Mpuka3 MuHuctepcTBa KynbTypbl PO oT 31 mapta 2015 . N 526
"O6 yTBEpPXOEHMM NMPABUI OPraHN3aLnmn XpaHeHUs, KOMMIEKTOBaHNS, y4ETa U
NCNonb30BaHUs AOKYyMeHTOB ApxuBHoro cooHaa Poccurckon ®epgepauum v gpyrnx apxmBHbIX
AOKYMEHTOB B OpraHax rocyfapCTBEHHOWN BIiaCTn, opraHax MecTHOro camoyrnpasrieHns un
opraHmsaumsax”

B cooTteBeTcTBMM C nyHKTOM 2 vactu 1 ctateu 4, yacTteto 5 ctaten 14 denepanbHOro
3akoHa oT 22 okTa6ps 2004 r. N 125-d3 "O6 apxuBHom gene B Poccuinickon degepaunn”
(Cobpanne 3akoHopatenbctBa Poccuinckon ®epepaumm 2004, N 43, ct. 4169; 2006, N 50,
cT. 5280; 2007, N 49, cT. 6079; 2008, N 20, cT. 2253; 2010, N 19, cT. 2291; N 31, cT. 4196;
2013, N7, c1.611; 2014, N40 (4. ), ct.5320) u noctaHoBneHnem [lpaButenscTBa
Poccunckon ®egepauumn ot 20 nons 2011 r. N 590 "O MuHucTepcTBe KynbTypbl Poccuiickomn
depepauyunn" (CobpaHne 3akoHogatenoctea Poccuinckon ®epepaunn, 2011, N 31, cT. 4758;
N 44, cT. 6272; 2012, N6, cT.688; N 17, c1.2018; N 26, cT. 3524; N 37, cT.5001; N 39,
cT. 5270; 2013, N 3, cT1.204; N 8, cT.841; N 31, cT.4239; N 33, cT.4386; N 41, cT.5182;
N 45, cT. 5822; 2014, N 9, cT1. 909; N 30 (4. Il), cT. 4305; N 40 (4.1l), cT. 5426, N 48, cT. 6860;
2015, N 2, cT1. 491; N 4, cT. 664; N 9, cT. 1339) npukasbiBato:

1. YTBepauTb npunaraemble npasuia oOpraHM3auum XpaHeHus, KOMMNEeKTOBaHuA,
y4yéTta N Ucnonb3oBaHNA OOKYMEHTOB ApxuBHoro ¢oHga Poccunrckon degepaunm n apyrmx
apXMBHbIX [OOKYMEHTOB B OpraHax rocy4apCTBEHHOW BRnactu, oOpraHax MeCTHOro
camoyrnpaBfieHNs U opraHM3aumsx.

2. HanpaeuTb HacToOALWMIN NpUKa3 Ha rocygapCTBEHHYIO pernctpaumio B MMHUCTEPCTBO
tocTuumn Poccumnckon depepaumu.

3. KOHTponb 3a WCMOMHEeHMEM npuKasa BO3MOXUTb Ha MNEepBOro 3amecTutensd
MwuHucTpa B.B. ApucTtapxoBa.

MwuHucTp B.P. MeguHckun

3apernctpmpoBaHo B MuHtocte PO 7 ceHTs16psa 2015 .
PernctpaunoHHbin N 38830

MpunoxeHue
K npukasy MuHucTtepcTBa KynbTypbl PO
oT 31 mapTta 2015 r. N 526

MpaBuna
opraHusaumm XxpaHeHUs, KOMMNIEeKTOBaHUA, y4eTa U UCNOSIb30BaHUA [OKYMEHTOB
ApxusHoro cpoHaa Poccunckon Pegepaumm u opyrux apxmBHbIX AOKYMEHTOB B
opraHax rocyaapcTBeHHOW BNacTu, opraHax MeCTHOro camoyrnpaBfeHus u
opraHusaumsix

. O6wme nonoxeHus

1.1. Hactosiwme [lpaBuna opraHM3aumMm XpaHEeHWUsl, KOMMSIEKTOBaHMS, y4yeTa W
NCNosib30BaHNA OOKYMeHTOB ApxuBHOro poHga Poccurckon denepaunm n gpyrmx apxXmBHbIX
AOKYMEHTOB B OpraHax rocyaapCTBEHHOW BRacTu, opraHax MEeCTHOro camoyrnpasfieHusa u
opraHu3aumax (ganee - Hactosawme [lpaBwuna) paspaboTtaHbl B COOTBETCTBUM C
depepanbHbIM 3akoHOM OT 22 okTabps 2004 r. N 125-93 "O6 apxmBHOM aene B Poccumnckon
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depnepauyun" (CobpaHne 3akoHogatenbctBa Poccunckon depepauunmn, 2004, N 43, cT. 4169;
2006, N 50, cT. 5280; 2007, N 49, cT. 6079; 2008, N 20, cT1. 2253; 2010, N 19, cT1. 2291; N 31,
cT. 4196; 2013, N 7, cT. 611; 2014, N 40 (4.ll), cT. 5320), noctaHoBneHnem lNpaButenscTea
Poccunckon depepauum ot 15 umoHa 2009 r. N 477 "O6 yreepxaeHun [lpasun
AenonpousBoacTBa B doedepanbHbiX opraHax ucnonHutenoHon Bnactn" (CobpaHue
3akoHogartenbcTBa Poccuinckon ®egepaumn, 2009, N 25, ct. 3060); npukazom MuHuctepcTea
KynbTypbl 1 MaccoBbIX KOMMYHuUKaumn Poccuinckon depepauum ot 18 ansaps 2007 r. N 19
"O6 ytBepxaeHun [lpaBun  opraHu3auMm  XpaHeHusi, KOMMMEKTOBaHusA, Yydvyeta U
NCNosb3oBaHMAa OOKYMeHTOB ApxuBHOro onga Poccunckon degepaummn n apyrmx apxmBHbIX
AOKYMEHTOB B rOCYOQapCTBEHHbIX WM MyHMUMNAnbHbIX apxmBax, My3esx n 6GubnuoTekax,
opraHusaumsax Poccurickon akagemumn Hayk" (ganee - lNpaBuna xpaHeHus) (3aperncTpnpoBaH
MwuHioctom Poccun 6 mapta 2007 r., peructpauuoHHbin Homep 9059, "bronneteHb
HOpPMaTUBHbIX aKTOB pefeparibHbiX OpraHoB McnosiHUTENbHOM Bnactnm ot 14 mas 2007 r.
N 20"), ¢ M3MEHeHUsIMU, BHECEHHbIMWU npukazoM MuHUCTEpCTBA KynbTypbl M MaccOBbIX
KoMMyHuKaumn Poccunckon depepaumm ot 16 depana 2009 r. N 68 (3apernctpupoBaH
MwuHtoctom Poccnmn 5 maa 2009 r., pernctpaunoHHbin Homep 13893, "Poccuiickas raseta” ot
20 mas 2009 r. N 89), npukazom MuHkynbTypbl Poccum ot 10 ceHTabpa 2007 r. N 1273 "O6
YyTBEPXOEHMM (POPM  YYeTHbIX UM  WHbIX [AOKYMEHTOB MO OpraHuM3auuMmM XpaHeHus,
KOMMMEKTOBaHUSA, ydeTa M WUCMONb30BaHUA LOOKYMeHTOB ApxuBHOro ¢oHaa Poccuinckon
depepaunm n Opyrmx apxuBHbIX OOKYMEHTOB B [OCY[4APCTBEHHbIX WM MyHUUMNANbHbIX
apxmBax, My3eax W Oubnuortekax, opraHmsaumsx Poccunckon akagemum  Hayk"
(3apernctpupoBaH MuHioctom Poccumn 9 oktabpsa 2007 r., pernctpauynoHHbin Homep 10291,
"BronneTteHb HOPMATUBHLIX aKTOB doefeparbHblX OpPraHoB MCMOMHUTENbHOW BflacTU OT 5
Hos10pst 2007 r. N 45").

1.2. [lenctBue HacTosawmx MNpaBun He pacnpoCTpaHAeTCca Ha OpraHM3auuio XpaHeHus,
KOMMMEKTOBaHNA, y4yeTa WU MCMNOMb30BaHUs OOKYyMeHTOB ApxumBHOro doHaa Poccuiickon
degepaum M OpYyrux apxvBHbIX [AOKYMEHTOB, COAEpXallMx CBeOEeHWUs, COCTaBnsooLlime
rocyjapCTBEHHYIO TalHy.

1.3. ocynapcTBEHHbIE OpraHbl, OpraHbl MECTHOrO CaMoynpaBneHNs MyHULMNANbHOro
panoHa, ropoAcKOro OKpyra M BHYTPUIrOpPOACKOro panoHa o006s3aHbl co3fgaBaTb apXuBbl B
Lensax XpaHeHus, KOMMNIEKTOBaHMUS, y4eTa 1 UCnosib3oBaHNsA 06pa3oBaBLUNXCH B NpoLecce nx
AEATENbHOCTM apXMBHbIX AOKYMEHTOB.

1.4. OpraHusaumn BrnpaBe co3faBaTb apXuBbl B LENAX XpaHeHUs obpa3oBaBLUMXCH B
npouecce MX AEATENbHOCTU apXMBHbIX OOKYMEHTOB, B TOM 4MCNEe B LENsX XpPaHEeHUs U
MCNONb30BaHUA apPXUBHbIX [OOKYMEHTOB, HEe OTHOCSALMXCA K T[OCy4apCTBEHHOW UMK
MyHMUMNanbHon cobcTBeHHOCTN (1).

1.5. 3agaum n yHKUMN apxmBa (LEHTPanNbHOrO apxmBa) rocyaapCTBEHHOrO opraHa,
opraHa MEeCTHOro CaMOynpaBfieHWUs, OpraHu3auum - WUCTOYHMKA  KOMMMEKTOBaHUSA
rocy4apCTBEHHOIo, MyHULMNANbHOro apxvBa ONpPeaeniaioTca NONOXeHUEM, yTBEPXAaeMblM
pyKOBOAMTENEM OpraHu3aumm.

Il. OpraHu3sauus xpaHeHUs1 LOKYMEHTOB apxuBHoro doHaa Poccuinckon Pegepaumm u
APYrMx apxXMBHbIX JOKYMEHTOB B OpraHusauum

2.1. [okymeHTbl, obpasywwmecs B [OEATENbHOCTM OpraHu3auuMm, COCTaBNSOT
OOKYMEHTasbHbIN OOHL,.

2.2. Cos3paHue [JoKyMeHTanbHoro oHaa opraHMsauum OCYLLECTBSETCA NyTEM
COCTaBfiEHUS HOMEHKNaTypbl gen, dopMUpoBaHNA W OQOPMIEHUS Aefsl Ha OCHOoBe
HOpMaTUBHbLIX MPaBOBbIX akToB Poccuinckon depepauum, nepevyHenm TUMNOBLIX apPXUBHbIX
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AOKYMEHTOB C yKa3aHMEM CPOKOB UX XpPaHEHUs!, YTBEpXXOaeMblX B COOTBETCTBUUN C MyHKTOM 3
ctatbn 6 PegepanbHOro 3akoHa oT 22 oktabpsa 2004 r. N 125-03 "O6 apxuBHOM gene B
Poccunckon degepauumn”, n nepeyHenm [OOKYMEHTOB, oOOpasylwmxcs B npouecce
AeaTenbHOCTU (heaepanbHbiX OpraHOB rOCy4apCTBEHHOW BRACTU, MHbIX rOCYyOapCTBEHHbIX
opraHoB Poccuickon degepaumn, a tTakke B npouecce OeATerlbHOCTU NogBeAOMCTBEHHbIX
UM OpraHmsauum, ¢ ykasaHMeM CPOKOB XPaHEHUS.

2.3. Yactb OOKyMeHTanbHOro oHga, BKNYawLwas OOKYMEHTbl ApXMBHOro ¢oHga
Poccunckon ®degepauunm, JOKYMEHTbI NO FIMYHOMY COCTaBYy U LOKYMEHTbl BPEMEHHbIX (CBbiLLe
10 neT) CpPOKOB XpaHEHUsl, BKMOYEHHble B Yy4eTHble [OOKYMEHTbl apxuBa, COCTaBnseT
apXMBHbIA (POHA OpraHn3aummn, KOTOPbIN NOSNEXUT XPaHEHNIO B apXMBe OpraHn3auuu.

[oKymMeHTbl BpeMeHHbIX (40 10 neT BKIYUTENBHO) CPOKOB XPaHEHUSI XPaHATCS B
CTPYKTYPHbIX nogpasgernieHnsix opraHnsauum n no NCTEYEHNN CPOKOB UX XpPaHEeHUs noanexar
YHUUTOXEHWNIO B NOPSAKE, YCTAHOBIIEHHOM B nyHkTax 4.6 - 4.13 HacToswumx [Mpasun.

2.4. Bngamn apxmBHbIX (pOHO0B OpraHM3aunmn aBnsaTCs:

apxXuBHbIM (POHAO oOpraHuMsaumMm, COCTOAWMA U3 OOKYMEHTOB ApXMBHOIoO oHaa
Poccunckon ®efepaumm n gpyrnx apxmBHbIX JOKYMEHTOB;

00bEeANHEHHBIN apXMBHbLIN OHA, COCTOoAWMKA M3 obpasoBaBLUMXCSA B Mpouecce
AeaTenbHOCTM ABYX unv bonee opraHu3aumin JOKyMeHTOB ApxmBHOro c¢oHga Poccuinckon
depepaumm M Opyrmx apxmBHbIX LOKYMEHTOB, UMEKOLMNX Mexay cobon MCTopuyecku m/mnm
norn4yeckn obycroBreHHbIE CBA3Y;

apXMBHagA KONSEKUUs, COCTosAWas U3 OTAENbHbIX apXUBHbIX AOKYMEHTOB PasfiM4yHOro
NpoucxoXxaeHnsa, o6beauHEHHbIX MO OAHOMY UMW HECKOSbKUM MpU3Hakam (TemaTuyeckomy,
aBTOPCKOMY, BMAOBOMY, OOBbEKTHOMY).

2.5. ApxmBHOMY (poHAOY OpraHusaumm npucBamBalroTCs HasBaHWe, COOTBETCTBYHOLLEE
HaMMEHOBaHWIO OpraHu3auuun, 1 Homep B nopsiake, onpeaeneHHoM MnyHKToM 3.8. HacToALWMX
MpaBun.

2.6. ApX1BHbIE JOKYMEHTbI OpraHM3aunmn CoCTaBnAT OAMH (€ANHBIN) apXUBHbBIN OOHA:

A0 1 nocre peopraHn3aumn, a Takke U3MEHEHUs CTPYKTYpPbI, LITATOB, €CNN YKa3aHHble
MEpPONpUATUS He MOBMeKnM 3a coboM W3MEeHeHWa uenen v npeameTa AeATeNbHOCTU
opraHusaumu;

A0 1 NoCne U3MEHEHUS TeEpPUTOPUArbHbIX rPaHUL, 4eATEeNbHOCTU OpraHu3aumm;

B Crly4ae CMeHbl ydpeauTens.

B cnyyae nameHeHns cobCTBEHHMKA MMYyLLLECTBA OpraHM3aunn apxmBHble OOKYMEHTbI
opraHu3aummn SOSMKHbI BKNIOYATLCA B pasHble apXMBHbIE OOHAbI.

2.7. B cnyyae peopraHusaumm opraHmsauum ¢ nepegaden oyHKLUMN BHOBb CO34aHHOMN
nnu NHOWN opraHusaumm BCE apXmBHble AOKYMEHTbI nepegatoTcA
opraHn3aumn-npaBonpPeEeMHUKY 1 BKIOYAKTCA B apXUBHbIA (POHL nocrnegHen.

[OKYMEHTbI  MOCTOSIHHOrO  XpaHeHUs W OOKYMEHTbl MO  JIMYHOMY  COCTaBy
NUKBUOMPOBAHHbBIX OpraHn3aunin OOSMKHbI NepefaBaTbCs B YNOPSAOYEHHOM COCTOSIHUM Ha
XpaHeHne B COOTBETCTBYHOLMI FOCYAapPCTBEHHbLIN (MyHULMNANbHbIN) apXuB.

2.8. XpOHONOrM4yeckMmmn rpaHnLamMmm apxmBHoro dooHaa saBnsTesa*(2):

ANS apXuBHOro poHaa opraHusauuu - ycTaHaBnMBaeMble Ha OCHOBE HOPMAaTUBHbLIX
aKTOB AaTtbl CO34aHWa W nukBMaauum opraHmsaumn. NMpyv HannMumMm HECKOmNbKMX akToB 006
obpasoBaHMM opraHn3aumm NpuHMMaeTca aata Hambonee paHHEro U3 HUX;

ANna 06begUHEHHOro apxXMBHOrO )OHAA OpraHu3auun - Aatbl Co3gaHus Hanbonee
paHHen wn nukBugaumm Hambonee nos3gHerM NO BPEMEHU [LesTenbHOCTU OpraHu3auuu,
AOKYMEHTbI KOTOPOW BOLLMM B COCTaB 06 beAMHEHHOIO apXUBHOro (ooHAa;

A5 apXMBHOW KONSEKUMN - AaTbl CAMOro paHHEero U caMoro no3gHero JOKyMeHTa.

2.9. Apx1BHble OOKYMEHTbI AOSMKHbI XPaHUTBCHA B CUCTEMATU3NPOBAHHOM MNOpsaKke B
npegenax apxusHoro oHga. EguHnuen cuctemaTtnsaumm QOKYMEHTOB apXMBHOro (poHaa B
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apxMBe OpraHM3aumm SBRSIETCA COBOKYMHOCTb apPXMBHbIX AOKYMEHTOB WW OTAENbHbIN
AOKYMEHT, OTHOCSLLUMECS K OOQHOMY BOMPOCY AeATeNbHOCTM opraHu3aumm (ganee - eguMHuua
XpaHeHns).

2.10. EgMHnubl XpaHeHuss OOSMKHbl ObITb CMCTEMAaTU3MpPOBaHbI, BHECEHBI B ONMUCU U
odoopMneHbl B nopsgke, obecrneynmBarOEM Y4YeT, MOUCK W UCMOSb30BaHME apXMBHbIX
AOKYMEHTOB.

2.11. EQMHMUbI XpaHeHNa apxXuBHOro ooHaa CUCTEMaTU3MPYHOTCS B COOTBETCTBUM CO
cnegylowmmMm Npu3Hakamu:

CTPYKTYPHbIN (NPUHAANEXHOCTb €AUHUL XPaHEHUS K CTPYKTYPHbIM nogpasgenieHmsim
opraHusaumn);

XpoHonornyecknn (No nepuogam wunuv pgatam, K KOTOPbIM OTHOCATCS eOuHMUbI
XpaHeHns);

YHKUMOHAnNbHbIN, OTpPacreBor, TeMaTU4YeCcKUnh, NPeLMETHO-BOMPOCHLIM (C y4eToM
YHKUMA OpraHu3aumMm, TemM WM BOMPOCOB, KOTOPbIX KacaeTCcs coAaepxaHue eauHuL
XpaHeHns);

HOMUHanbHbIA (MO Oenonpouns3BoACTBEHHOW dopMe - BuaaMm U pasHOBUOHOCTSM
AOKYMEHTOB);

KOppecnoHAEeHTCKUM (N0 opraHu3aumsam, B pesynbTaTe nepenuckn C  KOTopbiMU
obpasoBanuncb eanHNLbl XpaHEHUS);

reorpagouyeckuit (B COOTBETCTBUWU C onpeaesieHHbIMU TePPUTOPUSIMU, HaCESNEHHbIMU
nyHKTaMm1 W Opyrumu reorpaduyeckumm obbektamu, C KOTOPbIMM CBSA3aHO COAepKaHue
AOKYMEHTOB, aBTOpbl, KOPPECNOHAEHTHI);

aBTOPCKMI (NO Ha3BaHWAM OpraHu3aumn unu damMmmnuam rpaxagaH, SABNSALNXCA
aBTopamMu JOKYMEHTOB).

2.12. [lokymeHTbI, Boweawmne B 06 beanHEHHbLIN apXMBHbLIN (bOHA, pacnonararTcs Mo
3Ha4YMMoCTn poHgoobpasoBaTenien, N0 XPOHOMOrMN Co34aHUsa AOKYMEHTOB, Mo andaBuTy
Ha3BaHUN N OpyrMm npmsHakam. B npegenax kaxgoro doHaa, Boweawero B 06begMHEHHbIN
apXuBHbIA (OOHA, NPUMEHATCA NPUHLUMMNBI cCUCTeMaTn3aunmn, BbiIOop KOTOPLIX onpeaenseTcs
XapaKTepoM AeATENbHOCTM KOHKPETHbLIX OpraHmnsaumi, CocTaBOM U 00 bEMOM AOKYMEHTOB.

2.13. Cncrematnsaums JOKYMEHTOB apXMBHOW KOSMEKUMN onpeaenseTcs TeMaTuKom v
COCTaBOM AOKYMEHTOB.

2.14. CoxpaHHOCTb AOKYMEHTOB B apxuBe opraHu3auumm obecnevymBaeTcsl KOMMNIEKCOM
MEpPONPUATUIA MO CO34aHUK HOPMATUBHBLIX YCNOBUIN, COONIOAEHNIO HOPMATMBHbLIX PEXUMOB U
Hagnexawen opraHumsaumm XpaHeHust OOKYMEHTOB, WCKMIOYaloWMX XULWEHWe wn yTpaTy u
obecneuymBaoLLMX NogaepxaHme B HoOpmMarnbHOM (PU3NYECKOM COCTOSTHUN.

B komnnekc paboT no obecneyeHnto COXpaHHOCTM LOKYMEHTOB apxuBa OpraHu3aumm
BKJTHOYAIOTCS:

npegocTaBneHne NoMeLLeHnsa ans pasmeLeHns apxXmBHbIX JOKYMEHTOB;

obecnevyeHne HOPMaTMBHbIX YCNOBUIN XpaHEHNSA OKYMEHTOB;

BbINOMHEHNe TpeboBaHM K pa3MeLleHnio JOKYMEHTOB B apXMBOXPAHUITULLE;

NpoBepKa HaNUunsa N COCTOSAHNSA LOKYMEHTOB.

2.15. ObecneyeHne HOpMaTMBHbIX YCNOBUN XpaHEHNSA OKYMEHTOB BKOYaET:

OCHAaLLlEHNe apxXuBOXpaHUNuUL, cneuuanbHbiM o6opyaoBaHMEM Onsi  XpPaHEHUSA
AOKYMEHTOB;

obopyaoBaHME MNOMELLEHNA apxmBa oOpraHM3auuu CcpeacTtBamMy  MNOXapPOTYLUEHUS,
OXPaHHOW U NOXapHOW CUrHanms3aumen;

cobniogeHne NPOTUBOMNOXAPHOIO PEXUMA;

cobnogeHne OXpaHHOro pexmnma;

CO3JaHMe HOpPMaTUBHbIX TeMnepaTypHO-BMAXHOCTHOrO, CBETOBOrO  PEXMMOB,
npoBeaeHne CaHUTapPHO-TIMIMEHNYECKNX MEPOMNPUATUNA.



2.16. ApxuB opraHumsauuMm pasmelaeTcs B creumanbHO MOCTPOEHHbIX  Unn
NPUCNOCOBEHHbIX AN XPaHEHUS OOKYMEHTOB 34aHWAX UMM B OTAEMbHbIX MOMELLEeHUsX
30aHus.

B apxmBe opraHnsauum gosmkHbl 6bITb NPeayCcMOTPEHbI:

apPXMBOXPaHUIULLE;

nomeLleHne ans npvema, BpeMeHHOro XpaHeHUs JOKYMEHTOB;

nomelleHve Ans UCNONb30BaHUA [AOKYMEHTOB (YMTanbHbIA 3an, y4acToK Bblgauu
AOKYMEHTOB 1 MHPOPMAaLIMOHHO-MONCKOBbLIX CPeACTB);

pabouve KOMHaTbl COTPYAHMKOB apxuBa oOpraHuv3auuu, KOTopble [AOSMKHbl ObITb
N30MMpoBaHbl OT MOMELLEHUN, FAe XPaHATCH apXUBHbIE JOKYMEHTbI.

He ponyckaeTcsi pasmelleHne apxvBa OpraHusauuMuM B nogBasibHbiX W YepAadHblX
nomeLLeHusIX.

2.17. ApxvBOXpaHunuwie  OOMKHO  OblTb  yganeHo  OT  nabopaTopHbIX,
NPOn3BOACTBEHHbIX, ObITOBbLIX MOMELEHUN U HE MMEeTb OBWKUX C HUMU BEHTUNSALMOHHbLIX
KaHanoB. ApXMBOXpaHUNMLLE OTAENAETCH OT COCEQHUX NMOMELLEHNA HECrOpaeMbiMU CTEHaMM
N NepekpbITUAMK C NpegenaMmm orHeCTOMKOCTU He MeHee ABYX YacoB. B apxuBoxpaHunuuie
He JonyckaeTcs npoknagka Tpyd BoOoOCHabXeHust M KaHanusauun, TEXHONOrMYeckue unu
OblTOBbIE BbIBOALI BOAbI.

2.18. lNMpn pasmelleHnn apxuBoxpaHunuuia B crneumanbHOM MK NpucnocobneHHoMm
34aHUK npegnoyTeHne (Mpy paBHbIX TEMMOBbIX XapakKTepucTukax) oTaaeTcsa NoOMeLEeHUsIM C
CEBEPHON OpUeHTauneEN OKOH.

MaTtepunanbl  MOKPbITUSS  CTEH, MNOSIOB, MOTOMKOB, BHYTPEHHEW  apmaTypbl
apXMBOXpPaHUIMLLA, NPUMEHSEMbIE MPU U3rOTOBNEHUN 0O60pyaOBaHUSA U CPEACTB XpaHeHUs
apXMBHbIX OAOKYMEHTOB, HE [OMMKHbI BbIOENSATb arpeccuBHbIE XMMUYECKNe BellecTBa N ObiTb
WUCTOYHMKOM MbINW.

2.19. ApxuBoxpaHunuuie [OOMMKHO WMETb €eCTECTBEHHYK WM  UCKYCCTBEHHYIO
BEHTUNALMIO, obecneynBaroLLyto PeLMPKYNALUIO BO34yXa, CTabunbHOCTb
TemnepaTypHO-BIAXXHOCTHOIO pexuma, O4YMCTKY BO3yxa OT MbIIN U arpeCCUBHbBIX NPUMECEN,
a TakkKe oTBeYaTb COBPEMEHHbIM TPEOOBAHNAM KOMMAKTHOCTM M 9KOHOMUYHOCTMU.

ApXMBOXpaHUIMLLE OOSMKHO MMETb BbIXOAbI K NMMdITaM U NECTHUYHBLIM KreTKaMm.

2.20. ApxmBoxpaHunuiia (3a UCKIOYEHNEM apXMBOXPaHUMNLL, pacrnonaralwmxcs Ha
OXpaHdemon TeppuTOopun) obopyayTcs  OBepsMM  C  MOBLILWEHHOW  TEeXHUYEeCKOW
YKPENSIEHHOCTLI0 MNPOTUB  BO3MOXHOMO B3/IOMa, OCHALLEHHbIMW 3aMKaMWn  MOBbILEHHOM
cekpeTHocTU. OkHa nNOMeWeHUA nepBoro aTaxa [AOSMKHbl OblTb  060pyaoBaHbI
3anvparLmmmcs pelietTkamm*(3).

2.21. Bce nocTynawwme B apxvB oOpraHMsauuum [OOKYMEHTbl pasMellalTcs B
ApPXMBOXPaHUIMLLAX Ha CTaUMOHAPHbIX U/MNN NepeaBMXHbIX MeTanfIM4yecKkux cTennaxax, B
MeTannmMyeckux Wwkadgax unm KoHTenHepax.

Ctennaxu AOMKHbI ObITb YCTAHOBMEHbI MEPNeHAUKYNsipHO CTEeHaM C  OKOHHbIMU
npoemamn, a B nomeweHMn 6e3 OKOH - C y4eTOM OCOBEHHOCTEN MOMeELLEeHUs U
obopynoBaHus. He gonyckaeTcsi pasMmelleHne CTennaxemn BNIOTHYK K HapyXHbIM CTeHam
34aHNSA U K UICTOYHUKaM Tenna.

PacctaHoBka cTennaxen W LWKagoB OCyLWecTBNSeTca B COOTBETCTBMU  CO
cnegyowmmm TpeboBaHNAMM:

paccTosiHne Mexay psgamm ctennaxen (rnaBHbli npoxon) - He meHee 120 cm;

paccTosiHue (MPoXo4) Mexay cTennaxamu - He MeHee 75 cwm;

paccTosiHUe Mexay HapyXHOW CTEHOM 30aHUSA U cTennaxamu, napannenbHbiMU CTEHEe
- He MeHee 75 cwMm;

paccTosHne MeXxay CTEHOM U TOpLOM cTennaxa unm wkada (obxon) - He meHee 45
CwMm;



pacCTosiHME MeXAy NOSIOM N HWKHEW NONKown ctennaxa (wkadga) - He meHee 15 cwm, B
LIOKOSMbHbIX 3Taxax - He meHee 30 cm*(4).

2.22. [MpoTnBONOXapHbIA PEXUM B 30aHUAX, FOe pasMeLlaeTca apxmB opraHMsaumm, un
B apXMBOXpaHWNULWAX yCTaHaBNMBAeTCA B COOTBETCTBMM C HOPMATMBHbIMW MPaBOBbIMU
aktamu Poccunckon ®egepaumm B obnactn noxapHon 6esonacHocTu.

2.23. OxpaHHbI pexum obecneynBaeTcs nytem obopyaoBaHUA apXMBOXpaHUNUL, a
Takke OpYrnx NoOMeLLeHUn, rae NoCTOAHHO UM BPEMEHHO XPAHSATCH apXUBHbIE OOKYMEHTbI,
cpeacTBaMm  OXpaHbl, obecneymBaloWMMN  KOHTPOMb [JOCTyna B apXMBOXpaHUnuwe u
NMoMeLLeHNss apxuBa, M cobnogeHnemM nopsgka caayn Mnof OXpaHy M CHATUA C OXpaHbl,
YCTaHOBEHHOIO PyKOBOAUTENEM OpraHm3aumm.

B cnyyae Bblgaum apxuBHbIX JOKYMEHTOB BO BPEMEHHOE MOfb30BaHWE Mo 3anpocam
rocyaapCTBEHHbIX OpraHoB, OpPraHOB MECTHOr0 CamMOynpaBfieHUS1 U OpraHn3auuin BbIHOC U3
3[aHua apxuBa WNW 30aHUA OpraHM3auMu apxXMBHbIX AOKYMEHTOB paspeluaeTcd TOMbKo Mo
crneymnanbHbIM Nponyckam.

2.24. ApxuBHble JOKYMEHTbI crieqyeT XpaHUTb B TEMHOTE.

Bce Bumabl paboT C OOKYyMEHTaMW LOMKHbI NPOBOAUTBLCS MPU OrFPAHUYEHHbIX WK
TEXHONOrMYeckn HeoHBXOANMbBIX YPOBHSAX OCBELLEHNS.

3awmTa AOKYMEHTOB OT AEeNCTBMS cBeTa obecnevmBaeTcs XpaHeHWEM LOKYMEHTOB B
kopobkax, nankax u nepensneTtax, B WKagax unm Ha ctennaxax 3akpbIToro Tuna.

EctecTBeHHOE OCBelLUeHME B apXMBOXpaHWNULLE OOMNyckaeTcs Npu  yCroBun
NPYMEHEHNA Ha OKHax cBeTopaccemBaTenen, 3alMTHbIX UNBTPOB, LWUTOP, >Karko3wu,
HaHECEHHbIX Ha CTEKNO MOKPbITUA. [Nsi MCKYCCTBEHHOrO OCBELLEHMSI NPUMEHSAIOTCA NnamMmbl
HakanMBaHUs B 3aKpbITbIX NagoHax ¢ rnagkon NOBEPXHOCTHIO.

YpoBeHb OCBELLEHHOCTN B AnanasoHe BMAMMOrO CNekTpa He OOMMKEH MpeBbllaTh: Ha
BepTUKarbHOW NOBEPXHOCTU CTensaxa, Ha BblICOTe 04HOro MeTpa ot nosa - 20-50 nokcos, Ha
pabounx ctonax - 100 ntokcoB*(5).

2.25. B apxuBoxpaHunuLie ans XxpaHeHust LOKYMEHTOB yCTaHaBMMBAKOTCA criegyowme
napamMeTpbl TeMnepaTypHO-BNaXXHOCTHOrO pexunma:*(6)

ANS XpaHeHus OOKYMEHTOB Ha OymMaxHOM HocuTene - Temnepatypa 17 - 19°C,
OTHOCUTENbHAA BNaXXHOCTb Bo3ayxa - 50 - 55%;

AnNst JOKYMEHTOB Ha MarHUTHbIX AWCKaX M AUCKOBbIX Hakonutensax - 8 - 18°C un 45 -
65%;

AnNs AOKYMEHTOB Ha onTuyeckmx amckax - 10 - 23°C un 20 - 50%;

ANS JOKYMEHTOB Ha KMHOMJIEHKE:

C HUTPOOCHOBOMW - YepHOo-6enble: TemnepaTtypa He Bbiwe 10°C, uBeTHbIE: TemMnepaTtypa
He Bblwwe -5°C;

c 6e3onacHoM OCHOBOW - 4epHo-6enbie: TemnepaTypa He Bbiwe 15°C, uBeTHble:
TemnepaTtypa He Bbiwe -5°C;

Ans poToAOKYMEHTOB:

YyepHo-6enble - Temnepartypa He Bbiwe 15°C;

LiBETHbIE - TEMNepaTypa He Bbiwe -5°C.

OTHOCUTEeNbHasA BRaXHOCTb BO3Adyxa, Heobxoaumas Ons XpaHeHUs OOKYMEHTOB Ha
KnMHonneHke un potogokymeHToB coctasnsieT 40 - 50%.

2.26. B apxuBoxpaHunuuie ¢ HeperynmpyembiM KNMMaTOM AOSMKHbI OCYLLECTBNATHCSA
MEeponpuUsaTUS MO ONTUMMU3aUMU TemnepaTypHO-BMIAXHOCTHOrO pexmma C NpUMEHEHUeM
OTONMNEHNSA N NPOBETPMBAHUSA NOMELLEHNI, @ TaKKe MEXaHNUYECKUX CPEACTB YBaXXHEHUS Unn
ocylieHns Bo3ayxa. Peskne konebaHnsa (Ce30HHbIE M B TeYeHUe OAHUX CYTOK) TeMmnepatypbl
(+/- 5°C) n oTHOCKTENBHOM BNaxHocTn Bo3gyxa (+/- 10%) He gonyckatoTcs.

Mpy ONUTENbHOM HapylweHUM TemrnepaTypHO-BAaXHOCTHOro pexuma (0T 3 CyTOK u
bonee), conpoBOXAaloLWEMCS MOBbILLEHNEM OTHOCUTENbHOW BRa)XXHOCTM Bo3gyxa Ao 70 -



90%, npuHMMalOTCA Mepbl NO ero HopManusauum (MHTEHCUBHOE NPOBETPUBAHME, OCYLLUEHME
apXMBOXpaHuUnmLLa).

TemnepaTypHO-BNaXXHOCTHbIN PEXUM KOHTPONUPYETCS MyTEM PEryNApHOro M3amepeHus
TemnepaTypbl U OTHOCUTENBHOW BAAXHOCTM KOMHATHOIO U Hapy)XHOro Bo3gyxa B O4HO U TO
Xe BpemMsa: B KOHOMLMOHMPYEMbIX MOMELLEHUAX - He pexe 1 pasa B Hegenw; B
apXMBOXpaHUMMLLIAX, HEe OCHALLEHHbIX CUCTEMOM KOHOAULMOHMPOBAHUA BO3gyxa - 2 pasa B
HeOento; NPU HapyLEHNAX pexnma - 1 pas B CyTKW.

[Moka3aHusi KOHTPOSTbHO-U3MEPUTENBbHbBIX NPUBOPOB PUKCUPYIOTCS B PErMCTPALMOHHBIX
XXypHanax, B KOTOPbIX TaKkKe OTpaatTcs NMpOoBeEpKa NpaBUITbHOCTU MOKa3aHu nNpubopoB U
Mepbl, MPUHATbIE MO HOpManu3aumm TemnepaTypHO-BIAXXHOCTHOIO pexuma B Ccriydasix ero
HapyLLEeHWs.

Mpn HanuuMm B 30aHMN  apxuBa UEHTpanuM3oBaHHOM cUCTEMbl obecnevyeHus
cobniogeHna TemMnepaTypHO-BNa)XXHOCTHOIO  pexmma B MNOMELWLEHUSAX, T[Ae  XpaHAaTcs
AOKYMEHTbI, KOHTPOSb 3a ero cobniaeHnemM oCcyLLeCTBNAETCS B aBTOMATUYECKOM peXnme.

2.27. lNomMelleHna apxmBa opraHM3aunm SOSMKHbl CoAepXXaTbCs B YACTOTE, B YCIOBUSX,
UCKMIOYaOLWNX BO3MOXHOCTb MOSIBIIEHUS MNIIECEHWU, TPbI3yHOB, HACEKOMbIX, Mbinn. B
NOMELLEHMSX apXUBOXPaHUNUL, OOMKHa BbITb obecneyeHa cBoboaHasn LUMPKynsaumMa Bo3ayxa,
ncknovarLlas obpasoBaHue HenpoBeTpPUBaAEMbIX 30H, onacHbIX B
CaHNTapHO-6MONOrMYECKOM OTHOLLEHUM.

B nomewieHnax apxmBoxpaHunmil, Heob6xoanmo:

NPOBOANTbL CUCTEMATUYECKYIO BrIaXHY0 yOOPKY;

He pexe OAHOro pasa B rof npoBoauTb obecnbinvBaHWe KOpPOOOK C OOKYMEeHTaMu,
LWKapoB, cTennaxemn;

obpabaTbiBaTb LOKOSIbHblIE YacCcTW CcTennaxewn, nosibl, MNAWHTYCbl, MNOAOKOHHWUKN
BOOHbIMM pacTBOpPamMu aHTUCENTUKOB.

2.28. [1Ba pasa B rog (B Ha4ane v no oKOH4YaHWM OTONMUTENBbHOro ce30Ha) AOKYMEHTbI U
NOMELLEHNST apXMBOXPaHUNWLL noaBepralTcad obcnegoBaHMlo ANS  CBOEBPEMEHHOrO
obOHapyXeHuUsi HacekoMblx W nneceHn. [pyn obHapyXeHun Ouonornvyecknx BpeauTenen
NPUHUMAIOTCS CPOYHbIE MEPbl MO AE3NHMEKUUN N OE3UHCEKUMN OOKYMEHTOB U NMOMELLEHUN
cunamm paboTHUKOB apXxmBa, a Npy HEOBXOANUMOCTU - CUNTaMN COOTBETCTBYIOLLMX CITYX0.

2.29. B apxmBoxpaHunuuie 3anpeliaeTca HaxoaAUTbCHA B BEPXHEW odexae, MOKPOW U
rpsasHon 00yBW; XpaHWTb MOCTOPOHHME nNpeaMeTbl, WMyLWEeCcTBO U obopyaoBaHue,
ynoTpebnsaTte NuweBble NPOAYKThI.

2.30. Ob6saA3aTeNlbHbIMK YCNOBUAMU XPaHEHUS SNEKTPOHHbIX AOKYMEHTOB SIBASOTCSA:

HanMumMe B apXxvMBE OpPraHM3auMm He MeHee [OBYX 3K3EMMMSAPOB KaXAOW eanHULbI
XPaHEHUS1 3MEKTPOHHbIX JOKYMEHTOB (OCHOBHOM W paboynii  3K3eMnnspbl  OOSKHbI
HaxXOAUTbCSA Ha pa3HbIX PU3NYECKNX YCTPOMCTBAX);

Hannune TEXHUYECKMX W  MpPOorpamMMHbIX  CPeAcTB, nNpeaHasHayeHHbIX  Ans
BOCNPON3BEAEHNSA, KOMUPOBAHUS, Nepe3anncu SNEKTPOHHbIX OOKYMEHTOB, KOHTpONS
dM3NYECKOrO N TEXHNYECKOrO COCTOSAHUS,

obecneyveHne pexnmma XpaHEHUSA 3MEKTPOHHbLIX OOKYMEHTOB, WCKMOYaloLWEero ytpary,
HeCaHKUMOHNPOBAHHYH PaCChIfKy, YHUYTOXEHNE UNN UCKaXKEHUE NHopMaLnN.

2.31. llepenaya TEKCTOBbIX 3MEKTPOHHbLIX [OOKYMEHTOB [NA XPaHEHUs B apxuB
opraHusaumm,  SBMSKOWENCA  UCTOYHUMKOM  KOMMJSIEKTOBAHUS  FOCYAAPCTBEHHOro U
MYHULMNANbHOro apxuea, ocylwecternseTcs B popmate PDF/A.

2.32. B uenax obecnevyeHnsa XpaHeHUs, yvyeTa U WUCMONb30BaHUS ONEKTPOHHbIX
AOKYMEHTOB, HaxXOASILLMXCA Ha XpPaHEHUMM B apXMBE OpraHm3aumm, OOSMKHO MPOU3BOAUTLCS
CUHXPOHHOE W3MEHEeHWEe MporpaMMHoO-annapaTHoOM cpedbl B OpraHu3auMm M B apxuBe
opraHu3aumm, a Takke CBOEBPEMEHHAs Nepe3anucb SNEKTPOHHbLIX apXMBHbBIX JOKYMEHTOB Ha
HOBbI€ HOCUTENWN 1 B HOBblE doopmaThl.



B npouecce XpaHEHUA 3MEKTPOHHbLIX OOKYMEHTOB B apXMBE OpraHumsauum He pexe
OO4HOrO pasa B 5 neT NpouM3BOAUTCA TEXHUYECKMM KOHTPOSib (OMU3UYECKOrOo COCTOSHUSA
HOCUTENEN SNEKTPOHHBIX AOKYMEHTOB N BOCNPON3BOAMMOCTM 3M1EKTPOHHBLIX JOKYMEHTOB.

B cnyyae ecnu npu ocyLecTBNeHNM TEXHNYECKOTO KOHTPOSISI YCTaHOBMEHbI U3MEHEHNS
PU3NYECKOrO COCTOAHUSA HOCUTENEN SNEKTPOHHbIX OOKYMEHTOB, apXuB OpraHuMsauumn no
pPeLWeHNo PYKOBOAUTENS OpraHM3aumm OOfbKeH npoBoguMTb paboTy no nepesanucu
3MEKTPOHHbIX AOKYMEHTOB Ha HOBbIE HOCUTENN.

Mpn nameHeHnn oopmaToB B pesyrnbTaTe npeobpasoBaHUs NporpamMmmMHoO-annapaTHON
cpeapl, yXyaweHus BOCMPOM3BOANMOCTN SNEKTPOHHbBIX OOKYMEHTOB apXvMB OpraHuM3aummn no
PEeLWEeHNO PYKOBOAUTENS OpraHM3aumm OOfbKeH npoBoguMTb paboTy no nepesanucu
3IEKTPOHHbIX AOKYMEHTOB B HOBLIE dOpMaThl.

Mpn ocyuwectBneHMn nepesanucn [OrmkHa ObiTb obecneyeHa ayTEHTUYHOCTb,
NofIHOTa, AOCTOBEPHOCTb, LIENOCTHOCTb M HEU3MEHHOCTb WMHMpOpMauMn, coaepXxaliencs B
ANIEKTPOHHbIX AOKYMEHTAaX.

TeKkcToBblE 3NEKTPOHHbIE OOKYMEHTbI, NOABEPrINECS Nepe3annucn B HOBble hopmaTsl
n/Mnn Ha HoBble HOCUTENW, OOSMKHbI OTBeYaTb TPeboBaHUAM, YCTAHOBMEHHbLIM MyHKTOM 2.31
HacTosAwwmx MNpasun.

2.33. [Ana onepaTUBHOro [OCTyrMa K 3MEKTPOHHbIM [JOKYMEHTaM B CrnpaBOYHbIX W
NMOMCKOBbIX LIENSAX B apxXmBe co3gaetcs OOHA NONb30BaHMUA 3MEKTPOHHbLIX JOKYMEHTOB.

2.34. Bce nocTynawwme B apxvB oOpraHuMsauum [OOKYMEHTbl pasMellarTcs B
apXMBOXpaHUMMLLIAX Ha CTennaxax unu B Wwkadax B nopsiake, COOTBETCTBYIOLWEM OMNUCAM
aern, OOKYMEeHTOB. [JOKYMEeHTbl, TeMnepaTypHO-BNaXXHOCTHbLIA PEXUM XPaHEHUS KOTOPbIX
pasnuyeH, AOMKHbI pa3MeLLaTbCs B Pa3HbIX apXMBOXpaHUNULLaXx.

2.35. [JokymeHTbl ApxmBHOro ¢oHga Poccunckon Pepepaummn M gpyrme apxvmBHble
AOKYMEHTbI JOMMKHbI XPaHUTLCSA B KOpOOKax Mm nankax, M3rotToBrneHHbIX N3 6e3BpeaHbIX Ans
AOKYMEHTOB MaTepuarnos.

OnNEKTPOHHbIE OOKYMEHTbl Ha n3nyeckm 0B60COOMEHHbIX HOCUTENSAX pas3MeLlarTcs
OTAENbHO OT APYrNX AOKYMEHTOB.

Ha kopobkn npuknenBaroTca Apnblkn, Ha KOTOPLIX yKasbiBaOTCA: HOMepP ooHaa, HOMEpP
ONUCK N KpanHWe HoMepa fen, pasMeLLeHHbIX B JaHHON KOpoOkKe.

[Mopsigok pasmMelleHns ycTaHaBnMBaETCss B 3aBUCMMOCTU OT PacCTOSAHUS Mexay
nonkamu, U3MYEeCKoro COCTOSIHUS Aerl, a Takke OT TBepAOoCTU UMM MSrkocTu nepenneTta.
[ena, nmetowme TBepAbI NepenneT, ycTaHaBNMBaTCA BEPTUKAIIBHO; C MSATKAM NepensieTom
U HenepenneTeHHbIe - FTOPU3OHTAaNBHO.

KopoGku He AomKHbI BbICTYNaTh 3a Npeaenbl NOMoK CTennaxen.

He gonyckaeTtcs xpaHeHne JOKYMEHTOB B TPAHCMOPTHOW Tape, B wWTabensx, Ha nony,
NOOOKOHHUKAX, NECTHUYHbIX Nrowagkax W Apyrux, He npefHasHayYeHHbIX AONs XpaHEeHUS
AOKYMEHTOB MecTax.

2.36. Bce nomelLeHns apxuBa opraHMsauum, a Takke ctennaxm, wkadbl, KOHTENHEPHDI,
nonkn HymepytTcda. Crennaxu, wWkadbl U KOHTENHEPbI HYMEPYHTCA B  KaXOOM
apXMBOXPaHUINLLIE CrieBa HanpaBoO OT BXOOHOW ABEPM, a NOJSIKWU Ha cTennaxax - no wkadgam
CBepXy BHM3, CrieBa Harnpaeo.

2.37. B uensax onpegeneHus Mecta XpaHeHUs [OOKYMEHTOB B apXvBOXpaHunuiie
COCTaBnsAKTCA Tonorpaduyeckme ykasatenu: noctennaxHbole (npunoxedne N 1), a npu
6onbLwom Konuyectee OHAOB - NodoHAoBbIE (Npunoxenne N 2).

2.38. W3meHeHus, npoucxogsiume B pasMeLlleHUM  OOKYMEHTOB,  [OJSMKHbI
CBOEBPEMEHHO OTpaXaTbCA B Tonorpadunyecknx ykasartensx.

2.39. B xoge nNpoBepKM HanMMumsa M COCTOSHUS apXMBHbIX OOKYMEHTOB B apxuBe
opraHusaumu:

yCTaHaBnmBaeTcsa (pakTuyeckoe Hannume eanHUL XpaHeHUsa U COOTBETCTBUE YYETHbLIM



AOKYMEeHTawm;

BbISIBMSIOTCS U YCTPAHAKTCA HEQOCTATKM B YYETE JOKYMEHTOB;

BbISIBNSAOTCSA OTCYTCTBYIOLLME AOKYMEHTBI U OPraHn3yeTcsi PO3bICK;

BbISIBMSIOTCA W YYUTbLIBAOTCSA AOKYMEHTbl, Tpebywume npodunaktmyeckon w/mnm
pecTaBpaunoHHO-NpodmnakTnyeckon obpaboTku.

BbIaBNAOTCA U y4NTBIBAOTCA 3NIEKTPOHHbIE AOKYMEHThI, Tpebylowue nepesanucn Ha
HOBble 9NEKTPOHHbIE HOCUTENMW, MPOBOAUTCA KOHTPOMb (PMU3MYECKOTO WU  TEXHUYECKOro
COCTOSIHUSI eOVHUL, XPaHEHWUS, OCYLIECTBSAETCA MNpoBepka Ha Hanuvuve BpPedOHOCHbIX
KOMMbIOTEPHbIX NPOrpamMM.

2.40. [lpoBepka HanMMYNMA KN COCTOSIHUS [OOKYMEHTOB Ha OyMaXHbIX HOCUTEnNsiX
NpoBOAMTCHA B apXMBe opraHvM3aumMm KOMUCCUEN UMN HE MeHee YeM OBYyMsi paboTHMKamMu He
pexe ogHoro pasa B 10 neT, 3NeKTPOHHbIX JOKYMEHTOB - HE pexe OAHOro pasa B 5 ner.

2.41. Tlpn npoBepKe Hanuuuss U COCTOSIHUS [LOOKYMEHTOB B apxuBe opraHusauum
HeobxoanMmo:

COXpaHATb MNOPSAOK pPacrofioXXeHNs LOOKYMEHTOB Ha CTennaxax, B Lwkadax u
KOHTEMHEpax B COOTBETCTBUM C Tomorpadmuyeckumu ykasatenamu. [lpn  mn3ameHeHuun
pacnonoxeHus aen HeobxoAMMO CBOEBPEMEHHO [enaTb COOTBETCTBYKOLIME 3anucu B
Tonorpadnyeckmx ykasatensx;

nomellaTtb Ha MecTa Haanexawlero xpaHeHusi obHapyXeHHble BO BpPEMSA MPOBEPKU
HenpaBWUITbHO pa3MeLLEHHbIE eOUHULIbI XPaHEeHWS;

u3biMaTb C nocrneaywwen usonaumen OOKYMEHTbI, 3apaKeHHble MfeceHbl unu
Apyrummn duonorndeckumm BpeanTensammn (ons AoOKyMeHTOB Ha ByMaKHOM HocuTene);

n3biMaTb €ONHULbI XPaHEHUS 3NEKTPOHHbLIX JOKYMEHTOB, coaepXaliMe BpeaOHOCHbIe
KOMMNbIOTEPHbIE NPOrpaMmbl, NOMeLLaTb Ha crneuManbHO BblAeNeHHY MoKy (B AWMK) Ans
nocneaytouien obpaboTku;

n3biMaTb U pasmellaTb BCres 3a Y4TEeHHbIMU Aerna, He BHECEHHbIE B OMUCH.

BHeceHune BbISIBMEHHbIX B XOA4e MPOBEPKM HEYYTEHHbIX Aen B OnuCb 3anpelyaeTcs.
Hey4dTeHHble gena nognexat obpaboTke 1 ONMCaHUIO NOCe 3aBepLUeHNst NPOBEPKU.

2.42. TlpoBepka HanMuuusi M COCTOSIHUS [OKYMEHTOB MPOBOAUTCS MNYTEM CBEPKMU
onucaTtenbHbIX cTaTen ONUcK ¢ onUcaHnem aen Ha obnoXxkax.

dun3myeckoe COCToSHNE Aen onpeaensieTcs nyTeM B1u3yanbHOro NpocMoTpa.

[enatb kakne-nmbo NOMETKN UK 3annucu B ONUCSX AeN U APYrMX YY4EeTHbIX JOKYMEHTax
3anpewjaeTtca. B KoHUe kaxgon npocMoTpeHHowm onuckn genaetca 3anuck "MPOBEPEHO" ¢
yKaszaHnem HoMepa W gaTtbl akTa NpoBEpPKU Hann4msa 1 COCTOAHUSA JOKYMEHTOB.

2.43. lpoBepka HanuMuus M COCTOSIHUA OOKYMEHTOB CYMTaEeTCs 3aBepLUEeHHOW nocrie
BHECEHUS UBMEHEHUN, BbISIBNIEHHbIX MPOBEPKOM, B y4ETHbIE AOKYMEHTbI apXuBa.

Mo pesynbTaTaM MNPOBEPKM COCTABNAETCA aKT MNPOBEPKM HANMYMA W COCTOSHUSA
apxuBHbIX AOKYMeHTOB (npurnoxeHve N 3). [lpn obHapyxeHun OwWwnboK B Yy4EeTHbIX
AOKYMEHTax COCTaBMNAETCHA akT O TEXHUYECKUX OLNBKax B y4ETHbIX AOKYMEHTaxX (NpunoxeHne
N 4). B cnydae oBHapyXeHuUsi OOKYMEHTOB, HE OTHOCALMXCS K AaHHOMY (OOHAY, apxuBy
opraHuM3aunn, HeydTeHHbIX, Takke COCTaBMNSeTCA COOTBETCTBYHOLWMA akT (npunoxeHne N 5).
YKasaHHble akTbl MNOAMUCBIBAKOTCA UCMONHUTENSMU W YTBEPXKOAKTCA pPyKOBOAUTENEM
opraHMsaumm unu ero 3amectTuTeneMm, KypmpyrLmnm 4eaTeNbHOCTb apXmBa.

2.44. Ecnn NpoBEPKOM HanMnums U COCTOSIHUSA JOKYMEHTOB YCTAHOBSIEHO OTCYTCTBUE
Aen n JOKYMEHTOB, OpraHmM3yeTcs UX po3bICK.

Po3bICKk apXMBHbIX JOKYMEHTOB, HE OBHapPY)XEHHbIX B X04e NPOBEPKN, OpraHn3yeTcs C
MOMEHTa BbISIBIEHNST OTCYTCTBMSI M MPOBOAUTCA B TeyeHue ofHoro roga. Ha pena, He
obOHapyXeHHble B XO4e NPOBEPKN Hannynsa U COCTOSIHUS OOKYMEHTOB, COCTaBMsieTca akT o6
yTpaTe AOKyMeHTOB (npurnoxeHne N 6), KOTOpbIi paccMaTpuBaeTCsl SKCMNEPTHOM KOMUCCUEN
(ueHTpanbHOM akcrnepTHOM Komwuccuen) (ganee - AK (LUSK) opraHmsaumm n yteepxgaetcs



pykoBOOMTENEM OpraHu3aumm unn ero 3amectutenem. K akTty npunaraeTcss cnpaBka o
npoBeAeHnn po3sbicka, MOArOTOBMIEHHAA M NoAnucaHHast NULOM, NPOU3BOAMBLLMM MPOBEPKY.
AKT 00 yTpaTte [OOKYMEHTOB nNpeacrtaBnseTcss B COOTBETCTBYHOLMA OCY4apPCTBEHHbIN
(MyHMUMNAnNbHBIA) apXmMB UMW YNONHOMOYEHHbLIW OpraH MCNOSIHUTENbHOW BRacTu cybbekTa
Poccunckon depepauum B o6nactm apxuBHOroO Aena Ans MPUHATUS PELUEHUS O CHATUK
yTpayeHHbIX gen ¢ yyeTa.

2.45. [1OKyMeHTbl BblOAlOTCA W3 apXMBOXpPaHWIMLA Ha OCHOBAHUM MUCbMEHHOro
paspelleHns pyKoBOAUTENS apxuBa oOpraHusauumM wunuM ero 3amectutensa (ecnv apxus
ABMSAETCA y4YPEXOAEHNEM), PYKOBOANTENS CTPYKTYPHOrO NoapasaeneHuns opraHmsauni:

paboTHMKaM CTPYKTYPHbIX NOApasaeneHnin opraHmsaumu;

cynebHbiM, MNpaBOOXPaHUTENbHBIM U MHBIM  YNONHOMOYEHHbIM  OpraHamMm B
COOTBETCTBUU C 3akoHoAaTenbCTBOM Poccuiickon ®egepaumu;

WHBbIM NMOMb30BaTENSAM MO MMCbMEHHOMY 3a8BNEHUIO.

[OKyMeHTbI Bbl4aloTCs U3 apXMBOXPAHUIIULL, HA CPOK HE MPEBbILLAOLLMNA:

OOHOrO MecsAla - AN WUCMOMb30BaHUA pPaboTHWKaMM OpraHusauMm u  UHLIMU
nonb3oBaTtensamu;

lecT MecslueB - CcyaeGHbIM, MPaBOOXPaAHUTENbHBIM M MHbBIM  YNONHOMOYEHHBIM
opraHam.

lMpoaneHne yCTaHOBMEHHbLIX CPOKOB Bbl4auy AOKYMEHTOB JOMYCKAeTCs C paspeLleHns
pyKkoBOOMTENSA OpraHn3auMmM Ha OCHOBaHUM MUCbMEHHOro NOLTBEPXAEHUS Nosib3oBaTenst o
coxpaHeHun/obecneyeHnn COXpaHHOCTN JOKYMEHTOB.

2.46. Bblgaya OOKYMEHTOB U3 apXMBOXPaHWIMLLA PErucTpupyeTcsl B KHUre Bblgaun
aen n ocopmngaeTcs:

3aKka3oM (cnyxebHou 3annckon) Ha Bblaadvy gen;

aKTOM O Bbldaye [en BO BpeMeHHOoe Mofb30BaHWe - MNpu Bblgade B CTOPOHHME
opraHusaummn (npunoxeHue N 10).

Mpu TpaHCcnopTUpPOBKe Aen Ha nobble paccTodaHUs obecrneynBaloTCa Mepbl MO OXpaHe
N 3almTe UX OT BO3L4ENCTBUSA BpeaHbIX (hakTOpPOB OKpYXatoLlen cpeabl.

2.47. Bblgayy OOKYMEHTOB Ha ByMakHOM HOCUTENE M3 apXMBOXPaHUNULLA U NMPUEM UX
obpaTHO, B TOM YyuCrie B criydae HeobXoaMMOCTM NOSIMCTHYIO MPOBEPKY HANMMYns U COCTOSIHUS
AOKYMEHTOB Mnepe Bbldayen U3 apxXuBoxpaHunuuia v npu Bo3sparte, NpoM3BOAUT paboTHUK
apxXMBOXpaHunuLLa B NpUCyTCTBUM Nnua, NosyvaroLlero (Bo3spatatoLlero) gena.

BmecTto BblgaBaembIX M3 apxXuBOXpaHWNULIA eOuHUL XpaHeHWs W onucen aen,
AOKYMEHTOB [OJfPKHa pasMeliatbcs KapTa-samectutenb gena (npunoxeHve N 7). Tpu
BO3BpaLLEeHNN fena KapTa-3aMecTuTesb U3bIMaeTCa U XPaHUTCS B apxvBe opraHvsaumm o
MWHOBaHUS HagoBHOCTW.

[ena, BblgaBaemble M3 apXMBOXpPaHUNUWA, OOSMKHbI WMMETb apXMBHbIA  LWINAIP,
NPOHYMepPOBaHHbIE NUCTbLI, MNCT-3aBepuTenb gena (npunoxenne N 8) n NMCT UCNONb30BaHUS
AOKYMEHTOB (npunoxenune N 9).

MoaroToBKa apXMBHbLIX AOKYMEHTOB K Bblaye U3 apXUBOXPaHUNULLA BKIHOYaET:

BblEMKY apXMBHbIX JOKYMEHTOB;

CBEpPKY apXVBHOrMO LWNdpa 1 3arofloBKOB C ONUCHIO Aen, AOKYMEHTOB;

npoBepKy hn3N4eCcKoro CoOCToAHUS gena.

ONEeKTPOHHbIE AOKYMEHTbl BbIOAKOTCA U3 apXMBOXpaHUnuWa B BuAE OSNEKTPOHHbIX
KonMin unn Konnuin Ha OymaxHoMm HocuTtene. [lpun HeobXxoaMMOCTU 3aBEpEeHust KOMui
ANIEKTPOHHbIX AOKYMEHTOB MCMNONb3YyeTCA 3IeKTPOHHAas NoANMCL PYKOBOAUTENST opraHM3aumnm
UM YNOMHOMOYEHHOTO MM [OOSDKHOCTHOrO fnvua unv Npou3BOOUTCS 3aBepeHue  Komnuu
AOKyMeHTa Ha OyMaXHOM HocuTerne B YCTaHOBMEHHOM nopsiake (nMyHKT 5.14. HacToswmx
Mpasun).

2.48. [JOKyMeHTbl U3 apXUBOXPaHWUNULLA, Kak NpaBusio, He Bbl4alTCA:
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npy HannumMm oHAa NONb30BaHUS;

HaxoadaLmecs B Hey4oBNeTBOPUTENBHOM (PU3NYECKOM COCTOAHNN

2.49. B opraHusaumm gomkHbl 6b1Tb pa3paboTaHbl NfiaHbl KOHKPETHLIX MEPONPUATUI U
Apyrve HopMaTuBHblE AOKYMEHTbI, perfiaMeHTupyowme nopsagok pabotbl B YpesBblHaMHbIX
CUTyaumsax, nNpu BO3HUKHOBEHMM KOTOPbIX HEBO3MOXHO oBecneynTb COXPaHHOCTb apXMBHbIX
AOKYMEHTOB.

C cogepxaHMem nnaHOB MEPOMNPUATUN U OPYrMX HOPMATUBHbBIX [JOKYMEHTOB,
onpegensaloWwmnx paboTy apxmsa opraHM3aunmn nNpu YpesBblHanHbIX CUTYaUMNAX, AOSMKHbI OblTb
O3HaKOMMeHbl paboTHMKN apXx1MBa opraHn3aunun.

lll. YyeT nokymeHTOB apxuBHoro coHaa Poccunckon Pepgepaumm n apyrux apxmBHbIX
AOKYMEHTOB B opraHu3auum

3.1. YueTy nognexar BCe XpaHsLWMeca B apxuBe opraHusauumn OOKYMEHTbI, BKIOYas
AOKYMEHTbI MO JIMYHOMY COCTaBY, KOMUN OOKYMEHTOB pOHAA MONb30BaHUA (MPU HanNMuum) u
onucu gen, JOKYMEHTOB.

3.2. OpraHunzauus, SBNAKOWAACA WMCTOYHMKOM KOMMIIEKTOBAHUS rOCY4apCTBEHHOMO
(MyHMUMNanbLHOro) apxuBa, NpeactaBndeT B rocygapCTBEHHbIM (MyHMUMNAMNbHBIA) apXuB
y4yeTHble cBeaeHus 06 oO6beme N cocTaBe, XPaHSALMXCA B apXMBE OpraHM3aunmn OJOKYMEHTOB
ApxusHoro poHaa Poccunckon degepauum n apyrux apxmBHbIX JOKYMEHTOB B COOTBETCTBUM
c PernameHTomM rocygapCTBEHHOro yyeta AOKyMeHTOB ApxuBHOro coHga Poccunckon
denepauunmn, yTBepXKaeHHbIM rpukazom PocapxuBa ot 11 mapta 1997 r. N 11,
(3apeructpupoBaH MuHioctom Poccum 8 utons 1997 r., peructpaumoHHbIn Homep 1344).

3.3. OCHOBHbIMM eguHMLIAMUN Y4eTa apXUBHbIX JOKYMEHTOB SIBIISKOTCA:

apXuBHbIA POHA;

eaHNLAa XpaHeHns - Aeno, anekTpoHHoe aeno (NyHkT 4.34. HacTosawmx MNpasun).

3.4. EanHMuamMm XpaHeHus npucBavMBalOTCA YYeTHble HOMepa, ABNAKLWMECHA YaCTblo
apxmBHoOro wngpa. CeegeHns 0 coctaBe eanHuUL XpaHeHUs N UX KonNnyecTee (OUKCUPYHOTCS B
YYETHbIX JOKYMEHTaX apXmBa.

ApxuBHbIN WKp (0603HaAYeHMe, HaAaHOCMMOE B JIEBOM HWXHEM YNy Ha Kaayro
ednHNLY XpaHeHus B Lensax obecneyeHus ydeta M naeHtudumkaumm) cOCTOUT M3 HOMepa
apXxMBHOro (poHaa; HoMepa onucK gen, JOKYMEHTOB; HOMepa eauHULbI XPaHEHUS.

ApPXMBHbIM  WUNAP  SNEKTPOHHbIX [OOKYMEHTOB, XpaHUMbIX Ha 060COBNEeHHbIX
9NEKTPOHHbIX HOCUTENSAX, YKa3blBaeTCs Ha BKMagbllle, BIOXKEHHOM B oyTNnsAp HOCUTEns.
APXMBHBLIN WINAGP SNEKTPOHHbBIX [LOKYMEHTOB, XPaHUMbIX B WHAOPMALMOHHOM CUCTEME
apxuBa, 4BnsieTca o0si3aTeribHbiM  3f1IEMEHTOM  OMUCAHUS KOHTEWHepa 3NeKTPOHHOro
AOKyMEHTA.

3.5. B apxuBe opraHusaummn BegyTCcs OCHOBHble (0Bsi3aTenbHble) U BCOMOraTesibHble
y4yeTHble OOKYMeHTbl. CocTaB M (POpMbl OCHOBHbIX YYETHbIX OOKYMEHTOB OMPEAENsTCa B
COOTBETCTBUN C HacToswmmu [pasunamu. CoctaB M popMbl BCOMOraTeSibHbIX YYeTHbIX
AOKYMEHTOB OMNpeaensitoTCs apXmMBoM OpraHM3aumm camoCTOSATENBHO.

3.6. B coctaB OCHOBHbIX (00si3aTenbHbIX) YY4ETHbLIX JOKYMEHTOB apxmBa opraHm3aumm
BXOOSAT:

KHUra ydeTa nocTynneHns u BblobITUA gen, OKyMeHToB (npunoxexHne N 11);

cnncok poHao. (npunoxexve N 12);

nncT poHaa (npunoxeHne N 13);

onucb agen, gokymeHTtoB (npunoxenna N 14, 15, 16, 17, 18);

peecTtp onucen (npurnoxerHne N 19).

3.7. B kHury yyeta noctynneHus u BblObITUS Oen, AOKYMEHTOB MOCNeAoBaTeNbHO
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BHOCATCHA BCE MepBUYHbIE U NOBTOPHbIE NOCTYNneHus (BblObITUA) Aen, AokymeHToB. Kaxaoe
noctynneHue (BblbbITME) B npedenax OTYETHOro roga nosiydaet nopsigKOBbIA HOMeEP B
BasfioBOK nocrneaoBaTenbHOCTMY.

ExxerogHo Ha 1 sHBapsi NOABOAUTCS UTOM KONMYeCcTBa MOCTYNUBLUMX WU BbIObIBLUMX 3a
rog gen, AOKYMEHTOB.

3.8. Cnncok (hoHOoB BeAeTCs B apxuBe opraHmsauumn, XpaHsweM OOKYyMeHTbl bonee
ogHoro ¢poHga. B cnucok ¢ooHO0B apXMBHbIN (POHL 3anucbiBaeTCsa TOMbKO OAWH pas, npu
nepBOM MOCTYNSIEHUN B apxuB opraHusaumn. o cnucky poHOOB B BanoBOM MOpsigke emy
npucBaMBaeTCsl YYeTHbIW HOMEp, KOTOPbIA COXPAHSAETCA 3a HUM BO BCEX Y4YETHbIX
AOKyMeHTax.

B cnyyae nepegauyvM apxvmBHOro (poHga B OPYron apxuB, BKITIOYEHUA €ro B COCTaB
00beANHEHHOrO apXMBHOrO OHOA WNU BblAENEHUsT BCEX [OOKYMEHTOB K YHUYTOXEHUIO
ocBobOAMBLUMIACA HOMEP OPYrOMYy apXMBHOMY (DOHAY HE NpucBavBaeTCs.

O6beanHeHHble apxmBHble OOHAbI U apXUBHbIE KOMSEKLMU YYUTBIBAKOTCS Ha OOLLMX
ocHoBaHuax. O6beanHEHHOMY apxMBHOMY OOHAOY, 0b6pa3oBaHHOMY M3 apXUBHbIX POHAOB,
paHee YYTEeHHbIX CaMOCTOATENbHO, NMPUCBaMBaETCA HOMEpP OLHOro M3 apXuBHbIX (POHOOB,
BKIMOYEHHbIX B €ro COCTaB.

B apxmBax opraHuMsauum - WCTOYHWKOB KOMMSIEKTOBAHUS  rOCy4apCTBEHHbIX
(MyHMUMNAanbHbBIX) apXMBOB MPOCTAaBISETCA HOMEpP apXMBHOroO (hoHAa, 3a KOTOPbIM OH Y4TEeH
B rocygapCTBEHHOM (MyHMUMNANbHOM) apxmBe, M KOTOPbIA COXPaHAEeTCs 3a HUM mnocrne
NOCTYNSIEHUSA ero JOKYMEHTOB Ha MOCTOSIHHOE XpaHeHue.

HasBaHve apxmBHOro ¢poHaa BHOCUTCS B CNNCOK OOHAOB HAa OCHOBaHMUM NCTOPUYECKOM
crnpaBku K OHAY MW TUTYNBHOrO NUCTa ONUCK Aerl, AOKYMEHTOB.

HasBaHve apxmBHOro ¢oHga COCTOMT M3 MOMHOro M (B CKOBKax) COKpaleHHOro
HanmeHoBaHus oHO00Opa3oBaTensd, C ykasaHMeM ero NogYNHEHHOCTU, MECTOHAXOXAEHNS,
AaT cosgaHusa v nukemgauuu. Ecnu HammeHoBaHne doHpoobpasoBaTenisi N3MEHSNOCh, TO B
cnucke POHOOB yKasblBaeTCA ero nocrnegHee HasBaHWe B paMKax nepuoga, 3a KOTOopbin
NPUHATBI JOKYMEHTbI. Bce npegbiaylune nepenMeHoBaHUsa oTMedaloTca B nnucte oHaa.

HasBaHne o6beaMHEHHOro apxuBHOro ¢oHga cocTouMT M3 0606LEeHHOro HasBaHuSA
BKIMIOYEHHbBIX B HEro apxvmBHbiX (POHAOB, M3 MNEepedYHs Has3BaHWM CMEHSBLUMX ApYyr Apyra
opraHunsaumin. KOHKpeTHble HaMMEeHOBaHNA BCEX OpraHn3aunini, AOKYMEHTbI KOTOPbIX BOLUSM B
00beaNHEHHBIN apXMBHbIM OOHA, a TaKkKe WX MNepevMEeHOBaHUs YyKasblBalTCA B JfUCTe
doHaa.

B HasBaHMM apxMBHOW  KOMNMEKUMW  yKasblBaeTCs npu3Hak (Npu3Hakn) ee
dopMupoBaHUSI.

ExerogHo Ha 1 saHBaps K cnucky POHOOB COCTaBnsieTCs WToroBad 3anncb O
KONMM4yecTBe apXMBHbIX (POHOO0B, MOCTYMMBLUMX W BbIObIBLUMX B TedeHue roga, u obLiem
KONnyecTBe apXmBHbIX (OOHOOB, HAXOASLMXCS HA XPaHEHUN B apXmBe.

Cnncok hoHO0B 3aKrntovaeTcs B TBEPAYHO OBIIOXKY, NMUCTbl HYMEPYITCS, COCTaBnseTcs
nNCT-3aBepuUTEnb.

3.9. Jluct poHaa coctaBnsgeTca Ha Kaxabl apxvBHbIM poHA. B HEM yyuTbiBaOTCS BCe
onucu gen, JOKYMeHTOB (hoHAa.

Jluct cboHoa moxeT BbITb NepecocTaBrieH TONbKO B Cryvae, €CnNn OH HeucnpasBuMMO
noBpeXaeH UnNu nepecTtaeT oTpaxaTb (PakTUYecKoe COCTOSAHNE U 0B6beM apXMBHOro oHAa.
B cnyyae nepecocTaBneHus nucta poHaa paHee OENCTBOBABLUMIN NUCT poHOA nomeLaeTcs
B geno ¢oHaa. B BepxHem npaBoMm yrny oboux nucTtoB ¢poHaa genarTca oTMeTku: "fluct
nepecocTaBnen" ¢ ykasaHnem faTbl NepecocTaBnebing, AOMMKHOCTM U NOANUCK COCTaBUTENS.

JIncTtbl OHOOB XpaHATCS B MOPsiAKE HOMEPOB apXUBHbIX (hoHAoB. K Kaxaon nanke
COCTaBMsETCHA JIMCT-3aBepUTENb, A€ YKa3blBalOTCA HadanbHble W KOHEYHble HoMepa
apXxmMBHbIX (POHOO0B M obLlee KONMMYECTBO apXMBHbIX POHOOB, FIUCTblI KOTOPbIX HAXOASATCSA B



narke.

3.10. B onucu gen, [OKyMeHTOB (rogoBOM pasfene onucu aen, A0KYMEHTOB) eANHULbI
XpaHEHUS yYUTbIBAOTCA B COOTBETCTBUM C CUCTEMaTU3aumMen 3a NopsaKoBbIMU YYETHbIMU
HoMepamu.

lMepBomy rogoBoMy pasgeny onucu ger, JOKYMeHTOB (hoHAa npucBavMBaeTcs HoMep
no nNucty doHaa, Bce nocreaylowme rogosble pasgenbl YNCAATCA 3a JaHHbIM HOMEPOM [0
3aBepLUEeHNs onmcuy.

He ponyckaeTcss npucBoeHMe onucsaMm Aen, AOKYMEHTOB OOMHAKOBbIX YYEeTHbIX
HOMepOB B npegenax ogHoro goHaa.

B KkoHUEe BCex ak3eMnnsipoB OnNuUcCU Aen, AOKYMEHTOB AeriaeTcd uToroBas 3anuchb, B
KOTOPOWN yKa3blBAE€TCH KONMMYECTBO HAXOASALWMXCA Ha XPaHEHUN eOUHUL, XpPaHEHUS, NePBbIA U
nocrnegHnn Homepa eauMHUL, XPaHEHUA MO OMNUCU, YKa3blBalOTCA MMeERLWMeca Mponycku
HOMEpPOB, NMNTEPHbIE HOMEPA, BbIObIBLUNE €ANHULbI XPAaHEHNS U OCHOBaHWE BbIObITUS.

lMocne kaxgoro nOCTynneHna wunuv BblIObITUSS OOKYMEHTOB COCTaBnseTcss HoBasi
NTOroBas 3anucb K ONUCK Aen, JOKYMEHTOB, KOTOpas MoAnUCbIBAeTCs €e COCTaBUTENEM C
yKaszaHnem AOSMKHOCTU U AaTbl COCTaBIEHUS.

Ecnu onucb gen, OOKYMEHTOB COCTOUT M3 HECKOSIbKMX FOAOBbIX pa3fernoB, TOMOB,
NTOroBas 3anucb COCTaBNSAETCS K KaX4OMYy roqoBOMY pa3geny, TOMy; KpOMe TOro, K KaKgomy
nocnegyoLweMmy roooBomMy pasgeny, TOMy B HapacTarllweM nopsake cocTaBnsieTcs cBogHas
nTorosas 3anuchb.

opoBble pa3genbl, eCriv OHU He ABMSKTCH 3aKOHYEHHOW ONUCHIO, HE MOALIMBAOTCS U
He nepenneTarTCd; OHN XPaHATCS B apXMBe B narnkax.

3akoHYeHHast onucb Aen, AOKYMEHTOB [OOJKHa BKNoYaTb He ©onee 9999 eguHuy
XpaHeHus.

3aKkoH4YeHHas onucb Aer, AOKYMEHTOB BMECTe C TUTYMbHbIM FIMCTOM M CMPaBOYHbIM
annapaTtoM K HeW 3akroyaeTcs B TBepayl OBMOXKY, HymepyeTcs W MOALUMBAETCHd, WUim
nepenneTtaeTcs.

Kaxxgasa 3akoHYeHHasa onucb Aen, 4OKYMEHTOB, TOM ONuUCKU Aen, AOKYMEHTOB AO0SKHbI
UMETb NNCT-3aBepUTEnb.

3.11. Mpu HannuMn B apxmBe opraHusauuu AByX WU Oonee onucen aen, JOKYMEHTOB
BedeTcs peecTp onucen (npunoxenue N 19).

Onucn  pgen, [JOKYMEHTOB BHOCATCA B pPeecTp OnNuce B XPOHOSIOrMYeckom
nocnenoBaTenbHOCTM NOCTYNNEHNSA NOA COOTBETCTBYIOLLMMWN NOPSAKOBBIMUA HOMEPaMM.

B peecTtpe onucen uKCMpyoTCs OCHOBHbIE JaHHbIE MO COCTaBy KaXaon NOCTYNMBLLEN
B apxXmvB OpraHu3auuu onucu gen, OAOKYMEHTOB: HoMep ¢oHAa, HOMep OMUCK, KONMMYeCcTBO
€eVHNL, XpaHEHNS B OMUCU, KONIMYECTBO JIMCTOB B OMUCU U €€ 3K3EeMIMMISIPOB.

3.12. [Ana uUeHTpanu3oBaHHOIO rocydapCTBEHHOro y4veta [OOKYMEHTOB ApPXMBHOIO
doHaoa Poccunickon depepaumm B apxuBe opraHMsauuu, SBNSIOWENCS WUCTOYHUKOM
KOMMMEKTOBAHNSA rOCygapCTBEHHOro (MyHMUMNAnbHOro) apxvBa, COCTaBnsieTcs nacnopt
apxmBa opraHmsauumn.*(7)

3.13. ApxvB opraHu3saumMm MOXeT BECTU TaKkKe y4yeT B aBTOMaTU3NPOBAHHOM peXxume -
B BuAe y4eTHbIX 6a3 gaHHbIxX (B).

YyeTHble B[l nNpuMeHATCA BO B3aMMOCBSA3M C APYrMMU MHAGOPMaUMOHHbIMU B[,
UMELLNMUCA B apXmMBe OpraHuM3aumm, U OOSMKHbl O6biITb COBMECTUMbI C COOTBETCTBYIOLLMMM
yyeTHbiMM B[l rocygapcTBeHHbIX (MyHMUMNANbHbLIX) apxXMBOB W OPraHoB YnpaBneHus
apXMBHbIM enoMm.

3.14. Y4yeTHble QOKYMEHTblI apxuBa opraHusaumm, Kpome onucen aes, OOKYMEHTOB,
npegHasHavyarTca AN crykebHoro nofnb3oBaHWsS 1 NoNb3oBaTeNnsM He BblgaloTcs.

3.15. YyeT noctynneHuss n BbIOGbITUS Oen, AOKYMEHTOB B apxuBe OpraHm3aumm
OCYLLEeCTBMNAETCA Ha OCHOBAHUN:



onucu gen, 4OKYMEHTOB CTPYKTYPHOro noapasaeneHns u rogoBoro pasgena CBOAHOM
onucu gen, JOKYMEHTOB OpraHusauuu;

HOMEHKIaTypbl Aen opraHM3auum, 3amMeHsIloLLEeN roqoBOM pasgen CBOAHOW onncu aen,
AOKYMEHTOB OpraHusauuu;

aKTa 0 TEXHUYECKNX OWMnOKax B y4ETHbIX AOKYMeEHTax (npunoxeHue N 4);

akta 06 oBHapyXeHUM OOKYMEHTOB (He OTHOCALMXCS K OaHHOMY poHay, apXxuBy,
Hey4YTeHHbIX) (npunoxexHne N 5);

akTa o6 ytpaTe fokymeHToB (npunoxeHune N 6);

aKkTa npuema-nepegavm apxmBHbIX JOKYMEHTOB Ha XxpaHeHue (npunoxenune N 20);

aKkta O BblOEMNEHUN K YHUYTOXEHUIO apXUBHbIX [LOKYMEHTOB, He noanexawymx
XpaHeHuto (npunoxenne N 21);

aKkTa 0 HeucnpaBMMbIX MOBPEXAEHUAX apXUBHbIX AOKYMEHTOB (npuroxeHune N 22);

Ha ocHoBaHMM YyKa3aHHbIX OOKYMEHTOB BHOCATCA HeOOXoaMMble W3MEHEHUSI B
OCHOBHble (00s3aTenNbHbIE) YY4EeTHbIE AOKYMEHThLI apXmBa:

B KHWUry y4yeTa NoCTynneHus u BbldbiTUs Aen, AoOKyMeHToB (rnpunoxeHne N 11) n B nuct
doHga (npunoxenne N 13) - Npu KaxgoM U3MEHEHUW B COocTaBe M 0b6bemMe JOKYMEHTOB
apxvmBa opraHusauuu;

B cnncok coHaoB (npuroxenne N 12) - npy NOCTYNAEHUN HOBOro apXmMBHOro doHaa
nnu BblObITUM BCEX AEN, AOKYMEHTOB, HAXOAUBLLENOCSA HA XpaHEHUN apXMBHOro poHaa*(8);

B peectp onucen (npunoxeHve N 19) - npu NocTynsieHnn HOBOM ONUCK UK BbIOLITUN
BCEX €AWMHUL, XPaHEHUS, HaxOOMBLUENCS Ha XpaHeHuu onucu. Homep BbIObIBLLEN ONUCK
APYrum onucsim en, JOKYMEHTOB He NpucBanMBaeTCs U OCTaeTcs CBOOOAHbLIM;

B ONMCU [en, AOKYMEHTOB - MNpU KaXOoM MOCTYNfneHun w/vnn BbIObITUM gen,
AOKYMEHTOB, YYTEHHbIX B JAHHOW OMUCK.

CooTBeTCTBYIOLLNE UBMEHEHNSA BHOCATCS BO BCOMOraTeSlbHbIE YY4E€THbIE AOKYMEHTbI.

Bce akTbl, JOKYMEHTUpYyOLME pe3ynbTaTbl apXMBHbIX paboT, BKAOYaATCA B Oero
doHAa, KOTOpOe 3aBOOAMTCA Ha Kaxabl (POHA, HaXOASALWMWCA Ha XpaHEeHUUM B apxuBe
opraHnsaumn.

[eno oHoa, Hapsgy C  OOKYMEHTaMu, oTpaxawwmmui uUctopuio  doHga wu
oHooobpa3oBaTens, BKNOYAET Yy4vyeTHble [OOKYMEHTbl, XapakTepusyllne Wn3MeHeHus
doHaa.

IV. KomnnekroBaHue apxuBa opraHM3sauum AoKyMeHTaMu apxuBHoro choHaa
Poccuinckon ®Pepgepaumuv u opyrumm apxmBHbIMU AOKYMEHTaMu

4.1. JokymeHTbl ApxusHoro coHaa Poccuinckon ®egepaummn n JOKYMEHTbl BPEMEHHbIX
(cBbiwe 10 neT) CPOKOB XpaHeHUs, B TOM YuCne MO fIMYHOMY COCTaBy, NepeaatrTcs B apxvB
opraHu3aumm He paHee, YeM 4Yepe3 OOUH rog U He No3gHee, YeM 4Yepes Tpu roga nocne
3aBepLUeHns aen B 4enonpon3soacTse.

[OKYMEHTbI MO JfIMYHOMY COCTaBY [OCYLAPCTBEHHbIX [PaXgaHCKMX Chyxawmx u
MYHMUMMANbHbIX CRYXallMX, YBOSMIEHHbIX C FOCYAapCTBEHHOW rpaXKaaHCKOW Cryxbbl wmnu
MyHUUMNAanbHoOW cnyxobbl, nepefalTcs B apXxvB opraHu3aumm rno ncredeHun 10 net co gHs
YBOJTbHEHUS.

4.2. [lena BpemMeHHbIXx (00 10 neT BKMHOYUTENBHO) CPOKOB XpPaHEHUS B apXmMB He
nepepatoTca. OHM XpaHATCA B CTPYKTYPHbIX NOApa3faeneHnsix opraHmsaumm n no ncteveHum
CPOKOB XpaHeHus nognexaT YHUYTOXEHUIO B YCTAHOBSTIEHHOM Nopsiake.

B wuckniountenbHbIX Ccnydadx Mo peLeHUo pykoBoAUTENS opraHuvsaumm gena
BpeMeHHbIX (4o 10 neT BKNOUNTESNBHO) CPOKOB XpaHEHUS NepefatTcs B apxXmMB opraHusaumm
no onucsim gen, 4OKYMEHTOB UMM MO HOMEHKNaType gen.



4.3. [lokyMeHTbl MOCTYynaKT B apxXuB OpraHusauuu nocrie npoBefeHUs 3KCnepTusbl
LlEHHOCTW.

4.4. PeweHna o BKMYeHMM B cocTaB ApxmBHOro doHga Poccuinckon depepaumm
KOHKPETHbIX  [JOKYMEHTOB NPMHUMAKOTCA  3KCMEPTHO-MPOBEPOYHbLIMU KOoMmUccnsamm
denepanbHbiX roCyAapCTBEHHbIX apPXMBOB M YMNOSIHOMOYEHHbLIX OPraHOB WCMOMHUTENBHON
Bnactn cyobektoB Poccunckon degepauum B obnactm apxusHoro gena (ganee - 3MXK
ApPXMBHOTO ydpexaeHuns) B npegenax komneTeHuuu.

4.5. Llenbto akcnepTmsbl LEHHOCTU JOKYMEHTOB B OpraHn3auumn siBfsieTcA:

OTOOp [OOKYMEHTOB ANs BKOYEHMss B cocTaB ApxuBHoro doHga Poccuinckon
depepaunu;

BbISIBNIEHNE [OKYMEHTOB, He MoAanexawux ganbHEenWweMy XpaHeHuo. JKcnepTuse
LEeHHOCTU noanexart Bce AOKYMEHTbl OpraHusauuMuM Hes3aBMCUMO OT BMAOB HoOcUTenem u
crnocoboB 3anucu.

[o npoBeneHust akcnepTu3bl LEHHOCTU B COOTBETCTBMM C nyHkTamu 4.6. - 4.13.
HacToawmx NMpaBun yHUYTOXEHNEe JOKYMEHTOB 3anpeLlaeTcs.

4.6. JkcnepTn3a LEHHOCTN JOKYMEHTOB NPOBOAUTCS HA OCHOBE:

OEeNCTBYIOLWEro 3akoHogaTenbCTBa U MHbIX HOPMAaTUBHbIX NPaBOBbLIX akTOB Poccumnckomn
degepauum B obnactn apxuBHOro gena, MHopmaumm n AOKYMEeHTaUMOHHOro obecneveHmns
yrnpaBsneHus;

TMNOBbIX, BEAOMCTBEHHbIX U WHbIX MEepeYHer OOKYMEHTOB C yKa3aHWEM CPOKOB WX
XpaHeHUs1, TUMOBLIX U MPUMEPHbLIX HOMEHKNATYpP Aen.

4.7. B opraHmnsauuu ans npoBefeHns akcrnepTusbl LLEHHOCTU LOKYMEHTOB co3faeTcs
akcnepTHas komwuccus (ganee - OK)*(9). B opraHmsauusix, MMEKLMNX CIIOXKHYH CTPYKTYpy
n/vnn NoaBeAOMCTBEHHbIE OpraHuMsauuu, CO34altTCHa LEeHTpasnbHble 3KCNEPTHbIe KOMUCCUMU
(oanee - LUOK).

4.8. LU3K (OK) siBnsieTca coBellaTesibHbIM OpraHoM Mpy pyKoBOAUTENE OpraHu3auuu,
co3gaeTcd NpuKasom opraHnsaummn, JeNCTBYET HAa OCHOBAHUN MOMOXEHUS.

3agaun un  yHkuum UIK (OK) opraHmsaumMm - WUCTOMHMKA KOMMSIEKTOBAHUA
onpeaensatTca NoNoXeHneM, yTBEPXXAaeMblM PYKOBOAUTENEM OpraHu3auuu.

4.9. OcHoBHoM 3agadven LUOK (OK) sBngaetca opraHusaums n nposegeHue akcnepTusbl
LEHHOCTN JOKYMEHTOB.

OcHoBHbIMU yHKUMAMKU LIOK (3K) asnatoTes:

opraHuMsaumsa exerogHoro otbopa gen Ans XpaHeHUs U YHUYTOXEHUS;

pacCcMOTpPEHNE N corflacoBaHWe NPOEKTOB HOMEHKMaTypbl AeSl opraHusauuu, onucemn
Aen, JOKYMEHTOB NOCTOSIHHOMO M BPeMEHHbIX (cBbiwe 10 neT) CpoKOB XpaHeHUs, B TOM Yucre
MO NIMYHOMY COCTaBY, aKTOB O BblAESNTIEHUN K YHUUTOXEHUIO en, He noasniexallinx XpaHeHuto,
N OpYrux akTos;

noAroToBKa npeasioxXeHnn o6 onpefeneHnn CpoKoB XpaHEHUA [OOKYMEHTOB, He
NpeayCMOTPEHHbIX nepeyHam*(10), n 06 M3MeHEeHUM CPOKOB XpPaHEHUST OTAESNbHbIX KaTeropum
AOKYMEHTOB, YCTAHOBEHHbIX NEPEYHAMU;

yyactMe B MOArOTOBKE WM PacCMOTPEHMM MPOEKTOB HOPMATUBHBIX U METOANYECKMX
AOKYMEHTOB MO Bornpocam paboTbl C AOKYMEHTaMN B OpraHM3aumu;

MEeTOoOMYECKOE pYyKoBOACTBO pabotamm B obnactu obecneyeHusi COXPaHHOCTU
AOKYMEHTaNbLHOIro U apxXmBHOro (poHO0B opraHM3aunu.

4.10. JkcnepTm3a LEHHOCTN OKYMEHTOB B OpraHM3aumm NnpoBOAUTCS:

B Oenonpov3BOACTBE - MNPU COCTaBfEHUW HOMEHKNATypbl Aen opraHuv3aumm 1 npu
NOArOTOBKe AenN K nepegaye B apxus;

B apxmBe opraHuMsaummn - B npouecce noaroToBKM Aen K nepegade Ha MOCTOsIHHOEe
XpaHeHue.

4.11. SkcnepTmsa LEHHOCTN JOKYMEHTOB NPOBOAUTCH €XErogHo.



Mo pesynbTatam aKCnepTU3bl LEHHOCTU B CTPYKTYPHbLIX NOApa3AeNeHnsax opraHnsaumm
COCTaBSAKTCA ONUCKU AeN CTPYKTYPHbIX nogpasgeneHui: NoCTOSHHOro, BPEMEHHbIX (CBbIlle
10 neT) CPOKOB XpaHEHUs1, N0 NIMYHOMY cocTaBy (npunoxeHne N 23, 24), Ha OCHOBE KOTOPbIX
B apXuBe OpraHM3aunm coCTaBnATCA rogoBble pasgenbl COOTBETCTBYIOLWNX CBOAHbLIX ONUCEN
Aen, OKYMEHTOB.

Ha pena c uWCTeKWMMM CpoKaMuM XpaHEHUs B CTPYKTYPHbIX NoapasgeneHunsx
opraHuMsaunmn CoCTaBrATCA NPEaIOXKEHNS K aKTy O BblAENEHUN K YHUYTOXEHUIO JOKYMEHTOB,
He nognexalmx xpaHeHuto (no gopme akta, npuroxerne N 21).

Ha ocHoBe npeanoXeHun CTPYKTYpPHbIX nogpasgeneHun cnyxba genonpon3BoacTea
opraHM3aumm cocTaBnseT akT O BblAEMNEHUN K YHUYTOXEHUIO OOKYMEHTOB, HE nofnexalinx
XpaHeHuto (npunoxenne N 21).

[ena BkNYalTCHA B akT O BblAENEHUN K YHUHMTOXEHUIO JOKYMEHTOB, HE noanexalumx
XpaHEHUIO, eCnn NpeayCMOTPEHHbIA ANA HUX CPOK XpaHeHus uctek K 1 aHBapsa roga, B
KOTOPOM COCTaBJIEH aKT.

Hena ¢ otmeTkon "OMNK"*(11) nognexaTt NOIMCTHOMY NPOCMOTPY B LIENSAX BbISIBIIEHUS
AOKYMEHTOB, NoAnexalumx NoCTOSHHOMY XpaHeHuto. BbiiBNeHHbIE B TakMX Aenax JOKYMEHTbI
MOCTOSIHHOTO XPaHEeHWs BbIAENSATCA W MNPUCOEAUHAIOTCA K OAHOPOAHBIM Aenam  wunu
OpMUPYHOTCHA B CaMOCTOATENbHbIE Aena.

OcTtanbHble OOKyMeHTbl ¢ oTmeTkon "JOIMK" BknovalTCa B akT Ha YHUYTOXEHue. pu
aToM oTMeTKa "3OlNK" B akTe He yka3blBaeTcs.

Onucun Ha gena, 4OKYMEHTbl MOCTOSIHHOMO XpPaHEHUS U NO NIMYHOMY COCTaBY W aKTbl Ha
YHUYTOXEHNE OOKYMEHTOB paccMaTtpusatoTcs Ha 3acegaHum LIOK (BK) ogHosBpeMeHHo. Mo
ntoram paccmotpenus LIOK (3K) cornacosbiBaoTcsi onvcu agen, AOKYMEHTOB MOCTOSIHHOIO
XpaHEHUS N NO NIMYHOMY COCTaBY M aKTbl O BblAENEHUN K YHUHTOXEHNIO JOKYMEHTOB.

CornacoBanHble LIOK (OK) opraHusaumm onucu gen gOKyMeHTOB (roqoBble pas3gensl)
npegcrtaenaTca Ha paccmoTpeHue JlK:

MOCTOSIHHOIO CpOKa XPaHeHUs - Ha YTBEepPXAeHWE;

MO NIMYHOMY COCTaBY - Ha corflacoBaHue;

OlK yTBepxgaeT onucu aen nocTOAHHOrO XpaHeHUs U CornacoBbiBaeT ONUCK Aen no
NMYHOMY COCTaBy.

Onucu gen, oOKYMEHTOB (rogoBble pasgenbl) HanpaensaTca Ha paccmoTperne JMNK B
Tpex ak3emnsisipax Ha GymMakHOM HOcUTene U OQHOM 3K3eMMNsApe Ha dNEKTPOHHOM HocuTene
Yyepes 3 rofa nocne 3aBepLleHNs aen B 4efonpon3BOACTBE.

Mocne yTBepxaeHus n cornacosaHma IlK onvcen gen, 4OKYMEHTOB, OMUCKM U aKT O
BblAEMNEHUMN K YHUYTOXEHUIO [AOKYMEHTOB, He noAafiexallmMx XpaHeHulo, YTBepXaakTcs
pyKoBOoOUTENEM OpraHusauuu, nocre 4Yero fena, BblAENEeHHble MO aKTy K YHUYTOXEHWIO,
MOTYT ObITb YHUYTOXEHBI.

4.12. OpraHunsaunn, B OeATENbHOCTM KOTOPbIX HE CO30alTCs JOKYMEHTbl APXMBHOMO
doHaa Poccunckon depepaummn, cosgaroT onucum gen no fIMMHOMY COCTaBy WM onucu gen
BpeMeHHbIX (cBbiwe 10 feT) CpoKoB XpaHeHUs n obecnevnBalroT UX COXPAHHOCTb.

OpraHusauumn Takke COCTaBrSOT akTbl O BbIAENEHUN K YHUYTOXEHNIO JOKYMEHTOB, HE
noanexawmx XpaHeHWto, U YHUYTOXatT YKa3aHHble OOKYMEHTbl MO MCTEYEHUN CPOKOB WX
XpaHEeHMS TOMbKO MOCMe COCTaBfeHUs rogoBbIX pasdenoB onuMcen Aesn no JIMYHOMY COoCTaBy
3a COOTBETCTBYHOLLMI NEPUOS U UX YTBEPXKOEHUS PYKOBOAUTESNEM OpraHn3aumn.

4.13. dena Ha OymaxHOM HOcuUTene, BblOENEHHbIE K YHUYTOXEHUIO, NepegarTcs Ha
YHUYTOXEHNE (YyTunmM3aumio) NO akTy O BbIAENEHUM K  YHUYTOXKEHUK [OOKYMEHTOB
(npunoxeHne N 21), a Takke Ha OCHOBaHUM WHbIX OOKYMEHTOB, MOATBEPXAANOLMX CaKT
cAayn OKYMEHTOB Ha YHUUTOXEHME (YTUIn3aumio).

ONeKTpOHHbIE ferna C WCTEKWMMU CPOKaMW XpaHeHusa noanexaT BblAeneHuo K
YHUYTOXEHUNIO Ha OBLLMX OCHOBaHUSAX, MOCMe Yero NpoBOAUTCA UX (PU3NYECKOE YHUUYTOXEHNE



UIN YHUYTOXEHME NPOrpaMMHO-TEXHUYECKMMU CPeaCcTBaMy C COOTBETCTBYIOLLIEN OTMETKON B
aKkTe O BblOENEHUN K YHUYTOXEHUIO OOKYMEHTOB (rpunoxeHve N 21).

4.14. Ina obecnevyeHnsa nopsigka OPMMPOBAHNA M y4eTa Aen B Aeronpou3BoAcTBeE
opraHu3aummn cocTaBnsieTcs HOMeHKnaTtypa gen.

4.15. HomeHknatypa gen 3akpennseTt knaccudukauuio (rpynnmpoBKYy) MCMONHEHHbIX
AOKYMEHTOB B [ena (3MneKTpOoHHble Aerna) U ABNSeTCs OCHOBHbIM Y4YE€THbIM [LOKYMEHTOM,
OoTpakatoLLMM COCTaB M OpraHn3auunio JOKYMeHTanbHOro hoHaa opraHmsaumm.

4.16. HomeHknaTypa [fen sBnsieTCA OCHOBOW [ANfs COCTaBfieHMs onucen Aaen,
AOKYMEHTOB MOCTOAHHOIO M BpeMeEHHbIX (cBbiwe 10 neT) CpoKoB XpaHeHus, a Takke Ans
y4yeTa aen BpeMeHHbIX (00 10 neT BKNHOYNTESTbHO) CPOKOB XPaHEHUS.

4.17. HomeHknaTypa gen opraHmsauum paspabaTbiBaeTcs Ha OCHOBaHWW TUMOBBIX,
BEJOMCTBEHHbIX W WHbIX MepeyHen [LOKYMEHTOB C YyKasaHMeM CPOKOB XpPaHEHUsl, WUHbIX
HOPMAaTUBHbIX MPaBOBbIX aKTOB, a TaKXXe TUMNOBbIX M MPUMEPHbIX HOMEHKNATYp Aen.

TunoBasas W npuMepHas HOMeEHKNaTypbl [fen paspabaTbiBaloTCa oOpraHamum WU
opraHMsaumaMmn, UMerLnMM B NOSYNHEHUN CETb OLHOTUMHbBIX OPraHn3aLnii.

TunoBas HOMeHKNaTypa ycTaHaBnMBaeT COCTaB Aef, 3aBOAMMbIX B OAHOTUMHbLIX
opraHmsaumsx, n ABNSeTC HOPMaTUBHbIM LOKYMEHTOM.

MpmepHasi HOMeHKNaTypa ycTaHaBfMBaET MPUMEPHbIA COCTaB Aen, 3aBOAUMbIX B
opraHmM3aumsax, Ha KOTOpble OHa pacnpoCTpaHAeTCHd, U SBNSeTCA pekoMeHAaTenbHbIM
AOKYMEHTOM.

4.18. HomeHknaTypa pen opraHusauum COCTaBnseTcd Mno YCTaHOBSIEHHOWM opme
(npunoxeHne N 25) Ha OCHOBaHMM HOMEHKNATYp [Aen CTPYKTYPHbIX nogpasgeneHumn
(npunoxenue N 26).

OpraHmszaumm - MCTOYHWKM KOMMSEKTOBaHUS rOCYy4apCTBEHHbIX (MyHMLMNASbHbLIX)
apxmBOB O0AWH pa3 B 5 neTt*(12) cornacoBbiBaoT HOMeHkNaTypy gen ¢ LU3K (3K) opraHnsaumm
W npeactaBndaAlT ee Ha corflacoBaHne cootBeTcTByOWMX IMK unm rocygapCTBeHHOro
(MyHMUMNanNbLHOro) apxmea, CorfacHo NpefocTaBeHHbIM eMY NOSTHOMOYUSAM.

OpraHunsauum, B AeATENbHOCTU KOTOPbIX HE CO34alTCa AOKYMEHTbl ApXMBHOro ¢oHaa
Poccuinckon ®enepaunn, yTBepXKaar0T HOMEHKNATYPY AN CAMOCTOSATESbHO.

4.19. 3aKOHYEeHHbIE 0enonpon3BoACTBOM Aefia NOCTOSHHOrO U BpeMeHHbIX (cBbiwe 10
NeT) CPOKOB XpaHEHUs, B TOM YUCHe MO JIMYHOMY COCTaBy, MOCIe OKOHYaHUS KaneHaapHoro
roga, B KOTOPOM OHM ObINM 3aBefeHbl, NOAroTaBMBAOTCA K Nepefade B apxvB opraHu3aumm
1 nognexaTt oPOPMIIEHNIO U ONMUCAHMIO.

B 3aBMCMMOCTM OT CpPOKOB XpaHeHusi MpOBOAUTCS MOMHOE WM YacTU4Hoe
odopmneHue aen. lNonHomy odopMieHuto nognexar gena MOCTOSAHHOMO U BPEeMEHHbIX
(cBblwe 10 neT) CPOKOB XpaHEHUS U MO JIMYHOMY COCTaBYy.

OdopmneHne gen Ha BymaxkHOM HOocuUTene npegycmaTpuBaeT:

NnoaWMBKY Unn nepennet 4OKYMEHTOB Aenia (HedpopMaTHble OOKYMEHTbl XPaHATCHA B
3aKpbITbIX TBEPAbLIX Nankax unn B Kopobkax);

HyMepaLumo NMMCTOB Aena;

cocTaBneHue nucrta-3aseputensa gena (npunoxenune N 8);

coCTaBfieHue, BHYTPEHHEN onucn OKyMeHToB Aena (rnpunoxenue N 27);

odhopMneHune obnoxku gena (npunoxenne N 28).

MoaroToBKa aNeKTPOHHbIX Aen ANs nepefadn B apxvms opraHusauum npegycmaTpusaet
COCTaBfEHME OMUCU ANEKTPOHHbIX A, AOKYMEHTOB (npunoxenus N N 17, 18).

4.20. B peno nomewawTcs [LOOKYMEHTbl, KOTOpble MO CBOEMY COAepXXaHWuHo
COOTBETCTBYIOT 3arofioBKy Aena, npy 3TOM 3anpeLljaeTcs rpynnupoBaTtb B Aena YepHOBbIE U
AybneTHble 9K3eMNNsApbl JOKYMEHTOB, a Takke AOKYMEHTbI, MoAnexaiwime Bo3spary.

Mpn hopmmpoBaHmn gena Heobxoanmo cobnogaTh cregyowme TpedboBaHus:

AOKYMEHTbI MOCTOAHHOIO W BPEMEHHOro XpaHeHus Heobxoaumo rpynnupoBaTb B



oTaernbHble Aena;

BKMNtoYaThb B AE€N0 NO O4HOMY 3K3EMMAAPY KaXKA0ro JOKYMEHTa;

rpynnMpoBaThb B Aeno AOKYMEHTbl OQHOMo KaneHaapHOoro roaa;

UCKMIOYEHME COCTaBMAT: nepexoadwme pfena; cygebHole nena; nuyHble fena,
KoTOopble hOPMUPYIOTCS B TeYEHWe BCero nepuoga paboTbl nivua B opraHnsaunmn; AOKYMEHThI
BbIOOPHbIX OPraHoOB M MUX NMOCTOAHHbLIX KOMUCCUI, AEnyTaTCKUX rpynn, KOTopble rpynnupyroTcs
3a nNepuoa co3blBa; AOKYMEHTbl 0Bpa3oBaTenbHbIX OpraHm3almm, kotTopble opMUMpyoTCS 3a
y4yebHbI rof; [OOKYMEHTbl TeaTpoB, XapakTepusyllne CUEeHUYECKY OesTeNbHOCTb, B
npegenax TeatparnbHOro ce3oHa; gena ounbMoB, PyKONUCEN, NCTOPUN BONE3HEN.

lMpukasbl MO NIMYHOMY COCTaBY AOJSTKHbI FPYMNNMPOBaTbCs B [efna B COOTBETCTBUU C
YCTaAHOBMEHHbLIMU AN HUX CPOKaMU XpaHEHUS;

AOKYMEHTbI B NIMYHbLIX Aefiax pacronaratTcsl B XPOHOMOrM4YeckoM Mnopsiake no mepe
NOCTYNNEHNS;

nuuesble cyeTa No 3apaboTHOM nnaTte paboTHMKOB rPYNNUPYOTCS B OTAENbHble Aena
W pacnonararTcsa B HUX Mo andasuty doamunnm, UMEH N OTYECTB.

[deno Ha 6ymaxHOM HocuTene He [JOMMKHO cogepxatb 6Gonee 250 nucrtos, npu
TonwmHe He bornee 4 cm.

4.21. [JokymeHTbl, cocTaBnsowme geno Ha OyMakHOM HocuTene, NnoALMBalTCA Ha
YyeTblpe Npokona (Ha Tpu npokona - ANng mManodopMaTHbIX Aen) B TBepayt OBMNoXKy unu
nepenneTarnTca C y4eTOM BO3MOXHOCTU CBODOAHOrO YTEHUS BCEX AOKYMEHTOB, AaT, BU3 U
Pe30MoUUIN Ha HUX, MeTanfIM4Yeckne CKpenneHnsa n3 JOKYMEHTOB yaansoTCS.

B Havane gena Ha GymaxHOM HocuTene npy HeoBXOAMMOCTU MOALUMBAKOTCA JIUCTbI
BHYTPEHHEN ONUCKM [JOKyMeHToB pAena (npunoxenve N 27), B KOHUe Kaxgoro gena -
nucT-3aseputens gena (npunoxexHve N 8).

4.22. B uensax obecnevyeHnss COXPaHHOCTU U 3akpenneHus nopsgka pacronoXeHus
AOKYMEHTOB, BKIIHOMEHHbIX B [Oeno Ha OymMaxXHOM HocuTene, Bce ero nuctbl (Kpome
nucTa-3aBepuTens gena v BHYTPEHHEN ONUCKU) HYMEPYIOTCS B BariOBOM Nopsake apabeckumum
undpamn, KoTopble MPOCTaBASAKTCA B NPaBOM BEPXHEM YrAy fiMcta OOKYMEHTa MpOCTbIM
rpapuTHLIM  KapaHgawoM unuM  HymepaTopom. YnotpebneHne YepHUn W UBETHbIX
KapaHgalwen ans Hymepauun nuctoB 3anpelaetcs. JINCTbl BHYTPEHHEN ONUCU OOKYMEHTOB
Aena HyMepylTcs OTAENbHO.

JIncTbl gen, COCToAWMX U3 HECKOSTbKMX TOMOB WUSN YacTen, HYMEPYIOTCS MO KaxgoMmy
TOMY UKW YacTn OTAENBHO.

doTorpadun, YepTexu, Auarpammbl U Opyrue  UNMIOCTPaTUBHbIE  [OKYMEHTHI,
npeacTaBnAloLWME CaMOCTOATENbHbBIA NIUCT B Aerne, HYMepylTcs Ha OBOpPOTHOW CTOPOHE B
NIeBOM BEPXHEM Yriy.

CnoxeHHbI NUCT pa3BopaymBaeTCs U HyMepyeTcsi B NpaBoM BepxHeM yrny. NMpu aTom
nuct nboro dopmarta, NOAWUTLIN 3a OAWH KpaW, HymMepyeTcs Kak OOWH JIUCT; JIUCT,
CMNOXEHHbIN M NOALWNTBIA 32 CEPEANHY, NOANEXMUT NEepPELLMBKE N HYMEPYETCH KaK OOUH JICT.

Jinvct ¢ Harnyxo  HakfneeHHbIMW  OOKyMeHTamu  (Bblpe3kamu,  BbINUCKaMu,
doTorpacdmsamm) HymepyeTca Kak OAWH NUCT. Ecnn K JOKYMEHTY nokneeHbl O4HUMM Kpaem
Apyrve OOKYMeHTbI (BbIPE3KM, BCTaBKU TEKCTA, NepeBofbl), TO KaXabl JOKYMEHT HyMepyeTCs
OTAErNbHO.

Moawwntble B Oeno KOHBEPTbl C BMOXEHUSIMU HYMEPYKTCS; Npu 3TOM BHayane
HyMepyeTCs KOHBEPT, a 3aTeM oyepeHbIM HOMEPOM Kaxaoe BrOXeHNe B KOHBEpPTE.

Moawwntble B Oeno AOKYMeHTbl C COBCTBEHHOM Hymepaumen nuctoB (BKovast
neyaTHble M34aHWs) MOTYT HyMepoBaTbCA B OOLIEM MOPSAKE UIM COXPaHSATb COBCTBEHHYHO
HyMepaLMIo, eCflin OHa COOTBETCTBYET NOPSAKOBOMY PacMOfOXEHUIO JIMCTOB B Aere.

B cnyyasx o6HapyxeHus 6onbloro 4ucna owmbok B Hymepauum nUCTOB Aena
npoBoanTcAa nepeHymepauus. Npu HannyuMn oTaenbHbIX OWNBOK B HYMepaumn NIMCTOB Aerna



aonyckaeTtcs ynotpebneHne nnTepHbIX HOMEPOB JIUCTOB.

4.23. Ilnct-3aBeputenb gena (npunoxeHne N 8) coctaBngaeTcs Ha OTAEeNbHOM NnCTe, B
KapToTekax - Ha OoTaenbHOM nucTe dopmarta kapToyku. JlucT-3aBeputenb Aaena
noanucbIBaeTCsl ero coctaButenem. Bce nocnegyolime namMeHeHns B COCTaBe M COCTOSIHUM
aena (noBpexaeHusi, 3ameHa noaSIMHHbIX JOKYMEHTOB) OTMEYaloTCa B NMUCTE-3aBepuTene co
CCbISIKOM Ha COOTBETCTBYHOLLMNIA aKT.

3anpellaetcs BbIHOCUTb NUCT-3aBepuUTENb Ha OOMOXKY Aena unm Yncteli 06opoT
nucTa nocnegHero AokymeHnta. Ecnu geno nogwuto wunu nepenneteHo 6e3 6GnaHka
nncTa-3aBepuTensl, OH OOMMKEH ObiTb HaKNeeH 3a BEpPXHKK 4YacTb NIUCTA HA BHYTPEHHIOK
CTOPOHY OOMOXKM B KOHLE aena.

4.24. Ha obGnoxke Oen MOCTOSAHHONO XpaHEHUA MNpeaycMaTpuBaeTCcsa MecTo Ans
HaMMeHOBaHWsI rOCyAapCTBEHHOro (MyHULMNANbLHOro) apxmea, B KOTOPLIN Aena opraHM3aumm
Ooyayt npuHatbl (npunoxeHne N 28). lpu odopmneHun oO6MOoXKM aAena HaumMeHoBaHue
opraHmM3aumn ykasbiBaeTCs MOSTHOCTbIO, B UMEHUTENbHOM nagexe. [lonHoe HanmmeHoBaHue
BbILLECTOSLLIEN OpraHM3aumn yKkasblBaeTCA Hag HaMMEHOBaHMEM OpraHuM3auumn - UCTOYHUKA
KOMMMEKTOBaHNA (Takke B MMEHUTENbHOM nagexe). Ecnu opraHnsauus mnu BblwecTosAwas
opraHm3aums UMerT COKpalleHHble HaMMEHOBAHWUS, TO OHM YKa3blBalOTCA B CkOOkax mocrne
MONMHOro HaMMEHOBaHWUS.

Mpn M3MEHEHMM HaMMEHOBAHWA oOpraHu3aumMm (CTPYKTYpPHOro nogpasgeneHvsi) B
TedyeHne nepmoaa, oxBaTbiBaEMOro JOKyMeHTamMu gena, unu npu nepegadve gena B gpyryto
opraHm3aumio (CTPYKTypHOe nogpasgeneHne), Ha obnoxke pgena AONUCbIBAaeTCs HOBOE
HavMMeHOBaHME 3TOM oOpraHuM3auMm Wnn OpraHn3auun-nNpaBonpeeMHnka (CTPYKTYPHOro
noapasaeneHus), a NnpexxHee 3akn4aeTcs B CKOOKM.

4.25. Ha obnoxke gena ykasblBaloTCs:

HanMeHOBaHME OpraHmn3auum N ee HenocpeacTBEHHAs NOAYNHEHHOCTb;

HavMeHOBaHMe CTPYKTYPHOro nogpasaeneHus;

WHOEKC aena;

HOMep Toma (4acTn);

3aronoBokK gena (Toma, YyacTtu);

KparHue gatbl gena (Toma, 4actu);

KONMYeCTBO NUCTOB B Aene (Tome, YacTtu);

CPOK XpaHeHus aena;

apXuBHbIN WP gena.

4.26. 3aronoBok gerna Ha OyMaxHOM HOCUTENEe W 3arofioBOK 3fIEKTPOHHOro Aena
nepeHocAaTca Ha 00noXky aena (SNeKTPOHHOro Aernia) n3 HOMEHKNaTypbl AeNn opraHu3auuu.
3aronoBok JOMKEH COOTBETCTBOBATL COAEPKAHMIO JOKYMEHTOB B Aene.

B Tex cny4asix, korga Oeno COCTOMT M3 HECKONbKMX TOMOB (4acTemn), Ha OOBMOoXKY
Kaxgoro Ttoma (4acTu) BbIHOCUTCA OOLWMIA  3aronioBOK Aena, a npu HeobxogumocTu -
3arofioBOK KaXkaoro Toma (4actm).

B 3aronoBkax agen, cogepXaliMx KOMMM OOKYMEHTOB, YKa3blBAeTCA Ha KOMMYECTBO
konui. MNognMHHOCTL 4OKYMEHTOB [€efa B 3arofiloBKeE HE OroBapuBaeTcs.

4.27. [lena, BHeCeHHble B rofoBble pasfenbl CBOAHbLIX onucen, WndpyrTca nocne
yTBEpXaeHus/cornacoBaHnsi roaoBoro pasgena csogHon onvcu IlNMK apxmMBHOro ydpexaeHus
N YTBEPXOEHMS PYKOBOAMTENEM opraHmsaumm (0O 3TOro apXuBHbIA LWIMGP NpocTaBnsieTcs
KapaHgaLlom).

4.28. Ha obnoxke gena ykasblBaeTcs faTa gena - rog(bl) 3aBeeHuUst U OKOHYaHus
Aena B 4enNonpon3BoaCTBE.

Ecnn B [Oeno BKMYEHbl OOKYMEHTbl (Hanpumep, NPUIoXeHus), aaTa KOTOpbIX He
coBrnagaeT c gaToun gena, To nog AaTon C HOBOW CTPOYKM Aaenaetca ob atom 3anuck: "B gene
MMeEITCH OOKYMEHTHI 3a ... rog(bl)".



[ata gena MoxeT He yKasblBaTbCA TOMbKO Ha OBnoXkax Aen, cogepKalnx rogoBble
nnaHbl U OTYETLI U ApYyrne JOKYMEHThI, AaTbl KOTOPbIX OTPaXkatoTCs B 3arofioBkax gers.

[daton pen, cogepxawux pacrnopsaguTernbHY, TBOPYECKYD UM MHYK AOKYMEHTaLMto
(ooknagbl, nMcbMa, CTEHOrpamMMmbl), OM9 KOTOPOW TO4YHasi [[aTMpOBKa WMeEET BaKHOoe
3HayeHne, a Takke AN Aen, COCTOALWMX U3 HECKONbKUX TOMOB (4YacTen), ABnsTCS AaThl
(umcno, mecsau, roa) pernctpaumm (CoctaBneHus, NOCTYMNSIEHUS) CaMOro paHHero u camoro
Nno3aHero AOKYMEHTOB, BKITHOYEHHbIX B AeNo (KpanHue aatbl Aen, JOKYMEHTOB).

[aTton pgena, copgepxawero NPOTOKOMbl 3acefaHuin, ABNATCA AaTbl YTBEPXKOEHMUS
(ecnu oHWM yTBEpPXAOATCA) MNM AaTbl NEPBOro M NOCreAHero NpPOTOKOMa, COCTaBMSOLNX
aeno.

[aton nnyHoro aena sIBNAKOTCA AaTbl NOANUCAHUSA NPUKA30B O NpUEME U YBONbHEHUN
nnua, Ha KOTopoe OHO 3aBefeHO.

Mpn 0603HayYeHNn aaTbl AOKYMEHTA CHavana ykasblBaeTCH YMCo, 3aTeM Mecsl, 1 rog.
Yucno n rog obo3HayaroTca apabckumuy umgpamm, HassaHue Mecsua - CIIOBOM.

Ecnv pata [OoKymMeHTa wunuM  OTAeNbHble €€ 3neMeHTbl  onpeaenslTcs
NpUBIN3NTENbLHO, HA OCHOBaHUM aHanu3a CcoAaep)XaHus OOKYMEeHTa, TO JaTta Unn oTaenbHble
ee arnemMeHTbl, He abCoNTHO AOCTOBEPHbIE, 3aKNIOYaOTCA B KBagpaTHbIE CKOOKU.

4.29. ObsasaTtenbHbIMM pekBU3nTaMmM OBMOXKN Aena ABAATCS yKa3aHue KonuyecTtsa
nuctoB B pgene*(13) (npocTaBnsieTCca Ha OCHOBaHWM fNUCTa-3aBepuTensa gerna) um Ccpok
XpaHeHuns gena (Ha genax NoCTOsIHHOMO XpaHeHus nuuweTcs: "XpaHUTb NOCTOSIHHO").

4.30. ns yyeTa JOKYMEHTOB OMNpeAesieHHbIX KaTeropun gen Ha bymaxxHoM Hocutene
(nMn4yHble, cypebHble gena, matepuanbl YrofoBHbLIX Aen, Aena O MNPUCYXOEHUU YYeHbIX
CTENEeHEeN U MNPUCBOEHUN Y4YEeHbIX 3BaHWW, [efla, CBA3aHHble C Bblgayen aBTOPCKUX
CBMOETENbCTB M MATEHTHbIX W300peTeHuin) COCTaBnAeTCA BHYTPEHHSS OMUCb [OKYMEHTOB
aena.

Ecnn peno Ha OGymMaxHoOM HocuTene nepenneTteHo wunu nogwuto 6e3 ©OnaHka
BHYTPEHHEN ONMUCU OOKYMEHTOB, TO COCTaBflIeHHAs MO YCTAHOBNEHHOW (hOopMe BHYTPEHHSS
ONUCb NOAKMNENBAETCS K BHYTPEHHEN CTOPOHE NULEeBon 0BNoXku gena.

M3meHeHns cocTaBa OOKYMEHTOB Aena (U3bATUS, BKIOYEHWS OOKYMEHTOB, 3aMeHa
AOKYMEHTOB Konnsamun) otpaxarTca B rpade "lMprmedaHune" BHyTPEHHEN OMUCK CO CCbIfikamu
Ha COOTBETCTBYKLME aKTbl. [1pn HeobxoanmMocTn MoryT ObiTb COCTaBfeHbl HOBas MTOroBas
3anucb K BHYTPEHHEN ONUCK N NINCT-3aBepuTernb gena.

4.31. [ena nepefalTca B apxmB oOpraHnsaumm Mo OMUCsM, COCTaBfIEHHbIM B
CTPYKTYPHbIX NogpasgeneHusx.

Onucu gen CTPYKTYPHbIX Noapas3feneHnit CoCTaBnsalTCa MO YCTaHOBIIEHHOW dhopMe
(npunoxeHne N 23, 24) B ABYX 3K3eMnnsipax M NpeactaBndloTCs B apxXMB OpraHu3aumm He
No3aHee YeM Yepes OAMH rof nocne 3aBepLlleHns aen B 4enonpon3BoaCTBe.

OnucKn cocTaBnsATCA OTAENbHO Ha Aena MOCTOSIHHOrO XpaHeHus; Aena BpeMEeHHbIX
(cBbiwe 10 NeT) CPOKOB XpaHeHUs!, B TOM YMcne Nno fMYHOMY COCTaBy, U Aena, cocTtosiue u3
AOKYMEHTOB, XapaKTepHbIX TOMNbKO ANA AaHHOW opraHusauuun (cyaebHble, CrieacTBEHHble
Aena, HayyHble oT4yeTbl Mo TeMam). OTAenbHble ONUCK COCTaBAATCA HA eQUHULbI XpaHEeHUSA
9NEKTPOHHbIX [OOKYMEHTOB MOCTOAHHOIO XpaHeHusi; BpeMeHHbIX (cBblwe 10 neT) cpokos
XpaHeHUs1, B TOM YMcrne no IMYHOMY COCTaBy.

4.32. lNpun coctaBneHnn onucu Aen CTPYKTYPHOro noapasgerneHna cobniogatoTcs
cnegyouwme TpeboBaHus:

3aronioBkM  AeSsi BHOCATCA B OMNUCb B COOTBETCTBUM C MNPUHATON  CXEMOW
cucTemaTmMsaumm Ha OCHOBE HOMEHKIaTypbl AeN;

Kaxgoe geno BHOCUTCS B OMUCb Mo MOpsSAKOBbLIM HOMEPOM (ecnn Aesnio COCTOUT u3
HECKOMbKMX TOMOB WM YacTen, TO KaXAbll TOM WAW 4YacTb BHOCATCA B ONMUCb Nop,
nopsaKkoBbIM HOMEPOM);



rpacpbl ONUCKM 3aMOSIHAKTCA B TOYHOM COOTBETCTBMM CO CBEOEHUAMU, KOTOpble
BbIHECEHbI Ha 0OMOXKY Aena;

rpacba onucu "lpumedvaHne" wuncnonb3yetca OnNsg OTMETOK O npueme aen,
OCOBEHHOCTSIX  (PU3MYECKOro COCTOsIHUSA, O nepefjade Aden  ApYrMMm  CTPYKTYPHbIM
nogpasgeneHnsmMm Co CCbISIKOM Ha HEOOXOANMBIN aKT, O HanM4Mn KOMun.

B koHue onucu Bcried 3a nocrnegHen onucaTternibHOW CTaTben 3anofHsaeTCs UToroBasi
3anucb, B KOTOPOW YKasbiBalOTCA (UndpamMym M NPONUCbK) KONUYECTBO Aen, NepBbIn U
nocriegHUn HoMepa gen rno onucu Aer, a Takke OroBapuBaloTCA OCODEHHOCTU Hymepauuu
Aen B ONUCK (Hanuyune NMTEepHbIX U NPOMyLLEHHbIX HOMEPOB).

lMepen BHECEHMEM 3arosioBKOB Aefn B ONUCb NPOBEPSATCA Ka4eCTBO (DOPMUPOBAHUS U
odhopmIieHns gen, COOTBETCTBME KONMMYecTBa [Aefl, BHOCUMbIX B OMUCb, KOMUYECTBY
3aBefeHHbIX Jen N0 HOMEeHKNaType Aen opraHM3aunu.

Mpn npocmoTpe Aen nNpoBEpPSIOTCH: COOTBETCTBME 3arofioBka Aena coaepKaHuto
AOKYMEHTOB B Aerie; NpaBuUiibHOCTb OOOPMIEHUS U TPYNNMPOBKMA JOKYMEHTOB, BKIMHOYEHHbIX B
Aeno; KayecTBO MOALUMBKM UK nepenneta Aena; NpaBuibHOCTb HyMepauun NMCTOB Aena;
Hanuyne B gene, B HEOOXOOUMbBIX Criydasix, BHYTPEHHEN ONUCKU Adena v NpaBUIbHOCTL ee
COCTaBlEHUs; NPaBUMbHOCTb OMOPMNEHNA OOMNOXKM Aena; HanuuMe W NpaBUITbHOCTb
nucta-zaseputens gena. B cnyyae oGHapyXeHWA HapyLleHUs1 YCTaHOBJSIEHHbLIX MpaBuil
dhopmMupoBaHus 1 0PopMIEHUs Aen OHWN OOSMKHbI ObITb YCTPAHEHbI.

B cnyyae o6GHapyxeHuUst OTCYTCTBMS Aen, YUCAAWMXCS MO HOMEeHKnaTtype Aen
opraHusaumn, CTPYKTYPHbIM  nogpasfeneHueM  MNpUMHMMAalTCA  Mepbl MO PO3bICKY.
O6HapyxeHHble gena BKNYalTcsa B onuck. Ecnun npuHaTbIe Mepbl He Jann pesynbTaToB, TO
Ha HeoOHapyXeHHble [ernla cocTaBnseTcs akt o6 yTparte [OOKYMEHTOB, KOTOPbIN
NoANUCbIBAaeTCA pPyKOBOAUTENEM CTPYKTYpPHOro nogpasgeneHna n nepefaetca BMecTe C
ONUCBIO e CTPYKTYPHOro nogpasfeneHnsi B apxms opraHmsaumm (npunoxeHune N 6).

4.33. [llepepaya pen B apxuB OpraHM3auMm OCYLLECTBASAEeTCS Mo  rpaduky,
COrnacoBaHHOMY C PYKOBOOUTENAMU CTPYKTYPHbIX NogpasgeneHnin, nepeaaroLmnx A4OKYMEHThI
B apXuB, U YTBEPXOEHHOMY PYKOBOAUTENEM OpraHM3aunu.

B nepuoa nogrotoBkn aen Ha 6GyMaXXHOM HocuTene CTPYKTYPHbIM noapasgefnieHnem K
nepefade B apxvB OpraHu3aumMm COTPYAHMKOM apxuBa MNpoBepaeTcs MNpaBUSIbHOCTb WX
hopMupoBaHMs, OPOPMIEHUS U COOTBETCTBME KONMMYecTBa [efl, BKMOYEHHbIX B OMWUCb,
KonuyecTtBy fgen, copMMpOBaHHbIX B COOTBETCTBMW C HOMEHKNATYpOW Aen opraHusauumu.
Bce BbisIBNeHHble MNpu MpoBepKe HedocTtatkm B (OPMUMPOBaHUM M OdOpPMIeHun aen
paboTHMKM CTPYKTYPHOro noapasgeneHusi 0bsi3aHbl yCTpaHUTb.

lMpuem-nepenada nen B apxvB oOpraHu3auuuM npousBoauTcs paboTHMKOM apxuBa
opraHusaumm B MPUCYTCTBUM paboTHMKA CTPYKTYpHOro noapasgeneHus. Ha aksemnnsapax
onucu ern, AOKYMEHTOB MpPOCTaBMsieTCs OTMeTKa O Hanmuvyuuu gena. B KoHue Kaxagoro
aK3eMnnsipa onMcKu ykasblBaloTCs LmMdpamm 1 NPonucbio KONMYECTBO PakTUYECKU MPUHSATBIX
B apxXuB ger, Homepa OTCYTCTBYOLWNX Aen, AaTa npuemMa-nepenadv gern, a Takke nognmcu
nnua, OTBETCTBEHHOrO 3a apxuB, U Nuua, nepegasLlero gena.

4.34. lNepepaya 3MEeKTPOHHbLIX JOKYMEHTOB B apXwB OpraHu3aumm npou3BoauTCA Ha
OCHOBaHMWN OMUCEN 3NEKTPOHHbLIX Aen, AOKYMEHTOB CTPYKTYPHbIX nogpasgeneHni no
WHOPMALNOHHO-TENEKOMMYHUKALMOHHOMW CeTU (MpU  HanmuMyuunm B apxmBe OpraHu3auuu
WHOPMALMOHHON CUCTEMBI) UM Ha unanyeckn 060COBNEHHbIX MaTepuanbHbIX HOCUTENSX,
KOTOpble NpeacTaBNAnTCA B ABYX MAEHTUYHbIX 9K3eMMNrisipax.

Mpn nepepade 3MNEKTPOHHbIX AOKYMEHTOB B apxmB OpraHusauuu BbINOSHATCSA
crneayroLme ocHOBHbIe npouenypbl paboTbl C AOKYMEHTaMU:

dopMmpoBaHne B UHPOPMALMOHHOM CUCTEME OpraHM3aumn 3MEeKTPOHHbIX Aen,
ABNSAIOLLMXCA COBOKYMHOCTbIO KOHTEMHEPOB 3MEKTPOHHbLIX [AOKYMEHTOB WMAW KOHTEMHEPOM
3IEKTPOHHOIO OOKYMEHTa, COAepXalMM KOHTEHT M MeTafaHHble 3NEKTPOHHOIo AOKYMEHTa,



hannbl SNEKTPOHHLIX MOAMUCEN U BU3Yanu3MPOBAHHYIO KOMWIO TEKCTOBOrO 3f1EKTPOHHOrO
AokymeHTa B popmate PDF/A;

hopMUpOBaHME ONMUCK IMEKTPOHHBIX Aerl, AOKYMEHTOB CTPYKTYPHOrO nogpasaeneHus;

npoBepka apxXmMBOM OpraHn3auumn 3NEeKTPOHHbIX 4OKYMEHTOB Ha Hanmune BpeaoHOCHbIX
KOMMbIOTEPHbIX NPOrpamm;

npoBepka BOCNPOM3BOAMMOCTU 3NIEKTPOHHbBIX JOKYMEHTOB;

nposepka (OU3NYECKOTO U TEXHUYECKOro COCTOSIHUA HocuTenen (npu nepegade
9MNEKTPOHHbIX [OOKYMEHTOB B apxXmB OpraHu3auum Ha duanmdeckn 060Co6NeHHbIX
MaTepuanbHbIX HOCUTENSAX);

npoeepka MOAMMHHOCTU 3NEeKTPOHHOM MNOAMNUCK, KOTOPOW NOAMMCAH 3MEKTPOHHbIN
OOKYMEHT.

Mpnem 3NEKTPOHHbIX AOKYMEHTOB B apxmB opraHusaumnm no
NHPOPMALMOHHO-TENEKOMMYHUKALMOHHOMW CeTU (MpU  HanmuMuuMnm B apxXmBe OpraHu3auuu
WHOPMALMOHHON CUCTEMbI) UMW Ha (Pr3n4eckn oBO0COBIEHHBIX HOCUTESNSX odopMnsieTcs
COCTaBIIEHMEM UTOrOBOW 3arnUCK B KOHLIE OMUCK SNEKTPOHHbIX Aen, JOKYMEHTOB, B KOTOPOM
unmppamMm M NPONUCLIO  YKa3bIBAaeTCsl KOMMYECTBO (PaKTUYECKM MNPUHATBIX B  apXxuB
ANEKTPOHHbLIX Aen W 3NeKTPOHHbIX [OOKyMeHToB. WToroBas 3anucb noAaTBepxaaeTcs
NOAMUCAMWU COTPYAHMKA apxmMBa M COTPYOHUKA CTPYKTYPHOro noapasgenieHus, nepeaasLlero
3NEKTPOHHbIE Aena N AOKYMeHTbl. [1pn npuemMe Ha apxXuBHOE XpaHEeHWe 3NEKTPOHHble Aena
3aBEPSIOTCSA AMEKTPOHHOM NOANUCHI0 PYKOBOAUTENS OpraHM3aumm, Unm ynoriHOMOYEHHOIo UM
AOJMPKHOCTHOrO nmua.

Mocne npuema B apxuB 3MEKTPOHHbLIX OOKYMEHTOB Ha bmanyeckn 000COBNEeHHbIX
mMaTepuanbHblX HOCUTENAX BKMadblK, MNOMELLEHHble B yTNAp eauHUUbl XpaHeHus B
CTPYKTYPHOM NoApasaeneHnn, 3aMmeHsaTCa Ha BKagbilwm, 0oOpMIeHHbIE B apXMBe.

Ha Bknagblwe, nomewaemMom B pyTnap eauHULbI XpaHEHUS, 0hopMNSiEMOM B apXuBe,
yKa3blBaeTCS:

HanMeHOBaHMe opraHnsauum (NosTHOE, COKPaLLEHHOE);

HomMep doHAa;

HOMEpP OMUCK SNEKTPOHHbIX Aerl, AOKYMEHTOB;

HOMep Aernia no onucy;

OTMETKa O CTaTyCe 3K3eMNisipa 3NEKTPOHHbLIX AOKYMEHTOB: "OcCH."

(ocHoBHOW) nnun "Pab." (pabounn);

KpanHue aaTtbl JOKYMEHTOB 3NIEKTPOHHOIO Aena;

npM HeobxoouMMocTn OOPMMAITCS OOMNOMNHUTENbHbIE OTMETKM 00 orpaHuyeHnn
AO0CTyna K JOKYyMEHTaM.

Bknagbilw nomewaetca B ytnsap dusmndeckn obocobnieHHOro maTtepuanbHOro
HocuTensa Takum obpasom, YToObl HAAMMCKU Ha HEM BbinNn BUOHbLI NPU 3aKpbiTOM yTRApe.

V. OpraHunsauusa ncnonb3oBaHnUsa AO0KyMeHTOB ApxuBHoro ¢poHaa Poccumckomn
Pegepaunm n gpyrnx apxmBHbIX 4OKYMEHTOB OpraHM3auuu

5.1. ApxuMB opraHmsauum [JOSfDKeH npefocTaBfsATb MNOSMb30BaTEN  [LOKYMEHTbI
ApxmBHoro ¢oHga Poccunckon depepaumm 1M Opyrme apxmBHble [LOKYMEHTbI, a TaKke
CMpaBOYHO-NOUCKOBbLIE CPEACTBA K HUM.

5.2. [octyn K [OOKyMEHTaM MOXeT ObiITb oOrpaHM4eH B COOTBETCTBUMM C
3akoHogartenscTBoM Poccuiickon denepaumn, a Takke B COOTBETCTBUW C pacropsiKeHnem
cobCTBEHHMKA UM  Bnagenbla apXuBHbIX [OOKYMEHTOB, HaXOASWMUXCA B YaCTHOM
cobcTBeHHOCTUN (14).

5.3. MNMonb3oBaTenn nNpy UCNONb3OBaHUN LOKYMEHTOB apxuBa opraHu3aumm obsi3aHbl
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AernaTb CCbIIKW Ha MECTO XpaHEHUS JOKYMEHTOB.

5.4. Coctae HCA apxmBa opraHusauum onpegensieTcssi COCTaBOM W COAepXaHuem
XPaHALWNXCA B HEM [JOKYMEHTOB, XapakTepoM M 3ajadyaMmy roucka M WHTEHCUBHOCTLIO
NCMNOnb30BaHUS AOKYMEHTOB.

OcHoBHbIM (0b6si3aTeNbHbIM)  ApPXMBHBLIM CMPAaBOYHUKOM B apxuBe OpraHu3aumm
ABNSieTCA OnNuUCb [Aen, [OOKYMeHToB. B pgononHeHwe B apxvBe opraHu3auumM BeayTcs
BCNoOMOraTernbHble apXUBHbIE CMPaBOYHUKKU - KaTarnoru, ykasatenu, uctopuyeckas cripaska K
oHAy.

5.5. B uenax obecneyeHnss COXpaHHOCTW, CBOEBPEMEHHOro oTbopa M y4yeTa wu
cuctematmsauum gern, nognexawmx noCTosAHHOMY U BpeMeHHoMy (cBbiwe 10 neT) cpokoB
XpaHeHUs, B opraHn3aLmm cCoCTaBnATCA OnNucK gen, JOKYMEHTOB.

Onucu cocTaBnarTcs OTAENbHO Ha Aena, A0KYMEHThI:

MOCTOSAHHOIO CPOKa XpaHeHus;

BpeMeHHbIX (cBbiwe 10 neT) CpOoKOB XpaHeHUs;

Mo NINYHOMY COCTaBYy;

XapaKTepHble TONMbKO ANS AaHHOW opraHusauuu (cygebHble pena, matepuanol
YrOnoOBHbIX Aef, Hay4Hble OTYETbI N0 TEMaM).

AHasormyHble ONUCKM COCTaBNATCS Ha ANEKTPOHHbIE Aena, AOKYMEHTHI.

CeogHble onucu gern, AOKYMEHTOB OpraHu3auum COCTOAT U3 rOAOBbIX pa3fenos,
COCTaBNsieEMbIX Ha OCHOBE MNepefaHHbIX B apXuB OpraHuM3auun onvcen gen ee CTPYKTYPHbIX
nogpasgeneHnn 3a onpeferieHHble rofdbl, U CUCTEMATU3UPOBAHHLIX B MNpedenax Kaxgoro
roga B COOTBETCTBUMN C YTBEPXKOEHHOW CTPYKTYPOW OpraHM3aummn Ha 3ToT rog.

Onucn pen, OOKYMEHTOB COCTaBMSAKTCA MO YCTAHOBMEHHOW opme (MpuroxeHus
N 14, 15, 16, 17, 18) n COCTOAT M3 onucaTeflbHbIX CTaTel efuHUL, XpaHEeHWUs, UTOroBOW
3anucu, nucTa-3aBepuTend 1 CrpaBoOYHOro annapaTa K Onmncu.

OnucaTenbHasa cTaTbd OMUWCK BKOYAET: MOPSAKOBbLIN HOMEP eAWHULbI XPaHEHUS;
WHOEKC eauMHWUUbl XpaHeHus (N0 HOMEHKNaType [fen); 3arofioBOK eOuHULbl XpaHeHus,
BKMNIOYAKOLWNIAN YKaszaHWe Ha HanuuMe KOMWUW, eCnn B HEeW XPaHATCA KOMUM OOKYMEHTOB;
KparvHue p[aTtbl eOuHWUbl XpaHeHUsl; CPOK XpaHeHus (ons onucen pJern, AOKYMEHTOB
BPEMEHHOIO XpaHEHWS); KONMMYECTBO JSIMCTOB B €AUHULIE XpaHEeHUS. 3arofioBOK Aena MoxeT
OblTb OOMOMIHEH aHHOTauuen OTAesNbHbIX [AOKYMEHTOB (rpynnbl AOKYMEHTOB) eAuHMWLbI
XpaHeHus.

B cnpaBoyHbIn annapat K onvcu BXOAAT: TUTYNbHbLIN NUCT; cogepXaHue (ornasneHue);
npegucnoBue; CNMCOK COKpPaLLeHWn; ykasatenn K onucu (NpeamMeTHbI, WMEHHOM,
reorpadonyeckon).

CocTaB cnpaBoOYHOro annaparta K OnNMCKM 3aBUCUT OT CpOKa XpPaHEHUs! BKIHOYEHHbIX B
Hee JOKYMEHTOB 1 X BUOOB.

K onucam pfen, OOKYMEHTOB [MOCTOAHHOIO XpaHeHUss M MO JfIMYHOMY COCTaBy
COCTaBMATCA TUTYMbHbIA NNCT, NpeaucnoBue, ornasfieHne, NpM HeobxoaMMOCTU - CMNCOK
COKpalleHuin, ykasaTenu.

Ha TUTyrnbHOM nucTe onucu ykasblBalOTCS: MOMHOE HanMeHOBaHWe rocyapCTBEHHOro
(MyHMUMNAnNbLHOrO) apxuea (ecnu opraHMsaums SBAsSETCA NUCTOYHUKOM €ro KOMMMEKTOBaHUS),
nocriegHee noOSIHOe HaMMEHOBaHWEe oOpraHuM3aumn, COOTBETCTBYKOLLEe Ha3BaHUK ee
apxmBHOro doHga, Homep apxuBHOro poHaa, HOMEpP M HasBaHWE OMNUCK, KpanHue AaTbl
BHECEHHbIX B OMUCb €QUHUL XpaHEHUS.

Ecnn HaumeHoBaHWe oOpraHu3aumm WU3MEHANOCb, Ha TUTYNbHOM nucte (B criyvyae
HeobxooMMOCTN - Ha  OOMNOMHUTENbHOM NiMCTE) nog  MocrneaHUM  HauMeHOBaHWeM
opraHu3aumm YykasblBalOTCA B CKOBKax BCe €€ MepeMMeHOBaHusi B  UCTOPUYECKOM
(XpoHonorunyeckon) nocnenoBaTenbHOCTU 3a MNepuog, COOTBETCTBYHOLWMWA KpanHMM AaTam
eVHNL, XpaHEHNS, BKIHOYEHHbIX B OMUCh.



B npegucnoBunM K onuMcu KpaTko um3naralTCA MNepevMeHOBaHUs OpraHu3auum B
NCTOpUYECKOM (XPOHONOMMYECKON) NOCNeaoBaTeNbHOCTU 3a MNEepuod, COOTBETCTBYHOLLMIA
KpalHUM Jatam eauvHWUL, XpaHeHWs, BKIIOYEHHbIX B onucbk. [peaucnosue noanvcbiBaeTcs
COCTaBUTENIEM C YKa3aHWEM LOMMKHOCTU U AaTbl COCTaBEHUS.

K onucm pen, [OOKYMEHTOB BpeMeHHoro (cBbiwe 10 neT) XpaHeHusa, npu
HeobX04MMOCTI Takke MOTryT COCTaBMSATLCS OrfaBneHne, CNMCoK COKPaLLLEHUN.

Onucu (rogoBble pasgensl onucen) gen, JOKYMEHTOB COCTaBNSAKTCA:

NMOCTOAHHOIO XPaHEHUsI - HE MEHEee YeM B YeTbipex aK3emnnspax: Tpyu Ha BymakHoM
HOCUTENE U OAVH - B 3NIEKTPOHHOM BuAe (B kayecTBe paboyero ak3emnnsapa);

BpemeHHoro (cBbilwe 10 neT) XpaHeHWs - He MeHee 4eM B [OBYyX 3K3emnnspax;
AOKYMEHTOB MO JfIM4HOMY COCTaBy OpraHmsaumin - WUCTOYHWMKOB  KOMMSIEKTOBAHUSA
rocy4apCTBEHHbIX (MYHMUMNAMNbHbBIX) apXMBOB - HE MEHEE YEM B YEThbIpEX IK3eMMnspax: Tpu
Ha GyMa)KHOM HOCUTENE, OAMH - B 3NIEKTPOHHOM Buae (B KayecTBe pabodero ak3emnnspa);

AOKYMEHTOB MO JIMYHOMY COCTaBy OpraHusauun, He SBMASAWMXCA MCTOYHUKaMM
KOMMMEKTOBaAHNA rocyaapCTBEHHbIX (MyHUUMNANbHBIX) apXMBOB, - HE MEHee 4eM B Tpex
aK3emnnsapax.

Onucu (ropoBble pasgenbl onucen) agen, AOKYMEHTOB BpemMeHHoro (cBbiwe 10 ner)
XpaHeHuns cornacosbiBaotca ¢ LUOK (3K) opraHusaumm, nocne 4ero yrBepxgaroTcd
pyKoBOAMTENEM OpraHn3aunmn.

Ha paccmoTtpeHne OJIMK npeactaBnsaioTcs, HEe MeHee 4yeM 4epe3 3 roga nocne
3aBepLUEeHNsa 4enonpon3BoACTBOM Aer, BKITOYEHHbIX B pa3gen:

onucu (rogoBble pasgenbl onucen) gen, OOKYMEHTOB MOCTOSHHOIMO XpaHeHwsa ans
yTBEPXOEHWS,

onucu (rogoBsble pasgenbl onucen) aen, AOKYMEHTOB MO JIMMHOMY COCTaBy Ansi
cornacoBaHus*(15).

Mocne yTBepxaeHust (cornacoBaHusi) onucen (rogoBbix pasgernioB onucen) 3K oHu
YyTBEPXOATCHA PyKOBOAMTENEM OpraHn3aunm.

B rocygapctBeHHbI (MyHULMNANbHBLIN) apXuB nepegarnTcss TpU 3K3emnnspa onucu
Aen TMOCTOSAHHOMO XpaHeHus,, OAWH 3K3eMnnsp onucu Jen no JfMYHOMY COCTaBy,
yTBepXKOeHHbIX (cornacoBaHHbiX) AlK, a Takke No ogHOMY 39K3eMMNspy Kaxaon onucu B
anekTpoHHoM dopme (B kayecTBe paboyero akemnnspa).

OAanH aK3eMnnsp onMcKn Aen NoCTOSIHHOrO XpaHeHUs 1 ABa 3K3emnispa onucu gen no
NIMYHOMY COCTaBY OCTalOTCH B OpraHu3auunu.

BHeceHne wn3MeHeHW B rogoBOM pasgen onucu gen, OOKYMEHTOB Mnocne ero
yTBEpXKAeHMs (cornacoBanuns) OIMK gonyckaeTcs TONMbKO HA OCHOBAHWW COOTBETCTBYHOLLETO
peweHnus IMK.

5.6. WcTtopuyeckaa crnpaBka K OHOY COCTOUT M3 Tpex pasfenosB. UCTOpUSA
doHaoobpa3oBaTensi, oTpaxawlwias  MCTOPUMKD  OpraHmMsaumm  CO  CCblIKaMM  Ha
COOTBETCTBYIOLUME 3aKOHOAATEellbHbleE W  HOpMaTMBHblE aKTbl (gaTtbl 0bpa3oBaHusg,
nepevMMeHoBaHus, peopraHvsaumMm, nuUKBM4auMWM, BeOOMCTBEHHYK  NPUHAOSIEXHOCTb,
CTPYKTYPY U (PYHKUMN, UX U3MEHEHWNSA, Ha3BaHMe OpraHM3aumm - NpeallecTBeHHUKa), UCTopUs
doHaa (o6bem, KparHuMe [aTbl AOKYMEHTOB, CTEMeHb WX COXPaHHOCTW, AaTbl nepegayvv
OOKYMEHTOB Ha MNOCTOSIHHOE XpaHeHWe) W  XapakTepuctuka [AOKYMEHTOB doHaa
(pa3HOBMOHOCTU [OOKYMEHTOB, OCOGEHHOCTM (POPMUPOBAHUSA €OWHWUL, XPaHEHUs U UX
cuctemMaTmMsaumn, Hanuume [OOKYMEHTOB, BbIXOOALMX 3@ XPOHOMOrMyeckue rpaHuubl
aesatenbHocTM doHgoobpasoBaTens, COCTaB CMNpaBOYHOro annapata kK ¢oHAy, MecCTo
XpaHeHUs1 JOKYMEHTOB MO JINYHOMY COCTaBy).

NcTopuryeckasn cnpaBka K poHOy COCTaBnseTcs B ABYX 9K3eMnnsapax, O4uH - XpaHUTCA
B Aene coHaa, BTOpon - nepenaeTcs B rocyaapCTBEHHbIA (MyHULMMNANbHbINA) apXuB.

5.7. OCHOBHbIMM OpMaMM UCMONb30OBaHNA [OOKYMEHTOB apxuBa oOpraHuv3aumm



ABNAOTCSA:

nHdopmaunoHHoe obecnevyeHne paboTHMKOB OpraHM3auunm;

NCMOSIHEHNEe 3anpocoB Mofb3oBaTenen, B TOM 4YUCRe 3anpocoB  rpaaaH
coumarnbHO-NPaBoOBOro xapakrepa;

Bbldaya AOKYMEHTOB W Aen BO BPEMEHHOE MOfb30BaHWe, npegocTaBfieHue KOMun
apXMBHbIX JOKYMEHTOB MO 3anpocam nosib3oBaTesier, B TOM 4ncrne B hopMe 3EKTPOHHbIX
AOKYMEHTOB.

dopmamu NCnonb3oBaHUS JOKYMEHTOB apxXuBa opraHn3aumm aBnaTcsa Takxke:

MHOPMNPOBAHME CTOPOHHMX OPraHm3auuin O HanMyum N COAEPXKaHUM UMEKLLNXCSH B
apxmBe JOKYMEHTOB;

ncnonb3oBaHne JOKYMEHTOB B CPeACTBax MacCcoBOW MHGOPMaLMK;

NUCnonb3oBaHMe  OOKYMEHTOB  ANS  NOATOTOBKM  UCTOPUKO-UHAOPMALMNOHHbIX
MEepPONPUATUIN: BbICTABOK, AKCKYPCUWN, KOH(pepeHLN;

Bbl4a4a JOKYMEHTOB Ans paboTbl B YiTanbHOM (MPOCMOTPOBOM) 3ane apxuBa;

opraHusaumsa pgoctyna paboTHMKOB oOpraHuMsauMmM K [AOKYMEHTaM apxvmBa nyTem
NCcnonb30BaHMs MHPOPMaLMOHHO-TENEKOMMYHUKALMOHHOW CETMU.

5.8. ApxuB opraHusaumMm AOO0SHKEeH BECTM Y4eT MCNofb30BaHUS OOKYMEHTOB, B TOM
yucne Bblaavm JOKYMEHTOB M [er, Bbldavyy apXUBHbIX CNPaBOK, BbIMUCOK, KOMWUIA JOKYMEHTOB.

5.9. 3anpocbl nonb3oBaTenen, NocTynamwLmne B apxmB opraHn3aumm, nogpasgenstorca
Ha TemaTu4yeckne n counarnbHo-nNpaBoBbie*(16).

5.10. ApxuB opraHumsauuMm [OOSDKEH paccmatpmBaTb WM UCMNOSHATb  3anpochbl,
NoCcTynMBLLME B MUCbMEHHON dhopMe.

3anpoc nonb3oBaTtens AOMKEH cogepXaTb CneayrLyo MHPopMaumio:

HauMeHOBaHWe HPUANYECKOrO NiMua - aBTopa 3anpoca (4nga rpaxgaH - hamunun,
MMEHWN, OTYECTBA, NPU HaNUYNKN NOCNEeaHEro);

NOYTOBLIN U/NNN ANEKTPOHHBIN agpec, No KOTOPOMY LOSMKEH OblTb JaH OTBET;

CBELEHUs, MHTepecyoLLMe Nonb3oBaTeNs U XPOHOSIOrMYECKNe pamMKn 3anpalumsaemMon
MHGopMaunu;

dopMy nonyyYyeHust nonb3oBaTenem WHgopmaumm (MHPOPMALMOHHOE MUCBMO,
apxmBHas ChnpaBka, apxmBHasg BbINWCKA, apxmBHaAA KOMUHA, TeMaTUYeCKUn MepeydeHb,
TemMaTu4ecknin o63op AOKYMEHTOB);

NNYHYI0 NOAMUCHL aBTOpa 3anpoca (rpaxxgaHnHa UM SOSmMKHOCTHOro nNnua);

aary.

Mpn nocTynneHMnm B  apxuB  OpraHu3aumMm UHTepHeT-obpalleHns  (3anpoca)
nonb3oBaTens C ykasaHWeM ajpeca 3fIeKTPOHHOW MOouYTbl WU/MIM MOYTOBOro agpeca, emy
HanpaBnsieTcs yBedOMSIEHME O npueme obpaleHus (3anpoca) K pacCMOTPEHWUIO WUIK
MOTUBMPOBAHHbIN OTKa3 B PAaCCMOTPEHUN.

Ha 3anpocbl TemMaTMyeckoro xapakrepa, MNOCTyrnMBLUME B apxmB oOpraHuMsauumn no
NHGOPMAaLMOHHO-TENEKOMMYHUKALMOHHON CETU, B TOM 4ucrie no cetun "MHTepHeT", oTeeT
MOXeT ObITb HanpaBreH B BUAE ANIEKTPOHHOro COOBLLEHNSA MO yKasaHHOMY aBTOPOM 3anpoca
3NEeKTPOHHOMY afpecy.

3anpoc AomkeH bbITb 3aperncTpmpoBaH B TedeHne Tpex paboymx gHEN C MOMEHTa ero
MOCTYNSEHUS.

3anpoc, He OTHOCALWMNCA K COCTaBy XpaHSAWMXCA B OpraHusauum LOKYMEHTOB
(HenpodunbHbBIM 3anpoc), B TeYeHNe 7 OAHEN CO OHSA perncrpaummn 3anpoca HanpasnsieTcsl B
opraHusaumto, rae MoryT XpaHuTbCs Heobxoaumble AOKYMEHTbl C yBeJOMSeHMEM 00 3ToM
nonb3oBaTens.

3anpoc, NocTynMBLLUMA B apxMB OpraHusauuu, paccMmaTtpmBaeTcs B COOTBETCTBUU C
TpeboBaHMSAMIN 3aKOHOA4ATENMbHbIX U WHbIX HOPMATUBHbLIX MPaBOBbIX akToB MO paboTte ¢
obpalLeHsMU rpaxgaH U NpeaoCcTaBeHNI0 rocy4apCTBEHHbIX (MYHULUMNAMbHBIX) YCIYr.



OTBeT Ha NOCTYNUBLLMIA B apXMB OpraHM3aumm 3anpoc npegocrtasnsetcsa B TedyeHme 30
AHen co gHsa ero pernctpaumn. C paspelleHns pykoBOACTBA OpraHM3aumm 3T0T CPOK MOXET
ObITb NpoaneH He 6onee yem Ha 30 aHen, ¢ yBegoMneHnemMm o6 aTom 3asaBUTENS.

5.11. OTBeTbl Ha 3anpocbl Mofb3oBaTenen, B TOM 4uCre OTBETbl Ha 3anpochbl
coumanbHO-NPaBOBOro xapakrtepa, odopMnalTca B (hopMe apXMBHOW CripaBKu, apXMBHOW
BbIMUCKN UMY apXUBHOW KONUK, OPOPMITIEHHBIX N 3aBEPEHHbIX B YCTAHOBIIEHHOM NOPsiAKeE.

Mp  oOTCyTCTBMM  OOKYMEHTOB, HeOOXoOMMbIX ANs  WUCMNOSHEeHMs  3anpoca
couManbHO-NPaBOBOr0 XapakTepa, COCTaBnseTcss OTBeT Ha 0OnaHke opraHusauum c
yKaszaHneMm npuymnH nx oTCyTCTBUS.

5.12. ApxuBHas cnpaBka MNOANUCLIBAETCHA PyKOBOAMTENEM OpraHu3auum UM WHbIM
YNONMHOMOYEHHbIM MM  AOOSDKHOCTHLIM  JIMLUOM U 3aBepsieTCcs nedvaTtbld  OpraHm3aumm
(npunoxeHue N 29).

ApxuMBHasi cnpaBka, 0OO0bEM KOTOPOM MpPEBLIWAET OAWH JUCT, OO0fKHa ObiThb,
NPOHyMepoBaHa.

B TekcTe apxuBHOM CnpaBKM B XPOHONOMMYECKOW nocrenoBaTesisHOCTM u3nararoTcs
cobbITNS C yKazaHMeM BUAOB MCMNOSb30BAHHbIX JOKYMEHTOB, UX AaT U HOMepOoB. B apxnBHom
crnpaBke AOoMNyCKaeTCs UMTUPOBaHME AOKYMEHTOB.

HecoBnageHne OTAENbHbIX CBeAEHUW/AaHHbIX  JOKYMEHTOB CO  CBeAEHUAMM,
N3NOXEHHbIMM B 3anpoce, He SABNSETCS NPEenATCTBMEM ANSA BKIHOYEHUS UX B apXUBHYHO
crnpaBKy, €ecnu coBnageHne BCEX OcCTalnbHbIX CBEOEeHWA He BbI3blBa€T COMHEHUN B
TOXOECTBEHHOCTU Nnnua unu pakToB, O KOTOPbLIX FOBOPUTCS B AOKYMEHTaX.

B apxmBHOWM cnpaBke gaHHble BOCNPON3BOAATCS TakK, Kak OHW U30XEHbI B JOKYMEHTaX,
a pacxoXOeHusi, HecoBMadeHWs W HETOYHble Ha3BaHUs, OTCYTCTBME WMEHMW, OTYECTBa,
WHMLMNANoB UM HanuMyne TONbKO OOHOro M3 HUX OOSMKHbI ObiTb OrOBOPEHbI B TEKCTE CMpPaBKM
B ckobkax: "Tak B JOoKymeHTe", "Tak B TeKkcTe opurnHana".

CeefeHusl, umetomecs B apxuse no 3anpocy o pabote u (Mnn) yyebe B HECKOMbKUX
opraHu3aumsx, KacawLlmecs O4HOro nvua, BKOYATCA B OQHY apXMBHYO CMPaBKy.

Mo TeKkcTy apxXxMBHOM CMpaBkW B KayecTBe MNpUMeYyaHuh MOryT ObiTb OroBOpPEHDI
Hepa3bopuYMBO HaMUCaHHbIE, WCMpPaBfiEHHblIE aBTOPOM, HE NOAJAKLUMECH MPOYTEHUIO
BCNeACTBME MOBpeXAEeHUs TekcTa opurMHana: "Tak B TekcTte opurnHana", "B TekcTte
Hepa3bopuneo".

B TekcTte apxuBHOW cChpaBkM He [AOMNYCKATCA W3MEHEHUHA, WCMpaBrieHus,
CYMMUWPOBaHNE AaHHbIX, KOMMEHTapUnN, COBCTBEHHbIE BbIBOAbI MCMONMHUTENS MO COAEPXKAHMUIO
AOKYMEHTOB, Ha OCHOBAHUW KOTOPbLIX COCTaBfieHa apxuBHasa cnpaska. [og4YncTkn n nomapku
B apXMBHbIX CNpaBKax He AO0MyCKakTCs.

B apxuBHOWM cnpaBke OOMMKHbI ObITb NPUBEAEHbI apXUBHbIE LLIMMPLI U HOMEpa NIUCTOB
edVHNL, XpaHEHNSA OOKYMEHTOB, UCMOSb30BaBLUNXCA A5l €€ COCTaBMEHUS.

Mo 3anpocy nonb3oBaTenen apxXuBHblE CNpPaBKM MOrYT BbldaBaTbCs B AfIEKTPOHHOM
dopme Ha SNIEKTPOHHOM HocuTene nnbo nepecbinaTtbecs no
NHOPMALNOHHO-TENEKOMMYHUKALMOHHBIM ~ CETAM.  OJSIEKTPOHHbIE  apXMBHble  CnpaBKu
3aBEpPSAOTCA  3MIEKTPOHHOM  MOAMUCLID  PYKOBOOAMTENS  OpraHus3auuMmM WM - UHOTO
YNOSTHOMOYEHHOIr0 UM AOSMKHOCTHOIO nNnua.

5.13. ApxuBHble BbINUCKM oOcopMnAlTCA Ha 6GnaHke opraHu3auumn (apxvea
opraHusaummn) ¢ obo3HayeHnemM HasBaHus Buga aokymeHta: "APXUBHAA BbINMNCKA".

B apxuBHOW BbINUCKE Ha3BaHME [OOKYMEHTa, €ro HOMep W gaTa BOCNPOU3BOAATCS
NMOMHOCTbIO.

Bbinncka npon3BoaMTCA TONMbKO M3 AOKYMEHTA, B KOTOPOM COOEPXUTCS HECKONbKO
OTAEenNbHbIX, He CBSA3aHHbIX Mexay cobon BonpocoB. Bbinncka [oOfmKHaA BOCMPOM3BOAUTL
MOJSTHbIN TEKCT YacTW LOKYMEHTA, OTHOCSLLENCS K 3anpocy.

M3BnevyeHnem mn3 TekcTa [OKYMEHTa AOSMKHbl ObiTb McYepnaHbl BCE MMelomecs
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AaHHble MO 3anpocy. Havano n KoHel Kaxaoro u3BneveHus, a Takke nponyckn oTAerbHbIX
CNoB B TEKCTE JOKYMeHTa 0603Ha4YaTCs MHOrOTOUMEM.

B apxuBHOW BbINUCKe AOMKHbI ObiTb cAenaHbl COOTBETCTBYHOLUME MPUMEYAHUSA WU
OroOBOPEHbI YacTu TEKCTa opurMHana, Hepa3bopyumMBO HanMCaHHbIE, UCNPABIIEHHbIE aBTOPOM,
He nopAarlimecsa MpPOYTEHUIO BCMeACTBME MOBPEXOAEHUS TekcTa M APYrMM  MNpUYUHaM.
OTaenbHble CrioBa M BblpaXXeHUs OAOKYMEHTA, Bbi3blBalOLWME COMHEHUS B UMX TOYHOCTU, a
TaKkke MWCMNpaBrieHnsi, MOAYMCTKY, Bbi3blBAlOWME COMHEHME B WX [OOCTOBEPHOCTW,
oroBapuBalTca: "Tak B OKyMeHTe", unn "B Tekcte Hepasbopumso", nnu "Tak B TekcTe
opurnHana". lNocne TekcTa apxXMBHOW BbIMUCKM YKa3blBAlOTCA apXMBHbIN LWIMGP U HOMepa
NINCTOB eANHNLbI XPaHEHUS apXUBHOIO AOKYMEHTA.

ApxuBHasi BbINMCKa MNOAMNUCHLIBAETCA PYKOBOOUTENIEM OpraHu3auun Wunv  MHbIM
YNONHOMOY€EHHbBIM UM AOSKHOCTHBLIM NIULIOM U 3aBepsieTCsl neyaTbio opraHu3aunu.

Mo 3anpocy nonb3oBaTernien apxmBHble BbIMUCKM BbI4AOTCH B 3NIEKTPOHHOW hopMe Ha
3IEKTPOHHOM HocuTene nMbo nepeckbinarTcs No MHPOPMaLMOHHO-TENEKOMMYHUKALMOHHbLIM
CeTAM. ONEKTPOHHblE  apXMBHble  BbIMUCKW  3aBEPSAOTCA  3ANIEKTPOHHOM  NOAMNUCHIO
pyKkoBOAMTENSA OpraHn3aumm UM MHOro YNosTHOMOYEHHOIO UM OMKHOCTHOrO nuua.

5.14. Ha apxuBHbIX KOMUSX, BKIOYas apxmBHblE KOMMW Ha OymMaXHOM HocuTene
3NIEKTPOHHbIX AOKYMEHTOB, apXMBHble WNGPbI NPOCTaBASTCA Ha 0b6oOpoTe Kaxaoro fmcra
apXMBHOW KOMWKW, a 3aBepuTerbHas HaanuMcb M nevatb - Ha obopoTe nocregHero nucra
Konuu.

Mo 3anpocy nonb3oBaTenen 3NeKTPOHHbIE KONMUN apXUBHbBIX JOKYMEHTOB BblAalOTCH B
3MeKTPoOHHOM dhopme NUBO nepecbinarTca Mo MHEPOPMAaLMOHHO-TENTEKOMMYHUKALNOHHBLIM
CeTAM. OMNEKTPOHHbIE KOMUU apPXMBHbIX LOKYMEHTOB 3aBEPSANOTCHA 3NEKTPOHHOW MOAMNUCHIO
pyKkoBOOMTENSA OpraHn3aumm UM MHOro YNosTHOMOYEHHOMO UM OOMKHOCTHOrO nuua.

5.15. TllogroTtoBneHHble apXMBOM OpraHuM3auuM OTBETbl Ha 3anpocbl (apXUBHblE
CNpaBKW, apXvMBHble BbLIMUCKW W apXMBHblIE KOMWW) HanpaenslTCA 3adBUTENAM C
conpoBoANTENbHBIM MMCbMOM MO MOYTE WM BbIAAKOTCA: 3aABUTEMNO - NPU NPeabaABreHUn
AOKYMEHTa, YOOCTOBEPSIOLWEro JIMYHOCTb, €ro npeactaBuTenam - nNpu npeabsaBieHnn
AOKYMEHTa, yAOCTOBEPAOLLEro NIMYHOCTb U AOBEPEHHOCTU, OCPOPMIEHHON B YCTAHOBIEHHOM
nopsake.

5.16. ApxuBHbIE CnpaBKW, apXuBHbl€ BbIMUCKM U apXMBHbIE KOMWUW, HanpaBnsiemMble B
rocygapcrea - ydacTHUKn KoHBeHUUKM, oTMeHsoLWen TpeboBaHne neranmsaumm MHOCTPaHHbIX
oduumManbHbIX OOKYMEHTOB, noanucaHHon B [aare 5 oktsabpa 1961 r., 3aBepswTcs
NpoCTaBfieHMEM M 3arofiIHEHMEM chneumanbHOro wramna - anocTuns B COOTBETCTBUMM C
3akoHogaTenbcTBOM Poccurckon denepauum.

5.17. [onyckaeTca u3bsATME M3 apxXMBHbIX Oen M Bblgaya Bnagenbuam unm umx
POACTBEHHMKaM, B Criydyae UX NMCbMEHHOro obpalleHuns, NOASIMHHBIX NYHBLIX AOKYMEHTOB O
rpaXkgaHCKoM COCTOSHUKN, 06 0BpasoBaHMK, TPYAOBbLIX KHUXEK, HE MOSyYEeHHbIX B CBOE BpeMs
BnagenbLuemM JOKYMEHTOB.

MoanuHHbIE NUYHBIE OKYMEHTbLI BblAAKTCS 3adBUTENSAM C paspeLleHns pykosoauTens
opraHuMsaumm no npeabsBNeHUN nacrnopta WM WHOFO [OOKYMEHTa, YAOCTOBEPSIOLLEro
NNYHOCTb, NMMOO MX POACTBEHHWKAM WKW WUHBLIM NULAM MO JOBEPEHHOCTU, OPOPMIIEHHON B
YyCTaHOBIIEHHOM 3akoHoaaTenscTeoMm Poccuinckon denepauum nopsigke. MNognnHHbIE NUMYHbIE
AOKYMEHTbI MOryT 6bITb HanpasneHbl 3ad9BUTENO LLEHHLIM MMCbMOM.

C M3blMaeMbix JOKYMEHTOB B apxvMBe OpraHu3aumm U3rotTaBnmnBatoTCa KOnmm, KoTopble
npuobuwatotca kK genam. M3bsatne OOKYMEHTOB, a TakKe 3aMeHa Ha KOMuu OTpaxatTcsl BO
BHYTPEHHMX ONUCAX Aer, B NIMCTax-3aBeputensx gen, B ONUcsx Aen, JOKYMEHTOB.

N3bsaTMe n BO3BpalleHne LOKYMEHTOB OMOpMISTCA akTamu 06 u3bAaTMM U3 gen
(BO3BpaLLEHNM) YKa3aHHbIX JOKYMEHTOB. AKTbl U OpYyrne OOKYMEHTbI, HA OCHOBaHUN KOTOPbIX
npon3BeaeHo U3bsTMe (BO3BpaLLEHNE) apXMBHbIX JOKYMEHTOB, BKOYAKOTCS B Aeno hoHaa.
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5.18. KonnpoBaHne OOKYMEHTOB apxmBa OpraHu3aumm Mo 3asiBkaMm nosib3oBaTtenen
NPON3BOAMUTCA MO paspeLleHnto PyKoBOAUTENS OpraHn3auum Unm MHOro YnosTHOMOYEHHOro UM
AOIMKHOCTHOrO nmua.

Konun OOKyMEHTOB nepecbinalnTca B agpec TOW opraHuMsaumun, rno 3anpocy KOTOpOoW
OHW N3roTOBMEHbI, UK BbIAAOTCA NOMNb30BaTENO N0 POCMUCEH.

5.19. B uenax cosgaHunda ycnosBun ans paboTbl norib3oBaTenen HenocpeacTBEHHO B
apxvmBe OpraHM3aumm MOXET BblAENATbCA NOMeLLeHne (YnTanbHbIN, NPOCMOTPOBLIN 3an) ANng
O3HaKOMIIEHUS C JOKYMEHTaMu apxuBa, 0bopyaoBaHHOE COOTBETCTBYHOLLMMUN TEXHUYECKMMU
cpeacTBamu onsi paboTbl C JOKYMEHTaMW.

Mpn oTcyTCTBMM B apxvBe oOpraHvsauuu cneunanbHO BbIOEMNEHHOro MNoMeLeHns
paboTa nonb3oBaTenem C AOKYMEHTaMU MNPOU3BOAUTCA HEMOCPEACTBEHHO B paboumx
KOMHaTax apxmBa. [OKymMeHTbl Ans paboTbl Monb3oBaTensM BHE MOMELEHUs apxuBa
opraHusaumn BblAaBaTb 3anpeLlaeTcs.

PaspeweHne Ha paboTy B NOMELLEHUW apxuMBa OpraHM3aumn [aeT pyKoBoOAMTENb
apxmBa opraHnsauum (MMuo, OTBETCTBEHHOE 3a apXmB).

5.20. OTka3 apxuBa opraHmsauuu B Bblgaye apXUBHbIX OOKYMEHTOB AOMYyCKaeTCcHd B
cny4vasix:

HanMuusa goHaa Nonb30BaHUS;

Hey40BMeTBOPUTENBHOIrO (hN3NYECKOro COCTOAHUS LOKYMEHTOB;

He MpoLWeaLlmnX HayYHOro OMMUCaHUS U TEXHUYECKOro OhopMMeHns OOKYMEHTOB, OO
3aBepLUeHNs aTnx pabor;

OrpaHMYEeHU Ha MCNoNb30BaHWe, YCTAHOBMEHHbLIX 3akoHoAaTenbCcTBOM Poccuiickon
depepaumm nnn poHagoobpasosaTenem npu nepegade JOKYMEHTOB Ha XpaHEHMeE.

OTkas apxvmBa opraHusauuu B npefocTaBNeHUn AOKYMEHTOB [OSMKeH OblTb BbldaH B
MMCbMEHHOW (bopMe 1 coaepkaTb MPUYUHBI OTKa3a, a Takke nopsgok obxkanoBaHUsA OoTkasa.

VI. NMepena4ya AOKYMEHTOB OpraHM3auum Ha XpaHeHue B rocyapCTBEHHbIN
(MyHUUMNaANbHbIN) apX1B

6.1. [JokymeHTbl ApxmBHOro doHga Poccunckon depepauuun, obpasoBaBluMecs B
OopraHmM3aunsax - ICTOMHMKAX KOMMMEKTOBAHUS rocygapCTBEHHbIX (MyHUUMNANbHbIX) apX1BOB,
MO WUCTEYEHUN CPOKOB WX BPEMEHHOrO XPaHEHUs B apxvBe opraHusauum nepefarTcs Ha
NOCTOSIHHOE XpaHeHNe B COOTBETCTBYIOLUNIA rOCYAaPCTBEHHbIN (MyHULMNANbHBINA) apXUB.

6.2. [okymeHTbl ApxmBHOro doHga Poccunckon depepauuun, obpasoBaBluMecs B
AEATEeNbHOCTM TOCYOQAPCTBEHHbIX W HErocydapCTBEHHbIX OpraHu3auumn, He SABMASOLLMXCA
WUCTOYHMKAMM  KOMMSIEKTOBAHUS rOCY4apCTBEHHbIX (MyHWUMNANbHbIX) apXuBOB, MOryT
nepegaBaTbCA B rocy4apCTBEHHblE (MyHMUMNANbHbIE) apXMBbl HA OCHOBaHWM OOrOBOPOB C
cobCcTBEHHMKaMUN Uy BnagensuaMmm JOKYMEHTOB.

6.3. [lokymeHTbl nepenarTCcs Ha NOCTOSIHHOE XpaHeHne B ynopsagov4eHHOM COCTOAHUN
C COOTBETCTBYIOLMM Hay4YHO-CNpaBOYHbIM annapaToMm.

6.4. B opraHusaumsx -  WUCTOMHMKAX  KOMIMIEKTOBaHUS  roCydapCTBEHHbIX
(MyHMUMNansLHbIX) apxnBoB Bce paboTbl, CBA3aHHbIE C OTOOPOM, NOArOTOBKOM U nepepaven
OOKYMEHTOB Ha [MOCTOSIHHOE XpaHeHWe, B TOM 4uUCre C WX YNopsiAOMeHneM W
TPaHCMNOPTUPOBKOW, BbIMOMHSAITCSH 3a CYET CPEeACTB OpraHn3auun, nepegarolmx JOKYMEHTbI.

6.5. [locpoyHass nepegada OOKYMEHTOB Ha MOCTOSIHHOE XpaHEHWE MOXeT ObiTb
OCyLLleCTBMEeHa Mpu OTCYTCTBUM HeobxoOuMbIX ycrnoBun Ansd obecneyvyeHusi COXpPaHHOCTU
AoKyMeHToB ApxuBHoro doHaa Poccunckon denepaumm, npy yrpose ytpatbl (YHUUTOXEHUS)
AOKYMEHTOB, a Takxke no npocbbe opraHMsaumm Ha OCHOBaHUM JOroBOpa C rocy4apCTBEHHbLIM
(MyHMUMNANbHBIM) apXMBOM.



lMpoaneHne CpPOKOB XpaHEHUSI AOKYMEHTOB B apXvBe OpraHu3auumn Jonyckaetcs no
NMMCbMEHHOMY pa3peLLeHN0 FoCyapCTBEHHOrO (MyHUUMMAnNbHOro) apxmea B Criyvyae
Heo6X04MMOCTN NPAKTUYECKOrO UCMONb30BaHNA JOKYMEHTOB OpraHm3aLmen.

6.6. [lepegaya [OOKYMEHTOB MOCTOSIHHOrO  XpaHeHUss B  OCY4apCTBEHHbIN
(MyHMUMNAnNbHbBIM) apXMB OCYLLECTBNSAETCA B COOTBETCTBUMM C MNSIAHOM, YTBEPXOEHHbIM
pykoBOAMTENEM COOTBETCTBYIOLLEro apxmBa MO COrfacoBaHU C Mepepawowen fena
opraHusaumen.

6.7. [JokyMeHTbl NepefarTcsa B rocygapCTBEHHbIN (MyHUUMNANBbHLIN) apXmMB MO ONUCSM
Aen, LOKYMEHTOB NOCTOSAHHOIO CpoKa XpaHeHus, yteepxaeHHbim IlK.

lMepen nepepjavyerd OOKYMEHTOB Ha MNOCTOSSHHOE  XpaHEHME COBMECTHO C
npeacTaBuTeNeM rocydapCTBEHHOro (MyHUUMNANbHOMO) apxmBa MNpPOBOAUTCA NpPOBepKa
NPaBUNbLHOCTM OnNucaHna N odopmrieHnsa agen, Puandeckoro M CaHUTapHO-r’MrMeHn4YecKoro
COCTOSIHMA OOKYMeHTOB. [lpn oBHapyxeHun [edeKTOB COCTaBMSETCH akT, YCTpaHeHue
0oOHapy>XeHHbIX AedeKTOB NPOBOAUTCA CUaMU OpraHmM3aunu.

Mepegaya pgen npoBOOUTCS B FOCYOAAPCTBEHHOM  (MyHMUMNANbHOM)  apxvee
noeguHMyHo. Ha Bcex 4YeTblpex aK3emnnsipax onuvcen nen, AOKYMEHTOB MPOCTaBNsAOTCSA
OTMETKM O NpuemMe gen.

Mpn nepBon nepefayvye OOKYMEHTOB B rOCYAApCTBEHHbIA (MyHUUMMNANbHbLIA) apXxuB
nepegaeTca uctopudeckasa cnpaeka kK ¢oHay. Npy nocrnegyowmx nepegadax LOKYMEHTOB
nepenaeTcsa JOMNOMHEHNE K MCTOPUYECKOW CrpaBke.

6.8. lNepenavya [OKYMEHTOB 0GbOpMIISIETCA akTOM npuema-nepenadn OOKYMEHTOB Ha
xpaHeHune (npunoxeHne N 30), cocTaBnsieMbiM B ABYX 3ak3emnnsapax. OguH ak3emnnsap
OCTaeTcsa B rocygapCTBEHHOM (MyHMUMNAnbHOM) apxuBe, OPYyron - B Nepegarowen
opraHusaumn. Bmecte ¢ JOKyMeHTamMu nepegaeTca Tpyu aK3emnisipa onucu e, JOKYMEHTOB,
B TOM YMCne OOUH B 3NEKTPOHHOM BuAe.

Ecnu npu nepegade obHapyXeHO pacxoxaeHne Mexay UTOroBOW 3anucblo onucu gen,
AOKYMEHTOB U (pakTU4EeCKMM HanuvyumeMm nepegaBaeMbix Aen, B OnucKU fen, LOKYMEHTOB
ohopMnsieTCs HoOBasi UTOroBasi 3anncb, B KOTOPOWN YKa3blBalOTCA (bakTMYeckoe Hanuvme gen
N HoOMmepa OTCyTCTBYyWOWMX Aen. Homepa oOTcyTCTBYHOWMX Aen (OUKCUMPYIOTCA B akTe
npuemMa-nepegaym gen Ha NnoCTOSIHHOE XpaHeHne, NPUYUHBLI OTCYTCTBUS Aer - B Nnpuniaraemomn
K aKTy npuemMa-nepegayv cnpaske, NoAroTOBEHHON OpraHn3aumen.

ApxvMB oOpraHusaumm npuHUMaeT Mepbl MO pPo3biCKy Aen. Ha oTcyTtcTBylowme
AOKYMEHTbI M [ena, Mepbl MO PO3bICKYy KOTOPbIX HE Aanu pe3ynbTaToB, COCTaBNAETCs akT 06
yTpaTe JokymeHToB (ripunoxeHue N 6). YTpayeHHble NOASIMHHUKMA AOKYMEHTOB MOryT OblTb
3aMeHeHbI NX KOMUSIMU.

VIl. Nepenaya AOKYMEHTOB NMpu peopraHusaumu unuv nuKBMaauum opraHusauumm, CMeHe
pykoBoAuUTeENs apxvBa opraHm3sauum

7.1. Mpwn peopraHvsauMmM UNU NUMKBMOAUMM OpraHvM3aumMM nepedada u AarnbHelllee
NCMNoNb30oBaHNE  [JOKYMEHTOB peopraHuM3yemod Wnuv  NUKBUAMPYEMOW  OpraHu3aumm
OCYLLIECTBNSIETCS B COOTBETCTBUM C 3akoHoAaTenbcTBOM Poccuiickon denepaumn.

Mepenaya [OOKYMEHTOB JIMKBUMOMPYEMOW OpraHusauum BXoAUT B 00S13aHHOCTb
komMuccumn, obpasoBaHHOM ANs nepedadn Aen 1 UMyLLLecTsa.

Mpyv nuKBMOAUMM OpraHuM3aumii - WUCTOYHMKOB KOMMEKTOBAHUS rOCyAapCTBEHHbIX
(MyHMUMNanbHbIX) apxvMBOB, B COCTaB  NUKBMAALUMOHHOW  KOMUCCUM  BKIOYMAETCS
npeacTaBUTENb FOCYAapCTBEHHOro (MyHMLMMNANbHOMO) apxmea.

7.2. MNpun cMeHe pyKOBOAUTENS apxvMBa opraHusauumn (nuua, OTBETCTBEHHOMO 3a apXuB
opraHusauuv) npuemM-nepefada [OOKYMEHTOB apxuBa, YYETHOTO WM  Hay4HO-CMPaBOYHOro



annaparta K HAM OCYLLUECTBJIAETCA NO aKTy.

*(1) Yacte 2 ctaten 13 denepanbHoro 3akoHa oT 22 oktsabpa 2004 r. N 125-93 "O6
apxuBHoM gene B Poccuinckon ®epepaumn”.

*(2) MognyHkT 2.8.6 nyHkTa 2.8 MNpaBun xpaHeHus.

*(3) MognyHktel 2.11.1.1 - 2.11.1.2 nyHkTa 2.11 MNMpaBun xpaHeHus.

*(4) MognyHkT 2.11.3 nyHkTa 2.11 MNpaBun xpaHeHus.

*(5) MopgnyHkT 2.11.2.4 nyHkta 2.11 NpaBun xpaHeHus.

*(6) MopnyHkT 2.11.2.3 nyHkTa 2.11 MNpaBun XxpaHeHus.

*(7) dopma nacnopta apxmBa oOpraHuM3aumm  yctaHoBneHa PernameHTom
rocygapCTBEHHOro yyeta [OKymMeHTOB ApxuBHoro ¢oHaa Poccuinckon Pegepauunu
(yrBepxaeH npukasom Pocapxuea ot 11 mapta 1997 r. N 11, 3apernctpmpoBaH MuHCTOM
Poccumn 08 nona 1997 r., pernctpaumoHHbi Homep 1344).

*(8) B rpade "OTmeTka 0 BbiObITMM poHAA" cnmcka OHOOB yKa3biBaeTCH, Kyada BblObin
apxmBHbI (poHA, a TaKke gaTta U HOMep JOKYMEHTa, Ha OCHOBAHUN KOTOPOro OH BbIObIS.

*(9) [Ons npoBegeHns SKCNEPTU3bl LEHHOCTU HAY4YHO-TEXHUMYECKOM W  OpYyrom
crieynanbHOW [OKYMeHTauuMmM B opraHu3aumm MoxeT 6biTb co3gaHa 3K, BkhovawoLwas
COOTBETCTBYIOLUNX CNELManmCToB.

*(10) OK opranusauuin, nepefarwolimMx OOKYMEHTbl HA XpaHeHMe B rocyL4apCTBEHHbIE
apXxuBbl, NPEeACTaBNAT COOTBETCTBYOLWME npeanoxerHms SINMK apxuBHOro yupexaeHus.

*(11) OTtmeTka "IMNK" o3HavaeT, YTO YacTb AOKYMEHTOB MOXET OblTb OTHECEHA K CPOKY
XpaHeHna "NOCTOAHHO".

*(12) B cnyyae naMeHeHus (PyHKUMA N CTPYKTYpbl OpraHu3aunm HOMeHknaTypa nen
NOANEXUT NEPECOCTaBIIEHUIO, COrMacoBaHUIO N YTBEPXKAEHWIO.

*(13) Ans gen Ha BymaHOM HocuTene.

*(14) YacTtb 1 ctatemn 25 GegepanbHOro 3akoHa ot 22 oktabps 2004 r. N 125-03 "O6
apxuBHom gene B Poccuiickon ®eaepauymn”.

*(15) Onucu pgen, [OOKYMEHTOB MO JIMYHOMY COCTaBy COrflacoBbiBAKOTCA
COOTBETCTBYHLLMM rocygapcTBEeHHbIM (MyHMUMNANbHbBIM) apxuBom cornacHo
npeaocTaBneHHbIM eMY MOSTHOMOYUSM.

*(16) MognyHkT 5.7.1 nyHkTa 5.7 MNpaBun xpaHeHus.

MpunoxeHue N 1
K n. 2.37 NMpaBun

HamMeHOBaHME oOpraHmM3alLmum

KAPTOYKA IIOCTEJIJIAXHOI'O
TOIIOT'PASUYECKOI'O YKABATEJIS*

CTEJUIAX N XPAHVIIMIIE N
Wkad | Monka N | doHa N | Onwuce N [MpumeyvaHne
N Eao. xp.c N
no N
1 2 3 4 5 6
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dopmaT A6 (148 x 105 mmMm)

* KapToukm noctennaxHoro Tonorpadnyeckoro ykasaTtensa COCTaBNAKTCA Ha Kaxabln
cTennax n NpUKpennaTCa Ha TOPLEBOW CTOPOHE CTennaxa.

MpunoxeHune N 2
K n. 2.37 MNMpaBun

HamMeHOBaHME oOpraHm3almum

KAPTOYKA I[10®OHIOBOI'O
TOIIOTPASUYECKOI'O YKABATEJS*

®OHO N XPAHWIIMIIE N

HazBaHue o¢oHIa

Onucb Crennax N Lkadp N Monka N | lNpumevaHue
N Eo. xp.cN

noN

dopmaT A4 (210 x 297 wmwm)

* KapToyku nopoHOoBOro Tonorpaduyeckoro ykasaTens COCTaBMASOTCA Ha Kaxabln
doHA 1 pacnonaratoTcs B nopsigke HoMepoB OOHA0B.

MpunoxeHue N 3
K n. 2.43 MNpaBun

HamMeHOBaHME OpTraHM3alumnm

AKT YTBEPXIIAI
N PyKOBOIMTEJIbL OPTaHU3alUn




IIPOBEPKM HANMNYMNA U COCTOSAHUA

APXMBHEIX OOKYMEHTOB [logonuce Pacumpporka
HNOIONUCHU
ITaTa
doHm N
HazBaHue o¢oHIOa
HomMmepa onucen
[IpoBepka MnNpoBOIOMIIACH C o
[I[pOBEPKOM YyCTaHOBJIEHO :
1. UmcamuTcsa 1o OonmMcsaM Ient en.xp,
(koJIMUecTBO)
2 . BHIABJIEHE TeXHMUECKMEe OIMUOKIN:
2.1. VmMmenTCsa JIMTEPHBIE HOMEpa:
a) He YyUYTeHHEEe B MTOT'OBOM 3alMCHU en.xp.
(xoJmMuecTBO)
0) He [epeuuCJIEHHEe, HO y4YTEHHBE
B MUTOT'OBOM 3alMCU en.xp.
(KOJIMUEeCTBO)
2.2 . llponyumeHo HOMEPOB:
a) He YUYTEeHHEX B MTOT'OBOM 3alllCHU en.xp.
(xoJmMuecTBO)
©) He NepeuMrCJIeHHEX, HO YYTEHHBIX
B MUTOI'OBOM 3alUCU en.xp.
(koJIMYecTBO)
2.3. Ipyrue, B pes3yJibTaTe 4yero obbeMm
YBEJIMUMIICS Ha en.xp.
(KkOJIMYEeCTRBO)
YMEHBUIMIICHA Ha en.xXp.
(kOJIMYUEeCTRBO)
3. UMcamTCcsa IO ONMCSAM B pPe3yJbTaTe
YCTPaHEHMA TEeXHUUYECKUX ommboK en.xXp.
(koJIMUecCTBO)
4. He okaszsajioCh B HaJIMUUU en.xp.
(kOJIMYEeCTRBO)
5. VMeeTcsa B HalIMuMM 10 OaHHOMY GOHIY
(BKJIIOUEHHEIX B OIIMCH) en.xp.
(xoJmMuecTBO)
M3 HUX TPpeOynlMX :
a) nesuHdekLuUu en.xp.
(koJIMYUeCTBO)
0) Ie3MHCEeKLUU en.xp.
(xoJIMuecTBO)
B) pecTaBpauun en.xp.
(xkoJymIMuecTBO)
T') I[eperJieTa WM DONOUMUBKMU en.xp.
(xkoJyIMuecTBO)
II) BOCCTAHOBJIEHUS 3aTyxXallMX TEKCTOB en.xp.
(KkOJIMYEeCTRO)
€) HeUCIPpaBUMO [NOBPEXIEHHBIX en.xp.

(kOJIMYUEeCTRBO)



6. VMeeTcsa He BKJIOUEHHBIX

B OIUCHU en.xp.
(KOJIMUeCTBO)

7. VToTOo noO ImaHHOMY GQOHIOY (BKJIIOUEHHBIX M HE BKJIIOUEHHBIX B OIMUCH) ,

VMMerIMXCAa B HaJIM4YMM

en.xp.

(koJIMYUEeCTBO)

8. XapakTepuCTHUKA YCJOBUM XPaHEHUS

[IpoBEepPKyY MNPOUBBOOUIIN :
HamMeHoBaHMe

IOOJIKHOCTEM
PaboOTHUKOB

HamMeHOBaHME oOpraHM3aLuUmn

AKT
N

INoonmucu PacumppoBka nomnmcem

dopmaT A4 (210 x 297)

MpunoxeHune N 4
K nn. 2.43, 3.15 MNMpaBun

O TexXHUMUEeCKMX oumbkax B
VYEeTHEX OOKYMeHTax

®oung N

YTBEPXIAI

PykKoOBOIMTEJNb OPTaHM3aALUN

[Tognuce Pacumbpporka
IIOIIINCH

ITaTa

HazpaHue ¢oHIa

B xome BHBIIOJIHEHUSA

OOHAPYXEHBl TEeXHUUYECKME

ommMOKM B 3BalMcCax

HasBaHue OOKYyMEHTa

CyLLleCTBy}OLLI,aﬂ 3arnncb CnenyeT 3arnncaTb

1

2 3

B pesynbTaTe KOJIMUECTBO E€IMHMUI, XPaHeHMUsS YBEeJMUMIIOCH (YMEHBIMJIIOCH)

Ha

en. xp.

IpuMeuaHmAa:

(umdpamMm, MNPONMCHIO)




HammeHOBaHME IOOJDXKHOCTU paboOTHUKA I[Toonmuce Pacumpporka nomnmcu
V3MeHeHUSI B yUeTHHE OOKYMEHTHE BHECEHH
HarvMeHOBaHME OOJIKHOCTM
paboTHMKA apxuBa lTopnmce PacumppoBka NOAONUCHK
dopmaT A4 (210 x 297 wmm)
MpunoxeHue N 5
K nn. 2.43, 3.15 MNMpaBun
HammMeHOBaHME OpIraHM3ALUNU
AKT YTBEPXIA
N PyKOBOIMTEJIE OpTaHM3alMM
[ognuce Pacumbporka
06 ob6HapyXeHMM LOKYMEHTOB IIOONMCU
(He oOTHOCSUMXCS K OAaHHOMY
boHOmy, HeyUTeHHEHX) IaTa
B xome
(BuO paboTH)
OBDHAPYXEHO
(B doHme, xpaHUIMe, padbodueM I[IOMEUEHMN)
N 3aronoBok Wndop KpanHue Konunyectso | K kakomy | [NpumeyaH
n/n en. Xp. (ecnu ecTb) narbl nncToB doHay ns
(obbem, OTHOCUTCH
M6)
1 2 3 4 5 6 7
NToT0 ODHApPyXeHO IOOKYMEHTOB
(umdpaMm ¥ HOPONMCEHIO)
HammMeHOBaHMe HOOJIKHOCTU pPaboOTHMKA [loonuceb Pacumpposka
IOOMNUCU
VI3MeHeHUsI BHECEHBE B yUeTHBEE IOKYMEHTH .
HavmMeHOBaHME OOJIKHOCTMU
paboTHMKA apxuba Nopnuce Pacumpposka
IOONUCU

dopmaT A4

(210 x 297 Mm)




MpunoxeHue N 6
K nn. 2.44, 3.15, 4.32, 6.8 Npasun

HamMeHOBaHME oOpraHmM3alLmumn

AKT YTBEPXIAI
N PykoBomomuTesib OpraHM3alun
[lomnmce Pacumpporka
06 yTpaTe [OKYMEHTOB IIOIIVCHU
ITaTa

®oung N

(HazBaHmMe o¢oHzma)
B pesysbTare

YCTAHOBJIEHO OTCYTCTBHUEe B QOoHIOEe

IIepedUlMCJIEHHEIX HIMXe InOeJI, IIPpendllpVMHATEIE APXMBOM MEPEBI I10 PO3EBICKY aeJl
IIOJIOXMTEJIBbHEIX PE3YJIbTATOB HE nOajim, B CBA3M C UeM CuMTaeM BO3MOXHEIM CHATbBb
C yueTa:
N Onuncb Eo. xp. | 3aronoBok eq. xp. KpanHune | KonuuectB | [Npegnonara
n/n N N aartbl O NINCTOB emMble
(obbem, NPUYUHBI
M6) OTCYTCTBMUSA
1 2 3 4 5 6 7
UToro en. xXp.
(umbdpaMy ¥ HOPONMUCHIO)
ConepxaHr/Le YTPA4YEeHHEIX IOOKYMEHTOB MOXeT OBIT b YaCTUUHO BOCIIOJIHEHO
ciaenymoumyMmM eng. Xp. @
(HoMepa en. Xp. M MX TPYNNOBEE 3aTOJIOBKU)

HamMeHOBaHMEe IOOJIXHOCTU

PYKOBOIUTEJS apxMBa lonnuceb

(MmMua, OTBETCTBEHHOTO 3a apXWUB)

COTJIACOBAHO* COTJIACOBAHO
[IpoTokoJs JIK apXMBHOTO YUPEXIEHUS [IpoTokos L3K (3K)
oT N oT N

Pacumpporka nomnmcu

opraHM3alumun

VIsaMeHeHUus B YUYEeTHBEIE HOOKYMEHTEI apXMbBa BHECEHEL.

HamMeHOBaHME OOJDKHOCTU

paboTHVKA apxuBa [Monnuchb

dopmar A4

* Ecim He O@Hapy)KeHbI JeJjia IIOCTOAHHOI'O XPaHEHNMA.

PacumbpoBKa NOONMUCU

(210 x 297 mmMm)

MpunoxeHune N 7
K . 2.47 MNpaBun




HamMeHOBaHME oOpraHmM3alLumn

KAPTA- 3BAMECTUTEJIbL IEJIA

HeJsio

(N » naszBanue)
Onucek

(N » nazBanme)
QoHL

(N u nazBanme)

BelmaHO BO BpeMeHHOe II0JIb30OBaHMe (UMTaJbHBEIM 3aj) :

N ®.1.0. nonb3oBarens [aTta JaTta Mognuckb MNognuck
n/n Bblaaun BO3BpaTa BblAaBLLUEro | NosiyyMBLIErO
neno aeno
1 2 3 4 5 6

dopmaT A4 (210 x 297 wmm)

MpunoxeHue N 8
Knn. 2.47,4.19, 4.21, 4.23 Npasun

JIUCT- BABEPUTEJIL OEJIA N

B nmejie nomummMTO M NPOHYMEPOBAHO JILCTOB
(uMbpaMy M MOPOINMCHIO)

c N rno N , B TOM UMCJIE:

JIMTEPHEE HOMepa JIMCTOB ;

IIPOIyIleHHEIE HOMEepa JIUMCTOB

+ JIMCTOB BHYTPEHHEM ONUCU

OcobeHHOCTN hm3NYECKOro cocTosiHMA U bopMMpPOBaHUS aena Homepa
NNCTOB
1 2

HamMeHOBaHME IOOJIKHOCTU
paboTHUKA [ognuce Pacumbpporka HoOnmcu

DaTa
dopmaT A4 (210 x 297 wmm)

MpunoxeHue N 9
Kn. 2.47 MNMpaBun

HamMeHOBaHME oOpraHM3aLUMU



JIUCT MCIIOJIbBOBAHUS OOKYMEHTOB

dong N Onmce N Heso N
3aroJIoOBOK IOeja
[ata Komy BblaaHo: XapakTep N Moanuck nuua,
MCNOnb30B damunus, MCNONb30BaHUS MCNONb30BaHH | MCMOSb30BaBLLU
aHuns MHUUMansbI (konupoBaHue, bIX INCTOB ero geno
(pa3bopunBo) BbIMMCKN, NPOCMOTP)
1 2 3 4 5
dopmaT A4 (210 x 297 mmMm)

HamMeHOBaHME oOpraHmM3alLmum

AKT

N

O B OAaYe n[eJjyi BO BPEMEHHOEe IIOJIbBOBAaHME

(HaMMeHOBaHMe opraHmsauuny,
ee azmpec, I[IOYTOBHIM MHIEKC)

OcHOBaHUE

Mpunoxexnue N 10

K n. 2.46 MNMpaBun

IOnsa xakoM LenaM BHOalnTcd en. xXp. u3 ¢oHma N
(HasBaHMe QoHIa)
N Onucob Eno. xp. 3aronosok | KpaunHue Konnyectso MpumeyvaHne
n/n N N en. xp. paTbl NUCTOB,




dopmat
(obbem, M6)
1 2 3 4 S 6 I
Bcero BemaeTcsda en. Xp.,

(umdpaMm M HOPONMUCHIO)
CPOK BO3BpalleHUH

ﬂena BBIIIAHBL B YIIOPAIOOYEHHOM CcCoCTOAHUNM, IIOOmWMTEI, B o6noxxax, C
IIPOHYMEPOBAHHEIMM JIMCTAaMM VM 3aBEPUTEJIbHEIMM HAOIIVICAMIM .

[TonyuyaTenp 00493yeTCcsa He npenoCcTaBJIATE LOeJjia, IIOJIYYEHHEIE BO BPEMEHHOE

oJIb30BaHMe, I[NOCTOPOHHMM JiMllaM, He BHIaBaTb MO HMM KONMM, BHEIMCOK 1
CHpaBOK, He NyOIMKOBaThb IOOKYMEHTH 0e3 pa3peleHud opraHusaluMy, BhIOaBIIEN
nesna.

MonyuaTenb o0d3yeTcs BEpPHYTH Iejla B apxMB OopraHM3aluy B yKaz3aHHHBIM B
aKTe CpOoK.

[TonmyuaTesib npenyripexneH 00 OTBETCTBEHHOCTU IIO 3aKOHY B CJlydae YyTpaThl
MJIM TIOBPEXIOEHMA IIOJIYYEHHEIX BO BPEMEHHOE IIOJIb30OBaHME IOejl.

HamMeHOBaHME OOJIKHOCTU HamMeHOBaHMe IOOJIXHOCTM

PYKOBOIMTEJA OpTraHM3alumn, PYKOBOOUTEJIA

BHLOAKIWEN »IeJja opraHM3alLMu- [IoJIydaTesd

[Tognmce Pacumbpporka [Tognmce Pacumopporka
[IOONNCHU [NOONMUCH

HaTa Hara

[leuaTs oOpraHM3aLUM [levaTes oOpTraHM3aLUM

dopmaT A4 (210 x 297 mmMm)



MpunoxeHue N 11

K nn. 3.6, 3.15 NMpaBsun

(HaMMeHOBaHME OpTraHM3aluu)

(Ha3BaHME apxX¥Ba OpITaHM3aLUM)

KHUTA
ydyeTa HNOCTYIIJICHMSI M BHOHTUS IOEJI, AOKYMEHTOB

Tom N
HauamT
OKOHUEeH
dopmaT A3 (297 x 420 wmwm)

N n/n | Jara | HaummeHoBaH | HanmeHo | Ha3s | [oabl Bug MocTtynneHune BbibbITHE onucaHHbix | HeonmncanHbl | Npwu
nocTy ne BaHue, aHue | nocTyn | HocuUT OMNCaHHbIX AOKYMEHTOB X gen, Mey
NfeHn | opraHn3aummn | Homep 1 n MBLLUNX | ensa* JOKYMEHTOB AOKYMEHTOB, | aHu
aun (cTpykTYpHOI parta HOMe nnu Konn4yectBo ef. xp. KonunyecTtBo ef. xp. nucToB e
BbIObIT o] OOKYMEHT p BblObIB NoCTO | Bpeme no NnocTosi | Bpem no MOCTy | BblObI
nsa nogpasaene a, no dooH LmnX SAHHOr | HHOIO | JINYHO | HHOrO | €HHOr | NIMYH | NUIo no
OOKYM | HUS, nuua, | KOTOpoMy | Ada | AOKyme o) (cBbiLW My XpaHe o] omy
€HTOB | apxuBa), OT | NOCTynun HTOB xpaHe | e10 | cocTta HUSA (cBbl | cocTa

KOTOpOM n nnu no HUS ner) BY we 10 | By
nOCTYNUNu BblObINK onucu ner)
(nnn AOKYMEHT
BblObINN) bl
AOKYMEHTbI




10

11

12

13

14

15

16

UToToOo B TOOYy TOCTYIIMIIO en. xp., B TOM uUMCJIIe:
(umdpaMm M HOPONMCHIO)
BIIEKTPOHHEIX , AYIOMOOOKYMEHTOB
(uMbdpaMM M HOPONMCHIO)
BUICOIOKYMEHTOB .
(uMbpaMy M HOPONMCHIO)
[IOKAa3LHBATCHA pPas3leljlbHO MTOTOBHE maHHEle o rpabam 8, 9, 10, 14 xuurwu;

Ha ©OyMaXHOM HOCUTeJe

4

(umdppaMm M ODPONMUCEHI)

14

(umdpaMm M OPONMUCEHD)

BEIOBLIIO en. Xp., B TOM UMCJIEe: Ha OyMaxHOM HOCHUTEJE

(umdpaMm M HPONMUCEHD)
BJIEKTPOHHEX , AYIOUOIOKYMEHTOB
(uMbpaMy M HOPONMCHIO)
BUICOIOKYMEHTOB .
(umMdpaMm M OPONUCHI)
[IOKa3LHBAanTCA pas3leljlbHO MTOTOBHEE maHHHE no rpadam 11, 12, 13, 15.

HamMeHOBaHMe OOJIKHOCTM JIMIA,
COCTaBMBIIEIO UTOTOBYID I'OIOBYI BalMCh Nonnmcob

HammeHnorBaHME OOJIXKHOCTM PYKOBOIOMUTEJIA aApXMBa
(Mua, OTBETCTBEHHOIO 33 apXuB) [Moonuce
HaTa

(umdpaMm M HPONMUCEHD)

* B rpabe ykaspBaeTca BuIO HocuTensa (BH - HOOKyMeHTH Ha OyMaXHOM HocutTejye, 3 -

(umdpaMm M OPONMUCEHD)

Pacumpporka NOOOUCHU

PacumdpoBKa MNOIONUCU

BJIEKTPOHHBIE INOKYMEHTEHI) .

dopmaT A3

(297 x 420 wmm)




MpunoxeHune N 12
K nn. 3.6, 3.15 MNpaBun

HamMeHOBaHME oOpraHmM3alLmumn

CIIMCOK $OHIIOB

Tom N
Hauam
OKOHUEeH
dopmaT A4 (210 x 297 wmm)
N HaTta HasBaHue OTmeTKa 0 BbIObITUM hoHAA MprmeyaH
doHaa nepBoro doHaa Kynoa [aTta n N gokymeHTa, ne
NOCTYynNsieHN BblObIn Ha OCHOBaHUN
A KOTOPOro BbiObIN
OOKYMEHTO
B hoHaa
1 2 3 4 5 6
Ha 01.01. Toma B CIMCOK BKJIOUEHB QOHIOE C N no N

M3 CHOMCKA MCKJIYeHH QOoHOE C N

Bcero xpaHMTCHA B apxmsBe

rno N

(umbdpaMy ¥ HOPONMCHIO)
comepxaT OCODO LIeHHEE mneJa.

(umbpaMm M HOPONMCEIO)

Homepa CBOBOIHEIE :

Homepa BHIOHIBUIME ([IepelaHHHE) :

HammeHOBaHME IOOJDXHOCTU paboOTHUKA
apxmea, COCTaBMBIIEI'O I'OLOBYIO
NTOTOBYK 3alMcChb [Nonnuce

HamMeHOBaHME IOOJIXHOCTU
PYKOBOIMTENS apxmBa (amuua,

OTBETCTBEHHOI'O 3a apXVIB) [Toonuce

IaTa

boOHIOB, M3 HUX:

Pacumpporka nomnmcu

PacumbdpoBKka NOONIMUCHU




JIMCT $OHIA N

dopmar A4

(210 x 297 wmm)

MpunoxeHue N 13
K nn. 3.6, 3.15 MNMpaBun

(MecToHaxoxmeHme (QOoHIA

opraHM3auuM, rne xXpaHuTcsa QOoHI)

(HamMMeHOBaHMe

(DaTa mepBOT'O MOCTYIJIEHUS

IOOKYMEeHTOB (QoHIa)

KpanHne gaTbl KaXkgoro HasBaHus

HassaHue doHaa

doHaa
1 2
1. YueT HEONMCAHHBEIX OOKYMEHTOB
[aTta HassaHue, N 1 gata MoctynneHune BbibbiTHE Hannune
3anncu | OOKyMeHTa, No KOTOpoMy (ocTatok)
NOCTYNUNN UMK BbIObINN Konnye | Kpannu | Konndec | KpanHu | Bcero gen
AOKYMEHTbI CTBO e TBO Aen e
aen aatbl aaTtbl
1 2 3 4 5 6 7

2. YueT ONMCAHHBEIX IOKYMEHTOB




Hata | Home | Tog | HaseaH | loct BblbbiTne Hanun4ne (octaTok)
3anu p ne ynun | Konn | OcHoBa | B Tom yucne no | Konuny B Tom yucne:
cn | onucu onucn | oen. | YyectB Hue onucsam, eCcTBO NMOCTOSAHHOIO XpaHeHus Mo NIMYHOMY
aen nnu Xp. oen. | BblObIT | yTBEPXAEHHBIM | 4. Xp. cocTaBy
aHHoTa Xp. ns SlK. Konny | kpaiiH N3 HUX NO KONUY | KpamHu
uum (HasBa €eCTBO ne onucsm, €CTBO | e gathbl
AOoKyme Hue, ed. Xp. | AaTbl | YTBEPXOEHHbIM | ed. Xp.
HTOB aaTa, en. xp. AlK
N Aok | Konuy | KpaiiHu KOMnUY | KpanHu
YMEHTa | ecTBO | € AaThbl €CTBO e
ed. xXp ed. Xp. | gartbl
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16




dopmaT A4 (210x297 mMwm)

MpunoxeHue N 14
K nn. 3.6, 5.5 NpaBun

HamMeHOBaHME oOpraHmM3alumm YTBEPXIAI
PyKOBOIMTEJIL OPIaHM3almm
doun N Homnmcse PacumppoBka
IIOONUCHU

OIIUCH N HOaTa
AeJl MNOCTOSHHOI'O XpPaHeHMs
Ba ron

N NHpoeke 3aronoBok KpanHue | Konunyectso | NpumeyaHun

n/n gena gena gartbl ncToB e

1 2 3 4 5 6

‘ ‘ HassaHue pa3,c‘|,ena ‘ ‘
B maHHBIM pa3nesl ONMCKM BHECEHO nes,

c N 1o
JIMTEPHEIE HOMEpaA:

(umdpaMm ¥ HOPONMCEHIO)
, B TOM umMcCJe:

IIPOoIIylLIeHHBIE HOMEPa:

HamMeHOBaHME IOOJIKHOCTU
COCTAaBUTENIS OIMUCHU

HavMeHOBaHME HOOJIKHOCTU
PYKOBOIMTEJA apxmuBa (Imuua,
OTBETCTBEHHOTO 3a apXUB)

COIJIACOBAHO
[IpoTokosn LUJK (3K) opranmszaunm
oT N

HamMeHOBaHME oOpraHmM3alLmumn

®ounng N

OINCh N

OeJl IO JIMYHOMY COCTaBy

Ba ron

omnmce Pacumbpporka HnoOnmcu
[lonnmcse Pacumdpporka NOONNCU
YTBEPXIEHO

[lpoToxkogs JlIK apXMBHOT'O yUYpeXIeHUd
oT N

dopmaTr A4 (210 x 297 mm)

MpunoxeHune N 15
K nn. 3.6, 5.5 NMpaBun

YTBEPXIAIO
PykopomouTesnb oOpTraHM3aluM

Pacumbpporka
IIOONUCHU

[Tognuce

ITaTa




N NHpoeke 3aronoBok KpanHue Cpok KonuyecTtB | MNMpumevaHun
n/n nena aena narbl XpaHeHusa o] e
NNCTOB
1 2 3 4 5 6 7
B IaHHBIM pas3nejl ONMCUM BHECEHO neJ,
(umdpaMm ¥ HOPONMCEHIO)
c N no N , B TOM UMCJIE:

JMTEepHHE HOMepa:

IIPOIIylLIEeHHBIE HOMEPa:

HamMeHOBaHME OOJIDKHOCTM
COoCTaBUTEJIA OIIMCU

HarmMeHOBaHME OOJDKHOCTU
PYKOBOIUTEJNA apxusBa (Amua,
OTBETCTBEHHOTO 3a apxXmB)

COTI'JIACOBAHO
[IpoTokos LU3K (3K) opraHmszauum
oT N

HamMeHOBaHME oOpraHM3aLUMU
®oung N

OIINCh N

Oen BpeMeHHHX (cBrme 10 ser)

I[Toonmuce Pacumpporka nomnmcu
[Topmnmce Pacumbpporka nomnmcu
YTBEPXIEHO

[lporoxosn JIIK apxXMBHOTO YyUYPEXIEHUS
oT N

dopmaT A4 (210 x 297 wmm)

MpunoxeHue N 16
K nn. 3.6, 5.5 NpaBun

YTBEPXIAIO

PykOBOIMUTEJL OpTaHM3aLUU

CPOKOB XpaHeHUs [loonmcse Pacumdpporka
NOONMUcCHU
3a ron ITaTa
N NHpaekc 3aronoBok KpanHue Cpok KonunuectB | lNMpumeyaH
n/n aena aena AaTtbl XpaHeHuA (0] ne
JINCTOB
1 2 3 4 5 6 7
B DmaHHBEI pasnesl ONMCM BHECEHO ne,
(umdpaMm M OPONMUCEHD)
c N rno N , B TOM UMCIJIE:

JIMTEPHBEIE HOMEpPaAa:

IIPOIIYyWIEHHBIE HOMEPa:




HamMeHOBaHME IOOJDKHOCTU

cCoCTaBUTEJIA OINCHU Hoponuce PacumdpoBka MNOONIUCU
HammMeHOBaHME HOOJIXKHOCTU
PYKOBOIMTENS apxXuBa (nauua,
OTBETCTBEHHOT'O 3a apxXmB) I[Toonmuce Pacumpporka nomnmcu
COIJIACOBAHO
[IpoTokos LU3K (3K) opraHmszauum
oT N__
dopmaT A4 (210 x 297 wmm)
MpunoxeHune N 17
K nn. 3.6, 4.19, 5.5 NMpaBun
HamMeHOBaHME oOpraHM3aLUMU YTBEPXIA
PyKOBOIMTEJE OpTaHM3aLMM
doun N [lonnmce PacumppoBka
[IOONUCHU
ommcb N HOaTa
BJIEKTPOHHEIX [OeJI, NOKYMEHTOB
IIOCTOSSHHOT'O XPaHeHMUS
Ba roxn
N NHpoeke 3aronoBokK KpanHue Obbem, MpumeyaH
n/n pena pena narbl M6 nsa
1 2 4 S 6
B ImaHHBM pas3me]l OIMCKM BHECEHO nes,
c N o N

(umdpaMm M HOPONMCHIO)
obBeMOM

(undpaMmt M OPONUCHD)
MG .

HamMeHOBaHME IOOJIKHOCTU
COCTaBUTEJIA OIMUCHU

HamMeHOBaHME OOJIDKHOCTMU

PYKOBOIMTENS apxmBa (namuua,
OTBETCTBEHHOT'O 3a apxXus)

COIJIACOBAHO

IpoTokon I3K (3K) opraHmzaumm

oT N

Topmnmce Pacumbpporka nomnmcu
I[Toonmce PacumppoBka nomnmcu
YTBEPXIEHO

[lpoTokoy JIIK apXMBHOTO yUpeXIeHMS
oT N

dopmaT A4 (210 x 297 mmMm)




INPVMJIOXEHVE K OIIMCU N

SJIEKTPOHHBIX IIeJl, HOOKYMEHTOB IIOCTOAHHOI'O

XPpaHeHMA

3a ron

PeecTp IOOKYMEHTOB (KOHTEMHEPOB BJIEKTPOHHBIX NOKYMEHTOB) SJIEKTPOHHOTO
nesa:*

N en.xp. no onmcu Mupmexc pesia

3aroJIOBOK IeJia

[arta Per. N HavmeHoBaHWe goKymeHTa Obbem, MpumevaHns
OOKYMEHT | OOKYMEHTa Mo
a
1 2 3 4 5

HammeHOBaHMe OOJIKHOCTU
COCTaBUTEJIA OIUCKU [lonnmcse Pacumdpporka NOONUCU

dopmaT A4 (210 x 297 wmm)

* CocTaBJgeTCHd Ha Kaxinoe SJIEKTPOHHOE IIeJIo.

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

HamMeHOBaHME oOpraHmM3aLuUmn YTBEPXIAI
PykoBOIMTEJIb OpTaHM3alun
dounm N [Tomnmce Pacumbpporka
IIOOIIMCHU
ommcb N HaTa
DJIEKTPOHHHX [meJiI, NOKYMEeHTOB BPEMEeHHEIX
(cBrmre 10 ;eT) CPOKOB XpaHEHWUS
Ba roxn
N NHpekc 3aronoBok gena KpanHu Cpok O6bem, | MpumevaH
n/n aena e gatbl XpaHeHns Mo nsa
1 2 3 4 5 6 I
B maHHBI paszzesl ONMCM BHECEHO nen,
c N nmo N
(umdpaMrt M HNPONMUCHIO) (undpaMm M MOPONUCH)
00BEMOM M6 .
HamMeHOBaHME OOJDKHOCTMU
COCTABUTEJIA OIMUCHU IToonmce Pacumpporka nomnmcu

HarmMeHnOBaHME IOOJDKHOCTU



PYKOBOOMUTEIJIA apXMBa
OTBETCTBEHHOI'O 3a apXI/[B)

COTJIACOBAHO

[IpoTokois LU3K

oT

(3K)
N

(mmua,

I[Toonmce

opTraHM3aluun

INPMJIOXEHME K OINMCUM N _

dopmar A4

SJIEKTPOHHBIX IeJI BPEMEHHEBIX

(cerme 10 JeT)
nfe)i

3a

PeecTp IOOKYMEHTOB

nesa:”*

N en.xp. no onmcwu

(KOHTEVHEePOB

CPOKOB XpPaHEHNMA

BIIEKTPOHHEIX

VIHOekCc peJia

3aroJIOBOK IeJia

IOOKYMEHTOB)

PacumbpoBKa NOONMUCHU

(210 x 297 mMmMm)

BJIEKTPOHHOTO

[aTta
OOKYMeEHTa

Per. N
OOKYMEeHTa

HanmeHoBaHve JOKyMeHTa

O6bem, MO

lMNpumeyaHn
S

1

2

3

5

HamMeHOBaHME IOOJIKHOCTU
COCTaBUTEJIA OIUCU

I[Toonmuce

dopmar A4

* COCTaBJISETCH Ha KaxIoe BJIEKTPOHHOE MHeJio.

HamMeHOBaHME oOpraHmM3alLmumn

PEECTP OIMCEMA

HauamT

OKOHUEeH

dopmaT A4

PacumbdpoBKa NOONMUCHU

(210 x 297 mMmMm)

MpunoxeHune N 19
K nn. 3.6, 3.11, 3.15 MNMpaBun

(210 x 297 Mm)




N n/n N N HasBaHue onvcu KonuyectBo gen B onucu KpanHue | Konnve | Konuye | lNpumeyaHue
doHaa | onucu NOCTOSIH | BpeMeH no Aatbl CTBO CTBO
HOro HOro NNYHOM NNCTOB | 3K3eMnn
XpaHeH | (cBbllwe y B onucu SpOB
ns 10 neT) | cocTtaBy onuncu
XpaHeHu
A
1 2 3 4 5 6 7 8 9 10 11




Bcero xpaHMTCHA B apxXmBe

IIOCTOAHHOT'O XPaHEHWMA

omnMCeM, M3 HUX

(umdpaMmt M NPONMUCHI)

BpeMeHHOTO xpaHeHus (cBeome 10 jeT)

o JMYHOMY COCTaBy

(undpaMmt M OPONUCHD)

(umdpaMm M OPONMUCEHD)

B TOM 4YMCJIE IIOCTYIMJIO B

B TOM UMCJIE€ BHOBIJIO B

HamMeHOBaHME OOJDKHOCTM pPabOTHUKA
apxmupa opraHmMs3aluy, COCTaBMBIIETO

peecTp OIUCEN

HamMeHOBaHME IOOJIKHOCTU

PYKOBOOMTEIIA apXMBa (muua,

OTBETCTBEHHOTO 3a apxuB)

HaTa

YTBEPXIAIO

PykoBomuTesip opraHM3aLUMn
nepemammerl ITOKYMEHTEL

INlognmuce Pacumpposka
IIOIONMNCHU
HarTa [leuaTs
AKT
N

(undpaMm M OPONUCHD)

npreMa- nepefadM apXuBHBIX
OOKYMEHTOB Ha XpPaHeHMe

onmcem
(uMbpaMy M MOPOIMCHIO)
onmcem
(umdpaMm ¥ OPONMCHIO)
IToonmce Pacumpporka
MIOONMCHU
IToonmce Pacumpporka
IIOONMCHU

dopmaT A4 (210 x 297 mmMm)

MpunoxeHune N 20
K . 3.15 MNpaBun

YTBEPXIAIO

PyKOBOIMTEJL OpTaHM3aLUM
IPUMHMMAaKIEY OOKYMEHTE

[Tognmuce Pacumpposka
MIOONMCU
TaTa
[leuaThb

(ocHOBaHMe IHepenaun)

(Ha3BaHMe nepenaBaeMoro ¢oHza)

cnoad,

(Ha3BaHMe OpTraHM3aluM,

a

nepemammerl IJOKYMEHTEH)

IIPUHAJI

(HazBaHUE OpraHM3alLMnM HpVIHMMaIOH.[ef/I ,Z[OKyMeHTI:I)
JOKYMEHTEI HAa3BaHHOI'O @OH,J:La M HAY4YHO- CHpaBOqHBIﬁ arirapaT K HYM:



N HasBaHune, Homep onucu Konunyectso KonnyectBo | lNpumevaHus
n/n 3K3eMnnsapoB en. xp.
onmcun

1 2 3 4 5
VTOoro MNPpMHATO en. Xp.
[lepenauy NPOM3BEJIN: [lpyeM OPOUBBEJIN:
JOJIXHOCTB lloonuce Pacumpporka JomxHOCTB [Tonnuce Pacumpporka

[IOONNCHU IIOONUCHU

HaTa ITaTa

dounmy npucsoeH N

VIaMeHeHUusa B YUYeTHBIEe IOOKYMEHTBI BHECEHEL.

HOJIXHOCTB [Tomgnmce Pacumpporka HOOOOUCHU
OaTa
dopmaT A4 (210 x 297 wmm)
MpunoxeHue N 21
Knn. 3.15, 4.11, 4.13 NpaBun
HamveHoBaHMe opIraHM3alLUUn
AKT YTBEPXIAK
N PykoBomomTesib OpraHM3alun
O BBOEJIEHUNM K YHUYUYTOXEHMIO [Toonuce PacumppoBka
ApPXMBHEIX OOKYMEHTOB, He IoAaJjexaumx IIOONMCHU
XpPaHeHMI HaTa

Ha ocHoOBaHUU

(Ha3BaHMe M BBIXOHHBIE IaHHHE [epedHs IOKYMEHTOB C yKas3aHUeM

CPOKOB UMX XPaHEHU)
OTOOpPaHbEl K YHMUYTOXEHMI KakK He MMelllMe Hay4dHO- MCTOPUYeCKOU
yTpaTuelMe NPaKTHMUeCKOe 3HadeHMe IOKYMeHTH QoHma N

LLEHHOCTIM u

(HasBaHUMe QoHIa)

N 3aronoBok gena oAbl Homep Homep | Konnuec Cpoku Mpume
n/n (rpynnosom onucu* | en.xp.no | TBO ed. | XpaHeHuUa n | YaHue
3arosioBoK onuncu Xp. Homepa
[OKYMEHTOB) cTaTten no

nepeyHto

1 2 3 4 5 6 7 8




NToro en. xXp. 3a TOIHL.
(undpaMm M HPONMUCEHD)
Onmcu meJl NOCTOAHHOT'O XPaHeHUA 3a Tonel yTeepxneHsl OIIK

(HaMMeHOBaHME APXMBHOI'O YUPEXICSHUI)
(IPOTOKOJI OT N )

HamMeHOBaHME MOJIXHOCTU
PYKOBOOMTEJIA apxuBa (Imua,

OTBETCTBEHHOT'O 3a apxXmB) [Toonmuce Pacumpporka nomnmucu
COTJIACOBAHO

[IpoTtokosn UJK (3K) opranmszaunm

oT N

JOKYMEHTH B KOJIMUECTBE en. xXp.:
- Ha OyMaxXHOM HOCHUTEJIE BECOM KI' CIOaHH

Ha YHMYTOXEHNME,
- Ha DSJIEKTPOHHOM HOCUTEJIE€ CIOAaHBI Ha YHMUTOXEHME

(crtoco® YHUUTOXEHUS)

HammMeHOBaHME HOJIXKHOCTM pabOoOTHMKAE,
COAaBIIETO IOOKYMEHTEH [Topnmce Pacumbpporka nomnmcu

DaTa

sMeHeHUs B YUEeTHHE IOOKYMEHTH BHECEHH.

HamMeHOBaHME HOJIXKHOCTM pPabOoTHUKA

apxupBa, BHECUWETIO M3MEHEHUS

B YUEeTHHE IOKYMEHTEL [Toonmuce PacumppoBka NOONMUCHK

HaTa

dopmaT A4 (210 x 297 mmMm)

* HpM BEIOEJIEHUNM K YHUMUTOXEHMIO IOKYMEHTOB IIPM IIOAT'OTOBKE HOeJI K Ilepenmade B
ApxXMB opraHms3auumu, Tpaber 4, 5 He B3anoJHg0TCH.

MpunoxeHune N 22
K . 3.15 MNpaBun

HamMeHOBaHME oOpraHmM3alLmumn
AKT YTBEPXIA

N PyxkoBOOMUTETb OpraHM3alilM




O HEeNCIIPABVMBIX IIOBPEeXOEeHUSIX
APXMBHEIX IOOKYMEHTOB

®oug N

[loonmce Pacumpporka
NOOnncCu
ITaTa

B ¢oHnme oOHapyXeHE OOKYMEHTEHL,

(HaB3BaHMe QoHIa)

IIPVM3HAHHBIE HENMCIIPaBMMO IIOBPEXIOEHHBIMU :

N Onucb | Ea. xp. 3aronoBok KpanHue KonunyectBo | CywHocCTb 1
n/n N N NOBPEXAEHHbIX aarbl nNCTOB NPUYUHBI
en. xp. (obbem, noBpexaeH
Mb6) na
1 2 3 4 5 6 7

VIToro oOHapyXeHO HEMCIPAaBMMO IIOBPEXIEHHBIX

en. xp.
(uMbpaMy M MOPOINMCHIO)
[lepeuncyieHHEIE €. XP. NOOJIeXaT CIMCaHMIO BBUOY :
HammeHOBaHME IOOJDKHOCTU
PYKOBOIMTENS apxmuBa (namuua,
OTBETCTBEHHOI'O 3a apxmBs) [Tognuce PacumppoBka NOONMUCHU

COTIJIACOBAHO

[IpoTokos LU3K (3K) opranmszauumu
oT N

COTJIACOBAHO*

[lporoxon JIK apxXMBHOTO YyUYPEXIEHUS
oT N

VIsMeHeHUusa B YYeTHBIEe HOOKYMEHTEI apXlBa BHECEHEL.

HavMeHOBaHME OOJIKHOCTM paboTHUKA,
BHECUIETO M3MEHEHMSA B y4YeTHBEe IOOKYMEeHTH [Moonuce PacumdppoBka NOONMUCHU

ITaTa

dopmaT A4 (210 x 297 wmm)

* ;IS OOKYMEHTOB, BKJIOUEHHBIX
demepaumnm

HarvmeHnoBaHUE OpraHmM3aln

HamMeHOBaHME CTPYKTYPHOIO
rnompas3nesyieHud

OIINCh N

B cocTas APXMBHOTO dboHma Poccumckomn

MpunoxeHue N 23
Knn. 4.11, 4.31 MNpaBun




nen

N NHpoeke 3aronoBok gena KpanHue Cpok KonunuectB | MNMpumeyaH
n/n aena aaTbl XpaHeHus o] ne
* NUCTOB
1 2 3 4 5 6 7

HasBaHue pasgena

B maHHyK onmchb BHECEHO neJl
(umdpaMm M OPONMUCEHD)

c N no N , B TOM UMCJIE:

JIUTEPHEIE HOMEepa:

IPOMNYIIEHHEE HOMEpa:

HarmMeHnOBaHME IOOJDKHOCTU
PYKOBOIOUTEJIA CTPYKTYPHOI'O

nonpasnejyieHnud [loonmce PacumppoBka NOONUCHK
DaTa
COTJIACOBAHO COTJIACOBAHO* *
HamMeHOBaHME IOOJIKHOCTU [lpoTokoyn 3K CTPYKTYPHOTO
pykoBOoOUTENA CJHyXOe IOY nogpasnesieHnsa
[lomnmce Pacumpporka oT N__
[oonucu
HaTa
llepenan ne
(umbdpaMm M HOPONMCHIO)
1z PETMUCTPALMOHHO- KOHTPOJIBHEIX KapTOTEK K IOKYMEHTAaM.

(uMbdpaMy M HOPONMCHIO)

HamMeHOBaHMEe HOJIXHOCTM paboTHMKA

CTPYKTYPHOTO NOOpPa3OeJIeHUsd ITomnmuce Pacumdpporka NOONUCHU
[MpmHAT nen
(undpaMm M HOPONUCHD)

n PETUCTPALMOHHO- KOHTPOJIbHEIX

(umbpaMm M HOPONMCEIO)
KapToTekK K IOKYyMEeHTaM.

HammMeHOBaHME HOOJIXKHOCTU
paboTHMKA apxMBa [loonmce Pacumbpporka nomnmcu

DaTa

dopMmaT A4 (210 x297 mMMm)

* T'paba onyckaeTcs B ONMCHM IO&JI [OCTOSHHOTO CPOKa XPaHEHWS.



** [Ipu Hanuuuu 3K CTPYKTYPHOTO NOOpa3OeJIeHUSd

MpunoxeHue N 24
Knn. 4.11, 4.31 MNpaBun

HarvmeHnoBaHUE OpraHM3aln

omMcb N
BHEKTPOHHHX deJi, IOOKYyMeHTOB

N NHpeke 3aronoBok KpanHue Ob6bewm, MpumeyaH
n/n aena pena paTtbl* Mo nsa
1 2 3 4 5 6

HanmeHoBaHue pasgena

B ImaHHB pas3mej ONMCHM BHECEHO e,
(uMbpaMM M HOPONMCHIO)

c N no N

obBEMOM M6 .

HamMeHOBaHME OOJIKHOCTMU
PYKOBOIOIMTEJIA CTPYKTYPHOTI'O

nompasnesyieHnsa I[Toonmce PacumppoBka nomnmcu

ITaTa

COTJIACOBAHO COTJIACOBAHO* *

HamMeHOBaHME IOOJIKHOCTU [IpoTokos 3K CTPYKTYPHOTO

pykKoBOOMTEJNA CJyX0Oe I0OY nompasnesyieHus

Homnuce Pacumpporka oT N

Illonnucu

DaTa

llepenat nen
(umdpaMy ¥ HOPONMCHIO)

u PETMCTPALMOHHO- KOHTPOJIBHEIX KAapTOTEK K IOKYMEHTAaM,

(umbdpaMm M OPONMUCHIO)
obBEMOM M6 .

HavMeHOBaHME OOJIKHOCTM paboTHUKA

CTPYKTYPHOT'O HOIpa3neJIeHUd omnuce PacumppoBka NOONMCHK
[MprHAT nen
(umdpaMm M HOPONMUCHIO)

u PETUCTPALMOHHO- KOHTPOJIbHEIX

(umbpaMm M HOPONMCEI)
KAapTOTEK K IOOKYyMEeHTaM, OOBeMOM M6 .

HamMeHOBaHME OOJIKHOCTMU



paboTHMKA apxMBa [Tognmce Pacumpporka nomnmcu

HaTa

dopmatT A

IPUJIOKEHME K ONMCM N
SJIEKTPOHHBIX IIeJI, HOOKYMEHTOB

4 (210 x 297 wmm)

PeecTp IOKYMEHTOB (KOHTEMHEPOB BJIEKTPOHHEIX IOOKYMEHTOBRB) BJIEKTPOHHOTO
neJsa:*
N en.xp. mo onmcu VHOmekc nmeJsa
3aroJIOBOK IeJa
[ata Per. N HanmeHoBaHMe AoKyMeHTa O6bem, MO MpumevaHns
OOKYMEHTa OOKYMEHTa
1 2 3 4 5
HauMeHOBaHME IOOJIXHOCTU
cocTaBUTEJId OINCU Noanmcob PacumbpoBKa HOONMUCHU

dopmaT A

CocTamjideTCcsa Ha Kaxgoe SJIEKTPOHHOE IeJio.

4 (210 x 297 Mm)

* ['padpa onyckaeTcs B onucy ges noCTOAHHOrO Cpoka XpaHeHus.

** [Mpn Hanuunm 3K CTPYKTYPHOro nogpasaeneHus




MpunoxeHune N 25
K n. 4.18 MNpaBun

HamMeHOBaHUE OpTraHM3alumnm

HOMEHKJIATYPA [EJ YTBEPXIAI
PyKOBO,HI/I'I‘eJ'Ib OpI‘aHMSaLU/H/I
[Tognmuce PacumppoBka
Ha rono NOoOnucCu
TaTa
NHpeke 3aronoBok gena Konunyectso Cpok MprmedaHne
aena aen XpaHeHua n
N ctaTbu no
nepeYvHo
1 2 3 4 5

HasBaHue pasgena

HamMeHOBaHME IOOJIXHOCTU
pykoBoOuTeNsa CIyXOe IOY
opraHmM3aumum Tomgnmce Pacumbpporka nomnmcu

Brza pyKOBOOMTEJIS apxXUBa
(Muila, OTBETCTBEHHOTO 3a apxmuB)

COTJIACOBAHO COTJIACOBAHO
[IpoTokos LUJK (3K) [IpoTokoJsl JDIK apXMBHOI'O YyUPEeXIEHUSI
oT N oT N




NToroesas 3anuck o KaTteropumax n Korim4ectee geJsi, 3aBe€HHbIX B rogy
B OpIr'aHM3aluumn

Mo cpokam xpaHeHus Bcero B Tom uncne:
nepexoadawmnx C OTMETKOWN
"3|_IK"
1 2 3 4
[MocTosHHOrO
BpemeHHoro (cBbiwe 10 ner)
BpemeHHoro (o 10 neTt BKIYMTENBHO)
NTOIO:
HamMeHOBaHME OOJIKHOCTU
pyKoOBOIMTEJNS CJyXOe IOV I[Tognmuce Pacumbpporka nomnmcu
DaTa
ToTroBEHE CBEIEHMS IEepelaHE B apxXuB.
HamMeHOBaHME HOOJDKHOCTM JIMLIA
lepenaBller0 CBeOeHUA Topmnmce Pacumbpporka nomnmcu

DaTa

dopmaT A4 (210 x 297 wmm)




MpunoxeHune N 26
K n. 4.18 MNpaBun

HavmMeHOBaHME OpTaHM3aLUU
HamMeHOBaHME CTPYKTYPHOTO
rnonpasnesyieHua

HOMEHKIJIATYPA [IEJI

Ha ron*
NHpekc 3aronoBok gena Konunyectso Cpok Mpumeyarun
aena TOMOB XPaHeHUs un e
(vacten) N cTaTbu no
nepeyHto
1 2 3 4 5

HasBaHue pa3gena

HamMeHOBaHME OOJIKHOCTU
PYKOBOIOUTEJIA CTPYKTYPHOI'O
nompasnesyieHnsa I[Topnmce Pacumpporka nomnmcu

DaTa

COTJIACOBAHO* *

[IpoToxkon 3K CTPYyKTYPHOTO
nogpasnejieHnda

oT N

dopmaT A4 (210 x 297 mmMm)

* K HOMeHKJIaType IOeJl CTPYKTYPHOTO NOoIpaslelleHMsa IO OKOHUAHUM KaJIeHIAPHOTIO
Tona COCTaBJISeTCS MTOI'OBasd 3alMcCh N0 dopMe, yKa3aHHOM B NpUIIOXeHUM 25, U
OejlaeTcsa OTMEeTKa O Iepellaue MTOTOBHIX CBeIeHMM B CJyx0Oy HOY opTraHu3alLuM.
** [lpy Hanuuum 3K CTPYKTYPHOTO HOOpPAa3OeJIeHUd.

MpunoxeHue N 27
Knn. 4.19, 4.21 MNpaBun

BHYTPEHHAA OIINCBH

OOKYMEeHTOB pmeJia N

N Peructpauno Hata 3aronoBoK JOKYMeHTa Homepa nuctoB | MNpumevaHu
n/M | HHbIN MHOEKC | AOKYMEH aena e
OOKyMeHTa Ta

1 2 3 4 5 6




NToro IOKYMEHTOB.
(umbdpaMm M HOPONMCEI)

KonmnuecTBO JIMCTOB BHYTPEHHEM OINMCU

(uMdpaMm M OPONUCHI)
HammeHoBaHMe OOJIXHOCTM JiMlla,
COCTaBMBIIEI'O BHYTPEHHIOK ONIMCH
IOOKYMEHTOB JeJja [loonucsob Pacumdpporka NOONNCU
aTa

dopmaT A4 (210 x 297 mmMm)

MpunoxeHue N 28
K nn. 4.19, 4.24 MNMpaBun

(HaMMeHOBaHME T'OCYINAapPCTBEHHOTO (MyHMUMIIAJBHOT'O) apxMBa)

(HaMMeHOBaHMEe OpIaHM3aLuM)

(HamMeHOBaHUE CTPYKTYPHOTI'O IIoJpasieJIeHNA )

IEJIO N TOM N

(3aToJIOBOK Iejia)

(kpaviHMe »OaTh)

Ha JicTax

XPaHUThb




dopmaT A4 (210 x 297 mmMm)

MpunoxeHue N 29
K. 5.12 NMpaBun

HamMeHOBaHMe opraHM3aLumu
CnpaBOUYHBEIE OaHHEE OO0 OpIaHM3alMU AnpecarT
(mouToBHM anpec, TeJyedoH,

Tesiebon/dpakc)

APXVMBHAsI CIIPABKA

N
(nara)
Ha N oT
TexkcT
OcHOBaHuE:
HOJIKHOCTBb PYKOBOIUTEJIA OplaHM3alumu
(MM MHOTO YIOJIHOMOUEHHOTO MM JIMlia) INognmuce Pacumbpporka Hnomnmcu
[leuaThb

daMmUIMS MCIOJIHUTEJ S
Homep TenedoHa

dopmaT A4 (210 x 297 wmm)

Mpunoxenue N 30
K n. 6.8 NpaBun

YTBEPXIAIO YTBEPXIAIO




(HaMMeHOBaHMe OOJIXHOCTM PYKOBOIOMTEJIA (HaMMeHOBaHMe OJOJIXHOCTUM PYKOBOIMTEIIA

opraHmM3aUuM IHIepenanlmey OOKYMEHTEH) opTraHM3aluuM IPpMHMMapIeM OOKYMEHTE)
omnmce Pacumpporka HOOOOUCHU [Tomnmce Pacumbpporka nomnmcu
DaTa [leuaTsb ITaTa I[leuaTsb
AKT
N

npreMa- nepefadM apXMUBHBIX
OOKYMEHTOB Ha XpaHeHMe

(ocHOBaHME mHepenaun)

(Ha3BaHMe InepenaBaemMoro GoHza)

croali,

(HaMMeHORBRaHMEe OpTaHM3alLuM, IIepemanlel TOKYMEHTH)

(HaMMeHOBaHME OpPTaHMBaLUM, IPUMHYMAKIEY ITOKYMEHTEH)

IPpMHMMaET Ha IOCYyIapCTBEHHOE XpPaHEeHMe IOKYMEHTHl M CTPpaxXOBbBEe KONMM 3a
(romer)

n CHpaBOT{HbH\/J[ annapaT K HVIM:

N HasBaHue, Homep onucu Konnyectso Konnyectso MpumevaHune

n/n 3K3eMnnaApoB eavHNL, XpaHeHnd

onunucu

1 2 3 4 6#

WTOoTO HNPMHATO en. xp.
(umbdpaMm M HOPONMCEI)
[lepenauy NOPOM3BEJINM: [lpyeM OPOUBBEJIN:
HOJIXHOCTB Tognmce Pacumpporka HOJXHOCTB Tomgnmce Pacumpporka
IoOnmMcu IOOnmMcu

HaTa ITaTa

dOoHYy HNPUCBOEH HOMEP

VIBMeHeHsa B yUYeTHHE IOKYMEHTE BHECEHEL
JOJIXHOCTB [Nognuce PacumppoBka NOONUCHK
HaTa

dopmaT A4 (210 x 297 wmm)
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