[okyMmeHT npepoctasneH KoHcynbTaHTI10C

3apeructpupoBano B Munrocte Poccun 7 centsaops 2015 r. N 38830

MUHHUCTEPCTBO KYJbTYPbI POCCUCKOMN ®EJEPALIIN

INPUKA3
ot 31 mapta 2015 r. N 526

Ob YTBEPXJIEHUU ITPABUJI
OPI'AHU3AIINUA XPAHEHU S, KOMIIVIEKTOBAHUS, YYETA U
HUCITIOJIb30BAHUA
JTOKYMEHTOB APXUBHOTI'O ®OHJIA POCCUMCKOMN ®EJEPAIIUU U IPYTHUX
APXMBHBIX JOKYMEHTOB B OPTAHAX T'OCYJAPCTBEHHOM BJIACTH,
OPI'AHAX MECTHOT'O CAMOYIIPABJIEHUSA U OPTAHU3ALIUAX

B cootBercTBHHE ¢ nyHKTOM 2 yacTu 1 cTaThu 4, yacTeio 5 crateu 14 denepanbHOro 3akoHa
ot 22 okTsa0psa 2004 r. N 125-®3 "O6 apxuBHoMm nene B Poccuiickoit @eaepanun" (Cobpanue
3akoHoaarenbcTBa Poccuiickoit deneparuu, 2004, N 43, cr. 4169; 2006, N 50, ct. 5280; 2007, N
49, ct. 6079; 2008, N 20, ct. 2253; 2010, N 19, c1. 2291; N 31, cT. 4196; 2013, N 7, cT. 611; 2014,
N 40 (u. II), ct. 5320) u nocranosnenuem IIpaButensctBa Poccuiickoit ®enepannu ot 20 uromis
2011 r. N 590 "O MunucrepctBe KyapTypbl Poccuiickoit ®Penepauuun" (CoOpanue
3akoHoaarenbcTBa Poccuiickoit deneparuu, 2011, N 31, ct. 4758; N 44, ct. 6272; 2012, N 6, cT.
688; N 17, ct. 2018; N 26, ct. 3524; N 37, cT. 5001; N 39, c1. 5270; 2013, N 3, cT. 204; N 8, cT.
841; N 31, ct. 4239; N 33, cT. 4386; N 41, ct. 5182; N 45, ct. 5822; 2014, N 9, ct. 909; N 30 (u.
ID), ct. 4305; N 40 (u. III), ct. 5426, N 48, ct. 6860; 2015, N 2, ct. 491; N 4, cT1. 664; N 9, cT.
1339) npukassiBao:

1. YTBepauTh mpuiaraeMble mpaBuiia OpraHU3alMKU XPAHEHUs, KOMIUIEKTOBAaHUS, y4eTa U
MCIIOJIb30BaHUsl TOKyMEHTOB ApxuBHOro (onaa Poccuiickoit ®@enepanyivi 1 Apyrux apXUBHBIX
JOKYMEHTOB B OpraHax TIOCYJapCTBEHHOH BJIAacTH, OpraHaXx MECTHOIO CaMOYIpAaBIEHUS H
OpraHu3alusix.

2. HanpaBuTh HacTOAIIMM NPHUKA3 HAa FOCYJApCTBEHHYIO perucrpanuio B MUHHCTEPCTBO
roctumu Poceniickont @enepannu.

3. KoHTpomb 32 HCIIOJIHEHNEM ITPUKA3a BO3JIOKUTH Ha IIEPBOro 3amectuTess Munucrpa B.B.
Apucrapxosa.

MI/IHI/ICTE
B.P.MEJUHCKNI

[Ipunoxxenue

K NpuKa3y MuHHCTEpPCTBA KYJIbTYpHI
Poccniickoit ®enepanuun

ot 31 mapra 2015 . N 526

ITPABHJIA
OPI'AHU3ALIMUA XPAHEHU S, KOMIIVIEKTOBAHUS, YYETA U
HNCITOJIb30BAHUA
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JOKYMEHTOB APXUBHOI'O ®OHJIA POCCUMCKOM QEJEPALIMN U IPYTUX
APXUBHBIX TJOKYMEHTOB B OPTAHAX I'OCYJAPCTBEHHOMU BJIACTH,
OPI'AHAX MECTHOT'O CAMOYIIPABJIEHUA U OPTAHU3ALIUAX

[. OBUIME TTOJIOXEHN A

1.1. Hacrtosmue IlpaBuna opraHu3ali XpaHEHUs, KOMIUIEKTOBAHMsS, Yy4eTa U
UCIIOJIb30BaHUs JOKYMEHTOB ApxuBHOro ¢onaa Poccuiickoit denepanyu u Ipyrux apXuBHBIX
JOKYMEHTOB B OpraHax rOCYJapCTBEHHOH BJIacTH, OpraHaXx MECTHOTO CaMOYIpaBlIEHUS U
opranuzanusx (nauee - Hacrosiue IIpaBuna) paspaboransl B cooTBeTcTBUM ¢ DenepanbHbIM
3akoHOM OT 22 okTsi6pst 2004 r. N 125-@3 "O6 apxuBHOM Jnene B Poccuiickoit @enepanun”
(Cobpanue 3axkonomarenscTBa Poccuiickoit deneparnuu, 2004, N 43, ct. 4169; 2006, N 50, cr.
5280; 2007, N 49, ct. 6079; 2008, N 20, ct. 2253; 2010, N 19, ct. 2291; N 31, ct. 4196; 2013, N
7, ct. 611; 2014, N 40 (u. II), ct. 5320), mocranoBiaeHueMm IlpaButenscTBa Poccuiickoi
@eneparun ot 15 umrors 2009 r. N 477 "O6 yrBepxkaenuu [lpaBun aenonpou3BOjACTBA B
dbenepabHBIX OpraHax wucrnoiaHuTenbHOM BiaacTH" (CoOpaHue 3aKoHOIATENhCTBA Poccuiickoit
O®enepauu, 2009, N 25, cr. 3060); npuxazom MuHHCTEpCTBA KYJbTYpbl M MAacCOBBIX
koMMmyHuKaiuii Poccuiickoit @eneparuu ot 18 suBaps 2007 r. N 19 "O06 yrepxkaenun [IpaBun
OpraHM3alMy XpaHEHUs, KOMIUIEKTOBAHUSA, Y4Y€Ta M HUCIOJIb30BAaHUS JOKYMEHTOB ApPXHBHOI'O
¢donna Poccuiickoii depepauuu U JIPYrUX apXHUBHBIX JIOKYMEHTOB B TOCYJapCTBEHHBIX U
MYHULIMNIAJIBHBIX apXUBaX, My3esix U Oubnuorekax, opranusanusax Poccuiickoil akagemun Hayk"
(manee - IlpaBuna xpaHeHus) (3apeructpupoBaH Munioctom Poccum 6 mapra 2007 r.,
peructpanonHsiii Homep 9059, "BroyuieTeHb HOPMATHBHBIX AKTOB (PeepalbHBIX OPTaHOB
ucnonHuTeNnbHOM Bractu ot 14 mas 2007 r. N 20"), ¢ U3BMEHEHUSIMH, BHECEHHBIMH MPHKA30M
MunucTepcTBa KyJabTypbl 1 MAacCOBbIX KoMMyHUKaIluil Poccuiickoit denepanuun ot 16 gpeppans
2009 r. N 68 (3apeructpupoBan Muntoctom Poccuu 5 mas 2009 r., perucTpalluOHHBI HOMEP
13893, "Poccuiickas razera" ot 20 mas 2009 r. N 89), npukazom Munkynstypsl Poccun ot 10
ceHta6ps 2007 r. N 1273 "O06 yrBepxkaeHIUH GOPM YUETHBIX U MHBIX TOKYMEHTOB 10 OpraHu3aiun
XpaHEHUs, KOMIUIEKTOBAaHMUS, Yyde€Ta M HCIIOJIb30BAHUS JOKYMEHTOB ApXHMBHOro (¢oHa
Poccuiickoit @enepaumu W OPYTMX AapXMBHBIX JOKYMEHTOB B TOCYJapCTBEHHBIX U
MYHUIIMTNIAJIBbHBIX apXUBaX, My3esix U Oubnuorekax, opranuzanusx Poccuiickoil akagemun Hayk"
(3apeructpupoBad MuntoctoM Poccun 9 oktsa6ps 2007 r., perucrpaunonssiii Homep 10291,
"broyisieTeHb HOPMATUBHBIX aKTOB (pe/iepaIbHBIX OPraHOB MCIIOIHUTEILHON BJIACTU OT 5 HOSAOPs
2007 r. N 45").

1.2. [Je#ictBue Hacrosmux IIpaBunm He pacmpocTpaHseTcss Ha OpPraHU3alUI0 XpaHEHUS,
KOMIUJIEKTOBAaHUS, y4eTa M MCIIOJIb30BaHMUs JIOKYMEHTOB ApxuBHOro ¢onaa Poccuiickoit
Qenepallii ¥ JAPYrUX AapXHMBHBIX JOKYMEHTOB, COJEPXKALUX CBEIEHHUS, COCTaBISIOLIUE
rOCyIapCTBEHHYIO TalHY.

1.3. T'ocymapcTBEHHBIE OpraHbl, OpPraHbl MECTHOIO CAaMOYIPABJICHUS MYHHUIMIAIBLHOIO
paiioHa, TOPOJICKOTO OKpPYra M BHYTPUI'OpPOJICKOTO paiioHa 00s3aHbl CO3/1aBaTh apXUBBI B IIEJISAX
XpaHEHUs, KOMIUICKTOBaHMs, ydeTa W MHCIIONb30BaHUS 0O0pa30BaBLIMXCA B IpoOLECCE HX
JEATEIIBHOCTH apXUBHBIX JOKYMEHTOB.

1.4. Opranuszauuu BIOpaBe cO3AaBaTh apXWBBI B LENSIX XpaHEHHUs] O0Opa3oBaBIIMXCSA B
IIPOLIECCE MX JEATEIbHOCTH AapPXUBHBIX JIOKYMEHTOB, B TOM 4YHCIIE B LENAX XPAaHEHUS U
UCIIOJIb30BAaHUSl ApPXUBHBIX JOKYMEHTOB, HE OTHOCSIIUXCS K TOCYAapCTBEHHON WU
MYHHIIMIIATBFHOU cOOCTBEHHOCTH <1>.

<1> Yactp 2 crateu 13 depepanpHoro 3akoHa ot 22 oktsa6ps 2004 r. N 125-®3 "O6
apxuBHOM Jieiie B Poccutickoit @enepanun.

1.5. 3amaun u pyHKIIMK apXuBa (MIEHTPATHLHOTO apXHUBa) rOCYAapCTBEHHOTO OpraHa, OpraHa
MECTHOTO CaMOYIpPaBJIEHHUs, OPraHU3allMi - UCTOYHMKA KOMIUIEKTOBAHUS TOCYJIapCTBEHHOTO,
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MYHUIUIIAIGHOTO apXUBa ONPEACISAIOTCS IOJO0KEHUEM, YTBEPKIAEMBbIM PYKOBOJIUTEIEM
OpraHH3aIiH.

Il. OPTAHU3AIMA XPAHEHNA JIOKYMEHTOB
APXMBHOI'O ®OHIA POCCUMUCKOUN ®EJEPALINN U IPYTUX APXMBHBIX
JOKYMEHTOB B OPI"TAHU3ALINN

2.1.  JlokymeHTbI, oOpasyromuecs B JAEATEIbHOCTH OpPraHU3alluh, COCTaBJISIOT
JIOKYMEHTATbHBIN (OH]I.

2.2. CozpaHMe JOKYMEHTalIbHOTO (OHAAa OpraHu3alul OCYIIECTBISETCA IyTeM
COCTaBJICHUS] HOMEHKJIATYPHI 11, GOpMHUPOBaHUS U 0(OPMIICHHUS Jell HA OCHOBE HOPMATHUBHBIX
npaBoBbIX akTOB Poccuiickoil ®Penepanum, NEpeyHEW THUIOBBIX APXUBHBIX JIOKYMEHTOB C
YKa3aHUEM CpPOKOB HX XPaHEHMs, YTBEP)KIAEMBbIX B COOTBETCTBHUM C IIYHKTOM 3 cTaTtbu 6
®depnepanbHoro 3akoHa oT 22 okTa0ps 2004 r. N 125-®3 "OO6 apxuBHOM aene B Poccuiickoit
Oenepanun', 1 IepeyHE TOKYMEHTOB, 00pa3yIONMUXCsl B IPOIECCE EATENBHOCTH (penepabHbIX
OpraHoOB IOCyIapCTBEHHOMN BJIACTH, HHBIX I'OCYAAPCTBEHHBIX OpraHoB Poccuiickoni @enepanuy, a
TaK)Ke B IMPOIECCE AEITEIbHOCTH IOJIBEJOMCTBEHHBIX UM OPraHU3allUi, C YKa3aHHEM CPOKOB
XPaHEHUH.

2.3. Yactp JOKYMEHTaJbHOrO (OHIA, BKJIIOYAIONIAs JOKYMEHTHI ApXWBHOTO (HoHIA
Poccuiickoii denepariyu, TOKyMEHTHI 10 JIMYHOMY COCTaBY U IOKYMEHThI BpeMEHHBIX (CBbIiIe 10
JIET) CPOKOB XpaHEHUs!, BKIIIOUECHHBIE B YUETHbIE JJOKYMEHTBI apXUBa, COCTABIISIET apXUBHBIN (OH]T
OpraHMu3aly, KOTOPBIM MOAJIEKUT XPAaHEHUIO B apXUBE OpraHU3alUH.

JlokyMeHTBhl BpeMeHHBbIX (10 10 JieT BKJIIOUMTENBHO) CPOKOB XpaHEHUs XpaHITCS B
CTPYKTYPHBIX MOAPA3JEICHUAX OpPraHU3aluy U N0 UCTEYCHUHM CPOKOB MX XPAaHEHMs IOJUIEkKAT
YHUYTOXCHHUIO B TIOPSIJIKE, YCTAHOBJICHHOM B ITyHKTax 4.6 - 4.13 nacrosmux [IpaBui.

2.4. Bunamu apxuBHBIX (DOHJIOB OpraHU3aLUU SIBJISIOTCS:

apX¥WBHBIN (HOH]T OpraHU3aINU, COCTOSIINHN U3 JOKYMEHTOB ApxuBHOro ¢oHaa Poccuiickoii
®denepaliv U JPYTUX apXUBHBIX JTOKYMEHTOB;

OOBCTUHECHHBI apXUBHBIA (OHJ, COCTOSIIIUI W3 O0pa3oBaBIIMXCS B Mpolecce
NeSITeIbHOCTH JIBYX MM Oosiee OopraHu3aluid JTOKYMEHTOB ApXuBHOro ¢onaa Poccuiickoi
®enepaliii U APYTUX apXUBHBIX JOKYMEHTOB, MMEIOIIUX MEXIYy COOOM HCTOPUYECKU W/HUIU
JIOTMYECKHU 00YCIIOBIICHHBIE CBS3H;

apXuBHAas KOJUIEKLHUS, COCTOSALIAS M3 OTICJIbHBIX apXUBHBIX JOKYMEHTOB pPa3IMYHOTO
IPOMCXOXKAEHUS, O0BEIMHEHHBIX M0 OJHOMY WJIM HECKOJBKHM IpU3HAKaM (TeMaTH4YEeCKOMY,
aBTOPCKOMY, BUJIOBOMY, OOBEKTHOMY).

2.5. ApxuBHOMYy (OHIYy OpraHM3alllu TNPUCBAMBAIOTCS Ha3BaHHE, COOTBETCTBYIOLIEE
HAaUMEHOBAHUIO OPTraHM3AllMM, U HOMEP B MOPSJAKE, ONpPENEICHHOM IYHKTOM 3.8 HacTOSLIMX
IIpaBui.

2.6. ApXxuBHBIC TOKYMEHTBI OPTaHU3alUNA COCTABJISIOT OAWH (€IMHBIN) apXUBHBIN (HOH:

70 U TIOCJIE pEOpraHM3aliy, a TAKKE U3MEHEHUsS CTPYKTYpBI, IITATOB, €CIM YKa3aHHbIE
MEpPONPUITHSI HE TIOBJIEKIIN 32 COO0M M3MEHEHUS LieJIel U mpeaMeTa 1eATebHOCTH OpraHu3alnu;

710 ¥ TIOCJIE U3MEHEHMSI TEPPUTOPUATIBHBIX TPAHULL JESITEIBHOCTH OpraHu3aluy;

B CJIy4ae CMEHbI yUpeaUTEIIs.

B cnyyae u3mMeHeHHsT COOCTBEHHHMKA HMYIIECTBA OPraHU3aLUN APXUBHBIC JTOKYMEHTBHI
OpraHHU3aI1H JI0JKHBI BKIIIOUATHCS B pa3Hble apXUBHBIE (DOHBI.

2.7. B ciydae peopraHu3zaiy OpraHu3aiuy ¢ nepenadeil pyHKIMI BHOBb CO3JaHHON MiIn
MHOM OpraHu3alliy BCE apXUBHBIE JOKYMEHTHI MEpelaloTcs OpraHU3alluu-TIPaBONPEEMHUKY U
BKJIIOYAIOTCSL B apXUBHBIN (DOH/T TTOCIIETHEH.

JIOKYMEHTBI IOCTOSTHHOTO XPAHEHUS U IOKYMEHTBHI 110 JINYHOMY COCTaBY JTMKBHIMPOBAHHBIX
OpraHM3alMil JOJDKHBI IIEpeaBaTbCs B YHNOPSAJOUYEHHOM COCTOSSHUM Ha XpaHEHUE B
COOTBETCTBYIOIIUN TOCYIapCTBEHHBIN (MYHUIIMTIAIIBHBIIN) apXUB.

2.8. XpOHOJOTMUECKUMH IPaHUIIAMU apXUBHOTO (poHAa ABISIOTCA <1>:


consultantplus://offline/ref=CB9E1C7FC51F2111FBE83736F4350C9D6757D13E5A396DBC5D1BE8084C0C3F3F03C4FEA6P6P6H

<1> [ToamyHkT 2.8.6 myHkTa 2.8 [IpaBui xpaHeHUs.

Il apXMBHOTO ()OHIA OPraHM3ALMU - YCTAaHABJIMBAaEeMble HA OCHOBE HOPMATHUBHBIX AKTOB
JIaThl CO3JaHUs U JUKBUJALMU opraHu3anuu. Ilpu Haauuum HECKOJIBKUX aKTOB 00 00pa3oBaHUU
OpraHu3alUy IPUHUMAETCA AaTa HauboJjee paHHero U3 HUX;

11 00BETMHEHHOTO apXUBHOTO (JOHA OpTraHU3alMY - IaThl CO3/IaHUs HanboJjee paHHeH U
JMKBUAALMY HanOoJiee Mo3/1HEeH 0 BPEMEHU AEATENIbHOCTH OpraHU3aluM, TOKYMEHTBl KOTOpOH
BOIIUTA B COCTaB 0OBEAMHEHHOTO apXUBHOTO (POH/A;

IUIsl apXUBHOM KOJUIEKLUH - 1aThl CAMOI'0 PAaHHETO U CAMOT0 MO3AHEr0 JOKYMEHTA.

2.9. ApXMBHbBIE JOKYMEHTbHI JOJDKHBI XPAaHUTbCA B CHCTEMATHU3UPOBAHHOM IIOPSJIKE B
npenenax apxuBHoro ¢osna. Enumnuneil cucremaTwsanMu JOKYMEHTOB apXuMBHOro (oHna B
apXUBE€ OpPraHU3allUU SBJIETCS COBOKYITHOCTh QPXUBHBIX IOKYMEHTOB UJIU OTJENbHBIN JOKYMEHT,
OTHOCAIIMECS K OTHOMY BOIIPOCY JI€ATEIbHOCTH OpraHu3aluy (anee - eAMHULA XPAHEHHS).

2.10. EpuHunbl XpaHeHHsl JOJDKHBI OBITh CHCTEMAaTH3MPOBAaHBI, BHECEHBI B OIUCH H
oopmieHbl B MOpsJKe, OOECHEeUMBAIOIIEM Y4YeT, IIOMCK M HCIIOJb30BAaHHE apXMBHBIX
JIOKYMEHTOB.

2.11. EnuHunbsl XpaHeHUs apXMBHOTO (OHIA CUCTEMAaTU3UPYIOTCS B COOTBETCTBUHM CO
CIIEYIOIIUMHU PU3HAKAMHU:

CTPYKTYpPHBIH (NPUHAUIEKHOCTh EAMHUL] XPAHEHUS K CTPYKTYPHBIM IO/pa3ieieHUIM
OpraHu3aIum);

XPOHOJIOTUYECKUH (110 MepHOAaM WK 1aTaM, K KOTOPBIM OTHOCSITCSI €IMHULIBI XpaHEHHUS);

(GyHKIMOHATBHBIN, OTpPAciIeBOW, TEMAaTUYECKUH, MPEIMETHO-BOIPOCHBIH (C  y4eToM
(GyHKLUI OpraHu3alyy, TEM WM BOIIPOCOB, KOTOPBIX KAacaeTCsl COACp)KaHNe eIUHHI] XPaHEHNUs );

HOMUHAJIBHBIA (IO JIETONPOM3BOJICTBEHHON ¢opMe - BUAaM U Pa3HOBHIHOCTSIM
JIOKYMEHTOB);

KOPPECHOHJIEHTCKUN (110 OpraHu3alusM, B pE3yJbTaTe MEPENUCKH C KOTOPBIMU
00pa30BaIMCh €ANHUIIBI XPAHEHUS);

reorpaguueckuii (B COOTBETCTBHHM C ONPEACICHHBIMH TEPPUTOPUSMH, HACEICHHBIMH
OYHKTaMH W JIpYTUMH reorpau4eckKiMU OOBEKTaMH, C KOTOPBIMH CBSI3aHO COJepXKaHUe
JIOKYMEHTOB, aBTOPbI, KOPPECTIOHECHTHI);

aBTOPCKHI (IO HA3BaHUSAM OpraHU3alMi WK GaMUINAM I'pakJaH, SIBISIOIINXCS aBTOPAMH
JTOKYMEHTOB).

2.12. JIokyMeHTHI, BOILIEALINE B OOBEAMHEHHBIH apXUBHBIA (DOHJ, pacroiararorcs IO
3HauYUMOCTH (hoHmoOOpa3oBareneil, Mo XPOHOJOTUU CO3/IaHUs JOKYMEHTOB, IO andaBuUTy
Ha3BaHUI W JpyruMm npusHakam. B mpegenax kaxjaoro (oHja, BOIIEANIET0 B 00bEIUHEHHBIN
apXUBHBIN (OHJ, TPUMEHSIOTCS MPUHLUIBI CHCTEMAaTU3allii, BHIOOP KOTOPBIX OINpeAessieTcs
XapakTepOM JesITeIbHOCTH KOHKPETHBIX OpraHu3aluii, COCTaBOM U 00bEMOM JOKYMEHTOB.

2.13. Cucremaruzanusi JOKYMEHTOB apXMBHON KOJUICKIIMH OIPEACIISIETCS TEeMaTHKOW W
COCTaBOM JIOKYMEHTOB.

2.14. CoxpaHHOCTh JOKYMEHTOB B apXHMBE OpraHU3AIMH OOECHEYMBACTCS KOMIUIEKCOM
MEpONPHUATHHA 1O CO3/1aHUI0 HOPMATHBHBIX YCIIOBHH, COOIIOJACHUI0 HOPMAaTUBHBIX PEXHMOB U
HaJJIeXKallled OpraHu3aluyd XpaHEHUs [OKYMEHTOB, HCKJIIOYAIOIIMX XHILEHUWE M yTpary u
o0ecreynBaroIuX MoIIep)KaHue B HOPMAJIbHOM (PU3UYECKOM COCTOSTHUH.

B kommuekc paboT mo oOecredeHHI0 COXPAaHHOCTH JIOKYMEHTOB apXHBa OpraHU3aluu
BKJIFOUYAIOTCS:

MIpeI0CTaBIIEHNE TIOMELICHHUS JIJIsl pa3MEIEHUS] apXUBHBIX IOKYMEHTOB;

o0ecrieyeHne HOPMAaTUBHBIX YCIOBHI XpaHEHHS JOKYMEHTOB;

BBITNIOJTHEHHE TPEOOBAaHUH K Pa3MEIIEHUIO JOKYMEHTOB B ApXUBOXPAHUIIUILIE;

IIPOBEPKA HAIMYUS U COCTOSIHUSI IOKYMEHTOB.

2.15. O6ecnieueHne HOPMATUBHBIX YCIOBUN XpaHEHUS TOKYMEHTOB BKJIIOUYAET:

OCHAIllEHUE apXUBOXPAHMWIIUII CIICIIMATIbHBIM 000PY0BaHUEM JJIsi XPAaHEHUS IOKYMEHTOB;
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o0opynoBaHUE TOMEIIEHUS apXHUBa OpPraHU3aIUU CPEICTBAMH MOKAPOTYIIECHUS, OXPAHHOMN
Y TOYKapHOM CUTHAJIM3aIueH;

COOJIIOICHHE TPOTHBOMOKAPHOTO PEKUMA;

COOJTIOICHNE OXPAHHOTO PEKUMA;

CO3/IJaHUE HOPMATUBHBIX TEMIIEPATypPHO-BIAKHOCTHOTO, CBETOBOI'O PEKUMOB, IIPOBE/ICHHE
CaHUTAPHO-TUTMEHUYECKUX MEPOIIPUATHUI.

2.16. ApxuB oOpraHuzaludd pa3MeliaeTcs B CHEHUAIbHO IOCTPOCHHBIX WM
MPUCTIOCOOICHHBIX JUIsI XpaHEHUs JOKYMEHTOB 3/IaHUSX WM B OTJEIbHBIX TOMEIIEHUSAX 3TaHUS.

B apxuBe opraHu3aiuu J0JDKHBI OBITH TPETYCMOTPEHBI:

apXHUBOXPaHWIHILE;

MOMENICHUE JJIs IPUeMa, BpEMEHHOTO XPaHEHUSI IOKYMEHTOB;

MOMEIIIEHUE [IJIsl HCIOJIb30BAaHMUS JOKYMEHTOB (YUTAJIbHBIM 3all, Y4acTOK BbIIayu
JIOKYMEHTOB ¥ HH(POPMAIIIOHHO-TIONCKOBBIX CPEJICTRB);

pabourie KOMHAThl COTPYIHHKOB apXWBa OpraHH3alid, KOTOpHIE JOJKHBI OBITh
M30JIMPOBAaHbI OT MOMEIICHUM, TI€ XPaHSATCS apXUBHBIE TOKYMEHTHI.

He pnomyckaercs pasmenieHue apxuBa OpraHu3alid B NOJBAJIBHBIX M UYEpAAYHBIX
MTOMEIICHUSX.

2.17. ApXuBOXpaHUJIHILE JOHKHO OBITH yIaJeHO OT JIabOpaTOPHBIX, MPOU3BOACTBEHHBIX,
OBITOBBIX TOMEIICHHUI U HE UMETh OOIIMX C HUMH BEHTUJISILIMOHHBIX KaHAJIOB. APXHUBOXPAHUIIUIIE
OTJENAETCA OT COCEAHUX IMOMELIEHUN HECTOPAEMbIMU CTEHAMHM M NEPEKPBITUSAMH C IpeaeaaMu
OTHECTOMKOCTH HE MEHEee JBYX YacoB. B apXwBOXpaHMIMINE HE JOMYCKaeTCs MPOKIAAKa TPyO
BOJIOCHAOKEHUS ¥ KaHAIM3AIUH, TEXHOJIOTMYECKHE WU OBITOBBIE BBIBOJIBI BOJIBI.

2.18. Ilpu pa3MelnieHur apXUBOXPAHWIUIIA B CIICIIHAIIBHOM MJIH MPUCITOCOOJICHHOM 31aHUH
npeanouTeHue (Mpy paBHBIX TEIUIOBBIX XapaKTEPUCTUKAX) OTIAACTCS MOMEIICHUSM C CEeBEPHOMN
OPHUEHTALIMEN OKOH.

Marepuansl HOKPBITHS CTEH, TIOJIOB, IOTOJIKOB, BHYTPEHHEW apMaTypbl ApXMBOXPAHUIINILA,
MpUMEHSIEMbIE TIPU U3TOTOBJICHUU O0OPYAOBAHUS M CPEICTB XPAHCHHS apXUBHBIX JIOKYMEHTOB,
HE JIOJDKHBI BBIACISATh arpECCUBHBIC XMMHUECKHUE BEUIECTBA U OBITh HCTOYHUKOM IIBLITH.

2.19. ApXuBOXpaHUIIUIIE JTOJDKHO UMETh €CTECTBEHHYIO MJIM UCKYCCTBEHHYIO BEHTUIIALIMIO,
00eCrevYnBarOIIyI0 PEIHUPKYISAIUI0 BO3JyXa, CTAOMIBHOCTH TEMIIEPATyPHO-BIAKHOCTHOTO
peXuMa, OYUCTKY BO3yXa OT MbLJIU U arpeCCUBHBIX MIPUMECEH, a TAKKE OTBEYATh COBPEMEHHBIM
TpeOOBaHUSM KOMIAKTHOCTH U IKOHOMUYHOCTH.

APXUBOXpaHUIIUIIE TOJDKHO UMETh BBIXO/IBI K JIU(PTAM U JICCTHUYHBIM KJIETKAM.

2.20. ApxuBoxpaHuIuINa (3a HCKIIOYEHHEM apXWBOXPAHWIHUII, PAcloiaraloiiuxcs Ha
OXpaHsSEeMOW  TEPpPUTOPUU) OOOPYAYIOTCS  JIBEpSAMH C  TIOBBIIEHHONW  TEXHUYECKOH
YKPEIUJIEHHOCTbIO TMPOTHUB BO3MOXXHOTO B3JIOMa, OCHAUIEHHBIMH 3aMKaMHM MOBBIIICHHOU
cekpeTHOoCTH. OKHA MOMEIIEHUNM TIEPBOTO 3Ta)Ka JOJKHBI OBITH 000PYI0BAHBI 3aITUPAOIITUMHUCS
pemerkamu <1>.

<1> [Moxmynkts 2.11.1.1 - 2.11.1.2 nynkra 2.11 IIpaBun XxpaHeHus.

2.21. Bce nmnocrynaromye B apXHMB OpraHU3allUM  JTOKYMEHTHI DPa3sMEIIAOTC B
apXMBOXpPAaHWIMIAX Ha CTALIMOHAPHBIX W/WIM TEPEIBHKHBIX METAUIMYECKUX CTellIakax, B
METAJUIMYECKUX IIKadax Win KOHTeHHepax.

Crennaxu JOKHBI ObITh YCTaHOBJIEHBI IEPIEHINKYIISIPHO CTEHAM ¢ OKOHHBIMH ITPOEMaMH,
a B INOMEUIEHHH Oe3 OKOH - C Yy4eToM OCOOEHHOCTeW mnomermeHuss u obopynoBaHus. He
JIOITYCKAETCsl pa3MEIICHUE CTEJUIAKEN BIUIOTHYIO K HApYKHBIM CTEHAaM 3JaHUS U K UCTOYHHKAM
TeIIa.

PaccranoBka crennaxei M mKadoB OCYIIECTBISETCS B COOTBETCTBHHM CO CIEAYIOIIUMU
TpeOOBaHUSMU:

paccTosiHue MEeXy psAAaMH cTesuiaxei! (r1aBHbIi npoxox) - He MeHee 120 cMm;

paccTosiHUE (IPOXO0) MEXY CTeJUIaXKaMHU - He MeHee 75 cM;
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pacCTOsIHUE MEKy Hapy>KHOW CTCHOM 3/1aHUs U CTeIlIakKaMH, [TapaJuIeJIbHBIMU CTEHE - HE
MeHee 75 cMm;

paccTosiHuEe MEXTy CTEHOUM M TOPIIOM CTeJlIaxa Wiy 1mkada (00xox) - He MeHee 45 cM;

paccTosiHue MEXy MOJOM M HW)KHEW MOJIKOW cTenmaxka (mkada) - He MeHee 15 cM, B
LOKOJIBHBIX 3Taxax - He MeHee 30 cm <1>.

<1> Iloanyskt 2.11.3 nmynxTra 2.11 ITpaBun xpaneHus.

2.22. IlpoTuBONOXApHBIA PEXUM B 3[JaHMSX, 1€ pa3MELIAETCsl apXUB OpPraHU3alluU, U B
apXMBOXPAHWIHUILAX YCTAHABJIMBACTCS B COOTBETCTBUU C HOPMATHBHBIMU IPABOBBIMH aKTaMHU
Poccuiickoit @enepannu B 061acTy OXKApHOU OE30MaCHOCTH.

2.23. OxpaHHBIN peXUM 00€CIIeUnBaCTCS ITyTEM 000PYI0BAHUS apXHUBOXPAHUIIMII, a TAKKE
JPYTHUX MOMEILEHUH, TJIe TOCTOSTHHO MJIM BPEMEHHO XPAHATCS apXUBHbBIE JJOKYMEHTBI, CPEICTBAMU
OXpaHbl, 00eCIIeYNBAIONMMH KOHTPOJIb JOCTYIA B apXMBOXPAHWINIIE U MTOMELICHHs apXuBa, U
coOJII0ICHMEM NOPSIKA C/IayM 1101 OXPaHy U CHATHUS C OXPaHbl, yCTAHOBJIEHHOTO PYKOBOJUTEIEM
OpraHu3aluHm.

B ciydae BpIJauM apXUBHBIX JIOKYMEHTOB BO BPEMEHHOE II0JIb30BAaHME IO 3ampocam
rOCyJapCTBEHHBIX OPraHOB, OPraHOB MECTHOIO CaMOYIPABJICHUS M OPraHU3alMil BBHIHOC M3
3/1aHUs apXMBa WIM 3/aHUS OPraHu3allid apXHUBHBIX JIOKYMEHTOB pa3pellaercs TOJIBKO IO
CHeLHaIbHbBIM IIPOIYCKaM.

2.24. ApXuBHBIE JOKYMEHTHI CIIEIyeT XPaHUTh B TEMHOTE.

Bce Buabl paboT ¢ JOKyMEHTaMH JIOJDKHBI MPOBOJUTHCA HPU OTPAHUYEHHBIX WIIH
TEXHOJIOTMYECKH HEOOXOIUMBIX YPOBHSIX OCBEILIEHUSI.

3ammra JAOKYMEHTOB OT JEWCTBUS CBEeTa O0ECIEeYMBAETCS XPaHEHHEM JOKYMEHTOB B
KOpOOKax, Mamkax u MepervieTax, B mKadax Wi Ha CTeJUTaXax 3aKpbhITOrO THIIA.

EcrecTBeHHOE OCBEIIEHHE B apXUBOXPAHWINIIE JOIYCKACTCS IPU YCIOBUM IPUMEHEHUS Ha
OKHaX CBETOpAaCcCEMBATEJCH, 3alIUTHBIX (WIBTPOB, IITOP, JKAIIO3M, HAHECEHHBIX HA CTEKIIO
HOKPBITUH. J[7151 UCKYCCTBEHHOTO OCBELICHUS NMPUMEHSIOTCS JIaMITbl HAaKaJIMBaHUS B 3aKPbITHIX
1adoHax ¢ IN1aJKoil MOBEPXHOCTHIO.

YPOBEHb OCBEIIEHHOCTH B JUAala3OHE BHJIMMOIO CIIEKTpa HE JOJDKEH NPEBBINIATh: Ha
BEPTUKAJIBHON MOBEPXHOCTH CTEIlIaXKa, Ha BBICOTE OJHOTO MeTpa ot mosna - 20 - 50 J1roKkcoB, Ha
pabounx ctoiax - 100 mrokcoB <1>.

<1> [oamyHnkr 2.11.2.4 nynkra 2.11 IlpaBun xpaneHwus.

2.25. B apXMBOXpaHWIMILE Ui XPAHEHHS JOKYMEHTOB YCTAaHABJIMBAKOTCS CIEAYIOIINE
rapameTpsl TEMIIEPaTypHO-BIAXKHOCTHOTO pexuma: <1>

<1> Ilognyukt 2.11.2.3 nynuxta 2.11 IlpaBun xpaneHus.

JUIs XpaHEHus JOKYMEHTOB Ha OyMaXxHOM Hocutene - Ttemmeparypa 17 - 19 °C,
OTHOCHTEJIbHAS BIAXXHOCTh BO3yxa - 50 - 55%);

JUTSE TOKyMEHTOB Ha MarHUTHBIX JTIUCKAX M TUCKOBBIX HakomuTelsix - 8 - 18 °C u 45 - 65%;

JUISL TOKYMEHTOB Ha onTHueckux auckax - 10 - 23 °C u 20 - 50%;

JUTSL JOKYMEHTOB HA KHHOTUICHKE:

C HUTPOOCHOBOM - yepHo-Oemble: Temneparypa He Bbie 10 °C, uBeTHble: TeMnepaTypa He
BRIIIC -5 °C;

c Oe3omacHOil OCHOBOW - uepHO-Oenble: Temmeparypa He Bbime 15 °C, 1BeTHbIE:
TeMIieparypa He Bbie -5 °C;

111 GOTOIOKYMEHTOB:

4yepHO-OeIble - Temneparypa He Boime 15 °C;

LIBETHBIE - TEMIIepaTypa He Bbiie -5 °C.
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OTHocuTeNnbHAS BIAKHOCTH BO31yXa, HEOOXoAwMmasl i XpaHEHHs] JIOKYMEHTOB Ha
KUHOIUIEHKE U PoTogoKyMeHTOB, cocTaBiseT 40 - 50%.

2.26. B apXMBOXpaHMJHILIE C HEPEryJIUPYEMBbIM KIMMAaTOM JOJDKHBI OCYIIECTBISTHCS
MEpONPUATHS TI0 ONTUMHU3AIUK TEMIIEPATyPHO-BIAKHOCTHOTO pEXUMA C NPUMEHCHHEM
OTOIUICHUSI M TIPOBETPUBAHMS TOMEIIEHHUH, a TakKe MEXaHWYECKUX CPEICTB YBIAKHEHHS WU
ocylieHus Bo3ayxa. Pe3kue konebaHus (Ce30HHBIC U B TEUCHHUE OJTHUX CYTOK) TeMIeparypsl (+/-
5 °C) ¥ OTHOCUTETBHOM BIIAXXHOCTH Bo3ayxa (+/- 10%) He gomyckarorcsi.

[Tpu nUTEIHPHOM HAPYIICHUH TEMIIEPATyPHO-BIaKHOCTHOTO pekuMa (0T 3 CYTOK U Oosiee),

COIIPOBOKIAIOIIEMCSI TIOBBIIIEHUEM OTHOCUTEIIBHOW BIaXHOCTH Bo3ayxa 1m0 70 - 90%,
NPUHUMAIOTCS MEphl [0 €ro HOPMaJIM3aluu (MHTEHCHBHOE IIPOBETPHUBAHHE, OCYIICHUE
apXMBOXPAHWINILA).

TemmnepaTypHO-BIaXXHOCTHBIN PEXHUM KOHTPOJIHPYETCSl MYyTEM PETyJISPHOTO H3MEpPEHHs
TEMIEPATYPbl U OTHOCUTENIBHOM BIa)KHOCTH KOMHATHOTO ¥ HAapY»KHOT'O BO3/lyXa B OJIHO U TO K€
BpeMs: B KOHJUIIMOHUPYEMBIX IIOMEIEHUIX - He pexe 1 pa3a B HeJeNt0; B apXMBOXPaHUIIUILAX,
HE OCHAILEHHBIX CUCTEMOM KOHAMLIMOHUPOBAHUS BO3/lyXa - 2 pa3a B HEJEINIO; IIPU HAPYIIEHUSX
pexxuma - 1 pa3 B CyTKH.

[TokazaHust KOHTPOJIBHO-U3MEPUTEIBHBIX MPUOOPOB (UKCHPYIOTCS B PETUCTPAMOHHBIX
XKypHajax, B KOTOPbIX TakXe OTpa)kaloTcs MpOBEpKa MPaBHIIBHOCTU IMOKa3aHUNH NpUOOpOB U
MEpbl, MPHUHATHIE 10 HOPMAJIM3aLUU TEMIIEPATYPHO-BIAKHOCTHOIO peXHMa B CIydasx €ro
HapyLICHHUS.

[Tpr HanuuuyM B 3MaHUM apXWBa IEHTPAIM30BAHHON CHCTEMBI OOecreueHus: COOTIOICHUS
TEMIIepaTypHO-BIaKHOCTHOTO PEXHMa B MMOMELICHUSX, IJIe XPaHATCS JOKYMEHTbI, KOHTPOJIb 32
€ro coOII0ACHUEM OCYLIECTBIISIETCS. B aBTOMaTHYECKOM PEXHIME.

2.27. TlomerieHust apxuBa OpraHU3allUKM JIOJKHBI COAEPKAThCSI B YUCTOTE, B YCIOBHSX,
UCKJIIOYAIOIIMX BO3MOXKHOCTb IOSIBJICHMSI IIJIECEHHM, TIPBI3YHOB, HACEKOMbIX, NbUIM. B
MOMEIICHUAX apXMBOXPAHWJIMI JOJDKHA ObITh oOecriedeHa CBOOOJHAS IUPKYIALUS BO3yXa,
UCKIJTIOYAIONIass 00pa3oBaHUE HENPOBETPUBAEMBIX 30H, OMACHBIX B CAaHUTAPHO-OMOJIOTHYECKOM
OTHOILIEHHH.

B nomenieHusx apXuBOXpaHUIUIL HEOOXOUMO:

MPOBOJIUTH CUCTEMAaTHUECKYIO BIAXKHYIO YOODPKY;

HE pexe OJHOr0 pas3a B roJl NPOBOAUTH OOECIIbIIIMBAaHIE KOPOOOK C TOKYMEHTaMH, IIKa(OB,
CTEJIIaXKEH;

oOpa0aTpIBaTh LIOKOJIbHbIE YaCTU CTEJUIa)KEH, MOJIbl, IJIMHTYChI, OJOKOHHUKH BOJHBIMU
pacTBOpamMH aHTHUCENTHKOB.

2.28. JlBa pa3a B roj (B Hayajle U MO OKOHYAHUU OTONMTEIHHOTO CE30HA) JOKYMEHTHI U
MIOMEIIEHUSI ~ apXUBOXPAHWIUII  TOABEPraloTcs  OOCIEIOBaHUIO Ui  CBOEBPEMEHHOI'O
OOHapyXeHHs HaceKOMbIX M IuleceHU. [lpu oOHapyXeHHH OHOJIOTMYECKUX BpeauTesen
OPUHUMAIOTCS CPOYHBIE MEphl MO JE3MH(PEKIMU U JE3UHCEKIMHU JOKYMEHTOB M IMOMELICHUH
cuiiaMy paOOTHUKOB apXHBa, a IpU HEOOXOJUMOCTH - CUJIAMU COOTBETCTBYIOLIUX CITYXkO.

2.29. B apXuBOXpaHWIHLIE 3aIIPEIIAETCS HAXOAUTHCS B BEPXHEU OJIEK 1€, MOKPOH U IPA3HON
00yBH; XpaHUTb MOCTOPOHHUE MIPEIMETHI, UMYILIECTBO U 000pYA0BaHUE, YIOTPEOIATh MUILIEBbIE
IPOIYKTHI.

2.30. O6s3aTenbHBIMU YCIOBUSIMHU XPAHEHUS AIEKTPOHHBIX IOKYMEHTOB SIBJISIOTCS:

HaJIMuue B apXMBE OPraHU3AlUU HE MEHEE JBYX AK3EMIUIAPOB KaXA0W €IMHULBI XPAaHEHUS
AIIEKTPOHHBIX JOKYMEHTOB (OCHOBHOW M pabOUMil SK3eMIUISIPhI JOKHBI HAXOAUTHCSI HA Pa3HbIX
¢u3nUecKux ycTponcTBax);

HaJIMuMe TEXHUYECKUX U MPOTPAMMHBIX CPEJICTB, IPEeIHA3HAYCHHBIX JJI BOCIIPOU3BEACHNUS,
KOIMPOBAHUS, TIEPE3aNCH IEKTPOHHBIX JOKYMEHTOB, KOHTPOJIS (PU3UUECKOT0 M TEXHUYECKOTO
COCTOSIHUS;

o0ecrieyeHne pexHMa XpaHEHHs JJIEKTPOHHBIX JIOKYMEHTOB, HMCKIIIOYAIOIIEro YTpary,
HECaHKIIMOHUPOBAHHYIO PACCHUIKY, YHUUYTOXEHUE WM UCKa)XeHHE HH(OpMaLIUU.

2.31. Ilepenaua TEKCTOBBIX 3JIEKTPOHHBIX JOKYMEHTOB JJIsl XpaHEHUSI B ApXUB OpraHU3alMH,



ABJIAIOIIEHCS UCTOYHMKOM KOMIUIEKTOBAHUS TOCYJAapCTBEHHOI'O M MYHHIIMIIAIBHOIO apXHBa,
ocymiectBisiercs B popmare PDF/A.

2.32. B nensax obecnieueHus XpaHEHHS, YI€Ta U UCIIOJIb30BaHU AIEKTPOHHBIX JJOKYMEHTOB,
HaXOJALIMXCS HAa XPaHEHUWM B apXHMBE OpraHU3alMd, JOJDKHO IPOU3BOAUTHCS CHHXPOHHOE
M3MEHEHHUE MPOrpaMMHO-aNapaTHON Cpellbl B OpraHu3alMi U B apXUBE OpPraHU3allUY, a TaKkKe
CBOEBPEMEHHAs IePe3aIuCh AIEKTPOHHBIX APXUBHBIX JOKYMEHTOB Ha HOBbIE HOCUTEJH U B HOBbIE
dbopmarsl.

B npouecce xpaHeHus 3IEKTPOHHBIX TOKYMEHTOB B apXUBE OPraHU3aLMU HE PEXe OJHOro
pasa B 5 JIeT NPOU3BOJAUTCA TEXHUYECKUH KOHTPOIb (DU3MUYECKOTO COCTOSHUS HOCHUTENEH
3JIEKTPOHHBIX TOKYMEHTOB M BOCIIPOU3BOJUMOCTH IEKTPOHHBIX JOKYMEHTOB.

B ciyuae ecnu npu OCYHIECTBJIEHUH TEXHUYECKOTO KOHTPOJIS YCTAHOBJIEHBI U3MEHEHUS
(U3NYECKOTO COCTOSHUSI HOCUTENIEH HIIEKTPOHHBIX JIOKYMEHTOB, apXHB OpraHU3alUM I10
PEIICHUIO PYKOBOIUTENSI OPraHU3AIMH JOJDKEH IPOBOIUTH PadOTy MO MEPEe3arucH AIEKTPOHHBIX
JIOKYMEHTOB Ha HOBBIE HOCUTEIIH.

[Ipu u3menenun ¢GopmMaToB B pe3yibTaTe MPeoOpa3oBaHHUS MPOTrPAMMHO-aNIapaTHON
cpelbl, YXyILIEHUs BOCHPOM3BOIMMOCTH 3JEKTPOHHBIX JOKYMEHTOB apXUB OpraHM3aluu I10
PELICHHIO PYKOBOAMUTENS OPraHU3alMK JOHKEH IPOBOAUTH pabOTy MO Iepe3anuch AIEKTPOHHbBIX
JJOKYMEHTOB B HOBBIE ()OPMATHI.

[Ipu ocymiecTBieHUU Mepe3anucu AOKHA ObITh oOecredyeHa ayTeHTHUYHOCTb, IOJIHOTA,
JIOCTOBEPHOCTb, LIEJIOCTHOCTh M HEM3MEHHOCTh MH(OpPMAIMM, coJepiKalleiics B 3JIEKTPOHHBIX
JIOKYMEHTAaX.

TexcToBbIe 2IEKTPOHHBIE JOKYMEHTBI, IOABEPTLINECS I1EPE3aNrCcH B HOBbIE (pOpMaThl U/WIH
Ha HOBBIE HOCUTEIH, JOJKHBI OTBEYaTh TPEOOBaHUIM, YCTAHOBJIEHHBIM IIYHKTOM 2.3 1 HacTOSAIIMX
IIpaBuir.

2.33. [Insg omepaTMBHOIO JOCTyNa K OJJIGKTPOHHBIM JOKYMEHTaM B CIPAaBOYHBIX U
MOUCKOBBIX LIEJISIX B apXUBE co3/aeTcs (POH[ MOJIb30BaHUS 3JIEKTPOHHBIX IOKYMEHTOB.

2.34. Bce nmnocrtymamonme B apXMB OpraHM3alldd  JIOKYMEHTHI pa3MEIIaloTCs B
apXMBOXPAaHWIHUINAX HAa CTEJUIaKaxX WM B MKadax B MOPAIKE, COOTBETCTBYIOIEM OMUCSIM e,
JIOKYMEHTOB. JIOKyMEHTBI, TEMIIEPATypPHO-BIAXKHOCTHBIA PEKUM XPaHEHUS KOTOPBIX PA3JIMYEH,
JIOJDKHBI pa3MelaTbes B Pa3HbIX apXUBOXPAHUIUILAX.

2.35. Jloxymentsl ApxuBHOoro ¢onga Poccuiickoit ®denepauuu U JOpyrue apxuBHbIE
JIOKYMEHTBI JIOJDKHBI XPaHUTHCSI B KOPOOKAX MM IMANKaxX, U3TOTOBJICHHBIX U3 O€3BPEIHBIX IS
JIOKYMEHTOB MaTepHaJIOB.

DJNEeKTPOHHBIE JIOKYMEHTHl Ha (U3UYeCKH OOOCOOJIEHHBIX HOCHUTENAX pPa3MelaoTcs
OTJIENBHO OT JPYTUX JTOKYMEHTOB.

Ha kopoOku nmpukienBaroTcs SpibIKM, Ha KOTOPBIX yKa3bIBAalOTCS: HOMep (hoHma, HOMEp
OIMCHU U KpailHhe HoMepa Jell, pa3MEILEHHBIX B IaHHON KOpoOKe.

[lopsanok pa3meleHusl yCTaHABIMBAECTCS B 3aBUCUMOCTH OT PACCTOSIHUS MEXKIY IOJKAMH,
(u3UYECKOr0 COCTOSIHUS JIET, a TAKXKE OT TBEPJOCTU UM MATKOCTH meperieTa. Jlena, nMeroniue
TBEPAbIA  NEPEIIET, YCTAHABJIMBAIOTCS BEPTUKAIBHO; € MATKAM IIEPEIUIETOM WU
HENEPEIJICTEHHbIE - TOPU30HTAJILHO.

KopoOku He T0JKHBI BBICTYIATh 32 MPEebl MOJIOK CTEeIIaXKeH.

He nomyckaercs xpaHeHHE AOKYMEHTOB B TPAaHCIOPTHOW Tape, B IITa0ENAX, Ha MOy,
NOJOKOHHHUKAX, JICCTHUYHBIX IUJIOUIAJKaX M JPYrUX He NpPeAHAa3HAYCHHBIX JUIS XPaHEHUs
JIOKYMEHTOB MECTax.

2.36. Bce momenieHus apXuBa OpraHU3alMM, a TAKXKe CTEUIAXH, IIKadbl, KOHTEHHEPSI,
noiku HyMmepyrorcd. Cremnaxu, ImKapel W KOHTEHHEPHl HYMEPYIOTCI B KaXJIOM
apXMBOXPAaHWIHUIIE CJIEBA HANPAaBO OT BXOJHOW JABEpH, a MOJKH Ha CTEIaXax - Mo Ikadam
CBEpXYy BHH3, CJIeBa HAIpPaBo.

2.37. B nemsax omnpeneneHHss MecTa XpaHEHHMs] JOKYMEHTOB B apXMBOXPaHWIMILE
COCTaBJISIIOTCS TONOrpapuueckre ykazaTenu: nocremiaxusie (npuioxenue N 1), a mpu 60ab1110M
KoruecTBe (GOHIOB - MOGoHI0BBIE (TTpuioxkeHue N 2).



2.38. M3meHeHMs1, NPOUCXOAAIIME B Pa3MELICHUH JTOKYMEHTOB, JOJDKHBI CBOEBPEMEHHO
OTpa)kaThbCsl B TONOTpahUUECKUX yKa3aTesX.

2.39. B xome mNpoBepKM HaIWYMsI M COCTOSIHMS ApXMBHBIX JOKYMEHTOB B apXHUBE
OpraHu3aluu:

yCTaHABJIMBACTCS (PAKTUUECKOE HAJIMYME E€AWHUI] XPAaHEHHS U COOTBETCTBUE YUYETHBIM
JIOKYMEHTaM;

BBISIBJISIOTCS. M YCTPAHSAIOTCSI HEJOCTaTKU B yU€TE JTIOKYMEHTOB;

BBISIBJIIFOTCS] OTCYTCTBYIOILIME JOKYMEHTBI U OPraHU3YeTCs PO3BICK;

BBISIBIIIIOTCS. W YYWUTBIBAIOTCSA JIOKYMEHTBHI, TpeOylomme MpoQUIaKTHUECKOW H/HUIH
pecTaBpaImoOHHO-POPUIAKTUYECKOH 00pabOTKH.

BBIBIISAIOTCS M YUUTBHIBAIOTCA DJIEKTPOHHBIE JOKYMEHTHI, TpeOyIolue Mepe3anucu Ha
HOBBIE IEKTPOHHBIE HOCUTENH, IPOBOAUTCSA KOHTPOIIb (PU3NYECKOT0 U TEXHUYECKOTO0 COCTOSIHUSA
€AMHMI] XpaHEHMs, OCYIIECTBIIAECTCA IPOBEpPKA HA HAJIWYUE BPEILOHOCHBIX KOMIIBIOTEPHBIX
IPOTPaMM.

2.40. ITpoBepka HATMYUSA U COCTOSHUS JOKYMEHTOB Ha OyMa)XHBIX HOCHTEISIX MPOBOIUTCS
B apXMBE€ OpraHU3allMi KOMUCCHUEH UM HE MEHEee YeM JBYMsl paOOTHUKAMH HE peKe OHOIo pas3a
B 10 seT, 371IeKTPOHHBIX JOKYMEHTOB - HE PEXE OJJHOrO pa3a B 5 JIeT.

2.41. Tlpu npoBepke HalU4Msi M COCTOSHUS JIOKYMEHTOB B apXUBE OpraHU3aLUU
HE00XO0UMO:

COXPaHATh MOPSJIOK PACHOJIOKEHNUS JOKYMEHTOB Ha CTeJUIaXax, B MIKa(ax U KOHTeHHepax
B COOTBETCTBUHM C TomorpaduueckuMu ykazateiasiMu. [Ipy M3MEHEHHM pacrlojOXKEeHUs Aem
HE00XO0/IMMO CBOEBPEMEHHO JI€JIaTh COOTBETCTBYIOLIME 3alIUCH B TONOTpapUUECKUX yKa3aTessx;

MOMENIaTh Ha MECTa HaJJIeKAIIeT0 XpaHCHHWS OOHApy)KEHHBbIE BO BpeMs IPOBEPKH
HEMPaBUWIBHO pa3MeILCHHbIE €MHULBI XPAaHEHHUS;

U3bIMaTh C MOCIEAYIOUIEH U30JSIIMEN TOKYMEHTHI, 3apa)K€HHbIE MJIECEHbIO WM APYTrUMHU
OMOJIOTMYECKUMHU BPEIUTEIAMHU (7151 TOKyMEHTOB Ha OyMa)XHOM HOCHUTEIE);

U3bIMaTh €IMHULIBI XPaHEHMsI 3JEKTPOHHBIX JOKYMEHTOB, COJEpXKalllu€ BPEIOHOCHBIE
KOMITbIOTEPHBIE MPOrpaMMbl, MMOMEUIaTh Ha CHEHHUAIbHO BBIJCICHHYIO MOJKY (B SAIMIMK) AJS
ocIeAyIoMei 00paboTKy;

M3bIMaTh U pa3MellaTh BCIE 3a YYTEHHBIMHU JIEN1a, HE BHECECHHBIE B OIIHCH.

BHeceHnue BBISBIEHHBIX B XOJ€ NPOBEPKHM HEYUYTEHHBIX J€J1 B OMNKCHh 3aIlpelaeTcs.
Heyurennsble nena nojexar o0pabOTKe U ONMUCAHUIO MOCIE 3aBEPILIECHUS TPOBEPKH.

2.42. IlpoBepka HaJIW4YMsI MU COCTOSHUSL JIOKYMEHTOB IIPOBOJAMUTCA IIyTEM CBEPKHU
OMUCATENbHBIX CTaTEe! OIUCH C OTTMCAHUEM JeJl Ha O0JIOKKaX.

du3nyecKoe COCTOSTHUE /I ONpeIesieTcs MyTeEM BU3yaJIbHOTO MPOCMOTPA.

Jlenath kakue-1M00 MOMETKM WJIM 3alliCH B OMUCSX JeNl U JAPYIMX YYETHBIX JOKYMEHTaX
3anpeniaerca. B koHue kaxnaoi mpocmorpeHHoM ommcu genaercs 3anuck "[IPOBEPEHO" ¢
YKa3aHHEM HOMEpa U JIaThl aKTa IIPOBEPKU HAIMUUSA U COCTOSHUS JOKYMEHTOB.

2.43. TlpoBepka HamuM4Msi U COCTOSHUS JOKYMEHTOB CUMTAETCsl 3aBEpIICHHOM IOCie
BHECEHUS U3MEHEHUM, BBIIBICHHBIX IPOBEPKOM, B YUETHBIE IOKYMEHTBI apXHUBA.

[lo pe3ynbraTaM NPOBEPKU COCTABIISIETCA aKT MIPOBEPKU HAJIMYUS M COCTOSHUS apXUBHBIX
nokyMeHToB (mpunokenue N 3). Ilpu oOHapykeHuUM OIIMOOK B YYETHBIX JOKYMEHTaX
COCTaBJISIETCS aKT O TEXHUYECKUX OIIMOKaX B yUETHBIX JOKyMeHTax (npuioxenue N 4). B ciydae
OoOHapy>XeHHsI JTOKyMEHTOB, HE OTHOCAIIMXCS K JaHHOMY (OHAY, apXHMBY OpraHU3aIHH,
HEYUYTEHHBIX, TAK)KE COCTAaBIISIETCS COOTBETCTBYIOLIUH akT (rpuiioskeHue N 5). YkazaHHbIE aKThl
MOJIUCBHIBAIOTCS MCIIOJHUTEISAMU M YTBEPKAAIOTCS PYKOBOJIUTENIEM OpPraHM3alMd WU €ro
3aMEeCTUTENIEM, KYpUPYIOIIUM JeSTeIbHOCTh apXHBa.

2.44. Ecnu npoBepKoW HaIM4Ms M COCTOSIHUS JOKYMEHTOB YCTAHOBJIEHO OTCYTCTBHE JI€1 U
JIOKYMEHTOB, OPTaHU3YETCS KX PO3BICK.

Po3bIck apXMBHBIX JOKYMEHTOB, HE OOHApyKEHHBIX B XOJi€¢ MPOBEPKH, OpraHU3yeTcs C
MOMEHTa BBISIBJICHUS OTCYTCTBHSI M MpPOBOJUTCS B TedyeHHWe ojaHoro rojga. Ha pgema, He
OoOHapy>KEHHbIE B XOJI¢ MPOBEPKHU HAJIMYMS M COCTOSHHUS JJOKYMEHTOB, COCTaBISETCA akT 00



yTpaTe AOKYMEHTOB (mpuioxeHue N 6), KOTOpbI paccMaTpuUBaeTCs 3KCHEPTHOM KOMMCCHEN
(meHTpanmpHOM HKcmepTHOM Komuccuer) (manee - DK (I[DK) opranmsamum u yTBEepKIaaeTCs
PYKOBOJIUTENIEM OpraHu3allud WU ero 3amectureneM. K akTy mnpuiaraercs crpaBka o
IPOBEIEHUH PO3bICKA, TIOATOTOBJIEHHAS U MOANMCAHHAS JINI[OM, IPOU3BOANBIINM IPOBEPKY. AKT
00 yrpare JOKYMEHTOB HpPEICTAaBISIETCI B  COOTBETCTBYIOIIUH  IOCYJapCTBEHHBIN
(MyHMLMIIAIBHBIA) apXUB WM YIOJHOMOYEHHBIH OpraH HCIOJIHMUTENBHOM BIIACTH CyOBEKTa
Poccuiickoit ®denepanu B 00JaCTH apXWBHOTO JeNia Uil TMPHHATUS PEUICHHUS O CHITHUU
yTpaueHHBbIX JeJl C yueTa.

2.45. JIOKyMEHTBl BBIJAIOTCS M3 AapXUBOXPAHWJIMILA Ha OCHOBAHMHM NHCHbMEHHOIO
paspelIeHnss pyKOBOJUTENS apXUBa OpraHU3alluy WK €ro 3aMecTUTeNs (€Clid apXUB SBISIETCS
YUPEXKJIEHUEM), PYKOBOAUTEIS CTPYKTYPHOTO MOAPAa3IeICHHs OpraHu3aLnu:

pabOTHHKAaM CTPYKTYPHBIX MOApA3AeICHUIH OpraHu3aIum;

CyIeOHBIM, PAaBOOXPAHUTENBHBIM M HUHBIM YIOJHOMOYEHHBIM OpraHaM B COOTBETCTBHUHU C
3aKoHOJaTenbCTBOM Poccuiickoit denepannu;

HHBIM I10JIb30BATENISAM 110 IUCbMEHHOMY 3asIBJICHUIO.

JIOKyMEHTBI BBIJIAIOTCS U3 apXUBOXPAHUIIMIL] HA CPOK, HE MPEBBILIAIOIIUI:

OJIHOTO Mecslla - JUId UCIOJb30BaHUS paOOTHUKAMMU OpraHM3allMM W HWHBIMHU
H0JIb30BATEISIMU;

LIECTU MECSLEB - CYACOHBIM, IPAaBOOXPAHUTEIBHBIM U UHBIM YIIOJHOMOYEHHBIM OpPIaHaM.

[IpoaneHue ycTaHOBIEHHBIX CPOKOB BBIJAYM JIOKYMEHTOB JOIYCKAETCS C pa3pelieHHs
PYKOBOJUTEINS OpraHM3allid Ha OCHOBAHWU NMHCHMEHHOTO IOATBEPXKACHUS IOJIb30BaTENs O
COXpaHEHMH/00eCIeYeHMH COXPAHHOCTH IOKYMEHTOB.

2.46. Bpinaua TOKyMEHTOB U3 apXUBOXPAHWJIHUINA PETUCTPUPYETCS B KHUTE BbIIAYM 1] U
odopmItsieTcs:

3aKa3oM (CiyKeOHOM 3aIMCKOI) Ha BbIIAvy J1€;

aKTOM O BbIIaye JIeJl BO BpEMEHHOE M0JIb30BaHUE - IIPH BbIJaue B CTOPOHHUE OpPraHU3aIIH
(mpunoxenue N 10).

[Tpu TpaHCIOPTUPOBKE €N Ha JIHOObIE PACCTOSHUSA 00ECHEUMBAIOTCS MEPHI MO0 OXpaHe U
3alIUTe UX OT BO3ICHCTBHS BPEAHBIX (PaKTOPOB OKPYIKAIOIICH CPEIbI.

2.47. Bolgauy JOKYMEHTOB Ha OyMa)KHOM HOCHUTENe M3 apXHWBOXpAaHWIMIIA U TMPUEM UX
0o0paTHO, B TOM YHUCJIE€ B CIy4yae HEOOXOJMMOCTU MOJUCTHYIO NMPOBEPKY HAIMUUSA U COCTOSTHUS
JIOKYMEHTOB Tepe]] BblJauel M3 apXMBOXPAaHWIHUINA U TPU BO3Bpare, MPOU3BOAUT PabOTHUK
apXMBOXpaHWIXIIA B PUCYTCTBUU JIMLIA, IOTYyYaAOUIEro (BO3BPAIAIOIIEro) Aea.

BMmecTo BeIIaBaeMBIX U3 apXMBOXPAHWIIUINA €UHUI] XPAHEHUS U OIIMCEH JIEN, JOKYMEHTOB
JIOJDKHA pa3MeIaTbesi KapTa-3aMmectutenpb nena (npuioxkenue N 7). Ilpu Bo3BpameHuu aena
KapTa-3aMeCTUTEIIb U3bIMACTCS U XPAHUTCS B ApXHUBE OPraHU3aIMK JJO MUHOBaHHSI HaJOOHOCTH.

Jlena, BblIaBaeMble W3 AapXUBOXPAHWJIMUIIA, JODKHBI HMMETh AapXUBHBIA HIHD,
IIPOHYMEPOBAHHBIE JIUCTHI, JIUCT-3aBEPUTEINb Aena (npuioxkeHnre N 8) M JIMCT MCIOJb30BaHUs
JTOKyMEHTOB (mpuiioskenne N 9).

IlonroroBka apXMBHBIX JOKYMEHTOB K BbI1a4€ U3 apXUBOXPAHUJIUIIA BKJIFOYAET:

BBIEMKY apXHUBHBIX IOKYMEHTOB;

CBEpPKY apXMBHOT'O IIM(pa 1 3aroJI0BKOB C OIHCHIO JIEl, JOKYMEHTOB;

IIPOBEPKY (PU3NYECKOTO COCTOSHUSA JIea.

DNEeKTPOHHBIE TOKYMEHTHI BBIJAIOTCS U3 apXMBOXPAHWJIMILIA B BUJAE JJIEKTPOHHBIX KOIUI
WM Komui Ha OymaxxHoMm Hocutene. [Ipm HeoOXOAMMOCTH 3aBEpeHHs KOMHUM 3IEKTPOHHBIX
JOKYMEHTOB  MCIIOJIb3YETCS DJIEKTPOHHAs IMOJANUCh PYKOBOAMUTENS OpraHHU3allMd  WIH
YIOJHOMOYEHHOTO UM JOKHOCTHOTO JIUIIA WIIM TPOU3BOIUTCS 3aBEPEHHE KOMUU JOKYMEHTa Ha
OyMa)KHOM HOCHUTEJIE B YCTAHOBJICHHOM Nopsiike (MyHKT 5.14 Hactosaumx [Ipasun).

2.48. JIoKyMEHTBI U3 apXUBOXPAHWININA, KAK IIPABUIIO, HE BBIIAFOTCS:

IpU HATMYKK (OHJA MOJIb30BAHMS;

HaXOJSIINECS B HEYIOBIETBOPUTEILHOM (PU3UUECKOM COCTOSTHUH.

2.49. B opranuzanuu JOJKHBI ObITH pa3pabOTaHbl MJIaHBI KOHKPETHBIX MEPOIPHUITUN U



IpyTHe HOPMATHUBHBIE JOKYMEHTBI, PETIAMEHTHPYIOIIME TMOPSIOK paboThl B YPE3BBIYAMHBIX
CUTYallUsX, TPU BO3HUKHOBEHHU KOTOPBIX HEBO3MOXHO 00ECIEYUTh COXPAHHOCTH ApXUBHBIX
JIOKYMEHTOB.

C copepxaHuWeM IIJJaHOB MEPOINPUATHNA UM JPYTUX HOPMATHUBHBIX JOKYMEHTOB,
OTIpeNeNAIOMUX padoTy apXuBa OpPraHU3alMK MPU YPE3BBIYANHBIX CHUTYAIUSIX, JOJDKHBI OBITH
03HAKOMJICHBI pA0OOTHUKU apXHBa OpraHU3aIIH.

III. YYET JOKYMEHTOB APXUBHOI'O ®OHJIA POCCUNCKON ®EIEPAIIIN
N APYI'NX APXNBHBIX TOKYMEHTOB B OPI"TAHU3ALINN

3.1. Yuery noanexar BCE XpaHAILIMECS B apXUMBE OpPraHM3alMM JIOKYMEHTBI, BKJOYas
JOKYMEHTBI IO JINYHOMY COCTaBY, KOIUM JOKYMEHTOB (DOHIA IMOJIb30BaHMs (MpU HAIUYMM) U
OIMCH JIEJ1, JOKYMEHTOB.

3.2. Opranuzanus, SBJIAIOMAACS HCTOYHUKOM KOMIUIEKTOBAHHMS TOCYIapCTBEHHOIO
(MyHUIIMIIAJIBHOTO) apXUBa, IIPEJICTaBISIET B TOCYAAPCTBEHHBIH (MYyHUIMIAJIBHBIA) apXUB
yUeTHbIE CBECHUS 00 00bEME M COCTaBE XPAHALIMXCS B apXMBE OpPraHU3alMy JTIOKYMEHTOB
ApxusHoro ¢onna Poccuiickoii @enepanuu u Ipyrux apXuBHBIX JOKYMEHTOB B COOTBETCTBHHU C
PernmameHTOM rocyaapCTBEHHOro ydera JOKYMEHTOB ApxuBHoro ¢onaa Poccuiickoit
®enepanuu, yrBepKAeHHbIM IprkazoM Pocapxusa ot 11 mapra 1997 r. N 11 (3apeructpupoBan
Muntoctom Poccunu 8 uronst 1997 r., peructpanuonssiii Homep 1344).

3.3. OCHOBHBIMU E€IMHHUIIAMU YU€Ta APXUBHBIX JOKYMEHTOB SIBJISIOTCS:

apXUBHBIA (POH]T;

eAMHUIIA XPAHEHUS - JIEJI0, JIEKTPOHHOE Aeio (MyHKT 4.34 Hacrosiuux [IpaBw).

3.4. EnuHunam XpaHeHHs TIPHCBAMBAIOTCS YUYETHBIE HOMEpa, SBISIOIIMECS 4YacThbIO
apxuBHOro mm@pa. CBeneHUs 0 cocTaBe €IWHUI] XPAHEHUS! U UX KOJIMYeCTBE (DUKCUPYIOTCS B
YUYETHBIX JJOKYMEHTaX apXuBa.

ApxusHblii mmdp (0003HAYEHNE, HAHOCUMOE B JIEBOM HIDKHEM YIIIy Ha KaXIYIO €AHHUILY
XpaHeHHs B LeNdx oOecreyeHHs ydeTa U MICHTU(UKALMU) COCTOUT U3 HOMEpa apXUBHOIO
¢doH1a; HOMEpa OIHUCH €T, TOKYMEHTOB; HOMEpa €IMHULIbI XPAHEHUS.

ApxuBHBIN IIH(P TEKTPOHHBIX TOKYMEHTOB, XpaHUMbIX Ha 000COOJCHHBIX 3JEKTPOHHBIX
HOCUTENSX, YKa3bIBa€TCsA HA BKJIAJBIIIE, BIOKEHHOM B (QyTisip HocuTeds. APXUBHBIN mmdp
AJIEKTPOHHBIX JOKYMEHTOB, XPAaHUMBIX B MH(OPMAIMOHHONW CHCTEME apXHBa, SBISIETCS
00s3aTeNbHBIM 3JIEMEHTOM OIMCaHUsl KOHTEHHEpa 3JIEKTPOHHOTO TIOKYMEHTA.

3.5. B apxuBe opraHM3alnuu BeIyTCSl OCHOBHBIE (00s3aTelbHbIE) W BCIIOMOIaTENIbHbIE
yueTHble JOKyMeHTbl. CocTaB U ()OPMBI OCHOBHBIX YUYETHBIX JOKYMEHTOB OIPENEISIOTCS B
cooTrBeTcTBUM ¢ HactosmuMu IlpaBunmamu. CoctaB M (OpMBI BCIIOMOTaTENIbHBIX YYETHBIX
JIOKYMEHTOB OIPENESIOTCS apXUBOM OpraHU3allii CaMOCTOSITEIBHO.

3.6. B cocraB OCHOBHBIX (00s3aTE€NbHBIX) YUYETHBIX JOKYMEHTOB apXHWBa OpraHU3aIUH
BXO/JIAIT:

KHUTA y4eTa MOCTYIJICHUS U BBIOBITHS Je]1, TOKyMEHTOB (npuioxxenue N 11);

cnucok GouaoB (mpuiioxenue N 12);

mucT Goupaa (mpunoxenue N 13);

OIHUCH J1e, JoKymenToB (npuioxenus N 14, 15, 16, 17, 18);

peectp onucelt (mpunoxenue N 19).

3.7. B kaury yuera nocTyIjeHHUs U BHIOBITHS J1€]1, JOKYMEHTOB [TOCIIE0BATEILHO BHOCSTCS
BCE MEPBUYHBIEC U TIOBTOPHBIE MOCTYIUIEHUS (BBIOBITHA) €], JOKYMEeHTOB. Kaxkoe noctyrienue
(BbIOBITHE) B Tpelenax OTYETHOIO ToAa IOJy4daeT TMOPSIKOBBII HOMEp B  BaJOBOI
I10CJIE0BATENBHOCTH.

Exxeronno Ha 1 sHBapsi MOJBOAMTCS UTOT KOJUYECTBA MOCTYNUBIINX U BBIOBIBIIMX 3a T'OJ
JIeJ1, JOKYMEHTOB.

3.8. Crincok (hoHIOB BEACTCS B ApXUBE OpTraHU3AIMH, XPAHSIIIEM JOKYMEHTHI 00JIee OTHOTO
¢onna. B crnucok (QoHAOB apxXUBHBIN (DOHJ 3aMMCHIBAETCS TOJBKO OJWH Pa3, MpU IEPBOM
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MOCTYIUICHUH B apXHB opranuzaiui. [1o criucky ¢oHI0B B BaJIOBOM MOPSAKE EMY IPHUCBAUBACTCS
YUYETHBI HOMEp, KOTOPBIN COXPAHAETCS 32 HUM BO BCEX YUETHBIX JOKYMEHTAX.

B cmydae mepemaum apxuBHOro (oHIa B JAPYroil apXxuB, BKIIOYEHHS €r0 B COCTaB
OOBEMHEHHOTO AapXMBHOTO (OHIA WM BBIACICHUS BCEX JOKYMEHTOB K YHHUYTOXXECHHIO
0CBOOOIMBIINIICS HOMEP APYTOMY apXHUBHOMY (POHY HE ITPHCBANBACTCS.

OObenuHeHHbIE apXWBHBIC (OHIBI W apXUBHBIC KOJUICKIMH YYUTHIBAIOTCS Ha OOIMIMX
ocHoBaHUAX. OObEIMHEHHOMY apXUBHOMY (DOHTY, 00pa30BaHHOMY U3 apXUBHBIX (DOH/IOB, paHee
YUYTEHHBIX CAMOCTOSITEIBHO, IPUCBAUBACTCS HOMEP OJHOTO M3 apXUBHBIX (DOHIOB, BKIIOYCHHBIX
B €T0 COCTaB.

B apxmBax opraHm3anuii - HCTOYHMKOB KOMIUICKTOBaHMS TOCYIAPCTBEHHBIX
(MyHMLIMTIQIBHBIX) apXUBOB MPOCTABIISICTCSI HOMEP apXMBHOTO (POHMA, 32 KOTOPHIM OH YYTCH B
TOCYAapCTBEHHOM (MYHHIMIAIBHOM) apXWBe, M KOTOPBIH COXpaHsETCS 3a HUM IIOCie
MOCTYIUICHHUS €T0 JOKYMEHTOB Ha MTOCTOSIHHOE XpaHEHHE.

HasBanne apxuBHOrO (poHIA BHOCHTCS B CIHMCOK (DOHIOB Ha OCHOBAHMU HCTOPHYECKOM
CHpaBKU K (YOHYy WIIM THUTYJIBHOTO JIMUCTA OMHUCH JIeTl, TOKYMEHTOB.

HasBanue apxuBHOro (oHIA COCTOMT M3 TMOMHOTO M (B CKOOKax) COKpAIIEHHOTO
HanMEHOBaHUs (OHI000pa3oBaTENs, C yKa3aHUEM €ro MOJAYMHEHHOCTH, MECTOHAXOXK/ICHUS, 1aT
co3maHus M JukBupanuu. Ecim HammeHoBaHue (GoHm000pazoBarens U3MEHSIIOCh, TO B CIIUCKE
(OHIOB yKa3bIBaeTCs €ro IOCIEAHEE Ha3BaHWE B paMKaxX IEPHOAA, 32 KOTOPBIA MPUHSITHI
JOKyMEHTHI. Bce mpeapiayie nepenMeHOBaHHs OTMEYAroTCs B JHCTe oHIa.

Haspanme 0O0BeAMHEHHOTO apXWUBHOTO (OHAA COCTOMT H3 OOOONICHHOTO Ha3BaHUS
BKJIIOUCHHBIX B HETO apXUBHBIX (OHAOB, W3 TEpPEYHS Ha3BaHWH CMEHSBIIMX APYr Jpyra
opranu3zainyii. KoHKpeTHpIe HAUMEHOBAHMSI BCEX OpPraHW3alNi, TOKYMEHTH KOTOPHIX BOILIH B
00BeIMHEHHBII apXUBHBIN (POHII, a TAKIKE UX IEPEHMEHOBAHHMS YKa3bIBAIOTCS B JIUCTE (OHA.

B Ha3BaHUM apXWBHOW KOJUIEKIIMU YKa3bIBACTCS MPHU3HAK (IPU3HAKK) €€ (POPMHUPOBAHHUSL.

EsxeromHo Ha 1 sHBaps K CIUCKY (DOHJOB COCTABIISICTCS UTOTOBAs 3alMCh O KOJINYECTBE
apXUBHBIX (OHIOB, MOCTYIUBIINX U BHIOBIBIINX B TEYEHHUE T0/1a, U OOIIEM KOJTMYECTBE apXHUBHBIX
(OH/IOB, HAXOIAIIMXCS HA XPAaHEHUH B apXHBE.

Crnucok (hOHIOB 3aKIIIOUaETCsl B TBEPAYIO OOJOXKKY, JIUCTBI HYMEPYIOTCS, COCTaBISETCS
JMCT-3aBEPUTED.

3.9. Jluct poHaa cocTaBisieTcs Ha KaxAbld apXuUBHBIM (QoHI. B HeM yuuThIBaroTCs BCe
OTIHCH JIeJ1, JOKYMEHTOB (hoHa.

Jluct ¢doHma MoOkeT OBITh TEPECOCTABIEH TOJBKO B CIIy4ae, €CIH OH HEHCIIPAaBHMO
HOBPEX/ICH WIN MEpecTaeT OTpaxaTb (aKTHUECKOE COCTOsSHHME U 00beM apxuBHOro ¢onna. B
cllydae TiepecocTaBiIeHus JucTa (oHma paHee NeiicTBOBABIINK JHCT (POHIA TOMENIAETCs B JIEI0
¢onna. B BepxHem mpaBom yriy oOoux JHUCTOB (oHma nenarorcss oTMeTku: "Jluct
nepecocTaBieH" ¢ YKa3aHHUEM JIaThl TIEPECOCTABIICHHS, JODKHOCTH | ITOJITUCH COCTAaBUTEIIS.

Jluctel (GOHIOB XpaHATCS B MOPSAKE HOMEPOB apxXUBHBIX (GoHAOB. K Kaxmoi mnamke
COCTABIISICTCS JINCT-3aBEPUTENTb, T/I€ YKAa3bIBAIOTCSl HAavaJIbHBIC M KOHEYHBIE HOMEPa apXHUBHBIX
($oHI0B U 0011ee KOTMUYECTBO APXUBHBIX (POHIOB, IUCTHI KOTOPBIX HAXOATCS B MAlKe.

3.10. B ommcu nmen, MOKYMEHTOB (TOJIOBOM pa3fieiie OMUCU e, TOKYMEHTOB) €IHMHUIIBI
XpaHEHHs YYMTBHIBAIOTCS B COOTBETCTBUM C CHUCTEMaTH3allMel 3a MOPSAKOBBIMHM YYETHBIMU
HOMEpaMHU.

[lepBomMy TomOBOMY pasfieny ONMCU JAej, JOKYMEHTOB (OHAAa MPUCBAUBACTCS HOMEp IO
ety (GOHIa, BCE TOCIEAYIOUINE TOIOBBIE pa3feibl YHCIATCS 3a JaHHBIM HOMEPOM 10
3aBEpILEHUS OMHCH.

He nomyckaercst mprCBOSHHUE OMUCSM JIeJ, IOKYMEHTOB OJJMHAKOBBIX YUETHBIX HOMEPOB B
npezenax ogHoro (poHpa.

B xoHIIE BCeX 3K3EMIUIIPOB OITUCH JIelT, TOKYMEHTOB JIETaeTCsl HTOTOBAS 3aITMCh, B KOTOPO
yKa3bIBAETCS KOJIMYECTBO HAXOASIIMXCS HA XpaHEHUU €TUHHII XPAHEHUs, TIEPBBIA U MOCIEIHUN
HOMEpa €MHHII XPAHEHHS 110 OTIHCH, YKa3bIBAIOTCS MMEIONIUECS IPOITYCKH HOMEPOB, JINTEPHBIC
HOMeEpa, BHIOBIBIINE €AMHUIIBI XPAaHEHUSI 1 OCHOBAaHHE BHIOBITHS.



[Tocnme kakxmoro MOCTYIUICHUS WJIA BBIOBITHS JTOKYMEHTOB COCTABIISIETCSI HOBAas MTOTOBAs
3aMUCh K OIMUCH eI, JOKYMEHTOB, KOTOpas TMOAIMHUCHIBACTCS €€ COCTaBUTEIEM C yKa3aHUEM
JIOJDKHOCTH U JIaThl COCTABIICHUS.

Ecnu onuck nen, TOKyMEHTOB COCTOUT M3 HECKOJIBKUX T'OJ0BBIX Pa3/ieIOB, TOMOB, HUTOTOBAsI
3allUCh COCTaBIIICTCS K KaXJAOMY TOJOBOMY pa3feily, TOMY; KpPOME TOrO, K KaXIOMY
MOCJICIYIONIEMY TOJOBOMY pasziely, TOMY B HapacTarolleM IOPSAKE COCTABIISICTCS CBOIHAs
HUTOrOBasl 3aIMCh.

['omoBbIe pasnensl, €CIM OHHM HE SIBJISIFOTCS 3aKOHUYCHHOW OMHCHIO, HE TIOJIITUBAIOTCS M HE
MEPEIUICTAIOTCS; OHU XPAHSATCA B ApXUBE B IMaIKax.

3aKoHYEHHAs OIMHKCH JIeN, JOKYMEHTOB JI0OJDKHA BKIIFOYATh He Oojiee 9999 enunuIl XpaHeHUSI.

3aKOHYEHHasl OMHCh JIeJ, JOKYMEHTOB BMECTE€ C THUTYJIbHBIM JIMCTOM U CIPABOYHBIM
ammapaToM K HEW 3aKJII0YaeTcsi B TBEPAYID OOJOXKKY, HYMEpPyeTCs H TOAIIMBACTCS WU
neperuieTaeTcs.

Kaxknast 3akoHUEHHAs OMMKCH JEN, JOKYMEHTOB, TOM OITHCH JeJI, TOKYMEHTOB JI0JDKHBI UMETh
JIUCT-3aBEPUTETTb.

3.11. IIpu HayIMuMuK B apXUBE OpPTraHU3aIMU ABYX M 00JIee Onucel Aell, JOKYMEHTOB BEIETCS
peectp onuceii (punoxkenue N 19).

Onucu  fmen, JOKYMEHTOB BHOCATCS B pEeCTp OMNHCEH B  XPOHOJIOTHYECKOMN
MOCJIEIOBATEIbHOCTH MOCTYIUICHHS 101 COOTBETCTBYIOIIMMU MOPSIKOBBIMH HOMEPAMHU.

B peectpe onuceil pUKCHPYIOTCS OCHOBHBIE IaHHBIE 110 COCTaBY Ka)KIOW MOCTYMHBILEH B
apXWB OpraHU3aIliy OIKCH JIEN, TOKYMEHTOB: HOMep (POHIa, HOMEpP OIMUCH, KOJTMYECTBO CTUHUI]
XpaHEHHS B OTIMCH, KOJIMYECTBO JINCTOB B OIUCH U €€ IK3EMILISAPOB.

3.12. Jlna 1eHTpanu30BaHHOTO TOCYAApPCTBEHHOTO ydeTa JIOKYMEHTOB ApXHBHOTO (GoHIA
Poccuiickoii @enepaliiii B apXuBe OpPraHU3AINH, SBISIONICICS UCTOUHUKOM KOMILIEKTOBAHUS
rOCYJapCTBEHHOTO (MYHHUIIUIIAILHOTO) apXHBa, COCTABJISIETCS MACIIOPT apXHUBa OpraHu3anuu. <1>

<1> ®opma nacnopra apxXuBa OpraHU3alMK YCTaHOBJIEHAa PernmaMeHToM rocy1apCcTBEHHOTO
yueta JOKyMeHTOB ApxuBHOoro ¢onna Poccuiickoit ®enepauuu (yTBEpKICH MPUKA30M
PocapxuBa ot 11 mapra 1997 r. N 11, 3aperucrpupoan Muntocrom Poccun 8 uronst 1997 r.,
peructpanoHHbIi Homep 1344).

3.13. ApxuB opraHuM3alii MOXET BECTH TAKXKE y4€T B aBTOMATU3UPOBAHHOM PEXHUME - B
BUJIe yueTHbIX 0a3 nanubix (BJI).

Vuernsle BJl mpumeHstoTcs BO B3aMMOCBSI3M C JIpyTrMMH HHpopMaunoHHbIMU bB/l,
UMEIOUIUMUCS B apXHBE OpPraHMU3allMM, W JOJKHBI ObITh COBMECTHMBI C COOTBETCTBYIOLIMMHU
yueTHbIMH BJ/] rocyaapcTBeHHBIX (MyHULIMIAIBHBIX) QDXUBOB U OPTaHOB YIPaBJIEHUS] ApXUBHBIM
JIETIOM.

3.14. VYyerHble JNOKYMEHTHl apxuBa OpraHU3allld, KPOME OINHCEH [eJl, NOKYMEHTOB,
IpeIHAa3HAYa0TCS IS CIIY>KEOHOTO0 MOJIb30BaHMSI U MOJI30BATENSIM HE BBLIAIOTCSL.

3.15. VYuer mnocTtymieHHss M BBIOBITHS €1, JOKYMEHTOB B apxXUBE OpraHu3aluu
OCYILIECTBIISIETCA HA OCHOBAHUU:

OIIHCH JIe]1, JOKYMEHTOB CTPYKTYPHOTI'O ITOAPA3IEIEHHs M TOJOBOIO pa3/eNna CBOJHOM ONUCH
JieN, TOKYMEHTOB OpraHU3allNy;

HOMEHKJIATYpbl JI€]l OpraHu3alluy, 3aMEHSIONIEH IoJOBOH pa3/el CBOJHOM OMMCH €I,
JIOKYMEHTOB OpTraHU3allNH;

aKTa 0 TEXHUYECKHX OLIMOKaX B YUETHBIX JOKyMEHTaX (mpuioxenue N 4);

akta 00 OOHapyXeHHH JOKYMEHTOB (HE OTHOCSIIMXCA K JaHHOMY (OHAY, apXuBy,
HEYUYTeHHBIX ) (mpuiioxkenue N 5);

akTa 00 yTpare 10KyMeHTOB (mpuioxenue N 6);

aKTa IpueMa-TIiepesjaul apXuBHBIX JOKYMEHTOB Ha XpaHeHue (npunoxenue N 20);

aKTa O BBIJCJIIEHUU K YHUUTOXKEHHIO apXUBHBIX JOKYMEHTOB, HE MOJJIEKAIIUX XPAHEHHUIO
(mpunoxxenne N 21);
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aKTa O HEMCIPABUMBIX ITOBPEKICHUSIX apXUBHBIX JOKYMEHTOB (npuiioxenue N 22).

Ha ocHOBaHuU yKka3aHHBIX JJOKYMEHTOB BHOCSTCS HEOOXOAMMbIE NU3MEHEHUSI B OCHOBHBIE
(oOs13aTeNbHBIC) yUETHBIE JOKYMEHTHI apX1Ba:

B KHHUTY y4€Ta MOCTYIUICHUS W BBIOBITHS Jied, JOKyMeHTOB (mpuioxenue N 11) u B auct
donna (mpunoxxkenue N 13) - mpu KakI0M U3MEHEHUU B COCTaBE U 00beMe JOKYMEHTOB apXHUBa
OpraHu3aIuy;

B criucok (oHaoB (npuiokenue N 12) - mpu mOCTYIJIEHUH HOBOTO apXWBHOTO (pOHIA HITH
BBIOBITHH BCEX /€N, TIOKYMEHTOB, HAXOAUBILIErOCsl Ha XpaHEHUU apXUBHOTO doHa <1>;

<1> B rpade "OtmeTka o BbIOBITUM (OoHAQ" crucka (OHIOB YKa3bIBaeTCs, KyJa BHIOBLT
apxuBHBIN QOH/, a TAKXKe JaTa U HOMEP JOKYMEHTa, HA OCHOBAaHUH KOTOPOT'O OH BBIOBLI.

B peecTp onucelt (mpuiioskerue N 19) - mpu nocTymiieHnn HOBOM ONMKUCH UITU BBIOBITHU BCEX
eAVHMI] XPaHEHUs, HaXOAMBILIEHCS Ha XpaHeHMH omucu. Homep BBHIOBIBIIEH OMUCH IPYrUM
OMUCSM JI€JI, TOKYMEHTOB HE MPUCBAUBAETCS U OCTAETCSI CBOOOIHBIM;

B OIUCH JIeJ, JOKYMEHTOB - IPH KaX/I0M MOCTYIUICHUU W/WUITU BBIOBITHH /€T, JOKYMEHTOB,
YYTEHHBIX B JAHHOM OIKUCH.

CooTBeTCTBYIOIINE U3MEHEHHSI BHOCSATCSI BO BCTIOMOTATENIbHBIE YUETHBIE IOKYMEHTHI.

Bce akThI, TOKyMEHTHPYIOIIHE PE3YJIbTAaThl ApXUBHBIX pa0dOT, BKIIIOYAIOTCS B Aes0 (HOHA,
KOTOPOE 3aBOJUTCS Ha KK (HOH, HAXOASAIIMNCS HAa XPaHECHUH B apXKUBE OpraHU3aIuH.

Jeno ¢oHma, HapsAgy C JOKYMEHTaMH, OTPaXAOIMUMH HCTOpHIO (oHma U
dbonmooOpazoBarens, BKIOYAET yueTHbIC JOKYMEHTHI, XapaKTepHU3yIoIlue n3MeHeHus (HoHaa.

IV. KOMIUIEKTOBAHME APXNBA OPTAHU3ALIMA JOKYMEHTAMU APXUBHOI'O
OOHJA POCCUNCKOU OEJEPALIMU U IPYTUMU APXMBHBIMU IOKYMEHTAMU

4.1. Joxymentsl ApxuBHoro ¢onna Poccuiickoit denepanny U JOKyMEHTHI BPEMEHHBIX
(cBbime 10 ;eT) CPOKOB XpaHEHHs, B TOM YHCIE IO JUYHOMY COCTaBy, NMEPENAIOTCS B apXUB
OpraHM3aliy HE paHee, YEM Uepe3 OJIMH o/l U HE MO3/IHEE, YEM Yepe3 TPU rojia MOCIIe 3aBEpILeHUs
JIEN B JIEJIONPOU3BOICTBE.

JIOKyMEHTBl 1O JMYHOMY COCTaBy TOCYJapCTBEHHBIX TIpPaXJaHCKUX CIyKalluX |
MYHUIUNAIBHBIX CIY’KAaIllUX, YBOJEHHBIX C TOCYJapCTBEHHOH TIpakJaHCKOW CIyXObl MK
MYHULIMNIAJIBHOW CITY>KOBbI, MEpelaloTcs B apXUB opraHu3anuu no ucredyeHuu 10 jer co aHs
YBOJIBHEHHUS.

4.2. lena BpeMeHHbIX (710 10 J1eT BKIIOYUTEIBHO) CPOKOB XPAaHEHHUS B apXUB HE MTEPEIatoTCA.
OHu XpaHATCs B CTPYKTYPHBIX OAPA3AEIICHUAX OpraHU3alluu 1 10 UCTEYEHUH CPOKOB XPaHEHUS
MOJJIEXKAT YHUUYTOKEHHUIO B YCTAHOBIIEHHOM TOPSIJIKE.

B UCKIIOYMTENBHBIX Cllydasx [0 PELICHUIO PYKOBOJMUTENS OPraHU3alMU Jela BPEMEHHBIX
(mo 10 et BKIFOYUTENBHO) CPOKOB XPAaHEHUS TIEPEIAIOTCSI B ApXUB OPTraHU3AIMH 110 OTHCSIM /eI,
JIOKYMEHTOB WJIN II0 HOMEHKJIAType JEll.

4.3. JIOKyMEeHThl IOCTYNalT B apXWB OPraHU3allMM IOCJIE MPOBEACHUS HKCIEPTHU3BI
LIEHHOCTH.

4.4. Pemenus o BkiIoueHuu B coctaB ApxuBHoro ¢(onaa Poccuiickoit ®enepanuu
KOHKPETHBIX TOKYMEHTOB MPUHUMAIOTCS SKCIIEPTHO-TIPOBEPOYHBIMH KOMUCCUAMU (eiepaaIbHbIX
rOCy/IapCTBEHHBIX apXHWBOB M YIOJIHOMOYEHHBIX OPraHOB MCIIOJHUTEIBHON BJIACTH CYOBEKTOB
Poccuiickoit @enepannu B obmactu apxuBHoro jaena (nanee - OIIK apXxuBHOro yupexxaeHus) B
npejenax KOMIETeHIINH.

4.5. Llenpto sKCNIEpTU3bl LEHHOCTH JOKYMEHTOB B OPraHU3alluNU SABJISETCS:

0TOOp JOKYMEHTOB JUIsl BKIIOUEHHUS B cocTaB ApxuBHoro ¢onaa Poccuiickoii @enepanuiy;

BBISIBJICHHE JOKYMEHTOB, HE MOAJIEXKAIIUX JaIbHEHIIEMY XPaHEHUIO.

DKcnepTu3e IEeHHOCTH MOAJIeKAaT BCE JOKYMEHTHl OpPraHM3allid HE3aBUCUMO OT BHJIOB
HocuTelnel 1 crnoco0oB 3amucHu.



Jlo mpoBeneHust SKCIIEPTU3bI IICHHOCTH B COOTBETCTBUU C MyHKTaMu 4.6 - 4.13 HacTOsAIINX
[TpaBus1 yHUUYTOXKEHUE TOKYMEHTOB 3aIpEIIaeTcsl.

4.6. DxcniepTU3a EHHOCTH JIOKYMEHTOB ITPOBOJIUTCS HA OCHOBE:!

JEHCTBYIOIIETO 3aKOHO/AATEIbCTBA M MHBIX HOPMATHMBHBIX NPABOBBIX akTOB Poccuiickoit
Oeneparni B 007aCTH apXWBHOTO Jieia, WHGOPMAIMU M JOKYMEHTAI[MOHHOTO OO0ECIeUeHUs
yIpaBJICHUS;

TUTIOBBIX, BEJOMCTBEHHBIX M HMHBIX IEpPEYHEH JOKYMEHTOB C YyKa3aHHEM CPOKOB UX
XpaHEHUs1, TUIIOBBIX U IPUMEPHBIX HOMEHKJIATYp JIe.

4.7. B opraHuzanuu JUisi MPOBEAEHUS SKCIEPTU3bl LIEHHOCTH JOKYMEHTOB CO3/1aeTCs
sKcriepTHast komuccus (naiee - OK) <1>. B opranuzanusix, IMEIOIIUX CI0KHYIO CTPYKTYPY H/HIN
MO/JABEAOMCTBEHHBIC OpraHU3allM, CO3JAI0TCS LEHTpaJbHbIE SKCIEPTHbIE KOMUccHM (Halee -
L[IDK).

<1> Jlnist npoBeAEHUS SKCIEPTU3bI IIEHHOCTU HAYYHO-TEXHUYECKON U APYroi crenraibHOM
JOKYMEHTAI[MU B OpPraHM3allMi MOXeET ObITh co3fgaHa DK, BKIIOYArOIIas COOTBETCTBYIOIIMX
CIEIAIIUCTOB.

4.8. IIDK (OK) sBnsercss coBelIaTENbHBIM OPraHOM MpPU PYKOBOAMTEIE OpraHU3allMu,
CO3/aeTcs MPUKA30M OpPraHu3allnu, IeUCTBYET HA OCHOBAaHUU TOJIOKEHUSI.

3anaun u pynkuuu DK (O3K) opranuzanum - HICTOUHUKA KOMIUIEKTOBAHUS OMPEACTISIOTCS
MOJIO’KEHUEM, YTBEP)KIAEMbIM PYKOBOAUTEIIEM OpPTraHU3alNH.

4.9. OcnoBHoii 3amaueit [IOK (OK) saBnsercs opraHuzanvs ¥ MPOBEICHHE IKCIEPTU3BI
LIEHHOCTHU JOKYMEHTOB.

OcnoBubiMu pyHKIUAME [[OK (OK) sBastoTcs:

OpraHM3alys eKeroJHoro oToopa Aei A XpaHEeHUs! U YHUUTOXKEHNUS;

PaccMOTPEHHE U COTTIACOBAHME MPOEKTOB HOMEHKIATYPHI N OpraHMU3alliy, OMUCeH Jed,
JIOKYMEHTOB IOCTOSIHHOTO M BpeMEHHbIX (CBbIIE 10 J1€T) CPOKOB XpaHEHHUs, B TOM YHUCIIE IO
JUYHOMY COCTaBY, aKTOB O BBIJCJICHUM K YHHUTOKEHHUIO €N, HE MOJIeKAIIUX XPAHCHUIO, U
JIPYTUX aKTOB;

MOJITOTOBKA TPEAJIOKEHUH 00 OIpeaesieHu CpPOKOB XpaHEHUs JOKYMEHTOB, He
MPEyCMOTPEHHBIX MepeyHsIMu <1>, 1 00 U3MEHEHUH CPOKOB XPAHEHUS OTIEJIbHBIX KaTeropuil
JIOKYMEHTOB, YCTAHOBJIEHHBIX IIEPEUHIMU;

<1> DK opranusanuii, nepeAaroInx JOKyMEHTHI HA XpaHEHHUE B TOCY1apCTBEHHBIE apXUBBI,
MPEJICTaBIISIIOT COOTBETCTBYIOLME npeuiokenust DK apxuBHoro ydupexaeHus.

ydyacTueé B MOATOTOBKE M PACCMOTPEHHM NPOEKTOB HOPMATHBHBIX M METOJUYECKHX
JIOKYMEHTOB I10 BOIIpocaM paboThl ¢ JOKYMEHTaMH B OpraHU3alluy;

METOAMYECKOE PYKOBOJCTBO paboTramMu B 00JacTH OOECHEUYEeHHS COXPAHHOCTH
JOKYMEHTAJIbHOT'O M apXUBHOTO (DOHJIOB OpraHU3aLIMH.

4.10. DxcnepTu3a HEHHOCTU JOKYMEHTOB B OpraHU3aluy MPOBOIUTCS:

B JICJIONPOU3BOJACTBE - IPU COCTABICHUM HOMEHKJIATYpbl J€JI OpraHu3allid W IpU
MOJIFOTOBKE JIEJI K [1epe/iaye B apXHUB;

B apXMBE OpPraHU3alluu - B IIPOLIECcCe MOATOTOBKY JIEJ K IIEpeade Ha IOCTOSIHHOE XPaHEHHE.

4.11. DxcnepTU3a IEHHOCTH JOKYMEHTOB MIPOBOJIMUTCS €KETOTHO.

Ilo pesynpTaTaMm 3KCHEPTU3BI LIEHHOCTH B CTPYKTYPHBIX INOAPA3JEICHUAX OpraHU3aluu
COCTABJISIIOTCS OTIUCH JIeNT CTPYKTYPHBIX TOJIpa3/IelICHUI: TTOCTOSHHOTO, BpeMeHHBIX (CBBIme 10
JIeT) CPOKOB XpaHEHHUs, IO JIMYHOMY cocTaBy (mpuioxenue N 23, 24), Ha OCHOBE KOTOPHIX B
apXMBe OpraHMU3allK COCTABIIAIOTCS TOJIOBBIE Pa3/Aeiibl COOTBETCTBYIOIIMX CBOJIHBIX OMMCEN e,
JIOKYMEHTOB.

Ha nena ¢ ncrekmmmu cpokaMu XpaHEHHs! B CTPYKTYPHBIX MOAPA3EICHUAX OpraHUu3aluu
COCTaBJISIOTCS IPEATIOKEHNUS K aKTY O BBIJCIIEHUU K YHUUTOKEHHIO JJOKYMEHTOB, HE MOUIEKAIINX



XpaHeHuro (1o Gpopme akra, npuioxenue N 21).

Ha ocHoBe mpemnokeHUN CTPYKTYPHBIX TMOJPA3ACICHUN CIIy)k0a IeT0omporu3BOICTBA
OpraHU3aIlMy COCTABISIET aKT O BBIACIICHUM K YHHUYTOXEHUIO JOKYMEHTOB, HE MOJJICKAIIUX
xpanenuto (mpwioxenue N 21).

Jlena BKJIIOYAIOTCS B aKT O BBIIEJICHUU K YHHYTOXKEHHUIO JOKYMEHTOB, HE IMOJICKAIIUX
XPaHEHUIO, €CIH MPEAYyCMOTPEHHBIH /1151 HUX CPOK XpaHEHHs UCTEK K 1 siHBaps roa, B KOTOPOM
COCTaBJIEH aKT.

Hena ¢ ormetkon "JOIIK" <1> mojjexaT MOJMCTHOMY MPOCMOTPY B IENSAX BBISBICHUS
JIOKYMEHTOB, MOJIJICKAIINX MMOCTOSIHHOMY XpaHEHUI0. BhIABICHHBIC B TaKUX JI€NIaX JOKYMEHTHI
MOCTOSTHHOTO XPaHEHUsS BBIACISIIOTCS M NPUCOCAMHSIOTCS K OJHOPOIHBIM JefiaM WU
(bopMHpYIOTCSl B CAMOCTOSITENILHBIE JIEIa.

<1> Otmerka "DIIK" o3HauaeT, 4TO YaCTh JIOKYMEHTOB MOXET OBITh OTHECEHa K CPOKY
XpaHEHHUs "TIOCTOSIHHO".

OcranbHbie JOKYMEHTHI ¢ oTMeTKOM "DITK" BKiItoyaroTcs B akT Ha yHUUTOXKEeHue. [Ipu aTom
ormetka "JIIK" B akTe HE yKka3bIBaeTCH.

Onucu Ha Jena, JOKYMEHThI OCTOSHHOIO XPaHEHHUs U 10 JIMYHOMY COCTAaBY M aKThl Ha
YHUUTOXKEHUE JIOKYMEHTOB paccMarpuBatoTcsi Ha 3acefganuu [[OK (OK) omnoBpemenno. Ilo
utoram paccmotpenus [[OK (DK) cornacoBpiBaroTCsi OMUCH 1€, JOKYMEHTOB IMOCTOSIHHOTO
XPaHEHUs U MO JIMYHOMY COCTaBY UM aKThl O BbIIEJICHUN K YHUUTOKEHHUIO TOKYMEHTOB.

CornacoBannbie [[OK (OK) opranuszanuu omucu Aen AOKYMEHTOB (TOIOBBIE pa3/elibl)
npeAcTaBisitoTes Ha paccmoTpenne DIIK:

MIOCTOSIHHOTO CPOKa XpaHEHUs - Ha YTBEPKIACHUE;

10 IMYHOMY COCTaBY - Ha COTJIaCOBAHUE;

OIIK yTBepx’aaeT OmUCH Jed MOCTOSIHHOTO XPAaHEHWS U COIVIACOBBIBAET OMMCH JEN IO
JUYHOMY COCTaBY.

Omnucwu nen, JOKYMEHTOB (TOZOBBIE pa3/ienbl) HanmpaBistoTcs Ha paccMoTpenue DIIK B Tpex
AK3EMILIsIpax Ha OyMa)kHOM HOCHTEJIE U OJHOM 3K3EMIUISIpE Ha 3JIEKTPOHHOM HOCHUTENE dyepes 3
roJia MmocJje 3aBepIIEHUs 1€ B I€JI0NPOU3BOICTBE.

[Tocne yrBepxnaenuss u cornacoBanusi DIIK omwmceit nen, TOKyMEHTOB OMHUCH M akT O
BBIICJICHUM K YHHUYTOXEHUIO JOKYMEHTOB, HE MOMJEXKAIIUX XPAaHEHHUIO, YTBEPKIAKOTCS
PYKOBOJUTENIEM OpraHU3ally, MOCIe YEero Jea, BhIACIECHHbIE [0 aKTy K YHUUTOKEHHIO0, MOTYT
OBITH YHUYTOXKEHBI.

4.12. Opranusaiiuu, B ICSITEILHOCTH KOTOPBIX HE CO3/IAI0TCS TOKYMEHTHI ApXUBHOTO (hOHIa
Poccuiickoit denepannn, co3qar0T ONUCH A€ N0 JUYHOMY COCTaBy M OIMCH JAEJl BPEMEHHBIX
(cBbimie 10 1eT) CPOKOB XpaHEHUsSI U 0OECIEUNBAIOT UX COXPAHHOCTb.

Opranuzanuu TakXe COCTABJIAIOT AKTbl O BBIACIECHUU K YHUUYTOXEHHUIO JOKYMEHTOB, HE
NOJJIKAUIUNX XPAaHEHUIO, U YHHUYTOXKAIOT YKa3aHHbIE JOKYMEHTBI 10 HCTEYEHHH CPOKOB HX
XPaHEHUs TOJIBKO IIOCJIE COCTaBJIEHMS T'OJOBBIX Pa3elIoB OMMCEN JEI 0 JINYHOMY COCTaBy 3a
COOTBETCTBYIOILUN NEPUOA U UX YTBEPKICHUS PYKOBOJIUTEIEM OpraHU3aliu.

4.13. Jlena Ha OyMa)XHOM HOCHTEJIE, BBIJIEICHHBIE K YHMUYTOXKEHHIO, INEpeNaroTcs Ha
YHUUTOXKEHUE (YTUIM3ALUIO) TI0 aKTY O BBIJECJIEHUN K YHUUYTOKEHUIO IOKYMEHTOB (IIPUIIOKEHHE
N 21), a Tak)xe Ha OCHOBAaHUH UHBIX JJOKYMCHTOB, TOJTBEPKIAIONIMX (PAKT CIauu JOKYMEHTOB Ha
YHUUTOXKEHUE (YTHIIU3AIIHIO).

ONEeKTpOHHBIE J€fla C HCTEKIIMMH CpOKaMH XpAaHEHUs MOJJIEKAT BBIAEIECHUIO K
YHUUYTOKEHHIO Ha OOIIMX OCHOBaHUSX, MOCIE YEro MPOBOJIUTCS MX (PU3NUYECKOE YHHUUTOKEHUE
WIM YHUUYTOXKEHUE NPOrPaMMHO-TEXHUYECKUMHU CPENCTBAMU C COOTBETCTBYIOLIEH OTMETKOH B
aKTe O BBIACJICHUHU K YHUUYTOXKEHHUIO JOKYMEHTOB (mpuiioskenue N 21).

4.14. Jlns obecneueHust mopsaka (GOPMHUPOBAHUS M ydyeTa Jel B JIEJIONPOHM3BOJICTBE
OpraHM3aIH COCTABIISIETCS HOMEHKIIATypa Jedl.

4.15. Homenknarypa jaen 3akpervisier kiaccudukanuioo (IpynmupoBKY) HCIOTHEHHBIX



JOKYMEHTOB B Je€na (JIEKTPOHHBIE J€Nla) U SBIAETCS OCHOBHBIM YUYETHBIM JOKYMEHTOM,
OTpakaroIlIUM COCTaB U OPraHU3aIUI0 JOKYMEHTAIBHOTO (DOH/1a OpraHU3alHH.

4.16. HomeHkiaTypa Jen SBISETCS OCHOBOM JUIsl COCTABIIEHUS! ONUCEH e, TOKyMEHTOB
MOCTOSTHHOTO ¥ BpeMEHHBIX (cBbIIe 10 1eT) CpOKOB XpaHeHus, a TAKXKe JJIs yueTa JIeJl BpeMEHHBIX
(1o 10 neT BKIIOYMUTEIBHO) CPOKOB XPAHEHMUSI.

4.17. HomeHkiaTypa [ed OpraHu3anuu pa3palOaThiBaeTCs Ha OCHOBAHMM THIIOBBIX,
BEJJOMCTBEHHBIX W HHBIX NE€peYyHEll MJOKYMEHTOB C YKa3aHHEM CPOKOB XPAaHEHHs, HHBIX
HOPMAaTUBHBIX IIPABOBBIX aKTOB, a TAK)KE THUIMOBBIX U MPUMEPHBIX HOMEHKIIATYp JIe.

Tunosas u npuMepHas HOMEHKJIATyphl J€J1 pa3padaTbiBalOTCA OpraHaMy U OPraHu3alusIMU,
UMEIOUIUMH B MOJYUHEHUU CETh OJHOTUIIHBIX OpraHU3alui.

TunoBas HOMEHKJIAaTypa YCTaHABJIMBAET COCTAaB [, 3aBOJAMMBIX B OJHOTUIIHBIX
OpraHMU3aIMsIX, U SBISETCS HOPMAaTUBHBIM JIOKYMEHTOM.

IIpumepHass HOMEHKJAaTypa YCTaHABJIMBAET NPUMEPHBIH COCTaB J€J, 3aBOJUMBIX B
OpraHM3alysaX, Ha KOTOpbIE OHA pAaCHpOCTPAHAETCA, M SIBISETCA PEKOMEHIaTeIbHBIM
JIOKYMEHTOM.

4.18. HomenknaTypa Jen OpraHHM3alldd COCTABJISETCS IO YCTAHOBJIEHHOH dopme
(mpunoxenne N 25) Ha OCHOBAaHMM HOMEHKJIATYp Jell CTPYKTYPHBIX HOJpa3iesieHuil
(mpunoxxerue N 26).

Opranuzanuu - HCTOYHUKM KOMIUJIEKTOBAHMSI TOCYAAPCTBEHHBIX (MYHHUIIMIAIbHBIX)
apXMBOB OJIMH pa3 B 5 yer <1> cornacoBbiBatoT HoMeHKIaTypy Aen ¢ LIOK (3K) opranuzaruu u
NPEJCTaBISIIOT €€ Ha corjacoBaHue cooTBeTcTByromux OIIK uim  rocynapcTBeHHOTo
(MYHUIIUTIAIBHOTO) apXHBa, COTJIACHO MPEIOCTABICHHBIM €MY ITOJTHOMOYHSIM.

<1> B cnyyae u3MeHeHHS (QYHKIHA U CTPYKTYypbl OpraHM3allid HOMEHKIATypa MAel
MOJJIEXKUT IEPECOCTABIICHUIO, COTJIACOBAHUIO U YTBEPIKICHUIO.

Opranu3anuu, B AEATEIBHOCTH KOTOPBIX HE CO3JAIOTCS JOKYMEHTHI ApPXHMBHOTO (oHIA
Poccuiickoii @enepariuu, yrBep)KJal0T HOMEHKIIATYPY J1eJl CAMOCTOSATENBHO.

4.19. 3akoHUEHHBIE JEIOMPOU3BOJICTBOM JIea MOCTOSHHOTO U BpeMEHHbIX (cBbie 10 ser)
CPOKOB XpaHEHHMs, B TOM YHUCIIE 110 JUYHOMY COCTaBY, MOCJI€ OKOHYAHUS KaJleHIapHOTO rojia, B
KOTOPOM OHH OBLIH 3aBEJICHBI, TOJITOTABIMBAIOTCS K TIepe/iade B apXUB OpraHU3aIMX | TIOJJIKAT
0(pOpPMIIEHHIO U OTTUCAHHIO.

B 3aBUCHMOCTH OT CPOKOB XpaHEHHS IIPOBOIAMUTCS MTOJTHOE HITH YaCTHIHOE 0(hOpMIICHHUE JIeTT.
[TonmHOMY oopmiIeHHIO TOUIekaT JAedaa MOCTOSHHOTO W BpeMeHHbIX (cBbime 10 jer) cpokoB
XpaHEHHS U 110 INYHOMY COCTaBY.

Odopmiienne fen Ha GyMa)XHOM HOCHUTEIE TpeayCcMaTpUBAaeT:

MOJIIMBKY WJIM TeperuieT TOKYMEHTOB jena (HedopMaTHbIE TOKYMEHTHI XPaHSTCS B
3aKPBITHIX TBEPABIX HaNKax MU B KOPOOKax);

HYMEpALUIO JIUCTOB JIEeNa;

COCTaBJIEHHE JHMCTa-3aBepuTelis aena (npuioxenue N 8);

COCTaBJICHHE BHYTPEHHEN ONKMCU JOKYMEHTOB siena (rpuiioxkenue N 27);

odopmiienne o010xkku aena (mpuioxenue N 28).

[TonroToBka 3JEKTPOHHBIX JEN Ul TEpeNadyd B apXWB OpraHU3alHd MPeIyCMaTpUBACT
COCTaBJICHUE OIIHCH AJIEKTPOHHBIX JIelT, JOKYMeHTOB (rpuioxenust N N 17, 18).

4.20. B nemo noMemaroTcsl TOKYMEHTBI, KOTOPBIE IO CBOEMY COJIEPKAHUIO COOTBETCTBYIOT
3arojIOBKy Jefia, MpH 3TOM 3alpeliaercs TpyNIUpoBaTh B Jeja YEpHOBBIE M JyOJeTHBIE
IK3EMIUISPHI JOKYMEHTOB, a TAK)KE IOKYMEHTHI, ITOJIEKAIINEe BO3BPATY.

[Tpu popmupoBanuu aenaa HEOOXOAUMO COOTIOAATH CIEAYIOIUE TPEOOBAHUS:

JOKYMEHTHI TIOCTOSSHHOTO ¥ BpPEMEHHOTO XpaHEHUs HEOOXOTMMO TPYIIUPOBATh B
OTJeNbHBIC JIeNa;

BKJTIOYATH B JIEJIO TI0 OJJHOMY DK3EMIUIAPY KaXKIOTO TOKYMEHTA;

IpYyNIIUPOBATh B JI€J0 JTOKYMEHTHI OJHOTO KaJeHJApHOTO I'0/1a; UCKIIIOYEHHUE COCTABIISIOT:



nepexoasmye aena; cyaeOHble /ena; JUYHbIE Jiena, KOTopble (OPMUPYIOTCS B TEUEHUE BCETrO
nepuoAa paboOThl JHIla B OpraHU3alUH; JOKYMEHTHl BBIOOPHBIX OpPraHOB U MX MOCTOSHHBIX
KOMHCCHUH, JEMyTaTCKUX TPYII, KOTOpble TPYNIUPYIOTCA 3a TEPHOJ CO3bIBa; JTOKYMEHTHI
00pa3oBaTeNbHbIX OpraHu3aluii, KOTopble (OPMUPYIOTCA 32 YUEOHBIN TO/; TOKYMEHTHI TEaTpOB,
XapaKTEpU3YIOIIUE CLIEHUYECKYIO JIeSTeNbHOCTh, B MpeeNaX TeaTpaJbHOr0 CE30Ha; Jena
(GUITBEMOB, PYKOITUCEH, HCTOPHH O0JIC3HEH.

[Tpukas3sl MO JMYHOMY COCTaBY JOJDKHBI TPYNIIHPOBATHCS B J€Ja B COOTBETCTBHU C
YCTaHOBJICHHBIMU JJI1 HUX CPOKAMH XPaHEHUS;

JOKYMEHTHl B JIMYHBIX JI€JaX pPACIONIAraloTCsi B XPOHOJOTMYECKOM IMOPSIKE MO Mepe
MOCTYIICHUS;

JMIIEBBIE CYeTa MO 3apaboTHOM mijare paOOTHUKOB TPYNIHUPYIOTCS B OTACIbHBIC Jelia U
pacrosaraloTcs B HUX 1o andaButy GamMuinii, MIMEH U OTYECTB.

Jlermo Ha OyMa)XHOM HOCHTEIE HE JOJDKHO coepkarh Oonee 250 JIMCTOB, IPH TONIIUHE HE
6onee 4 cMm.

4.21. JIoKyMEHTBI, COCTABIIAIONINE 70 Ha OyMa>KHOM HOCHUTEIIE, TOIIIMBAIOTCS HA YEThIPE
MpoKoJa (Ha TpU IPOKOoJIa - 171 Maio(OpPMaTHBIX JIe) B TBEPAYIO0 00JI0KKY MIIH MEPErIeTaloTCes
C Y4ETOM BO3MOXXHOCTH CBOOOJHOTO YTEHHS BCEX JOKYMEHTOB, JIaT, BU3 U PE3OJIONUI HA HUX,
METAIIMYECKUE CKPEIUICHUSI U3 IOKYMEHTOB yANSIFOTCS.

B nauane nmena Ha OyMa)XHOM HOCHTENE TPU HEOOXOAMMOCTH TOJIIMBAIOTCS JIUCTHI
BHYTpEHHEH OMHCH JOKyMEHTOB jena (mpuiokeHue N 27), B KOHIE KaXJIOro jaenia - JUCT-
3aBepuTenb Jena (mpuioxenue N §).

4.22. B unensax oOecredeHHUs COXPAHHOCTH M 3aKpeIUICHUS TMOpsAKa pacHoOKEHUs
JOKYMEHTOB, BKIIOYCHHBIX B €0 Ha OyMa)XHOM HOCHUTENE, BCE €ro JHCTHI (Kpome JHCTa-
3aBepUTENIA JieJla U BHYTPEHHEH OMKCcH) HyMEPYIOTCS B BAJIOBOM MOPsAKE apaOCKuMu nudpamu,
KOTOpPBIE IMPOCTABIISIIOTCS B MPABOM BEPXHEM YIIIy JIHCTa JOKYMEHTa IMPOCTBHIM TpadUTHBIM
KapaHJalloM UM HyMepaTopoM. YToTpeOsieHre YUepHIIT U LIBETHBIX KapaHJalei A HyMepaluuu
JMCTOB 3anpemaercs. JINCThl BHYTpEHHEH ONICH JOKYMEHTOB JIella HyMEPYIOTCS OTJEIBHO.

JIucTel €7, COCTOAIINX U3 HECKOIBKUX TOMOB HIIM YacTei, HyMEPYIOTCS 10 KaXI0My TOMY
WM 9aCTH OTIEIBHO.

dotorpaduu, YepTeKM, JUArpaMMbl U JApPYrHMe€  WIUIIOCTPAaTHBHBIE  JOKYMEHTHI,
NPECTaBIISIOINE CAMOCTOSTENILHBIN JIUCT B JIeJie, HyMEPYIOTCsl Ha 000POTHOM CTOPOHE B JIEBOM
BEPXHEM YTIIy.

CI0XEeHHBIH JINCT Pa3BOPAYMBACTCS U HYMEPYETCs B TPaBOM BepxHeM yriry. [Ipu sTom muct
aro6oro gopmara, MOAMIMTHIM 32 ONMH Kpall, HyMepyeTcsl KaK OJUH JIUCT; JHCT, CIOKEHHbIN U
MOJIIINTHIN 32 CEpeIMHY, MOISKUT TMEPEIINBKE U HyMEPYETCs KaK OJMH JIHCT.

JIucT ¢ Harmyxo HakKJIEeHHBIMH JIOKYMEHTaMH (BbIpE3KaMH, BBIIUCKaMH, (HOTOrpapusimMu)
HyMepyeTcs Kak OJWH JIUCT. Ecii K JOKYMEHTY MOJKJICCHBI OJHUM KpaeM Apyrue JTOKYMEHTHI
(BBIPE3KH, BCTABKU TEKCTA, MIEPEBO/IbI), TO KaX/IbIi TOKYMEHT HyMEpYeTCs OTIENIbHO.

[TommmTeie B €70 KOHBEPTHI C BIOKEHUSIMU HYMEPYIOTCS; IIPH TOM BHAYajie HyMepyeTCsI
KOHBEPT, a 3aTeM OUEPEIHBIM HOMEPOM KaX/10€ BIIOKEHHE B KOHBEPTE.

[TommmTeie B €710 JOKYMEHTHI C COOCTBEHHON HyMepaliei JUCTOB (BKJIIOYAs TIeYaTHBIC
U3JJaHKs) MOTYT HyMepoBaTbcs B OOIIEM MOPSJKE MU COXPaHATh COOCTBEHHYIO HyMEpalHio,
€CIIM OHA COOTBETCTBYET MOPSIKOBOMY PACIOJIOKEHHIO JICTOB B JIEIIE.

B ciiyuasix oOHapykeHUs 0OJIBIIOr0 YKcia OMMOOK B HyMepaliy JIUCTOB Jiefla TPOBOJAUTCS
nepeHyMmepanusi. [Ipy HanWYu#M OTIENBHBIX OMIMOOK B HYMEpAallWW JIMCTOB Jieia JOIMYyCKaeTCs
ynoTpebeHHe TUTEPHBIX HOMEPOB JIUCTOB.

4.23. Jluct-3aBeputens Aena (mpuiokenre N 8) cocTaBisieTcss Ha OTACIBHOM JIMCTE, B
KapTOTeKax - Ha OTJEJIBbHOM JMCTe popMaTa KapTOUKH. JIMcT-3aBepUTEINb Jieia MOAIICHIBACTCS
€ro cocraBuTeleM. Bce mocieayrone n3MeHEHUS B COCTaBE U COCTOSIHHH Jiena (MTOBPEXKICHHS,
3aMeHa TMOJ/UIMHHBIX JOKYMEHTOB) OTMEUAalOTCsl B JIMCTE-3aBEPUTENE CO CCBUIKOW Ha
COOTBETCTBYIOIIMH aKT.

3ampenaercss BBIHOCUTh JIUCT-3aBEPUTEIb HA OOJIOKKY Jefla MM YUCThI 000pOoT JnucTa



HocjeaHero AoKyMeHTta. Eciu eno moammro uim mnepersieTeHo 0e3 OaHka JIMCTa-3aBepuTers,
OH JIOJKEH OBITh HAaKJIEEH 32 BEPXHIOIO YaCTh JIMCTA HA BHYTPEHHIOIO CTOPOHY OOJIO0KKH B KOHIIE
Jena.

4.24. Ha o0noxke JAen TOCTOSHHOTO XpaHEHUs NpPeIyCMaTpUBAETCs MECTO IS
HaMMEHOBAHUS TOCYAAPCTBEHHOT0 (MYHUIIMIIAJHHOTO) apXHBa, B KOTOPBIM Jela OpraHu3aluu
oynyr mnpunsaTel (npwioxkenue N 28). Ilpu odopmiieHHH OONOXKKH JeJa HAaMMEHOBaHUE
OpraHu3allii YKa3bIBACTCS TOJIHOCTHIO, B HMMEHHUTEIbHOM majexe. [lomHoe HamMeHoBaHUE
BBIIIECTOSIIIEH OpPTraHM3alluyd YyKa3blBaeTCsd HaJ HAWMEHOBAaHMEM OpraHM3alud - HCTOYHUKA
KOMIUJICKTOBAaHUS (TaKKe B MMEHUTEIBHOM Majexke). Eciau opraHusanusi MW BBIIMIECTOSIIAS
OpraHu3alys UMEIOT COKpAallleHHble HAMMEHOBAaHHUS, TO OHU YKa3bIBAIOTCS B CKOOKax mocie
MOJTHOTO HAUMEHOBAHUSI.

[Ipu U3MeHeHNH HaWMMEHOBAaHMSI OpraHU3aluu (CTPYKTYPHOTO MOJpa3fesieHns) B TeUeHUE
NeproJia, OXBAaTHIBAEMOTO JOKYMEHTAMH Jejia, WM TPy Nepeaade Aejia B IPYrylo OpraHu3aluio
(cTpyKTypHOE MOApa3JesieHre), Ha O0JIOKKE JeNa JOMUCHIBAeTCS HOBOE HAUMEHOBAHME STOM
OpraHu3aliy WM OPraHU3alUU-TIPABOIIPEEMHIKA (CTPYKTYPHOTO MOApa3AeIeHUs), a IpeKHee
3aKIJII0YAeTCs B CKOOKH.

4.25. Ha o0oxKe jena yKa3bIBarOTC:

HAaUMEHOBAaHME OPTraHU3aIMHU U €€ HEMOCPEICTBEHHAs IO TYMHEHHOCTh;

HAaMEHOBAHHE CTPYKTYPHOTO MOIPa3ACICHNUS;

WHJICKC JIeTa;

HOMEp TOMa (4acTh);

3aroJIOBOK JieJia (ToMa, 4acTH);

KpaliHue J1aTel Jena (ToMa, 4acTH);

KOJMYECTBO JIUCTOB B Jiesie (TOME, YacTH);

CPOK XpaHEHHUS JIeJa;

apXUBHBIN mUdp aena.

4.26. 3aronmoBok jaena Ha OyMa)XHOM HOCHUTEJE M 3arojiOBOK SJEKTPOHHOTO Jeja
MEPEHOCATCS Ha OOJOXKY JAena (SJIEKTPOHHOTO Jea) M3 HOMEHKJIATYpHI JIeJ OpraHu3allvu.
3aroJI0BOK JIOJDKEH COOTBETCTBOBATH COJICPKAHUIO JOKYMEHTOB B JIETIE.

B Tex ciydasix, Korza Aeao COCTOMT U3 HECKOJIBKUX TOMOB (YacTeil), Ha 00JI0XKKY KaX/10ro
TOMa (4acTu) BBIHOCUTCS OOLIMI 3aroyIoBOK Jieja, a MPU HEOOXOAUMOCTH - 3ar0JI0BOK KaXKIOTrO
ToMa (4acTu).

B 3aromoBkax nen, copepkamux KOHU TOKYMEHTOB, YKa3bIBaeTCs Ha KOJUYECTBO KOIUH.
[ToyIMHHOCTH TOKYMEHTOB Jiefla B 3ar0JIOBKE HE OrOBapUBAETCSL.

4.27. Jlena, BHECEHHBIE B TOJIOBBIE pa3/eNbl CBOJHBIX OMHUCEH, MUQPPYIOTCS TOCIEe
YTBEPKJICHHsI/COTTIacOBaHMsI TO10BOTr0O paszzeina cBofHou onucu DK apxuBHOro yupexaeHus u
YTBEP)KICHHUSI PYKOBOAMTEIEM OpraHW3alud (0 ATOr0 apxXUBHBIA MH(P TpoCTaBIseTCs
KapaHAaLIOM).

4.28. Ha o0noxke aena ykasblBaeTcs Aara jieyia - roji(bl) 3aBeIeHUs] 1 OKOHYAHUS JIeNla B
JIeNIOTIPOU3BO/ICTBE.

Ecnu B 1erio BKITFOUEHBI IOKYMEHTEHI (HallpuMep, IPHIIOKEHMS ), JaTa KOTOPBIX HE COBMAIAeT
c JaToil nena, TO MOJ JaToil ¢ HOBOW CTPOYKHM JienaeTcst 06 3ToM 3amuck: "B nene umerorcs
JIOKYMEHTHI 34 ... ToJ(BI)".

Jlata yieia MOXKET He YKa3bIBaThCs TOJIBKO HA 00JIOKKAX JIEJI, COAEPIKAIIMX T'0JIOBBIE IJIaHbI
¥ OTYETHI ¥ IPYTHE TOKYMEHTHI, IaThl KOTOPBIX OTPAYKAIOTCS B 3ar0JIOBKAX JIE.

JlaTtoif nen, conxepKallluX PpacHOpsAUTENbHYI0, TBOPYECKYI0O M HMHYIO JOKYMEHTAIUIO
(ToKIJIaapl, MUCbMa, CTEHOTPAMMBI), [T KOTOPOW TOYHAs JaTHPOBKA MMEET Ba)KHOE 3HAUYCHUE, a
TaKXe JUIS JEN, COCTOAIIMX U3 HECKOJIBKUX TOMOB (4acTei), ABJISIOTCS JaThl (UUCIIO, MECSII, TOT)
peructpanuu (COCTaBJICHHUs, MOCTYIICHHUS) CaMOTO PaHHETO M CaMOTro TO3HET0 JOKYMEHTOB,
BKJIIOYEHHBIX B JIEJIO (KpaiHKe 1aThl A€, JOKYMEHTOB).

Jlatoii nena, comeprkalero MpoToKOJIbI 3aceAaHt, SBISIOTCS AaThl yTBEP K I€HUS (€CIIH OHU
YTBEP)KJAIOTCS) WK 1aThl IEPBOTO U MOCIETHEr0 MPOTOKOA, COCTABIISAIOUINX JIENO.



JlaTtoit TUYHOTO J1eJ1a SBISIOTCS AAaThI TOANMCAHUS MPUKA30B O IPUEME U YBOJIHHEHHH JIHIIA,
Ha KOTOPOE OHO 3aBEJICHO.

[Ipu oOo3HaUeHHWM NATHI IOKYMEHTA CHadalla YKa3bIBaeTCS YHCIIO, 3aT€M MECSI[ U TOI.
Yucno u rog 0603Havar0TCs apadCKUMuU U pamMu, Ha3BaHUE MECSIA - CJIOBOM.

Ecnmu nata moxymeHTa WM OTACNBHBIC €€ AJIEMEHTHI ONPEACTSIOTCS MPUOIH3UTEIIBHO, Ha
OCHOBaHUM aHAJIM3a COJEpXKaHUS JOKYMEHTa, TO JaTa WM OTIC/IbHbIE €€ D3JEMEHTHI, He
a0COTFOTHO JJOCTOBEPHEIE, 3aKTFOYAIOTCS B KBAIPATHBIC CKOOKHU.

4.29. O0s13aTeTbHBIMUA PEKBU3UTAMH OOJI0KKH JIeNIa IBIIAIOTCS YKa3aHUE KOJIUYECTBA JHCTOB
B Jiesie <1> (mpocTaBiisieTcsl Ha OCHOBAHUU JIMCTa-3aBEPUTENS JIeNla) U CPOK XpaHEHHUs Jena (Ha
Jienax MOCTOSTHHOTO XpaHEHHUs MUIIETCs: "X paHUTh TOCTOSTHHO").

<1> JIns nen Ha OyMaKHOM HOCHUTEE.

4.30. Jlns ydera JOKYMEHTOB OIPECIICHHBIX KaTEropuid 1 Ha OyMa)KHOM HOCHUTEIE
(;TmuHBIE, CyneOHbBIC eI, MaTepHallbl YTOJOBHBIX IS, JIela O MPUCYKICHUHN YUEHBIX CTEICHEH
U TPUCBOCHUM YYEHBIX 3BaHHM, JeNia, CBSI3aHHBIE C BbIJAYei aBTOPCKUX CBUICTEIBCTB U
MaTEHTHBIX U300PETEHUI) COCTABIISAECTCS BHYTPEHHSSI OMUCHh TOKYMEHTOB JIeTia.

Ecnu neno na 6ymMa)kHOM HOcHTEJEe MEepeIuieTeHO WM MOAIINTO Oe3 OlaHKa BHYTpEeHHEH
OMHUCU JOKYMEHTOB, TO COCTaBJCHHAasi II0 YCTAaHOBJICEHHOW (opmMe BHYTPEHHSSI OIHUCH
MOJIKJIEUBAETCS K BHYTPEHHEH CTOPOHE JINLIEBOI O0JIOKKH JIena.

N3menenns cocrtaBa JOKYMEHTOB Jena (M3BATHS, BKIIOYECHHUS JOKYMEHTOB, 3aMEHa
JIOKYMEHTOB KOIUAMHU) OTpaxkatoTcs B rpade "[Ipumedanne" BHYTpeHHEH OMKCH CO CCHUIKAMH Ha
COOTBETCTBYIONIHNE aKThl. [Ipr HEOOXOIMMOCTH MOTYT OBITH COCTaBJIECHBI HOBAsi HUTOTOBAsS 3aITUCH
K BHYTPEHHEH OIKCH U JINCT-3aBEPUTENH Aena.

4.31. Jlena nepenaroTcsi B apXuB OpraHU3alliy [0 OMKCSIM, COCTaBICHHBIM B CTPYKTYPHBIX
MoJIpa3eeHUsIX.

Onucu Aen CTPYKTYPHBIX TOJpa3[eleHUN COCTaBISIOTCS [0 YCTaHOBJIEHHOW Qopme
(mpunoxerre N 23, 24) B ABYX DSK3eMIUIApaX W MPEACTABIAIOTCS B apXHB OpPraHU3aIllUM HE
MO3/THEE YeM uepe3 OAMH TOJ MOCTe 3aBepIeHNUs /I B ISTONPOU3BOICTBE.

OnucH cocTaBIAIOTCS OTNIEIBHO Ha JIeNIa TOCTOSIHHOTO XPaHEHHUSI; /Ieia BpEMEHHBIX (CBBIIIIE
10 s1eT) CpOKOB XpaHEHHUsI, B TOM YHCJIE TIO JUYHOMY COCTaBY, U JIeJia, COCTOSIIIUE U3 IOKYMEHTOB,
XapaKTepHBIX TONBKO JUIS JAaHHOM opraHu3anuu (cyneOHbIe, CIEICTBEHHBbIC /ena, HayJYHbIe
oTdeThl Mo TemMaM). OTAeNbHBIE OMHUCH COCTABJISIOTCS HAa €AUHUIIBI XPAHCHHS 3JICKTPOHHBIX
JIOKYMEHTOB MTOCTOSIHHOTO XpaHEHUs!; BpeMeHHBIX (cBbIiIe 10 1eT) CpOKOB XpaHEHHs, B TOM YHUCIIE
0 JINYHOMY COCTaBY.

4.32. Ilpu coOCTaBI€HHUU OIMUCU JeI CTPYKTYPHOTO TOJpa3AeieHus] COOII0Iar0TCs
cienyrolye TpeooBaHus:

3aroJIOBKU JIeJ1 BHOCSITCSI B OIIUCh B COOTBETCTBUHU C IMPUHATON CXEMOM CUCTEMATU3AlK Ha
OCHOBE HOMEHKJIATYPHI JIeT;

KaKJ0€ JEJI0 BHOCHUTCS B OIKUCH MOJ MOPSIKOBHIM HOMEPOM (€Cld IO COCTOHUT W3
HECKOJBKMX TOMOB WJIA YacTed, TO KaKIbI TOM WUJIM YaCTh BHOCSTCS B OIUCH TOJI MOPSIKOBBIM
HOMEPOM);

rpadbl OMUCH 3ATOJIHSIOTCS B TOYHOM COOTBETCTBUU CO CBEICHHUSIMHU, KOTOPHIC BHIHECEHBI
Ha OOJIOXKKY Jena;

rpada omucu "[lpumMeyanue" MCHONB3yeTCS IJII OTMETOK O TPHUEME JIeJ, OCOOCHHOCTSIX
(U3UYECKOTO COCTOSHUS, O TIepeade Ae JPYTUM CTPYKTYPHBIM MOpPa3IeTICHUSIM CO CChUIKOM Ha
HEOOXOIUMEIN aKT, O HAJIMYMH KOIHH.

B xoH1IE onucH Beiien 3a MOCIIEIHEN OMMCATENBbHON CTaThEM 3aIl0JHAETCS UTOTOBAas 3aIUCh,
B KOTOPOH yKa3bIBatoTCs (M(ppaMu U MPOMUCHIO) KOJTUYIECTBO JCJI, TIEPBBINA U TIOCIEAHUN HOMEpa
JIeNT TI0 OMHUCH JeJl, a TAaK)Ke OTOBAPHUBAIOTCS OCOOCHHOCTH HYMEpaIluH Jell B ONMUCH (HATHYUE
JUTEPHBIX U MPOIYIIICHHBIX HOMEPOB).

[lepen BHeceHHWEM 3arojIOBKOB JieJ B OMKCH MPOBEPSIOTCS KadecTBO (OPMUPOBAHUS U



oopmIeHHs J1e]1, COOTBETCTBUE KOJIMUYECTBA JIEJI, BHOCUMBIX B OIHCH, KOJIMYECTBY 3aBEACHHBIX
JIeJ1 IO HOMEHKJIAType J1eJ1 OpraHu3aliH.

IIpu mnpocMoTpe Jen MpOBEPSIOTCA: COOTBETCTBUE 3aroJIOBKa JieJla  COJACPIKaHHIO
JIOKYMEHTOB B JieJie; IPAaBUIbHOCTh O(POPMIICHHS U TPYNIHUPOBKH JOKYMEHTOB, BKIIOUEHHBIX B
JIeNI0; KAa4eCTBO TOAIIMBKU WM TEpervieTa JeNla; MPaBHILHOCTh HYMEpAluu JIMCTOB JIENa;
HaJlM4Me B Jeje, B HEOOXOIUMBIX CllydyassX, BHYTPEHHEH OIMCH Jiela U IPaBHIBHOCTh €€
COCTaBJICHUS; MPABWIBLHOCTh OQOPMIICHHS OOJOXKKH Jeja; HAIWYME W MPaBUIBHOCTH JIMCTA-
3aBepuTens Aena. B ciydae oOHapykeHHs HapylIeHUs YCTaHOBJIEHHBIX MTPaBUII (POPMUPOBaHUS U
oopmIIeHHS JIeTT OHU JTOJKHBI OBITh YCTPaHEHHI.

B ciyuae oGHapyskeHUs! OTCYTCTBUS J€J1, YUCISAIIUXCS IO HOMEHKIAType el OpraHu3aliuy,
CTPYKTYPHBIM TO/Ipa3AeiiCHUEM MPUHUMAIOTCS MeEpbl 1O po3bicKy. OOHapyKeHHBIE [elna
BKJIIOYAIOTCS B ONUCh. ECiin IPUHSTHIE MEpBI HE 1AM PE3Y/IbTAaTOB, TO HA HEOOHAPYKEHHbIE Jeia
COCTaBIIIETCSI aKT 00 yTpaTe JOKYMEHTOB, KOTOPBIA IOJAIMUCHIBAETCS PYKOBOAUTEIEM
CTPYKTYPHOTO TMOApa3feieHUs U Mepefaercss BMecTe C OIHUChI0 Jiel CTPYKTYpHOIO
NoJipa3/iesIeHusl B apXUB Opranusanui (rmpuioxenue N 6).

4.33. Ilepenaua en B apXUB OPraHU3aALMK OCYIIECTBISIETCS IO rpaduKy, COrJIaCOBAaHHOMY
C PYKOBOIUTENSIMH CTPYKTYPHBIX MOJpAa3/eNeHUH, MEepeAaonx JJOKYyMEHThl B apXuB, WU
YTBEPXKJICHHOMY PYKOBOJUTEIEM OpraHU3aLUH.

B mepuon moarotoBku nen Ha OyMaXHOM HOCHTENE CTPYKTYPHBIM IOJPa3ACiICHHEM K
nepefaye B apXUB OpraHM3allid COTPYIHUKOM apxuBa IPOBEPSETCs MPaBHIBHOCTb MX
dopmupoBaHus, OPOPMICHHS ¥ COOTBETCTBHE KOJUYECTBA JEJ, BKJIIOYEHHBIX B OIHCH,
KOJINYECTBY JieJ, CHOPMHUPOBAHHBIX B COOTBETCTBUU C HOMEHKJIATYypOH el opraHuzanuu. Bee
BBISIBIICHHBIE TIPH TPOBEPKE HENOCTATKH B (HOpMUPOBAHMHM W OQOPMIICHHH el PaOOTHUKH
CTPYKTYPHOTO IO/ipa3iefieHus 00s13aHbl YCTPAHUTb.

[Ipuem-iepenaya paen1 B apXuB OpraHU3AIMHA NPOU3BOIUTCS PAOOTHUKOM apXHBa
OpraHu3aliy B IPUCYTCTBUU pabOTHHUKA CTPYKTYPHOTO nojapaszaeneHus. Ha sxzeMiuisipax onucu
JielT, TOKYMEHTOB IPOCTABIISICTCS] OTMETKA O HATMYHH Jefia. B KOHIE KayKI0T0 SK3eMITIsIpa OIHCH
yKa3bIBalOTCA LU(pamMH U MPOMUCHIO KOJIUYECTBO (DAKTUUECKH NPUHATHIX B apXUB JA€J, HOMEpa
OTCYTCTBYIOIIHX JI€J, 1aTa IMpueMa-Tiepejadnl Jell, a TAKKe MOJIKCH JINIA, OTBETCTBEHHOTO 3a
apxuB, U JIMIA, IEpeaBIIero Jaea.

4.34. Ilepenaua 3JIEKTPOHHBIX JIOKYMEHTOB B AapXHMB OpraHM3alMM MPOU3BOAMUTCA Ha
OCHOBAaHMU OIUCEH 3JIEKTPOHHBIX JIeJ, JOKYMEHTOB CTPYKTYPHBIX MOJpa3/ieleHuil 1o
UH(POPMALMOHHO-TEIICKOMMYHUKAIIMOHHOW CceTH (MpH HaJIWMYUH B apXUBE OpraHU3aluu
UH(POPMALIMOHHOM CUCTEMBI) MM Ha (U3NYECKH 00OCOOJEHHBIX MAaTepHUalbHBIX HOCHUTENSX,
KOTOPBIE MPEJICTABIISIOTCS B IBYX HICHTHYHBIX SK3EMIUISIpax.

ITpu nepenayve 31€KTPOHHBIX JJOKYMEHTOB B apXUB OpraHU3alliH BHIMOIHSAIOTCS CIEIYyIOLIe
OCHOBHBIE MPOLIEAYPHI pabOTHI ¢ JOKYMEHTAMHU:

¢dopmupoBaHrue B HUHPOPMALMOHHOM CHUCTEME OpraHu3allud 3JICKTPOHHBIX  JE7,
SIBIISTIOIIMXCSI  COBOKYITHOCTBIO KOHTEHHEpPOB DIIEKTPOHHBIX JIOKYMEHTOB WJIM KOHTEHHEpOM
AJIEKTPOHHOI'O JIOKYMEHTA, COAEPKAIIMM KOHTEHT M METaJaHHbIE 3JIEKTPOHHOI'O JIOKYMEHTA,
(baiisibl AIIEKTPOHHBIX TMOJMUCEH W BHU3YaTM3HPOBAHHYIO KOIMHUIO TEKCTOBOTO JJIEKTPOHHOTO
nokymeHTa B popmare PDF/A;

(dbopMHpOBaHUE OMUCH AMEKTPOHHBIX JIEIT, TOKYMEHTOB CTPYKTYPHOTO TOIPa3/ICICHUS;

IIPOBEPKAa ApXMBOM OPraHU3alMM 3JIEKTPOHHBIX JOKYMEHTOB Ha HAJIW4YHE BPEAOHOCHBIX
KOMITBIOTEPHBIX ITPOTPaMM;

MIPOBEPKa BOCIIPOU3BOAMMOCTH AJIEKTPOHHBIX JOKYMEHTOB;

npoBepka (U3NYECKOTO M TEXHHYECKOTO COCTOSHUS HOCHTeNeH (mpu mepemade
AJIEKTPOHHBIX JIOKYMEHTOB B apXHB OpPraHU3alMK Ha (PU3NUYECKU 000COOICHHBIX MaTepUaTbHBIX
HOCUTEJISX);

NpOBEpKa TMOAJMHHOCTH JJIEKTPOHHOW MOJIHMCH, KOTOPOH TOIMMUCAH 3JIEKTPOHHBIH
JOKYMEHT.

[IpueM SJEKTPOHHBIX JOKYMEHTOB B apXuB OpraHu3alMd 10 HH(OPMAIIMOHHO-



TEJICKOMMYHUKAIIMOHHONW ceTu (IpH HAIWYMM B apXWBE OpraHu3alnud WHOOPMAIUOHHOU
CHCTEMBI) WK Ha (PU3UIECKU 000COOICHHBIX HOCUTENSIX 0(OPMIISIETCSI COCTABICHHEM UTOTOBOM
3alMCy B KOHIIE ONMHUCH DJIEKTPOHHBIX JeJ, JOKYMEHTOB, B KOTOPOH HU(pamMu M MPOMHCHIO
YKa3bIBAETCS KOJINYECTBO (PaKTUUYECKU MPUHATHIX B apXUB AJIEKTPOHHBIX €1 U DJIEKTPOHHBIX
JOKYMEHTOB. MITOroBast 3anuch MOATBEPKAACTCS MOAMUCIMU COTPYAHUKA apXUBa U COTPYAHUKA
CTPYKTYpPHOTO TOJIpa3eNieHus], IepeJaBIIero JIEeKTPOHHbIE 1eTa U JoKyMeHThI. [Ipu npueme Ha
apXMBHOE XpPAaHEHHE SJIEKTPOHHBIC JIeJIa 3aBEPSIOTCS AJIEKTPOHHOU IMOANUCHIO0 PYKOBOIUTEIS
OpTraHU3aIH WU YIIOJIHOMOYEHHOT'O UM JI0JKHOCTHOTO JIMIIA.

[locne mpuema B apXWB DSJIEKTPOHHBIX JOKYMEHTOB Ha (pu3muecku 000COOIEHHBIX
MaTepuaibHBIX HOCHUTENSX BKJIQJABIIIM, IOMEIICHHbIE B (YymIslp €IWHUIBI XpaHEHUS B
CTPYKTYPHOM IOJIpa3/IeJICHNH, 3aMEHSIOTCS. Ha BKJIAIBIIHN, 0()OPMIICHHBIE B apXUBE.

Ha Bxnaneime, nmomemaemMom B (QyTisp €IUHUIBI XpaHEHHs, oQOpPMIIIEMOM B apXuBe,
yKa3bIBaETCSI:

HAaUMEHOBAHME OpTaHU3aIUH (ITOJIHOE, COKPAILIEHHOE);

Homep GoHJa;

HOMEp OIHCHU AJIEKTPOHHBIX JIE], JOKYMEHTOB;

HOMEp JIeJia 110 OIUCH;

OTMETKA O CTaTyce IK3EMILISIpa SJIEKTPOHHBIX JOoKyMeHTOB: "OcH." (ocHOBHOI) unu "Pa0."
(pabouwnii);

KpaliHue 1aThl JOKYMEHTOB 3JIEKTPOHHOTO JIeNa;

pHU HEOOXOTUMOCTH OPOPMIISIOTCS JOMOTHUTEIHHBIE OTMETKH 00 OTPAaHUYEHUH JJOCTYIIA K
JIOKyMEHTaM.

Bxnagpim nomemaercst B Gymisip pU3UUECKH 000COOIEHHOTO MaTepHaIbHOTO HOCHTEIS
TakuM 00pa3zoM, YTOOBI HAJMICH Ha HEM ObUTH BUIHBI TIPH 3aKPbITOM (yTIspe.

V. OPTAHU3AIINA UCTIOJIb3OBAHIMA JOKYMEHTOB
APXNBHOI'O ®OHIA POCCUUCKOU ®EJEPALINN U IPYTUX APXMBHBIX
JOKYMEHTOB OPI"’AHU3ALINN

5.1. ApxuB OpraHu3anyy JOJDKEH MPEJOCTaBIATh MOJb30BATENI0 JOKYMEHTHl APXUBHOTO
donaa Poccuiickoii deneparuu u Apyrue apXuBHbIC IOKYMEHTHI, @ TAK)KE CITPABOYHO-TTOMCKOBBIE
CPEICTBA K HUM.

5.2. JlocTyn K TOKYMEHTaM MOXET OBITh OIPaHUYEH B COOTBETCTBHUH C 3aKOHOAATEIILCTBOM
Poccuiickoii ®enepanun, a Takke B COOTBETCTBUU C PACHOPSDKEHHEM COOCTBEHHUKA WIIU
BJI/I€IbIIA APXUBHBIX IOKYMEHTOB, HAXOASIIUXCS B YACTHOM COOCTBEHHOCTH <1>.

<1> Yacte 1 crateu 25 denepanpHoro 3akoHa ot 22 oktsaops 2004 r. N 125-®3 "O6
apxuBHOM Jene B Poccuiickoit denepanun".

5.3. Ilonb30BaTenu NpH UCIOIb30BAHUH JOKYMEHTOB apXUBa OpraHu3alu 00s3aHbl AeIaTh
CCBUJIKH Ha MECTO XPaHEHUsI TOKYMEHTOB.

5.4. Cocrap HCA apxuBa opraHu3aluu ONPENENAETCS COCTaBOM U COJEPKAHUEM
XpaHAIIMXCd B HEM JOKYMEHTOB, XapakTEepoM W 3ajJadyaMH IIOMCKa M HWHTEHCHBHOCTBIO
MCIIOJIb30BaHUs JOKYMEHTOB.

OcHOBHBIM (00s13aT€NIbHBIM) apXUBHBIM CIPAaBOYHMKOM B apXHMBE OpraHM3aIUH SBISETCS
ONMCh A€, JOKYMEHTOB. B 10moJIHEHHWE B apXMBE OpPraHu3allMd BEAYTCS BCIIOMOTaTENIbHBIE
apXUBHbIE CIIPABOYHUKH - KaTaJIOTH, yKa3aTeJN, UCTOPHUYECKasl ClipaBKa K QOHTY.

5.5. B mensx oOecnieueHHs COXPAHHOCTH, CBOEBPEMEHHOTO OTOOpa M yueTa u
CUCTeMAaTH3allK JIeJl, MOJUIekKAIIUX MOCTOSHHOMY U BpeMeHHoMy (cBhimie 10 jeT) cpokos
XPaHEHUs, B OPraHU3alMH COCTABIISIOTCS OMMCH JIEN, JOKYMEHTOB.

Omnucu COCTaBIIAIOTCS OTAEIBHO HA J€1a, JOKYMEHTBHI:

IIOCTOSIHHOT'O CPOKa XpaHEHHS;
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BpeMeHHBIX (cBbIe 10 J1eT) CPOKOB XpaHEHUS;

10 JTUYHOMY COCTaBY;

XapaKTepHbIE TOJBKO I JaHHOW OopraHu3anuu (CyneOHbIE Jelia, MaTepuaibl yroJOBHBIX
JieJ1, Hay4HbI€ OTYETHI [I0 TEMaM).

AHaJOrM4HbIE OIIUCU COCTABIISIFOTCS HA JIEKTPOHHBIE €A, TOKYMEHTBHI.

CBosHble omMcH Jell, JOKYMEHTOB OpIaHU3allMd COCTOSAT M3 TOAOBBIX Ppa3/elioB,
COCTaBJISIEMBIX HAa OCHOBE IE€PEIAaHHBIX B apXMB OpPraHU3alUM OMNMCEHW JEN €€ CTPYKTYPHBIX
HOJpa3/IeNIeHuil 3a onpeeNIeHHbIE TObl, U CUCTEMATU3UPOBAHHBIX B Mpe/ienax KaXKao0ro rojaa B
COOTBETCTBUU C YTBEPKIAECHHON CTPYKTYpOH OpraHU3aly Ha 3TOT TO/.

Onucu aen, JOKYMEHTOB COCTABIISIOTCS 110 YCTaHOBJIEHHOU dopme (mpuinoxenus N 14, 15,
16, 17, 18) u cocTOoAT W3 ONMUCATENbHBIX CTATEH EAMHHII XPAHEHHs, UTOTOBOM 3alkCH, JIUCTA-
3aBEpUTEIISI U CIIPABOYHOI'O anmnapara K ONUCH.

OnucarenpHas cTaThs ONKCH BKJIKOYAET: NOPAAKOBBIA HOMEP €AMHUIIBI XPAHEHUS; UHIEKC
€IMHUILBl XpaHeHMs (110 HOMEHKJAType Jies); 3arojlOBOK €IMHHIIBI XPaHEHHs, BKJIIOYAIOIINN
yYKa3aHHE€ Ha HAJIM4YME KOIUH, €CIIM B HEW XPaHATCS KOIIUU TIOKYMEHTOB; KpallHUE 1aThl €UHUIIbI
XpaHEHMs; CPOK XpaHEHUs (IJIs ONHUCEH Aes, JOKYMEHTOB BPEMEHHOIO XPaHEHMs); KOJIUYECTBO
JUCTOB B €MHUIIE XpaHEHUs. 3aroJIOBOK Jejla MOXKET ObITh JOIOJIHEH aHHOTaLUEH OTIENIbHBIX
JOKYMEHTOB (I'pyIIIbl JOKYMEHTOB) €AMHHULIbI XPAaHEHHUS.

B cmpaBouHblll anmapar K ONHUCH BXOJAT: TUTYJbHBIN JIUCT; COJEpKaHUE (OrJaBJICHUE);
OpPEUCIOBUE; CIUCOK COKpAllleHWH; YyKaszaTeJld K onucu (IpeAMeTHbIH, HWMEHHOMH,
reorpaduueckoil).

CoctaB crnipaBOYHOI'O anmapara K ONUCH 3aBHCUT OT CpOKa XpaHEHMs BKIIIOUEHHBIX B HEe
JIOKYMEHTOB M UX BUJIOB.

K onucsam aen, TOKYMEHTOB IOCTOSSHHOTO XPAaHEHHUS U 110 JINYHOMY COCTaBy COCTaBIISIOTCS
TUTYJBHBIM JIUCT, NPEAUCIOBHE, OIJIABJIEHUE, NMPU HEOOXOIUMOCTU - CIHMCOK COKpAaIIEHHH,
yKa3aTesu.

Ha TuTynpbHOM MCTE€ ONMCH YKa3blBalOTCA: IOJIHOE HAMMEHOBAHUE T'OCYJAapCTBEHHOIO
(MyHMLMIIAJILHOTO) apXMBa (€ciau OpraHM3aLus SBJISETCS UCTOYHMKOM €ro KOMIUIEKTOBAaHMS),
MOCJIe/IHEE MOJIHOE HAMMEHOBAaHME OpraHM3allMM, COOTBETCTBYIOIIEE HA3BAaHMIO €€ apXHWBHOI'O
¢doHIa, HOMep apxUBHOro (OHJa, HOMEp U Ha3BaHHE ONMMCH, KpaiiHUEe AaThl BHECEHHBIX B OIUCh
€MHMIL XPaHEHUSI.

Ecnmu HauMeHOBaHUE OpraHu3allMd HW3MEHSJIOCh, HA THUTYJIBHOM JHMCTe (B Ciydae
HEO0OXOJUMOCTHU - Ha JIOMOJIHUTEIBLHOM JIUCTE) O]l MOCJIETHUM HAaUMEHOBAHUEM OpraHU3aluu
yKa3bIBalOTCS B CKOOKax BCE €€ IEPEeMMEHOBAHUS B HCTOPHUYECKOW (XPOHOJIOTHYECKOIN)
MOCJIEZIOBATEIbHOCTH 33 IEPUOJl, COOTBETCTBYIOIIMHA KpalHHUM JaTaM €IWHHULl XpaHEHU,
BKJIFOUEHHBIX B OIHUCH.

B mpenucioBuM K ONMCH KpPaTKO M3JIaraloTCs MEPEHMEHOBAaHUS OpraHu3alud B
UCTOPUYECKON (XPOHOJOIMYECKOW) MOCIEI0BATENbHOCTH 3a IEPHOJ, COOTBETCTBYIOIIUI
KpallHUM JaTaM €JMHULl XpaHEHHUs, BKJIIOYEHHbIX B onuch. [lpeaucioBue mnOAMKMCHIBAETCS
COCTaBUTEJIEM C YKA3aHUEM JOJDKHOCTH U JaThl COCTABIICHUS.

K onucu gen, nokymeHTOB BpeMeHHOTo (cBbiiie 10 jiet) XpaHeHUs, IpU HEOOXOIUMOCTU
TaK)K€ MOTYT COCTaBIIATHCS OIJIaBJIIEHUE, CIIMCOK COKPAILEHUH.

Omnucu (To0BBIE pa3iesbl OMUCEN) A€, JOKYMEHTOB COCTaBIISIOTCS:

MIOCTOSIHHOTO XpAHEHHs - HE MEHee 4eM B 4YeThIpeX JK3eMIUIApax: TP Ha OyMakHOM
HOCHUTEJIC U OJIMH - B 3JIEKTPOHHOM BHJI€ (B Ka4eCTBE pab0vero K3eMILIsIpa);

BpeMeHHOro (cBblle 10 J1eT) XpaHEeHUs - HE MEHEE YEM B JIBYX DK3EMILIApAX;

JOKYMEHTOB 110 JINYHOMY COCTaBy OpraHu3aluil - HCTOYHUKOB KOMIUIEKTOBAHUSA
rOCyJapCTBEHHBIX (MYHUIIUNIAIBHBIX) APXUBOB - HE MEHEE YEeM B UETHIPEX HK3EMIUIIpax: TPH Ha
OyMa)kKHOM HOCHUTEJE, OJMH - B 3JIEKTPOHHOM BHJIE (B KAUeCTBE pab0vero YK3eMILIIpa);

JOKYMEHTOB 10 JIMYHOMY COCTaBy OpraHM3allMi, HE SBJISIONIMXCA HCTOYHUKAMU
KOMIUIEKTOBAHMSI TOCYAApCTBEHHBIX (MYHUIMINANbHBIX) apXWBOB, - HE MEHEEe 4YeM B Tpex
IK3EMILIApaXx.



Onucu (romoBble pazleibl ONHCEH) nel, JOKYMEHTOB BpeMeHHoro (cBeimie 10 ier)
xpaHeHus cormacoBbeiBatorcst ¢ [[OK (OK) opranusamum, mocie 4Yero yTBEp:KIAaroTCs
PYKOBOJUTENIEM OpraHU3AIUH.

Ha paccmotpenue DIIK npencraBisitoTcss HE MEHEE YeM 4epe3 3 rojia Mocie 3aBepIICHUs
JIETIOTPOU3BOJICTBOM JI€JI, BKIFOUEHHBIX B pa3Jie:

onucu (ToOBBIE pa3leibl OMUceil) JAeNl, JOKYMEHTOB IIOCTOSIHHOTO XpPaHEHUs st
YTBEPKJICHHUS;

omucu (TOJAOBBIE pa3fenbl OMUCEH) e, JOKYMEHTOB IO JHMYHOMY COCTaBy JUIs
coriacoBaHus <1>.

<1> Omnucu Aein, T0KYMEHTOB IO JUYHOMY COCTaBY COIJIACOBBIBAIOTCSI COOTBETCTBYIOIIUM
roCyIapCTBEHHBIM (MyHHUIIUIIATBEHBIM ) aDXUBOM COTJIACHO MPEIOCTABICHHBIM €MY MTOJTHOMOYHSIM.

[Tocne yrBepkneHusi (corjlacoBaHUs) omucei (ToAoBBIX paszzaenoB omwmcei) DIIK oHwm
YTBEPKAAIOTCS] PYKOBOJIUTEIEM OpraHU3aliy.

B rocynapcTBeHHBIN (MyHUIIMIAIBHBIN) apXuB MepeatoTcsl TPU SK3EMIUISIpa OMUCH e
MOCTOSTHHOTO XPaHEHUs, OJUH SK3EMIUISIP OMHCH NI 1O JIMYHOMY COCTaBY, YTBEPIKICHHBIX
(cormacoBannbix) JIIK, a Taxke Mo 0JHOMY IK3EMILISIPY KaKI0M OMUCU B AJIEKTPOHHOU hopme
(B KauecTBe pabOYETo FK3EMILISIPA).

OauH 3K3eMIUSp OMKMCH e MOCTOSHHOTO XPaHEHHUS U JIBa JK3EMIUIsIpa OMHCH JIeN IO
JMYHOMY COCTaBY OCTAIOTCS B OpraHU3aIuy.

BHecenue n3MeHeHu B ro10BOI pa3/iesn OMUCH JIeN, TOKYMEHTOB MOCIIE €r0 YTBEPKICHHS
(cormacoBanusi) DMK nomyckaercs TOJIBKO Ha OCHOBaHUM COOTBETCTBYIomIero pemenus JI1K.

5.6. Hctopuueckass cmpaBka K (OHAY COCTOUT U3 TpeX pa3leioB: UCTOPHS
¢doni0o00pazoBarens, oTpaXxaroliasi HCTOPUIO OPraHU3aLUU CO CChUIKAMU Ha COOTBETCTBYIOLIHME
3aKOHOJATeIbHbIC 1 HOPMAaTUBHBIC aKThI (JaThl 00pa30BaHUs, IEPEUMEHOBAHMS, PEOPraHU3AlINY,
JVKBUJALNY, BEJOMCTBEHHYIO TPHUHAUICKHOCTb, CTPYKTYPY H (DYHKIUH, WX HW3MEHEHHS,
Ha3BaHME OpraHU3allid - TpeNlIeCTBeHHHKA), ucTtopus ¢oHma (o0beMm, KpaiHHE [aThl
JIOKYMEHTOB, CTEIIEHb MX COXPAHHOCTH, JAATHI IIEPeadn JOKYMEHTOB Ha TIOCTOSTHHOE XPaHEHHE)
U XapaKTepUCTHKa JOKYMEHTOB (oHJIa (Pa3HOBUAHOCTU JIOKYMEHTOB, OCOOEHHOCTH
(dopMHUpOBaHUS EAMHUI] XPAHEHUSI U UX CUCTEMAaTU3aIlNH, HATMYHE JOKYMEHTOB, BRIXO/ISAIINX 32
XPOHOJIOTUYECKHE TPAHHUIIBI AEATEIbHOCTH (POHI000pazoBaTessi, COCTaB CIPABOYHOrO ammnapara
K (DOHITy, MECTO XpaHEHHSI JOKYMEHTOB I10 INYHOMY COCTaBY).

HcTtopuueckas crpaBka K (OHIY COCTABISETCSA B JABYX DK3EMIUISPAX, OJUH - XPaHUTCS B
nene (oHaa, BTOPOil - mepesaeTcst B rocyJapCTBEHHbIN (MyHUIIMITATIbHBIN) apXUB.

5.7. OcHOBHBIMU (hOpMAMHU HUCTIOJIB30BAHUS JJOKYMEHTOB apXHBa OPraHU3aIlUU SBISIOTCS:

nH(popMaMoOHHOE 00ecTieueHe paOOTHIKOB OpraHU3aIli;

UCIIOJHEHUE 3alpoCcOB I0JIb30BaTeNei, B TOM YHCIIE 3alPOCOB TPaXJaH COLMAIBHO-
IIPaBOBOI'0 XapakTepa;

BbIJIa4a JIOKYMEHTOB U JI€J1 BO BpDEMEHHOE I0JIb30BaHUE, ITPEIOCTABICHUE KOITUH apXUBHBIX
JIOKYMEHTOB I10 3allpocaM I0JIb30BaTeNe, B TOM Yuciie B (POpMe JIEKTPOHHBIX TOKYMEHTOB.

dopmamu UCTIONB30BAHMS TJOKYMEHTOB apXUBa OPTaHU3AINH SBIISIOTCS TAK¥Ke:

WHGOPMHUPOBAHNE CTOPOHHHUX OpPraHM3alUid O HAIMYUHA U COACPKaHUM HWMEIOIINXCS B
apxuBe JOKYMEHTOB;

WCTIOJIh30BaHUE IOKYMEHTOB B CPEICTBAX MACCOBOM MH(OPMAIIHH;

UCIOJIb30BaHUE IOKYMEHTOB ISl OJATOTOBKU UCTOPUKO-MH(POPMAITMOHHBIX MEPOIIPUATHIL:
BBICTABOK, 9KCKYPCH, KOH(EpEeHIIHii;

BbIIaya JIOKYMEHTOB JUIsi pabOThI B YUTATLHOM (IIPOCMOTPOBOM) 3aJI€ apXHBa;

opraHuzamysi J0CTyna paOOTHHKOB OpraHM3allid K JOKYMEHTaM apxuBa IIyTeM
UCIOJIb30BaHUS MH()OPMAIIMOHHO-TEIEKOMMYHUKAIIMOHHOM CeTH.

5.8. ApXWB OpraHW3alluy JIOJDKEH BECTH Y4eT WCIOJIh30BAHUS JOKYMEHTOB, B TOM YHCJIE
BbIIaY¥l IOKYMEHTOB U JIeJl, BBIJaYX aPXUBHBIX CIIPABOK, BBHITTUCOK, KOTIUN JOKYMEHTOB.



5.9. 3anpockl noJIb30BaTENEH, MOCTYNAIOLIME B apXUB OpraHU3aluU, MOAPA3ACISIIOTCS Ha
TeMaTUYE€CKHE U COIMaIbHO-TIPaBOBLIC <1>.

<1> [ToanyHnkT 5.7.1 mynkra 5.7 I[IpaBui1 XxpaHeHUs.

5.10. ApxuB opranu3anuu J10JDKEH paccMaTpuBaTh U UCIOIHSTh 3alIPOCHI, TOCTYIHUBILNE B
MUChMEHHOU (hopMme.

3anpoc nonb30BaTelis JOIKEH COJIepKaTh CIEIYIONTYI0 HHPOPMALIUIO:

HAaMEHOBAHME IOPHIMYECKOTO JIUIIA - aBTOpa 3ampoca (A1 TpakaaH - paMUINH, UMECHH,
OTYECTBA, IPH HAJTMYUH [IOCIIEIHETO);

MIOYTOBBIN W/WIIK AIIEKTPOHHBIHN aJpec, 0 KOTOPOMY JIOJKEH OBbITh JJaH OTBET;

CBEJICHUs, MHTEPECYIOIME I0JIb30BaTENsl U XPOHOJOIMUECKHE PAMKM 3alpalinBaeMon
uHpOpMannu;

¢dopMy mosydeHMs MoJib30BaTeneM MHpopManuu (MH(GOpMAlMOHHOE MUCbMO, apXHUBHas
CIpaBKa, apXMBHAas BBIIIMCKA, apXUBHAsl KOIMS, TEMAaTUYECKUI IepeuyeHb, TeMaTUUECKUi 0030p
JIOKYMEHTOB);

JMYHYIO OJIIUCH aBTOpa 3ampoca (rpaxAaHuHA WM TOJKHOCTHOTO JIMLA);

nary.

[Ipu mocTymieHnn B apXuB OpraHu3alliid HHTEPHET-00paIieHus (3ampoca) mojib30BaTesl C
yKa3zaHHEeM ajpeca »3JEKTPOHHOM IOYThl W/WIM TIOYTOBOIO ajpeca €My HampaBisercs
YBEJIOMJICHHE O TIpHEMe 00pallieHus (3arpoca) K pacCCMOTPEHUIO WJIM MOTHBUPOBAHHBIM OTKa3 B
PacCMOTPEHUH.

Ha 3ampockl Temarumyeckoro xapakTepa, IOCTYNUBIIME B apXuB OpraHMU3alUH 110
UH(POPMALMOHHO-TEJIEKOMMYHHUKAIIMOHHON CETH, B TOM 4Hclie 0 ceTu VIHTepHeT, OTBET MOXKET
OBITh HampaBIeH B BHUJAE JJIEKTPOHHOTO COOOIICHUS IO YKa3aHHOMY aBTOPOM 3ampoca
3JIEKTPOHHOMY aJIpecy.

3ampoc J0KeH OBITh 3aperuCTPUPOBAaH B TEUCHHE TpeX paboumx IHEW C MOMEHTa ero
HOCTYIUIEHUS.

3anpoc, HE OTHOCAUIMICS K COCTaBy XpaHALIMXCS B OpraHu3alud JTOKYMEHTOB
(HempoGWIbHBINA 3ampoc), B T€YeHUEe 7 JHEH CO JHSA PEerucTpaliy 3anpoca HampaBiseTcs B
OpraHM3aIHIo, TJI€ MOTYT XPaHUTbCS HEOOXOAMMBIE JOKYMEHTBI C YBEAOMJIEHHMEM 00 3TOM
10JIb30BATEIS.

3anpoc, MOCTYNHUBIIMM B apXWB OpraHU3alMM, PacCMaTpPUBAETCSI B COOTBETCTBUU C
TpeOOBaHUSAMHU 3aKOHOJATENbHBIX W MHBIX HOPMATHUBHBIX IPABOBBIX AaKTOB MO paboTe ¢
oOpallleHUsIMU TpaXk/1aH U MPEJOCTAaBICHUIO TOCYJapCTBEHHBIX (MYHUIIUTIAIBHBIX) YCIIYT.

OTBeT Ha MOCTYNUBIINI B apXUB OPraHU3aLUM 3aIIpoC IpeaocTaBiseTcs B TeueHne 30 nueit
co nHs ero perucrpanuu. C paspelieHus pyKOBOJACTBA OpraHU3allld 3TOT CPOK MOXKET OBbITh
nposeH He Oosee yeM Ha 30 qHEl, ¢ yBegomiieHHeM 00 3TOM 3asiBUTEIIS.

5.11. OTBeThl Ha 3ampoChl MOJI30BATENEH, B TOM YMCIIE€ OTBETHI Ha 3alPOCHl COL[UAIBHO-
IPaBOBOIO Xapakrepa, oGopMmisitoTcst B (opMe apXMBHOM CIpaBKH, apXMBHOM BBIMUCKU WU
apXMBHOM KONUU, OPOPMIIEHHBIX U 3aBEPEHHBIX B YCTAHOBJICHHOM TOPSIKE.

IIpu OTCYTCTBMM JTOKYMEHTOB, HEOOXOIMMBIX JJIsI HCIOJHEHHUS 3ampoca COIHMAIbHO-
IIPAaBOBOI'0 XapakTepa, COCTaBJISIETCS OTBET HA OJaHKE OpPraHM3allUU C YKa3aHMEM IPUYUH HUX
OTCYTCTBUSI.

5.12. ApxwuBHas copaBKa NOJINCHIBAETCA PYKOBOIAUTENEM OpraHU3alUM WIA HHBIM
YIOJIHOMOYEHHBIM UM JIOJKHOCTHBIM JIUIIOM U 3aBEPSETCS MeYaThio OpraHu3aluu (MPHIIOKEHHE
N 29).

ApxuBHas crpaBka, 00beM KOTOPOH MPEBHIIAET OJJUH JIUCT, AOJKHA OBITh IPOHYMEPOBAHA.

B TekcTe apXuBHOI cCHpaBKM B XPOHOJOTHMYECKOM IOCJIENOBATEILHOCTH H3J1araloTcs
COOBITHS C yKa3aHMEM BHJIOB MCIOJIb30BAHHBIX JOKYMEHTOB, UX JaT U HOMEpoB. B apxuBHOMH
CIIPaBKe JIONyCKaeTCs LUTUPOBAHNUE JOKYMEHTOB.

HecoBnasienue oT/1€1bHBIX CBEACHUI/AAHHBIX IOKYMEHTOB CO CBEICHUSAMH, U3JI0’KEHHBIMU
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B 3alpoce, HE SBIAETCA MPEMSATCTBUEM JJs BKIIOUEHUS UX B ApPXUBHYIO CIPAaBKY, €CIH
COBIAJICHNE BCEX OCTAJbHBIX CBEIECHUII HE BBI3BIBAET COMHEHUH B TOKIECTBEHHOCTH JIMILIA WU
(aKTOB, 0 KOTOPHIX TOBOPUTCS B JOKYMEHTAX.

B apxuBHOI1 cipaBke JaHHBIE BOCTIPOU3BOIATCS TaK, KaK OHHM M3JI0KEHBI B JOKYMEHTaX, a
pacxo’kJIeHUs, HECOBIA/ICHNS U HETOUHbIE HA3BaHUS, OTCYTCTBME UMEHH, OTUECTBA, NHUIMAJIOB
WY HaJIM4YHUe TOJIBKO OJHOTO U3 HUX JI0JIKHBI ObITH OTOBOPEHBI B TEKCTE CIIPaBKU B ckoOKax: "Tak
B nokymeHTe", "Tak B TekcTe opuruHama'.

CBeznieHus, UMEIOIIMECS B apXMBE IO 3ampocy o pabore M (mnM) yyebe B HECKOJIBKUX
OpraHM3aIMIX, KacaroLUeECs OJHOIO JHIA, BKIIIOYAIOTCS B OJTHY apXUBHYIO CIIPABKY.

Ilo Tekcty apxXuBHOM CHOpaBKM B KauyecTBE IPUMEYAHUH MOIYyT OBITh OTOBOPEHBI
HEpa300pUMBO HANKMCAHHBIE, UCIIPABIECHHBIE aBTOPOM, HE MOIAI0IINECS [IPOUTEHUIO BCIIEICTBUE
MOBPEXICHHS TeKCTa opuruHaia: "Tak B Tekcre opurnnana”, "B Tekcte Hepa3oopurBo".

B Tekcte apXMBHOM CIpaBKH HE JOMYCKAIOTCS U3MEHEHUS, UCIIPABJICHUSI, CYMMHPOBAaHUE
JTAHHBIX, KOMMEHTApUH, COOCTBEHHBIE BBIBOJIbI UCIIOJHUTEINS MO COJEPKAHUIO TOKYMEHTOB, Ha
OCHOBaHUHU KOTOPBIX COCTaBJI€HA apXWBHasg copaBka. [IoMYMCTKM M NOMapKU B apXUBHBIX
CIpaBKax HE JOIYCKAIOTCS.

B apxuBHOIl cnpaBke IOJIKHBI ObITh NPHUBEAEHBI apXUBHbIE HIMQPPHI U HOMEpPA JIUCTOB
€/IMHUL] XPaHEHUs! TOKYMEHTOB, UCIOJIb30BABILUXCS AJISl €€ COCTaBJICHUS.

Ilo 3ampocy nosap30BaTeneil apX1UBHbIE CIIPABKU MOT'YT BbIAABAaThCs B 3JIEKTPOHHOU (opme
Ha 3JIEKTPOHHOM HOCHUTeJe JTMOO MepechbulaThesl 10 MH(GOPMALMOHHO-TEIEKOMMYyHUKALMOHHBIM
CeTsIM. DJIEKTPOHHBIE apXMBHBIE CIPABKHU 3aBEPSAIOTCS JIEKTPOHHOM MOANMCHIO PYKOBOAUTENS
OpraHu3alUK WIK HHOTO YIIOJHOMOYEHHOI'0 UM JODKHOCTHOTO JIMLIA.

5.13. ApXuBHBIE BBIITUCKH O(OPMIIIOTCS Ha OJTaHKE OpraHu3alny (apXruBa OpraHU3aIim) C
o0o3HayeHneM HazBaHus Buaa fokyMmeHTa: "APXMBHAS BBIIITMCKA".

B apxuBHOI BbINMCKE Ha3BaHUE JOKYMEHTAa, €r0 HOMEpP M JaTra BOCHPOU3BOISATCS
HOJHOCTBIO.

Bbinucka npousBOAWTCS TOJIBKO M3 JOKYMEHTa, B KOTOPOM COJEP)KUTCS HECKOJIbKO
OTJENIbHBIX, HE CBSI3aHHBIX MEXIY COOOH BONPOCOB. BhImKcka q0KHA BOCIPOM3BOIUTH MOJIHBIN
TEKCT 4acTU JOKYMEHTA, OTHOCSILEHCS K 3alpocy.

M3BneueHneM U3 TEKCTa JOKyMEHTa JOJKHBI ObITh HCUYEPIIaHbl BCE UMEIOIINECS TaHHBIE 10
3anpocy. Hauano u xoHell Ka)Koro M3BJICUEHMS], @ TaAKXKe MPOIYCKU OTIEJbHBIX CIOB B TEKCTE
JIOKYMEHTa 0003HAYar0TCsl MHOTOTOYHEM.

B apxuBHOI BBINUCKE JOJKHBI OBITH ClI€JIaHbl COOTBETCTBYIOLIME IPUMEYaHUS U
OTOBOPEHBI YaCTH TEKCTAa OpUTHMHaja, Hepa30opUMBO HAINMCAHHbIE, UCTIPABIEHHBIE aBTOPOM, HE
MOJJAIOIINECS] TPOUYTEHHIO BCIIEACTBUE MOBPEXKACHUS TEKCTa U ApYruM npuyruHaMm. OTaenbHbIe
CJIOBA M BBIPAKEHUS JOKYMEHTA, BBI3BIBAIOIINE COMHEHMSI B NX TOYHOCTH, a TAK)KE UCIIPABIICHUS,
MOJIYMCTKH, BBI3BIBAIOIIIE COMHEHHUE B UX JIOCTOBEPHOCTH, oroBapuBatorcs: "Tak B jokymenTe",
i "B tekcte Hepa3z6bopuuso", uinu "Tak B Tekcte opuruHaia”. Ilociie Tekcra apXMBHOM BBINUCKU
YKa3bIBAIOTCS apXUBHBIN U(P U HOMEpA JINCTOB €IMHUIBI XPAHEHUSI APXUBHOTO JIOKYMEHTA.

ApxuBHas BBIIMCKA IIOANMCHIBAETCS PYKOBOAUTENIEM OpraHU3allUd WIA  UHBIM
YIIOJIHOMOYEHHBIM UM JOJIKHOCTHBIM JIMIIOM U 3aBEpsIeTCs [1eYaThl0 OPraHUu3aliHm.

ITo 3ampocy mosb30oBaTeneil apXUBHBbIE BBIMMCKHM BBIJAIOTCS B 3JIEKTPOHHONW (opme Ha
AJIEKTPOHHOM HOCHTEJE JINOO MepechUIatoTcsl MO0 HH(POPMAMOHHO-TEIEKOMMYHUKALKOHHBIM
CeTsIM. DJIEKTPOHHBIE APXUBHBIE BBIIIUCKH 3aBEPSIOTCS 3JIEKTPOHHON MOANUCHI0 PYKOBOJUTENS
OpraHHU3aIH1 UM UHOTO YITOJHOMOYEHHOTO UM JOJIKHOCTHOTO JIUIA.

5.14. Ha apXuBHBIX KOIHUAX, BKIIOYas apXWBHbIE KOMMHM Ha OyMa)XHOM HOCHTEINE
AIIEKTPOHHBIX JIOKYMEHTOB, apXMBHbIE MIU(PBI MPOCTABISAIOTCS Ha 000OpOTE KaXKJOro JIMCTa
apXMBHOM KOIWH, a 3aBEPUTEJIbHAS HAIIKCh U I1€YaTh - Ha 000POTE MOCIEAHETO JIUCTA KOIUH.

[To 3ampocy mosp3oBaTenel ANEKTPOHHbIE KOMHHM apXWBHBIX JOKYMEHTOB BBIJAIOTCS B
ANIEKTPOHHOH (hopMme 1100 nepechbuIatoTCs MO0 NHPOPMATMOHHO-TEIEKOMMYHUKAITMOHHBIM CETSIM.
ONEKTPOHHbIE KOMHMMU apXUBHBIX JIOKYMEHTOB 3aBEpAIOTCS  3JEKTPOHHOM  MOJMHUCHIO
PYKOBOAMTENSI OPraHU3aLMHM UM MHOTO YIIOJTHOMOYEHHOTO UM JIOJKHOCTHOTO JIMIA.



5.15. IloaroToBneHHbIE apXUBOM OPraHM3allMM OTBETHI HA 3alpOChl (ApXHUBHBIE CIIPABKH,
apXUBHbIE BBIMCKM W apXWBHBIE KOMHM) HAMPABISAIOTCA 3asBUTENSAM C COMPOBOIUTEIHHBIM
IUCBMOM 10 TMOYTE€ WIM BBLAAIOTCS: 3aABUTENIO0 - I[PU MPEABABICHUU JIOKYMEHTA,
YAOCTOBEPSIOIIETO JIMYHOCTh, €ro MPEACTABUTENSM - TNpPHU NPEAbABICHUH JOKYMEHTA,
YIIOCTOBEPSIOLIETO TUYHOCTh M JOBEPEHHOCTH, O()OPMIIEHHON B YCTAHOBJICHHOM TOPSJIKE.

5.16. ApxuBHbIE CIIpaBKM, apXWBHbIC BBIIUCKUM W apXUBHbIE KOIMH, HaIpaBiIsEMbIE B
rocy/apcTBa - y4yacTHUKM KOHBEHIIMM, OTMEHSIOLIEH TpeOOoBaHUE Jieraanu3alud MHOCTPAHHbIX
obHUIIMATBHBIX JIOKYMEHTOB, ToanucanHod B laare 5 oxTa0ps 1961 r., 3aBepsroTcs
IPOCTaBICHUEM M 3aII0JHEHUEM CHEIUAJBHOTO IITaMIla - afoCTWIs B COOTBETCTBUHU C
3aKoHoJaTenbcTBOM Poccuiickoit denepanuu.

5.17. Jomyckaercsi HU3bSATHE W3 aApXUBHBIX JEJ M BblJadya BIAJeibllaM WIH UX
POJICTBEHHUKAM, B Cllydae MUX MUCbMEHHOTO OOpalieHHs], MOATUHHBIX JUYHBIX JOKYMEHTOB O
IpaXXTaHCKOM COCTOSIHUH, 00 00pa3oBaHMH, TPYJAOBBIX KHHXKEK, HE TIOJYYEHHBIX B CBOE BpeMs
BJIAJIEJIBIIEM JIOKYMEHTOB.

[lonnuHHbIE NTUYHBIE AOKYMEHTBI BBIIAIOTCS 3asBUTENSAM C pa3pelIeHUs] PYKOBOJIUTEIS
OpraHu3aly N0 NPEIbsBICHNUN TACTIOPTA UM MHOTO JOKYMEHTA, YAOCTOBEPSAIOIIETrO JUYHOCTb,
a100 UX POJACTBEHHMKAM WJIM MHBIM JIML[AM IO JIOBEPEHHOCTH, O(POPMIIEHHON B YCTAHOBIECHHOM
3akoHoarenbcTBOM Poccuiickoit ®enepanuu nopsiake. [lognrHHbIe TMYHBIE JOKYMEHTBI MOTYT
OBITH HaIPaBJICHBI 3asIBUTEIIO IEHHBIM [TUCBMOM.

C u3bIMaeMbIX JOKYMEHTOB B ApXMBE OpPraHU3alUM M3TOTABIMBAIOTCS KOIMHU, KOTOPBIE
npuobIatores K aenaMm. M3bsaTHe JOKYMEHTOB, a TaKKE€ 3aMEHa Ha KOIMHUU OTPakaloTcs BO
BHYTPEHHUX OIUCAX JEJI, B IUCTaX-3aBEPUTENSIX JEJ, B ONUCAX JEJI, JOKYMEHTOB.

W3paTtve u BO3BpalleHHE JOKYMEHTOB OQOPMIISIIOTCS aKTaMu 00 H3BSITHM M3 JAel
(BO3BpAIIIEHNH) YKA3aHHBIX JOKYMEHTOB. AKTBI U APYrue JOKYMEHTHI, HA OCHOBaHHH KOTOPBIX
IPOM3BEACHO U3bATHE (BO3BPALICHNE) apXUBHBIX JOKYMEHTOB, BKJIFOUAIOTCS B JIe70 (hOHA.

5.18. KommpoBaHue HOKYMEHTOB apXxuBa OpraHuM3alMy 10 3asBKaM I0JIb30BaTENeH
IIPOU3BOJIUTCS 110 PA3PEUICHUIO PYKOBOJIUTEINS OpraHU3alluy WIK UHOTO YIIOJHOMOYEHHOIO UM
JIOJKHOCTHOTO JIMLIA.

Konuu nokyMeHTOB nepechlatoTcsl B aApec TOW OpraHu3aluu, MO 3arnpocy KOTOPOW OHU
W3TOTOBJIEHBI, WM BBIIAIOTCS MOJIB30BATENIO 0] POCIIHCH.

5.19. B nensix coznanusi yciaoBui Juist pabOTHI M0JIb30BAaTEIEH HEMOCPEICTBEHHO B apXHBE
OpraHM3aIllM MOXXET BBIICISATHCS TMOMENIeHUEe (YUTANbHBIM, TPOCMOTPOBBIN 3ai) s
O3HAKOMJICHHS C JOKYMEHTaMHU apXxHBa, 0OOpYJOBaHHOE COOTBETCTBYIOIIMMH TEXHUYECKUMU
CpeICTBaMU JJisl pabOTHI C TOKYMEHTaMHU.

[Ipu oTCYTCTBUUM B apXHMBE OpraHU3alMy CIIELHUAIbHO BBIIEICHHOIO MOMELIEHUs padboTa
NOJIb30BaTeNNe! C JOKYMEHTAaMH MPOU3BOIUTCS HEMOCPEACTBEHHO B pabounx KOMHATaX apXHBa.
JlokyMeHTBl Ui paOOThl MOJB30BATEIsIM BHE IOMEILEHUS apXuBa OpraHM3alluMd BbIIAaBATh
3anpenaercs.

Pa3pemenne Ha pa®oTy B MOMEIEHUU apXKWBa OpPraHU3AIMM JAE€T PYKOBOJIUTENb apXuBa
OpraHu3anuu (JIMLO, OTBETCTBEHHOE 33 apXUB).

5.20. Otka3 apXrBa OpraHu3alyu B BblJJa4€ apXUBHBIX JOKYMEHTOB JOIYCKAETCs B CIy4asx:

Hanuuus (HOH/Ia OTB30BaAHUS;

HEYJIOBJIETBOPUTEIHHOTO (PU3UUECKOIO COCTOSTHUS TOKYMEHTOB;

HE MPOLIENIIMNX HAYYHOTO OINUCAHHS MU TEXHHUYECKOro O(GOpPMIICHHS ITOKYMEHTOB, IO
3aBepIIeHUs] ATUX paboT;

OrPaHMUYEHUN Ha MCIOJIb30BAaHUE, YCTAHOBJIEHHBIX 3aKOHOAATEILCTBOM Poccuiickoin
®enepanuu uinu GoHI000pa3oBaTeIeM MpH nepeaaye JOKYMEHTOB Ha XpaHEHHE.

OTka3 apxuBa OpraHM3alMd B TPEJOCTABICHUH JOKYMEHTOB JIOJDKEH OBITH BBIIAH B
NUCbMEHHOU (hopMe U coJiepKaTh MPUYMHBI 0TKa3a, a TAKXKe MOPSA0K 00’KaloBaHUs OTKa3a.

VL ITEPEJAYA TOKYMEHTOB OPTAHU3ALIMN HA XPAHEHUE
BT'OCYAAPCTBEHHbBIM (MYHUILIUITAJIBHBIN) APXIB
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6.1. JoxymenTtsl ApxuBHoro ¢onaa Poccuiickoit ®enepamuu, oOpa3oBaBIIHecs B
OpraHM3aIMIX - HCTOYHHUKAX KOMIUIEKTOBAHMSI TOCYAApCTBEHHBIX (MyHULIUIIAIbHBIX ) ApXUBOB, 110
MCTEUYECHUU CPOKOB UX BPEMEHHOI'O XPAHEHHS B ApXUBE OPraHU3aLuH NIEPENAI0TCS HA TIOCTOSIHHOE
XPaHEHUE B COOTBETCTBYIOINI ITOCYJapCTBEHHBIN (MYHUIUIIAIBHBIN) apXUB.

6.2. Jloxymentsl ApxuBHoro ¢onaa Poccuiickoii ®enepamuu, oOpa3oBaBIIMECs B
JESTEIBHOCTH TOCYIapCTBEHHBIX W HETOCYAAPCTBEHHBIX OpraHu3alui, HE SBJISIOIIMXCS
UCTOYHUKAMU KOMIUIEKTOBAHMsSI TOCYJapCTBEHHbIX (MYHMLHMIAIBHBIX) apXUBOB, MOIYT
NepeaBaThbCsl B TOCYAAPCTBEHHbIE (MYHUIMIAIbHBIE) apXMBbI HA OCHOBAaHMM JOTOBOPOB C
COOCTBEHHUKAaMU WJIH BJIa/I€IbLIaMHU IOKYMEHTOB.

6.3. JIOKyMEeHThI NepeaaroTcsl Ha MOCTOSIHHOE XPAHEHUE B YIOPSA0YEHHOM COCTOSSHUM C
COOTBETCTBYIOIIUM Hay4YHO-CIIPABOYHBIM aIlapaToM.

6.4. B opranuzanusix - ICTOUHUKaX KOMIUIEKTOBAHUS IOCYAapCTBEHHBIX (MyHUIUIAIbHBIX)
apXMBOB BCE PA0OTHI, CBS3aHHbIE C OTOOPOM, MOATOTOBKOM M mepelayeil JOKYMEHTOB Ha
IIOCTOSIHHOE XPaHEHHE, B TOM UHCJIE C UX YIOPAJOUYEHUEM U TPAHCIOPTUPOBKOM, BHIIIOIHSIIOTCS
3a CYeT CPEIICTB OpraHU3alui, IEPENaoIUX JOKYMEHTHI.

6.5. JlocpouHas rmepemada JIOKYMEHTOB Ha IIOCTOSHHOE XpAaHCHHE MOXKET OBITh
OCYILECTBJIEHA TNPU OTCYTCTBUM HEOOXOIUMBIX YCIOBUM s oOecledeHuss COXPaHHOCTH
JOKyMeHTOB ApxuBHoro ¢onna Poccuiickoit denepanuu, npu yrpo3e yTparbl (YHUUTOKESHHUS)
JIOKYMEHTOB, a Tak)Ke IO MPOChOe OpraHMU3aliy Ha OCHOBAHUU JIOTOBOpa C rOCyAapCTBEHHBIM
(MyHUIIMTIAJIBHBIM ) apXHUBOM.

IIpomyieHne CpoKOB XpaHEHHMS IOKYMEHTOB B apXHMBE OPIaHMU3ALMM JIOIYCKAETCSA I10
INUCbMEHHOMY pa3pellieHUI0 TOCYAApCTBEHHOro (MYHMLMIIAJIbHOTO) apxuBa B cly4yae
HE00XOIMMOCTH NMPAKTHYECKOTO UCTIOIb30BaHUS IOKYMEHTOB OpTraHU3aIHeH.

6.6. Ilepenaya 1OKyMEHTOB IOCTOSIHHOT'O XPaHEHHUS B TOCY1apCTBEHHbIN (MyHULIUITAIbHBIN)
apXuUB OCYHIECTBJIIETCS B COOTBETCTBMM C IUIAHOM, YTBEPXKIACHHBIM PYKOBOAMTEIEM
COOTBETCTBYIOILIEIO apXMBa 10 COTJIACOBAHUIO C MEPENAIOLIEH Jie]a OpraHu3alren.

6.7. JIokyMeHTBI NepeNaloTcsi B TOCYAapCTBEHHbIM (MyHULIMIIANBHBIN) apXyUB MO OMHUCIM
Jiell, JOKYMEHTOB ITOCTOSIHHOTO CpOKa XpaHeHus, yrBepxkaeHHbIM DI1K.

Ilepen mepenaueil TOKYMEHTOB Ha IOCTOSHHOE XPAHEHHWE COBMECTHO C MPEICTABUTEIEM
roCy/1apCTBEHHOr0 (MyHUIIMIIAIIBHOI0) apX1Ba MPOBOJIUTCS MPOBEPKA MPABUILHOCTH ONMCAHUS U
oopmieHus nen, GpU3MYECKOro U CaHUTAPHO-TUTMEHWYECKOI'O COCTOSIHHS JTOKyMeHTOB. Ilpu
OoOHapyXeHHH JePEKTOB COCTABIIAETCS aKT; YCTpaHEHUE OOHAPYKEHHBIX J1e()EKTOB MPOBOIUTCS
CUJIaMH OpraHU3aliu.

[lepenaya nen mpoBOAUTCS B FOCYIapCTBEHHOM (MYHHUIIMIIATILHOM) apXUBe NoenHn4yHo. Ha
BCEX YETBIPEX IK3EMILIAPAX OMUCEH AEJl, JOKYMEHTOB ITPOCTABIISAIOTCS OTMETKH O NIPUEME JIE.

IIpu mnepBoii mnepenaye IJOKYMEHTOB B TOCYAApCTBEHHBIM (MyHUIMNAIBHBIN) apXuB
nepeaaeTcss McTopuueckas copaBka K ¢ouay. [Ipu mocienyroommx nepenayax JOKYMEHTOB
nepesaeTcsl TOMOJIHEHHE K HCTOPUYECKOM CIipaBKe.

6.8. Ilepenaya AOKyMEHTOB o¢oOpMIIIETCS aKTOM NpUeMa-liepeJadyd JOKYMEHTOB Ha
xpanenue (npunoxxenue N 30), coctaBisieMbIM B IBYX 3k3eMIuisipax. OIUH 3K3eMIUIIp OCTaeTCs
B rOCY/IapCTBEHHOM (MYHHMLIMIIAJILHOM) apXuBe, IPyroi - B mepenaroliel opranusanuu. Bmecre ¢
JOKYMEHTaMHU NEepeacTcsl TPU IK3EMIUIpa ONUCH Jied, JOKYMEHTOB, B TOM 4HCIE OJUH B
JIEKTPOHHOM BUJIE.

Ecnu nmpu nepenadye oOHaApY>KEHO pacXOXJACHHE MEXAY MTOTOBOW 3alHChiO0 OMHCU JEll,
JOKYMEHTOB U (DaKTHUECKUM HaJIM4YMeM IepelaBaeMbIX [ell, B OINUCH JIeJ, JIOKyMEHTOB
odopmisieTcs HOBas UTOrOBas 3allCh, B KOTOPOH YyKa3bIBalOTCS (PaKTHMUECKOE HaIM4uue JeNl U
HOMEpa OTCYTCTBYIOLMX jaeid. Homepa oTcyrcTByromux Aen (UKCHPYIOTCS B aKTe Ipuema-
nepesavyn eyl Ha MOCTOSHHOE XPaHEHWe, MPUYMHBI OTCYTCTBHUS JI€J - B IPUJIAraeéMoil K aKTy
npreMa-nepesadyn ClpaBKe, IOArOTOBIEHHON OpraHu3anuen.

ApXUB OpraHu3aluy NPUHUMAET MEPHI M0 PO3bICKY Aei. Ha oTcyTcTBYyIOIMME JOKYMEHTHI U
Jienia, Mephl 110 PO3BICKY KOTOPBIX HE Al Pe3yIbTaToOB, COCTABISAETCS akT 00 yTpaTe JOKyMEHTOB



(mpunoxkenue N 6). YTpadeHHbIe TOUIMHHUKYI JOKYMEHTOB MOT'YT OBITh 3aMEHEHBI UX KOITUSIMH.

VII. IEPEJAYA JJOKYMEHTOB I1PU PEOPT’TAHU3 AL WJIN JINMKBUAALIMN
OPI"AHM3ALINHN, CMEHE PYKOBO/JUTEJISI APXMBA OPI"TAHU3ALINU

7.1. Ilpu peopraHmzaluy WM JUKBUAALMU OpraHU3allid Iepefada U JajibHeiliee
UCIIOJIb30BaHUE  JOKYMEHTOB  pPEOPraHM3yeMOH  WJIM  JIMKBUIUPYEMOH  OpraHu3aluu
OCYILECTBIISICTCS B COOTBETCTBUU C 3aKOHOaTeNbCTBOM Poccuiickoit deneparui.

[lepenaya MTOKyMEHTOB JIMKBHIMPYEMOW OpraHU3allMd BXOTUT B 00S3aHHOCTh KOMHCCHH,
00pa30BaHHOM AJIs MIepelaun A€l U UMYIIECTBA.

IIpn nukBuAauMM OpraHu3aluil - HCTOYHUKOB KOMILJIEKTOBAHMS TOCYJapCTBEHHBIX
(MyHMLIMIIAJIIBHBIX) @PXUBOB B COCTaB JIMKBUJAIIMOHHON KOMHUCCHM BKJIIOYAETCS MPEACTABUTEND
roCy/1apCTBEHHOr0 (MYHHIIMIIAJIbHOTO) apXUBa.

7.2. Ilpu cMeHe pyKOBOAMTENS apXWBa OpraHu3alMy (JIMla, OTBETCTBEHHOIO 3a apXUB
OpraHM3alym) IpueM-TIepeaada JOKyMEHTOB apXHBa, yYETHOIO M HAyYHO-CIIPaBOYHOIO anmapara
K HUM OCYIIIECTBIISIETCS 110 aKTYy.



[Tpunoxenue N 1
K 11. 2.37 IIpaBun

HammMeHOBaHMe opraHM3alumu

KAPTOUKA IOCTEJIJIAXHOT'O
TOIOT'PAOMYECKOT'O YKASATEJIA <*>

CTEJUIAX N XPAHWIVIE N
Ikap N | IMonmka N | @ouag N | Onuce N | Ex. xp. ¢ N [Ipumeuanue
no N
1 2 3 4 5 6

®opmat A6 (148 x 105 mm)

<*> KapTouyku NMOCTEIaXKHOTO TONOrpapruecKoro ykas3aTessl COCTABISIFOTCS Ha KaKAbIN CTEIIaK M IPUKPEIUISIOTCS Ha TOPLEBOW CTOPOHE
CTeJlIaXa.

IIpunoxenne N 2
K 1. 2.37 IIpaBun

HauveHoOBaHUE OpraHMn3almn

KAPTOUKA TIOPOHIOOBOI'O
TOIIOT'PAGVUECKOT'O YKABATEJIA <*>



®OHII N

HazBaume ¢oHIa

XPAHWIIMIIE N

Onuck | Ex. xp.cN Cremnax N [Mxadp N [Tonka N | IIpumeuanu
N e
mo N
1 3 4 5 6




dopmar A4 (210 x 297 mm)

<*> KapTouku MmoGoHIOBOTO TOMOTPaAUUIECKOTO yKa3aTeNsi COCTABISIOTCS HAa KaXIbId
dboH U pacronaratoTcs B mopsiike HOMepoB (DOHIOB.

[Tpunoxenue N 3
K 1. 2.43 IIpaBun

HamMeHOBaHMeE oOpTraHM3alumn

AKT YTBEPXIA
N Pyxkorommuresne opraHM3alLuUmn
IIPOBEPKM HaJIUUUI
M COCTOSHMS apXMBHEIX HOOKYMEHTOB [loonuchb PacumppoBka
NOONVCU
®ono N ITaTa
HazBaHue ¢poHIa
Homepa omnmcen
[I[popepka NPOBOIMIJIACH C 1o
[IpOBEPKOM YyCTaHOBJIEHO:
1. UucamTcs o ONMcCaM IeJI en. xp.
(xkoJNIMUecTBO)
2. BHIABJIEHBl TEeXHUUYECKME OMMOKM :
2.1. VmenTCca JIMTEPHHE HOMEpPaA:
a) He yUTeHHBEe B MTOTOBOM 3amnmcu en. xp.
(koIMuecTRBO)
©) He IIepeuMuCJIeHHBle, HO YyUTEHHBIe
B MTOTOBOM 3alMUCH en. xXp.
(koJIMuecTBO)
2.2. TlponylleHO HOMEPOB:
a) He YUTEeHHEX B MTOTOBOM 3alucCHu en. xp.
(koIMuecTBO)
©) He IIepeuMCJIEHHHIX, HO YYTEHHHX
B MTOTOBOM 3alMUCH en. xXp.
(koIMuecTRBO)
2.3. IDpyrmue, B pe3yjbTaTe 4yero oOBeM
YBEJIMYNIICS Ha en. xp.
(koJIMuecTBO)
YMEHBIIMIICA Ha en. xp.
(koIMuUuecTRBO)
3. UMcamMTCsa OO ONMCAM B pesyJbTaTe
YCTpPaHeH s TeXHUUECKUX oumbok en. xp.
(komMuecTBO)
4. He oxaszajyioCb B HaJIMUUU en. xp.
(xkoJmMuecTBO)
5. VMmeeTcsa B HaIMUMM IO HOAHHOMY QOHIY
(BKJIIDOUEHHBIX B OIIMCH) en. xXp.
(komMuecTBO)
U3 HUX TpebOyolUX :
a) mesuHbeKLIUU en. xXp.
(koJIMuUecTRBO)
©) InesmMHCeKLUU en. xp.

(komMuecTBO)



B) pecTaBpauum en. xp.

(koJIMuecTBO)
[Iponomxenue npunoxenus N 3
K 1. 2.43 IIpaBun
I‘) neperieTa My IIOOUVMBKU en. Xp.
(koIMUecTBO)
II) BOCCTAHOBJIEHMS 3aTyXallMX TEKCTOB en. xp.
(koIMUecTBO)
€) HeUCIpPpaBUMO I[IOBPEXIEHHHX en. xp.
(koJIMuecTBO)
6. ViMeeTcs He BKJIOUEHHHX B OINVCHU en. xp.
(koIMUecTBO)
7. VToTro mO ImaHHOMY OGOHIY (BKJIIOUEHHBIX M HE BKJIIOUEHHBIX B ONMUCH) ,
VMMe IMMXCa B HaJIMUUM en. Xp.
(koJIMuecTBO)
8. XapakTepuUCTMKa YCJIOBUM XPaHEHUS
[IpOBEPKY NPOU3BOIOUIIN :
HammMeHOBaHMUE
IOJIDKHOCTEMN
PabOTHUKOB [Monnmcu PacumdppoBKka NOANMCEN

®dopmar A4 (210 x 297)



HammMeHOBaHMe opraHM3alumu
AKT
N

O TeXHUUECKMX ommbKax
B YUETHEIX IOOKYMEHTax

®oHnm N

HazBaHnue ¢oHIa

YTBEPXIAIO

PyxkopomuTresb OpraHM3aluu
[Momnmcse Pacumpporka

IOONMCHU
DaTa

B xome BHIIOJIHEHMSA

OOHaAPYXEHE TeXHUUeCKUEe

omMOKM B BalMCHax

Haspanue JOKYMEHTa Cymecmy}omaﬂ 3aIlucCh CJICI[yeT 3aIucarTrb
1 2 3
B pesynbTare KOJIMUECTBO €©IOMHMIL XpaHeHuda YBEJIMUNIIOCH (YMEeHBUNMJIOCE )
Ha en. xp.
(umbpaMy, NPONUCHI)
[IpuMeuaHMA :
HamMeHOBaHME IOOJDKHOCTHM PabOTHUKA [Mognuce Pacumbporka nomnmucu

VI3MeHeHMa B YyUeTHHE OOKYMEHTE BHECEHEH

[Tpunoxenue N 4
Kk 1. 2.43, 3.15 Ipasun



HavMeHOBaHME OOJIXHOCTU

paboTHMKA apxmuBa [Momnmce PacumppoBka NOONUCK
HauMeHOBaHMe OpTraHMU3aLuUn
AKT YTBEPXIAIO
N PyxoBomomuTesib OpIraHM3alumn
06 OOHAPYXEeHUM IOKYMEHTOBR [onnuce Pacumpporka
(He oTHOCAWMXCSA K IOaHHOMYy OQOHIY, nonnmucu
HEeYUTEeHHEIX)
HaTa
B xome
(Bo paboThl)
ODOHaAPYXEHO
(B donme, xpaHuIMile, paboueM IIOMEUEHUN)
Nun/n| 3aronoBok | ludp (ecnu | Kpaitnue KomnuectBo | K kakomy | [Ipumeuanus
el. Xp. €CTb) JaThl JIUCTOB bouny
(oObemM, MO) | oTHOcHTCSA
1 2 3 4 ) 6 7

®dopmar A4 (210 x 297 mm)

[Ipunoxenne N 5
Kk . 2.43, 3.15 I[paBun



VToro oOOHAPYXEeHO IOKYMEHTOB IOOKYMEHTOB
(umbpaMy M MNPONMCHIO)

HavMeHOBaHMe HOOJDKHOCTU paboTHMKA [Momnmce PacumppoBka NOONUCHK
/I3MeHeHMd B ydeTHEE IOKYMEHTH BHECEHEH
HamMeHOBaHME IOOJDKHOCTU

paboTHMKA apxuBa [Momnmce Pacumpporka
IOONMUCHK

®opmart A4 (210 x 297 mm)

[Ipunoxenne N 6
Kk . 2.44, 3.15, 4.32, 6.8 TIpaBun

HaumveHOBaHUE OpraHMn3almn

AKT YTBEPXIAK
N PyxkoBomomuTesb OpraHmM3alLumn
00 yTpaTe OOKYMEHTOB INonmnmce Pacumpporka
IIOONMCHU
IDaTa
®oHno N
(HazBaHMe QOHIA)

B pesymneTare YCTaHOBJIEHO OTCYyTCTBHMe B GOoHIe

[IEPEeUMCIIEHHEIX HIMXE nen, OPEennpMHSTEIE apxXMBOM MEPB IO PO3BICKY OeJl

IOJIOXUTEJIbHEIX Pe3yJIbTaTOB He Iajiu, B CBA3M C UeM CUMTaeM BO3MOXHBIM CHATH C
yuera:



N/ | Onuce N | Ex. xp. | 3arosnoBok ex. xp. Kpaiinne | KomuuectBo |IIpenmnonaraemsr
N JaThI JINCTOB € IIPUYKUHBI
(o6bem, MO) | oTcyTCTBUS
1 2 3 4 5 6 7
Toro en. xp.
(umdpaMyt ¥ HPONUCHI)
ConepxaHue YTPadeHHBIX IOIOKYMEHTOB MOXeT OBTb YaCTMUHO BOCIIOJIHEHO
crlenyomuMmy en. Xp.:
(HoMepa en. Xp. M MX TI'PyNIOBBE 3aI'OJIOBKU)
HamMeHOBaHME OOJIKHOCTMU
PYKOBOOMTEJA apxuba [Momnuce PacumppoBka nonnmucu
(Mmua, OTBETCTBEHHOI'O 3a apxXuB)
COTJIACOBAHO <*> COTJIACOBAHO
[IpoToxkos SIK apxXMBHOT'O YyUYPEXIEeHUA [IpoToxos L3K (32K) opraHuzaumuu
oT N oT N
/I3MeHeHMA B ydeTHEE IOKYMEHTH BHECEHEH
HamMeHOBaHME OOJDKHOCTMU
paboTHMKA apxXuBa [Momnuce PacumppoBka nonnmucu

<*> Ecnu He 0OHapYKEHBI Jies1a TOCTOSHHOTO XPaHEeHHUS.

®opmar A4 (210 x 297 mm)



HauMeHOBaHMe OpTraHU3aLUn

KAPTA-3AMECTUTEJIE IEJIA

IeJjio

(N 1 HaszBaHUE)
Onmco

(N 1 HasBaHUe)
QOHL

BeimaHO BO BPEMEHHOE I10JIb30BaHMUE

(N 1 HasBaHUe)

(UuMTadbHENM 23aJl) :

N ®.1.0. nonp3oBarens Jara [ara IToanuck IToanuck
n/m BBIIAYH BO3Bpara BBIJIABIIIETO MOJTYYUBUIETO
JeJo JIETI0
1 2 3 4 5 6

[Ipunoxxenune N 7
K ri. 2.47 [1paBun

®opmar A4 (210 x 297 mm)

[Tpunoxenue N 8



JMCT-3ABEPUTEJIL IEJIA N

B mejie nommmMToO ¥ NPOHYMEPOBAHO JIMCTOB
(umdpaMr ¥ HOPONMUCEI)

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

IIPOIIYUWIEHHEIE HOMEepa JIMCTOB
+ JIMCTOB BHyTpeHHeﬁ OoInmcum

OcoOeHHocTH (PU3HYECKOTO COCTOSIHUS B (POPMHUPOBAHUS JIeTIa Howmepa ncron

1 2

HamMmeHOBaHMe OOJDKHOCTU
paboTHMKA [Homnmce PacumppoBka NOONUCK

TaTa

HavMeHOBaHME OpIraHMU3aLNN
JIMCT MCIIOJIB3OBAHUA IHOKYMEHTOB

®oHno N Onmuce N Iesio N

k . 2.47,4.19, 4.21, 4.23 TlpaBun

®opmar A4 (210 x 297 mm)

IIpunoxenne N 9
K 1. 2.47 IIpaBun



3aroJIOBOK Hejia

Hara Komy BrImaHoO: XapakTep UCMOIb30BAHUS N Iloxamuicek nuna,
HCIIOIB30 bamunms, (konmupoBaHUE, BBIMKUCKH, | UCTIOIB30BAHH | UCIOJIb30BABIIETO
BaHUsA MHUALAATBI MIPOCMOT)) BIX JINCTOB Ji (S (o)
(pa36opumBo)
1 2 3 4 5

HaumveHOBaHME OpraHMn3almn

AKT

O BbBIIAaYE IneJl BO BPEMEHHOe II0JIb30BaHNME

(HaMMeHOBaHMUE opraHmszaunyu,

ee alnpec,

OcHOBaHMe

[IOYTOBEIV MHIEKC)

I KakoM LeJyiM BHIOATCS eI.

Xp. u3 ¢poHma N

®dopmar A4 (210 x 297 mm)

[Ipunoxenne N 10
K 1. 2.46 [IpaBun



(HazBaHMe QOHIA)

N o/ | Onuce | Ex. xp. | 3aronoBok ex. | Kpaitaue KomnuectBo [Ipumeuanue
N N Xp. JaThl JHCTOB, (hopMaT
(o6BeM, MO)
1 2 3 4 5 6 7

Bcero BrmaeTcsa

en. xp.,

CPOK BOBBpAalEHUS

(umdpaMrt ¥ HOPONUCHI)

Ierna BEIIIA HEI B YNOPSAIOOYEHHOM COCTOSHMM, MNOOWMTE, B OOJOXKax, C

HpOHyMepOBaHHbIMM JIICTaMM "
NonyuaTeiyr o6a3yeTcs

[IOJIb30BaHMe, I[OCTOPOHHNUM
CHopaBOK, He NyOJIMKOBATH
nena.

[lonyuaTesnb o060a3yeTcsd
aKTe CpOK.

3aBEPUTEJIBHEIMM HAOINMCAMN .
He InpenoCcTaBJIATb neria,
JiiaMm, He BEIIABATH I10

IIOJIyYEeHHEIEe BO BPEMEeHHOe
HVIM KOHI/HZ[, BEITIMCOK M

IOOKYMEHTE 0e3 pas3pelleHrsa OopraHm3aluy, BHEIOABIIEN

BEPHYTb Iejla B aAPXMB OpraHM3aluM B YKAa3aHHBIM B

MonyyaTesb npenylripexneH o6 OTBETCTBEHHOCTHM IIO0O 3aKOHY B CJlydae YyTpaTel
NI MIOBPEXIOEHMA IIOJIYUYEHHEIX BO BPEMEHHOE II0OJIB3O0OBAaHME IHOeJl.

HamMeHOBaHMe OOJIXHOCTU
PYKOBOIMTEJA OpPTaHM3alun,
BRHIDAIENV Iejia

[MHomnmce Pacumopporka
NOONMUCHU

IaTa
[leyaTs oOpTraHM3aLUM

HamMeHOBaHMe OOJIXHOCTU
pPyKOBOOUTEIA
OpraHM3aUUN-IIOJIydaTe d

Illopnmce

TaTa

Pacumopporka
NOONMUCHU

[leyaTs oOpTraHM3aLUM

ITponomxenue npuiioxxenus N 10

K 1. 2.46 [TpaBun



(HaMMeHOBaHMEe OopI'aHM3aLuUM)

(HazBaHue apxmuBa OpI‘aHMBaLLMM)

®opmar A4 (210 x 297 mm)

[punoxenne N 11
Kk . 3.6, 3.15 [IpaBun

KHUTA
ydyeTa IIOCTYIIJIEHMA U BI:I@I:ITMH neijl, IOOKYMEHTOB
ToMm N
Hauart
OKOHUEH
®opmat A3 (297 x 420 mm)
ITponomxenue npuinoxxenus N 11
Kk . 3.6, 3.15 IlpaBun
N Hara | Haumenoanme | Haumeno | Hazp | T'ogbr Bun [Toctynnenue BriOsITHE Heonucanusl | [Ipume
/Tl | MOCTYN | OpraHu3aluu BaHME, | aHUE | IOCTYIH | HOCUTE OIMMCaHHBIX OITMCAaHHBIX X JIen, JyaHue
neHus u| (CTPYKTYpHOTO | HOMEp U Hu BIINX | <*> JTOKYMEHTOB JIOKYMEHTOB JIOKYMEHTOB,
BBIOBIT | MMOJpa3IeICHHSI, JaTa HOME 580071 JINCTOB
KonuuecTBo en. xp. KonuuectBo en. xp.




ns Jmna, apXI/IBa), JAOKYMCHT |Y BEIOBIBIII IMOCTOs | BpEMC 10 IIOCTO | BpEM 10 [IOCT | BBIOKI
AOKYyMC oT KOTOpOﬁ a, I10 (1)OH,£[ nux HHOTI'O HHOI'O | JIMYHO | AHHOT | CHHOT | JIMYH | YIIWJI J10
HTOB | MOCTYNWJIHU (WJIH | KOTOPOMY | a | JOKyMEH XpaHeH | (CBBINI | MY 0 0 oMy 0
BBIOBLIIH ) HNOCTYIHIJI TOB 1O us e 10 |cocraB |xpaHe| (CBBI | cocTa
JIOKYMEHTBI U WU OIUCH JIET) y Hug |me 10| By
BBIOBLITN JIeT)
AOKYMCHT
bl
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16
Uroro B TOmy MHNOCTYIMUJIO en. xp., B TOM UKCJIe: Ha
(umdpaMyt ¥ HOPONUCHI)
ByMaxHOM HOCHUTEJIe , DJIEKTPOHHEHX ,
(umbpaMy M MNPONMCHIO) (umbpaMy M MNPONMCHIO)
ayIMOINOKYMEHTOB , BUIEOINOKYMEHTOB

(umdpaMm M HOPONMCEI)
IIOKa3EBalTCsA pas3ldellIbHO MTOTOBHBE HaHHEIE O Ipadam 8, 9,
BEIOBLIIO en. xXp., B TOM UMCJIe:
(umdpaMm M HNPONMCHI)

, DJIEKTPOHHEIX

10, 14 xHUIU;
Ha OyMaxHOM HOCHUTeJie

(umbpaMy M MNPONMCHIO)

(umbpaMy M MNPONMUCHIO)
AyIMOOOKYMEHTOB , BUIOESOIOKYMEHTOB

(umbpaMy M MNPONMUCHIO)

(umdpaMy ¥ HPONUCHI)

MOKASBEIBANTCsSA PasmdelIbHO MTOTOBHBE IaHHBE no rpabdbam 11, 12, 13, 15.

HamveHoOBaHMe OOJDKHOCTM JIMlia,
COCTaBMBIIET'O MTOI'OBYI I'OOOBYIO 3allMMChb [Mognuce

HavMeHOBaHME MOJDKHOCTU PYKOBOAMTEJNS apxmBa I[loOnmMcCh
(1Mua, OTBETCTBEHHOIT'O 3a apxXmB)

IaTa

(umdpaMy ¥ HPONUCHIO)

PacumbppoBka HOONIUCU

Pacumbporka nomnmucu




<*> B rpade ykazbiBaetrcs Bua Hocutens (bH - mokymenTsl Ha 6ymaxkHoMm HocuTene, /1 - 3IeKTPOHHBIE TOKYMEHTHI).

HaumMmeHoBaHMe OpPTraHM3aln

CINCOK ©OHIOB

Tom N
Hauar
OxkoOHUeH
N Jata nepBoro Ha3zBanue OtMeTka o BRIOBITUH (POHIIA [Tpumevanue
¢doHa | MOCTYIICHUS donna
JIOKYMEHTOB Kyna Bb10bIT Hatau N
dborma JIOKYMEHTa, Ha
OCHOBAaHUH
KOTOpPOro
BBIOBLI
1 2 3 4 5 6

®dopmar A3 (297 x 420 mm)

[Ipunoxenue N 12
Kk 1. 3.6, 3.15 [paBun

®opmar A4 (210 x 297 mm)

[Iponomkenune npunoxenus N 12
k mi. 3.6, 3.15 IIpaBun



Ha 01.01. TOoIma B CHIMCOK BKJIOUEHH (QOHOE C N mo N .
U3 CIOMCKA MCKJKUYeHB QOHIH C N rno N .
Bcero xXpaHUTCS B apxuUBe boOHIOOB, M3 HUX:
(umdpaMy M MNPONMCHIO)
comepxaT OCOOO LleHHHE »eja.

(umdpaMrt ¥ HPONUCHI)
Homepa cBoOOOnHEIE:
HomMmepa BHIObIBUIME ([I€PEeIaHHEE) :
HavMeHOBaHME IOJIKHOCTU
paboTHMKA apxMBa, COCTABUBIIEIO
T'OLOBYI MTOI'OBYI 3allMChb I[lopnmce PacumppoBka NOONUCK
HamMeHOBaHME OOJDKHOCTU
PYKOBOOUTENS apxuBa

(Mmua, OTBETCTBEHHOTO 3a apxmuB) [Homnmce PacumppoBka NOONUCK

ITaTa

®opmar A4 (210 x 297 mm)

[Ipunoxenne N 13
k . 3.6, 3.15 TlpaBun

JMCT SOHIA N

(MecToHaxoxmeHve GoHIa (DIaTa mepBOTO MNOCTYIJIEHUS
(HaMMeHOBaHMEe oOpraHm3aluuy, OOKYMEHTOBR GQoHIAa)



rOe xpaHuTcsa GoHn) )

Kpaitnue natel kaxaoro Ha3BaHUs

HazBanue ¢ponna

donma
1 2
1. YueT HEONMCAHHEIX LOOKYMEHTOB
Jlara Haspanwne, N u gara [Tocrynnenne Br1ObITHE Hamuuue
3aMUCH | JOKYMEHTa, 10 KOTOPOMY (ocraTox)
MOCTYIHIIN WIH BHIOBUTH
JOOKYMEHTHI Komnuec | Kpaiiau | Konmnuec | Kpaiinne | Bceero gen
TBO Jied | € JaThl | TBO ACH ATkl
1 2 3 4 5 6 7
2 . YueT OIIMCAHHBEX IJOKYMEHTOB
Hata | Homep | T'om |Hassan| Ilocty BriOpiTHE Hanuuue (octaTox)
3aIlMCH | OIIHCH ne ITHJI0
nen OIICH | eXL. XP. Komnny | OcHoB | B ToMm uncne no | Konnu B ToMm uucine:
WIN €CTBO | aHHe OITHCSIM, €CTBO
— ust SIIK COCTaBy
Ha3Ba N N
AOKYME (HI/Ie Koy | xpaiian W3 HUX TIO KOJIMYE | KpaitHu
HTOB ara ’N €CTBO | € JaThl OIHCAM, CTBO | e ;maThbl
’ ell. Xp. | €. Xp. | YTBEpXKICHHBIM | €I. XP.




JIOKyMe€ OIIK
HTa)
Komnu | Kpaiin KOJIM4Ye | KpaliHU
€CTBO ue CTBO | € JaThl
el. Xp. | JarTsl en. Xp.
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16
®opmat A4 (210 x 297 mm)
[Tpunoxenue N 14
Kk . 3.6, 5.5 [paBun
HamMveHOBaHMe opTraHM3alum YTBEPXIA
donnm N PyxkoBomuTesb OpraHM3alnU
Ionnmuce PacumppoBkra
OIMChb N NOONMCHU
omeJl IIOCTOAHHOTIO XpaHeHMF[ ,I[aTa
3a o ron
N /o WNunexc nena | 3arosioBok jaena | KpaitHue gaTel KomnuectBo [Ipumeuanue
JIMCTOB
1 2 3 4 5 6
HasBanue paznena




B nmaHHEM pasnes ONMCM BHECEHO neJ,

c N

JIMTEPHEIE HOMEPaA:

(umbpaMy M NPONMCHIO)

IIPOIIyLleHHEBEIEe HOMepa:

HamMveHOBaHMEe OOJIKHOCTU
cocCcTaBUTEJIA OIIMCU

HamMveHOBaHMe OOJIXKHOCTU
PYKOBOIOIMUTEIA apXumBa

(Mnua, OTBETCTBEHHOIO 3a apXUB)

COTJIACOBAHO

IpoToxos L3K (32K) opraHuzaumuu

oT N

HamveHnoBaHMe opraHM3alun
dounm N

OIIMChb N
oeJsl Mo JWYHOMY COCTaBy
3a TOon;

no N , B TOM UMCJIE:
Moonuce Pacumpporka nomnmcu
[Momnmcse Pacumpporka NOONUCK
YTBEPXIEHO

[IpoToxkos SIK apxXMBHOT'O YyUYPEXIEeHUA
oT N

YTBEPXIAIO
PyxkopomomTesb OpraHMU3aLuUn
[Nomnmce Pacumpporka

NOONMCHU
IDaTa

®opmar A4 (210 x 297 mm)

[Tpunoxenne N 15
k mi. 3.6, 5.5 [IpaBun



N /o Hnpekc 3aroinoBoK Kpaithue | Cpok xpanenus | KomuuectBo | Ilpumedan
Aciia Aciia JaThbl JIUCTOB Hnue
1 2 3 4 5 6 7
B maHHEIL pas3Oejl ONMCU BHECEHO nes,
(urdpaMr ¥ OPONMUCHI)

c N rno N , B TOM UMCJIe:

JIMTEPHEIE HOMEpPaA:

IPONyUEHHEE HOMepa:

HauMeHOBaHME IOJIXHOCTU

COCTaBUTEJNS ONUCU Momnmuce PacumppoBKa IOIANMUCU

HammMeHOBaHMe OOJIXHOCTU

PYKOBOOMTEJNA apxXuBa (Jaula,

OTBETCTBEHHOI'O 3a apxuB) lomnuce PacumppoBKa IOIANMUCU

COT'JIACOBAHO COI'JIACOBAHO

[IpoTokon LSK (3K) opraHmzaumum [IpoTokon OlIK apxXMBHOIO yYpPEXIEeHUS

oT N oT N

HamMeHOBaHMEe oOpTraHM3alumu YTBEPXIAI

®oHno N

PykoBomouTesib OpraHMn3alumn

®opmat A4 (210 x 297 mm)

[Ipunoxenne N 16
Kk . 3.6, 5.5 [IpaBun



OIlMChH N

neql BpeMeHHEX (cBouie 10 JeT)

CPOKOB XpaHEeHNs

3a ron

[Momonmce Pacumpporka

IIoOornmcum
HaTa

N/ | HWeneke |3aronoBok nena | KpaitHue nater

Cpox xpanenus | KommuectBo | [Ipumeuan

aeiia JINCTOB ue
B HmaHHBEI pas3dell ONMCU BHECEHO nes,
(umdpaMm M OPONMCHI)
c N o N , B TOM UMCJIIE:
JIUTEePHEIE HOMepa:
NPOMyILeHHEIE HOMepa:
HamMeHOBaHMEe OOJIXHOCTU
COCTaBUTEJId ONMUCU [loonmcsob Pacumpporka nomnmcu
HamMveHOBaHMEe OOJIDKHOCTU
pPyKOBOOMTEJNIA apxuea (aula,
OTBETCTBEHHOTO 3a apPXUB) IlNopnuce PacumppoBka NOONUCK

COTJIACOBAHO

[IpoTroxos LU3OK (9K) opraHmuszaumum

oT N

®opmar A4 (210 x 297 mm)

[Tpunoxenue N 17



HauMeHOBaHMe OpTraHU3aLuUn

YTBEPXIAIO

donng N PyxkoBomgmTesb OpraHmM3alumum
[Mononucse Pacumpposka

OIlMChH N in{ePiinizier’s

BJIEKTPOHHEIX OeJI, IOOKYMEHTOB DaTa

IIOCTOAHHOTI'O XpPaHeHMHA

3a Toxn;

N /i WNunekc nena | 3aronoBok nena | Kpaiinue nate O6bem, MO [Tpumeuanus
1 2 3 4 5 6
B nmaHHBIM pas3nej ONUCK BHECEHO nes,
(umdpaMm M OPONMCEI)
c N no N
(umdpaMyt ¥ HOPONUCHI) (umdpaMyt ¥ OPONUCHI)

o0BBEMOM M6 .

HammveHoBaHMe IOOJDKHOCTU

COCTaBUTENA ONUCU [ognuce PacumppoBka NOONUCK

HamMeHOBaHME HOOJDKHOCTU

PYKOBOOMTEJNA apxuBa (aula,

OTBETCTBEHHOT'O 3a apPXUB) [Homnmce PacumppoBka NOONUCK

COTJIACOBAHO YTBEPXIEHO

[IpoTokos ILBK (39K) opraHu3auum

oT

N

[IpoToxon 3K apxXMBHOTO YyUYpPEXIEHUS
oT N

K . 3.6, 4.19, 5.5 IlpaBun

®dopmar A4 (210 x 297 mm)



[NPVMJIOXEHVE K OIIMCU N

OJIEKTPOHHEIX »Oeji,

IIOCTOAHHOTI'O XpPaHeHWuA

3a ron

PeecTp IOKYMEHTOB

<F>

N en. xp. o onmcu
3aroJIOBOK Iejia

JOKYMEHTOB

(KOHTEMHEPOR BJIEKTPOHHBIX IOOKYMEHTOB)

VHOoekCc neJja

OJIEKTPOHHOT'O HeJjia:

Hara Per. N HanmenoBanue nokymeHTa O6beM, MO | Ilpumeuanus
HAOKYMCHTa JAOKYMCHTa
1 2 3 4 )
HamMeHOBaHME OOJIKHOCTMU
COCTaBUTENA ONUCK [Mognuce PacumppoBka NOONUCK

<*> CocraBisieTcs Ha Ka)XJ10€ 3JICKTPOHHOE JIENO.

ITponomxenue npuioxxenus N 17
k . 3.6, 4.19, 5.5 IlpaBun

®opmar A4 (210 x 297 mm)



HauMeHOBaHMe OpTraHU3aLUn
donnm N

OIlNChH N

BJIEKTPOHHHIX IleJl, IOOKYMEeHTOB
BpeMeHHEX (cBeue 10 JeT)
CPOKOB XpaHeHMId

YTBEPXIAIO

PykoBommuTesb OpraHM3aluu
Momnmcse Pacumpposkra

IOONMCHU
IaTa

3a hnfo}

N | Unnex 3aroyioBOK ziena Kpaitnu Cpok O6bem, MO | [Tpumeuanus

H/ II C Acjia € JaThl XpaHCHUA

1 2 3 4 5 6 7
B HmaHHBEIM pasz3deljl ONMCKU BHECEHO e,
c N no N

(umbpaMy M MNPONMCHIO) (umbpaMy M MNPONMCHIO)

obBEMOM M6 .
HavMeHOBaHME IOOJIXHOCTU
cocTaBUTEJIA ONUCHU Momnuce PacumppoBKa IOIANMUCU
HammMeHOBaHME IOOJIXKHOCTU
pykKoBOOMTEJNIA apxuba (aula,
OTBETCTBEHHOT'O 3a apXUB) Momnuce PacumppoBka nNOONUCHK

COTJIACOBAHO

[IpoTroxos LUOK (9K) opraHmsaumum
oT N

[Ipunoxenne N 18
K . 3.6, 4.19, 5.5 IlpaBun



®dopmar A4 (210 x 297 mm)

[Iponomkenue npunoxenus N 18
K . 3.6, 4.19, 5.5 [paBun

IIPUJIOXEHNE K OIIMCU N
BJIEKTPOHHEX IeJl BPEMEeHHBIX
(cBemie 10 JleT) CPOKOB XpaHEHUS

3a ron
PeecTp HOKYMEHTOB (KOHTEMHEPOB SJIEKTPOHHHX IOKYMEHTOB) 3JIEKTPOHHOTO »eja:
<K >

N en. xp. IO omnmcu Hmexkc npesa

3aroJIOBOK Hejia

[Hara Per. N HaunmenoBanue nokymeHra O6wem, M6 | Ilpumeuanus
JOKyMEHTa | JIOKYMEHTa

1 2 3 4 5

HamMeHOBaHME OOJIXHOCTU
COCTaBUTEJIA OIUCU INonmnmce Pacumpporka nomnmcu

®opmar A4 (210 x 297 mm)

<*> CocCTaBJSIETCS HA KaXKI0E JJIEKTPOHHOE JIEJI0.



HauMmeHoBaHMe OpraHMn3almn

PEECTP OIIUCEN

Hauat

OKOHUEH

[Tpunoxenue N 19
k . 3.6, 3.11, 3.15 IlpaBun

®opmat A4 (210 x 297 mm)

ITponomxenue npuiioxenus N 19
k . 3.6, 3.11, 3.15 IlpaBun

N N N |Haspanu | KomuuectBo aen B onucu | Kpaiin | Koy | Konnue | [Tpume
1/ | GOHJ | ONIUCH | € OTTUCH e €CTBO CTBO YyaHue
a II0CTOSAH | BpCMEHHO 110 JaThl | JIUCTOB | DK3EMILIT

HOTO ro JTUYHOM B SIPOB
XpaHeHH | (CBBIILIE y ONUCH | OIKCH
o 10 net) | cocraBy
XpaHeHUs
1 2 3 4 5 6 7 8 9 10 11
Bcero XpaHuTrcd B apXumBe onMceﬁ, 3 HUX

IIOCTOAHHOTI'O XpPaHeHud

(umbpaMy M MNPONMCHIO)




BPEMEHHOT'O xXpaHeHus (cBoae 10 JeT)

IO JIMYHOMY COCTaBY

(ubdpaMy M NPONMCHIO)

(umdpaMmr ¥ HOPONMUCHI)

B TOM UYMCJIe IIOCTYIIMJIO B rony

B TOM UMCJIe BHOBIJIO B rony

(umdpaMr ¥ HOPONUCHI)
onucem

(umdpaMm ¥ OPONMCHI)
onmcemn

HamMeHOBaHME IOJIKHOCTM paboTHMKA
apxyBa OpTaHMB3alMK, COCTaBUBIIEIO
peecTp onmuceu

jafedissizie)Zi

HammMeHOBaHMe OOJIXHOCTU
PYKOBOOMTEJNA apxuBa (Jauua,
OTBETCTBEHHOT'O 3a apXUB)

rnogrimcum

IlaTa

YTBEPXIAI

PyKOBOOUTEJL OpraHM3almun,
nepenamnumey ITOKYMEeHTE

[Homnmce Pacumopporka
NOIONNCH
IlaTa I[leuaThb

(umbdpaMy ¥ HOPONUCHI)

[Nomnmcse Pacumpporka nOONMUCHK

Moonmce PacumppoBka nonnmcu

YTBEPXIAI

PykopomuTesib OpITaHM3aLUM,
IpUHUManley ITOKYMeHTE
[Homnmce Pacumopporka
IOONNCH
IlaTa
leuaTsb

®opmar A4 (210 x 297 mm)

[Tpunoxenne N 20
K 11. 3.15 IIpaBun



AKT

N

npreMa-rnepenady apxMBHEIX
IDOKYMEHTOB Ha XpaHeHMe

(ocHOBaHME Iepenaun)

(HazBaHMe IHepemaBaeMoro QoHna)

cmaj,
(HaBsBaHMEe opraHM3alUuM, [epelapley OOKYMEHTH)

a IPUHATL
(HazBaHMe OopraHM3aluM IPMHMMAIEN NOKYMEHTEH)

IOOKYMEHTH Ha3BaHHOTO QOHIA M HAyYHO-CIPaBOUYHHM allapaT K HUM:

N /i HasBanne, Homep onucu KonungectBo KomnuectBo | IIpumeuannus

9K3EMIIISIPOB Ca. Xp.
OIMnuCUu
1 2 3 4 5

VTOoro HOPpMHATO en. xp.

[lepenmauy HOPOUBBEJIN: [lpyeM OpomM3BEJINM:

JOJIXHOCTB [Mopnuce PacumppoBka JOJIXHOCTB [Mopnuce PacumpporBka

IIOoONMCHm IIOoOInncCm
Hara Iara

doHpmy npmucBoeH N

VI3MeHeHUS B YyUeTHHE IOKYMEHTH BHECEHEH.

JOJIXHOCTB

I[lopnmce

Pacumbporka nomnmucu




IaTa

HauMeHOBaHMe OpTraHMU3aLuUn

AKT YTBEPXIAIO
N PykoBomuTess opraHm3almumu
O BHIEJIEHUM K YHUUTOXEHMIO
APXMBHEIX OOKYMEHTOB, [Nognuce Pacumpporka
He I[oIJjiexalliX XPaHeHMUI IoOnmcu
HaTa

Ha ocHoBaHmum

(HaSBaHVIe M BBEIXOIHBIE HOAaHHEIE TE€pPEeYHA ITOKYMEHTOB C YKa3aHMEM

CPOKOB UMX XpPaHEeHUHd)
OTO@paHbI K VYHUUYTOXEHUMIO Kak He vMemnume HaquO—MCTOqueCKOﬁ LIIEHHOCTM "
y'I‘pa'I‘MBHH/Ie npaKTquCKoe 3HaUeHMe IOOKYMEHTEL @om:a N

(HazBaHMe QOHIAa)

N 3aroJIoBOK Jiea I'onet | Homep | Homep en. | Konuuec Cpoku [Tpumeu
n/n (rpynmoBoi OIKCH Xp. 1O TBO €. | XpaHEHHUA U aHue
3aroJIOBOK <*F> OTIHCH Xp. HOMEpA
JIOKYMEHTOR) cTaTel 1o
MIEPEYHIO
1 2 3 4 5 6 7 8

®dopmar A4 (210 x 297 mm)

[punoxenne N 21
k . 3.15, 4.11, 4.13 [IpaBun






NToro en. xp. 3a TOIHI.
(undpamMm M OPONMUCHIO)
Onucu meyl MOCTOSHHOTO XPaHeHUud 3a TOmEl yTBepXIOeHH JIIK

(HaMMEHOBAaHME APXUBHOTO YUPEXKICHMS)
(mpoTokoJ OT N )

HamvMeHOBaHME IOOJIKHOCTMU
PYKOBOIUTEJNA apxuea (amuua,

OTBETCTBEHHOT'O 3a apXWuB) [loonucob PacumdpoBka NOIOIUCU
COT'JIACOBAHO

[IpoTokosi IIBK (9K) opraHmzauum

oT N

<*> [Ipu BbIIEIECHUU K YHUUYTOXKEHHIO JOKYMEHTOB IIPU MOJTOTOBKE /€] K Iepeaaye B
apXx¥B OpraHu3anuu rpadsl 4, 5 He 3aMOIHSIIOTCS.

[Iponomxenue npunoxerus N 21
k . 3.15, 4.11, 4.13 IlpaBun

IOKYMEHTEl B KOJIMUECTBE en. xp.:
- Ha OyMaxXHOM HOCUTeJIe BECOM KI' CIaHB
Ha YHUUTOXEHUE;

- Ha DJIEKTPOHHOM HOCUTEJIe CHaHBl Ha YHUUTOXEHUE

(crmoco® YyHMUTOXEHMUS)

HamMeHOBaHMe HOOJDKHOCTU pab®OoTHMKA,
CIOaBUIeTO IOOKYMEHTEL Iloonmce PacumdppoBKa MNOONMUCHK

ITaTa

VIBMEHEHMA B YyUETHBEE IOKYMEHTEl BHECEHEH.
HamMmeHOBaHME IOOJIXHOCTU paGOTHMKa
apXI/IBa ;, BHeCIeI'O M3MEHEHUA

B Y4YE€THBEIE IOOKYMEHTEI [lopnuce PaCLUM(i)pOBKa ImoOrnmcm

IDaTa

®opmar A4 (210 x 297 mm)



HammMeHOBaHMe opraHM3alumu

AKT

N

O HENMCIIPAaBMMEIX IIOBPEXIESHMAX

APXVBHEIX IOOKYMEHTOB

B boHme oOOHapyXeHH IOOKYMEHTH,

®oHnm N

YTBEPXIAIO

PykoBOIMUTEJIb OPIaHM3aALUU

[Momnmcse Pacumpporka
NOONMUCHU

DaTa

(HazBaHMe GQoHIa)

IIPVM3HAHHEBEIE HENMCIIPABMMO IIOBPEXIESHHBIMU

N | Onucs | En. xp. 3aroyI0BOK Kpaitnue natel | Kommvectso | CymHocTs 1
n/m N N MTOBPEKICHHBIX /1. JIUCTOB MIPUYHHBI
Xp. (o6bem, M6) | moBpexaeHus
1 2 3 4 5 6 7

[Tpunoxenue N 22
K 1. 3.15 [IpaBun



NToro 06Hapy>KeHo HEeNCIIPpaBMMO IIOBPEXIOEHHBIX

en. xp.
(umbpaMy M NOPONMUCHIO)
[lepeunCIIeHHEHE eI. XpP. [HOOJIeXaT CIMCaHMIO BBUIY:

HarvMeHOBaHME IOOJIKHOCTMU
pPyKOBOIOMTENS apxupa (nmuua,
OTBETCTBEHHOT'O 3a apxXuB) [loonuchb PacumdpoBka NOIOIUCU
COT'JIACOBAHO COIJIACOBAHO <*>
[IpoTokosi IIBK (9K) opraHmzauum [IpoTokoy 3K apxXMBHOTO yUpexXIeHMS
oT N oT N
JI3MeHEeHUs B yUeTHBHE INOKYMEHTH apxXMBa BHECEHEH.
HamMeHOBaHME IOOJIKHOCTM
paboTHMKA, BHECWEIO M3MEHEeHUS
B YUeTHEE IOOKYMEHTE [lomonuce PacumppoBKa NOONMUCHU
ITaTa

®opmar A4 (210 x 297 mm)

<*> Jlns JOKYMEHTOB, BKJIFOUCHHBIX B cocTaB ApxuBHOTO (hoHma Poccuiickoit deneparum.



HammMeHOBaHMe opraHM3alumu

HavMeHOBaHME CTPYKTYPHOI'O

nonpasnejyieHnus
OMUCH N
el
N | Uuneke 3arosoBOK jena Kpaiinue Cpox Konunuects | [Ipumeuanue
n/n | jgena JIaThI XpaHeHUs | O JINCTOB
<*>
1 2 3 4 5 6 7

HasBanue paznena

B maHHYI0 ONMCB BHECEHO

neJi

c N

JMTEPHEIE HOMEPaA:

(umppaMm ¥ MIPONUCEHIO)
no N , B TOM UMCJIE:

[IPOIIyUIEHHEIE HOMEPaA:

HamMveHOBaHME OOJIDKHOCTU
pykoBOoOUTEJIA CTPYKTYPHOI'O
InompasneJyieHnd

COT'JIACOBAHO
HavMeHOBaHMEe IOJIDKHOCTU
pykoBoOMUTeNd CJyx0Op JOY

[opnuce Pacumbporka nomnmucu

COTJIACOBAHO <**>
[lpoTokoJs 9K CTPYKTYPHOI'O
nompasnesyieHud

[Tpunoxenue N 23
k . 4.11, 4.31 [Tpasun



Iloomnmce

IlaTa

Pacumpporka
[Momnmcm

oT




<*>T'pacda ormyckaeTcs B OIMUCHU AeJ TOCTOSTHHOTO CPOKA XPaHEHHUSI.
<**> [Tpu Hanmmunu DK CTPYKTYpHOTO TOApa3ieIeHuUs.

[Iponomxkenue npunoxenus N 23
k . 4.11, 4.31 [pasun

[lepenan
neJt

(umdppaMm ¥ OPONMCHEI)
V71 PETUCTPALMOHHO-KOHTPOJILHEIX KAPTOTEeK K INOKYyMEeHTaM.
(umbpaMm M NPONUCHIO)

HamMeHOBaHME HOOJDKHOCTHM paboTHMKA

CTPYKTYPHOT'O INoIpasleliIeHUs [loonuchb PacumdpoBka NOIOMIUCU

[MprHAan neJt
(undpaMm M OPONUCHIO)

" PETUCTPALMOHHO-KOHTPOJIbHEIX

(umdpaMm M NOPONMUCHI)
KapTOTeK K IOKYMEeHTaM.

HavMeHOBaHME IOJIXKHOCTU
paboTHMKA apxXUBa [Momnmce PacumppoBKa NOONMUCHU

ITaTa

®opmar A4 (210 x 297 mm)



HammMeHOBaHMe opraHM3alumu

®oHnm N

ONnCh N
BJIEKTPOHHEIX HeJI, HOOKYMEHTOB

Nun/n | HUnanekc 3aroyi0oBOK Jiena Kpaiinue O6wem, MO | [Ipumeuanus
nena aTel <*>
1 2 3 4 5 6
HaumenoBanue pasnena
B DmaHHE pas3ldej ONMCY BHECEHO nen,

c N no N

(umbpaMy M MNPONMUCHIO)

oBbBEMOM

HamMeHOBaHMe OOJIXKHOCTU
PYKOBOIUTEJA CTPYKTYPHOTO
rompasnesieHnsa I[Toonuce

IaTa
COT'JIACOBAHO
HamMeHOBaHMe OOJIXHOCTU

pykoBoOMUTEeJNA CJyXxOp IOY

[Nomnmce Pacumpporka
[Momnucm

M6 .

PacumppoBka NOONUCK

COTJIACOBAHO <**>
[IpoToxon 3K CTPpyKTYypPHOITO
nogpasnesyieHus

oT N

[Tpunoxenue N 24
k . 4.11, 4.31 [Tpasun



ITaTa

<*> I'paca omyckaercss B OIKCH JIeJ]1 TTOCTOSIHHOTO CPOKA XPaHCHHUS.
<*#*> [1pu Hanmuuuu DK CTPyKTYpHOTO MoIpa3ieIeHHUs.

[Iponomxenne npunoxenust N 24
k rm. 4.11, 4.31 IlpaBun

[lepenan
e
(umbpaMy M NOPONMUCHIO)
u PETUCTPALMOHHO-KOHTPOJIbHEIX KAPTOTEK K IOKYyMeHTaM,
(umbpaMm M NPONMUCHIO)
0BBEMOM M6 .
HavMeHOBaHME IOOJIKHOCTU paboTHMKA
CTPYKTYPHOT'O NoIpasIelieHUs [loonucob PacumdpoBKa NOIOIMUCU
[IpuuAan neJt
(undppaMm M OPONMCHIO)
u PETUCTPALMOHHO-KOHTPOJIbHEIX
(undpaMm M OPONUCHIO)
KapTOTeK K IOOKyMeHTaM, OO0BeMOM M6 .
HauMeHOBaHME IOOJDKHOCTU
paboTHMKA apxXuBa [loonucob PacumdpoBKa NOIOIUCK

ITaTa

®opmar A4 (210 x 297 mm)



PUMIIOXEHME K OIIMCU N
BJIEKTPOHHEIX IOeJl, HOOKYMEHTOB

PeecTp IOOKYMEHTOB (KOHTEMHEPOB 3JIEKTPOHHHIX NOKYMEHTOB) SJIEKTPOHHOTO Jeja:
<F>
N em. xp. no omnmcu unexc peJia

3aroJIOBOK mejia

Jlara Per. N HaumenoBanue nokymenra
JOKYMEHTa | JOKYMEHTa

O6wem, M6 | Ilpumeuanus

1 2 3

HammMeHOBaHMEe IOOJIXKHOCTU
cocTaBUTeEJId OIMUCHU I[Toonuce

Cocrapnsercs Ha KaXXJ10€ 3JICKTPOHHOC ICIIO.

HaumveHoBaHUE OpraHMn3almn

Pacumpporka nomnmcu

[Iponomkenue npunoxenus N 24
k . 4.11, 4.31 [Tpasun

®opmar A4 (210 x 297 mm)

[Ipunoxenne N 25
K 1. 4.18 IIpaBun



HOMEHKJIATYPA IOEJI YTBEPXIA
PyKOBOOMTENb OpPTaHM3alun
Ha Toxn [Mopnucse Pacumpposka
MOONNVCHU
IDaTa
Nunexe 3aroyioBOK Jiena KonuuectBo | Cpok xpanenus | IIpumeuanue
jena en u N cTaTby 1o
MEPCUHIO
1 2 3 4 5

Hazpanue pasaciia

HavMeHOBaHME IOJIKHOCTU
pykoBomuTesda CJyxOel JOY
opraHu3alnmmn

Buza PYKOBOOUTEJIA apXMBa

(Mila, OTBETCTBEHHOTO 3a AapPXUB)

COTJIACOBAHO

[IpoToxos L3K (39K)
oT N

I[Toonuce

PacumppoBka NOONUCK

COTJIACOBAHO

[MpoTokosn SIK apxXMBHOI'O YyUYPEeXIEeHUA

oT

N

VToroBasa 3amucChb O Kareropmax um KoJudvecTBe nern,
Irogy B OpTraHM3aluumn

3aBElE€HHEIX B

ITponomxenue npuioxxenus N 25
K 1. 4.18 IIpaBun



ITo cpokam xpaHeHus

Bcero

B ToMm uncie:

MEPEeXOAAIIUX C OTMETKOM
HBHKH
1 2 3 4
ITocTossHHOTO
Bpemennoro (cBbimie 10 ser)
Bpewmennoro (mo 10 ner
BKJTIOYUTEIIHHO)
HUTOTI'O:
HammMeHOBaHMe OOJIXHOCTU
pPyKOBOOMUTENA CJyX0Opl JOY [Momnmce PacumppoBka NOONUCK
ITaTa
VIToroBrlEe cBeleHmAa nepe;:[aHbI B apXMB .
HammeHOBaHME OJOJIXHOCTWM JiMlia,
nepenaBlero CBeNeHUd [lonnuce Pacumpporka nomnmcu

IlaTa

®opmar A4 (210 x 297 mm)

[Tpunoxenue N 26
K 11. 4.18 ITpaBun



HammveHOBaHMe oOpTraHM3alumu

HavMeHOBaHME CTPYKTYPHOTO
nogpasnesyieHus

HOMEHKJIATYPA JEJI

Ha ronm <*>
Wnpexc 3aroJoBOK Jiena KomnyectBo | Cpoxk xpanenus | IIpumeuanue
nena ToMOB (4acteit) | u N cTaTbu 1o
HEPEYHIO
1 2 3 4 5

HazBanue pasaciia




HamMeHOBaHME IOOJDKHOCTU
PYKOBOOUTEJIA CTPYKTYPHOTO
nompasnesieHnsa [lopnuce Pacumbporka nomnmucu

IDaTa

COIJIACOBAHO <**>
[IpoTokosi 3K CTPYKTYPHOI'O
rnompasneJieHus

oT N

®opmar A4 (210 x 297 mm)

<*> K HOMEHKJaType JeNl CTPYKTYPHOTO MOApa3AeiIeHUs M0 OKOHYAHHH KaJICHIAPHOTO
rofla COCTaBJIICTCSI UTOTOBasl 3amuch 1Mo (opme, yKa3aHHOM B MPWIOKEHUHU 25, W Jenaercs
OTMETKa O Tepeiaye UTOrOBbIX cBeleHui B ciryx0y JIOY opranuzamum.

<*#*> [Ipu Hamuuuu DK CTPyKTYpHOTO MOIpa3AeICHUS.

[Tpunoxxenue N 27
k . 4.19, 4.21 [paBun

BHYTPEHHAA OINCH
IOOKYyMeHTOB gneja N

N n/n | Peructpa Hara 3aroyl0BOK TIOKyMEHTa Howmepa mucros | [Ipumeuan
LIMOHHBIN | JOKYMEHTA Jena ue
UHJIEKC
JOKYMEHT

a
1 2 3 4 5 6
VToro IOKYMEHTOB.

(umdpaMm M NOPONMUCHIO)

KomnuecTBO JIMCTOB BHyTpeHHeI}I onncu

(undpaMm M HOPONUCHIO)
HamMeHOBaHME IOJIKHOCTM JIMlla,
COCTaBMBIIETO BHYTPEHHKI OIMCH

IOOKYMEHTOB Iejia [Nomonmce Pacumpporka NOONUCK

IaTa

®dopmar A4 (210 x 297 mm)



ITpunoxxenne N 28
K rm. 4.19, 4.24 TlpaBun

(HaMMeHOBaHME T'OCYIapCTBEHHOTO (MYHMUMIAJIBHOTO) apxuiBa)

(HaMMeHOBaHME OpIraHM3alUM)

(HaMMeHOBaHME CTPYKTYPHOTO MNOIpasIesieHNs)

IEJIO N

TOM N

(BaroJsioBok neja)

(kpalHMe IaTH)

O.N

Omn. N
. N

HammMeHOBaHMeE oOpTraHM3aLuMn
CrnpaBOYHEIE IOaHHEE OO OpIraHM3aluumn
(mouToBHM anpec, TenedoH,
TesedoH/dbakc)

APXVIBHAA CIIPABKA

N

(nara)

Ha N oT

OcHOBaHMue :

Ha amcTax
XpPaHUThb
®opmar A4 (210 x 297 mm)
[Tpunoxxenue N 29

K 1. 5.12 ITpaBun

Anpecart

TexkcT



JOJIIXKHOCTBE PYKOBOIOMTEJIA OpITaHM3aluun
(MM MHOTO YIOJIHOMOUEHHOTO MM JIiMlia) [Mognuce PaCLLIM(I)pOBKa ImoOrnmcm

[leuaTshb

daMuIMsa MCIIOJIHUTEJIA
Homep TesnedoHa

®opmar A4 (210 x 297 mm)
ITpunoxxenne N 30
K 1. 6.8 [IpaBuin
YTBEPXIAI YTBEPXIAI
(HaMMeHOBaHMe OOJIKHOCTM PYKOBOIMTEJS (HaMMeHOBaHMe OOJIKHOCTM PYKOBOIMTEJS
opraHmM3auuy, Iepenamlel ITOKYMEHTEH) opraHmM3aluuy, OPUHMMAKIEN NOKYMEHTH)
[Momonucse PacumppoBra NOONMUCHU [Noonucse PacumppoBka nomnmcu
ITaTa [leuaThb ITaTa [leuaThb
AKT
N

InprueMa-IiepenadmM apXMBHBIX
JOKYMEHTOB Ha XpaHeHNMe

(ocHOBaHME Iepenmauu)

(Ha3BaHMe IeperaBaeMoOTo GoHHa)

cpan,
(HaMMeHOBaHME OpTraHMBalMM, Hepenawlel OOKYMEHTEH)
(HaMMeHOBaHME oOpTaHM3alUuM, IPpMHMMAaIEN IOKYMEHTEH)
IPpUMHMMaeT Ha I'OCyHapCTBEHHOE XpaHeHMe INOKYMEHTH M CTpaxOBbBEe KONMM 3a
(romer)

12 CHpaBOQHbIﬁ arrapaT K HYM:

KoncynsrantlIntoc: npumedanue.
Hywmepanus rpad B Tabauiie JaHa B COOTBETCTBHH € O(UIIHATIBHBIM TEKCTOM JOKYMEHTA.



N n/n | Ha3Banue, HoMep onucu KomnuectBo KomndecTBO e muHMII [Ipumeuanue
3K3eMHJISIpOB XpaHeHI/ISI
OIIncHnu
1 2 3 4 6
VTOoTO OPUHATO en. xp.
(umdpaMm ¥ HNPONMCEI)
[lepemauy NPOU3BEJIN: [lpyeM npomM3BEJINM:
JOJIXHOCTB Mopnuce JOJIXHOCTB [Mopnuce Pacumpporka
Pacumpporka IOONNCH
TIOONMCU
IlaTa IlaTa

doHOy HOpPUCBOEH HOMEpP

VI3MeHeHUd B YUYeTHEIE IOJOKYMEHTEI BHECEHEI

JIOJIXHOCTB Ilomnmce

IlaTa

PacumppoBka OOOIUCU

[Tponomxenue npuiioxxenus N 30
K 1. 6.8 [IpaBun

®opmar A4 (210 x 297 mm)
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