[okymeHT npepoctasneH KoHcynbTaHTINOC

3apeructpupoBano B Muntocte Poccuu 7 centaops 2015 r. N 38830

MUHUCTEPCTBO KYJIbTYPbI POCCUIICKON ®EJEPAIIUN

IIPUKA3
ot 31 mapra 2015 r. N 526

OB YTBEPKJIEHWHY MTPABIT
OPTAHU3AIINU XPAHEHUS, KOMIUIEKTOBAHUS, VUETA U
UCIOJb30BAHMS
JOKYMEHTOB APXUBHOI'O ®OHJA POCCUIICKOW ®EJEPALIUUA
U JIPYTUX
APXWBHBIX JOKYMEHTOB B OPTAHAX IT'OCYJAPCTBEHHOI
BJIACTH,
OPTAHAX MECTHOT'O CAMOYIIPABJEHUS M OPT AHU3ALIMSX

Koncynprantlntoc: npumevanue.

B cootBercTBUu ¢ YkazoMm IIpesunenta PO ot 22.06.2016 N 293 yrBepxkaeHue
IpaBWJl OPraHU3allMd XPAHEHHS, KOMIUIEKTOBAHHUSA, Y4Y€Ta W HCIOJIb30BaHUS
nokymMeHToB ApxuBHoro ¢onaa Poccuiickoit Denepanvii U APYrux apXUBHBIX
JOKYMEHTOB B TOCYJaPCTBEHHBIX OpraHax, OpraHax MECTHOI'O CAaMOYIIPaBJICHUS U
OpraHU3alUsIX OTHECEHO K MOJHOMOYMSIM DeiepaabHOro apXuBHOTO areHTCTBA.

B cootrBerctBUM ¢ myHKTOM 2 4Yactd 1 crtatbu 4, yacthio 5 cratbu 14
®denepanbHoro 3akoHa oT 22 okTsa0pst 2004 1. N 125-®3 "O6 apxuBHOM jeie B
Poccuiickoit ®enepanun" (Cobpanne 3akoHoaaTenbcTBa Poccuiickoit denepanuu,
2004, N 43, ct. 4169; 2006, N 50, ct. 5280; 2007, N 49, ct. 6079; 2008, N 20, cT.
2253; 2010, N 19, ct. 2291; N 31, ct1. 4196; 2013, N 7, cT. 611; 2014, N 40 (u. 1I),
cT. 5320) u nocranosnenueM [IpaBurtensctBa Poccutickoit @enepannu ot 20 uross
2011 r. N 590 "O MunucrtepctBe KynbTypsl Poccuiickoit @enepaunn" (Codpanue
3akoHonarenbcTBa Poccuiickoit @eneparuu, 2011, N 31, cr. 4758; N 44, cT. 6272;
2012, N 6, ct. 688; N 17, c1. 2018; N 26, c1. 3524; N 37, c1. 5001; N 39, ct. 5270;
2013, N 3, cT. 204; N &, ct1. 841; N 31, c1. 4239; N 33, cT. 4386; N 41, cT. 5182; N
45, c1. 5822; 2014, N 9, c1. 909; N 30 (u. IT), ct. 4305; N 40 (u. III), ct. 5426, N 48,
cT. 6860; 2015, N 2, cT. 491; N 4, cT. 664; N 9, c1. 1339) npukasbiBaro:

I. VTBepauth  mpunaraeMble  IpaBWIa ~ OPraHU3allMd  XPaHCHMS,
KOMITJIEKTOBAHMSI, y4e€Ta M HCIOJIb30BaHUS JOKYMEHTOB ApxXuBHOTO (oHma
Poccuiickon @enepanun W APYrMX apXUMBHBIX JOKYMEHTOB B OpraHax
roCyIapCTBEHHOM BJIACTH, OPraHaX MECTHOTO CAMOYMPABICHUS U OpraHU3aLUIX.
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2. HampaButh HacTOAIMH NpPHUKA3 Ha TOCYAAPCTBEHHYIO PETUCTPALMIO B
MunucTepeTBo roctuuu Poccuiickont Oenepannmu.

3. KoHTpoJIb 32 WCIIOJTHEHHEM IPUKAa3a BO3JIOKUTH HAa MEPBOrO 3aMECTUTENS
Munuctpa B.B. Apucrapxosa.

MHHHCTP
B.P.MEJIMHCKIU

[Ipunoxenue

K npuKa3zy MUHUCTEPCTBA KYJIbTYPBI
Poccutickon ®eneparnuu

ot 31 mapra 2015 r. N 526

MMPABIJTIA
OPTAHM3AIIUU XPAHEHU S, KOMILUIEKTOBAHUS, VYETA 1
UCTIOJIL30OBAHUS

JTOKYMEHTOB APXUBHOTI'O ®OHJIA POCCUICKOW ®EJEPALIUUA

U JIPYTUX
APXUBHBIX JOKYMEHTOB B OPTAHAX TOCYJIAPCTBEHHOI
BJIACTH,
OPTAHAX MECTHOT'O CAMOYTIPABJIEHUS 1 OPTAHU3AIIASIX

I. OBIIME ITOJIOXKEHMA

1.1. Hactosimue [IpaBuna oprann3anyu XpaHeHHs, KOMIUIEKTOBAaHMS, y4eTa U
MCIIOJIb30BaHUs TOKYMEHTOB ApxuBHOro (honaa Poccuiickoit @eaepannu u 1pyrux
apXMBHBIX JTOKYMEHTOB B OpraHax TrOCyJapCTBEHHOW BJACTH, OPraHax MECTHOTO
caMOympaBJieHUs U opraHuzaiusax (nauee - Hactosume [IpaBuiia) paspaboTaHbl B
cooTBeTcTBUM ¢ DenepanbHbIM 3aKOHOM OT 22 oktsi0ps 2004 . N 125-®3 "O6
apxuBHoM Jnene B Poccuiickoii ®Deneparuu" (CoOpaHue 3aKOHOIATEIHCTBA
Poccutickont denepanun, 2004, N 43, ct. 4169; 2006, N 50, ct. 5280; 2007, N 49,
ct. 6079; 2008, N 20, ct. 2253; 2010, N 19, cT. 2291; N 31, c1. 4196; 2013, N 7, cT.
611; 2014, N 40 (u. II), ct. 5320), nmocranoBienuem IIpaButenbcTBa Poccuiickoit
@®enepantun ot 15 wmrors 2009 1. N 477 "O6 yrBepxknennn [IpaBun
JIEIOTIPOU3BOICTBA B (penepanbHbIX opraHax UCToOTHUTEIbHOM Biactu" (Cobpanue
3akoHosatenbcTBa Poccuiickoit @enepanum, 2009, N 25, cr. 3060); mpukazom
MuHncTepCcTBa KyIbTypbl 1 MACCOBBIX KOMMYHUKalni Poccniickon denepanuu ot
18 suBaps 2007 r. N 19 "OO yrBepxnenuu [lpaBun opraHuzanuu XpaHeHWUs,
KOMILJIEKTOBAHUSI, y4e€Ta M HCIOJb30BaHUS JTOKYMEHTOB ApXHBHOro (oHaa
Poccuiickon @enepauuu U Apyrux apXMUBHBIX JOKYMEHTOB B IOCYJAapCTBEHHBIX U
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MYHULMIAIBHBIX apXWBaX, My3esX W OuOIMoTekax, opraHuzauusx Poccuiickoi
akagemMuu Hayk" (nmanee - IlpaBuna XxpaHeHus) (3aperucTpupoBaH MHHIOCTOM
Poccun 6 wmapra 2007 r., peructpauroHuHeii Homep 9059, '"bromiereHb
HOPMATHUBHBIX aKTOB (heJiepalIbHbIX OPraHOB MCIOJHUTENBHON BIAacTU OT 14 mas
2007 r. N 20"), ¢ u3BMeHEHUsIMH, BHECEHHBIMU ITPUKa30M MUHHUCTEPCTBA KYJIbTYPHI
1 MaccoBBIX komMyHuKarui Poccuiickont denepannu ot 16 dherpast 2009 r. N 68
(3apeructpupoBan Muntoctom Poccun 5 mas 2009 r., perucTpallMOHHBIA HOMED
13893, "Poccuiickas razera" ot 20 mas 2009 r. N 89), npukazoM MUHKYJIBTYpbI
Poccun ot 10 centa6pst 2007 r. N 1273 "O0 yTBepxaeHnn (HOPM YUETHBIX U UHBIX
JIOKYMEHTOB 10 OpPraHU3ALMK XPaHEHU S, KOMIUIEKTOBAHUS, YUE€Ta U UCIIOJIb30BaHUS
TOoKyMeHTOB ApxuBHOro ¢onaa Poccuiickoit @enepanii U IpYrHX apXUBHBIX
JOKYMEHTOB B TOCYJAapCTBEHHBIX W MYHHUIMNAIbHBIX apXuBax, MYy3€siX U
oubnuoTekax, opranuzauusax Pocculickoil akagemun Hayk" (3aperucTpupoBaH
Muntoctom Poccun 9 oxta6pss 2007 1., peructpanuonHsiii Homep 10291,
"BronneTeHb HOPMAaTUBHBIX aKTOB (peIepaJIbHBIX OPraHOB UCTIOJHUTENIBHOM BIACTH
ot 5 Hos10pst 2007 r. N 45").

1.2. JleiictBue Hactosmumx [IpaBun He pacnpoCTpaHSIETCS HAa OPraHU3ALMIO
XpaHEHNs1, KOMIUIEKTOBAHUS, y4e€Ta W HCIIOJIb30BaHUSA JTOKYMEHTOB APXHBHOIO
¢donna Poccuiickoii denepanuu U Ipyrux apXUBHBIX JTOKYMEHTOB, COAEpKaIIUX
CBEJICHUS, COCTABJIAIOIINE I'OCYJapPCTBEHHYIO TalHY.

1.3. TocymapcTBeHHBIE OpraHbl, OpPraHbl MECTHOTO CaMOYIIPABIICHUS
MYHULUMIIATBHOTO paiioHa, TOPOJACKOrO0 OKpyra M BHYTPUTOPOACKOTO paiioHa
00si3aHbI CO3[aBaTh ApXMBBI B IENAX XPAaHEHHUS, KOMIUIEKTOBAaHUS, ydera H
UCIIOJIb30BaHUsl 00pa30BaBLIMXCA B IPOLECCE HMX JEATEIBHOCTH apXUBHBIX
JIOKYMEHTOB.

1.4. OpraHnzanuy BIpaBe CO34aBAaThb AapXMBbI B ILENSIX XPaHEHUS
00pa30BaBIIUXCS B MPOLIECCE HUX JEATEIbHOCTH apXUBHBIX JOKYMEHTOB, B TOM
4yuclie B LENAX XPaHEHUs M HCIOJIb30BAaHHS apXMBHBIX JIOKYMEHTOB, HE
OTHOCSIIIUXCS K TOCYJapCTBEHHOMN WJIM MYHULIMIIATbHONU COOCTBEHHOCTH <1>.

<1> Yacts 2 crateu 13 denepanbHoro 3akoHa ot 22 okTa6ps 2004 r. N 125-
@3 "O6 apxuBHOM jene B Poccuiickoit deneparn’.

1.5. 3agaun u pyHKIMKM apxuBa (IEHTPATHHOTO apXHBa) TOCYJAPCTBEHHOTO
OopraHa, oOpraHa MECTHOIO CaMOYIPAaBJICHUS, OpPraHu3aldh - HCTOYHHKA
KOMIUIEKTOBAHHSI TOCYJIapCTBEHHOTO, MYHHUIMIIAJILHOTO apXWBa OINPEIEIIIOTCS
MOJIOKEHHEM, YTBEPKIAEMbIM PYKOBOJAUTEIIEM OpraHU3aI1U.

II. OPTAHM3ALINA XPAHEHNM TOKYMEHTOB
APXNBHOI'O ®OHIAA POCCUUCKOU ®EJEPALINN 1 AIPYTUX
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APXVBHBIX
JOKYMEHTOB B OPI'’AHU3 AL

2.1. JlIokyMeHTBI, 00pa3yIoImuecs: B ASATeIbHOCTH OpTraHU3alluK, COCTaBIISIIOT
JTOKYMEHTAJIbHBIA (POHI.

2.2. Co3ganue JOKyMEHTAIbHOTO (hOHa OpTraHU3aIMK OCYIIECTBIISETCS MMyTeM
COCTaBJICHHSI HOMCHKJIATYPHI Jei, GopMUpOoBaHHs U OOPMIICHHUS JIe] HAa OCHOBE
HOPMAaTUBHBIX IIPAaBOBBIX aKTOB Poccuiickon @Penepanuu, NEpeYHEH THIIOBBIX
apXMBHBIX JOKYMEHTOB C YKa3aHUEM CpPOKOB HMX XpPaHEHUS, YTBEPKIAEMBbIX B
COOTBETCTBHH C TyHKTOM 3 cTaThl 6 deaepaibHOro 3aKoHa OT 22 okTs0pst 2004 r.
N 125-®3 "OO6 apxuBHoM jeine B Poccuiickoit depeparuu", u mnepedHen
JIOKyMEHTOB, 0Opa3yIOIIMXCsl B MpPOLIECCe NEIATENbHOCTH (perepaibHbIX OpPraHoB
roCyJapCTBEHHOM BJIAaCTH, WHBIX TOCYJApCTBEHHbIX opraHoB Poccuiickoi
denepanuu, a TakXke B IPOLECCE MAESITEIBHOCTH MOABEIOMCTBEHHBIX WM
OpraHU3alui, C YKa3aHHUEM CPOKOB XPAHEHUS.

2.3. YacTp JOKYMEHTalIbHOIO (POHJA, BKIIOYAIOUIasi JOKYMEHThl ApPXUBHOTO
donna Poccuiickoit denepanuu, JOKYMEHTBI 110 JUYHOMY COCTaBY U JIOKYMEHTBI
BpeMeHHbIX (cBblie 10 JE€T) CpOKOB XpaHEHHWs, BKIIOYEHHBIE B Y4YETHBIE
JOKYMEHThl apXHBa, COCTABJIIET AaPXUBHBIM (OHJ OpraHuM3aluu, KOTOPHIH
IOJJIEKUT XPAHEHUIO B ADXUBE OPraHU3ALMH.

JlokymeHTsl BpeMeHHbIX (70 10 JeT BKIIOYMUTEIHHO) CPOKOB XpaHEHUs
XPaHATCS B CTPYKTYPHBIX MOAPA3ACICHUSX OPTaHU3alUN U TI0 UCTCYCHUH CPOKOB
WX XpaHCHUS TOIJISKAT YHHUTOKCHHIO B TIOPSJIKE, YCTAHOBIIEHHOM B TTyHKTax 4.6
- 4.13 nacrosmux [IpaBui.

2.4. Bunamu apXuBHBIX ()OHJOB OpPraHU3aIUH SBISIOTCS:

apXUBHBIN (POH/T OpraHU3alMH, COCTOSIINN U3 TOKYMEHTOB ApXUBHOTO (poHAA
Poccniickont @enepanuu u Apyrux apXuBHbIX TOKYMEHTOB;

00bEeIMHEHHBIN apXUBHBIN (OH/, COCTOSIINKN U3 00pa30BaBIIMXCS B IIPOIIECCE
NESATENIbHOCTH JABYX WM Oojiee opraHu3aluil JOKYMEHTOB ApXHMBHOro (¢oHja
Poccuniickonn denepaunu M IpYyrUX APXUBHBIX JTOKYMEHTOB, MMEIOLIUX MEXKIY
c000i1 HCTOPUUECKHU U/UITU JIOTUYECKU 00YCIIOBJICHHBIE CBSI3U;

apXMBHAsl KOJUIEKIUS, COCTOAIIAs M3 OTAEIbHBIX APXUBHBIX JTOKYMEHTOB
Pa3IMYHOrO TMPOUCXOKACHUS, OOBEAUHEHHBIX [0 OJHOMY WM HECKOJIbKUM
pU3HaKaMm (TeMaTHYEeCKOMY, aBTOPCKOMY, BUJJOBOMY, OOBEKTHOMY).

2.5. ApxuBHoMmy (oHIy OpraHM3alMM NPUCBAWBAIOTCS  Ha3BaHUE,
COOTBETCTBYIOIIIEE HAMMEHOBAHUIO OpPraHu3alld, W HOMEpP B TOPSJIKE,
onpeieiIecHHOM MYHKTOM 3.8 Hactosamux [IpaBu.
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2.6. ApxXuBHBIE JIOKYMEHTBbl OpraHU3allMM COCTAaBISAIOT OJHUH (EIUHbBIN)
apXUBHBIN GHOH/:

JI0 ¥ TIOCJIe PeopraHu3allii, a TakKe U3MEHEHUS CTPYKTYpBI, IITATOB, €CIIU
yKa3aHHbIC MEPONPUSATHS HE TMOBJCKJIM 3a COOOM M3MEHEHHUs LieJie U mpeaMera
JEATEeIIbHOCTH OpraHU3allNy;

A0 HW  II0CJIAC HM3MCHCHHA  TCPPUTOPHUAJIBHBIX  TI'paHUIl  ACATCIbHOCTH
OpraHu3aIun,

B CJIy4aC CMCHbBI YUPCAUTCIIA.

B cnyyae u3MeHeHHMs COOCTBEHHHMKAa HMMYLIECTBA OpraHU3allid apXWBHbBIC
JOKYMEHTBI OpraHU3alluy JI0JKHBI BKJIFOUATHCS B Pa3Hble apXUBHbIE (DOHIBI.

2.7. B cnyuyae peopraHu3allMi OpraHU3allMK C nepefadyei (yHKIU BHOBb
CO3/JAaHHOM WJIAM WHOM OpraHu3alid BCE APXHUBHBIC JIOKYMEHTHI IEPEAAIOTCA
OpraHU3alMU-TIPABONIPEEMHUKY U BKJIIOYAIOTCSI B ApXUBHBIA (POH]I MOCTETHEN.

JIOKyMEHTBI TIOCTOSSHHOTO XpaHEHUS W JIOKYMEHTHI IO JUYHOMY COCTaBY
JUKBUJAMPOBAHHBIX OpraHU3alMi JOJKHBI TIEpelaBaThCs B YIOPATOYCHHOM
COCTOSSHUM  Ha  XpaHEHHWE B  COOTBETCTBYIOUIMH  TOCYJapPCTBEHHBIM
(MyHUILIMITAJIHBIN ) apXUB.

2.8. XpOHOJIOTHYECKUMHU TPAHUIIAMH ApXUBHOTO (hOHAA SIBISIOTCS <1>:

<1> [Moamyukt 2.8.6 mynkTa 2.8 [IpaBun xpaHeHusl.

JUIsL  apXUBHOTO (POHIA OpraHU3AlMK - YCTAHABJIMBAaEMbIE Ha OCHOBE
HOPMATHUBHBIX aKTOB JIaThl CO3/JAaHMS M JIMKBUJAUMU opraHu3auuu. [Ipu Hamuauu
HECKOJIbKMX aKTOB 00 00pa30BaHUM OpraHU3allMi NPUHUMAETCs JaTa HauOoJjee
pPaHHEro U3 HUX;

pInIb: | 06’L€I[I/IH€HHOFO APXHUBHOI'O (I)OHI[a opraHus3anuvu - AaTbl CO3OdHUA
HaunoOoee paHHeﬁ N JIJMKBUAALINH HauoOoee HOSI[HGIZ II0 BPCMCHHU ACATCIbHOCTH
opraHu3anun, JOKYMCHTBI KOTOpOfI BOIIJIM B COCTaB O6’I)€I[I/IHCHHOFO APXHUBHOI'O

dboHna;

IUIl ApXWBHOW KOJUICKLIMM - JaThl CAMOT'0 PAHHEr0 M CaMoOro MO3IHETO
JIOKYMEHTA.

2.9. ApxuBHBIE JOKYMEHTBHI JIOJDKHBI XPAaHUThCS B CHCTEMATU3UPOBAHHOM
MOpSIJIKE B Mpejienax apxuBHoOro (ouaa. Eqununieit cuctemaTusanuu JOKyMEHTOB
apXxuBHOTO (OHJA B apXMBE OPTaHU3AIMHU SIBISETCS COBOKYITHOCTh ApPXUBHBIX
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JAOKYMCHTOB WJIA OTHeHBHBIﬁ AOKYMCHT, OTHOCAIOHUCCA K OIHOMY BOIIPOCY
ACATCIIbBHOCTU OpraHru3aiuu (I[aﬂee - ¢IUHUILAa XpaHCHI/IH).

2.10. E,ZII/IHI/IHLI XPpaHCHUA OOJIKHBI OBITh CUCTCMATHU3HUPOBAHbI, BHCCCHLI B
OIINCH U OCIJOPMJIGHBI B IIOPSAKE, O6€CH€‘-II/IBaIOHleM Y4CT, IIOUCK U UCITIOJIb30BAHUC
APXHUBHBIX TOKYMCHTOB.

2.11. EnuHunesl XpaHeHUs apxXwBHOro (OHIA CHCTEMATHU3UPYIOTCS B
COOTBETCTBHHM CO CIEAYIOIIMUMH IIPU3HAKAMU:

CTPYKTYPHBI  (NMPUHAIUICKHOCTh EJUHUI] XPAaHEHHs] K CTPYKTYpPHBIM
MOAPA3AEICHUSAM OpraHu3aIum);

XPOHOJOTUYECKUH (110 TIepruoaaM WU JaTaM, K KOTOPbIM OTHOCSATCS €UHUIIBI
XpaHEHUA);

(GYyHKIIMOHAIBHBIN, OTpaciaeBOM, TEMaTUYECKUH, MPEeIMETHO-BOIMPOCHBIA (C
y4eToM (DYHKIIMI OpraHu3aiiu, TEM K BOITPOCOB, KOTOPHIX KACAETCS COJIEPKAHUE
SAUHULL XpaHEHUS);

HOMUHAJIBHBIN (10 JETOTIPON3BOACTBEHHOM (hOpPME - BUIaM B pa3HOBUIHOCTSIM
JIOKyMEHTOB);

KOPPECHOHAEHTCKUH (110 OpraHu3alusaM, B pe3ysibTaTe MEePenucki ¢ KOTOPbIMU
00pa30BauCh €AMHUIIBI XPAHECHMUS);

reorpadudeckuii (B COOTBETCTBUM C OINPEACICHHBIMH TEPPUTOPHUSIMH,
HACEJICHHBIMH IMYHKTaMHU U JAPYTHUMH TeorpapuuecKuMu 00beKTaMu, C KOTOPhIMU
CBSI3aHO COZIEp>KaHME JOKYMEHTOB, aBTOPBI, KOPPECTIOHICHTHI);

aBTOpPCKUU (MO Ha3BaHWSM OpraHu3anuidi Wik (QamMuwiisM TpaxiaH,
SIBJISIIOIIUXCS ABTOPAMH JIOKYMEHTOB).

2.12. ]JIoKyMeHTHI, BOIIEAIINE B OOBEAMHEHHBIH apXWUBHBIM (POHI,
pacriojararoTcs o 3HauuMOCTH (OHI000pa3oBaTeNei, 0 XPOHOJIOTHN CO3AaHUS
JIOKYMEHTOB, 110 ayipaBUTY Ha3BaHUM W JAPYTHM MpH3HaAKaM. B mpeaenax Kaxmaoro
dboHIa, BOMICANIETO B O0BESAMHCHHBIM apXUBHBIN (HOH, MPUMEHSIIOTCS TPUHITUATIBI
CHUCTEMATH3allMH, BBIOOP KOTOPHIX OINPEACIICTCS XapaKTEPOM JIESITSIbHOCTH
KOHKPETHBIX OpraHu3aIfii, COCTAaBOM U 00bEMOM JOKYMEHTOB.

2.13. Cucremaruzanusi JOKYMEHTOB apXMBHOM KOJUIEKI[MHA OMNPEACTACTCS
TEMATUKON U COCTAaBOM JIOKYMEHTOB.

2.14. CoxpaHHOCTh JOKYMEHTOB B apXWMBE OpraHU3aIlii O0eCrednBaeTCs
KOMITJIEKCOM MEPOTIPHUSATUNA TIO CO3/IaHUI0 HOPMATHUBHBIX YCIIOBUM, COOJIO/ICHUIO
HOPMATUBHBIX PEKUMOB M HaJJIeXKallled OpraHu3allid XpaHEHUs JOKYMEHTOB,



HCKIYAIoMUX XUIICHUC W YyTpary U O6€CHC‘-II/IBaIOHII/IX nNoAACPKaHHUC B
HOPpMAJIbHOM (I)I/I?)I/ILIGCKOM COCTOSHHH.

B kommnekc pa60T 10 00CCIICYCHHIO COXPaHHOCTH JOKYMCHTOB dpXHBa
OopraHu3anyy BKIIIOYAaKOTCH:

MPEOCTaBICHUE MOMEILICHUS JJIsl pa3MEIEHUS ApXUBHBIX IOKYMEHTOB;
oOecreueHrne HOPMATUBHBIX YCIOBUN XpaHEHHSI IOKYMEHTOB;

BBITIOJIHEHHE TPEOOBAaHUI K pa3MEIICHHUIO JOKYMEHTOB B apXUBOXPAHUJIHIIIE;
MPOBEPKA HAIMYHS U COCTOSIHUSI JOKYMEHTOB.

2.15. OGecrieueHue HOPMATUBHBIX YCIOBHUM XpaHEHHS TOKYMEHTOB BKIIFOUAET:

OCHAIICHUC apXHUBOXPAaHWJINIL CIICIHAJIbHBIM 06OPYHOB8HHCM AJI1 XpaHCHUA
JOKYMCHTOB;

o0opynoBaHue IIOMEILICHUS apxuBa Opra”Hu3aluu CpeacTBaMU
MOXKAPOTYIIEHHS], OXPAHHOM U MTOXKAPHOW CUTHAIU3AIMEH;

cOOJII0/IEHNE TPOTHUBOIIOKAPHOTO PEKUMA,
COOJIIOICHUE OXPAHHOI'O PEKUMA;

CO3AaHHUC HOPMATHUBHBIX TCMIICPATYPHO-BJIIAJKHOCTHOI'O, CBETOBOI'O PCIKNMOB,
IMPOBCACHUEC CAHUTAPHO-TUTUCHUYCCKHUX MCpOHpHHTHﬁ.

2.16. ApxuB OpraHM3alMy pa3MemaeTCs B CIEIHUAIbHO MOCTPOCHHBIX WIIU
MPUCTIOCOOJICHHBIX JUISl XpaHEHWsS JIOKYMEHTOB 3JaHUSX WU B OTICIbHBIX
MTOMEIIECHUSX 30aHUs.

B apxuBe opranuzanuu JOJKHBI ObITh IPETyCMOTPEHBI:
apXUBOXPAHWIINLLE;
ITIOMEILEHHE IS IPUEMa, BPEMEHHOIO XPaHEHHUsI TOKYMEHTOB;

MOMEIIEHNUE JUIsl MCIOJIb30BaHUS JIOKYMEHTOB (UMTAJIbHBIA 3all, y4acTOK
BBIJIAYM JOKYMEHTOB ¥ HH(POPMAIIMOHHO-TIOUCKOBBIX CPEJICTB);

paboune KOMHATHI COTPYHUKOB apXHUBa OPTaHU3AIUH, KOTOPBIC IOJKHBI OBIThH
M30JIMPOBAHbI OT MTOMEIICHUMN, TJ€ XPAHATCSI apXUBHBIE JOKYMEHTHI.

He pomyckaercss pa3smelieHue apxyMBa OpraHu3alMd B TOJBaJIbHBIX U
YepJaYHbIX TOMEIICHUSIX.



2.17. ApXWBOXpaHWJMILE JOJDKHO OBITh YJAJI€HO OT J1abopaTOPHBIX,
IPOU3BOJCTBEHHBIX, OBITOBBIX IIOMEIIEHUH M HE HUMETh OOIUX C HUMHU
BEHTWSIIMOHHBIX ~ KAHAJIOB. ApPXMBOXpPAHWIMLIE OTIAEISETCS OT COCEAHMX
NOMEILIEHUII HECropaeMbIMM CTEHAMHM M MEPEKPBITUAMU C  TpeAesiaMu
OTHECTOMKOCTH HE MEHEee JIByX 4acoB. B apxuBoxpaHuiuiie HE AOIYCKaeTCs
IpOKJIaaKa TpyO BOAOCHA0KEHNS U KaHAJIN3aLUHU, TEXHOJIOTUYECKUE WU OBITOBBIE
BBIBO/JIbI BOJIBI.

2.18. Ilpu pa3memieHMM apXUBOXPAaHWIHINA B  CICHUAIBHOM  WJIHU
MPUCIIOCOOJICHHOM  3JJaHUM  MpeanoyreHue  (Ipu  paBHBIX  TEIUIOBBIX
XapaKTePUCTHUKAX) OTAAETCS MOMEIEHUSIM C CEBEPHOM OpUEHTAIMEN OKOH.

Marepuanbl MOKPBITHS CTEH, IOJIOB, IOTOJIKOB, BHYTPEHHEW apMarypbl
apXUBOXPAHWIUIIA, TPUMEHSIEMbIE MPU HU3TOTOBIICHUH OOOPYIOBAaHUS U CPEJICTB
XpaHEHUs AapXUBHBIX JIOKYMEHTOB, HE€ [IOJDKHBI BBIICNATH arpeCCUBHBIC
XUMHUUYECKHUE BEIIECTBA U OBITh ICTOYHUKOM IBLIH.

2.19. ApxuBoXpaHUIMIIE JOJKHO UMETh €CTECTBEHHYIO WJIM UCKYCCTBEHHYIO
BEHTWISLIUIO, OOECIICUMBAIOIIYIO  PEHUPKYJSIUI0  BO3AyXa, CTaOMIBHOCTH
TEMIIEPATYPHO-BIIAXKHOCTHOI'O PEXKUMA, OUUCTKY BO3/1yXa OT IbUIA U arpeCCUBHBIX
npuMeceid, a TakKe OTBEYaTh COBPEMEHHBIM TpPEeOOBAaHUSM KOMITAKTHOCTH U
SKOHOMHUYHOCTH.

ApXI/IBOXpaHI/IJ'II/IIHG JOJDKHO HMCTH BBIXOABI K J'II/I(l)TaM n JICCTHUYHBIM
KJICTKaM.

2.20. ApxuBoxpaHwiuiia  (3a  HCKIIOUYEHHEM apXUBOXPaHWJINILI,
pacriojararolaxcs Ha OXpaHIEMOH TEpPUTOPHH) OOOPYAYIOTCS JBEPSIMHU C
MOBBIICHHON TEXHUYECKOW YKPEIUIEHHOCThIO IPOTHUB BO3MOKHOTO B3JIOMA,
OCHAILICHHBIMU 3aMKaMHM MOBBIIIEHHONW CEKpPeTHOCTH. OKHA MOMENIEHUN MEPBOTO
ATa)xa JOJKHBI OBITh 000PYI0BAHbBI 3aAITUPAIOIIUMHUCS pelIeTKamMu <1>.

<1> [Moamynktst 2.11.1.1 - 2.11.1.2 mynkTa 2.11 IIpaBun xpanenus.

2.21. Bce nocrtynamuye B apXyMB OpraHU3alUd JOKYMEHTHI Pa3MEIIAlTCs B
apXUBOXPAHWIMINAX HA CTAIIMOHAPHBIX W/WIHU TEPEIABUKHBIX METAJUNIMUYECKUX
CTeJUTaKaX, B METAJUNIMUECKUX IKadax Ui KOHTeHHepax.

Crennaxkxu JODKHBI OBITh YCTAHOBJIEHBI TEPNEHAMUKYJISPHO CTEHaM C
OKOHHBIMM TpOE€MaMH, a B TOMELICHHMH 0e3 OKOH - C Y4eTOoM OcoOeHHOoCTel
nomeneHus u odopyaoBanus. He gormyckaeTcst pa3MenieHue cTeljiaxen BIUIOTHYIO
K HAPY’KHBIM CT€HAM 3JaHHs U K UICTOYHUKAM TEIUIa.

PaccranoBka cremnaxen u IHKEI(I)OB OCyHICCTBIICTCA B COOTBCTCTBUHU CO
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CJIEAYIOIUMU TPEOOBAHUSAMMU:
paccTosiHUE MEXAY PsAJlaMU CTeJIaXkel (T1aBHbIN Tpoxox) - He MeHee 120 cM;
paccTosiHue (MPOX0,1) MEXKY CTeJUIaKaMH - HE MeHee 75 cMm;

pacCTOSTHUE MEKY HAPY>KHOM CTEHOM 3/IJaHUS U CTEIIaKAMU, MapajlieIbHBIMA
CTEHE - HE MeHee 75 cM;

PacCTOsTHUE MEXKIY CTCHOW M TOPIIOM CTeJUTaXKka uitn mkada (00xoJ1) - He MeHee
45 cm;

pacCTOsTHUE MEXIy IOJIOM UM HUXKHEH MOJKOH creiaxka (mkada) - He MeHee
15 cM, B HOKOJIBHBIX dTa)Kax - He MeHee 30 cm <>,

<1> [loamyHkt 2.11.3 mynkra 2.11 [IpaBun xpaHeHus.

2.22. IIpoTUBOMOXApPHBIA PEKUM B 3JaHUAX, TJ€ pPa3MENIaeTCs apXuB
OpraHu3alMd, U B apPXWBOXPAHWIHIIAX YCTAHABJIMBAECTCA B COOTBETCTBUM C
HOPMaTHUBHBIMH ITPAaBOBBIMH akTaMu Poccutickoit @enepariuy B 00J1aCTH OKapHOU
0e30I1acHOCTH.

2.23. OxpaHHbBII  pexUM  oOOecreynBaeTcs IMyTeM  000pYyIOBaHUsA
apXMBOXPAHWIUI, & TAKXKE JPYTHMX MOMEUIEHUH, € MOCTOSHHO WJIM BPEMEHHO
XpaHATCS apXUBHbIE JIOKYMEHTBI, CPEICTBAMU OXpaHbl, OOECHEeUYHUBAIOIIUMU
KOHTPOJIb JIOCTYIa B apXUBOXPAHWIUIIE U MOMEIICHUs apXHuBa, U COOIIOACHUEM
NOpsJIKa CAAYM MO/ OXPaHy U CHATHS C OXPaHbl, YCTAHOBJIEHHOIO PYKOBOJIUTEIEM
OpraHU3alnH.

B cnydae BbllauM apXWBHBIX JOKYMEHTOB BO BPEMEHHOE IOJIb30BAHHE 10
3ampocaM TOCYJApCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIPaBJICHUS U
OpraHu3alliii BBIHOC W3 3JaHUSI apXuBa WM 3JaHUS OPraHU3alUM APXUBHBIX
JIOKYMEHTOB pa3periaeTcsi TOJIbKO MO CHEUaATbHBIM MPOIMYCKaM.

2.24. ApxXuBHBIE TOKYMEHTHI CIIEAYET XPAaHUTh B TEMHOTE.

Bce BHUbI pa60T C JOKYMCHTaAMH OOJIKHBI ITPOBOAUTHCA IIPU OI'PAHUYICHHBIX
NN TCXHOJIOTUYCECKU HCO6XO)II/IMLIX YPOBHAX OCBCIUICHUA.

3ammTa JOKYMEHTOB OT JIEUCTBUS CBeTa OOECIEYMBACTCS XpPaHCHHEM
JIOKyMEHTOB B KOpOOKax, Mamkax W TeperuieTax, B mkadax WIA Ha CTeliaxkax
3aKpBITOrO TUIIA.

EctectBeHHOE OCBCIICHUC B APXHMBOXPAHUIUIIC HOIIYCKACTCA IMPHU YCIOBUU
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IMPUMCHCHUA HAa OKHaxX CBGTOpaCCCHBaTCJIeﬁ, 3aIIUTHBIX (bI/IJILTpOB, mTop, KaJIlro3u,
HaHCCCHHBIX Ha CTCKIIO HOKprTI’Iﬁ. I[JI}I HCKYCCTBCHHOI'O OCBCUICHUA IIPUMCHATOTCA
JIaMIIbl HAKaJIMBAHHWA B 3aKPBITHIX HJIa(bOHaX C I‘JI&,ZIKOfI ITOBCPXHOCTBIO.

YpOBEeHb OCBEIIEHHOCTH B JMAala3oHe BHUAMMOTO CIEKTpa HE OJDKCH
IIPEBHINIATh: Ha BEPTHKAIBHON IMOBEPXHOCTH CTEJUIaXKa, Ha BBICOTE OJHOTO METpa
ot nona - 20 - 50 rokcoB, Ha pabounx cronax - 100 mokcoB <1>.

<1> lMoanyukT 2.11.2.4 mynkra 2.11 IIpaBun xpaHeHus.

2.25. B apxuBOXpaHWIMUIIE [JI XPAHECHHUS JOKYMEHTOB YCTaHABIIMBAIOTCS
CJHEYIOIINE TapaMETPhl TEMIIEPATYPHO-BIAKHOCTHOTO pexuMa: <1>

<1> [Moamynukt 2.11.2.3 mynkTta 2.11 IlpaBun xpanenus.

JUTSL XpaHEHHs! IOKYMEHTOB Ha OyMa)KHOM HocHTelie - TeMiiepatypa 17 - 19 °C,
OTHOCHTEJIbHAS BIAXHOCTH Bo3ayxa - 50 - 55%;

JUTSI TOKYMEHTOB Ha MarHUTHBIX JUCKAX M JUCKOBBIX HaKomHTENAX - 8 - 18 °C

n 45 - 65%:
JUISl JOKYMEHTOB Ha ontuyeckux auckax - 10 - 23 °C u 20 - 50%;
JUTSI TOKYMEHTOB Ha KHHOTUJICHKE:

C HUTPOOCHOBOH - uepHo-Oenbie: Temmeparypa He Bbimie 10 °C, 1BeTHbIE:
TeMreparypa He Bbie -5 °C;

c 6e3omacHo 0OCHOBOI - uepHO-0ebie: TemmnepaTypa He Bbiie 15 °C, BeTHBIE:
Temrneparypa He Bbiie -5 °C;

1Utst POTOAOKYMEHTOB:
yepHo-0erble - TemnepaTypa He Bhiiie 15 °C;
LIBETHBIE - TeMIepaTypa He Bbiiie -5 °C.

OTHOocuTeNnbHAs  BJIQXKHOCTH BO3[yXa, HeoOXoaumas i XpaHEeHHs
JIOKYMEHTOB Ha KUHOTUIEHKE U (POTOJOKYMEHTOB, cocTaBisieT 40 - 50%.

2.26. B apxuBOXpaHWIHILE C HEPETYIUPYEMBIM KIUMATOM JOJKHBI
OCYLIECTBJIATBCA MEPONPUATHS 10 ONTUMHU3ALMH TEMIIEPATYpPHO-BIAKHOCTHOTO
peXuma ¢ NPUMEHEHHEM OTOIUIEHUS W NPOBETPUBAHUSA IOMEIICHHUH, a TaKkKe
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MEXaHUYECKUX CPEJICTB YBILKHEHUS WM OCYIICHHS BO31ayxa. Pe3kue komeOaHus
(ce30HHBIE U B TE€UEHHE OAHUX CYTOK) TemrepaTypsl (+/- 5 °C) u oTHOCUTENIbHOMN
BJIAXXHOCTH Bo3ayxa (+/- 10%) He momyckarorcs.

[Ipu anuTensHOM HapyIIEHUU TEeMIEpaTypHO-BIAKHOCTHOTO pexkuma (0T 3
CYTOK M 00jee), CONPOBOXKAAOUIEMCS MOBBIIIEHUEM OTHOCUTEIBHOM BIIAKHOCTH
Bo3ayxa 70 70 - 90%, npuHUMAarOTCsI MEPHI MO €ro HopMalu3aluu (MHTEHCUBHOE
MPOBETPUBAHUE, OCYIICHUE APXUBOXPAHUIHIIA).

TeMriepaTypHO-BIaKHOCTHBIM PEXUM KOHTPOJMPYETCA IIYyTEM PETYISPHOTO
U3MEPEHUS TEMIIEPATYpPbl U OTHOCUTEIBHOM BIAaXHOCTU KOMHATHOTO U HApYKHOTO
BO3/lyXa B OJTHO U TO K€ BpeMs: B KOHIUIMOHUPYEMBIX IIOMEIIECHUAX - HE pexe |
pasa B HEIEN; B APXUBOXPAHWIMIIAX, HE OCHAIIECHHBIX CHUCTEMOWU
KOHJIMIIMOHMPOBAHUS BO3/lyXa - 2 pa3a B HEJIEII0; IIPY HAPYIICHUAX pexxuma - 1 pa3
B CYTKH.

[lokazaHusi KOHTPOJIBHO-U3MEPUTENbHBIX MPUOOPOB  (UKCUPYIOTCS B
PETUCTPALlMOHHBIX JKypHAJIAX, B KOTOPBIX TaKXe OTpPaXkaloTcs IPOBEpPKa
IPAaBWIBHOCTH MOKa3aHUM TNPUOOPOB W MeEpbl, IPUHATHIE IO HOPMAJIU3ALUU
TEMIIEPATYPHO-BIIAYXHOCTHOI'O PEXXUMA B CIIy4asiX €ro HapylLIeHHUs.

[Ipy Hanuuuu B 3JaHUM apXHUBa LIEHTPAIU30BAHHOW CHUCTEMBI 00€CIIEUECHHUS
COOJII0/IEHUSI TEMITEPATypPHO-BIAKHOCTHOTO PEXXHMA B IOMEIICHUSX, [J1€ XPaHATCS
JOKYMEHTBI, KOHTPOJIb 34 €r0 COOJIIOJEHUEM OCYLIECTBIISIETCSI B aBTOMAaTHYECKOM
pexXUMeE.

2.27. lloMelieHus apxuBa OpraHu3alvy JOJDKHBI COAEPKAThCS B YUCTOTE, B
YCIOBHUSIX, MCKIIOUYAKOIIUX BO3MOXKHOCTh TIOSIBJIEHUSI IUIECEHH, TPHI3YHOB,
HACEKOMBIX, MBUIU. B TOMeNeHnsIX apXuBOXpaHWIUI JOJKHA ObITh oOecreueHa
CBOOOIHAS LIMPKYJISLMS BO3AYyXa, UCKIIIOYA0IIasi 00pa30BaHKe HEMPOBETPUBAEMbBIX
30H, OMACHBIX B CAHUTAPHO-OMOJIOTHYECKOM OTHOIIECHUHU.

B nomeneHusax apXuBoXpaHuiIni] HEOOX0IUMO:
POBOJUTH CUCTEMATUUYECKYIO BIAXKHYIO YOOPKY;

HE pEXe OJHOTO pa3a B ToJ MPOBOAUTH OOECHBUIMBAHHUE KOPOOOK C
JIOKYMEHTaMHU, IIKa(oB, CTEIUIaKEH;

00pabaTbIBaTh IIOKOJIbHBIC YACTH CTEIIIAXKEHN, TTOJIBI, TUTMHTYCHI, TOJOKOHHUKH
BOJIHBIMHM PaCTBOPaMHM aHTHUCEIITUKOB.

2.28. [IBa pa3a B roja (B Hayaje U MO OKOHYAHUU OTOMUTEIHLHOTIO CE30HA)
JIOKYMEHTBI U TIOMEIIEHUsI apXWBOXPAHWJIUII] TOJABEPTatOTCA 0OCIEI0BaHUIO IS
CBOEBPEMEHHOTO OOHApY»XEHUsI HACEKOMbIX M TIuieceHu. [Ipu oOHapykeHUH
OMOJOTUYECKUX BpPEIUTEICH MPUHUMAIOTCS CPOUYHBIE MEpBI MO AC3UH(DEKIUU |



AC3UHCCKINN AOOKYMCHTOB M HOMGIHGHPIIZ CHJIaMH pa6OTHI/IKOB apxXvBa, a IIpH
HCO6XO,III/IMOCTI/I - CHJIaMH COOTBCTCTBYIOIIHUX CJ'IY)K6.

2.29. B apXMBOXpaHWJIMILE 3aMpeliacTcsl HAXOAUTHCS B BEPXHEH OIEKIE,
MOKPOW ¥ Tps3HOW OOYBH; XPaHUTh MOCTOPOHHUE MPEAMETHI, UMYIIECTBO H
o0opyaoBaHUE, YIIOTPEOIATH MUIIEBBIC TPOTYKTHI.

2.30. OOs3aTenbHBIMU  YCIOBHSIMU XPAaHEHHUS 3JIEKTPOHHBIX JOKYMEHTOB
SBIISIOTCA:

HaJu4yue B AapXUBE OPraHU3allMM HE MEHEE [BYX DJK3EMIUILIPOB KaXI0N
€AMHUIIBI XPaHEHUS 3IEKTPOHHBIX TOKYMEHTOB (OCHOBHOM U pab0YMil 3K3EMILISAPHI
JIOJKHBI HAXOAUTHCS HA Pa3HbIX (PU3UUECKUX YCTPOUCTBAX);

HaJIMYUC TCXHHUYCCKHUX MW IPOrpaMMHBIX CpEACTB, MPCAHA3HAYCHHBIX JIA
BOCIIPOHU3BCACHUA, KOIIMPOBAHHA, IICPC3AIIMCH  JJICKTPOHHBIX  OOKYMCHTOB,
KOHTPOJIA (I)HSI/IIIGCKOF 0 U TCXHHYCCKOI'O COCTOAHUA,

o0ecrnieueHre pexuma XpaHeHuUs SJIEKTPOHHBIX JOKYMEHTOB, UCKIIOYAIOIIETO
yTpaTy, HECAHKIIMOHMPOBAHHYIO pACCBUIKY, YHHUYTOXKCHHE WJIH HCKaKEHUE
uH(popManuu.

2.31. Ileperaya TEKCTOBBIX JIEKTPOHHBIX JOKYMEHTOB ISl XpPAHEHUS B apXUB
OpraHM3aliy, SBIISIOLIECHCS MCTOYHUKOM KOMIUIEKTOBAHUS TOCYAAPCTBEHHOTO U
MYHHUITUTIATBHOTO apXuBa, ocyiiecTisieTcs B hopmare PDF/A.

2.32. B uensx o0ecriedeHus: XpaHEeHUsI, ydeTa U UCIIOJIb30BaHUS DJIEKTPOHHBIX
JIOKYMEHTOB, HaXOJSIIUXCS Ha XPaHCHHMM B apXUBE OPraHU3alMH, JTOJDKHO
MPOU3BOJIUTHCS CHUHXPOHHOE W3MEHEHHWE MpOorpaMMHO-aNmnapaTHOM cpeasl B
OpraHv3allid ¥ B apXUBE€ OpPraHHU3alliMd, a TAKXKE CBOEBPEMEHHAs MEpe3anuch
AJIEKTPOHHBIX APXUBHBIX JJOKYMEHTOB Ha HOBBIE HOCUTEIIN U B HOBBIE (JOPMATHI.

B npouecce xpaHeHUs! 3NEKTPOHHBIX JTOKYMEHTOB B apXMBE OPraHU3alllU HE
peXxe OJHOro pasza B 5 JIET MPOU3BOJUTCA TEXHUUECKUU KOHTPOJb (PU3UUYECKOTO
COCTOSIHUSI HOCHUTENIeH DJIEKTPOHHBIX JIOKYMEHTOB W  BOCIHPOU3BOAUMOCTH
AIIEKTPOHHBIX IOKYMEHTOB.

B cIy4dac €CJIM IIPpH OCYHICCTBJICHUMU TCXHHUYCCKOI'O KOHTPOJIAA YCTAHOBJICHBI
HN3MCHCHUA (I)I/I3I/I‘-ICCKOFO COCTOSIHUSI HOCUTEJICH SJICKTPOHHBIX JJOKYMCHTOB, apXH1B
opraHu3anv 110 PCHICHUIO PYKOBOAHUTCIIEI OpraHU3alvnu TOJDKCH IIPOBOJUTDH
pa60Ty 110 MICpC3aInMCH IJICKTPOHHBIX NTOKYMCHTOB Ha HOBBIC HOCHUTCIIN.

[Ipu wm3menennu ¢GopMaToB B pe3yibTaTe MNPeoOpa3oBaHUS MPOTPaAMMHO-
amnmapaTHOM Cpelbl, YXY/IIEHUs] BOCIIPOU3BOAUMOCTH 3JIEKTPOHHBIX JTOKYMEHTOB
apXuB OpPraHU3aLMK M0 PEHICHUIO PYKOBOJUTENS OPraHU3allUK T10JKEH IPOBOAUTH
paboTy Mo Mepe3anucu SICKTPOHHBIX IOKYMEHTOB B HOBBIE (JOPMATHI.



[Ipu ocymiecTBieHUN Mepe3anucy A0HKHA ObITh o0ecredeHa ayTeHTUYHOCTb,
IOJIHOTA, JOCTOBEPHOCTh, LEJIOCTHOCTh W  HEU3MEHHOCTh HH(pOpMaluy,
COJZIEpIKALLIEHCS B DIIEKTPOHHBIX JTOKYMEHTAX.

TekcTOBBIE JIEKTPOHHBIE TOKYMEHTBI, IOJBEPTIINECS IIEPE3aC B HOBBIC
dbopMaTel W/WIM Ha HOBBIE HOCUTENH, JOJDKHBI OTBEYaTh TPEOOBaHUSM,
YCTaHOBJICHHBIM ITyHKTOM 2.31 Hactosmux [Ipasuir.

2.33. Jl;ig onepaTUBHOIO JOCTYMA K 3JIEKTPOHHBIM JJOKYMEHTAaM B CIIPABOYHBIX
U TOMCKOBBIX LEISIX B apXWUBE CO3JaeTcsi (OHJ IMOJIb30BAHUS DJIEKTPOHHBIX
JIOKYMEHTOB.

2.34. Bce nocTynaromue B apXuB OPraHU3alMU JOKYMEHTHI Pa3MeEIatoTcs B
apXMBOXPAHWJIMIIAX HA CTEJUIAXaX WU B IIKagdax B MOPSIKE, COOTBETCTBYIOIIEM
OMHCSIM JIel, JTOKYMEHTOB. JIOKyMEHTBI, TeMIlepaTypHO-BIQKHOCTHBIA pPEXKUM
XpaHEHUs]  KOTOPBIX  pa3iMuY€H, JODKHBI — pa3MemaTeCs B Pa3HBIX
apXUBOXPAHWINIIAX.

2.35. Jloxymentbl ApxuBHoro ¢donma Poccuiickoit depeparuu u aApyrue
apXMBHBIE JIOKYMEHTHl JIOJDKHBI XPAaHUTBCA B KOpOOKax WM IarKax,
W3TOTOBJICHHBIX U3 O0€3BpPEAHBIX /ISl JOKYMEHTOB MaTEPHUAJIOB.

OJIEKTPOHHBIE JOKYMEHTBHI Ha (PU3UYECKU OOOCOOJEHHBIX HOCHUTEISAX
pa3MearTCs OTAEIBHO OT APYTUX TOKYMEHTOB.

Ha kopoOku NpHUKIEHBAIOTCS SPJBIKA, HA KOTOPBIX YKa3bIBAalOTCS: HOMEP
dboHaa, HOMEp ONKCHU U KpallHUE HOMEPA JIEN, Pa3MEILICHHbBIX B TaHHOW KOPOOKe.

[Topsnok pa3MenieHus: yCTaHABJIMBAETCS B 3aBUCUMOCTH OT PACCTOSTHUSI MEKTY
MOJIKAaMH, (PU3UYECKOTO COCTOSIHUS JIE, a TaKXKe OT TBEPAOCTH WA MSATKOCTH
nepermuieTa. Jlena, UMErnme TBEpAbIA MEPETUIET, YCTAHABIUBAKTCS BEPTUKAIIBHO;
C MATKUM NEPEIIETOM WIN HENEPETUIETEHHBIE - TOPU30HTAIBHO.

KopoOku He T0KHBI BBICTYIIATh 32 MPE/IEbl MOJIOK CTEIIIaKEH.

He nomyckaercs xpaHeHre JOKYMEHTOB B TPAHCIIOPTHOM Tape, B IITa0esAX, Ha
II0J1Y, ITOJJOKOHHMKAX, JECTHUYHBIX IUIOIIAIKAX U IPYTUX HE IPEAHA3HAYCHHBIX JUIS
XpaHEHUs1 TOKYMEHTOB MECTaX.

2.36. Bce momemieHusi apxuBa OpraHU3allMM, a TaKXKe CTEJUIaXKHU, MIKa(BbI,
KOHTEHHEPBI, TTOJIKH HyMepytoTcs. CTeaxu, mkapbl ¥ KOHTCHHEPbl HYMEPYIOTCS
B KQXKJIOM apXWBOXPAaHUJIUIIEC CJIeBa HANpaBO OT BXOJHOHM JBEpH, a IOJKHA Ha
CTeJUTaXkax - 1o mkadaM cBepXy BHH3, ClIeBa HAIpPaBo.

2.37. B menax oOnpenesieHUus  MecTa  XpaHEHHUs  JOKYMEHTOB B
ApPXWBOXPAHWIUIIE COCTABJISIOTCS TOMOTPAPUUYECKUE YKA3aTENH: MOCTEIUIAXKHBIC



(mpunoxxeane N 1), a mpu OonbiioM KomwdectBe (GOHAOB - MOGOHIOBHIE
(npunoxenue N 2).

2.38. N3MeHeHus, MPOUCXOISIIME B Pa3MEUICHUM JIOKYMEHTOB, JOJIKHBI
CBOEBPEMEHHO OTPAXKAThCS B TOMOTPAPUIESCKUX yKa3aTEsIX.

2.39. B xo1e npOBEPKH HATUYMS U COCTOSIHUS APXUBHBIX JOKYMEHTOB B apXHUBE
OpraHU3aliN:

YCTAaHABJINBACTCA Q)aKTHIIGCKOG HaJIMYUC COAWHHUI XPAHCHUSA U COOTBCTCTBHUC
YUCTHBIM JOKYMCHTAM;

BBIABJIAIOTCA U YCTPAHAIOTCA HCJOCTATKH B YUCTC JOKYMCHTOB,
BBIABJIIIOTCA OTCYTCTBYIOIIUC NOKYMCHTBI U OPTaHHU3YCTCA PO3BICK,

BBISIBIISIIOTCSL M YUUTHIBAIOTCSL JJOKYMEHTHI, TPEOYIOIKe NpodUiIaKTHIeCKOM
W/WJINA PECTaBPAIIMOHHO-TIPODIIAKTUYECKON 00pabOoTKHU.

BrersaBisiorcs u YUYUTBIBAKOTCA  OJICKTPOHHBIC JOKYMCHTHI, TpC6y10HII/I€
[nepe3armcCu Ha HOBBIC JJICKTPOHHBIC HOCHUTCIIM, IIPOBOJUTCA  KOHTPOJIb
(1)I/I3I/I‘-ICCKOI‘O N TCXHHYCCKOI'O COCTOAHHA CIAWHHUI XPAHCHHA, OCYILICCTBIIACTCA
IIPOBCPKA Ha HATNYHUC BPCAOHOCHBIX KOMIIBIOTCPHBIX IIPOTI'PAMM.

2.40. ITpoBepka HaNMUYUS U COCTOSIHUSA IOKYMEHTOB Ha OyMaKHBIX HOCUTEISIX
IIPOBOAMUTCS B apXMBE OPraHMW3alMd KOMHMCCHUEW WM HE MEHEE 4YEM JABYMS
pabOTHUKaMU HE pexe 0JHOro pasza B 10 JeT, 371eKTPOHHBIX TOKYMEHTOB - HE pexe
OIHOI0 pasa B S JIET.

2.41. Ilpu npoBepKe HAIUYUS U COCTOSTHUS JOKYMEHTOB B apXUBE OpraHU3aluu
HEO00XO0IUMO:

COXPaHSTh MOPSIIOK PACTIONIOKEHUS TOKYMEHTOB Ha CTEJUIaXKax, B mkadax u
KOHTEHHEepax B COOTBETCTBUHU C TONOrpaduuecKuMu ykazatensamu. [1pu nsmenenuun
PacoIOKEeHHS 1e]T HE0OXOAMMO CBOEBPEMEHHO JIeJIaTh COOTBETCTBYIOIIHE 3aITUCH
B Tonorpau4ecKux yKa3aTemsx;

nomMemaTb Ha MCCTa HAMJICKAIICIO XpPaHCHHA 06H3py>I(eHHI)Ie BO BpPCM:A
IMPOBCPKH HCITPABUJIBHO PA3MCIICHHLIC CAMHUIBLI XPAHCHUA,

U3BIMATh C MOCIEAYFOIICH U30IISIIIUEH JOKYMEHTHI, 3apayKEHHBIC TIECEHBIO HITH
JIPYTUMU  OUOJIOTHYECKUMU BpEAUTENIMA (11 JIOKYMEHTOB Ha OyMakHOM
HOCHUTENE);

HU3bIMATb CIAHWHUIBI XPAHCHHUA JSJICKTPOHHBLIX JOKYMCHTOB, COACPIKANIUC
BpPCIOHOCHBIC KOMIIBIOTCPHEIC IMporpaMmal, IIOMCIIAaTh Ha CIICIUaJIbHO



BBIICJIICHHYIO TIOJIKY (B SIIIIHK) JIJIST TOCIIEAYOIIEH 00paboTKH;
U3bIMaTh U pa3MeIaTh BCJIE 32 YATCHHBIMU Jiejia, HE BHECCHHBIC B OIKCH.

BHeceHne BBISBICHHBIX B XOJ€ TNPOBEPKM HEYYTEHHBIX Jel B OIHCH
3anpemaerca. HeyurenHble pgena mnoanexxar oOpabOTKe M OMUCAHHUIO TIOCIHE
3aBepILEHUSI POBEPKH.

2.42. [IpoBepka HAIMYUS U COCTOSIHUS JOKYMEHTOB IMPOBOUTCS ITyTEM CBEPKH
OIMMCATENIbHBIX CTaTEel OMUCH C OMMCAHUEM JIE] Ha 00JIOKKAX.

@uU3nYeCKOe COCTOSHHE JIEN ONPEACIIAETCS IIyTEM BU3YaJIbHOTO IPOCMOTDA.

JlenaTte Kakue-1M00 MOMETKU WM 3alMCU B OMUCAX JIeNl U APYTHX YUETHBIX
JOKyYMEHTax 3arpeniaerca. B KOHIE KakJIOM MNPOCMOTPEHHOM OMUCH JIENAeTCs
3anuck "[IPOBEPEHQO" ¢ ykazanueM HOMepa W JaThl aKTa MPOBEPKU HAJTUYUS U
COCTOSIHUSI TOKYMEHTOB.

2.43. IIpoBepka HaM4uUs U COCTOSTHUSI TOKYMEHTOB CUMTAETCS 3aBEPIIEHHON
II0CJIC BHECEHUS W3MEHEHHM, BBISABICHHBIX IPOBEPKOM, B YUETHBIE JOKYMEHTHI
apXuBa.

1o pe3ynpTaTaM IpPOBEPKHU COCTABIISICTCS aKT MPOBEPKU HAIMUUS U COCTOSHUS
apXUBHBIX TOKyMeHTOB (mpuioxenue N 3). [Ipu oOHapykeHnn omrOOK B y4ETHBIX
JIOKYMEHTaX COCTaBIIIETCA aKT O TEXHMYECKHX OLIMOKAaX B YYETHBIX JOKYMEHTAX
(npunoxxenne N 4). B cnydae oOHapyXeHHs JTOKYMEHTOB, HE OTHOCSIIMXCS K
JaHHOMY (OHAY, apXWBY OpraHW3allMd, HEYYTCHHBIX, TaKXKE€ COCTaBJISETCA
COOTBETCTBYIOIIMI akT (npuiokeHue N 5). YkazaHHbIe aKThl MOAMUCHIBAIOTCS
UCIIOJIHUTENSIMA WM YTBEPXKJAIOTCS PYKOBOJUTENEM OpraHU3allUd WA  €ro
3aMECTHUTEINIEM, KYPUPYIOILUM JAEATEIbHOCTh APXUBA.

2.44. Ecnaum mpoBEpKOM HalW4usl U COCTOSIHHS JIOKYMEHTOB YCTaHOBIIEHO
OTCYTCTBHE JIeJ] U IOKYMEHTOB, OPTaHU3YETCSI UX PO3BICK.

Po3bICK apXUBHBIX JOKYMEHTOB, HE OOHApY>KEHHBIX B XOJI€ MPOBEPKH,
OPraHu3yeTCsl C MOMEHTA BBISIBJIEHUSI OTCYTCTBHS U MPOBOJMUTCS B TEYEHHUE OJTHOTO
roga. Ha nenma, He oOHapyXeHHBIE B XOJi€¢ TPOBEPKH HAJIUYHS W COCTOSIHHS
JIOKyMEHTOB, COCTaBIIIETCSI aKT 00 yTpare JOKYMEHTOB (mpuioxkeHue N 6),
KOTOPBIM paccMaTpUBAETCsl KCIEPTHONM KOMHUCCHUEW (LIEHTPAIbHOM 3KCIEPTHOM
komuccuen) (manee - DK (IIDK) opranuzanuu v yTBEpKIAAETCA PYKOBOIUTEIEM
OpraHu3alyy Win ero 3amecturenem. K akTy npuiiaraercs crpaBka o IpOBEICHUU
PO3BICKA, MOATOTOBJIEHHAS W MOANUCAHHAS JMLOM, IMPOU3BOAMBIIUM IIPOBEPKY.
AKT 00 yTpaTte JOKYMEHTOB TMPEJACTABISIETCS B  COOTBETCTBYIOLIUMN
rOCYJapCTBEHHBIM (MyHULIMMNANBHBIN) apXWB WIM YIOJHOMOYEHHBIA OpraH
UCIIOJIHUTENbHOM BiacTu cyobekTa Poccuiickoit denepanuu B 0051acTH apXUBHOTO
JieJia 1 PUHSATHS PEIICHUS O CHATUM YTPAYEHHBIX JEJ C yUeTa.



2.45. ]JIoKkyMEHTBbl BBIJAIOTCS M3 AapPXMBOXPAHWIMIIA HAa OCHOBAaHUU
MICBbMEHHOIO Ppa3pelleHUs] PYKOBOJAWTENS apXvMBa OpraHuW3aldd WIA €ro
3aMeCcTHUTeNs (€CIM apXUB SIBISIETCS YUPEKICHUEM), PYKOBOAUTEINS CTPYKTYPHOTO
MOAPA3AECICHUS OPTaHU3ALNU:

pabOTHUKAM CTPYKTYPHBIX MOJIpa3/ieJICHUN OpraHu3alllu;

CyneOHbIM, MPABOOXPAHUTEIBHBIM M HHBIM YIOJHOMOYEHHBIM OpraHaMm B
COOTBETCTBHHM C 3aKOHOJATEINLCTBOM Poccurickon denepanuu;

HWHBIM ITIOJIb30BATCJIAAM I10 IMCbMCHHOMY 3asABJICHUIO.
I[OKYMCHTBI BbBIIAKOTCS U3 ApXHUBOXPAHUIIWMIL HA CPOK, HEC HpCBBIIHaIOIHI/If/'Il

OAHOI'0 MCECiala - OJis1 UCITIOJb30BaHUA pa6OTHI/IKaMI/I opraHm3aniiy 1 WHBIMH
IIOJIB30BAaTCIIsIMU

meCTH MCCAILICB - CYI[C6HBIM, IMpaBOOXPAHUTCIIbHBIM )51 HHbIM
YIIOJIHOMOYCHHBIM OpraHaMm.

HpOI[JICHI/Ie YCTAHOBJICHHBIX CPOKOB BbIAda4W JOKYMCHTOB OOITYCKACTCA C
pPa3pCiCHuA  PYKOBOAUTCIIA OopraHu3aluun Ha OCHOBaHUH IMMCBbMCHHOTI'O
IMOATBCPKACHUA  IIOJIb30BATCIIA O COXpaHeHI/II/I/ oOecrneuyeHU N COXPaHHOCTH
JAOKYMCHTOB.

2.46. Bpimaya TOKYMEHTOB M3 apXHWBOXPAHWIIWILA PETUCTPUPYETCS B KHUIE
BBIJIAYH )T U 0DOpMIISETCS:

3aKa30M (CIIy»KeOHOM 3aImMCcKO) Ha BBIIAvy JICT;

aKTOM O BbIJIaue JIeJ BO BPEMEHHOE MOJIb30BAHUE - MPU BbIJJaY€ B CTOPOHHUE
opranuzanuu (npunoxenue N 10).

[Ipu TpaHCTIOPTUPOBKE I HA JIFOObIE PACCTOSIHUS 00€CTIEUNBAIOTCS MEPHI 110
OXpaHe | 3alUTe UX OT BO3JACUCTBUS BPEAHBIX (PaKTOPOB OKPYKAIOIIEH CPEIbI.

2.47. Beinauy TOKYMEHTOB Ha OyMa)KHOM HOCHTEJIE U3 apXUBOXPAHWIHILA U
pUEeM UX OOpaTHO, B TOM YHUCIIE B Cllydae HEOOXOAUMOCTU MOJHUCTHYIO TPOBEPKY
HaJM4yusl U COCTOSIHUSL IOKYMEHTOB IEpe]] BblJauel U3 apXUBOXPAHWIHINA U TIPU
BO3BpaTe, MPOU3BOAUT PAOOTHUK apXMBOXPAHWIMINA B TPHUCYTCTBUM JIWIIA,
MOJIy4aronIero (BO3BpalIaroLIero) aea.

BMmecTo BbIlaBaeMbIX U3 apXUBOXPAHUIIUINA €IUHUI] XPAaHEHHS U OMUCEH e,
JOKYMEHTOB JIOJDKHA pa3MeIlaThCcsl KapTa-3aMecTuTeNb faena (npunoxenue N 7).
[Ipun BoO3BpalieHUHU Jejla KapTa-3aMECTUTENb U3bIMAECTCA U XPAHUTCS B apXUBE
OpraHu3aliy 10 MUHOBAHMS HaIOOHOCTH.



Jlena, BbIIaBaeMble U3 apXUBOXPAHUIIUINA, JOJKHBI UMETh apXUBHBIN MU,
IPOHYMEPOBAHHBIE JIUCTHI, JUCT-3aBepUTENb Jena (nmpuioxkenre N 8) u juct
UCII0JIb30BaHUs JOKYMEHTOB (ripuioxenue N 9).

HOI[FOTOBK& APXUBHBIX JOKYMCHTOB K BbIAA4YC H3 APXHUBOXPAHHIMIIA
BKJIKOYACT:

BBIEMKY apXHBHBIX JIOKYMEHTOB;
CBEPKY apXHMBHOI'O MIM(pa U 3aT0JI0BKOB € ONMKCHIO /1], JOKYMEHTOB;
POBEPKY (PU3NYECKOIO COCTOSHUS JIea.

OJIEKTPOHHBIE JTIOKYMEHTBHI BBIAAIOTCS M3 APXMBOXPAaHWIMIIA B BUJIE
AJIEKTPOHHBIX KONUM WM Komui Ha OyMaxHoM Hocutene. Ilpu HeoOxoaumocTu
3aBEpEeHUs KON DJIEKTPOHHBIX JOKYMEHTOB UCIIOJIB3YETCS DJIEKTPOHHAS ITOAIUCH
PYKOBOIUTENSL OPTaHNU3ALNNA WU YIIOJTHOMOYEHHOTO UM JIOJDKHOCTHOTO JIMIA WA
IIPOU3BOJMTCS 3aBEPEHHE KOMHMHM JOKYMEHTa Ha OyMaXHOM HOCUTEIE B
YCTaHOBJICHHOM Topsizike (IyHKT 5.14 Hactosmux [IpaBun).

2.48. JIoKyMEHTBI U3 apXUBOXPAHWINIIA, KAK MMPABUJIO, HE BBITAIOTCS:
Ipu HaIU4IuK (OH/A TTOJIH30BAHMS;
HaXOJSIINECS B HEYJIOBJICTBOPUTEIHLHOM (PU3UUECKOM COCTOSTHUMU.

2.49. B opraHuzauuy JAOJKHBI OBITH pa3pa0OTaHbl IUIAHBI KOHKPETHBIX
MEpPOINPUATHNA U APYTUE HOPMATUBHBIE JOKYMEHTBI, PErJIaMEHTUPYIOIINE OPSI0K
paboThl B Upe3BbIUANHBIX CUTYalHUsIX, IPU BOSHUKHOBEHUH KOTOPBIX HEBO3MOYKHO
00€eCIeyuTh COXPAaHHOCTh APXUBHBIX JOKYMEHTOB.

C coxepkaHMeM IUTAHOB MEPONPUATUN U APYTUX HOPMATUBHBIX TOKYMEHTOB,
OTIpEETSAIONMX padOTy apXuMBa OpraHM3alldd TMPU YPE3BbIYAWHBIX CUTYyalMSIX,
JIOJIKHBI OBITh O3HAKOMJIEHBI PAOOTHUKH apXHBa OpraHU3aluu.

III. YYET JOKYMEHTOB APXVBHOI'O ®OHJIA POCCUIICKOI
®EJIEPALIIN
1 IPYTUX APXUBHBIX JOKYMEHTOB B OPTAHU3AITIU

3.1. Ydery nomyiexkar Bce XpaHSLIMECSs B apXMBE OpraHU3aluy JOKYMEHTHI,
BKJIIOYAsl JIOKYMEHThl [0 JIMYHOMY COCTaBy, KOINHUU JOKYMEHTOB (poHaa
M0JIb30BaHUs (IIPU HATMYUK) U ONTUCH JeJl, JOKYMEHTOB.

3.2. Opranuzanus, SBJISTFOIIIASICS UCTOYHUKOM KOMIUIEKTOBAHUSA
roCcyJJapCTBEHHOTO (MyHULIMIIAIBHOTO) apXUBa, MPEJCTABISIET B TOCYAapPCTBEHHbBIN
(MyHUIIMITAJIBHBIN) apXUB YYETHBIE CBEJICHUS 00 00beMe M COCTaBE XPAHSIINUXCS B



apxuBe OpraHu3aliy JOKyMeHTOB ApxuBHOro (ponma Poccuiickoit @enepanuu u
JPYTUX apXUBHBIX JOKYMEHTOB B COOTBETCTBUU C PerimamMeHToM rocyJapCTBEHHOTO
ydetra JoKyMeHTOoB ApxuBHOTo (onna Poccuiickoit denepanuu, yTBEepKICHHBIM
npukazoM PocapxuBa ot 11 mapra 1997 r. N 11 (3apeructpupoBan MuHIOCTOM
Poccuu 8 uronst 1997 r., peructpanrionssiii Homep 1344).

3.3. OCHOBHBIMU €JUHUIIAMH YY€Ta APXUBHBIX JOKYMEHTOB SIBJISIIOTCS:
apXuBHBIN PoHT;

elIMHUIIA XpaHEHHs - JAeNo, JJIEKTpoHHOoe naeno (myHKT 4.34 HacTosImuX
[TpaBun).

3.4. EnquHnnaM XpaHEHUs IPUCBAMBAIOTCS YYETHBIE HOMEPA, SABIISIOIIMECS
4yacTblo apxuBHOro mugpa. CBeAeHHS O COCTaBE E€IUHUI] XPAaHEHHs] M HX
KOJIMYECTBE (PUKCUPYIOTCA B YUETHBIX JOKYMEHTAaX apXuBa.

ApxuBHbI mudp (0003HAYECHHE, HAHOCMMOE B JIEBOM HIDKHEM YIy Ha
KOKIYI0 €IUHUIY XpaHEHUs] B IEJSIX OOECIeUeHHUs ydeTa U HACHTU(UKAIIUN)
COCTOUT U3: HOMEpa apXUBHOrO (oHAA; HOMEpPA OMUCH JIE], IOKYMEHTOB; HOMEpa
€UHULIBI XpAHCHUSL.

ApXHMBHBIN MIUQPP ANEKTPOHHBIX JOKYMEHTOB, XPaHUMBIX Ha 000COOJIEHHBIX
AJIEKTPOHHBIX HOCHUTENSX, YKa3bIBAa€TCSl Ha BKJAJbILIE, BIOKEHHOM B (QyTisp
HOCUTENS. ApPXUBHBI IHUQP JNEKTPOHHBIX JOKYMEHTOB, XpPaHUMBIX B
MH(POPMAILIMOHHON CUCTEME apXUBa, SBJISETCS 00s13aTEIIbHBIM JIEMEHTOM OINKCAHUS
KOHTEIHEpa 3JIEKTPOHHOTO TOKYMEHTA.

3.5. B apxuBe opraHuzaiuud BeIyTCSd OCHOBHbIE (00si3aTebHBIE) W
BCIIOMOTATeNIbHbIE Y4eTHbIE NOKyMeHThl. CocTaB M (OpMBI OCHOBHBIX YYETHBIX
JIOKYMEHTOB OIIPEJIESFOTCS B COOTBETCTBUU ¢ HacTosmmmu [IpaBunamu. Coctas u
GbopMBl  BCIIOMOTATENBHBIX YYETHBIX JIOKYMEHTOB OMPEICISIIOTCS apXHBOM
OpraHU3allHd CAMOCTOSATEIBHO.

3.6. B cocrtaB OCHOBHBIX (00s13aTE€TBHBIX) YYETHBIX JOKYMEHTOB apXuBa
OpTraHU3alliN BXOJISIT:

KHHTA y4JeTa MOCTYIIICHUS U BBIOBITUS 1N, JOKyMEHTOB (mpuioxkenue N 11);
criicok ¢ouaoB (nmpmitoxenue N 12);

nuct ponna (npunoxenue N 13);

OIKCH J1e], JoKyMeHTOB (mpuioxenus N 14, 15, 16, 17, 18);

peectp onmucel (mpuioxenue N 19).
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3.7. B KHHTy yuyeTa TOCTYIUICHHS U BBIOBITUA Ji€J, JOKYMEHTOB
II0CJIEI0BATEIBHO BHOCATCS BCE IIEPBUYHBIE Y IOBTOPHBIE ITOCTYIUICHUS (BBIOBITH)
nein, JokyMeHToB. Kaxnoe nocrymieHue (BbIObITHE) B IIpelieaax OTUYETHOTO roja
II0JIy4aeT MOPAAKOBBIA HOMEP B BAJIOBOW IOCIIEOBATEIBHOCTH.

E)KCFOI[HO Ha 1 SAHBApsA IIOABOAUTCA HTOI' KOJUMYCCTBA IIOCTYIIMBIINX H
BBLIOBIBIIINX 34 roJa acii, IOKyMCHTOB.

3.8. Crucok QOHIOB BEJETCS B apXUBE OpraHU3aIlUH, XPAHSIIEM JOKYMEHTBI
oonee ogHoro gonHga. B crnucok GpoHIOB apXUBHBIA (OHJ 3aMKCHIBAETCS TOJIBKO
OJIMH pa3, IpU MEPBOM MOCTYIUIEHUU B apXuB opranusauui. [lo crucky ¢GoH10B B
BaJIOBOM MOPSAKE €My IIPUCBAUBAETCS YUETHBIN HOMED, KOTOPBIN COXpaHsAeTCs 3a
HUM BO BCEX YUETHBIX JTOKYMEHTaX.

B cinydae nmepenaun apxuBHOro (hoHIa B APYrod apxuiB, BKIIOUEHHS €ro B
cocTaB OOBEIUHEHHOTO apXMBHOrO ()OHAA WIM BBIIEIEHUS BCEX JAOKYMEHTOB K
YHUUYTOKEHUIO OCBOOOJMBILIMICS HOMEp JpYyroMy apxXxuBHOMY (OHIYy HeE
IIPUCBAaNBACTCS.

OObenuHeHHbIE apXUBHBIE (DOHIBI U APXUBHBIE KOJUIEKIIMM YUUTHIBAIOTCS HA
oOmux ocHoBaHUsX. OOBEAMHEHHOMY apXWBHOMY (OHAY, OOpa30BaHHOMY W3
apXUBHBIX (POHJIOB, PAHEE YUTEHHBIX CAMOCTOSATEIBHO, MPUCBAUBAETCS HOMEP
OJIHOTO U3 apXMBHBIX (DOHIOB, BKIIOUYEHHBIX B €70 COCTaB.

B apxuBax opranuzanuii - HICTOYHMKOB KOMIUIEKTOBAHHUS TOCYIapCTBEHHBIX
(MYHUIIMITAJIBHBIX ) apXUBOB MIPOCTABIISIETCS HOMEP apXMBHOTO (POH/IA, 32 KOTOPBHIM
OH YUYTEH B FOCYJJapCTBEHHOM (MYHUILIMIAIIBHOM) apXUBE, U KOTOPBII COXpaHsETCs
3a HUM I[OCJIE IOCTYIUUIEHHS €r0 JJOKYMEHTOB Ha IIOCTOSIHHOE XPaHECHUE.

Hazpanue apxuBHOro (oHIa BHOCUTCS B CHHCOK (DOHIOB Ha OCHOBAHHUH
UCTOPUYECKON CIIpaBKH K (POHAY WIIM TUTYJIBHOTO JINCTA OMKUCH JIE], TOKYMEHTOB.

Ha3Banue apxuBHOro (QoHIAa COCTOMT HW3 TMOJHOrO M (B CKOOKax)
COKpAalleHHOTO0  HAauMMEHOBaHUS  (oOHI000pazoBaTens, C yKa3aHUEM €ro
NOJYMHEHHOCTH, MECTOHAXOXJIEHHUs, JaT Co3JaHus U JHUKBUJanuu. Eciou
HaMMEHOBaHUE (QoHI000pa3oBaTensi HU3MEHSJIOCh, TO B cOUCKe (POHIOB
YKa3bIBAETCS €ro IMoclieJHee Ha3BaHWE B paMKax MEpHOa, 32 KOTOPBIM MPUHSTHI
JOKYMEHTHI. Bce mpenpiayime nepenMeHOBaHusl OTMEYAloTCs B JiucTe GoHIa.

Ha3zBanue oOBeIMHEHHOTO apXWBHOTO (OHIA COCTOUT U3 OO0OOIIEHHOTO
Ha3BaHUS BKIIOUYEHHBIX B HETO AapXWBHBIX (OHIOB, W3 TIEPEUHS Ha3BaHUU
CMEHSIBIIMX JIpyr Jpyra opranu3anuii. KoOHKpeTHble HauMEHOBaHUSI BCEX
OpraHu3alnid, TOKyMEHTHI KOTOPBIX BOIUIM B 0OBETUHEHHBIN apXUBHBIN (HOHJ, a
TaK)Ke UX TIEPEMMEHOBAHMS YKa3bIBAIOTCS B JIUCTE (POHTA.

B Ha3zBaHMM apXMBHOW KOJUJIEKIIMM YKa3bIBAE€TCS MpPHU3HAK (MpPHU3HAKU) €€



(dbopMupoBaHUSL.

E)KCFOI[HO Ha 1 SHBApsA K CIIUCKY (1)OHI[OB COCTaBJLICTCA UTOroBas 3allMChb O
KOJIMYCCTBC APXUBHBIX (1)0HI[0B, IMOCTYIIMBIINX U BBIOBIBIIINX B TCUCHHE roga, u
06H.[€M KOJIMYCCTBC apXHUBHBIX (bOHI[OB, HaxoOsAIMHrXCA Ha XpaHCHHUHN B apXHBC.

Crucok (OHAOB 3aKIIOYaeTCs B TBEPAYIO OOJIOXKKY, JUCTHI HYMEpYIOTCH,
COCTABJISICTCS JIUCT-3aBEPUTEIIb.

3.9. Jlucr donma cocraBmseTcs Ha Kaxabli apXxuBHBIM (oHa. B Hem
YYUTBIBAIOTCS BCE OMHCH JIe]l, TOKYMEHTOB (hOH/Ia.

Jluct ¢Qonga MoxkeT OBITH MEPECOCTaBICH TOJBKO B Clyyae, €ClId OH
HEUCIPAaBUMO TMOBPEXKIEH WIM NEPEecTaeT oTpaxarb (PaKTUYECKOE COCTOSHUE U
o0bemM apxuBHOro ¢onna. B cimyuae mnepecocraBieHus jucta (QoHIa paHee
JeficTBOBaBIIMHI JHUCT (poHAa moMeniaercs B 1e10 Gonaa. B BepxHem npaBom yrity
oboux nucTOB (poHAa nenaroTcss oTMeTku: "JIMCT mepecoctaBieH" ¢ yka3aHHEM
JaThl IEPECOCTABIICHUS, TOJPKHOCTH U MOJIUCH COCTaBUTEIIS.

JIucTel HOHAOB XpaHITCS B MOPSAKE HOMEPOB apXuBHBIX (poHI0B. K Kaxmpon
Marnke COCTaBJISETCS JINCT-3aBEPUTEIIb, T/I€ YKa3bIBAIOTCS HaYallbHbIE U KOHEUHBIC
HOMEpa apXWBHBIX (OHIOB U OOINEE KOJIMYECTBO ApPXMUBHBIX (POHIOB, JIUCTHI
KOTOPBIX HaXOASATCS B MAIKe.

3.10. B onucu nen, 1OKyMEHTOB (TOJIOBOM pasjielie OMUCH Je, JOKYMEHTOB)
CAVHUIIBI XPAHEHUS YYUTHIBAIOTCS B COOTBETCTBHHM C CHCTEMaTu3aleil 3a
MOPSIIKOBBIMHA YICTHBIMA HOMEPAMHU.

[TepBoMy romoBoMy paszeny OMKMCH /e, JOKYMEHTOB (JOH/Ia MPUCBAUBACTCS
HOMED 10 JTUCTY (HOHIa, BCE MOCIEAYIONTUE TOA0BBIC pa3/IeIIbl YUCISATCS 32 JAHHBIM
HOMEPOM JI0 3aBEPUICHUS OIKCH.

He nomyckaercst MpucBOEHUE OMUCAM 1€, JOKYMEHTOB OJMHAKOBBIX YUYETHBIX
HOMEpPOB B Ipefiesiax OqHOro (hoHAaa.

B koHIIE BCEX 3K3EMIUISIPOB OMHUCH A€M, JOKYMEHTOB J€JaeTCsi UTOTOBas
3aIMCh, B KOTOPOM YKa3bIBACTCS KOJUYECTBO HAXOAAIIMXCS HA XPAHEHUU €IUHULL
XpaHEHUs, MNEPBBIA M IIOCICIHUM HOMEpa E€IWHUIl XPaHEHUs 10 OIIUCH,
YKa3bIBAIOTCS WMEIOIIHMECS MPOMYCKH HOMEPOB, JHUTEPHBIE HOMEPA, BHIOBIBIINE
SMHUIIBI XPAHCHHS] 1 OCHOBAHUE BBIOBITHA.

ITocne KaXXJ10TO MOCTYIIJICHUS UJIA BBLIOBITHS JAOKYMCHTOB COCTaBJISICTCA HOBAsd
HUTOIroOBasA 3allMChb K OIIMCH [ACJI, AOKYMCHTOB, KOTOpasA IMMOAIMUCBIBACTCA €€
COCTAaBUTCJIEM C YKA3aHHUECM NOJKHOCTH U AAaThl COCTABJICHMA.

Ecmu onuck ACJ, JOKYMCHTOB COCTOUT M3 HECKOJBKHX I'OAOBBIX pPas3aciioB,



TOMOB, UTOTOBAsI 3aIIUCh COCTABJISIETCA K Ka)KJIOMy F'OJJOBOMY pa3fieny, TOMY; KpOMe
TOTO, K KaXJIOMYy IMOCJIEIYIOUEMY T0JI0BOMY paslieldy, TOMY B HapacTarolleM
MOPSIJIKE COCTABIISIETCSA CBOJIHASI UTOTOBAs 3aMKCh.

FOILOBLIG pa3aciibl, €CJIIM OHHU HC ABJIAIOTCA 3aKOHYCHHOU OIIMChIO, HC
MOoAMMUBAIOTCA U HC IICPCIUICTAOTCA; OHU XPAHATCA B apXHBC B ITAIIKaX.

3aKoOHYEHHAasl OMHUCh JIeNl, JOKYMEHTOB JOJKHA BKJIOYaTh He Oosiee 9999
CAMHUI] XpaHEHUSI.

3aKOHYEHHasl OMNMCh J€J, JOKYMEHTOB BMECTE€ C THUTYJIbHBIM JIUCTOM U
CIPABOYHBIM alnapaTroM K HEH 3aKIII0YaeTCs B TBEPAYIO OOJOKKY, HyMEpPYeTCs U
MOJIIMBAETCS WM NEPETIETACTCA.

Kaxcz[aﬂ 3aKOHYCHHAA OIMIMCh ACJI, JOKYMCHTOB, TOM OIIMCH ACJI, JOKYMCHTOB
AOJDKHBI UMCTD JINCT-3aBCPUTCIIb.

3.11. Ilpn Hamuuuu B apXWBE OpraHMU3allMU JIBYX U Oojee omuced jed,
JIOKYMEHTOB BeJieTcs peecTp onucei (nmpuioxenue N 19).

Onucu nen, JOKYMEHTOB BHOCSATCS B PEECTP ONHMCENM B XPOHOJOTHYECKON
IIOCJIEA0BATEIbHOCTH IMOCTYILIEHUS I10J COOTBETCTBYIOIUMMHU IOPSAKOBBIMU
HOMEpaMH.

B peectpe ommceit (UKCHPYIOTCS OCHOBHBIC JaHHBIE IO COCTABY Ka)KIOM
MOCTYMNUBILICH B apXUB OpraHU3aIMy OMUCH e, JOKYMEHTOB: HoMep (OoHa, HOMEp
OMKCH, KOJIMYECTBO E€UHUIl XPAHEHUS B OMKCH, KOJUYECTBO JIMCTOB B OIMKCH U €€
AK3EMILISIPOB.

3.12. [JInd UEHTpanu30BaHHOTO TOCYJApCTBEHHOTO Yy4yeTa JOKYMEHTOB
ApxusHoro ¢gonna Poccuiickoit @enepannn B apXxuBe OpraHU3allvu, sIBISIOMEHCS
UCTOYHUKOM KOMILJIEKTOBAaHUSI TOCYJapCTBEHHOro (MYHMIIMIIAJbHOTO) apXuBa,
COCTaBJISIETCS MACTIOPT apXMBa Opra"nuzanuu. <l>

<1> @opma mnacnoptra apxuBa OpraHU3alMM YCTaHOBJIEHa PermaMeHTOM
roCyapCTBEHHOTO y4eTa TOKyMeHTOB ApxuBHoro ponna Poccutickoit denepanuu
(yrBepxaeH npukazoMm PocapxuBa ot 11 maprta 1997 r. N 11, 3apeructpupoBan
Muntoctom Poccun 8 uronst 1997 r., peructpanriondsiii Homep 1344).

3.13. ApxuB OpraHu3anyy MOYKET BECTH TAKKE y4ET B aBTOMATU3UPOBAHHOM
pexume - B Buje yueTHbix 0a3 ganHbix (b/1).

VYyetnsie b/] npuMeHsOTCS BO B3aUMOCBSI3H € IPYTUMU UH(OPMAIIMOHHBIMU
b/l, umeromuMucs B apXuBe OpraHM3allM, W JODKHBI OBITh COBMECTHMBI C
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COOTBETCTBYIOIIMMH y4eTHbIMU B/ rocygapcTBeHHBIX (MyHULIMIIAIIBHBIX ) aDXUBOB
Y OPraHoOB YIIPABJICHUs aPXUBHBIM JICJIOM.

3.14. VYdyeTHble HOKYMEHTBl apXuBa OpraHU3allid, KpOME OIHCeH e,
JIOKYMEHTOB, MpeIHA3HAYAIOTCS JIJIsl CIY>KEOHOTO MOJIb30BAHUS U MOJIB30BATEISAM
HE BBIJIAIOTCHI.

3.15. Yder nocTymieHus: ¥ BHIOBITUS JI€]T, TOKYMEHTOB B apXUBE OpPTaHU3alNU
OCYLIECTBIISIETCS. HA OCHOBAaHUH:

OIUCHU €N, TOKYMEHTOB CTPYKTYPHOI'O IOJpAa3JEIeHUs U TOJI0BOrO pasjeia
CBOJIHOM OMHCH JI€Jl, TOKYMEHTOB OpraHU3allly;

HOMEHKJIATYphbl A€ OpraHu3aliy, 3aMEHSIOIIEN TOAOBOM pa3lesl CBOIHOM
OIMCH JIe]1, TOKYMEHTOB OpraHU3allu;

aKTa 0 TEXHUYECKHUX OIINOKaXxX B YUYCTHBIX JOKYMCHTAaX (HpHJIO)KGHI/Ie N 4),

akta 00 OOHapyKeHHH JOKYMEHTOB (HE OTHOCSIIMXCA K JaHHOMY (OHIY,
apXuBy, HEyYTeHHBIX) (mpuitokeHue N 5);

akTa 00 yTpare ToKyMeHTOB (mpuiiokenue N 6);

daKTa aneMa-HepezLan/I apXI/IBHBIX I[OKYMGHTOB Ha XpaHeHI/Ie (HpI/IJ'IO)KeHI/IG N
20);

aKTa O BBIJICJICHUU K YHUUYTOXKCHUIO apXUBHBIX JIOKYMEHTOB, HE MOJJIEHKAITUX
xpaHeHuto (npuiioxenue N 21);

dKTa O HCHUCIIPABHUMBLIX IMOBPCKICHUAX APXUBHBIX HOKYMCHTOB (HpI/IJ'IO)KeHI/Ie

N 22).

Ha ocHOBaHMu yka3aHHBIX IOKYMEHTOB BHOCATCSI HEOOXOUMBbIE U3MEHEHUS B
OCHOBHbBIE (00s13aTeNIbHBIC) YUETHBIE IOKYMEHTHI apXUBa:

B KHUTY y4eTa IOCTYIIJICHUS U BBIOBITUSA J1€]1, JOKYMEHTOB (nmpuioxxkenue N 11)
u B iuct ¢ponaa (mpuioxenue N 13) - npu KakJoM U3MEHEHUHU B COCTAaBE U 00bEME
JIOKyMEHTOB apX1Ba OpraHU3alNH;

B criucok GoHoB (mprioxkenHue N 12) - mpu MOCTYIIIEHUHA HOBOTO apXHUBHOTO
dboHma WM BBHIOBITHH BCEX JEJ, JOKYMEHTOB, HAXOJMBIIETOCS Ha XPaHCHHUH
apxuBHOTO (poHga <1>;

<1> B rpade "OtmeTKa 0 BbIObITHH (HOHAA" criicKa (DOHIOB yKa3bIBAETCS, Ky1a
BbIOBUT apXUBHBIM (OHI, a TaKke JaTa U HOMEpP JAOKYMEHTa, Ha OCHOBAHUU



KOTOPOTO OH BBIOBLIL.

B peectp onmcer (mpmioxenue N 19) - mpu MOCTYIJICHUU HOBOW OTIMCH HJTA
BBIOBITUM BCEX CIMHUII XpPaHCHUsS, HAXOJUBIICHCS Ha XpaHeHuu omucu. Homep
BBIOBIBIIICH OTIMCH JIPYTHUM OITKCSIM JIeJl, IOKYMEHTOB HE MPHUCBAMBACTCS M OCTACTCS
CBOOOIHBIM;

B OIIMCHU ACJI, JOKYMCHTOB - IIPpH KaXXIOM ITOCTYIIJICHUHN 1/VIU BBIOBITHT ACII,
JAOKYMCHTOB, YYTCHHLIX B HaHHOﬁ OIINCH.

COOTBeTCTBYIOH_[I/Ie HU3MCHCHHUS BHOCATCA BO BCIIOMOI'aTCIBHBIC YYCTHBIC
JOKYMCHTHI.

Bce akThl, JOKYMEHTUPYIOUIUE PE3YJIbTAaThl apXUBHBIX Pa0OT, BKIIOYAIOTCS B
neno poHaa, KOTOPOE 3aBOAUTCS HA KaXAbId (POHJ, HAXOASAIINIICS Ha XpaHEHUU B
apXHWBE OPraHU3aLNH.

HGHO (bOHIIa, Hapaay € JOKYMCHTAMH, OTpAKAIOIMIMMH HCTOPHIO (1)OHI[a )51
(bOHIIOO6paSOBaT€JIH, BKIHOYACT YUYCTHBIC  JOKYMCHTBI, XapaKTCPU3YIOIIHNC
N3MCHCHMUA (bOH,ZIa.

IV. KOMIUVIEKTOBAHUE APXNBA OPI'"AHU3AILIMN JOKYMEHTAMU
APXNBHOI'O
®OHJIA POCCUNCKOUN ®EEPAIIMN U JPYT MU APXUBHBIMU
JOKYMEHTAMMU

4.1. loxymentsl ApxuBHoro ¢onna Poccuiickoit denepanum u JOKyMEHTHI
BpeMeHHBIX (cBbilie 10 1eT) CpOKOB XpaHEHUsI, B TOM YHUCJIE 10 JIMYHOMY COCTaBy,
NepearTcs B apXUB OpraHu3allii HE paHee, YEM 4Yepe3 OJIMH T'OJl U HE IMO3JHEE,
YeM 4epe3 TPU I'ojia MOCJE 3aBEPIICHUS A€M B IEJIONPOU3BOJICTBE.

JIOKyMEHTBI 110 TUYHOMY COCTaBY TOCYAAPCTBEHHBIX TPAKIAHCKUX CITY>KAIIUX
M MYHHUIUIAUIBHBIX CIIYXAaIlIMX, YBOJEHHBIX C TOCYJIApPCTBEHHON TI'PAXKIAHCKOMN
CITY>KObl WJIM MYHULUNAIBHOM CITY>KObI, MEPEAAtOTCS B apXUB OpraHU3alldd IO
ucreueHuu 10 et co AHSA YBOJbHEHUS.

4.2. Jlena BpeMeHHBIX (10 10 JIeT BKIIOUUTEIHHO) CPOKOB XpaHEHUS! B apXUB
He nepenarorca. OHU XpaHATCS B CTPYKTYPHBIX OJIPAa3IEICHUSAX OpraHu3aliuu U 10
VCTEYEHUHU CPOKOB XPAHEHUS MTOJIEKAT YHUUTOKEHHUIO B YCTAHOBIIEHHOM MOPSIKE.

B HCKIIIOUUTENBHBIX CITy4asiX MO PEHICHUIO0 PYKOBOJAUTEIISI OPTaHU3alldM JeTia
BpeMeHHBIX (70 10 JIeT BKJIIOUUTENIBHO) CPOKOB XPaHEHHUsS IMEPEIal0TCs B apXuB
OpraHu3alyu 110 OIKCSIM JIeJ, JOKYMEHTOB WM 10 HOMEHKJIAType Jell.

4.3. JIokyMeHTBI MOCTYHNAlOT B apXUB OPraHU3allMd TOCJEe MPOBEJICHUS
AKCIEPTU3BI IEHHOCTH.



4.4. Pemenuss o BKIIOYEHHMH B cocTaB ApxuBHOTO (Qonma Poccuiickoii
denepanuy KOHKPETHBIX JOKYMEHTOB NMPUHUMAIOTCS SKCIEPTHO-TIPOBEPOUYHBIMU
KOMHUCCUSMH  (PeiepalbHbIX TOCYAApCTBEHHBIX ApXUBOB U YIOJHOMOYEHHBIX
OpraHOB HCIIOJHUTENLHON BIIacTH CyOBeKTOB Poccuiickoit denepanuu B 00J1acTH
apxuBHoOro jena (nanee - SI1K apxuBHOTO yUpekeHuUs) B MPEIeiax KOMIETEHIUH.

4.5. ]_[CJ'ILIO OKCIICPTHU3bI HCHHOCTU JOKYMCHTOB B OPTaHHU3alINU ABJISICTCA:

0TOOp TOKYMEHTOB ISl BKIIIOUEHHS B cocTaB ApxuBHOTO Qonaa Poccuiickoit
denepaunu;

BBIABJICHUC NOKYMCHTOB, HC ITOAJICIKAIIIUX I[&J'IBHE?IZIHGMY XPAaHCHUIO.

3KCHepTI/13€ OCHHOCTHU IMOAJICKAT BCC JOKYMCHTBI OpraHu3alli HEC3aBUCHUMO
OT BUAOB HOCHTEJICH U CIIOCOOO0B 3aITHCH.

Jlo npoBeieHus IKCIIEPTU3bI IIEHHOCTH B COOTBETCTBUHU C IMyHKTamu 4.6 - 4.13
HacTosmux [IpaBuil yHUYTOXXEHUE JOKYMEHTOB 3aIpeIaeTCs.

4.6. DKcriepTH3a IECHHOCTH IOKYMEHTOB ITPOBOJAUTCS HA OCHOBE:

JNEUCTBYIOMIETO 3aKOHOJATEIbCTBA M MHBIX HOPMATHUBHBIX IPABOBBIX aKTOB
Poccuiickoit ®egepanuun B 007acTH apXUBHOTO Jeia, UWHOOpPMAIUU U
JIOKYMEHTAITMOHHOTO 00€CTIeYeHUs yIIpaBIeHUsI;

TUMOBBIX, BEJOMCTBEHHBIX M HWHBIX IEPEYHEH JIOKYMEHTOB C YKa3aHUEM
CPOKOB UX XPaHEHUs, TUIIOBBIX U IIPUMEPHBIX HOMEHKJIATYP AEJ.

4.7. B opraHuzanuu Jjis NPOBEICHHUS SKCIEPTU3bl LIEHHOCTU JTOKYMEHTOB
co3faercs dkcnepTHas komuccus (aanee - IK) <1>. B opranuzanusix, UMEIOIUX
CIIOKHYIO CTPYKTYPY W/WIW TIOABEJOMCTBEHHBIC OpraHu3alluu, CO3Jal0TCs
LEHTpaJIbHbIE FKCIIEPTHBIE Komuccuu (nasnee - [DK).

<1> Jlnsa mpoBeAeHUs SKCIEPTU3bl IEHHOCTH HAYYHO-TEXHUYECKON U IPyrou
CHEIUAIbHOW JOKYMEHTAllMM B OpraHu3aluu MoxeT ObIThb co3fgaHa OK,
BKJIFOYAIOIIAs COOTBETCTBYIOIIMX CIEUATIUCTOB.

4.8. IIDK (OK) sBnsercs coBemaTeNbHBIM OPraHoOM IpU PYKOBOAUTENE
OpraHM3aliM, CO37aeTCs TNPUKA30M OpraHU3alliu, JCUCTBYeT Ha OCHOBAHHUH
HIOJIOKECHHUS.

3amaun u ¢pynkuuu DK (OK) opranuzanum - uCTOYHUKA KOMIUJICKTOBAHUS
ONPEICTAIOTCA MOJ0KEHUEM, YTBEPKAAEMBIM PYKOBOAUTEIEM OpPTraHU3alIH.



4.9. OcnoBhoil 3amaueir 1IOK (OK) sBasercs opraHusainus U MNPOBEACHHUE
HKCHEPTU3bI IEHHOCTH JOKYMEHTOB.

OcuHoBubiME ¢yHkumsaMu LIOK (OK) sBastores:
OpraHu3aIusl €KETOTHOTO 0TOOpA JIeT JIsk XpaHCHUS U YHUUITOXKEHUS;

PAacCMOTPEHHE M COTJIaCOBAHUE MPOEKTOB HOMEHKJIATYPhI J€1 OpraHU3aluH,
OMHCeH Jel, NOKYMEHTOB MOCTOSSHHOTO M BpeMeHHbIX (CBbImie 10 jeT) cpokoB
XpaHEHHUsI, B TOM YHUCJIE 10 JIMYHOMY COCTaBY, aKTOB O BBIJICJICHUU K YHUUTOKCHUIO
JIe1, HE MOJIEXKAIINX XPAHEHHIO, U IPYTUX AKTOB;

MTOATOTOBKA MPEUIOKEHUHN 00 ONPENEICHUH CPOKOB XPaHEHHU IOKYMEHTOB, HE
IPEyCMOTPEHHBIX NEPEUHIMH <1>, 1 00 U3MEHEHUH CPOKOB XPAHEHHUS OTJEJIbHBIX
KaTeropuil TOKyMEHTOB, YCTAHOBJICHHBIX IIEPEUHSIMY;

<1> DOK opramuzanmii, NEpPENAOIIMX JOKYMEHTBl Ha XpaHECHHE B
rOCyAapCTBEHHBIE apXUBBI, MIPEACTABIISIIOT COOTBETCTBYIOIME Npeioxkenus JIIK
APXUBHOTI'O YUPEKICHHUS.

yY4aCTuC B IIOATIOTOBKC MW PACCMOTPCHHU IIPOCKTOB HOPMATHBHLIX H
MCTOAUYICCKUX JOKYMCHTOB I10 BOIIPOCaM pa60TbI C IOKYMCHTAMHU B OpraHU3alllu;

METOIUYECKOE PYKOBOJICTBO paboTaMu B 00J1aCTH 00ECIICUCHUS COXPAHHOCTH
JTOKYMEHTAJIBHOTO W apXUBHOTO ()OH/IOB OpTaHU3AIIHH.

4.10. DkcriepTr3a HEHHOCTU JOKYMEHTOB B OpraHU3alyy IPOBOAUTCS:

B ACIIOIIPOU3BOACTBC - IIPHU COCTABJICHHH HOMCHKIIATYPHI ACJI OpraHu3anuu U
IIPpH IIOATOTOBKE ACJI K IICPCAaYC B aPXUB,

B apXWBC OpraHu3alvy - B IPOLECCC IMOATOTOBKM €I K IICPpCaaydc Ha
IIOCTOAHHOC XPAHCHHUC.

4.11. DkcniepTr3a HEHHOCTU JOKYMEHTOB ITPOBOJIUTCS €KETOTHO.

ITo pe3ynbTaTaM 3KCHEPTHU3BI LIEHHOCTH B CTPYKTYPHBIX MOAPA3AEICHUIX
OpraHU3allid  COCTaBJISIIOTCS  OMHMCU €N CTPYKTYPHBIX  MOJpa3/ieiICHUI:
MOCTOSIHHOTO, BpeMEHHBIX (CBbIlIE 10 J1€T) CPOKOB XpaHEHUS], 10 JUYHOMY COCTaBY
(mpunoxxenne N 23, 24), Ha OCHOBE KOTOPBIX B apXHUBE OPraHU3aIiy COCTABIIAIOTCS
rOJIOBBIE Pa3/iesibl COOTBETCTBYIOIINX CBOJIHBIX OMUCEHN A€, TOKYMEHTOB.

Ha pena ¢ ucrekmmMu cpokamy XpaHeHUs B CTPYKTYPHBIX MOAPA3ICIICHUSAX
OpraHu3alMy COCTABISAIOTCS MPEIJIOKEHUS K aKTy O BBIJICIEHUU K YHUUTOKECHUIO



JOKYMEHTOB, HE TIOJUIeXKAIUX XpaHeHuo (110 ¢popme akrta, mpuioxkenue N 21).

Ha ocHoBe mpemiokeHUl  CTPYKTYPHBIX  MOApA3ACICHUd  ciyx0a
JIEJIONPOU3BOICTBA OPTaHU3AIlMK COCTABIISET aKT O BBIACICHUHM K YHUYTOXECHUIO
JIOKYMEHTOB, HE MOJIJICKAIUX XpaHeHUIo (ripuioxenue N 21).

I[ena BKIIFOYAKOTCA B AKT O BBIACJIICHUM K YHHYTOXCHHUIO OTOKYMCHTOB, HC
MMOJICKAIMUX XPAHCHUTIO, CCIIN HpGI[YCMOTpCHHLIﬁ I HUX CPOK XpaHCHUA UCTCK K
1 SHBApPA roza, B KOTOpOM COCTABJICH aKT.

Hena ¢ ormetkor "OIIK" <1> momyiexkar MOIMCTHOMY IMPOCMOTPY B LEIAX
BBISIBJICHUSI IOKYMEHTOB, MOJUICKAIINX MOCTOSIHHOMY XpaHEHUI0. BhIsABICHHBIC B
TaKuX JieJIaX JTOKYMEHTBI IOCTOSSHHOTO XPAHEHUS BBIJEISIOTCS U IPUCOSAUHSIIOTCS
K OJTHOPOJIHBIM JiejaM Uiu (GOPMUPYIOTCS B CAMOCTOSITEIIbHBIE JIea.

<1> Ormetka "DIIK" o3Hayvaer, 4TO 4aCTh JOKYMEHTOB MOXKET ObITh OTHECEHA
K CPOKY XpaHEHUs "TTIOCTOSTHHO" .

OcranbHble gokyMeHTBl ¢ oTMerkon "OJIIK" BxirowaroTcs B akT Ha
yHuutoxxenue. [Ipu atom ormerka "IIIK" B akTe He yka3biBaeTcs.

Onucu Ha ena, TOKYMEHTBI IOCTOSIHHOTO XPAaHEeHUS U TI0 JINYHOMY COCTaBy U
aKThl Ha YHUYTOXKEHHE JIOKYMEHTOB paccMmarpuBatorcs Ha 3acemannu [[OK (OK)
onnoBpemenHo. Ilo utoram paccmotpenus [[OK (DK) cormacoBwiBatroTCsi omucu
Jel, JTOKYMEHTOB TOCTOSSHHOTO XPaHEHHUs] W MO JIMYHOMY COCTaBy M aKThl O
BBIJICJICHUN K YHUUTOXXEHUIO JJOKYMEHTOB.

CornacoBannbie [[OK (OK) opranuzanuu onucu Jeia JOKYMEHTOB (TOJ0OBbIE
pazzensl) npeacTaBisitorcs: Ha paccmoTpenue I1IK:

IMOCTOAHHOTI'O CPpOKa XPaHCHHUA - Ha YTBCPKICHUC,
I10 JINYHOMY COCTaBy - Ha COI'JIaCOBAHUC,

OIIK YTBCPKAACT OIMNCH JCII ITOCTOAHHOTO XPAHCHUA U COINIACOBBIBACT OIMMCHU
ACJI 110 JINYHOMY COCTAaBY.

Omnwucu aein, TOKyMEHTOB (FOJI0BBIE pa3/eibl) HAIIPABIIAIOTCS HA PACCMOTPEHHE
OIIK B Tpex sk3eMIUIsIpax Ha OyMa)XHOM HOCUTEIE W OJHOM SK3EMIUISIpE Ha
JIEKTPOHHOM HOCHTEJIE Yepes3 3 roza MOCie 3aBEPIICHUs 1] B IEJIONPOU3BOICTBE.

[Tocne yrBepxkaenus u cornacoBanus JIIK onucelt nen, T0KyMEHTOB OMUCH U
aKT O BBIJICJICHUM K YHHUYTOXXCHUIO JOKYMEHTOB, HE IOJICKAIMUX XPAHEHHIO,
YTBEPKIAIOTCS PYKOBOAUTEIEM OpPraHU3AllMM, MOCJE YETO 1A, BBIICICHHBIE 110



aKTy K YHUYTOXCHUIO, MOTYT ObITh YHHUTOKEHBI.

4.12. OpraHuzanuu, B ACATEIbHOCTH KOTOPBIX HE CO3JAIOTCS JOKYMEHTBI
ApxuHoro ¢onna Poccuiickoit deneparuu, co3qai0T OMUCH J€d MO JTUYHOMY
COCTaBy M ONHUCH el BpeMeHHbIX (cBbilie 10 JeT) CpOKOB XpaHEHUS U
00eCIeunBaIOT UX COXPAHHOCTb.

OpFaHI/ISaHI/II/I TAKKC COCTABJIAIOT aKTbl O BBIJICJICHHMHU K YHHYTOXCHHIO
AJOKYMCHTOB, HC IIOMJIC)KAIINX XPAHCHUIO, U YHHUYTOKAIOT YKA3daHHBIC JOKYMCHTBI
IO UCTCYCHHUHN CPOKOB UX XPAHCHUA TOJIBKO ITOCJIC COCTABJICHUA I'OAOBLIX Ppa3aCI0B
omnucen ACI 110 IMYHOMY COCTaBy 3a COOTBCTCTBYI-OHII/Iﬁ MNCpruoa U UX YTBCPIKACHUSA
PYKOBOIUTCICM OPraHHU3alluH.

4.13. Jlena Ha OYMa)XHOM HOCUTEJIC, BBIJCICHHBIE K YHUYTOXEHUIO,
nepesaloTcsl Ha YHUUTOXKEHUE (YTWIM3alMIO) MO aKTy O BBIICICHUH K
YHUYTOXXEHUIO JTOKYMEHTOB (mpuioxkenue N 21), a Takke Ha OCHOBAHMHM HHBIX
JIOKyMEHTOB, TOATBEpXKAAIOMUX (aKT coadum JOKYMEHTOB Ha YHUYTOXKEHUE
(yTUIM3a1umio).

DNEeKTPOHHBIE Jella C UCTEKIIMMHU CPOKaMU XPaHEHUs TOJIICKAT BBIJCICHUIO
K YHHYTOXEHHUIO Ha OOIIMX OCHOBAHMSIX, TIOCIIE YETO MPOBOIUTCS UX (hU3UIEcKoe
VHUYTOXXEHUE WU YHUYTOXKEHHUE MPOTPAMMHO-TEXHHUYCCKUMHU CPEACTBAMHU C
COOTBETCTBYIOIICH OTMETKOW B aKT€ O BBIJICJICHUU K YHHUUYTOXKCHHIO JOKYMCHTOB
(mpunoxenue N 21).

4.14. Jna oOecrieyeHuss mnopsaka QOpMUpPOBaHUS M yyeTa Jel B
JEJIONPOU3BOCTBE OPraHU3alluN COCTABIISIETCS HOMEHKIIATYypa A€l

4.15. Homenkmatypa nen 3akpervisier Kiaccudukanuioo (TpynmupoBKY)
WCITOJTHCHHBIX JOKYMEHTOB B Jieja (RJICKTPOHHBIC JeNa) W SBISETCS OCHOBHBIM
YYEeTHBIM JTOKYMEHTOM, OTPKAIOIIUM COCTaB W OPTaHHM3AIUIO0 JOKYMEHTAJILHOTO
(dboHa opraHu3aluu.

4.16. HomeHknatypa Aen SIBISIETCS OCHOBOM ISl COCTABJICHUS OMMCEH e,
JIOKyMEHTOB TOCTOSIHHOTO W BpeMeHHBIX (cBbilmie 10 JI€T) CPOKOB XpaHEHHs, a
TaKKe I ydeTa Jie BpeMeHHbIX (10 10 JeT BKIIOYHUTEIbHO) CPOKOB XpaHEHUS.

4.17. HomeHkyatypa JeJl OpraHM3allid pa3paldaTbiBaeTCs Ha OCHOBAHUHU
TUTIOBBIX, BEIOMCTBEHHBIX M MHBIX TMEpeYHEN JOKYMEHTOB C yKa3aHHWEM CPOKOB
XpaHEHUs, THBIX HOPMATUBHBIX MTPABOBBIX aKTOB, & TAKKE TUIOBBIX U TPUMEPHBIX
HOMEHKJIATyp Je.

TunoBass U mpuMepHass HOMEHKJIATYPHI €N pa3padaThIBAIOTCS OpPTaHAMH U
OpraHu3alysaMi, UMEIOINMHU B TOAYMHEHUH CETh OJTHOTUIHBIX OpPTaHU3AIUH.

Tunopas HOMCHKJIaTypa YCTaHaBJIMBACT COCTaB [ACJI, 3aBOJUMMBIX B



OIHOTHUIIHBIX OpraHU3alusAX, U ABJISICTCA HOPMATHUBHBIM JOKYMCHTOM.

[IpumepHass HOMEHKJIATypa YyCTaHABIMBAET NPUMEPHBIA COCTaB e,
3aBOJIMMBIX B OpraHU3alMsIX, Ha KOTOpPbIE OHAa PACIPOCTPAHACTCS, U SIBISETCS
pPEKOMEHAATEIbHBIM JOKYMEHTOM.

4.18. HoMmeHknaTypa Jen OpraHU3allMd COCTaBJISIETCS IO YCTaHOBJIECHHOMN
dopme (mpunoxkenne N 25) Ha OCHOBAaHMM HOMEHKJIATYp €1 CTPYKTYPHBIX
noApaszaeiaeHuit (mpuioxenue N 26).

Opranuzanum -  HCTOYHMKHA  KOMIUIEKTOBAaHUA  T'OCYJApPCTBEHHBIX
(MYyHUIIMIIAJIBHBIX ) apXUBOB OJIMH pa3 B 5 JieT <1> coriaacoBbIBaIOT HOMEHKJIATYPY
nen ¢ 1IOK (OK) opranuszanmuum W TOpeACTaBISIOT €€ Ha COIVIAaCOBaHUE
cootBercTByromux OIIK wumm rocygapcTBeHHOro (MYHHMIMOAIBHOIO) apXHBa,
COIJIaCHO MPEAOCTABICHHBIM EMY ITOJTHOMOYHSIM.

<1> B ciy4ae usmeHeHus1 QyHKIUNA U CTPYKTYPBI OpraHU3alMi HOMEHKJIIATypa
JieJ1 TOJJIEKUT MEPECOCTABICHUIO, COTJIACOBAHUIO U YTBEPKICHUIO.

Opranmnzanuu, B JEATEIBHOCTH KOTOPBIX HE CO3JAIOTCS  JOKYMEHTBI
ApxuBHoro ¢onaa Poccuiickoit denepanuu, yTBEp>KIAIOT HOMEHKJIATYpPY A€
CaMOCTOSITEIBHO.

4.19. 3aKOHYEHHBIE [EJIONPOU3BOJICTBOM JI€Jla MOCTOSTHHOTO UM BPEMEHHBIX
(cBprme 10 jeT) CPOKOB XpaHEHHWS, B TOM YHCJEC IO JUYHOMY COCTaBy, IOCIEC
OKOHYAaHMS  KaJICHJAPHOTO TOJa, B KOTOPOM OHH OBUIM  3aBE/ICHHI,
MOATOTABIMBAIOTCS K TIEpeiaue B apXUB OPraHU3alNN U TTOIIekKAT OPOPMIICHUIO U
OIHCaHUIO.

B 3aBucHMMOCTHM OT CPOKOB XpAaHEHHUSI MPOBOAMUTCSA IMOJHOE WM YACTUYHOE
opopminenue gaen. llomHomy odopmieHnI0 ToaNexaT Jena TOCTOSHHOTO H
BpeMeHHBIX (cBbIIe 10 JieT) CpOKOB XpaHEHUS U 110 TUYHOMY COCTaBY.

Odopmiienne nen Ha OyMa)KHOM HOCUTEJIE TPETyCMaTPUBAET:

NOJIIMBKY WM TMEperuieT JOKYMEHTOB Jena (HedopmaTHble JAOKYMEHTHI
XPaHATCS B 3aKPBITHIX TBEPABIX MaIlKaX WIA B KOPOOKax);

HYMEPALMIO JINCTOB JIENA;
COCTaBJICHUE JTUCTa-3aBepuTes aena (npuioxenue N 8);

COCTaBJICHHE BHYTPEHHEN OMUCHU JOKYMEHTOB Jiena (nmpuioxenue N 27);



odopmienue 000xkKH aena (mpuioxerune N 28).

HOI[I‘OTOBK& QJICKTPOHHBIX ACH MJi1 MCpCaadd B aApPXHMB OpraHu3alvin

NpeyCMaTPpUBACT COCTABJICHUE OIMHMCHU  JJCKTPOHHBIX [N, JIOKYMEHTOB
(mpmnosxernst N N 17, 18).

4.20. B neno momMemiaroTcs JTOKYMEHTBI, KOTOPbIE [0 CBOEMY COJEPKAHUIO
COOTBETCTBYIOT 3aroJIOBKY Jieda, NMPU ATOM 3alpelaeTcsl TPyNIupoBaTh B Jeia
YEepHOBbIE M JyOJETHBIE OK3EMIULIPhl JOKYMEHTOB, a TAaKXe JOKYMEHTHI,
HOJIJIEKALIUE BO3BPATY.

[Ipu dbopmupoBaHuu gena HEOOXOAUMO COONTIOAATH CIEAYIONINE TPEOOBaAHUS:

JAOKYMCHTBI ITIOCTOSAHHOTO u BPCMCHHOT'O XpaHCHUA HGO6XOI[I/IMO
I'PYIIIUPOBATDb B OTACIBHBIC ACJIA,

BKJIFOYATh B JCJIO II0 OAHOMY OK3CMILEIPY KAXKIAOTO0 JOKYMCHTA,

IPYNIKPOBATh B JIJIO0 JOKYMEHTHI OJHOTO KaJCHAAPHOTO roJia; NCKIIOUCHHUE
COCTaBJISIIOT: TEpEeXOoisAIIue Jefna; CcyAeOHbIe Jela; JUYHBIC Jelia, KOTOpHIC
(dbopMUPYIOTCS B TEUSHUE BCETO TIEpHoaa PabOTHI JIUIA B OpTraHU3aIuH; TOKYMEHTHI
BBIOOPHBIX OPTaHOB M MX IMOCTOSHHBIX KOMHCCHM, IEMYTaTCKUX TPYII, KOTOPHIS
TPYNITAPYIOTCS 3a TEPUOJ CO3bIBA; TOKYMEHTHI 00pa30BaTeIbHBIX OpPTaHU3aINH,
KOTOpBIe (DOPMHUPYIOTCS 3a yUeOHBIN TOM; TOKYMEHTHI T€AaTPOB, XapaKTCPU3YIOIIHIEC
CIICHHYECKYIO JCSITECILHOCTh, B TIpeleiax TeaTpajlbHOIO Ce30Ha; Jejia (PHIEMOB,
pyKomucei, uctopuu 0oe3HeH.

HpI/IKaSBI [0 JWUYHOMY COCTaBy MOOJDKHBI TIPYIIIMPOBATBCA B AC€JIa B
COOTBCTCTBUHU C YCTAHOBJICHHBIMU I HUX CPOKAMMH XPAaHCHUS,

JOKYMEHTHI B JINUHBIX JEJaX pacloyiararoTcs B XpOHOJIOTHYECKOM MOPSIIKE 10
Mepe MOCTYIUIEHUS;

JULEBbIE cyeTa MO 3apadOTHOM mmiiare paOOTHUKOB TPYNIUPYIOTCS B
OTJIEJbHBIE JIeJIa U PACIOIaralTcs B HUX MO aipaBuTy (pamMuinii, UMEH U OTYECTB.

Jlemo Ha OyMa)XHOM HOCHTEIIEC HE OJDKHO cojaepkarh Oosee 250 JIUCTOB, TIpH
TOJIIIMHE HE Oostee 4 cM.

4.21. JIOKyMEHTBI, COCTABJISIOINIME JIeI0 Ha OyMaXHOM HOCHUTEIIE,
MOAIIMBAIOTCS HA YEThIPE MPOKoJIa (Ha TpU MPOKOJa - JyIsl MaaodOpMaTHBIX JIe]T) B
TBEPAYI0 OOJIOXKKY WJIM TMEPEIUIeTalOTCS C YYETOM BO3MOXKHOCTH CBOOOJIHOTO
YTEHUSI BCEX JTOKYMEHTOB, JaT, BU3 U PE30JIOLMA HAa HUX, METAUIMYECKHUE
CKPEIUICHUS U3 TJOKYMEHTOB YIAJISIOTCS.

B nauane AcCJIa Ha 6YMa)KHOM HOCHTCIIC IIpHU HCO6XOI[I/IMOCTI/I IIOJIIMBAIOTCA



JIMCTBI BHYTPEHHEW OMKUCH TOKYMEHTOB Jiefa (npuioxeHue N 27), B KOHIE KaX10Tr0
Jieia - JIMCT-3aBepUTeb ena (mpuioxenue N 8).

4.22. B unemsax oOecriedyeHUs] COXPAHHOCTH M 3aKpEIUIEHHS MOpsaka
pPacnoJIOKEHUS TOKYMEHTOB, BKJIIOUEHHBIX B JI€JI0 Ha OYMa)KHOM HOCHUTEIE, BCE €r0
JUCTBI (KpOME JMCTa-3aBEpUTENS JIeJla M BHYTPEHHEH OIHMCH) HYMEpPYIOTCA B
BaJOBOM TMOpsAKe apaOCkumu LudpamMu, KOTOPHIE MPOCTABIAIOTCS B IPABOM
BEPXHEM yINy JMCTa JOKYMEHTa NPOCTBIM TpaQUTHBIM KapaHAalloM WU
HYMEpPATOPOM. YTOTpeOJeHUE YEpHUI M LBETHBIX KapaHIalmed Mg HyMepaluu
JIMCTOB 3arpenaercs. JINCTbl BHYTPEHHEN ONKUCHU JOKYMEHTOB JI€JIa HyMEPYIOTCS
OTJIEJIBHO.

JInctel ACJI, COCTOAIIMUX M3 HCCKOJIBKHNX TOMOB HJIHN ‘{aCTeﬁ, HYMCPYIOTCA 110
KaXXIOMY TOMY WX 94aCTHU OTACIIbHO.

dotorpadun, 4epTeKH, AUArPaMMBbI U IPYTUE€ UIUTIOCTPATUBHBIE JOKYMEHTHI,
IPEJICTaBIISIFOIINE CaMOCTOSITENIbHBIN JIMCT B JI€Je, HyMEpPYIOTCS Ha OOOpOTHOM
CTOPOHE B JIEBOM BEPXHEM YIIIy.

Co>keHHBIN JTUCT Pa3BOPAYMBACTCS U HYMEPYETCS B IIPABOM BEPXHEM YIIIy.
[Tpu 3TOM nmcT mr0boro ¢popmara, MOAMUTHIN 32 OJIUH Kpaid, HyMepyeTcsl KaK OJJuH
JIUCT; JIUCT, CIIOKEHHBIA M MOJUIMTHIA 32 CEpPEelHHYy, MOMJEKHUT NEPEIIUBKE WU
HYMEpYeTCsl KaK OJIUH JIHCT.

Jluct ¢ Harayxo HaKJICCHHBIMH JIOKYMEHTaMHU (BbIpE3KaMH, BBIITUCKAMU,
doTorpadusiMu) HymepyeTcs Kak OJIMH JIUCT. Eciu K JOKyMEHTY MOIKIIEEHbI OTHUM
KpaeM Jpyrue TOKYMEHTHI (BBIPE3KH, BCTaBKU TEKCTa, MEPEBOJIbI), TO KaXKIbIN
JIOKYMEHT HYMEPYETCS OTIIEIIBHO.

[TopmmuTeie B €710 KOHBEPTHI C BIIOKEHUSMHU HYMEPYIOTCS; TP 3TOM BHavalie
HYMEPYETCSI KOHBEPT, & 3aTEM OUEPEAHBIM HOMEPOM KAXK10€ BJIOKEHUE B KOHBEPTE.

[ToxammTeie B A€10 TOKYMEHTBI ¢ COOCTBEHHOM HyMepalluei JUCTOB (BKIIHOYast
MeYaTHbIE HW3JIaHHWS) MOTYT HYMEPOBATbCs B OOIIEM IOPSIKE WM COXPAaHSThH
COOCTBEHHYIO HYMEpAIIMIO, €CJTM OHa COOTBETCTBYET MOPSAIKOBOMY PACIIOIOKEHHUIO
JINCTOB B JIEJIC.

B cnydasx o6HapykeHHs O0JIBIIOT0 YMCIIa OIIMOOK B HyMEpalyy JIUCTOB Jiej1a
pPOBOJAUTCS MepenyMepanus. [Ipy HanMuuMu OTAEIBHBIX OLIMOOK B HyMeEpaluu
JMCTOB JieNia A0MyCKaeTCsl yHoTpedieHUe IMTEPHBIX HOMEPOB JIUCTOB.

4.23. Jluct-3aBepurensb aena (npuioxenue N 8) cocTaBisieTcs Ha OTAEIbHOM
JIUCTE, B KAPTOTEKax - Ha OTACIBHOM JicTe hopMaTa KapToOuku. JIucT-3aBeputeib
Jiena MoJMMChIBAETCsl €ro cocTaBuTeneM. Bee nmocnenyromiye n3MeHEHUs! B COCTaBe
Y COCTOSIHUY JieJia (OBPEXKACHUS, 3aMeHa MOIJIMHHBIX JIOKYMEHTOB) OTMEUAIOTCS B
JIMCTE-3aBEPUTENIE CO CCHUIKOM Ha COOTBETCTBYIOIIMM aKT.



3amperiaercss BHIHOCUTH JIUCT-3aBEPUTENh HA OOJOXKKY Jella WM YHCTHIH
00OpOT JIMCTA MOCIEAHEr0 JOKyMeHTa. Eciiy 110 NOAMTO WM HEPEIIETeHo 0e3
OJlaHKa JIMCTa-3aBEPUTEINIS], OH JOJKEH ObITh HAKJIEEH 32 BEPXHIOK YacTb JINCTA HA
BHYTPEHHIOIO CTOPOHY OOJIOKKH B KOHIIE JIETIa.

4.24. Ha 00nosKe Jie71 MOCTOSTHHOTO XpaHEHUs PelyCMaTPUBAETCSI MECTO JJIs
HAaUMEHOBAHUS TOCYJapCTBEHHOTO (MYHUIIMIAIBLHOTO) apXWBa, B KOTOPBIN Jiela
opranuzanuu OyayT npuHATH (npuinoxenue N 28). [Ipu odhopmiiernn 006710KKH
JieJla HAaMMEHOBAHHME OPTraHU3allMM YKa3bIBAE€TCSI MOJIHOCTHIO, B MMEHUTEIHLHOM
najexe. [loHoe HauMeHOBaHUE BBINIECTOSINIECH OpPraHU3allMi yKa3bIBA€TCS Hall
HAMMEHOBAaHUEM OpraHu3alid - MCTOYHUKA KOMIUIEKTOBaHUS (Takke B
UMEHUTEIBLHOM Tajiexe). Ecnu opraHuzanuisi Wiy BBIIECTOSINAS OpraHu3aIus
UMEIOT COKpAIllEHHbIE HAaMMEHOBAHUS, TO OHU YKa3bIBAlOTCA B CKOOKax Mmocie
MOJTHOTO HAMMEHOBAHUS.

[Ipu n3MeHeHNN HaMMEHOBAaHUSI OpTaHU3alUU (CTPYKTYPHOTO MOApAa3/IeIICHUS )
B TECUYCHHE ITEPHO/Ia, OXBATHIBAEMOT0 JJOKYMEHTaMH Jiejia, WJTU TIPU TIepeIaJe aeiia B
JIPYTyl0 OpraHu3anuio (CTPYKTypHOE TMOJpa3lielieHue), Ha OOJIOKKE Jela
JOTIMCHIBACTCSI HOBOC HAWMEHOBAHWE JTOW OpTraHW3allid WA OpTraHW3alliu-
MIPaBOMIPEEMHNKA (CTPYKTYPHOTO TMOAPA3ACIICHUS), a TPEKHEE 3aKII0YacTCsS B
CKOOKHU.

4.25. Ha 00510%Ke J1ea yKa3bIBaloTCS:

HAaMEHOBAaHHE OPTaHU3AIMHU M €€ HEeTIOCPEICTBEHHAS IO TYMHEHHOCTD;
HAaMEHOBAHHE CTPYKTYPHOTO MOAPa3ICICHUS;

WHJICKC JIeNa;

HOMEp ToMa (4acTH);

3aroJIOBOK Jiejia (ToMa, 4acTH);

KpaifHue AaThl ena (Toma, 4acTH);

KOJIMYECTBO JIUCTOB B JieJie (TOME, 4acTH);

CPOK XpaHEHUS JeIa;

apXUBHBIN UGP aena.

4.26. 3arosoBoK Jena Ha OyMa)KHOM HOCHUTEJIE M 3aroJIOBOK AJIEKTPOHHOTO
Jiena MepeHocsITCs Ha 00JI0KKY Jiena (JIEKTPOHHOTO Jiefia) U3 HOMEHKIATYPhI Aell
OpraHu3aiuy. 3arojIOBOK JIOJDKEH COOTBETCTBOBATH COJIEP)KAHUIO JOKYMEHTOB B
Teie.



B Ttex cmywasx, Korjga A€o COCTOMT M3 HECKOJIBKMX TOMOB (9acTeil), Ha
00JIOKKY KaXJIOro Toma (YacTH) BBIHOCUTCS OOIIWK 3aroJIoBOK Jeia, a IpH
HEO0OXOJIMMOCTH - 3aT0JIOBOK KaKJ0T0 ToMa (4acTH).

B 3aronoBkax jen, colepKalMxX KOMUU JOKYMEHTOB, YKa3bIBaeTCS Ha
KOJIMYECTBO Komui. [loaAnMHHOCTH JOKYMEHTOB [I€Jla B 3arojIOBKE HE
OTOBapUBAETCA.

4.27. Jlena, BHECEHHBIE B TOJIOBbIE pa3feiibl CBOAHBIX OMUCEH, MUPPYIOTCA
1ocjie  yTBEPXKACHUSA/COTTIaCOBaHMsI TOAOBOTO paszzaena cBoaHoil omucu OIIK
ApXMBHOTO YUPEXKJEHHS U YTBEPKICHUSA PYKOBOJUTENIEM OpraHU3aliu (10 3TOro
apXMBHBIN MU(P IPOCTABISAETCA KapaHAIIOM).

4.28. Ha o0Onoxke jnena ykaspIBaeTcsi jJara jfena - roj(bl) 3aBeACHUS U
OKOHYAHUS JIeJ1a B IeONPOU3BOJICTBE.

Ecnu B 1e10 BKITIOUEHBI JOKYMEHTHI (HAaIpUMEp, MPUIIOKEHHUS ), JaTa KOTOPBIX
HE COBIIAJaeT C JAaTOW Jieia, TO MOJ AAaTOM ¢ HOBOM CTPOYKH JiejlaeTcs 00 3TOM
3anuck: "B nene uMerTcs T0KYMEHTHI 34 ... Toj(bl)".

,Z[aTa ACIa MOZKCT HC YKa3bIBATbHCA TOJIBKO Ha 00J105KKaX ACJI, COACPKAIMIUX
TOHOBLIC INIAHBI M OTYCTBI U APYIHC JOKYMCHTBI, JaThbl KOTOPBIX OTPAXKAIOTCA B
3arojJoBKax ACJI.

Jlator nen, colaepKalux PpaclopsAWTENIbHYI0, TBOPYECKYK) W HMHYIO
JOKYMEHTAUUIO (IOKJIaAbl, MHUCbMA, CTEHOIPAMMBI), [UIi KOTOPOW TOYHAas
JATUPOBKA UMEET BAXKHOE 3HAYEHUE, a TAKXKe JJIS JIeJl, COCTOSIINX U3 HECKOJIbKUX
TOMOB (4acTeil), ABISAI0TCS AaThl (YUMCI0, MECSL, F0J1) PErUCTpaluu (COCTABICHUS,
MOCTYIJIEHUSI) CAMOTO PAHHEro U CaMoro MO3JHEr0 JOKYMEHTOB, BKIIOUEHHBIX B
neno (KpailHue JaThl e, JOKYMEHTOB).

Jlatoii pgena, COJEpIKAIIETO MPOTOKOJBI 3aCElaHui, SIBIISIIOTCS  1aThl
YTBEPKJICHUS (€CIM OHHM YTBEPKIAIOTCS) WM JaThl TEPBOTO U TOCIETHETO
MIPOTOKOJIA, COCTABIISIFOLIUX JEJIO.

I[aTOﬁ JJUYHOI'O ACJIa ABJIAIOTCA OaThbl IIOAIIMCAHMA IIPHUKA30B O IIPHUCMC U
YBOJBbHCHHH JIMI[A, HA KOTOPOC OHO 3aBCACHO.

[Tpu 0603HaUYCHNH TaTHl TOKYMEHTA CHaYala yKa3bIBaCTCS YUCIIO, 3aTEM MECSII
u roa. Yucrno u rox oOo3HauaroTcs apaOCkumu IMdpaMu, Ha3BaHHWE Mecsia -
CIIOBOM.

Ecim para pokymMeHTa WM OTACTBHBIC €€ DJICMEHTBI  ONPEICSIISTFOTCS
npHUOJIM3UTEIIBHO, HA OCHOBAHWM aHaM3a COJACpKaHHS JOKYMEHTa, TO JaTa WJIH
OTJCIIBHBIC €€ OJCMCHTBI, HE aOCOJIIOTHO JOCTOBEPHBIC, 3aKIIOYAIOTCS B
KBaJpaTHBIC CKOOKH.



4.29. OOs3aTenbHBIMH PEKBU3UTAMU OOJIOKKH Jefla SBIISIOTCA YKa3aHHUE
KOJIMYECTBA JIMCTOB B Jiee <1> (mpocTaBiisieTCs HA OCHOBAHUU JIMCTA-3aBEPUTENIS
JIeJ1a) ¥ CPOK XpaHEeHHUs /iena (Ha 1eJax MOCTOSHHOTO XpaHEeHUs nuuieTcs: " XpaHUTh
MOCTOSTHHO").

<1> Jlnsa gen Ha OyMa’kHOM HOCHUTEJIE.

4.30. [Ins ydyera JOKYMEHTOB ONpENEIECHHBIX KaTEropui /el Ha OyMakHOM
HOocHUTeNle (JM4YHbIE, CyJeOHbIe Jena, Marepuaibl YroJOBHBIX Jel, Jeia O
MPUCYKJEHUU YUYEHBIX CTENIEHEN U MPUCBOCHUU YUCHBIX 3BAaHUH, J€Na, CBSI3aHHbIC
C BblJauell aBTOPCKHUX CBUJETENIHCTB M MATEHTHBIX HU300pPETEHHUI) COCTaBIISAETCS
BHYTPEHHSISI OMUCH JJOKYMEHTOB JIefa.

Ecnu neno Ha GymakHOM HOCHTENE MEPEIUIETEeHO WM MOJAUTO O0e3 OjlaHka
BHYTPEHHEH ONHUCH JOKYMEHTOB, TO COCTaBJCHHAs II0 YCTAHOBJICHHOW (opme
BHYTPEHHSIS OIUCH MOAKICUBACTCS K BHYTPEHHEH CTOPOHE JIMIIEBON 00JI0KKH JieTa.

N3meHeHus coctaBa JOKYMEHTOB Jejla (M3bATHUS, BKIIOUYEHUS JTOKYMEHTOB,
3aMeHa JIOKYMEHTOB KOIUAMH) OTpaxkaroTcs B rpade "[Ipumeyanue" BHyTpeHHEN
OIHMCH CO CChUIKaMHU Ha COOTBETCTBYIOIINE aKThl. [Ipr HEOOXOAMMOCTH MOTYT OBIThH
COCTaBJICHBI HOBAsi UTOTOBAsI 3AIIMCh K BHYTPEHHEHN OIKCH U JIUCT-3aBEPUTEND JIEIIA.

4.31. Jlena nmepenaroTcsi B apXuB OPraHU3alMU MO OMUCAM, COCTABICHHBIM B
CTPYKTYPHBIX MOAPA3ACICHUSX.

Onucu nen CTpyKTYPHBIX MOJpa3AesieHUuil COCTABISIOTCS MO YCTaHOBJIEHHOU
dopme (mpunoxenune N 23, 24) B IByX dK3eMIUIApax U MPEICTABISIOTCS B apXUB
OpraHu3ali HE IMO37HEEe YeM uepe3 OJMH ToJl TOCJe 3aBepLICHHs el B
JIeTIOTIPOU3BO/ICTBE.

OnucHu CcOCTaBISIIOTCS OTAEIABHO Ha JieJla TOCTOSIHHOTO XpaHEHUS; Jena
BpeMeHHBIX (cBbilie 10 J1eT) CPOKOB XpaHEHUsI, B TOM YHKCJIE TI0 JINYHOMY COCTaBY,
Y JIeJ1a, COCTOSIINE U3 JOKYMEHTOB, XapaKTEPHBIX TOJIBKO JJIsI JAHHOW OpTraHU3aluu
(cynebnble, CleICTBEHHbIE Aella, HAyYHbIE OTYETHI MO0 TeMaM). OTAeNnbHbIe OMHUCH
COCTABJISIFOTCSA HA E€OUHULIBI XPAHEHUS AJIEKTPOHHBIX JOKYMEHTOB IOCTOSIHHOTO
XpaHEeHUsI; BpeMEHHbIX (CBbIIIEe 10 1eT) CPOKOB XpaHEHHMSI, B TOM YUCIIE 110 TUYHOMY
COCTaBY.

4.32. Ilpm cocraBieHUM OIKUCH JEJI CTPYKTYPHOIO MOJpa3IeIICHUs
co0JIr0Jat0TCsl ciaenyonue TpeOoBaHus:

3aroJIOBKM A€ BHOCATCA B OIIMChb B COOTBCTCTBHHU C HpI/IHHTOfI cxXeMoi
CUCTeMaTu3all Ha OCHOBC HOMCHKIIATYPBI ACII;



KaXX10€ ACJI0O BHOCUTCSA B OIIMChb IIOA IOPAJKOBBIM HOMEPOM (eCHI/I ACII0
COCTOUT N3 HCCKOJIbKHMX TOMOB HUJIN IIB.CTG:I‘/’I, TO Ka}K,HBIﬁ TOM HJIN 9aCTb BHOCITCS B
OIIMCH IO IMMOPATKOBBIM HOMCpOM);

rpadbl OMUCH 3aMOJIHAIOTCS B TOYHOM COOTBETCTBHH CO CBEICHUSIMH, KOTOPBIC
BBIHECEHBI Ha 00JIOKKY JIeTIa;

rpada omucu "llpumeuanue" wucmonb3yercs s OTMETOK O TMpHUEME e,
OCOOEHHOCTSIX (PU3MUECKOIO COCTOSHUS, O Iepenaye €] APYTUM CTPYKTYpPHBIM
HOJIpa3eJIEHUsIM CO CChUIKOM Ha HEOOXOIMMBIN aKT, O HaJIMYNUU KOIUI.

B koHIIe ommcH BCIIEO 3a IOCIEAHEH OmMcaTeJIbHON CTaThel 3aIloJIHICTCS
WUTOTOBAs 3aIliCh, B KOTOPOW yKa3bIBatOTCs (IUbpaMu U MPOMUCHI0) KOJIMYECTBO
JIell, IEPBBIA W TOCIETHUN HOMEpA JEN MO OMUCH JIEJ, a TAKKE OrOBAPHUBAIOTCA
OCOOCHHOCTH HyMEpaluy JieJ1 B ONUCU (HAJIMYME JMUTEPHBIX U IPOIMYIICHHBIX
HOMEPOB).

Hepez[ BHCCCHHUCM 3aroJIOBKOB JCJI B OIIHNCh IIPOBCPAIOTCA KadCCTBO
(bOpMI/IpOBaHI/IH n 0(1)0pMJICHI/IH A€, COOTBCTCTBUC KOJIMYCCTBA ACJI, BHOCUMEBIX B
OIINCb, KOJIMYCCTBY 3aBCACHHBIX ACJI II0 HOMCHKIIATYPC ACJI OpraHU3aliuu.

[Ipu mpocMoTpe Jenm TPOBEPSIOTCSA: COOTBETCTBME 3arojoBKa Jiefa
COZICPYKaHHUIO JIOKYMEHTOB B JI€JI€; MPABMIBHOCTH O(POPMIICHUS W TPYIITHPOBKU
JIOKyMEHTOB, BKJIIOYEHHBIX B JI€JI0; KAa4e€CTBO MOJIIMBKU WM TeperJieTa Jena;
MPaBUILHOCTh HyMEPAIIUK JIUCTOB JIeJa; HATMYHUE B JIeNie, B HEOOXOAUMBIX CITydasXx,
BHYTPEHHEH OINUCHU Jiela U TMPaBUIBHOCTh €€ COCTaBJICHUS;, MPABUIBHOCTh
odopMIIeHUST 00JIOKKH JIeIa; HaJTU4Ke U MPaBUILHOCTH JUCTa-3aBepuTes aena. B
ciiydae OOHApY)KCHHsI HapyIIEHUS YCTAHOBJIEHHBIX MpPaBWJ (POPMUPOBAHUSA H
oQopMIICHUS Je]T OHU JIOJKHBI OBITh YCTPAHEHBI.

B cnydae oOHapyKeHUs] OTCYTCTBUSI 1€, YUCISIIUXCS 10 HOMEHKIIAType Jei
OpraHu3allii, CTPYKTYPHBIM TMOApPA3JeICHUEM MPUHUMAIOTCS MEPHI MO PO3BICKY.
OOnHapyXeHHBIE Jejla BKIIOYAIOTCS B OMHUCh. Eciau TpuHSATBIE MEphl HE JaiH
pe3yNbTaToB, TO Ha HEOOHApY)KEHHBIC J€Ja COCTaBIAeTCI akT 00 yTpare
JOKYMEHTOB,  KOTOpPBIA  TOAMUCHIBAETCS  PYKOBOJUTEIEM  CTPYKTYPHOIO
NOAPA3JEIEHUS U IEPEAAETCS BMECTE C OMUCHIO AT CTPYKTYPHOTO MOAPA3ACICHUS
B apxuB opranuzanuu (npuioxenue N 6).

4.33. Ilepenaya nen B apXuB OpraHU3alMU OCYILECTBISETCS MO Tpaduky,
COTJIACOBAHHOMY C PYKOBOJIMTEIISIMU CTPYKTYPHBIX MOAPA3AEICHUN, IEPEAAIOIINX
JOKYMEHTBI B ApXUB, U YTBEPKIACHHOMY PYKOBOAUTEIEM OPTraHU3aLIHH.

B nmepuon mnoaroroBku Jen Ha OyMa)KHOM HOCHUTENE CTPYKTYPHBIM
NOAPA3JAEICHUEM K Iepeaadye B apXWB OpraHu3aluy COTPYJHHKOM apXHBa
IpoBepsieTCsl MPaBWIBHOCTh WX (HOpMHUpOBaHMS, OPOPMIIEHHS M COOTBETCTBUE
KOJIMYECTBa [1€J1, BKJIIOYEHHBIX B OIHUChH, KOJUYECTBY J€], C(HOPMUPOBAHHBIX B



COOTBETCTBHM C HOMEHKJIATypOWl Jel opraHu3zaluu. Bce BbISIBICHHBIE MpHU
MPOBEpKE HEAOCTaTKH B (OPMHUPOBAHMU U OPOPMIIEHUU Jei PaOOTHUKHU
CTPYKTYPHOTO MOJpa3AesieHUs 00513aHbl yCTPAHUTD.

[Ipuem-niepenaya aea B apXWB OPTraHU3ALMU IMPOU3BOJAUTCS PaOOTHUKOM
apXuBa OpraHU3aIuH B MPUCYTCTBUU paOOTHUKA CTPYKTYPHOTO nopasaeneHus. Ha
DK3EMIUIAPAX OIMCH JIEJ, JOKYMEHTOB IIPOCTABIAETCA OTMETKA O HAIMYNH Jieia. B
KOHLIE KaXJOro OSK3EMIUISpa OMNHCH YKa3blBalOTCA LUppaMud M IPOIHUCHIO
KOJIMYECTBO (DAaKTHMUECKU MPUHATHIX B apXHUB JIeJ, HOMEpa OTCYTCTBYIOIIMX eI,
JlaTa IpueMa-repeayu eI, a TaKXKe MOANKUCH JIMLA, OTBETCTBEHHOTO 33 apXWB, U
JMLA, IEePEIaBILIEro JAena.

4.34. Ilepenaua DSJEKTPOHHBIX JOKYMEHTOB B apXWB OpraHU3aluH
IIPOU3BOAMTCS HA OCHOBAHUU OMKCEH IIEKTPOHHBIX /1], JOKYMEHTOB CTPYKTYPHBIX
no/ipa3ieseHui no HHPOPMALIMOHHO-TEJIEKOMMYHUKAMOHHOM CeTH (IIpU HATUYUU
B apXHB€ OpraHu3allMd HHPOPMALMOHHON CHCTEMBI) WIM Ha (U3HYECKH
000COOJIEHHBIX MaTepUATIbHBIX HOCHUTENIAX, KOTOpPbIE NPEICTaBISIOTCS B JBYX
UJECHTUYHBIX 3K3EMILISPax.

[Ipn nepemadye DIEKTPOHHBIX JOKYMEHTOB B  apXWB OpraHU3alUU
BBITIOJIHSIOTCS CJIEIYIOIIME OCHOBHBIE MTPOLEAYPBI PA0OOTHI C TIOKYyMEHTAMM:

dbopmupoBaHre B MHPOPMALIMOHHOM CHCTEME OpraHU3alluU JIEKTPOHHBIX JIeT,
SIBJITFOIIINXCSI  COBOKYITHOCTBIO KOHTCHHEPOB JJCKTPOHHBIX JOKYMEHTOB WIIH
KOHTEHHEPOM DJIEKTPOHHOTO JTOKYMEHTA, COICPKAIIUM KOHTCHT W METaJIaHHBIS
AJIEKTPOHHOTO JOKYMEHTA, (DaiiIbl 3JIEKTPOHHBIX TIOMTUCEH U BU3YaTU3HPOBAHHYIO
KOITHIO TEKCTOBOTO JIEKTPOHHOTO JIoKyMeHTa B (popmate PDF/A;

dbopMHpOBaHHE OMHUCH JJICKTPOHHBIX Jed, JOKYMEHTOB CTPYKTYPHOTO
MOAPA3AEIECHUS;

MPOBEPKA APXHWBOM OPraHU3aLMMU JJIEKTPOHHBIX JTOKYMEHTOB Ha HaJIU4yue
BPEIOHOCHBIX KOMITBIOTEPHBIX POTPaAMM;

ITPOBCPKA BOCIIPOU3BOANMOCTH 3JICKTPOHHBIX TOKYMCHTOB;,

npoBepKa (PU3NYECKOT0 U TEXHUYECKOTO COCTOSIHUS HOCUTEIIEH (TIpH repeaaye
AJIEKTPOHHBIX JIOKYMEHTOB B apXWB OpraHu3aluy Ha (pU3n4ecku 000COOJICHHBIX
MaTepUaIbHBIX HOCUTEISX);

MPOBEPKA MOJJIMHHOCTH JJIEKTPOHHOM TMOJINKWCH, KOTOPOM IOJNKCAH
AIIEKTPOHHBIN JOKYMEHT.

[TpueM 371eKTPOHHBIX TOKYMEHTOB B apXHB OPTaHU3AIUH 110 HHPOPMAITMOHHO-
TEJICKOMMYHUKAIIMOHHONH ceTh (MMPU HaJIWYMUM B  apXWBE OpraHW3alud
WHOOPMAITMOHHONW CHCTEMbl) WM Ha (U3NUECKH 000COOJIEHHBIX HOCHUTEISX



OCI)OPMHHCTCH COCTaBJICHHEM MTOTOBOM 3amluCH B KOHIEC OIIMCH 3JICKTPOHHBIX ACII,
JOKYMCHTOB, B KOTOpOfI I_II/I(bpaMI/I N TIPOIHUCBIO YKa3bIBACTCA KOJIHNYCCTBO
q)aKTI/I‘ICCKI/I I[MPUHATBIX B apXHUB JJICKTPOHHBIX JCII MU JJICKTPOHHBLIX JOKYMCHTOB.
Hrorosas 3anuce MMOATBCPIKAACTCA IMOAIIUCAMU COTPYAHUKA apXHUBad U COTPYAHUKA
CTPYKTYPHOI'O IIOAPA3ACIACHUA, IICPCAABIICTO ISJICKTPOHHLIC OCIa U HOKYMCHTHI.
HpI/I IMPpUEMC Ha APpXHUBHOC XPAHCHHC J3JICKTPOHHBIC ACJIa 3aBCPAIOTCA BHGKTPOHHOﬁ
IMOAIMNCBHIO PYKOBOAUTCIIL OPraHu3aliii UK YIIOJTHOMOYCHHOI'O UM JOJIDKHOCTHOI'O
Jm1a.

[locne mnpuemMa B apxXuB DIIEKTPOHHBIX JOKYMEHTOB Ha (PU3WYECKU
000COOJIEHHBIX MaTepUaIbHBIX HOCUTENSX BKJIAJBIININ, NOMEUIEHHbIE B (QyTIsip
CAVHUIIBI XPAHEHUS B CTPYKTYPHOM ITOJPA3JEICHUH, 3aMECHSIIOTCA HA BKJIABIIIN,
o(opMIIEHHBIE B apXUBE.

Ha Bxnazpiie, momemniaeMoM B QyTIsip €IUHUIBI XpaHEeHUS, 0popMIIsieMOM B
apXuB€, YKa3bIBACTCH:

HaMMEHOBAaHHE OpraHu3alu (MOJIHOE, COKPAIICHHOE);
HOMep GoHa;

HOMEp OIHCH AIEKTPOHHBIX JI€JI, JOKYMEHTOB;

HOMeEp JieJia TI0 OTIHCH;

OTMETKA O CTaTyCEe DK3EMILISIPA dJIEKTPOHHBIX JOKYMEHTOB: "OCH." (OCHOBHOI)
unu "Pab." (pabounii);

KpaliHHUE JaThl JOKYMEHTOB 3JIEKTPOHHOTO JIENa;

npu  HEoOXOAMMOCTH  O(GOPMIISIOTCS  JIOTIOJIHUTENIbHBIE OTMETKH 00
OTPaHUYCHHH JTOCTYTIA K JIOKYMEHTaM.

Bxrnaapim nomemaercs B Gy Tiasip puznuecku 000co0JIEHHOTO MaTEPUATIBHOTO
HOCHUTEJNS TaKUM 00pa3oM, 4TOObl HAAMKMCH HA HEM ObUTM BUIAHBI TIPU 3aKPHITOM

dbytispe.

V. OPTAHU3ALIUS UCTIOJIb30BAHM ST JOKYMEHTOB
APXUBHOT'O ®OHJIA POCCUNCKOI ®EEPALIMU U IPYTUX
APXUBHBIX
JIOKYMEHTOB OPTAHU3ALIUU

5.1. ApxuB opraHu3anuu J0JKEH NPEAOCTaBIATh MOJIb30BATEIO TOKYMEHTHI
ApxuBHoro ¢onaa Poccuiickoit denepanuu U Ipyrue apxXuBHBIC JTOKYMEHTHI, a
TAK)KE CIPABOYHO-TIOMCKOBBIE CPENICTBA K HUM.



5.2. Jloctym K MOKYMEHTaM MOXET OBITh OTPAHWYEH B COOTBETCTBUH C
3akoHOHAaTenbCTBOM Poccuiickorn dDepepanun, a TakKe B COOTBETCTBUU C
pacropsbkeHrueM COOCTBEHHMKA WJIM  BIIaJielblla apXUBHBIX JOKYMEHTOB,
HaXOISAIINXCS B YaCTHOM COOCTBEHHOCTH <1>.

<1> Yacts 1 crateu 25 @enepanbHoro 3akoHa ot 22 oktaops 2004 r. N 125-
®3 "O06 apxuBHOM Jene B Poccuiickoit denepanun.

5.3. Ilonp3oBaTenu IIpyu HUCIIOJIb30BAHUMU JOKYMCHTOB dapXHBa OPTraHHU3adAllUH
00s13aHbI ACIaThb CCBUJIKK HAa MCCTO XpaHCHUA JOKYMCHTOB.

54. CocraB HCA apxuBa OpraHu3aluu OIPEIETACTCS COCTaBOM H
COJICp’KaHHEM XPAHSIIUXCS B HEM JJOKYMEHTOB, XapaKTEPOM U 3a/lauaMu MOUCKa U
WHTEHCUBHOCTBIO UCIIOJIb30BAHUS JJOKYMEHTOB.

OcHOBHBIM (00s13aTEIbHBIM) APXUBHBIM CIIPABOYHUKOM B apXUBE OpraHU3aluu
SBJIIETCSL OIKCH /1N, JOKYMEHTOB. B Jj0monHeHne B apxXuBe OpraHu3aliu BeIyTCs
BCIIOMOTaTeNIbHbIE apXUBHBIE CIIPABOYHHUKH - KaTaJOIH, yKa3aTelIH, UICTOpUYECKas
CIpaBKa K OHIY.

5.5. B nensx obecrneueHrss COXpaHHOCTH, CBOEBPEMEHHOTO OTOOpa U ydeTa u
CUCTEMAaTU3alUU JIe], MOJIEkKAIIUX TOCTOSHHOMY U BpeMeHHOMY (cBbiie 10 ser)
CPOKOB XpaHEHMs], B OpraHU3allMH COCTABJISIOTCS ONUCHU JEJI, JOKYMEHTOB.

OnucH coCcTaBISAIOTCS OTAEIBHO Ha J€Ja, JOKYMEHTHI:
MOCTOSTHHOTO CPOKa XPaHCHHUS;

BpeMeHHBIX (cBbIIe 10 J1eT) CpOKOB XpaHEHHUS;

10 JINYHOMY COCTaBY;

XapaKTepHbIE TOJBKO ISl TaHHOW opraHu3anuu (CyaeOHbIe Jerna, MaTepuabl
YTOJIOBHBIX JI€J, HAYYHBIE OTYETHI [10 TEMaM).

AHaJIOTUYHBIC OIMMCH COCTABIISIOTCS Ha QJICKTPOHHBIC JICJId, JOKYMCHTHI.

CBoJlHbIE OMUCU e, JIOKYMEHTOB OpraHu3alldd COCTOAT U3 TOJOBBIX
pa3zenoB, COCTABIIIEMbIX HA OCHOBE NIEPEIAHHBIX B ApXUB OPraHU3aLMK OIHCEN el
€€ CTPYKTYPHBIX OAPA3AEICHHI 32 ONPEAEIICHHBIE FO/Ibl, U CHCTEMATHU3UPOBAHHBIX
B Ipeaenax KaXJoro roJa B COOTBETCTBHM C YTBEPKIAECHHOU CTPYKTYypOH
OpraHu3aliy Ha 3TOT TOJI.

Onucu  nen, JOKYMEHTOB COCTAaBISIIOTCS 1O  YCTAaHOBJICHHOW — (opme
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(mpmnoxkennss N 14, 15, 16, 17, 18) u cocTOAT M3 ONHUCATEIbHBIX CTAaTCH CIUHHUII
XpaHEHUs1, U'TOTOBOM 3aIMCH, JTUCTA-3aBEPUTENISI U CITPABOYHOTO armapaTra K OMUCH.

OnwucarenbHass CTaThsl OMMCH BKJIIOYACT: MOPAIKOBBIA HOMEpP €IUHUIIBI
XpaHEHUs; WHAEKC €JAUHUIBI XpaHeHus (10 HOMEHKJIAaType [el); 3arojoBOK
€IVMHHIBl XPAHEHHUs], BKJIIOYAIOIMINM yKAa3aHUE HA HAJIU4YUE KOIWW, €CIM B HEHU
XpaHATCS KOMHUH JOKYMEHTOB; KpallHUE JaThl €IUHUIIBI XPAHECHUS; CPOK XpaHEHUS
(nng omumce naen, JOKYMEHTOB BPEMEHHOTO XPAaHEHMS); KOJUYECTBO JIMCTOB B
CAVHMIIC XPaHCHUS. 3arojlOBOK Jeia MOXKET OBbITh JOIMOJHEH aHHOTAIMEH
OTJICJIbHBIX JOKYMEHTOB (TPYIIbl JOKYMEHTOB) €IUHUIIBI XPAHEHMUS.

B cnpaBouHbIil anmapaT K ONHWCH BXOJAT: TUTYJBHBIA JIUCT; COAEpKaHHUE
(ornaBneHWe); MpPEIUCIOBHUE; CHUCOK COKpAlllEHMH; yKa3zaTeld K OIHUCH
(mMpeaMeTHBIN, UMEHHOU, TeorpapuIecKoi).

CocraB CIIpaBO4YHOIO alapara K OIIMCH 3aBUCUT OT CpOKa XpaHCHH
BKIIFOYCHHBIX B HCC JTOKYMCHTOB N UX BHIOB.

K omnucsam nern, JOKyMEHTOB IIOCTOSIHHOTO XPAaHEHHUS U I10 JUYHOMY COCTaBY
COCTaBJISIFOTCS TUTYJIBHBIH JIUCT, IPEAUCIOBHE, OTJIABIIEHUE, P HEOOXOIUMOCTH -
CIIMCOK COKpAIllCHUH, YKa3aTeu.

Ha TuTynpbHOM JHMCT€ ONUCHM YKa3bIBAIOTCS: TMOJHOE HAaWMEHOBaHUE
roCyapCTBEHHOTO (MYHHUIIMIIAJIBHOTO) apXuBa (€Clid OpraHu3alus SIBISIETCS
UCTOYHUKOM €ro KOMIUIEKTOBaHUA), TIOCJIEIHEE TIOJHOE HAWMEHOBAHUE
OpraHu3alliid, COOTBETCTBYIOIEE HA3BAaHUIO €€ AapXUBHOTO (OHIA, HOMEP
apxuBHOTO (DOHJa, HOMEP M Ha3BaHUE OMHCH, KpalHHE JaThl BHECEHHBIX B OIMKCH
€AUHULL XPaHEHUSL.

Ecnu nHamMeHOBaHWEe OpraHM3aldd HU3MEHSUIOCh, HAa TUTYJIBHOM JHCTE (B
cly4ae HEOOXOJUMOCTHM - Ha JOMOJHUTEIbHOM JIMCTE) TMOJA IOCIEIHUM
HAaUMEHOBAHUEM OpPTaHM3allUM YKa3bIBAIOTCS B CKOOKaX BCE €€ MEepEeHMEHOBAHUS B
UCTOPUYECKOW  (XpOHOJIOTMUECKOW)  TMOCJIENOBAaTEbHOCTH  3a  TEPHUO,
COOTBETCTBYIOIIMI KpaHUM JaTaM €JUHULl XPAaHEHHUS, BKJIFOUCHHBIX B OIHUCH.

B npenucnoBun kK omucH KpaTKO U3JIaratoTcsi IEPEMMEHOBAHUS OpraHU3aluy B
UCTOPUYECKOM  (XpOHOJIOTMYECKOW)  MOCJIENOBAaTEIbHOCTH 33  MEPHO/,
COOTBETCTBYIOIIMIN KpallHUM JaTaM €IWHHI] XpaHEHHUs, BKIIOUYEHHBIX B OIHUCH.
[IpenucnoBre MOAMUCHIBACTCS COCTaBUTENEM C yKa3aHUEM JIOKHOCTH M J1aThl
COCTABJICHHS.

K ommcu npen, noxkymeHTOB BpeMeHHOro (cBbimie 10 neT) XpaHeHus, mpu
HEOOXOMMOCTHU TaKKe MOTYT COCTaBJISITHCS OTJIaBJIEHUE, CIIMCOK COKPAILICHU.

Onucu (roaoBbie pa3iesbl ONUCEN) e, TOKYMEHTOB COCTaBIISIFOTCS:



MMOCTOSTHHOTO XPaHEHHUS - HE MEHEe YeM B HYEThIPEX JK3eMIUIIpax: TPU Ha
OyMa)XHOM HOCUTENEe W OAWH - B DJEKTPOHHOM BHJE (B KauecTBE pabodvero
AK3EMILISIPA);

BpeMeHHOTO (cBbiie 10 JeT) XpaHeHus - HE MEHEe YeM B JIBYX SK3EeMILISIpax;

JOKYMEHTOB 10 JIMYHOMY COCTaBy OpraHu3aluid - HWCTOYHHUKOB
KOMIUIEKTOBAHHUS TOCYAaPCTBEHHBIX (MYHHUIIMIIATHHBIX) aDXUBOB - HE MCHEE UeM B
YeTHIPEX AK3EMIUIApax: TP Ha OyMakHOM HOCHTENE, OJIUH - B AJICKTPOHHOM BUJIC
(B KauecTBe paboyero 3K3eMILIIPa);

JOKYMCHTOB IIO JIMYHOMY COCTaBy OpFaHHSaHHﬁ, HC ABJIIIOIIUXCA
HCTOYHHUKAMHU KOMIUJICKTOBAHHA TI'OCYyAapCTBCHHBIX (MYHI/II_II/IHaJIBHBIX) dpPXHBOB, -
HC MCHCC YCM B TPCX DK3CMILISApaAX.

Onucu (Toa0BBIE pa3ziesibl OMUce) e, TOKYMEHTOB BpeMeHHOro (cBbiiie 10
net) Xpanenusi corjacoBeiBatorca ¢ [[OK (OK) opranmzanmm, mnocne uyero
YTBEPAKIAIOTCS PYKOBOJAUTEIEM OpraHU3aIUu.

Ha paccmotpenne DIIK npeacTaBisioTCs HE MEHEE YeM 4epe3 3 rojia Mmocie
3aBEpILEHUA JEI0NPOU3BOACTBOM JI€Jl, BKIIFOUEHHBIX B pa3/ied:

onucu (TOJOBbIE pa3feibl ONMUCEN) A€, TOKYMEHTOB MOCTOSHHOTO XPaHECHUS
JUISL yTBEPIKICHUS;

onucH (TOOBBIC pa3Aeibl OTIUCE) A, TOKYMEHTOB 10 JUYHOMY COCTaBY IS
corjacoBanusa <I1>.

<1> Omnwucu pgen, AOKYMEHTOB IO JIMYHOMY COCTaBY COIJIaCOBBIBAKOTCS
COOTBETCTBYIOIIMM TOCYJAPCTBEHHBIM (MYHUIIMTIAIBHBIM) apXUBOM COTJIACHO
MPEIOCTABJIEHHBIM €MY TTOJTHOMOYUSIM.

[Tocne ytBepkaeHusi (corjacoBaHMs) Omuceil (TOAOBBIX pa3/iesIOB OMUCEH)
OIIK oHU yTBEpKIAIOTCS PYKOBOAUTEIEM OpraHU3aIUu.

B rocynapcTBeHHbIN (MyHULIMNATBHBIN) apXHUB MEPEAAIOTCS TPU HK3EMILIAPA
OMKUCHU JIeJ TMOCTOSIHHOTO XPAHEHHWs, OJMH SK3EMIUISP ONUCU JeN MO JHUYHOMY
COCTaBy, yTBepkAeHHbIX (coriacoBaHHbIX) DIIK, a Takke M0 OJJHOMY 3K3EMILISIPY
KQ)KJI0M OIMKCHU B 3JIEKTPOHHOM (hopme (B KauecTBE paboyuero 3K3eMILIspa).

O,Z[I/IH OK3CMINIAP OIMHMCH ACJ IMOCTOAHHOI'O XpaHCHUA M ABA OK3CMILIIAPA OIIMCHU
ACJI 110 JINYHOMY COCTAaBy OCTArOTCA B OpraHU3alnu.

BHecenue n3MeHeHn B TOJOBOW pas3fesl ONUCH JIEN, TOKYMEHTOB IIOCIIE €ro



yTBepxkaeHust (cormacoBanusi) OIIK gomyckaercss TOJIBKO Ha OCHOBaHUU
cooTBeTcTBYIOMIEro pemenus I1IK.

5.6. Ucropuyeckas cnpaBka K (DOHAY COCTOMT M3 TPEX pasleioB: HCTOPHUS
dbonm000pazoBaTeNss, OTpaKAOIIasl HCTOPUI0 OPTAaHM3AIlMHd CO CChUIKAMH Ha
COOTBETCTBYIOIINE 3aKOHOJATEIIbHBIC M HOPMATHUBHBIC aKTHI (IaThl 00pa3oBaHUS,
IIEPEHUMCHOBAHUS, peOpraHu3aIvH, JTUKBHIAIAH, BEJIOMCTBCHHYO
IIPHHAJICKHOCTD, CTPYKTYPY U QYHKITUHU, HX H3MCHCHHS, HA3BaHHE OpTaHU3aIUH -
IpeIIIeCTBeHHNKA), ncTopus PoHma (00beM, KpaliHUE TaThl JOKYMEHTOB, CTCIICHb
UX COXPAaHHOCTH, JAThl Iepelavyd JOKYMECHTOB Ha ITOCTOSHHOE XpaHCHHWE) |
XapaKTepUCTHKa JOKYMEHTOB (poHIa (pa3HOBUIHOCTH JOKYMEHTOB, OCOOCHHOCTH
(GbOpMUPOBAaHUS €IUHUI] XPAaHEHUS U MX CHCTEMAaTH3allid, HATUYUE JOKYMEHTOB,
BBIXO/ISIIINX 33 XPOHOJIOTMUECKHUE TPAHMIIBI JEATEIBHOCTH (HOHIO0Opa3oBaTels,
COCTaB CIPABOYHOTO armapaTa K GoHy, MECTO XPaHCHHS JJOKYMEHTOB TI0 JINYHOMY
COCTaBy).

HcTtopuueckas crnpaBka K (OHILy COCTaBJISIETCS B JIBYX SK3EMIUIIpaxX, OJUH -
XpaHuTcs B Aene (QoHma, BTOpOM - TepeAaeTcss B TOCYAapCTBEHHBIN
(MyHULIMITAJIBHBIN ) apXUB.

5.7. OcHOBHBIMHU (hOpMaMU UCIIOJIb30BAHUS JOKYMEHTOB apXHUBa OPraHU3alUuU
SBJISFOTCSL:

uH(popMaIMoHHOE oOecrieueHre pabOTHUKOB OpraHu3alluy;

MCIIOJIHEHHE 3allpOCOB TI0JIb30BaTeNIed, B TOM YHCIIE 3alpOCOB TIpaxkiaH
COIIMAILHO-TIPABOBOTO XapaKTepa;

Bbla4a JOKYMEHTOB M JI€J BO BPEMEHHOE IOJIb30BAHUE, IPEIOCTABICHUE
KOIUK apXMBHBIX JOKYMEHTOB MO 3alpocaM IMoJIb30BaTeNeH, B TOM 4ucie B popMme
AIIEKTPOHHBIX TOKYMEHTOB.

CDOpMaMI/I HCIIOJIB30BaHUA JOOKYMCHTOB dpXHMBa OpraHru3aliu SABJIAIOTCA
TaKIXKC:

WHOOPMUPOBAHUE CTOPOHHUX OpTaHMU3AIMi O HAIMYUU W COJACPKAHUU
HMMEIOIINXCS B ApXUBE IOKYMEHTOB;

HCII0JB30BaHUC JOKYMCHTOB B CPCACTBAX MacCOBOM I/IH(bOpMaHI/II/I;

MCIOJIb30BaHUE JOKYMEHTOB JIsl MOJATOTOBKH HCTOPHKO-MH(DOPMAIIMOHHBIX
MEpPOTIPUATUIN: BBICTABOK, SKCKYpCHid, KOH(DEepEeHIIUA;

BbIJ]a4ya JOKYMEHTOB JIsl paObOThI B YUTATIHLHOM (IIPOCMOTPOBOM) 3aJI€ apXUBa;

opraHu3anus 10CTyIia pa6OTHI/IKOB OopraHu3anvy K J0KYMCHTAM apXHBa ITYTCM



HCIIOJIB30BaHUA I/IH(I)OpMaI_II/IOHHO-TGHCKOMMYHHK&HHOHHOﬁ CCTU.

5.8. ApXHB OpraHu3aiuu JOJDKEH BECTH y4eT UCIOJIb30BAaHUA TOKYMEHTOB, B
TOM YHUCJIE€ BBIIAYM JTOKYMEHTOB M JI€Jl, BBIJAYM apXUBHBIX CIPAaBOK, BBIIHCOK,
KOIIMM TOKYMEHTOB.

5.9. 3anpocel TmONb30BaTENE, NOCTYNAKOIIUE B AaApXUB OpraHHU3alUH,
NOJIpa3AeIIAl0TCs Ha TEMAaTUUECKHUE U COLMAIbHO-TIPABOBbIE <1>.

<1> [loanmyHkT 5.7.1 mynkTa 5.7 [IpaBuin XxpaHeHusl.

5.10. ApxuB opraHuzaldu JOJDKEH pacCMaTpUBaTh M HUCIOJHATH 3aIlpOCHI,
MOCTYIHUBIINE B MTUCbMEHHOU (hopMme.

3ar1poc IMOJBb30BaTCIIA JOJLKCH COACPKATDh CIICAYIOIIYIO I/IH(i)OpMaHI/IIO:

HAaVMEHOBAHHME IOPUAMYECKOr0 JHMIA - aBTopa 3ampoca (i TrpaxaaH -
dbaMunuu, IMEHHU, OTYECTBA, IPU HATTUYHUH TTOCIIEIHETO);

ITOYTOBBIN W/WJIH Z)HGKTpOHHIsz/'I aJipcC, 110 KOTOPOMY JOJIKCH OBITH JaH OTBCT,

CBEJICHUS, WHTEPECYIOIIME II0Jb30BATENI M XPOHOJOTMYECKHE PaMKHU
3anpamuBaeMoi nHpopmManuy;

(dopMy ModxyyeHus: NOoJab30BaTeIeM HHPOopMalUK (MHPOPMALIMOHHOE MUCHMO,
apXUBHAas CIIpaBKa, apXUBHAs BBIIUMCKA, ApXUBHAsI KOIUS, TEMAaTUYECKHI NTEpeUeHb,
TeMaTHYCCKUN 0030p JOKYMEHTOB);

JUYHYIO MOJMUCH aBTOpPa 3ampoca (rpakJjaHuHa WIA JOJKHOCTHOTO JIMLA);
nary.

[Ipu moctymieHUM B apXWB OpraHuU3allid MHTEpHET-oOpaiieHus (3ampoca)
MIOJIL30BATENsI C YKa3aHUEM ajpeca dJIEKTPOHHOM MOYTHI W/WJIH MOYTOBOTO ajpeca
€My HampapJjsieTcs yBeIOMJICHHE O IpUeMe 00palieHus (3ampoca) K pacCCMOTPEHUIO
WJIM MOTHBHPOBAHHBIN OTKa3 B PACCMOTPCHUM.

Ha 3anpockl TemaTuyecKkoro xapakrepa, NOCTYUBIINE B apXUB OpraHU3aluu
no HWHQPOPMAIMOHHO-TEIEKOMMYHUKAITMOHHOW CETH, B TOM YHCIe TI0 CETH
HNHTepHeT, OTBET MOXKET OBITh HAMPABJICH B BUJE AJICKTPOHHOTO COOOIIEHHUS IO
yKa3aHHOMY aBTOPOM 3aMpoca JIEKTPOHHOMY aJIpecy.

3anpoc M0KeH OBITh 3apeTHMCTPUPOBAH B TEUCHHE TpeX pabouux AHEH C
MOMEHTA €T0 MOCTYIICHUS.
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3anpoc, He OTHOCSIIMICS K COCTaBY XPAHSIIHUXCS B OpraHu3ali JTOKYMEHTOB
(HenpouIbHBIN 3ampoc), B TeueHue 7 AHEH cO JHS PEerucTpaluy 3ampoca
HaIpaBJISIETCSl B OPraHU3aIIMIO, TJI€ MOTYT XPaHUTHCS HEOOXOAUMBIE JOKYMEHTHI C
YBEJOMJICHHEM 00 3TOM MOJIb30BATES.

3anpoc, TOCTYNUBIIMKA B apXuB OpraHu3allud, paccMaTpuBaeTcs B
COOTBETCTBHUH C TPEOOBAHUAMHU 3aKOHOJATEIbHBIX U MHBIX HOPMATHUBHBIX MPABOBBIX
aKTOB MO padoTe ¢ OOpaICHUSIMU IPAXKIAH U MPETOCTABIECHUIO TOCYAaPCTBEHHBIX
(MyHULIMTAJIBHBIX ) YCIIYT.

OTBeT Ha MOCTYNHBIINI B apXWB OpPraHU3AIMH 3aIPOC MPEIOCTABISICTCS B
teuenue 30 gHeld co gHA ero peructpamuu. C paspenieHus pPyKOBOICTBA
OpraHW3allid 3TOT CPOK MOXKET OBITh MpojJjieH He Ooyee yem Ha 30 mHEH, C
YBEJIOMJICHUEM 00 3TOM 3asIBUTEJIS.

5.11. OTBeTsI Ha 3aMpPOCHl MOJB30BATEIEH, B TOM YHCIIE OTBETHI HA 3aIPOCHI
COLIMAJIbHO-IIPABOBOTO XapakTepa, OPOpMIISIIOTCS B (opMe apXUBHOW CIPaBKH,
ApXUBHOM BBIMMCKU WJIM ApXMBHOM KOMUHU, OQOPMIICHHBIX M 3aBEPEHHBIX B
YCTaHOBJICHHOM ITOPSIJIKE.

HpI/I OTCYTCTBHUH JOKYMCHTOB, H€O6XOIII/IMI>IX HJIsL UCIIOJIHCHHA 3allpoca
COIMAJIBHO-IIPABOBOI'O XapaKTEpa, COCTABIIACTCA OTBCT Ha OaHke opraHu3annun C
YKa3aHHUEM IIPUYKWH UX OTCYTCTBHA.

5.12. ApxuBHas cnpaBKa IMOAMMCHIBAECTCS PYKOBOAUTENEM OPTraHU3aluH WIH
WHBIM YIIOJJHOMOYEHHBIM UM JOJDKHOCTHBIM JIMIIOM M 3aBEPSETCA Ie4aThblo
opranu3zanuu (npuioxerue N 29).

ApxuBHasi cripaBKa, 00bEM KOTOPOM MPEBBIIIACT OJUH JIMCT, JOJKHA OBITH
IIPOHYMEPOBAHa.

B Tekcre apXuMBHOW CHpaBKM B XPOHOJOTMYECKOM ITOCHENOBATEIBHOCTH
U3JIaraloTCs COOBITUS C YKa3aHUEM BUJIOB MCIIOJIb30BAHHBIX JIOKYMEHTOB, UX J1aT U
HOMEpPOB. B apXuBHOM CIIpaBKe ONyCKAETCS HUTUPOBAHUE TOKYMEHTOB.

HecoBnanenne OTAENbHBIX CBEJACHUIN/TAHHBIX TOKYMEHTOB CO CBEICHUSMH,
M3JI0)KEHHBIMM B 3alpOCE, HE SBJISIETCS MPEMATCTBUEM JJIsl BKJIIOYCHHUS UX B
apXMBHYIO CIIPABKY, €CJIM COBIAJICHUE BCEX OCTAJbHBIX CBEICHUI HE BBI3BIBACT
COMHEHUM B TOXXJECTBEHHOCTH JIMIa WM (PAKTOB, O KOTOPHIX TOBOPUTCS B
JIOKYMEHTAX.

B apxuBHOM crnpaBKe NaHHBIE BOCHPOU3BOIATCS TAK, KAK OHU H3JIOKEHBI B
JOKYMEHTaX, a PacXx0KICHUsS, HECOBNAJACHNS W HETOYHBIC HA3BaHUs, OTCYTCTBUE
MMEHHU, OTYECTBA, UHUIIMAJIOB WJI HAJIMYKE TOJBKO OJJHOTO U3 HHUX JIOJKHBI OBITh
OTOBOPEHBI B TEKCTE cHpaBKU B ckoOkax: "Tak B gokymente", "Tak B Tekcte
opuruHaia'".



CBenenusi, UMEIOIIMECS B apXHMBE MO 3ampocy o pabore u (W) yuebe B
HECKOJIbKUX OpraHU3allisiX, Kacarollyecs OIHOTO JIMIA, BKJIIOYAIOTCS B OIHY
apXUBHYIO CIIPaBKY.

[Io TekcTy apXWBHOW CHpaBKH B KadecTBe MPUMEUAHUNW MOTYT OBITh
OTOBOPEHBI ~ HEPa30OpPUYMBO  HANMWCAHHBIC, HWCIPaBICHHBIC  aBTOPOM, HE
MO/IJTAIOIIHUECS TIPOYTEHUIO BCIICICTBUE TMOBPEKICHUS TEKCTa opuruHana: "Tak B
TekcTe opurnnana”, "B Tekcte Hepa3bopuuBo'.

B Tekcrte apXHBHOfI CIIpaBKM HC JOITYCKAKOTCA HM3MCHCHHA, HCIIPABJICHUA,
CYMMHUPOBAHUC JAaHHBIX, KOMMCHTApPHUH, COOCTBCHHEIC BBIBOABI HCIIOJTHUTCIIA IIO
COACPKAHUIO TOKYMCHTOB, Hda OCHOBAHUH KOTOPBIX COCTABJICHA ApXHWBHAsA CIIPpABKA.
HOI[‘{I/ICTKI/I " IIOMApKH B APXUBHBIX CIIPpABKAaX HC JOIIYCKAIOTC.

B apxuBHOl cripaBKe JOJKHBI ObITh IPUBEAEHBI apXUBHbBIE NPl 1 HOMEPa
JIMCTOB €IMHHUI] XPAHEHHSI JOKYMEHTOB, UCITOIb30BABIINXCS ISl €€ COCTABIICHUS.

IIo 3alIpocy MOJIb30BaTeICH APXUBHLIC CIIpaBKH MOI'YT BbLIaBA4ATLCA B
BHGKTPOHHOﬁ (1)OpM€ Ha JJICKTPOHHOM HOCHTCIIC 0o IICPpCChIIIATLCA 110
I/IH(bOpMaI_[HOHHO-TGJIGKOMMYHI/IKEIHI/IOHHBIM CCTSM. 3JI€KTpOHHI>I€ APXUBHBIC
CIIpaBKM 3aBCPAIOTCSA BHGKTpOHHOﬁ IMOANMCBIO PYKOBOAUTCIISL OpraHU3alv WA
HHOI'0 YIIOJTHOMOYCHHOI'O UM JOJIZKHOCTHOTO JIMIIA.

5.13. ApxuBHbIE BBIUCKKA O(DOPMIISIIOTCS Ha OJlaHKE OpraHu3aluu (apXuBa

opraHuzainui) ¢ oOo3HaueHWeM Ha3BaHusa Buja jgokyMmeHTa: "APXHMBHAS
BBITTNCKA".

B apxuBHOM BBINIMCKE Ha3BaHUWE JIOKYMEHTa, €ro HOMEp U Jara
BOCIIPOU3BOJSTCS MOTHOCTBIO.

Brimucka MMPOU3BOAUTCA TOJIBKO M3 JOKYMCHTA, B KOTOPOM COACPKUTCA
HCCKOJIBKO OTACJIBbHBIX, HC CBA3AHHBIX MCIKIY coOoi BOIIPOCOB. Brinucka JOJDKHA
BOCIIPOHU3BOJAUTH MOJIHBIM TEKCT YaCTH JOKYMCHTA, OTHOCHmeﬁCH K 3aIIpocCy.

H3BneueHueM M3 TEKCTa AOKYMCHTa JOJIKHBI OBITH HCYCPIIaHbI BCC
HMCIOIIMECA JAaHHBIC 110 3aIIpOCy. Hauano u KOHCII KaXXI0T'0 U3BJICUCHUA, 4 TAKKEC
IMPOIIYCKH OTACJIBHBIX CJIOB B TCKCTC JOKYMCHTA 0003HAYAIOTCSI MHOTOTOYHEM.

B apXuBHOI BBINUCKE TOKHBI OBITh ClI€JIaHbl COOTBETCTBYIOIINE IPUMEYAHHUS
¥ OTOBOPEHBI YaCTH TEKCTa OPUTHHAJIA, HEPa300pUMBO HATMCAHHBIE, UCTIPABICHHbBIC
aBTOPOM, HE MNOJJAIOUIMECS IPOYTECHUIO BCIEACTBUE IOBPEXKICHHUS TEKCTa U
apyruM npuurHaMm. OTAENBHBIE CIOBA M BBIPAXKEHUS JOKYMEHTA, BBI3BIBAIOILNE
COMHEHHMS B MX TOYHOCTH, @ TaKK€ HCIPABJICHUS, MOJUYMUCTKH, BbI3bIBAIOIIME
COMHEHHE B HX JOCTOBEPHOCTH, oroBapuBaroTcs: "Tak B nokymenre", wnu "B
TekcTe Hepa3bopuuBo", win "Tak B Texcre opuruHana". [locne Texcra apXuBHOU
BBIITMCKHM YKa3bIBAIOTCA apXMBHBIM MU(pP U HOMEpA JIMCTOB €IUHMUIIBI XPAHEHUS



APXUBHOI'O0 JOKYMCHTA.

ApXI/IBHa}I BBIIIMCKA IMTOAITNCBIBACTCA PYKOBOIUTCICM OpraHnu3aliiy UJIN NWHBIM
YIIOJITHOMOYCHHBIM UM OOJIDKHOCTHBIM JIMIIOM M 3aBCPACTCS IICUATHbIO OpraHu3alluu.

ITo 3ampocy moJib30BaTelieil apXUBHBIE BBHIMUCKUA BBIJAIOTCS B AJEKTPOHHOM
dbopMe Ha BIEKTPOHHOM HOCHUTENE JUOO TEPEechUTAIOTCA MO HWH(OPMAIMOHHO-
TEJIEKOMMYHUKAIIUOHHBIM CETSIM. DJIEKTPOHHBIE apXUBHBIC BBIUCKH 3aBEPSAIOTCS
AIEKTPOHHOM  MOJIMUCHIO  PYKOBOAMTENS ~ OPraHU3allMM WA MHOTO
YIOJHOMOYEHHOTO UM JOJIKHOCTHOTIO JIMIA.

5.14. Ha apXuBHBIX KOMHSAX, BKIIOYash apXWBHBIE KONMMH Ha OyMa)KHOM
HOCHUTEJIC DJICKTPOHHBIX JIOKYMEHTOB, apXWBHBIC IMHUQPHI MPOCTABISIOTCS Ha
000pOTe KaXKIOTO JIUCTA APXUBHON KOIIUH, a 3aBEPUTEIIbHASI HAIITUCh U TIeYaTh - Ha
000pOTE MOCIEIHETO JINCTA KOUH.

[Io 3ampocy moJsib30BaTesield 3JIEKTPOHHBIE KONWK ApPXUBHBIX JTOKYMEHTOB
BBIIAIOTCS B AJIEKTPOHHOH (opMe JIMOO0 MNepechuIaoTcsl Mo HH()OpPMalMOHHO-
TEJIEKOMMYHUKALIMOHHBIM CETSAM. OJEKTPOHHBIE KOIHWH APXUBHBIX JOKYMEHTOB
3aBEPSIFOTCSA AJEKTPOHHOM NOJANKCHI) PYKOBOJAUTENS OpPraHU3aldHd WM HHOTO
YIIOJTHOMOYEHHOTO UM JOJDKHOCTHOTO JIMIIA.

5.15. [loaroToBiieHHBIE ApPXHUBOM OpraHU3aIlMK OTBETHI HA 3aMPOCHI (ApXUBHBIE
CIIPABKU, apXUBHBIC BBIMUCKUA U apXUBHBIC KOMUHU) HAMPABISIOTCS 3asBUTEISIM C
CONPOBOJIUTENIbHBIM MUCBMOM MO TOYTE€ WM BBIAAIOTCS: 3asBUTENIO - MpHU
NPEABSABICHUN JOKYMEHTA, YAOCTOBEPSIOIIETO JIMYHOCTh, €r0 MPEACTABUTEIIAM -
IpU OPEIbSIBICHUUA JOKYMEHTA, YJIOCTOBEPSIOLIETO JUYHOCTh M JTIOBEPEHHOCTH,
0 OPMJICHHOU B YCTaHOBJICHHOM MOPSIKE.

5.16. ApxuBHBIE CIpaBKW, AapXUBHbIC BBINUCKH M apXHUBHBIE KOIIHH,
HaIpaBJisieMbI€ B TOCY1apCTBa - yuacTHUKK KOHBEHIIUM, OTMEHSIIOIIEH TpeOoBaHKE
JIerajqu3alii MTHOCTPAHHBIX O(ULIHATBHBIX TOKYMEHTOB, ojanucanHoi B ['aare 5
OokTsA0pss 1961 r., 3aBepsrOTCS MPOCTABICHHEM M 3alOJJHCHHUEM CIICIHAIIBHOTO
mTaMra - amnoCTWIS B COOTBETCTBUM C 3aKOHOJATelbecTBOM Poccuiickoi
denepanum.

5.17. JonyckaeTcst U3bATHE U3 APXMBHBIX JI€Nl U BblJaya BJIaJI€NblaM WA UX
POACTBEHHMKaM, B Clly4ae WX MUCHMEHHOTO OOpallleHUs, TMOMJIUHHBIX JUYHBIX
JIOKYMEHTOB O TPa)KJaHCKOM COCTOSIHMH, 00 00pa3oBaHUU, TPYJAOBbIX KHUKEK, HE
MOJTYYEHHBIX B CBOE BpEMSI BIIAJIEIbIIEM TIOKYMEHTOB.

[TonmuHHBIE JIWUYHBIE JOKYMEHTHI BBIAAIOTCS 3aABUTEIISIM C Pa3pelICHUs
PYKOBOAMTENSL OPraHU3alUU M0 NPEABSABICHUNA NACIIOPTA WM WUHOTO JIOKYMEHTA,
YIOCTOBEPSIONIETO JINYHOCTh, JIMOO WX POJCTBEHHUKAM WU WHBIM JIUIAM I10
JIOBEPEHHOCTH, 0()OPMJICHHON B YCTAaHOBJIEHHOM 3aKOHOJIaTeILCTBOM Poccuiickoi
deneparuu nopsiake. [loamvHHbIe TUYHBIE JOKYMEHTHI MOTYT OBITH HAIPaBJICHBI
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3a4ABUTCIIIO HICHHBIM ITMCBbMOM.

C u3pIMaeMbIX JOKYMCHTOB B ApXHWBC OpPraHU3alluN U3TOTABJIMBAIOTCS KOIIUH,
KOTOPBIC l'IpI/IO6HIaI-0TCSI K JCJIaM. HN3bsaTue JAOKYMCHTOB, a4 TAKKXC 3dMCHA Ha KOITNH
OTPAKAKOTCA BO BHYTPCHHUX OIIUCAX ICJI, B JIMCTAX-3aBCPUTCIIAX ACJI, B OIMUCAX ACII,
JAOKYMCHTOB.

W3bsaTre u Bo3BpallleHUE TOKYMEHTOB OQOPMIISIIOTCS aKTaMU 00 U3BITHH U3
nen (BO3BpallleHHH) YKa3aHHBIX JOKYMEHTOB. AKTHI M JIpyrue JOKYMEHTBHI, Ha
OCHOBAHMHM  KOTOPBIX TMPOU3BEACHO U3BATUE (BO3BpAIEHUE) aAPXUBHBIX
JIOKYMEHTOB, BKJIIOYAIOTCA B JIe710 oHa.

5.18. KomupoBaHue [OKyMEHTOB apXuMBa OpraHU3AlMK [0 3asBKaM
MOJIH30BaTENICH MPOU3BOUTCS O PA3PEIICHUI0 PYKOBOAUTENS OPTaHU3AMHU WU
MHOT'O YIIOJTHOMOUYEHHOTO UM JOJKHOCTHOTO JIUIIA.

Konuu nOKyMEHTOB MeEpechbUIatoTCs B aApec TOW OpraHu3aluu, MO 3ampocy
KOTOPOM OHM U3TOTOBJICHBI, UJIU BBIAAIOTCS MOJIB30BATEIIO MOJI POCIIHUCH.

5.19. B memsx co3gaHusi  yCJIOBHM Ui paboOThl  MOJIb30BaTelei
HEMOCPEACTBEHHO B AapXWBE€ OPraHU3alldd MOXET BBIACIATHCA ITOMEIICHUE
(UMTaIBHBIA, MPOCMOTPOBBIM 3all) JJisi O3HAKOMJICHHUSI C JOKYMEHTAMH apXHBa,
000py/I0BaHHOE COOTBETCTBYIOIIUMU TEXHUYECKUMHU CPEICTBAMU [JIsi pabOThI C
JIOKYMEHTAMMU.

IIpy orcyrcTBMM B apxuBe€ OpraHu3alMy CIIELUAIbHO BBIICICHHOTO
nomemieHus:  pabota  modb3oBareileil ¢ JOKyYMEHTaMU  MPOU3BOJUTCSA
HEIMOCPEJICTBEHHO B pabouMx KOMHarax apxuBa. JIOKyMEHThl i1 paboThbl
ITOJIB30BATENSIM BHE IMIOMEIICHUS apXUBa OPraHU3alliy BbIIABATh 3aIPEIIACTCS.

Pazpemenne Ha paboTy B TIOMEIIEHMM apXuBa OpraHu3alud JaeT
PYKOBOJIUTEIb apXHBa OpraHU3aIuu (JIUIO0, OTBETCTBEHHOE 32 apXUB).

5.20. Otka3z apxuBa OpraHM3aldd B BbIJAYE€ APXUBHBIX JOKYMEHTOB
JOIYCKaeTCsl B CIIyvasix:

HaJINn4us (bOHJIa IIOJBb30BAaHUAA,
HCYIOBJICTBOPUTCIBHOT'O (I)I/IBI/I‘—IGCKOFO COCTOAHUA NOKYMCHTOB;,

HE TMPOIIECAIIMX HAYYHOTO ONHUCAaHUS U TEXHUYECKOro odopMieHus
JIOKYMEHTOB, JI0 3aBEpUIECHUS ATUX PadoOT;

OTPAHWYEHHUM Ha WCIIOJb30BAHUE, YCTAHOBJIIEHHBIX 3aKOHOJIATEIBCTBOM
Poccuiickoit @enepannu win GoHg000pa3zoBaTeneM npu nepeaave J0KyMEHTOB Ha
XpaHEHHUE.



Orkas apxuBa OpraHu3alyi B IMPCAOCTABJICHHU OOKYMCHTOB HJOJIKCH OBITH
BbIJJaH B MMMCbMEHHOM (bopMe U COACPIKATh IIPUYHMHBI OTKa3a, a TAaKXKC IMOPAO0K
00>KaJTOBaHMS OTKa3a.

VL. HEPEJTAYA TOKYMEHTOB OPI'TAHU3ALIMN HA XPAHEHHWE
B I'OCYIAAPCTBEHHbBIM (MYHULIUITAJIBHBIN) APXUB

6.1. Jloxymentst  ApxuBHOoro ¢onma  Poccuiickoit =~ ®exnepanun,
oOpa3oBaBIIMeCS B  OpraHU3alUsAX -  HCTOYHUKAX  KOMIUICKTOBAHUS
rOCyJapCTBEHHBIX (MyHUUMIAIbHBIX) apXWBOB, IO MCTEUYEHHH CPOKOB HX
BPEMEHHOTO XPAaHEHUs B apXMBE OPraHM3alMM INEPEAAIOTCI Ha ITOCTOSHHOE
XpaHEHHE B COOTBETCTBYIOIIUI rOCYAapCTBEHHBIA (MyHUIMIIAIbHBIN) apXUB.

6.2.  [oxymentel  ApxuBHoro Qonma  Poccuiickoit =~ ®denepanum,
oOpa3oBaBIIMECS B JAESITEIBHOCTH TOCYAAPCTBEHHBIX W HErOCYAapCTBEHHBIX
OpraHu3alri, He SBISIONIUXCSA UCTOYHUKAMU KOMIUIEKTOBAHUSA TOCYAapPCTBEHHBIX
(MyHUIIMIIAJIBHBIX)  apXUMBOB, MOTYT [€pelaBaTbcs B  T'OCYIAapPCTBEHHbIE
(MyHULIMITAJIBHBIE) apXHWBbl HAa OCHOBAaHUM JOTOBOPOB C COOCTBEHHUKAMH WM
BIIAJCJIBIIAMU JTOKYMEHTOB.

6.3. JIOKyMEHTBI NEpEeNaroTCs Ha MOCTOSHHOE XPaHEHHE B YIIOPSAOYECHHOM
COCTOSIHAH C COOTBETCTBYIOIIMM HAYYHO-CIIPABOYHBIM ANIApaTOM.

6.4. B opraHmzanusax - HCTOYHHMKAX KOMIUIEKTOBAHMS TOCYAapCTBEHHBIX
(MyHULIMITAJIBHBIX) apXUBOB BCE pabOTHI, CBSI3aHHBIE C OTOOPOM, MOATOTOBKOM H
nepefayeldl JOKyMEHTOB Ha IIOCTOSHHOE XpaHEHWe, B TOM YHCIE C UX
YOOPSAJOYEHHUEM U  TPAHCHOPTUPOBKOM, BBIMOJHSAIOTCS 32 CUET CPEICTB
OpraHu3alui, NePeaAoIIMNX JOKYMEHTHI.

6.5. JlocpouHas nepegaya JOKyMEHTOB Ha MOCTOSTHHOE XPAHEHUE MOXKET ObITh
OCYyILIECTBJIEHA NpPHU OTCYTCTBUM HEOOXOAMMBIX YCIOBMHM 1Jsi oOecredeHus
COXPaHHOCTH IOKYMEHTOB ApxuBHOTO (poH1a Poccuiickoit Deaepanuu, mpu yrpose
yTpatbl (YHMUYTOXEHHS) JAOKYMEHTOB, a TaKXe IO Mpoch0e OpraHu3aluy Ha
OCHOBAHMH JIOTOBOPA C TOCYJaPCTBEHHBIM (MYHULIUIIAJIEHBIM) ApXUBOM.

[Ipopsienne CpOKOB XpaHEHMST JOKYMEHTOB B AapXMBE OpraHU3ALUHU
JOIyCKaeTCst 1o IIACbMEHHOMY pa3peIeHNI0 roCyJ1apCTBEHHOTO
(MyHUIIMIAJILHOTO) ~ apXMBa B  Cllydae HEOOXOIUMOCTH  MPAKTUYECKOTO
UCIIOJIb30BaHUs JOKYMEHTOB OpraHU3alUeH.

6.6. Ilepemaua JTIOKYMEHTOB IOCTOSIHHOTO XPAaHEHUS B TOCYJApPCTBEHHBIM
(MyHUIIUTIAJIGHBIA) apXUB  OCYIIECTBISAECTCS B COOTBETCTBUM C  IUJIAHOM,
YTBEPKJACHHBIM PYKOBOJMTEIEM COOTBETCTBYIOIIETO apXMBa IO COTJIACOBAHUIO C
MepEeAOLIEH ea OpraHnu3auei.

6.7. JIOKyMEHTBI NepeatoTCcsi B TOCYAApCTBEHHbIA (MyHUIUMTIATBHBIN) apXuB



110 OIUCAM J€1, JOKYMEHTOB MIOCTOSIHHOTO CPOKa XpaHEeHUs, yTBepxkaeHHbIM DI IK.

Ilepen mnepenayeil JOKYMEHTOB Ha MOCTOSHHOE XPAHEHHE COBMECTHO C
MPEACTaBUTENIEM TOCYAapCTBEHHOrO (MYHUIMIIAJBLHOTO) apXuBa MPOBOIUTCS
IpOBEpKa MPaBUIBHOCTH OMUCAHUS U 0OPMIICHHUS 1€, GU3UYECKOTO U CAHUTAPHO-
TUTHEHUYECKOTr0  COCTOSIHUA  JOKyMeHTOB. Ilpu  oOHapyxkeHunm naedexToB
COCTaBJISIETCSl aKT; YCTpaHEHHE OOHapYXEHHBIX Ne()EKTOB MPOBOAUTCS CUTIAMH
OpraHu3alyu.

[lepenaua nen NMpoBOAUTCS B TOCYAApCTBEHHOM (MYHHUIMIAIBHOM) apXHBE
noequHUYHO. Ha Bcex deTblpex »JK3eMmIuisipax OIucedl JAel, JOKYMEHTOB
IPOCTABJISIFOTCSI OTMETKHU O MIPUEME JIEI.

[Ipu mepBoit nepenaye TOKYMEHTOB B TOCYJApPCTBEHHBIN (MYyHUITUTIATHHBIN)
apXuB NlepeaeTcs uCTopuyecKkas crpaBka K ponay. [lpu nocnenyronmx nepegadax
JIOKYMEHTOB MEpPEIaeTCs JONOJHEHUE K HCTOPUUECKON CITPaBKe.

6.8. Ilepemaua goxkymMeHTOB oOdOpMIISIETCS aKTOM IpUeMa-Tiepeaadu
JOKyMEHTOB Ha XpaHeHue (mpwioxkenue N 30), cocTtaBisieMbIM B JBYX
sK3eMIuIsIpax. OIUH SK3EMIUISIP OCTAETCS B FOCYJAPCTBEHHOM (MYHMIIUIAIBHOM)
apXuBe, IPYrou - B IepeIarolIei opranuzanuu. Bmecre ¢ JOKyMeHTaMu MepeaacTcs
TPH AK3EMILISAPA OMUCHU 1], JOKYMEHTOB, B TOM YHUCJIE OJIMH B JJICKTPOHHOM BUJIE.

Ecnu npu nepepgade oOHapyKEHO pPACXOXKIECHUE MEXKAY WTOTOBOM 3alHChIO
OIHCH JIeTI, IOKYMEHTOB U (DaKTHYECKUM HaJMYMEM TIEpeIaBaeMbIX JIell, B OMTUCHU
Jien, JOKyMEHTOB 0(OpMIIIeTCS HOBasi UTOTOBAs 3alKCh, B KOTOPOU YKa3bIBAIOTCS
dakTHueckoe HaJIMuMe Jed W HoMepa OTCyTcTByromux nen.  Howmepa
OTCYTCTBYIOIIUX €] (PUKCUPYIOTCS B aKTE MpUeMa-Tiepeayu el Ha TOCTOSHHOE
XpaHEeHue, MPUYHUHBI OTCYTCTBUS JI€] - B IPUJIAraéMoil K akTy Mpuema-nepeaadu
CIIpaBK€, MOATOTOBIICHHON OpPraHU3aluei.

ApXHB OpraHHU3aIliu MPUHUMAET MEPHI 1O PO3bICKY nel. Ha otcyTcTBytonue
JIOKyMEHTBl M JieJla, MEpPhl 1O PO3BICKY KOTOPBHIX HE Jaldu pe3yJbTaToB,
COCTaBJISIETCSl aKT 00 yTpaTe AoKyMmMeHTOB (mpwmiokeHue N 6). YTpaueHHbIe
MOJTMHHUKH IOKYMEHTOB MOTYT OBITh 3aMEHEHBI UX KOTHSIMHU.

VIL TIEPEJJAYA JJOKYMEHTOB ITPU PEOPT AHM3ALIN VWJIN
JIMKBUJALINN
OPTAHU3ALIMN, CMEHE PYKOBOJIUTEJISI APXUBA OPTAHU3ALIIU

7.1. llpm peopraHuzauvv WA JIMKBUJALUMM OpraHU3alluM Tieperada |
JAIbHEUIIEE MCTIOJIB30BAHME JOKYMEHTOB PEOPraHU3yEMOU WJIA JIMKBUIAUPYEMOU
OpTraHU3aIMU OCYIIECTBISAETCSI B COOTBETCTBUU C 3aKOHOIATEIBLCTBOM Poccuiickoin
denepaunm.

[lepenaua 1OKYMEHTOB JUKBUIUPYEMON OpPTaHU3AIMU BXOJIUT B 00S3aHHOCTD



KOMHUCCHUH, 00pa30BaHHOM TSI TIEpEavH IS ¥ UMYIIECTBA.

[Ipu nMKBUAMKM  OpraHU3alM -  HMCTOYHUKOB  KOMILJIEKTOBAHMUS
rOCyAapCTBEHHBIX (MYHUIMIIAIBHBIX) AapXMBOB B COCTaB JIMKBUIAIIMOHHOMN
KOMHCCUHU BKJIIOYAETCSI TPEACTAaBUTENIb TOCYAAPCTBEHHOIO (MYHUIIMIAIBHOIO)
apxuBa.

7.2. IIpu cMeHe pyKOBOAMTEIIS apX1UBa OPraHU3aluu (J1M1a, OTBETCTBEHHOTO 32
apXuB OpraHU3alUM) NpUeM-TIiepeaadya JOKYMEHTOB apXuBa, yUETHOTO M HAY4YHO-
CIIPABOYHOTO amnmapara K HUIM OCYLIECTBIISIETCS 10 aAKTY.

IIpunoxenue N 1
K 1. 2.37 [IpaBun

HammMveHOBaHMeE OpraHM3alnn

KAPTOUKA IIOCTEJIJIAXHOI'O
TOIOT'PAOUMUECKOT'O YKABATEJIA <*>

CTEJUIAX N XPAHWIIVIIE N




[kad | [Tonka N | @oug N | Onuch En. xp.cN IIpumeyanue

mo N

®dopmat A6 (148 x 105 mm)

<*> KapTouku MOCTEUIaXXHOTO TONOTrpauyYecKoro ykKa3aTessl COCTABIISIOTCS Ha KaXKIbIA CTEIUIaXK M MPUKPEIUISIOTCS Ha
TOPLEBOM CTOPOHE CTEIIAXKA.

[Tpunoxenue N 2
K 1. 2.37 IlpaBun

HammMveHnoBaHMe opraHmM3alum

KAPTOUKA I[IOPOHIOBOI'O
TOIOTPAOMYECKOT'O YKASATEJIA <*>

®OHI N XPAHWIIMIIE N




HazeaHMre oQoHIa

Omnnc En. xp.cN Cremnax | Ikadp N | [Tonka N | [Ipumeua
b N N HUE
o N
1 2 3 4 5 6




®dopmat A4 (210 x 297 Mm)

<*> Kaptouku mohoHI0BOro TONOrpaduyeckoro ykazaress COCTaBISI0TCS Ha
KKIBIH (POH]T ¥ PACTIONATAOTCS B TIOPSIIKE HOMEPOB (hOHIOB.

[Tpunoxxenue N 3
K 1. 2.43 TlpaBun

HamMeHOBaHMe OpTraHM3aLuUn

AKT YTBEPXIAI
N PykoromuTesib OpIraHM3aLUUn
IPOBEPKU HaJIUUUSI
M COCTOSHMS apXMBHEIX HOOKYMEHTOB ITomnmuce PacumppoBra
IIOANUCHU
doHnm N IDaTa
HaseaHue odoHIa
Homepa onmucen
[IpoBepka OpoBOOMJIACE C 1o
[IpOBEPKOM yCTaHOBJIEHO:
1. YmcamTcsa 1o ONMcaM el en. xXp.
(koJIMuecTBO)
2. BBIGBJIEHB TexXHUUECKME OWMOKU:
2.1. VMenTCsa JMTEPHBE HOMEpPa:
a) He YUTEeHHBEEe B MTOTOBOM 3alMCHU en. xXp.
(koJIMuecTBO)
©) He IIepeuMCJIeHHBEe, HO YyYTEeHHHE
B MTOTOBOM 3alMCU en. xp.
(koJIMuUecTRBO)
2.2 . IllponymeHO HOMEPOB:
a) He YUTEHHBEX B MTOT'OBOM 3alMCHU en. xXp.
(koJIMuecTBO)
©) He IIepPeuMCJIeHHBIX, HO YUTEHHBIX
B MTOTOBOM 3alMCU en. xp.
(xkoJIMuecTBO)
2.3. Ipyrue, B pel’yjbTaTe uyero obbem
YBEJIMUMIICS Ha en. xp.
(xomMuecTBO)
YMEeHbBIIMJICSA Ha en. xp.
(xkoJIMuecTBO)
3. UucamTCcsa 0O ONMCSAM B pPes’yJjbTaTe
YCTPaHEeHUS TEeXHUUECKUX OmMUOOK en. xp.
(xomMuecTBO)
4. He okaszsajioCh B HaJMUUU en. xp.
(xkoJIMuecTBO)
5. ViMeeTcs B HaJMUMUM 10 IaHHOMY OGOHIY
(BKJIIOUEHHEBEIX B OIIMCU) en. xXp.
(xomMuecTBO)

M3 HUX TPeOyo X :



a) mesuHbekUIUU

0) IOes3uHCeKLUUU

B) pecTaBpauuu

en. xp.
(xkoJIMuecTBO)

en. xp.
(koMMuecTBO)

en. xp.
(koJIMuecTBO)

IIponomxkenue npunoxkeHus N 3
K 1. 2.43 [IpaBun

T') IeperieTa MY NOIUMBKU en. xp.
(koMmMuecTBO)
II) BOCCTAHOBJIEHUS BaTyxXallMX TEeKCTOB en. xp.
(koJIMuecTBO)
€) HeUCHpPpaBUMO [IOBPEXIEHHHX en. xp.
(koNMMuecTBO)
6. VMeeTcs He BKJIIOUEHHHX B OINUCHU en. xp.
(koNMMuecTBO)
7. VToro moO IOaHHOMY OQOHIOY (BKJIIOUEHHBIX M HE BKJIOUEHHBX B OIMUCHU) ,
MMEIMXCAI B HaAJIUUUU en. xp.
(koIMuUuecTBO)
8. XapakTepUCTHKa YCJIOBUM XpaHEHUS
[IpOBEPKY NPOU3BOIOUIIN:
HamMeHOBaHMUE
IOOJIDXKHOCTEMN
PabOTHUKOB Moonucu PacumdppoBKa IoINMUCEN

HavMmeHoOBaHMe opraHm3auun
AKT
N

O TexXHMUEeCKUX ommbkrax
B YUYE€THEIX IOOKYMEHTaxXx

®ono N

Hazsrpanuve doHOa

dopmar Ad (210 x 297)

[Tpunoxenue N 4
K . 2.43, 3.15 IlpaBun

YTBEPXIAIO

PykopomouTesnp OpIraHM3aLUUn
[Nomnmce Pacumpposra

MIOONMCHU
ITaTa

B xome BEHIIOJIHEHUSA

O6HapymeHu TEeXHNYeCKMue

ommMOKM B BalMCHIX




Hazpanue JOKYMCHTA

CBHHCCTBYKHHaHSaHHCL

CJ'IGIlyeT 3aI1ucaThb

1

2

3

B pesysibTaTe KOJIMYEeCTBO

Ha

S OVIHUILL XpaHeHuA YBEeJINYMIIOCH (yMeHbU.H/IJ'[OCb)

en. xp.

[lprMeyaHms :

(undpamMm, NOPONIUCHI)

HamMveHOBaHME OOJIKHOCTU pa@OTHMKa [Mopnuce

VI3sMeHeHUd B YUYeTHBEIE IJOKYMEHTEI BHECEHEI

HamMeHOBaHME OOJIKHOCTU
paboTHMKA apxXuBa

HauveHOBaHUE OpraHMn3alumn

Illonmnmce

PacumdppoBka OOOIUCU

PacumppoBka HOOIMUCU

®opmat A4 (210 x 297 mm)

ITpunoxenue N 5
Kk . 2.43, 3.15 IIpaBun



AKT YTBEPXIIA
N PykoBomuTesis opraHmM3alLumu
006 oOBOHapyXeHUM IOOKYMEHTOB loanmchb Pacumbpporka
(He oTHOCAWMXCsS K IaHHOMYy QOHIY, IOINNCHU
HEeYUTEeHHEIX )
HaTa
B xome
(Bo paboThl)
OOHAPYXEHO
(B doume, xpaumnuume, padoueMm NOMELECHNN)
N | 3aronoBok Mudp Kpaitnue | Komnuects | K kakomy |IIpumeuanu
/1 em. xp. | (ecnu ecTh) JaThI 0 JIUCTOB donmy o
(oObeM, | OTHOCHUTCS
MO6)

1 2 3 4 5 6

Toro OOHApyXeHO IOKYMEHTOB

(umdpaMm ¥ HOPONMCEI)

HamMeHOBaHME HOOJIKHOCTU paboTHMKA INoomnmce

VI3MeHeHMd B Yy4UYeTHHE JOKYMEHTE BHECEHE

HammMeHOBaHME IOOJIKHOCTU

paboTHMKA apxmuBa Iloonmce Pacumpporka

rnogrimcum

IOOKYMEHTOB

PacumppoBka HOOIUCU




HauMeHOBaHMe OpTraHM3aLumn
AKT

N
00 yTpaTe OOKYMEHTOB

®oHno N

®opmat A4 (210 x 297 Mm)

[Ipunoxenue N 6
Kk . 2.44, 3.15, 4.32, 6.8 [IpaBun

YTBEPXIAIO

PyxoBommuTesb OpraHmM3alLumn
Illonmnmce Pacumpporka

MIOONUCU
ITaTa

(HazBaHMe GQoHIa)

B pesynbTare

YCTAHOBJIEHO OTCYTCTBUE B (QOHIEe

HepeqMCﬂeHHbIX HUXe e,
IOJIOXUTEJILHEIX Pe3yJIbTaTOB He Iajiu,
yuera:

IpenIpuHsaTEE
B CBA3M C dYeM CUMTAEeM BO3MOXHEIM CHATB C

APXMBOM MEPH [0 POSBHECKY IeJ

N Omuce | En.
n/m N xp. N

3aroJIoBOK €11. Xp.

Kpaiinne | Kommuects | [Ipennosarae
JaThI 0 JINCTOB | MbI€ IPUYHUHBI
(o0beM, | oTCyTCTBHS

M6)

3) 6 7




Toro

en. xp.

(umdpaMmrt M HOPONUCHI)
ConepxaHue YTPadeHHBIX IOOKYMEHTOB

cilenyromyMM en. Xp. @

MOXeT OBITH YaCTUYHO BOCIIOJIHEHO

(Homepa en.

HavMeHOBaHME OOJIXHOCTU
PYKOBOOUTEJIS apxuBa
(Mnua, OTBETCTBEHHOIO 3a apXUB)

COTJIACOBAHO <*>
[IpoTokosn 3K apxXMBHOT'O yUYpPeXIeHUS
oT N

VI3MeHeHMSa B YyUeTHHE OOKYMEHTHE BHECEHEH

HammMeHOBaHMEe IOOJIXKHOCTU
paboTHMKA apxXmMBa

Xp.

n VX TPYIIIIOBEE BaPOﬂOBKM)

[Moonuce Pacumpporka nomnmcu
COTJIACOBAHO

[IpoToxos LSK (39K) opraHm3zaumum

oT N

[lomnmcso Pacumpporka nomnmcu

<*> Ecnu He 00Hapy>KEeHBI JieJ1a MOCTOSIHHOTO XPaHEHHUS.

®opmat A4 (210 x 297 mm)

ITpunoxenue N 7
K . 2.47 IlpaBun



HaumeHoBaHUME OopraHM3almn

KAPTA-3AMECTUTEJIbL IEJIA

Ieiio

(N 1 HaszBaHUe)
Onmco

(N 1 HasBaHUe)
QOoHL

BelmaHO BO BpPEMEHHOE I10JIb30BaHME

(N u HaszBaHUEe)

(UMTaJabHBIM 3ajl) :

N | ®.M1.O. mons3oBarens Jara Jara [Toanuck [Toanuck
n/m BbIJIAYM | BO3BpATa | BBIJABIIETO | MOJYYUBIIET
JIeJI0 0 J1eJ10
1 2 3 4 5 6

®opmat A4 (210 x 297 mm)

ITpunoxxenue N 8



k . 2.47,4.19, 4.21, 4.23 [lpaBun

JMCT-3ABEPUTEJIL IEJIA N

B mejie mNOOMMTO UM NPOHYMEPOBAaHO JIMCTOB
(umbpaMy M NPONMUCHIO)

c N no N , B TOM UMCJIE:
JIMTEPHEIE HOMEpa JIMCTOB

IIPOIIYyUWIEHHEIE HOMEepa JIMCTOB
+ JIMCTOB BHyTpeHHeﬁ OoInncum

Oco0eHHOCTH (PM3UYECKOTO COCTOSIHUSA U (DOPMUPOBAHUS Howmepa nucroB
nena
1 2

HamMveHOBaHMe OOJDKHOCTU
paboTHMKA [Momnmce PacumppoBka NOONUCK

JaTa

®opmat A4 (210 x 297 mm)

[Tpunoxenue N 9
K 1. 2.47 IIpaBun



HaumeHoBaHUE OopraHMn3almmn

JIMCT MCIIOJIb3OBAHVA HOKYMEHTOB

®oHnm N Onuce N Iesno N
3aroJIoBOK meja
Jara Komy BbI1aHO: Xapakrep N [Toanucs nuna,
HCIIOJIb3 bamuus, HCIOJIb30BaHUs VICIIOJIB30BA | UCIOJIb30BABIIIE
OBaHUS 1503050002008 (xommupoBaHue, HHBIX ro JeJ0
(pa3060puKBO) | BBIMUCKHU, IPOCMOTP) JIUCTOB
1 2 3 4 5

HavMmeHOBaHME OpIraHMU3aLNN
AKT

N

O BbIIAaYEe IneJl BO BPEMEHHOEe II0JIb30BaHNME

®opmat A4 (210 x 297 mm)

[Tpunoxenue N 10
K 1. 2.46 [IpaBun



(HauMeHOBaHME oOpTaHM3alNuM,
ee ampec, IIOYTOBHM MHIEKC)

OcHOBaHMe

IJIg KakoM LeJyiM BHIOAKTCS enO. Xp. u3 ¢oHma N

(HazBaHMe QoHIAa)

n/m N | xp.N exd. Xp. JaThl  |JIUCTOB, (hopmaT
(o6bem, MO)

N |Onuce| En. | 3aronoBok | Kpaithue | KomudectBo IIpumeyanue

1 2 3 4 ) 6 7

Bcero BeImaeTcsa en. xXp.,

(umdpaMyt ¥ OPONUCHIO)
CPOK BO3BpalleHUI

C

Terna BBIIIAHEBL B YIIOPAOOUYEHHOM cocrodHMM, IIOOWMTEI, B o@noxxax,
IIPOHYMEPOBAHHEIMM JIMMICTaMM M 3aBEPUTEJIBHBIMYM HaOIIVMCAMNA.

lNonyuaTejib 00sa3yeTcsa He NIpeOoCTaBJaTh nejia, [0JIydeHHEIE BO BpPEeMeHHOe

I10JIb30BAaHME, IIOCTOPOHHUM JiiaMm, He BEIIABATH I10 HVIM KOHMﬁ, BEITIMCOK U
CIIpaBOK, He ny6JIMKOBATH JOKYMEHTEL tez paszpelieHrda opraHmM3aluny, BBLIABIIEN
nejia.

llonyuaTens o00g3yeTcsa BEpPHYThL Heja

B ApPXMB OpTaHM3alLMM B yKa3aHHBM B
aKTe CpOK.

MonyuyaTesb npenyrnpexneH o6 OTBETCTBEHHOCTHM IIO 3aKOHY B CJlIydae YyTpaTHl
MM TMIOBPEXIOEHMA IIOJIYUYEHHEIX BO BPEMEHHOE II0JIBb3OBAaHME IHOeJl.

[Iponomxenne npunoxenus N 10
K 1. 2.46 IIpaBun






HamMeHOBaHME IOOJIXKHOCTM HamMeHOBaHME IOOJIXKHOCTMU

PYKOBOOMTEJIA OpraHM3aluny, PYKOBOOUTEJIA

BHIOAKIWIEN IeJja OoOpraHM3aluMK-IIoJIydaTeslsd

[lomnmce Pacumbpporkxa [lomnmce Pacumbpporkxa
IOIONINCHU IOIONINCHU

IDaTa IDaTa

[leuaTer OpIraHM3aLUMA [leuaTes oOpIraHM3aLUMA

®opmat A4 (210 x 297 mm)

[Tpunoxenue N 11
K . 3.6, 3.15 IIpaBun

(HaMMeHOBaHME OpTaHM3aluM)

(Ha3BaHME apxXMBa OpIraHM3aALUMN)

KHUT'A
ydeTa NOCTYIUJIeHMA U BHOBTUA OeJl, OOKYMEHTOB

Tom N

Hauat

OKOHUEH

®opmat A3 (297 x 420 mm)

[Tponomxenue npunoxenus N 11
K . 3.6, 3.15 IlpaBun



N | Jlara |HammenoBanu| Hammen |Ha3| I'oger | Bug [Toctyruienue Bri0bITHE Heommcan | [Ipum
I/TI | TIOCTY e OBaHHUE, | aHUE | TIOCTYI | HOCUT OTMCAHHBIX OTMCAHHBIX HBIX JIeJl, | CYaHU
IJICHU | OPTaHU3allMy | HOMEp M| W | UBIIUX | €JId JIOKYMEHTOB JOKYMEHTOB | TOKYMEHTO| €
Au | (CTpYKTYpHOT | Jata |HOM | wuiom | <*> B, JJUCTOB

BEIGEIT o JOKyMeH| ep | BEIOHIB KommuecTtso en. xp. | KonnuecTso ef.
Wsg | mojxpasieieH | Ta, mo | GOH | X XPp-
AOKyM | Hi, jiula, \KOTOpOM| Ja | IOKyMe II0CTO | BpeMe | 1O | HOCT [BpeM| MO |TOCT| BBIO
CHTOB apXHBa)’f)T y HTOB SITHHOT | HHOTO | JIMYH | OSIHH | €HHO | IWYH | YU | BLJIO
KoTopon | HOCTyHH 1o o | (cBel | oMy | oro | TO | oMy | JO
focTynuim | Jif 1 onuen xpane | me 10| cocrta | XpaH | (CBHI | cOCT
(nn BBIOBLTH HUSA | JIeT) | By |€HUS| IIE | aBy
BBIOBLIIN) | TOKyMEH 10
JOKYMEHTBI THI ner)
1 2 3 4 5 6 7 8 9 10 | 11 | 12 | 13 | 14 | 15 16
Toro B TOonoy IMOCTYIIMJIIO en. xp., B TOM YMCJIe: Ha

OyMaxHOM HOCHUTEeJe

(umdpaMm M HOPONMCEI)
;, DJIEKTPOHHBIX

(urdpaMy M MNPONMCEIO)

ayIMOIOKYMEHTOB

MOKASBEIBATCSA pPas’3mdesjIbHO MTOTOBHEE IaHHEE N0 rpadam 8,

BEIOBLIIO

(umbpaMy M MNPONMUCHIO)

en.

(urdpaMm M HOPONMCEI)

4

4

(umdpaMy ¥ MOPONUCHIO)

BUIOEOIOKYMEHTOB

Xp.,

B TOM 4YMCJIE:

, DJIEKTPOHHEIX

(umdpaMmt M HOPONMCHI)
AyIVOIOKYMEHTOB

IIOKa3pBalnTCA pasneJIbHO MTOI'OBBIE IaHHEIE IIO I'pac_baM 11,

(urbdpaMy M HNPONMCEIO)

4

(umdpaMm ¥ HOPONMCEI)

9, 10,

14 xHUTHU;

Ha OyMaxXHOM HOCHUTeJie

(umdpaMmt M HOPONMCHI)
BUIEONOKYMEHTOB

(urbdpaMy M HNPONMCEI)

12,

13,

15.




HaumMeHOBaHMEe OOJIXHOCTM JIMLA,
COCTaBUMBIIET'O MTOI'OBYI I'OIOOBYIO 3allMMChb Mognuce PaCLLIM@)pOBKa rnogrnmcum



HamMeHOBaHME OOJIXKHOCTU PYKOBOOMUTEJNA apxmea Illoonmce Pacumbpporka nomnmucu
(MmMua, OTBETCTBEHHOTO 3a apxus)

DaTa

<*> B rpade ykaspiBaercs Bua Hocuteds (BH - moxymeHnTsl Ha OymakHOM
Hocurene, D] - 2JeKTpOHHBIE JOKYMEHTHI).

®opmat A3 (297 x 420 mm)

[Ipunoxenune N 12
K r. 3.6, 3.15 IIpaBun

HamMeHOBaHMe OpTraHM3aLuUn
CINMCOK $OHIOB

Tom N

Hauar

OKOHUEeH

®opmat A4 (210 x 297 mm)

[Tponomxenue npunoxenus N 12
K . 3.6, 3.15 TlpaBun



N |Jlata nepBoro| Ha3panue
dboHa | MOCTYIUICHUS donma

JIOKYMEHTOB
donma

OtMeTKa 0 BeIOBITHH (POHIA

Kyna BbIObLT Jartau N
JIOKYMEHTA,
Ha
OCHOBaHUH
KOTOPOTO
BBEIOBLIT

[Ipumeuanue

4 )

Ha 01.01. Toma B CHMCOK BKJIOUeHBE GOHIE C N mo N

"3 CIIMCKa MCKJIIOYEHEL @OHHH c N

no N

Bcero XpaHuTcd B apXuBe

(umdpaMy ¥ HPONMUCHIO)

GOHOOB, M3 HUX:

comepxaT ocoBoO LieHHBle »nea.

(umbpaMy M NPONMCHIO)

Homepa cBoOOOnHEE:

HomMmepa BeIOBIBUIME ([I€PEOAHHEE) @
HamMeHOBaHME OOJDKHOCTMU
paboTHMKA apxXmBa, COCTaBUBLIEI'O
TONOBY UTOI'OBYI 3alMCh
HammveHnoBaHMe IOOJDKHOCTU
PYKOBOOMTEJA apxuba

(Mila, OTBETCTBEHHOTO 3a apPXUB)

HaTa

lMoonmce PacumppoBka nomnmucu

lMoonmce PacumppoBka nomnmucu

®opmat A4 (210 x 297 mm)



JIMCT SOHIA N

(MecToHaxoxneHue GoHIA

(HaMMeHOBaHUeE

OopraHM3alnuny,

roe xpaHuTcsa QoHZ))

(JaTa nmepBOTO MNOCTYIJIEHUS
IOOKYMeHTOB GoHIa)

Kpaiinue mater kaxaoro
Ha3BaHMs GHOHIA

HasBanue donna

1 2
1. YueT HEONMCAaHHEIX IOKYMEHTOBR
ara Ha3sanue, N u nara [TocTyruienue Bri0ObiTHE Hamuune
3auCH | JOKyMEHTAa, 110 KOTOPOMY (ocTaTok)
MOCTYTIMITU WJIH BBIOBLIN K Koain | K Koai
JIOKyMEHTBHI osm4 | Kpayin | Konnye | Kpaiinu | Beero nen
€CTBO ue CTBO | € JaThl
Jen | JaThl Jen

[Ipunoxenue N 13
Kk . 3.6, 3.15 IpaBun



1 2 3 4 5 6 7
2. YueT ONMCAHHBIX IOKYMEHTOB
Hara | Home | T'on | Hasga |Ilocty BriObiTHE Hanuuue (ocTaTox)
3amuc | p HUE | TIHJIO
i | omicn omuce| e Komu | OcHo | B ToMm uncne | Komu B ToMm uncne:
Acl | xp. | ECTE | BANHE] TO OTHEHM, | HCCTE MTOCTOSTHHOTO XpaHCHUS 10 JTUIYHOM
AHHOT O €. | BBIOBI | yTBEPKIEHHBI | O €. p y
ALK Xp. THS M OIIK Xp. COCTaBy
JIOKyM (Hassa Komu |KpallH| M3 HUX [0 | KOJIMY | KpaiiH
CHTOB HHE, 4YecTB | He ONUCSIM, | €CTBO | He
Aata, O €. | 1aThl |yTBEPXKACHHBI| €. | JAaThl
N Xp. en. M OIIK Xp.
JTOKYM Xp.
enta) | Konmu | Kpait KOJINY | KparH
YECTB | HHUE €CTBO | HE
O €. | JaThl €. | JIaThl
Xp. Xp.
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16

®opmat A4 (210 x 297 mm)



[Tpunoxenue N 14
K rm. 3.6, 5.5 [IpaBun

HammMeHOBaHMEe OpTraHM3alumu YTBEPXIAI

dounmg N PyxoBommuTesb OpraHmM3alLumn
[Momnmcse PacumppoBkra
OIlMCh N [IOONNCH
OeJjl MNOCTOSHHOTO XPaHEeHUA DaTa
3a Ton
N /o | Uaaekc aena | 3aroioBok Kpaiinue KomunuectBo | [Ipumeuanue
Jciia AdaThbl JIUCTOB

3

4

5

Has

BaHME pasjea

B IaHHE pasnesl ONMCM BHECEHO

c N

ne,

I10

JIMTEPHBIE HOMEpa:
IIPOIIyLLIeHHEIE HOMeEpPa:

HammMeHOBaHME IOOJIKHOCTU

(umdpaMm ¥ OPONMCEI)
, B TOM 4YMCJIe:

N

coCcTaBuUTEeJIAd OIIMCU

HanmeHOBaHME OOJDKHOCTU

PYKOBOOUTEJIA apXMBa

I[Toonuce

PacumppoBka NOONUCK




(nila, OTBETCTBEHHOI'O 3a apXUB) [Momnuce PacumppoBka nomnmcu

COTJIACOBAHO YTBEPXIEHO

[IpoTokos ILOK (39K) opraHu3aumm [IpoTokoJs 3K apxXMBHOTO yYpexIeHMS

oT N oT N

HammveHnoBaHMe oOpTraHMn3alumn YTBEPXIAO

donnm N PykoBomuTesb OpraHM3alnn

OINCBhb N lMoonmce PacumppoBka

OeJsl NO JMYHOMY COCTaBy NOONMCHU

3a Tonm IlaTa

Nuo/n | Uugeke | 3aronoBok | Kpaiinue Cpok Kommnuectso | [Ipumeua
Jcjia Acjia JaThI XpaHCHUA JIUCTOB HUC

1 2 3 4 5 6 7
B DaHHEM pas3Iejl ONMCKM BHECEHO ne,

(umbpaMy M MNPONMCHIO)

®opmat A4 (210 x 297 mm)

[Ipunoxenue N 15
K rm. 3.6, 5.5 [IpaBun



c N no N , B TOM UMCJIE:
JIMTEePHEIE HOMEpa:

[IPOIylleHHEIE HOMepa:

HammveHOBaHMEe IOOJDKHOCTU

COCTaBUTEJIA OININCHU [Moonmce PacumppoBka nomnmcu
HammveHOBaHMEe IOOJDKHOCTU

PYKOBOOMTENA apxuba (namuua,

OTBETCTBEHHOTO 3a apxuB) [ononuce PacumppoBka NOONUCHK
COTJIACOBAHO COTJIACOBAHO

IpoToxos LU3K (32K) opraHmzaumum [IpoTokost 3K apxXMBHOTO yYpexXIeHMS
oT N oT N

HamMeHOBaHMe oOpTraHM3aluu YTBEPXIAI

donnm N

OIIMCh N
IoeJl BpeMeHHEX (cBeuie 10 JeT)
CPOKOB XpaHeHUS

3a Ion

PykOoBOIMTEJIb OPIaHM3aLUU

INoomnmce Pacumpporka
TIOONMCHU
ITaTa

N HUunexc | 3arosioBok

Kpaitnue Cpok Komuuectso | [Ipumeua

®opmat A4 (210 x 297 mm)

[Tpunoxenue N 16
K rm. 3.6, 5.5 [IpaBun



/11 nena nena IaThI

XPaHCHUA JHUCTOB HHC

5 6 7

B HmaHHEIL pasnesl ONMCU BHECEHO

neJ,

(umdpaMm M MNPONMUCHIO)

c N rno N

y B TOM 4YMCJIE:

JIMTEePHBIE HOMepa:

IIPOIIYyUIEHHEIE HOMEPa:

HavMeHOBaHME OOJIXHOCTU
COCTaBUTEJNIA ONUCU lloanmchb

HamMeHOBaHMEe OOJIXHOCTU
PYKOBOOMTENA apxuea (Jaula,

OTBETCTBEHHOT'O 3a apPXUB) I[Toonuce
COTJIACOBAHO

[IpoToxos LSK (39K) opraHm3auum

oT N

HammMveHnoBaHMe opraHM3alun

PacumdpoBKa IOONUCU

PacumppoBka NOONUCK

YTBEPXIAI

®opmat A4 (210 x 297 mm)

[Tpunoxenue N 17
K . 3.6, 4.19, 5.5 IlpaBun



®oHnm N

PykoromouTesib OopraHMn3almmn

[Momnmcse Pacumpporkra
OIMChH N in{ePiinizier’s
BJIEKTPOHHBEIX IeJl, IOOKYMEHTOB IOaTa
IIOCTOSHHOTO XpPaHeHUS
3a Ton;
N o/ | Uagekc nema | 3arogoBOK Kpaiinue O6bem, M6 | [Ipumeuanus

nena

JIaThl

1 2 3

4 5 6

B HmaHHBEI pas3dell ONMCU BHECEHO nes,
(umbdpaMy ¥ OPONMUCHIO)

c N no N

(umbpaMy M MNPONMCHIO) (umbpaMy M NPONMCHIO)
obbeMoM M6 .
HamMveHOBaHMEe OOJIXKHOCTU
COCTaBUTEJIA ONMUCU [loonmcsob Pacumpporka nomnmcu
HamMeHOBaHMEe OOJIXHOCTU
PYKOBOOMTENA apxubBa (amuua,
OTBETCTBEHHOT'O 3a apxXuB) Mognuce PacumppoBka nomnmcu
COT'JIACOBAHO YTBEPXIEHO

[IpoTroxos L3K (9K) opraHmuszaumum
oT N

[IpoTokogn SIK apxXMBHOT'O YyUYPEXIEeHUA
oT N

dopmat A4 (210 x 297 mm)



NPVWJIOXEHVE K OINCU N
nejyi, IOOKYMEHTOB

SJIEKTPOHHBIX
IIOCTOAHHOTI'O
3a ron

PeeCTp JOKYMEHTOB

<k >

XpaHeHA

N em. xp. no onmcu
3aroJIOBOK mejia

(KOHTEMHEPOB DJIEKTPOHHEIX ITOKYMEHTOB)

VHOekC neja

SJIEKTPOHHOT'O HeJjia:

Jlata
JIOKYMEHT
a

Per. N
JTIOKYMEHTa

HanmeHnoBaHue 1oKkyMeHTa

O0OneM,
MO

IIpumeuanus

1

HamMveHOBaHME OOJDKHOCTU

coCcTaBUTEJA

OInMcCum

I[Toonuce

PacumppoBka NOONUCK

[Iponomxenue npunoxenus N 17

K . 3.6, 4.19, 5.5 IIpaBun

®opmat A4 (210 x 297 mm)



<*> CocCTaBJIsIeTCS HA KaXJI0€ AIEKTPOHHOE JEIIO.

[Ipunoxenue N 18
k . 3.6, 4.19, 5.5 [paBun

HammMeHOBaHMEe OpTraHM3aluu YTBEPXIAI

®oHnm N PykopomomTesib OpTraHU3aLUN
[Homonmcse PacumppoBkra

OIMChb N NOANMCU

BJIEKTPOHHEIX IeJI, OOKYMEHTOB IaTa

BpeMeHHEX (cBeuie 10 JeT)
CPOKOB XpPaHEHUS

3a Iron
N | Uuane 3aroyoBOK Jiena Kpaitn Cpok O6bem, | [Ipumeuan
n/m | Kc ue XpaHEHUs M6 us
nena JIATHI
1 2 3 4 5 6 7
B maHHEIL pas3desl ONMUCU BHECEHO nen,
c N no N
(umbpaMy M MNPONMUCHIO) (umbpaMy M MNPONMCHIO)
0BBEMOM M6.

HamMeHOBaHMe OOJIXHOCTU



COCTaBUTEJIS OIUCKU Iloomnmce
HamMeHOBaHMe OOJIXKHOCTU

PYKOBOOMTEJNIA apxuBa (Jaula,

OTBETCTBEHHOTO 3a apPXUB) lloanmcheb

COTJIACOBAHO

IpoToxos L3K (32K) opraHmzaumum
oT N

[IPMJIOXEHVE K OIIMCU N
BJIEKTPOHHEIX IIeJl BPEeMeHHBIX
(cepme 10 JjleT) CPOKOB XPaHEHUS

3a ron
PeeCTp JOKYMEHTOB (KOH‘I‘eIZ[HepOB SJIEKTPOHHBIX OOKYMEHTOR)
<x>

N en. xp. o onmucu
3aroJIOBOK Hejia

PacumbppoBka MOOOIUCU

Pacumbporka nomnmucu

VHOoekc neJja

SJIEKTPOHHOT'O HOeJjia:

Jlata Per. N
JOKYMEH | JOKYMEHTa
Ta

HaumenoBanne nokyMeHTa

O0nem, MO

[Tpumeyanu
b

®opmat A4 (210 x 297 mm)

[Iponommxenne npusoxenns N 18
k . 3.6, 4.19, 5.5 [paBun






HamMeHOBaHME IOOJIDKHOCTU
cocTaBuUTEeJIA OIIMCU [omnuce Pacmm@pOBKa ImoOrnmcum

®opmat A4 (210 x 297 mm)

<*> CocTaBisIeTCsl Ha KaXI0€ AIEKTPOHHOE JEIIO.

[Ipunoxenue N 19
k . 3.6, 3.11, 3.15 IpaBun

HaumeHnoBaHUMeE OpraHM3alun
PEECTP ONNCEMN

Hauar

OKOHUEeH

®opmar A4 (210 x 297 mm)

[Tponomxenue npunoxenus N 19
k . 3.6, 3.11, 3.15 IpaBun



N | N N | Ha3pan | KomudectBo aen B ommcu | Kpait | Ko | Konuy | Ipum
n/m | ¢oH |ommc| wue HUE |4YeCTB | €CTBO |€YaHU
na u | omucp |HMOCTOABPEMCHH | IO | qap; | o |ok3emm| e
HHOTO | OrO | JTUYHO HCTO | TTAPOB
XpaHeH | (CBBIIIE | My BB | omicu
us 10 net) | cocras OITVCH
XpaHeHH | Yy
s
1 2 3 4 5 6 7 8 9 10 11

Bcero xpaHMTCHA B apxXmBe

(umdpaMyt ¥ HOPONUCHI)
IIOCTOSAHHOTO XpaHeHUda

onmcemn,

3 HUX

(umbpaMy ¥ OPONMUCHIO)

BPEMEHHOT'O xXpaHeHus (cBoue 10 JeT)

(umbpaMm M MNPONMCHIO)
10 JIMYHOMY COCTaBYy

4

(umbdpaMy ¥ OPONMUCHIO)

B TOM dYMCJIe NOCTYNMJIO B rony onmcemn
(umdpaMm ¥ OPONMCEI)
B TOM YmMCJIe BHOEJIO B rony onmcemn
(umppaMm ¥ MIPONUCEHIO)
HauMeHOBaHME IOJIKHOCTM paboTHMKA
apx¥Ba OpTaHMB3alMM, COCTaBMUBIIETO
peecTp OIUCeEN [Nopgnmce PacumppoBka NOONUCK

rnogrmcum




HamMeHOBaHME IOOJIXKHOCTM
PyYKOBOOMTEJIA apxuBa (Jjamuua,
OTBETCTBEHHOI'O 3a apxus)
NOONMCU

IDaTa

YTBEPXIAI

PykoBOoIOmuTeNb OpTaHM3alLuu,
nepenamuey IOKYMEHTEH

[oonucse Pacumpposkra
IOONNCHU
HaTa [leuaTs
AKT
N

npreMa-Inepenadm apxMUBHBIX
IOOKYMEHTOB Ha XpPaHeHue

PacumdpoBKa NOONIUCU

®dopmat A4 (210 x 297 Mm)

[Ipunoxenue N 20
K 1. 3.15 [IpaBun

YTBEPXIAI

PykoBomuTesib OpraHmM3aLuu,
NpUMHMMalme OOKYMEHTH
[oonucse Pacumpporka

Imogrnmncm

I[leuaTshb

(ocHOBaHME MHepenadn)

(Ha3BaHMe nepenaBaeMoTro QoHIa)

coaj,

(HaSBaHVIe opraHmzaumnum,

a

epenanuey ITOKYMEHTEH)

TPWHSAII

(Ha3BaHMeE OpraHM3ALUUM IPUHMMAKIEN TOKYMEHTH)
IOOKYMEHTE Ha3BaHHOTO GOHIA M HAYyUHO-CIPaBOUHBIM alnapaT K HUM:



N HaBBaHI/IG, HOMCD OIINCHU KomnuectBo KomnuectBo HpI/IMe‘-IaHI/I
n/m AK3EMIUISIPOB ea. Xp. A
OnMmcu
1 2 3 4 3)
TOro NpMHATO en. Xp.
[lepenauy NPOUBBENN: [lpyeM ODpoMBBEJINM:
JomxHOCTE [Momnmce Pacumpporka JomxHOCTE [Momnmce Pacumpporka
NOONMUCHU NOONUCHU

HaTa Iara

QoHOy npmucBoOeH N

VI3MeHeHMS B YyUeTHHE IOOKYMEHTH BHECEHEH.

JOJIXHOCTB I[Toonuce

IlaTa

PacumppoBka NOONUCK

®opmat A4 (210 x 297 mm)

[Tpunoxenue N 21
k. 3.15, 4.11, 4.13 TlpaBun



HaumeHoBaHUME OopraHM3almn

AKT YTBEPXIAIO
N PykoBomuTesbs opraHmM3alLumu
O BBHIOEJIEHUM K YHUUTOXEHMIO
APXUBHEIX ILOKYMEHTOB, [Momonmce Pacumpporka
He roagjiexaummrMx XPaHEeHMIO InoOnmncum
IDaTa

Ha ocHoBanHum

(HaSBaHVIe M BBEIXOIHBIE IOaHHEBEIE II€pPedYHA IOTOKYMEHTOB C YyKa3aHMEM

CPOKOB MX XPaHEHUS)
OTOOPAaHEl K YHUYUTOXEHMIO KakK He MMelle Hay4YHO-MCTOPUYECKOM
YTPaTUBLIME IPaKTUUYECKOEe 3BHAauUeHMe HOOKyMeHTH ¢oHma N

LEeHHOCTN U

(HazBaHMe QOHIA)

N | 3aronoBok nena | I'oget | Homep | Homep | Komuu Cpoku
n/m (rpynmnoBoi ONMUCH |€. Xp. IO | €CTBO | XpaHEHUs U
3aroJIOBOK <*F> OnucH | €1. Xp. HOoMeEpa
JIOKYMEHTOB) cTaTeu no
NIEPEYHIO

[Ipume
YaHHE

1 2 3 4 3) 6 7




UToro en. xXp. 3a TOOBIL.
(undpaMm ¥ MOPONMCHIO)
Onmcm meji NOCTOAHHOTO XPaHeHMA 3a ronsl yTBepxnoeHe JIIK

(HaMMEeHOBaHME APXUBHOTO YUYPEXIEHMS)
(MpoTOKOJ OT N )

HauMeHOBaHME IOJIKHOCTU
pPyKOBOOUTEJNS apxmuea (Imua,

OTBETCTBEHHOTO 3a apPXUB) [lopnuce Pacumbpporka nomnmucu
COTJIACOBAHO

[Iporokosi ISK (9K) opraHmzaumum

oT N

<*> [lpu BBIIEICHUN K YHUUYTOXKEHHUIO JOKYMEHTOB IpPU MOJATOTOBKE JIEd K
nepeaaye B apXuB OpraHu3anuu rpadsl 4, 5 He 3aMOMHIIOTCS.

ITponomkenue npunoxenus N 21
k. 3.15, 4.11, 4.13 [IpaBun

IOKYMEHTH B KOJIMUECTBE en. xp.:
- Ha OyMaXHOM HOCUTEJIe BeCOM KI' CHOaHH
Ha YHMUUTOXEHUE;

- Ha BJIEKTPOHHOM HOCHUTEJIe CIaHbl Ha YHUUTOXEHUE

(crmoco® yHMUTOXEHMUS)

HamMeHOBaHME HOOJDKHOCTHU paboTHMKA,
COnaBmero IOOKYMEHTH lTognmchb Pacumpporra NOONUCK

ITaTa

VIeMeHeHusa B YUYeTHEIEe IJOKYMEHTEI BHECEHEI.
HamMeHOBaHME HOOJDKHOCTHU paboTHMKA
apXI/IBa, BHeCIIeT'O M3MeHeHUudA

B y4YeTHble IOOKYMEHTEH [loonuceb PacumppoBKa MNOONMUCHU

IDaTa

®opmat A4 (210 x 297 Mm)

[Tpunoxenue N 22
K 1. 3.15 IlpaBun

HaumMveHOBaHME OopraHM3alumn



AKT YTBEPXIAIO

N PykopomouTesip opIraHM3aLUN
O HEMCIPAaBMMBIX [NOBPEXIEHMAX
APXVMBHBIX IOOKYMEHTOB [lopnuce Pacumbpporkxa
NOANMCHU
IDaTa
doHnm N

(HazBaHue ¢oHma)

B @OH,H@ OGHapy)KeHbI JOKYMEHTEI, IIPVM3HAHHBIE HEMCIIPABVMMO IIOBPEXIESHHBIMU



N | Onuc | En. xp. 3aroJoBOK Kpaitnue | KonnuectBo | CymHOCTb 1
n/m| 5N N MOBPEXKICHHBIX JaThl JUCTOB IPUYHHBI
el. Xp. (0ObeM, | MOBPEKICHU
M0) s
1 2 3 4 5 6 7




NToro o@Hapyero HENCIIPpaBMMO IIOBPEXIOEHHBIX

en. xp.
(umdpaMm M MOPONMCHEI)
[lepeuncrieHHEE €. XP. NOOJeXaT CIMCaHMIO BBULY:
HavMeHOBaHME OOJIXKHOCTU
PYKOBOOMTEJIA apxmupa (amua,
OTBETCTBEHHOTO 3a apXUB) [lopnuce Pacumbporka nomgnmucu
COTJIACOBAHO COTJIACOBAHO <*>
[Iporokos L2OK (3K) opraHmsauum [IpoTokost JIK apxXMBHOT'O yUpeXIeHUA
oT N oT N
VI3MeHeHMsa B ydeTHBEEe IOKYMEHTH apXMBa BHECEHEH.
HamMeHOBaHME OOJDKHOCTU
paboTHMKA, BHeCIerO M3MEeHEeHMA
B y4YeTHEE IOOKYMEHTEHL [Momnuce Pacumpporka nommnmcu

IDaTa

®opmat A4 (210 x 297 mm)

<*> JIns1 JOKYMEHTOB, BKJIIFOUEHHBIX B cocTaB ApXxuBHOro gonnaa Poccuiickoi

denepanum.

[Ipunoxenue N 23
k . 4.11, 4.31 [IpaBun

HammMveHOBaHME OpraHM3alnmn

HamMeHOBaHME CTPYKTYPHOTIO
nompasnesieHusa

OlMChb N
neJ




N |Hrnexc
/| gema

3aroJIoOBOK Jeia

Kpaitaue Cpok |Komnuect
JIaThl XpaHEHUs BO
<*> JIUCTOB

[Ipumeuan
ue

4

5 6

Ha3zBanue paznena

B maHHYI ONMCBH BHECEHO

el

c N

(umdpaMr ¥ OPONMUCHI)

no N

, B TOM UMCJIE:

JMTEPHEIE HOMEPaA:

IIPOIIylleHHEIEe HOMepPa:

HauMeHOBaHME IOOJIXHOCTU
PYKOBOOUTEJNSS CTPYKTYPHOTO
nonpas3nesyieHus

COTI'JIACOBAHO
HamMmeHOBaHME OOJXHOCTU
pykoBomomuTessa CJyx0Oer J0OY

Iloomnmce Pacumpporka

lNopnucu

IlaTa

I[Toonuce

PacumppoBka NOONUCK

COTJIACOBAHO <**>
[IpoTokos 3K CTPYyKTYpPHOTIO
nonpas3neJieHua

oT N




<*> I'pada omyckaercs B OMUCHU JEJ TOCTOSIHHOTO CPOKA XPAHEHHUS.

<**> TIpu Hanuuuu DK CTpyKTypHOTO MOApa3ACTICHHUS.

ITponomxkenue npunoxxeHus N 23
k. 4.11, 4.31 IIpaBun

[lepenan
neJ

(umbpaMy M MOPONMUCHIO)
171 PETUCTPALMOHHO-KOHTPOJIBHEIX KAPTOTEK K IOKYMEeHTaM.
(umdpaMm ¥ OPONMCHIO)

HamMeHOBaHME HOOJDKHOCTHM paboTHMKA

CTPYKTYPHOTO NOApa3OeJIeHUsI lloonmce PacumdpoBka NOONMCH

[IpuuAan neJt
(undpaMm M OPONMCHIO)

n PerMcTPauMOHHO~KOHTPOJIbHEIX

(undpaMm M OPONUCHIO)
KapTOTEeK K IOKYMEeHTaM.

HamMeHOBaHME IOOJDKHOCTU
paboTHMKA apxXMUBa [loonmce PacumppoBKka NOONMUCHK

ITaTa

®opmat A4 (210 x 297 mm)

[Ipunoxenue N 24
k . 4.11, 4.31 [IpaBun

HammveHOBaHMeE OoOpraHM3alnmn

®ono N

OlMChb N
SJIEKTPOHHEIX OeJI, OOKYMEHTOB




N /11| Uanexc
zena

3aroJIoOBOK Jeia

Kpaitnue O6bewm,
aTel <*> MO us

1 2 3

4 3) 6

HaumenoBanue paznena

B HmaHHEIL pasnesl ONMCU BHECEHO

neJ,

c N no N
obBeEMOM

(umbdpaMm M MNPONMCHIO)

HamMeHOBaHMe OOJIXHOCTU
PYKOBOIUTEJA CTPYKTYPHOTO
rompasnesieHnsa [Topgnuce
IHaTa

COTJIACOBAHO
HammMeHOBaHMe IOOJIDKHOCTU
pykoBomuTesNd CJyxOpl JOY
Illomnmce Pacumpporka
IlToonucu

M6 .

Pacumpporka nomnmcu

COIJIACOBAHO <**>
[IpoTokos 3K CTPYKTYPHOI'O
nompasnesieHna

oT N

[Ipumeuan




ITaTa

<*> I'pada oryckaercs B ONUCHU JEJ MOCTOSIHHOTO CPOKa XPAHEHHUS.

<**> TIpu Hanuuuu DK CTPyKTypHOTO MOApPA3ICTICHHUS.

ITponomkenue npunoxenus N 24
k. 4.11, 4.31 IIpaBun

[lepenan
e
(umbpaMy M NOPONMUCHIO)
" PETUCTPALUMOHHO-KOHTPOJIBHEIX KAPTOTEK K INOKYyMeHTaM,
(umdpaMm ¥ NOPONMUCHI)
o6BbeMoOM M6 .
HavMeHOBaHME IOOJDKHOCTM paboTHMKA
CTPYKTYPHOT'O MNoIpaslelieHUs [loonuchb PacumdppoBka NOOMIUCU
[IpuuAan neJt
(undpaMm M OPONUCHIO)
u PETUCTPALMOHHO-KOHTPOJIbHEIX
(umdpaMm M OPONMUCHI)
KapTOTEekK K IOKyMeHTaM, OOBbeMOM M6 .
HavMeHOBaHME IOJIKHOCTU
paboTHMKA apxXuBa [loanucob PacumdporBka NOOIUCK

ITaTa

®opmat A4 (210 x 297 mm)

[Tponomxenue npunoxenus N 24
k. 4.11, 4.31 IlpaBun

[NPVWJIOXEHME K OINMCU N
SJIEKTPOHHEIX [eJI, LOOKYMEHTOB

PeecTp HOOKYMEHTOB (KOHTENMHEPOB SJIEKTPOHHEIX IOOKYMEHTOB) SJIEKTPOHHOTO IeJja:
<E>
N en. xXp. IO ONMUCHU Vumexc nesa

3aroJIOBOK ImeJia




Jara Per. N HaumenoBanue n1okyMeHTa O6bem, | [Ipumeuanus
JTOKYMEHT | TIOKyMEHTa Mo
a
1 2 3 4 5

HavMeHOBaHMeE OOJIXHOCTU
COCTaBUTEJNIA ONUCU lloanmchb

CocraBnsieTcs Ha KaXXa0€ 3JICKTPOHHOC ACIIO.

HavMmeHOBaHME OpIraHMU3aLNUN
HOMEHKJIATYPA JEJI

Ha ron

PacumdpoBKa IOONUCU

YTBEPXIAIO

PyKOBOIMUTEJIb OPIaHM3aLUU

INoomnmce

DaTa

Pacumpporka
IOINNCHU

®opmat A4 (210 x 297 Mm)

IIpunoxenue N 25
K 1. 4.18 [IpaBun



Hnunex 3aroJIoOBOK Jeia KomnuectBo Cpoxk [Tpumeuanne
c gena hi () XpaHEHUs U
N cratpu o
MEPEYHIO
1 2 3 4 5

HazBanue pa3aciia

HavMeHOBaHMeE OOJIXHOCTU
pykoBOOMUTENA CJyX0Op JOY
opTraHMu3auum

Bu3a PYyKOBOIUTEJISA apxuBa
(uua, OTBETCTBEHHOTO 3a apXUB)

COTJIACOBAHO

[IpoToxos L3K (3K)
oT N

Iloonmce

PacumdpoBKa IOONMCU

COTJIACOBAHO

[IpoTokosi JIK apxXMBHOI'O yUpPEeXIeHMUA

oT

N

ToroBas 3alMChb O KATETOPMAX M KOJIMUeCTBe IneJl,
Tony B OpTraHM3aluu

3aBEeIEeHHBEIX B

[To cpokam xpaHeHUs

Bcero

B TtoMm uuce:

[Iponomxenne npusioxenust N 25
K 1. 4.18 [IpaBun



IMCPCXOIAIIUX C OTMETKOH
VY}IIKT
1 2 3 4
[TocTtositHHOTO
Bpemennoro (cBbiie 10 ser)
Bpemennoro (no 10 ner
BKJIIOUHTEIIBHO)
HUTOI'O:
HamMeHOBaHMEe OOJIXHOCTU
pykoBomuTesNd CJyXxOel JOY [Mopnuce Pacumpporka nomnmcu
IlaTa

VTorOBEIE CBEeOEHMUA IIepeaHel B aApXUB.

HamMeHOBaHME IOOJDKHOCTM JIMLE,
repenapmero CBelOeHMA [Topgnuce

IlaTa

Pacumpporka nomnmcu

®opmat A4 (210 x 297 mm)

[Tpunoxenue N 26



HaumeHoBaHUE OopraHM3almmn

HamMeHOBaHME CTPYKTYPHOTO
nonpasneyieHus

HOMEHKJIATYPA IEJI

Ha ron <*>
Nunex 3aroJoBOK Jiena KonnuectBo Cpok IIpumeyanu
c gena TOMOB xpaHeHus u N e
(uacreit) CTaThH I10
NEepPEYHIO
1 2 3 4 5

HazBanue paznena

K 1. 4.18 IIpaBun



HamMeHOBaHME IOOJIDKHOCTU
PyKOBOOMUTEJIA CTPYKTYPHOI'O

InogpasneJsyieHnd

ITaTa

COIJIACOBAHO <**>
[lpoTokoJs 3K CTPYKTYPHOI'O

nmogpasneJyieHnd
oT

[Noonmce

PacumdpoBKa MOOIUCU

®dopmat A4 (210 x 297 Mm)

<*> K HOMEHKJIaType Ael CTPYKTYPHOTO MOApA3ACICHUS 110 OKOHYAHUH
KJICHIApPHOTO TrojJa COCTaBJSETCS MTOrOBasl 3amuch Mo (opme, YKa3aHHOU B
NPUJIOKEHUH 25, U JenaeTcss OTMETKa O Mepeaye UTOTOBBIX CBEICHUM B CITYXOy
JOY opranuzamumu.

<**> [Ipu Hasmmuuu DK cTpyKTypHOTr0 MOApa3AeICHHUS.

[Ipunoxenune N 27
k . 4.19, 4.21 [IpaBun

BHYTPEHHAA OIIMCH
IOKYMEHTOB nejia N

N | Peructp| /[ara 3aronoBok qokyMeHTa | Homepa muctos | [Ipumeua
I/ | allMOHH | TOKYMEH neia HUE
bIN Ta
WHJICKC
JIOKYMEH
Ta
1 2 3 4 5 6
VToro IOKYMEHTOB.

(umbpaMm ¥ NOPONMUCHIO)

KomnuecTrBO JIMCTOB BHyTpeHHeﬁ OoInncum

HamMeHOBaHME IOOJIKHOCTM JIiMLa,

(umdppaMm M HOPONMUCHI)




COCTaBMBIIETO BHYTPEHHKI OIMCH
OOKYMEHTOB Iejia Noonmco PacumppoBxra noOONmUCHU

ITaTa

®opmat A4 (210 x 297 mm)

[Tpunoxenue N 28
K . 4.19, 4.24 TlpaBun

(HaMMeHOBaHME TI'OCYIapCTBEHHOTO (MYHMUMIAJIBHOI'O) apxubBa)

(HaMMeHOBaHME OpTaHM3aluM)

(HaMMEeHOBAHME CTPYKTYPHOTO IOOPAa3LOeJIeHUs)

OEJIO N TOM N

(3arosoBok gmeja)

(kpalHMe IaTH)

Ha JMcTax
XpaHUTb

O. N

On. N
. N

®opmat A4 (210 x 297 mm)

[Tpunoxenue N 29
K 1. 5.12 IlpaBun

HammMveHOBaHME OopraHmzanumnm



CrnpaBoOuHBIE IOaHHEIE OO OpTraHM3alumn
(mouToBHM anpec, TejedoH,
TeseboH/dbakc)

APXVBHAA CIIPABKA

N
(mara)
Ha N oT
TekcT
OcHOBaHMe:
IJOJXHOCTE PYKOBOIMUTEJIS OPTaHM3aLUM
(MM MHOTO YINOJIHOMOYWEHHOTO MM JMlia) INoonuceb PacumdpoBka NOONMCH
[leuaTs
daMmIIMsa MUCIOJIHUTEJIS
Homep TesnedoHa
®opmar A4 (210 x 297 mm)
[Ipunoxenue N 30
K 11. 6.8 TIpaBun
YTBEPXIAIO YTBEPXIAIO

Anpecar

(HaMMeHOBaHMe JOJIXHOCTM PYKOBOIOMUTEJIA

(HaMMeHOBaHMe JOJIXHOCTM PYKOBOIOMUTEJIA

opraHmzaumnum, Hepenalomel?{ ,I[OKYMeHTbI)

[loonucso Pacumdpporka NOONMUCH
IDaTa [leuaThb
AKT
N

InprueMa-IiepenadmM apXMBHBIX
JOKYMEHTOB Ha XpaHeHNre

opraHmM3alLuMM, NPMHMMAaDIEN OOKYMEHTEH)
[loonucso Pacumdpporka NOONMUCH

IDaTa [leuaThb

(ocHOBaHME MNepenadu)

(Ha3BaHMe IeperaBaeMoTro GoHna)

coas,
(HaMMeHOBaHME OpTaHMBalMM, Iepenawlel DOKYMEHTEH)
(HauMeHOBaHME OpTaHM3aluM, IPMHMMAaIEN IOKYMEHTEH)
IPMHMMaeT Ha I'OCyHapCTBEHHOE XpPaHeHMe INOKYMEHTH M CTpaxXOBBE KONMM 3a
(romer)

12 CHpaBOT«IHbIﬁ arriapaT K HYM:



Koncynpranrlntoc: npumevanue.
Hywmepanus rpad B Tabnuiie JaHa B COOTBETCTBUU C O(PHUIMATBLHBIM TEKCTOM
JOKYMEHTA.



Nn/m| Ha3Banue, Homep KommuectBo KosmuectBo IIpumeuanue
OIINCHU 9K3CMILIAPOB CAWHUI] XPAHCHUA
OIINCHU
1 2 3 4 6
TOTO NPMHATO en. xp.
(umdpaMm M HOPONMCEI)
[lepenauy HOPOUBBENN: [lpyeMm ODpoMBBEJINM:
JOJIXHOCTB [Mopnmce JOJIXHOCTB [Mopnuce Pacumpporka
Pacumpporka in{ePrinizie)’s
nedrinizie)’s
HaTa IDarTa

®OoHOY NPMCBOEH HOMEpP

VI3MeHeHUd B YUYeTHEIE IOJOKYMEHTEI BHECEHEI

JIOJIXHOCTB

TaTa

INomnmce

PacumppoBka HOONIUCU

[Iponommxenne npunoxenus N 30
K 1. 6.8 [IpaBun

®opmat A4 (210 x 297 mm)




