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3apeructpupoaHo B MuHtocte Poccum 7 ceHTtabpsa 2015 r. N 38830

MUHUCTEPCTBO KYNbTYPbl POCCUACKOW ®EQEPALIUK

NMPUKA3
ot 31 mapta 2015 . N 526

OB YTBEPXOEHWUN NPABUN
OPrAHU3ALINN XPAHEHUA, KOMIMIJIEKTOBAHUA, YYETA U UCMOJIb3OBAHUA
AOKYMEHTOB APXUBHOIO ®OHOA POCCUMNCKOU ®EOEPALIUA U OPYTUX
APXUBHbIX AOKYMEHTOB B OPFTAHAX FOCYOAAPCTBEHHOM BNACTH,
OPIrAHAX MECTHOIO CAMOYNPABJIEHMA U OPTAHU3ALIUAX

KoHcynbTaHTlINOC: npumMmeyaHme.

B cootBeTcTBMM C Ykasom [lpesugeHta PP ot 22.06.2016 N 293 yTBepaeHVe MpaBur OpraHusaunm XpaHeHus,
KOMMMEKTOBaHNSA, y4yeTa M WUCMNONb30BaHWUS OOKYMEHTOB ApxuBHOro doHaa Poccuickon depepauum n apyrux
apXMBHbIX [OOKYMEHTOB B rOCYAapCTBEHHbIX OpraHax, opraHax MeCTHOro camoynpaBfeHWss W opraHuM3aLmsax
OTHeCeHOo K norHoMounam defepanbHOro apxmMBHOrO areHTCTBa.

B cooTtBeTcTBMM € nyHKTOM 2 YacTtm 1 cTatbu 4, Yactbio 5 ctateu 14 PepepanbHOro 3akoHa ot 22 oktsiopsa 2004 r.
N 125-03 "O6 apxuBHOM fene B Poccunckon depepaummn” (CobpaHmne 3akoHopatenbctBa Poccuickon denepaumu,
2004, N 43, cT. 4169; 2006, N 50, cT. 5280; 2007, N 49, cT. 6079; 2008, N 20, c1. 2253; 2010, N 19, cT1. 2291; N 31, cT.
4196; 2013, N 7, cT. 611; 2014, N 40 (4. Il), cT. 5320) n nocraHoBneHuem lNpasutensctea Poccuiickon ®Pepepaumm ot
20 wona 2011 r. N 590 "O MwuHuctepctBe KynbTypbl Poccuiickonn ®Pepepaummn” (CobpaHue 3akoHopaTenbCcTBa
Poccwuiickon ®epepaumm, 2011, N 31, c1. 4758; N 44, c1. 6272; 2012, N 6, cT. 688; N 17, cT. 2018; N 26, cT. 3524; N 37,
cT. 5001; N 39, ct. 5270; 2013, N 3, cT. 204; N 8, cT. 841; N 31, cT1. 4239; N 33, cT. 4386; N 41, c1. 5182; N 45, cT.
5822; 2014, N 9, c1. 909; N 30 (u. II), cT. 4305; N 40 (4. lll), cT. 5426, N 48, cT. 6860; 2015, N 2, cT. 491; N 4, cT. 664; N
9, cT. 1339) npukasbiBato:

1. YTBepauTb npunaraemble npasuna oOpraHM3auMn XpaHeHUsl, KOMMNEKTOBaHUs, yyYeTa W UCNofb30BaHWUS
AokymeHToB ApxmBHoro coHga Poccunckon ®egepaumy n opyrux apxvmBHbIX JOKYMEHTOB B OpraHax rocygapCTBEHHOM
BMNacTu, opraHax MECTHOro camoyrnpasneHus 1 opraHM3aumsx.

2. HanpaBuTb HacTosAlWMA NpuKas Ha rocydapcTBEHHY peructpauuio B MUHUCTEPCTBO OCTULMK Poccuiickom
depepauymun.

3. KoHTponb 3a ncnonHeHMem npukasa BO3NOX1UTb Ha NepBoro 3amecTtutens MuHuctpa B.B. ApuctapxoBa.

MuHucTp
B.P.MEOMHCKWNA

MpunoxeHve

K npukady MuHucTepcTBa KynbTypbl
Poccuickon ®egepauum

ot 31 mapta 2015 . N 526

KoHcynbTaHTlIntoc: npumedaHme.
Cwm. MeToanyeckue pekoMeHaaumm no npuMeHeHuto Hactoswmx Mpasun.

NMPABUNA
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[ata coxpaHeHus: 03.03.2020

OPIrAHU3ALIUN XPAHEHUA, KOMMNEKTOBAHUA, YYETA N UCMOJIb3OBAHUA
AOKYMEHTOB APXUBHOIO ®OHAA POCCUUCKOUN ®EOEPALIMU N OPYTUX
APXUBHbIX OOKYMEHTOB B OPFAHAX TOCYOAPCTBEHHOM BITIACTMW,
OPIrAHAX MECTHOIO CAMOYNPABJIEHUA U OPTAHN3ALIUAX

[. OBWME MONOXEHNA

1.1. Hactosiwme [MpaBuna opraHuMsauum XpaHEeHUsl, KOMMIEKTOBaHMS, y4YeTa W UCMOfb30BaHWS OOKYMEHTOB
ApxuHoro ¢oHaa Poccuiickon degepaumm v Opyrux apxvMBHbIX OOKYMEHTOB B OpraHax rocyfgapCTBEHHOW BnacTw,
opraHax MeCTHOro camMoyrnpaBneHunss U opraHmsaumax (ganee - Hactosiwme NpaBuna) paspaboTaHbl B COOTBETCTBUM C
®enepanbHbiM 3akoHOM OT 22 okTabps 2004 r. N 125-903 "O6 apxvusHoMm gene B Poccuiickon ®egepaumn” (CobpaHue
3akoHogaTtenbcTBa Poccuiickon Pepepauum, 2004, N 43, c1. 4169; 2006, N 50, cT. 5280; 2007, N 49, ct. 6079; 2008, N
20, cT1. 2253; 2010, N 19, cT. 2291; N 31, cT. 4196; 2013, N 7, cT. 611; 2014, N 40 (u. Il), ct. 5320), nocraHoBneHvemM
MpasuTtensctBa Poccuiickon degepaumm ot 15 utoHs 2009 r. N 477 "O6 ytBepxxaeHun NpaBun genonpovsBoacTsa B
denepanbHbIX opraHax ncnonHutensHon enactn” (CobpaHne 3akoHogaTenbcTBa Poccunckon ®epepauun, 2009, N 25,
cT. 3060); npukaszom MuHUCTEPCTBA KyNbTypbl 1 MAcCoBbIX KOMMYHUKaLmn Poccuinckon ®epepauum ot 18 aHeapsa 2007
r. N 19 "O6 ytBepxgeHuu [MpaBun opraHM3aunm XpaHeHUsl, KOMMNIEeKTOBaHWs, y4eTa U MCNONb30BaHNSA LOKYMEHTOB
ApxusHoro ¢oHaa Poccuiickon ®efepauum M apyrux apxuBHbIX JOKYMEHTOB B rOCYapCTBEHHbLIX M MyHULMMNAMNbHbIX
apxuBax, My3sesix M OubnvoTekax, opraHmsauusax Poccuiickon akagemun Hayk" (Ooanee - [NpaBuna XxpaHeHwus )
(3apervctpupoBaH MuHioctom Poccum 6 mapta 2007 r., pernctpaumoHHein Homep 9059, "BronneteHb HOpMaTUBHBIX
aKToB hbeaeparibHbIX OpraHoB McronHuTenbHon Bnactn ot 14 mas 2007 r. N 20"), ¢ u3aMeHeHUs M1, BHECEHHbLIMU
npukazoM MuHUCTepPCTBa KynbTypbl U MaccoBbIX KOMMYHUKaunin Poccuickon ®epepaunm ot 16 cdespansa 2009 r. N 68
(3apeructpuposaH MuHioctom Poccum 5 maa 2009 r., peructpaumoHHbii Homep 13893, "Poccuinckada razeta"” ot 20 mas
2009 r. N 89), npukaszom MuHkynbTypbl Poccumn ot 10 ceHTs6psa 2007 r. N 1273 "O6 yTBepXaeHun hopmM y4YeTHbIX U
WHbIX JOKYMEHTOB MO OPraHuM3auun XpaHeHWsi, KOMMIIEKTOBAHUSA, y4yeTa U UCMONb30BaHWUS [OKYMEHTOB ApPXMBHOMO
doHaga Poccuiickon degepauum v Opyrnx apxXmMBHBIX JOKYMEHTOB B rOCy4APCTBEHHbIX M MyHWUMNAnbHbIX apxvBax,
My3esix U BmbnmoTekax, opraHmsauusax Poccuiickon akagemun Hayk" (3apermctpupoBaH MuHiocTom Poccun 9 okTsi0ps
2007 r., permctpaunoHHbin Homep 10291, "BronneTeHb HOPMATUBHBLIX akTOB dpedeparibHbIX OPraHoB MCMNONMHUTENBHON
Bnactu ot 5 Hosibpsa 2007 r. N 45").

1.2. encrtere HacToAwmx NpaBun He pacnpocTpaHsaeTCs Ha OpraHn3aLmnio XpaHEeHWs!, KOMMIIEKTOBaHMS, y4eTa U
NCNonb30BaHUA [OOKYMEHTOB ApxmBHOro ¢oHaa Poccuickon degepaumm u  OpYrMx apxXuBHbIX  OOKYMEHTOB,
copepKallmx CBedeHuWsl, COCTaBnsAloLWmne rocyaapCTBEHHYIO TalHy.

1.3. rOCYD,apCTBeHHbIe OopraHbl, opraHbl MECTHOIo camMmoyrnpaBreHna MyHMunnarnbHOro pa|7|0Ha, ropoacKoro okpyra
N BHYTPUropoacKoro pa|7|0Ha 00si3aHbl  co3gaBaTb apxXumBbl B UeNidX XpaHEeHUA, KOMMNJNEKTOBaHuA, y4yeta w”
ncnoJsib3oBaHuA O6pa3OBaBLLIVIXCF| B npouecce ux geAatesibHOCTU apXmBHbIX JOKYMEHTOB.

1.4. OpFaHI/I3aLI,I/1M BrnpaBe co3gaBaTb apXuMBbl B LENAX XPaHEHUA 06pa3OBaBLLII/1XC$| B npouecce nx geAateribHoCTun
APXUBHbIX OOKYMEHTOB, B TOM 4YUCIE B LeNnAaAX XpaHeHUA U UCnosib3oBaHNA apXUBHbIX OOKYMEHTOB, HE OTHOCALLUXCA K
FOCYﬂapCTBeHHOVI mnnn MyHI/ILI,I/II'I&ﬂbHOVI cobcTBEHHOCTM <1>.

<1> Yactb 2 cratbu 13 PepepanbHoro 3akoHa oT 22 oktabpsa 2004 r. N 125-03 "O6 apxuBHOM Oene B
Poccuiickon ®epepauun”.

1.5. Bagaum u yHKUMM apxmBa (LEHTpanbHOro apxuBa) rocy4apCTBEHHOro OpraHa, opraHa MeCTHOro
camoynpaBfeHusi, opraHMsaumMmM - WUCTOYHMKA KOMMMEKTOBAHWSA OCYQapCTBEHHOro, MyHMUMMNANbHOMO apxusa
ONpPEeLEensTCS NOMOXEHNEM, YTBEPXKAAEMbIM PYKOBOAUTENEM OpraHn3aLuin.

[l. OPTAHN3ALINA XPAHEHWA JOKYMEHTOB
APXVBHOIO ®OHOA POCCUNCKOWN ®EOEPALIN N OPYTNX APXUBHbIX
JOKYMEHTOB B OPTAHU3ALMN

2.1. [lokyMeHTbl, 06pasylolumecs B AeATeNbHOCTM OpraHu3aumnm, CoCTaBnsaoT AOKYMeHTarnbHbI doHA,.

2.2. Co3paHne OokyMeHTanbHoro ¢oHga opraHvM3alMu OCYLLECTBISETCS MyTEM COCTaBIEHUA HOMEHKMATypbl
nen, dopmupoBaHMa M OOPMIIEHMS Oen Ha OCHOBE HOPMaTUBHbIX MpaBoBblX akTtoB Poccuiickon depepaumm,
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nepeYyHen TUMOBbIX apPXMBHbIX LOKYMEHTOB C yKa3aHWEM CPOKOB WX XpaHeHus, yTBepXOaemblX B COOTBETCTBUM C
nyHKTOM 3 cTatbu 6 PepepanbHoro 3akoHa ot 22 oktabps 2004 r. N 125-03 "O6 apxvBHoM gene B Poccuiickon
depepaummn”, n nepedHen OOKYMEHTOB, obpasyloLlimMxcsas B npouecce AesaTenbHOCTU denepanbHbiX OpraHoB
rocygapCTBEHHOM BRacTW, WHbIX TOCYLApPCTBEHHbIX opraHoB Poccuickon depepaumn, a Takke B npouecce
OesATenbHOCTN NOABEAOMCTBEHHbIX MM OpraHu3auui, ¢ ykasaHMeM CPOKOB XpaHEeHUs.

2.3. Yactb gokymeHTanbHOro ¢oHga, BkIovarowas okymeHTbl ApxmHoro ¢oHga Poccuiickon depepauun,
OOKYMEHTbI MO NMIMYHOMY COCTaBYy U JOKYMEHTbI BpEMEHHbIX (CBbilwe 10 neT) CpoKoB XpaHEHWs!, BKIIOYEHHbIE B yYETHbIE
OOKYMEHTbI apxmBa, COCTaBMsieT apXmMBHbIN (POHA OpraHn3aLnn, KOTOpPbIA NOANEXUT XpPaHEHUIO B apXvMBe opraHmM3aLmnu.

[okymMeHTbl BpeMeHHbIX (00 10 neT BKITUUTESNIBHO) CPOKOB XPAHEHMSI XPaHATCA B CTPYKTYPHbLIX MOAPa3aeneHmsax
OopraHnsaumm 1 No UCTEYEHNN CPOKOB UX XPaHEHUS noanexaT YHUUTOXEHUO B NOPsiAKE, YCTAHOBMEHHOM B MyHKTax 4.6
- 4.13 HacTosawwmx Mpasun.

2.4. Bugamn apxmBHbIX OHAOB OpraHn3aumnmn SBnsatTCS:

apX1BHbIN POHA, OpraHn3auumn, COCTOALWNA U3 JOKyMeHTOB ApxuBHoro doHaa Poccuiickon ®egepaumun n apyrmx
apXUBHbIX JOKYMEHTOB;

00beanHEHHbI apXMBHbIN QOHA, COCTOSILLUA M3 0Opa3oBaBLUMXCSA B Mpouecce OesTenbHOCTM ABYX unn Gonee
opraHu3auuin gokymeHToB ApxuBHoro coHga Poccuiickon ®epepaunmn M Apyrux apxvBHbIX OOKYMEHTOB, MMEHOLLMX
Mexay cobon UCTOPUYECKM /UM NTIOrM4Yeckn oByCnoBneHHbIe CBA3Y;

apxvBHas KONMeKUMsl, COCTosilias W3 OTAENbHbIX apXMBHbIX [AOKYMEHTOB pPa3fIMYHOTO MPOUCXOXKOEHWS,
06beANHEHHbIX MO 0AHOMY WUIN HECKObKUM NpU3HakaM (TEMaTU4eckoMy, aBTOPCKOMY, BUAOBOMY, OGLEKTHOMY).

2.5. ApxvBHOMY boHOYy OpraHMsauuMu npucBaMBalOTCA HasBaHWe, COOTBETCTBYIOLlee HauMeHOBaHMIo
opraHusaumu, 1 Homep B Nopsiake, onpeaeneHHoM NyHkToM 3.8 HacTosAwmx Mpasun.

2.6. ApxvBHble JOKYMEHTbI OpraHM3aumm CoOCTaBnaT OAMH (€4UHbIN) apXUBHBIN OOHA:

00 W nocne peopraHnsaunn, a TakKkKe WU3MEeHEHUA CTPYKTYpbl, WWTATOB, €CINN YKa3aHHble Meponpudatna He
NoBIIEKM 3a COOO U3MEHEHNS Lenen u npegmMeTa OeATerilbHOCTU OpraHn3aumnn;

00 1 nocrne naMeHeHua TepputTopmnarnbHbIX rpaHUL AeATENbHOCTU OpraHn3aunm;
B Clly4ae CMeHbl y4peauTernd.

B cnyyae unsMmeHeHud cobcTBEHHMKA nmMyulectea opraHmsaunun apxmBHble OOKYMEHTbl opraHu3aunn OOJIKHbI
BKIMOYaTbCA B pa3Hble apXUBHblEe (bOHﬂ,bI.

2.7. B cnyyae peopraHuMsaumm opraHusaumm ¢ nepegadvyen oyHKUMn BHOBb CO34aHHOM MW MHOW OpraHmn3auumn Bce
apXuBHble OOKYMEHTbI nepeanarTcAa opraHn3auunn-npaBonpeemMHMKy n BK4arTCA B apXI/IBHbII7I CbOH.lJ. nocne,qu|7|.

[lOKyMeHTbI NMOCTOSIHHOTO XpaHeHWs! U AOKYMEHTbI MO JIMYHOMY COCTaBY JIMKBUAMPOBAHHBIX OpraHM3aunii JOMKHbI
nepenaBaTtbCsl B YNOPSAOYEHHOM COCTOSIHAM Ha XpaHeHWe B COOTBETCTBYIOLLMIA FOCYAapCTBEHHbIN (MyHULMMATbHbIN)
apxuB.

2.8. XpoHonornyeckumm rpaHnLamMmm apxmBHoro ooHaa aBnstoTea <1>:

<1> [oanyHkT 2.8.6 nyHkTa 2.8 NpaBun xpaHeHus.

ANnsi apxXMBHOTO hoHAa OpraHuM3auMu - ycTaHaBNMBaeMble Ha OCHOBE HOPMAaTUBHBLIX aKTOB AaTbl CO34aHUsS U
nukBMgauum opraHusauuun. Mpu HanUuMM HECKONbKUX akToB 06 00pasoBaHUM OpraHu3auuu npuHUMaeTcss aaTa
Hanbonee paHHEro u3 Hux;

Ans ob6beouMHEHHOTro apxXMBHOTO (hoHAA opraHu3auuMu - OaThl CO3fdaHuA Haubonee paHHel U NUKBUMAALUM
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Hambonee nosgHen NO BPEMEHU AeATeNbHOCTU OpraHvM3aumu, OKYMEHTbl KOTOPOW BOLLNW B COCTaB 06beAWHEHHOro
apxvBHOro oHAa;

ONS apXUBHOW KONMNEKUMM - faTbl CAMOro paHHEro U camoro Nno3gHero AoKyMeHTa.

2.9. ApxuMBHble [OKYMEHTbl OOSPKHbI XPaHUTbCA B CUCTEMATM3MPOBAHHOM MOpsSiAKe B Npeaenax apxXmBHOro
doHaa. EguHnuen cnctematmsaumm OOKYMEHTOB apXMBHOroO (boHA4a B apxvBe OpraHu3auuun siBfsieTCs COBOKYMHOCTb
apXMBHbIX OOKYMEHTOB WM OTAEMNbHbIA OOKYMEHT, OTHOCSLIMECH K OAHOMY BOMNPOCY AeATENnbHOCTU OpraHusauum
(banee - eguMHULA XpaHeHNs ).

2.10. EQuHMLbLI XpaHeHus1 OOMKHbl OblTb CUCTEMATM3UPOBaHLI, BHECEHbI B ONUCKM U OdopMIieHbl B Mopsiake,
obecneunBaloLLEM YYET, NMOUCK U NCMOSNb30BaHNE apXUBHbLIX LOKYMEHTOB.

2.11. EQVHULLI XpaHEeHNst apXMBHOro ooHAA CUCTEMATU3UPYHOTCS B COOTBETCTBMM CO CIEAYHOLLUMMUN NPU3HaKaMK:
CTPYKTYPHbIV (MPUHAANEXHOCTb €AUHUL, XPaHEHUS K CTPYKTYPHBIM NogpasaeneHnsm opraHusauum);
XPOHOMOrM4eckunii (No nepnogam unu gatam, K KOTOPbIM OTHOCATCS! € AUHULIbI XpPaHEHUS);

PYHKUMOHAmMbHbIN, OTPAcnNeBon, TeMaTUYeCKMn, NPEeAMETHO-BOMPOCHbLIN (C y4eTOM (DYHKUMIA OpraHusauun, Tem
U1 BOMPOCOB, KOTOPbLIX KacaeTcsa CoAepKaHue eauHuL, XpaHeHusl);

HOMWHambHbIN (MO AenonpPoOn3BOACTBEHHOW hopMe - Buaam 1 pasHOBUOHOCTAM LOKYMEHTOB);

KOPPECMNOHAEHTCKMA (N0 opraHusaumsiM, B pesynbTaTe Mepenncku C KOTopbiMM 0bOpas3oBanvcb eauHULbI
XpaHeHus);

reorpacmyecknii (B COOTBETCTBUM C OMNPELENIEHHbIMU TEPPUTOPUSIMU, HACENEHHbIMU MyHKTaMW U ApYruMmu
reorpadmyecknmm o6 beKTaMm, C KOTOPbIMU CBA3aHO COAEPXaHWEe JOKYMEHTOB, aBTOPbIl, KOPPECTOHAEHThI);

aBTOPCKUW (MO Ha3BaHWAM OpraHusaumin unu pamunuam rpaxxaaH, SBAsLWmUXca aBTopaMu JOKYMEHTOB).

2.12. [okymeHTbl, Bowefwune B OObeAWHEHHbIN apxuBHbIM OHA, pacnonaralvTcsa N0  3HAYMMOCTU
doHaoobpasoBaTene, N0 XPOHOMOrMM CO3[4aHWMSA OOKYMEHTOB, NO andaBwuTy Has3BaHWM W Opyrum npu3Hakam. B
npegenax kaxaoro cdoHaa, Bowealero B 06beANHEHHbIN apXMBHbIA hOHA, MPUMEHATCA NPUHUMMBI CUCTEMATU3aLNN,

Bbl60p KOTOPbIX oOnpeaendeTca XapakrepomMm AOeATesIbHOCTU KOHKPETHbIX OpFaHMSaLlMVI, COCTaBOM M 00bLEMOM
OOKYMEHTOB.

2.13. CnctemaTtnsaunst AOKYMEHTOB apXUBHOM KOMNMEKUUN onpeaensieTcsa TeMaTUKOM U COCTaBOM AOKYMEHTOB.

2.14. CoxpaHHOCTb [OOKYMEHTOB B apxvBe OpraHusaumm obecrneymBaeTCad KOMIMIEKCOM MEepPOonpusiTui no
CO34aHNI0 HOPMATUBHbIX yCJ'IOBI/II7I, COﬁJ‘II-Op,eHI/IlO HOPMAaTUBHbLIX PeEXMMOB U Ha,qnemau.l,eﬁ opraHun3aumm XxXpaHeHusa
OOKYMEHTOB, WCKNYawnwmnx XuleHune un ytpaTty u o6ecr|eq|/||3arou.|,|/|x nogaepaHne B HOpMalibHOM (bI/I3VILIeCKOM
COCTOSIHUMU.

B komnnekc pabot no obecnevyeHnto COXpaHHOCTM JOKYMEHTOB apXuBa OpraHu3aummn BKITKYaKTCH:

npepocTaBneHne NomMeLLeHns Ang pasMeLleHnsa apxXmBHbIX JOKYMEHTOB;

obecneyeHe HOPMaTUBHbIX YCITOBUIA XpPaHEHUS JOKYMEHTOB;

BbINOMHeHNe TpeboBaHWIN K pa3MeLLeHNIO LOKYMEHTOB B apXMBOXPaHMUITULLE;

npoBepKa Hanu4ms N COCTOSIHUS JOKYMEHTOB.

2.15. ObecneveHne HOpMaTMUBHLIX YCIOBUIA XpaHEHUS1 JOKYMEHTOB BKIOYaET:

OCHallleHne apxmnBoxpaHunuil cneunanbHbIM oGopyp,osaHmeM ana XxpaHeHna JOKYMEHTOB,

060py/:|,OBaH|/|e nomMeuwleHna apxmBa oOpraHudaumm cpencreamMmm noXxXapoTyLlueHus, OXpaHHOIZ n r|0>|<apH0|7|
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curHanusauyuven;
cobniogeHne NpoTMBOMNOXAPHOIO PEXNMA;
cobniogeHne OXpaHHOro PeXnMa;

co3aaHne HOPMAaTUBHbIX TeMmnepaTtypHO-BIaXHOCTHOrO, CBEeTOoBOro pPeXxnmos, npoeegeHne
CaHUTapPHO-TMTMEHNYECKNX MepoanﬂTMVl.

2.16. ApxuB opraHusauum pasmellaeTcs B crneuuanbHO MOCTPOEHHbIX WM MPUCNOCOBMEHHbIX AN XpaHeHus
OOKYMEHTOB 34aHMAX UNW B OTAENbHbLIX NOMELLEHNSX 34aHUS.

B apxuBe opraHv3auum JomkHbI 6bITb NPEAYCMOTPEHBI:
apXMBOXPaHUIULLE;
nomelLleHre Ans NpuemMa, BpPeMEHHOTO XpaHeHWs! JOKYMEHTOB;

nomellleHne [OnA  WUCMOMb30BaHUA [OOKYMEHTOB (YMTamnbHbI  3am, Yy4yacToK Bblgads [AOKYMEHTOB U
NHOPMaLIMOHHO-MONCKOBbIX CPEACTB);

paboyre KOMHaTbl COTPYAHMKOB apXvBa OpraHnsaumn, KOTopble AOMKHbI ObiTb M30NMPOBaHbI OT MOMELLEHWIA, rae
XPaHATCA apXMBHbIE JOKYMEHTbI.

He O0nycKaeTca pa3MeLlleHne apxmea opraHmsaunn B noasaribHbIX U YepaadHbIX MOMeLeHNnAX.

2.17. ApxvBoxpaHunuiie AOMKHO ObITb yaaneHo oT nabopaTopHbIX, MPON3BOACTBEHHbIX, ObITOBbIX MOMELLEHUI U
He uMeTb OBWUX C HUMM BEHTUMALMOHHLIX KaHanoB. APXMBOXpaHWNuWe OTAEeNseTcs OT COCeOHWUX MNOMELLEeHWUI
HecropaembiMU CTEHaMM U NEPEKpPbITUSMU C NpeaenamMm orHeCTOMKOCTU He MeHee ABYX YacoB. B apxmBoxpaHunuiie He
AonyckaeTcst Nnpoknagka Tpyd BogocHabXeHUs U kaHanusauum, TEXHONormyeckme unu ObiToBble BbIBOAbI BOAbI.

2.18. Npu pasmeLleHn apxMBOXpaHMnuLLa B cneumanbHOM MM NpucnocobrneHHoM 3aaHum npeanodteHune (npu
paBHbIX TEMNMOBbLIX XapakTepucTnkax) OTAaeTCH NOMELLEHNSIM C CEBEPHON OpUEHTaLMeEN OKOH.

MaTepmanbl NOKPbITUA CTEH, NOoJ10B, NOTOJIKOB, BHYTpeHHeVI apMaTypbl apxmBoxXpaHunuuia, npuMeHdaemMble npu
N3roToBJ1IEHUN O60pyﬂ,OBaHVIFI N cpenctB XpaHeHUA apxXMBHbIX OOKYMEHTOB, He [OOJIKHbl BblOenATb arpeccuBHble
XUMMYeckne BelecTBa 1 6bITb MICTOYHUKOM MbINN.

2.19. ApXI/IBOXpaHl/IﬂMLLI,e OOJIKHO MMEeTb €CTeCTBEHHYI0 WM UCKYCCTBEHHYH BEHTUNAUMIO, o6ecneq|/|Barou.|,y+o
peunpkyndaunio  Bo3ayxa, cTabunbHOCTb TeMnepaTtypHO-BJ1IaXXHOCTHOIO pexuma, O4YUCTKY BO34yxXa OT MNbyin U
arpeccunBHbIX npmmeceﬁl, a TakKxke oTBe4vYaTb COBPEMEHHbIM Tpe6OBaHVIF|M KOMMaKTHOCTUN N BKOHOMWUYHOCTW.

ApXI/IBOXpaHMJ'II/ILLI,e OOJMXHO UMEeTb BbIXOadbl K J'II/Id)TaM N NECTHUYHbIM KINneTKaM.

2.20. Apx1MBoxpaHunuiia (3a UCKIIOYEHMEM apXMBOXPaHUITMLL, pacrnosfiaratolMXCcs Ha OXpaHSEMON TepPPUTOpUn)
obopyaytoTca ABEPSMU C MOBbLILIEHHOW TEXHUYECKOW YKPEnmneHHOCTbI NMPOTUB BO3MOXHOIO B3fIOMa, OCHALLEHHbIMU
3aMKaMu NOBbLILWEHHON cekpeTHOCTU. OkHa NoMeLLeHnn NepBoro ataxa OoMmkHbl BbiTb 060pyAOBaHbl 3annparoLLMMUCS
pelueTkammn <1>.

<1> [oanyHkrbl 2.11.1.1 - 2.11.1.2 nyHkTa 2.11 MNpaBun xpaHeHus.

2.21. Bce noctynawouime B apXmB OpraHnsauumn LOOKYMEHTbl pa3MellaroTCA B apxXuBOXpaHUIUWaxX Ha
CTauMOHapHbIX n/nnu nepeaBmXHbiX MeTallNIM4eCKnUX cTennaxax, B MeTaryind4ecknx Luxacbax mnnm KOHTGVIHean.

Crennaxu OomkHbl ObiTb yCTaHOBIEHbI NepneHaunKynapHO CtTeHaM C OKOHHbIMK NMpoeMamMu, a B NoMeLleHnn 6e3
OKOH - C y4eTOM ocobeHHocTel NoMeLleHnst 1 060pyﬂ,OBaHMﬂ. He O0nycKaeTca pasMmelleHne cTennaxem BMIOTHYKO K
HapPYyXHbIM CTeHaM 30aHUA U K UICTOYHUKaM Tenrna.
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PacctaHoBka ctennaxen v WwkadoB OCYyLLECTBNAETCA B COOTBETCTBMM CO creayrowmumm TpeboBaHamu:
paccTosHWe Mexay psagamu ctennaxen (rasHbIi Npoxoa) - He meHee 120 cwm;

paccTosiHne (Npoxon) Mexay ctennaxamu - He MeHee 75 cm;

pacCcTosiHME Mexay HapyXHOW CTEHOW 34aHusA U CTennaxamu, napannenbHbIMU CTEHE - He MeHee 75 cM;
paccTosiHME MeXay CTEHOM M TOPLOM cTennaxa unm wkada (obxon) - He meHee 45 cw;

paccTosiHMe MeXAy MOFioOM U HUXKHEWN MOMKOW cTtennaxa (wkada) - He meHee 15 cM, B LLOKONbHbLIX 3Taxax - He
meHee 30 cm <1>.

<1> [oanyukr 2.11.3 nyHkTa 2.11 MNpaBun xpaHeHus.

2.22. MNpoTnBOMNOXapHbIA PEXUM B 30aHUNAX, FOe pasMellaeTcss apxXMB OpraHvMsaunn, U B apXMBOXPaHUIMLLAX
yCTaHaBnNMBaeTCs B COOTBETCTBUM C HOPMAaTMBHbBIMM NpaBoBbIMK akTamu Poccuinckon degepaumm B 06r1actu noxapHom
©esonacHocTu.

2.23. OxpaHHbIit pexxum obecneynBaeTcs nytem ob60pyaoBaHUs apXUBOXPAHUIVLL, a TakkKe APYrUX NOMELLEeHWHN,
rae NMoCTOSIHHO WM BPEMEHHO XPaHSITCS apXMBHbIE OOKYMEHTbI, CpeACcTBaMU OXpaHbl, 06ecneyrBaloLwyMm KOHTPOb
JOCTyna B apXMBOXPaHUNULLE 1 NMOMELLEHNA apxuBa, U cobriogeHrem nopaaka caadm nog oxpaHy U CHATUA C OXpaHbl,
YCTaHOBIEHHOIO PYKOBOAMTENEM OpraHu3aL/nu.

B Clny4ae Bblgavyn apxXmBHbIX JOKYMEHTOB BO BpeMEeHHOE MNoJjib3oBaHME MO 3anpocamM rocyapCrtBeHHbIX OpraHosB,
OpraHoB MeCTHOro camoynpaBliieHna " Opl'aHVI3aLI,VIl7I BbIHOC M3 34aHUNA apxuBa WU 30aHUA OopraHun3auunn apXmBHbIX
OOKYMEHTOB pa3pellaeTca TOJ1bKO No cneunarnbHbIM NMponyCckaMm.

2.24. Apx1BHble JOKYMEHTbI crielyeT XpaHUTb B TEMHOTE.

Bce Buabl paboT ¢ AOKyMEeHTaMu OOSKHbI MPOBOAUTLCS NPW OrPaHMYEHHbIX UM TEXHOMOMMYECKN HeobXxoanMbixX
YPOBHSIX OCBELLEHUS.

3awuTa LOOKYMEHTOB OT penctens ceeTa obecneymBaeTcs XpaHeHneMm [OOKYMEeHTOB B K0p06KaX, nankax wu
nepennetax, B LIJKaCbaX UINn Ha cTennaxax 3akpbIToro tuna.

EcTecTBeHHOe ocBelleHNe B apxXmBoXpaHunuuie agonyckaeTtcda npu ycnoBmnm MNpuUMEHEeHUA Ha OKHax
CBeTopaCCGMBaTeﬂeVI, 3aLUNTHBbIX (bl/lﬂprOB, LLITOP, XKanw3n, HaHECEHHbIX Ha CTEKI10 I'IOKprTVIIZ. Ons NCKYCCTBEHHOIo
ocBeleHnd NPUMEHATCA JTaMnbl HakalimBaHUA B 3aKPbITbIX I'IJ'Ia(*)OHaX C rnagkomn NOBEPXHOCTbIO.

ypOBeHb OCBELlEeHHOCT B [AOuana3oHe BUOMMOIo CcCrnekrtpa He AOOoJKeH npeBblllaTtb: Ha BepTVIKaJ'IbHOVI
NOBEPXHOCTU CTemnnaxa, Ha BbicoTe oHoro meTpa oT nona - 20 - 50 nokcoB, Ha pabouunx ctonax - 100 ntokcoB <1>.

<1> [oanyHkT 2.11.2.4 nyHkTa 2.11 MNMpaBun xpaHeHus.

2.25. B apxuBOoXpaHuWnuwie Ans  XpaHeHusl [OOKYMEHTOB YCTaHaBNMMBAlOTCH CriedyloliMe napameTpbl
TeMnepaTypHO-BMaXXHOCTHOIO pexuma; <1>

<1> MNoanyHkT 2.11.2.3 nyHkTa 2.11 NMpaBun xpaHeHus.

ONS XpaHeHWss OOKYMEHTOB Ha BymaxHoMm HocuTene - Temnepatypa 17 - 19 °C, oTHOCMTenbHas BRaXXHOCTb
Bo3gyxa - 50 - 55%;

www.consultant.ru CrpaHuua 6 13 59
HafeXHasa npaBoBas noaaepXxka


consultantplus://offline/ref=1E3B2D3795C95F86F57D2D231374210FB6C42111CE72209F759D0328D0B0C851216704B0962C09331764D38B5095B0F93A519C0FCBD6E4qCl8H
consultantplus://offline/ref=1E3B2D3795C95F86F57D2D231374210FB6C42111CE72209F759D0328D0B0C851216704B0962C09331764D38B5095B0F93A519C0FCBD6E4qCl8H
consultantplus://offline/ref=1E3B2D3795C95F86F57D2D231374210FB6C42111CE72209F759D0328D0B0C851216704B0962C08371764D38B5095B0F93A519C0FCBD6E4qCl8H
consultantplus://offline/ref=1E3B2D3795C95F86F57D2D231374210FB6C42111CE72209F759D0328D0B0C851216704B0962C08371764D38B5095B0F93A519C0FCBD6E4qCl8H
consultantplus://offline/ref=1E3B2D3795C95F86F57D2D231374210FB6C42111CE72209F759D0328D0B0C851216704B0962F00301764D38B5095B0F93A519C0FCBD6E4qCl8H
consultantplus://offline/ref=1E3B2D3795C95F86F57D2D231374210FB6C42111CE72209F759D0328D0B0C851216704B0962F00301764D38B5095B0F93A519C0FCBD6E4qCl8H
http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru

Mpukas MuHkynbTypbl Poccun ot 31.03.2015 N 526
"O6 yTBEpXAEHUM NPaBU OpraHM3aLmMmn XpaHeHus,
KOMMNEKTOBaHMUS, y4eTa U UCMof...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[ata coxpaHeHus: 03.03.2020

ONs1 JOKYMEHTOB Ha MarHUTHbIX AMCKax U QUCKOBLIX HakonuTensx - 8 - 18 °C un 45 - 65%;

ONs JOKYMEHTOB Ha onTuyeckux guckax - 10 - 23 °C un 20 - 50%;

A5 OKYMEHTOB Ha KMHOIIEHKE:

C HUTPOOCHOBOW - YepHO-0ernble: TemnepaTypa He Bbiwe 10 °C, uBeTHble: TeMnepaTtypa He Bbiwe -5 °C;

¢ 6e3onacHol 0CHOBOW - YepHO-benble: TeMmnepaTypa He Bhiwe 15 °C, uBeTHblE: TemnepaTtypa He Bbiwe -5 °C;
ans poTOAOKYMEHTOB:

YepHo-6enble - TeMnepaTypa He Bbiwe 15 °C;

LBeTHble - TeMnepaTypa He Bbiwwe -5 °C.

OTHOCUTENbHAs BRNAXHOCTb BO3Ayxa, HeobxoAMMasi [Ansi XpaHeHWs [OKYMEHTOB Ha KUHOMMEHKE WU
doToaokymeHTOB, coctaenseT 40 - 50%.

2.26. B apxuBoxpaHuWnuvlle C HeperynupyeMmbiM KIUMaToM [OSMKHblI OCYLLECTBSTLCA MEPOMNPUSTUS Mo
oNnTUMM3ALUM TEMMNEPATYPHO-BNAXKHOCTHOIO pexmMMa C MPUMEHEHMEM OTOMMEHUS U MPOBETPMBAHWUSI MOMELLEHWUIA, a
TaKKe MeXaHUYeCKMX CPeCTB YBMaXKHEHUSI NN OCyLLEHUs Bo3ayxa. Pe3kne konebaHusl (Ce30HHbIE Y B TEYEHUE OfHUX
cyToK) Temnepatypsbl (+/- 5 °C) n oTHocuTenbHOM BriaxkHOCTK Bo3ayxa (+/- 10%) He gonyckatoTcs.

Mpy ANUTENbHOM HapyLleHUM TemnepaTypHO-BNaXXHOCTHOrO pexumMa (0T 3 cyTok 1 Goree), ConpoBoXaatoLLeMCs
NOBbILUEHWEM OTHOCUTENbHOW BRaXHOCTM Bo3dyxa Ao 70 - 90%, npvHMMaloTCs Mepbl MO ero HopManvsauum
(MHTEHCUBHOE NPOBETPUBAHME, OCYLLEHNE apXMBOXPaHMUIMLLA).

TemnepaTypHO-BNaXHOCTHLIN  PEXUM  KOHTPONMPYETCA MNyTemM pPerynspHoro usMepeHus TemnepaTypbl WU
OTHOCUTENBbHOM BMAXHOCTM KOMHATHOTO W HApYXHOIO BO3AyXa B OOHO M TO e Bpems: B KOHOULMOHUPYEMbIX
NOMELLEHUSIX - He pexe 1 pasa B Hedeno; B apXMBOXpaHUNMLLAX, HE OCHALLEHHbIX CUCTEMOW KOHAULIMOHMPOBAHUS
BO3yXxa - 2 pa3a B Heerno; Npy HapyLUeHUsIX pexuma - 1 pas B CyTKu.

Moka3zaHnsa KOHTPOJTIbHO-U3MEPUTENbHbIX I'IpI/I60pOB C*)I/IKCI/IpyIOTCFl B perncTtpaunmoHHbIX XypHanax, B KOTOpPbIX
TakXe OTpaXakTCA npoBepKa npaBUITbHOCTU nokasaHumn I'IpI/I60pOB N Mepbl, MNPUHATbBIE NO HOpPpManusaunn
TeMnepaTtypHO-BJ1a>XHOCTHOIO peXxunmMa B Cltydadx ero HapyweHus.

Mpwn HanM4nmn B 34aHuu apxusa LleHTpann3oBaHHOM CUCTEMbI obecneyveHus cobntoaeHus
TemMnepaTypHO-BNaXXHOCTHOrO peXmMMa B MOMELLEHUSAX, TOe XPaHATCA OOKYMEHTbl, KOHTPONb 3a ero cobniogeHvem
OCYLLECTBMSAETCHA B aBTOMATUYECKOM peXnMe.

2.27. TlomelleHVs apxvMBa OpraHM3auMuM OOMKHbI COAepXaTbCA B UYWCTOTE, B YCIOBUSIX, MCKIOYaOLLMX
BO3MOXHOCTb MOSIBIIEHUS MIIECEHU, FPbI3YHOB, HAaCEeKOMbIX, MblN. B nomMelleHnsX apXMBOXpaHWUNULL OOMKHa ObiTb
obecneyeHa cBobogHas UMPKyNsUuMs BO3ayxa, MCKMoyatowasi obpaszoBaHWe HEnpoBEeTPUBAEMbIX 30H, OMacHbIX B
CaHUTapHO-GMONOrMYeCcKOM OTHOLLIEHUN.

B nomeLleHusix apXnBoxXpaHUnuLL HeoGXxoanMo:
MPOBOAUTL CUCTEMATUYECKYIO BaXHY YGOPKY;
He pexe OfHOro pasa B rog NpoBoAuUTb 06ecnbiNMBaHNe KOPoOOoK C AOKYMEeHTaMU, LKAdoB, CTENNaxen;

06pa6aTblBaTb LOKOSbHbIE 4acTW CTennaxewn, nonbl, MIAHTYCbl, NOAOKOHHWKM BOAHbIMM  pacTBOpPaMu
aHTUCENTUKOB.

2.28. [1Ba pasa B rog (B Hayane W MO OKOHYaHWM OTOMUTENBLHOrO Ce30Ha) OOKYMEHTbl M MOMELLEeHUs
apxXMBOXpaHWUnuULL noasepraTcsi obcrneaoBaHMI0 AN CBOEBPEMEHHOro OBHapyXeHUsi HacekoMblx U nneceHw. MNpwu
obHapyxeHun Guonornyecknx BpeamTenen NPUHUMaKTCA CPOYHblEe Mepbl N0 Ae3HMEeKUMN N e3MHCEKLUM JOKYMEHTOB
1 nomeLleHu cunamm paboTHUKOB apxmnea, a npu HeoBX0ANMOCTM - CUIaMU COOTBETCTBYHOLLMX CIYXKO.
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2.29. B apxuBoxpaHunue 3anpeljaeTcs HaxoauTbCsl B BEPXHEW ogexae, MOKPOW U rpsA3HOM OoByBW; XpaHUTb
NMOCTOPOHHME NpeaMeThbl, UMYLLECTBO 1 0bopyaoBaHue, ynoTpebnaTe nuweBble NPoayKTbI.

2.30. O6s3aTenbHbIMK YCNoBuUAMU XpaHeHUA 3N1EKTPOHHbIX JOKYMEHTOB ABIAKTCA:

HanMuMe B apxuMBe OpraHu3auMn He MeHee [OBYX 9K3eMMIISAPOB KaKOoOW eOUHWLbI XPaHEHWS 3MeKTPOHHbIX
OOKYMEHTOB (OCHOBHOM 1 paboymi aKk3eMnnsipbl JOMKHbI HAXOAUTLCS Ha pa3HblX PU3NYECKMX YCTPONCTBAX);

Hannmyne TexXHNYeCKnXx wun rMnporpamMmMHbIX CcpeacTtB, npeaHa3Ha4dYeHHbIX O5A BOCnpou3dBedeHudA, KonmpoBaHUA,
nepes3anncun SNeKTPOHHbIX JOKYMEHTOB, KOHTPONA q‘)VI3VI‘-I€CKOFO N TEXHNYECKOIro COCTOAHUA,

obecneyeHne pexunma XpaHeHUA 3NEeKTPOHHbIX AOKYMEHTOB, WCKM4arwuwiero yrtparty, HeCaHKUMOHUPOBaAHHYH
PacCCbIJIKy, YHUHTOXEHNE UIMTN NCKaXXeHNe VIH(bOpMaU,I/IM.

2.31. lNepepaya TEKCTOBbIX 3MEKTPOHHbIX OOKYMEHTOB AN XpaHeHUs B apXuB OpraHusauun, SBRsoLiencs
WCTOYHMKOM KOMIMIEKTOBAHUSA roCyAapCTBEHHOrO M MyHULMMNAnbHOIo apxmea, ocyllectensetca B (popmate PDF/A.

2.32. B uensx oGecneyeHnUst XxpaHeHUs, y4eTa U UCMOSb30BaHUS 3NEKTPOHHBLIX AOKYMEHTOB, HaXOASALMXCA Ha
XpaHEHUW B apX1Be OpraHunsauun, 4OIHKHO NPOU3BOANTLCS CUHXPOHHOE M3MeHeHMe NporpaMMHo-annapaTHon cpeapl B
opraHusauMu 1 B apxuse opraHusauuy, a Takke CBOEBpeMeHHas nepesannch aMeKTPOHHBIX apXUBHbIX JOKYMEHTOB Ha
HOBble HOCUTENW U B HOBble hopMaThl.

B npouecce xpaHeHUsi 3MEKTPOHHLIX AOKYMEHTOB B apxvMBe OpraHuM3auuyM He pexe odHOro pasa B 5 net
MPOM3BOAMTCA TEXHUYECKUA KOHTPONb  (DU3MYECKOTO COCTOSIHUSI HOCWUTENEN  SNEKTPOHHbIX JOKYMEHTOB U
BOCMPOW3BOAMMOCTY 3MEKTPOHHbIX JOKYMEHTOB.

B cnyyae ecnu npu ocywwecTBNEHUN TEXHUYECKOTO KOHTPONS YCTAHOBMEHb! M3MEHEHNS (oM3NYECKOrO COCTOSIHUS
HOCUTENen 3MeKTPOHHbIX [OKYMEHTOB, apXuMB OpraHu3auuMu MO PELUEeHWI0 PYKOBOAMTENS OpraHusauuy OOSKeH
NMPOBOAUTL paboTy Mo nepesanncy 3NeKTPOHHbIX JOKYMEHTOB Ha HOBbI€ HOCUTENM.

|_|pl/l N3MeHeHun (*)OpMaTOB B pes3ynbTarte npeoGpasoBaHMﬂ nporpaMMHo-annapaTHoﬁ cpenbl, yxyglieHus
BOCNPOnN3BOOAMMOCTU INEKTPOHHbLIX OJOKYMEHTOB apXmB OpraHunsauun rno peleHn pykoBoauUTend opraHn3aumm OOJmKeH
npoBOAUTb pa60Ty no nepesanncun 3N1EKTPOHHbIX JOKYMEHTOB B HOBbIE (bOpMaTbI.

Mpu ocywecTBneHMn nepesanncy [oImkHa ObiTb obecneyeHa ayTEHTUYHOCTb, MOJIHOTA, [OOCTOBEPHOCTb,
LieNIOCTHOCTb U HEM3MEHHOCTb MHGOPMAaLIMK, COAEPKALLENCS B ANEKTPOHHbIX JOKYMEHTAX.

TeKkcToBble 3NEKTPOHHbIE AOKYMEHTLI, MoABEpriuMecs nepesanncy B HoBble hopMaThbl U/MNN Ha HOBbIE HOCMTENMN,
OOMXKHbI 0OTBeYaTb TpeboBaHUAM, yCTaHOBMNEHHbIM MyHKTOM 2.31 HacTosawwmx lMpasumn.

2.33. Onsa onepatunBHOro OoOCTyna K 3J1eKTPOHHbIM OOKYMEHTaM B CNpPaBOYHbIX U NMOUCKOBBLIX LENAX B apxuBe
co3paeTca d)OH/J, NoJib30BaHNA 3NIEKTPOHHbIX JOKYMEHTOB.

2.34. Bce noctynatowme B apxme opraHv3aumym JOKYMEHTbl pasMeLLaloTca B apXMBOXpaHUmmMLLAx Ha cTennaxax
unn B WKadax B nopsgke, COOTBETCTBYIOWEM ONUCAM Aen, AOKYMeHTOB. [1oKyMeHTbl, TemnepaTypHO-BIaXKHOCTHbLIV
PEXUM XpaHEeHUs KOTOPbIX pasnuyeH, A0MMKHbI pa3MeLLaTbCs B PasHblX apXMBOXpaHUMLLAX.

2.35. [okymeHTbl ApxuBHOro coHaa Poccuickon ®epepauum u Opyrne apxmBHble [OKYMEHTbl OOIDKHbI
XpaHUTLCS B KOPOBKax nnu nankax, M3roToBMEHHbIX 13 6e3BpeaHbIX ANs JOKYMEHTOB MaTtepu1arnos.

SﬂeKTpOHHbIe OOKYMEeHTbl Ha d)VISVI‘-IeCKVI 000COBNEHHbIX HOCUTENSIX pasmelwarTCcAad OoTAesIbHO OT [OpYyrux
OOKYMEHTOB.

Ha kopobku npuknenBaroTcsa AprbIkK, Ha KOTOPbIX YKa3biBalOTCA: HOMep PoHAa, HOMEp OMUCK U KpalHue HoMepa
[Oen, pasMeLleHHbIX B IaHHON Kopobke.

Mopsidok pasMelleHust yCcTaHaBnuBaeTCA B 3aBMCMMOCTM OT pPAacCTOSIHAS MeXay norkamu, ¢usnm4eckoro
COCTOSIHMS f[erl, a Takke OT TBEpAOCTM WM MSArKOCTM nepenneTa. [ena, wumetowme TBepabli nepennerT,
yCTaHaBMNMBatloTCsl BEPTUKAIbHO; C MSATKUM NepensieToM Ui HeNnepensieTeEHHbIE - TOPU3OHTamNbHO.
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KopoGku He AomkHbI BbICTYMNaTb 3a Npeaernbl Mook cTernnaxen.

He OonyckaeTcda XpaHeHue [OOKYMEeHTOB B TpchnopTHoﬁ Tape, B wtabensx, Ha nony, nOAOKOHHUKAaX,
NNeCTHUYHbIX nnowagkax n gpyrux He npegHasHavyeHHbIX Ond XpaHeHUa JOKYMEHTOB MeCTax.

2.36. Bce nomelueHus apxuBa oOpraHuMsauum, a Takke CTennaxw, wkadbl, KOHTENHEPbI, MOMKN HYyMepylTCcs.
Crennaxu, WwKadbl N KOHTENHEPbLI HYMEPYIOTCA B KaXXAOM apXMBOXpaHWMMWLLE CreBa HanpaBO OT BXOAHOW ABepw, a
MOMKW Ha cTennaxax - no wkadam cBepxy BHU3, CrieBa Hanpaso.

2.37. B uenax onpegeneHuss MecTa XpaHeHWd [OOKYMEHTOB B  apXMBOXPaHUMMLLE COCTaBMnsTCA
Tonorpacumyeckune ykasartenu: noctennaxHole (npunoxexme N 1), a npu 6onbliom konmdectse poHAOB - NOHOHAOBLIE
(npunoxexue N 2).

2.38. MameHeHus, npoucxoAsiliMe B pas3MelleHUN [OOKYMEHTOB, [OJIKHbl CBOEBPEMEHHO OTpaxaTbCA B
TonorpadM4eckmx ykasaTensix.

2.39. B xoae NpoBepKy HAaNM4nsa U COCTOSIHUS apXMBHbIX JOKYMEHTOB B apX1Be opraHnsaumu:
yCTaHaBNMBaeTCs PAaKTUYECKOE Hannume eanHUL, XpaHeHns 1 COOTBETCTBUE YYETHBIM JAOKYMEHTaM;
BbLISIBMSAOTCA U YCTPAHATCA He4OCTaTKM B y4eTe JOKYMEHTOB;

BbISIBISAOTCA OTCYTCTBYHOLIME [JOKYMEHTbI U OpraHn3yeTcsi po3bick;

BbIABNSAOTCA " YyUYUTbIBaKOTCS [IOKYMEHTB!, TpebytoLime NpogUnaKkTU4eCcKoi n/vnu
pecTaBpauMoHHO-NpodunakTuieckor o6paboTku.

BoigsnaoTtca u YYUTbIBAKOTCA 3J1EKTPOHHbIE [OOKYMEHThI, Tpe6yrou.|,v|e nepes3anncm Ha HOBble 3J1IEKTPOHHbIE
HOCUTenn, npoBOoOUTCA KOHTPOIb ¢)M3VI‘-I€CKOFO N TEXHUYECKOro COCTOAHUA eOuHUL XpaHeHUA, OCYyLLeCTBAeTCA
npoBepkKa Ha Hanuyne BpeJOHOCHbLIX KOMMNbLIOTEPHLIX NPOrpamMm.

2.40. NpoBepka Hannuus 1 COCTOSAHNS JOKYMEHTOB Ha OyMakHbIX HOCUTENAX NPOBOAUTCS B apXmMBe OpraHnsauum
KOMUCCUEN UM He MeHee YeM ABYyMS paboTHWKamMu He pexe ofHoro pasa B 10 neT, aNeKTPOHHbIX AOKYMEHTOB - He
pexe oHoro pasa B 5 ner.

2.41. Tpv NnpoBepKe HanMunsi U COCTOSTHUS OKYMEHTOB B apXvmBe OpraHnsauum Heobxogumo:

COXpPaHATb NOPAAOK pacnoyioXXeHunA OOKYMEeHTOB Ha cTenaXax, B LIJKa(baX n KOHTeVIHean B COOTBETCTBUU C
Tonorpacpmyeckummn  ykasatenamu. [py U3MEHEHUW pacnonoXeHust Oen HeoOXOAMMO CBOEBPEMEHHO fenaTtb
COOTBETCTBYIOLLME 3anncK B Tornorpaduyecknx ykasatensx;

rnoMeLlaTb Ha MecTa Haarnexallero xpaHeHuss obHapy»keHHble BO BPEMSI MPOBEPKU HEMPAaBUIbHO pa3MeLlLeHHble
eaVHULbl XpaHEHUS;

M3biMaTb C Mocreaytowen n3onsumein OOKYMEHTbI, 3apaKeHHble MNMECEHbID WM APYrMMU GUOMOrMYECKUMM
BpeanTensamm (onsi AOKYMEHTOB Ha ByMaxHOM HocuTene);

U3biMaTb E€OMHWLbI XPaHEHUS SMNEKTPOHHBLIX [AOKYMEHTOB, COAepXallye BpedoHOCHble KOMIMbIOTEPHbIE
nporpamMmbl, MOMelLaTb Ha creLnanbHO BbiAeNeHHYo Nosky (B SLWKMK) AN nocneayollein o6paboTku;

M3blMaTb N pa3MellaTb BCrnea 3a y4TeHHbIMU ena, He BHECEeHHblIe B OMNUCH.

BHeceHne BbISIBNEHHbIX B X04e NPOBEPKN HEYYTEHHbIX Aef B ONUCb 3arnpeLlaeTCA. Hey‘-ITeHHbIe Aena nognexart
o6pa60TKe 1 onncaHunio nocrie 3aBepLueHna NpoBEpPKA.

2.42. lNMpoBepka HanMuns U COCTOSIHUS OOKYMEHTOB MPOBOAMTCH NyTeM CBEPKU OnucaTenbHbIX CTaTel onucu ¢
onvcaHvem aen Ha obnoxkax.

dusmnyeckoe coctosHMe aen onpeaensieTcs nyTem B13yanbHOro NpocMoTpa.
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Jenatb kakne-nnbo NoOMeTKN MM 3anucy B ONUCSX AeNn U APYrnxX yYyeTHbIX AOKYMeHTax 3anpeliaeTcd. B koHue
KaXxgon NpocMoTpeHHon onucu Aenaetcs 3anuck "NMPOBEPEHO" ¢ yka3aHvem HOMepa 1 AaTtbl akTa NPoOBEPKM Hannyins
N COCTOAHUA JOKYMEHTOB.

2.43. TpoBepka Hanmuynsg N COCTOSAHUA [OKYMEHTOB CUYMTAETCH 3aBeplUEeHHOW Nocre BHECEHUS U3MEHEHWUN,
BbISIBNEHHbIX MPOBEPKON, B YYETHbIE AOKYMEHTbLI apXu1Ba.

Mo pesynbTaTaM MPOBEPKUM COCTaBMSIETCH aKT MPOBEPKA HaNMuUsi U COCTOSIHUA apXMBHbIX [OKYMEHTOB
(npunoxenune N 3). Mpu 0BHapyXeHWM OLINGOK B YYETHBIX JOKYMEHTaX COCTaBMSIETCH aKT O TEXHUYECKUX OLINGKax B
y4eTHbIX AokymeHTax (npunoxeHune N 4). B crnyyae oBGHapyXeHWsi JOKYMEHTOB, HE OTHOCSILLMXCS K AaHHOMY hoHAY,
apXuBYy OpraHu3auum, HEeYYTEHHbIX, TAKKe COCTaBMSAETCH COOTBETCTBYHOLLMIA akT (MpunoxeHvne N 5). YkasaHHble akTbl
NOANMUCLIBAOTCA UCMONHUTENSMU 1 YTBEPXKAAITCA PYKOBOAWUTENEM OpraHM3aum Unu ero 3aMecTUTeNeM, KypupyHoLLm
AesTensHOCTb apXuBa.

2.44. Ecnu npoBepKoM HamuMuMsi M COCTOSIHWUSI LOKYMEHTOB YCTAHOBJIEHO OTCYTCTBME [en U [OOKYMEHTOB,
OpraHu3yeTcs UX pPo3bICK.

Po3bICK apXUBHbIX JOKYMEHTOB, HE OOHapyXXEeHHbIX B XO4e MNPOBEPKU, OpraHuM3yeTcs C MOMEHTa BbISIBIEHUS
OTCYTCTBUSI U MPOBOOAUTCA B TedeHWe opHoro roga. Ha pgena, He obGHapyXeHHble B XO4e MPOBEPKU Hanmuuus u
COCTOSIHUSI JOKYMEHTOB, COCTaBnsieTcs akT 06 yTpaTe OokyMeHToB (npunoxeHuve N 6), koTopblid paccmaTtpuBaeTcst
3KCMEPTHOM KOMUCCUEN (LeHTpanbHOW 3KcrepTHoW komuccunen) (ganee - 3K (LLOK) opraHusaumm u yTBepxpaeTtcs
pykoBoautenemMm opraHmsauum wunn ero 3amMecTUuteriem. K aKTy npunaraeTtca crnpaBka O nNpoBedeHUN po3bICKa,
NMOAroTOBMEHHas M NOANUCAHHAasA NMLOM, NPOU3BOAMBLLMM MPOBEpPKY. AKT 06 yTpaTe OOKYMEHTOB npeacTaBnseTcs B
COOTBETCTBYIOLLUIA FOCYAAPCTBEHHbIA (MyHULMNANbHBIA) apXMB UK YNONTHOMOYEHHbIA OpraH UCMOSTHUTENBHOW BracTu
cybbekta Poccuiickoit denepaummn B 06nactn apxMBHOro aena Ans NpUHATUS PELUeHNUst O CHATUM yTpaydeHHbIX Aen ¢
yyeTa.

2.45. [JOKyMEHTbl BblOATCA U3 apXMBOXPaHMIMLLA HAa OCHOBaHUW MUCbLMEHHONO pa3pelUeHusl PyKoBOAUTENS
apxuBa oOpraHusauum unu ero 3amecTutens (ecnu apxumB SIBNSIETCA Yy4YpexOeHWeM), PYKOBOAUTENS CTPYKTYPHOrO
noapasfeneHns opraHMsaumm:

paboTHUKaM CTPYKTYPHbIX NoApa3AeneHnin opraHMsauum;

cynebHbIM, MPaBOOXPaAHUTENBHLIM U UHBIM YMOMTHOMOYEHHBIM OpraHaM B COOTBETCTBUMM C 3aKOHOAATENbCTBOM
Poccuickon denepaumu;

WHbIM NOMb30BaTeNsiM No MUCbMEHHOMY 3asiBNEHMIO.

[oKyMeHTbl BblAalTCs U3 apXMBOXPaHUIULL, HA CPOK, He MPEBbLILIAIOLLIMIA:

OfHOrO Mecsua - AN UCMOMb30BaHMs paboTHMKaMK OpraHM3auny U UHbIMU NOMb30BaTENSaAMU;

LLIeCTM MecaLeB - CyAeOHbIM, MPaBOOXPaHNTENbHbLIM U UHBIM YNONTHOMOYEHHBIM OpraHam.

[MpooneHve YCTaHOBMEHHbIX CPOKOB BbiAayM [OKYMEHTOB [JOMNyCckaeTCs C paspelleHns pykoBoauTens
OopraHvM3auMm Ha OCHOBaHUWM MUCbMEHHOrO NMOATBEPXKAEHUSI MONb3oBaTens O coxpaHeHun/obecrneyeHnm COXpaHHOCTH
OOKYMEHTOB.

2.46. Bolgaya JOKYMEHTOB U3 apXMBOXpaHUNULLA PErMcTpUpyeTecs B KHUre Bblgaydum gen n opopmnsaeTcs:

3aKka3om (cny>xebHOW 3anuckoit) Ha Bblgadvy aen;

aKTOM O Bblaye Aen BO BpEMEHHOEe NoJb30BaHue - NpU Bbigade B CTOPOHHME opraHusaumn (npunoxexue N 10).

Mpy TpaHCNopTMpPOBKE [Oen Ha Jiobble paccTosiHUA obecrneynBaloTcs Mepbl MO OXpaHe M 3awute UX OT
BO3[eiCTBMS BpeAHbIX (DakTOpOB OKpy»KatoLleln cpedbl.

2.47. Bbigayy AOKYMEHTOB Ha ByMaKHOM HOCUTeNe M3 apxXvMBOXpaHUnuLia u npuem nx obpaTHo, B TOM YMChe B
criyyae HeoOXOOMMOCTW MOMMUCTHYKD MPOBEPKY HanmuMuMs W COCTOSIHUSA [OKYMEHTOB Mepep Bblgaven w3
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apxXuBOXpaHunMa n npu Bo3BpaTe, NPOU3BOAUT PabOTHMK apXMBOXPaHUNULLA B MPUCYTCTBUM NMua, MOfyyaloLllero
(Bo3BpaLyatoLLero) gena.

Bmecto BblgaBaembix u3 apxmBoxXpaHunnuiia eguHnl XpaHeHuda wu onucen pen, OOKYMEHTOB [AOJ1KHa
pa3mMellaTbCA KapTa-3aaMeCTuTellb aena (npmnomeHMe N 7). I'IpM BO3BpalleHNUN erna KapTa-3aMeCTUTENb U3bIMaeTCA U
XpaHUTCA B apxmuBe opraHnsaunm 0o MMHOBaHUA HagobHoCTH.

[ena, BblJaBaemble W3 apXMBOXPaHUIULLA, OOMKHbI MMETb apXWMBHbLIA LWKNMP, NPOHYMEPOBAHHLIE NUCTHI,
nncT-3aBeputenes Aena (npunoxexHue N 8) 1 NUCT ncnonb3oBaHWsa OKYyMeHTOB (npunoxeHune N 9).

MoaroToBka apXMBHbLIX JOKYMEHTOB K Bblaaye 13 apXMBOXpaHuUnuLLa BKIOYaeT:

BbIEMKY apXUBHbIX [JOKYMEHTOB;

CBEpKy apXMBHOIO LUMPa U 3arofioBKOB C OMUCHIO Aer, AOKYMEHTOB;

npoBepKy pU3n4eCcKoro COCTOSIHUS Aena.

OneKTPOHHbIE AOKYMEHTbI BbIAAOTCA U3 apXMBOXPAHUNULLA B BUAE 3NEKTPOHHbIX KOMUIA AN KOMUIA Ha ByMaXkHOM
HocuTene. Mpyu HeoBXOOMMOCTM 3aBEpPEeHUs KOMUIA 3MEKTPOHHBLIX [OKYMEHTOB MCMOMb3YeTcs 3M1eKTPOHHas NoAnuch
PYKOBOAMTENS OpraHv3aumMn Wnu yrnorHOMOYEHHOTO MM OOMMKHOCTHOrO Nvua MnuM NpOWU3BOAUTCS 3aBEPEHME KoMK
[OKYMeHTa Ha 6yMakHOM HocuTene B YyCTaHOBMEHHOM Mnopsiake (MyHKT 5.14 HacToswmx Mpasun).

2.48. [IoKyMeHTbI U3 apXMBOXpaHWUNULLA, Kak NpaBuno, He Bbi4aloTcs:

Mpv HanMuuM oHa NoNb30BaHUS;

Haxogaumeca B HeyaoBeTBOPUTENTbHOM Q)I/ISVNGCKOM COCTOAHNN.

2.49. B opraHusaumn OoSKHbl ObiTb paspaboTaHbl NiaHbl KOHKPETHLIX MEPONPUATUIA U Apyrihe HOpMaTMBHblE
OOKYMEHTbI, perfamMeHTUpylolme nopsagok paboTbl B Ype3BblYalHbIX CUTyauusix, MpW BO3HUKHOBEHMM KOTOPbIX
HEeBO3MOXHO 06ecneunTb COXPaHHOCTb apXMBHbBIX JOKYMEHTOB.

C coaepxaHnem nnaHoB Mepoan/IHTMVI n Oapyrnx HOpMaTMBHbIX OOKYMEHTOB, onpenenAroumnx pa60Ty apxumBa
opraHmsauunm npu LIpe3BbI‘-IaIZHbIX CUTyaumnax, OOJIKHbI ObITb O3HAKOMIIEHbI pa6OTHI/IKl/I apxumBa opraHunsauun.

lIl. YYET AOKYMEHTOB APXVBHOIO ®OHOA POCCUNCKOW GELEPALIAN
N OPYTUNX APXUBHbBIX JOKYMEHTOB B OPIAHU3ALINA

3.1. quTy nogneXxart BCe XpaHdlnecda B apxumBe opraHusaunn OOKYMEHTbI, BKIKO4YaA OOKYMEHTbl No JIMYHOMY
COCTaBy, KOMnn AOKYMEHTOB (bOHﬂ,a nonb3oBaHUA (ﬂpl/l HaJ'Il/I‘-IVII/I) nonucun gen, AJOKyYMeHTOB.

3.2. OpraHusaums, SBRASIOLWAACA UCTOYHUKOM KOMMMEKTOBaHWS rocyAapCTBEHHOro (MyHMUMNAnbHOro) apxvea,
npeacTaBnseT B rocyAapCTBEHHbIA (MyHULMNANbHbLIN) apXuB y4YeTHble cBefAeHnss 06 obbemMe 1 cocTaBe XpaHsLUMXCH B
apxuBe opraHmsauun OokyMeHToB ApxmBHOro doHpa Poccuinckon depepaumm M Opyrnx apxmBHbIX OOKYMEHTOB B
COOTBETCTBMM C PernaMeHToOM rocyfapCTBEHHOro yyeTa [okyMeHToB ApxuBHoro ¢oHaa Poccuitickon depepauun,

yTBEpPXXAEHHbIM NMpuka3om Pocapxusa ot 11 mapta 1997 r. N 11 (3apernctpmpoBaH MuHioctom Poccum 8 nonst 1997 r.,
perncTpaumnoHHbIn Homep 1344).

3.3. OCHOBHbIMU egVHMLAMW y4eTa apXMBHbIX JOKYMEHTOB SBMSIOTCA:
apXuBHbIN (POHA;
e[MHMLA XpaHeHus - Aeno, aNeKkTpoHHoe aeno (NyHKT 4.34 HacTosAwmx Mpaswun).

3.4. EqMHuuam xpaHeHust NpncBanBaloTCs YY4eTHbIE HOMEepa, ABMSALWMECS YaCcTblo apXMBHOTO Wwndgpa. CeegeHus
O COoCTaBe enHNL XpaHeHNnda n ux Kkonm4vecrtee C*)VIKCI/IpleTCFl B YY4ETHbIX OOKYMEHTaxX apXuBa.

ApXI/IBHbII7I LLII/I(*)p (o6o3HaquMe, HaHOCMMOE B J1€BOM HWXXHEM YIIly Ha KaXay eaunHuly XpaHeHua B uendx
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obecrneveHuss yyeta v ugeHTUdUKaLMM) COCTOMT M3: HOMepa apxMBHOro coHaa; HoMepa onucK Aerl, AOKYMEHTOB;
HOMepa eauHULbI XPaHeHNs.

ApPXVBHBIA  WUNGP SMEKTPOHHbIX [OKYMEHTOB, XpPaHUMbIX Ha OBGOCOGMEHHbIX 3MEKTPOHHBLIX HOCUTENSX,
yKa3blBaeTCsl Ha BKnaabllle, BIOXEHHOM B pyTnsap HocuTensi. ADXMBHBIN LNGP 3NEKTPOHHBIX JOKYMEHTOB, XpaHUMbIX
B MH(POPMALMOHHON CUCTEME apxuBa, SIBNSETCA 00si3aTeNbHbIM 37IEMEHTOM OMUCaHUS KOHTEWHEpa 3NEKTPOHHOro
JOKyMeHTa.

35. B apxmee opraHunsauum BeayTCA OCHOBHblE (O6ﬂ38Teﬂbele) M BCNoMoratelibHble YyYeTHble OOKYMEHTbI.
CoctaB un (*)OprI OCHOBHbIX Y4E€THbIX JOKYMEHTOB onpenenAarTcA B COOTBETCTBUMN C HACTOALLMMHA npaBI/IJ'IaMVI. CocraB
n CbOprI BCnomoratesibHbIX Y4eTHbIX JOKYMEHTOB onpeaenatnTcAa apXmBoM opraHn3aulmm caMoCTOATENbHO.

3.6. B cocTaB OCHOBHbIX (00513aTeNbHbIX) YYETHbIX JOKYMEHTOB apXvBa OpraHvM3auum BXogsT:
KHUra yyeta nocTynneHus v BolbbITUSA Aen, AoKyMeHTOB (npunoxeHne N 11);

cnucok coHaos (npunoxeHune N 12);

nuct poHaa (npunoxerne N 13);

onucb aen, gokymeHToB (npunoxenunsa N 14, 15, 16, 17, 18);

peecTp onucen (Nnpunoxexne N 19).

3.7.B KHUry y4eTa NoCTynrieHna un BbIObITUSA Aen, OOKYMEHTOB nocriegoBaTtesibHO BHOCATCA BCE MNepBUYHbIE U
NOBTOPHbIE NOCTYNJIIEHUA (Bbl6bITI/IF|) nen, JOKYMEHTOB. Kaxpoe nocrynneHune (Bbl6bITI/|e) B npepenax oT4eTHOro roaa
nony4yaet I'IOpFIﬂ,KOBbII?I HOMEpP B BafloOBOW nocrniegoBaTeNlbHOCTU.

ExxerogHo Ha 1 sHBapsi NOABOANTCS UTOT KONMYECTBA MNOCTYNUBLUMX U BbIObIBLUMX 3@ ro4 Aen, LOKYMEHTOB.

3.8. Cnncok hoHOOB BeAeTCs B apxvBe OpraHusauuu, XpaHsieM AOKYyMeHTbl 6onee ogHoro coHga. B cnmcok
boHO0B apXMBHbI POHA, 3anUCbiBaeTCA TOMNbKO OAWH pas, Npu NepBoM MOCTYNINEHUN B apXuUB opraHusauun. Mo cnucky
¢boHOOB B BanoBOM MOPSAAKE eMy MPUCBamBaeTCs YYEeTHbI HOMEep, KOTOPLIA COXPaHSAETCA 3a HUM BO BCEX YYETHbIX
[OKYMEHTaXx.

B cnyuyae nepegaun apxvBHOro cpoHga B OpYroli apxvB, BKIHOYEHUS €0 B COCTaB 06beaWHEHHOro apXMBHOMO
doHOa vnu BbiOeNEeHNs BCEX AOKYMEHTOB K YHUYTOXEHMI0 0CBOGOAMBLUMINCS HOMEP APYrOMY apXvMBHOMY coHOy He
npucesamBaeTcs.

O6beamnHeHHble apXuBHbIE (*)OHD,bI N apXuvBHble KONNekumnm YyYUTbIBAKTCA Ha oOWMX OCHOBAHUSIX.
O6'be£I,VIHeHHOMy dPXNBHOMY (bOHﬂ,y, o6pasoBaHHomy N3 apXmMBHbIX q:)OH,CI,OB, paHee Y4YTeHHbIX CaMOCTOATEJIbHO,
npmuceanBaeTca HoMep O0OHOro U3 apXmBHbIX CbOH,CI.OB, BKITHOYEHHbIX B €ro CoCTaB.

B apxunBax OpFaHMSBLI,MVI - WUCTOYHMKOB KOMMIEKTOBaHNA rocyaapCTBeHHbIX (MyHI/ILI,I/II'IaJ'leI:IX) apxmBoB
NpoOCTaBAE€TCA HOMEP apXMBHOIO (*)OHﬂ,a, 3a KOTOpPbIM OH y4TE€H B rocygapCrB€HHOM (MyHl/ILI,I/IFIaJ'IbHOM) apxumee, un
KOTOprVI COXpaHAETCA 3a HAM Nnochne nocTtynjieHna ero JOKyMeHTOB Ha NOCTOAHHOE XpaHeHue.

HasBaHue apxuBHOro ¢poHga BHOCUTCS B CMMCOK (DOHAOB HA OCHOBAHUM MCTOPUYECKOM CrpaBku K OOHAY Wnu
TUTYNBLHOMO NUCTa ONUCK Aer, JOKYMEHTOB.

HasBaHme apxmBHOro doHga cocTouT w3 nomHoro u (B CkoOKax) COKpalEHHOro HauMMeHOBaHUS
oHOoobpasoBaTens, C ykasaHMeM €ero MoAYMHEHHOCTW, MECTOHaXOXAEeHWs, gaT co3gaHus U nukeupauun. Ecnu
HavMeHoBaHWe doHaoobpasoBaTeNns U3MEHSNOCh, TO B crnucke (DOHOOB YyKasblBAeTCs €ro nocrnegHee HasBaHue B
pamkax nepvoga, 3a KOTopbli NPUHATLI AOKYMEHTLI. Bce npegbiaylumMe nepeumeHoBaHns 0TMeYatoTes B niucte ooHaa.

HassaHne 06beAnMHEHHOro apXnBHOro hoHAa COCTOMT 13 060BLLIEHHOMO Ha3BaHUS BKITIOYEHHbIX B HEMO apXMBHbIX
oHO0B, M3 NepeyHss Ha3BaHUN CMEHABLUUX ApYr Apyra opraHm3auuin. KoHKpeTHble HanMeHOBaHUSA BCEX OpraHusauum,
OOKYMEHTbI KOTOPbIX BOWN B OObeANHEHHBIN apXMBHbIM DOHA, a Takke UX NepeumMeHoBaHUs yKasblBaloTCA B NUCTe
doHaa.
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B HasBaHMK apXMBHOW KOMMEKUMUM yKa3blBaeTCs NpU3HaK (Mpu3Hakn) ee opMUPOBaHKS.

ExerogHo Ha 1 sHBapsa K CMMCKY (OOHAOB COCTaBMNSAETCA WTOroBasi 3anucb O KONMUYECTBE apXMBHbIX (DOHIOB,
NOCTYNUBLUNX W BbIGLIBLUMX B TEYEHME roaa, U O6LLEM KONMYECTBE apXMBHbIX (DOHOB, HAXOASALIMXCA HA XpaHEeHUU B
apxuee.

Cnucok choHAO0B 3aknoyaeTcs B TBEPAYHO OGMOXKY, NINCTbl HYMEPYIOTCS, COCTaBNSAETCH NUCT-3aBEPUTESb.

3.9. Jlnuct poHaa cocTaBnseTcs Ha Kaxabld apxXuBHbIA hoHA. B HEM yuuTbiBalOTCSA BCe onucu Aer, JOKYMEHTOB
doHaa.

Jlnct cboHga MoxeT ObiTb NEpecocTaBreH TOMBKO B Criyvae, €Crv OH HEMCNPaBUMO MOBPEXAEH UMW NepecTaeT
oTpaxaTb (haKTM4eckoe COCTosiHMe u obbeM apxmBHOro doHpa. B cnyvae nepecoctaBneHus nucta ¢oHaa paHee
OeVcTBOBaBLUMA NUCT poHAa nomelLaeTcda B geno cdonaa. B BepxHem npasom yrny o6omnx nUCToB doHAa genarTcs
oTMeTKu: "JInCT nepecocTasneH" ¢ ykasaHnem gatbl nepecocTaBneHnd, OSMKHOCTU U NOAMWUCU COCTaBUTENS.

Jnctol (*)OHLI,OB XpaHATCA B NopAgke HOMEepOB apXuBHbIX d)OHLI,OB. K kaxgonm nanke cocTaBnsercs
JINCT-3aBepuTenb, roe YykKasblBalOTCA HadallbHble W KOHEe4YHble HOMeEepa apXMBHbIX (bOH,D,OB n oblliee KoOnM4ecTBO
AdPXUBHbIX (bOH,L'J,OB, JINCTbI KOTOPbIX HAaXoaATCA B narke.

3.10. B onucu gen, 0OKYMEHTOB (ro4OBOM pasfene onucu en, JOKYMEHTOB) eAnHULbI XPaHEHNS YYUTbIBAKOTCS B
COOTBETCTBMM C cMCTeMaTU3aumnen 3a NopsaKOBbIMU YYETHEIMU HOMEPaMMU.

MepBOMy rogoBoMy pasgerny Onucu Aen, OOKYMEHTOB (hoHAa MpucBavBaeTCs HOMep Mo NUCTy ¢oHada, Bce
nocneayoLiue roqosble pasaenbl YNCNATCS 3a AaHHbIM HOMEPOM [0 3aBepLLEHUS ONUCK.

He ponyckaetcss nmpucBOeHMEe onucsiM gen, OOKYMEHTOB OOWHAKOBbIX YY4ETHbIX HOMEPOB B Mpegenax OfHoOro
doHaa.

B KOHUe Bcex 3K3eMnmnsipoB onucu Aern, OOKYMEHTOB [eraeTcs WUToroBas 3anncb, B KOTOPOW YKasblBaeTCs
KOMNMNYECTBO HaXOASALUNXCS Ha XpaHEHUU eAMHUL, XPaHEHMS!, NEPBLIN U NOCNeAHUIA HOMepa eANHULL XPaHEHWS MO OMNUCH,
YKa3blBalOTCS UMEIOLLMECS NPOMNYCKM HOMEPOB, NUTEPHble HOMepa, BbIObIBLUME €AMHULbI XPaHEHUS U OCHOBaHUWE
BbIObITUS.

Mocne kaxgoro nocTynneHna nnum BbIObITUS OOKYMEHTOB COCTaBlideTCA HOBad MTOroBasa 3anuncb K onucu gen,
LOOKYMEHTOB, KOTOpad noanncbliBaeTCAd ee CoCTaBuUTesNleM C yKkadaHnem OOJKHOCTU U aTbl COCTaBIIEHUA.

Ecnnv onucb [Oen, OOKYMEHTOB COCTOMT W3 HECKOSIbKMX TOAOBbIX pasdenoB, TOMOB, WTOroBasi 3anucb
COCTaBnAeTCs K KaxAoMy rofoBOMYy pasgerny, TOMY; KpoMe TOro, K KakaoMy rnocreaytolemMy roqosoMy pasgeny, ToMy B
HapacTaloLeM NopsiaKe COCTaBISIETCH CBOAHas UTOroBas 3anuchb.

logosble pasaenbl, eCrin OHN He ABIAKTCA 3aKOHYEHHOW OMUCbIO, HE NOALIMBAOTCA U He nepennetarTcA; OHN
XPaHATCA B apxuBe B nankax.

3aKkoH4YeHHas onuch Aen, JOKYMEHTOB JOIMKHA BKoYaTh He 6onee 9999 eamHUL, XpaHeHwus.

3akoHYeHHasi onucb [Jerl, OOKYMEHTOB BMECTe C TUTYMbHbIM JIUCTOM W CMpaBOYHbLIM annapatoMm K Hei
3aKnoyaeTcs B TBepAyH 0BIOXKY, HyMepyeTcs U NOALIVBaeTCs UK nepenneTaeTcs.

Kaxgasa 3akoH4yeHHas onuck aen, LOOKYMEHTOB, TOM Onncu aen, A4OKYMEHTOB OOJIKHbl UMETb JTUCT-3aBepUTErb.

3.11. lMpu HanuMuum B apxmBe opraHu3auuu AByx n Gonee onvcen gen, JOKYMEHTOB BeLETCS pPeecTp onucewn
(npunoxenue N 19).

Onucnm gen, LOOKYMEHTOB BHOCATCA B peecTp onvcen B XpOHOJ'IOFM‘-IeCK0l7I nocnenoBaTesibHOCTU NOCTYyNIeHnA nog
COOTBETCTBYHOLLMMN NOPAAKOBbIMU HOMEPAMMW.

B peecTpe onucen d)MKCMpyI'OTCFl OCHOBHblEe OaHHble NOo COoCTaBy KaKkaom I'IOCTyI'II/IBLIJeI7I B apxXmB opraHunsauunmn
onnucu gen, JOKYMEeHTOB: HOMED (bOHﬂ,a, HOMEP Oonucun, KoJIM4ecTBo €dUHNL, XpaHeHna B ONMnUcKu, KOrmm4yecTBoO JINCTOB B
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Ornncun n ee 3K3eMMNIIApoOB.

3.12. [Ina LeHTpannu3oBaHHOIo rocyaapCTBEHHOro y4yeTa A0KYMeHTOB ApxmBHoro ¢poHaa Poccunckon ®enepauun
B apXuBe OpraHuMsauun, SBMSIIOLENCA WCTOYHMKOM KOMMIIEKTOBAHWUS FOCYyAapCTBEHHOIO (MyHULMMANbHOIO) apxvea,
COCTaBnsieTCA NacnopT apxuea opraHusauuun. <1>

<1> dopma nacnopTta apxvMBa OpraHu3auuu ycTaHOBNeHa PernaMeHToM rocyfapCTBEHHOro yvyeTa LOKYMEHTOB
ApxuBHoro ¢oHga Poccuinckon Pepepauumn (yTBEpxaeH npukasom PocapxmBa ot 11 mapta 1997 r. N 11,
3apeructpupoBaH MuHioctom Poccum 8 mionsa 1997 r., pernctpaumnoHHbii Homep 1344).

3.13. Apx1B opraHusaumm MOXeT BECTU Takke y4yeT B aBTOMaTU3MpPOBaHHOM pexuMe - B BuOE Y4YeTHbix 0a3
OanHbix (BL).

YyeTHble B[] npumeHsiloTCS BO B3aMMOCBA3M C APYrMMW MHAOPMaUMOHHbIMU B[, mMmerowmmMucs B apxmee
opraHusaumm, 1 OOSmKHbl O6biTb COBMECTMMbI C COOTBETCTBYOWUMU yyeTHbIMU B[] rocygapCTBeHHbIX (MyHUUUNanbHbIX)
apXvBOB 1 OpPraHoB YrpaBfeHNs apXnBHbIM OEr0M.

3.14. YdyeTHble OOKYMEHTbl apxvMBa OpraHus3auuu, KpoMe Oonucen aer, OOKYMEHTOB, npedHasHadatTcs Ans
cny>xebHOoro Nonb30BaHMA U NOMb30BaTENSIM HE BblOAKOTCA.

3.15. Yyet NOCTynneHna mn BbIObITUSA Oen, LOOKYMEHTOB B apXuBe opraHnsaunn ocyulecTendaeTCcd Ha OCHOBaHUWU:

onucu gen, AOKYMEHTOB CTPYKTYPHOro nogpasgeneHns U roqoBoro pasgerna CBOAHOW onvucy Aen, LOKYMEHTOB
opraHusauuu;

HOMEHKNaTypbl AeN OpraHn3aunv, 3aMeHsIoLWen roqoBor pasgen CBOAHOW ONWUCK Aen, JOKYMEHTOB OopraHv3aumu;
aKkTa O TeEXHUYECKUX OLnBKax B y4eTHbIX AoKyMeHTax (npunoxeHve N 4);

akTa 06 o6HapyXeHUM JOKYMEHTOB (HE OTHOCSALLMXCS K AaHHOMY (DOHAY, apXuBY, HEYyUYTEHHbIX) (MpunoxerHue N 5)

akTa 06 yTpaTte JOKyMeHTOB (npunoxeHue N 6);

aKkTa npyemMa-nepenayn apxmBHbIX JOKYMEHTOB Ha xpaHeHwue (npunoxexve N 20);

aKTa O BbIAENEHUN K YHUUYTOXEHMNIO apXMBHbIX JOKYMEHTOB, HE noanexalux xpaHeHuto (npunoxeHue N 21);
aKkTa o0 HevcnpaBUMbIX MOBPEXOEHUSAX apXMBHbIX JOKYMEHTOB (Mpunoxexve N 22).

Ha ocHoBaHun YKa3aHHbIX OOKYMEHTOB BHOCATCA HeobxooMMble M3MEHEHUSI B OCHOBHbIE (06$|3aTeJ'IbeIe)
Y4Y€THbl€ JOKYMEHTbI apXuBa:

B KHUIY yyeTa NocTynneHuns u BblbbiTus gen, AokymeHToB (npunoxenue N 11) n B nuct doHaa (npunoxexve N
13) - Npn KaXXAOM U3MEHEHUN B cocTase 1 obbeme AOKYMEHTOB apxvBa OpraHv3auuu;

B Cnuncok coHaoB (npunoxeHne N 12) - Npu NOCTYNNEHUM HOBOIO apXMBHOrO hoHAa MMM BbIOLITUM BCex aen,
JOKYMEHTOB, HaXoOMBLUErOCsl Ha XpaHeHUN apXMBHOro dhoHaa <1>;

<1> B rpade "OT™meTKa 0 BbiObITUM hoHAA" cnmMcka POHOO0B yKa3biBAeTCA, KyAa BblObIN apXMBHbIA OOHA, a Takke
narta n Homep OOKyMeHTa, Ha OCHOBaHMM KOTOPOro oH BbIObI.

B peecTp onucen (npunoxeHve N 19) - Npu NOCTYNSIEHUN HOBOWM OMWUCK WIK BbIOLITUM BCEX €OUHULL XPaHEHWs,
HaxoAMBLUENCSA Ha XpaHeHuu onmcu. Homep BbIObIBLUEN OMMCKM APYrMM ONUCSIM Oer, AOKYMEHTOB HE MpucBavMBaeTcs U
ocTaeTcsi CBOOOAHbIM;
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B onucun gen, AOKYMEHTOB - MNpU KaXXgoM MocTynfeHnn n/vnu BbIObITUM gen, OOKYMEHTOB, YYTEHHbIX B OaHHON
onucu.

COOTBeTCTByIOLLI,MG N3MEeHEeHNA BHOCATCA BO BCNOMOraTtesibHble Y4E€THbl€ JOKYMEHTbI.

Bce akTbl, JOKYMeHTUpYyoLWMe pe3ynbTaTbl apXmMBHbIX paboT, BKMoyaTes B Aeno oHaa, KoTopoe 3aBoauTcs Ha
Kaxkablin oHA, HAaXOOALWMNCA Ha XpaHEeHUN B apX1Be opraHnsaLuu.

[eno dgoHaa, Hapsgy C OOKyMEHTaMmW, OTpaxalolWuMmu WUcTopuio doHda u doHaoobpasoBaTens, BKIOYaeT
yYeTHble [JOKYMEHTbI, XapakTepuaytoLime n3MeHeHns ooHaa.

IV. KOMIMJIEKTOBAHVE APXVBA OPIAHU3ALIMY OOKYMEHTAMW APXUBHOIO
SOHOA POCCNNCKOU oEOEPALINU N OAPYTUMWN APXNBHBIMA JOKYMEHTAMU

4.1. JokymeHTbl ApxmBHoro goHaga Poccuiickon degepaumm U AOKYMEHTbl BpeMeHHbIX (cBbiwe 10 neT) cpokoB
XpaHeHusi, B TOM Yucrie no fIM4YHOMY COCTaBy, NepenatoTcsl B apxvB OpraHmM3aumm He paHee, YeM 4yepes3 OauH roA U He
nosgHee, Yem Yyepes Tpy roga nocrne 3asBepLueHns gen B 4enonpon3BoacTee.

[OKyMeHTbl MO JNIMYHOMY COCTaBYy rOCYOAPCTBEHHBLIX pPaXOaHCKUX CRAyXawux U MyHUMUMNAnbHbBIX CryXalimx,
YBOJEHHbIX C TOCYAapCTBEHHOW [PaXKOaHCKOM ChyXObl uNM MyHUUMMNANbHOW CryxObl, nNepefalwTcss B apxvB
opraHu3aumm no ncreveHnn 10 neT co AHSA yBOSbHEHWS.

4.2. lena BpeMeHHbIX (00 10 neT BKNOYMTENBbHO) CPOKOB XpaHeHUs1 B apxmB He nepepattcd. OHU XpaHATCH B
CTPYKTYPHbIX NOApa3geNieHnsax opraHus3aumMm U Mo WCTEYEHUN CPOKOB XPaHEHWUs MnoanexaT YHUYTOXEHWIO B
yCTaHOBMNEHHOM NOpsiaKe.

B uvckniouMTenbHbIX CryYyasx MO pPeLleHWo PyKOBOAUTENSA opraHudauuMm pdena BpemeHHbix (go 10 net
BKMIOYMTENBHO) CPOKOB XpaHEeHWs NepefarTcss B apxXuB oOpraHuM3auun no onucam Aen, AOKYMEHTOB unvM Mo
HOMeHKnaType gern.

4.3. [lokyMeHTbI NOCTyNatT B apXvB OpraHvM3aLMm nocre npoBeAeHus aKCnepTnsbl LLEHHOCTH.

4.4. PeweHns o BKMYeHUM B coctaB ApxuBHoro c¢oHaa Poccuiickon depepaumm KOHKPETHbIX JOKYMEHTOB
NMPVHUMAIOTCS SKCMEPTHO-NPOBEPOYHBIMM KOMUCCUAMU doefeparnbHbIX roCyAapCTBEHHbIX apXMBOB U YNMONTHOMOYEHHbIX
OpraHoB MCMOSTHUTENbHOM Bnactun cyobekTtoB Poccuiickon Pepepauumn B obractu apxuBHoro gena (ganee - MK
ApPXMBHOTO yYpeXaeHus) B npegenax KomneTeHumu.

4.5. Llenbto aKcnepTuabl LEHHOCTU OKYMEHTOB B OpraHn3aLmmn SBrnsieTcs:

0TOOpP OOKYMEHTOB AN151 BKITOYEHUsT B cocTaB ApxuBHoro dpoHaa Poccuiickon ®epepauuu;

BbISIBITIEHNE LOKYMEHTOB, HE NOANEXALLMX AanbHENLLIEMY XPaHEHWIO.

3KCI'IepTI/I3€ LEeHHOCTN noanexat BCe OAOKYMEHTbl opraHn3auun He3aBuUCMMO OT BMOOB HocuTenen n cnocobos
3anuncu.

[o npoBegeHWs akcnepTu3bl LEHHOCTU B COOTBETCTBUM C NyHKTaMn 4.6 - 4.13 HacTodAwmx NpaBun yHU4TOXEHWEe
[OKYMEHTOB 3anpeLiaeTcs.

4.6. SKcnemesa LEeHHOCTN OOKYMEHTOB NpoBOAUTCA Ha OCHOBE:

OENCTBYIOLLIErO 3akoHoOATeNbCTBA U MHbIX HOPMAaTMBHbBIX MPaBOBLIX akToB Poccuinckon Pepepaumm B obnactu
apXmnBHOro gena, I/IH(*)OpMaLI.I/II/I 1N OOKYMEeHTaUMOHHOIro obecneyeHns ynpaeneHus;

TUNOBbLIX, BEOOMCTBEHHbIX WU WHbIX nepequ|7| OOKYMEHTOB C YyKa3aHueM CpOKOB WX XpaHeHWUA, TUMNOBbIX WU
NPUMEepPHbIX HOMEHKNnaTyp gern.

4.7. B opraHusauum Ong npoBeOeHUsa 3KCNepTusbl LLEHHOCTU AOKYMEHTOB CO3[4aeTCsl 3KCnepTHas KOMUCCUS
(nanee - OK) <1>. B opraHusauusix, VMEIOLLMX CIOXHYI CTPYKTYpYy W/MNM noaBedOMCTBEHHbIE OpraHu3aLumu,

www.consultant.ru CrpaHvua 15 u3 59
HafeXHasa npaBoBas noaaepXxka


http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru

Mpukas MuHkynbTypbl Poccun ot 31.03.2015 N 526
"O6 yTBEpXAEHUM NPaBU OpraHM3aLmMmn XpaHeHus,
KOMMNEKTOBaHMUS, y4eTa U UCMof...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[ata coxpaHeHus: 03.03.2020

CO34al0TCA LieHTparnbHble SKCrnepTHble komucenn (ganee - LI3K).

<1> [na npoBefeHus1 3KCNepTu3bl LEHHOCTU Hay4YHO-TEXHMYECKOMW WU OPYron crneuuanbHOW [OKYMeHTauuu B
opraHunsaumm MoxeT ObiTb co3gaHa JK, BkntovaroLas COOTBETCTBYHOLLUX CMELManmCcToB.

4.8. U3K (OK) gaBnsieTcs coBellaTenbHbIM OpraHoOM Mpu pykoBoAUTENE opraHu3auuu, co3faeTcsd MnpruKasom
opraHusaumm, 0ENCTBYET Ha OCHOBAHWUM NMOMNOXEHUS.

3agaun n yHkumm LK (OK) opraHmsaumm - WCTOYHMKA KOMIMIIEKTOBaHUS OMPEenensitoTCst MONoXeHnem,
yTBEPXXAAEMbIM pyKOBOAUTENEM OpraHn3aumm.

4.9. OcHoBHow 3agaden LIOK (3K) aBnsieTca opraHm3aumsi u NpoBeAeHNE IKCNEPTU3bl LLEHHOCTW JOKYMEHTOB.

OcHoBHbIMK pyHKUMamMmn LISK (3K) aenstoTcs:

opraHu3aumst exerogHoro otbopa gen aons XxpaHeHnst u YHUUYTOXEHUS;

paccCMOTPEHME W COrfacoBaHWE MPOEKTOB HOMEHKNaTypbl Aen opraHu3auun, onucen aen, OOKYMEHTOB
NOCTOAHHOIO U BpeMeHHbIX (cBblille 10 feT) CPOKOB XpaHeHUs, B TOM YUCIE NO JIMYHOMY COCTaBy, akToB O BblAeNeHUn K

YHUYTOXEHUIO e, He noaneXxalwnx XpaHeHno, N APpYrux akToB;

MOAroTOBKAa MpeanoXeHuidi 06 onpeaenieHMn CPOKOB XpaHEeHUs! AOKYMEHTOB, HE MPeayCMOTPEHHbLIX NepevHsaMU
<1>, 1 06 M3MEHEHUMN CPOKOB XPaHEHUS OTAENMbHBIX KaTEropuii JOKYMEHTOB, YCTAHOBMEHHbIX NePeYHAMMU;

<1> BK opraHusauun, nepepamwolimx AOKYMEHTbl Ha XpaHeHWe B roCygapCTBEHHble apxvBbl, NpeacTaBnsioT
cooTBeTCcTBYOWME npeanoxeHns AMNK apxMBHOro yupexaeHus.

yyacTue B MOATOTOBKE W PACCMOTPEHUW MPOEKTOB HOPMATUBHBLIX U METOOAUYECKUX AOKYMEHTOB MO BOMpocam
paboTbl C JOKYMEHTaMu B OpraHu3aLuu;

MeTOAMYecKoe PYKOBOACTBO paGoTamu B obnactu obecneyeHUs COXPaHHOCTM AOKYMEHTaNbHOro M apXMBHOMO
doHO0B opraHu3aLun.

4.10. 3kcnepTunsa LEeHHOCTN JOKYMEHTOB B OpraHv3aumy NpoBogNTCS:

B [1€NONpoun3BOACTBE - NMPU COCTaBIEHUM HOMEHKNATYpbl e opraH13auun 1 npu noaroToBKe Aen K nepegaye B
apXxuB;

B apxuBe opraHusaLuumm - B npouecce NogroToBKM Aen K nepegaye Ha NOCTOsIHHOE XpaHeHNe.

4.11. OkcnepTusa LEeHHOCTM JOKYMEHTOB NPOBOANTCS €XKErO4HO.

Mo pesynbTaTtam aKCNepTU3bl LLEHHOCTU B CTPYKTYPHbIX MNOAPa3aeneHnsax opraHnsaumm cocTaBnsanTca onucu gen
CTPYKTYPHbIX nogpasfeneHnin: NoCTOSHHOrO, BpeMeHHbIX (CBbilwe 10 neT) CPOKOB XpaHeHus, N0 NIMYHOMY cocTaBy (
npunoxeHne N 23, 24), Ha OCHOBe KOTOpbIX B apxwBe oOpraHu3auum COCTaBMsATCA rofoBble pasgens
COOTBETCTBYIOLLUX CBOAHbIX OMMCEN Aen, AOKYMEHTOB.

Ha pena ¢ uCTeKkwMMM CpoOKaMn XpaHEeHWs B CTPYKTYPHbIX nogpasgeneHnsax opraHusauuMmM COCTaBNATCA
NpeanoXeHnsa K akTy O BblAEMEHUMM K YHUUTOXEHUIO OOKYMEHTOB, He noAnexawmx xpaHeHutio (no ¢opme akta,
npunoxexHune N 21).

Ha ocHoBe npepnoxeHui CTPYKTYPHbIX noapasgeneHuin cnyxba AenonpousBOACTBa OpraHusaumm coctasnseT
aKT O BblAENEHUN K YHUUTOXEHWIO [OKYMEHTOB, HEe NOANEeXaLUmMxX XxpaHeHuto (npunoxexue N 21).

[ena Bknwo4alTCs B akT O BblOeNEHUN K YHUHTOXEHUIO OOKYMEHTOB, HEe noarexawunx XpaHeHWUr, ecrin
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NpeayCMOTPEHHBIV A1 HAX CPOK XpaHEHWs UCTEK K 1 ssHBapsi roda, B KOTOPOM COCTaB/EH akKT.

Oena ¢ otmeTkon "OINK" <1> nognexaTt NOMMCTHOMY NPOCMOTPY B LIENSIX BbISIBIEHNA JOKYMEHTOB, NoAnexalinx
NMOCTOSIHHOMY XpaHeHuto. BbisiBNeHHble B Takux Aenax [OKYMEHTbl MOCTOSIHHOMO XpPaHEHUs BbIAENATCS WU
NPUCOEOUHSIITCA K OQHOPOAHBIM AernaM unu hopMupyoTcsl B CamoCToATeNbHbIE Aena.

<1> OTtmeTka "OlK" 03Ha4aeT, 4To YacTb JOKYMEHTOB MOXET OblTb OTHECEHA K CPOKY XpaHeHUs "MOCTOAHHO".

OctanbHble JOKyMeHTbl ¢ oTmeTkon "OlMK" BknoyakoTCs B akT Ha yHuYTOXeHue. [Npun atom oTmeTka "IlNK" B akTe
He yKasblBaeTcs.

Onuvcm Ha gena, AOKYMEHTbI MOCTOSIHHOIO XpPaHeHWs! 1 MO JINYHOMY COCTaBY M aKTbl HA YHUYTOXEHUE [OKYMEHTOB
paccmatpuBatoTcs Ha 3acegaHum LIOK (OK) ogHoBpemeHHo. o ntoram paccmoTtpenus LIOK (OK) cornmacosbiBatoTcs
onnucun pgen, OOKYMEHTOB MNOCTOAHHOINO XpaHeHnda M no JIMYHOMY COCTaBy W aKTbl O BblaeNneHUn K YHUYTOXEHUIO
OOKYMEHTOB.

CornacoBaHHble LIOK (3K) opraHusaumm onucu gen OOKYMEHTOB (rogoBble pasfenbl) NpeacTaBnsioTca Ha
paccmoTtpeHme JlK:

NOCTOAHHOIO CpOKa XpaHEeHUsA - Ha yTBepXXaeHne;
no JIM4YHOMY COCTaBy - Ha cornacoBaHue,
alK yTBepXagaet onncn gen noCtoAHHOro XpaHeHua 1 cornacosbiBaeT onmcu aen no JIM4HOMy CoCTtaBy.

Onucn gen, OOKYMEHTOB (rodoBble pasgenbl) HanpaenawTcs Ha paccMoTpenne JMNK B Tpex ak3emnnsdpax Ha
OyMaxXHOM HOCUTErNe M OOHOM 3K3EMMISPEe Ha JNEKTPOHHOM HocuTene yepe3 3 roga nocrie 3aBeplueHus den B
[enonpon3BoOACTBE.

Mocne yTBEPXKOEHNA U COornacoBaHuA OrlK onucen gen, LOOKYMEHTOB OMUCKU N akT O BblAENIEHUN K YHUYTOXEHUIO
OOKYMEHTOB, He noanexawunx XpaHeHur, YTBepXaakTcA pykoBoaAuUTeNneM opraHu3auuun, nocne 4yero pgena,
BblAENIeHHbIE MO aKTy K YHUYTOXEHU0, MOryT ObITb YHUYTOXEHbI.

4.12. OpraHusauuu, B AeATEeNbHOCTU KOTOPbIX HE co3fatoTca OOKYyMeHTbl ApxuBHOro doHaa Poccuiickon
depepaumm, co3garT onvMcK Aen no MYHOMY COCTaBy M ONUCKU Aen BpeMeHHbIX (cBbiwe 10 neT) CPpoKoB XpaHeHust u
obecneynBaloT X COXPaHHOCTb.

OpraHuzaummn TaKke COCTaBNAT akTbl O BblAENEHUN K YHUMTOXEHNIO JOKYMEHTOB, He noasiexallyux XpaHeHuto, 1
YHUYTOXAIT YyKasaHHble [OOKYMEHTbl MO WCTEYEHMM CPOKOB WX XpaHeHUs TONbKO MOCre COCTaBreHusi rodoBbIX
pas3denoB onucer Aen no SIMYHOMY COCTaBy 3a COOTBETCTBYIOLIMIA Mepuod U UX YTBEPXKOEHWSI PYKOBOAUTENEM
opraHusauum.

4.13. [lena Ha ByMaxkHOM HocuTene, BbiAeNEHHbIe K YHUYTOXEHUIO, NepeaaloTcs Ha YHUUTOXeHMe (YTUNU3aumio)
Mo aKTy O BblOENEHUN K YHUUTOXEHUIO OOKYMeHTOB (MpunoxeHue N 21), a Takke Ha OCHOBaHUM WHbIX OOKYMEHTOB,
noATBepXKAaaoLwmx bakT caayn 4OKYMEHTOB Ha YHUUTOXEHME (YyTUNnU3aumio).

OneKkTpoHHbIE [ena C UCTEKWMMW CPOKaMW XpaHeHWa noanexat BblAEMEHUIO K YHUYTOXEHW0 Ha obLmx
OCHOBaHWSX, NOCne 4ero NpoBOAUTCA UX (PUNYECKOE YHUUTOXEHWE UMW YHUUTOXEHME MNpOrpamMMHO-TEXHUYECKMMU
cpeAcTBaMn C COOTBETCTBYIOLLEN OTMETKOMW B aKTe O BblAeMNeHUU K YHUHTOXEHUIO OKYMEHTOB (npunoxeHune N 21).

4.14. na obecneyeHuns nopsgka hopmMupoBaHnsa 1 yyeTa gen B 4enonponsBoAcTBe OpraHvM3aunm cocTaBnseTcs
HOMeHKnaTypa gern.

4.15. HomeHknaTypa pgen 3akpennsieT knaccudukaumio (rpynnuMpoBKY) MCMOMHEHHbIX OOKYMEHTOB B Jena
(9NeKkTpoHHble gena) W SABMNAETCS OCHOBHbIM YYETHbIM [OKYMEHTOM, OTpaXalolyM COCTaB M  OpraHusauuio
AOKYMeHTarnbHOro poHa opraHusauuu.
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4.16. HomeHknatypa pen sBNsieTCS OCHOBOW [Afs COCTaBfeHWa onucen Aesfl, AOKYMEHTOB MOCTOSAHHOIO W
BpeMeHHbIX (cBbiwe 10 neT) CPOKOB XpaHeHUs, a Takke ANnd ydeTa Aen BpeMeHHbIX (3o 10 neT BKMOYUTENBLHO) CPOKOB
XpaHeHus.

4.17. HomeHknaTypa gen opraHusauuum paspabaTbiBaeTcs Ha OCHOBaHWW TWUMOBLIX, BEOOMCTBEHHbIX M WHbIX
nepevyHen OOKYMEHTOB C yKazaHMEM CPOKOB XPaHEHWS, WMHbIX HOPMAaTWBHbIX MPaBOBbLIX aKTOB, @ TakKKe TUMOBbIX U
NPUMEPHbIX HOMEHKNaTyp gen.

Tunosasa un npumMmepHada HOMEHKNaTtypbl Aen pa3pa6aTb|Ba+0Tc;| opraHamn W1 opraHu3aumamum, mnMewuiMmn B
nogvYnHeEHNn ceTb OAHOTUNMHBbIX opranaau,MPl.

Tunosas HOMEHKInaTypa yCTaHaBnMBaeT COCTaB Aell, 3aBOAMMbIX B OOHOTUMHbIX OpraHun3aundax, U 4BndeTcA
HOPMAaTMBHbIM OOKYMEHTOM.

MprMepHas HOMEHKNaTypa ycTaHaBNMBaeT NPUMEPHLIA COCTaB e, 3aBOAUMbIX B OpraHu3auusix, Ha KOTopble
OHa PacnpoCTPaHAETCS, U ABNAETCA PeKoOMeHAaTerNbHbIM JOKYMEHTOM.

4.18. HomeHknatypa gen opraHusauuu cocTaBnsieTcs no ycTaHoBreHHon dopme (npunoxeHne N 25) Ha
OCHOBaHWM HOMEHKNATYp Aen CTPYKTYPHbIX nogpa3genenun (npunoxexue N 26).

OpraHusaumm - UICTOYHUKN KOMMNIIEKTOBAHUSA rOCYAapCTBEHHbIX (MyHMLUMNAnNbHbIX) apXMBOB OAMH pa3 B 5 net <1>
cornacoBblBaloT HoOMeHknaTypy aen ¢ LI3K (3K) opraHusaumm n npeactaBnsioT ee Ha cornacoBaHue COOTBETCTBYIOLLMX
OrlMK unu rocyaapCTBEHHOTO (MYHULMMNANBHOMO) apXmBa, COrfacHoO NPefoCTaBNEHHbIM eMY NONTHOMOYNSIM.

<1>B cnyyYyae UsMeHeHus d)yHKLI,I/IVI N CTPYKTYpPbl OpraHn3aumm HOMeHKnaTtypa agen noarnexumT nepecoCTtaBlieHunto,
cornacoBaHuo N yTBepXxXaeHuto.

OpraHusauum, B 0eATENbHOCTM KOTOPbLIX HE CO34aloTcsa AOKYMeHTbl ApxmMBHOro oHga Poccuiickon ®epepauun,
yTBEPXKOAaT HOMEHKaTypy Aen caMOCTOATENBHO.

4.19. 3aKoHYEHHbIE aenonpon3soacTtBoM feia NnoCToOAHHOIO N BPpEMEHHDbIX (CBbILue 10 J'IeT) CPOKOB XpaHEHUA, B
TOM 4ucne no JIM4YHOMY COCTaBy, MOC/ie OKOHYaHUA KaneHgapHoro roga, B KOTOPOM OHMU OblnM  3aBefeHbl,
noaroTaBnMBarOTCA K nepefadvye B apxmB opraHn3aunm n noanexart OCII)OpMJ'IeHI/IIO N ONMnUCaHuto.

B 3aBucumoctn oT CPOKOB XpaHEeHUA MnpoBoOguUTCA NOJIHOE Wi 4YacTu4yHoe Od)OpMﬂeHVIe aern. nOﬂHOMy
O(bOpMﬂEHVIIO noaneXxart geria noCToOAHHOIo N BpEMEHHbIX (CBbILIJe 10 J'IeT) CPOKOB XpaHeHua n no JindHOMY COCTaBy.

OdopmneHue gen Ha BymaxkHOM HOcuTene npegycMmaTpvBaerT:

MOALIMBKY UMK NepenneT OKYMEHTOB Aena (HedopmaTHble AOKYMEHTbI XPaHSATCA B 3aKpbITbIX TBEPAbIX Nankax
unu B kopobkax);

Hymepaumio NMCToB Aena;
cocTasneHue nucta-3aseputens gena (npunoxexve N 8);

cocTaBneHne BHYTPEHHen onucu JOKyMeHToB Aena (npunoxenune N 27);
odopmrieHne obnoxkn gena (npunoxeHune N 28).

lMoaroTtoBKa 3NEKTPOHHbIX Aen Ans nepejayn B apxvmB opraHumsaumMm npegycmaTpuBaeT COCTaBieHWEe Onucu
ANEKTPOHHbIX Aen, A0KYMeHTOB (npunoxeHus N N 17, 18).

4.20. B geno nomeLaloTcs AOKYMEHTbI, KOTOPbIE MO CBOEMY COAEPXaHUIO COOTBETCTBYIOT 3arofioBKy Aena, npu
3TOM 3anpellaeTcs rpynnMpoBaTh B Aena YepHoBble W AyGreTHble 3K3eMNMsApbl JOKYMEHTOB, a Takke AO0KYMEHTbI,
noanexatiue Bo3Bpary.
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Mpn dbopmmpoBaHMM gena Heobxoammo cobrnogath criegyowme TpeboBaHus:
OOKYMEHTbI MOCTOSIHHOIO Y BPEMEHHOIO XpaHeHMs1 HE0OXO4UMO FPYNNMPOBaThb B OTAENbHLIE AENa;
BKIOMATb B €10 N0 OAHOMY 3K3EMMNIISPY KaXA0ro AOKYMEHTa;

rpynnMpoBaTbh B AeNO OOKYMEHTbl OAHOro KaneHaapHOro rofa; UCKIYEHWe COCTaBnsaoT: nepexogsline aena;
cynebHble gena; nNu4Hble Aena, KoTopble OPMUPYHOTCA B TeYeHue Bcero nepuoga paboTbl Nvua B opraHusauumu;
OOKYMEHTbI BbIBOPHbIX OPraHoOB M UX MOCTOSIHHBIX KOMWUCCWUA, OEenyTaTCKMX TPymnn, KOTOpble FPynnupyoTca 3a nepuog
CO3bIBa; JOKYMEHTbI 0b6pa3oBaTenbHbIX OpraHn3auunn, KoTopble (POPMUPYIOTCA 3a Y4ebHbIN rod; AOKYMEHTbI TeaTpoB,
XapakTepusytoLme CLUEHUYeCKylo AeATenbHOCTb, B npedenax TeaTpanbHOro ce3oHa; dena (purbMoB, PYKOMNUCEMN,
ncropumn 6onesHen.

Mpvkasbl MO IMYHOMY COCTaBY [OSMKHbI FPYMMNUPOBATLCA B Aefla B COOTBETCTBMM C YCTAHOBIEHHBLIMW AN HUX
CPOKaMU XpaHEeHUs;

OOKYMEHTbI B JIMYHbIX Aenax pacnonararTca B XPOHOINOrm4eCkom nopsanke no mepe noctynneHusa;

nvueBble cyeTa No 3apaboTHoM nnate paboTHUKOB rPYNNUPYIOTCA B OTAENbHbIE Aena U pacnonaratTcs B HUX Mo
andasuty amnnunin, NMeH N OTYECTB.

[eno Ha 6ymMakHOM HocuTene He AOIMKHO colepxaTb 6onee 250 NUCTOB, Npu TomnLMHe He Gornee 4 cM.

4.21. [JokyMeHTbl, CoCTaBnsowmMe Aeno Ha GymMaXHOM HocuTene, NOALUMBAKOTCA Ha 4YeTbipe npokona (Ha Tpu
npokona - Ans ManodgopMaTHbIX Aen) B TBepayto 06rnoxky unm nepennetawnTcs ¢ y4eTOM BO3MOXHOCTM cBO6OAHOMO
YTEHUS BCeX JOKYMEHTOB, AaT, BU3 U PE30MoLMIN Ha HUX, MeTannmyeckue cKkpenneHns U3 JOKYMEHTOB yAansiTCs.

B Havane pgena Ha GymaxHOM HocuTerne npu HeobxoAMMOCTM MOALUMBAKOTCA JNCTbl BHYTPEHHEW OMMUCK
OOKyMeHTOB aena (npunoxeHne N 27), B KOHLE KaXkgoro gena - nuct-3aseputenes gena (npunoxexve N 8).

4.22. B uensx obecrneyeHnss COXpaHHOCTU U 3aKpenneHnst nopsiaka pacnonoXeHns JOKYMEHTOB, BKIIOYEHHbLIX B
Oeno Ha BymaxHoM HocuTene, Bce ero nucTbl (KpOMe nucTa-3aBepuTenst Aena u BHYTPEHHEN onucKu) HymepytTcs B
BanoBOM Nnopsiake apabcknmm Lmdbpamm, KOTopble NPOCTaBMSATCS B MPAaBOM BEPXHEM YIIy NUCTa AOKYMEHTa NPOCTbIM
rpacdoUTHBIM KapaH4alloM UM HyMepaTopoM. YrnoTpebrneHve YepHUn 1 UBETHbIX KapaHZallen Ans HymMmepauuy nucToB
3anpeluaeTcsl. JIMCTbl BHYTPEHHEN ONUCK JOKYMEHTOB Aena HYMepYHTCS OTAENbHO.

JINCTbl gen, CoOCTOALLNX U3 HECKOSbKMX TOMOB UIK YacTen, HYMEPYIOTCA MO KaXaoMy TOMY UK 4acTu OTAOEJ1bHO.

®otorpacmun,  vepTexu, OuMarpaMMbl U OpyrMe  WUINICTpaTMBHbIE  [OKYMEHTbl,  MpeacTasBnsiolme
CaMOCTOSATENbHbIN NUCT B AeNne, HYMepyTcst Ha 060POTHOV CTOPOHE B NIEBOM BEPXHEM YITly.

CroXeHHbIN NMUCT pa3BopavMBaeTCsl U HyMepyeTcs B NpaBoM BepxHeMm yrny. [Npu atom nuct noboro dopmara,
noaWnTLIN 32 OAUH Kpal, HYMEepyeTcsl Kak OAMH JIUCT; JINCT, CMOXEHHbI U NOAWMWTLIA 3a CepeavHy, NOANexuT
nepeLUnBke U HyMepyeTcsi Kak OAMH NUCT.

JIUCT c Harmnyxo HakneeHHbIMU AOoKyMeHTaMu (Bblpe3kamu, BbinMckamu, doTorpacdusiMmn) HymepyeTcsl Kak oauH
nuct. Ecnu K JOKYMEHTY MnoKneeHbl OOHUM Kpaem Apyrne AOKYMEHTbl (Bblpe3ku, BCTaBKM TEKCTa, NepeBofbl), TO
Kaxkabl JOKYMEHT HyMepyeTcs OTAENbHO.

MogwuTble B Aeno KOHBEPTbl C BJIIOXXEHUAMU HYMEPYIKOTCA, NpU 3TOM BHa4Yane HymMmepyeTCda KOHBEpPT, a 3aTeM
o4yepegHbiM HOMEePOM KaXaoe BJ10XXEeHME B KOHBEpTEe.

MoawwnTble B Aeno OOKYMEHTbl C COBCTBEHHOW HymMepauuen nuCTOoB (BKMOYas nevaTHble W3gaHus) MoryT
HymepoBaTbCH B 06LLUeM Nnopsake UMM COXpaHsiTb COBCTBEHHYIO HyMepaumio, ecriu OHa COOTBETCTBYET NOPSAKOBOMY
pacnosnoXxeHunio NMCTOB B Aerne.

B cny4asix o6HapyxeHna GonbLIoro Ymcna owmnbok B HyMepauumn NMMCTOB gera NpoBoauTcs nepeHymepauus. Mpu
HanMuuM oTaesbHbIX OLIMBOK B HyMepaLmmn NMUCTOB Aena AonyckaeTcs ynoTpeGrieHne NuTepHbiX HOMEPOB NUCTOB.
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4.23. Nuct-3aBeputenb gena (mpunoxeHne N 8) cocraBnseTcss Ha OTOENbHOM JUCTEe, B KapTOoTekax - Ha
oTAenbHOM nMcTe popmata kapTodku. JIncT-saBeputens Aena nognvcbiBaeTcs ero coctasutenem. Bece nocnegyiowme
n3MeHeHnAaA B COCTaBe WU COCTOAHUM AOena (I'IOBpG)KLI,eHVIH, 3aMeHa MNoANMUHHBbIX p,OKyMeHTOB) OoTMe4alTCA B
nncTe-3aBepuTene CO CCbINIKOW Ha COOTBETCTBYIOLLNIA akKT.

3anpellaeTcs BbIHOCUTb JIUCT-3aBepUTENb Ha OBIOXKY Aena M YACTbIN 06OpOoT NMcTa NocreaHero AoKyMeHTa.
Ecnun geno nogwmTo vnm nepenneteHo 6e3 GnaHka nucTa-3aBepuTtensi, OH AOMKeH ObiTb HAKNeeH 3a BEPXHIO YacTb
nMCTa Ha BHYTPEHHIO CTOPOHY 0BMOXKKM B KOHLE Aena.

424, Ha o6noxke [gen MOCTOSHHOrO XpaHeHWst MpegycMaTpuBaeTcd MecTo Ans  HaMMEHOBaHWS
rocyaapCTBEHHOro (MyHULMNANbHOIO) apxuea, B KOTOPbIA Aena opraHudauun oyayT npunHaTtel (npunoxenne N 28). Mpwu
ochopMneHnn OBNOXKM Aena HauMeHOBaHWE OpraHuM3auun yKkasblBAaeTCsl MOMHOCTbIO, B WMMEHWTENbHOM nNajexe.
MNMonHoe HaMmeHOBaHWE BbILECTOSLLEN OpraHM3auun yKkasblBaeTCsl Haj HaMMEHOBaHWEM OpraHmM3aumMm - UCTOYHUKA
KOMMIEKTOBaHMS (Takke B MMEHWUTENbHOM nagexe). Ecnv opraHvMsaumsi nnv BbIWECTOsLWAs OpraHu3aums MMerT
COKpaLleHHblE HAUMEHOBAHMS, TO OHM YKa3blBalOTCA B CKOBKax Nocrne nosiHoro HaMMeHoBaHUS.

Mpn M3MEHEHMM HaMMEHOBaHUs OpraHuMsaumMu (CTPYKTYpHOro nogpasgerieHnsl) B TeyeHue nepuoaa,
oxBaTblBaeMOro IOKyMeHTaMm1 ena, unu npu nepegade gena B Apyryro opraHusaumio (CTPYKTypHOe nogpasgnerneHue),
Ha o006noxke pena [OMUCHIBAETCS HOBOE HaMMEHOBaHME 3TOM OpraHvM3auuMu Wnv opraHv3auvu-npaBonpeemHuka
(CTPYKTypHOro nogpasfaeneHus), a NpexHee 3akno4aeTcs B CKOOKM.

4.25. Ha obnoxke gena ykasblBatoTCA:

HavMeHOBaHWe opraHM3aunm u ee HenocpeacTBeHHAsA NOAYMHEHHOCTb;

HauMeHOBaHWe CTPYKTYPHOro NoapasneneHuns;

WHAEKC foena;

HoMep Toma (4acTu);

3aronoBokK Aena (Toma, 4actu);

KparHue gaTbl gena (Toma, 4actu);

KONMM4YeCTBO NUCTOB B Aerne (Tome, Yactu);

CPOK XpaHeHus aena;

apxuBHbIN Wndp aena.

4.26. 3aronoBok gena Ha ByMaxHOM HOCUTere M1 3arofioBOK 3IEKTPOHHOIO Aena nepeHocsaTcs Ha 0bnoxky gena
(aneKkTpoHHOro fgena) M3 HOMEHKNaTypbl Aen opraHu3auun. 3arofoBOK [OMMKEH COOTBETCTBOBATb COAEPKaHMIO
[OOKYMEHTOB B Aene.

B Tex cnydyasix, Korga Aeno COCTOUT W3 HECKOIbKMX TOMOB (4acTein), Ha OOMOXKy Kaxgoro Toma (4acTu)
BbIHOCUTCS OOLLMIA 3arofioBOK Aena, a NnpyM HeobXOAMMOCTHM - 3arofTIOBOK KaX4oro Toma (4actu).

B 3aronoekax Agen, cogepxXxawmx Konunm OOKYMEHTOB, YKa3blBa€TCA Ha KOJIM4eCTBO konun. [MoanMHHOCTL
LOOKYMEHTOB [ieJ1a B 3arojfioBke He oroBapmBaeTCA.

4.27. [lena, BHECEHHbIE B rooBble pasgernbl CBOAHbIX OnuUcen, LWNdPYHOTCA nocrne yTBepXaeHus/cornacoBaHus
rogoBoro pasgena csogHowm onucu JMNK apXMBHOTO yupexaeHus U yTBEPXKOEHUS PyKOBOAUTENEM opraHu3aumm (4o
3TOro apXMBHbIN WGP NPOCTABNSAETCS KapaHaallom).

4.28. Ha obnoxke gena ykasblBaeTca garta gena - rog(bl) 3aBegeHns n OKOHYaHusA gena B 4enonpon3BoicTBe.

Ecnu B geno BKNoYeHbl JOKYMEHThI (HanpuMep, NpUnoXeHust), Aata KOTOpbIX He COBMagaeT ¢ Aaton gena, 1O
noJ AaTow C HOBOW CTPOYKM AernaeTcd 06 aTom 3anuck: "B gene MMernTcs JOKYMEeHThI 3a ... rog(bl)".
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[aTta nena moxeTt He YKa3bIBaTbCA TOJIbKO Ha obnoxkax gen, cogepxalwunx rogoBble nraHbl U OTYETbI U Apyrue
OOKYMEHTbI, OaTbl KOTOPbIX OTPaXXaroTCA B 3aroyioBkax aernl.

[aTtoii Oen, copepxalimx pacropsavTenbHylo, TBOPYECKYID M UWHYI0 [OKYMeHTauuio (Aoknagbl, MnMcbMma,
CTEHOrpammbl), Anst KOTOPOW TOYHas JaTMPOBKA UMEET BaXKHOE 3HAYEHUE, a Takke AN Aer, COCTOSILLMX U3 HECKOMBbKMX
TOMOB (4acTen), ABNATCA AaTbl (YACNO, Mecsl, roa) perncTpaumm (CocTaBneHusl, NOCTYNIIEHUS) CaMOro paHHero u
CaMOoro no3gHero JOKYMEHTOB, BKIMIOYEHHbIX B AeNo (KpanHue aatbl gerl, LOKYMEHTOB).

[aTton gena, coaepXxallero npoToKosbl 3acefaHui, SBRSTCA AaThbl yTBEpXOeHua (ech OHU YTBep)K,U,a}OTCﬂ) nnn
AaTbl NepBOro n nocriegHero NpoToKosia, CoCTaBnALWNX Aeno.

,D,aTOIZ JINYHOIo gena ABNATCA OaTbl nognncaHna NpukasoB O Npueme n yBOJIbHEHUWU nnLa, Ha KOTOpOEe OHO
3aBeieHo.

Mpn o06o03HayeHUM p[aTbl OOKYMEHTa CHavana ykasblBaeTcs 4ucrno, 3atem Mecay u rod. Yucno wm rog
obo3HavatoTcst apabckumm umdpamm, HasBaHUe Mecsua - CIOBOM.

Ecnu gata gokymMeHTa unu oTAenNbHble ee 3MeMeHTbl onpeaensTcs NpubnmMsnTensHoO, Ha OCHOBaAHMKU aHanusa
coaepXaHus [OKyMeHTa, TO AaTa WNW OTAelNbHble ee 3feMeHTbl, He abContTHO [OCTOBEPHbIE, 3aKn4alTcs B
KBagpaTHble CKOOKM.

4.29. Ob6si3aTenbHbiMU pekBM3NTamMn ODNOXKWA Aena sIBNAIOTCA ykaszaHWe KonuyectBa NUCToB B Aene <1>
(npocTaBnsieTcA Ha OCHOBaHWW NUCTa-3aBepuTenst Aena) U CPoK XpaHeHus Aena (Ha genax NOCTOSHHOrO XpaHeHWs
nuweTcs: "XpaHuTb NOCTOSIHHO").

<1> [Insa gen Ha GymaxxHOM HocuTerne.

4.30. [ns y4eTa AOKYMEHTOB onpeaeneHHbIX KaTeropuii Aen Ha BymaxHoMm Hocutene (nuuHble, cyaebHble aena,
maTtepuansl YrornoBHbIX Aen, Aena 0 NPUCYXAEHUN YYeHbIX CTENEHEN U NPUCBOEHNUM YYeHbIX 3BaHWI, Aena, CBA3aHHbIe
C Bbljayeli aBTOPCKNX CBUAETENLCTB M MAaTEHTHbLIX M306peTeHnn) COCTaBNAETCA BHYTPEHHSSA OMNWUCb OOKYMEHTOB Aena.

Ecnn geno Ha 6ymaxHOM HocuTene nepennieTeHo Unu noawmTo 6e3 6naHka BHYTPEHHEN OMNUCK AOKYMEHTOB, TO
cocTaBneHHas No YCTaHOBMEHHON (hopMe BHYTPEHHSS ONUCb NOAKNENBAETCS K BHYTPEHHEN CTOPOHE NULEBO 0BMOXKN
aena.

M3meHeHuss cocTaBa OOKYMEHTOB fena (U3bATWs, BKIIOYEHWS OOKYMEHTOB, 3aMeHa [OKYMEHTOB KOMMSMMW)
oTpaxatoTca B rpade "lpumedaHne"” BHYTPEHHEMW OnMMCU CO CCbiflkamMM Ha CcooTBeTCcTByoWMe akTbl. [pu
HGO6X0,D,I/IMOCTI/I MoryTt ObITb COCTaBNEHbI HOBasi UTOroBasi 3annchb K BHyTpeHHeVI onucu n N1UCT-3aBepuTternb gena.

4.31. Dena nepenarTcA B apxXmB opraHn3alnm no onncam, CoCtaBlieHHbIM B CTPYKTYPHbIX nogpasaeneHnsax.

Onucu gen CTPyKTYpHbIX NogpasaeneHuin CoOCTaBnsTCA MO ycTaHoBneHHon dopme (npunoxenne N 23, 24) B
OBYX 3K3eMnnsapax u npeactaBnaAloTCA B apXmMB opraHnsaumm He no3gHee YemM Yyepes OAMH rof nocne 3aBepLueHns aen
B [eNonpon3BoacTBe.

OnucK cocTaBnsoTCA OTAENbHO Ha Aerna MOCTOSIHHOIO XpaHeHusi; Aena BpeMeHHbIX (cBbile 10 neTt) cpokos
XpaHeHus, B TOM Yucne no JIMYHOMY COCTaBy, U Aena, COCTOosLME U3 JOKYMEHTOB, XapaKTepPHbIX TOMNbKO AN AaHHOW
opraHusaummn (cynebGHble, CneAcTBEHHblE Oena, HayyHble OT4YeTbl Mo TemaM). OTAenbHble ONMUCKU COCTaBMATCA Ha
eaMHULbl XpaHeHNs1 3NEeKTPOHHbLIX JAOKYMEHTOB MOCTOSIHHOIO XpaHeHUs; BpeMeHHbIX (CBbile 10 NeT) CpokoB XpaHeHus,
B TOM Yucrie Mo IMYHOMY COoCTaBy.

4.32. MNpw cocTaBneHnn onucy aen CTPyKTypHOro nogpasaeneHus cobnogatoTcs cnegyowme TpebosaHuns:

3arofioBgkn  gen BHOCATCA B OMNMCb B COOTBETCTBUU C FIpI/IHFlTOIZ CXEMOW cucTemMaTuM3aumm Ha OCHOBE
HOMEHKINaTypbl Aen;

Kaxgoe geno BHOCUTCA B OonnCb noa nopdaakoBbiM HOMEPOM (ecnm [erno COCTOUT U3 HeCKOJNTIbKUX TOMOB WUIKA
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yacTen, TO Kaxablihi TOM UM YacTb BHOCATCS B OMNUCb NO4 nopaakoBbIM HOMGpOM);
Fpa(*)bl onncun 3anoJyiHAKTCA B TOYHOM COOTBETCTBUM CO CBEAEHNAMU, KOTOPbIE BbIHECEHbI Ha O6J'IO)KKy aena;

rpaca onuvcu "TpumeyaHne" ncnonb3yeTcst Ans oTMETOK O npueme aeri, 0CO6EHHOCTSX PU3NYECKOTO COCTOSIHUSA,
0 nepefave gen Apyrmm CTPYKTYPHbIM NogpasaeneHnsiM Co CCbINTKOM Ha HEOOXOAMMBIN akT, O HanMyYnumn KOnun.

B koHUe onucu Bcrnieg 3a nocnedHei onucaTenbHOW CTaTbel 3arofiHAeTcsl UTOroeBasl 3anucb, B KOTOPOW
ykasbiBaloTcsl (Uumdpammn U NPONUCLIO) KONMYECTBO Aen, NepBbli M NocnedHuii Homepa Aen Mo onucy Aen, a Takke
OroBapMBatoTCs 0COGEHHOCTU HyMepauumn Aen B ONUCK (Hanuyme nMTepHbIX U NPOonyLLEHHbIX HOMEPOB).

I'Iepe,cl, BHECeHMeM 3arofioBkOB [€ej1 B OMUCb MNPOBEPATCA Ka4eCTBO d)OpMMpOBaHI/lFl n Oq)OpMJ'IeHI/Iﬂ nen,
COOTBETCTBME KOnMmn4yecTBa Aersi, BHOCMMbIX B ONMUCb, KOJTMYECTBY 3aBeleHHbIX el N0 HOMEeHKNnaTtype gen opraHn3auuun.

ﬂpm npocMOTpe Adenl NpoBepArTCA. COOTBETCTBME 3arofioBka pfena coaepxXaHuto OOKYMEHTOB B Aene;
npaBUIbHOCTb O(bOpMJ'IeHI/IH N rpynnmMpoBKMN OOKYMEHTOB, BKIMHOMEHHbIX B A€eN10; Ka4eCTBO NoALUMBKU UK nepenneta
aena; npaBuiibHOCTb HymMmepauun nNnMCToB aena; Hanun4dme B aene, B HeobxoauUMbIX cny4yasax, BHyTpeHHeIZ onucu gena un
npaBuUNbHOCTb €€ COCTaBJieHUdA; npaBUIIbHOCTb O(bOpMﬂeHVIﬂ 0oBGnOXKWM Oena; HanmuMune WU npaBuUbHOCTb
JINCTa-3aBeputend gena. B Cny4ae 06HaPY)KEHVI$| HapyLweHNa yCTaHOBJIEHHbIX NMpaBui (*)OpMVIpOBaHVIFI n Od)OpMJ'IeHVIFI
[Oen OHW OOIMKHbI ObITb YCTpPaHEHbI.

B cnyyae oGHapyeHUs OTCYTCTBMS €N, YMCNSAWMUXCA MO HOMEHKNAaType Aen opraHv3auuu, CTPYKTYPHbIM
nogpasgeneHnemM nprHUMaroTca Mepbl No po3bicky. OBHapyXeHHble Aena BKM4aTcs B onnck. Ecnu npuHATbIe Mepbl
He pfdanu pesynbTaToB, TO Ha HeobOHapyXeHHble Oena CocTaBnsieTca akT 06 yTpate [AOKYMEHTOB, KOTOPbIN
MOANMCBLIBAETCA PyKOBOAWUTENEM CTPYKTYPHOro nodpasfeneHvs n nepegaeTcs BMECTe C OMNUChIo AeNn CTPYKTYPHOro
noapasgeneHvs B apxus opraHusaumm (npunoxexue N 6).

4.33. I'Iepep,aqa Oen B apxmB opraHun3aunn ocywecTtBndaeTCcd o rpachKy, cornacoBaHHOMy C pykoBoOOAUTENAMMU
CTPYKTYPHbIX I'IOD,pa3ﬂ,eﬂeHVIl7l, nepenarwmx JOKyMEHTbI B apXuB, N YTBEPXOEHHOMY pyKOBOAUTENIEM OpraHn3auun.

B nepvod noarotoBkM gen Ha GymMaXHOM HOCUTEeNe CTPYKTYpHbIM noApasferieHVeM K nepefjade B apxvs
opraHv3aumn COTPYOHUKOM apXxuBa MNpoBepseTCcsl NpaBUIIbHOCTb MX (DOPMMPOBAHUSA, OOPMIIEHUS U COOTBETCTBUE
KonuyecTBa [er, BKIOYEHHbIX B OMNWUCb, KONMMYECTBY Aer, COPMMPOBaHHbLIX B COOTBETCTBMU C HOMEHKNaTypoi Oen
opraHusaumun. Bce BbisIBNIEHHble MpU MpOBepke HedocTaTku B (POPMUMPOBaHMM UM oopMIieHUM aen paboTHUKK
CTPYKTYPHOrO nofapasaesieHnst 06s13aHbl yCTpaHUTb.

Mpuem-nepenaya Oen B apxuB opraHu3aLun NpousBoaUTCA pPaBGoTHWMKOM apxuBa opraHusauuy B NpUCYTCTBUM
paboTHMKa CTPYKTYpHOro nogdpasfeneHus. Ha aksemnnspax onucu Oen, OOKYMEHTOB MpOCTaBMseTCA OTMeTka O
Hanuuun gena. B koHUe KaXKOoro aK3eMmnssipa OnMcK yKasbiBaloTCs LMdpamy U NMPONUChio KONMYECTBO (haKTUYeCKM
MPUHATBIX B apxuB [en, HOMepa OTCYTCTBYWLWUX [en, gaTa npuema-nepedadv gen, a Takke noanicy nuvua,
OTBETCTBEHHOrO 3a apXuB, 1 Nuua, nepeaasLuero Aena.

4.34. TMepepaya SNEKTPOHHBLIX OOKYMEHTOB B apXuB opraHusauuMu Npou3BOAWUTCA Ha OCHOBaHWMKU OMUCcen
3MEeKTPOHHbIX Aer, JOKYMEHTOB CTPYKTYPHbIX NoApasaeneHuin no MHPOPMaLNOHHO-TENEKOMMYHMKALNMOHHOW ceTu (npu
HanMynM B apxuBe OpraHu3auunm MHMOPMALMOHHOM CUCTEMbI) MM Ha (U3NYEecKM 0GOCOGNEHHbIX MaTepuarnbHbIX
HOCUTENSAX, KOTOPbIE NPEACTABNATCA B ABYX UAEHTUYHBIX SK3eMMasipax.

|_|pl/l nepenadve O3JieKTPOHHbIX [OOKYMEHTOB B apxuB OpraHu3auumm BbINOJNMHAKTCA chneaywuwne OCHOBHbIe
npouenypbl pa6OTbI C AOKYMEHTaMU:

dopmmpoBaHme B MHOPMALNOHHON CUCTEME OpraHu3auum 3NEKTPOHHbIX Aerl, ABMSLUMXCS COBOKYMHOCTbIO
KOHTEMHEPOB 3MNEKTPOHHbIX [AOKYMEHTOB WMW KOHTEMHEPOM 3MNEKTPOHHOrO AOKYMEHTa, COAepXallMM KOHTEHT U
MeTaaHHbIE 3NEKTPOHHOIO AOKyMeHTa, dpannbl 3MEKTPOHHBLIX MOAMNUCEA U BU3yanv3npOBaHHYK KOMWUKO TEKCTOBOMO
3NEKTPOHHOTO AoKyMeHTa B oopmate PDF/A;

hOpMUPOBaHME OMUCU INEKTPOHHbBIX A, AOKYMEHTOB CTPYKTYPHOro noapasaeneHus;

MpoOBEpPKa apXMBOM OpraHU3auuyM SFEKTPOHHbIX [OOKYMEHTOB Ha HanvMyMe BpPEedOHOCHbIX KOMMbHTEPHbIX
nporpamMm;
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MpoBepKa BOCMNPON3BOAVMOCTM 3NEKTPOHHBIX JOKYMEHTOB;

npoeepka (*)I/I3I/I‘-IeCKOFO N TEXHUYECKOrOo COCTOSIHUSA HOCUTEnewn (I'Ipl/l nepenadve 3N1EeKTPOHHbIX OOKYMEHTOB B
apxuB opraHmnsauunmn Ha (bl/l3l/|‘-IeCKI/I 0060Cc0o6neHHbIX MaTepuarnbHbIX HOCVITeﬂFlX);

npoBepKa NOASIMHHOCTN 3NEKTPOHHON NMOANUCKU, KOTOPON NOANUCAH 3NEKTPOHHbIV AOKYMEHT.

[Mpuem aNekTPOHHbIX JOKYMEHTOB B apXUB OpraHvM3auum no MHOPMaLNOHHO-TENEKOMMYHMKALMOHHOW ceTu (Npu
HanMVuMM B apxuMBe oOpraHvM3aunyM WHAOPMALMOHHON CUCTEMbI) MM Ha uandeckn 060COBNEHHBIX HOCUMTENSX
odopmMnisieTcsl COCTaBNEHMEM UTOrOBOW 3amnmncu B KOHLE ONUCK 3NEKTPOHHBIX Aerl, JOKYMEHTOB, B KOTOPOW Lncpamu n
NPONUCBIO YKa3biBaeTCs KONMMYECTBO (PaKTUYECKU NMPUHATBIX B apXMB 3MEKTPOHHbIX €N MU 3NEKTPOHHbIX AOKYMEHTOB.
WTtoroeBas 3anucb noareBepxgaeTcs NOAMUCAMU COTPYAHMKA apxvBa W COTPyAHMKA CTPYKTYPHOro nogpasgerneHus,
nepegasLUEro 3NEKTPOHHbIE Aena v AoKyMeHThI. [1py npueme Ha apxXuBHOE XpaHEeHUe SMNEeKTPOHHbIE Aena 3aBepsatTcs
3NEKTPOHHOW MOAMNMNCHIO PYKOBOAUTENS OpraHM3auun Unm yrnorHOMOYEHHOrO UM JOJPKHOCTHOMO nmua.

lMocne npuema B apxvB 3MEKTPOHHbIX AOKYMEHTOB Ha hu3mdeckn 060CobneHHbIX MaTepuarnbHbIX HOCUTENsX
BKIagblWn, NOMeELLEHHble B PYTNAP eOUHMLbLI XPaHEHUS B CTPYKTYPHOM MogpasfaerneHny, 3aMeHsoTCa Ha BKagbilwu,
OPOpMIEHHbIE B apXuBe.

Ha Bknagpiwe, nomelwiaeMom B QyTNAp e4uMHNLBI XPaHEHUS, OPOPMIISIEMOM B apXuBe, yKa3blBaeTCs:

HanMeHoBaHWe opraHu3saLmmn (NonHoe, CoKpaLLeHHoe);

Homep boHaa;

HOMEep OMUCU SNEKTPOHHbLIX Aer, JOKYMEHTOB;

HOMep Aerna no onucy;

OTMEeTKa O cTaTyce 3K3eMnnsapa ANeKTPOHHbIX 4OKYMeHTOB: "OcH." (ocHoBHOM) unu "Pab." (pabounii);

KpanHve gaTbl JOKYMEHTOB 3IEKTPOHHOIO Aena;

npu HeobxoaMMocCTH OCbOpM.I'IFlI'OTCFl [AOMNOMNHUTENbHbIE OTMETKMN 00 orpaHn4eHnn OocCTtyna K AOKyMEeHTaM.

Bknagpiw nomewaetcs B pytnsap dusnyeckn 060cobneHHoro matepmnanbHOro HOCUTeNst TakuMm obpa3om, YTobbl
HagnNMcKu Ha HeM Gbiny BUAHbI NPU 3aKpbITOM yTRspe.

V. OPTAHN3ALNA MCMNOJIb3OBAHNA JOKYMEHTOB
APXMBHOIO ®OHOA POCCUUCKOWN oEAEPALIN N OPYTUX APXUBHbLIX
JOKYMEHTOB OPTAHN3ALINA

5.1. ApxuB opraHmMsauum OOIDKEH NPedoCTaBnsATb Mofb3oBaTento AOKyMeHTbl ApxmBHoro ¢oHga Poccuickon
denepaummn n gpyrme apxmeHble JOKYMEHTbI, a TaKkkKe CrpaBOYHO-NOMNCKOBbLIE CPEACTBA K HUM.

5.2. JocTyn K [OKyMEHTaM MOXeT OblTb OrpaHM4eH B COOTBETCTBMM C 3aKOHOAAaTeNbCTBOM Poccuickon
depepaumm, a Takke B COOTBETCTBUM C PACMOPSHKEHMEM COOCTBEHHMKA WM Bnagenbla apXUBHbLIX OOKYMEHTOB,
HaxoAsLLMXCA B YaCTHOM COOCTBEHHOCTU <1>.

<1> Yactb 1 crtatbu 25 depepanbHoro 3akoHa oT 22 oktabps 2004 r. N 125-03 "O6 apxvuBHOM derne B
Poccuinckon ®egepauun'.

5.3. MNMonb3oBartenu npn ncnonb3oBaHNM OOKYMEHTOB apxXxuBa OopraHM3auumu 00s13aHbl AenaTb CCbIfIKM Ha MecTo
XpPaHEHUA JOKYMEHTOB.

5.4. Coctae HCA apxuBa opraHu3auum onpegensietcd COCTaBOM U COAEPXKAHUEM XPAHSLUXCH B HEM
JOKYMEHTOB, XapakTepoM 1 3agadvamm Noncka 1 UHTEHCUBHOCTBIO UCMOSb30BaHNS JOKYMEHTOB.

www.consultant.ru CrpaHvua 23 u3 59
HafeXHasa npaBoBas noaaepXxka


consultantplus://offline/ref=1E3B2D3795C95F86F57D2D231374210FBCCB211DCA7F7D957DC40F2AD7BF9746262E08B1962E09331B3BD69E41CDBDFA274F9F12D7D4E6CAqClAH
consultantplus://offline/ref=1E3B2D3795C95F86F57D2D231374210FBCCB211DCA7F7D957DC40F2AD7BF9746262E08B1962E09331B3BD69E41CDBDFA274F9F12D7D4E6CAqClAH
http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru

Mpukas MuHkynbTypbl Poccun ot 31.03.2015 N 526
"O6 yTBEpXAEHUM NPaBU OpraHM3aLmMmn XpaHeHus,
KOMMNEKTOBaHMUS, y4eTa U UCMof...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[ata coxpaHeHus: 03.03.2020

OcHoBHbIM (06513aTeNbHBIM) apPXMBHBIM CMIPABOYHWKOM B apXuBe OpraHnsauny SBnseTcs onvchb Aern, JOKYMEHTOB.
B pononHeHne B apxuBe opraHu3auMm BedyTCH BCMNOMOraTeflbHble apXMBHblE CMPaBOYHWKW - KaTaroru, ykasaTenw,
ncTopuyeckas crpaska K oHay.

5.5. B uenax obecneyeHUss COXPaHHOCTM, CBOEBPEMEHHOro oTbopa M yyeTa W cucTemMaTvMsauuv gen,
noasiexxallmMx NoCTOsSSHHOMY M BpeMeHHoMy (cBbiwe 10 NeT) CPOKOB XpaHeHMWsl, B OpraHu3aumm COCTaBMSHOTCS ONUCK
[en, NOKYMEHTOB.

Onucu cocTaBnATCA OTAENLHO Ha Aena, LOKYMEHTbI:
NMOCTOSIHHOIO CpoKa XpaHeHus;

BpeMeHHbIX (cBbiwe 10 neT) cpokoB XpaHeHus;

no NIMYHOMY COCTaBY;

XapaKkTepHble TONbKO Ans AaHHOW opraHusauun (cyaebHble aena, matepuansl YronoBHbIX Aen, Hay4Hble OTYEThI
no Temam).

AHanornyHble on1cKM CoCTaBnSAOTCA Ha ONEKTPOHHbIE Aena, JOKYMEeHTbI.

CBoaHble onucKu fen, OOKYMEHTOB OpraHM3aummM COCTOST M3 TrofoBbiX pasgerioB, COCTaBNSIEMbIX Ha OCHOBE
nepefdaHHbIX B apxvMB OpraHusauuMmM Onucel nen ee CTPYKTYPHbIX MNOoApasfgeneHuin 3a onpederneHHble roapl, W
CMCTEMAaTU3UPOBAaHHbIX B Npeaernax Kaxaoro roga B COOTBETCTBUM C YTBEPXKOEHHOW CTPYKTYPOW opraHuM3auum Ha aToT
roA.

Onwucu gen, JOKYMEHTOB COCTaBNATCA MO ycTaHoBNeHHon dopme (mpunoxexusa N 14, 15, 16, 17, 18) n coctoaT
N3 onmcaTernbHbIX CTaTen eanHUL, XPaHeHWs, MTOroBOW 3anucu, NMcTa-3aBepuTens 1 CNpaBoYHOro annapara K Onucy.

OnucaTtenbHas cTaTbsl ONUCK BKIOYAET: NOPSAKOBLIA HOMEP eAMHMLbI XpaHEeHWS; MHOEKC eAUHULILI XpaHeHus (no
HOMEHKMaType 4en); 3arofloBoK eQuHULIbI XpaHeHWs!, BKIoYaloWWiA ykasaHne Ha Hanuume Konuid, eCnv B Hell XpaHSaTCs
KOMUWN OOKYMEHTOB; KpailHue AaTbl eQvHULbl XpaHEeHUsl; CPOK XpaHeHus (ans onucen Aen, OOKYMEHTOB BPEeMEHHOro
XpaHeHUs1); KONMMYeCTBO NINCTOB B e[IMHNLIE XpaHeHUsl. 3arofnoBoK Aerna MoXeT OblTb JOMNOMNHEeH aHHoTaumel oTaenbHbIX
JOKYMEHTOB (rpynnbl JOKYMEHTOB) eAVNHULbI XPaHEeHNs.

B cnpaBou4HbIN annapaTt K ONUCU BXOAAT: TUTYMbHLIA NUCT; COAEpXaHue (OrnaBreHne); NpeavcrnoBme; CUCOK
COKpaLLEeHWIA; yKasaTenu K onucu (npeameTHbIA, UMEHHOW, reorpacruyeckon).

CocraB CrnpaBoO4HOro annapata K onncu 3aBUCUT OT CPOKa XpaHeHUA BKIMIOYEHHbIX B HE€ JOKYMEHTOB U NX BUOOB.

K onucam gen, OOKYMEHTOB MOCTOSIHHOTO XpPaHEHUst U MO JNIMYHOMY COCTaBYy COCTaBMSATCA TUTYNbHbIA JIUCT,
npeavcrosue, ornasreHne, Npyu Heo6XoANUMOCTM - CMIMCOK COKPaLLEHWUIA, yKasaTenu.

Ha TUTYJITbHOM JTUCTE ONUCKU YKa3blBalOTCA: NOJIHOE€ HaMMeHOBaHMe rocyaapCTtBeHHOro (MyHMLI,MI'IaJ'IbHOFO) apxumBa
(ech opraHunsauuna AaBndeTcd UCTOYHWUKOM €ero KOMFIJ'IeKTOBaHI/IFl), nocnegHee nonHoe HamMeHoBaHME opraHun3auuu,
COOTBETCTBYHOLLEE Ha3BaHUNO ee apxXuBHOIo (*)OHD,a, HOMEpP apXnBHOIo (*)OH,EI,a, HOMEpP N Ha3BaHWE ONnucwu, KpaVlee
AaTbl BHECEHHbIX B ONMUCb eANHULL XpaHEeHUA.

Ecnn HammeHoBaHue opraHn3aumm Wmn3MeHANnoCb, Ha TUTYJIbHOM JIUNCTE (B cny4yae HeobxoQMMOCTU - Ha
AONOJIHUTENNbHOM J'II/ICTe) nog nocnegHMM HauMeHOBaHMeM oOpraHum3aunn YyKasblBakTCA B ckobkax Bce ee
nepemMMmeHoBaHuA B VICTOpVI‘-IeCKOVI (XpOHOJ'IOFI/I‘-IECKOVI) nocneagoBsaTtesibHOCTU 3a nepuoa, COOTBGTCTByI-OLLI,VIVI KpaIZHVIM
agaTtam eaunHuL XpaHeHusa, BKIMIOYEeHHbIX B OMNUCh.

B npegucrnoBnn K onnMCU KpaTko unsnaratoTcd nepemMmeHoBaHnA opraHmn3auum B I/ICTOpW—IeCKOﬁ (XpOHOJ'IOFM‘-IeCKOI;I)
nocnegoBsaTesibHOCTU 3a nepuoa, COOTBGTCTByIOU.I,I/IVI KpaleI/IM gataMm eavHul XpaHeHWUA, BKIMIOYEeHHbIX B OMUCb.
I'Ipe,u,mcnosme noanncbiBaeTCcA CoCtaBuUTesrieM C yKka3aHnemM OOJIKHOCTU U OaTbl COCTaBI1€HUA.

K onucu pen, AOKYMEHTOB BpemeHHoro (cebiwe 10 neT) xpaHeHusi, nNpu HeobXxoouMOCTM TakkKe MOryT
COCTaBMATLCA OrfnaBneHne, CNUCOK COKpaLLeHUN.
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Onucm (rogoBble pasgenbl onucen) aen, OKYMEHTOB COCTaBISAOTCS:

NOCTOAHHOIoO XpaHeHUA - He MeHee 4YeM B 4YeTbIpeX 3IK3eMmnndapax: TPpU Ha 6yMa)KHOM HocuTene n oauH - B
ANEeKTPpOHHOM BUae (B Ka4yecTBe pa6oqero 3K3emnn;|pa);

BpemeHHoro (cBbiwe 10 neTt) XxpaHeHUs - He MeHee YeM B OBYX 9K3eMNnsapax;

AOKYMEHTOB MO JMYHOMY COCTaBy OpraHu3auuii - WUCTOYHMKOB KOMMMEKTOBaHWS  rOCYAapCTBEHHbIX
(MyHUUMNanNbHbLIX) apxuMBOB - HE MeHee 4YeM B YeTblpex 3K3emmnspax: Tpy Ha OymaxHOM HocuTene, ogvH - B
3NEeKTPOHHOM Buae (B kavyecTBe paboyero aksemnnspa);

OOKYMEHTOB NOo JIMYHOMY  COCTaBy opraHmsau,wZ, HEe 4ABnArlWKMXcA WUCTOYHUKAMM  KOMMITEKTOBAHUA
rocyaapCTBEHHbIX (MyHI/ILI,I/II'IaﬂbeIX) adpXnBOB, - HE MeHee YEM B TpeEX 3K3eMnnapax.

Onwucwm (rogoBble pasgenbl onucen) gern, JOKYMEHTOB BpeMeHHoro (cBbiwwe 10 NeT) XpaHeHWs cornacoBbIBalOTCS C
LI3K (OK) opraHunsauumm, nocne 4Yero yTBEPXAaOTCHA PYKOBOAUTENEM OpraHmM3aLmm.

Ha paccmoTpeHne QlK npeacraBnAaArTCA HE MeHee 4YeM 4epes 3 roga nocne 3aBepleHna nenonpon3soacTtBoOM
aen, BKIOYeHHbIX B pasgern:

onucu (FOJJ,OBbIe pasgenbl 0I'IMCGI7I) aen, JOKYMEeHTOB NOCTOAHHOIO XpaHeHua OAnd yTBepXXaeHUA;

onucy (rodoBble pasaenb! onucein) aen, 4OKYMEHTOB MO NIMYHOMY COCTaBY AJ1si COrnacoBaHms <1>.

<1> Onucu Aden, AOKYMEHTOB MO JIMYHOMY COCTaBY COIJ1acOBbLIBAOTCS COOTBETCTBYHOLUMM FOCYAapCTBEHHbLIM
(MyHVMLMNANbHBIM) apPXMBOM COFfIacHO NPEeAOCTaBEHHEIM eMy MOSTHOMOYMSIM.

lMocne yTBepxaeHusa (cornacoBaHusl) onucen (rogoBbix pasgenos onucer) JOMNK oHW  yTBepxkaawTcs
pykoBOgAMUTENEM OpraHusaumm.

B rocygapcTBeHHbIV (MyHVMUMNANbHbINA) apxXuB NepefarnTcsd TPy aK3emnnispa onucu gen NoCTOSHHOrO XpaHeHwus,
OOWH 3K3emnnsp onucu Jden no JIMYHOMY COCTaBy, YTBEPXOEHHbIX (cornacoBaHHblx) OlK, a Takke no ogHOMy
3K3EMMNNAPY KaxKOoW OMMCU B ANEKTPOHHON dopMe (B kayecTBe paboyero ak3emnnspa).

OanH aK3eMnnAap onncn aenl NoCToOAHHOINo XpaHeHuA W ABa 3K3emnrdpa onucu gen no nnM4HOMY CcocTaBy
OCTaloTCA B opraHmsauunu.

BHeceHune n3MeHeHUn B rogoBON pasgen onucu Aen, AOKYMEHTOB Mocne ero yreepxaeHus (cornacosanus) 3K
JorMyckaeTcs TONbKO Ha OCHOBaHWMM cooTBeTcTBYtowero pewwennst K.

5.6. VicTopunueckasn cnpaBka k ooHOY COCTOUT U3 Tpex pas3fenos: uctopus doHaoobpasoBaTend, oTpaxarowas
UCTOPUIO OpraHM3aLMM CO CCbhIfIkaMU Ha COOTBETCTBYIOLLUME 3aKkoHoAaTerbHble W HOpPMaTMBHbIE akTbl (4aThbl
obpa3oBaHus, MepPeVMEHOBaHUS, peopraHu3auuu, JUKBUOauUUM, BEOOMCTBEHHYIO MPUHAANEXHOCTb, CTPYKTYpY W
PYHKLUMKN, UX M3MEHEHMWSl, Ha3BaHWE OpraHu3auumu - npealwecTBEHHWKa), uctopusa ¢oHaa (obbem, KpanHwe aathbl
OOKYMEHTOB, CTEMNeHb MX COXPaHHOCTMW, AaTbl nepedayn OOKYMEHTOB Ha MOCTOSIHHOE XpaHEeHWEe) W XapakTepucTuka
OOKyMeHTOoB doHAaa (pa3HOBMOHOCTM [OOKYMEHTOB, OCOGEHHOCTU (pOpMUPOBaHWUS eauMHUL, XpaHeHus u  uX
cucrteMaTm3auun, Hann4yve OOKYMEHTOB, BbIXOOALLNX 3a XpoHonorn4yeckune rpaHunubl OedaTernbHOCTU
hoHOoobpasoBaTens, CocTaB CrpaBOYHOro annapara Kk oHAY, MECTO XpaHEHUS! AOKYMEHTOB MO JIMYHOMY COCTaBy).

WcTopunyeckas cnpaeka K ooHAY COCTaBnsieTcs B ABYX aK3eMnnspax, OauH - XxpaHuTca B gene ¢oHaa, BTOpon -
nepegaeTcs B rocyAapCTBEHHbIV (MyHULMNANbHLIV) apXumB.

5.7. OCHOBHbIMU hopMaMKn NCMOMb30BaHWSA JOKYMEHTOB apX1Ba OpraHn3aLun siBNATCS:
NHpopmaumoHHoe obecneveHne paboTHUKOB OpraHu3auum;

ncnosrHeHmne 3anpocos nonb3oBaTtenen, B TOM Ymucne 3anpocoB rpaxaaH counanbHO-NpaBOBOIro Xxapakrtepa,
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Bblga4a [OKYMEHTOB W [en BO BPEMEHHOE MONb30BaHWe, NPefOCTaBIIEHNE KOMWIA apXMBHbLIX AOKYMEHTOB MO
3anpocam nosib3oBaTernen, B TOM Ynucrne B (popMe 3MEeKTPOHHbIX JOKYMEHTOB.

dopmammn ncnonb3oBaHWs JOKYMEHTOB apxvMBa OpraHM3aLuy SBNsOTCS Takke:
NHAOPMUPOBAHNE CTOPOHHUX OpPraHn3aunii O HaNMYMM U COAEPXKaHNM UMEIOLLIMXCS B apXMBE JOKYMEHTOB;
MCNonb30BaHWe JOKYMEHTOB B CPeCTBax MaccoBOW MHopMaLuy;

NCMNONb30BaHWe OOKYMEHTOB AN MOArOTOBKN UCTOPUKO-MHAOPMAaLMOHHBIX MEPONPUSATUA: BbICTABOK, 9KCKYPCUMN,
KOHbepeHuni;

Bblgava OOKYMEHTOB OJ1A paGOTbI B YnTaribHOM (ﬂpOCMOTpOBOM) 3arie apxmBa;

opraHusauma  goctyna pa6OTHI/IKOB opraHusaumu K OOKyMeHTaM apxuea nytemMm Mcnonb3oBaHUA
MH(bOpMaLLI/IOHHO-TeJ'IeKOM MyHI/IKaLI,I/IOHHOI7I ceTn.

5.8. ApXVIB opraHm3aumnn OoJjnkKeH BeCTu yyYeT UCNOoJSib30BaHNA OOKYMEHTOB, B TOM Yucine BblAa4n AOKYMEHTOB U
aen, Bblavyn apXmBHbIX CNPaBOoK, BbIMUCOK, Konum OOKYMEHTOB.

5.9. 3anp00b| nonb3oBaTenen, nocrtynawwimne B apxXmB opraHunsaunun, nogpasfendarTcd Ha TeMaTUu4decCkume U
coumnanbHo-npaBoBbIE <1>.

<1> [NoanyHkT 5.7.1 nyHkTa 5.7 MNMpaBun xpaHeHus.
5.10. ApxuB opraHm3aumm JOSKeH paccMaTpuBaTb U UCMOMHATb 3anpockl, MOCTYNMBLUWE B MMCbMEHHON hopMe.
3anpoc nonb3oBaTens AOMKEH cogepXaTb cneayoLyo HopMaumio:

HavMeHOoBaHWe PUaNYEecKoro nuua - aBTopa 3anpoca (41 rpaxkaaH - amMunim, UMeH, OT4ecTBa, NP HanMunum
nocregHero);

MOYTOBbIA /UMW SNEKTPOHHBIA aapec, No KOTOPOMY AOIMKEH ObITb AaH OTBET;
CBeJEHNs!, UHTEPECYIOLLMNE NOMb30BaTENS Y XPOHOMOrMYeCcKMe pamk1 3anpalumeaemon uHdopmaumm;

dopmMy nony4yeHuss nonb3oBaTeneM MHgopMauun (MHpOpMaUMOHHOE MWCbMO, apXMBHAasi CrpaBKa, apXWBHasi
BbINKCKa, apXUBHas KOMWsl, TEMaTUYECKUIA NepeYveHb, TeMaTUYeckunii 0630p AOKYMEHTOB);

NUYHYIO NOANUCH aBTOpa 3anpoca (rpaxgaHuHa Unu AOMKHOCTHOro Nuua);

aary.

Mpn nocTynneHun B apxvMB OpraHu3aumMmM MHTEPHET-OOpaLlleHns (3anpoca) nonb3oBaTensl C ykasaHueM agpeca
3NIEKTPOHHOWM MOYTbI W/UNK MOYTOBOro agpeca emy HanpaBnsieTcs yBeJoMSIeHMe O npueme obpalleHusi (3anpoca) K
pPacCMOTPEHMIO UM MOTMBUPOBAHHbIM OTKa3 B PACCMOTPEHUMN.

Ha 3anpochbl TeMaTU4eckoro Xapakrepa, nocTynueLLne B apxuB opraHusaumm no
NMHOPMALIMOHHO-TENEKOMMYHUKALMOHHON CeTU, B TOM 4ucre no cetu MHTepHeT, OTBET MOXET ObiTb HanpaBneH B
BUAE 9MNEKTPOHHOrO CoobLLEHNSI MO YKa3aHHOMY aBTOPOM 3anpoca 3f1eKkTPOHHOMY afpecy.

3anpoc gomkeH 6biTb 3aperncTpupoBaH B TeYeHue Tpex paboymx AHEN C MOMEHTA €ro NocCTynneHus.

3anpoc, He OTHOCSLMNCA K COCTaBYy XpaHSLIMXCA B OpraHu3auuMmM JOKYMEHTOB (HenpodurbHbIA 3anpoc), B
TeyeHne 7 OHeW Co OHsS perMcTpaumu 3anpoca HanpaBnAeTcs B OpraHum3auuio, rge MoryT XpaHuTbca Heobxoaumble
OOKYMEHTbI C yBeAOMITEHMEM 06 3TOM Monb3oBaTesns.

3anpoc, I'IOCTyI'IMBLIJMﬁ B apxmB oOpraHmn3auunmn, paccmaTpmBaeTtcA B COOTBETCTBUN C Tpe6OBaHI/IF|MI/I
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3aKoHoAaTeNbHbIX U UHbIX HOPMAaTMBHBIX MPaBOBbLIX AKTOB MO paboTe ¢ obpalleHVsMU rpaxaaH U NpefocTaBneHuio
rocyaapCTBEHHbIX (MyHULMMANbHbLIX) YCIYT.

OTBeT Ha MOCTYNUBLUWIA B apxXvMB OpraHu3auLuMu 3anpoc npegocTaensetca B Teyenve 30 OHel co OHSA ero
pervctpaummn. C paspelLeHusl pyKoBOACTBa OpraHM3aummn aToT CPok MoXeT ObiTb NpoasieH He Gornee Yem Ha 30 gHeW, ¢
yBe4oOMIIeHeM 06 3TOM 3asBUTENS.

5.11. OTBeTbl Ha 3anpockl Nonb3oBaTtenei, B TOM Y/Ce OTBeTbl Ha 3anpochl CoLMarnbHO-NPaBOBOro Xapakrepa,
0ohopMNATCA B (DOPME apXMUBHOW CNpaBKW, apXMBHOMW BbIMUCKN UMW apXUBHOM KOMUKM, OCPOPMITEHHBIX U 3aBEPEHHbIX B
yCTaHOBIIEHHOM MOPSIAKE.

Mpn OTCYTCTBMM [AOKYMEHTOB, HEOOXOAMMbLIX Afsi MCMOJNIHEHMS 3anpoca CcouuManbHO-NPaBoOBOroO XapakTepa,
cocTaBnsieTcs OTBET Ha BnaHKe opraHM3aumm ¢ ykazaHMeM MpUYMH NX OTCYTCTBUS.

5.12. ApxvBHas cnpaBka MOAMNUCLIBAETCA PYKOBOAMTENEM OpraHus3aumMm WM WMHbIM  YMOSTHOMOYEHHbIM UM
OOMKHOCTHBIM NMLIOM U 3aBepsieTCcd nevaTblo opraHnsauum (npunoxenune N 29).

ApXI/IBHaﬂ crnpaeBka, obbem KOTOpOIZ npesblilaeT OguH JTINCT, O0JKHA ObITb npoHymMepoBaHa.

B TekcTe apXMBHOW CMpaBKX B XPOHOMOrMYECKOoW NocneaoBaTenbHOCTY M3naratoTcs cobbiTUA C yKasaHWeM BUOOB
MCMOMb30BaHHbIX JOKYMEHTOB, MX AaT M HOMEpPOB. B apxvBHOIi cnpaske AoMNyckaeTcs UMTUPOBaHNE JOKYMEHTOB.

HecoBnageHne oTgenbHbIX CBeAEHWUA/AaHHbIX OOKYMEHTOB CO CBeOeHUAMU, U3NOXEeHHbIMW B 3anpoce, He
ABINAETCA NnpenaTcTBUEM ANA BKIMHOYEHUA UX B apXUBHYIO CrpaBKy, eClin coBnageHne BcexX OCTallbHbIX cBedeHUn He
Bbl3blBAET COMHEHUWI B TOXAECTBEHHOCTU LA Unu CbaKTOB, O KOTOPbIX FOBOPUTCA B AOKYMEHTaX.

B apxvBHOM cnpaBke [OaHHblE BOCMPOM3BOAOSATCA Tak, Kak OHW W3MOXEHbl B [AOKYMEHTaX, a PaCXOXOEHWs,
HEeCoBMNaAeHUs U HETOYHbIE Ha3BaHUA, OTCYTCTBME UMEHW, OTYECTBA, UHULIMAIIOB UMM HanMyne TONbKO O4HOMO M3 HUX
[OIMKHbI ObITb OrOBOPEHbI B TEKCTE CNpaBky B ckobkax: "Tak B JokyMmeHTe", "Tak B TekcTe opurmHana”.

CsepneHus, nveowmecs B apxuee no 3anpocy o pa60Te n (MJ'lI/I) yqe6e B HECKOJTIbKUX OopraHmn3auunax, Kacalowmeca
OAHOro nuua, BKI4YarTCA B OQHY apXUBHYHO CrpaBKy.

Mo TeKkcTy apXMBHOW CMpaBKM B KayecTBe MpUMeYaHWidi MOryT OblTb OFOBOpPEHbl HEpPa3bopyYMBO HamnMCaHHbIE,
ucnpaeneHHble aBTOPOM, He Nnoddatolnecs NpoYTEHNO BCNEACTBUE MOBPEXAEHWUS TeKCTa opuriHana: "Tak B TekcTe
opurnHana", "B TekcTe Hepa3bopunso".

B TekcTe apxvBHOW CrpaBKu He [ONYCKalTCs M3MEHEHWs], UCTIPaBIEHNs, CYMMUPOBaHNE AaHHbIX, KOMMEHTapuu,
CcOBCTBEHHbIE BbIBOAbLI UCMOMHUTENSA MO COAEPXKAHWUIO AOKYMEHTOB, Ha OCHOBAHMW KOTOPLIX COCTaBreHa apXuBHasi
cnpaBka. MogYMCTKN 1 NOMaPKN B apXMBHbIX CripaBKax He 4OMyCcKaloTCs.

B apXMBHOVI cnpaBKke AOOJDKHbI ObITb npmBeaeHbl apxmBHbIE LLII/I(bpr N HOMepa JIMCTOB eauHunl XpaHeHuA
OOKYMEHTOB, UCNOJ1b30BaBLLUNXCA OJ1A ee COCTaBJ1eHUA.

Mo 3anpocy nonb3oBaTtenei apxuBHble CrNpaBkM MOTYT BblOABaTbCA B 3MEKTPOHHOW (popMe Ha 3NEKTPOHHOM
HocuTene nMBo nepecbinatbc MO  MHEOPMALMOHHO-TENEKOMMYHUKALUMOHHBIM CeTsIM.  OMEeKTPOHHble apXUBHbIE
CMpaBKM 3aBEPSIOTCS  3NIEKTPOHHOW MOANMUCHI0  PYKOBOAWUTENS OpraHvM3auuyM WM MHOTO  YMOSTHOMOYEHHOro UM
JOMKHOCTHOrO nu1ua.

5.13. ApxuBHble BbINUCKM OOPMNSAOTCA Ha OnaHke opraHuM3auuy (apxuBa opraHusauum) ¢ obo3HavyeHneM
Ha3BaHusa Buaa aokymeHta: "APXUBHAA BbINMMNCKA".

B apXMBHOVI BbINMNCKe Ha3BaHMe OOKYMeHTa, ero Homep n gata BoCnpon3BoaATCA NMNOJIHOCTbIO.

Bbinucka npon3BOaANTCA TOJTIBKO U3 OOKYMEHTa, B KOTOPOM COAEPXKUTCA HECKOJIbKO OTAEellbHbIX, HEe CBA3aHHbIX
mexay cobon BOMPOCOB. Bbinucka gormkHa BOCNpon3BoaAnTb NOJSTHbIN TEKCT YacTn OOKYMEHTa, OTHOCSLLIENCS K 3anpocy.

M3BneyeHnem u3 Tekcrta OOKYyMeHTa OOJIKHbI ObITb ncyepnaHbl BCe nMmerinecd gaHHble no 3anpocy. Hauano n
KOHeL, KaXXao0ro n3srie4eHnd, a Takxke nponyckn otaesibHbIX CI1I0B B TEKCTE OOKYMEHTa 0003Ha4alTCs MHOroTOUNEM.
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B apxuBHOWM BbINWCKE AOMKHbI ObITb cOenaHbl COOTBETCTBYKOLLME MPUMMEYAHUS U OrOBOPEHbI 4acTu TeKcTa
opurMHana, Hepasbop4yMBO HanMMCaHHbIE, WCMpPaBEHHbIE aBTOPOM, HEe MOAAalLMecss NPOYTEHWUO BcCrneacTeue
NoBpeXaeHus TekcTa U Apyrum npmdnHam. OTaenbHble CNOBa U BblpaXXeHNA JOKYMEHTA, Bbl3blBalOLLME COMHEHUSA B UX
TOYHOCTU, a TaKkKe MCMpaBneHns, NoAYMCTKU, BbI3blBaloLLME COMHEHWE B UX OOCTOBEPHOCTU, oroBapusatoTcs: "Tak B
JokymeHTe", nnn "B Tekcte HepaszbopumBo", nnm "Tak B TekcTe opurMHana“. llocrne TekcTa apXMBHOW BbIMUCKM
YKa3bIBalOTCS apXMBHbIN WGP M HOMEPa JIMCTOB €AUHNLIbI XPAHEHUS] apXUBHOMO AOKYMEHTA.

ApXI/IBHaﬂ BbIMMUCKa nNnoAanucbliBaeTCA pykoBoauTenem opraHusaumm uwnn  MHbIM - YNOJTHOMOYEHHbIM UM
AOJMXHOCTHbLIM NMNMLIOM U 3aBEPAETCA nNeYaTbio opraHn3auunn.

Mo 3anpocy nonb3oBaTenen apxXmBHbIE BLIMUCKN BbIAAKOTCA B 3NIEKTPOHHOM hOpME Ha 3NEKTPOHHOM HocuTerne
nuoéo nepecblialotca no VIH('*)OpMaLI.I/IOHHO-TeJ'IeKOMMyHVIKaLlMOHHbIM ceTdaM. 3J'IeKTpOHHbIe adpXunBHbIE€ BbIMUCKN
3aBepATCA SJ'IeKTpOHHOI7I noannucbio pykoBoauTena opraHusaunm uUnm MHOro ynoriHOMOYEeHHOro MM AOJIKHOCTHOro
nmua.

5.14. Ha apxvBHbIX KOMUSIX, BKMIOYasi apXMBHbIE KOMMU Ha OYMaXHOM HOCUTENE SMEKTPOHHBLIX OOKYMEHTOB,
apXuBHbIE LIJI/I(*)pr NPOCTaBNATCA Ha o6op0Te Kaxgoro nucta apXI/IBHOI7I Konuun, a 3aBeputesibHaa Hagnucb 1 ne4vyaTb -
Ha o6opoTe nocrneaHero nmcTa Konuu.

Mo 3anpocy nonb3oBaTene 3NeKTPOHHbIE KOMUM apXUBHbLIX AOKYMEHTOB BblAAlTCS B 9M1EKTPOHHOM hopMe nnbo
nepecbinawTcsi No WUHMOOPMALMOHHO-TENEKOMMYHUKALMOHHLIM CETAM. OfIEKTPOHHbIE KOMWMU apXUBHbIX LOKYMEHTOB
3aBepSOTCA 3NEKTPOHHON MOAMUCHI0 PYKOBOAMTENS OpraHu3auuMn UivM UHOTMo YNOSTHOMOYEHHOro MM [OSIKHOCTHOMO
niua.

5.15. MNoaroToBNeHHbIE apXMBOM OpraHu3aLuy OTBETbI Ha 3amnpochl (apXMBHbIE CMPaBKWU, apXVBHbIE BbIMUCKU U
apXMBHblE KOMWW) HaMPaBnATCA 3asBUTENAM C CONPOBOAUTENMbHBIM MUCbMOM MO NOYTE UMW BbIJAOTCH: 3a8BUTENHO -
npu NpeabsBNeHUN LOKYMEHTa, yOOCTOBEPSIIOLLENO JIMYHOCTb, €r0 NpeacTaBuTeNsIM - NPU NpeabsBeHUN JOKYMEHTA,
YAOCTOBEPSAIOLLENO NIMYHOCTb U JOBEPEHHOCTM, OPOPMITEHHOW B YCTAHOBIIEHHOM MOPSIAKE.

5.16. ApxvBHbI€ CMpPaBKX, apXMBHbIE BbIMNCKA N apXMBHbIE KOMWUW, HanpaBrisieMble B rOCyAapcTBa - YYaCTHUKU
KoHBeHLIMK, OTMeHsoWen TpeboBaHne fneranm3aumm MHOCTPaHHBLIX ouLManbHbIX JOKYMEHTOB, nognncaHHon B aare
5 okTa6psa 1961 r., 3aBepATCA NPOCTABNEHMEM U 3aNOSTHEHNEM CMeUMarnbHOro wtamna - anocTuns B COOTBETCTBUN C
3akoHogaTenbcTBOM Poccuinckon egepaumm.

5.17. JonyckaeTcs M3bsTe U3 apXMBHbIX AeN W Bbidaya Brnagenbuam Win MX pOACTBEHHMKaM, B crlyyae WX
MUCbMEHHOTO OOpalLeHWsl, NMOAMUHHBIX JINYHBLIX JOKYMEHTOB O rpa)daHCKOM COCTOsiHMK, 06 obpasoBaHuM, TPYAOBbLIX
KHVKEK, HE NOMyYeHHbIX B CBOE BpeMs BnagerbLieM JOKYMEHTOB.

MognWHHbIE NUYHBbIE AOKYMEHTbl BbIOAIOTCS 3asBUTENsIM C pas3peLleHusl PYyKOBOAWUTENS OpraHusauun no
npegbsaBreHNM nacnopTa WM MHOFO OOKYMEHTA, YOOCTOBEPSAOLWEr0 JIMYHOCTb, MO0 UX POACTBEHHMKAM WU WHbBIM
nMuam no OOBEPEHHOCTU, 0OPMITIEHHON B YCTaHOBIIEHHOM 3akoHoAaTenbcTBOoM Poccuiickon denepaumm nopsigke.
nO,qﬂVIHHbIe NTN4YHbIEe OOKYMEHTbl MOryT ObITb HanpasBlieHbl 3aaBUTEeNto LeHHbIM NMMCbMOM.

C n3biMaembIx OOKYMEHTOB B apXuBe OpraHunsauunm n3rotaBrimBarOTCA KOMUKU, KOTOpPbIe ano6u.|,a+0Tc;| K aenam.
N3baTue OOKYMEHTOB, a TakKKe 3aMeHa Ha KOMun OoTpaXakTCAd BO BHYTPEHHUX ONUCAX e, B JICTax-3aBeputendx gen,
B onucax gen, JOKYMEHTOB.

N3bsaTmne n BO3BpaLleHne OOKYMEeHTOB Od)OpMJ'IFHOTCﬂ aKkTamu 06 M3bATMM U3 aen (BO3BpaLIJ,eHI/II/I) YKa3aHHbIX
LOOKYMEHTOB. AKTbI 1 aopyrme OOKYMEHTbl, Ha OCHOBaHUM KOTOPbIX Npoun3BeneHO U3bATUne (Bosspau.l,eHme) APXUBHbIX
LOOKYMEHTOB, BKIMHO4aroTCA B Aeso (bOH,L'J,a.

5.18. KonupoBaHue [OKYMEHTOB apxuBa oOpraHusauum no 3asdBkaMm nofb3oBaTenerd npou3BoguTca Mo
paspeLLeHnio pykoBoauTenNs opraHnsaumm UM MHoro YNnosIHOMOYEHHOTO UM JOSHKHOCTHOMO nuua.

Konum gokyMEHTOB mepechbinalTcsi B agpec TOW opraHu3aumu, mo 3anpocy KOTOPOA OHW W3TrOTOBJIEHbI, UIK
BblAAOTCA NOSb30BaTEN0 NOA POCMUCH.

5.19. B uensax cosgaHus yCJ'IOBI/IVI and pa60TbI nonb3oBaTenemn HenocpeacTtBeHHO B apXmuBe opraHn3aunm MoxeT
BblAeNnATbCA NomMelleHne (‘-IVITaJ'IbeIVI, FIpOCMOTpOBbII?I 3an) OnAa  O3HakoMIieHunA C OOKyMeHTaMu apxXuBa,
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o6opynoBaHHOE COOTBETCTBYIOLLMMUN TEXHUYECKMU CpedcTBaMu AN paboTbl C AOKYMEHTaMK.

|_|pl/l OTCYTCTBMN B apxXuveBe opraHus3auunn cneunanbHO BblAEJIEHHOro nomMeLlleHnsa pa60Ta nonob3oBartenen ¢
LOOKYyMeHTaMn npon3BognTCcd HenocpeacTtseHHO B pa6oql/|x KOMHaTax apxunBsa. ,D,OKYMeHTbI ansa paGOTbI nonb3oBaTesNiaAMm
BHE NMOMeELLEeHNA apXxmnBa opraHn3aunn BbiaaBaTb 3anpellaeTca.

PaspelueHne Ha paboTy B MOMELLEHUN apxvMBa OpraHu3auuun OaeT pyKOBOAMTENb apxuMBa opraHu3auum (nvuo,
OTBETCTBEHHOE 33 apXmB).

5.20. OTka3 apxvBa opraHusauuu B Bblgadye apXMBHbIX JOKYMEHTOB [OMYCKAeTCs B Criyvasix:

HanuuMsa oHaa Nosib30BaHuUs;

HeyOOoBNeTBOPUTENTBHOTO (DU3NYECKOTO COCTOSIHUSI OKYMEHTOB;

He MpoLUeALlnX Hay4HOro ONMCaHUSA Y TEXHUYECKOro 0hopMIIEHNS IOKYMEHTOB, A0 3aBepLUEHUst 3TUX paboT;

OrpaHUYEeHU Ha UCMONb30BaHWE, YCTAHOBMEHHbLIX 3akoHogaTenbCTBOM Poccuiickon depepaummn  wnm
doHgoobpasoBaTenem npu nepegaye JOKYMEHTOB Ha XpaHeHue.

Ortkas apxmBa opraHu3aumm B npenoctaBfieHUMN OOKYMEHTOB [OOJTKEeH OblTb BblAaH B MUCbMEHHOM (bopme n
coaepXxaTtb Npu4nHbl OTKa3a, a Takke nopAaaok obxkanoBaHus oTkasa.

VI. MEPEOAYA OKYMEHTOB OPIAHU3ALUNW HA XPAHEHWE
B FTOCYOAPCTBEHHbBLIV (MYHULIMMANBHBLIN) APXWUB

6.1. OokymeHTbl ApxuBHoro goHga Poccunckonn ®enepaummn, obpa3oBaBLUMECS B OpraHM3aumsix - MCTOYHMKaXx
KOMMIIEKTOBAHMSA rOCY4AaPCTBEHHbIX (MYHULMMAMbHBLIX) apXMBOB, MO UCTEYEHUM CPOKOB UX BPEMEHHOIO XpPaHEHMs B
apxvBe opraHu3auum nepenarTcs Ha NOCTOSHHOE XpaHEHME B COOTBETCTBYIOLLMIA FOCYAaPCTBEHHbIN (MyHMLMNATbHbIN)
apxuB.

6.2. [OokymeHTbl ApxumBHOro doHga Poccuiickon ®epepaunn, oOpasoBaBlLIMECS B OEATENBHOCTU
rOCy0apCTBEHHbIX W HEroCydapCTBEHHbIX  OpraHuMsauui, He SBMASIOWMXCS  WUCTOYHMKAMW  KOMMIIEKTOBaHUSA
rocyaapCTBEHHbIX (MyHMUMNAINbHbLIX) apXMBOB, MOTYT NepeaaBaTbCA B rOCYAAPCTBEHHbIE (MyHULMMNANBHbIE) apXMBLI Ha
OCHOBaHWN OOroBOPOB C COOCTBEHHMKAMM UK BRagenbuamMmn JOKYMEHTOB.

6.3. ﬂ,OKyMeHTbI nepenarTcA Ha NOCTOAHHOE XpaHeHune B ynopAaao4eHHOM COCTOAHMKM C COOTBETCTBYHLLUMM
Hay4YHO-CNpaBO4YHbIM annapaTtomMm.

6.4. B opraHmsaumsx - UCTOMHUKAX KOMMMEKTOBaHWUS roCy4apCTBEHHbIX (MyHULMNanbHbIX) apxvMBoB BCe paboThbl,
CBsi3aHHble C OTOOpOM, MOAroTOBKOW W nepefayveri OOKYMEHTOB Ha MOCTOSIHHOE XpaHeHue, B TOM 4ucre C WX
yrnopsigoYeHneM 1 TPaHCMOPTMPOBKOW, BbIMOSHAOTCS 3@ CYET CPEeACTB OpraHv3aumin, nepegatoLnx 4OKYMEHTbI.

6.5. [JocpoyHas nepedaya OOKYMEHTOB Ha MOCTOSHHOE XpaHeHue MoXeT OblTb OCyLlecTBeHa Npu OTCyTCTBUM
HeobXxoaMMbIX yCroBui Ans obecnevyeHnss CoxpaHHOCTU AOKyMeHToB ApxusHoro doHaa Poccuiickon ®eagepauun, npu
yrpose yTpaTtbl (YHUYTOXEHMS) [OOKYMEHTOB, a Takke Mo npocbbe opraHMsaummM Ha OCHOBaHUWM [OroBopa C
rocyaapCcTBeHHbIM (MyHMUMNAaNbHbIM) apXMBOM.

Flpo,qneHme CPOKOB XpaHeHUA OOKYMEHTOB B apXuBe OopraHu3aunn gonyckaetcda no nMCbMeHHOMY paspelleHuro
rocyaapCTBEHHOro (MyHMLMNANbLHOr0) apxmea B criyyae HeobXxoAUMOCTM MPakTUYECKOro MCMOMb30BaHUA OOKYMEHTOB
opraHusaumen.

6.6. [llepegada [OKYMEHTOB MOCTOAHHOMO XpPaHEHMS B TOCYOAPCTBEHHLIN  (MyHMUMMANbHBIA)  apXvB
ocyLlecTBndeTcaA B COOTBETCTBMM C nMJaHOM, YTBepXOEeHHbIM pyKoBoAUTENeEM COOTBETCTBYKOLLEro apxumea Mno
CornacoBaHuio ¢ nepegaroLlen gerna opraHnsawmen.

6.7. [okymeHTbl nepedawTcs B FOCYAapCTBEHHbIM (MyHUUMMAMNbHBLIA) apXuB MO OMMCAM Aerl, LOKYMEHTOB
NMOCTOSAAHHOIO CpoKa XpaHeHus1, yTeepxaeHHbiM JK.
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Mepen nepepaveit JOKYMEHTOB Ha MOCTOSIHHOE XpaHEHWE COBMECTHO C MpeacTaBUTENEM rocyAapCTBEHHOMO
(MyHVMLMNANbHOrO) apxvBa MPOBOAMTCA MPOBEPKA MPAaBUMBHOCTM OMUCaHWUS U OpopMIeHuss Aen, (U3NYeckoro U
CaHUTapPHO-TUMMEHNYECKOrO COCTOSIHUS AOKYMEHTOB. [Mpu oGHapyxeHun AeddeKTOB COCTaBMsIeTCsl aKT; YCTpaHeHue
0oBHapy>XeHHbIX AeEKTOB NPOBOAMTCS CUMaMU OpraHn3aLiu.

Mepenaya Oen MPOBOAUTCS B rOCYyAapCTBEHHOM (MyHMUMMNANbHOM) apxvMBe MNoeAuHWYHO. Ha Bcex 4yeTbipex
aK3eMnnApax onucel Aen, JOKYMEHTOB NPOCTaBnATCA OTMETKM O NpuemMe aen.

Mpy nepBoii Nepegaye AOKYMEHTOB B rOCy[apCTBEHHbIV (MyHUUMMArbHBIA) apxvB NepeaaeTcss UCTopuyeckas
cnpaeka k choHay. MNpu nocrnenyoLMx Nnepegayax JOKYMEHTOB nepeaaeTcsl AOMNOJTHEHME K UCTOPUYECKON cripaBke.

6.8. Nepenaya OKYMEHTOB OhOpMNAETCA akTOM Mpuema-nepenayn AOKYMEHTOB Ha xpaHeHue (npunoxexue N
30), coctaBnsiembim B ABYX ak3emnnsapax. OAMH 3K3eMMsp OCTaeTcs B rocy4apCTBEHHOM (MyHULMNANbHOM) apxuBe,
[ApYron - B nepefatolliei opraHusauum. Bmecte ¢ gokymeHTamu nepeaeTcs TpU SK3eMNsipa onvcu Aern, JOKYMEHTOB,
B TOM YUCIe OAUH B 3NEKTPOHHOM BUAe.

Ecnn npu nepegadve OBHApPYXEHO pacCXOXOEHWe Mexdy WTOroBoW 3arnucbld OMNWUCU aen, AOKYMEHTOB U
hakTUYeCKUM Hanuuvem nepenaBaemMblxX Aef, B ONWUCU aen, AOKYMEHTOB odpopMrisieTcss HoBasi MTOroBasl 3amnucb, B
KOTOPOM YKasblBalOTCA (PaKTUYECKoe HanuuvMe [den M Homepa OTCyTCTBylLWMX aen. Homepa oTCYTCTBYKOLIMX O€En
dvKcupyloTcs B akTe npuema-nepenayn gen Ha NocTosiHHOe XpaHeHue, NPUYMHBLI OTCYTCTBUS Aen - B NpunaraeMoi K
aKTy npvema-nepegayu cnpaske, MOArOTOBIEHHON opraHu3aumeil.

ApXI/IB opraHun3aumm npuHMMaeT Mepbl Mo PO3bICKY Oernl. Ha OTCYTCTBYWOLWME OOKYMEHTbl U Aena, Mepbl no
PO3bICKY KOTOPbIX HE Oalin pe3yibTaToB, COCTaBNAETCA aKT ob yTpaTte OOKYMEHTOB (npmnomeHMe N 6). YTpaquHble
NOANMMHHUKN OOKYMEHTOB MOryT ObITb 3aMEHEHbI UX KOMUAMMN.

VII. NEPEJAYA JOKYMEHTOB MNMPU PEOPITAHU3ALUUN U TTMKBUOALMN
OPrAHN3ALMN, CMEHE PYKOBOOUTEJA APXMBA OPIrAHUSALINA

7.1. Mpw peopraHMsauun unu nNUKBUAALMN OpraHn3aumm nepedada u ganbHewee UCNofb30BaHUE LOKYMEHTOB
peopraHn3yemMor Wnu FfUKBUAMPYEMOW OpraHu3auum OCYLLUECTBNAETCA B COOTBETCTBUM C 3aKOHOOATENbCTBOM
Poccuiickon depepauum.

I'Iepe/:l,aqa OOKYMEeHTOB J'II/IKBI/I,EI,I/IpyeMOﬁ opraHunsauunm BXoguT B 005s13aHHOCTb KOMUCCUN, 06pa3OBaHHOI7I ana
nepenayu gen n nmyulecrtea.

Mpu nukBMaAUMM OpraHM3auuii - UCTOMHUKOB KOMMIIEKTOBAHWUSA roCy4apCTBEHHbLIX (MyHMUMNANbHBIX) apXMBOB B
COCTaB NMKBMOALMOHHOM KOMUCCUW BKITIOYAETCA NpeacTaBMTeNb rocy4apCTBEHHOIO (MyHULMNANBHONO) apxmBa.

7.2. Tlpu cMeHe pyKOBOOWUTENS apxvMBa OpraHW3auuy (nvua, OTBETCTBEHHOTO 3a apXuB OpraHu3auum)
npuem-nepegaya 4OKYMEHTOB apXx1Ba, Y4ETHOrO M Hay4YHO-CMPABOYHOrO annaparta K HUM OCYLLECTBSIETCS MO akTy.

Mpunoxexne N 1
K n. 2.37 MNMpasun

HamMeHOBaHMe opraHmM3alun

KAPTOUYKA IIOCTEJIJIAXHOI'O
TOIIOT'PAGUMUECKOT'O YKABATEJIA <*>

CTEJUIAX N XPAHWIIMIIE N

www.consultant.ru Crpanvua 30 u3 59
HafeXHasa npaBoBas noaaepXxka


http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru

Mpukas MuHkynbTypbl Poccun ot 31.03.2015 N 526
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KOMMNNIEKTOBaHUS, y4eTa 1 UCMON...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[ata coxpaHeHus: 03.03.2020

Wkadp N Monka N ®oHg N | Onuce N Eg. xp.¢cN MpumeyvaHue

nmnoN

dopmat A6 (148 x 105 mm)

<*> KapToyku MOCTENNaXHOro TOMorpadMyeckoro ykasaTensi COCTaBMSIOTCA Ha KaXObll CTennax u
MPVKPENIIATCA Ha TOPLEBOW CTOPOHE CTernnaxa.

Mpunoxexne N 2
K n. 2.37 MpaBun

HamMeHOBaHMe opraHmM3aLuun

KAPTOUYKA IIOPOHIOOBOI'O
TOIIOT'PAGUMUECKOT'O YKABATEJIA <*>

®OHI N XPAHWMIIMIIE N

HaspaHue odoHza

Onucob Eo. xp.cN Crennax N LLkad N Monka N MpumeyaHu
N e
noN
1 2 3 4 5 6

dopmat A4 (210 x 297 mm)

<*> KapTo4ku nocpoHOoBOro Tonorpadmyeckoro ykasaTens CoOCTaBnsloTCa Ha Kaxabli (hOHA U pacnonaratTcs B
nopsigke Homepos (hoHOOB.

Mpunoxexne N 3
K n. 2.43 MpaBun

HammeHOBaHUE OpraHM3alumm

AKT YTBEPXIAIO
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"06 yTBepXaAeHUN NpaBua OpraHM3aummn XpaHeHus,
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[okyMeHT npepoctasneH KoHcynbraHTlntoc

[ata coxpaHeHus: 03.03.2020

N PykopomgmTesib OpraHmM3alLumn
IPOBEPKM HAJINUUSI
Y COCTOSHMS APXUBHEIX IOKYMEHTOB Tloanmchb PacumbpoBKa
MOONUCU
donng N ODaTa
HazBaHume oboHIma
Homepa onmcem
[IpoBepka NpoBOAMIIACE C 1o
[IpOBEPKOM YyCTaHOBJIEHO:
1. UmcamuTca o onmcaMm Iel en. xp.
(KOoJIMUYeCTBO)
2. BHIIBJIEHBEl TEXHUUECKUE OMOKU :
2.1. VMeonTCs JIMTEPHHE HOMEPA:
a) He YUTEHHBIE B MTOTOBOM 3alucCu en. xp.
(KOMMYecTBO)
©) He MNEepeuMCJIEHHEE, HO Yy4YTEHHBIE
B MTOT'OBOM 3alMUCHU en. xp.
(KOMMUYecCTBO)
2.2. IllponymeHO HOMEPOB:
a) He YUTEeHHHBIX B MTOTOBOM 3aluCu en. xp.
(KOMMYecCTBO)
©) He MNEePEUYMCIJIEHHEIX, HO YyYTEHHBIX
B MTOT'OBOM 3aluCHU en. xp.
(KOMMYecCTBO)
2.3. Ipyrme, B pesyjbTaTe UYero 00BeM
YyBEJIMUMIJICS Ha en. xp.
(kommmMuecTBO)
YMEHBIIMIJICA Ha en. xp.
(koMMuUecTBO)
3. UuMcamMTCsa MO ONMCSAM B pesyjbTaTe
YCTPaHEeHUsd TexXHUUYECKUX omrbox en. xp.
(KOoJIMUYeCTRBO)
4. He okxasajJioCb B HaJlIU4UU en. xp.
(KOJIMYEeCTBO)
5. VMeeTcs B HaJlMuMM IO HOaHHOMY GOHIY
(BKJIIOUEHHBIX B OIIMCH) en. xp.
(KOJIMUEeCTBO)
"3 HUX TPeOyolMX :
a) nesuHberUUn en. xp.
(koJIMuecTRBO)
©) OesuHCEKUUU en. xp.
(kommmMuecTBO)
B) pecTaBpauum en. xp.
(koMMUecCTBO)
') mnepemnjieTa MIM NOOUMBKU en. xp.
(kommmuecTBO)
II) BOCCTAHOBJIEHUS BaTyxXallMX TEKCTOB en. xp.
(KoJIMUYeCcTBO)
€) HeMCNPaBMMO I[NOBPEXIeHHEIX en. xp.
(KOJIMUEeCTBO)
6. ViMeeTcsa He BKJIOUEHHHX B OIUCHU en. xp.
(KOMMYecCTBO)
7. VTOTO 1O HmaHHOMY GOHIY (BKJIOUEHHBIX M HE BKJIOUEHHBIX B OIMUCH) ,
MMEIMXCSI B HaJUUUNA en. xp.

(kommMuecTBO)
8. XapakTepucTuka yCJIOBUI XpPaHEeHUs

MpogomkeHne npunoxeHus N 3

Kk n. 2.43 MNMpasun
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[okyMeHT npepoctasneH KoHcynbraHTlntoc

[ata coxpaHeHus: 03.03.2020

IIpoBepPKyY MNPOU3BONOMIIN :
HammMmeHnoBaHme

IOJDXKHOCTEM
PabOTHMKOB

HamMmeHOBaHMe OpraHM3aLmnumn
AKT
N

O TEeXHUUYEeCKMUX ommbkax
B YUETHHX OOKYMEeHTax

donng N

HazBaHume odboHIma

ITognucwu Pacmmpporka HNoImmcen

YTBEPXIAIO

PyKOBOOMTEJIL OPIaHM3aLUU
IToonmucoe PacumppoBka

TIOONMUCH
IDaTa

B xome BHIIOJIHEHUA

oGHapymeHm TeXHNUUueCKre

omMOKM B 3alMCHax

dopmat A4 (210 x 297)

Mpunoxexne N 4
K nn. 2.43, 3.15 MNpasun

HaseaHue OOKyMeHTa CyLIJ.eCTBleLLLaﬂ 3anncb Cne,qyeT 3anuncaTtb
1 2 3
B pesyneTare KOJIMYEeCTBO XpaHeHusa YBEeJINYMIIOChH (YMEHBUIMIIOCH )
Ha en. xp.
IPONUCHI0)
I[lpuMeyaHmA :
HammMmeHOBaHME IOJDXKHOCTM paboTHMKA Noonuce PacumppoBKa MNOOINUCK

VIsMeHeHVsa B ydeTHBEe IOOKYMEHTHE BHECEHEL

HavmMeHOBaHME IOOJIKHOCTU
paboTHMKA apxXuba

IToonmucoe

PacumopoBKa MNOIANUCU

dopmat A4 (210 x 297 mm)

HafeXHasa npaBoBas noaaepXxka
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[okyMeHT npepoctasneH KoHcynbraHTlntoc
[ata coxpaHeHus: 03.03.2020

MpunoxeHne N 5
K nn. 2.43, 3.15 MNpasun

HamMeHOBaHMe opraHm3alun

AKT YTBEPXIAI
N Pyxkopomuresb opraHmM3aLumn
06 OOHapyXeHUM IOKYMEHTOB IlToonmuce Pacumpporka
(He oTHOCAWMXCS K IOaHHOMYy GOoHOY, NOONUCU
HEeYyUTEeHHHX)
IDaTa
B xome
(B pa®oTH)
ODHAPYXeHO
(B QoHIme, xpaHUIMIEe, padbouyeM I[IOMEUEHMN)
N n/n | 3aronosok ea. | Wwudp (ecnn | KpatHue patel | KonmyecTtBo K kakomy MpumeyaHus
Xp. ecTb) nncros coHay
(o6bem, M6) OTHOCUTCS
2 3 4 5 6
VToro oGHapyero OJOKYMEHTOB IOJOKYMEHTOB

(uMppamMm ¥ OPONMUCEHI)

HaummMmeHOBaHMe IOJIXHOCTM paboTHMKA [Momnuce PacumppoBka MNONINUCK
VI3MEHEHMS B Yy4YEeTHHE IOKYMEHTH BHECEHH
HauMeHOBaHMe OOJDKHOCTU
paboTHMKA apxXuba [Momnuce PacumppoBka
MOONUCHU
dopmat A4 (210 x 297 mm)
MpunoxeHune N 6
K nn. 2.44, 3.15, 4.32, 6.8 lNpasun
HaummMmeHOBaHMe OpTraHM3alLumn
AKT YTBEPXIAI
N PyxkopomuTesb OpraHM3aLUMN
00 yTpaTe IOOKYMEHTOB lloonuck PacumppoBka
IOONINCY
HaTa

doug N

(HazBaHue ¢GoHma)

B pesymnbTare YCTaHOBJIEHO OTCYTCTBME B GboHHOe
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"06 yTBepXaAeHUN NpaBua OpraHM3aummn XpaHeHus,
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[okyMeHT npepoctasneH KoHcynbraHTlntoc
[ata coxpaHeHus: 03.03.2020

IIepedNrCIIEHHBIX HMXe nei, IIPpenrnpmnHATEEe aApPXMBOM MeEPEL I10 POSBEICKY neJl
IIOJIOXMTEJIbHBEIX PEe3yJIbTaTOB HEe najiy, B CBA3M C dUeM CcCUMTaeM BO3SMOXHEIM CHATHB C
yueTa:
Nn/n | Onuce N | Ega. xp. 3aronoBok ea. xp. KpanHne Konuuectso | lNpegnonaraemsbl
N natbl nucToBs € NPUYUHbI
(06Bbem, M6) OTCYTCTBUSA
1 2 3 4 5 6 7
JToro en. Xp.
(uMppamMm ¥ OPONMUCEHI)
ConepxaHme YTPadeHHBIX JOKYMEHTOB MOXeT OBITH YaCTUYHO BOCIIOJIHEHO

crliengymouyMm en. Xp. @

(HOMepa enm. Xp. M MUX TPYNIOBHE 3aTOJIOBKM)

HamMmeHOBaHME IOJDKHOCTU
PYKOBOOMTEJIA apxXmBa onnuce PacumpporKa NOANMCH
(nMmua, OTBETCTBEHHOTO 3a apxXuB)

COT'JIACOBAHO <*> COIJIACOBAHO
IpoTokoJy JIK apxXMBHOTO y4YpEeXIeHUA Iporokomn L3K (9K) opraHmzauum
oT N oT N

JI3MeHeHVsa B ydYeTHble IOKYMEHTEl BHECEHEL

HamMmeHOBaHME IOJDKHOCTH
paboTHMKA apxXuba Homnuce PacumppoBka NOOINCK

dopmat A4 (210 x 297 Mm)

<*> Ecnu He 06Hapy>|<eHb| aerna noCTtoAHHOIro XxpaHeHus.

Mpunoxexne N 7
K nn. 2.47 MNMpaBun

HammMeHOBaHMEe OpIraHM3alUuU

KAPTA-3AMECTUTEJIL JOEJIA

Oeiio

(N u HazBaHue)
Oonuce

(N u HasBaHUe)
doHn

(N m HazBaHUEe)

BEIDIaHO BO BPEMEHHOE MNOJb30BaHMe (UMTAJIBHEI 3ajl) :

N ®.1N.0. nonb3oBartens [aTa Bblgayn HaTa MNognucb Mognucb
n/n BO3Bparta BblOaBLLEro NnonyymBLLErO
neno aeno
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[okyMeHT npepoctasneH KoHcynbraHTlntoc
[ata coxpaHeHus: 03.03.2020

JMCT-3ABEPUTEJIE OEJIA N

B mesie nomumTo M IIPOHYMEPOBAHO

dopmat A4 (210 x 297 mMm)

Mpunoxexne N 8
Knn. 2.47,4.19, 4.21, 4.23 lNpasun

JIICTOB

(umdpamMm M NIPONUCHI)

c N no N

, B TOM umCJIE:

JIMTEPHBIE HOMepa JIMCTOB

IIPOIIYUWEHHBIE HOMEpa JIMCTOB

+ JIMCTOB BHyTpeHHeIZ Oonncum

Oco6eHHOCTUN hU3NYECKOro COCTOSIHUSA U DOpMUPOBaHUS Aena

Homepa nuctos

1

2

HamMeHOBaHME IOOJIXKHOCTU

paboTHMKA omnuce

IDaTa

HamMmeHOBaHMe oOpraHu3aLnumn
JIMCT MKCIIOJIb3OBAHNA IOKYMEHTOB

dounnm N Onmuce N

3aroJIoBOK HeJia

HOeso N

PacumppoBKa MNONINUCK

dopmat A4 (210 x 297 mm)

Mpunoxexne N 9
K n. 2.47 MpaBun

[ata Komy BblgaHo: XapakTtep Ucrnosnb30BaHus
MCMNosrb30B (baMMHMﬂ,MHMHMaHbI (KOHMpOBaHMe,BHHMCKM
aHus (pa3bopunso) nNpoCMoTp)

N MNoanwuck nuua,
NCNOJNIb30BaHHbI ncnonb3oBasLlero
X NNCTOB aeno

HafeXHasa npaBoBas noaaepXxka
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[okyMeHT npepoctasneH KoHcynbraHTlntoc
[ata coxpaHeHus: 03.03.2020

HauMeHOBaHMe opraHm3alun
AKT

N
O BbBIOAYE nOeJI BO BPEMEHHOE I10JIb30BaHNME

(HaMMeHOBaHMe OopIaHM3alLuM,
ee azmpec, I[IOYTOBEM MHIOEKC)

OcHOBaHME

dopmat A4 (210 x 297 mMm)

Mpunoxexne N 10
K n. 2.46 MNMpaBun

g xakoM LeJyM BHIOAKTCA en. Xp. M3 doHma N

(HazBaHue ¢oHma)

Nn/n | Onuce | Eg. xp. | 3aronosok en. KpanHne | KonuyecTtso nucTos, MpumeyaHue
N N Xp. natbl dopmar (00bem,
M6)
1 2 3 4 5 6 7
Bcero BelmaeTcsa en. xXp.,

(uMppamMm ¥ NOPONMUCEHIO)

CPOK BO3BpAILIEHNS

Hera BBEIIAHEL B YIOPAIOOYEHHOM cocrodHUM,

IIOOmMTEHL, B

objioxkax, C

IIPOHYMEPOBAHHEIMM JIMCTaMM M 3aBEPUTEJIbHEIMM HAOIIMCAMNA .

[MomyyaTesb 00A3yeTCcs He I[IPpenoCTaBJATH
IoJIb30BaHMe, I[OCTOPOHHMM JiMilaM, He BHIABAaThb
CIpaBOK, He NyOJIMKOBATH IOKYMEHTH 0e3
neJsa.

MonyuaTens 00s83yeTcsa BEPHYTH Jeja

aKTe CpOK.

nena,
I10 HVIM
paspeleHrs opraHM3aluy, BbOaBIEN

[IOJIydeHHEE BO BPEMEHHOe
KOIMMM,  BHIIMCOK U

B aApXMB OpIraHM3auum B yKasaHHBHZ B

Mpogonxenune npunoxeHna N 10
K n. 2.46 MNMpaBun

llonyuyaTesip OpenynpexneH o6 OTBETCTBEHHOCTM IO 3aKOHY B CJjlydyae yTpaTH
VI MOBPEXIEHMUS I[OJIYUYEHHHIX BO BPEMEHHOE I[10JIb30BaHMe Iejl.

HavmMeHOBaHME IOOJIXKHOCTU
PYKOBOOMTEJISA OpraHm3auuu,
BRHIOAKWEN Ieja

HammMeHOBaHME IOOJDKHOCTU
PYKOBOOUTEA
opraHmM3aluur-IrojydaTesis

HafeXHasa npaBoBas noaaepXxka
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[okyMeHT npepoctasneH KoHcynbraHTlntoc

[ata coxpaHeHus: 03.03.2020

ITognuce PacumppoBKa NToonucoe PacumppoBka
MIOONUCHK MIOONUCHU

HaTa JaTa

I[leuaTs oOpraHmM3aLUM [leuaTes oOpraHM3aLUU

®dopmat A4 (210 x 297 mm)

Mpunoxexne N 11
K nn. 3.6, 3.15 MNpasun

(HaMMeHOBaHME OpTaHM3aLUM)

(HaBBaHI/Ie apxmea OpI‘aHMBaLU/H/I)

KHUTA
ydyeTa MNOCTYIUJIEHUA U BHOHTUA O€JI, IOOKYMEHTOB

Tom N

Hauat

OKOHUEeH

dopmat A3 (297 x 420 mm)

MpogorxeHune npunoxenna N 11
K nn. 3.6, 3.15 MNpasun

www.consultant.ru

HafeXHasa npaBoBas noaaepXxka

CrpaHuua 38 u3 59


http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru

Mpukas MuHkynbTypbl Poccun ot 31.03.2015 N 526
"O6 yTBEpPXXAEHMM NPaBK OpraHM3auny XpaHeHusl, KOMMIEKTOBaHMWS, y4eTa U Ucnon...

[okyMmeHT npenoctasneH KoncynbraHTAKOC
[ata coxpaHenus: 03.03.2020

N Hata HanmeHoBanne | HanmeHoB | Hass lNoabl Bun MocTynneHne onucaHHbIX | BblbbiTMe onncaHHbix | HeonucaHHbl | MNpumed
n/n | noctynn opraHusauum aHwue, aHue | nocTynu | HocuTe OOKYMEHTOB OOKYMEHTOB X gen, aHue
eHusA n (cTpyKTYypHOro HOoMeEp U " BWMX | ng <*> [OKYMEHTOB,
BbIObITM | Noapasgenexus, haTta HoMme unu KonnuecTBo eq. xp. KonnyecTBo ef. xp. nucToB
A nvua, apxvea), | BOKYMeHTa p BbIObIBLL
OoKyMme OT KOTOpOK , N0 doHAa nx nocTos | BpeMeH no nocTo | Bpem no |noctyn| BblGbI
HTOB nocTynunu (unu | KoTopomy a OOKYMEH HHOTO HOFO | MIMYHO | SIHHOF | €HHOT | INYHO | UNo no
BblObINK) nocTynunun TOB MO XpaHeH | (cBblwe [ My o] o My
OOKYMEHTbI nnm onuncu ms 10 cocTaB | xpaHe | (cBbl | cocTa
BbIObINN ner) y Hna |we 10| By
OOKYMEHT ner)
bl
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16
Ttoro B rony MNOCTYIMJIO en. Xp., B TOM UMCJIE: Ha

(umdpamMm M OPONUCHIO)
OyMaxHOM HOCHUTeJle , DBIEKTPOHHEIX

4

(umbpamMu ¥ OPONUCHIO)

ayOMOOOKYMEHTOB , BUIOEOIOKYMEHTOB

(umbpamMu ¥ OPONUCHIO)

(umdpamMm M NPONMUCHI)
IOKAaBHBATCS pPas3nejIbHO MTOT'OBHE IaHHEE O T'padbam 8, 9,
BEIOBLIIO en. xp., B TOM 4YHUCJe:

10, 14 xHMTHU;

(umdpamMm M OPONUCHI)
, BDJIEKTPOHHHIX

(umdpamMm M NPONUCHI)

Ha OyMaxHOM HOCHUTEJIe

(umdpamMm M OPONUCHI)
BUIEONOKYMEHTOB

(umdpamMm M OPONUCHIO)
ayIOMOIOKYMEHTOB ,

(umbpamMu ¥ OPONUCHI)

[IOKAa3HBAKTCSA Pa3neJIbHO MTOTOBHE IaHHEE [0 rpadam 11, 12, 13, 15.

HammMeHOBaHMe IOOJDKHOCTM JIMLa,

COCTaBMBUIET'O MTOT'OBYK TI'OIOOBYIO 3allMiChb Homnmuce

(umbpamMm ¥ OPONUCHIO)

PacumppoBka MNOONUCK
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[okyMeHT npepoctasneH KoHcynbraHTlntoc
[ata coxpaHeHus: 03.03.2020

HayMeHOBaHME IOJIXHOCTM PYKOBOIMTEJS apxuBa [lOONUCH PacumdpoBka MNOONMUCU
(Mila, OTBETCTBEHHOTO 3a aApPXUB)

Hara

<*> B rpacpe ykasbiBaeTcs Bug Hocutensa (BH - gokymeHTbl Ha BymaxHoM HocuTene, Ol - aNeKkTpOHHbIE
OOKYMEHTBI).

dopmat A3 (297 x 420 mm)

Mpunoxexne N 12
k nn. 3.6, 3.15 MNMpasun

HammeHOBaHUE OpTraHM3aluum

CIIMCOK ©®OHJIIOB

Tom N
Hauat
OxoOHuUeH
dopmat A4 (210 x 297 mMm)
Mpogomkexne npunoxenna N 12
Kk nn. 3.6, 3.15 MNpaswun
N [arta nepsoro | HassaHune doHaa OTmeTKa 0 BbIGbITUN hoHAA MpumevaHne
doHaa NoCTynneHns
[OKYMEHTOB Kyoa BbibGbIn HOatau N
doHaa OOKYMEHTa, Ha
OCHOBaHuu
KOTOPOro BbiObIN
1 2 3 4 5 6
Ha 01.01. Toma B CIMCOK BKJIOUEHHE GOHIE C N no N
n3 CIMCKa MCKJIIIYEeHEBL (i)OH,I[bI c N o N .
Bcero XPaHUTCA B apxXuBe (i)OH,ZLOB, 3 HUX:

(undpamMm M IIPONUCHIO)
cozmepxaT oco0O lLieHHHe nena.

(undpamMm M NIPONUCHIO)
HomMepa cBoOOOOHEIE :
HomMmepa BHIOBIBIIME ([I€peIaHHEBE) :
HamMeHOBaHMe OOJDKHOCTM

paboTHMKAE apxuBa, COCTABMBIIETO
TONOBYI MTOTOBYI 3alMuCh Nonnuce PacumdpoBKka MOIINMUCK

www.consultant.ru CrpaHuua 40 us 59
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Mpukas MuHkynbTypbl Poccun ot 31.03.2015 N 526
"06 yTBepXaAeHUN NpaBua OpraHM3aummn XpaHeHus,
KOMMNNIEKTOBaHUS, y4eTa 1 UCMON...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[ata coxpaHeHus: 03.03.2020

HamMeHOBaHME IOJDKHOCTU
pykoBOIOIMUTEJIA apXMBa

(/mmua,

IlaTa

OTBETCTBEHHOTO 3a apxXuB)

I[lopnuce

JMCT SOHIOA N

(MecToHaxoxmenmne oboHma

(HamMMeHOBaHMe

opraHmM3aLnN,

rIe xpaHuTCca QoHI) )

PacumppoBka HOONMCHK

®dopmat A4 (210 x 297 mm)

Mpunoxexne N 13
K nn. 3.6, 3.15 MNpasun

(DaTa nepBOTO MNOCTYIJIEHUS
IOKYyMEeHTOB GoHIa)

KpaliHue gaTbl KaXkgoro HasBaHus

HassaHue coHaa

doHaa
1 2
1. YueT HeONMCAHHEX IJOKYMEHTOB
JaTta HassaHnue, N n gata MocTynneHwue BbiObITHE Hanwnune
3anucu OOKYMeHTa, N0 KOTOpOMY (ocTaToK)
NOCTYMUIN UNW BbIOLINK
OOKYMEHTHI Konwnuec | Kpaiitne | Konnyect | KpainHue Bcero gen
TBO gen narbl BO gen aathbl
1 2 3 4 5 6 7

2. YueT OINMUCAHHEX OOKYMEHTOB

www.consultant.ru

HafeXHasa npaBoBas noaaepXxka
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Mpukas MuHkynbTypbl Poccun ot 31.03.2015 N 526
"O6 yTBEpPXXAEHMM NPaBK OpraHM3auny XpaHeHusl, KOMMIEKTOBaHMWS, y4eTa U Ucnon...

[okyMmeHT npenoctasneH KoncynbraHTAKOC
[ata coxpaHenus: 03.03.2020

Hata | Homep log | Hasead | MocTtyn BbibbiTHE Hannuue (octatok)
3anucu | onucu ne uno eg.
nen onucu Xp. Konnye | OcHoBa | B Tom uncne no | Konnue B Tom uuncne:
unu CTBO Hue onucam, CTBO
aHHoTa el. Xp. | BblObITM | yTBEPXXAEHHBIM | ead. Xp. NMOCTOSIHHOIO XpaHeHusI no NMYHOMY
Luu b2 OlK cocTaBy
JOoKyMme (HasBaH
HTOB ve, Konnye | kpanHu N3 HUX MO Konuye | KpanHu
pata, N CTBO | e paTbl onncsim, CTBO | e gaTbl
ed. xp. | ed. xp. | yTBepXgeHHbIM | eAd. xp.
OOKyMe 3MNK
HTa)
Konwnue | KpainHun Konmye | KpanHu
CTBO | e gaThl CTBO | e paThl
en. xp. en. xp.
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16

dopmart A4 (210 x 297 Mm)

HafeXXHaa npaBoBas noaaepXxka
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Mpukas MuHkynbTypbl Poccun ot 31.03.2015 N 526
"06 yTBepXaAeHUN NpaBua OpraHM3aummn XpaHeHus,

KOMMNEKTOBAHUA, Y4YETA U UCNO...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[ata coxpaHeHus: 03.03.2020

HamvmveHOBaHUE OpraHM3alumnm

Mpunoxexne N 14
kK nn. 3.6, 5.5 MNMpasun

YTBEPXIAIO

doug N PyxkoBomuTesnb opraHM3alumn
INoonmce Pacumdporka
OIINMChL N TIOOININUCU
IOeJl MOCTOAHHOTO XpPaHeHMd IaTa
3a ron
N n/n Mupekc gena 3aronoBok gena KpanHve pathbl KonuyectBo MpumeyaHne
JNINCTOB
1 2 4 5 6
HasBaHue pasgena
B maHHEIM pasmejl ONMCUM BHECEHO nes,

c N

(umdpamM M NPONUCHI)
, B TOM UMCIIE:

JIMTEPHBEIE HOMEpa:

IPOIyMEeHHEEe HOMEepa:

HammMeHOBaHME OOJIKHOCTU
CoCTaBpMUTeEJIA OIMUCHU

HamMeHOBaHMe OOJIKHOCTU
PYKOBOIOUTEJIS apxmbBa
(Mmua, OTBETCTBEHHOTO 3a apXuB)

COTJIACOBAHO

IpoToxkoJs LU2K (9K) opraHmsauum
oT N

HamMeHOBaHMe opraHmU3aUuun

®oug N

OIlCH N

OeJl IO JIMYHOMY COCTaBy
3a ron

Ilonnuce PacumppoBKa MIOONUCHU
Nopnuce PacumbppoBka NOOINCK
YTBEPXIEHO

IpoTokoJs JIK apxXMBHOTO yuUpexXIeHUS

oT N
dopmat A4 (210 x 297 mm)
Mpunoxexne N 15
K nn. 3.6, 5.5 MNMpasun
YTBEPXIAD

PyxoBOOMTENE OpPTaHM3alUuUu
omnmuce PacumppoBka
NOONMUCK
Hara

HafeXHasa npaBoBas noaaepXxka
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Mpukas MuHkynbTypbl Poccun ot 31.03.2015 N 526
"06 yTBepXaAeHUN NpaBua OpraHM3aummn XpaHeHus,

KOMMNEKTOBAHUA, Y4YETA U UCNO...

[okyMeHT npepoctasneH KoHcynbraHTlntoc

[ata coxpaHeHus: 03.03.2020

N n/n UHpekc 3aronosok KpariHue Cpok xpaHeHusi Konnyectso | MNprmeyaHu
fena fena narbl nucTos e
1 2 3 4 5 6 7
B maHHEM pasnesl ONMCKM BHECEHO nes,

c N

1o

(umbpamMy ¥ NPONMUCHIO)
N , B

JMTEepPHEIE HOMepa:

TOM dYMCJIe:

NPOIyIMEeHHEEe HOMEepa :

HavmMeHOBaHME IOJIKHOCTU
cocTaBUTEJIg OIMCU

HavmMeHOBaHME IOJIKHOCTU
PYKOBOOUTEJIS apxmbBa (Jamuua,
OTBETCTBEHHOT'O 3a apXuB)

COTJIACOBAHO
[Iporokosn L3K (3K) opraHmMszauum
oT N

HauMeHOBaHMe opraHm3auum

ITognuce Pacumpporkra

[Noonuce PacumppoBra

COTJIACOBAHO
IIpoToxos 3K apxXMBHOT'O
oT N

IIOoONInCHU

IOONVCHY

YUYpexoeHnAa

YTBEPXIAIO

dopmat A4 (210 x 297 mm)

Mpunoxexne N 16
k nn. 3.6, 5.5 MNpaBun

®ong N PyxkopomuTesb OpIraHM3aLUMU

OIlMChH N omnmuce PacumppoBka

oeji BpeMeHHHX (cBome 10 JjieT) MIOONNUCH

CPOKOB XpPaHeHUA Jara

3a hfe)s

N n/n UHpekc 3aronosok gena | KpanHue gatbl | Cpok xpaHeHus Konunuectso | MNpumeyaHu
aena JINCTOB e
1 2 3 4 5 6 7
B IaHHEM pasnesl ONMCU BHECEHO nen,
(umbpaMy ¥ NPONUCHIO)
c N no N , B TOM UmMcCJIe:

JMTEepPHEIE HOMepa:

NPOIYyIMEeHHEEe HOoMEepa :

HavmMeHOBaHME IOJIKHOCTU
coCcTaBUTEJId OIMCU

HavmMeHOBaHME IOJIKHOCTU

INomnnuce

PacumbpoBka MNOONUCHK

HafeXHasa npaBoBas noaaepXxka
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Mpukas MuHkynbTypbl Poccun ot 31.03.2015 N 526

"06 yTBepXaAeHUN NpaBua OpraHM3aummn XpaHeHus,

KOMMNEKTOBAHUA, Y4YETA U UCNO...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[ata coxpaHeHus: 03.03.2020

PYKOBOIMTEJIA aPpXMBa (J'H/ILI,a,

OTBETCTBEHHOT'O 3a apxXuB) Ilonnmucob PacumppoBKka MHOONUCK
COTJIACOBAHO
IpoToxkojs L3K (39K) opraHmsauum
oT N
dopmat A4 (210 x 297 mMm)
Mpunoxexne N 17
K nn. 3.6, 4.19, 5.5 MNpasun
HauMeHOBaHMe opraHmu3aluum YTBEPXIAK
®oung N PykoBommTesip opraHM3almumn
IIonnmceb PacumppoBka
OIICh N TIOONUCU
3JIEKTPOHHEIX IeJl, IOKYMEHTOB IaTa
IIOCTOSHHOTO XPaHEHUs
3a Ton
N n/n Mupekc gena 3aronoBok gena KpanHne gatbl O6bem, M6 MpumeyaHus
1 2 3 4 5 6
B maHHBEIM pasmejl ONMCUM BHECEHO nen,
(umdpamMy ¥ NPONUCHI)
c N no N
(undpamMm M TIPONUCHIO) (undpamMm M TIPONMUCHIO)
obbeMoOM M6 .
HauvmMmeHOBaHME IOJDXHOCTU
COCTaBUTEJIA OINUCHU omnmce Pacmmpporka HNOAMMCH
HauvmMmeHOBaHME IOJDXHOCTU
PYKOBOIOUTEJNA apxmea (Imua,
OTBETCTBEHHOI'O 3a apXuB) [Nomnuce PacumppoBka HOONMCHK
COTJIACOBAHO YTBEPXIEHO
IpoToxoJs LU32K (9K) opraHmsauum IpoTokoJs 3K apxXMBHOTO yuUpexXIeHUS
oT N oT N

[IPUIJIOXEHVE K OINCU N
BJIEKTPOHHEIX HOeJI, IOOKYMEHTOB
IIOCTOAHHOI'O XpPaHEeHUd

dopmat A4 (210 x 297 mm)

MpogornxeHune npunoxenna N 17
K nn. 3.6, 4.19, 5.5 MNpasun

HafeXHasa npaBoBas noaaepXxka
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Mpukas MuHkynbTypbl Poccun ot 31.03.2015 N 526
"06 yTBepXaAeHUN NpaBua OpraHM3aummn XpaHeHus,
KOMMNNIEKTOBaHUS, y4eTa 1 UCMON...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[ata coxpaHeHus: 03.03.2020

3a Ton
PeecTp IOOKYMEHTOB (KOHTEMHEPOB SJIEKTPOHHEIX INOKYMEHTOB) 3JIEKTPOHHOTO Ieja:
<>

N en. xp. no omnmcu MHpoekc peJia

3aroJIoBOK Hejla

HaTta Per. N HaunmeHoBaHve JoKyMeHTa O6bem, M6 MpumeyaHus
OOKyMeHTa OOKyMeHTa
1 2 3 4 5
HammMmeHnoBaHMe IOOJIXKHOCTWU
coCTaBUTEJIS OIUCU I[lopnuce PacumbppoBka NOOINCHU

dopmat A4 (210 x 297 mMm)

<*> CocTaBnsieTcd Ha Kaxgoe ANEKTPOHHOE Aeno.

MpunoxexHne N 18
K nn. 3.6, 4.19, 5.5 MNpasun

HamMeHOBaHMe opraHmU3auun YTBEPXIA

doug N PykopoouTesib opraHM3almm
Illonnuce PacumdppoBra
OIlMCh N MOONNCH
BJIEKTPOHHBEIX IeJI, IOKYMEHTOB HaTa
BpeMeHHEIX (cBeme 10 JeT)
CPOKOB XpaHEeHUusA
3a Ton
N n/n | MHgekc 3aronoBok gena KpanHne Cpok O6bem, M6 | MpumeyaHus
gena AaTbl XpaHeHuaA
1 2 3 4 5 6 7
B DaHHBEM pasnesyl ONMCM BHECEHO e,
c N no N
(umdpamMm ¥ IPONMUCHIO) (umdpamMm M IPONMUCHIO)
ob6BeMOM M6 .
HauMeHOBaHME IOJDKHOCTU
COCTaBUTEJIA ONNUCHU oonmce Pacumdpporka MNOONMUCK
HauMeHOBaHME IOJDKHOCTU
PYKOBOOUTEJSA apxmbBa (Jamuua,
OTBETCTBEHHOI'O 3a apXuB) [Noonuce PacumppoBka HOONMCHU

HafeXHasa npaBoBas noaaepXxka
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Mpukas MuHkynbTypbl Poccun ot 31.03.2015 N 526
"06 yTBepXaAeHUN NpaBua OpraHM3aummn XpaHeHus,
KOMMNNIEKTOBaHUS, y4eTa 1 UCMON...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[ata coxpaHeHus: 03.03.2020

COT'JIACOBAHO

poTokois L3K (
oT

3K) opraHmMzauum

N

IIPUJIOXEHME K O

BOJIEKTPOHHEIX II€JI BPEMEHHBIX

(cepmre 10 JseT)
3a ron
PeecTp 1mokyme
<F>

N en. xp. mo o
3aroJIoBOK mejia

oncu N

CPOKOB XpaHeHUA

HTOB (KOHTeﬁHepOB BIJIEKTPOHHEIX ﬂOKyMeHTOB)

nmcum

VHoekc neJja

®dopmat A4 (210 x 297 mm)

MponomkeHue npunoxenna N 18
kK nn. 3.6, 4.19, 5.5 MNpasun

BJIEKTPOHHOT'O Herja:

Hata Per. N HanmeHoBaHWe JoKyMeHTa O6bem, M6 MpynmevaHus
AOKYyMeHTa OOKyMeHTa
1 2 3 4 5
HammeHnoBaHMEe IOJIDXKHOCTU
cocTaBuUTEJIA OIINCHU Noonuce PaCMM@pOBKa nongrmcum

<*> COCTaBnsieTCsa Ha KaXK4oe SMNEeKTPOHHOE Aeno.

HauMeHOBaHMe opraHm3auum
PEECTP OIMCEN

HauarT

OKOHUEeH

dopmat A4 (210 x 297 mm)

Mpunoxexne N 19
k nn. 3.6, 3.11, 3.15 MNMpaBun

dopmat A4 (210 x 297 Mm)

MpogonxeHne npunoxerHms N 19

HafeXHasa npaBoBas noaaepXxka
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Mpukas MuHkynbTypbl Poccun ot 31.03.2015 N 526
"06 yTBepXaAeHUN NpaBua OpraHM3aummn XpaHeHus,

KOMMNEKTOBAHUA, Y4YETA U UCNO...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[ata coxpaHeHus: 03.03.2020

kK nn. 3.6, 3.11, 3.15 MNpasun

N N N HasaHun KonunuyecTtBo gen B onucu Kpaiitm | Konudye | Konnyec | MNpume
n/n | dony | onuck | e onucu e gatbl | CTBO TBO YaHve
a MOCTOSIH | BDEMEHHOT no nnCTOoB | 3K3emnn
Horo O (cBblWwe | MMYHOMY B SpoB
xpaHenn | 10 neT) | cocTaBy onucu onucu
2 XpaHeHus
1 2 3 4 5 6 7 8 9 10 11

Bcero XPaHUTCA B apxXuBe

omnmcey, M3 HUX

IIOCTOAHHOT'O XpPaHEHMA

(umdpamMy M NPONUCHIO)

BPEMEHHOTO XxpaHeHus (ceeume 10 jeT)

10 JIMUHOMY COCTaBy

(uMdpamMy M IPOMMCHI)

(umdpamM ¥ NPONUCH)

’

B TOM 4YMCJIEe IIOCTYIIMJIO B rony

B TOM UlCJIe BEIOBLJIO B rony

(umdpamMm M OPONMUCEHIO)
onmceun

(uMdpamMy U IPOMMCHI)
onucemn

HamMeHOBaHME HOOJDKHOCTM pPabOTHUKA
apxmuBa OpTaHM3aluuy, COCTaBMBIIEI'O
peecTp onmuceu

NOONNCHK

HaumMeHOBaHMe OOJIXKHOCTU
PYKOBOOUTEJIS apxmbBa (Jamua,
OTBETCTBEHHOI'O 3a apXuBs)

nogrmcum

IaTa

YTBEPXIAIO

PykoBOIMTEJIL OpT'aHM3alunM,
nepenamumer OOKYMEHTE

(undpamMm M IIPONUCHIO)

Hopmnmce Pacumpporka NOIONMCH

ITognucob PacumppoBka HOONNCHK

dopmat A4 (210 x 297 mm)

Mpunoxexne N 20
K n. 3.15 MNMpasun

YTBEPXIAIO

PyxkoBomouTesib opraHmM3aumnm,
HpVIHVIMaIOLL[efI IJOKYMEHTEL

ITogonuco PacumppoBka INTogonuco PacumppoBka
NOONNCU HNOONNCU
IaTa [leuaTsb Iara
[leuaTsb
AKT
N
nprueMa-nepenady apxMUBHEIX
IOOKYMEHTOB Ha XpaHeHMe
www.consultant.ru CrpaHvua 48 13 59
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Mpukas MuHkynbTypbl Poccun ot 31.03.2015 N 526
"06 yTBepXaAeHUN NpaBua OpraHM3aummn XpaHeHus,
KOMMNNIEKTOBaHUS, y4eTa 1 UCMON...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[ata coxpaHeHus: 03.03.2020

(ocHOBaHME Iepenadn)

(HazBaHMe NnepemaeaeMoro QoHAza)
cman,

(HazBaHMe opraHM3auuyu, Iepemaplel NOKYMEHTEH)

a IPUHAJT
(HasBaHMe opTaHM3alUuKy NPUHMMAKILEN TOKYMEeHTH)

OOKYMEHTH HAas3BaHHOTO (QOHIOA M HAYUYHO-CIPABOYHEIM allapaT K HUM:

N n/n HassaHwue, Homep onucu Konuyectso Konuyectso MpymeyaHus
3K3eMnnAapos onucu en. xp
1 2 3 4 5

VITOTO HNPUHATO en. xp.

llepenauy NOPOUBBEJIN: IIlpueM NPOU3BEJIN:

JOJIIXHOCTB I[loonuce Pacumpporkra JOIIXHOCTB I[loonuce PacumdppoBra

MNOONUCHU IOONINCHY
Hara HaTa

donny npmuceoeH N

VIsMeHeHra B y4YeTHHE IOKYMEHTH BHECEHH.
JoJkHOCTE Iloonuce Pacumdporka MNOONMUCK

Hara

dopmat A4 (210 x 297 mm)

Mpunoxexne N 21
knn. 3.15, 4.11, 4.13 MNMpaBun

HammeHOBaHUE OpTraHM3aluunum

AKT YTBEPXIAI
N PyxkoBomuTesnb opraHM3alnmn
O BHIOEJIEHUM K YHUUTOXEHUIO
APXUBHEIX IOKYMEHTOB, ITognucob PacumppoBka
He [oIJiexallx XpaHeHMIO TIOONUCYU
IaTa

Ha ocHoBaHUM

(HaBBaHMe M BHEIXOIOHBIE IIaHHBIE IIE€PEedYHA IOOKYMEHTOB C YyKa3aHMeEM

CPOKOB UX XpaHeHUs)
OTOOpPaHEl K YHUYTOXEHMIO KaK He UMeKnllMe Hay4YHO-UCTOPMYUECKON LEeHHOCTU U
yTpaTuBIMEe MNPaKTMYECKOEe 3BHaudeHMe IOKyMeHTH doHma N

(HazBaHue ¢oHma)

www.consultant.ru CrpaHuua 49 us 59
HafeXHasa npaBoBas noaaepXxka


http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru

Mpukas MuHkynbTypbl Poccun ot 31.03.2015 N 526
"06 yTBepXaAeHUN NpaBua OpraHM3aummn XpaHeHus,
KOMMNNIEKTOBaHUS, y4eTa 1 UCMON...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[ata coxpaHeHus: 03.03.2020

N 3aronoBok gena [oapl Homep | Howmep ea. | Konuyec Cpoku Mpumeua
n/n | (rpynnoBoW 3arofnoBoOK onucu Xp. no TBO ef. XpaHeHus un Hue
[OKYMEHTOB) <> onucu Xp. HoMepa cTaTew
no nepeyHio
1 2 3 4 5 6 7 8
NToro en. xp. 3a T'OIBI.
(umdpamMm ¥ IPONMUCHIO)

Onmcu nejl NOCTOSHHOI'O XPaHEeHMuA 3a ronel yTeepxneHsl JIIK

(HayMeHOBaHME apXMBHOT'O YUYPEXIEHNI)
(mpoTOKOJI OT N )

HamMeHOBaHME IOOJIXHOCTM
PYKOBOIOUTEJA apxmueBa (JImla,

OTBETCTBEHHOT'O 3a apXuB) ITonnmceb PacumbppoBka NOOINCHU
COTJIACOBAHO

Iporokos LU3K (9K) opraHmzauum

oT N

<*> [1pun BblAENEHUN K YHUHTOXEHNIO JOKYMEHTOB MNPV MOArOTOBKE AN K nepejaye B apxvMB OpraHm3aumm
rpadobl 4, 5 He 3aNOSHAKTCS.

MpogomkeHne npunoxeHusa N 21
kK nn. 3.15, 4.11, 4.13 MNpasun

JOKYMEHTEI B KOJIMUECTBE en. Xp.:
- Ha 6yMa>KHOM HOCHUTeJIe BeCOM KI' CIOaHEbI
Ha YHUUYTOXeHUE;

— Ha JJIEKTPOHHOM HOCHUTEJI€ CIHAaHBEI Ha YHUUTOXEHME

(ctoco® YHUUTOXEHUS)

HammMeHOBaHME HOJDKHOCTM pPa®oOTHMUKAE,
CcHaBmero IOKYMEeHTH Noomnmce PacumbppoBka MNOANUCU

IaTa

VI3aMeHeHMsa B ydUYeTHble JOKYMEHTE BHECEHH.
HammMeHOBaHMe IOJDKHOCTM PabOTHMKA
apxmuea, BHECIEI'O M3MEeHeHMd

B yUeTHBEE OOKYMEHTEL [Moonmuce PacumppoBKa HNOINNCU

JaTa

®dopmat A4 (210 x 297 mm)
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Mpukas MuHkynbTypbl Poccun ot 31.03.2015 N 526
"06 yTBepXaAeHUN NpaBua OpraHM3aummn XpaHeHus,
KOMMNNIEKTOBaHUS, y4eTa 1 UCMON...

[okyMeHT npepoctasneH KoHcynbraHTlntoc
[ata coxpaHeHus: 03.03.2020

Mpunoxexne N 22
K n. 3.15 MNMpasun

HamMeHOBaHMe opraHmU3aluun

AKT YTBEPXIAI
N PyxkopomuTesb OpraHM3aLUN
O HEMCIPaBUMBIX [NOBPEXIEHUAX
APXUBHEIX IOKYMEHTOB llomnuchk PacumppoBka
TOONUCU
HaTa
®ong N

(HazBaHme o¢oHIma)

B doHme oOHApPyXeHH IOKYMEHTEl, NPM3HAHHEE HEUCIPABMMO [IOBPEXIEHHBIMU :

N Onucb | Eg. xp. N 3aronosok KpaiiHue gatbl KonunuecTtso CywHocTb U
n/n N NOBPEXAEHHbIX eA. Xp. nMcToB MPUYUHBI
(o6Bbem, M6) NoBpeXaeHus
1 2 3 4 5 6 7

JToro 06Hapy>KeHo HEeNMCIIPpaBMMO IIOBPEXIEHHBIX

en. xp.
(umdpamM ¥ NPONUCH)
[lepeuncIieHHBle €. XP. [NOAJIexaT CIMCAaHMIO BBUIY:
HauMeHOBaHMe OOJIXHOCTU
PYKOBOOUTEJIS apxmbBa (Jamuua,
OTBETCTBEHHOT'O 3a apXuBs) ITonnmceb PacumbppoBka NOOINCK
COTJIACOBAHO COTJIACOBAHO <*>
[IpoToxosa L3K (3K) opraHmzauum [IpoTokoJ 3JIIK apxMBHOTO yUYpPEXIeHMA
oT N oT N
VIZMeHeHUss B ydeTHBE INOKYMEeHTH apxXMBa BHECEHEH.
HammeHoBaHMEe IOJIXKHOCTU
paboTHUKA, BHECHEI'O M3MeHeHUS
B YUeTHBE OOKYMEHTH lloonmuche PacumppoBKa MNOONUCK

Hara

dopmat A4 (210 x 297 mm)

<*> [Ins JOKYMEHTOB, BKIIOYEHHbIX B cOCcTaB ApxmnBHoro cpoHaa Poccuickon deaepaumm.

Mpunoxexne N 23
knn. 4.11, 4.31 MNpaBun
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[ata coxpaHeHus: 03.03.2020

HammeHOBaHUE OpTraHM3alunum

HamMeHOBaHME CTPYKTYPHOTIO

nmompasnesieHuA
OIlCH N
el
N NHpekec 3aronoBok gena KpaiiHue gatbl Cpok Konnyectso | NMpumeyaHune
n/n aena XpaHeHuA JINCTOB
<*>
1 2 3 4 5 6 7
HasBaHue pasgena
B maHHYK ONMCBH BHECEHO nes
(uudpamMm M NPONUCHIO)
c N no N , B TOM UMCJIe:
JIMTEPHEIE HOMepa:
MPOIyLUleHHEIE HOMepa:
HamMeHOBaHMe OOJIDKHOCTU
PYKOBOIUTEJIA CTPYKTYPHOI'O
rnompasngesyieHus lomnmce PacumppoBka NOONMUCK
COTJIACOBAHO COTJIACOBAHO <**>
HammMeHOBaHME IOOJIKHOCTU IIpoTokoys 9K CTPYyKTYPHOTO
pyKOBOOUTEJS CJYyXOsl HOY nogpasnesieHus
lNonnmce Pacumpporka oT N
HNoponucm
IlaTa
<*> Fpacba OnycCkKaeTCd B onnucu gen noCTtoOAHHOro CpokKa XpaHeHus.
<**> [Npun Hannuumn 3K CTPYKTYPHOro nogpasaerneHuns.
MpogonxeHune npunoxeHna N 23
K nn. 4.11, 4.31 MNpasun
[Mepenan

neJ1

(urdpamMm M TIPOMNMUCHIO)
28 PETUCTPALMOHHO-KOHTPOJIBHEIX KAPTOTEK K IOKYMEHTAaM.
(umdpamMm M IPONUCHIO)

HamMeHOBaHMEe OOJDKHOCTU padoTHMKA

CTPYKTYPHOI'O NOIpa3lesIeHusa [lopnmuce PacumppoBkKa MNOIONNMCH

IpnHAJ nen
(uudpamMm M IPONUCHIO)

n PEeTMCTPalMOHHO-KOHTPOJbHEIX

(umdpamMm ¥ OPONMUCHI)
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[okyMeHT npepoctasneH KoHcynbraHTlntoc
[ata coxpaHeHus: 03.03.2020

KapTOTeK K IOKYMEHTAaM.

HammeHoBaHMEe IOJIDXKHOCTU

paboTHUKA apxuBa [lomnuce

IaTa

HauMeHOBaHMe opraHmu3aluum
®oung N

Onmchb N
3JIEKTPOHHHEIX Hejl,

OJOKYMEHTOB

PacumdpoBka MNOONMUCK

dopmat A4 (210 x 297 mMm)

Mpunoxexne N 24
kK nn. 4.11, 4.31 MNpasun

N n/n WHpeke 3aronoBsok gena KpaviHue gatbl | O6bem, M6 | MpumevaHus
aena <>
1 2 3 4 5 6
HaumeHoBaHuve pasgena
B DaHHBEM pasnesl ONMCM BHECEHO e,

(umdpamMm ¥ NPONMUCHI)

c N no N

o6BeMOM M6 .

HauMeHOBaHME IOOJIXHOCTM
PYKOBOIUTEJS CTPYKTYPHOTO

PacumppoBka HOONMCHU

COTJIACOBAHO <**>
IIpoTokos 9K CTPYKTYPHOTO
nmompasngeJyieHnAa

nogpasnesieHnsa HMonnuce

JIara

COTJIACOBAHO

HammeHOBaHME IOOJDKHOCTU

pyKOBOOUTEJSA CJyXObel HOY

Ilonnuce PacumppoBka oT
HMomnucm

Iara

<*> [pacha onyckaeTcsa B ON1CKU el NOCTOSAHHOIO CpokKa XpaHeHWs.

<**> [Npu Hannuumn 3K CTPYKTYPHOro nogpasaereHuns.

MpogormxkeHune npunoxeHna N 24
knn. 4.11, 4.31 MNpaBun
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[okyMeHT npepoctasneH KoHcynbraHTlntoc
[ata coxpaHeHus: 03.03.2020

llepenadn
neJ
(umdpamMm M NPONUCHI)
n PeIrMCTPalUMOHHO-KOHTPOJIBHEIX KapTOTEeK K IOOKYyMeHTaM,
(umdpamMm M IIPONUCHIO)
0BBEMOM M6.
HammMeHOBaHME HOOJDKHOCTM pPaOOTHMKA
CTPYKTYPHOT'O NoIpas3nesieHrs [lonnucs PacumppoBka MNOONMCHU
IpnHAJ nen
(umdpamMm M IPONUCHIO)
n PEeTrMCTPalMOHHO-KOHTPOJIbHEIX
(umdpamMm ¥ OPONMUCHI)
KAapTOTEK K HOOKyMEeHTaM, OOBEMOM M6 .
HamMeHOBaHMe IOJDKHOCTN
paboTHMKA apxuea Momnmuce PacumbppoBka NOOINCK
Hara
dopmat A4 (210 x 297 mm)
MpogonxeHune npunoxeHna N 24
kK nn. 4.11, 4.31 MNpasun
IPMIJIOXEHVE K OIMCU N
3JIEKTPOHHEIX IeJjl, IOKYMEHTOB
PeecTp HOOKYMEHTOB (KOHTEMHEPOB 3JIEKTPOHHEIX HOKYMEHTOB) 3JIEKTPOHHOTO IHeja:
<k >
N en. xp. no onmcu Vinmexkc pesia
3aroJIOBOK Hejia
HaTta Per. N HanmeHoBaHWe JOKyMeHTa O6bvem, MO MpumeyaHus
OOKYyMeHTa OOKYyMeHTa
1 2 3 4 5
HamMeHOBaHMe IOJDKHOCTN
COCTaBUTEJIA OINCU Nopnuce PacumbppoBka NOOINCK

dopmat A4 (210 x 297 Mm)

CocTaBngeTcs Ha Kaxgoe ONEKTPOHHOE aerno.

Mpunoxexune N 25
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[ata coxpaHeHus: 03.03.2020

HamvmveHOBaHUE OpraHM3alumnm

HOMEHKIJIATYPA IEJI

YTBEPXIAIO
PykoBoOuTeJIb OpIraHM3aLlUu

K n. 4.18 MNMpasun

Ha Ton; [lognmuce PacumppoBka
Inonornmcum
HaTa
WHpoeke 3aronoBok gena Konnyectso Cpok xpaHeHus MpumevaHue
aena nen n N ctatbu no
nepeyHto
1 2 3 4 5

HasBaHwue pa3gena

HammMeHOBaHME IOOJIKHOCTU
pPyKOBOOUTEJSA CJYyXOsl LOY
opraHu3aluum

Busa pykopomuTesd apxuba
(Mila, OTBETCTBEHHOTO 3a apXuB)

COT'JIACOBAHO

IpoToxkoJs L3K (3K)

oT N

ITonnuce

COT'JIACOBAHO

PacumdpoBka MNOONMUCK

IpoTokoJs 3K apxMBHOTO ydYpeXIeHUS

oT

N

VToroBas 3anmchb O KaTeropmuax M KOJIMdYecTBe ne,

3aBe€IOC€HHEIX B

rony B OpraHM3alun

MpogomkeHne npunoxenuna N 25
kn. 4.18 MNMpasun

Mo cpokam xpaHeHus

Bcero

B Tom yucne:

nepexoasaLmnx

c otmeTtkon "OlK"

3

4

NocTosiHHOrO

BpemeHHoro (cBbiwe 10 neT)

BpemeHHoro (oo 10 net
BKITHOYMTENBHO)

NTOro:

HammeHnoBaHMEe IOJIDXKHOCTU
pPyKOBOOUTEJA CJyXOel IOY

IaTa

Ionnucoe

PacumbppoBka MNOANMCU

HafeXHasa npaBoBas noaaepXxka
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[okyMeHT npepoctasneH KoHcynbraHTlntoc
[ata coxpaHeHus: 03.03.2020

VToroBEIE CBeOeHUd IIepelaHel B apXuB.

HammMeHOBaHMe IOOJIXKHOCTM JIMLia,
nepenaBmero CBeIOEeHUA

Hara

HammeHOBaHUE OpTraHM3aluum

HamMeHOBaHME CTPYKTYPHOTO
rnogpasnelieHns

HOMEHKJIATYPA IEJI

Ilognuce Pacumpporka nomnucu

dopmat A4 (210 x 297 mm)

Mpunoxexne N 26
kn. 4.18 MNMpasun

Ha ronm <*>
NHpaekc 3aronoBok gena Konnyectso Cpok xpaHeHua n | lMNpumevaHue
aena TOMOB (4acTen) N ctatbu no
nepeyHio
1 2 3 4 5

HasBaHwue pa3gena

HamMeHOBaHME IOJDKHOCTU
PYKOBOIONTEJS CTPYKTYPHOTO
rnogpasnelieHns

IaTa

COTJIACOBAHO <**>
IIpoTokosi 9K CTPYKTYPHOTO
nonpasnesieHnsa

oT N

Toonmce

PacumbppoBka MNOANMCU

®dopmat A4 (210 x 297 mm)

<*> K HoMeHKnaType Oen CTPYKTYpPHOro nodpasaerneHns no OKoOHYaHWM KaneHaapHoro roga cocTaBnseTcs
UTOroBas 3anuchb rno hopMe, ykasaHHOW B NpunoxeHun 25, n genaetca oTMeTka 0 nepeaade UTOrOBbIX CBeAEHUIA

B cnyx6y OY opraHu3saunm.

<**> [Npun Hannuumn 3K CTPYKTYPHOro nogpasgeneHuns.
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Mpunoxexne N 27
K nn. 4.19, 4.21 MNpasun

BHYTPEHHAA OINCH
OOKYMEeHTOB nmeja N

N n/n | Pernctpau Hata 3aronoBoK JOKYMeHTa Homepa nuctos MNpumeyanmn
WMOHHBIN | OOKYMeHTa aena e
NHOEKC
OOKyMeHTa
1 2 3 4 5 6
NToro IOOKYMEHTOB .

(umbpamMm ¥ OPONMUCHIO)

KonmmuecTBO JIMCTOB BHYTPEHHEN OIMUCK

(uMdpamMm M MNPOMNMCHI)
HammMmeHOBaHMe IOOJIXKHOCTM JIMLla,
COCTAaBMBIIEI'O BHYTPEHHIO ONMCH
IOOKYMEHTOB 1Heja Ioonmce Pacumdporka MNOONMUCK

Hara

dopmat A4 (210 x 297 mm)

Mpunoxexne N 28
K nn. 4.19, 4.24 MNpasun

(HaMMeHOBAaHME TI'OCYyHAapCTBEHHOTO (MYyHMUMIIAJIBHOT'O) apxuba)

(HaMMeHOBaHME OpIaHM3aLUMn)

(HaMMeHOBaHME CTPYKTYPHOTO HOOpaslelieHMsd)

IOEJIO N TOM N

(3arosioBOK mera)

(kparHue naThl)

Ha JIMCTax
XpaHuUThH
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[ata coxpaHeHus: 03.03.2020

®.N

Oon. N
O.N

HamMeHOBaHMe opraHmM3aUuun
CnpaBqume IOaHHBIE ob OpraHM3alumm
(mouToBHEM azmpec, TeJyedoH,

Tesebon/paxc)

APXVBHAA CIIPABKA

N
(mara)

Ha N oT
TexcT

OcHOBaHMe :

IOJIXHOCTh PYKOBOIOUTEJIS OpIaHM3alUu

(M MHOTO YIOJIHOMOYEHHOTO MM JiMila) [Noonuce
ITeuaThb

daMUIMA MCIOJIHUTEJIS

Homep TenepoHa

YTBEPXIAI YTBEPXIIA

dopmat A4 (210 x 297 mm)

Mpunoxexne N 29
K n. 5.12 MNMpasun

Anpecar

PacumppoBKa MIOONUCHU

dopmat A4 (210 x 297 mm)

Mpunoxexne N 30
K n. 6.8 MNMpasun

(HaMMeHOBaHME IOOJIKHOCTU PYKOBOIOMTEIIA

(HaMMeHOBaHME IOOJDKHOCTU PYKOBOIOIMUTEIIA

opraHms3auuy, nepenamumey ITOKYMEHTH) opraHm3auun,
INTogonucoe PacumppoBka nomnucu Ilognuce
IaTa [leuaTs IaTa
AKT
N

NpUHYMaKIEeN IOKYMEHTE)
PacumppoBKa MNOANUCHU

leuaTs
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[ata coxpaHeHus: 03.03.2020

nprueMa-Irepenadr apXMBHBIX
IOOKYMEHTOR Ha XpPpaHeHUe

(ocHOBaHME Iepenadn)

(HazBaHMe NnepemaeaeMoro QoHAOa)

cnaJs,
(HaMMeHOBaHME OpTraHM3auuM, nepenanuell OOKYMEHTEH)
(HaMMeHOBaHMe opTraHM3aluM, IPMHMMAaKUEN DOKYMEHTEH)
IPMHMMAET Ha I'OCYyINapCTBEHHOE XPAaHEHMEe NOKYMEHTH M CTPaxXOBHE KOIMM 3a
(Tomer)

n CHpaBO‘{HbIﬁ arriapaT K HMM:

KoHcynbTanTlNtoc: npumeyaHue.
Hymepauusa rpad B Tabnuvue gaHa B COOTBETCTBMM C OpULManbHbIM TEKCTOM AOKYMEHTA.

N n/n HassaHune, Homep onucu KonnyectBo KonnyectBo egmHuny, MpumevaHue
3K3eMMJIsipoOB ONUCH XpaHeHus
1 2 3 4 6

Mpogormxkenune npunoxeHna N 30
K n. 6.8 MpaBun

MITOTO NPMHATO en. xp.
(umbpamMm ¥ OPONMUCEHIO)

llepenauy OPOUBBEJIN: [IlpyeM HNpom3BeEJIN:

JOJIXHOCTE Ilognuce JOJIXHOCTB ITognuce PacumppoBkra

PacumdppoBra MIOONMUCK
[IOOINCH

HaTa IOaTa

doHOy NPUCBOEH HOMEP

VI3MeHeHMsa B ydUYeTHBEe JOKYMEHTE BHECEHEH
JOJIXHOCTE ITognuce PacumppoBka nonnucu
IarTa

dopmat A4 (210 x 297 Mm)
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