[okymeHT npepoctasneH KoHcynbTaHTI10C

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

MMWHWUCTEPCTBO KY/IbTYPbl POCCUCKOMN ®EAEPALIUMU

MNPUKA3
ot 31 mapta 2015r. N 526

Ob YTBEPXOEHUN NPABUJ
OPTAHU3ALNU XPAHEHNA, KOMNJIEKTOBAHUA, YYETA U1 UCNOJ/Ib3OBAHUA
AOKYMEHTOB APXUBHOIO ®OHAA POCCUCKOWN ®EAEPALUUN U OPYTUX
APXUBHbIX A OKYMEHTOB B OPFTAHAX FOCYAAPCTBEHHOWM B/IACTH,
OPTAHAX MECTHOIo CAMOYNPABJIEHUA U OPTAHU3SALINAX

B cootBeTcTBMM € NyHKTOM 2 YacTu 1 ctaTtbun 4, yactbto 5 ctatbn 14 degepanbHOro 3akoHa oT 22
OoKTAbpA 2004 r. N 125-93 "O6 apxmusHom aene B Poccuiickon ®eaepaumn” (CobpaHne 3akoHOAaTENbCTBA
Poccuitckoin ®epepaumm, 2004, N 43, cT. 4169; 2006, N 50, cTt. 5280; 2007, N 49, cT. 6079; 2008, N 20, cT.
2253; 2010, N 19, cr. 2291; N 31, c1. 4196; 2013, N 7, ct. 611; 2014, N 40 (4. ll), cT. 5320) u
nocraHosneHuem MpasutenbctBa Poccuinickont ®Peaepaumm ot 20 utona 2011 r. N 590 "O MuHucrepctee
KynbTypbl Poccuiickont ®eaepaummn” (CobpaHue 3akoHoaaTenbcTBa Poccuiickon deaepaymm, 2011, N 31,
cT. 4758; N 44, c1. 6272; 2012, N 6, cT. 688; N 17, cT. 2018; N 26, cT1. 3524; N 37, c1. 5001; N 39, cT. 5270;
2013, N 3, cT. 204; N 8, cT. 841; N 31, cT. 4239; N 33, cT. 4386; N 41, cT. 5182; N 45, cT. 5822; 2014, N9, cT.
909; N 30 (u. ll), cT. 4305; N 40 (u. Ill), cT. 5426, N 48, cT. 6860; 2015, N 2, cT. 491; N 4, cT1. 664; N 9, cT.
1339) npuKasbiBato:

1. YTBepAuTb nNpunaraemble MNpaBuia OPraHM3aUMM XPaHEHUA, KOMMNEKTOBaHWUA, yyeTa W
MCNoNb30BaHMA AOKyMeHTOB ApxuBHoro ¢oHaa Poccuitckolt degepauym M Apyrnx  apxXmMBHbIX
[OOKYMEHTOB B OpraHax rocy4apCTBeHHOM B/1acTM, OpraHax MecTHOro camoynpas/ieHUs U opraHM3auumnax.

2. HanpaBuTb HacToALWMI NpMKas Ha rocyAapCTBEHHYIO perncrpauuio B MUHUCTEPCTBO HOCTULIUK
Poccuiickoin Pepepaumnn.

3. KoHTpoib 3a MCNo/HEeHUMeM NpuKasa BO3JIOXMUTb Ha nepsoro 3amectutend MwuHuctpa B.B.
ApucTtapxosa.

MwuHunctp
B.P.MEAWHCKWUN

MpunoxkeHune

K NpuKasy MuHUCTepcTBa KyAbTypbl
Poccuiickoin Pepgepaumn

oT 31 mapTta 2015 r. N 526

NPABWU/IA
OPFAHU3ALIMU XPAHEHWA, KOMN/IEKTOBAHUA, YYETA U UCNO/Ib30BAHUA
JIOKYMEHTOB APXMBHOIO ®OH/IA POCCUIACKOM ®EAEPALIUA U APYTUX
APXVUBHbIX [IOKYMEHTOB B OPTAHAX FOCY/ZIJAPCTBEHHOW B/IACTH,
OPFAHAX MECTHOTO CAMOYMPABJ/IEHUA U OPTAHU3ALMAX

|. OBLLME NMONOKEHNA
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1.1. Hactosawme MNpasunia opraHU3aLmu XpaHeHUA, KOMMNIEKTOBAHWA, y4eTa U UCMNOAb30BaHUA
OOKyMeHToB ApxmBHOro ¢oHaa Poccuiickon desepaumm U gpyrux apxmMBHbIX AOKYMEHTOB B OpraHax
rocyapCTBEHHOM BNACTM, OpraHax MeCTHOro CamoynpaB/ieHUs U OpraHuM3aumsax (ganee - Hacrosme
MpaBwuna) pa3paboTaHbl B cOOTBETCTBMM € DesepanbHbiM 3aKOHOM OT 22 oKTabps 2004 r. N 125-d3 "06
apxuBHom gene B Poccuitickoit depepauumn” (CobpaHue 3akoHogatenbctsa Poccuiickon depepaumuy,
2004, N 43, c1.4169; 2006, N 50, cT. 5280; 2007, N 49, ct. 6079; 2008, N 20, cT. 2253; 2010, N 19, cT. 2291;
N 31, ct. 4196; 2013, N 7, cT. 611; 2014, N 40 (u. ll), ct. 5320), noctraHoBNeHMeM [lpaBUTENbCTBA
Poccuitckoit ®epepaymm ot 15 mtoHsa 2009 r. N 477 "O6 yTtBepxaeHuu lMNpasun fenonpovsBoacTBa B
denepanbHbiX opraHax ucnonHuTenbHoit Bnactn" (CobpaHne 3akoHoaaTenbcTBa Poccuiickol
depepaunn, 2009, N 25, ct. 3060); npukasom MUHUCTEPCTBA KYNbTypbl U MACCOBbIX KOMMYHMKaLNIA
Poccuitckoit Pegepaunn ot 18 aHeapa 2007 r. N 19 "0O6 yTBepkaeHumM MpaBua opraHM3aumnm XpaHeHus,
KOMMNNEKTOBAHWA, y4eTa U UCNO/Ib30BaHUA AOKYMeHTOB ApxusHoro ¢oHaa Poccuiickoit Pepepaunn m
OPYTMX apPXMBHbIX LLOKYMEHTOB B rOCYAaPCTBEHHbIX M MYHULMNANbHBIX apXMBax, My3esax u bubanorekax,
opraHusaumax Poccuiickoli akagemmmn Hayk" (aanee - Npasuna xpaHeHus) (3aperncTpmposaH MuHIOCTOM
Poccun 6 mapTa 2007 r., peructpaumoHHbii Homep 9059, "BronneTeHb HOPMaTUBHbIX aKTOB deaepasibHbIX
OpraHoB MCNOAHUTENbHOW BnactTh oT 14 maa 2007 r. N 20"), c UISMEHEHUAMMU, BHECEHHbIMWU MPUKA30M
MuHUCTEPCTBA KY/IbTYPbl M MAacCOBbIX KOMMYHUKauMii Poccuiickon ®eaepaumm ot 16 dpespana 2009 r. N
68 (3apernctpuposaH MuHioctom Poccnn 5 mas 2009 r., permctpaumoHHbin Homep 13893, "PoccuiicKasn
raseta"” ot 20 mas 2009 r. N 89), npukazom MuHKynbTypbl Poccuun ot 10 ceHTabpa 2007 r. N 1273 "06
YTBEPHKAEHUN GOPM YYETHBIX M MHbIX LOKYMEHTOB MO OPraHM3auUmM XpaHEeHUA, KOMMNIEKTOBaHMA, y4eTa u
MCNoNb30BaHMA AOKyMeHTOB ApxuBHOoro ¢oHpa Poccuinckoit degepauym M ApyrMx  apXmMBHbIX
OOKYMEHTOB B rOCY[ApPCTBEHHbIX MU MYyHULUMMNANbHbBIX apXMBax, My3esax U 6UbBAMOTEKax, OpraHU3aLmax
Poccuitickoli  akagemum Hayk" (3apeructpupoBaH MuHioctom Poccum 9 oKtabpa 2007 .,
pPerucTpaumoHHblin  Homep 10291, "BionneteHb HOPMATMBHbLIX aKTOB deaepasbHbiX OpraHoB
WCNONHUTENbHOW BNAacTW OT 5 Hosbpa 2007 r. N 45").

1.2. [Oenctene Hactoawmx [paBua He pPacnpoCTPaHAETCA Ha OpraHMsaLMio  XpaHeHus,
KOMMN/IEKTOBaHMA, yYeTa U UCNOJIb30BAHUA AOKYMEHTOB ApxuBHoro ¢oHaa Poccuiickon Pegepaumm m
OPYTUX apXMBHbIX 4OKYMEHTOB, COAEPKALLMX CBEAEHMA, COCTABAAIOLLME TOCYAAPCTBEHHYIO TalHY.

1.3. TocyaapCcTBEHHblE OpraHbl, OpraHbl MECTHOro CamMoynpaBAeHMUA MYHULMUMNANbHOIO PaMoHa,
ropoACKOro OKpyra W BHYTPUIOPOACKOro paioHa 06f3aHbl CO034aBaTb apXWBbl B LLENAX XPaHEHUS,
KOMMNIEKTOBaHUSA, y4eTa M MCMo/b30BaHMA 0O6Pa30BaABLUMXCA B NpoLecce MX AEATE/NIbHOCTU apPXMBHbIX
OOKYMEHTOB.

1.4. OpraHunsaumun Bnpase CO34aBaTb apXMBbl B LLENAX XpPaHEHMA 0O6pa30BaBLUMXCA B NpOLLECCe UX
OEATEeNbHOCTU aPXMBHBIX OOKYMEHTOB, B TOM YMC/E B LENAX XPaHEHUA U UCMNO/b30BaHMA apXMBHbIX
OOKYMEHTOB, HEe OTHOCALLMXCA K rOCyAapCTBEHHOM UAN MyHULMNANbHOM cOBCTBEHHOCTU <1>.

<1>Yactb 2 cTaTbk 13 PegepanbHOro 3akoHa ot 22 okTabpa 2004 r. N 125-d3 "0O6 apxusHom gene
B Poccuinckon ®egepauuymn’.

1.5. 3agaun M OyHKUMKM apxuBa (LEeHTPasIbHOrO apxvBa) roCcyAapCTBEHHOrO OpraHa, OpraHa
MECTHOTO CaMOYyMpaB/ieHWs, OpraHM3auMM - UCTOYHMKA KOMMJIEKTOBAHMA TOCYLapCTBEHHOrO,
MYHUWLIMNANbHOTO apXMBa ONPeLenstoTca NoN0KEHMEM, YTBEPKAAEMbIM PYKOBOAUTEIEM OpPraHM3aLmun.

II. OPTAHU3ALINA XPAHEHNA JOKYMEHTOB
APXVMBHOIO ®OHAA POCCUMCKOW GEAEPALMU N APYTUX APXUBHbIX
JOKYMEHTOB B OPTAHU3ALNN

2.1. JokymeHTbl, obpasyowmeca B 4eATe/IbHOCTU OpPraHU3aLMu, COCTaBAAOT AOKYMEHTa/IbHbIN
doHa.

2.2. Co3paHue [AOKyMeHTasNbHOro ¢oHAa OpraHM3aLMmM OCYLLECTBAAETCA MYyTEM COCTaB/eHMA
HOMeHKANaTypbl Aen, dopmuposaHma U opopmMaeHNA AeN Ha OCHOBE HOPMATMBHbLIX MPABOBbLIX AKTOB
Poccuitckoin Pepepaunn, nepeyHeint TMNOBbLIX APXMBHbIX LOKYMEHTOB C YKa3aHMEM CPOKOB MUX XPaHEHMS,
YTBEPXKAAEMbIX B COOTBETCTBUM C MYHKTOM 3 cTaTbu 6 PesepasibHOro 3akoHa o1 22 okTabpa 2004 r. N 125-
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®3 "O6 apxuBHOm pene B Poccuitckon degepaummn”, U nepeyHert AOKYMeHTOB, obpasyrowmxca B
npouecce AeATeNbHOCTU denepanbHbIX OPraHOB rOCYAApPCTBEHHOM BAACTU, WMHbLIX TOCYAAPCTBEHHbIX
opraHoB Poccuiickon ®Pepepaumn, a TaKkKe B Mpouecce A[eATeNbHOCTM NOLABEAOMCTBEHHbLIX WM
OpraHu3aLmi, ¢ ykasaHMEM CPOKOB XpPaHEHMA.

2.3. Yactb AoKyMeHTanbHOro ¢oHaa, BKAOYalOWAA AOKYMeHTbl ApxmBHoro ¢oHaa Poccuitckomn
depepaumnn, AOKYMEHTbI MO JIMYHOMY COCTaBYy WM AOKYMEHTbl BpeMeHHbIX (cBbiwe 10 neT) cpokos
XPaHEHUSA, BK/OYEHHbIE B YYETHble AOKYMEHTbl apXMBa, COCTaBAAET apXWMBHbIA POHZL OpraHM3auuu,
KOTOPbIM NOANEXKUT XPAHEHUIO B apXMBE OPraHU3aLLmu.

[JoKyMmeHTbl BpeMeHHbIX (40 10 neT BKAOUYUTENIbHO) CPOKOB XPAHEHMA XPAHATCA B CTPYKTYPHbIX
nogpasaeneHmnax OpraHusaumMm M No UCTEYEHUU CPOKOB UX XPAHEHWUA MNOANENKAT YHUUTOMKEHUIO B
nopagKe, yCTaHOBNIEHHOM B NyHKTax 4.6 - 4.13 HacTtoAawmx Mpasua.

2.4. Bupamm apxmBHbix GOHA0B OpraHU3aLmnn ABIAIOTCA:

apxuBHbIA GOHA OpraHusaLMu, COCTOALMA W3 [OKYMEHTOB ApxmBHOro ¢oHaa Poccuitckoi
Pepepaunn n opyrux apxmBHbIX AOKYMEHTOB;

06begMHEHHDBI apXUBHbIN GOHA, COCTOALLMIA M3 0O6Pa30BaABLUMXCA B MpoLEecce AeATENbHOCTU ABYX
unn 6onee opraHusaumi JOKymeHToB ApxmMBHOro ¢oHaa Poccuiickoit Pepepaumm U Apyrux apxXmBHbIX
AOKYMEHTOB, MMeoLWMX MeXay cobol UCTOPUYECKU /U NorMYeckn obycnoBIEHHbIE CBA3Y;

apPXMBHAA KOJJIEKUMA, COCTOAWAA W3 OTAE/IbHbIX aAPXMBHbIX JAOKYMEHTOB Pa3/IN4HOIO
NPOUCXOXAEHNA, OObEeAUHEHHbIX MO OAHOMY WAM HECKONbKMM MNPU3HaKam (Tematuyeckomy,
aBTOPCKOMY, BUAOBOMY, OO BEKTHOMY).

2.5. ApxvBHOMy ¢oOHAY oOpraHuM3auuM MNPUCBAMBAIOTCA  HasBaHWe, COOTBETCTBYOLLEE
HAaMMEHOBaHMIO OpraHM3aLnmM, 1 HOMeEp B NopAaKe, onpeaeseHHOM NyHKTOM 3.8 HacToAwwmx Mpasua.

2.6. Apx1BHble OKYMEHTbI OpraH13aLMm COCTaBAAIOT OAMH (e4MHbIN) apXUBHbIN GoHA,;

0O UM MNoc/ie peopraHusaumMum, a TaKKe W3IMEHEHMA CTPYKTypbl, LITATOB, €CAM YKa3aHHble
MepPONPUATUA HE MNOBAEKAN 33 COBOM U3MEHEHUA LeNel U NpeaMmeTa 4eATENbHOCTM OpraHu3aumu;

00 U Nocne U3SMeHeHUs TEPPUTOPUASIbHDBIX TPAHUL, AEATENBHOCTU OPraHM3aumnK;

B C/ly4ae CMeHbl yupeanTens.

B cnyyae nameHeHna cobCTBEHHMKA MMYLLECTBA OPraHM3aLMKM apXUBHbIE AOKYMEHTbl OpraHu3aumm
O0/KHbI BKOYATLCA B Pa3Hble apxmBHble GOHAbI.

2.7. B cnyyae peopraHM3aunm opraHusaumm c nepegadven GpyHKUMIA BHOBb CO34aHHOM MAWN MHOM
OpraHu3aLmn Bce apxXmMBHble JOKYMEHTbI NepenatoTca OpraHn3aLMn-NpPaBoONpPeEEeMHUKY U BKIKOYAIOTCA B
aPXUBHbIM GOHA NocnegHeNn.

JOKYMEHTbI MOCTOAHHOrO XpPaHEHWA M AOKYMEHTbl MO JIMYHOMY COCTaBYy JIMKBUAMNPOBAHHbIX
OpraHu3aLnin JONXKHbI NepeaasaTbCcA B YNOPALOYEHHOM COCTOAHUM HA XpaHEHME B COOTBETCTBYHOLLMIM
rocyapCTBEHHbIN (MYHULMMANbHbINA) aPXMB.

2.8. XpoHONOrMyecknmm rpaHnLamm apxmsHoro ¢doHaa asaatoTca <1>:

<1> MoanyHKT 2.8.6 nyHKTa 2.8 MpaBua xpaHeHuA.

AN apxvMBHOro ¢oHAa OpraHMsauMM - YCTaHaBAMBAEMble HAa OCHOBE HOPMATMBHbIX aKTOB AaTbl
CO3ZaHuA U INKBUAALMM OpraHm3aumm. Mpu HaIMYMM HECKONbKMX akToB 06 06pa3oBaHNM opraHusaumnm
NpUYHMMaeTcs AaTta Hanbonee PaHHEro M3 HUX;

Ans ob6beaMHEHHOro apxuMBHOro ¢GOHAA OpraHM3auMuM - AaTbl CO34aHUA Haubonee paHHeN U
JNIMKBMZAAUMKN Hanbosiee NO3AHEN NO BpEMEHU AeATENbHOCTU OpraHM3aLmm, LOKYMEHTbI KOTOPOK BOLWIM
B COCTaB 06begMHEHHOTO apXMBHOTO POHAA;

AN apXMBHOW KONTEKLMM - AaTbl CAMOTO PaHHEro M CamMoro no3gHero AOKyMeHTa.

2.9. ApxuBHble AOKYMEHTbI AO/IKHbI XPAaHUTLCA B CUCTEMATU3MPOBAHHOM MOpPsAAKe B npeaenax
apxuBHoro ¢oHaa. EAnHMLEN cucTeMaTU3aLMM SOKYMEHTOB apxMBHOro GoHAA B apXMBe OpraHM3aLuu
ABNAETCA COBOKYMHOCTb apXMBHbLIX OOKYMEHTOB WM OTAE/bHbIA AOKYMEHT, OTHOCALMECS K OAHOMY
BOMPOCY AeATe/IbHOCTM OpraHM3auun (ganee - eanHMULA XpaHeHus).

2.10. EQVHMLbI XpaHEeHWA A0/KHbI BbITb CUCTEMATM3NPOBAHbI, BHECEHbI B ONUCK 1 0DOPMAEHbI B
nopsake, obecneymBaroLLEM YYET, MOUCK U UCNO/Ib30BaHME aPXUBHbIX OKYMEHTOB.

2.11. EAMHMLbI XpaHeHUA apxmMBHOro GoHAA CUCTEMATU3MPYIOTCA B COOTBETCTBMU CO CAeAYHOLLMMM
npu3HaKamu:
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CTPYKTYPHbIA  (NPUHAANEKHOCTb  €AMHUL, XPaHEeHUA K CTPYKTYPHbIM MoApasfeneHusm
opraHusaumm);

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

dYHKLUMOHaNbHbINA, OTPacneBoW, TemMaTUYecKMi, NPeaAMETHO-BOMPOCHbIN (C yyeTom ¢YyHKUUIMA
OpraHu3aumm, TeM UK BONPOCOB, KOTOPbIX KAacaeTcsa CoaeprKaHne eanHUL, XpaHeHus);

HOMWHaNbHbIN (N0 AeNONPOU3BOACTBEHHOM hopMe - BUAAM U PAa3HOBUAHOCTAM AOKYMEHTOB);

KOpPPEeCnoHAEHTCKMI (Mo opraHW3aumsam, B pesy/bTaTe Nepernuckn ¢ KoTopbiMuM 06pasoBanmch
eAMHULLbI XpaHeHUs);

reorpaduyeckuii (B COOTBETCTBUM C onpeaeneHHbIMU TEPPUTOPUAMM, HACeNEHHbIMU NMYHKTAMMU U
ApYyrMmu reorpadmyeckummn ob6bEKTAMM, C KOTOPbIMM CBA3AHO COAEpPKAHWE [AOKYMEHTOB, aBTOpbI,
KOppPecrnoHAeHTbl);

aBTOPCKUIM (MO Ha3BaHMAM opraHMsauui Uan GamuavMAM TrpaxkaaH, SABAAIOLWMXCA aBTOpPamMu
OOKYMEHTOB).

2.12. lokymeHTbI, Boweawune B 06 beaUHEHHbIN apXUBHbIN GOHA, pacnonaratoTca Nno 3HaYMMOCTU
doHgoobpasoBaTenei, N0 XPOHOJIOTMU CO3J4aHUSA AOKYMEHTOB, MO andaBUTy Ha3BaHUN U APYrUM
npusHakam. B npegenax Kaxkaoro ¢poHAaa, Boweawero B 06 beANHEHHbIN apXUBHbIA GOHA, NPUMEHSIOTCA
NPUHLMMNbI CUCTEMATU3ALUN, BbIBOP KOTOPbIX OMPEeAensieTcA XapaKTepom AeATe/IbHOCTU KOHKPETHbIX
OpraHusaLmini, CocTaBOM U 06 bEMOM AOKYMEHTOB.

2.13. CuctemaTmsauma AOKYMEHTOB apXMBHOM KOANEKLUMM onpenensetcs TEMAaTUKOM M COCTaBOM
[OOKYMEHTOB.

2.14. CoxpaHHOCTb [OOKYMEHTOB B apxuMBe opraHu3auum obecneymBaeTca KOMMIEKCOM
MEpPOonNpUATUIA MO CO34aHMI0O HOPMATUBHbLIX YCI0BWUM, COOMIIOAEHUIO HOPMATUBHbLIX PEXMMOB U
Hag/eXKalleld OopraHM3aumM  XpaHeHUA LOKYMEHTOB, WCKAIOYAKOWMX XULWEHWE W yTpaTy M
obecneunBatowmnx nogaepaHme B HOPMaibHOM GU3NYECKOM COCTOAHUM.

B Komnsiekc paboT no obecnevyeHno COXPAaHHOCTM SOKYMEHTOB apXMBa OpPraHmn3aLMm BKAKOYaOTCA:

npeaocTaB/ieHMe NOMELLEHMA ANA Pa3MeLLEHUA APXUBHbIX OKYMEHTOB;

obecneyeHne HOPMATUBHbIX YCIOBUIN XPaHEHUA LOKYMEHTOB;

BbINO/HEHWE TPEOOBAHNI K pa3MeLLeHNIO OKYMEHTOB B apPXMBOXPAHWU/INLLE;

NPOBEpPKa Ha/IMUYMNA U COCTOAHUA LOKYMEHTOB.

2.15. ObecneyeHne HOPMATUBHbIX YCNOBUIN XPaHEHUA LOKYMEHTOB BKAOYAET:

OCHallleHMe apXMBOXPaHWUINLL, cneLmnanbHbiM 060pya0BaHNEM AN XPAHEHUA AOKYMEHTOB;

obopygoBaHMe NOMELLEHUS apXxMBa OpPraHU3aUMK CPeacTBamMu MNOXKAPOTYLIEHMUA, OXPAHHON U
NoXapHOW CUrHaNn3aumen;

cobntogeHne NPOTUBOMNOXKAPHOTO PEXUMA;

cobntoaeHne oXpaHHOIo PeXnma;

Cco3JaHMe HOPMaTMBHbIX TeMMepaTypHO-BIAXKHOCTHOrO, CBETOBOIO PEXMMOB, NpPOBeAeHUe
CaHUTAPHO-TUTMEHNYECKUX MEPONPUATUN.

2.16. ApxuB opraHmM3aumm pasMeLlaeTca B cneLmanbHO NOCTPOEHHbIX MW NPUCNOCOBNEHHbIX ANS
XpaHEeHUs JOKYMEHTOB 3[aHUAX UM B OTAE/bHbIX NOMELLEHUAX 3JaHUSA.

B apx1Be opraHusaumm A0NKHbI BbITb NPeayCMOTPEHbI:

APXUBOXPAHUNULLE;

nomeLleHue ana npuema, BpeMeHHOro XpaHeH s JOKYMEHTOB;

nomelleHue Ona MCNoNb30BaHUA AOKYMEHTOB (YMTasibHbIM 33/, Y4acTOK BblAaun AOKYMEHTOB U
MHPOPMaLMOHHO-NOUCKOBLIX CPEACTB);

paboume KOMHaTbl COTPYAHMKOB apXvMBa OpraHn3aLmm, KoTopble AO0KHbI ObITb M30NIMPOBaHbI OT
NOMELLEHWNM, FAe XPAHATCA apXUBHbIE SOKYMEHTbI.

He ponyckaetca pasmelleHne apxmBa OpraHn3aummn B NogBasbHbIX U YEPAAYHbIX NOMELLEHUSAX.

2.17. ApxnBOXpaHUAULLE AOSIXKHO 6bITb YAa1eHOo oT NabopaTopHbIX, MPON3BOACTBEHHbIX, ObITOBbLIX
NOMELLEHNN N HE MMETb OBLMX C HUMM BEHTUIALMOHHBIX KaHanoB. ApXMBOXPaHUAULLE OTAenseTca oT
CcoCeaHMX MOMELLEHNI HECropaembiIMM CTEHAMW U MEPEKPLITUAMU C Npedenamum OrHecTOMKOCTU He
MeHee [AByX 4acoB. B apxuBoxpaHuAULLe He [onyckaeTcA MNpoknagka Tpyb BoAocHab:KeHua WU
KaHaNM3auum, TeXHONorMYeckme unmn bbiToBble BbIBOAbI BOAbI.

2.18. Mpwn pasmelleHUNn apXMBOXPaHUAULLA B CneuuanbHOM MAM npucnocobieHHOM 3AaHuu
npeanoyteHne (NPU paBHbIX TEMJIOBbIX XapaKTePUCTUKAx) OTAaeTcA MOMEeLleHMAM C CeBepHOoi



OpUEHTaLMeEN OKOH.

MaTepuanbl NOKPbITUA CTEH, MNOJIOB, MOTOJIKOB, BHYTPEHHEN apMaTypbl apXMBOXPAHWUAULLA,
npUMeHsemble NpU M3roToBAEHMM 060OpyaO0BaHMA M CPEeACTB XPAHEHUA apXMBHbLIX AOKYMEHTOB, He
OOKHbI BblAENATb arpecCUBHbIE XMMUYECKME BELLECTBA U ObITb MCTOYHUKOM MbINN.

2.19. ApxmBoxpaHuaulie AOONKHO MMETb ECTECTBEHHYHO WAM WUCKYCCTBEHHYKD BEHTUAALMIO,
obecneunBalolylo PEeUMpPKYAALMIO BO3A4yXa, CTabUAbHOCTb TeMMepaTypPHO-BAAXKHOCTHOIO pPeXMMa,
OYUCTKY BO34yXa OT MblIM U arpPecCMBHbLIX NMPUMECEN, a TaKXKe OTBeYaTb COBPEMEHHbIM TpeboBaHMAM
KOMMNAKTHOCTN N 9KOHOMWYHOCTMU.

ApXMBOXPaHWUANLLE AOMKHO MMETb BbIXOAbl K MMGTaM U NECTHUYHBIM KNIETKaM.

2.20. ApxnBoxpaHMAuLLLA (32 UCKAOYEHMEM APXMBOXPAHUINLL, PACMO/AratoLLMXCs HAa OXPaHAEeMOoW
Tepputopun) obopyaytoTca ABEPAMM C  NOBbIWEHHOW TEXHUYECKOM YKPENNEeHHOCTbI MpPOTMB
BO3MOXHOI0O B3/10Ma, OCHALWEHHbIMW 3aMKaMK NMOBbIWEHHON ceKpeTHoCcTU. OKHa NOMeELLEeHUI NepBoro
3TaKa A0MKHbI ObITb 060PYA0BaHbI 3aNUPAOWMMUCA peLleTKammn <1>.

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

2.21. Bce nocTynatoLwime B apxXmB OpraHn3aLmm AOKYMEHTbI Pa3MeLLLatoTCA B apPXMBOXPaHUAULLAX Ha
CTaUMOHApPHbIX W/UAN NepeaBUMNKHbIX METa/IMYECKMX CTeNNakaX, B MeTafIMYeckux LKadax uau
KOHTEMNHepax.

CTennaskm A0NXKHbl BbITb YCTAaHOB/IEHbI NEPNEHAUKYNAPHO CTEHAM C OKOHHbIMW Mpoemamu, a B
nomelleHnn 6e3 OKOH - € y4yeTom ocobeHHOocCTel nomelleHua M obopyaoBaHuA. He ponyckaetcs
pa3sMelLeHMe CTeNIasKel BMNOTHYIO K HapY»KHbIM CTEHaM 34aHMA U K UCTOYHUKaM Tena.

PacctaHOBKa cTennarkei W WKapoB OCYLECTBNSAETCA B COOTBETCTBMM CO  C/ieAylowumu
TpeboBaHMAMMU:

paccTofHMe MeXay pAdamu cTennakein (rnaBHbin npoxoa) - He meHee 120 cm;

paccTosHMe (NpoXoAa) mexay CTennaxamm - He meHee 75 cm;

paccTosiHMe MeXKAy HapY)KHOM CTeHOM 34aHMA U CTeNNaXKaMu, Napanie/ibHbIMU CTEHE - HEe MeHee
75 cm;

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

paccTosiHMe MeXAy NOJIOM U HUXKHEN MNOJIKOW cTennaxa (wkada) - He meHee 15 cm, B LLOKOJIbHbIX
3TaXKax - He meHee 30 cm <1>.

<1>MoanyHKT 2.11.3 nyHKTa 2.11 MNpasun xpaHeHuA.

2.22. TMpoTMBONOXKAPHbIA PEXMM B 34aHMAX, T4e pa3MellaeTcA apxvMB OpraHM3auuu, n B
apPXMBOXPAHUAMLLLAX YCTaHABAMBAETCA B COOTBETCTBUM C HOPMATUBHbBIMM NPABOBbIMKW akTamm Poccuiickoi
depnepaunn B 061acTM NoXKapHoM 6€30MacHOCTMK.

2.23. OxpaHHbI pexnum obecneunsaeTca nytem ob6opya0BaHMA APXMBOXPAHUNLL, A TaKKe APYrnx
NOMEeLLEHWUI, FAe MOCTOAHHO WAM BPEMEHHO XPAHATCA apPXMBHblE AOKYMEHTbI, CPeACTBAMW OXPaHbI,
obecneynBaloLWLMMM KOHTPOJIb AOCTYNa B apXMBOXPaHUAULLE M MOMELLEHUA apxMBa, U cobatoaeHneM
nopAaaka cAaym noj oxpaHy U CHATUA C OXPaHbl, YCTAHOB/JIEHHOIO PyKOBOAUTENEM OpraHu3aumm.

B cnyyae BblgaunM apxmMBHbIX [OOKYMEHTOB BO BpeMEHHOE MO0/b30BaHME MO 3anpocam
rocyapCTBEHHbIX OPraHOB, OPraHOB MECTHOTO CaMOYMpPAaB/AEHUA W OPraHW3aumii BbIHOC U3 34aHWA
apxvBa WAM 30aHUA OPraHM3auMM apXMBHBbIX AOKYMEHTOB paspellaeTca TOJIbKO MO crneuunasibHbiM
NponycKam.

2.24. ApxnBHble OKYMEHTbI CneayeT XPaHUTb B TEMHOTE.

Bce BnAabl paboT ¢ AOKYMEHTaMM A0XKHbI NPOBOAUTLCA NMPU OFPAHUYEHHbIX UM TEXHOOTMYECKU
HeobX0AMMbIX YPOBHAX OCBELLEHWUA.

3awmTa AOKYMEHTOB OT AeNlcTBMA cBeTa obecneyumBaeTca XpaHEHWEM [LOKYMEHTOB B Kopobkax,
nankax v nepenseTax, B LUKadax UAM HA CTENAXKaX 3aKPbITOro TMna.

EcTecTBEHHOE OCBELLEHME B aPXMBOXPAHUMULLE AONYCKAETCA NPU YCNOBUN NPUMEHEHMA HA OKHAX
cBeTopaccemBaTeniei, 3alUTHbIX GUABTPOB, LUTOP, *Kato3M, HAaHECEHHbIX Ha CTEKAO MOKpPbITMI. [na
WCKYCCTBEHHOTO OCBELLEHMA MPUMEHAIOTCA SlaMMbl HaKa/MBAHUA B 3aKpbITbiX NAadoHAx C raaakomn
NOBEPXHOCTbIO.
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YpoBeHb OCBELLEHHOCTUM B AManasoHe BUAMMOIO CMEeKTpa He [AO0J/IKEH MNpPeBbllaTb: Ha
BEPTMKa/IbHOM NOBEPXHOCTM CTENNAXKa, Ha BbICOTE OAHOro meTpa oT nona - 20 - 50 ntokcoB, Ha paboumx
cTtonax - 100 ntokcos <1>.

<1>MNoanyHKT 2.11.2.4 nyHKTa 2.11 Mpasua xpaHeHuA.

2.25. B apxnBOXpaHuAuLLEe ANA XPAaHEHUA LOKYMEHTOB YCTaHABAMBAIOTCA cnegytolme napameTpsl
TemnepaTypHO-BAAXKHOCTHOIO pexknuma: <1>

<1>MNoanyHKT 2.11.2.3 nyHKTa 2.11 Mpasua xpaHeHuA.

ONA XpaHeHUs AOKYMEHTOB Ha BymayKHOM Hocutene - Temnepatypa 17 - 19 °C, oTHocuTebHaA
BAIAXKHOCTb Bo3ayxa - 50 - 55%;

ONA AJOKYMEHTOB HAa MAarHUTHbIX AMCKAX U ANCKOBbIX HakonuTenax - 8 - 18 °C un 45 - 65%;

ONA AJOKYMEHTOB Ha ONTUYeCKUX anckax - 10 - 23 °Cun 20 - 50%;

ONA AJOKYMEHTOB Ha KMHOM/EHKE:

C HUTPOOCHOBOI - YepHO-6esble: TemnepaTtypa He Bbiwe 10 °C, uBeTHble: TemnepaTypa He Bbile -5
°C:

c 6e3onacHoi OCHOBOI - YepHO-6enble: Temnepatypa He Bbliwe 15 °C, UBeTHbIE: TeMnepaTypa He
Bbiwe -5 °C;

AnA GOTOAOKYMEHTOB:

yepHo-b6esble - TemnepaTypa He Bbiwe 15 °C;

LBETHbIE - TeMnepaTypa He Bbiwe -5 °C.

OTHOCMTENbHAA BIAXKHOCTb BO34yXa, HEOOX0AMMan A1A XPaHEHUA AOKYMEHTOB HA KMHOMNEHKE U
doTogokymeHTOB, coctasnneT 40 - 50%.

2.26. B apxMBoxpaHuauLLe C HeperyanpyemMmbiM KAMMaTOM A0MXKHbI OCYLLEeCTBAATLCA MEPONPUATUA
no ONTUMM3aLMN TEMMEPATYPHO-BIAXKHOCTHOIO PEXUMA C MPUMEHEHMEM OTOMNEHMA U MPOBETPUBAHUA
NOMELLEHWNI, a TaKKe MEXaHUYECKUX CPeACTB YBAAXKHEHUA UAN OCyLIeHMA Bo3ayXa. Pe3kne konebaHua
(ce3oHHble U B TeueHMe 0AHUX CYTOK) TemnepaTypbl (+/- 5 °C) M OTHOCUTENIbHOMN BAAKHOCTU BO3ayXa (+/-
10%) He ponyckatoTcs.

Mpn OANTENbHOM HapylWeHUW TemnepaTypHO-B/AXKHOCTHOrO pexmMma (oT 3 cyToK u bonee),
COMPOBOXKAAIOLWEMCA MOBbILUEHWEM OTHOCUTENbHOM BAAXXHOCTM Bo3ayxa Ao 70 - 90%, npuHMMatoTcA
Mepbl MO ero HopManusaunmu (MHTEHCUBHOE NPOBETPMBAHKNE, OCYLLEHWME apPXMBOXPAHUANLLA).

TemnepaTypHO-BAAXKHOCTHbIA  PEXUM  KOHTPOAMPYETCA MNyTEM  PEryAspHOro  U3MepeHUs
TemnepaTtypbl U OTHOCUTENIbHOM BIAXKHOCTU KOMHATHOIO M Hapy*KHOro BO34yxa B O4HO U TO e BPemsA: B
KOHAMUMOHNPYEMbIX NOMELLLEHUAX - He pexke 1 pa3a B HeAENI0; B aPXMBOXPaHMINLLAX, HE OCHALLEHHbIX
CUCTEMOW KOHAMUMOHNPOBAHMA BO34yXa - 2 pa3a B HeAEe 0; NPU HapYLUEHUAX pexXmma - 1 pa3 B CYyTKW.

MoKa3aHMA KOHTPOJIbHO-U3MEPUTE/IbHbIX MPUOOPOB GUKCUPYIOTCA B PErMCTPALIMOHHbIX KypHanax,
B KOTOPbIX TaKXe OTPaKaloTcs NpoBepKa NPaBWU/IbHOCTM MOKa3aHuit NpubopoB M mepbl, NPUHATLIE NO
HOpPMaNM3auMm TeMnepaTypHO-BAAXKHOCTHOTO peXMma B C/y4aax ero HapyleHus.

Mpn HannuMm B 3[3HUN ApPXMBa LLEHTPAIM30BaHHOM cucTembl obecneyeHus cobatogeHus
TeMNepaTypHO-BNIAXKHOCTHOTO pPeXMMa B MOMELLEHUAX, TAEe XPAHATCA AOKYMEHTbl, KOHTPOAb 3a €ero
cobntoAeHNEM OCYLLECTBAAETCA B aBTOMATMUYECKOM pPeXKUME.

2.27. TlomelleHNA apxuBa OPraHM3auMM LOJ/IKHbI COAEPXKATbCA B YMCTOTE, B YCNOBMAX,
WUCKNIOYAOWMX BO3MOXKHOCTb MOABJIEHUA MJECEHM, TPbI3YHOB, HACEKOMbIX, MblAW. B nomeLieHUsax
apPXMBOXPaAHUAULL AOMXKHA ObiTb obecrneyeHa cBoboOgHaA UMPKYAAUMS BO34yXa, MCKAlOYatoLan
obpasoBaHMe HENPOBETPUBAEMbIX 30H, ONACHbIX B CAHUTAaPHO-6M010rMYECKOM OTHOLLEHU M.

B nomelLeHMAX apXMBOXPaHMUANL, HeobX04MMO:

NPOBOAUTb CUCTEMATUYECKYIO BNAAMKHYIO YOOPKY;

He pexe O4HOro pasa B roj NpPoBOAUTb obecnbliMBaHME KOPOBOK C AOKYMeHTamu, LKados,
CTenna)keu;

obpabaTbiBaTb LOKO/bHbIE YacCTW CTennakei, Mnosbl, MNAUHTYCbl, MNOAOKOHHUKN BOAHbIMMU
pacTBOpPaMM aHTMCENTUKOB.

2.28. [iBa pasa B rof, (B Hayane 1 No OKOHYaHMUM OTOMUTENIbHOTO CE30HA) AOKYMEHTbI U NOMELLEHNS
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aPXMBOXPaAHUAULL noaBepratotca ob6cnefoBaHNIO 1A CBOEBPEMEHHOTO OOHAPYXKEHWMA HaCeKOMBbIX U
nneceHn. [lpu ob6HapyKeHUM 6uonornyeckux BpeauTene MNPUHUMAIOTCA CPOYHbIE Mepbl MO
OE3NHOEKLMN U [E3UHCEKUMU [AOKYMEHTOB W MOMELLEHUN cuMnamm paboTHMKOB apxvBa, a nNpu
HEOHXOAMMOCTU - CUTAMU COOTBETCTBYIOLLMX CAYKO.

2.29. B apx1BOXpaHMMLLE 3anpeLLaeTca HAaX04MTbCA B BEPXHEN O4eXAE, MOKPOM U FpA3HON 06yBY;
XPaHUTb MOCTOPOHHME NPeaAMETbI, MMYLLECTBO M 060pya0BaHMe, ynoTpebaaTe NMLWEeBbIe NPOAYKTbI.

2.30. O6A3aTeNbHbIMM YCAOBUAMM XPAaHEHUA SNEKTPOHHbIX SOKYMEHTOB ABAAIOTCA:

Ha/nyMe B apXWBe OPraHU3aUMM HEe MeHee ABYX 3K3eMMNIAPOB KaXKAOW eAMHULbI XpaHeHuA
3NEKTPOHHbIX AOKYMEHTOB (OCHOBHOW WM pabounii 3K3eMnaspbl AOMXKHbI HAaXoAMTbCA Ha pPasHbIX
dU3MYECKMX YCTPOMNCTBAX);

Ha/nyme TeXHUYECKUX W MNPOrpamMMHbIX CpPeacTB, NpegHasHayeHHbIX A7 BOCMNPOM3BeAEHMS,
KOMMPOBaHWA, MNepe3anucu SNEeKTPOHHbIX [AOKYMEHTOB, KOHTPOAA GU3MYECKOro M TeXHWYEeCcKoro
COCTOAHUSA;

obecrneyeHne peXMMA XPAHEHUA  SNEKTPOHHbIX LOKYMEHTOB, WCK/KOYalOLWEro yTpaTty,
HECaHKLMOHMPOBAHHYIO PacCbI/IKY, YHUHTOXKEHNE MU UCKaXKeHMe Hbopmauuu.

2.31. Mepepaya TEKCTOBbIX 3/IEKTPOHHbIX AOKYMEHTOB A/ XPAaHEHWA B apXWMB OpraHu3auuw,
ABNAIOWENCA MCTOYHMKOM  KOMMJIEKTOBAaHMA FOCYAApPCTBEHHONO W MYHMUWNAAbHOTO  apxMBa,
ocyulectsnsetca B popmate PDF/A.

2.32. B uensx obecneyeHWs XpaHeHWA, yyeTa U WCMNO/Ib30BAHWUA 3SNEKTPOHHbLIX AOKYMEHTOB,
Haxo4AWMXCA HA XPaHEHMM B apxvMBe OpraHM3auum, AOJIKHO MPOM3BOAUTLCA CUHXPOHHOE M3MEHEHUe
NporpamMmHo-annapaTHOM cpeabl B OpraHM3aLMuM U B apXMBe OpPraHU3auuKn, a TaKKe CBOEBPeMeHHas
nepesanncb 31EKTPOHHbIX aPXMBHbIX AOKYMEHTOB Ha HOBblE HOCUTENN U B HOBble GOpMaThl.

B npouecce xpaHeHWA 31eKTPOHHbIX JOKYMEHTOB B apXMBE OPraHM3aLmn He pexe 0AHOro pasa B 5
NeT Npou3BOAMUTCA TEXHMYECKUI KOHTPOAb (PUIMYECKOrO COCTOAHMA HOCUTENen 3SNEeKTPOHHbIX
OOKYMEHTOB M BOCNPOU3BOAMMOCTU 3/1EKTPOHHbIX JOKYMEHTOB.

B cnyyae ecam npu  OCyLLeCTBAIEHUM TEXHUYECKOrO KOHTPOAA YCTAaHOB/EHbl U3MEHEHUA
dU3NYECKOro COCTOAHMA HOCUTENIEM 3NEKTPOHHbIX AOKYMEHTOB, apXMB OpraHM3aumu Mo peLleHuto
pPYKOBOAUTENA OPraHU3aLMM AOMKEH NPOBOAUTL PaboTy NO Nepe3anncu 3N1eKTPOHHbIX JOKYMEHTOB Ha
HOBbIE HOCUTENN.

Mpn n3meHeHnn dopmaToB B pesysbTaTe NpeobpasoBaHUA MPOrpaMMHO-annapaTHOM cpeasbl,
YXYALWEeHNA BOCMPOU3BOAMMOCTU 3NEKTPOHHbIX [OOKYMEHTOB apXMB OpPraHU3auuu no peLleHuto
PYKOBOAMTENA OPraHM3aumMmn LOMKEH NPOBOAUTL PAabOTy MO Nepesanncy 3MeKTPOHHbIX AOKYMEHTOB B
HoBble popmaTbl.

Mpun ocywectBAeHUN nepesannucu [oaKHa OblTb obecnedyeHa ayTEHTUMYHOCTb, MOJIHOTA,
[OCTOBEPHOCTb, LENOCTHOCTb W HEU3MEHHOCTb WHOOPMAUMKM, COAEPXKAWENCA B 3INEKTPOHHbIX
OOKYMEHTax.

TeKcToBble 3N1eKTPOHHbIE AOKYMEHTbI, NoABepriuMecs nepesannucu B HoBble GpopmaTtbl U/MaM Ha
HOBble HOCUTENM, A0/IKHbI OTBEYaTb TPEOOBAHMAM, YCTAHOBAEHHbIM NYHKTOM 2.31 HacToawwmx Mpasu.

2.33. [nAa onepaTtUBHOIO AOCTYNa K 3/IEKTPOHHbIM JOKYMEHTAM B CMPABOYHbIX U MOUCKOBBIX LEenax
B apxmBe co3gaeTca GOHA N0b30BAHNUA INEKTPOHHbIX LOKYMEHTOB.

2.34. Bce nocTynatoLime B apxXuB OPraHn3aLmm AOKYMEHTbI Pa3MELLAOTCA B aPXMBOXPAHUANLLAX Ha
CTenna)kax uam B WKadax B MNopafKe, COOTBETCTBYIOLWEM OMUCAM Aesl, AOKYMEHTOB. [JOKYMeHTbI,
TEMNEPATYPHO-BNAXKHOCTHbINA PEXUM XPaHEHWUA KOTOPbIX Pas/iIMYeH, AONXHbl Pa3sMeLLaTbCA B PasHbIX
APXMBOXPAHUAUNLLAX.

2.35. [lokymeHTbl ApxuBHOro ¢oHaa Poccuitickoit Pepepaummn u gpyrme apxmBHble OOKYMEHTbI
OOJ/IKHbl XpPaHUTbCA B KOPOOKax WMAM NankaX, W3roToBAEHHbIX M3 6e3BpeAHblX ANA AOKYMEHTOB
MaTepuanos.

INEeKTPOHHbIE AOKYMEHTbI Ha dU3MYeCcKM 060COBNEHHbIX HOCUTENAX PA3MELLAOTCA OTAENbHO OT
OPYTUX OKYMEHTOB.

Ha Kopo6KKW NpUKAEenBatoTC AP/IbIKA, HA KOTOPbIX YKa3blBatoTCsA: HoOMep GoHAa, HOMEpP OMnucK U
KpaliHMe Homepa Aen, pasmeLLeHHbIX B A4aHHOM Kopobke.

MopafoK pasmelLeHMA YCTAHaBAMBAETCA B 3aBMCMMOCTM OT PACCTOAHMA MeXAy MOoJIKamu,
dn3nYECcKoro CoOCTOAHMA AeN, a TaKKe OT TBEPAOCTM UAN MATKOCTU NepenneTa. [lena, umetowme Teepabii
nepenneTt, YCTaHABAMBAIOTCA BEPTUKAZIbHO;, C MAFKMM MepenseTom WKW HenepenneTeHHble -



rOpPM30OHTANbHO.

Kopob6Kn He fonHbl BbICTYNaTb 3@ NpeAe/ibl MOIOK CTENNANKEN.

He ponyckaetcAa XxpaHeHWe [OKYMEHTOB B TPaHCMNOPTHOM Tape, B WTabenax, Ha noay,
NOAOKOHHUKAX, NEeCTHUYHbIX NAoWaAKax U ApYyrnx He npefHasHaYeHHbIX ANA XpaHeHUA AOKYMEHTOB
MecTax.

2.36. Bce nomelleHMA apxuBa OpraHU3auuu, a TakXKe CTenNaXu, WKadbl, KOHTENHEPbI, NOJIKK
HymepytoTcAa. CTennaxku, WKadbl U KOHTEMHEPbI HYMEPYIOTCA B KaXAOM apXMBOXPaHMAMLLE C/eBa
HanpaBo OT BXOAHOM ABEPW, @ MOJIKM Ha CTeNaXKax - No WKadpam cBepxy BHM3, CNeBa Hanpaeo.

2.37. B uenax onpegeneHna mecrta XpaHeHWA AOKYMEHTOB B apXMBOXPAHUAMLLE COCTaBAAIOTCA
Tonorpadpuyeckmne ykasatenu: noctennaxHole (npunoxkeHme N 1), a npu 6onbwiom Konnyectse GoHAOB -
nodoHaosble (NnpunoxkexHue N 2).

2.38. W3meHeHusa, npoucxogdAlwine B pasMelleHUM [OKYMEHTOB, [AOJIKHbl CBOEBPEeMEHHO
OTpakaTbcA B Tonorpadmyecknx ykasarenax.

2.39. B xoae NpoBepKM HaIMYMUA U COCTOAHUA apPXMBHbIX JOKYMEHTOB B apXvMBe opraH13aumm:

yCTaHaBimBaeTcAa GaKTUYecKoe Hainume eguHNUL, XpaHeHUA N COOTBETCTBUE YYETHbBIM JOKYMEHTAM;

BbIABAAIOTCA U YCTPAHAIOTCA HEAOCTATKN B y4yeTe AJOKYMEHTOB;

BbIABAAIOTCA OTCYTCTBYIOLME AOKYMEHTbI U OpraHU3yeTca po3bIcK;

BbIABAAKOTCA WM YYMTbIBAOTCA  OOKYMEHTbl, Tpebylowmue npodunakTmyeckon  u/mam
pecTaBpauMoOHHO-NPodUAaKTUUYECKON 06PabOoTKM.

BbIABAAIOTCA M Y4YMTbIBAIOTCSA 3/EKTPOHHblE AOKYMEHTbI, Tpebylowme nepesanncM Ha HOBble
3/IEKTPOHHblE HOCUTENIU, NPOBOAMTCA KOHTPOAb PU3MYECKOrO M TEXHMYECKOTO COCTOAHMA eAnHULY,
XpaHeHuA, OCYLLEeCTBAAETCA NPOBEPKA HA HaIMYMEe BPeJOHOCHbIX KOMMNbIOTEPHbIX MPOrpamm.

2.40. NMpoBepKa HaNNYMA U COCTOAHMA AOKYMEHTOB Ha OBYMaXKHbIX HOCUTENAX MPOBOAUTCS B apXnBe
OpraHusaLmMm KoOMUCCUEN MU He MeHee YyemM ABYMA pPaboTHMKAamM He perke ogHoro pasa B 10 ner,
9/1IEKTPOHHbIX AOKYMEHTOB - HEe peXe 04HOro pasa B 5 ner.

2.41. MNpun NpoBepKe HaNMYNA N COCTOAHMA AOKYMEHTOB B apXMBe OpraHusaumnm Heobxoammo:

COXPaHATb MOPALOK PACMNONOXKEHUA AOKYMEHTOB Ha cTesfaxax, B WKadax WU KOHTeMHepax B
COOTBETCTBUM C TOMOrpadmyeckMmMmm ykasatenamu. MNpu M3MeHeHUN PacrnoNoXKeHua aen HeobxogmMmo
CBOEBPEMEHHO AenaTb COOTBETCTBYIOLLME 3aMNMCK B TONOrpadrUeCcKnxX yKasaTenax;

NoMeLLaTb Ha MecTa Hag/1eXKalllero XxpaHeHUa obHapy»KeHHbIe BO BPEMS NPOBEPKM HENPaBUIbHO
pasmelleHHble eaHULbI XPaHEeHUs;

M3bIMaTb C MoC/AeaylolWed U30NALMEN OOKYMEHTbl, 3apakeHHble MNAECEHbID WAU  APYrMMMU
6MONOTMYECKUMM BPEAUTENAMM (A7 LOKYMEHTOB HA ByMaXKHOM HocuTene);

M3bIMaTb eAMHULbI  XPAHEHMA 3NEKTPOHHbIX [AOKYMEHTOB, coAeprKaline BpefoHOCHble
KOMMNbIOTEPHbIE MPOrpammbl, MOMELLATb HA CNeLManbHO BblAENEHHYIO NOJIKY (B AWMK) ANA NOCneayoLLei
06paboTKky;

M3bIMaTb U pa3meLLaTb BCAeA 3a YYTEHHbIMU AeNa, He BHECEHHbIe B OMUCK.

BHeceHue BbIABNEHHbIX B XOA4e NPOBEPKM HEYUYTEHHbIX AeN B ONUCb 3anpeliaeTca. HeyuteHHble
Aena nognexkat 06paboTke U ONMCaHMIO NOC/E 3aBepPLIEHMA MPOBEPKMU.

2.42. TpoBepKa HanMuuA U COCTOAHMA AOKYMEHTOB NPOBOAWUTCA NyTEM CBEPKU OMMcaTesbHbIX
cTaTen onUcK ¢ oNMcaHnem aen Ha 0610KKax.

®ur3myeckoe coCTOAHNE Aen onpeaensaeTca nyTem BM3yasbHOro NPoCcMoTpa.

Jenatb Kakve-nMbo MNOMETKM WMAWM 3anuUcK B ONUCAX AeN U APYIUX YYETHbIX AO0KYMEHTax
3anpewaeTca. B KOHUe KaxKaon NpocMoTpeHHol onucn genaetca 3anucb "MPOBEPEHO" ¢ ykasaHuem
HOMepa M AaTbl aKTa MPOBEPKU HAMYNA U COCTOAHUA AOKYMEHTOB.

2.43. MNpoBepKa HaAMYMA U COCTOAHUA OOKYMEHTOB CYMTAETCA 3aBEpPLUEHHOW Moc/ie BHECeHUs
N3MEHEHWM, BbIABIEHHbIX MPOBEPKOM, B y4ETHbIE AOKYMEHTbI apXuBa.

Mo pe3synbTaTam NPOBEPKW COCTABAAETCA aKT MNPOBEPKM HANUYMA U COCTOAHUA APXMUBHDIX
AokymeHTOB (npunokeHune N 3). Mpn 0bHapy*KeHUN OINMOOK B YHETHbIX LOKYMEHTAX COCTaBAAETCA aKT O
TEXHUYECKMX OLLUMBKAX B yHETHbIX AOKYMeHTax (npunoxkeHue N 4). B cnyyae obHapyKeHUA LOKYMEHTOB,
HEe OTHOCAWMXCA K AaHHOMy GOHAY, apxvMBy OpPraHW3aumMun, Hey4YTEeHHbIX, TaKXe COCTaBAAeTCA
COOTBETCTBYHOWMI aKT (npunoxkeHne N 5). YKasaHHble aKTbl MOAMMCBLIBAIOTCA MCMOJHUTENAMU U
YTBEPXKAATCA PYKOBOAMUTENEM OPraHM3aLMM WUAW ero 3amecTuTesemM, KypUPYIOWUM AeATeNbHOCTb
apxuBa.



2.44. Ecnn NpoOBEPKOM HAAWYMA WU COCTOAHUA [AOKYMEHTOB YCTAHOBAEHO OTCYTCTBME AEN U
OOKYMEHTOB, OpraHM3yeTca UX po3bicK.

PO3bICK apXMBHbIX AOKYMEHTOB, He OBHAPYMKEHHbIX B XO04€ NMPOBEPKM, OPraHM3yeTCA C MOMEHTA
BbISIBJIEHNA OTCYTCTBUA U MPOBOAUTCA B TeyeHMe ogHoro roga. Ha gena, He obHapyKeHHble B xo4e
NPOBEPKN HANUUMA N COCTOSHUA AOKYMEHTOB, COCTAB/AETCA aKT 06 yTpaTe AOKYMeHTOB (NpuaoxeHne N
6), KOTOPbIN paccMmaTPUBAETCA SKCMEPTHON KomUccuen (LLeHTpanbHOM sKcnepTHOM Komuccuneit) (nanee -
3K (U3K) opraHusaumu 1 yTBEPXKAaETCA PYKOBOAUTENEM OpraHu3aumMm uam ero samectutenem. K akty
npunaraeTca CnpaBka O MNPOBEAEHMWN PO3bICKA, MNOArOTOBAEHHAA W MNOAMWCAHHAA  NULLOM,
NpPou3BOAMBLUMM MPOBEPKY. AKT 06 yTpaTe [AOKYMEHTOB MPEACTaBAAETCA B COOTBETCTBYHOLLUN
rocyapcTBEHHbIN (MYHUUMNANbHBIN) apXMB WUAM YNOJHOMOYEHHbIA OpraH WMCMONHUTENIbHON BAACTM
cybbekTa Poccuiicko depepaumm B 061acTU apXMBHOMO Aena ANA MPUHATUA peleHUA O CHATUU
YTPaYeHHbIX Aen C yyeTa.

2.45. [OKyMeHTbl BblAAIOTCA M3 apXMBOXPaHWIWLLA HA OCHOBAHWM MWCbMEHHOTO pa3pelleHuA
PYKOBOAMUTENA apXuBa OpPraHU3aLMM WAW ero 3amMecTUTena (ecnm apxume ABAAETCA YyUpexpeHuem),
pyKOBOAMTENA CTPYKTYPHOIO Nogpasae/ieHna opraHn3aunu:

paboTHMKaM CTPYKTYPHbIX NOAPa3AeNeHNI OpraHn3auuu;

CyAebHbIM, MPABOOXPAHUTE/IbHBIM WM UHBIM YMNOJHOMOYEHHbIM OpraHam B COOTBETCTBUU C
3aKoHoaaTenbcTBoM Poccuiickoin Peapepauny;

WHBIM NO/1Ib30BaTE/IAM NO NMUCbMEHHOMY 3aAB/IEHUIO.

JOKYMeHTbI BbIAHOTCA N3 apPXMBOXPAHWUNLL HA CPOK, HE MpeBbIWatoWwmii:

OAHOro mecaua - 4158 UCNO/b30BaHMA PAabOTHUKAMM OPraHM3aLLMn U MHBIMW NOJIb30BATENAMM;

LIeCTM MecALEB - CyAebHbIM, NPAaBOOXPAHUTENbHbLIM U UHBIM YNOJHOMOYEHHbIM OpraHam.

MNpogneHne yCTAaHOB/IEHHbIX CPOKOB BblA3a4YM [AOKYMEHTOB [JOMYCKAETCA C paspelleHuns
pyKOBOAMTENA OpPraHMsaLMm HA OCHOBAHWMM MNUCbMEHHOrO MOATBEPKAEHMA NOAb30BaTeNd o
coxpaHeHunn/obecrneveHmmn CoXxpaHHOCTM JOKYMEHTOB.

2.46. Bblgaya [OOKYMEHTOB M3 apXMBOXPaHWAMULLA PErucTpupyeTca B KHUre Bblgayu gen u
odopmnserTca:

3aKa3oMm (cny»kebHoM 3annCKoi) Ha Bbldady Aen;

aKTOM O Bblgaye fen BO BPEMEHHOEe NO/sb30BaHME - NpPU Bblgaye B CTOPOHHME OpraHM3auuu
(npunoskeHue N 10).

Mpw TpaHCNOPTUPOBKE Aen Ha Ntobble paccTosHMA 0becneymBatoTCA Mepbl NO OXPAHE M 3aWmUTe KX
OT BO34EeNCTBUA BpeHbIX PaKTOPOB OKpy:KatoLwen cpeapbl.

2.47. Bblgavy AOKYMEHTOB Ha ByMaXKHOM HOCUTENIE U3 apXMBOXPAHUULLA U MPUEM UX 06PATHO, B
TOM 4Yucne B c/lydae HeOHXOAMMOCTM MOJIMCTHYIO NPOBEPKY HaA/IMUMA U COCTOAHUA AOKYMEHTOB nepes,
Bblgayell M3 apxMBOXPaHMAMILA M NpPUM BO3BpaTe, NPOU3BOAMT PABOTHWMK aAPXMBOXPAHWIMLIA B
NPUCYTCTBMM INLA, NONyYatoLwero (Bo3BpallatoLLero) gena.

BmecTo BblAaBaeMbIX U3 APXMBOXPAHUANLLA €ANHUL, XPaHEHWNA U ONUCEN AeN, LOKYMEHTOB A0/IXKHA
pa3smMelLaTbCA KapTa-3amecTuTenb gena (npunoxkenune N 7). Mpu Bo3BpaLLeHUN AeNa KapTa-3aMecTuTeNb
N3bIMaETCA M XPAaHUTCA B apXMBeE OpraHU3aLmm 40 MUHOBaHWUS HaZO0bOHOCTH.

[Jena, BblgaBaemble U3 apXMBOXPAHUANLLA, AO/IXKHbI UMETb aPXMBHbIN WNGP, NPOHYMEPOBaHHbIE
JINCTbI, INCT-3aBepuTenb aena (npunoxkedne N 8) M ANCT UCNONb30BaHUA AOKYMEHTOB (NpuaoxkeHne N
9).

MoAroToBKa apXMBHbIX JOKYMEHTOB K BblJaye U3 apXMBOXPaHW/IMLLA BKAKOYAET:

BblEMKY apXMBHbIX JOKYMEHTOB;

CBEPKY apXMBHOTO WnNdpa 1 3aro0BKOB C ONUCHIO A, LOKYMEHTOB;

nposepKy GMU3MYECKOro COCTOAHUA Aena.

INEeKTPOHHbIE LOKYMEHTbI BblAAOTCA N3 apXMBOXPAHUAULLA B BUAE SEKTPOHHbBIX KOMUN UAN KOMWUI
Ha 6ymaxkHom Hocutene. [pM HeobBXOAMMOCTM 33aBEPEHUA KOMWIM 3SNEKTPOHHbLIX AOKYMEHTOB
MCNO/Ib3yeTCA 3/IEKTPOHHAA MNOAMUCb PYKOBOAUTENA OpPraHusauMnm Wan  ynoJHOMOYEHHOIro UM
OOJ/IKHOCTHOTO /L@ WKW MPOM3BOAUTCSA 3aBEPEHME KOMUM [AOKYMEHTa Ha OymarKHOM HocuTene B
yCTaHoB/eHHOM nopAaKe (NyHKT 5.14 HacToswwmx Mpasun).

2.48. [JoKyMeHTbl U3 apXMBOXPAHWANLLA, KaK NPaBUIO, HE BbIAAIOTCA:

npu HaAM4YUK GoHAa NOb30BAHUSA;

HaxogALWMeca B Hey4,0BAETBOPUTENbHOM GU3NYECKOM COCTOAHUM.



2.49. B opraHuM3auumn A0MXKHbI BbiTb pa3paboTaHbl NMaHbl KOHKPETHbLIX MepPOonpUATUIA 1 Apyrue
HOPMaTUBHbIE AOKYMEHTbl, pPernameHTUpyloLWme nopsagoKk padboTbl B Ype3BblYaMHbIX CUTyaUUsaX, npu
BO3HMKHOBEHWM KOTOPbIX HEBO3MOXHO 06eCcnevYnTb COXPaHHOCTb apPXMBHbIX AOKYMEHTOB.

C coaeprkaHMem NAaHOB MePOnpUATUIA U APYIrMX HOPMATUBHbIX AOKYMEHTOB, ONpeaensitolimnx
paboTy apxmBa opraHM3aLUK NPU YpPe3BbIYAMHbIX CUTYaUMUAX, OOJKHbI ObITb O3HAKOMIEHbI PAabOTHUKMK
apxuBa opraHM3aunu.

l1l. YYET IOKYMEHTOB APXMBHOIO ®OHOA POCCUNCKOWN ®EAEPALINM
N OPYTUX APXUBHbIX JOKYMEHTOB B OPTAHU3ALUUN

3.1. YyeTy nogexart Bce XpaHALLMECA B aPXMBE OPraHN3aLMmM AOKYMEHTbI, BKOYAA AOKYMEHTbI NO
JIMYHOMY COCTaBY, KOMUKU AOKYMEHTOB GOHAA NONb30BAHMA (MPW HAIMUMK) U ONUCKU AEN, AOKYMEHTOB.

3.2.  OpraHusauma,  ABAAIOWAACA  UCTOYHMKOM  KOMMJIEKTOBAHMA  rOCYAapCTBEHHOrO
(MyHMUMNAnbHOro) apxuBa, NpeacTaBAAeT B rOCYAAPCTBEHHbIN (MYHWMUMNANbHbLIN) apXUB Y4YeTHble
cBefeHnn 06 obbeme M COCTaBe XPaHALLMXCA B apXMBe OpraHu3auMuM AOKYMeHTOB ApxvMBHOro ¢oHaa
Poccuiickolt Pepepaummn U gpyrmx apxuBHbIX AOKYMEHTOB B COOTBETCTBMM C PernameHTom
rocyapCTBEHHOIO y4yeTa AOKYMeHToB ApxuBHOro ¢oHza Poccuiickolt depepaumn, yTBepXKAEHHLIM
npukasom Pocapxmea oT 11 mapta 1997 r. N 11 (3apeructpmpoBaH MuHioctom Poccun 8 nions 1997 r.,
perncTpaunoHHbI Homep 1344).

3.3. OCHOBHbIMM EANHULAMM YHETA aPXUBHbBIX LLOKYMEHTOB ABAAIOTCA:

apxuBHbIA doHA;

eAVHNLA XpaHEHUS - AeN0, 3NIeKTPOHHOoe Aeno (NyHKT 4.34 HacToawwmx Mpasun).

3.4. EagMHMUam XpaHeHWA NPUCBAMBAIOTCA YyYeTHble HOMepa, ABAAIOWMECA YACTblO apXUBHOMO
wudpa. CeeageHUs 0 cocTaBe eauMHUL, XPaHEHUA U UX KOAMYecTBe GUKCUPYIOTCA B YYETHbIX SOKYMEHTaX
apxuBa.

ApXMBHbIN WKdP (0603HaYEHME, HAHOCUMOE B JIEBOM HUMKHEM YTy Ha KaXKAYH0 eANHULY XPaHeHUs
B LenAx obecneyeHusa yyeta n uaeHTUMOMKaLUUKn) COCTOMT U3: HOMepa apxXMBHOro ¢poHAa; HoMepa onucK
Aen, LOKYMEHTOB; HOMepa eAnHULbI XPaHEHUA.

ApXMBHBbIN WNPP 3SNEKTPOHHbIX [OKYMEHTOB, XPaHWMbIX Ha 060COB/MEHHbIX 31EKTPOHHbIX
HOCUTENSAX, YKa3bIBAETCA Ha BKAAAbILE, BAOKEHHOM B GyTAAP HOCUTENA. APXMBHDLIN LUNGDP 3NEKTPOHHbIX
OOKYMEHTOB, XPaHUMbIX B MHPOPMALMOHHOW CUCTEME apXMBa, ABASETCA 06A3aTe/IbHbIM 3/IEMEHTOM
ONUCaHMUA KOHTEMHEepPa 3NeKTPOHHOIO AOKYMEHTA.

3.5. B apxvBe opraHuM3aumMu BeayTCs OCHOBHble (06A3aTesibHble) M BCNOMOraTe/ibHbIE YYETHbIE
OOKyMeHTbl. CocTaB M GOpPMbl OCHOBHbIX YYETHbIX AOKYMEHTOB OMPenensAtoTCs B COOTBETCTBUM C
HacToAawmumn Mpasunamu. CoctaB U Gopmbl BCMOMOTATENbHbIX YYETHLIX AOKYMEHTOB ONpenensatoTcs
apPXMBOM OpraHW3aL MM CaMoCTOATENbHO.

3.6. B cocTaB 0CHOBHbIX (06A3aTe/IbHbIX) YYETHbIX AOKYMEHTOB apXMBa OpraHU3aLmm BXO4AT:

KHUra y4yeTa NocTynjaeHus 1 BblbbITUA Aen, ALOKyMeHTOB (npunoxeHne N 11);

cnucok ¢oHaoB (npunoxkeHme N 12);

nvct doHaa (npunoxkeHme N 13);

onucb aen, 4okymeHTos (Npunoxenua N 14, 15, 16, 17, 18);

peecTp onucei (npunoxkeHme N 19).

3.7. B KHUIy yyeTa NocTynaeHua M BblObITUA AeN, AOKYMEHTOB NOC/ief0BaTe/IbHO BHOCATCA BCe
nepBuYHbIE M MOBTOPHbIE NOCTYNAEHMSA (BbIObITUSA) Aen, LOKYMeHTOB. Kaxkaoe noctynaeHue (BbibbiTve) B
npezenax OTYETHOro roAa NoJly4aeT NopALKOBbIN HOMEP B BaJIOBOM NOC/AeA0BaTE/IbHOCTH.

ExkeroaHo Ha 1 AHBapA NoABOAMTCA WUTOr KOJAMYECTBa MOCTYMMBLUMX W BbIObIBLUMX 3a rog, Aen,
OOKYMEHTOB.

3.8. Cnucok ¢oHAOB BeAeTCA B apXMBe OPraHM3aLLmMm, XpaHsaLLem A0KYMeHTbl 6osee ogHoro poHaa.
B cnncok ¢poHO0B apxmBHbIA GOHA, 3anNUCbIBAaETCA TONbKO OAUH pa3, NpU NepBoM NOCTYNJIEHUU B AapXMB
opraHusaumun. Mo cnucky GoHAOB B BasIOBOM NOPAAKE emMy NPUCBAMBAETCA YYETHbI HOMEP, KOTOpPbI
COXPaHAEeTCs 32 HUM BO BCEX YYETHbIX JOKYMEHTaX.

B cnyyae nepegaum apxmBHoro ¢oHAa B APYrol apxmB, BKAKOYEHUA €ro B COCTaB 06beANHEHHOTO
apXMBHOro GoHAAa UMW BblaeNeHUSA BCEX AOKYMEHTOB K YHUUTOXKEHMIO OCBOHOANBLUMIACA HOMEP APYromy
apxvMBHOMY GOHAY He npucBanBaeTcs.
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Ob6beamHeHHble apxmBHble GOHAbI U aPXUBHbIE KOMEKLMN YUUTbIBAOTCA Ha 0BLLMX OCHOBAHUSAX.
ObveanHeHHOMY apxuBHOMy oOHAY, 0Opa3soBaHHOMY W3 aAPXUBHbIX GOHAOB, PaHEEe YYTEHHbIX
CaMOCTOATE/IbHO, MPUCBANBAETCA HOMEP OAHOr0 U3 apPXMBHbIX POHA0B, BKIKOYEHHbIX B €r0 COCTaB.

B apxuBax OpraHM3aumMit - UCTOYHMKOB KOMMIEKTOBAHUA TOCYAAPCTBEHHbIX (MYyHMLMMANbHbIX)
apXMBOB MPOCTaBASETCS HOMEp apxuBHOro ¢oHAa, 3a KOTOPbIM OH YYTeH B TOCYAapCTBEHHOM
(MyHULMNANbHOM) apXMBe, U KOTOPbIA COXPAHAETCA 3@ HUM Mocsie MOCTYNAeHUA ero AOKYMEHTOB Ha
NOCTOAHHOE XpPaHeHWe.

HasBaHue apxmBHOro ¢oHOa BHOCUTCA B CMUCOK PpOHAOB Ha OCHOBAHMM UCTOPUYECKONM CMPABKK K
$OoHAY MAU TUTYNIBHOTO IUCTA ONUCKU AeN, AOKYMEHTOB.

HasBaHue apxmBHoro ¢poHAa COCTOUT M3 MOJIHOTO U (B CKODOKax) COKpalleHHOro HauMeHOBaHUSA
doHpoobpasoBaTens, € YyKasaHMeM ero noAYMHEHHOCTW, MECTOHAXOXAEHMA, AaT Co34aHua U
nvkBmnaaunun. Echm HammeHosaHMe doHA006pa3oBaTENSA U3MEHSIOCH, TO B CNMCKe GOHAOB YKasbiBaeTcs
ero nocsiegHee HasBaHMe B paMKax Nepuona, 3a KOTOPbIM NPUHATbI A4OKYMeEHTbl. Bce npeabiaywime
nepeMmeHoBaHMA oTMeYatoTcs B ancte GpoHaa.

HasBaHue 06beaANHEHHOro apXMBHOro GpoHAa COCTOUT U3 0606LWEHHOTO Ha3BaHWUA BKIOYEHHbIX B
Hero apxmeHbIXx GOHAOB, U3 MEPEYHA Ha3BaHWI CMEHSBLUMX ApPYyr Apyra opraHusauuii. KoHKpeTHble
HaMMeEHOBaHMA BCEX OpraHM3aLUMii, JOKYMEHTbl KOTOPbIX BOWAM B 06beAMHEHHbIN apXMBHbIK ¢oHA, a
TaK¥Ke MX NepeMmeHoBaHMA YKasbiBaloTcA B iMcTe doHAa.

B Ha3BaHMM apXMBHOW KOINEKLIMWN YKa3blBaeTCs NPU3HaK (NpuU3Haku) ee dopmmpoBaHus.

ExxerogHo Ha 1 AHBapsA K CNUCKY GOHAOB COCTAaBASETCA MTOroBas 3anmncb O KOJIMYECTBE apXMBHbIX
$OHAOB, NOCTYNUBLWWX M BbIOLIBWKWX B TeyeHWe roga, U obuwem KoauyecTBe apxuBHbIX $OHAOB,
Haxo4AWMXCA Ha XPaHEHMM B apXuBe.

Cnncok ¢oHAOB 3aKNOYAETC B TBEPAYH OOM0XKKY, NUCTbl HYMEPYIOTCS, COCTaBAAETCA JIUCT-
3aBepuTenb.

3.9. lnct doHAa coCTaBNSAECTCA HA KaXKAbl apXUBHbIN poHA. B HEM yUYMTbIBAOTCSA BCE OMNUCK A€,
OOKYMeHTOB ¢poHAa.

Nnct poHaa moxKeT HbITb NEPECOCTaB/EH TONIbKO B C/ly4ae, eC/IM OH HEUCMPABMMO NOBPEXAEH UK
nepecTaeT oTpaxkaTb $paKTMUYECKoe COCTOAHUE U 0b6bem apxmsHoro ¢oHAa. B cnyyae nepecoctaBieHusn
nncta doHAa paHee AeNCTBOBABLUMIA AUCT POHAA NomellaeTca B Aeno poHaa. B BepxHem npaBom yray
oboux nnctos poHAa aenatoTca oTMeTKK: "JIMCT nepecocTaBnen"” ¢ yKasaHMeM AaTbl NepPecocTaBaeHus,
OOMKHOCTM M NOANMUCK COCTaBUTENA.

Nnctbl GoHA0B XpaHATCA B NOpsAAKe HOMEpPOoB apxXMBHbIX GoHA0B. K Kaxaol nanke coctaBnsercs
INCT-3aBepuUTeNb, FAEe YKa3blBalOTCA HayalbHble WU KOHeYHble HOMepa apxMBHbIX GOHAOB U obliee
KOJIMYECTBO apXMBHbIX GOHA0B, IMCTbl KOTOPbIX HAXOAATCA B NankKe.

3.10. B onucu gen, 4OKYMeHTOB (rog0BOM pasaene onucu aen, 4OKYMEHTOB) eANHULbI XpaHEHUS
YUYMTbIBAIOTCSA B COOTBETCTBUM C CUCTEMATU3ALMEN 33 NOPAAKOBLIMU YYETHLIMMU HOMEPAMMU.

MepBomy rogoBomy pasgeny onucu aen, AOKYMeHTOB poHAa NpucBaMBaETCA HOMeEpP MO JIUCTY
doHAa, Bce nocseaytolime rogoBble pasaesbl YNCAATCA 3a AaHHbIM HOMEPOM A0 3aBepLUEeHMA ONUCK.

He ponyckaetca npucBoeHMe onucAmM Aefl, AOKYMEHTOB OAWHAKOBbIX YYETHbIX HOMEPOB B
npegenax ogHoro ¢poHAA.

B KOHLEe BCeX 3K3eMNAspoB ONUCKU e, AOKYMEHTOB AenaercA WMTOrosas 3anucb, B KOTOPOW
YKa3bIBaeTCA KOIMYECTBO HAaXOAALLMXCA Ha XPaHEHUM eANHUL, XPaHEHUS, NePBbIN M NocnegHUIA HoMepa
eOMHUL, XpaHeHMsA MO ONUCKM, YKasbiBalOTCA MMetoWwMecs NPONYyCKM HOMEpPOB, JINTEPHble HOMEpa,
BblObIBLUME €4MHULbI XPaHEHWUSI U OCHOBaHWE BblObITUS.

Mocne KaxKgoro NOCTynaeHua Uam BblObITUA AOKYMEHTOB COCTaB/AAETCS HOBas UTOroBasA 3anuchb K
onucu aen, AOKYMEHTOB, KOTOpas NOAMMCLIBAETCS ee COCTaBUTEeNEeM C YKaszaHMeM A0/KHOCTM U AaTbl
COCTaB/IeHUSA.

Ecnun onuck gen, AOKYMEHTOB COCTOUT U3 HECKOJ/IbKMX FrOL0BbIX pa3aesioB, TOMOB, UTOroBas 3anmcb
COCTaB/IfETCA K KaXKA0My rof40BOMY pasgeny, TOMy; KPOME TOrO, K KaXKAoMy Noc/ieayroLemy rogosomy
paszeny, TOMy B HapacTalolLLem NopsiKe COCTaBAAETCA CBOAHAA UTOroBas 3anuch.

fogoBble pa3fienbl, €CIM OHU He ABNAKTCA 3aKOHYEHHOW OMUCbIo, He MOALWMBAOTCA U He
nepenneTarTca; OHU XPaHATCA B apXMBe B Narnkax.

3aKoHYeHHan onucb Aen, AOKYMEHTOB A0/1)KHA BKAOYaTb He 6osiee 9999 eaAMHUL, XpaHEHUA.

3aKOHYeHHan onuchb Aen, J0KYMEHTOB BMECTe C TUTY/IbHbIM IMCTOM M CNPaBOYHbIM annapaTom K



HeWn 3aKntoYaeTca B TBepAyto 0610KKy, HYMepyeTca U NoALWMNBAETCA UAN NepensieTaeTcs.

Karkpasa 3akoHYeHHasa onuch aen, LOKYMEHTOB, TOM OMUCU AeN, LOKYMEHTOB AOMKHbI UMETb JINCT-
3aBepuTesnb.

3.11. Mpw HaAM4YMK B apXMBeE OpraHM3aLmMKn ABYyX U bonee onucelt aen, LOKYMEHTOB BeAETCA peectp
onucel (npunoxkeHue N 19).

Onucun pen, AOKYMEHTOB BHOCATCA B PeecTp OMMCeN B XPOHONOMMYECKOW MOCNenoBaTe/lbHOCTH
NOCTYNAeHUA NoJ COOTBETCTBY MMM NOPALKOBLIMU HOMEPAMU.

B peectpe onucen GUKCUPYHOTCA OCHOBHbIE AaHHblE MO COCTaBY Ka*KAON MOCTYNUBLUEN B apXuMB
OpraHusaLmMmn onucu aen, LOKYMEHTOB: HoMep ¢oHAa, HOMEpP OMNMUCKU, KOJIMYECTBO eANHUL, XPAaHEHMA B
OMUCK, KOIMYECTBO JINCTOB B ONMUCU N €€ IK3EMNAAPOB.

3.12. [OnA UeHTPaNM30BaHHOIO TOCYAApPCTBEHHOIO y4vyeTa [JAOKYMeHTOB ApxuBHoro ¢oHAa
Poccuiickoli ®depepaumm B apxvBe OpraHM3auun, ABAAIOLWLENCA WCTOYHMKOM KOMMNEKTOBAHUA
rocyapCcTBEHHOro (MyHULMMNANAbHOMO) apXmMBa, COCTAaBAAETCA NAacnopT apXmMBa opraHnsaumm. <1>

<1> Popma nacnopTa apxmBa OpraHM3aunKn ycTaHOBNEHA PernameHTOM rocyZapcTBeHHOro yyeTa
OOKyMmeHTOoB ApxusHoro ¢poHaa Poccuiickoit Pepepaunn (yTeepaeH npmukasom Pocapxmea ot 11 mapTa
1997 r. N 11, 3apeructpupoBaH MuHioctom Poccum 8 nronsa 1997 r., pernctpaumoHHbliii Homep 1344).

3.13. ApxvB OpraHM3auUmmM MOMKET BECTU TaKKe yYeT B aBTOMaTU3MPOBAHHOM PEXUME - B BUAE
y4yeTHbIx 6a3 gaHHbIx (BA).

YyeTHble B[] NpyMeHA0TCA BO B3aMMOCBA3U C APYrMMKU MHPOPMaLMOHHbIMK B, umetlowmmmnca B
apxvBe oOpraHuM3auuu, W AO/KHbl  OblTb COBMECTMMbl C COOTBETCTBYHOWMMWU y4YeTHbIMK B[,
rocy4apCTBEHHbIX (MyHULMNANbHbIX) apXMBOB M OPraHOB yNpaBAeHUs apPXUBHbIM AE/0M.

3.14. YuyeTHble [OOKYMEHTbl apXxvMBa OPraHu3auuM, Kpome Onucerh pAen, [AOKYMEHTOB,
npegHasHa4valoTca 4aa cAy*KebHoro NonbL30BaHMA M NOAb30BaTENAM HE BblAAOTCS.

3.15. YyeT noctynsieHns v BbiObITUA A€/, AOKYMEHTOB B apXMBe OPraHn3aumm ocyLecTBAsSeTca Ha
OCHOBaHUW:

onucuK gen, AOKYMEHTOB CTPYKTYPHOro noapasseneHuns n rogoBoro pasgesa CBogHOM onvcuy gen,
OOKYMEHTOB OpraHM3aumm;

HOMEHKNATYpbl Aen OpraHusauuMu, 3ameHstowWwen roaoBOM pasfen CBOAHOM onucu  aen,
[OOKYMEHTOB opraHM3auuu;

aKTa 0 TEXHUYECKUX OLIMBKax B yY4ETHbIX OKYMeHTax (npunoxkeHue N 4);

aKkTa 06 O06HaApYKEHUWN JOKYMEHTOB (HE OTHOCAWMXCS K AaHHOMY GOHAY, apXMBY, HEYUTEHHbIX)
(npunorkeHue N 5);

akKTa 06 yTpaTe AoKyMmeHTOoB (npunoxkeHne N 6);

aKTa npuema-nepenayn apxmBHbIX JOKYMEHTOB Ha XpaHeHue (npunoxkeHne N 20);

aKTa O BbIJENEHUM K YHUUTOXKEHUIO APXMBHbLIX AOKYMEHTOB, HE MNOAJEXKAWMX XPaHEHWUHo
(npunorkenue N 21);

aKTa 0 HEMCNPaBMMbIX NOBPEXKAEHUAX aPXMBHbIX OKYMEHTOB (NpunoxeHune N 22).

Ha oCHOBaHWM YyKa3aHHbIX [AOKYMEHTOB BHOCATCA HeobXOoAMMble MW3IMEHEHUA B OCHOBHbIe
(obs3aTenbHbIE) y4eTHbIE AOKYMEHTbI apXMnBa:

B KHUIYy yyeTa NocTynseHusa U BblbbITUA aen, AokymeHtos (npunoxkeHne N 11) n B nmct ¢doHAa
(npunorkeHue N 13) - Npu KaxkgoM U3MEHEHMM B COCTaBe M 06beme JOKYMEHTOB apX1Ba opraHM3auum;

B cNUCcoK ¢oHAoB (npunoxkeHme N 12) - npu NoCTynaeHnn HOBOro apxmMBHOro ¢oHAa AN BblObITUK
BCEX Ae/, AOKYMEHTOB, HAXOAUBLUErOCA Ha XPaHEeHMM apxmBHoro ¢poHaa <1>;

<1> B rpade "OTmeTKa 0 BbIObITUM POHAAR" cnncKa POHAOB YKa3biBAeTCs, Kyaa BblObl apXUBHbIM
$OoHA, a TaKKe JaTa M Homep SOKYMEHTa, Ha OCHOBaHWM KOTOPOTO OH Bbibbl.

B peecTp onuceit (NnpunokeHune N 19) - npm NOCTYNAEHUN HOBOWN ONUCK MM BbIBLITUW BCEX €AMHUL,
XpaHeHWsA, HaxoAMBLUEWCA Ha XpaHeHUMM onucu. Homep BbIGbIBWIENW ONWCUM APYrMM ONUCAM Aen,
AOKYMEHTOB He NPUCBaMBaeTCA M OCTaeTca cBO6OAHbIM;

B ONWUCKM AeN, OOKYMEHTOB - NPW KaXKAOM MOCTYNAeHUU W/Mav BblbbITUM Aen, OOKYMEHTOB,
YUTEHHbIX B AAHHOW ONuCHU.
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CooTBeTCTBYIOLLME NU3MEHEHMA BHOCATCA BO BCNOMOraTe/ibHble yYeTHbIe JOKYMEHTbI.

Bce aKTbl, AOKYMEHTUPYIOLLME Pe3yNbTaTbl apXMBHbIX PaboT, BKAtOUatoTca B Aeno ¢poHAa, KoTopoe
3aBOAMTCA Ha KaxkAabli GOHA, HAaXOAALWMIACA HA XPaHEHUWN B apXMBE OpraHU3aLuu.

Oeno ¢oHAa, Hapaay ¢ AOKYMEHTamM, oTpaxawwmumm uctoputo ¢oHaa n doHaoobpasosartens,
BK/IIOUYAET YUYETHbIE IOKYMEHTbI, XapaKTepusyollne nsmeHeHus ¢poHaa.

IV. KOMMNEKTOBAHUE APXVBA OPTAHU3ALUWNN OOKYMEHTAMW APXUBHOIO
®OHIA POCCUNCKOM GEAEPALINM N APYTUMMW APXMBHBIMW IOKYMEHTAMM

4.1. JoKkymeHTbl ApxmnsHoro ¢oHaa Poccuiickon desepaupnm U AOKYMEHTbI BpeMeHHbIX (cBbllie 10
JIeT) CPOKOB XPaHeHMUA, B TOM YMC/Ie NO IMYHOMY COCTaBY, NepeaatoTca B apXMB OpraHM3aLUmnmn He paHee,
yem yepes OAMH roA MU He No3aHee, YeM Yepes TP roga Nocsie 3aBepLUeHns 4en B A4eN0Npon3BOACTBE.

JOKYMEHTbI MO IMYHOMY COCTaBY FOCYAAPCTBEHHbIX MPaXKAaHCKMX CAYMHAWMX U MYHULMNANbHbIX
CNyXKaWmX, YBOJIEHHbIX C FOCYAAPCTBEHHOWM [PaXKAAHCKOMW CAYKObl MAM MYHULMNANbHOW CAYKObl,
nepeaaroTca B apxXmMB opraHM3aumm no nctedyeHmm 10 net co AHS yBOIbHEHMUS.

4.2. lena BpemeHHbIX (40 10 neT BKAOYMUTENBHO) CPOKOB XpaHEHUA B apXuB He nepegatotca. OHK
XPaHATCA B CTPYKTYPHbIX NOAPa3AEeNEeHUAX OPraHM3aLmMm 1 Nno UCTeYEeHUM CPOKOB XpPaHEHMA nognekat
YHUUTOXKEHUIO B YCTAHOB/IEHHOM NOPAAKE.

B UCKNOUMTENBbHBIX CIy4asX MO peLleHUto PyKoBoAMTENS OpraHM3auum aena speMeHHbIx (4o 10 net
BK/IIOYMTE/IbHO) CPOKOB XpaHEHUs NepeaatoTcs B apXMB OpraHM3aumnm no onucam Aen, 4OKYMEHTOB UK
Nno HOMEHKNaType gen.

4.3, loKyMeHTbl NOCTYNatoT B apXMB OpraHM3aLmm Nocsie NpoBeaeHMsa SKCNepTU3bl LEHHOCTMU.

4.4. PeweHNs o BKAWOYEHUM B cocTaB ApxmBHoro ¢oHaa Poccuiickoit depepaumm KOHKPETHbIX
OOKYMEHTOB MPUHMMAIOTCA 3KCMEPTHO-NPOBEPOYHbIMU KomUccUaMmn degepanbHblX rocynapCTBEHHbIX
aPXMBOB U YMOJIHOMOYEHHbIX OPraHOB UCMOIHUTE/IbHOM BRacTu cybbeKkToB Poccuitickon Pepepaumn B
obnactu apxuBHoro gena (aanee - MK apxMBHOTO yUpeRaeHNs) B Npesenax KomneTeHUUn.

4.5. Llenbto aKcnepTu3bl LLEHHOCTU OKYMEHTOB B OpraHmM3aumn ABNAeTCA:

0TO60P AOKYMEHTOB /15 BKAOYEHUSA B coCTaB ApxmsHoro ¢oHaa Poccuinckoin ®epepaumm;

BbISIB/IEHNE JOKYMEHTOB, HEe NoA/ieXKalumx AdafbHeNWeMy XpaHeHuIo.

JKcnepTuse LLEeHHOCTU Nog/iexaT BCce AOKYMEHTbl OpraHn3auum He3aBMCMMO OT BUMAOB HOCUTeNEN
1 cnocoboB 3anucu.

[o npoBeaeHNs 3KCNepPTU3bl LLEHHOCTM B COOTBETCTBUM C NyHKTaMK 4.6 - 4.13 HacToawmx Mpasun
YHUUTOXKEHNE JOKYMEHTOB 3anpeLlaeTcs.

4.6. DKCNepTM3a LEeHHOCTN AOKYMEHTOB NPOBOAMTCS Ha OCHOBE:

OEeNCTBYIOLLLErO 3aKOHOAATeNbCTBA U MHbIX HOPMaTMBHbIX NPaBOBbIX akTOB Poccuitickoit eaepauymm
B 061aCTN apXUBHOTO Aesa, UHPOPMaLMKN U AOKYMEHTALMOHHOIO obecneyeHns ynpasaeHus;

TUMNOBbIX, BEAOMCTBEHHbIX U WHbIX NEpeyHein AOKYMEHTOB C YKasaHMEM CPOKOB WX XpaHeHus,
TMUNOBbIX U NPUMEPHbIX HOMEHKNATYP Aen.

4.7. B opraHM3auumn Ana NpoBeAeHUsA 3KCNepTUsbl LEHHOCTU JOKYMEHTOB CO3[aeTCA 3KCnepTHasn
Komuceus (aanee - IK) <1>. B opraHusaumax, UMEIOLMX COMKHYIO CTPYKTYPY U/Man NoaBea0MCTBEHHbIe
opraHM3aLmmn, Co34atoTCA LeHTpaNbHble SKCNepTHble Komuccuu (aanee - LIIK).

<1> [nsa nposeageHMA 3KCNEPTU3bl LLEHHOCTU Hay‘-IHO-TEXHM‘-IeCKOﬁ n ,D,perﬁ CFIELI,MBI'IbHOVI
AOKYMEHTALLMN B OPraHn3aunmn MoXxeT 6bITb co3pgaHa 3K, Bkatovatowan COOTBETCTBYHOLWMX CNelunanncTos.

4.8. U3K (3K) saBnsetcsa cosewaTeNbHbIM OpPraHoOM NpuW pPyKoBoAMUTeNe OpraHuM3auuun, co3aaercs
NPWUKa3oM OpraHusaLmm, 4encTByeT Ha OCHOBAHUM NOJIOMKEHMUA.

3agaun n oyHKumMm LK (9K) opraHMsauuu - KMCTOYHMKA KOMMIEKTOBaHMA OnpeaensatoTca
NONOXKEHNEM, YTBEPKOAEMbBIM PYKOBOAUTENEM OPraHM3aLUu.

4.9. OcHoBHoOM 3agaueli LK (3K) aABnseTca opraHusaums M NpoBedeHMe 3KCNepTUsbl LLEHHOCTU
[OKYMEHTOB.

OcHoBHbIMKU PyHKUMamM LIIK (IK) asnstoTcs:

OopraHM3auma exerogHoro otbopa Aen ANA XpaHEHUA U YHUUTOXKEHUS;

pPacCMOTPEHWE W COrN1acCOBaAHME MNPOEKTOB HOMEHKAaTypbl Aen OopraHusauumu, onucen paen,



OOKYMEHTOB MOCTOAHHOIO M BpeMeHHbIX (cBbiwe 10 feT) CPOKOB XpaHeHWs, B TOM YuCae MO JNYHOMY
COCTaBY, aKTOB O BblAE/IEHUM K YHUUTOXKEHMIO AeN, HE MNOANENKALLMX XPAHEHUIO, U APYTUX AKTOB;

noAroToBKa NpeasioxeHnn o6 onpeneneHnmn CPOKOB XPaHEHUS JOKYMEHTOB, He NpeayCMOTPEHHbIX
nepeyHsammu <1>, 1 06 N3MeHeHMM CPOKOB XPaHEHUA OTAE/bHbIX KATErOPUIt LOKYMEHTOB, YCTaHOB/IEHHbIX
nepeyHsamu;

<1> 3K opraHusauuin, nepegamlolmMx OOKYMEHTbl Ha XPaHEHME B TOCYAAPCTBEHHbIE apPXMUBbI,
NpeAcTaBAAOT COOTBETCTBYOWME npeanoxXenuma IMK apxnBHOro yuypexkaeHus.

y4yacTue B NOAFOTOBKE M PACCMOTPEHUN MPOEKTOB HOPMATUBHbBIX M METOANYECKUX AOKYMEHTOB MO
Bonpocam paboTbl C 4OKYMEHTaMM B OpraHusaumu;

MeToAnYeckoe pykoBoacTBo pabotamum B o6nactn obecneyeHns COXpaHHOCTU AOKYMEHTaNbHOIO U
apxuBHOro ¢oHAOB OpraHM3aLmmn.

4.10. 9KcnepTnsa LEHHOCTU AOKYMEHTOB B OpraHM3auum NnpoBoauTCA:

B A€/10NPOM3BOACTBE - NPU COCTaBAEHUM HOMEHKNATYPbI Ae/1 OpraHM3aLmMmn U Npu NoAroToBKe Aen
K Nepegave B apxms;

B apXMBe OpraHu3auum - B NpoLecce NoAroToBKM AeN K nepeaaye Ha NOCTOSSHHOE XpaHeHue.

4.11. 9KcnepTnsa LEHHOCTU AOKYMEHTOB NPOBOAMUTCA eXerogHo.

Mo pe3synbTaTtam 3KCNEPTU3bl LEHHOCTM B CTPYKTYPHbIX NOApa3feneHusx opraHusauum
COCTaBAAIOTCA ONUCK AN CTPYKTYPHbIX NoApasfeneHunit: NocToOSHHOro, BpeMeHHbIX (cBbiwe 10 neT)
CPOKOB XpaHeHWs, Mo AnMYHOMy cocTaBy (npunoxenue N 23, 24), Ha OCHOBE KOTOPbIX B apxuse
OpraHu3aLmMmn coCTaBAAIDTCA FOA40BblE Pa3ae/ibl COOTBETCTBYIOLUMX CBOAHbIX ONUCEN AeN, AOKYMEHTOB.

Ha pena c UWCTEKWWMMM CPOKaMM XpaHEHUA B CTPYKTYPHbIX NOAPA3LeNeHuAX OpraHusauum
COCTaBAANTCA MNPEAJIOKEHUA K AKTY O BbIAENEHUM K YHUUTOXKEHUID [OKYMEHTOB, HE MNOAJIEXALLNX
XpaHeHuto (no dopme aKTa, npunoxeHue N 21).

Ha ocHoBe npeasiorKeHnit CTPYKTYPHbIX NoApasaeneHnii cnyxba genonpounssoacTsa opraHM3aumnm
COCTaB/IAET aKT O BblAE/NIEHUN K YHUUTOMKEHUIO AOKYMEHTOB, He NoA/eKalux XpaHeHu o (npunoxkeHve N
21).

Jena BKAOYAOTCA B aKT O BbIAENEHUN K YHUUTOMKEHUIO LOKYMEHTOB, HE NOANENKALLUX XPAHEHUIO,
€Cc/IN NpeayCMOTPEHHbIN ANA HUX CPOK XPaHEHMA UCTEK K 1 sHBApA ro4a, B KOTOPOM COCTaB/IEH aKT.

Oena c otmeTkom "IMK" <1> noanexaT NOJMCTHOMY NPOCMOTPY B LLENIAX BbIABIEHUA AOKYMEHTOB,
noanerkalmx NOCTOAHHOMY XpaHeHM0. BbifABNEeHHbIe B TaKUX AeNaxX AOKYMEHTbI NMOCTOAHHOIO XpaHeHUA
BbIAENAIOTCA M NPUCOEAMNHAIOTCA K OA4HOPOAHBbIM AeflaM Unnu GOPMUPYIOTCA B CaMOCTOATENbHbIE Aena.

<1> OtmeTtKa "IMK" 03HayaeT, YTo YacTb AOKYMEHTOB MOXET 6biTb OTHECEHa K CPOKY XpaHeHusA
"nocroAaHHO".

OcTanbHble 4OKYMeEHTbI ¢ oTMeTKoM "IMK" BKAtOYAlOTCA B aKT Ha YHUUTOXKeHMe. [py 3ToM OTMeTKa
"IMK" B aKTe He yKa3biBaeTcs.

OnucuK Ha gena, LOKYMEHTbI MOCTOAHHOIO XPaHEHUA W NO IMYHOMY COCTaBY M aKTbl HA YHUUTOXEHUE
OOKYMEHTOB paccmaTpmBaloTca Ha 3acegaHum LUIK (3K) oaHoBpemeHHo. Mo utoram paccmoTpenms LIDK
(3K) cornacoBbiBaloTCA ONUCK Aen, LOKYMEHTOB NOCTOAHHOIO XpaHeHMs M NO IMYHOMY COCTaBY U aKTbl O
BblAENIEHUM K YHNUTOXKEHMIO LOKYMEHTOB.

CornacoBaHHble LK (9K) opraHusaumMmM onucu Jen [AOKYMEHTOB (rofoBble pasaenbl)
npeacTaBaAoTcA Ha paccmoTpeHme IMK:

NOCTOAHHOIO CPOKa XPAHEHMUA - HA YTBEPXKAEHMUE;

Nno IMYHOMY COCTaBY - Ha COrN1aCOBAHMUE;

OMK yTBEpKAAeT onncK aen NoCTOAHHOIO XPaHEHWA M COrNacoBbIBAET ONUCK Aesl NO JANYHOMY
cocTaBy.

Onucu pen, AOKYMeHTOB (rogoBble pasdenbl) HanpaBAAlTCcA Ha paccmoTpeHue MK B Tpex
3K3emnaspax Ha bymaxKHOM HocuTesle M O4HOM 3K3eMMApPe Ha 3/1IeKTPOHHOM HocuTese Yepes 3 roaa
nocne 3aBepLUeHMA AeN B Ae/I0NPOM3BOACTBE.

Mocne yTBep:aeHMs 1 cornacoBaHus MK onucelt aen, AOKYMEHTOB ONUCK U aKT O BblAENEHUN K
YHUUTOXKEHUIO AOKYMEHTOB, HE NoANeXallMX XPaHEeHUO, YTBEPKAAOTCA PYKOBOAUTENIEM OpraHM3aLmu,



nocne 4Yero Aena, BblAeNEHHbIE MO aKTY K YHUYTOXKEHMIO, MOTYT BbITb YHUYTOXKEHDI.

4.12. OpraHusaummn, B OEATENbHOCTU KOTOPbIX He CO34aloTcA AOKYMEHTbl ApxmBHoro ¢poHaa
Poccuitckoii Peaepaumm, co3aatoT onucK Aen no AMYHOMY COCTaBy M ONUCKU AeNn BpeMeHHbIX (cBbiwe 10
JIeT) CPOKOB XpaHEeHUA 1 06ecneYnBatoT UX COXPaHHOCTb.

OpraHu3aumm TaKKe COCTABMAKT aKTbl O BbIAENIEHUU K YHUYTOXKEHWUIO [AOKYMEHTOB, He
NoANeXalnX XPAHEHUIO, N YHUUTOMXKAIOT YKa3aHHble AOKYMEHTbl MO UCTEYEHUU CPOKOB MX XPaHeHUs
TONbKO NOC/ME COCTABAEHWUA rOAOBbLIX PA3Ae/oB ONMCel Aen No AMYHOMY COCTaBy 3a COOTBETCTBYHOL MM
nepmoa n ux yTBepXaeHma pykoBogmMTeNIeM OpraHu3aLnm.

4.13. lena Ha bBymarKHOM HOCUTe e, BbliAENEHHbIE K YHUUTOMXKEHWUIO, NepeaatoTcsa Ha YHUUYTOXKEHMEe
(yTMnnsaumio) no akTy o BbIAENEHUM K YHUUTOXKEHMIO AOKYMEHTOB (mpunoxkeHue N 21), a TakKe Ha
OCHOBAHMW WHbIX [OOKYMEHTOB, MNOATBEPKAAOWMX GAKT CAAYM OOKYMEHTOB HA YHUUTOXKEHME
(ytmnumsaumio).

DNEeKTPOHHbIE AeNla C UCTEKLWNMM CPOKAMM XPaHEHUA NOANEXKAT BbIAENEHUIO K YHUUTOXKEHMUIO Ha
0bWNX OCHOBaHMAX, MOC/AEe Yero MPOBOAUTCA MX OUBNYECKOE YHUUTOMKEHUE WAU YHUUTOMKEHUE
NPOrpaMMHO-TEXHUYECKMMIN CPeacTBaMM C COOTBETCTBYIOLWLEN OTMETKOM B aKTe O BblAeNeHUM K
YHUUTOXKEHWNIO AOKYMEHTOB (npunoxkeHme N 21).

4.14. Ons obecneyeHns nopagKka GopMmnpoBaHMA U yyeTa Aen B AeI0NPOU3BOACTBE OpraHM3aLmm
COCTaBAAETCA HOMEHKANATypa Aen.

4.15. HomeHKnaTypa gen 3akpennseT Knaccudpurkaumio (rpynnmpoBKy) MCMONHEHHbIX AOKYMEHTOB
B AeNa (3/N1eKTpPoHHble Aena) U ABAAETCA OCHOBHbIM YYETHbIM AOKYMEHTOM, OTPa*KaloLMM COCTaB U
OpraHn3aLmio JOKYMEHTaNbHOro ¢poHAa OpraHM3aumm.

4.16. HomeHKnatypa pgen SBAAETCA OCHOBOM A/ COCTaBJ/IEHWA ONWUCEN Aes, AO0KYMEHTOB
NOCTOAHHOTO U BpeMeHHbIX (cBbile 10 NeT) CpOKOB XpaHeHUA, a TaKKe A1A yyeTa Aen BpemeHHbIX (4o 10
JIeT BK/IIOYNTE/IbHO) CPOKOB XPaHEHMUs.

4.17. HomeHKnaTypa gen opraHmsaumm pa3pabaTbiBaeTcsa Ha OCHOBAHWKN TUMOBbBIX, BEAOMCTBEHHbIX
N MHbIX NepeyHen AOKYMEHTOB C YyKa3aHMEM CPOKOB XPaHEHWUA, UHbIX HOPMATMBHbIX NPABOBbIX AKTOB, a
TaKXKe TUMOBbIX M MPUMEPHbIX HOMEHKNATYP Aen.

TunoBaa M nNpuUMepHas HOMEHKNATypbl Aen pa3pabaTbiBalOTCA OpraHamMm WM OpPraHUsaLMaAMM,
UMEIOLLMMM B NOAYNHEHUM CETb OLHOTUMHBIX OPraHM3aLnii.

TunoBasa HOMEHKNATYpa YCTaHAaBAMBAET COCTaB Ae/, 3aBOAMMbIX B OLHOTUMHbIX OPraHnU3aumax, u
ABNAETCA HOPMATMBHbIM JOKYMEHTOM.

MprumepHaa HoOMeHKNaTypa yCTaHaBAMBAET NPUMEPHbIA COCTaB Ae, 3aBOAMMbIX B OpraHM3aLusXx,
Ha KOTOpble OHA PAaCcNPOCTPAHAELTCA, U ABNAETCA PEKOMEHAATENbHbBIM AOKYMEHTOM.

4.18. HomeHKnaTypa Aen opraHM3auumM COCTaBAAETCA NO ycTaHOBAEHHOW dopme (npunoxkeHue N
25) Ha OCHOBaHMM HOMEHKANATYp AeN CTPYKTYPHbIX noapasaeneHunin (npunoxenue N 26).

OpraHusaumm - UICTOYHUKU KOMMIEKTOBAHMA FOCYAapPCTBEHHbIX (MyHMUMNAAbHbIX) apXMBOB OAMH
pa3 B 5 nieT <1> cornacoBbiBaloT HOMeHKnaTypy aen ¢ LUK (3K) opraHmMsauum n npeactaBasioT ee Ha
cornacosaHue cooTseTcTBytowmnx MK nan rocyaapcTBeHHOro (MyHMUMNANbHOIO) apxmBa, COrnacHoO
npeaocTaBAeHHbIM €My MOJHOMOYUAM.

<1> B cnyyae uameHeHUA GYHKUMM M CTPYKTYpbl OPraHM3auMyM HOMEHKAATypa Aen NogiexuT
NepecocTaB/EHUIO, COTTAaCOBAHMIO U YTBEPKAEHMIO.

OpraHusaumm, B AeATeNIbHOCTM KOTOPbIX HE CO3A4atoTcA AOKYMeHTbl ApxnsHoro ¢oHaa Poccuinckoit
depepaunu, yTBEPKAAT HOMEHKAATYPY A€ CAMOCTOATE/IbHO.

4.19. 3aKOHYeHHble 4e/10NPOU3BOACTBOM Ae/1a NOCTOAHHOIO U BpeMeHHbIX (cBbiwe 10 neT) cpokos
XPaHEeHUs, B TOM YMcaie No IMYHOMY COCTaBY, MOC/1e OKOHYaHMA KafleHA4apHOro ro4a, B KOTOPOM OHM bblin
3aBefeHbl, No4roTaB/IMBAOTCA K Nepesaye B apxmMB opraHM3aLmm n nognexat opopmIeHMIo U onucaHuto.

B 3aBMCMMOCTM OT CPOKOB XPaHEHWUA MPOBOAWUTCA MOJHOE WMAW YacTUyHoe odopmieHue gen.
MonHomy opopmMaeHUIo NoaNexKaT gena NOCTOAHHOTO U BpemMeHHbIX (cBbile 10 NeT) CPOKOB XpaHEeHUs U
no IMYHOMY COCTaBY.

OdopmneHne aen Ha bymaxkHOM HocUTene NpeaycmMmaTpmBaeT:

NoALWNBKY UK Nepennet AOKYMEHTOB Aena (HebopmaTHble AOKYMEHTbl XPaHATCA B 3aKPbITbIX
TBEpP/bIX Nankax uam B KOPobKax);



HyMepaLuio INCTOB Aena;

COCTaB/ieHMe NUCTa-3aBeputens gena (npunoxkeHue N 8);

COCTaB/IeHMEe BHYTPEHHEN ONUCU AIOKYMEHTOB Aena (npunoxerHne N 27);

odopmieHne 0610KKM gena (npunoxkeHune N 28).

MoAroToBKa 3NEKTPOHHbLIX Aen ANnA nepejayn B apXMB  OpraHMsauum npeaycmatpusaet
COCTaB/IEHWE ONUCK INEKTPOHHDIX AN, JOKYMeHTOoB (npunoxkeHns N N 17, 18).

4.20. B peno nomew,aroTcA AOKYMEHTbl, KOTOpble MO CBOEMY COAEPXHAHUID COOTBETCTBYIOT
3aro/IOBKYy Aena, Npy 3TOM 3anpeLlaeTca rpynnMpoBaTb B Aena YepHOBble U Ayb6aeTHble 3K3eMnaApbl
OOKYMEHTOB, a TaKXKe LOKYMEHTbI, NoANexKalume Bo3BpaTy.

Mpu popmunposaHmm gena HeobxoaMmo cobaaaTb cnegytowme TpebosaHmA:

OOKYMEHTbI MOCTOAHHOIO Y BPEeMEHHOT0 XpaHeEHMA HEOBX0AMMO rpynnnMpPoBaTh B OTAE/NbHbIE AENa;

BK/110YaTb B €10 NO OAHOMY 3K3EeMNAAPY KaxKa0ro AOKYMEHTA;

rpynnuMpoBaTb B [Ae/0 [AOKYMEHTbl OAHOro KaJeHAAapHOro roAa; MCKAOYEeHWEe COCTaBAAHOT:
nepexoasline gena; cygebHole aena; NMUHble Aena, KotTopble GOPMUPYIOTCA B TEYEHUE BCEro Neproaa
paboTbl NMLUa B OpraHM3auUmm; AOKYMEHTbI BbIBOPHbIX OPraHOB M UX MNOCTOAHHbIX KOMUCCUIA, AENYTaTCKUX
rpynn, KoTopbie rPyNnNMpPyoTCA 3a NePMO/, CO3bIBa; AOKYMEHTbI 06pa3oBaTe/bHbIX OpraHM3aLnii, KoTopsble
dopmumpytoTcA 3a y4ebHbIl rofl; AOKYMEHTbI TeATPOB, XapaKTepusyowme CLEHUYECKYO AeATeIbHOCTb, B
npegenax TeaTpasnbHOro ce3oHa; gena GpUabMOB, pyKonucemn, Mctopumn 6onesHen.

MpwrKasbl N0 IMYHOMY COCTaBY A0/IKHbI FPYNNMPOBATLCA B Ae/1a B COOTBETCTBMUMU C YCTAHOB/IEHHbIMU
ANt HAX CPOKaMM XpaHeHus;

OOKYMEHTbI B /IMYHBIX Ae/1aX PAcronaratoTcsa B XpOHO/I0rMYECKOM NopsaKe MO Mepe NoCTynAeHus;

nuesble cyeTa Mo 3apaboTHOM nnate pPabOTHMKOB TPYNNUPYIOTCA B OTAE/IbHble Aena U
pacrnonaratoTcs B HUX no andaBuTy pamnanii, MMeH 1 oT4ecTB.

[eno Ha bymaxKHOM HocCUTesie He A0/IXKHO codeprKaTb bonee 250 ancros, npu TonwuHe He bonee
4 cm.

4.21. [JoOKymeHTbl, cocTaBialowmMe Aeso Ha OymarKHOM HocuTesne, MNoALKMBAOTCA Ha YeTbipe
NpokKoJ/ia (Ha Tpu NpoKona - 4Na ManoPpopmMaTHbIX Aen) B TBEPAYHO 060Ky UK NepensieTatoTcs ¢ y4eTom
BO3MOXHOCTM CBOBOAHOIO YTEHWMA BCEX AOKYMEHTOB, 4AaT, BU3 U PE30/OUMI Ha HUX, MeTananyeckue
CKpenneHuns u3 JOKYMEHTOB yaanatoTcsa.

B Hayane gena Ha BymaxkHOM HocuTesie NPU HeEOBXOAMMOCTM MOALIMBAOTCA JINCTbl BHYTPEHHEN
onucKM AOKYMeHTOB gena (npunoskeHne N 27), B KOHUE Ka)[aoro fena - /NUCT-3aBeputens aena
(npunorkeHue N 8).

4.22. B uenax obecrneyeHma COXPaHHOCTU U 3aKPENIeHUs NopsaaKa PacrnoNoXKeHUs AOKYMEHTOB,
BK/IIOYEHHbIX B AeN0 Ha 6ymarKHOM HocuUTesle, BCE €ro JINCTbl (Kpome nucTa-3aBeputens nena u
BHYTPEHHEeN onucu) HYMepyloTca B BaJIOBOM nopsake apabckumm umdpamm, KoTopble NPOCTaBAsIOTCS B
NpaBoM BEpPXHEM YIay AUCTa AOKYMEHTa NPOCTbIM rpadMTHbIM KapaHOawomM WAN HYMepaTOpOM.
YnotpebneHne 4YepHUN M UBETHbIX KapaHaawen AnA Hymepauum AUCTOB 3anpeliaetca. JIUcTbl
BHYTPEHHEeN onncu AOKYMEHTOB fe/la HYMEpPYIOTCSA OTAE/bHO.

JINCTbl fien, cocToALMX M3 HECKONIbKUX TOMOB WM YacTel, HYMEepYyoTCa MO KaXaomy TOMy WUau
YyacTu OTAEeNbHO.

doTorpadumn, yepTerku, guarpammbl U ApPyrue WUANOCTPATUBHbIE AOKYMEHTbI, NpeacTaBastowme
CaMOCTOATENbHbIN JINCT B Aesie, HYyMmepyrTca Ha 060POTHOM CTOPOHE B N1EBOM BEPXHEM YIy.

CNnoXKeHHbIN NINCT Pa3BoOPaYMBaAETCS U HYMepyeTCsA B MPaBOM BepxHeMm yray. Mpu aTtom aucT aroboro
dopmata, noAWwnTbIA 338 OAMH Kpal, HYMepyeTca Kak OAWMH JINCT; INCT, CNOXEHHbIA M NOALWNTbLIN 3a
cepeaunny, NogNexXnuT nepeLlnBre U HyMepyeTca Kak O4MH INCT.

JINCT C Harnyxo HakfeeHHbIMW OOKYMEHTaMKn (Bbipe3kamu, BbIMUCKaMK, doTorpaduamm)
HyMepyeTcs KaK O4MH NUCT. ECn K OKYMEHTY NoAKNeEeHbl O4HUM Kpaem Apyrue AOKYMEHTbI (BbIpe3KH,
BCTaBKM TEKCTa, NEPeBOAbl), TO KaXkAbl 4OKYMEHT HYMepyeTca OTAENbHO.

MoawmnTble B /10 KOHBEPTbI C BAOXKEHUAMM HYMEPYIOTCS; MPY 3TOM BHaYasle HYMepyeTcs KOHBepT,
a 3aTem o4yepeaHbIM HOMEPOM KaxK0€e BNOXKEHNE B KOHBepTeE.

MoAalwmnTble B A€N0 AOKYMEHTbI C COBCTBEHHOM HyYMepaLMel NMCTOB (BKAOYas nedaTHble n3aaHma)
MOTyT HyMepoBaTbCA B 06WEM MopAAKe WM COXPaHATb COBCTBEHHYID Hymepauuio, eciM OHa
COOTBETCTBYET NOPSAAKOBOMY PACcMO/IOXKEHUIO UCTOB B AeNe.

B cnyuyasx obHapysKeHuA 6OMbLIOTO ymMc/ia OWWMBOK B Hymepauuu NUCTOB Aena npoBoauTcA



nepeHymepauma. puM HanuumMmM OTAENbHbIX OWMBOK B HymMepauuu JIMCTOB Jena A[onycKaeTcs
ynoTtpebneHune nUTepHbIX HOMEPOB JINCTOB.

4.23. NlncT-3aBeputens gena (npunoskeHune N 8) coctaBiAeTcA Ha OTAE/IbHOM INCTE, B KAPTOTEKAX -
Ha oTAenbHOM /incTe dopmaTa KapToUuKu. JIncT-3aBepuUTenb gena No4nNucbiBaeTca ero coctaButenem. Bee
nocnegylowme WU3MeHeHMA B COCTaBe W COCTOSHMM gena (NoBpe)KAeHUs, 3ameHa MNoA4/MHHbIX
OOKYMEHTOB) OTMEYAIOTCA B INCTE-3aBEPUTENIE CO CCbIIKOWM HAa COOTBETCTBYIOLLMIA AKT.

3anpewaeTca BbIHOCUTb IMCT-3aBEPUTESIb Ha 0BJ1I0XKKY Aena UAr YMCTbI 060pPOT NCTA NOC/IeaAHEero
OOKyMeHTa. Ecan geno noawmnTo wam nepensieteHo 6e3 61aHKa NMCTa-3aBepuUTens,, OH AOJIKeH ObITb
HaK/leeH 3a BEPXHIOK YacTb JIUCTA Ha BHYTPEHHIO CTOPOHY 06/10XKKM B KOHLE Aena.

4.24. Ha obn0XKe aen NoCTOAHHOFO XpaHeHUA npeaycMaTpmMBaeTca MeCTO ANA HauMeHOBAHMS
rocyapCcTBEHHOTO (MYHMUMNANbHOIO) apxvBa, B KOTOPbIM Aena opraHu3aumm OyayT NpUHATHI
(npunoxkeHne N 28). Mpn odopmaeHMM OBNOKKM Aena HaMMeHOBaHME OPraHM3auMKM YKa3blBaeTCs
MOMIHOCTbIO, B MMEHUTENbHOM nagexe. [loNHOe HauMMeHOBaHWE BbIWECTOAWEN OpraHU3aumm
yKa3blBaeTCA Hag HAMMEHOBAHWEM OPraHM3aLLMM - UICTOYHUKA KOMMNEKTOBAHUA (TaKXKe B UMEHUTENbHOM
nagexe). Ecnvm opraHMsauma nam BbllWeCToALWAA OPraHM3aumMa MMET COKpaLeHHble HAMMEHOBAHWA, TO
OHM YKa3blBaAOTCA B CKOOKAX Noc/sie NOAHOIO0 HAaMMEHOBAHUA.

Mpy U3MEHEHWW HaMMEHOBAHUA OpraHuMsaummn (CTPYKTYpHOro nogpasfesneHusa) B TeyeHue
nepuosa, OXBAaTblBaEMOro AOKYMEHTaMMU Aena, UAM Npu nepefadve fena B APYryl0 OpraHWsaumio
(cTpyKTypHOE noppasgeneHue), Ha ObGNOXKKe JAena [ONUCHIBAaeTCA HOBOE HAaMMEHOBAHWE 3TOM
OpraHv3aumMm WAW OpraHM3auMmn-NpaBornpeemMHuKa (CTPYKTYPHOro noapasgeneHuns), a npexHee
3aKN0YaeTCA B CKOOKM.

4.25. Ha o610KKe gena yKasbiBatoTca:

HaMMeHOBaHMe OpraHn3aLun U ee HenocpeacTBEHHas Nog4YMHEHHOCTb;

HaMMeHOBaHMe CTPYKTYPHOro noapasaeneHus;

WHAEKC Aena;

HomMep ToMa (4acTw);

3aro/IoBoK gena (Toma, yactu);

KpaiiHue gatbl gena (Toma, yactu);

KOJIMYECTBO INCTOB B Aene (Tome, YacTu);

CPOK XpaHeHus aena;

aApPXMBHbIM WNdp aena.

4.26. 3aroqI0BOK fAena Ha bymaxKHOM HOCUTeNe U 3aro/I0BOK 3/1IEKTPOHHOTO Aefla NepeHocATCs Ha
00/M10XKKY [fena (3NeKTPOHHOro Aena) M3 HOMEHKNATYpbl AN OpraHu3auuu. 3arosioBOK OOJ/IKEH
COOTBETCTBOBATb COAEPKAHUIO JOKYMEHTOB B Aene.

B Tex cnyyasx, Korga Aeno COCTOUT U3 HECKOJIbKMX TOMOB (4acTelt), Ha 0BI0XKKY KaXKAoro Toma
(yacTn) BbIHOCUTCA 06LWMIA 3ar0/I0BOK Aena, a NPU HeoBX0AMMOCTM - 3aro/IOBOK KarKAoro Toma (4actum).

B 3aronoBKax Aen, CoAeprKalux KOMNUM [AOKYMEHTOB, YKa3blBAaeTCA Ha KOJIMYECTBO KOMUIA.
MoA/IMHHOCTb AOKYMEHTOB A€/1a B 3ar0/I0BKE HE OrOBapmMBaeTCA.

4.27. [ena, BHeceHHble B TroAOBble pa3gesbl CBOAHbLIX OnNuUcen, wWUdpyoTcs nocne
yTBEPKAEHMA/COrnacoBaHNa rogoBoro pasgena csBogHoi onucyu IMK apXMBHOMO y4YpexaeHusa U
YyTBEPKAEHUA PYKOBOAUTENEM OPraHM3aLum (40 3TOro apXMBHbLIV WNQP NPOCTABAAETCA KapaHAALWom).

4.28. Ha obno)KKe fgena ykasbiBaeTcs gaTta gena - rog(bl) 3aBefeHUs U OKOHYaHWA gena B
[enonponsBoACTBe.

Ecnv B Aeno BKAKOYEHbI JOKYMEHTbI (Hanpumep, NPUAOXKeHWs), AaTa KOTOPbIX He COBMajaeT C
JaTol gena, To NoA AaToM C HOBOM CTPOYKM Aenaetca 06 3Tom 3anuce: "B gene MetoTcs AOKYMEHTbI 3a
... roa(bl)".

[aTta gena moKeT He yKasblBaTbCA TOMILKO Ha 0O/M0XKAx Aen, coaeprKaliux roaosble NaaHbl U
OTYETbl U ApYyrve AOKYMEHTbI, AaTbl KOTOPbIX OTPaXKatoTCA B 3aro/10BKax Aen.

[aTtoi pen, copepiallumx pacnopaanTeNbHYI0, TBOPYECKYIO M MHYIO AOKYMEHTauuto (AoKnaabl,
NMcbMa, CTEHOTPaMMbl), 415 KOTOPOM TOYHasA AAaTMPOBKA MMeET Ba)KHOE 3HauyeHWe, a TaKke 4na gen,
COCTOALLUMX M3 HECKONbKUX TOMOB (4acTeit), sBAAlTCA Aatbl (4MCN0, Mecsl, rog) perncrpayuu
(cocTtaBneHus, NOCTyNAEHNA) CaMOro pPaHHEro M Camoro Mo3gHero AOKYMEHTOB, BK/HOYEHHbIX B AE0
(kpaliHune paTbl Aen, AOKYMEHTOB).

[aToi nena, copepKallero NMpOTOKO/bl 3acedaHui, ABAAIOTCA AaTbl YTBEPXKAEHMA (ecin OoHuU



YTBEPXKAA0TCA) AW AaTbl NEPBOro U NOCAeAHEero NPoTOKO/1a, COCTaBAAOWMX AEeNO0.

[aToi NMYyHoro aena ABAAOTCA AaTbl MOANMCAHMA NPUKA30B O NPUEME U YBOJIbHEHUM NULA, HA
KOTOpOE OHO 3aBeAeHO.

Mpu 0603HaYeHUM AaTbl JOKYMEHTA CHa4yaa YKasbiBaeTCA YNC0, 3aTEM MecAL, U rog,. Yncno n rog,
o603HayvatoTca apabckumu umdppamm, HazBaHUe MecsALa - C/IOBOM.

Echn pata OOKyMeHTa WM OTAeNbHble ee 3/1eMeHTbl OonpeaenstoTca npubansuMTenbHo, Ha
OCHOBAHWM aHANM3a CoaepKaHuA LOKYMEHTa, TO JaTa WAW OTAe/IbHble ee 3/1eMeHTbl, He abconTHO
[O0CTOBEPHbIE, 3aK/I0YalOTCA B KBagpaTHbIE CKOOKM.

4.29. O6Aa3aTenbHbIMM PEKBU3UTAMM 0D0N0KKWN AeN1a ABNAKTCA YKa3aHWe KOJIMYeCTBa IMCTOB B Aene
<1> (npocTaBnseTcs Ha OCHOBaHWW JINCTa-3aBepwuTens nena) U CPoK XpaHeHus gena (Ha penax
NMOCTOSHHOMO XpaHeHus nuuweTca: "XpaHUTb NOCTOSHHO").

<1> na aen Ha bymarKHOM HocuTene.

4.30. AnA y4eTa AOKYMEHTOB ONpeAesieHHbIX KaTeropun gen Ha bymakHoOm Hocutene (Nn4Hble,
cypebHble nena, matepuanbl YroNOBHbIX AN, Aefla O NPUCYKAEHUU YUYEHbIX CTeNeHel U NPUCBOEHUN
YYeHbIX 3BaHWW, AeNa, CBA3aHHble C Bblgayel aBTOPCKUX CBUAETENLCTB M NATEHTHbIX M300peTeHui)
COCTaB/IAETCA BHYTPEHHAS ONUCb LOKYMEHTOB Aena.

Ecan geno Ha 6ymaxkHOM HocuTene nepenneTeHo MM noAawnto 6e3 6aaHKa BHYTPEHHEN onucK
OOKYMEHTOB, TO COCTaBNEHHas MO YCTAHOB/MEHHOM ¢opme BHYTPEHHAA OMUCb MOAKAEMBAETCA K
BHYTPEHHEN CTOPOHE IMLLEBOM 0610XKKM agena.

MN3meHeHMa cocTaBa AOKYMEHTOB Aena (M3bATUA, BKAOYEHUA OOKYMEHTOB, 3aMeHa JOKYMEHTOB
Konusamu) oTpaxatotca B rpade "MpumedyaHne" BHYTPEHHEN OMUCU CO CCbIIKAMU HA COOTBETCTBYOLME
aKTbl. Mpn HE0BX0AMMOCTM MOTYT BbITb COCTaB/IeHbI HOBAA UTOrOBas 3anucb K BHYTPEHHEN ONUCK U INCT-
3aBepuTenb gena.

4.31. [lena nepepatotca B APXMB OpraHMsaumMm MNO OMNMUCAM, COCTaBAEHHbIM B CTPYKTYPHbIX
noapasgeneHusx.

OnucK aen CTpyKTYpPHbIX NoapasaeneHunii CocTaBAATCA Mo YCTaHOBAEHHOM dopme (NpuioxKeHne
N 23, 24) B ABYX 3K3emMNaaApax 1 NPeAcTaBAAIOTCA B apXMB OpPraHM3aLmMy He No3aHee YeM Yepes OAuH rog,
noc/ie 3aBepLIeHUs Aen B 4e/0NpoM3BOACTBE.

OnuncKy cocTaBAsOTCA OTAE/IbHO Ha Ae/1a MOCTOAHHOIO XpaHeHMA; Aena BpeMeHHbIX (cBbiwe 10 neT)
CPOKOB XPaHeHUs, B TOM Ync/ie MO IMYHOMY COCTaBY, U AeNa, COCToAWME N3 AOKYMEHTOB, XapaKTepHbIX
TONbKO ANA AaHHOM opraHm3aummn (cyaebHble, cnefAcCTBEHHble Aena, HayyHble OTYETbl MO TemMam).
OTaenbHble ONUCU COCTABAAIOTCA Ha eAMHWLbBI XPAaHEHUA 3NEKTPOHHbLIX AOKYMEHTOB MNOCTOSHHOIO
XpaHeHUs; BpeMeHHbIX (cBbiwe 10 neT) CpOKOB XpaHEHUS, B TOM YMCe MO IMYHOMY COCTaBy.

4.32. MNpn cocTaBneHMM ONUCKU Aen CTPYKTYPHOro noapasfeneHua cobniopatotca cnepyrolime
TpeboBaHuA:

3aro/0BKM el BHOCATCS B ONUCb B COOTBETCTBUM C NPUHATOM CXEMOM CUCTEMATU3ALMMU HA OCHOBE
HOMEHKANaTypbl Aen;

KarK4oe Aeno BHOCUTCA B OMKUCb NOA, NOPAAKOBbIM HOMEPOM (eCAU AEN0 COCTOUT U3 HECKObKUX
TOMOB W/IM YaCTeM, TO KaXKAabl TOM MKW YaCTb BHOCATCA B ONUCb NOA NOPALKOBbIM HOMEPOM);

rpadbl ONUCKU 3anNONHAIOTCA B TOYHOM COOTBETCTBMM CO CBEAEHMAMM, KOTOPble BbIHECEHbI Ha
06/10KKy Aena;

rpada onucu "MpumedvaHue" wucnonb3yeTca A8 OTMETOK O npueme gen, 0cobeHHOCTAX
$M3MYeCKOro COCTOAHMA, O nepefave Aen APYrMM CTPYKTYPHbIM MOAPa3AeNeHUAM CO CCbIIKOM Ha
HeobxoAMMbI aKT, O HaZIMYNKU KOMUIA.

B KOHLe onucu Bcaea 3a nocnegHel ONMCcaTeNbHOM CTAaTbeN 3aMNOJIHAETCA UTOroBas 3anwchb, B
KOTOPOW YKasbiBatoTcs (Umdpamm 1 Nponucbio) KOAMYeCcTBo e, NePBbI U NocAegHUI Homepa 4en no
onucu Aesn, a TaKKe OroBapuBaloTCs OCOBEHHOCTM HymMepauuu gen B onucu (Hanvuve SUTEPHbIX U
NponyLweHHbIX HOMepPOB).

Mepen BHeCceEHMEM 3aro/I0OBKOB fefl B OMUCb NPOBEPAOTCA KayecTBO GOPMUPOBAHMA U
obopMeHUn aen, COOTBETCTBUE KOIMYECTBA e, BHOCUMbIX B ONUCb, KOIMYECTBY 3aBEAEHHbIX AeN No
HOMEHKANaType ANl OpraHu3aumm.

Mpy npocmoTpe Aen NpoBepsAloTCS: COOTBETCTBME 3aro/I0BKA Ae/la COA4EPMKAHMUIO LOKYMEHTOB B



aene; npaBUAbHOCTb OPOPMAEHMA U TPYNMNUPOBKU [AOKYMEHTOB, BK/OYEHHbIX B [A€10; Ka4yecTBo
NOALWMBKN WAN NepenneTa Aena; NpPaBuUIbHOCTb HyMepauuMu AUCTOB AeNa; Haavuve B Aene, B
HEOOXOAMMbBIX CAy4anaX, BHYTPEHHEW OMUCK Aena M NPaBUAbHOCTb €e COCTaBAEHMUA; MPaBUIbHOCTb
odopmneHns 0610KKM Aena; Hannume U NPaBUAbHOCTb INCTa-3aBepuTena Aena. B cnyyae obHapykeHUs
HapYLEeHWA YCTaHOBAEHHbIX NpaBua GOpPMUPOBAHNA U OPOPMAEHMA AEN OHU LONKHbI OblTb YCTPAHEHDI.

B cnyyae obOHapy)KeHMA OTCYTCTBMA AeN, YMCAAWMXCA MO HOMEHKNAType Aen OpraHusaumm,
CTPYKTYPHbIM noApasaeneHnem NpUHUMatoTCa mepbl MO po3bicKy. OBHapyKeHHble Aena BKAOYAOTCA B
onucb. Ecan npuHATbIE Mepbl He Janu pe3ynbTaToB, TO HA HeOBHapyKeHHble AeNa COCTABAAETCA aKT 06
yTpaTe [AOKYMEHTOB, KOTOPbIN MNOAMMCLIBAETCA PYKOBOAUTENEM CTPYKTYPHOro noApasaeneHus u
nepegaercs BMecTe C ONUCLIO e/ CTPYKTYPHOro noapasae/ieHns B apxmuB opraHmsaumm (npunoxernune N
6).

4.33. Mepepaya gen B apxvB OPraHM3auMM OCYLLECTBAAETCA NO rpaduKy, COracoBaHHOMY C
PYKOBOAUTENAMM CTPYKTYPHbIX NOApPa3aeeHUi, nepeaatownux JOKYMEHTbI B apXUB, U YTBEPKAEHHOMY
pyKoBOAMTENEM OpPraHM3aLLUu.

B nepvog noarotoBKM Aen Ha 6ymayKHOM HOCUTE/IE CTPYKTYPHbIM NoApa3faenieHMeM K nepegaye B
apX1B OpraHn3auum CoTPyAHUKOM apXx1MBa NpoBepAeTCcsa NPaBUAbHOCTb UX GOPMUPOBaHNA, 0GOPMIEHNSA
M COOTBETCTBME KO/AMYECTBA A€/, BK/AKOYEHHbIX B OMUCb, KOAMYecTBy Aesi, COOPMUPOBAHHbLIX B
COOTBETCTBMM C HOMEHKNATYpOM Aen opraHusauuu. Bce BbiABNEHHbIE MPU NPOBEPKE HEAOCTATKU B
dopmmpoBaHnU 1 opopmieHUn aen paboTHUKM CTPYKTYPHOro noapasgaeneHuns o6a3aHbl yCTPAHUTD.

MNpuem-nepenaya gen B apxmMB OpraHM3auum NpPousBoauTCca PaboOTHMKOM apxvMBa OpraHusauun B
npucyTcTBMM pPaboTHMKa CTPYKTYPHOro nogpasgeneHus. Ha sksemnasapax onucu aen, AOKYMEHTOB
NPOCTaBAAETCA OTMETKA O HaMYMK Aena. B KoHue KaxKAoro skseMnaapa onMcK yKasbiBatoTca umdpamm
N NPOMNMUCHIO KOANMYECTBO GaKTUUYECKU NPUHATBIX B apXMB AEN, HOMepPa OTCYTCTBYHOLWMX AeN, AaTa npuema-
nepegayn aen, a Takxke nognmcu 1nua, OTBETCTBEHHOTO 33 apXmB, U 1L, NepesasLlero gena.

4.34. lMepepaya 3/71€KTPOHHbIX AOKYMEHTOB B apXWB OpraHmM3aumnm npomnsBogmMTCA Ha OCHOBAHWUM
onuceil 3NEKTPOHHbIX [Aen, LOKYMEHTOB CTPYKTYPHbIX nogpasgeneHnini no  MHPoOpMaLMOHHO-
TeNIeKOMMYHMKaALUWMOHHOM ceTh (Mpu HaanyMuK B apxmMBe opraHusauum MHGOPMALMOHHON CUCTEMBI) UK
Ha ¢mM3myeckn 060cobeHHbIX MaTepUasbHbIX HOCUTENSX, KOTOPbIE NPEeACTaBAAITCA B ABYX MAEHTUYHbIX
aKsemnasapax.

Mpu nepenaye 3/1EKTPOHHbLIX OOKYMEHTOB B apXMB OpPraHM3aLMKW BbIMONHAKTCA cleaylowme
OCHOBHbIe npoueaypbl paboTbl C AOKYMEHTaMU:

dopmupoBaHMe B UHPOPMALMOHHOM CUCTEME OPraHM3auMM SNEKTPOHHbIX AeN, ABAAKOLWMXCA
COBOKYMHOCTbIO KOHTEMHEPOB 3NEKTPOHHbIX JOKYMEHTOB AN KOHTEMHEPOM 3NEKTPOHHOMO AOKYMEHTA,
COAEPXKAWMM KOHTEHT U MeTafdaHHble 3/1EKTPOHHOrO AOKYMEHTa, ¢aisibl 3NeKTPOHHbIX nognucen u
BM3Ya/IM3MPOBaHHYIO KOMMIO TEKCTOBOIO 3/1eKTPOHHOro AoKyMeHTa B popmaTe PDF/A;

dopMUPOBAHME ONUCK TIEKTPOHHbIX A€/, AOKYMEHTOB CTPYKTYPHOrO NogpasaeneHuns;

npoBepKa apXWMBOM OpraHM3auMM 3SNEKTPOHHbIX [AOKYMEHTOB Ha HanauMune BPeaoHOCHbIX
KOMMbIOTEPHbIX NPOrpamm;

npoBepKa BOCMPON3BOAMMOCTM 3/IEKTPOHHbIX JOKYMEHTOB;

npoBepKka GU3MUYECKOTO U TEXHUUYECKOro COCTOSIHMS HocuTenel (npu nepepaye 3N1EKTPOHHbIX
OOKYMEHTOB B apXMB OpraHM3aumnn Ha opusmndeckn 060cobaeHHbIX MaTepuanbHbIX HOCUTENAX);

NpoBepKa NoA/AMHHOCTU 3/IEKTPOHHOM NOANUCU, KOTOPOM NOANUCAH 3/1EKTPOHHbIN AOKYMEHT.

Mpuem  3NEKTPOHHbIX  OOKYMEHTOB B  apXMB  OpraHusaumm no  MHPOPMALMOHHO-
TEeNIeKOMMYHMKaLUMOHHOM ceTh (Mpy HanuumMm B apxmee opraHnsaumm MHPOPMaLMOHHOM CUCTEMbI) UK
Ha dM3MnYECKM 060COBNEHHBIX HOCUTENAX OPOPMIAETCA COCTaBIEHNMEM UTOTOBOM 3aMNCK B KOHLLE OMNMUCK
3/IEKTPOHHbIX e, JOKYMEHTOB, B KOTOPOM Ldpammn 1 NPONMCbIO YKa3bliBAETCA KONMYECTBO GpaKTUYECKHU
NPUHATBIX B aPXUB 3JIEKTPOHHbIX AE/1 U 3/IEKTPOHHbIX AOKYMeHTOB. NTOroBasa 3anucb NOATBEPXKAAETCA
NOANMUCAMM  COTPYAHMKA apXxvMBa W COTPYOHMKA CTPYKTYPHOro noapasfefieHuns, nepegasllero
3/IEKTPOHHbIE Aena U AOKYMEHTbI. [py npneme Ha apxXMBHOE XPaHEHME 3NEKTPOHHbIE AeNa 3aBepAtTCcA
3/IEKTPOHHOM NOANUCHIO PYKOBOAUTENA OPraHN3aLnmM MU YNIOJHOMOYEHHOIO UM AO/KHOCTHOIO AMLa.

Mocne npuema B apXxmMB 3N1EKTPOHHbIX AOKYMEHTOB Ha duUsndeckn 060cobaeHHbIX MaTepuanbHbIX
HOCUTENAX BKAAAblWK, NOMELLEHHblE B QYyTAAP €AMHULDBI XPaHEHUS B CTPYKTYPHOM NoapasaeneHuu,
3aMeHSATCA Ha BKNaablwn, opopMaeHHbIEe B apXUBe.

Ha BKnagplwe, nomewaemom B ¢yTaap eauHUUbI XpaHeHus, opopmMasemMomM B apxuBe,



yKasblBaeTcs:

HanMMmeHOBaHWe opraHunsaumm (NoNHoe, COKpaLleHHoe);

Homep $oHAa;

HOMEP OMMCU /IEKTPOHHbIX e, AOKYMEHTOB;

HOMep Aena no onucuy;

OTMETKa O CTaTyce 3K3eMmn/Apa 3/1eKTPOHHbIX AoKymeHToB: "OcH." (ocHoBHOW) wam "Pab."
(pabouunin);

KpariHWe oaTbl 4OKYMEHTOB 3/IEKTPOHHOIO AeNa;

npu HeobxoguMocTn 0POPMAAIOTCA AONONHUTENIbHbIE OTMETKM 06 OorpaHuyeHMM [ocTyna K
OOKYMeHTaM.

Bknagbiw nomewaetca B ytaap epusmyeckn o060cobNeHHOro MaTepuasbHOrO HOCUMTENA TaKUM
06pa3om, 4Tobbl HaZNUCKU HA HEM OblIM BUAHBI NPU 3aKpbITOM GyTaspe.

V. OPTAHM3AUMNA NCNOJIb3OBAHUNA JOKYMEHTOB
APXMBHOIO ®OHAA POCCUMCKOW OGEAEPALMU U APYTUX APXUBHbIX
OJOKYMEHTOB OPTAHU3ALINNA

5.1. ApxvB OpraHusaummn AOJIKEH NPeAoCTaBAATb NONb30BAaTENO AOKYMEHTbI ApXMBHOro ¢oHAa
Poccuitckolt degepaunn 1M apyrme apxmBHble JOKYMEHTbI, a TaKXKe CNpaBOYHO-MOUCKOBbIE CPEeACTBa K
HUM.

5.2. Joctyn K AOKYMEHTaM MOMET ObiTb OrpaHW4YeH B COOTBETCTBMW C 3aKOHOAATE/IbCTBOM
Poccuiickoii degepaumnm, a Tak¥Ke B COOTBETCTBMWU C PacrnopaxKeHMem coOCTBEHHMKa WMAW Baadenbla
APXUBHbIX OKYMEHTOB, HAXOAALMXCA B YaCTHOM cOBCTBEHHOCTU <1>.

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

5.3. MNonb3oBaTenn Npu MCNOAb30BAHUN LOKYMEHTOB apxmMBa OpraHusauMm 06f3aHbl Aenatb
CCbIJIKM Ha MeCTO XPaHEeHUA AOKYMEHTOB.

5.4. Coctas HCA apxuBa opraHusaumu onpegenaerca COCTaBOM U COAepKaHNEeM XPaHALLUXCA B HEM
DOKYMEHTOB, XapaKTepom U 3aga4amMm NOMCKa N MHTEHCUBHOCTbLIO MCNOJIb30BAHMA AOKYMEHTOB.

OcHoBHbIM (0653aTeNIbHbIM) apXMBHbIM CMPaBOYHMKOM B apXMBe OpraHM3auuu sBASETCA ONUChb
hen, OOKyMeHToB. B pgononHeHue B apxvmBe oOpraHuMsauMu BeayTCA BCMOMOraTesibHble apXMBHble
CNpPaBOYHUKM - KaTaNoru, yKkasartesnm, UICTopuyeckan cnpaBKa K poHAy.

5.5. B uenax obecneyeHus coxpaHHOCTU, CBOEBPEMEHHOro oTbopa 1 yyeTa n cuctemaTusaummn aen,
noanexawmx MOCTOAHHOMY U BpemMeHHoMy (cBbiwe 10 NneT) CPOKOB XpaHeHWs, B OpraHM3auuu
COCTABAAIOTCA ONUCK AN, LOKYMEHTOB.

Onuncu cocTaBNATCA OTAENbHO HA AeNa, AOKYMEHTbI:

NOCTOAHHOrO CPOKa XpaHEeHMUA,;

BpeMeHHbIX (cBbilwe 10 1eT) CPOKOB XpaHeHUs;

no IMYHOMY COCTaBY;

XapaKTepHble TO/NIbKO AN AaHHOW OopraHusaummn (cyaebHble gena, matepuasnbl YrosoBHbIX Aen,
Hay4Hble OTYeTbI MO TEMaMm).

AHaNorMyHble ONUCK COCTAaBAAKOTCA HA SIEKTPOHHbIE Aena, AOKYMEHTbI.

CBogHble onucK aen, LOKYMEHTOB OpraHmM3aumm COCTOAT U3 roA0BbIX Pa3aeoB, COCTaBAAeMbIX Ha
OCHOBE nNepefaHHblX B apXMB OPraHWsaLMuM Onucen n[en ee CTPYKTYPHbIX MogpasfaeneHuii 3a
onpefenieHHble rogbl, U CUCTEMATU3UPOBAHHbLIX B Mpedenax KaxKAoro roga B COOTBETCTBUM C
YTBEPKAEHHOWN CTPYKTYPOI OpraHM3aLmm Ha 3TOT rog,

Onucu gen, [OKYMEHTOB COCTaBAAIOTCA MO ycTaHOBAeHHON dopme (npunoxkenusa N 14, 15, 16, 17,
18) M COCTOAT M3 onucaTeNbHbIX CTaTell eaAuHUL, XPaHEHWUs, UTOrOBOM 3amnucK, AMcTa-3aBeputens U
CMNpaBOYHOro annapaTta K Onucu.

OnucaTenbHan CTaTbA ONMUCK BKAOYAET: NOPAAKOBbIA HOMEP eAMHULLbI XPaHEHWS; UHAEKC e AUHULLbI
XpaHeHUs (No HOMEeHKNaType Aen); 3aro/I0BOK eANHULLbI XPaHEHMA, BKAOYAIOLWMIA YKa3aHWe Ha Hanuune
KOMMUIA, CNU B HEW XPaHATCA KOMWU IOKYMEHTOB; KpaHWe AaTbl eAMHULbI XPaHEHUS; CPOK XpaHeHua (ana
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onucel aen, AOKYMEHTOB BPEMEHHOTO XpaHeHUsA); KONMYECTBO JINCTOB B eANHULIE XPaHEHUSA. 3aro/I0BOK
OeNna MoXKeT OblTb AONOJIHEH aHHOTAUMEN OTAENbHbIX AOKYMEHTOB (rpynnbl AOKYMEHTOB) eguHULbI
XpaHeHus.

B cnpaBoyHbI annapaT K ONWCKM BXOAAT: TUTY/IbHbIM JINCT; coaep)KaHue (ornaBneHue);
npeaucnoBme; CNMCOK COKPALLEHNIA; yKasaTenun K onnucu (npeamMeTHbIN, UMeHHOM, reorpaduyeckon).

CocTaB cnpaBOYHOro annapaTa K OMMCUM 3aBUCUT OT CPOKa XPaHEHWUA BK/IOYEHHbIX B Hee
JOKYMEHTOB 1 UX BUA0B.

K onucam pgen, AOKYMEHTOB MOCTOAHHOrO XPaHEHWs M MO JIMMHOMY COCTaBy COCTaBAAOTCA
TUTY/IbHBIN IUCT, NPeAUCN0BMe, OTN1aB/IeHNe, NP HEOBXOAMMOCTH - CMIMCOK COKPALLLEHMIA, YKa3aTeNu.

Ha TWTynbHOM 1nUCTe ONWCKM  YKasbiBalOTCA: MOJAHOE HaMMEHOBaHWe TrocyAapCTBEHHOro
(MyHUUMNanbHOro) apx1Ba (ecan opraHM3auUma ABAAETCA MCTOYHNMKOM ero KOMMNEKTOBaHKA), NnocneaHee
nosHoe HaMMeHOBaHWe OpraHM3auuKu, COOTBETCTBYHOLLEe Ha3BaHUIO ee apxMBHOro ¢oHaa, Homep
apxmMBHOro ¢oHaa, HOMep U Ha3zBaHWE ONUCK, KpaliHWe AaTbl BHECEHHbIX B ONUCb eAUHUL, XPaHeHUA.

Ecan HaumeHoBaHWe opraHM3aunmn N3MEHAN0Ch, Ha TUTYIbHOM NIUCTe (B Cly4ae HeobxoaAMMOoCTH -
Ha AONOIHUTENbHOM NCTE) NoA, NocNeAHUM HaMMeHOBaHWEM OpraHM3aLMm YKa3biBaloTCcA B CKoBKax Bce
ee nepeMMeHOBaHUA B MWCTOPMYECKON (XpOHO/MOrMYecKkoi) nocnesoBaTeNbHOCTM 3a Mepuoa,
COOTBETCTBYHOLMIA KpaiHUM AaTaM eaMHUL, XPaHEHWA, BKAOYEHHbIX B OMMUCh.

B npeamcnoBuMM K onmucK KpaTKO M3N1aratoTcs NepeMmeHOBaHMA OpraHusauuu B UCTOPUYECKON
(xpoHoNoOrMyeckoit) nocnefoBaTeNbHOCTM 3a Nepuod, COOTBETCTBYIOWMIM KpalHMM JaTam eanHuL,
XpaHeHMUs, BKAOYEHHbIX B onuch. Npeancnosmne NnoanmncbiBaeTca COCTaBUTENEM C YKa3aHMEM AO/IKHOCTU
M OaTbl COCTaB/EHMA.

K onucu gen, LOKYMeHTOB BpemeHHoro (cebiwe 10 fieT) XxpaHeHus, Npyu HEOBXOAMMOCTU TaKKe
MOTYT COCTaBATLCA OrN1aB/IEHNE, CMUCOK COKPALLEHWA.

Onucu (rogoBble pasaesbl onuceit) gen, LOKYMEHTOB COCTaBAAOTCA:

NMOCTOAHHOTO XPaHEHUs - He MeHee YeM B YeTblpex 3K3emnasapax: TP Ha BymarkHOM HocuTene u
O/INH - B 3/1IEKTPOHHOM BUAe (B KayecTBe paboyero sKk3emnaapa);

BpemMeHHoro (cBbiwe 10 /1eT) XpaHEHUS - HE MEHEE YeM B ABYX 3K3eMNAPaXx;

AOKYMEHTOB MO IMYHOMY COCTaBY OPraHM3aLuii - UCTOYHWMKOB KOMMIEKTOBAHMA rOCYAapCTBEHHbIX
(MyHULMNANbHBIX) aPXMBOB - HE MEHEE YEM B YETbIPEX IK3EMMAAPAX: TPU Ha ByMayKHOM HocUTene, OguH
- B 9/1IEKTPOHHOM BUAe (B KauecTBe paboyero sksemnasapa);

[OKYMEHTOB MO JIMYHOMY COCTaBYy OpraHu3aLuii, He ABAAIOLNXCA UCTOYHMKaMMU KOMMNEKTOBaHUA
rocyAapcTBEeHHbIX (MyHULMNANbHbIX) apXMBOB, - HE MEHEE YeM B Tpex IK3emnasapax.

Onucu (rogosble pasgensl onucen) Aen, AOKYMEHTOB BpemeHHoro (csbiie 10 neT) xpaHeHus
cornacosbiBatotcs ¢ LIOK (3K) opraHusaumm, nocne yero yTeep»KaaroTca pyKOBOAUTENEeM OpraHM3aLmu.

Ha paccmoTpenune 3MK npeacTaBnsaloTcA He MeHee yYem Yepe3 3 roAa nociae 3aBeplleHus
AenonponsBoACTBOM Aefl, BKAOUYEHHbIX B pasaen:

onucu (rogosble pasgesnbl onuceit) Aen, AOKYMEHTOB NOCTOAHHOIO XpaHeHUA A5 YTBEPKAEeHUS;

onucu (rogosble pasgesnbl onuceit) Aen, AOKYMEHTOB No IMYHOMY COCTaBy A/ COFNacoBaHUA <1>.

<1> Onucu pgen, AOKYMEHTOB MO J/INHHOMY COCTaBYy COr/1aCoBbiBalOTCA COOTBETCTBYHOWMM
rocygapCrTBeHHbIM (MyHI/ILI,VII'laI'IbeIM) APXUBOM COINIaCHO NpenocCtaB€HHbIM €My MO/THOMOYUAM.

Mocne yTBepXRAeHMA (cornacoBaHus) onucen (rogosbix pasgenos onucelt) MK oHu yTBepKAAOTCA
pyKoBOAUTENEM OpraHU3aLnm.

B rocygapcTBeHHbIM (MyHUMUMNANbHBIM) apxuB nepesaloTca TPW 3SK3emnaspa onucu aen
MOCTOSHHOTO XPaHEeHWA, OAWH 3K3EeMNJAP ONUCU e MO JIMYHOMY COCTaBy, YTBEPMKAEHHbIX
(cornacoBaHHbIx) 3MK, a TaKXKe MO OLHOMY 3K3eMNAAPY KAXKAON OMNMUCKM B 3N1EKTPOHHON ¢dopme (B
KayecTBe pabouyero aKksemnaapa).

OAWH 3K3eMnAsap onNucK Aen NOCTOSHHOTO XPaHEeHUA W ABa 3K3eMMIAPA ONUCU Ae NO JNYHOMY
COCTaBy OCTalOTCA B OpraHM3auumn.

BHeceHMe M3MeHeHMIt B roAoBOW pasgen onucu Aen, AOKYMEHTOB MOC/ie ero yTBepAeHus
(cornacosaHus) 3MK aonyckaeTca TONbKO Ha OCHOBaHWM COOTBETCTBYIOLWEro peweHus K.

5.6. UcTopnyeckas cnpaeka K ¢oHAY COCTOMT M3 Tpex pasaenos: uctopusa doHagoobpasosatens,
oTpakalolana MCTOPUIO OpraHM3auMM CO CCbIIKaMW Ha COOTBETCTBYHOLLME 3aKOHOoAaTe/bHble W



HOpMaTMBHble aKTbl (4aTbl 06pa3oBaHWMA, MNEepPeMMeHOBaHMA, pPeopraHusauuKn, AUKBUAALUM,
BELOMCTBEHHYIO MPUHAANENKHOCTb, CTPYKTYPY U YHKLMU, UX U3MEHEHMA, HA3BaHWE OpraHM3auuu -
npeAwecTBeHHMKa), uctopua poHaa (06bem, KpaliHue faTbl AOKYMEHTOB, CTENEHb UX COXPAHHOCTU, 4aTbl
nepegayn [OKYMEHTOB Ha MNOCTOSHHOE XpaHeHWe) U  XapaKTepucTMKa AOKymeHToB ¢oHaa
(pa3HOBMAHOCTU JOKYMEHTOB, 0COBEHHOCTN GOPMUPOBAHUA eAMHUL, XPAaHEHUS U UX CUCTEMATU3ALMM,
Ha/iMuMe OOKYMEHTOB, BbIXOAALIMX 3@ XPOHOIOMMYECKME TPaHULbI AeAaTenbHocTU GpoHaoobpasosaTens,
COCTaB CMPaBOYHOro annapaTa K GoHAY, MeCTo XpaHeHMs AOKYMEHTOB MO IMYHOMY COCTaBy).

NcTopunueckasa cnpaBka K GoHAY COCTABAAETCA B ABYX IK3eMNAAPAX, O4MH - XpaHUTCA B Aene ¢oHAa,
BTOPOM - NepesaeTcs B rocy4apCTBEHHbIN (MyHULMMANbHbINA) apXMB.

5.7. OcHoBHbIMM pOpPMaMM UCMOIb30BAHUA AOKYMEHTOB apXmMBa OpraHM3aLmn ABAAIOTCA:

nHdopmaumoHHoe obecrneyeHmne paboTHMKOB OpraHM3aLUum;

WUCNONHEHWe 3aMpoCoB MO/b30BaTeNIel, B TOM YMC/E 3aNpoCOB rPa*kAaH CoumasibHO-NPaBoOBOro
XapaKTepa;

Bblgaya OOKYMEHTOB W Aen BO BPEMEHHOE MNO/Ab30BaHWE, NPEeAoCTaBNeHUEe KOMUIA apXMBHbIX
[OOKYMEHTOB NO 3aNpocam Nosib30BaTesieN, B TOM Ynciae B GOpMe 3N1eKTPOHHbIX AOKYMEHTOB.

dopmamm MCNONb30BAHUA AOKYMEHTOB apXmMBa OPraHn3aumm ABAAIOTCA TaKKe:

MHPOPMMPOBAHME CTOPOHHMX OPraHM3aUMi O HaMYUM N COOEPKAHUM UMEIOLLMXCA B apXuBe
OOKYMEHTOB;

MCMNO/Ib30BaHNE AOKYMEHTOB B CpeACTBaX MacCoOBOM MHPOpMaLMK;

MCMNO/Ib30BaHNE [OOKYMEHTOB ANA MOAFOTOBKM MUCTOPUKO-UMHPOPMALMOHHBIX MEpPONpUATUNA:
BbICTABOK, SKCKYPCUi1, KOHpepeHuuit;

Bblgaya AOKYMEHTOB A/1A paboTbl B YMTa/IbHOM (MPOCMOTPOBOM) 3a/1€ apXMBa;

OopraHusaums goctyna paboTHUMKOB OpraHM3aumMM K SOKYMEHTaM apxuBa MyTEM MCMOJIb30BaHMA
MHGOPMALNOHHO-TENEKOMMYHUKALMOHHOM CETU.

5.8. ApxuB opraHusauum O0/IKeH BECTU yYeT UCMNO0/Ib30BaHMA AOKYMEHTOB, B TOM YMCAE Bblaaymn
OOKYMEHTOB U AeN, BblAa4yM apXMBHbIX CMPABOK, BbIMMCOK, KOMUIA LOKYMEHTOB.

5.9. 3anpocbl nosb3oBaTesiel, MNOCTynalowWwMe B aAPXMB OpraHM3auuu, MNOAPa3AENsAoTcs Ha
TeMaTMYeCKMe U CouManbHO-NpPaBoBble <1>.

<1>MNoanyHKT 5.7.1 nyHKTa 5.7 MNpaBua xpaHeHuA.

5.10. ApxvMB OpraHuW3auMm A[OMKEH PACcCMaTPMBaTb M WUCMOJHATb 3amnpocbl, MNOCTYNMBLUME B
nUcbMeHHoM dopme.

3anpoc Nosib30BaTeNa AOMKEH COAEPHKATb CeAYIOWYI0 MHPOPMALMIO:

HaMMeHOBaHMeE LPUANYECKOTO NLA - ABTOPA 3aMnpoca (411 rpaxkaaH - Gamuanmn, UMeHK, oT4ecTBa,
NpW HaIMYUKU NOCNeHEro);

NOYTOBbIV U/WUNW NEKTPOHHbIN aApec, MO KOTOPOMY AO/KeH BbITb AaH OTBET;

CBEAEHUs, WHTEpecylolWwme NoNAb30BaTeNA U XPOHOJIOTMYECKME PaMKWM  3anpalinBaemon
nHpopmaymu;

dopmy nonyyeHus nonbsosatenem nHGopmaumm (MHPOPMaALMOHHOE NMUCbMO, apPXMBHAs CNpaBKa,
apXMBHAA BbIMWCKA, aPXMBHAA KOMUS, TEMATUYECKUIA NepeyeHb, TeMaTUYecKuii 0630p JOKYMEHTOB);

JINYHYIO NOANUCH aBTOPA 3aNpoca (rpaxaaHuHa Uamn 4OMKHOCTHOTO Nua);

aaty.

Mpy NOCTyn/ieHMM B apXMB OPraHU3auMuM WHTEpHeT-obpalieHMA (3anpoca) nonb3oBaTens c
YKasaHMeM afpeca 3/eKTPOHHOM NouTbl M/WUAKM NOYTOBOro afApeca emy HanpasAseTcA yBeAoMAeHue O
npveme obpalyeHua (3anpoca) K PaCCMOTPEHUIO AN MOTUBMPOBAHHLIM OTKa3 B PaCCMOTPEHUM.

Ha 3anpocbl TemaTUYeCcKoro xapaktepa, NOCTYNMBLUME B apPXMB OPraHn3aummn no MHGopMaLMOHHO-
TEIEKOMMYHUKALMOHHON CeTH, B TOM YMC/e NOo ceTn UHTepHeT, oTBeT MOXKeT BbITb HanpaB/ieH B BUAe
3NEKTPOHHOTO COOHLLEHUA NO YKa3aHHOMY aBTOPOM 3amnpoca 3N1EKTPOHHOMY aapecy.

3anpoc fonKeH OblTb 3apPerucTpMpoBaH B TeyeHue Tpex paboumx AHelk C MOMEHTa ero
NOCTYN/IeHUS.

3anpoc, He OTHOCALLMIACA K COCTaBY XPaHAWMXCA B OpraHU3auumn OOKYMEHTOB (HenpoduabHbI
3anpoc), B TeyeHne 7 gHeN co AHA perMcTpaummn 3anpoca HanpaBAseTca B OpraHM3auuio, rae moryt
XPaHUTBLCS HEOBX0AMMbIEe AOKYMEHTbI C yBegOMIEHNEM 06 3TOM NO/b30BaTENA.
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3anpoc, NOCTyNUBLLUNIA B apXMB OpraHunsaLuMn, pacCMaTpUBaeTCa B COOTBETCTBUU C TpeboBaHUAMM
3aKOHOAATENbHbIX U MHbIX HOPMATMBHbIX MPABOBbIX AKTOB MO paboTe c obpalleHVMAMM FpaxKgaH U
npeAoCcTaBAEHNIO FOCYAAPCTBEHHbIX (MYHULMNANbHbIX) YCAYT.

OTBeT Ha NOCTYNMBLLUMI B apXMB OPraHmn3aLmMm 3anpoc NpeaocTasnseTca B TedeHne 30 gHei co gHA
ero pernctpaumnu. C paspeleHna pyKoBoACTBa OPraHM3aLMm 3TOT CPOK MOXKeT BbITb NpoaseH He 6bonee
yem Ha 30 gHel, c yegomaeHnem ob aTom 3aaBuTeNA.

5.11. OTBeTbI Ha 3anNpoCbl N0/Ib30BaTe/IEN, B TOM YMC/I€ OTBETbI HA 3aMpPOChl COLMAIbHO-NPAaBOBOIo
XapakTepa, obopmMmaatoTca B popme apXMBHOM CNpaBKU, apXMBHOM BbIMUCKU WM apPXMBHOM KOMuw,
0dOPMNEHHbIX U 3aBEPEHHbIX B YCTAHOB/IEHHOM NOPALKE.

Mpn OTCYTCTBMM OOKYMEHTOB, HEOBXOAUMBIX A5 MCMOAHEHMA 3anpoca COLManbHO-MPaBOBOrO
XapaKTepa, CoCTaB/saeTcs OTBET Ha 61aHKe OpraHn3aLMm ¢ yKasaHMEM NPUYMH UX OTCYTCTBUA.

5.12. ApxuBHaa cnpaBKa MOAMNUCbIBAETCA PYKOBOAUTENEM OpraHM3auumM WAW  UHbIM
YNOJHOMOYEHHbIM UM A0/TIKHOCTHLIM IMLLOM W 3aBEpAETCA NeyaTbio opraHusaumm (npunoxkerHune N 29).
ApXxMBHanA crnpaBKa, 06bem KOTOPOW NpeBbIWaeT 0ANH NUCT, A0/1XKHA OblTb MPOHYMepOBaHa.

B TeKcTe apXxWMBHOWM CNpaBKM B XPOHONOTMMYECKOW MOC/NeA0BaTE/IbHOCTM M3MaratoTcs cobbitma C
YyKasaHMeM BMAOB MCMNO/b30BaHHbIX JOKYMEHTOB, UX AaT M HOMEPOB. B apxMBHOI cnpaBKe gonyckaercs
LMTUPOBaHME AOKYMEHTOB.

HecoBnageHne oTAeNbHbIX CBeAEHWIA/AaHHbIX AOKYMEHTOB CO CBeAEeHUAMM, U3NOMKEHHbIMU B
3anpoce, He ABASETCA NPENATCTBUEM AN1A BK/OUYEHUS UX B apPXMBHYIO CMPaBKY, €C/IN COBNageHne Bcex
OCTa/IbHbIX CBEAEHMI He BbI3bIBA€T COMHEHUI B TOMAECTBEHHOCTU NMUA UAU GaKTOB, O KOTOPbIX
rOBOPUTCS B ALOKYMEHTAX.

B apxMBHOI chnpaBKe AaHHble BOCMPOU3BOAATCA TaK, KAaK OHW W3/0XKEHbl B LOKYMEHTax, a
pPacxoXAeHMA, HECOBNAAEHUA M HETOYHble HA3BaHWA, OTCYTCTBME MMEHM, OTYECTBA, MHULMAIOB UK
Ha/n4yme TOJIbKO OZHOIO M3 HUX AO0JIKHbl ObITb OrOBOPEHbl B TEKCTE CMpaBKM B CKoOKax: "Tak B
OOoKymeHTe", "TaK B TEKCTe opurMHana".

CBeZieHUs, UMeloLLMeca B apx1Be Mo 3anpocy o pabote u (unn) yuebe B HECKONbKUX OpraHn3aumsx,
Kacatomeca o4HOro nLA, BKAKOYAKOTCA B O4HY apXMBHYHO CNPaBKy.

Mo TeKCTy apXWMBHOWM CMpPaBKM B KayecTBe NPMMEYaHWit MoryT 6biTb OroBopeHbl HepasbopumBeo
HanMcaHHble, UCMPaBEHHbIE aBTOPOM, HE NOAAAI0LMECA NPOYTEHUIO BCNEACTBUE NOBPEKAEHNS TEKCTA
opurMHana: "Tak B TeKCTe opurimHana", "B Tekcrte Hepasbopumeo'.

B TeKcTe apxMBHOM CNpaBKK He A0MNYCKalOTCA U3MEHEHUSA, UCMPABIEHUA, CYMMUPOBAHME AaHHbIX,
KOMMEHTapUN, COBCTBEHHbIE BbIBOAbI MCMNOAHUTENA MO COAEP’KAHUIO [OKYMEHTOB, Ha OCHOBAHWUU
KOTOPbIX COCTaB/EHa apXMBHanA crnpasKa. [Mog4YMCTKM M NOMapKM B apXUBHbIX CNpaBKax He AOMNYCKaloTcs.

B apxvBHOI cnpaBKe A0/MKHbl BbiTb NPUBEAEHbI apXMBHble WWGPbI U HOMEpPaA IUCTOB eauHuUL,
XpaHEeHUs JOKYMEHTOB, UCNONb30BaBLUMXCA AN €€ COCTaB/eHUs.

Mo 3anpocy nosib3oBaTenell apxMBHblE CMPaBKM MOTYT BblAaBaTbCA B 3/IEKTPOHHOM dopme Ha
3/IeKTPOHHOM HocuTene nMbo nepecbiNiaTbcA NO UMHPOPMALMOHHO-TENEKOMMYHUKALUNMOHHBIM CETAM.
INEeKTPOHHbIE apXMBHbIE CMIPaBKM 3aBEPAIOTCA 3/1EKTPOHHOMN NOAMNUCHIO PYKOBOAMTENA OpraHn3aLmMm nunm
MHOTO YNOAHOMOYEHHOIo MM [I0}KHOCTHOTO INLA.

5.13. ApxuBHble BbINUCKM odopmAnAloTcA Ha 6naHKe opraHuMsaumMm (apxvBa opraHusauuu) c
o603HayeHnem HasBaHUsA BUAa aokymeHTa: "APXUBHAA BbIMUCKA".

B apxMBHOI BbINUCKE Ha3BaHWE JOKYMEHTa, ero HoOMep W 4aTa BOCMPOU3BOAATCA NONHOCTbIO.

Bbinncka Npon3BoOAMTCA TONBKO U3 AOKYMEHTA, B KOTOPOM COAEPHKUTCA HECKOIbKO OTAE/bHbIX, He
CBA3aHHbIX MeXxAay cobon BONpOCoB. BbiNncKka goXKHa BOCNPOM3BOAMTL NOJHbIN TEKCT YaCTU SOKYMEHTA],
OTHOCALLLENCA K 3anpocy.

N3BneyeHMeM M3 TeKCTa OOKYMEHTa LO/KHbl ObiTb McYepnaHbl BCE MMelolmeca AaHHble Mo
3anpocy. Hayano 1 KoHeL, Kaxa0ro U3BaeYeHus, a TakKe NPONyCcKM OTAE/bHbIX C/IOB B TEKCTE AOKYMEHTA
0603HayalTCA MHOrOTOUMEM.

B apxMBHOI BbINMCKE 4O/IXKHbI ObITb CAENaHbI COOTBETCTBYHOLLME MPUMEYAHMA U OFOBOPEHbI YacTu
TeKCTa OpuUrMHana, HepasbopunBO HaNMCcaHHbIe, MCPaBAEHHbIE aBTOPOM, He NoAdatoLineca NPoUTEHMUIO
BCNeACTBUE NOBPEXAEHMUA TEKCTa U ApYrMm npuunHam. OTaesibHble CNOBa M BbiPaXKeHUsA AOKYMEHTa,
BbI3bIBalOLLME COMHEHMA B UX TOYHOCTU, a TaKKe UCMpaBAeHUs, NOAYNCTKHM, Bbi3biBalOLLME COMHEHUE B
NX AOCTOBEPHOCTM, oroBapmBatoTca: "Tak B OKymeHTe", unm "B TeKcTe Hepaszbopumnso", nam "Tak B TekcTe
opurMHana". Mocne TeKCTa apXMBHOM BbIMMUCKM YKa3blBatOTCA apPXMBHbIN LIMdP M HOMEpPa INCTOB e ANHULLbI



XpaHeHWUA apPXUBHOIO AOKYMEHTa.

ApXmMBHaA BbINWUCKa NOAMUCHLIBAETCA PYKOBOAUTENIEM OPraHM3aLMn UAM UHbIM YNOJIHOMOYEHHbIM
WM O,0/1I}KHOCTHBIM IMLLOM U 3aBEPAETCA MeYaTbio OpPraHn3aumm.

Mo 3anpocy nob30oBaTeel aPXUBHbIE BbINMMCKM BblAAIOTCA B 3NEKTPOHHON GOpPMeE Ha 3NEKTPOHHOM
HocuTene NnMbO nepecblnatoTca No MHPOPMALMOHHO-TENEKOMMYHUKALMOHHBIM CETAM. INEKTPOHHbIE
apXMBHbIE BbIMUCKN 3aBEPAIOTCA 3/EKTPOHHON MOAMWUCBHID PYKOBOAWUTENA OpraHM3auuMuM WUAM UHOTO
YNO/JIHOMOYEHHOI0 MM A0/XKHOCTHOrO nua.

5.14. Ha apxvBHbIX KONWAX, BKAOYAA apXWBHbIE KOMUW Ha OYMA*KHOM HOCUTENE 3NEKTPOHHbIX
OOKYMEHTOB, apXMBHble WKPbl MPOCTABAAOTCA Ha 0OOPOTE KaXKAOro /JMCTA apPXMBHOW Komnuu, a
3aBepuTenbHas HagnNUCb M NeyaTb - HA 060pOTe NOCAEAHErO NNCTA KOMUMK.

Mo 3anpocy nonb3oBaTeiei 3/1eKTPOHHbIE KOMUKU aPXMBHbIX JLOKYMEHTOB BblAAtOTCA B 9/1EKTPOHHOM
dopme nnmbo nepecbinaoTcA No MHPOPMALMOHHO-TENEKOMMYHUKALMOHHbBIM CETAM. DNEKTPOHHbIE KONUn
APXMBHbIX AOKYMEHTOB 3aBEPAIOTCA 3/IEKTPOHHOM MOAMMUCHIO PYKOBOAWUTENA OPraHM3aumMm UANM UHOFO
YNONHOMOYEHHOIO MM AONXHOCTHOrO nua.

5.15. MoAroToBaeHHblE apPXMBOM OPraHM3aLLMm OTBETbI HA 3aNpPOChl (apXMBHbIE CPABKM, APXMBHbIE
BbIMUCKN U aPXMBHbIE KOMWUW) HANPaBAAIOTCA 3aABUTENAM C COMPOBOANTEIbHBIM MUCbMOM NO NOYTE UK
BblAAKOTCA: 3aABUTEN0 - MNpU  NpeabABNEeHUM [AOKYMEHTa, YAOCTOBEpAlOWero JUYHOCTb, ero
npeactaBuTenam - Mpu npeabaBieHUU AOKYMEHTA, YAOCTOBEpAWero AUYHOCTb U JOBEPEHHOCTH,
0dOpPMNEHHON B YCTAaHOB/IEHHOM MOPALKE.

5.16. ApxuBHble CNpaBKK, apX1BHble BbINMUCKU N apXMBHbIE KOMWKU, HanpaBaAemble B rocy4apcTBa -
y4yacTHMKM KoHBeHUMM, oOTMeHstowelr TpeboBaHWe feranamsaumm  WMHOCTPAHHbIX  OdULMANbHbIX
[OKYMEHTOB, noAanucaHHon B Maare 5 okTAbpa 1961 r., 3aBepsAloTCA NPOCTaBAEHUEM U 3aMNOJIHEHMEM
CNeuUnanbHOro WTamMna - anocTUAA B COOTBETCTBMMU C 3aKOHOA4ATeNbCTBOM Poccuitckoit ®epepaumm.

5.17. [lonyckaeTca U3bATUE U3 apXMBHbLIX AEN U Bblgaya BAaLeNbLaM UAKM UX POACTBEHHUKAM, B
calyvyae Mx NMCbMeHHOro obpalLeHusa, NOAJMHHbBIX TNYHBIX LOKYMEHTOB O rPa*KAaHCKOM COCTOSIHUK, 06
06pa3oBaHUK, TPYAOBbIX KHUXKEK, HE MOJYYEHHbIX B CBOE BPEMSA B/IAAE/NbLLEM AOKYMEHTOB.

NognvHHbIE JNIMYHble [OKYMEHTbl BblAAlOTCA 33aABUTENAM C  paspelleHnA pykosBoauTena
OpraHusaLmm nNo NpeabaBAEHUN NACNOPTa UM MHOTO AOKYMEHTA, YA0CTOBEPAIOLLErO IMYHOCTb, IMBO MX
POACTBEHHMKAM WAM  MHbBIM  AMLAM NO  [0BEPEeHHOCTW, OQOPMNEHHOM B  YCTAHOBJIEHHOM
3aKoHoAaTenbcTBOM Poccuiickon Pegepaumnmn nopsgke. NoafMHHbIE INYHbIE AOKYMEHTbI MOTYT 6bITb
HanpasAeHbl 3aABUTENIO LLEHHbIM MUCbMOM.

C wu3bImaembIx [OOKYMEHTOB B apxuBe OpraHWs3auuuM W3roTaBAMBAOTCA KOMUWU, KOTOpble
npuvobwatotca K genam. M3baTve LOKYMEHTOB, a TaKXKe 3aMeHa Ha KOMUW OTPAXKaKTCA BO BHYTPEHHUX
onucax Aen, B IMCTax-3aBepuUTensax Aen, B OnNucax aen, AOKYMEHTOB.

N3bATME M BO3BPALLEHME AOKYMEHTOB OPOPMAAIOTCA akTaMn 06 U3bATUM U3 Aen (BO3BpaLLeHnn)
YKa3aHHbIX OOKYMEHTOB. AKTbl U ApyrMe AOKYMeHTbl, Ha OCHOBaHWW KOTOPbIX NPOM3BEAEHO U3bATUE
(BO3BpaLLEeHNE) aPXMBHDBIX LOKYMEHTOB, BKAOYAOTCA B Aeno GoHAa.

5.18. KonnpoBaHue fOKYMEHTOB apXxmMBa OpraHM3auum No 3aaBKam noJsib3osBaTesielt MPOn3BOAUTCA
Nno paspeLleHnto pyKoBoaAUTeNA OpraHn3aLmm Man MHOro YNOJHOMOYEHHOrO UM AOMKHOCTHOIO AnLa.

Konun poOKyMeHTOB nepecbiialoTcA B agpec TOM OpraHM3auuu, MO 3anpocy KOTOPON OHWU
W3roTOB/IEHbI, UIN BbIAAOTCA NONL30BATENIO MO POCNUChH.

5.19. B uenax co3gaHua ycnosui ans paboTbl Nosib3oBaTesiell HEMOCPeACTBEHHO B apxuse
OpraHM3aLMn MOXKET BblAeNATbCA NOMeLLeHME (YMTaNbHbINA, NPOCMOTPOBBIN 3a/) ANA 03HAKOMAEHMA C
OOKyMeHTaMu apxuBa, 060py0BaHHOE COOTBETCTBYHOLUMMMU TEXHUYECKMMU CpeacTBaMKU anA paboTol ¢
OOKYMEeHTamu.

Mpyn OTCYTCTBMM B apxMBe OpPraHM3auMKM CNeumanbHO BblAENEHHOTO MomelleHuAa paboTa
nosb3oBaTesield C [AOKYMEHTaMU MNPOU3BOAMUTCA HENOCPeACTBEHHO B paboumx KOMHaTax apxusa.
[oKkymeHTbl A1A paboTbl NONb30BATENAM BHE NMOMELLEHWA apXMBa OpraHM3aLMmM BblAaBaTb 3anpeLaeTcs.

PaspeweHne Ha paboTy B MNOMELLEHWWM aApPXMBA OpraHM3auMM JaeT PYKOBOAMUTE/b apXumBa
opraHM3aumm (11Lo, OTBETCTBEHHOE 33 apXMB).

5.20. OTKa3 apxmBa opraHn3auum B Bblaavye apXMBHbIX JOKYMEHTOB AOMYCKAeTCA B Cy4asAx:

HaanumA GoHAA NONb30BaHMUA;

HeyA0BNETBOPUTENBHOIO PU3NYECKOTO COCTOAHNA SOKYMEHTOB;

He npoweawmnx Hay4HOro ONMUCAHUA U TEXHUYECKOrO 0GOPMIEHNA LOKYMEHTOB, 4O 3aBepLUeHUA
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3TMX paboT;

OrpaHMYeHu Ha UCMO/Ib30BaHWE, YCTAaHOBNEHHbIX 3aKoHOZaTeNbcTBOM Poccuiickoit degepauymm
nnu ¢oHaoobpasoBaTesiem Npu nepegayvye 4OKYMEHTOB Ha XpPaHeHue.

OTKas apxuBa opraHn3auum B NpeaocTaBleHUN AOKYMEHTOB A0/KeH ObITb BblAaH B MMCbMEHHOM
dopme 1 cogeprKaTb NPUYMHBI OTKA3a, a TaKXKe NOPALOK 06KanoBaHMA OTKasa.

V1. NEPEAAYA IOKYMEHTOB OPTAHM3ALLIMM HA XPAHEHWUE
B FOCYAPCTBEHHbIV (MYHULMMANBHbIN) APXUB

6.1. JokymeHTbl ApxuBHoro ¢oHaa Poccuinckon deaepaunm, obpasoBaBlUMECA B OPraHU3aumax -
WMCTOYHUKAX KOMM/IEKTOBAHMA rOCYAapPCTBEHHbIX (MYHULMNANbHbIX) apPXMBOB, MO UCTEYEHUU CPOKOB UX
BPEMEHHOIO XpaHEeHWss B apXWBe OpraHM3auuu MepejarTca Ha MNOCTOAHHOE XpaHeHWe B
COOTBETCTBYIOLMI roCyAapCTBEHHbIN (MYHUUMNANbHbIN) apXuMB.

6.2. [lokymeHTbl ApxnBHoro ¢oHaa Poccuiickon Pepepaummn, obpasoBaslIMecs B AeSTE/IbHOCTU
rocyapcTBEHHbIX U HEFOCYAaPCTBEHHbIX OPraHM3auMii, He ABAAIOLWMNXCS UCTOYHMKAMM KOMMNEKTOBaHMA
rocygapcTBeHHbIX  (MyHMUMMNANbHbIX) apxMBOB, MOryT MepedaBaTbCA B rOCYAapCTBEHHbIE
(MyHMUMNANbHbIE) apXMBbl HA OCHOBaHMUM AOrOBOPOB C COBCTBEHHUKaMM UK Blage/IbLLaMKN JlOKYMEHTOB.

6.3. [JoKyMeHTbl nepefarTca Ha MNOCTOAHHOE XpaHeHWe B YNOPAAOYEHHOM COCTOAHMMU C
COOTBETCTBYIOLMM Hay4YHO-CNPaBOYHbIM annapaTom.

6.4. B opraHmM3aumax - UICTOYHMKAX KOMMIEKTOBaHMA rOCYAapPCTBEHHbIX (MYyHULMNANbHbIX) apXMBOB
Bce paboTbl, CBA3aHHbIE C OTOOPOM, NOATOTOBKOM U Nepesaden AOKYMEHTOB Ha NOCTOSAHHOE XpaHeHWe, B
TOM 4YUC/Ee C UX YNOPALOYEHNEM U TPAHCMOPTUPOBKOW, BbINOHAIOTCA 3@ CYET CPeACTB OpraHu3auumin,
nepeaarowmx JOKYMEHTbI.

6.5. [locpoyHas nepegaya AOKYMEHTOB Ha NMOCTOAHHOE XPaHEHNE MOXKET ObITb OCYLLECTBEHA NP
OTCYTCTBUM HeobXxogMmbIX ycnoBuin ana obecnevyeHMA COXPAHHOCTM AOKYMeHTOB ApxuBHoro ¢oHaa
Poccuitickoii Pepepaumnun, npu yrpose yTpatbl (YHUUTOMKEHUA) AOKYMEHTOB, a TaKXe Mo npocbbe
OpraHM3aLmMm Ha OCHOBAHMM A0roBOpPaA C FOCYAaPCTBEHHBIM (MYHULIMMANbHBIM) apXMBOM.

MpoaneHne cpoKoB XpaHEHUS LOKYMEHTOB B apXMBE OpPraHn3aLLmMm AONYCKAeTcAa No NMCbMEHHOMY
paspeLleHmnto rocyaapCcTBEHHOro (MyHULMNANAbHOIO) apXxmMBa B Clyvyae HeobXoAMMOCTU NPaKTUYECKOro
NCNO/Ib30BaHMA AOKYMEHTOB OpraHM3aume.

6.6. MNepeaaya 4OKYMEHTOB NOCTOAHHOIO XPaHEHUA B rOCYAapPCTBEHHbIN (MyHULUMNANbHbIN) apXuB
OCYLLECTBNSETCA B COOTBETCTBUN C MJIAaHOM, YTBEPKAEHHBIM PYKOBOAMTENIEM COOTBETCTBYIOLLErO apXmBa
Mo COrNacoBaHMIO C Nepeatollent gena opraHMsaumen.

6.7. JOKYMEeHTbl NepenaloTcs B rocyAapCTBEHHbIN (MYHUUMNANbHbIK) apXMB NO ONMCAM Aen,
[OOKYMEHTOB NOCTOSAHHOIO CPOKa XpaHeHus, yTeepKaeHHbim MK,

Mepen nepepayert AOKYMEHTOB Ha MOCTOSHHOE XpaHEHME COBMECTHO C NpeacTaBUTENIEM
rocygapcTBeHHOro (MyHMUMMNaNbHOrO) apxuBa MNPOBOAUTCA MPOBEPKA NPaBUAbLHOCTM OMUCAHUA WU
obopmneHus aen, GUM3MYECKOTO W CaHMTApPHO-TUTMEHMYECKOTO COCTOAHMA  OOKYMeHToB. [lpu
obHapyXeHnn aedeKToB COCTaBNAETCA aKT; ycTpaHeHne 0bHapyKeHHbIX AedeKTOB NPOoBOAUTCA CUAAMMU
opraHusaummu.

Mepenaya Aen NpoBOAUTCS B rOCYyAapCTBEHHOM (MYHUUMNANAbHOM) apXxMBe NoeamHUYHO. Ha Bcex
yeTblpex 3K3eMnApax onucen Aes, LOKYMEHTOB NPOCTABASAIOTCA OTMETKM O Npueme gen.

Mpy nepBoit Nepegaye AOKYMEHTOB B roCYyAapCTBEHHbIN (MyHUUMNAAbHbIA) apXxuB nepepaercs
ncTopuyeckas cnpasKka K ¢oHay. MNpu nocnegyowmx nepegadax 4OKYMEHTOB NepeaaeTcs AONO/IHEHME K
NCTOPUYECKON CripaBKe.

6.8. Mepepaya AOKYMEHTOB 0hOPMAAETCA aKTOM Npuema-nepesaym AOKYMEHTOB Ha XpaHeHue
(npunorkeHue N 30), coctaBnsembiM B 4BYX 3K3emnaAapax. OgMH 3K3eMNAAP OCTAeTCA B roCy4apCTBEHHOM
(MyHUUMNAnbHOM) apxuBe, APYroii - B Nepeaalolleil opraHmMsaumn. Bmecrte ¢ 4oKymeHTaMK nepenaeTcs
TPM 3K3eMNaApa onNucKu gen, LOKYMEHTOB, B TOM YMC/ie OAUH B SNEKTPOHHOM BUAE.

Echvu npu nepepave OOGHApPYy)KEHO pPACXOXKAEHWE MEXK/[Yy WTOroBOW 3amnucbld ONucKM Jen,
OOKYMEHTOB U GaKTUYECKMM HalnMuyMem nepefaBaembiX Aen, B ONUCK Aen, AOKYMEHTOB odopmaseTcs
HOBasi UITOroBasA 3anucb, B KOTOPOW YKas3biBatoTca paKTUYEeCKoe Hananume Aen U Homepa OTCYTCTBYHOLLMX
nen. Homepa oTcyTcTByOWMX Aen GUKCUPYIOTCA B aKTe NpMema-nepeadn aen Ha NocToaHHoe XpaHeHue,
NPUYMUHLI OTCYTCTBUA Aen - B MPWUIaraemoi K akTy MpuMema-nepenayn crnpasBKe, NoAroTOBAEHHOM



opraHusauuei.

ApXMB OpraHM3aunm NPUHMMAET Mepbl NO PO3bICKY Aen. Ha oTcyTcTByOWME AOKYMEHTbI U Aena,
Mepbl MO PO3bICKY KOTOPbIX HE Aa/IX Pe3y/bTaToB, COCTaBAAETCA aKT 06 yTpaTe AOKYMEHTOB (MpPUI0oXKeHue
N 6). YTpauyeHHble NOAANHHUKM LOKYMEHTOB MOTYT ObITb 3aMeHEHbI MX KOMUAMMU.

VII. NEPEJAYA JOKYMEHTOB MPU PEOPTAHU3ALWU NN NTNUKBUOALIUN
OPTAHU3AUNN, CMEHE PYRKOBOAUTENTA APXUBA OPTAHU3ALIMN

7.1. Npu peopraHnsaLmm UNM TMKBUAALUN OPraHM3aLMKn Nepesaya v ganbHelee UCnob3oBaHNe
OOKYMEHTOB PeOpraHM3yeMon UAN NIMKBUANPYEMOWN OPraHM3auMKM OCYLLECTBAAETCA B COOTBETCTBMM C
3aKoHoAaTenbCTBOM Poccuitickoit Pegepaumm.

Mepepaya [OKYMEHTOB JIMKBUAMPYEMOW OpraHM3aumMm BXOAUT B 00A3aHHOCTb KOMMCCUM,
06pa3oBaHHOM AN Nepesayn Aen u UMyLLecTsa.

Mpn  AMKBMAALMM  OPraHM3auUMi -  UCTOYHMKOB  KOMMJIEKTOBAHWUA  FOCY[APCTBEHHbIX
(MyHMUMNANbHBIX) APXMBOB B COCTaB JIMKBUAALUMOHHOW KOMMCCMM BK/KOYaEeTCA npeactaBuTesb
rocyapcTBeHHOro (MyHULMMNANAbHOTO) apXmBa.

7.2. Mpu cmeHe pyKoBoAMUTENA apxuMBa OpraHvM3aumm (nMLA@, OTBETCTBEHHOTO 3a apPXMB
opraHu3aumm) npuem-nepesada 4OKYMEHTOB apXMBa, YY4ETHOFO M HAy4HO-CNPABOYHOIO annapaTa K HUM
OCYLLECTBAAEGTCA MO aKTy.



HamMveHnoBaHMe opraHM3alun

KAPTOUKA IIOCTEJIJIAXHOT'O
TOIIOTPAGUMUECKOT'O YKABATEJIA <*>

CTEJUIAX N

XPAHWIIMIIE N

Wkaop N Monka N ®oHa N | Onuce N

Eo. xp.cN

noN

MpumeyvaHue

MpunoxkeHne N 1
K n.2.37 Mpasun

dopmart A6 (148 x 105 mm)

<*> KapTo4ykn noctennaxKHoro Tonorpacbmqecr(oro YKa3aTenAa CoCTtaB/IAKOTCA Ha Ka)Kp,blﬁ ctennax n NpuKpPennArTCcA Ha TOpLI,E'BOVI CTOpPOHE CTennaxa.

HaumveHoBaHUeE OpraHMn3almn

KAPTOUKA ITOPOHIOBOI'O
TOIOTPAOMYECKOT'O YKASATEJIA <*>

®OHIO N

XPAHWIIMIIE N

MpunoxkeHue N 2
K n.2.37 Mpasun



HazeaHMre o¢QoHIa

Onucob Ea. xp.c N Crennaxk N Wkadp N Monka N MprmeyaHun
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noN
1 3 4 5 6




dopmat A4 (210 x 297 mm)

<*> KapToukn nodoHAoBoro tonorpadpuyeckoro ykasatens COCTaBAAKOTCA Ha KaxkAabl ¢oHA U
pacnonaratoTcs B nopsiake Homepos GpoHO0B.

MpunnoxkeHne N 3
K n. 2.43 Mpasun

HamMeHOBaHMe OpTraHM3aLuUn

AKT YTBEPXIAI
N PyxkoromuTesib OpIraHM3aLuUn
IPOBEPKU HaJIUUUSI
M COCTOSHMS apXMBHEIX HOOKYMEHTOB [Momnuce Pacumbpporka
IIOANUCHU
®ono N ITaTa
HaseaHue odoHIa
Homepa onmcen
[IpoBepKa OpoBOOMJIACE C 1o
[IpOBEPKOM YyCTaHOBJIEHO:
1. YmcamTcsa o ONMcCAM el en. xXp.
(koJIMuecTBO)
2. BBISBJIEHBE TeXHUUYECKMUE OMWMOKM :
2.1. VMenTCsa JMTEPHBE HOMEpPa:
a) He YUYTeHHEE B MTOT'OBOM 3alMCU en. xp.
(koJIMuecTBO)
©) He I[IepeuMCJIeHHBEe, HO YyYTEeHHHE
B MTOTOBOM 3alMUCH en. xXp.
(xkoIMuUecTRBO)
2.2. TlponyleHO HOMEPOB:
a) He YUTEHHEX B MTOT'OBOM 3alMCHU en. xXp.
(koJIMuecTBO)
©) He I[IepeuMrCJIEHHHIX, HO YYTEHHHX
B MTOTOBOM 3alMCU en. xp.
(koJIMuUecTRBO)
2.3. Ipyrue, B pel’yjbTaTe uyero obbem
YBEJIMUMIICS Ha en. xp.
(koJIMUecTRBO)
YMEeHbBIIMJICSA Ha en. xp.
(koJIMUecTRBO)
3. UucamTCcsa 0O ONMCSAM B pPes’yJjbTaTe
YCTPaHEeHUS TEeXHUUECKUX OmMUOOK en. xp.
(xomMuecTBO)
4. He okaszsajioCh B HaJIMUUU en. xp.
(xomMuecTBO)
5. ViMeeTcs B HaJMUMM 10 IaHHOMY OGOHIY
(BKJIIDUEHHEIX B OIIMCU) en. xp.
(koJIMUecTRBO)
M3 HUX TPpeOyo X :
a) mesuHbekLUIUU en. xp.
(koJIMuecTBO)
0) IOesMHCEeKLUNU en. xp.

(koJIMuecTBO)



B) pecTaBpauuu en. xp.

(xkoJIMuecTBO)
MpogonxkeHne npunoxeHna N 3
K n. 2.43 Mpasun
T') I[epeljieTa WM IOMOUMBKU en. xp.
(xkoJIMuecTBO)
II) BOCCTAHOBJIEHMS 3aTyxXallMX TEeKCTOB en. xp.
(koNMMuecTBO)
e) HeUCHPaBUMO MNOBPEXIEHHHX en. xp.
(koJIMuecTBO)
6. lVMeeTcs He BKJIOUEHHBIX B OINWCHU en. xp.
(koMmMuecTBO)
7. VToro moO ImaHHOMY (GOHIY (BKJIIOUEHHBIX M HE BKJIIOUEHHBIX B OINMUCH) ,
VMMe IMXCa B HaJIMUUM en. Xp.
(koJIMUecTBO)
8. XapakTepucCTHKa YCJIOBUM XpPaHEeHUS
[IpOBEPKY NPOUI3BOIOUIIM :
HammMveHOBaHMeE
IOOJIDXKHOCTEMN
PabOTHUKOB [Monnmcu PacumppoBKka NOINMCEN

dopmat A4 (210 x 297)



HamMveHnoBaHMe opraHM3alun

AKT YTBEPXIAI
N PykopomuTesnrs opraHM3alLumU
O TeXHUUeCKMX ommbrax [lononucse Pacumpporka
B YUYETHEIX IOOKYMEHTax Inonnmcum
ODaTa

®oHnO N

HazBauue ¢oHIa

B xome BEHIIOJIHEHUS OOHAPYXEHE TEeXHUUYEeCKUE
ommbKM B 3alMCHAX

Ha3BaHue AOKYMEHTa CyLLI,ECTByIOLLI,aﬂ 3anncb CJ'IEAVET 3anncaTb

1 2 3
B pesynbTatre KOJIMUECTBO E€OMHUIL XpaHeHMs YBEeJIUUNIIOCH (YMEHBUINMIIOCH )
Ha en. xp.

(umppamy, MOPONMUCEHIO)
[TprmMeyaHms :
HauMeHOBaHME IOJIKHOCTM paboTHMKA lNonnmuce Pacumpporka MNOANMUCHU

VI3MeHeHUd B YUYeTHBEIE IJOKYMEHTEI BHECEHEI

MpunoxkeHue N 4
K nn. 2.43, 3.15 lMpasun



HaumeHOBaHME OOJDKHOCTU

paboTHMKA apxmuBa [Monnuce PacumppoBka NOONUCHK
HauMeHOBaHMe OpTraHMU3aLUn
AKT YTBEPXIAI

N PyxoBommuTesb OpraHmM3alLmumn
06 OOHaApPyXeHUM IOKYMEHTOB Nognmuce Pacumpporka
(He oTHOCAmMXCA K IaHHOMY QOHZY, jatePasnizierzi
HEeyYUTEHHEIX)

DaTa
B xome
(Bo paboThl)
OOHAPYXEHO
(B donme, xpaHwnuie, paboueM IIOMEULIEHUN)

N n/n | 3aronosok ea. | LWudp (ecnm | KpaliHue aaTbl | Kosamyectso K Kakomy MpumeyaHua

Xp. ecTb) uncrtos doHay

(06bem, M6) OTHOCUTCSA
1 2 3 4 5 6 7

dopmat A4 (210 x 297 mm)

Mpunoxkenne N 5
K nn. 2.43, 3.15 lMpasun



Toro OOHaApyXeHO IOKYMEHTOB IOOKYMEHTOB
(umbdpaMm M HOPONMCHIO)

HamMeHOBaHME IOOJDKHOCTM PabOoTHUKA Mognuce Pacumbpporka nomnomcu
/I3aMeHeHMAa B y4YeTHBEe IOKYMEHTEl BHECEHH
HamMeHOBaHME IOOJIKHOCTU

paboTHMKA apxuBa llonnuce Pacumdpposka
jafedissizie)Zi

dopmat A4 (210 x 297 mm)

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

HamveHoBaHMe OpraHMn3alumn

AKT YTBEPXIAK

N PykoBomuresp opraHm3almumn
00 yTpaTe OOKYMEHTOB I[Nonmnmce Pacumpporka

IDOONMcCHU
DaTa
donnm N
(HazBaHMe QOoHIA)
B pesynepTare YCTAQHORBJIEHO OTCYyTCTBHMe B GoHIe

[IEePEeUYMCIIEHHEIX HMXE nes, NPpennprMHATEE AapXMBOM MEPH IO POS3BCKY Oell

[MOJIOXMUTEJILHEIX PEe3yJIbTaTOB He Hajiv, B CBA3M C UeM CUMTaeM BOSBMOXHEIM CHSATH C
yuera:



Nn/n| Onuce N | EA. xp. 3aronoBokK ea. xp. KpanHue patbl| Konuuyectso |[Mpeanonaraemble
N nnctos NPUYUHBI
(o6bem, M6) OTCYTCTBUSA
1 2 3 4 5 6 7
Toro en. XxXp.
(urdpaMrt ¥ HOPONUCHI)
ConepxaHme YTPadYeHHBIX JOKYMEHTOB MOXeT OBITH YaCTUUHO BOCIIOJIHEHO

cryliengyromyMmM eng. Xp. @

(HoMepa en.

HauMeHOBaHMe OOJIKHOCTU
PYKOBOOUTESS apxXuBa
(Muua, OTBETCTBEHHOTO 3a apXUB)

COTJIACOBAHO <*>
[IpoToxos 3K apxXMBHOTO ydYpexXIeHMS
oT N

VI3MeHeHUd B YUYeTHBEIE IJOKYMEHTEI BHECEHEI

HauMeHOBaHME OOJIKHOCTU
paboTHMKA apxXmMBa

¥ UX TPYIINOBHE 3aT'OJIOBKM)

Moonucse Pacumpporka nomnmcu
COTJIACOBAHO

[IpoToxos LSK (3K) opraHmuzaumuu

oT N

[loonmcsob Pacumpporka nomnmcu

<*>Ecnun He O6Ha|DY)KeHbI Aena NoCToOAHHOIo XpaHeHuA.

dopmat A4 (210 x 297 mm)

MpunoxkeHue N 7



HaumeHoBaHUE OopraHM3almmn

KAPTA-3AMECTUTEJIE IEJIA

Ilejio

(N u HasBaHUe)
Onmco

(N u HaszBaHUE)
QOHL

BelmaHO BO BpPEMEHHOE I10JIb30BaHME

(N 1 HasBaHUe)

(UuMTaJbHENM 3aJl) :

N @.1.0. nonb3osaTens [aTa Bblgaumn [ara Mognuce Mognuce
n/n BO3BpaTa | BblAABLUEro AeNno| MNoJyYyMBLUEro
neno
1 2 3 4 5 6

K nn. 2.47 Mpasun

dopmat A4 (210 x 297 mm)

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



JMCT-3ABEPUTEJIE IEJIA N

B mejie mNOOMMTO UM NIPOHYMEPOBAaHO JIMCTOB
(umbpaMy M NPONMUCHIO)

c N rno N
JIMTEPHEIE HOMepa JIMCTOB
[NPOINyILleHHEIE HOMepa JIMCTOB

+ JIMCTOB BHYTPEHHEM OINUCU

; B TOM 4YMCJIE:

Ocob6eHHOCTN GU3NYECKOTO COCTOAHUA U GOPMUPOBAHUA Aena Homepa nnctos

1 2

HavMeHOBaHME OOJIXHOCTU
paboTHMKAa lloanmchb Pacumpporka nNOONUCHK

IHaTa

dopmat A4 (210 x 297 mm)

MpunoxkeHune N 9
K n.2.47 Mpasun

HamMmeHOBaHME OpIraHMU3aLNN
JIMCT MCIIOJIB3OBAHUA IHOKYMEHTOB

oo N Onuce N Ilesio N

3aroJIOBOK Hejia




[ata Komy BblgaHo: XapaKTep ncnonb3oBaHmaA N Moanuce nnua,
MUCNonb3oB | pamunmsa, MHUUMANAbl | (KonMpoBaHWE, BbIMUCKM, | UCMOJIb30BaHHbI | MCMNOJIb30BABLUErO
aHus (pasbopumBo) npocmoTp) X JINCTOB aeno
1 2 3 4 5

dopmat A4 (210 x 297 mm)

MpunoxkeHue N 10
K n. 2.46 Mpasun

HammveHnoBaHMe oOpraHn3alumn
AKT

N
O BBRIIAQUYE IHO€JI BO BPEMEHHOE II0JIb30BaHME

(HaMMeHOBaHMEe OopTraHM3aluun,
ee azjpec, MNOYTOBLIM MHIEKC)

OcHOBaHMe

I1a Kakoy LenM BeHIOaTCA en. xp. u3 donma N

(HazBaHMe QOHIAa)

KpaliHne | Kosnuyectso nUCTOB, MpumevaHue

dopmaT (06beMm,

N n/n |Onuce N| Ea. xp. | 3aronioBok ea,
N Xp. [aTbl




M®6)

Bcero BreImaeTcsda

€n. Xp.,

CPOK BO3BpalleHUs

(urdpaMr ¥ HOPONMUCHI)

HDena BBIIAHEI B YHONOPSAIOOYEHHOM COCTOSHWUM, [OOWUMTHE, B OOJIOXKAX, C

IPOHYMEPOBAHHEIMY JIMCTAMU U
MonyuaTesab, o00ga3yeTcd

IOJIb30BaHMe, I[IOCTOPOHHUM
CIIpaBoOK, He nyOJIMKOBATH
mena.

MonmyuaTesas, o00ga3yeTcs
aKTe CpoK.

3aBEPUTEJIbHEMY HAONMCAMM.

He I[penoCTaBJIATbL Jejla, [OJIydeHHBIe BO BPEMEHHOE
JauiiaM, He BBEOaBaTh IO HMM KOMNMM, BHIMCOK U
IOOKYMEHTE 0e3 pas3pelleHrsa OopraHm3aluy, BHIOABILIEN

BEPHYTH neJla B apXmMB OpTraHM3alMM B yKaBaHHHﬁ B

IonnyuaTesb npenylripexneH [e]e} OTBETCTBEHHOCTHM IIO0O 3BaKOHY B CJlydae YyTpaTel

MJiyL IIOBPEeXIOEeHUA IIOJIYYEeHHBIX

HammMeHOBaHMe IOOJIKHOCTU
PYKOBOIMTEJA OpraHM3alun,
BBHLIAKIEN IeJia

[Moonucse Pacumpporka
NOONMUCHU

TaTa
[leyaTe oOpraHM3aLUMU

BO BpeMeHHOe II0JIb30OBaHMe IeJl.

HammMeHOBaHMe IOOJIXKHOCTU
PYyKOBOIOUTEJA
opraHMs3aluM-IoJydaTesid

[Mopnucse Pacumpporka
NOONMUCHU

TaTa
[leyaTe oOpraHM3aLUMU

MpoaonxeHue npunoxxeHuna N 10
K n. 2.46 Mpasun

dopmat A4 (210 x 297 mm)



Mpunoxkenne N 11
K nn. 3.6, 3.15 MNpasun

(HaMMeHOBaHMEe OopI'aHM3aLuM)

(HaB3BaHKE apxMBa OpIaHM3aALUM)

KHUT'A
ydeTa NOCTYIJIEHMA U BHOETUA OeJl, HOKYMEHTOB

Tom N
HauartT
OKOHUEeH
dopmat A3 (297 x 420 mm)
MpoaonxkeHne npmunoxerHna N 11
K nn. 3.6, 3.15 lMpasun
N [ata HanmeHoBaHne | HaumeHos | HasBa oAbl Bua MocTynneHne onncaHHbIX | BblbbITMe onncaHHbIX | HeonucaHHbIX | Mpumey
n/n | noctynn opraHmsauumu aHue, HUe U | NOCTYNUB | HOCUTE OOKYMEHTOB OOKYMEHTOB aen, aHue
eHmA U (cTpyKTYpHOTO HOMEp U | HOMe | WKuxX uam | na <*> OOKYMEHTOB,
BbIBbITU | NoApasaeneHus, fata p BbIObIBLL Konunuectso ea. xp. Konnuectso ea. xp. JINCTOB
A /ML, apxmBa), OT | AOKYMeHTa | GOoHA, nx
AOKyMe KOTOPOM . no a LOKYMEH nocTon | BpemeH no nocTo |Bpeme| no | nocTy | BbibbI
HTOB noctynuau (Mam | Kotopomy TOB Mo HHOTO HOFO | IMYHO | AHHOT | HHOTO | IMYHO | NUAO |  No
BblObIN) nocTynuau onucu XpaHeH | (csblwe | My o (cBbiw | my
[OKYMEHTbI U na 10 net) | coctaB | xpaHe | e 10 |cocTas
BbIObIN y Hua | neT) y
OOKYMEHT




bl

1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16
NToro B TOony TIOCTYIIMIIO en. xXp., B TOM uUMCJIe: Ha
(umdpaMrt ¥ HOPONUCHI)
OyMaxHOM HoOCHUTEJe , BJIEKTPOHHEIX ,
(umdpaMy M MNPONMUCHIO) (umdpaMy M MNPONMCHIO)

ayOMOIOKYMEHTOB , BUIEOINOKYMEHTOB .
(umdpaMyt ¥ HOPONMUCHI) (urdpaMrt ¥ OPONUCHI)
IOKAa3EBAlnTCA pas3IelibHO MTOT'OBBEe IaHHBEe O I'padam 8, 9, 10, 14 xHUTHU;
BEIOBLITO en. xp., B TOM uMcCJie: Ha OyMaxXHOM HOCUTeJE
(umdpaMy M MOPONMUCHIO)

y DSJIEKTPOHHEIX

(umdpaMrt ¥ HOPONUCHI) (umdpaMrt ¥ HOPONUCHI)
AyIMOOOKYMEHTOB , BUIOEOIOKYMEHTOB .
(umbpaMy M MNPONMCHIO) (umbpaMy M MNPONMCHIO)
IOKASBEIBATCA pPasmelJIbHO MTOTOBHBE IaHHBE 1o rpadbam 11, 12, 13, 15.

HauMveHOBaHMe OOJIXHOCTM JIMLE,
COCTaBMBIIET'O MTOTI'OBYI I'OOOBYIO 3allMMChb [ognuce Pacmm@pOBKa rnogrmcum

HammeHoOBaHMe IOOJIKHOCTM PyKOBOIOMTEJA apxmusBa lloOnmchb Pacumpporka nomnmcu
(MMila, OTBETCTBEHHOTO 3a apxXUB)

IHaTa

<*> B rpade yKasbiBaeTtca Bua Hocutena (bH - 4oKymeHTbl Ha BymaxkHOM HocuTene, I/ - 3SNeKTPOHHbIE 4OKYMEHTbI).

dopmat A3 (297 x 420 mm)



HamveHoOBaHMe opraHM3alun

CIIMCOK SOHIOB

ToMm N

Hauat

OKOHUEH

N [ata nepsoro | HasBaHue poHaa OTmeTKa 0 BbIbbITUK POHAA MpumevaHne
¢boHaa nocTynieHus
LOKYMEHTOB Kyza Bbi6bin Hdataun N
doHaa OOKYMEHTa, Ha
OCHOBaHUM
KOTOpPOTo BbIbbIA
1 2 3 4 5 6
Ha 01.01.  roma B CHMCOK BKJIOYUEHE GOHIEI C N mo N
"3 CIIMCKa MCKIIIOYEeHEL @OHHBI c N no N .
Bcero XpaHnuTcd B apXumBe @)OH,JIOB, M3 HUX:

(umdpaMm ¥ HOPONMCEHI)
comepxaT oco0O0 lLieHHBEIE IeJa.

(umdpaMmt M HOPONMCEI)

MpunoxkeHne N 12
K nn. 3.6, 3.15 MNMpasun

dopmat A4 (210 x 297 mm)

MpogonxeHune npuaoxkeHma N 12
K nn. 3.6, 3.15 Npasun



HomMepa cBOOOOHEE:

Homepa BHOHIBUIME (I[IepelaHHBE) :

HamMeHOBaHMe OOJIXKHOCTU

paboTHMKA apxMBa, COCTABUBIIEIO

TOOOBYI MTOTOBYI 3alllChb Iloomnmce PacumppoBka NOONUCK
HamMeHOBaHMe OOJIXKHOCTU

PYKOBOOUTEJNA apxuba

(Mmua, OTBETCTBEHHOT'O 3a apxXuB) [Momnnmce PacumppoBka NOONUCK

HaTa

dopmat A4 (210 x 297 mm)

MpunoxkeHune N 13
K nn. 3.6, 3.15 lMpasun

JMCT SOHIA N

(MecToHaxoxnmeHmue dboHIa (IaTa nDepBOI'O NOCTYILJIEHUSA
(HaMMeHOBaHMEe oOopTraHmM3auuny, IOOKYMEHTOB QoHIa)
TOe xpaHuTcsa GoHn) )

KpaiHue aatbl KaXKAoro HasBaHuMs HassaHue poHaa
doHAa

1 2




1. YueT HeONMCAaHHEX JOKYMEHTOB

Jata | HasaHue, N 1 gata 4OKYMEHTa, MNoctynaeHune BbibbITHE Hannuune
3anucum Nno KOTOPOMY NOCTYNWUAN UNU (octaTok)
BbIObIAN OOKYMEHTbI
Konunuect | KpaitHue | Konnyect | KpaliHue Bcero gen
BO Aen Aatbl BO Aen haTtol
1 2 3 4 5 6 7

2. YueT ONMCAHHEIX IOKYMEHTOB

Hdata | Homep lon HaseaH | Moctyn BbibbITHE Hanuuue (octatok)
3anucu | onucwu ne uno eg.
nen onucu Xp. Konnue | OcHoBa | B Tom umncne no | Konunue B Tom umncne:
Wi cTBo ef.| Hue onucam, CTBO ef,
T
(HasBaH N N
AOKymeE e Konnue | KpaiHun M3 HUX NO KOAnYe | KpaHu
HTOB p,aTa’ N CTBO e4. | e AaTbl onucam, CTBO e4. | e aatbl
7’
Xp. en. xp. TBEPXKAEHHbIM Xp.
LOKyMe p - Xp. | yTBEPXKA, p
3NK
HTa)
Konnue | KpaiiHu Konnye | KpaiHu
CTBO e4. | e aatbl CTBO e4. | e Aaatbl
Xp. Xp.
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16

dopmat A4 (210 x 297 mm)



HamveHnoBaHMe OpTraHM3aumnm

YTBEPXIAI

dounm N Pyxkopomuresb OpraHM3aluMU
[Homnmcse PacumppoBkra
OIlNChH N in{ePiinizier’s
OeJl IOCTOAHHOI'O XPaHeHMA HaTa
3a ron
N n/n MHpaeKc gena 3aronoBoOK Aena KpaitHne aatbl Konunuectso MpumeyvaHue
JINCTOB
1 2 4 5 6
Ha3BaHue pa3gena
B HmaHHEI pas3desyl ONMCKM BHECEHO neJ,

c N

JIMTEPHBIE HOMEpa:

(umbpaMy M MNPONMUCHIO)

IIPOIIyLIeHHEIE HOMeEepa:

HammMeHOBaHME IOOJIKHOCTU
COoCTaBUTENIA OIUCHU

HamMeHOBaHME HOOJDKHOCTU
PYKOBOIMUTEJNA apxuBa

(Muia, OTBETCTBEHHOTO 3a ApPXWUB)

no N , B TOM UMCJIE:
Moonmce PacumppoBka nomnmucu
[lomnmcob PacumppoBka nomnmcu

MpunoxkeHue N 14
K nn. 3.6, 5.5 Mpasun



COTJIACOBAHO YTBEPXIEHO

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

dopmat A4 (210 x 297 mm)

Mpunoxkenue N 15
K nn. 3.6, 5.5 MNpasun

HamMeHOBaHMEe OpTraHM3alumu YTBEPXIA

®oHnm N PykopomomuTesib OpraHU3aLUN
OIlCh N [Momnmce Pacumpporka
Oejl IO JIMYHOMY COCTaBy nonnmucu
3a ron HaTa
N n/n UHpeKc 3aronoBok KpaitHne CpoK xpaHeHusa Konunyectso MpumeyaHu
Aena Aena AaTbl INCTOB e
1 2 3 4 5 6 7
B DaHHEM pas3Iejl ONMCKM BHECEHO nei,
(umppaMm ¥ MIPONUCEHIO)

c N no N , B TOM UMCJIE:

JIMTEpPHBEIE HOMEepa:
[IPOIlylIEHHEIE HOMEPaA:

HaumeHOBaHME OOJIDKHOCTU




cocTaBUTEeJId OIIMCU Mognuch PaCLLIM(I)pOBKa rnogrnmcum

HamMeHOBaHMe OOJIXKHOCTU
PYKOBOOMTEJNIA apxuBa (Jaula,

OTBETCTBEHHOTO 3a apPXUB) [Mopnuce Pacumbporka nomnmucu
COTJIACOBAHO COTJIACOBAHO
[IpoTokos IOK (39K) opraHu3aumum [IpoTokoJ 3K apxXMBHOTO yUYpeXxIeHMS
oT N oT N
dopmat A4 (210 x 297 mm)
MpunoxkeHue N 16
K nn. 3.6, 5.5 MNpasun
HamMveHOBaHMe opraHM3aLun YTBEPXIAIO
donnm N PykoBomuTesb OpraHM3alnn
OIlCh N [Momnmce Pacumpporka
nesl BpeMeHHEX (cBomie 10 JeT) [NOONNCH
CPOKOB XpPaHEeHUS HOaTa
3a Ton
N n/n NHAaekc 3aronoBok gena | KpanHue gatol | CpoK XpaHeHus Konunyectso | MpumeyaHu
Aena JINCTOB e
1 2 3 4 5 6 7

B ImaHHE pas3lejl ONMCY BHECEHO neJ,




c N

JINTEPHEIE HOMEpPa:

(umndpamm

¥ MNPONMCBI)

[IPOIIylEeHHEIE HOMEPaA:

HammeHOBaHME HOOJDKHOCTU
cocTaBUTEeJId OIIMCU

HamMeHOBaHMe OOJIXKHOCTU
PYKOBOOMTENA apxuba (iamuua,
OTBETCTBEHHOT'O 3a apPXUB)

COT'JIACOBAHO
IpoToxos L3K (32K) opraHuzaumuu
oT N

HamveHoBaHMe OpraHMn3alumn

no N , B TOM UMCJIE:
[Moonmcse PacumppoBka nomnmcu
Moonuce Pacumpporka nomnmcu

YTBEPXIAI

®oHng N PyxoBomomuTesib OpTraHM3alun
Illomnuce PacumppoBka

OIMCh N [IOONMCHU

SJIEKTPOHHBEIX HNeJjl, IOOKYMEHTOB ﬂaTa

IIOCTOAHHOTI'O XpPaHeHMA

3a Ion

N n/n MHpaeKkc gena 3aronoBoOK Agena KpaiHue aaTbl 06bem, M6 MpumeyvaHua
1 2 3 4 5 6

dopmat A4 (210 x 297 mm)

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



B IaHHBIM pasnej ONMCK BHECEHO nen,
(umbpaMy M NPONMCHIO)

c N no N .
(urdpaMy M HOPONMCHIO) (ubdpaMm M HOPONMUCHIO)

obBeMOM M6.

HamMmeHOBaHME OOJIKHOCTU

cocTaBUTEJIA OINUCU Moonuce Pacumpporka nomnmcu

HavMeHOBaHMe OOJIXHOCTU

PYKOBOOMTENA apxuba (namuua,

OTBETCTBEHHOTO 3a apxuB) lloanmchb PacumppoBka nNOONUCHK

COTJIACOBAHO YTBEPXIEHO

IpoToxon L3K (32K) opraHuzaumum

[IpoToxkost 3K apxXMBHOTO yYpexXIeHMS

oT N oT N

IIPMIJIOXEHME K OIIMCU N

BJIEKTPOHHEIX IeJl, OOKYMEHTOB

IIOCTOAHHOTO XPAaHEeHUHA

3a infedit

PeecTp IOOKYMEHTOB (KOHTEMHEePOR DJIEKTPOHHEIX IOKYMEHTOB) 3JIEKTPOHHOI'O Heja:
<*>

N en. xp. o onmcm

VMHomexkc @pmeJia

dopmat A4 (210 x 297 mm)

MpoaonxeHue npunoxxenna N 17
K nn. 3.6, 4.19, 5.5 Mpasun



3aroJIOBOK Hejia

Jara Per. N HanmeHoBaHWe fOKYMeEHTA O6bem, M6 MpumeyvaHua
OOKyMeHTa OOKYMEHTa
1 2 3 4 5
HamMeHOBaHMEe IOOJIKHOCTHU
cocTaBUTEJIA ONUCU Moonuce Pacumpporka nomnmcu

<*>COUGBHH€WHHaKaHAOGBHEMDOHHOGAeﬂQ

HamMeHOBaHMEe OpTraHM3alumu
®oHno N

OIlCh N

SJIEKTPOHHHIX IeJl, HOOKYMEHTOB
BpeMeHHHX (cBblne 10 jeT)
CPOKOB XpPaHEeHUS

3a ron

YTBEPXIAIO

PykopomuTesib OpraHM3alLUMU
INlomnuce PacumppoBka

MNOINNCHU
ITaTa

N n/n | MHaekc 3aronoBoOK Agena

KpanHue

Cpok O6bem, M6 | MpumeyaHus

dopmat A4 (210 x 297 mm)

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



Aena AaTbl XpPaHeHUA

1 2 3 4 5 6 7
B IaHHBIM pasnej ONMUCK BHECEHO nen,
c N rno N

(umdpaMy M NPONMUCHIO) (udpaMy M MNPONMCHIO)

obBbeMOM M6 .
HammeHOBaHME OOJIXKHOCTU
COCTaBUTEJNIA ONUCU lloanmchb Pacumpporka NOONUCHK
HavMeHOBaHME OOJIXHOCTU
PYKOBOOMTENA apxuba (amuua,
OTBETCTBEHHOT'O 3a apxuB) lloanmchb Pacumpporka NOONUCHK

COTIJIACOBAHO

IpoToxos L3K (3K) opraHuzaumuu
oT N

[IPVMJIOXEHVE K OIMCU N
BJIEKTPOHHEIX IeJl BPEMEeHHBIX
(cerme 10 Jj1eT) CPOKOB XPaHEHUA
3a ron

dopmat A4 (210 x 297 mm)

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



PeecTp HOOKYMEHTOB (KOHTEMHEPOB DJIEKTPOHHEIX INOKYMEHTOB) 3JIEKTPOHHOI'O Ieja:
<E>

N en. xp. O onmcm Vumexkc zpmera
3aroJIoBOK Heja

JaTta Per. N HanvmeHoBaHMe AOKYyMeEHTa O6bem, M6 MpnmevaHua

AOKYMEHTa AOOKYMEHTa

1 2 3 4 5

HamMveHOBaHMEe OOJIXKHOCTU

cocCcTaBUTEJIA OIIMUCU [Mognuce PaCMM@pOBKa rnogrmcum

<*> CocTaBNAETCA HAa KaXA0e 3/1eKTPOHHOE Aefo.

HammMveHoBaHMe opraHmM3alum
PEECTP OIMCEMN

Hauart

OKOHUEH

dopmat A4 (210 x 297 mm)

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



N N N Ha3BaHue Konunyectso gen B onucu Kpaiinu | Konnue | Konnyec | Mpume
n/n ¢0H,u,a onuncunm onumcum € AaThbl CTBO TBO YaHune
MOCTOAH | BpEMEHHO no nucToB | akzemnn
HOro | ro (ceblwe | AMYHOMY Bonucu| sApos
XpaHeHnu | 10 nerT) cocrasy onvcu
A XpaHeHusA
1 2 3 4 5 6 7 8 9 10 11
Bcero xXpaHUTCsa B apxuBe OmnMcCeMr, u3 HUX
(umbpaMy M MNPONMUCHIO)
IIOCTOAHHOTI'O XpaHeHMF[ ’
(umbpaMy M MNPONMUCHIO)
BPEMEHHOTO xpaHeHusa (ceene 10 jeT) ,
(umbdpaMy ¥ OPONUCHIO)
10 JINYHOMY COCTaBYy ,
(umbpaMy M MNPONMUCHIO)
B TOM UYMCJIe [NOCTYyNMJIO B rony onuceun
(umbdpaMy ¥ OPONMUCHIO)
B TOM 4YMCJIe BHIOBIJIO B Tonmy onmucem
(umbpaMy M MNPONMUCHIO)

HammMeHOBaHME IOOJDKHOCTHM pPabOoTHUKA
apxuBa oOpraHM3aluy, COCTaBUBIIEIO
peecTp onucen [omnmce Pacumpporka nomnmcu
MOONMCU
HammMeHOBaHME IOOJIKHOCTU
PYKOBOOMTENA apxuba (amuua,
OTBETCTBEHHOT'O 3a apxUuB) Ionnmuce PacumppoBKa IOIANMUCU

MNOIONNCHU

®dopmat A4 (210 x 297 mm)

MpogonxkeHne npunoxexHna N 19
Knn. 3.6, 3.11, 3.15 Mpasun



ITaTa

YTBEPXIAIO

PykoBOoIMUTeJIb OpIT'aHM3aLUM,
nepenamumey ITOKYMEHTE

[omnmcse Pacumpporka
nfePiinizier’s
IaTa [leuaTs
AKT
N

npueMa-rnepenauy apXMBHBIX
IOOKYMEHTOB Ha XpaHeHUue

YTBEPXIAIO

PykoBOoIMUTeJIb OpIT'aHM3aLUM,
IpUHUManIey ITOKYyMEeHTE

[omnmcse Pacumpporka
NOONNUCH
IlaTa
[leuaTsb

(OCHOBaHME Iepenadn)

(HaBBaHMe InepernaBaeMoro GoHIa)

cmaj,

(Ha3BaHMe opraHu3auuu,

a

nepenamnumey ITOKYMEeHTEH)

IPMHAII

(Ha3BaHMEe OpTraHMB3aUUM IPMHMMAKIEY TOKYMEHTEH)
IOOKYMEHTE Ha3BaHHOTO GOHIA M HAYUYHO-CIPABOUHBIM allapaT K HUM:

N n/n HasBaHue, Homep onucu

Konunyectso Konnuyectso ea. | lMpumedvaHua

dopmat A4 (210 x 297 mm)

MpunoxkeHue N 20
K n. 3.15 Mpasun



9K3emMnaiApoB onncu Xp

1 2 3 4 5
VTOoro HOpMHATO en. xXp.
[lepenmauy NOPOUBBEJIN: [lpyeM NpoOM3BEJIN:

JIOJIXHOCTB Iloonmce Pacumpporka JOJIXHOCTB Iloonmce Pacumpporka
NOONNCU NOONNCU
HaTa HaTa

douny npmcBoeH N

VIBMEHEHMA B YyUYETHBEE JOKYMEHTE BHECEHEH.
JOJIXHOCTB I[Toonuce PacumppoBka NOONUCK

IHaTa

dopmat A4 (210 x 297 mm)

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

HamMveHOBaHMe opraHmM3alum

AKT YTBEPXIA
N PykoBomuTesp opraHmM3alLumu
O BBIIEJIEHUM K YHUUTOXEHUIO




APXUBHBEIX IOOKYMEHTOB, Iloomnmce Pacumpporkra
He [nonJjiexalux XpaHeHMIO MIOONMCHU
ODaTa

Ha ocHoBaHum

(Ha3BaHMEe U BEIXOOHBIE IaHHEE IIepedHd OOKYMEHTOB C YyKa3aHUeM

CPOKOB MX XPaHEHUH)
OoTOBOPAaHH K YHMUTOXEHMIO KakK He MKMellMe HayJYHO-MCTOPMYUECKOM LEeHHOCTU U
yTpaTuBILME NPaKTUUECKOE 3BHAUeHMEe IOKyMeHTH ¢GoHma N

(HazBaHMe QOHIA)

N 3aronoBoOK gena oAbl Homep Homep ea. | Konnuect Cpoku Mpumeya
n/n | (rpynnoBsoit 3aronosok onucu Xp. no BO ef. XpaHeHUA n Hue
[OKYMEHTOB) <*> onucum Xp. HOoMmepa cTaTel
no nepevHto

1 2 3 4 5 6 7




NToro en. xXp. 3a TOOBL.
(undpaMm ¥ MOPONMCHI)
Onmcu meji NOCTOAHHOTO XPaHeHMA 3a ronel yTBepxneHel JIIK

(HaMMEeHOBaHME APXUBHOTO YUYPEXIEHMUS)
(mpoTokKOJ OT N )

HauMeHOBaHME IOJIKHOCTU
PYyKOBOOUTEJNSA apxmupa (Imua,

OTBETCTBEHHOTO 3a apXUB) [lopnuce Pacumbpporka nomgnmucu
COTJIACOBAHO

[Iporokosi ISK (9K) opraHmzaumum

oT N

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

MpopgonxenHune npunoxeHmna N 21
kK nn. 3.15,4.11, 4.13 MNMpasun

JOKYMEHTEl B KOJIMUECTBE en. Xp.:
— Ha 6yMaXHOM HOCHUTeJIe BeCOM KI' CHOaHEI
Ha YHUYTOXEHUE;

— Ha DJIEKTPOHHOM HOCHUTEJIE€ CIOaHBl Ha YHUUYTOXEHNME

(cmoco® yHMUTOXEHMUS)

HavMeHOBaHME OOJIXKHOCTU pPabOTHMKAE,
CHaBIIErO OOKYMEHTEL [loonucso Pacumdpporka NOONMUCH

IDaTa

VIBMEHEHMA B YyUETHBEE IOKYMEHTEl BHECEHEH.
HamMeHOBaHME HOOJDKHOCTHU paboTHMKA
apxmBa, BHECWEIO M3MEHEHUA

B Y4YE€THBEIE IOOKYMEHTEI [lopnuce PaCMM@pOBKa InoOrnmcm

IDaTa

dopmat A4 (210 x 297 mm)



HamMveHnoBaHMe opraHM3alun

AKT

N

O HeUMCIIPaBMMEIX TIOBPEXIEHUMAX
APXVBHEIX ITOKYMEHTOB

B boHme oOOHapyXeHH HOOKYMEHTH,

®oHno N

YTBEPXIAIO

PykoBomuTesis opraHmM3alLumu

[Momnmcse Pacumpporka
NOONNUCH

ODaTa

(HazBaHMe QoHIAa)

IIPVM3HAHHEIE HENMCIIPABMMO IIOBPEXIESHHBIMN

N Onucb | Eg. xp. N 3aron0BoK KpaitHue patbl Konunyectso CywHoCTb 1
n/n N NoBpeXAEeHHbIX ea. Xp. nuctos (06bem, NPUYUHbI
M6) noBpeXKaeHus
1 2 3 4 5 6 7

MpunokeHue N 22
K n. 3.15 Mpasun



VToT0o OOHAPYXEHO HEUCIPaBUMO NOBPEXIEHHHX

en. xp.
(umdpaMm M MOPONMCHI)
[lepeuncrieHHEE €. XP. NOOJeXaT CIMCaHMIO BBULY:
HamvMeHOBaHME OOJIXKHOCTU
PYKOBOOMTEJIA apxmupa (Jjamuua,
OTBETCTBEHHOT'O 3a apxXuB) [lopnuce Pacumbporka nomgnmucu
COTJIACOBAHO COTJIACOBAHO <*>
[Iporokos LOK (32K) opraHmsauum [IpoTrokost JIK apxXMBHOTO yUpeXIeHUA
oT N oT N
V/IsMeHeHra B y4YeTHHE NOKYMEHTH apXMBa BHECEHH.
HamMeHOBaHME OOJDKHOCTU
paboTHMKA, BHeCIeIrO M3MEeHEeHMA
B y4YeTHEE IOOKYMEHTEHL [Momnuce Pacumpporka nOoOnmUCH

IDaTa

dopmat A4 (210 x 297 mm)

<*> [1nA NOKYMEHTOB, BK/IIOYEHHbIX B cocTaB ApxmBHoro ¢oHaa Poccuiickoi deaepaumu.



HamMveHnoBaHMe opraHM3alun

HaumeHoBaHUE CTPYKTYPHOI'O

nmompasnesieHnsd
OINCh N
el
N MHaekc 3aros10BOK Aena KpailtHue gatbl Cpok Konunyectso | MNpumeyaHue
n/n aena XpaHeHunsa JINCTOB
<*>
1 2 3 4 5 6 7

HasBaHue pasgena

B maHHYI ONMCBH BHECEHO

neJi

c N

JIMTEePHBIE HOMepa:

(umdpaMm M OPONMCHI)

no N

, B TOM UMCJIE:

IIPOoIIylleHHEIe HOMepa:

HammMeHOBaHME IOOJIKHOCTU
PYKOBOIOUTEJA CTPYKTYPHOTO
nogpasnejyieHus

COTIJIACOBAHO
HammMeHOBaHME IOOJIKHOCTU

pykoBoOuTessa CJyx0Oer JOY

INoonmce Pacumpporka

INoomnmce

Pacumpporka nomnmucu
COTJIACOBAHO <**>
[IpoToxon 3K CTPYyKTYpPHOITO

noapasneseHns

oT N

MpunorkeHune N 23
Knn.4.11, 4.31 Mpasun



loonucu

IlaTa



<*> 'pada onyckaeTcA B ONMUCKU Aesl NOCTOAHHOTO CPOKA XPaHEHMS.
<**> Mpu Hannumm K CTPYKTYpHOro noapasaeneHus.

MpoaonxkeHune npunoxerHna N 23
Kk nn.4.11, 4.31 Mpasun

[lepenan
nei

(umbpaMy M MOPONMUCHIO)
n PETUCTPALMOHHO-KOHTPOJIBHEIX KAPTOTEK K IOOKYMEeHTaM.
(undppaMm ¥ MOPONMCHIO)

HamMeHOBaHME IOJDXKHOCTM paboTHMKA

CTPYKTYPHOT'O NOoIpasIelieHUs [loanucob PacumdpoBKa NOIOIMUCU

[IpuuAan neJt
(undpaMm M OPONUCHIO)

u PETUCTPALMOHHO-KOHTPOJIbHEIX

(undpamMm M OPONUCHIO)
KapTOTEK K IOKYMEeHTaM.

HayMeHOBaHME IOJDKHOCTU
paBoTHMKA apxuBa lNomnuce PacumdppoBKa IOONUCK

IDaTa

dopmat A4 (210 x 297 mm)



MpunoxkeHue N 24
Knn.4.11, 4.31 Mpasun

HamMveHnoBaHMe opraHM3alun

®oHng N

OINMChb N
BJIEKTPOHHEIX IeJl, IOOKYMEHTOB

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

HanmeHoBaHue pasgena

B maHHEIL pas3desl ONMCU BHECEHO nes,
(umbdpaMy ¥ OPONMUCHIO)

c N no N

obBEMOM M6 .

HammMeHOBaHMEe IOOJIKHOCTU
PYKOBOINUTEJIA CTPYKTYPHOTIO

nompasnesyieHnd [Noonmce PacumppoBka nonnmucu
JaTa

COTJIACOBAHO COTJIACOBAHO <**>
HauMeHOBaHMe OOJIXKHOCTU [lpoToxosi 3K CTPYKTYPHOTO
pykoBomomuTessa CJyx0Oer I0OY nompasnesyieHus

[oponucse PacumppoBxa oT N

lNopnucu



DaTa

<*> [pada onyckaeTca B ONMCK AeN NOCTOAHHOTO CPOKa XPaHeHMS.
<**> Mpun Hannumm K CTPYKTYPHOrO NoapasaeneHus.

MpopgonxeHue npunoxeHna N 24
Kk nn.4.11, 4.31 Mpasun

[lepenan
nen
(umdpaMm M MOPONMCHIO)
n PETUCTPALMOHHO-KOHTPOJIBHEIX KAapTOTEK K IOKyMeHTaM,
(umbpaMy M NOPONMUCHIO)
00BEMOM M6 .
HamMeHOBaHME HOOJDKHOCTHU paboTHMKA
CTPYKTYPHOI'O NOIpaslesieHUs [loonuce PacumppoBka NOONMUCHU
[MprHAan neJt
(undpaMm M OPONUCHIO)
n PETUCTPALMOHHO-KOHTPOJIbHBIX
(umdpaMm ¥ NOPONMUCHI)
KapTOTEeK K IOOKyMeHTaM, OO0BeMOM M6 .
HamMeHOBaHME IHOOJDKHOCTU
paboTHMKA apxXMUBa [lonnmce PacumppoBKka NOONMUCHU

IDaTa

dopmat A4 (210 x 297 mm)



NPVWJIOXEHME K OIMCU N
BJIEKTPOHHHEX IeJl, HOOKYMEHTOB

PeecTp HOOKYMEHTOB (KOHTEMHEPOB D3JIEKTPOHHEIX INOKYMEHTOB) SJIEKTPOHHOTO IeJa:
<* >
N em. xp. no onmcu unmexc gpeJia

3aroJIOBOK mejia

Jata Per.N HanvmeHoBaHMe AOKYyMEHTA O6bem, M6 MpumeyaHua
OOKyMeHTa OOKyMeHTa
1 2 3 4 5

HammMeHOBaHMEe IOOJIKHOCTU
cocTapuUTeNIgd ONUCHU INopnmce

CocTaBnseTca Ha KaXgoe 3N1eKTPoHHOoe Aeno.

HamMveHOBaHMe opraHmM3alum

PacumrbppoBka HOOIUCU

MpogonxkeHne npunoxerHna N 24
Knn.4.11, 4.31 Mpasun

dopmat A4 (210 x 297 mm)

MpunoxkeHune N 25
K n.4.18 Mpasun



HOMEHKJIATYPA IIEJ YTBEPXIAR
PyKOBOHMTeHb OpraHMn3alumnumn

Ha Ton [Homnmce Pacumbpporka

noOnncm
IDaTa
NHaeKkc 3aronoBokK gena Konnyectso | CpoK XxpaHeHuA U MpumevaHue
aena aen N ctaTtbu no
nepeyHo
1 2 3 4 5

Ha33aHmepa3Aena

HavMeHOBaHMe OOJIXHOCTU
pykoBOOMUTENA CJyX0Oel JOY
opTraHu3auum

Busza PyKOBOIOUTEJIA apXMBa

(Muua, OTBETCTBEHHOTO 3a aApXUB)

COT'JIACOBAHO

[IpoToxos L3K (3K)
oT N

Ioonmce

PacumdppoBka OOOIUCU

COTJIACOBAHO

[IpoToxos 3K apxXMBHOTO ydYpexXIeHMS

oT

N

ToroBas 3alMCb O KATETOPMAX M KOJMUeCTBe IeJl,
Tony B OpTraHM3aluu

3aBEeIEeHHBEIX B

MpogonxkeHne npunoxeHna N 25
K n.4.18 Mpasun



Mo cpoKam xpaHeHUA Bcero

B Tom uuncne:

nepexoaaLLmnx ¢ otmeTKom "IMK"

3 4

MocTosiHHOrO

BpemeHHoro (cBbiwe 10 ner)

BpemeHHoro (o 10 net
BK/HOYUTESIbHO)

UTOrO:

HauMeHOBaHME OOJDKHOCTU
pykoBOOMUTENA CJyX0Op JOY Mognmce

IlaTa
ToroBEHIE CBEIEHMA I[EPEIaHbEl B aAPXUB.

HamMveHOBaHMe OOJDKHOCTM JIMLla,
repenapmero CBelOeHMA [Topgnuce

IHaTa

HaumveHOBaHUE OpraHMn3almn

PacumppoBka NOONUCK

PacumppoBka NOONUCK

dopmat A4 (210 x 297 mm)

MpunoxkeHue N 26
K n.4.18 Mpasun



HaumeHoBaHUE CTPYKTYPHOI'O
nmompasnesieHnd

HOMEHKJIATYPA JEJI

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

HasBaHue pasgena




HamMeHOBaHME IOOJDKHOCTU
PYKOBOIUTEJIA CTPYKTYPHOTI'O
nogpasnelieHnsa [onnmce PacumppoBka NOONMUCHK

TaTa

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

oT N

dopmat A4 (210 x 297 mm)

<*> K HOMeHKnaType Oen CTPYKTYpHOro nogpasgeneHus Mo OKOHYaHWWM KajneHAapHoro roaa
COCTaB/IAETCA UTOrOBaA 3annch No Gopme, yKasaHHOM B NpunoxeHumn 25, n genaetca otmeTKa o nepegaye
WTOrOBbIX CBeAEHMI B cNyK6y [OY opraHmsaumm.

<**> Mpu Hannumm K CTPYKTYpHOro noapasgeneHus.

MpunnoxkeHne N 27
Knn.4.19,4.21 MNMpasun

BHYTPEHHAA OIIMCH
IOKYMEHTOBR nejia N

N n/n | Perncrpau, JaTta 3aroN0BOK AOKYMEHTA Homepa nucros MpnmeyvaHu
WOHHbIA | AOKYMEHTa aena e
NHAEKC
OOKYMeHTa
1 2 3 4 5 6
NToro IJOKYMEHTOB .

(umdpaMm M NOPONMUCHIO)

KomnuecTBO JIMCTOB BHyTpeHHeﬁ oInncu

(umdpaMm M MNPONMCEIO)
HavMeHOBaHME IOOJIXKHOCTM JMLIa,
COCTaBMBUIETO BHYTPEHHIK OIMCH

IOIOKYMEHTOB Iejia [Nomnmce PacumppoBkra NOONMUCHK

DaTa

dopmat A4 (210 x 297 mm)



MpnnoxkeHne N 28
K nn. 4.19, 4.24 Mpasun

(HaMMeHOBaHMEe T'OCYIHapCTBEHHOI'O (MYyHMUMIIAJIBHOT'O) apxXmBa)

(HaMMeHOBaHME OpPIaHM3alUM)

(HaMMeHOBaHME CTPYKTYPHOTO MNOIpasIesieHNsd)

IOEJIO N TOM N

(3aroJIOBOK gJeJja)

(kpaviHMe IaTH)

Ha JucTax
XpPaHUThb

®.N

Oon. N

0. N

dopmat A4 (210 x 297 mm)

MpunnoxkeHne N 29
K n.5.12 Mpasun

HammMeHOBaHME OpTraHM3alumn
CnpaBOYHBEIE IaHHBIE 00 OpTraHM3alUM Appecar
(mouToBHM anpec, TeyedoH,
TenedoH/bakc)

APXVIBHAA CIIPABKA

N

(nara)

Ha N oT

TexkcT
OcHOBaHME :

JOJIIXHOCTBb PYKOBOIOMTEJIA OpITaHM3aluun
(MM MHOTO YIOJIHOMOUEHHOTO MM JIiMila) [Monnuce PaCLLU/I@JpOBKa Inongrimcum



[leuaTsb

daMmIMa MCIOJIHUTEJIS
Homep TemnedoHa

dopmat A4 (210 x 297 mm)

Mpunnoxkenne N 30
K n. 6.8 Mpasun

YTBEPXIA YTBEPXIA
(HaMMeHOBaHME IOJIXHOCTM PYKOBOAUTEIS (HaMMeHOBaHME IOJIXKHOCTM PYKOBOAUTEIS
opraHmM3auuy, Iepenamlel ITOKYMEeHTEH) opraHM3auuyM, IPUHMMADLILEN ITOKYMEHTEH)
[loonmce PacumppoBka NOONUCHK [loonmce PacumppoBKa NOONUCHU
ITaTa I[leuaThb ITaTa I[leuaThb
AKT
N

npyeMa-rnepenauy apxMBHEIX
IOOKYMEHTOB Ha XpaHEeHMe

(ocHOBaHMeE MHepenadu)

(Ha3BaHMe IepermaBaeMoTo GoHza)

coan,
(HaMMeHOBaHME OpTraHMBalMM, Iepenawlel ODOKYMEHTEH)
(HauMeHOBaHME OpTaHM3aluM, IPpMHMMAaIEN IOKYMEHTEH)
IPMHMMaeT Ha I'OCyHapCTBEHHOE XpPaHeHMe INOKYMEHTH M CTpaxXOBBE KONMM 3a
(romer)

12 CHpaBOQHbIﬁ arrapaT K HJM:

KoHcynbTaHTlAOC: NpumeyaHue.
Hymepaumsa rpad B Tabsmue AaHa B COOTBETCTBUM C OPULMANbHBIM TEKCTOM LOKYMEHTA.



N n/n HasgaHue, Homep onucum Konunyectso Konnyectso egnHuLy, MpumeyaHue
9K3emMnaAapoB onncu XpaHeHunA
1 2 3 4 6

VTOoTO OPMHATO en. xp.
(umdpaMrt ¥ HOPONUCHI)

[lepenmauy NPOUBBEJIN: [lpyeM OpomM3BEJINM:

JOJIXHOCTB Illommnmce IJOJIXHOCTB Illomnmce PacumppoBkra

PacumppoBKa MNOONVCY

MIOONVCH
HaTa IDarTa

QOHOY MNPUCBOEH HOMEP

VI3MeHeHMSa B YyUeTHHE OOKYMEHTE BHECEHEH

JOJIXHOCTB

IHaTa

I[Toonuce

PacumppoBka NOONUCK

MNpoponxkeHne npunoxexHna N 30
K n. 6.8 Mpasun

dopmat A4 (210 x 297 mm)




