[okyMmeHT npepoctasneH KoHcynbTaHTIN0C

3apernctpmpoaHo B MuHtocte Poccum 7 ceHTabpsa 2015 r. N 38830

MUHUCTEPCTBO KY/IbTYPbl POCCUCKOMN ®EAEPALIUMU

MPUKA3
ot 31 mapta 2015r. N 526

Ob YTBEPXAEHUN NPABU
OPTAHU3ALNU XPAHEHNA, KOMNJIEKTOBAHUA, YYETA U UICNOJ/Ib3OBAHUA
AOKYMEHTOB APXUBHOIO ®OHAA POCCUIACKON GEAEPALUN U APYTUX
APXUBHbIX A OKYMEHTOB B OPFTAHAX FOCYAAPCTBEHHOW B/IACTH,
OPrAHAX MECTHOIO CAMOYNPAB/IEHUA N OPTAHU3ALINAX

KoHcynbTaHTIAOC: NpumeyaHue.

B cootBetcTBUM C YKa3zom [Mpe3naeHTa PP oT 22.06.2016 N 293 yTBEepKAeHWE NpaBUA OpraHM3aLmm
XPaHEeHWsA, KOMMIEKTOBaHMUA, y4eTa U MUCNOAb30BaHMA AOKYMeHTOB ApxuBHoOro ¢oHza Poccuiickon
dPepepaunn M ApYyrux apxvMBHbIX OOKYMEHTOB B TFOCYAApPCTBEHHbIX OpraHax, opraHax MeCTHOro
CaMOYNpaB/iEHUA M OPraHU3aLmMAX OTHECEHO K NOAHOMOYMAM PesepasibHOr0 apXMBHOMO areHTCTBa.

B cootBeTcTBMM € NyHKTOM 2 yacTu 1 ctatbun 4, yactbto 5 ctatbn 14 degepanbHOro 3akoHa ot 22
OoKTA6pAa 2004 r. N 125-93 "06 apxmuBHom aene B Poccuiickon ®egepaumn” (CobpaHne 3akoHo4aTeNbCTBA
Poccuiickoin Pepepaunu, 2004, N 43, c1. 4169; 2006, N 50, cT. 5280; 2007, N 49, c1. 6079; 2008, N 20, cT.
2253; 2010, N 19, ct. 2291; N 31, ct. 4196; 2013, N 7, ct. 611; 2014, N 40 (4. ll), ct. 5320) m
noctaHosneHuem lMNpasutennbctsa Poccuitckoit Pegepaumm ot 20 miona 2011 r. N 590 "O MuHucTepcTse
KyNbTypbl Poccuiickont Qeaepaummn” (CobpaHue 3akoHoaaTenbcTBa Poccuiickon deaepaymm, 2011, N 31,
cT. 4758; N 44, cT1. 6272; 2012, N 6, cT. 688; N 17, c1. 2018; N 26, c1. 3524; N 37, c1. 5001; N 39, c1. 5270;
2013, N 3, cT. 204; N 8, cT.841; N 31, cT.4239; N 33, cT.4386; N 41, c1. 5182; N 45, c1.5822; 2014, N 9, CT.
909; N 30 (u. I1), cT. 4305; N 40 (u. Ill), cT. 5426, N 48, cT. 6860; 2015, N 2, cT. 491; N 4, cT. 664; N 9, CT.
1339) npuKasbiBato:

1. YTBEepauTb nNpunaraemble MNpaBuIa OPraHM3aLMM XPaHEHUA, KOMMNEKTOBaHWA, yyeTa W
MCNo/sb30BaHMA AOKyMeHTOB ApxuBHoro ¢oHpa Poccuitckoit degepauym U Apyrnx  apXmMBHbIX
[OKYMEHTOB B OpraHax rocysapCTBEHHOM BNACTWU, OpraHax MECTHOTo CaMOoynpaB/ieHUA U OpraHM3aumax.

2. HanpaBuTb HacTosWMIA NPMKa3s HA rOCYyAapCTBEHHYIO perncrpauuto B MUHUCTEPCTBO HOCTULLUK
Poccuiickoin Pepepaunu.

3. KOHTpO/b 33 MCNONHEHMEeM MNpUKasa BO3/M0XWUTb Ha nepsoro 3amectutenda MuHucTpa B.B.
ApucTtapxoBa.

MwuHunctp
B.P.MEAMHCKUIA

MpunnoxkeHune
K NpuKasy MUHUCTEPCTBA KyNbTypbl
Poccuitckoit ®epepaumm
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oT 31 mapTta 2015 r. N 526

NPABUNA
OPrAHU3ALUUN XPAHEHUA, KOMIMNJIEKTOBAHUA, YYETA U UCMOJIb3OBAHUA
AOKYMEHTOB APXUMBHOIO ®OHAA POCCUIACKON GEAEPALUN U APYTUX
APXUBHbIX A OKYMEHTOB B OPFTAHAX FOCYAAPCTBEHHOW B/IACTH,
OPrAHAX MECTHOIO CAMOYNPAB/IEHUA N OPTAHU3ALINAX

[. OBLLME MOJIOKEHNA

1.1. HacToawmwme MMpaBuna OpraHU3auMmM XpaHEHUs, KOMMNEKTOBaHMA, y4yeTa M WUCNo/b30BaHMUA
OOKYyMeHToB ApxuMBHOro ¢oHaa Poccuiickon degepaunm U gpyrux apxmMBHbIX AOKYMEHTOB B OpraHax
rocygapcTBEHHOM BNACTW, OpraHax MEeCTHOro CaMoynpaB/eHUs M OpraHmMsauumax (ganee - HacTosAwMme
MpaBuna) paspaboTaHbl B COOTBETCTBUKN ¢ PeaepanbHbiM 3aKOHOM OT 22 okTAbpa 2004 r. N 125-93 "06
apxuBHom gene B Poccuitickoit depepauyumn” (CobpaHue 3akoHogaTenbcTBa Poccuiickon depepauumu,
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, cr. 4196; 2013, N 7, c1. 611; 2014, N 40 (u. Il), cT. 5320), noctraHoBNeHMeM [lpaBUTENbCTBA
Poccuitckoit depepauymm ot 15 mioHs 2009 r. N 477 "O6 yTtBep»aeHuun MpaBun AenonpousBoacTsa B
depepanbHbiX opraHax ucnonHuTenbHoit Bnactn" (CobpaHWe 3akoHopaTenbCTBa Poccuiickol
depepaunn, 2009, N 25, ct. 3060); npukasom MUHUCTEPCTBA KY/NbTypbl U MacCCOBbIX KOMMYHUKaLUA
Poccuitckoin Pepepaunn ot 18 aHsapa 2007 r. N 19 "O6 ytBepaeHumM MpaBua opraHM3aumnmn XxpaHeHus,
KOMMN/IEKTOBAHMA, yYeTa U UCNOJIb30BAHUA AOKYMEHTOB ApxuBHoro ¢oHaa Poccuiickonn Pepepaumm m
OPYTUX apPXUBHbIX LLOKYMEHTOB B rOCYAapCTBEHHbIX M MyHULMNANbHbIX apXMBax, My3eax U bubanoTtekax,
opraHusaumax Poccuiickon akagemun Hayk" (aanee - NMpasBuaa xpaHeHus) (3apernctpuposaH MuUHIOCTOM
Poccum 6 mapTa 2007 r., pernctpaumoHHbIn Homep 9059, "BrosiieTeHb HOPMATUBHbIX aKTOB PpeaepasibHbIX
OpraHoB MCNOAHUTENbHOM BRactTn oT 14 maa 2007 r. N 20"), ¢ USMEHeHUs MU, BHECEHHbIMW MPUKA30OM
MuHUCTEPCTBA KY/IbTYPbl M MacCOBbIX KOMMYHUKaUMii Poccuitickon ®eaepaumm ot 16 dpespana 2009 r. N
68 (3apeructpuposaH MuHioctom Poccun 5 mas 2009 r., perucTpaLmoHHbIn Homep 13893, "PoccuiicKasn
raseta" ot 20 mas 2009 r. N 89), npukaszom MuHKyAbTypbl Poccuu ot 10 ceHTabpa 2007 r. N 1273 "06
YTBEPXKAEHUN GOPM YUETHbIX U UHbIX OKYMEHTOB MO OPraHM3aUMmn XpaHeHU s, KOMNIEKTOBaHUA, yyeTa U
NCNonb30BaHMA AOKyMeHTOB ApxuBHoro ¢oHaa Poccuitckolt degepauym U ApYyrnx  apXmMBHbIX
OOKYMEHTOB B rocyfapCTBEHHbIX U MyHUUMMNANbHbIX apXxMBax, My3eax U 6MbnmMoTekax, opraHmM3aumax
Poccuitickoli  akagemum Hayk" (3apeructpupoBaH MuHioctom Poccum 9 oKktabpa 2007 .,
pernmcTpaunoHHbiit  Homep 10291, "BronneTeHb HOPMATUBHbIX aKTOB denepanbHbiX OpraHoB
NCNONIHUTENbHOW BNAacTM OT 5 Hosbpa 2007 r. N 45").

1.2. [eictBMe HacToAwmx [lpaBun He pPacnNpoCTPaHAETCA Ha OPraHM3auMilo  XpaHeHwus,
KOMM/IEKTOBaHUSA, yYeTa U UCMNO/b30BaHUA AOKYMeHTOB ApxuBHoro ¢oHaa Poccuiickolt degepauym u
APYrvX apXMBHBIX OKYMEHTOB, COAEPMKALLMX CBEAEHMSA, COCTABAOLLME FOCYAAaPCTBEHHYIO TAlHY.

1.3. TocyaapcTBeHHble opraHbl, OpraHbl MECTHOrO CaMoyMpaB/ieHUA MYHUUMNANbHOroO paioHa,
rOpoACKOro OKpyra M BHYTPUIOPOACKOro paioHa 06fA3aHbl CO34aBaTb apXMBbl B LIEAAX XPaHEHWsA,
KOMM/IEKTOBaHMA, y4eTa M UCNosib3oBaHMA 06pa30BaBLUNXCA B NpoLiecce MX AeATEIbHOCTU apXMBHbIX
[OKYMEHTOB.

1.4. Opl’aHMSBLI,VII/I BrnpaBe CO34aBaTb apxXuBbl B LLeNAX XPaHEHUA 06pa3OBaBLIJVIXCF| B npouecce unx
AeATENbHOCTU apPXUBHbIX OOKYMEHTOB, B TOM 4YUC/NEe B LEeNAX XpaHeEHUNA U NCMOJZIb30BaAHMA aAPXUBHbIX
AOKYMEHTOB, HE OTHOCALLUUNXCA K FOCVﬂ,apCTBEHHOﬁ nnn MyHVILl,VII'Ia}'IbHOﬁ CcobCTBEHHOCTM <1>.

<1>Yactb 2 cTaTbk 13 PegepanbHOro 3akoHa ot 22 okTabpa 2004 r. N 125-d3 "O6 apxusHom gene
B Poccuitckoit depgepaumn’.

1.5. 3agaunm n OYHKUMM apxmBa (LEHTPasbHOrO apxvBa) rOCyLapCTBEHHOrO OpraHa, OpraHa


consultantplus://offline/ref=EADAC89DC30EC5BADC447957CA88674D9C8245C9D0AAC761E2342A8DD357F6EEA779D8C3470EA09DZ3FCJ
consultantplus://offline/ref=EADAC89DC30EC5BADC447957CA88674D9F8344CFD4AFC761E2342A8DD357F6EEA779D8C3470EA09FZ3F1J
consultantplus://offline/ref=EADAC89DC30EC5BADC447957CA88674D968D45C5D4A79A6BEA6D268FD458A9F9A030D4C2470EA1Z9FEJ
consultantplus://offline/ref=EADAC89DC30EC5BADC447957CA88674D998B4BC9D1A79A6BEA6D268FD458A9F9A030D4C2470EA0Z9F6J
consultantplus://offline/ref=EADAC89DC30EC5BADC447957CA88674D9C8245C9D0AAC761E2342A8DD357F6EEA779D8C3470EA19EZ3F2J

MeCTHOro camoynpasneHuma, oOpraHnsaumMm - WUCTOYHUKA KOMMAEKTOBaHMA TOCyAapCTBEHHOrO,
MYHUNUNUNANIbHOTO apXMBa onpeaenarTCca NoI0XKeHNeEM, yTBepKaaeMbiM pyKoBoAUTE/IeM OpPraHM3auunmn.

II. OPTAHU3AUNA XPAHEHNA JOKYMEHTOB
APXMBHOIO ®OHOA POCCUNCKOW ®EAEPALMN U OPYTUX APXUBHBbIX
OJORYMEHTOB B OPTAHU3AL NN

2.1. [lokymeHTbI, obpasytowmeca B AeATENbHOCTU OpraHM3aLMn, COCTaBAAIOT AOKYMEHTANbHbIN
doHa,

2.2. Co3paHne [AOKyMeHTasbHOro ¢oHAa OpraHW3auMn OCYLLECTBAAETCA MNYyTEM COCTaB/eHMUA
HOMeHKNaTypbl aen, GopmupoBaHMa U opopmaeHNA Aen Ha OCHOBE HOPMATMBHbLIX MPABOBbLIX AKTOB
Poccuiickolt epepaummn, nepeyHelt TUNOBbIX aPXMBHbIX LOKYMEHTOB C YKAa3aHUEM CPOKOB UX XPaHEHMUS,
YTBEPKAAEMbIX B COOTBETCTBUM C MYHKTOM 3 cTaTbu 6 PefepanbHOro 3akoHa oT 22 okTabps 2004 r. N 125-
®3 "O6 apxvBHOm gene B Poccuiickon Pepepaumn”, n nepeyHeit AOKYMEHTOB, 0OpasyloWMXca B
npouecce AeATeNnbHOCTM denepanbHbIX OPraHOB rOCYAAPCTBEHHOM BAACTM, MHbIX FOCYAAPCTBEHHbIX
opraHoB Poccuiicko Pepepauuum, a TakKe B npouecce AeATENbHOCTU MNOABEAOMCTBEHHBIX WM
OpraHusaLmi, ¢ ykasaHMem CPOKOB XpaHeHMA.

2.3. Yactb goKyMeHTanbHOro ¢oHAa, BKAlOYalOWAA AOKYMEHTbl ApxuBHoro ¢oHaa Poccuinickom
depepaunn, AOKYMEHTbI MO JIMYHOMY COCTaBY UM AOKYMEHTbl BpemeHHbIx (cBbilie 10 neTt) cpokos
XPaHEHUS, BK/IOYEHHbIE B YYETHble AOKYMEHTbl apxmMBa, COCTaBAAET apXMBHbIA GOHA opraHusauuu,
KOTOPbIM NOANEXKMUT XPAaHEHUIO B apXMBE OPraHU3aLmu.

JOoKyMeHTbl BpeMeHHbIX (40 10 neT BKAUYUTENbHO) CPOKOB XPaAHEHMA XPaAHATCA B CTPYKTYPHbIX
noapasgeneHuax opraHuMsaumMm M NO UCTEYEHUU CPOKOB MX XPaHEHUA NoAneXKaT YHUUTOMKEHWUIO B
nopagKe, yCTaHOB/NIEHHOM B NyHKTax 4.6 - 4.13 HacTtoawmx Mpasun.

2.4. BUaamm apxmBHbIX GOHA0B OPraHmn3aLLMm ABNAIOTCA:

ApPXMBHbIA GOHAO OpraHusauMm, COCTOAWMW M3 AOKYMeHTOB ApxmBHOro ¢oHza Poccuiickoin
dPepepaunn n opyrux apxmBHbIX LOKYMEHTOB;

06beANHEHHDbIN apXUBHbI GOHA, COCTOALLNIN M3 0O6pa30BaBLUMXCA B NpoLLecce AeATENbHOCTU ABYX
nnn 6onee opraHmnsaLmin LOKYMeHTOB ApxmBHOro ¢oHaa Poccuinckoit ®epepaumm n opyrux apxmeHbIX
AOKYMEHTOB, UMEIOLLMX MeXKAyY co60i UCTOPUYECKM U/UAN NoTUYeCcKN 06YCN0BAEHHbIE CBA3YK;

apXMBHAA KOANEKUMA, COCTOAWAA W3 OTAE/NbHbIX apPXMBHbIX OOKYMEHTOB Pa3/IMYHOro
NPOMCXOXKAEHNA, O0B6bEAMHEHHbIX MO OAHOMY WAM HECKO/NbKMM NpM3HaKam (TemaTuyeckomy,
aBTOPCKOMY, BUA0BOMY, 06bEKTHOMY).

2.5. ApxuBHomy ¢oHAY oOpraHM3auMM NPUCBAMBAlOTCA  Has3BaHWE, COOTBETCTBYIOLLEE
HaMMEHOBaHWIO OPraHU3aLMn, 1 HOMep B NOopAAKe, onpeaeieHHOM NyHKTom 3.8 HacToAwmx Mpasu.

2.6. Apx1BHble JOKYMEHTbI OpraHn3aLMm COCTaBAAIOT OANH (e4AMHbIN) apXUBHbIN GoHA;

40 U nocne peopraHmsaunun, a TaKXKe U3MEHEHUNA CTPYKTypbl, WTATOB, €C/IN YKa3aHHblE
MeponpunATnA He NOBNEK/IN 3a cob60it U3MeHeHusn u,eneﬁ M npegmeTta AeATeNIbHOCTU OpraHn3aunu;

A0 N nocne USMeHeEHNA TEPPUTOPUANIbHBIX TPaHUL, AeATENbHOCTU OPraHnU3aLUunun,
B C/ly4ae CMEeHbI y4ypegutena.

B cQiy4ae nsmeHeHuA COBCTBEHHMKA nmyulectea opraHn3aunm apxmBHble A4OKYMEHTbI OpraHun3aumnn
AO0J/IXKHbI BK/TKOYATbCA B Pa3Hble apXMBHbIE d)OHAbI.
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2.7. B cnyyae peopraHusauum opraHusaumm ¢ nepegadeit GyHKLUMIA BHOBb CO34aHHON UAWU UHOM
OpraHM3aumn BCce apxMBHble AOKYMEHTbI NepesatoTcs opraHU3aLmMm-nNpaBonpeeMHUKY U BKIOYatoTcA B
apPXUBHbIM doHA NocneaHen.

JOKYMEHTbI MOCTOAHHOTO XPaHEHUA M [AOKYMEHTbl MO JIMMHOMY COCTaBy JIMKBMAMPOBAHHbIX
OpraHM3auuii OO/IXKHbI NepesaBaTbCs B YNOPSAOYEHHOM COCTOSSHUM Ha XPaHEHWE B COOTBETCTBYHOLLMIA
rocy4apCTBEHHbIN (MYHMULMMANbHbINA) apXMB.

2.8. XpoHONOrM4YecKMmMm rpaHnL,amMmm apxmsHoro ¢oHaa asaatoTca <1>:

<1> MoanyHKT 2.8.6 nyHKTa 2.8 MNpaBua xpaHeHuA.

ONA apXuBHOro ¢oHAa opraHM3aumMK - yCTaHaB/IMBaeMble Ha OCHOBE HOPMATUBHbIX aKTOB AaTbl
CO34aHUNA N TNKBUAALUMM OpraHmn3aumnm. Mpu HaAMYMK HECKOIbKUX aKTOB 06 06pa3oBaHUM opraHusaumm
NpPMHUMaETCs AaTa Hanbosiee paHHEero U3 Hux;

AnA ob6beANHEHHOro apxmBHOro ¢oHAa opraHM3auuMn - Aatbl CO34aHUA Hanbonee paHHEn U
NMKBUAALUKN Hanbonee nNo3aHel No BpemeHn AeATeNbHOCTM OpraHM3aUmn, AOKYMEHTbl KOTOPOW BOLWAN
B COCTaB 06beiHEHHOTO apXmnBHoro ¢poHAaa;

ana apXMBHOVI KOoNneKunn - gatbl CamMoro paHHero n camoro no3gHero JoKymeHTa.

2.9. ApxuBHble AOKYMEHTbI AO/KHbI XPaHUTLCA B CUCTEMATU3MPOBAHHOM MopAaKe B npedenax
apxusBHoro ¢oHAa. EAMHMLIEN CMCTEMATU3ALNN AOKYMEHTOB apXMBHOro ¢oHAa B apxmMBe opraHM3aumuu
ABNAETCA COBOKYMHOCTb apXMBHbIX AOKYMEHTOB MU OTAE/bHbIN JOKYMEHT, OTHOCALLMECA K OAHOMY
BOMPOCY AeATeNbHOCTM OpraHu3aumn (aanee - eAUHULIA XpPaHeHUsA).

2.10. EAMHMLbI XpaHEHMA A0MKHbI BbITb CUCTEMATU3NPOBAHbI, BHECEHbI B ONMUCK 1 0bOpPMIEHDI B
nopagke, obecneymBatoLLEM yYET, MOUCK U MCMONb30BAHME apPXUBHbBIX JOKYMEHTOB.

2.11. EanHmLbI XpaHeHA apXnBHOro d)OHﬂ,a CNCTEMATU3INPYIOTCA B COOTBETCTBUU CO CheayrolWnMmm
NPU3HaKamu:

CTPYKTYPHbIA  (MPUHAANEKHOCTb  €AMHWL,  XPaHEeHMA K  CTPYKTYPHbIM  NoApasAeneHusam
opraHusauum);

XPOHOIOTMYECKUIA (MO Neproaam Uan fatam, K KOTOPbIM OTHOCATCA e4MHULbI XpaHEeHUS);

GYHKUMOHANbHbIW, OTPacNeBOW, TEMaTUYECKUM, NPeAMETHO-BOMPOCHbIN (C yyeTom ¢yHKUMi
OpraHM3aumm, TeEM UK BONPOCOB, KOTOPbIX KAacaeTcA CoAepKaHNE eANHNUL, XPaHEHUS);

HOMMHaNbHbIN (N0 A4EN0NPOM3BOACTBEHHOM PpOpME - BUAAM M Pa3HOBUAHOCTAM JOKYMEHTOB);

KOPPECNOHAEHTCKUIA (N0 OpraHusaumam, B pesyabTaTe Mepenuckn ¢ KoTopbimn o6pa3oBanunch
eANHNLbI XpaHeHWsA);

reorpapuyecKkunit (B COOTBETCTBUMN C ONpeae/ieHHbIMU TEPPUTOPUAMM, HACENEHHBIMU MYHKTaMMU U
ApyruMmn reorpaduyeckumm 0b6beKkTaMu, C KOTOPbIMWM CBA3AHO COAEprKaHMe OOKYMEHTOB, aBTOpbI,
KOPPEeCnoHAEHTbI);

aBTOPCKMI (MO HasBaHWAM OpraHuM3aumMii uam GamMuAMAM TPaXk4aH, SABAAIOLWLMXCA aBTOpPaMM
[OKYMEHTOB).

2.12. [JoKyMeHTbl, Boweawne B 06beAMHEHHbIN apXMBHbIM GpOHA, pacnonaratoTcsa No 3HaYUMMOCTU
doHgoobpasoBaTenei, N0 XPOHONOMMU CO34AHUA AOKYMEHTOB, NO andaBUTy Ha3BaHUM U ApYyrvUm
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npu3Hakam. B npeaenax Kaxaoro ¢oHAa, BoweaLwero B 06beAMHEHHbIN apxmnBHbIA GOHA, NPUMEHALOTCA
NPUHLMMNbI CUCTEMATU3ALUKN, BbIBOP KOTOPbIX OMPeaensieTcA XapaKTepom AeATe/IbHOCTU KOHKPETHbIX
OpraHusaLmini, CocTaBoM U 06bEMOM AOKYMEHTOB.

2.13. Cuctematmsaumnsa JOKYMEHTOB apXMBHOM KOMIJIEKUMM onpeaensieTca TeMaTUKOM M COCTaBOM
LOKYMEHTOB.

2.14. CoxpaHHOCTb [OOKYMEHTOB B apxuMBe oOpraHu3auum obecneynmBaeTcd KOMMIEKCOM
MEpPONPUATUA MO CO34AHUI0 HOPMATUBHbBIX YC0BWUI, COBNIOAEHUIO HOPMATUBHBIX PEXMMOB U
HaZneKallel opraHM3auMM XpPaHeHUA OOKYMEHTOB, WCKAOYAOWMX  XMULEHME W yTpaTy MU
obecneunBaroLLmMX NoaLepKaHNE B HOPMAbHOM GU3UYECKOM COCTOSHUM.

B KomnneKkc paboT no obecneyeHunto COXpaHHOCTU AOKYMEHTOB apXMBa OpraHM3aLmm BKAOYAIOTCA:
npeaocTaBaeHMe NOMELLEHUA ANA pasMeLLeHNA apXUBHbIX AOKYMEHTOB;

obecrneyeHne HOPMaTUBHbIX YCNOBUIM XpaHEHUA AOKYMEHTOB;

BbINOJIHEHUE TPebOBaAHNN K Pa3MELLLEHMIO AOKYMEHTOB B apXMBOXPaHU/NLLE;

NnpoBepKa HaIMUYUA U COCTOAHUA AOKYMEHTOB.

2.15. ObecneyeHne HOPMATUBHbIX YCIOBUIM XpaHEHMA JOKYMEHTOB BK/OYaET:

OCHaLLEeHME apXMBOXPaHUANLL CNieLMabHbIM 060pyA0BaHUEM O/1A XPaHEHUA LOKYMEHTOB;

obopynoBaHME NMOMELLEHUSA apxXMBa OPraHM3aLUMKM CPEeACTBAMU MOXKAPOTYLUEHWUA, OXPAHHOM WU
NoXapHOW CUrHan3aumnen;

CO6/'HO[],EHM€ NPOTUBOMNOXAPHOIo pexxmnma;
CO6/'HO[],EHM€ OXPaHHOIO peXnma,

CO3JaHMe HOPMATUBHbLIX TeMNnepaTypHO-BJIAXKHOCTHOTO, CBETOBOIO PEXWMOB, NpOBeAeHue
CaHUTAPHO-TUTMEHNYECKUX MEPONPUATUN.

2.16. Apx1B opraHmM3aLumMm pasMmeLlaeTca B CneLmanbHO NOCTPOEHHbIX MAW NPUCNOCOBAEHHbIX AaA
XPaHEHUA AOKYMEHTOB 34aHUAX UM B OTAE/bHbIX MOMELLEHUAX 34aHUA.

B apx1Be opraHun3aumm goMxKHbl 6bITb NPesyCMOTPEHbI:
apPXMBOXPAHWU/MLLE;
nomeLLeH1e gna npuema, BpeMeHHOro XpaHeH A AOKYMEHTOB;

nomelieHMe A1 UCNO/b30BaHMA AOKYMEHTOB (YMTafibHbIA 33/, YY4acTOK BblAauyn AOKYMEHTOB U
NHPOPMaLMOHHO-MOUCKOBbIX CPEACTB);

pa6oqme KOMHAaTbl COTPYAHUKOB apxmnBa OpraHn3auunn, KOTopble O0/1KHbI 6bITb N30/1MPOBaHbI OT
I'IOMGLLI,GHMVI, rae XpaHATCA apxXmnBHble AOKYMEHTbI.

He pgonyckaeTcAa pasmelleHme apxmea OpraH13aumm B No4BanbHbIX U YepaavHbIX MOMELLEeHUAX.

2.17. ApxnBoxpaHuuLLe A40KHO 6bITb yaaneHo oT N1abopaTopHbIX, NPOM3BOACTBEHHbIX, BbITOBbIX
NOMELLLEHUI N HE UMETb OBLLMX C HUMWM BEHTUIALMOHHbLIX KaHa0B. APXMBOXPAHUANULLE OTAENSAETCA OT
COCEAHNX MOMELLEHUA HECTOPaeMbIMU CTEHaMW W MEPEeKPbITUAMM C MpesesaMu OrHeCTOMKOCTU He
MeHee [BYyX 4YacoB. B apxvMBOXpaHWIMLLE He [OMyCKAeTCa MPOKJagKa Tpyd BOAOCHAGXKEHUs W
KaHaNM3aumn, TEXHONOTMYECKe N BbIToBbIe BbIBOAbI BOAbI.



2.18. Mpu pasmeleHMn apXMBOXPAHWIMILA B CNeuuasbHOM MAW MPUCNOCOBAEHHOM 34aHUU
npegnoyteHre (Mpu paBHbIX TEMOBbIX XapaKTepUCTMKax) OTAAeTCA MNOMELLEHMAM C CeBepHOoW
OpueHTaumMen OKOH.

MaTepuanbl NOKPbITUA CTEH, MNOJIOB, MOTO/IKOB, BHYTPEHHEN apMaTypbl apXMBOXPAHWUAULLA,
npuMeHsemble MpU M3roToBAEHMM 060OpyAOBaHMA M CPEeACTB XPAHEHUA apPXMBHbLIX AOKYMEHTOB, He
OONKHbI BblAENATb arpecCUBHbIE XMMUYECKME BELLECTBA U ObITb UCTOYHUKOM MbINN.

2.19. ApxmBOXpaHuAMLLE AO/KHO MMETb €CTECTBEHHYH WAM WUCKYCCTBEHHYID BEHTUAAUMIO,
obecneunBaloyo PeuUpKyaAaLMI0 BO3AyXa, CTabUAbHOCTb TemMMepaTypHO-BNAAXKHOCTHOIO pPeXuma,
OUYMUCTKY BO3ZyXa OT MblIM N arpPeCcCUBHbIX MPUMECEN, a TaKKe OTBeYaTb COBPEMEHHbIM TPeboBaHUAM
KOMMAKTHOCTU M SKOHOMUYHOCTMU.

ApXMBOXpaHMJ'IVILLI,E AO0/IKHO MMETbL BbIXOAdbl K I'IMd)TaM N NECTHUYHbIM K/1IETKAM.

2.20. ApxnBoxpaHMAuLLLA (32 UCKAOYEHMEM APXMBOXPAHUINLL, PACMNO/AratoLLMXCs HAa OXPaHAeMOoW
TeppuTopun) obopyayloTCs OBEPAMM C  MOBbIWEHHON TEXHUMYECKON YKPenaeHHOCTbIo MpOoTMB
BO3MOXHOIO B3/10Ma, OCHALLLEHHbIMM 3aMKaMM MOBbLILWEHHON ceKpeTHOCTU. OKHa NOMeLLLeHNIA NepBoro
STaxa AO/IKHbI 6bITb 060pYA0BaAHbI 3aNMPAIOLLMMUCA peLleTKamm <1>.

<1>TMoanyHKTbl 2.11.1.1 - 2.11.1.2 nyHKTa 2.11 Npasunn xpaHeHuUA.

2.21. Bce nocTynatoLLme B apXMB OpraHM3aL My JOKYMEHTbI Pa3MELLAtOTCA B apPXMBOXPAHWUIMLLAX Ha
CTAUMOHApPHbIX W/MAN NepeaBUMMKHbIX METAN/IMYECKMX CTeNnaxax, B METa//IMYecKux LwWkKadax mam
KOHTENHepaXx.

CTennaxkun AoMmKHbI 6biTb YCTaHOBAEHbI NEPNEHAMKYNAPHO CTEHAM C OKOHHbIMM NMpoemamu, a B
nomelleHnn 6e3 OKOH - C y4eTom oOcobeHHocTeM nomelleHua M obopyaosaHuA. He ponyckaetcs
pa3smelleHMe CTeNNaXKel BNIOTHYIO K HaPYXKHbIM CTeHam 34aHUA U K UCTOYHUKaM Tenna.

PaccTaHoBKa cTennaxkei M WKAdOB OCYLLECTBAAETCA B COOTBETCTBMM CO  C/leAyiowumm
TpeboBaHMAMMU:

paccToAHME MeXAY PAAAMM CTeNNaxKel (rnaBHbI Npoxoa) - He meHee 120 cm;
paccToAHue (Mpoxoa) mexKay CTennarkamm - He meHee 75 cm;

PacCToAHME MEXKAY HAPYKHOM CTEHOM 34aHMA U CTeANaXKaMUW, NapanseslbHbIMU CTEHE - HE MeHee
75 cm;

paccTosiHME MeXKAY CTEHOM 1 TOPLLOM CTe/1axKa Uau WwKada (0bxoa) - He meHee 45 cm;

paccTosHMe MeXay NONOM U HUMKHEN NoJIKoW cTennaxa (WwKkada) - He meHee 15 cm, B LOKOJIbHbIX
3TaXax - He meHee 30 cm <1>.

<1>MoanyHKT 2.11.3 nyHKTa 2.11 MNpasua xpaHeHuA.

2.22. TpOTMBOMNOMAPHbLIA PEXMM B 34aHUAX, TAE Pa3MeLLaeTcs apxvMB OpraHvM3auuu, U B
apPXMBOXPAHW/IMLLAX YCTAHABIMBAETCA B COOTBETCTBMM C HOPMATMBHbLIMMW MPABOBbIMK aKTamu Poccuiickoit
depepaunn B 061acT NoxKapHOM 6e30MacHOCTY.

2.23. OxpaHHbIN pexum obecneunsaeTtca nyTem 060pyA0BaHUA aPXMBOXPAHUINLL, @ TaKKe Apyrux
NOMELLEHWUI, rae NOCTOAHHO MAW BPEMEHHO XPaHATCA apXWMBHble AOKYMEHTbI, CPeacTBaMU OXpaHbl,
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O6ECI'IeLIVIBaIOLLI,MMVI KOHTPOJIb A0CTYyNa B apXMBOXPaHUAULLE N NOMeLleHNA apXuBa, U CO6}1IOLI,eHMEM
nopAaaKa caayn noa oxXpaHy U CHATUA C OXPaHbl, YCTAaHOB/IEHHOIO pykoBoautTenem opraHm3lauunn.

B cnyyae BblgauM apxuBHbIX [JOKYMEHTOB BO BpPeMeHHOe MO0/b30BaHWe no 3anpocam
rocyapCcTBEHHbIX OPraHoB, OPraHOB MECTHOrO CaMOyMpaB/ieHMA U OpraHU3auuMii BbIHOC M3 34aHUA
apxvMBa MAM 3[0aHUA OpraHM3auUMn apxXMBHbIX AOKYMEHTOB paspellaeTcs TO/IbKO MO CheuuanbHbim
npomnyckam.

2.24. ApxnBHble JOKYMEHTbI CAeAyeT XPaHUTb B TEMHOTE.

Bce Buabl pa60T C AOKYMEHTaMM OO0NXKHbI NPOBOANTLCA NPU OrPaHUYEHHbBIX WU TEXHONTOTNYECKU
HEO6XO,D,MMbIX YPOBHAX OCBELWEHNA.

3awmnTa AOKYMEHTOB OT AEﬁCTBMﬂ cBeTa obecneuymBaeTca XpaHeHneM OOKYMEHTOB B Kopo6|<ax,
nankax n nepennetax, B mKad)ax NN Ha CTeNN1aXKaX 3aKpbITOro Tmna.

EcTecTBeHHOe OCBelLeHNe B apXMBOXPaHWUAMLLE AOMYCKAETCA MPM YCNOBMU NPUMEHEHMA Ha OKHaXx
cBeTopaccemBaTtefien, 3alUTHbIX GUALTPOB, LUTOP, $Kasfto3U, HaHECEHHbIX Ha CTEK/I0 NOKPbITMIA. OnA
MCKYCCTBEHHOrO OCBELLEHMUA MPUMEHAIOTCA NaMMbl HaKa/MBaHUA B 3aKPbITbiX naadoHax C raagxkomn
NOBEPXHOCTbIO.

YpoBeHb OCBELWEHHOCTM B AManasoHe BMAMMOIO CMEKTpa He [A0/KeH npeBbiwaTb: Ha
BEPTUKA/IbHOM NOBEPXHOCTU CTeNNaXa, Ha BblCOTE 04HOro meTpa oT nona - 20 - 50 ntoKcoB, Ha paboumnx
ctonax - 100 ntokcos <1>.

<1>MoanyHKT 2.11.2.4 nyHKTa 2.11 Mpasua xpaHeHuA.

2.25. B apxnBOXpaHuauLLEe ANA XPaHEHUA OKYMEHTOB YCTaHABAMBALOTCA cneayolme napameTpbl
TemnepaTypHO-BNAXHOCTHOIO perknuma: <1>

<1>MoanyHKT 2.11.2.3 nyHKTa 2.11 Mpasna XxpaHeHus.

ONA XpaHeHUs AOKYMEHTOB Ha BymayKHOM HocuTene - Temnepatypa 17 - 19 °C, oTHocuTeNbHaA
BJTAXKHOCTb Bo3ayxa - 50 - 55%;

ONA LOKYMEHTOB HAa MAarHUTHbIX AMCKAxX U ANCKOBbIX HakonuTenax - 8 - 18 °C n 45 - 65%;
ONA LOKYMEHTOB Ha ONTUYeCKux gnckax - 10 - 23 °Cu 20 - 50%;
ONA LOKYMEHTOB HA KUHOMJIEHKE:

C HUTPOOCHOBO - YUepHO-6esble: TemnepaTypa He Bbiwe 10 °C, uBeTHble: TemnepaTypa He Bbille -5
o
G

¢ 6e3onacHoi OCHOBOI - YepHO-b6enble: TemnepaTypa He Bblwe 15 °C, LBeTHbIE: TeMmnepaTypa He
Bblwe -5 °C;

AN GOTOA0KYMEHTOB:
yepHo-6esble - TemnepaTypa He Bbiwe 15 °C;

LBETHble - TemnepaTypa He Bbiwe -5 °C.


consultantplus://offline/ref=EADAC89DC30EC5BADC447957CA88674D968D45C5D4A79A6BEA6D268FD458A9F9A030D4C2470CA0Z9FDJ
consultantplus://offline/ref=EADAC89DC30EC5BADC447957CA88674D968D45C5D4A79A6BEA6D268FD458A9F9A030D4C2470FA8Z9FAJ

OTHOCUTENIbHAA BNAXKHOCTb BO34yXa, HEOOX0AMMan ANA XPaHEHUA SOKYMEHTOB HA KMHOMIEHKE U
doTonoKkymeHTOB, coctasnseT 40 - 50%.

2.26. B apx1BoOxXpaHuUaULLEe C HeperyanpyemMmbiM KAMMaTOM A0NXKHbI OCYLLECTBAATLCA MEPONPUATUA
Nno oNTMMM3aLLMN TEMNEPATYPHO-BNAKHOCTHOTO PEXMMA C NPUMEHEHNEM OTOMJIEHUA U NPOBETPUBAHUA
NOMELLEHWNI, a TaKKe MeXaHUYECKMX CPeACTB YBNAXKHEHMA UK OcyleHMsa Bo3ayxa. Peskne konebaHun
(ce30HHbIE M B TEYEHMe OAHMX CYTOK) TemnepaTypsl (+/- 5 °C) n OTHOCUTENbHOM BNAXKHOCTM BOo3ayxa (+/-
10%) He ponyckatoTca.

Mpy ONMTENbHOM HapyWeHUMM TemMnepaTypHO-BAAXKHOCTHOIO peuma (oT 3 cyToK M 6bonee),
COMPOBOXKAAMOLEMCA NOBbLILLEHNEM OTHOCUTE/IbHOM BAAXKHOCTU Bo3ayxa Ao 70 - 90%, npuMHMMatoTcA
MepbI M0 ero HOPMaNn3aunm (MHTEHCUBHOE NPOBETPMBAHUE, OCYLLUEHME AaPXMBOXPAHUIMLLA).

TemnepaTypHO-BNIa)KHOCTHbIN  PEMUM  KOHTPO/IMPYETCA MNyTEM  PEryasipHOro  M3mepeHus
TeMnepaTypbl U OTHOCUTENbHOM BAA*KHOCTU KOMHATHOIO M HAapYXHOro BO34yXa B O4HO U TO e Bpems: B
KOHAMUMOHMPYEMbIX MOMELLLEHUAX - He pexke 1 pasa B HeAe/to; B apXMBOXPaHWAMLLAX, HE OCHALLEHHbIX
CUCTEMOM KOHAMLUMOHMPOBAHUA BO3AyXa - 2 pa3a B HEAE/0; NPU HapyLLUEHUAX peXxnma - 1 pas B CyTKu.

MoKa3aHMA KOHTPOJIbHO-U3MEpPUTE/TbHbIX MPUBOPOB PUKCUPYIOTCA B PErUCTPALIMOHHbIX XYpHanax,
B KOTOPbIX TaKXe OTPa)KkaloTcs NPoBepKa MPaBU/IbHOCTM MOKa3aHUit NpMbopoB M mepbl, MPUHATbIE NO
HOpPMaNM3aLUUmM TeEMNEPaTYPHO-BNAXKHOCTHOTO PEXUMa B C/Iy4asnX ero HapyLueHus.

Mpn HannumMn B 343HMKM apxuBa LI,EHTpa}'IM3OBaHHOl7I cuctembl obecneyeHun CO6!1IOLI,€HMFI
TEMNEPATYPHO-BZIAXXHOCTHOIO peXmnma B NOMELWEHNAX, TAe XPaHATCA AOKYMEHTbl, KOHTPO/Ib 3a €ro
CO6!1IOLI,€HM€M OCyLWECTBNAETCA B aBTOMATUYECKOM pexXnume.

2.27. TlomelweHUAa apxmBa oOpraHM3aUMM AOO0/KHblI COAEpKaTbCA B 4YUCTOTE, B YCNOBUAX,
NCK/IIOHAIOWMNX BO3MOXHOCTb MOABNEHUA TMJIECEHM, TPbI3YHOB, HACEKOMbIX, MblAKM. B nomelieHUax
apXMBOXPaHWAMLL [0/KHA bbiTb obecneveHa cBoboAHAA UMPKYAAUMA BO34yXa, WCKAKOYatowwan
06pa3oBaHMe HeMpPOBETPUMBAEMbIX 30H, OMACHbIX B CAHUTAPHO-6M010rMYECKOM OTHOLLEHUN.

B nomeLLeHMAX apXMBOXPaHUANLL, HEOBX0AUMO:
NPOBOAUTL CUCTEMATUYECKYIO BNAXKHYI0 YOOPKY;

He pexe O4HOro pasa B rof NpPoBOAUTb obecnbliMBaHME KOPOBOK C AOKYMeHTamu, LKados,
CTennaxkemu;

06pabaTbiBaTb LOKONbHbIE YacTW CTeANaXkel, Noabl, MAUHTYCbl, MNOAOKOHHUKW BOAHbIMM
pacTBOpaMm aHTUCENTMKOB.

2.28. 1Ba pasa B rog (B Ha4yase 1 N0 OKOHYAHUKN OTOMUTENILHOTO CE30HA) JOKYMEHTbI U MOMELLLEH WS
apXMBOXPaHUAWL, NoABepraloTcA 06cnef0BaHUIO A/1A CBOEBPEMEHHOTO OBHapy»KeHUA HACEKOMbBIX U
nneceHn. [MNpu oOHapyKeHUM OBUONOrMYECKUX BpeauTeneir MNPUHUMALOTCA CPOYHble Mepbl No
Oe3MHOEeKUMM U [Ee3UHCEKLMU [OKYMEHTOB M MNOMELWEHUN cunamm paboTHMKOB apxuea, a Mpu
HEeobX0AMMOCTM - CUTAMM COOTBETCTBYIOLLMX CNYKO.

2.29. B apxnBOXpaHuUAULLE 3anpeLLaeTca HaxXoAMTbCA B BEPXHEN 04X Ae, MOKPOI 1 rpA3HOoN 0byBu;
XPaHUTb NOCTOPOHHME NPeAMETbI, UMYLLECTBO M 060pyaA0BaHMe, yNoTPebAATb NULLEBbIE MPOAYKTbI.

2.30. 06s3aTeIbHbIMM YCAOBUAMM XPAHEHUA NEKTPOHHbIX LOKYMEHTOB ABAAIOTCA:

Ha/MuMe B apXuBe OPraHM3auMM He MeHee ABYX 3IK3eMMNIAPOB KaXKAOM eAuMHMLbl XpaHeHus
3/IEKTPOHHbIX JAOKYMEHTOB (OCHOBHOM M pabounii 3K3eMMAApbl A0/KHbI HAaXxOOMTbCA HA PasHbIX
dU3MYECKMX YCTPOMNCTBAX);



Haanyme TeXHU4YeCKUX U nporpamMmmHbixX Ccpeacts, npegHasHa4deHHbIX AnAa BOCNpoussBeneHUA,
KOMMpoBaHMA, nepe3anncm 3SNEeKTPOHHbIX AOKYMEHTOB, KOHTPOAA ¢WI3VILIECKOFO n TexHun4yeckoro
COCTOAHUA,

obecneyeHne perKMMa XpPaHEHUA 3/IEKTPOHHbIX [AOKYMEHTOB, WCK/AlO4Yalowero yTpary,
HECAHKLMOHMPOBAHHYIO PaCCbl/IKY, YHUUTOXEHME UIU UCKAXKeHNe MHbOopMaL Ui,

2.31. lNepepaya TEKCTOBbIX 3NEKTPOHHbIX AOKYMEHTOB ANA XPaHEHUA B apXuB OpraHu3auuu,
ABNAOWENCA WUCTOYHMKOM  KOMMJIEKTOBAHUA  FOCYAAPCTBEHHOIO WM MYHUUMMANABbHOIO  apXuBea,
ocyuiectsnsetca B popmate PDF/A.

2.32. B uenax obecneyeHUs XpaHeHUA, yyeTa U WUCMNONb30BAHUA SNEKTPOHHbIX AOKYMEHTOB,
HaxoAAWMXCA Ha XPaHEHUN B apXMBe OpraHU3aLmm, AOKHO MPOU3BOAUTLCA CUHXPOHHOE M3MeHeHue
nporpamMmHo-annapaTHOM cpebl B OpraHM3aLMM U B apXMBe OpraHM3aLuKn, a TaKKe cBoeBpemeHHasn
nepesanmncb 3N1EeKTPOHHbIX apPXMBHbIX JOKYMEHTOB Ha HOBblE HOCUTE/IN U B HOBble GOopMaThl.

B npouecce xpaHeHUs 3NEKTPOHHbIX JOKYMEHTOB B apXMBe OPraHU3aLMmn He peXke 04HOro pasa B 5
NeT Npou3BOAUTCA TEXHMUYECKUM KOHTPOAb (PU3MYECKOrO COCTOSAHMA HOCUTENei 3N1EeKTPOHHbIX
OOKYMEHTOB 1 BOCNPOU3BOAMMOCTU 3/TEKTPOHHbIX JOKYMEHTOB.

B cnyvyae ecam npu OCyWeCTBAEHUM TEXHUYECKOro KOHTPOAA YCTAaHOB/AEHbl W3MEHEeHWA
(I)MBM‘-IECKOI’O COCTOSIHMA HOcuUTenemn S/N1EKTPOHHbIX AOKYMEHTOB, apxXuB OpraHumsauuMn no peleHunto
PyKOBOAUTENA OPraHU3aunmn Ao0s1XKeH NpoBoauUTb pa60Ty no nepe3anncn saNeEKTPOHHbLIX JOKYMEHTOB Ha
HOBbl€ HOCUTEN.

Mpyn nameHeHUM ¢dopmaToB B pesynbTate nNpeobpasoBaHMsA NporpaMmmHO-annapaTHoOM cpeapbl,
yxXygweHna BOCNPOU3BOAMMOCTU ISNEKTPOHHbIX AOKYMEHTOB apXuB OpraHMsauunm no pelweHunto
pPYKOBOAMUTENA OpraHM3aumun AOMKEH NPOBOAUTL PaboTy Mo nepesanuncy 3/eKTPOHHbIX AOKYMEHTOB B
HoBble popmarTbl.

Mpu ocyuwlecTBNieHNUN nepesanncu [AoMKHa ObiTb obecriedeHa ayTEHTUYHOCTb, MOJIHOTA,
[OCTOBEPHOCTb, LENOCTHOCTb M  HEU3MEHHOCTb WHPOPMaLMKM, COAEPMKALLEACA B 3NEKTPOHHbIX
OOKYMEHTaXx.

TekcToBble 3/IEKTPOHHbIE OOKYMEHTbI, noAaBepriuineca nepesanmcn B Hosble d)OpMaTbI VI/VII'IVI Ha
HOBbl€ HOCUTENIN, OO0NTXKHbI OTBEYATb Tp66OBaHMHM, YCTaHOB/NEHHbIM MYHKTOM 2.31 HacToALWMX Mpasun.

2.33. [na onepaTMBHOro JOCTYNa K 3NEKTPOHHbIM AOKYMEHTAM B CNPaBOYHbIX M MOUCKOBbIX Lenax
B apXuBe Co34aeTcA (1)0Hﬂ| NONb30BaHNA 3NNEKTPOHHbIX JOKYMEHTOB.

2.34. Bce nocTynatowiuye B apx1Bs opraHmn3aumm JOKYMEHTbl Pa3MeLLLatoTCA B apXMBOXPAaHUAMULLAX HA
CTenna)kax uam B WKadax B MnopanKe, COOTBETCTBYIOLWEM OMUCAM Aesl, AOKYMEHTOB. [JOKYMeHTbl,
TEMMNEePaATYPHO-BAAXKHOCTHbIN PEXMUM XPaHEHMSA KOTOPbIX Pas/iMyeH, AOJIKHbl Pa3sMeLLaTbCs B PasHbIX
APXUBOXPAHU/IMLLAX.

2.35. [lokymeHTbl ApxmBHOro ¢oHaa Poccuitckoir Pepepaumn u gpyrme apxmBHble OOKYMEHTbI
OOJ/IKHbl XPaHUTbCA B KOPOOKAx WMAM ManKaX, W3roToBAEHHbIX M3 6e3BpeAHblX ANA AOKYMEHTOB
MaTepuanos.

DNEKTPOHHbIe AOKYMEHTbI Ha PpU3MYECKM 060COBNEHHbBIX HOCUTENAX PAa3MELLAOTCA OTAENbHO OT
APYrMX AOKYMEHTOB.

Ha KopobKK NpUKAEnBaloTCA AP/bIKK, Ha KOTOPbIX YKa3blBaloTca: Homep ¢poHaa, HOMEpP OMUCK U
KpaliHWe Homepa Aen, pasMeLLeHHbIX B JaHHOM KopobKe.

I'Iopﬂ,u,or( pasmeweHnA yCTaHaB/IMBAETCA B 3aBUCMMOCTU OT pPACCTOAHMA MeXAay NOJIKaMy,



$U3MYECKOTO COCTOAHUA AeN, a TaKKe OT TBEepAOCTM UM MATKOCTU nepenserta. Jena, umetouime teepaplii
nepensier, YycTaHaBAMBAIOTCA BEPTUKaNbHO, C MATKMM Mepennetom WAM HenepenseTeHHble -
ropuM3oHTaNbHO.

KopobKu He A0KHbI BbICTYNaTb 33 Npeesibl NOJIOK CTeNNaXKEN.

He pgonyckaerca XpaHeHMe [OKYMEHTOB B TPaHCMOPTHOM Tape, B wWwTabensax, Ha nony,
NOAOKOHHUKAX, NECTHUYHbIX NIOWAAKaX M APYrMX He NpeAHa3HAYeHHbIX O XPaHEeHWA OOKYMEHTOB
MecTax.

2.36. Bce NOMELLEHUA apXMBA OPraHM3auUMK, a TaKKe CTeNNaXku, LWKadbl, KOHTEWHEpPbI, MNOJKK
HymepytoTca. CTennaxu, WwKadpbl U KOHTEMHEPbl HYMEPYIOTCA B KaXKAOM apXMBOXPaHUAWLWE C/leBa
HanpaBo OT BXOAHOW ABepw, a MOJIKM Ha CTe/1aXKax - Mo WKadam CBEPXY BHU3, C/IeBa HAMNpPaBo.

2.37. B uenax onpegeneHna mecrta XpaHeHWA AOKYMEHTOB B apXMBOXPAHWAMLLE COCTaBAAKOTCA
Tonorpadpuyeckmne ykasartenu: noctennaxHole (npunoxkeHune N 1), a npu 6onbwom Koanyectse GpoHAOB -
nodoHaosble (NpunoxkeHune N 2).

2.38. U3meHeHMa, npoucxogdAuwime B pPasMELLEeHUN [OOKYMEHTOB, [LOJ/IXKHbl CBOEBPEMEHHO
OTparkaTbCA B TONOrpapuUecKknx ykasatensax.

2.39. B xo4e NpoBepKN HaMUYNA N COCTOAHMA apPXMBHbIX JOKYMEHTOB B apXmMBe OpraHM3aLuu:
yCTaHaBAMBaeTca GpaKTUUYeCKoe Hannume eamHuUL, XpaHeHMA U COOTBETCTBME YHETHbIM JOKYMEHTaM;
BbISIBNAIOTCA U YCTPAHAIOTCA HEAOCTATKU B yYeTe JOKYMEHTOB;

BbISIB/IAIOTCA OTCYTCTBYIOWME JOKYMEHTbI M OPraHU3yeTcA Po3biCK;

BbIABNAIOTCA W YYMTbIBAIOTCA  [OKYMEHTbl, Tpebyloume  npodunaktuueckon  un/mam
pecTaBpauUMoOHHO-NPOPUNAKTUYECKON 06PabOTKM.

BbIfBNAIOTCA M YYUTLIBAIOTCA 3/IEKTPOHHbIE AOKYMEHTbI, Tpebylowue nepesannucM Ha HOBble
3/1EKTPOHHbIE HOCWUTEAW, MPOBOAUTCA KOHTPOJIb GU3MYECKOrO WM TEXHWMYECKOrO COCTOAHUA efuHUL,
XpaHeHMs, OCYLLeCTBAAETCA NPOBEPKA HA Ha/MUYME BPEeAOHOCHbIX KOMMbIOTEPHbLIX NPOrPamm.

2.40. MpoBepKa HaMNYMA U COCTOAHMA AOKYMEHTOB Ha OYMarKHbIX HOCUTENAX MPOBOAMUTCA B apXmBe
OopraHu3aumMm KOMUCCUEN UAN He MeHee Yyem ABymA paboTHMKamu He pexe ogHoro pasa B 10 ner,
3/IEKTPOHHbIX JOKYMEHTOB - HE peXe o4HOoro pasa B 5 ner.

2.41. MNpun NnpoBepKe HaNMYMNA N COCTOAHMA JOKYMEHTOB B apXMBe OpraHusaumnm Heobxoammo:

COXPaHATb MOPAAOK pPaCnosiIoKeEHNA OOKYMEHTOB Ha CTeniziaxax, B UJKa(I)aX n KOHTEVIHean B
COOTBETCTBUUN C TOI'IOFpad)MLIeCKMMM yKasatenamu. lNpu nameHeHUn pacrnonoKeHua aen HEO6XO,CI,MMO
cBoeBpeMEHHO AeNaTb COOTBETCTBYHOLWME 3aNUCU B TOI'IOFpad)MLIECKMX YKa3aTenax;

nomelwaTb Ha MeCTa Haanexalero xpaHeHua 06Hapy)KEHHbIe BO BpemA NpoBepKn HeNnpasuabHO
pa3melleHHble egUuHULbI XPaHEHUA,

M3biMaTb C MoOCAeayloWen U30NAUMENA [AOKYMEHTbl, 3apasKeHHble MNJeCeHbld WAU  ApYyrumu
6MONOTMYECKUMM BpeanTeNnamMm (a1a LOKYMEHTOB Ha BymaxHOM HocuTene);

M3biIMaTb eAMHWULUBI XPaHEHUSA 3SNEKTPOHHbIX [OKYMEHTOB, CcoAep’KallMe BpenoHOCHble
KOMMbIOTEPHbIE MPOrpammbl, MOMELLATb Ha CNeLManbHO BblAENEHHYIO NOJIKY (B AWMK) A8 NocaeaytolLei
06paboTKku;

Mn3blMaTb U pa3mMmeLllaTtb BCaie ] 3a Y4TEHHbIMU AeNna, He BHECEHHbIE B OMUCH.



BHeceHMe BbIABNEHHbIX B XoA4e NPOBEPKN HEYYTEHHbIX OeN B OMUCb 3anpeliaeTca. Hey‘-ITeHHbIe
Aena noanexart o6pa60TKe M ONUCaHUIO NOC/ie 3aBepLUEeHNA NPOBEPKMU.

2.42. lpoBepKa HaAM4MA U COCTOAHMA AOKYMEHTOB MPOBOAUTCA MyTEM CBEPKU ONUCATENbHbIX
cTaTeit onucK ¢ onucaHnem gen Ha 0610KKax.

dusnyeckoe cocToaHUE Aen onpeaenseTcs nyTem BM3yanbHOro NnpocMmoTpa.

[denaTb Kakve-nMbo MOMETKM WAM 3anucu B ONUCAX LN U APYrMX Y4YeTHbIX [OKYMEHTax
3anpewaeTca. B KOHUe KaxKAon NpoCcMOTpPeHHOW onucu genaetca 3anucb "MPOBEPEHO" c ykasaHuem
HOMepa W AaTbl aKTa NPOBEPKM HAMYMA U COCTOAHUA LOKYMEHTOB.

2.43. MNpoBepKa HaAMYMA U COCTOSHUA LOKYMEHTOB CYMTAETCA 3aBEPLIEHHOW MOC/Ae BHECEeHMUsA
N3MeEHEHWN, BbIABNEHHbIX MPOBEPKON, B y4ETHbIE LOKYMEHTbI apXMBa.

Mo pe3ynbTaTamM NPOBEPKU COCTABAAETCA aKT MPOBEPKM HAAMUYMA WU COCTOAHMA aAPXMBHbIX
AOoKymeHToB (npunorkeHune N 3). Mpn 0BHapy*KeHUN OLNOOK B YYETHbIX LOKYMEHTAX COCTaB/AETCA aKT O
TEXHUYECKMX OLIMBKAX B yYETHbIX AOKYMeHTax (npunoxkeHue N 4). B cnyyae obHapy»KeHUs LOKYMEHTOB,
He OTHOCAWMXCA K AaHHOMy OHAY, apxXvMBy OPraHW3aLMKM, HEYYTEHHbIX, TaKXXe COoCTaBaAeTcA
COOTBETCTBYHOWMI aKT (npunoxkeHne N 5). YKasaHHble aKTbl MOAMMCHIBAIOTCA MCMOJHUTENAMMU U
YTBEPKAAOTCA PYKOBOAMUTENEM OPraHM3aUMM WAW ero 3amMecTUTeNnem, KYPUPYHOLMM AeATeNbHOCTb
apxuea.

2.44. Ecnn I'IpOBepKOﬁ Hanunma mn COCTOAHMA [OOKYMEHTOB YCTAHOBJIEHO OTCYTCTBME AO€en U
AOKYMEHTOB, OpraHn3yeTcAa UX PO3bICK.

PO3bICK apXMBHbIX AOKYMEHTOB, He OBHAPYXeHHbIX B X04e NPOBEPKKN, OpraHU3yeTcss C MOMEHTa
BbIAB/IEHUS OTCYTCTBUA U MPOBOAUTCA B TeYeHWe ogHoro roga. Ha aena, He obHapyXeHHble B xoAe
NPOBEPKU HaNYMA N COCTOSHUA AOKYMEHTOB, COCTaBAAETCA aKT 06 yTpaTe IOKYyMeHTOB (npunoxkeHume N
6), KOTOPbIN paccMaTPUBAETCA SKCMEPTHON KomUCcUen (LLeHTpaibHOM 3KCnepTHOW Komuccmneit) (ganee -
3K (U3K) opraHusaumm 1 yTBEPXKAAETCA PYKOBOAUTENEM OpPraHusaumm Uam ero 3amectutenem. K akrty
npuaaraeTca crnpaBka O MNPOBEAEHWM pPO3biCKa, MOArOTOBNEHHAs W MOAMMCAHHAsA JINLOM,
NPOu3BOAUBLUMM TMPOBEPKY. AKT 06 yTpaTe [AOKYMEHTOB NpeacTaBfAAeTcA B COOTBETCTBYHOLIMIMA
rocy4apCTBEHHbIA (MYHUUMNANbHbIN) apXMB WUAM YNOJHOMOYEHHbIW OpraH MCNOJHWUTENIbHOW BAacCTU
cybbekTa Poccuitickoin depepaumm B 06/1acTU apxXMBHOMO Aena ANA MNPUHATUA pelleHUA O CHATUU
yTpayeHHbIX Aen ¢ yyeTa.

2.45. [IOKyMeHTbl BblAaloTCA M3 apXMBOXPaHWIMLLA HAa OCHOBAHMU MUCbMEHHOro paspelueHus
pPYKOBOAWUTENS apXMBa OpraHM3auun WAM ero 3amecTuTens (ecnnm apxme ABASETCA y4YperkAeHUEeM),
pyKoBOANTENA CTPYKTYPHOrO NoApasAeeHUs OpraH1M3aumuu:

pPaboTHMKAM CTPYKTYPHbIX NogpasaeneHuii opraHmsaumu;

cynebHbIM, MPaBOOXPaHUTENbHbIM M MHBIM YNOJHOMOYEHHbIM OpraHam B COOTBETCTBMM C
3aKoHoAaTenbcTBOM Poccuiickoit ®eaepauymu;

WMHbIM NMON1b30BaTENNIAM NO NUCbMEHHOMY 3aAB/IEHUIO.

JOKyMeHTbI BblAAIOTCA U3 apXMBOXPAHUANLL, HA CPOK, He I'IpEBbIUJaIOLLI,Mﬁi

OAHOro mecaua - anAa NcnoJib3oBaHUA pa6OTHMKaMM OopraHn3aunm  UHbIMU NONb30BaATENAMMU,
wecThn mecaues - CyAE6HbIM, NnpaBoOOXpaHUTE/IbHbIM U UHbIM YNO/THOMOYEHHbIM OpPraHam.

I'Ipop,neHMe YCTAHOBJIEHHbIX CPOKOB Bblaa4n OOKYMEHTOB AOO0MNyCKaeTcA C paspeweHna
pykosoauTena oOpraHnMsauunnm Ha OCHOBAHUM TMUCbMEHHOINo noATBepXAeHnA noab3oBaTena o



coxpaHeHMM/o6ecnequmm COXPaHHOCTU AOKYMEHTOB.

2.46. BblAaya [AOKYMEHTOB M3 apXMBOXPaHWAMULLA PErvcTpUpyeTcs B KHUre Bblgaun gen wu
odopmnseTca:

3aKa3om (cnyxebHoi 3anuCcKoii) Ha Bblaavy aen;

aKTOM O Bblgaye [en BO BPeMeHHOe MNojb30BaHWe - MNPWU Bblgaye B CTOPOHHWE OpraHusauun
(npunorkenume N 10).

Mpw TpaHCNOPTUPOBKE Aen Ha Ntobble paccTosHMA 06eCcneYnBatOTCA MEPbI NO OXPaHEe M 3aLumuTe UX
OT BO3AENCTBUA BPeAHbIX PaKTOPOB OKpYyKatoLwen cpeabl.

2.47. Bblgayy AOKYMEHTOB Ha BYMaXKHOM HOCUTENE U3 apXMBOXPAHUAULLA U Npuem nx obpaTHo, B
TOM 4ucne B cayvyae HeOBXOAMMOCTM NOAUCTHYIO NPOBEPKY HANMYMUA U COCTOAHMA AOKYMEHTOB nepes
Bblgayeil M3 apPXMBOXPAaHUAMLLA W Npu BO3BpaTe, MNPOU3BOAWUT PabBOTHUK apxXMBOXpPaHWAWUWA B
NPUCYTCTBMM NIMLLa, Noslydatollero (Bo3Bpallatollero) aena.

BMmecTo BblgaBaeMbIX U3 apXMBOXPAHMUIMLLA AUHUL, XPAHEHWUA U ONUCEN AN, JOKYMEHTOB A0/IXKHa
pa3melllaTbcA KapTa-3amecTuTenb aena (npunoxkenune N 7). Mpu Bo3BpalleHUN aena KapTa-3amecTuTtenb
M3bIMaETCA N XPaHUTCA B apXMBe OpraH13aumm 40 MMHOBaHUA HaZ06HOCTH.

Ll,ena, BblgaBaemMble N3 apxXxmnBoxpaHunnniia, A0/1KHbl UMETb apXMBHbIﬁ umd)p, NPOHYyMepOBaHHbIE
JINCTbl, INCT-3aBepuUTENDb AeNa (npmnomeHme N 8) N INCT NCNOZIb30BaHNA AOKYMEHTOB (npmnomeHme N
9).

MoAroToBKa apXMBHbIX AOKYMEHTOB K BblAavye U3 apXMBOXPaHWIMLLA BKOYAET:
BbleMKY apXUBHbIX AOKYMEHTOB;

CBEPKY apXMBHOTO WNdPa 1 3aroI0BKOB C ONUCHIO A, AOKYMEHTOB;

nposepKy GM3MYECKOro COCTOAHUA aena.

DNEeKTPOHHble JOKYMEHTbI BblAAOTCA U3 aPXMBOXPAHMAMLLA B BUAE SNEKTPOHHbIX KOMWI UM KoMK
Ha Oyma)kHom HocuTene. [pn HeobXOAMMOCTM 3aBEPEHMA KOMWI 3NEKTPOHHBLIX [OKYMEHTOB
MCNONb3yeTCA 3INEeKTPOHHAA MOoAMUCbL PYKOBOAMTENA OpraHuMsauum uaMm  YNOAHOMOYEHHOro um
OO/IKHOCTHOTO /vl @ WKW MPOM3BOAUTCA 3aBEpPEHMEe KOMUM [AOKYMeHTa Ha OymarKHOM HocuTene B
YyCTaHOB/IEHHOM nopAgKe (NyHKT 5.14 HacToAwwmx MNpasun).

2.48. [lOKyMeHTbl N3 apXMBOXPAHMUINLLA, KaK NPaBU/IO, He BblAAIOTCA:
npw HaAM4YUK GoHAa NOSIb30BAHUSA;
HaxogAwMmeca B Hey40BNeTBOPUTEIbHOM GU3NYECKOM COCTOAHUMN.

2.49. B opraHuM3auumn fo0KHbl 6biTb pa3paboTaHbl NaHbl KOHKPETHbIX MEPONPUATUI 1 apyrue
HOPMaTUBHbIE AOKYMEHTbI, PerfameHTMpytowme nopAaaoK paboTbl B Ype3BblYAMHbIX CUTYaLMAX, NpPU
BO3HWMKHOBEHMM KOTOPbIX HEBO3MOXHO 06€CneynTb COXPaHHOCTb aPXMBHbIX LOKYMEHTOB.

C coaepxaHmem nnaaHoB MepOﬂpM’r’ITMﬁ n Opyrmx HOPMaTUBHbIX OOKYMEHTOB, onpeaenAarolwmnx
pa60Ty apXuea OpraHunsauu1n npun ‘-Ipe3BbI‘-IaVIHbIX CUTYaUunAx, OO0NXKHbI 6bITb 03HAaKOMEHbI pa6OTHVIKVI
dpXunBa opraHunsauunmn.

1. YYET [JOKYMEHTOB APXMBHOMO ®OH/IA POCCUMCKOMN GEAEPALIMM
W [PYTUX APXMBHbIX JOKYMEHTOB B OPFAHU3ALIMM



3.1. YyeTy nognexar Bce XpaHALIMECA B apXMBE OpraHn3aL MM AOKYMEHTbI, BK/OYasa AOKYMEHTbI N0
JINYHOMY COCTaBY, KOMUKN AOKYMeHTOB hOoHAa N0Nb30BaHMA (MPU HANMUUKN) N ONUCK AeN, AOKYMEHTOB.

3.2. Opranmsaums, ABNIAOLWAACA MCTOYHMKOM KOMMJIEKTOBAHUA rocyapCTBeHHOro
(MyHUUMNAnbHOro) apxvBa, NpPeacTaBAfAeT B rOCYAAPCTBEHHbIN (MYyHMUMMNANbHbIA) apXMB Y4YeTHble
ceefeHna 06 obbeme M cocTaBe XPAHALLMXCA B AapPXMBE OpPraHM3aunmn OOKYMEHTOB ApXMBHOro ¢oHAa
Poccuitickoit  degepauym UM gpyrux  apxvMBHbIX OOKYMEHTOB B COOTBETCTBUM C PernameHTom
rocyfapcTBEHHOrO y4yeTa AOKymeHTOB ApxmBHoro ¢oHpa Poccuitckoli depepaumm, yTBEPHKAEHHbLIM
npukasom Pocapxmea ot 11 mapTta 1997 r. N 11 (3apeructpmpoBaH MuHioctom Poccumn 8 nions 1997 r.,
pPerncTpaunoHHbI Homep 1344).

3.3. OCHOBHbIMM eANHULAMMU YYeTa apXMBHbIX AOKYMEHTOB ABAAIOTCA:
apxXuBHbIN doHA;
e4MHMLA XpaHEeHUS - AeN0, /1IeKTPOoHHOoe Aeno (NyHKT 4.34 HacToAwwmx MNpasun).

3.4. EagMHMUam xpaHeHWA NPUCBAMBAIOTCA YyYeTHble HOMepa, ABAAIOWMECA YACTblO apXUBHOMO
wudpa. CeeaeHUs o0 cocTaBe eauMHUL, XPAaHEHUA N UX KoMYecTBe GUKCUPYIOTCA B YYETHbIX JOKYMEHTax
apxusa.

ApxunBHbIN Wndp (0603HaUeHNEe, HAHOCMMOE B 1IEBOM HUMKHEM YTy Ha KaxKAylo eAMHULY XpaHeH s
B Lensax obecneyeHns yyeta u naeHTMGUKaLMM) COCTOUT M3: HOMEpPA apxMBHOIo GpoHAa; HoOMepa onucK
AeN, LOKYMEHTOB; HOMEPA eAMHULbl XPaHEHUS.

ApPXMBHbIN WNPP ISNEKTPOHHBIX [OKYMEHTOB, XPAaHWMbIX Ha 060CO6/MEHHbIX 31EKTPOHHbIX
HOCUTENSAX, YKa3blBAETCA Ha BKAAAbILE, BAOXKEHHOM B GyTAAP HOCUTENS. APXMBHbBIN WNP 3NEKTPOHHbIX
OOKYMEHTOB, XPaHUMbIX B MHPOPMALIMOHHON CUCTEME apXuMBa, ABASETCA 00A3aTeNbHbIM 3/IEMEHTOM
OMUCaHUS KOHTEHEPa 3/1IEKTPOHHOTO AOKYMEHTa.

3.5. B apxvBe opraHM3auuK BeayTcA OCHOBHble (06A3aTenbHble) U BCOMOraTesibHble y4YeTHble
OOKyMeHTbl. CocTaB M GOPMbl OCHOBHbIX YYETHbIX AOKYMEHTOB OMpeaenAloTCs B COOTBETCTBUU C
HacToAwmmn Mpasunamu. Coctas M Gopmbl BCMOMOraTe/IbHbIX YYETHbIX JOKYMEHTOB OnpeaensatoTca
apXMBOM OpraHU3aLMM CaMOCTOATENbHO.

3.6. B cocTaB OCHOBHbIX (0653aTe/IbHbIX) YYETHbIX JOKYMEHTOB apXMBa OpraHn3aLmMm BXOAAT:
KHWra y4yeta NnocTynaeHua u BblbbITUA Aen, AoOKyMeHTOB (npunoxeHue N 11);

cnucok ¢oHaoB (npunoxkeHue N 12);

et poHaa (npunoskerme N 13);

onuchb Aen, 4oOKYyMeHToB (npunoxenusa N 14, 15, 16, 17, 18);

peecTp onuceli (npunoxkeHme N 19).

3.7. B KHUMIy yyeTa nocTynneHuna v BbIbbITUA Aen, AOKYMEHTOB noc/ieaoBaTesibHO BHOCATCA Bce
nepBUYHbIE U NOBTOPHbIE NOCTYNAeHUA (BbIObITUA) Aen, AoKyMeHTOB. Kaxaoe noctynnexue (BbibbiTHe) B
npegenax oTY4ETHOro roAa Nosy4aeT NopPAAKOBbIM HOMEP B Ba/IOBOW NOC/eA0BaTeIbHOCTU.

ExxerogHo Ha 1 AHBApPA NoABoOAUNTCA UTOI KOJIMYeCTBa NOCTYNUBLUUX U BbIObIBLUMX 33 rog aen,
AOKYMEHTOB.

3.8. Cnucok $boHA0B BeAeTCA B apXMBe OpraHM3aLmm, XpaHawem 4oKyMeHTbl 6onee ogHoro ¢poHAa.
B cnncok ¢poHA0B apXMBHbIN GOHA 3anMCbiBAaETCA TONIbKO OAMH pas, MPM NepBOM MOCTYNIEHUN B apXMB
opraHusaumu. Mo cnucky ¢oHA0B B BaNOBOM MNOPSAAKE €My MPUCBAMBAETCA YYETHbIA HOMEP, KOTOPbIN
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COXpaHAEeTCA 3a HUM BO BCEX YHETHbLIX AOKYMEHTaX.

B cnyyae nepefayn apxusHoro GoHAa B APYroi apxmB, BK/IOYEHUA ero B coCTaB 06beANHEHHOro
apXMBHOro GoHAA UMW BblAeNEeHUA BCEX LOKYMEHTOB K YHUUTOXEHMIO 0CBOOOAMBLUNINCA HOMEP 4PYTOMY
apxvMBHOMY GOHAY He npucBanBaeTcs.

O6beanHeHHble apxmBHble GOHAbI M apXMBHbIE KOMNEKLMM YUMTLIBAKOTCA HA OBLMX OCHOBAHUAX.
ObbeanHEHHOMY apxvMBHOMY ¢OHAY, 06pasoBaHHOMY W3 apPXMBHbIX (GOHAOB, PaHee Y4YTEeHHbIX
CaMOCTONTE/IbHO, MPUCBAMBAETCA HOMEP OAHOIO M3 apXMBHbIX GOHAOB, BKAKOUYEHHbIX B €70 COCTaB.

B apxuBax opraHmsau,Mﬁ - UCTOYHUKOB KOMNJIEKTOBAHUNA TOCYyOapPCTBEHHbIX (MYHMLI,MFIaI'IbeIX)
dpXMBOB MPOCTAaBAAETCA HOMEP apxXmBHOIo d)OH,D,a, 3a KOTOpPbIM OH Yy4YTEH B TOCydapCTBEHHOM
(MyHMLI,MI'Ia}'IbHOM) apxuee, n KOTOprl;lI COXpaHAETCA 3a HMM nocne nocrynneHna ero JOKyMeHTOB Ha
NOCTOAHHOE XpaHeHMe.

HasBaHue apxnBHOro ¢poHOa BHOCUTCA B CNMUCOK PpOHAOB HAa OCHOBAHMM UCTOPUYECKONM CNPABKK K
$OoHAY MU TUTYNILHOTO IUCTA ONUCKU AeN, AOKYMEHTOB.

HasBaHue apxMBHOro ¢oHAa COCTOMT U3 MOJHOrO U (B CKOBKax) COKpaLLeHHOro HauMeHOoBaHUA
doHOo00bBpasoBaTens, C yKasaHMeM ero NOAYMHEHHOCTW, MECTOHAXOXAEeHWA, [aT Co3JaHuA Wt
Amksugaumn. Ecnm HaumeHosaHue doHp006pasosaTens U3SMEHANOCh, TO B CNMCKe POHI0B YKa3biBaeTcA
ero nocnefHee HasBaHuWe B paMKax Nepuoaa, 3a KOTOPbIA MPUHATbI JOKYMEHTbl. Bce npeabliaylime
nepemmeHoBaHNA OTMevaloTcA B incte GoHAa.

HasBaHue 06beaNHEHHOro apXMBHOro GoHAa COCTOUT U3 0606LWEHHOTO Ha3BaHWUA BKIOYEHHbIX B
Hero apxmeHbIXx GOHAOB, U3 MEPEYHA Ha3BaHWUIM CMEHABLUMX APYr Apyra opraHusaumin. KoHKpeTHble
HaMMEHOBaHUA BCEX OPraHM3aUni, AOKYMEHTbl KOTOPbIX BOW/IN B OObeANHEHHbIN apXMBHbIA GoHA, a
TaK¥Ke UX NepeMmeHOBaHMA YKa3blBalOTCA B icTe GoHAA.

B Ha3BaHWM apXMBHOW KOMNEKLMM YKa3bIBaeTCA NPU3HaK (Npu3HaKku) ee GopmMmMpoBaHMS.

ExerogHo Ha 1 AHBapA K cnmncky GoHA0B COCTaBAAETCA UTOrOBas 3anmncb O KOANYECTBE apXUBHbIX
$OoHA0B, NOCTYNUBLUMX M BbIOLIBWUMX B TeyeHWe roga, M obLiem KovyecTBe apxmBHbIX GHOHAOB,
HaxoAALMXCA Ha XpaHEeHMM B apxuse.

Cnucok (I)OHAOB 3aK/1lo4aeTcaA B TBEPAYHO O6J'IO)-KKy, JINCTbl HYMEPYIOTCA, COCTaBNAETCA JIUCT-
3aBepuTtenb.

3.9. /luct poHAa cocTaBAAETCA Ha Kaxapbli apxMBHbIA GpoHA. B HeM yunTbIBalOTCA BCE ONUCK Aen,
OOKYMeHTOB ¢poHAa.

Nuct poHAa MoXKeT BbITb NepecocTaBaeH TObKO B C/Iy4ae, eC/iv OH HEUCMPABUMO NOBPEKAEH MU
nepecTaeT OoTpaXKaTb GpaKTMUEeCKoe COCTOAHWE U 0bbem apxmBHOro ¢oHaa. B ciyyae nepecoctaBneHus
nncta doHAa paHee AeNCTBOBABLUMIA AUCT poHAA nomellaeTca B aeno ¢oHaa. B BepxHem npasom yray
060Mx NUCTOB GpoHAA AenatoTca oTMETKM: "JTIUCT nepecocTaBsieH” ¢ yKasaHMeM AaTbl NepecocTaB/eHuns,
AONIXKHOCTM M NOANWUCU COCTaBUTENSA.

JIncTbl GOHAOB XPaHATCA B MOPAAKE HOMEPOB apxmBHbIX GOHAO0B. K KaxKaol nanke cocTaBaseTcs
NINCT-3aBepUTENDb, TAE YKa3blBalOTCA HayaslbHble M KOHeYHble HoMepa apxMBHbIX GOHAO0B U obliee
KO/IMYECTBO apXMBHbIX GOHAOB, IMCTbI KOTOPbLIX HAXOAATCA B MankKe.

3.10. B onucu aen, AOKYMEHTOB (ro40BOM pasfene onucK Aen, AOKYMEHTOB) eAuHMULbI XpaHeHUA
YUYUTbIBAIOTCA B COOTBETCTBMM C CUCTEMATU3aLMEN 32 NOPAAKOBbIMU YHETHLIMU HOMEPAMMU.

MepBoMy rogoBOMy paszeny onwucu Oen, LOKYMEHTOB ¢pOoHAA MPUCBAMBAETCA HOMEpP MO JIUCTY
¢$oHAa, BCe nocneayoLme roaosble pasaebl YNCAATCA 32 AaHHBIM HOMEPOM A0 3aBepPLIEHUS OMUCH.



He ponyckaetcs npucBoeHMe OnUCAM fgen, OOKYMEHTOB OAMHAKOBbIX YYETHbIX HOMEPOB B
npeaenax ogHoro poHAa.

B KOHLEe BCex 3K3eMNnAspoB ONUCU Aefl, AOKYMEHTOB AenaercA UTOorosas 3anucb, B KOTOPOW
YKa3bIBaeTCsA KONMMYECTBO HAaXOAALINXCA Ha XPaHEHUM eINHULL XPaHEHUS, NepPBbIi U NocneaHUIA HoMepa
eAMHUL, XpaHeHMsA MO OMNWUCKU, YKasbiBAlOTCA MMEIOLMECs NPOMNYCKM HOMEPOB, NUTEPHble HOMepa,
BblObIBLIVE €AMHULbI XPaHEHWUS U OCHOBaHUE BblObITUS.

Mocne Kaxaoro NocTynaeHua uam BbIObITUA AOKYMEHTOB COCTaBNAETCA HOBaA UTOroBaa 3anncb K
onunucn gen, JOKYMeEHTOB, KOTOpPaA noAnnCbiBaeTcA ee CoCtaButTenem C ykasaHhem OO01KHOCTU U AaThbl
COCTaB/1€HUA.

Ecnu onuck aen, AOKYMEHTOB COCTOUT M3 HECKOJIbKUX rOA40BbIX pa3aenos, TOMOB, UTOroBas 3anuch
COCTaB/IAGTCA K KaXKA0MYy rofgoBOMY pa3aesny, TOMY; KPOME TOrO, K KaAoMy Moc/ieayioLemy rogosomy
pasaeny, TOMy B HapacTalolemM NopsaKe COCTaBAAETCA CBOAHAA UTOrOBas 3anuch.

fopoBble pasgenbl, €CIM OHU He ABAAKOTCA 3aKOHYEHHOM Onucblo, He noAalwnBarTCcA U He
nepenneTaroTcAa; OHU XPaHATCA B apXuMBe B NankKax.

3aKoHYEeHHas onuchb Aen, AOKYMEHTOB A0JIKHA BKAtOYaTb He 6bosiee 9999 eaMHUL, XpaHEHUS.

3aKOH4YeHHasa onucb aen, AOKYMEHTOB BMeCTE C TUTY/ZIbHbIM JIMCTOM U CNPABOYHbIM annapaTtom K
Hel 3aKka4vaeTca B TBEPAOYIO OG/’IO)-KKV, HYMepyeTcAa n noawnBaeTca Uan nepensieTaeTcA.

Kaskaaa 3aKOHYEHHasA Onucb Aen, JOKYMEHTOB, TOM ONUCK AeN, OKYMEHTOB JO/HbI UMETb INCT-
3aBepuTeb.

3.11. Mpw HaIM4YMK B apXMBE OpraHM3aLmMKn ABYX U bonee onucelt gen, LOKYMEHTOB BeAETCS PeecTp
onucel (npunoskeHue N 19).

Onucn aen, AOKYMEHTOB BHOCATCA B PeecTp OMUCEN B XPOHOJIOTMYECKON NOoC/iefoBaTeNbHOCTH
MOCTYNNEHUA NOA, COOTBETCTBYIOWMMM NOPALKOBLIMU HOMEPAMM,

B peecTpe onucelt GUKCUPYIOTCA OCHOBHbIE AaHHble MO COCTaBy KarKAOM NOCTYMMBLUEN B apXuB
OpraHuM3auMM onucKu Aen, AOKYMEHTOB: HoMep $oHAA, HOMEP OMUCU, KOJIMYECTBO eAMHUL, XPaHEHUA B
OMNMCH, KONNYECTBO INCTOB B OMMUCKU U €€ IK3EMNNAPOB.

3.12. [nA UEeHTPaNM30BaHHOMO rOCYAAPCTBEHHOIO YyyeTa AOKYMEHTOB ApXxMBHOrO ¢oHaa
Poccuiickot depepaumMm B apxvMBe OpraHUsauUMu, ABAAIOLWLENCA MWCTOYHMKOM KOMM/IEKTOBaHMSA
rocyZapCTBeHHOro (MyHMLMMNAabHOMO) apXmnBa, COCTaBAAETCA NAacNoPT apxmMBa opraHusaumm. <1>

<1> Popma nacnopTa apxmBa OpraHM3auUnKn yCTaHOBNEHA PernameHTOM rocyfapcTBeHHOro yyeTa
OOKyMmeHTOoB ApxuBHoro poHaa Poccuiickont Pepepaunn (yTeepxaeH npukasom Pocapxmsa ot 11 mapTa
1997 r. N 11, 3apeructpupoBaH MuHioctom Poccum 8 nionsa 1997 r., pernctpaumoHHbIii Homep 1344).

3.13. ApxvB OpraHM3aLMM MOMKET BECTU TaK¥Ke yyeT B aBTOMaTM3MPOBAHHOM pexume - B BUAE
y4yeTHbIx 6a3 gaHHbIx (BA).

YyeTHble B, NpUMeEHAIOTCA BO B3aMMOCBSA3U C ApYrMMK MHPOPMaUMOHHbIMKU B, nmetowmmmca B
apxuBe OpraHu3auMu, M [O/MKHbl ObiTb COBMECTMMbI C COOTBETCTBYHOLWMMU y4yeTHbiMM B[
rocyAapCTBEHHbIX (MyHUUMMANbHBIX) APXMBOB W OPraHOB YNpPaB/ieHWUA apPXUBHbIM 4E/I0M.

3.14. Y4yeTHble [OKYMEHTbl apxvBa OpPraHW3auuMM, Kpome onucel gen, [OKYMEHTOB,
npegHasHayaloTcsa Ana cy*KebHoro Nob3oBaHMUA U NOAb30BaTENAM HE BblAAOTCA.
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3.15. Yuer nocrynneHma n BbIObITUA Aen, LOKYMEHTOB B apXmBe OpraHn3aunm ocylecTB/1A€TCA Ha
OCHOBaAHUMN:

onucu Aen, IOKYMEHTOB CTPYKTYPHOro nNoApaseneHns 1 rogoBoro pasaena CBOAHOM onucu aen,
JOKYMEHTOB OpraHu3aunu;

HOMEHKNaTypbl [en opraHusaluu, 3ameHAILlen rogoBOM pasgen CBOAHOM onucu  Aaen,
OOKYMEHTOB opraHu3aunu;

aKTa 0 TEXHUYECKNX OWMnbKax B YYETHbIX AOKYMEHTAxX (npmnomeHme N 4),'

aKTa 06 0bHapy)KeHWU AOKYMEHTOB (He OTHOCALLMXCA K AaHHOMY GOHAY, apXMBY, HEYUYTEHHbIX)
(npunorkeHune N 5);

aKTa 06 yTpaTe fOKYMeHTOB (npunoxkeHue N 6);
aKTa npuema-nepesayn apxmBHbIX 4OKYMEHTOB Ha XpaHeHue (npunoxkeHune N 20);

aKTa O BblAENEHMM K YHUUTOMKEHMIO apPXMBHbIX AOKYMEHTOB, He MNOoANEeMallMX XPaHEeHWIo
(npunorkenue N 21);

aKTa 0 HEMCMNPABUMbIX NOBPEKAEHUAX APXMBHbIX JOKYMEHTOB (NpunoskeHne N 22).

Ha oOCHOBaHMM YyKa3aHHbIX AOKYMEHTOB BHOCATCA He06X0AMMble WM3MEHEHUS B OCHOBHble
(0bA3aTenbHbIe) yYETHbIE JOKYMEHTbI apXnBa:

B KHUIy ydyeTa NOCTyn/eHMA U BblbbITUA Aen, AoKymeHToB (npunoskeHne N 11) n B auct doHAa
(npunokeHue N 13) - Npu KaxkaomM M3MEHEHUU B COCTaBe M 06beme JOKYMEHTOB apX1MBa opraHM3auum;

B CNMCOK $oHA0B (NpunokeHue N 12) - npy NOCTYNAEHUN HOBOIO apXMBHOTO GOHAA UM BbIBbLITUN
BCEX A€/, LOKYMEHTOB, HAXOAMBLUErOCA Ha XpaHeHUM apxuBHoro ¢poHaa <1>;

<1> B rpade "OTmeTKa 0 BbIbbITUN POHAAR" cnncKa POHAOB YKa3biBAeTCA, KyAa BblObl1 apXUBHbIM
$OoHA, a TaKKe JaTa M HoOMep SOKYMEHTa, Ha OCHOBaHWM KOTOPOTO OH BbibblI.

B peecTp onucen (npunoxeHme N 19) - npu NoCTynAeHUN HOBOW ONMUCKU UK BbIBbITUM BCEX eANHUL,
XPaHEeHWUsi, HaxoAMBLUENCA Ha XpaHeHun onucu. Homep BbIObIBLIEN ONUCKM APYTMM ONUCAM gen,
OOKYMEHTOB He MPUCBanBaETCA M ocTaeTca cBOOOAHbIM;

B onucun pen, OOKYMEHTOB - MPU Ka*Xaom noctynaeHuu M/VI}'IVI BbIObITUM Aen, AOKYMEHTOB,
YYTEHHbIX B I,CI,aHHOi;I onucu.

COOTBETCTBYPOLU,ME N3MEHEHNA BHOCATCA BO BCMOMOTraTe/ibHblE Y4E€THbIE JOKYMEHTbI.

Bce aKTbl, JOKYMEHTUPYIOLME pe3y/ibTaTbl apXMBHbIX PaboT, BKAOYAOTCA B Aeno poHAa, KOTopoe
3aBOAMTCA Ha KaXKablii pOHA, HAXOAALMIACA HA XPaHEHUW B apXMBE OpraHu3aLmu.

Jdeno ¢oHAa, Hapaay C AOKYMEHTaMM, OTpaKatowmmm nctopuio ¢oHaa u poHaoobpasosaTens,
BK/IHOYAET YYETHble AOKYMEHTbI, XapaKTepuaylolme n3meHeHMs poHaa.

IV. KOMTM/IEKTOBAHWE APXMBA OPTAHU3ALMU JOKYMEHTAMMW APXMBHOTO
®OHAA POCCUINCKOM GEAEPALUM U APYTUMW APXMBHbBIMM JOKYMEHTAMM

4.1. JoKkymeHTbl ApxmnsHoro ¢doHaa Poccuiickonn desepaumnm U JOKYMEHTbI BpeMeHHbIX (cBbllie 10
JIeT) CPOKOB XpPaHeHMA, B TOM YMCae MO IMYHOMY COCTaBy, NepesatoTcs B apXMB OPraHU3aL MM He paHee,



4yem yepes3 oauH roa n He nosagHee, Yem yepes Tpu roga nNocae 3asepweHna aen B 4enonpon3soacree.

JOKYMEHTbI MO IMYHOMY COCTaBY FOCYAAPCTBEHHbIX FPAXKAAHCKMX CAYXKAWMX U MYHULMNANBHbIX
CNYXaWMX, YBOJMIEHHbIX C FOCYAAPCTBEHHOM TrPAXKAAHCKOWM CAYKObI MAM MYyHUUMNANBHON CAybbl,
nepeaatoTcA B apxXmMB OpraHusaummn no ncrtedeHnm 10 net co AHA yBOJbHEHMUA.

4.2. Nena BpemeHHbIX (80 10 neT BKAOYUTENIbHO) CPOKOB XpaHEHMA B apxuB He nepegatotca. OHK
XPaHATCA B CTPYKTYPHbIX NoApasaeneHnAxX opraHu3aumm n no UcTe4eHMmn CPOKOB XpaHeHUA noanexkar
YHUUTOMXEHUIO B YCTaHOBIEHHOM NopAAKe.

B MCKNOUNTENBHbIX Cly4aAXx No peweHno pykoBognTena opraHn3saunm gena BpemMeHHbIX (,D,O 10 net
BKJ'I}OLIMTEIIbHO) CPOKOB XpaHEHUA nepeakoTca B apXmB OpraHn3aumm no onncam aen, JOKyMmeHTOB Unun
Nno HOMEHKANAType aen.

4.3. [IoKyMeHTbl NOCTYNatoT B apX1B OpPraHn3aumm nocae nposeaeHmna sKCnepTnsbl LEHHOCTH.

4.4. PeweHna o BKAOYEHUM B cocTaB ApxmBHOro ¢oHaa Poccuitckoit Pepepaummn KOHKPETHbIX
OOKYMEHTOB MPUHMMAIOTCA 3KCMEPTHO-MPOBEPOYHBIMU KOoMUCCUAMKU deaepanbHbIX rocyaapCTBEHHbIX
aPXMBOB U YMOJIHOMOYEHHbIX OPraHOB UCMOJIHUTENbHON BnacTu cybbekToB Poccuiickot ®epepaumm B
obnactu apxmBHoro gena (ganee - MK apxMBHOro yupeAeHUA) B npeaenax KOMNeTeHUMN.

4.5. Llenbto 3KcnepTusbl LEHHOCTU IOKYMEHTOB B OpraHu3aLmm aBafeTca:
oT60p AOKYMEHTOB A1A BKAOUYEHUA B cocTas ApxnsHoro ¢poHaa Poccunitickon Peaepaumu;
BblAB/IEHME AOKYMEHTOB, HE NoA/eXKaluux AasibHeNLEMY XPaHEHUIO.

JKcnepTUse LLEeHHOCTU NoA/IeXaT BCe AOKYMEHTbI OpraHM3aLUum He3aBMCcMmo OT BMA0B HOCUTENElN
M cnocobos 3anucu.

[o npoBeAeHUA 3KCNEPTU3bl LEHHOCTU B COOTBETCTBUM C NyHKTamM 4.6 - 4.13 HacToawmx Mpasun
YHUUTOXKEHME AOKYMEHTOB 3anpeLyaeTca.

4.6. 3KCI’IepTM3a LUEeHHOCTU AOKYMEHTOB NPOBOANTCA Ha OCHOBE!

[eNCTBYIOLLErO 3aKOHOA4ATENbCTBA M MHbIX HOPMAaTUBHbIX NPaBOBbIX akTOB Poccuiickolt depepavmm
B 061aCTM apxMBHOro Aena, MHGopMaLMM 1 SOKYMEHTALMOHHOTO obecneyeHmns ynpasaeHus;

TUNOBbIX, B€AOMCTBEHHbIX U WUHbIX nepequﬁ AOKYMEHTOB C YKa3aHMeM CPOKOB UX XpaHeHuA,
TUNOBbLIX N NPUMEPHbIX HOMEHKNATYyp Aen.

4.7. B opraHusaumm gns npoBeaeHUs 3KCNepTu3bl LeHHOCTU AOKYMEHTOB CO34aeTcsa 3KcnepTHan
Komuccua (aanee - IK) <1>. B opraHmnsaumax, UMeIoLWMX CNOXKHYIO CTPYKTYpPY U/MAn NoaBea0MCTBEHHbIE
OpraHM3aLmm, CO34at0TCA LLEHTPabHbIE IKCNEPTHbIe Komuccun (aanee - LIK).

<1> [na npoBeAeHUA 3KCNEpPTU3bl LEHHOCTM HAyYHO-TEXHMYECKON M ApYyron cneunanbHoM
OOKYMEHTaLU MM B OpraHn3aumm MmoKeT 6biTb co3aaHa 3K, BKOYAoLWaa COOTBETCTBYIOLWMX CNELMANNCTOB.

4.8. U3K (9K) saBnsetcsa cosewaTeNbHbIM OpPraHoOM Npu pyKoBoguTene opraHusauuu, Co3[aeTcs
NPWUKa3oM OpraHusaLmm, 4encTByeT Ha OCHOBAHUMN NOJIOMKEHMA.

3agaum 1 OoyHKuMmM LIK (IK) opraHusaumm - MCTOYHWMKA KOMMIEKTOBAaHMA OMpeaenatorca
NONOMKEHNEM, YTBEPKAAEMbIM PYKOBOANTENEM OPraHU3aLMN.

4.9. OcHoBHOWM 3agauyeit UK (3K) aBnseTtca opraHusaumsa U NpoBeAeHUe 3KCNepTU3bl LLEeHHOCTH



AOKYMEHTOB.
OcHoBHbIMKU PyHKUMamM LIIK (IK) asnstoTca:
OpraHM3auma exero4Horo oTbopa Aen AN XpaHeHUA U YHUYTOXKEHUS;

PacCMOTPEHME M COrnacoBaHUE MNPOEKTOB HOMEHKAaTypbl Aen opraHuWsauumn, onucen aen,
OOKYMEHTOB MOCTOAHHOMO M BpeMeHHbIX (cBbiwe 10 neT) cpoKoB XpaHeHWA, B TOM Yucae Mo ANYHOMY
COCTaBY, aKTOB O BblAeNIeHMUM K YHUUTOXEHUIO AeN, He NOANENKALLMX XPaHEHUIO, U APYTUX aKTOB;

NoAroToBKa NpeanoXeHuii o6 onpeaeneHnm CPoKoB XPaHEHUA AOKYMEHTOB, HE NPeayCMOTPEHHbIX
nepevyHammM <1>, 1 06 U3MEeHEeHMN CPOKOB XPaHEHMA OTAE/IbHbIX KaTeEropuii IOKYMEHTOB, YCTaHOB/IEHHbIX
nepeyHsamu;

<1> 3K opraHusaumin, nepegarowmnx AOKYMEHTbl Ha XpaHeHWe B roCyAapCTBEHHble apXuBbl,
npeAcTaBAAOT COOTBETCTBYIOLWME NpeanoxeHna IMK apxMBHOro yupexaeHua.

y4yactue B NOArotToBKE N PAaCCMOTPEHUN NMPOEKTOB HOPMATUBHbLIX U MeTOANYECKUX AOKYMEHTOB MO
BonpocCam pa60TbI C AOKYMEHTaMM B OpraHnsauunm;

MeToAMYecKkoe pyKoBoACTBO paboTamm B 06/1acTn obecneyeHna COXPaHHOCTU JOKYMEHTA/IbHOMO U
apXMBHOro GOHA0B OPraHU3aLUK.

4.10. 9KcnepTn3a LEHHOCTU AOKYMEHTOB B OpraHM3aLum NpoBoauTCA:

B 4e/N0MPOM3BOACTBE - NPW COCTaBJEHNUN HOMEHKAATYPbl A€ OpraHM3aLmnmn U Npu NOAroTOBKe Aen
K nepegaye B apxus;

B apXMBe OpraHu3auum - B NpoLecce NoAroToOBKM AeN K nepeaaye Ha NOCTOSSHHOE XpaHeHue.
4.11. 9KcnepTnsa LEHHOCTU AOKYMEHTOB NPOBOAMUTCA EXerogHo.

Mo pe3synbtaTam 3KCNepTU3bl LEHHOCTM B CTPYKTYPHbIX NOApPasAeneHuax opraHusauum
COCTaB/IAOTCA ONWUCK AeN CTPYKTYPHbIX MOAPAa3geNeHuid: NOCTOAHHOMO, BpemeHHbIX (cBbiwe 10 neT)
CPOKOB XpaHeHusa, Mo JIMYHOMy cocTaBy (npunoxeHme N 23, 24), Ha OCHOBE KOTOpPbIX B apxuee
OpraHu3aLmm CoCTaBAAIOTCA rOA0Bble pPa3fe/ibl COOTBETCTBYHOLLMX CBOAHbIX ONUCEN AeN, LOKYMEHTOB.

Ha pgena c MCTEKWWMMM CPOKamMM XpaHEHUsA B CTPYKTYPHbIX MOAPasAeneHusaX opraHusaumu
COCTaBAAIOTCA MPEANOKEHUA K aKTy O BbIAENEHMM K YHUUTOMKEHMIO OOKYMEHTOB, He MNoA/erKalmx
XpaHeHuto (No dopme aKkTa, npunoxkeHune N 21).

Ha ocHOBe Npea/ioXKeHU CTPYKTYPHbIX NoApa3aeneHuii cny:xba 4en1onponsBoaCcTBa OpraHn3aLmm
COCTaB/AET aKT O BblAENEHUMU K YHUUTOXKEHUNIO LIOKYMEHTOB, HEe Nog/exallmx XpaHeHu o (npunoxeHune N
21).

Jena BKAOYAOTCA B aKT O BblAENEHUN K YHUUTOXEHUIO AOKYMEHTOB, He NoANeXalMX XPAHEHUIO,
ecnin I'Ipe,LI,YCMOTpeHHbIﬁ ANA HUX CPOK XpaHEHUA UCTEK K 1 AHBAPA roga, B KOTOPOM COCTaB/IEH aKT.

[Jena c otmeTkol "IMK" <1> nognexkar NOJIMCTHOMY NPOCMOTPY B LLENAX BbIABNEHUA LOKYMEHTOB,
NOANIEKALLUX NMOCTOAHHOMY XPaHEHUIO. BblAB/EHHbIE B TaKUX Ae/aX LOKYMEHTbl MOCTOSHHOIO XpPaHeHUs
BbIAENAOTCA U NPUCOEAMHAIOTCA K OAHOPOAHbIM Aenam Unn GOPMUPYHOTCA B CAMOCTOATE/IbHbIE Aena.

<1> OtmetKa "IMK" 03HaYaeT, YTo YacTb AOKYMEHTOB MOMKET ObiTb OTHECEHA K CPOKY XpaHeHun



"noctoaHHO".

Tan MEeHT TMETKOM n T T T . TOM OTMET
OcTanbHble AOKYMEHTbI ¢ oTmeTKoM "IIMK" BK/IOYaloTCA B aKT Ha YHUUTOXKeHue. [1pu 3Tom oTMeTKa
"IMNK" B aKTe He yKa3biBaeTcA.

Onucu Ha Aena, LOKYMeHTbl NTOCTOAHHOIO XpaHeHUA U No IMYHOMY COCTaBY U aKTbl Ha YHUYTOXeHUe
JOKYMEHTOB paccmaTpuBatoTca Ha 3aceaaHum LI3K (3K) ogHoBpemeHHo. Mo ntoram paccmoTpeHma LK
(3K) cornacoBbiBatoTCA onucK Aen, LOKYMEHTOB NOCTOAHHOIO XPaHEHMS M MO IMYHOMY COCTaBY U aKTbl O
BblAENEHUMN K YHUYTOXKEHUIO LOKYMEHTOB.

CornacoBaHHble LU3JK (3K) opraHmsaumMm onucu gOen  AOKYMeHTOB (rogoBble  pasgenbl)
npeacTaBnATCA Ha paccmoTpeHme IMK:

NOCTOAHHOIO CPOKa XpaHEHUA - HA YTBEPXKAEHUE,
Nno IMYHOMY COCTaBY - Ha COlr1aCcoBaHUe,

3MNK yTBepKAaeT onucK Aen NOCTOAHHOIO XPaHeHUA M COrnacoBbiBaeT ONUCK AN MO JANYHOMY
cocrasy.

Onucn pen, JOKYMeHTOB (rogoBble pasgenbl) HanpaBAalTcA Ha paccmoTpeHue MK B Tpex
3K3emMnaapax Ha bymakHOM HocUTeNe M O4HOM 3K3eMMNIAPE Ha 3/IEKTPOHHOM HocuTene Yepes 3 roga
noc/e 3aBeplUeHna Aen B Ae/10NPon3BoACTBE.

Mocne yTBEPKAEHUA M cornacoBaHma IMK onuceit gen, LOKYMEHTOB OMUCK M aKT O BblaeNeHUM K
YHUUTOXKEHMNIO JOKYMEHTOB, HE NOA/EXKaLMX XPaHEHMUIO, YTBEPKAAIOTCA PYKOBOAUTENIEM OpraHn3aumu,
noc/ie Yero Aena, BblAeNEHHbIE MO aKTy K YHUUTOMKEHUIO, MOTYT BbITb YHUUTOXKEHDI.

4.12. OpraHusaumu, B OEATE/IbHOCTM KOTOPbIX HEe CO3A4aloTcA AOKYMEHTbl ApxuBHOro ¢oHaa
Poccuitckoii Peaepaumm, co3aatoT oNMcK Aen no AMYHOMY COCTaBy M ONUCK AeN BpeMeHHbIX (cBbiwe 10
JIeT) CPOKOB XpaHeHUsa 1 0b6ecneynBaoT UX COXPaHHOCTb.

OpFaHM3aLl,VIM TaKXe COCTaB/AKT aKTbl O BblAeNneHUN K YHUYTOXEHUIO [OOKYMEHTOB, He
nognexXawmnx XpaHeHuto, 1 YHUYTOXKAIOT YKa3aHHble AOKYMEHTbl MO NCTe4YeHUU CPOKOB UX XpPaHEHWUA
TOJZIbKO NocCsie COCTaBeHNA roA0BbIX pa3genos onucen aen no 1IM4YHOMY COCTaBy 3a COOTBE’TCTByPOLU,Mﬁ
nepuoa n nx yreepxXgeHma pykosogutenem opraHniaunu.

4.13. [lena Ha 6yMarKHOM HoOCUTee, BblAeNeHHbIE K YHUUTOXKEHUIO, MepeaatoTca Ha YHUUTOXKEHNe
(YyTMnnsaumio) no akTy O BbIAENEHUU K YHUUTOXKEHMIO AOKYMEHTOB (npunoskeHue N 21), a TakxKe Ha
OCHOBAHWM WHbIX [OKYMEHTOB, MOATBEP:KAAWMX (aKT CcOaun OOKYMEHTOB Ha YHUUTOXEHWe
(ytvnumsaumio).

INEeKTPOHHbIE AeNa C UCTEKLLUMMM CPOKAaMM XPAHEHWUA NOAJIENKAT BblAENEHMUIO K YHUUTOXKEHUIO Ha
06WMX OCHOBaHUAX, MOC/NE Yero MPOBOAUTCA WX OGU3MYECKOE YHWUUTONKEHWE WAWU YHUUTOXKEHMWE
NPOrpaMmMHO-TEXHUYECKMMU CPEeACTBAaMM C COOTBETCTBYIOLLEM OTMETKOW B aKTe O BblAENEHUU K
YHUUTOXKEHMIO OKYMEHTOB (npunoxkeHune N 21).

4.14. ina obecneyeHns nopsaka GopmmnpoBaHMA U yyeTa 4en B Ae/0NPOn3BOACTBE OpraHM3aLmm
cocTaBaseTcA HOMeHKNaTypa aen.

4.15. HomeHKnaTypa 4en 3akpenaneT Knaccuoukaumio (rpynnmupoBKy) UCNONHEHHbIX 4OKYMEHTOB
B AeNa (3/N1eKTPOHHbIe Aena) U ABNAETCA OCHOBHbLIM YYETHbIM AOKYMEHTOM, OTParKaloLMM COCTaB U
OPraHM3aLMI0 LOKYMEHTaNbHOTO GpOHAA OpraHn3aumu.

4.16. HomeHKnaTypa ngen ABAAETCA OCHOBOW [AO/1A COCTaBAEHWUA Onuceil nOen, AOKYMEHTOB
NOCTOAHHOIO U BpemeHHbIX (cBbilwe 10 NeT) CPOKOB XpaHEHUA, a TaKKe 1A yyeTa Aen BpeMeHHbIX (ao 10



NEeT BK/OYNTEIbHO) CPOKOB XpaHeHMS.

4.17. HomeHKnaTypa Aen opraHusaumm paspabaTbiBaeTca Ha OCHOBAHWM TUMOBbIX, BEAOMCTBEHHbIX
M MHbIX NepeYyHein AOKYMEHTOB C YKa3aHMeM CPOKOB XPaHEHUsA, NHbIX HOPMATMBHbIX MPaBOBbIX AaKTOB, a
TaKXe TUMOBbIX M MPMMEPHbIX HOMEHKAATyp Aen.

Tunosas M NpumMepHaa HOMEHKNATypbl Aen pa3pabaTbiBalOTCA OpraHamMmm W OpraHM3aLUAaMM,
MMeoLWUMM B NOAYMHEHWM CETb OAHOTUMHBIX OPraHM3aLui.

Tunosas HOMEHKNATypa YCTaHaB/INBAET COCTaB Aes, 3aBOAMMbIX B OAHOTUNMHbLIX OPraHnU3auunax, n
ABNAETCA HOPMATUBHbIM OOKYMEHTOM.

MpumepHasa HOMeEHKNaTypa ycTaHaBAMBaeT NPUMEPHbI COCTaB Ae, 3aBOAUMbIX B OpraHM3aumax,
Ha KOTOpble OHa PacrnpPOCTPaHAETCA, U ABNAETCA PEKOMEHAATENbHbIM JOKYMEHTOM.

4.18. HomeHKnaTypa Aen opraHM3aLmMM COCTaBAAETCA Mo yCTaHOB/eHHOM dopme (npunoskeHme N
25) Ha OCHOBaHWW HOMEHK/IATYpP AeN CTPYKTYPHbIX nogpasaenerHuii (npunoxexHue N 26).

OpraHunsaumm - UCTOYHMKU KOMIMIEKTOBAHMA roCyAapCTBEHHbIX (MyHULMNAAbHbIX) apXMBOB O4MUH
pas B 5 neT <1> cornacosbiBaloT HOMeHKNaTypy gen ¢ LIK (3K) opraHusaumm 1 npeactaBasaioT ee Ha
cornacoBaHue cootseTcTByloWwMX IMK MAK rocyaapcTBEHHOro (MyHMLMNANAbHOMO) apxuBa, COFNAacHo
npegocTaBAEHHbIM €My NOAHOMOUYUAM.

<1> B cnyyae uameHeHMA YHKLUA U CTPYKTYpPbl OpPraHM3aLMM HOMEHKANATypa Len NOANEXUT
nepecocTaBAeHMIO, COMTAaCOBaHUIO U YTBEPKAEHMIO.

OpraHu13auuu, B 4eATeNIbHOCTU KOTOPbIX HE CO34at0TCA AOKYMEHTbI ApxmBHOro ¢doHaa Poccuiickoi
depepauun, yTeep:KaatoT HOMEHKAATYPY Ae/l CAMOCTOATE/IbHO.

4.19. 3aKOHYEeHHbIe AeN0NPON3BOACTBOM Ae/a MOCTOSHHOTO M BpeMeHHbIX (cBbilwe 10 neT) cpokos
XpaHeHUs, B TOM YMc/ie No IMYHOMY COCTaBY, MOC/1e OKOHYaHMA KafleHAapHOro ro4a, B KOTOPOM OHM 6bln
3aBefeHbl, NOAroTaBANBALOTCA K Nepesaye B apX1B OpraHM3aumm U nognexat opopmMaeHUo U 0NMcaHuio.

B 3aBMCMMOCTM OT CPOKOB XpPaHEHWA NPOBOAMUTCA NOJHOE UAWM 4YacTMyHoe odopmieHue aen.
MonHomy odopmneHuto NnognexaT gena NoCTOAHHOIO M BpeMeHHbIX (cBbilwe 10 feT) CpoKOB XpaHeHUA u
no IMYHOMY COCTaBy.

OdopmneHune aen Ha GymaxkHOM HOCUTeNE NpeayCMaTPUBaET:

NoALMBKY UAWU NepenneT AOKYMEHTOB aena (HedbopmaTHble AOKYMEHTbl XPaHATCA B 3aKPbITbIX
TBEpPAbIX Nankax nam B KOpobKax);

HYMepauuto INCTOB Aena;

COCTaB/eHUE NNCTa-3aBepuTens gena (npunoxkeHune N 8);

COCTaB/IeEHME BHYTPEHHEN ONucK JOKYMeHTOoB aena (npunoxkeHune N 27);
odopmneHune 060Kk gena (npunoxkerHune N 28).

MoAroToBKa 3NEKTPOHHbIX Aen Ana nepefayv B apxvB OpraHusaumMm npegycmatpusaet
COCTaB/IeHUE OMUCK 3/TEKTPOHHbIX ien, AOKYMeHTOB (npunoxeHunsa N N 17, 18).

4.20. B pgeno nomewatorca AOOKYMEHTbI, KOTOpble MO CBOEMY COAEepPXaHUK COOTBETCTBYHOT
3arosoBKy Aena, Npun 3Tom 3anpeulaeTca rpynnnpoBaTtb B Aesia YepHOBbIE U Ay6/'|eTHbIe IK3emMnaAapbl



OOKYMEHTOB, a TaK¥Ke AOKYMEHTbI, MoA/iexKallme Bo3BpaTy.
Mpu dopmunpoBaHumM aena Heobxoammo cobntoaath cneaytowme TpeboBaHUs:
OOKYMEHTbI MOCTOAHHOIO M BPEMEHHOTO XPaHEHMA HEOOBXOAMMO FPyNNMpPoBaTh B OTAENbHbIE AEN];
BK/1104ATb B €710 NO OAHOMY 3K3eMNAAPY KaXKA0ro LOKYMEHT];

rpynnuMpoBaTb B [Ae/l0 [AOKYMEHTbl OAHOro KaJeHAAapHOro roAa; MCKAOYEeHWEe COCTaBAAHOT:
nepexoasline gena; cygebHole aena; NMUHble Aena, KotTopble GOPMUPYIOTCA B TEYEHUE BCEro Neproaa
paboTbl NMLa B OpraHM3aumm; 4OKYMEHTbI BbIBOPHbIX OPraHOB M UX MNOCTOAHHbIX KOMUCCUN, AEMNYTATCKUX
rpynmn, KoTopble FPYNNMPYHOTCA 32 Nepro Co3biBa; AOKYMEHTbl 06pa3oBaTe/ibHbIX OpraHu3aUunii, Kotopble
dopmupytoTca 3a y4ebHbIN roa; AOKYMEHTbl TeaTPOB, XapaKTepum3yoLlme CLEHNYECKYIO AeATe/IbHOCTb, B
npeaesax TeaTpasbHOro ce3oHa; Aena ¢puibMoB, PyKonucein, uctopmum 6onesHei.

MpwnKasbl N0 IMYHOMY COCTABY A0/IKHbI FPYNNMPOBATLCA B A€/1a B COOTBETCTBMM C YCTAHOBNEHHbIMM
O HAX CPOKAMM XpaHeHuUs;

OOKYMEHTbI B JIMYHbIX Ae/1aX Pacno/s1aralotca B XPOHO/IOrM4eCKOM nopAagKe no mepe noctynaieHua,;

NMueBble cyeTa Mo 3apaboTHOM nnate pPabOTHWKOB rPYNNMPYIOTCA B OTAe/bHble Aena M
pacnonaratoTca B HMX no andasuty Gamuanii, UMeH 1 oT4YecTs.

[eno Ha BymayKHOM HocuTene He AOJIKHO coaeprKaTb 6onee 250 NUCTOB, NpU TONLWMHE He Bonee
4 cm.

4.21. [JoKymeHTbl, cocTaBislowme Aesio Ha OymarKHOM HocuTesie, NOALIMBAIOTCA Ha 4eTbipe
npokKoJ/ia (Ha Tpu NpoKona - 4Na ManoPopPMaTHbIX Aes) B TBEPAYO 060Ky UK NepensieTaloTcs ¢ y4eTom
BO3MOXHOCTM CBOBOAHOIO YTEHWUA BCEX AOKYMEHTOB, AT, BU3 U PE30/OUMI Ha HUX, MeTananyeckue
CKpenneHnAa n3 4OKYMEHTOB YAANAKOTCA.

B Hauane gena Ha BymaskHOM HocuTene npu HeobXxoAMMOCTM NOALIMBAIOTCA JUCTbl BHYTPEHHEMN
onuUcK AOOKymeHTOB Aena (npuaoxeHwe N 27), B KOHUE Kax4oro Aena - /AUCT-3aBeputenb Aena
(npunorkenue N 8).

4.22. B uensax obecneyeHns COXPaHHOCTU M 3aKpenaeHMs NopsaaKka pacnosoxKeHUa LOKYMEHTOB,
BK/IIOYEHHbIX B A€/10 Ha OymMa)KHOM HOcCUTesle, BCE €ro AUCTbl (Kpome /ncTa-3aBeputens fena u
BHYTPEHHEN ONMUCK) HYMEPYIOTCA B BaIOBOM MOpsAAKe apabckumm unudppamm, KOTopble NPOCTaBasaoTCA B
NpPaBoOM BEPXHEM YIy AUCTa AOKYMeEHTa NPOCTbIM rPadUTHbIM KapaHOAWoM WANM HYMepaTOpPOM.
YnotpebneHve 4YepHUA M UBETHbIX KapaHZawel Ansa HymepauuMuM AUCTOB 3anpewaetcA. JIucTol
BHYTPEHHEN ONMMUCK AOKYMEHTOB Zie/1a HYMEPYIOTCA OTAE/bHO.

JINCTbl Aen, coCTOALLMX U3 HECKO/IbKUX TOMOB MM YacTei, HYMepYIoTCA MO KaXkaomy TOMy WUau
4acTu OTAEeNbHO.

doTtorpaduun, YepTeKM, AMarpammbl U Apyrue UANOCTPATUBHbIE AOKYMEHTbI, NpeacTaBastoLme
CaMOCTOATE/IbHbIN NNCT B AeNie, HYMepyIoTca Ha 060POTHOW CTOPOHE B IEBOM BEPXHEM YIAYy.

CNoKeHHbI IUCT pa3BopayMBaeTca U HYMepyeTca B NpaBom BepxHem yray. Mpu aTom auct aoboro
dopmata, NoAWNTLIA 33 OOUH KpaW, HYMepyeTcA KaK OOMH JINCT; JINCT, CIOMKEHHbIM U MOALNTbIN 3a
cepeanHy, NOANEXKUT NepeLLMBKe U HYMEPYETCA Kak OAMH JIUCT.

JIUCT ¢ Harnyxo HaAKNEeHHbIMM [AOKYMEHTaMM (Bblpe3Kamu, BbINUCKamMK, ¢oTorpaduamm)
HYMepYeTca Kak 0auH NCT. ECM K JOKYMEHTY NOAKAEEHbl OL4HMM Kpaem gpyrne AOKYMEHTbI (BbIpesKy,
BCTABKM TEKCTA, NEPEBOAbI), TO KaXKAbIN LOKYMEHT HYMEPYETCA OTAE/bHO.

MoawmnTble B 410 KOHBEPTbI C BNOXKEHUAMN HYMEPYIOTCA; NP 3TOM BHavane HymepyeTcAa KOHBEPT,



a 3aTem o4yepeaHbIM HOMEPOM KaXXa0e B/1I0OXXeHNE B KOHBeEpPTEe.

MoAwwnTble B AeN0 AOKYMEHTbI C COBCTBEHHOW HyMepaumeit ANCTOB (BKAOYan nedvaTHble U3gaHua)
MOryT HyMepoBaTbCi B 06LLEM MOPAAKE WAM COXpPaHATb COBCTBEHHYID HyMepaumio, ecan oHa
COOTBETCTBYET NOPAAKOBOMY PaCnoOIOXKEHUIO NNCTOB B Aefie.

B cnyyasx obHapyreHusi 60ablIOrO 4Yncia OWMBOK B Hymepauum NUCTOB Aena NpoBOAMTCA
nepeHymepaumsa. [puM HaAnMumMm OTAENbHbIX OWMOOK B Hymepauum AUCTOB JAena AonycKaetca
ynotpebaeHne nMTepHbIX HOMEPOB /IUCTOB.

4.23. [lnct-3aBeputens aena (npunoskeHune N 8) coctaBnaeTcA Ha OTAe/IbHOM NINCTE, B KapTOTeKax -
Ha oTAeNbHOM incTe dpopmaTa KapToUuKu. JIncT-3aBepuTenb Aena NoANUChIBaeTCA ero coctaButesiemM. Bece
nocnegyloume WU3MeHeHMA B COCTaBe W COCTOAHMM Jdena (noBpexkAaeHus, 3amMeHa MNOANUHHbIX
JOKYMEHTOB) OTMEYaloTCA B INCTE-3aBEPUTE/IE CO CCbIIKOM Ha COOTBETCTBYIOLLMIA aKT.

3anpewaeTca BbIHOCUTb IMCT-3aBEPUTESIb Ha 0BJ1I0XKKY Aena UK YMCTbI 060POT NCTA NOC/IeAHEero
AOoKymeHTa. Ecnm geno nogwunto namn nepenseteHo 6e3 6aaHKa /INCTa-3aBepuUTENA, OH A0/KeH ObiTb
HAK/IeeH 3a BEPXHHIOO YacTb IMCTAa Ha BHYTPEHHIOK CTOPOHY 0B/10XKKKU B KOHLLE Aena.

4.24. Ha o610X%Ke Aes NOCTOAHHOIO XpaHeHMa npeaycmMaTpuBaeTcs MecTo A1 HauMeHOBaHUS
rocygapcTBEHHOrO (MyHMUMNANbHOTO) apxMBa, B KOTOPbIM Aena opraHusaumm 6yayTt npuHATHI
(npunoxkeHmne N 28). Mpu odopmneHUM 06NOXKKM [ena HaMMeHOBaHMEe OopraHM3auMM YKasblBaeTcs
MONHOCTbIO, B WMeEHUTeNbHOM nagexe. [lo/HOe HaMMeHOBaHME BbIWECTOAWEN OpraHU3auum
YKa3blBaeTcA HaJ HaMMEHOBAHMEM OpPraHM3auUnm - UICTOYHMKA KOMMIEKTOBAHMA (TaKKe B UMEHUTEIbHOM
nageke). Ecam opraHmMsaums nam BbllecTosAWwan opraHM3auma MUMeT COKpaLLeHHble HAMMEHOBAHUSA, TO
OHM YKa3bIBalOTCA B CKOBKax nocsie NosIHOro HAaMMeHOBaHMUSA.

Mpn WM3MEHEeHUM HaMMEHOBaHMA OpraHusaumm (CTPYKTYpHOro noapasaeneHun) B TedyeHue
nepuoaa, OXBaTbiBAEMOro AOKYMEeHTamMu Aena, WU Npu nepedade Aena B APYryl0 OpraHv3auumio
(cTpyKTypHOE noApasaeneHue), Ha O0ONOXKe Jena [AO0MNUCbIBAeTCA HOBOE HauMMeHOBaHWe 3ToM
OpraHusauMm WM opraHM3auUMM-NPaBonNpPeemMHUKa (CTPYKTYPHOro noApasfenieHnsa), a npexkHee
3aK/to4aeTca B CKOOKMU.

4.25. Ha o610KKe gena yKasbiBatoTca:

HaMMeHOBaHMe OpraHM3aLMmM 1 ee HeNoCPeACTBEHHAsA NOAYUHEHHOCTb;
HaMMeHOBaHMWe CTPYKTYPHOro noapasaeneHus;

WHAOEKC Aena;

HoMep ToMa (4acTw);

3aro/IoBoK gena (Toma, yactu);

KpaiHue gatbl gena (Toma, yactu);

KO/IMYECTBO /ICTOB B Aefe (ToMe, 4acTu);

CPOK XpaHeHus aena;

apXuBHbIN WKdp aena.

4.26. 3aronoBOK gena Ha 6yMa)KHOM HOCUTene 1 3aro/I0OBOK 3/IEKTPOHHOIoO Aena nepeHoCcATCA Ha
o6no>1<|<y Aena (aﬂeKTpOHHOFO ,a,ena) M3 HOMEHKNATypbl Aen opraHunsauunn. 3aronoBOK A0MXKEH
COOTBETCTBOBATb COAEPKAHNIO AOKYMEHTOB B Aene.



B Tex c/yyanx, Korga Aeno COCTOMT M3 HECKOJIbKMX TOMOB (Y4acTeit), Ha 0BN0XKKY KaxKAoro Toma
(yacTn) BbIHOCKTCA 06LWMIA 3aroN0BOK AeNa, a NP HeoBXOANMMOCTU - 3aro/I0BOK Kax40oro Toma (4actm).

B 3arosioBKax fen, cofepXallMx KOMUM AOKYMEHTOB, YKa3blBaeTC Ha KOAMYECTBO KOMWIA.
MoANMHHOCTL AOKYMEHTOB AleN1a B 3ar0/I0BKe He OroBapuBaeTcs.

4.27. [ena, BHeCeHHble B TroAOBble pasgesbl CBOAHbLIX onucen, wudpyoTca nocae
yTBepaeHua/cornacosaHmsa rogoBoro pasgena cBoAHOW onuck DMK apxMBHOrO y4ypekaeHua u
YTBEPKAEHWUS PYKOBOAMUTENIEM OPraHM3aumMm (40 3TOro apXmBHbIA WNdP NPOCTAaBAAETCA KapaHaawom).

4.28. Ha obnoxke Aena yKasbiBaeTcA gaTa Aena - rog(bl) 3aBedeHMA U OKOHYaHWA Aena B
AeNnonponsBoAacTBe.

Ecnn B Aeno BKAKOYEHbl AOKYMEHTbl (Hanpumep, NPUOMKeHUA), AaTa KOTOPbIX He coBnagaer C
[aTon gena, To NoA AaTOM C HOBOW CTPOYKM aenaeTtcs 06 aTom 3anuck: "B gene nmetoTca 4OKYMEHTbI 3a
... rog(pl)".

[aTa gena MosKeT He yKasblBaTbCs TOJIbKO Ha O6/I0XKKax Aen, coaeprKalux rofoBble NiaHbl U
OTYETbI U ApYyrMe AOKYMEHTbI, AaTbl KOTOPbIX OTPayKatoTCA B 3aro/I0BKax geil.

[aTolt gen, cogepKallmx pacnopsaamTesnbHylo, TBOPYECKYID U MHYIO AOKYMEHTaUMIO (AOoKnaabl,
nMcbma, CTEHOrPamMMbl), 419 KOTOPOM TOYHan AAaTUPOBKA MMEET BAXKHOE 3HAYEHUE, a TaKKe AN1A Aen,
COCTOAILUMX W3 HECKONbKMX TOMOB (4acTei), ABAAloTCA AaTbl (4Mcno, mecaAd, roa) perucrpaumu
(cocTaBneHus, NocTynaeHus) caMoro PaHHero M Camoro Mo3AHero AOKYMEHTOB, BK/IOYEHHbIX B Ae/0
(KpaliHune gaTtbl Aen, 4OKYMEHTOB).

[aToin pena, copepkalllero NMPOTOKONbI 3acedaHuid, ABAAIOTCA AaTbl yTBep:KAeHUA (ecan oHu
YTBEPXAA0TCA) AN AaTbl EPBOro M NOCAeAHEro NPOTOKOa, COCTaBAIOLWNX AeN0.

[aToih inyHoro Aena ABAAOTCA AATbl NOAMMCAHUA MPUKA30B O NMPUEME U YBONbHEHMM AWLA, Ha
KOTOpOe OHO 3aBeAeHo.

Mpwn o0603HayeHuun [aTbl JOKYMeEHTa CHayasa yKasblBaeTCA YMcio, 3aTem mecal, u rod. Ymcno mn rog,
obo3HauvatoTcs apa6CKVIMVI Ll,VId)paMM, Ha3BaHWe mecAaua - CIoBOM.

Echn pata AOKYMeHTa WM OTAe/ibHble ee 3/1eMeHTbl OonpeaenAatTcA I'IpVI6I'IM3MTEI'IbHO, Ha
OCHOBAQHWW aHaNN3a codepKaHUA OOKYMEHTa, TO AaTa WAWN OTAE/IbHble ee 3/1EMEHTbI, HE abconoTHO
AO0CTOBEPHbIEe, 3aKNKYaloTCA B KBa4paTHbIe CKOOKM.

4.29. O6nasaTeNIbHbIMM PEKBU3UTAMKN 0BN0XKKM AeNa ABNSAIOTCA YKasaHUe KONMYeCTBa IMCTOB B Aee
<1> (npocTaBnseTcs Ha OCHOBaHWW JINCTa-3aBepuTens nAena) U CPoK XpaHeHus gena (Ha penax
NOCTOAHHOrO XpaHeHUA NULWeTCA: "XpaHUTb NOCTOAHHO").

<1> ina pen Ha bymaskHOM HocuTene.

4.30. [1nA yyeTa AOKYMEHTOB OMpeaesieHHbIX KaTeropuii gen Ha 6ymakHOM HocuTene (AnyHble,
cyaebHble gena, maTtepuanbl YroNOBHbIX AN, AENA O NPUCYKAEHUN YYEHbIX CTeneHei U NPUCBOEeHUN
YUYEHbIX 3BaHWM, AeNa, CBA3aHHble C Bblgayell aBTOPCKMX CBUAETE/NIbCTB U MATEHTHbIX M306peTeHuid)
COCTaB/AETCA BHYTPEHHAA ONUCb AOKYMEHTOB Aena.

Ecnv peno Ha BymaxkHOM HocuTene nepeneTeHo Man nogwunto 6e3 6aaHKa BHyTpeHHel onucu
AOKYMEHTOB, TO COCTaB/IeHHas MO YCTAaHOBAEHHOM ¢GOopmMe BHYTPEHHsAA OMNWCb MNOAKAenBaeTca K
BHYTPEHHEeN CTOPOHE /IMLLEBOM 0610KKM aena.



N3meHeHMA cOCTaBa AOKYMEHTOB Aena (M3bATUA, BKAOYEHUA LOKYMEHTOB, 3aMeHa JOKYMEHTOB
KonuaMK) oTpakatotca B rpade "MpumedyaHue" BHYTPEHHEN OMMUCK CO CCbIJIKaMM Ha COOTBETCTBYHOLIME
aKTbl. Mpn HEOBX0AMMOCTM MOTYT HbITb COCTAB/IEHbI HOBAA MTOFOBas 3aMMCb K BHYTPEHHEW ON1CK U INCT-
3aBepuTenb gena.

4.31. [ena nepepatotca B APXMB OpPraHMsaumMm Mo OMNMCAM, COCTAaBAEHHbIM B CTPYKTYPHbIX
nogpasaeneHuax.

OnucK aen CTpyKTYpPHbIX NoapasaeneHunii CocTaBAATCA Mo YCTAaHOBAEHHOM dopme (NpuioxKeHne
N 23, 24) B ABYX 3K3eMNAAPaxX U NPeACTaBAAOTCA B apPXMB OPraHM3aLmMm He No3aHee YemM Yepes OAWH roj,
nocne 3aBepLeHns Aen B 4eN0NPOM3BOACTBE.

OnuncK cocTaBAAKTCA OTAENBHO Ha Ae/la MOCTOAHHOIO XpaHeHUs; Aena BpeMeHHbIx (cBbiwe 10 neT)
CPOKOB XPaHEHMA, B TOM YMCae MO IMYHOMY COCTaBy, U fiena, COCToALLUME N3 AOKYMEHTOB, XapaKTEPHbIX
TONbKO ANA OaHHOM opraHu3aummn (cyaebHble, cneacTBEHHble Aena, HayyHble OTYeTbl Mo TemMam).
OTaenbHble OMUCU COCTaBAAIOTCA Ha eAMHWULbl XPaHEHWA 3NEKTPOHHbIX AOKYMEHTOB MNOCTOAHHOIO
XpPaHeHUs; BpeMeHHbIX (cBbiwe 10 neT) CpOKOB XpaHeHWUs, B TOM YMC/E NO IMYHOMY COCTaBy.

4.32. Mpu cocTaB/ieHUN ONUCU Oen CTPYKTYpHOro noapasaesieHuns cobsogatotca cneayroume
TpeboBaHuA:

3aroz1I0BKU gen BHOCATCA B ONMUCb B COOTBETCTBUU C I'IpVIHﬂTO[/‘I cXemom CUcTtemaTnsaumm Ha oCHoBe
HOMEHKANAaTypbl Aen,

Ka*Xgoe Aeno BHOCUTCA B ONKUCb nNog nopAgKOBbIM HOMEPOM (ECI'IM Aeno CoOCToUT N3 HECKONIbKUX
TOMOB WM YacTeN, TO Ka)KLI,bIVI TOM NN 4aCTb BHOCATCA B ONMUCb NoA4 NOpPAAKOBbIM HOMEpOM),'

rpadbl ONUCKU 3aMOHAOTCA B TOYHOM COOTBETCTBMM CO CBEAEHMAMM, KOTOPble BbIHECEHbI Ha
06/103KKY Aena;

rpada onucu "MpumeyaHue" wncnonb3yeTca A8 OTMETOK O npueme Aesn, O0CoObeHHOCTAX
du3nYecKoro coctosiHMA, O nepegaye Aen APYrMM CTPYKTYPHbIM NoApasaesieHUsiM CO CCbIIKOW Ha
HeobXxoAMMbIIA aKT, 0 HAaIMYNU KOMUIA.

B KoHUe onucu BCiea 3a NocnedHelt onucaTesibHOM CcTaTbei 3aMo/IHAETCA UTOroBas 3anucb, B
KOTOpOW YKasblBatoTcs (undpamm 1 Nponucbio) KOANYECTBO e, NepPBbI U NocAeaHUI Homepa 4en no
onuncK Aen, a TaK¥Ke OroBapuBaloTcia 0COBEHHOCTM HymMepaumu Aen B onucu (Hanvume AUTEPHbIX U
nponyLweHHbIX HOMEPOB).

Nepen BHeceHWMem 3aroNOBKOB Aen B ONUCb MPOBEPAIOTCA KayecTBO d)OpMVIpOBaHMFI n
Od)Ole'IeHVIﬂ Aen, cCooTeeTcTtBue Koamn4vectsa Aesl, BHOCUMbIX B OMUCb, KONIMYeCTBY 3aBeAeHHbIX gen no
HOMEHK/NaType AeNn opraHn3auun.

Mpu NpocmoTpe Aen NpoBepsIoTCA: COOTBETCTBME 3aro/I0BKA Ae/1a COAEPIKAHMIO LOKYMEHTOB B
Aene; NpaBuMAbHOCTb OQOPMAEHMSA M TPYNMMPOBKM AOKYMEHTOB, BKAOYEHHbIX B [E/10; KayecTBo
NOAWMBKM WAM Nepenseta Aena; NpPaBUAbHOCTb Hymepauuu MCTOB Aena; Haauuve B Aene, B
HeobXoAMMbIX CAy4Yasx, BHYTPEHHEN ONUCKU Aefa M NPaBUIbHOCTb €e COCTaB/lEeHWA; MPaBWIbHOCTb
opopmaeHnn 06710KKMN AeNa; HaAnune U NPaBUAbHOCTb IMCTa-3aBepuTena gena. B cnyyae obHapyKeHua
HapyLWeHMWA YCTaHOB/EHHbIX NPaBua GOPMUPOBAHUA N 0GOPMIEHUNA AN OHWN AOMKHbI BbITb YCTPAHEHbI.

B cnyyae obBHapyKeHMA OTCYTCTBMA A€/, YUCAAWMXCA MO HOMEHKNaType Aen opraHusaumm,
CTPYKTYPHbIM NoApasgeneHmemM NPUHMMAIOTCA Mepbl N0 POo3bicKy. OBHapyKeHHble Aena BKAOYAOTCA B
onucb. EcAn NpuHATbIE Mepbl He fa/iM Pe3y/IbTaToB, TO HA HEOBHAPYKEHHbIe Aena COCTaBAsAeTCA akT 06
yTpaTe [AOKYMEHTOB, KOTOPbIM MOANUCLIBAETCA PYKOBOAWUTENEM CTPYKTYPHOrO MNOAPasAeeHus U
nepenaeTcs BMeCTe C OMUCbIO e/l CTPYKTYPHOro NogpasaeneHus B apxus opraHusaumm (npunoskeHune N
6).



4.33. Mepegaya Aen B apxMB OPraHM3aLMM OCYLLECTBAAETCA MO rpaduKy, COrNacoBaHHOMY C
PYKOBOANUTENAMU CTPYKTYPHbIX NOApa3aeneHnid, nepeaatolmx AOKYMEHTbI B apXMB, U YTBEPXKAEHHOMY
pyKoBOAMUTENEM OpraHU3aLmnm.

B neproa NoAroToBKM Aen Ha BymaxkHOM HOocUTeNe CTPYKTYPHbIM noApasaeneHnem K nepegade B
apXuB OpraHM3aumnmn COTPYAHWKOM apXx1Ba NpoBepaeTca NpaBuibHOCTb X GOPMUPOBaHNA, OPOPMAEHUA
M COOTBETCTBME KO/IMYECTBA A€/, BKAOYEHHbIX B OMUCb, KOAWYECTBY AeN, CPOPMMPOBAHHbLIX B
COOTBETCTBMM C HOMEHKNATYpOl Aen opraHusaumu. Bce BbifiBAEHHblE MPM MNPOBEPKE HeAOCTaTKU B
dbopmMpoBaHMM N 0POPMIEHUN AeNl PabOTHUKM CTPYKTYPHOrO noapasaefieHns 06s3aHbl yCTPaHWUTb.

Mpuem-nepegaya AeN B apxXMB OpraHM3aumm NPOU3BOAMTCA PabOTHMKOM apxvMBa OpraHM3auuun B
NPUCYTCTBMM PabOTHMKA CTPYKTYPHOrO nogpasgeneHva. Ha sKsemnaapax onucu aen, AOKYMEHTOB
NPOCTaB/AETCA OTMETKA O HAa/IMUUK Aena. B KOHLE KaXKA0ro sK3emnispa onucK yKasblBatoTcs Luppamm
M NPONUCLI0 KOIMYECTBO GaKTUUYECKMN NPUHATBLIX B aPXMB A€/, HOMEpPa OTCYTCTBYIOLLMX Ae, AaTa Npuema-
nepesauu e, a TakKe NoAnucy anua, OTBETCTBEHHOTO 3a apXmB, U MLa, NepeaaBLllero aena.

4.34. Mepenayva 3N1EKTPOHHbIX AOKYMEHTOB B apXMB OpraHW3aLMu NPOM3BOAUTCA HA OCHOBAHWUU
ONUCEN 3NIEKTPOHHBLIX AeN, [OOKYMEHTOB CTPYKTYPHbIX MogpasgeneHnii no  MHGOopMaLMOHHO-
TEeNIeKOMMYHMKALUWMOHHOM ceTh (Mpy HaanyMK B apXxmMBe OpraHusauum MHGOPMALMOHHON CUCTEMBI) UK
Ha Ppu3nyYeckn 060cobneHHbIX MaTeprasbHbIX HOCUTENAX, KOTOpble NPeACTaBAATCA B ABYX MAEHTUYHbIX
3K3eMnaspax.

Mpu nepefaye 3/MEKTPOHHbLIX AOKYMEHTOB B apXWB OPraHM3auuMu BbINOHAIOTCA cieaytowme
OCHOBHbIe npoueaypbl paboTbl C 4OKYMEHTAMMU:

dopmupoBaHMe B UHPOPMALMOHHOM CUCTEME OPraHU3aUMWU 3NEKTPOHHbIX AeN, ABAAKLWMXCA
COBOKYMHOCTbIO KOHTEMHEPOB 3NEKTPOHHbIX JOKYMEHTOB UAN KOHTEMHEPOM 3N1EKTPOHHOIO AOKYMEHTA,
COAEPKAWMM KOHTEHT U MeTadaHHble 3N1eKTPOHHOrO AOKYMEHTAa, ¢ansibl 3N1eKTPOHHbIX NoAnUCen U
BM3Ya/IM3MPOBaHHYIO KOMMIO TEKCTOBOIO 3/IEKTPOHHOIO AOoKYMeHTa B popmaTe PDF/A;

bopmMnpoBaHME ONUCK INEKTPOHHbIX A, AOKYMEHTOB CTPYKTYPHOMO NoApasaeeHus;

NMPOBEPKa apXMBOM OPraHW3aUMM 3/EKTPOHHbIX JOKYMEHTOB Ha HaiuMuMe BpPeAoHOCHbIX
KOMMbIOTEPHbIX MPOrpamm;

npoBepKa BOCNPON3BOANMOCTUN SINNEKTPOHHbLIX AOKYMEHTOB;

npoBepKa ¢M3M‘-IeCKOI'O M TEXHMYECKOro COCTOAHMA HOCUTenewn (I'IpVI nepegaye 3/1EKTPOHHbIX
AOKYMEHTOB B apXnB OpraHnM3aunn Ha (bVI3MLIECKM 060C06NEHHbIX MaTepUnanbHbIX HOCMTEHFIX),‘

NpoBepKa NoA/AMHHOCTU 3/IEKTPOHHOM NOANUCU, KOTOPOM NOANUCAH 3NEKTPOHHbIN AOKYMEHT.

Mpuem  3NEKTPOHHbIX  OOKYMEHTOB B  apXMB  OpPraHus3aumMm no  MHPOPMALMOHHO-
TeNIeKOMMYHMKaALUWMOHHOM ceTh (Mpy HaanyMmM B apxmMBe opraHnsauum MHGOPMALMOHHON CUCTEMBI) UK
Ha ¢pun3nyeckn 060cobaeHHbIX HOCUTENAX ODOPMAAETCA COCTAaBIEHUEM UTOFOBOM 3aMMUCK B KOHLLE OMUCU
3NEKTPOHHbIX A/, LOKYMEHTOB, B KOTOPOM Undpamm U NPONUCbIO YKA3bIBAETCA KOANYECTBO GaKTUYECKU
NPUHATBIX B apPXMB 3/IEKTPOHHbBIX AN U SNEKTPOHHbIX AOKYMeHTOB. MTOrosas 3anncb NOATBEPIKAAETCA
nognucAMM COTPYOHUKA apxuBa W COTPYAHMKA CTPYKTYPHOrO noapashenieHuns, nepenasllero
3NEKTPOHHbIE Aenla U AOKYMEHTbI. Mpn NpMeme Ha apXMBHOE XPaHEHWE 3NIEKTPOHHbIE AeNa 3aBepatoTca
3NEKTPOHHOM MNOAMNMCHIO PYKOBOAUTENA OPraHM3aLUMN UM YNOJTHOMOYEHHOTO UM AO/IKHOCTHOTO IMLA.

NMocne npuema B apxme 3NE€KTPOHHbIX JOKYMEHTOB Ha (I)M3VI‘-IGCKM 060c061EHHbIX MaTepunanbHbIX
HOCUTEeNnAx BKnagbliwn, nomeulleHHbIE B d)YT}'IFlp €ANHULLbI XPaHEHWA B CTPYKTYPHOM noapas3geneHuu,
3aMEHAKOTCA Ha BKNa4blWWN, Od)OpMJ'IEHHbIe B apxuse.

Ha Bkfiagplwe, nomewaemom B OYyTAAp eAuMHUUBI XpaHeHWsa, opopmIseMoM B apxuee,



yKa3blBaeTcs:
HaMmeHoBaHMe opraHunsaunn (NosHoe, CoKpalleHHoe);
Homep doHAa;
HOMEP OMNMUCK INEKTPOHHbLIX AeN, LOKYMEHTOB;
HOMep Aena no onucu;

OTMETKa O CTaTyce 3K3eMnasfpa 3/eKTPOHHbIX AoKymeHToB: "OcH." (ocHoBHOWM) unm "Pab."
(pabounin);

KpaliHWe AaTbl AOKYMEHTOB 3/1eKTPOHHOIo Aena;

npu HeobxoAMMoCT 0GOPMAAIOTCA AOMNOJIHUTE/IbHbIE OTMETKM 06 orpaHuYyeHun aoctyna K
OOKYMEHTaM.

Bknagpiw nomeuwiaeTtcs B ¢ytaap ¢usmuyeckm o60cobneHHOro maTepuasbHOro HOCUTENA TakUm
06pasom, 4Tobbl HagNUCKU Ha HeM BbIAN BUAHbI NPU 3aKpbITOM dyTAspe.

V. OPTAHU3ALNMA NCMOJ1Ib3OBAHNA AOKYMEHTOB
APXMBHOIO ®OHAA POCCUNCKOW GELEPALMN U OPYTUX APXUBHbIX
OJOKYMEHTOB OPTAHU3ALINNA

5.1. ApxvB opraHusauum AOJIKEH NPeaoCcTaB/iATb M0J/ib30BaTeNt0 AOKYMEHTbI ApxmBHOro ¢poHaa
Poccuitckoit Pepepaunn M apyrme apxmBHble LOKYMEHTbI, @ TaK¥Ke CMPaBOYHO-MOUCKOBbIE CPeACTBa K
HUM.

5.2. Joctyn K AOKYMEHTaM MOMKET ObiTb OrpaHWYeH B COOTBETCTBMW C 3aKOHOAATE/IbCTBOM
Poccuitickolt Pepepaumn, a TakKe B COOTBETCTBMU C PacnopsAKeHWem cobCTBEHHWMKA MM BRagenbua
aPXMBHbIX AOKYMEHTOB, HaXOAALLMXCA B YaCTHOM cobcTBEHHOCTU <1>.

<1>Yactb 1 cTaTbhk 25 PegepanbHOro 3akoHa ot 22 okTabpa 2004 r. N 125-d3 "O6 apxusHom aene
B Poccuitckoin ®egepaumn’.

5.3. Monb3oBaTeNn MNpu WMCNONb30BaHWUM LOKYMEHTOB apxuMBa OpraHusauum obssaHbl Aenatb
CCbI/IKM Ha MECTO XpaHeHUA [ OKYMEHTOB.

5.4. Coctas HCA apxuBa opraHusaumum onpegenaetca COCTaBOM M COAEpPKaHNEeM XPaHALLUXCA B HEM
OOKYMEHTOB, XapaKTepom M 3a4a4amu Noncka U MHTEHCUBHOCTBIO UCMO/Ib30BAHUA AOKYMEHTOB.

OCHOBHbIM (O6F|33Tel'leblM) dPXUBHbIM CMNPaBOYHUKOM B apxmBe OpraHM3sauunun ABNAETCA OMUCb
hen, NOKYMeHTOB. B pgononHeHne B apxuBe oOpraHu3auum BeayTCA BCNOMOraTe/ibHble apXuBHble
CNPaBOYHUKU - KaTa/l0ln, yKasaTe/n, UICTOPUYHECKAA CNpaBKa K ¢0Hp,y.

5.5. B uenax obecneveHus COXpPaHHOCTH, CBOEBPEMEHHOTO 0T6opa 1 y4dyeTa n cuctemaTtmnsaumun gen,
nognexawmnx noCtToAHHOMY WU BpeMeHHOMY (CBbILIJe 10 J'IeT) CPOKOB XpPaHeHWA, B OpraHuM3auunm
COCTaBNAOTCA onnucun gen, LOKYMEHTOB.

Onuncu cocTaBnAaTCA OTAENbHO Ha Aena, AOKYMEHTbI:
NOCTOAHHOIO CPOKa XpaHEHUA;

BpemeHHbIX (cBbiwe 10 NeT) CPOKOB XpaHEHUS;
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no IMYHOMY COCTaBy,

XapaKTepHble TOMbKO A8 AaHHOM opraHusaumu (cyaebHble Aena, matepuanbl YrosoBHbIX Aen,
Hay4Hble OTYETbI MO TEMaMm).

AHANOrMYyHbIE ONMUCKU COCTABANAIOTCA HA 3/1EeKTPOHHbIEe Aena, AOKYMEHTbI.

CBOAHbIE ONUCK e, [OKYMEHTOB OPraHM3aL MM COCTOAT U3 rO40BbIX PAa3AeoB, COCTAaBNAEMbIX Ha
OCHOBE nNepeAaHHblX B apxXMB OpraHM3auum onucer Aen ee CTPYKTYPHbIX noapasgaeneHuin 3a
onpeaeneHHble rodbl, U CUCTEMATU3MPOBAHHbLIX B Mpefenax Kaxgoro roga B COOTBETCTBMM C
YTBEPKAEHHOM CTPYKTYPOI OpraHM3aumm Ha 3ToT roA.

Onucu gen, LOKYMEHTOB COCTaBAAIOTCA MO ycTaHOBAEHHOM dopme (npunoxkenusa N 14, 15, 16, 17,
18) M COCTOAT M3 onucaTeNbHbIX CTaTell eAuHUL, XPaHEHWUsi, UTOrOBOW 3anucu, NUCTa-3aBepuTens u
CMpaBOYHOro annapaTta K Onucu.

OnucaTtenibHas CTaTbA ONMCKU BKJIOYAET: NOPAAKOBbIA HOMEP eAUHULbI XPaHEHUA; UHAEKC e4MHULLbI
XpaHeHus (Mo HOMeHKNaType AeN); 3aro/IOBOK eAMHULbl XPaHEHUS, BK/TIOYAIOLWMIA YKa3aHUe Ha Hainuune
KOMWI, ecnn B Hel XpaHATCA KOMUKU AOKYMEHTOB; KpalHWe AaTbl eANHULbI XPaHEHUS; CPOK XpaHeHus (ans
onucelt aen, AOKYMEHTOB BPEMEHHOTO XpaHeHUsA); KONMYECTBO JINCTOB B eANHNLE XPaHEeHUA. 3aroso0BoK
Aena MoxKeT BbiTb A0NOAHEH aHHOTauMel OTAEeNbHbIX AOKYMEHTOB (rpynnbl AOKYMEHTOB) eAuHULbI
XpaHeHus.

B cnpaBouHbIA annapaT K OMWUCK BXOAAT: TUTY/bHbIA JICT, cofep:kaHue (ornasneHwue);
npeguncioBme; CMUCOK COKPALLEHWIA; YKasaTeNu K onuck (NpeameTHbIN, UMeHHOM, reorpaduyeckoi).

CocTaB cnpaBoYHOro annapata K OMNUCKM 3aBUCUT OT CPOKa XPaHEHWUs BK/OYEHHbIX B Hee
[OKYMEHTOB U UX BUAOB.

K onucam pgen, AOKYMEHTOB MOCTOAHHOrO XPaHeHWs W MO JIMYHOMY COCTaBy COCTaB/IANOTCA
TUTY/IbHbIA IUCT, NPeANCIOBKE, Or1aBaeHNe, MPU He0BX0AMMOCTM - CMIMCOK COKPaLLEHWI, yKasaTenu.

Ha TWUTYyAbHOM AUCTe OMUCKM  YKasblBalOTCA: MOJIHOEe HauMMeHOBaHWe TroCcyAapCTBEHHOro
(MyHMLI,MI'Ia!'IbHOI'O) apxuBa (ech OopraHunsauna AsnAaeTca NCTOYHUKOM ero KOMI'II'IEKTOBaHMFI), nocnegHee
nosiHOeé HaMmMeHOBaHUWE OpraHuM3saunun, COOTBETCTBYHOLLEE HA3BAHUIO €€ apPXMBHOTO (bOH,EI,a, HOMep
dpPXMUBHOIO d)OHAa, HOMeEpP 1 Ha3BaHWME OMNMUCH, KpaﬁHme AaTbl BHECEHHbIX B ONNUCb eANHNL, XPaHEHUA.

Ecan HaumeHoBaHWe opraHM3aLUMmn U3MEHANOChb, Ha TUTYIbHOM NUCTe (B calydae HeobxoaAMmocCTH -
Ha AONOJIHUTENbHOM INCTE) Nog, NOCNeAHUM HaMMeHOBaHWEM OPraHM3aLMM YKa3biBaloTCA B CKOOKax Bce
€e MNepeuMMeHOBaHUA B MWCTOPMYECKOM (XPOHOMOrMYECKOi) nocnesoBaTeNbHOCTM 3a MNepuoa,
COOTBETCTBYHOLMIA KpaiHUM aTaM e4uHUL, XPaHEHUA, BKAOUYEHHBIX B OMUCH.

B npeaucnoBuMn K ONMCKM KPaTKO M3/1aratoTca MepeMMeHOBaHMA OpraHu3auum B UCTOPUYECKOM
(xpoHoNOrMyeckoi) nocnefoBaTeNbHOCTM 3a Mepuod, COOTBETCTBYIOWMIA KpalHMM faTam efuHuL,
XpaHeHWs, BKAOYEHHbIX B ONUCb. MpeauncioBre NoANNCbIBAETCA COCTAaBUTENEM C YKa3aHWEM LOKHOCTU
W AaTbl COCTaB/IEHMA.

K onucn gen, 4OKYMeHTOB BpemeHHoro (cBbllwe 10 feT) XxpaHeHuA, Npu HEOBXOAMMOCTUN TaKXKe
MOFYT COCTaB/ATLCA Or/1aB/e€HME, CMUCOK COKPaLLEHMIA.

Onucu (rogoBble pasaensl onuceit) gen, AOKYMEHTOB COCTaBAAOTCA:

NOCTOAHHOIO XpaHEeHUA - HE MeHee 4YeM B YETbIPEX 3K3emMnaapax: TPU Ha 6YMa)KHOM HOocuTene mn
OAUH - B 3ZIEKTPOHHOM BuAae (B Ka4vecrtee pa6o~4ero 3K3emr|nﬂpa);

BPEMEHHOTO (CBbILIJe 10 I'IeT) XPaHEHUA - HE MeHee 4eM B ABYX 3K3eMNIAPax;



AOKYMEHTOB MO JIMYHOMY COCTaBy OPraHM3aLMii - UICTOYHMKOB KOMMJIEKTOBAHMSA FOCYAapCTBEHHbIX
(MyHMLMNANbHbIX) apPXMBOB - HE MEHEe YeM B YeTbIpex 3K3eMnaapax: TpM Ha ByMarKHOM HocuTene, OauH
- B 3/IeKTPOHHOM BUAe (B KauecTBe paboyero aKksemnaapa);

AOKYMEHTOB MO JINYHOMY COCTaBY OpraHu3auui, He ABAAOLWMUXCA NCTOYHUKAMN KOMMNIEKTOBaHUA
rocyaapcTBeHHbIX (MyHULMNANbHbBIX) aPXMBOB, - HE MEHEE YeM B TPEX 3K3eMnaapax.

Onucu (rogosble pasaennl onucen) aen, JOKYMEHTOB BpemeHHoro (cebiwe 10 neT) xpaHeHus
cornacosbiBatoTca ¢ LLIK (IK) opraHmnsaumm, nocie Yero yTBep:KAaTCA PYKOBOAMTEIEM OPraHM3aLmu.

Ha paccmotpeHune IMK npeacrtaBnaldTcA He meHee yem 4yepes 3 roga nocse 3asepllieHmsa
0enonpon3BoOACTBOM A€/, BKAKYEHHbIX B pa3gen:

onucun (I'O,CI,OBbIe pasaenbl OI'IMCGIZ) Aen, JOKYMEHTOB MNOCTOAHHOIO XpaHEHNA ON1A YTBEPKAEHUA,

onucu (rogosble pasaesbl onucei) Aen, JOKYMEHTOB Mo IMYHOMY COCTaBy A/ COrnacoBaHmna <1>.

<1> Onucu pgen, AOKYMEHTOB MO JIMNHHOMY COCTaBYy COr/1aCcoBbiBalOTCA COOTBETCTBYHOLWLMM
rocygapCTBeHHbIM (MyHMLI,VII'IaI'IbeIM) APXUBOM COl1aCHO NpeaocTtaBaEHHbIM eMy MOJTHOMOYUNAM.

Mocne yTBepXAeHMA (cornacoBaHus) onucel (rogoebix pasgenos onuceit) MK oHu yTBepKAAOTCA
pyKoBOAMUTENEM OpPraHn3aLnm.

B rocydapcCTBeHHbI (MyHUUMNANAbHbLIM) apxvMB MNepenaloTca TPU ISK3EemMnaspa Onucu  aen
NMOCTOAHHOIO XPaHEeHWA, OAWH 3SK3eMNAApP OMUCKU Jen N0 JUYHOMY COCTaBy, YTBEPMKAEHHbIX
(cornacoBaHHbIx) MK, a TakKe MO OAHOMY 3K3eMNAAPY KaXAOoW ONUCKM B 3NEKTPOHHON dopme (B
KayecTBe pabouero sksemnaspa).

O,EI,VIH aK3emMnaap onnucn aen NoCToAHHOINoO XpaHeHUA U ABa 3K3emnaAapa onncu gen no JM4HOMy
COCTaBy OCTalOTCA B OpraHun3auunn.

BHeceHMe M3MeHeHMIt B roAoBOW pasgen onucu Aen, AOKYMEHTOB MOC/ie ero yTBepKAeHuA
(cornacosaHus) 3MNK aonyckaeTca TONbKO Ha OCHOBaHWM COOTBETCTBYOWEro peweHus IMK.

5.6. UcTopnyeckas cnpaBka K ¢poHAY COCTOMT M3 TPex pasaenos: uctopusa ¢oHgoobpasosatens,
OoTpa’kalllan WCTOPUI0O OpraHM3auMM CO CCblIKAMM Ha COOTBETCTBYHOLLME 3aKOHOZATEsbHble U
HOPMaTUBHblE aKTbl (A4aTbl o06pa3oBaHMA, MNEPeMMEHOBaHUS, PeopraHM3auuMu, JIMKBUAALMM,
BEAOMCTBEHHYIO MPUHAANEKHOCTb, CTPYKTYPY M OYHKUUKU, UX U3MEHEHMWA, Ha3BaHWe opraHM3aumu -
npeAwecTBeHHMKa), Uctopua poHaa (06bem, KpaliHme AaTbl AOKYMEHTOB, CTENEHb UX COXPaHHOCTH, AaTbl
nepegayn [OKYMEHTOB Ha TMNOCTOAHHOE XpaHeHWe) U  XapaKTepuUcTMKa AOKymeHToB ¢oHaa
(pasHOBMAOHOCTU JOKYMEHTOB, 0COBEHHOCTN GOPMUPOBAHUA eAMHUL, XPAaHEHUS U UX CUCTEMATU3aLMM,
HaAuyMe OOKYMEHTOB, BbIXOAALMX 33 XPOHONOTMMUYECKMUE TPaHULbl AeaTesibHoCTU GpoHaoobpa3oBaTens,
COCTaB CNpaBOYHOro annaparta K ¢oHAY, MecTo XpaHeHUA LOKYMEHTOB MO JIMYHOMY COCTaBY).

McTopuruyeckan cnpaBka K GOHAY COCTAaBAAETCA B ABYX IK3EMNAAPAX, OAMH - XpaHUTCA B Aene poHAa,
BTOPOW - NepeAaeTca B rocyAapCTBEHHbIN (MyHUUMNANbHbIN) apXuB.

5.7. OCHOBHbIMKM GOPMaMM UCMOb30BAHUA AOKYMEHTOB apXMBa OpraHn3aumum ABAAIOTCA:
MHPOopMaLMoHHOe obecrneyeHne paboTHUKOB OpraHM3aLmy;

WCMOJIHEHWE 3aMPOCOB MO/b30BaTe/IeN, B TOM YMC/le 3aMpOoCOB rparKaaH COLMANbHO-MPAaBOBOroO
XapaKTepa;

Bblda4a AOOKYMEHTOB M AeN BO BpPeMEHHOE MNO0JZIb30BaHUE, nNpeaocrtaBieHne Konuit dPXUBHbIX



AOKYMEHTOB NO 3anpocam Nnosib3oBaTtenei, B TOM ymcie B Gopme 31eKTPOHHbIX AOKYMEHTOB.
dopmamm UCMONb30BaHNA AOKYMEHTOB apXMBa OpraHM3aLmmn ABAAIOTCA TaKKe:

MHOOPMMUPOBAHNE CTOPOHHUX OPraHM3auMi O HAMYMKM U COAEPKAHUN MMEIOLLMXCA B apxmBe
OOKYMEHTOB;

MCNnos1b30BaHNE AOKYMEHTOB B CpecTBax MaccoBoW MH(bOpMaLI,MM;

MCMONb30BaHNE [OKYMEHTOB AN MNOATOTOBKM MUCTOPUKO-UHPOPMALMOHHBIX MEpPONpUATUI:
BbICTABOK, 3KCKYPCUI, KOHPEPEHLUI;

BblJaya AOKYMEHTOB A/1A paboTbl B UMTasIbHOM (MPOCMOTPOBOM) 3a/1e apXmBa;

OopraHusaumsa goctyna paboTHUMKOB OpraHM3aumM K SOKYMeEHTaM apxuBa MyTEM MCMO/Ib30BAHMA
MHGOPMALNOHHO-TENEKOMMYHUKALMOHHOM CETU.

5.8. ApXVIB opraHnsaumn OonxeH BeCTn ydyet NCnosib3oBaHMA JOKYMEHTOB, B TOM YUC/1€ Bblga4yn
AOKYMEHTOB U AeN, BblAa4n apXMUBHbIX CNPaBOK, BbIMUCOK, Konui AOKYMEHTOB.

5.9. 3al'|pOCbI nonb3oBaTenen, nocrtynatvouwine B apxmB oOpraHundauunm, noapasaenAroTcA Ha
TemMaTnyeckme n counanbHo-NMpaBoBble <1>.

<1>MNoanyHKT 5.7.1 nyHKTa 5.7 MNpasua xpaHeHuUA.

5.10. ApxvMB OpraHuMsaumm A[OMKEH PACCMATPMBaATb M WUCMOJHATbL 3amnpocbl, MOCTYNMBLUME B
NUcbMeHHoOM popme.

3anpoc Nosib3oBaTeNn A0/IKEH COAEPKaTb CeayoLLyo MHbopMaLMIo:

HaMMeHOBaHMe IPUANYECKOTro NLA - aBTOpa 3anpoca (408 rpaxaaH - amuanm, UMeHK, oT4ecTBa,
Npv HaIMYUKM NOCNeHEro);

MOYTOBbIN U/WN 3NEKTPOHHbIN aAPEc, MO KOTOPOMY A0/KeH BbITb AaH OTBET;

CBEAEHUA, WHTepecylolme NoAb30BaTeNA U  XPOHOJOIMYECKME PaMKWM  3anpalinmBaemom
nHpopmaymu;

dopmy nonyyeHua nonb3oBaTesem MHGopmauumn (MHPOpPMaLMOHHOE NMMCbMO, apXMBHaAA CMPaBKa,
apXMBHaA BbIMWCKA, aPXMBHAA KONUA, TEMaTUYECKUIA NepeyeHb, TeMaTUYeckmii 0630p OKYMEHTOB);

TMYHYIO NOoANUCb aBTOPa 3anpoca (rpamp,aHMHa nnn A01XKHOCTHOro nmu,a);
4aTy.

Mpu nNOCTynNeHUM B apXMB OpraHuM3aumm WHTepHeT-obpalieHua (3anpoca) nosib3oBaTens C
yKa3saHMeM agpeca 3/1eKTPOHHOM NoYTbl M/MAM NOYTOBOro agpeca emy HanpasadeTcs yBegoOMAEHME O
npreme obpalleHna (3anpoca) K PacCCMOTPEHUIO AN MOTUBUPOBAHHbIN OTKa3 B PAaCCMOTPEHUN.

Ha 3anpocbl TeMaTMYeCKOro xapakTepa, NoCTyNuBLLME B apXMB OpraHM3aLmmn no MHGOPMaLMOHHO-
TENEKOMMYHUKALMOHHOW CeTH, B TOM YMC/ie MO ceTU MHTepHEeT, OTBET MOXKET ObiTb HanpasaeH B BUAE
3N1EKTPOHHOrO coobLLEeHNA NO YKasaHHOMY aBTOPOM 3aMnpoca 3/1eKTPOHHOMY aJpecy.

3anpoc Ao/mKeH 6biTb 3aperucTpuMpoBaH B TeyeHWe Tpex paboumx AHENM C MOMEHTa ero
nocTynaeHus.
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3anpoc, He OTHOCALLMIACA K COCTaBYy XPaHAWMXCA B OpraHM3aLun AOKYMEHTOB (HenpoubHbIi
3anpoc), B TeyeHne 7 AHel CO AHA perucrpauMu 3anpoca HanpaBAsfeTCA B OpraHuM3auuio, rae moryt
XPaHUTbCA HEOBX0AMMblE AOKYMEHTbI C yBegomaeHMem 06 3TOmM No/ib3oBaTens.

3anpoc, NOCTYNMBLUNI B apXMB OpraHn3aLuMm, pacCMaTPMBaAETCA B COOTBETCTBUMN C TpeboBaHUAMM
3aKOHOAATE/NbHbIX U MHbIX HOPMATUBHbIX MPaBOBbLIX aKTOB MO paboTe ¢ obpalleHUsMKU FparkaaH U
npeAoCTaBAEHMNIO TOCYAAPCTBEHHBIX (MYHULMMANbHbIX) YCAYT.

OTBeT Ha NMOCTYNUBLLMIA B apXMB OpraHu3alL M1 3anpoc npeaocrasnserca B TedeHue 30 aHel co aHA
ero peructpaumu. C paspelleHna PyKoBOACTBA OpraHM3aLUmmn 3TOT CPOK MOKeT BbiTb NpoaneH He bonee
yem Ha 30 aHelt, ¢ yegomneHnem ob sTom 3aasuTens.

5.11. OTBeTbl Ha 3aMNpPOCbl N0/Ib30BaTENEN, B TOM YMCAE OTBETbI Ha 3aNpPOChl COLMaNbHO-NPABOBOro
XapakTepa, obopmMmaatoTca B pOpme apXMBHOM CNpaBKU, apXMBHOM BbIMUCKU WM apPXMBHOM KoMuw,
0dOPMNEHHbIX U 3aBEPEHHbIX B YCTaHOB/IEHHOM MOPAKe.

Mpn OTCYTCTBMM AOKYMEHTOB, HEObXoAUMBbIX AN UCMOJHEHUA 3anpoca CoLManbHO-MPaBOBOro
XapaKTepa, COCTaBAAETCA OTBET Ha 61aHKe OpraHU3aLmn ¢ yKkasaHUeM NPUYMH UX OTCYTCTBUS.

5.12. ApxuBHaa crnpaBka nOAMWUCbIBAETCA pyKoBOAUTENEM  OpraHM3auuMm  WUAU  UHbIM
YNOJIHOMOYEHHbBIM UM AO/IKHOCTHBIM JIULLOM M 3aBEPAETCA NevaTbto opraHm3saumm (npunoxexne N 29).

Apx1BHan cnpasKa, 06bem KOTOPOM NPeBbILWAET OANH JUCT, A0KHA BbITb TPOHYMEpPOBaHa.

B TeKcTe apXMBHOI CNpaBKW B XPOHONOTMYECKOW MOCAeAoBaTeNbHOCTM M3naraloTca cobbitma ¢
yKasaHWeM BUAOB MCNO/b30BaHHbIX AOKYMEHTOB, UX AaT U HOMEPOB. B apxMBHOW cnpaBKe AonycKaeTcs
LUTUPOBAHNE AOKYMEHTOB.

HecoBnageHue OTAe/bHbIX CBEAEHWI/AaHHbIX AOKYMEHTOB CO CBEAEHUAMM, M3/0MEHHbIMU B
3anpoce, He ABNAETCA NPENATCTBUEM AJA BKAIOUYEHUA UX B apXMBHYIO CMPaBKy, eCan coBnageHune Bcex
OCTa/IbHbIX CBEAEHWUI HEe BbI3blBAET COMHEHMI B TOXAECTBEHHOCTM ANLA WAM (AKTOB, O KOTOPbIX
roBOpPUTCA B AOKYMEHTaX.

B apxmBHOM cnpaBKe AaHHble BOCMPOM3BOAATCA TaK, KaK OHW WM3N0XKeHbl B AOKYMEHTax, a
PaCXOXAEeHMA, HECOBMNAAEHUA U HETOYHble Ha3BaHWA, OTCYTCTBME MMEHM, OTYeCTBa, MHMLMANOB UAU
HasnuMe TONbKO OAHOIMO0 M3 HUX AOMXKHbI 6blTb OrOBOPEHbl B TEKCTe CNpaBKM B CKobKax: "Tak B
AoKymeHTe", "TaK B TeKCTe opurmHana'.

CBegeHus, UMeloLLIMecsa B apxMBe No 3anpocy o pabote u (Man) yyebe B HECKONbKMX OpraHM3aLmsX,
KacaloLmecs 04HOrO IMLA, BKAOYAKOTCA B O4HY apXMBHYIO CMPaBKY.

Mo TeKCTy apXWMBHOWM CMpPaBKM B KAyecTBe NPUMEYAHW MOryT 6biTb OroBopeHbl HepasbopumBo
HanuncaHHble, UCNpaB/IeHHbIe aBTOPOM, He NOAAAIOLMECA MPOYTEHUIO BCIELACTBME MOBPEKAEHNA TEKCTA
opurMHana: "Tak B TeKCTe opuriHana", "B Tekcte Hepasbopumso'.

B TekcTe apXMBHOﬁ CnpaBKKM HE OOMNYCKAKTCA USMEHEHWNA, UCNpaBIeHNA, CYMMUPOBaHWE AaHHbIX,
KOMMEHTapum, COb6CTBEHHbIE BblBOAbl UCNONHUTENA MO COAEPXKAHUKD AOOKYMEHTOB, Ha OCHOBaHWUU
KOTOpPbIX COCTaBAEHA apXMBHAA cnpasKa. NNogYMCTKM M NOMAPKM B apPXMBHbIX CPaBKax He JOMNYyCKatoTcA.

B apx1BHOI cnpaBKe A0/MKHbI BbiTb NpUBeAeHbl apXxuBHble WKUdPbl U HOMEPA NCTOB eANHWLL
XpaHEeHWs LOKYMEHTOB, UCMO/Ib30BABLUMXCA A/ €€ COCTaBAEHMUS.

Mo 3anpocy nosib3oBaTesneli apxuBHbIe CMPABKM MOTYT BblAaBaTbCA B 3/IEKTPOHHOM dopme Ha
3/IEKTPOHHOM HocuTesle IMbOo nepecbilnaTbca Mo UHGOPMALMOHHO-TENEKOMMYHUKALMOHHBIM CETAM.
INEeKTPOHHbIE apXMBHbIE CMPABKM 3aBEPSAIOTCA 3/IEKTPOHHOM NOANMNCHIO PYKOBOAUTENA OPraHmn3aLLmMm nam
MHOTO YNOJIHOMOYEHHOTO UM A0J/IKHOCTHOTO Anua.



5.13. ApxuBHble BbINUCKM odopmnAaoTca Ha 6GnaHKe opraHusaumMm (apxmBa oOpraHusauuu) c
0603HauYeHMem Ha3BaHMA BMAA AoKymeHTa: "APXUBHAA BbIMUCKA".

B apXxu1BHOI1 BbINMUCKE Ha3BaHMe AOKYMEHTa, ero HOMep U Aata BOCNPON3BOAATCA NOJIHOCTbIO.

BbINMcKa Npon3BoAUTCA TONbKO U3 AOKYMEHTA, B KOTOPOM COAEPKUTCA HECKO/IbKO OTAE/bHbIX, He
CBA3aHHbIX Mexay coboit BonpocoB. BbiNMcKa L01KHA BOCMPOU3BOAMTL NOJTHbIV TEKCT YacTU AOKYMEHTA,
OTHOCALLENCA K 3anpocy.

M3BneyeHnem M3 TeKCTa AOKYMEHTA OO0J1XKHbI 6bITb ncyepnaHbol BCE Mmerwowmneca AaHHble Nno
3anpocy. Ha4yano n KoHew, KaXKa0ro u3BnevyeHmnsa, a Takxe NPONYCKMN OTAENbHbLIX C10B B TEKCTE AOKYMEHTA
0603HaualTCA MHOrOTOUMEM.

B apxMBHOM BbINMCKE AOIXKHbI ObITb CA€NaHbI COOTBETCTBYOWME NPUMEYAHMUA U OTOBOPEHbBI YacTH
TEKCTa OpuUrMHana, HepasbopuMBO HaNUCaHHbIe, UCMPABAEHHbIE aBTOPOM, HE MOAAAIOLLMECS NPOUTEHMIO
Bcneacrtsmne nospexgeHna TeKCta U Apyrum npmuynHam. OTﬂ,eﬂbeIe CnhoBa U BblpaXXeHnAa OOKYMEHTa,
Bbi3blBalOWne COMHEHNA B UX TOYHOCTU, a TaKXKe UcnpasaeHna, noag4ncTkuy, BbidbiBatolmne COMHeHMe B
MX AOCTOBEPHOCTM, oroBapmBatoTca: "Tak B foKymeHTe", unm "B TeKcTe Hepasbopumso", nam "Tak B TekcTe
opurmHana". Mocne TeKCTa apXMBHOM BbIMMCKM YKA3bIBAKOTCA aPXMBHbIN LWKMdP M HOMEpPa IMCTOB e ANHULLbI
XPaHEeHMA apXUBHOIO AOKYMEHTA.

ApXMBHaﬂ BbIMXCKa NOAMNMUCbIBaAETCA pyKoBoautTesiem opraHmnsaumm mam MHbiM ynoJ1HOMOYEHHbIM
MM OO0/1KHOCTHbIM /IMUOM U 3aBEPAETCA NeYaTbio OpraHn3aunun.

Mo 3anpocy nonb3oBaTeneit apxmsBHble BbINUCKU BblAAKOTCA B 3/1€KTPOHHON popme Ha SNEKTPOHHOM
HocuTene NMBo nepecbinaoTca No UHPOPMALMOHHO-TENEKOMMYHUKALUMOHHBIM CeTAM. DNEKTPOHHbIe
apPXMBHbIE BbIMUCKM 3aBEPAIOTCA 3/IEKTPOHHOM MOAMMUCLIO PYKOBOAMUTENA OPraHM3aumMm MAnM MHOro
YMO/IHOMOYEHHOTO UM [0/I3KHOCTHOIO INLA.

5.14. Ha apxMBHbIX KONWAX, BKAOYAA apXWBHbIE KOMUW Ha BYMa)KHOM HOCUTENE 3NEKTPOHHbIX
[OKYMEHTOB, apXuBHble WKWPbI NMPOCTABAAKTCA Ha 0OOPOTE KarKAoro JIMCTa apXMBHOM Komnuu, a
3aBepuTenbHasa HagnNUcb M NeyaTb - HA 060pOTe NOCAEAHErO NCTA KOMUMK.

Mo 3anpocy nosib3oBaTenem 3/IEKTPOHHbIE KONMUWN apPXUBHbIX AOKYMEHTOB BblAAOTCA B 3]'IeKTpOHHOl7I
d)opme nmbo nepecblnakoTcAa no MHd)OpMaLI,MOHHO-TE'I'IE‘I-(OMMVHMKaLI,MOHHbIM ceTaMm. 3I'IEKTpOHHbIe Konuu
dPXUBHbIX OOKYMEHTOB 3aBepPAKOTCA 3I'IeKTpOHHOl‘;I noaAnnUCbO pykosoautTena opraHnMsauun mMam UHOro
YNO/THOMOYEHHOTO UM OONHKHOCTHOIO NnLa.

5.15. MNoAroToBAeHHbIE apPXMBOM OpraHM13aLLMM OTBETbI HA 3aMPOCh! (aPXMBHbIE CNPABKU, apPXMBHbIE
BbINMUCKN N apXUBHblEe KOI'IVIM) HanpaBAAKTCA 3aABUTENAM C cOonpoBoAUTE/IbHbIM MMCbMOM MO Nno4yTte Uaun
BbIJAIOTCA: 3aABUTEII0 - MPU  NPEeabABNEHUU [OKYMEHTA, YAOCTOBEPAIOWEro JIMYHOCTb, €ro
npeacTaBUTeNIAM - MPU NPEeAbABAEHUM LOKYMEHTA, YAOCTOBEPSAIOLLErOo JIMYHOCTb U AOBEPEHHOCTH,
0dOpPMNEHHON B YCTAHOBNEHHOM MOpPALKE.

5.16. ApxuBHble cnpaBKK, apXuUBHbIe BbINUCKM N apXUBHbIE KONUK, HanpaBaAemMble B rocyAapcTBa -
yyacTHMKM KoHBeHUMM, oOTMmeHstowein TpeboBaHWe feraamMsaummM  MHOCTPAHHbLIX  OPULMAIBbHBIX
OOKYMEHTOB, nognucaHHoi B Maare 5 oktabpa 1961 r., 3aBepAOTCA NPOCTaBAEHUEM M 3aMOJHEHNEM
CNeumnanbHOro WTamMna - anoCcTUAA B COOTBETCTBMM C 3aKOHOAATeNbCTBOM Poccuitckoit Pepepauum.

5.17. JonyckaeTca uU3bATUE M3 apXMBHbIX Aen U Bblaaya BAafenblam Uan Ux poacTBEHHUKaAM, B
cniydae nx NnMCbmMmeHHoOro O6anJ,EHMFI, NOANNHHbBIX TNYHbIX AOKYMEHTOB O rpa*aAaHCKOM COCTOAHUMN, 06
O6pa3OBaHMM, TPYyAOBbIX KHUXEK, HE NOJIYy4YEHHbIX B CBOE BpeEMA Ba1ageibLlem JOKYMEHTOB.

MNognvHHbIE NMYHbIE OOKYMEHTbl BbIAAOTCA 3aABUTENAM C  paspelleHnMa  pyKoBoauTena
OpraHusauuMun no npegbAaBieHUM NaCNopPTa UIN MHOTO AOKYMEHTQa, ya0CToBEpPAOWEro IMYHOCTD, mbo mx
poaACTBEHHUKaAM WM UHbIM  1NWUam  NO  OO0BEPEHHOCTH, Od)ODNU'IEHHOI‘/JI B YCTaHOBJIEHHOM
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3aKoHoaaTtenbcTeom Poccuitickon Pepepauumn nopsagake. MoaavHHbIE ANYHbIE AOKYMEHTbI MOTYT 6bITb
Hanpas/ieHbl 3aABUTENIO LIEHHbIM MUCbMOM.

C wu3biMaemMbIXx [OKYMEHTOB B apXMBe OpraHW3auuuM W3roTaB/NMBAOTCA KOMUM, KOTopble
npuvobuwatotca K genam. M3batme AOKYMEHTOB, a TaKXKe 3aMeHa Ha KOMUU OTPaXKaloTca BO BHYTPEHHMUX
OnNUcAX AeN, B IMCTax-3aBepUTenax 4en, B onucax Aen, LOKYMEHTOB.

MN3bATME 1 BO3BpPaLLEHME JOKYMEHTOB OPOPMAAIOTCA akTaMn 06 U3bATUM U3 Aen (Bo3BpaLleHnn)
YKa3aHHbIX [OKYMEHTOB. AKTbl U ApyrMe AOKYMEHTbl, Ha OCHOBaHMM KOTOPbIX NPOU3BEAEHO U3bATUE
(Bo3BpallLeHne) apXMBHbIX 4OKYMEHTOB, BKAOYaOTCA B Aeno GoHaa.

5.18. KOHMpOBaHMe AOKYMEHTOB apXmBa OpraHn3aunun no 3adBKkam nosnb3oBaTenemn nponssoauTca
Nno pa3speweHnto pykosoanTena opraHnsaumn nam MHOoro yno1lHOMo4eHHOro um o1 XXHOCTHOro anda.

Konun [OKymMeHTOB mnepecbiialoTca B aApec TOM OpraHuMsaumm, no 3anpocy KOTOPOM OHU
W3roTOB/IEHbI, UM BbIAAIOTCA NO/Ib30BATENIO MO POCMUChH.

5.19. B uensax cosgaHus ycnosui ans paboTbl nosb3oBaTesield HEMOCPEACTBEHHO B apxuBe
OpPraHM3aLMnM MOKET BblAeNATbLCA NOMeLLeHMe (YMTaNbHbINA, NMPOCMOTPOBBIN 3a1) AR 03HAKOMJIEHUS C
OOKyMeHTaMu apxmsa, 060pya0BaHHOE COOTBETCTBYHOLLMMM TEXHUYECKUMM cpeacTBamn ana paboTsl C
OOKYyMeHTaMu.

MNpn OTCYTCTBMM B apxmMBe OpraHU3auum cneuyasbHO BblAENEHHOTo MNOMeLeHNA pa60Ta
nonb3oBatenem ¢ AOKYMEHTaMU Npon3BoanUTCA HenocpeacCTBEHHO B pa60qu KOMHaTax apxuBa.
JOoKymeHTbl ana pa6OTbI nonb3oBaTeNIAM BHE NOMELLEHNA apX1Ba OpPraHn3aunn BblaaBaTb 3aNpeLliaeTca.

PaspeweHue Ha paboTy B MOMELLEHMW apxuBa OpraHM3auUMM A3eT PYKOBOAMTE/b apxuBa
opraHusaumm (1L, OTBETCTBEHHOE 3a apXuB).

5.20. OTKa3 apx1Ba opraHunsaumm B BblAaye apXMBHbIX AOKYMEHTOB AOMNYyCKaeTCA B CAyYasax:
Hannuuna GoHAa NONb30BAHUSA;
HeyA0BNAeTBOPUTENBHOTO PU3NYECKOTO COCTOAHNA SOKYMEHTOB;

He npolleawnx Hay4HOro oNMcaHMA U TeXHUYECKoro opopmaeHma JOKYMEHTOB, A0 3aBepLlieHus
3TUX pabor;

OrpaHNYEHMIN HA MUCMONb30BaHUE, YCTAHOBIEHHbIX 3aKOHoAaTebcTBOM Poccuitckot Peaepaumn
nnu poHaoobpasosaTesieM Npu nepeaade AOKYMEHTOB Ha XpaHeHue.

OTKa3 apxuBa OpraHM3aLmMmn B NPeSOCTaBAEHUN SOKYMEHTOB A0/XKeEH BbiTb BblAaH B MUCbMEHHOM
dopme 1 coaeprKaTb NPUUYMHBI OTKA3a, a TaKKe NopAAoK 06:KanoBaHMA OTKa3a.

V1. NEPEAAYA IOKYMEHTOB OPTAHM3ALLMM HA XPAHEHWE
B FOCYAPCTBEHHbIV (MYHULMMAbHbIN) APXUB

6.1. lokymeHTbl ApxueHoro ¢poHaa Poccuiickoit Peaepaumnn, ob6pasoBaBlIMECA B OpraHU3aLMAX -
NCTOYHMKAX KOMMNNEKTOBAHMA rOCYAapCTBEHHbIX (MYHULMNANbHbIX) apXMBOB, MO UCTEYEHUN CPOKOB WX
BPEMEHHOIO XPaHEHWA B apXMBEe OPraHuM3auuu TMepejarTcs Ha MOCTOSHHOE XpaHeHue B
COOTBETCTBYHOLLMIA TOCYAaPCTBEHHBIN (MyHUUMNANbHbINA) apXMB.

6.2. [lokymeHTbl ApxmnBHoro ¢oHza Poccuiickon Pepepaumm, obpasoBaBlUMec B AeATENbHOCTU
rocy4apCTBEHHbIX M HEFOCYAAPCTBEHHbIX OPraHU3aL i, He ABAAIOLLMXCA UCTOYHUKAMMN KOMMIEKTOBAHMA
rocyAapCTBEHHbIX  (MyHMUMMNANbHBIX)  apXMBOB, MOrNYyT  MepesaBaTbCsi B TOCYAAPCTBEHHblE
(MyHMLMNANbHbIE) apXMBbI HA OCHOBAHMM AOTOBOPOB C COBCTBEHHWKAaMM UK BNASEeNbLAMUN OKYMEHTOB.



6.3. ,ﬂ,OKYMEHTbI nepegarTca Ha NOCTOAHHOE XpaHeHme B ynopAgo4YeHHOM COCTOAHUU C
COOTBETCTBYHOLWLMM Hay4YHO-CMPaBOYHbIM annapaTtoM.

6.4. B opraHM3aumax - UICTOYHMKAX KOMMIEKTOBAHMA rOCyAapCTBEHHbIX (MyHULMMANAbHbIX) apPXMBOB
Bce paboTbl, CBA3aHHbIE C OTOOPOM, NOATOTOBKOM 1 Nepeadyein 4OKYMEHTOB Ha NOCTOSIHHOE XpaHeHWe, B
TOM UUC/ie C UX YNOPAAOYEHUEM U TPAHCNOPTUPOBKOW, BbINMOAHAIOTCA 32 CYET CPeACcTB OpraHusaLui,
nepeaaroLLmx JOKYMEHTbI.

6.5. [locpoyHas nepegaya AOKYMEHTOB Ha NMOCTOAHHOE XpPaHEHWE MOXKET ObITb OCYLL,ECTBAEHa Npu
OTCYTCTBMM HeobXoaMMbIX YCNOBUN Ana obecnevyeHUsa COXPAHHOCTM AOKYMeHTOB ApxmBHoro ¢oHAa
Poccuitickoli depepaunun, npu yrpose yTpatbl (YHUUTOMKEHUA) OOKYMEHTOB, a TaKMe Mo npocbbe
OpraHn3aLmMm Ha OCHOBAHWKU 4Or0BOPa C roCyAaPCTBEHHbIM (MYHULMNANbHBIM) aPXUBOM.

MpoaneHne CPOKOB XpaHEHUA AOKYMEHTOB B apXMBe opraH13aLmMm A0NycKaeTcsa Nno NMcbMeHHoOMY
paspelleHmnIo rocyAapCcTBEHHOro (MyHUMUMMNANAbHOrO) apx1Ba B cayvyae HeoBXOAMMOCTU MPaKTUYECKOro
NCMO/Ib30BaHNA OKYMEHTOB OpraHu3aLmen.

6.6. MNepesavya AOKYMEHTOB NOCTOAHHOIO XPaHEHUSA B rOCYAaPCTBEHHbIN (MYHULMNANbHbINA) apXuB
OCYLLECTBNIAETCA B COOTBETCTBUM C MJIAHOM, YTBEPKAEHHBIM PYKOBOAMTEIEM COOTBETCTBYIOLLErO apXxmBa
Mo COrNacoBaHMIO C Nepedatoleit Aesia opraHusaumen.

6.7. [JOKymeHTbl NepenaloTcss B roCyAapCTBEHHbIA (MyHMLUMMANbHbIA) apXMB MO OMUCAM Aen,
AOKYMEHTOB NOCTOAHHOIO CPOKa XpaHeHus, yTeepKaeHHbIMm K.

Mepen nepegayei AOKYMEHTOB Ha MOCTOAHHOE XpaHeHMEe COBMECTHO C npeacTaBuTenem
rocyfapcTBeHHoro (MyHMUMMNanbHOIO) apxuBa MNPOBOAMTCA NPOBEPKa MNPaBMALHOCTU OMUCAHUA U
obopmneHus aen, ¢GM3MUYECKOTO W CaHMTAPHO-TUTMEHMYECKOTO COCTOAHMA AOKYMeHToB. [lpu
obHapyXeHun aedeKToB COCTABAAETCA aKT, YCTPAHEHNE OOHapYKeHHbIX AepeKToB NPOBOAMTCA CUIaMU
opraHusauuu.

Mepeaaya Aen NPOBOAMTCA B roCyAapCTBEHHOM (MYHULMMNANbHOM) apxuBe noeamHUYHO. Ha Bcex
yeTbipex 3K3eMnaApax onucei aen, AOKYMEHTOB MPOCTABAAIOTCA OTMETKM O nNpueme Aen.

Mpu nepBoit nepefaye OAOKYMEHTOB B rOCYyAapCTBEHHbIM (MyHMUMNAAbHbIA) apxuB nepegaerca
ncTopuryeckan cnpasKa K poHay. Mpu nocneayowmx nepeaadax 4OKYMeHTOB NnepeaaeTca A0NoJHEHME K
NCTOPMYECKOW CripaBKe.

6.8. Mepeaaya AOKYMEHTOB 0GOpPMAAETCA aKTOM Mpuema-nepesayn LOKYMEHTOB Ha XpaHeHue
(npunoxkeHune N 30), cocTaBnaembimM B ABYX 3K3emnaapax. OAnH 3K3eMNAAP OCTAeTCA B rOCyAapCTBEHHOM
(MyHUUMNANbHOM) apx1Be, APYroi - B NepeaatoLlelt opraHmMsaumn. Bmecrte ¢ JoKymeHTaMu nepenaercs
TPY 3K3eMNAsApa ONUCK e, AOKYMEHTOB, B TOM YMC/IE OOMH B 3/IEKTPOHHOM BUJE.

Echm npu nepepave OBHApY)KEHO pPaACXOXAEHWE Mexay WTOroBOM 3anmucbio ONucKU  Aen,
OOKYMEHTOB M PaKTUYECKMM HannumMem nepesaBaemMblx Aef, B ONUCK e, AOKYMeEHTOB odopmaseTca
HOBAaA UTOroBas 3aMucCb, B KOTOPOI YKa3blBatOTCA PaKTMUYECKOoe Hanuume Aen N HOMepa OTCYTCTBYHOLWMX
aen. Homepa oTcyTCTBYOWMX Aen GUKCUMPYIOTCA B aKTe Npuema-nepesadn gen Ha NnocTosHHOe XpaHeHue,
NPWYUHbI OTCYTCTBMA AN - B NpUIAraeMor K akTy npuema-nepenayun crpasBKe, MNOArOTOB/EHHOM
opraHusauuei.

ApX1B OpraHM3auMmM NpMHUMaET Mepbl MO PO3bICKY Aen. Ha OTCyTCTBYlOWME AOKYMEHTbI U AeNa,
Mepbl N0 PO3bICKY KOTOPbIX HE 4311 pe3ybTaToB, COCTAaBAAETCA aKT 06 yTpaTe AOKYMEHTOB (MPUAOKeHMe
N 6). YTpayeHHble NOAANHHUKM LOKYMEHTOB MOTYT 6bITb 3aMeEHEHbI UX KOMUAMM.

VII. NEPEOAYA JOKYMEHTOB MNMPU PEOPTAHU3ALIMW U NTUKBUOALINN
OPTAHU3AUMN, CMEHE PYKOBOAOWUTENTA APXUBA OPTAHUSALINNA



7.1. Mpu peopraHM3aumMm AN ANKBMAALMN OpraHM3aLUmMmn nepeaaya 1 AanbHenllee UCNoib3oBaHue
JOKYMEHTOB PeopraHU3yemon UaM AUKBMAUPYEMOWN OpraHM3aLmMy OCYLLECTBAAETCA B COOTBETCTBMM C
3aKoHoaaTenbcTsom Poccuitckoin Pegepaumm.

MNepepaya [AOKYMEHTOB JIMKBUAMPYEMOW OpraHM3auMM BXOAUT B 0OA33aHHOCTb KOMWMCCUMU,
obpa3oBaHHOM A5 nepedayn aen n UMyLLLeCTBa.

Mpn  NMKBMAALMM  OpPraHM3auMit -  UCTOYHWMKOB  KOMIMJIEKTOBAHWUA  TrOCY[apCTBEHHbIX
(MyHMUMNANbHBIX) apPXMBOB B COCTaB JIMKBUAAUMOHHOM KOMWCCUM BKAOYaeTCA npeacrtaBuTenNb
rocygapcTBeHHOro (MyHUUMNaabHOro) apxuea.

7.2. Tpy cMeHe pPyKOBOAMTENA apxuMBa OpraHuM3auMu (NMua, OTBETCTBEHHOrO 3a apXxvB
OpraHu3aumm) npuem-nepenadya AOKYMEHTOB apXMBa, YYETHOIO U Hay4YHO-CNPaBOYHOro annapaTa K HUM
OCYLLECTBAAETCA NO aKTy.



MpunoxkeHne N 1
K n.2.37 Mpasun

HamMveHoBaHMe opraHM3al UM

KAPTOUYKA IIOCTEJIIAXHOT'O
TOIIOTPAOGUUECKOT'O YKABATEJIA <*>

CTEJUIAX N XPAHMIIMIIE N
Wkadp N Monka N ®oHg N Onucb N Eo. xp.cN MpumeyvaHue
noN
1 2 3 4 5 6

dopmart A6 (148 x 105 mm)

<*> KapTo4yKkn noctennaxKHoro Tonorpaqueu(oro YKa3aTenA CoCTaB/IAKOTCA Ha Ka)Kp,blﬁ cTennax v NpuKpennarTcAa Ha Topu,esoﬁ CTOpPOHE CTennaxa.

MpunokeHue N 2
K n.2.37 Mpasun

HauveHOBaHME OpraHMn3alumn

KAPTOUKA I[IOPOHIOBOTI'O
TOIIOT'PAGVUECKOT'O YKABATEJIA <*>



®OHI N

HazBaume ¢oHIa

XPAHWIIMIIE N

Onucob Ea. xp.c N Crennax N Wkadp N Monka N MprmeyvaHun
N e
noN
1 3 4 5 6




dopmat A4 (210 x 297 mm)

<*> KapToukn nodoHAoBOro tonorpadpmuyeckoro ykasatens COCTaBAAKTCA Ha KaxkAablh ¢oHA U
pacnonaratoTcs B nopsiake Homepos GpoHO0B.

MpunnoxkeHme N 3
K n. 2.43 Mpasun

HaumMveHOBaHME opraHmzaumnum

AKT YTBEPXIA
N Pykorommresis opraHM3almumn
IPOBEPKU HaJIUUUSI
M COCTOSHMS apXMBHEIX IOOKYMEHTOB [loonuchb Pacumpporka
IoOnucu
®ono N ITaTa
HaseaHue odoHIa
Homepa onmcen
[IpoBepKa OpoBOOMJIACE C 1o
[IpOBEPKOM YyCTaHOBJIEHO:
1. UmMcamTcsa IO ONMCAM el en. xp.
(koJIMuecTBO)
2. BHIABJIEHBl TEeXHUUYECKME OMMOKM :
2.1. VmenTca JIMTEpPHBIE HOMEpa:
a) He yUTeHHHE B MTOTOBOM 3anmcu en. xp.
(xkoJIMUecTRBO)
©) He I[IepeuMrCJIeHHBEe, HO YyYTEeHHHE
B MTOTOBOM 3alMUcCH en. xp.
(xkoIMuUecTRBO)
2.2. TlponylmeHO HOMEPOB:
a) He YUTEeHHHEX B MTOTOBOM 3alucu en. xp.
(koJIMuecTBO)
©) He [NEepeuMCJIEHHHIX, HO YUYTEHHHX
B MTOTOBOM 3almucu en. xp.
(xkoIMuecTBO)
2.3. Ipyrue, B pe3yjibTaTe dyero oOBLeM
YBEIMUNMIICA Ha en. xp.
(koJIMuecTBO)
YMEHBIIMIICS Ha en. xp.
(xkoIMUuecTRBO)
3. UMCamMTCHa OO ONMCAM B pesyJbTaTre
YCTPaHEeHUsS TEeXHUUECKUX OmMUOOK en. xp.
(xkoJIMuecTBO)
4. He okaszajyioCcb B HaJUUUU en. xp.
(xomMuecTBO)
5. VMmeeTcsa B HaIMUMM IO HOAHHOMY QOHIY
(BKJIIOUEHHEIX B OIIMCU) en. xp.
(xkoJIMuecTBO)
M3 HUX TPeOyo X :
a) mesuHpeKLUIUU en. xXp.
(xkomMuecTBO)

0) IOesMHCEeKLUNU en. xp.




(koJIMUuecTBO)
B) pecTaBpaluumn en. xp.
(xkoJIMuecTBO)

MpoaonxkeHune npunoxeHna N 3
K n. 2.43 Mpasun

I') IHeperJieTa WM NOIUMBKU en. xXp.
(koNIMuecTBO)
II) BOCCTAHOBJIEHUS BaTyxXallMX TEeKCTOB en. xp.
(koNIMUuecTBO)
€) HeMCIpaBMMO [NOBPEXIESHHBIX en. xp.
(koJmIMuecTBO)
6. lViMeeTcsa He BKJIOUEHHBIX B OINWCHU en. xp.
(koIMUuecTBO)
7. VToro mo ImaHHOMY OQOHIOY (BKJIIOUEHHBIX M HE BKJIOUEHHBIX B OIMUCH) ,
UMEKIMXCSI B HaJIMUUMU en. xp.
(koJIMuecTBO)

8. XapakKTepucCcTuKa YCJOBUM XPaHEHUS

[IpoBepKy MHNPOUBBOONIINM :
HamMeHOBaHMUE

IOOJDKHOCTEMN
PabOTHUKOB [Monnmcu PacumppoBka nomnmcem

dopmat A4 (210 x 297)



HamMveHoBaHMe opraHM3al UM

AKT YTBEPXIA
N PyxoBommuTesb OpraHmM3alLmumn
O TexXHUMUECKMUX ommbKax lognmchb Pacumpporka
B YUETHBIX OOKYMEeHTax MNOONMUCU
DaTa

®oHnO N

HazBaunme ¢oHIa

B xome BHIIOJIHEHMSA OOHapyXeHH TexXHNYeCKMre
OmMOKM B 3alncAax

HasBaHue AOKYMEHTa Cyu.I,ECTByI'OLLI,aFI 3anncb C}'IE'AVET 3anncaTb
1 2 3
B pesymnbTatre KOJIMUECTBO E€IOMHUIL XpaHeHMs YBEeJIUUNIIOCH (YMEHBINMIIOCH )
Ha en. xp.

(umppamy, MOPONMUCEHIO)
[MpuMmeyaHUA :
HauMeHOBaHME IOJIKHOCTM paboTHMKA INonnmuce PacumdpoBka MNOOIMCHU

VI3MeHeHMa B YUeTHHE OOKYMEHTE BHECEHEH

MpunoxkeHne N 4
K nn. 2.43, 3.15 lMpasun



HammeHOBaHME OOJDKHOCTU

paboTHMKA apxuBa [Monnuce PacumppoBka NOONUCK
HauMeHOBaHMe OpTraHMU3aLUn
AKT YTBEPXIIA
N PyxoBommuTesb OpraHmM3alumn
06 OOHAPYXEeHUM IOKYMEHTOBR lonnuce PacumppoBka
(He oTHOCAmMXCS K OaHHOMY OQOHIY, MIOONMCHU
HEeyYUTEHHEIX)
DaTa
B xomne
(Bo paboThl)
OBDHAPYXEHO
(B donme, xpaHwnuie, paboueM IIOMELIEHUN)
N n/n | 3aronosok ea. | Ludp (ecnm | KpaltHue aaTbl | Kosmyectso K Kakomy MpumeyaHua
Xp. ecThb) uncrtos doHay
(06beEm, M6) OTHOCUTCSA
1 2 3 4 5 6 7

dopmat A4 (210 x 297 mm)

Mpunoxkenne N 5
K nn. 2.43, 3.15 lMpasun



Toro OOHaApyXeHO IOKYMEHTOB IOOKYMEHTOB
(urdpaMy M HNPONMCHIO)

HamMeHOBaHME IOOJDKHOCTHM PabOTHUKA Mopnuce Pacumbporka nomnmucu
VI3MeHeHUSa B YUeTHBIEe IOOKYMEHTEI BHECEHEL
HamMeHOBaHME IOJDKHOCTU

paboTHMKA apxuBa llonnuce Pacumdpposka
jafedisnizie)Zi

dopmat A4 (210 x 297 mm)

MpunoxkeHune N 6
K nn. 2.44, 3.15,4.32, 6.8 MNpasun

HamveHoOBaHMe OpraHMn3almn

AKT YTBEPXIA

N PykoBomuress opraHmM3alLumu
00 yTpaTe OOKYMEHTOB Ilopmnmce Pacumpporka

IOONMCHU
IDaTa
donnm N
(HazBaHUe GQoHIa)
B pesyneTare YCTAHORBJIEHO OTCYyTCTBHMe B GQoHIe

[IEPEeUMCIJIEHHEIX HMXE nes, NpennprMHATEE AapXMBOM MEPH IIO PO3BICKY HOell

MOJIOXUTEJIBHEIX PEes’yJIbTATOB HE HajiM, B CBSA3M C UEeM CUMTaeM BOBMOXHEIM CHSTH C
yueTa:



Nn/n| Onncb N | Ea. xp. 3aronoBokK ea. xp. KpanHue patbl| Konuuyectso |[Mpeanonaraembie
N nnctos NPUYUHBI
(o6bem, M6) OTCYTCTBUSA
1 2 3 4 5 6 7
Toro en. xXp.
(urdpaMyt ¥ HOPONUCHI)
ConepxaHme YTPadYeHHBIX IJOKYMEHTOB MOXeT OBITH YaCTUUYHO BOCIIOJIHEHO

crylienyromyMmM en. Xp. @

(HoMepa en.

HamMeHOBaHME HOOJDKHOCTU
PYKOBOOUTEJIS apxXuBa
(MMua, OTBETCTBEHHOTO 3a apXuB)

COTJIACOBAHO <*>
[IpoTokosi JIK apxXMBHOI'O yUpPEeXIeHUA
oT N

VI3sMeHeHUd B YUYeTHBEIE IJOKYMEHTEI BHECEHEI

HamMeHOBaHME OOJDKHOCTMU
paboTHMKA apxuba

¥ UX TPYIINOBBE 3aT'OJIOBKM)

I[Toonuce PacumppoBKa NOONUCK
COTJIACOBAHO

IIpoTokosn U3K (5K) opraHMsaumum

oT N

[Momnmcob PacumppoBka nomnmcu

<*> Ecnu He O6HapY)KeHbI Aena NoCTOAHHOIo XpaHeHuA.

dopmat A4 (210 x 297 mm)



HamMveHoBaHMe opraHM3al UM

KAPTA-3AMECTUTEJIE IEJIA

IeJjio

(N 1 HasBaHUe)
Onmco

(N m HaszBaHUEe)
QOoHL

BelmaHO BO BpPEMEHHOE I10JIb30BaHME

(N 1 HasBaHUe)

(uMTadbHEM 23aJl) :

N ®.1.0. nonb3oBartens [ata Bblgaum [ata MNoanuce Moanuce
n/n BO3BpaTa | BblAABLUIEro AeN0| MNOAYYUBLLETO
neno
1 2 3 4 5 6

MpunoxkeHne N 7
K nn. 2.47 Mpasun

dopmat A4 (210 x 297 mm)

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



JMCT-3ABEPUTEJIL IEJIA N

B mejie HOOWMTO UM IIPOHYMEPOBAaHO JILCTOB
(umbpaMy M MNPONMCHIO)

c N rno N , B TOM UMCJIE:
JIMTEPHEIE HOMEpa JIMCTOB

IIPOIIYUWIEHHEIE HOMEepa JIMCTOB

+ JIMCTOB BHYTPEHHEN ONUCHK

OcobeHHOCTM GU3NYECKOTO COCTOAHMA U GOPMUPOBaAHUSA Aena Homepa nucrtos

1 2

HamMveHOBaHMe OOJDKHOCTU
paboTHMKA [Momnmce PacumppoBKa NOONUCK

TaTa

HamMeHOBaHME OpIraHMU3aLnN
JIMCT MCIIOJIb3OBAHMA IHOKYMEHTOB

®oHnm N Onuce N Iesno N

3aroJIOBOK Hejia

dopmat A4 (210 x 297 mm)

MpunoxkeHne N 9
K n.2.47 Mpasun



[ata Komy BblgaHo: XapakTep ncnoab3oBaHMUA N Moanwvck nnua,
NUCNonb3oB | pamunmsa, MHUUMaNbl | (KONMpoBaHWE, BbINMUCKK, | UCMOJIb30OBAHHbI | MCMNO/Ib30BaBLUErO
aHus (pasbopumBo) npocmoTp) X IMCTOB aeno

1 2 3 4 5

dopmat A4 (210 x 297 mm)

MpunoxkeHue N 10
K n. 2.46 Mpasun

HammveHnoBaHMe oOpraHn3alumn
AKT

N
O BBHIIAUE II€JI BO BPEMEHHOE IIO0JIB30BaHUME

(HauMeHOBaHMEe opIT'aHM3aluy,
ee azmpec, I[OUTOBHIM MHIEKC)

OcHOBaHMe

IOnsa Kakoy LejiM BeHOalTcd en. xp. u3 ¢onma N

(HazBaHMe QOHIAa)

N n/n |Onuce N| Ea. xp. | 3aronioBoK ea, KpanHue | Konnuyectso nncTos, MprmeyaHue




N Xp. Oatbl dopmart (0bbem,
M6)
1 2 3 4 5 6 7
Bcero BrimaeTcs en. Xp.,
(umdpaMyt ¥ HOPONUCHI)
CPOK BOB3BpAalleHUS .
,I[ena BBIOAHEBI B YIOPAOOUEHHOM cocrToaHUM, IIOOWMTHI, B O6J’IO)KKaX, C

IPOHYMEPOBAHHEIMM JIMCTaMMU U
MonyyaTenb o0043yeTcd
IOJIb30BaHMe, I[IOCTOPOHHUM
CIopaBOK, He NyOJIMKOBATH
nena.
[lonyuaTesbe 00A3yeTCH
aKTe CPOK.

3aBEPUTEJIbHEMY HAONMCAMM.

He IpenoCTaBJIAThL Jejla, [OJIydeHHBIe BO BPEMEHHOE
JauiiaM, He BBOaBaTh IO HMM KOMNMM, BHIMCOK U
IOOKYMEHTE 0e3 pas3pelleHrsa OopraHm3aluy, BHEIOABILIEN

BEPHYTH neJlia B aAapXMB OpT'aHM3alVM B yKaBaHHHﬁ B

MonyuyaTesnb npenylripexneH o6 OTBETCTBEHHOCTUM IIO0O 3aKOHY B CJlydae YyTpaTel

Iy IIOBPEeXIOEeHUA II0OJIYYEeHHBIX

HammMeHOBaHMEe IOOJIXKHOCTU
PYKOBOIMTEJA OpPraHM3alun,
BBHLIAKIEN IeJia

[Mopnucse Pacumpposka
NOONMCHU

TaTa
[leyuaTe oOpraHMB3aLUMU

BO BpeMeHHOe II0JIb30OBaHMe IIeJl.

HammMeHOBaHMEe IOOJIKHOCTU
PYKOBOIOUTEIA
opraHM3aluMM-IIoJIydaTesid

[opnucse Pacumpporka
NOONMUCHK

ITaTa
[leuaTe oOpraHMB3aLUMU

MpoaonxeHue npunoxxkeHuna N 10
K n. 2.46 Mpasun

dopmat A4 (210 x 297 mm)



Mpunoxkenne N 11
K nn. 3.6, 3.15 Npasun

(HauMeHOBaHME OpTaHM3aluM)

(HaBzBaHME apxMBa OpIaHM3aALUM)

KHUTA
yyeTa INOCTYIIJIEHUA U BEIOBITIMS neJjli, IOOKYMEHTOB
Tom N
HauartT
OKOHUEeH
dopmat A3 (297 x 420 mm)
MpogonxeHue npunoxkeHma N 11
K nn. 3.6, 3.15 MNMpasun
N [ata HanmeHoBaHue | HaumeHos | HasBa oAbl Bua MocTynneHne onncaHHbIX | BblbbITMe onncaHHbIX | HeonucaHHbIxX | Mpumey
n/n | noctynn opraHmsauum aHue, HUe U | NOCTYNUB | HOCUTE OOKYMEHTOB OOKYMEHTOB aen, aHue
eHmA U (cTpyKTYypHOTO HOMEpP U | HOME | WKUX UK | na <*> [OKYMEHTOB,
BbIBbITU | NoApasaeneHus, fara p BbIObIBLL Konnuectso ea. xp. Konnuectso ea. xp. JINCTOB
A /ML, apxmBa), OT | AOKYMeHTa | GOHA, nx
LOKyMe KOTOpOM , o a LOKYMEH nocTon | BpemeH no nocTo |Bpeme| no | nocTy | BbiObI
HTOB noctynuau (Mam | Kotopomy TOB Mo HHOTO HOFO | IMYHO | AHHOT | HHOTO | IMYHO | NWUAO no
BblObIIN) nocTynuan onucum XpaHeH | (cBbiwe my o (cBbiw | my
[OKYMEHTbI U na 10 neT) | coctaB | xpaHe | e 10 |cocTaB
BbIObIN y HUA | neT) y




AOKYMEHT
bl
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16
NToTrOo B TOonoy TMOCTYIIMIIO en. xp., B TOM UMCJe: Ha
(urdpaMyt ¥ HOPONUCHI)
OyMaxHOM HoOCHUTEeJe , BJIEKTPOHHEIX ,
(urbdpaMy M MNPONMUCHIO) (umbdpaMm M MNPONMUCHIO)
AyIMOOOKYMEHTOB , BUIOEOIOKYMEHTOB .

(umdpaMr ¥ HOPONUCHI) (umdpaMrt ¥ HOPONUCHI)
IIOKAa3EBATCA pas3melibHO MTOT'OBBE IaHHBE O I'pabdam 8, 9, 10, 14 xHUTHU;
BRIOBLITO en. xp., B TOM uMcCJie: Ha OyMaxXHOM HOCUTEJE
(umbpaMy M NPONMCHIO)

y DSJIEKTPOHHEIX

(umdpaMyt ¥ HPONUCHI) (umdpaMrt ¥ HPONUCHI)
Ay IMOIOOKYMEHTOB , BUIEOIOKYMEHTOB .
(umbdpaMy M NPONMCHIO) (umbdpaMy M MNPONMCHIO)
IOKASBEIBATCA pPasmdelJIbHO MTOTOBHBE IaHHBE 1o rpadbam 11, 12, 13, 15.

HaumveHOBaHMe OOJIXHOCTM JIMLE,
COCTaBMBIIET'O MTOI'OBYI I'OOOBYIO 3allMMChb [ognuce PaCMM@pOBKa IIOOInmMcCum

HamMveHOBaHMe IOOJIKHOCTM PYKOBOIMTEJNA apxmusa lloonmchb PacumppoBka nomnmcu
(yinla, OTBETCTBEHHOI'O 33 apXuB)

TaTa

<*> B rpade yKasbiBaetca sua Hocutena (BH - 4oKymeHTbl Ha BymaxkHOM HocuTene, I/ - 31eKTPOHHbIE AOKYMEHTbI).

dopmat A3 (297 x 420 mm)



HauvmeHoBaHMe OpPIraHM3al M

CIIMCOK SOHIOB

ToMm N

Hauat

OKOHUEH

N [ata nepsoro | HasBaHue poHAa OTmeTKa o BbIbbITUK POHAA MpumevaHne
¢doHaa nocTynieHus
[OKYMEHTOB Kyaa Bbibbin Aatan N
doHaa JOKYMEHTa, Ha
OCHOBaHUM
KOTOPOTO BbIbbIN
1 2 3 4 5 6
Ha 01.01. ToIa B CIMCOK BKJIOUEHH QOHOH C N nmo N

3 CIIMCKa MCKJIIOYEHEL @OHHM c N
Bcero XpaHuTrcd B apXumBe

no N

GOHIOOB, M3 HUX:

(umbdpaMm M HOPONMCHIO)

comepxatT ocoBO LeHHEBEIE HeJia.

MpunoxkeHune N 12
K nn. 3.6, 3.15 MNpasun

dopmat A4 (210 x 297 mm)

MpoaonxeHue npunoxxeHna N 12
K nn. 3.6, 3.15 MNMpasun



(umdpaMmyt M MOPONMCHI)
Homepa cBOOOXIHEIE :
Homepa BHOHIBUIME (I[IepelaHHBE) :
HavMeHOBaHME OOJIXHOCTU
paboTHMKa apxuea, COCTAaBUBIIEIO
TOOOBYI MTOTOBYI 3alMCh lNoanmchb PacumppoBka NOONUCK
HamMeHOBaHME OOJIXHOCTU
PYKOBOOMUTENA apxuBa

(J'H/ILLa, OTBETCTBEHHOI'O 3a apXMB) [Mopnuce PaCU.H/I@pOBKa rnogrimcum

HaTa

dopmat A4 (210 x 297 mm)

MpunoxkeHune N 13
K nn. 3.6, 3.15 MNpasun

JMCT SOHIA N

(MecToHaxoxmeHve GoHIa (DaTa mepBOTO MNOCTYIJIEHUS
(HaMMeHOBaHME oOopTraHu3aumy, IOOKYMEHTOB GoHIa)
roe xpaHuTcsa GoHn))

KpaliHue gaTbl Kaxg0oro HasBaHus HasBaHwue ¢poHga
doHaa

1 2




1.

YUeT HEeONMCAHHBIX IOOKYMEHTOB

[arta HasBaHue, N n gata AOKYMEHT], MocTtynneHune BbibbiTHE Hannuune
3anucu Nno KOTOPOMY MOCTYNUAN UNU (octatok)
BbIObINN AOKYMEHTbI
Konwnuect | KpaitHue | Konnuect | KpaitHue Bcero gen
BO Aen haTbl BO Aen AaTbl
1 3 4 5 6 7
2. YueT ONMCAHHBEIX JOKYMEHTOB
[aTta Homep log HasgaH | lNoctyn BbibbiTHE Hanunune (octatok)
3anucu | onucu ne nno en.
nen onucu Xp. Konnye | OcHoBa | B tomuucne no | Konnue B Tom uncne:
UAn cTBO €4.| Hue onucam, CTBO ef.
aHHOTa Xp. BbIGLITU | YTBEPKAEHHBIM Xp. NOCTOAHHOrO XpaHeHUs no IMYHOMY
LHm q 3MK cocTasy
(Ha3BaH N N
AOKYyME e Konuye | KpanHu U3 HUX NO KO/n4ye | KpamHu
HTOB p,aTa, N CTBO eAl. | e AaTbl onucam, CTBO eA. | e Aathbl
7
Xp. ef. Xp. TBEPXKAEHHbIM Xp.
[OKyMe p A. XP. | YTBEPHKA, p
MK
HTa)
Konunue | KpaitHu Koan4e | KpaiHu
CTBO eAl. | e aaThbl CTBO eA. | e AaTbl
Xp. Xp.
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16




dopmat A4 (210 x 297 mm)

MpunoxkeHue N 14
K nn. 3.6, 5.5 Mpasun

HamMeHOBaHMEe oOpraHu3alumn YTBEPXIA

dounnmg N PykoBomuTresb OpraHM3alnu
Illoonmce Pacumpposkra

OIIMCh N TIOONMCHU

oeJ IOCTOSAHHOTO XpaHeHUS DaTa

3a hnfo}i

N n/n MHpaekc gena 3aroq10BOK Aena KpaliHue gaTbl Konunuectso MpumevaHue
INCTOB
1 2 3 4 5 6

Ha33aHmepa3Aena

B HmaHHBEIM pas3dell ONMCKU BHECEHO ne,
(umbdpaMm M HNPONMCHIO)
c N no N , B TOM UMCJIE:
JIMTEePHBIE HOMepa:
NPOIylleHHEIE HOMepa:

HamMeHOBaHME IOOJIKHOCTU
COCTaBUTENA ONUCU [opnuce Pacumbporka nomnmucu



HavMeHOBaHMEe IOJDKHOCTU
PYKOBOOUTEJNS apxuBa
(MMua, OTBETCTBEHHOIT'O 3a apxXmB)

COTJIACOBAHO

IpoToxos LU3K (32K) opraHuzaumum
oT N

HammveHnoBaHMe oOpraHM3alumn

Illopnmce

YTBEPXIEHO

Pacumbporka nomnmucu

[IpoToxkos 3K apxXMBHOTO yYpexXIeHMS

oT

N

YTBEPXIAO

donnm N PykoBomuTresb OpraHM3alnu
OIlMCh N [Moonucse PacumppoBxa
IeJl 110 JIMYHOMY COCTaByYy IIoOnnMcCum
3a Ton ITaTa
N n/n UHaeKc 3aronoBoK KpaitHue CpOK xpaHeHunsa Konunyectso MpumeyaHu
aena aena haTbl INCTOB e
1 2 3 4 5 6 7
B DmaHHBIM pasnej ONMUCK BHECEHO nes,

no N

(LmdpaMm M HPONMCEI)
, B TOM dMCJIEe:

dopmat A4 (210 x 297 mm)

MpunoxkeHune N 15
K nn. 3.6, 5.5 Mpasun



JIMTEPHBIE HOMEpa:

IIPOIIYyUIEHHEIE HOMEPa:

HamMeHOBaHMe OOJIXKHOCTU
COCTaBUTENIA ONUCU

HavMeHOBaHME OOJIXHOCTU
PYKOBOOMTENA apxuba (namuua,
OTBETCTBEHHOTO 3a apxuB)

COTJIACOBAHO
[IpoToxos LSK (39K) opraHm3zaumum
oT N

HammMmeHnoBaHMe opraHmM3alum
doHnm N

OIlMCb N

nesl BpeMeHHEX (cBomie 10 JeT)

CPOKOB XpaHeHUs

3a ron

Ilopnmce

Ilonnmce

Pacumbporka nomnmucu

PacumdpoBKa IOONUCU

COTJIACOBAHO
[IpoTokosn 3K apxXMBHOT'O yUYpeXIeHUS

oT

N

YTBEPXIAI
PykoBOoOuTeJIb OpraHM3aLuu

ITomnuce PacumpporBka
MNOINNCHU

IlaTa

N n/n NHaekc
aena

3aronoBoOK Aena

KpailtHne patbl

CpOK XpaHeHMusA
nncros

Konunuectso MpumeyvaHu

e

1 2 3

5 6

7

dopmat A4 (210 x 297 mm)

MpunoxkeHue N 16
K nn. 3.6, 5.5 Mpasun



B nmaHHE pas3nej ONMCK BHECEHO ne,

c N

JMTEPHEIE HOMEPa:

(umbpaMy M NPONMUCHIO)

IIPOIIYUIEHHEIE HOMEPa:

HamMveHOBaHMEe OOJIKHOCTU
coCcTaBUTEJId OIIMUCU

HavMeHOBaHME OOJIXHOCTU
PYKOBOOMTENA apxuba (amua,

OTBETCTBEHHOI'O 3a apXMB)

COTJIACOBAHO

[IpoToxos LSK (39K) opraHm3auum

oT N

HammMveHnoBaHMe opraHmM3alum
®oHng N

OlMCb N

BJIEKTPOHHBEIX IeJI, HOOKYMEHTOB
IIOCTOAHHOT'O XpPaHeHUd

3a Ton;

no N , B TOM UMCJIE:
Moonuce Pacumpporka nomnmcu
[omnmce Pacumpporka nomonmcu
YTBEPXIAIO

PykoBomomuTesb OpraHmM3alLum
[Momnmce Pacumpporkra

IOIONNCH
IlaTa

dopmat A4 (210 x 297 mm)

MpunoxkeHne N 17
K nn. 3.6, 4.19, 5.5 Mpasun



N n/n MHpaeKkc gena 3aros10BOK Aena KpaliHue gaTbl 06bem, M6 MpumeyvaHua
1 2 3 4 5 6
B nmaHHE pas3nej ONMCY BHECEHO ne,
(umdpaMr ¥ OPONMUCHI)
c N no N
(umbdpaMy M NPONMCHIO) (ubdpaMm M MNPONMCHIO)
oBBEMOM M6.
HammMeHOBaHME IOOJIKHOCTU
cocTaBUTEJIA ONUCU [Moonmuce Pacumpporka nomnmcu
HauMeHOBaHME IOOJIXHOCTU
PYKOBOOMTENA apxuba (amuua,
OTBETCTBEHHOT'O 3a apxuB) Momnuce PacumppoBKa IOIONUCU
COI'JIACOBAHO YTBEPXIEHO

[IpoToxos L3K (3K) opraHuzaumuu
oT N

[NPVWJIOXEHVE K OINCK N
BJIEKTPOHHEIX IeJI, OOKYMEHTOB
[IOCTOSAHHOT'O XPaHEeHUS

3a ron;

[IpoToxos 3K apxXMBHOTO ydYpexXIeHMS
oT N

dopmat A4 (210 x 297 mm)

MpoaonxkeHne npunoxexHna N 17
K nn. 3.6, 4.19, 5.5 Mpasun



PeecTp IOOKYMEHTOB

<EF>

N en. xp.

10 OInmcum

(KOHTEMHEPOB 3JIEKTPOHHBIX IOKYMEHTOB) BJIEKTPOHHOTO Heja:

VHOekC neJja

3aroJIOBOK Hejia

HaTta Per.N HavmeHoBaHMe AOKYMEHTA O6bvem, M6 MpumeyvaHua
OOKyMeHTa OOKYMEHTa
1 2 3 4 5
HammMeHOBaHMe OOJIXKHOCTU
COCTaBUTEJId ONMUCU [lomnmcsob Pacumpporka nomnmcu

<*> CocTaBnAeTca Ha Kaxg0e 3/1eEKTPOHHOE Aeno.

HammMveHnoBaHMe opraHM3alun

®oHno N

OINMChb N

OJIEKTPOHHEIX »OeJl,

IOJOKYMEHTOB

YTBEPXIAI

PykoBpommuTeslb OpIraHM3aLUU
Homnmce Pacumbpporka

NOONNCH
IlaTa

dopmat A4 (210 x 297 mm)

MpunoxkeHne N 18
K nn. 3.6, 4.19, 5.5 Mpasun



BpeMeHHEX (cBreie 10 JeT)
CPOKOB XpPaHeHUS

3a TOoxn
N n/n | UHpekc 3aronoBoK gena KpanHue Cpok O6bem, M6 | MpumeyaHun
nena AaTbl XpaHeHusA
1 2 3 4 5 6 7
B maHHEI pas3Oejl ONMCU BHECEHO nes,
c N rno N .
(umdpaMr ¥ HPONUCHI) (umdpaMrt ¥ HPONMUCHI)
o0BEMOM M6 .
HamMmeHOBaHMe OOJDKHOCTU
cocTaBUTeEJId OIUCHU I[Toonmce PacumppoBKa NOANUCU
HauMeHOBaHME IOJIXHOCTU
PYKOBOOMTEJNA apxuBa (Jaula,
OTBETCTBEHHOT'O 3a aApPXUB) [Momnmce PacumppoBka NOONUCK

COTJIACOBAHO

[IpoToxkos LSK (39K) opraHu3auum
oT N

dopmat A4 (210 x 297 mm)

MpogonxkeHne npunoxeHna N 18
K nn. 3.6, 4.19, 5.5 Mpasun



IIPUMJIOXEHME K OIIMICM N
BJIEKTPOHHEIX IIeJI BPEeMEeHHEBIX
(cepuue 10 J1eT) CPOKOB XpaHeHUS

3a infedit

PeecTp IOOKYMEHTOB (KOHTEMHEPOR BJIEKTPOHHBIX HOKYMEHTOB)
<Fx>

N en. xp. o onmcu VHOoekCc neJja

3aroJIOBOK mejia

SJIEKTPOHHOT'O HeJjia:

[aTta Per.N HavmeHoBaHMe AOKYMEHTA O6bem, M6 NpumeyvarHuna
OOKyMeHTa OOKyMeHTa
1 2 3 4 5

HamMmeHOBaHMEe OOJIKHOCTU
cocTaBUTEJIA OIIMUCU [omnuce

<*> CocraBnaeTca Ha Kax40e 3/1IEKTPOHHOE Aeno.

HamMveHnoBaHMe opraHM3alun

PacumdpoBKa IOONUCU

dopmat A4 (210 x 297 mm)

MpunoxkeHne N 19
K nn. 3.6, 3.11, 3.15 lMpasun



PEECTP OIIUCEN

HauatT

OKOHUEH

HamMeHOBaHME IOJIXHOCTM paboTHMKA

apxmBa oOpraHM3aluy,

cocTaBMBIIEI'O

(umbpaMy M MNPONMCHIO)

N N N HassaHue Konuuectso agen B onucu Kpaiinu | Konnye | Konnyec | Mpume
n/n | doHga | onmcn | onucu e patbl | CTBO TBO YaHue
NOCTOAH | BPEMEHHO no NUCToB | akzemnn
HOro | ro (cBbiwe | IMYHOMY Bonucn| sApos
XpaHeHu | 10 net) | cocraBy onmcu
A XpaHeHus
1 2 3 4 5 6 7 8 9 10 11
Bcero XpaHuTrcd B apXuBe onMceﬁ, 3 HUX
(umdpaMmt M HOPONMCEI)
IIOCTOAHHOTI'O XPaHeHud ’
(umdpaMmt ¥ HOPONMCEI)
BPEMEHHOTO xXpaHeHmusa (cebine 10 jemT) )
(umppaMm ¥ MIPONMUCEHIO)
IO JIMYHOMY COCTaBy ’
(umdpaMm M HOPONMCEI)
B TOM UYMCJIe INOCTYyNMUJIO B rony onucem
(LMdpaMm M HPONMCEI)
B TOM UMCJIE€ BEHIOHIJIO B rony onucemn

dopmat A4 (210 x 297 mm)

MpogonxeHue npuaoxkenHma N 19
K nn. 3.6, 3.11, 3.15 Mpasun



peecTp onuceum
n{ePrinizie)ss

HamMeHOBaHMe OOJIXKHOCTU
PYKOBOOMTEJNA apxupBa (aula,
OTBETCTBEHHOT'O 3a apXUB)

rnogrmcum

HaTa

YTBEPXIAO

PyKOBOOMTEJNbL OpTaHM3aluM,
nepenammer IJOKYMEeHTEL

IlNommnmce PacumppoBka
MOONVCH
TaTa [leuaTsb
AKT
N

InprueMa-Iliepernady apXMBHBIX
OJOKYMEHTOR Ha XpPaHeHNte

[Moonmcse PacumppoBka nomnmcu

[Moonmce PacumppoBka nomnmcu

YTBEPXIAO

PykoBomouTesib opraHMn3anuny,
anHMMammeﬁ JOKYMEHTEL

IlTommnmce PacumppoBka
MOIINNCHU
ITaTa
I[leuaTsb

(OCHOBaHME Iepenaun)

(HasBaHMe HnepenaBaeMoro GoHIA)

cman,

(HaB3BaHMe opraHMs3alUuM, [Iepelapley OOKYMEHTH)

dopmat A4 (210 x 297 mm)

MpunoxeHune N 20
K n. 3.15 Mpasun



a

IPWHSJI

OOKYMEHTH Has3BaHHOTO GoHIa u Hay"‘lHO—CHpaBOqHBIVI arriapaT K HMM:

(HazBaHUE OopraHMn3almnumn HpMHMMaIOLL[eIZ OOKYMEHTHI)

N n/n HasBaHue, Homep onucu Konnyectso Konnuyectso ea.| MpumevaHua
3K3eMNIAPOB ONUCHK Xp.

1 2 3 4 5
ATOro NpMHATO en. Xp.
[lepemauy NOpPOM3BEJINM: [lpreM OPOUB3BEIM:

JOJIXHOCTB [Topgnuce Pacumpporka JOJIXHOCTB [Topgnuce Pacumpporka
Imonornmcum Imonormcum
IlaTa IlaTa

donny npucsoeH N

VI3MeHeHUd B YUYeTHBEIE IJOKYMEHTEI BHECEHEI.

JOJIXHOCTB

IlaTa

Ilommnmce

PacumppoBka HOONIUCU

dopmat A4 (210 x 297 mm)

MpunoxkeHune N 21
K nn. 3.15,4.11, 4.13 Mpasun



HammeHoOBaHUME OopraHMn3almmn

AKT YTBEPXIAIO
N PykoBomuTesbs opraHmM3alLumu
O BEHIOEJIEHUM K YyHUUTOXEHMIO
APXUBHEIX IOOKYMEHTOB, [Momnmce Pacumpporka
He roagjyiexaummrx XPaHEeHMIO InoOnmncum
ODaTa

Ha ocHoBaHum

(HaSBaHVIe M BBEIXOIHBIE IOAaHHEBEIE II€pPEeYHA ITOKYMEHTOB C YyKa3aHMEM

CPOKOB MX XPaHEHUS)
OTOOPaHEl K YHUYTOXEHMIO Kak He MMellMe Hay4YHO-MCTOPMYECKOM LIeHHOCTMU U
yTpaTuBLIME IPakKTHUUeCKOoe 3HaueHMe OOKyMeHTH ¢oHma N

(HazBaHMe QOHIAa)

N 3aronoBoK gena oAbl Homep | Homep ea. |Koauuect Cpoku Mpumeya
n/n | (rpynnoBoi 3aronoBokK onucu Xp. no BO ef. XPaHeHUA n Hue
OOKYMEHTOB) <*> onucu Xp. HOoMepa cTaTel
Nno nepeyHto

1 2 3 4 5 6 7




NToro en. xXp. 3a TOOBL.
(udpaMm ¥ MNPONMCHI)
Onmcm mejyi NOCTOAHHOTO XPaHeHMA 3a ronsl yTBepXxneHe JIIK

(HaMMEeHOBaHME APXUBHOTO YUYPEXIEHMUS)
(mpoTokKOJ OT N )

HauMeHOBaHME IOJIKHOCTU
PYKOBOOUTEJNSA apxmupa (Imua,

OTBETCTBEHHOTO 3a apXUB) [lopnuce Pacumbpporka nomnmucu
COTJIACOBAHO

[Iporokosi ISK (9K) opraHmzaumum

oT N

<*> [pn BblAGNEHUN K YHUUTOXKEHMIO AOKYMEHTOB MPW NOAroTOBKE Aen K nepegaye B apxus
opraHusauuu rpadsl 4, 5 He 3anonHAKTCA.

MpogonxkeHue npunoxeHna N 21
K nn.3.15,4.11, 4.13 MNMpasun

IOKYMEHTH B KOJIMUECTBE en. xp.:
- Ha OyMaXHOM HOCUTEJIE BEeCOM KI' CHOAaHBI
Ha YHMUUYTOXEHUE;

- Ha BJIEKTPOHHOM HOCHUTEJIe CIaHbl Ha YHUUTOXEHME

(crtoco® YHUUTOXEHMS)

HamMeHOBaHME OOJDKHOCTU pa@OTHMKa,
ComaBmero OJOKYMEHTEL [Iomnuce PaCMM@pOBKa Inongrimcm

IDaTa

VIBMEHEHMA B YyUETHBEE IOKYMEHTEl BHECEHEH.
HauMeHOBaHME IOOJIXHOCTU paGOTHMKa
apXI/IBa ;, BHeCIIeI'O M3MEHEeHUHA

B Y4YE€THBEIE IOOKYMEHTEI [lopnuce PaCMM@pOBKa Imonornmcm

IDaTa

dopmat A4 (210 x 297 mm)



HamMveHoBaHMe opraHM3al UM

AKT

N

O HeNMCIIPAaBVMEIX IIOBPEeXIEeHMAX

APXVIBHEIX IOTOKYMEHTOB

B dboHIe OOHapyXeHH IOOKYMEHTH,

®oHno N

YTBEPXIAIO

PykoBomuTesb OpraHM3aln

[Momnmcse Pacumpporka
IOONNCH

DaTa

(HazBaHMe GQoHIa)

IIPVM3HAHHEBEIE HENMCIIPABMMO IIOBPEXIESHHBIMU

N Onuco | Ea. xp. N 3aronoBoK KpaliHue gaTbl Konnyectso CywHocTb 1
n/n N noBpexaeHHbIX ea. Xp. nmctoB (06bem, NPUYNHbI
M6) noBpeXKaeHus
1 2 3 4 5 6 7

MpunoxkeHune N 22
K n. 3.15 Mpasun



VToro OOHApPYXEHO HEMCIPaBUMO IMOBPEXIEeHHHX

en. xp.
(umdpaMm ¥ OPONMUCHI)
[lepeuncIieHHBE €. XpP. [NOAJIeXaT CIOMCaHMIO BBUIY:
HavMeHOBaHME OOJIKHOCTU
PYKOBOOMTEJIA apxmupa (Jamuua,
OTBETCTBEHHOTO 3a apXUB) [lopnuce Pacumbporka nomgnmucu
COTJIACOBAHO COTJIACOBAHO <*>
[Iporokos L2K (3K) opraHmsauum [IpoTrokost JIIK apxXMBHOTO yUpeXIeHUA
oT N oT N
VI3MeHeHMs B ydeTHBe IOKYMEHTH apxVBa BHECEHH.
HavMeHOBaHME OOJIKHOCTU
paboTHMKA, BHECIEIO M3MEHEHUS
B y4YeTHBEE IOOKYMEHTEH ITomnmuce PacumdpoBKa NOIOIUCU

IDaTa

dopmat A4 (210 x 297 mm)

<*> [1nA NOKYMEHTOB, BK/IIOYEHHbIX B cocTaB ApxmMBHoro ¢oHaa Poccuiickol deagepaumu.



HamMveHoBaHMe opraHM3al UM

HammeHoBaHUE CTPYKTYPHOTI'O

nmompasneJyieHnsd
OINCh N
el
N UHaeKc 3aros10BOK Aena KpaitHue patbl Cpok Konunyectso | MNpumeyaHue
n/n aena XpaHeHunsa JINCTOB
<*>
1 2 3 4 5 6 7

HassaHue pasgena

B maHHYI ONMCH BHECEHO

neJl

c N

JIMTEPHBIE HOMEpa:

(umdpaMm ¥ HOPONMCEI)
o N , B TOM UMCJIIE:

IIPOIIyULIeHHEIE HOMeEpa:

HammMeHOBaHME IOOJIXKHOCTU
PYKOBOIOUTEJIA CTPYKTYPHOTO
nogpasnejieHus

COTJIACOBAHO
HamMeHOBaHMeE OOJIXHOCTU

pykoBOOMTEeJNS CJyX0Oe I0OY

[Nomnmce Pacumpporka

lMoonmce PacumppoBka nonnmucu
COTJIACOBAHO <**>
[IpoToxon 3K CTPpyKTYypPHOI'O

nmompasneJyiIieHnAd

oT N

MpunoxkeHune N 23
Knn.4.11, 4.31 Mpasun



loonucu

IlaTa



<*> [pada onycKkaeTca B ONMCKU Ae NOCTOAHHOTO CPOKa XpPaHeHMS.

<**> Mpu Hannumm K CTPYKTYpHOTO NnoapasaeneHus.

MpogonxkeHne npunoxeHna N 23
Knn.4.11, 4.31 MNMpasun

[lepenan
neJt

(umbpaMy M NPONMUCHIO)
n PeIrMCTPalMOHHO-KOHTPOJIBHEIX KAapTOTEK K HOOKyMEeHTaM.
(umdpaMm ¥ MOPONMCHI)

HauMeHOBaHME IHOOJDKHOCTU paGOTHMKa

CTPYKTYPHOTO NOAOpPa3OeJIeHMSI lNoonmuce PacumdpoBka NOONNUCH

[IpuuAan neJt
(undpaMm M OPONMCHI)

n pPerMcTpauMoOHHO—KOHTPOJIbHEIX

(undpaMm M OPONUCHIO)
KapTOTEeK K IOKYMEeHTaM.

HamMeHOBaHME IOOJDKHOCTU
paboTHMKA apxXMUBa [lonnmce PacumppoBKka MNOONMUCHU

ITaTa

dopmat A4 (210 x 297 mm)



MpunoxkeHue N 24
Knn.4.11, 4.31 Mpasun

HamMveHoBaHMe opraHM3al UM

®oHnm N

OINCBh N
BJIEKTPOHHEIX IeJl, IOOKYMEHTOB

N n/n NHaekc 3aronoBoOK gena KpaitHue gatel | O6bem, M6 | MpumedaHus
aena <*>
1 2 3 4 5 6

HauvmeHoBaHMe pasgena

B nmaHHEM pasz3nejl ONMCK BHECEHO ne,
(uMppaMm ¥ MOPONMUCEHIO)

c N nmo N

oO0BEMOM M6 .

HammMeHOBaHME IOOJIKHOCTU
PYKOBOIUTEJIA CTPYKTYPHOTO

nompasnesyieHnud lMoonmce PacumppoBka nonnmucu
IlaTa

COTJIACOBAHO COTJIACOBAHO <**>
HamMeHOBaHME IOOJIKHOCTU [IpoTokoJs 9K CTPYKTYPHOI'O
pykoBoOuTesa CJyx0Oe IOY nompasnesyieHus

[Momnmce Pacumopporka oT N

lNoonucu



ITaTa

<*> [pada onyckaeTca B ONMCK AeN NOCTOAHHOTO CPOKa XPaHEeHMS.

<**> Mpu Hannumm K CTPYKTYpPHOro noapasaeneHus.

Mpopgonxenue npunoxxeHna N 24
knn.4.11, 4.31 MNMpasun

[lepenan
e
(umbpaMm M NPONMUCHIO)
u PETUCTPALMOHHO-KOHTPOJIBHEIX KAapTOTEeK K IOKyMeHTauM,
(umdpaMm ¥ OPONMUCHI)
o0BBEMOM M6 .
HavMeHOBaHME IOOJIKHOCTM paboTHMKA
CTPYKTYPHOI'O NOIpaslesieHUs [loonmcob PacumppoBka NOONMUCHU
[IpuuAan neJt
(undpaMm M OPONUCHIO)
u PETUCTPALMOHHO-KOHTPOJIbHEIX
(umdpaMm M HOPONMUCHI)
KapTOTEekK K IOKyMeHTaM, OOBbeMOM M6 .
HavMeHOBaHME IOJIKHOCTU
paboTHMKA apxXuBa [loonucob Pacumdporka MNOIOIUCK

IDaTa

dopmat A4 (210 x 297 mm)



NPVWJIOXEHME K OIMCU N
BJIEKTPOHHBEIX IeJl, HOOKYMEHTOB

PeecTp HOOKYMEHTOB (KOHTEMHEPOB 3SJIEKTPOHHHX IOKYMEHTOB) 3JIEKTPOHHOTO »eja:
<F>
N em. xp. no omnmcu Hnexc gpeJia

3aroJIOBOK mejia

[aTta Per.N HanvmeHoBaHMe AOKYMEHTA O6bem, M6 MpumeyaHua
OOKyMeHTa OOKyMeHTa
1 2 3 4 5

HammMeHOBaHMe IOOJIKHOCTU
COCTaBUTEJIA OIUCU Iloonmce

CocraBndaeTca Ha Kaxaoe 9/1EKTPOHHOE AeNO.

HammMveHoBaHMe opTraHM3alun

PacumbppoBka HOOIUCHU

MpogonxkeHne npunoxerHna N 24
Knn.4.11, 4.31 Mpasun

dopmat A4 (210 x 297 mm)

MpunoxkeHue N 25
K n.4.18 Mpasun



HOMEHKJIATYPA IIEJ YTBEPXIAR
PyKOBOHMTeHb OpraHMn3alnmum
Ha Ton [Homnmce Pacumbpporka
IIoOnmncm
IDaTa
NHaeKc 3aronoBokK aena Konnyectso | CpoK XpaHeHMA U MpnmeyaHue
aena aen N ctaTbu no
nepeyHo
1 2 3 4 5

HassaHue pa3gena

HammMeHOBaHMe IOOJIKHOCTU
pykKoBOOMUTENA CJyX0Opl JOY
opraHM3aluum

Busza PyYyKOBOOUTEJIA apXMBa

(Muua, OTBETCTBEHHOTO 3a apXWUB)

COTJIACOBAHO

[IpoToxos L3K (39K)
oT N

INonmnmce

PacumppoBka HOOIUCU

COIJIACOBAHO

[MpoTokosn SIK apxXMBHOT'O YyUYPEXIEeHUA

oT

N

VToroBada 3amMChb O KaAaTETOpMAX UM KOJIMUYeCTBe e,
Irogy B OpTraHM3aluumn

3aBElOE€HHEIX B

MpogonxkeHne npunoxexHna N 25
K n.4.18 Mpasun



Mo cpoKam xpaHeHus

Bcero

B Tom umncne:

nepexoaaLLmnx c oTmeTKOM "INK"

3 4

lMocTosaHHOTO

BpemeHHoro (cBbiwe 10 ner)

BpemeHHoro (o 10 net
BK/OYUTESIbHO)

UTOrO:

HavMeHOBaHME IOJDKHOCTU
pykoBOOMUTENA CJyX0Opl JOY

IlaTa

VTOTOBEIE CBEeIEeHUSA IIepelaHbl B aApXUB.

HammMeHOBaHMe OOJIXHOCTM JMLa,

InepegaBmero CBeOeHUA

TaTa

HaumveHoOBaHUME OpraHMn3alumn

I[Tomonuce

I[Toonuce

PacumppoBKka NOONUCK

PacumppoBka MNOONUCK

dopmat A4 (210 x 297 mm)

MpunoxkeHune N 26
K n.4.18 Mpasun



HaumeHoOBaHME CTPYKTYPHOTI'O
nmompasneJyieHnsd

HOMEHKJIATYPA JEJI

Ha rom <*>
UHaeKc 3aronoBoOK gena Konunyectso Cpok xpaHeHua u | [NpumeyaHue
nena TOMOB (4acTelt) N cTaTtbu no
nepeyHto
1 2 3 4 5

HassaHue pasgena




HamMeHOBaHME IOOJIKHOCTM
PYKOBOIUTEJA CTPYKTYPHOTI'O
nompasnejyieHud

ITaTa

COI'JIACOBAHO <**>
[lpoTokoy 3K CTPYKTYPHOI'O
nompasnesyieHud

oT N

Noonmce

PacumdpoBKa MOONIUCU

dopmat A4 (210 x 297 mm)

<*> K HOMeHKnaType Aen CTPYKTYPHOro noAapasfesieHus Mo OKOHYaHWW KaneHAapHoro roda
COCTaB/AETCA UTOroBas 3anuch No Gopme, YKasaHHOM B MPUAOKEHMM 25, U AeNaeTca OTMETKa 0 nepeaave
UTOroBbIX CBEAEHUI B CyKOy [1OY opraHusaumm.

<**> Mpun HanmMumm K CTPYKTYPHOTO NoApasaeneHums.

BHYTPEHHAA OIIMCHb

IOKYMEHTOBR p»ejia N

MpunoxkeHue N 27
K nn. 4.19, 4.21 MNMpasun

N n/n | Pernctpay, [ara 3aron0BOK AOKYMEHTA Homepa nucros MpumeyvarHu
WOHHbIA | AOKYMEHTa aena e
MHAOEeKC
OOKYMeHTa
1 2 3 4 5 6
NToro IJOKYMEHTOB .

(undpaMm M HOPONUCHIO)

KonmnuecTBO JIMCTOB BHYTPEHHEM ONNCU

HavMeHOBaHME IOJDKHOCTM JIMLA,
COCTaBMBIIETO BHYTPEHHIW OIMUCH
OOKYMEHTOB IeJjia

IDaTa

(umdpaMy M NOPONMUCHIO)

I[Tognmuce

PacumppoBka NOONUCK

dopmat A4 (210 x 297 mm)



MpunnoxkeHne N 28
K nn.4.19, 4.24 Mpasun

(HaMMeHOBaHMEe TI'OCYINapCTBEHHOI'O (MyHMUMUIIAJIBHOTO) apxXmBa)

(HaMMeHOBaHME OpPIaHM3alUM)

(HaMMeHOBaHME CTPYKTYPHOTO MNOIpas3IesieHNs)

IOEJIO N

TOM N

(3aroJIOoBOK gJeja)

(kpaviHMe IaTH)

®. N

Oon. N

a.N

HammMeHOBaHME OPTAHU3ALUN
CrnpaBouHBEE IaHHHE 06 OopTaHM3alLuu
(mouToBHEM anmpec, TenedoH,
TenedoH/bakc)

APXVIBHAA CIIPABKA

N

(nara)

Ha N oT

OcHOBaHue :

Ha JucTax
XpaHUThb

dopmat A4 (210 x 297 mm)

MpnnoxkeHne N 29
K n.5.12 Mpasun

Anpecar

TexkcT



JOJIIXHOCTBE PYKOBOOMTEJIA OpITaHU3alumn
(MM MHOTO YIOJIHOMOUEHHOT'O MM JiMila) [Nomnuce PaCLLU/I@pOBKa ImonOrnmcum

[leuaTsb

daMuIMsa MCIIOJIHUTEJIA
Homep TesnedoHa

dopmat A4 (210 x 297 mm)

Mpunnoxkenne N 30
K n. 6.8 Mpasun

YTBEPXIAI YTBEPXIA
(HaMMeHOBaHME IOJIKHOCTM PYKOBOIUTEJIS (HaMMeHOBaHME IOOJIKHOCTM PYKOBOIUTEJIS
opraHmM3aluuy, Iepenaplel OOKYMEHTH) opraHm3aluy, IPpMHMMAaIEN IOKYMEHTEH)
[lonnmce PacumppoBka NOONMUCHK [lomnmce PacumppoBKa NOONMUCHK
DaTa [leuaTsb OaTa [leuaTsb
AKT
N

npreMa-Irnepenadm apxMUBHBIX
IOOKYMEHTOB Ha XpPaHEeHMe

(ocHOBaAHME Iepenaun)

(Ha3BaHMe MepermaBaeMoTo GoHza)

coas,
(HaMMeHOBaHME oOpTaHM3alUuM, Illepelanlei ITOKYMEeHTEH)
(HaMMeHOBaHME OpTraHM3alMM, IPMHMMALILEN IOKYMEHTEH)
IPpMHMMaeT Ha I'OCyHapCTBEHHOE XpPaHeHMe INOKYMEHTH M CTpaxXOBBE KONMUM 3a
(rozer)

n CHpaBOquHZ aliriapaT K HYM:

KoHcynbTaHTlA0C: NpuMmeyaHue.
Hymepaumsa rpad B Tabanue AaHa B COOTBETCTBMU C OPULMANIbHBIM TEKCTOM LOKYMEHTA.



N n/n HasBaHue, Homep onucu Konunyectso Konnyectso egnHuy, MprmeyaHue
9K3emMnaAapoB onnucu XpaHeHunA
1 2 3 4 6
WTOTO HOPUHSATO en. xp.
(umdpaMrt ¥ HPONUCHI)
[lepenauy NpoOMU3BEJIM: [lpueM NpomM3BENNM:
JomxHOCTH [loonmcsob JomxkHOCTH [loonmce PacumppoBka
PacumbpoBka NOIONNCU
NOONMCHU
HaTa Iara

QOHOY MNPUCBOEH HOMEP

VI3MeHeHMS B YyUeTHHE OOKYMEHTHE BHECEHEH

JOJIXHOCTB

TaTa

I[Toonuce

PacumppoBka NOONUCK

MNpoaonxeHne npunoxeHna N 30
K n. 6.8 MNMpasun

dopmat A4 (210 x 297 mm)




