPYKTYPHBIX MOIpa3AeICHII OpraHu3aluu.

4.5. HOpﬂIlOK BbIa44 A€J1 U3 XPpaHUJTUIIT

4.5.1. lena BbIJAIOTCS U3 XPAHMIIMIIL:

JUISL ICTIOJIb30BaHUsI paOOTHUKAMH OpraHU3alllu;

JUTSL UCTIOJIb30BAHUS TPaXKIaHAMU B YMTAJILHOM 3aJie JIsl HAyYHBIX M UHBIX UCCIIEIOBAHMIA;

BO BPEMEHHOE MOJIb30BaHUE JJIsl IPYTUX OpraHu3alui;

JUTSI IPOBEJICHUSI ApXUBHBIX PadOT ¢ JOKYMEHTaMH;

JUTSL TIPOBEACHUST CTPAXOBOT'O0 KOMMUPOBAHUS U CHEIUATBHON 00pabOTKH JOKYMEHTOB C LIEIBIO
yIydieHus: GU3NYECKOr0 COCTOSHUS TOKYMEHTOB.

4.5.2. Jlena BBIIAIOTCS BO BPEMEHHOE TIOJIH30BAHWE W3 XPAHWIMIL HAa CpPOK, HE
MIPEBBIIIAOIIUI:

1 MecsiIy 1711 UCTIOb30BaHUs pAOOTHUKAMU OPTaHU3aIiH;

1 mMecsi11 715 UCTIONIb30BaHUS TOKYMEHTOB B UM TAJIBHOM 3aJI€;

3 Mecsiia BO Bp€MEHHOE MOJIb30BaHUE VIS IPYTUX OpTraHU3aIlHii;

6 MecsI1eB AJ11 SKCIOHUPOBAHUSI IOKYMEHTOB.

Opranam cyna 4 MPOKypaTyphl Jiefia BBIAAIOTCA JI0 TMPEKpaIeHUsl Jeia WM BbIHECEHUS
CyZe0HOTO peLIeHHUsI.

[Iponnenue yCTaHOBJICHHBIX CPOKOB BBIIAUM JOKYMEHTOB BO BPEMEHHOE I0JIb30BAHKE, B TOM
quclie OpraHaM CyJa M MPOKypaTyphl, a TakkKe IS SKCIIOHHUPOBAHUS JOMYCKAETCS B OCOOBIX
Cy4yasix C pa3perieHus PYKOBOAUTENSI OpraHu3alliid IO THUCBMEHHOMY TOJTBEPKICHHUIO
MOJI30BATENS O COXPAHHOCTH JOKYMEHTOB.

4.5.3. Beimaua aen u3 XxpaHuiuina ohopMIsIeTCs CICTYIONUMU JOKYMEHTaMHU:

3aKazaMu (TpeOOBaHUSIMHU) Ha BBIAUy el B YUTAIBHBIN 3all U COTPYAHHKAM OpraHU3alluu
(mpunoxenue 17);

aKTaMHM O BbLJaue JeJ BO BPEMEHHOE MOJIb30BaHUE APYTUM OpraHU3alUsiM, B TOM YHCIIE
opraHam cyja ¥ MpOKypaTypsl, WU ISl SKCIIOHUPOBAHUS TOKYMEHTOB (TpriiokeHue 18);

3aKa3aMu Ha MPOBEACHUE PA0OT MO CTPAXOBOMY KOMUPOBAHUIO U PECTABPAIMH JOKYMEHTOB.

4.5.4. Beimaya JOKYMEHTOB U3 XPAHIININA PETUCTPUPYETCS B KHHUTAX BBIJAYM JJOKYMEHTOB
(mpunoxenue 19):

BBIJIAUM JIe]1 paOOTHUKAM OpTaHU3aIiu;

BBIJIAYH €] B YUTAILHBIN 34l

BBIJIAYM I BO BPEMEHHOE TTOJIh30BaHHE JIPYTUM OpTaHU3AIHSIM.
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4.5.5. UcnonHeHHble 3akas3bl (TpeOOBaHUS) HCcenoBaTeNed XpaHATCA B JMYHBIX Jellax
uccieaoBareneid, Bce Mpo4yue - J0 HMCTEUYCHHMs] CPOKOB HMX XpaHEHHUs. 3aka3bl (TpeOoBaHUs)
1esecoo0pa3Ho XpaHUTh JI0 MPOBEICHUS TPOBEPKH HAIWYHS U COCTOSHUS JIEI.

4.5.6. Bpiaua nien BO BpeMEHHOE I10JIb30BaHKUE B APYrHMe OpraHu3aliu o(hOpMIIIETCs aKTOM,
KOTOPBII COCTaBISeTCA B [JBYX OK3EMIUIIPAaX, OAWH HMX KOTOPBIX OCTaeTcs B apXuBe
OpraHu3alM, Jpyrol BBIAAETCS IMOJy4arento. AKT IOANUCHIBAETCS  PYKOBOAUTENIEM
OpraHM3anuy, Mepefarolleld Jena, U PYKOBOJIUTEIEM OpraHU3alMU-TIONydaTess: MOANNUCU
CKpEIUISIOTCST repOOBbIMM IedaTsiMM  opraHu3auui. Ilocme Bo3BpamieHuss naei1 B JIBYX
PK3EMILUIIpax aKTa [eJaeTcsi COOTBETCTBYIOIAs OTMETKA: OJMH OJK3EMIUIIP OCTaeTcs B
OpraHu3anuu-nojyyarenae, JIpyroil xpaHurcs B Jene (OHIA B apxXuUBE OpraHU3alUM,
BbI/IaBaBILIEM JIETIA.

4.5.7. HampaBiieHue Ha CTpaxoBOE€ KONMPOBAHUE, PECTAaBPAlMIO, IMEPEIUIeT OPOpMIIAETCs
3aKka3oM. 3aka3 oopMIIIeTCsI B apXHMBE OpraHu3aluy 1Mo (opMe aKkTa O Bbade BO BPEMEHHOE
H0JIb30BaHKE IPYrOf OpraHu3alHH.

4.5.8. Jlena BBLIAIOTCS W3 XpaHWIWIIA IS WCHOJB30BAaHUS M MPOBEACHUS paboT 1o
CTPaXxOBOMY KOIIMPOBaHMIO, PECTaBPaLlUH, IIEPEIUIETY TOIBKO B 00pab0oTaHHOM BUJIE.

[lepen BeImaueii Aen U3 XpaHWIKIIA IPOBEPSIETCS COOTBETCTBUE MIM(pa U 3arojoBKa Jiesa Ha
o0okKe mu(py W 3aroyioBKy Jefla B ONHMCH; Nepei BblAaded M NpU BO3BpAIlEHUH Jell B
XpaHUIUIIE TPOBEPSIOTCS HyMEpalusl JIUCTOB M COCTOSHUE TOKYMEHTOB Ka)KIOT'O BBIAAHHOTO
Jena.

Kaxxnoe BbiaBaeMoe U3 XpaHWIMINA J€JI0 JODKHO MMETh JIMCT —MCIOJIb30BaHUS
(mpunoskenue 20).

4.5.9. Tlpu BbLIaue Jesl U3 XpaHWJIMILA Ha MECTO BBIIAHHOTO JeJa MOJAKpaJbIBacTCa KapTa-
3aMeCTUTEIb, B KOTOPOH yKa3bIBAE€TCsl HOMEp JeJia, HOMEp OIHUCH, HOMep (OoHIA, KOr/la U KOMY
BBIIaHO JIE€JI0, JlaTa €ro BO3BpaTa M IOJAINUCH COTPYAHMKA, BBIJABIIETO JAEJIO C yKa3aHUEM
nomwkHoctu. [lpu  Bo3BpamieHuu Jena B XpaHWIMILE KapTa-3aMECTHTENb  H3bIMAeTCs
(mpunoxenue 21).

4.5.10. CocrosiHMEe e/, BO3BpAIlaeMbIX B apXHMB IOCJIE HCIOJIb30BaHUS, JOIKHO OBITH
IIPOBEPEHO B MPUCYTCTBUH JIUIIA, BO3BPALIAIONIETO TOKYMEHTHI. [Ipr 0OHapyXeHUU HeIocTaun
JIeNl WIK OTJENbHBIX JHMCTOB B HUX, a TaKKe MOBPEXKJICHUH N1l U TOKYMEHTOB COTPYAHUKAMHU
apxyBa COCTaBJSIETCS AaKT B JIBYX OK3EMIUIIpax, OJWH M3 KOTOPBIX TIPEICTABIACTCS
UCCIIEIOBATEN0 YHMTAJIbHOTO 3aja MM PYKOBOJUTENIO OpraHMU3allid, HCIOJIb30BaBIIeH
JOKYMEHTBI, JJIsl IPUBJICUYCHHUSI BHHOBHBIX K OTBETCTBEHHOCTH, BTOPOH - OCTAETCS B apXHBE.

4.5.11. Ilpu nepemenieHMH JOKYMEHTOB 3a MpeJeslaMi apXuBa JIOJKHBI COOIIOAATHCS MEphI
IIPEIOCTOPOKHOCTH, HAJIEKHO 00ECIIEUNBAIOIINE UX COXPAHHOCTb.

[Ipr TpaHCHOPTHPOBKE JOKYMEHTOB COOIOAAIOTCS MEphl MO0 OXpaHe W 3alluTe HMX OT
BO3/ICUCTBUS BPEIHBIX (DAKTOPOB OKPYKAFOIIEH Cpepl IyTeM MPUMEHEHUS CIIEIUAIBHBIX BUIOB
YIIaKOBOK, O0ECNEeUnBaOLIMX 3aIlIUTy JOKYMEHTOB OT OCAJKOB, CBETa, MEXaHHMYECKUX
MTOBPEXKICHUMN.

4.6. Obecneyenne PU3NKO-XUMHUYECKOH COXPAHHOCTH J0OKYMEHTOB

4.6.1. BoisBieHHBIE TOKYMEHTHI TIOCTOSSHHOTO XpaHEeHUs! ¢ (U3HUECKUMHU Je(eKTaMu OCHOBBI
(yTpaTta yacteil NTOKyMEHTa, pa3pbIBbI U JAp.) WIM TEKCTa PETHCTPUPYIOTCS B JKypHalle WU
KapTOTeKe yuera (U3NYECKOTO COCTOSIHHS JOKYMEHTOB, I (UKCUPYIOTCS BHUJIbI ClieUaTbHON
00pabOTKH, KOTOPOHl BIOCIEACTBUU JOJDKEH OBITh MOJBEPrHYT JOKYMEHT (pecTaBpainus,
ne3nHdexys, MUKpopmibMUpoBaHue, (oTopecTaBpausi, KONMUPOBaHUE U T.1I.), U HAMEUYAIOTCS
KOHKPETHBIE MEPHI N0 YIYUIIEHUIO (PU3NUECKOT0 COCTOSHUS JOKYMEHTOB.

4.6.2. He3aBUCHMO OT IEHHOCTH JOKYMEHTOB HEMEUICHHOM Iepeadye Ha oOpaboTKy
(me3uH(eKus, e3WHCEeKIMs) MOoJuIekaT Jefla M JIOKYMEHTHI, IMOpaXXEHHbIE IUIECEHbI0 U
HaCEKOMBIMU.

4.7. IlpoBepka HAJINYMS U COCTOSIHUSI JOKYMEHTOB
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4.7.1. TlpoBepka HAMWUYHS U COCTOSIHHS JOKYMEHTOB IPOBOJMUTCS B LEISAX yCTAHOBIICHUS
(baKkTUYECKOro HaJIM4Usl €IWHUI] XPAaHEHHUS U COOTBETCTBUS MX KOJUYECTBY, YUCISIIEMYCS IO
VUETHBIM  JIOKYMEHTaM,  BBISIBJICHUS  JIOKYMCHTOB, MOJICKAIIMX  pecTaBpalud U
npouIaKTHIECKON 00paboTKe.

B xoze npoBepku ocyIecTBIsSEeTCS:

yCTaHOBJIEHHE (PAKTUUECKOTO HAMMYUS JOKYMEHTOB, HAXO/SIIUXCS HA XPAaHEHUHU B apXUBE;

BBISIBJICHUE U YCTPAaHEHHUE HEJAOCTATKOB B YUETE JOKYMEHTOB;

BBISIBJICHHE OTCYTCTBYIOIIUX JIOKYMEHTOB M OPraHU3AIIMsI UX PO3bICKA;

BBISIBJIEHME W ydyeT  JOKYMEHTOB,  TpeOyloIMX  pecTaBpalud,  KOHCEpBALUU
PO UITAKTHIECKON U TEXHHIECKON 00pabOTKH.

4.7.2. IlpoBepka HaIU4Us U COCTOSHUS JOKYMEHTOB IIPOBOJUTCS HE pEXe YEM OJMH Pa3 B 5
JIeT, a TaKXKe Mepej nepeiadeil ux Ha rocy1apcTBEHHOE XpaHEHHeE.

EnnHOBpeMeHHBIE TPOBEPKU HAMYHS U COCTOSHUS JIOKYMEHTOB MTPOBOSTCS B ApXHBE:

nocie nepeMerieHus el B Jpyroe mNoMelieHue;

10CJI€ YPE3BBIYAMHBIX TMPOUCIICCTBUH, BBI3BABIIUX IE€pPEMEIICHUE (IBaKyaluio) A€l WIH
JOCTYT B XpaHWJIUIIA IOCTOPOHHUX JTUIL;

IIPU CMEHE PYKOBOJUTEISI apXHUBa UJIH JIMIA, OTBETCTBEHHOIO 33 apXUB;

[IPU PEOPraHU3AINH UIIH JTUKBUIAIUU OPTaHU3AIIHH.

4.7.3. Ilpu mpoBepKe HATHYUS U COCTOSTHUS JIOKYMEHTOB HEOOXOAUMO:

COXPAHSTh MOPSJIOK PACIOJIOKEHUS JOKYMEHTOB Ha CTEJIaKaX M IMEPBUYHBIX CPEIICTBAX
XPaHCHUS;

MOJKIJIAJbIBaTh HAa CBOM MecTa OOHApyXEeHHbIE BO BpeMs MPOBEPKU HEMPaBUIBHO
MOJIJIO’KEHHBIE JeNIa U JIOKYMEHTHI;

U3bIMATh JIeJ1a, He BHECECHHBIE B OIUCH;

U3bIMaTh U U30JIMPOBATh [I€J1a, 3apPAKEHHBIE IUIECEHbIO WU JPYIMMH OHOJOTMYECKUMU
BpPEAUTEIISIMHU.

Baecenne B omnuch HEyuTEHHBIX Ji€d1 B XOJieé NMPOBEpKH 3ampemaercs. HeyureHHble nena
MOMEIIAIOTCS BCIIE]] 32 YUTEHHBIMHU JIeNIaMu JJIsl TOCTEAYIOIei 00pabOTKU 1 ONTUCAHHUS.

4.7.4. lo Hauana paboOThl TIO MPOBEPKE HAIMYUA W COCTOSHUS JI€] U3y4alOTCS JTIOKYMEHTHI
MPEIbIIYIINX TPOBEPOK, MPOBEPSETCS MPAaBUIBLHOCTh HyMEpaluu el B KakIOM TOJ0BOM
paszene CBOAHOM ONMCH, COOTBETCTBHE HYMEpPALMMU JEJI WUTOTOBBIM 3alUCAM B ONHUCSIX U
CBEICHMSIM B TUCTaX (HOH/IOB.

4.7.5. IlpoBepka HaIMUUS U COCTOSIHUS /1€ IPOBOJIUTCS ITyTEM CBEPKHU ONMUCATENbHBIX CTaTel
OMHCH C OMNMUCaHWEeM Jaen Ha oOnoxkkax (mmdpa, Ha3zBaHud (QOHIO000pazoBaTeNsl U €ro
CTPYKTYPHBIX MOJpa3/eiIeHH, AeT0NpPOU3BOICTBEHHBIX MHJIEKCOB JI€J, AaT JeJ, KOJIMYecTBa
JUCTOB).

®u3nyecKkoe COCTOSTHUE [eJl OINpeAesieTcss MyTeM HX BHU3YaJlbHOTO IpocMoTpa. Bcee
00OHapy)KeHHbIC HEOCTATKH (DUKCHPYIOTCS B aKTe MPOBEPKH (MPUIIOKEHUE 22).

Jenatp kakue-I1mO0 MOMETHI MK 3alMCH B XOJI€ MPOBEPKH B OMHCAX JIeNl U IPYTUX YUETHBIX
JIOKYMEHTax 3arperniaercs.

4.7.6. Jlena, BbIIaHHBIE COTPYJHHWKAM OpraHU3alMM, B YHUTAIBHBIA 3a]l U BPEMEHHOE
MOJIb30BaHUE JIPYTHUM OpraHU3allusM, IMPOBEPSAIOTCS TO KHUTAM W aKTaM BbIIAYu Jel U
CUHTAIOTCS UMEIOIUMUCS B HATMIHH.

4.7.7. JIuct nmpOBEpKH HAJIMYUS U COCTOSIHUS /11 B (DOHIE COCTABISIETCSl HEMOCPEICTBEHHO B
X0Jle MPOBEPKHU; JIUCTHI MPOBEPKU HYMEPYIOTCS MO MOPSAAKY HOMEPOB B Ipenenax MPOBEPKU
KaXA0ro (OHJa W TMOAMUCHIBAIOTCS HcmonHuTeneM. [lo OKOHUaHWU TPOBEpKH (POHIA JHCTHI
IIPOBEPKHU BKIIIOYAIOTCS B /€70 JaHHoro (onaa. Eciu B pesynpTaTe NpoBEpKH HEJOCTATKOB HE
0oOHapy>KeHO, JIUCT MPOBEPKH B JeN0 (POHIa HE BKIIOYAETCS.

4.7.8. 1lo OKOHYaHWU MNPOBEPKH HAIUYUSA M COCTOSHHS JTOKYMEHTOB MO KaXJOW ONMUCH B
KOHIIE ONKCH TIOCJI€ 3aBEPUTENbHOM HAIMMCU JIENAeTCs 3alHCh «IIPOBEPEHO», NMPOCTABISAETCS
Jata TPOBEPKH; 3alMCh IOANMCHIBACTCS TMPOW3BOAMBIIMMH IPOBEPKY pPaOOTHUKAMH C
YKa3aHUEM UX JOJIKHOCTEH.
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4.7.9. Ecnu mpoBepkoil oOHapyKeHa HeJocTadya JeNl U JOKYMEHTOB, TO OPTaHH3YeTCS UX
PO3BICK.

B 31HX 1ensax peKoMeHayeTcs:

U3YYUTh BCE YYTEHHbIEC JOKYMEHTHI IO BblAaue A€ U3 XPaHUIHIIA;

OpraHM30BaTh pO3BICK HEOOHAPYKEHHBIX IIpU HPOBEPKE JEI B COOTBETCTBYIOLIUX
CTPYKTYPHBIX MOJIpa3esIeHUusIX, B JEATEIbHOCTH KOTOPHIX 00pa3zoBaluch HEOOHapYyKEHHbIC
Jie1a, IPeBAPUTEIbHO U3YUHMB X CAATOYHBIE OIIUCH;

MIPOBEPUTH Jiea HAXOAIINXCS PsiIoM (HOHIIOB;

U3Yy4UTh Jeno (OHIA - aKThl O BBIICICHUHU el K YHHUTOXXCHHIO, aKThl BBLAAYH JIENT BO
BPEMEHHOE TI0JIb30BaHUE, paHEe COCTABJICHHBIE AaKThl MPOBEPKUM HAIWYUS M COCTOSHUS
npoBepsieMoro (oHfa.

Po3bick pexoMeHlyeTcs MPOBOJUTH B TEUEHHUE Tofla MOCie 3aBEPIICHUS MPOBEPKH HAIUYHUS
hiS

4.7.10. HaiineHHble B UTOTE€ PO3BICKA JIeJIa MOJKJIAIIBAIOTCS HA MECTA, @ B COOTBETCTBYIOIIEH
KapTOYKe yd4yeTa HEOOHapY)KCHHBIX [Nl JIeNaeTCsi OTMETKa C yKa3aHWeM JaThl U TOANUCH
JOJKHOCTHOTO JIUIA.

Hena, mpuunHa OTCYTCTBHSI KOTOPBIX IMOATBEPKJIEHA COOTBETCTBYIOIIMMH JOKYMEHTaMH,
UCKJIIOYAIOTCS B YCTAHOBJICHHOM TOPSAKE M3 OMUCEH W JAPYruX Y4YeTHBIX JIOKYMEHTOB. B
COOTBETCTBYIOILIMX KapTOUYKaX YKa3bIBAIOTCS J1aThl © HOMEPA aKTOB, B KOTOPBIX MOITBEPKIAETCS
OTCYTCTBHE JIela, U COCTaBISIOTCA CIpPaBKU O MpoBeneHUU posbicka. Ilocie paccmorpeHus
pe3ynbTatoB posbicka Ha OK M yTBep)KIeHHUs ee pelleHUs PYKOBOJWUTEIEM OpraHu3aluu
HeoOHapYKEHHbIE TOKYMEHTHI CHUMAIOTCS C y4eTa.

4.7.11. IlpoBepka Hanmuuusi M COCTOSHUS JIOKYMEHTOB CUMTAETCSl 3aBEPLLIEHHOW Iocie
BHECEHUS] U3MEHEHUH, BBISIBICHHBIX POBEPKOM, B YUETHBIE IOKYMEHTHI ITpoBepsieMoro GoHaa u
IPEJCTaBICHUS] COOTBETCTBYIOIIMX CBEIEHUI O Jejax [OCTOSHHOTO XpaHEHus B
rOCy/IapCTBEHHBIA apXWB JJIsi BHECEHUS U3MEHEHHIl B KOHTPOJbHBIC SK3EMIUISIPHI OMUCEH e,
yrBepxaAeHHbIX DIIK apXxuBHOrO yupex1eHusl.

4.8. Oc000 HeHHBbIC H YHHUKAJTbHbIC JOKYMEHTHI APXHBA

4.8.1. ApxuB opraHusanyu, o COTJIACOBAHUIO C TOCYAAPCTBEHHBIM apXHWBOM, HUCTOUHUKOM
KOMILJIEKTOBAHUSI KOTOPOTO OH SIBJISIETCS, NPOBOAUT BBIABICHHE M Y4Y€T OCO0O ILIEHHBIX U
YHHUKAJIbHBIX IOKYMEHTOB.

Ha BbIsIBIIeHHBIE 0CO00 LIEHHBIE U YHHKAJIbHBIE TOKYMEHTHI KaX/10T0 (hOH/Ia, XpaHSIIIErocs B
apxuBe, COCTaBJSIETCA OMHMCh OCO0O LEHHBIX JOKYMEHTOB, KOTOopas paccmarpuBaerca OK
OpraHM3aliH, COINIACOBBIBAETCS C TOCYJAPCTBEHHBIM apXMBOM U YTBEPKAAETCS PYKOBOJUTEIIEM
opranu3anuu (mpuiioxenue 23).

4.8.2. OTHECEHNE TOKYMEHTOB K YHHUKAJIBHBIM U BKJIIOYEHHE UX B ['OoCynapCcTBEHHBIN peecTp
YHHUKaJIbHBIX JOKyMEHTOB ApxuBHoro ¢onna Poccuiickoil ®enepanuu OCylIECTBISIETCS B
COOTBETCTBUU C PeriiaMeHTOM rocyaapCTBEHHOIO y4Y€Ta YHUKAIBHBIX JOKYMEHTOB ApPXUBHOTO
¢donna Poccuiickoii @enepanu.

4.9. CtpaxoBoii ¢poHa u GpoHx mo1b30BaAHNS

49.1. Ha o0cobo 1eHHblE ¥ YHHUKaJIbHBbIE JIOKYMEHTBl OpraHU3alud  IyTEM
MHUKPO(MUIBMUPOBAHUS CO3JAIOTCA CTPAaXOBble KONHM (HEraTHBBI IEPBOTO IOKOJEHHS Ha
PYJIOHHOM MJIEHKE WM MUKPOQUIIAX).

COBOKYIIHOCTh CTPaXOBBbIX KONUI JOKYMEHTOB, XpaHSIIUXCS B apXuBe, COCTaBIAET
crtpaxoBoii (ouma. CrtpaxoBoil (oHA co3dacTCs B IENAX COXPAHEHUS IICHHOW JTOKYMEHTHOM
UH(OPMALIMU HA CIIydail yTpaThl WM MOBPEXKACHUS MOATUHHBIX JOKYMEHTOB.

4.9.2. OnmHOBpEeMEHHO C CO3/laHheM CcTpaxoBoro (oHaa co3maercs (OHI TOJIb30BaHUS
(MO3UTHBHBIE MUKPO(DUIBMBI 1 MUKPO(DUIIIN).

@OHJI TONB30BAaHUS MOXKET CO3/aBaThbCs TaKKe LENEeBbIM MOPAIKOM II0 Haubosee
UCTIOJIb3YEMBIM JOKYMEHTAIbHBIM KOMIUIEKCAM ITyTeM KCEPOKONHUPOBAHUS MIIN CO3/IaHUS KOMUH
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JOKYMEHTOB Ha DJIGKTPOHHBIX HOCHUTENSAX, OOECIEeYMBAIONINX HICHTUYHOCTh KOMUU U
MOJJIMHHHUKA TOKYMEHTA.

4.9.3. CrpaxoBoii (oHm U (QOHI TOIH30BAaHUS CO3MAIOTCS B TMOPSIKE, YCTaHOBICHHOM
denepanbHON apXUBHOM CTyk00# Poccum.

5. OPTAHU3ALIUA JOKYMEHTOB B APXUBE
5.1. lokyMeHTaIbHBII U APXUBHBIN (POH/] OPraHU3aNNH

5.1.1. Bcsi COBOKYIHOCTh JOKYMEHTOB, OOpa3yIOUIMXCS B JESATEIBHOCTH OpraHU3aluH,
COCTaBIISIET €€ JOKYMEHTaIbHBIN (HOHI.

5.1.2. JlokymMeHTBI, 00Opa3yloluecss B JAEATEIBHOCTH OPraHM3allld IO CPOKaM XpaHEHUs
MOJIpa3esisaioTCs Ha:

JIOKYMEHTBI BpEMEHHOT0 cpoka XxpaHeHHus (10 10 JieT BKIIOUUTENBHO);

JIOKYMEHTBI JOJITOBPEMEHHOT0 cpoka xpaHeHus (cBoiie 10 ner);

JIOKYMEHTBI IIOCTOSTHHOTO (BEYHOT'0) XpaHEHUSI.

JIOKyMEHTBI MOCTOSIHHOTO XpaHEHUs, T.e. JOKYMEHThI, UMEIOIIMe UCTOPUYECKOe, HayyHOe,
COLMAIIBHOE, JKOHOMHUYECKOE, KYJIbTYpHOE 3HAUYEHHE, COCTABIISAIOT AapXHWBHBIA  (HOHI
OpraHu3aIiy, SIBJISIOMUNACS COCTaBHOM YacThio ApxuBHOTO doHAa Poccuiickoit deaepanun.

Cpoku XpaHEHHUs TOKYMEHTOB YCTaHaBJIMBAIOTCS Ha OCHOBAaHUM SKCIEPTU3bl UX LIEHHOCTH;
MOPSAIOK DKCIEPTU3HI LICHHOCTH IOKYMEHTOB OIpe/iesieH B pasjene 2 Hactosuux [Ipasu.

5.1.3. Pa3HOBUAHOCTSIMU apXUBHOTO (POHIA SBIIAIOTCS:

apXUBHBIN (DOH OpraHU3AINH, COCTOSIIIUN U3 IOKYMEHTOB, 00pa30BaBIINXCS B MpoOIlecce ee
JeSITEIIbHOCTH;

00BeAMHEHHBIN apXUBHBIA (HOHM, COCTOSIINI U3 TOKYMEHTOB, 00pPa30BaBIIMXCS B MPOLIECCE
JESATSIIbHOCTH JBYX WJIM OoJiee OopraHu3anuii-GoHI000pa3oBaTeseii, UMEBIIMX MEXKIY COOOM
UCTOPUYECKH W/WIM JIOTUYECKU OOYCIOBIECHHBIE CBSI3U: OJHOPOJHOCTH M IMPEEMCTBEHHOCTD
JESATENIbHOCTH,  MOJYMHEHHOCTh,  €IMHCTBO  OOBEKTa U  BPEMEHU  JESITEIbHOCTH,
MECTOHAXO0XKACHUE U JIP.;

apXUBHBIN (OHJ JIMYHOTO MPOUCXOXKICHUSI, COCTOSIIMNMN U3 TOKYMEHTOB, 00Opa30BaBIIUXCS B
MpOILIECCE JKU3HU U JIEATEIbHOCTH OTAEIBHOTO JIUIA, CEMbU, POJIa U MPUHATHIX HAa XpaHEHHE B
apXuB OpraHHU3alIiH.

5.1.4. ApxuBHOM KOJUIEKUMEW HA3bIBAETCS COBOKYNHOCTb OTHENbHBIX JIOKYMEHTOB
Pa3IUYHOIO MPOUCXOXKAEHUSA, OOBEIUHEHHBIX [0 OJHOMY WM HECKOJbKMM IpPU3HAKAM
(TeMaTU4eCcCKOMY, BHIOBOMY, OOBEKTHOMY, aBTOPCKOMY, XPOHOJIOTHUECKOMY U JIp.).

5.2. Onpenesienne (poHAOBOM NMPUHAIIEKHOCTH APXUBHBIX JOKYMEHTOB M 00pa3oBaHue
apxuBHOIo (ponna

5.2.1. Onpenenenne GOHAOBON MPUHAICKHOCTH JOKYMEHTOB OpraHU3AlMK 3aKJIIOYAeTCs B
OTHECEHUU UX K (POHAY COOTBETCTBYIOIIEH OpraHU3aIINH.

52.2. Ilpu omnpeneneHun (GOHIOBOM MPUHAMJIEKHOCTH JOKYMEHTOB OpraHU3alUuu
YUUTBIBAETCS CeayIomiee:

BXOJIANINE JOKYMEHTBI OTHOCATCS K (POHIY TOH OpraHW3aIluu, KOTOPOW OHH TOJTYYCHBI; HX
dboHIOBas TPUHAICKHOCTh OMpPENENsieTCs M0 TaKuM JlieMeHTaMm ¢opMmymspa, Kak ajpecart,
PETUCTPAIIMOHHBINA MITAMII, PE30JTFOIIMA U OTMETKH O HAIPABJICHUH JOKYMEHTOB Ha UCIIOJHCHHE,
M0 CO/ICPIKAHUIO IOKYMEHTOB;

KOITUU HCXOJAIINX JTOKYMEHTOB (OTITYCKH) OTHOCSTCS K (DOHAY TOM OpraHH3aIuu, KOTopas
ABIISIETCS WX aBTOPOM; WX (DOHAOBAsS TMPHUHAJICKHOCTh OIMpPEAesIeTCs] TO IOAMUCIM,
JIEJIONPOU3BOJICTBEHHBIM TTIOMETaM, COJICPIKAHUIO JOKYMEHTOB;

JIOKYMEHTHI BHYTPEHHETO OOpaIleHuss OTHOCATCS K (DOHAY TOW OpraHHu3aiii, KOTOPOW OHU
cocTaBlieHBI, WX (DOHAOBAS TPUHAUICKHOCTh OIpPEIeIsIeTcs 10 Ha3BaHUIO OPTaHWU3AINH,
MOJIMTUCSM, COTCPKAHUIO.

5.2.3. JlokyMeHThl OpraHu3aly W €€ T[EePBUYHBIX OOIIECTBEHHBIX OpTraHU3aIHNA
(mMpoCOIO3HBIX, CHOPTUBHBIX M Jp.), CYIIECTBOBABIIUX JO TMPHUHATHS 3aKOHOIATEIHCTBA
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Poccuiickoit ®eneparn 00 0OIIECTBEHHBIX OOBEIMHEHUSAX, COCTABISAIOT €AWHBIA apXWUBHBIN
don.

ApXUBHBIC JOKYMEHTHI OOIIECTBEHHBIX OpraHu3auuil (MpoQCcor3HbIX U Jp.) CYIIECTBYIOIIX
IPU YYPEKICHUAX C MOMEHTA PErMCTPALUU ITHX OOLIECTBEHHBIX OPraHU3alMii B COOTBETCTBUU
C 3akoHOoAaTrenbCTBOM Poccuiickoii ®exeparuu 00 OOIIECTBEHHBIX  OOBEIUHEHUSX,
IPEICTaBIAIOT COOOM caMOCTOsATEeNbHbIE apXuBHble (GoHAbl. Ilpum nepepgaye Ha MOCTOSHHOE
XpaHEHHE B apXMB OHM MOTYT HPUCOCIMHATHCA K (OHIAM COOTBETCTBYIOIIUX YUPEKICHHIA,
00pasys 00beTMHEHHBIC apXUBHBIC (POHIBI.

5.2.4. Jlena, KOTOpbIE BEIUCH MOCIIEI0BATENBHO B ABYX OPraHU3alMIX, BKIIOYAIOTCS B COCTAB
apxuBHOrO (OHJA TOW OpraHu3aluM, B KOTOPOHl OHM ObLIM 3aKOHYEHBI MPOU3BOACTBOM. B
cilyyae JIMKBHJAIMKM OpPraHU3alMHM C Tepefadeil ee (QyHKIM BHOBH CO3JaHHOM OpraHM3aluu
3aKOHYEHHbIEC IPOM3BOJCTBOM JI€ja BKIIIOYAOTCS B (POHJ JIMKBUIMPOBAHHOM OpraHu3aluy, a
HE3aKOHYEHHBIE JIeJIa MEPEAAI0TCS ISl OKOHYAHMSI IPOU3BOICTBOM OPraHU3alUU-TIPEEMHUKY U
BKJIIOYAIOTCA B (POH/I MOCIIEAHEH.

5.2.5. OnuH u TOT %e (POHJT COCTABISAIOT JOKYMEHTHI:

OpraHu3aly 70 U TOCie €e peopraHu3anuu (nmpeodpa3zoBaHus), €CIM OHA HE IOBJIEKIA 32
c000i1 KOPEHHOT'0 U3MEHEHHUS €€ AEATEIbHOCTH;

OpraHM3alMy A0 M T[OCJIE€ W3MEHEHUS TEPPUTOPUAIBHBIX TpaHMI] €€ JeATEIbHOCTH,
MNOJYMHEHHOCTH, CTPYKTYPBbI, LUTATOB, I€YaTH U T.IL.;

OpeANpUsATH, opraHu3auuid M OObEIMHEHHUH, IOMEHSBLIMX TIOCYIAapCTBEHHYIO (GopMy
COOCTBEHHOCTH Ha HErocyJapCTBEHHYIO, HO B YCTaBHOM KalUTajle KOTOPBIX HMEETCs
npeoOasaromas A0s rocyJapCTBEHHON COOCTBEHHOCTH;

BPEMEHHO IPEKpaTUBILEH CBOIO JEATEIbHOCTh OpPraHM3allM, a 3aTEM BOCCTAHOBJIEHHOHN C
TEeMH ke PyHKIUAMM;

NPEANPUSATHIA, OpPTaHN3aUi 1 00bETMHEHUH CMEIIaHHBIX (POPM COOCTBEHHOCTH, B yCTAaBHOM
KaIuTale KOTOpBIX UMeeTcs peoliiaiaromas 10 FoCyJapCTBEHHOM cOOCTBEHHOCTH.

5.2.6. JIokyMEHTbI OpraHOB 3aKOHOAATEIbHOW U UCIIOJIHUTEIbHON TOCYAapCTBEHHOM BIIACTH,
npoKypatypsl U cynoB Poccuiickoit ®@eneparun, cyobekToB Poccuiickoit denepanuu, opraHo
MECTHOI'O CaMOYIIPABJIEHUS COCTABIISIIOT CAMOCTOSITENIbHBIE ApXUBHBIE (DOHJIBI.

JIOKyMEHTBI POCCHICKMX MHUHHMCTEPCTB M BEIOMCTB, CO3JIaHHBIX Ha 0a3e JMKBUAWPOBAHHBIX
MuHuctepcTB U BetoMcTB CCCP, cocTaBisItOT HOBBIE apXUBHBIE (DOHIBI.

Hoxymentsl munucrepctB PCOCP u Poccuiickoit deaepanyii COCTABISIIOT, Kak MPaBUIIO,
pa3Hble apxuBHbIE QOHBI. PazrpannunrensHas naTa MEXIy HUMH YCTaHaBIIMBAETCS Ha OCHOBE
COOTBETCTBYIOLIMX 3aKOHOJATEIbHBIX aKTOB O KOHKPETHOM MUHUCTEPCTBE (BEIOMCTBE).

JIoKyMEeHTBI OpraHoOB TOCYJapCTBEHHOM BiacTu cyOwekToB Poccuiickoit deneparuu,
JNEHCTBYIOIMX Ha OCHOBE KOHCTHTYLMH, ycTaBoB cyObekToB Poccuiickoit denepanuu,
COCTaBJSIIOT HOBBbIE  apXHBHbIe (OHABI; pa3TpaHUUYMTENbHBIE JaTbl MEXAY HUMHU
YCTaHABIIMBAIOTCS Ha OCHOBE COOTBETCTBYIOIETO 3aKOHOAATEIbCTBA M HOPMATHBHBIX AKTOB.
[Ipy 3TOM JOKYMEHTHI MNpPEIUIECTBYIOLIUX MM COBETOB HApOJHBIX JIENYTaTOB pecnyOIuK,
KpaeBbIX, 00JACTHBIX, ABTOHOMHBIX OOpa30BaHMi, a TaKke PallOHHBIX U TOPOJCKUX COBETOB
HapOJHBIX JIEMyTAaTOB 10 MOMEHTA MX JIMKBUIAIIMHU COCTaBISIOT CaMOCTOSITENIbHBIE apXHBHbBIE
bOHITBI.

Pacimmpenue winM cyXeHue NpaB OpraHu3alldd, KOTOpPOE BI€YEeT 3a COOOM KOpEHHOE
U3MEHEHHE €€ KOMIIETCHIMH M (YHKUUH M CO3[JaHMe HOBOM OpraHU3alllM, BJIEeYeT 3a coOoi
CO3/1aHM€ HOBOT'O apXHUBHOTO (OH/A.

5.2.7. Kaxxgomy apxuBHOMY (OHIY, MOCTYNHUBIIEMY B apXUB OPraHU3ALUH, PUCBAUBACTCS
Ha3BaHME U HOMep (cM. 1. 6.4.2.2). Ha3zBanue ¢oHa cOOTBETCTBYET O(ULIMATHLHOMY Ha3BaHUIO
opranu3anuu-QoHI000pa3oBaTENs.

5.2.8. O0beqMHEHHBIH apXUBHBIH (POH/

5.2.8.1. O6bearHeHHbIe apXUBHBIE (POH/IBI MOTYT OBITH CHOPMUPOBAHBI U3 IOKYMEHTOB:

- OJHOPOJHBIX MO IEJIEBOMY Ha3HAYEHUI0 U (QYHKIUSAM OJHOMMEHHBIX OpraHM3alluii,
JNENCTBYIOIMX HA ONPEICIEHHON TEPPUTOPUHY;
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- PYKOBOJAILETO OpraHa M T[OJYMHEHHBIX €My OpraHu3aiui, JeHCTBYIOIIMX Ha
ONpeACTICHHON TEPPUTOPUH;

- OpraHu3aIui, CBSI3aHHBIX MEXKIY CO00H 0OBEKTOM JESATEILHOCTH,

- TOCIEAOBaTeIbHO  CMEHSBIIMX JApPYyr Jpyra OpraHu3auuid, eciu  (yHKIHH
MPEAIIECTBEHHUKOB MOJTHOCTHIO WJIM YACTUYHO MEepeAaBaIiuch UX MPEEMHHUKaAM.

5.2.8.2. He nmomyckaercs co3mgaHue OOBEIMHEHHBIX apXWBHBIX (DOHIOB M3 JOKYMEHTOB
OpraHoOB IIPE/ICTABUTENbHON, MCIOJIHUTEIBHOW U CyJeOHOM TOCyJapCTBEHHON BIACTH,
npexycMoTpeHHblx KoHctutynumeir Poccuiickori ®enepanun, KoHCTUTYyHHMSMHU pecITyOIIHK,
ycraBamu CcyObekToB Poccuiickoit Denepanuu, a Takke M3 JOKYMEHTOB 3THUX OPraHOB H
JOKYMEHTOB H30MpaTelbHBIX KOMHUCCHII 1O BBIOOpaM OpraHoB IMPEACTABUTEIBHOU U
UCTIOJTHUTEIILHON BJACTH, €CJIIM O3TO HE MPEAYCMOTPEHO 3aKOHOJATEILCTBOM CYOBEKTOB
Poccuiickoit deneparumu.

5.2.8.3. OGpa3oBanue 0ObEIMHEHHBIX APXUBHBIX (DOHIOB BKIIOYAET B ceOs mepemudpoBKy
nen (u3MeHeHue HoMepoB (OHIIOB, OINHUCEH), COCTABJICHHE COOTBETCTBYIOIIMX YUETHBIX
JIOKYMEHTOB, pa3MeIleHue JOKYMEHTOB OOBEAMHEHHOTO (DOHIA B OJHOM MECTE XpaHWIHINE, a
py HEOOXOIMMOCTH U HOBYIO CUCTEMATHU3AIUIO T U MIEPECOCTaBICHUE OITUCEH.

5.2.8.4. Ha3Banue 0OBEIUHEHHOTO apXHWBHOTO (DOHJA COCTOUT M3 O0OOIIEHHOTO Ha3BaHUS
BKIIIOUEHHBIX B HEro ()OHAOB WJIM Ha3BaHUA PYKOBOAAIIEH OpraHu3alud ¥ 0OOOIIEHHOTO
Ha3BAHMS MMOJYMHEHHBIX €1 OpraHu3aluii.

5.2.9. ApxuBHBIH (POHT JTUYHOTO NPOUCXOKIEHUS

5.2.9.1. JlokyMeHTbI, NepelaHHble BiaaeiableM (COOCTBEHHMKOM) Ha XpaHEHHE B apXHUB
OpraHM3alUH, COCTABISIOT apXUBHBIN (POH]I IMYHOTO IPOUCXOXKACHHS U Nepe(OHAUPOBAHHIO HE
TIOJIJIeXKAT.

5.2.9.2. Hazpanue apxuBHOTO (hOH/Ia TMYHOTO MTPOUCXOXKICHUS COCTOUT U3 (PaMUIINH, UMCHH,
OTYeCTBa JIMIA, YKa3aHUS poJa NesTeNbHOCTH (Tpodeccu), Ciry>keOHOTO TOJI0KEHHUs, YICHBIX
3BaHHI.

5.2.10. ApxuBHasi KOJUIEKIUS

5.2.10.1. ApxuBHBIE KOJUIEKIMHM IIOCTYNAlOT B AapXuUB B BHIE YXKE CIOKHUBIIUXCS
JOKYMEHTAJIBHBIX KOMIUIEKCOB WJIHM K€ 00pa3yroTcs B apXHBE M3 OTIENBHBIX Pa3po3HEHHBIX
JIOKYMEHTOB C LIEJIbIO CO3/1aHuUs OJaronpusATHBIX YCIOBUH JUIS UX yueTa U UCIIOJIb30BaHUs.

5.2.10.2. B Ha3BaHUU apXUBHOM KOJUIEKIIMM 00S3aTENIbHO YKa3bIBa€TCsl MPHU3HAK (TPU3HAKH)
00bEeIMHEHNS] JOKYMEHTOB, a IMpPH HEOOXOAMMOCTH M €€ COCTAaBUTENb (FOPUAMYECKOE HIIU
buznyecKoe JUL0, YUPEKICHHE, B TOM YUCIIE apXUB OpraHU3aluN).

5.3. XpoHoJ10rn4ecKne rpaHuIbl apXuBHOro onga’

# XpoHoOriYecKne IPaHUIB APXHBHOTO (POHIA MOTYT HE COBMANaTh ¢ KPailHMM aTaMu
JIOKYMEHTOB ()OH[Ia, €CIIM 110 KAaKUM-JIMOO0 NPUYMHAM OTCYTCTBYIOT JJOKYMEHTHI HAYaJIbHOTO WUJIH
3aBEPILAIOIET0 ATANOB JEATEIbHOCTH OPraHW3allUM WM €CIM B COCTaBe (POHJA HAXOIATCA
Oosiee paHHUE JIOKYMEHTHI (HalpuMep, NEepelaHHble Ui 3aBEpIIEHHs] MPOU3BOACTBOM [elia
IpeIeCTBeHHNKA, ITPE/ICTaBICHHbIE B KAUECTBE J10Ka3aTeIbCTB TOKYMEHTHI B COCTaBE Cy/1€0HO-
CJIEZICTBEHHBIX Jen U Jp.). B doHmax nuyHOro mpoumcxoxaeHus KpaHUE AaThl JOKYMEHTOB
¢doH/1a MOTYT OTJINYATHCS OT XPOHOJOTUYECKUX IPpaHULl (POHAA 3a CUET JOKYMEHTOB, COOpaHHBIX
¢donno00pa3oBareneM, CBA3aHHBIX C OTKJIMKAMH Ha €ro CMEpTb, IMPOBEJICHHUEM IaMSITHO-
F00MJIEMHBIX MEPOIIPUATHH U Ap.

5.3.1. XpoHOJIOrMYeCKMMHU T'paHUIIaMU apXUBHOTO (HOH/IA SBISIOTCS:

apXuMBHOTO (PoHJA OpraHU3aluu - o(UIMaIbHBIE JaThl €e 00pa3oBaHUA (perucTpanuu) u
JUKBUAALNY;

00BEAMHEHHOTO apXUBHOTO (POHJA - aThl 00pazoBaHus (perucrpanuu) Haubosee paHHeH U
JMKBUAALUY HanOoJiee MOo3/JHel 10 BpeMeHH JeATeIbHOCTH OpraHu3aluil, TOKyMEHTBI KOTOPBIX
BOIILJIM B COCTaB O0BEIMHEHHOTO apXUBHOTO (POHA;



apXUBHOTO (DOHAA JIMYHOTO TPOUCXOXKIEHHUS (CEMEHHOro, POIOBOT0) - NAThl POKICHUS U
cMepTH (PU3UYECKOro JIMIIA, YICHOB CEMbU WM POJA.

5.3.2. XpOHOJIOTUYECKUMHU TpAHULIAMHU aPXMBHOW KOJUICKIIMU SBJISIFOTCS J1aThl CaMOro
PAHHETO U CaMOr'0 MO3HEr0 JOKYMEHTA.

5.4. Opranusanusi J0KyMeHTOB B Ipe/esiax apXuBHOro (ponga

5.4.1. OcHOBHbIE NOHATHS U TPEOOBAHUS

B mpenenax apxuBHOTrO (hOHAA YUETHO-KJIACCU(DUKAIMOHHOW SIMHHIICH SIBIISIETCS CIMHUIIA
XpaHeHUs1 JOKYMEHTOB (cMm. 1. 6.2.1). EnuHuMIBel XpaHeHUS JOJDKHBI OBITh OIHMCAHBI,
CUCTEMATHU3UPOBAHBI, BHECEHBI B OMUCU M O(DOPMIICHBI B MOPSIIKE, 00ECIICUNBAIOIIEM HX YUET,
TIOUCK U MCIIOJIb30BaHHE.

Enunaunel xpaHeHus (mena) apxwBHOro (GOHIA CHCTEMATH3UPYIOTCS B mpexaenax GoHa
COIJIaCHO cXeMe cucreMarn3anuu. CucreMaTH3amus JOKYMEHTOB (OHJAa TPOBOJMUTCS B
JIEJIONPOU3BOJCTBE U B apXHWBE OpPraHHW3aIlMM TMPH MOJATOTOBKE JOKYMEHTOB K Iieperade B
rOCYJapCTBEHHBIC aPXHUBBI.

5.4.2. Cxema cucteMaTH3alMi JOKYMEHTOB B oH/1e
Cxema cucTeMaTH3allUd €IUHUI XpaHeHus (Jesn) (oHaa sBiISEeTCS OCHOBAaHUEM JJIs
BHYTPEHHEH OpraHu3aiyy apXuBHOTO (POH/IA U 3aKPEIUISIETCS] OMUCHIO (OMUCAME) Ae (OoHAA.

5.4.3. I'pynnupoBKa e M JOKYMEHTOB B COOTBETCTBHM C Pa3/IMYHBIMH BapHAHTAMM
cXeMbl CHCTeMATH3alMU APXUBHOIO0 (oHaa

5.4.3.1. Pacnpenenenue Jnen BHYTpH (POHJIA IO JIEJICHUSAM CXEMbl CHCTEMaTHU3aluu
IIPOBOAMTCS C YYETOM CIEAYIOIIMX PU3HAKOB!

CTPYKTYPHOTO (B COOTBETCTBUM C NPUHAUICKHOCTHIO €IUHHI] XPAaHEHUS K CTPYKTYPHBIM
NOJIpa3/IeNICHUsIM);

XPOHOJIOTUYECKOT0 (110 MepHOoiaM MU JlaTaM, K KOTOPbIM OTHOCSITCS JOKYMEHTBI);

(yHKIIMOHAJIBHOTO, OTPACIEBOr0, TEMATHYECKOI0, IPEIMETHO-BOIIPOCHOTO (C Yy4eToM
GyHKLUUH, OTpaciiell M HalmpaBiICHUH AEATENbHOCTH OpPraHU3allud, TEM U BONPOCOB, KOTOPBIX
KacaeTcsl CoJiep’KaHuE I0KYMEHTOB);

HOMUHAJIBHOTO (10  JIeJIONPOMU3BOJACTBEHHOM (¢dopMe - BUAaM M Pa3sHOBUIHOCTSIM
JIOKYMEHTOB);

KOPPECTIOHJIEHTCKOTO (M0 OpraHu3alusaM M JIMIaM, B pe3yibTaTe MEPenucKd C KOTOPBIMU
00pa3oBaJINCh JJOKYMEHTHI);

reorpaueckoro (B COOTBETCTBUU C OIpPEJCICHHBIMH TEPPUTOPHUIMHU, HACEICHHBIMU
NYHKTaMH U JPYTMMHU reorpauueckiMyi HauMEHOBAHUSIMH, ¢ KOTOPBIMU CBS3aHO COJIEp’KaHUE
JIOKYMEHTOB, UX aBTOPbI, KOPPECIIOHICHTHI);

aBTOPCKOTro (110 HAa3BaHMSAM OpPTraHU3alMi WK (paMUITUSAM JIUL], KOTOPBIE SIBJISIOTCS aBTOpaMU
JIOKYMEHTOB).

Kak mnpaBuno, eauHMIBI XpaHEHUs TPYNIUPYIOTCA IOCJIENOBATEIbHO [0 IPHU3HAKaM,
INPUMEHEHHE KOTOPBIX OKaXeTcs Haubousiee 1es1eco00pa3HbIM Ui BCEX WM OTIENBbHBIX TPYII
JTIOKYMEHTOB (OH/IA.

5.4.3.2. CoueraHue CTPYKTYPHOIO M XPOHOJIOTMYECKOTO IPU3HAKOB JA€T JABa BapUaHTa
CXEMBbI CHCTEMAaTU3ALUN: XPOHOJIOTHYECKU-CTPYKTYPHBIN U CTPYKTYPHO-XPOHOJIOTHUYECKHIA.

XPOHOJIOTMUECKU-CTPYKTYpHasl CXeMa CHCTEMATHU3allMM NPUMEHSETCS MO OTHOIIECHUIO K
dboHaM [NEHCTBYIOIIMX OpraHu3anuil (ydyuThiBas JajibHEHIIee TIONOJIHEHHE (OHIO0B) H
JUKBUIUPOBAHHBIX OPraHM3allMid C 4YacTo MeHsBLIeHca cTpykTypoil. Ilo »Toii cxeme nena
TPYNIUPYIOTCS MPEXJE BCEro MO BPEMEHUM HMX co3/laHus (rojaM, mepuojiaM), a B Ipenaenax
KaKIO0H XpOHOJIOTHYECKOM TPYIIIBI - O CTPYKTYPHBIM MOAPA3ACIEHUSAM OPraHU3alHH.

CTpyKTYpHO-XpOHOJIOTHYECKAsi CXE€Ma CHCTEMaTH3alliy TMPUMEHSETCS MO OTHOIIEHUIO K
doHIaM opraHuzanuii, UMEBIIUX CTAOWIIBHYIO CTPYKTYPY, U3MEHEHHUS KOTOPOM MPOMCXOIUIN
penko u Obuld HecloXHBL. [Ipu cuctemaruszanuu Mo 3TOM cxeme Jesa TPyHIUpPYIOTCS MPexe
BCEro M0 CTPYKTYPHBIM MOJPA3AEICHUAM OpraHM3allM, a B NpPeAesiax KaXkAOW CTPYKTYpHOH
TPYHIIBI - 10 BPEMEHU UX CO3JaHUsI.
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5.4.3.3. XpoHonoruyecku-(QpyHKIHOHAIbHAS UIH (DYHKIMOHATBHO-XPOHOJIOTUYECKAs CXEMBI
cUCTeMaTH3alluy MPUMEHSIOTCS 10 OTHOLICHMIO K ()OHJaM OpraHu3alMil ¢ 4acTO MEHSBIIENCS
CTPYKTYpOl.

ITpu cucrematuzanuu Aei MO XPOHOJIOIMYECKH-(DYHKIIMOHAIBHOM CXeMe MX TIpyNIHpOBKa
OPOMCXOMUT BHAYale IO XPOHOJIOTMYECKOMY IIPU3HAKY, a 3areM Mo (yHKIHUAM (BUIAM,
HalpaBJICHUsAM JESITEIbHOCTH) OpraHu3auuu. llpm 3TOM moarpynmsl Aea pacrnojiararTcs ¢
y4eTOM 3HAUYMMOCTH (yHKIHMA opraHuzanuu (pyKOBOACTBO, ()MHAHCHPOBAHUE, Yy4YeT U
OTYETHOCTH U T.J.) WM N0 KJIACCU(PUKATOPY CaMOM OpraHu3aluH.

[Tpu cucremaTHu3anmu Jei 1o GyHKIHOHATBHO-XPOHOJIOTHYECKON cXxeMe Jienia TpYIIHpYyIOTCs
BHayasie 0 (PyHKIMSIM JEsITeIbHOCTH OPraHu3aliy, a 3aTeM 110 XPOHOJIOTUYECKOMY IPU3HAKY.

5.4.3.4. XpoOHOJOrMYECKH-TEMAaTHYECKasi WIM TEMATUYECKU-XPOHOJIOIMYECKAsT CXEMBbI
cUCTeMaTH3allud IPUMEHSIOTCS 10 OTHOLIEHHIO K HeOOJbIIMM IO 00beMy (OHIaM, a Takke
OTJeNIbHBIM apXUBHBIM KOJUICKIUSIM.

XPOHOJIOrMUECKU-HOMUHAIbHAS U HOMUHAIbHO-XPOHOJIOTHYECKasi CXEMbl IPUMEHSIOTCSI, KaK
NPaBUJIO, JUISI CUCTEMATH3AIMH Jiell POHI0B OECCTPYKTYPHBIX OPTaHU3aIUH.

5.4.3.5. Ilpu BBIOOpE MPU3HAKOB IPYNIIUPOBKU J€1 B IMpejenax MOArPYI, HAa3BaHHBIX B
nm. 5.4.3.2 - 5.4.3.4, y4yuThIBaeTCAd 3HAUECHWUE TOrO0 WM HWHOTO NpPH3HAKA I OTPAKCHUS
JIeJIOTIPOU3BOJICTBEHHONW M CMBICIIOBOW CBSI3U MEXAY JieflaMH KaXKA0ro KOHKPETHOro (oHnxa u
co3aHUs HanboJsee yA00HO! /Ui NCII0JIb30BaHUs JOKYMEHTOB CHUCTEMBI UX OPTaHU3aLINN.

5.4.3.6. JlokyMeHTbI, BoOLIeALIME B OOBEJMHEHHBIH apXUBHBIA (DOHJ, pacHojararoTcs IO
3HaYUMOCTH (POHI000pa30BaTENEH, 0 XPOHOJIIOTUN UX CO3AaHUs, 10 al(aBUTy Ha3BAaHUHA H T.1.
B mpenenax kaxzaoro ¢oHaa, BOIIEAIIEr0 B OObEIUHEHHBIH apXUBHBIA (OH[, NMPUMEHSIOTCA
pasHbIe CXEMBbl CHCTEMAaTH3allid, BBIOOP KOTOPBIX OMPEIEINSETCS XapaKTepOM IesTeIbHOCTH
KOHKPETHBIX OpraHu3alluii, COCTaBOM M 00BEMOM HX JOKYMEHTOB. Jlisi (OHAOB OJHOPOAHBIX
OpraHM3aluil ucrosb3yercs olulas cxema CUCTEMaTU3alUN.

5.4.3.7. Cucremaru3zanuusi JOKYMEHTOB KOJUIEKLUH OIpeNesseTcsi TEMaTUKOW U COCTaBOM
JIOKYMEHTOB. B mpenenax KoJeKUMU AOKYMEHTOB OJHOIO BHJA (pa3HOBUIHOCTH) BO3MOXKHA
IPYNIIHMPOBKA IO aBTOPCKOMY IpPHU3HAKY C PACIOJIOKEHHEM TIpyni B ajapaBUTHOM THOpsIKE
Ha3BaHMW opraHuzauuil win ¢GaMuauii aBTopoB. B mpenenax KoOJUIEKIIMM JIOKYMEHTOB,
CO3/IaHHOHM MO TeMaTHYECKOMY MPU3HAKY, MOT'YT OBITh 00pa30BaHbl IPyMIbl O Oojiee 00ImUM
T€MaM WJIM BOIPOCaM, PACIIOJIOKEHHBIE B MOPSAKE UX 3HAYMMOCTH WJIM XpOHOJOruU. BHyTpH
TEMaTU4YEeCKUX TMOATPYNI JIOKYMEHTBl MOTYT ObIThb OOBEIMHEHBI M0 PA3JIMYHBIM IPHU3HAKAM,
UCXOJ U3 00bEMa U COCTaBa JOKYMEHTAIUH.

5.4.3.8. Ilpu pacripenienieHuu J1el1 B COOTBETCTBUU CO CXEMOM CHCTEMaTHU3aluu HEOOXOJMMO
UMETh B BUAY CIIEAYIOIIEE:

Jiefia OTHOCSTCS K TOMY TOJly, B KOTOPOM OHHU HayaThl MJIM B KOTOPOM IMOCTYIMJIN B JIaHHYIO
OpraHM3anuio (CTPpYKTYpHOE TOJpa3felieHue) W3 JpYyrod oOpraHuzaluu (CTPYKTYPHOIO
Mo/Apa3/iesieHus );

TUTaHBI, OTYETHI, CMETHl W MaTepHalbl K HUM OTHOCATCS K TOMY TOAY, Ha KOTOPBIA HIIH 32
KOTOPBIII OHU COCTaBJEHbI, HE3aBHCHMO OT JaThl UX COCTABJICHMS; MHOIOJIETHUE IUIaHBI
OTHOCATCS K HaYaJIbLHOMY TOJy WX JEHCTBHS, a OTYETHI 3a ITH TOJBI - K MOCICTHEMY TOIY
OTUYETHOTO NEPUOJA;

JieNia, HayaTble MMPOU3BOJICTBOM B OJHOM IOpa3/IeeHUH U NepeJaHHble ISl TPOJOHKEHUS B
Jpyroe mojpasjeiaeHne, OTHOCATCS K TOMY IMOJIpa3/ieleHnI0, B KOTOPOM OHU ObUIM 3aKOHYEHBI
(mpu >TOM Ha3BaHUE MEpPBOTO MOJpa3ieieHuss Oepercs B CKOOKM M MHILIETCS Ha3BaHUE
MIOCJIETHETO);

B Ipefenax roja WiIM XpOHOJOTHYECKOro Mepuoja Jelia pacroJiaratoTcsl Mo 3HAYMMOCTH
CTPYKTYpPHBIX YacTel (oHa.

5.4.4. Opranuszanus 10KYMEHTOB 110 JTUYHOMY COCTABY
54.4.1. JIOKyMEeHTBl TO JIMYHOMY COCTaBy BBUIEISIOTCA B  OCOOYyI  Tpymmy,
CHCTEMaTU3UPYIOTCs 000COOIEHHO U BKIIIOYAIOTCS B OTAEIbHYIO OIUCH.
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PeructpaiimonHo-y4eTHpie OpPMBI JOKYMEHTOB IO JIMYHOMY COCTaBY (KHHTH, >KYpHAJb
yuyera MpHUKa30B O TpuUeMe, NEepeBOAE, YBOJBHEHHUHU, JHMYHBIX KApPTOYEK, JHMYHBIX [,
COTJIAIICHUH, KOHTPAKTOB U JIp.) BKJIIOYAIOTCS B OMKCH JIOKYMEHTOB IO JINYHOMY COCTaBY.

5.4.4.2. JInunble Aena, €CIM OHM MEPeaaBajnucCh U3 OJHOW OpraHU3alMU B JIPYTYIO B CBS3H C
MIEPEBOJIOM COTPYTHUKOB, BKIIFOYAIOTCS B JIOKYMEHTAIBHBIN (apXUBHBIN) (DOH MOIYUUBIIEH UX
OpraHH3aIiH.

Ha nuunbie nena yBOJIEHHBIX COTPYAHUKOB MOXET COCTABIIATHCS OTJEIbHAS OMUCH.

5443. Jlena 1o JMYHOMY COCTaBy, Kak MpaBUJIO, CHUCTEMATU3UPYIOTCA IO
XPOHOJIOTHYECKOMY TpPHU3HAKY. B apXxuBax KpYMHBIX OpraHu3anuil ¢ OOJBIIMM KOJIUYECTBOM
pabOTHUKOB MOXET HCIIOJIb30BAThCA CTPYKTYPHO-XPOHOJIOTHUECKUNA MPUHIIUII CUCTEMAaTH3aIuH
JUYHBIX JICJI.

5.44.4. B npenenax Kaxaoro roga Jejaa Mo JUYHOMY COCTaBYy CHUCTEMAaTU3UPYIOTCA IO
CTETIEHU BAXHOCTH - MPHUKa3bl O 3aUMCICHUH Ha CiIyxOy (B yueOHOe 3aBeieHUE U T.1.),
nepeMenIeHIH, YBOJbHEHUN (OKOHUYAHUU Y4eOHOTO 3aBEACHUS U T.[.), JIULIEBHIC CUETA, CIHUCKH,
JKypHaJibl y4yeTa JOKYMEHTOB MO JHMYHOMY COCTaBY, JIpyTH€ PETUCTPALMOHHO-YUYETHBIC
JIOKYMEHTBI, JTUYHBIE JIeNa, TUYHbIE KAPTOUKH.

Jluunbie nena v TUYHBIE KAPTOYKU YBOJICHHBIX COTPYIHUKOB OTHOCATCS K TOAY YBOJIBHEHUS U
CUCTEMAaTHU3UPYIOTCS B MpeJesiax KX 10l rpynmsl 1o andaBuTy GpaMuIdi.

6. YYHET JOKYMEHTOB B APXUBE
6.1. O0mue TpedGoBaHusA K y4eTy JOKYMEHTOB

6.1.1. YueT 10OKyMEHTOB B apXHBE OPTaHU3AIMU - ITO OMPEIENICHNE X KOJIMYECTBA U COCTAaBA
B YCTAHOBJIGHHBIX €MHMLAX ydeTa M (uKcanus (perucrpanusi) HPUHAIIEKHOCTH KaKIOH
€AMHMLIBI YYeTa K OINpeAeCHHOMY KOMIUIEKCY M OOHIEro MX KOJMYECTBA B YUYETHBIX
JIOKYMEHTaX.

[Tox y4eTHBIM TOKYMEHTOM TIOHUMAETCSl TOKYMEHT YCTaHOBIIEHHON (OPMBI, (GUKCHUPYIOINN
HOCTYIUIEHUE, BBIOBITHE, KOJIMYECTBO, COCTAB M COCTOSIHUE apXMBHBIX JTOKYMEHTOB B €IMHHIIAX
yuera.

VY4yer TOKYMEHTOB B apXMBE OpPraHMU3ALUHU SABISETCA OJHUM M3 CPEJCTB OOecreueHHsl uX
COXPaHHOCTH U KOHTPOJIS 3@ UX HAJIUYUEM.

6.1.2. Yyery nmoanexar BCe XpaHALIMECS B apXMBE OPraHMU3AlMM AOKYMEHTBI, B TOM YHCIE
HEONMCaHHbIE U HEMPOPUIIbHBIE ISl JAHHOTO apXUBa, a TAKXKe CTPaxOBble KOIMUH JTOKYMEHTOB,
KonuM (hOH[A MOJIb30BaHMs (IIPU HAJTMYMH) U OMUCH JIeNT U TOKYMEHTOB.

6.1.3. ApXuB OpraHu3alMy OCYILECTBISET y4eT JOKYMEHTOB ApXxuBHOro ¢onnaa Poccuiickoit
®denepany, BPEMEHHO XpaHALIMXCS B apXUBE OpraHU3allMM, B TOPSAKE, OIPEIEICHHOM
PermamenToM rocymapcTBEHHOro yuera JOKyMEHTOB ApxuBHoro ¢onaa Poccuiickoit
®denepanyy, U NPeICTaBISIET YUETHBIE CBEEHUS B COOTBETCTBYIOIIEE APXUBHOE YUPEKICHUE.

6.1.4. Yuer mpou3BOAUTCS MyTE€M MPHUCBOEHUS apXMBHBIM JOKYMEHTaM (EeIMHHUIAM y4eTa,
€IMHUIIAM XPaHEHHs) YIETHBIX HOMEPOB, SBJISIOIIUXCS YaCThIO apXUBHOTO MHU(pa.

ApxuBHbI mM@p - 0003HAUYEHHE, HAHOCMMOE Ha KaXIyI0 €IMHUIYy XPaHEHUS C LEJIbI0
oOecrieyeHus ee ydyera M UACHTU(DUKAUN. APXUBHBIN MU(QP COCTOMT U3 HOMEPOB: apXHUBHOTO
dbonga mo cnucky ¢OHAOB apxXuBa OpraHU3ANMM U dYepe3 JApoOb MO CHucky ¢OHIOB
rOCy/IapCTBEHHOIO apXHBa, UCTOYHMKOM KOMIUIEKTOBaHHUS KOTOPOIO SIBISETCS OpraHu3aLus,
aApXUBHOM KOJUJIEKI[UH, OIUCH, EUHUIIBI XPAaHEHHUS.

Homep apxuBHOro (oHna nmpucBamBaeTcsi roCyAapCTBEHHBIM apXHBOM Iocie o(opMieHus
MEPBOro MOCTYIUIEHNUS TOKYMEHTOB OpPTaHU3allMK Ha TIOCTOSIHHOE XpaHEHHeE.

6.2. Exmannb! yyera

6.2.1. OCHOBHBIMHU €TMHUIIAMH Y4eTa JIOKYMEHTOB HE3aBUCUMO OT BHJa HOCHUTEJIA, Crioco0a u
TEeXHHKU 3aKpeIUIeHNs HHPOPMAIIUHU SBISIOTCS:

apXUBHBIN (QOHT, apXHBHAs KOJJIEKIINS,

€IMHHIIA XPAHEHUS.



JIOKyMEHTBI JTMYHOT'O MPOUCXOXKIACHHUS, HE MPOLIEeIIINE HAYYHOTO OMHMCAHUs, YUUTHIBAIOTCS,
KaK [IPaBUJIO, 0 JOKYMEHTaM U JINCTaM.

HeoOpaboTtanHuple JOKYMEHTHI (POCCHINb) YYUTHIBAIOTCS U3 pacueta 150 nucTOB B OgHOMU
YCIIOBHOH €IMHMIIE XPAaHEHUS.

6.2.2. Enununma xpaHeHusi - (U3MYECKH O00O0COOJICHHBIE TOKYMEHT WJIM COBOKYITHOCTD
JIOKYMEHTOB, UMEIOIINE CAMOCTOSITENIbHbIEC 3HAUEHUE.

Enununa xpaneHus: JOKYMEHTOB Ha OyMa)kKHOH OCHOBE (J1€J10) COBOKYITHOCTH JIOKYMEHTOB,
OTJEJIbHBIN JTOKYMEHT, 3aKJIFOUEHHbIE B 000COOJIEHHYIO 00JI0KKY, NAIKY.

6.2.3. Y4er JOKYMEHTOB B apXWMBE OPraHU3AlMU CTPOUTCS HA OCHOBE COOIIOICHUS
OPUHLUIOB: I[EHTPAJIU3AlMK, BBIPAKEHHOH B IPUMEHEHMHM €IUHBIX E€IUHUL[ Y4YerTa;
yHHA(UKALMY, OCHOBAaHHOM HA COOJIOCHUN MTPEEMCTBEHHOCTH y4eTa apXUBHBIX JTOKyMEHTOB Ha
BCEX CTaausAX paboTbl € HUMH; JUHAMHUYHOCTH, OOecledynBaeMOl CBOEBPEMEHHBIM U
ONEpAaTUBHBIM BHECEHHEM H3MEHEHHWH B YYETHBIC JOKYMEHTBHl WJIM COCTAaBICHHEM HOBBIX
YUYETHBIX JOKYMEHTOB; IIOJIHOTHI U JJOCTOBEPHOCTH yUeTa.

6.2.4. B apxuBe oOpraHu3allid BeIETCS LEHTPAJIU30BaHHBIH y4e€T JOKYMEHTOB,
OCYILECTBIIIEMbI  CIIELMAIIBHO BBIIEICHHBIM COTPYAHUKOM. [Ipy Haimuuu HECKOIbKUX
XPaHWINII BEAETCS yUeT JOKYMEHTOB B K&KIOM XPAHUJIHIIE.

6.2.5. [lopsnok nocTyma K y4eTHbIM IOKYMEHTaM, a TaKkKe K Y4eTHbIM 0a3aM JJaHHBIX apXuBa
OpraHu3alii ONpeeNseTcs MPUKAa30M PYKOBOJCTBA OpraHM3aluu. Bce ydeTHble TOKYMEHTHI
apxyBa OpraHM3allUd JIOJDKHBI XPAaHUThCS B XpaHWIMLIE (WIM CIELUAIBHO BbIIECICHHOM
MOMEIIEHUN) B cef(hax WM METAJUTMUSCKUX IKadax.

6.3. CucremMa y4eTHBIX JOKYMEHTOB apXHUBa

6.3.1. Cucrema y4yeTHBIX JOKYMEHTOB apXHUBa - KOMIUIEKC B3aHUMOCBSI3aHHBIX YYETHBIX
JOKYMEHTOB U 0a3 JaHHBIX, OTPAXKAaIOUIMX KOJMYECTBO M COCTaB JOKYMEHTOB apXHBa
OpraHM3ali U UX U3MEHEHMSI, COCTaBHAsl YaCTh CUCTEMBI FOCY/IAPCTBEHHOI'0 y4eTa JOKYMEHTOB
ApxusHoro ¢onaa Poccuiickoit denepanuu.

6.3.2. Yder JOKYMEHTOB B apXMBE OpraHU3AIMH BEJIETCS M0 OCHOBHBIM M BCTIOMOTATEIHbHBIM
y4eTHbIM JokyMeHTaM. CocTaB M ()OpPMBI OCHOBHBIX YYETHBIX JIOKYMEHTOB OIpE/IEICHBI
HacToAmmMH [IpaBunamu 1 00s3aTenbHbBI A1 KaXKAO0r0 apXuBa opraHuzanuu. Heo6xoaumocTh
BEJCHUS W BHJbBl BCIIOMOTATENbHBIX YUETHBIX JIOKYMEHTOB ONPEIENSAIOTCS apXHUBOM
OpraHU3aIi CAaMOCTOSATEIbHO.

6.3.3. OCHOBHBIMHU YYETHBIMU JOKYMEHTAMH B apXUBE OPraHU3AIMH SBIISIOTCS:

KHUTA ydeTa MOCTYIUICHUS M BBIOBITHS JOKYMEHTOB (NpUiIokeHue 24) (Ui yueTa B apXuBe
KaX/I0T0 TOCTYIUIEHUS! ¥ BBIOBITUS JOKYMEHTOB, a TakK€ KOJMYECTBA M COCTaBa JIOKYMEHTOB,
MOCTYNUBIINX HAa XpaHCHHWE M BBIOBIBIIMX 3a ONPEACICHHBIH XPOHOIOTUYECKUN TIepUOT
BpPEMEHH, COCTOSIHUS UX ONUCAHUS);

cnucok (GoHIOB (TpHiIokeHue 25) (U1 perucTpanuy TPUHATHIX Ha XpaHEHWE apXHBHBIX
(GOHIOB M apXMBHBIX KOJUIEKLMH, MPUCBOECHUS UM HOMEPOB YydeTa KOJMYECTBA M COCTaBa
apXUBHBIX (DOHIIOB M APXMBHBIX KOJUICKIIMNA, HAXOSMIINXCS HA XPAaHEHUH U BHIOBIBIIINX ),

et Gonaa (mpuiiokeHue 6) (Ui ydeTra B paMKax apXMBHOTO (DOH[A, apXUBHON KOJUICKIIUH
KOJIMYECTBA M COCTaBa OMMCEH U UX HyMepalllH, KOJMYECTBA U COCTaBa JOKYMEHTOB, COCTOSIHHS
UX OINHUCAHUA, JTUHAMUKM HM3MEHEHUH MO KaXJIoW omucu M (OHAY (KOJJIEKIUH) B IIEJIOM,
¢duKcanry M3MEHEHUH Mo Kak/10i onucu u (GoHAy (KOJUIEKIIMH) B LIeJIOM, (PUKCAIIUN U3MEHEHHH
B Ha3BaHUH (PoHAA);

onuck gaen (mpuioxenus l, 2,3) (s TOCIMHUYHOTO W CYMMapHOTO yuyeTa eIuHUIL
XpaHEHMs, 3aKpeIUICHUs] TOps/IKa CHCTEMAaTU3alUU €AWHUI] XpPaHEHHUs, ydeTa H3MEHEHHil B
cocTaBe U 00beMe IOKYMEHTOB, BKIIFOUEHHBIX B JIAaHHYIO OIHUCH);

peecTp omucei - I perucTpanuy ONMMUced Jiel M JOKYMEHTOB, ydyeTa MX KOJIWYecTBa M
cocraBa (npuoxenue 26);

[acropT apXUBOXpaHWIKIIA (IPOU3BOJIBHON (OPMBI) - JUIsI CyMMapHOro ydera (OHIOB U
JIOKYMEHTOB KaK/I0T0 apXMUBOXPaHWIUIIA apXKBa OpraHU3aliy;
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OMHCh 0c000 LEHHBIX Jen (mpunoxerue 23) (11 MOSAMHUYHOTO U CYMMAapHOTO y4eTa 0c000
LIEHHBIX Il U JIOKYMEHTOB (COCTaBJIIETCSI B apXMBaX, OCYIIECTBIIIOLIMX BBIIBIEHHE OCO00
[IEHHBIX JeJ U JJOKYMEHTOB);

KHUTa ydeTa TIIOCTYIUIEHHUS U BbIOBITUS CTpaxoBoro ¢oHaa u (oHAa M0Jb30BaHUA
(mpuitoxxenue 27) (Ui ydera B apXyUBE KaXKI0T0 MOCTYIUICHHUS U BBIOBITHS CTPaxoBoro (oHma u
doHa moONB30BaHMS (BEIETCSI B apXuBaX OpraHU3alMil, OCYLIECTBISIOIIMX CTPAXOBOE
KOIIMPOBAHUE JTOKYMEHTOB);

OMHUCh cTpaxoBoro ¢ouma (rmpuioxkeHue 28) (s MOSAMHUYHOTO y4eTa CAMHUI] XPAHCHHS
CTPaxOBBIX KOMHH 0COOO HEHHBIX OKYMEHTOB (COCTABISETCS B apXUBaX, OCYIIECTBISIOLIMX
CTPaxoBO€ KOMMPOBAHUE 0COO0 LIEHHBIX JOKYMEHTOB).

neno (GoHaa - KOMILIEKC TOKYMEHTOB 10 uctopun GoHmoo0pasosarens u GoH/Ia, BEISTCS Ha
KaX/IbIil apXUBHBIN (OHJ U apXUBHYIO KOJUIEKLIUIO;

JIMCT-3aBEPUTENTH JIeNIa - JIJIsSl y4eTa KOJIMYEeCTBa JUCTOB B Jiene (mpuiokeHue 9).

JUs  LeHTpaiu30BaHHOIO TOCYJAapPCTBEHHOI'O YydeTa JOKYMEHTOB ApXHBHOro (¢oHaa
Poccuiickoit @enepannu B apXruBe OPraHU3AIMH COCTABIISAIOTCS CIECAYIONINE JOKYMEHTHI:

[acropT apXuBa OpraHU3aLUH, XPAHSILICH YyIIPaBICHUECKYIO0 JOKYMEHTAIMIO Ha 1 gexkalps ...
r. (mpunoxenue 29);

[acrnopT OpraHu3aluu, XpaHslled IJOKyMeHThl orpacieBoro (onma Ha 1 nexabps ... T.
(mpunoxenue 30).

6.3.4. BciomorarenbHbIMM YYETHBIMU JIOKYMEHTAMH SIBJSIOTCS: KHUTHM M KapTOYKH ydera
BBIOBITHS eI, KHUTH y4eTa el MO JIMYHOMY COCTaBy, MacnopTra (OHAOB, BHYTPEHHHUE OMUCH
nen (nmpuioxxenue 10) u T.1.

6.3.5. Yuer D]/ ocyuecTBisieTcss B COOTBETCTBUU € TPEOOBAaHUSIMHU U IO YYETHBIM (popmam
Hacrosmux [Ipasui.

Cenenuss o kaxaoi eaunuue ydera O/ BBoasTcs B yderHytro bl DO/ mnu B yuyeTHyro
kaprouky DI (mpunoxenue 31).

OJ1 y4uTBHIBAIOTCS B COCTaBE AapXWBHOTO (OHAA OpraHu3anuu-QGoHI000pa3oBaTeNs IO
OTHUCAM, eIMHUIIAM yueTa U eJUHHULaM XpaHeHus. MHdopmamonHslii 00beM D/] ykasbiBaeTcs B
Merabaitrax (MoaiiT).

M3MeHeHHe KOJMMYECTBA €AMHUI] XpaHEHHs W/uiau uHpopManMoHHOro obOvema D] B
pe3yabpTaTe IMepe3anucyd Ha HOBBIE HOCHUTENN WM KOHBEPTHPOBAHUS (UKCHPYETCS B aKTe O
Murpauuu u nepesanucu /1 (mpunoxenue 32), B HOBOH UTOrOBOM 3alycu ONMUCH, JUcTe (OHA,
OOBSICHATENBHOM 3aITMCKE K TTaCIOPTY apXHBa.

3a enuHuIy ydera D/ mpuHUMaeTCs eIMHULA XPAHEHUS UM KOMIUIEKT €MHULl XPAHEHUs C
3anMchbio  (Qailla  WIM  HECKOJNbKMX  (DaloB, COCTaBISIOUIMX E€IUHBIH  IPOrpaMMHO-
UH(POPMALIMOHHBIH 00BEKT (TEKCT, TUIEPTEKCT, MYJIbTUMEAUMHBIN 00beKT, 0a3a JaHHBIX, OaHK
JTAHHBIX, 0a3a 3HAHMIA), a TAK)KE COMPOBOTUTENbHAS TIOKYMEHTAITHSI.

3a enuHuly xpaHeHus O] mpuHumaercs (QuU3MUECKH 000COOJIEHHBIH HOCHUTENb (JIUCKETa,
KECTKHI AUCK, KOMITAKT-AHUCK U JIp.) C COMPOBOJUTEIBHOMN TOKYMEHTAIIUEH.

[Toctymnenus D/ Ha apxMBHOE XpaHEHHWE YYUTHIBAIOTCS B OOIIEH KHHUIe MOCTYIUIEHUS U
BBIOBITHS TOKYMEHTOB (npuiioxenue 24). KonmuuecTBo T0KyMEHTOB Ka)XA0r0 MOCTYIUIEHUS HIIN
BBIOBITHS, @ TAKXKE B €XKETOJIHBIX U HApaCTAIOIIUM UTOTOM 3alMCAX YKa3bIBaeTCs APOOBIO: B €.
yuera/en. xp./M6. B kauecTBe BCIIOMOTraTeNbHBIX YYETHBIX JOKYMEHTOB MOTYT CO3JaBaThCs U
UCIIOJIb30BAThCS JKypHAJI yyeTa MocTymieHus ¥ BbIObITUs /] (mpuioxkenue 33) U )KypHal y4yera
murpanuii u nepesanuceit ] (mpunoxenune 34).

6.4. ITopsioK BeAeHUsI OCHOBHBIX YYETHBIX JOKYMEHTOB

6.4.1. OcHOBaHMEM Ka)/0W 3allCH B OCHOBHBIX YYETHBIX JOKYMEHTaX SIBJISIETCS:

6.4.1.1. npu NOCTYIUIEHNN JOKYMEHTOB B apXHUB OpraHU3alluu:

CHATOYHbIE ONWUCH  CTPYKTYPHBIX TMOApA3JEICHUH Ha  JOKYMEHThl IOCTOSIHHOTO,
JonroBpeMeHHOro (cBbimie 10 eT) XpaHeHus ¥ 10 JITYHOMY COCTaBy (NpuiiokeHue 12);
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CBOJHAs HOMEHKJATypa Jell OpraHu3allid MJIM HOMEHKJIATypa [ell CTPYKTYpHOTO
noJpasiesieHus: ¢ 0(pOPMIICHHON UTOTOBOM 3aIHChI0 O KOJIMYECTBE 3aBEICHHBIX U 3aKOHYCHHBIX
nen (npuioxenus 7, 8);

aKT TpHUeMa-Tiepeaud JOKYMEHTOB W3 JpPYroil OpraHu3aluu, OT HOPUJANYECKOTO WIH
¢u3mueckoro WA, B TOM 4YHCIE Ha JCMO3UTApHOE XpaHeHue (cocTaBisieTcs 1o (opme
npuaoxenus 35);

6.4.1.2. npu BBHIOBITUM TOKYMEHTOB U3 apXHUBa OpraHU3aLNU:

aKT IpueMa-fiepead JOKyMEHTOB Ha IOCTOSTHHOE XpaHEHHE B TOCYAPCTBEHHBIN apXUB WK
apXMB JAPYroi opranu3anuu (npuioxenue 35);

aKT BO3BpaTa JOKYMEHTOB COOCTBEHHHKY (COCTaBIIAETCS 1O hopMe MPUIOKEHHs 35);

aKT O BBIJCICHHMM K YHHYTOXKEHUIO JOKYMEHTOB, HE MOMISKANIMX XPAaHCHHUIO
(mpunokenwue 4);

aKT 0 HEOOHAPY)KEHUH JTOKYMEHTOB, ITYTH PO3bICKa KOTOPBIX UCYEepIaHbI (npuioxeHue 36);

aKT O HEUCIIPABUMbIX OBPEXKICHUAX TOKYMEHTOB (IpuiiokeHue 37);

6.4.1.3. 1o pe3yabTaTaM BBHINOJIHEHUS BHYTPHAPXMBHBIX pabOT (COCTABJIECHHUS CBOJIHBIX
OIHKCEH, HAYYHOTO OIMCAHHS JOKYMEHTOB JINYHOTO MPOUCXOXKICHHUS, apXUBHBIX KOJUICKIIHU,
COCTaBJIGHUSI OIMCEH 0CO00 WEHHBIX eI W JOKYMEHTOB, CTpaxoBoro ¢oumaa u (oHma
MIOJIb30BAHMUs, CO3J]aHUsI OOBECTUHCHHBIX APXWUBHBIX (POHOB, MPOBEPKU HAIMYHS U COCTOSHUS
JIOKYMEHTOB, BEIBEPKH YUETHBIX JJOKYMEHTOB) O(POPMIISIOTCS:

CBOJTHASI OITUCH JIEJ MOCTOSIHHOTO XPAaHEHUsI, T0JIroBpeMeHHoro (cBbiiie 10 jer), mo JInIHOMY
cocraBy (nmpuitoxxenus 1, 2, 3);

onuck 0c000 HEHHBIX Aeh (MpuaoxeHue 23);

oMnuch cTpaxoBoro ¢ouaa (npunoxenue 28);

aKT  ONHCAaHUS  JOKYMCHTOB  JIMYHOTO  TPOUCXOXKICHHS, AapXMBHOW  KOJUICKIIMU
(mpunoxenue 38);

akT 00 00pa3oBaHUU 00BEAMHEHHOrO apXUBHOIO (pouaa (nmpruroxenue 39);

aKT O TEXHUYECKHX OIIMOKAX B YYETHBIX JOKyMeHTax (mpuioxkenue 40);

akT 00 oOOHapyXeHUH JIOKyMEHTOB (HE OTHOCAIIMXCS K JaHHOMY (OHIY, apXuBy,
HEYUYTCHHBIX U T.1.) (mpuioxenue 41).

6.4.2. Knura y4yera nmocTynjieHus ¥ BbIOBITHSI JOKYMEHTOB

6.4.2.1. Knura yuyera NocTyIJIeHHs U BBIOBITHS JOKYMEHTOB IIpeIHa3HaueHa JiIsl yueTa BCeX
TEKYIMX U UTOTOBBIX (Ha | sIHBaps KaKIOro roja) U3MEHEHHUil B coctaBe U o0beme (HPOHIIOB U
JIell B apXMBE OpraHM3allMM, CBS3aHHBIX C MPUEMOM, BBIACIEHUEM JeJ, He TMOJUIeKaIINX
JanbHeHIeMy XpaHeHMIo, Tiepeaueii Aea B rocyJapCTBEHHBIN WK apyroit apxus. Kaura ydera
MOCTYTUICHUSI M BBIOBITHS JOKYMEHTOB CIIY)KHT OCHOBOW JIJIsl COCTaBJICHHS JIUCTOB (DOHJIOB,
nacropra apxuaa.

6.4.2.2. Kaxaoe NOCTYyIUICHHE WM BBIOBITUE IOJMYyYaeT CAMOCTOSATEIbHBIA IMOPSIKOBBIM
HOMEp.

Ecnu nmoctymieHre cocTOMT U3 TOKYMEHTOB HECKOJbKUX (DOHIOB, TO JaHHBIE MO KAXKIOMY
¢onny (HazBaHue (GoOHAA, €ro HOMEp M T.JI.) 3aMUCHIBAIOTCS C HOBOM CTPOKM 3a TEM JKe
MOPSIKOBEIM HOMEPOM. YUYeT MOCTYIJICHHUS W BHIOBITHSI IOKYMEHTOB B apXHBE, XpaHSIIEM OJINH
¢doHnz, Benercs no IucTy poHpa.

ApXUB OpraHm3alud CcO CIOXXHOH CTPYKTYpOH MOXKET YYMTHIBaTh B KHHTE YydYeTa
NOCTYIUIGHUSI M BBIOBITHS JIOKYMEHTOB CaMOCTOSITEIIbHO IMOCTYIJICHHE WM  BBIOBITHE
JIOKYMEHTOB KaXJI0T0 CTPYKTYPHOTO MOAPA3ICICHHUS.

6.4.2.3. Ecaun paoxkyMeHTHl (OHAA TMOCTYMalOT B apxXuB BIEpBbIE, TO HoOMep GoHIa
NPOCTABISIETCS B KHUTE y4eTa IMOCTYIUICHHS! U BBIOBITHS JTOKYMEHTOB ITOCIIE MPHCBOCHHS MY
HOMepa Mo crucky (onmoB. Ecnu mocTynuBIIMe JOKYMEHTHI SIBISIOTCS YacTbio (OHIA, yiKe
UMEIOLIerocsi B apxuBe, TO B COOTBETCTBYIOIIEH Trpade KHHUTH YKa3bIBa€TCS HOMEp,
NPUCBOCHHBIN 3TOMY (poHay panee. Ecnu mocTynuiau uiu BBIOBIIM HEONHUCAHHBIE JTOKYMEHTHI,
TO B rpade 6 memaeTcsi OTMETKA: «HE OMHUCAHBI», a CBeleHus 00 oOveMe matorcs B 13 u 14

rpagax.
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6.4.2.4. ExxeronqHo B KHUIe y4yeTa MOCTYIUICHUS U BBIOBITHS JTOKYMEHTOM IOJBOJUTCS UTOT
KOJIMYECTBA TOCTYIUBIINX M BHIOBIBITNX 32 TOJ JOKYMEHTOB (Z€1).

6.4.3. Cniucok ¢pona0B

6.4.3.1. Cnucox (oHIIOB BEAETCS B apXWBE OpraHU3alli, XPaHSIIEM IOKYMEHTHI JBYX H
6onee GoHIOB.

6.4.3.2. ApxuBHbI (OHA, apXUBHAS KOJUICKIMS BHOCATCS B CIHUCOK (DOHJIOB MPU TEPBOM
MOCTYIUICHUH WX JIOKYMEHTOB B apXxuB opranm3anuu. Kaxmaomy ¢GOHIY TpHCBaBaCTCS
ouepeHOM HoMep MO CHHUCKy (OHAOB B XPOHOJOTMYECKOW MOCIEI0BAaTEILHOCTH €ro
nocrymieHus. K Homepy ¢doHma, momjiexamiero rmepeiaade Ha IMOCTOSHHOE XpaHEHUE,
nobapnsieTcst (depe3 ApoOb) HOMEp, IMPUCBOCHHBIM COOTBETCTBYIOIIMM T'OCYIapPCTBEHHBIM
apXUBOM TIOCJIE MIEPBOM Mepeiayn eMy 4acTH QOoH/a.

OO0benuHeHHOMY apXuBHOMY (oHAY, 0Opa3oBaHHOMY U3 (OHJIIOB, paHee YUTECHHBIX
CaMOCTOSITENIbHO, TPUCBAWBACTCS OJIWH W3 HOMEpPOB (DOHIOB, BKIIOYECHHBIX B COCTaB
00BEIMHEHHOTO.

Ecim ¢ona comepkut 0co0O IEHHBIE JTOKYMEHTBI, TO K €r0 HOMEpPY J0O0aBIIICTCS WHICKC
«OL».

6.4.3.3. B cnyuae mnepemaun QoHAa B JAPYyrol apxuWB, BKIIOYCHHS €ro B COCTaB
00BEAMHEHHOTO apXUBHOTO (POHIA MU BBIOBITHUSA BCEX JOKYMEHTOB (hOHAA OCBOOOAMBIIUIACS
HOMEp Japyromy (QOHIy He TpucBamBaercs, B rpadax 4 - 5 cmmcka Qorma («oTMETKa O
BBIOBITHIY) YKa3bIBACTCsl HA3BaHUE apXMBa, B KOTOPBINA BHIOBLT (DOH/, a TaK)Ke Ha3BaHUE, HOMEP
W J1aTa JOKYMEHTa, Ha OCHOBAaHUHU KOTOPOTOo (DOHI BBHIOBLI.

6.4.3.4. Ha3Banue ¢oHOa BHOCHTCS B CIHCOK C THUTYJIBHOTO JHCTa ONUCH. B ciydae
W3MCHEHUs Ha3BaHHS (OHIO00pa3oBaTels B CIUCKE (OHIOB yKa3bIBACTCS: IS JCHCTBYIOIINX
OpraHu3alii - Ha3BaHWE, CYIIECTBYIOIIEE B MOMEHT MOCTymjieHus ¢oHpa, A
JUKBHIMPOBAHHOW OpraHu3aluy - TocleaHee HazBaHue. OObCIMHEHHBIA apXHUBHBIA (HOHIT
BHOCHTCS 1101 0000IIIEHHBIM Ha3BaHHEM O0BEIMHEHHOTO apXUBHOTO (POHA.

6.4.3.5. K crnmicky (poHIOB COCTaBISIETCSI MTOrOBasi 3amuch Ha | SHBaps KaxXJIoro roja, B
KOTOPOM YKa3bIBAIOTCSA: KOJIMYECTBO MOCTYMHUBIIMX M BBIOBIBIIMX B TEUYEHHE Tofa U oOriee
KOJMYECTBO XPAHAIMIUXCSA (POHJIOB; KOJIMYECTBO (POHJIOB, COJAEPKAMUX OCO00 IIEHHBIE
JIOKYMEHTBI, U CBOOOIHBIE HOMEpa B CIIUCKe (DOHIOB, €CIIU TaKue UMEIOTCSI.

6.4.3.6. Criucoxk (QOHIOB AOMKEH OBITh MOAMMUT (MPOIIHYPOBAH), 3aKJIIOYEH B TBEPAYIO
00JI0KKY; JINCTHI IPOHYMEPOBAHBI; COCTABIICH JIHCT-3aBEPUTENb.

6.4.4. Jluct ¢ponna

6.4.4.1. Jluct donma cocraBnsieTcss Ha KXl (HDOH MPH MEPBOM €ro MOCTYIUIEHHU. B Hem
YUUTBIBAIOTCS BCE MOCTYIJICHUS M BHIOBITHS OMMCAHHBIX U HEONHCAHHBIX JOKYMEHTOB (hoHAa.

6.4.4.2. Homep nucra ¢oHIa COOTBETCTBYeT HOMepYy (oHAAa MO CHUCKY (OHJOB apxuBa
OpraHH3aIiHy.

6.4.43. B rpape «MecronaxoxaeHue ¢GoHIa» YKa3bplBa€TCSd Ha3BaHUE OpraHU3AINH, B
apXMBE KOTOPON OH XPAHUTCS.

6.4.4.4. B rpade «/lata mepBoro moctyruieHus (OHAA» YKa3bIBae€TCs JaTa IEpPBOTO
NOCTyIUIeHUs: (OHJla B JaHHBIA apXuB; JUIsI OOBEIMHEHHOrO apXWBHOTO ()OHAAa M apXHWBHOMN
KOJUIEKIIMH - 1aTa MEePBOro MOCTYIJICHUS WU JaTa ero (ee) co3gaHus B apXHBe.

6.4.4.5. B rpade «Kpaitaue matel Kaaoro Ha3zBaHus (OHIA» YKA3bIBAIOTCS HadajdbHAas H
KOHEYHAas JaThl ()YHKIIMOHHPOBAHHS OpPTaHHU3AIMU TMOJ KaXKIbIM Ha3BaHHEM, HE3aBHUCHMO OT
Hanuuus B (OH/IE JOKYMEHTOB 3a 3TOT MEPUO/I.

Jnis 00beIMHEHHOTO apXMBHOTO (OHIa, 0OpPa30BAHHOTO MO OOBEKTY AEATENBHOCTH WU
MOJYMHEHHOCTH OpraHM3allMM, YKa3bIBAIOTCS HayallbHas M KOHEYHasl JaThl HAaMMEHOBaHUS
00BEKTa WM PYKOBOJISILEr0 OpraHa, Ha 6a3ze KOTOporo co3jiaH GoH/I.

s oO0benquHEeHHOro apXWBHOTO (OHIA, OOpPa30BAHHOTO M3 JOKYMEHTOB OJHOPOJHBIX
OpraHu3alil WM OpraHU3alllii, IMOCJIEI0BATEIbHO CMEHSIOLIUX JIPYr JAPYra, YKa3bIBAIOTCS



camas paHHAA JaTa oOpa3oBaHMA OJHOM M3 HUX M Jara JHMKBUAAUMHU TocnenHei. Ecmum
OpraHu3aiys NpoaoJbKaeT GyHKIIMOHUPOBATh, KOHEUHAs AaTa He MPOCTABIIAETCS.

6.4.4.6. B rpade «HasBanme QoHma» B XPOHOJOTHUYECKOH TOCIEIOBATEILHOCTH
NEPEYUCIIAIOTCS BCE Ha3BaHMUS U IOJBEAOMCTBEHHOCTh OpraHu3alnuu-QpoHI000pa3oBaTess ¢
MOMEHTA €€ BOSHUKHOBEHHS, BHE 3aBUCUMOCTHY OT HAINYUS JOKYMEHTOB 32 3TOT NEPUOJ.

st 06beTMHEHHBIX apXUBHBIX (DOHJIOB B rpade yKa3bpIBaeTcsi 0000IeHHOEe Ha3BaHue (HOH/a,
a 3areM NepevMCISIIOTCS Ha3BaHMS BCEX OpraHu3anuii-¢pongooOpasoBaTeneii, JOKYMEHTHI
KOTOPBIX BOIIJIM B COCTaB 00beIMHEHHOTO (DOHA 3a BECh MEPHUO] UX CYLIECTBOBAHHUS.

Bce mnocnenyroomue W3MEHEHMsT B Ha3BaHMUM U IOJBEJJOMCTBEHHOCTH OpIaHU3alMM-
donmooOpazoBarensi BHOCATCS B JHUCT (OHOA MO Mepe MOCTYIUIEHUS B apXUB JOKYMEHTOB
donna.

6.4.4.77. B rpade «BpIObITHE» YyKa3bIBacTCS aKT, Ha OCHOBAHHHM KOTOPOTO BBIOBUIH
JOKYMEHTBI, ¥ KOJTMYECTBO BHIOBIBIINX JOKYMEHTOB Pa3AeibHO MO KaXJI0i OMHUCH.

B rpade «Hanuume (ocTaTok)» - KOJIMYECTBO OMUCAHHBIX JOKYMEHTOB, OCTABIIUXCS IMOCIIE
BBIOBITHS 110 KXKI0M ONMUCH U (DOHTY B IICTIOM.

KonnuecTBo J1e1 MOCTOSHHOTO XpaHEeHHUs, JOITOBpeMEHHOTo (cBbiie 10 jer) XpaHeHUs Uiu
[0 JIMYHOMY COCTaBY, BKJIOYEHHBIX B CBOJHBIE OIIMCH, COCTABJIEHHbIE Ha OCHOBE ONUCEH
CTPYKTYpPHBIX TOJIpa3felieHuH, yKa3blBaeTcsi B pazjene 2 «YUeT OINUCAHHBIX JOKYMEHTOB» B
rpadax 11 - 14; a B rpadax 6 - 9 yka3pIBaeTCsl KOJIMYECTBO BHIOBIBIIMX JIE)I, 3HAYMBIIUXCS B
CHAATOYHBIX OMHCSX.

6.4.4.8. Ecnmu muct ¢doHma 3amonHsIeTcs Ha IBYX W Ooyiee OJIaHKaX, TO HA MEPBOM JIeIacTCs
OTMETKA «CM. MpooinKeHue No...», Ha TOCIEAYIONIEM - «ITPOJOHKeHHE Ne...».

6.4.49. Jluct ¢onma MoxkeT OBITh NEPECOCTABICH TOJBKO B TOM CIIy4ae, €CIH OH
HEUCIPAaBUMO MOBPEKICH, a TaKKe IMOociie nepepadoTku (poHIa WK co3JaHus 00BEAMHEHHOTO
apxuBHOTO ()OHJA, KOT/Ia paHee IeHCTBOBABIINIA JHCT (DOH/IA TIEpECTaeT OTpaxarh (pakTudeckoe
cocrosiHue u o0wveMm oupaa. [Ipu sToM panee melicTBOBaBIINIT TUCT (HOHAA MOMENIAETCS B JEJI0
donma. B BepxHemM mpaBoM yriay o0oux JHCTOB (OHIA JemaeTcs OTMeTKa «JIuct
IIEPECOCTABIIEH» C YKa3aHWEM JaTbl IE€PECOCTaBICHMS, JODKHOCTH M MOJANUCH JINLA,
OTBETCTBEHHOTO 3a y4YeT.

6.4.4.10. JIuctsl (hOHIIOB HYMEPYIOTCS U XPAHATCS B MOPSAIKE HOMEPOB (POHJIOB U HyMepaluu
JUCTOB B IMalkax ¢ KilanmaHaMu. B KaxJao# mamke coCTaBiISe€TCs Ha OTIENbHOM JIMCTE
3aBepUTEIbHAS HAJITUCH.

6.4.5. Onucu ngen

6.4.5.1. Omnmcu pen ABIAIOTCA TNEPBUYHBIM YYETHBIM JIOKYMEHTOM JUIS ydeTa Jell
MOCTOSIHHOT0, BpeMeHHOTro (cBbIIe 10 j1eT) XpaHeHus U 10 JUYHOMY COCTaBY.

6.4.5.2. Onmucu cOCTaBIAIOTCS B YETHIPEX 3K3EMIUIIpax. YUYETHBIM HOMEpP IpHCBaMBacTCA
OIMCH IO JUCTY (OH/Ia B BaJIOBOM MOPSAKE.

Ecnu nokymeHThl poHAa yKe MOCTYNalld Ha XpaHeHHE B TOCY/1apCTBEHHBIN apXUB, TO HOMED
OIIMCH COTJIACOBBIBAETCS C 3THUM APXUBOM.

KonuuecTBo eavHMIl XpaHEHWS B OJHOM ONMCH, KaK IMPaBUIIO, HE JOJDKHO IPEBBILIATH
yeThIpex3Haunyo 1nudpy - 9999. Iocnenyromme eaquHUIBI XpaHeHUsS (OHA YYUTHIBAIOTCS B
HOBOH OIMCH, KOTOPOH 10 JHCTY (HOH/Ia TPUCBAUBAETCS HOBBIH, CIEAYIOUINHN yUeTHBII HOMEp.

[Ipu BBIOBITHH BCEX JACIN MO KaKOH-THOO 3aKOHYCHHOW OMUCH €€ HOMEp JIPYTUM OIMHUCAM HE
npucBauBaercsi. B rpade «lIpumeuanue» mpoTuUB Kaxa0il BHIObIBAIOIIEH €IWHUIIBI XPaHEHUS
(enuHUIBI yueTa) CTaBUTCS MITaMIl «BrIObLTON.

6.4.5.3. IloequHWYHBIN y4YeT OCYIIECTBISAETCS IIYTEM 3aKpeIICHUS 3a KaXKIbIM JEIIOM
(enuHUIIEH XpaHEHUSI) CAMOCTOSITEIbHOTO HOMEpA.

6.4.5.4. CyMMapHBIii y4eT J1eJ1 B ONUCAX AOCTUIAETCS COCTABIEHHWEM HTOTOBOM 3allUCU K
onucsiM. B UTOroBoM 3amucH yKa3bIBaeTCs KOJWYECTBO €IMHHUIl XpaHeHHs (mubpamMu U B
KPYIJIBIX CKOOKaX - MPOIMHUCHIO), TEPBBIA U MOCIEAHUN HOMepa €IUHMIl XPAaHEHUs 10 OIUCH,
OTOBapUBAIOTCSI UMEIOIIHMECS MPONYCKH HOMEPOB, €IUHUIBI XPAHEHUS C JINTEPHBIMU HOMEpaMH,
BBIOBIBIIINE €MHULIBI XPAHEHUSI.



3aKOHUYEHHBIC OIMUCH JIe KOMIUICKTYIOIUXCS U HEKOMIUICKTYIOIMUXCS (DOHAOB, COCTOSIINE
U3 FOJIOBBIX Pa3JIeNioB, JOKHBI HIMETh OOIIYI0O UTOTOBYIO 3aITUCh KO BCEH OMUCH B LIETIOM.

Ecnu onuck COCTOMT M3 HECKOJIBKMX TOMOB (4acTeil), B KOHIIE KaxJoro Toma (4acTH)
COCTaBJISIETCSl KaK HMTOrOBas 3allUCh K COOTBETCTBYIOLIEMY TOMY (4YacTH), TaK U CyMMapHas
UTOTOBAasl 3allUCh, JaHHbIE B KOTOPOM YKa3bIBalOTCA C HapacTarouuMm utoroM. K mocinennemy
TOMY (4aCTH) COCTaBIIAECTCS OOIIas HTOTOBAs 3aIMMCh KO BCEH OMHUCH (KO BCEM TOMAaM).

Kaxnoe wu3MeHeHne o0beMa e B ONUCH, CBSI3aHHOE C BBIOBITHEM, TOCTYILICHUEM,
o0beMHEHHEeM WM pacHOpMUPOBAHHEM JI€J1, HA OCHOBAHMM COOTBETCTBYIOIIMX JOKYMEHTOB
OTPa)KaeTCsl B UTOIOBOM 3aMCH K OTHCH.

6.4.5.5. Onucu nen CTPYKTYPHBIX MNOAPA3ACICHUM CIIYKaT YYETHBIMU JOKYMEHTaMHu 0
COCTaBJICHUS COOTBETCTBYIOIIETO TOJOBOrO pa3jeia CBOJHOM OMUCH Jell TOCTOSHHOIO
XpaHeHusi opraHuzanuu, yrBepxkaeHus Ha DIIK cooTBeTcTBYIOLIEro apXMBHOTO YUpPEKIACHHUS,
MocJie 4ero MoJJIeKaT XpaHEeHHI0 B Jeie (GoHa A0 mepenadu JOKYMEHTOB 3a 3TH TOJbI Ha
MOCTOSIHHOE XpaHEHHE.

Onucu 1en CTPYKTYPHBIX MOAPA3ACIICHUNA MO JTUYHOMY COCTaBY XPaHATCS /10 COTJIACOBAHUSA
TOJIOBOTO pasjiesia CBOJHOM OMKCH JIeJ OpraHu3aluy mo JuyHoMy coctaBy ¢ DIIK apxuBHOrO
YUPEKICHUS.

6.4.5.6. C1aTOYHBIM OIUCSM CTPYKTYPHBIX MOJIpa3fAelieHuil ydeTHbIe HOMepa MPHUCBauBaIOTCS
no peectpy omnuceil. Homep ommcu CTpyKTypHOTO TOJApa3ENeHUss COCTOMT M3 HOMepa
CTPYKTYpPHOTO TOJpa3eNeHus ¢ 100aBIeHneM UHAEKCA «CI» (CTPYKTYpHOE MOJpa3ieieHue) u
yKazaHueM dYepe3 jaeduc IBYX MOCIeAHUX HHU(p KaJeHIAPHOTO roja, B TEYCHHE KOTOPOTO
00pa30BaIKCh JieNa, BKIOYCHHbBIE B OIKUCH.

6.4.6. PeecTp onmceii

Peectp onmceli BeieTcsl B apXyUBe OPraHU3aliMK PU HATMYUU JIBYX U 00Jiee OITUCEH.

Onucu  BHOCATCS B PEECTp OMHCEH B XPOHOJOTUYSCKOW TOCIEHOBATEIBHOCTH HUX
MOCTYIUICHUS, T10/I COOTBETCTBYIOIIUMH MOPSIKOBBIMH HOMEPaMH.

B peectpe ommceit puKCHpPYIOTCS OCHOBHBIE JaHHBIC MO COCTAaBY KaKJIOW MOCTYIUBILIEH B
apXWB OpraHu3allid OMUCH: HOMep (hoHIa, HOMEp OMKCH, KOJTUYECTBO OMHCAHHBIX B HEH Jell,
KOJIMYECTBO JIMCTOB B OTHCH U €€ IK3EMILISPOB.

6.4.7. lesio ponna

Heno ¢onma Benmercss Ha Kaxaeld (GoHA. B HEro BKIFOYAIOTCS JHOKYMEHTHI, OTpPa)KaloIIHe
UCTOPUIO OpraHu3anuu-poHgooOpasoBaresis U ee (GOHJa: HCTOpUYECKas CIpaBKa, CXema
cucremaruszanuu (oHaa, METoInYecKue mocodus mo odpadotke poHaa, crapsle JUCTHI PoHIA
1ocjae UX IEepecOoCTaBICHHUs, aKThl Mepenauyd Aen (oHIa Ha TOCylIapCTBEHHOE XpaHEHHe, O
BBIICIICHMU K YHHUYTOXCHHUIO OJOKYMCHTOB U JCII (1)0Hz[a, 0 HCHUCIIPABHUMBIX TTOBPCKIACHUAX
JIOKYMEHTOB M Jiel1 (OH/Ia, O IPOBEACHUH MPOBEPOK HATUYMS U COCTOSHUSA 1€ U T.[.

AKTBl U JApyrue JOKYMEHTHI, (pUKCHpyIOIIMe H3MEHEHHs B cocTaBe U o0beMe (oHaa,
BKJIIOYAIOTCA B €70 (POHJIA TONBKO C OTMETKOW O BHECEHMM W3MEHEHHMH BO BCE YuUeTHbIE
JIOKYMEHTBI apXMBa OpraHu3aluu. AKThl HyMEpYyIOTCS B mpenenax (oHAa MO BUAAM aKTOB B
BAJIOBOM HOPSIJIKE.

Bce noxymeHTsI B iene oHIa pacronaraloTcs B XpOHOJIOTHIECKON MOCIEA0BATEIbHOCTH X
cocraBieHus. Ha noxkymeHThl jaena (oHma cocTaBisieTcss BHYTPEHHSS ONMCh, JIUCTHI Jiena
HYMEpYIOTCs, K Aely (OHAa COCTaBISIETCS 3aBepHTENbHAas HAAMUCh. [lo Mepe MOMOTHEHUS
¢doHa 3aBepUTEIbHAS HAAMUCH U BHYTPEHHSS ONUCH EPECOCTABIISIOTCS.

Kaxnomy neny onma mpucBanBaeTcst HOMEp COOTBETCTBYIOLIETO (OH/A.

Hena poHm0B XpaHATCS B OPSAIKE BO3PACTaHUS HOMEPOB (POH/IOB.

6.5. Yuer es1 1 JOKYMEHTOB, HAXOASILIIUXCS HA AEN03UTAPHOM XPAHEHUH

6.5.1. Jlena m noxymenTtsl ApxuBHOro Qonma Poccuiickoit denepanmu, OTHECEHHBIE K
YaCTHOM M HHBIM (opmMaM COOCTBEHHOCTH, HaxXOJsIIMecs Ha JEMO3UTapHOM XpaHEHHH,
YUUTBIBAKOTCS B OCHOBHBIX U BCIIOMOT'aTEJIbHBIX YYETHBIX JOKYMEHTAX apXUBa OpraHU3aluu.



6.5.2. B kxHure ydera MOCTYIJICHHS M BBIOBITHS JOKyMEHTOB (mpuioxkenue 24) (rp. 3)
YKa3bIBAIOTCS HOMEDP W JaTa akTa mpuema-tiepenadu Aen (rp. 4), COOCTBEHHUK TOKYMEHTOB H
CPOK JEHMCTBUS corjaiieHus, Hanpumep, «1o 2005 ronma» (IIpy BpEMEHHOM XpPAaHEHUH) WIIU
«uero3uT» (0e3 ykazanus cpoka xpanenus) (rp. 10).

B cmucke ¢donnoB (mpunoxkenue 25) k Homepy ¢oHga mobaBnsercs WHACKC «JI»
(«Jlemo3ut»), KOTOpBIA COXpaHsSeTcs 3a HUM BO BCEX YYETHBIX JIOKYMEHTaX M apXHMBHBIX
mmppax nem; B rpade «lIpumeuyanue» crnmcka (OHIOB TAKKE YKA3bIBAIOTCSA COOCTBEHHUK
JIOKYMEHTOB, J1aTa MOAMNCAHUS U CPOK JEHCTBUS COTJIAIICHHUS.

6.5.3. Ecnn Ha XpaHeHHe MOCTyIMaeT 4acTh (OHIA, JOKYMEHTHI KOTOPOTO YK€ XPaHATCS B
apXMBe W BKJIIOYEHBI B COCTaB TOCYAapCTBEHHOW wyactu ApxuBHoro (onma Poccuiickoi
Qeneparun, TO 3a (OHIAOM COXpaHSAETCS paHee NPUCBOCHHBIM eMy HOMEp C 100aBlIeHHEM
nHjekca «AU» - «ieno3urapuii 4aCTUIHOY.

Cornamenue, 3aKII09€HHOE C COOCTBEHHUKOM JIOKYMEHTOB, BKJIFOUAETCA B Je710 (DOHIA.

6.5.4. IIpu yuere BBIOBITHS IOKYMEHTOB:

ecnu (POH]T BBIOBUT MOJTHOCTHIO B CBA3H C MCTEYEHHUEM CPOKA €r0 XPaHEHHUsSI B COOTBETCTBHHU C
COTJIallIEeHUEM, TO HOMEP €r0 He MOKET ObITh MPUCBOCH IPYroMy (OHIY;

€cJii COOCTBEHHMKY BO3BpAIlICHbI JOKYMEHTBHI, IOJHOCTBIO COCTABIISIBIIME JEHO3UTAPHYIO
yacTh (OH/A, B CBA3HM C UCTEUCHHUEM CPOKA UX XPAHEHHsSI B COOTBETCTBUU C COTJIAIICHHUEM WU
0 WHBIM mpudrHaM, To WHACKC J[U B crnmcke (GOHAOB WM APYrUX YYETHBIX JOKYMEHTaX W
apxuBHBIX mmMdpax nen 3auepkuBaercs; B rpady «lIpumedanue» crucka (HOHIAOB BHOCSITCS
COOTBETCTBYIOILIUE CBEACHMUS.

KonnuectBo (oHAOB M €N, HaXOIAMIMXCS Ha JEMO3UTAPHOM XPAHEHUH, YKa3bIBACTCS
OTJICIbHOM CTPOKOM B MTOTOBBIX 3aIUCSX KHUTU ydeTa MOCTYIUIEHMH TOKYMEHTOB U B CIIHCKE
($hoHIOB.

B mucre dponna npu Hanmmynu B OHJE TOKYMEHTOB ACTIO3UTAPHOTO XPAHEHHUST KOJTMIECTBO X
o (oHIy B 1IEJIOM yKa3bIBaeTcs uepe3 1poos, Hanpumep 200/80/1.

6.6. Benenue yueTHbIX 0a3 JaHHBIX

6.6.1 Yuernsie 6a3sl nanubix (bJ1) BexyTcs mmns:

COCTaBJICHUS B aBTOMAaTU3HPOBAHHOM PEKMUME JTOKYMEHTOB LIEHTPAIM30BAaHHOTO YUETa;

MOArOTOBKH B aBTOMATU3MPOBAHHOM PEXHME PA3IIMYHOIO POAA CTATUCTUYECKUX CBEIICHUH,
AQHAINTUYECKUX TaOJUI], B TOM YHUCJIE€ O JMHAMUKE M3MEHEHUN 00beMa, coCcTaBa U COCTOSHUS
apXUBHBIX JOKYMEHTOB;

OTEpaTUBHOTO MPEACTABIECHUS CBEACHUI O HAIMYMH B apXHUBE JIOKYMEHTOB 3a OIPEIETICHHbBIN
OTPE30K BPEMEHU.

6.6.2. Ilepeuenb pexkBU3UTOB yueTHbIX BJ[ cocTaBnsieTcs B COOTBETCTBUU C OCHOBHBIMU
NOKa3aTesIMM, OMMCHIBAIOIIMMHU OOBEKT ydeTa - (OHJ, €IMHHIIA XPaHEHHs, €JUHMLA y4yeTa,
rpynna eIvHULl XpaHEeHUs, €IUHUI] y4eTa, BKIIOYEHHBIX B OIUCh, - B TPAJAULIUOHHBIX YUETHBIX
JIOKYMEHTaX.

VYuernsie b/l nelicTBYIOT BO B3aUMOCBSI3H ¢ IpyrUMH HHPopMaroHHbMUu BJl, nmeronmmucs
B apXMB€, U JIOJKHBI OBITh COBMECTHMBI C COOTBETCTBYIOIIUMH y4eTHbIMU b/l rocynapcTBEHHBIX
apXMBOB U OPTaHOB YIIPABJICHUS APXUBHBIM JIETIOM.

IIpeemcTBEHHOCTh yueTHBIX bBJl W TpaJiMIMOHHBIX OCHOBHBIX YYETHBIX JOKYMEHTOB
oOecrnieunBaeTcs UCNOJb30BaHueM B b/l peKBU3UTOB OCHOBHBIX YUETHBIX JJOKYMEHTOB.

OO6o0011IeHHbIE OKa3aTeNd JOKYMEHTOB IIEHTPATU30BAHHOTO YYeTa, a TaKKe HCXOJHBIE
MOKa3aTelu, HEOOXOAUMBIE ISl WX TOJYYEHHS, BXOISAT B YHCIO OOS3aTENbHBIX PEKBHU3UTOB
yueTHbIX b/I.

6.6.3. VYuernele b/l 3anoyHAIOTCA Ha OCHOBE YYETHBIX JOKYMEHTOB apxuBa. Jlid
oOecrieyeHus eauHOOOpa3ust 3amojHeHuss W BeleHus ydetHod BJ] paspabarbiBaercs
MHCTPYKIHUS, ONMUCHIBAIOIIAs COJEpXaHHe KaKIOro PEeKBU3WTa M opraHusanuio BeneHus b/l
[Tepen Hauanom pabOTHI MPOBOIUTCS IieNieBasi BbIBEPKAa YYETHBIX JOKYMEHTOB, MpPOBEpPSETCS
cOaNaHCUPOBAHHOCTh YUYETHBIX JOKYMEHTOB.


http://www.infosait.ru/norma_doc/44/44229/index.htm#i1352290
http://www.infosait.ru/norma_doc/44/44229/index.htm#i1383558

B mianoBoM mopsiike ocymiecTBisieTcs padoTa mo 3anoiHeHuio yueTHoi b/l mo cocrosHuio
Ha | sHBaps rojaa, CieAyroUEro 3a OTYETHRIM. B nanpHeiemM BeaeTcsl OnepaTuBHOE BHECEHUE
WU3MECHEHUH B yYETHBIE JOKYMEHTHI U B y4eTHYIO b/I.

7. HAYYHO-CIIPABOYHBIN AIIIAPAT K JOKYMEHTAM APXUBA
7.1. CucremMa HAyYHO-CIIPABOYHOI0 aNllIapaTa

7.1.1. Hayuno-cnpaBounsriii anmapat (HCA) - cTpykTypupoBaHHasi COBOKYITHOCTh AJIEMEHTOB
ONMHUCAaHWH JOKYMEHTOB (BTOPUYHOH JIOKyMEHTHOH HH(OpMaIuM), NpPEACTABICHHBIX B
pasIMYHBIX BHJAX ApXMBHBIX CIIPABOYHMKOB, 0a3aX NaHHbBIX, [PEIHA3HAUYEHHBIX AJISA IOHMCKA
JOKYMEHTOB M JJOKYMEHTHOH HH(pOpMAIIHH.

7.1.2. Cuctema HaydHo-cripaBovHoro anmnapara (CHCA) k JoKyMeHTaM apXuBa OpraHU3aluu
- 3TO KOMIUIEKC B3aUMOCBSI3aHHBIX U B3aUMOJIOIOJHSEMBIX APXUBHBIX CIIPAaBOYHUKOB, 0a3
JaHHBIX O COCTABE U COJIEP’KaHNUU JOKYMEHTOB, CO3/1aBa€MbIX Ha €IMHOM HaAyYHO-METOJUYECKON
OCHOBE JJIsi TOHMCKAa JOKYMEHTOB M JOKYMEHTHOH uHpopManuud B UelAX 3PEPEKTHBHOTO
MCII0JIb30BaHUS.

7.1.3. CoctaB CHCA apxuBOB OpraHu3alii OIpEAEseTCs BUJIOM apXuBa, COCTABOM H
COJIEpP)KaHMEM XpaHALIMXCA B HEM JOKYMEHTOB, XapakTepoM H 3aJadaMHM IIOMCKa U
MHTEHCUBHOCTBIO UCIIOJIb30BAaHUS JJOKYMEHTOB.

7.1.4. Dnementamu CHCA apxuBa opraHu3aliu sIBISIOTCS ONUCH, KaTajaord, 0a3bl JaHHBIX,
BBIMTOJIHSONINE (PYHKIIMM 3TUX CIPABOYHHUKOB, a TAKXKE YyKa3aTeld, O0030phl JTOKYMEHTOB,
UCTOPUYECKHE CIPABKU K apXUBHBIM (POHAAM OpTraHU3aLIH.

7.1.5. ApxuBHBIE CHpPAaBOYHMKH OpraHU3alliy JEISITCS Ha TUIOBl 1O HMX LEJIEBOMY
Ha3HAYEHUIO: OIUCh, KAaTaJloT, yKa3aTellb, 0030p.

ApXMBHbIE CIIPAaBOYHHMKM UK 0a3bl JAaHHBIX O COCTaB€ U COJEpPXKAHUU JIOKYMEHTOB
OpraHu3alui MOTYT ObITh BHYTPU(MOHJOBBIMU U MEK(OHIOBBIMH.

7.1.6. B cucreme CHCA peanusyercss IpeeMCTBEHHOCTh YYETHO-CIIPABOYHOI'O ammnapara,
CO3aBacMOro B JIEJIONPOM3BOACTBE M apxuBax opranusauuii, ero cosmewmenue ¢ CHCA
roCy/1apCTBEHHBIX apXUBOB.

[TpeemctBenHocTh CHCA apXuBOB OpraHu3aiiii OCHOBBIBAETCSI HA €IUHCTBE TPeOOBaHUH U
INPUHLIMIIOB €ro IOCTPOEHMs. OTa MPEEeMCTBEHHOCTb Mpelnojiaraer o00s13aTeabHOCTh
COCTaBJIEHUS B JIEJONPOU3BOJACTBE M B apXMBaX OpraHM3alMi ONUCEH €N, JOKYMEHTOB,
KaTajoros, 0a3 JaHHBIX ¢ HEOOXOJUMBIM CIIPABOYHBIM allapaToOM K HHUM.

7.1.7. Tlpn cozmanuu u pasButun CHCA mnpumensercs aud@epeHIrpoBaHHBIA MOAXO/,
3aKJII0YANOIIUICS B BEIOOpE 11€71€CO00pPa3HOT0 COCTaBa apXUBHBIX CIIPABOYHUKOB U 0a3 JaHHBIX,
METOJMKH ONMCAHMUH, COCTaBa M HAIIOJIHEHHs CIPABOYHOIO amnmapara K CIPaBOYHUKAM, B
YCTaHOBJICHMH HEOOXOIMMOM OUepeaHOCTH PadoT.

7.1.8. JlokymeHTbI ()OHJIOB OpraHU3allii ¢ MHOTOCTOPOHHEHN, MEKOTpacieBol HH(popMaren
U (GOHJIOB JIMYHOTO MPOUCXOXKACHHUS C 0COO0 IIEHHBIMU M YHUKAJIbHBIMU JOKYMEHTaMH
noJyieXxar IepBOOYEPEHOMY ONMCAHUIO; ONHMCH JOJDKHBI OBbITh CHAOXKEHbl yKa3aTelsiMU
pa3IUYHBIX BUJAOB; HAa YpOBHE (POHIAa COCTABISIOTCS WHIUBUAYalbHbIE XapakTepucTuku. K
HanOosee nH(HOPMATUBHBIM (DOHIAM CO37at0TCs 0030PbI, yKa3aTeH K JIeJIlaM U JOKYMEHTaM.

7.1.9. Ins poHmOB opraHmM3aiuii, coaepKanmx HHGOOPMAIUIO MO OJHOW OTPACIHH WM IO
OJTHOMY HalpaBJICHUIO JIEATEIbHOCTH, U (POHJIOB JINYHOTO MPOUCXOKICHHUS, B COCTaBE KOTOPHIX
UMEIOTCS 0CO00 LIEHHBIE IOKYMEHTHI, OIMCH MOTYT ObITh CHA0XEHBI TOJIKO OJTHUM YKa3aTeJeM;
Ha YypoBHE (pOHJA MOTYT COCTABIISATHCS Kak HWHAMBHIyalbHble, TaK U TPYIIOBbIE
XapaKTePUCTHUKHU.

7.1.10. K noxymenTam (hpoHIOB OpraHu3alMid, coAepKalMx HH(GOpPMAIUIO MO OJHON TeMme
WIM HMEIOIIYI0 XapakTep [OMOJHEHMs K BbIIIEYKa3aHHBIM (OHAAaM, yKazaTeaud He
COCTaBJISIOTCS.

7.2. Onucu aes, 10KyMEHTOB



7.2.1. Onuck nen, TOKyMEHTOB - apXUBHBIN CIIPABOYHUK, MPEIHA3HAYECHHBIN TSI PACKPBITUS
COCTaBa M COJAEP)KAHUS €IUHULl XPAHEHMs, €JUHUI[ y4eTa, 3aKpEeIUICHUs MX CHUCTeMaTU3aliH
BHYTpH (DOHJIA U UX yUeTa.

Onuck COCTOMT U3 ONUCATENbHBIX CTaTel, UTOrOBOM 3anucH (cM. 1. 3.7.4), IucTa-3aBepuTes
(mpuioxkenue 9) ¥ CIIPaBOYHOTO arapaTa K OIHCH.

OOBeKTOM ONMCaHMs B ONMCHU SBJISIETCS €IMHMIIA XPAaHEHUS, €MHHLIA YUeTa.

7.2.2. OnucarenpHas CTaTbsl ONMUCU BKJIIOYAET: MOPSAKOBBIH HOMEp €AMHUIIBI XpPaHEHMS,
€IMHULIBl yueTa; AeJI0NPON3BOICTBEHHbIN NHIEKC WIN CTapblii MHBEHTapHBI HOMEP; 3ar0JI0BOK
€IMHUIBl XpPAHEHUs, CIUHHIBI Yy4eTa, KpallHHe IaThl JIOKYMEHTOB, KOJIMYECTBO JIMCTOB B
€IMHULIE XpaHEeHMsI; SI3bIK, YKa3aHHWE Ha MOJJIMHHOCTb, KOMUHHOCTh, CIIOCOO BOCIIPOU3BEICHMS,
CTETEHb COXPAaHHOCTH JIOKYMEHTOB, BHEIIHNE 0cOOeHHOCTH. OnurcaTenbHas CTaThst MOXKET OBITh
JIONIOJIHEHA aHHOTAlMed OTIENIbHBIX JIOKYMEHTOB (TPYHIbl JOKYMEHTOB) €IMHHUILBI XPaHEHHUS,
€/IMHUIIBI yUeTa.

7.2.3. B cipaBouHBIi anmapar ONMHUCH BXOJAT: TUTYJIBHBIN JIUCT; coaepx aHue (OrIaBiICHHE),
NPEIHCIOBHE; CIUCOK COKPALICHUM; MEepeBOAHbIC TAaOMUIBl MHU(POB (B cioydyae mepepaboTKu
OIHCH); yKa3aTelu.

Ha tutynpHOM JHCTE ONMUCH MOMENIAIOTCS: TOJTHOE Ha3BaHUE apXUBa OpraHU3alyy, Ha3BaHHUE
¢doHa, HOMep GOoHIAa, HOMEp ONUCH, Ha3BaHUE OIUCH, KpallHUE AaThl JOKYMEHTOB, BHECEHHBIX
B OITHCH.

[TpenucnoBre MOXKET COCTaBIATHCSA Kak o0llee KO BceM OnucsIM (poHaa, Tak U K OTJENIbHON
onucu. Ob11ee MpeANCIOBUE K OMUCIM (POH/IA MOMEIIACTCS B IEPBOIl OMUCH.

B npenucnoBun, oduieM Ko BceM onucsaM (GoHIa, U3ararTcs: ucropus (oHa000pa3zoBares,
ucropus (GpoHma; aHHOTALKS COCTaBa U COZEPKaHUE JOKYMEHTOB (poHAA (TIPU ATOM BBIIEIISIOTCS
HauOoJjiee TUIIMYHBIE TPYNIbl EIUHHUI XPAaHEHHs [0 MX BUAAM M Pa3HOBUIHOCTAM, IO
COJIEP’KaHUIO0); COCTAB CIPABOYHOTO arlrapara K OIUCsM.

ITpu cocTaBneHUM OTAEIbHBIX NPEIUCIOBUN K Ka)KIOH onucH (oHIa Bce 0OLIMe JaHHBIE 110
UCTOpUH YUpexACHUSA-HOHI000pa3oBaTessi U UCTOpuu (OHAA MOMEHIAIOTCA B MPEIUCIOBUU K
IIEPBOH OIKCH.

7.2.4. K omnucu MOTYT COCTaBJIATBHCS yKa3aTenu (Kak oOlue, Tak W CIEelHaJbHbIE).
CcpunouHble TaHHBIE yKa3aTells K ONUCH JAIOTCS Ha MOPSAIKOBbIE HOMEpa €IUHMII XpaHEeHHs,
enuHuIl yueta (cm. 1. 6.2).

7.3. KaTaJjioru u BeOMCTBeHHbIE KADTOTEKH

7.3.1. Katanor - MexXQOHIOBBIA apXWBHBI CIPAaBOYHHUK, B KOTOpPOM HHGoOpManus o
COJIep’)KaHWU JOKYMEHTOB apxXuBa CrpYNIHUPOBaHA IO TpeaMeTaM (TeMaM, OTpaciisiM),
PacIoIOKEHHBIM B COOTBETCTBUU C MPHUHSITOMN JUIS JAaHHOTO KaTajora CXeMOH KiacCHU(UKAITUH
JTIOKYMEHTHOM HH(pOpMaIiHu.

COBOKYIMHOCTh pa3IMYHbIX KaTaJIOTOB COCTABJISIET CUCTEMY KAaTaJoroB apXuBa.

7.3.2. CoBOKYNHOCTb paOOT MO MOATOTOBKE, CO3JaHUIO M BEICHUIO KaTaJOTOB HAa3bIBAETCS
KaTaJIOTM3alnuen JOKyMEHTOB.

Karanoruzamuss B apXuBax MOXET MPOBOJUTHCS KaK CaMOCTOSITENBbHBIA BHJ pPaOOTHI
(TemaTtmdeckasi pa3pabOTKa) M B MPOIECCE APYTHUX BUIOB PaOOT, CBA3AHHBIX C OMUCAHUEM H
BBISIBJICHHEM JJOKYMEHTOB (IIOMyTHAs KaTaloru3amus).

[Tpu karanoruzanuu npuMensercs auddepeHInpPOBaHHBIIN TOAX0/T, KOTOPBIN 3aKITI0YaeTCs: B
OTIpeIeIeHUH OUEPEHOCTH BBIOOpa apXMUBHBIX (DOHIIOB, MX CTPYKTYPHBIX YacTel; oTbope Jaen u
JOKYMEHTOB W CBEIEHHH W3 HHUX; NPUMEHEHHH COOTBETCTBYIONIMX TIPUEMOB OIUCAHUS
JOKYMEHTHOM HH(pOpMaIUH.

7.3.3. Karanormzamusi BKJIIOYACT CIEAYIOMIUE BHUABI palbOT: COCTABICHHUE CXEMBI
KJIacCU(UKAIINH, BBISIBICHHE U OTOOP JOKYMEHTOB, ONMKMCAHWE HAa KAaTaJOKHBIX KapTOYKaX, MX
CUCTEeMaTH3allksl, BeIeHUE KaTaJloroB.

7.3.4. BpiOop cxeMbl KiaccU(UKAIMM OIpPENENsIeTcsl COCTaBOM JOKYMEHTOB apxuBa U
3aJja4aMy UX MCIIOJIb30BaHMUS.
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Cxema kiaccupuKay JOKYMEHTHOW HH(OpPMAnUM - NHUCBMEHHBIM WM TpaduyuecKuii
JOKYMEHT, COJepXkKalluil lepedyeHb KiIaccu(pUKaMOHHBIX JAEJIEHNUN KaTauora, pacrojlokKeHHbIX B
OIPECIEHHON IOCIEN0BaTEIbHOCTH, U IPEAHA3HAUEHHBIM /JI pacHpelesIeHus CBEACHUN U3
JIOKYMEHTOB 110 3TUM JI€JICHUSM.

7.3.5. B 3aBUCUMOCTM OT CXEMBbl IIOCTPOCHMSI KaTaJOTW IOAPA3JEIAIOTCS Ha
cUCTeMaTH4YeCKHe, TeMaTU4YeCKue, MpeiAMeTHble M  HUX  PasHOBUIAHOCTH  (MMEHHOH,
reorpapuueckuii, 0ObEKTHBIN).

B apxuBe opraHuzanuu, Kak @paBHUJIO, COCTaBIIAIOTCA CHUCTEMATHYECKMH M HMEHHOM
KaTaJory.

7.3.6. JlokyMeHTHass MH(OpMaLus B CHCTEMaTHMYECKOM KaTajore KiacCu(UIUpPYyeTcs IO
OTpacJiIM 3HaHUN U IPAKTUUYECKOH JNEATEIbHOCTH OPraHU3allMM U PacloyaracTcsl B JIOTHUECKOM
H0CJIEI0BATEIbHOCTH.

7.3.7. B uMeHHOM Kartajore JOKyYMEHTHas mHpopmauus kiaccuduuupyercs mo andaBuTy
(bamMuIuil 1ML, YIOMHHAEMBIX B JOKYMEHTaX WM SIBIIAIOLIMXCS HUX aBTOpaMu. [lanmpHeimas
CUCTEMATH3aLMs IPOBOIUTCS B XPOHOJIOTMUYECKOM MITN JIOTUYECKOM 110CIIEI0BATEIBHOCTH.

7.3.8. OtoOpaHHbIe Ul KaTaJoru3anuy (GoHAbI U TOKYMEHTBI OMMCHIBAIOTCSA Ha KaTal0XKHbIX
KapTOUKax.

OOBeKTOM ONHUCAHUS B KaTajJore MOXET BBICTYHATh JOKYMEHT (TpyMma JOKyMEHTOB, 4acTb
JIOKYMEHTA), €IMHULIa XpaHEeHUs (€JUHUIA y4yeTa), OIMUCh, KOMIUIEKT, oH[ (Tpymma (GpOoHIO0B),
coJiepkale nH(pOpMaIMIO [0 ONpeETICHHON TemMe (BOIpocy).

7.3.9. B cocTtaB onucareabHON CTaThU KaTajora BXOJAT: Ha3BaHHUE apXHBa, UHJIEKC, pyOpHKa,
noapyOpuKa, JaTa COOBITHS, MECTO COOBITHS, cojaep)kaHue, Homep (oHIa, Ha3BaHHE (QOHAA,
HOMEpa OIMCH, JieJa, JIUCTOB, S3bIK JOKYMEHTa, CIOocO0 BOCIPOU3BEACHMS, JJISi KapTOUYHOIO
KaTaJjiora - Takke (paMuIns COCTaBUTENS U AaTa COCTABICHUS ONMCATENIbHON CTAThU.

Jlns cBA3M MeXAy pas3fenaMu KaTajora WIM pas3fesioB KaTajora ¢ JAPYrMMHU apXUBHBIMU
CIPAaBOYHUKAMH ITPUMEHSAETCS CUCTEMA OTCBUIOK.

7.3.10. Benenue karanora - KOMIUDIEKC paboT, o0ecriednBaOmuX ero GyHKIMOHUPOBAaHUE, B
KOTOPBII BXOJAT: HAyYHO-METOJIMYECKOe oOecredeHrne padoThl; MHIAEKCHUPOBAHUE KapTOUEK;
CHUCTeMaTH3alMsl HUX IO HUHAEKCaM M pyOpHKaMm; COCTaBJI€HHWE OTCHUIOYHOIO ammnapara K
KaTaJory; yCOBEpIIEHCTBOBAHUE KaTaJIOra.

Hayuno-meronnueckoe obecrieueHue BKIIOYAET pa3pabOTKy METOAMYECKHX MOcoOMil 1o
KaTaJIOTU3allii  OTJENbHBIX (OHAOB (WIM MX TpyHmbl), pabo4YMX CcXeM Kiaccupukanuu
KaTajoroB, UX YTOUHEHHUE U JJOTIOJHEHHUE.

WNunexkcupoBaHue - BBIOOP MM COCTABICHHE MHAEKCA IO CXeMe KIacCu(UKAI[MK U OTHECEHHE
€ro K COOTBETCTBYIOIIEH MHPOPMAITMN KAaTATOXKHON KapTOuku. B MMEHHOM Karanore KapTO4KH
HE MHJIEKCUPYIOTCS, a PACIIONAratoTcs 1o andaBuTy.

VYcoBeplIeHCTBOBAHME ~ KaTajlora BKJIIOYaeT B ce0s  yCOBEpIIEHCTBOBAHHWE  CXEMBbI
KJaccu(uKaluy; MPOBEPKY CcoJepKaHus M OQOpPMIICHMs KaTajlora; IMpOBEpPKY ONHCAHUMN
(penakTupoBaHue, OOBbEIMHEHUE OMMCAHUNA C OAHOPOJHOW MH(OpMalMeld Mo OJAHOMY (QOHIY
WIM OIIMCH, YTOUHEHHUE UX CUCTEMATU3ALUN).

7.3.11. OgHUM U3 UCTOYHHKOB TIOTIOJTHEHHUSI CHCTEMBI KaTaJOTrOB MOTYT OBITh TEMAaTHUYECKUE
U TPEAMETHO-TEMAaTUYECKUE KAapTOTEKH, KapTOTEKH IO JMYHOMY COCTaBy Ha JIOKYMEHTHI
Haubosee NH()OPMATHUBHBIX U YaCTO UCTIONb3yEeMbIX (DOHIOB.

7.3.12. B apxuBe oOpraHuMszalMy, Kak IpaBWIO, CO3JAIOTCS PA3HOBUJHOCTU IPEIMETHBIX
KapToTeK (MMeHHas, reorpaguyeckas) WIM XPOHOJIOTMYECKHE KapTOTEKH, KapTOTEKH 10
MCTOPUU OpPTraHU3ALNH.

HmenHas kaproTeka (KapToTeKa IO JUYHOMY COCTaBy) CO3JaeTcs JJid MOoMCKa CBEIEHUI O
TPYAOBOM CTa)ke, 3apIulaTeé M JAPYrMX NaHHBIX COLMAJIBHO-IIPABOBOTO Xapakrtepa. Kaproukn
coJiepkat (haMuIINIO, UMS, OTYECTBO paOOTHHUKA, CCBUIKA Ha HOMepa (OoHa, ONKCH, Ael, JTUCTOB
co cBeZieHHAMHU 0 HeM. KapTouku cucreMaTtu3upyroTcs B an(aBUTHOM Mopsaake GaMuini, a B
npenenax ¢paMuwinii - o andaBUTy UMEH U OTUECTB.



B reorpaguueckoii kaproreke uH(poOpMamMs ~ cucTeMaTU3upyeTcss 1o - andaBuTy
reorpadpuuecknx  00BbEKTOB. OCHOBY  KiacCH(UMKAIMA  MOXET  COCTaBJIATh  TaKkKe
aJIMUHUCTPATUBHO-TEPPUTOpHUATbHOE JeieHue. JlanpHelInas cucTeMaTtu3anus MPOBOAUTCS B
XPOHOJIOTUYECKOH MOCIIEI0BATEILHOCTH.

KaproTeka mo HMCTOpUM OpraHu3alMMd CO3[AeTCs, Kak MPaBHJIO, B apXWBE, HMEIOIIEM
HECKOJIbKO HMCTOYHHKOB KOMIUIEKTOBaHMs. OHa COACPXUT WHGPOPMALHUIO O CO3JAHHH,
npeoOpa3oBaHUM, JTUKBUAALWN OPTaHU3AIMMA, MEpeaaloluX JOKYMEHTbl B JaHHBIA apXuB, CO
CCBUIKAMH Ha PACHOPSAUTENBHBIC JOKYMEHTHI, SBISIONIMECS OCHOBAHUEM JUIS WX CO3JAHHS,
npeoOpa3oBaHusl, JIUKBUIAIUH.

B XpoHOIOTHYECKYIO0 KapTOTEKY BKIIIOYAOTCS KAPTOUYKH, COJICPIKaIINe HHPOPMAIIHIO O J1aTax
coObITHH, (akTOB WM Jarax JIOKYMEHTOB, pAacHOJOXKEHHbIE B  XPOHOJOTMYECKOU
MOCJICIOBATEIIBHOCTH.

B apxuBax, XpaHAIMX 3HAYUTENIBHOE KOJIMYECTBO (DOHIOB, COCTaBISETCA KapTOTEKa
Ha3BaHUWi (oHIOB. Ha kaxxnoe HazBaHue (meperMeHoBaHME) (DOHIIA COCTABISIETCS KapTOYKa C
yKa3zaHHEM ero HoMepa M Kpaiinux nar. Kaprouku pacmonaraiorcss B andaBUTHOM TMOpSIKE
BUJIOB OpTraHU3aIUiA.

Heckonpko KapTOTEK OJHOTO BUIa MOTYT OOBEAMHATHCS B KATAJIOT.

CaMOCTOATEIBHO CYHIECTBYIONINE KAPTOTEKU CBSI3BIBAIOTCS C CHUCTEMOM KaTalloTOB IYTEM
OTCBIJIOK.

7.4. Yka3areian

7.4.1. VYxazatenb - apXUBHBIH CIPABOYHUK, NPEACTABIAIOMUN c000i andaBUTHBIH,
CHUCTEMaTHUYECKUI WM COCTABJIEHHBIM MO KaKOMY-TM00 ApyroMy NpU3HaKy NepedeHb Ha3BaHUN
(HaMMEHOBaHUI) MpEAMETOB, YINOMHHAEMbIX B apXUBHBIX JOKYMEHTaX, C yKa3aHUEM HX
HOUCKOBBIX JTAHHBIX.

VYkazarenu B apXWBE OpraHM3alUUd MOTYT OBITh MEX(OHIOBBIMH, BHYTPH(OHIOBBIMHU, IO
dopMe - 3IEKTPOHHBIMH, JHCTOBBIMH WM KapTOYHBIMHU, 10 CTPYKTYpe PYOPHK - TIIyXHMH
(mpeaMeTHbIE MOHATUS U UX MOMCKOBBIE JaHHBIE) U AHHOTUPOBAHHBIMU (IIPEIMETHBIE MOHSITHS
COIIPOBOXKIAIOTCA  IMOSICHEHUSIMHM), TI0 TpPYNIUPOBKE TMOHATUI BHYTpU yKaszaTeinen -
an(aBUTHBIMU, CHCTEMAaTUYECKUMHU, XPOHOJIOTUYECKUMH.

VYKazarenu MOTYT COCTaBJIAThCS K 3arojIoBKaM €AMHUI] XpaHeHHs (0e3 X MpocMoTpa) UIU K
JOKYMEHTaM (C MPOCMOTPOM €IMHULL XPAHEHHUS).

OCHOBHBIMU BHJAMM  yKazaTeleil SBISIOTCA: MpeIMEeTHbI (ero pa3sHOBUIHOCTH -
TEMaTHYECKU, MMEHHOW, reorpapuyeckuii), xpoHonoruueckuil. Ilo rpynnupoBke mnoHATUI
BHYTPU YyKazaTells pas3iIndaiorcs an(aBUTHbIE, CHUCTEMATHYECKHE U  XPOHOJOTHYECKUE
yKa3aTelu.

7.4.2. VYkazarenu K JOKYMEHTaM MOTYT COCTaBJIATbCA Ha JOKYMEHTbl OJHOW OIIMCH,
HECKOJBKHUX onucel (hoHzaa, nenoro GoHaa, HECKOJIBKUX (POH/IOB.

7.4.3. OnucarenpHas cTaThs JIOOOr0 BUAA yKa3aTelds COCTOMT M3 NPEIMETHOTO IMOHATHUS
(pyOpHKH) M TOUCKOBBIX JaHHBIX. B 3aBHCHMMOCTH OT Ha3HAuYeHUsS yKazarens pyOpHKa MOXKET
ObITh: MpocTOW (HE MMeeT NoAPYOpHK); CIOXKHON (MMeeT MOoJApYOpPHKY WIIM OIpeneieHue
TIOHSITHSA).

ITorckoBbIE TaHHBIE yKa3aTels K €IMHULIAM XPAHEHUsI OJJHOM OIUCHU BKIJIIOYAIOT MOPSIIKOBBIE
HOMEpa €IMHUIl XPAHEHUs; TOUCKOBBIE JaHHbIE yKa3zaTelsl K €JUHHUIIAM XPaHEHMs] HECKOJIbKUX
(OHIOB OJTHOTO apXHBa, ITU JAHHBIE JOMOJIHIIOTCS HOMEPaMH ONUCel, (POHIOB.

7.4.4. Temaruueckuil yka3zaTelb BKJIIOYAET IOHATHUS, KOTOpbIE MPEJICTaBISIIOT CcO0O0M
ucropuyeckre ¢GaxkThl U sABIeHUs. HaumeHoBaHus pyOpHUK M MOApyOpUK B HEM NPHUBOIATCA B
MMEHUTEJIbHOM TaJIexke.

7.4.5. IlpenmeTHBIN yKa3aTelb BKIIOYACT MMOHITHUS, PACTIONIOKEHHbIE B ajl()aBUTHOM MOPSIKE.

OOmuii mpeAMETHBIN yKa3aTelb BKIIOYAeT Pa3sHOPOJHBIE MOHATUS U MO CTPYKType pyOpHK
MOYET OBITh TOJIBKO TITYXHM.



CrenuanbHblid IPEIMETHBIN YKa3aTelb BKIOYAET OJHOPOAHBIC OHITHUS (BUJIbI JOKYMEHTOB,
(dbamMunMu aBTOPOB, HA3BaHMSI YUPEKACHUN, UX CTPYKTYPHBIX YacTel, Ha3BaHUs OTpaciei U T.I1.)
U MOXKET OBITh TNTyXUM WM aHHOTUPOBAHHBIM.

HmeHHOI yKazaTeiab CTpOMUTCA MO al(aBUTHOMY IpPHU3HAKY M BKJIHOYAeT (haMUJINM, WUMEHA,
oT4yecTBa (Pa3HOUYTEHHUS, ICEBJJOHUMBI, IPO3BUILA, KIIMYKH), Onorpaduyeckue CrpaBKH.

['eorpaduyeckuii ykaszarenab BKJIIOYA€T HAMMEHOBAaHUS TOCYIapCTB, aJIMUHUCTPATUBHO-
TEPPUTOPUATBHBIX €IMHUIL, MOPEH, PEK U APYTHX reorpaduyecKux MOHITHA.

O6o06maronye NOHITUS WIH aIMUHUCTPATUBHO-TEPPUTOPUATIbHbIE HAUMEHOBAHUS BHOCSITCS
B yKa3aTesb 0e3 MOSICHEHHUS.

7.4.6. XpOHOJOTUYECKHH YKa3aTelb COCTOUT M3 PYOPHK, BKIIOYAIOIIMX JaThl HCTOPUUECKHUX
COOBITHH, SIBIEHMH M (PAKTOB WIM JAThl JOKYMEHTOB, PACIOJIOXEHHBIX B XPOHOJOTHYECKOM
MOPSIKE.

7.4.7. B yka3zaresie NpUMeHSIETCSl CUCTEMa OOIIUX («CM.)») M YaCTHBIX («CM. TaK¥Ke») OTCHUIOK,
C TIOMOIIBIO KOTOPBIX YCTAHABIMBAETCS CBSI3b MEXKAY TOXKACCTBEHHBIMU MOHSATUSIMHU.

7.4.8. Ykazarenu K apXMBHBIM CIIPABOYHHKAM MOTYT OBITH T€X € BHJOB U HUMETh Ty K€
CTPYKTYpY, HO B TOHCKOBBIX JaHHBIX CCBUIKMA JAIOTCS HA CTPAaHULBl WM pasfensbl (s
KaTajoroB) CIPaBOYHMKA.

7.5. O630p>bI

7.5.1. O030p - apXWBHBIM CIPABOYHUK, BKIIOUYAIOIIUNA CHUCTEMATU3UPOBAHHBIE CBEIICHUS O
COCTaBE U COJICPKAHUU OTAEIbHBIX KOMIUIEKCOB IOKYMEHTOB.

Bungamu 0030pa B apXxuBe OpraHu3aliuy SBISIOTCS 0030p (OHAA U TeMAaTHYECKUI 0030D.

OObexToM omMcaHus A 0030pa QoHAa ABISETCS JOKYMEHT (Ipylmna JOKyMEHTOB, 4acTh
JOKYMEHTa), €AMHWIA XPaHEHUs, €IWHMIA ydera ofgHoro ¢onma. OOBEKTOM ONUCAHHS IS
TEMaTU4YeCKOro 0030pa 1o JOKyMEHTaM apXuBa SIBJISIETCS TIOKYMEHT (IpyIa JOKYMEHTOB, YacTh
JOKYMEHTa), CIWHHIIA XpaHEHWs, eIuHHUIa ydera ogHoro (onma (wactu ¢GoHIa, TPYIIBI
(GOHII0B) apXMBa IO OINPEIEIIEHHON TEME.

7.5.2. O630p (poHIa BKIIOUAET CUCTEMATU3MPOBAHHBIE CBEACHHUS O COCTaBE M COJICPKaHUU
JIOKYMEHTOB OZJHOTO (pOHAA.

7.5.3. Temarmueckuil 0030p BKJIIOYAET CHCTEMaTU3UPOBAHHBIE CBEAECHHUS O COCTaBe H
COJIepKAHNU YacCTH JJOKYMEHTOB OJHOT'O MJIU IPYMIbI (POHI0B apXHBa MO ONPE/IeIeHHON TeMe.

7.54. TIlpu cocraBieHun 0030poB mnpumeHsieTcss IupdepeHIupOBaHHBI  MOAXO[,
3aKJIoYaroIuiicss B BeIOOpe (OHIA W/MAM TEeMbl, NMPUHLUIA TPYNIUPOBKU HH(POpManuu B
OCHOBHOHM 4YacTH 0030pa, MPUMEHEHWU DPA3JIMYHOW METOJMKH TIpEICTaBICHUS HH(pOpMaruu o
JOKYMEHTaxX (MHIUBHyaJbHbIC WM TPYMIOBbIE aHHOTAIUH), PA3JIMYHON METOAMKHM ONMUCAHUS
OTJENFHBIX BHUJOB JOKYMEHTOB, BBISBICHHH I€IECOO0OPAa3HOrO COCTaBa M CTETMEHU ITOJHOTHI
CIPAaBOYHOIO anmapara Kk 0030py.

7.5.5. O030p COCTOMUT W3 COBOKYMHOCTH aHHOTAIMH OTAENbHBIX I'PYNIl €IUHUL] XpaHEHMUS,
€/IMHUI] y4eTa, JOKYMEHTOB 1 CIIPABOYHOTO aIlnapara.

B anHOTammMm wW3maraercss conep)KaHWE TPYNIBl EIWHHUIl XpaHEHWs, EAWHHUI[ Yy4eTa,
JOKYMEHTOB,  YKa3bIBalOTCSI ~ OCHOBHBIE  PAa3HOBUAHOCTH  JOKYMEHTOB, HX  aBTODBI,
XPOHOJIOTUYECKHE PAaMKH, TMOJUTMHHOCTh, TOMCKOBBIE NMaHHBIE. B 0030pe (oHma moucKoBbie
JTAHHbIE COCTOAT W3 HOMEPOB OMHUCEW, €IUHHI] XpAaHEHMs, €AMHUI] ydeTa, JHCTOB EIMHMIIBI
XpaHeHHs; B MEX(POHIOBOM TEMAaTHYECKOM 0030pe TIOMCKOBBIE TaHHBIC IOMOJIHSIOTCS
HOMepaMu (oHIO0B. B crpaBouHblii anmmapaT 0030pa BXOAAT THTYJIBHBIA JIUCT, COJEpXaHUE
(ornmaBieHue), MPEAUCIOBUE, CIUCOK COKpalleHud, ykazarenud. K TematmueckoMmy 0030py
JIOJDKHBI OBITH COCTaBJIEHBI CITUCOK (POHIOB, MH(POPMAILIUS O KOTOPBIX COJEPKHUTCA B 0030pe, U
6ubauorpadus mno Teme.

B npenucnoBun k 0030py U3NararoTcs CBeIEHUs MO UCTOpUHU (HOHI000pa30BaTeNs U UCTOPUU
doHIa, CTpyKTYpe 0030pa, COCTaBY CIIPABOYHOTO aIllapara.



7.5.6. B ocHOBY moOCTpoeHHsI 0030pa MOTYT OBITh IOJIO)KEHBI CTPYKTYPHBIH, OTpacieBOi
(byHKIIMOHATBHBIN), TPEIMETHO-TEMAaTUUECKHM, Teorpad)UueCcKii, XpOHOJIOTHYECKUN U IPYTHe
NPU3HAKH.

Jns o030pa ¢oHAAa JIMYHOTO TPOMCXOXKICHHS HCIOJIB3YETCS CXeMa CHCTeMaTH3allHu
JIOKYMEHTOB (pOH/IA.

7.6. UcTopuyeckasi cipaBKa

7.6.1. B apxuBe opraHu3anui COCTABIISICTCS UCTOpHUYECKas CIpaBKa K apXUBHOMY (QOHAY -
JOKYMEHT, COJep allluii cBeAeHHs] 1Mo uctopuu (oHmooOpa3oBaTens U apXuUBHOro (oHza,
KpPaTKyl0 XapaKTEpUCTUKY COCTaBa U COJAEpXKAaHHUS €ro JOKYMEHTOB M CUCTEMBl Hay4dHO-
CIIPaBOYHOIO anmnapara apxusa.

Hcropuyeckas cripaBKa COCTOHMT U3 pa3/eioB: ucTopus ¢poHgoodpazoBaresns, ucropus GpoHma,
XapaKTepUCTHKA JOKYMEHTOB (hoHma.

7.6.2. TlepBbrii pasmen - uCTOpusS (POHIO000pa3oBaTeisl - BKIIOYAET XaPaKTEPUCTUKY
UCTOPUYECKUX  YCIOBUM  BO3HMKHOBEHHUS  OpraHM3ald,  Ha3BaHHWE  OpraHU3alUu-
IPEIIIECTBEHHUKA, B XPOHOJOTMYECKOW IOCIEA0BAaTEIbHOCTH BCEX pPEOpPraHu3aluil, B TOM
YHCIie CIEAYIONIUE CBEICHHUS:

JaThl CO3/aHus, MpeoOpa3oBaHUs M JIMKBUJAIMM OpPraHU3allMd CO CCHIIKOM Ha
3aKOHOJATEIbHbIE AaKThl WM PacCHOpSAUTENbHbIE JOKYMEHTBI; Ha3BaHHWE OpraHu3allvu-
IIPEEMHUKA;

3a1a4u U (YHKIIUU OPTaHU3AlUU U UX U3MEHEHUS;

MacITad esTelbHOCTH OPraHU3alu1, COCTaB CUCTEMBI II0JIBEJOMCTBEHHbBIX OpraHu3aluii;

MECTO OpraHH3aIlMi B CHCTEME TOCYIapCTBEHHOIO anmnapara, 9KOHOMUYEeCKOH, 00IIECTBEHHO-
IIOJINTUYECKOU, KYJIbTYPHOU U APYTOM KU3HH;

M3MEHEHUS B HA3BaHUU U TIOJJYMHEHHOCTH OpraHU3aIUy;

CTPYKTypa OpraHU3aliu U €€ U3MEHEHUS.

Jns  oO0benMHEHHOTO AapXUBHOTO (OHAA MOXKET COCTaBJIATHCS — OOmmIas  UCTOPHS
dboHI000pa3OBaTENECH.

B oTHoOmEeHNM apXMBHOM KOJUIEKLMHU - YKa3bIBAIOTCS CBEIEHHs 10 UCTOPUU €€ CO3JaHMs,
CBEJICHMSI O COCTaBUTENE, a TaKXKE€ O MECTOHAXOXJACHUU KOJUIEKIUH JI0 MOCTYIUIEHUS] B apXHB
(ecnu oHa He ObllIa CO3/1aHA B apXHUBE).

7.6.3. Bropoii paznen - ucropust (oH/a - BKIIOYAET CICTYIONTUE CBEICHUS:

JlaTa IepBOro MOCTYIJICHUs JOKYMEHTOB (DOH/A B apXHB, UX 00BEM U KpaliHUE JaThl;

M3MEHEHHUs B cocTaBe M 00beMe (POHAA U MX NPUYUHBI (IPOBEACHUE IKCIEPTU3BI LIEHHOCTH,
yTpaTbl, He33J0KYMEHTUPOBAHHbIE IEPUO/IbI);

CTENEeHb COXPAHHOCTU JOKYMEHTOB;

0COOEHHOCTH (OPMHUPOBAHUS, OMMCAHUS M CUCTEMAaTH3allMd JOKYMEHTOB, CBEAEHUS O
HAJIMYUU TOKYMEHTOB, BBIXOJSIIUX 32 XPOHOJOTHYECKHE TPAHULIBI (POH[A;

CBEJIEHUS O HAIMYMM JOKYMEHTOB (hOoHJI000pa3oBareis (B TOM 4HCie MO JIUYHOMY COCTaBY),
HaXOJSIINXCS B COCTaBe APYruxX (POHIOB UM apXUBOXPAHUIIUIIL, U MECTAX UX XPAHEHMUS;

CBEJICHUS O HAJTMYUU JIOKYMEHTOB JPYTUX OpraHu3anuil nin jauil (poHI0BbIEe BKIOUYEHU);

COCTaB Hay4YHO-CIIPABOYHOTO anmapara K GoHIy.

7.6.4. Paznen mo uctopuu (GOHIA COMACPKHUT TAKKE TaKUe DSJIEMEHTBHl OIMCAHMA, Kak
aHHoOTaIws1, onbmuorpadus, naGopMalys 00 YCIOBHUAX JTOCTYIA U UCTIOIB30BAHMS IOKYMEHTOB.

AHHOTaIMs BKIJIIOYAeT B ce0s1 KPaTKyI0 0OO0OIIEHHYIO XapaKTEPUCTUKY COCTaBa JIOKyMEHTOB
10 CTPYKType (pOoHIa U MO BUAAM JOKYMEHTOB, COJEp>KaHUS JOKYMEHTOB 110 TEMaM, BOIIpOCaM,
OTpa’KaIOIIMM HaIpaBJICHHs AEATEIbHOCTH (POHA000pa30BaTeNs, C YKa3aHUEM XPOHOJIIOTUH TEM
1 0003HaUYeHHEM UX reorpaduyeckux (aAMUHUCTPATUBHO-TEPPUTOPUATBHBIX ) TPAHUILI.

bubnuorpadus BkiIto4aeT CUcoK OnmyO0IMKOBAaHHBIX U HEOMYOJIMKOBAaHHBIX CIIPABOYHUKOB I10
GoHly U TOKYMEHTaIbHBIX ITYOJUKAIIUNA, BHIMIOJTHEHHBIX HA €r0 OCHOBE.

7.6.5. Tperuit pazzmen BKIO4YaeT OOOOIIEHHYIO XapaKTepUCTHKY (OHJA MO COCTaBy U
COJIEpP’)KaHUIO JIOKYMEHTOB B II€JIOM U OTAENbHBIX TPYNI JOKYMEHTOB; CBEJIEHHUS O HAIUYUU



JIOKYMEHTOB, BBIXOSIINX 32 XPOHOJIOTHYECKHE paMKu (OHJIA, 0 HAYYHO-CIIPABOYHOM armapare
K GoHIy, 0 BUJax HOocHuTeNnel nHpopmaIuu.

7.6.6. Bropoit u TpeTHil pa3aenbl ICTOPUUECKON CIIPABKU apXUBHOM KOJUICKLIUU CTPOSTCA IO
AQHAJIOTMM C COOTBETCTBYIOIIMMHU pa3fellaMd HCTOPUYECKOW CIPaBKU apXuBHOTrO (hoHzaa
OpraHH3aIiHu.

7.6.7. ChpaBka TMOAMMUCHIBAETCS HCIIOJHUTENEM U 3aBEAYIOIIUM apXUBOM (JIULIOM,
OTBETCTBEHHBIM 32 apXUB).

HcTopuueckas crpaBKa Me4yaTaercsi B YeThIpeX IK3eMILIApax: TpU SK3eMIUIIpa MepeiatTcs B
rOCYJapCTBEHHBIN apXWB IMpH MEPBOM Iepenade TOKYMEHTOB ()OHMIA; OIWH XPAHUTCS B JiEie
¢doHa B apxuBe OpraHU3aluH.

7.6.8. Hcropuueckasi cmpaBKa JOMOJHAETCS TpPU TMONOJHEHHHM (OHAAa WM B Cilydae
peopraHu3anuy, U3MEHEHUsi CTPYKTyphl W GyHKUuil opranusauuu. Mcropuueckas cmpaBka
(JacTh ee) mpeICTaBIIAeTCs B TOCYIapCTBEHHBINA apXUB BMECTE € KaXKI0M 3aKOHUYEHHOM OIKCHIO.

7.7. ABTOMATH3HPOBAHHBI HAYYHO-CIIPABOYHbBIN anmnmapar apxuBa

7.7.1.  ABTOMaTU3UMpOBaHHBIM HAyYHO-CIPABOYHBIA ammapar apxuBa - KOMIUIEKC
JJIEKTPOHHBIX CIPABOYHUKOB (0a3a JaHHBIX OMHCAHUN JAOKYMEHTOB), MpEAHA3HAUYECHHBIX IS
3 PEKTUBHOTO TOMCKA APXUBHBIX TOKYyMEHTOB U HH(OPMAITUH.

7.7.2. AromatusupoBanHbii HCA moxeT Ga3upoBaTbcs Ha HH(POPMAIIMOHHO-TIOMCKOBOM
CUCTEME, CO3/aBacMOM B TEKYILEM JIEJIONPOU3BOJICTBE OPraHU3alllM, U MPEXK/IE BCEro TaAKUX €€
JJIEeMEHTaX, KaK 3JIEKTPOHHBbIE CIPABOYHBbIC KAPTOTEKHU, HOMEHKIATYPHI e, KiIacCU(PUKATOPHI
(KOppECTIOHACHTOB, CTPYKTYPHBIX MOpPa3/IeIeHH, Ha3BaHUN BUJIOB JIOKYMEHTOB U JIp.).

OCHOBHBIMU  TOJIIMH ~ DJIEKTPOHHON  PEerucTpalluOHHO-KOHTposnbHON KapTouku (PKK)
ABIIAIOTCS: aBTOpP (KOPPECIOHJEHT), Ha3BaHUE BHUJAA JOKYMEHTa, JaTa, MHAEKC JIOKYMEHTa,
3arojIoBOK (KpaTKoe COojAep)KaHHe), PE30JIOLHUs, CPOK HCIOIHEHHs, OTMETKa 00 HCIIOJIHEHUH,
apXUBHBIN mHUQP.

[Touck nHbOpMaIIUU O TOKYMEHTE MOXKET OCYIIECTBIAThHCS Kak mo ongHomy nono PKK, tak u
M0 KOMOMHAIUH TIOJICH.

7.7.3. Ilone PKK «HOMep aena mo HOMEHKIATYpe» SBISETCS CBA3YIOIIUM IIOUCKOBBIM
PEKBHU3UTOM IIpU MEpPEX0/ie OT MoKrcka HHPOPMaIlMU Ha YPOBHE JOKYMEHTAa K IIOUCKY Ha YPOBHE
Jena.

[Ipy HanMuuMu OSJIEKTPOHHONM HOMEHKJIATYpbhl Jel B aBTOMaTU3MPOBAHHOM pEXUME
OCYIIIECTBIISIETCS CIIMCAHUE JJOKYMEHTOB B JI€JI0 Y U3BJICYEHUE JOKYMEHTOB U3 JIENa.

Ecnu monb3oBarenb OCYLIECTBISET MOUCK HMH(OpPMAlKMK MO HOMEHKJIAType Jiel, a eMy
TpeOyeTcst nepelTH K KOHKPETHOMY JIOKYMEHTY, aBTOMAaTH4YeCKH MOTYT CO3/1aBaThCsl MEPEYHU
JIOKYMEHTOB, BOLIE/IIINX B JI€Na.

OCHOBHBIMU TTOMCKOBBIMU DPEKBU3UTAMHU HOMEHKIATYpPHI J€1 SBJISAIOTCA: HHIEKC JIena,
3aroJIoBOK Jienia (ToMa, 4acTH), KOJIMYECTBO Jied (TOMOB, YacTeil), CPOK XpaHEHHsS] U CTaThs IO
MIEPEYHIO.

7.7.4. Ha ocHOBe 53JIEKTPOHHOM HOMEHKJIATyphl i€ B aBTOMATHU3MPOBAHHOM pEXHME
ocymecTBisieTcst popmupoBanue onuceit aen. [Ipu atom «punbTpom» 1 0T60pa HHGOpMAIUH
ABIISIOTCS CPOKU XPaHEHUsI TOKYMEHTOB (IIOCTOSTHHOTO, BpeMeHHOro (cBbiile 10 jeT) XxpaHeHus,
0 JIMYHOMY COCTaBYy).

B anexkTpoHHOI omucH coaepKaTcsi PeKBU3UTHI ONMUCcaHUs HWH(OpMAalUKd Ha ypOBHE Jena.
OO0s3aTeNbHBIME PEKBU3UTAMU OMMCAHUS SBIISIOTCS: TOPSIKOBBIM HOMEp 3amucu (HOMep Jena),
MHJCKC JleNla, 3arojioBOK Jejla, yKa3aHWe Ha MOJJIMHHOCTb (KONMHUHHOCTH), KpalHUE aaThbl
JIOKYMEHTOB, KOJIMYECTBO JINCTOB B JIE€JI€, aHHOTALMSI IOKYMEHTOB.

COBOKYITHOCTB 3JICKTPOHHBIX OMHCEH aeT nHpopmaruio o GoHIE B IEIOM.

7.7.5. Dnexkrponnbie PKK sBIsiI0TCS OCHOBOM JUIs CO3/1aHMsI aBTOMATU3UPOBAHHOTO KaTajora.

Eciu B TtpaguumonHom HCA Buasl W pa3HOBUAHOCTH KaTaJoOroB (CHUCTEMAaTUYECKUH,
TEMaTU4YeCKU, UMEHHOW, IO UCTOPUHU YUPEXKICHHH U Jp.) CBA3aHBI MEXIY COOOH cucTeMon



OTCBUJIOK, TO B aBTOMAaTH3MPOBAHHOM peXHME (OPMHUPYETCS OAMH DIEKTPOHHBIN KaTaior,
coJieprKallil onucaHue Ha ypOoBHE JOKYMEHTA WIIH Jela.

Karamor cHa0Oxaercss KIIOYEBBIMH CIIOBaMH, OTPAXAIOUIMMU TEMy, TIeorpauueckoe
Ha3BaHUe, epcoHanuu u T.4. [IpenycMoTpeHHas B karanore cxema KiacCU(UKalUK MO3BOJISET
OTHECTH JOKYMEHT K OJHOM WM HecKonbkuM pyOpukam. Ilomck uHpOpMamum mo cxeme
KJIacCCU(UKALMU TIO3BOJSIET MCIONb30BaTh SJICKTPOHHBIA KaTajlor KaKk CHCTEeMaTU4YeCKui,
KaTaJIoT TI0 TeorpauuecKuM Ha3BaHUAM - Kak reorpauueckuii u T.J.

[Ipu orcyTrcTBUM B OpraHU3al[MM aBTOMATU3HPOBAHHOW CHCTEMBI PETUCTPALUU TOKYMEHTOB
co3naetcs 6a3a JaHHBIX OMUCAHUN HA YPOBHE JOKYMEHTA (JICKTPOHHBINA KAaTaJor).

OCHOBHBIMU PEKBU3UTAMH OMHMCAHUN B AJIEKTPOHHOM KaTaJlore SIBJISIIOTCS: UHIEKC, pyOpuKa,
noapyOpuKa, jara cOOBITHS, MECTO COOBITHSA, COAepkKaHHe, Ha3BaHUE (oHma, HOMEp (OHIA,
HOMEp OIKCH, HOMEp Jiesia, HoMep JucTa. PekBU3UTH: Ha3BaHHe (QoHIa, HOMEp QOoHIa, HOMEP
ONMCH, HOMEp Jejla, HOMEp JHMCTa COJAEP)KaT YYETHbIE XApPaKTEPUCTHUKU U  MOTYT
TpaHCPOPMHUPOBATHCS U3 YUYETHOW aBTOMATU3UPOBAHHON CUCTEMBI.

7.7.6. ABTOMaTU3UPOBAHHBII HAayYHO-CIIPABOYHBIM anmnapar MNpeAoCTaBisieT 10 CPABHEHUIO C
TpanuunoHHbM HCA Gonee mupokre BO3MOXHOCTH ONEPATUBHOTO U MHOTOACTIEKTHOTO MOMCKA
apXxuBHbIX J0KyMeHTOB. @yHkuuu HCA BBINOTHAIOTCS C IOMOIIBIO IPOLEAYp IOHMCKa
uH(pOpMalliK, MPEACTaBICHUSI PE3yJIbTAaTOB IMOHMCKA AN IKPAHHOTO MPOCMOTpA WIM B BHJE
¢aitoB u pacnevyarok, GOPMUPOBAHHS TEKCTOB CIIPABOYHHKOB.

KiroueBbie c10Ba, XapakTepu3yrolne OObEKT OMHCAHMsSI, BBOJSTCS B CHUCTEMY B IpoIecce
ONMCAaHUS WIM TOCJIE ero 3aBepiueHus. KiroueBble clioBa AAlOT MOJIb30BATENI0 BO3ZMOXKHOCTH
ObIcTporo noucka uHpopmanuu Ha ypoBHe (poHIa, OMUCH, JeNIa, JOKYMEHTA.

[Touck mHMOpMAIMK 1O TOJHOTEKCTOBBIM 0a3aM JaHHBIX, BKJIFOYAIOIIMM ITOJHBIE TEKCTHI
MaTepuaioB (apXWBHBIE OKYMEHTBI, >KypHaJbHbIE CTAaTbHU, KHHUTU, 3aKOHOIATEIHHBIE AKThI)
npeaycMaTpuBaeT OOpalleHHe I0JIb30BaTelNsl MpekIe Bcero K pedepary (BBEICHHIO) H
3arojioBKaM pas3zesioB JOKYMEHTa C MepexoJoM, MPU HEOOXOAMMOCTH, K COOTBETCTBYIOIIEMY
tekcry. llonp3oBaTento mpu HEOOXOIUMMOCTH IPEAOCTABISIETCS ONEPAaTHBHAS BO3MOXKHOCTH
IIOJIyYEHUS KOIIMH IOJTHOTO TEKCTa JOKYMEHTA.

[Touck wuHOpMaMM MO TNOJHOTEKCTOBBIM JOKYMEHTaM MOXET OCYILECTBISATHCS 110
JIECKpUNITOPaM, KOTOpbIe BBIOMpalOTCS M3 TIEYaTHBIX BepcUH Te3zaypyca, WM IO
KJIaCCU(UKALMOHHBIM HHJEKCaM, a TakXe II0 CJIOBaM €CTECTBEHHOrO S3bIKa W3 TEKCTa
JIOKYMEHTA.

7.77.77. JIOKyMEHTBI, MOJJIEkKAIUE TNepeaade Ha MOCTOSTHHOE XpaHEHHE, MepeNarTcs B
rOCyIapCTBEHHBIN apXUB BMeCTe ¢ aBToMaTu3npoBanHbiM HCA.

Hannune o0s3aTenbHBIX PEKBU3UTOB B CTPYKTYpe 06a3 AaHHbIX aBToMaTu3upoBaHHoro HCA u
npefocTaBlieHe MH(OpMAIMK MO0 3TUM PEKBU3UTaM B 3JEKTPOHHOM (opmaTe obecreunBaeT
coBmecTuMocTh b/l apxuBa oprannzanuu u aBromarusupoanHoro HCA rocynapcTBeHHOTO Win
MYHHIIMIIAJIBHOTO apXUBa.

8. UCIIOJIb30OBAHUE TOKYMEHTOB APXHNBA
8.1. ITonsiTHE MCNOJIL30BAHUS JOKYMEHTOB apXHBa

8.1.1. Hcmnonb3oBaHME apXUBHBIX JOKYMEHTOB - MpPUMEHEHHE HH(QOpMAIMN apXHUBHbBIX
JOKYMEHTOB B KYJIbTYPHBIX, HAy4YHbIX, MOJIUTHYECKUX, DSKOHOMHUYECKHX LENAX U A
oOecrnieyeHrs 3aKOHHBIX MTPaB U UHTEPECOB I'Pak/1aH.

8.1.2. JIoOKyMEHTBI apXHMBOB OpIaHMU3ALMM SBJISAIOTCS OTKPBITBIMH JJIS HCIIOJIB30BAHMSA
apXMBOM U TOJIb30BaTeNsIMU. VICKIIIOUE€HHE COCTaBiIseT JIOKYMEHTHpOBaHHas HHGopMaus,
OTHECEHHAs 3aKOHO/IaTEIbHBIMU aKTaMH K KaTETOPUH OTPaHUYEHHOTr0 TOCTYyIIa.

[Topsimok  wmcmonb3oBaHus AOKyMEHTOB ApxuBHOTO (onHma Poccuiickoit deneparnum,
HaXOJAIIMXCS HAa BPEMEHHOM XpaHEHMM B OpPraHM3alUsaX, ONpPENENsieTcs MMM Ha OCHOBE
Hactoamux [IpaBu.

8.1.3. OcHOBHBIMHU (hOpPMAMHU HCIIOJIB30BAHUS IOKYMEHTOB apXHBa SBIISIOTCS:



UH(POPMHUPOBAHUE PYKOBOJCTBA M CTPYKTYPHBIX IOApa3ACICHUNA OpraHU3alMy, a TaKkKe
JPYruX OpraHU3alui O HAIMYMHU B apXUBaX T€X WIM UHBIX JOKYMEHTOB U UX COJIEPKAHUU;

MCIIOJIHEHUE 3aIPOCOB IPAXKAaH U OpraHU3alil COLIMaIbHO-TIPABOBOI0 XapaKTepa;

HCIOJIb30BaHUE TOKYMEHTOB B CPEJICTBAX MacCOBOM MH(opmanuu;

NOJTrOTOBKA MH(POPMALIMOHHBIX MEPOTIPUATUN: BBICTABOK, KOH(PEPEHIINN U JIp.;

BbIJ1aya IOKYMEHTOB Uil pabOThl B YUTAJILHOM 3aJie apXUBa;

Bbl/1aya JOKYMEHTOB BO BPEMEHHOE I10JIb30BaHUE.

8.1.4. HudopmupoBaHnue M HCIOJIHEHHE 3aIpPOCOB PYKOBOAUTENEH OpraHu3alud |
CTPYKTYpPHBIX NOJpa3fe/ieHUul, a TakKe JAPYruX OpraHu3aluil OCYILECTBISETCS apXUBOM IIO
ONpeieIecHHOM TeMaThKe IO 3ampocy WM B HMHUIMATUBHOM THopsake B  ¢opme
UH(POPMALIMOHHOTO MUChMAa WM CIPABKU O HATWYHH B APXUBE COOTBETCTBYIOIINX IOKYMEHTOB.

HNudopmupoBanre pykoBOAUTEICH OpraHM3alliyd MOXET MPOU3BOJAUTHCA B (opMe MepedHs
3aroJIOBKOB JI€Jl WK JIOKYMEHTOB IO ONPEEIIEHHON TeMaTUKE WIK 10 BUJAM C yKa3aHUEM JaT
JIOKYMEHTOB U IMOMCKOBBIX JaHHBIX. B HE0OXOIUMBIX ClTydasix 1al0TCsl aHHOTAIIUH.

3aroJ0BKHM JOKYMEHTOB WJIM JI€J PACIONAraloTCcs B IEpeYHE HE3aBUCUMO OT MX (POHIOBOM
MPUHAJISKHOCTH: MO XPOHOJOTHUU COOBITHI, MO BONpocaMm, MO BHUJIAM WIU 3HAYUMOCTH
JIOKYMEHTOB B 3aBUCUMOCTH OT 3a1poca.

HNudopmupoBanre pyKOBOAUTENECH MOXET MPOU3BOJIUTHCSA TaKke B (GopMe TeMaTHUeCKOH
noJ00PKH KOMHK JTOKyMEHTOB. Komuu pacrosiararoTcsi B JIOTHYECKOH MOCIEI0BATENBHOCTH; K
no00pKe KOMHUM MpHIaraeTcs TUTYIbHBIN JUCT, @ TakKe MPU HEOOXOAMMOCTH HCTOpUYECKas
CIIPaBKa, IEPEUEHb U JAPyrue MaTepuabl.

[lepeuenb, nHCbMO, CIIpaBKa, HANpaBIAEMble BHYTPU OpraHuW3alud, MOJIUCHIBAOTCS
3aBEYIOLIMM apXUBOM; MPU BBIIOJHEHUM 3ampoca JAPYyrol OpraHu3aluy IMUCbMO, CIIpaBKa,
nepeyeHb, TeMaTudyeckasl Ho00pKa KOl TOKYMEHTOB MOAMUCHIBAIOTCS 3aBEAYIONIUM apXHUBOM
Y HaNpaBJIsIOTCS C CONIPOBOAUTENBHBIM MMCHMOM 32 MOIUCHI0 PYKOBOJUTENSI OPraHU3aLUu.

8.2. UcnosiHeHMeE 3aNIPOCOB I'PAKJIaH M OPraHU3AIMH COMAIBLHO-TIPABOBOI0 XapaKTepa

8.2.1. Undopmanus corraibHO-IPABOBOr0 XapakTepa Mo 3anpocaM I'paxaaH U OpraHu3aiui
BbIJIaeTCs B pOpMe apXUBHOM CIPaBKU, apXUBHOM KOITUM U apXUBHOM BBIITUCKHU.

ApxHBHas clpaBKa - IOKyMEHT, COJIep Kallluil apXUBHYIO HH(OPMALIKIO O MPEIMETE 3arpoca,
C YKa3aHMEM ITIOMCKOBBIX JAHHBIX JOKYMEHTOB, HA OCHOBAaHUHU KOTOPBIX OHA COCTABJICHA.

ApXMBHasi KONMMSI - JIOKYMEHT, BOCHPOM3BOSIIMNA TEKCT WM H300pakeHUEe apXHWBHOTO
JIOKYMEHTA, C YKa3aHUEM €0 IOUCKOBBIX TaHHBIX.

ApxMBHasl BBIIHCKA - JIOKYMEHT, JOCJIOBHO BOCIPOM3BOJALIMI 4YacTh TEKCTa apXHWBHOIO
JIOKYMEHTa, OTHOCSIIYIOCS K OIpelesieHHOMY Bompocy, (akTy WM JHIy, € yKa3aHHeM
MOMCKOBBIX JJAHHBIX JIOKyMEHTA.

ApXMBHBIE CIIPAaBKH, BBIIMCKM U KONMH BBIIAIOTCS HAa OCHOBAaHMM IMCBMEHHOTO 3aIrpoca
M0JIb30BATENs], KOTOPBIM JOJDKEH COJIepKaTh HaMMEHOBaHUE (M aJpec MpH IEPEChUIKE)
opraHu3aiuu (apxuBa), KOTOPO OHHU aJpecOBaHBI; M3JIOKEHUE CYIIECTBA 3arpoca; (haMuiuio,
UMS ¥ OTYECTBO OOPAIAOIIETOCs; €T0 a/Ipec, KOHTAKTHbIE Te€NEPOHBI; 1aTy U JUYHYIO OIHUCH.

OOpamenust rpaxaaH, B KOTOPBIX OTCYTCTBYIOT (aMMINM, aapeca W HOIINHCH
oOpallarmuxcs, CUUTAIOTCI AHOHUMHBIMU M HE MOMAJEXKAT PACCMOTPEHUIO; MpPU JTUYHOM
oOpalieHur TNpH HaIuuuud (paMwiMd M ajgpeca HeAocTaoomas WHPopMalus MOXET ObITh
BOCIIOJIHEHA.

CpoK HCIIOJIHEHUS 3allpOCOB COLMAIIBHO-TIPABOBOI0O XapaKTepa I'paXJ1aH U OpraHu3alui 1o
MaTepuaiaM apxuBa He JOJDKeH mpeBblmiarh 30 qHel co nHa peructpauuu oOpamenus. [lpu
CJIO’KHBIX 3aIpocax CPOK MOKET OBbITh MpOJUIeH, HO He Oosee ueM Ha 30 aHel ¢ 00s3aTeNnbHbIM
YBEJIOMJICHHEM 00 3TOM 3asBHTEIIA.

Cpok HCIIONIHEHHUS 3allpOCOB C MCIOJIb30BAHUEM TOJIBKO HAyYHO-CIIPABOYHOIO armapara
apxuBa - He Oojiee 15 mHel ¢ MOMEHTa perucTpalnuy oOparieHus.



[Tepecbuika HEMPOGUIBHBIX 3alPOCOB IO MPHHAJICKHOCTH B JPyrd€ OpraHU3aldd WU
apXUBBbI, a Takke UHPOPMUPOBAHUE 00 FTOM 3asIBUTENS JOJDKHO OCYIIECTBIATHCSA B 5-IHEBHBIN
CPOK ¢ MOMEHTa 00OpalleHusl.

8.2.2. ApXHBHBIE CIPAaBKH COCTABJISIOTCS HAa OCHOBAaHHHM JIOKYMEHTOB (TOUIMHHUKOB U
3aBEPEHHBIX KOMUM), XPAaHSIIUXCA B apXUBE; HCIOJIb30BAHHWE HE3aBEPEHHBIX JOKYMEHTOB,
OTHOCSIIIMXCS K BOIpOCY OOpallleHHs, OroBapMBaeTCsi B TEKCTE CIpPaBKU («HEe3aBepeHHas
komnusi»). [Ipu OTCyTCTBUU B apXuBE JOKYMEHTOB, COJIEpKAIMX CBEJACHUS MO 3alpaliiBaeMOMy
BONIPOCY, apXWBHAas CIpaBKa MOXXET OBbITh BbIJaHa MO XPAHALIUMCS B apXHUBE IE€YATHBIM
MaTepuaigaM, OTHOCSIIUMCS K TMpeAMETy oOOpallleHus, C TOYHBIM H TIOJHBIM YKa3aHUEM
HCTOYHUKA.

ApXHBHBIE CIIPABKH COCTABJISIOTCSI IO YCTaHOBIIEHHOW dopMme (mpuiioskeHue 42) Ha OJiaHKe
ApXUBHOI CTIpaBKU WM 00111eM OJlaHKe OpraHU3aIuu.

B cmpaBke mpuBoAsTCsS Ha3zBaHMs, AaThl M HOMEpPA JOKYMEHTOB W M3J1arar0Tcsi CBEICHMS,
UMEIOLIMeCs] B Ha3BaHHBIX JOKYMEHTaxX M OTHOCSIIMECS K Bompocy oOpamieHus. M3noxenue
JACTCSI B XPOHOJIOTMYECKON TOCTIEIOBATEIIBHOCTH COOBITUH, & HE JOKYMEHTOB, B KOTOPBIX OHU
ocpemarorcs. Jomyckaercs MpUBOAUTH B CIIPaBKE BBIACPKKU M3 JIOKYMEHTOB, 3aKJIIOYas X B
KaBbIYKK. Ha3BaHUWsS opraHu3anuii B TEKCTE CIPABKH MPHU MEPBOM YIOTPEOICHUH MPHUBOISATCS
MOJIHOCThIO, a B CKOOKax MX OQPHUIMAIBLHO MPHUHATHIE COKPAIICHUS;, MPH I[OBTOPHBIX
YIOMHUHAHUSX - TOJIBKO COKpAIllCHHBIE.

B cnipaBKy BKJIIOYAIOTCS TOJIBKO CBEJICHUS, YIOMUHAEMbIE B TOKYMEHTAX.

B TekcTe apxXWBHOW CHpaBKH HE JOMYCKAIOTCS KOMMEHTApUHU, COOCTBEHHBIC BBIBOJIBI
MCIIOJTHUTEIIS MO COACPIKAHUIO HCIIONIb30BAHHBIX JOKYMEHTOB.

[Tocme Tekcra CHpaBKA IOMEIIAOTCS AapXUBHBIC IMH(PBI JOKYMEHTOB, TOCTYKHBIIHX
OCHOBaHHUEM JJIsl COCTABIICHUS TEKCTa CpaBku (HoMepa (HOHIOB, ONUCEH U JIeT, a TaKKe HoMepa
JIUCTOB B JICJIE).

ApXMBHAasl CIpaBKa IMOJAMKCHIBACTCS PYKOBOAMTENEM OpraHU3allid WU TMOApA3JCICHUs, B
COCTaB KOTOPOTO BXOAUT AapXvB, U PYKOBOJMUTEIEM apXHBa; IMPaBO MOAMUCH CIPABKU
yCTaHaBIMBAETCS B MOJOXKeHUU O ciyx0e JJOY wunm B monokeHnd o0 apXuBe OpraHU3alIUU.
CnpaBka 3aBepsieTcs MeYaThi0 OpraHU3AIMK; BTOPOM HK3EMIUISP apXUBHOM CIIPAaBKH 3aBEPSIETCS
PYKOBOAMTENEM apXUBa M XPAHUTCSA B JiellaX apXHUBa B COOTBETCTBUU C HOMEHKIIATYPOM JIe.

8.2.3. ApxuBHBIC KOITUU U BBIITUCKU U3 IOKYMEHTOB BBIIAIOTCSI B COOTBETCTBUH C 3aIIPOCOM.
M aeHTUYHOCTh MOJUIMHHUKY BBbIIAHHBIX apXHUBHBIX KOMHI M BBHIMHCOK 3aBEPSETCS MOAMHCHIO
PYKOBOAMTEISI OPraHU3alUK WIIA YIIOJIHOMOYEHHOTO UM JIHIA (PYKOBOAUTEINS TIOIpa3/ieiIeHus, B
COCTaB KOTOPOTO BXOAUT apXUB) U TepOOBOil MeyaThi0 OpraHU3aIiH.

Breimucka mpou3BOAMTCS TOJMBKO W3 JIOKYMEHTa, B KOTOPOM COJEPXKHUTCS HECKOJIBKO
OTJIENbHBIX, HE CBA3aHHBIX MEXI1y CO00ii BOPOCOB. Brinucka qomkHa BOCIPOU3BOIUTH MOTHBIN
TEKCT YaCTH JOKYMEHTa, OTHOCSIIIEHCS K 3a1pocy.

OTtaenpHBIE CI0BA U BRIPAYKEHUS TOJJTMHHOTO JOKYMEHTA, & TAaKXKe HCIPABICHHUS, TOAUYNUCTKH,
BBI3BIBAIOIINE COMHEHHE B MX JOCTOBEPHOCTH, OTOBAPUBAIOTCS ClIOBaMH: «Tak B JTOKYMEHTE»
i «B TexcTe Hepa30opUHBOY.

ManMHONIMCHBIE apXWBHBIE KONMWU W BBHIMHCKHA HW3rOTABIMBAIOTCS Ha OJIAaHKE IHCHhMa
OpraHm3aliil ¢ O0O3HAUEHHWEM Ha3BaHUS JIOKyMEHTa: «ApXHBHas KOIUA», «ApXUBHASA
BhITIMCKay. [Ipn M3rOTOBICHUU KCEpo- WU (POTOKOMUN TOKyMEHTa OJIaHK OpraHM3aIliH, Kak
MPAaBUIIO, HE UCTIONB3YETCS.

[Tocre TekcTa apXWBHOW KOIMM WJIM BBIMMMCKHM YKA3bIBACTCS APXWBHBIA MIH(P JTOKYMEHTA.
Ecnu xomust miny BBINKMCKA 3aHUMAIOT OoOJiee OJHOTO JIUCTA, apXUBHBIA MU(P yKa3bIBaeTCs Ha
000poTe KaXa0ro JUCTa. Bee MMCThl apXMBHOM KOMWW WIIM BBIMMUCKHU JTOJDKHBI OBITH CKPEIUICHBI,
MPOHYMEPOBAHBI U HA MECTE CKPETICHUS 3aBEPEHBI APXUBOM.

8.2.4. ApXWBHBIC CIPABKH, KOIUU M BBIMUCKHA W3 ApXUBHBIX JIOKYMECHTOB HAIpPaBIISIOTCS
3asBUTENIIM IO T[IOYTE€ C CONPOBOAMUTEIBHBIM IMHCHMOM, TOJMUCAHHBIM PYKOBOIUTEIEM
OpraHU3aIMU WU CTPYKTYPHOTO MOJIpa3eieHus, B COCTaB KOTOPOTO BXOJUT apXUB. APXUBHBIC
CIPaBKH, KOMWU M BBHIMHCKA MOTYT BBIAABAThCS IOJ] PACIHCKYy HAa PYKH 3asBUTEISAM TMpU


http://www.infosait.ru/norma_doc/44/44229/index.htm#i1932338

OpeIbSBICHUM TAclopTa WM HHOTO JIOKYMEHTA, YIOCTOBEPSIOUIET0 JHYHOCTh; HX
POJCTBEHHUKAM WJIM JIOBEPEHHBIM JHIIAM NpPU NPEIbSIBICHUM HOTApUAJIbHO 3aBEPEHHOMU
JIOBEPEHHOCTH, O()OPMIIEHHOW B COOTBETCTBUH C 3aKOHOAATEIIHCTBOM.

[TomyuaTenb apXWBHOW CIpPaBKH, KOMUU WM BBIIUCKH PACHHCHIBAETCS Ha BTOPOM
HK3EMIUIAPE IMOJy4aeMOTOo JOKYMEHTA, OCTAIOLIEMCS B JIeaX apXuBa, C yKa3aHUEM IaHHBIX
MacropTa Wi APyroro J0KyMEHTa, yIOCTOBEPSIIOIIETO JTUYHOCTh MOTyYyaTes.

8.2.5. ApXuB B COOTBETCTBHHM C 3aKOHOJATEIbCTBOM OOECIIEYMBACT: MPABO TIpa)<IaH Ha
JOCTYN K JOKYMEHTHPOBaHHOW HWHGOpMalMu O HUX; IPaBO 3HATh, KTO M B KakKuUX LEJAX
UCTIOJIB3YEeT U MCIOJIb30BaN 3Ty HH(popMarmio. OTKa3 TpakKIaHuHy B IOCTyIE K JOKYMEHTaM O
HEM MOXET OBbITh 005KaJI0BaH B Cy/1€OHOM MOPSIKE.

ApXUB OpraHuzany 00s3aH NPEIOCTaBUTh MH(POPMAIMIO OECIUIaTHO MO TPeOOBAHUIO TEX
OpraHM3alil U JHI, KOTOpbIX OHa Kacaercsa. OrpaHuueHUss BO3MOXKHBI JIMILIb B CIydasx,
MpPEeAYyCMOTPEHHBIX 3aKoHOo/AaTeNbcTBOM Poccuiickoit ®denepanuu. ApXUB MOXKET HCIOIHATH
TEMaTUYECKHE  3alpoChl  IOPUAMYECKHMX  JIMII, @ TAKXKE  3alpochl  (DU3MUECKUX  JIUIL
UMYIIECTBEHHOTO M (PMHAHCOBOT'O XapakTepa Ha IIaTHOM ocHoBe. IlepedeHp Takux ycinyr u
pa3Mep OIUIaThl YTBEP>KIAIOTCS PYKOBOIUTEIEM OpraHU3aliu.

8.2.6. JlomyckaeTcs Wu3BATHE W3 AapXUBHBIX JI€J MW BblJada BIAJeNbllaM WIH HX
POJICTBEHHUKAM MOJTMHHBIX JIUYHBIX IOKYMEHTOB O IPAYKAAHCKOM COCTOSIHUHU, 00 00pa30oBaHUH,
TPYAOBBIX KHIDKEK U IPYTHX, HE TIOJIyYEHHBIX B CBOE BPEMS BJIaJIENIbLIEM IOKYMEHTOB.

[TonnuHHBIE JTUYHBIE TOKYMEHTHI BBIIAIOTCS C pa3pelleHds PYKOBOJIUTENS OpraHU3aluu
3asBUTEISIM 110 TPEABSBICHUN MACIOPTa, HHOTO JOKYMEHTA, YIOCTOBEPSIOUIETO JIMYHOCTD, X
POJICTBEHHUKAM WJIM JOBEPEHHBIM JIUI[aM HOTapHaJIbHO 3aBEPEHHOI noBepeHHoCTH. [loanuHHbIe
JMYHBIE JIOKYMEHTHI MOTYT OBITH BBICTIAHBI 3asIBUTEIIO [IEHHBIM IICEMOM.

Opranamu npaBoOMOpsAKA U3 apXUBa MOTYT OBITH H3BATHl JOKYMEHTHI B COOTBETCTBHH C
3aKkoHoaarenbcTBOM Poccuiickoit denepanun.

Ha MecTo M3BSATOro JOKyMEHTa B IO BKJIAJbIBACTCA CIIpaBKa O BblAaue, CHATas C HEro
KOMHSI WM B YYETHBIX apXUBHBIX JTOKYMEHTAX JIEAaeTCsl OTMETKAa 00 M3BSATHH, yKa3bIBAIOTCS
HOMEp, JlaTa ¥ Ha3BaHUE JOKYMEHTa-OCHOBAaHUS Ul M3BATHA, a TaKXKe paclucKa IMoJydyaTens
JOKyMEHTa (TIpH JINYHOU mepeaye).

8.2.7. Ilpm OTCYTCTBMM B apXHMB€ 3alpalllBaeMbIX CBEIECHUH OTPHUIATENbHBIH OTBET
COCTaBIIsIeTCSl HAa OJlaHKe THChbMa OpraHu3anmuu. B Hem ykaspiBaercs ()akT OTCYTCTBUS B
JIOKYMEHTaxX apxuBa WHTEPECYIOUIMX 3asBUTENS CBEACHUN M JAlOTCA PEKOMEHIAlMHU, Kyaa
cienyeT oOpaTuThCcsi 3a HeoOxonumou wuHopmamueil. B cioydasx oTpuIlaTEeILHOTO OTBETA,
COJIepKAIEr0 CBEACHUS 00 OTCYTCTBUM B apXMBE HEOOXOIMMBIX JOKYMEHTOB BCIIEACTBHUE HMX
ru0eNy WM yTPaThl, TEKCT MUChMa JOJDKEH OBITh 3aBEPEH TeUaThi0 OpraHU3allny.

8.3. PaGoTa ynTaabHOrO 32712 apxuBa

83.1. B memax co3gaHus YCIOBUH JUIsi pabOThl CIEUMATUCTOB  (IIOJIb30BATENEH)
HEMOCPEACTBEHHO B apXHBE CO3/1a€TCS YUTAJIBHBIN 3a1 (IIPOCMOTPOBBIN 3aj, KOMIBIOTEPHBIN
3a], TOMEUIeHHE JUId [pOCIyUIMBaHUS (OHOAOKYMEHTOB M [1p.), O0OpYyIOBaHHBIN
COOTBETCTBYIOLIUMH TEXHUYECKUMHU CPEACTBAMU JUIsl pabOThI ¢ MUKPOKOMUAMH, 3JIEKTPOHHBIMH,
ayJIMOBU3YAIbHBIMU M HHBIMU JOKYMEHTaMH.

Pacniopsiiok paboThl YUTAILHOTO 3aj1a YCTAaHABIMBAET PYKOBOAUTEINb apXHBa.

[Tpy OTCYTCTBUM B apXHBE CHENHMAIbHO BBIIEICHHOTO MOMEIICHUSI YATAILHOTO 3ajia padboTa
NOJIb30BaTeNel C JOKYMEHTaMH MTPOU3BOINTCS HEMOCPEIACTBEHHO B pabounx KOMHATaxX apXHBa,
JUISL 4ero 000pylyeTcsi COOTBETCTBYIOIIEe pabodyee MecTo.

8.3.2. B umTanpHOM 3ajie apxXuBa MOTYT paboTaTh KaK COTPYAHUKHM OpPraHU3alMM, TaK U
WCCIIEIOBATEIH U3 HAyYHBIX W MHBIX OPTaHU3AIMid WIIK YaCcTHBIE JTUIIA.

[Tonp3oBaTenu JOMYCKAIOTCS B YMUTAIbHBIM 3a] Ha OCHOBAHWU JIMYHOTO 3asBICHUS;
MIOJTb30BATENH, BEAYIIME HAYIHYIO pabOTy B COOTBETCTBHH C IIJITAHOM HAyYHBIX YUPESKIACHUN HITN
BBITOJIHSIOLINE CITY)KEOHBIE 3a/laHusl, MPEICTaBIAI0T MUCHMO HANpaBUBIIEH MX OpraHU3aluy;



COTPYIHUKM OPTaHU3AIMH JOMYCKAIOTCS B YHTAIBHBIA 3a] MO MPEIbSBICHUH CIY)XeOHOTO
YIOCTOBEpPEHUSI.

B nauuHOM 3asBIEHMM WJIM NHCHME YKa3bIBAIOTCS (aMHIIMS, UMS, OTYECTBO IMOJb30BATEIIs,
JOJIKHOCTh, HAYYHOE 3BaHUeE, YUCHAsl CTENeHb, TeMa U XPOHOJOTHUYECKHE PAMKHU UCCIICOBAHMUS.

Paspemennie Ha paboOTy B YHTAJIBHOM 3aJie JIaeT 3aBEAYIOIIMN apXMBOM Ha HEOOXOAWMBIN
MOJIb30BATENI0 CPOK, HO, Kak mpaBujio, Ha 1 rog co aus odopmiuenus. [Ipu HeoOXommmocTu
NPOJJICHUS CPOK COTJIACOBBIBACTCS C 3aBEAYIOIIUM apXHUBOM MWK COTPYJHHUKOM YUTAIBLHOTO
3ana.

8.3.3. ApXuB OpraHu3anuy NPEIOCTABISET HOPUANYESCKUM WA (PUINICCKUM JHUIAM IS
MCIIOJIb30BAaHUs B UNTAIBHOM 3aJie, B TOM YKCJE JAJIsl U3TOTOBJICHUS KOMUI, BHITUCOK, OTKPBITHIE
JOKYMEHTBI, YYTE€HHbIE W MpOMICIINE HAYYHO-TEXHHUECKYI0 O00pabOTKy, HMEIOLIHe
CIIPABOYHHKU U JIPYTHe MOUCKOBbIE CPENICTBA.

OTKa3 WM OTCPOUYKa B BbIJaU€ JJOKYMEHTOB JIOITYCKAIOTCS B CIIydasix:

UX IJIOXOr0 (PU3NYECKOr0 COCTOSTHUS;

OTpaHMYECHUN Ha MHCIOJIb30BAHME, YCTAHOBJICHHBIX 3aKOHOAATENILCTBOM Poccuiickoi
Oenepanuu unu GoHI000pa3oBaTeeM MU Mepeaade JOKYMEHTOB Ha XpaHEHUE;

MOJIb30BAHUS JOKYMEHTAMH COTPYIHUKAMHU apXHUBa JUIsl BBITOJHEHHS CIY)KEOHBIX 3aJaHHIA;

BbIIaYM JOKYMEHTOB BO BPEMEHHOE IMOJIb30BAHUE HIIU JIPYTOMY I0JIb30BATEII0 B YUTAIHHOM
3ase.

Otka3 apxuBa B MPEIOCTABICHUU JOKYMEHTOB JOJIKEH OBITh BBIAH B MUCHbMEHHON Gopme U
colepKaTh NPUYMHBI OTKa3a, CPOK JMACUCTBUS OTPAaHWYCHHH, IOPUAMYECKOE OCHOBAHHUE
OTpaHHYEHUH, a TAaKXKe MOPSA0K 00KaIoBaHUS OTKa3a.

8.3.4. Ha xaxnoro momp30BaTelisi B YHTAIHHOM 3aje apXwBa, KpoMmMe pPaOOTHUKOB
OpraHM3alliy, 3aBOJJUTCS KapTouka (npuioxenue 43).

8.3.5. Jlema w3 XpaHWIMINA BBIAIOTCS HA OCHOBAaHWUU 3allOJIHEHHOrO OJlaHKa 3akas3a
(mpusiokeHue 17) U yYUTHIBAIOTCS B KHUTE BBIAAYH e U3 XpaHuwiuina (mpuioxerue 19).

8.3.6. Kaxxmoe BbImaBaeMoe W3 XPAHWIMINA B YUTAIBHBIA 3all JIENI0 JTOJDKHO HMETh JIMCT
UCII0JIb30BaH s Aena (npunoxerue 20).

8.4. Boinaua aea Bo BPEMCHHOC IT0JIb30BAHUE

8.4.1. [lema BBIIAIOTCS BO BPEMEHHOE IOJb30BAHHUE CTPYKTYPHBIM MOJpa3IesIeHUSIM
OpraHM3aly Ha Ccpok, He npesbimaomuil 30 qaeit. Cpok MoXKeT ObITh IPOAJIEH apXHUBOM IOCTIE
03HAKOMJIEHHUSI C COXPAHHOCTBIO JIeJl, HO He Ooiiee ueM Ha 30 Heil.

8.4.2. Bbigaua 1€ BO BpEMEHHOE I0JIb30BaHUE JPYTUM OpPraHMU3alUsaM 10 UX MHUCbMEHHOMY
3arpocy odopmisiercs aktoM (mpuiioskeHue 18). AKT cocTaBiisieTcsl B IBYX 9K3eMIUIIpax, OJUH
U3 KOTOPBIX TIepeIaeTcsl TMOJy4aTenro, a JIPYrod ocTaeTcs B apxXuBe. AKT TOANMHMCHIBACTCS
PYKOBOJIUTENSIMM ~ OpraHU3alllM, Iepefarollell JOKYMEHThl, M OpraHM3aluU-TOTydaTelis;
TIOJIIIMICH CKPETIISIOTCS TepOOBBIMU TIEUaTsIMHA OpTaHU3aLNH.

Jlena BbIIaIOTCS HA CPOK HE OoJiee TpeX MECSAIEB.

8.4.3. [Ipu BbIaue /1€71 BO BpEMEHHOE TOJIb30BaHME KAXI0€ JIEJI0 3aHOCUTCS B KHUTY BbIIauu
nen U3 xpanwuiia (mpuiaoxenue 19), a Ha MecTo BbIJIaBaeMOro Jejla MOMEIIaeTcsl OTAeIbHas
JUI KaXJIOTO JieNia KapTra-3amecTuTens (mpritokeHue 21). KapTe-3amecTuTenu XpaHsATCS B
apxuBe 10 MUHOBaHUS HanoOHocTH. COCTOSIHME BO3BpalllaéMbIX B apXHB JeJ JOJKHO OBITh
IIPOBEPEHO B MPHUCYTCTBUH JIMIIA, BO3BPALIAIOIIETO JEIO.

8.4.4. Kaxxoe BbI1aBaeMoe M3 XpaHWIHUINA JUIsI BPEMEHHOI'O MCIOJIb30BaHUSA JIEI0 JOJKHO
UMETh JIUCT KCIOJIb30BaHus Aeia (nmpuioxenue 20).

8.5. Hcmoub3oBaHMe JOKYMEHTOB AapXuBa INpPH MNOATOTOBKEe HWH(OPMALMOHHBIX
MepoNpHUATHH, B CpeIcTBAX MAacCOBOIi HHPOPMALMHU U MYy0TUKAIIMOHHOM AeATeJbHOCTH

8.5.1. ApxuB OpraHusyeT HUCIOJIb30BAHHWE TOKYMEHTOB NpPH MOArOTOBKE MH()OPMAITMOHHBIX
MEpPOMNPUITHIA, BEICTABOK, B CPEJICTBAX MACCOBOM MH(OPMAIINH, a TAKXKe UX MYOJIMKAIIHIO.
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Pab6ota MNPOBOAUTCA KaK CaMOCTOATCIIbHO, TAK U COBMCCTHO C APYIMMU OpraHU3aAlUsAMU WA
TOCYAapCTBEHHBIM apXuBOM. Ha BBICTaBKax HCMONB3YIOTCS IOUIMHHUKA WM KOIUH
JOKYMCHTOB, U3TOTABJIMBAOTCA aJIL6OMBI, IJI1aKaThbl, JUarpaMMabl.

8.5.2. CoBMECTHO €O CpencTBaMH MaccoBOil HMH(OpMAMU apXHWB OMPENENIIET TEMAaTHKY,
00BbEM M CPOKH IMOJTOTOBKH MAaTepHANIOB; TEMAaTHKa U CPOKH YTBEP)KIAIOTCS PYKOBOJIUTEIIEM
opranmzanuy. B sk3eMIuipax crateil M Ipyrux MaTe€pHaloB, MOJITOTOBIEHHBIX IJISI CPEACTB
MaccoBOW WH(OpPMALUK, OCTAIOUIMXCA B apXHMBE OpraHU3allMHM, YKa3bIBAIOTCS IIOMCKOBBIE
JIAaHHBIC MCIOJIb30BaHHBIX JOKYMEHTOB, a TAKXKE J]aTa U MECTO ITyOJIHKAIINH.

8.5.3. ApxuB opraHu3anud MOXET CaMOCTOSITEIbHO MWJIM COBMECTHO C JPYTHMHU
OpraHM3alUsIMH MTPOBOJUTH PA0OTY IO MOJArOTOBKE JOKYMEHTAJIbHBIX MyOnukanuii. Haubonee
pacrpocTpaHeHHONW (OPMO 3TOW pPabOTHI SBISETCS MOATOTOBKA JXYPHAIBHBIX U Ta3eTHBIX
nyOJIMKanui JTOKYMEHTOB. B OTAENBHBIX CIydasX MOTYT HM3/aBaTbCsi COOPHHMKH JOKYMEHTOB.
[Ipy  DOArOTOBKE  JOKYMEHTAJIBHBIX  MyOJMKaUMi  HEOOXOAMMO  pPyKOBOJCTBOBAThHCS
COOTBETCTBYIOLIMMH NPaBUIAMHU pabOTHI TOCYIapPCTBEHHBIX apXHBOB.

8.6. Yuer ucnoJib30BaHus JeJl H JOKYMEHTOB apXHBa

V4eT UCTIONB30BaHusI JEN U JIOKYMCHTOB apXUBa BEJETCS B CICAYIONINX YIETHBIX (popMax:

- KHWTA BBIIAYH Je U3 XpaHmwiniia (npuioxerne 19);

- KypHAJI PErMCTPAllMi BBIIAHHBIX KOIHUiA, BBIIHUCOK, CIOPABOK, TEXHUYECKHX MAaTEPHAJIOB
(mpunoxenue 44);

- )KypHAJI PETUCTPAIIUH TTOCCIICHUI YUTATBLHOTO 3aj1a (MpHIoKeHue 45).

9. HOPAAOK MNEPEJAYU JOKYMEHTOB APXUBA HA IIOCTOsHHOE
XPAHEHHME

9.1. Hokymentsl ApxuBHOro (ouma Poccuiickoit denepanuu, BpeMEHHO HAXOJSINIUECS HA
XpaHEHUU B apXKBE OPraHU3aLMU, IEPEIAIOTCS HA IOCTOSHHOE XPaHEHHUE.

9.2. ApxXxWB OpraHm3aliid TMepeJaeT Ha TOCTOSHHOE XpaHEHUE JIOKYMEHThI B
rOCyIapCTBEHHBIH (MYHULMIANbHBINA) apXuB, i1 KOTOPOTO JlaHHAs OpraHu3anus -
¢doH1000pa3oBaTeb ABISETCS HCTOUHUKOM KOMIUIEKTOBAHUS.

9.3. JloKkyMeHTBhl NEpeNarTCcsi Ha MOCTOSHHOE XpaHEHHWE B TOCYHApCTBEHHBIM apXUB B
YIOPSAIOYEHHOM COCTOSIHUM C  COOTBETCTBYIOIIMM HAY4YHO-CIIPABOYHBIM  aIlllApaTOM H
CTPaxOBBIMU KOMHUSAMH HAa 0CO0O IIEHHBIE U YHUKAIbHBIE TOKYMEHTHI.

9.4. YcraHaBnuBaroTCs CIEAYIOLIUE NpPEIEiIbHbIE CPOKM BPEMEHHOI'O XPAHEHHUs apXMBHBIX
JIOKYMEHTOB B OpraHU3alusiX:

apXUBHbIE TOKYMEHTHI (pe/iepabHBIX OPraHOB TOCYJapCTBEHHOM BIIACTH, a TaKXKe apXHUBHbIE
JNOKyMeHTHI ['eHepanbHON mpokyparypsl Poccuiickont ®enepauy, OpraHoB rocynapCTBEHHOU
BJIACTU U NPOKYpPATyp pPECIyOJUK, OTPACIIEBBIX aKaJeMuM, rocyAapCTBEHHBIX OOBEIMHEHUH,
YUpEXKJIEHUH, OpraHu3aluil U IpeInpusITuil GeepalbHOTO U PEeCyOIMKaHCKOTO MOAYUHEHUS -
15 meT;

apXUBHBIE JIOKYMEHTHI OPraHOB TOCYJAapCTBEHHOH BJIACTH U MPOKypaTyp Kpaes, oOiacrei,
ropoJIoB (peiepalibHOTO 3HAUEHUSI, aBTOHOMHBIX 00J1acTell, aBTOHOMHBIX OKPYTOB, IPOKYpaTyp,
TOCY/IapCTBEHHBIX YUPEKICHUHM, OpraHu3aluid W MPEeANnpHUsSTHH KpaeBoro M 00JaCTHOTO
MOTYMHEHMS], TOTYNHEHHS] aBTOHOMHOM 00J1aCTH U OKPY>KHOTO MoJquuHeHus - 10 neT;

apXMBHBIE JOKYMEHTBHl OpPraHOB MECTHOT'O CaMOYIMPABIICHUS, YUPEXKIACHUMN, OpraHusaiui,
MNPEINPUATHI TOPOJCKOTO U palOHHOTO MOJYMHEHUS, MPEANPUITUN CETBCKOTO XO035AHCTBA - 5
JIET;

3alMCH  aKTOB TPAXKJAHCKOIO COCTOSIHUS, JOKYMEHTBI IIO JIMYHOMY COCTaBy, 3aIllCH
HOTApUAIBHBIX JEHCTBUH U Cy/IeOHbBIE /IeTIa, TOXO03SIIICTBEHHBIE KHUTH - 75 JIeT;

apXUBHbIE JOKYMEHThI, 00pa30BaBIINECS MPU OCYLIECTBICHUHU JI€ATEIHHOCTH COBMECTHBIX (C
y4acTHEM TOCYyIapcTBa) MPEANPUATUH, OpraHu3aluidi U OOBEIUHEHHH CMEHIaHHBIX (opM
COOCTBEHHOCTH, B YCTaBHOM KamuTalle KOTOPBIX Mpeobnanaer A0is (enepalbHON MK
roCy/IapCTBEHHON coOCTBEHHOCTH, - 10 neT;

Hay4Hasl, TEXHOJIOTMYECKasl M NaTeHTHas JoKymeHTauus - 10 ner;
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KOHCTPYKTOpCKasl TOKyMeHTauus - 15 ner;

MIPOEKTHAsl JOKYMEHTAIUS IO KAlUTaIbHOMY CTPOUTENIBCTBY - 25 JIET;

TeJIeMETPUUECKasi JOKYMEHTALUs - 5 JIET;

KMHOJOKYMEHTHI, (DOHOJIOKYMEHTHI U BUJEOPOHOTpaMMbl - He Oosee 3 JeT CO BpeMeHU
U3TOTOBJICHMUS;

(bOoTOIOKYMEHTHI - 3 TO/a;

JIOKYMEHTbI Ha MAllIMHHBIX HOCUTEJIAX - 5 JIeT.

9.5. B HeoOXOIMMBIX CllydasX CpPOKM BPEMEHHOIO XpaHEHHUS JOKYMEHTOB MOTYT OBITh
M3MEHEHBI 110 COIVIACOBAHUIO C COOTBETCTBYIOLIMM OPraHOM YIPABJICHUS apXUBHBIM JI€JIOM WUJIU
ApPXHUBHBIM YUPEKICHUEM.

Jocpounas mepeaya JOKYMEHTOB Ha MMOCTOSTHHOE XpaHEHHE MOKET ObITh OCYIIECTBIICHA MTPH
yrpo3e yTpaThl (YHHUTOKEHHUS) JOKYMEHTOB, a Tak)Ke M0 MPochk0e opraHu3aliy Ha JOTOBOPHOM
OCHOBE.

[Iponnenue CpoOKOB BPEMEHHOTO XpaHEHUsl JOKYMEHTOB JOIYCKAeTCsl B BUJIE UCKIIFOUEHHUS B
cillyuae HEOOXOAMMOCTH TPAKTHYECKOTO HCIIOJIb30BaHUS JOKYMEHTOB OpraHu3alueil 1o
MMCbMEHHOMY Pa3pELICHHUI0 TOCYAAPCTBEHHOTO apXUBa.

9.6. JIokyMEHTBI IOCTOSHHOI'O XpPAaHEHHUs TOCYJapCTBEHHOM OpraHu3aliy, H3MEHUBLIEH
dbopMy  cOOCTBEHHOCTHM  (aKIMOHUPOBAHHOM,  NPUBATU3UPOBAHHOM),  XpaHITCA B
HErocyJapCTBEHHON OpraHM3alyy, a 3aTeM, M0 MCTEYEHHM MPEIENIbHBIX CPOKOB BPEMEHHOIO
XpaHeHus B opranuzanuu (cM. m. 10.3), nepenarorcsi B TOCy1apCTBEHHbBIN apXUB.

9.7. Ilpn NUKBUIAIIMK OpPraHU3alMU €€ JOKYMEHTHI MOJIekKAT IMepeadye B OpPraHU3alluIo,
SABJISIFOLYIOCS] €€ TIPABOINPEEMHHUKOM.

9.7.1. Ilpm nuKBUZALMU OpraHU3ALNM, SIBISIIOIIEHCS HCTOYHUKOM KOMILJIEKTOBAHMS
roCy/IapCTBEHHOTO apXuBa, 0e3 MpaBONpPEeeMHUKA JTOKYMEHTHI MMOCTOSHHOTO CPOKa XpaHEHUs U
JIOKYMEHTBI 110 IMYHOMY COCTaBY IEPEJAIOTCS B apXUB BBILIECTOALIEH opranu3zauuu. B ciyuae
HEBO3MOKHOCTH II€pelauyd JOKYMEHTOB B BBILIECTOSIIYIO OPraHU3alUi0 [0 PEHICHUIO
KOMHCCHH, OOpa30BaHHOW IJisi Mepenadyd Jed W MMYIIECTBa (JIMKBUIAIMOHHOW KOMHCCHUH),
COIIACOBAaHHOMY C COOTBETCTBYIOIIIMM OPTaHOM YIPABIEHUS apXUBHBIM JI€JIOM, 9TH JOKYMEHTBI
NepealoTCs B TOCYIapCTBEHHBIN apXUB.

9.7.2. JIoKyMEHTHI 110 JINYHOMY COCTaBY JMKBHJIMPOBAHHON OpraHu3allud IPU OTCYTCTBHH
IIPABONPEEMHMKA W BBIIIECTOSIIEH OpraHM3allMyd IMepeAaroTcsl Ha BpPEMEHHOE XpaHEHHE B
CHeLHaTU3UPOBAHHBIA apXUB (LEHTP) JOKYMEHTOB I10 JUYHOMY COCTaBY, a IPU €r0 OTCYTCTBUU
- B TOCYJIapCTBEHHBIN apXHUB.

9.7.3. VYHUYTOXEHHE JOKYMEHTOB C HEHUCTEKIIMMH CpPOKaMH BPEMEHHOIO XpaHEHUS
OpraHu3aiuii, JUKBUAUPYEMbIX O€3 NpaBONpPEEMHHUKA, IMPOBOJUTCS TOJBKO IO PELICHUIO
COOTBETCTBYIOILIIETO OpraHa HCIOJHUTENIBbHONW BiacTu cyObekTa Poccuiickoit denepanuun wim
MYHUIIMNIAJIBHOTO 00pa3oBaHus M 0QOPMIISETCS aKTOM C IMPUIIOKEHUEM OIMUCU YHUUYTOXKAEMBIX
JIOKYMEHTOB.

9.7.4. JlokyMeHTHl JUKBUIUPYEMOW Oe€3 IMpaBONpPEEMHUKA OpraHMU3allM, CPOK XpaHEHHs
KOTOPBIX Ha MOMEHT JIMKBH/IALIUN UCTEK, YHUUTOXAIOTCS B MOPSAAKE, YCTAHOBJIEHHOM B 11. 2.4.1 -
2.4.7 nactostmux [TpaBui.

9.7.5. Opranusanuio ynopsaoueHusl JOKYMEHTOB JIMKBUIUPYEMON OpraHM3allH, Nepeaadyu
UX Ha XpaHEHHE WIN YHUUTOXKEHHE OCYLIECTBIISET JUKBUIALMOHHASI KOMHUCCHS, KOTOPAst MOXKET
3aKJIFOYUTh JIOTOBOP Ha 3Ty palboTy c opraHuzanuei ((pu3n4eckuMm JHUIOM), HMEIOLIeH
COOTBETCTBYIOILYIO JINLIEH3UIO, UM TOCYJapCTBEHHBIM apXHBOM.

9.8. Ilepenaya TOKyMEHTOB ITOCTOSIHHOT'O XPAHEHNUS B TOCYIapCTBEHHBIN apXUB, KaK [IPaBUIIO,
OCYIIECTBIISIETCS  €KEroJHO B COOTBETCTBUM C IUIAHOM-TpapUKOM,  YTBEPKIACHHBIM
PYKOBOJUTENSIMU OpPraHU3allil U COOTBETCTBYIOILEro apxuBa. B opranuzanusx ¢ HeOOIbLIINM
00BEMOM €KEroJTHO 00pa3yIOIIUXCS JOKYMEHTOB MOCTOSSHHOTO XPaHEHUS IO COTJIaCOBaHUIO C
roCy/IapCTBEHHBIM apXUBOM JIOIIyCKaeTcs Mepeiada JOKyMEHTOB OJIUH Pa3 B IISITH JIET.

HayuHo-TexHHuYeckas U crenuaibHas JOKyMEHTAIUsl epelaeTcs, Kak MpaBuiio, OJUH pa3 B
IIATB JIET.
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9.9. JlokyMeHTBI NepeatoTcs B rOCy1apCTBEHHBIN apXuB 1o yTBepkaeHHbIM JIIK apxuBHOTrO
YUPEXKIEHUS ONUCAM JEII.

IIpu nepBoil mepenaye NOKYMEHTOB B T'OCYAAPCTBEHHBIM ApXUB IMEPEAACTCS UCTOPUYECKAs
CIpaBKa Ha apXUBHbIM (oHI opranuzauuu. [Ipu nocnenyromux nepenadyax JOKyYMEHTOB JAaeTCs
JIOTIOJTHEHHE K MCTOPHYECKOW CIIPaBKE O MPOMCIISANINX M3MEHEHHSIX B Ha3BaHUH, (QYHKIUX,
CTPYKTYyp€, HOJYHMHEHHOCTH OpPraHU3alii, COCTABE U COCTOSIHUU JOKYMEHTOB.

Ilepenava nen npoBoAUTCS MOeAMHUYHO. Ha Bcex 3K3eMIUISIpax ONMUCH JIENAI0TCSI OTMETKH O
IIpreMe JOKYMEHTOB B I'OCYZapCTBEHHBIN apXHUB.

[Tprem 1OKyMEHTOB Ha MOCTOSTHHOE XpaHeHHe 0OpPMIISETCS aKTOM IIpUeMa-Tepeiaun Jedl.

Ecnn npu nepenade OOHApYXKEHO DPACXOXKAECHUE MEXIY HMTOTOBOM 3alMChIO B OMNHUCU U
(baKkTHUECKUM HaJIM4YHEeM IepeaBaeMbIX [Ie]l, B OMMCH JIEIAaeTCsl HOBas WTOrOBas 3alKCh, B
KOTOPOH yKa3bIBalOTCs (haKTUUECKOEe HaJIMyue M HoMmepa OTCyTCTByrommx nein. Howmepa
OTCYTCTBYIOIIMX JI€Jl  OrOBapuBalOTCI B  akTe IpUeMa-liepeadyd  JIOKYMEHTOB  Ha
rOCyIapCTBEHHOE XPaHEHWE; NPUYUHBI UX OTCYTCTBUS - B IIPUJIAraeMoil K akTy CIIpaBKe
OpraHH3aIiHu.

ApXHMB OpraHM3allid NPUHUMAET MEpPHI IO PO3BICKY AOKyMeHTOB. Ha orcyrcrByromue
JIOKYMEHTBI, MEPbl 10 PO3BICKY KOTOPBIX HE JaJId PE3yJbTaTOB, COCTABISAETCS aKT 00 yTpare
JIOKYMEHTOB. Y TpaueHHbIE IOJUIMHHUKHU JOKYMEHTOB MOT'YT OBbITh 3aMEHEHbI UX KOTIHUSAMHU.

9.10. Ilepen nepenaueid TOKYMEHTOB Ha MTOCTOSTHHOE XpaHEHUE COBMECTHO C MPE/ICTABUTEIIEM
TrOCyIapCTBEHHOIO apXuBa IPOBOJUTCS IPOBEPKAa IPABUIBHOCTU HAyYHO-TEXHUYECKOU
00paboTku jaed, (U3NYECKOTO W CAaHUTAPHO-THTHEHWYECKOTO COCTOSHHS JOKyMEHTOB. [lpu
oOHapyKeHHH 1e(EKTOB COCTABIISIETCS aKT; YCTPAaHEHHE OOHAPYKEHHBIX NE(PEKTOB MPOBOAUTCS
CUJIaMU OpraHU3aliy.

9.11. BmecTe ¢ JOKyMEHTaMH IEPENAIOTCA TPU 3K3EMIUISIPA ONMCH M OJUH 3K3EMIUIAP aKTa
npueMa-nepesadu Jell.

10. OPTAHU3AIIUA PABOTBI APXUBA
10.1. Co3nanue apxuBa OpraHu3aluu

10.1.1. PaGota apxuBa opraHu3yercsi B COOTBETCTBHH C TIOJI0KEHUEM 00 apXuBe.

B nonoxenne 06 apxuBe BKIIIOUAIOTCA CIIEIYIOIINE Pa3/elibl:

OCHOBHBIE ITOJIOKEHU,

COCTaB JJOKYMEHTOB ApXUBA;

3a1a4d ¥ QYHKIIUHN apXUBa;

IIpaBa apXHBa;

oprasu3zaius paboTsl apXHBa.

[Tpu HEOOXOIMMOCTH IOJIOKEHNE 00 aApXUBE MOKET TONOJHATHCS APYTUMU pa3/ieIaMH.

10.1.2. Tlonoxxenue 00 apxuBe, SBIAOLIEMCS IOPUIUYECKUM JIUIOM, CTPYKTYPHBIM
nojpasielieHneM Wi 4Yacteio ciyxObl JIOY, cornmacoBbiBaeTCsi € COOTBETCTBYIOLIUM
yupexaenuem ®PenepanbHol apXMBHOM ciyx0bl Poccuiickoit denepanun U yTBepxkKIaeTcs
PYKOBOAMTEINIEM OPraHU3alUu.

[TonoxeHune o LEHTpalIbHOM apxuBe (apxuBe) (eaepanbHOr0 OpraHa BIACTH HJIM OpraHa
BlacTu cyobekTa Poccuiickoit deneparuu, MEHTPAILHOM OTPACI€BOM apXHWBE, OTPACIECBOM
apxuBe opraHa ympaBieHus cyOobekra Poccuiickoit denepanuu JIOMKHO COIJIACOBBIBATHCS
COOTBETCTBEHHO ¢ PocapxuBoM, apXuBHBIMH OopraHamu cyobektoB Poccuiickoii denepanuu.

10.1.3. PykoBoauTens apxuBa Ha3HA4aeTCs HAa JOJDKHOCTb U OCBOOOXKIAETCS OT JOKHOCTH
MIPUKA30M PYKOBOJUTENS] OPraHU3ALMM MO IMPEJICTABICHUIO COOTBETCTBYIOIIMX JIOJKHOCTHBIX
M.

PykoBoauTenb apxuBa opraHusyeT paboTy apXuBa U HECET MEPCOHAIbHYI0 OTBETCTBEHHOCTh
3a BBIIIOJIHEHUE BO3JIOXKEHHBIX HA apXUB 3a/]ad.

10.1.4. JIu1o, OTBETCTBEHHOE 33 apXWB, HaA3HAYACTCS Ha ATy JOHKHOCTh M OCBOOOXK/TAE€TCS OT
JOJDKHOCTH TIPUKAa30M pPYKOBOAMTENS opraHu3anuu. OTBETCTBEHHBIM 3a apXWB IPOXOAUT



MHCTPYKTaX, @ B HEOOXOAUMBIX CIIydasiX CTaKUPOBKY B TOCYIapCTBEHHOM apXHBE, B KOTOPBIH
MEePENAOTCS JOKYMEHThI OPraHU3alMy Ha TOCYIAPCTBEHHOE XPAHEHHE.

10.1.5. Ha wumeromuecs B apxuBe JOJDKHOCTH COIVIACHO INTATHOMY pacHUCaHUIO
COCTaBJISIFOTCS JIOJKHOCTHBIE HHCTPYKIUU, B KOTOPBIX YKa3bIBAIOTCS BUBI pabOT, BO3JIaraeMble
Ha pa0OTHHKA apXUBa, €ro 00S3aHHOCTH U TIPaBa.

JIOKHOCTHBIE MHCTPYKILMU COTJIACOBBIBAIOTCS C IOPUIMYECKON CIIy:KO00# OpraHuzanuud u
YTBEPKAAIOTCSI COOTBETCTBEHHO PYKOBOJIWTEIEM OpraHu3aluu (€ciau apxuB  sBISETCA
CTPYKTYpPHBIM MOJpa3JelieHueM), pykoBoaurenem ciayxkosl JJOY, yacTeio KOTOpOH sBIsETCS
apXuB, PYKOBOJUTEJIEM apXHBa (€CIIN apXUB SBISAETCS YUPEKICHUEM).

10.1.6. OcHOBHBIMU (hOpMaMHU TOBBINICHHUS KBAUTM(PUKAIMK PAaOOTHUKOB apXHBOB U CITYKO
JIOY B COOTBETCTBHM CO CIIOKUBILEHCS NPAKTUKON SBIISAIOTCS: OTPACIEBOM LIEHTP MOBBIILICHUS
kBanpukanuu PocapxuBa, WHCTUTYTHl TOBBIIICHHUS KBaIW(UKAIMKU, KYpPChl, COBELIAHUS,
CEMHUHAapBbI.

[ToBpimenue kBanupukanuu pabOTHUKOB apxuBa U ciyx0bl JJOY opranuzanuu npoBOIUTCS
II0 COIVIACOBAHMIO C €€ aJIMHUHMCTpanuen. [IoAroToBKka U IpoBEeICHNUE 3aHATUM 110 MOBBILICHUIO
KBaJTM(DUKAIIMK OCYIIECTBIISIETCS ApXUBOM COBMECTHO co ciyx0oi JIOY u oTnenom kaapos.

10.1.7. LentpanpHblii apxuB (eaepaibHOTO OpraHa BJIACTH WJIM OpraHa BJIACTH CyOBEKTa
Poccuiickoit ®enepaunu, I[EHTpaJIbHBIA OTpPACICBOM apxuB, OTPACICBOM apXWB OpraHa
ynpasieHusi cyobekra Poccuiickoit @enepanii MOKET OpPraHU30BbIBaTh, pa3palarbhiBaTh U
INPUHUMATh YYacTHE€ B MOATOTOBKE HOPMATUBHO-METOJIMYECKHX JIOKYMEHTOB OTPaciI€BOIO
Ha3HayeHUs (pa3IMYHbIX IEpEeYHE KaTeropuil JOKYMEHTOB CO CPOKaMH UX XpPaHEHMsI, TUIIOBBIX
(mpumepnbix) uHCTpyKuMi mo JOY u HOMeHKIaTyp Jen W T.J1.) Kak Ui BHYTPEHHETO
[I0JIb30BAHNUS B JACSITEIbHOCTU apXUBa, TaK U JJI UX UCIOJIb30BaHUS B paboTe ¢ TOKYMEHTaMU B
CTPYKTYPHBIX MOAPA3ACIICHUSIX U MOJABEAOMCTBEHHBIX OpraHU3alUsX.

Ha ocHoBe oTpaciieBbIX HOPMaTHMBHO-METOJIMYECKUX JIOKYMEHTOB AapXHMBBl OpraHU3aluil
oTpaciu pa3padbaThIBalOT KOHKPETHbIE HOPMAaTUBHO-METOAMUECKHUE TOKYMEHTHI IO OpraHu3aluu
paboThl ¢ JOKYMEHTaMH U UX XPaHEHHUIO.

[ToaroToBieHHble apXMBaMU MPOEKThl HOPMATHBHO-METOJMUYECKUX JOKYMEHTOB (TI€peyHH,
HOMEHKJIATYphI U JIp.) 0 UX YTBEP:KIEHUS WM MOJNUCAHUS PYKOBOJCTBOM OPraHU3ALUU WU
CTPYKTYPHOT'O MOJIPa3/ie]eHusl, B COCTaBE KOTOPOro (yHKIHOHHUPYET apXUB, MPEJCTABISAIOTCS
Ha COIJIaCcOBaHME B COOTBETCTBYIONINE yupexaeHus PenepaibHON apXUBHOU city»0bl Poccuu.

10.2. Il.iannpoBanue padoThl M OTYETHOCTH APXHBA

10.2.1. B apxuBe COCTaBIISIIOTCS: TOJOBOM TUIaH paboThl (mpuioxkeHue 46), mmaH-rpaduk
npuema Jiell B apXMB.

10.2.2. 'ogoBo¥i m1aH coCcTaBseTCs C YKa3aHUEM KOHKPETHBIX BHI0B PaloT.

10.2.3. TIlnan-rpa¢puk mnpuema Jel B apXUB COIJIACOBBIBAETCS CO CTPYKTYpHBIMHU
MOJIPA3JICIICHUSIMH U YTBEPIKAACTCSI PyKOBOJUTEIIEM OpraHU3aIlHH.

10.2.4. Tlo uToram paboOThl apXMBOM COCTaBISETCS OTYET O BBITOJHEHMM T'OJIOBOTO IJIaHA,
TUTAaHOB-TPA(UKOB, a TAKXKE CBEJICHHUS O BBHITTOJHEHUH MEPOTIPUSATHIA, HE BKIIFOUEHHBIX B T'OJIOBOM
wiad. Ilocnennue oTpaxaroTcs B KOHILIE OTYeTa, MPH HEOOXOTUMOCTH CaMOCTOSITEIbHBIM
pa3zesoM.

10.2.5. Yyer Tpyna B apxuBe BeieTcs B Tabene ydera pabodero BpeMEHU U B JIHEBHHUKAX
ydaeta Tpyna. [Ipu pacdere HOpM BpeMEHH Ha OCHOBHBIC BHJIBI apXHBHBIX pa0OT apXUBBI MOTYT
PYKOBOJICTBOBAThCSI MeKOTpacaeBbIMU YKPYITHEHHBIMH HOPMAaTHBaMHU BPEMEHH Ha paboThI MO
JOKYMEHTAIMOHHOMY 00€CII€YeHUIO YIIPaBICHHS.

10.3. KonTposib 3a cocTosiHMeM XpaHeHUs] JOKYMEHTOB H HUX OpraHusanueii B
J1eJIONPOU3BOICTBE CTPYKTYPHBIX NMOApa3iesieHn i

10.3.1. ApxuB IpOBOANUT NMPOBEPKHU COCTOSHUS XPAHEHHUS TOKYMEHTOB M UX OPraHU3ALUU B
JIEJIONIPOU3BOJICTBE CTPYKTYPHBIX MOJApa3AeIeHUN HE POXKe OJHOrO pasza B rojl, Kak MpaBHIIO,
nepen nepegadel aen B apxuB. OpraHusanys NpOBEPOK AO0HKHA BXOJIUTh COCTABHOM 4acThbiO B
roJI0BOM I1aH paboThl apxuBa. B memnsix ocymiecTBieHus Ka4eCTBEHHOIO aHaJIN3a COCTOSHUS U
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KOHTpOJsl 3a paboToOil C [OKyMEHTaMM apXUBOM BEJETCS KapTouyka ydera paboThl C
opranu3zaiueit (npunoxenue 47).

PykoBoauTenu opraHu3alMu WIM CTPYKTYPHOTO IOJpAa3/eiCHUs JIOJDKHBI OBITh 3apaHee
MIOCTaBJIEHBI B U3BECTHOCTH O MPOBEICHUHN ITPOBEPKHU.

[To mrToram KakxJol NPOBEPKU COCTABJISIETCS CIpaBKa WM JIOKJIaJHAas 3alMCKa HAa UMS
PYKOBOJMTEISI OPraHU3alMH, B KOTOPOM OTPaKaeTcs CYIIECTBYIOIIEE MOJ0KEHUE U HAMEYAOTCS
MEpBI 0 JTUKBUAALUN HEAOCTATKOB U YIIYUIICHUIO PAOOTHI.

C BBIBOJAMH TMPOBEPKU JOJDKHBI OBITH O3HAKOMJIEHBI HEMOCPEACTBEHHBIC HCIIOIHHUTENU U
PYKOBOJMTENIN COOTBETCTBYIOIIETO CTPYKTYPHOT'O MOAPA3AEICHUS.

10.3.2. IlenTpanbHbplii apxuB (enepanbHOr0O OpraHa BIACTH M OpraHa BIIACTH CyOBEKTa
Poccniickoit ®enepauuu, LEHTPAJIbHBIA OTPACICBOM apXuB, OTPAcICBOM apXWB OpraHa
ynpasieHus: cyobekra Poccuiickoit ®denepannd B COOTBETCTBUM C TMOJIOKEHUAMHU O HHX
OCYIIECTBJISIIOT KOHTPOJb 3a COCTOSSHUEM apXMBOB M OpraHu3aluedl JOKYMEHTOB B
JIEIONPOU3BOJICTBE MOJABEJOMCTBEHHBIX OpPraHU3alUi.

10.4. Boino/iHeHHe MJIATHBIX PadOT U yCJIyr

ApXHUB ISl IPUBJICUEHUSI BHEOIOIKETHBIX CPEJCTB UMEET MPaBO B YCTAHOBICHHOM IOPSJIKE
BBITIOJIHATH TUIATHBIE pabOTHI M YCIIYTH, KOTOPBIE OCYIIECTBIISIIOTCS O€3 yiiepOa aiisi peann3anun
€ro OCHOBHBIX ()YHKITUH.

Homenkmarypa mmaTHeIX paOOT U yCAYr, BBINOJHAEMBIX apXHBaMHU, YTBEPKIACTCS
PYKOBOJMTENIEM OpraHu3aluuu. ApXHB Ha OCHOBE HOMEHKJIATYpbhl C YyYE€TOM YCIOBUW CBOEU
JEATETLHOCTH (COCTaBa W COJCPX AHUS XPAHSIIUXCA JTOKYMEHTOB) MOXET pa3paldaThIiBaTh
nepeyeHb IJIaTHBIX pPaboT W ycluyr, Oojiee [eTalbHO ONpPENeNSIIoIMi  BUABL pador,
MPOM3BOACTBEHHBIX ONEpauuMid M  HUCHOJHHUTENECH. JaHHBI MEepedYeHb  yTBEPKIAACTCA
PYKOBOAMTENEM OpraHU3alMi IO TMPEACTABICHUIO PYKOBOAMTENS apxuBa. Buibl u 00BEMbI
TUTATHBIX PabOT M yCIyT BKIIFOYAIOTCS B TUTAH PabOTHI apXUBa Ha TOI.

[Tpu BBIMONHEHUM TUIATHBIX PabOT M YCIYr WM COBMECTHBIX PabOT OTHOIICHHUS apXHuBa CO
CTOPOHHHMHU OpTaHU3AIUSIMUA W TOTPEOUTENSIMH, B TOM YHCIE 3apyOCKHBIMHU, JOJKHBI
3aKPEIUITHCS TOTOBOPOM.

[lenbr Ha TUIaTHBIE PAOOTHI U YCIYTH YTBEPKIAIOTCS PYKOBOJMUTEIEM OpTraHHU3aIluu TI0
IIPEJCTABICHUIO PYKOBOJIMUTEINS apXUBa.

10.5. Ilpuem-nepeaaya JOKyMEHTOB IIPH CMeHe PYKOBOJAUTE/ISI apXUBa

10.5.1. Ilpu cmeHe PYKOBOIUTENS apxuBa IMpHEM-Tieperada JTOKYMEHTOB U CIPaBOYHOIO
amrmapara K HAM, a TakKe TIOMEIIEeHUI apXHuBa, MHBEHTaps U 000pYIOBaHUS MPOU3BOAUTCS TI0
akty (npuioxenue 48).

Jns mpueMa-tiepenayd €71 pyKOBOIMTENSI apXHWBa TPUKA30M PYKOBOIHUTENSI OpPTaHU3AINH
Ha3HayaeTcs KOMHCCHS B COCTaBe HE MEHee TpeX 4YeloBeK. B cocTaB KOMHCCHM BKIIIOYAETCS
npencraButensb cayxosl JJOY.

10.5.2. Ilpu npueme-niepeaaye Jejl HEOOXOIMMO IPOBEPUTH HATMYUE U COCTOSHUE:

JOKYMEHTOB apXHBa, B TOM YHCJIE 0CO0O0 IEHHBIX JIeNl U CTPAXOBBIX KOIMUH 0CO00 IMEHHBIX
JIOKYMEHTOB;

YUYETHBIX JIOKYMEHTOB M CIPAaBOYHOTO armapara K JOKyMEHTaMm (TacropTa apXwBa, OMUCEH
Jel U 3aMEHSIOIUX HMX HOMEHKJIATyp JeJ, JUCTOB (OHIOB M KapTO4eK (HOHIOB, KHUT
MOCTYTUICHUH ¥ BBIOBITHS JOKYMEHTOB, CIIPAaBOYHBIX KapTOUEK);

nevaTei U ITaMIIoB apXuBa (MPU UX HATMYUH);

MPOTHBOIIOKAPHOTO U OXPAHHOTO 000PYIOBAHHMS.

Heo6xoanMo npoBepHTh TaKkKe YCIOBUS XPaHEHUS TOKYMEHTOB.

10.6. Ilopsiiok npueMa-nepeaavyu JOKYMEHTOB IPH PeOPraHu3alui OPraHu3anuu

10.6.1. Tlopsamox mnpuema-mepenadynd JOKYMEHTOB OpraHU3aluy [pU peopraHU3alUuu
MOCIIeAHEN ONpeeNIeTCs PACIOPSINTENbHBIM JOKYMEHTOM O PEOPTaHU3alKi OpraHUu3aluy.
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B coctaB nuKBUAAIIMOHHOM KOMHCCHU MO PEOPTaHMU3ALMU OPraHU3aLUU JOHKEH BXOJUTH
MPEJICTAaBUTENb COOTBETCTBYIOIIETO apXUBHOI'O OpraHa.

10.6.2. Ilpu peopranuzaiuy OpraHu3aluu c nepegadeii ee GyHKIHA JPyroi Wik HECKOIbKUM
OpraHu3ainysM, B TOM 4HClIe ¢ U3MEHEHUEM (OopM COOCTBEHHOCTH, JOKYMEHTHI MepeiaroTcs
OpraHM3aly UM OPTaHU3aLUIM - IIPABOIPEEMHUKAM.

10.6.3. Ilpu peopranuzauui OpraHu3allM, KOTJa M3 €€ COCTaBa BBIJACISAETCS CTPYKTYpPHOE
NOJpa3JelIcHe CO CTAaTycOM OpraHu3alllM, T[OCJHEIHEH MEepeAaroTCcsl HEe3aBEpPLICHHbIE
JIEJIONPOU3BOJCTBOM JIeja, OTHOCAIIUECS K MPOPIIIIO ee 1eATeIbHOCTH, a TaKXKe JINYHbIE Jella U
JMILEBBIE CUETA COTPYIHUKOB, IEPEUIEAIINX HAa pPa0OTy B 3Ty OPraHU3ALHUIO.

10.6.4. Ilepen mnepenaueld JOKYMEHTOB pEOPraHM30BAaHHOM OpraHU3allMd IMPOBOJIUTCS
IIPOBEPKA HAIWYUSA U COCTOSHUSA JEJI, XPAHSAIIMUXCS B JI€JIONPOU3BOJICTBE U apXMBE, a TAKKE UX
Hay4HO-TEXHHYECKass 00paboTKa.

IMPUJIOKEHUSA
(®OPMBbI)
Mpuaoxenne 1 k m. 2.4.1
HaunmenoBanue opranuzanuu YTBEPXIAIO
Douz Ne HaumenoBanue JOJDKHOCTH
OIIMCDH Ne
_— PYKOBOJAMTEIISA OpraHu3aluu
JIeJ TIOCTOSTHHOTO XPaHECHUSI 3
OJIIIUCH Pacmmgposka
3a ToJI
MO AITHCH
Jara
Hasanue paznena (CTpyKTYpHOTO MOApa3AesICHUs] OpPraHU3alliun )
Nunexc Kpaiinne
Ne i/ A 3aroioBoOK aena P Kon-Bo nucroB [Ipumeuanue
zena JTaThl
1 2 3 4 5 6
B nanHbIl pa3nen onvucu BHECEHO eln. Xp.,
(undpamu U MPOMKCHIO)
¢ Ne o Ne B TOM YHCIIE:
JUTEPHBIE HOMEPA:
MPOITYIIIEHHBIE HOMEpA:
HanmeHoBaHue JOIKHOCTH
COCTaBUTENS OIUCH [Tognuce Pacmmdposka noanucu

HauMeHnoBanwme 10omKHOCTH
PYKOBOJIUTEINS apXrBa [Toanuce Pacmmdposka moanucu
(JTM1a, OTBETCTBEHHOTO 33 APXUB)

Jara

YTBEPXIEHO COI''TACOBAHO
[TpoTokon DIIK apXuBHOTO yupexaeHUS [Tpotoxkon [IOK (OK) opranuzaruu
oT Ne oT Ne

®opmar A4 (210297 mm)
®opma roaoBoro pasjesa CBOJIHOH ONMMCH J1eJI IOCTOSIHHOTO XpaHeHUs!

IIpuiaoxenne 2 k n. 2.4.1
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HaumeHnoBanue opranuzanuu
donng Ne
OIIMNCB Ne

nen BpeMeHHoro (cBsiie 10 5ieT) XxpaHeHus

3a roa

YTBEPXJIAIO

HaumenoBanue
PYKOBOIUTEIS OpraHU3aluu

IMoamnuce
MOIINCH
Jara

HazBanue paznena (CTpyKTYpHOTO MOApa3IeICHHs] OpraHU3alliN )

IOJDKHOCTH

Pacmmdposka

. Kozn-
Ne | Unpeke Kpaitnue| Cpoxk
3aroyIoBOK ziena Bo | [Ipumeuanue
n/n| gena JaThl  |XpaHEHMs
JIMCTOB
1 2 3 4 5 6 7
B nanHBI pa3nen onucH BHECEHO en. Xp.,

c Ne

o Ne

(um¢pamMu ¥ IPOMUCHIO)

, B TOM YHCJE:

JIUTCPHBIC HOMECPA:

IIPOITYLICHHBIE HOMEpA!

HamMeHoBaHuEe JOTKHOCTU
COCTaBHUTCIIA OIMMCH

JlaTa

HaunmenoBaHue 10OIKHOCTH
PYKOBOJUTEIISA apXUBa
(Jiu11a, OTBETCTBEHHOTO 32 ApPXHUB)

JlaTa
COI'JTACOBAHO
[Tporoxon L[9K (9K) opranuzanuu

Ilonnuce

IHonnuce

PacimdpoBka noanucu

Pacmm¢poBka noanucu

OoT

Ne

®opmar A4 (210297 mm)
dopmMa rooBoro pasjesia CBOJAHOM onucH e BpeMeHHOro (cBbiie 10 jieT) XxpaHeHus

IIpnaoxenne 3 k m. 2.4.1

HanmenoBanue opranuzanuu

YTBEPXAIO

®onpg Ne H
aUMEHOBAaHUE JOJDKHOCTH
OIINCDH Ne PYKOBOJHUTEIISI OpraHU3aLuU
JIeJ1 110 TMYHOMY COCTaBy IToamuce PacmmgpoBka
3a roj MTOATTMCH
JlaTa
Hassanue paznena
Kpaiinue Kon-Bo
Ne n/m | Unpexc nena 3aroyIoBOK ziena IIpumeyanue
JIaThl JIMCTOB
1 2 3 4 5) 6
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B nanHbli pa3nen onucyu BHECEHO eld. Xp.,
(uudpamu 1 MPOIHCHIO)

¢ Neo o Ne , B TOM YHCJIC:

JUTEPHBIE HOMEPA:
IIPOIIYLIICHHBIE HOMEpA!

HaumeHnoBanue nomKHOCTH [Toamnuce PacmmmdpoBka noanucu
COCTaBUTEJIS ONUCH
Jara
Hauvanpauk ciayx0bl KagpoB [Toamnuce Pacmm¢poBka noanucu
(MHCTIEKTOP IO KaJIpam)
[ara
COI''TACOBAHO COTI'JTIACOBAHO
[Iporokon LIDK (3K) opranuzamuu [Tpotokon DIIK
oT Ne ApPXUBHOTO YUPEKICHUS
oT Ne
®dopmar A4 (210297 mm)
dopma ro10BOro pasjiesia CBOAHOM OMUCH J1eJ1 10 TUYHOMY COCTABY
Mpuaoxenue 4 k m. 2.4.1
HaumenoBanue opranuzanuu VTBEPXJIALIO
AKT HaumeHnoBanue n0KHOCTH
No PYKOBOAMTENS OPraHU3aINH
[Moanuce Pacummdposka
(MeCTO COCTaBJICHHSA) OMUCH
0 BBIJICTICHUH K YHHUYTOKEHUIO Hata

JAOKYMCHTOB, HC ITOJJICKAIUX XPaHCHUIO

Ha ocHoBanuun

(Ha3BaHME U BBIXOJHBIC JaHHBIC IIEPEUHs JOKYMEHTOB C YKa3aHUEM CPOKOB MX XPaHEHUs)

0T06paHBI K YHUYTOXCHHUIO KaK HC HMCIONIHC Hﬂy‘IHO-HCTOpI/I‘ICCKOﬁ OCHHOCTU H
YTPATUBIIUC NMTPAKTUUCCKOC 3HAYCHUC TOKYMCHTLI (bOHI[a Ne

(na3Banue oHIA)

Hnnekc nena Cpoxu
3aroJIoBOK jaejia JIKC Koi- p
N o 11 (0) XpaHEeHUs U
Ne | wmm rpynmoBont  |Kpaitnue| Homepa BO
.. | HOMEHKJIaType HoMepa  |[Ipumeuanue
I/TI| 3aroJIOBOK IS JaTel | omucei ell. o
niu Ne nena cratei mo
JIOKYMEHTOB Xp.
110 OIMHCH MIEPEYHIO
1 2 3 4 5 6 7 8
Uroro el. Xp. 3a OBl
(umpamu ¥ IPOMKCHIO)
Onucu f1e71 MOCTOSTHHOTO XPaHEHUs 3a ro/ibl YTBEPKIEHBI MO JTUYHOMY COCTaBY

coriacoBansl ¢ DIIK

(HaI/IMeHOBaHI/Ie APXUBHOT'O yqpe)l(z[el—m;{)
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(TpoTOKOJ OT Ne )

HanmenoBanne JOJDKHOCTH JIMIa,
IMPOBOAMBILICTO SKCIICPTU3Y

LIEHHOCTH JOKYMEHTOB [Tognuce Pacmmmdposka noanvcu
[ara
COI'JTACOBAHO
[Iporokon LIDK (OK)
oT Ne
JIOKYMEHTBI B KOJIMYECTBE en. xXp.,
(upamu 1 IPOIHCHIO)
BECOM KI' C/IaHbI B
(HauMEHOBaHUE OpPraHU3aLUK)
Ha TIepepabOoTKy MO MPUEMO-CAATOYHON HAKIIAJHON OT Ne
HaumeHoBaHue JOHKHOCTH paOOTHUKA,
CIABILETO JOKYMEHTBI [Toanuce Pacmm¢poBka noanucu
JlaTa

W3MeHeHus B yueTHbIE JOKYMEHThI BHECEHBI.

HaumeHoBaHue 10JKHOCTH paOOTHUKA

apXuBa, BHECILIETO

U3MEHEHUS B YUETHbIE JOKYMEHTBI [onmuce PacmugpoBka noanvcu

ara
®dopmar A4 (210297 mm)
dopMa aKTa 0 BblIJIeJIEHUH K YHUUTOKEHUI0 TOKYMEHTOB, He MOIJIEKAIMX XPAHEHHIO

IIpnnoxenne 5 k m. 2.4.2

(HazBaHue rocynapCcTBEHHOTO apXUBa)

(HazBaHue opraHusarun)

®dong Ne
Omnmuce Ne

(HazBanue onmcu)

(Kpaiinue nator)

®opmar A4 (210°297 mm)
®opMa TUTYJIBHOIO JIUCTA ONMCH YIEKTPOHHBIX IOKYMEHTOB MOCTOSIHHOTO XpaHEeHUs

YTBEPXIAIO
[Tporokon DITK

(Ha3BaHME apXMBa)

Ne

Donpg Ne
Ormmce Ne
3a rona
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Kom-Bo .
No | Ne " CocraB TEKCTOBOM
3aronoBok en.| Jlara | OObem |3amuceii |[@opmar .
el |em. 9 conpoBoauTenbHoM ([ [pumedanue
ydera co3nanus|(MoOaiiT)| (s 6a3|1aHHBIX
yuera|(xp. JIOKyMEHTAIUU
JTAHHBIX )
1 (2 3 4 5 6 7 8 9
B nanHbIl pa3zen OnucH BKIOYEHO en. yuera ¢ Ne no Ne
i)
(uudpamu 1 MPOIHCHIO)
em. xp. ¢ Ne mo Ne o0BeEMOM
Moaiir.
(uudpamMu U IPOIHCHIO)
Bcero B ommchk BKIIFOYEHO en. yuera ¢ Ne mo Ne
i)
(uudpamu 1 IPOIMHCHIO)
em. xp. ¢ Ne mo Ne 00BeMOM
Moaiirt.
(uudpamMu 1 IPOIHCHIO)
HaumMenoBanue TOIKHOCTH COCTABUTEIS OIKMCHU Iloamnuce Pacmudposka moanucu
ara
COI''TACOBAHO

[Iporokon DK (LIDK) opranuzarmum Ne
[Tpencenarens OK (LIDK) opranuzanumn

(IOIDKHOCTB, TTOINCH, paciIH(POBKa MOAIIHCH)

dopmar A4 (210297 mm)

(I)opMa OIMUCH IJTCKTPOHHBLIX JOKYMEHTOB MMOCTOAHHOI'O XPAaHCHUS

IIpnaoxenue 6 k m. 6.3.6

JIUCT GOHJIA Ne
(MecTonaxosxenue GpoHaa (HaUMEHOBaHIE OpTaHU3AIHH, TAe XpaHHUTCs (GOHT)) ([lata mepBOTO MOCTYIUICHUS TOKyMEHTOB (OHA)
Kpaiinue natel
Ka)XJIOTO Ha3BaHUs Ha3Banue donna
¢doHga
1 2
1. Yuer HeonMCaHHBIX JOKYMEHTOB
Hazsanme, Ne u mara Hannune
ITocTymienne Bri6biTHE
I[aTa JOKYMEHTa, I10 KOTOPOMY (OCTaTOK)
3aIHCH MOCTYIUINA WIX BBIOBLIH Kon-Bo |Kpaiinue | Kon-so |Kpaitnue Beero e x
JOKYMEHTBI ell. XP. JaThl €. Xp. | J1aThl - Xp-
1 2 3 4 5 6 7

2. Y4er onucaHHbIX JOKYMEHTOB



Bri6biTHE Hannuue (octaTox)
B Tom B Tom uncne
YUCIIE 10 MIOCTOSIHHOTO
OcHoB 1o Ji/c
Ha3ssa OIUCSAM, XpaHEHHUsI
. aHus
Kpaii| nue BEPKI W3 HUX
P BBIOBIT yIBep e Muxkpoduiib
Har|HomMme| Hue | onucu €HHBIM o
ITocty us I MUPOBAHO
a p |marel| WiIH OIIK OITUCSM, |€
nwio | J[|(na3Ba . . N AT
3arl | ONUC | JIe7T |aHHOTa Kpaii| yrBepxn | 1 |kpaii
Jien |en| Hue, X MTOCTOSIHHOTO
WCH | UJEIN |OIUC| LU JI| HUe | €eHHBIM | . | HUE
JiaTa, ) XpaHeHus
U | IOKYyM Ne len kpaii | |en|marei| OIIK |x| mar
€HTOB HUE zen |en . |p| B
JTIOKYM |XP. Kpai
JIaThI .
€HTa) HUE
Xp
JIaThI
11 1
1 2 3 4 5 |6 7 8| 9 ol1 12 (13| 14 5 16 17

®opma ucra poHaa

dopmar A4 (210297 mm)



@®opMa HOMEHKJIATYPbI el OPraHu3auuu

HaumeHnoBanue opranuzanuu YTBEPKIAIO
HOMEHKIJIATYPA JEJ HaumenoBanue JIOJDKHOCTHU
PYKOBOAMTEIIS OPTaHU3ALUN
Ha ron Tloamuce Pacmmdposka
MOAHUCH
[ara
HNunexc Koin-Bo Cpoxk XpaHgHHH "
3aroJIoBOK Jielia No crareit mo  |[Ipumeuanue
Jena el. Xp.
MIEPEUHIO
1 2 3 4 5
Haspanue paznena
HaumenoBanue 10KHOCTH PYKOBOIUTES
ciyx0b1 JIOY opranuzanuu IToanucs Pacmmdposka noanucu
ara
Bu3a pykoBoauTens apxuBa
(Jiu11a, OTBETCTBEHHOIO 32 APXUB)
COI'JTACOBAHO COI'JTACOBAHO
[Tporoxon LK (OK) [Iporokon DIIK apxuBHOro y4upexaeHus
oT No oT Ne

®opmar A4 (210297 mm)

®opma UTOroBO¥ 3aNMCH K HOMEHKJIAType /ieJl OpraHu3aluuu

Wrorosast 3amuchk 0 KaTeropusx U KOJI-BE JIeJl, 3aBE/ICHHBIX B rojly B OpraHu3aIiuu
B Tom uncne:
ITo cpoxam xpaHeHus Bcero >
MEePEXOAAIIUX ¢ otMmeTkon «OIIK»
1 2 3 4

ITocTostHHOTO

Bpemennoro (cBoiie 10 ser)

Bpemennoro (mo 10 JeT

BKJIFOUUTEITHHO)

HUTOTO:

HaumenoBanue 101KHOCTH PYKOBOJAUTENS

ciyx0b1 JJOY [Tognuce Pacumdposka noanucu

JlaTa

HToroBsle cBeIeHUS NTEpEAAHBI B APXUB.
HanmenoBanue 10mKHOCTH, TEPEAABIIETO
CBEJICHUSA [Toanuce Pacimmmdposka noanucu

JlaTa



®opMa HOMEHKJIATYPBI 1eJ1 CTPYKTYPHOTI'0 NOApa3ie/IeHUsl OpraHu3anuu

HaunmenoBanue opranusanuu

HaumeHnoBanue CTpyKTypHOTO

MOJIpa3AeiIeHUs
HOMEHKJIATYPA JAEJI
Ne
(MecTO COCTaBIICHHS)
Ha roma*
WHnekc Kon-Bo Cpoxk XpaHgHI/IH u
3aroJioBOK zena Ne crareiimo  (IIpumeuanue
aena en. Xp.
TIEPEYHIO
1 2 3 4 5)
Haszpanue paznena

HanmeHnoBanue qOKHOCTH pyKOBOIMUTEINS
CTPYKTYPHOTO MOJpa3ICIICHUS [Moanuce Pacimdposka moamucu

JlaTa

COT'JIACOBAHO?
[Iporokon DK cTpykTypHOro noapasaeneHus
oT Ne

HaumeHnoBanue qOmKHOCTH
PYKOBOJUTENS apX1Ba
(JTM1a, OTBETCTBEHHOTO 33 APXUB) [Toanuce PacimmdpoBka noanucu

Jara
®opmar A4 (210297 mm)



dDopMa JTUCTA-3aBepUTEIS AeJ1a

JIMCT-3ABEPUTEJIb JIEJIA Ne

B nene noqmmTo ¥ NpoOHYMEPOBAHO JIUCTOB,
(zuudpamMu 1 IPOIHCHIO)
¢ Ne o Ne , B TOM 4HCJIC:
JUTEPHBIE HOMEpPA JINCTOB
IIPOITYLICHHBIE HOMEpPA JIUCTOB
+ JIMCTOB BHYTPEHHEHN OIUCH
OcobeHHOCTH (PU3NYECKOTO COCTOSIHMS U ()OPMHUPOBAHUS eTIa Howmepa nucros
1 2
HanmMeHnoBanue 10/KHOCTH
paboTHUKA IToanuce Pacmm¢poBka noanucu
JlaTa
®opmar A4 (2107297 mm)
Popma BHYTPEHHEil ONIMCH JOKYMEHTOB JeJia
BHYTPEHHSA OIINCH
JIOKYMEHTOB fena Ne
Ne | HMupekc Hara Howmepa nucros
3aroyIoBOK IOKyMEHTa IIpumeyanue
/11 | AOKYMEHTa | JOKYMEHTa el. Xp.
1 2 3 4 5 6
Hroro JTIOKYMEHTOB

KonnyecTBo IMCTOB BHYTPEHHEN OMMCH

(tpamu 1 IPOIMHCHIO)

(undpamu ¥ IPOIHCHIO)

HanmeHnoBanne JOIKHOCTH JIM1a,
COCTaBHUBUICTO BHYTPCHHIOKO OIMUCH

JIOKYMEHTOB JIeJia

JlaTa

[Toanuce Pacmmmdposka noanvcu

®opmar A4 (210297 mm)



Hpunaoxenne 11 k . 3.6.18

Kon roc. apxuBa
Kon opranusanun

@. Ne
Om. Ne
JI. Ne
(HanmeHoBaHHE apXUBHOTO YIPEXKICHUS)
(HanmeHnoBaHue opraHu3aluy U CTPYKTYPHOT'O MOJpa3/IeNICHuUs)
JIEJIO Ne TOM Ne
(3aroJ0BOK sierna)
(Kpaiinue nator)
Ha JIMCTaX
XpaHuTh
@. Ne
Om. Ne
JI. Ne

®opmar A4 (210297 mm)

®opma 00J105KKH /1eJ1a OCTOSTHHOT0 U BpeMeHHOro (cBbluie 10 jieT) Xxpanenust


http://www.infosait.ru/norma_doc/44/44229/index.htm#i135964

Hpuaoxenne 12 k m. 3.7.2

(HanmeHnoBaHMe OpraHU3amiN)

(HaumeHoBaHHE CTPYKTYPHOTO IOAPA3IEICHNU)

YTBEP/XKJAIO

HaumeHnoBanue JOMKHOCTH PYKOBOJUTEINS
CTPYKTYPHOTO TIO/Ipa3/ieNICHUs

[Tonnuch Pacmmdposka
MOAMKUCH
Jara
OITUCDH Ne
Ne | Hunexc 3aronoBok | Kpaiinue o
Kon-Bo nmucroB | Cpok xpanenuii [Ipumeyanue
n/m  jgena nerna JIATHI
1 2 3 4 5 6° 7

B nannyto onuchk BHECEHO en. Xp. ¢ Ne

(tpamMu 1 IPOTIHCHIO)

mo Ne , B TOM YHUCJIC:

JMTEPHBIC HOMEpA:

MMPOMYyHICHHBIC HOMCPA:

HaunmenoBaunue T0IKHOCTH

COCTABUTEIIS OIUCH [Tonnuce
Jara

COT'JTACOBAHO

HanmenoBanue 10MIKHOCTH pyKOBOIUTENS

ciyx6s1 JJOY

IToanuce PacimdpoBka noanucu

JlaTa

Pacmm¢poBka nognucu

COT'JIACOBAHO*
[Tporokon OK cTpykTypHOTO
noipa3ieNieHus

oT Ne

3 'pada 6 omyckaeTcs B OMUCSX e TIOCTOSHHOTO XPAHEHHS.

* Ipu manuuuu DK cTpyKTYpHOro MoApasaeaeHHus.

®opMa ONUCH JeJI MOCTOAHHOI0, BpeMeHHOro (cBbiie 10 j1eT) XpaHeHUus U M0 JUYHOMY
COCTAaBY CTPYKTYPHOI'O NOAPAa3/Ae/IeHUs1 OPraHu3alum


http://www.infosait.ru/norma_doc/44/44229/index.htm#i141765

Hpunaoxenne 13 k m. 3.7.17

Ilepenan
€a. Xp.
(undpamu 1 IPOMKUCHIO)
51 PErUCTPAIIMOHHO-KOHTPOIBHBIX KAPTOTEK K JOKYMEHTAM®
(uudpamu U MPONKCHIO)
HaumeHoBanue NOJKHOCTH COTPYAHUKA
CTPYKTYPHOI'O IIOApa3aCiICHUA Iloamuce PacmmprBKa IoAIInuCu
[ara
[Ipunsin el. Xp. 1
(uudpamu U IPOIHCHIO) (uudpamu 1 IPOMHCHIO)
PErUCTPAaiMOHHO-KOHTPOJBHBIX KAPTOTCK K JOKYMCHTAM.
HaunmenoBanue J10IKHOCTH pa60THI/IKa
apxXHuBa OpraHu3alyn IToanuce PaCI_HI/I(I)pOBKa IoAIInuCu

[ara
® [IepeatoTcs BMeCTe C ieTaMH KaHLEIAPHH.

®opmar A4 (2107297 mm)

®opMa UTOrOBOI 3aIIMCU M 3aBEPUTEIbHOI HAAUCH

Mpuioxenne 14 x n. 3.7.18

(Ha3BaHMe TOCYyHapCTBEHHOI'O apXuBa 6)

(Ha3Baume ¢ponna)

®ong Ne
OIINCDH Ne

(HasBanwue ommcn)

KpaﬁHHe AAaTbl TOKYMCHTOB

® 3anmonnsercs B TocyaapcTBEHHOM apXHBe.
®opmar A4 (2107297 mm)

(I)opMa TUTYJBHOI'O JIUCTA OITUCH JOKYMECHTOB IMMOCTOAHHOI0 XPaHCHUA


http://www.infosait.ru/norma_doc/44/44229/index.htm#i225344
http://www.infosait.ru/norma_doc/44/44229/index.htm#i234652

Ipuaoxenne 15 k n. 4.4.3.3

HanmenoBanue opranu3anuu

KAPTOYKA ITOCTEJIJIA’KHOI'O
TOIHOTPA®HUYECKOI'O YKA3ATEJIA

CTEJUIAXK Ne XPAHWJIUIIE Ne
Jena c Ne
Mkad Ne | TTonka Ne | @ong Ne Onnce Ne [Tpumeuanue
- - - (a/m) o No
1 2 3 4 5 6

®opmar A6 (1487105 mm)
®opMa KapTOUYKH MOCTEIAKHOTO TONOrpauiecKoro ykasareJs (inneBasi CTOPOHa)

1 2 3 4 5 6

®opMa KapTOYKH MOCTEIAKHOTO TONMOTPpaduvecKoro ykasarelisi (000poTHAsi CTOPOHA)

Ipunoxenune 16 k m. 4.4.3.4

HanmenoBanue opranuzannuu

KAPTOYKA TIO®OHAOBOT'O
TOHNOTPA®UYECKOI'O YKA3ATEJIA

DOOH/ Ne XPAHMJINIIE Ne

Hazpanue donna

Hema ¢ Ne

Onuck Ne| o No Cremnax Ne [Mxadg Ne [Tonka Ne | ITpumeuanue

1 2 3 4 5 6

®opmar A4 (210297 mm)

IIpumepHnas popma kapTouky MO(PoHI0BOr0 TONOrpaGuuecKoro ykasareas


http://www.infosait.ru/norma_doc/44/44229/index.htm#i262338
http://www.infosait.ru/norma_doc/44/44229/index.htm#i275467

Hpuaoxenne 17 k m. 4.5.3

HanmenoBanue opranu3anuu
Hassanue apxusa

3AKA3 (TPEBOBAHMUE) PA3PEIIAIO Beiiauy nen PykoBonurens apxusa

(3aB. YUTAIBHBIM 32JI0M)

IMoamuce Pacmmdposka HOJIITUC
u

Jara

(MeCTO COCTaBIICHUS)

Ha BblJa4y JOKYMCHTOB

(pammuTist ¥ MHULIHAIIBI HCCIIENOBATENs, PAOOTHHUKA CTPYKTYPHOTO MOAPA3ACIICHHS)

(Tema uccien0BaHus)

En. Pacmcka Pacniucka corpynHuka
®onp | Onuck
No Ne Xp. 3aroioBoOK €. Xp. MOJIb30BATENS B YUTAJIBHOTO 3aJla B
} ) No MOJIYYEHUU rpueMe
1 2 3 4 5) 6
®opmar AS (148°210 mm)
dopma 3aKa3a Ha BbIavy JeJI (JIMLeBasi CTOPOHA)
1 2 3 4 5 6

IToamce ucciemoBaTeis
dopmar AS (148210 mm)

dopma 3aKka3a Ha Bblavy 10 (000POTHASI CTOPOHA)


http://www.infosait.ru/norma_doc/44/44229/index.htm#i283993

Hpuaoxenne 18 k m. 4.5.3
HanmenoBanue opranuzanuu

AKT
Ne

(MeCTO COCTaBJIEHHSA)

O BbIAa4€ €I BO BpCMCHHOC ITOJIb30BAHUC

(HaPIMeHOBaHI/Ie Oopranusainuy, €€ aapec, TTOYTOBBIN I/IHZ[CKC)

OcHoBaHue

JI1st KaKkoM [eIu BhIIAIOTCS Jeiia
Brigarorcs cnemyromue en. Xp. u3 ¢ponga No

(na3Banue (oHma)

. KonuuectBo
Onucse | En. xp. Kpaiinue
Ne m/m Ne Ne 3aroJoBOK €. XP. ATEL nuctoB (Bpemsi | [Ipumeuanue
) ) A 3BY4YaHMsl, METPAXK)
1 2 3 4 5 6 7
Bcero Beipaercs en. Xp.,

(umpamu 1 IPOIHCHIO)

CPOK BO3BpALICHUS .

Jlena BBIAAHBI B YHOPSIOYEHHOM  COCTOSIHUM, IOAUIMTBI, B  OOJOXKKaX, C
IIPOHYMEPOBAHHBIMU JINCTAMU U 3aBEPUTEIbHBIMUA HAATUCIMH.

[Tonygarens 00s3yeTcs He MPEJOCTABIATH JIEJ, MOJIYYEHHBIX BO BPEMEHHOE MOJIb30BAHUE,
JUISL 3aHSTHI MOCTOPOHHUM JIMIIaM, HE BblJaBaTh MO HUM KOIUi, BBIIIMCOK U CIIPaBOK, HE
nyOJIMKOBaTh JOKYMEHTHI 0€3 pa3peleHusl OpraHu3alyu, BbIAABIICH fena.

[TonryuaTens 00s13yeTcs BEpHYTH Jiefla B apXUB OpraHU3alK B YKa3aHHBII B aKTe CPOK.

[Tony4arens mnpeaynpexjaeH 00 OTBETCTBEHHOCTHM IO 3aKOHY B Clyyae YTpaThl WM
MOBPEXACHUS MTOJYYEHHBIX BO BPEMEHHOE M0JIb30BaHUE JIEN.

Haumenosanune JOJIKHOCTH PYKOBOAUTENS HaumeHoBaHue  OJDKHOCTH
OpraHH3aliy, BHIAIOIIETO JeNa PYKOBOJUTENSI OpraHU3aluu-
MIOJTy4aTes
IToamuce PacmmugpoBka yd
ITognuce Pacimdposka
MOATNCHU
HOJITUCH
JlaTa
Hara
['epboBas mevyatb opraHu3auu
I'epboBas neyarb
OpraHu3aluu

Brrgan aena no nopy4eHuto pykoBOACTBa

(HauMEeHOBaHUE OpPraHU3alnm)

PykoBonutens apxuBa

OpraHu3aIyu (JI1Io,

OTBETCTBEHHOE 32 apXUB) IMoamuce PacmmmdpoBka
IIOITUCH

JlaTa

[Tpunsin gena no Nopy4eHuto pyKoBOACTBa



http://www.infosait.ru/norma_doc/44/44229/index.htm#i283993

(HarMeHOBaHHEe OPTaHU3ALHN)

PykoBoauTens apxuBa

opraHu3anuu (Juio,

OTBETCTBEHHOE 32 apXUB) [Moamuce Pacmmdposka
MOJITHCH

Jara

I[eﬂa BO3BpalICHbI B ITIOJTHOM o0beMe U COXPAaHHOCTH.
CI[aJ'I I10 MMOPYYCHHUIO PYKOBOACTBA OPraHU3allUN-II0JIydaTCIIN.

PykoBogurens apxusa

opraHuzanuu (JMLo,

OTBETCTBEHHOE 32 apXMUB) ITognuce Pacmm¢poBka
HOJITUCH

[ara

HpI/IHHH 110 IOPYUCHUTIO PYKOBOACTBA OpraHun3anuu, BBII[aBIJ.IefI Aciia.

PykoBoauTens apxusa

opraHuzanuu (JMLo,

OTBETCTBEHHOE 32 apXUB) [Tognuce Pacumgposka
HOJITUCH

ara

dopmar A4 (210297 mm)
@®opMma aKTa 0 BblIaue /ieJ] BO BpeMeHHOe 110JIb30BaHue
Ipuaoxenune 19 k m. 4.9.4
HanmenoBanue opranuzanuu
KHUT A BBITAYN JOKYMEHTOB Ne

Hauara

OxoHueHa

®opmar A4 (2107297 mm)

(I)opMa TUTYJBbHOI'O JIMCTA KHUTH BblIa4YH4 JOKYMECHTOB

En Pacmcxa Hara | Pacrniucka B
Ne | [ara |®ona/Onuce| | Komy B
Xp. BO3Bpara|Bo3BpaiueHuu |l Ipumeuanue
n/m| Bblgaun | Ne Ne BBIJIAHO [IIOJIyYEHUU
Ne nena aena
Jena
1 2 3 4 o) 6 7 8 9 10
Hroro B roJy BBIIAHO U3 XpaHuiIua Ne
(pamMu 1 IPOITHCHIO)
el. Xp.
HaumeHoBaHue JOKHOCTH pabOTHUKA,
COCTABUBILEr0 UTOTOBYIO 3aIIUCh IToamuce Pacmm¢poBka nognucu

Jara
®opmar A4 (210°297 mm)

(I)opMa KHHMI'M BbIAA4YH4 A€J1 U3 XpaHUW/IAIIA



Hpuaoxenne 20 k m. 4.5.8

HanmenoBanue opranu3anuu

JIMCT UCITOJIB3OBAHUSA TOKYMEHTOB
donng Ne Onucek Ne Hemo Ne
3aroJIoBoK jejia

Xapakrep
Komy BrI1aHO:
HUCHOJIL30BAHUS Ne Iloammce nua,
Jara bammnus,
(xomupoBaHue, HCIIOJIb30BaHHbIX |UCIIOJIL30BABIIETO
HCIIOJIL30BaHUsI| WHUIIUAJIBI
BBITIUCKH, IIPOCMOTP JINCTOB Ji (S (o)
(paz6opumBo)
u ap.)
1 2 3 4 5

®dopmar A4 (210297 mm)
®dopma JIMCTA UCTIOJIb30BAHUSI IOKYMEHTOB
Ipuaoxenne 21 k m. 4.5.9
HanmenoBanue opranuzanuu
KAPTA-3AMECTUTEJIb JEJIA

Heno

(Ne u Ha3BaHUe)

Onuce

(Ne u Ha3BaHUe)

donn

(Ne u Ha3BaHue)

Brimano Bo BpeMEeHHOE MOJIb30BaHKE (YUTATBHBIN 3a1).

No @. U. O. nonw3oBaTens [ara Beimaun | Jlara Bo3Bpara
n/m
1 2 3 4

®opmar A4 (210297 mm)

d)opMa KapTbI-3aMECTUTE/IA [1€J1a


http://www.infosait.ru/norma_doc/44/44229/index.htm#i298658
http://www.infosait.ru/norma_doc/44/44229/index.htm#i305933

IIpunoxenne 22 k m. 4.7.5

HanmenoBanue opranu3anuu
Hassanue apxusa

AKT YTBEPXIAIO

No HanmMmenoBanue JOKHOCTH
h PYKOBOJIUTEJISI OpraHU3alUU

(MecTO cOCTaBIICHHS)

[Moamuce PacmmdpoBka

oA CHU
IIPOBEPKU HATTUYHNA U COCTOAHUA OEJ1

Jara

(TIOCTOSIHHOTO, BDEMEHHOI'O XPaHEHHUS 110 IMYHOMY COCTaBY)

Donxg Ne

OcHoBaHue

(maHoBas MPOBEpPKa, HepeMelIeHIe JOKYMEHTOB, CTUXHITHOe OEACTBUE U T.1.)

CocraBiieH KOMHCCHEN
[Ipencenarenbs kKoMuccHu

(HaMEHOBAHHUE JIOJDKHOCTH, (hJaMUIIHsl, MHULINAIBI)

YjieHbI KOMUCCUU

(HauMEHOBaHUE JIOJDKHOCTEH, (haMuIInsl, MHULUAIIBI)

IIpoBepka npoBoaUIacs ¢ 1o

[TpoBepKoil yCTaHOBIIEHO:

1. Bcero uncianuTcs 1Mo OmucsIM e,
(undpamu 1 IPOIKCHIO)

B TOM YHCIIE€, 10 OMKCSM, YTBEPKACHHBIM (coriacoBaHHbIM) DIIK apxuBHOro yupexaeHus,
JEl.

(zudpamMu U IPOIHCHIO)

2. Bcero He okasanoch B HAJTUYUH A€,
(pamMu 1 IPOTIHCHIO)

B TOM YHUCIJIC 110 OIMMUCAM, YTBCPIKICHHBIM (COFHaCOBaHHLIM) OIIK APXUBHOI'O YUPCIKIACHUA,
JCII1.

(1M pamMu ¥ IPOIUCHIO)

3. meroT tuTepHbIe HOMEpa:

3.1. me YUYTCHHBIC B HTOTOBBIX 3aIlIMCAX omnucei JCII.
(pamMu 1 IPOTIHCHIO)

3.2. He MEPCUUCIICHHBIX, HO YYTCHHBIX B UTOT'OBBIX 3alINCAX omucei ACII.
(urdpaMu 1 IPOTIHCHIO)

4. IIpomnyIiieHHbIX HOMEPOB:

4.1. He yYTEHHBIX B UTOTOBBIX 3aIUCSIX OMUCEH nell.
(undpamu 1 IPOIKCHIO)

4.2. He IEPEUYHCIICHHBIX, HO YIYTEHHBIX B UTOTOBBIX 3aIUCSIX OMKUCEN JIeII.
(1m¢pamMu ¥ IPOMUCHIO)

5. HenpaBuiibHO MOJOXKEHHBIX JI€J, OTHOCSAIIMXCS K APYTUM (HoHAaM,

JCII.
(pamu 1 IPOTTHCHIO)
6. Oxa3zanoch B HaJUYUHU 11O JaHHOMY (bOHI[y (BKJ’IIO‘-IGHHLIX B OHI/ICI/I)
JCII.
(undpamu 1 IPOIHCHIO)
7. ImeeTcs He BKIIFOYEHHBIX B OMUCH
ACII.

(pamMu 1 IPOITHCHIO)


http://www.infosait.ru/norma_doc/44/44229/index.htm#i314167

8. Bcero mo nmanHoMmy (oHIY (BKJIIOUEHHBIX W HE BKJIIOUYEHHBIX B OINHMCH) MMEETCS B

HaJIM4YHUH JCII.
(uudpamMu U IPOIHCHIO)

N3 nux:
8.1. TpeOyromux ae3uHPEKINN hi(Sh)
(uudpamu 1 MPOIHCHIO)
8.2. TpeOyIIUX Te3UHCEKIIHH i 8
(upamu 1 IPOIKCHIO)
8.3. TpeOyIUX pecTaBpaiuu hi (S
(upamu 1 IPOIMKCHIO)
8.4. TpeOyImUX MeperuieTa u MoIIHBKU ned.
(upamu 1 IPOIKCHIO)
8.5. TpeOyIOIKUX BOCCTAHOBJICHUS 3aTYXaIOIINUX TEKCTOB JIen.
(uudpamu U MPOMHCHIO)
8.6. HEUCIPABUMO MMOBPEKICHHBIX nell.
(um¢pamu ¥ IPOMUCHIO)
8.7. TpeOyIImUX TeXHUIECKO 00paboTKH hi (Sl
(upamu 1 IPOMKCHIO)
8.8. BBIJITaHO BO BPEMEHHOE I0JIb30BAHNE Jiedt.

(upamu 1 IPOIKCHIO)

9. OOmas xapakTepUCTUKAa COCTOSIHUSI U YCJIOBMM XpaHEHUs JTOKyMEHTOB. OCHOBHBIE
OTpULIATENbHBIC SIBJICHUS B COCTOSIHUM U YCIIOBUSX UX XPaHCHHS.

[Tpunosxenue: MMCT(bl) IPOBEPKU HAIMYMS U cocTosiHUA Aei (Ne...).
[TpoBepky mpoBOIUIIH:

HaumeHnoBanue nomkHOCTER [Toanucu Pacimmdposka
oanucei

Jara
®opmar A4 (210297 mm)

(DopMa AKTa MPOBECPKHA HAJIUIHUA U COCTOSTHUSA HEJI (l)OHIla



Hpuiaoxenne 23 k m. 4.8.1

(Ha3BaHue apXHBHOTO yUpesKIeHHs)’

(Ha3Banue ¢ponna)

doua Ne
OIINCH OCOBO HEHHBIX JIEJI

(xpaliHue TaThI)

" 3amonHseTcs TOCYIAPCTBEHHEIM apXUBOM.
®opmar A4 (210°297 mm)
®opMa THUTYJIbHOIO JIMCTA OITUCH 0CO00 IEHHBIX J1eJI
YTBEPXIAIO

HaumenoBanue 10mxkHOCTH
PYKOBOJIUTEIISI OpraHU3alHU
[Tognucey PacmmdpoBka

IO IITHCH

Ne e,
No Kpaitnue| Komn Bo era
Ne i/m Ne nena| 3aronmoBok nena P T [Ipumeyanue
OITMCH JaThl | JIUCTOB |CTPaxOBOIO
donma
1 2 3 4 5 6 7 8
B nannyto onuck BHECEHO 0c000 IIEeHHEIX Ae,
(undpamu 1 TPONKCHIO)
¢ Ne o Ne , B TOM YHCJIE:

JUTEPHBIE HOMEPA:
IIPOIYLIEHHBIE HOMEpA!

N3 HUX BMEIOT CTPAaxXOBbIC KOITNHU JCII.
(pamMu 1 IPOTIHCHIO)

HanMeHoBaHue TOIKHOCTH
COCTaBUTENS OIUCH [Toanuce PacimmdpoBka noanucu

HanMeHoBaHue TOIKHOCTH
PYKOBOJIUTENS apXHBa

(71112, OTBETCTBEHHOTO 33 APXUB) [Toanuce Pacmm¢poBka noanucu
Jara

COI'JTACOBAHO YTBEPX/IEHO

[Tporoxon LIOK (9K) opranuzanuun [Iporokon DIIK apxuBHOTO yupex1eHus
oT Ne oT Ne

®opmar A4 (210297 mm)

®opma onucH 0co00 EeHHBIX e


http://www.infosait.ru/norma_doc/44/44229/index.htm#i323486

Hpuaoxenne 24 k m. 6.3.3

(HanmeHnoBaHMe OpraHU3amiN)

(Ha3Banue apxuBa opraHH3aIum)

KHHUT A
yuyeTa NoCTYIUIeHUS ¥ BbIOBITUSA
JOKYMEHTOB

Tom Ne
Hauar
OKkoHYEH

®dopmar A3 (297420 mm)

(I)opMa TUTYJBHOI'O JINCTA KHUT'H YY€Ta MOCTYIVICHUA U BBIOBLITHS AOKYMEHTOB

Hanme [TocTymuienue Bri6bITHE Heonucaun

HOBAHM | /o OIMCAHHBIX J€J1 | ONHUCAHHBIX JeJ | HBIX JCII,
e JOKYMEHT

aHue,
OpraHu . Kou-Bo nen Kon-Bo gen OB,

HOME Kpaiin
3anuu JIMCTOB

(cTpyKT pu |HasBa| wue
ypII{)(})]ro JlaTa | HA€ U | JaTa

Jara JIOKY | HOMEPp | TIOCTY
nocty | - OAPE | rent dbonaa, MUBIIH
N y NEeJIEHU i

TJICHH a, 1O | OTHCH | X WU

s, JINIIA, [Tpum
a1 WIN KOTO | IIOCTY |BbIOBIB
I apxuBa) o o €uaHu
BBIOBI pOMy |IMBILHM| IIUX |TIOCTO [BpEME I0CTO
/ , OT g BpeMe| JIng e
THUS HOCT | X WK | JOKYM | SSHHOT |HHOTO SHHOT OCT
KOTOPO HOM HHOT'O| HOM BBIO
JOKyM| YU |BBIOBIB| €HTOB,| O | (CBBI 0 ynui
i y XpaHe| y BLJIO
€HTOB Y WIA| IIUX |BKJIIOY | XxpaHe |me 10 XpaHe 0
HOCTYI cocT HUS |COCT
. BBIOBI| TOKYM |€HHBIX | HHUS | JIET) HUS

aB aB
JU | €HTOB | B y y
(v

OK OIUCH
BBIOBLI JIOKY
MEHT
H)

Bl
JIOKyMe
HTBI

1] 2 3 4 o) 6 Il 6 9 | 10 11 |12 ] 13 |14 | 15

Hroro B roJly MOCTYIHIIO en. xp. (mis
ayJTMOBUJICOOKYMEHTOB - +€]I. Y4.), B TOM YHCJIC:

(1M pamu ¥ IPOMUCHIO)

MOKAa3bIBAIOTCS Pa3/IeIbHO UTOTOBBIC TaHHBIE 110 rpadam 7, 8, 9, 13 kuury;
BBIOBLIO ell. yuera (+ TIOKYMEHTOB, JIUCTOB), B TOM
E1% (03) (K

(Mg pamMu ¥ IPOITUCHIO)

MOKa3BIBAIOTCS pa3/IelIbHO UTOTOBEIE JaHHKIE 1o rpadam 10, 11, 12, 14.

HanmMeHnoBaHMe 10KHOCTH LA,
COCTaBUBILIETO UTOTOBYIO rOZIOBYIO
3aMmch [Tonnuce Pacmm¢poBka nognucu

3aBenyromuii
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apXuBOM IToamnuce Pacmm¢poBka noanucu
Jara
®opmar A3 (297°420 mm)



Hpuaoxenne 25 k m. 6.3.3

Haunmenosanue OopraHu3anuu
CIIMCOK ®OHJIOB

Tom Ne
Hauar
OxoHueH

®opmar A4 (210°297 mm)

@®opMa TUTYJIBHOI'O JIUCTA CIUCKA (POHI0B

JaTa nepBoro Otmetka o BeIObITHH (DOHAA
Ha3Banue| mocryruieHus
Ne ponna yn Kyna Jata u Ne mokymenTa, Ha  ([Ipumedanue
dboHIa | JOKYMEHTOB
BBIOBLJI| OCHOBAaHHMH KOTOPOTO BHIOBLT
dbonma
1 2 3 4 5 6
Ha 01.01. rojia B CIIMCOK BKITFOYEHBI (PoHBI ¢ No o Ne
Bcero xpanurcs B apxuBe ($hOHIOB, U3 HUX:

(1M pamu ¥ IPOITUCHIO)

cojiepkaT 0co00 LICHHBIC JIeIa.

(zudpamu 1 IPOIHCHIO)
Homepa cBoGoaHbIE:

HaumenoBanmue nomkHOCTH pabOTHHKA
apXuBa, COCTaBUBIIETO T'OJIOBYIO
HUTOTOBYIO 3aITHCh [Tonnuce Pacumdposka noanucu

HanmMeHnoBaHue 10KHOCTH
PYKOBOJUTENS apX1Ba
(JTM1a, OTBETCTBEHHOTO 33 APXUB) [Toanuce PacimmdpoBka noanucu

Jara
®opmar A4 (2107297 mm)

®opma cnucka ponos
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Hpuaoxenne 26 k m. 6.3.3
HanmenoBanue opranu3anuu

PEECTP OIIUCEMN

Hauar
OKoHYEH

®dopmar A4 (210°297 mm)

®opMa THUTYJBLHOIO JINCTA peecTpa onucen

Kon-Bo nen B onucu
BPEMEHHO| 110 N Komnuect
No| No | Ne |HaszBan p Kpaitn [Koauuect
MOCTOSIHHO ro JTUYHO BO [Ipumeuan
n/ |pougommc| we e |BO JIHCTOB
ro (cBbllie | My IK3EMILIISP ue
n| a u | onucu JIaThl | B OIIUCHU
xpanenus | 10 ner) |cocras OB OIIUCHU
XpaHeHusi| y
1] 2 3 4 5) 6 7 8 9 10 11
Bcero xpanurcs B apxuBe OMUCEN, U3 HUX TTOCTOSTHHOTO
(uudpamu 1 IPOIMHCHIO)
XpaHeHus , BpeMeHHoro xpaHeHus (csoiue 10 ner) ,
(umpamu ¥ IPOIKUCHIO) (undpamu 1 IPOIUCHIO)

110 JIMYHOMY COCTaBY

(uudpamu 1 IPOIMHCHIO)

HaumenoBanue n1omxHOCTH pabOTHUKA

apXuBa OpraHu3alliy, cocTaBuBInero peectp onuceit [loamucs Pacmmdposka moamucu
Jara

PYKOBOI[I/ITCJ'IL apXuBa OpraHu3anuu

(JIM110, OTBETCTBEHHOE 32 APXUB) [Mognmucey  Pacmmdposka moanucu
JlaTa

dopma peecTpa onucei
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Hpuaoxenne 27 k m. 6.3.3

(HanmeHnoBaHMe OpraHU3amiN)

(Ha3Banue apxuBa opraHuzany

KHHUT'A

1)

yuyeTa NoCTYIUIeHUS ¥ BbIOBITUSA
cTpaxoBoro ¢pouaa u GpoHIA M0JIb30BAHUSA

Tom Ne

Hauar

OKkoHYEH

dopmar A4 (210°297 mm)

dopmMa TUTYJIBHOIO JINCTA KHUTH YUYeTa MOCTYIJIEHUsI M BHIOBITHSI CTPaxXoBOro hoHaa u
¢oHIa M0IB30BAHUA

Hazpan Ceenenus o
Csenenus o
ne u Ne, Kon-Bo CTDAXOEOM donne
nara el. Xp. p MOJIb30BAHUS
donme (koi-
Hara | mokyme TORMMHHIL| " ' ) (xom-BO €.
MOCTYIUIE| HTA T10 Home|Home| koB, - XP- Xp.)
No Jara
HUS WIH | KOTOPO pa | pa |BKJIIOYEHH [Tpumeua
1/ KOITMPOBa
0 BBIOBITHS| MY s donHx|omuc| BIX B HUE
el. Xp. |IMOCT OB | el | eAuHHII
P yn Y MOCTYM |BBIOBI | IOCTYII | BHIOBI
Co WIn XpaHeHus |~ 0 Wio o
W CTpaxoBOT
BBIOBLT o honma
u ell.
1 2 3 4 5 6 7 8 9 10 11 12
Hroro noctynuio B rony ell. Xp. CTPaxoBOIo

(1M pamMu ¥ IPOITUCHIO)

ed. Xp. poH/1a OJIb30BaAHUS;

ell. Xp. cTpaxoBoro ¢poHaa

donma,
(1M pamMu ¥ IPOIUCHIO)
BBIOBLIIO
(1M pamu ¥ IPOIMUCHIO)
u

ell. Xp. GoH/Ia MOTH30BAHMUS.

(undpamu 1 IPOMKCHIO)

HanmeHnoBanne JOIKHOCTH JIM1a,
COCTaBHUBULICTO T'OJA0OBYHO

HUTOTOBYIO 3aITHCh [Toanuce
PykoBoaurens apxusa
(JIM110, OTBETCTBEHHOE 32 ApXUB) [Moanuce

JlaTa

Pacmmdposka moanucu

Pacmmdposka moanucu

®opmar A4 (210297 mm)

®opMa KHUI'M Y4eTa MOCTYNJIeHHs] U BHIOBITUS CTPaxoBOro (poxaa u poHaa noab30BaHUSA
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Hpuaoxenne 28 k m. 6.3.3
I'pud orpanmvenus nomycka
HaumeHnoBanue rocy1apcTBEHHOIO apXI/IBa8

OITUCD Ne
CcTpaxoBoro ¢gouaa

® 3amonHseTcs B TocyjapcTBEHHOM apXHBe.
®opmar A4 (210°297 mm)
@®opMa TUTYJIBHOI'O JIUCTA ONMCH CTPAXOBOIro (poHaa
YTBEPXIAIO

HanmeHnoBanue nOmKHOCTH
PYKOBOAMTEIISL OPTaHU3ALUN

IToanuce Pacmudposka
MOAIUCH
ara
Ceenenus o aenax,
Koz-s0 BXOJISIIIMX B €UHUILY
Ne en. xp. Hara kaapos B | Kon-Bo gen,

XPaHCHUS CTPAXOBOI'O

CTPaxOBOI'0KOIIMPOBAHUA CI. Xp. BKIIFOUCHHBIX (1)0HIla

[Ipumeuanue

OHJIa OKYMEHTOB [CTPaXxOBOTO| B €. XP.
Porn HOKY I()bOHI[a A XP Howmepa|Homepa|Homepa
(GhoHIOB | onHCeH | €11, XP.
1 2 3 4 5 6 7 8
Bcero na 01.01 roJa B OIIMCH BKJIFOUYEHO
(uudpaMu 1 IPOTTHCHIO)
en. xp., ¢ Ne mo Ne , B TOM 4HCJIE:

JMTEPHBIC HOMEpA:
NPOMNYILICHHBIE HOMEpPa:

KaapoB M/( cTpaxoBoro GoHaa

(undpamu ¥ TPONKCHIO)

CKOITMPOBAHO Cha. Xp.
(1M pamMu ¥ IPOIMUCHIO)

HaunmenoBanue 10IKHOCTH
paboTHUKa apXuBa,
COCTaBHMBIIEr0 UTOTOBYIO 3aMMUCh Tloamuce Pacmudporka moanucu

HaumeHoBanue 1OMKHOCTH
PYKOBOJIUTEINS apXHBa [Toanuce Pacmmdposka moanucu
(JTM1a, OTBETCTBEHHOTO 33 aPXUB)

Jara

COI'JTACOBAHO YTBEPX/IEHO

[Tporoxon LK (9K) opranuzanuu [Iporokon DIIK apxuBHOTO yupex1eHus
oT Ne oT Ne

®opmar A4 (210297 mm)

dopma onucH cTpPaxoBoro ¢gounaa
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Hpuaoxenne 29 k m. 6.3.3

Komy npencrasnsiercs

(HaNMEHOBAHHE U afIpec MOIyJaTers)

Kewm nipencrasisercs

(HaMMEHOBAaHHUE U aJ]pec OTYUTHIBAIOILEHCS OpraHU3aI1N)

(opma cOOCTBEHHOCTH OTYHUTHIBAIOLIEIHCS OPTraHU3aLINH)

IMACIIOPT
apXuBa OPraHU3alMU, XPaHsilIeil yNpaBJleHYeCKYI0 JOKYMEHTAIHIO

Ha 1 nexadopsa 20 roaa

1. OOuue cBeaeHUs
Kon KonungectBo [Inomane apXuBOXpaHUIMILA 3arpyeHHOCTb
CTPOKH dhoHI0B (xB. M.) apxuBoxpanmiuiia (%)
A 1 2 3
101
2. CBenieHus 0 IOKYMEHTAax
KonundyecTBO efMHHUI XpaHEHUS
N3 Hux BHECEHO B
. OIIHCH, YTBEPK/ICHHBIE
Kon Kpaitnue natel YTBEPAUL XpaHutcs
[Tokazaren (cornmacoBannsie) DIIK O6pazyer
cTpok |Bcer CBEpX
u aApPXUBHOTO YUPEXKICHUS Csl B TOJT
u 0 " YCTaHOBJICHHO
Kpaitnue nater bi (<)
Havansn | Koneun | Beer ro cpoka
Hauanen | Koneun
ast ast 0
ast ast
A b 1 2 3 4 5 6 7 8
[Toctosinno | 201
ro
XpaHeHus
ITo 202
JTUIHOMY
COCTaBYy
3. Kampsl
Kox cTtpoku KonuuecTBo mraTHBIX
pabOTHUKOB
301

Y cnoBus XpaHeHHsT JOKYMEHTOB (HY)KHOE OIUYEPKHYTD):

- XpaHuiuuie: ecTb, HET, CYX0€, ChIPOE: CBETIIOE, TEMHOE.

- OTomuieHue: HeHTPAIbHOE, IEYHOE, OTCYTCTBYET.

- Crennaxku: MeTaJJTMYeCcKue, JepeBIHHbIE, KOMOMHHUPOBAHHBIC; HET.

- [lIxadsr: MeTamMueckue, 1epeBsIHHBIC; OTCYTCTBYIOT.

- CurHanuzanus: rnoxapHasi: €CTb, HET; OXpaHHasi: €CTh, HET.

- UnTanpHBIN 3a1: €CTh, HET.

- TemnepaTypHO-BIXKHOCTHBIN PEXHUM: COOIOIAETCs, He COOTIOAAETCS.

« » 20 I.
PykoBoguTens opranuzanuu,
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IIpennpusitus

(moamnuce)

Oamuis 1 TeleoH UCTIOTHATES
dopmar A3 (297420 mm)

(I)opMa macriopra apxmBa opraHum3anuu, XpaHﬂHleﬁ YIpaBJICHYCCKYI0 JOKYMCHTAIIUIO



Hpuaoxenne 30 k m. 6.3.5

Komy npencrasnsiercs

(HaMEHOBAHHE U apec MOIIyJaTers)

Kewm nipencrasisercs

(HaMMEHOBAHUE U aJ]PeC OTYUTHIBAOLIEHCS OPraHU3aLMH)

(opma cOOCTBEHHOCTH OTYUTHIBAIOLICHCS OPraHU3aLUN)

MHACIHOPT
OpraHM3allK, XpaHAIIe TOKYMEHTHI OTpacaeBoro GoHaa

(Ha3BaHHe oTpacieBoro Gonmaa)

Ha 1 nexabps 20 roja

1. CBeieHust 0 XpaHWIHIIAX

KOI[ CTPOKH KommuectBo XPpaHUJIUII] IInomans XPaHWJIUII] CreneHb 3arpy>kK€HHOCTH

A
101
2. CenieHus 0 IOKYMEHTax
Kol Kpaiinue natel O6beMm
Kon KonnyectBo| 3anucaHHON
[Tokaszarenu BO €.
CTPOKH Xp. Hauanphas | Koneunas| 6a3 JaHHBIX I/IH(I)OprlI_[I/II/I
(M6aiir)
A b 1 2 3 4 5
Hayuno-texnuueckas| 201 - -
JOKYMEHTAITUs
DOTOTOKYMEHTHI 202 - -
JIOKyMEHTBI Ha| 203
MaIIMHHBIX
HOCHTEIISX

Jlpyrue 10KyMeHTbI 204 - -

Ilpumeuanue: B cmpoxe 202 ykazvigaemcs Koauwecmeo NOOJUHHUKOS (He2amugos u
RO3UMUBO8 NPU OMCYMCMEUU He2camueos) be3 yuema Konull U OmneuamaHublx NO3UmuGos.

3. Kampst

Koz ctpokn KosnyecTBo MTaTHBIX paOOTHUKOB
301

YcnoBus XpaHeHnsT JOKYMEHTOB (HY)KHOE MOUYEPKHYTD):
XpaHWIMLIE: ECTh, HET, CYX0€, CHIPOE; CBETIIOE, TEMHOE.

OToruteHHe: NEHTPaIbHOE, TIEYHOE, OTCYTCTBYET.

Cremnaxu: MeTaJUTMYECKUe, IePEBIHHBIC, KOMOMHUPOBAHHbBIEC; HET.
[[Ixadbr: MeTaIMIeCcKue, TePEBIHHBIC; OTCYTCTBYIOT.

CurHanuzaius: no>kapHasi: €CTb, HET; OXpaHHAs: €CTh, HET.
YuTaneHEBIN 3a71: €CTh, HET.

TemnepaTypHO-BIAKHOCTHBIN PEKUM: COOIOaeTCs, HE COOJI01aeTCsl.

« » 20 I.

P YKOBOAHUTECIJIb OpraHU3aluu, NpCAIIPUATHIL
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(moxnucek)

Pacmmdposka moanucu
Damuus U TeneGOH UCTIOTHUTEIS

dopmar A3 (297420 mm)
®opma nacnopra OpraHu3anuu, XpaHsileil T0KyMeHTbI 0TpacjaeBoro (oHaa
IMpunoxenue 31 m. 6.3.5

Y4yeTHasi KAPTOUKA eIMHUIBI YYeTa
3JIEKTPOHHBIX 10KYMeHTOB (I 1)

®onp Ne Ornuch No En. yuera
HaumenoBanue
3aroiaoBoOK Ne OtMmetka o
OpraHu3alu/mopa3aeaeHHus, Jara
€MHUIIBI eAMHUIL HaJU4IuHu
OT KOTOPBIX MOCTYIUIN . MOCTYILJICHUS
yuera xpaHeHus | komnui /]
JIOKYMEHTBI
KonuuectBo
Bun O0Bem o Jlara
®opmar o 3aIUCen 1
Hocutens | (MoOaiit) B co3aHus
Mecro
XpaHEHUs [Tonnuce
CTeIIax auna
Cpoxk xpaHeHus ( ’ [Ipumeuanue 1,
MOJIKa, BHECIIIETO
ceri 3aMicCh
T.J1.)

®opmar AS (148210 mm)

®opMa y4eTHOM KapTOYKH eJUHUIBI yyeTa D]
(1MueBasi CTOPOHA)

Ne akra [Tonnuce
Bun pabotsr . .
MUTpanu Hospiit | O6beM | Bun  (Ne eaunuig JM1a,
(mepe3anuce, Hata o
u ¢dopmar|(MObaiiT) [ HOCUTENS | XpAaHEHUS | BHECIIETO
MUTpaInN)
nepe3anycu 3aInCh

®opmar AS (148°210 mm)

dopMa y4eTHOH KapTO4YKH eJUHULBI yyeTa I/l (06opoTHAs cTOPOHA)
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Hpuaoxenne 32 k m. 6.3.5

HanmenoBanue opranuzanuu VYTBEPXJIAIO
AKT HanmenoBanue JOJKHOCTH
No PYKOBOJIUTEJISI OpraHU3aluu
[Tonmnuce PacmmgpoBka
(MEeCTO cOCTaBIICHUS) IIoAIIMCHU
ara

O MUT'pallvi U 1ICPE3alnucCu
OJICKTPOHHBIX JOKYMCHTOB

Donxg Ne

(na3Banue oHma)

Omuce Ne Enununna yuera No
1 2

Xapakrepuctuku D] 10 MUTpauu/mepe3anicu:
®opmar
O6bem (Mo0aiiT)
KonuuectBo u Ne enn. xp.

Xapakrepuctuku D/] ocie MUTpamyy/epe3anvcu:
®opmar
O6bem (MOaiiT)
KonuuectBo u Ne enn. xp.
PaGoty BbInoOTHMWIN:

JIOJDKHOCTB Iloxnuce Pacmmdposka noanucu
JoiKHOCTB IToanuce PacumgpoBka noanvcu
Paboty npuHsI pyKOBOIUTENb apXHBa

[Tognuce PacimmdpoBka noanucu
JlaTa

HN3menenus B YUYCTHBIC TOKYMCHTBI BHCCIIHN:

JoJKHOCTB IToamnuce Pacmm¢poBka noxnucu
JoiKHOCTB IToanuce PacumdpoBka noanvcu
JlaTa

®opmar A4 (2107297 mm)

®opma akTa MUrpanuii u nepesanucei J/1
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Hpuaoxenne 33 k m. 6.3.5
KYPHAJI YYETA NOCTYIIVIEHUS U BBIBBITUS DJTEKTPOHHbBIX

JOKYMEHTOB
Ha3ssa ITocTymienue Br10bITHE
HHE, onucaHHbIX D] | ommcaHHbBIX /]
Nen | Hazpa
Jara | HUe u
Jokym| Ne
Jlara HaumenoBanu | eHTa, |doHAa, Koun Kon
[ e 10 |OTHCH, -BO -Bo | Jar
MOCTYy Cpo
opraHu3amuu/ | KOTop | U €. en. el. | a [Tpum
TJICHU Bun Bung K
I MOApa3JIeJICHH | OMYy | VyH. 06| do | xp. 06| Do | xp. |co31 €4aHu
S WU HOC HOC XpaH
/ s, OT KOTOPOTO |TIPUHH | [IOCTY Be |pMa|(3an b€ |pMa|(3am | aHH e
BBIOBI HATEI HATEN CHUS
s MMOCTYIUIIN TO |IIMBIIX h M| T |Hce a M| T |HCE| 4
JOKYMEHTBI |IIOCTY | X WX 51 171
IICHY | BEIOBIB JIst 1A
€ WU | IINX 1) o)
BBIOBI | D]
THE
e
11 2 3 4 5 6 718|910 |11/12 13| 14| 15 16
Htoro rony ITOCTVYIINJIO ell. y4.,
el1. Xp. 00beMOM Mobaiir,
(umdpamu, MPOIKUCHIO) (uudpamu,
MIPOIHUCHIO) (undpamu, MPONUCHIO)
TOM YHCJIE MOCTOAHHOIO XPAaHEHUSA el yd.,
ell. Xp. 00beMOM Mo6aiiT,
(undpamu, MIPOIHUCHIO) (undpamu,
TIPOITHCHIO) (umdpamu, IPOIHCEIO)
BPEMEHHOT'O XpaHEHU en. y4., el1. Xp. 00beMoM
MoaiiT;
(umdpamu, MIPOIHUCHIO) (uudpamu,
TIPOITHCHIO) (umdpamu, IPOIHCEIO)
BBIBBIJIO en. yd., en. Xp. o0beMoM
Moaiir,
(undpamu, MIPOITHCHIO) (undpammu,
TIPOITHCHIO) (zudpamu, TPONUCKHIO)
B TOM YUCIIe MOCTOSIHHOT'O XpaHEHUs en. y4.,
el. Xp. 00beMoM Moaiir,
(umdpamu, MIPOIUCHIO) (1mdpamu,
HPOIHCHIO) (zudpamu, IPOMUCHIO)
BPEMEHHOTO XPaHEHUs eln. y4., el. Xp.
00BeEMOM Moaiir.
(undppamu, MIPOTHUCHIO) (tm¢ppamu,
HPOMHCHIO) (uudpamu, TPONUCKHIO)
HanmenoBaHue J10KHOCTH JIUIIA,
COCTaBMBIIIETO TOJIOBYIO
3aIUCh IToamnuce PacmmgpoBka

MTOITHUCH
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JlaTa

PyxoBonuteins apxuBa
OpraHusarnuu ITognuce Pacmm¢poBka
MOJIUCH

[ara

dopmar A4 (210°297 mm)

(I)opMa JKypHaJa yuyera noCryijicHuss u BBLIOLITHSA IJICEKTPOHHBIX TOKYMEHTOB



Hpuaoxenne 34 k m. 6.3.5
’KYPHAJI YYETA MUTPAIIUIA U TEPE3AIIACEM JIEKTPOHHBIX

JOKYMEHTOB
Hcxonupie naHHBIE Hosbie nannsie IToamuce
Ne Ne akTa
Hara Ne Ne . JINIA,
e/l. O0Bem O0BeM | MHUTpAIUN U
MUTpALHs/TIepe3anucH en.|@opmar . . |en.|@opmar . . |BHECIIIETO
y4. (Moaiit) (MGaiiT) mepesanucei
y4. y4. 3aMuch
1 213 4 5 6 7 8 9 10
HToro moaBepriioch MUTpaIiy/epe3anucy 3a rof
(uudpamu, NPOMUCHIO)
el. yd., el1. Xp. 00beMoM MGaiir.
(umdpamu, MPOHHCHIO) (umdpamu, IpoOIUCHIO)
HanMmenoBanue J0KHOCTH JIUIIA,
COCTaBHUBILETO FOJIOBYIO 3aIIUCh ITonmmce Pacmdposka moanucu
ara
3aB. apXMBOM OpraHu3aluu [Toanuce Pacmudposka moanucu
ara

®dopmar A4 (210297 mm)

(I)opMa JKypHaJja ydyera MI/II‘paIII/Iﬁ H nepe3anucei71 IJICKTPOHHBIX TOKYMEHTOB
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YTBEPXKJAIO

HaumenoBaunue
PYKOBOJIUTEIISI OpraHU3aluu

JOJIKHOCTH

[Toanuce Pactmmdporka
MOJIITUCH
Hara I'epOoBas

neyarb OpraHu3anuu
AKT

No
(MecTO cocTaBieHUs)

npueMa-nepeaadn JOKYMEHTOB Ha
IIOCTOAHHOC XpaHCHUC B
FOCY,I[apCTBeHHHﬁ apxXuB

B cBsasuc

Ipunoxenne 35 k nm. 6.4.1.1,6.4.1.2
YTBEPXIAIO

Jupexrop
roCyapCTBEHHOI'O apXHBa

[Toanuce Pacmm¢poBka
HOATHUCH

Hara I'epboBast neuyatsb
rOCYapCTBEHHOTO
apxuBa

(ucTeueHHEeM CpOKa XpaHEHUs! JOKyMEHTOB

(na3Banue HOHIA) B OPraHU3ALHH, TUKBUIALHEH OPraHU3alid 1 T.1.)

(HaHMeHOBaHHE OpPraHM3allH)

nepeaacT, a

(HaI/IMeHOBaHHe ToCyaIapCTBEHHOI'O apXI/IBa)

IIPUHHUMACT Ha r'OCYAAPCTBCHHOC XPAHCHNUEC JOKYMCHTBI U CTPAXOBbBIC KOIINHU 34

(romer)
Y CIIPaBOYHBIN anmnapar K HUM:
Kom-Bo Ko1-B0o IpHHSITEIX Kom-Bo
Ne | Haszpanue n
AK3EMIUISIPOB el ctpaxoBbix |[Ipumeuanue
/11 | HOMEp OIMUCH o
ONUCH konudecTBo OLJ] KOIUI
1 2 3 5 6

Hroro npuHATO

el. xp. (B TOM 4mcIie

(undpamu 1 IPOIKCHIO)

CTPaxOBBIX KOTIHIA)
B rocynapctBenHom apxuBe Gong Ne

[lepenauy nmpousBenu:

HaumenoBanue IOJDKHOCTE! JIII,
MPOU3BOAMBIINX NIEpeaavdy

IToanuce PacmmgpoBka
MTOATTUCH

JlaTa

[Ipuem mpownssenu:

HaumeHoBanme  JOKHOCTEM — JIMII,
MPOU3BOIUBIINX TPUEM

ITogmnuce PacmmgpoBka
MTOATTUCH

Jlata

®opmar A4 (210297 mm)

®dopma aKkTa npueMa-nepeaavy J0KYMEHTOB HA TOCYyAapCTBEHHOE XPaHeHHe
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IIpuaoxenne 36 k n. 6.4.1.2

HaunmenoBanue opranuzanuu VYTBEPXJAIO
AKT HaumenoBanune JOJDKHOCTHU
PYKOBOJIMTEIS] OpraHU3alu
No
[Moanuce Pacimmdponka
MOIITHCH
(MecTo cocTaBIICHHS) I[aTa
0 HeOOHapy)KEHUU JOKYMEHTOB, IIyTH
Py Y T Doung Ne

PO3BICKa KOTOPBIX UCUEPIaHbI (ssanie hor)
B pesynbraTe YCTaHOBJICHO OTCYTCTBHE
B (OHIE TMEPEeUYHCICHHBIX HWXXE /e, NPEANPUHATHIE apXWBOM BCEBO3MOXHBIE MEPHI I10
PO3BICKY €)1 MOJOKUTENIbHBIX PE3yJIbTaTOB HE Jalld, B CBSI3U C UYEM CUMTAEM BO3MOXKHBIM
CHSTBh C y4eTa

KoanuectBo
En. xp. mucToB (Bpems | Kpaiinue IIpennonaraemeie
Ommcs Ne| ~7 *P | 3ar0m080K el. Xp. (8p P el
Ne 3By4aHUs, JaThl | IPUYUHBI OTCYTCTBUS
METpPaXx)
1 2 3 4 5 6
Hroro ell. Xp.

(um¢pamu ¥ IPOMUCHIO)

Coneprxkanue yTpaueHHBIX MAaTEPHAIOB MOKET ObITh YACTUUHO BOCTIOJIHEHO CJICTYIOITUMU
en. xp.:

(HOMepa exl. Xp. ¥ X IPYIIIOBEIE 3aT0JI0BKH)

HauMmeHnoBaHue NOIKHOCTH

PYKOBOJAMTEIISA apXUBa [Toanuce Pacimdponka

(11112, OTBETCTBEHHOTO 32 APXHB) MOATUCH

ara

COT'JTACOBAHO? COT'JTACOBAHO

[Ipotokon DIIK apXuBHOTO yUpekIeHUS [Tporoxon LIOK (9K) opranuzanuu
oT No oT Ne

o B cjiydae, €CJId HE O6H8.py>KeHBI AcJia MOCTOAHHOTI'O XpaHCHU.

N3menenuns B yueTHbIC JOKYMEHTHI apXHBa BHECEHBI.
PykoBoauTens apxusa,
(JIM110, OTBETCTBEHHOE 32 yUET) [Monnuce Pacumudposka moanucu

Harta
®opmar A4 (210297 mm)

®opma aKTa 0 HeOOHAPYKEHHH e, MIyTH PO3bICKA KOTOPBIX HCYEPHAHBI
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Ipuaoxenne 37 k n. 6.4.1.2

HanmenoBanue opranu3anuu YTBEPXIAIO
AKT HammenoBanme JIOJDKHOCTH
No PYKOBOJIUTEJISI OpraHU3alN1
[Toamnuce PacmmgpoBka
(MecTo cocTaBIICHHS) HOMHCH
o HEHCIIPAaBUMBIX MOBPEXKICHUSIX Jlara
OKYMEHTOB
AOKYM doua Ne

(na3Banue (oHma)

B dbonzne obHapykeHbl JOKYMEHTBI, TPU3HAHHBIE HEUCIIPABUMO MOBPEXKACHHBIMHU:

Kon-Bo nucros
3aroja0BoK .
Ne |Onumcs| En. (Bpems Kpaiinue| CylmHOCTb U IPUYUHBI
HOBPEXICHHBIX
n/m | Ne |xp.Ne| 3Byuanwus, el X JIaThl HOBPEXICHUS
METPaXK) - XP
1 2 3 4 S) 6 7

HToro o6Hapy*eHO HEUCIIPABUMO MTOBPEXKICHHBIX en. Xp.

(zudpamu 1 IPOIHCHIO)

Hepe‘lI/ICHGHHHe CO. Xp. MoJIC)KaT CIIMCAHUTIO BBUAY:

HaumeHnoBanue qOmKHOCTH
PYKOBOJIHTENS apXUBa [Moanuce Pacimmdporka moanucu
(JTM1a, OTBETCTBEHHOTO 33 APXUB)

Jara

COI''TACOBAHO COI''TACOBAHO

[Tporokon DIIK apxuBHOTO yUpexaeHUS [Tpotokon [IOK (OK) opranuzaruu
oT Ne oT Ne

HN3menenus B YUCTHBIC TOKYMCHTBI apXrBa BHCCCHBI.

HanmMeHnoBaHue JOJIXKHOCTH pa60THI/IKa,
BHCCIICTO MUBMCHCHUS B YUCTHBIC TOKYMCHTEI HO)IHI/ICI) PaCIHI/I(l)pOBKa noAIInMCHu

JlaTa

®opmar A4 (2107297 mm)

d)opMa aKTa 0 HEUCIIPABUMBbIX NOBPEKACHUAX TOKYMEHTOB
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IIpuaoxenne 38 k n. 6.4.1.3

HanmenoBanue opranu3anuu YTBEPXIAIO

AKT HanmenoBanue JIOJKHOCTH

No PYKOBOJMTEIIS OpraHU3aluu
[Tonmnuce PacmmgpoBka
(MecTo cocTaBIICHUS) HOMHACH
Jara
onucaHus JIOKYMEHTOB JIUYHOTO
MIPOUCX 0K ICHHS
Donxg Ne
(na3Banue hoHma)
ITo cocTosiHuiO Ha B onae Ne 1o
(st Havana paboThI)

YYETHBIM JJAHHBIM YHUCIUIIOCH OIUCEN,
BPEMEHHBIX JIeN (€AMHUILl XpPaHEHUS), JIOKYMEHTOB.
B mporecce onucanus chopMUpOBaHO nen (eIUHULL XPAHCHHMS]),
BBIJICJICHO HE MOJICKALUIUX XPAHEHUIO JIOKyMEHTOB (JICTOB),

JIeJI; BO3BPAILECHO BIAAEIbIY JTIOKYMEHTOB
(JiucToB), nen (SIUHULL XPaHCHHUS ).
BHoBb cocTaBnena onuch Ne Ha JIeI.
Ilo cocrosinuio Ha B (honme Ne

(mara 3aBepIeHUs paboT)

YUCIIUTCS onucen, nen (eQuHUI] XpaHeHus) 3a

TOJIBI.
[TpoBeneHsl cienyronme BUIbI paboT

(nepe‘mcnmomﬂ BUBI IIPOBEACHHBIX pél60T7

(KpoMe oricaHus JOKYMEHTOB)

B 00BbEMax

(KaTanorusaiysi, BbISIBICHUE /€I, TPEOYIOUIMX PECTaBPALUN)

K onmcu cocraBiieH clieyromuil HayqYHO-CIIPaBOYHBIN ammapar

(HpeZ[I/ICHOBI/IC, OIJIaBJICHUE, yKa3aTenM)

PaboTy BbIOTHUIN Ionmucu Pacmmdpoka
(HaMEHOBaHHE JJOJDKHOCTEH) TIOJIITHC eit

Paboty npunsin
HaunmeHnoBanue JOKHOCTH PYKOBOAUTENS IToamuce Pacmudposka moanucu
apxuBa (JIM1a, OTBETCTBEHHOI'O 3a ApXUB)

Jara

Omnuce onobpena [IOK (OK) opranuzammu
poTOKOI Ne oT

Onuce yrBepkaeHa JIIK apxuBHOro yupexaeHus
POTOKOJ Ne oT

H3meHeHus B yueTHbIe ()OPMBI BHECCHBI.
HanmeHnoBanmne JOKHOCTH PYKOBOIUTEIISI IMoamuce Pacmmdposka moanucu
apxuBa (JIMa, OTBETCTBEHHOI'O 3a ApXUB)

Jara
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He MOJICKAIUEC XPAHCHHUIO JOKYMCHTBI BJIAJICJIbIY BO3BPAICHBI B KOJIMYCCTBC
nen (TOKyMEHTOB) Ha I

[Toanuce Braaenbplia apxuBa PacimudpoBka nmoamnvcu
Jara

[Ipeacenarens LIOK (OK) opranuzanuu
IMoamuce Pacmudposka moanucu

[ara

®dopmar A4 (210°297 mm)

(I)opMa AKTa OIMMUCAHUSA JOKYMEHTOB JTUYHOI'O MPOUCXOKICHUA



IIpuaoxenne 39 k n. 6.4.1.3

HanmenoBanue opranu3anuu YTBEPXIAIO
AKT HanmenoBanue JIOJKHOCTH
No PYKOBOJMTEIIS OpraHU3aluu
[Toamnuce PacmmgpoBka
(MeCTO COCTaBJIEHUSA) HOMHCH
00 o0OpazoBaHuM OOBEAMHEHHOTO Hara
apXUBHOTO (QoHJA
®DOH/IBI B COCTaBE Ne B KOJINYECTBE en. Xp.
(na3Banue hoHIa)
Ne B KOJINYECTBE el. Xp.
(na3Banue hoHa)
Ne B KOJINYECTBE el. Xp.
(na3Banue hoHIa)
Ne B KOJINYECTBE el. Xp. ¥ T.1I.
(na3Banue hoHIa)
10 COCTOSIHUIO Ha B ¢onme Ne o

(nata Hayana paboThI)

YYE€THOM JAaHHBIN YHCITUIOCH
B mporuecce coznanus 00beAMHEHHOTO apXxuBHOTO (hoHAa chopMupoBan PoHT

(na3BaHHe)

B COCTaBe €. Xp. BHECCHHBIX B OIMCH.

(KoIMuYecTBO) (KOJIM4ECTBO)
Ilo cocrosiHuiO Ha B 00BbEIMHEHHOM apXUBHOM (hoHze Ne

(nara 3aBepuieHus padboT)
YUCIIUTCS omnucen, Jen (€AMHMIL XPAHEHUs)
3a 3a TOJIBI.
[IpoBenensl ciemyromue BUABI paboT
(mepeyncrsoTes BUIbI IIPOBEIEHHBIX paboT
KpOME OITUCaHMsI JIOKYMEHTOB)
K onncu cnepyromuii Hay4HO-CIIPABOYHBIN arapar
(TIpeycIIOBYS, OTJIABIICHHUS, YKa3aTeIIH)
PaboTy BbIOTHUIN IHoamucu Pacmm¢poBka
(HaMEHOBaHHE JJOJDKHOCTEH) TIOJIITHC eit

Paboty npunsn
HanmMeHoBaHME TOJKHOCTH PYKOBOJIUTENS [Toanuce PacmmdpoBka noanucu
apxuBa (JIMLa, OTBETCTBEHHOTO 3a APXUB)

Jara

Omnuce onobpena [IOK (3K) opranuzamnuu
MPOTOKOI Ne oT

Onuce yrBepkaeHa JIIK apxuBHOro yupexaeHus
pOTOKOJ Ne oT

W3meHeHus B yueTHbIE ()OPMBI BHECEHBI.
HanmMeHoBaHMe TOJKHOCTH PYKOBOIUTENS [Toanuce Pacmmdposka noanucu
apxuBa (JIMLa, OTBETCTBEHHOTO 3a apXUB)
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JlaTa

He moanesxaniye XpaHeHUIO JOKYMEHTBI BT ICIIbIly BO3BPAIICHBI B KOJHYECTBE
nen (TOKYMEHTOB) Ha I

[Tonnuce Bnaznenbla apxuBa PacmmmdpoBka noanucu
[ara

[Ipencenarens [I1OK (OK) opranmuzamnuu

[Tonnuce Pacmm¢poBka noanucu
Jara

®opmar A4 (210°297 mm)
®opma akTa 00 00pa3oBaHNu 00beIUHEHHOT0 AapXUBHOT0 GoHaA

Hpunaoxenne 40 k n. 6.4.1.3

HaunmenoBanue opranuzanuu YTBEPXIAIO
AKT HammMmenoBanme JIOJKHOCTH
No PYKOBOJUTEISI OpraHU3aI[uU
[Tonmnuce PacmmgpoBka
(MECTO COCTaBIICHUS) HOMHCH
0 TEXHHYECKHX  OImHuOKax B Jara
YUETHBIX JOKYMEHTaX
Donx Ne
HasBanue donna
B xone BuIoOIHEHUS 0oOHapyXeHbl TEXHUUYECKUE OIINOKU
B 3aITHCAX
Ha3Banue nokymenra CymiecTByronas 3anuch Crnepnyer 3anucaThb

1 2 3

B pe3yiaprare KOJWUYECTBO EIMHUIl XPAHEHUS YBEIMYWIOCh (YMEHBIIMIOCH) Ha
el Xp.

(umdpamu, MPOMUCHIO)

IIpumeuanus:

JL0JKHOCTB ITongnuce Pacmm¢poBka noanucu
Jara

V3MeHeHus: BHECEHBI B YUETHBIE JOKYMEHTBI.

HanmMeHnoBanue TOJKHOCTH PYKOBOIUTES
apxuBa (JIMl1a, OTBETCTBEHHOTO 32 aAPXUB) [Moanuce Pacimmdposka noamnucu

Jara
®dopmat A4 (210297 mMm)

(I)opMa aKTa 0 TEXHHYECKHX OIIMOKAX B YY€THBIX JOKYMEHTAX
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Hpuiaoxenne 41 k m. 6.4.1

HanmenoBanue opranu3anuu YTBEPXIAIO
AKT HanmenoBanue JOJKHOCTH
No PYKOBOJUTENSI OpraHU3aI[uu
[Toamnuce Pacimdponka
(MecTo cocTaBJICHUS) HOMHCH
00 oOHapyXeHHH JOKYMEHTOB (HE Hara

OTHOCSIIIUXCA K JaHHOMY (OHIY,
apXMBY, HEYUYTCHHBIX U T.]I.)

B xone
(Buz paboThI)
00HapYXEHO
(B bomnze, XpaHUITHIIE, PAO0OUIEM TIOMEIIICHUH)
n ecim | K xakomy ¢oH
Ne /it 3aroJoBOK €. Xp. p ( y domny [Mpumeuanue
€CTh) OTHOCHUTCS
1 2 3 4 5
Htoro obHapyxeHO
JIOKYMEHTOB.
(um¢pamu ¥ IPOIMUCHIO)
HaumenoBanue 1omxHOCTH pabOTHHKA [Toamuce Pacumdposka noanucu
JlaTa
N3MeHeHus: BHECEHBI B YUETHBIE JJOKYMEHTBHI.
HanmeHnoBanue qOIKHOCTH pYKOBOIMUTEINS Iloamuce PacmmdpoBka noamnucu

apxuBa (JInla, OTBETCTBEHHOTO 3a aAPXUB)
JlaTa

®opmar A4 (2107297 mm)

®opma akTa 00 00HAPY:KEHHH JOKYMEHTOB
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Hpunaoxenne 42 k m. 8.2.2

HanmenoBanue opranu3anuu [Terposy b.1.
APXMNBHAS CITPABKA }113.5312(y1<03501<0r 0,
31.06.99 Ne 04-5/173 » KB. J,

MockBa r. HoBocubupck, 630082

Ha Ne 310 ot 25.06.99

B nokxymenrax apxuBHOro (onma Bcepoccuiickoro oO0beaMHEHHUS XJI€OOMPOIYKTOB
«PocxnebonpoaykT», B BEJOMOCTAX Ha BblJauy 3apabOTHON IJIaThl pabOUYUM U CIIyKaIllUM
3a arpelib - 1eka0pb 1962 r., 3Haunrcs [letpoB bopuc MIBaHOBUY B JOMKHOCTH MH)KEHEpA.

OcHoBanue: ¢. 50, om. 2, a. 3, . 105 - 106.

CrnpaBka BblIaHa Ui [IPEIOCTABIICHUS 10 MECTY paOOTHI.

HanmenoBanune JOJIDKHOCTH PYKOBOJUTEIIA

OpraHu3anuu

(CTpYKTYpHOrO nojpa3esieHusl, B COCTaB KOTOPOTro ITonnuce PacmngpoBka
BXOJIUT apXUB) HOATINCH
JlaTa

HanmenoBanue n0mKHOCTH PyKOBOIUTENSA [Toanuce Pacmmgposka
apxuBa (JIMLa, OTBETCTBEHHOI'O 32 apXUB) MIOJIIUCHU
[ara

['epOoBast meyaTs OpraHu3auu
dopmar A4 (210297 mm) nu AS (148210 mm)
®opma apxuBHOIi cipaBku (o0pa3zen)
IIpunioxenne 43 k n. 8.3.4
HanmenoBanue opranuzanuu
KAPTOYKA ITOJIB30BATEJIA

damunusa

Nwms OtuecTBO
MecTto paboThI (y4eObl) U JOTKHOCTD

OpFaHI/BaHI/IS{, HallpaBUBIIAs IOJb30BATCIIA, €€ aApCC

O6pa3oBanue
YueHas cTeneHb, 3BaHHE
Tema 1 XpOHOJIOTUYECKUE PAMKH HUCCIIETOBAHUS

MecTo KXUTEIBCTBA

Tenedonsr: (momarHui); (cimyxeOHBI)
Cepus u Ne 1oKyMeHTa, yIOCTOBEPSIOLIETO TUYHOCTh

C npaBuiiamMu pabOTHI MOJIb30BaTeNeil B YMTAJIBHBIX 3aJlaX TOCYIapCTBEHHBIX apXHBOB
Poccuiickoit @enepanuu o3HaKoMUIICS(ach), 00S3yIOCh UX BBITIOJHSATS.

JlaTa IToamuce



http://www.infosait.ru/norma_doc/44/44229/index.htm#i507727
http://www.infosait.ru/norma_doc/44/44229/index.htm#i518515

®opmar A4 (210297 mm)
®opma KapTOYKH 110J1b30BaTEJIs
Hpunioxenne 44 k n. 8.6
HaumeHoBaHue opranusanuu

Kypnan
PErUCTpalyK BbIAAHHBIX KOIUH, BBIITUCOK,
CIIPaBOK, TEMaTUYECKUX MATEPUAIIOB

ABTOp Ha3Banue
3arpoca BBIIAaHHOT
[Hara u Pacnucka
, CX. 0
No Hara u pEerucTpalMOHHbI B
No, ConeprkaHu | TOKYMEHT o [Ipumevanu
1/ PErUCTPALIUOHHBI i HOMED HOJIyYEHU
jara, |, e 3anpoca |a (komus, e
i i HOMep 3ampoca BBIIaHHOTO | M JIM JaTa
azapec, BBITHCKA,
JOKYMEHTa | OTIPaBKH
Tenedo CIpaBKa U
H Jp.)
1 2 3 4 S) 6 7 8

®opmar A4 (210°297 mm)

®opMma KypHAJIa PerucTPalii BbIAHHBIX KONMIi, BHIMUCOK, CIPABOK, TEMATHYECKUX
MaTepuajioB

Ipunoxenue 45 k m. 8.6
HanmenoBanue opranuzanuu

JKYPHAJI PETUCTPAIIMA MMOCEIEHUM IMMOJIb30BATEJISMHU
YUTAJIBHOI'O 3AJIA

Hauart
OxoHueH
®opmar A4 (2107297 mm)

(I)opMa TUTYJBHOI'O JIUCTA JKyYPpHaAJIa pErucrpamum noceleHuid moJjab30BaTeJasIMU
YUTAJIBHOIO0 3aJa

Ne JlaTa Ko71-BO BBITAHHBIX €. X. daMuITHS, HHAIHATBI
n/m | ToCcemeHus W orHceit ToMTB30BaTeNs - (Pa3bopuNBO)
1 2 3 4

9 'pagpa 3anonHseTCS MOTB30BaTENEM.

Htoro B
MOJIL30BATEIIMHU COCTaBHIIO

roay KOJUYCCTBO MOCEIICHUH 4YHMTaJbHOro 3ajia

(undpamu 1 IPOIHCHIO)

HanmeHnoBanue JOJKHOCTH COTPYAHUKA

apxuBa [onmuce Pacmm¢poBka noanucu

Jara
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®opmar A4 (210297 mm)

dopma KypHAJIa perucTpanyu MocelieHni MoJjb30BaTeJsiIMi YUTAJIBHOI0 3aJ1a

Ipuioxenne 46 k n. 10.2.1

HanmenoBanue opranuzanuu YTBEPXIAIO

HanmenoBanue JOJKHOCTH

PYKOBOIUTEIIA OpraHI/I3aHI/II/Ill

[Toanuce Pacimmdponka
TIOJIITHCH
Jara

1 Wmn PYKOBOJUTEIIA apXHBa, €CIIU apXUB ABJISACTCA CaAMOCTOATCIbHBIM YUYPCKIACHUCM.

IJIAH
paboThI Ha 20 rong
(HauMEHOBaHHUE apXUBa)
HaszBanue Bropker
Ne| pazgenam | Enununa |O0bem Cpok
pabouero Wcnonuurens [ Ipumeuanue
I1/TI[ HANMCHOBaHW € [M3MEPCHHUSI [ Pa0OTHI spenery |ACTIOTHEHHS
BHJ1a paOOTHI p
1 2 3 4 5) 6 7 8

HaumeHnoBanue n0KHOCTH
PYKOBOIMTESI apX1Ba [Toamnuck PacimmdpoBka noanucu

[ara

®opma roroBoro niaana paéoTel apxXuBa

Mpuaoxenne 47 k n. 10.3.1
KAPTOYKA YUETA PABOTBI C OPT AHU3AIIUEA
1. O0uue cBegeHust 00 OpraHu3alumn

HaunmenoBanue opraHusaliiu U
€€ HCITOCPECACTBCHHAA TIOAYUMHCHHOCTD

Anipec opraHuzaiumn
Hassanue apxusa
Anpec apxuBa

Ha3panue, nata u Ne 1okymMmeHTa

006 o6pazoBaHNU OpraHU3aLNH
O peopranu3zaiy opraHu3aiuu
O JIUKBHU AU OpraHu3allun
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damuius, UMs, 0T4eCTBO, Ne Testedona

PykoBoauTens opranu3anuu
HauanpHuka ynpaBieHul aejiamMu
(Ynpasnstoniero fenamu,
HavyaJbHUKA 0011ero uin 1-ro otaena)
HauanpHuka kaHuenspuu
[Ipeacenarenu IOK (OK)
PykoBoauTens apxuBa WM JULa,
OTBETCTBEHHOTI'O 32 ApXUB
Jara u Ne npukasa o Ha3HAUYEHUU JIMILIA,
OTBETCTBEHHOTI'O 32 ApPXUB

2. I[aTa COrJIaCOBaHMA MJIM YTBEPKACHHSA HOPMATHUBHO-METOAMYECCKHUX U IVIAHOBBIX
AOKYMEHTOB

[Tonoxenus 00 apxuBe
WHCTPYKITMHU TI0 BEJICHUIO JICTIONPOU3BOICTBA
HomMmeHkaTypsl Jies1 opraHu3aiim

[Inana-rpaduka nepenayu Aei B apXuB
[Tonoxxenus o LIOK (3K) opranuzanmu

®opma KapTOUKHU y4yeTa padoThl ¢ Opranuzanmeii (JinueBasi CTOPOHA)

3. CBeneHus 0 npoBepkax padorTbl apxuBa

Opranmnzanus, Pesynbrarst
Hara OcHOBHBIE TIPETIOKEHUS
OCYIIECTBIISIOMIAS peanmmzanuu | [Ipumeuanne
IPOBEPKHU 10 UTOTaM ITPOBEPKU o
IPOBEPKY PEJUIOKEHUH
1 2 3 4 5

4. CBe)IeHI/Iﬂ 00 YHOopsAA0IECHUH U Iepeaavce 1€j1 B rocapxuB

VY TBepKIeHH Onobpenue onuceit DITK
. CornacoBanue
Jara u Ne € onucen o
¢ OIIK onuceit
IIPOTOKOJI OIIK .
a SIIK Kon-Bo nen i 0c000 | KONMif CTPaxoBOro | Ha Jeia 1o
en. xp.), |Kpaiinu [IEHHBIX JeT OHJIa JTMYHOM
WM aKTa ( p-). |Kp IIOCTOSIHHOTO ¢ Y
NepeaHHbl | € 1aThl COCTaBy
0 XpaHEHHS
X B nen
rnpueme- . . | kom- |Kon N .
rocapXuB KOJI | KpaitHU | KOJI | KpaitHH KpaiiHu | KOJ- |KpalHu
nepeaadc BOCI.| -BO
-BO | € JaThl | -BO | € AaThl € IaThl | BO | € JIaThl
Al Y4eT | €.
nen| nen  |Aen| Jen nen | gen | nen
a | xp.
1 2 3 4 5 6 7 8 9 10 11 12

dopMa KapTOUKHU y4yeTa padoThl ¢ opraHusanueii (000poTHAsi CTOPOHA)




Hpunaoxenne 48 k m. 10.5.1

HanmenoBanue opranuzanuu YTBEPXIAIO
AKT HanmenoBanue JIOJ>KHOCTH
Ne PYKOBOAMTEIIS OPraHU3alUun
[Toanuce Pacmmgposka

(MecTo cocTaBJICHUS) HOJIITHACH
npuemMa-nepeayd  Ipu CMEHE Hara
PYKOBOJIUTENSI apXHBa
B cooTBercTBHMM € IPUKA30M OT Ne

nepeaan, a
(. u. 0. mepenaromero) (¢. 1. 0. npuHKUMAarOIIEro)

MMPUHAI B IPUCYTCTBUU KOMHCCHUU, O6pa3OBaHHOﬁ Ha OCHOBAHHWH JAaHHOI'O IIpUKa3a, B COCTABC

npejacenarens Y YJICHOB
(@ .0,
JTIOKYMEHTBI
($.m.0)
apXMBa, CTPAXOBBIE KOIHUU TJOKYMEHTOB 32 TOJIbI ¥ CIIPABOYHBIN anmapar K HUM.
Komn-Bo npunsaTeix aen -| Koun-Bo en.
Kou-Bo
No | Haszpanue u Ne YHCIIUTED, Xp.
JK3EMIUISIPOB [Ipumeuanue
n/m ONHUCH 3HaMEHAaTeNb - CTPaxoBOI0
OMHCH
koaudectBo OLLJ] donma
1 2 3 4 5) 6
HUTOI'O npunsiTo nen,
(um¢pamu ¥ IPOMUCHIO)
B TOM YHCIIC 0c000 IIEHHBIX e

(1M pamMu ¥ IPOIUCHIO)

el. Xp. cTpaxoBoro ¢oHaa U

(undpamu ¥ TPONKCHIO)

onuceu B JK3eMIUIIpax
(Mg pamMu ¥ IPOITHCHIO) (1m¢pamMu ¥ IPOITUCHIO)

CocrosiHue TOKYMEHTOB, CTPaxoBOoro (oHIa U OMUCEH:

(ob1mast XxapakTepuCTHKA COCTOSTHHS)

OnHOBpEMEHHO NEPENAIOTCS

(Bugpt HCA u ero 00beMbl, COCTOSIHUE)

CocTosiHuE TOMEILICHUS apXUBa:

(oO11ast XxapaKTEpUCTUKA COCTOSIHUS)

Hanuuue u coctossHre o00pyn0BaHus U MHBEHTApPS:

(oO11ast XxapaKTEpUCTUKA COCTOSIHUS)

Ilepenan [Tognuce PacmmdpoBka noanucu


http://www.infosait.ru/norma_doc/44/44229/index.htm#i583013

ITpunsin IToamnuce Pacmm¢poBka noanucu

[Ipencenarens koMuccuu [Tognuce Pacmmmdposka noanucu
Unensl komuccuu: I[logmucs Pacmmdporka nmoanucu

(I)opMa aKTa nmpueMa-nepeaavu 1npu CMEHE PyYKOBOJAUTEA apXuBa



