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BBE/JIEHME

Meronuueckre peKOMEHIalUuM Mo MpuMeHeHuto IlpaBui opranuszanuu
XpaHEHUs, KOMIUIEKTOBAHMS, y4€Ta M HCIIOJIb30BAHUS JTOKYMEHTOB APXUBHOIO
¢onna Poccuiickoit @expepauuu W APYIMX ApXUMBHBIX JOKYMEHTOB B
rOCY/IApPCTBEHHBIX OpPraHax, OpraHax MECTHOIO CAMOYIPABJICHUS U OPraHU3aLUsIX
(manmee — Meronuueckue pPEKOMEHAALMH) pa3padOTaHbl B COOTBETCTBUU C
rOoCyIapCTBEHHBIM KOHTpakToM OT 30 HostOps 2015 r. Ne 073 mo 3akasy
®denepabHOr0 apXUBHOI'O ar€HTCTBA.

Metoquueckie peKOMEHIAlMu pa3paboTaHbl B IEJAX OpraHU3aliH
npuMeHeHus: [IpaBwil opraHu3anuu XpaHEHMs,, KOMIUIEKTOBaHUsS, Yy4eTa W
HCIIOJIb30BaHUsl JTIOKYMEHTOB ApxuBHOro ¢onaa Poccuiickoii ®enepauuu u
IPYTMX ApXWBHBIX JTOKYMEHTOB B OpraHax TOCYIAapCTBEHHOM BJIACTH, OPraHax
MECTHOTI'O CaMOYIIpaBJIEHUs M opranu3auusax (manee — [IpaBuia), yTBEep:KIE€HHBIX
npukazoM Munucrepctsa KynbTypbl Poccniickon ®enepanuu ot 31 mapra 2015 r.
Ne 526 (zapeructpupoBanbl B Muntocte Poccun 7 centsaOpst 2015 1., Ne 38830) u
ABJIAIOTCS JOKYMEHTOM METOJUYECKOr0 XapaKTepa, PaCKpPbIBAIOIIMM MEXaHU3M
BBITNIOJTHEHUSI HOPMATHUBHBIX MOJIOKEHHM, YCTaHOBIEHHBIX [IpaBunamu.

Meronuueckne peKOMEHIalliy MPU3BaHbl 00ECIEYUTh pAOOTHUKOB apXHUBOB
OpraHu3aludidé ~ HEOOXOIWMBIM  HHCTPYMEHTApHEM Uil  OCYILIECTBIICHUSA
NESITEIbHOCTH [0 OpraHu3alliyd  XpaHEHWs, KOMIUIEKTOBaHUS, Yy4yeTa W
HCITIOJIb30BaHUS apXUBHBIX JOKYMEHTOB B apXMBaX OpraHU3allid B COOTBETCTBUH C
TpeboBanusiMu [IpaBu.

Meronuueckue peKkoMEHAAU MpeAHa3HaYEeHbl 111 TPUMEHEHUSI OpraHaMu
TrOCYIApCTBEHHOM  BJIACTH, OpraHaMM  MECTHOIO  CaMOYNpAaBIECHUA U
OpraHM3alusIMH — HUCTOYHHKAMH KOMIUIEKTOBAHMSI TOCYJApCTBEHHBIX M
MYHHUIMNAIBHBIX apXUBOB, B MpOIECCE MAESITEIBHOCTH KOTOPBIX O0pa3yroTcs

noKyMeHThl ApxuBHoro ¢ouna Poccuiickoii denepanum (1ajsiee — opraHu3aliym).



[Tonoxxennss MeTOAMYECKUX PEKOMEHJAUUMNA MOTYT HCIIOJIb30BaTbCA TaKkKe
OPYTMMH TOCYJApCTBEHHBIMM W HErOCYJAapCTBEHHBIMU OpraHU3alusMH IIpU
OpraHM3allMd XpaHEHUs O0O0pa3zyIoIIUMXCSd B MX JIEATEIbHOCTH apXUBHBIX
JOKYMEHTOB.

[Ipn noaroroBke MeToguuecknux peKOMEHAAIMN UCIIOJIB30BaH MTPOLIECCHBIN
NOJXOM, TO3BOJISIOIIMNA paccMarpuBaTh pabOTy apxuBa OpraHM3allUUd  Kak
KOMIIJIEKC TOCJIEOBATENbHBIX W/WIM B3aMMOCBSI3aHHBIX BHJIOB JE€ATEIbHOCTH
(TIpo1ieccoB).

HecmoTpss Ha yHHBEpCalnbHOCTb TpPEeOOBAHMN, 3aKPEIJIEHHBIX HOPMaMH
[IpaBui, uMX NpakTHYECKas peanu3alys B apXWBaX KOHKPETHBIX OpraHU3aLMii
MOXKET CYIIECTBEHHO pa3au4arbCs. OTU PA3NIAYUSA  ONPEHEISAIOTCA  PSAOM
¢dakTopoB:  MacmrTad  JEATENPHOCTH ~ OpraHU3allid, Hald4ue |y  Hee
TEPPUTOPHUATIBHO-YIAJICHHBIX  CTPYKTYPHBIX IOAPA3JIEICHUM, ABIAETCA  JIH
OpraHu3anus MCTOYHHUKOM KOMIIJIEKTOBaHUS rOCyapCTBEHHOIO
(MyHULIMIIAJTBHOT0) ApXUBA, COCTaB U O0OBEMBI XPAHUMOM IOKYMEHTALUU U JP.

B caywasx, oOyCIOBJEHHBIX COAEpPKAHUEM OTHAEIbHBIX HOPMATHUBHBIX
nosnoxkenu IIpaBun, Meroanueckne peKOMEHIAMKU aJpEeCOBaHbl OpraHU3alUsIM,
HE  SBISIOIIMMCS ~ MCTOYHUKAMHU  KOMIUIEKTOBaHMS  T'OCYJApCTBEHHBIX
(MyHULIMIIATBHBIX) apXUMBOB, YTO B TEKCTE METOOUYECKUX PEKOMEHIAINM
OroBapuBaeTcs 0c000.

OtpenbHble  MONOXKEHUS MeETOAMYECKUX PEKOMEHAALMN  PACKPBIBAKOT
O0COOEHHOCTH XPaHEHHUsI, KOMIJIEKTOBAHHUS, YU€Ta U HUCIIOIb30BAHMS 3JIEKTPOHHBIX
apXMBHBIX JOKYMEHTOB, XPAaHALIUXCA B apXuBe Ha (PU3NYECKH O0OOCOOJIEHHBIX
HocUTEeNAX. Meroauueckue peKOMEHIAMUM HE  COAEpKaT  IOJOKEHUH
OTHOCHUTEJIBHO TEXHOJOTMU PAaOOTBl C 3JEKTPOHHBIMH JOKYMEHTAMH B apXUBE
OpraHM3alMyd MpU NPUMEHEHUU HHBIX CIHOCOOOB XpAaHEHUs SJIEKTPOHHBIX
JOKYMEHTOB. MeToau4YecKkue peKOMEHJAalMU TaKXKe HE COAEpX aT MOJOKEHUH 00

Oopranm3alivy XpPaHCHHUA ayAHOBU3YAJIbHBIX JOKYMCHTOB B CBA3M C OTCYTCTBUCM



COOTBETCTBYIOIIMX HOpM B [IpaBuiax.

I[To Bcemy Ttekcty MeTonMYECKUX PEKOMEHAAIMN JIal0TCS CCBHUIKM Ha
COOTBETCTBYIOIINE MONOKeHUs (MyHKTHI) [IpaBui.

Onucanue apxuBHBIX pad0T B MeTonnuecknx peKOMEH IallusiX OCHOBaHO Ha
MPOLIECCHOM TTOAXO0/I€, MO3BOJISIONIEM YCTAHOBUTD MOPSIOK BBITOJHEHUS pabOT 1O
OpraHu3alluy XPaHEHUs], KOMIUIEKTOBAHUS, y4€Ta U UCIOIb30BAHUSA JOKYMEHTOB B
apXyMBe OpraHu3aiuu, TpeOOBaHMS K KOTOPbIM ycTaHoBieHbl [IpaBuimamu. B
pe3yapTare  pealu3alid  OpPOLECCHOr0  MOAXOJa  JESITEIbHOCTh  apXuBa
OpraHM3alMy TMpEACTaBI€Ha KaK COBOKYIHOCTb CBSA3aHHBIX MEXIY COOOM
niporieccoB (mpuiioxenue Ne 1, npunoxxenue Ne 2).

Howmep nporuiecca B peectpe nporeccoB (mpunoxkenue Ne 1) coxpansiercs 3a
HUM TP OMHMCAHUU BBIMOJHEHUSI JAHHOIO Mpolecca B TeKcTe MeToauyecKux
PEKOMEHIAIMI U COOTBETCTBYET HOMEPY pazAena MeToIn4ecKuX PeKOMEH A,

B cBs3u ¢ Tem, 4TO B paMKax MPOIECCHOrO MOAX0a BaXKHO OBLJIO MOKa3aTh
B3aMMOCBSA3U MPOIIECCOB MEXIY CO0O0M HayWMHAas C MOCTYIUICHUS JOKYMEHTOB B
apXWB OpPraHU3aIlMU U BKJIIOYEHUS UX B COCTAB apXMBHOTO (DOHIA IO OpraHu3aIuu
UCIIOJIb30BaHUS IOKYMEHTOB B apXUBE U YHUUTOXXEHUS TOKYMEHTOB C UCTEKITUMHU
CpOKaMU  XpaHEHHUs, TMOPSAJIOK PpaCIOJIOKEHUsI  pa3liesioB  MeToandecKkux
pEeKOMEHIAIUuK OTJIMYaeTcss OT CTPYKTyphl IlpaBun (mepBbIM MpoOIECCOM B
Mertoauueckux pekoMeHAanusx sBisieTcss mnpouecc «KommiekroBaHnue apxuBa
OpraHu3aluu JOKYMEHTaMu).

Merononoruss  MNPOIECCHOrO  MOAXOAAa  HPEIINosiaraeT He  TOJBKO
MOCIEIOBATEIbHOE OMUCAaHUE KOHKPETHBIX BUIOB pabOT MO OpraHu3aluu
XpaHEHUS, KOMIUJIEKTOBAHMS, YY€Ta W HMCIOJIb30BAHUSI aPXUBHBIX JOKYMEHTOB B
apXuB€ OpPraHu3alluu, HO U Tpaduueckoe MpeJCTaBICHUE OTAEIbHBIX MPOIECCOB.

JUia rpauueckoro NpeACTaBIECHHs IIPOLECCOB OblIa HMCIOJIb30BaHA CHCTEMA



YCIOBHBIX 0Oo3HaueHuil (HoTarms') ARIS (akponum or amri. Architecture of
Integrated Information Systems), 3HaueHHE CHMBOJIOB KOTOpPOH MPEACTaBICHO B
npuiokeHnu Ne 3.

Tepmunel u  ompeneneHus,  UCHoib3yeMble B MeToaudyeckux
PEKOMEHIALUSX, coorBerctyror ['OCT P 7.0.8-2013 «CHUBU/I.

Jlemonpon3BOACTBO U ApXUBHOE AE0. TEPMUHBI U ONPENCIICHUSD.

' Horanus - Habop 3HAKOB W MpaBUJI, KOTOPhIE€ HUCIOIB3YIOTCS JJIsl Tpaduieckoro

OoIrcCaHus, MOACIIMPOBAHMA ITPOICCCOB.
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1. KOMIUIEKTOBAHUE APXUBA OPI’TAHU3ALIMM JOKYMEHTAMU

Komnnexmoeanue apxuea — smo cucmemamuyeckoe NonoJHeHue apxuea
OOKYMEeHMamu 8 COOmMEemcmeauul ¢ €20 npoguiem.

Lenpr0o KOMIUIEKTOBAHMSI apXWBa OpraHU3allMd SBISETCS CO3JaHuEe U
(opMupoBaHuE apXUBHOrO (OH/IA OpraHU3aLUHU, KOTOPBIN MOAJIEKHUT XPAHEHUIO B
apxuBe opranuzanuu (1. 2.3. IIpaBun).

B apxuB opraHuzanuu, B AEATEIBHOCTH KOTOPOW CO3HANOTCS JOKYMEHTBI
ApxuBHoro ¢onma Poccuiickoit =~ dDepeparuu, TOCTYMawT  JTOKYMEHTBI
IIOCTOSIHHOT'O CPOKa XpaHEHWs, TOKYMEHThI BpeMeHHbIX (cBbie 10 jieT) cpokoB
XpaHEHHs, B TOM YHCIIE 110 JIMYHOMY COCTaBy, 00pa30BaBIIMECs B JAEATEIHHOCTH €€
CTPYKTYPHBIX MOJpPAa3IEICHHM, MOJABEIOMCTBEHHBIX OpPraHu3aluid U (U3NYECKUX
i

[IpaBusiaMu yCTaHOBIIEHBI ~ CPOKM TIepelayd B apXWB OpraHU3alUu
TOKyMeHTOB  ApxuBHoro (¢onnga Poccuiickoit ®enepanuu, JTOKYMEHTOB
BpeMeHHBIX (cBbIIe 10 J1eT) CPOKOB XpaHEHUS, JOKYMEHTOB 10 JINYHOMY COCTaBY:
HE paHee, 4YeM 4epe3 rofl, W He MO3JHEE, YEM Yepe3 TPU rofa IOCIIE 3aBEPIICHUS
el B JICJIONPOM3BOJCTBE; Il JIOKYMEHTOB IO  JMYHOMY  COCTaBY
TOCYIAPCTBEHHBIX TPAXIAHCKUX M MYHUIUMAIBHBIX CIYKAIlMX, YBOJECHHBIX C
rOCyJapCTBEHHOMN IpakJaHCKON MM MYHHUIIMIAIBLHOM cIykO0bl — uepe3 10 mer co
nHs yBobHeHus (1. 4.1. TpaBwn).

KoMmiekroBanue apxmBa JOKYMEHTaMHU SBJSIETCS MPOLECCOM, IpHU
NPABWJIBHOM  BBINIOJIHEHUHM KOTOPOro oOecleyuBaeTcs Y4eT U XpaHEHHUe
JOKYMEHTOB B apXuBE€ OpraHu3ainuu. [IpakTHuecKku Bce COCTABISIOIINE €0 BHJIbI
pabor  (mpouecchl) HAYMHAIOTCA B JICJIONIPOM3BOJCTBE  CTPYKTYPHBIX

NnoApa3AeICHU OpraHu3alii, OJHAKO TpeOOBaHMS K HX BBINOJHEHUI0O U K

> Jlms apXWBOB OpraHM3aluid, XpaHAUX (OHABI JUYHOIO MPOUCXOXKICHHUS,

paboTaBIIMX B HUX BBIJAIONIUXCS JESITENeH HayKU, KYJIbTYPhI, UICKYCCTBA U JIP.
10



HOJTy4aeMbIM  pe3yibTaTaM  («BbIXOJam»  Tpolecca  KOMILJICKTOBAHHMS),
OTIPENEIISIFOTCS. apXWBOM OpraHU3allid W OOYCJIOBJIEHBI TEMH BHJaMH paboT,
KOTOpBIC BBITOJHAIOTCS HEMOCPEACTBEHHO B apXuWBe OpraHm3anuu. Ilo 3Toi
NpUYUHE BCE PAadOTHI B paMKax Iporecca KOMILICKTOBAHHS PEKOMEHIYETCs
IIPOBOJUTH T10]] HEMIOCPEICTBEHHBIM METOIMYECKUM PYKOBOJICTBOM apXHBa.

[Tporecc KOMIUIEKTOBAHUS BKITIOUYACT:

— TIPOBEJIEHUE IKCIICPTU3BI IICHHOCTH JTOKYMEHTOB B JICJIONPON3BOICTBE;

— odopmiIcHHUE JeT,

— Tepeaady JeNl B apXUB OpraHU3aluy.

I'paduueckoe wu3oOpaxkenue mporecca 1. «KommnekroBanue apxuBa

OpraHn3anuvy JOKYMCHTaAMM» IIPCACTABJICHO Ha CXCMC 01 IMPUITOKCHUA Ne 4,

I1.1. HpOBGI[eHI/Ie OKCIICPTU3BI ICHHOCTH JOKYMCHTOB B ACIOIIPONU3BOACTBC

[lepBBIM 3TaAIoM, 00eCITeYnBaOIIAM BBITTOJTHEHNE mporecca
KOMIIJICKTOBAaHUSI apXWBa OPraHU3alluu JIOKYMEHTaMU, SIBJISIETCSl TPOBENICHUE
AKCHEPTU3bI IIEHHOCTU JOKYMEHTOB B Jiesionpou3Bojictse (1. 4.3. [IpaBu).

Oxcnepmusa yenHocmu OOKYMEHMO8 8 0elonpou3800Cmee OpeaHu3ayuu —
9MO uU3yueHue OOKYMEHMO8 HA OCHOBAHUU Kpumepues ux YeHHOCmU C UYevlo
onpeoeneHusi CPOKO8 XpaHeHuss U 0moopa 0OKyMeHmo8 O 6KIOYEHUs 8 COCMA8
Apxuenoeo gponoa Poccuiickoii Dedepayuu.

DKcnepTru3a MEeHHOCTH JTOKYMEHTOB MPOBOJAUTCS B JEIOMPOU3BOJCTBE MPHU
COCTaBJICHUM HOMEHKJIATypbl jen opranuzanuu (1. 4.10. [IpaBmwin) u  mipu
MMOATOTOBKE JIeJ K Mepeade B apXxuB opraHusanuu. [1o pe3ynbraraM 3KCIepTH3bI
[IEHHOCTH JIOKYMEHTOB B OpPraHU3aIlMU COCTABJISIIOTCA OIUCU JENl CTPYKTYPHBIX
MoApa3AeiCHUN: MOCTOSHHOTO CpOKa XpaHEHWs, BpeMEHHBIX (cBbimie 10 Jer)
CPOKOB XpaHEHHUS W 10 JHYHOMY COCTaBy, a TaKKe aKThl O BBIACICHHH K

YHUUTOXXECHHIO JIeJI, HE TTOIISKAIIUX XpaHeHuto (npuwioxenus 21, 23, 24 TIpasuin).
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Jlnst mpoBeneHHs] SKCHEPTU3bl IEHHOCTH JOKYMEHTOB B OpraHu3aluu
co3maeTcs IKcrepTHas komuccus (nanee — DK)’. B opraHmsanmsax, MMERONIHX
CIOKHYIO CTPYKTYpPY W/WJIM TOABEIOMCTBEHHbIE OpraHU3allMU,  CO3JAI0TCA
IEHTpaJIbHbIE dKcniepTHBIE Komuccuu (nanee — [IOK) (1. 4.7. [Ipasun).

3agaun u pynkuuu DK (OK) opranuzaiuu onpeneistoTcs MoJ0KEeHUEM O
KOMHUCCHH, KOTOpO€ pa3pabaThIBa€TCs Ha OCHOBE COOTBETCTBYIOIIMX MPUMEPHBIX
nosocxkeHuit 00 DK um DK, yTBepKIEHHBIX YIMOJTHOMOYEHHBIM (eaeparbHbIM
OpPraHOM HCTIOJTHUTEIHHON BIACTH B Chepe apXHUBHOTO Jiesia U JeJIOMPOU3BOICTRA.
OcHoBuble 3amaun u ¢yHkuuu [OK (OK) opranuzanuu 3akpenjeHsl B
m. 4.9. IlpaBun. B cocra 1[OK (OK) B o00s3aTenbHOM TMOPSAKE BKIIOYASTCS
PYKOBOJIUTENb apXuBa (JIUI0, OTBETCTBEHHOE 32 apXUB), CIICIIMAIIMCTHI KaAPOBOM U
¢uHaHCOBOM Ciyk0, a Takke Hambonee KBaTM(PHUIMPOBAHHBIC CIICIUATIHCTEI,
3HAIOLIUE CHEHU(PUKY ACSITEIbHOCTH OpraHU3allii, B KOJUYECTBE HE MEHEE Tpex
yenoBek. CocraB DK u LIDK ¢ nonmokeHus 0 KOMUCCHUSIX YTBEPXKAAIOTCS IPUKA30M
pykoBoauTens opranuzauuu (1. 4.8. [Ipasui).

[TonoxeHusi, periaMEeHTUPYIOLIUE TMOPSAOK TPOBEACHUS SKCHEPTU3bI
IIEHHOCTU JJOKYMEHTOB B OpraHU3alliu, JOJKHBI ObITh BKJIIOUEHBI B MHCTPYKIIUIO
10 JIEJIONPOU3BOICTBY OPraHU3aLUH.

Okcnepru3a I€HHOCTH  JOKYMEHTOB IMPOBOAMUTCS B  CTPYKTYPHBIX
noApazAeiaeHusx opranu3anuu  exeronHo (m. 4.11 [IpaBun) coTpyaHukaMu
NoJIpa3fiejIeHUil MpPU METOAUYECKOM MOMOIIM CIYKObl JeJONMpPOU3BOJACTBA U
apxuBa OpraHu3auuy. Pe3ynbTaTbl 3KCHEPTHU3bl LEHHOCTH COTJIACOBBIBAIOTCS C
2K (3K) opranuzanmu.

[Ipn mnpoBeneHUM HKCHEPTU3BI IEHHOCTU JIOKYMEHTOB B CTPYKTYPHBIX
HOJpAa3ICICHUSIX OpPraHU3alUU MPOBOAUTCA OTOOP JOKYMEHTOB MOCTOSIHHOTO U

BpeMeHHoro (cBbiie 10 neT) xpaHeHHs A1 NEpefadyd B apXUB OpraHu3alluu;

*Jlnst  TMpOBENEHUs] DKCIEPTU3bl IIEHHOCTM HAYYHO-TEXHUYECKOW U JAPYyrou
CIECIUAIbHOM JIOKYMEHTAllMd B OpraHu3alud MoOXeT ObITh co3manHa OK,
BKJIFOYAOIIAsl COOTBETCTBYIOLIUX CIIELIMAJINCTOB.
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oTOOp JOKYMEHTOB C BpEMEHHBIMH CpOKaMu xpaHeHus (mo 10 m;er
BKIIFOUUTENFHO), TMOJICKAIMX JalbHEHIIEeMy XPaHEHHI0 B CTPYKTYPHBIX
MOIpA3eCHUAX; OTOOp JOKYMEHTOB, CPOK XpaHEHUS KOTOPBIX HCTEK, K
YHUUYTOXKECHHUIO.

Ecmm B opraHm3anum CTPYKTYpPHBIC TOJpa3[eieHUs OTCYTCTBYIOT,
AKCIIePTU3a IEHHOCTH TpoBoauTcs DK opranuzaiuu.

DKcnepTru3a IMEeHHOCTH JJICKTPOHHBIX JOKYMEHTOB IPOBOJUTCS B MOPSIKE,
YCTAaHOBJIEHHOM JIJIi TIPOBENICHUS OKCIEPTU3bl IIEHHOCTH JIOKYMEHTOB Ha
OymaxkHoM Hocutene. [Ipy mpoBeNEHWH SKCIEPTHU3Bl IEHHOCTH AJICKTPOHHBIX
JTOKYMEHTOB JIOTIOJTHUTEIHHO YIUTHIBACTCS:

— TIOJUTMHHOCTH 3JICKTPOHHOT'O JOKYMEHTA, HAJTMYHE JICKTPOHHOHN TOIITUCH
1 TIOJIOKHUTEIILHOTO PE3YJIbTaTa €€ MIPOBEPKH;

— BO3MOXXHOCTb  BOCIIpOM3BENIEHUS U 00paboTku  uHbOpMaLUH
AIEKTPOHHBIX JIOKYMEHTOB 0€3 HCIOJIb30BaHUSl OPUTHHAIBHOTO MPOrPaMMHOIO
o0OeCIICUCHHS;

— BO3MOXXHOCTh oOecreueHus BpeMeHHoro (cBeime 10 neT) XxpaHeHwus,

IMPOBCACHUA TCXHOJIOTMYCCKHUX MI/IFpaHI/Iﬁ QJICKTPOHHBIX JOKYMCHTOB.

1.1.1. CocraBienue, coriiacCoBaHue, YTBEPKJICHUE HOMEHKIIATYPbI J1€J1

OopraHu3alu

Homenxnamypa oen — cucmemamuzupoganubslii nepeuensb 3a20108K08 0eil,
€030a8aeMblX 6 Op2aAHU3AYUU, C YKA3AHUEM CPOKO8 UX XPAHEHUSL.

Homenkmatypa  gen  sBiseTcss  OCHOBOM Uil (pOpMHpPOBaHUS
JOKYMEHTaJIbHOTO (oHaa opranuzauuu (1. 2.2. [lpaBuin). Homenxnarypa nen
npeaHa3HayeHa Uil TPYNIHUPOBKH  HCIOJHEHHBIX JIOKYMEHTOB B Jela,
cuctematuzauuun u ydera gen (m. 4.14., 4.15 [Ipaswin). Homenknatypa nen

UCIOJIb3YETCA Il COCTaBJIGHUS OINUCEH Jen CTPYKTYPHBIX MOJpa3iesieHU
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MIOCTOSIHHOTO, BpeMEHHbIX (CBbIme 10 JieT) CPOKOB XpaHEHHS U 1O JIMYHOMY
cocraBy (1. 4.16 IIpaBuit), akTOB O BbIIETIEHUN K YHUUTOXXCHHIO €] C UCTEKIIIUMHU
CpOKamMu XpaHEHUS.

[Ipu npuHATHM pelIeHus: O Iepeadye B apXUB OpraHu3aluu JOKYMEHTOB CO
cpokamu XpaHeHus 10 10 JeT BKIIOUMUTEILHO HOMEHKJIATypa JIeJl MOXKET ObITh
UCIIOJIb30BAaHA B  KAuecTBE JIOKYMEHTa, B COOTBETCTBUU C KOTOPBIM
OCYIIECTBIIAIOETCS TIepeadya JaHHOW KaTeropuu JeN B ApXUB OpraHU3allii U y4eT
nen B apxuse (1. 4.2. [TpaBun).

TpeboBaHuUs K COCTABJIEHNUIO HOMEHKIJIATYPbI A€ IOJKHBI ObITh 3aKPETICH bl
B UHCTPYKIIMH IO J€JIONPOU3BOJCTBY OpPraHU3alluH.

HomenknaTtypa aen opraHu3aiii MOXKET OBbITb CBOJHOM U COCTABISITHCA U3
HOMEHKJIATyp nen CTPYKTYPHBIX NoApa3AeICHUN, KOJUIETUAJIbHBIX,
COBEIIATENbHBIX M HWHBIX OPraHoB (KOMHUCCHH, KOMHTETOB, COBETOB U Jp.)
ciyx00# aenomnpousBojactsa (1. 4.18 IIpasun).

Homenknatypa pAen CTpYKTYpHOrO TMOAPA3ACIECHUs COCTaBJSIETCS IO
ycranoBneHHoit IlpaBunmamu dopme (mpunoxkenue Ne 26 IlpaBun) muiom,
OTBETCTBEHHBIM  3a  BEJEHHME  JCJONPOM3BOJICTBA B  MOJPA3/CICHUH,
cornacoBbiBaercsi ¢ OK CTpyKTypHOro mnojpasfefieHus (MpU HAIAYUH) U
NOJIMUCHIBAETCS. PYKOBOJUTEIEM CTPYKTYPHOTO MOAPA3ACICHUs, TIOCIE YEro
MIPENICTABIIACTCS B CIY)KOY JEJIOMPON3BOACTBA OpraHU3aluu isi (POPMUPOBAHUS
CBOJIHOM HOMEHKJIATYpHhI JIeJ1.

Ecnmu  cTpykTypHble TOApa3AeieHUss B OpraHU3allMd  OTCYTCTBYIOT,
HOMEHKJIaTypa JIeJI COCTABJISETCS JIUIIOM, OTBETCTBEHHBIM 32 JIEJIONPOU3BOJICTBO B
OpraHHU3alu.

B KkoHUE KaxIOro pasiaesia HOMEHKJIATypbl M€l MPelyCMaTpUBacTCs
HECKOJIbKO pPe3epBHBIX (CBOOOJHBIX) MHACKCOB Jei (IBa-TpH) IJisl BKIIOUCHUS B
T€YeHUEe rofa B pabouuil HK3EMIUISIp HOMEHKJIATYpbl €Nl 3arojOBKOB J€J, He

IPEYCMOTPEHHBIX MpPU pa3pabOTKEe U YTBEPKIACHUU HOMEHKIATYPHI JeJl.
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Bxirouenne B paznenibl HOMEHKIIATYPBI JE€1 B T€YEHHUE Iojia HOBBIX 3aroJIOBKOB
7Ie]1 He TpeOyeT ee MOBTOPHOI'O COTJIaCOBAHMSI U YTBEPIKICHUS.

HomenknaTypa nen cocraBisieTcss Ha KaJCHIApPHBIA TOJ, BBOJIUTCA B
JEeNCTBUE C 1-ro siHBapss HOBOI'O KaJEHJAPHOIO ToAa M IMOJUIEKHUT €KEroJHOU
KOPPEKTUPOBKE.

Homenknatypa gen  opranuzanuud  (CBOJHAas  HOMEHKIJIATypa  JIe)
cocraBisieTcs 10 YycraHoBlieHHOM [lpaBunamu Qopme (mpunoxenue Ne 25
[IpaBun), MOAMHCHIBAETCS  PYKOBOAMTEIEM  CIYKObl  JI€JIONPOU3BOJICTBA
OpraHu3aliy, BU3UPYETCAd PYKOBOAMTENEM apXuBa oOpraHuzauuv (JIMIOM
OTBETCTBEHHBIM 3a apxuB), corinacoBbiBaeTcsa [[OK (OK) opranuzanuum wu
YTBEPKIAETCS PYKOBOAUTEIEM OpraHU3alllH.

Opranu3anum — UCTOYHUKHU KOMILIEKTOBaHUS roCyAapCTBEHHBIX
(MyHHIMMANBHBIX) AapXMBOB OAMH pa3 B 5 JeT® IOCHe COrJIACOBAHUS
HoMeHKJaTypsl fei ¢ LIDK (OK) opranuzanuu npenctaBisiioT €€ Ha COrjacoBaHUE
AKCIIEPTHO-NPOBEPOUYHBIX KOMHUCCUN (heaepalbHbIX TOCYAApPCTBEHHBIX APXUBOB,
YIIOJTHOMOYEHHBIX OPraHOB HCIIOJHUTEILHON BJIAcTH CyOBeKTOB Poccuiickoit
@enepanuu B 00JacTH apxuBHOro jJena (nanee — DIIK apXuBHOTO ydpexaceHus)
WM TOCYIapCTBEHHBIX (MYHUIMIIAIbHBIX) APXUBOB, COTJIACHO MPEIOCTaBICHHBIM
uM nosHoMouusiM (1. 4.18. IIpaBuir). Ha DIIK apxuBHOro yupexaeHus Wid B
rOCYIapCTBEHHbIH  (MYHUIMIAIbHBIM) apXUB MPOEKT HOMEHKJIATyphbl el
MPECTaBIsSIeTCAd B JBYX JK3EMIUIIpax Ha OyMakHOM HocuTene (JOMOTHUTEIHHO
OIMH D3K3EMIUISIP HOMEHKJATYpPhl JEJI MOXET MNPEACTABIATHCA B AJIEKTPOHHOM
Buae). OOuH SK3eMIUISIp NpPOeKTa HOMEHKIATYypbl Jeid, cornmacoBaHHbld OIIK
ApPXUBHOTO YUYPEKJECHUS WM TOCYAApPCTBEHHBIM (MYHUIIMIAIbHBIM) apXUBOM,
BO3BpAIlAETCs B OPraHU3aLIHIO.

B Cclydac CCJIM pPaHCC HOMCHKIIATypa ACI HC IIPCACTAaBILAJIaCh HaA

* B cnydae u3aMeHeHHs] QYHKIMI U CTPYKTYpbl OpraHU3alid HOMEHKJAaTypa Jej

IMOMJICKHUT IICPCCOCTABJICHUIO, COI'JIACOBAHNIO B YTBCPKICHUILO.
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cornacoBanue OIIK apXuBHOro yupexaeHHs, K HEM JODKHA OBITh COCTaBJIECHA
UCTOPUYECKAs CIIPaBKAa OpraHU3aluu.

CornacoBanHasg ¢ JIIK apXWBHOTrO y4peKIE€HHS WIA TOCYJApCTBEHHBIM
(MyHULMIIAJBHBIM) apXUBOM, COIVIACHO IPEAOCTABICHHBIM €MY ITOJHOMOYUSIM,
HOMEHKJIaTypa Jel1 B KOHIIE KaXJIOro roja yTOYHSETCS, MpU HEOOXOAUMOCTH
KOPPEKTUPYETCS, YTBEPKAACTCS PYKOBOAWUTEIIEM OpraHU3allid W BBOAMUTCS B
neicTBue ¢ 1 ssHBapst ClIeAyIOIIero KajleHIapHoro roja.

Ecin B TeyeHue rojga B OpraHu3alMi CO3/Aa€TCS HOBOE CTPYKTYpPHOE
NOJpa3/IeJICHUe, OTBETCTBEHHBIM 3a JEJONPOU3BOJICTBO ATOr0 MOAPA3EICHMUS
JOJDKEH B TEYEHHWE Mecsla NOATNOTOBUTh HOMEHKIATYpy Jell  JaHHOIO
HOJpa3/IeIeHUs U IepeaaTh €€ B CIyXO0y JeJIONpOU3BOACTBA ISl MOCIEAYIOIIErO
MIPE/ICTABIICHNS HA YTBEPXKICHUE U BKJIIOUEHHUS B COCTAB CBOJHOW HOMEHKJIATYPHI
JelL.

YTBEpKICHHBIA HK3EMIULID HOMEHKIATYpPhl JEJ SBISIETCS JTOKYMEHTOM
MIOCTOSIHHOTO XpaHEHUs W BKIIOYAETCS B pa3fel HOMEHKJIATYphl JIeNl CIYKOBbI
JEJI0NPOU3BOJICTBA.

[locne yTBepkIieHHS HOMEHKIIATYpPbI /€Nl M3rOTABJIMBAETCS HEOOXOIUMOE
KOJIMYECTBO KOMUHN Ui KCIONb30BaHUS B paboTe; ciayxk0a Ienornpou3BOJICTBA
OpraHM3allid  HampaBiIeT B  CTPYKTYpHbIE  MOAPA3/ACICHUS  BBIITUCKU
COOTBETCTBYIOILIMX PAa3JeiOB HOMEHKJIATypbl Jein. B 3nekTpoHHOM Buje
HOMEHKJIaTypa /€]l OpraHu3alii MOXET ObITh NPEICTaBlI€Ha Ha KOPIOPATUBHOM
BHyTpeHHeM mopTanie. Ciyx0a 1e10npon3BOJCTBA OpraHU3allid B TEUEHUE roja
UCMOJIb3yeT padounii SK3EMIUIIP HOMEHKJIATYpbl J€d (KOIUS COIVIACOBAaHHOI'O
OIIK 1 yTBEpXKAECHHOTO PYKOBOJMUTENIEM OPraHU3alNH 3K3EMIUIIpAa HOMEHKIATYPbI
nen).

Pa3paboTka HOMEHKIATypel [J€d B OpraHu3aluud MPOBOJUTCS B
COOTBETCTBUU C MPUKA30M (pacnopsbKeHUEM) PYKOBOAMUTENS OpPraHU3alUy WU

HHOT'O YIIOJJHOMOYCHHOI'O UM JIMIIAa U COCTOUT U3 HCCKOJIbKUX 3TAIIOB!
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— pa3paboTka  KJIacCU(PUKAIMOHHOW  CXEMbl  HOMEHKJIATypbl  JIeJ
OpraHu3aluu;

— BBISIBJICHUE COCTaBa JIOKYMEHTOB JJISl COCTABJICHUSI HOMEHKJIATypbl 1€,

— COCTaBJICHHE 3ar0JIOBKOB (HAMMEHOBAHUI) JIET;

— CHCTEMAaTHU3allMsl 3aroJ0BKOB JIEJI BHYTPH pa3ielia HOMEHKIATYphI Jell;

— HUHJCKCAlUs JeT;

— onpcaciICHUC CPOKOB XpaHCHUA ACII.

1.1.1.1. Pa3paboTka kimaccupuKamOHHON CXeMbl HOMEHKIATYPHI A€l

OpraHnu3alnuu

Has3BaHusiMu pa3fenoB HOMEHKIATypbl [JI€J  OPraHU3allu  SBISIIOTCS
Ha3BaHUSl CTPYKTYPHBIX MOAPA3ACICHUM, pPAcCIOJIOKEHHbIE B HOMEHKIAType B
COOTBETCTBUHM C YTBEPKIAEHHOW CTPYKTYpOH, IUTATHBIM pAaCIUCAaHUEM WM
KJIacCU(PUKATOPOM CTPYKTYPHBIX MOJIpa3/ICIICHUM.

Ecnu opranusaiiusi He UMEET CTPYKTYPHOIO JI€JIEHUs, HOMEHKIIATypa Jel
CTPOUTCSA MO MPOU3BOACTBEHHO-OTPACIICBON MM (DYHKIMOHAJIBHOM cXxemMaMm H
Ha3BaHMs €€ Pa3AesIOB OMPENEIISIOTCS COJEPKAHUEM YIPABICHYECKUX (DYHKIIMIA
WM HAIPABJIEHUH JESTEIbHOCTH OpraHU3aluu.

PexomeHyeTcss mepBbIM B HOMEHKIIATYpE JEJI Pacloyiaratb CTPYKTYPHOE
MOo/Ipa3JejeHue, B KOTOPOM OTKJIQ[bIBAETCSl HOpPMATUBHAs MpaBoBas U

OpPraHu3adMOHHO-PACIIOPAIUTCIbHAA JOKYMCHTAIIUA.

1.1.1.2. BeisiBneHne coctaBa JOKYMEHTOB JJIsl COCTABJIEHUSI HOMEHKIIATYPHI 1€

HOMGHKHaTypa ACI1 OpraHu3alvi COCTABJLICTCA HaA OCHOBC H3YUYCHHA

coCTaBa M  COACpKaHUA  NTOKYMCHTOB, 06p A3ylImuxca B ACATCIIBHOCTHU

17



CTPYKTYPHBIX IOAPA3ACICHUN OpraHU3alliH, KOJUIErMalbHbIX, COBEIIATEIbHBIX U
VHBIX OPTaHOB.

[Ipy Hamuuuyu THUNOBOM WM TNPUMEPHOM HOMEHKIATYpPBl JEN IS
OpraHu3aluil ONPENEeIEHHOr0 THUIAa HOMEHKJIAaTypa Jen pa3pabaThiBaeTcs Ha
OCHOBE THIOBOH (yCTaHABJIMBAET TUIIOBOM COCTaB €I, €AUHYI UHACKCAIIUIO 3THX
JIe]l U SIBJISIETCS. HOPMATUBHBIM JIOKYMEHTOM) WJIM IPUMEPHONH HOMEHKJIATYpPhl J1e]
(ycTaHaBIMBaeT MPUMEPHBIM COCTaB JIeJ U HOCUT PEKOMEHATENIbHBIN XapakTep)
(m. 4.17. IpaBun).

B HOMeHKknarype IODKHBI OBbITh IPENYCMOTPEHBI 3aroJIOBKM 1€l Ui
IPYNIUPOBKH JTOKYMEHTOB, OTPAXKAIOIIUX BCE JOKYMEHTHUPYEMBIE YHACTKUA PabOTHI
Y BOIPOCHI AEATEIbHOCTH OPraHU3alUu.

IIpn cocraBieHMM HOMEHKJIATYypbl J€l CIEAYEeT PYKOBOACTBOBATHCS
yCTaBOM WM MOJOXEHUEM 00 OpraHu3aluy, MOJIOKEHUSIMU O CTPYKTYpPHBIX
IIOAPA3JICIICHUAX, IIOJOKEHUAMU KOJUICTUAIBHBIX, COBELIATENBHBIX U HHBIX
OpraHax, IITaTHBIM pPACIHUCAHUEM, PETUCTPALIMOHHO-YYETHBIMU  (opMaMu
(KapTOTEeKaMH, XypHajlaMd W Jp.), BEIOMCTBEHHBIMH U THUIIOBBIMU NEPEYHSIMHU
JOKYMEHTOB C YKa3aHUEM CPOKOB MX XPaHEHHWs, 3aKOHOAATEIbHBIMM W WHBIMU
HOPMAaTUBHBIMA  NPABOBBIMM  aKTaMH,  TUIOBBIMM W NPUMEPHBIMHU
HOMEHKJIATYpaMH JIeJl.

B HOMeHKnaTypy el BKIIOYAIOTCS 3arojOBKM 1€ IOCTOSHHO WU
BPEMEHHO JICUCTBYIOIIMX OPraHoB, JOKYMEHTBI KOTOPBIX CIIyXaT IIPaBOBBIM
OCHOBAHHMEM [JIsl MOJATBEPKICHHS MOJHOMOYMN OpraHu3aluu (Hampumep, Aena
YYEHBIX COBETOB, IUCCEPTALMOHHBIX COBETOB, METOAUYECKUX, OKCIIEPTHBIX,
KOHTPOJIbHBIX KOMHCCHI H JIp.).

B HOMeHKnaTypy Aen BHOBb CO3JaHHOM OPraHU3allMM WM OpraHU3aliu-
MIPAaBONPEEMHMKA BKJIFOYAKOTCA 3aroJOBKH HE3aBEPIICHHBIX EJIONPOU3BOACTBOM
Jel JMKBUAUPOBAHHBIX OpPraHHU3alyid, MPAaBOIPEEMHUKOM KOTOPBIX SIBJISIETCS

OpraHu3aIus.
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He Bkirouarorcs B HOMCHKJIATYPY ACJ 3aroJOBKH IICYATHBIX HBH&HHﬁ.

1.1.1.3. CocTaBneHue 3arojoBKOB (HAMMEHOBAHUM) JACI

3arosioBoK Jena JOJDKEH YEeTKO W B 00001eHHOM QopMe oTpaxaTh
OCHOBHOE COJIEp)KaHHE U COCTaB JOKYMEHTOB Jiena.

He nomyckaercs ynorpeOnasiTb B 3arojOBKE Jiela HEKOHKPETHBIE
(GOpMYyITUPOBKH («MAaTEepHUabl», «pa3Hble MaTEepHabl», «OOIIas IMepenucKa» Hu
T.J1.), @ TAK’)KE BBOJIHBIE CJIOBA U CJIOKHBIE CHHTAKCHUECKHE 000POTBHI.

3aroJI0BOK J1eJ1a COCTOUT U3 DJIEMEHTOB, OTPAKAIOIIUX:

— Ha3BaHuWEe BHJA Jena (Mepenucka, >KypHal, JAeI0 U JAp.) WU

Pa3sHOBUIHOCTH JOKYMEHTOB (IIPOTOKOJIbI, IPUKA3bI U 1. );
— Ha3BaHWE OPraHM3AINH, CTPYKTYPHOTO MOApa3AeieHHs, KOUIETHaTbHOTO
(coBeIaTenbHOr0 WK HHOT0) OpraHa, JOHKHOCTHOTO JIMIIA - aBTOpa JOKYMEHTA;
— Ha3BaHWE OPraHM3allUd, KOTOPOW OYyIyT aApecOBaHbl MM OT KOTOPOM
OyAyT MOJy4eHbl JOKYMEHTHI (aipecaT Uil KOPPECIIOHAECHT JOKYMEHTA);

— KpaTKOo€ COJEpKaHue JOKYMEHTOB JIENa;

— JaThl (Meproj), K KOTOPHIM OTHOCSITCS JOKYMEHTHI JIeNia;

— Ha3BaHUE MECTHOCTH (TEPPUTOPHH), C KOTOPOM CBSI3aHO COJAEpKAHUE

JOKYMEHTOB JIENa;

— yKa3aHHe Ha KOMUHHOCTh JOKYMEHTOB JIEJa.

KOHKpeTHBIN cOCTaB AJIEMEHTOB 3aroJIOBKa Jiea OMPEAEIIAeTC XapaKTepoM
Y COJEpXKAHUEM TIOKYMEHTOB JIeJa.

B 3aromoBkax nen, comepikalux JOKYMEHTHI 110 OJHOMY BOIIPOCY, HO HE
CBSI3aHHBIX I1OCJIEI0BATEIbHOCTHIO JEIIONPOU3BOJICTBA, B KauyecTBE BHJa Jeia
yIOTpeOsieTcss TEPMUH «IOKYMEHTBI», a B KOHIIE 3arojioBKa B CKOOKax
YKa3bIBalOTCS OCHOBHBIE PAa3HOBUIHOCTH JIOKYMEHTOB, KOTOPbIE JOKHBI OBITH

CTPYNIIMPOBAHEI B JIEJI€, HAIPUMED:
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Jlokymenmol 0 paccmompeHuu o006paweHull 2paxcoar (0030pvl, CNpasKu,
aHaiumuyecKue 3anucKu).

B 3aromoBkax mgen, copepalux MEpPenucKy, yKa3bIBaeTCA, C KM H II0
KakoMy BoIlpocy oHa Beaercs. Eciam mepenmucka BeaeTcss C  OJHOPOAHBIMH
KOPPECTIOHACHTaMHU, B 3aT'0JIOBKE JieJla OHU YKa3bIBAIOTCSI 000OIEHHO, HAPUMED:

Ilepenucka ¢ apxusHvIMU YUpescOeHUsMU O KOMNIEKMOBAHUU ApXueHo2o
¢onoa Poccuiickoii Dedepayuu HAyYHO-MEXHULECKOU OOKYMeHmAayuell.

Ecnmu mepenucka BemeTcss ¢ pa3HBIMH OpraHU3aIUsMH, TIOCICIHUE B
3aroJjIoBKe JieJia HE YKa3bIBAIOTCA, HallpUMED:

Ilepenucka 06 opeanuzayuu cemunapos no NOBLIUEHUIO K8ANUDUKAYUU.

B 3aronoBke gema yka3pBaeTCsi KOHKPETHBIM KOPPECIOHJIEHT, €Clu
MEePETrCKa BEJETCS TOJBKO ¢ HUM, HallpuMep:

llepenucka ¢ @©edepanvHbiM aPXUBHLIM  A2EHMCMBOM O nepeodaue
dokymenmos 6 cocmas Apxusnozo ¢ponoa Poccutickoii @edepayuu.

B 3aromnoBkax nen, copepKaliux IUTAHOBYIO MITH OTYETHYIO JOKYMEHTAIIUIO,
yKasbIBaeTcsa mepuoj (KBapTaj, MOJyroaue, roia), Ha (3a) KOTOPBIA COCTaBJICHBI
1J1aHbl (OTYETHI), HAPUMED:

T'ooosvie omuemvl AOMUHUCIIPAMUBHO-XO3AUCMBEHHO20 YAPAGIEHUS O
pabome agmompancnopma.

B 3aronoBke gena, copepikaimiero craTucTUudeckue (OpMbl, TOJIKHBI OBITH
yKa3aHbl Ha3BaHUA (POpM, UX HOMEP WIH yCI0BHOE 0003HaueHue (1mudp).

Tooosoii omuem o pabome yexos no gopme b-38.

Ecnmu peno Oynmer cocTosiTh W3 HECKOJBKMX TOMOB WJIM YacTed, TO
cocTaBisieTcs OOIIMII  3arojlOBOK  JeNa, a 3areM Npu  HEeoOXOAUMOCTH
COCTAaBIIIIOTCS 3aroJIOBKM KaXJIOro ToMa (YacTH), YTOUHSIOIIME COJIepKaHUE
3aroJjIoBKa Jiena.

Ecmu B 1eno momMemaroTcss KONUM JOKYMEHTOB, B 3arojiOBOK Jena

BKJIIOYACTCA OTMECTKA O KOHHﬁHOCTH, HaIIpuMCEp:
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LImamnoe pacnucanue obujecmea u usmeneHus k Hemy. Konuu.
3arogoBKM MOT'YT YTOUHATHCS B Ipouecce GopMUpOBaHUS U O()OpMIICHHUS
nen. W3meHeHuss (yTOYHEHMs) 3arojioBKa Jella OTpakalTcsi B pabdodem

AK3EMIUISIPE HOMEHKIIATYPHI JIeST U Ha O0JI0XKKE Jiena.

1.1.1.4. Cucremaru3zaius 3aroJIoBKOB BHYTPH pa3/iesia HOMEHKIATYpPHhI el

B Hauvane pa3gena HOMEHKIATypbl J€lI PEKOMEHAYETCS pacrhojiaraTh
3arojIOBKM JIeJl, COJEpXKAIlMX B KOMHUAX OpraHU3allMOHHO-PaCHOPSAUTEIbHbIC
JOKYMEHTbI, HOPMATUBHbBIE MPABOBbIC AKThI BBIIMIECTOSIINX OpPraHU3AlMN, €CIH
OHM HMMEIOTCA, 3aTeM  pACIoiaraloTCs  3arojlioBKA  JIeJ,  COJEp Kallux
OpPraHU3alMOHHO-PACIOPAIUTENbHBIE JOKYMEHTBl OpraHu3aiuu  (IIPOTOKOJIBI
KOJUIETUAJIBHBIX W COBELIATENIbHBIX OPraHOB, JIOKAJIbHBIE HOPMATHBHBIE aKThI,
OpUKa3bl, pacrnopsokeHus, U Jp.). [lamee pacromaratoTcsi 3arojloBKH Jied,
COJICP)KAIMX IJIJAHOBBIE, OTYETHBIE JOKYMEHTBHl B IOCJEIOBATEILHOCTH OT
HauOOJBIIETO Mepruo/ia - K HauMEHbIIeMY (TOJ0OBOM TJIaH (OTYET), TOIYrOA0BOM
miaH (OTYeT), KBapTajdbHbIM TUIaH (0T4eT) U T.1.). [locne miaHOBOM U OTYETHOM
JIOKYMEHTAIINU CJIEIYIOT 3ar0JIOBKH JIeJI, BKIIOUAIOIINX IOKYMEHTHI, OTPaKaIOIIIHE
OCHOBHYIO JIEITEJIbHOCTh CTPYKTYPHOTO TOJpa3JeieHUs, KOJUIETHAIbHOIO,
COBEILATEIBLHOI0 WJIM MHOro opraHa. Jlanee — mepenucka (CHayanga Mepenucka ¢
BBIIIECTOSIICH OpraHu3alyeld 1 opraHaMy BJIACTH, 3aT€M C MOABEIOMCTBEHHBIMHU
opraHuzaiusMu (Mpy UX HAJTMYUHU), TOCIE — MEPENUCKa C HHBIMU OpraHU3alusIMU
U TpaxiaHamu). B KoHIle pa3lieia HOMEHKJIATypbl e TMOMEIIAI0T 3aroJiOBKU
PETUCTPALIMOHHO-YIETHBIX (OPM (KapTOTEK, KYpPHAIOB, KHUT H JIp.).

3aroyioBKH JieJl, 3aBEJICHHBIX MO TeorpapuyecKoMy MPU3HAKY, BHOCITCS B
HOMEHKJIATYpy J1eJ Mo aindaBUTy reorpapuueckux Ha3BaHUU.

DOnexkTpoHHbIE  jAena,  (GOopMUpYyEMbIE B CHUCTEME  DJIEKTPOHHOTO

JIOKYMEHTO000POTa, BKIJIIOUAIOTCS B HOMEHKJIATYpY JIeJ Ha OOIMX OCHOBaHUsX. B
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rpade «IIpuMeuanue» HOMEHKIATYpBI JIed JeaeTcs OTMETKa O TOM, YTO JIEJIO
BEJICTCSl B DJICKTPOHHOM BHUJIE C YyKa3zaHHWEM HHGOPMAIIMOHHON cUCTeMbl (0a3bl
JAHHBIX ) — MECTA TEKYIIETO XPAHEHUS SJICKTPOHHBIX JIOKYMEHTOB.

B rpady 2 «3aronoBok jaena» HOMEHKJIATYPHI JeJ BKIIOYAIOTCS 3aroj0BKU

nen (ToMoB, yactei), (mpunoxenust Ne 25, 26 Ipasun).

Hnoexcayus oen

NHpekcel nen, BKIIOYEHHBIX B HOMEHKIATYPY JAEJd, MNPOCTABISIIOTCS B
rpade 1 «Muaexc gena». Unaekc mpucBanBaeTcs KaxXaoMy Aeny, BKIIOYCHHOMY B
HOMEHKJaTypy nen. Muaeke aena coctout u3 koaa (Lu(poBOro mim OYKBEHHO-
1 poBOro) CTPYKTYPHOTO MIOAPA3ACICHUS, KOJUIETHAIbHOTO WU
COBEIIATEIBHOIO OpraHa WJIA HalpaBJICHUS JIEATEIIbHOCTH OpraHU3allly,
YCTaHOBJIEHHOT O KJ1accu(puraTopom CTPYKTYPHBIX MoApa3AeICHUH,
YTBEPXKJICHHOM CTPYKTYpOW WJIM INTAaTHBIM pAClUCAHUEM OpraHu3aluu, |
OTJICJICHHOT'O OT HEro JedrcoM MOPSAKOBOTO HOMEpa 3arojoBKa Jiejia B paMKax
pasziena HOMEHKIATypsl aen, Hanpumep:11-05, rae:

11 — KO CTPYKTYPHOTO MOJpa3aeIeHuUs;

(05 — TOpSOKOBBIM HOMEP Jiela B pa3feie HOMEHKIATYpbl  Jed,
COOTBETCTBYIOIIEM JAHHOMY CTPYKTYPHOMY HOJPA3/IEIICHUIO.

B HOMeHKnaType J1en1 peKOMEHAYETCS COXPaHATh OJJMHAKOBBIE MHAECKCHI JJIs
OTHOPOJIHBIX €N B IPEJIENIax Pa3HbIX CTPYKTYPHBIX MOAPA3ICIICHUM, HallpUMeED:

02-03 (03-03, 04-03 u m.o.) Ilpuxaswl no ocHosnol desmenvrocmu. Konuu

DNEeKTPOHHBIE JTOKYMEHTHl CHCTEMATH3UPYIOTCS B  HHGOPMAIMOHHON

5 o
CUCTECMC B COOTBCTCTBHMHM C HOMCHKIIATYPOHU ACJI OpraHu3allii U HHACKCHPYIOTCA

> MHdopmarimonHas cUCTeMa - COBOKYITHOCTH cojepXkaiieiics B 0a3ax JTaHHBIX
uH(pOpMaLK 1 00eCIeYNBAIOLIUX €€ 00pa0OTKY HH(POPMALIMOHHBIX TEXHOJIOTHI U
TeXHHUYecKuX cpeactB (PepepanbHbii 3akoH ot 27 wutong 2006 r. «OO6

uHdopManyy, THOOPMAIIMOHHBIX TEXHOJIOTHSAX O 3amuTe uHdopmarum» (CT. 2,
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B MOPSAJIKE, YCTAHOBJIEHHOM B OTHOILUEHUH JIEJl, C(POPMUPOBAHHBIX U3 JOKYMEHTOB
Ha OymMakHOM Hocutene. K MHIEKCy 3JIEKTpOHHOro Jiejla B HOMEHKJAType Aell
MOXKET J00aBIATbCS JmuTepa «9I» (OnexktponHoe) win «I» (DAeKTpOHHBIE
JOKYMEHTBI). B KOHIlE HOMEHKIAaTypbl jen (Tepel WTOroBOM  3aIlHChiO)
PEKOMEHYETCS yKa3blBaTh MCIOJb3YEMbIE MPHU ONPEIEICHUU CPOKOB XPaHEHUS
NEPEYHN JOKYMEHTOB M JIpyrM€ HOPMATHBHBIE JOKYMEHTBHI, a TaK)K€ IOJIHbIE

HanMCHOBAaHHS BCCX YCIOBHBIX B COKpAIICHHBIX HanMMCHOBAHMU.

1.1.1.5. Onpenenenune CpoKOB XpaHEHUSI AE

Cpoku  XpaHeHHs] Jiel  OINPEACNAIOTCS IO TMepeuHsM  (TUIIOBOMY,
BEJJOMCTBEHHOMY WJIM HHOMY) C YKa3aHHUEM CPOKOB XPaHEHHs, 3aKOHOJATEIbHBIM
WIM WHBIM HOPMATHBHBIM MPAaBOBBIM aKTaM, IO TUIOBOM WM NPUMEPHOU
HoMeHkinarype pgen (m. 4.17. IlpaBui). VYCTaHOBIEHHBIE CpPOKHM XPaHEHUS
JOKYMEHTOB MEPEHOCSITCS B HOMEHKJIATYPY J1e]1 0€3 U3MEHEHHUIA.

[Ipu BBIIBIEHUU B OpraHU3alld JOKYMEHTOB, CPOK XPaHEHHUSI KOTOPBIX HE
NpPEAyCMOTPEH TUIMOBBIMU WM BEIOMCTBEHHBIMH TIEPEUHSIMH JOKYMEHTOB,
3aKOHO/IATEJIbHBIMU WJIM UHBIMU HOPMATHUBHBIMHM ITPABOBBIMU aKTaMH, TUIIOBBIMU
U NPUMEPHBIMU HOMEHKJIATYpaMH J€J, MPEeasoKEHUs MO0 YCTAHOBJIEHHUIO CPOKOB
X XpaHeHus mnpencrasistorcs Ha paccMmorpenue LIDIIK mpu Pocapxuse B
nopsi/iKe, MPEeAyCMOTPEHHOM perjameHToM ee paboTel. [[OK (OK) opranuzaiuu
MOKET OOPAaTUTHCS C MPEIJIOKEHUSMH IO YCTAHOBJICHHIO CPOKOB XpPAHEHUsS B
IOIIK nmpu PocapxuBe camocrostensHo win uepe3 OIIK coorBercTByromiero
ApPXUBHOTO YUPEKICHUS.

Cpoku xpaHeHHs Jie IpocTaBisitoTcst B rpade 4 HoMeHkatypsl aen. [lon

CpoKOM XpaHeHusi B rpade 4 yKas3bIBaeTCSi HOMEP CTaThbU MO MEPEUYHIO, a TaK¥Ke

m. 3).
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MOXCT YKa3bIBaATbCA YCIOBHOC 0003HaUYCHHE IepCUHA (CCJII/I HUX HCIIOJIB30BAaHO

HGCKOHBKO), KOTOpBII;'I HCIIOJIb30BAJICA IIPH OIIPCACICHHNN CPOKa.

1.1.1.6. CocTaBieHue UTOroBoi 3alIMCH HOMEHKJIATYPbI Je1

[lo oOKOHYaHMM KaJE€HJApHOTO TIoJa B KOHIIE HOMEHKJIATyphl Jej
COCTaBIIIETCA MTOrOBas 3alKlCh O KOJMYECTBE 3aBEJEHHBIX el 1o (opme,
ykazaHHoil B npunoxkeHun Ne 25 [IpaBun. B HUTOroBoil 3amucu  OTAEIBHO
YKa3bIBAETCA KOJMYECTBO 3aBEJACHHBIX JIEJl MMOCTOSHHOI O, BpeMEeHHbIX (cBbImie 10
7eT) U BpeMeHHbIX (0 10 JIleT BKIIOYUTENHHO) CPOKOB XpaHEHHsS Ha OyMaKHOM
HOCHUTENE U KOJMYECTBO Iepexondamux Aen u gaen ¢ ormerkor OIIK. [lns yuera
ANEKTPOHHBIX JIeJl PEKOMEHIYETCSl COCTAaBIATh OTAEIbHYIO MTOTOBYIO 3allMCh, B
KOTOPOM yKa3bIBAaeTCA KOJMYECTBO CHOPMUPOBAHHBIX DIIEKTPOHHBIX JAen (1o
CpOKaM XpaHeHHus) U ux o0beM B MO. MToroBas 3amuch COCTAaBISIETCS C YYETOM
JTAaHHBIX, BHECEHHBIX B rpady 3 «KoaudecTBO ae» U 3aMoJHIETCS M0 3aBEPIICHUN
KaneHaapHoro roga. B rpade «lIpumedanne» B TedeHHE BCEro Cpoka JEWCTBUS
HOMEHKJIATYpbhl MPOCTABIIIIOTCS OTMETKH O 3aBeleHUuu e (B TOM 4YuCIe,
AJIEKTPOHHBIX), O MEPEXOIAIINX JeJiaX, O BbIACICHUU AENI K YHUYTOKECHHIO IO
MCTEYEHUM CPOKOB UX XPaHEHMUsI, O MECTE€ XPaHCHUS MOJIMHHUKOB JIOKYMEHTOB, O
nepenaye A€l B JAPYTYIHO OpraHu3auuio Ui npoaonkeHus u ap. CeeneHus,
coZiepKaluecs B UTOrOBOW 3allMCH HOMEHKJIATYpbl €N OPraHu3aluu, epeaatoTcs
B apXWB OpPraHM3alld{, O YEM B HOMEHKJIATYpe JAENIaeTCi OTMETKAa C yKa3aHUEM
JOJDKHOCTH JIMLIA, CAENABIIETO0 OTMETKY, €ro MOAMUCH U paciiu(poBKHU MOAMKUCH
(mpunioxxerue Ne 25 IlpaBun).

I'paduueckoe nzobpaxenue npouecca 1.1.1 «CocraBnenue, coriiacoBaHue,
YTBEPKIEHUE HOMEHKJIATYpbl JI€JI OPraHu3aluu» IpeacTaBiIeHO Ha cxeme 02

npuinoxeHns Ne 4.
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1.1.2. OT60p TOKYMEHTOB JIJIs TIepeavyy B apXUB OpraHU3aIlUU U JIJIS BBIJCICHUS

K YHUYTOXCHHUIO

[Ipn mnpoBeneHUHM HKCOEPTU3bl LEHHOCTU JIOKYMEHTOB B CTPYKTYPHBIX
MO/APA3ICJICHUSX OpraHU3aI[uy MPOBOIUTCS:

— 0TOOp JTOKYMEHTOB MOCTOSIHHOTO W BpeMEHHBIX (cBbImie 10 jieT) cpokoB
XpaHEeHUSs JUIs TIepelauu B apXUB OpraHu3aluu;

— oTOOp JOKYMEHTOB C BpPEMEHHBIMH CpokKamu XxpaHeHus (mo 10 et
BKJIFOUUTEIBHO), MOAJICKAIINX XPAHEHHUIO B CTPYKTYPHBIX MOJIpa3/IeJICHUX;

— 0TOOp MOKYMEHTOB, CPOKH XPAHEHHSI KOTOPBIX MCTEKIJIH, JIJIS BBIJCICHUS
K YHUYTOXEHHUIO.

Jlena mocTossHHOTO U BpeMeHHBbIX (cBbilie 10 JeT) CpokOB XpaHEHUs U IO
JUYHOMY COCTaBY MOABEPraloTCs MOJIUCTHOMY IPOCMOTPY B LIEJISIX ONPEACIICHUS U
BBIJICJICHUS M3 UX COCTaBa [JOKYMEHTOB, HE MOJICKAIINX IOCTOSIHHOMY
xpaneHuto. OT60p JOKYMEHTOB MOCTOSTHHOT'O XpaHEHUs U BpeMeHHBIX (cBbiiie 10
JIET) CPOKOB XpAaHEHHS IPOBOJIUTCS HA OCHOBAaHWUU TEpeYHEH JTOKYMEHTOB C
yKa3aHUEM CPOKOB MX XpaHEHHUs (THUIIOBOT'0, BEJJOMCTBEHHOT0) U HOMEHKJIATYPbI
Jie1 OpraHu3aly.

B cnyyae HeoOHapyxeHHMs [1el, YyKa3aHHbIX B HOMEHKJIATrype Hell,
OCYIIECTBIIAETCS UX PO3BICK (cM. 1. 1.3. MeToauueckux peKoMeHaaIum).

He nonyckaercs oTOOp AOKYMEHTOB MJii XpAaHEHHUS W BBIACIEHUS K
YHUUYTOXXEHHUIO TOJIBKO HA OCHOBAHHH MPOCMOTPA 3aroJIOBKOB Aei. OTHOBPEMEHHO
c oTOOpOM JIOKYMEHTOB, TMOMJEKAIIUX IepeJaye B apXuB OpraHU3allui,
MIPOBEPSCTCS MPABUILHOCTH (DOPMHUPOBAHUS JICT.

Dopmuposarue dena — IMO SPYNNUPOBKA UCHOTIHEHHBIX OOKYMEHMO8 8 0€ell0

6 coomeenmcmeuu ¢ Homemozamypozl oen u ux cucmemamusayus 6Hympu dena.
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[IpoBepka mpaBUIBHOCTH (POPMUPOBAHUS J€1 MPOBOAUTCS COTPYAHHKAMU
CIIY>KOBI JEJIONPOU3BOJICTBA (apXHWBa) B TPUCYTCTBUU JIUI[ OTBETCTBEHHBIX 32
JIEIONPOU3BOACTBO ((popMHUpOBAHUE AENT) B CTPYKTYPHBIX MOJPA3ACIICHUSIX.

[TpoBepka mpaBWIbHOCTU (POPMUPOBAHUS I MPOBOJAUTCS B COOTBETCTBUU
¢ TpeOoBaHUsIMH, YcTaHOBJIEHHbIMH T1. 4.20. [TpaBui.

[Tpu hopmupoBanuu Aen HeOOXOAUMO COOIIOIAThH CIENYIONIME MTpaBuIa;

— B JIJI0 TOMEILAIOTCS JTOKYMEHTBI, KOTOpbIE IO CBOEMY COIEPKaHHIO
COOTBETCTBYIOT 3arojlOBKY Jeja, IpU ITOM 3alpeliaeTcsl TPyNnupoBaTh B Jeia
YEpHOBbIE M JyOJETHbIE OHK3EMIUISIphl JOKYMEHTOB, a TaKXKe JOKYMEHTHI,
MO/JIEXKAaIlNe BO3Bpary;

— nena  (QOpMHUPYIOTCS TMpPHU ILEHTPAIM30BaHHOM (opMe OpraHu3aluu
JIEJIONPOU3BOJICTBA — CITY>KOOM JIENONPOU3BOICTBA OpraHU3alUK; MPU CMEIIaHHOM
— CITy00M J1eJIONPOU3BOJICTBA OPraHU3AIMU U CTPYKTYPHBIMH MOJIpa3IeICHUsIMU
(JTu1IaMu, OTBETCTBEHHBIMHU 32 JICJIONPOU3BOJICTBO) OPraHU3AIINY;

— JIOKYMEHTBhl TIOCTOSSHHOTO M BpPEMEHHOTO XpaHCHHS TOMEIIAIOTCS B
OTJIeTIbHBIC JIeTIa;

— B JIEJI0 BKJIIOYAETCA MO OJAHOMY OJK3EMIUIPY KaXJOro JOKyMEHTa
(MOUTMHHWK JOKYMEHTa, CO3IaHHOTO B OpraHW3alldd, TOJJIMHHUK WU KOIIHSI
MOCTYNUBIIETO B OpPraHU3alldi0 JOKYMEHTa, TMOMJIMHHUK (TPU  OTIIPaBKE
JOKYyMEHTa TOJbKO MO (PakCy WM B BHUJIE AJEKTPOHHOM KOMHUM) WU KOIMUS
HCXOJISIIIETO JOKYMEHTA);

— Ka&XIbIi JIOKYMEHT, IMOMEUICHHBIM B JI€JI0, JOJDKEH OBITh 0(OpPMIIEH B
COOTBETCTBUHU C YCTAaHOBJICHHBIMU TPEOOBAHUSIMU;

— B JIEI0O BKJIIOYAIOTCA JOKYMEHTHl OJHOTO KaJIGHJApHOro Troja,
HCKIIFOUEHHUSI COCTABJISIOT: IMEpEexXoldllue Jena; CyldeOHble Jena; JIMYHBIE JNena,
KOTOpbie (DOPMUPYIOTCS B TEUEHHE BCETrO Mepuoja padoThl JAHHOTO JIKIA B
OpraHM3aIliy; JTOKYMEHTHI BBIOOPHBIX OPraHOB W WX TOCTOSHHBIX KOMUCCHH,

JEMyTaTCKUX TPYyMI, KOTOPBIE TPYNIIUPYIOTCS 3a NEPUOJA UX CO3bIBA; JOKYMEHTHI
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y4eOHBIX 3aBElIEHUH, KOTOphie (OPMHUPYIOTCS 3a YYEOHBIA TOJ; JTOKYMEHTHI
TEaTPOB, XapPaKTEPUIYIOIIUE CIIEHUYECKYIO JIEATeIbHOCTh 32 TeaTPaIbHBIN CE30H;
nena GuiIbMOB, pyKONUCEH, UCTOPUU OOoJIe3HEH U JIp.;

— JIEJIO He JIOJDKHO cojiepkaTh Oosee 250 TUCTOB Mpu TONIIMHE HE Ooree

4 cMm.

BrayTpu nena 1o0KyMEHTBI MOTYT OBITh PACIIOIOKECHBI:

— MO XPOHOJOTMM W MOPSAKY PETUCTPALUOHHBIX HOMEPOB: BXOJIAIINE
(moctynaromue) JIOKYMEHTBI — [0 JaraM [OCTYIUICHUS, HCXOMSIINE

(oTIpaBiIeHHBIE) — 11O JaTaM OTIIPaBKH;

— 10 ai(haBUTy aBTOPOB WJIM KOPPECIIOHACHTOB;

— 0 MPOIECCY PACCMOTPEHHUS BOIIPOCA.

[IpunoxkeHus: K TOKyMEHTaM, HE3aBUCUMO OT JaThl UX YTBEP)KICHHS WU
COCTaBJICHUSA, MPUCOCAUHAIOTCA K JOKYMEHTaM, K KOTOPhIM OHHM OTHOCSTCS;
IPUWIOKEHUST 00beMOM CBbIIIe 250 JIMCTOB BBIIETSIOTCS B OT/ACJIbHBIA TOM, O YEM
B JINCTE-3aBEpUTEIIE Jesa B rpade 1 nenaercst oTMeTKa.

PacnopsimurenbHble  NOKYMEHTHl TPYNIUPYIOTCS B JeJa 1O BHAAM
JIOKYMEHTOB U XPOHOJIOTHH C OTHOCSAIIUMUCS K HUM MPUIIOKECHU SIMU:

— MpaBWia, TIOJOXKEHUS, HWHCTPYKIMHM, PErJIaMEHThI, YTBEPKJICHHBIC
pacnopsiAUTENbHBIMUA  JTOKYMEHTAMU, SIBIIIOTCA MPUIIOKEHUSIMA K HUM H
BKJIFOUAIOTCS B JIEJIO BMECTE C YKA3aHHBIMU JJOKYMEHTAMM; €CJIA OHU YTBEPKIACHBI
KaK CaMOCTOSITEIIbHBIC IOKYMEHTHI, UX (OPMUPYIOT B OT/ICTHHBIC JIETIa;

— MPHUKa3bl 0 OCHOBHOM JEATEIHLHOCTH BKIIIOYAIOTCS B Jieja OTIIENBHO OT
MpPUKa30B MO JUYHOMY COCTaBy UM NPUKA30B MO aJMUHUCTPATUBHO-
XO3SIICTBEHHBIM BOIPOCaM;

— MPUKa3bl IO JUYHOMY COCTaBYy BKJIIOUAIOTCSl B Ji€JIa B COOTBETCTBUU CO
CpOKaMU HX XpaHEeHUs (MpUKa3bl MO JMYHOMY COCTaBY CO CPOKAMH XpaHEHHS
75 ner DIIK umm 50 nmer D1IK nmomMemiaroTcst B iefa OTAEIBHO OT JOKYMEHTOB IO

JUYHOMY COCTaBYy CO CPOKOM xpaHeHus 5 jetT). Llenmecoobpa3Ho mpu OobIIUX
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o0beMax JOKYMEHTOB MPHUKa3bl MO JUYHOMY COCTaBY, KaCaIOIIMECS Pa3IUUHBIX
CTOPOH YIPaBJICHMs MEpCOHANIOM (IIpreM Ha paboTy, MepeMelieHne, YBOIbHEHHE,
KOMaHJIMPOBKH, IPEMHUPOBAHUE U JP.), TPYIITHPOBATH B OTACIbHBIC JCIa;

— TMOPYYEHHS BBIIIECTOSIINIUX OpPraHM3aliié M JOKYMEHTHI TI0 UX
BBITIOJTHEHUIO TPYIITUPYIOTCS B JIeNa 10 1aTaM IMOpyIeHU;

— YTBEpPXKICHHBIC TUIAHbI, OTYEThI, CMETHI, JINMHUTbHI, TUTYJIbHbBIC CIUCKH H
JIPYTHE TOKYMEHTBI BKIIOYAIOTCS B JIeIa OTJAEIBHO OT MX IMTPOCKTOB,;

— JIOKYMEHTBl B JIMYHBIX JEJIaX PACMOJararoTcs B XPOHOJIOTUYECKOM
MOPSAJIKE TI0 MEPE MX MOCTYIJICHUS;

— JIOKYMEHTBhl 1O 3apaboTHON I1laTe paOOTHUKOB (JIMLEBBIE CUYETA,
KapTOUYKHU-CIIPABKHU) TPYIMIUPYIOTCS B CAMOCTOSITEIHHBIC JIEJIa U PACIIONaratoTcs B
HUX 10 andaBuTy GpamMuianii pabOTHUKOB B TIpeiesiaX KaJeHIapHOro rojia;

— oOpailieHus TpaxaaH (IIPeasIoKEHUs, 3asBJICHUS, )KaIOObl) U TOKYMEHTHI
0 HMX PAaCCMOTPEHMIO, IO BOIMpPOCAaM TBOPUECKOIO XapakTepa, a TaKkxke
COJIEp)KAILME CBEIEHUS O CEPhE3HBIX HENOCTaTKax M 3JI0YNOTPEOJECHUSX,
KOPPYIIIMH MTOMEIIAIOTCSA B Jieia OTACIBLHO OT OOpaIieHuil rpakIaH Mo JUIHBIM
BOMPOCAaM M BOMPOCaM OINEPATHUBHOTO XapakTepa; OOpalleHusi TpaxkIaH W
JOKYMEHTBI 10 UX PACCMOTPEHHUIO TIOMEIIAOTCSA B JEN0 B ali(DaBUTHOM IOPSIIKE
(mo damwmmsaM 3asgBUTENCH) WIM B XPOHOJOTHYECKOM TOpsiake (1o maram
oOpareHui);

— MepemnucKa  CHCTeMaTH3UpyeTcs B Jele B XPOHOJOTHYECKOMN
MOCIIE0BATEIbHOCTH; IOKYMEHT-OTBET MTOMEIIAETCA 32 JJOKYMEHTOM-3aIIPOCOM 10
JaTe OTBETa, WHUIMATUBHBIE TIMChbMa — TI0 Jare peructpanuu. llpm
BO300OHOBJIEHUM TEPENUCKA IO ONpPENEeIEHHOMY BOIIPOCY, HayaBIICHCS B
MPEABIAYIIEM TOTY, TOKYMEHTBI BKITFOUAIOTCS B JICJIO TEKYIIETO rojla ¢ YKa3aHHueM
MHJIEKCa JieNa MPEeAbIYIIEero roja.

B xome otbopa mMOKyMEHTOB Juisi Tiepeladyd B apxXWB OpraHu3aliuu

I[Y6J'I€THBIC 9K3CMIIIAAPbI, YCPHOBHMKH, HEC3ABCPCHHBLIC KOIMMKW OOKYMCHTOB U
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JOKYMEHTBI C BPEMEHHBIMH CPOKAaMHM XPAHEHUS MU3BIMAIOTCSA U3 €N, IPOBOJUTCA
oopmiieHue Aein, CBEJEHUS O JAeNaX BKJIOYAIOTCS B OMNUCU €N CTPYKTYPHOI'O
MOAPA3ACICHUS U IIOCIE YETO AENA EPENAIOTCA B APXUB OpPraHU3alUu.
JIOKyMEHTBI, HE MOJUIeKAUE XPAHEHNIO, BBIIESAIOTCA K YHUUTOXKEHUIO.
Hena ¢ ormerkoi «OIIK» mopnexar MOJMCTHOMY IPOCMOTPY B LEIAX
ONpPEACIICHUs] W BBIJEIEHUS M3 KX COCTaBa JIOKYMEHTOB, IOJUIEKALIUX
MIOCTOSIHHOMY XpaHeHMI0. Beiienennusie u3 gen ¢ otMeTkon «IIIK» moOKyMeHTHI,
NOJIeKAIME IIepefadye Ha IIOCTOSSHHOE XpaHEHWEe, NPUCOCIHUHSIOTCS K
COOTBETCTBYIOLLIMM JI€JaM TOCTOSIHHOTO CpPOKa XpaHEHUS WU OPOPMIISIIOTCS B
CaMOCTOSITEJIbHBIE 114, BKIOYAIOTCS B ONIUCH JI€JI CTPYKTYPHOI'O IIOAPA3ACIICHHUS,
U TIEpelaloTcs B apXWB OopraHuzanuv. OcTalbHbIE JTOKYMEHTBHI JE€1 C OTMETKOU
OIIK, He mnomiexalmue XpaHEHUIO0, BBIACIAIOTCS K yHUYTOXKeHuo. [lpu
BKJIFOYEHUHU UX B AKT O BBIICJICHUH K YHUUTOKEHUIO IOKYMEHTOB, HE TOJIEKAITUX
xpanenuto, otmetka JI1K B rpade «Cpok XxpaHeHUs» HE yKa3bIBACTCH.
I'paduueckoe wuzobpakenue mnpomecca 1.1.2 «OTOOp NTOKYMEHTOB st
nepegayd B apXWB OpPraHu3aldd M I BBIACIEHUS K  YHUYTOXEHUIO»

npeacrasiaeHo Ha cxeme 03 npuioxenus Ne 4.

1.2. Odpopmiienue nen

Jlena nmocTossHHOrO U BpeMeHHBIX (CBbIlIe 10 1eT) CpOKOB XpaHEHUs, B TOM
YUCJe MO0 JUYHOMY COCTaBY, 3aKOHUYEHHBIEC JIENONMPOU3BOJICTBOM, JIOJKHBI OBITH
MOATOTOBJIEHBI K NIepeiaye B apxuB opranuzanuu (1. 4.19 Ilpasun).

JUis MOATOTOBKM K Iepefaye B apXuB Jela Moiexar O(QOpPMIICHUIO U

OMMCAHUIO B COOTBETCTBUHU ¢ TpeOoBanusimu [Ipasui (1. 4.19.).
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Odopmiienue nen s nepefadyd B apXUB OpPraHU3alMi OCYIIECTBISIETCS B
JEJIONIPOU3BO/ICTBE  COTPYJHUKAMU  CIYXKObl ~ JI€JIONPOM3BOJCTBA WU
OTBETCTBEHHBIMHU 32 JEJIONPOU3BOJICTBO B CTPYKTYPHBIX MOAPA3IEICHUSX.

[Tonmnoe odopmienne gena Ha OyMa)XHOM HOCHUTENE MPENyCMaTpPUBAET
BBIIIOJIHEHUE CIIEAYIOIMNX JECUCTBUM:

— MOJUIMBKY WJIU MEPEIIET JOKYMEHTOB JIENa;

— HYyMEPALHIO JIUCTOB JEJa;

— COCTaBJICHHE JIUCTa-3aBeputets aena (npunoxkenue Ne 8 [Ipasun);

— COCTaBJICHHE BHYTPEHHEH OMHCHU JOKYMEHTOB jeia (mpuioxenue Ne 27
[TpaBun);

— odopmiieHue 000KKH nena (mpustoskenne Ne 28 [Ipasun).

[Ipu noammBke (meperuiere) Aesia BHITOIHIIOTCS CAeIYIOUe TeHCTBUSA:

— METaJUIMYeCKHe CKperuieHus (OylnaBKH, CKpPENKH) U3 JOKYMEHTOB
yIAJSI0TCS,

— B Hayaje jeja, Ipu HEOOXOJIMMOCTH, MOAIIUBAIOTCS JIMCThl BHYTPEHHEH
OMKCH JTOKYMEHTOB JI€JIa, B KOHIIE Ka)XJOro JieJia MOJAIIMBAETCS JIUCT-3aBEPUTEND
JieNa; JOKYMEHTBI, COCTABIJIAIOLIME JI€JI0, MOAIIMBAKOTCA Ha YETBIPE MPOKOJIa B
TBEPAYIO OOJIOKKY M3 KapTOHA WM NEPEIUIeTaloTCsl C YYETOM BO3MOXKHOCTH
CBOOOJTHOTO YTEHHsI TEKCTa BCEX JTOKYMEHTOB, JaT, BU3 M PE3OJIOLUUN HAa HUX
(. 4.21. IlpaBu).

[Ipy Hanmuuuu B nAeNe OTIACNBHBIX OCO0O LIEHHBIX JAOKYMEHTOB, a TaKXKe
HEBOCTPEOOBAHHBIX JOKYMEHTOB (TPYAOBBIX KHIDKEK, IUIUIOMOB W JIp.), 3TH
JOKYMEHTBI BKJIQ/IBIBAIOTCS B KOHBEPT, KOTOPBI 3aTeM noamuBaercs B aeino. [Ipu
HAIMYUU OOJBIIOT0 KOJMYECTBA TAKMX JIOKYMEHTOB OHU MOT'YT MU3bIMAThCs U3 el
1 (GOPMUPOBATHCS B OTIEIILHOE JIENO.

Jlena MOCTOSIHHOTO XpaHEHUs, COCTOSIUE U3 IOKYMEHTOB 0CO0O0M Hay4dHO-

UCTOPUYECKOM, XyIOKECTBEHHOM U WHOW IIEHHOCTH UM HehOpMaTHBIX
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JIOKYMEHTOB, XPaHATCA B 3aKPBITHIX TBEPJBIX MalKax C TPeMs KJIalmaHaMH U C
3aBsI3KaMU WK B KAPTOHHBIX PyTisipax (KopoOkax).

[Ipy moaroToBKe K Tepenade B apXWB DJIEKTPOHHBIX JOKYMEHTOB KaKI0e
AJIEKTPOHHOE  JIeJI0  3aluChIBacTCsS Ha JBa  (U3UYECKH  00O0COOJIEHHBIX
MaTEepPHATLHBIX ~ HOCHTENA.  3amucH  JJCKTPOHHBIX 7€l Ha  (U3HYECKH
000COOJICHHBIX HOCUTENSIX JOJKHBI OBITh a0COMIOTHO MACHTUYHBIMU. Ha KaxkbIii
AJICKTPOHHBIM HOCHTENIb O(OPMIISICTCS BKJIAIBINI, Ha KOTOPOM JIODKHO OBIThH
yKa3aHO: MHJEKC Jiela, 3arojOBOK Jiea MO0 HOMEHKIAType e, KpalHHWe IaThl
JIOKYMEHTOB 3JIEKTPOHHOTO Jeia, o0beM nena B M6. Bkmanpiin nmomeniaercs B
GyTasp eNUHATIBI XPaHEHUS.

st obecriedeHus: COXpaHHOCTU U 3aKPEIJICHUS TMOpsAJKa PaCIONIOKEHUS
JOKYMEHTOB B JIeJie, BCE JIMCTHI JieNla, KPOME JINCTa-3aBEPUTENS] U BHYTPECHHEU
OIKMCH, HYMEPYIOTCS B COOTBETCTBUM ¢ TpeOoBaHusmu 1. 4.22 IlpaBuin. Jlucter
BHYTPEHHEW OMUCH JOKYMEHTOB JIella HyMEPYIOTCS OTJIEIBHO.

Ecnu B HyMepanuu JUCTOB Jieia JOMYIIEHO OO0JbIIOe KOJTMYECTBO OLIHOOK
IIPOBOJIUTCS X TIEPEHYMEPALIUSL.

IIpn mepeHymeparuu JHCTOB CTapble HOMEpa 3a4epKHUBAIOTCS OJHOMN
HAaKJIOHHOM 4YEPTOM, W PAJOM CTABUTCA HOBBIM HOMEp JIUCTA; B KOHIE Jena
COCTAaBIIICTCS HOBBIM JIMCT-3aBEPHUTENb, TPU OTOM CTapbId JIMCT-3aBEPUTENb
3a4EpPKUBAETCSI, HO COXPAHSETCS B JIEIe.

Jlnst ydera KoJiu4yecTBa JUCTOB B Jiefie M (PUKcCAMU OCOOEHHOCTEN HX
HyMepanuu ¥ (U3HYECKOTO COCTOSIHUSI COCTABIISICTCSI JINCT-3aBEPUTENh JIelia
(. 4.23. [IpaBuit). Jlucrt-3aBeputTesb COCTaBISIETCS IO YCTAaHOBJICHHOW (opme
(mpunoxxenue Ne 8 Ipasun).

B nucre-3aBeputene nena ykaspiBaeTcs HU(PpaMu U MPOIUCHIO KOJIMYECTBO
MIPOHYMEPOBAHHBIX JINCTOB JIejla, B TOM YHCJE JINTEPHBIC HOMEpa JIMCTOB H
OpONYILIEHHbBIE HOMEpa JUCTOB (MpU HaIM4MM), yepe3 3Hak "+" (Tuiroc)

YKa3bIBACTCA KOJINMYCCTBO JIUCTOB BHYTpeHHeﬁ OITINCH.

31



B rpadgax 1 u 2 nucra-3aBeputelis Jelia OrOBapUBAIOTCS OCOOCHHOCTHU
¢buznueckoro cocTosHus U GOpMUPOBAHUS JIENa:

— HOMEpa JIMCTOB C HakJeeHHbIMU (oTorpa@usamMu, JOKYMEHTaMH,
BBIPE3KaMU U3 T'a3€T;

— HOMepa KpyImHO()OpPMATHBIX JIUCTOB,;

— HOMEpa KOHBEPTOB C BJIOKECHUSIMU U KOJMYECTBO BIIOKECHUIA.

Jlucr-3aBepuTenb Jelia TOAMUCHIBACTCS €r0 COCTABUTEJIEM C YKa3aHHEM
JOJDKHOCTH, paciiuGpoBKYU MOAMKUCH, AaThl COCTABJICHHUS.

Bce nocnenyroniye n3MEeHEHHs B COCTaBE U COCTOSIHUM Jiena (TIOBPEkKICHUS,
3aM€Ha MOJJIMHHBIX JOKYMEHTOB KOIMUSAMU, IPUCOEAUHEHNE HOBBIX IOKYMEHTOB U
JIp.) OTMEUAIOTCSl B JIMCTE-3aBEPUTENIE CO CCHUIKOM Ha COOTBETCTBYIOIIMI aKT B
rpade 1.

JI1s TOKYMEHTOB IOCTOSIHHOTO M BpeMeHHbIX (cBbimie 10 JieT) cpokoB
XpaHEHUs, WHIUBUAYaJIbHBIM Y4ET KOTOPBHIX BBI3BAH CIEUU(PUKON TOKYMEHTOB
(0c000 1IeHHBIC, TUYHBIC, CYCOHbIEC U CICACTBEHHBIC Jeia, JIeJla O MPUCYKICHUU
YUEHBIX CTENEHEH W TNPHUCBOCHUWU YYEHBIX 3BaHUM, Jella Ha aBTOPCKHE
CBUJICTENILCTBA U TATEHTHbIC M300peTeHus, oruetsl 0 HUP u np.), cocraBnsercs
BHYTPEHHSIS ONKUCH JOKYyMEHTOB Aena (1. 4.30. [Ipasun).

BHyTpeHHIOIO OMUCh PEKOMEHIYeTCs TakKe COCTaBIsATh B  Jiellax
MOCTOSIHHOTO M BpeMeHHBIX (cBblmie 10 J1eT) CpOKOB XpaHEHUs, CPOPMHUPOBAHHBIX
[0 PA3HOBUJHOCTSM JOKYMEHTOB, 3arojOBKH KOTOPBIX HE pPacKpbhIBAIOT
KOHKPETHOE COAEPKaHUE JOKYMEHTOB.

Heob6xoquMocTh cocTaBlieHHs] BHYTPEHHEH ONUCH JOKYMEHTOB Jiefia
ONpENENsAeTCS HWHCTPYKUMEH M0 JAEJONPOU3BOACTBY OpraHu3alMd C Y4EeTOM
nonokeHui [IpaBui u naHHbIX MeTOaUYECKUX PEKOMEH AN .

BHyTpeHHsisi omuch COCTaBisieTCs Ha OTIEIBHOM JIMCTE (JIUCTax) II0

yctaHoBiieHHON (opme (npusoxenue Ne 27 IlpaBuii), B KOTOpPOH YKa3bIBaeTCs
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HOPSAKOBBI  HOMEp 3allUCH, PErMCTPAllMOHHBI MHAEKC JOKYMEHTa, JaTa
JOKYMEHTA, 3ar0JIOBOK, HOMEpa JINCTOB JOKYMEHTA B JI€JI€ U IPUMEYaHHE.

K BHyTpeHHEN omucH Jena COCTaBISIETCS WTOTOBas 3alllCh, B KOTOPOH
yKa3bplBaeTcs HuppamMu U MPONUCHIO KOJIUYECTBO BKIIIOUEHHBIX B HEE JOKYMEHTOB
Y KOJIMYECTBO JINCTOB BHYTPEHHEH OIHUCH.

BHyTpeHHST ONUCh MOANMCBHIBAETCS €€ COCTaBUTEIEM C YKa3aHUEM
JOJKHOCTH, paciii(pOBKY MOJIMUCH U JaThl COCTABJICHUSI OIUCH.

IIpy wu3MeHEHHH cocTaBa JOKYMEHTOB Jefla (M3bATUH, BKIIOYEHHH
JOKYMEHTOB, 3aMEHbl UX KONMMSMH U JAp.) 9TH U3MEHEHUs OTPaXaroTcsi B rpade
«IIpumedanue» coO CChUIKAMHM HAa COOTBETCTBYIOIIME aKThl, MPU HEOOXOAUMOCTH
COCTaBJISIETCA HOBAask MTOrOBasl 3allMCh K BHYTPEHHEH ONMCHU U JIMCT-3aBEPUTENb
Jena.

O061o0Ka Jenna MoCcTOSHHOT0, BpeMeHHBIX (cBbliie 10 J1eT) CpoKOB XpaHEHMUsI
U 10 JIMYHOMY COCTaBy O(OpPMIISIETCS MO YCTAHOBJIEHHON (GopMe (IpUIOKEHHE
Ne 28 TIlpaBum). s oOecriedeHus: TOITOBPEMEHHOM COXPAHHOCTH CBEACHMIA,
HaXOJIAIINUXCS Ha OOJIOKKE Jeina, PeKOMEHIAYEeTCs OhOPMIISTh OOJIOKKY OT PYKH
YEpHUJIAMHU.

Ha o6noxke nena ykasbiBaeTcs:

— HaMMEHOBaHUE roCyAapCTBEHHOI'O (MyHULIMIAJIBHOT'O) apxuBa
(MPUHUMAIOIIETO TOKYMEHTBI Ha TOCTOSIHHOE XPAHEHHUE);

— HOoJHOe O(QUIMAIbHOE HAaUMEHOBAHUE BBIIIECTOSIEH OpraHU3aluu IMpU
ee Hamuyuu (yKa3blBa€TCAd HAJ HAWUMEHOBAaHWEM OpraHU3aluyd — HCTOYHHUKA
KOMILJIEKTOBAHUSI B UMEHUTEIBHOM IaJIEXKE);

— NojJHOe O(QUUUAIbHOE HAaUMEHOBAHHWE OpraHU3allUd - MCTOYHHKA
KOMILJIEKTOBaHUS (YKa3bIBAE€TCSI B UMEHUTEIBHOM IAJIEXKE);

— COKpAILlEHHOE HAauMEHOBAaHUE OpraHu3anuu - MCTOYHHKA
KOMIUJIEKTOBaHUS, MPU €ro HaJIWyuu (yKa3bIBaeTCsl B CKOOKax IOCJE IMOJIHOrO

HAUMEHOBAHUA);
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— HaMMEHOBAaHUE CTPYKTYPHOTO MOAPA3/ICICHUS.

Ecnu namMeHOBaHWE OpraHm3aliid B TEUYEHHE MEpPHOJIa, OXBATHIBAEMOTO
JOKYMEHTaMH JIella, HW3MEHWJIOCh WM JeJo OBI0 TepeJaHo B JIPYryro
OpraHM3aIio, Ha OOJIOKKE JieJla MO/ MPEKHUM HAMMEHOBAHHEM YKa3bIBAETCS
HOBOC HAaWMEHOBAaHHME NAHHOW OpPraHWU3AlMK WA OPraHU3aIMH-TIPaBOIIPEEMHHIKA
(mpexxHee Ha3BaHUE 3aKitoyaeTcsi B CkoOkH) (11. 4.24. TlpaBun).

Nunekc npena, HoMmep ToMa (YacTH) TIEPEHOCUTCS Ha OOJIOKKY U3
HOMEHKJIATYpPBI JeJ1.

3arojoBOK Jiefia MEePEeHOCUTCS Ha OOJIOKKY Jiefla U3 HOMEHKJIATyphl e
OpraHm3aIuy. 3arojoBOK JIOJDKEH COOTBETCTBOBAThH COJEPIKAHHUIO JOKYMEHTOB B
nene. [lpu HeoOX0IMMOCTH B 3ar0JI0BOK MOT'YT OBITh BHECEHBI YTOUYHCHHS.

B Tex caywasx, korjga J1eJIo0 COCTOMT M3 HECKOJBKMX TOMOB (YacTeil), Ha
O0JIOKKY KaXJIOro ToMa (4acTH) BBIHOCUTCS OOIIWMUA 3arojloBOK Jefia, a MpH
HEOOXOJJUMOCTH — 3ar0JI0BOK KaKI0T0 TOMa (4acTu), HalpuMep:

llepcnexmusnwiii nian cCoyuUaIbHO-IKOHOMUYECK020 pazsumusi Mockosckoti
oonacmu 0o 2017 2o0a.

Tom. 1. I[Ipomviuunennocmeo.

Ilepcnexmusnwiii naan COYUAILHO-IKOHOMUYECK020 paszsumusi Mockosckoti
obnacmu 0o 2017 2o0a.

Tom 2. Cenvcroe xo0351icmeo.

B koHIIe 3aronoBKOB A€, COAepKaIIMX KOMUU TOKYMEHTOB, ITPOCTABIISICTCS
ormerka «Komum». [lOgIMHHOCTE JOKYMEHTOB Ji€Ja B 3aroJIOBKE HE
oroBapuBaetcs (1. 4.26 [IpaBun).

B HeoOXoamMbIX CiIydasx B 3arojOBOK Jielia BHOCSTCS JOMOJTHUTEIbHBIC
CBEJICHUS M YTOYHCHHS (IPOCTABJIAIOTCS HOMEpA MPUKA30B, MPOTOKOJIOB U JIp.),
HaIpuMep:

Tpuxa3zolt NeNe [-188 obwecmea no 0cHO8HOU OesimenbHOCMU.
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[Tpu 3anonuenun crpoku «KpaitHue natel» Ha O0JIOXKKE Jelia YKa3bIBalOTCS
natel (roji(bl) 3aBe/ICHUS U OKOHYAHUS JIeNia B JIEJIOMPOU3BOJICTBE.

Eciu B geno BKIIIOYEHBI JTOKYMEHTHI, J1aTa KOTOPBIX BBIXOJMT 3a PaMKH
KpaliHUX JaT JOKYMEHTOB JieNa, Mo CTpoKou «KpalHue naTel» IeNaeTcs 3anuch:
«B Oene umeromcs ooxymenmul 3a ... 200(vl)y. llpu coctaBieHun omnuce nen
JTaHHAs 3aMKUCh MOXKET yKa3bIBaThCs B rpade [Ipumeuanue.

JlaTa fena MOXET He yKa3bIBaThCA Ha OOJIOKKAX J€N, COAEPHALIUX TOJOBbIE
IJIaHbl U OTYETHI U JIPYTUE JOKYMEHTHI, B 3ar0JI0BKaX KOTOPBIX OTPAKAKOTCS JAThI
WM TIEPUOJI, K KOTOPOMY OTHOCATCS] JOKYMEHTHI JIEJIa.

Jatamu J1en, COAEpKalllUX PACHOPAIUTENIbHYIO, TBOPUYECKYIO W HHYIO
JOKYMEHTAIMIO (JIOKJajabl, MKHCbMA, CTEHOTPaMMBbl), Ui KOTOpPOM TOYHAas
JATUPOBKA UMEET BAXKHOE 3HAUYCHHE, a TAKXKE JUIS 1€, COCTOSIINX U3 HECKOJIBKUX
TOMOB (YacTeii), sIBISIIOTCS AaThl (YUCI0, MECSI], TOJ1) PErUCTpalliu (COCTaBICHHUS,
MOCTYIUICHHSI) CAaMOT0 PAHHETO M CaMOT0 IMO3HEr0 JIOKYMEHTOB, BKIIOYEHHBIX B
JENO.

Ecnu nenom siBnsieTcst )kypHall, TO 1aTOM Jieja OyayT TOYHBIE KaJleHJapHbIe
JaThl TIEPBOM U TIOCJICAHEN 3aIIUCEN B )KypHAJIE.

JlaTtou nena, comeprkaiiero NpoTOKOJIbl 3aCEAAHUM, SBJISIFOTCS 1aThl IEPBOIO
U TIOCIIEAHEr0 MPOTOKOIa, COCTABIISIOMIMX JEN0, WIM JIaThl YTBEPKACHUS (eciu
IIPOTOKOJIBI YTBEPKIAAIOTCS).

JlaToil TMYHOrO Jeyia ABJISIIOTCS NAThl MOAIMCAHHUS MPUKA30B O MPUEME U
YBOJIbHEHHH JIMLA, HA KOTOPOE OHO 3aBEAECHO.

[Ipun o6o3HaueHUM Jar jAejia CHavalla yKa3bIBAe€TCs YUCIO, 3aT€M MeECSIl U
rog. Yucno m rom o0o03HAUYAIOTCS apaOCKUMH [HU(ppamMu, Ha3BaHUE Mecsla —
cioBoM, Hanipumep: 9 mas 1998 2ooa.

Ecnu patra nokymeHTa WM OTHAENBHBIE €€ 3JIEMEHTBI ONPEHEISIOTCS
npuOIU3UTENTHHO, HA OCHOBAHUM AaHANIU3a COJAEpPXKaHUs JOKYMEHTa, TO JlaTa WId

OTACIBHBIC €C DJOJICMCHTHBI, HC a0COJIFOTHO JOCTOBCPHBIC, 3aKIIO4Yar0TCA B
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KBaJpaTHbhIe CKOOKM. JlaTa WM OTHAENIbHBIC €€ DJIEMEHTBhI, HE aOCOJIFOTHO
JIOCTOBEPHBIE, COPOBOXKIAIOTCSA BOIIPOCUTEIILHBIM 3HAKOM, HAITpUMED:

[He panee 2014 2.];

[He panee anpens - e nozounee mas 2013 2.];

[He panee 24] uronusa 2015 2.,

17 [ansaps] 2006 a.;

19 aseycma [2005 2.];

[25 cenmsbps 2004 2.?].

KomnuectBo 5ucTOB B €€ TMPOCTaBIs€TCS HAa OCHOBAaHHWM JIMCTa-
3aBepUTENs Jena.

Cpoxk XpaHeHus Jea MePeHOCUTCS Ha 00JIOKKY Jeja U3 COOTBETCTBYIOIICH
HOMEHKJIATyphl  JIeJl  OpraHu3alid T[OCJI€ CBEPKH €ro IO  THUIIOBOMY
(BE€IOMCTBEHHOMY) MEPEYHIO IOKYMEHTOB C YKa3aHUEM CPOKOB UX XPaHEHHUS.

Ha nenax mocToSsHHOrO XpaHEeHHs MUILIETCA: «XPaHUTh TOCTOSTHHOM.

ApxuBHBIN (P HA 00JOKKE Jesia MPOCTABISAETCS B JICBOM HUXKHEM YTy
YEepHWJIAMU TI0CJE€ BKJIIOYEHHS 1€l B TOJOBBIE pA3Aeiibl OMUCEH Jed U MOCie
YTBEPKICHUS/COTIIaCOBaHUs TOJOBBIX pa3iesioB cBOAHbIX ommceill gen IIIK
COOTBETCTBYIOILIETO apPXHUBHOTO YUPEKICHUSI M YTBEPXKICHHS PYKOBOAMTEIIEM
OpraHu3anuu (10 3TOro apxXWBHBIM MHUE@P MNPOCTABISAETCA KapaHAAIIOM)

(m. 4.27. IpaBun).

1.3. Opranu3zaius po3bicKa HEIOCTAIOMIMNX J1e]T

B ciydae orcyTrcTBHS Jen MOCTOSHHOTO W BpeMeHHbIX (cBbimie 10 1er)
CPOKOB  XpaHCHHWs, UUCIAIIUXCA 10 HOMEHKJIAaType JeJd OpraHu3alui,
COTpYAHUKaAMU CITY>KOBI JIeJIOTPOU3BOJICTBA (OTBETCTBEHHBIMU 3a

JICJIONPOU3BOICTBO B CTPYKTYPHBIX MOAPA3ACIICHUAX) MTPUHUMAIOTCS MEPBI 110 UX
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PO3BICKY.

OOHapyXeHHBbIE Jiefla BKJIIOYAIOTCS B ONUCh JIel  CTPYKTYpPHOTO
noapazaeneHuss. Ecinu po3bIck es1 He an pe3ynbTaToB, TO HA HEOOHAPYXEHHBIE
JieNia COCTaBJIsieTCsl akT 00 yTpare AJokyMeHToB (1. 4.32. IlpaBui). Akt 00 yrpate
JOKYMEHTOB B JEJIONPOM3BOJCTBE COCTaBisieTcs mo (opme akta 00 yrpare
JIOKYMEHTOB B apXxuBe opraHuzanuu (npuioxenue Ne 6 [Ipasui).

IIpu cocraBieHuu akta B JEJIONPOW3BOACTBE Tpadel 2, 3, a Takxke
uHpopManys O Ha3BaHUM W HOMepe (PoHIa, 3amUCh O BHECEHWM W3MCHEHHWH B
YUYETHBIE IOKYMEHTBI HE 3aIOJTHSIOTCS.

Jlnst coctaBneHust akta 00 yTrpaTe Jen B JAeJIONPOU3BOACTBE JOJKHBI OBITh
IPEelyCMOTpPEHbI Ipadbl: MHIAEKC Jella MO0 HOMEHKIAType JieJl, 3aroJioBOK Jena,
KpailHUE AaThl, MPEANO0IaraéMble IPUUUHBI YTPAThl JOKYMEHTOB.

AKT MOJNKCHIBAETCS PYKOBOJIMUTEJIEM CTPYKTYPHOIO NOAPA3ACICHUS U
NepeaacTcsi BMECTE€ C ONUCHIO e CTPYKTYPHOTO IOAPA3JEeJICHUs] B apXuB
OpraHHU3aIyu.

I'padpuueckoe wu3o0paxenue mporecca 1.3. «Opranuzanus po3bICKa

HEJIOCTAOIIMX Ae» mpeacTaBieHo Ha cxeMme 04 mpunoxxenus Ne 4.

1.4. [lepenaya nen B apxuB OpraHu3alnu

Ilepenaua genm B apXuB OpraHu3allMd OCYIIECTBJSIETCA MO Tpaduky,
COTJJaCOBAHHOMY C  PYKOBOAUTEISIMU  CTPYKTYPHBIX  MOJpa3feieHud U
YTBEPKICHHOMY pyKoBojuTeneM opranuzanuu (1. 4.33. [pasuin).

[lepenava nen moCTOSSHHOTO, BpeMEHHBIX (CBBIIIEe 10 J1€T) CpOKOB XpaHEHUS
U 10 JIMYHOMY COCTaBy B apXWB OPraHU3alMU MPOBOJMTCS TOJBKO MO OIHKCSM,

COCTAaBJIEHHBIM B CTPYKTYPHBIX nojapazaeneHusix (m. 4.31. Ilpasun).
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Onuce Oen  CMPYKMYPHO20 NOOPA30eNeHUss — YU4emHblll OOKYMEHM,
BKIIOYAIOWULL  CBe0eHUsl O 0enax, COOPpMUPOBAHHBLIX 6 NoOpa30eieHuu U
noozexcawux nepeoaye Ha ApXuHoe XpaHeHue.

[lopsmok cocraBieHHsT ONUCEW Je€l  CTPYKTYPHBIX — IMOAPA3LAECICHUMN
yCTaHABIMBACTCSI MHCTPYKIMEW MO JEIONPOU3BOACTBY opranuszanuu. Padora mo
COCTAaBJICHUIO OIMHCEH JIe7T CTPYKTYPHBIX MOAPA3/ACICHUN BBIOIHICTCS JIMIIAMH,
OTBETCTBEHHBIMH 32 BEJCHHE JIETOMPOU3BOJICTBA B CTPYKTYPHBIX MOPa3ACICHUSIX
U pabOTHUKAMH CIIY»KOBI JICJIOTPOU3BOJICTBA OpraHu3anuu. MeToandeckoe
PYKOBOJICTBO ~ COCTaBJIEHMEM OIUCEH JIel CTPYKTYPHBIX  MOApa3JeieHUui
OCYILIECTBJISIET apXUB OpraHU3aluu.

OTBETCTBEHHOCTh 32 CBOEBPEMEHHOE M KauyeCTBEHHOE COCTaBJICHHE OMUCEN
JIeNl CTPYKTYPHBIX MOAPA3AeICHUI HECYT PYKOBOIUTENN ITUX MOIpa3AeeHUM.

Onucu  nen  CTPYKTYpPHBIX —MOJpa3NelCHUl  COCTaBISIOTCS Ha  BCE
3aBepIIEHHbIE B JICJIONPOU3BOJACTBE OpraHU3AlMHM Jiella TMOCTOSIHHOTO |
BpeMeHHBIX (CBbie 10 JI€T) CPOKOB XpaHEHUs M Jeja MO JIMYHOMY COCTaBy,
npoleamue skcneptu3y neHHoctu (. 4.11. Tlpasun).

Omnucu 1en, MOATOTOBICHHBIE CTPYKTYPHBIMU TOAPA3ACIICHUSIMH, SIBIISIFOTCS
JIOKYMEHTaMH, TI0 KOTOPBIM OCYIIIECTBIIACTCA Tepeiada JIesl B apXUB OPraHU3aIuu.
Ha ocHoBe omuceil nen CTpyKTYpHBIX TMOIpa3felieHuil B apXUBE COCTABIISIOTCS
rOJIOBBIE pa3/ielibl onuceit aen, TokyMeHToB (1. 4.11. ITpaBun).

Onucu coCTaBISAIOTCS OT/IETBHO HA:

— JieNia TOCTOSIHHOT O XpaHEeHHS;

— Jiena BpeMeHHBIX (cBbimie 10 jeT) CpoKOB XpaHEHUS;

— JIeJia Mo JINYHOMY COCTaBY;

— JIenia, COCTOAIIME U3 CIEeNU(DUIECKUX, XapaKTePHBIX TOJIBKO AJIs JaHHOU
OpraHu3aIuu, TOKYMEHTOB (CyZeOHbIE U CIIEJICTBEHHBIE JIe/ia, HAYyYHbIE OTUETHI 10
TeMaMm U Jp.).

OTI[GHI)HI)IG OIINCH COCTaBJIAIOTCA Ha QJICKTPOHHBIC JOKYMCHTLI
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MOCTOSIHHOTO XPaHEHMs; BpeMeHHbIX (cBbilie 10 J1eT) CpOKOB XpaHEHHUS, B TOM
YHUCJe 10 JIMYHOMY cocTaBy (1. 4.31. IIpaBumn).

B nenonpou3BoacTBE OMUCH J€d CTPYKTYPHBIX MOAPA3ACICHUN YKa3aHHBIX
KATeropyil JIeJl COCTABJISIOTCS Ha JieJla KaXKIO0ro CTPYKTYPHOrO IMOJpa3/eleHuUs
OpraHu3aIuu.

Onucu aen CTpyKTYPHBIX MOAPA3AEIECHUN COCTABIISIIOTCA 10 YCTAHOBJICHHOM
dbopme (mpuioxenust Ne 23, 24 TlpaBui) U NpencTaBiIsIIOTCS B apXUB HE TMO3/IHEE
YeM Yepe3 I'oJl MocJIie 3aBEPIICHUs e B Aenonpou3Boactse (1. 4.31.).

[Ipy HaMuuMKM B CTPYKTYPHBIX MOJPA3ACICHUSIX HEOMHCAHHBIX JAeNl 3a
HECKOJIBKO JIET MO COTJIACOBAHUIO C APXMBOM HA HUX MOXET COCTABJISITHCS OJHA
ONKCH (BHYTPH OIKCH JIEa PACHoiaraloTcsl Mo rojlaM UX 3aBEJICHHS).

Ilepen BHeceHHEM 3arojOBKOB €] B OMUCh CTPYKTYPHOTO MOJAPA3/ICIICHUS
POBEPSIOTCST KauecTBO (opMupoBaHus U OGOPMIICHUS JIeT, COOTBETCTBUE
KOJIMYECTBA [I€J, BHOCHUMBIX B OIMCh, KOJMYECTBY 3aBEIACHHBIX JEI IO
HOMEHKJIaType nen opranuzanuu (1. 4.32. Tlpasun).

OnucarenbHasi CTaThsl OMUCHU JI€J CTPYKTYPHOTO MOAPA3AEICHUS BKIFOYAET
B ce0s1 CIeAYIONIUe AIIEMEHTHI:

— MOPSAKOBBIA HOMEp Aena (TOMa, YacTH);

— MHJEKC Jiena (ToMa, 4aCcTHU) B COOTBETCTBUY C HOMEHKJIATypOH e,

— 3aroJIOBOK JIeNa;

— KpailHue JaThl aena (Toma, 4acTH);

— CpPOK XpaHeHusi Jena (He MPOCTaBISIETCS B OMUCU J€J IMOCTOSHHOTO
XpaHEHUs);

— KOJIMYECTBO JIMCTOB B Jiejie (TOME, YacTH), JIJIs 3JEKTPOHHBIX JIe] — 00beM
B MO0 (npunoxenue Ne 24 IIpasuin);

— MpUMEYaHUsl.

[Ipu cocraBieHUr OMHUCH €N CTPYKTYPHOTO TOJpa3feieHus HeoOX0IuMO

coOJII01aTh CIENYIONINE TPEOOBAHUS:
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— KaXJ0€ JNIeJI0 BHOCHUTCS B OIKCHh IOJ CaMOCTOSITEIbHBIM MOPSAKOBBIM
HOMEpPOM; €CJIM JIeJI0O COCTOUT M3 HECKOJIBKUX TOMOB (YacTei), TO KaxIbld TOM
(4acTh) BHOCUTCS B OIKCH MOJT CAMOCTOSITEIIbHBIM HOMEPOM;

— MOPSJ0K HyMEpaluy OMUCATENIbHBIX CTATEN B OMKUCH — BaJIOBBIl;

— CHUCTeMaTu3alus Jel B OMNHCHU JeJl CTPYKTYPHOTO TOApa3elecHus
COOTBETCTBYET MX CHUCTEMATH3allM B HOMEHKJATYpe JIeJl OpraHu3aluu, a HOMep
OMHUCHU CTPYKTYPHOTO TMOAPa3ICICHUS] MOXKET COCTOSITh M3 KOJa CTPYKTYpPHOI'O
MO/APa3ICJICHUs, COOTBETCTBYIOIIETO KOAY MOApa3ACICHUs B HOMEHKIIATYpE e, C
no0aBIeHUEM TMPOMUCHOW HAdadbHOW OYKBHI HAMMEHOBAHUS  KATETOPHUH
JIOKYMEHTOB, COCTABJISIFOIIMX OMUCh, M MOCIEAHUX ABYX LU(dp roga, B KOTOPOM
3aBE/ICHBI JIeJ1a, BKIIOUYECHHBIC B OMKUCh, HAITPUMED:

OIKCH JIeNl TIOCTOSHHOTO, BpeMEHHBbIX (CBbIlIEe 10 J€T) CpOKOB XpaHEHUs U
[0 JIMYHOMY COCTAaBY CTPYKTYPHOIrO IIOApasfeneHus, kox koroporo 07,
BKJIFOUCHHBIX B HOMEHKJIATypy aeia 2015 r., Oyayt umers Homepa: 7m-15, 7B-15 u
7 n/c-15;

— Tpadbl OMUCH 3aMOTHSIIOTCS B TOYHOM COOTBETCTBUU C TEMU CBEIACHUSIMU,
KOTOpbI€ BHIHECEHBI HAa 00JIOKKY JIEJ1a;

— NpU BHECEHUU B OIUCHh JIeT HECKOJbKUX JEJI C OJWHAKOBBIMU
3arojIoBKaMu 00O03HAYEHHE JCJ CIIOBAMH «TO JK€» HE JOMYCKAETCs; OJMHAKOBHIC
3aroJIOBKH JI€JT BHOCSATCS] B ONIUCH MOJHOCTBIO.

- rpapa ommcu «lIpumeuanue» HCHONB3yeTCA MJII OTMETOK 00
O0COOCHHOCTAX (DU3MYECKOTO COCTOSHMS JieJl, O Iepemade Jen  Jpyrum
CTPYKTYPHBIM MOJpa3eICHUSIM OpraHu3alii, O HAIMYUKU KON U JIp.

B koH1E ommcHu nAen CTPYKTYpPHOrO MOJAPA3ACIICHHS BCIEH 3a IOCIEIHEN
OMMUCATEIIbHON CTaThEW 3aIOJIHSAECTCS UTOrOBas 3alUCh, B KOTOPOM YKa3bIBA€TCS
(udpaMu ¥ TPOMUCHIO) KOJIMYECTBO JI€JI, YHMCISIIUXCS IO OMHCH, TEPBBIA U
MOCIIEAHUI HOMEpa JeNl IO ONHUCH, a TakKKe OroBapuBalOTCI OCOOCHHOCTH

HyMEpamuru A€ B OIIMCHU: HATMYHEC JIUTCPHBIX WA IMPOIMYINCHHBIX HOMCPOB.
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Onuck J1ea CTPYKTYPHOTO MOJpPAa3AesieHUs MOIMUCHIBACTCS PYKOBOJIUTEIEM
CTPYKTYPHOT'O TMOJAPA3/IENICHUsT W COTJIACOBBIBAECTCS C PYKOBOJUTEIEM CIY>KOBI
JIEIOTIPON3BOICTBA OPTaHU3AIIH.

[Ipyn Hamu4MM B CTPYKTYPHOM IMOJPA3JEICHUA OPraHU3alMKM SKCIEPTHON
KOMHCCUU  CTPYKTYpHOro mojpasneienus (manee — OK  cTpykTypHOro
noJipa3fieieHus), ONMUCh JODKHA ObITh cormacoBaHa ¢ DK crpykrypHOro
nonapazneneHus. Pemenne OK cTpykTypHOro moapaszneneHusi ohopmisieTcs
IIPOTOKOJIOM.

Onuce 1en CTPYKTYpHOTO TOJpa3fefieHHsi OpraHU3allii COCTaBISIETCS B
JBYX-TPEX IK3EMIUIAPAX, OJIUH U3 KOTOPBIX MEPEIaeTCs BMECTE C JIeJlaMU B apXUB
OpraHu3allii, BTOPOH OCTaeTcs B KadeCTBE KOHTPOJBHOTO JK3eMIUIIpa B
CTPYKTYPHOM TOAPA3ACICHNN, TPETUIA MPUOOIIAETCS K MPOTOKOIY 3acemanusi K
(Mpu HAMMYKUK B CTPYKTYpHOM nojpazaenenun JK).

[Ipuem-niepenaya aen B apXuB OpPraHU3alMU MPOU3BOAUTCS PAOOTHUKOM
apxuBa W PAOOTHUKOM CTPYKTYPHOTO TOApPA3ACICHNS, MPH OSTOM Ha BCEX
AK3EMIUISIPAX OMUCH JIeTT CTPYKTYPHOTO MOJPA3ZCCHHs] MPOTHB KaXKJOro Jena,
BKJTIOYEHHOT'O B HEE, JIENAeTCs OTMETKA O HAIMYUH JIeTia.

B koHIle KaxkIoro sK3eMIuIsipa OMUCH e CTPYKTYPHOTO TOApa3IeiICHUS
YKa3bIBAOTCS MU(PPAMH U TPOIHUCHI0 KOTHYECTBO (PAKTHUECKH MPUHATHIX B apXUB
JIeJI, WTOTOBasl 3amuCh MOAMKUCHIBACTCS JIMIIOM, OTBETCTBCHHBIM 3a apXuB, H
pabOTHUKOM CTPYKTYPHOTO TOJpa3AeiieHus, mepenasmero pena. llepemaua
AJIEKTPOHHBIX JTOKYMEHTOB B apXWB OpPraHU3allUHd TPOU3BOJUTCS HAa OCHOBAHHH
ONMUCEH  DJIGKTPOHHBIX JEJ, JOKYMEHTOB CTPYKTYPHBIX IOJpa3aeiieHui
(m. 4.34. [lpaBui) 1o WH(DOPMAITMOHHO-TEJICKOMMYHUKAIIMOHHON ceTh  (Tpu
HAIMYUU B apXMBE OpraHU3alMi UHPOPMAIMOHHOW CUCTEMBbI) WK Ha (PU3UYECKU
000CO0ICHHBIX MAaTEPUATBHBIX HOCUTENSAX B IBYX MACHTHYHBIX SK3EMILIPaX.

Onuch 3JEKTPOHHBIX JEN CTPYKTYPHBIX TMOAPA3IeICHUN COCTaBISACTCS 10

ycTaHoBIeHHOU Gopme (mprtoskenne Ne 24 [IpaBun).
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TpeOboBaHUsI K COCTaBJICHUIO ONUCH AJIEKTPOHHBIX JI€J AaHAJIOTMYHbI
TpeOOBaHMSIM K COCTABJIEHUIO OINKCU JIed1 Ha OyMaXHOM HOCUTENle, 3a
WCKJTIOYCHHUEM CIIeTYIOIINX TPaBUII:

— B rpade 6 omuCcH JIEKTPOHHBIX JEI YKa3bIBaeTCsi 00beM B MO;

— B UTOT'OBOM 3aITMCH OIMMCH JIEKTPOHHBIX /1€ YKa3biBaeTcs 00beM B MO;

— JleNia ¢ OJIMHAKOBBIMH 3ar0J0BKaMU BHOCSITCS B OIHUCH AJIEKTPOHHBIX T

TIOJTHOCTBIO;

[Ipy mepemade DSIEKTPOHHBIX JOKYMEHTOB B apXUB OpTaHHU3aINH
BBITTOJIHAIOTCS CIIEAYIOLIUE OCHOBHBIE TPOLIEAYPHI PA0OTHI C TOKYMEHTAMU:

— (opmupoBaHue B HHOOPMAITMOHHON CUCTEME OpPraHu3aluu JIEKTPOHHBIX

e, SBIISIOIIMXCS COBOKYITHOCTBIO KOHTEHHEPOB AJIEKTPOHHBIX JOKYMEHTOB WU
KOHTEHHEPOM 3JIEKTPOHHOTO JOKYMEHTa, COAEPAIIUM KOHTEHT U METaJlaHHbIE
3JIEKTPOHHOT' O NOKYMEHTA, (aitnbl 3JIEKTPOHHBIX MOATIMCEN u
BU3YQJIN3UPOBAHHYIO KOIMIO TEKCTOBOI'O 3JIEKTPOHHOIO JOKYMEHTa B (hopMmare
PDF/A (n. 4.34 IlpaBun);

— (¢opMupoBaHuEe B MH()OPMALMOHHOW CHCTEME OMHCU DJEKTPOHHBIX el
CTPYKTYPHOTO NO/Apa3eNeHuUs;

— TPOBEPKAa apXMBOM OpPTraHU3AINH DJICKTPOHHBIX JTOKYMEHTOB Ha HAUYHE
BPEIOHOCHBIX KOMITBIOTEPHBIX MMPOTPaAMM;

— IpOBEpPKa BOCIPOU3BOJUMOCTH JIEKTPOHHBIX JOKYMEHTOB;

— IpoBepKa (PU3NYECKOT0 M TEXHUYECKOIO COCTOSHUS HocuTesen (mpu
nepefaye dSJICKTPOHHBIX JOKYMEHTOB B apXUB OpraHu3aludd Ha (U3MYECKH
000CO0JICHHBIX MaTEPUATIbHBIX HOCUTEISX);

— mpoBepka Hanmuuyus (aiia 3IEKTPOHHON TMONIMUCH, KOTOpPOW ObuI
MOJIMUCAH JJCKTPOHHBIM JIOKYMEHT, W/WiM (Qailia MPOBEpKU DIIEKTPOHHOU
MOJIITHCH.

[IpyemM HIEKTPOHHBIX JOKYMEHTOB B apXUB OpraHu3aiuu oQopmisieTcs

COCTaBJICHMEM HWTOIOBOM 3amuCH B KOHIIC OIIMCH JJICKTPOHHBIX ACJI, B KOTOpOfI
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udpamMu U IPONUCHI0 YKA3bIBACTCS KOJIMYECTBO (DAKTUUECKU MPUHATHIX B apXUB
AJIEKTPOHHBIX JIeN U UX 00BbeM B MO.

HtoroBas 3amuch MOATBEP)KIAACTCS TMOAMUCAMU COTPYAHHKA apXwBa U
COTPYIHHUKA CTPYKTYPHOTO MOAPA3ACIICHHUS, IEPEAABIIETO JICKTPOHHBIE JIeTIa.

[Ipu nmpueme Ha apXWBHOE XpaHEHHE (MPU HEOOXOIUMOCTH) AJICKTPOHHBIE
JieNa  3aBepSIOTCS DJECKTPOHHOW TMOJNMUCHI0 PYKOBOAMTENS OpraHu3aliy  WiH
YIOJIHOMOYEHHOT'0 UM JOJHDKHOCTHOTO JIUIIA.

[Tocne mnpuema B apxXWB OJJIEKTPOHHBIX JIOKYMEHTOB Ha (U3UYECKU
000COOJIEHHBIX MaTEepPUAIbHBIX HOCUTEJSIX BKIIAJBIINIM, MOMENICHHbIE B (QyTisip
EAVHUIBI XPAHCHHSI B CTPYKTYPHOM TIOJIPA3/ICIICHUH, 3aMEHSIOTCS HA BKJIQIBIIIIH,
oopMmIIsieMble B apXUBE.

Ha Bxnagpie, momerniaeMoM B yTiasp eAMHUITBI XpaHEHUS, 0POPMIISIEMOM
B apXUBE, YKa3bIBACTCS:

HAaUMEHOBaHUE OpraHU3alnHy (ITOJHOE, COKPAILIEHHOE);

HoMmep GoH/a;

HOMED OMKCH JIEKTPOHHBIX JIJI, JOKYMEHTOB;

HOMEp JieJia 1O OIHUCH;

OTMETKa O CTaTyCce »OK3eMIUIsIpa DJJIEKTPOHHBIX JOKYMEHTOB: «OCH.»
(ocHOBHOI) unu «Pab.» (padounii);

KpaiiHue JaThl JOKYMEHTOB 3JICKTPOHHOTO JIENa;

opu  HEOOXOAUMOCTH O(OPMIISIFOTCS  JTOMOJHUTEIbHBIE OTMETKH 00
OTPAaHUYCHHH JTOCTYIA K TOKYMEHTaM.

Bxnageim  momemaercs B dymsip pusuuecku  000COOJIEHHOTO
MaTepHAIbHOTO HOCUTENSI TAaKUM 00pa3oM, YTOOBI HAIMMUCH HA HEM OBLIM BUIHBI
IpU 3aKPBITOM QYTIIspE.

Onucu fenm  CTPYKTYPHBIX TNOAPA3JCICHUN  CIIy)KaT OCHOBOM  JIIA
COCTaBJICHHS TOJOBOTO pa3zefia CBOAHOW OMHCH JIeJ OpTraHW3alliH, MOJArOTOBKA

KOTOPOTO BO3JIaraeTcs Ha apXuB OpraHu3aiuu (JIM0, OTBETCTBEHHOE 32 apXUB).
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Ecnu cTpykTypHBIe TOApa3fesieHuss B OpraHu3alud OTCYTCTBYIOT, TO
OTBETCTBEHHBIN 3a JIEJIONMPOU3BOJCTBO B OPraHU3allMM COCTABISIET CpPa3y MPOEKT
rOJI0OBOr'0 pasjielia OMKUCH JIe] OPraHu3aluu.

I'padpuueckoe wuzoOpakenune mnporecca 1.4. «llepemaya nen B apxuB

OpraHu3anum» mpeacraBieHo Ha cxeme 05 mpunoxenus Ne 4.
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2. XPAHEHUE IOKYMEHTOB B APXVBE OPI"’AHU3ALINHA

XpaHeHue OOKyMeHmOG - ()eﬂmejleOCI’nb, 06@01’16’4[“661)‘0114651 PayUOHAIbHOE

pasmewenue u COXpanHoCms OOKYMEHMO8.
IIponecc xpaHeHUs: JOKYMEHTOB BKJIKOYAET:
— OpraHu3alHI0 XpaHEHUs JOKYMEHTOB;
— obecIeyeHne COXpaHHOCTU JOKYMEHTOB.

I'paduueckoe nzobpaxenue npoiecca 2 «XpaHeHUE JOKYMEHTOB B apXUBE

opraHuzaium» npeacranieHo Ha cxeme 06 npuioxenus Ne 4.
2.1. Opranu3anus XxpaHeHus1 JOKyMEHTOB

Opranuszanusi XpaHEHHUs] JOKYMEHTOB — COBOKYIHOCTb  JICHMCTBHH,

O6€CH€‘-II/IBaI-OIHI/IX YCIOBHUA TJId XpaHCHUA MW IIOHMCKa JOKYMCHTOB B apXHBC,

BKJIIOYACT:
— CHCTEMATHU3alMIO0 JOKYMEHTOB B APXUBE;
— TIPEIOCTABIICHUE MOMEIIEHUS U1 apXHUBa;

— OCHAIICHHUC AapPXHMBOXpPAHUIIUIL CICHHAIIbBHBIM O60py,l]OBaHI/IeM JJIL

XpaHCHUA TOKYMCHTOB,

— o0ecrieueHrne HOPMAaTUBHBIX YCIOBUN XpaHEHUsI IOKYMEHTOB.
2.1.1. Cucremaru3anus JOKYMEHTOB B apXUBE OpPraHU3aALNU

Pabots! 1o IMOATOTOBKE JICI K IICPCAAUC B ApXUB OPraHru3alinn (BBII[CJ'ICHI/IG

Jie, TMOJITOTOBKA OIMHUCEW M€ CTPYKTYPHBIX MOJPA3/IEIICHHI) BEIYTCA C YUETOM

CXEMbI CUCTEMAaTHU3alluu ACJI (1)OHI[21.

Cucremaruzanus JOKYMEHTOB B apXHMB€ OpraHHM3allid — TPYHIIHUPOBKA €T

[0 NMPU3HAKAM UX COAEPKAHUS WU (B HEKOTOPBIX CiIydasix) popMara U HOCUTEIIS.
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Cucremarnsanusi JTOKYMEHTOB B apXWBE OpraHU3alliMd CO3JAcT YCIOBUSA,
HEOOXOAUMBIE ISl PAlMOHAIBHOTO pa3MELICHUs JIOKYMEHTOB, a Takxke s
MIPOBEJICHUA ONepaliil 0 yU4eTy U MOUCKY JOKYMEHTOB.

ApXVBHBIE JOKYMEHTBI JOJDKHBI XPAaHUTHCS B CUCTEMATU3UPOBAHHOM BHJIE B
npeaenax ¢ouaa (m. 2.9. Ipasun).

CucremaTn3anus JOKyMEHTOB apXUBHOTO ()OHJIa MPOBOAUTCS paOOTHUKAMHU
apxXxuBa OpraHu3alid Ha OCHOBE OOIIMX TMOJOKEHUW, pEerIaMeHTHPYIOUIUX
CO3JIaHUE apXUBHOTO (POHIA OpraHU3aIUH:

— JOKYMEHTBI, 00pa3yromuecs B J€ATEIbHOCTH OpraHU3alid, COCTABISIOT
IOKyMeHTalbHbIN Qo (. 2.1. IpaBun);

— YacTh JIOKYMEHTaJIbHOIO (POHJA, BKJIOYAIOIIAs JOKYMEHTHl ApPXHBHOIO
¢donna Poccuiickoit denepaunu u JOKyMEHThI BpeMeHHBIX (cBbiie 10 jeT) cpokoB
XpaHEHUs, BKIIIOUEHHBIE B YYETHBIE JIOKYMEHTBHI apXUBa, COCTABIIIIOT APXUBHBIM
(GoHI oOpraHuzanuu, KOTOPBIM TMOJUIEKUT XPAHEHHWIO B apXHWBE OpraHU3aINU
(m. 2.3. ITpaBun).

Opranuzainusi, B JA€ATEIbHOCTH KOTOPOH 00pa3oBajicsi apXUBHBIM (oHI,
sBsieTcst (PoH1000pa3zoBaTeneM.

Onpenenenue GHOHIOBOM NPUHAMICIKHOCTH JTOKYMEHTOB OCYIECTBIISETCS
pabOTHUKAMU apXUBa U MIPOBOJUTCS:

— IIPH CO3/IaHUH ApXHUBA OPraHHU3aLNY;

— IpPU MOCTYIUIEHUUM B apXUB JOKYMEHTOB, OTHOCAIIMXCS (BO3MOXHO
OTHOCSIIUXCS) K ApyroMy (GoHay (MCXOAHBIA JOKYMEHT — aKT IpUeMa-lepeaadn
apXUBHBIX IOKYMEHTOB Ha XpaHeHue (nmpuioxxenue Ne 20 Ipasui);

— IPU CO3JaHUM B apXuBe HOBOro (oHja (Hampumep, (poHAa TOKYMEHTOB
M3BECTHOIO JIEATENS] HAYKU, UCKYCCTBA, padOTABIIEro B OpraHu3alyu, U 1p.);

— IpU pEOpraHu3aluy OpraHu3ali, CMeHe (QOpMbl COOCTBEHHOCTH,

U3MEHEHHH cTaTyca U GyHKIIUNA OpraHu3allvu.
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OnpeneneHue NPUHANJICKHOCTH JTOKYMEHTOB K KOHKPETHOMY apXHWBHOMY
(OHy OCHOBBIBAETCS Ha CIAEAYIOLIUX MPUHIIMUIIAX:

— NPUHALJIEKHOCTh JOKYMEHTOB K apXMBHOMY (OHIY OpraHu3aiuu
orpenessieTcsl MO COACPXKAHUIO JOKYMEHTOB, PEKBU3UTaM OJlaHKa, MOJIUCSM,
azpecaTy, pPErUCTPAlMOHHOMY ILITaMIly, PE30JIOLMU U OTMETKE O HaIlpaBJICHUU
JNOKYMEHTOB Ha HCIIOJIHEHHUE;

— BXOJIAILIME JOKYMEHTBI OTHOCSTCS K apXUBHOMY (DOH]Iy TOW OpraHu3aiuu,
KOTOPOW OHU ITOJy4YEHBI;

— KONHMM HUCXOMASIIUX JOKYMEHTOB OTHOCSTCSI K apXUBHOMY (OHAY TOU
OpraHM3aly, B KOTOPOH CO3JaHbl TOKYMEHTHI,

— BHYTPEHHHE JOKYMEHThl OTHOCSTCSI K apXuBHOMY (OHIYy TOHU
OpraHM3aly, B KOTOPOH OHM CO3/1aHbI,

— JleJla, Ha4darble B OJHOM OpraHu3aluy, a 3aKOHYEHHbIE B JPYIOW,
OTHOCSTCS K (JOHY MTOCIICTHEM.

JIOKyMEHTBI OpraHu3aliy, KaK MpPaBUJo, 00pa3yroT OJMH apXUBHBIN (OH/I.
ApXUBHBIE JTOKYMEHTHI OpPraHU3allMM COCTABIISIIOT OAWH (€AUHBIN) apXUBHBIN
donx:

— JI0 U TOCJ€ PEeOpraHu3allM, a TaKKe U3MEHEHHUS CTPYKTYphI, IITATHON
YUCJIEHHOCTH OpraHu3allii €CJId 3TO HE MOBJEKIJIO 3a OO0 M3MEHEHUs 1ieneil u
IpeIMeTa NesATEeIbHOCTA OpraHnu3aluy;

— 0 W TOCIE€ W3MEHEHUS TEPPUTOPUANIbHBIX TPAHML] JIE€ATEIbHOCTH
OpraHu3alllH, €CJIM ATO HE MOBJIEKJIO 3a COO0I KOPEHHOT0 U3MEHEHMS €€ CTaTyca;

— B ciy4yae cMeHbl yupenurens (1. 2.6. [IpaBuit), eciii 3TO HE MOBJIEKIIO 32
co0oli U3MEHEHUS LIeel U IpeaMeTa IeATeIbHOCTH OpraHN3aIiu.

ApXuBHBIE JOKYMEHThI OpraHU3alMK COCTABIISIOT €IUHbIN apXUBHbBIN (OHA
B ClIy4Yac BPEMEHHOIO IPEKPALIEHUS IEATEIBHOCTH OpPraHM3alMM, a 3aTeM ee
BOCCTAHOBJICHHUS C TEMU K€ QYHKIUSIMHU.

ApXUBHBIE JOKYMEHTBI OPraHU3allMM OTHOCATCA K pPa3HbIM apXWBHBIM
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dbonaaM:

— B Cllyduae U3MEHEHUS COOCTBEHHMKAa MMYLIECTBA OpraHu3aluu
(m. 2.6. IlpaBui), B TOM 4YHCIE, €CJIM CMEHa COOCTBEHHHMKA MMYIIECTBA
OpraHu3aluy CBsI3aHa CO CMEHOW YyYPEIUTEN;

— IIpY PACIIMPEHHHU WIA CYKEHUU IIpaB OpraHU3alvy, KOTOpOE BJIEYET 3a
co0oii KOpEeHHOE U3MEHEHHE €€ CTaTyca M CO3/JaHie HOBOM OpraHu3aluu.

Hoxymentsl muHuctepctB CCCP u PCOCP u noxkymeHTHl (eaepaibHbIX
OpraHoB HCHOJHUTENIbHOW Biactu Poccuiickort denepanuu, CO3JaHHBIX IOCIE
1991 r., cocTaBisitoT pa3Hble apxuBHbIe QOHbI. PazrpaHnunTenbHas gata MEXIy
HUMH YCTaHABJIMBAETCS HA OCHOBE 3aKOHOJATENIbHBIX M HMHBIX HOPMATHBHBIX
IIPAaBOBBIX AKTOB O KOHKPETHOM OpPraHe MCIIOJHUTEIBHON BIIACTH.

JIOKyMEHTBI OpraHOB TOCYAapCTBEHHOW BIAcTH CyOBEKTOB Poccuiickoit
denepanuu, U JOKYMEHTHI MPEAIIECTBYIOMNX UM COBETOB HAPOAHBIX JEMYTATOB
pecnyOiHK, KpaeBbIX, 00IACTHBIX, aBBTOHOMHBIX 00pa30BaHUM, a TaKKe paliOHHBIX
U TOPOACKHX COBETOB HApPOAHBIX JECIYTAaTOB COCTABISAIOT PAa3HbIE apXWBHBIC
(GbOoHIIBI; pa3rpaHUUUTENbHBIC JAaThl MEXIY HHUMH YCTaHaBIMBAIOTCS HA OCHOBE
COOTBETCTBYIOIINX 3aKOHOAATEIbHBIX U UHBIX HOPMATHUBHBIX ITPABOBBIX aKTOB.

B cnydae nukBupanuu opraHuzanuu C mepenadeil ee (QyHKIMI BHOBB
CO3JaHHOM OPraHu3aliM 3aKOHYEHHBIE JEIONPOU3BOACTBOM JI€ja BKIIFOUAKOTCA B
(GOoHI TMKBUIUPOBAHHOW OpPraHM3AllUM, a HE3aKOHUYCHHbIE JeNla MepelatoTcs AJis
OKOHYAaHUS HUX HCIOJIHEHUS OpraHU3alluu-IIPABOINPEEMHUKY M BKJIIOYAIOTCA B
JOKYMEHTAJIbHBIN (OH/I MOCIeTHEH.

Bunbl apxuBHBIX (DOHIOB OpraHu3aiiy onpeaeneHs! B 1. 2.4. [Ipasu.

OObenMHEHHBIE apXUBHbIE  (OHIBI  CO3/IAIOTCS, Kak IMpaBWio, B
OpraHu3aIusax, MMEIOIIMX ITOABEAOMCTBEHHbIE opraHusaunu. He pomyckaercs
CO3/laHuEe OOBEAMHEHHBIX AapXUBHBIX (POHJOB U3 JOKYMEHTOB OpraHOB
PE/ICTABUTENIbHOM, MCIOJHUTENbHOW U cyneOHoil Biactu  Poccuiickoit

Oenepanuu (cyopekToB Poccuiickoit denepainnn), a Takke U3 JTOKYMEHTOB ATHX
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OpraHOB W JOKYMEHTOB HW30MpaTelbHBIX KOMHUCCHH 110 BBIOOpaM OpraHoB
IPEICTAaBUTEIILHON W HUCHOJHUTENBHOW BIJIACTH, €CIM 3TO HE IPEAYyCMOTPEHO
3aKOHOMATENbCTBOM Poccuiickoit ®Depepanuu u/mim cyobekToB Poccuiickoit
denepaunu.

OO6pazoBanue OOBEIUHEHHBIX apXMBHBIX (OHIOB TpeOyeT H3MEHEHUs
apxuBHbIX mHMbpoB gen  (HoMepoB  (OHAOB, OIMKCEH), COCTABIICHUS
COOTBETCTBYIOILIMX  YYETHBIX  JIOKYMEHTOB,  pa3MEUIeHUs  JOKYMEHTOB
o0BeaMHEHHOTO (hOH/Ia B OTHOM MECTE apXMBOXPAHWJIHINA, a IPU HEOOXOIUMOCTH
YU HOBOM cHUCTeMaTH3alldu el M IepecocTaBieHus: onucei. Jlomyckaercss yder
JOKYMEHTOB OpraHM3alfii, BXOISMIMX B OOBEAMHEHHBIN apXuBHBIM (OHI, B
OTJICTbHBIX OMHCSX.

OObenuHEHHBI apXUBHBIM (OHA MOXKET 00pa3oBBIBATHCA HE IyTEM
O0BEIMHEHUSI CYHIECTBYIOIIUMX apXWBHBIX (QoHaoB. Dona Moxer cpa3y
dbopMupoBaThCsi Kak OOBeAMHEHHBIN. B 3TOM cinyuae mepemudpoBKH U KAKUX-
a100 APYruxX U3MEHEHUI He TpeOyeTcs.

JIOKyMEHTBI ~TOJYMHEHHBIX OpraHU3alluii, TIepelaBacMble B apXUB
PYKOBOJSAIIEH OpraHu3aliy, MOT'YT XPaHUThCSI HE TOJIBKO B BHJI€ OOBEAMHEHHOTO
apxXuBHOTO (DOH/A, HO U KaK CAMOCTOSTEIIbHbIE (DOH]IBI.

ApXUBHBIC KOJUICKIIMA MOTYT TIOCTYNaTh B apXWB B BHJE CIOKHBIIUXCS
JOKYMEHTAJIbHBIX KOMIUIEKCOB WJIM K€ O0pa3yloTCsi B apXWBE U3 OTICIbHBIX
JIOKYMEHTOB B LIEJISIX CO3/IaHUsI YCIOBUM JJI UX XPAHEHUS U UCTIOJIb30BAHMUS.

ApxuBbl (penepaabHbIX OPraHOB MCIOJHUTEILHON BIIACTH, a TAKXKE IPYrUX
OpraHu3anui, HMEIOIIMX I[OJABEJOMCTBEHHbBIE OpraHU3allui, MOTYT XpaHUTh
HECKOJIBKO apxXWBHBIX (OHAOB. OTIeNbHBIE OpraHU3alMH, MOJBEPIIIHECS
pEopraHu3aliy ¢ U3MEHEHUEM XapaKTepa U COJAEP/KaHNUsI OCHOBHOM JEATENBHOCTH,
dbopMbl COOCTBEHHOCTH U Jp., TaKK€ MOTYT XpaHUTh Oosee oaHoro ¢oHja.
Opranuzanuu BIpaBe BBIACHATH W OTACIBHO XpaHUTh (DOHJIBI, BKIIIOYAIOIIHE

JIOKYMEHTBI pabOTaBIIUX B OpPraHHU3aIlMU JIeATENIe HAYKH, TEXHUKH, KYJIbTYPHI,
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UCKYCCTBa U JIp., CO3/IaHHbIC B MEPHO]I UX paOOTHI B OpraHU3allKH.

XPOHOJOTHYECKUMHU TPaHUIIAMU apXUBHOTO (DOHA SIBIISIOTCS:

JUIsl apXuBHOro (OHAA OpraHM3alMM — YCTAHABIMBAEMbIE HAa OCHOBE
HOPMATHBHBIX aKTOB JIaThl CO3/JaHUS W JUKBUAAIIMK OpraHu3anuu (MpU HATHYUHA
HECKOJIbKMX aKTOB 00 00pa3oBaHMM OpraHW3alMy MPUHUMAETCA Jara HauOosee
PaHHETO U3 HUX);

JU1s1 00bETMHEHHOTO apXUBHOTO (DOH/IA - JaThl CO3AaHuUs Hanbojee paHHEH U
JVKBUJIAIMM HauWOoJiee TMO3MHEH TI0 BPEMEHU JIEATEILHOCTH OpraHu3aIlvi,
JOKYMEHTBI KOTOPOH BOIILJIM B COCTaB OOBEAMHEHHOTO apXUBHOTO (hOHA;

JUI apXUBHOTO (POHJA M3BECTHOTO ACSTEINS, COCTOSIIEIO U3 JTOKYMEHTOB,
CO3/IaHHBIX UM B MPOIECCE UCIOMHEHUs (DYHKIMI MO AOHKHOCTH, - JaThl CAMOTO
pPaHHEro U CamMoro MO3IHET0 JOKYMEHTA;

JUIsl apXUBHOM KOJUIEKIIMM - JaTbl CAMOTO PaHHEro0 M CaMoOro IO3IHETO
nokymenTa (1. 2.8. [IpaBu).

Jns apxuBHOro (oHIa JEHCTBYIONIEH OpraHu3alu jJaTa 3aBepIICHUs
apXuUBHOTO (DOHA OCTAETCSI OTKPBITOM.

ITocne omnpenenenust (OHIOBONM NPUHAIICHKHOCTH JAEH, JOKYMEHTOB
CUCTEMAaTH3alus e, JOKYMEHTOB OCYLIECTBISIETCS B NpPENesiax KOHKPETHOIO
apXuBHOTO (hOHTA.

B mpenenax ¢onnma eauHMIed CUCTEeMaTH3allMM apXWBHBIX JOKYMEHTOB
ABJIAETCA €IMHMIIA XpaHEHUsT — Yy4eTHas M KilacCU(pUKAIIMOHHAS €IUHUIIA,
MpeACTaBIAOMasl  coOOM  COBOKYNHOCTh  JOKYMEHTOB WM  (pU3MYECKH
000COOJICHHBIN TOKYMEHT, UMEIOIIYIO/UMEIOIINI CaMOCTOSTEIbHOE 3HAUCHHE.

Enununeil xpaHeHusl B apXUBE OpPraHu3aliiu ABISIECTCS AEN0 (3JIEKTPOHHOE
neno) (m. 3.3. [IpaBumn). B cBoto oudepenb, B mpenenax OJHOrO Jeja JTOKYMEHTHI
JOJDKHBI OBITh CUCTEMATU3UPOBAHBI U O(POPMIIEHBI B MOPSAKE, 00€CIIEYNBAIOIIEM
y4eT, IMOMCK M UCHOJIb30BAaHUE apXMBHBIX JIOKYMEHTOB. TpeOoBaHUS K

dbopmupoBanuto u odopmileHuio aen coxaepxkarcs B 1. 4.19-4.26 IlpaBun u B
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pazaenax 1.1.2. u 1.2. MeToanyeckux peKOMEHIAIIH.

Enununel xpaHeHus: TOJDKHBI OBITH YYTEHBI B TOJOBBIX pa3zjeiiax Omucei
(m. 2.10 IlpaBwi). CucremMaruszainus €AUHUIl XpaHEHUs B mpenaenax ¢GoHaa B
OOJNBIIMHCTBE CIIy4aeB MPOBOJUTCS HA OCHOBE COYETaHUS MPU3HAKOB
CUCTEMATHU3ALINH:

— XPOHOJIOTUYECKU-CTPYKTYpHAsi CXeMa CUCTEMAaTU3allMu MPUMEHSAETCS I10
OTHOIIEHUI0 K (OHAAM JEHCTBYIOIIMX OpraHu3auuii (Yy4uThiBas JajibHeiliee
norojaHeHnue (OHIIOB) W JIMKBUIUPOBAHHBIX opraHuzanui. [lo 3Toil cxeme nema
IPYNOUPYIOTCS O BPEMEHM MX CO3[aHMs (rojiamM, Mepuojam), a B Mpeiesax
KaXJIOW XPOHOJOTMYECKOM TPYIIBI - II0 CTPYKTYPHBIM IOJAPA3JIEIICHUSIM
OpraHu3aluu;

— CTPYKTYPHO-XPOHOJIOTMYECKAsA CXE€Ma CUCTEMATHU3aLUU IPUMEHSAETCA IO
OTHOIICHUIO K (OHJaM OpraHu3alui, HMEBIIMX CTAaOUIBHYIO CTPYKTYpY,
U3MEHEHUS KOTOPOM MPOUCXOOWIM PEeaKo M Obuld  HeclnoxHbL. [Ipu
CUCTEMATH3allMM 110 JTOW CXEeM€ Jejla TPYNIUPYIOTCS MO CTPYKTYPHBIM
MOAPA3ACIICHUsIM OPraHU3allMK, a B Mpeesiax KaXJI0M CTPYKTYPHOU TPYIIIBI - 110
BPEMEHH MX CO3[IaHHUS;

— XPOHOJIOTUYECKU - YHKIIMOHATIbHAS CXeMa CUCTEMaTU3alluu TPUMEHSIETCS
0 OTHOUIEHUIO K (DOHJaM OpraHM3aluil ¢ 4acTO MEHSBIIEHCS CTPYKTYpOM; IpH
3TOM TPYNIUPOBKA AEJ MPOUCXOAUT BHAYAIE [0 XPOHOJIOTMYECKOMY ITPU3HAKY, a
3areM 10 (QYHKIUSAM (BUJlaM, HaIpaBiICHUSIM JESTEIbHOCTH) OpraHu3alui,
MOJPYNIBI JIEN PAcIoiaraloTcsl ¢ Y4eTOM 3HAYMMOCTH (DYHKIUH OpraHu3aIiu
(pyxoBOZICTBO, (PHAHCUPOBAHUE, YUET U OTUETHOCTH U JIp.) UJIM B COOTBETCTBUU C
KJIaCCU(PUKATOPOM BHUJIOB (HAIIpaBJICHUI) ACSITEILHOCTH CaMON OpraHHU3alliH;

— (YHKIIMOHAIBHO-XPOHOJIOTMYECKAs CXe€Ma TakXKe MPUMEHSAETCS 10
OTHOIIEHUIO K apXWBHbIM (oHAAM OpraHuM3aluii ¢ YacTo MEHSBIIEHCS
CTPYKTYpPOM; IIPU 3TOM JieJa TPYIIUPYIOTCS CHavana no (QyHKUUSAM J1€ITeTbHOCTH

OpraHu3alluy, a 3aTeM M0 XPOHOJIOTMYECKOMY ITPU3HAKY;
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— XpPOHOJIOTUYECKU-TEMATUYECKasi WM  TEeMaTHYECKU-XPOHOJIOTHYECKas
CXEeMbl CUCTEMAaTU3allUU MMPUMEHSIOTCS MO0 OTHOIIEHUIO K HEOOJIBIIUM 1O 00BEMY
apXuBHBIM (OHIAM, a TAKXKE OTJEIbHBIM apXUBHBIM KOJIJICKIIUSIM;

— XPOHOJIOTUYECKU-HOMUHAIbHAS. 1 HOMUHAJIBHO-XPOHOJOTHYECKAst CXEMBbI
OPUMEHSIIOTCS, Kak TpaBWjIo, ISl CUCTEMaTu3aliud Jel apXUBHBIX (POHIOB
OpraHu3alui, He UMEIOIUX CTPYKTYPHI.

[Ipu cucremaTuzanuu €AUHUIl XpaHEHUST HEOOXOAUMO HMETh B BUIY
CIIEyIOIICE:

— Jlefla OTHOCATCSI K TOMY T'OJly, B KOTOPOM OHM HauyaTbl WJIA B KOTOPOM
MOCTYNWIH B JAHHYIO OpraHu3aiuio (CTPYKTYpHOE MOAPA3AECICHUE) U3 APYroi
Oopranu3ainuu (CTpyKTYpPHOTO MOApa3AeIICHuUs);

— IUJIaHbI, OTYETHI, IITATHHIE PACHUCAHUS, HOMEHKIATYPHI JI€JI, CMEThl U
Marepuaiabl K HUM OTHOCATCS K TOMY TOAYy, HAa KOTOPBIM WM 3a KOTOPBIA OHH
COCTaBJIEHBbI, HE3aBUCHUMO OT JaThl WX COCTABJICHUS; IUIAHBI, OXBATHIBAIOIIHE
HECKOJIbKO JI€T, OTHOCSTCS K Ha4YaJbHOMY TOJYy HUX JEHUCTBUS, a OTYEThl 3a
HECKOJIBKO JIET - K MOCIEAHEMY T'0/1y OTUETHOT'O IEPUOJIA;

— JIOKYMEHTBl [0 JIMYHOMY COCTaBY BBIJICISIIOTCS B OCOOYIO TpYIINY,
CUCTEMATU3UPYIOTCSI 000COOJIEHHO U BKIIFOYAIOTCS B OT/ICJIBHYIO OIHUCH.

PerucrpannonHo-ydeTHbie  (OPMBI JTOKYMEHTOB MO JMYHOMY COCTaBY
(KHUTY, XYypHaJbl PErUCTpalliy MPUKA30B O IMpPUEME, MEPEBOJIC, YBOJbHEHUU,
JUYHBIX KapTOYeK, JIMYHBIX JEeJ, TPYJAOBBIX JOTOBOPOB, COTJAIICHHH K HUM U
JIPYruX JOKYMEHTOB) BKJIIOYAIOTCS B OMUCH JJOKYMEHTOB 110 JINYHOMY COCTAaBY.

JInunble nena, ecau OHU MepeaBaIuCh U3 OJTHOM OpraHu3aluu B IPYryio B
CBSI3M C TIEPEBOJIOM PaOOTHHUKOB, BKIIFOUAIOTCS B JIOKYMCHTAJbHBIN (apXUBHBIN)
(GOH/T MONTYYHUBIIEH UX OpraHU3AIINH.

Ha nuuHble nena yBOJIEHHBIX PaOOTHUKOB MOKET COCTABIATHCS OT/ACNIbHAs
OTHCh.

Jlena 1o JMYHOMY COCTaBy, Kak MpPaBUJIO, CHCTEMATU3UPYIOTCS IO
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XPOHOJIOTUYECKOMY TMpHU3HaKy. B apxmBax KpymHBIX OpraHu3aiuil ¢ OO0JbIINM
KOJINYECTBOM PAOOTHUKOB MOXKET HUCIIOJIB30BATHCSA CTPYKTYPHO-XPOHOJIOTHUECKHI
OpUHIMI  cucTemaTuzauuu. Ilpy HEOOXOAMMOCTH JUYHBIE Jela MOTYT
CUCTEMAaTU3UpOBaThCs 10 andaBuTy (Qamuwimii paOOTHHUKOB, HE TPUHUMAS BO
BHUMAHHE XPOHOJIOTHIO.

B npepnenax xaxzaoro roaa fena 1o JUYHOMY COCTAaBY CUCTEMATU3UPYIOTCSA
MO CTENEeHW BaXXHOCTH — MPHUKa3bl O MpUeMe Ha paboTy (3auuciieHUuH B yueOHOE
3aBeJICHUE U JIp.), IEPEMELICHUH, YBOJIbHEHUH (OKOHYaHUN Yy4eOHOTO 3aBEICHUS U
1p.), TPYIOBBIE JOTOBOPHI M COIJIAIIEHUS] 00 MX U3MEHEHUH, JIMYHbIE KapTOUKH
paOOTHHMKOB, JIMIEBBIE CUETA, CIHUCKH, )KYPHAJIbl y4€Ta JOKYMEHTOB IO JIMYHOMY
COCTaBy, JIPYTUe€ PErUCTPAIIMOHHO-YUYETHBIE IOKYMEHTHI, JUYHbIC JIeJa, JTUIEBbIC
CUeTa, KapTOYKH-CIIPaBKM 1O 3apa0do0THON 1uiate. JIMYHbIE Jena W JIMYHbIE
KapTOUYKM YBOJICHHBIX pAaOOTHUKOB OTHOCATCS K TOJYy YBOJBHEHHS U
CUCTEMAaTU3UPYIOTCS B Mpeiesax KaKJo1 Ipymibl 0 angaBuTy GaMuimii.

JIOKyMEHTBHI, BOLLIEIUINE B 00bEITMHEHHBI apXUBHBIN (DOHI, pacmnoaratoTcs
no 3HauuMmoctd ¢oHmooOpazoBareneil (mpu  OOBEIUHEHUU JOKYMEHTOB
OpraHu3aluy C JOKYMEHTaMH MOABEIOMCTBEHHBIX OpraHu3alluii), Mo XpOHOJIOTUU
UX co3faHus, Mo andaBuTy Ha3BaHU U Ap. [Ipu 3TOM HOKYMEHTHI OTIEIbHBIX
OpraHu3aluii MOTYT CUCTEMATU3UPOBATHCA B COOTBETCTBUU C Pa3HBIMU CXEMAaMH,
BBIOOp KOTOPBIX OINpENENseTcs] XapaKTepoM JEATEIbHOCTH  KOHKPETHBIX
OpraHu3alui, COCTaBOM U 00BEMOM UX JTOKYMEHTOB. Jyisi (POHIOB OJHOPOAHBIX
OpraHM3alui UCIIONIb3yeTCs 001Ias cxeMa cucreMaru3anuu (m. 2.12. Tlpasun).

Cucremaruszanusi JOKYMEHTOB KOJUICKIIMM OMpeaenseTcss TeMaTHuKON u
coctaBoM JOKYMEHTOB (1. 2.13 IlpaBui). B mnpepenax KOJUIEKUMU JTOKYMEHTOB
OJIHOTO BH/J1a (pPa3HOBUJAHOCTH) BO3MOKHA IPYNIIUPOBKA 110 aBTOPCKOMY MPU3HAKY
C pacCIOJIOKEHHEM TPyHn B al(aBUTHOM TMOPSJKE HAa3BaHWI OpraHU3alUil WiId
damunmii  aBTopoB. B mpenenax KOJJIEKIMH JOKYMEHTOB, CO3JaHHOW IO

TEMaTUYECKOMY TMPHU3HAKY, MOTYT OBITh 00pa30BaHbl TEMATUYECKHE TMOATPYIIIHI,
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pacrloJIOKEHHbIE B TMOPSAKE WX 3HAYMMOCTH WIIM XpoHoJIoruu. BHyTpm
TEMaTUYECKUX TMOATPYII JOKYMEHTBHI MOTYT OBITh OOBEIUHEHBI MO Pa3TUYHBIM
MpU3HAKaM, UCXO/s U3 00beMa M COCTaBa JOKYMEHTAIUH.

PesynpTaToM mpoliecca cucreMaru3aluu  JOKYMEHTOB (OHAA SIBISIETCS
cXeMa CUCTeMaTH3aliH Jell apXUBHOTO (POHIa — BHYTPEHHUIN pabounii TOKyMEHT,
KOTOPBI pa3pabaThiBacTCs B apXHWBE OpPraHU3aIliu:

— TIpU CO3/IaHUU apXUBa OPTaHU3AIINH;

— IIpU MOCTYIUICHUU B apXHUB JIOKYMEHTOB APYroro ¢GoH1000pa3oBaTess.

Cxema cuctemMaTu3aluy BKIIOYAeT:

— HoMmep (oHna;

— BHUJbI COCTABIIEMBIX OMHUCEH (COOTBETCTBYIOT BBIJIEISIEMBIM KOMILIEKCAM
JIOKYMEHTOB): OMHCh JeJl, JOKYMEHTOB IIOCTOSHHOI'O XPaHEHUS; OMHUCh Jell,
JOKYMEHTOB BpEeMEHHBbIX (cBbimie 10 J€T) CpOKOB XpaHEHHWs; OIHUCH eI,
JIOKYMEHTOB 110 JHYHOMY cOCTaBy’ (B apXMBE OPraHH3aLHH MOTYT BBIIEIATHCS U
Apyrue KOMIUIEKCHl JOKYMEHTOB, TpeOYIOIIME COCTaBICHHS OIHMCH: HAaIpHUMeEp,
HAYy4HbIE OTYETHI);

— CTPYKTYpy Ka&XIOW OIMCH: BBIAETSEMbIe pa3felbl H TepeueHb
BKJTIOYAEMBIX BHJIOB JIOKYMEHTOB.

Cxema cucTemMaTu3aliy Jesl apXUBHOTO (POH/IA COCTABISETCS HAa KaXIbIN
dona apxuBa. Bo3MoxHO (mpu HEOOXOAMMOCTH) UX OOBEIUHEHHWE B OOIIYIO
CXEMY.

PesynbTaThl cucTeMaTH3aluMu €AUMHUIL XpaHEHUs B Impexaenax QoHua
3aKPEIUIAIOTCS TPY COCTABICHUH OMHUCEH J1eN, JOKYMEHTOB B apXHBE OpraHU3aIliH.

I'padpuueckoe wmzobpakenme mporecca 2.1.1. «Cucremarmzanus 1en1 B

APXHBC OpraHu3anuu» IPCACTABJICHO Ha CXCMC 07 IMPUIIOKCHUA Ne 4,

6 B O6HIeCTBeHHBIX opranusanuiax, rc¢ OTCYTCTBYIOT HITATHBIC COTPYAHUKHU U COOTBETCTBEHHO
AOKYMCHTBI IO JIMYHOMY COCTaBy, ONUCH [OCJI, JOKYMCHTOB o JUYHOMY COCTaBy HC
COCTaBJIACTCA.

54



2.1.2. [IpenocrapieHue MOMEIIEHUS 1JI1 apXUBa OpPraHu3alluu

[IpenocraBnenne moMenieHus I Pa3MEIICHUS APXUBHBIX JOKYMEHTOB —
OJMH U3 TPOILIECCOB, OOECIEUMBAIOIINX YCIOBUS PALMOHAIBHOIO pa3MEIlEeHUs
JOKYMEHTOB U UX COXPAaHHOCTH.

IIpenocraBneHne INOMEILIEHUS I DPA3MEILIECHHUS APXUBHBIX JIOKYMEHTOB
OCYHIECTBIIIETCS HAa OCHOBAHUM PACHOPSAUTENBHOTO JOKYMEHTA PYKOBOIMTEIS
OpraHM3aluy O CO3JaHuM apxuBa. OpraHu3anMio OpoUEecca IPEIOCTaBICHUS
NOMEUIEHUS I pa3MEIICHUsT  apXMBHBIX  JTIOKYMEHTOB  OCYILIECTBIISIET
PYKOBOJIWTENb apXuBa (JIMIO, OTBETCTBEHHOE 32 AapXWB) IMpPU YYaCTHH
aJIMUHUCTPATUBHO-XO35IMCTBEHHOM CITyKObI OpraHU3aIliH.

[Iponecc mpenocTaBiieHHWs IIOMELIECHHS JUIsl Pa3MEIIECHHUS APXUBHBIX
JOKYMEHTOB BKJIFOUAET OIpe/eNieHue IUIOIIaau, BBHIOOP IOMEIIEHUN apXuBa

Oprann3alivy U OCHAIICHUC UX 060py,Z[0BaHHeM.

2.1.2.1. OnpeneneHue TUIOMIAIA U BHIOOP TTOMEIIICHUA apXuBa

OnpeneneHue TIIOMATU U BHIOOP TMOMEIIEHUN apXWBa OCYIIECTBISETCS C
ydyeToM o0beMa U cocTaBa apxuBHOro (oHaa (PoHI0B) opraHU3aIMU, a TAKXKE C
Y4€TOM BO3MOXKHOCTH OTAEJIBHOTO XPAHEHUSI BJEKTPOHHBIX JOKYMEHTOB
(m. 2.35. IlpaBwi). Pacuer HeOOXOaUMOMN TIJIOIIAAN MOMEIICHUN MPOU3BOIUTCS C
Y4ETOM YCTAHOBJICHHBIX HOPM PACIIOJIOKEHUSI CTEIUIAKEH W HMX HANOJHEHUA
(m. 2.21. IlpaBw).

MaxkcuMalIbHBIN COCTaB MOMENICHUN apXUBA YCTAHABIMBAECTCS CJIEAYIOLINN:

apXHWBOXPAHUIIUILIE;

MOMEIIEHUE JIJIsl IPUEMa U BPEMEHHOTO XpPaHEHUS JOKYMEHTOB;

MOMEIIEHNE JJISI WCIOJIb30BaHUsl JOKYMEHTOB (YMTAJIbHBIM 3aj, y4acTOK

BBIIAYX JOKYMEHTOB U UH(POPMAITMOHHO-TIOMCKOBBIX CPEJICTB);
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paboune KOMHAThl COTPYJHUKOB apXWBa OpPraHU3alUU, KOTOPBIE JOKHBI
ObITh HW30JIMPOBaHbl OT MOMEILIEHUH, TI/I€ XpaHATCS apXUBHBIE JIOKYMEHTHI
(m. 2.16. I1paBun).

Oprann3anuy, HE HMMEKOLME BO3MOXHOCTH BBIJCIUTH BCE YKa3aHHBIE
NOMEILIEHHSI, a TaK)Ke OpraHu3alliy, UMEIIINE apXuBHbIE (OHABI HEOOJIBLIOTO
o0beMa, JIOJDKHBl  BBIACTUTh  MOMEILIEHHE JJIi  apXUBOXpaHWIMIIA U
U30JIMPOBAaHHbIE OT HEro paboume MecTta sl COTPYIHUKOB apXxuBa WM (eciu
00BbeM apXUBHOTO (POH[IA ATO MO3BOJISIET) OCYIIECTBIATh XpaHEHUE JOKYMEHTOB B
CHEUAIbHOM METAJUIMYECKOM 3allMpAIOLIEMCsl Ha KIHY M OleYaTbIBAEMOM
mkady, UCKIIOYAIOIeM TOCTYM K JOKYMEHTaM MOCTOPOHHUX JIHII.

ApXVMBOXpaHWIMILA HE  JOIYCKAETCs  pasMellarb B IOJBaJbHBIX
MOMEIICHUAX U Ha BEPXHUX Ta)Xax 3IaHHS.

Beibop mnomemieHuit apxuBa OCYHIECTBIISIETCS C Yy4YE€TOM TpeOOBaHUM,
3aKperUieHHbIX B 1. 2.16-2.19. IIpaBui.

[Ipu BBIOOpE mMOMENIEHUS MJII XPaHEHUsS SJIEKTPOHHBIX JOKYMEHTOB Ha
000COOJIEHHBIX HOCHUTENSAX CJIENYyeT YYUThIBaTh, YTO HE JOIMYCKAETCsl XpaHEHHE
ANEKTPOHHBIX HOCUTENEH C MarHUTHBIM pPAadOYMM CJIOEM B XPAHWIMIIAX C
MNOCTOSIHHBIMU WJIM TIEPEMEHHBIMM MAarHUTHBIM IIOJIEM HamlpsyKEHHOCTHbIO Ooliee
400 A/M. XpanwimMina JODKHBI OBbITh yHaJdeHbl OT 3JIEKTPOJIBUraTesei,
TpaHc(hOpMaTOpOB, TUPTOBOr0 0OOPYAOBAHUS, JPYTUX UCTOUHUKOB MATHUTHBIX U

QJICKTPOMArHUTHBIX MOJICH.

2.1.2.2. OcHarieHue apXuBOXpaHUJIUII CIISIIUAIBHBIM 000pYI0BaHHEM

OcHallieHue apXMBOXPAHWJIUIL CIIEHUaTbHBIM 000pYIOBaHUEM — TIpOIIECC,
o0OecreynBaroUid yCIOBHS JJIl pa3MEIICHHs] JOKYMEHTOB M UX (U3HYECKON
COXPaHHOCTH.

[Iporiecc ocHaieHus apXUBOXPAHWIIMINA CHEIUATBHBIM 000PYAOBAaHHUEM
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UHULUUPYETCS NPUKA30M PYKOBOJIUTENS OpraHU3aluyd O CO3JIaHUU apxuBa U
UCTIOJHSIETCd PYKOBOJIUTENEM M pPa0OTHUKAMM apXHBa, a TakXke pabOTHHUKaMH
XO3SIICTBEHHBIX CTYKO0, B IIpeenax uX KOMIETCHIIUM.

TpeboBanuss K  OCHAIIEHUIO  apXUBOXPAHWIHUIIA  CHEHHAIbHBIM
o0opynoBanveM wu3noxeHbl B 1. 2.20., 2.21., 2.24. IlpaBun. Ilpu ocHamenuu
apXMBOXPAHUJIMINA OOOpPYJOBAaHUEM  YUMTBHIBAIOTCS IpaBuja  COOJIIOACHUS
IPOTUBOMOXKAPHOTO, OXPAHHOIO, TEMIIEPATYpPHO-BIAKHOCTHOIO W CBETOBOTO
PEKMMOB, a TaKXe HEOOXOIMMOCTh HAJM4YMs CIEHUAIU3UPOBAHHBIX CPEJICTB
pa3MeIleHus] MarHUTHBIX HocuTelel (1mKkadoB, OOKCOB), B KOTOPHIX HOCHTEIH
3AIIMINAOTCA OT MATHUTHBIX M JJIEKTPOMAarHWTHBIX BO3JAEHCTBUM OKPYXAIOIIEU
Cpelbl, U MECT ISl yCTaHOBKHM KOMITBIOTEPOB.

He nomyckaercst XxpaHeHHE€ MarHUTHBIX HOCHTENEH Ha (eppOMarHUTHBIX
METAJUTMYECKUX CTEJIaXKaX; CTaJbHbIE KapKachl MOTYT OBITh MCIOJb30BaHbI IIPU
YCIOBUM pa3MarHUYMBaHMUS M 3aMbIKaHUs KOHTYPOB CTeiUlaxka (COeIUHEHHUE
METaNIMYECKUX YacTeil CTeNIaXa JIeKTPONPOBOIOM U X 3a3eMIICHHE) .

XpaHUJMILE  DJIEKTPOHHBIX  JIOKYMEHTOB  OO€CleYMBAaeTCs  TaKkKe
NEPBUYHBIMU CPEICTBAMHU XpPAaHEHUS MAarHUTHBIX HocuTene (yriaspamn).
HaunbGonee mnpuemsemMplMM MarepuajgaMu [ HHUX SBISIOTCS TaKUE BHJIbI
IJIACTMACChl KakK TMOJMCTUPOJ, TOJUIpPONUieH U mnoiukapoonar. He cremnyer
MCIOJIb30BaTh MEPBUYHbBIE CPEICTBA XPAaHEHHs] MarHUTHBIX HOCUTENEH u3 Oymaru,
KapTOHA, MEHOPE3UHBI, MOJMBUHUIXJIOPHUIA, LEJUTFOIO3HBIX BUJOB IJIACTMACCHI,
BBICOKOIUTACTU(UIIMPOBAHHBIX MaTePUaJIOB.

Ilo pe3ynpTaTam BBIACIICHUS IMOMELIECHUS JJIS apXWBa U OCHAILEHUS €ro
HEOOXOAMMBIM OOOPYAOBAHUEM COCTAaBJISIETCSl aKT TMpHeMa I[IOMEIICHUN B

OKCILTyaTalluro, KOTOpBIﬁ IIOAITMCBHIBACT CA PYKOBOAUTCIICM apXHrBa,

7 PII 50-524-84. Meronnueckue ykazanus. lIopsaok XpaHEHHs] TOKYMEHTOB Ha
MalllMHHBIX HOocUTENsIX. — M.: M3a-Bo cranaapros, 1985.
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IIPEJICTaBUTENIEM aJIMHHHUCTPAIINH, & TAK)KE OTBETCTBEHHBIM 32 IMPOTHBOI0’KAPHYIO
0€30MacHOCTb OpraHu3aIlHH.
I'paduueckoe nzobpaxkenue nporecca 2.1.2. «IIpenocrapienue noMemeHus

JUIsl apXvBa OpraHu3alun» npeacTaBieHo Ha cxeme 08 mpuioxeHus Ne 4.

2.1.3. ObecrnieueHre HOPMATUBHBIX YCIOBHUI XpaHEHUS JOKYMEHTOB

ObecrieyeHre HOPMATUBHBIX YCIOBHM XpaHEHHUS JOKYMEHTOB (1. 2.15
[IpaBui) BKIItOYAET:

— co0JII0/IeHNE TPOTUBOIIOKAPHOTO PEXUMA;

— COOJIIOIEHUE OXPAHHOI'O PEXHUMa,

— COOJIOZICHME HOPMATUBHBIX TEMIIEPaTypPHO-BIAXKHOCTHOIO, CBETOBOIO,
CaHUTAPHO-TUTUEHUYECKOTO PEKUMOB;

— obecrieyeHMEe  HOPMATHUBHBIX  YCIOBUM  XpaHEHHUS  BJIEKTPOHHBIX

JIOKYMEHTOB.

2.1.3.1. CobmoieHre MpOTUBOIIOKAPHOTO PEXIMA

[IpoTrBONOXKApHBIM PEXUM — TMpaBWIA IOBEACHUSA JIIOJACH, NOPSIAOK
OpraHu3aliy IPOU3BOACTBA M (WJIM) COJAEP)KaHUS IOMELIEHUN (TeppUTOpHil),
o0ecrieurBaOIIMe MPEaYNpPEKIACHUE HapylIeHUH TpeOOBaHUN  MOXKAPHOM
0€30I1aCHOCTH U TYIIEHHUE MTOKAPOB.

[IpoTuBONOKApHBIA ~ pEXUM B  3HaHUAX, TJ€ PA3MEIIACTCAd apXuB
OpraHM3allMy, W B apXUMBOXPAHWIMIIAX YCTAHABIMBACTCS B COOTBETCTBHM C
HOPMAaTHBHBIMU TpaBOBbIMH akTaMu Poccuiickoit ®enepauun B 00s1acTH

noskapHoit 6esomacHoctH (. 2.22. [Tpasun)”.

® CheuuanbHble TMpaBWia MOXAPHOH O€30MAaCHOCTH TIOCYJNAapCTBEHHBIX U

MyHULIMIIAJIIbHBIX ~ apxuBOoB  Poccuiickonn ~ @exepaumuu. YTB.  IPUKA30M
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Mepsl oOecrieueHus MOXApHOM O€30MaCHOCTU apXvBa JIOJDKHBI OBITH
U3JI0KEHbl B CIELUAIBHOM pa3jielie MHCTPYKIMHM O MOXKapHOM O€3011acHOCTU B
OpraHH3aLHH .

CobmtoieHre MPOTUBONOKAPHOTO PeXUMA BKIIIOYAET:

— BBIOOp AJI1 apXMBOXPAHWIMIIA MMOMEUIEHUs, 0€30MacCHOr0 B IMOXapHOM
OTHOLICHUH;

— 000pyAOBaHHE AapPXMBOXPAHWJIHUINA CPEIACTBAMHU  IMPOTHUBOMOMXKAPHOM
3aIlUTHL;

— ©XeJIHEeBHOE COOJII0/IEHNE MTPOTHUBOIIOKAPHOTO PEXUMA.

OTBETCTBEHHBIMU 3a OOECIIEUEHHE MOXKAPHOM O€30MaCHOCTU OpraHu3aluu
ABJIIETCA PYKOBOJMTEIb apXuBa (JILO, OTBETCTBEHHOE 3a apXMUB), & TAKXKE JIMIIO,
OTBETCTBEHHOE 32 00eCreYeHre MOKAPHOM 0€30MaCHOCTH OPraHU3allMU B 1IEJIOM.

Jlnst obecrieueHus MOXKapHOW OE30MaCHOCTH YCTAaHABIMBAIOTCS CIEAYIOIINE
npaBuja:

— apXMBOXpAaHWJIMIIA  JOJDKHBI pa3MeraThes B MOMEUICHUSX,
U30JIMPOBAHHBIX OT IPYTUX MOMEILEHUH;

— TIOMEIIIEHWE apXuBa JOHKHO OBITh  O0OPYIOBAaHO  CpPENICTBAMHU
MOKAPOTYIIEHUS U MTOXKAPHON CUTHAIM3ALNEN;

— TIOMEILIEHUS aPXUBOXPAHUIIUII JOJKHBI OBITh O€30MACHBIMU B MOKAPHOM
OTHOILEHHUH, TAPAHTUPOBAHBI OT 3aTOIUJIEHUS, [0 BO3MOYKHOCTH MMETh 3allaCHbIN
BBIXOJ. B moMmemieHusXx HE JOMKHO OBITh Ta30BbIX M BOJOHECYIIUX
MarucTpajibHbIX TPYOOIPOBOJIOB;

— DJJIEKTPONPOBOAKA B APXUBOXPAHWIMILAX JOJDKHA OBITH  CKPBITOM,
LITENCENIbHBIE PO3ETKM — TIEePMETUYHBIMH, IIEPEHOCHAs »3JeKTpoamnmnaparypa

A0JIKHA UMCTh PC3HMHOBYIO U30JIIIIUIO IITHYPOB. O6H_[I/Ie H I109TAaXKHBIC pY6I/IJ'IBHI/IKI/I

MunucrepcrBa KynbTypbl Poccuiickoit @eaepaunu ot 12 suBapa 2009 1. Ne 3, m.
1.2.
° Tam xe, m. 1.9.
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pacrnoararoT BHE MOMEIICHUN XPaHUIIHILL;

— OTHEJIKY IOMEIICHUI apXWBOXPAHWIIUI MPOBOIAT C HCIOJb30BAHHEM
HEAarpecCUBHBIX, HENBULALIIMXCS MaTEpUAIOB, a B CHCTEMax M CpPEACTBAX
NOKAapOTYIIEHUS] TMPUMEHSIIOT HEWTpanbHble, Oe€30macHble Uil JOKYMEHTOB
BELIECTBA;

— B XpaHWIMILIAX 3alpellaeTcs MPUMEHEHUE OTHs, HarpeBaTelbHbIX
npuOOpOB, pa3MeIlleHHe TOCTOPOHHUX OOBEKTOB; PEMOHTHO-MOHTaXHBIE paOOThI
MIPOBOJISITCS C COOTIOZICHUEM MEp 3alUThl, OXPAHbI U COXPAHHOCTHU JOKYMEHTOB;

— CcTeJUTaXH W IKapbl HUCHOJIB3YIOTCS METAUIMYECKUE; pacCTaHOBKA
cTeiiakeil M mKadoB OCYIIECTBISIETCS B COOTBETCTBUU C TPEOOBAHMSIMU,
W3J0KeHHbIMU B 1. 2.21 IlpaBun;

— B XPaHWIMILE YCTAaHABJIMBACTCS METAIUINYECKAsi [IBEPb, WJIM JBEPb
0o0MBaeTCS U3HYTPU METAJUTMYECKUM JICTOM.

ApPXUBOXPAHWINILE JOHKHO MMETh BBIXOJbI K JU(PTAaM U JIECCTHUYHBIM
KJIETKaM.

E>kenHeBHO MO OKOHYaHUM PadOThl ApXMBa OTBETCTBEHHBIM 3a 0OecreueHne
HOXKapHOM 0€30MacHOCTH MPOBOAMUTCS OCMOTP IMOMEIIEHUS B  TOPSJIKE,
YCTAaHOBJICHHOM HMHCTPYKIIMEH O Mepax MoxapHoW Oe3omacHOCTH. Pe3ynbrarhl
OCMOTpa OTMEYAKOTCS B )KYPHAJIE OCMOTPA NOMEIICHH.

[Ipu BBIIBIEHHMM B XOJ€ OCMOTpa HapylIeHUN TpeOOBaHUM MOXKapHOM
0e30MmacHOCTH  HEOOXOJUMO TMPHHATH Mephl K UX ycTpaHeHuto. Ilpu
HEBO3MOKHOCTH  CAMOCTOATENIBHO  YCTPAaHUTh  BBIABICHHBIE  HapyLICHUS
TpeOOBaHUN MOXKAPHON 0€30MACHOCTU JIOJOKUTHh 00 ITOM PYKOBOJMTENIO apXHUBa

" CACIAaTb COOTBCTCTBYIOIIYIO 3aIIMCh B )KYPHAJIC OCMOTpPa HOMGHIGHI/II‘/’I.

2.1.3.2. CobmoieHre 0XpaHHOr O peKuMa

CobmoeHre 0XpaHHOTO PEKMMA BKIIIOYAET:
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— ol0ecrnieueHre MOMEIEHUN apXrBa ClieUaIbHBIM 000pYA0BaHUEM;

— YCTaHOBJICHHE OXPAaHHOI'0 PEKHMMA U €ro COOJIIOICHHE.

ObecrieyeHre TOMEUICHUM  apxuBa  CIEUUAIbHBIM  000PYAOBAHUEM
IIPOBOJUTCS B COOTBETCTBHUH CO CIEAYIOLIMMHU MPABUIIAMU:

— apXUBOXpaHWINIIA (3a VCKJIIOUEHUEM apXUBOXPaHWJINILI,
pacronaralonuxcs Ha OXpaHseMOW TEpPpUTOPHUH) OOOPYAYIOTCS JBEpPSMHU C
IOBBILICHHOW TEXHUYECKOM YKPEIUICHHOCTBIO IMPOTUB BO3MOXKHOIO B3JIOMA,
OCHAIIICHHBIMU 3aMKaMU TOBBIIIEHHOW CEKPETHOCTH; IO 3aBEepIIEHUH padouero
JIHSL apXUBOXpaHWJIMIIA (CleUUanbHble IKa(bl, A€ XPaHATCS AOKYMEHTHI IpU
OTCYTCTBUH MOMENICHUI apXUBOXPAHUIIMIIL) OTIE€UATHIBAIOTCS;

— OKHa T[IOMEIIEHUWH TMEepBOro dTaxa JODKHBI OBITh 000pPYHIOBaHBI
pacnamHbIMA ~ 3alUPAOIIAMUCSA  PEIIETKAMM, OTKPBIBAIOIIMMUCSA  HapyxKy
(1. 2.20 IpaBun);

— TIOMEILEHUE JOJDKHO ObITh 000PYIOBAHO OXPAHHOM CHUTHAIN3aLUEH.

OXpaHHBIA pEeKUM YCTaHABIIMBAETCS C y4€TOM TPeOOBaHUM, U3IIOKEHHBIX B
n. 2.23. IIpaBun. Tlopsigok coOmtoieHusT OXpaHHOTO pPeXUMa YCTaHABIMBAETCA
CHEeUalbHBIM Pa3/IeIOM HHCTPYKLIHMH O COOJIOJEHUM OXPAHHOIO pEeXUMa IS
OpraHM3alMd B LEJIOM WM B CIHENUAIBHOM HWHCTpyKuuu. Ilpm sTOM
YCTaHABJIMBAETCS MOPANIOK KOHTPOJISI TOCTYIA B apXUBOXPAHWINIIE U IIOMEILICHHU S
apXvBa, NOPAIOK UX CIAa4M 1107 OXPAHY U CHATHUSA C OXPAHBI.

OTBETCTBEHHBIM 3a COOJIIOJICHHE OXPAHHOI'O PEXXUMA B apXKUBE OpraHu3aluu
ABJIAETCA PYKOBOJUTENb apXuBa (JIMI0, OTBETCTBEHHOE 3a apXuB) WIHM JHULO,

OTBCTCTBCHHOC 3a CO6J'IIOI[€HI/IC OXpPaHHOI'0 PCKUMA B OPraHU3allvuH B I1CJIOM.

2.1.3.3. CobiroieHrie HOPMaTUBHOTO CBETOBOT'O PEKUMA

HopmartuBHBIN CBETOBOM pexuM oOecrneunBaeTcsi B Ipoliecce BBIOOpA
MIOMEIIICHUS ApXUBOXPAHUIIHINA U ero o0opynoBanus. KoHTposb 3a oOecrieueHneM
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CBETOBOT0 PEXKHMMa MPOBOJIUT PYKOBOJIUTEIh apXuBa (JIULIO, OTBETCTBEHHOE 3a
apXuB).

OOGecrieueHre HOPMATHBHOTO CBETOBOIO pEXMMa OCHOBBIBACTCS Ha
CJIEIYIOIINX MPaBHJIAX:

— ApXUBHBIC IOKYMEHTHI CJIEITYET XPAaHUTh B TEMHOTE;

— BCE BHUIBI pabOT C JOKYMEHTaMH JIOJDKHBI TMPOBOJIUTHCS  IpH
OTPaHUYCHHBIX WM TEXHOJOTUUECKH HEOOXOIUMBIX YPOBHIX OCBEIICHUS;

— 3alMTa JIOKYMEHTOB OT JIEHCTBUS CBETa OOECIEYMBACTCS XPaHCHHUEM
JOKYMEHTOB B KOpOOKax, Mamkax M IepervieTax, B Ikadax WM Ha CTejulakax
3aKpBITOTO TUIA;

— ECTECTBEHHOE OCBEIICHUE B AaAPXMBOXPAHWIMIIE JOMYCKAeTCi TMpHU
yCIIOBUW TIPUMEHEHUS Ha OKHAX CBETOPACCEMBATENICH, 3aIUTHBIX (PUIBTPOB,
IITOp, JKAJIIO3W, HAHECEHHBIX HA CTEKJIO TMOKPBITHM; I HCKYCCTBEHHOIO
OCBEIIEHUS MPUMEHSIOTCS JIaMITbl HAKAJIMBAHUS B 3aKPBITHIX IJadoHax ¢ TIIaaKOM
MOBEPXHOCTHIO;

— YpOBEHb OCBECIIEHHOCTH B JMara3oHE BUJIHUMOTO CIEKTpa HE AOHKEH
MPEBBINIATH: HA BEPTUKAIBHON MOBEPXHOCTH CTEJUIaKa, Ha BBICOTE OJHOTO METpa

ot nosa — 20-50 mrokcoB, Ha pabounx cronax — 100 moxcoB (1. 2.24. [IpaBwn).

2.1.3.4. Cobmoienne HOPMATUBHOTO TEMIIEPaTypPHO-BIAKHOCTHOTO PeXXUMa

HopmaTuBHBIN TeMIepaTypHO-BIQKHOCTHBIA peXUM 00ecrednuBaeTcs B
nporecce BbIOOpa IOMELIECHUS apXMBOXpPaHWIMINA U €ro 00OpylOBaHUS.
KonTposns 3a cobmoieHneM TeMIiepaTypHO-BIaKHOCTHOTO peXUMa 00eCrieunBaeT
PYKOBOAMTENb apXuBa (JIMLIO, OTBETCTBEHHOE 3a apxuB). KoHkpeTHbIE onepauuu
M0 CHATHUIO TOKA3aHUU KOHTPOJIbHO-HU3MEPUTENbHBIX MPUOOPOB U 3alUCH HX B
KYpHaJl MOKET OCYIIECTBISATh OJUH U3 PaOOTHUKOB apxuBa (JINLIO, OTBETCTBEHHOE
3a apXuB).
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ObecrnieueHre HOPMATUBHOIO M TEMIIEPATypHO-BIAKHOCTHOI'O pPeXUMa
OCHOBBIBAETCA Ha TPEOOBAHUAX, 3aKPEIUICHHBIX B 11. 2.25., 2.26. [IpaBu.

TemnepaTypHO-BIaKHOCTHBIA PEKUM KOHTPOJIMPYETCSI MyTEM PETYIISIPHOTO
U3MEPEHUsT TEMIIEPATypbl U OTHOCUTENBHON BIIAXKHOCTH KOMHATHOI'O BO31yXa: B
KOHAUIMOHUPYEMBIX TOMEIIEHUAX — HE PEeXE OJHOro pa3a B HEAEN0; B
apXUBOXPAaHUJIMIIAX, HE OCHAIICHHBIX CUCTEMON KOHAULIMOHUPOBAHUS BO3/1yXa —
2 paza B Henento (1. 2.26. TlpaBuin).

[TokazaHusi KOHTPOJBLHO-U3MEPUTENBHBIX MPUOOPOB (UKCUPYIOTCS B
KypHAJIE PErUCTPAlMU TEMIIEPATYPHO-BIAXKHOCTHOTO PEXKUMA.

[Ipu HamMuuu B 37aHUM apXHUBa HEHTPATM30BAHHONW CUCTEMBbI 00€CIICUeHHUS
TEMIIEPATYPHO-BIAKHOCTHOTO PEXKUMA B TIOMEIICHUSX, TAE XPAHATCS JOKYMEHTHI,
KOHTPOJb 32 €ro COOJIOJEHUEM OCYLIECTBISETCS B ABTOMATUYECKOM pEXKUME
(1. 2.26. [paBwun).

[Ipy BBIABICHUMM HAPYUIEHUW TEMIEPATypHO-BIAKHOCTHOTO PEXUMA
pabOTHUK apxuBa cOOOHIAeT 00 3TOM PYKOBOJUTENI0 apXWMBa M BbBI3BIBAET
CHEIUAINCTAa XO3IUCTBEHHON CIYXOBI ISl JIMKBUJAIIMU HEUCIpaBHOCTU. Mepbl,
OPUHATHIE 10 HOPMAJIM3allMd TEMIIEPAaTypHO-BIAKHOCTHOIO pEXUMa, TaKKe
OTpaXaroTcs B KypHAJIE.

[Tocne nukBUAAILIMM HApYIIEHUS MPOBEPKA TEMIEPATYPbl U OTHOCUTEILHON
BJIQKHOCTH BO3JyXa IMPOBOJAUTCSA OAUH pa3 B cyTku (1. 2.26. [IpaBui) B TeueHue
Mecs1a.

Eciu  Hapymienwe — TeMIepaTypHO-BIAKHOCTHOTO — pexuma  ObUIO
JUIMTENTBHBIM (0T TpeX CYTOK M 0ojee) M COMPOBOXKAAIOCH TOBBIIICHHUEM
OTHOCHUTEIIbHOW  BJXHOCTH Bo3ayxa Jno 70-90%, mocie AUKBUAAIUU
HEUCIIPABHOCTH MPUHUMAIOTCS MEpPhl MO HOPMAIM3ALMU YPOBHS BIIAXKHOCTH
(MHTEHCHUBHOE MPOBETPUBAHUE, OCYIIEHUE apXUBOXPAHUIIUIIIA).

B xypHane perucrpanuu TEMIEPAaTypPHO-BIAXHOCTHOTO PEXKUMA TaKKe

OTPaXKarTCs pEe3yJbTaThl MPOBEPKH MPABUIIBHOCTH TMOKA3aHUN KOHTPOJIBHO-
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U3MEpUTENbHBIX TpubOopoB. IlpoBepka TOYHOCTH TMOKAa3aHUWA KOHTPOJIBHO-
U3MEpPUTENbHBIX MPUOOPOB JODKHA MPOBOJIUTHCS HE PEXe OAHOTO paza B TPH
MecsiIa CreUaIMCTaMU COOTBETCTBYIOIINX OpraHU3aIui.
KoHTponbHO-u3MepuTenbHble MPUOOPHl MOHTHUPYIOT Ha OJHOM IIUTKE,
pasMelias UX B TJIABHOM MPOXOJI€ HA CTEJUIaKE, B OT OTOMUTEIbHBIX M

BEHTHIALIMOHHBIX CUCTEM (KOHTPOJIbHASI TOUKA).

2.1.3.5. CobmoieHre HOPMATHBHOTO CAHUTAPHO-TUTUEHUYECKOTO PEKUMa

HopMaTuBHBI CAaHUTApPHO-TUTUEHUYECKH PpPEXUM O00ECIIEeUMBAETCS B
nporecce BbIOOpa IOMELIEHUS AapXUBOXPAHWJIMILA U €ro 00OpyIOBaHMS.
KoHTpons 3a oOecrnieueHHEM CaHUTAPHO-TUTMEHUYECKOTO PEKUMa IPOBOJUT
paOOTHUK apXHBa.

CoOmtofieHe  HOPMATHBHOTO  CAaHUTAPHO-TUTMEHWYECKOTO  peKuMa
BKJIIOYAET:

— BBIOOp TOMEIIEHHUS, COOTBETCTBYIOLETO TPEOOBAHUSAM  YHCTOTHI,

IPOBETPUBAEMOCTH U OTCYTCTBHS HACEKOMBIX U I'PBI3YHOB;

— OCYUIECTBJIEHHS pabOT IO MOMJAEPXKAHUK CaHUTApPHO-TUTUEHUYECKOTO
pexuma.

Pa6oTbl o noaaepkaHNI0 CAHUTAPHO-TUTHEHUYECKOTO PEXKUMa MPOBOASITCS

B COOTBETCTBHH CO CJIEAYIOLIMMH ITPaBUIaAMU:

— TIOMEILEHUs apXWBa OPraHU3aliu JOJDKHBI COJEP)KATHCS B UYHUCTOTE, B
YCIOBUSAX, HCKIIIOYAIOMIMX BO3MOXXHOCTh TOSABJICHHS IUJIECEHH, TPBI3YHOB,
HACEKOMBIX, IIbUIN;

— B MOMEUICHUSAX apXHWBOXPAHWIHIL JIOJKHA OBITh oOecredeHa CBOOOHAs
LHUPKYJSUS BO3AYyXa, HMCKIIOYANOMAs O0pa30BaHUE HEMPOBETPUBAEMBIX 30H,
OIaCHBIX B CAHUTAPHO-OMOJIOrMYECKOM OTHOILIEHUU.

— B IIOMEILIEHUSIX apXMBOXPAHWINI] HEOOXOIUMO:
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HPOBOAUTH CUCTEMATHUYECKYIO BIAXKHYIO YOOPKY:;

HE peXe OJHOTO pa3a B IO IPOBOAUTH 00ECIBUIMBAHUE KOPOOOK, CBSA30K C
JTOKYMEHTaMHU, IIKa(oB, cTelIaxen;

o0pabarbiBaTh  IIOKOJIBHBIE YaCTH  CTEJUIAXKEH, TMOJbl,  IUIMHTYCHI,
MIOJIOKOHHHUKH BOJHBIMH PacTBOPAMH aHTUCETITUKOB.

JIBa pa3a B rox (B Hayajge M IO OKOHYAHWUU OTOIHUTEILHOTO CE30HA)
JOKYMEHTBI ¥ TIOMEIICHHUS apXWBOXPAHWIUI MOABEPTAIOTCS OOCICTOBAHHIO JIJISI
CBOEBPEMEHHOr0 OOHAapyXKEHHs HAaCEKOMBIX M IuieceHU. [Ipu oOHapyxeHUH
OMOJIOTUYECKUX BpeauTeNel MPUHUMAIOTCS CPOYHBIE MEphl MO Je3WH(EKIUU U
JE3MHCEKIINN JOKYMEHTOB WM TOMEIICHHWIA CHWJIaMU PaOOTHUKOB apXwBa, a IPH
HEOOXOJMMOCTH - CHJIAaMH COOTBETCTBYIOIIUX CITYXKO.

[TpoBeneHne caHUTAPHO-TUTHECHUIECKUX pabOT (PUKCHPYETCs B )KypHAJIE.

B apxuBoxpaHunIe 3amnpemaeTcss HaX0JUThCS B BEpXHEH OJ1exk/Ie, MOKpPO
U TpsA3HOM O0OYBM; XpaHWUTh TIOCTOPOHHHE MPEAMETHI, HWMYIIECTBO H
o0opynoBaHKe, yHOTpeOISITh NUIIEBbIE MPOAYKTHI (1. 2.27., 2.28. TIpaBun).

I'paduueckoe n3obpaxenue npouecca 2.1.3. «ObecrieueHne HOPMATUBHBIX

YCJIOBUI XpaHEHUS IOKYMEHTOBY MpeacTaBiieHO Ha cxeMe 09 npunoxenus: Ne 4.

Obecneuenue HOpMAmMueHbvlx yCJZOGMIZ XPAHREHRUA ITIEKMPOHHBIX ()OKyMeHmOG

ObecrieyeHrie HOPMATUBHBIX YCJIOBUN XpPaHEHUS HJIEKTPOHHBIX JOKYMEHTOB
IIOMHUMO YCJIOBUH, IEpPEYHMCICHHBIX BbIIE, BKItoYaeT (1. 2.30 [IpaBun):

— CO3/IaHME B ApXMBE OpPraHU3allMM HE MEHEE JBYX JK3EMILUIIPOB KaXIOU
CIUHUIIBI XpaHEHUS DICKTPOHHBIX JTOKYMEHTOB (OCHOBHOM u©  pabouuit
AK3EMILIPBI JOKHBI HAXOUTHCS Ha pa3HbIX (PU3MUECKUX YCTPOUCTBAX);

— o0ecrneueHne apxuBa OpPraHU3alUM TEXHUYECKUMU M IMPOTrpaMMHBIMU
CpPEICTBAMH  BOCIIPOM3BEIECHUSA, KONMUPOBAHUSA, IMEpPE3allMCh U  KOHTPOJI
(U3NYECKOro U TEXHUYECKOTO COCTOSHUS AJIEKTPOHHBIX JOKYMEHTOB;

— o0ecrieueHre pexkrMa HHPOPMAIMOHHON O€30MacHOCTH AJEKTPOHHBIX
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JOKYMEHTOB;

— obecrieueHue (U3UKO-TEXHUYECKOM COXPaHHOCTH HOCHTEIIEH
AIEKTPOHHBIX JOKYMEHTOB;

— CUHXPOHHOE€ U3MEHEHHE MPOrpaMMHO-AINapaTHON Cpelibl B OpraHu3aiu
U B apXUBE OPraHU3alNM;

— COXpaHEHHE BO3ZMOXHOCTH JOCTYIAa B apXMBE K APXUBHBIM AJIEKTPOHHBIM
JOKYMEHTaM, CO3JaHHBIM B paHEe HCIOJIb30BABIIEMCS POrPaMMHOM
obecrieyeHu .

PaboThl o coOMIOAEHNI0O HOPMATUBHBIX YCIOBUM XpaHEHUS AJIEKTPOHHBIX
JOKYMEHTOB ITPOBOAAT paOOTHUKM apXuBa U nozapasaeneHus [T-rexnonoruii

OTBETCTBEHHOCTH 33 COXPAHHOCTH JIEKTPOHHBIX apXHUBHBIX JOKYMEHTOB
HECET:

— IIPY X XPaHEHUH B apXMBE OpraHU3alli — PYKOBOAMTENb apXuBa (JIULIO,
OTBETCTBEHHOE 32 apXUB);

—IpU WX XpaHEHUU B AaAPXMBHOM YACTH HH(POPMALMOHHOW CHCTEMBbI
OpraHu3aluy — pyKOBOAUTEND noapasaeneHus [T-rexnonoruii.

Obecneuenrie MHGOPMAITMOHHON O€30MACHOCTH 3JIEKTPOHHBIX JTOKYMEHTOB
apXuBa BKJIIOYAET:

— obecrnieueHue pexxuma XpaHEHUs AIEKTPOHHBIX JOKYMEHTOB,
UCKJIFOYAOILEr0 yTpaTy, HECAHKIMOHUPOBAHHYIO PACCBUIKY, YHUUYTOXECHHUE WIIH
HCKaXeHHe UH(POpMAaLINH;

— o0ecnieyeHHe ayTEHTHMYHOCTH, IOJHOTHI, JOCTOBEPHOCTH, IIEJIOCTHOCTH HU
HEM3MEHHOCTU HH(OpMaLuu, COJEpKaIICiiCsl B ANEKTPOHHBIX JAOKYMEHTaX, IpH
OCYIIECTBJICHUH UX ME€PE3ANUCH HA APYTHE HOCUTENH.

Obecrnieuenne (HU3NKO-TEXHUYECKON COXPAHHOCTH HOCUTENEN 3JIEKTPOHHBIX
JOKYMEHTOB U BOCIIPOU3BOAMMOCTH 3JIEKTPOHHBIX IOKYMEHTOB BKJIIOYAET:

— IIPOBEJICHHE HE PEXE OJHOIO pa3a B 5 JET TEXHUYECKOTrO KOHTPOJSA

(Gu3MUEeCKOro  COCTOSIHUSI ~ HOCHTENEeW  AJEKTPOHHBIX  JTOKYMEHTOB U
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BOCIIPOU3BOIMMOCTH 3JIEKTPOHHBIX TOKYMEHTOB;
— MIPOBEJICHUE MPH BBISBICHUU U3MEHEHUIN (PU3NYECKOTO COCTOSHUS HOCUTENEH
ANEKTPOHHBIX JOKYMEHTOB IO PEIICHUI0 PYKOBOJIUTENS OpraHu3aluu padoThl MO
nepe3anyucy 3JIEKTPOHHBIX JOKYMEHTOB Ha HOBbIE HOCUTEH;
— [pOBEJICHHE PA0OT MO Mepe3amucH 3JIEKTPOHHBIX JOKYMEHTOB B HOBBIE
dbopMaTel Ipu U3MEHEHHH (OPMATOB B PE3yJIbTATE MPEOOPa30BaHUs POTPAMMHO-
anmapaTHOM Cpeibl, YXyIIIEHUSI BOCIPOU3BOAUMOCTH JIEKTPOHHBIX TOKYMEHTOB;

— CO3JaHHuC (1)OHI[21 I10JIb30BaHM 3JICKTPOHHBIX JIOKYMCHTOB.

2.2. O6ecnieueHre COXPAaHHOCTH JIOKYMEHTOB

Obecneuenue coxpanHocmu OOKYMEHMO8 — CUCmeMa Meponpusmui,
00ecneyusaowux CoOXPaHHOCMb  OOKYMEHMOS, KOHMPOIb UX Qu3uiecko2o
COCMOSIHUAL NpU NOCMYNJIEHUU OOKYMEHMO8 8 aApXus, 60 8peMs UX XPAHeHUs 8
apxuee u npu nepedaue OOKYMEHMO8 HA NOCMOAHHOE XpPAHeHUue 8
20CYO0apCmeEeHHblll  (MYHUYUNATIbHLIN) — apXus, a makdce noooepicarue u
80CCMAHOBIEHUE PUIUYECKO20 COCMOANHUSL OOKYMEHMOB.

[Tportecc  obecriedyeHHsi COXPAHHOCTH JOKYMEHTOB — OCYIIECTBIISICTCS
paboOTHUKAMU apXWBa U BKIIIOYACT:

— palMOHaJIbHOE pa3MelIeHre JOKYMEHTOB B apXUBOXPAHUJIHIIIE;

— TomorpapupoBaHUE;

— KOHTPOJIb 3@ ABHKCHHUCM JOKYMCHTOB U UX COCTOSHHUCM.

2.2.1. PannoHaIbHOE pa3MENIEHNUE TOKYMEHTOB B apXUBOXPAHWIUIIE

PauHOHaanoe pasMCIICHUC AOKYMCHTOB B aApPXUBOXpPAHUIMIIC CO3acT

yCIIOBUS MJisi TOMCKA JIOKYMEHTOB M TIPOBEPKM MX Haimuuus. TpeOGoBaHUS K

67



Pa3MEIICHUIO TOKYMEHTOB B apXMBOXPAHWIMIIE COAEpKATCs B MyHKTax 2.34-2.35
[TpaBuin. Ilopsaok pacronoXeHusi JOKYMEHTOB B apXHUBE OMNPEACINISETCS IUIAHOM
(cxeMoit) UX pa3MelIeHHUS.

[Ipu pa3merieHUu JOKYMEHTOB pa0OTHHK apXWBa PYKOBOJCTBYETCS

paBUJIaMU:

— BCE MOCTYHNAIKE B apXWB OPraHU3alldd JTOKYMEHThI pa3MEIlaloTcs B
ApXUBOXPAHUJIUIIEC HA CTEJUIAXaxX WK B MKadax B MOPSIKE, COOTBETCTBYIOMIEM
OIMUCSIM JIeJl, JOKYMEHTOB;

— JOKYMEHTBI, TEMIIEPaTyPHO-BIAXXHOCTHBIA PEXKUM XPAHEHUS KOTOPBIX
pa3iuyeH, JOJKHBI Pa3MENIaThCsl B PA3HBIX apPXUBOXPAHUIIUILAX;

— Jiefla, UMEIOIINE TBEPJbIM MEeperuieT, YCTaHABIUBAIOTCS BEPTUKAIBHO; C
MSATKMM  TEperyieToM WM  HEMEpeIuIeTeHHble  MOTyT  pa3MeniaThes
TOPU30HTAJIBHO;

— KOpOOKH HE JOJDKHBI BBICTYIIATh 3 MIPEJIEibl MOJIOK CTEIUTaKEH;

— Ha KOPOOKM TPUKJICHBAIOTCS SIPJIBIKUA, HAa KOTOPBHIX YKAa3bIBAIOTCS: HOMEP
¢dboHa, HOMEpP OMKCH, KpailHHEe HOMEpa JIeJ, Pa3MEIICHHBIX B TAaHHOW KOpPOOKe,
JaThI J1eJ1, HaXOSIIMUXCS B KOPOOKe, 1 HOMEp KOpPOOKH B Tipesesiax (hoHa;

— HE JIOMYCKAaeTCsd XpaHEHUWE JOKYMEHTOB B TPAHCHOPTHOW Tape, B
mraldensaX, Ha TOJIy, MOJOKOHHUKAX, JIECTHUYHBIX IUIONIAJIKAX W JPYrux, He
NpeHa3HAYCHHBIX ISl XpaHEHUsI TOKyMeHTOB MecTax (1. 2.34., 2.35. [IpaBun);

— JTOKYMEHTHI TIOCTOSTHHOTO XpaHEeHHS Ha OyMa)KHOM HOCHTEINIE Pa3MEIaloT
B KapTOHHBIX KOpOOKax, Mamkax, a JOKYMEHThl BPEMEHHOro XpaHeHHs (3a
UCKITIOUYEHHUEM JIOKYMEHTOB I10 JMYHOMY COCTaBY) — B CBSI3KaX;

— JOKYMEHTBI ~MOCTOSIHHOTO XpaHEHUs pa3MelaloTcss OTACIbHO  OT
JIOKYMEHTOB BpeMEHHBIX (CBbIie 10 JIeT) CpPOKOB XpaHEHHS U IO JIMYHOMY
COCTaBy.

DJIEKTPOHHBIE JIOKYMEHThl Ha (Pu3nuecku 00OCOOJEHHBIX HOCUTEISAX

pa3MenarTcs OTACIbHO OT IPYruX NOKyMeHTOB (1. 2.35. TIpaBumn).
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PexoMmenayeTcss XpaHUTh 3JIEKTPOHHBIC JOKYMEHTHI Pa3iciIbHO 10 BUIAM
AJICKTPOHHBIX HOCHUTENIEH, B pPa3HBIX KOpOOKax, OOKcax, SIIUKaxX, Ha pPa3HbIX
MoJIKax mkagos.

OyTIApbl ¢ 2JIGKTPOHHBIMH HOCHUTEISIMM Pa3MEIIalOTCs BEPTHKAIBLHO B
KOHTEHHEpax, ANMKaX CIeUaTN3UPOBAaHHBIX MTKa(OB MM B KOPOOKax, O0Kcax Ha
MoJIKax creiviaxked, mkados. Paccrosnue mexny OQyTiaspamMu TODKHO OBIThH
JIOCTAaTOYHBIM JJIsl TOTO, YTOOBI AJICKTPOHHBIE HOCUTEIH MOXXHO OBLIO CBOOOIHO
IIOMEIATh U IOCTaBaTh U3 SAIIUKa UM KOPOOKH, OOKca.

DJNIEKTPOHHBIE TOKYMEHTBI MOTYT XPaHHUTBCS Ha cepBepax, MPUHAIICKAIINX

opraHmn3anuv Uik apCHAYCMbIX OpFaHH3aHHCﬁ.

2.2.2. TonorpadupoBanme

Tonoepaguposanue — paspabomka cxemvl PpPACNONONCEHU Oel 8
APXUBOXPAHUIUE NYyMeM HYMepayuu Mecm XpaHeHus 0OKYMeHmMo8 (nomeujeHutl,
cmennadxcell, wWKagos u KoOHMeUHepos), a makxdce eedeHue MmonocpauuecKux
yKasameieu.

TonorpadupoBanue MPoBOIUT PAOOTHUK apXHBa.

[Tporiecc  TomorpadupoBaHus OMHpPAETC HAa CXEMY CHCTEMAaTH3alluu
JTIOKYMEHTOB (poHIa.

Pe3ynabTaTom mporecca sBIsSETCS:

— cXeMa pa3MeIICHHS JJOKYMEHTOB B apXUBOXPaHHMIIUIIIC,

— apXMBOXPAaHWIHIIE C MPOHYMEPOBAaHHBIMH CTEIUIAKAaMH, IIKapamu u
MTOJIKAMHU (Mpy  HAIMYUM  HECKOJbKHUX AapXUBOXPAHWJIMIN OHH  TaKXKe
HYMEPYIOTCS);

— KapTOYKH IMOCTEIIIIAKHOTO B IMTOPOHIOBOI0 YKa3aTells.

TonorpadupoBanue CIyKUT JUIS 3aKPEIUICHUS MECT XpaHEHHUS JOKYMEHTOB

U YIIPOUIEHUS MPOLECcCca MOUCKa Al
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TpeboBaHusi K TMpoOBeACHHIO  TonorpadupoBaHUs  3aKpeEIJICHbl B
nyHkTax 2.36-2.38 [IpaBui.

TonorpadupoBanre MPOBOJUTCS C YUETOM CIEIYIOIINX MPABUJL:

— BCE MOMEIICHHS apXHUBa OpPraHU3aIliy, a TAaKXKe CTEIUIaXH, IKadbl, TOJIKH
Hymepytorcs. Cremnaxu, mkappl HYMEPYIOTCS B KaXKJIOM apXHWBOXPAHUIIHUIIE
cJieBa HAMpaBO OT BXOJHOM JIBEpH, a MOJKU Ha CTEJIaXKaxX - CBEpXY BHU3, CIEBa
Harpaso (1. 2.36. [IpaBun);

— B LEJSAX ONpEAESICHHUsS] MEeCTa XPAHEHHs JOKYMEHTOB B apXMBOXPAHUIIUIIE
COCTaBIIIIOTCS TOMOrpaUUecKue yKaszarelu: MocTesuiaxHbie (mpuioxenue Ne 1
[IpaBun), a mpu GoabIIOM KOJIMUECTBE (POHIOB — MOGOHI0BBIE (TTpuiioxkeHne No 2
[TpaBun);

— TOCTeNJIaKHbIE TOmorpaguueckue yka3aTelud MPUKPEIUIIOTCS K CTEHKE
creiaxa (mkada);

— 1no¢OHI0BbIE TONOTpa(pUUECKHE yKa3aTeJd pacrojaralorcs Mo HoMepam
(GOHIOB U CITYKaT IS ONpPE/ICTICHUSI MEeCTa XpaHEHUsI KOHKPETHBIX JIeT;

— nodoH0BbIE TONOrpadUUYEcKue yKazaTesu AOIMYCKAEeTCS BECTH B BHUJE
AJIEKTPOHHOM KapTOTEKH;

— U3MEHEHHMsI, NPOUCXOASAIIME B Pa3MEIICHUH JIOKYMEHTOB, JOJIKHBI
CBOCBPEMEHHO OTpakaTbcs B Tomorpaduueckux  ykazaremsx (m. 2.37.,
2.38. IlpaBun). B ciydyae coctaBieHusi HOBOIO yKaszaTelsi CTapblii ocTaercs Ha
XpaHEHHUH JIJIsl TIOMOIIY B IPOBEACHUN PO3bICKAa HEOOHAPYKEHHBIX Jell.

I'padpuueckoe nzobpaxenue npomeccon 2.2.1. «PamuonansHoe pa3MenieHue
JIOKYMEHTOB B apxuBoXpaHuiumie» u 2.2.2. «TomorpadupoBanue» mpeacTaBIeHO
Ha cxeme 10 Ipunoxenust Ne 4.

2.2.3. KoHTpoJIb 32 IBUKECHUEM JIOKYMEHTOB M UX COCTOSIHUEM

KonTposib 3a 1BUKEHHEM IOKYMEHTOB U UX COCTOSTHUEM BKJTIOUAET:
— MPOBEPKY HAJIMYUS U COCTOSIHUS JOKYMEHTOB;
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— YCTAHOBJICHUC ITOPAAKA BbIAA49U ACII U3 XPaHUJINIIA,

— YCTAHOBJICHHUC ITOPAOKA I[GﬁCTBHﬁ B LIpGSBI)I‘-IEH‘/IIHI)IX CUTyalusiax.

2.2.3.1. [IpoBepka HAIUUMS U COCTOSAHUS TOKYMEHTOB

[IpoBepka HamU4Msi W COCTOSIHHSI JIOKYMEHTOB apXWBa OpraHU3aIlluu
IPOBOJUTCS B IIEIIAX:

— YCTaHOBJIEHUS (PAKTUYECKOTO HATMYMS CIUHUI] XPAHCHHS] B COOTBETCTBUU
C YYETHBIMH JIOKYMEHTAMH;
— BBISIBJICHUS U YCTPAHEHUS HEJIOCTATKOB B yY€Te JOKYMEHTOB;

— BBISIBJICHHSI OTCYTCTBYIOIINX JOKYMEHTOB M OPTaHU3AIIMN UX PO3BICKA,

— BBIBJICHUS U y4eTa JOKYMEHTOB, TPEOYIOUTUX MPOPUIAKTHUECKON U/ IITU

pecTaBpallMOHHO-TIPO(UITAKTUYECKOU 00pabOTKH;

— BBISIBJICHUS U y4€Ta DJIEKTPOHHBIX JJOKYMEHTOB, TPEOYIONINX NEpe3anucu

Ha HOBBIC DJIEKTPOHHBIE HOCUTEIH, YCTPAHEHUS BPEIOHOCHBIX KOMITBIOTEPHBIX
nporpamm (1. 2.39. [IpaBun).

[TpoBepka HaMYMA U COCTOSIHUSI IOKYMEHTOB MTPOBOJUTCS KOMHUCCUEH WITH
HE MEHee ueM JByMs paboTHHUKaMu. VICKIIOUeHHWE COCTaBISIIOT apXUBBI C
HEOOBIINM (HOHIOM, UMEIOIIHNE ETUHCTBEHHOTO pa0OTHHKA.

[IpoBepka HaNMUUYWSA U COCTOSHUS JTOKYMEHTOB Ha OYMa)XHBIX HOCHTEISIX
IIPOBOJIMTCS HE Peke 0JHOro pasza B 10 yerT, 3JIeKTPOHHBIX IOKYMEHTOB - HE pexe
onHoro pasa B 5 sert (1. 2.40. IlpaBun).

[TpoBepka HanMuMs U COCTOSIHUS JOKYyMEHTOB (cxema 11 mpunoskenus Ne 4)
MIPOBOJIUTCS:

— B IUTAHOBOM TOPSIJIKE;

— IIpU Tepeaaye Ael Ha rocy1apCTBEHHOE XpaHEHHUE;

— TI0CJIEe IEPEMELIEHHUS 1€ B IpYroe MoMeEIIeHHE;

— IIOCJIC qpe3BquaﬁHblx HpOHCMGCTBHﬁ, BBI3BABIINX IICPCMCIICHHUC ICJI
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WIH 1OCJI€ MPOHUKHOBEHUS B ApXUBOXPAHUIIUIIE TOCTOPOHHUX JIUIL;

— TpU CMEHE PYKOBOJUTENS apxuBa (JIMIa, OTBETCTBEHHOI'O 32 apXWB) - a
TaK)Xe M0 MEpPe HEOOXOTUMOCTH.

[IpoBepka Hamuuusi U COCTOSIHUS JOKYMEHTOB B apXUBE OpraHu3aluu
IIPOBOJIUTCSI C COOTIOACHUEM CIICTYIOIINX MTPABUII:

— HEOOXOAMMO COXpaHSATh TOPSAOK PACIOJIOKEHHUS JOKYMEHTOB Ha
CTeJUTaxKax, B mkadax B COOTBETCTBUM C TOMOrpaUueCKUMH yKazaTelsaMu; TpU
U3MEHCHUHM  PACIOJIOKCHUSI  JIe  HEOOXOJWMO  CBOCBPEMEHHO  JIeNaTh
COOTBETCTBYIOIIME 3aMMKUCH B TOMOTrpaUueCcKnX yKa3aTelsx;

— 3anpeniaeTcsi BHECEHHUE BBISIBIIEHHBIX B X0J1€ MPOBEPKU HEYUYTEHHBIX JIE€T B
ONMUCh (HEYUYTECHHBIC Jea MojyiekaT o0padoTKe U ONMUCAHUIO MOCIE 3aBEPILICHUS
IIPOBEPKH);

— 3ampeniaeTrcss B MpoLecCe MPOBEPKU JieNaTh KaKUe-IM0O MOMETKH WIH
3aMUCHU B OMUCAX J€ U IPYTUX YYETHBIX JOKYMEHTAaX.

[lepen HauamoM TPOBEPKHM HAJIMYHMS W COCTOSIHUSI JOKYMEHTOB Ha
OYMa)KHBIX HOCUTEJISIX COCTaBJISIETCS! JIUCT MPOBEPKU HATMYMS U COCTOSIHUS JIeN B
doHme, KOTOpBI  3amoOJHSAETCS  MPOBEPSIIONIMMU  paOOTHUKAMH  apXuBa
HETOCPEICTBEHHO B XOJI¢ MPOBEPKU U COJICPKHUT 3alMKMCH 000 BCEX BBISIBICHHBIX
HECOOTBETCTBUSX. JIMCT MPOBEPKU COCTABISACTCS HAa KaXKIbIA TTpoBEepsIeMblid (HOH
U TIOANKCHIBACTCA HCTONHUTENEeM. JIUCT MpPOBEPKU HAIMYMs U COCTOSHUS el
MOXKET COCTABJISTHCS HA OTIEIBbHBIC OMHUCH, €CIU TPOBEPSIEMBbI (DOHII COCTOUT U3
3HAYUTEIILHOTO KOJIMYECTBA OMUCEH.

[IpoBepka HaMMUMs U COCTOSIHUS HAUMHAETCS C MPOBEPKU COOTBETCTBUS
OJTHUX M TeX e MOoKa3aTeJel B pa3HbIX YUETHBIX TOKYMEHTaX.

3aTeM IPOBOAUTCA MPOBEPKA COOTBETCTBUSI KOJIMYECTBA JI€I B UTOTOBBIX
3aMUCSAX TOAOBBIX pPa3/ieNIOB OMUCEH CBEACHUSIM O KOJIMYECTBE JEI B JIMCTax
¢dhoHIOB.

[Ipouiecc mpoBEepKH 3aKIOYAETCSs B MPOCMOTPE KOHKPETHBIX E€AMHUIL
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XpaHCHHSI.

B mepByio ouepenb mpoBepsieTcsl MPaBUIBLHOCTh PACIOJNIOXKEHUS el
COTJIACHO TOMorpaduveckuM ykaszareiasM. HempaBuimbHO pa3MelIeHHbIE Jelna
Cpazy ke MMOMEIAlTCs Ha CBOE MECTO.

B xome mpoBepku MPOBOIUTCS CBEpKAa COOTBETCTBUS OMMCATEILHBIX CTAaTEH
onucu ¢ uHQpopmaimenn Ha 00JI0KKE JIeJ, P ITOM MOXKET OBITh 0OHAPYKEHO:

— OTCYTCTBHC J€Jid, BKIIIOUCHHOI'O B OIIKUCh,

HaJM4ue e, He OTHOCSIIUXCS K onpeieieHHOMY (hOHY;

— HaJM4ue HEYUYTCHHBIX JIET;

— OIIMOKM B ONMHUCATEILHBIX CTAThIX OIMUCEH.

Jlema, He BHECEHHBIC B OIMCH, M3BIMAIOT, PaboTa ¢ HUMH (BKJIIOUCHHE B
COOTBETCTBYIOIIMI TOJIOBOM pa3fesl OMMCH) MPOBOAUTCS TMOCIE 3aBEPIICHUS
IIPOBEPKH HAIMYMSA U COCTOSHHS nen. Jlema, He oTHocsmuecs K GOHAY, TaKkKe
OTKJIQ/IBIBAIOT OTHEJIbHO. Bce BBISIBICHHBIE B XOJ€ MPOBEPKU HaAPYIICHHS
bukcupyroTcs.

du3YECKOe COCTOSHUE AEJT ONPEALseTCs MyTeM BU3YabHOI'O MPOCMOTpa.

BroisiBiaenublie nema ¢ GU3MYSCKUMHU TTOBPSKIACHUSIMH OYMa)KHOTO HOCHTEIIS
(yTpaTa yacTeil JOKYMEHTa, pa3phbIBbl) OTKIABIBAIOTCS OT/ICJILHO.

Jlema, 3apaxeHHbIE TUIECEHBIO WM  JPYTUMH  OHMOJIOTHYECKUMH
BPEAUTEISIMU, U3BIMAIOTCS C MOCTEAYIONMEH U30JSIMEH B LEAX MPeI0TBpaleHUs
3apa)KeHUs APYrux JAell.

Bce nena ¢ BbIsiBIeHHBIMH JedeKTaMU PEKOMEHAYETCS PETrHCTPUpPOBATH B
KapTOTeKe ydeTa (U3MUECKOTO COCTOSHHS JOKYMEHTOB C YKa3aHHEM BHA
HeoOxoauMol 00paboTku. Kaprouku ydera GuU3HMIECKOro COCTOSHUS IOKYMEHTOB
SIBJISIIOTCSI PaOOYMMHM JOKYMEHTAMHU; CPOK XpaHEHHUs KapTO4eK ydera (hHU3UIECKOro
COCTOSIHUSI JIOKYMEHTOB BPEMEHHOTO XpaHEHHUs PAaBEH CPOKaM XpaHEHHUs Jei, B
OTHOIIICHUHM KOTOPBIX OHU OBUIM COCTABJICHBI; JJII JIOKYMEHTOB IIOCTOSSHHOTO

CpOKa XpaHEHHsS — JO0 MEpeladyd JOKYMEHTOB HA XpPaHEHUE B TOCYIAPCTBECHHBIM,
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MYHUIIUTAIbHBIA apXuB. PabOThI M0 KOMMPOBAHUIO IOKYMEHTOB C BBII[BETAIOIIUM
TEKCTOM, [0 PECTaBpallid JOKYMEHTOB, HMEIOIIMX pa3pbiBbl, U JAp. IpH
OTCYTCTBHUU CIIELIMAIBHON JJA0OPATOPUU MOXKET MPOBOIUTH PAOOTHUK apXUBa.

Hena, tpeOyromue Ae3uH(PEKIUN U JE3UHCEKIUU, TOJKHBI MOJBEPraThCs
00paboTKe HEMEIJIEHHO; TpH OTCYTCTBUM CHEIUalIbHON JiabopaTopun —
MPUTJIAIIEHHBIMY CHIEAATUCTAMH.

B koHIIE Ka)X101 MPOCMOTPEHHON OIKUCH JEJI, JOKYMEHTOB JIEJIAETCS 3aIIUCh
«ITPOBEPEHO», koTopas moclie COCTaBIICHUSI aKTa MPOBEPKU HAIWYUS H
COCTOSIHUSI JTOKYMEHTOB JIOMOJIHSETCS NaToil M HOMepoM akTa (ImyHKThI 2.41.,
2.42. IlpaBumn).

Jena, BbIIAaHHBIE COTPYJHUKAM OpraHW3alld, B YWUTAJbHBIM 3al U
BPEMEHHOE IMOJIb30BAHUE JPYIrUM OpraHU3alMsIM, MPOBEPSIOTCS MO KHUTAM H
aKTaMm BbLAA4M €]l U CYUTAKOTCA UMEIOLIIMMHUCS B HAJTMYUU.

[Ipu oOHapyKeHHH OIIMOOK B YYETHBIX JOKYMEHTaX COCTaBJISAETCS aKT O
TEXHUYECKUX OIIMOKaX B YYETHBIX JOKyMeHTax (mpuioxkeHnue Ne 4 Ilpasuin). B
ciiydae OOHapy>KE€HUsI JOKYMEHTOB, HE OTHOCAIIUXCS K JaHHOMY (OHIY, apXHUBY
OpraHu3alliy, HEYYTCHHBIX, TaKXE€ COCTaBJIIETCS COOTBETCTBYIOLIUNA  aKT
(npusnioxxeHue Ne 5 [IpaBuit). YKka3zaHHbIE aKThl TOAMUCHIBAIOTCS UCIOJHUTENSMU U
YTBEPKIAIOTCS ~ PYKOBOJAUTENIEM  OpraHU3allMi WJIM  €ro  3aMeCTUTEJIEM,
KYPUPYIOLLUM JIeATEIbHOCTh apxuBa (1. 2.43. IlpaBun).

Ha oGnapyxeHHbIe B XOJie MPOBEPKU HEUCHPABUMO TOBPEKIECHHBIE Jena
COCTABJISIETCA aKT O HEUCIPABUMBIX TMOBPEKICHUSIX AapPXUBHBIX JOKYMEHTOB
(mpunoxenue Ne 22 TIlpaBum). Ilocne paccmorpenuss aktoB OK  (IIDK)
OpraHu3allid W YTBEPXKICHHUS €€ PELICHUS PYKOBOAUTEIEM OpraHu3allui,
HEUCIIPABHUMO MOBPEXKICHHBIE JTOKYMEHThl CHUMAKOTCS ¢ ydera. OpraHuzanuu —
HMCTOYHUKHU KOMIUICKTOBAHUSI MIPEJCTABIISIOT aKT O HEUCIIPABUMBIX MOBPEKICHUSIX
JIOKYMEHTOB, COJIEpKallliii JOKYMEHTHI MOCTOSHHOTO XpaHEHUsI, Ha COTJIacOBaHUE

B TOCYIapCTBEHHBIM (MYHUIIMITAIBHBIN) apXuB, MCTOYHHUKOM KOMILUIEKTOBAHUS
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KOTOPOTO  SIBJSIETCS  OpraHM3alvs, WM B  YIOJHOMOYEHHBIM opras
UCITOJIHUTEIbHOU BIACTH.

[To pesynpTaraM NPOBEPKU COCTABISICTCS AaKT MPOBEPKUM HAIMUMS U
COCTOSIHUSI apXMBHBIX JOKYMEHTOB (Tipuiioxkenue Ne 3 IlpaBui) u npousBoaarcs
CIEAYIOUINE ICUCTBHUS:

— Jiena, He OTHOCAIIMECS K JaHHOMY (OHNY, YUYUTHIBAIOTCS B OMHUCAX JEl,
JOKYMEHTOB TeX (OHIOB, K KOTOPHIM OHU OTHOCATCS, W pPa3MENIaloTCs Ha
COOTBETCTBYIOILIUX MECTAX;

— HEy4YTEHHBIE JieJla 00padaThIBAIOTCS M YUUTHIBAIOTCS B COOTBETCTBYIOIIUX
OMUCSX /eI, TOKYMEHTOB;

— HECOOTBETCTBUE OIMCATEIbHBIX CTAaT€d B OMUCSX JIAHHBIM Ha OOJIOXKKE
JIeNT YCTpaHsIeTCsl BHECEHUEM U3MEHEHHM B OMUCH JIeN, TOKYMEHTOB;

— B cllydae BBISBJICHHBIX PACXOXKIACHUW COJEpKaHUS HTOTOBBIX 3aIucel
omuced nen ¢ PaKkTUUYECKUM COACP>KAaHHEM OIMCEH JIeJ COCTAaBISIOTCS HOBBIE
UTOTOBBIE 3aITUCH.

JIucThl TPOBEpPKU HAIUYUS U COCTOSIHUA Jed B (GOHAE HYMEpYyHTCS IO
MOPSAKY HOMEPOB B XOJI€ MPOBEPKU Kaxaoro (oHIAa U TMOAMHCHIBAIOTCA
ucnosHuteneM. 1o OKOHYaHMM TPOBEPKU JUCTHI BKIIIOYAIOTCS B JIEJIO JAHHOTO
donna. IlpoBepka HaMUYMA U COCTOSIHHUS TOKYMEHTOB CUUTACTCS 3aBEPIICHHOU
1ocJjie BHECEHUs W3MEHEHUM, BBISIBICHHBIX MPOBEPKOH, B YYETHBIE JTIOKYMEHTHI
apxuBa (cM. pazzaen 3 «Y4eT JOKYMEHTOB B apXUBE OpraHU3alun» ).

I'paduueckoe wu3obpaxkenue mporecca 2.2.3.1. «IIpoBepka Hamuuusg u
COCTOSIHUSI JOKYMEHTOBY IMPEACTABICHO Ha cxeMe 12 mpuioxkenus Ne 4.

Ecin mnpoBepkol HalmMuWsi W COCTOSHHUS JIOKYMEHTOB YCTaHOBJIEHO
OTCYTCTBHUE JIe]l U JIOKYMEHTOB, MH(GOpMAIIMsI O HUX BHOCUTCS B KapTOTEKy ydyeTa
HEOOHAPYKEHHBIX JI€Jl U OPTraHU3yeTCs UX PO3BICK.

Po3bick apXWBHBIX JTOKYMEHTOB, HE OOHApPYKEHHBIX B XOJI€ TPOBEPKH,

IMPOBOAUTCA B TCUCHHUC OAHOI0 roJga ¢ MOMCHTaA BBIABJICHUA WX OTCYTCTBUA (H.

75



2.44. TlpaBui). B aTuX 11e15X peKOMEHAyeTCs:

— W3YYUTb BCE YUYTEHHBIC JOKYMEHTHI 10 BbIAAYE JEIN U3 XPAHUIIUIIA;

— OpraHu30BaTh PO3BICK HE OOHAPYXKEHHBIX MpU TMPOBEpPKE Jel B
CTPYKTYPHBIX MOJIPA3/ICJICHUSX, B ICSITEIbHOCTH KOTOPBIX ObLIN CHOPMUPOBAHBI
HEOOHapYyKEHHBIE JIeJla, MPEBAPUTEILHO U3YUYHB OMKCH JIE] ITUX CTPYKTYPHBIX
MOJIpa3ACIICHUN;

— TPOBEPUTH JieNa, HAXOAAIIUXCS PsiioM (POHJIOB;

— W3Y4UTh JOKYMEHTHI B Jnele (oHJa: akThl O BBIICICHUU [T K
YHUYTOKEHHIO, aKThl BbIJauyd JI€1 BO BPEMEHHOE IMOJb30BaHUE, paHee
COCTAaBJICHHBIE aKThl MPOBEPKU HATTMYUS U COCTOSTHUSA MPOBepsieMoro GpoHa.

Haiinennele B wWTOre poO3bICKA [I€JIa BO3BpAIIAIOTCS HA MECTO, a B
COOTBETCTBYIOIIIEH KapTOUKe y4deTa HEOOHAPYXKEHHBIX JeJl JIeJAeTCsl OTMETKA C
yKa3aHHWEM JIaThl ¥ MOJNKCH pabOTHUKA apXUBa.

[Ipu oOHapy>KeHUH B KHUTE BbIAA4M J€JI pa0OTHUKAM OpraHu3alvu, B KHUTE
BbIJAYM JI€J1 B UWTAIbHBIA 3al WM B KHUIE€ BbIAAYM J€1 BO BPEMEHHOE
MOJIb30BaHWE APYTUM OpraHu3allusM 3alicu O BblJaye Jefia, JIeJI0 CYUTAeTCA
HaWJICHHBIM, €CJIM CPOK €ro Bo3Bpara He HacTynwil. [lpu oOHapyxeHuu akrta 00
YHUYTOXKEHUH WM O HEMCITPABUMBIX MOBPEKICHUSIX IOKYMEHTA €ro J1aTa U HOMeEp
MIPOCTABIISIOTCS B KAPTOUKE ydeTa HEOOHAPYKEHHBIX JIETI.

[Ipn HeoOHapykeHUU el B TEUEHUE Tofa COCTaBIIsIeTCS aKT o0 yTpare
nokyMeHTOB (mpuiioxkenue Ne 6 IlpaBui), kotopsiii cornacyercs [[DK (OK)
OpraHM3allid W  YTBEPXKIAETCS PYKOBOJUTEIEM OpraHM3alldd WU  €ro
3amectureneM (cxema 13 npunoxenus Ne 4). K akry npuiiaraercsi crpaBka O
IIPOBEJICHUU PO3BICKA, MOATOTOBJICHHAS M MOJMUCAHHAS JTUIOM, TIPOU3BOIUBIINM
IIPOBEPKY.

[Ipu HEeoOHapyXKeHUU J1eJ1 MOCTOSHHOTO XPaHEHUs OPraHU3alMU-UCTOUYHUKU
KOMIIJICKTOBAaHUSI TOCYJAPCTBEHHBIX (MYHUIIMIIAIbHBIX) apXWBOB MPEICTABISIOT

akT o0 yrpaTe JOKYMEHTOB B  COOTBETCTBYIOUIMI  TOCYJapCTBEHHBIH
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(MYHUIIMIIATBHBIN) apXuB WIM B YINOJHOMOYEHHBIM OpraH MCIOIHUTEIbHON
BiIactu cyobekta Poccuiickoit ®deneparuu B 00JacTH apXWBHOTO Jenia s
MIPUHSTHUS PEIICHUS O CHATHH YTPadyeHHBIX JOKYMEHTOB C ydeTa M COTJIACOBAHUSI.
CornacoBaHHbIi akT 00 yTpare JOKYMEHTOB YTBEPXKIAETCS PYKOBOIUTEIEM
OpraHM3aIlii, U yTPaueHHBIC JOKYMEHTHI MTOIJICKAT CITHCAHHMIO.

B akr 00 yrpare AOKyMEHTOB B Tpady «IpennojaraeMple MNPUIUHBI
OTCYTCTBUS» BHOCSITCS CBEJICHUS U3 KAPTOUYKH y4eTa HEOOHAPYKEHHBIX JICIT.

[Tocne 3aBepiieHus TPOBEPKH HAIMYMS JI€7T apXUBHBIE KOPOOKH
OMEYaThIBAIOTCA C yKa3aHMEeM JaThl MPOBEpKH, (pamMuianu  pabOTHUKA,
MIPOBOMBIIIETO TTPOBEPKY.

I'padpuueckoe  u3obpaxkenume  mpouecca  «OpraHuzanusi  po3bICKa
JOKYMEHTOB» MpejcTaBieHo Ha cxeMe 14 mnpunoxenuss Ne 4. Bce akThl,
COCTaBIICHHBIE TIO pe3yJibTaTaM IPOBEPKU HAJTUYHUS W COCTOSHUS JOKYMEHTOB,
XpaHsATCA B Jiee GpoHa.

[IpoBepka HamWM4Ms W COCTOSHHUS DJIEKTPOHHBIX JIOKYMEHTOB apXHBa
OpraHHU3aIuy MTPOBOJUTCS B LIETISAX:

— TIPOBEPKHU MPaBUIHLHOCTH 3aITUCEH B YUETHBIX JOKYMEHTAX;

— YCTaHOBJICHHS  (PAKTHUYECKOTO HAIMYMUS HOCHUTCICH  DJIICKTPOHHBIX

JIOKYMEHTOB;

— TPOBEPKU (PU3NIECKOTO COCTOSHUSI DJICKTPOHHBIX HOCUTEIICH;

— OLIEHKHU TEXHUYECKOI'0 COCTOSIHUS DJIEKTPOHHBIX HOCHUTEJIEH;

— NPOBEPKU HAIMYUs HAa KOHKPETHBIX HOCHUTENSIX SJEKTPOHHBIX €1 B

COOTBETCTBUU C OMUCIMU;

— TIPOBEPKU AYTCHTHYHOCTH DJICKTPOHHBIX JOKYMEHTOB.

[IpoBepke momaekaT BCE AK3EMIULIPHI SIWHUIl XPAaHCHHS DIJIEKTPOHHBIX
JIOKYMEHTOB (B cooTBeTCTBUU C 1. 2.30. [IpaBui B apxuBe OpraHu3aliuu XpaHUTCS
KaK MHUHUMYM JBa DJK3eMIUIIpAa KaXIOW EIUHUIIBI XPAHCHHS DSJICKTPOHHBIX
JIOKYMEHTOB — OCHOBHOM M pabo4uii).
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B Hauane npoBepkH HamU4Ms U COCTOSIHMSI JJIEKTPOHHBIX JOKYMEHTOB
IPOBOJUTCS BbIBEPKA YUETHBIX JOKYMEHTOB, KOTOpasi BKIIOYAET:

— YCTaHOBJICHHE TIOJHOTHI COCTaBa M COJEPYKAHUS YUETHBIX JOKYMEHTOB Ha
pOBEPSIEMbIE €IMHULIBI XPAaHEHUS AIEKTPOHHBIX JOKYMEHTOB;

— CBEpKY COMOCTAaBUMBIX MOKAa3aTeJeH MO OMUCSIM DJIEKTPOHHBIX JIEN, TUCTY
(oHa, KHUTE yyeTa MOCTYIJICHUS U BBIOBITUS €], TIOKYyMEHTOB;

— YTOYHEHHWE TOpsAIKa HyMepaluu eIWHUI] XpaHeHus (10 TOJOBBIM
pa3ziesiaM OMHMCH JENl 3JIEKTPOHHBIX JTIOKYMEHTOB) M COOTBETCTBHUSI HyMEpaluu
UTOT'OBBIM 3aIIMCSIM K T'OJIOBBIM pa3jiejaM OIUCEH;

— TPOBEPKY MPaBMIBHOCTH COCTaBJICHHSI HTOTOBBIX 3alHCEed K T'OJOBBIM
paszeniam OInucen;

— TPOBEPKY COOTBETCTBHUS 3alMCE B YyYETHBIX JOKYMEHTaX O ABMXKCHUU
€IMHUIl XpaHEHUsI HaXOAsIUMCS B Jiene (poHAa TOKYMEHTaM, MOJITBEPKIA0IINM
3TO ABUKEHUE

JIns  DIEKTPOHHBIX  JIOKYMEHTOB  Ha  (u3M4ecku  000COOJIEHHBIX
MaTepUaIbHBIX HOCUTEJISIX MTPOBEPSAETCS (PU3NYECKOE COCTOSHUE HOCUTEIEH.

B nepByro ouepenb nposepseTcs:

— COCTOSIHWE TEPBUYHBIX CPEICTB XPAHEHHUS DJICKTPOHHBIX HOCHUTENEH
(kopoOok, pytaspoB). [IpoBepsieTcst HaMUUe TpeuuH, AepopMaInil, pa3pylieHus,
HaJIMYUe ¥ Ka4eCTBO HAJMMCEN Ha BKJIAbIIIAX U JAP.;

— HaJM4Me 3allbUICHUsT M 3arpsi3HEHUs TIOBEPXHOCTEH AJIEKTPOHHBIX
HOCHUTEJICH;

— HaJIM4ME BJIaTd HA IOBEPXHOCTSIX AJIEKTPOHHBIX HOCUTENIEH;

— (U3NYECKOE COCTOSIHHE padoyeil MOBEPXHOCTH M KOPITYCOB 3JIEKTPOHHBIX
HocuTenel  (BBISIBJICHME  MEXaHMYECKMX TIOBpPeKIEHUH U naedopmanuii,

paccClIOCHUs, ITY3bIPCHUS, UBMCHCHHA IBCTA, HAJIMYNC LapalliH, IIPOKOJIOB U T.H.);
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— Hanmuuue AePEeKTOB XUMHYECKOTO U OHOJOTMYECKOr0 MPOUCXOXKICHHUS
(mopaxkeHHWE€  MHUKPOOpPraHHW3MaMH, HAaCEKOMbIMU U  TpbI3yHaMH,  CIIEIbl
BO3/ICUCTBUS XUMUYECKH arpeCCUBHBIX BEIIECTB).

B cnyuae, ecim ycTaHOBIEHBl M3MEHEHHS (DU3MUECKOTO COCTOSIHHS
HOCHUTENEH SJIEKTPOHHBIX TOKYMEHTOB, apXMBOM OpTaHH3aIH MPEITPHHIMAIOTCS
NCUCTBUSI 10 TEpe3alucu JJIEKTPOHHBIX JIOKYMEHTOB Ha HOBBIE HOCHUTEIH
(murpanun) (m. 2.32. [paBui). [Ipu 3T0M cucTeMoil 10KHA OBITH TPETYCMOTpPEHA
dukcanmst  akta mepe3amwick  JOKYMEHTOB Ha  HOBBI  HOCUTENIb B
COOTBETCTBYIOILIEM MPOTOKOJIE.

[Ipu nmpoBepke TEXHUYECKOTO COCTOSHUS SJICKTPOHHBIX HOCUTEICH:

— YCTaHaBJIUBAETCSI COOTBETCTBHE XAPAKTEPUCTUK IJIEKTPOHHOTO HOCHUTEIS
CBE/ICHUSAM, COJICPKAIIIMCS B OMUCH U IPYTUX YYETHBIX TOKYMEHTAX;

— NPOBOAUTCS MPOBEpPKAa HA HAIUYUE BPEIOHOCHBIX KOMIIBIOTEPHBIX
porpamwm;

— TPOBOJUTCS  TMPOBEPKA  BOCHPOM3BOAMMOCTH  BCEX  DIEKTPOHHBIX
JOKYMEHTOB Ha 000py/I0BaHUU apXHBa.

[Tpu HapyIIeHUH BOCTIPOU3BOIMMOCTH SJIEKTPOHHBIX JOKYMEHTOB, a TaKKe
B ClIydae U3MEHEHUS IPOrpaMMHO-aIapaTHoil cpebl HHHOPMALMOHHON CUCTEMBI
apxWiBa OpraHU3allid, TMPOU3BOAATCA PAOOTHI TO TIEPE3amuCH JJICKTPOHHBIX
JOKYMEHTOB B HOBbIe (QopmaThl (kKoHBepTupoBanue) (m. 2.32.IIpaBun) c¢
cobmonenreM TpeboBanuii m. 2.31 [IpaBun. JlaHHble pabOTBI MOTYT OBIThH
OCYILIECTBICHBl COBMECTHO C pabOOTHHKAMH CTPYKTYPHOTO TOIpa3IeICHUS
OpraHM3alMy, OTBEYalollero 3a  (YHKIMOHUPOBAHHE  COOTBETCTBYIOIICH
MH(OPMAITMOHHON CHCTEMBI.

DNEeKTPOHHBIE HOCUTENH, HA KOTOPBIX 3JIEKTPOHHBIEC TOKYMEHTHI OKa3aluCh
HEBOCIIPOM3BOAUMBIMU WM COACPXKAIIUMHU  BPEIOHOCHBIE  KOMITBIOTEPHBIC
IPOTpaMMBbl, TTOMEIIAIOTCSI OTACIBFHO OT OCTAIBHBIX JOoKyMeHToB. Ecim mpoBepka

IMPpOBOAMWIACH IIPU IICPCAAUYC IJICKTPOHHBIX JOKYMCHTOB B APXHB OpPIraHU3allHH,
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HOCHUTEIH, Ha KOTOPBIX ANEKTPOHHBIE JIOKYMEHTBI OKa3aJIuch
HEBOCIPOM3BOJUMBIMH  WJIM  COAEP)KALIMMU  BPEJOHOCHBIE  KOMIIBIOTEPHBIE
MPOrpaMMbl, BO3BPALIAIOTCS B CTPYKTYPHOE IMOAPA3/ACICHUE OpraHU3aluH, W3
KOTOPOT'0 MOCTYIWIIH.

I[lo wroram mnpoBepkd (U3HMUECKOTO U  TEXHUYECKOTO  COCTOSIHUS
AJEKTPOHHBIX JIOKYMEHTOB Ha (PU3UYECKH O00O0COOJIEHHBIX MaTepHAIbHBIX
HOCHUTENSIX Ha 000pOTe BKJIAJIbIINIA eIUHUIIBI XpaHeHus (1. 4.34. IIpaBun) craBuTcs
IITaMIl O €€ TMPOBEJECHUU C YKa3aHWEM JaThl MPOBEPKH, (HaMuianu pabOTHHKA,
IPOBOJMBLIETO MPOBEPKY, Ha3BaHUS M BEPCUU IPOIPAMMHOIO OOECIEUEHUs, C
MIOMOILIBI0  KOTOPOr0  MPOBOJAMJIACH  IPOBEPKA TEXHUYECKOIO  COCTOSIHUSA
AJIEKTPOHHOT O HOCUTEJIS.

B caysae oOnHapyxkeHuss Ae(pEKTOB COCTAaBISAETCS aKT BBISBICHUS
BPEIOHOCHBIX KOMIIBIOTEPHBIX IPOrpaMM B JOKYMEHTaX Ha 3JIEKTPOHHBIX
HOCHUTEISAX U IPEIIPUHUMAIOTCS MEPBI Ul CKOPEHUIIETO YAAJIECHUsI BPEIOHOCHBIX
MPOrpaMM WJIM 3aMEHbl HEHUCIIPAaBUMO MOBPEXKIACHHOTO AK3EMIUISIpa €IUHUIBI
XpaHEHUs, MHIpalMy 3JIEKTPOHHBIX JOKYMEHTOB Ha Apyrue Hocutenu. Ecim
BpPEIOHOCHAs KOMIBIOTEpHAsh MporpaMMa OOHapy)KeHa JUIIb B OJHOM U3
HK3EMILISIPOB AJIEKTPOHHBIX JOKYMEHTOB (OCHOBHOM WM pabodyeM), 3apaskeHHBIH
AK3EMIUISIP 3aMEIIAeTCs] KOMUEH, U3rOTOBJIEHHOM C HEe3apakKeHHOro 3K3eMILIIpa,
IIOCJIE YEr0 NOBPEKAECHHBIN SK3EMILISIP HOCUTENSI YHUUTOXKAETCsA. Ecinu 3apakeHsl
o0a 3K3eMIUIsIpa JIEKTPOHHOI'O JIOKYMEHTa, MPOBOAMTCA paboTa MO YyHaJeHUIO
BPEAOHOCHOW  KOMIIBIOTEPHOM MPOrpaMMBl  C  IMOMOULIBIO  AaHTUBHUPYCHOM
IPOTrpamMMBl.

Ecnu BpenoOHOCHYI0 KOMIIBIOTEPHYIO NpOrpamMMy YAQIATh HE YHOAeTcd,
AJEKTPOHHBIM  JOKYMEHT [PU3HACTCS  HEHUCIIPAaBUMO IOBPEXKICHHBIM U
MPUHUMAETCSl PEUICHUE O €ro YHUUYTOXKEHHHM C YYETOM II€EHHOCTH 3apa)K€HHOTrO

AOKYMCHTA U CTCIICHU OIMACHOCTH JHATHOCTHPOBAHHOI'O «BHPYCa».
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Ha HeucnpaBUMO MOBpEeXIAEHHBIE 3JIEKTPOHHBIE JTOKYMEHTBI COCTABIISIOTCS
3aKJIIOYEHHS] TEXHUYECKUX CIEHHAINCTOB O HEBO3MOXHOCTH UX BOCCTAHOBJICHHS.
JlanpHeliee JOKYMEHTaTbHOE O(POPMIICHHE HEUCIPABUMO TOBPEKICHHBIX
AJIEKTPOHHBIX JOKYMEHTOB OCYHIECTBJISIETCSI B TOM K€ TMOpSAIKE, KaK H
JIOKYMEHTAJIbHOE O(OpMJICHUE yTpaThl IOKYMEHTOB (CM. cxeMy 13 mpuioxkeHus
Ne 4).

[Tocne mpoBeneHust padoT Mo onpeaeacHUu0 (U3NIECKOr0 U TEXHUUECKOTO
COCTOSIHUSI HOCHUTEJEH BJIEKTPOHHBIX JOKYMEHTOB IIPOBEPSETCS COOTBETCTBHE
COCTaBa M COJIepKaHUE AIEKTPOHHBIX JIeJl OMUCSAM DJIEKTPOHHBIX JOKYMEHTOB, JUIs
4ero cBepseTcs (PaKTUYECKOe HaIMYMe 3almuced Ha JUCKE C 3alHUCSIMHU OIHCH
AIEKTPOHHBIX JOKYMEHTOB.

[IpoBepka HamU4usg U COCTOSIHUS HJICKTPOHHBIX JOKYMEHTOB BKIIIOYAET
IPOBEPKY AYTEHTUYHOCTH JJICKTPOHHBIX JTOKYMEHTOB B LEIAX MPOBEPKH
BO3MOYKHOI'0 HECAHKIIMOHUPOBAHHOT'O HCIIOIb30BAHUS AJIEKTPOHHBIX JOKYMEHTOB
Y BHECEHUS B HUX U3MCHEHUH.

Bce BbIsiBIGHHBIE B X0/I€ TMPOBEPKU JE€PEKTHI U  HECOOTBETCTBUS
dbukcupyrotcs. [lo pe3ynbraram NpoOBEPKU COCTABJISETCSA aKT MPOBEPKU HAIMYUS U

COCTOSTHUA DJICKTPOHHBIX JIOKYMCHTOB.

2.2.3.2. IlopsA0K BbIIAYN €T U3 apXUBOXPAHUIMILA

[Topsimox  BbImAauM  JIe1 W3 ApXUBOXPAHWIMINA  YCTaHABIMBACTCS
PYKOBOAMTEIEM apXuBa (JMIIOM, OTBETCTBEHHBIM 3a apXWB) M 3aKpEIUIICTCS B
COOTBETCTBYIOIIEM JIOKAILHOM HOPMAaTHUBHOM akTe. JIOKyMEHTBI BBIIAIOTCS W3
aApXUBOXPAHUJIUIIIA HAa OCHOBAHMHM THCHbMEHHOTO PAa3pEIICHUs] PYKOBOJIUTEIS
apxXuBa OpraHu3anuu (JUIa, OTBETCTBEHHOTO 3a apXWB),  PYKOBOIWUTEISA
CTPYKTypHOT0 nojpasnenenus (1. 2.45 [Ipasun).

Jlena w3 apXWBOXpAHWIUINA BBIJAIOTCS PAOOTHUKOM apXHBOXPAHMIIUIIA
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pabOTHUKY YUTAIBHOTO 3ajia, Yepe3 KOTOPOr0 OCYIIECTBIISIIOTCS B3aMMOJIEHCTBUE
C TIOJIb30BATEISIMU. APXUBBI C HEOOJIBITUM 00BEMOM apXUBHOTO (DOH/IA U LITATOM,
BKJIFOYAIOIIUM 1-2-X paOOTHUKOB, OOBIYHO HE UMEIOT YMTAIBHOTO 3ajia. B Takom
ciydae paOOTHUK apxuBa (JUI0, OTBETCTBEHHOE 3a apXWMB) BBIJAET JOKYMEHTHI
HETOCPEICTBEHHO MOJIb30BATEIISIM.
JIOKYMEHTBI BBIAAIOTCS U3 APXMBOXPAHUIUIIA!
— BO BPEMEHHOE MOJb30BaHHWE PA0OTHUKAM CTPYKTYPHBIX MOApa3eICHUMN
OpraHMu3allvy, B T. 4. Y€pPE3 YMTAIbHBINA 3aJ1 apXUBa;
— CyneOHBIM, TPABOOXPAHUTEITHLHBIM U WHBIM YIIOJHOMOYEHHBIM OpTaHaM B
COOTBETCTBUH C 3aKOHOAATENbCTBOM Poccuiickont denepanuu;
— BO BPEMEHHOE I0JIb30BaHUE CTOPOHHUM OpPraHU3aLUSIM;
— IS IPOBEJICHUSI apXUBHBIX pabOT € JOKYMEHTaMH paOOTHUKAM apXuBa
opranu3ainuu (KOmupoBaHUs, pecTaBpalluu, IeperieTa u p.).

TpeOoBaHusi K CpokaM BbIJJayd JOKYMEHTOB U3 apXUBOXPAaHMWIUILA
3aKperuieHsl B 1. 2.45. [IpaBui.

Bpigaua 1OKYMEHTOB M3 XpaHWJIMILNA PETUCTPUPYETCS B KHUTAX BbIIAYU
JOKYMEHTOB:

— BbIJA4M €)1 paOOTHUKAM OpraHU3allNy;

— BBIJIAYM JIEJT B YUTAIbHBIN 37T

— BBIJA4M JEJI BO BPEMEHHOE MOJIb30BAHUE JIPYTUM OpPraHU3aIUsIM.

Bpimaua gen BO BpPEMEHHOE TOJb30BAHWME B JPYrUe€ OpraHu3aluu
opopmIISIETCS aKTOM O BbIJa4e JieJl BO BPEMEHHOE MOJIb30BaHUE (MPUIIOKEHUE
Ne 10 IlpaBuit), KOTOpBIN COCTaBISIETCA B ABYX JK3EMIUIAPaX, OJAUH UX KOTOPBIX
OCTaeTCd B AaApXWBE OpPraHu3alliH, JPYrod BBIJACTCA TMOIYyYaATEN0. AKT
IIOAIIACHIBAETCA ~ PYKOBOAMWTEIIEM  OpraHu3aluy, Iepefarolend  Jena, u
PYKOBOJMTENEM OpPraHU3aAUMU-TIONyJaTeNs: MOAMUCH 3aBEPSAIOTCA MEYaTsIMU
opranu3auui. llocne Bo3BpallleHMs el B JBYX 3K3EMIULIpaX akrTa JeiaaeTcs
COOTBETCTBYIOIIAS OTMETKA: OJWH DJK3EMIUISIP OCTaeTCd B OpraHU3alUU-
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nojy4aresie, Ipyro XpaHurcs B Aeiie (JOH1a B apXMBE OpraHU3alluiy, Bbl1aBaBIICH
nena.

HanpaBnenne Ha KONMMpOBaHUE, PECTABPALMIO, MEpEIrieT OoQopmisieTcs
3aka3oM. M3 apxuBoxpaHWIMIIA BBIIAIOTCS TOJBKO MOJHOCTHIO O(POPMIICHHBIE
(cMm. pazgen 1.2. Meroanueckux peKOMEHJalluii) 1 BHECEHHBIE B ONTUCH Jelia.

Ha mecTo BBIIaHHOTO J€ia MOAKIAABIBAETCA KapTa-3aMECTUTENb JIETa.

I[Ipy HeoOXOAUMOCTH 3aBEpPEeHUs KOMHUH DBJIEKTPOHHBIX JOKYMEHTOB
UCIIOJIb3YETCA  JJEKTPOHHAs TMOMINWCHh PYKOBOAMTENS  OPraHHU3alUd WM
YIIOJHOMOYEHHOTO0 MM JOJDKHOCTHOTO JIMIA. BEpHOCT KONMM 3JIEKTPOHHBIX
JOKYMEHTOB, M3TOTOBJIEHHBIX Ha OyMa)KHOM HOCHUTENE, CBUJIETEIbCTBYETCS B
yCTaHOBJIEHHOM nopske (1. 2.47. [IpaBun).

B cnyyae BhIJauM apXMBHBIX JOKYMEHTOB BO BPEMEHHOE IOJIb30BAHHE I10
3arpocam OpraHoOB I'OCYIapCTBEHHOM BJIACTH, OPraHOB MECTHOI'O CAMOYIIPABIICHHUS
U OpraHu3alliii BBIHOC W3 3/JaHMS apXWBa WM 3/IaHMS OPraHU3ALMHM apXUBHBIX
JOKYMEHTOB O(OPMIIIETCS aKTOM M pa3peliaeTcs TOJbKO MO CIEHHATbHBIM
npomyckam (. 2.23. IIpaBun).

JIOKyMEHTBI U3 apXUBOXPAHWINILA HE BBIIAIOTCS B CIIy4asx:

— Hanmuuus GOoHJa OJIH30BAHMUS,

— HEYJIOBJIETBOPUTEIBHOTO (PU3UUYECKOTO COCTOSIHUS TOKYMEHTOB (1. 2.48.,
5.20 IlpaBun);

- OTPaHUYECHHUIM Ha MCIIOIb30BAaHUE, YCTAHOBJICHHBIX 3aKOHOJATEIbCTBOM
Poccuiickont @enepanum;

—  OTCYTCTBUS HAY4YHOTO OINHCAaHUS U TEXHUYECKOro O(OpMIICHHUS
JOKYMEHTOB.

TpeboBaHusi K MOPSAAKY BBIIOJIHEHUS PAaOOT MpHU BbIaye JOKYMEHTOB M3
apXMBOXpPAaHWJIMINA 3aKpervieHsl B 1. 2.47. [Ipasuir.

I'paduueckoe nzobpaxkenue mpouecca 2.2.3.2. «llopsaox Bbigaum gen w3

apXMBOXPAaHUJIMIIA» MPEACTABIEHO HAa cxeme 15 npunoxxenus Ne 4.
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2.2.3.3. YcTraHOBIEHHUE TIOPAJIKA ACHCTBUM B UPE3BbIYANHBIX CUTYALUSIX

B nensx ycraHoBiieHus mopsaka padOTHI MO OOECHEYEHUI0 COXPaHHOCTU
ApXMBHBIX JOKYMEHTOB B UpE3BbIYAWHBIX CHUTyalldsiX, B OpraHU3AIUU
pa3pabaTbIBalOTCS  IUJIAHBI  COOTBETCTBYIOLIUX  MEPOINPHUSTUA HW  JApYyrue
HOPMAaTUBHBIE JOKYMEHTBI, C KOTOPBIMH JOJIKHBI OBITh O3HAKOMJICHBI PAOOTHUKH

apxuBa opranuzanuu (1. 2.49. IIpaBun).
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3. YYET IOKYMEHTOB B APXNBE OPT"AHU3ALIN

VYyer apXMBHBIX JOKYMEHTOB — 3TO OIpPEAENIEHUE KOJIMYECTBA M COCTaBa
ApXMBHBIX JIOKYMEHTOB B EIMHHUIAX y4€Ta M OTPAXKEHUE STOr0 KOJUYECTBA H
COCTaBa B YYETHBIX JIOKYMEHTAX JIJIsi KOHTPOJIS 32 UX HAJTMYUEM U COCTOSTHUEM.

Enunniiamu yuera apXuBHbBIX JOKYMEHTOB SIBJISIFOTCS:

— apXxuBHbIN (HOHT;

— €IUHHIIA XpaHEHUs — JeJo, B TOM 4YHCIE, OHJIEKTPOHHOE JEJ0
(m. 3.3. IlpaBun).

VYuery moajiexar BC€ XpaHSIIUMECS B apXWBE OPraHu3alvu JOKYMEHTHI
(m. 3.1. IlpaBun).

B coorBerctBuM ¢ @enepaibHbM 3akoHOM OT 22.10.2004 Ne 125-®3 «O6
apxuBHoM gene B Poccuiickoit ®expeparun» (ct. 19, m. 1) yder Q0KyMEHTOB
ApxuBHoro ¢onaa Poccuiickoit denepanuu B apXuBe OpraHuU3alliu SBISCTCS
o0si3aTeIbHBIM, €r0  TMOPSANOK  JOJKEH COOTBETCTBOBaTbH  TPeOOBAHUSIM,
YCTaHOBJIEHHBIM beneparbHbBIM OpraHom UCITOJIHUTEIIbHON BJIACTH,
YIIOJIHOMOYEHHBIM B cpepe apXUBHOTO Jiea.

Ha ocHOBe ydYeTHbIX [OKYMEHTOB AapXWB OpPraHu3alid — HNCTOYHHKA
KOMIUIEKTOBAHUS TOCYJIAPCTBEHHOTO (MYHUITUIIAILHOI0) apXyUBa MPEIOCTABIISAET B
rOCY/IapCTBEHHBIN (MYHUITUTIANBHBINA) apXuB CBeACHUS 00 00BEME M COCTaBe
noKyMeHTOB ApxuBHoro (onma Poccuiickoit denepanvii ¥ APYrUX apXUBHBIX
TOKyMeHTOB (11. 3.2 IIpaBun).

JI1s1 HeHTpaIu30BaHHOTO FOCYIApCTBEHHOIO YY€Ta TOKYMEHTOB APXHUBHOTO
¢ouna Poccuiickoii @enepanii B apXMBe OpPraHM3allM - HMCTOYHHUKE
KOMILUIEKTOBaHUSA  T'OCYJapCTBEHHOTO (MYHMIIMTIAJIBHOTO) apxuBa IO
YCTaHOBJICHHON (opMe cocTaBisieTcsl MacnopT apxuBa opranHuzanuu (m. 3.12.
[TpaBun).

Yuer JOKYMCHTOB OCHOBBLIBACTCA Ha IIPUHIIHIIAX!:
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— UeHTpamu3auuu (y4eT U COXPAaHHOCTb  YUETHBIX  JOKYMEHTOB
OCYILECTBIISIETCS] CHEUAIbHO BbIIEJICHHBIM COTPYIHUKOM (COTPYIHUKAMHU — IpH
HaJIMYUH HECKOJBKUX XPaHUJIUILL);

— yHudukanuu (MpuMeHEeHNe eANHBIX SANHUI] YUETa);

— IPEEeMCTBEHHOCTH (IIPUMEHEHUE €IUHBIX (OpPM ydeTa Ha BCEX CTagusix
paboThl, HAYMHASA CO CTAJIUU JISTONPOU3BOJICTBA);

— JAMHAMUYHOCTH (CBOEBPEMEHHOE BHECEHUE [JAHHbIX B  YyYETHBIC
JIOKYMEHTHI);

— CHCTEMHOCTH (obecnieunBaeTcs B3aMMOCBSI3bI0 u
B3aMMOJIONOJHAEMOCTBIO YUETHBIX IAHHBIX PA3JIMYHBIX YUETHBIX JIOKYMEHTOB);

— TOJHOTBI U JIOCTOBEPHOCTH  (oOecreuuBaeTcs  B3aMMOIIPOBEPKOM
BHECEHUS OJIMHAKOBBIX YUETHBIX JIaHHBIX B PA3JINYHBIE YUETHBIE TOKYMEHTHI).

VYyer kak BHJ JEATENBHOCTU IMPEJICTaBISIET COOOM BEJEHUE YUETHBIX
JOKYMEHTOB B COOTBETCTBUU C TPEOOBAaHUSMHU, YCTaHOBJIEHHBIMU [IpaBunamu.

ApXMBOM  OpraHu3allUd  BEOYTCS  OCHOBHBIE  (0Os3aTeNbHBIE) WU
BCIIOMOTaTEeJIbHBIE YUeTHbIE NOKyMeHTHI (1. 3.5., 3.6. [IpaBui), mpenacraBistomiye
co00il KOMIUIEKC B3aMMOCBSI3aHHBIX JIOKYMEHTOB, COAEpXaIlUX CBEICHUA O
KOJIMYECTBE M COCTABE APXUBHBIX JOKYMEHTOB OpraHU3allid, a Takxke 00 ux
u3MeHeHnn. CoctaB M (OPMBI OCHOBHBIX YYETHBIX JOKYMEHTOB OIPEJENICHBI
n. 3.6 IlpaBun. CoctaB u (opMBI BCIIOMOTAaTENbHBIX YYETHBIX JIOKYMEHTOB
OTIPEEINIAIOTCA aPXUBOM CaMOCTOSATENIbHO, 3TO MOTYT OBbITh KapTOYKM U KHUTHU
IBWOKEHUST (OHIOB, OMHUCEH e, JOKYMEHTOB, KHHUTU YydeTa JOKYMEHTOB,
NepelaHHbIX B APYTUE apXUBbI, KHUTU y4eTa (POHJIOB U IOKYMEHTOB, BbIICJICHHBIX
K YHUYTOKEHUIO, KHUTH IMOBUIOBOIO y4yeTa JOKYMEHTOB U Jp., B TOM YHCIIE
CaMOCTOATENIbHO pa3pa0OTaHHbIE YYETHbIE JOKYMEHThl. BcnomorarenbHble
y4€THbIE JOKYMEHTbl MOTYT BECTUCh Ha OyMa)XHOM HOCHUTENE W/WIM B

AJIEKTPOHHOU opme.
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VYyeTHble JOKYMEHTHI apxXuBa OpraHu3allid, KpoMe OIHCel Jell,
JIOKYMEHTOB SBJISIFOTCS BHYTPEHHUMHU JOKYMEHTAMU apXyUBa U TOJb30BATEISIM HE
Bbigatorcs (1. 3.14. Ipasun).

VYyeTHble JOKYMEHTHI XpaHATCA B celdax WM METAUTMYECKHX IIKadax
apXUBOXPAHUJIUIIA. APXUB OpPraHU3aIlMd MOXKET TaK)KE€ BECTH y4eT apXHUBHBIX
JIOKYMEHTOB C TIpUMeHeHneM nH(popMaImoHHbIx TexHosoruit (. 3.13. Ilpasum).

Jlnst opraHW3anid W BEACHHUS ydeTa apXWBHBIX JOKYMEHTOB B apXHBE
OpTraHM3aIliy MOTYT pa3padaThIBATHCS JTOKATbHBIC HOPMATUBHBIC aKThI.

Boinensiercs HECKOJIBKO MPOLECCOB, MPU BBIMOJIHEHUH KOTOPBIX BEIYTCS
COOTBETCTBYIOIINE YIETHBIE (DOPMBL:

— yYeT MOCTYIUICHHs JIe — KHUTa ydeTa IMOCTYIUICHUS W BBIOBITHS JIel,
nokymeHToB (mpuioxkenue Ne 11 Ilpaswi), muct douma (mpunoxenue Ne 13
[IpaBun);

— y4eT KOJIMYECTBa M COCTaBa JieJl — OMUCH (TOI0BbIE pa3fieiibl OMUCE) ael,
nokymeHTOB (npuinoxenus Ne 14—18 Ilpasun);

— y4eT KOJMYECTBa M COCTaBa OMHCEH JIeN — peecTp onucer (MpHIIOKEHHE
Ne 19 IIpaBun);

— y4eT KOJIMYEeCTBa M cocTaBa (DOHIOB — CMHUCOK (POHIOB (MPUITIOKEHUE
Ne 12 IIpaBun);

— y4eT W3MEHEHUW B KOJWYECTBE M COCTaBE JIOKYMEHTOB (pOHIA — JIUCT
donaa (mpunoxxenue Ne 13 TlpaBuin);

— y4eT BBIOBITHS N1 — KHHUTa ydeTa TOCTYIUICHHS W BBIOBITHS eI,
nokymeHToB (mpuioxkenue Ne 11 Ilpaswi), muct douga (mpunoxenue Ne 13
[IpaBun);

— BeJleHHe jena GoHma;

— ydYeT UCTOJIb30BaHUS JOKYMECHTOB.

B rpadudeckom Buae BeaeHUE OCHOBHBIX YYETHBIX JIOKYMEHTOB B apXHBE

OpraHu3aluy MpeACcTaBiIeHO Ha cxeme 16 mpunoxenus Ne 4.
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3.1. Yder nocTymieHus aen

VYyeT noctymieHus en B ApXUBE OpraHUu3aliy BEIETC:

— TI0 KHUTE Y4eTa MOCTYIJICHUS U BBIOBITUS JI€TI, IOKYMEHTOB;

— 10 JUCTY (poHIa.

OcHoBaHMEM [JI1 BHECEHMS! MEPBUYHBIX JAHHBIX O MOCTYILUICHUU JEN B
KHUTY y4deTa TOCTYIUIGHUSI U  BBIOBITHS  JI€Jd, JOKYMEHTOB  SIBJISIFOTCS
(. 3.15. TlpaBun):

— OIKCH JIeN, JOKYMEHTOB CTPYKTYPHBIX NoJpa3aenacHuil (mpuiiosxeHus: Ne
23, 24 TlpaBun);

— HOMEHKJIaTypa JeJ OpraHu3allud — IMpU OTCYTCTBUM OMNHUCEH e
(mpunoxenue Ne 25 Ipasui);

— akT 00 oOHapy>XEHUU JOKYMEHTOB (HE OTHOCSIIUXCS K JTAaHHOMY (OHIY,
HeyuTeHHbIX) (mpuitokenue Ne 5 TIpaBun);

— aKT ImpueMa-rnepeadyu apXuBHBIX JOKYMEHTOB Ha XpaHEeHHE (MPUIIOKEHUE
Ne 20 IpaBwun).

OcHoBaHMeM i1 BHECEHUS JaHHBIX B JUCT ¢OHIA TpU TEPBOM
MOCTYIUICHHUH Jie7 (OHJIa B apXHUB OPraHU3aIUN SBIISIOTCS:

— TOoJI0BOM paznen onucu aen (npuiokeHus Ne 14-18 Ilpasun);

— aKT MpUeMa-rnepeiayd apXrUBHBIX TOKYMEHTOB HAa XpaHEHUE (MPUII0KEHUE
No20 ITpapu).

I'paduueckoe wuzoOpaxkenue mporecca 3.1. «Yder MNOCTYIUICHUS AEID»
npeacraBiaeHo Ha cxeme 17 npuinoxenus Ne 4.

B xHure ydera mocTymieHHs] M BBIOBITHS ael (pukcupyercs (akT KaKaoro
NOCTYIUIeHHs (IEPBUYHOTO M MOBTOPHOTO) Jiejia B apXWB opraHuzauuu (m. 3.7.
[TpaBun). Kaxmol 3amMcu TpUCBAWBAETCA TMOPSAJIKOBBII HOMEpP B BajIOBOM
MOCJIEIOBATEILHOCTH B Mpeenax oTdyeTHoro roja (rpada 1). Ilpu stom kaxmgoe

IMOCTYIVICHUC I10J1Y4aCT OAHH HOpHI[KOBbeI HOMCP HE3aBUCHUMO OT TOI0, COCTOUT
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JY OHO U3 JIOKYMEHTOB OJHOTO MJIM HECKOJbKUX (oHI0B. [Ipu moctymnenuun aen
U3 HECKOJIbKMX (DOHIOB JaHHbIE MO KaXIOoMy (OHIY 3alMUCBHIBAIOTCS C HOBOM
CTPOKH 3a TEM K€ MOPSIKOBBIM HOMEPOM.

JlaToli TOCTYIUIEHUSI TOKYMEHTOB SIBIISieTCSl Aarta (haKTHUECKOW mepeaadu
Jie B apXuB opraHuzanuu (rpada 2).

B rpade 3 yka3biBaeTCsi HaMMEHOBAHHE CTPYKTYPHOTO MOJpa3JeseHus, U3
KOTOPOrO TMepeaHbl TOKYMEHTbl B apXWB oOpraHu3zauuud. Eciu JOKyMEHTHI
nepelarTcs W3 JpYyrod opraHu3anuu (B cilydyae €€ JMKBUAALUA WIA
peopraiu3aiyu), yKka3blBaeTcs MOJIHOE HAMMEHOBAHUE ATOW OpraHU3aIiu.

Ha3Banue u pekBH3HUTHI TOKyMEHTa (HOMEp, J1aTa), 10 KOTOPOMY B apXHB
OpraHMu3aIMy MOCTYIUIIN TOKYMEHTBI, YKa3bIBAIOTCS MOJIHOCTHIO (Tpada 4).

[Ipu mepBUYHOM MOCTYIJIEHUU JIe] B apXUB HOMEp (OHJIa TPOCTABISIETCS B
KHUIE ydyeTa IOCTYIJICHUs] U BBIOBITHS Jied, JAOKyMeHToB (rpada 5) mocie
IPUCBOEHMS €My HOMepa 1o cniucky (ponaos (1. 3.8. IIpasun).

[Ipy noBTOpHOM TOCTYIUIEGHUM B apxuB Jen (ouma, HOoMmep ¢doHIA
IPOCTABIISIETCS B KHUTE Y4eTa MOCTYIUIEHUS U BBIOBITHSA e, JOKYMEHTOB IO
paHee NPUCBOCHHOMY €My HOMEPY B CIIUCKE (POHJIOB.

B rpade 6 mpocTtaBisioT KpailHME HAaThl JeN, BKJIOYEHHBIX B OMNKCH
CTPYKTYPHOI'O MOAPA3AEIICHUS UM B OMKCh, MIEPEJaBAEMYI0 OpraHU3aluell BMECTe
C apXuMBHBIMH JOKYMEHTaMH IO aKTy npuema-nepenadu (nmpuioxkenue Ne 20
[TpaBui). [Ipu nmocTyrieHM HEOMMCAHHBIX JOKYMEHTOB, KpailHuEe JaThl KOTOPBIX
HE OIpeJIeNeHbl, 3Ta rpada He 3aMOTHIETCS.

B rpade 7 ykazwpiBaercs Bun Hocutens (BH — Oymaxknbiit HOocuTenb, D/ —
AJIEKTPOHHBIN HOCUTEND).

B 3aBucuMOCTM OT CpPOKOB XpaHEHHsS JIOKYMEHTOB IpU Iepenade
JOKYMEHTOB B apXuB 3amoyiHsercs ofgHa u3 rpad: 8, 9 wmm 10, roe oTaensHO
(duKcHpyeTcst KOJIMYECTBO MOCTYMUBIINX OMUCAHHBIX JI€JI IOCTOSIHHOTO XpaHEHUSs,

BpeMeHHBIX (cBbIe 10 JieT) CpOKOB XpaHEHUs, 110 JIMYHOMY COCTaBY.

89



[Ipy  DOCTYIUIGHMM  HEONHMCAHHBIX  JOKYMEHTOB, HUX  KOJIHYECTBO
dbukcupyercs B rpade 14 (mpu 3toMm rpadsl 8 — 10 ocraroTcsi HE3aMOJIHEHHBIMH).
[lopsanok 3anonHenust rpadpl 14 KHUrM ydera MOCTYIUIEHHS M BBIOBITHS JIET,
JOKYMEHTOB COOTBETCTBYET TMOPSAJKY 3allOJIHEHUS COOTBETCTBYIOIIUX Tpad
pazmena 1 «Yder HeomMCaHHBIX JOKYMEHTOB» JjucTa ¢onma (pasgen 3.5.
Meronuueckux peKoMeHAaIHi).

[lo 3aBepuieHMM TOAa B KHHUIE Yy4deTa IMOCTYIUIGHUS M BBIOBITHS Jel
NOJBOAUTCS CyMMAapHbI UTOI MOCTYNMBLIMX JE€JI W OTAEIbHO — MO JEJlaM Ha
Pa3IMYHbIX HOCUTENSAX (OyMaXKHbBIX, JIEKTPOHHBIX, YN0, BUJIEO).

OOmrast uToroBasi TOAOBas 3alWCh MO TMOCTYIJICHUIO W BBIOBITHUIO €
3aBepseTCs MOJANUCHhI0 PAa0OTHHKA apXHBa, OTBETCTBEHHOI'O 32 BEJCHUE YYETHBIX
JOKYMEHTOB, MOJIKCBHIO PYKOBOJIWTEI apXuBa M aarupyercs. JlaTol MTOroBou
rOZIOBOH 3amucu SIBJISETCS JaTa €€ MOJANUCAHUs PYKOBOJAUTENEM apXuBa (JIULIOM,
OTBETCTBEHHBIM 32 APXUB).

Ecnu opranuzanusi UMEeT CI0XHYIO CTPYKTYPY, TO 3allUCU O MOCTYIUIEHUU
JOKYMEHTOB B KHMI€ ydeTa IMOCTYIJICHHS] M BBIOBITHS 1€, JOKYMEHTOB MOTYT
BECTHUCH IO KAKAOMY CTPYKTYPHOMY MOAPA3IEICHUIO.

Ha TuTynpbHOM JUCTe KHUTH Yyd4eTa TMOCTYIJICHUS] U BBIOBITUS Jell,
nokymeHToB (npuiioxenue Ne 11 [paBui) ykasbiBarorcsi:

— TOJHOE O(PUIIMATFHOE HAUMEHOBAHNE OPraHU3AlINH;

— Ha3BaHME apXuBa (€ClU apXUB SIBJIAETCA CTPYKTYPHBIM MOIpa3eieHUEM
OpraHu3aldd, TO Tiepe]l HAaUMEHOBAaHHWEM OpraHM3alMHh J00aBISETCS CIOBO
«apXuBY), HATIPUMED:

Axuuonepnoe oowecmeso « Ceemocepsucy

Apxue Axuuoneproz2o obwecmesa « Ceemocepesucy

Ecnu apxuB He ABJISIETCS CTPYKTYPHBIM MOJAPA3AEICHUEM OpraHu3aluu, TO

HA3BAHHE MOXKET OBITh CIEAYIOLINM:
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Tocvoapcemeennas kopnopauus no amomuou suepeuu "Pocamom”

(I'ockopnopauus "Pocamom”)

Yacmuoe yupexcoenue «Llenmpaibnblil apxus amomMHolu ompaciu

FOCVOGDCI’}’leeHHOIZ Kopnopauyuu no aAmoMHOU onepeuu « Pocamomy

(4Y «llenmpamomapxusy)

Ecnu ¢yHKIMEM apxuBa B opraHu3alldd BO3JIOXKEHBI Ha JIPYTroe CTPYKTYPHOE
nojapasziesicHue  (Hampumep,  OTAeN  JIOKYMEHTAI[MOHHOTO  oOecreueHus
VIIPABJICHUSA) WM KOHKPETHOE JOJKHOCTHOE JIMIO (ZIEJIONPOU3BOIUTEIIS,
Oyxrajirepa, CHenuagucTa 1Mo kKajapam W T.I.), TO T'pada «Ha3BaHHE apXUBa» HE
3aITOTHSICTCS.

— Ha3BaHHUE ydeTHOro jJokymeHTa (KHura ydera mOCTYIUICHHS W BBIOBITHS
1€, IOKYMEHTOB);

— No Toma KHUTH y4deTa MOCTYIUICHUS U BBIOBITHS JIeJ, JTOKYMEHTOB;

— JlaTa HayaJla M JlaTa OKOHYAHUS BEJICHUS KHUTH y4e€Ta MOCTYIUICHUS U
BBIOBITHS JI€J, TOKYMEHTOB (J]JaTa OKOHYAHUSI MOXKET OBITh MPOCTaBJICHA JIUIIb B
cily4yae JIMKBUJIAIIMKM OpraHu3aiiuu). Ecnm kHura ydera MOCTYIUICHUS M BBIOBITHS
Jiel, TOKYMEHTOB UMEET TOMa, TO KaXIbli 3aBEPIICHHBIN TOM JIOJDKEH UMETh JBE
KpailHWE J1aThl: HAYaja U OKOHYAHUS BEJCHHUS TOMA M KHUTH.

[TpumMep 3amoIHEHUSI KHUTH ydeTa U BBIOBITUS A€, TOKYMEHTOB IIPUBEJICH B

npriIokeHu Ne 9.
3.2. Yyer KoM4ecTBa U COCTaBa JIe
VYyer KoAMYEeCTBa M COCTaBa JieNl OCYIIECTBIISIETCS MYTEM COCTaBJICHUS B
apXyMBE OpraHM3alMd OINUCEH (TOMOBBIX pa3EOB OIMCEH) Jen, JTOKYMEHTOB

(m. 3.10.,5.5., npunoxenuss Ne 14 — 18 IlpaBus) Ha OCHOBe oOmHCEN €1

CTPYKTYpHBIX nioapaszaeneHuit (1. 4.31., mpunoxenust Ne 23, 24 IlpaBui). Onucu
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JIeNl CTPYKTYPHBIX TOJpa3/iefIeHui XpaHSATCS B apXWBE OpPraHU3allMM B TEUCHUE
Tpex set nocie yreepxaeHus IIIK (9K) rogosoro pasznena onucw.

Onucu nen, JMOKYMEHTOB B apXHMBE OpraHuM3aluy MpeJHAa3HAuYeHbl s
NOEAMHUYHOTO M CYMMApHOI'O y4deTa €IWHUI] XPAaHEHUS; 3aKPEIUICHUS MOopsKa
CUCTEMAaTH3allUM €JIMHUI] XPAHEHMs; ydeTa HW3MEHEHUMH cocTaBa M o0beMa
ApPXMBHBIX IOKYMEHTOB, BKJIFOUEHHBIX B OIUCH JIEIL.

B apxuBe opraHuzanuu ONMCH BEIYTCS OTAEIbHO Ha Jiefla MOCTOSHHOTO
XpaHEeHUsl, M0 JIUYHOMY COCTaBy, BpeMEHHbIX (cBbllie 10 JieT) CPOKOB XpaHEHUS
(mpunoxxenust Ne 14, 15, 16 IlpaBun). [{laHHbIe O JOKyMEHTaxX 3a OMpPEACICHHBIN
roJl, MOCTYNHBIIKE B apXUB OPraHM3allH, COCTABJISIOT TOAOBOM pa3fesl OMHCH
JieJ1, TOKYMEHTOB.

['omoBBIE pazfenbl ONUCEN SJIEKTPOHHBIX €N, JOKYMEHTOB COCTAaBIISIIOTCS
Ha JJICKTPOHHBIE Ji€la MOCTOSHHOIO CPOKa XPAaHEHHsS U Ha SJICKTPOHHBIE JIelia
BpeMeHHBIX (cBbimie 10 set) cpokoB xpaHeHus (mpuioxeHuss Ne 17, 18 I[Ipasun)
Ha OCHOBE OIMCEN SJIEKTPOHHBIX JIeJ CTPYKTYpHBIX mojpasaencHuil (im. 4.34.,
npuioxenue Ne 24 Tpasun).

[lepBoouepenHoi 3amadei apxuBa OPraHU3alMM SIBISETCS COCTABJICHUE
TOJOBBIX PAa3/IEJIOB ONMCEH el IMOCTOSHHOI'O CpPOKa XPAaHEHUs, B TOM YHCIIE
ANIEKTPOHHBIX, C IEJIbI0 00ECIIEUEHHS] UX COXPAHHOCTU U MOCHENYIOUIeH nepeaadn
B TOCY/IapCTBEHHbIN (MyHULIMIAIBHBIN) apXUB.

CocraBneHue roJloBOro pasjesna OlnucH Ael, JOKYMEHTOB BKJIIOYAeT B ceOsl:
oopmileHHEe PEKBU3UTOB 3ar0JOBOYHON YacTH M (PUKCALMIO YYETHBIX JAHHBIX B
OINMKCATETHLHON YacTU OMUCH.

K pexBu3zuTtaM 3arojoBOYHOM YacTW TOJOBOrO pas3jiesia ONUCH Al
OTHOCSITCSL:

— monHoe (M B CKOOKax COKpalleHHOe) OQUIUATbHOC HaWUMEHOBAHUE
opranu3anuu (€ciad B ONHUCh BKIIOYAIOTCA JOKYMEHTHI 3a IMEpUOA, KOrjaa

opranmn3anusga UMEjla MHOC HA3BAHUC, B 3aroJIOBOYHOM 4acTH OIIMCH YKa3bIBACTCA
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HAaUMEHOBAaHUE OpraHU3allMi, COCTABUBIICH W YTBEpAMBIICH TOJOBOW pazjel
OIHCH);

— HoMmep (donpa (Ne 1 — nmust apxuBa, XpaHAILIEro OAMH (POHI; B apXUBax
OpraHm3aiui, XpaHsmmx ngena Oosee uveMm ojaHoro QoHga, HoMep (oHaa
npucBauBaeTcsa 1mo crnucky ¢ouaoB (1. 3.8. [lpaBun, pazmen 3.4. Meroguueckux
pEeKOMEHJaIuil); B apXWBaxX OpraHu3alUuii — WCTOYHUKOB KOMILJIEKTOBAHUS
rOCYJApCTBEHHBIX W MYHUIMMNAIbHBIX apXUBOB IMPOCTABIAECTCS HOMEp (oHa,
KOTOPBIN MPUCBOCH MY TOCYAapCTBEHHBIM (MYHUITUTIATHLHBIM ) aDXUBOM B MOMEHT
NEPBOr0 yTBEPXkKACHUS (CoriacoBaHMs) omMce (TOIOBBIX pa3AesioB OMHUCEH) C
OIIK apXUBHOTO y4pexacHUs );

— HOMEp ONUCH JeJd, JTOKYMEHTOB B COOTBETCTBUU C JHUCTOM (OHJIa
(m. 3.10. IIpaBun);

— TO[I, 32 KOTOPBIil Jejia BHOCSTCS B pa3ien;

— Tpu( yTBEpXKICHUS PYKOBOJUTENIEM OpraHU3AIINH.

Ha3BanusiMu paszenoB B TOAOBBIX pa3fenax Onuced Jed, JTOKYMEHTOB
MOTYT BBICTYIIATh Ha3BaHUS CTPYKTYPHBIX MOAPA3ACICHUN Opranu3aiuu (B ciaydae
NEPEeUMEHOBAHMSI  CTPYKTYPHOIO TMOJAPA3JEICHUS HUCIOJb3YETCS  IOCIEIHEe
HAUMEHOBAHUE B TOAY), Ha3BaHUs (YHKIIMOHAIBHBIX HAMPABICHHUN NEATEILHOCTH
OpraHu3alluy, HaUMEHOBAaHUS AaBTOPOB JOKYMEHTOB WJIM WMHOE, COIJIACHO
NPUHATOM B apXWBE OpPraHU3allMd CXeMe CUCTeMaTh3aluuu (TIPUHIUIIOB
CHUCTEeMAaTH3alluK ) apXUBHBIX JOKYMEHTOB (11. 2.9. — 2.11 IlpaBui).

OnucarenbHble CcTaTbd (OmHUcCaTelbHAsl CTAaThsl — 3arojlOBOK Jena ¢
OTHOCSIIIUMUCS K HEMY CBEJICHUSAMM) TOAOBBIX Pa3/IesiOB OMUCEN €Tl HyMEPYIOTCS
B BajoBOM mnopsanake (rpada 1), Hymepanus KaXJoro MOCIEAYIONIEr0 ToJ0BOrO
paszznerna OyneT HaYMHATHCS C YKCIIA, CIEIYIONIEro 3a TeM, KOTOPhIM 3aKOHYHIIACh
HyMepalus NpeblTyIIero pa3iena.

[IpomnymieHHble MPU COCTABIECHUHU T'OJIOBOTO pas3zeia OMHMCH 3ar0oJIOBKH el

IIpu UX HC3HAYHUTCIIbHOM KOJIHMYCCTBC BKIIIOYAIOTCA B COOTBGTCTBYIOHII/Iﬁ FOI[OBOI?'I
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pa3ien oOmUCH TIOJ JHUTEPHBIMA HOMEPaMH B COOTBETCTBUU CO CXEMOWM
cucreMaru3auuu. Eciy KoamuecTBO M3MEHEHUH CYLIECTBEHHO, TO TOJIOBOM pa3zen
MEPEeCOCTaBIIACTCS WM K HEMY COCTaBJsIeTCS JOMOJHUTENbHas omuch. [locme
yTBEPXKACHUsS (COTJIACOBaHMS) TOJOBBIX pa3[elioB ONKMCEW e, TOKYMEHTOB,
BHECCHHE B HUX W3MCHCHHMHA BO3MOXHO TOJBKO TIOCIHE  MPHUHSATHUS
cootBeTcTBYyoLIEero peuenus DK apxuBHOro yupexaeHus.

3aroyoBKH eI, CONEPKaIINX TOKYMEHTHI 32 HECKOJIBKO JIET, BKJIIOUAIOTCS B
TOZIOBOW pa3jiel OMUCH Jied B 3aBUCHUMOCTH OT BHJA JOKYMEHTa OO 1o Jare
3aBe/ieHUs (HampuMep, JId TaKUX JOKYMEHTOB, Kak IIporpaMMa pa3BHUTHA,
MEPCICKTUBHBIN TUIAH Ha HECKOJBKO JIET W T.I.), JUOO MO JaTre 3aBepIICHUs
(Hampumep, IJIs1 MePeXOIAIIUX JAe).

3akperyieHne 3a KaXIbIM JIEIOM B TOJOBOM pasfese OMHUCU el
CaMOCTOSITENIFHOT'O WHAMBHUIYAIbHOTO TOPSIKOBOTO HOMEPA, KOTOPBINA SBIISETCS
HOMEPOM EIMHHIIBI XPAHCHHUS B apXWBE OpPraHU3aIlliy M BKIIIOYACTCS B apXHBHBIN
mmdp, oOecreynBacT TOCIUHWYHBIA y4eT CIWHUI] XpaHEHHS B apXHBE
OpraHHU3aIlHH.

ConeprkaHre onucaTeIbHBIX CTaTel OMKCH JIeJ, TOKYyMEHTOB JOKHO TOYHO
COOTBETCTBOBATh CBEJICHUSIM, BHIHECEHHBIM Ha 00JIOXKKH e (mpuinokenue Ne 5).

I'padpa «Ilpumeuanue» npenHasHaueHa AJsi OTMETOK O BBIOBITUH eI,
0COOCHHOCTAX (PU3UIECKOTO COCTOSHUS 1T U JIP.

[Ipu BHECEHMM B T'OJIOBOW pa3lieid OMWCH TMOAPS OJMHAKOBBIX 3aroJOBKOB
JIeT BCE 3ar0JIOBKH JIeNa 3aliChIBAIOTCS MOJTHOCTBIO, HE JOMYCKAeTCsl MPUMEHEHUE
dopmynupoBku «To xe» (Ipu aBTOMaTU3UPOBAHHOM BEJCHUH OIHCHU I TIOMCK
M0 TaKUM 3aroJIOBKaM HEBO3MOKEH).

CyMMapHbIif y4eT eIuHHI] XpPaHEHUS JIOCTHraercs IyTeM odopMieHus
WTOTOBOM 3alHMCH K KaXJIOMY TOJOBOMY pas3fely OMHUCU Jied, AOKYMEHTOB, B

KOTOpOil Iu(ppamMu ¥ IPONUCKHIO YKa3bIBACTCS:
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— (paKkTUYECKOE KOJMYECTBO E€IMHUIl XPAHEHUS, BKIIOUYEHHBIX B TOJOBOM
paszgern;

— TIEPBBIM U MOCIEIHUN HOMEpA €INHULl XPAHCHUS;

— 0COOEHHOCTM HyMeEpaluH: JUTEpHblE W TMPOMYIIEHHbIE HoMepa (ams
TOJIOBBIX PA3/IEJIOB OMKUCEN AMEKTPOHHBIX /1€ YKa3bIBAE€TCs 00U 00BEM 3amuceit
B MO).

[TpuMep UTOroBOM 3aMCH K TOJIOBOMY Pa3Aeily OIUCH JEIIL:

B nannbIit paznen onucu BHECEHO 25 (1BaILATH M Th) ner,
(undpamu 1 TIPOMUCHIO)
cNe 19 o Ne 43 , B TOM 9HCIIE:

JUTEepHbIe HOMepa: 21a
MpomnyIiieHHbie Homepa: 39

[Ipumep UTOroBOM 3aMKCH K TOJOBOMY Pa3zely OMHUCH 3JIEKTPOHHBIX AEII:

B nannsiit pa3gen onucu BHeceHo 12 (TBEHAAIIATH) e,
(mrdpaMu 1 IPOTTUCHIO)
¢ Ne 24 (nBaauaTth 4eThIpe) o Ne 35 (Tpuanarte mATH)
(undpamu 1 TPONUCHIO) (undpaMu 1 TPOMUCHIO)
00BEMOM 5 MO0.

HUtoroByro 3amuch K TOAOBOMY pasleiay ONHMCH J€ld IOANUCHIBAET
COCTaBHBIINI €€ pabOTHUK, OTBETCTBEHHBIH 3a BEJICHUE YYETHBIX JOKYMEHTOB
apXuBa OpPraHU3allMM U PYKOBOAMUTENb apXvBa (JIMLO, OTBETCTBEHHOE 32 APXUB).
Ecnu utoroByio 3anuchk K TOA0OBOMY pa3/ieiy OMUCH JIe]l COCTAaBIISIT PYKOBOAUTEIb
apxuBa (JIMLO, OTBETCTBEHHOE 3@ apXHB), TO OH MOJIMHUCHIBAET UTOTOBYIO 3aIHCh
7IBa pa3a, Kak YCTaHOBJIECHO (POPMOI yUETHOIO JOKYMEHTA.

Ecnu onuck nen, JOKYMEHTOB COCTOMT M3 HECKOJIBKMX T'OJIOBBIX pa3/ieiioB,

TOMOB, UTOI'OBasl 3allUCh COCTaBIIIETCS K KaXJIOMY TOJOBOMY pasfeily, TOMY;
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KpOME TOro, K KaXJIOMY TMOCIEAYIOIIeMy TOJ0BOMY paszleny, TOMY B
HapacTarolleM MOPSJIKE COCTaBIIETCs CBOJIHAs uToronas 3anuch (1. 3.10 IIpasu).

B apxuB opraHuzanuu MOryT MOCTYNUTb WM MOTYT BBIOBITH €A,
OTHOCSIIIIMECS K YK€ COCTABJIEHHOMY U O(OPMIIEHHOMY T'OI0OBOMY pa3/ieNly OMHUCU
nen. B aTom ciiydae mocie BHECEHMS 3aluced O MOCTYIJICHUHM WA BBIOBITUU e
COCTaBJISIETCA HOBAasi UTOrOBasl 3alKcCh. B apxuBax OpraHu3aluii — MUCTOYHUKOB
KOMIIJIEKTOBaHUS TOCYAapPCTBEHHBIX (MYHULIMIAIBHBIX) aPXUBOB OMUCH (TO10BbHIE
pasfensl ONMMCE) Jed MOCTOSHHOIO XPAHEHMsI COCTABISIOTCS HE MEHEE YEM B
YeThIpex AK3eMIULIpax (3 — Ha OymMakHOM HocuTene, | — B 3JIEKTPOHHOM BUJE) U
noaiexar coriacoBanuto [[OK (OK) opranuzanuu.

CornacoBannbie ¢ [[OK (OK) opranuzamuu omnucu (TOJOBBIE pa3ieibl
ONMCEN) Jen TMOCTOSHHOrO XpaHeHus nepenarorcs Ha paccmorpenne IIIK
ApPXMBHOT'O YUPEKICHUS JI1 YTBEPKICHUS.

ITocie yrBepxaenus OIIK apXMBHOro y4pexJIeHHs ONMCEN (TOAOBBIX
pa3fesnoB  omuced) Jed  MOCTOSIHHOTO — XpPaHEHWsl OHHM  YTBEPXKIAOTCS
PYKOBOJIUTEIEM OpraHU3aLNH.

B rocynapctBeHHbIN (MYHULIMMTAILHBIN) apXyB NIEPEAAETCS IBa dK3EMILIIpa
ornucel (roJOBBIX pa3/esIOB OMUCEH) JeJl TOCTOSIHHOTO XpaHeHUs] Ha OyMa)KHOM
HOCHUTENIE U OJMH B DJIEKTPOHHOW (opMe B KadecTBE pabouyero 3K3eMmIuisipa
(m. 5.5. TlpaBuin). OnuH 3K3EeMIUIIp TOAOBOTO pasfiesia OMUCHU JIeJ MOCTOSHHOI'O
XpaHeHUs Ha OyMa)KHOM HOCHTEJIE OCTAeTCsl B apXUBE OpPraHU3alUU.

[lociie yTBEpk AEHUS TOJOBBIX pPA3JEIOB OINHCEH /el BHECEHHWE B HHUX
U3MEHEHHUM TOMyCKAeTCsl TOJIbKO MOCIE MPUHSITHS COOTBETCTBYIOIIETO PEUICHUS
OIIK apXuBHOTO y4peKICHHUS.

Onucu (ronoBsle pa3zenbl onucei) e BpeMeHHbIX (cBbilie 10 jeT) cpokos
XpaHEHUs COCTABJISIOTCS HE MEHEE YEM B JIBYX IK3EMILISPAX.

Onucu (To0BBIE pa3/iesibl onucei) en BpeMeHHbIX (cBbiiie 10 jeT) cpokoB

xpaneHnus nomiexar corjacoBanuto I[[OK (OK) opranuzamuu, mnocine yero
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YTBEPXKIAIOTCS PYKOBOJIUTENEM oOpraHu3anuu. [0oBble pa3ziesbl OMUCH JIeT
BpeMeHHBIX (cBbime 10 JIeT) CpOKOB XpaHEHUST B  TOCYJapCTBEHHBIM
(MyHMITUTIATILHBIN) apXUB HE TIEPEIAOTCS.

Onucu  (TomoBble pa3lenbl  OMHCEH) Jea MO0 JUYHOMY COCTaBy
COCTaBIIIOTCS:

— He MeHee yeM B 4-x sk3eMiuripax (3 — Ha OymaxkHoMm HocuTene, 1 — B
AJICKTPOHHOUM (popme) - B apXxuBax OpraHu3alii — KICTOYHUKOB KOMILJICKTOBaHUS
rOCYJapCTBEHHBIX U MYHULIUTIAIIbHBIX APXUBOB;

— HE MeHee 4YeM B 3-X JK3eMIUIIpaX - B apxXuBax OpraHu3aluid, He
SIBJISIFOLLIUXCS MCTOYHUKAMHU KOMILIEKTOBAHUS rOCyJapCTBEHHBIX u
MYHUIIUTIAIBHBIX APXUBOB.

Onucu (TogoBble pa3fenbl OMMCEH) Jed MO JUYHOMY COCTaBY TaKKe
cornmacoBbiBatoTess  [IDK (OK) opranmszamuu, a 3arem TmepenairTcs Ha
cornmacoBanne OIIK apxuBHOro yupexzaeHusa, mnocie coriacoBanusa OJIIK
ApPXUBHOTO YUPEKEHHUS YTBEP)KIAIOTCS PYKOBOJUTEIEM OpPraHU3alIHH.

B rocynapctBenHbIi (MyHUIIMITAILHBIN) apXUB TIEPEIaeTCs OANH dK3EMILISP
OMHUCHU TIO JIMYHOMY COCTaBy Ha OyMaXHOM HOCHUTEJIE W OJUH B DJIEKTPOHHOMU
¢dopme B kadecTBe pabouero sx3emiusipa (m. 5.5. [lpasun).

Onucu (rogoBbie paszeiibl OMKCEH) Jen, JOKYMEHTOB MPEICTaBIISIOTCS Ha
paccmotpenue DIIK apXuBHOro ydpexaeHusi HE MO3JHEe, YeM uepe3 TpU roja
1ocJie 3aBepIIEHUs B JIEJIONPOU3BOCTBE JIeJl, BKIIOUEHHBIX B pa3/iell OMKCH.

Pemienune o ToM, B kakom ¢opmaTe, Ha KAKOM HOCUTEIIE U KaKUM CIIOCOOOM
OydeT TmpeaocTaBlieH padouMili SK3EeMIUISIp OMUCU B DIEKTPOHHOU (dopme,
MIPUHUMAETCS COBMECTHO NEPEHNAIONICH W MPUHUMAIOIIEH CTOPOHOM, C Y4ETOM
XapakTepa MpenojaraéMbix padoT ¢ HK3EMIUISIPOM.

I'padprueckoe npencraBiieHue COCTABIEHUS TOJOBBIX pa3AesioB OMKCEN e,

JOKYMEHTOB IIPEACTABIEHO HA cxeMe 18 mpunoxenus Ne 4.
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B yueTHble naHHBIC TOJOBBIX PA3/EIOB ONKCEN A€ BHOCATCS U3MEHECHUS B
CIEAYIOUIUX CIyYasx:

— IO pe3yJibTaTaM MPOBEPKHU HAMYHUS U COCTOSHUS ApXUBHBIX JIOKYMEHTOB
(mpu 0OHApY>KEHUU HEYYTCHHBIX JIeJl, yTpadeHHBIX ae (1. 2.39. — 2.44. TlpaBun);

— MO0 pe3yjbTaTaM TMPOBEACHUS DKCIEPTU3bl IIEHHOCTH JOKYMEHTOB U
BBIJICJICHUS J€]1 K YHUUTOXKEHUIO;

— TIpU TIepeaade apXuBHBIX JTJOKYMEHTOB Ha MTOCTOSTHHOE XPaHEHHUE;

— npH JINKBUJALTUN OpraHu3aIuu u nepejaye JTIOKYMEHTOB
MPaBOMPEEMHUKY WJIM B TOCYIAPCTBEHHBINA (MYHUIIUTIAIBHBIN) apXUB.

Bce u3MeHeHus: B T0JIOBbIE€ Pa3/eibl OMUCEH JIe BHOCATCS HAa OCHOBAHUU
COOTBETCTBYIOIIMX aKTOB. B akTax — OCHOBaHUAX /I BHECEHWS W3MEHEHUU B
YUETHBIEC JOKYMEHTHI, IPOCTABIICTCSI OTMETKA O BHECCHUU U3MEHEHUN B YUETHBIE
JTOKYMEHTHI. Tak)kKe COOTBETCTBYIOIIME U3MEHEHHS BHOCITCA B UTOTOBYIO 3aMMUCh K
rOJIOBOMY pa3Jiesly OMUCH €I, TOKYMEHTOB.

I'padpuueckoe npencrasnenue npouecca 3.2. «Y4eT KOJIMYECTBA U COCTaBa
Jie7» IpeacTaBiieHo Ha cxeMe 19 npuoxenus Ne 4.

l'omoBbie paznenbl omuced Jen HE NepersieTaroTcs, He MOAIIMBAIOTCS, a
XpaHsATCS B TMankKaXx B apXWBE OpPraHu3aluyd 0 3aBEpIICHUS OIMCH JIel,
JIOKYMEHTOB.

K mnepBoMy romoBoMy paszaeny ONUCH €1 COCTABISIETCS CIPABOYHBIN
anmapat (cM. pazaen 4 Metoauueckux pekoMeHaanui, m. 5.5. [Ipasu).

Hywmepanus nuctoB rogoBbix paszaenoB 1 HCA omnwucu ien ocyuiecTBisercs
pu 0pOPMIICHUH 3aKOHUCHHOM OIMHUCH JICII.

COBOKYIMHOCTh TOJIOBBIX Pa3/I€JIOB OMHCH JE€J COCTaBIISIET 3aKOHUCHHYIO
OMHUCh. 3aKOHYCHHAs OINHUCh MOXKET coaepkaTh He Oosiee 9999 ommcarenbHBIX
cTaTei.

K 3akoH4YeHHO# OmMCH A€l COCTaBJISCTCSA CBOJHAS WTOrOBas 3aIlMCh IIO0

dHaJIOTMHN 1 Ha OCHOBAHHMHN CBOJIHBIX MTOI'OBBIX 3anuceu I'OAOBLIX PA3aCiIOB OIIMCH
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nen. Jlua obOecrieyeHus JOCTOBEPHOCTH CBEPSIOT MOKA3aTeld CBOJHOM HWTOTOBOM
3aliCH K OMHCH JIeJT C CYMMOM MoOKasarelyied jmcta (poHIa B XPOHOJIOTHYECKUX
pamMKax, COOTBETCTBYIOIIMX TOJOBBIM  pasaenamM  omuch  jaenl  (CM.
pasnen 3.5. MeTomn4ecKux PeKOMEH Al ).

K 3akoHUEHHOW OIMUCH JENT COCTaBJSETCS JIMCT-3aBEPUTENb (TIPHIIOKCHHEC
Ne 6), Brimrogaronuii B ceOs:

— HOMEp OIIHCH;

— HOMep (doHa;

— CBEJCHUS O KOJMYECTBE IPOHYMEPOBAHHBIX JIUCTOB B ONUCU JIE]
(mudpaMu ¥ TPOMUCHIO) ¢ YKa3aHWEM, B TOM YHUCJE, JIUTEPHBIX U MPOIMTYIIEHHBIX
HOMEPOB;

— TIOJIITACH COCTABUTENS M IaTy COCTABIICHUS.

3aKOHYEHHAsT OMUCh JIeN 3aKJII04YaeTcs B  TBEPAYIO OOJIOXKKY U
neperieTaeTcsl.

[Tocnenyroniue rogoBeie paszienabl onucu (OPMUPYIOT HOBYIO OMUCH JIET,

KOTOPOM I10 PEECTPY OMUCEN MTPUCBAUBAETCSA CIIEAYIOLINUN TOPSIAKOBBIM HOMED.

3.3. YyeT KOJIMUECTBA U COCTaBa OMUCEN JEI

B nensix ydera onucen 1€l B apXUBE OpPraHU3allMU BEIECTCS PEECTP OMUCEN
(m. 3.11., npunoxxenune Ne 19 Ilpasun). Ilo peecTtpy omuceld apxuB OpraHu3aluu
BEJIET MOCAUHUYHBIA U CYMMapHBbIA YYET OIUCEN JEIl.

Onuce nen, cocrosiias U3 HECKOJbKUX TOMOB, YYUTBHIBAETCA B PEECTpe
OmMuceN Kak OJHA OMUCH.

[Ipy mnepBoM MOCTYIJIEHHH JIOKYMEHTOB B apXUB OpraHU3allud U,
COOTBETCTBEHHO, O(POPMJICHMU TIEPBBIX TOJOBBIX pPAa3JENOB OMNUCEH e
(mpunoxenuss Ne 14-18 [IlIpaBui), Ha OCHOBE pa3padOTaHHOW CXEMBI

CUCTEMaTH3allud JOKYMEHTOB B apXWBe pPA0OTHHK apXWBa, OTBETCTBEHHBIN 3a
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BEJICHUE YYETHBIX JTOKYMEHTOB, HAUMHAET y4eT omnuceil nen B peectpe. Homepa
OIKCSIM TIPUCBAMBAIOTCS B COOTBETCTBUU ¢ jmcToM (donaa (1. 3.10 IMpasun). Kax
MPaBUJIO, MEPBbIM MOPSAIKOBBIA HOMEp MPHCBAUBAETCA ONUCHU JAEN IMOCTOSHHOIO
XpaHEHUs, BTOPOM — ONUCU AEN MO JUYHOMY COCTaBY, TPETUH — ONUCU eI
BpeMeHHBIX (cBbiie 10 neT) cpokoB xpaHeHus. [lpu Hammuuu B OpraHusaluu
CEKPETHBIX JeJ, CHenu(UUecKnX, XapakTEePHBIX TOJBKO JJISI 9TOM OpraHu3aliu
JeI, ISl UX y4eTa MOT'YT 3aBOJIUTHCS OTHelbHbIe onucu. [Ipu 3ToM opranuzanusam
— UCTOYHUKAM KOMIUIEKTOBAHUS CJIEAYET IPUHUMATh PEIIEHHUE O 3aBEICHUU TaKUX
onucei coBMecTHO ¢ DIIK apXuBHOro yupexaeHus.

Peectp ommcelr COCTOMT W3 TUTYJIBHOIO JIMCTA, OMUCATEIBbHOW YacTH U
UTOTOBOM 3aIUCH.

Ha TuTynpbHOM JsHcTE peecTpa ONHMCEH yKa3blBaIOT HAaWMEHOBaHUE
OpraHu3alluy COIVIACHO YYPEAUTENbHBIM JOKYMEHTaM Ha MOMEHT COCTaBIICHHS
OMKMCH, a TaKX€ NPOCTABJAIOT JaTy Haudalla BEACHUs peecTpa omnuceid. Jlara
OKOHYAHHUS BEJICHUS peecTpa OMHUCEN MOXET ObITh MPOCTaBJIE€HA JUIIb B CIy4yae
JVKBUJIALIMM OpPTaHU3AlMK C TOCJEAYIONIe mepenadeit apxuBHOro (oHma
OpraHu3alluy Ha XpaHEHUE B TOCYAapPCTBEHHBIN (MYHUIIMTIATBHBIN) apXUB.

OnucarenbHas 4aCcTh PeeCTpa OMKUCEN 3aMOIHIETCS CIeYIOIINM 00pa3oM:

— rpaper 1,2,3,4,10 3anonHSAOTCS  OJHOBPEMEHHO C  HayajoM
oopmiieHUsI TIEPBBIX TOJAOBBIX Pa3ZesiOB OMUCEH /e MOCTOSHHOIO XpaHEeHHUs], IO
JUYHOMY COCTaBY U JieJl BpeMeHHbIX (cBbilIe 10 JeT) CpoKOB XpaHEHUSI.

— tpader 5,6,7,8,9 3amoNHAIOTCS HAa OCHOBAHUU COOTBETCTBYIOIIUX
JAHHBIX 3aKOHYECHHOW OIUCH JIETT.

ExerogHo mo cocrossHuio Ha | sHBapsi B peecTpe OMUCEN COCTaBISETCA
UTOTOBasl 3allMCh O KOJIMYECTBE OMUCEU JEN, XPAHSAIIUXCS B ApXHUBE OpPraHU3allvu,

a TaKKC NaHHBIC O ITOCTYIIMBIINX U BBIOBIBIIINX 34 roa OIuciax Aaci.
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WtoroBast 3amuch peecTpa ONUCEH 3aBepseTCsl NOANUCAMU pPaOOTHHKA
apXuBa — COCTABUTEINS PEECTPA U PYKOBOAMTEI apXxuBa. J[aToi UTOrOBOM 3aIlnich
ABJIAETCA J1aTa €€ MOANUCAHUS PYKOBOJIUTEIEM apXUBa.

[Ipumep nociieqOBaTENILHOIO 3aIllOJIHEHHSI PEECTpa OINHUCEW NPUBEIEH B
npuioxeHnu Ne 7.

I'padmueckoe npexacrasnenue mnpouecca 3.3. «Y4der KOJIMYECTBa U COCTaBa

omnucen aem» npeacraBieHo Ha cxeme 20 npunoxenus Ne 4,

3.4. Yuer xonudecTBa (DOHIOB apXHBa

B apxuBe opranuzamuu, XpaHsiieM TOKYMEHThI Oosee ueM ofgHoro (oHjaa,
BelieTCA y4yeT KoiuuecTBa (oHAoB. g 3TOM I1enu BemeTcsl CIUCOK (POHIOB
(m. 3.8., mpumnoxenue Ne 12 [IpaBui). Crnucok (oHAOB oOecrieurBaeT BEACHHE
CYMMapHOTO U MHAMBUAYAIBHOIO ydeTa KoJudecTBa (DOHIOB, HAXOASAIIMXCA Ha
XpaHEHUHU B apXUBE U BHIOBIBITUX U3 apXHBa.

CBeneHust B CIMCOK (POHIOB BHOCATCS NP MEPBOM IOCTYIJICHUH B apXUB
OpraHu3alyy JOKYMEHTOB BTOPOT'O apXUBHOTO (OHA.

OcHoBaHuEeM [UIsl BHECEHHUS [JaHHBIX B CIHCOK (DOHIOB SBIISIOTCA
JOKYMEHTBI, COITPOBOKIAOIIME TIOCTYIJICHUE WU BRIOBITHE (DOH/IA.

Crucok (OHIOB COCTOUT M3 THUTYJIBHOTO JIMCTA, OMUCATENbHOM YacTH U
UTOTOBOM 3aIUCH.

Ha tutynbHOM nucte cicka GOHAOB yKa3bIBaeTCs:

— HAaMMEHOBAHUE OPraHU3alliU COTJIACHO YYPEAUTENIbHBIM JIOKYMEHTaM Ha
MOMEHT COCTaBJICHUS CIIUCKa (OH/IOB,

— Ne Toma cnucka ¢oHIOB (11 apXMBOB OpraHu3alvii, XpaHsIIUX
3HAYUTEIHbHOE KOJIMUECTBO ApXUBHBIX (DOHJIOB);

— JaTa Havayla BeJCHUs crucka POHI0B (COOTBETCTBYET (PaKTHUUECKOU JaTe

€ro 3aBEJICHUS B apXMBE OpraHU3alun);
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— JlaTa OKOHYaHUS BeJAEHUS chucka (oHAOB (COOTBETCTBYET Jare
JMKBUJALIMM ~OpraHM3allMii C [OCJIEAYIoLleld mepefadyeil ee  JIOKyMEHTOB
OpraHU3alMU-TIPABOIIPEEMHUKY WU B TOCYIApCTBEHHBIN (MYHUIIUTIATbHBIN)
apXuB).

B rpade 1 «Ne ponma» crucka GoHIOB yKa3bIBaeTCs MOPSIKOBBIA HOMEP
¢oHna mo cnucky (OHIOB B XPOHOJIOTMYECKOM MOCIEAOBATEIbHOCTH UX
NOCTYIJICHHS (Y4€THBIM HOMEpPOM apXWMBHOTO (pOHIA OpraHW3alud — MCTOYHHKA
KOMIUIEKTOBAaHUSI TOCYJapCTBEHHOr0 (MYHHUIIMIAIBLHOTO) apXuBa, SIBISETCA
YYETHBIH HOMEp, IPHUCBOECHHBIM 3TOMY apXMBHOMY (DOHAY OpraHU3alUU
rOCY/IapCTBEHHBIM (MYHULMIIATbHBIM ) apXUBOM).

O0benMHEeHHOMY apXuBHOMY (oHAYy, 00pa3oBaHHOMY H3 (OHIOB, paHee
YUTCHHBIX CaMOCTOSITEIbHO, TPHUCBAWBAETCA OIUH U3 HOMEPOB (HOHJIOB,
BKJIFOYEHHBIX B COCTaB 00bETUHEHHOI'O apXUBHOT'O (POHIA.

Ecin ¢oHn comepkuT o0cob0 ILEHHbIE JOKYMEHTBI, K €ro HOMeEpYy
nobasisercs naaeke «OLy».

VYueTHbIl HOMEp, MPUCBOEHHBIN (HOHAY MO CIUCKY (HOHIIOB, COXPAHSIETCS 3a
HUM BO BCEX YUETHBIX JIOKYMEHTaX apXvBa, SIBIACTCA YHUKAJIBbHBIM U HE MOXKET
OBITH IPUCBOEH IPYroMy (poHTy.

N3menenue y4eTHBIX HOMEPOB (DOHIOB HE JTOMYCKAETCSI.

B rpade 2 cmnwmcka (oHIOB yKa3bIBae€TCsA Jara MEPBOTO IMOCTYIJICHUS
JOKYMEHTOB ()OHJIa B apXUB OpraHu3aldd B COOTBETCTBUM C JATOW IEPBOroO
MOCTYIUICHUS! IOKYMEHTOB, yKa3aHHOW B jmcTe (HOHJA; A CO3JAHHOTO B apXHBE
00BEIMHEHHOT0 apXUBHOTO (POH/1a ITOM AATOM SIBIAETCS AaTa €ro Co3/1aHusl.

B rpage 3 cnucka QoHIOB yka3bIBaeTCS Ha3BAHHME KaXJAOrO0 apXUBHOIO
(oHIa, KOTOpOE 3aIMUCHIBAETCS B CIUCOK (POH/IOB HA OCHOBAHUM HCTOPUYECKOM
COpaBKM K (OHAY WIM TUTYIBHOTO JIMCTA ONUCU Jed, JOKyMmMeHToB (m. 3.8.

[IpaBui); Bce mociaeaAyoue nepeuMeHOBaHUs BHOCATCS TOJIBKO B JIUCT (hOHAA.
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HasBanue apxuBHOro (oH/Ia BHOCHTCS B CIUCOK (DOHAOB C COOJIIOJCHHEM
cienyronux Tpedosanuii (. 3.8. [Ipasun):

— Ha3BaHUE OOBEAMHEHHOT'O apXHUBHOTO (DOHJA COCTOMT U3 OOOOIIEHHOIO
Ha3BaHM BKIIOUEHHBIX B €70 COCTAB OJHOPOJIHBIX apXUBHBIX (DOHIOB, HATIPUMED:

llepsuunvie npoghcorozuvie opeanuzayuu 2opooa H-cka;

— Ha3BaHHWE OOBEIUHEHHOTO AapXMBHOrO (OHAA COCTOMT W3 Ha3BAHMUS
BBIIIECTOSIIEN  (FOJIOBHOM)  OpraHuM3aliid ¥ OOOOILIEHHOro  Ha3BaHUS
MOJIBEIOMCTBEHHBIX OpraHu3aIlfii, Harmpumep:

Axyuonepnoe odbwecmseo «Ceemocepsuc» u no08eOOMCMEEHHblE €M)
opeanusayuu;

— Ha3BaHHE OOBEIMHEHHOIO AapXMBHOIO (OHAA COCTOUT M3 Ha3BaHUS
OpraHm3aliid ©W OOOOIIEHHOTO Ha3BaHUS OpraHU3aIUH-TIPEANICCTBCHHUKOB,
HaIpuMep:

Axyuonepnoe obwecmeo « Ceemocepsucy u e2o npeoulecmeeHHUKU.

HasBanus apxuBHBIX ()OHIOB B cOCTaBe 00BEIMHEHHOTO apXUBHOTO (hoHIa
BHOCSITCS B CITUCOK (DOHIIOB 107 Ha3BaHWeM oObeAnHeHHOro (ouma. Haspanus
OpraHm3aIuii, KOTOpPhIe BOIUIM B OOBCAWMHCHHBIM (DOHJ, TPUBOIATCS B JIUCTE
donna. B rpade 4 cniricka GoH0B yKa3pIBACTCS MOJHOE U COKPAIIEHHOE Ha3BaHUE
apxuBa (UJIM MHOM OpraHu3aliuu), Kyaa Oblia OCyIIECTBIEHA Mepeadya apXuBHOTO
(oH/1a TOTHOCTHIO; TIPU YaCTUYHOM Mepeaade JOKYMEHTOB apXuBHOTO (poHa yueT
BBIOBITUSI BeieTCs B JiUcTe (DOH/A M KHUTE ydyeTa MOCTYIUICHUE W BBIOBITHS e,
JTIOKYMEHTOB.

B rpade 5 ykaspiBaioTcs HaMMEHOBaHHWE, Jara U HOMEp JOKYMEHTa, Ha
OCHOBAaHHMH KOTOPOT'0 apXUBHBIN (POH]T BEIOBLT M3 apXHBa OPraHU3aIIHH.

I'pada 6 criucka HOHAOB CIYKUT AJIs CIYKEOHBIX OTMETOK, HAIIPUMED, IS
yKa3aHWsI PEKBU3UTOB JIOMOTHUTEIBLHBIX IOKYMEHTOB, ITOCTYKHUBITUX OCHOBAHHEM
JUIsl BBIOBITHS apXWBHOTrO (hOHJA; JUIs OTMETKHM O BXOKJAEHUU (OHIAa B COCTaB

00BbEIMHEHHOTO apXUBHOTO (hOHJIA U JIP.
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ExeroHo, mo cocTosiHUIO Ha 1 siHBaps, COCTAaBJIAETCS rOAOBas UTOrOBas
3alliCh K CHHUCKY (POHAOB, B KOTOPYIO BHOCSITCS CBEICHHS O HOMEpax (OHJIOB,
BHECEHHBIX B CIIMCOK M HCKIIOUYEHHBIX U3 CIHUCKa, yKa3bIBaeTcs (uudpamMu u
IPONKCHIO) KOJIMUYECTBO XPAHSIIMXCS B apXUBE (DOHAOB U CBEJCHUS O KOJIMYECTBE
(mudpamu u  mponuchlo) GOHAOB, XpaHIMIMX Jella C 0co00 IEHHBIMHU
JIOKYMEHTaMHU, €CJIU TaKue €CTh (€CIIM HET, TO CTAaBUTCS MPOUYEPK).

OTaenbHO B UTOTOBOM 3aNTUCH JOJKHBI ObITh YKa3aHbI:

— HOMepa, KOTOpble OCBOOOAMIIUCH B pe3yJIbTaTe yTpaThl, BbIIEICHUS BCEX
JOKYMEHTOB apXUBHOTO ()OHJA K YHUUYTOKEHHUIO B CBS3M C MCTEUYEHHUEM CPOKOB
XpaHEeHHs, a TakKXXe B cllydyae BBICBOOOXKIEHHUS YYETHBIX HOMEPOB (OHIIOB,
BOILIE/IIITNX B COCTaB 0OBbEIMHEHHOT'O apXUBHOTO (POH/IA;

— HOMEpa BBIOBIBIIUX WM TEPEJAHHBIX apXHBHBIX (DOHIOB, €CIIM TaKUE
UMEIOTCH.

WtoroBas 3amuch 3aBepsieTCsl MOANUCHIO COCTaBUBLIETO €€ pabOTHHKA U
pyKOBOIMTENS apxuBa. J[aToil MTOrOBOM 3amMCH SIBJIIAECTCS JaTa €€ IMOAIHUCAHUS
PYKOBOJUTENEM apXHUBA.

K cniucky @oH10B MOKET OBITh COCTaBJIEH JIMCT-3aBEPUTEIIb B CIIydae, €CIIU
apXWB OpraHU3allMM XPaHUT OOJBIIOE KOJIMYECTBO (OHJIOB U CHHUCOK (POHIOB
ABJIIETCA MHOTOCTpPaHMYHBIM. JIMCT-3aBepuTeNb CHUCKA (POHIOB COAEPKUT
CBEICHHUA O KOJIMYECTBE IMPOHYMEPOBAHHBIX JIMCTOB B CHHCKE (POHIOB,
NOJMUChIBaeTC U jarupyercs. [lpu HEOOXOOUMOCTM W 1O YCMOTPEHHUIO
PYKOBOAMTENSI apXWBa OPraHU3AlUU JIMCT-3aBEPUTENb CIUCKAa (POHIAOB MOMKET
OBITH TOTIOJTHEH YTOUHSIOUUMU CBEJICHUSAMM.

Crrcok (OHIOB MOANINBACTCS B TBEPAYIO OOIOXKKY.

I'padmueckoe npexacrasnenue mnpouecca 3.4. «Yder KOJIMYECTBA U COCTAaBa

dboHI0B apXxuBay MpecTaBieHo Ha cxeme 21 npumnoxxerus: Ne 4.
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3.5. Yuer u3MeHeHH# B KOJIMYECTBE U cocTaBe (poHIa

Jlis yueta M3MEHEHHWIl B KOJUYECTBE M COCTaBE JEN apXUBHOTO (QoHIa B
apxuBe opraHuzanuu Bejercs yjuct donpa. Jlucr donma BemeTcs Mo KaKIOMY
apxuBHOMY (POHIIY U 3aBOJUTCS MPHU MEPBOM MOCTYILUIEHUH JOKYMEHTOB (DOHIA B
apxuB (1. 3.9. [IpaBmi). OO6pazer; 3amonHeHWs JucTta (PoHIAa TPEICTaBICH B
npuinoxeHnn Ne 8.

JIuct GoHma CITYKUT IENIAM y4eTa 1o CISAYIONNUM ImapaMeTpam:

— y4eT U3MEHEHHIl B Ha3BaHUU U XPOHOJOTMYECKUX pPaMKaX apXUBHOIO
donna;

— YyYeT KOJIMYECTBA U COCTaBa ONuceu J1ea poHa;

— Y4eT KOJMYECTBA M COCTaBa €IMHHUILl XPAaHEHHS TI0 KaXXI0W OIMKCH JeI;

— y4eT U3MEHEHUM KOJIMYECTBA €AMHUI] XPAHSHUS 110 KaXKI0W OMKCH JIeTT;

— yYeT KOJMYECTBAa HEOMUCAHHBIX apPXUBHBIX JOKYMEHTOB.

OcHoBaHWEM JIi BHECEHUS M3MEHEHHM O KOJMYECTBE €IUHUIl XPAaHCHHS B
TuCT QOHA SBISIOTCS:

OIIKCH eI, TOKYMEHTOB CTPYKTYPHOTO TIOJIpa3AeNieHUs] ¥ TOJOBOTO pa3/esna
CBOJIHOM OMHCH JIe]1, JOKYMEHTOB OpraHu3aluy;

HOMEHKJIaTypa Jell OpraHu3allii, 3aMEHSIONIas TOIOBOW pa3/ienl CBOIHOM
OIKCH JeJl, TOKyMEHTOB OpPraHU3allNu;

aKT O TEXHUYECKUX OIIMOKAX B YYETHBIX JOKyMeHTax (mpuioxkenue N 4
[IpaBun);

akT 00 OOHapyXEHWU JOKYMEHTOB (HE OTHOCSIIUMXCS K JaHHOMY (OHY,
apXuBY, HEYYTeHHbIX) (npuioxenue N 5 [IpaBun);

akT 00 yrpare qokymeHTOB (rpuioxenue N 6 [IpaBun);

aKT mpueMa-Tiepeadyn apXuBHBIX JOKYMEHTOB Ha XpaHeHue (mpuioxeHne N

20 IlpaBun);
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aKT O BBIJICJICHUU K YHUUYTOKEHHUIO APXUBHBIX IOKYMEHTOB, HE MOJICKAIUX
xpanenuto (npunoxenue N 211 pasun);

aKT O HEUCITPABUMBIX MOBPEKICHUSIX apXUBHBIX JOKYMEHTOB (ITPUIIOKEHUE
N 22 Ilpawun).

JIuct donaa BKIIFOYAET B ce€0s1 3ar0JIOBOK U JIBE OCHOBHBIX YaCTH:

1. YyeT HeonmucaHHBIX TOKYMEHTOB.

2. Y4eT ONMMCaHHBIX TOKYMEHTOB.

B 3aronoBouHoif yacTu nucTa PoHIa yKa3hIBAIOT CICAYIOIIUE CBEICHUS:

— HoMep (oHAA: MPOCTABISETCS MO CIUCKY (POH/IOB;

— MECTOHAXOKJeHHE (OHIA: YKa3bIBACTCS HAMMEHOBAHWE OPraHHU3aIuH,
XpaHsend nena (QoHAa COrJIACHO YYPEAMTENbHBIM JIOKYMEHTaM Ha MOMEHT
oopmaeHus mucra GoHma;

— JaTa TEpBOro TMOCTYIUICHHS Jen (oHAA: YKa3bIBaeTCs Jlara MEpBOro
MOCTYIUICHHUSI JIOKYMEHTOB (OHJa B apXWB OpraHu3aluu, KOTopas JIOJDKHA
COBIMAATh C COOTBETCTBYIOMIEH aTOW B MHBIX YUETHBIX IOKYMEHTAX: KHUTE y4eTa
MOCTYIUICHHS] ¥ BBIOBITHS €], JTOKYMEHTOB, criiucke (OHAOB (MIpU HAIUYUHU); JUIS
00BbEIMHEHHOTO apXUBHOTO (hoHJ1a (apXUBHOM KOJUIEKIIMHU) 3TO MOXKET OBbITh JaTa
ero (ee) co3aHus B apXrMBe OpraHU3alluu;

— KpailHue aaThl JUIsl Kaxjaoro HaszBaHus (onpa (rpada 1 3arosoBka):
COTJIACHO WCTOPHUYECKOM CIpaBKE WM HOPMATHBHBIM IIPABOBBIM aKTaM O
CO3/IaHMM, PEOpraHu3aluyd U JIMKBUJAIMU OpraHusaiuu-(QpoHmaoodpazoBaTes
YKa3bIBAIOTCS HadallbHAas W KOHEYHAs JaThl (DYHKITMOHWPOBAHUS OPTaHU3AIIHH -
donmooOpa3zoBarensi, HE3aBUCUMO OT HaldWuus B (POHJE JTOKYMEHTOB 3a 3TOT
TIEPHUOJI, TIPH ITOM:

Ui O0OBEIMHEHHOTO apXWUBHOIO (OHJA, OOpa30BaHHOTO IO MPUHIIHUITY
MMOYMHEHHOCTH, YKa3bIBAIOTCS KpalHWE daThl JESATEILHOCTH PYKOBOJSIIETO

oprasa;
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UIE 00BETUHEHHOTO apXUBHOrO ()OHAA, 0Opa30BaHHOTO W3 JOKYMEHTOB
OJTHOPOJHBIX WA TOCJIEI0BATEILHO CMEHSIBIIMX JPYr Jpyra OpraHu3alu,
KpallHUMH JaTaMUu SBJISIOTCS caMas PaHHsS JaTra o0pa3oBaHUs OJHOW W3 HUX H
JaTa JMKBUAAIIUU TIOCTICTHEH;

MOCTIEAYIOINE W3MEHCHUS B KpalHUE JaThl KaKI0ro (OoHAa BHOCATCS Ha
OCHOBAHMH MOCTYIMAIOIINX B apXUB OpraHU3aIliU JOKYMEHTOB;

— HazBaHue ¢onaa (rpada 2 3arojioBka): COTJIACHO UCTOPUYECKON CIPABKE
VI HOPMATHBHBIM MPABOBBIM aKTaM O CO3/JaHHH, PEOPTaHU3AIMKU U JTUKBUIAINH
opranuzanuu-hoHm000pa3oBaTenss B XPOHOJIOTHYECKOH TIOCIEIOBATEILHOCTH
COTJIACHO  KpalHMM  JaTaM  TEPEeUUCISIOTCS  BCE  HAMMEHOBAaHUA |
MIOJIBEZIOMCTBEHHOCTh ~ OpraHu3anuu-QoHI000pa3oBaTessi,  HE3aBHCHMO  OT
Haaus B OHJIE TOKYMEHTOB 3a 3TOT NIEPHOJ, TIPU ITOM:

JUIsl OOBETMHEHHBIX apXUBHBIX (OHNIOB B rpade ykaspIBaeTcsi 0000IICHHOE
Ha3BaHue (GOHAA, a 3aTE€M MEePEUUCISIIOTCS HAUMEHOBAHHUS BCEX OpPraHU3aIIMi-
¢donmo00pazoBaTeneld, AOKYMEHTBl KOTOPBIX BOIIM B COCTaB OOBEIWHEHHOTO
¢doH/1a 32 BeCh MEPUOJ] UX CYIIECTBOBAHMUS;

MOCIIEAYIOIAEe W3MEHEHUs B Ha3BaHWE (POHIA BHOCATCS Ha OCHOBaHUH
MOCTYNAIONTUX B APXUB OpPraHU3alNK IOKYMEHTOB.

[Ipn mocTyrmieHMM B apXWB OpraHU3aIlid HEOMHMCAHHBIX JIOKYMEHTOB
(chopmMupoBaHHBIX B JeNa, OTACIHHBIMH JOKYMEHTAMH WJIM JIUCTAMHU) UX YYET
ocymecTBisiercs B aucte GoHma B paznene 1 «Yder HEOMMCaHHBIX TOKYMEHTOBY B
YCIIOBHBIX €IUHUIIAX.

Haroit 3ammcu (rpada 1) sBusercst 1ata (pakTHUIECKOro BHECCHHSI JaHHBIX O
MOCTYIIJICHUH WJIA BBIOBITUHA HEOMTUCAHHBIX JJOKYMEHTOB.

Ha3Banue u pexkBH3UTHI TIOKYMEHTa (J1ata, HOMEp), MO0 KOTOPOMY B apXuUB
OpraHM3aIliyd TIOCTYIMWIN JOKYMEHTHI WM BBIOBUIM W3 HETO, YKa3bIBAIOTCS

MOJIHOCTHIO (Tpada 2).
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B rpade 3 ykasbiBaeTcs KOJUYECTBO JI€] B YCIOBHBIX €IMHUIIAX (YCITOBHAs
enuHuIA XpaneHus cogepkut 150 nuctoB). B rpade 4 ykazpiBaroTcsi 1aThl CaMOro
PaHHETO M CaMOT0 IMO3JHETO JOKYMEHTOB, MOCTYNHBIINX HEONMCAHHBIMHU B apXHB
OpraHH3aIuy.

BriObITHE HEOMHMCAHHBIX JOKYMEHTOB OOBIYHO CBSI3aHO C TE€M, YTO 3THU
JIOKYMEHTBI OIUCHIBAIOTCS U (HOpPMHUPYIOTCS B Jena (CIUHMIIBI XpaHEHUs) B
apxuBe, 4To odopmisieTcsl OTAeIbHOM cTpokod (rpadsl 3, 4,5, 6 HuUKOrga HE
3aMONHSIIOTCS OJHOBPEMEHHO), B TAaKOM CJy4ae OCHOBAaHWEM IS BBHIOBITHSA
TOKyMeHTOB (rpada 2) OyneTr SBIATHCA aKT ONUCAHUSA apXUBHBIX JOKYMEHTOB
(mepepaboTKu onuceit)

Ha ocHoBanuu 3TOro akra mnpu BBIOBITUM HEONHCAHHBIX JOKYMEHTOB B
rpadge S5 yKas3blBaeTCs KOJUYECTBO C(HOPMHUPOBAHHBIX M3 HEOMUCAHHBIX
JIOKYMEHTOB JIeJ, a B rpade 6 — KpaifiHhe 1aThl TUX /eIl

JlaHHbIE 11O BBIOBITHIO HEOMHCAHHBIX JOKYMEHTOB (KOJMYECTBO €JIMHHUII
XpaHEHUsl U UX KpailHue natel B rpadax 5 u 6 paznena 1 nucta ¢oHAa) HOHKHBI
OBITh OTPa)KEHBI KaK MOCTYIUICHHE OMUCAHHBIX JTOKYMEHTOB B COOTBETCTBYIOIIUX
rpadax pazzaena 2 nucra poHAa.

[Tocnie kaa0ro MOCTYIJICHUS WM BBIOBITHS HEOMUCAHHBIX JOKYMEHTOB B
rpade 7 yKa3bIBaeTCsl KOJIMYECTBO HEOMMCAHHBIX JIeT B YCIOBHBIX €IMHUIIAX.

Ecnim  nokyMeHTBI B apxXWiB  OpraHu3anii  TMOCTYMAalT B BHUJC
chOpMUPOBAHHBIX JIe MO ONUucAM (B T.4Y. ONUCAM JIed CTPYKTYPHBIX
nmojpasaeneHuit), To pasaen 1 mucra GoHAa HE 3aMOMHISTCS M yUeT MOCTYIUICHUS
BEJIETCS cpa3y B pazfene 2 «YYeT ONMCAHHBIX JOKYMEHTOB) IOCJIE COCTABIICHMUS
TOJIOBBIX PA3/IEJIOB OMUCEH Jell, JOKYMEHTOB (cM. pazzaen 3.2. MeToauyeckux
pPEKOMEH1aIui).

B rpade 1 pasnena 2 ykaspiBaercs nara (pakTUYECKOM 3allMCU CBEJIEHUU O

IMMOCTYINICHHUU WUJIN BBIOBITHH JOKYMCHTOB.
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Homep onucu gen (rpada 2) mpocTaBisieTcsi COTJacHO COOTBETCTBYIOIIEH
OIIMCH JIeJI, JOKyMEHTOB B COOTBETCTBUH CO CXEMOW CUCTEMAaTU3aLUH JTOKYMEHTOB
B apXuBe opraHu3zanuu (cMm. pazzaen 3.3. Merogudeckux peKoMeHaarum).

B rpade 3 ykaspiBaeTcsi roj, 3a KOTOPBIA COCTaBIISIETCS TOAOBOU paziel
OIKCH JIEJI, WJIM TOJ] CO3/IaHMS] JOKYMEHTOB, BKIIFOUEHHBIX B OIHUChH.

B rpade 4 ykasbiBaeTcs Ha3BaHUE ONUCH COIJIACHO €€ HAUMEHOBAaHUIO B
peecTpe onuceil mir Ha 00JI0’KKE OMUCH JIE.

AHHOTaIMs Ha JOKYMEHThI MOXKET OBITh COCTaBJIEHA NMPU HEOOXOAUMOCTH
PacCKpbITUSL COJIEPM AHUS OTAENIbHBIX JTOKYMEHTOB WJIM TPYIIbl JOKYMEHTOB,
HaJIMYUeE KOTOPHIX B JI€JIE HEJIb3sI OMPENEIUTh 10 HA3BaHUIO OMUCH (0CO00 LIEHHbIE
JIOKYMEHTBI, JOKYMEHTbI OpraHu3alui -MpeAIIeCTBEHHUKOB U Jp.).

OO0miee KOIMYECTBO MOCTYNUBIINX B apXUB OPraHU3ALMK €AMHUL XPAHEHUS
10 TOJI0OBOMY pa3Ziesly OIUCH /1€ yKa3bIBaeTcs B rpade 5.

I'pader ¢ 6 o 9 npenHasHaueHsl JUisg (PUKCAUK BBIOBITHS AEN U3 apXuBa
opraHuzalud 1o Kaxaod u3 onuced (rpadper 2-4) Ha OCHOBaHUU
COOTBETCTBYIOLUX TOKYMEHTOB (aKTOB).

B rpade 6 yka3piBaeTcst KOJIMYECTBO BBIOBIBIINX €IUHUI] XPAHEHUS (J1€7T).

Ha3Banue 1 pekBU3UTHI JOKYMEHTA (J1aTa, HOMEP), HA OCHOBAaHWH KOTOPOIO
U3 apXuBa OpraHu3aliy BbIOBUIM JTOKYMEHTBI, YKa3bIBalOTCA IOJHOCTHIO
(rpada 7).

B rpadax 8 u 9 ykaspiBaeTcs KOJMYECTBO M KpalHHE AaThl €IUHHUIL
XpaHEHUs, BBIOBIBIIMX 10 FOJIOBBIM Pa3/iesiaM ONUCEN el HOCTOSIHHOTO XPAHEHHS,
yrBepxkaeHHbIX JIIK.

I'padper ¢ 10 mo 16 mpenHa3HadyeHbI 11 UTOIOBBIX 3aIUCEH O KOJIWYECTBE
EAVHUL XpaHEHUS B apXMBE OpPraHU3alUH IOCJIE KaXJAOro MX IOCTYIUICHUS B
apXuB OPraHU3alMK WM BBIOBITHS U3 HETO.

[locne mpoBeneHUs: BHYTPUAPXUBHBIX PabOT M3MEHEHUs B JMUCT (OHIa

BHOCATCA TOJBKO IIOCJIC BHCCCHHA COOTBCTCTBYIOIIHUX W3MEHCHUI B T'OOJOBBIC
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paszensl  OmUCed Jell Ha OCHOBAaHUU IMOJHOCTBIO O(OPMIICHHBIX aKTOB.
W3MeHeHus, CBsI3aHHBIE ¢ TEXHUYECKUMU OLIMOKaMH, MOCJe BHECEHHUS B T'OJI0BOM
pa3zen OmMcH Jell WA B 3aKOHYEHHYIO OMNHMCh, BHOCSATCA B JIUCT (POHIA B
COOTBETCTBUM C aKTOM O TEXHHYECKUX OIIMOKaXx B YUYETHBIX JOKYMEHTax
(mpunioxxenue Ne4 TlpaBwit), YTBEpKICHHBIM PYKOBOAUTEIEM OpraHu3aluu, a
U3MEHEHUS, CBSI3aHHBIE ¢ HEOOHAPYXEHHBIMU M HEUCIPABUMO MOBPEXKIEHHBIMU
JOKYMEHTaMH TOCTOSHHOT'O XPaHEHHUs, BHOCSTCS TOJBKO IOCJE COIJIACOBAHMUS
akta ¢ OIIK apxuBHOro yupexaeHusl.

I'padmueckoe mpeacraBinenue mporecca 3.5. «YdeT U3MEHEHUH B
KOJIMYECTBE U cOcTaBe (POHIa» MPEACTaBIeHO Ha cxeme 22 npuiokeHus Ne 4.

Eciu Ha nmcre Qonga He ocraeTcss MecTa sl O4YepedHBIX 3aIluceH,
3aBOJIUTCS JIMCT-IPOJOJDKEHUE, B IPABOM BEPXHEM YIJIy KOTOPOIO YKa3bIBAeTCS
«rpogonkenue, ¢. Ne auct Ne 2. JIMCTBI-IPOJOIDKEHUST MOAKIIAABIBAFOTCS
3a OCHOBHBIM JMcTOM. JIMCT QoHAa mnepecocTaBiseTcs Ha OCHOBAaHUU U C
coOJIr0IecHNEM onpeiesieHHbIX TpeboBanu (1. 3.9. [pasun).

[Tpu xpanennn TUCTOB (POHIA B HECKOJBKUX MAIKaX, MMalkKd HyMEPYIOTCS B
BAJJOBOM TOPSIAKE, K KaXKIOM Manke COCTABISIETCA  JIMCT-3aBEPUTEIIb
(m. 3.9. [IpaBui), npumepHas ¢hopma KOToporo aana B mpuwioxkeHun Ne 8 Tlpasuit.
[Ipy HEOOXOAMMOCTH M TIO YCMOTPEHHUIO PYKOBOJIUTENS apXvBa OpraHU3alMH
JHUCT-3aBEPUTENIb JHUCTa (POHJA MOXKET OBbITh JOMOJHEH YTOYHSIOIKUMU
cBefeHusIMU. [Ipu U3MEHEHUH KOJIMYeCcTBa JIMCTOB B Marke ¢ JucTtaMu (HOHAOB, K
HEW COCTABJISIETCS HOBBIN JINCT-3aBEPUTEID, IPUUEM, MIPEABIAYIIIUN 3a4EPKUBACTCS

N OCTACTCA B IIAIIKC 110 HOBBIM JINCTOM -3aBCPUTCIICM.
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3.6. Yuer BBIOBITHSA A€

VYyer BbIOBITHS A€ U3 apXWBa OpPraHU3alUMy BeAeTcd N0 JHUCTY (oHIa
(mpunoxenue Ne 13 [Ipapwn, n. 3.9 IlpaBun) m kHHMre ydera MOCTYIUICHUS H
BBIOBITHS e, TOKyMeHTOB (npuioxkenue Nel 1 Tlpasui, m. 3.7 IlpaBun).

B kHure ydera mocTyruieHUS U BBIOBITUS J€]I, TOKYMEHTOB (PUKCHUpYETCs
(dakT BBIOBITHA Jie7la U3 apXMBa OpPraHU3allMU, COMPOBOXKIAIOIINICS BHECEHUEM B
y4eTHYI0 (popMy cBeneHuid, moaTBepKaaronux ¢akt BeiObITHs (1. 3.7. [IpaBum).

[Ipn ydere BBIOBITHSI €IUHUII XPAaHEHUS MO KHUTE ydyeTa MOCTYIJICHUS U
BBIOBITHSL JI€7, JOKYMEHTOB rpadpl ¢ 1 mo 7 3amoiHSIOTCS aHaJIOTMYHO
TpeOOBaHUSIM, ONUCAHHBIM B pazfen 3.1. Meroguueckux peKoMeH Ialui.

Kaxxioe BBIOBITHE JOKYMEHTOB MOJY4aeT CAMOCTOSITEIbHBIN MOPSIKOBBIN
HoMmep (rpada 1). lena ogHoro (oHza SBISIOTCS €IUHBIM KOMIUIEKCOM, IIO3TOMY
Opy BBIOBITUM /€71 ONHOTrO (oHAa 3amuch OyAeT MMETh OAHY CTPOKY, a IpH
BBIOBITUY JI€] U3 HECKOJIBKUX (POHJIOB JAHHBIE IO KaXA0MY (DOHY 3aIMChIBAIOTCS
C HOBOU CTPOKH.

JlaToii BBIOBITHSI TOKYMEHTOB SIBJISIETCS J1aTa (PAKTUUECKOM nepeaadn ael U3
apxuBa opranuzamuu (rpada 2).

B rpade 3 ykas3piBaeTcsi NOJHOE HAMMEHOBAHHUE T'OCYJAPCTBEHHOTO
(MYHHMIIMTIAJILHOTO) apXuBa (MHOW OpraHu3aliuu), KOTOPOMY MEpelatoTcs Jiena U3
apXvBa OpraHU3aluu.

B rpade 4 ykaspiBaroTcs Ha3BaHHUE, AaTa U HOMEP JTOKYMEHTA, [0 KOTOPOMY
U3 apXMBa OpraHu3alii BbIOBIBAIOT TOKYMEHTHI.

OcHoBaHMEM [JiI1 BHECEHHUs JaHHBIX O BBIOBITUM JI€1 B KHUTY YydYeTa
HOCTYIJICHUS] ¥ BBIOBITHSL J1€J, TOKYMEHTOB MOTYT OBITh CJEIYIOUINE JTOKYMEHTHI
(m. 3.15. IlpaBun):

— aKkT 00 yrpare 1okyMeHToB (nmpuiioxenue Ne 6 IIpaBuin);
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— aKT MpUeMa-nepeayu apXUBHBIX JOKYMEHTOB Ha XpaHeHue (TIPUII0KEHUE
Ne 30 IIpaBun);

— aKT O BBIJIEJIEHUM K YHUYTOXKEHHUIO apXMBHBIX JIOKYMEHTOB, HE
nojJiexamux xpanenuto (npuioxxenne Ne 21 Ilpasun);

— aKT O HEUCHPaBUMBIX TOBPEKIEHUSAX  APXMBHBIX JOKYMEHTOB
(mpunoxenue Ne 22 [Ipasun);

I'padpuueckoe mnpencraBiaenne mpouecca 3.6. «Yder BBIOBITUS J€»
npeacTaBiaeHo Ha cxeme 23 npuioxkeHus Ne 4.

Howmep ¢donma npocraBisercs B KHUIE y4deTa MOCTYIUICHUS U BBIOBITHUS JIET,
JOKYMEHTOB (Tpada 5) mo paHee MPUCBOCHHOMY €My HOMEpPY B CHHCKE (HOHJIOB,
KOTOPBIH SIBJISICTCS 4aCThIO0 apXUBHOIO MIK(pa Kax A0 eUHULIBI XpaHeHUs (J1er1a).

B rpade 6 mpocTaBnfroT KpailHUE NaThl JeN, BKIIOYEHHBIX B omuch. [lpu
BBIOBITUM HEONMMCAHHBIX JOKYMEHTOB, €CIIM KpailHHME NaThl HE ONpEAENICHBI, 3Ta
rpada He 3anoJHIeTCs.

B rpajdax 11-13 ornenbHO GUKCHPYIOT KOJTUYECTBO BBHIOBIBIIUX ONKCAHHBIX
JIeNT TIOCTOSTHHOTO, BpeMEHHBIX (CBbImIe 10 JIET) CPOKOB XpaHEHUS U MO JTUYHOMY
COCTaBy.

B rpade 15 pukcupyroT KOTMYECTBO BCEX BHIOBIBIIUX HEOMUCAHHBIX JEI,
ecid OHU chOPMUPOBAHBI B JieJla, HO HE BKJIOYEHBI B OIKCh, WIH oOO0uIee
KOJIMYECTBO BBHIOBIBIINX JOKYMEHTOB C YKa3aHHEM KOJIMYECTBA JINCTOB.

ApXUB OpraHuzaiii co CJIOXHOM CTPYKTYpOH MOKET BECTH y4€T BBIOBITHSA
JIeJI B KHUT€ y4eTa MOCTYIUIEHUS M BBIOBITUS J€J1, JOKYMEHTOB CAMOCTOSITENBHO 10
KaKJIOMY CTPYKTYPHOMY TO/IPa3/I€TICHUIO.

ExeronHo B WTOroBOM TIOJOBOW 3alMCH KHWIHW Yy4Y€Ta IOCTYIUICHUS H
BBIOBITHS JI€J]I, TOKYMEHTOB IOABOJUTCS CYMMAapHbIi HTOr BBIOBIBIIMX €N U
OTJEIbHO HUTOTM MO KaXKIOMY BHUAY HOCHUTENS BBHIOBIBIIMX Jed (OyMaKHBIH,

ANEKTPOHHBIH, ayJI10, BUJIEO).
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OOmiass utoroBass rojoBas 3alUCh IO MOCTYIUIEHUIO M BBIOBITUIO €N
HOJIUCHIBAETCSl COCTABMUBILMM €€ paOOTHUKOM M PyKOBOJAUTENEM apxuBa. [laToi
WTOTrOBOW TOJIOBOM 3AaIMCH SIBJISIETCS JaTa €€ MOANUCAHUS PYKOBOAUTEIEM apXrBa
(OTBETCTBEHHBIM 32 apXUB).

[Ipumep 3amoiHEHWss KHUTH ydeTa TMOCTYIUIEHUS U BBIOBITHS [,
JOKYMEHTOB B NpuiioxkeHuu Ne 9.

B nuct donna cBeneHuss 0 BHIOBITUHM JI€] BHOCSTCS HAa OCHOBAaHUU TEX ke
JOKYMEHTOB, YTO M B KHHUI'Y ydeTa MOCTYIUICHUS W BBIOBITUS J€J, TOKYMEHTOB.
Kpome Toro, B UCT (pOHJA BHOCSTCS CBEJIEHUS O BBIOBITUU J€JI, JOKYMEHTOB I10
Mepe OMUCaHMs e, JOKYMEHTOB, KOTOpbIe paHee ObUIM BHECEHBI B JUCT (OHIA
Kak HeonucaHHble. [locne onucanus u GopmupoBaHus n€d, B pasgene | «yder
HEOMMUCAHHBIX JOKYMEHTOB)» OTPAXaeTCsl BHIOBITHE 3THX JTOKYMEHTOB, a B pa3Jielie
2 «y4eT OMHMCAHHBIX JOKYMEHTOBY» OTpakaeTcs UX MOCTYIJIEHHE (CM. paszzen 3.2).

BbIObITHE OTIENBHBIX JTOKYMEHTOB M3 JEJl MOXET MPOM30MTH B Cilydae
BO3BpaTa UX COOCTBEHHHKY, MPU BBIOBITUH COCTABJISAETCS aKT 00 WU3BSITHHU U3 J€N
NOJUIMHHUKOB JIMYHBIX JOKYMEHTOB M AaKT O BO3BpAlllEHUU COOCTBEHHUKY
NOJIJTMHHUKOB JIMYHBIX TOKYMEHTOB (1. 5.17 IIpaBui). C n3biMaeMbIX JOKYMEHTOB
B apXMBE M3TOTABIMBAIOTCS KOIHWHU, KOTOPbIE MPUOOIIAIOTCS K JAenaM. BpiObiTHe
OTHENbHBIX JTOKYMEHTOB TaKK€ MOXET NPOU30MTH TPU KX HEUCIPABUMBIX
MOBPEXKACHUH, B 3TOM CIy4ae COCTABIIAETCS AKT O HEUCIIPABUMBIX ITOBPEKICHUSIX
(Ilpunoxxenne Ne22 x IlpaBunam). M3bsiTHE NOKYMEHTOB, a TaKK€ 3aMEHa Ha
KOIIMM OTPAYKAIOTCA BO BHYTPEHHEW OIMCH JI€NIa, B JINCTE-3aBEPUTENE Aea, ONUCH
JeJ, JOKYMEHTOB.  AKTbl, Ha OCHOBAaHHHU KOTOPBIX IIPOU3BEIACHO WU3BIATHE

apXUBHBIX JTOKYMEHTOB, BKJIIOUAIOTCS B A€o (poHma.
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3.7. Benenue nena ¢ponma

Heno gonnma BegeTcss Ha Kaxablil apxuBHBIN (oua. Jleno GoHma BkiIrOUaeT
JIOKYMEHTBI, TMOATBEPXKIAIOMINE JIIOObIE HM3MEHEHUS B COCTAaBE M KOJUYECTBE
enVHUI] XpaHeHus HoHa U (PUKCUPYIOMINE MPOBEACHUE OMPEACTICHHBIX ap XHBHBIX
pabor

— aKTBhl TIPOBEPKH HAJIWUYUSI W COCTOSHHUS apXHMBHBIX JIOKYMEHTOB
(mpunioxxenue Ne 3 Tlpasun);

— aKThl O TEXHUYECKHX OIMOKAX B YUETHBIX JIOKyMEHTax (mpuiioxeHue Ne
4 IlpaBuin);

— aKThl 00 OOHAPYKEHUU JIOKYMEHTOB (HE OTHOCSIIUXCS K JTaHHOMY (POHIY,
Hey4YTeHHbIX) (punoxenue Ne 5 [IpaBuin);

— akThI 00 yTpaTe 1oKyMeHTOB (puiiokenre Ne 6 [lpaBuin);

— aKThl TpUEMa-liepelayd  apXUBHBIX JOKYMEHTOB Ha  XpaHEHHE
(mpunoxenus Ne 20, Ne 30 IIpaBun);

— aKThl O BBIJCJICHUM K YHUUYTOXKCHHIO apXUBHBIX JIOKYMEHTOB, HE
noJexamux xpaneHuto (npunoxenue Ne 21 Ilpasun);

— aKThl O HEWCIPABUMBIX TOBPEKICHUAX aAPXUBHBIX JOKYMEHTOB
(mpunoxenue Ne 22 Ipasuin);

— TIPOTOKOJIBI BEIEMKHU JJOKYMEHTOB;

— aKTbI pacCEKpEUMBAHUSI.

Kpome »sToro B geno ¢oHIa BKIIOUAIOTCS JOKYMEHTHI, OTPa’KaIOLIUe
UCTOPUIO OpraHu3aIy U ee POH/1a — UCTOPUYECKas CIIpaBKa U JIOMOJTHEHUS K HEH.

[lepecoctaBienHbie TUCTHI (DOHAA TaKXKE MOJJIEKAT BKIIOYEHHUIO B JIENO
donna (1. 3.9. [lpaBun).

AKTBI W JIpyrHe JOKYMEHTHI, (PUKCHPYIONIUE H3MEHEHHS B COCTaBE U
KOJIMYECTBE €IMHUIl XpaHEeHUs (POHIa, BKIOYAIOTCS B A€o (GOHIAa TOIBKO C

OTMETKOM O BHECEHMM HW3MEHECHMH BO BCE YYETHBIE JOKYMEHTBHI apXuBa
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opranu3anuu. AKTbl HyMepyIOTCs B Ipezaenax ¢oHa Mo BUIaM aKTOB B BaJOBOM
MOpSJIKE.

Bce nokymenTtel B gene (oHAA pacmojiaraloTcss B XPOHOJOTMUYECKOM
MOCJIEIOBATEIbHOCTH UX COCTABIICHUSI.

Ha noxymeHTsl nena goHma cocTaBisieTCsl BHYTPEHHSISI OMUCH, JIUCTHI Jiea
Hymepytorcs. [lo Mepe mononHenus nena GoHaa BHYTPEHHSS OMKUCH JOTOHSIETCS.
K 3akoHueHHOMY nieny oHJIa COCTaBIsieTCsl UCT-3aBepuTenb aena. [eno ponna
JIOJKHO OBITH TOJIIUTO, TPOHYMEPOBAHO, 3aKJIFOUEHO B TBEPAYIO OOJIOKKY.

Jena poHI0B XpaHATCS B MOPSIAKE BO3pAaCTaHUSI HOMEPOB (POHIOB.

Jleno ¢donma sBIAETCS CIYyKEOHBIM JOKYMEHTOM M TIOJIB30BATEISIM HE
Beiaerca. ['paduueckoe npencrasieHue mnpouecca 3.7. «Benenue nena Qougan

MIPEICTaBIICHO Ha cxeMe 24 npuitoxkeHust Ne 4.

3.8. Yuer ucnonn30BaHus JAOKYMCHTOB

ApXVB OpraHu3anyu BeJIET Y4ET UCIOJIb30BAHUS apXUBHBIX JTOKYMEHTOB 10
(dakTaM BbIIaYM €1, JOKYMEHTOB W3 apXWBa OpraHU3allid; BbLAAYM apXUBHBIX
CIPABOK, APXUBHBIX BBIIMCOK, APXUBHBIX KOMHA JOKYMEHTOB (CM. pazuen V
[IpaBun, paznen S Meroanueckux peKoMeHJaui).

Ecnu B apxuBe opraHum3anuv IIOMHMO YKa3aHHBIX, CYIIECTBYIOT HWHBIE
(OopMBI HCIIOJIb30BAaHUSI APXUBHBIX JIOKYMEHTOB, TO BCE (POPMBI HMCIIOJIb30BAHUS
MIOMJIEXKAT yYETy.

OcHOBHbIMH (hOpMaMU HCIIOJIb30BAHUS JTOKYMEHTOB apXvWBa OpraHU3aLUU
SABJISIIOTCSL:

— uHpOpMaIMOHHOE oOecrieueHre pabOTHUKOB OpraHu3alllu;
— HCIOJHEHHME 3allpOCOB I10JIb30BATENEH, B TOM YHUCIE 3alPOCOB

IPaKJIaH COLUAILHO-TIPABOBOIO XapaKTEPA;
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—  BblJa4ya JOKYMEHTOB U JIeJI BO BPEMEHHOE MOJIb30BaHUE, IPEAOCTABICHUE
KOMUI apXHUBHBIX JOKYMEHTOB 110 3alpocaMm Mojib30BaTelieii, B TOM Yucie B (popme
AIEKTPOHHBIX JOKYMEHTOB.

dopMaMH MCHOJB30BAHMS JOKYMEHTOB apXWBa OPraHU3ALMM SBISIOTCS
TaK¥Ke:

—  uHGOPMUPOBAHUE CTOPOHHUX OPraHMU3alUN O HAJIMYUU U COACPKAHUU
UMEIOIIUXCS B aPXUBE JOKYMEHTOB;

—  HKCIOJIb30BaHUE JTOKYMEHTOB B CPEJICTBAX MAaCCOBOM MH(OpMALINY;

—  HCIOJb30BAHUE JOKYMEHTOB TUISt MOATOTOBKHU M CTOPUKO-
MH(OPMAIIMOHHBIX MEPONIPUSITHIL: BEICTABOK, SKCKYPCUA, KOH(PEPEHIINIA;

—  BblJa4ya JIOKYMEHTOB i1 pa0OTbl B YUTAJIbHOM (IIPOCMOTPOBOM) 3ajie
apxuBa;

—  OpraHuzaiys J0CTymna pabOTHUKOB OpraHU3allMM K JIOKYMEHTaM apXuBa
yTEM UCHOIb30BaHUS MHPOPMALIMOHHO-TEJIEKOMMYHUKALMOHHON CETH.

B pe3ynbrare HUCHOMHEHUs 3allpOCOB IOJIb30BATENEed JOKYMEHTHI W3
apXUBOXPAHUJIUIIA MOTYT OBITh BBIIaHBI BO BPEMEHHOE IMOJIh30BAHUE CTOPOHHUM
opranuzamusMm (pazzaen 2.2.3. MeTonuueckux pekoMmMeHaaluii) ¢ odopmieHueM
aKTa COOTBETCTBYMOIIEro coaepxkanus (mpuwiokenue Ne 10 IlpaBun) wnnum
BO3BpAIllCHbl BIAJENbIly WIM €ro pOACTBEHHUKY (paszzen 5.1. Meronnueckux
pexkomenaamui, n. 5.17. IlpaBwi). B yuere ucnonb30BaHUs TOKYMEHTOB JIaHHbBIC
00 3TOM TaKKe 3aKPEIUISIOTCS B COOTBETCTBYIOIIMX YUETHBIX JOKYMEHTaX, UTO
OTpaXKE€HO Ha cxeMe 25 npunoxeHus Ne 4.

ApXuB oOpraHu3alMy BIIPaBE CAMOCTOSTEIHHO pa3padarbiBaTh (HOPMBI
YUETHBIX JIOKYMEHTOB [JIi Yy4Y€Ta WCHOJIb30BaHUA apXUBHBIX JIOKYMEHTOB
OpraHHu3aluu.

Jlis Toro 4TOOBI OCYIIECTBISATh MX YYET, KaXJIOM €IUHUIE XpaHEHUs B

cocTtaBe apXUBHOTO (OHAA MPUCBAUBACTCS YUYETHBIA HOMED, SBIISIIOIIUICS YaCThIO
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apxuBHoro mudpa (m. 3.4. u npunoxenne Ne 28 Ilpaswi). [Ipumep apXuBHOTO
mudpa:

@. 53. Om. 3. JI. 148,

rae «d. 53» - Homep apxuBHOrO GoHAA (PUCBAMBAETCS TOCYAAPCTBEHHBIM
(MyHULMIIATBHBIM)  apXUBOM Mocie O(OPMIIEHHS TEpPBOrO  IMOCTYIJIEHUS
JIOKYMEHTOB OpPTaHU3allM1 HA MIOCTOSHHOE XPaHEHUE WM IPOCTABISIETCS MO JTUCTY
donna); «On. 3» - HOMep omucu aen; «Jl. 148» - ydeTHbIE HOMEp €IWHUIIBI
XpaHeHus (COOTBETCTBYeT HoOMepy B TiepBoil rpade (Ne m/m) ommcu nen
opranuzaruu (npunoxenust Ne 23, 24 Tlpasun).

ApxuBHble MUOPHI TPUCBAWBAIOTCS CIUHWUIIAM  XPAaHEHWS]  TOCIE
yTBEpXKIAeHUs (CorjiacoBaHus) rofoBbIx paszaenoB omwuceit aen DIIK apxuBHOTro
YUPEXKICHHUS M YTBEPXKICHHS HX PYKOBOJIWUTEIEM OpraHU3allH, I[OCIE YEro
HAHOCSTCSI YEPHUJIAMHU B JIEBOM HUKHEM YIJIy KaXJIOW €IWHUIIBI XpaHeHus (/10
ATOTO apXMBHBIA MHUGpP MpocTaBisieTcs KapaHaamoM - 1. 4.27., IlpaBun, paznen

3.2. MeToaudecKux peKOMEH Ialni ).
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4. CO3AAHME 1 BEAEHUE HAYYHO-CIIPABOYHOI'O AIIITAPATA K
JOKYMEHTAM APXNMBA

Cucmema nayuno-cnpasounozo annapama (HCA) k ooxymenmam apxusa —
KOMNJIEKC 63AUMOCBA3AHHBIX U B3AUMOOONOJIHAEMbIX, CO30AHHbIX HA E€OUHOL
HAY4HO-MemoOu4eckoli  OCHOBe, apPXUBHbIX CHPABOYHUKOE O cocmase U
cooepaHcanuu OOKYMeHmos8 apxuaa.

CoctaB u ¢GopMbl HaAy4YHO-CIPABOYHOTO ammapara 3aBUCAT OT COCTaBa U
CoJIepKaHUsI JIOKYMEHTOB, XPaHSIIUXCS B apXWBe, XapakTepa W 3ajlady MOMCKa U
MHTEHCUBHOCTH UCIOJIb30BaHUs TOKYMEHTOB (11. 5.4 [TpaBun).

UYepes cuctemy HCA peanusyercs mpeeMCTBEHHOCTh YUE€THO-CIPABOYHOI'O
ammapara, CO37laBaéMOr0 B JICJIONMPOM3BOACTBE W AapXWBE OPraHHW3aIldd, €ro
coBmectuMocTh ¢ HCA rocynapcTBeHHBIX (MYHHUITUITAIBHBIX) apXUBOB.

[IpeeMcTBeHHOCT, HH(pOpPMAIIUM O COCTAaBE JIeI B YYETHO-CIIPABOYHBIX
JIOKYMEHTaX MOXKET OBITh IIPE/ICTABICHA CXEMOM:

Homenxmarypa nen opramuszauumm — Onuce A€, JTOKYMEHTOB
CTPYKTYPHOrO moApa3AeineHus — [ 0J0BOM pasnen omucu el
JTOKYMEHTOB — Omnuch A€, T0KyMEHTOB.

HoMmenknaTypa e oOpraHu3alid COCTaBJISIETCS. B JEJONPOU3BOJICTBE,
00ecCreynBaeT CUCTEMAaTH3aMI0 JOKYMEHTAILHOIO (POH/Ia OpraHU3aluU, CIYKHUT
JUTSE O0ECTIEYeHUST TEKYIIETO XPAHEHHsI JOKYMEHTOB M COJEPKUT MH(MOPMAIIHIO O
cpokax uX XpaHeHus. Omnuch nel, JOKYMEHTOB CTPYKTYPHOTO MOAPA3AECICHUS
COCTABJISIETCA HAa OCHOBAHMM 3arOJIOBKOB HOMEHKJIATYpbl JEN;, M3 TOJOBBIX
pa3lesioB OMMCEN e, TOKYMEHTOB, CO3/1aBa€MbIX B apXWBE OpraHU3alluud Ha
OCHOBE OIKMCEH Jed CTPYKTYPHBIX MOApa3aeiaeHu, GopMupyercs Omuch e,
JIOKYMEHTOB, SBJISIOIIAsICS 00s3aTebHbIM dieMeHToM HCA apxuBa opranu3zaiuu.

Ecnu OpraHu3anus SIBJISIETCS HMCTOYHUKOM KOMIIJIEKTOBaHUS

rOCYJIapCTBEHHOTO (MYHMIIMIIAJIBHOTO) apXuBa, OJHOBPEMEHHO U3 TOJOBBIX
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pasaciaoB OIMMCHU ACII ITOCTOAHHOI'O XPaHCHUA, YTBCPIKIACHHBIX OIIK APXHUBHOI'O
YUPCIKACHUA, Q)OpMpreTCH OINChb ACJI IIOCTOAHHOIO CpOKa XpaHCHHA B

rOCy/IapCTBEHHOM (MYHHUIIMIIATBHOM) apXUBE.

4.1. Odbopmiienre onucu e, JOKYMEHTOB U CIIPAaBOYHOIO arlrapara K Her

Oo6s3arensubIM dieMeHToM HCA apxuBa opraHu3aiiuy siBISIeTCSl OMUCH JET,
nokyMeHToB (11. 5.4. [IpaBun).

K nepBomy romoBoMy pazieny ONHCH JA€N, JOKYMEHTOB COCTaBIIAETCS
CIpaBOYHBIN anmapar onucu aen (1. 5.5. IIpaBuit), KOTOpBIA 3aTeM JOMOJHSAETCS
W/WIM U3MEHSIETCSI IPU COCTABJIEHUH MOCIIEAYIONIUX I'OJOBBIX Pa3/IeioB OMUCH el
W/WM BHECEHUH U3MEHEHHM B TOAOBbIE pazeibl onucu jei. CocTaB CripaBOYHOTO
amnrapara onucei aen orpaxeH B npuitoxkeHun Ne 10.

TUTYABHBIA JHUCT ONUCU J1€7, AOKYMEHTOB (B COOTBETCTBMM C M. 5.5.
IIpaBuin) BKIHOYAET CIECAYIOUIUE JaHHBIE:

— MOJIHO€ HAaWUMEHOBAaHHWE TOCYAAPCTBEHHOTO (MYHMIIUIAILHOIO) apXHBa,
KyJa IepenarTcs Ha XpaHeHue IoKyMeHThl ApxuBHoro ®donpma Poccuiickoii
denepanuu, €l OpraHnu3anus ABISETCS HCTOYHUKOM KOMILJIEKTOBAHUS;

— HAaMMEHOBAHUE BBILIECTOSIIECH OpraHu3ali B MMEHUTEIbHOM Tajeke
(Mpu ee HAMUYUN);

— MOCJEIHEE MTOJHOE HAaMMEHOBAHUE OPraHU3alMK, KOTOPOE COOTBETCTBYET
Ha3BaHUIO QoHpaa (m. 5.5 npaBui). Eciau B XpOHOIOTHYECKUX paMKaxX KpalHUX JatT
€IVHUL] XPAHEHUSI OMUCHU JEJ HAUMEHOBAaHWE OPraHM3ali U3MEHSII0Ch, TO MOJ
MEPBBIM yKa3aHHBIM HAaWMEHOBAHHEM B CKOOKaxX WJIM Ha OTJCIBHOM JIUCTE
YKa3bIBAIOT BCE IPEABIAYIIME HANMEHOBAHMS OPraHU3alMU B XPOHOJIOTMYECKOM
MOPSAJIKE;

— HOMeEp (oH/A;

— HOMCD OIIHCH,
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— Ha3BaHUWE ONUCH  (BKJIOYAET  YyKa3aHUE  KaTeropuu  JOKYMEHTOB
(MOCTOSIHHOTO, BPEMEHHOTO  XpaHEHWs, IO JIMYHOMY COCTaBy U [Ip.),
COJICPIKAIIIUXCS B JIENIaX, 3ar0JIOBKU KOTOPBIX BKIIIOUEHBI B OIHKCH);

— KpallHUE€ JaThl BHECEHHBIX B ONUCh €IMHUIl XpaHEHUs (KpaillHue IaThl
MOTYT MEHSTBHCS IIPU COCTABJICHUU TOCJIEAYIOIUX TOAOBBIX Pa3/eloB OMHUCH e
W/WJTA BHECEHUU U3MEHEHUH B TOIOBBIC Pa3/ieibl OMKICH JEN).

[IpumepHast ¢opma TUTYABHOTO JIUCTa ONHMCHU JeNl TpeACTaBlieHa B
npuioxeHnn Ne 11.

OrnaBneHue ONUCH  J€J, JOKYMEHTOB COACPXKUT HAUMEHOBaHUS
CTPYKTYPHBIX 3JIEMEHTOB ONUCHU JeN (pa3aesibl, MOApa3iesbl, BblICJICHHbIC TPYIIIbI
JI€J1, 3JIEMEHTBI CTPYKTYPBI).

[IpenucnoBue K OMUCH Ji€N, TOKYMEHTOB B JIOMOJHEHUE K CBEIICHUSM,
yKa3aHHbIM II. 5.5. [IpaBuii, MOXKET BKIIOYATh:

— CcBEeJIeHUSI 00 OCHOBHBIX HAIpPaBICHUSAX [JEATEILHOCTU U CTPYKType
OpraHu3ally B XPOHOJOIMUECKUX paMKaX KpallHMX JaT €IMHULl XPAaHEHUS OMHUCU
ze;

— KpaTKyl0 XapakTepUCTUKY COAEpKaHMS U TOJHOTHI Jen  (oHna,
BKJIIOYEHHBIX B OMUCH (B TOM YHCIIE BBIACIAIOT HauboJee TUTUYHBIC TPYIIIbI el
10 Pa3HOBHUIHOCTSM U COJICP’KAHUIO);

— CBEJICHUS! O HAJMYMU [I€J, BBIXOAAIIUX 32 XPOHOJIOTMYECKHE TPaHULIbI
donna;

— cBefieHusT 00 ocoOeHHOCTAX (opMupoBaHUs UM OpOpPMIICHUSA el
(9JIEKTPOHHBIX JI€JT), OMUCAHUS U CUCTEMATU3AIMK 3aT0JIOBKOB JI€7T;

— OCHOBHBIE TIPUHIIUIIBI COCTABJICHHSI CIIPABOYHOIO allfapara K OMKCH JIe] U
MOPSZIOK €T0 UCIOB30BAHNS.

Crnucok  cokpamleHuil BKIO4aeT B ceOs  andaBUTHBIM  HepedyeHb
UCTIOIBb3YEMBIX B JOKYMEHTAX U CIIPAaBOYHOM aIlliapare OMUCH e, COKPALICHHUH C

ux pacmudpoBkoi. CHHUCOK COKpAIIEHU COCTABISIETCS B TOM ClIydae, €CJIM B
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TOZIOBBIX pa3/ieslax OMUCH JIeJ YNOTPeOJIAIOTCS XapaKTEpHBIE ISl E€ATEIbHOCTH
OpraHu3aluy COKPALLECHHUS.

VYKazarenm K OMUCU COCTABIKOTCS B CIydae, €CJIHM FOJIOBBIE PA3AEibl OMTUCH
JeNl SBIISIIOTCS CIOKHBIMH IO CTPYKTYpe M conepxkanuto. LlenecooOpa3zHocTh M
(OpMBI UX COCTaBJIEHHUS OMPENETSIOTCS MO COrJacOBAaHUIO C TOCYAAPCTBEHHBIM
(MYHUIIMTIATTBHBIM ) aPXHUBOM.

Hymepanys n1ucToB ronoBsIxX pa3iesioB U CIIPABOYHOIO anmnapara OInucH el
OCYILECTBISIETCSl MpH  O(QOPMIIEHUM 3aKOHUYEHHOM ONUCH Jed B MOpSIKE,
IPEeIyCMOTPEHHOM JUIsl opopMieHus e (1. 1.2 MeToanyecKux peKOMeHJaIuil).

TpeboBaHuss K OMUCATENBHOW CTaThe OMMCH, COCTABYy CIPABOYHOTO
anmapata ONUCH, O(OPMJICHHIO €€ THUTYJIbHOIO JIMCTa COJep)KaTcsi B I
5.5. IlpaBum.

B apxuBe opraHuszanuu MOI'yT CO34aBaThbCs JOIOJIHUTEIBHBIE apXHUBHBIC
CIPaBOYHMKM — Karajloru u Yykazarenu. lLlenecooOpa3HocTh HX CO3aHMS
ONPEIENAETCS PYKOBOJUTEIIEM ApPXMBAa OPraHU3AllMy WM JINIIOM, OTBETCTBEHHBIM
32 apXuB, B 3aBUCUMOCTH OT COCTaBa U COAEPKAHUSA JTOKYMEHTOB, XPAHSIIIUXCS B
apXWBe, XapaKTepa U 3a7a4 MOMCKA, HHTEHCUBHOCTU HCIIOJIb30BaHUs TOKYMEHTOB
(m. 5.4 IIpaBumn).

C umenpto oOecrieyeHusi JOCTyIa IMOJb30BaTelNe K HMHPOpMaLUHU O
COZIEpKAIIUXCSl B apXMBE OpraHU3alMu JOKyYMeHTax u obsnerdenus: noucka, HCA
MOJKET OBbITh MPEACTABIIEH B dJIEKTPOHHOU (hopMe.

IIpn opranmszanuu 35ekTpoHHOM cucteMbl HCA MOryT MCHoJib30BaThCs
oundposannbie konuu JokyMeHTOB HCA Ha OymMa)XHOM HOCUTENE, TAaKKE MOXKET
ObITh OpraHm3oBaHa 0a3a JAHHBIX, MMO3BOJISIONIA HACTPOUTH CUCTEMY (UIHTPOB
IpY YCIOBUM BHECEHMsI IOCTATOYHON MH(POPMAUU 00 apXUBHBIX JOKYMEHTaX IS
oOecreyeHus: X Moucka u oToopa.

CocraB cucrembl HCA MoxeT ObITh paCKphIT B JIOKAJIbHBIX HOPMAaTHUBHBIX

JIOKYMEHTaX apXvBa, BKIIOYEH B UICTOPUUYECKYIO CITPABKY K (POH Y.
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4.2. OdopmileHrEe UCTOPUUYECKON CITPaBKH K (HOHIY

CocraBiieHue HMCTOPUYECKON crpaBKM K (OHOY SBISETCS OCHOBOMU
JabHEHIIET0 Hay4YHO-OOOCHOBAHHOTO WCIOJIb30BaHUS JOKYMEHTOB (OHIA.
Hcropuueckas cripaBka K (OHIY — JOKYMEHT, COACPKALUIN CBEJICHUS MO UCTOPUHN
donmooOpa3zoBaresiss U apXMBHOIO (POHMAA, KPATKYIO XapaKTEPUCTUKY COCTaBa U
COZIEpaHMs TOKYMEHTOB apXWBHOTO ()OHJA M HAYYHO-CIIPABOYHOTO ammapara K
HEMY.

Jlnsg  opraHusanuid, HE SBISIONIMXCS HWCTOYHMKAMHU KOMILJICKTOBAHWSI
rOCYJapCTBEHHBIX, MYHULUMAIbHBIX apPXUBOB, COCTABJICHHE HCTOPUUYECKOU
cripaBkH K poHy He 00s13aTesIbHO (CM. 1. 5.6 [IpaBun).

HcTtopuueckas crpaBka K (GOHAY BKIFOYAETCS B A0 POH/A.

Uctopuueckas crnpaBka K ¢GOHAY TMPEACTABISAETCS OpraHu3auei-
MCTOYHUKOM KOMIUJICKTOBAaHUS B apXHBHOE YUYPEKICHHE MpPHU TEpBOM IMepemaye
JTOKYMEHTOB (poHAA.

[Ipu yTBep>ACHUH HOBBIX TOJOBBIX PA3JEOB OMHCEW N MOCTOSHHOTO
xpaHenust B OIIK apXuBHOro yupexJeHusi BMECT€ C IOJOBBIM pa3ieiioM OIMUCH
npenctabisercs JlomomHeHwe K uWCTOpHYeckod cmpaBke. Ecim 3a  Bpews,
OpOILE/IIee ¢ MOMEHTA YTBEPXKIACHUS MPEAbIAYIINX T'OJOBBIX pa3lejoB OMHCcei
JIeNl TIOCTOSSHHOTO XPaHEHUs, HE MPOU30IUI0 KaKUX-IM0O0 M3MEHEHHH B MCTOPUU
donmooOpazoBatenst W ero (oHIA, STO OroBapUBacTCA B JIOMOJHEHHH K
HCTOPHUYECKOH crpaBke. J[OmoJHeHHe K MCTOPHUUECKON CIPaBKE COCTABIISIETCS IO
IpaBUJIaM COCTABJICHUS UCTOPUIECKON CIIPABKH.

Hcropuueckas cripaBka JOHKHA MMETh 3aroJIOBOK C YKa3aHMEM Ha3BaHUS
(oHIa ¥ XPOHOJOTMYECKOT0 MEPUO/A, KOTOPBI OHA OXBATHIBAET.

Ha3Banue ¢oHaa COCTOMT W3 TMOCJIEIHEr0 MOJHOr0 M (B CKOOKax) —
opunranbHO MPUHSITOTO COKPAILEHHOT'O Ha3BaHUS OpraHHU3aIuy -

dbongooOpa3zoBaresiss, €¢ TMOAYMHEHHOCTH W KpallHUX Jar JesITeJbHOCTH
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OpraHu3allid 3a XPOHOJIOTHYECKUH TICPUOJ, OCBEIICHHBIA B HMCTOPUUYECKOM
CIIpaBKe, HAIIPUMeED:

Hcmopuueckas cnpaska k ¢pondy Poccutickoco acenmcemea no namenmam u
mosapHvim 3Haxkam (Pocnamenm) 3a 1992 - 1999 200u1.

Hcropuueckas cipaBka COCTOUT U3 TpeX pazaeiios (1. 5.6. [Ipasun):

— uctopus HoHI000pa30OBaATENS;

— ucropus HoHma;

— XapaKTEepUCTUKA TOKYMEHTOB ()OH/IA U €T0 CIIPAaBOYHOIO arapara.

OCHOBHBIMM HWCTOYHUKAMU ISl TOJTOTOBKM HCTOPUYECKOW CIIPaBKU
SIBJITFOTCS. HOPMATHBHBIC aKThl BBICIIUX OPTraHOB TOCYIApCTBEHHOW BIIACTU W
yIpaBJICHHUS, yUPEeIUTEIbHBIE  JTOKYMEHTHI dboHmO00OpazoBaTes, ero
BBINIECTOSIICH OpraHu3alyy, OPraHU3aIMOHHO-PACTIOPSAUTEIHHBIC JOKYMEHTHI
dbonmooOpazoBarensi, HUCTOpPUYECKas U CIOpaBOYHAs JIUTEpATypa, Yy4YETHBIC
JIOKYMEHTBHI, 7e510 GoHA.

Uctopus pormooOpaszoBaresns JOHKHA COAEPKATH CISAYIOIINE CBEICHHUS:

— IaThl CO3/IaHUS, TEPEUMEHOBAHUS, PEOPraHu3alvi ¥ JIMKBUIAIIUU
OpraHM3allid CO CCHUIKOM Ha 3aKOHOJATEIbHBIC AKThl WM PaCHOPSIUTEIbHBIC
JIOKYMCHTBI; Ha3BaHUE OPTaHU3aIlUH-TTPABOIIPECMHHUKA;

— CBEJICHHS O BBIIECTOAIICH OpraHU3allNH;

— COCTaB CHICTEMBI MOJBEIOMCTBEHHBIX OpPraHmW3anuii (MX BUIbI, KPATKYIO
XapaKTEePUCTUKY, TEPPUTOPUAIHLHOE pa3MeElICHNUe), BCE TOCJEIYIONINE €€
MU3MEHEHUS C YKa3aHHEM JaT YTBEPIKIACHHSI 1 OCHOBHBIX IPUYWH U3MCHEHUH;

— CTpyKTypa (oHI000pa3oBaTensi U €€ M3MEHEHHs] C YKa3aHUeM JaT u
OCHOBHBIX TIPUYNH H3MEHCHHU;

—3agaun U (GyHKIUU (PoHg000pa3oBaTensi, CBEICHUS O JOKYMEHTax,

KOTOPBIMH BHOCHJIMCH YKA3aHHBIC USMCHCHUS, WX IIPUYUHBI,
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— Ha3BaHUE OpraHU3alUd — TMPEAIIECTBEHHUKAa (B cllydae OTCYTCTBHUS
IPSIMOTO TIPEIIECTBEHHUKA MOXKET OBITh yKa3aHa OpraHu3allusi, BBIMOIHSBIIAS
aHAJIOTMYHbIE () YHKLIUH).

[Ipu cocraBnenun ucropun HoHI000pa30BaTENST HEOOXOIUMO UMEThH B BUTY
clenymrluee:

— o(pULMaIbHO TPUHATOE MOJIHOE U COKPAIEHHOE Ha3BaHUE OpraHU3alUU
yKa3bIBAE€TCA Ha OCHOBAaHWM HOPMATHUBHBIX MPABOBBIX aKTOB. EciM B JOKyMEHTax
(HOpMaTUBHBIX  MPABOBBIX  aKTaX, PACHOPAIUTENIbHBIX,  YUYPEAUTEIbHBIX
JOKYMEHTaX MW Jp.), OTHOCSALIUMXCS K BONPOCY CO3JaHUs, JESITeIbHOCTH
OpraHu3allii, a TaKke e¢ mpeoOpa3zoBaHUil, OynyT oOHApYKEHBI PACXOXKICHUS B
Ha3BaHWU OpraHU3alWH, TPUBOASATCSA BCE UMEIOIINECS B TOKYMEHTAX Ha3BaHUS CO
CChUIKAMHM Ha COOTBETCTBYIOIME JOKYMEHTHI. B ciiydae OTCYTCTBHSI MpPaBOBBIX
aKTOB O  CO3/aHHMM, I[ICPEMMEHOBAaHWHU,  pEOpraHu3alliM,  HW3MEHEHHHU
MO/JBEIOMCTBEHHOCTH M JIMKBUJALMW  OpraHu3alud, 3TH  CBEIEHUS
YCTAaHABJIMBAKOTCSA M0 KOCBEHHBIM JIaHHBIM, YTO OrOBApUBAETCS B MCTOPHUYECKOU
CIPABKE;

— YKa3bpIBAa€TCS  HENOCPEIACTBEHHAs  IMOAYMHEHHOCTh  OpraHHU3alvu-
donmooOpazoBarenss (Hampumep, MHUHHUCTEPCTBY WM  KAKOMY-IIMOO  €ro
CTPYKTYPHOMY TIOAPA3ACIICHUIO);

— 1aTbl CO3/1aHHsA, IEPEMMEHOBAHUS, pPEOPraHu3alud | JIMKBUIALUU
YKa3bIBAOTCSI CO CCBHUIKOM Ha 3aKOHOJATENIbHBIE AKThl W PAaCHOPSAUTENIbHbBIE
JOKYMEHTHI; MPU HAJIMYNHU HECKOJbKMX HOPMATHUBHBIX IPABOBBIX aKTOB PA3HBIX
opranoB  (Yka3 Ilpesunenra Poccuiickoii ®enepanuy, MOCTaHOBIICHUE
[IpaBurenbctBa Poccuiickoit denepanuu, npukas QeaepajibHOro opraHa
UCIOJIHUTEIHHON BJIACTH) B UCTOPUUYECKOM CIpaBKe yKa3bIBAlOTCS 00€ JaThl, HO 3a
OCHOBY O€peTcsi MOCTaHOBJIEHUE BBICIIEr0 OpraHa roCy/1apCTBEHHOIO YIIPABJICHHUS.

Ecnn opranusanus sBisieTCs AEHUCTBYIOLIEH, CBEIECHUS IO €€ UCTOPUU B

PICTOpH‘I@CKOfI CIIpaBKC OOJDKHBI OXBATbIBATL TOT KC XpOHOHOFI/I‘ICCKI/IfI MCpUoL,
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YTO W TFOJOBBIC Pa3JIeNibl OMUCHU AEN MOCTOSHHOTO XPAaHEHHUs], MPEACTABISIEMbIE Ha
yrBepxaeHue JIIK apXuBHOro yupexacHus.

Ecnmu opranmzanuss Obula JUKBUAMPOBAHA, TO HMCTOPUYECKAasl CIpaBKa
COJEPXKUT CBEJEHUS MO HCTOpUU (POHI000pazoBaTeNsl 3a BECh IMEPUOT €€
JeSTEeNbHOCTH, HE3aBUCUMO OT TOTO0, 32 KaKOM MepuoJ MPEeACTaBICHbI JOKYMEHTHI
B OIKCH.

[Ipyn HaNMYMK HECKOJBKUX MPABOBBIX AKTOB OJHOTO M TOrO K€ OpraHa o
CO3/IaHMH, [TEPEMMEHOBAHUM, PEOPraHr3alui, U3MEHEHUH IOJIBEIOMCTBEHHOCTH,
JUKBUAALUMNA OpPraHU3allMd B HCTOPUYECKOM CIPAaBKE YKa3bIBAlOTCS  BCE
JOKYMEHTBI, HO 32 OCHOBY Oepercs Hanboyiee paHHUN MO BPEMEHH IMOAMHUCAHUS
aKT.

Eciu B Tekcre HOPMAaTWBHOIO NPAaBOBOIO aKTa HMMEETCS YKa3aHUE Ha
dakTUueckyro gaTy o0O0pa3oBaHMS WM  JIMKBUAAIMM  OpraHu3ali, He
COBITIAJIAIONIYIO C 1IaTOM HOPMATUBHOI'O MPABOBOIO akTa («o0pa3oBaTh C (yKazaHue
JIaThI)» WK «YNPa3aIHUTh ¢ (YyKa3aHHUE JaThl)»), TO OFOBAPUBAIOTCS 00€ JATHI.

[Ipu oTCyTCTBHM IpPaBOBBIX AaKTOB KpaWHUE JaThl HA3BAaHWM OPraHu3alvu
YCTAHABJIMBAIOTCA IO KOCBEHHBIM JaHHBIM (caMO€ paHHEe YHNOMHUHaHUE
OpraHMu3alyu U Ap.), YTO OTOBAPUBAETCS B UCTOPUUECKOM CIIPABKE.

IIpn ykazaHuu [aThl JMKBUAALMK OpraHU3allid HE TMPUHUMAETCA BO
BHUMAHHME JIMKBUJALMOHHAA JEATENbHOCTh OpraHU3ally I0Clie MOJIMHUCAHUS
IpaBOBOIO aKTa O JUKBUAANMU. B cioydae o¢uUIMaIbHOTO  CO3AaHUS
JVKBUIAIIMOHHBIX KOMHCCHM WX HaJM4We ¢ KpalHWe HaThl UX PaOOTHI
OroBapHBarOTCs 0co00.

Cenenust 0 CTpyKType (HOHA000pa30BaTENS, CETH TOJIBEIOMCTBEHHBIX EMY
OpraHu3aluii 1 U3MEHEHUSIX B HUX MOTYT OBbITh MPUBEJICHBI B TEKCTE CIIPABKU WU
JaHbl B BUJE MPUIOKEHUM (B 3aBUCUMOCTH OT 00beéMa CTPYKTYpPbl U KOJIMYECTBA

U3MEHECHU).
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[Ipn uznoxxkenuu ¢GakToB CO3AaHUS, NMEPEUMEHOBAHUS, PEOpPraHU3ALUU U
JUKBUJIALIUA OPTraHU3aIlMU  COXPAHSIOTCS (OPMYJIMPOBKH IPABOBBIX aAKTOB:
«obpa3oBaThy», «co3aTh Ha 0aze», «mIpeodpa3oBaThy», «PEOPraHU30BaATHY,
HUCKIIIOUHUTH U3», «JIMKBUIUPOBATH» U T.N. Bce JaHHbBIE O HCTOPUM OpraHU3aluu
MPUBOAATCS C 00513aTEIHbHBIMU CCHUIKAMU Ha COOTBETCTBYIOIIUE IOKYMEHTHI.

CBeneHus Mo UCTOPUU OPraHU3allMK U3JIAraloTcsl B UCTOPUUYECKOUN CIpaBKe
B XPOHOJIOTHYECKOM MOCIIeI0BATEIbHOCTH.

3amaun W (QyHKOWM OpPraHM3allid W3JIaraloTcs B COOTBETCTBHUU C
HOPMATUBHBIMU TIPABOBBIMU aKTaMu (YCTaBbl, IMOJOXKEHUS MU JIp.), OTCYTCTBHE
COOTBETCTBYIOIIHNX JJOKYMEHTOB OrOBapUBaeTCsl.

Jnst 00beIMHEHHOrO0 apXWBHOTO (OHIAa MOXKET COCTaBISATHCS OOIIas
HCTOpUYECKas CrpaBka Mo BceM (oHmoo00pa3oBatessiM. [Ipu sTom cBeaeHus 1o
UCTOPUU KOHKPETHBIX (OHA00Opa3oBaTesied MaloTCs OTAEIbHO M0 KaxJaou
OpraHu3aluu.

B ncropuueckoi CripaBKke K apXWBHOM KOJUIEKIIMW YKa3bIBAIOTCS CBEICHUS
110 UCTOPUU €€ CO3/IaHMsl, CBEJCHHUS O COCTABUTENE, a TAKXKE O MECTOHAXOXKJICHUH
KOJUICKIIUU JI0 TIOCTYIJICHUS B apXUB (€CJIM OHA He Obljia CO3/]aHa B apXUBE).

Uctopus ponma nomkHa coaepiKaTh CIEAYIONINE CBEICHHUS:

— KOJIMYECTBO JieJ1 B POHJIE;

— JlaTa TEpBOro MOCTYIJIEHUS JAOKYMEHTOB ()OHAA B apXWB, UX 00BEM U
KpanHUE JaThl;

— CTENEHb COXPAHHOCTH JOKYMEHTOB;

— JaTa mepeiadu T0KYMEHTOB Ha TOCTOSSHHOE XpaHEHHUE.

JIOTIOMHUTENLHO MOKHO BKIIFOUUTD CIEAYIONIYI0 HHPOPMAIUIO:

— CBEJICHHUSI O TIPOBEACHHBIX B AapXMBE MEPOIPUATHUSAX IO OIMNHUCAHUIO
JIOKYMEHTOB, MO0 NepepabOoTKe WM YCOBEPIICHCTBOBAHUIO OMUCEH, KOMIUIEKCHOMN
LEJIEBOM SKCIEPTU3E LIEHHOCTH JTOKYMEHTOB C yKa3aHUEM IPUYWH, BBI3BABIINX
HEOOXOJMMOCTh ITHX PabOT U AT UX OCYIIECTBICHHUS;
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— U3MEHEHHUsI B cocTaBe M o0beme (OHJAa U MX NPUYUHBI (TPOBENECHUE
AKCIIEPTU3BI IEHHOCTH, YTPaThl, HE33aJOKYMEHTUPOBAHHBIE TIEPHOJIbI);
[Ipu uznoxenun ucropuu HpoHaa HEOOXOIUMO UMETH B BUJY CIIE€IYIOIICE:
— KpalHUMHM J1aTaMH JOKYMEHTOB (DOHJAa SBISIOTCA JaThl CO3JaHUSA U
JUKBUJAIMN OpraHU3aluu;
— €CJIM OpraHu3alus JAeUCTBYIONIAsl, WM JOKYMEHTbl (POHAA COXPAaHUIUCH
HE 3a BECb IMEPHOJ JEATEIbHOCTH OpraHu3aluu-poHI000pa3oBaTens WIH
BBIXOJST 32 XPOHOJIOTHYECKUE PAMKH €€ NEeATENbHOCTH, TO KPalHUMHU JaTaMH
JOKYMEHTOB (poHIa OyayT ABJIATHCA I'OJIbl, 32 KOTOPBIE UMEIOTCS JJOKYMEHTBI.
—ecimu  OIIK  apXuBHOro ydpexaeHHs NPUHUMAJIOCh PpELIEHHE O
doHaMpoBaHMK ', TO B HCTOPHYECKOH CIIPAaBKE M3JIAracTCs JAHHOE PEIICHHE CO
ccouikort Ha mpoTtokos DIIK. Pasgen mo ucropunm ¢GoHOa MOXKET COAEP)KATh
KpaTKyl0 OOOOIIEHHYIO XapaKTEpPUCTHUKY COCTaBa JIOKYMEHTOB IO CTPYKTYype
dboHIa M MO BUJAM JOKYMEHTOB, COJEp)KaHHUsS JIOKYMEHTOB II0 TeMaM,
BOIPOCAM, OTPAXKAIOLIMM HaIpaBJIEHUS AESATeNbHOCTH (POHI000pazoBaTes, ¢
YKa3aHMEM XPOHOJIOTMM TeM H O00O3HAaYeHHEeM UX Treorpaduueckux
(aIMUHUCTPATUBHO-TEPPUTOPUATILHBIX) TPAHUIL.
JIOOMHUTENIbHO MOXKET OBITh BKJIIOUEHA MHGpopMauus no Oubimorpaduu
donma.
bubnuorpadus BKIIOUAET CIMCOK ONYOIMKOBAaHHBIX U HEOMYOIMKOBAHHBIX
CIPaBOYHHUKOB MO (POHIY M JOKYMEHTAJIbHBIX MyOJUKAIlMi, BHINOJHEHHBIX Ha €ro
OCHOBE.
B tpeTpeM paszzaenie nCTOpUYECKON CIIPaBKH OTPAKACTCSA:
— OCHOBHOM COCTaB JIOKYMEHTOB (MX Pa3HOBMJIHOCTH), BOLIEAUINX B OIMKChH,

H UX IIOJHOTA,

' ®oHaMpOBaHHE JOKYMEHTOB - OIpEISiICHHUE IMPUHAIICKHOCTH JOKYMEHTOB
KOHKPETHOMY (pOHI000pa30BaTEeI0 M XPOHOJIOTMYECKUX T'PaHHUIl aApXUBHOIO
dbonza.
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— CBEJICHHSI O HAJIWYUU JOKYMEHTOB, BBIXOMSIIUX 332 XPOHOJIOTUYECKHE
rpaHullbl GoHa;

— COCTaB HAYYHO-CIPABOYHOrO anmapara K GoH.y;

— HaJIM4YME M MECTO XpaHeHus (C ykazaHueM (aKTHUUECKOro ajpeca)
JIOKYMEHTOB I10 JJUYHOMY COCTaBY).

B sTom ke pa3nene MOryT ObITh YKa3aHbI TAKHE CBE/ICHUS KaK:

— HaJIM4HMe JTOKyMEHTOB, OTHOCAIIMXCS K mpoduiio maHHOro ¢oHma, B
cocTtaBe Apyrux (poHI0B apxuBa, C yKazaHHEM MX Ha3BaHUU M HOMEPOB;

— CBEJICHUS! O HAJIMYUHM JTOKYMEHTOB Jpyrux (onmooOpazoBatenel (eciu
ATO CIOXKUIIOCh UCTOPUYECKH M U3BIATHE UX HELEIecO00pa3Ho);

— CBEJICHUS O HAIMYUU JIOKYMEHTOB (hoHI000pazoBaTeis (B TOM 4YHCIE MO
JUYHOMY  COCTaBy), HaxXOHAIIUXCS B cOocTaBe Jpyrux (OHAOB  WIH
ApXUBOXPAHUIIHUII, U MECTaX UX XpaHCHHS;

— BO3MOXXHOCTh HCIIOJIb30BaHMS JOKYMEHTOB (hoHAA (C yKazaHUEM Lejien
WCIIOJIb30BAHUS).

[Tpu u3nMOXKEHNN XapaKTEPUCTUKU JOKYMEHTOB ()OHa HEOOXOJMMO UMETh B
BUJY CJIEYIOIEE:

— B ClIy4ae HEMOJHOTH JOKYMEHTOB (POHAA YKa3bIBAIOTCS MPUIUHBI
oTrcyTrcTBUs (yTpaTbl) AOKYMEHTOB, MX COCTaB IO OCHOBHBIM KaTETOPHSIM C
yKa3aHUEM KpalHHUX JaT JaHHBIX (TOAOB), U3/1araloTcs pe3yabTaThl UX PO3BICKA;

— €Clid  JJOKYMEHTBl BBIXOJST 3a XPOHOJIOTWYECKHE TpaHMIlbl (QOHIA,
NPUBOJIUTCA OOOCHOBAaHHOE JOKA3aTENIbCTBO BKIIOYEHUS HTUX JOKYMEHTOB B
coctaB (OHJIA;

— CBEJICHUS! O HAYYHO-CIPABOYHOM arrmapare K (OHy OTpa)xkatoT HOMepa U
Ha3BaHUs BCEX omucel Jen (oHAa, XPOHOIOIMUECKUE PaMKH BKJIIOYEHHBIX B HUX
noKyMeHToB, npyrue Buasl HCA (ykazaTenu K JOKyMeHTaM, 0030pbl U T.11.).

Ecnu B cocraBe (hoH1a UMEIOTCS AJIEKTPOHHBIE IOKYMEHTHI, B HCTOPUYECKOM

CIIpaBKC HaCTCA HX XaPAKTCPHUCTHKAa C YKAa3aHUCM BHIAA JOKYMCHTAIlMH
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(ynpaBieHueckasi, Hay4yHO-TEXHMYECKass W JIp.), MPOrpaMMHO-TEXHUYECKHE
CpENICTBA, HCIIOJIb30BaHHBIE ISl CO3/IaHMs JIOKYMEHTOB, COCTaB M (opmaThl
daiimoB u Apyryio uHdOpMalMIO, KOTOpas TO3BOJUT B  JajbHEUIIEM
OCYIIECTBIISITH IOCTYII K JJAHHBIM, UX KOHBEPTUPOBAHUE (MUTPALIHIO).

B cnyuae BbIsIBIEHUSI HOBBIX JaHHBIX MO UcTOpuu (OHI000pa3zoBatTens U
uctopud (oHIa, B HCTOPUYECKYIO CIPABKY BHOCSTCS HCIIPaBICHUS, OHA
JOTIOJIHSAETCS UM TIEPECOCTABISAETCS.

Uctopuueckas cnpaBka K GOHAY TOIMUCHIBACTCS WCIOIHUTEIEM C
yKa3aHUEM €ro JOJDKHOCTHM M JaThl COCTAaBJIEHUS, PYKOBOJMTEIEM apXuBa
OpraHu3aLyu.

B coorserctBum c¢ 1. 5.6. [IpaBun umcropuyeckas crpaBka K (GOHIY U
JOTIOJIHEHUSI K HEM COCTaBJISIFOTCA B JBYX DK3EMIUISIPAx, OJAUH — XPAHUTCS B JIEJIE
doHa, BTOpOH — Mepenaercs B TOCyJapCTBEHHBIA (MYHUIIUIAIBHBIN) apxuB. B
Clydae €Clld OpraHu3anus HE SBJSIETCA HCTOYHUKOM  KOMILUIEKTOBAHMS,
HWCTOPUYECKAs CIpPaBKa M JIONOJHEHUS K HEW B EOUHCTBEHHOM JK3EMILIIpE

BKJIFOYAIOTCS B Jei10 (poHa.
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5. UCIIOJIbB3OBAHHME JOKYMEHTOB APXVBA OPI"’AHU3 AL

Opeanuszayus UCnOIb308AHUS APXUBHBIX OOKYMEHMO8 — O0esimelbHOCb
opeanuszayul O NpPeodoCmagneHuro 20Cy0apCmeeHHbIM Op2aHAM, OpP2aHaAM
MECMHO20 CAMOYNPAGIeHUs], IOPUOUYECKUM UMY DUIUYECKUM JTUYAM aPXUGHBIX
OOKYMeHmMOo8 OJisl UX U3YYeHUsl, NPOUMEHUS, NPOCMOMPA UTU NPOCTYUUBAHUS.

llonvszosamenv apxueuviMu OOKYMEHMAMU — 20CYOAPCMBEHHbIL OpP2aH,
Op2aH MeCmHO20 CAMOYNpasieHus aubo wpuouieckoe uiu @uauieckoe IuUyo,
oopawarowuecss HaA 3AKOHHBLIX OCHOBAHUAX K APXUBHBIM OOKYMEHmAam Ojis
NOJYYEeHUs U UCNOTIb308AHUS HEOOX0OUMOU UHPOpMAayUlL.

[enpt0 UCMONB30BaHUSI APXUBHBIX JOKYMEHTOB SIBJISIETCS OO€CIeUeHHE
MH(OPMAIIMOHHBIX 3allpOCOB MOJib30Barenen. [l nocTukeHus ITOW Ield B
apXyBE OpraHU3alM{ PENIAIOTCs CICIYIOIME 3aa4u:

— uH(pOpMaIMOHHOE o0ecrieueHre padOTHUKOB OpraHU3allluy;

— HWCIIOJHEHWE 3allpOCOB  IMOJB30BATENEH, B TOM YHCJE 3allPOCOB
COLIMAJTLHO-TIPABOBOI0 XapakTepa B (popMe BbIIaun apXUBHBIX CIIPABOK, APXUBHBIX
BBITIMCOK, apXUBHBIX KOMUM, HH(OOPMAIIMOHHBIX MUCEM, TEMAaTUYECKUX MEPEUHEH,
TEMaTUYECKUX 0030pPOB IOKYMEHTOB;

— BbIJa4a JeJ, JOKYMEHTOB BO BPEMEHHOE MOJIb30BaHUE;
— BbIJIa4a JeJ1, JOKYMEHTOB B YUTAJIbHBIN 3aJ1 apXUBa.

ApXHUB OpraHu3ald MOXET OPraHU30BBIBAaTh UCIIOJIB30BAHUE JOKYMEHTOB
IpU  TMOATOTOBKE HWH()OPMAITMOHHBIX MEPONPHUATHH, BBICTABOK, a TaKKe WUX
nyonukaruto (1. 5.7. IlpaBwin). [lpu noarororke nHMOPMAITMOHHBIX MEPOIPUITHI
COBMECTHO CO CpEICTBAaMU MaccoBOM HH(pOpMaIlMU, TMapTHEpAMH, apXuB
OTpesieNiieT TeMaTHuKy, OObeM M CpPOKU IOJTOTOBKM MaTEpHasiOB; TeMaTHKa U

CPOKH YTBEPXKIAIOTCSI PYKOBOJIUTEIEM OpPraHU3aI1u.
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5.1. cnoniHeHUE 3ampOCOB MOJIb30BaTEIEH

3anpocsl MONIb30BATENEH, MOCTYNAIOUIME B APXUB OpraHU3alli, MOTYT OBITh
COLIMAIILHO-TIPABOBBIMH WJIM TeMaTudeckumi (1. 5.9. [Ipaswui).

B coorBercTBUN ¢ DenepaibHbIM 3aKOHOM OT 22 okTA0pst 2004 r. Ne 125-
®3 «O6 apxuBHoMm jnene B Poccuiickoin ®Denepanun» COMUATHHO-TPABOBHIE
3aIpOCBl — OTO 3alpOChl, CBSI3aHHBIE C COLUMAJIBHOM 3alIATOM Tpa)JIaH,
mpeycMaTpUBaloiell X MeHCHOHHOE 00eCTIeueHne, a TakKe MOMydeHUe JIbTOT U
KOMIIEHCAIIM B COOTBETCTBUU C 3aKOHOAATENILCTBOM Poccuiickoii Penepanuu.
3anpockl COMMATBHO-TTPABOBOTO XapaKTepa UCIIOIHIIOTCS apXUBOM 0€3BO3ME3THO.

TemaTtnueckue 3arpocsbl — 3TO 3aMPOCHI M0 ONPEACICHHON TeME, COOBITHIO,
dakty. Temarnyeckwe 3ampochl TOCYIAPCTBEHHBIX OpPraHOB WM OPraHOB
MECTHOTO CaMOYIpaBJICHUS, CBS3aHHBIC C HCIOJHEHHEM HMHU CBOMX (DYHKIIHA,
apXvB paccMaTpyMBacT B IEPBOOUYEPEIHOM MOPSIAKE B CPOKH, YCTAHOBJIICHHBIC
3aKOHOAATENbCTBOM JIMOO COrJIaCOBaHHBIE C aBTOpaMH 3arpocoB. lMcmomHenue
TaKHX 3aIPOCOB OCYIIECTBIIACTCS HA GE3BO3ME3IHON OCHOBE .

Cpok UCIOIHEHUA 3alpoca COLUAIBHO-IIPABOBOIO XapaKTepa B apXWBE HE
JOJDKEH mpeBbiaTh 30 gHel ¢ MomeHTa peructpanuu 3amnpoca (1. 5.10 Ipasun).
[To pelennto pyKOBOAUTEIS OpraHU3alld WM MHOT'O YIIOJTHOMOYEHHOTO UM JIIla
CPOK HWCIIOJIHEHHsI 3aIIpoca MOXKET OBITH MpojJieH He Ooisee, uem Ha 30 mHEH, C
00s3aTeNIbHBIM yBeJIOMJIEHHEM 00 3TOM 3asiBUTeNsl. OCHOBAHMEM [JIsl MPOJJICHUS
CpOKa MCIIOTHEHUS 3aMpoca, B YaCTHOCTH, MOXKET OBITh HEOOXOITMMOCTh H3yUCHUS
00JbIIOr0 00bEMa apXMBHBIX JOKYMEHTOB, pPa3MEIlEHUE apXWBOXPAHWIUI BHE

OCHOBHOW TEPPUTOPHHU apXHBa, MIPOBEICHUE B apXwBe 0OpaOOTKH JOKYMEHTOB H

Ap.

" McnosiHEeHUE 3aMpOCOB aKIIMOHEPOB aKIMOHEPHBIX OOIIECTB OCYIIECTBIISACTCS B
NOPSIZIKE U CPOKH, YCTaHOBJIEHHbIE DeiepaabHbIM 3aKOHOM OT 26 aexadpst 1995 r.
Ne 208-®3 «O06 akImOHEPHBIX O0IIECTBAXY
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3anpoc monb3oBaTens odopmisercss B NHUCbMEHHOM (Qopme u, B
coorBercTBUU ¢ 1. 5.10. IlpaBun, NOJDKEH  COAEpPKaTh  CIEAYIOLIYIO
MH(}OpMaIHIO:

— HaUMEHOBAHHUE IOPUJIMYECKOrO JMIa — aBTopa 3ampoca (s TpaxiaaH —
dbaMmIumM, UMEHHU, OTYECTBA, TPU HATMYKU MOCIEIHETO);

— TIOYTOBBIM W/WIIM DJIEKTPOHHBIN ajipec, MO KOTOPOMY JOJHKEH OBITh JaH
OTBET;

— TIOJIHOE YKa3aHUWE Ha CBEACHUSA, HWHTEPECYIOLIME ToJib3oBatens (ux
XpOHOJIOTUYECKHE pPAMKH, TeMaTuKa, Jrobasi apyras HHQOpMalus, KOTOPYIO
MOJIb30BATEIb CYUTAET HEOOXOIUMOM yKa3aTh);

— (opmy monydeHus Tmoyib3oBaresieM HHGopManuu (MHOOPMALIMOHHOE
MHUCbMO, APXUBHAsI CHpPaBKa, apXUBHAS BBIMUCKA, ApXUBHAS KOMMUS, TEMATUUECKUN
nepeyeHb, TEMaTUYECKU 0030p TOKYMEHTOB);

— JJaHHbIE JIOKYMEHTA, YJOCTOBEPSIONIET0 JIMYHOCTh (ITOATBEPKIAIOIIETO
MTOJITHOMOYHS MPEJICTABIIATh HHTEPECHI IPYTOro JIUIIA);

— JIMYHYIO TOJIHUCh aBTOpa 3ampoca (TpakJaaHWHA WU JIOJDKHOCTHOTO
JULA);

— JaTy oOpalieHusl.

B cnydae orcyrctBus B 3ampoce TOJIb30BATENsl KaKUX-THOO CBEICHUI,
HEOOXOMMBIX JIJIsl UCIIOJIHEHHUS 3aIIpOCca, OPraHu3allis HampaBiIsieT MOJIb30BaATEIIO
yYBEJIOMJICHHE O HEOOXOMMOCTH MPEOCTABICHUS dTUX CBeleHU. B aToM cirydae
CPOK HCIIOJHEHHUSl 3alpoca HCUUCISETCS C JaThl TMOJY4YEHUS apXUBOM
HEOOXOJIMMBIX CBEACHHUI OT MOJIb30BATEIS.

Jnst  ymoOcTBa TmoONb30BaTeNel PEKOMEHAYETCS B COOTBETCTBUM C
YCTaHOBJICHHBIMU TPeOOBaHUSIMU pa3padoTaTh OJaHK 3ampoca, KOTOPBIA MOXKET
OBITH 3amoJTHEH B OyMa)XHOM BHUJIE WJIM B 3JICKTPOHHOM (opme B BHUjE I1a0JI0HA,
pa3MeLIEHHOr 0 Ha caiiTe opraHu3aluu.

[Tpumep Onanka 3ampoca npuBeneH B nmpuioxenun No 12,
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3anpoc NOKEeH OBbITh 3aperHCTPUPOBAH B TEUEHHE TpeX padodyuX THEH ¢
MoMeHTa noctymiieHus (1. 5.10 IpaBui). Peructpanus 3anpocoB mosib3oBaTeneH,
OTIIPaBKa yBEIOMJICHUH, BBIHECEHUE PE30JIIOLIMHI PYKOBOJUTEIEM OCYILIECTBISETCA
B COOTBETCTBMM C OOIIMMM MpaBUJIaMU JEJONPOU3BOACTBA U PabOTHI C
oOpallleHUsIMU TpaXKJaH B OpraHU3aI1u.

3anpoc, HE OTHOCAIIMKCA K COCTaBy XpaHAUIUMXCS B OpraHu3aluu
JNOKYMEHTOB (HenpouIIbHBIN 3a1poc), NepechLIacTCs BMECTE c
COIPOBOJUTEIBHBIM MHCHMOM 3a MOANUCHIO PYKOBOJIUTEIS B COOTBETCTBYIOILYIO
Opranu3anuio (Ipyroi apxuB, TOCYAapCTBEHHBIM OpraH WM OpraHU3alldi0) B
T€YeHUe 7 JHEW co JHSA peructpauuu 3anpoca. OTHOBPEMEHHO MOJIb30BATEIIO
OTIIPABIISIETCS YBEOMIICHUE O Mepeaipecaliu 3amnpoca.

[Ipu orcyrcTBUM B apXWBE JOKYMEHTOB, HEOOXOJUMBIX IS UCHOIHEHUS
3arpoca, IOJb30BATENI0 HANPaBJISAETCS MHUCbMO-OTBET, B KOTOPOM YKa3bIBAKOTCS
IOPUYUHBL, MO KOTOPHIM 3alpalllBacMble CBEICHUS HE ObUIM BBIABICHBI, H, IO
BO3MOXXHOCTH, MPEAJIAraeTcsi AITOPUTM JTaIbHEHIIEro MoucKa.

Ecin  pgokymMeHTanbHO MOATBEPXAECHBI  (AKThl  YTpaTbl  apXUBHBIX
JOKYMEHTOB, B KOTOPBIX COJEPKAJIUCH 3allpallliBa€MbIe CBEJICHMUS, MOJIb30BATEIIO
HampaBisieTcsl MHUCbMO, B KOTOPOM  YKa3bIBAIOTCS TNPUYUHBI  OTCYTCTBHUS
3anpamuBaeMoil MH(OpMAIMU CO CCBUIKOW Ha Yy4Y€THbIE JOKYMEHTHI apXuBa.
HNudopmaruio o npocMOTpEeHHBIX (GOHIAX U JeNax 1eeco00pa3Ho yKa3bIBaTh HA
BTOPOM HK3EMIUISIPE OTBETA, KOTOPBI OCTAETCSl B apXUBE OPraHU3aAlIUU.

I'padpuueckoe mnpencrasienune mnpouecca 3S.1. «McnonHeHue 3ampocoB
MOJI30BATENE» MPUBEICHO Ha cxeMe 26 nmpuinoxeHus Ne 4.

OTtBeThl Ha 3ampockl (ApXUBHBIE CIIPABKH, APXMBHBIE BBIUCKU U apXUBHBIE
KONUHU) JIODKHBI OBITb  OGOPMIIEHBI B COOTBETCTBUE C TPEOOBaHUIMH,
YCTaHOBJIEHHBIMU B 11. 5.11.-5.14. [IpaBuin).

Oghopmnenue apxusHotl cnpasku
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ApXuWBHasg CIpaBKa — JOKYMEHT, HUMEIONIMN IOPUAWYECKYI0 CHIY U
COJICp)KAIIMK JIOKYMEHTHYI0O HH(OpMallMI0 O TpeaMere 3ampoca. ApXUBHas
CIPaBKa COCTABJISIETCS HA CIIELIMAILHOM OJIaHKEe, C YKa3aHUEM apXHUBHBIX IIU(POB
U HOMEpPOB JIUCTOB E€IWHHI] XPAHEHUS apXMBHBIX JTOKYMEHTOB, HA OCHOBAaHUH
KOTOPBIX OHAa COCTaBjeHAa. ApXHBHas cOpaBka oQopMIIIeTCs MO YCTAHOBJICHHOU
dopme (mpunoxerne Ne 29 [pasuin) ¢ ykazanuem Buna qokymenta «APXNBHAS
CITPABKAW».

ApXMBHBIE COpPaBKM  COCTABJISIIOTCSI HAa  OCHOBAaHMM  JOKYMEHTOB
(MO/UTMHHUKOB M 3aBEPEHHBIX KOMUM), XpaHsIMXci B apxuBe. lcnonb3oBaHue
KOMHUI  JIOKYMEHTOB, BEpPHOCTh KOTOPBIX HE 3aCBUJICTEIIbCTBOBAHA, HO
OTHOCAIIMXCSA K TPEAMETY 3ampoca, OrOBapUBAETCS B TEKCTE CIPAaBKHU
(«He3aBepeHHast komus»). [Ipu OTCYTCTBHMU B apXuBe JOKYMEHTOB IO MPEIAMETY
3ampoca apxvBHasg CIpaBKa MOXKET OBbITh BbIJIaHA IO XPAHSIIMMCS B apXHBE
NeYaTHbIM MaTepuajiaM, OTHOCSIIUMCS K MpeIMeTy oOpaileHHs, ¢ TOYHBIM U
MOJIHBIM YKa3aHHEM UCTOYHHUKA.

B cmnpaBke mnpuBOAATCS Ha3BaHWS, OaTbl W HOMEpPAa JOKYMEHTOB, H
U3JIaraloTCsl CBEJICHMS, UMEIOIIMECS B JOKYMEHTAaX M OTHOCSIIMECS K MPEIMETy
3anpoca. M3inoxeHne maercs B XpOHOJIOTHYSCKOM MOCIeI0BaTeIBHOCTH COOBITHH,
a HE JOKYMEHTOB, B KOTOpBIX OHHM oOcCBemarorcs. JlomyckaeTcs NPUBOJIUTH B
CIIpaBKE BBIICPKKMA K3 JOKYMEHTOB, 3aKitodas MX B KaBbluku. HazBanus
OpraHu3anuMii B TEKCTE€ CHOPaBKU TMPU TMEPBOM YINOTPEOJECHUH MPUBOASTCS
MOJIHOCThIO, @ B CKOOKaXx — WX O(QUIHATHLHO TPHUHITHIC COKPAIICHUS; IPHU
MOBTOPHBIX YIIOMUHAHUSX — TOJIBKO COKpAIllCHHBIE.

HecoBnanenue oTaenpbHBIX CBEAECHUN/TaHHBIX JOKYMEHTOB CO CBEICHUSIMH,
U3JIO)KEHHBIMU B 3alpoce, HE SIBIIAETCS MPEMSTCTBUEM JIsI BKIIOUECHUS UX B
ApXMBHYIO CIPABKY, €CJIM COBIIaJICHUE BCEX OCTAJbHBIX CBEJCHHUI HE BBI3BIBACT
COMHEHUM B TOXJECTBEHHOCTH JMIA WM (DAKTOB, O KOTOPHIX TOBOPUTCS B

JIOKYMEHTAaX.
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B apxuBHOI1 cripaBKe CBEIAEHUS BOCIIPOU3BOIATCS TaK, KAK OHU M3JI0KEHBI B
JOKYMEHTAX, a PacXOXJECHHUSI, HECOBMAJCHUS U HETOYHBIE HA3BaHUs, OTCYTCTBUE
MMEHH, OTYECTBA, UHUIIMAJIOB WM HAJIMYKE TOJHLKO OJHOTO M3 HUX JIOJKHBI OBIThH
OTOBOpPEHBI B TEKCTE CIPAaBKU B CKOOKAaX: «TaK B JIOKYMEHTE», «TaK B TEKCTE
OpUTHHAIAY.

[To TekcTy apxXWBHOW CHpaBKU B KauyeCTBE MPUMEUAHUNA MOTYT OBITh
OTOBOPEHBI ~ HEPA30OPUMBO  HAMMCAHHBIE, UCIpaBJIECHHbIE  aBTOPOM, HE
MOJAIA0IIMECS TPOYTEHUIO BCIIECJCTBUE MOBPEKIEHUS TeKcTa opuruHana: «Tak B
TEKCTe OpUruHana», «B Tekcre HepazoopUnuBOY.

B apxuBHOI crnpaBke DOJDKHBI OBITH MPHUBEACHBI APXUBHBIC MHQPPHI U
HOMEpA JINCTOB €IMHULL XPAHEHUS, UCIIOIb30BABIINXCS JJISI €€ COCTABJICHUS.

Cenenus, UMEIOIIKMECS B apXuBE IO 3ampocy o padore u (uwiu) yuebe B
HECKOJIbKMX OpraHu3alusax, Kacarollhecsl OJHOr0 JIWIA, BKJIIOYAIOTCA B OJHY
aApXMBHYIO CIIPABKY.

B TekcTe apXuBHOI CIpaBKHM HE JOMYCKAIOTCS W3MEHEHUS, MCIPABICHUS,
CYMMHUPOBaHHE JAaHHBIX, KOMMEHTApUH, COOCTBEHHBIC BBIBOABI HCIOIHHUTEINS IO
COJICPKAHUIO JOKYMEHTOB, Ha OCHOBAaHMHM KOTOPBIX COCTaBJI€HA apXUBHas
CIpaBKa.

[ToguucTky ¥ TOMapKU B apXUBHBIX CITPaBKax HE JOMYCKAarOTCs.

ApXuBHasi CHOpaBKa COCTABISICTCS PAOOTHUKOM apXWBa OpTraHU3aIlUH,
NOAMUCHIBAETCA PYKOBOAUTEIEM OPraHU3aldHd WM WHBIM YIOJIHOMOYEHHBIM MM
JOJKHOCTHBIM JIMIIOM U 3aBEPSIETCA MeYaThl0 OPraHu3allui.

O6pazer; ohopmiieHHsI ApXUBHOM CHpaBKyU MpUBEACH B pusioxkenun Ne 13.
Ogopmnenue apxueHotl 8bINUCKU

ApXI/IBHaH BBIIIUCKA — JOKYMCHT, AOOCJIIOBHO BOCHpOI/ISBOI[HH_[I/Iﬁ qaCTb

TEKCTa apXMBHOI'O JOKYMEHTA, OTHOCALIYIOCS K ONPEETIeHHbIM (DaKTy, COOBITHIO,
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Uiy, ApXyUBHas BBIIIMCKA COCTABIISICTCS Ha CIEIUMAbHOM OJIaHKE, C yKa3aHHUEeM
apXUBHOTO IMU(}pa 1 HOMEPOB JUCTOB €UHUIIBI XPAHCHUS.

Ha Onanke o0o3Hauaercs Takxke Ha3BaHHe BUaa nokymeHTa: «APXVMBHAS
BBITTCKAY.

B apxuBHOI1 BBINMCKE HA3BAaHUE APXMBHOIO JIOKYMEHTA, €r0 HOMEpP W Jara
BOCITPOU3BOJISTCS MMOJHOCTBIO.

Brinmucka mpou3BOAUTCS TOJNBKO W3 apXUBHOTO JOKYMEHTa, B KOTOPOM
COJICP)KUTCST HECKOJBKO OTHAENbHBIX, HE CBSI3aHHBIX MEXAY COOOM BOMPOCOB.
Brinucka gobkHa  BOCHPOM3BOAUTH  MOJHBIA TEKCT YacTh JOKYMEHTA,
OTHOCHIIIENCS K 3anmpocy. M3BieueHnem 13 TeKCTa apXUBHOIO JOKYMEHTA JIOJKHBI
OBITH MCUEPIIAaHbI BCE UMEIOIITUECS JaHHBIC 110 3anmpocy. Hauamo u KoHel Kaxoro
W3BJICUCHUS, A TAKXKE€ IMPOMYCKU OTIEIbHBIX CJIOB B TEKCTE€ JOKYMEHTa
0003HA4Yar0TCS MHOTOTOYHEM.

B apxuBHOIl BBIMMCKE JOJDKHBI OBITH CJAETaHBI COOTBETCTBYIOIIHE
MIPUMEUAHUS U OTOBOPEHBI YACTU TEKCTa OpUTHHAJA, HEPA30OPUUBO HATMCAHHBIE,
HCIIPABJICHHBIC aBTOPOM, HE MOJJIAIOIIMECS MPOYTEHUIO BCISICTBHE TOBPEKICHUS
TeKCTa W ApyruM mnpuyuHaMm. OTAeNbHBIE CJIOBA W BBIPAXKEHUSI JTOKYMEHTAa,
BBI3BIBAIOIIME COMHEHUS B WX TOYHOCTH, a TaKXe HCHpPaBJICHHUS, MOIYMCTKH,
BBI3BIBAIOIIIME COMHEHHME B HX JOCTOBEPHOCTH, oOromapuBawTcs: «Tak B
TOKyMeHTe», «B Texcre HepazoopunBo» uinm « Tak B TEKCTE OpUTHHATIAY.

[Tocne TekcTa apXUBHOM BBITIMCKU YKA3bIBAKOTCSl ApXUBHBINA MIUQP U HOMEpa
JIMCTOB €IMHUILIBI XPAHECHHUS.

[Ipu odopmMiaeHHH MHOTOCTPAHUYHBIX BBIIIUCOK BCE JIMCTHI BBITHUCKH
HYMEPYIOTCS U 3aBEPSIOTCS, apXUBHBIA MIHU(P yKa3bIBAETCA HA 000POTE KAXKIOTrO
JIACTA.

ApXUBHasi BBINIUCKA COCTABJISIETCS PAaOOTHUKOM apxXwBa OpraHu3aluu,
MOJAMUCKHIBAETCS PYKOBOAUTENEM OPraHu3allui WM WHBIM YIOJTHOMOYEHHBIM UM

JOJDKHOCTHBIM JIMIIOM H 3aBCPACTCA IICYATbIO OpraHu3alim.
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O6pazer; ohopmiieHHs] ApXUBHOM BBIMKCKU MPUBEACH B MpriioxeHun Ne 14.

Oghopmnenue apxusHot Konuu

ApXuBHasi KOMHS — JOCIOBHO BOCIPOM3BOASAIIAS TEKCT WJIM U300paKeHUE
ApPXMBHOTO JIOKYMEHTA KOMUS C YKa3aHWEM apXUBHOIO HiM(pa 1 HOMEPOB JIUCTOB
€IUHULIbI XpAHEHUS, 3aBEPEHHAs! B YCTAHOBIICHHOM MOPSIIKE.

KonupoBanne  JOKYMEHTOB  apXvMBa  OpraHuM3allud 1O  3ampocam
MOJIb30BaTENE MPOU3BOAMUTCS IO PEIICHUI0 PYKOBOAUTENS OPraHu3aldd WIH
MHOTO YIOJIHOMOYEHHOT'O0 UM JIOJKHOCTHOTO JIUIIA.

Konuu n0KkyMeHTOB mepechuiatoTcs B aApec TOW OpraHu3alvu, Mo 3arnpocy
KOTOPOI OHU M3TOTOBJICHBI, MJIM BBIIAIOTCS MOJI30BATENIO MO/ JUYHYIO MOAMKCH
(m. 5.18 IIpaBun).

Bce nucthl komuu AOKHBI OBITH MPOHYMEpOBaHbl. Ha apXMBHBIX KOMHUSIX,
BKJIIOYAst KOTIHMH apXUBHBIX JIEKTPOHHBIX JOKYMEHTOB Ha OyMa)KHOM HOCHUTENIE, Ha
000pOTE KaXKIOT0 JIMCTA KOMUU, TPOCTABJISIIOTCS apXUBHBIE MTU(PHI TOKYMEHTOB C
yKa3aHUEM JIMCTOB €UHUIIbI XpaHEHHUS, 2 HA 000POTE MOCIEAHETO JTUCTA KOITUU —

OTMCTKA O 3aBCPCHUMN KOIIMU U IICUATh OpraHMn3aluu.

Buvioaua apxuenvix cnpagok, apxuHbIX bINUCOK, APXUBHBIX KONUL, 0MEemos

Ha memamuyecKue 3anpocsl NOJb306aMENAM

B coorBercTBum ¢ n. 5.8 [IpaBun apxuB OpraHu3aludy JOJDKEH BECTH YYET
WCIOJIb30BaHUsl IOKYMEHTOB, B TOM YMCJI€ BBIJIa4d JIOKYMEHTOB W JEJ, BbIJauu
ApXMBHBIX CIPABOK, BBINUCOK, KOMUN JTOKYMEHTOB. OTBETbI Ha 3ampOChI
PETUCTPUPYIOTCS B apXWMBE OpraHU3alluyd B JKypHaje PETUCTPALMHU BbIIAHHBIX
KOIIH, BBIIMUCOK, CIIPABOK, TEMAaTUYECKUX MAaTEPUAIIOB.

[ToaroroBieHHbIE apXUBOM OPTraHU3AlMK OTBETHl HAa 3aMpOChl (APXUBHBIC
CIIpaBKH, apXWBHBIC BHIMTUCKU U apXWBHBIC KOIMHH) HAMPABISIOTCS 3asBUTEISIM C

COIMPOBOAUTCIbHBIM IMHCHbMOM II0 ITOYTC HMJIM BBIAANOTCA IIOA JIMYHYIO ITIOAIIMCH:
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3asIBUTENIO — MPHU MPEAbABICHUH JTOKYMEHTa, YIOCTOBEPSIOLIEr0 JTUYHOCTh, €ro
IPEJCTABUTEISAM - IPU NMPEABABICHUHN JOKYMEHTA, YAOCTOBEPSIOIIErO IMUYHOCTD U
JIOBEPEHHOCTH, O(OpPMJIIEHHOW B YyCTaHOBIEHHOM mopsake (1. 5.15 Ilpasuin).
ConpoBoauTeNbHbIE MUCbMa OTBETAaM Ha 3allpOChl PETUCTPUPYIOTCS B OOLIEM
NOPSIJIKE BEICHUS 1€TIONPON3BO/ICTRA.

[lo 3ampocy mosb30BaTeieii apXuBHbBIE CIPABKU, APXUBHBIC BBITUCKU U
apXUBHBIE KOIWU BBIJAIOTCA B JJIGKTPOHHOM BHUJIE€ HA 3JIEKTPOHHOM HOCHTENE
a0 mepechlIaloTcsl MO HH(OPMALMOHHO-TEJICKOMMYHUKAIIMOHHBIM CETSIM B
dbopMe DIEKTPOHHBIX JOKYMEHTOB. OJEKTPOHHbIE JOKYMEHTBI 3aBEpSIOTCS
ANEKTPOHHOM  TOJAMNHUCHID  PYKOBOJWUTENS  OpraHu3allil WM HHOTO
YITOJIHOMOYEHHOT'O UM JOJKHOCTHOTO juia (1. 5.12. - 5.14. IlpaBw).

HcnonHenHple 3ampockl MOTyT (OpPMUPOBATHCA B Jeja: pa3fenbHO IS
IOPUINYECKUX U (U3MUECKHX JIML, IO BHJaM 3alpoCOB — TEMaTUYECKUE,
coluanbHO-IIpaBoBbie. Bo3aMoxkHO (hopMHUpOBaHME J€] B Mpeieaax 0JHOI0 roja mno

MOPSIKY HOMEPOB 3aIIPOCOB.

Bvioaua ookymenmos 60 epemennoe noiv3oeanue u uzvbamue OOKyMeHmos

B coorBerctBun ¢ 1. 2.46 [IpaBui JOKYMEHTBI MOTYT BBIJABATHCS BO
BPEMEHHOE TMOJb30BaHWE. Bblgaua OKYMEHTOB BO BPEMEHHOE IOJIb30BAHHE
OCYILIECTBIISIETCS] HA OCHOBAaHUU 3aIpoca U 0(popMIIsieTCsl akTaMu O BblFaue JeN BO
BPEMEHHOE I10JIb30BaHMe U UX Bo3Bpate (mpuiioxxkenue Ne 10 Ipasui).

B cnywae 3ampoca Biagenbla WM €r0 POACTBEHHHKOB Ha BbLAAUYY
HOJUIMHHBIX JINYHBIX JOKYMEHTOB O I'PaKIAHCKOM COCTOSTHMHM, 00 0oOpa3oBaHUH,
TPYAOBBIX KHW)XEK, HE MOJYYEHHBIX B CBOE BPEMs BIIAJEIBLIEM JTOKYMEHTOB, C
pa3pelieHns] pyKOBOJIUTENS OPraHU3aluy JIMYHbIE JOKYMEHTHI U3bIMAOTCS U3 J1ET
Y BBIJAIOTCA 3asBUTEIIO WM €r0 3aKOHHOMY MPECTAaBUTENIO MPU HATMYUU Y HETO
yIOCTOBEPAIOIINX  TMOJHOMOYHUS  JOKYMEHTOB  MOJ JIMYHYKD  MOJINHKCH

(. 5.17 IpaBun) (Ha cxeme 27 npumnoxxenus Ne 4).
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Ha wu3pIMaemMbie JOKYMEHTBHI COCTaBIISIETCS akKT (110 aHAJOTHH C aKTOM O
BbIJIaue JIeJT BO BpeMeHHOE MoJib3oBaHue). C M3bIMaeMbIX JOKYMEHTOB B apXHBE
OpPTraHW3aIlid W3rOTABJIIMBAIOTCS KOMHH APXHWBHBIX JOKYMEHTOB (CM. MOPSAOK
oopMIICHUST ApXUBHOM KOIMHUH), KOTOPBIE BKIFOYAIOTCS B JIEJI0 B3aMEH BBIJIAHHBIX
ApPXUBHBIX JOKYMEHTOB. M3bATHE TOKYMEHTOB, a Tak)Ke 3aMEHa WX KOIHUSIMHU
OTpPaXXarOTCA BO BHYTPEHHUX OIUCAX JIEJ, B JIMCTAX-3aBEPUTEIAX JI€T, B OIMUCAX
(rogoBBIX pazaenax omnuceit) nen B rpade «lIpumeuanue» co ccbUIKamMu Ha
COOTBETCTBYIOIIME aKThl. [Ipm HEOOXOMMMOCTH COCTABISIOTCS HOBAask WUTOTOBas
3alMCh K BHYTPEHHEH ONMWCH W JIMCT-3aBEpUTENIb Jefia (B JIMCT-3aBEPUTEIH
BHOCHUTCS HMH(pOpManus O HANMEHOBAHWHM JOKYMEHTa(OB) M HOMEpa JUCTOB,

KOTOPBIC 3aMCHCHBI KOHI/ISIMI/I).

5.2. UadopmarinonHoe obecrneueHre pabOTHUKOB OPraHU3aI[uu

Nudopmarmonnoe obOecrnieueHue PabOTHUKOB OopraHu3anuu
OCYILIECTBJISIETCSl apXUBOM OpraHM3allMM B COOTBETCTBUU C YCTaHOBJICHHBIM
TOPSIIKOM, KOTOPBIN 3aKPETUISIETCS B JIOKATBHBIX HOPMATHUBHBIX aKTaX.

HcnonHenne 3ampocoB pPYKOBOIUTEIEH OpraHu3allid U CTPYKTYPHBIX
NoJIpa3eIeHUI OCYIIECTBISIETCS apXUBOM B COOTBETCTBHM C TEMAaTHKOM 3ampoca
B (QopMme HH(MOPMAIMOHHOTO MHCbMa WM CHOPaBKM O HaJMYUd B apXuBe
COOTBETCTBYIOLIIMX JTOKYMEHTOB, a TaKXe B (pOpMeE MepeuHs 3aroJIOBKOB €N WU
JOKYMEHTOB 110 ONPEIEIEHHON TEMAaTUKE WM 110 BUJIaM JIOKYMEHTOB C YKa3aHUEM
JaT U JPYTruX MOMCKOBBIX JaHHBIX. B HEOOXOAMMBIX ciydasX JaroTCsl aHHOTALUH.

Taxke nHpOpMaMOHHOE OOECTIEUeHUE MOXKET MPOU3BOAUTHCS B (opMme
TEMaTUYeCKOH NOM0OpKM Komuid JokyMmMeHTOB. Komuum pacnomaratorcss B
JIOTMYECKON TOCIIE0BATENbHOCTH; K MOAOOPKE KONUM MPUIIAraeTcs THUTYJIbHBIN
JUCT, a TaKKe NMPH HEOOXOIMMOCTU MCTOPUYECKasi CIpaBKa, MEPEeYeHb U ApYrue

MaTepUaJIbL.
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HcnonHenne 3ampocoB paOOTHUKOB OpTraHHM3AIMK OCYIIECTBISICTCS Ha
OCHOBAaHMM BHYTPEHHErO 3arpoca (3asBICHUS) WM CiayxeOHoM 3amucku. [lpu
oopmileHUN JOKYMEHTOB PEKOMEHIYETCSl COOI0IaTh T e TPeOOBaHMsI, UTO U K
BHEITHEMY 3aIlpoCy TMOJIb30BATENsI B OTHOIICHUH 3alpallliBaeMbIX CBEIACHUH (CM.
paznmen. 5.1. Meroguueckux pexkomenpanuii). Ilepeuenb, MHCbMO, CHOpPaBKa,
NpeHa3HAUYCHHbBIC [IJIS1 UCIOJb30BAHUSI BHYTPU OpraHU3allid, MOJMUCHIBAIOTCA
PYKOBOJMTEJIEM apXHBa.

Nudopmarmmonnoe obecrieueHne paOOTHUKOB  OpraHU3AIMM  MOXKET
OCYILIECTBISITHCSI TaKXKe IyTEM pa3MEIICHHUS SJCKTPOHHBIX KOMUN JOKYMEHTOB
apxuBa, cPOPMUPOBAHHBIX M YYUTHIBAEMBIX B KadecTBE (DOHJA TOJIH30BAHUS WIIH
€ro 4Yactu, B WH(POPMAIMOHHO-KOMMYHUKAIIMOHHOW CETH - M OpraHu3aluu
ABTOPU30BAHHOIO JOCTyNa K HUM paOOTHUKOB opranu3auuu (1. 5.7. IIpaBwi).
JlocTyn pyKOBOJCTBA M COTPYIHHUKOB OpraHU3allUd K DJICKTPOHHBIM KOIHUSIM
JIOKYMEHTOB apXWBa MpU HAJIUYUU UHPOPMAIMOHHONW CHUCTEMBI OCYILECTBIISIETCS
HEMOCPEJICTBEHHO C paboyux MeCT COTPYAHMKOB B  COOTBETCTBHH C
YCTaHOBJICHHBIMU TPUKA30M PYKOBOAMTENSI OpraHU3allMy TMpaBaMHu JIOCTyIa K
JOKYMEHTaM.

ApXUB OpraHu3allUd MOXET TPEJOCTABIATh JJICKTPOHHBIC  KOMHUU
JOKYMEHTOB ITyTeM TEPECHIIKH 3JIEKTPOHHBIX KOIMHMHA JOKYMEHTOB IO JIOKAJTLHOM
CETH OpraHu3aiuu. B 3TOM cirydae BeJeTCs AJIeKTPOHHBIN KypHAI ydeTa BbIIaun
AJIEKTPOHHBIX JOKYMEHTOB W3 apXvBa, B KOTOPOM (PUKCHpyeTCs gaTa BbLIAyH,
dbamMunus, WHUIMATIBl  3aMpPOCHBIIETO JOKYMEHT COTPYAHHKA, Ha3BaHHE
CTPYKTYpHOTO  TIOApA3/ACNICHUs, apXWUBHBIM IH(p CIUHUIBI  XPAHCHUS,

HaMMCHOBAHUC JOKYMCHTA, €I'0 JJaTa U HOMCP.

5.3. Beiraua 1OKyMEHTOB AJi1 pabOThl B UUTATLHOM 3aJI€ apXUBa OpraHU3alNH

B cootBercTBuu ¢ 1. 5.19 [lpaBuin B 1enax co3qaHusi yCJIOBUN i pabOTHI

MOJIb30BaTecH HCIIOCPCACTBCHHO B APXHMBC OpraHu3alliid MOXKCT BbIACIIATHCA
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nomeleHre (YUTaIbHBIA, MPOCMOTPOBBIN 3aj1) ISl 03HAKOMJICHUS C JJOKYMEHTaMHU
apxvBa, 00OpPYIOBaHHOE COOTBETCTBYIOIIUMU TEXHUYCCKUMHU CPEACTBAMH ISl
paboThI C JOKYMEHTaMH.

Pacniopsimok  paGoThl YHMTANIBHOrO 3ajla YCTaHABIMBAET PYKOBOIUTEIh
OpraHU3aIn Y.

I[Ipu orcyrcTBUM B apXWBE€ OpPraHU3AMH CIEUHAIBLHO BBIJICICHHOTIO
nomenieHuss  pabora  TMOJIb30BaTelIe ¢ JIOKYMEHTaMHM  MPOU3BOJUTCS
HEMOCPEACTBEHHO B pabouyumx KOMHaTax apxuBa. JIOKyMEHTHI sl PaOOThI
MOJIb30BaTEIsIM BHE TOMEIICHUS apXWBa OpraHu3anuu 0e3 oopmiieHHs] akTa o
BbIJIaY€ JIEJI, JOKYMEHTOB BO BPEMEHHOE MOJIb30BAHUE HE BBITAKOTCS.

Pazpemierne Ha paboTy B TIOMENIEHWHM apxXuBa OpraHuU3allud JaeT
PYKOBOJIUTEH OpraHu3anuu. Paspemnienre Ha paboTy B YUTAITHHOM 3aJi€ TaeTCs Ha
HEOOXOAUMBIN TIOB30BATENII0 CPOK, HO, KaKk IIpaBWjio, Ha 1 roma co mJHsA
opopmiieHus. Ilpn HEOOXOIMMOCTH TMPOJUICHUS CPOK COTJIACOBBIBACTCS C
PYKOBOAUTEIEM apXHBa OpraHu3alyu (JTUIOM, OTBETCTBEHHBIM 3a apXUB).

[Tosb30BaTeNM JOMYCKAOTCS B YUTAJIBHBIN 3a]1 HA OCHOBAHUM:

— JIMYHOTO 3asiBJICHHS, B KOTOPOM YKa3bIBAtOTCS (pamMuiIusi, UMs, OTUYECTBO
MOJIb30BATENSA, JOJDKHOCTh, HAy4HOE 3BAaHME, Y4€Has CTElEeHb, TeMa U
XPOHOJIOTUYECKUE PAMKH UCCIIECOBAHUS;

— MKUChbMa OPraHMW3alluy, HAMPABUBILEH MOJIb30BATEIEH, BEAYIINX HAYYHYIO
paboTy B COOTBETCTBUM C IUIAHOM HAay4YHBIX paOOT JaHHOW OpraHu3allid WA
BBITIOJIHSIIOIIUE CITYKEOHBIC 3a]aHNS;

— CIY)KEOHOT'0 yJIOCTOBEPEHHUS COTPYIHUKA IAaHHOW OpraHu3alluu.

B mensx coOmromeHus mopsaka pabOThI TOJNB30BATENCH C apXUBHBIMU
JOKYMEHTaMH  IIeJIeco00pa3Ho  pa3paboTarh HMHCTPYKIUIO, TMaMATKY IS
MOCETUTEJIEH YUTAIbHOTO 3as1a. B Hell MoXeT ObITh OTpaxkeHa HH(OpMAaLIHSL:

— 00 OTBETCTBEHHOCTH TIOJIb30BATENISI 3a COXPAHHOCTb  aPXUBHBIX

JIOKYMEHTOB;
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— 0 pekUMe padOThl YUTAILHOTO 3aJ1a;

— 0 mopsiake paboThl C apXWMBHBIMU JIOKYMEHTAMU U 3aloJIHEHHH (HopM
JIOKYMEHTOB, TOJTBEPKIAIONINX MpeObIBaHUE B YWUTAJIBLHOM 3ajie U padboTy
MOJIb30BATENSl C APXUBHBIMU JIOKYMEHTaMU;

— 0 HeoOXoauMocTH OQOpPMIICHUSI CCHUIOK Ha JOKYMEHTHI TpU HX
UCIIOJIb30BAHUH.

Ha kaxpaoro mosp3oBareliss B YUTAIbHOM 3aJie apXHBa, KpOME pabOTHUKOB
OopraHu3aluy, 3aBOIUTCS KapTouka (cM. mnpuioxkenwe Ne 15). Ha kaprouke
yKa3bIBAIOTCS (pamMuinsi, UMs, OTYECTBO IOJIb30OBATENsl apXWBa, MECTO PabOTHI
(yueObl) U JOKHOCTb, 1LI€Jb MCIOJIb30BAaHUSL JOKYMEHTOB, KOHTAKTHbIC JaHHBIC
(mpy HEOOXOAMMOCTH BO3MOXXHO BKJIIOYEHHE JIOTIOJHHUTEIBHBIX CBEIACHHHM O
nose3oBarene). [lociae o03HaKOMIIEHUS TIONB30BATENll C PEKUMOM PabOTHI
YUTAJILHOTO 3aja, MOPSAKOM pabOThl C apXMBHBIMH JOKYMEHTAMHU Ha KapTOUKE
CTaBUTCS TONNMUCH TMoib3oBaTensd. Kaprouku ¢GopMupYIOTCS B KapTOTEKY
MOJIb30BaTeNIell YUTAIBHOIO 3aJ1a B aJi()aBUTHOM IMOPSJIKE.

[Tpu HEOOXOAUMOCTH BEACTCS KYpHAII yueTa MOCEHICHU YUTATLHOTO 3aia.

Ha xaxxnyto BbjaBaeMyro W3 apXUBOXPAHWIMINA B YUTAIBHBIN 31 €IUHUILY
XpaHEHUs BEIETCA JIUCT MCIHOJIb30BaHUS JOKYMEHTOB (1. 2.47 IlpaBun wu
npuwioxkenne Ne 9 IlpaBui). Jluct ucnonb3oBaHUs BKJIIOYAET CBEIAEHUS 00
OpraHuzaluy, 0 Homepe (poHAa, ONMUCH U JIeNe, COACPKUT HUH(POPMAIMIO O JaTe
UCIOJIb30BaHMs, BKIIIOYAaeT MHPOpMALMI0O O (paMUIMM U WUMEHHU IMOJIb30BaTEels,
yKa3plBa€T Ha 1EJb UCIOJIb30BaHMUS, YyKa3aHUE Ha HOMEpa CTpaHUIl
HCIIOJIb30BAaHHBIX JOKYMEHTOB U COAEPKUT MOANKMCH MHojb3oBarens. Jlucr
UCITOJIb30BAHMS J€N1a 3aIIOIHAETCS MOJIb30BaTEIEM CAMOCTOS TENIBHO.

I'paduueckoe onucanue npornecca 5.3. «Boimaua 10KkyMeHTOB jis1 pabOThI B
YUTAJIbHOM 3aJI€ apXMBa OPraHU3alllN» MPEJCTABICHO Ha CXeMe 28 MPUIIOKECHHS

No 4.
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[Tonb3oBaTenu,  Beaymue  HaydyHylo  paboOTy, TpH  TMOATOTOBKE
JOKYMEHTAJIbHBIX ~ MYOJMKallUid C  HUCIOJIb30BAaHUEM  JIOKYMEHTOB  apXHBa
opraHu3aliuy 00s13aHbl Je/iaTh CChUIKM HA UCIOJIb3YEMbIC apXUBHBIC JTOKYMEHTHI.

CchlIKH Ha APXHUBHBIC TOKYMCHTEI MOT'YT COACPKATh CICAYIOIIUC 3JICMCHTLI:

v 12
3arojIoBOK OmoOnnorpaduueckon 3amucu
— OCHOBHOE 3arjlaBie JJOKYMEHTa;

— CBEJICHUSI, OTHOCSIIIMECS K 3arJIaBHIO;

— CBeJIeHUs 00 OTBETCTBEHHOCTH;

MTOVICKOBBIC JTAHHBIC IOKYMEHTA,;

— CBEJICHHS O MECTOMOJIOKEHUH 00HEKTa CChUIKH B IOKYMEHTE;

— CBEJICHUS O Jelie (CAMHHIC XPaHEHUS ), B KOTOPOM XPAaHUTCS JOKYMEHT —
00BEKT CCHIIKU,

— NpUMEYaHus, HalpuMeD:

Ipuka3z «O6 ygonvuenuu compyonurxosy 28.10.2013 Ne 26-11Y. OOO
«Pomawxa» @. JI-53. On. 3. J]. 148.

[Topsnok 3anucu 6udamorpaduueckux onucanuii onpeaened OCT P 7.0.5-
2008 «bubmuorpaduueckas ccbuika. OOmme TpeOoBaHUMA U MpaBUia

COCTaBJICHUSD).

? B coorBerctBun ¢ ['OCT 7.76-96 «CHUBU/]. KommiekToBanue ¢HoHaa
nokymeHToB. bubnuorpaduposanue. Karanoruzamusa. TepMuHbl 1 onpenencHus»,
n. 5.1. «... 3arosoBok OubiMorpaduueckol 3amucu MOXKET COJepKaTh

HAaUMEHOBAaHUE OPraHU3allMK, HA3BaHHME CTPaHbl U 0003HAUYECHHUE BUAA JOKYMEHTa

(3aroioBok (opMbl), YHUDUIIMPOBAHHOE 3aTJIaBUE WU APYTHUE CBEIACHU.
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6. IIEPEJJAYA JIEJI U3 APXVBA OPI"’AHU3 AL

6.1. Hepez:aqa ACJI Ha ITOCTOAHHOC XPAHCHHUC B FOCYI[apCTBGHHBIﬁ

(MyHULIMTTAJIbHBIN) apXUB

Ilepenaya JOKYMEHTOB OpraHM3alMd Ha XPaHEHHWE B TOCYIAPCTBEHHBIN
(MyHULMIIATBHBIN)  apXWB - KOMIUIEKC TMPOUEAYpP, HMEIOIUX  LEJbI0
KOMIUJIEKTOBAaHUE TOCYIAPCTBEHHBIX M MYHULHIAJIBHBIX aPXUBOB JIOKYMEHTaMU
ApxusHoro ¢ponaa Poccuiickoit denepannn, ocyiecTBIsIEMbIX B COOTBETCTBUU C
IIJJAHOM WMJIM B YCTAHOBJIEHHBIE IOTOBOPOM CPOKHU.

I'ocynapcTBeHHblE (MYHHMLIMIIAJIbHBIE) apXWBbl NPUHUMAIOT HA XpaHEHHE
JOKYMEHTBl TIOCTOSSHHOTO CPOKAa XpAaHEHWs OpraHu3aluuid — HCTOYHUKOB
KOMIUIEKTOBaHUS, a TaKXe JOKYMEHTBl II0 JMYHOMY COCTaBy B Clydae
JVKBUJIALIMH 3TUX OpraHu3aIuil.

JIOKYMEHTBI TOCTOSIHHOI'O XpaHEHMs, OOpa3oBaBIIMECS B JIE€SATEIbHOCTH
OpraHu3alui, He SBJIAIOIIMXCA UCTOYHUKAMU KOMILJIEKTOBAaHUS TOCYIapCTBEHHBIX
(MyHUUMIIATBHBIX) apXMBOB, MOTYT IM€pelaBaThCi B  TOCYJAapCTBEHHbBIC
(MyHULIMIIAJbHBIE) apXUBbl HAa OCHOBAHHMM JOTOBOPOB C COOCTBEHHHKAMHU WJIH
BIaeNbIIaMU IOKYMEHTOB (11. 6.2. [TpaBui).

Ilepenaya JOKYMEHTOB OpraHHM3alMd HAa XPaHEHHWE B TOCYIAPCTBEHHBIN
(MyHULIMIIAJIBHBIN) apXUB OCYILECTBISETCS:

— B IUIAHOBOM TOPS/JIKE;

— JIOCPOYHO — IPHU OTCYTCTBUU HEOOXOAMMBIX YCIOBHH IJIsi 0O0€CHEeYEeHUS
COXPaHHOCTU JOKyMEHTOB ApxuBHOro ¢onma Poccuiickoit ®Dexpeparuu, Mpu
yrpo3e yTpaThl (YHUUTOXKEHUS) JOKYMEHTOB, a TaKXe 110 IPOchOe OpraHu3aluu Ha
OCHOBAHMHM JOrOBOpa € TOCYJAapCTBEHHbIM (MYHULMOAIbHBIM) apXHUBOM

(m. 6.5. TIpaBumn).
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[Iponecc mepemaun JOKYMEHTOB  OpraHM3alli Ha  XpaHEHUE B
rOCY/IapCTBEHHBIN (MYHHUIIMTIATBHBINA) apXUB BKIIIOYACT:

— ONpPEACTICHUE CpOKa Iepelaud JOKYMEHTOB B TOCYAapCTBEHHBIN
(MyHULMIIATBHBIN) apXUB;

— NOATOTOBKY  JOKYMEHTOB K  Meperade B TOCYAapCTBEHHbIN
(MyHULIMIIATBHBIN) apXUB;

— mepeady JOKYMEHTOB B TOCYAapCTBEHHBIN (MYHUIIMTIAIBHBIN) apXUB.

Cpok nepejaum T0KyMEHTOB B FTOCYAapCTBEHHBIN (MyHUIUIIAIbHbBIN) apXUB
ONPENENSAETCS C YUETOM CPOKOB BPEMEHHOI'O XPaHEHUs JOKYMEHTOB APXUBHOIO
donna Poccuiickoit depepanu B apXuBaxX OpraHu3aldii 70 Tepeadyd Ha
XpaHEHUE B TOCYJapCTBEHHbIM (MYHULIMOAIbHBIN) apXuB, YCTAHOBJIECHHBIX
OenepanbHbIM 3aKOHOM OT 22 OokTsA0ps 2004 r. Nel25-®03 «O0 apXxuBHOM Jee B
Poccuiickoit @eneparum» (CT. 22).

Cpoku  mepenayd  JOKYMEHTOB — OpPraHM3alui, HE  SBISIIOLIUXCS
FOCYJapCTBEHHBIMU WM MYHULUUNAIbHBIMU, B TOM 4YHCIE OOIIECTBEHHBIX
o0ObeMHEHUN B TOCYIAapCTBEHHbIE (MYHHUIIMTAIbHBIC) apXUBbl (DUKCUPYIOTCA B
JIOTOBOPE.

Cpoku  mepegaum  JIOKYMEHTOB  KOHKPETHOM  OpraHu3aluud B
rOCYJapCTBEHHBIA (MYHULIMNAIBbHBIN) apXUB YCTAHABIMBAIOTCS TUIAHOM IpHUeMa
JOKYMEHTOB, KOTOPBIN COCTaBJIISIETCS KaKJIbIM rocyJAapCTBEHHBIM
(MYHUIIMIIATBHBIM) apXHWBOM, COTJIACOBBIBAETCS C OPraHU3ALMSIMU-UCTOUHUKAMU
KOMIUIEKTOBAaHUS W YTBEPKIAETCS  PYKOBOAUTEIEM  T'OCYAAPCTBEHHOIO
(MyHHIIMTIATTBEHOTO) apxuBa (1. 6.6. [IpaBu).

I'padpuueckoe nzobpaxenue mnpouecca 6.1. «llepenava gen Ha MOCTOSHHOE
XpaHEHUE B TOCYAApPCTBEHHBIM (MYHULUNAIbHBIMA) apXxuB Ha cxeme 29

npuioxeHust Ne 4.
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6.1.1. IlogroroBka siei, TOKyMEHTOB K Iepe/iaue B roCy1apCTBEHHBIN

(MyHHITUTIATILHBIN ) apXUB

[lonroroBka pmen, JOOKYMEHTOB K IHepeaadye B T'OCYJApPCTBEHHBIN
(MyHULMIIATBHBIN) apXvMB MPOBOAUTCA PAOOTHUKOM apxXHWBa OpraHu3aluu |
BKJIFOYAET:

— OompeJieJieHue cocTaBa Jell, MOoUIeKAIlUX Mepeadye B ToCy1apCTBEHHbBIN
(MyHULIMIIATBHBIN) apXUB

— MIPOBEPKY MPaBHJIBHOCTH OGopMJeHHS Jel Hu  (U3UYECKOro H
CaHUTAPHO-TUTMEHUYECKOIO0  COCTOSIHUSA ~ JOKYMEHTOB,  IE€peAaBaeMbIX B
rOCyJapCTBEHHBIN (MYHUIMIIAIBHBIN) apXUB.

— MOATOTOBKY IOKYMEHTOB, HEOOXOIUMBIX MPU MEepeaye.

Onpenenenue cocraBa e, MOUIEKAIIMX NEpenadye B TOCYAApCTBEHHBIN
(MyHULIMIIAJIBHBIA) apXWB, M MpOBEpKa KauecTBa HX (OpMHUpOBaHUS U
oopMIIEHUSI OCHOBBIBAETCSI Ha PEKOMEHJALMSIX MO MOArOTOBKE AEN K claye B
apxuB opranuzanuu (pasnenst 1.1.2, 1.2. Meroanueckux peKoMeHaIum).

OOHOBpPEMEHHO € 3TUMM PabOTaMH, MPOBOJAUTCS CBEpkKa MH(GOpMAIUU Ha
00JIOKKaX JIeNl C 3alMCSIMH B COOTBETCTBYIOIIMX TOJOBBIX pa3jeiax OMUCH JIETL.
BrisiBIeHHBIE HECOOTBETCTBUS YCTPAHSIIOTCA PAOOTHUKOM apXHBa OPraHU3alH.

IIpn oOHapyK€HHH pacCXOXKACHUI MEXAY HTOrOBOM 3alHChI0 TOJIOBOTO
pasziena onucu Jen U (paKTUYECKUM HaJM4YMeM IepelaBaeMbIX Jell, HH(popManus
00 OTCYTCTBYIOIIMX JejaX (PUKCUPYETCs B aKkTe MpueMa-nepenayu (MpuiokeHne
Ne 30 IlpaBwi1) W OpraHu3alUs-UCTOYHUK KOMILIEKTOBAHMS IPOBOJHUT PO3BICK
YTEPSHHBIX JEJ B COOTBETCTBHHM C II. 2.2.3. B ciyyae ecim OTCYTCTBYIOIIME
JOKYMEHTBl HE OBbUIM HaWIEHbl, OpraHu3alus COCTaBIsIeT akT 00 yrpare
nokyMeHTOB (mpuiioxkeHue Ne 6 IlpaBui), KOTOpBI Takke INpEACTaBIsSETCS B
rOCYIapCTBEHHbIM (MyHUIMOAIbHBIA apxuB). OdopmisieTcs HOBas HUTOroBas

3aMuch, B KOTOpPOWM yKa3biBaeTcs (aKTUUeCKoe Haluyue Jied1 W HoMepa
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OTCYTCTBYIOIIMX Jie7. Opranu3aiius MoAroTaBIMBaeT CIPaBKy O MPUYMHAX YTPAThI
nokymeHToB (1. 6.8. [IpaBwu).

Ecnu B X0/1€ MOATOTOBKH JI€JI, TOKYMEHTOB K TIepe/iade B TOCYAaPCTBEHHBIN
(MYHUIIMIIATBHBIN) apXUB BBISABICHBI  HEMPaBUIBLHO OGOPMIICHHBIE J€la, OHU
MOJIIITUBAIOTCSI B HOBBIE OOJOKKH. Du3nyeckoe W CaHUTAPHO-TUTHEHUYECKOE
COCTOSTHUE JOKYMEHTOB OIpPEACISIETCS TYyTeM TMOJUCTHOTO TPOCMOTpa Jied.
BrisBrienHbIe 1eQeKThl (DU3UICCKOTO W CAHUTAPHO-TUTUEHUYECKOTO COCTOSHUS
JIOKYMEHTOB OPraHu3aIus yCTpaHsSET CaMOCTOATENbHO. B 3TOM ciydae, mepenaya

ACI CABUTACTCA 10 MOMCHTA YCTPAHCHHA Ile(l)eKTOB.

6.1.2. [lopsimok nepenayuu e Ha XpaHEHHUE B TOCYAapCTBEHHBIM

(MyHHULIMITAJIBHBIN) apXUB

Ilepenaua nen Ha XpaHeHHE B TOCYAApPCTBEHHBIM (MyHHULIMIAIbHBIN)
apXuB OCYILIECTBISIETCA PAO0OTHUKOM AapXWBa OpraHU3allud W PabOTHHUKOM
rOCY/IapCTBEHHOI0 (MYHULIUIIAILHOTO) apXHUBa, KOTOPBIN MPOBEPSIET HAIUYNE JIET,
a TaKXe KayecTBO X (OPMHUPOBAHUS U O(HOPMIICHUS.

[lepenaua nen  odopmisieTcss aKTOM — IpHEMa-liepeladyd  apXUBHBIX
JOKYMEHTOB Ha XpaHEHHE COCTaBIsIEMbIM pAOOTHUKOM  TOCYJApPCTBEHHOTO
(MyHULMIIAJBHOTO) apXxuBa. AKT COCTaBISETCS B JABYX 3K3EMIUIApaxX, OJWH
OCTaeTcsl B IIEepelarolleil Jena oOpraHu3aluu, APYrod — B IPUHHUMAIOLIEM
rOCYJapCTBEHHOM  (MYHULIMIAIbHOM)  apxuBe. AKT  MpueMa-nepenadu
HOJTUCBIBAETCS paboTHUKaMuU OpraHu3aluu u rOCyJapCTBEHHOIO
(MyHULMIIAJBHOIO) AapXWBa, OCYIIECTBISIOIIMMU [epeAadyy JOKYMEHTOB U
yTBEPKIAAETCS PYKOBOJUTEIIEM OpraHMU3aluu " PYKOBOJUTEIEM
rOCYIapCTBEHHOI0 (MYHUIIMIIAIBLHOI0) apXHUBa.

Opranu3anus-uCTOYHUK KOMILJIEKTOBAHMSI COTJIACYET CPOKU JOCTABKHU JIEN B

TOCY/IapCTBEHHBIN (MYHUIIMIIATBHBIN) apxuB. TpaHCOPTUPOBKA JTOKYMEHTOB
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OCYILECTBIISIETCSI 32 CUET CPEACTB oOpraHus3aluu. JlOKyMEHTBI NEpEBO3STCS B
HNEPBUYHBIX CPEACTBAX XpaHEHMsI (KOPOOKax MIIU MarkKax).

I'padpuueckoe nzobpaxenue npouecca 6.1.2. «llopanok nepegauu nen Ha
XpaHEeHHE B rOCYJapCTBEHHBIN (MYHULIMIIATBHBIN) apXUB» MPEACTABICHO HAa CXEME

30 mpunoxxenus Ne 4.

6.2. Ilepenava nen npu peopraHu3aiu, JUKBUAAIUA OpraHU3aANU

[Ipomiecc mepenayum apXWBHBIX JOKYMEHTOB TIpU PpPEOpPraHU3alvuu WU
JUKBUJAIMNA OPTaHU3ALMKU BKIIFOYAET:

— omnpeJesIeHne MeCTa JaJIbHEHIIIEro XpaHeHUs JIOKYMEHTOB;

— MOJATOTOBKY apXMBHBIX JIOKYMEHTOB K Tepeiaue;

— Tepesladyy apXUBHBIX IOKYMEHTOB.

[Ipu peopranm3anuv WM JTUKBUIAIMK OPraHU3alldd MECTO JaJIbHEHUIIIero
XpaHEHUs JOKYMEHTOB ONpEAeNsieTCSI B COOTBETCTBUU C JICUCTBYIOIIUM
3aKOHOJIATEJILCTBOM B 00JIaCTU  apXWMBHOT'O JieJla M  YKa3blBaercs B
pacnopsiAuTEILHOM JOKYMEHTE O peopraHu3aiuu (JIMKBUAAIIUHN ) TTOCIIETHEH.

IIpu peopranuzanuv OpraHU3alMU ONPEACACTCS IOPUANYECKOE JIMIO,
KOTOPOMY TepeAaroTCsl JOKYMEHTHI.

B cootBercTBUM co cT. 23 ®DenepanbHOro 3akoHa ot 22 oktsa0ps 2004 r.
Nel125-03 «O6 apxuBHoM Jnene B Poccuiickoit denepanvny yCTaHABJIMBAIOTCS
CJIeTYIOIIHE TIpaBUJIa;

— IIpU peopraHu3alliu rocyIapCTBEHHBIX OPraHOB apXUBHbBIEC IOKYMEHTHI B
YIIOPSJIOYEHHOM COCTOSTHUM TIEPEIaloTCs MPaBOIPEEeMHUKAM PEOpraHu3yeM bIX
rOCYJIapCTBEHHBIX OPraHOB WJIM B COOTBETCTBYIOIIUI IOCYJapCTBEHHBIN apXUB,;

— IpU  U3MEHEHUU CTPYKTYpPhl OPraHOB MECTHOIO CaMOYIpPaBJICHUS
apXMBHBIC JIOKYMEHTHl B YIOPSJOYEHHOM COCTOSIHMM I€PEIatOTCsl BHOBB
dbopMHUpPYyEeMBIM OpraHaM MECTHOT'O CaMOYITPaBJICHHUS;
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— IIPU PEOpraHru3ally TOCYIAPCTBEHHBIX U MYHULUIIAIBHBIX OpraHU3aluid
apXvWBHBIE  JIOKYMEHTbl B  YHOPSJOYEHHOM  COCTOSIHUM  MEpPEeAaroTcs
MPAaBOIPEEMHUKAM PEOPraHU3yEeMbIX OPraHU3allMii WA B apXWB BBIIIECTOSIIEH
opranuzaiuu. Ilpu sToM B ciydae mnpeoOpa3oBaHUs TOCYIApPCTBEHHBIX W
MYHUIIUTIAIBHBIX OpraHU3allui ¢ M3MEHEHHEM (HOpM COOCTBEHHOCTH HMMYIIIECTBA
ATUX OpPraHu3alMil apXUBHBIC JOKYMEHTHI MOTYT ObITh IMepeaHbl Ha BPEeMEHHOE
XpaHEHUE BHOBb BO3HHUKIIMM OpraHU3alUsAM-IIPaBOIIPEEMHUKAM HAa OCHOBaHUU
JOTOBOPOB ~ MEXAYy JAaHHBIMHA  OpPraHu3aldsIMd W COOTBETCTBYIOIIUMHU
rOCYJapCTBEHHBIMU WM MYHUIIUIIAIbHBIMU apXUBAMU;

— [P pEOPraHU3alHUM TOCYIapCTBEHHBIX U MYHUUMIAIBHBIX OpraHu3alun
IyTEM pa3JICJICHUs] WM BBIICICHUS W3 KX COCTaBa OJHOW WM HECKOJIbKHX
OpraHu3ali yCIOBUS U MECTO NAIBHEWIIETO XPAaHECHUS apXUBHBIX JTOKYMEHTOB
ONPEACNAOTCA  YUPSAMTENIAMH  3TUX  OpraHu3anuii  aubo  opraHamw,
YIOJIHOMOYEHHBIMU Ha TO YYPEAUTEIbHBIMHU JIOKYMEHTAMH, IO COTJIACOBAHHIO C
COOTBETCTBYIOIIUM CIIEIMAJIBHO YIOJHOMOUYEHHBIM [Ipe3suaentom Poccuiickon
Oeneparun geAepalibHBIM ~ OpraHOM  HCIHOJHHUTENIBHOM  BJIACTU WM
YIIOJTHOMOYEHHBIMU OpraHaMu HUCIOJHUTEIHLHOM BJacTu cyObekToB Poccuiickoit
®denepaluu B 00J1aCTH apXUBHOTO JIENa;

— IIPU pEOpPraHu3allii HEroCyJapCTBEHHBIX OpPraHU3alUil YCIOBHUS U MECTO
JNAIbHEUIIEr0 XPaHEHUS! ApXUBHBIX JOKYMEHTOB OMNPEACNSIIOTCS YUYpPEIUTEIIIMU
ATUX OpraHu3anuil JTMOO opraHamu, YIOJHOMOYEHHBIMU Ha TO Y4pEIUTEIbHBIMU
JNOKYMEHTAMHU.

[Ipu nukBMaUMM OpraHu3aldd B PACHOPSAUTEIIBHOM JTOKYMEHTE O
JUKBUAAUMA MECTO JaJbHEWILIEr0 XPaHEHHUS JOKYMEHTOB VYKa3bIBAa€TCA B
COOTBETCTBUHU CO CIEAYIOIIMMH MOJIOKEHUSAMU CT. 23 DenepaibHOro 3aKoHa ot 22
okTsi0pst 2004 1. No 125-D3 «O6 apxuBHOM nene B Poccuiickoit denepanumy»:

— [p¥  JMKBUJAUMHU TOCYJAPCTBEHHBIX OPraHOB, OPraHOB MECTHOTO

CaMOYyIIpaBJICHUA, rocyaapCTBECHHBIX u MYHUIHUIIAJIBbHBIX OpFaHI/IBaHI/Iﬁ
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BKJIIOUECHHBIE B cocTaB ApxuBHoro (onna Poccuiickoit denepaiuu 10KyMEHTHI,
JOKYMEHTBl II0 JIMYHOMY COCTaBy, a TaKXe AapXWBHBIE JOKYMEHTBI, CpPOKHU
BPEMEHHOI'O XPAHEHHsSI KOTOPBIX HE MWCTEKIM, B YIOPAJZOYEHHOM COCTOSHUM
IIOCTYIIAIOT HAa XPAaHEHWE B  COOTBETCTBYIOUIMH T'OCYJAapCTBEHHBIM WM
MYHULUATIATbHBIA APXUB;

— IIPU JUKBUJALMHA HErOoCYJAapCTBEHHBIX OpraHU3alMi, B TOM YMHCIIE B
pe3ynpTaTe OaHKpOTCTBa, OOpa3oBaBIIMECS B IMpolecce HUX JEATENIbHOCTH U
BKJIIOUEHHbIE B cocTaB ApxuBHOro ¢onaa Poccuiickoit denepaunu apXxuBHbIC
JNOKYMEHTBI, JOKYMEHTHI II0 JINYHOMY COCTaBY, @ TAaKXXE apXWBHbBIE JOKYMEHTHI,
CPOKM  BPEMEHHOI'O  XpAaHEHUs  KOTOpPbIX HE  MUCTEKIH, [EPEeaaroTcs
JVKBHUJIALIMOHHOW KOMHUCCHEN (JIMKBUJATOPOM) WJIM KOHKYPCHBIM YIIPABJISIOIIUM B
YIOPSIAOYEHHOM COCTOSIHUMA HA XPAaHEHUE B COOTBETCTBYIOLIMN IOCYAAapCTBEHHBIN
VI MYHULMNAIBHBIM apXWB HA OCHOBAaHWUHU JIOTOBOpPAa MEXAY JIUKBUIAALMOHHON
KOMHUCCHEW  (JMKBUIATOPOM) WM  KOHKYPCHBIM  YIpPaBIAIOIIUM |
rOCYJAapCTBEHHBIM WM MYHULMNAIBHBIM apXuBOM. [Ipym 3TOM JIHMKBHIAIIMOHHAS
KOMHUCCHSI  (JIMKBUJATOP) WJIM  KOHKYPCHBIM  YHpaBJISIONIMM  OpraHu3yer
YIIOPAIOYEHUE APXUBHBIX JOKYMEHTOB JIMKBUAUPYEMOW OpraHu3alyy, B TOM
YUCJie OpraHu3aliy, TUKBUAUPYEMON B pe3ysibTaTe OaHKPOTCTBA.

OpraHu3aioHHbIE BOIPOCHI MOArOTOBKH JOKYMEHTOB K IEpeJaye peraet
JUKBUJIAUMOHHAs Komuccust (m. 7.1. IlpaBuii), B cocTaB KOTOPOW BXOZIST
MPEACTABUTENIA apXuBa pPEOpraHu3yeMon (JIMKBUIMpYeMOM) opranuzauuu. [Ipu
peopranu3anuy (JMKBUAALMK) OPraHu3aliii — HCTOYHHKOB KOMILIEKTOBAHUS
rOCYIapCTBEHHBIX (MYHUUUIIAJbHBIX) apXWBOB B COCTaB JIMKBUAALIMOHHON
KOMHUCCHUM BXOIAT TAKKE MPEACTABUTEIM COOTBETCTBYIOLIETO I'OCYIAPCTBEHHOI'O
(MYHMIIMTIAJILHOTO) apXHBa.

IIpu noaroroBke GoHaa peopraHu3zyeMon (JIMKBUAUPYEMOIT) OpraHu3aluu K
nepenaye MpoBOJUTCSA MPOBEPKA HAMYUS M COCTOSIHUSA JOKYMEHTOB (CM. pa3nen

2.2.3. Meronnuecknx peKOMEHAIMil), a TaK)Ke MOATOTOBKA JeJ K mepenaye (CM.
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paznen 6.1.2. Meroanueckux pekomenaanuii). [lepegaua 1oKkyMeHTOB MPOBOAUTCS
0 aKTy IpUeMa-Nepeaydl apXUMBHBIX JOKYMEHTOB Ha XpaHEHHE (IIPUJIOKEHHE
Ne 30 TlpaBun).

IIpy  nepemaye  AOKYMEHTOB  IIPAaBONPEEMHUKY  PEOPraHU3yeMOM
OpraHM3allid WJIA BHOBb CO3JJaHHOMY IOPUIMYECKOMY JHIy aKT YTBEPXKIaeTcs
npeacenaTeseM JIMKBUJAMOHHOM KOMHCCHUM M PYKOBOJAUTEIEM OpraHU3alvH,
[IpUHUMAKOLIEed JOOKyMeHThl. [lpu nepenadye TOKYMEHTOB JIMKBUAUPYEMOU
OpraHu3alid B TOCYJapCTBEHHbIN (MyHUUUNAIbHBIN) apXWB akT IpUeMa-
nepeaadyd apXWBHBIX JOKYMEHTOB Ha XPaHEHHUE YTBEPKAAETCS IpeacenaresieM
JIMKBHTALIHOHHOM KOMHUCCUU U PYKOBOAUTEIIEM rOCyIapCTBEHHOIO
(MYHMITUTIAJILHOTO) apXHBa.

TpaHcnopTUpOBKa IepeAaBaeMbIX JOKYMEHTOB OCYILECTBIIIETCS 3a CUET
CPEZCTB, BbIICJICHHBIX Ha PEOPraHU3aALNIO (JTMKBUIAIMIO).

I'padpuueckoe wuzobOpakenne mporecca 6.2. «llepemaya gen  npu
peopraHu3alvy, JHKBUJALUMKA OpraHu3aluu» MpeAcTaBiIeHO Ha cxeme 31

npuioxeHus Ne 4.

6.3. [lepenaua nen npu CMEHE PYKOBOJUTENSI apXUBa OpraHu3aluu

[Ipouecc mnepenau JOKYMEHTOB apXyWBa OpPraHU3allMM IPU  CMEHE

PYKOBOJIUTENS apXuBa (JIM1a, OTBETCTBEHHOIO 32 apXUB) BKIIIOYAET:

OpraHU3allMOHHBIE MEPOIIPUATHSA 110 IOATOTOBKE K Iepeadye JOKyMEHTOB;
— MOATOTOBKY JIOKYMEHTOB (pOH/a K Tiepeaaye;

— MPOBEPKY NOMEUICHUI U 000pyI0BaHNUS;

IpueM-Iepesady JT0KyMEHTOB.
Jins  opraHuzanvu = OpueMa-lepeadyd  apXMBHBIX  JOKYMEHTOB U
MAaTepHAIbHBIX LIEHHOCTEHW apXUBa PYKOBOJIMTENb OPraHU3alMU M3JACT MPHUKA3 O

Ha3HAYCHUHU KOMHUCCHUH B COCTABC HE MCHCC TPCX YCJIOBCK.
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B cocraB koMMccuu BKIIIOYAIOTCS PYKOBOAMTENb, KYPUPYIOIIMHA apXuB,
PYKOBOAMTENb AapXuBa, MEPEJAIOLINil apXuB, PYKOBOAWUTEIb MPUHUMAIOIINN
apXxWB, TPEACTABUTENh CIYKObI JEIOMPOU3BOACTBA. BO3MOXXHO BKJIIOYEHHE B
COCTaB KOMHUCCUHU YIOJIHOMOYEHHBIX OT OyXraiaTepuu U OTAeNla KaJpoB, a TAKXKE
CHEUAINCTOB, CHOCOOHBIX OLICHUTh COCTOSTHHE 000PYI0BAHHUS.

[Ipu moaroroBke K mpueMy-nepenade JOKYMEHTOB MPOBEPSIETCS HAMYKUE U
COCTOSTHHE:

— JIOKYMEHTOB apxHuBa, B TOM YHCJE€ OCO0O LEHHBIX JIeJd U HUX CTPaXOBBIX
KOITHI;

— OCHOBHBIX YYETHBIX JOKYMEHTOB apXuBa: KHUIA y4eTa MOCTYIUIEHUH U
BBIOBITHSI JTOKyMEHTOB, CIHUCOK (DOHMIOB, JIUCTHI (HOHAA, OMHMCHU [EN, PEECTPHI
omnucei aer;

— BCIIOMOTaTENbHBIX YYETHBIX JOKYMEHTOB apXuBa: KHUTA y4€Ta JBH)KEHUS
nen mno QoHgaMm, KHHUra ydera mnepepadOTKM W YCOBEPIIEHCTBOBAaHUS OIUCEH,
KHWTA y4eTa BbIJIa4M JIe] BO BPEMEHHOE MOJIh30BaHUE;

— YUETHBIX JOKYMEHTOB apxuBa 10 paboTe ¢ MO0/ABEIOMCTBEHHbIMU
opraHuzauusMu  (Ipd  HAJIUYUK): CIHMCOK  OpraHu3alui-UCTOYHUKOB
KOMIUICKTOBaHUS, HAOIIOaTeIbHBIC IeTIa OPraHUu3aINi.

[Tpu npueme-nepenaye apxuBa HaJUICKUT MPOBEPUTH HAINYUE U COCTOSTHUE!

— MevyaTel U ITaMIoB apXuBa (MpU UX HAINYUH);

— 000pyAOBaHUS U UHBEHTaps (IIPOTMBONOXApPHOIO U  OXPAaHHOIO
o0opynoBaHMs, NPUOOPOB 1O U3MEPEHUI0 TEMIEpaTypbl M  BIIAXHOCTH,
KOMIIBIOTEPOB, IPU WX HAJMYUN).

Komuccuss mo mnpuemy-nepenadye apxuBa OLEHUBAET TAKXKE YCIJIOBHS
XpaHEeHHsI IOKYMEHTOB.

[Ipuem-nepenaua  AOKYMEHTOB  NPOM3BOAUTCS B OIpPENEICHHON
MOCJIEIOBATEIbHOCTH: CHadajga TepefaroTcsl CHPAaBOYHUKH, MOKA3bIBAIOIINE
KOJIMYECTBO JIEJl B LIEJOM IO apXWBY M UX JBHXKEHHE (CIUCOK (OHIIOB, peecTp
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ONMCEeH, KHUTH ydyeTa TMOCTYIJICHWA W BBIOBITHS JoKyMeHTOB). Ilocnme storo B
HOpsIIKE HOMEPOB (OHJIOB EPEIAIOTCS CIIPABOYHUKH 10 KKAOMY (OHY.

[Tocne npuema-nepemaun HCA apxwBa HOpOHU3BOAUTCA IpUEM-TIEpenadya
HETIOCPEICTBEHHO apXMBHBIX JOKYMEHTOB. [IpueM-nepemauy 1enecooOpa3sHo
IPOBOJNTh TIOCTEIUIAKHO, B TOPSAIKE pa3MelieHus (OHIOB Ha CTeUIaxax
(monkax). Ilocie mpuema-miepenadund apxXWBHBIX JOKYMEHTOB Kakaoro (oHaa
BHOCSITCSI COOTBETCTBYIOIIME 3alTUCH BO BCE K3EMILIIPHI onuceld. PykoBoauTes,
HepeNaroiii apXUBHBIC JOKYMEHTHI, JaeT TOSCHEHHS HOBOMY PYKOBOIHTEIIO
apXWBa OTHOCUTENIBHO pa3MEIIEHHUs apXUBHBIX JOKYMEHTOB B apXMBOXPAHUJIHIIIE,
nopsiika  pa3MelIeHHWs AapXWBHBIX JIOKYMEHTOB Ha CTEJUIaXax, IOJKaX,
COJICpKaHMS TOMCKOBBIX JAaHHBIX HAa KOpOOKax (CBsi3Kax), Tomorpaduueckux
yKazaressx, Kaproukax ¢poHaoB. [1o pe3ynbTaram npuema-mepenadn COCTaBIsSeTCs
aKT TpUeMa-Tiepesayd apXUBHBIX JIOKYMEHTOB M MAaTE€pPHAJIbHBIX IIEHHOCTEH
(mpunoxenue Ne 16).

AXT TOANMHKCHIBAIOT TIpEACeaTeslb KOMHUCCHH, PYKOBOJWUTENh apXHBa,
HepeatoIfii apXUB U PYKOBOAUTEINb, IPHHUMAIOLINA apXUB U YJICHBI KOMHCCHU.
AXT yTBEpX/1aeT PyKOBOJUTENIb OPTaHU3aIUH.

I'paduueckoe mzobOpaxenue mporecca 6.3. «llepegaua nmen mpu cMmeHe

PYKOBOAMTENS apXvBa OPraHU3alum» CM. Ha cxeMe 32 npuiokeHus Ne 4.
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7. BBIAEJIEHUE JOKYMEHTOB
C UCTEKILIMMU CPOKAMU XPAHEHUA K YHUYTOXEHHIO

[Iporiecc BwIETIEHUST JTOKYMEHTOB C HCTEKIIMMH CPOKAMH XPaHEHUS K
YHUUTOXKCHHIO BKITFOYACT:

— BBIJICTICHUE JIETT, TOKYMEHTOB K YHUYTOXEHUIO;

— TOJITOTOBKY aKTa O BBIICIICHUU JOKYMEHTOB K YHHUTOXCHHIO;

— mepenayva Jies, IOKyMEHTOB Ha YHUUYTOKEHHUE.

[Ipouecc BbiaENEeHUS 1€7, JTOKYMEHTOB K YHUUTOXEHHUIO MPOBOIUTCS:

1) paGoTHUKaMu CIOy>KOBI  JIEJIONPOU3BOJICTBA IO pe3ysbraraM otbopa
JOKYMEHTOB Ha XpaHCHUE B apXWBE OPraHU3aIlMU WIM YHUUYTOXXEHHE B pamMKax
AKCIIEPTU3bl I[IEHHOCTH JIOKYMEHTOB (cM. pazgen 1.1.2. Meroauueckux
pEKOMEHTaIui);

2) pabOTHUKAMU apxXuBa OpraHU3alMM - 10 pe3yibTaTaM dSKCIEPTU3BI
IIEHHOCTH  JIOKYMEHTOB, TOJJISKAIMUX  Tepeaade B TOCYTapCTBEHHBIN
(MyHUIIMTIATBHBIN) apxuB (cM. pasaen 6.1.1. MeTogudyeckux peKOMEHIaluii) WK
B TpOIIECCE TMPOBEACHMS IIJIAHOBBIX PabOT IO YHOPSIOYCHHIO €] apXUBHOTO
donHma.

OOBeKTaMU TpoIIecca YHUUTOXKEHUS JCIT, JOKYMEHTOB SIBIISTFOTCSI:

— JeNia ¢ UCTEKIIMMH CPOKAMH XPAaHEHHUS, HAXOISIIUECS B CTPYKTYPHBIX
NOJIpa3feICHUSX OpraHu3aliy, a TakXKe JOKYMEHTbl C HCTEKIIMMH CpOKaMHu
XpaHEHHUs, B TOM YHCIE KOMHH JIOKYMEHTOB, HM3BSThIE W3 JIeJ, MOJIeKAIUX
nepenaye B apXuB OPraHu3aIim;

— JleNla BpEMEHHBIX CpPOKOB XpaHeHus (cBbliie 10 JeT), Cpoku XpaHEHUs
KOTOpPBIX HCTEKJIH, Cc(pOopMUpOBaHHBIC, OIMCAHHBIC W YYTCHHBIC B TOJOBBIX
paszziesax omnucei Jies, TOKYMEHTOB B apXUBE OpraHU3aIiu.

Jlema, MTOKYMEHTHI BBIJCISIOTCS K YHUYTOKEHHUIO, €CIIA TPEIYCMOTPECHHBIN

JUISl HUX CPOK XPAaHEHUsS HUCTEK K 1-My sHBaps rojaa, B KOTOPOM IPOBOISITCS
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paboOThl MO BBIACICHUIO €T, JOKYMEHTOB K YHHMUTOXKCHHIO U COCTaBIISIETCS
cootBercTBYtomuid akT (m.4.11. Ilpaswi). Hanpumep: aena ¢ 3-IeTHUM CpoKOM
XpaHEHUS, 3aKOHYEHHBIE J1eJI0Npon3BocTBOM B 2011 T., MOTYT OBITh BKJIIOUEHHI B
aKT, KOTOpbIA Oyzner coctaBieH He paHee | suBaps 2015 roma, ¢ MATHUIETHUM
CPOKOM XpaHeHHs — He paHee | suBapsa 2017 rona.

Beinenenue nen, DOKYMEHTOB K YHHUYTOXKEHHIO B JE€JIONPOU3BOICTBE
OCYIIECTBIISIETCS PAa0OTHUKOM CTPYKTYPHOI'O MOJApA3/IeJE€HUs OJHOBPEMEHHO C
0TOOPOM JTOKYMEHTOB IMOCTOSTHHOTO U BpeMeHHOro (cBbimie 10 5eT) XpaHeHus 1is
nepenayd B apxuB  opraHuzauuu  (cM.  pazgen 1.1.2  MeTonuueckux
pexkoMeHaaruit). [Ipu 3TOM NpoucxoauT:

— BBIJIeJICHUE (Ha OCHOBE MPOCMOTPa HOMEHKJIATYPBI A€l Toja, 38 KOTOPhIH
CHAlOTCS Jena), Jed C HCTEeKIIUMH CpOKaMHM XpaHEHUs, MOJIeKaluX
YHUUTOXEHHIO. [Ipy 3TOM Yy4YUTBHIBAIOTCS TakKU€ OTMETKH B HOMEHKIATYype el
OpraHm3aiuu, Kak «70 MHHOBaHMs HagoOHocTH» («JIMH»), «mnpu ycnoBum
MIPOBEJICHNUS (3aBEPIIEHUS) PEBUZUI U T.I1.;

— U3BATHE MO Pe3yJbTaTaM IMOJUCTHOIO MPOCMOTpaA JIeJl, MEPEeaaBacMbIX B
apXvB OpPraHU3alNK, KOMUN JOKYMEHTOB U JOKYMEHTOB, CPOK XPAHEHHUSI KOTOPBIX
uctek. JIOKyMEHTHI M KOMUHU JOKYMEHTOB, BBIJICJICHHBIE K YHHUYTOXEHUIO,
NPUCOCIUHSIOTCS K JieJlaM C MCTEKIIMMHU CPOKaMHM XPaHEHHs, MOCBAIICHHBIM
COOTBETCTBYIOIIMM BompocaMm. [Ipu OTCYTCTBUM TaKOBBIX JOKYMEHTbI U KOIUH
JIOKYMEHTOB, BBIJICJICHHBIE K YHUYTOXKEHHUIO, (OPMUPYIOTCS B OTJIEIbHBIEC JI€Na,
KOTOpble HE O(OpPMISIOTCS W HE moAmuBaroTcs. MM garoTcs 00O0OIIEHHbIE
3aroJIOBKH, HAIPUMED:

Loxymenmul 06 opeanuzayuu u nposeoeHuu 3aHAMUU NO NOBLIUEHUIO
Keanuguxayuu (yueonvle niamsl, HCypHAIbl NOCEWAEMOCU 3aHIMULL U Op. ).

IIpu BbAENIEHUH €Nl K YHHUUTOXEHHUIO B JEJIONPOU3BOJICTBE HEOOXOIUMO

IMPOCMOTPCT HOMCHKJIATYPBI ICJI 0osece paHHuX JICT OJId BbIACJICHHA K
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YHUUTOXKEHHIO  JIeJd 332  COOTBETCTBYIONIME  TOABI,  XPAHSIIUXCA B
JIEJIONPOU3BOJICTBE.

[ToaroroBka akTa O BBIJEICHUU K YHUUTOXKCHUIO JOKYMEHTOB C UCTEKIIINUMU
CpPOKaMU XpaHEHUs B JIEJIONPOU3BOACTBE BKIIOUAECT:

— MOJATOTOBKY B CTPYKTYPHBIX MOJPA3ACICHUSX TPEIIOKEHUM K aKTy O
BBIJICJICHUHU K YHUUTOXKCHUIO JIOKYMEHTOB, HE TOJICKAIIUX XPAHCHUIO;

— TOJTOTOBKY CIYXOOM NEeTONpPON3BOJICTBA MPOCKTA aKTa O BBIICICHUU K
YHUYTOKEHHUIO JOKYMEHTOB, HE MOIJEKANIUX XPAHEHUIO BCEX CTPYKTYPHBIX
noJipa3eIeHUl OpraHu3aluy;

— COIVIACOBAHME U YTBEP)KJEHUE AKTA.

[Ipennoxkenuss K akTy O BBIACICHUU K YHUYTOKEHHUIO JOKYMEHTOB C
UCTEKIIMMU CPOKaMHM XpaHEHUsI TOTOBATCA PpaOOTHUKAMH CTPYKTYPHBIX
MO/Apa3eIeHU, OCYHIECTBISIOIIMX TMOATOTOBKY JeJl K IepeAadye B apXuB
OpraHu3aluu.

[Ipennoxenuss K akTy O BBIJCJEHUHU K YHHUUTOXXEHUIO JIOKYMEHTOB — 3TO
pabouyuii OKYMEHT, Ui COCTaBJICHUS KOTOPOTO MOXET OBITh HCIIOJIb30BaHA
dbopma aKkTa O BBIJEIECHUN K YHUUTOXKCHUIO aPXUBHBIX IOKYMEHTOB C UCTEKITUMHU
cpokamu xpaHeHus (npuisiokeHue Ne 21 IIpaBui), B KOTOPOM AOMOIHUTEIHHO
yKa3bIBAE€TCA HAUMEHOBAHKUE CTPYKTYPHOI'O MOAPA3/ICIICHUS.

[Ipennoxenuss K akTy O BBIACICHUM K YHUYTOKEHHIO JOKYMEHTOB C
UCTEKIIMMU CpPOKaMHU XpaHEHUsI MepefaloTcs B CIykO0y IeJIoNpou3BOACTBA B
AJIEKTPOHHOM BHUJIE U HA OyMa>KHOM HOCHUTEIIE.

PaGoTHuKOM CrmyKOBI JI€JIONMPOM3BOJCTBA Ha OCHOBE MPEAJIOKEHUN
CTPYKTYPHBIX TOJIpa3/ieJICHUM, KaK MPaBUJIO, COCTABISIETCS aKT O BBIJICICHUHU K
YHUYTOXKEHUIO JIOKYMEHTOB C MCTEKIIMMH CpPOKaMHM XpaHEHHs Ha Jena Bcel
OpraHu3aluu.

AKT COCTaBJIsIETCs CIIY>KOOU J1eT0NpOr3BOACTBA MO (hopMe, YCTaHOBIECHHOM

npuioxenueM Ne 21 [IpaBuii v ¢ y4€TOM CHEAYIOMIMNX MOJTOKEHUMN:
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— IpU COCTABJICHUM aKTa YKa3bIBAIOTCS HA3BaHWE U BBIXOJHBIC JaHHBIC
NepeyHs JTOKYMEHTOB C YKa3aHHEM CpPOKOB XpaHEHHUs Ha OCHOBAaHUHU, KOTOPOTO
JTOKYMEHTBI BBIICIIIOTCS K YHUITOXKEHUIO;

— €CIIM B aKTE€ YKa3aHbI Jieja HECKOJIbKUX CTPYKTYPHBIX MOAPA3ACICHHH, TO
Ha3BaHHE KAXKJOTO CTPYKTYPHOTO TMOAPA3CIICHHs] YKa3bIBACTCS IEpes TPYMIon
3aroJIOBKOB JIeJ1 3TOro nojpasjaeneHus (rpada 2 axkra);

— 3ar0JIOBKH OJTHOPOIHBIX 1€, OTOOPAHHBIX ISl YHUUYTOXKEHUS, BHOCITCS B
aKT 1Mo OOIIMM 3ar0JI0OBKOM C YKa3aHHUEM KOJMYECTBA JIEJI, OTHECEHHBIX K JAHHOU
rpynme (rpada 2 akrta) ¢ yKazaHHEM OOIINEro KOJMYeCTBa e JTaHHOW TPYIIIIBI
(rpada 6 akra).

AKT 0 BBIZICICHUH K YHUYTOXKCHHUIO JIOKYMEHTOB C WCTEKITUMH CPOKAMH
XpaHEHHs, COCTaBIISIEMBIN B I€TIOMPOU3BOJICTBE, UMEET Psifi 0COOCHHOCTEH:

— HE COICP)KUT B 3arojioBKe (HOPMYIUPOBKH «ApPXUBHBIX JOKYMEHTOBY,
MTOCKOJIEKY YHUYTOXKAIOTCA JIeJa, HEe TOJIe)KaIe XPaHESHUIO B apXUBE;

— He coxepxuT Ne poHpa;

—rpada 4 «Ne omucu» u rpada 5 «Ne ex. Xp. Mo omuCH» akKTa He
3aMoJIHSAIOTCS, HO B IPUMEUAHUSX 11€JIECO00Pa3HO yKa3aTh UHACKC (MHIIEKCHI) J1ea
(1e71) IO HOMEHKJIATYpE J1JD»;

— Tocyie 3aroJHEeHHs] TabauyHOW (GopMBbI B akTe O(QOPMIIIETCS UTOTOBas
3amuch: MU(PPaMH W TPONMUCHIO YKa3bIBaeTCI OOIIEee KONMMYECTBO €IUHHII
XpaHEHUs, BBIJICIICHHBIX K YHUUTOXXEHHIO 32 ONpeIeTICHHbIN epro/1, HapuMep:

5 (nams) eo. xp. 3a 2008 - 2012 200wL.

B apxuBe opranuzanuu Jena BBIACIAIOTCS K YHUUYTOXKEHUIO PAOOTHUKOM
apxuBa IO pe3yJIbTaTaM MPOCMOTPa TOAOBBIX Pa3/CIIOB OMHUCEH AeN, JOKYMEHTOB
BpeMeHHBIX (cBbile 10 JIeT) CpOKOB XpaHEHUs U M0 JUYHOMY cocTaBy. [Ipu aTom
MIPOCMATPUBAIOTCS TOAOBBIC Pa3/Ieibl OMKMCEH JIel, JOKYMEHTOB 32 Pa3HbBIC TOIBI.

PaGoTHuk apxuBa OpraHu3aliuu, BBIICISIONMIMNA [€7a, HE MOJIeKaIue
XpaHEHUIO, K YHUYTOXKEHUIO, TaKXKe B paboueM mopsiake GopMupyeT TabauIly co

157



CIUCKOM ATUX Jed JJIsl BKIIOYEHUS B aKT O BBIICJICHUU K YHUYTOXKEHHUIO
ApXMBHBIX IOKYMEHTOB, HE MOJJIEKAIINX XPAHECHHUIO.

DJIEKTPOHHBIE Jiea, TOKYMEHTBI BBIJICTSIOTCA K YHUUTOXKEHUIO Ha OOIIUX
ocHoBaHusX (1. 4.13. [IpaBun).

AKT O BBIICJICHUM K YHUUTOXKEHUIO DOJEKTPOHHBIX JOKYMEHTOB, C
UCTEKITUMU CPOKaMH XpaHEHUs B IIEJIOM COOTBETCTBYET Mpuiaraemon ¢opme ¢
YYETOM CJIEIYIOIINX MMOJI0XKEHUM:

— B 3aroJIOBKE€ aKTa YKa3bIBAETCA «O BBIICICHHUU K YHUUYTOXKECHUIO
AJIEKTPOHHBIX JIOKYMEHTOB, HE MOJICKAIIMX XPAHCHUIO»: MPHU BBIACICHUU K
YHUUTOXXEHHIO AJIEKTPOHHBIX TOKYMEHTOB B J€JIONPOU3BOJICTBE;

— YKa3bIBA€TCSl «O BBIJICICHUM K YHUYTOXKEHHUIO AJIEKTPOHHBIX apXUBHBIX
JIOKYMEHTOB C WCTEKIIMMHU CPOKaMU XPaHEHUS»: TPU BBIJACICHUU K
YHUUYTOKEHHIO 3JIEKTPOHHBIX JIOKYMEHTOB, XPaHAIINXCA B apXUBE OpraHU3alUu.

AKT TOAMHUCHIBAET PYKOBOJAMTENIb apXWBa WM JIUIO, OTBETCTBEHHOE 3a
apXuB.

AKT O BBIJICJICHUU K YHHUYTOXKEHHIO apXWMBHBIX JOKYMEHTOB C MCTEKIIUMU
CpoKaMH XpaHeHus mpencrasiserca Ha cornacoBanue [[OK (OK) opranuzammu
BMECTE C rOJOBBIMH pazjieslaMH OMHUCEH /Nl TTOCTOSHHOTO CPOKa XPaHECHHS U T10
mmyHoMY cocTtaBy (1. 4.11. Ipasun). LIOK (OK) oprannzanuu paccMaTtpuBaeT AKT
O BBIJICJICHUM K YHMUYTOXEHUIO APXMBHBIX JTOKYMEHTOB C HUCTEKIIMMH CPOKaAMHU
XpaHEHHUs TOCJe PacCMOTPEHUS! TOJIOBBIX pa3/leNioB omnucei. B jeBoM HIbKHEM
YTy, TIOCIIE TIOJITUCH PYKOBOJIUTEINS apXHUBa MPOCTABIIAETCS TpU( coracoBaHusl C
yKazaHueMm natbl 1 Homepa npotokona [[OK (3K) opranuzamumu.

Ecnmu  opranuzanmsi He  SBISETCA  MCTOYHUKOM  KOMIUJIEKTOBAHUS
rOCy/IapCTBEHHOT0 (MYHHUIIMIIAILHOT0) apXUBa, aKT O BBIICJICHUU K YHUUYTOKEHUIO
JOKYMEHTOB C HCTEKIIUMHU CPOKaMH XPaHEHHUS YTBEPXKJIAeT PYKOBOAUTEIND
OpraHu3aluy IMOCJIE€ COCTABJICHUS U YTBEP)KJICHUS TOJOBBIX Pa3/IelIOB OMUCEN Je

1o JINYHOMY cocTaBy (1. 4.12. TIpaBun).
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B opraEM3anusx-MCTOYHHMKAX  KOMIUIEKTOBAaHUS  T'OCYIApPCTBEHHBIX
(MyHULIMIIAJIBHBIX) apXUBOB AaKT O BBLACJIEHUU K YHUUTOXKEHUIO JOKYMEHTOB C
HCTEKIIMMH CpPOKaMHU XpaHEHUS YTBEP)KIAETCS PYKOBOJIUTEIEM OpraHU3aLHNH
nociue yreepxkaeHus JIIK apXuBHOro yupexaeHus TOAOBBIX PAa3eIIOB OMUCEH el
IIOCTOSTHHOTO CPOKA XPAHEHUS U COTJIACOBAHHUSI FOOBBIX PA3AEJIOB OMUCEN AEI O
mmyHoMy coctaBy (1. 4.11 IIpaBuin). Pu3NYecKOoe YHUUTOKEHHE JOKYMEHTOB
MOXKET  OCYIIECTBISTBCA  TOJIBKO  IOCHE  YTBEPKIAEHUS  PYKOBOIMTEIIEM
OpraHM3alMy I'OJ0BBIX PA3JEIOB OMMCEN J1e], JOKYMEHTOB U aKTa O BBIJCICHUH K
YHUYTOXEHHUIO JOKYMEHTOB C UCTEKIIMMHU CPOKaMH XpaHeHus Jlena Ha OyMaKHOM
HOCHUTEJIE TEPENAOTCS Ha YHUYTOXKEHUE B COOTBETCTBYIOLIME OpPraHU3alUH I10
JOKYMEHTY, MOATBEpXKIAOUIEMy (AaKT mepenadyd JIOKyMEHTOB (Hampumep, IO
MPUEMO-CAATOUYHON HAKJIaHOM). Y Ka3aHHBIM JOKYMEHT MPUCOCAUHSETCS K aKTy O
BBIJICJICHUY JOKYMEHTOB K YHUUYTOKECHUIO U XPAHUTCSI BMECTE C HUM.

[lepenaya 1OKyMEHTOB Ha YHUYTOXEHHE (PUKCUPYETCS B 3aKJIIOUUTEIbHON
yactu akTta (npunoxeHue Ne 21 [IlpaBun), rae yka3pIBaeTcs KOJIMYECTBO,
CIABacMbIX HA YHUUTO)KCHHUE €IMHUIL] XPAHEHHSI JOKYMEHTOB U HX BEC.

[Ipy yHUYTOXKEHUHU DJIEKTPOHHBIX JTOKYMEHTOB B 3aKJIIOUMTEJIBHONW 4YacTH
aKTa YyKas3bIBaeTCs CHOCOO0 HX YHUUTOXKEHHMS ((u3nueckoe YHUYTOXKEHHE
HOCUTEIS, CTUpaHue (pa3MarHuyuBanue) uin uHoi) (mpunoxxenue Ne 21 TlpaBuin).

[Ipy yHUUTOXKEHUU IIEKTPOHHBIX TOKYMEHTOB, HAXOASAIIMXCSA B XPaHUIIHILE
MH(POPMAIIMOHHOM CHUCTEMBI, IpPEAYCMAaTPUBAETCA 3alllUTa OT BO3MOYKHOCTHU
HECAaHKIIMOHUPOBAHHOI'O BOCCTAHOBJICHUSI YHUUTOKEHHBIX JOKYMEHTOB.

IIpenycMOTpeHHass B aKT€ CTPOKa O BHECEHHM HW3MEHEHHMI B YYETHBIC
JOKYMEHTBl YKa3bIBAa€TCSl MPU YHUUYTOXKEHUU JI€]1 B apXuUBE OpraHu3anuu (B
JEJIOTNIPOU3BO/ICTBE OTMETKM 00 YHHUYTOXEHUHM JEJI MOTrYT MpOCTaBIATHCS B

HOMEHKJIaType Jen).
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[Ipn 3amoJIHEHUU CTPOKM O BHECEHUM W3MEHEHHH B YYETHBIE JOKYMEHTHI
aKT MOANMCHIBACT PAOOTHUK apXMBa, BHECIIUN U3MEHEHUS B YUETHBIEC TOKYMEHTHI
C YKa3aHHUEM €r0 JIOJKHOCTH.

I'paduueckoe wuzoOpakenue mporecca 7 «Bblgenenne ITOKYMEHTOB C
UCTEKIIMMHU CPOKaMU XPAHEHUS K YHUYTOKECHHUIO» NPEICTABIEHO Ha cxeme 33

npuiioxeHus Ne 4.
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[Ipunoxenne Ne 1

PeeCTp nmpoueccos, o0ecreYrBaKOIINX KOMIUICKTOBaAHUE, XPAHCHHUE, YIET U
HCIIOJb30BaHUEC TOKYMCHTOB B apXHUBE€ Opranusanuu

1. KoMmmiekToBaHHE apXrBa OpraHU3aluy JOKYMEHTAMU
1.1. ITpoBeaeHue 3KCEPTU3BI IECHHOCTH IOKYMEHTOB B JIEJIONPOU3BOACTBE

1.1.1. CocTaBnieHue, COracOBaHUE, YTBEPXKIACHHUE HOMEHKJIATYPBI I

OpraHH3aLUuu
1.1.1.1. Pa3paboTka Ki1acCU(pUKALMOHHON CXEMbl HOMEHKJIATYpPbI
JI€J1 OpraHu3alHU
1.1.1.2. BeisiBneHue cocraBa JOKYMEHTOB [UJIsl  COCTaBJIEHUSA
HOMEHKJIATYpPBI J1EJ1
1.1.1.3. CocTaBneHue 3arojJoBKOB (HAaMMEHOBAaHMIN) /el

1.1.1.4. Cucremaruzanus 3aroJIOBKOB BHYTpH pazzaena
HOMEHKJIATYpPbl 1€

1.1.1.5. Manexcanus nen
1.1.1.6. OnpeneneHre cpoKOB XpaHEHHUS AEIT
1.1.1.7. CocraBneHne UTOroBoM 3aIMC HOMEHKJIATYPbI Je
1.1.2. OT00op NOKYMEHTOB ISl MEpelayd B apXWB OpPraHU3aluH U IS
BBIJICTICHUS] K YHUUTOKEHUIO
1.2. Odpopmnenue nen
1.3. Opranusanus po3pICKa HETOCTAIOIMIMNX €T
1.4. ITepenayda nen B apxuB OpraHU3aNU

2. XpaHeHne TOKyMEHTOB B apXHUBE OpraHU3aIlluu
2.1. Opranuzanus XpaHeHus IOKYMEHTOB B apXHUBE OpraHU3aluu
2.1.1. Cucremaru3zanus J1eJ1 B QpXMBE OpraHU3aIuu
2.1.2. TlpenocTaBieHre MOMELICHUS JJI1 apXUBa OpraHu3aluu
2.1.2.1. Omnpenenenue MIOMaay U BHIOOP MOMEIICHUN apXuBa

2.1.2.2. OcHalienue apXUBOXPAHUJIUIIL CHelraJIbHBIM
000pynoBaHNEM

2.1.3. Ob6ecnieueHne HOPMATHUBHBIX YCIOBHM XpaHEHUS JOKYMEHTOB
2.1.3.1. CobummoieHre MpoTUBOIIOKAPHOTO PEXKUMa
2.1.3.2. CobnroieHre OXpaHHOr O peKUMa
2.1.3.3. CobimoieHrie HOPMATUBHOTO CBETOBOTO PEXKUMA
2.1.3.4. Cobmonenue HOPMaTUBHOT'O TEeMIEPaTypHO-
BIXKHOCTHOTO PeXXHMa
2.1.3.5. Cobmoienie HOPMATUBHOTO CAHUTAPHO-TUTHUEHUYECKOTO
pexuma
2.2. O6ecnieueHre COXPaHHOCTH IOKYMEHTOB
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2.2.1. PaunoHaIbHOE pa3MENIEHUE IOKYMEHTOB B apXUBOXPAHWIUIIE
2.2.2. TonorpadupoBanue
2.2.3. KoHTpoJIb 32 IBUKECHUEM JIOKYMEHTOB M UX COCTOSIHUEM
2.2.3.1. TlpoBepka HaAIMYKS U COCTOSHUSL TOKYMEHTOB
2.2.3.2. Tlopsiaok BbIIAYM €1 U3 apXUBOXPAHWIINILA
2.2.3.3. YCcTaHOBIEHUE MNOpSAIKA JEUCTBUA B YPE3BBIYANHBIX
CUTYyalUsAX

3. Yder 0KyMEHTOB B apXUBE OpraHu3aIiuu
3.1. Yuer noctyruienus aen
3.2. YdeT KoJIM4YecTBa U cocTaBa Jei
3.3. Yuer KOJIMYECTBA ¥ COCTaBa OIMUCEN A€l
3.4. Yuer xonuuecTBa u cocTaBa (JOHIOB
3.5. Yuer u3MeHeHH B KOJIMYECTBE U cocTaBe (poH1a
3.6. Yuer BBIOBITHSA O€TT
3.7. Benenue nemna pouaa
3.8. YdeT ucnonab30BaHus JOKYMEHTOB

4. Co3naHue U BEIEHHE HAyYHO-CIIPAaBOYHOIO anmnapara apXuBa OpraHu3alun

5. Mcnonp30BaHue apXUBHBIX TOKYMEHTOB
5.1. McnionHeHue 3ampocoB MOJB30BaTENIed, B T.4. 3alPOCOB COLUAIBHO-
IIPaBOBOr0 XapakTepa
5.2. UadopmanmonHoe odbecrieueHre pabOTHUKOB OpraHU3aluu
5.3. Beigaua JOKyMEHTOB BO BPEMEHHOE MOJIb30BaHUE (B T.4. i pabOThI B
YUTAJIbLHOM 3aJie apXH1Ba)

6. [lepenaua aen U3 apxuBa OpraHu3aluu
6.1. [lepeqaua gnen Ha TOCTOSIHHOE XpPaHEHHE B  TOCYJAapPCTBEHHBIN
(MyHMITUTIQTTLHBIN ) apXUB
6.1.1. [lonroroBka 1€, TOKYMEHTOB K I€penade B TOCYIapCTBEHHBIN
(MyHMITUTIATILHBIN ) apXUB
6.1.2. Ilopsioxk mnepemaunm Jei1 Ha XpaHEHHWE B TOCYAapCTBEHHBIN
(MyHULIMITATIBHBIN) apXUB
6.2. Ilepenava fen npu peopraHu3aluy, JMKBUJAUN OpraHu3aluu
6.3. [lepenava nen mpu CMEHE PYKOBOAUTENS apXyWBa OpraHu3anuu (Juua,
OTBETCTBEHHOTO 32 apXHB)

7. BBII[GJ'IGHI/IC JOKYMCHTOB C UCTCKIIMMHU CPOKaMM XPaHCHUS K YHUITOXKCHHUIO
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CeTb IpOLIECCOB ApXMBA OPraHU3ALNU

[Ipunoxenne Ne 2

OGecre4ynBaroLIHe IPOLECCh

MarepuanbHo-

TEXHHYECKHE

OpraHvs3anuvu

L CucremaTuzanus jaen

M B apXHBe
OpraHu3aLuu

g 2 = 3. Yuer 10KYMEHTOB B apXHBe OPraHH3alHH
@2 2 ox S
= O = .
8 & § z é E 3.1. Yuer 3.2. Vuer 3.3. Vuer 3.4. Vuer 3.5. Yuer usMeHeHuii B 3.6. Vuer 3.7. Benenue 3.8. Vuer
% o= 5 5 2 HOCTYIIEHUS! KOIIMYIECTBA 1 KOJIMYECTBA U KOIINYIECTBA U KOJINYECTBE U COCTABE BBIOBITHS JIC]T nena pona HCTIONB30BAHIS
= EEeE g nen cocTasa e cocTaBa onuceii e coctaBa GOHIOB douna JIOKyMEHTOB
58 >»s2
S Eal
)
1. KoMIIeKToBaHHe APXHBA OPraHM3AINH 2. XpaHeHue 10KyMeHTOB B apXHBe OPraHH3aLHH 5. Ucnoab3oBanue apXHBHbIX 6. Ilepenaya el H3 APXUBA OPraHU3ALMMH 7. Yanuroxkenne
s JIOKYMEHTAMHI JOKYMEHTOB JIOKYMEHTOB C
2 MCTEKIIHMH
=
= 1.1. I[IpoBeneHune
° axcnepmpsm - 1.2. Odopmenne 2.2. ObGecnieueHne COXPaHHOCTH JOKYMCHTOB 5.1. Ucnonuenue 52. 6.1. [epesaua e Ha IOCTOSIHHOE XPaHEHHE B CPOKaMH XpaHEHHs!
é ® TOKYMCHTOB B Aen 3aMpocoB Nudpopmanronnoe TOCYAapCTBEHHBIH (MyHHINTIATbHBIIT) apXUB
5 g eTOMPO3BORCTES p— 2.2.1. PanmonanbHoOe pa3MelIeHHE JTOKYMCHTOB B nonk30Barenci, B obecneyeHne oLl 6.12 10
g, g ApPXHBOXPAHHIINIIE T.4. 3aIPOCOB PabOTHHKOB e'm' ‘OKOJ'I: ;?;:i ne- é 'al”:p 1?101[;1
K m 1.4 Tlenenada ; COUMATBHO- OpramM3almu Ae, IoKy. peiatn X
Z e -4. llepenaya nen N NpaBOBOTO nepejaue B XpaHeHHe B
$5 B apxus 1 xapairepa rOCYAapCTBEHHBIH roCy1apCTBEHHbII
g2 1.1.2. Ot6op OpraHu3aIiH 2.2.2. Tonorpauposanue L (MyHHLMNATbHbIi) (MyHHILHUIATBHBIH
9] 2 —
S
s & JIOKyMEHTOB JUIst apxuB ) apxuB
o)
Iepeadn B apXuB
Z pex p J L 5.3. Bblnaua JOKyMEHTOB BO BDEMEHHOE
OpraHH3aLUy H U1
g P ! L 1.3. Opranu3zarus 0JIb30BaHNUeE (B T.4. JUIs pabOTHI B
33 BBIJICJIEHHS K 2.2.3. KoHTpOub 3a JBIYKEHHEM JIOKYMEHTOB U 1. L |
S} Ppo3bICKa YHTATBHOM 3aJIe apXHBa)
YHHYTOKEHHIO COCTOSIHHEM
HEJI0CTAIOIHX JIel
)
N — |
L
g 2 2.1. OpraHu3anus XpaHeHHs IOKyMEHTOB B apXUBE
S Z 1.1.1. CocraBnenue. -
ERS ’ Oprauusauui 4. Co3jianue 1 BeleHHe HAYYHO-
g £ COrnacoBaHme,
25 CIIPABOYHOIO ANNAPATa APXHBA
g2 YTBEPKICHHE
2 @ 2.1.1 OpraHu3anun
E HOMEHKJIATYPBI 11 L1

2.1.2. 2.1.3. OGecneuenue
TpenocTasnenue HOPMATHBHBIX
TIOMEIEHHS TS YCIOBHIi XpaHEeHHs!

apXHBa OPraHM3aLUK JIOKYMEHTOB




[Ipunoxenne Ne 3

Omnucanue 3HaueHUSI CUMBOJIOB B Fpa(l)I/ILIGCKOM OIIKMCaHHU IIpoLccCa

I'papuueckuii cuMBOI

Onucanue

CobbiTne

CoOpbITHE — (haKT CBEPIICHUS YEro-Tu0o0, Mpu STOM
COOBITHE HE UMEET MPOJOKUTETLHOCTH BO BPEMEHU
(v Bpemst He nMeeT 3HaueHus ). CoObITHE BBI3BIBACT
coBepiieHne (YHKIIMHA WK SBIISIETCS PE3YJIbTaTOM
COBepIIEHUS (PYHKIIUU.

Ilpumep cobvimusi: sxcnepmu3ol YeHHOCMU BbIAGIEHbL
OOKYMeHmbl ¢ UCIEKWUMU CPOKAMU XPAHEHUSL.

DyHKLMSA

DyHKIUS - poIece, AeHCTBUE WK HAOOp ACHCTBUIA,
BBITIOJTHSEMBIX JIJIS TIONTy4€HHSI 3aJaHHOTO Pe3ysIbTaTa.
Ilpumep Gpynxyuu: ynuumosicernue 0OKyMeHmMO8 ¢
uUcmeKuuMu cpoKamu Xpauwenust. mo oeiicmeie,
npooodicaloweecs 80 6pemenl U npeonoadaalouiee
noJyyerue pesyibmama — O0KyMeHMAaIbHO
NOOMBEPIHCOEHHO20 PAKMA YHUUMONCEHUS
OOKYMEHMO8.

6

OpranuzairioHHas equHuIa (JI0JKHOCTD,
TIOIpa3IeJICHHE, POJib, BHEITHUI CYOBEKT) -
WCTIOJTHUTEITh, BIIAJICIICI] MJIH YIaCTHUK ()yHKIIHH.
Ipumep: cybvekmom, OmeemcmeeHHbiM 3a UCHOTHEHUE
@YHKYUU YHUUMONCEHUS OOKYMEHMO8 8
oenonpouszsoocmae, 6yoem ssiamocs cayxcoa JJOY.

UHdopmaums

NudopMainoHHBIM MOTOK, COMPOBOXKIAFOIITUN
UCHIOJTHEHHE (DYHKIUU.

Ilpumep: cnyscda denonpouzeoocmea npu UCnOJHEHUU
oelicmsuil N0 YHUUMONCEHUO OOKYMeHmMo8 0yoem
0elicmeosams Ha OCHOBAHUU 3aPaHee ONpPeOeNeHHbIX
UCMOYHUKO8 UHGDOpMAYUU NO IMOMY 80NPOCY,
Hanpumep, Munosvix U 6e00MCMEEHHbIX Nepedtell
OOKYMEHMO8 C YKA3aHUeM CPOKO8 XPaAHEHUL.

OTobOpakeHne CBSI3U B MOCIICTOBATEILHOCTH COOBITHE-
G YHKIUA-COOBITHE. DIIEMEHTBI CXEMBbI PACIIOJIararoTCs
CBEPXY BHHU3 ITOCJICIOBATEILHO B TIOPSIKE BBHITTOTHCHHS
Y COCIUHSIOTCSA CTPEIKOM.




Ilpumep: cobvimue « Omoop 00KyMeHmos Ha XpaHeHue
861U OOKYMEHMbL C UCIEKUUMU CPOKAMU XPAHEHUS»

uHuyuupyem QyHKyuro « Ynuumooicenue 00KymeHmos,
pe3yibmamom Komopot 6yoem cobvimue «/[oKymenmuol

YVHUYMOINCEHDL)).

Jlormueckuiut oneparop «M» - ucnonp3yercs s

BETBJICHUS/CIUSHUS (PYHKIIUI U COOBITHA.

BapuanTer
VICTIOJIb30BAHUS
oneparopa «»

[q)yHKLI,I/Iﬂ 1) [q)yHKLWIFl 2)

W

CoObITHE TPOU3OUIET TIPH
YCJIOBUH 00513aTE€IILHOTO
3aBepIICHUS
OJTHOBPEMEHHO
HECKOJIBKHMX ()yHKIIUH.

®

CobbiTne 1) {CobblTne 2

HTorom nucromHeHUs
(YHKIIUM CTaHYT
OJTHOBPEMEHHO HECKOJIBKO
COOBITHI.

Ilpumep.: umoeom
@yuxkyuu «Iloocomoska
O00KYyMeHma K gvloaye u3
APXUBOXPAHUIULYAY
06yoym 0ea cobvimusi:
«Bvioauay (cobvimue 1) u
«Pecucmpayus evioayu 6
COOMBemMcmayIouux

VUemmuvlx OOKYMeHmax
(Cobvimue 2).

CobbiTne 1){CobbiTue 2

@

Hcnonnenne GpyHKuuu
HAYHETCS TOJHKO B TOM
CJIy4ae, €CJIM IPOU30U YT
OJTHOBPEMEHHO HECKOJIbKO
COOBITHI.
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W

@)yHKuMﬂ 1) [CDyHKu,MﬂZ)

CoObITHE NHULIMUPYET
HA4aJI0 UCIIOJTHEHMUS
HECKOJIBbKUX () YHKITUH.

Jlormueckuiut oneparop «MJIN» - ucnonb3yercs miist
BETBJICHUSI/CIIUSAHUA (PYHKIUHN U JIs1 CIIUSHUS COOBITHIA

BapuanTsl
VICTIOJIb30BaHUS
oneparopa «NJIN»

@)yHKLI,I/ISl 1] @)yHKLI,I/Iﬂ 2]

CobbiTne

CoObITHE MOXKET
MIPOU30MTH B PE3YJIHTATE
HWCHOJHEHUS OJHOU U3
(GYHKIINNA UITH HECKOJIBKUX
(GyHKIIUH OTHOBPEMEHHO.

DyHKUNS

CobbiTne 1) {CobbiTune 2

Pe3ynpTarom ucnonHenus
(GYHKIIMA MOXET CTaTh
OJTHO U3 COOBITHI WIIH
HECKOJIbKO COOBITHI
OJTHOBPEMEHHO.

CobbiTne 1 Co0ObiTue 2

v

OnaHo U3 COOBITHI WIIH
HECKOJILKO COOBITHI
OJIHOBPEMEHHO
WHULUAPYIOT UCTIOTHCHHE

byHKINH.

Jlornueckunt oneparop «uckiroyaromee NI -
WCIIOJIb3YETCS JIJIsl BETBJICHUS/CAUSHUS (PYHKUIUN U AJIs

CIIUSIHHSI COOBITHH.

BapuanTtsel
HCII0JIb30BaHUS
omneparopa
«uckmouaromee NIy

@)yHKLI,VIﬂ 'D @)yHKLI,VIFI 2]

CoObITHE TPOU30MIET B
pEe3yJIbTaTE UCIIOJIHEHUS
TOJIBKO OJTHOW U3 () YHKITUH.
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CobbiTne 1) (CobbiTue 2

PesynbTaTom QpyHKIIMU
MOXXET CTaTh TOJILKO OJHO
13 COOBITHH.

llpumep: umozom
obpabomxku 3anpoca
nob308amens apxusea
(Dyuxyus) moscem cmamo
U0 8vloaua oena
noavzosamento (Cobvimue
1), mubo omkas 6 evloaue

(Cobvimue 2).
CBsI3b CXEMBI ¢ APYTUMH MPOIECCaMU/TIOIPOIIeCCaMu
npgfecc (oToOpaskeHne BXO0B U BBIXOJI0B
mpoliecca/oAmpolecca).
Tlokyment JIOKyMEHT, ¢ KOTOPBIM MPOU3BOAUTCS NECHCTBUE WIIH

KOTOPBI HHULIMUAPYET 3TO JEHUCTBHE.

[oKkymeHT

_—L
A

\/\

JIOKyMEHT, KOTOPBIN CO3/1A€TCSI B UTOTE JICUCTBUA.

MNosicHeH
onoky

ne K

KommenTapuii k OJ0Ky.
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[Ipunoxenne Ne 4

rpa(bH‘-IeCKI/IG OIIMCAaHM ITPOICCCOB XPAHCHUA, KOMILJICKTOBAHUSA, YUCTA U

HCIIOJIb30BAaHUA JOKYMCHTOB B apXHMBC OpraHu3alinuu

Ne cxeMbl 01

HaunmenoBanue nmporecca 1. KoMmIiekToBaHye apxuBa OpraHu3alyy JOKyMEHTaMu

/ 1.1. MNpoBeneHne aKCnepTn3bl LLEHHOCTY B AENONPON3BOACTBE \

1.1.1. CocTaBneHue,

HomeHknatypa

cornacoBaHue,
[len opraHusauuu T
(npun.Ne25) y
HOMEHKNaTypbl Aen

opraHu3aLmm

1.MpaBuna n.4.14 - 4.18

2.MeTogunyeckue pekomeHgaumm n.1.1.1.

3. BegomctBeHHbIE 1 TUNOBbLIE [NepeyHn

4. TunoBble 1 MPUMEPHbLIE HOMEHKNATYpbI Aen
4. JlokanbHble HopMaTUBHbIE aKThbl

AKT 0 BblAeneHuu
Aien Ha YHUITOXeHue | |
(npunoxeHne Ne21)

AkT 06 yTpaTe
LOKYMEHTOB
(npunoxeHve NeB)

Onwueu pgen,
gokymeHTto CIM [«

1.1.2. Ot60op
[OKYMEHTOB Ha
XpaHeHue unu
YHUYTOXEHME™

1.MNMpaBuna n.4.1 —4.13
2.MeTognyeckne pekomeHaaumm n.1.1.2
3. JlokanbHble HOpMaTUBHbIE aKTbl
(MonoxeHne 06 3KCNEPTHON KOMUCCUM,
NMonoxeHve 06 apxvBe opraHv3auun)

[ena, 3aBeplLueHHbIe B
[1eNonpon3BoACTBE

¥/—\

[Jena, odopmneHHble ans
XpaHEeHWs1 B apXvBe COrMacHo
TpebosaHuamm Mpasun

\/\

pacbuk nepenayun gen B apxue
opraHu3auum

Onwucm gen, nokymexTos Cr1
(npun.Ne23, 24)
\—/—\

OTMETKM 0 HanNU4nK Kaxxgoro aena
B 2-x ak3emnnsipax onucu Cr1,
0oTMETKa O KONM4ecTBe hakTniecku
NPUHATBIX Aen

1.2. Ochopmnexue gen

1.4. MNepepnava pen B
apXxvB opraHusaumm

A4

7. BbiieneHne JOKYMEHTOB C UCTEKLLUMM
CpPOKaMMN XpaHEHUs K YHUYTOXEHWIO

1.MpaBuna n.4.19 — 4.30
2.MeToaunyeckue pekomengaumm n.1.2
3. JlokanbHble HOpMaTUBHbIE aKTbl
(MonoxeHne 06 aKkcnepTHOW KOMUCCHM,
MonoxeHne 06 apxuBe opraHu3auum)

1.MpaBuna n.4.33 — 4.34
2.MeTtoaunueckme pekomeHaaumm n.1.4
3. JlokanbHble HOPMaTUBHbIE aKTbl
(MonoxeHne 06 aKkcnepTHOW KOMUCCUN,
MNMonoxeHve 06 apxvee opraHu3auum)

v

2. XpaHeHve
[JOKYMEHTOB B

apxuBe opraHusaumm

3.2. YyeT cocTaBa u
Konu4yecTBa eguHuL,
XpaHeHus

Bxon Tekyliee xpaHeHUE TOKYMEHTOB B JI€JIONPOU3BOICTBE

2. XpaHeHue JOKYMEHTOB B apXUBE OpPraHU3alun
3.Y4er cocTaBa M KOJMYECTBA €AUHUILL XPAaHEHUS

Brixonns:
7. Beinenenre JOKyMEHTOB C UCTEKIIUMHU CPOKaMH XpaHEHUS K
YHUYTOXXECHUIO
*U3 nporecca 1.1.2 Bo3aMokeH BbIX0J Ha mpoiiecc 1.3.
[Ipumeuanus port A pont

CII — cTpyKTypHOE MOpa3aeieHne




Ne cxeMBbI

02

HaumenoBanue npoiiecca

1.1.1. CocraBiienue, coraacoBaHue, yTBEPKIEHUE HOMEHKIIATYPbI J1e]l OpraHu3aIuu

Mpuka3 pykoBOAMTENS OpraHu3auum o
pa3paboTke HOMEHKNaTypbl Aen

w

KnaccudukaumoHHasa cxema
HOMEHKNaTypbl Aen opraH13aumu
(cnucok pa3genos 1 NopsaokK Ux

pacnonoxeHus)

\/\

Homenknatypel gen CI1 (npoekTbl
pa3fenoB HOMEHKNaTypbl Aen
opraHu3sauum), HanosiHeHHbIe CnMckamm
ynopsAoYeHHbIX, MPONHAEKCUPOBaHHbIX
(3anonHeHue rpadebl 1, npunoxeHve
Ne25) saronoskoB gen

-

HomeHknaTypbl Aen CTPYKTYPHbIX
noapasaerneHuii (NPoekTbl pasaenos
HOMEHKNaTypbl Aen opraHu3auum) ¢

yKasaHWeM CPOKOB XpaHeHUs aen

2 1. Mpaeuna n.4.14 — 4.18
OfHO 13 coBbLITUIA, UHULIMMPYIOLLX Pa3paboTKy HOMEHKNaTypbl Aen 2. MeToauueckme pekomeHaaLmm n.1.1.1
(em. MP n.1.1.1) 3. TunoBas unu npuMepHas HoMeHkNaTypa Aen
4. JlokanbHble HOpMaTKBHbIE akThbl (YcTaB
opraHu3aumu, MNMonoxeHns o CTPYKTYPHbIX
Pa3paboTka knaccuukaLoHHOW CXeMbl HOMEHKMATYpbl Aen CrviG noapasaenexHunsx, WwraTHoe pacnucaHue,
opraHuaaumnm KO ACTONDaBA WHCTPYKLMS MO AESI0NpOoM3BOACTBY U T.4.)

l

bidBlIeHNe CcoCTaBa AOKYMEHTOB AJ19 COCTaBNIEHNA HOMEHKNaTypbl Aen

1. Mpasuna n.4.15

2. MeTtognyeckme pekomeHgaumm n.1.1.1

3. Tunoeas unu NnpuMepHasi HOMeHknaTypa Aen
4.JlokanbHble HOpMaTUBHBIE aKThl (YcTaB
opraHusauum, MonoxeHns 0 CTPYKTYPHbIX
nogpasgenexHusix, lWTaTHoe pacnucaHue,
MHCTPYKLWS NO AeNonpou3BoACTBY U T.4.)

Cnyx6a genonp-Ba,
OTBETCTBEHHbIE 3a
[eronpon3BoCTBO B

B

/k\

OTBeTCTBEHHbIE 3a
nenonpoun3soacTeo B C

CocTaBrneHue 3arofioBkoB (HavMeHOBaHUI) Aen* B COOTBETCTBUM C
TpeboBaHMAMMN

MeTognyeckme pekomengaumm n.1.1.1.

CunctemaTn3aums 3arofoBKOB Aen BHYTPU HOMEHKNATypbl Aen

@KTypHOFO noapasaerneHvs (pasaerios CBOAHOM HOMEHKIATYpbl Aen

OTBeTCTBEHHbIE 3a

DEronpOM3BoACTEO B C MeTognyeckme pekomengaumm n.1.1.1.

opraHv3auum)*, ntHaekcaums gen

I

OnpepeneHne CpokoB XpPaHEHWs! Aer, 3a UCKITIOYEHMEM CPOKOB
XpaHeHus Aerl, He NPefyCMOTPEHHbIX NePEYHSIMU N OCTaBMEHHbIX Ha
ycmotpeHue 3K opranusaumm (LISK). Mpu Hanmuum 3K cTpykTypHOro

noapasgeneHvs - NpoBeAeHne 9KCNepTu3bl LIEHHOCTH

l

1. MNpasuna n.4.17

2. Metoaunyeckue pekomeHgauum n.1.1.1

3. Tunosas unu NnpumepHasi HoMeHknaTypa gen
4. [lepeyHn TMnoBble, BEAOMCTBEHHbIE

5. VIHCTpyKUMS No Aenonpon3BoACTBY

OTBETCTBEHHbI
3a 1eNonpon3BOACTBO B
CI (npu meTognyeckom
pyKOBOACTBE apxuBa
opraHusaumm

opraHusaumm
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CornacoBaHHble 1 NoAnncaHHbIe
HOMEHKNaTypbl A€M CTPYKTYPHbIX
noapasgerneHuii (MpoekTbl pasaernos
HOMeHKNaTypbl AEN OpraHn3auunm)

Mepepaya HoMeHKNaTyp Aen CTPYKTYPHbIX NoAapasfaeneHun (MpoekTos
pasgenoB HOMEHKNATYpbl AeNn opraHu3auun) B crnyx0y genonp-sa

q

Cnyx6a genonp-Ba,
pa6oTHuku CI1

[MpoeKT HoMeHKnaTypbl Aern
opraHusauumn (CBOAHOWM)

CocTaBneHve npoekTa HOMEHKNaTypbl Aen opraHnsauun (CBogHomn) ns
HomeHknaTyp gen CIl

Cnyxb6a genonp-Ba

MpoekT HOMeHKNaTypbl OpraHM3auum
(cBogHom), cornacoBaHHbI LIOK (OK)
opraHusaumm (npunoxeHue Ne25)

}

CornacoBaHve nNpoekTa HomeHKNaTtypbl gen (ceogHown) LISK (3K)
opraHusauum

I

CornacoBaHue NpoeKkTa HOMeHKNaTypbl Aen (CBOAHOW) opraHm3aumnm

‘ LIOK (3K) opraHusaummn MeTtoaunyeckne pekomeHgaumm n.1.1.1.

1. NpaBuna n.4.17
2. MeTtoguuyeckue pekomeHgauum n.1.1.1

3lK apxuBHoro

HomeHknaTtypa aen opraHusauum
(cBogHasi), cornacoBaHHas ¢ JMNK
apXMBHOIO y4pexaeHus,
rocyjlapCTBEHHOro (MyHULMNANbHOro)
apxuBa, CorfacHo NpeaocTaBnNeHHbIM
eMy NoSIHOMOYUSIM, YTBEPXKAEHHAs!
pyKoBOAMTENEM OpraHu3aumm
(npunoxeHue Ne25)

3. TunoBas unu NnpumepHas HoMeHknaTypa Agen
4. MNepeyHn TUNoBble, BEAOMCTBEHHbIE

5. MHCTpyKuusa no 4enonpov3BoacTBY
opraHusaummu

OlMK apxmBHOro yupexaeHus, rocyaapCTBeHHOro (MyH1MUmUnansHoro)
apxvBa, COrnacHo NpeaocTaBreHHbIM eMy NMOofTHOMOYUAM **,
YTBEPXAEHME NPOEKTa PYKOBOAUTENEM OpraHu3aLmm

v

M3rotoeneHne HEO6XOAMMOrO KOSIMHYECTBA KOMUM U BLIMUCOK, UX
pacchbinka B CTPYKTYPHbIE MoApasfernieHns opraHusaumy ans pabots.

i

1.1.2.
OT16op AoKyMeHTOB Ans
XPaHEHMUS UMN YHUYTOXEHMUS

yupexaeHus, roc.
(MyHMUMN.) apxuBa

‘ Cnyx6a nenonp-Ba

MeToanyeckne pekomeHgaumm n.1.1.1.

Bxon Tekymiee xpaHeHH e TOKYMEHTOB B I€JIONPOU3BOJCTBE
Brixomst 1.1.2. OT60p NOKYMEHTOB JIJIsl XpaHEHUS UM YHHUTOXCHHS
* BpImosHsieTcss COTPYyIHUKAMU CTPYKTYPHOTO MOApasieneHus (Ipu CTPYKTYPHOM KJaccu(PUKAIMOHHOM cXeMe) o
tdopme mpunoxenus Ne 26 v npunoxxenus Ne25 [IpaBui coTpyIHUKaMU, OTBETCTBEHHBIMU 32 QYHKIUIO (TIpU
Hpumeuanus (hYyHKIIMOHAJILHOM MJTM TIPOU3BOICTBEHHO-0TPACICBOM KJIaCCU(UKAIIMOHHON CXeme).
** Ecnu opraHu3anus sSBISeTcS UCTOYHUKOM KOMILIEKTOBaHUS TOCYJapCTBEHHOTO (MYHUIIMIIAILHOTO) apX1Ba
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No cxeMBbl 03
Haunmenosanue 1.1.2. OT60p TOKYMEHTOB JJIs IEpEIaun B apXUB OPraHu3aIuu U s
npoiecca BBIJICJICHUS] K YHUYTOKECHHIO
MpaBuna
n.4.1
1.3. OpraHusauyms

OT60p aen (Ha ocHoBe HOMEHKNATYpPbI Aer), ANA nepeaady B apxus opraHusaunm pos3bicka
OTCYTCTBYlOLUMX Aen

——

MonUCTHBIN NpocMOTP Ka)KAOFO aena c uensmu Noasnna
BbISIBMIEHUS JOKYMEHTOB, CPOKM XPaHEHUSI KOTOPbIX HE COOTBETCTBYIOT E 420
cpokam xpaHeHusi gena, u npOBepKVI npaBubHOCTM POPMUPOBaHUS AEN

BblaeneHve 13 gena 4OKYMEHTOB,
CPOKU XpaHEHUs1 KOTOPbIX HE COBMaAatoT Ci BhigeneHve us aen

*,

cpokamu xpaHeHus gena (B T.4. Bbl,qeneHue 4YEepHOBVIKOB,
[OKYMEHTOB MOCTOSAHHOIO CpOKa XpaHeHUst AyBreTHbIX
13 gen c otmetkon JMMK) LIOKYMEHTOB,
v
nognexawmx Bo3sparty
OnpepgeneHne CpokoB XpaHEHNS U3BATBLIX V|3 [OKYMEHTOB
[erna JoKyMEHTOB
C MNMepedopmmpoBaHue gen >7
v

pynnMpoBKa NpaBunbHO CPOPMUPOBAHHbLIX AeN
no cpoxaM XpaHeHust

Oqaopmnel-wle nen

1.4. I‘Iepenaqa aen Ha XpaHeHue AoKyMeHTOB ° 7 YHUUTOXEHNE
XpaHeHwne B apxumse BpeMeHHbIMUN CpoKaMun . nen
opraHusaumnu XpaHeHusi B CI1
Bxon Tekyliiee XxpaHeHHE TOKYMEHTOB B JI€JIONPOU3BOJICTBE
1.4. Ilepenaua aen Ha XpaHEHHUE B apXUB OpraHU3AINU
Brixonnl 7. YHUUTOXEHHE IC]T
XpaHeHue JOKYMEHTOB C BpeMEHHBbIMH cpokaMu xpaHeHus B CI1
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Ne cxeMbl 04

HaumenoBanue npotiecca 1.3. Opranuzanus po3bicKa HEAOCTAIOMUX eI

BbIsSIBNEHO OTCyTCTBUE OEr, YNCTALLMXCS
! Mo HOMEHKNaType Aen opraHusauum®

KapTouka yyeTta
HeobHapy)XeHHOoro gena

v v v
OpraHusaums OpraHu3sauus ) WHble mepbl no
posbicka B CI1, B pos3bicka B [MpoBepka onucen pO3bICKY, Ha
AesATenbHOCTH cMexHbIX CI, CTI1 3a npotunbie yCMOTpEeHne
KOTOpPbIX KOTOPbIX MOXET rofbl, akToB 06 paboTHukoB Cr1

obpasoBarnoch feno KacaTbCs 9TO Aeno YHUUTOXEHUN Oen (paboTHuKoB
oTaena genonp-Ba)

v

Oeno €r10 He HanJeHo NN YyCTaHoBMEH hakT ero
HanaeHo YHUUTOXEHUSA (YTpaThbl)
1.1.2. OT60p AoKymeHTOB AN CocTaBneHue AkTa 06 yTpaTe B
XpaHeHVA UMK yHUHTOXEHUs [1eNnonpoun3Bo/CTBe, cornacosaHmne ero ¢ K

(LI3K) opraHusauun, nognucaHue Akta
pykoBogutenem CI1

l

1.4. Nepepava gen B8
apxvB opraHmM3aLmm

1.1.2. OT60p JOKYMEHTOB ITOCTOSIHHOT'O U BPEMEHHOTO JIJIs
Bxon repenayy B apXuB OPraHU3ALMH U JUIS BBIJICTICHUS K
YHUYTOXEHUIO

1.1.2. OT60p AOKYMEHTOB JJIsl XpaHEHUS MJIM YHUUTOXKEHUS

Brixoabl
1.4. Ilepenaya nes1 Ha XpaHEHHUE B ApXUB OpraHU3ALUU

* Ha xaxmpoe OTCyTCTBYIOIIEE 110 3aBOAUTCS KapTOUKa ydeTa
HEOOHapYyKEHHOT'0 JIela, KOTopasi BEEeTCs Ha TPOTSHKEHUH BCETO
ITpumeuanus pO3bICKa, 3aTeM YHHUTOXaeTcs. Eciu 1eno He HailaeHo, nepen
YHUYTO)XKEHHUEM Ha OCHOBE KapTOUYKU COCTaBIsieTcss AKT 00 yTpaTe
JOKyMeHTOB (ripuioxenue Ne6 [TpaBun)
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Ne cxeMbl 05

HaumenoBanue mpoiiecca 1.4. Ilepenaya aen B apXyuB OpraHU3aLUA

1.1.2. OT60p OOKYMEHTOB
ANst XpaHEeHUS UMM YHUHTOXEHNS

!

CocraBneHue onucen gen Cl1

OTBETCTBEHHbIN -
pykoBoauTenb nogpasaeneHus,
WCNONTHUTENN — B COOTB. C
pacnopsg.0oKyMeHTaMu Unm
NOKanbHbIMWU HOPM.aKTam

Onwucu pen
CTPYKTYPHbIX
noapasgeneHunn

1. Mpasuna n. 4.11, 4.31 — 4.32
2. MeTtoguyeckue pekomeHgaumm n.1.4
3. IHCTpyKUuA No 0enonpon3BoACcTBY

lMepenava B apxvB opraHn3auum:
- onvcen gen CIT;
- 0OOpPMIIEHHBIX AEN;
- PErMcTpaLMoOHHO-KOHTPOMbHbIX
KapToTeK;

PaboTHuK apxuBa n
paboTHuk CI1

lMpocTaBneHne oTMeTKM
O Hanu4yMmn Kaxagoro
Aena B 2-x aKsemnnapax
onucu Cl1, oTmeTka 0
KonuyecTtee hakTu4eckn
NPUHATBIX Aen

3.2. YyerT konuuecTsa 2. XpaHeHne JOoKyMeHToB
N coctaBa gen B apxuBe opraHumsauun

1. MNMpaBuna n.4.33-4.34

2. MeTogunyeckne pekomengaumm n.1.4.

Bxox 1.1.2. OT60p AOKYMEHTOB ISl TIEpelauv B apXUB OpraHU3AINT
Y IS BBIZICJICHHS] K YHUUTOXXCHUIO

BEIXOJEI 3.2. Yyer xonu4yecTBa M cOCTaBa Aell
2. XpaHeHuEe JOKYMEHTOB B apXUBE OpPraHu3aluu
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Ne cxeMbl 06

HaunmeHnoBanue nponecca 2. XpaHeHHe JAOKYMCHTOB B apXUBC OpraHu3alun

> 1.4. MNepenaya oen B apxus opransaumm>

2.1. OpranaauMﬂ XpaHeHna OOKYMEHTOB B apXmBe opraHmsauuun

2.1.1.
2.1.2. lNpepocTaBneHune 2.1.3. ObecneyeHne
CucremaTusaums
MoMeLLEHUs ANsi apXuBa HOPMaTMBHBIX YCNOBUN
[€en B apxmBe
opraHusauum XPaHEHNS [OKYMEHTOB

opraHusaumm

2.2. ObecneyeHne COXPaHHOCTUN AOKYMEHTOB

2.2.1. PaumoHanbHoe pa3meLleHre JOKYMEHTOB B apXMBOXPaHUIMLLIE

-

2.2.2 TonorpadupoBaHue

-

2.2.3. KoHTponb 3a gBvXeHMeM LOKYMEHTOB U MX COCTOSHMEM
\ \

> 5. Ucnonb3oBaHne apXxmMBHbIX AOKYMEHTOB >

. YYeT Konn4yectea un

Bxon 1.4. [lepenaya nen B apXxuB OpraHU3alnu
3.2. Y4eTr Konu4ecTBa U COCTaBa JIeil

Brixonnl 3.3. Y4yer KoaM4ecTBa U COCTABa OIMHUCEH el
5. Mcnonb3oBaHue apXUBHBIX JOKYMEHTOB
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Ne cxeMbl 07

2.1.1.Cucrematu3zanus aei, JOKYMEHTOB B apXUBE

HaumenoBanue nmpouecca
OpraHu3aluu

Onuewm pen CMN no
fn4HOMY cocTaBy [ 1.4. Tepepava gen

- B apXB OpraHu3aLmm

Onuewn pen CIM l
NOCTOSIHHOMO XpaHeHns

\/\ [lena nocTynunm u3 enonponssoacTea
Ha XpaHEeHWe B apX1B OpraHM3aLlum

Onuew pen CIM
BPEMEHHbIX !
(cabiwe 10 nier) cpokos | 1. Mpaswna n. 2.4. - 2.8
XPaHeHms. OnpefieneHute oHA0BOI NpUHaANexHoCTH™ — PN (iTZREe 1S
\‘/\ pekomeHaaLm n.2.1.1.
AKT npuema-nepegauu \
APXUBHEIX AOKYMEHTOB Ha [lena cucTemaT1npoBaHs!
XpaHeHue

no oHaam

\/\

Cxema cucrematusaumm
[en B npeaenax ¢oHaa

\—/K\ [lena cucTeMaTn3NpoBaHs!

3.3 YyeT Konm4ecTBa 1 B npe/enax hoHa0s
cocTaBa onucel aen L

Y

1. Mpasuna n. 2.9. - 2.13;
Cucrematusauus gen

B npezernax (oHA0B

2. Metoaunyeckue
pekomeHaaumv n.2.1.1.

2.2.1 PaunoHanbHoe pasmelLeHne
LOKYMEHTOB B apXV1BOXpaHUINLLE

Bxon 1.4. [lepenaya gen B apXxuB OpraHU3aLuu

3.3. Yuer KoMyecTBa U COCTaBa OMUCEH eI

Brixonns:
2.2.1. PanuroHanbHOE pa3MeIleHUE TOKYMEHTOB B apXUBOXPAHUIIUIIIE

* BapuaHTBI:

Bxurouenue B poHJ Opranuzanuu
[Tpumeuanus Co3nanue HOBOro (poHIA

Co3znanue 00beAMHEHHOT0 apXUBHOTO (hoHaa
Coznanue apxXuBHOW KOJIJIEKITUU
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Ne cxeMbl 08

HaumenoBanue npoueccon

2.1.2. IlpenocTtaBieHue MOMENICHUH AJIs apXHBa
Opra"u3aluu

1.4. MNepepava gen B apxve
opraHusauum

i

PUHATO peLLeHne 0 co3gaHm
apXxvBa Unu BblgeneHum
[0n.NoMeLLeHNI

I

2.1.2.1. Onpenenexune nnowaam
BbIGOP MOMELLEHUI ANS apXUB3

Mpukas o cosgaHmm
apxuBa

Pelwexue pykoBogutens
opraHu3auum o
BblAENeHUN NoMeLLeHnst
ans apxviea (no
[OKMaHOM 3anucke

PYKOBOAMTENS apxvBa i
UMK B UHULMATUBHOM
nopsigke)
CocTaBneH

N

npeaBapuTesbHbIN
CNWCOK NMOMELLEHWIA

A 4
2.1.2.2. OcHalleHne
apPXMBOXPAHUNMLL, CrieLuarbHbIM
obopynoBaHueM

TeXHUKO-3KOHOMMYECKoe
obocHoBaHKe no
OCHaLLEHMIO apxuBa
cnew.o6opynoBaHuem

y
PXMBOXPaHWIVLLA OCHALLEHBI
crewl.060opyaoBaH1eM 1 roToBbl K
CMOSIb30BaHIO

AKT 0 pe3ynbTaTax
3KCNepTU3bl
noMeLLieHnn

Cnncok nomeLLieHui
3aKpennseTcs B
MonoxeHun 06 apxuse

-

2.2.1.
PauynoHanbHoe pasmelleHue
[IOKYMEHTOB B apX1BOXPaHUMMLLE

PykoBogutenb apxusa,
x03.cnyxba opraHusauum,
OTBETCTBEHHbIV 3a [16* opraHu3a

1. MpaBuna n.2.16 — 2.19;
2. MeTtoguyeckue pekomeHgaumu. n.2.1.2

3. CneumanbHble npasuna Mb rocyaapCTBEHHbIX U
MyHULMNanbHbIX apxueoB PP yTB. npukasoM. MUHKYNbTYpbI

P® ot 12.01.2009 r. Ne 3;
4. MNMpumepHas oLieHka 06beMa 1 coctaBa hoHAa apxumBa.

PykoBogutenb apxuBa;,
X039MCTBEHHas cnyxba
opraHusaumm

1. Mpasuna n.2.20, 2.21., 2.24. — 2.35;

2. MeTtoauyeckue pekomeHgaumm n.2.1.2
3. MNpumepHas oueHka 06beMa 1 cocTaBa hoHAa apXuBa.

Bxoxsl 1.4. [lepenaua nen B apXxuB OpraHU3aluu
Brixonnl 2.2.1. PaurionanbHOE pa3MelieHne T0KyMEHTOB
[Tpumeuanus *I1b — moxxapHasi 6e30MacCHOCTh
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Ne cxeMbl 09

2.1.3. OGecrnieueHuEe HOPMATUBHBIX YCIOBUI XpaHCHHS

HaumenoBanue nmpouecca
JOKYMCHTOB

v

lMpoBepka cobrioaeHns
HOPMATMBHbIX PEXIMOB XpaHeHUs*

PykoBoauTenb 1 paboTHUKK apxuBa
OTBeTCTBEHHBIN 3a 1B
OTBETCTBEHHDIN 32 OXPAHHbBIN PEXUM

XKypHanb! npoBepku

(ocmoTpa) nomeLLeHun Y
(pexum M6 un < @
OXPaHHbIN PEeXM) U
X : 1. Mpasuna n.2.22 — 2.26
MposepsioLLm 2. MeToanyeck1e pekomeHaaLmm n. 2.1.3
KOHTpOmbHO- oBHapyxeHo HopmaTyBHibie 3. WHcTpykumst o Mepax M6 B opraHu3aLmin
perncTpaumoHHble HECOOTBETCTBME YCNOBIS XPaHEHNS 4. NHCTpyKums o cobniofeHn oXpaHHoro
XypHanbl (CBETOBOWA, HOPMATNBHBIM cobniopaioTea pexuma opraHu3aumm
TemnepaTypHo- pexnMam 5. MonoxeHne 06 apxmBe 1 Ap.nokanbHble
BII2XHOCTHBIN, < HOpPMaTMBHbIE aKTbl OpraH13auum
CaHUTapHo-
TMrMeHNYeCKun
PEXNMbI) ¥

w CamocTosiTensHoe NpUHATUE MEP MO onepaTUBHOMY

YCTpaHeHU0 HECOOTBETCTBUA U €ro NnocneacTeuu,
npegynpexaeHno NoBTOpeHua CuTyaunm

ge

v v

YcTpaHeHo HeCOOTBETCTBUE
1 €ro NOCNeACcTBUS, MPEANPUHATLI MEPbI MO
npesynpexaeHnio NOBTOPEHMS CUTYaL WK

v v

PykoBogwnTenb apxuBa, OTBETCTBEHHbIE 3a Coo6LmTb pyKoBOAWTEN!O apxuBa
PEXMMbI POBEPSIOT XKypHambl C 11 OTBETCTBEHHOMY 3a COBIoAEHNe pexuma

NEepUOANIHOCTbH0, YCTAHOBMEHHOM B (OTBeTCTBeHHOMy no MNB, no oxpaHHOMyY pexumy 1
COOTBETCTBYHLLMX JTOKATbHbIX HOPMATUBHbBIX .N.) 06 obHapyXeHNN HECOOTBETCTBUA HOPMATUBHLIM
aKTax. ﬂpeﬂanHMMa}OT ﬂeﬁCTBMﬂ no pexnmam XpaHeHna 1 ero nocneacTBuAx
npeaynpexaeHnio NoBTOPSIHOLLMXCS }

HapyLIEeHuii pexVMoB PykoBoguTens (npu HeobxogmMmMocTu - ¢
MPUBREYEHNEM ApYrnX CRy6 1 cneumanucToB)
NPUHUMAET Mepbl MO YCTPAHEHWIO HECOOTBETCTBYS,
€ro NocneacTBuiA U NpeaynpexaeHnst NOBTOPEHNs!
cuUTyauum

v

YcTpaHeHo HeCOOTBETCTBIE
¥ €ro NOCNEACTBUS, NMPEANPUHSTLI MepbI Mo
npeaynpexaeHnto MOBTOPEHUS CUTYyaLmm

HeBO3MOXXHO CaMOCTOSTENBHO YCTPAHUTbL
HECOOTBETCTBIE UMW €10 MOCEACTBMS

C38s (23

Bxonsl 2.1.2. IlpenocraBiieHHEe TOMELIEHUS 1JIsI ApXUBA OPraHU3al N

Brixozsr 2.2. ObecnieueHnE COXPAaHHOCTH IOKYMEHTOB B ApXUBE OpraHu3aluu

* Pe3ysbTaThl MPOBEPKHU U KaXJ10€ JeiiCTBUE, TPEANPUHIMAEMOe TpU
[Ipumeuanus 00HapyKeHUU HECOOTBETCTBUI HOPMAaTUBHBIM peXHMaM, (PUKCUPYIOTCS B
COOTBETCTBYIOIIMX )KypHajax
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Ne cxembl

10

HaumenoBanue npoueccon

2.2.1. PaniuoHanbHOE pa3MelleHue T0KYMEHTOB B

ApPXUBOXPAHIIIUIIE
2.2.2. TonorpadupoBaHue

2.1.1. Cucrematusaumsa gen
B apxmBe opraHusauum

2.1.2. TpepoctaBneHue
nomMeLleHnst ans apxmea
opraHusaumm

Cxema
cuctemaTmsaumn
nen

()

[lena cncrematmsnpoBaHsbl
no poHgam mn B npegenax poHga

—

2.2.1. PayuoHanbHoe

1. MNpaBuna n.2.34 — 2.35

Onwucwu pen,
[IOKYMEHTOB pasmMeLleHne AoOKYMeHTOB B — PARW[Ea(elsZEIeTel (7=
apxXmBoOXpaHunumLLe pekomeHgauumn n.2.2.1
v —
Ha Bce kKopobku [ena ousnyeckn pasmeLleHbl B
HaKnenBalTCS pefHa3Ha4YeHHbIX 4515 9TOro NoMeLLeHns
APIbIKA N cpencTBax XpaHeHus

-

Hymepauns Ha
noskax u
LWKadrax

KapTouku
NOCTENNaXXHoro
1 NodOHO0BOrO
ykasartens

(cTrennaxu, wkadbl, KOPOOKN)

|

1. MNpaBuna n.2.36 — 2.38
2. Metognyeckne

2.2.2. TonorpacupoBaHue
pekoMeHgauum n.2.2.2

J

LLikadobl 1 NOMKM apxuBoxpaHunuLia
NPOHYMepPOBaHbl, COCTaBleHa KapToTeka

Tonorpadouyeckmx ykasarernemn

H

2.2.3.KOHTpOrb 3a OBUXEHNEM
AOKYMEHTOB U X COCTOSIHUEM

Bxonbl

2.1.1. CucremaTu3zanus 1€ B apXuBe OpraHu3alun
2.1.3. IIpenocraBiieHre MOMENICHNI I apXUBa OpraHU3aluy

Brixonpsl

2.2.3. KoHTpob 3a ABMIKEHUEM IOKYMEHTOB U UX COCTOSTHUEM
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Ne cxeMbl 11

HaumenoBanue nmpouecca
JOKYMCHTOB

BapuaHTel Hauana MPOBEPKU HAJIMYHUS U COCTOSIHUSA

aH NpoOBEpKn
Hanuums n
cocTosHUS aen

Komucens unu H

MpoBepka
B NNaHOBOM
nopsake

apxvBa (3a WUCKr.
apxvBoB ¢ 1
paboTHVKOM)

1. AKT NpoBEpPKN HaNM4us

1 COCTOSIHUSI apXMBHbIX

[OKyMeHTOB (npun.Ne3)
2. AKT 0 TEXHUYECKUX OLLUNBKax
(npwn.Ne4)

3. AkT 06 0BHapyxeHun

[OKyMEHTOB, He OTHOC.K poHAay,

Hey4yTeHblXx (npun.Ne5)

4. AKT 0 HenCnpaBUMBbIX MOBPEXAEHNSX

apXu1BHbIX AOKYMeHTOB (npun.Ne22)

5. AkT 06 yTpaTe gokymeHTOB (npw.Ne6)

1. MNpaeuna n.2.40 — 2.44
2. MeTtoaunyeckue
pekomeHgauum n.2.2.3.1

MeHee 2x pabOTHUKOB

)

Komucens nnm He

MnaH nepenayn
[OKYMEHTOB B
rocyAapCTBEHHbIN
(MyHVLMNAnbHbIA)
apxuB

poBepka npu

nepepade gen
Ha roc.

XpaHeHve

MeHee 2x pabOTHUKOB
apxvBa (3a uUcKn.
apxmeos ¢ 1
paboTHVKOM)

1.Mpasuna n. 2.41-2.44, n.6.7 — 6.2.
2. MeToamn4yeckue pekomeHaaLmnm
n.2.2.3.1., n.6

MpoBepk Komwucens nnm He
Pacnopsgutens poBepka ommect
o nocne MeHee 2x paboTHMKOB
HbI JOKYMEHT
nepemeLleHus apxvBa (3a uckn.
fAen B apyroe apxvBoB ¢ 1
nomMetLleHne paboTHMKOM)

1. MpaBuna n.2.41 — 2.44
2. MeToaunyeckue
pekomeHgauum n.2.2.3.1

©

PacnopsauTens
HbI [OKYyMEHT

MpoBepka nocne YC,
BbI3BaBLLINX
nepemetleHve
[OKYMEHTOB, Unn
NMPOHUKHOBEHUS B
XpaHunuiye
NOCTOPOHHMX NWL

Komucens nnm He
MeHee 2x paboTHUKOB

apxvBa (3a UcK.
apxvBoB c 1
paboTHMKOM)

1. MNpaBuna n.2.49
2. MeTtoguyeckue

pekomeHgaumn.2.2.3.3
3. MnaH pectanin npn YC

Mposepka npu
CcMeHe
pykoBoauTens
unu nuua,
OTBETCTBEHHOTO
3a apxvB

Komuceus +
NPEXHUIA N HOBbIN
pykoBoauTEnU
(nvua, oTeeTcTB.3a
apxuB)

Pacnopsigutens
HbIi JOKYMEHT

1.MNMpaBuna n. 2.41-2.44, n.7.

2. MeToanyeckune
pekomeHgauuu n.2.2.3.1., n.7

Bxo 2.2.1. PanimoHanbHOE pa3MeIleHUe TOKYMEHTOB B
XOJIBI
ApXUBOXPAHWIHILE
Brixoabl 5. Mcnonb30oBaHuE apXUBHBIX JJOKYMEHTOB
[Ipumeuanus Bo Bcex cxemax co3garonigecs: JOKYMEHTBI TOBTOPSIFOTCS
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Ne cxeMbl 12

HaumenoBanue npomecca | 2.2.3.1. [IpoBepka HalIu4usi 1 COCTOSTHUS JOKYMEHTOB

OpfHo 13 COBbITWIA, MHULIMMPYHOLLINX
Hayano nposepku (MP n.2.2.3.1), cxema Ne11

v
M3yyeHne (BbiBEPKA) YYETHBIX JOKYMEHTOB (O3HAaKOMMEHNE C
pesyrnbTatamu NpeablAyLLMX NPOBEPOK)
v

AKT O TEXHUYECKNX
oLmbKax B y4eTHbIX
[OKyMeHTax
(npnn.Ne4)

poBepKa npaBuUilbHOCTN HyMepaLun Aen B rofoBbIX pasfenax onucu gen, COoTBeTCcTeu
Hymepauun fen 3anucam B rogoBbIX pasaenax onuceit 1 CBEAEHUAM B nuctax oHAoB

Csepka onucaTesnbHbIX cTaTen MpoBepka pacnonoxeHus MpoBepka unanyeckoro

3anncb Onu1cK € onMcaHnem gen Ha [IOKYMEHTOB COrMacHo COCTOsHWE fen (nyTem

«NpPOBEPEHO» B obnoxkax Tonorpauyecknm ykasatensim BU3yanbHOro 0CMOTpa)
KOHLLE KaxaoW

onucu

i l l

O6HapyeHbl MomecTnTb Ha MN3batb n D
Aena, He MecTa HenpaBunbHO “3onmposatb N3batb en.xp.,
BHECEHHbIE B pa3sMeLLEHHbIE [OKYMEHTbI, cofepxallue

B xone
NPOBEPKM
HeJoCTaTKoB He

O6HapykeHo
oTcyTcTBUME Aen*

o6HapyxeHo
P OMUCK UNKN He €MHULbl XpaHeHUs! 3apaXeHHble BpeJoHOCHbIe
OTHOCALLMECS K nneceHbo 1 ap. KOMMbOTEPHbIE
Obran3osaTh JaHHOMY hoHay 6von. BpeauTensmm | | mporpammbl (ans an.
P (Ans 6ymaxHbIX [OKYMEHTOB)
po3bICK
[IOKYMEHTOB)
OTCYTCTBYHOLLMX WN3bsiTb, pa3mectutb ‘ v
nen (cxema Ne09) OTAENbHO
AkT 06 06HapyxeHun
Akt 06 O6paboTka 1 BHECEHE B .D.OKyMeHT‘;yB He Mepenaya Ha
yTpare OMMCU HEYYTEHHBIX Aen 06paboTky
[OKYMEHTOB OTHOCALLMXCS K POHAY,
(npun.Ne6) HeyyTeHHbIX (npun.Ne5)

Vv
AKTbI, AKT NPOBEPKM HanMuus n AKT 0 HencnpaBUMbIX
o6pasoBasLUVecs B COCTOSIHUSI aPXMBHBIX NOBPEXAEHUSAX aPXMUBHBIX
X0fie NPOBEPKM MoaseneHune [OKyMeHTOB (npus.Ne3) [DOKYMeHTOB (npun.Ne22)**

(npun.Ne4,5, 6, 22) n uToros w
fuetel nposepki . Mpn HeobxoaMMOCTH Mo
MTOram NpPOBEpKn —

BHECEHWE U3MEHEHWI B

32 3537 Tornorpaguyeckme ykasartenu,

APMbIKM Ha Kopobkax

Yuer

Bxonp1 2.2.1. PauroHaJIbHOE pa3MeEIlEHHE JOKYMEHTOB

3.2. Yuer KoIu4yecTBa U COCTaBa I€eil
Brixoabl 3.5. Yuer u3MEeHEHHH B KOJIMYECTBE U cocTaBe (poHaa
3.7. Benenue nena ponna

*IIpu 3TOM co3/1aeTcs KapTOUKa yuera HeoOHapyKEHHBIX JIeJl, KOoTopast
BeZIeTCA B Ted.] roza, 3aTeM YHUUTOXKAETCS], @ HA €€ OCHOBE COCTABIISIETCS AKT
00 yTpare 1okyMeHTOB (mpuiioxkeHue Ne6 I1papui)

** CocTaBisieTcs B ClIy4yae, eClli JIOKyMEHThI HEe MOJUIeXaT BOCCTaHOBJICHUIO

ITpumeuanus
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Ne cxeMbl 13

HaumenoBanue npotiecca

JIoKyMEeHTUpOBaHUE yTpaThl JOKYMEHTOB

He HanpeHbl
OOKYMEHTbI UIn
3anmcu ob
YHUYTOXEHUN NN

Bblgaye

/\

,EI,OKymeHTaanoe

)

CoTpyaHukun

A N

AKT 00 yTpaTe CnpagBka o
[OKYMEHTOB npoBeneHun
po3bicka

(npwnn.Ne6)

ochopmMIieHne yTparthl
OOKYMEHTOB

apxuBa

—

MpaBuna n.2.44
A MeTogunyeckune
pekomeHgauunm n.2.2.3.1

AKT 00 yTpaTte
paccmaTpuBaeTcs

vy
OTmMeTKa cornacoBaHusi ¢
3K (LU3SK) Ha akTe

N coriacoBbiBaeTCHd
c 3K (L|3K)

[ So )

vy
AKT 06 yTpaTe
npeacraBnsieTcs B

2 )

v
OTmMeTKa cornacoBaHus
Ol1K Ha akTe

COOTB.r0C.apXxuB
unu opraH
ucn.enactun*

v

MpuHnmaeTcsa
peLleHNE O CHATUMN

—

Moc (MyHMuMn)

v

OTmeTka 00 yTBEpPKOEHUMN
aKkTa pykoBoauTernem
opraHmsaumu

apxuvB nin opraH
mcn.senactm

yTpadeHHbIX Aer ¢
yyeTa

v

3.2.,3.5.,3.7.
Yyet

(<o

Bxonsl
3.2. Y4eT Koaum4ecTBa U cOCTaBa A€l
Brixozsr 3.5. Yuer u3MeHeHH B KOJIMYECTBE U cocTaBe (hoHa
3.7. Benenue nena dhouga
* Ecnu opranu3anus sSiBJIsSeTCS HCTOYHHKOM KOMIIJIEKTOBAHHS U TOJIBKO B
[Ipumeuanus TOM CJIyd4ae, eci He OOHAPYKEHBI Jiela TIOCTOSHHOTO XpaHeHHUS
(cM.mpuMeyaHue K npuiaoxkeHuto Ne6 [Tpasun)
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Ne cxeMbl 14

HaumenoBanue mporecca Opranu3zanus po3bICKa JIOKYMEHTOB

BbisgsBneHo OTCyTCTBMNE OOKYMEHTOB

v

MNpoBepuUTb OTCYTCTBYIOLLIME OOKYMEHTbI MO KHUraM U akTam
Bbla4yn B YMTanbHbIV 3an UMK Ap. opraHmM3aunto

v

Bbigaya oTpaXXeHa B Y4YEeTHbIX JOKYyMeHTax

HeT—(XOR na
Vv

, v

ﬁ)praHgsoBaTb p°3b'ch N3yuntb geno doHAaa (aKkTbl O / \
HeobHapyXeHHbIX BLlAGIOHUM Hemn K
AOKYMEHTOB B . YHUUTOXEHUIO, aKTbl BblAauun Alsee ena
cootBeTcTBYyOWmx CI*, poBepuTb gen
Aen Bo BpeMeHHoe i - o
B AEeATENbHOCTN HaxoAsALNXCH pAAOM
rnosib3oBaHue, paHee donaoB

KOT%pb'X 06pas0BaNMCe | | ¢ crapneHHble aKThl NPOBEPKM
Hs: Haagyie"'“bc')e J:ena, HarnM4msa 1 CoCTOAHUA Aern
npeaBapuTenibHO M3y4unB
oHaa
\__onucu gen atux Cr._/ ® ) A\ /
\

L
= o6 v v
Hapy>KeHb!
O6Hapy»eHa 3anuck 06 asbICKz)éaeMble O6Hapy>keHa 3anmcb o
YHUYTOXKEHUN JOKYMEHTOB p Bblaye JOKYMEHTOB
OOKYMEHTBI
v v v
CuuTaTtb geno BepHyTb CuutaTtb
yTpayeHHbIM OGHapy>keHHble OOKYMEHTBI
AOKYMEHTbI Ha MECTO VMEIOLLIMMUCST B
4 Hannynm

AKT 00 yTpaTe
[OOKYMEHTOB C
yKasaHueMm NpuymHbl
YHUUTOXEHUA
(npun.Ne6)

OTmeTKa B COOTB
KapToudke y4yeTa
HeobHapy>XeHHbIX
[en c ykasaHueM ¢
oaTbl U nognncu
paboTHuKa apxuBa

4

3.2.,3.5, 3.7
YyeT

1.1 DkcnepTr3a HEHHOCTH
Bxonbl 2.2.3. KoHTposb 32 ABHIKEHUEM TOKYMEHTOB U UX COCTOSTHUEM
6. [lepenaya nen u3 apxuBa opraHu3aluu

3.2. YdeT KoM4YecTBa U COCTaBa Jel
Brixonpsl 3.5. YueTr u3MEHCHHI B KOJIMYECTBE U cOocTaBe (hoHIa
3.7. Benenue nena ¢pouga
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Ne cxeMbl

15

HaumenoBanue npotiecca

2.1.3.2. Tlopsaok BbIIauM JI€JT U3 apXUBOXPAHIIIMINA

3anpoc opraHusaumm o
Bblaye Aen Bo
BpeMeHHoe
nonb3oBaHue

3akas (cnyxebHas
3anvcka) Ha Bbigavy
aen

3aka3 Ha npoBefeHue
paboT no
KOMMPOBaHMIO UK
pecTaBpauuu

f

KapTta-samecTtutenb
(npnn.Ne7)

2.2.1. PauunoHarnbHoe pasmMeLleHne

[OKYMEHTOB B apXVMBOXpaHunuLLe

Mony4yeHve 3anpoca Ha Bblgady

y

Bblemka apXx1MBHOro AOKyMeHTa

A

CBepka apX1BHOrO LUMpa 1 3arofioBKOB C
OMUCLIO Aen, AOKYMEHTOB

/ B cnyyae

\ﬁ\/\/

A

HecoBnageHns —
OTKas B Bblgaye,
\yCTpaHeHme OLUI/I6KM/

N

/ B cnyvae

3anuncb B KHUre
Bblgaun (paboTHUKaMm
opraHusauuu; B
yMTanbHbIN 3an; BO
BpEMeEHHOoe
nonb3oBaHue B
Op.opraHv3avuio)

AKT 0 Bblgaye gen Bo
BPEMEHHOEe
nofib30oBaHne B
Op.opraHm3auuio
(npwnn.Ne10)

3anucb o Bblgaye B
nncTe ncnonb3oBaHus
aena

[MpoBepka hn3n4eckoro CoCTosHNA aena

A

HeyaoBNEeTBOPUT. hus.
COCTOSAHUA Aena —

\ OTKa3 B Bblaa4ye /

~

PervcTpauus Beligaum

v 9

5. Vicnonb3oBaHue
apXUBHbIX JOKYMEHTOB

Bxonapr

2.2.1. PanroHanbHOE pa3MelIeHNE TOKYMEHTOB B
ApXUBOXPAHUIINIIE

Brixonns:

5. Mcnonb3oBaHue apXUBHBIX JOKYMEHTOB
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Ne cxeMbl

16

HaumenoBanue nmpouecca

Benenue oCHOBHBIX YUETHBIX JTOKYMEHTOB B apXUBE
Opra’u3aluu

1.4. MNepenada gen B apxus
opraHusaumm

v

ApX1B opraHusauuu

XpaHuT oauH
apXMBHbIN (hoHA

ApxuB opraHMsauum
XpaHuT 6onee ogHoOro
apXxvMBHOro poHaa

Cnuncok goHaoB |,

w

Onucun pen
(ropoBble
pasgensbl

A

onucen)

\-/—\

,| Peectp onwucent |

w

Jlnct poHaa

J\
KHura yyeTta
_| nocTtynnexuna u |

BbIObITUA Aen

\/\

Heno doHpa |,

0

Bxon

1.4 Ilepenaya nen B apXuB OpraHu3aivuu

Brixonnl

3. YdeT JOKyMEHTOB B apXUBE OpraHU3alNU
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Ne cxeMbl 17

HaunmenoBanue nponecca 3.1. Yuer nocrymuieHus nein

1.4. Nepenaya pen B Onucu gen CI
apxvB opraHu3auum

3.1. Yyetr
NnocTynneHus
nen

4. Co3gaHve u BegeHne HCA
COCTaBIIEHME ONUCEN Ha
HeonncaHHble JOKYMEHThI)

Clepenada aen & apxik AKT npuema-nepeaaun

opraHv3auuu n3 >
Opyron opraHusaumm

APXMBHBIX [OKYMEHTOB
Ha xpaHeHue (npun.Ne20)

KHura yyeTta

nocTynneHus
Jlner
1 BblObITUSA
doHaa
o AKT O TEXHUYECKUX nen,
owmbKax B y4EeTHbIX OOKYMEHTOB

AokymeHTax (npun.Ne4)

2.1.3.1. NMposepka e AKT 06 0BHapyxeHun
HanUuMa u _»| OOKYMEHTOB (He -
€OCTOSAHUS [JOKYMEHTOB OTHOCALLMXCA K IaHHOMY
¢oHAY, HEYYTEHHBIX)
(npun.Ne5)

Ilepenaua nen B apXxuB OpraHU3aIMy U3 JIPyrol opraHu3aluu;
Bxonbl 1.4. Ilepenaua fen B apXyuB OpraHU3aIUHI
2.1.3.1. IlpoBepka HaTU4us U COCTOSTHUS TOKYMEHTOB

4. Co3nanue u Begenne HCA (coctaBneHue onuceid Ha

Brixonpsl
HEOMMCAHHBIC JOKYMEHTBI)

[Ipumeuanus
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Ne cxeMBbI 18

HaumeHnoBanmue mpomecca CocraBiieHue T'OOJOBLIX Pa3aciioB oIucen pILS) ¢

CocTaBsneHne roqosoro

pasgena onucu gen
NOCTOSIHHOrO CpOKa XpaHeHWs B
4 sk3emnnapax (3 bH, 1 3)
v

CornacoBaHue ¢ LIOK (3K) >

Onucu gen CI1
MOCTOSIHHOIO CpoKa
XpaHeHUs

MpoTokon
3acegaHus

YTBepmeljme Ha JAlK
henepanbLHOro apxmea unm
opraHa ynpaBneHus,
YMOSIHOMOYEHHOrO B chepe
apXMBHOro gena

TBEp)KOeHue pyKkoBoaUTENem
opraHmsau,mm

MNepenayva B 1 ak3emnnap (BH).
roc.(MyHUUMNanbHbIN) OCTaeTcs B apxuBe
apxuB 4 3k3 (3 bH. 1 3) opraHumsauum

Onucu pgen CI1
BPEMEHHOro
(cBbiwe 10 neT)
CpoOKa XpaHeHus

CoctaBrnieHue rogoBoro pasgena
onucu gen BpeMeHHOoro (CBbille
10 neT) cpoka XxpaHeHus He
MeHee 4YeM B 2 aK3eMnrapax

v

MpoTokon

CornacoBanue ¢ LU3K (3K) >
3acegaHus

v

YTBEpXKOEHNe pykoBoaUTENEM
opraHusauumn

v

Bce ak3emnnsipbl ocTatoTcsa B
apxuBe opraHusauum

Bxoast 1.4. Ilepenaya nen B apXuB OpraHu3aluU
Boixopl 3.2. Yyer KoaMuecTBa U cOcTaBa Jel

BbH — na 6ymaxHomM HocuTene
ITpumeuanus

D] — B 3JIEKTPOHHOM BHJIE
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Ne cxeMBbI

18 mponoinxenue

HaumenoBanue npoiiecca

CocraByieHHE TOJIOBBIX pa3/IesIOB OMUCEH J1el

OpraHusauus aBnsieTcsi
NCTOYHUKOM KOMMIEKTOBaAHNA
rocyapcTBEHHOro
(MyHMUMNanNbHOro apxuea)

Onucb gen CI1
Mo NUYHOMY
cocTaB

Onwuck gen CI1
Mo NUYHOMY
cocTaB

COCTaBJ'IeH;e rogoBoro
pasgena onvcu gen

no JINYHOMY cocTaBy B 4

3K3eMI‘IJ'IF|pa)i (3 BH, 13)

CornacoBaHue c LISK (3K)
opraHusauum

MpoTokon

MpoTtokon
3acepaHus

CornacoBaHue c AlK
dhbenepanbHOro apxmea unu
opraHa ynpasJrieHus,
YNOSIHOMOYEHHOro B cdepe
apXuBHOro gena

YTBEpXOeHMe pykoBoauTeENEM
opraHusauum
v
2 3K3emMnnsipa nepenaroTca B
roc. (MyHuy.) apxms (1 BH, 1

3), 2 ak3emnnsipa octaeTcs B
apxmBe opraHuMsaumm

3acegaHusA

Opranunzauus HE siBnsaetca
WCTOYHMKOM KOMMJIEKTOBAHMUSA
rocyjapCTBEHHOro
(MyHULMNanbHOroO apxuea)

CocTtaBrneHve rogoBoro
pasgena onucu gen
no NM4YHoOMy cocTaBy B 3

IK3eMnsapax

CornacoBaHue c LIOK (3K)
opraHusauum

YTBEpXOeHMEe pykoBoaUTENEM
opraHmsauum

3 9K3eMIJidpa oCTarkTCA B
apxmee opraHmnsaunm

Bxonap1 1.4. [lepenaya nen B apXuB OpraHU3aluu
Brixozsr 3.2. Yuer koau4ecTBa 1 cOCTaBa el
[Ipumeuanus BH — na 6ymaxuom Hocutene, D/ — B 9IEKTPOHHOM BUJIE
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Ne cxeMbl

19

HaumenoBanue npotiecca

3.2. Yyer KonyecTBa U cOCcTaBa Jeil

1.4. Nepepava gen
B apX1B OpraHusauum

2.2.3.1. MNpoeepka
HanMumsa N CoCToAHUSA
[OKYMEHTOB

5.1. VicnonHeHue 3anpocoe
nons3oBarenen
(BO3BpAT NMUYHbBIX
OOKYMEHTOB)

6.1.2. lNepepava gen Ha
NOCTOSIHHOE XpaHeHue B
rocy4apCTBEHHbIV
(MyHULMNAnbHbIA) apXxvB

7. Bblgenexue
[OOKYMEHTOB C UCTEKLWNMU
CpoKaMu XpaHeHust K
YHUUTOXEHUIO

Mepenaya oen B apxvB
opraHusauum
13 Apyron opraHusaumum

_,| Onucu gen cTPyKTYpHbIX NoapasaenexHnii
v//\

e AKT O TEXHMYECKMX OLINOKAX B YYETHbIX
aokymeHTax (npun.Ne4)

e AkT 06 obHapy>xeHUn JOKYMEHTOB (He
OTHOCSALLMXCS K AaHHOMY (DOHAY, HeYYTEHHbIX)
(Npnn.Neb5);

—>e AkT 00 yTpaTe AoKyMeHTOB (npun.Ne6);

e AKT 0 HeucrnpaBMMbIX NOBPEXAEHNAX aPXUBHBIX
AokymeHToB (npun.Ne22);

AKT 06 U3bsTUKN N3 Aen 1 BO3BpaLLEHMUM
— » COOCTBEHHMKY MNOASIMHHUKOB JINYHbIX JOKYMEHTOB —
(Mpaswuna n.5.17);

3.2. Yyet
KonuyecTtea u
cocTaBa aen

AKT nprvema-nepenaqn apxmBHbIX JOKYMEHTOB Ha
g xpaHeHue (npunn.Ne30) ]

[opoBble
pasaenbl
onucen gen

AKT O BblAENEeHUN K YHUUTOXEHMIO apXUBHbIX
[JOKYMEHTOB, HE MoASiexallnx XpaHeH o
(npun.Ne21)

AxT npuema-nepenaydn apxXmBHbIX JOKYMEHTOB Ha

——> XpaHeHune (npun.Ne20)

1.4. [lepenaya nen B apxuB OpraHU3aluu;

2.2.3.1. IlpoBepka HaTU4YUs U COCTOSIHUS JJOKYMEHTOB;
4. Coznanue u Benenne HCA (cocTaBieHue onvceid Ha
HEOIM CaHHBIE JOKYMEHTHI);

Bxonapl .
5.1. McnionHeHue 3anpocoB MoJb30BaTesei (BO3BpaT JIMUHBIX
JIOKYMEHTOB);
6.1.2. Ilepenada nen Ha XpaHEHHUE B TOCY1apCTBEHHBIN
(MyHUIIMTIAJIbHBIN) apXUB.

Brixomsr 3.1. YdeT nocTtymieHus aed.
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Ne cxeMbl 20

HaumenoBanue nmpomecca | 3.3. YueT KoaM4ecTBa U cOCTaBa Omucen aei

[ogooBbie pasgens! onvcen aen
1.4. Nepepaya gen B apxus A pasi A
—»e (Cxema cuctemaTmsaumum
opraHusauum
- 3.3. YyeT konuuecTsa
M cocTaBa onucen gen
1.4. MNepe,
pedaya gen opraHusaumn Onvcs nen
(noctynneHue —>
HEOMMCaHHbIX AOKYMEHTOB) \—/—\

Peectp
onucen
aen

Jluct
doHaa

1.4. [lepenaya e B apXuB OpraHU3alUu;
Bxopbr 1.4. [lepenaya e B apXuB OpraHU3aIiu (MMOCTyIICHHE
HEONW CAHHBIX JIE]T)

Brixoabl

ITpumeuanus

No cxembl 21

HaumenoBanue npouecca 3.4. Yder konuuecTBa U cocTaBa (OHIIOB

1.4. MNepepava gen
B apXUB OpraHusauuu

3.4. YyeT KonnyecTtea
M coctaBa poHO0B*

JInctol oHaoB

BbibbITME dhoHAa Npu NUKBMAALUN,
pasgeneHnn opraHnsauuu,
NCTEYEHNN CPOKa XpPaHEHUS BCEX
OOKYMEHTOB hoHaa

A

Cnuncok cdoHaoB

BosBpar BbibbIBLIErO hOHAA —

1.4. Ilepenaya nen B apXuB OpraHU3aINu;
Bxozsl BriObITHE DOHIA TPH TMKBUIAIMH, Pa3/ICICHUN OpraHu3alluy,
HCTEUCHUU CPOKA XPaHEHHI BCeX JIOKYMEHTOB (DoH/A.

Brixonns:

[Ipumeuanus * B ciry4ae OCTYIUICHHUSI B apXUB BTOPOTO U MOCIEAYIOMUX (OHIOB
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HaumenoBanue nmporecca | 3.5. Y4eT usMeHeHUld B KOJIUYECTBE U cocTaBe Gouga™

1.4. MocTtynnenne Onucb gen
HEOMUCAHHBIX JOKYMEHTOB

2.2.3.1. Mposepka (npun.Ne5);

Hanmyma n

COCTOAHNA OOKYMEHTOB

5.1. VicnonHeHne 3anpocos
nonb3oBaTenen
(BO3BpAT MUYHBIX
[OKYMEHTOB)

6.1.2. Nepepaya gen Ha
NMOCTOSIHHOE XpaHeHue B
rocyapCTBEHHbIN
(MyHUUMNanNbHLIN) apXus

e AKT O TEXHUYECKUX OLUMBKaX B YYETHbIX
AokymeHTax (npun.Ne4);

o AKT 06 0BHapy>XeHUN JOKYMEHTOB (He
OTHOCALLMXCS K AaHHOMY POHAY, HEYHTEHHbIX)

e AT 06 yTpaTe gokymeHTOB (npun.Ne6);
AKT 0 HEMCMIPaBUMbIX MOBPEXOEHUSX aPXMBHBIX
OokymeHTOB (npun.Ne22).

3.5. Yuetr
N3MEHEeHUn B

AKT 06 U3BATUU 13 AEN U BO3BPALLEHUN
COGCTBEHHUKY NMOANMHHUKOB NIUYHBLIX JOKYMEHTOB
(MpaBuna n.5.17).

KOnu4yecTee 1
coctaBe poHaa

\ 4
AkT npuemMa-nepenaydn apxmBHbIX JOKYMEHTOB Ha

xpaHeHwne (npun.Ne30)

Jlnct poHpa

Bxonbl

2.2.3.1. IlpoBepka HaIM4YUs U COCTOSIHUSA JOKYMEHTOB;

1.4. [lepenaya TOKyMEHTOB B apXHB (MIOCTYIJICHHE HEOMHCAHHBIX
JIOKYMEHTOB);

5.1. McmonHenue 3ampocoB moJib30BaTeiel (BO3BpaT JMUYHBIX IOKYMEHTOB);
6.1.2. [lepenaua nen Ha XpaHEHHE B TOCYIaPCTBEHHBIN (MYyHHUIIMTIATBHBIN )
apXuB.

Brixoabl

[Ipumeuanus

*Yder nocTymieHus u BHIOBITHS JIe]1, JOKYMEHTOB B Iipeenax (GoHaa CM. Ha
cxemax 17,19, 23.
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3.6. Y4uer BBLIOBITHS €T

2.2.3.1. Nposepka
Hanuunsa n
COCTOAHNA OOKYMEHTOB

5.1. cnonHeHne 3anpocos
nonb3oBaTenen
(BO3BpaT NNYHbIX
OOKYMEHTOB)

6.1.2. lNepepava gen Ha
NMOCTOSIHHOE XpaHEHUE B
rocyapCTBEHHbIN
(MyHVMUMNANbHBIA) apxvB

7. BoigeneHwue

JOKYMEHTOB C UCTEKLLUUMU

CpoOKaMu XpaHeHUda K

e AKT O TEXHMUYECKMNX OLIMBKax B y4ETHbIX
AokymeHTax (npun.Ne4);

e AKT 06 obHapyxeHUn JOKYMEHTOB (He
OTHOCSALLMXCA K AaHHOMY doHAY,

AkT 06 yTpaTe gokymeHTOB (Npun.Ne6);
e AKT 0 HeucrnpaBuMbIX NOBPEXAEHNUAX
apXMBHbIX 4OKYMEHTOB (Npun.Ne22).

AKT 06 n3baTUM U3 Oen 1 BO3BpaLLeHne
COBCTBEHHMKY NMOANMHHUKOB NUYHbIX

> nokymenToB (Mpaeuna n.5.17).

AKT Nnpuema-nepeaaym apxmBHbIX
[OKYMEHTOB Ha xpaHeHue (npurn.Ne30)

AKT O BbIAENEHUN K YHUHTOXEHMIO
apXMBHbIX OKYMEHTOB, HE NoAnexalumx
xpaHeHuto (npun.Ne21)

HeyyTeHHbIX) (npun.Neb); —

3.6. Yyet

BbIObITUSA Aen

KHura yyeTa

nocTynneHus
Jlner
1 BbIObITUSA horaa
aen, a
OOKYMEHTOB

YHUYTOXEHUIO
2.2.3.1. IlpoBepka HaTU4Us U COCTOSIHUS JJOKYMEHTOB;
5.1. McnonHeHue 3anpocoB MoJib30BaTesiell (BO3BpaT JUUHbBIX
Bxonbl JIOKyMEHTOB);
6.1.2. Ilepenada nen Ha XpaHEHHUE B TOCYJapCTBEHHBIN
(MyHUIIMTIQJIBHBIN) apXUB
Brixonns: 3.2. Y4eT KOaM4ecTBa U COCTaBa €IUHHUIL] XPAaHECHUS
[Ipumeuanus
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3.7. Benenne nena ponga

2.2.3.1. MNposepka
Hannyna n
COCTOAHUA OOKYMEHTOB

4. Co3paHue
n BegeHne HCA

6.1.2. Nepepnava gen Ha
NOCTOSIHHOE XpaHeHue B
rocy4apCTBEHHbIN
(MyHVUMNanNbHLIN) apxvB

7. BblogeneHue
JOKYMEHTOB C MCTEKLLNMMN
CpOKaMu XpaHeHust K
YHUUTOXEHUIO

Mepenaya aen B apxue
opraHusaumm
U3 ApYroi opraHusaumu

o Akt NPOBEPKN HANM4na n CoCToAaHUA

apXMBHbIX JOKyMeHTOB (Npmn.Ne3);

e AKT O TEXHMYECKMX OLUMOKaxX B YYETHbIX

pokymeHTax (npun.Ne4);

e AKT 06 OBHapyXeHWUN JOKYMEHTOB (He

OTHOCALLMXCS K AaHHOMY dhoHAy,
HeyuyTeHHbIX) (Npun.Ne5);

e AkT 006 yTpaTe gokymeHTOB (npun.Ne6);
e AKT 0 HencnpaBMMbIX MOBPEXAEHNAX

apXUBHbIX JOKYMEHTOB (Npur.Ne22).

McTopuyeckas cnpaska k hoHay

\-/—\

AKT npvemMa-nepegaqv apxmBHbIX

— > OOKYMEHTOB Ha xpaHeHwue (npun.Ne30)

v/’/—\

AKT 0 BblAENEHNN K YHUHTOXEHUIO apXMBHbIX
OOKYMEHTOB, He NoAnexalunx XxpaHeHunio
(npvn.Ne21)

AKT npuema-nepenayv apxXmBHbIX

——> [JOKYMEHTOB Ha xpaHeHune (npun.Ne20) —

\/\

3.7. BeoeHune
pena oHga

2.2.3.1. IlpoBepka HaIM4Us U COCTOSIHUS JOKYMEHTOB;
4. Coznanue u Benenne HCA

Bxonpr 5.1. VUcnionHeHue 3ampocoB Mojb3oBaTesiei (BO3BPAT JIMUYHBIX JOKYMEHTOB);
6.1.2. Ilepenaya nen Ha MOCTOSIHHOE XPAaHEHHUE B TOCYIapCTBEHHBIMN
(MyHULIMTIATBHBIN) apXUB

Brixonrs:
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3.8. Y4eT ucnoiab30BaHus TIOKYMEHTOB

5. Micnonb3oBaHue
APXMBHBIX JOKYMEHTOB

e AKT 06 uU3bsATMM 13 gen
(BO3BpaLLEeHMM
COOCTBEHHMKY)
NOAMMNHHWKOB MNUYHBIX
aokymeHToB (MpaBuna
n.5.17);

e AKT 0 Bblgauye gen Bo
BPEMEHHOE Nofb30BaHue
(npvin.Ne10).

3.8. Yyert

ncnosb3oBaHUA
AOKYMEeHTOB

A

A,

\/\

Nner

ncnonb3oBaHUA

CamocTosTensHO
pa3paboTaHHble
y4yeTHble hopMbI
apxuBa
opraHusauum

Bxongl

5. Ucnionp30BaHue APXHMBHBIX JOKYMCHTOB.

Brixonns:
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HaunmeHnoBanue nponecca 5.1. Ucnonnenue 3aIpocoB HOJIL3OBaTeJ'IeI71, B T.4. COIUAJIbHO-IIPABOBOI'O XapaKTepa

ermcTpaumna sanpoca

NHcTpyKums no

1 nepegadva B apxvB
3anuck B XypHane opraHusauumn AenonponssoncTey
pervctpauyum i
[NepBnYHas“ oLeHka
PaboTHuK apxmnsa MpaBuna n.5.10
( 3anpoca P P
OueHka cogepxaTteribHOn HanpaBneHve nonb3oBaTtento
yacTu 3anpoca yBEOOMIIEHUSA O HEOOXOANMOCTH

npegocTaBrneHns AoNoNHUTENbHOM
MHdopmMaLmn

194




A

MNMpodunbHbIN 3anpoc,
BO3MO>XHO NMOAroTOBUTbL
oTBeT

v
MogroTtoBka oTBETA
(apxuBHOW cripaBku,

KOMUW, BbIMMCKN)

MNMpaBuna 5.11 — 5.14

2.2.3.2. YcTaHOBMNeHue
nopsiaka Bbigauv gen us
apxmBoxpaHunuLia

v - v

A A

3anpoc He oTHOCUTCS K
COCTaBy XpaHSLUXCH B
opraHmsauum JOKYMEHTOB
(HenpodunbHbIN 3anpoc)

MpodunbHbIN 3anpoc, HO B
opraHusauum oTCcyTCTBYIOT
JOKYMEHTbI, Heobxoanmble Ans
€ro UCMOorHEHUS

v

NoaroToBka oTBETa C
yKasaHuem npuyivH
OTCYTCTBUS OOKYMEHTOB

MNepeagpecauus 3anpoca
B OpraHu3aLuio, B KOTOPOn MOryT
HaxoAnTbCA HEOBXoAUMbIE AOKYMEHTHI, U
yBeOMJIIEHME MoSib3oBaTers O
nepeHanpaeneHMn sanpoca. Ecnu
opraHusauns HemsBecTHa — yBe4oMIeHne
norib3oBaTens 0 HEBO3MOXHOCTU
paccMOTpeHUs 3anpoca

NHdopmaumoHHoe
nMCcbMO

OTBeT Ha 3anpoc
(apx. cnpaBka, Konusi,
BbINmMcka)

Perncrtpauusa oreeta B

>XypHarne perncrpauum

BblJaHHbIX KOMWW, BbINNCOK,
crnpaBokK

v

3.8. YyeT ncnonb3oBaHus
apXUBHbIX JOKYMEHTOB

COI'IpOBOﬂ,VITeJ'IbHOG NMNCbMO,
nognuncaHHoe pykosoguTenem
opraHmnsauummn

Y

v

A
NHudopmaymoHHoe
MMCbMO
nosib3oBaTersto

3ar|poc n conposoauTesribHoe
nmMcbmo, nognncaHHoe
pykoBoauTerniem opraHmsaumnm

Peructpauusa oteeta B
obLem nopsigke \
pernctpauum <
KOppECNoHAEHUUN B j
opraHmsauum

Bxon 2.2.3.2. Ilopsinok BbIJIauu TOKYMEHTOB U3 apXUBOXPAHWIMILA
Brixonapl 3.8. Yuer ucnonb30BaHUs apXUBHBIX JJOKYMEHTOB
*Ha ycMOTpeHne pyKOBOJICTBA, B JIOKAJIbHOM aKTE OpraHu3alliid MOXKET OBITh YTBEP)KJICH OJIAHK 3ampoca, a TaKKe
[Tpumevanus peryiaMeHTUPOBaH MOPSIOK PabOTHI C 3aIIPOCaMHM, B KOTOPBIX HEIOCTATOYHO CBECHUH JIA OTBETa (HAapuMep, e B
3ampoce yKa3aHbl CBEJECHUS O MOJIb30BaTele, HO HEe yKa3aHa jkenaeMas popma MpeaocTaBIeHUs JaHHBIX).
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HcnonHenne 3anpocoB Ha BbIIavy MOJJIMHHBIX JTUYHBIX
HaumenoBanue nmpouecca

JIOKyMEHTOB

Pesontounsa
pyKoBOAMTENS O
Bbljaye JOKYMEHTOB

2.2.3.2. YcTtaHoBneHne
nopsigka Bblaauu gen us
apxuBoxpaHunua

OTMETKN 06 U3bATUU
1 3aMeHe KOoMuaMU:
BO BHYTPEHHUX
onucsax gen, B

nnctax-3aseputensax [~
aen, B onucax gen,
AOKYMEHTOB

Konumn nabatbix

MocTtynun 3anpoc Ha
Bblaa4vy NOAJIMHHbIX NTUYHbI
[OKYMEHTOB

PaboTHu pasina
OueHka 3anpoca ‘ 5.17,
apxuea

5.20

I N 1

[MoanuHHbIE NUYHbIE

OOKYMEHTbI XPaHATCA B OHOSZ:THI:bé'eF:ﬁ:::IeIOT
apxuee opraHunsauunm Ky Y y

PaccmoTpeHue 3anpoca

MpaBuna 5.17, 5.20
pyKoBOAMTENEM apxuBa

/ HO,E[F(;TOBKa \
[IOKyMEHTOB K Bbljaye:
N3roTOBMEHNE
aPXUBHBIX KOMUM
[IOKYMEHTOB M
OTpakeHNe N3BLATUA 1 UHchopmaLmoHHoe

3aMeHbl KOMUSIMU B

LOOKYMEHTOB <

@

AKT 06 u3bsaTun n
BO3BpaLLEeHNN JOKYMEHTOB
COBCTBEHHUKY

-

MMCbMO
YYETHbIX JOKYMEHTaX
apxuea

4

Bblgaya gokymeHTOB
3aABUTENIO UK

erycTpauus nucbma B
obLiem nopsake

[OBEPEHHOMY nLy perncTpaumm
KOoppecnoHAeHUuun B
opraHusaumm
3.2.,35.
Yyuer

Bxon 2.2.3.2. YcraHoBJEHUE MOPSAIKA BBIIAYH JI€]T U3
aApXUBOXPAHUIIMIIA
3.2. Y4yeTr KoIH4YeCTBA U COCTaBa el
Brixonns: N
3.5. Yuer u3MeHEHHUH B KOJIMUECTBE U cocTaBe (poHa
[Ipumeuanus
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5.3. Beitaua JOKyMEHTOB BO BpEMEHHOE TTOJIb30BAaHUE (B T.4. JUII paOOTHI B YUTATHHOM 3aJI€)

MocTtynuna 3asiBka Ha
paboTy C LOKYyMEHTamMm B

2.2.3.2. YcTaHoBneHne
nopsaka Bbigadu gen us

qyuTaribHOM 3arne

IECTI: paspetleHve Ha paGoTy

PaboTHuk apxuBsa
obpabaTbiBaeT 3anpoc

%Q

JlnyHoe 3asiBneHne

HeT paspelueHus Ha paGoTy-

apxuBoxpaHunuiia
k\ Mucbmo BbI,D,a‘-Ia
XOR opraHmsauuu, nonb3oBaTesnto
HanpasuBLIen paspelleHus Ha
Bbl,D,a‘-Ia nosrib3oBaTtensd paGOTy B UnTallbHOM
OOKYMEHTOB B OTkas B Bblgade 3ane
PerStoaE yuTanbHbIA 3an Cnyxe6Hoe
BbIOAYN B ) yAocToBepeHue I
COOTBETCTBUAM C OTKa3s B MMCbMEHHOM coTpyaHuKa Peructpauys
npasunamm, cdopwme, c ykaszaHnem opraHusauum fnonb3oBaTens B
NPUYMH oTKasa U nopsigka

YCTaHOBJ1IEHHbIMU
apxuBomMm

opraHmnsaunm

3anonHeHne nucta
ncnosnb3oBaHUA
OOKYMeHTOB

1.8. YueT ncnonbsoBaHus
ApPXUBHbIX JOKYMEHTOB

obxanoBaHUA OoTKasa

PaboTa
rnonb3oBaTens
C OOKYyMEeHTamu

MNMonb3oBaTernb

cooTBeTCTBMAN C
npasunamun,
YCTaHOBJTI€HHbIMU

apx1uBom
opraHusauum

Bxon 2. XpaHeHue JOKYMEHTOB B apXHBE OpraHu3aIuu

Brixonpsl 1.8. Y4eT ucnoiab30BaHus apXUBHBIX JJOKYMEHTOB
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6.1. Ilepenaya nes Ha NOCTOSIHHOE XPaHEHUE B

HaumenoBanue nmpouecca N y
roCyJIapCTBEHHBIN (MyHUIIUNIATIbHBIN) apXUB

PaboTHWKM roc.(MyHMLL.) apxXvBa

OnpepneneHne cpoka nepegaun

. CPOKM COMNacoBbLIBAOTCS C
MnaH npuema AOKYMEHTOB B [OKYMEHTOB B rOCYAapCTBEHHbIN 6( 2
FOCWJ,apCTBeHHbIVI o PabOTHMKaMN apXuBa opraHmsaumm,
(MyHULMNanbHbIN) apxus MCTOYHMKA KOMMMEKTOBaHNS!

(MyHMUMMIAnNbHBIN) apxmB

1.C1.22 $3 Ne125 «O6
apxvuBHoOM gerne B PO»
2. MNpasuna n.6.6.

.1.1. NoaroToBka gen, 4OKYMEHTOB
K nepegave B rocyapCTBEHHbIN
(MyHMLUMNAnbHbIN) apxvB

PaboTHWKM roc.(MyHWLL.) apxitg
COBMECTHO C paboTHVKamMu
opraHv3auuu- UCTOYHMKa
KOMMNNEKTOBaHUs!

Onpepaenexue coctasa gen, 1 Mpasuna n. 2.41-2.44,

K noanexawmx nepegadye B roc. / n.6.7 — 6.2.

(MyHuy.) apxue 2. MeTtogunyeckue
pekomeHngaumm n.2.2.3.1.,
( MpoBepka NpaBUNbHOCTH n.6.1.1

[TpoekT AKTa npunema-
nepepayv JOKYMeHTOB
(npvn.Ne30)

ocbopMneHns gen n ous. n

CaHUTapPHO-TUTMEeHNY. COCTOAHUA
QOKYMGHTOB, nepenaBaemMblX B roc.

(MyHuWL.) apxvB 7. BolgeneHue gokymeHTOB
—%C UCTEKLIMMW CPOKaMM
XPaHEHUS K YHUYTOXEHUIO

MoproTtoBka AOKYMEHTOB, HEO6XOAMMbIX

McTopuryeckas crnpaBka K

choHay (MY nepBoii —\ npw nepegaye gern, JOKYMEHTOB B FOC.
(MyHUL) apxuB

nepegaye) u JONOMHEHNS K

Hel (Npy nocneayoLwmx “

nepegadax)

4 3k3. onucen gen

NMOCTOSIHHOIO CpokKa

XDaHEeHUs! P N ' N PaboTHWKM roc.(MyHUL,.

P 6.1.2. Nepepaya gen B rocyaAapCTBEHHbIN apxvBa COBMECTHO C
(MyHMUMIANbHbBIN) apxuB paboTHUKamMu opraHusauun-

NCTOYHMKA KOMMJIEKTOBaHUA

AKT npuema-nepegayv
pokymeHToB (npun.Ne30)

1.MpaBuna n. 6.8.

Yyert 3.5, 3.6 2. MeTtoan4eckue
pekomeHgaumm n.6.1.2

Bxonb1 2.2.1. PauroHalIbHOE pa3MeEIlEHHE TOKYMEHTOB

3.2. VdeT Kom4yecTBa U COCTaBa el

3.5. Yuer u3MeHeHU# B KOJIMYECTBE U cocTaBe (poHa

Brixonasr 3.6. YueT BBIOBITHS A€

3.7. Benenue nena ponma

7. YHUUTOXKEHHUE TOKYMEHTOB C UCTEKIIMMH CPOKAMU XPaHECHHUS
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6.1.2. Ilopsiok nepenayu el HaA XpaHEHHUE B TOCY1apCTBEHHbBIN
(MyHUITUTIAJIBHBIN ) apXUB

C

CornacoBaHue cpoka hakTu4eckorn nepedayv AOKYMEHTOB, UX
TPaHCMOPTUPOBKa B roc. (MyHULMN.) apXuB

<

i

Mepegaya B roc.(MyHULMM.) apXuB:
- Oen no akry;
- 2 9K3. aKTa 0 nMpueme-nepenade.

@

Y

Go,qnmcaHme AkTa nprvema-nepegayn (B 2 3k3.) paboTHMKkamMu apxmea

N4

opraHusauum u paboTHMKamm roc.(MyHuL.) apxmsa*™*

AKT nprema-

[OKYMEHTOB Ha
XpaHeHue B roc.
(MyHWMUWMN.) apxmB
(npun. Ne30)

nepenayn apxmBHbIX l

YTBEpXaeHne akta pykoBoaUTENEM OpraH13auum u
pyKkoBoAMTENEM roc.(MyHuL.) apxuea

A 4

C

BHeceHune nsmeHeHun B y4YyeTHble JOKYMEHTbI U NpocTaBlieHne
OTMETKM 06 9TOM B aKTe npuemMa-nepenayu

A

l

YyeT 3.2, 3.6.

Bxonbl
3.2. YdeTr xonudecTBa M COCTaBa Jiel
Brixoabl
3.6. Y4er BLIOBITHS A€
*B KaK10M SK3EMIUISIPE TOIOBOT0O pa3ziena OMUCH AN MPOCTABISAETCS
OTMETKA O Iepenade Iejl, JOKYMEHTOB B roc. (MYHHUIL.) apXUB
[Tpumeuanus PEAALE AC]L, AOKYM (MysHIL) ap

** 1 3K3eMIIISIp TOJOBOTO pa3fiena Onucei e, JOKyMeHTOB # 1

IK3eMILISIP AKTa O MpueMe-Tepeaade NepearoTcs B apXUB OpraHU3aIiH
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6.2. Ilepenaya aen npu peopraHu3aiuu, JUKBUAALUN
Opra’Hu3aluuu

PelwweHune dukeupyetca B
pacnopsanTenbHOM
OOKyMeHTe 0 nuKBuaauum
(peopranunzauun)
opraHusaumm

o AKT O TEXHUYECKNX
owmbKax B y4ETHbIX
nokymeHTax (npun.Ne4)

o AKT 006 OBHapyxeHnn
[OOKYMEHTOB, He
OTHOCALLMXCSA K JaHHOMY
hoHAY, HeyYTEHHbIX
(npwn.Neb5);

o AkT 00 yTpate
[okymeHTOB (npwn.Ne6)

|/|CTOpW-IeCKa$| cnpaBkKa K
toHay

\/\

[TpoekT AKkTa npuema-
nepeaayn JOKyMeHTOB

AKT npuema-nepenayu
(npwn.Ne20 unun Ne30)*

(npun.Ne20 mnn Ne30)* -

C71.23. 3 Ne125 «O6
apxvBHoM gene B POy

OnpegeneHne puanyeckoro nuua,
KOTOPOMY NepeaaroTcs AOKYMEHTbI, U MecTa
WX AanbHelLero xpaHeHus

Onpep,eneHme COCTaBa AOKYMEHTOB,
(T

noanexalumx nepeaave
N

7. YHNUYTOXEHNE
OOKYMEHTOB C
WUCTEKLLIMMMK CPpOKamMm
XpaHeHus

v

OAroToBKa apxXmBHbIX OOKYMEHTOB
nepepnave

2.2.3.1.NMpoBepka Hanu4unsi
N COCTOSIHUSI JOKYMEHTOB

v

MoarotoBka AOKYMEHTOB,
HeobXxoanMbIX npu nepenave
APXUBHbIX OOKYMEHTOB

- 7,

y
lMepenaya apxmBHbIX JOKYMEHTOB M ONUCEN
Aern, JOKYMEHTOB peopraHn3oBaHHOM
(nMKBMAOMPOBAHHON) OpraHn3aumm

Bxoxbl

Brixozsr 7. YHUUTOXKEHUE TOKYMEHTOB C UCTEKIIMMU CPOKaAMU XPAHEHHUS
*TIpu mepenadye opraHu3aluU-MIPaBONPEEMHUKY — MPUiL.Ne20,

[Ipumeuanus

npu nepegade B roc.(MyHHIL.) apxuB — mprir.Ne30.
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Ne cxeMbI 32

HaumenoBanue nmpouecca

6.3. Ilepenaya nes npu CMEHE PyKOBOJUTENS apXUBa
opraHu3anuu (JMIa, OTBETCTBEHHOTO 33 APXHB)

rlpl/IKa3 O COo3gaHnn KoMuUccumn
Nno NOAroToBke AOKYMEHTOB K

( OpraHv3aLmoHHble

MeponpuaTnd no

nepegave

2.2.3.1.NpoBepka Hanuumna n
COCTOSAAHUSI JOKYMEHTOB

o AKT O TEXHUYECKNX
owmnbkax B y4eTHbIX
AokymeHTax (npun.Ne4)

o AKT 06 0OHapyxeHnn
OOKYMEHTOB, He
OTHOCALLUXCS K JaHHOMY

doHAy, HEYYTEHHbIX
(mpun.Ne5);

o AkT 06 yTpaTe
AokymeHToB (npuin.Ne6)

NnoAroToBKe apXmBHbIX
AOOKYMEHTOB K nepeaaye

MogroToBKka OKYMEHTOB
apxuBa K nepegade

4

Mpuem-nepenaya
OOKYMEHTOB™

lMpoBepka cocTosAHUS \
NMOMELLIEHUN U

obopynoBaHus j

v

AKT npnema-nepegayum
(npun.Ne13 k MeTtoamyeckum
pekoMeHaaumam)

Bxonsl
Brixoabl
*Y4YeTHbIE JOKYMEHTHI IIEPENAIOTCS IIEPE IIepenadei
ITpumeuanus JIOKYM pe peA TIEpEn
ApPXUBHBIX JIOKYMEHTOB.
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Ne cxembr 33

HauMeHoBaHUe mpomuecca 7. YHUUTOXKEHUE TOKYMEHTOB C HCTEKIIIMMU CPOKAMH XPaHECHUS

1.1.MNMpoBeneHne akcnepTuabl
LIEHHOCTN JOKYMEHTOB B
Oenornpou3BoacTee

MpeaonoxeHnsa kK
aKTy O BblAenieHnn

MoaroToBka NpPeanoXeHui K akTy o MpoekT Akta 0

BblAENeHUN JOKYMEHTOB K PaGothuk CH BblAEneHun
AOKYMEHTOB K YHUUTOXEHUIO 1 Nepefaya ux B AOKYMEHTOB K
YHUUTOXEHUIO (B cryBy [enonpou3soacTaa YHUUTOXEHUIO

BymMaxkHOM 1

(npnn.Ne21)
3NEeKTPOHHOM BUAE)

v

OnpepeneHne cocTtasa gen,
noanexatumx nepegade B roc.
(MyHWL.) apxuB

v

MNMopgroTtoBka npoekta AkTa o
BblAENEHUN JOKYMEHTOB K
YHUYTOXEHUIO

PaboTHuk
apxuBa
opraHmMsaumu

v

NoproTtoBka npoekta AkTa O PaboTHuK MNopnucaHue Akta pykoBogutenem
MpoekT AkTa 0 BblOENEHUN JOKYMEHTOB K cry>0bl apxuBa (nuua, OTBETCTBEHHOIO 3a
BbIAENEHN YHUUTOXEHUIO aenonp-Ba apxuB)
[OKYMEHTOB K \ |
YHUUTOXEHUNIO $
npun.Ne21***
\(_p/_)\ CornacoBaHue AkTa Ha 3acefdaHun LIOK (3K) opraHusauumn*
MNpoTokon 3acepaHus $
- C YT1BepxaeHue AKTa pykoBogUTENEM opraHmsaunm™™ >
AKT O BolAenennn lNepenaya [OKYMEHTOB crieumanbHOM opraHMsaumm ans
[IOKYMEHTOB K PM3NYECKOro YHUHTOXKEHUSA U (DPUKCUPOBaHNE BO BTOPOM YacTu
YHUUTOXKEHMIO AkTa Konn4ecTBa nepegaHHbIX JOKYMEHTOB U UX Beca
(npun.Ne21***
v v

npOCTaBJ‘IeHI/Ie OTMETOK 06
YHUYTOXEeHNN B HOMEHKNnaTtype e

AKT O BblgeneHnn
[OOKYMEHTOB K
YHUYTOXEHUIO

(npvn.Ne21)

BHeceHne nameHeHui B y4eTHbIE
OOKYMEHTbl apxmBa 1 HanpasreHme
AkTa B geno goHga

I

Yuet 3.2, 3.6, 3.7




Jns yauuToxkenus B nenonpousBoactse — 1.1. [IpoBenenue skcrepTu3bl HEHHOCTH TOKYMEHTOB B JI€JIONPOU3BOICTBE

Bxonst Jns yHUUTOXKEHUS B apXuBe opranuzanuu — OnpeaeneHue coctaBa e, MoAJeKalluX neperaye B roCyJapcTBEHHbIN
(MyHULIMTTAJIbHBIN ) apXUB
3.2. Y4yer Kou4uecTBa U COCTaBa JIeil

Breixoasl 3.6. Yuer BbIOBITUS €71
3.7. Benenue nena ponna
* PaccmatpuBaetcs Ha 3aceganuu OK (LIDK) onHoBpeMeHHO € TOAOBBIMU pa3efiaMu OMHUCEH J1e]1 TOCTOSHHOT'O CPOKa
XpaHeHHs U MO JINYHOMY COCTaBy 3a 3ToT ke rof (m.4.11. [Ipasun).

[Ipumedanus ** [locne yrBepskaenus u cornacoBanus JIIK denepanpsHoro apxupa Uiy oprana yrnpaBieHHUs, YIIOJTHOMOYEHHOTO B

cdepe apXUBHOTO JieNia TOIOBBIX pa3/lejIoB OMUCEH J1eJ TIOCTOSTHHOTO CPOKA XPaHEHUS U 110 JINYHOMY COCTaBYy.
*#* [1pu 3aroTHEHUH B JASIONPOU3BOICTBE UMEET Psii 0COOCHHOCTEH, cM. MeTomuecKkne peKoMeHIaluu pa3aen 7

203




[Ipunoxenne Ne 5
K. 3.2

CooTBeTcTBHE JaHHBIX Ha 00JI0KKE Acj1a OIMCATEIILHOU CTaThe rogoBoOro pasaciia OInucHu acjia

{HAMMEHOESHMS TOCYIEDCTESHHOT 0 (MVHHIHIIATEROT 0) APXHES)

(HAMMEHOESHWMS OPTSHHISIHE)

(HamMEEOEIHNE CTPVETVPHOT O D0APAsIensHHT)

v

JEJTIO Ne TOMNe

Hamvenoranmue OpTaHHIamHH

VTBEPKTIAIO

PykoeogHTERE OpraHuzaHE

v

{=aronoeoE J20a)

@ong Ne IMoanuce Pacmmidporka
TNOJNHCH
OITHCH Ne Iata
ern epeMenHE (cesmme 10 met)
CPOKOE XpaHeHHA
\7 roa
Ne | Hugexc 3aromoBox Kpaiinne gatsr Cpox Komu=ecteo | [lpumesanue
n/n Jena Jema XpaHeHHd JHCTOR
1 2 3 4 3 6 7

(Epafteme 1aTRd)

—7

i

Ha \l/ THCTAX

XpaHHTE
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[Tpunoxenne Ne 6

K. 3.2
dopma IucTa-3aBEPUTENS OMUCH JET
JIMCT-3ABEPUTEJIb OITMCH JIEJI Ne (®OHJ, Ne )
B onucu nen noamuro U npOHyMEpPOBaHO JINCTOB,
(umdpamu U IPONHCHIO)
B TOM YHCIJIE:
JIMTEPHBIC HOMEPA JTUCTOB ;
MPONYIIIEHHbIE HOMEPA JTUCTOB
HaumenoBanue nomKHOCTH
paboTHUKa [Toanuck Pacmudporka nmoamnucu

Jlata
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OoOpa3en 3an0/JIHEHUSI peecTpa onmucen

ITpunoxenue Ne 7

K1 3.3

1. IlepBuuHOE MOCTYIIIEHHUE ACN MOCTOSHHOTO XPAaHEHHs, M0 JUYHOMY COCTaBY, BpeMeHHOro (45
JIeT) XpaHeHusi, BpeMeHHoro (15 5er) XxpaHeHUs B apXUB OpPraHM3alldd U COCTaBJICHHWE TIEPBBIX

TOJIOBBIX pa3JieIoB onucel aen (3anomHstorcs rpader 1, 2, 3, 4, 10):

KommuecTBo e B onucu

Ko

BpEMEH | MO I Komu
HOTO | JIMYHO qec | €CTB .
Ne Ne | Ne HasBanwue (10(])3 g e Kpaitau T8O 3K§eM HMpe
n/m o | om OIHCH o eT) | cocta € JIaThbl Jme wip | 4aH
Haa | ucH SHHOT | XpaHCH | BY TOB
o Hs B OB ue
XpaHe o OIHC
HUS e u
L S 4 5 6 7 8 9o | 10 | 11
1 1 1 [ToCTOSIHHOT O 4
XpaHEeHUs
2 1 2 ITo muHOMY 3
COCTaBy
3 1 3 BpemeHHOro >
(45 ner)
XpaHeHHUs
4 1 4 BpeMeHHOro 5
(15 ner)
XpaHEHUs

2. Omnuce Aen MOCTOSIHHOTO XpaHeHHs 3aKOHYeHa (3amosHstoTes rpadsl 5, 6, 7, 8, 9) u 3aBeneHa

clIelyIolas ONuch JeJ MOCTOSIHHOTO XpaHeHus (3anonustores rpadsl 1, 2, 3, 4, 10):

Komnuectso JACJI B OITKMCHU

Ko K
BpEMEH | 1O T 0Jin
HOT'O JAYHO qec 4CCTB
Ne | N (cBbIIIE | MY 0 Ilp
: 2 N TBO
Ne bo | on HasBanue nocro | 10 net) | cocta Kpaiiau e | KM | nMe
n/m wa | wen OIUCH SHHOT | XpaHeH | By € 1aThl OB ISP YyaH
0 us OB ue
B
XpaHe ol ormuc
HHS e u
11213 4 5 6 7 8 9 | 10 | 11
1 1 1 [MocrostHEOrO | 9999 15 385 | 4
XpaHCHHUS STHBapSI
1995 . —
26
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nexaops
2006 .

2 1 2 [To nuunOMy
COCTaBy

3 1 3 Bpemennoro
(45 ner)
XpaHEeHUs

4 1 4 Bpemennoro
(15 ner)
XpaHCHUS

5 1 5 ITocrossuHOrO
XpaHCHUS

3. CocTaBiieHuE €KEeroJHOM NTOroBoi 3anucu (Hanpumep, Ha 1 sHBapst 2015 roxa):

Bcero xpanutcs B apxuBe 5 (ISTh)

OIIHMCEH, M3 HUX

(urdpamMu 1 MPOMHUCHIO)

MOCTOSIHHOT'O XpaHeHus 2 (1Be)

(urdpamMu ¥ MPONUCHIO)

BpeMeHHOro xpaHneHus (cBbimiel 0 jer) 2 (iBe)

(zudpamMu ¥ IPONUCKHIO)

10 JINYHOMY cocTaBy 1 (oaHa)

(undpamMu 1 MPOMUCHIO)

B TOM YHCJIC [TOCTYIINJIO B rogy

onuceu

B TOM YHCJIE€ BBIOBLIIO B roay

(umdpaMu ¥ IPOMKCHIO)

onucen

HaumeHnoBaHue 10KHOCTH pabOTHHUKA
apxXuBa opraHu3anuu, COCTaBUBUICTO
peecTp onucen IToanuce

HaumeHnoBaHue 10KHOCTH
PYKOBOAMTENS apXuBa (JHIia,
OTBETCTBEHHOTO 32 apXHB) [Toamuce

15.01.2015

(undpaMu 1 IPOIKCHIO)

O.1. Apxunosa

N.H. Tyuun
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[Ipunoxenne Ne 8

K. 3.5
JIMCT ®OHJIA Ne 1

Bcepoccuiicknii HAy4YHO-MCCIEA0BATEIbCKUN HHCTHTYT 01 ssnBaps 1996 r.
AOKYMeHTOBeleHHus U apxuBHoOro aeaa (BHUUIAN)

(MecroHaxoxaeHue GpoHaa (HauMEHOBaHHE ([aTta mepBoro nocTymniaeHus
OpraHu3aluH, TJie XpaHuTcs Qo) JOKYMEHTOB (poHza)
Kpaiinue naThl kakaoro Ha3BaHus (poHaa HA3BAHUE ®OH/IA

1 2
02.03.1966 —23.06.1992 Bcecoro3Hblit HaydHO-UCCIeN0BaTEeIbCKUN HHCTUTYT IOKYMEHTOBEACHUS 1

apXuBHOro Jena ['maBHoro apxuBHoro ynpasiaeHus npu Coere
Munucrpos CCCP (BHUNAN)

24.06.1992 — Bceepoccuiickuii Hay4yHO-MCCII€10BaTENIbCKUA HHCTUTYT
JOKyMEHTOBEIEHHS U apXUBHOT 0 fena Komurera o genam apXuBOB IpH
ITpaButensctBe Poccuiickoit ®enepaunn (BHUNUIIAL)

1. VYyer HeonmMCaHHBIX TOKYMEHTOB
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Jara Hassanue, Ne i jata [Mocrymienue BhIObITHE Hannuwue
3ATIHCH JOKYMEHTa, 0 KOTOPOMY (0cTaToK)
MOCTYITMJIN WJTH BBIOBLIIH JOKYMEHTBI = =
KO-BO 1N Kpaitnue natet Kpaiinue Bcero ngexn
Koi-Bo | naThl
Jen
1 2 3 4 5 6 7
01.03.19 | Akt 00 oOHapyXeHMM HEy4YTeHHBIX JOKyMeHTOB Nel ot | 35
97 27.02.1995
02.04.19 | AxTt onucanusi apXuBHBIX JOKYMeHTOB Ne2 ot 02.04.1995 35 04.05.1993
97 -
28.12.1993
2. Yder ONMCaHHBIX JTOKYMEHTOB
BriobiTHE Hamawue (ocTaTok)
- B = B ToMm uucie B ToMm uucie
H .
E,( = = o = = o 10 OIHCSIM,
5 = S 2 t = = YTBEPAKIEHHBI | <
= 2 = 2 o | & |gg®= DIIK e
= S = E o ) x 7S M .
s = o ° X = = m AT >
2 S = o = = s o g 8 a = () ITocTosAHHOr 0 XpaHeHus ITo myHOMY
5 ) == S| E =22 g s 2 cocTaB
: : = 5 AL I R ”
= 3 2 & 2 () mgg ) ) g o . = - W3 Hux no o | = =
= == = 2 2 8 2 z ~ R EES ONHUCAM ol ==
T i o I ] = R Os g X ’ s RS s
N S © 3 g, S = & ¥ | yrBepkmeHHBI | S H & X
< < < Y O ¥ o o A )
M OIIK
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= =4
o =
)
2 =
= | g
~ A
1 2 3 4 5 10 11 12 13 14 15 16
15.01.19 Nel 1992 | Bpemennoro | 10 10
96 (15 mer)
XpaHeHus
02.04.19 Ne2 1993 | Bpemennoro | 35 45
97 (15 ner)
XpaHeHUs
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OO0pa3elr 3aM0JIHEHUS KHUTH y4eTa MOCTYIUICHUS ¥ BBIOBITHS JIEII.

AxnmonepHoe 00111ecTtBo «CBETOCEPBUCY

[Tpunoxenue Ne 9
K1 3.6

(HaMMEHOBAaHHE OPraHHU3aIH)

Apxus AxrmonepHoro odmectsa «CBETOCEPBUCY

(Ha3BaHUE apxuBa)

KHUT A
ydeTa IOCTYIJIEHUS U BBIOBITHS J1€]1, TOKYyMEHTOB

Tom Ne 1

Hauat 01.02.2015

OKoHYEH
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[Tpumep 3anoHEHHSI KHUTH y4yeTa U BbIOBITHS e [Iponomkenue npuiokeHus 9

- = [Mocryrutenue onvcanHbiX | BoiObiTHE onucanHbIx | HeommcanHbIX
= § HaumMeHoBaHue 8o EE o % JIOKYMEHTOB JIOKYMEHTOB ned,
= 5 Opranu3anuu 3 iﬁ S S g5 E 4 *w Komuuectso ex. xp. KonuuectBo ex. xp. JIOKYMEHTOB, |
- cE s (cTpyKTYpHOTO = ?%‘ g . E 29 x5 5 JIUCTOB %
= E é TOIPa3 IeNCHHIS, JTHILA, ‘E %g ;[ E = > 2 ;, = % o R . o R . =
2|3 a apxHBa), OT KOTOPOi f5zE =2 85?2 S S & 52 z . sz |52 2 5 2 ° =
= E TOCTYIHIIH (T 9_::[&@ g ;g%: = = E EGEJ@EQ £ E qu)"ﬁg B = =
= BEIGoLn) 2EcE |2 B = |85 |22/ 52 |EE|2E122|8 |¢
=N 3 JOKYMEHTBI gqgé ~ é < 2.8 e © ;.’ = | &l g" 2 .
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16
1 17.05.2015 | AkunonepHoe obmiectBo | Onuch nen | AKHHOHEpPHOE 2010-2012 |BH 134
«CBerocepBuC» TTOCTOSTHHOTO | 00IIIECTBO
XpaHEHHS «CBerocepBucY,
No 1 No 1
1 17.05.2015 | AkronepHoe o6mectBo | Onuck 1en | AKIMOHEpHOe 2010-2012 | BH 25
«CBetocepBHC» 10 JINYHOMY | OOIIIECTBO
coctaBy Ne 2 | «CBeTocepBUCY,
No 1
2 18.05.2015 | AkumoHepHoe 00111ecTBO | AKT nmpuema- | OOIIecTBO ¢ 2011 BH 78 5 26
«CBetocepBHC» nepenayn OrpaHUYEHHON
(ponmonepskarens), ApXUBHBIX OTBETCTBEHHOCTh
OO01ecTBO € JOKyMEHTOB | «CBeT»,
OTpaHUYEHHON Ha xpaHeHue | Ne 2
OTBETCTBEHHOCTBIO Ne 2
«Cset»
(ponmoobpazoBaresnb)
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2 18.05.2015 | AknimonepHOe 001ecTBO | AKT nmpuema- | OOIIecTBO ¢ 2012 BH 79
«CBetocepBHC» nepenayn OrpaHUYEHHOHN
(ponmonepskarens), ApXUBHBIX OTBETCTBEHHOCTh
OO0111eCTBO C JOKYMeHTOB | «CBeT»,
OTpaHUYECHHON Ha xpaHeHne | Ne 2
OTBETCTBEHHOCTBIO Ne 3
«Cser»
(pormoobpazoBarens)
3 12.12.2015 | F'ocynapcTBeHHOE AxT npuema- | ObmiecTBo ¢ 1995-2001 | BH 516 39
Ka3eHHOE yUpeXJCHUE | mepenadn OTpaHWYECHHOH
«["ocynapCcTBEHHBIH APXHUBHBIX OTBETCTBEHHOCTD
apxuB H-ckoli obnmactn» | nokymenToB | «Cser»,
Ha xpaHeHue | Ne 2
Ne'l
4 15.12.2015 | TocynapcTBeHHOE AKT npuema- | AKUHOHEpHOE 2002-2008 |BH 311 18
Ka3eHHOE yUpeXJeHUe | mepenadu 00111ecTBO
«[ocynapcTBEeHHBIH APXHUBHBIX «CBetocepBHCY,
apxuB H-cko#i obmacti» | mokymentoB | Ne 1
Ha XpaHEHHe
Ne 2

HUroros 2015 romy moctynumuo 347 (TpUcTa COPOK CEMB)

CEMb) ,

QJICKTPOHHBIX

(mmdpamu 1 IPOTIHCHIO)

, Ay ITMOJJOKYMEHTOB

el1. Xp., B TOM yuciie: Ha OyMakHoM Hocutene 347 (TpucTta COpoK

(unpamu 1 TIPOTIHCHIO)

R (undpamu ¥ TPOIHUCHIO)

(uudpamu 1 IPOMHCHIO)
BUACOJOKYMCHTOB

(undpamu U PONKCHIO)
MOKA3bIBAIOTCS Pa3/AelIbHO UTOTOBBIE aHHbIe TT0 rpadam 8, 9, 10, 14 kuury;
BbIOBLTO 884 (BOCEMBCOT BOCEMbBJIECIT YEThIPE) ell. Xp., B TOM 4Hclie: Ha OymMakHOM HocuTese 884 (BOCEMBbCOT BOCEMb/IECAT
YeThIpe) R (tmdpamur 1 IPOTIHCHIO)
3IEKTPOHHBIX , AYIMOJOKYMEHTOB
R (undpamu ¥ TPOIHUCHIO)

(udpamu 1 TPOTTHCHIO)

(undpamu 1 PONKCHIO)
BHUIEO0IOKYMEHTOB

(undpamu 1 PONKCHIO)
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MTOKa3bIBAIOTCS Pa3eIibHO UTOrOBbIC JaHHbIC 1O Tpadam 11, 12, 13, 15.

HanmenoBanue JOJDKHOCTH JIM1a,

COCTaBHBIIEr 0 UTOTOBYIO TOJIOBYIO 3aITUCh [Toanuce N.H. HoBukosa
HaumeHoBaHMe JOKHOCTH PyKOBOAUTENS apXUBa

(JM11a, OTBETCTBEHHOTO 32 APXHB) [Toanuce P.C. Crenanos
10.01.2016

* B rpade ykaspiBaercs Bun Hocutenst (bH — nokymeHThl Ha OymMakHOM HocuTene, DJ1 — 3MeKTpOHHBIE TIOKYMEHTHI )
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[Ipunoxenne Ne 10

K14
CocraB CIIPaBOYHOIO allriapara OIIMcCH AcCj
TuTtynpHBIN TMCT
OrnaBnenue
N
Onucu nen
(B TOM yuC€ YNEKTPOHHBIX) ||
MMOCTOSTHHOT'O XpaHEHUSs
Ormucu gen
IIpenucnoBue BPEMEHHBIX
(cBbime 10 ser)
CPOKOB XpaHEHUS
Onucu gen
I10 JINYHOMY COCTaBY ]
Cnucok
COKpaILleHU I
VYkazarenu K onucu
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[Tpunoxxenne Ne 11
K II. 4

CDopMa TUTYJIBbHOI'O JIUCTA OIIMCH ACII

(HammeHoBaHUME TOCYIapCTBEHHOTO (MYHHUITUTIAJIBHOTO) apXUBa)

(HazBanue donma)

Doupg Ne

Onuce Neo

(HazBanwue onucn)

Kpalinue naTel equHUL XpaHEHUS
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[Tpunoxxenne Ne 12
K1 5.1

O6pazerr Oi1aHKka 3ampoca moJib30BaTesl

3AIIPOC (o0pamenue)

HNudopmanus o nepcoHANbLHBIX JaHHBIX XPAHUTCHA U 00padaTbiBaeTcsi ¢

c00JII0/IeHHEM pOCCHﬁCKOFO 3aKOHOIATEJbCTBA 0 MEPCOHAJIBHBIX TaHHbIX.

3anounsas n1aHHy0 ¢popmy, Bel 1aere corsiacue Ha 00padOTKY MEePCOHATBHBIX

JaHHBIX.

HaumenoBanue
FOPUINYECKOrO JIMIA — aBTOpa
3anpoca/ PUO rpaxaaHnHa

Anpec i oJy4eHus OTBETa
(TTOYTOBBIH, IIEKTPOHHBIN)

3anpamnmBaeMble CBEJICHUS
(ykazaTh uHGOpMAIIUIO
HauOoJiee MOJHO — 0 ueM? B
TEUEHHUE KaKoro nepuoa?)

dopMma nonyyeHus ° MH(GOPMaLIMOHHOE MHUCHMO,
uHpopManu (HyKHO ° apXuBHas CIIPaBKa,
MOTYEPKHYTH) ° apXUBHAas BBIINCKA,
° apXuBHas KOmus,
° TEMATUYECKUH NIEPEUCHD,
° TeMaTU4YecKuil 0030p TOKYMEHTOB
JlaHHBIE TOKYMEHTA,
YIOCTOBEPSIOILErO JIUYHOCTh
(moaTBEp)KAAIOIIETO
MIOJIHOMOYUS TIPE/ICTABIATH
MHTEPECHI IPYToro JINIA)
JIOTIOTHUTENIBHO:
20 ITognuce
(Hata)

(moamUCh MOTB30BATEIA)
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[Ipunoxenne Ne 13
K1 5.1

O6pa3zer ohopmIIeHUST apXUBHOM CITPABKH

HaunmeHnoBanue opranuzanuu

CripaBoYHBIC JaHHBIE 00 OpraHU3aINN

(mouToBBI anpec, TenedoH, Tenedon/dakc) Ierposy B.1.
yi1. )KyKoBcKoOro,
APXUBHASI CIIPABKA 105/2, xB. 5,

r. HoBocubupck, 630082
31.06.2013 Ne 04-5/173
Ha Ne 310 ot 25.06.2013

MockBa

B nokymenrtax apxuBHoro ¢onna Bcepoccuiickoro o0benuHeHHsI XJI€OONpPOTyKTOB
«Pocxne6onpoaykT» B BEIOMOCTIX Ha BblJady 3apa0OTHOM IUIaThl pabouuM M CIYKaIluM 3a
amnpeiib — 1ekadbppb 1962 r., 3nauntcs [lerpos bopuc MBaHOBUY B JOKHOCTH MHKEHEPA.

OcnoBanne: @. 50, Omn. 2, /1. 3, JI. 105 — 106.

HaumeHoBaHMe NOKHOCTH
PYKOBOAMTENS OpraHu3aluu
(WJIM UHOTO YITOJTHOMOYEHHOTO UM JINIIA) [Tonnuce PacumudpoBka nognucu

[Tevats opranuzauuu

OrMeTrKa 00 UCIIOJIHEHUA
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[Tpunoxxenne Ne 14

K1 5.1.
O6pa3zern oopmiIeHUST ApXUBHON BBITUCKU
HaumeHnoBanue opranuzanuu
CripaBouHBIC JaHHBIC 00 OpraHU3aIHH
(mouToBsIii agpec, TenedoH, Tenedon/dakxc) Herposy b.1.
’ ’ yi1. )KykoBckoro,
. 105/2, kB. 5,
APXMBHAS BBIITMCKA r. HoBocu6upck, 630082

13 IPOTOKOJIAa 3acelaHns o0LIero coopaHus
Bcepoccuiickoro oobeuHeHus xaedonpoayKToB
ot 25 nexadpst 1990 r. Ne 3

«CIIYTAJIN:

OO0 oka3aHMU TyMaHUTAPHON MTOMOIIM BOCHIUTAHHUKAM JETCKUX IOMOB I'. MOCKBBI

PEHINJIA:

...3) Boigemutes 10 T xneba Ha 0e3BO3ME3IHOM OCHOBE B LEJSIX YJIOBIETBOPEHUS
moTpeOHOCTEeH JieTckoro qomMa Ne ... 1. MOCKBHI...».

HomMmep nerckoro qoma ykasaH B TEKCTE HEpa300pUunBoO.

OcnoBanme: ®@. 2, On. 3, 1. 1, JI. 45-46.

HaumeHnoBaHue NOKHOCTH
PYKOBOAMTENSI OPraHu3aluu
(WM UHOTO YIOJHOMOYEHHOT'O UM JIUIIA) [Toanuce Pacumdposka noanucu

IleyaTs opranu3anuu

OtMeTKa 00 UCITOHEHUN
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10.

11.

12.

[Ipunoxenne Ne 15
KIL 5.3

®opma KapTOYKH MOJIb30BATEIS YUTAIBHOIO 3aJ1a

(HauMEeHOBaHHUE OpraHU3aIuN)
KAPTOUYKA INOJBb3OBATEJIA

damnnus, UMs, 0THECTBO

[aTa poxxaeHus

paXxpaHCTBO

MecTto paboTbl (y4ebbl) M AOMKHOCTL
(r10/1HOE HA3BAHNE YYPEXAEHMUS, Ero MOYTOBbIN M S/IEKTPOHHBIVN afpec, TENEPOH)

0O6pasoBaHue, yueHas CTeneHb, 38aHue

OcHoBaHMWe ANs NPOBEAEHUS UCCNeaoBaHUI
(HanpasrieHne opraHmM3aLm Wi 1o JIMYHOMY 3as1B/1EHMIO)

Ha3BaHue TeMbl, XpOHONIOrM4ecKne pamkm

Lenb pabothbl

Anpec permctpaummn rno Mecty npebbiBaHusl, Homep TenedoHa

Anpec perncTpaumm no MecTy XUTeNbCTBa, HOMep TenedoHa

HoMep MobubHOro TenedoHa, 3MeKTPOHHbIN aapec

Cepus 1 HOMep nacnopTa, Kem u Koraa BblaaH

0653aTenbCcTBO-COrialueHme.

A,

(pamusns, ums, OTHECTBO)

03HAKOMMEH C AeNCTBYIOLMM MMOPSAKOM UCMOMb30BaHUS apXMBHBIX JOKYMEHTOB B rOCYAAPCTBEHHbIX U
MyHULMNAnbHbIX apxmBax Poccuiickoi deaepaumm 1 0653yH0Ch €ro BbINOSHATD.

CornaceH c aBTOMaTM3MpPOBaHHON 06paboTKoM U XpaHEHNEM AaHHbIX, YKa3aHHbIX B aHKETe.

0693ytocb CO6MI0AATL PEXMM KOH(PUAEHLMANBHOCTU B OTHOLLIEHUM CTaBLLEN MHE U3BECTHOM MHGOPMaLMK,
UCMONb30BAHWE M PacnpoCcTpaHEHNe KOTOPOV OrpaHMYEHo 3aKoHoAaTeNbCTBOM Poccuiickol deaepaumn.

«__» 20__ .
nogrce
AOJDKHOCTB, COTPYAHMKE apxvBa rnogrce pacimgposka rnoanucu
«__» 20__r.

220



[Tpunoxxenne Ne 16
K 1. 6.3.

Ob6pasen popMbl akTa pueMa-rnepeiayu apXuBHbIX TOKYMEHTOB U MaTe€pUaIbHBIX
LIEHHOCTEN apXHuBa IPU CMEHE PYKOBOJIUTEIS apXUBa

HaumenoBanue opranusanuu YTBEPXAIO
AKT HanmMmeHnoBaHMe TOKHOCTH
PYKOBOIUTEISI OpraHu3aluu
Ne [Moanuce Pacimmdposka
IOAITUCHU
Jata
(MecTo cocTaBIeHHS)
IpuemMa-nepenayy npyu CMeHe
PYKOBOAUTEINSA apXUBa
B cootBercTBHHE ¢ TPUKA30M OT Ne
nepenan(a)
(pamunst, THULIMATIBI TIEPEIAIOIIETO) (pamunust, *HULIATIBI TPUHUMAFOIIIETO)

MIPUHSIT B IPUCYTCTBUM KOMHUCCHH, 00pa30BaHHOM HAa OCHOBAaHUU JIaHHOTO MTPHKa3a, B COCTAaBE

npeaceaaTeisa " YJICHOB
(pamusust, *HUITMATIB] ) (pamuum, MHUITMIAIIBT)
JIOKYMEHTBI apXuBa 3a TOABI M CITPABOYHBIN ammapaT K HAM.
Ne Ne Hasanue n Kon-Bo Komn-Bo npuHATHIX Kon-Bo [Ipumeuanune
n/n | ¢oHna Ne onucu DK3EMIUIIPOB | €AUHUI] XPaHEHUS Ha IIPUHATBIX
OIINCH 6y'Ma)KHOM HOCHUTCIIC CIUHHNIL
XpaHCHHA
QJICKTPOHHBIX
JIOKYMEHTOB
1 2 3 4 5 6 7
HUTOI'O npunsto Jell,
(undpamu ¥ IPOIHCHIO)
B TOM YHCJIE €ll. XpaHEHHs Ha
(undpamu 1 IPOIHCHIO)
OyMa)XHOM HOCHUTEJE, €ll. XpaHEHUs

(tmdpamu 1 IPOMHCHIO)
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QJICKTPOHHBIX TOKYMCHTOB, onucei
(mudpamMu 1 TIPOTTHCHIO)
B 9K3CMILIApax.
(tdpamMu ¥ IPOTIHCHIO)

CocrosiHrEe TOKYMEHTOB U OIUCEH:

(o01as XxapakTepUCTHKA COCTOSIHHS)

O,Z[HOBpeM CHHO IICpEAar0TCA

(Bumet HCA 1 ero 00beMBbI, COCTOSTHUE)

CocrosiHHE ITOMEIICHUS apxuBa:

(o01as XxapakTepUCTHKA COCTOSHHS )

Hammuwne u cocrosaue O60pyI[0BaHI/IH W MHBCHTApPA:

(o0mmas XxapaKTepUCTHKA COCTOSTHHS)

Ilepenan IToamuce Pacmmdporka noamnucu
ITpunsn [Toamuce Pacmmdporka noamnucu
IIpencenarens koMucCCHH ITonnuce PacumdpoBka nonnucu
YiieHbl KOMUCCHH: [Toanuce Pacumdposka noanucu
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