MWHWUCTEPCTBO KY/IbTYPbl POCCUMCKOMN ®EAEPALIUMU

MPUKA3
ot 31 mapra 2015r. N 526

Ob YTBEPXAEHUU NPABUN
OPrAHU3ALNU XPAHEHUA, KOMNJIEKTOBAHUA, YYETA U UCMOJ/Ib3OBAHUA
OOKYMEHTOB APXMBHOIO ®OHAA POCCUIACKON ®EAEPALIUM U APYTUX
APXUBHbIX JOKYMEHTOB B OPTAHAX FOCYZIAPCTBEHHOM BJIACTH,
OPrAHAX MECTHOIO CAMOYNPABJIEHUAA N OPTAHU3ALUAX

B cooTtBeTcTBMM C NYHKTOM 2 Yyactn 1 ctatbu 4, yactbto 5 ctaten 14 depepanbHOro 3akoHa ot 22
oKTAGpsA 2004 r. N 125-®3 "O6 apxuBHom pgene B Poccuitickoin egepaumn” (CobpaHue
3aKoHopaTtenbcTBa Poccuiickont ®epepaumn, 2004, N 43, ct. 4169; 2006, N 50, cT. 5280; 2007, N 49, cT.
6079; 2008, N 20, cT. 2253; 2010, N 19, cT. 2291; N 31, cT. 4196; 2013, N 7, cT. 611; 2014, N 40 (u. Il), cT.
5320) n nocraHoBneHnem Mpasutenbctsa Poccuiickolt ®egepaumm oT 20 uona 2011 r. N 590 "O
MuHucTepcTBe KynbTypbl Poccuiickoit degepaumn" (CobpaHue 3aKoHopaTtenbcTBa PoccuiicKoi
depepauum, 2011, N 31, c1. 4758; N 44, cT1. 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, c1. 4239; N 33, cT1. 4386; N 41, c1. 5182; N
45, c1. 5822; 2014, N 9, cT. 909; N 30 (u. ll), cT. 4305; N 40 (u. lll), cT. 5426, N 48, cT1. 6860; 2015, N 2, cT.
491; N 4, cT. 664; N 9, cT. 1339) npuKasbiBato:

1. YTBepauTb nNpuaaraemble MpaBuia OPraHM3aLMM XPaHEHMA, KOMMNIEKTOBaHWUS, yyetTa M
MCMNONb30BaHUA AO0KyMeHTOB ApxmBHoro ¢oHga Poccuiickot dPegepaumm U APYrux  apXmMBHbIX
OOKYMEHTOB B OpraHax rocy4apCTBEHHOM B/1IaCTK, OpraHax MecTHOro CaMoyrnpaBAeHNA U OpraHM3aumsX.

2. HanpaBuTb HAcTOSLWMIA NPUKa3 Ha rocyAapCTBEHHYHO perncrtpauuto B MUHUCTEPCTBO OCTULLUK
Poccuiickon deaepauymn.

3. KOHTpO/Ib 33 WCMOJIHEHMEM TMPUKasa BO3/0XKUTb Ha NepBoro 3amectutens MwuHuctpa B.B.
ApucTapxosa.

MwuHucTp
B.P.MEANHCKUI

MpunoxkeHune

K NpuKa3y MuHucTepcTBa KyAbTypbl
Poccuiickon degepauymm

ot 31 mapTta 2015r. N 526

NPABUNA
OPrAHU3ALUUN XPAHEHUA, KOMNJNIEKTOBAHUA, YYETA U UCMOJIb3OBAHUA
DOKYMEHTOB APXMBHOIO ®OHAA POCCUIACKON ®EAEPALIUM U APYTUX
APXUBHbIX JOKYMEHTOB B OPFTAHAX FOCYZIAPCTBEHHOW BJIACTH,
OPFrAHAX MECTHOIO CAMOYMNPABJIEHUA U OPTAHU3ALINAX

|. OBLLUME NOJTOXKEHNA

1.1. Hactoawue MpaBuna opraHM3aLMM XPaHEHWA, KOMMIEKTOBAHMA, yYeTa M MUCNONb30BaHUA
AOKYMeHTOB ApxuBHOro ¢oHga Poccuitickolt depepaumm u Apyrmx apxmeHbIX AOKYMEHTOB B OpraHax
rocyfapCTBEHHOW BAACTW, opraHax MECTHOrO CamoyrnpaB/ieHUA M OpraHu3auuMax (ganee - HacToAwme
MpaBuna) paspaboTaHbl B COOTBETCTBUKN ¢ DesiepanbHbIM 3aKOHOM OT 22 okTAb6pa 2004 r. N 125-d3 "06
apxuBHom gene B Poccuiickoit Peaepaummn” (CobpaHue 3akoHomaaTenbcTea Poccuiickoit ®egepaumu,
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2004, N 43, c1. 4169; 2006, N 50, cT. 5280; 2007, N 49, c1. 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), noctaHoBNeHMeM [paBUTENLCTBA
Poccuiickon ®epepaumnm ot 15 mioHa 2009 r. N 477 "O6 yteBepaeHun MpaBua genonponssoacTsa B
desepanbHbiX OpraHax McnonHuTenbHolt Bnactn" (CobpaHue 3aKoHodaTenbcTBa PoccuincKoi
depepauum, 2009, N 25, ct. 3060); npukasom MUHUCTEPCTBA KY/IbTYPbl M MACCOBbIX KOMMYHUKaLMIA
Poccuiickon ®epepaunn ot 18 sHeapa 2007 r. N 19 "O6 yreepraeHnn MpaBna opraHM3aunm XxpaHeHus,
KOMM/IEKTOBAHMA, y4eTa N UCNO/b30BaHMA SOKYMeHTOB ApxuBHOro ¢oHaa Poccuitckont ®epepaumm u
OPYTMX aPXMBHbIX 4O0KYMEHTOB B FOCYAaPCTBEHHbBIX M MYHULMNAJbHbBIX apXMBax, Mmy3esax u 6ubamoTtekax,
opraHusaumax Poccuiickon akagemum HayK" (panee - [MpaBuna xpaHeHus) (3aperncrpupoBsaH
MwuHioctom Poccum 6 mapta 2007 r., peructpaumoHHbiii Homep 9059, "BroiieTeHb HOPMaTUBHbIX aKTOB
desepanbHbIX OPraHOB MCNOAHUTENbHOM Bnactu ot 14 maa 2007 r. N 20"), ¢ M3MeHeHUsaMmMU,
BHECEHHbIMM NPUKA3OM MUHUCTEPCTBA KY/IbTYPbl M MacCOBbIX KOMMYHMKaLMin Poccninckoint Pepepaumnn
ot 16 dpeBpana 2009 r. N 68 (3apeructpmpoBaH MuHioctom Poccum 5 mas 2009 r., pernctpalMOoHHbIN’
Homep 13893, "Poccuitckana raseta" ot 20 maa 2009 r. N 89), npukaszom MuHKynbTypbl Poccum ot 10
ceHTAbpa 2007 r. N 1273 "O6 yTtBepAeHUM GOPM YYETHbIX M UHbIX AOKYMEHTOB MO OpPraHn3auuu
XPaHeHUs, KOMMJIEKTOBAHMA, y4YeTa M MCNONb30BaHMA LAOKYMeHTOB ApxmBHOro ¢oHga Poccuiickoin
depepaumnm 1 4pyrux apxXmMBHbIX LOKYMEHTOB B rOCYAapPCTBEHHbIX M MyHUUMMNANbHbBIX apPXMBAX, My3eaX U1
6ubmMoTeKkax, opraHmsaumax Poccuitckol akazemuu Hayk" (3apeructpuposaH MuHioctom Poccun 9
oKTAb6pa 2007 r., pernctpaLmoHHblit Homep 10291, "BionneTeHb HOPMATMBHbLIX aKTOB deaepasnbHbIX
OpPraHoB UCMNOJIHUTENIbHOW BacTu oT 5 HoabpA 2007 r. N 45").

1.2. [Jeictene HacTtoAwmx [lpaBun He pacnpoCcTPaHAETCA Ha OpPraHU3aUMIo  XpaHeHMus,
KOMMNIEKTOBAHUA, y4eTa M MUCNOIb30BaHMA AOKYMeHTOB ApxmBHOro ¢oHaa Poccuitickoin ®epepaumm u
APYTMX aPXMBHbIX JOKYMEHTOB, COAEPKALLMX CBEAEHUSA, COCTABAAIOLLME FOCYAAaPCTBEHHYIO TaMHY.

1.3. TocyaapcTBeHHbIE OpraHbl, OpraHbl MECTHOrO CaMOynpPaBAEHUA MYHWLMNANbHOTO palioHa,
ropoACKOro OKpyra W BHYTPUIOpPOACKOrO paiioHa 06A3aHbl COo34aBaTb apXMBbl B LLEASX XPaHEHWUs,
KOMMNIEKTOBAHUA, y4eTa U UCNONb30BaHNA 0OPA30BABLUMXCA B MPOLLECCE UX AEeATe/IbHOCTU apPXMBHbIX
[ OKYMEHTOB.

1.4. OpraHu3aummn Bnpase Co34aBaTb apXuBbl B LLEAX XPaHeHUs 06pa3oBaBLUMXCA B NpoLecce ux
[eATeNbHOCTN apXMBHbLIX AOKYMEHTOB, B TOM YMC/AE B LLENAX XPAHEHMA U MCMONb30BAHWUA apXUBHbIX
[OKYMEHTOB, HE OTHOCALLMXCA K rOCYAapCTBEHHOM UAN MYHULMNANbHOM COBCTBEHHOCTM <1>.

<1> Yactb 2 ctatbm 13 dPegepanbHOro 3akoHa oT 22 okTabpa 2004 r. N 125-d3 "O6 apxuBHOM
aene B Poccuiickon depepaumn’.

1.5. 3agaunm n ¢GyHKUMKM apxuBa (LEHTPasbHOrO apxvBa) roCyfapCTBEHHOro OpraHa, OpraHa
MECTHOTO CaMOynpaB/ieHUs, OpraHM3auMM - WCTOYHMKA KOMIMJIEKTOBAHUA  TOCYAapCTBEHHOTO,
MYHWULMNANbHOIO apX1Ba ONPeaeNatoTca NOMOKEHMEM, YTBEPKAAEMbIM PYKOBOAMUTENIEM OpPraHM3aLun.

[I. OPTAHU3ALMA XPAHEHNA JOKYMEHTOB
APXMBHOIO ®OHAA POCCUNCKON OELAEPALNN U OPYTUX APXUBHbIX
OOKYMEHTOB B OPTAHU3ALINN

2.1. [JoKymeHTbl, obpasyrowmeca B AeATENbHOCTM OpPraHM3aLMW, COCTaBAAIOT AOKYMEHTANbHbIN
doHAa,.

2.2. Co3paHue [OKyMeHTasbHOro ¢oHAa OpraHusauMuM OCYLLEeCTBAAETCA MyTeEM COCTaBJ/IeHUA
HOMEHKNaTypbl aen, GopMmnpoBaHmMAa U oPOpPMIEHNA e Ha OCHOBE HOPMATUBHbLIX MPABOBbLIX AKTOB
Poccuiickon ®epepaumm, nepevyHert TUNOBbIX APXMBHbIX JOKYMEHTOB C YKa3aHMEM CPOKOB UX XpPaHeHWA,
YTBEPKAAEeMbIX B COOTBETCTBUM C MYHKTOM 3 cTaTbk 6 PenepanbHOro 3akoHa oT 22 okTabpsa 2004 r. N
125-®3 "0O6 apxmBHOM gene B Poccuiickoh ®enepaumn’, u nepeyHen AOKYMEHTOB, 0bpasyloLmMxca B
npouecce aeAaTenbHoCTU deaepasnbHbIX OPraHOB rOCYAaPCTBEHHOM B/IACTM, MHbLIX FOCYAAPCTBEHHbIX
opraHoB Poccuiickon ®Pepepaumn, a TaKKe B npouecce AeATENbHOCTM MNOABEAOMCTBEHHBIX UM
OpraHu3aunii, c ykasaHMem CPOKOB XpaHeHMA.

2.3. YacTtb fAoKymeHTanbHOro ¢oHAa, BKAKOYAOWAA AOKYMeHTbl ApxusHoro ¢oHaa Poccuiickoi
dbepepaunm, LOKYMEHTbI MO JIMYHOMY COCTaBY M AOKYMEHTbl BpeMeHHbIx (cBbiwe 10 neT) cpokos
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XPaHEeHWA, BK/OYEHHbIE B Y4YeTHble AOKYMEHTbl apXMBa, COCTaBAAET apXMBHbIN GOHA OpraHusaumm,
KOTOPbIV NOANEXKUT XPAaHEHUIO B apXMBE OpraHM3aumu.

JoKymeHTbl BpemeHHbIX (40 10 neT BKAOYUTENIbHO) CPOKOB XPaHEHUSA XPaHATCA B CTPYKTYPHbIX
nogpasaeneHmnsax OpraHM3auum M Mo MUCTEYEHUN CPOKOB MX XPAHEHMUA MNogaeXKaT YHUUTOXNKEHWUIO B
nopagke, ycTaHOB/MIEHHOM B NYHKTax 4.6 - 4.13 HacToAwmx MNpasua.

2.4. Buaamm apxmBHbix GOHA0B OpraHU3aLLMmM ABNAIOTCA:

apXMBHbIA ¢GOHA OpraHu3auMn, COCTOALWMIA M3 AOKYMeHTOB ApxuBHOro ¢oHaa Poccuinckom
depepaumnm u gpyrux apxmeBHbIX LOKYMEHTOB;

06beMHEHHbI apXUBHbIM GOHA, COCTOALLMUI N3 0DPa3oBaBLLUNXCA B NpoLiecce AeATeIbHOCTU ABYX
nnn 6onee opraHusaunin JokymeHToB ApxmsHoro ¢oHaa Poccuitckoit Pepepaunn n gpyrux apxXmBHbIX
[OKYMEHTOB, MMEIOLLMX Mexay coboi nCTopudeckn n/mam normieckm obycioBieHHble CBA3Y;

ApPXMBHAA KOMMEKUMA, COCTOAWAA M3 OTAENbHbIX aAPXUBHbIX AOKYMEHTOB Pa3/IMYHOrO
NPOUCXOXKAEHUS, Ob6bEeOMHEHHbIX MO OAHOMY WAM HECKOJIbKMM MpuU3HaKam (TemaTuyeckomy,
aBTOPCKOMY, BUZAOBOMY, OB bEKTHOMY).

2.5. ApxuBHoMy ¢oOHAY oOpraHusauuM  NPUCBaMBAalOTCA  Ha3BaHWe, COOTBETCTBYHOLLEe
HAaMMEeHOBAHWIO OpraHM3aL MM, U HOMep B NOPALKe, onpeaeneHHOM NyHKTOm 3.8 HacToswwmx Mpasun.

2.6. ApxuBHble A O0KYMEHTbI OpraHU3aLMM COCTaBAAT OAUH (eAMHbIN) apXUBHbIN doHA:

00 M noc/e peopraHusaumMn, a TaKKe W3IMEHEHMA CTPYKTYpbl, LUTATOB, €CAN YKas3aHHble
MepPOnNpPUATUA He NOB/EKAN 33 COOOI U3MEHEHUSA Leel U NnpeaMeTa AeATe/IbHOCTM OpraHu3aunu;

[0 M NOC/e U3MEHEHWA TEPPUTOPUAbHbBIX TPaHUL, AEATENIbHOCTU OPraHN3aLmu;

B C/ly4ae CMeHbI yupeautens.

B cnyyae u3MeHeHMA COBGCTBEHHMKA MMYyLLECTBA OpraHM3auMM apPXMBHbIE  [OKYMEHTbI
OpraHM3aunn A0MXKHbI BKOYATLCA B pa3Hble apXuBHble GOHAbI.

2.7. B cnyyae peopraHusaLmu opraHusaumm ¢ nepegadert GyHKLMA BHOBb CO34aHHON UAU UHOM
OpraHM3aunn BCe apxmMBHble AOKYMEHTbI NepeaatoTcs OpraHn3aLMm-npaBonpeemMHUKY U BKAOYAOTCA B
apxXuBHbIN doHA nocnegHen.

JOKYMEHTbl NOCTOAHHOIO XPaHEHUA M [AOKYMEHTbl MO JIMYHOMY COCTaBY JIMKBUAMPOBAHHbIX
OpraHM3aunin AOMKHbI NepenaBaTbCA B YNOPAAOYEHHOM COCTOSHUW Ha XPaHEHUEe B COOTBETCTBYIOLLMIA
rocyAapcTBeHHbIN (MyHULMMNAbHbIN) apXMB.

2.8. XpOHONOIMYECKMMM FPaHULAMK apxueHoro poHaa ABaatoTcA <1>:

<1> MopgnyHKT 2.8.6 nyHKTa 2.8 NpaBuna xpaHeHuUA.

ANA apxmBHOro GoHAa OpraHMsauuKn - yYCTaHaB/AMBaeMble Ha OCHOBE HOPMATMBHbLIX aKTOB AaThl
CO34aHu1A U IMKBUAALMN OpraHnsaumn. Mpu HaAMYUM HECKONbKMX aKToB 06 06pa3oBaHUKM OpraHu3aLmm
NPUHUMaEeTCA faTa Hanbosee paHHEro U3 HUX;

AnAa obbeAMHEHHOro apxmMBHOro ¢GoHAA OpraHW3auuKM - AaTtbl CO3AaHMA Haubonee paHHen U
NIMKBUZAUNKN Hanbonee No3gHei No BpeMeHU AeATeIbHOCTU OPraHU3aLnn, A0KYMEHTbI KOTOPOW BOLWWAK
B COCTaB 06beAMHEHHOIO apXMBHOro GOHAa;

ONA AQPXMBHOM KONNEKUMM - AaTbl CAMOTO PAHHErO M CaMOrO NO34HEro AOKYMEHTa.

2.9. ApxuBHble OOKYMEHTbI LO/KHblI XPAaHUTLCA B CUCTEMATM3MPOBAHHOM MOpALKe B Npeaenax
apxmBHoOro ¢oHAa. EanHULEN cucTeMaTM3aUNN AOKYMEHTOB apXMBHOrO GOHAA B apxmMBe OpraHM3aumu
AB/IAETCA COBOKYMHOCTb APXMBHbIX AOKYMEHTOB MAN OTAE/IbHbIA AOKYMEHT, OTHOCALWMECA K O4HOMY
BONPOCY AeATENbHOCTU OpraHM3aLmu (aanee - eANHULA XpaHeHUA).

2.10. EAVHMUDBI XpPaHEHMA A0MKHbI ObITb CUCTEMATU3UPOBAHbI, BHECEHbI B ONUCU U 0DOPM/IEHDI B
nopagkKe, obecneymBatoLLeM yYeT, MOUCK U UCNO/Ib30BAHNE apXUBHbIX LOKYMEHTOB.

2.11. EAVHMLbI XpaHEHWUA apXMBHOrO GOHAA CUCTEMATU3UPYIOTCA B COOTBETCTBUM CO CEAYOLMMMU
Nnpu3HaKamu:

CTPYKTYPHbIA  (MPUHAANEKHOCTb  €AMHWL, XPaHEeHWs K  CTPYKTYPHbIM  NogpasaeseHuam
opraHusauuu);

XPOHONOrMYECKMIA (MO Neproaam Uan fatam, K KOTOPbIM OTHOCATCA e4MHULbI XPaHEHUS);

dYHKUMOHANbHbIN, OTpacneBol, TemMaTUYeCKUMW, NPeaMETHO-BOMPOCHbIN (C yyeTom GYyHKUUM
OpraHM3aunmn, TEM MAN BOMPOCOB, KOTOPbIX KAaCaeTCs CoAePrKaHNe equUHUL, XPaHeHNA);

HOMMHabHbIM (MO AEN10NPON3BOACTBEHHON PopMe - BUAAM U Pa3HOBUAHOCTAM LOKYMEHTOB);


consultantplus://offline/ref=3AD3A38240EE739A2D68AFFA2B16BCB31D945A1FD796595E7FAB873D9449DA67DE6A8D249E96C4d5oEF

KOPPECNoHAEHTCKUI (Mo opraHM3aumam, B pesynbTaTe Mepenucku ¢ KoTopbiMu 0b6pa3oBanunch
eANHULLbI XpaHeHUs);

reorpaduyecKkmii (B COOTBETCTBUMN C OnpenesieHHbIMU TEPPUTOPUAMM, HACEEHHbIMN MYHKTaMKU U
APYTMMK reorpadruyeckMMmn 06beKTamMM, C KOTOPbIMM CBSI3aHO COAEpP)KaHUEe LOKYMEHTOB, aBTOpbI,
KOppPEecnoHAeHTbI);

aBTOPCKUI (MO Ha3BaHMAM OpraHusauuii UAM GaMUAMAM TpaXk4aH, ABAAIOWMXCA aBTOpPamMu
[OKYMEHTOB).

2.12. lokymeHTbl, Bowealune B 06beANHEHHbIW apXUBHbIN GOHA, pacrnosaratoTca No 3Ha4YMMOCTH
doHao00b6pa3oBaTenien, MO XPOHONOMMU CO3AaHUA [AOKYMEHTOB, MO andasBuTy HasBaHMN U APYrUM
npusHakam. B npepenax Kaxgoro ¢oHaa, Boweawero B OObeAMHEHHbIA apxXuBHbIN  GHOHA,
NPUMEHSAIOTCA MPUHLMIMbI CUCTEMATM3ALLMN, BbIBOP KOTOPbIX ONpeaenseTca XxapakTepomM AesTe/bHOCTH
KOHKPETHbIX OPraHn3aLLnii, CocTaBom M 06 beEMOM AOKYMEHTOB.

2.13. CucremaTtnsauma SOKYMEHTOB apXMBHOM KOMEKUUM onpeaenaeTca TeMAaTUKOM M COCTaBOM
[OKYMEHTOB.

2.14. CoxpaHHOCTb [OKYMEHTOB B apxuBe oOpraHuMsaumMm obecrneymBaeTcd KOMMJIEKCOM
MepPONpPUATUIA MO CO34aHUI0 HOPMATUBHBIX YCAOBUM, COBNIOAEHUIO HOPMATUBHBLIX PEXKUMOB U
Haa/Nexalleld opraHM3auMmM XpaHeHWUA OOKYMEHTOB, WCKNOYAKOWMX XULIEHMEe U yTpaTy MU
obecneumBatowmx nogaeprkaHne B HOpmMaabHOM GU3NYECKOM COCTOAHUM.

B Komnnekc paboT no obecneyeHUtO COXPAHHOCTM AOKYMEHTOB apXMBa OpPraHW3auum
BK/ItOYAtOTCA:

npegocTaBAeHMe NOMeLLLEHMA A8 pasMeLLeHNA aPXUBHbIX LOKYMEHTOB;

obecneyeHne HOPMaTUBHbIX YCIOBUN XPaHEHUSA LOKYMEHTOB;

BbINO/IHEHWE TPEOOBAHMI K Pa3MELLLEHNIO OKYMEHTOB B apXMBOXPAHWU/ULLE;

NnpoBepKa HaIMYMA N COCTOAHMA LOKYMEHTOB.

2.15. ObecneyeHne HOPMATMUBHbIX YCIOBUIM XPaHEHUA AOKYMEHTOB BK/OYAET:

OCHalLeHMe apXMBOXPaHUANLL clieumnanbHbiMm 060pyaoBaHUEM AN XPAHEHUA OOKYMEHTOB;

obopypoBaHMe MNOMELLEHMS apXxMBa OpPraHM3auMmn cpeacTBamM MOXKAPOTYLEHUS, OXPAHHON U
NoXapHOW CUrHanusaunen;

cobntogeHne NPOTUBOMOKAPHOIO PEXMMA;

cobntofeHne OXpaHHOTO PeXMMA;

CO34aHMEe HOPMATMBHbIX TEeMMepaTypPHO-BAAXKHOCTHOrO, CBETOBOrO pPEeXMMOB, NpoBeAeHue
CaHUTAPHO-TUTMEHNYECKMUX MEPONPUATUN.

2.16. ApxuB opraHmM3aLMn pasMmeLlaeTca B crneLmasibHO NOCTPOEHHbIX AU NPUCNOCOBAEHHbIX ANA
XPaHeHUs AOKYMEHTOB 34aHMAX AW B OTAE/bHbIX MOMELLEHMAX 34aHuA.

B apxuBe opraHusaLmnmn 40MKHbl ObITb NPesyCMOTPEHbI:

APXMBOXPaAHUIULLE;

nomelleHne ana Npuema, BPEMEHHOIo XpaHeHUs JOKYMEHTOB;

nomMeLlleHne Ana UCNosb30BaHUSA AOKYMEHTOB (YMTasbHbIMA 331, y4acTOK BblgayM AOKYMEHTOB U
MHOPMaLMOHHO-NOUCKOBbLIX CPEACTB);

paboune KoMHaTbl COTPYAHUKOB apXMBa OpraHmsaLmm, KOTopble AOJIXKHbI BbiTb N301MPOBAHbLI OT
NOMELLEHWUN, TAe XPaHATCA apXMBHbIE JOKYMEHTbI.

He ponyckaeTca pasmelleHne apxmsa opraHM3auumn B NoABasbHbIX U YepAadYHbIX MOMELLEHUSX.

2.17. ApxnBOXpaHUAULLE AOKHO BbITb YAaNeHO OT NabopaTopHbIX, NPON3BOACTBEHHbIX, ObITOBbLIX
NOMELLEHUN U HE MMETb OBLLMX C HUMU BEHTUNALMOHHBIX KaHanoB. ApXMBOXpPaHUAULLE OTAENsETCA OT
COCeAHMX MOMELLEHWUIN HECropaemMbiMWU CTEHAMU U NEPEKPLITUSAMM C Npeaenamum OrHeCTOMKOCTU He
MeHee [ByX 4acoB. B apxmBoxpaHunuLie He [oMyckaeTcA Mpoknaaka Tpyb BoAoCHabXKeHua U
KaHa/M3auum, TEXHONOTMYECKNE UK BbITOBbIE BbIBOAbI BOAbI.

2.18. Mpwn pasmelLleHUN apXMBOXPaAHUAMLLE B CNeuuanbHOM MAM NPUCNOCOBAEHHOM 34aHUU
npegnoyteHne (NpPU paBHbIX TEMJOBbIX XapaKTepPUCTMKax) OTAAeTCA MOMELLeHUAM C CEeBEepHOM
OpUEeHTaLMEN OKOH.

MaTtepuanbl NOKPbITUA CTEH, MOJIOB, MOTO/NIKOB, BHYTPEHHEM apmaTypbl apXMBOXPaHWUIULLA,
NpPUMeHsiemMble NPW U3roToB/eHUM 0bopyaoBaHMA U CPeACTB XPaHEHWUS apPXMBHbIX OOKYMEHTOB, He
OOJ/KHbI BblENATb arpeccuBHbIe XMMMUUYECKUe BeLecTBa U 6biTb UCTOYHUKOM MblN.

2.19. ApxuBOXpaHWUAULLE [O/KHO WMMETb ECTECTBEHHYHO WM WCKYCCTBEHHYIO BEHTUAALMIO,



obecneumBaloLLyl0 PeUUpPKyALMIO BO34yXa, CTabMAbHOCTb TemnepaTypHO-BAAXKHOCTHOIO PeXKMMa,
OYMUCTKY BO34yXa OT MbIJIM U arPecCMBHbIX NMPUMECEN, 3 TaKXKe O0TBeYaTb COBPEMEHHbIM TpeboBaHMAM
KOMMNAKTHOCTU M SKOHOMWYHOCTH.

ApPXMBOXPAHUANLLE AOKHO MMETb BbIXOAbl K IMGTaM M NECTHUYHDBIM KNETKAM.

2.20. ApxnBOXpaHMAULLA (32 UCKIOYEHMEM aPXMBOXPAHUINLL, PACMO/AraloWMXCs HAa OXpPaHAEeMOWn
TepputopuKn) obopyayloTcs OBEPSAMM C  MOBbLIWEHHOW TEXHUMYECKOM YKPEenIeHHOCTbIo MpPOoTMB
BO3MOXHOIO B3/1TOMa, OCHALLLEHHbIMM 3aMKaMM MOBbILLEHHON ceKpeTHOCTU. OKHa NOMeLLLeHWI NepBoro
aTa)ka A0/IKHbI 6bITb 060pYA0BaHbI 3aNMPAIOLLMMUCA pelleTKamm <1>.

<1> MNognyHkTbl 2.11.1.1 - 2.11.1.2 nyHKTa 2.11 Mpasun xpaHeHuUA.

2.21. Bce nocTynawoLwme B apxmB OpraHM3aumMm SOKYMEHTbI Pa3MeLLatoTCA B apXMBOXPAaHUANULLAX
Ha CTaUlMOHApPHbIX M/MJ‘IM nepegsuXKHbIX MeTa/lJIMY4eCKUX CTensiaXax, B MeTaninyeckux LIJKad)aX Nnnn
KOHTENHepax.

CTennaxkm ponxHbl 6bITb YCTAHOB/IEHbl NEPNEHANKYAAPHO CTEHAM C OKOHHbIMM NMPOeMaMu, a B
nomeleHnmn 6e3 OKOH - € y4eToM ocobeHHoCTe MoMelleHus n obopyaoBaHusa. He ponyckaetca
pasmeLLeHMe CTENNAXKEW BNIOTHYIO K HAPYXKHbIM CTEHaM 34aHMA U K UICTOYHMKAM Tenna.

PacctaHoBKa cTennarkelr W WKapoOB OCYLWLECTBAAETCA B COOTBETCTBMM CO  C/edylowmmu
TpeboBaHMAMM:

paccToaHue MeXXay pagamMu cTennaxken (rnasHbl npoxod) - He meHee 120 cm;

paccToaHue (NPoxoa) MmeXKay CTennarkamm - He meHee 75 cm;

PacCTOAHUE MEXKAY HAPYKHOWM CTEHOM 34aHMA U CTeNNaKamu, NapaniefibHbIMU CTEHE - HE MeHee
75 cm;

paccToAHMe MeXKay CTEHOWN M TOPLOM CTeNNaxa uan wkada (obxoa) - He meHee 45 cm;

paccToAHME MeXAay NOJSIOM W HUMKHEN MONKOKN cTennaxa (WKada) - He meHee 15 cM, B LOKO/bHbIX
3Tarkax - He meHee 30 cm <1>.

<1> MopgnyHKT 2.11.3 nyHKTa 2.11 MNpasunna xpaHeHmA.

2.22. TpOTMBOMOXKAPHbIN PEXUM B 34aHMAX, FAe pPa3MeLLaeTca apxXuB OpraHusauuuv, U B
APXMBOXPAHU/IMLLAX YCTAHAB/IMBAETCA B COOTBETCTBUM C HOPMATMBHBIMW MPABOBbIMM  aKTaMM
Poccuiickon depepaumm B 061acTh NoXKapHoOW 6e30nacHOCTH.

2.23. OxpaHHbIN pexmnm obecneuymaercs nNytem 0OOPYAOBAHUSA ApPXMBOXPAHWMLL, @ TaKXKe
APYTMX MOMELLEHUI, TAe MNOCTOAHHO WAW BPEMEHHO XPAHATCA apPXMBHbIE AOKYMEHTbI, cpencTBamu
OXpaHbl, 06ecrneymBaloLLMMM KOHTPO/Ab [AOCTyNa B aPXMBOXPAHUAMULLE W MNOMELLEHMA apxuBa, U
cobnogeHnem nopAagKa caavyum nog, oxpaHy M CHATUA C OXpaHbl, YCTAaHOB/IEHHOTO PYyKOBOAMTENEM
opraHusauum.

B cnyvae BblgauM apxuBHbIX [OOKYMEHTOB BO BpeMeHHOe MOo/Ab30BaHME MO 3anpocam
rocyapCTBEHHbIX OPraHOB, OPraHOB MECTHOrO CaMOYMpPaBAEHMA M OpPraHU3aLMii BbIHOC M3 34aHUA
apxMBa WAW 30aHUA OpPraHM3aLMM aPXUBHbIX LOKYMEHTOB paspellaeTcA TO/AbKO MO CneuyanbHbIM
NPOMNyCcKam.

2.24. ApxmBHble A OKYMEHTbI CieayeT XPaHUTb B TEMHOTeE.

Bce Bugbl paboT ¢ AOKYMEHTAaMM A0XKHbI NPOBOAUTLCA MPU OFPAHUYEHHbIX MAN TEXHONOMUYECKM
HEeOBXOAMMbIX YPOBHAX OCBELLEHMS.

3awmTa AOKYMEHTOB OT AeNCTBMA cBeTa obecneymBaeTcs XpaHEHWEM L0KYMEHTOB B KOpoOKax,
nankax u nepenseTax, B WWKadax UM Ha CTennaxax 3akpbIToro Tuna.

EcTecTBEHHOE OCBeLLEHME B apXMBOXPaHUIMLLE AONYCKAETCA NPU YCIOBUN NPUMEHEHMNA HA OKHaXx
cBeTopaccemBaTesiei, 3alUTHbIX GUABTPOB, LUTOP, KaNko3M, HAHECEHHbIX Ha CTeKAO0 MOKpbITMKA. [na
WCKYCCTBEHHOTO OCBELLEHUA NMPUMEHAIOTCA NIAaMMbl HaKaAMBaHMA B 3aKpbITbiX NAadoHax € rnaakom
NOBEPXHOCTbIO.

YpoBeHb OCBELEHHOCTM B [AMana3’oHe BWAMMOIO CMeKTpa He [AO/KeH MnpeBblwaTtbh: Ha
BEPTMKa/IbHOM NOBEPXHOCTM CTE/I/IaXKa, Ha BbICOTE OAHOro MeTpa oT nosa - 20 - 50 ntoKcoB, Ha pabounx
ctonax - 100 ntokcos <1>.
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<1> NoanyHKT 2.11.2.4 nyHKTa 2.11 MNpasBun xpaHeHuUA.

2.25. B apxnBOXpaHUANLLE ANA XPAHEHMA OKYMEHTOB YCTaHABAMBAIOTCA cneaylolme napameTpbl
TemnepaTypHO-BAAXKHOCTHOIO pexuma: <1>

<1> NopanyHKT 2.11.2.3 nyHKTa 2.11 MNpasBnn xpaHeHuUA.

ONA XpaHeHUsA LOKYMEHTOB Ha BymarKHOM HocuTene - temnepaTypa 17 - 19 °C, oTHocuTelbHasA
BMIaXKHOCTb BO3ayxa - 50 - 55%;

ONA LOKYMEHTOB Ha MArHUTHbIX AMCKaX U AUCKOBbIX HakonuTenax - 8 - 18 °C n 45 - 65%;

ANA LOKYMEHTOB Ha onTu4eckux amckax - 10 - 23 °C n 20 - 50%;

0N [OKYMEHTOB HA KMHOMJ/IEHKE:

C HUTPOOCHOBO - YepHO-6enble: TemnepaTypa He Bbiwe 10 °C, uBeTHble: TemnepaTypa He Bbile -5
°C;

¢ 6e3onacHoi ocHOBOW - YepHo-besnble: TemnepaTypa He Bbiwe 15 °C, uBeTHble: TeMnepaTypa He
Bblwe -5 °C;

ansa GoTo40KYMEHTOB:

yepHo-6esble - TemnepaTypa He Bbiwe 15 °C;

LBeTHbIE - TemnepaTypa He Bbiwe -5 °C.

OTHOCKTENIbHAA BNAXKHOCTb BO3AYyXa, He0b6XoaMMan AN XpaHEHUA AOKYMEHTOB Ha KMHOMNEHKE U
doTogoKkymeHTOB, cocTasnneT 40 - 50%.

2.26. B apxvBOXpaHWAUWE C HeperyimpyembiM KJAMMATOM  OO/KHbl  OCYLLECTBAATHCA
MepOoNpUATUA MO ONTMMM3ALUN TEMNEPaATYPHO-BAAKHOCTHOTO PEXMMA C NPUMEHEHWEM OTOMJEHUA U
NPOBETPUBAHUA MOMELLEHWUIN, @ TAKKE MEXaHUYECKUX CPenCTB YBNAXKHEHUA WAM OCYLIEeHWMA BO34yXa.
Peskne KonebaHua (ce3oHHble M B TeYeHWe OAHWMX CYTOK) TemnepaTypbl (+/- 5 °C) U OTHOCMTENbHOW
BNAXHOCTM BO3ayxa (+/- 10%) He gonycKatoTcs.

Mpn [ANTENBHOM HapyleHUW TemnepaTypHO-BAAXKHOCTHOrO pexuma (oT 3 cyTtok u bonee),
COMPOBOXKAAOLLEMCA NOBbILEHNEM OTHOCUTENLHOM BAAXKHOCTU BO3ayxa A0 70 - 90%, npuHUMatoTca
Mepbl N0 ero Hopmanusaumm (MHTEHCMBHOE NPOBETPMBAHME, OCYLLEHNE aPXMBOXPAHUANLLA).

TemnepaTypHO-BNAXKHOCTHLIA ~ PEXMM  KOHTPOAMPYETCA  MYTEM  PEryasipHOro  MU3MepeHus
TemnepaTypbl U OTHOCUTE/IbHOM BNAXKHOCTU KOMHATHOMO M Hapy»KHOro BO34yXa B O4HO U TO e BpemMs: B
KOHAVLMOHNPYEMbIX MOMELLEHUAX - He pexe 1 pasa B HeAesllo; B apXMBOXPAHUANLLIAX, HE OCHALLLEHHbIX
CUCTEMOM KOHAMLMOHUPOBAHMWA BO34yXa - 2 Pa3a B HEAE/IO; NPU HAPYLWEHMAX PeXMMa - 1 pa3 B CyTKM.

MoKa3aHMA KOHTPObHO-U3MEPUTENbHBIX MPUHOPOB GUKCUMPYIOTCA B PErMCTPALLMOHHDBIX KYPHANaX,
B KOTOPbIX TAK)Ke OTPAXKalTCA NpoBepKa NPaBUAbHOCTU MOKa3aHUI NPUMOOPOB M Mepbl, MPUHATbIE NO
HOpMa/IM3auum TeMnepaTypPHO-BAAXKHOCTHOIO PeXKUMa B C/Ty4aAaX ero HapyLeHus.

Mpn HanUMuMM B 343HMM apXMBa LLEHTPANM30BAHHOM cucTemMbl obecrneyeHua cobatofeHus
TeMMNepaTypHO-BNAXKHOCTHOTO peXMMa B MOMELLEHUAX, TAe XPaHATCA LOKYMEHTbl, KOHTPOJIb 33 €ro
cobnoaeHNeM OCYLLLECTBAIAETCA B aBTOMATUUYECKOM PEXUME.

2.27. TomelleHMA apxmBa OpraHM3auuM [OJIKHbI COAEpPXKaTbCA B YMUCTOTE, B YC/0BUAX,
WCKNIOYAOWMX BO3MOXKHOCTb MNOABNAEHUA MNECEHU, TPbI3yHOB, HACEKOMbIX, MblAW. B nomeleHUAx
APXMBOXPAHUAULL, [0/XKHA ObiTb obecnevyeHa cBOOOAHAs UMPKYAAUMA BO34yXa, WCKALOYatoLWan
06pa3oBaHNE HENPOBETPMBAEMbIX 30H, OMACHbIX B CAHUTAPHO-6MONOrMYECKOM OTHOLLEHUN.

B nomeLLLeHMAX apPXMBOXPAHNANLL, HEOHXOAMMO:

NPOBOAUTb CUCTEMATUYECKYIO BAAXKHYHO YOOPKY;

He peXe OAHOro pasa B rof NpoBoguTb obecnblivBaHWE KOPOOOK C AOKYMeHTamu, WKados,
cTennaxkemu;

06pabaTtbiBaTb LLOKOMbHbIE YACTW CTENNAXKeW, MoJbl, MJAMHTYCbl, NOAOKOHHWMKW BOAHbLIMU
pacTBOpPaMM aHTUCENTUKOB.

2.28. [Ba pasa B roa (B Hayane M NO OKOHYAHMM OTOMUTENILHOIO CE30HA) AOKYMEHTbl W
NMOMELLEHUSA APXMBOXPAHUAWL, MOABEPraloTca obcnefoBaHUIO A8 CBOEBPEMEHHOro OOHapyrKeHus
HACeKOMbIX U neceHu. Mpu obHapyKeHUN BUONOTMYECKUX BpeanTenel NPUMHUMAIOTCA CPOYHbIE Mepbl
no Ae3nHGEKUMU U AEe3UHCEKLUWN AOKYMEHTOB U MOMELLEHUA CUMNaMKU PabOTHMKOB apxvBa, a npu
HEeOBOXOAMMOCTM - CUIAMM COOTBETCTBYIOLMX CNYKO.
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2.29. B apxuBOXpaHU/MLLE 3aNpeLlaeTcs HaxoAUTbCA B BEPXHEW oAeXKae, MOKPOM W rpsisHOM
06yBM; XpaHWUTb NOCTOPOHHWE nNpegmeTbl, MMyLecTBO M obopyaoBaHue, ynoTpebnATb MNULLEBble
NPOAYKTHI.

2.30. O6A3aTeNIbHbIMM YCA0BUAMM XPAHEHWUA SNEKTPOHHbIX LLOKYMEHTOB ABAAOTCA:

Ha/iMiMe B apXMBE OpPraHM3aLMM He MEHee [ABYX 3K3eMMAAPOB KaXKAOW efuHUUbl XPaHeHWUs
3NEKTPOHHbIX AOKYMEHTOB (OCHOBHOW M pabounii 3K3emMnaapbl AO0/XKHbI HaxOAUTbCA Ha pPasHbIX
dU3NYECKUX YCTPOICTBAX);

HaNM4Me TEXHUYECKMX W MPOrpPamMMHbIX CPeacTB, NpefHA3HaYeHHbIX ANA BOCNPOM3BELEHMUSA,
KOMWPOBAHUSA, MNepe3annucu 3NEKTPOHHbIX [OOKYMEHTOB, KOHTPONsA GU3MYECKOTO U TEXHUYECKOro
COCTOAHMUSA;

obecneyeHne pexMma XpPaHEHUA  SNEKTPOHHbIX [AOKYMEHTOB, WCK/IOYAKOLWEro yTparty,
HEeCaHKLUMOHMPOBAHHYHO PACCbI/IKY, YHUUTOXKEHNE MU UCKAXKeHNE MHOPMALUK.

2.31. MNepepaya TEKCTOBbIX 3NEKTPOHHbIX AOKYMEHTOB ANA XpPaHEHUA B apXuB OpraHu3auum,
ABNAIOWENCA MCTOYHMKOM  KOMMJIEKTOBAHMA FOCYAAPCTBEHHOrO W MYHMUMMNAAbHOFO  apXMBa,
ocyuiectensetca B popmaTe PDF/A.

2.32. B uenax obecneyeHus XpaHeEHWA, y4eTa U WUCMNONb30BAHWUS 3/EKTPOHHbLIX AOKYMEHTOB,
HaXOAALLMXCA HA XPAHEHUM B apXMBe OPraHU3auuu, OOMKHO NPOU3BOAUTHCA CMHXPOHHOE U3MEHEHUe
NPorpammHo-annapaTHON cpeabl B OpraHM3aunM U B apXMBe OpraHM3aLMu, a TaKKe CBOEBPemMeHHasn
nepesanuncb 3/1EKTPOHHbIX apXMBHbIX LOKYMEHTOB Ha HOBble HOCUTENN U B HOBble GOPMaTbI.

B npouecce xpaHeHMA 9INEeKTPOHHbIX LOKYMEHTOB B apXMBe OpraHu3aLmu He peXe 04HOro pasa B
5 net npousBOAUTCS TEXHUYECKMIA KOHTPOAb (U3BMYECKOrOo COCTOAHWA HOCUTENEN 3SNEeKTPOHHbIX
OOKYMEHTOB M BOCNPOM3BOANMOCTU 3/IEKTPOHHbIX AOKYMEHTOB.

B cnyyae ecam npu OCYyWECTBIEHUM TEXHUYECKOrO KOHTPOAA YCTaHOBAEHbl W3MeHeHUA
dU3NYECKOro COCTOAHMA HOCUTENIe 3/IEKTPOHHbIX AOKYMEHTOB, apXMB OpraHM3auuu Mo peLleHuto
pyKoBOAMUTENA OpraHM3auumM AOMKEH NPOBOAMTL PaboTy No nepesanmncy sNeKTPOHHbIX LOKYMEHTOB Ha
HOBble HOCUTENM.

Mpu n3meHeHun dopmaToB B pesysbTaTe NpeobpasoBaHUA MPOrpaMMHO-annapaTHOM cpeabl,
yXyglweHna BOCNPOU3BOAMMOCTU 3SNEKTPOHHbLIX AOKYMEHTOB apXuB OpraHuMsauuMm Mo peLleHuto
pyKoBOAUTENA OpraHU3aummn LOJKEH NPOBOAMTL PaboTy MO nepesanucu 3MeKTPOHHbIX AOKYMEHTOB B
HOBble popMmaTbl.

Mpu ocywecTBieHUn nepesanucu f[OSXKHA ObiTb obecneyeHa ayTEHTUYHOCTb, MNOJIHOTA,
OOCTOBEPHOCTb, LE/NOCTHOCTb WM  HEeU3MEeHHOCTb WHOOopMauMK, CcoAepsKalencs B 3SNEKTPOHHbIX
OOKYMEHTax.

TeKcToBble 31eKTPOHHbIE AOKYMEHTbI, NnoAsepriunecs nepesanucu B Hosble GopmaTbl U/MAK Ha
HOBbI€ HOCUTENU, A0/KHbI OTBEYATb TPEOOBaAHMAM, YCTAHOBEHHbIM MyHKTOM 2.31 HacToawwmx Mpasun.

2.33. lna onepaTMBHOrO 40CTYNA K 3NEKTPOHHbIM AOKYMEHTaM B CNPABOYHbLIX U MOUCKOBLIX Lenax
B apxuBe co3aaeTca GoHA NONb30BaHMA SNEKTPOHHbIX LOKYMEHTOB.

2.34. Bce noctynatwowme B apxms OpraHn3aumm AOKYMEHTbl Pa3sMEeLLAOTCA B apXMBOXPAHMANLLAX
Ha CTennarkax uam B WKadax B NopsagKe, COOTBETCTBYHOLEM OMNUCAM A€/, AOKYMEHTOB. [JOKYMEHTbI,
TeMNepaTypHO-BNAKHOCTHbIN PEXUM XPAHEHUA KOTOPbIX PA3/INYeEH, AO/KHbI pasmellaTbCa B PasHbIX
APXMBOXPAHUAMLLAX.

2.35. JokymeHTbl ApxmBHoro ¢oHaa Poccuitckonn Pepepaunm m gpyrme apxmeHble AOKYMEHTbI
OO/MKHbI XPaHUTbCA B KOpobOKax WAW Mankax, WM3roTOoB/eHHbIX M3 6e3BpedHbIX ANA AOKYMEHTOB
MaTepuranos.

DNEeKTPOHHbIE AOKYMEHTbl Ha dU3NYEeCKM 060CO6NEHHbIX HOCUTENAX Pa3MELLLAoTCA OTAE/IbHO OT
OPYrMX OOKYMEHTOB.

Ha KopobKu npuKknenBatoTca ApblkK, Ha KOTOPbIX YKasbiBaloTca: Homep doHAa, HOMep onucK U
KpailHMe HoMepa Aefl, pasMeLLEHHbIX B aHHOMN KOpobkKe.

MopAapoK pasmeweHnA YCTAaHABAMBAETCA B 3aBUCMMOCTU OT PACCTOAHUA MeXAOy MOAKaMMu,
dU3NYECKOTO COCTOAHMA €N, a TaKKe OT TBEPAOCTU MAU MATKOCTM nepenseTa. [ena, umerowme
TBEPAbIA NepenneT, YCTaHaB/AMBAOTCA BEPTUKANbHO; C MATKMM NepenneTtom UaM HenepenseTeHHble -
rOpPU30OHTaNbHO.

KopobKn He AonKHbI BbICTYNaTh 3a Npe/e bl NOJIOK CTENNAXKEN.

He ponyckaeTca XpaHeHMe [OKYMEHTOB B TPaHCNOPTHOW Tape, B wWTabenax, Ha nosay,



NOAOKOHHMKAX, NECTHMUYHbIX NAOWAAKaX U APYrnx He npeaHasHAYeHHbIX ANA XpPaHEeHUA AO0KYMEHTOB
mecTax.

2.36. Bce nomelleHMA apxuBa OpraHM3auMu, a TaKXKe CTennaku, WwKadbl, KOHTEMHEPDLI, MOKK
HymepytoTca. CTennaxku, wWKadpbl M KOHTEMHEPbI HYMEPYHOTCA B KaXKAOM apPXMBOXPaHWAULLE c/eBa
HanpaBo OT BXOAHOW ABEpMU, a MOJIKM Ha CTeNNaKax - No WwKadam cBepxy BHU3, C/1eBa HAMNpPaBo.

2.37. B uyenax onpegeneHmsa mecra XpaHeHUA AOKYMEHTOB B apXMBOXPAHWUAMLLE COCTABAAIOTCA
Tonorpadpuyeckune yKkasatenu: nocrennaxHole (npunoxexHme N 1), a npu 6onbwiom Konnyecrse GoHA0B -
nodoHgoBsble (MpunoskeHue N 2).

2.38. U3meHeHua, npoucxogAwme B pPasMELEeHUN [OOKYMEHTOB, [AOJIKHbl CBOEBPEMEHHO
OTpaKaTbcA B TOoNnorpaduyecknx ykasatensx.

2.39. B xo4e npoBepKM HaIMYNA U COCTOAHMA aPXMBHbIX JOKYMEHTOB B apXuBe opraHu3aumu:

yCTaHaBAMBAeTCA (AKTMYECKOe Ha/iMune efuHWUL, XPaHEeHMA U COOTBETCTBME  YYETHbIM
OOKYMeHTam;

BbIABAAKOTCA U YCTPAHAIOTCA HEA0CTAaTKM B yYeTe 4OKYMEHTOB;

BbIABNAKOTCA OTCYTCTBYIOLME AOKYMEHTbI M OPraHU3yeTca po3biCK;

BbIABAAIOTCA M Y4YMTbIBAOTCA  AOKYMeHTbl, Tpebyowme npodunaktuieckon  un/mam
pecTaBpaunMoHHO-NpodUnaKkTMYeckon obpaboTKu.

BbIABAAIOTCA WM YYMTbIBAIOTCA 3/1EKTPOHHbIE AOKYMEHTbl, Tpebylowme nepe3anncn Ha HOBble
3NEKTPOHHbIE HOCUTENIM, MPOBOAUTCA KOHTPOJIb PUINYECKOr0 U TEXHMYECKOrO COCTOAHMA eANHULY,
XpaHeHus, OCyLLeCcTBAAETCA NPOBEPKA Ha HaIMYne BpeOHOCHbIX KOMMbIOTEPHbIX NMPOrpaMmm.

2.40. MNMpoBepKa HaAMuMA U COCTOAHMA [AOKYMEHTOB Ha OYMarKHbIX HOCUTENSAX NPOBOAMUTCA B
apxvBe OpraHM3aLMn KOMUCCUEN AN He MeHee YeM ABYMA paboTHUKAaMM He perke oaHoro pasa 8 10
NIET, 3SNeKTPOHHbIX JOKYMEHTOB - He peXe o4HOro pasa B 5 ner.

2.41. Npu NpoBepKe HaZIMYUA U COCTOAHUA AOKYMEHTOB B apX1Be OpraHn3auum Heobxoammo:

COXPaHATb MOPALOK PaACNoONIOKEHUA AOKYMEHTOB Ha CTeNNarKax, B LWKadax U KOHTeMHepax B
COOTBETCTBUM C Tonorpadpuyecknmm ykasatenamu. Mpu M3mMeHeHMM PacnonoKeHua Aen Heobxoanmo
CBOEBPEMEHHO AeNaTb COOTBETCTBYHOLLME 3annCK B TONOrpadUUeCKUX yKasaTensx;

NOMeLaTb Ha MecTa HaZ/1eXKallero XxpaHeHna 06HApyKeHHbIe BO BPeMsA NPOBEPKM HEMPaBWUIbHO
pasmelleHHble egUHULbI XpaHeHUs;

M3biMaTb C nNocnenylowen U30NALMEN [OKYMEHTbI, 3apaKEeHHble MAEeCEHbID WAW  APYTMMU
61onornyeckMmmn BpeanTenamm (1A LOKYMEHTOB Ha ByMaXKHOM HocuTene);

M3bIMaTb eAMHULblI XPaHEHUA S/IEKTPOHHbIX OOKYMEHTOB, cojepXaline BpefoHOCHble
KOMMbIOTEPHbIE MPOrPaMMbl, MOMELLATb Ha CrneuManbHO BblAENEHHYD NOAKY (B AWMK) ana
nocneaywouiei o6paboTku;

M3bIMaTb U pa3meLlaTb BCae 3a yYTEHHbIMU AeNa, He BHECEeHHbIe B ONUCK.

BHeceHWe BbIABMEHHbIX B XO4e NPOBEPKM HEyUYTeHHbIX Aefl B ONUCb 3anpeltaerca. HeyuTeHHble
Aena nognexart 06paboTke U oNMcaHMIo Noc/e 3aBepLUEHMA NPOBEPKM.

2.42. NpoBepKa HanMuuA M COCTOAHMA AOKYMEHTOB NMPOBOAMUTCA NYyTEM CBEPKU OMNMcaTesbHbIX
CTaTen ONUCK C ONMCaHMEM AeN Ha 06N0XKKax.

®ur3myeckoe cocTosHUE Aen onpeaenaeTca nyTem BM3yasbHOro NpocmoTpa.

Jenatb Kakve-nMbo MNOMETKM WAW 3anucu B ONUCAX AeN WU APYITUX YYETHbIX [O0KYMEHTax
3anpeuiaerca. B KoHUe KaxaoM npocmMoTpeHHoM onucu aenaetca 3anucb "MPOBEPEHO" ¢ yKkasaHuem
HOMepa M AaTbl akTa NPOBEPKU HAMYUA U COCTOAHUA AOKYMEHTOB.

2.43. MpoBepKa Ha/NIM4YMA U COCTOAHMA AOKYMEHTOB CYMTAETCA 3aBEPLUEHHOM Moc/ie BHeceHuA
M3MeHEHWN, BbIAB/IEHHbIX MPOBEPKOM, B Y4ETHbIE AOKYMEHTbI apXmBa.

Mo pe3synbTaTam NPOBEPKW COCTABAAETCA aKT MPOBEPKU HANMUMA U COCTOAHUA APXMBHbIX
[oKyMeHToB (npunoxkeHune N 3). Mpn 06HAPYKEHUM OLIMOOK B YHETHBIX JOKYMEHTAX COCTaBASETCA aKT O
TEXHUYECKMX OLLIMOKAX B YYETHbIX AOKYMeHTax (npunoxeHune N 4). B cnydyae o6HapyKeHUs LOKYMEHTOB,
HEe OTHOCAWMXCA K JAaHHOMy GOHAY, apxvMBy OpPraHusaLuMKn, HEeyYTeHHbIX, TaKXe COCTaB/AeTcA
COOTBETCTBYHOLWMI aKT (npunoxkeHne N 5). YKasaHHble aKTbl MOAMNWUCLIBAIOTCA MCMOJHUTENAMMU U
YTBEPXAAOTCA PYyKOBOAMUTENEM OPraHM3auMn UAW ero 3amecTuTenem, Kypupyrowum AeATeNbHOCTb
apxuBa.

2.44. Ecnv nNpoBEpPKOM HaM4MA U COCTOAHUA [AOKYMEHTOB YCTAHOBNEHO OTCYTCTBME AeN U
OO0KYMEHTOB, OPraHM3yeTCA UX PO3bICK.



PO3bICK apXMBHbIX AOKYMEHTOB, He OBHAPYMKEHHbIX B XO4Ee MPOBEPKM, OPraHU3yeTca C MOMEHTA
BblABNEHWA OTCYTCTBMA M NPOBOAMTCA B TeyeHMe ogHoro roga. Ha gena, He obHapy)KeHHble B xoae
NPOBEPKN HAZIMUYUA U COCTOAHUS LOKYMEHTOB, COCTABAETCA aKT 06 yTpaTe AOKYMEHTOB (npunoxkeHue N
6), KOTOPbI pPacCMaTPUBAETCA SKCNEPTHON KOMUCCUEN (LLeHTPaIbHOM 3KCNepTHOM KoMuccmei) (ganee -
3K (L2IK) opraHmsaummn 1 yTBEPXKAaeTca PYKOBOAUTENEM OpraHusaumm uamn ero samectutenem. K akty
npUNaraeTcs CcrnpaBka O MNPOBEAEHUM PO3bICKA, MNOAFOTOB/MEHHAA W MOAMNWCAHHAs  JIMLLOM,
NPOU3BOAMBLLUMM NPOBEPKY. AKT 00 yTpaTe [AOKYMEHTOB MpPeACTaBAseTcA B COOTBETCTBYHOLUMIA
rocy4apCTBEHHbIN (MYHUUMNANbHbLIN) apXMB WM YNOJHOMOYEHHbIN OpraH WMCMOJHUTEIbHON BAACTM
cybbekta Poccuiickoit ®epepauum B obnactu apxvMBHOrO Aesia A4 MPUHATUSA PeLleHUMa O CHATUM
YTPAYeHHbIX 4EeN C yyeTa.

2.45. [1oKymeHTbl BblJAIOTCA M3 apPXMBOXPAHUAMULLA HA OCHOBAHWUM MUCbMEHHOrO paspelueHus
PYKOBOAUTENA apXuBa OpraHM3auMmM WAU ero 3amecTuTena (ecnm apxuMB SBAAETCA y4upeaeHuem),
PYKOBOAMUTENA CTPYKTYPHOrO NogpasaeeHma opraHm3aumnu:

paboTHMKaM CTPYKTYPHbIX NOAPa3LeNeHNN OpraHM3aLuuy;

cynebHbIM, MPaBOOXPaHUTENbHBIM UM MHbIM YNOJHOMOYEHHbIM OpPraHam B COOTBETCTBUM C
3aKoHogaTenbcTBoM Poccuiickon ®Pepepaumu;

WMHbIM NONb30BaTE/IAM NO NMMCbMEHHOMY 3aAB/IEHUIO.

[ OKyMeHTbI Bbl4AOTCA M3 apXMBOXPAHUINLL HA CPOK, HE MPEBbILWAOLWMNA:

OfHOro mecALa - 419 UCN0/b30BaHUA PabOTHMKAMM OpraHM3aL MM U MHBIMKW NOJIb30BATENAMY;

LLIeCTM MecALEB - CyaebHbIM, NPAaBOOXPAHUTEIbHBIM U MHbBIM YNOJHOMOYEHHbIM OpraHam.

MpooneHne YCTAHOB/IEHHbIX CPOKOB Bbl4auYM [AOKYMEHTOB [AOMNYyCKAaeTCA C  paspelleHus
PYKOBOOUTENA OPraHM3alMM Ha OCHOBAHWM MUCbMEHHOIO MOATBEPXKAEHMA MNOAb30BATENA O
coxpaHeHun/obecneveHmnm coxpaHHOCTU JOKYMEHTOB.

2.46. Bblgaya [LOKYMEHTOB M3 apXMBOXPAHWAMLLA PErucTpUpyeTcA B KHWUre Bblgauu Oen wu
odopmnseTca:

3aKa3om (cny»kebHol 3annCcKoi) Ha Bblgavy Aen;

aKTOM O Bblgaye Aesl BO BPEMEHHOE MNO/Ib30BaHME - NPU Bblgaye B CTOPOHHWE OpPraHM3aLUm
(npunoxkenwne N 10).

Mpu TpaHCNOPTMPOBKE AeN Ha tobble paccTosHUA obecneynBatoTca Mepbl MO OXPaHe U 3aLmuTe ux
OT BO34EeNCTBUS BpeaHbIX GaKTOPOB OKpY»KatoLwen cpeabl.

2.47. Bblgayy AOKYMEHTOB Ha 6yMarKHOM HOCUTENE U3 apXMBOXPAHUAMLLA U NpUem ux obpaTHo, B
TOM Yucne B caydyae HeobXoAMMOCTM MOJIMCTHYHO NPOBEPKY HANMUUMA U COCTOAHMA LOKYMEHTOB nepes
BblJayell W3 apXMBOXPaHMAMLE W Npu BO3BpaTe, MNPOU3BOAUT PABOTHMK aAPXMBOXPAHUAULLA B
NPUCYTCTBUM NIMLLa, Noaydatowero (Bo3Bpallatowero) gena.

BmecTo BblaaBaembiX U3 apXMBOXPaHWUIMLWIA €OMHUL, XPaAaHEHWSs U onucel Aen, AOKYMEHTOB
OOJ/IKHA pasmelLaTbca KapTa-3amectutenb gena (npunoxenue N 7). Mpu BO3BpalLeHUN Aena KapTa-
3aMecTUTE/b U3bIMAETCA U XPAHUTCA B apXMBE OpraHM3auum 40 MMHOBaHMA HagobHOCTK.

[ena, BblaaBaemble U3 apXMBOXPAHUANLLA, AO/KHbI UMETb apPXMUBHbIN WNP, NPOHYMEPOBaHHbIE
JIUCTbI, INCT-3aBepuTenb gena (npunoxkedme N 8) M ANCT UCMOIb30BAHUA AOKYMEHTOB (MpuaoxKeHne N
9).

MoAroToBKa apXUBHbLIX AOKYMEHTOB K BblAaye N3 apXMBOXPAHMW/INLLA BKAIOYAET:

BbIEMKY apXMBHbIX ZOKYMEHTOB;

CBEpPKY apXMBHOrO WKdpa 1 3aro/IOBKOB C ONUCBIO AN, AOKYMEHTOB;

npoBepKy GU3NYECKOro COCTOAHMA Aena.

DNEKTPOHHbIE A0KYMEHTbl BblAAIOTCA U3 apXMBOXPAHUAMLLA B BUAE SNEKTPOHHbIX KONUA MAK
KOMU Ha BymarkHom HocuTene. Mpu HeobXooMMOCTU 3aBEPEHUA KOMUIN 3NEKTPOHHbLIX AOKYMEHTOB
MCMNONIb3yeTCcA 3NeKTPOHHaA MNOoAMNUCb PYKOBOAMTENA OpPraHuM3aumMm UAM  YNOJHOMOYEHHOTO UM
OO/KHOCTHOrO /iMUa MAM MPOU3BOAMTCA 3aBEPEHME KOMUWU AOKYMEHTa Ha BymaxKHOM HocuTesne B
yCTaHOBAEHHOM nopAaaKe (NyHKT 5.14 HacToswwmx Mpasun).

2.48. 1Io0KyMeHTbl U3 apXMBOXPaHUAMLLA, KaK NPaBU/IO, He BblAAOTCA:

npu Hannuum ¢oHaa NoNb30BaAHUA;

Haxo4ALWMecs B HeY4,0BNETBOPUTENBHOM GU3NUYECKOM COCTOSHUM.

2.49. B opraHuM3auum A0NXKHbl 6bITb pa3paboTaHbl NAaHbl KOHKPETHbIX MEPONPUATUI 1 apyrue
HOPMAaTUBHbIE AOKYMEHTbI, perfiaMeHTUpyIoLLMe NopAaoK paboTbl B Ype3BblYalHbIX CUTYaLMAX, NPU



BO3HMKHOBEHMM KOTOPbIX HEBO3MOXHO 06eCcnevymnTb COXPaHHOCTb aPXMBHbIX JOKYMEHTOB.

C cogeprkaHMem NAaHOB MepPOonpUATUIA U APYrMX HOPMATUBHbIX AOKYMEHTOB, ONpenenstolmnx
paboTy apxmBa OpraHM3aUMK NPU Ype3BblYaMHbIX CUTYaUUAX, A0MXKHbI ObiTb O3HAKOMAEHbI PAabOTHUKNK
apXx1Ba OpraHM3auum.

lI. YYET JOKYMEHTOB APXMBHOIO ®OHA POCCUNCKON OEAEPALINK
N OPYTUX APXMBHbLIX AOKYMEHTOB B OPTAHU3ALINA

3.1. YyeTy nognerkat BCe XpaHALMECA B apXmMBe OpraHM3aumm OOKYMEHTbI, BKAOYAA LOKYMEHTbI
Nno JIMYHOMY COCTaBY, KOMUU [OKYMEHTOB ¢oHAA MNO/b30BaHUA (NP HaAMuumn) M onucu pgen,
OOKYMEHTOB.

3.2. OpraHunsauums, ABNAKOWAACA UCTOYHUKOM KOMMJIEKTOBaHUA rocyapCTBeHHOro
(MyHMUMNanbHOro) apxuBa, NpeacTaBAAeT B TOCYOAPCTBEHHbIN (MYHUUMNANbHBIN) apXMB Y4YeTHble
cBefeHns 06 obbeme M CocTaBe XPAHALWMXCA B apXMBE OpPraHM3auum AOKYMEHTOB ApXxMBHOro ¢oHAa
Poccuiickon ®Pepepaunm U Apyrux  apxMBHbIX OOKYMEHTOB B COOTBETCTBUM C PernameHTom
rocyfapcTBEHHOIO y4yeTa AOKYMeHTOB ApxmBHoro ¢oHpa Poccuitckoit depepaumm, yTBEPKAEHHbIM
npukasom Pocapxmsa ot 11 mapta 1997 r. N 11 (3apeructpuposaH MuHtoctom Poccum 8 mtona 1997 r.,
PerucTpaunoHHbIi Homep 1344).

3.3. OCHOBHbIMM eAVHULLAMM YHeTa aPXUBHbIX AOKYMEHTOB ABNAOTCA:

apXuUBHbIN GoHA;

eavH1La XpaHeHUs - AeNo, 31eKTPpoHHoe aeno (NyHKT 4.34 HacToawmx Mpasun).

3.4. EavHMuam xpaHeHUA MPUCBaMBAIOTCA YYeTHble HOMepa, ABAAIOWMECA 4YacTblo apXMBHOrO
wuopa. CBeaeHMA 0 CoCTaBe eauHULL XPaHEHUA U UX KOMYEeCTBE PUKCUPYIOTCA B YYETHbIX SOKYMEHTAX
apxuBa.

ApxvBHbIN WKdp (0603HaUYeHWe, HAHOCMMOE B NEBOM HUXKHEM YIIY HA KaXkAayw eauHuuy
XpaHeHMA B Lenax obecneyeHua yvyeTa U MAEHTUOMKALMM) COCTOMT U3: HOMEpa apXMBHOro GoHAa;
HOMepa onucK e, LOKYMEHTOB; HOMepa eANHULLbI XpaHEHUA.

ApPXMBHbIN WNPP 3SNEKTPOHHbIX LOKYMEHTOB, XPAaHUMbIX Ha 060COB/NEHHbIX 3N1EKTPOHHbIX
HOCUTENAX, YKA3bIBAETCA HA BKNAAbILE, BAOXKEHHOM B GyTAAp HOCUTeNs. ApXMBHBIN NP 3NEKTPOHHbIX
[OKYMEHTOB, XPaHWMbIX B MHPOPMALMOHHOW cuCTemMe apxuBa, ABAAETCA 06s3aTeNbHbIM 3/1EMEHTOM
ONUCcaHWA KOHTeHepa 31IeKTPOHHOIO AOKYMEHTa.

3.5. B apx1Be opraHu3aLMu BeAyTCA OCHOBHble (06A3aTenbHble) U BCNOMOraTesibHble yYeTHble
OOKymeHTbl. CoctaB U GOpPMbl OCHOBHbIX Y4YETHbIX LOKYMEHTOB ONpenenAlTcaA B COOTBETCTBUM C
HacToawumu Mpasunamu. CoctaB M GopmMbl BCMOMOraTe/IbHbIX YYETHbIX AOKYMEHTOB ONpenenatorca
aApPXMBOM OpPraHu3aLMm CaMoCTOATENbHO.

3.6. B coctaB 0CHOBHbIX (06A3aTe/IbHbIX) YYETHbIX AOKYMEHTOB apX1MBa OPraHM3aLUmM BXOAAT:

KHWTra y4yeTa NocTynaeHuna 1 BblbbITUA Aen, LOKYMeHTOB (npunoxkeHme N 11);

cnucok poHaos (npunoxenue N 12);

nvct doHaa (npunoxkeHue N 13);

onucb aen, AoKymeHToB (npunoxeHua N 14, 15, 16, 17, 18);

peectp onucen (npunoxeHue N 19).

3.7. B KHUIYy y4yeTa NOCTYN/JEHMA U BblObITUA AN, AOKYMEHTOB MOCAeA0BaTE/lbHO BHOCATCA BCe
nepBUYHbIE M NMOBTOPHbIE NOCTYNAEHUA (BblObITUA) Aen, AOKYMeHTOB. Kaxkaoe noctynneHue (BbibbiTHE)
B Npejesiax OTYeTHOro roaa nosly4yaeT NopALKOBbIN HOMEp B BaJIOBOM NOC/eA0BaTEIbHOCTY.

ExerogHo Ha 1 AHBaps NoABOAMTCA WUTOr KOAMYECTBa MOCTYMMBLUMX W BbIObIBLUMX 33 rog, Aen,
O0KYMEHTOB.

3.8. CnNuncok ¢OHAOB BeAETCA B apxvMBe OPraHM3auMu, XpaHALWeM AOKYMeHTbl 6onee ogHoro
¢doHpa. B cnucok ¢poHA0B apxmMBHbI GOHA 3aNNCbIBAETCA TOIbKO OAMH pas, Npy NepBOM NOCTYMN/IEHUM B
apxus opraHm3auuun. Mo cnucky ¢GoHAO0B B Ba/NIOBOM MOPAAKE eMy MPUCBAMBAETCA YYETHbIN HOMEp,
KOTOPbIM COXPAHAETCA 3@ HUM BO BCEX YYETHbIX LOKYMEHTAX.

B cnyyae nepegayn apxmsHoro ¢poHAa B ApYyroi apxms, BKAOYEHUA €ro B COCTaB 06beANHEHHOIO
apxvMBHOro ¢oHAA WM BblAENEHUA BCEX AOKYMEHTOB K YHUUYTOMKEHWIO OCBOOOAMBLUMIACA HOMEp
apyromy apxmBHomy GoHAy He npucBamBaeTcA.

Ob6beanHeHHble apxmMBHble GOHAbLI U apXMBHbIE KOMIEKLMM YUUTLIBAIOTCA HA OOLLMX OCHOBAHMSAX.
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O6beanHeHHOMY apxuBHOMY ¢OHAY, 0Opa3’oBaHHOMY W3 apPXMBHbLIX GOHAOB, pPaHEe YYTEeHHbIX
CaMOCTOATENbHO, NPUCBANBAETCA HOMEP OAHOIO U3 APXMBHbIX POHAOB, BKAHOYEHHbIX B €0 COCTaB.

B apxuBax opraHM3aumin - UCTOYHMKOB KOMMNEKTOBAHWUS TOCYAAPCTBEHHbIX (MYyHMLMMANbHbIX)
APXMBOB MNPOCTABASETCA HOMepP apxuBHOro ¢OHZA, 33 KOTOPbIM OH YYTeH B TOCYAapPCTBEHHOM
(MyHMUMNANbHOM) apXuBe, M KOTOPbIV COXPAHAETCA 3@ HUM Noc/e NOCTYMN/eHUA ero AOKYMEHTOB Ha
NOCTOAHHOE XPaHEeHHUe.

HaseaHue apxmMBHOro ¢poHAa BHOCUTCA B CNMCOK GOHA0B HA OCHOBAHWM MCTOPUYECKOM CMPaBKK K
doHAY NN TUTYNIBHOFO INCTA ONUCK AeN, LOKYMEHTOB.

HasBaHue apxmBHoOro ¢oHga COCTOUT M3 MOJHOTO M (B CKOBKax) COKpaleHHOro HaMMeHOBaHMSA
¢doHpo06pasoBaTens, C YyKasaHMEM €ero MOAYMHEHHOCTM, MECTOHAXOMKAEHMA, [aT COo3haHuA U
NKkBuaaunmn. Ecnm HammeHoBaHne GoHA006pa3oBaTeIA MU3MEHSAIOCH, TO B CNUCKE GOHA0B YKa3biBaeTCA
ero nocsefHee Ha3BaHMe B pPaMKax Nepuoga, 3a KOTOPbIN NPUHATbI SOKYMeHTbl. Bce npeabiaywme
nepeMmeHoOBaHMA oTMmedatoTcs B ncte GoHaa.

HaseaHne 06beaMHEHHOro apxmMBHOro poHAa CoCTOMT M3 0606LEHHOrO Ha3BaHWUA BKAKOYEHHbIX B
Hero apxmBHbiX GOHAO0B, U3 MepeyHs Ha3BaHUM CMEHSBLUMX ApPYyr Apyra opraHusauuii. KoHKpeTHble
HAaMMEHOBAHWUA BCEX OPraHU3aLMin, LOKYMEHTbI KOTOPbIX BOLW/IM B 00beaMHEHHbI apXuBHbI GoHA, a
TaK¥Ke UX NepemmMeHOBaHMA YKa3blBatOTCcA B McTe GoHAA.

B Ha3BaHMM apXMBHOW KOJIIEKLMM YKa3biBaeTCA NPU3HaK (NpusHaKku) ee GopmMUpPOBaHUA.

ExxerogHo Ha 1 AHBaps K cnMcKy $OHAOB COCTABASETCA MUTOrOBas 3anuCb O KOJIMYECTBE apPXMBHbIX
$OoHA0B, NOCTYNMBLUMX M BbIObIBLUMX B TeYeHME roda, U OOLEM KO/IMYecTBe apxMBHbIX $HOHAOOB,
Haxo4ALWMXCA Ha XPaHEHUWN B apXMBe.

Cnncok ¢oHAOB 3aK/OYaeTcs B TBEPAYl O0ONOMKKY, NUCTbl HYMEPYIOTCS, COCTaBAAETCA JIUCT-
3aBepuTeNb.

3.9. lnct doHaa cocTaBNSETCA Ha KaxKAabli apxuBHbIA GoHA. B HeM yunTbiBaroTCA BCe ONUCK Aen,
OOKYMeHTOB poHAa.

Nnct doHaa moxkeT ObiTb NepecocTaB/ieH TONbKO B C/y4Yae, eC/IM OH HEUCNPABUMO NOBPEXAEH
WAW nepecTaeT oOTpaxaTb QaKTMUYecKoe CcocTosAHMe M obbem apxmBHoro d¢oHaa. B cnyyae
nepecocrasfeHma aucra ¢oHAa paHee AeMCTBOBABWWN NUCT oHAa nomelaetca B geno ¢doHpa. B
BEPXHEM NPaBOM yray oboux nmctoB ¢oHAa AenatoTca oTMeTKU: "JICT nepecocTasBnien” ¢ yKasaHMem
0aTbl NepecocTaBieHns, 4OKHOCTU M NOAMNNCU COCTaBUTENS.

Nnctbl doHA0B XpaHATCA B NOpsAAKe HOMEPOB apxMBHbIX GoHA0B. K KaxKaon nanke coctaBasertcs
NIUCT-3aBEepUTENDb, TAE YKasblBAOTCA HayasbHble WU KOHEeYHble HoMepa apxMBHbIX POHOO0B M obliee
KONMYECTBO apXMBHbIX GOHA0B, IMCTbl KOTOPbIX HAXOAATCA B NarkKe.

3.10. B onvcu gen, AOKYMEHTOB (rogoBoM pasgene onucu Aen, AOKYMEHTOB) e ANHULbI XpaHeHUA
YUYMTbIBAIOTCSA B COOTBETCTBUM C CUCTEMATU3aLMEN 33 NOPAAKOBbIMU YYETHbIMU HOMEPAMMU.

MNepBomy rogoBomy pasgeny onucu aen, AOKYMeHTOB poHAa NPUCBAMBAETCA HOMEP MO JIUCTY
¢doHAa, BCe nocneayowme rogoBble pasgesbl YACAATCA 33 4aHHbIM HOMEPOM [0 3aBepLUEeHUNs ONUCH.

He ponyckaetcs npucBoeHMe onucAM AeNl, OOKYMEHTOB OAWMHAKOBbIX YYETHbIX HOMEPOB B
npegenax ogHoro ¢poHAa.

B KOHUE Bcex 3K3eMNASPOB ONWUCU Aes, AOKYMEHTOB AenaeTcA WUTOrosas 3anucb, B KOTOPOM
YKa3bIBaeTCA KOJIMYECTBO HAaXOAALMXCA Ha XPaHEHUM eANHUL, XpaHEHUA, NEPBbIN U NOCNeAHMIA HoOMepa
eAVHUL, XPaHEeHMA MO OMNMCM, YKasbiBalOTCS MMEIOLLMECH MPOMYCKM HOMEPOB, AUTEPHble HOMEepa,
BblObIBLUME €ANHULBI XPAaHEHWUS U OCHOBAHUE BblObITUA.

Mocne KaxKAoro NOCTynjaeHna U BblbbITUA AOKYMEHTOB COCTABASETCA HOBAnA MTOroBas 3anuch K
onucu Aen, AOKYMEHTOB, KOTOpas MOANMUCLIBAETCA €e COCTaBUTENEM C YKasaHMeM A0/IKHOCTU U AaThbl
COCTaBAEHUS.

Echn onucb Aen, AOKYMEHTOB COCTOMT M3 HECKO/IbKMUX FOA0BbIX pasfAenioB, TOMOB, MTOrosas
3aMncb COCTaBASAETCA K KarkAoMy rofoBOMY pasgeny, TOMY; KpOMe TOro, K KaxkAaomy nocseaytoliemy
rogoBoMy pasgesny, ToMy B HapacTatowem nopsaaKe coCTaBAAETCA CBOAHAnA UTOroBas 3anuch.

fogoBble pa3fenbl, eCc/IM OHU He ABAAKOTCA 3aKOHYEHHOW OMUCbio, He MNOALWMBAOTCA U He
nepensieTatoTca; OHW XPaHATCA B apXMBe B Nankax.

3aKoHYeHHan onuch Ae, AOKYMEHTOB A0/1XKHa BKAoYaTb He 6onee 9999 eANHUL, XpaHEHMA.

3aKoHYeHHan onuchb Aen, JOKYMEHTOB BMECTE C TUTY/IbHbIM JIMCTOM M CMPaBOYHbIM annapaTom K
Hel 3aKntoYaeTcs B TBepayto 06/10XKKY, HYMepyeTcsa U NoALlnBaeTca Uan nepenaeTaeTca.



Kaxpasa 3aKOHYEeHHadA onuch Aesn, AOKYMEHTOB, TOM OMNUCK AN, LOKYMEHTOB AO/IKHbI MUMETb JINCT-
3aBepuTens.

3.11. Mpu HannuMM B apxmMBe OpraHM3auuM ABYX U bGosiee onucein aen, AOKYMEHTOB BedeTcs
peectp onuceit (npunoxexHne N 19).

Onucu gen, AOKYMEHTOB BHOCATCA B PeecTp ONucei B XPOHOJIOTMYECKOM NocieoBaTe/IbHOCTU
NOCTYNEeHNA No4 COOTBETCTBYIOLWMMMU NOPAAKOBbIMU HOMEPaMM.

B peecTtpe onuceir GUKCUPYIOTCA OCHOBHbIE AaHHbIE MO COCTaBY KaAoM MOCTYNUBLLEN B apXuB
OpraHu3aunmn onucu aen, LOKYMeHToB: Homep $oHAA, HOMEpP OMMUCKU, KOJIMYECTBO eANHUL, XPAaHEHUA B
OMUCK, KOIMYECTBO INCTOB B OMUCK U €€ IK3EMMNNIAPOB.

3.12. [OnAa UEHTPa/SIM30BAHHOIO TOCYAAPCTBEHHOrO y4yeTa [AOKyMeHToB ApxuBHOro ¢oHAaa
Poccuiickon ®Pepepaumm B apxuBe OpraHUsaLMK, ABAAIOWENCA WMCTOYHUKOM KOMMJIEKTOBaHMA
rocy4apCcTBeHHOro (MyHMUMNaAbHOrO) apxmBa, COCTaBASETCA NacnopT apxmMBa opraHusaymm. <1>

<1> dopma nacrnopTa apxmsa OpraHM3aunmM yCTaHOBEHa PernameHTOM rocygapcTBeHHOro yyeTa
[OKyMeHToB ApxmBHoro ¢poHaa Poccuiickoit Geaepaumu (yTBepKaeH npmMkasom Pocapxmsa ot 11 mapTa
1997 r. N 11, 3apeructpupoBaH MuHtoctom Poccuu 8 uionsa 1997 r., pernctpauoHHbli Homep 1344).

3.13. ApxuB OpraHmM3auym MOXKeT BeCTU TaKXKe YYeT B aBTOMATU3MPOBAHHOM pexKume - B Buae
yyeTHbIx 6a3 gaHHbIx (BA).

YyeTHble B, npUmeHAOTCA BO B3aMMOCBA3W C APYrMMK MHGOPMALMOHHbIMKU B, nmetowmmuca B
apxuBe OpraHuMsauuMM, W AOMKHbI OblTb COBMECTMMbl C COOTBETCTBYIOLMMM YyyeTHbiMU B,
rocyA,apCTBEHHbIX (MyHULMMNAbHBIX) aPXMBOB W OPraHOB yNpaBAeHMA apXMBHbIM 4e/I0M.

3.14. YuyeTHble [OKYMEHTbl apxvMBa OPraHW3auMM, Kpome onuceh gen, LOKYMEHTOB,
npeaHasHavatoTcA ANa Cy*KebHOoro Nosb3oBaHMA M NOJIb30BATENAM HE Bbl4AOTCA.

3.15. YueT nocTynaeHus u BbibbITUA e, JOKYMEHTOB B apXMBe OpraHM3aummn ocyLLecTBAAeTCA Ha
OCHOBaHUM:

onuncy Aen, LOKYMEHTOB CTPYKTYPHOrO NoApasae/ieHns 1 ro4oBoro pasgena CBogHOW onucy aen,
[OKYMEHTOB OpraHusaumm;

HOMEHKNATypbl AN OpraHvsauuu, 3ameHsIoWen roLoBOM pasgen CBOAHOW onucu  aen,
[OKYMEHTOB OpraHu3aumm;

aKTa 0 TeXHMYECKMX OWMBKaX B y4ETHbIX ZOKYMeHTax (npunokeHune N 4);

aKTa 06 0OHapyKeHUWN AOKYMEHTOB (HEe OTHOCALLMXCA K AaHHOMY QOHZAY, apXMBY, HEYUYTEHHbIX)
(npunokeHwne N 5);

aKTa 06 yTpaTte AoKymeHTOoB (NpunoxeHune N 6);

aKTa npuema-nepesaym apxXmBHbIX 4OKYMEHTOB Ha XxpaHeHue (npunoxkeHue N 20);

aKTa O BbIAENEHUN K YHUYTOMKEHWIO APXMBHbIX AOKYMEHTOB, HE MNOANEKAWMX XPaAHEHMIO
(npunoxkenwne N 21);

aKTa 0 HEMCMNPABUMbIX NOBPEKAEHMUAX aPXMBHbIX JOKYMEHTOB (NpunoxkeHne N 22).

Ha OCHOBaHWMM YKa3aHHbIX AOKYMEHTOB BHOCATCA HEOOXOAWMMble WM3MEHEHMS B OCHOBHblE
(0b6s3aTenbHbIE) yY4ETHbIE AOKYMEHTbI apPXMUBA:

B KHUTY y4eTa MOCTYNAEHUA M BblbbITUA Aen, AOKYMeHTOB (npunoxkeHne N 11) u B ancT poHAaa
(npunoxkeHme N 13) - Npu KaXKAOM U3MEHEHUUN B COCTAaBE N 06 bEME AOKYMEHTOB apX1MBa OpraHun3aumm;

B CNUCOK PpoHA0B (NpunokeHne N 12) - npu NOCTyNAEHUU HOBOro apXMBHOIo GoHAa MM BbIObITUN
BCEX A€/, LOKYMEHTOB, HAaX0AMBLUErOCA Ha XpaHeHUW apxXxnBHoro ¢poHaa <1>;

<1> B rpade "OTmeTKa 0 BbIbbITUK PoHAAR" cnncKka PoHAOB YKa3biBaeTCA, Kyaa BblObla apXUBHbIM
bOHA, a TaKKe AaTta U HoMep AOKYMEHTa, Ha OCHOBaHMM KOTOPOTO OH Bblbbi.

B peecTp onucei (npunoxenHve N 19) - npM NOCTYNAEHUM HOBOW OMNWUCKM WU BblBLITUM BCEX
eaAVHUL, XpaHeHWA, HaX0AMBLLIENCA Ha XpaHeHUM onuck. Homep BbibbiBLIEK ONUCK APYTMM ONUCAM Aen,
[AOKYMEHTOB He NPUCBaNBAETCA M OCTAETCA CBOBOAHbIM;

B OMWUCU AeN, AOKYMEHTOB - MPU KaXKAOM NOCTYNAeHUU U/Man BbIBbITUM AN, AOKYMEHTOB,
YYTEHHbIX B laHHOW OMNMUCH.

CooTBeTCTBYIOLLME M3MEHEHUA BHOCATCA BO BCMIOMOraTe/ibHble y4eTHble AOKYMEHTI.
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Bce aKTbl, IOKYMEHTHPYIOLLME pe3ybTaTbl apXMBHbIX PaboT, BKAOYatOTCA B Ae/10 $poHAa, KoTopoe
3aBOAMTCA Ha Kaxkablii GOHA, HAXOAALMIACA Ha XPAHEHUM B apXMBE OpraHu3aumu.

[deno ¢oHAa, Hapsay C AOKYMeHTamu, oTparkatowmmm uctoputo ¢oHga n ¢oHaoobpasosartens,
BK/IIOYAET YUYETHble NOKYMEHTbI, XapaKTepusyoLine nusmeHeHns ¢poHaa.

IV. KOMNJIEKTOBAHNE APXUBA OPTAHU3AUMN AOKYMEHTAMW APXMBHOIO
®OHOA POCCUNCKOWN ®EAEPALUMM U APYTUMWN APXMBHBIMU LJIOKYMEHTAMM

4.1. JoKkymeHTbl ApxusHoro poHaa Poccuiickoit desepaumm U JOKYMEHTbI BpeMeHHbIX (cBbilie 10
JIeT) CPOKOB XPaHEHMA, B TOM YMUCe MO IMYHOMY COCTaBY, NMepeaatoTca B apXMB OpraHM3aummn He paHee,
yem Yyepes OAUH rof 1 He No3aHee, YemM Yepes TPM roga Nocsie 3aBepLleHnsa gen B 4e/10Npon3BoaCTBe.

JOKyMEeHTbl N0 IMYHOMY COCTaBY FOCYAAPCTBEHHbIX TPAXKAAHCKUX CAYXKALMX M MYHULMMIANbHbIX
CNYXKALWMX, YBOJIEHHbIX C TOCYAApPCTBEHHOM TPaXKAAHCKOM CAYXKObl MAM MYyHUUMNANbHON CAy»KObl,
nepezaoTcA B apxmB OpraHm3aummn no ncreyeHuun 10 net co gHA yBONbHEHUA.

4.2. Nena BpemeHHbIX (80 10 neT BKAOYNUTENBHO) CPOKOB XpaHeHUs B apxmB He nepegatotca. OHU
XPaHATCA B CTPYKTYPHbIX NOAPA3AENEHUAX OPraHU3auMM U N0 UCTEYEHUM CPOKOB XPaHEHUA NOAeXKaT
YHUUTOXKEHUIO B YCTAHOB/IEHHOM MOPALKE.

B MCKNOUNTENbHBIX C/Tydasx Mo pelleHnio PYKoBOAMTeNA opraHM3aumMm aena BpeMeHHbix (ao 10
JIEeT BK/OUYUTE/IbHO) CPOKOB XpaHEHUA NepeaatoTcs B apXmB OpraHnsauum no onucam ges, A0KYMeHTOB
VAW NO HOMEHKNAType gen.

4.3. lokymeHTbl MOCTYNatoT B apXMB OpraHM3aumm Nocsie NpoBeseHna 3KCNepTusbl LEHHOCTY.

4.4. PeweHns o0 BKAOYEHMM B cocTaB ApxmHoro ¢oHaa Poccuitckoit Pepepaumnm KOHKPETHbIX
AOKYMEHTOB MPUHMMAIOTCA 3KCMEPTHO-MPOBEPOYHBIMU KOMUCCUAMKU desepanbHbIX FOCyaapCTBEHHbIX
apPXMBOB W YNOJIHOMOYEHHbIX OPraHOB UCMOAHUTENbHON BNacTM CybbekToB Poccuitickon depepaunn B
obnacTv apxuBHoOro gena (aanee - MK apxMBHOTO yupeRaeHUs) B Npeaenax KoMneTeHUUun.

4.5. Llenbto akcnepTunsbl LEHHOCTU AOKYMEHTOB B OpraHM3aunm ABNAETCA:

oTbop [OKYMEHTOB A/1A BKAOYEHNA B cocTaB ApxmnsHoro ¢oHaa Poccuninckon ®epepaumu;

BbIABNIEHNE [OKYMEHTOB, HE MOAJIENKALLMX AANIbHENLLEMY XPAHEHMIO.

3KcnepTuse LLeHHOCTM NOANEXKAT BCE AOKYMEHTbl OPraHU3aL MM HeE3aBUCMMO OT BUAOB HOCUTENEN
1 cnocoboB 3anucu.

[o npoBegeHnA akcnepTU3bl LEHHOCTU B COOTBETCTBMM C NYHKTamu 4.6 - 4.13 HacTtoawmx Mpasun
YHUUYTOXKEHWE JOKYMEHTOB 3anpeLlaeTcs.

4.6. DKCnNepTn3a LeHHOCTU AOKYMEHTOB MPOBOAUTCA HA OCHOBE:

OEeWCTBYIOLLEro 3aKOHOAATe/IbCTBA WM MHbIX HOPMATUBHbIX MPaBOBbIX aKTOB Poccuitckon
depepaunm B 065acTM  apxMBHOro Jena, WHOOPMaALMM UM [OKYMEHTAUMOHHOro obecneyeHua
ynpasnieHus;

TMNOBbIX, BEAOMCTBEHHbIX MU WHbIX NepevyHeil AOKYMEHTOB C YKasaHMEM CPOKOB WX XPaHeHUs,
TUMOBbLIX M NPUMEPHbIX HOMEHKNATYP Ae.

4.7. B opraHM3auum ana npoBefeHUsa SKCNepTusbl LEeHHOCTU AOKYMEHTOB CO34aeTCA SKCnepTHas
Komuccusa (aanee - 3K) <1>. B opraHM3aumax, UMeoLmx CIO0XKHYI0 CTPYKTYPY U/WaK NoABeAOMCTBEHHbIE
OpraHM3aumn, Co34atoTCA LEHTPAsIbHbIE SKCNEPTHbIE Komuccum (ganee - LSK).

<1> [Ona nposeaeHMA 3KCNEPTU3bl LLEHHOCTU Hay‘-IHO-TEXHM‘-IECKOﬁ n p,pyroﬁ cneu,maanoﬁ
AOOKYMEHTaUMN B OpraHun3aunm MOXKET 6bITb co3gaHa 3K, BKawo4awowas COOTBETCTBYHOLWUNX
cneunanncros.

4.8. 3K (2K) sBnsetca cosellaTeNbHbIM OpPraHOM NpW PyKoBOAWUTENEe OpraHM3auuun, co3gaeTca
NPWKa3oM opraHmn3aLmm, AeNCTBYET Ha OCHOBAHWUM NOJOXKEHUA.

3agauM n GyHKuMM LIK (IK) opraHusauunm - MCTOYHMKA KOMMJIEKTOBAHMA OMpeaenatoTca
NONOMKEHNEM, YTBEPIKAAEMbIM PYKOBOAUTENEM OPraHU3aLNN.

4.9. OcHoBHOM 3agauyeit LK (3K) aBnseTtca opraHMsaumsa M NpoBedeHWe 3KCMepTUsbl LLeHHOCTU
[ OKYMEHTOB.

OcHoBHbIMU PyHKUMamM LIIK (IK) saBastoTca:

opraHusauma exxerogHoro otbopa Aen ANsA XpaHEeHUA U YHUUTOXKEHUS;



PacCMOTpPEHWEe M COrnacoBaHWE TMPOEKTOB HOMEHKIATypbl Aen OopraHvM3auuun, onucen pgen,
AOKYMEHTOB MOCTOAHHOIO M BpeMeHHbIX (cBbilwe 10 NeT) CPOKOB XpaHeHWA, B TOM YMCAE MO JINYHOMY
COCTaBY, aKTOB O BblAE/IEHUM K YHUUTOXKEHUIO e, He MOAIENKALLMUX XPAaHEHMIO, U APYTUX AKTOB;

NOArOTOBKA  MpensiolKeHuii o6  onpegeneHnMnm  CPOKOB  XPaHEHUs  LOKYMEHTOB, He
NnpeayCMOTPEHHbIX MNepedYHsmMn <1> ”n 06 M3MEHEeHUU CPOKOB XPaHEHWUs OTAEe/bHbIX KaTeropui
AOKYMEHTOB, YCTAaHOB/IEHHbIX NEPEYHAMM;

<1> 3K opraHusaunii, nepegaromMX AOKYMEHTbl Ha XpaHEHME B TOCYAapPCTBEHHbIE aPXWBHI,
npeacTaBAAloT COOTBETCTBYOWME npeanoxKeHma MK apxmBHOro yupexgeHus.

y4yacTtue B NOArOTOBKE M PaCCMOTPEHMM NPOEKTOB HOPMATUBHbBIX U METOAMYECKUX LOKYMEHTOB NO
BOMpocam paboTbl C JOKYMEHTAMM B OpraHu3aLmu;

MeToANYecKoe PyKOBOACTBO paboTamu B 061acTi obecneyeHma COXPaHHOCTU AOKYMEHTANbHOro
W apxmBHoro GoHA0B OpraHM3aLuu.

4.10. OKcnepTm3a LEeHHOCTU A0KYMEHTOB B OpraHM3auum NpoBoAUTCA:

B 4,eN0MNpOM3BOACTBE - NPU COCTAaBNEHUM HOMEHKANATYPbLI AeN OpraHuM3auum u Nnpy NnoaroToBke Aen
K nepegadye B apxus;

B apXvMBe OpraHu3aLum - B npoLecce NOAroTOBKU Aen K nepeaye Ha NOCTOAHHOE XpPaHeHue.

4.11. OKcnepTm3a LEeHHOCTU A0KYMEHTOB NPOBOAUTCA eXXerogHo.

Mo pe3ynbTaTam 3KCNepTU3bl LEHHOCTM B CTPYKTYPHbIX NOApasAeNeHuAX OpraHumsauum
COCTaB/IAOTCA OMUCU AeN CTPYKTYPHbIX MoApasAeneHunin: NOCTOAHHOro, BpemMeHHbiX (cebiwe 10 neT)
CPOKOB XpaHeHuA, No AMYHOMy cocTaBy (npunoxkeHne N 23, 24), Ha OCHOBe KOTOpPbIX B apxuse
OpraHu3aLmnmn cocTaBAAKTCA FOA0BblE Pa3ae/ibl COOTBETCTBYIOLMX CBOAHbIX ONUCEN AeN, LOKYMEHTOB.

Ha pena c MCTEKWWMMM CPOKaMu XpaHEeHUA B CTPYKTYPHbIX NoApasgeneHuax OpraHusauum
COCTABAAIOTCA MPeasiOXEeHUA K aKTy O BblAeNIeHUN K YHUUTOMKEHMUIO AO0KYMEHTOB, He noAJjerKallmx
XpaHeHuto (no dopme akTa, npuaoxeHme N 21).

Ha ocHoBe npeafioXKeHU CTPYKTYpPHbIX nogpasgeneHuin  cnyxxba genonpousBoAcTBa
OpraHM3auum CoCTaBAAET aKT O BblAeNEHUN K YHUUTOXEHUIO SOKYMEHTOB, HE NOANEXKALWMNX XPAHEHUIO
(npunoxkenne N 21).

Jena BKAOYAKOTCA B aKT O BblAENEHUN K YHUUTOXKEHUIO AOKYMEHTOB, HE NOANEXALUMNX XPAHEHWIO,
ec/n NpeayCMOTPEHHbIV 418 HUX CPOK XPaHEHUA UCTEK K 1 sHBapA ro4a, B KOTOPOM COCTaB/IEH aKT.

Oena c otmeTrol "IMNK" <1> nognerkaT NOSMCTHOMY NPOCMOTPY B LeNAX BblABNEHMA LOKYMEHTOB,
nog/sexkawmx NoCTOAHHOMY XpaHeHM 0. BbiABNEHHbIe B TAKUX Aenax AOKYMeEHTbl MOCTOAHHOMO XpaHeHUA
BbIAENATCA N NPUCOEANHAIOTCA K O4HOPOAHBbIM AeNamM Uan GopMUpPYHOTCA B CAaMOCTOATENIbHbIE AENa.

<1> OtmetKa "IMK" 03HayaeT, YTo YacTb AOKYMEHTOB MOXET BblTb OTHECEHa K CPOKY XpaHeHuA
"noctoAHHO".

OcTanbHble OKYMeHTbI C oTMeTKoM "IMK" BKAOUAlOTCA B aKT Ha YHUUTOXeHMe. Mpn 3TOM OTMeTKa
"IMK" B aKTe He yKa3blBaeTcs.

Onucn Ha pena, AOKYMEHTbl MOCTOAHHOIO XPaHEeHWA W MO JIMYHOMY COCTaBy WM aKTbl Ha
YHUYTOXEHWE OO0KYMEHTOB PAacCMaTPUBAlOTCA Ha 3acefdaHum LK (3K) opgHoBpemeHHo. Mo uToram
paccmotpenunsa DK (3K) cornacosbiBatoTca onucu Aen, AOKYMEHTOB MOCTOAHHOMO XPaHEHWA M Mo
JIMYHOMY COCTaBY M aKTbl O BblAENIEHUN K YHUUYTOXKEHUIO JLOKYMEHTOB.

CornacoBaHHble LK (3K) opraHuMsaumMm onucu Jen AOKYMEHTOB (rogoBble pasaenbl)
npeacTaBaATCcA Ha paccmoTpeHue IMK:

NMOCTOAHHOIO CPOKA XPaHEHMUA - Ha YyTBEPKAEHME;

Mo IMYHOMY COCTaBY - Ha COr1aCOBaHME;

OMK yTBepXKaaeT onucn Aen NOCTOAHHOIO XPaHEHMA WU COr1acoBbIBAaeT ONUCU Aen NO ANYHOMY
cocTasy.

Onucn aen, [OKYMeHTOB (rogoBble pasfesibl) HaNpPaBAAlTCA Ha paccmoTpeHue 3MK B Tpex
3K3emnaapax Ha ByMarKHOM HOCMTeNE U OAHOM 3K3EMMAAPE Ha 3/IEeKTPOHHOM HocuTese Yepes 3 roga
nocne 3aBepLieHns 4en B AeN0NPOUN3BOACTBE.

Mocne yTBepKaeHuA u cornacoBanunaA MK onunceln gen, LOKYMEHTOB OMUCK U aKT O BblAENEHUN K



YHUUTOXKEHUIO AOKYMEHTOB, HE MOAJIENKALLMX XPAHEHMIO, YTBEPKAAIOTCA PYKOBOAUTENEM OPraHU3aumu,
nocne Yero Aena, BblAENEHHbIE MO aKTYy K YHUUTOXEHUIO, MOTYT ObITb YHUUTOXKEHDI.

4.12. OpraHusaumu, B AeATe/IbHOCTM KOTOPbIX He CO34aloTCA AOKYMeHTbl ApxmBHoro ¢oHaa
Poccuiickoin ®enepaumm, co3aaoT onMcK Aen no AMYHOMY COCTaBy M ONUCK AeN BpeMeHHbIX (cBbiwe 10
JIET) CPOKOB XpaHeHMA 1 06ecneynBaroT UX COXPaHHOCTb.

OpraHu3aumMmn TaKKe COCTABJAKT aKTbl O BbIAENEHUM K YHUUTOXKEHUIO [OKYMEHTOB, He
NoAeXalMxX XPaHEHUIO, U YHUUTOXAIOT YKa3aHHble OOKYMEHTbl MO UCTEYEHUU CPOKOB UX XPaHEeHUA
TONbKO NOC/IEe COCTAaBAEHUA FOLOBbIX Pa3fe/sioB ONucelt Aen No AMYHOMY COCTaBy 3@ COOTBETCTBYHOLLMI
nepuoa u ux yTBepKAeHUA pyKoOBOAUTEIEM OpPraHuU3aLumu.

4.13. lena Ha BymarKHOM HOCUTENE, BblAENEHHbIE K YHUUTOXKEHWIO, NepeaatoTcs Ha YHUUTOXKEHMe
(yTmnnsaumio) No akTy O BblAENEHUM K YHUUTOXKEHUIO OOKYMeHTOB (npunoxeHune N 21), a TakxKe Ha
OCHOBaHMM UHbIX [AOKYMEHTOB, noaTBepXAalowmx OGakT caayuM AOKYMEHTOB HA  YHUUTOMEHMe
(ytunusayuio).

DNEeKTPOHHbIE Aena C UCTEKLWMMU CPOKAMMN XPaHEHUA NOAJEXKAT BbIAENEHUID K YHUUTOXKEHUIO Ha
0bWMX OCHOBaHMAX, MOC/AEe Yero NPoBOAUTCA MX (UBNYECKOE YHUUTOXMKEHME WAN YHUUTOXKEHME
NPOrpPamMMHO-TEXHUYECKMMWN CPEACTBaMM C COOTBETCTBYIOLLEM OTMETKOM B aKTe O BblAe/feHUM K
YHUUTOXKEHUIO LLOKYMEHTOB (npunoskeHne N 21).

4.14. Ons obecneyeHuns nopagKka GopMnMpPoBaHMA U yyeTa AeN B A4e0NPOM3BOACTBE OPraHM3aLunm
COCTaB/IAIETCA HOMEHKAaTypa gen.

4.15. HomeHKnaTypa gen 3akpenaseT Knaccudukaumio (rpynnmpoBKy) UCMONHEHHbIX SOKYMEHTOB
B AeNa (3NeKTpPoHHble Aena) U ABNAETCA OCHOBHLIM YYETHbIM AOKYMEHTOM, OTPArKaloLMM COCTaB M
OpraHM3aumio LOKYMeHTaIbHOro GOHAA OpraHM3aLmm.

4.16. HomeHKnatypa nen ABAAETCA OCHOBOW A/NA COCTAaB/AEHUA OMUCEN Aen, AOKYMEHTOB
NMOCTOSAHHOTO U BpemeHHbIX (cBbiwe 10 neT) CPOKOB XpaHEHUs, a TaKKe A/A yyeTa Aefl BPEMEHHbIX (40
10 neT BKAKOYMUTENIbHO) CPOKOB XPaHEHMS.

4.17. HomeHknatypa pAgen opraHusauum  paspabaTtbiBaeTcA Ha  OCHOBAHMM  TUMOBbLIX,
BE,0MCTBEHHbIX U UHbIX NepevyHeil JOKYMEHTOB C YKAa3aHWEM CPOKOB XPaHEHWA, UHbIX HOPMATUBHbIX
NPaBOBbIX aKTOB, @ TAKXe TUNOBbIX U MPUMEPHbIX HOMEHKNATYp Aen.

TunoBaa M nNpuMepHaa HOMEHKAATypbl Aen pa3pabaTbiBatoTcA OpraHamu M OpraHU3aLMAMM,
UMELWMMM B NOAYUHEHUWN CETb O4HOTUMHBIX OpPraHMU3aLmit.

TunoBaA HOMEHKANaTypa yCTaHaB/IMBaeT COCTaB Ae/l, 3aBOAMMbIX B OAHOTUMHbIX OpraHu3aumax, u
AB/IAETCA HOPMATUBHbBIM AOKYMEHTOM.

MprmepHaa HOMEHKIATYpa YCTaHABAMBAET NPUMEPHbIV COCTAB A/, 3aBOAUMbIX B OpraHM3aLumax,
Ha KOTOpble OHA PacnpOCTPaHAETCA, U ABNAETCA PEKOMEHAATEe/IbHbIM JOKYMEHTOM.

4.18. HomeHKnaTypa Aen opraHM3aLmm COCTaBNAAETCA NO yCTaHOBAEHHON dopme (npunoxkeHue N
25) Ha OCHOBAHMWM HOMEHKATYP AeN CTPYKTYPHbIX NoapasgeneHuii (npunoxkenve N 26).

OpraHusaumm - UCTOYHMKN KOMMAEKTOBAHMA FrOCYAapCTBEHHbIX (MyHUUMNAAbHbIX) apXMBOB O4MH
pa3 B 5 nieT <1> cornacoBbiBatoT HOMeHKNaTypy aen ¢ U3K (3K) opraHusaumm 1 npeacraBnatoT ee Ha
cornacoeaHue cootsetcTBytowmx MK nan rocyfapcTBEHHOro (MYHUUMNANbHOIO) apxvBa, COrAacHo
npesocTaBieHHbIM €My MOJIHOMOYUAM.

<1> B cnyyae M3MeHEeHMA OYHKUMI U CTPYKTYpbl OpraHM3aLMuM HOMEHKAATypa AeN NOANEKUT
NnepecocTaBAEHMUIO, COFNAaCoBaHMUIO U YTBEPKAEHMUIO.

OpraHusauuu, B 4eATeIbHOCTU KOTOPbIX HE CO34atoTcA AO0KYMEHTbI ApxMBHOro ¢oHaa Poccuiickoi
depepaumm, yTBEPKAAOT HOMEHKNATYPY A€ CAMOCTOATENbHO.

4.19. 3aKOHYEHHble OEeNONpPOU3BOACTBOM Jena MNOCTOAHHOrO U BpemeHHbIX (cBbiwe 10 neT)
CPOKOB XpaHeHWA, B TOM YMCNE NO IMYHOMY COCTaBy, NOC/e OKOHYaHMA KafieHA4apHOro roaa, B KOTOpom
OHW BbINN 3aBeAEHbl, NOATOTAaBAMBAIOTCA K Nepeaaye B apxmMB OpraHM3aummn n nognexat odopmMmneHmIo
1 ONMCaHuIO.

B 3aBMCMMOCTM OT CPOKOB XpaHEHWA MPOBOAMUTCA MNOJSIHOE WAM YacTMyHoe odopmieHue aen.
MonHomy obopmaeHMIO NoANeKaT Aenla NOCTOAHHOIO U BpeMeHHbIX (cBbiwwe 10 neT) CpoKoB XpaHeHUA U
no IMYHOMY COCTaBy.

OdopmneHure gen Ha BymaxkHOM HOCUTeNe NpeayCcMaTPMBaeT:



NOALWMBKY WM NepenseT AOKYMEHTOB fena (HedpopmaTHble AOKYMEHTbI XPaHATCA B 3aKPbITbIX
TBEpPAbIX NanKax Uau B KOpobKax);

HyMepaLuio INCTOB AeNa;

COCTaB/ieHWe NnCTa-3aBeputens gena (npunoxkeHue N 8);

COCTaB/IeHUE BHYTPEHHEN ONUCK IOKYMEHTOB aena (npunoxkeHue N 27);

odopmneHne 0610KKK gena (npunoxkeHue N 28).

MoArotoBKa SNEKTPOHHbLIX Aen ANA fnepejayn B apxXMB  OpraHM3auMm npeaycmaTtpusaet
COCTaB/IeHUE OMNMUCK SNEKTPOHHbIX AeN, 4OKYMeHTOB (npunoxenus N N 17, 18).

4.20. B peno nomewaroTca AOKYMEHTbl, KOTOpble MO CBOEMY COAEPMKAHWUIKD COOTBETCTBYIOT
3aro/IoBKy Aena, Npu 3TOM 3anpeLwaeTca rpynnMpoBaTb B Ae/a YepHOBble U Ay6eTHble 3K3eMNAAPbI
[OKYMEHTOB, a TaK}Ke LOKYMEHTbI, MoA/iexKallme Bo3BpaTy.

Mpu dopmupoBaHumM gena HeobxoamMmo cobatogaTth creaytowme TpeboBaHUs:

OOKYMEHTbI MOCTOAHHOIO M BPEMEHHOro XpaHeHUs HeobxoaMmo rpynnuMpoBaTb B OTAE/IbHblE
aena;

BK/HOYATb B A,E€/10 N0 O4HOMY SK3EMMNAAPY KaXKA0ro AOKYMEHTa;

rpynnuMpoBaTb B [AEN0 LOKYMEHTbl OAHOTO KaleHAAPHOro rofa; WCKAYEHWE COCTaBAAIOT:
nepexogAawme aena; cyaebHole aena; IMUHble gena, Kotopbie GOPMUPYIOTCA B TEYEHUE BCEro Nepuoaa
paboTbl ML B OPraHM3aunn; LOKYMEHTbI BbIBOPHbIX OPraHOB M UX MOCTOAHHbIX KOMUCCUIA, AenyTaTCKUX
rpynn, KoTopble TrpynnupyloTca 3a Mepuog co3biBa; AOKYMEHTbl 06pa3oBaTesibHbIX OpraHusauui,
KoTopble GopMUPYLOTCA 33 Yy4ebHbIM rog; OOKYMEHTbl TeaTPOB, XapaKTepusylLline CLEeHUYECKYHo
OeATeNbHOCTb, B Npeaesiax TeaTpasbHOro ce3oHa; Aena GuabMoB, pyKonucen, nctopmmn 6onesHeln.

MpuKasbl NO JIMYHOMY COCTaBy [JOJ/IKHbI TPYNAMPOBATbCA B JAefla B COOTBETCTBUM C
YCTaHOBAEHHbIMW 418 HUX CPOKAMM XPaAHEHUS;

OOKYMEHTbI B IMYHbIX Ae/laX PacrnoiaraloTcs B XPOHON0rMYECKOM NopsiaKe No Mepe NoCTynaeHus;

NvueBble cyeta Mo 3apaboTHOM nnate pPaboOTHMKOB rPYynNnUMpyloTCA B OTAEeNbHble gena u
pacnonaratoTca B HUX no andasuty Gamuann, UMeH 1 0T4ecTB.

[eno Ha BymarKHOM HocuTesle He AOJIKHO cofep:KaTtb bonee 250 NCTOB, NpU TONWMHE He bonee
4 cm.

4.21. [JOKyMeHTbl, COCTaBAAlOLWME Ae10 Ha ObymaxKHOM HocuTene, NoALWBAOTCA Ha 4YeTbipe
npokona (Ha Tpu Npokona - ans mManodopmaTHbIX Aen) B TBEPAYH O6/I0XKKY MAM NepenneTatoTcs ¢
YY4E€TOM BO3MOXKHOCTM CBOOOAHOrO YTEHWs BCEX [OOKYMEHTOB, 4aT, BM3 W PE30/IIOUMIA Ha HUX,
METaN/IMYECKNE CKpenIeHns U3 AOKYMEHTOB yaanatoTcs.

B Hauyane gena Ha BymaxkHOM HocuTene npu HeobXoAMMOCTM MOALWMBAOTCS IMCTbl BHYTPEHHEN
onucuM AoKymeHTOoB gena (npunoxkeHne N 27), B KOHUE KaxAaoro Aena - NUCT-3aBepuTesib Aena
(npunoxkenune N 8).

4.22. B uensax obecneyeHns COXPaHHOCTU U 3aKpenaeHnsa nopaaKka pacnonoKeHns AOKYMEHTOB,
BK/IIOYEHHbIX B A€10 Ha OymaxKHOM HocuTesle, BCE ero /MCTbl (Kpome nucTa-saBepuTens gena u
BHYTPEHHEN ONMCK) HYMEpPYIOTCA B BaJIOBOM NopsaaKe apabckumu umndpamm, KOTopbie NPOCTaBAAIOTCS B
NPaBoOM BEPXHEM Yy JUCTa AOKYMEHTa NPOCTbIM rpadUTHbIM KapaHAAWOM MAM HYMEpPaTOPOM.
YnotpebneHne YepHUN M UBETHbIX KapaHaaweWh ANs Hymepauuum UCTOB 3anpeltaertcsa. JIucTbl
BHYTPEHHEN ON1CK AOKYMEHTOB Aena HYMepyTCA OTAENbHO.

JINCTbl Aen, CoCToAWMX M3 HECKONIbKUX TOMOB WM YacTei, HYMEepyoTCa Mo KaXaomy ToOMy WUau
4acTu OTAEeNbHO.

doTorpadun, yepTern, gnarpammbl U ApPYrue UANOCTPATUBHbIE AOKYMEHTbI, NpeacTaBasftowme
CaMOCTOATENbHbIV IUCT B AeNe, HYMepyoTca Ha 060POTHOM CTOPOHE B JIEBOM BEPXHEM YTy,

CNnoXeHHbIN NUCT pa3BOpauyMBaETCs M HyMepyeTcs B NpaBom BepxHem yray. Mpu atom auct
noboro dopmata, NoAWUTLIN 338 OANH Kpalt, HYMePYeTCs Kak OAUH JINCT; INCT, CIOXKEHHbI U NOAWUTLIN
3a cCepeainHy, NOANEKUT NEPELIMBKE U HYMEPYETCA KaK OAMH JIUCT.

JINCT C Harnyxo HaKNEEeHHbIMU [OOKYMeHTaMu (Bblpe3Kkamu, BbiNMcKamu, doTorpadpusamm)
HyMepyeTcs KaK 04MH UCT. ECIM K JIOKYMEHTY NoAKNEEHbl OAHUM Kpaem Apyrue AOKYMEHTbI (BbIpe3KM,
BCTaBKW TEKCTa, NepeBobl), TO KaxKabli JOKYMEHT HYMepYyeTca OTAENbHO.

Moawmntble B A€N0 KOHBEPTbl C B/IOXKEHUAMU HYMEPYIOTCA; NPM 3TOM BHayane Hymepyertcs
KOHBEPT, a 3aTeM oYepeiHbIM HOMEPOM KaKAo0e B/IOXKEHUE B KOHBEpPTE.

MoawmnTble B €10 AOKYMEHTbI C COBCTBEHHOM HyMepaLMel IMCTOB (BKAOYasA nevyaTHble N3aaHms)



MOTYT HyYMepoBaTbCA B 0OWEmM MnopagKe WM COXPaHATb COBCTBEHHYID Hymepauuio, eCciu OHa
COOTBETCTBYET NOPAAKOBOMY PACMO/IOKEHUIO IUCTOB B Aee.

B cnyyasx obHapy)KeHus 60/blIOro Ymcna ownboK B Hymepaumu AUCTOB Aena npoBOAUTCA
nepeHymepauusa. Mpu HaaMuMmM OTAENbHbIX OWKMBOK B HymepauuMu JUCTOB JAena Aonyckaerca
ynotpebaeHne AMTepHbIX HOMEPOB /IUCTOB.

4.23. Nncrt-3aBeputensd gena (npunosxkeHne N 8) coctaBnserca Ha OTAE/IbHOM JIUCTE, B KapTOTEKax
- Ha OTAEeNbHOM /iucTe popmaTa KapTouKu. SIucT-3aBepuTenb Aena NoANMCbIBAETCA ero COCTaBUTEIEM.
Bce nocnegyowme M3MeHeEHMs B COCTaBe M COCTOAHMM Aena (MoBpexAeHWs, 3aMeHa MNOAJIMHHbIX
AOKYMEHTOB) OTMEYAIOTCSA B JIMCTE-3aBEPUTESIE CO CCbIJIKOM Ha COOTBETCTBYIOLWMIA aKT.

3anpewaeTca BbIHOCUTb JINCT-3aBEpPUTENIb Ha OOJIOXKKY Jefa WaM 4Yuctbih obopoT ncta
nocneaHero AoKymeHTa. Ecam geno noawwuto munau nepenneteHo 6e3 6/1aHKa /MCTa-3aBepuTens, OH
[OJIKEeH BbITb HaKNEeH 3a BEPXHIOKO YacCTb JIMCTA HA BHYTPEHHIOK CTOPOHY 06103KKK B KOHLLE Aena.

4.24. Ha 0bn0Ke Aen NocTOAHHOro XpaHeHUsa npeaycmaTpuBaeTcs MecTo A/ HauMeHOBaHuA
rocy4apCTBEHHOrO (MyHMUMNANbLHOIO) apxvMBa, B KOTOPbIM Aefa opraHusauumn 6yayT NpPUHATHI
(npunoskeHme N 28). Mpu odopmaeHUM 06N0KKM gena HaMMeHOBaHME OpraHM3auuu yKasbiBaeTcs
NoJSIHOCTbIO, B WMEHUTENbHOM nagexe. [loNHoe HauMeHOBaHWEe BbIWECTOAWEN OpraHU3auum
YKa3blBaeTCA Hag HaMMeHOBaHMEeM OpraHM3auMuM - UCTOYHMKA KOMIMIEKTOBaHUA (Takke B
UMEHUTENbHOM Magerke). EcAn opraHMsaums MM BbiIECTOAWAA OpraHM3aumMa MMEHT COKpalleHHble
HaMMeHOBaHWA, TO OHW YKa3bIBalOTCA B CKOOKax Noc/e NnojiIHoro HauMeHOBaH U,

Mpn U3MEHEeHUW HaMMEHOBaHUA oOpraHusauuu (CTPYKTyYpHOro nogpasgeneHusa) B TedyeHue
nepuoga, OXBaTblBa€MOro AOKYMEHTaMM fena, WauM MNpu nepegaye Aena B APYryl0 OpraHuWsaumio
(cTpykTypHOE nogpasaeneHue), Ha o06NOXKKe Jena A[OMNUCbIBaeTcA HOBOE HaMMeHOoBaHWe 3TOoM
OopraHM3auMm WAM OpraHU3auuM-NpPaBoONpPeeMHNKa (CTPYKTYpPHOro nogpasgeneHusa), a npeskHee
3aK/IlOYAETCA B CKOOKMU.

4.25. Ha 06/10KKe gena yKasblBatoTcs:

HaMMeHOBaHMe OpraHn3aLMn U ee HenocpeacTBeHHasA NOAYNMHEHHOCTb;

HaMMeHOBaHMe CTPYKTYPHOro noapasgeneHus;

WHAEKC aena;

HomMmep Toma (4acTtu);

3aro/sI0BoK gena (Toma, 4yactu);

KpaHue aatbl gena (Toma, 4actm);

KOZIMYECTBO /IUCTOB B Aene (Tome, 4actu);

CPOK XpaHeHuna aena;

ApPXMBHbIN WKdp aena.

4.26. 3aronoBOK gena Ha bymaxKHOM HOCUTE/IE U 3ar0/I0BOK 3/1EKTPOHHOIO Ae/ia NepeHoCcATCA Ha
060Ky Aena (3NeKTPOHHOro gena) M3 HOMEHKNaTypbl Aen OopraHu3auuu. 3aro/sioBOK [OJIXKEH
COOTBETCTBOBATb COAEPKAHMUIO LOKYMEHTOB B A€efe.

B Tex cnyyasx, Koraa Aeno COCTOUT M3 HECKONbKUX TOMOB (4acTeli), Ha 06/10XKKY Kaxaoro Toma
(4acTn) BbIHOCUTCA 06LWMIA 3ar0/IOBOK Aea, a NPy He0BX0AMMOCTM - 3aro/IOBOK KarKAoro Toma (4actm).

B 3aronoBkax pgen, cogeprawmx KOMUM [OOKYMEHTOB, YKasblBAeTCA Ha KOJIMYECTBO KOMWMA.
MoaNMHHOCTL OKYMEHTOB A€Na B 3ar0/I0BKE HE OroBapuBaeTcs.

4.27. [ena, BHeceHHble B TroAoBble pasdenbl CBOAHbIX onucel, wWudpyTca nocne
yTBepKaeHuna/cornacoBaHmsa rogoBoro pasgena csBogHon onuck IMK apxMBHOro y4ypexaeHua wu
YTBEPKAEHUA PYKOBOAMTENIEM OpPraHM3aumnn (40 3TOro apXmMBHbIN WKUdP NPOCTaBAAETCA KapaHAalom).

4.28. Ha obnoXke gena yKasbiBaeTca gata gena - rog(bl) 3aBeAeHUA M OKOHYaHMA Aena B
AenonpounsBoAacTBee.

Echn B geno BKAOYEHbI AOKYMEHTbI (Hanpumep, NPUIOXKEHUA), AaTa KOTOPbIX HEe COBMNaAaeT C
AaTol gena, To NoA AAaTOW C HOBOM CTPOYKM AenaeTca o6 aTom 3anuchk: "B aene umerotca AOKYMEHTbI 3a
... roa(b1)".

[aTta gena moXKeT He yKasblBaTbCA TO/MIbKO Ha 06/I0XKax Aen, cogeprallmx rogosbie naaHbl U
OTYeTbl U Apyrue AOKYMEHTbI, AaTbl KOTOPbIX OTPaXKatoTcA B 3aro/IoBKax Aer.

[atoli aen, cogep:Kawmx pacrnopaauTesibHYo, TBOPYECKYIO U UHYIO AOKYMEHTauuto (ooKknaapl,
nUcbma, CTEHOrPaMMbl), AR KOTOPOM TOUYHAn AaTUPOBKA MMEET BaKHOE 3HauyeHWe, a TaKXKe Ans aen,
COCTOAILLMX W3 HECKO/IbKMX TOMOB (4acTelt), saBnawTCcA Aatbl (4MCno, mecal, roa) perucrpauuu



(cocTaBneHus, NOCTynieHUsA) Camoro paHHero M Camoro No3gHero AOKYMEHTOB, BKIHOYEHHbIX B Ae/10
(KpaitHKWe paTtbl gen, 4OKYMEHTOB).

[atoin pena, copepkallero MPOTOKOJbl 3acedaHui, ABASAIOTCA AaTbl YTBEPXKAEHMA (ecin OHU
YyTBEPXKAA0TCA) UM 4aTbl NEPBOro U NOC/eAHEro NPOTOKONA, COCTABAAIOLLMX AEeNO.

[aTtoi MyHoro Aena ABAAIOTCA AaTbl NOAMMCAHMA NMPMKA30B O MPUEeMe U YBOJbHEHUM NULA, HA
KOTOPOE OHO 3aBeEHO.

Mpu 0603HaYEHUN faTbl LOKYMEHTA CHAYa/1a YKa3bIBAETCA YMC0, 3aTEM MecAL, U ro4. Yncno u rog,
o603HavatoTCcs apabckumm umndppamm, HazBaHUe MecsaLa - C/IOBOM.

Echn paTa OOKYMEHTa WAWM OTAeNbHble ee 3/1eMeHTbl onpeaenarTca npubansutenbHo, Ha
OCHOBaHMW aHa/M3a CoAEepKaHUA AOKYMEHTa, TO AaTa WM OTAesibHble ee 3/eMeHTbl, He abcontoTHO
[0CTOBEpPHbIE, 3aK/104aI0TCA B KBAAPATHbIE CKOOKMU.

4.29. Ob6A3aTeNIbHbIMU PEKBU3UTaMM ODNOXKKN Aena ABAAITCA yKa3aHMe KoJin4YecTBa JIMCTOB B
aene <1> (NpocTaBnseTcs Ha OCHOBAHMM /UCTa-3aBepUTENA Aefa) U CPOK XpaHeHuAa adena (Ha genax
NMOCTOAHHOIO XpaHeHMs nuweTca: "XpaHWUTb NOCTOAHHO").

<1> [lna pen Ha 6yma>kHOM HocuTene.

4.30. Ans yyeTa AOKYMEHTOB OnpeaesieHHbIX KaTeropuii Aen Ha bymarKHOM HocuTene (Nn4Hble,
cypebHble aena, matepuanbl YroIOBHbIX Ae/, AeNa O NPUCYKAEHUU YyYeHbIX CTeNeHel U NPUCBOEHUM
yYeHbIX 3BaHWW, Aena, CBA3AHHblIe C Bblgayell aBTOPCKMX CBUAETENbCTB M MATEHTHbIX U306peTeHuit)
COCTaB/AETCA BHYTPEHHASA ONUCb LLOKYMEHTOB Aena.

Ecnm peno Ha BymakHOM HocuTene nepenneTeHo wan noawuto 6e3 61aHKa BHYTPEHHEN onucu
[OKYMEHTOB, TO COCTaB/JIEHHaA MO YCTaHOBMEHHON ¢GOpMe BHYTPEHHAA ONWUCb NOAK/AeuBaeTcA K
BHYTPEHHEN CTOPOHE /IMLLEBOM 0610XKKM gena.

MN3meHeHWa cocTaBa AOKYMEHTOB fena (M3bATUA, BKAOYEHUA SOKYMEHTOB, 3aMeHa AOKYMEHTOB
Konuamu) otpaxkatotcs B rpade "MpumeyaHme" BHYTPEeHHEN ONMUCK CO CCbIIKaMM Ha COOTBETCTBYHOLLMNE
aKTbl. Mpu HeobxoaMMOCTU MOryT BbITb COCTaB/N€Hbl HOBAA MUTOrOBAA 3anuCb K BHYTPEHHEN onucK U
NINCT-3aBepuTenb Aena.

4.31. [lena nepepaloTcA B apXMB OPraHM3auMM MO OMWUCAM, COCTaBIEHHbIM B CTPYKTYPHbIX
noapasgeneHusx.

Onucy fen CTpPYKTYpHbIX NogpasaeneHunii COCTaBAAOTCA MO YCTaHOBAEHHON dopme (NpunoxeHne
N 23, 24) B oBYX 3K3emMnaapax W NPencTaBAAOTCA B apXuB OpraHM3aumMmM He no3gHee Yem Yepes oauH
rog, Nocse 3aBepLlieHna Aen B 4eN0NpPon3BOACTBE.

OnucK cocTaBnAOTCA OTAENbHO Ha AeNa NMOCTOAHHOIO XPaHeHWsA; Aena BpeMeHHbIX (cBbiwe 10
NIET) CPOKOB XPaHEHWs, B TOM 4YMC/e NO JIMYHOMY COCTaBy, M Aena, COCTOAME W3 [OKYMEHTOB,
XapaKTepHbIX TONIbKO ANA AAHHOM opraHusauuu (cyaebHble, cnenCTBeHHble Aena, HaydyHble OTYeTbl Mo
Temam). OTAeNbHble ONWUCKM  COCTABAAKTCA HA eAWHWMUBI XPaHEHWA 3NEKTPOHHbLIX [AOKYMEHTOB
NMOCTOAHHOIO XpaHeHMs; BpemeHHbIX (cBbiwe 10 neT) CPOKOB XPaHEHWUs, B TOM 4YMUCie NO ANYHOMY
cocTaBy.

4.32. Mpwn cocTaBieHUM ONUCKU Len CTPYKTYPHOro nogpasgeneHua cobnopatotca cneayrolime
TpeboBaHus:

3aro/I0BKM A&/ BHOCATCA B ONWUCb B COOTBETCTBUM C NMPUHATON CXEMOM CUCTEMATU3ALMM HA OCHOBE
HOMEHKNATYpb! Aen;

Kaxkaoe feno BHOCMTCA B ONWUCb Nog, NOPAAKOBbIM HOMEPOM (C/IN AeN0 COCTOUT U3 HECKOJIbKUX
TOMOB MM YACTeN, TO KaXKAbI TOM MKW YaCTb BHOCATCA B ONUCH NOZ NOPALKOBbIM HOMEPOM);

rpadbl ONMCK 3aNONHAKOTCA B TOYHOM COOTBETCTBUM CO CBEAEHMAMM, KOTOpble BbIHECEHbI Ha
060Ky Aena;

rpada onucu "MpumedaHue" wucnonblyetrcs Ana OTMETOK O Mpueme nAen, 0CobeHHOoCTAX
dM3MYECKOro COCTOAHMA, O Mepedadve Aen APYrMM CTPYKTYPHbIM MNOAPA3AENEHUAM CO CCbIIKOM Ha
HeobXxoAMMbIN aKT, 0 HaIMUYUU KOMUNA.

B KOHUe onucu BCres 3a NocnegHen onucaTeNbHOM CTaTbel 3aMoNHAETCA MTOroBas 3anucb, B
KOTOPOI yKa3blBatoTcA (LMdpamm 1 NPONUCLIO) KOAMYECTBO AN, NEePBbIN U NOCNEAHNI HOMEpPA AeN No
ONUCKU AN, a TaKXKe OroBapmBaloTCA OCODEHHOCTM HyMepauuu aen B OnNucK (Hanumume NUTEPHbIX M
NponyLweHHbIX HOMEpPOB).



Mepen BHeCceEHMEM 3aro/IOBKOB Aen B ONWUCb MNPOBEPAIOTCA KadecTBO (GOPMUPOBAHUA W
odopmneHua aen, COOTBETCTBUE KOANYECTBA A/, BHOCUMbIX B OMUCb, KOJIMYECTBY 3aBeAEHHbIX Aen Mo
HOMEeHKANaType Aen opraHusaumu.

Mpu npocmoTpe Aen NpoBepATCA: COOTBETCTBME 3aro/10BKA AeNa COAEPKAHUID AOKYMEHTOB B
Aene; NpaBuabHOCTb OPOPMAEHUA U TPYNNUPOBKU AOKYMEHTOB, BK/IIOYEHHbIX B AE10; Ka4yecTBO
NOALWWBKN WAWM NepenJsieTa Aena; MPaBWIbHOCTb Hymepauuu nUCTOB [Aefla; Haauuve B gene, B
HeobXOAMMbIX CAy4vasx, BHYTPEHHENW ONUCU Aena M NPaBWIbHOCTb €e COCTaBAEHWA; MPaBWJIbHOCTb
obopmneHUs OOBNOXKKM Aena; HaaMune U NpaBWIbHOCTb J/IUCTa-3aBeputena pena. B cayvae
0bHapyXeHUA HapyWeHUA YCTAaHOBAEHHbIX NPaBua GOpMUPOBaHMA N 0DOPMAEHUA AEN OHU AO/KHbI
ObITb YCTPAHEHDbI.

B cnyyae obHapyrKeHMA OTCYTCTBMA AeN, YMCAALWMXCA MO HOMEHKNAType AeN opraHusauumu,
CTPYKTYPHbIM Nnogpa3aeseHMeM NPMHUMAOTCA Mepbl MO PO3bicKy. OBHAPYKEHHble AeNla BKAYAloTCA B
onuck. Ecam npuHATbIE Mepbl He Aann pe3ynbTaToB, TO HA HEOBHAPYKEHHbIe Aefla COCTaBAAETCA aKT 06
yTpaTe [OKYMEHTOB, KOTOPbIA MOAMNWUCLIBAETCA PYKOBOAUTENEM CTPYKTYPHOrO noapasfeneHua wu
nepenaeTcs BMeCTe C ONUCbIO Ae/1 CTPYKTYPHOrO NoApa3ae/ieHns B apxmB opraHmsaumm (npunoxenue N
6).

4.33. MNepenaya Aen B apXMB OPraHU3aLMKM OCYLLECTBAAETCA MO rpaduMKy, COrNacoBaHHOMY C
PYKOBOAUTENAMM CTPYKTYPHbIX NOAPa3AeNeHUN, Nepeaatowwmnx ALOKYMEHTbI B apXMB, U YTBEPKAEHHOMY
pyKoBoAMTEsIeM OpraHmM3aLmm.

B nepuop noarotoBkM Aen Ha 6ymMaxKHOM HOCUTeNe CTPYKTYPHbIM NoapasaeneHnem K nepegade B
apXvMB OpraHM3auumM COTPYAHWMKOM apxuBa MNpoBepAEeTcA MPaBUAbHOCTL WX  (GOPMMPOBaHUA,
0bOpPMNIEHUA U  COOTBETCTBME KONMYECTBA [Aef, BK/YEHHbIX B OMWUCb, KO/AMYeCcTBy Aen,
cPOPMMpPOBaAHHbIX B COOTBETCTBUM C HOMEHKNATypoW Jen opraHusaumun. Bce BbiABNEHHble Mpu
npoBepKe HefoCTaTkM B GOpMUPOBaHUM U 0DOPMAEHUMN Aen PAabOTHUKM CTPYKTYPHOro NoApasaeneHus
06A3aHbl YCTPAHUTb.

Mpuem-nepesava fen B apxmB OpraHM3aLUKM NPoOM3BOAUTCA PabOTHMKOM apXmBa OpPraHM3aunn B
NPUCYTCTBMM PabOTHMKA CTPYKTYpPHOro noapasgeneHua. Ha sksemnaspax onucu aen, AOKYMEHTOB
NPOCTaBAAETCA OTMETKa O Ha/iMumMmK Aena. B KoHLe Kaxaoro aksemnaapa onucy yKkasblBatoTca undppamm
W MNPOMUCbIO KOMIMYECTBO (aKTUYECKU MPUHATbIX B apxuB Aen, HOMepa OTCYTCTBYHOLWMX Aen, AaTa
npuema-nepegayv ges, a Takke NoAnMCcK AnLa, OTBETCTBEHHOrO 3a apxmB, U INLA, NepeaaBLUero gena.

4.34. Nepepaya 3/EKTPOHHbIX AOKYMEHTOB B apXMB OpraHM3auMm Npou3BOAUTCA HQ OCHOBAHMUM
ONUCel 3NEKTPOHHbIX AN, [AOKYMEHTOB CTPYKTYPHbIX nogpasaeneHuii no MHOOPMaLMOHHO-
TENIeKOMMYHUKALMOHHOM CETU (NPW HANWYMM B apXMBE OpraHu3aumMm MHPOPMALMOHHOM CUCTEMBI) UK
Ha ¢u3MUeckM 060COBNEHHbIX MaTepuanbHbIX HOCUTENAX, KOTOpble MNPeacTaBAAlOTCA B ABYX
WMAEHTUYHbIX 9K3eMMNIAPaX.

Mpu nepepavye 3N1EKTPOHHbIX AOKYMEHTOB B apXMB OpPraHuW3alMu BbIMONHAKTCA caegylowme
OCHOBHble npoueaypbl paboTbl C AOKYMEHTaMU:

dbopmnpoBaHme B UHPOPMALMOHHON CUCTEME OpPraHU3aLMM MEKTPOHHbIX AN, ABAAIOLMXCA
COBOKYMHOCTbIO KOHTEMHEPOB 3/IEKTPOHHbIX AOKYMEHTOB MAN KOHTEAHEPOM 3NEKTPOHHOTO A0KYMEHT],
cofepKalMm KOHTEHT M MeTaZlaHHble 3/IEKTPOHHOrO AOKyMeHTa, Gaiibl SNEKTPOHHbLIX nognucen u
BM3Ya/IN3MPOBAHHYIO KOMMIO TEKCTOBOTO 3/1EKTPOHHOrO A0KYMeHTa B dopmate PDF/A;

dbopmmMpoBaHME ONUCK INEKTPOHHbIX e, LOKYMEHTOB CTPYKTYPHOrO NoApasaeneHuns;

npoBepKa apXWMBOM OpPraHW3aunM 3N1EKTPOHHbIX [OKYMEHTOB Ha HaauMyne BpeaoHOCHbIX
KOMMbIOTEPHbIX NPOrpamm;

NpoBepKa BOCMPOMN3BOAMMOCTI 3IEKTPOHHbBIX OKYMEHTOB;

npoBepKa $U3NYECKOrO U TEXHUYECKOTO COCTOSIHUA HOocUTenen (Npu nepepaye 31eKTPOHHbIX
[OKYMEHTOB B apXMB OpraHM3auumn Ha ¢pmsnyeckn 060cobaeHHbIX MAaTEPUASIbHBIX HOCUTENAX);

npoBepKa NOAJMHHOCTM 3NEKTPOHHOM NOANMUCU, KOTOPOM NOANUCAH 3NEKTPOHHbIA JOKYMEHT.

Mpuem  aNEeKTPOHHbIX  OOKYMEHTOB B apXMB  OpraHusaumMm no  MHOOPMALMOHHO-
TENIEKOMMYHMKALMOHHOM CeTU (NPU HANNMYMM B apXMBE OpPraHU3aLMmM MHPOPMALMOHHOM CUCTEMbI) UK
Ha ¢uM3nYeckn 060cobaeHHbIX HOCUTENAX ODOPMAAETCA COCTaBIEHMEM UTOFOBOW 3aMMCK B KOHLLE OMUCK
SNEKTPOHHbIX AeNl, AOKYMEHTOB, B KOTOpPON uuMdppamum M NPOMNUCHI0 YKa3biBAeTCA KOJIMYECTBO
baKTUYECKM MPUHATBIX B aPXMB 3NEKTPOHHbIX AeN WU 3NeKTPOHHbIX AOKYMEHTOB. MTorosaa 3anucb
noATBEPXKAAETCA NOAMNUCAMM COTPYAHMKA apxvMBa WM COTPYAHMKA CTPYKTYPHOro noApasspeneHus,



nepepaswero 3/1IeKTPoHHble Aesla U AOKYMEHTbI. an npueme Ha apxXxmBHoOe XpaHeHWe 31EKTPOHHbIE
AeNna 3aBepArTCcA QHEKTpOHHOVI noanncbilo pykosoauUTenAa opraHusauun manm ynoIHOMOYEHHOINo UM
AO/1KHOCTHOIo 1nua.

Mocne npnema B apXMB 3/IEKTPOHHbIX AOKYMEHTOB Ha ¢pM3nYECKN 060CO00NEHHbIX MaTepPUasbHbIX
HOCUTENAX BKNAAbIWW, MOMELLEHHbIE B PyTAAP eAMHUUbl XPaHEHUA B CTPYKTYPHOM NoApasaeneHum,
3aMeHAITCA Ha BKNaAbIWM, oGopMIEHHbIE B apXMBeE.

Ha BKnagpiwe, nomewaemom B ¢yTasp eaMHUUbl XpaHeHusa, odopmasemom B apxuee,
yKa3blBaeTcs:

HaMMeHOBaHMe opraHM3aumm (NoAHOe, COKpallleHHoe);

HoMmep PoHAa;

HOMEP OMUCK SNEKTPOHHbIX AN, 4OKYMEHTOB;

HOMep Zena no onucu;

OTMETKa O CTaTyCce 3K3eMnJfApa 3/NeKTPOHHbIX AoKymeHToB: "OcH." (ocHoBHOW) uau "Pab."
(pabounii);

KpaliHue AaTbl 4OKYMEHTOB 3/1IEKTPOHHOIO Aena;

npu HeobxogMmocTn odOPMAAIOTCA AOMNOJHUTE/NIbHbIE OTMETKM 06 orpaHuyeHuMM [octyna K
OOKYMEHTaM.

Bknagpiw nomewaetca B ¢ytaap ¢dbmusmyeckm o60cobNeHHOro MaTepuanbHOro HOCUTENA TaKUM
06pasom, 4Tobbl HagNMCK HA Hem BblaKn BUAHbLI NPU 3aKpbITOM dyTaApe.

V. OPTAHMU3AUMNA NCNOJIb3OBAHNA JOKYMEHTOB
APXMBHOIO ®OHAA POCCUNCKON OELEPALNN U OPYTUX APXUBHbIX
OOKYMEHTOB OPTAHU3ALNN

5.1. Apx1B OpraHu3aunM AOIKEH NPeSOCTaBAATb MNO/b30BATENO AOKYMEHTbl ApXMBHOrO $GoHAa
Poccuiickoit depepaumm U gpyrue apxvBHble LOKYMEHTbI, @ TaKXKe CNpaBOYHO-MOUCKOBbIE CPeacTBa K
HUM.

5.2. [locTyn K [AOKYMEHTaM MOKeT ObiTb OrpaHWYeH B COOTBETCTBUM C 3aKOHOLATE/IbCTBOM
Poccuiickoit Pepepaumm, a TaKkKe B COOTBETCTBUM C pacnopseHnem cobCTBEHHWKA WM BAagenbLa
APXMBHbIX AOKYMEHTOB, HAXOLALLMXCA B YaCTHOM COBCTBEHHOCTU <1>.

<1> Yactb 1 ctatbu 25 PegepanbHOro 3akoHa oT 22 okTabpa 2004 r. N 125-d3 "O6 apxuBHOM
aene B Poccuiickon depepaumn’.

5.3. Monb3oBatenn Npuv MCNONAb30BAHUW LOKYMEHTOB apxvMBa OpPraHuMsauuu ob6A3aHbl Aenatb
CCbIJIKM Ha MECTO XpaHEeHUA LOKYMEHTOB.

5.4. Coctas HCA apxuBa opraHu3sauum onpenenaeTca COCTaBOM M COAEpPXKaHUEM XPaHALMXCA B
HeM JOKYMEHTOB, XapaKTepoM M 3a4a4aMM NOMCKA U UHTEHCUBHOCTbIO MCMO/Ib30BaHWNA JOKYMEHTOB.

OcHoBHbIM (0b6A3aTeNIbHbIM) apXWMBHbIM CPABOYHMKOM B apXMBe OpraHW3aLuMu SBAAETCA ONUCb
0en, OOKYMeHToB. B pononHeHwe B apxvBe OpraHuW3auMW BeayTCA BCMNOMOraTesibHble apXUBHbIE
CNPaBOYHMKM - KAaTaNOrn, yKasaTesiM, UCTOpMYecKana cnpaska K GoHAay.

5.5. B uensax obecneyeHna COXPaHHOCTM, CBOEBPEMEHHOINO OTOOPA U y4YeTa U cuCTeMaTM3auum
Aen, noanexawmx nNocTosHHOMY U BpemeHHOMy (cBbilwe 10 neT) CPOKOB XpaHeHWA, B OpraHuU3aumu
COCTaBAAKOTCA ONUCKU AeN, AOKYMEHTOB.

OnucK cocTaBnATCA OTAENbHO Ha AeNa, AOKYMEHTbI:

NOCTOAHHOIO CPOKA XpaHeHus;

BpeMeHHbIX (cBbiwe 10 feT) CPOKOB XpaHeHuUs;

no IMYHOMY COCTaBY;

XapaKTepHble TONbKO AR AAHHOM opraHusauuu (cyaebHble gena, maTepuasnbl YrONOBHbIX Aen,
Hay4Hble OTYETbI MO TEMaM).

AHaNorM4YHble ONUCK COCTABAAKOTCA HA SNEKTPOHHbIE Aena, LOKYMEHTbI.

CBogHble onucK aen, LOKYMEHTOB OPraHM3aunm COCTOAT U3 FOA0BbIX Pa3fenoB, COCTaBAAEMbIX Ha
OCHOBe nepefaHHbIX B apXxMB OpPraHW3auMM oOnucen p[en ee CTPYKTYPHbIX MNoApasaeneHui 3a
onpeaeneHHble rogpl, U CUCTEMATU3UMPOBAHHbLIX B Npegenax Ka)KAoro roga B COOTBETCTBUM C
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YTBEPKAEHHOWN CTPYKTYPOM OpraHM3aLmMn Ha 3TOT rog,

Onucuy gen, LOKYMEHTOB COCTaBAAIOTCA MO YCTaHoBAEHHOM dopme (npunoxerua N 14, 15, 16, 17,
18) n coCTOAT U3 onucaTesIbHbIX CTaTel eAMHWUL, XPaHeHWsA, UTOroBOM 3anucK, JIMCTa-3aBepuTensa U
CNPaBOYHOrO annapaTta K onucu.

OnucaTenbHaa cTaTbA OMWUCKU BK/OYAET: MOPAAKOBLIA HOMEpP eAuHUUbI XPaAaHEHWA; WHAEKC
e4MHMLbl XpaHeHusa (No HOMEHKNaType AeN); 3aro/IoBOK eAuHULbl XpaHeHWs, BKAOYAoOWMI yKasaHue
Ha Ha/iM4KMe KOMUIM, eCAN B HEN XPAHATCA KOMUWU AOKYMEHTOB; KPaHWE AaTbl e4MHULbBI XPaHEHWUS; CPOK
XpaHeHua (gns onuceit gen, QOKYMEHTOB BPEMEHHOro XpaHEeHWs); KOAMYecTBO /JINCTOB B eAuHUUE
XpaHeHWA. 3aro/sIoBOK Aefla MOXKeT ObiTb OOMOJSIHEH aHHOTauuen OTAEeNbHbIX AOKYMEHTOB (rpynnbl
AOKYMEHTOB) eANHULbI XPaHEHMUS.

B cnpaBo4HbI annapaT K OMWCKM BXOAAT: TUTYNbHbIA JIUCT, cofepXaHue (ornaeneHue);
npeaucnoBme; CNMCOK COKPALLLEHWNIA; YKasaTenun K onncu (npeameTHblii, UMeHHOW, reorpaduyeckon).

CoctaB cnpaBOYHOro annapaTa K OMUCKM 3aBMCUMT OT CPOKA XPAHEHWs BK/OYEHHbIX B Hee
OOKYMEHTOB 1 UX BUA,0B.

K onucam pen, AOKYMEHTOB MOCTOSSHHOTO XPaHEHWs M NO JIMYHOMY COCTaBYy COCTaBAAOTCA
TUTYNbHbIM INCT, NPeANCIOBUE, OrnaBaeHne, NPu HeoBXo4MMOCTHU - CMUCOK COKPALLEHUI, YKa3aTe nu.

Ha TuTynbHOM /5MCTe ONWCKM  YKasblBAlOTCA: MNOJSIHOE HaMMEHOBaHMEe T[oCyAapCTBEHHOrO
(MyHMUMNanbHOro) apxuBa (ecnnM  opraHM3aumMs ABAAETCA WMCTOYHUKOM €ro  KOMIMJIEKTOBaHMA),
nocnesHee NosHoe HaMMEHOBAHWE OpPraHM3aunmM, COOTBETCTBYIOLLEE HA3BAHUIO ee apxMBHOro ¢oHAa,
HOMep apxmBHOro ¢GoHAa, HOMEP W Ha3BaHME OMWUCK, KpaliHWe AaTbl BHECEHHbIX B OMWUCb €AUHUL,
XpaHeHus.

Ecnn HauMeHoBaHMeE OpraHU3auun U3MEHAI0Ch, Ha TUTYIbHOM JiucTe (B ClyYyae HeobXoAMMOCTH -
Ha AOMNOJIHUTENILHOM AINCTE) Noj, NocNefHUM HaMMEHOBAHWEM OpPraHM3aLMK YKa3blBAOTCA B CKOOKax
BCE ee NepeMMeHOBaHWA B WCTOPUYECKOM (XPOHO/MIOTMYEecKoi) nocienoBaTe/lbHOCTM 33 Mepuoa,
COOTBETCTBYHOLLMIA KPaMHUM OaTaM eAMHULL XPaHEHWA, BKAOYEHHbIX B OMUCh.

B npeancnoBuMn K ONUCKU KPaTKO WM3NAratoTcs NepeMMeHOBaHMA OpPraHU3auuM B UCTOPUYECKOW
(xpoHONOrMyeckoit) nocnefoBaTeNbHOCTM 33 NEepuos, COOTBETCTBYHOLIMM KpaHWMM AaTam eauHuL,
XPaHEeHWA, BKJOYEHHbIX B oOnucb. [lpeaucnoBne nNOAMNMUCHIBAETCA COCTaBUTENIEM C  yKasaHuMem
OO/MKHOCTM U 4AaTbl COCTaB/IEHUA.

K onucn pen, AOKymeHTOB BpemeHHoro (cebiwe 10 neT) XxpaHeHuA, Npyu HEOHXOAMMOCTU TaKKe
MOTYT COCTaBAATLCA OrN1aBIEHNE, CMUCOK COKPALLEHWA.

Onucu (ropoBble pasaensl onucei) aen, LOKYMEHTOB COCTABAAOTCA:

NMOCTOAHHOIO XPaHEHMA - HE MeHEee YeM B YeTblpex K3eMnaApax: TP Ha ByMarKHOM HocuTene u
OAMH - B 91IeKTPOHHOM BUAe (B KauecTBe paboyero sk3emnanapa);

BpemeHHoro (cebiwe 10 NeT) XpaHEHUA - HE MEHEE YEM B [BYX IK3eMNAAPAX;

AOKYMEHTOB MO IMYHOMY COCTaBY OPraHM3aLui - UCTOMHUKOB KOMMNIEKTOBAHMA FOCYAapPCTBEHHbIX
(MyHMUMNANbHbIX) aPXMBOB - HE MEHEE YeM B YEeTbIpex 3K3eMMAspax: TPM Ha BymarKHOM HocuTene,
O/AMH - B 9/IeKTPOHHOM BUAe (B KauecTBe paboyero sk3emnanapa);

AOKYMEHTOB NO JIMMHOMY COCTaBY OpraHW3aLMi, He ABAAIOLWMXCA UCTOYHMKAMM KOMMNIEKTOBAHMA
rocy4apCTBEHHbIX (MYHMLMMNAAbHbIX) apXMBOB, - HE MEHEE YEM B TPEX IK3EMNAAPaAX.

Onucun (rogosble pasaenbl onucen) aen, JOKYMEHTOB BpemMeHHoro (cebiwe 10 neT) xpaHeHus
cornacosbiBatoTcs ¢ LIK (9K) opraHusaLumm, nocae Yero yTBepKAatoTCA PYKOBOAUTENEM OPraHU3aL MK,

Ha paccmotpenme 3IMK npeactaBnatotcA He meHee 4yem yepe3 3 roga nocne 3aBeplueHuA
0eN0onNpon3BoOACTBOM A€, BKAOYEHHbIX B pasgen:

onucu (roaoBsble pasgesbl onucei) aen, LOKYMEHTOB NOCTOAHHOIO XpaHEHUA ANs YTBEPKAEHUSA;

onucu (roagosble pasgesnbl onucei) aen, AOKYMEHTOB NO IMYHOMY COCTaBY 415 COrlacoBaHmUa <1>.

<1> Onucu pgen, AOKYMEHTOB NO JZINYHOMY COCTaBy COrnacoBbiBalOTCA COOTBETCTBYHOLWMM
rocygapcCrBeHHbIM (MyHVILl,VII'IaI'IbeIM) dpPXUBOM COIr1aCHO NpeanocCTaB/ieHHbIM eéMy MOJTHOMOYUNAM.

Mocne yTBep:KaeHus (cornacoBaHusA) onucelr (rogoBbiXx pasgenos  onuceit) 3IMK  oHU
YTBEPKAA0TCA PYKOBOAUTENEM OPraHU3aLUN.

B rocygapcTBeHHbI (MyHMUMNAAbHbLIN) apxuB nepeaalroTca TPW 3SK3EeMNAspa onucu  aen
NOCTOAHHOTO XPaHEeHMWs, OAMH 3K3EeMMNAAP ONUCM Aen MO ANMYHOMY COCTaBy, YTBEPMKAEHHbIX



(cornacoBaHHbIx) MK, a TakKe MO OAHOMY 3K3EMNAAPY KaxKAolM OMUCKM B 3/IEKTPOHHOU dopme (B
KayecTBe pabouyero aksemnaapa).

OAMH 3K3eMnAp ONUCKU Aen NOCTOAHHOrO XPaHeHUA U [Ba 3K3eMniApa Onucu gen no ANYHomy
COCTaBY OCTAlOTCA B OpraHM3auuu.

BHeceHWe M3MeHeHUl B roLoBOW pasgen Onucu Aen, OOKYMEHTOB MOocC/ie ero yTBeprKAeHus
(cornacosaHua) IMK aonycKaeTca TONbKO Ha OCHOBaHUKM COOTBETCTBYIOLLEro pelieHuns IMK.

5.6. Uctopunyeckana cnpasBka K ¢oHAY COCTOUT U3 TPexX pasnenos: uctopua ¢doHaoobpasoBaTens,
OTpa’kalollas WCTOPUI0O OpraHM3auMM CO CCbIJIKAMW Ha COOTBETCTBYIOWME 3aKoHOZATeslbHble W
HOpPMaTMBHble aKTbl (gaTbl 06pa3oBaHWA, MNEPEeMMEHOBaHWUS, PeopraHM3aumMn, JUKBUAALMM,
BEAOMCTBEHHYIO MPUHAA/IENKHOCTb, CTPYKTYPY U GYHKUWUKU, UX U3MEHEHWA, Ha3BaHWe OpraHusauuu -
npeawecrBeHHMKa), uctopus doHga (obbem, KpaliHue AaTtbl AOKYMEHTOB, CTEMEHb WX COXPAHHOCTW,
AaTbl MepefaynM OOKYMEHTOB Ha TMOCTOAHHOE XPaHEHWE) W XapaKTepUCTUMKa AOKymMeHToB ¢oHAa
(pa3HOBUAOHOCTM AOKYMEHTOB, 0COBEHHOCTN GOPMMUPOBAHUA eA4MHUL, XPAaHEHUA U UX CUCTEMATU3ALMM,
Ha/MuMe AOKYMEHTOB, BbIXOAALLMX 33 XPOHONOTMUYECKME FPaHULpbl AeaTeNbHOCTU poHa006pas3oBaTens,
COCTaB CMpPaBOYHOro annapaTa K GoHAY, MECTO XpaHeHUA AOKYMEHTOB MO JIMYHOMY COCTaBY).

UcTopuueckasa cnpaBka K ¢GOHAY COCTaBAAETCA B ABYX 3K3eMNAPax, OAWH - XPaHWUTCA B Aene
¢doHaa, BTOpOW - NepesaeTca B rocyAapCTBEHHbIN (MyHUUMNANbHbIN) apXuB.

5.7. OCHOBHbIMW HOPMaMM UCMNOJIb30BAHUA LOKYMEHTOB apXM1Ba OpraH13aL My ABAAIOTCA:

nHbopmaumoHHoe obecnevyeHme paboTHMKOB OpraHM3aLuy;

MCMONHEHWE 3aMnpOCOB MOJIb30BaTesIel, B TOM UYMC/Ie 3aNpOCOB rpaxKAaH CouMaibHO-MPABOBOroO
XapakTepa;

BblJa4Ya AOKYMEHTOB M [en BO BPeMeHHOEe MO/b30BaHWe, NpefoCTaBAeHUe KOMWUM apXMBHbIX
[OKYMEHTOB MO 3anpocam No/sb3oBaTesiei, B TOM Yncie B Gopme 31eKTPOHHbIX JOKYMEHTOB.

®dopmamm UCNONb30BAHUA AOKYMEHTOB apX1Ba OpPraHM3aLLMn ABAAIOTCA TaKKe:

MHPOPMMPOBAHNE CTOPOHHMX OPraHU3aLUMI O HANMYUKU U COAEPHKAHUM UMEIOLIUXCA B apxuBe
[ OKYMEHTOB;

MCNONb30BaHWE SOKYMEHTOB B CPeACTBaX MaccoBon MHpopmaumu;

MCMONb30BaHWE [OKYMEHTOB [ANA MNOATOTOBKM UCTOPUKO-UHPOPMALMOHHBIX MEPOMNPUATUIA:
BbICTAaBOK, 3KCKYPCUIN, KOHbEpeHLuir;

Bbla4Ya AOKYMEHTOB A/1A paboTbl B UNTAIbHOM (MPOCMOTPOBOM) 3a/1€ apXMBa;

opraHM3auma goctyna paboTHMKOB OpraHM3aumMM K AOKYMEHTaM apxvMBa MyTeEM MCMO/b30BaHMUA
MHPOPMALMOHHO-TENNEKOMMYHUKALNOHHOW CETU.

5.8. ApxvB opraHmM3aunmn A0MAXKEH BECTU YYET UCMONb30BAHMA AOKYMEHTOB, B TOM YMC/IE Bblgauu
AOKYMEHTOB U A&/, BblAA4YM aPXMBHbIX CMPABOK, BbINMUCOK, KOMWI AOKYMEHTOB.

5.9. 3anpocbl nonb3oBaTenei, NOCTynatoWMe B aAPXMB OPraHW3auuu, NOAPa3LEenAnTCcA Ha
TEMATUYeCKMe U CoLMaNbHO-NPaBoBble <1>.

<1> MoagnyHKT 5.7.1 nyHKTa 5.7 MNpasun xpaHeHuUA.

5.10. ApxvMB OpraHusauum [OMKEH PACCMATPUMBATb M MUCNOAHATb 3aMpOoCbl, MOCTYNUBLUME B
NUCbMeHHOM dopme.

3anpoc nonb30BaTeNsa AOKEH COAEPHKATb CAeAYOLWY0 MHPOPMALUIO:

HaMMeHOBaHME OPUANYECKOrO AMLA - aBTopa 3anpoca (4nA rpakaaH - Gamuanun, MMeHw,
OTYeCTBa, NPU HANNYUU NOCNEOHEIO);

MOYTOBbIV U/WAM 3NEKTPOHHbBIN aApec, N0 KOTOPOMY A0/XKeH ObITb AaH OTBET;

CBEAEHUA, WHTepecylolMe MoNb30BaTENA M XPOHONOTMYECKME pPaMKM  3anpalimMBaemoi
MHpopmaumm;

dopmy nonyyeHus nonb3osatenem nHopmaumm (MHGopMaLMOHHOE NMMCbMO, apXMBHAA CNPaBKa,
aPXMBHaAA BbINWUCKA, APXMBHAA KONMUA, TEMATUYECKMI NepedeHb, TeMaTUYeCKnii 0630p A4OKYMEHTOB);

JIMYHYI0 NOANMCb aBTOPa 3anpoca (rpaxaaHnHA MU A0KHOCTHOTO ANLaA);

aaty.

Mpu nocTynieHMM B apXMB OpraHM3auUMM WHTepHeT-obpaleHua (3anpoca) nosab3osaTens ¢
YKasaHvem agpeca 3/1eKTPOHHOM NoYTbl U/MAKM NOYTOBOrO aApeca eMy HanpaB/feTca yBeAOM/EeHNE O
npueme obpalleHma (3anpoca) K PaCCMOTPEHUIO AU MOTUBUPOBAHHbIN OTKA3 B PAaCCMOTPEHUN.
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Ha 3anpocbl TemaTU4ecKoro xapaktepa, NOCTyNMBLUME B apXMB OPraHnsauum no MHGoOpMaLMOHHO-
TE/IEKOMMYHWKALMOHHOM CeTH, B TOM YMC/e MO CeTU UHTepHeT, OTBET MOXKeT bbiTb HanpaB/ieH B BUAE
3/IEKTPOHHOTO COObLWEHMA MO YKasaHHOMY aBTOPOM 3anpoca 3/1eKTPOHHOMY afpecy.

3anpoc p[o/mKeH ObiTb 3aperucTpMpoBaH B TeyeHue Tpex paboumx AHelk C MOMEHTa ero
NocTynieHus.

3anpoc, He OTHOCALUMINCA K COCTaBY XPaHALMXCA B OpraHM3auumn OOKYMEHTOB (HenpodubHbIi
3anpoc), B TeueHne 7 gHEN co OHA perucTpaumm 3anpoca HanpaBfseTca B OpraHusauuio, rae moryT
XPaHUTbCA Heobxoanmble 4OKYMEHTbI C yBegoMIeHMem 06 3TOM Nosib3oBaTens.

3anpoc, NOCTYNMBLUWI B apXMB OpraHU3aLMM, PacCMaTPMBAETCA B COOTBETCTBUM C TpeboBaHUAMM
3aKOHOZATe/IbHbIX U MHbIX HOPMAaTMBHbIX MPaBOBbIX aKTOB MO paboTe ¢ obpalleHUsMU TparkaaH U
npeaocTaBieHMIO rocyapcTBeHHbIX (MYHULMNAAbHbIX) YCAYT.

OTBeT Ha NOCTYNMBLLMIA B apXMB OpraHu3aLMm 3anpoc npeaocrasaseTtcs B TedeHme 30 gHel co gHA
ero peructpaummn. C paspelleHns pyKoBOACTBA OPraHmM3aLmMmn 3TOT CPOK MOXKET BbiTb NpoaneH He 6onee
yem Ha 30 gHel, c yBegomneHnem ob 3Tom 3asBUTENS.

5.11. OTBeTbl Ha 3anpocbl MNO/b30BaTeNEN, B TOM YMC/Ae OTBETbl HA 3anpocbl COLMAJIBbHO-
NpPaBOBOro xapaKktepa, opopmaatoTca B Gopme apXMBHOM CNPaBKKU, apXMBHOM BbIMUCKU UAN apXMBHOM
KOMuu, 0GOPMIEHHbIX U 3aBEPEHHbIX B YCTAHOB/IEHHOM MOpsAAKe.

Mpwn OTCYTCTBUM [AOKYMEHTOB, HEOBXOOUMBIX A/A UCMOJHEHMA 3anpoca COLMabHO-NPaBOBOro
XapaKTepa, CoCTaBAAeTcA OTBET Ha 6/1aHKe OpraHM3aLMn C YKa3aHMeM NPUYMH UX OTCYTCTBUA.

5.12. ApxuBHas cnpaBKa MOANWUCbIBAETCA PYKOBOAUTENEM OpraHusauuMmM  UAWM  UHbIM
YNONHOMOYEHHbBIM UM AO/IKHOCTHbIM JIMLLOM M 3aBepseTcs nevyaTbio opraHmsaumm (npunoxexHue N 29).
ApxuBHana cnpaBKa, 06beM KOTOpOoM NpeBbllaeT 04WH NNCT, A0/KHA BbITb MPOHYMEpPOBaHa.

B TeKcTe apXxMBHOM CNpaBKM B XPOHOJOMMYECKOW MocneAoBaTebHOCTM M3naraloTca cobbiTua C
YKa3aHMeM BUO0B MCNO/Ib30BaHHbIX OKYMEHTOB, UX 4aT U HOMepoB. B apxnBHOI cnpaBKe gonycKkaeTcs
LMTUPOBaHNE LOKYMEHTOB.

HecoBnageHne OTAE/IbHbIX CBEAEHWIN/AaHHbIX AOKYMEHTOB CO CBEAEHMAMM, U3NOMNKEHHBIMU B
3anpoce, He ABASETCA NPENATCTBMEM A/1A BKAOYEHUS UX B apPXMBHYIO CNPaBKy, €CAU COBNageHue Bcex
OCTa/IbHbIX CBEAEHWUN He BbI3bIBAET COMHEHUM B TOXAECTBEHHOCTM /MUA MAM PaKTOB, O KOTOPbIX
roBOPUTCA B AOKYMEHTAX.

B apxuBHOI cnpaBKe AaHHble BOCMPOU3BOAATCA TaK, KaK OHWU M3/0XEHbl B AOKYMEHTaX, a
pacxoXAeHWs, HeCOBNaAEHUA M HETOYHble Ha3BaHWA, OTCYTCTBME MMEHW, OTYECTBa, MHULMANOB UK
HaNnuyMe TONIbKO OAHOI0 M3 HUX AO/KHbI OblTb OroBOpPeHbl B TEKCTe CnpaBKM B cKobKax: "Tak B
OOKymeHTe", "Tak B TEKCTe opurnHana'.

CBegeHus, MMelowmMecs B apxuBe no 3anpocy o pabote M (Mnn) yyebe B HECKONbKMX
OpraHu3aumsax, KacatoLmecs O4HOMo /1ML, BK/IKOYAOTCS B O4HY apPXUBHYHO CNPaBKY.

Mo TeKCTy apXWBHOM CNpaBKM B KayecTBe MPMMeYaHWit MoryT 6biTb OroBopeHbl HepasbopumBo
HanMcaHHble, UCMPaB/IeHHble aBTOPOM, He NoAAatoWwmeca NPOUYTEHMIO BCAEACTBUE NOBPEKAEHNS TEKCTA
opurnHana: "Tak B TeKcTe opuriHana', "B Tekcte Hepasbopumso".

B TeKcTe apxMBHOM CNpaBKM He A0NYCKAOTCA U3MEHEHUS, UCMPaBeHUA, CYMMUPOBAHME AaHHbIX,
KOMMEHTapUK, cobCTBEHHblE BbIBOAbl WUCMOMHUTENA MO COAEPYKaHWUIO OOKYMEHTOB, Ha OCHOBAHWUU
KOTOPbIX COCTaB/IEHA apXMBHas crnpasKa. [ogYMCTKN 1 NOMapKM B apXMBHbIX CNpPaBKax He A0MyCKatoTCs.

B apxvBHOI cnpaBKe A0/MKHbI ObiTb NPUBEAEHbI apXMBHble WNPPbI U HOMEpa NNUCTOB eANHULL,
XpaHeHUs JOKYMEHTOB, UCNO/Ib30BaBLUNXCS A1 €€ COCTaBNEHUA.

Mo 3anpocy nosb3oBaTesnieil apxMBHbIE CMPaABKWU MOTYT BblAaBaTbCA B 3/IEKTPOHHOW dopme Ha
3NEeKTPOHHOM HocuTene nbo nepecbinatbCca Mo MHPOPMALMOHHO-TENEKOMMYHUKALMOHHBIM CETAM.
DNEeKTPOHHbIE apXMBHbIE CMPaBKW 3aBEPAOTCA 3/NEKTPOHHON MOAMUCHIO PYKOBOAUTENS OpraHM3auuu
WU MHOTO YNOJIHOMOYE€HHOI0 UM A0/I}KHOCTHOIO NnNLa.

5.13. ApxuBHble BbINUCKM odopmnsaloTcas Ha 6naHKe opraHuMsaumMm (apxmBa oOpraHusauuu) c
obo3HayeHMeM Ha3BaHUA BUAa AoKymeHTa: "APXUBHAA BbIMNCKA".

B apx1BHOI BbINUCKE Ha3BaHMe AOKYMEHTa, ero HOMep 1 AaTa BOCNPOM3BOAATCA NOMHOCTbIO.

Bbinncka npom3BoAMTCA TONIbKO U3 OKYMEHTA, B KOTOPOM COAEPHKUTCA HECKOJIbKO OTAE/bHbIX, He
CBA3aHHbIX Me)ay coboli BonpocoB. BbiNMCKa A0MKHA BOCMPOM3BOAUTb MOJHbIM TEKCT 4acTu
OOKYMeHTa, OTHOCALLENCA K 3anpocy.

N3BneyeHMem M3 TeKCTa AOKYMEHTa AO0NXHbl 6biTb MUcYepnaHbl BCE MMelolmeca AaHHble Mo



3anpocy. Hayano u KoHeL, Ka)KAoro W3B/EeYEHWA, a TaKXKe MNPOMYCKM OTAEeNbHbIX C/NOB B TEKCTe
OOKYMeHTa 0603HaYatoTCA MHOTOTOYMEM.

B apx1MBHO BbINMCKe AO/XKHbI ObITb CAEeNaHbl COOTBETCTBYIOLLME NPUMEYAHUA N OFOBOPEHDI YacTh
TEKCTa OpWUrKMHana, HepasbopuMBo HaMMCaHHble, WCNPaBAEHHble aBTOPOM, He noaaatowmecs
NPOYTEHUIO BCNEACTBUE NOBPEXAEHUA TEKCTA U APYTMM npuumHam. OTaenbHble C108a U BblparKeHus
OOKYMEHTa, BbI3blBalOLLME COMHEHMA B UX TOYHOCTM, A TaKKe UCNPaBAeHMA, MOAYMCTKM, Bbi3biBatOLLMNE
COMHEHWE B UX AOCTOBEPHOCTU, oroBapuBatoTca: "Tak B AokymeHTe", unm "B TeKkcTe Hepasbopumso",
nnn "Tak B TeKCTe opurMHana". MNocne TeKCTa apXMBHOWM BbINMCKM YKA3bIBAOTCA apPXMBHbIM WNP K
HOMepa JINCTOB eAMHULLbI XPAHEHUA apXMBHOTO AOKYMEHTA.

ApPXMBHAA BbINMCKA NOAMNUCHIBAETCA PYKOBOAUTENEM OPraHM3aumMmn Uan UHbIM YNOJHOMOYEHHbIM
MM O,0J/TI}KHOCTHBIM JIMLLOM M 33aBEPAETCA NeYaTbio OpraHu3aymu.

Mo 3anpocy nonb3oBaTesieil apxMBHbIE BbIMUCKM BblAIOTCA B 3/JEKTPOHHOM ¢dopme Ha
3NEeKTPOHHOM HocuTene nMbo nepecbinatoTcs Mo MHGOPMALNOHHO-TENEKOMMYHUKALMOHHBIM CETAM.
DNEeKTPOHHbIE apPXMBHbIE BbIMUCKM 3aBEPAIOTCA 3/IEKTPOHHON MOANUCHIO PYKOBOAMUTENA OpraHusaLumm
WM MIHOTO YNOJIHOMOYEHHOIO UM A0/IKHOCTHOTO /Inua.

5.14. Ha apxmBHbIX KOMMWAX, BKAKOYAA apXMBHbIE KOMMUM Ha BYMarKHOM HOCUTENIe 3NEKTPOHHbIX
OOKYMEHTOB, apXuBHble WKPbl NPOCTAaBAATCA Ha 0OOpPOTE KaxKAOro NAMCTa apXWMBHOM KonuM, a
3aBepuTeNbHaA HagNUCb U NeYaTb - Ha 060poTe NOCeAHEr0 IMCTAa KOMUMK.

Mo 3anpocy nosb3oBaTesiel 3/EKTPOHHbIE KOMWUW  APXMBHbLIX [OOKYMEHTOB BblAaloTca B
3NeKTpoHHON dopme nAnbo nepecbinaoTca MO UHPOPMALMOHHO-TENEKOMMYHUKALMOHHBIM  CETAM.
ONEKTPOHHbIE KOMUM apXMBHbIX [AOKYMEHTOB 33aBEPAOTCA 3/IEKTPOHHOM MOAMUCbIO PYKOBOAMUTENA
OpraH13aunu Uan MHOro ynoJIHOMOYEHHOIo UM A0JIKHOCTHOTO AnLa.

5.15. MMoarotoBneHHble apxXWMBOM OpPraHM3auUMM OTBETbI Ha 3anpocbl (ApXMBHbIE CNpPaBKW,
apPXUBHbIE BbIMUCKM M aPXMBHbIE KOMMM) HAMPaBAAIOTCA 3aABUTENAM C CONPOBOAUTEIbHBIM MUCbMOM MO
noyTe WM BbIAAKOTCA: 3aABUTENIO - NPU NpeabABAEHUN AOKYMEHTA, YA0CTOBEPAIOWErO JIMYHOCTb, €ro
npeacraBuTenam - Npu nNpeabABAeHUN AOKYMEHTA, YAOCTOBEPAIOLWEro JIMYHOCTb U A0BEPEHHOCTH,
0hOPMIEHHON B YCTaHOBNEHHOM MOPAAKE.

5.16. ApxuBHbI€e CPaBKKU, aPXUBHbIE BbIMUCKM U apPXMBHbIE KOMWK, Hanpasasemble B rocyAapcrsa -
y4acTHMKM  KoHBeEHUMW, OTMeHAalowWweln TpeboBaHWe ferannsaummM  MHOCTPAHHbBIX  OPULMANBHBIX
OOKYMEHTOB, noagnucaHHon B Maare 5 oktabpa 1961 r., 3aBepsAtoTCA NPOCTaBAEHUEM U 3aMO/IHEHMEM
CneLmanbHOro WTamna - anocTUAA B COOTBETCTBUM C 3aKOHOAATENbCTBOM Poccuiickoint Pepepaumu.

5.17. JlonyckaeTca nsbATME M3 apXMBHBIX €N U Bblaya BAagesbLaM WaWN UX POACTBEHHMKaAM, B
Cnyyae UX NMUCbMEHHOro 06paLleHuns, NOAJMHHBIX IMYHBIX SOKYMEHTOB O FPayKAAaHCKOM COCTOAHWUK, 06
06pa3oBaHUK, TPYA0BbIX KHUMKEK, HE NOJIYYEHHbIX B CBOE BPEMA BAAAE/bLEM LOKYMEHTOB.

MognvHHbIE /NIMYHbIE OOKYMEHTbl BbIAAKOTCA 3aABMTENAM C paspeleHuMAa pyKoBoauTens
OpraHM3aumMn No NpeabaBAeHUM NacnopTa UAN UHOTO AOKYMEHTA, YAOCTOBEPAIOLLErO JIMYHOCTL, MbO
MX POACTBEHHUKAM WAW MHbIM JNLAM N0 A0BEPEHHOCTU, OPOPMNEHHON B YCTaHOBAEHHOM
3aKoHogZaTenbcTBOM Poccuiickon ®eaepaunn nopsake. MoanvHHbIE MYHbBIE AOKYMEHTbl MOTyT 6biTb
HanpaB/ieHbl 3aABUTE/NIO LeHHbIM MUCbMOM.

C u3bIMaeMblX [OKYMEHTOB B apXuBe OpPraHuM3auMM W3roTaBAMBAOTCA KOMUU, KOTOpble
npuobwatotca K genam. N3batme AOKYMEHTOB, a TaKXKe 3aMeHa Ha KOMWU OTPaXKatoTCcA BO BHYTPEHHUX
onucax Aen, B IMCTax-3aBepuTenax aen, B ONUCcAx Aen, LOKYMEHTOB.

N3baTWe 1 BO3BpaLLEHME AOKYMEHTOB 0POPMAAIOTCA akTaMmn 06 M3bATUM U3 Aen (BO3BpaLLeHUN)
YKa3aHHbIX JOKYMEHTOB. AKTbl U ApyrMe AOKYMEHTbl, HA OCHOBaHWWU KOTOPbIX MPOU3BELEHO U3bATUE
(BO3BpaLLEHNE) aPXMBHDBIX LOKYMEHTOB, BK/tOYAOTCA B Aeno ¢oHAa.

5.18. KonnpoBaHue fOKYMEHTOB apxmMBa OpraHM3aL MM No 3aABKaM MoJib3oBaTes1ell NPOM3BOAMUTCA
Nno paspeLleHnto pyKoBoAUTENA OPraHM3aLMmM UAN MHOTO YNOJIHOMOYEHHOIO MM AOJIXKHOCTHOTO nLa.

Konun pOKyMeHTOB nepecbialoTcA B agpec TOM OpraHM3auuuM, no 3anpocy KOTOPOW OHWU
W3roToB/IEHbI, NN BbIAAIOTCA NONL30BATENIO NOA, POCMUCD.

5.19. B uenax co3gaHus ycnosuii ans paboTbl Nosb3oBaTesielt HEMnocpeacTBEHHO B apxuse
OpraHM3aunmn MOXKET BblAENATLCA NOMeLLEHME (YMTaIbHbIA, NMPOCMOTPOBbIN 3a/) A8 03HAKOM/IEHMA C
AOKYMeHTaMM apxmBa, 060pyA0BaHHOE COOTBETCTBYHOLLMMM TEXHUHECKMMU CPpeacTBammn ana paboTbl ¢
OOKYMEeHTamu.

Mpu OTCYTCTBMM B apxXMBe OPraHM3auMKM CNeunanbHO BbIAENEHHOTO MoMeleHna paboTa
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nosib3oBatesiell C AOKYMeHTaMM MPOU3BOAMUTCA HEnocpeAcTBEHHO B paboymMx KOMHaTax apxuBa.
JokymeHTbl Ana paboTbl Mo/b30BaTENAM BHE MNOMELLEHUA apxmBa OpraHM3auuM BblaaBaTb
3anpewaercs.

PaspeweHne Ha paboTy B MOMELIEHUW apxmMBa OpraHU3auMM JaeT PYyKoBOAUTE/lb apXMBa
opraHusaumu (M1Lo, OTBETCTBEHHOE 3a apXuB).

5.20. OTKa3 apxmBa opraH13auUmu B Bbl4aye apXMUBHbIX 4OKYMEHTOB A0MYCKAETCA B CAyYanx:

Hannuma ¢oHaa NOIb30BaAHUS;

Heya0BAETBOPUTEIbHOTO GU3NYECKOTO COCTOAHUA AOKYMEHTOB;

He NpoLweaLWwmnX Hay4HOro ONMCaHMA N TEXHUYECKOro 0QOPMAEHUA LOKYMEHTOB, 40 3aBepLIEHUsA
3TuX pabor;

OrpaHUYEHMN HA UCMOb30BAHWE, YCTAaHOBEHHbIX 3aKOHOAATeNbCTBOM Poccuinickoin depepaumnm
unu ¢oHao00bpasoBaTeNEM NPU Nepeaade JOKYMEHTOB Ha XPaHEHMe.

OTKa3 apxvBa opraHun3auumn B NpeaoCcTaBAeHUM JOKYMEHTOB AO/IKEH ObiTb BblAaH B MMCbMEHHOW
dopme U cogepaTb NPUUMHBI OTKa3a, a TaKKe NopagoK obxKanoBaHMA OTKa3a.

V1. NEPEAAYA JOKYMEHTOB OPTAHU3ALIMM HA XPAHEHWE
B FOCYAAPCTBEHHbIV (MYHULUMMANBHbBIN) APXUB

6.1. [lokymeHTbl ApxmBHoro ¢poHaa Poccuiickont Pepepaummn, obpasoBasBLUMecA B OpraHU3aLmaxX -
WCTOYHMKAX KOMMJIEKTOBAHMSA FOCYAapPCTBEHHbIX (MYHULMNANbHLIX) apXMBOB, MO UCTEYEHUN CPOKOB MX
BPEMEHHOrO XpaHEeHWA B apxuBe OpraHM3auuM nepefarTcA Ha MNOCTOAHHOE XpaHeHue B
COOTBETCTBYIOLMIM rOCYAaPCTBEHHbIN (MYHULMMANbHBINA) apXUB.

6.2. JoKkymeHTbl ApxmnHoro ¢oHga Poccuitckoir Peaepauymm, obpasoBaBluMecs B AeATe/IbHOCTH
rocy4apCTBEHHbIX M HEFOCYAapPCTBEHHbIX OpPraHM3aLmii, He ABAAIOLLMXCA UCTOYHUKAMMN KOMMNIEKTOBAHUA
rocyfapCTBEHHbIX  (MYHMUMNANbHbLIX)  apxXMBOB, MOFyT NepenaBaTbCsi B rOCYAAPCTBEHHble
(MyHMUMNAnbHbIE) apxuBbl Ha OCHOBAHWUM A0rOBOPOB C COBCTBEHHUMKAMM WAW  BAagebLamu
OOKYMEHTOB.

6.3. [JOKymeHTbl nepegarTcA Ha MNOCTOAHHOE XpaHeHWe B YMOpPAAOYEHHOM COCTOAHUWU C
COOTBETCTBYOLWMM HAayYHO-CMPABOYHbIM annapaTom.

6.4. B opraHusauuax - WMCTOYHMKAX KOMMNEKTOBAHWA TOCYAAPCTBEHHbIX (MYHWUUMNAAbHbIX)
apx1BoB Bce paboTbl, cBA3aHHbIE C OTOOPOM, MOATOTOBKON U nepenayeint LOKYMEHTOB Ha NMOCTOAHHOE
XpaHeHMe, B TOM YUC/ie C UX YNopASOYEHMEM U TPAHCMOPTUPOBKOM, BbINOHAOTCA 3a CYET CPeAcTB
OpraHM3aunn, nepesaroLmx 4OKYMEHTbI.

6.5. JocpoyHasa nepefaya AOKYMEHTOB HA NOCTOSIHHOE XPaHEHUE MOXET BbITb OCyLLecTBAEHA NpU
OTCYTCTBMM HEOOXOAMMbIX YCNOBUIA s obecnevyeHUs COXPAHHOCTU AOKYMeHTOB ApxuBHOro ¢oHaa
Poccuitickonn depepaumm, npu yrpose yTpatbl (YHUUTOXKEHMA) OOKYMEHTOB, a TaKXe Mo npocbbe
OpraHM3aumMmn Ha OCHOBAHWUM A0OrOBOpPA C rOCYAaPCTBEHHbBIM (MYHULMNAAbHBIM) apXMBOM.

MpoaneHne cpoKOB XpaHEHWA OOKYMEHTOB B apXMBE OpraHM3aLMm A40MNycKaeTcAa No NMMCbMEHHOMY
paspeLleHmnto rocyLapCcTBEHHOTO (MYyHULUMNAAbHOIO) apxmBa B C/lydae HEOBXOAMMOCTM NPAKTUYECKOro
MCNO/Ib30BaHMA AOKYMEHTOB OpraHM3aumen.

6.6. Nepepaya LOKYMEHTOB NOCTOAHHOIO XPaHEHMA B FOCYAAPCTBEHHbIN (MyHULMNAAbHbIN) apXuB
OCyLLEeCTBAAETCA B COOTBETCTBUU C NNAHOM, YTBEPXKAEHHbBIM PYKOBOAUTE/IEM COOTBETCTBYIOLLLErO apXmnBa
Nno COrnacoBaHMIO C NepeaatoLLeit aena opraHn3aumen.

6.7. [JOKymeHTbl NepegatoTcs B rOCYAAPCTBEHHbIN (MYHUUMMNANAbHBLIN) apXuMB MO ONUCAM Aen,
[OKYMEHTOB NMOCTOAHHOIO CPOKA XpaHeHUA, yTBepKaeHHbIm IMMK.

MNepen nepepaveli OOKYMEHTOB Ha MOCTOAHHOE XpPaHEHWE COBMECTHO C MpeacTaBuUTENIEM
rocyapCTBeHHOro (MyHUUMNANbHOIO) apxuBa NPOBOAMTCA MPOBEPKA MNPaBWUIBHOCTM OMUCAHUA U
obopmneHna pen, OGU3MYECKOTO W CaHUTAPHO-TUTMEHUMYECKOTO COCTOAHMA AOKyMeHToB. [lpu
06HapyKeHUN aedeKToB COCTABAAETCA aKT; YCTPaHeHMe 0OHApPYXeHHbIX AedeKTOB NPOBOAUTCA CUAAMM
opraHusauum.

Mepepaya Aen NPoBOAMTCA B FOCYAaPCTBEHHOM (MYHMLMMNANAbHOM) apxuBe NoeanHUYHO. Ha Bcex
YyeTbIpex 3K3emMnaapax onucen gen, LOKYMEHTOB NPOCTaBAAKTCA OTMETKM O Npueme aen.

Mpu nepBoit Nepegaye AOKYMEHTOB B FOCYAapCTBEHHbIA (MyHMUMNAAbHbLIA) apxuB nepesaerca
ncTopmyeckana cnpaska K ¢oHay. Mpu nocneayowmx nepegayvax AOKYMEHTOB NepesaeTca A0MONHEHWE



K UICTOPMYECKON CripaBKe.

6.8. MNMepepaya AOKYMEHTOB 0POPMAAETCA aKTOM Mpuema-nepesaym AOKYMEHTOB Ha XpaHeHue
(npunoskenne N 30), coctaBasembiMm B ABYX 3K3emnaspax. OAMH 3K3emnasap ocTaeTca B
rocy4apCTBEHHOM (MyHMLMMANbHOM) apxuBe, ApPYyroin - B nepegatowen opraHusaumm. Bmecte ¢
OOKYMEHTaMU nepesaeTca TpU IK3eMnasapa onucu e, LOKYMEHTOB, B TOM YMC/ie OAUH B 3/1EKTPOHHOM
Buge.

Ecrv npu nepepadye O06Hapy)KEHO pacxoXAeHWe Mexay MWTOroBOM 3anmucbio onucu aen,
[OKYMEHTOB M GaKTUYECKMM HaZMuMem nepesaBaemMblX e, B ONUCU Aen, AOKYMeHToB opopmaseTca
HOBAaA UTOroBas 3anMucCb, B KOTOPOM YKa3blBalOTCA paKTUYECKOe HaMume Aen U HOMepa OTCYTCTBYHOLLMX
aen. Homepa oTcyTcTBYIOWMX Aen GUKCUMPYIOTCA B aKTe npuvema-nepesayn aesn Ha NOCTOSHHOe
XpaHeHWe, MPUYMHbI OTCYTCTBMA Aen - B MNPWNAaraemoir K akTy npuema-nepenaynm Crnpaske,
noAroToB/AEHHON OpraHu3aunen.

ApX1B OpraHM3auum NPUHMMAET Mepbl NO PO3bICKY Aen. Ha oTcyTcTByOWMeE AOKYMEHTbI U Aena,
Mepbl MO PO3bICKY KOTOPbIX HE Janu pe3y/nbTaToB, COCTABAAETCA aKT 00 yTpaTe [OKYMEHTOB
(npunoskeHue N 6). YTpauyeHHble NOAJMHHUKA LOKYMEHTOB MOTYT 6bITb 3aMeEHEHbI UX KOMUAMM.

VII. MEPEOAYA NOKYMEHTOB MPU PEOPTAHU3ALMN NN NTUKBUOALNNA
OPrAHM3ALUWN, CMEHE PYKOBOAWTE/TA APXUBA OPTAHU3ALINNA

7.1. Mpwn peopraHusauMmM WA NUKBUOAUMM OpraHU3auMM nepegaya W JajbHellee
MCMO/Ib30BaHWE AOKYMEHTOB PEOPraHU3yemMol UAN UKBUAMPYEMOW OpraHM3aLuu OCYLLEeCcTBASETCA B
COOTBETCTBUM C 3aKOHOAaTeIbCTBOM Poccuiickoit deaepaumm.

Mepefaya [AOKYMEHTOB JIMKBUMAMPYEMON OpraHusaumMmM BXOAMT B 06SA3aHHOCTb KOMUCCUM,
06pa3oBaHHOW A1a Nepesaun gen U UMyLLLeCTBa.

MpM  NMKBMZAUMWM  OpPraHU3auMii -  UCTOYHMKOB  KOMMJIEKTOBAHMA  FOCYAapCTBEHHbIX
(MyHMUMNANbHBLIX) apPXMBOB B COCTaB JIMKBMAALUMOHHOM KOMWUCCUM BKJIOYAETCA NpeacTaBuTesNb
rocyf,apCcTBEHHOro (MyHULMNAAbHOMO) apX1Ba.

7.2. Mpyn cMeHe pPyKOBOAMTENA apxuMBa OpraHuMsauuu (nMua, OTBETCTBEHHOrO 33 apxuB
OopraHusauun) npuem-nepesaya A4OKYMEHTOB apXMBa, YYETHOIO M Hay4YHO-CNPaBOYHOro annapaTta K HUm
OCYLLECTBAAETCA NO aKTy.

MpunoxkeHne N 1
K n. 2.37 MNpasun



HammeHOBaHUE OpraHMn3aumnum

KAPTOUYKA IIOCTEJIJIAXHOI'O
TOIOT'PASMUECKOT'O YKAS3ATEJIA <*>

CTEJUIAX N

XPAHWIIMIIE N

Wkad N Monka N ®oHag N | Onuce N

Eq. xp.cN

noN

MpumeyaHune

dopmat A6 (148 x 105 mm)

<*> KapTO‘-IKVI NOCTENNAXKHOTO TOI'IOI'pad)M‘-IECKOI'O YKa3aTtena COCTaB/IATCA Ha Ka)'Kp,bIVI CTennax v NpuKpenaarTcAa Ha TOpLI,EBOVI CTOpOHE CTensiaxa.

HammeHOBaHMEe OpTraHM3alun

KAPTOUKA IIOPOHIOBOT'O
TOIIOT'PAPVUECKOT'O YKABATEJIA <*>

®OHI N

HazBaHre o¢QoHIOa

XPAHWIIVMIIE N

MpunoxkeHune N 2
K n. 2.37 MNpasun



Onucob Ea. xp.cN Crennaxk N Wkadp N Monka N MpumeyaHu
N e
noN
1 3 4 5 6

dopmat A4 (210 x 297 mm)

<*> KapToukn nodpoHZ0B0ro Tonorpadryeckoro ykasate s COCTaBAAOTCA Ha Kaxkabli GOoHZ M pacnonaratoTcs B nopagKe Homepos GOHO0B.

MpunoxkeHne N 3
K n. 2.43 MNpasun



HamMveHoOBaHUE OpraHMn3alumnum

AKT YTBEPXIIA
N PyxkopomgmuTesb OpraHm3alLmUmn
IPOBEPKM HaJIUUMSI
Y COCTOSHUS aPXMUBHBIX IOKYMEHTOB Ioanuchb PacumppoBka
MOONVCU
®ounm N DaTa
HaspaHue odoHOa
Homepa onmcen
[IpoBepka NPOBOAOMJIACHE C 1o
[IpOBEPKOM YyCTaHOBJIEHO:
1. UMcamMTCs [0 ONMCAM IOet en. xp.
(koJIMuecTBO)
2. BHIABJIEHBE TEeXHUUECKME OMMOKM :
2.1. VmMewnTCcHa JIUTEPHBIE HOMEpPA:
a) He YUTEeHHBEe B MTOTOBOM 3alucu en. xp.
(koJIMuecTBO)
©) He IIepeuMrCJIeHHBle, HO Yy4YTEeHHHE
B MTOTOBOM 3alMUCU en. xXp.
(koJIMuecTBO)
2.2. IllponyumeHO HOMEPOB:
a) He YUTEeHHEX B MTOT'OBOM 3alMCU en. xXp.
(koJIMUuecTBO)
©) He INepeuMCJIEHHBIX, HO YYTEHHHEX
B MTOTOBOM 3alMUCU en. xXp.
(koJIMuecTBO)
2.3. Ipyrmue, B pel3yjibTaTe uyero oOwmeMm
YBEJIMUUIICS Ha en. xp.
(koJIMUecTBO)
YMEHBUMJIICS Ha en. xp.
(koJIMUecTBO)
3. UuMcamMTCsa O ONMCSaM B pPel’ysbTaTe
YCTPaHEeHMS TexXHUUYECKUX OUWMOOK en. xp.
(koJIMUecTBO)
4. He okaszayoCch B HaJM4UMU en. xp.
(koJIMUecTBO)
5. lVMmeeTcsa B HaMuMM I[1I0 JAaHHOMY QOHIY
(BKJIIOUEHHBIX B OIIMCU) en. xp.
(koJIMUecTBO)
U3 HUX TPeOy MX :
a) nmesuHbekUUMn en. xp.
(koJIMUecTBO)
0) I»mesMHCeKLUU en. xp.
(xkoJIMuUecTBO)
B) pecTaBpaluumn en. xp.
(xkoJIMuUecTBO)
MpogonxkeHne npunoxeHuna N 3
K n. 2.43 MNpasun
') HneperieTa MM DOIWMBKU en. xp.
(koJIMUecTRBO)
II) BOCCTAHOBJIEHMS 3aTyXallMX TEKCTOB en. xp.
(koJIMUEecCTRBO)
€) HeMCIpPaBMMO IIOBPEXIEHHEIX en. xp.
(koJIMUEecCTRBO)
6. VMeeTcsa He BKJIOUEHHBIX B ONUCHU en. xp.
(koJIMUEecCTRBO)
7. VTOoTo 1O maHHOMY OGOHIY (BKJIOUEHHEIX M HE BKJIOUEHHBIX B OIMCHU) ,



VMMEKIMXCHA B HaAJIM4YUM

en. xp.

(kOJIMUEeCTRBO)
8. XapakTepuCTMUKa YCJOBUM XpPaHEeHUS

[lpoBepKy MNPOM3BOIONIIN:

HammMmeHOBaHME
IOOJIKHOCTEM
PabOTHUKOB Noonucu

Pacumbpporka nomnmcein

dopmart A4 (210 x 297)

MpunoxkeHue N 4
K nn. 2.43, 3.15 MNpasun



HammeHOBaHUE OpraHMn3aumnum

AKT YTBEPXIAIO
N PykopomomTesib OpraHmU3alLumn
O TexXHUUeCKMX oumbKrax Momnmuce PacumppoBKra
B YUYETHEIX IOOKYMEeHTax MIOOINCH
DaTa

oo N

HazspaHue odoHOa

B xXome BLHIIIOJIHEHUS OOHAPYXEHE TeXHUUYeCKUe
ommMOKM B 3alMCAaxX

Ha3BaHue AOKYMEHTA CYLLI,eCTBYI'OLLI,aFI 3anmcb Cﬂe,CWET 3anmcaTb
1 2 3
B pesyisbTare KOJIMUECTBO EeIMHUIL XpPaHeHUs YBEJIMUNIIOCH (YMEHBIIMIIOCE )
Ha en. xp.

(undpamMM, NOPONIMUCHI)
[TpMeyaHnAd :
HamMeHOBaHME OOJDKHOCTM pabOTHMKA [ognmce PacumdppoBka HOONMCHU
VI3sMeHeHNAa B ydYeTHEe HOOKYMEHTH BHECEHEH

HammveHOBaHME OOJDKHOCTU
paboTHMKA apxuba [Nomnmce PacumppoBka NOONMCHU




HammMeHOBaHMEe OpTraHu3alumn

AKT YTBEPXIIA

N PykopoouTesib OpIT'aHM3aLUNU
06 OOHaAPYyXeHUM IOOKYMEHTOB omnuce PacumppoBkra
(He oTHoOCsamMXCS K OaHHOMY GOHIY, MOONUCHU
HEeYyUTEHHHIX)

IDaTa
B xome
(o paboTH)
ODHAPYyXEHO
(B QoHme, xpaHMIMle, paboueM IOMEUEHMN)

N n/n | 3aronosok ea. | LWndp (ecam | KpaitHue aatbl | Konuuectso K Kakomy MpumeyaHua

Xp. ecTb) ncTos doHay

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

TOoT0 OOHApPyXeHO INOKYMEHTOB

IOOKYMEHTOB

dopmart A4 (210 x 297 mm)

MpunoxkeHne N 5
K nn. 2.43, 3.15 MNpasun



(UmbpaMmu M OPONMUCHIO)

HamMmeHOBaHMEe OOJDKHOCTU paGOTHMKa

VI3sMeHeHUus B YYeTHBEIE IJOKYMEHTEI BHECEHEI

HamMeHOBaHME IOOJIKHOCTU
PabOTHMKA apxXmBa
nonnmcu

HamMeHOBaHME OpTraHU3aLUMn
AKT

N

00 yTpaTe OOKYMEHTOB

®oHnm N

Illognmuce

INognmuce

PacumdpoBKa MOOOIUCU

PacumppoBkra

YTBEPXIAIO

PykoBOoOMTeN b OpTaHM3auum
[lomnuce PacumppoBxa

jafediinizierZs
IaTa

B pesynbTare

(HazBaHme o¢oHma)
YCTAHOBJIEHO OTCYTCTBUE B (QOHIe

IIEPEeUNMCIJIEHHBIX HIVXe neJ,
IIOJIOXMTEJIBbHEIX pPe3yJsibTaTOBR He najy,

yueTa:

IPEnNPUHSATEE
B CBS3M C YeM CUMTaeM BOBMOXHBIM CHSATH C

ApPXMBOM MEPH II0 POS3ECKY IeJl

Nn/n| Onuce N | EA. xp.
N

3aronoBoOK e, Xp.

KpaitHue gatel| Konunuvectso |lMpeanonaraembie

TNCTOB NPUYNHDb

dopmart A4 (210 x 297 mm)

MpunoxkeHne N 6
Knn. 2.44, 3.15, 4.32, 6.8 Npasun



(06bem, M6) OTCYTCTBMA

5 6 7

MToro

en. xp.

(umbdpaMm ¥ OPONUCHI)
ComepxaHue YTPadeHHBIX IOOKYMEHTOB

crlenymourMy en. Xp. @

MOXeT OBITH YaCTUYHO BOCIIOJIHEHO

(HomMepa en.

HavmMeHOBaHMeE OOJIXHOCTU
PYKOBOIUTEJIS apxXmuBa
(MMua, OTBETCTBEHHOTO 3a apxXMB)

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

V3MeHeHMsa B y4YeTHBE IJOKYMEHTEl BHECEHEH

HammveHOBaHmMe OOJIXHOCTU
PaboTHMKA apxXmuBa

Xp.

Y UX TPYNIOBBEE BaTOJIOBKU)

[ognuce Pacumpporka nonnmcu
COTJIACOBAHO

[IpoToxkos LSK (3K) opraHm3zaumum

oT N

[lomnmcoeb Pacumbpporka nomnmcu

<*> Ec/iv He 06Hapy»KeHbl Aena NOCTOAHHOIO XpaHeHus.

dopmat A4 (210 x 297 mm)

Mpunoxenne N 7
K nn. 2.47 MNpasun



HamMveHoBaHUE OpraHMn3alumnum

KAPTA-3AMECTUTEJIE IEJIA

Oerio

(N 1 HasBaHue)
Onucoe

(N m HazBaHue)
QOoHI

(N m HazBaHue)

BEIIaHO BO BpPEeMeHHOEe IMOJIb30BaHMue (UMTAJIbHBEI 3aj) :

N @.1.0. nonb3oBartens [aTta Bblgaumn [aTta Moanucb Moanucb
n/n BO3BpaTa | BblAABLIEro Ae/s0| MNOoAy4YuBLLErO
aeno
1 2 3 4 5 6
JIMCT-3ABEPUTEJIL IEJIA N
B memne nmooumTo M NPOHYMEPOBaHO JIMCTOB

dopmat A4 (210 x 297 mm)

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



c N

JIMTEPHEIE HOMEpa JIMCTOB
IIPOIIYyIEHHEIE HOMEpa JIMCTOB
+ JIMCTOB BHyTpeHHeIZ OIImMcCum

(UmbpaMmu M OPONMUCHIO)

no N

14

B TOM 4YMCJIe:

OcobeHHOCTM $HM3MYECKOrO COCTOAHUA U GOPMUPOBAHMA Aena

Homepa nucros

1

2

HavMeHOBaHMeE OOJIXHOCTU

paboTHUKA

DaTa

HammveHOBaHMEe OpTraHM3alun

®ounm N

Illognuce

PacumppoBka MNOONMUCHU

JIMICT MUCIIOJIB3OBAHVA HOKYMEHTOB

Onmce N

3aroJIoBOK nmeja

Heno N

[ata
MCnonb308

Komy BblgaHo:
bamnnnsa, nHMLMansl

XapaKTtep Ucrnonb3oBaHUA
(KOHMpOBaHMe,BMﬂMCKM,

N
MCNOJ1Ib30BaHHbI

Mognuce nnua,
MCNoNb30BaBLUEro

dopmat A4 (210 x 297 mm)

MpunoxkeHne N 9
K n. 2.47 MNpasun



aHus (pa3bopumnBo) npocmMmoTp) X INCTOB aeno
1 2 3 4 5
HammMeHOBaHME OpTraHU3aLUMn
AKT
N
O BbIIAUYWE IOeJI BO BPEMEHHOE IIO0JIb3OBaHUE
(HaI/IMeHOBaHI/Ie opTraHmM3aunnm,
ee azmpec, IOYTOBBI MHIEKC)
OcHOBaHuUe
s Kakoy LeJM BhIOATCS en. Xp. u3 ooHma N
(HazBaHme ¢oHIa)
Nn/n |Onunce N| Ea. xp. | 3aronoBsok ea. KpaitHne | Konnuectso nnCTos, NpumeyarHune
N Xp. OaTbl dopmar (0bbem,

M6)

dopmart A4 (210 x 297 mm)

Mpunoxkenue N 10
K n. 2.46 MNpasun



Bcero BrmaeTcsa

en. xXp.,

CPOK BO3BpalleHUA

(umbdpaMm M OPONUCHI)

Hera BEIIIA HEBL B YIHOPAOOYEHHOM cocTroaHuM, IIOOmMMTEI, B OGHOXKaX, C

IPOHYMEPOBAHHEIMU JIUCTAMU U
[lonnyyaTesp 00a3yeTCH
IOJIb30BaHMe, I[IOCTOPOHHUM
CIIpaBOK, He NOyOJIMKOBATH
nesna.
[lonyuaTesnb 0064a3yeTcd
aKTe CpOK.

3aBEPUTEJIbHEMM HaONMCAMU.

He T[penoCTaBJIATb IHeja, [NOJIydeHHEIE BO BPEMEHHOE
JMiiaM, He BeIOABATh IO HMM KOIMM, BBIMCOK U
IOOKYMEHTE 0e3 pa3peleHusa opl'aHM3alMuM, BbIABIIEN

BEPHYTbL JeJjla B apxXMB OpraHM3alMM B yKABaHHBEI B

[MonyyaTesnb HOpenynpexmeH o0 OTBETCTBEHHOCTM IO 3aKOHY B CJiyyae yTPaTh
WM TIOBPEXIEHMS I[IOJIYUeHHEIX BO BPEMEHHOE I10JIb30BaHMue Iel.

HammMveHOBaHmMe OOJIXHOCTU
PYKOBOOUTEJNA OpIraHM3aluu,
BHIDAIEV Iejia

[lomnuce PacumppoBxa
jafePisniziersi

aTa
[leyaTs OpraHM3alNU

HammMeHOBaHmMe OOJIXHOCTU
PYKOBOOUTEJ A
OpTraHM3alUuUn-IIoJIydaTeslsa

[lomnuce PacumppoBxa
IOINNCHU

aTa
[leyaTs OpraHM3alNMU

MpoaonxeHune npunoxeHma N 10
K n. 2.46 MNpasun

dopmat A4 (210 x 297 mm)



MpunoxkeHne N 11
K nn. 3.6, 3.15 Mpasun

(HaMMeHOBaHME OpTaHM3aLNUN)

(HaBBaHUE apxmBa OpI‘aHMBaLI,MM)

KHUTA
ydeTa MOCTYIUJIEHUA U BEOETUA JeJl, IOKYMEeHTOB

Tom N
Hauart
OKOHUEH
dopmat A3 (297 x 420 mm)
MpopomxkeHne npunoxeHna N 11
K nn. 3.6, 3.15 MNpasun
N [aTta HanmeHoBaHue | HammeHos | Ha3Ba oAbl Bug MocTynneHne onucaHHbIX | BbibbITME onncaHHbIX | HeonucaHHbIX | Mpumey
n/n | noctynn opraHmMsauum aHue, HME U | NOCTYNMB | HOoCUTE OOKYMEHTOB OOKYMEHTOB aen, aHue
eHna u (cTpyKTYpHOTO HOMEp U | HOMe | Wux namn | ns <*> [LOKYMEHTOB,
BbI6bITM | NoapasaeneHus, AaTa p BbI6bIBLU Konndectso ea. xp. Konndectso ea. xp. JINCTOB
A iMua, apxuBa), oT | AOKYMeHTa | poHA nx
AOKyMe KOTOPOI . no a [LOKYMEH nocrona | BpemeH no nocto |Bpeme| Mo | NocTy | Bbibbl
HTOB nocTynuam (Mam | Kotopomy TOB no HHOro HOFO | IMYHO | AHHOT | HHOTO | IMYHO | NKNAO no
BbIObIN) nocTynuam onucu XpaHeH | (cblwe | My o (cBbiw | my
LOKYMEHTBI U nA 10 net) | coctaB | xpaHe | e 10 |cocTaB
BblObINN y HUA | neT) y
OOKYMEHT
bl




11

12

13

14

15 16

NToro B rony INOCTYIIMIIO

en. Xp., B TOM 4dYMCJIE: Ha

(umbdpaMm ¥ OPONUCHI)

OyMaxHOM HOCHUTeJIe ’
(umbpamMm M OPONUCHI)

BJIEKTPOHHEIX ,

(umdpamMm ¥ NPONMCHI)

AYIMOIOOKYMEHTOB ; BUIEOIOKYMEHTOB

(umbpamMm M OPONUCHI)

(umbdpaMm M OPONUCHI)

IOKAa3EIBATCA PaslelJIbHO MTOTOBHE IaHHHE 1o rpabam 8, 9, 10, 14 xHuUTHU;

BBIOBLIIO en. xXp.,
(umdpaMm ¥ HOPONMUCHI)

, DJIEKTPOHHEIX

(umdpaMm M HOPONMUCEI)

B TOM 4YMCJIe: Ha 6yMaXHOM HOCHUTeTIe

(umdpaMm M HOPONMUCEI)

AyIUOIOOKYMEHTOB , BUIOEOIOKYMEHTOB

(umbdpaMm M NPONUCHI)

(umbdpaMm M NPONUCHI)

IOKAa3EIBATCsA PasldelJIbHO MTOTOBHBE IaHHBEe o rpabdbam 11, 12, 13, 15.

HammMeHOBaHME IOOJDKHOCTM JIMla,
COoCTaBMBIIET'O MTOIT'OBYK TIT'OIOOBYI 3allMChb

HamveHnoBaHmMe OOJDKHOCTU PYKOBOIMTEIIA apXumBa

(Mmua, OTBETCTBEHHOTO 33 apXUB)

IHaTa

<*> B rpade yKasblBaeTca Bug Hocutensn (BH - 4oOKyMeHTbl Ha 6ymaykHOM HocuTene, 3/ - 3N1eKTPOHHbIE JOKYMEHTI).

Momnmuce PacumppoBKa MNOAONUCU

[lomnmcoeb Pacumbpporka nomnmcu

dopmat A3 (297 x 420 mm)

MpunnoxkeHne N 12



HammeHOBaHUE OopraHMnsaumum

CIIMCOK ®OHIOB

ToMm N

Hauat

OKOHUEH

N [ata nepsoro | HasBaHue poHAaa OTmeTKa o BblbbITUKN PpoHAa MpumeyanHune
¢doHaa NOCTynneHun
[OKYMEHTOB Kyaa Bblbbin DatanN
doHaa OOKYMEHTa, Ha
OCHOBaHUH
KOTOPOro BblbbIN
1 2 3 4 5 6
Ha 01.01. Tola B CIMCOK BKJIOUEHH QOHOE C N mo N

M3 CHOMCKa MCKJIYeHBEl QOHOEl C N
Bcero xpaHuTCHA B apxmuee

no N

GOHIOB, M3 HUX:

(undpamMm ¥ HOPOIMUCHI)

(undpamMM ¥ OPOIMUCHIO)

Homepa cBOOOmHEIE:

comepXxaT OCOOO LIeHHEE Ieja.

K nn. 3.6, 3.15 Mpasun

dopmat A4 (210 x 297 mm)

MpoponxkeHune npunoxeHua N 12

K nn. 3.6, 3.15 MNpasun



Homepa BHOBBUIME ([I€pPemaHHHE) :

HamMeHOBaHME IOJDKHOCTU

paboTHMKA apXMBa, COCTABUBIEIO

TOOOBYI MTOTOBYK 3alMCh [lonnuce PacumdppoBKa IOONUCU
HamMeHOBaHME IOJDXKHOCTU

PYKOBOOUTEJS apxubBa

(Muila, OTBETCTBEHHOTO 3a ApPXUB) NoOnmcob PacumdpoBKa MOONUCU

DaTa

dopmat A4 (210 x 297 mm)

MpunnoxkeHne N 13
K nn. 3.6, 3.15 MNpasun

JMCT SOHIA N

(MecToHaxoxmeHvue GoHIa (JaTa nDepBOI'O NOCTYILJIEHUSA
HaMMEeHOBAaHU TaHM3aLun, IOOKYMEHTOB HI
(HaMMeHOBAaHMe OpTraHm3a o) eHTO oOHIAa)

roe xpaHuTcsa QoHn))

KpaliHue aatbl Kaxgoro HassaHuUsA HassaHwue ¢poHaa
doHaa
1 2

1. YueT HEONMCAaHHEX IJOKYMEHTOB



[Jata |HassaHue, N n gata 4OKyMeHTa, MoctynneHune BbibbITHE Hannumne
3anucu Nno KOTOPOMY NOCTYMUAU UK (ocTaToK)
BblObIIN AOKYMEHTbI
Konunuect | KpanHue | Konnyect | KpaliHue Bcero gen
BO fen Aatbl BO Aen Aarbl
1 2 3 4 5 6 7
2. YueT ONMCAHHEIX IOOKYMEHTOB
[ata Homep lopg HassaH | MNoctyn BbibbITHE Hannuume (ocTaTok)
3anucuK | onucu ne uno eg,
nen onvcu Xp. Konnye | OcHoBa | B TOoM umncne no | Koaunue B Tom umncne:
Um cTBO eA.| Hwue onucam, CTBO eJ,.
aHHOTa Xp. BbIBLITV | YTBEPMKAEHHBIM Xp. NOCTOAHHOIO XPaHEeHMUA no TMYHOMY
COCTaB
o A IMNK y
(Ha3BaH N N
AOKYME e Konunue | KpaiiHu M3 HMX NO KOJIMYe | KpaHu
HTOB ,u,aTa’ N CTBO €4, | e aaTbl onucam, CTBO €4, | e aatbl
’
Xp. en. Xp. TBEPXKAEHHBIM Xp.
[OKyMe P A. XP. | YTBEPXKL, P
oMK
HTa)
Konunue | KpaitHu Ko/IMue | KpalHu
cTBO e4. | e Aatbl CTBO e4. | e AaTbl
Xp. Xp.
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16

dopmat A4 (210 x 297 mm)



Mpunoxkenne N 14
K nn. 3.6, 5.5 Mpasun

HamMeHOBaHMEe OpTraHu3alumn YTBEPXIAIO

dounm N PyxkopomuTesb OpraHM3alumn
ITognucob PacumppoBra

OIlMCh N [NOONMcCu

oeJl MIOCTOSAHHOTO XPaHeHMS IOaTa

3a ron

N n/n UHaeKkc gena 3aron0BOK gena KpaiHue patbl Konunuecrtso MpumeyanHue
INCTOB
1 2 3 4 5 6

Ha33aHmepa3aena

B maHHBI pas3mesl ONMCUM BHECEHO nes,
(undpamMm ¥ OPONIMUCHI)

c N no N , B TOM UucCJe:

JIMTEPHBIE HOMEpa:

IPONyLIEeHHEE HOMepa:

HamMeHOBaHMe OOJDKHOCTU
COCTaBUTEJId ONUCHU [lomnmce Pacumpporka IOIONMUCK

HamMeHOBaHmMe OOJIKHOCTU
PYKOBOIUTEJA apXmuBa

(MMua, OTBETCTBEHHOTO 3a apXUB) lNoonmce PacumppoBka IOIONMUCU

COTJIACOBAHO YTBEPXIEHO



[IpoTokosn L2K

oT

(3X)
N

opTraHmu3auum

HammMeHOBaHMEe OpTraHu3alumn

[IpoToxos 3K apxXMBHOTO y4YpexXIeHMS

oT N

YTBEPXIAI

dounm N PykopomguTesb oOpIr'aHM3aLumu

OIMCh N [loonuce PacumppoBkra

Oej [0 JIMYHOMY COCTaBYy nonnmcu

3a Ton DaTa

Nn/n NHaeKkc 3aronoBok KpaiHue CpoK xpaHeHuna Konnyectso | lMpumeyaHun
Aena Aena AaTbl INCTOB e
1 2 3 4 5 6 7
B maHHEM pas3nejl ONMCHM BHECEHO nen,
(undpamMm ¥ OPONIMUCHI)

c N no N , B TOM UucCJe:

JIMTEPHBIE HOMEpPa:

NPOIyUIeHHEIE HOMEPaA:

HamMeHOBaHMe OOJDKHOCTU

COCTaBUTEJIA ONUCHU [ognuco PacumppoBka NOIONUCH

HammMeHOBaHmMe OOJIKHOCTU

dopmat A4 (210 x 297 mm)

MpunoxkeHue N 15
K nn. 3.6, 5.5 MNpasun



PYKOBOOUTENS apxmuea (auua,

OTBETCTBEHHOTO 3a& ApPXWUB) [lonnuce PacumdppoBKa IOONUCU
COTJIACOBAHO COTJIACOBAHO
[IpoTokoJs L3K (9K) opraHuszaumumu [lpoTtokos 3K apXMBHOTO y4YpeXIOeHUA
oT N oT N
dopmat A4 (210 x 297 mm)
MpunnoxkeHne N 16
K nn. 3.6, 5.5 MNpasun
HamMeHOBaHME OpTraHU3aLUMn YTBEPXIOAK
dounm N PykopoguTesb OpIraHMU3aLUN
OIMCh N [loonuce PacumppoBkra
nesl BpeMeHHEIX (cBeue 10 JieT) MIOIOIINCHU
CPOKOB XpaHeHUHA HaTa
3a ron
Nn/n NHAaeKkc 3aronoBok aena | KpanHue gatbl | CpoK XpaHeHuA Konnyectso | lMpumeyaHun
Aena INCTOB e
1 2 3 4 5 6 7
B nmaHHEM pasnesl ONMCM BHECEHO ne,

(undpamMm ¥ OPOIMUCHI)
c N no N , B TOM UMCJIE:

JIMTEPHEIE HOMEPa:




IIPOIIYyUIEHHEBEIE HOMEPa:

HamMeHOBaHME OOJIKHOCTU
COCTaBUTEJIA OIUCU Illognmuce

HauMeHOBaHME OOJDKHOCTU
PYKOBOOMTENS apxmupa (Juua,

OTBETCTBEHHOT'O 3a apPXUB) [lomnuchb
COTJIACOBAHO

[IpoToxos LSK (3K) opraHm3zauum

oT N

PacumdpoBKa MOOOIUCU

PacumdppoBKa IOONUCU

HauMeHOBaHMe OpraHM3aLun YTBEPXIOAK

QoHnm N PyxkoBomgmTesib OpraHm3alumm
Honnmuce Pacumpporra

OIIMCb N MIOONUCHU

SJIEKTPOHHEIX »OeJl, IOOKYMEHTOB aTa

IIOCTOAHHOTIO XpaHeHMH

3a Ion

N n/n MHApeKc gena 3aron0BOK aena KpaitHue gatbl O6bem, M6 MpumeyvaHua
1 2 3 4 5 6

dopmat A4 (210 x 297 mm)

MpunoxkeHne N 17
K nn. 3.6,4.19, 5.5 MNpasun



B maHHBIM pa3dejl ONMUCKM BHECEHO nen,
(undpamMm ¥ MNPOIUCHI)

c N no N

(umbpaMy ¥ MOPONUCHID) (umbpaMy ¥ MOPONUCKID)
obBeEMOM M6.
HamMeHOBaHME OOJDKHOCTU
COCTaBUTEJIS OIUCHU Nognuck PacumppoBKa NOANUCU
HamMeHOBaHME OOJDKHOCTU
pPyKOBOOMUTENd apxmuea (auua,
OTBETCTBEHHOI'O 3a apXUB) Nognuck PacumppoBKa NOANUCU
COTJIACOBAHO YTBEPXIEHO

[lpoToxkos LSK (3K) opraHm3zauum

[IpoTokos 3K apxXMBHOTO YyUpeXIeHUS

oT N oT N

[IPVMJIOXEHVE K OIIMCU N

BJIEKTPOHHEIX IeJl, IOOKYMEHTOB

IIOCTOSHHOTO XPaHEHUA

3a Ton

PeecTp HOOKYMEHTOB (KOHTEMHEPOB 3SJIEKTPOHHHX IOKYMEHTOB) 3JIEKTPOHHOTO »Oeja:
<K >

N enm. xp. no onmcu

MHoexkc neJa

3aroJIoBOK nmeja

dopmat A4 (210 x 297 mm)

MpoponxkeHune npunoxeHma N 17
K nn. 3.6,4.19, 5.5 Npasun



[aTta Per. N HanmeHoOBaHMe AOKYMEHTa O6vem, M6 MpumeyaHusa
OOKYMEHTa OOKYMEHTa
1 2 3 4 5
HammMmeHoOBaHMe IOOJIXHOCTU
COCTaBUTeJId OIINCU’ HO,D;HMCI: PaCU_IM(i)pOBKa Inonormcum

<*>CoaasnﬂemﬂHaKamaoeanempOHHoeAena

HammeHOBaHMEe OpTraHn3alun

YTBEPXIAIO

QoHnm N PyxkoBommTesib OpraHm3alumumn
Honnmuch PacumppoBra

OIlMChH N OONNUCH

BJIEKTPOHHEIX JleJl, IOKYMEHTOB JaTa

BpeMeHHEX (cBeumre 10 JjieT)

CPOKOB XpaHEeHMH

3a oL

N n/n | NHgekc 3aronoBokK gena KpaitHue CpokK O6bem, M6 | MpumeyaHun
aena Aarbl XpaHeHUA

dopmat A4 (210 x 297 mm)

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



B OaHHEM pas3ldejl ONMCK BHECEHO

HneJ,

c N

no N

(umdpaMm M HOPONMUCEI)
OBBEMOM

(umdpaMm ¥ HOPONMUCHI)

M6 .

HamMeHOBaHME OOJDKHOCTU
COoCTaBUTeEJIA OIINCU

HammMeHOBaHME IOOJIKHOCTU
PYKOBOOIUTENA apxuea (nauua,
OTBETCTBEHHOTO 3a apxuB)

COTJIACOBAHO

[IpoToxkos LSK (3K) opraHm3auum
oT N

[IPVJIOXEHME K OIIMCU N
BJIEKTPOHHEIX IeJI BPEMEHHBIX
(cBeme 10 JjleT) CPOKOB XpPaHEHUH
3a roxn

Illognuce

IlNlognuce

PeecTp HOKYMEHTOB (KOHTEMHEPOB 3JIEKTPOHHEHX

<k >

PacumppoBKa NOANUCU

PacumppoBKa NOANUCU

IOOKYMEHTOB) OJIEKTPOHHOT'O nerjia:

dopmat A4 (210 x 297 mm)

MpoaonxkeHune npunoxeHma N 18
K nn. 3.6,4.19, 5.5 Mpasun



N em. xp. HO onmcu VHOoekC mena
3aroJIoBOK neJia

[aTta Per. N HanmeHoOBaHMe AOKYMEHTa O6vem, M6 MpumeyaHusa
OOKYMeHTa OOKYMeHTa

1 2 3 4 5

HamMeHOBaHMe OOJIXKHOCTU
COCTaBUTEJIA ONUCHU [ognuce Pacumpporka nonnmcu

dopmat A4 (210 x 297 mm)

<*> CocraBnsieTca Ha KaX40€e 31EKTPOHHOE Aeno.

MpunoxkeHne N 19
K nn. 3.6,3.11, 3.15 MNpasun

HamMmeHOBaHMe opTraHM3alumn
PEECTP OINCEN

HauaT

OKOHUEH

dopmat A4 (210 x 297 mm)



N N N HassaHue Konunuectso gen B onucu KpaitHu | Koanye | Koanuec | Mpume
I'I/I'I d)OHp,a onucum onucum € AaTbl CTBO TBO YyaHue
MNOCTOAH BpeMGHHO no JINCTOB | aK3emnn
HOro | ro (cBbiwe | IM4HOMY BonucH| sApos
xpaHenu | 10 nert) cocTaBy onucu
A XpaHeHunA
1 2 3 4 5 6 7 8 9 10 11
Bcero XpaHUTCS B apxXmBe onmcem, M3 HUX
(umbdpaMm M NPONMUCHIO)
IIOCTOSHHOTO XPaHeHUS ,
(umbpaMm M NOPONMUCHIO)
BPEMEeHHOTO xpaHeHus (ceemue 10 JjieT) ,
(umdpaMm M NOPONMUCHIO)
IO JIMYHOMY COCTAaBY ,
(undpamMm ¥ OPONIMUCHI)
B TOM UMCJIE MOCTYIIMJIO B Tomy onmcemn
(undpamMm ¥ OPONIMUCHI)
B TOM UMCJIE€ BHIOBIJIO B Tomy onmcen
(undpamMm ¥ OPONIMUCHI)

HamMeHOBaHME IOJIXHOCTM paboTHMKA
apxmBa OpPTaHMBalLMM, COCTaBMUBIIETO
peecTp omnmucen [lomnuce Pacumpporka IOIONMUCH
MOONMUCU
HamMveHOBaHMe OOJIKHOCTU
pykoBOOMTENA apxmuea (Imua,
OTBETCTBEHHOTO 3a apxus) [Mognuce PacumppoBka nomnmcu

IIOONMCHU

DaTa

MpogomxkeHune npuaoxeHma N 19
Knn. 3.6, 3.11, 3.15 lMNMpasun



YTBEPXIAIO

PykopomomuTesib OpraHmU3alun,
nepenamierl IJOKYMEHTEL

Ilognuce PacumppoBkra
MTOONUCHU
DaTa IleuaThb
AKT
N

npreMa-rnepenadyn apxmBHEIX
IOKYMEHTOB Ha XpaHeHMe

YTBEPXIAI

PykoBoOomuTeslb OpTraHM3alLuu,
NPUMHYMAKIEY NOKYMEHTH

Illognuce PacumppoBkra
MTOONIUCHU
DaTa
[leuaTsb

(ocHOBaHMe Mnepemaum)

(HasBaHMe IepenaBaeMoro QoHIa)

coan,
(HazBaHMe OopraHM3aluuM, Oepemaplel OOKYMEHTEH)
a MPMHAJ
(HasBaHMEe OpraHM3aluM IpMHUManIEeY IOKYMEHTEH)
JOKYMEHTEI Ha3BaHHOTI'O (DOHJZLB. )z HayT{HO—CHpaBOT{HHﬁI anrapaT K HMM:
N n/n Ha3BaHue, Homep onucum Konunyectso Konnyectso ea. | [lMpumedaHuma

IK3emMmnnAapos onnucun Xp

dopmart A4 (210 x 297 mm)

MpunoxkeHue N 20
K n. 3.15 MNpasun



1 2 3 4 5
ATOTO NPMHATO en. Xp.
[lepenauy NpOM3BEJINM: [lpyeM OpoU3BEJIN:

IOJIXHOCTb [Momnmuce PacumppoBkra IOJIXHOCTb [Momnmuce PacumppoBkra
MIOOINVCH MIOOINVCH
HaTa IaTa

doHny npmucBoeH N

VI3MeHeHUd B YUyeTHBEIe JOKYMEHTEI BHECEHEI.
JOJIXKHOCTB IlTognuce

DaTa

HammeHOBaHMEe OpTraHM3alun

AKT

N
O BBIOSJIEHUM K YHUUTOXEHUIO
APXUMBHEIX IJOKYMEHTOB,
He noIjiexammx XpaHeHU

PacumppoBKa NOONUCU

YTBEPXIAIO

PykosomuTesnb OpTraHM3aunmnm

I[Toonmce

Pacumpporkra
NOONNUCH

dopmat A4 (210 x 297 mm)

MpunoxkeHne N 21
Knn. 3.15,4.11, 4.13 MNpasun



Ha ocHoBaHum

IDaTa

(HaBBaHMe M BBIXOIHBIE IHOaHHEBIE II€pPedYHA IOTOKYMEHTOB C YKa3aHMEM

CPOKOB MX XPaHeHMH)
OTOOPaHE K YHMUTOXEHMO Kak

He

mMermre
YTpaTUBUME TPAKTUYECKOE 3Ha4YeHMEe OOKYMEHTEL @OH,JIa N

HaquO—MCTOqueCKOﬁ

LIEHHOCTHM U"

(HasBaHmMe ¢oHIa)

N 3aronoBoK gena oAbl Homep | Homep en. |Konuuecr Cpoknu Mpumeya
n/n | (rpynnosoit 3aronoBokK onucu Xp. Mo BO ef. XpaHeHuA u Hue
[OKYMEHTOB) <*> onucu Xp. Homepa cTaTeit
no nepeyHto
1 2 3 4 5 6 7 8
WNToro en. Xp. 3a TONOHL.

(umdpaMm ¥ OPONMCHI)

Onmcum meJsyi NOCTOSAHHOTO XPaHeHMA 3a

Tonel yTeepxneHsl OlIK

(HaMMeHOBAaHME apXMBHOT'O YUPEXIOEHUS)

(IPOTOKOJI OT

N

)

HammMeHOBaHmMe OOJIKHOCTU
PYKOBOOMTENS apxuba (namua,
OTBETCTBEHHOT'O 3a apxuB)

COI'JIACOBAHO
[IpoToxkos L3JK (2K) opraHmzaumum

oT

N

I[lopnmce

Pacumpporka DOIONMUCK




<*> lNpu BblAENEHUN K YHUUTOXKEHMIO AOKYMEHTOB NpU NOAroTOBKE AeA K nepeaaye B apxms opraHunsaunu rpadsl 4, 5 He 3anoHAIOTCA.

HOKyMeHTbI B KOJIMYeCTBE

en. xp.:

- Ha OyMaXHOM HOCUTEJIE BECOM

KI' CHOaHEI

Ha YHUYTOXEeHUe;
— Ha DJBJIEKTPOHHOM HOCHTEJIE CHOaHBl Ha YHUMYTOXEHNME

(cmoco®6 yHUUTOXEHMUS)

HamMeHOBaHME HOOJDKHOCTM paboTHUKA,
COaBlIeTO OOKYMEHTH Nognucek

DaTa

V3MeHeHMs B YyUEeTHHE IOKYMEHTHE BHECEHHI.
HamMeHOBaHME OOJDKHOCTM paboTHMKA
apxmBa, BHECHEI'O M3MEeHEeHUS

B YUEeTHBIE IOOKYMEHTEL HNoonuce

IHaTa

HamMeHOBaHMe OpraHM3alun

AKT

PacumppoBKa NOANUCU

PacumppoBKa MNOONMUCHU

YTBEPXIAIO
PykoBOIOMTEJIL OpTraHM3aLUu

MpogomxkeHune npuaoxeHma N 21
knn. 3.15,4.11, 4.13 MNMpasun

dopmat A4 (210 x 297 mm)

MpunoxkeHne N 22
K n. 3.15 MNpasun



O HEMCIPAaBMMEIX [NOBPEXIEHUAX
APXMBHEIX IOOKYMEHTOB Momnuce PacumppoBkra
IOONMCU
ODaTa

®oung N

(HasBaHmMe o¢oHIa)

B (DOH,JIe OGHapy)KeHbI OJOKYMEHTEI, IIPVM3HAHHBEIE HENMCIIPABVMMO IIOBPEXIESHHBIMU :

N Onuce | Ea. xp. N 3aronoBok KpaiHue patbl Konnyectso CywHocCTb n
n/n N NoBpeXAeHHbIX ef. Xp. mctoB (0bbem, NPUYUHBI
M6) noBpexaeHus
1 2 3 4 5 6 7

VToro OOHAPYXEHO HEUCIPaBUMO I[TOBPEXIeHHBIX

en. xp.
(umbdpaMm M NPONUCHI)
[lepeunciieHHEIE €X. XP. NOAJIeXaT CIMCAHMIO BBULOY :
HamMeHOBaHMe OOJDKHOCTU
pykoBOOMTENA apxmuea (nMmua,
OTBETCTBEHHOT'O 3a apxuB) [lomnuce PacumppoBka IOIONMUCH
COIJIACOBAHO COIJIACOBAHO <*>
[IpoTokos L3JK (2K) opraHmzaumum [IpoTokos JOlK apxXMBHOTO yUYPEXIEHUS
oT N oT N

VIzMeHeHVSa B YyUeTHEE IJOKYMEHTEL apxXmBa BHECEHH.

HammMmeHOBaHmMe OOJIKHOCTU
paboTHMKAE, BHECWEIO M3MEeHEeHMd
B YyUYEeTHBEE IOOKYMEHTEH lloonmce PacumppoBkra nomnmcu




DaTa

<*> [1nA LOKYMEHTOB, BK/IIOYEHHbIX B cocTaB Apx1BHoro ¢poHaa Poccuiickoin degepaumm.

HammMeHOBaHMEe OpraHu3alumn

HamMeHOBaHME CTPYKTYPHOTO

nmompasnesyieHnA
OIlMCh N
el

N NHAaeKkc 3aronoBoK gena KpaiHue patsbl Cpok Konnyectso | MNMpumeyanHue
n/n aena XpaHeHuA nnctos

<*>
1 2 3 4 5 6 7
HassaHue pasgena

B maHHYI ONMCB BHECEHO neJt

(undpaM ¥ HOPOIUCHI)

dopmart A4 (210 x 297 mm)

MpunoxkeHue N 23
Knn.4.11, 4.31 MNpasun



c N no N , B TOM UMCJIe:
JIMTEPHEIE HOMEpa:

NPOIylEeHHEIE HOMEPa :

HamMeHOBaHMEe OOJDKHOCTU
pykoBOOUTEJIA CTPYKTYPHOI'O

rnojgpasneJieHns [Momnmce PacumppoBKa NOANUCU
COIJIACOBAHO COIJIACOBAHO <**>
HauMeHOBaHMe OOJIXKHOCTU [lpoTokos 3K CTPYKTYPHOTIO
pykoBomuTesda CJyxoOe JOY nompasnesieHusa
[ognuce Pacumpposra oT N

Honnwucum
HaTa

<*> [pada onycKkaeTcA B ONMCKU e/l NOCTOSHHOTO CPOKa XPaHeHMs.
<**> Mpu Hannumm K CTPYKTYPHOTO NoApasaeneHus.

[lepenan
neJt

(umdpamMm ¥ OPONMUCHI)
u PeIMCTPALMOHHO-KOHTPOJILHEIX KapTOTEK K IOKYMEeHTaM.
(unbpaMm ¥ OPONUCHI)

HammMeHOBaHME IOJDXKHOCTM pPabOoTHMKA

CTPYKTYPHOT'O NOoIpas3nesieHUI lomnuce Pacumpporka DOIONMUCK

[MpuHAa neJl
(undpamMm ¥ OPOIMUCHI)

" PETUCTPALMOHHO-KOHTPOJIbHEIX

(uudpamMm M NPOMNMCHI)
KapToTeK K IOKYyMEHTaM.

MpoponxkeHune npunoxeHua N 23
Knn.4.11, 4.31 MNpasun



HavMeHOoBaHMEe IOJIXKHOCTU
paboTHMKA apxXuBa Moaonmcob PacumdpoBKa MOONUCU

OaTa

dopmat A4 (210 x 297 mm)

Mpunoxkenune N 24
Knn.4.11, 4.31 MNpasun

HamMeHOBaHMEe OpTraHu3alumn

doHg N

OlMCb N
BJIEKTPOHHEIX IeJI, OOKYMEHTOB

N n/n NHaeKc 3aron0BOK aena KpanHue gatbl | O6bem, M6 | MpumeyaHun
aena <*>
1 2 3 4 5 6

HammeHOBaHmepasgena

B maHHBI pas3mesl ONMCKM BHECEHO nes,
(undpamMm ¥ OPOIMUCHI)

c N rno N

0BBEMOM M6 .

HammMeHOBaHmMe OOJIKHOCTU



pyrkoBOOUTEJIA CTPYKTYPHOI'O

nogpasneJyieHns [omnmce PacumppoBka NOONUCU

HaTa

COTJIACOBAHO COIJIACOBAHO <**>

HamMeHOBaHME IOOJIKHOCTU [IpoTokoJ 3K CTPYKTYpPHOI'O

pykoBoOuUTeNda CIyxoOe JOY nompasnesieHusa

[Mognuce PacumppoBka oT N
[Momnucm

HaTa

<*> [pada onycKkaeTcA B ONMUCKU 4e/l NOCTOSHHOTO CPOKA XPaHeHMS.
<**> Mpu Hannumm 3K CTPYKTYPHOrO NoApasseneHus.

[lepenan
nen
(umdpamMm M OPONIMCHI)
u PETUCTPALMOHHO-KOHTPOJIBHEIX KApPTOTEK K IOOKyMeHTaM,
(undpaMm ¥ OPONMCHI)
obBeMOM M6 .
HauMeHOBaHME IOOJIKHOCTM pabOoTHMKA
CTPYKTYPHOT'O NOoIpas3nesieHUI lomnuce PacumppoBka NOONMUCHK
[MpmHAan net
(undpamMm ¥ HOPOIMUCHI)
u PETUCTPALMOHHO~KOHTPOJIbHEIX
(undpamMM ¥ OPOIMUCHIO)
KapTOTek K IOOKyMeHTaM, OOBeMOM M6.

HammveHOBaHME OOJDKHOCTU
paboTHMKA apxuba [Nomnmce PacumppoBra nomnmcu

MpoponxkeHune npunoxeHua N 24
Knn.4.11, 4.31 MNpasun



DaTa

IPUWJIOXEHVE K OIMCU N
BJIEKTPOHHEIX JeJl, IOOKYMEHTOB

PeecTp HOOKYMEHTOB (KOHTEMHEPOB DJIEKTPOHHBIX INOKYMEHTOB) 3JIEKTPOHHOI'O IeJa:
<E>
N en. xp. o onmcu VHOoekC nperia

3aroJIOBOK meja

[aTa Per. N HanmeHoOBaHMe AOKyMeHTa O6bem, M6 MpnumeyaHua
OOKYMeHTa OOKYMeHTa

1 2 3 4 5

HammeHOBaHME OOJDKHOCTU
COCTaBUTEJIA ONUCHU Moonuco PacumdpoBka NOONNMCHK

CoctaBndAeTtca Ha Kaxagoe 9/1EKTPOHHOE Aeno.

dopmat A4 (210 x 297 mm)

MpoaonxeHue npunoxkeHna N 24
Knn.4.11, 4.31 MNpasun

dopmat A4 (210 x 297 mm)



MpunoxkeHue N 25
K n. 4.18 MNpasun

HammeHoBaHME OpraHM3zaumnum

HOMEHKJIATYPA [IEJI YTBEPXIAIO
PykopoouTesib OpIT'aHM3aLUNU
Ha ron Momnuce PacumppoBkra
infePissizieiZ
IDaTa
NHAaekc 3aronoBokK gena Konnyectso | CpoK xpaHeHua n MpumeyaHue
aena aen N cTtatbu no
nepeyHo
1 2 3 4 5
Ha3BaHue pasgena
HamMeHOBaHMe OOJDKHOCTU
pykoBomouTesda Ciyx0Osl JOY
OpraHMn3almnn [lomnmce Pacumdporka NOIONMUCU
Busza pykoBOOMTEJIA apxXmBa
(MMua, OTBETCTBEHHOI'O 3a apxXuB)
COTJIACOBAHO COTJIACOBAHO
[IpoTokon L3K (3K) [IpoTokos JIK apxMBHOTO yUpeXIOeHMA

oT N oT N




VToroBasd 3amnmchb O KaTeropmax m KoOJIM4YecTBe nOei,
rogy B OpraHM3auum

3aBell€eHHBIX B

Mo cpokam xpaHeHusA

Bcero

B Tom uucne:

nepexoasLmnx c otmeTkom "IMK"

3

4

MocTtosiHHOrO

BpemeHHoro (cBbiwe 10 neT)

BpemeHHoro (go 10 net
BK/IIOYNTESIbHO)

NTOTO:

HamveHnoBaHmMe OOJDKHOCTU
PYKOBOOUTENS CJIyXOpl HOY

OaTa
JToTOBEIE CBEHOEHMA I[EePelaHBEl B apXUB.

HavMveHnoBaHMe OOJIXHOCTM JIMLlE,
InepenaBmero CBeOeHUA

OaTa

I[loponmce

I[Toonmce

Pacumbpporka nomnmcu

Pacumpporka NOIONMUCU

MpogonxkeHue npunoxkeHuna N 25
Kn.4.18 MNpasun

dopmat A4 (210 x 297 mm)



HammeHoBaHME OpraHM3zaumnum

HauvMeHOBaHME CTPYKTYPHOTO
nompasnesieHuns

HOMEHKJIATYPA IEJI

Ha ronm <*>
NHAaekc 3aronoBoK gena Konnyectso CpoK xpaHeHuna n | lMpumeyanHue
aena TOMOB (YacTei) N cTtaTbyM no
nepeyHto
1 2 3 4 5

Ha33aHmepa3Aena

HammMeHOBaHmMe OOJIKHOCTU
PYKOBOOUTEJNA CTPYKTYPHOT'O
nompa3snesieHud

OaTa

COTJIACOBAHO <**>
[lpoTokos 3K CTPYyKTYPHOTI'O
nompas3nesieHud

oT N

I[lopnmce

Pacumpporka DOIONMUCK

MpunoxkeHue N 26
K n. 4.18 MNpasun



dopmart A4 (210 x 297 mm)

<*> K HOMEHKnatype Aen CTPYKTYPHOro MoApasAeneHua Mo OKOHYaHWM KaneHAApHOro rofa COCTaB/AETCA WTOroBas 3anucb no ¢opme, yKasaHHOW B
NpUIOXKeHUM 25, 1 genaetca oTMETKa O nepeaayde UTOroBbIX cBeadeHU B ciyKoy A 0Y opraHusaummn.
<**> Mpu Hannumm K CTPYKTYPHOTO NoApasaeneHus.

Mpunoxkenue N 27
Knn. 4.19, 4.21 MNpasun

BHYTPEHHAA OIINCH
OOKyMeHTOBR neJjia N

N n/n | Perncrpad, Jata 3aronoBOK AOKYMeHTa Homepa nucros MpumeyaHu
WMOHHbIA | JLOKYMEHTa aena e
MHAOEKC
OOKYMeHTa
1 2 3 4 5 6
MToro IOKYMEHTOB .

(umdpamMm ¥ OPOIMUCHI)

KonmmuecTBO JIMCTOB BHYTPEHHEM OIMCHU

(undpamMm M OPONIMUCHIO)

HamMeHOBaHmMe »OOJIXKHOCTM JiMla,
COCTaBMBIIETO BHYTPEHHII ONMUCH
IOKYMEHTOB Iejia I[Toonmce PacumppoBka NOONMUCHU



DaTa

(HaMMeHOBaHMEe T'OCYINAapCTBEHHOTO (MyHMUMIAJIBHOT'O) apXMBa)

(HaMMeHOBaHMEe OpPITaHM3aLNUM)

(HaMMeHOBaHME CTPYKTYPHOTO MNOoOpas3leJieHMs)

JOEJIO N TOM N

(BaroJjioBOK gmeJjia)

(kpaMHMe OaTH)

Ha

XPaHUTb

JmcTrax

®. N

Oon. N

dopmart A4 (210 x 297 mm)

MpunoxkeHue N 28
K nn. 4.19, 4.24 MNpasun



HammMeHOBaHMEe OpTraHu3alumn
CnpaBOUYHEE HOaHHBEE OO OpIraHM3aLUMU
(nouToBEM anpec, TeJyedoH,

TenedoH/pakc)

APXVBHAA CIIPABKA

N
(mara)
Ha N oT
TekcT
OcHOBaHUE :
HOJIKHOCTE PYKOBOIMTENS OpraHM3alun
(MMM MHOT'O YIIOJIHOMOUEHHOT'O MM JIMIia) Nognuce
I[leuaTb

daMmIIMSa MUCIIOJIHUTEJIS
Homep TesnedoHa

AnpecarT

Pacumpporka IOIONMUCH

dopmart A4 (210 x 297 mm)

MpunoxkeHue N 29
Kn.5.12 MNpasun

dopmat A4 (210 x 297 mm)



MpunoxkeHue N 30
K n. 6.8 MNpasun

YTBEPXIA YTBEPXIA
(HaMMeHOBaHMEe IOJIKHOCTM PYyKOBOIOUTEJIS (HaMMeHOBaHME IOJIKHOCTM PYyKOBOIOUTEJIS
opraHM3aluuM, Ilepenanuer ITOKYMEeHTEH) opraHM3aluuM, IPUHMMAKIEN IOKYMEHTH)
Momnmuce PacumppoBKa NOONMUCHU Homnuce PacumppoBKa MNOAONMUCHU
DaTa I[leuaThb DaTa I[leuaThb
AKT
N

npreMa-Iepenadr apxUBHEIX
OOKYMEHTOB Ha XpPaHeHUe

(ocHOBaHMe mHepemaum)

(HasBaHMe mnepenaBaemMoro QoHIa)

coaj,
(HauMeHOBaHME OopTaHM3aluumu, Iepelanley ITOKYyMEHTEH)
(HauMeHOBaHME OpTraHmM3alMM, IPMHMMaUEN IOKYMEHTEH)
IPMHMMaEeT Ha TOCYyIapCTBEHHOE XPAaHeHMEe HOOKYMEHTHE M CTPaxOBEE KONUM 3a
(Tomer)

n CHpaBOHHbHZ anrapaT K HYM:

KoHcynbTaHTIAOC: NpumeyaHue.
Hymepauwsa rpad B Tabsmue gaHa B COOTBETCTBUM C ODULMANbHBIM TEKCTOM OKYMEHTA.




N n/n HassaHue, Homep onucu Konnuyectso Konnyectso eanHuL, MpumeyanHue
aK3emMmnnaAapos onnucun XpaHeHnA
1 2 3 4 6
ATOTO NPMHATO en. Xp.
(umdpamMm M NOPONUCHI)
[lepenauy NpOU3BEJINU: [lpueM OpouUsBeJIN:
HJOJIXHOCTB [ognuce HJOJIXHOCTB [ognuce Pacumpposra
PacumppoBkra IOONUCHU
NOONUCHU
HaTa Jara

®OoHy NPMUCBOEH HOMEP

VI3MeHeHra B YyUeTHHE IOOKYMEHTH BHECEHE

JOJIXHOCTB

IHaTa

I[lopgnmce

Pacumbpporka nomnmcu

MpoaonxeHue npunoxkeHuna N 30
K n. 6.8 MNpasun

dopmat A4 (210 x 297 mm)




