[Ipuka3 MunucrepcrBa KyabTypsl PO ot 31 mapta 2015 r. N 526
"O0 yTBepKIE€HUY NPaBUJI OPraHU3ALNN XPAHEHUs, KOMIIJIEKTOBaHUS, Y4€Ta U UCIOIb30BaHUS
NOKyMeHTOB ApxuBHOro honna Poccuiickoit deneparuy u Apyrux apXuBHbIX JOKYMEHTOB B OpraHax
rocyJ1apCTBEHHOM BJIACTH, OPraHaX MECTHOI'O CaMOYIPABIEHUS U OpraHu3aluusax"

APAHT:

VYkazom [Ipesunenra PO ot 22 utonst 2016 . N 293 pa3paboTka U yTBEpKIACHUE MPAaBUI OPTaHU3AlUN
XpaHEHUs, KOMIUIEKTOBAaHUSI, y4eTa M HCIIOJIB30BAHUS TOKYMEHTOB ApxuBHOTrO (hoHma PD u apyrux
apXMBHBIX JOKYMEHTOB B TOCYJAapCTBEHHBIX OpraHax, OpraHaXx MECTHOIO CaMOYIIPABICHUS U
OpraHu3alMsIX OTHECEHBI K TOJIHOMOUMSIM DeiepaabHOTO apXUBHOTO ar€HTCTBA

B cootBerctBuM ¢ nynktom 2 yactu | ctateu 4, yacteio 5 crathu 14 denepanbHOro 3akoHa oT 22
okTsiOpss 2004 1. N 125-®3 "OO6 apxuBHOM gnene B Poccmiickoit @enepanmu" (Cobpanue
3akoHojzarenbeTBa Poccuiickonn @enepaunn 2004, N 43, ct.4169; 2006, N 50, ct. 5280; 2007, N 49,
cT. 6079; 2008, N 20, cr. 2253; 2010, N 19, ct. 2291; N 31, ct. 4196; 2013, N 7, ct. 611; 2014, N 40 (u.
I1), ct. 5320) u nocranosnenuem [IpaButensctBa Poccuiickoit @eaepanuu ot 20 urons 2011 r. N 590 "O
MunuctepctBe KyiabTypbl Poccuiickoit ®epepanuun" (CoOpanue 3akoHoAarenbcTBa Poccuiickoit
®enepanun, 2011, N 31, ct. 4758; N 44, ct. 6272; 2012, N 6, cT. 688; N 17, ct1. 2018; N 26, ct. 3524;
N 37, ct. 5001; N 39, cr. 5270; 2013, N 3, ct. 204; N 8, c1. 841; N 31, cr. 4239; N 33, cr. 4386; N 41,
cT. 5182; N 45, cr. 5822; 2014, N 9, ct. 909; N 30 (u. II), ct. 4305; N 40 (u.II), ct. 5426, N 48, cT1. 6860;
2015, N 2, c1.491; N 4, ct. 664; N 9, ct. 1339) npuka3sbiBaio:

1. VYTBepauTh mnpunaraemple NpaBujia OpPraHU3alMUd XpaHEHUs, KOMIUIEKTOBaHUA, Y4éTa H
UCTIOJIB30BaHUsl JTIOKYMEHTOB ApxuBHOro ¢onma Poccuiickorr depepaumu ©u APYrHUX apXHUBHBIX
JIOKYMEHTOB B OpraHax rocy/1apCTBEHHOM BJIACTH, OpraHaXx MECTHOI'O CAMOYIPABJICHHS U OPraHU3aLUsIX.

2. HanpaBuTh HACTOSIIIMN MPUKA3 HA TOCYAAPCTBEHHYIO PETUCTpaLii0 B MUHUCTEPCTBO IOCTULIUN
Poccuiickoit @enepanuu.

3. KoHTponb 3a WHCIOJHEHHWEM TIpHKa3a BO3JIOKUTh Ha MEpPBOro 3aMecTuTens MuHHcTpa
B.B. Apucrapxosa.

Munuctp B.P. Meagunckuii

3apeructpupoBano B Muntocte PO 7 centsops 2015 r.
Peructpanmonnsiit N 38830

IIpunoxenune
K Ipukazy MUHHCTEpCTBA KYJLTYpPbl PO
ot 31 mapra 2015 r. N 526

IpaBuia
OpraHusalnuv XpaH€eHUusl, KOMIUVIEKTOBAHUS, YY€Ta U UCITOJIL30BAHUA TOKYMCHTOB Ale/lBHOFO
(ponna Poccuiickoit deaepanuu U Apyrux apXuBHbIX JOKYMEHTOB B OPraHax rocy1apcrBeHHOI
BJIACTH, OPTraHAX MECTHOI'0 CAMOYIIPaBJICHHUS U OPraHU3aALUAX

TAPAHT:

Cwm. MeTOI[I/ILIGCKI/IG PEKOMEHAAIIMH 10 IPUMCHCHUIO ITPpaBUJI OpraHu3alli XpaHCHU A, KOMIIJICKTOBaHMA,
ydeTa ¥ UCIOJIb30BaHUS TOKYMEHTOB apXuBHOTO (hoHma Poccuiickoit denepaniuu u APYrux apXUBHBIX
JAOKYMCHTOB B ITOCYAJapCTBCHHLIX OpraHax, opraHax MCCTHOI'O CaMOYIIPABJICHUA U OPraHU3alUusAX

I. O01ue moJ10KeHu s

1.1. Hacrosimue IlpaBuiia opraHuszanuy XpaHEHHs, KOMIUIEKTOBAHHMS, Y4€Ta U HCIOJIb30BAHUS
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NOKyMeHTOB ApxuBHOTO (poHma Poccuiickoit ®enepanuu u Jpyrux apxXUBHBIX JOKYMEHTOB B OpraHax
roCy/1apCTBEHHOW BJIACTH, OpraHax MECTHOTO CaMOYIpPABJICHHS M OpraHu3alusax (Jajiee - HacTOsIIHe
[IpaBuna) pazpaboTanbl B COOTBETCTBUH ¢ DeiepanbHbiM 3aK0HOM OT 22 okTs0ps 2004 . N 125-03 "0O6
apxuBHOM peine B Poccuiickoit @enepanun" (CoOpanue 3akoHonmarenbcTBa Poccuiickoit denepanuw,
2004, N 43, ct.4169; 2006, N 50, cr. 5280; 2007, N 49, ct. 6079; 2008, N 20, cr. 2253; 2010, N 19,
cT. 2291; N 31, cr.4196; 2013, N7, ct.611; 2014, N40 (u.Il), cr.5320), nocraHoBieHHuEM
[IpaButensctBa Poccuiickoit @eneparuu ot 15 wumrons 2009 r. N 477 "OO6 yrBepxnaeHuu I[Ipasun
JIEJIONPOU3BOJCTBA B (peliepalibHbIX opraHax ucrnoiHutensbHoi BracTu" (CoOpaHue 3aKOHOIATENhCTBA
Poccuiickoit ®enepaunu, 2009, N 25, cr.3060); npuxazom MwuHHCTEpCTBa KYyJIbTYpbl M MAacCOBBIX
koMMmyHuKaruii Poccuiickoit ®enepanuu ot 18 suBaps 2007 r. N 19 "O6 yrBepxaeHuu IIpaBun
OpraHu3alliil XPaHEHUsS, KOMIUICKTOBAHUS, y4eTa M HCIIOJIb30BaHHUS JOKYMEHTOB ApXHMBHOTO (hoHIA
Poccuiickoit ®enepanuu U APYrUX apXUBHBIX JOKYMEHTOB B TOCYJAapCTBEHHBIX U MYHHUIIMMAIbHBIX
apxuBax, My3esix H OuOimoTrexkax, opraHusamusx Poccuiickoil akagemun Hayk" (mamee - IlpaBuma
xpaHeHus1) (3apeructpupoBan MwuHioctom Poccum 6 mapra 2007 r., perucTpanvoHHbIE HOomep 9059,
"BrojuleTeHh HOPMATHBHBIX aKTOB (heJiepalibHbIX OPTraHOB MCHOJHHUTENBHOW Biactu oT 14 mas 2007 r.
N 20"), ¢ u3BMEeHEeHUsIMU, BHECEHHBIMHU TTPHKa30M MHHHUCTEPCTBA KYJIbTYPhl U MAaCCOBBIX KOMMYHUKAIIUN
Poccwuiickoit @eneparnuu ot 16 despanst 2009 r. N 68 (3apeructpupoBan Muntoctom Poccun 5 mast 2009
r., perucrpanuoHHbii HoMep 13893, "Poccuiickas raszera" ot 20 mas 2009 r. N 89), npuxazom
Munkynbtypbl Poccun ot 10 centsabpst 2007 r. N 1273 "OO yrBepxkaeHun (OpM YUETHBIX M HHBIX
JOKYMEHTOB IO OpraHM3allMd XPaHEHUs, KOMIUICKTOBAHMs, y4yeTa M MCIOJb30BaHUS JOKYMEHTOB
ApxuBHoro ¢onga Poccuiickoit ®@enepanuu U Ipyrux apXMBHBIX JOKYMEHTOB B TOCYJapCTBEHHBIX U
MYHUIIMIIAJBHBIX apXWBax, My3esiX W Oubnuorekax, opranuszauusx Poccuiickoil akagemun Hayk"
(3apeructpupoBan Muntoctom Poccun 9 oktsi6ps 2007 r., peructparonsasiii Homep 10291, "bromerens
HOPMAaTUBHBIX aKTOB (e/iepajbHbIX OPraHOB HUCIIOJHUTEIBHOM BiIacTH OT 5 HOsIOpst 2007 1. N 45").

1.2. JlelictBue Hacrtosimux IIpaBuyi He pacnpocTpaHsieTcss Ha OpraHu3aldio XpaHEeHMs,
KOMILJIEKTOBAaHUs, Y4e€Ta M HCIOJb30BaHUS JOKYMEHTOB ApxuBHoro ¢onna Poccuiickoit denepanyu u
JIPYTUX apXUBHBIX JOKYMEHTOB, COJIEPKAINX CBEJCHHS, COCTABIIAIONINE TOCYIaPCTBEHHYIO TaliHYy.

1.3. T'ocynapcTBeHHBIE OpraHbl, OpraHbl MECTHOTO CaMOYIIPAaBJIIEHHsS MYHUIMIAIBHOIO patoHa,
TOpPOJICKOTO OKpyra M BHYTPUIOpPOJICKOTO paifoHa oOs3aHbl CO3/1aBaTh apXWBbl B LENSIX XpaHEHUS,
KOMIUJIEKTOBAaHUS, y4eTa M MCIIOJIb30BaHHUs OOpa30BaBIIMXCS B IMpOLECCEe UX AEATEIbHOCTH APXUBHBIX
JIOKYMEHTOB.

1.4. Opranuzanuu BIpaBe CO3/1aBaTh apXUBBI B LIESX XpaHEHUs 00pa30BaBIIMXCS B MpOLECCe MX
NeSITEIbHOCTH apXUBHBIX JIOKYMEHTOB, B TOM 4YHCII€ B LIE€JSX XPAaHEHUS U HMCIOJIb30BAaHUS APXMUBHBIX
JIOKYMEHTOB, HE OTHOCSIIMXCS K TOCYIapCTBEHHON MIJIM MYHHMIIUIIAIBHOM cOOCTBEHHOCTH *(1).

1.5. 3agaun u QyHKIMU apxwBa (IEHTPATBLHOTO apXHBa) TOCYJApPCTBEHHOTO OpraHa, OpraHa
MECTHOI'O  CaMOYIPABJIEHUS, OpraHHU3allUM - MCTOYHHMKA KOMIUIEKTOBAaHUS TOCYJapCTBEHHOTO,
MYHUIIMIIAJILHOTO apXKBa ONPEAEIAI0TCS M0JI0KEHNEM, YTBEPKIaeMbIM PYKOBOIUTEIEM OpraHU3aI1H.

I1. Opranusanusi XxpaHeHHus1 JOKYMEHTOB apXuBHOro (ponaa Poccuiickoit @egepanum u Jpyrux
APXUBHBIX TIOKYMEHTOB B OpraHusalnuu

2.1. JlokymeHTbI, oOpa3yroliecs B JIESITEIbHOCTH OpPraHU3allld, COCTABIISIOT JOKYMEHTAJIbHBIH
don.

2.2. CoznaHue OOKYMEHTaJIbHOrO (pOHJA OpraHU3allMd OCYILECTBIISICTCS ITyTEeM COCTaBJICHUS
HOMEHKJIATyphl 1es, (GOpMHpPOBaHHUA U O(GOPMIIEHHS [eJ1 Ha OCHOBE HOPMATHUBHBIX IPAaBOBBIX AKTOB
Poccuiickoit denepanuu, NepeyHeil TUIIOBBIX APXUBHBIX JOKYMEHTOB C YKa3aHUEM CPOKOB UX XPAHCHMUS,
YTBEP)K/IaeMbIX B COOTBETCTBHHM C MYHKTOM 3 cTtaThu 6 demepanpHOro 3akoHa oT 22 oktsiops 2004 r.
N 125-®3 "O6 apxuBHoM nene B Poccuiickoit denepanun, u nepeyHeil TOKyMEHTOB, 00pa3yrOIIUXCs B
npolecce AEATENBHOCTH (peAepalbHbIX OPraHOB T'OCYJapCTBEHHOM BIIACTH, HMHBIX TOCYAApCTBEHHBIX
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opranoB Poccuiickoii @Penepauun, a TakKkKe B IMPOLECCE AEATECIBHOCTH I1OJBEIOMCTBEHHBIX WM
OpraHM3aluii, ¢ yKa3aHUEM CPOKOB XPaHECHHS.

2.3. Yacte noKyMeHTaJIbHOTO (hOoHMA, BKIIOYAOMIas JOKYMEHThl ApxuBHOro ¢oHga Poccuiickoit
®denepanuy, AOKYMEHTHl 10 JMYHOMY COCTaBy M JOKYMEHTbI BpeMEHHBIX (cBbiie 10 jer) cpokoB
XpaHEHHs, BKIIOYCHHBIE B YUYETHBIC JIOKYMEHTBI apXMBa, COCTABISET apXWMBHBIA (DOHI OpraHu3anum,
KOTOPBIN MOJIEKUT XPAaHEHUIO B apXUBE OPTaHU3ALNH.

JlokyMeHTBl BpeMeHHBIX (10 10 JIeT BKIIIOUUTENIBHO) CPOKOB XPaHEHMsI XPAHATCA B CTPYKTYPHBIX
NOJPA3JCIICHUAX OPraHMU3allMM M 10 HCTCUYEHUH CPOKOB HX XPAHEHMs IOMJIEXAT YHUYTOXKCHHIO B
NOPSJIKE, YCTAHOBJIEHHOM B ITyHKTax 4.6 - 4.13 Hactrosmux [Tpasui.

2.4. Bunamu apxXuBHBIX (DOHJIOB OpraHU3aLUU SBIISIOTCA:

apxXUBHBI (OHJ OpraHW3alWu, COCTOSIIMKA M3 JOKyMEeHTOB ApxuBHoro ¢(onna Poccuiickoi
®denepalyiv U JPYTUX apXUBHBIX JTOKYMEHTOB;

00BEAMHEHHBII apXUBHBIA (OH[, COCTOSIIINN U3 00Pa30BaABIINXCS B IIPOLIECCE AEIATEILHOCTU JIBYX
win Oojiee opraHuzaluii ToKyMeHTOB ApxuBHoro ¢gonaa Poccuiickoit ®denepanuu U Apyrux apXUBHBIX
JOKYMEHTOB, UMEIOIINX MEXITY COO0M NCTOPHUECKHU H/HITH JIOTHYECKU 00YCIIOBICHHBIC CBSI3H;

apXuBHasg KOJUIEKLHsA, COCTOSIIAs M3 OTAEIbHBIX ApPXHUBHBIX JOKYMEHTOB Pa3JIMYHOIO
IIPOUCXOXKIECHUS, 00ObEJMHEHHBIX 110 OJIHOMY UJIM HECKOJIbKUM IpU3HAKaM (TEMaTUYECKOMY, aBTOPCKOMY,
BUJIOBOMY, 0OBEKTHOMY).

2.5. ApxuBHoMy (OHIy OpraHu3allid IPUCBAWBAIOTCS  Ha3BaHUE, COOTBETCTBYIOILEE
HAaUMEHOBAHMIO OPraHU3allui, U HOMEP B MOPAJKE, ONPEAEICHHOM ITyHKTOM 3.8. Hactosamux [Ipasuir.

2.6. ApxuBHBIC TOKyMEHTHI OPTaHU3AIMH COCTABIISAIOT OJUH (€IUHBIN) apXUBHBIA (HOH:

JO M IIOCIE PEOpraHu3alMM, a TAaKXKe H3MEHEHUs CTPYKTYpbl, LITATOB, €CIM YyKa3aHHBIC
MEPONPUSITHSI HE TIOBJIEKIIN 3a COOOM U3MEHEHHUS Lieel U IpeIMeTa IeATeNbHOCTH OPTaHnu3alllu;

JI0 U TIOCJIE U3MEHEHUS TEPPUTOPHUATIBHBIX TPaHMIL JEATEIBHOCTH OpraHU3aluy;

B CJIy4ae CMEHbI yUPEIUTEIIsL.

B cnyyae wu3MeHeHuss COOCTBEHHMKAa MMYILECTBA OpraHU3alMM AapXHMBHbIE JIOKYMEHTHI
OpraHM3al1H JT0JKHBI BKIIIOUATHCS B pa3HblE apXUBHBIE (DOH/BI.

2.7. B cnyuae peopraHuzaliuil OpraHu3aly ¢ nepegadell (yHKUMHA BHOBb CO3/IaHHOM WJIM WHOU
OpraHM3ali BCE apXMBHBIE JIOKYMEHTHI MEPEAAI0TCs] OpraHU3aluu-IIPABOIIPEEMHUKY U BKJIIOYAIOTCS B
apXUBHBIN GOHA mocaeHEeH.

JIOKyMEHTBl TOCTOSSHHOTO XpaHEHUS M JOKYMEHTHI IO JMYHOMY COCTaBY JIMKBHAWPOBAHHBIX
OpraHM3alil TOJDKHBI NEPENaBaThCs B YIOPSAOYEHHOM COCTOSSHUM Ha XPAHEHHE B COOTBETCTBYIOLIUI
roCy/1apCTBEHHBIN (MYHUILIMTIAIbHBIN) apXUB.

2.8. XpOHOJIOrMYECKUMH I'PaHUIIAMU apXUBHOTO (poHAa ABISIOTCA ™ (2):

JUIsL apXUBHOTO ()OH/IAa OpraHM3alMM - yCTaHABJIMBAacMble HA OCHOBE HOPMATHBHBIX aKTOB JAaThbl
CO3JIaHMs U JMKBUJALUN OpraHu3anuu. [Ipu HaIMuuu HECKONBKHX aKTOB 00 00pa3oBaHMM OpraHU3ALUU
IPUHUMAETCS J1aTa Haubosiee paHHETO U3 HUX;

Ui OOBEJMHEHHOTO apXMBHOTO (HOHJIA OpraHM3alUU - JaThl CO3JaHUs Hanbosee paHHEW U
JUKBUJIALIUU HanOoJjee Mo3Hel Mo BpeMEeHH AeSITeIbHOCTH OpraHU3alli, JOKYMEHThl KOTOPOW BOILLIH B
coCTaB 00BEAMHEHHOT0 apXUBHOTO (POHAA;

JUTSL apXUBHOM KOJIJIEKIIUY - ATl CAMOT'O PAHHETO U CaMOro MO3/IHEr0 JOKYMEHTA.

2.9. ApxuBHBIE JOKYMEHTBI TOJIKHBI XPaHUTHCS B CHUCTEMATU3MPOBAHHOM IOPSAJKE B Ipeaenax
apxuBHOTO QoHna. Eqununeil cucremaTusanuu JOKYMEHTOB apXUBHOrO (pOHIa B apXMBE OpraHU3aluU
SIBIIIETCS. COBOKYITHOCTH APXMBHBIX JOKYMEHTOB WJIM OTACIBHBIM JOKYMEHT, OTHOCAIIUECS K OJHOMY
BOIPOCY JESITEIbHOCTH OPraHNU3aLuy (Jajee - eIUHULA XPAaHEHHUS).

2.10. ExuHuIBI XpaHeHHs JOJDKHBI OBITh CHCTEMAaTH3UPOBAHbI, BHECEHBI B ONIUCH M 0(hOpMIICHBI B
nopsijike, 00eCcreynBaroIEeM Y4eT, IOUCK U UCII0Ib30BAHNE APXUBHBIX TOKYMEHTOB.

2.11. EnuHunsl XpaHeHHs apXMBHOTO (OHIA CHCTEMATU3HPYIOTCS B COOTBETCTBHHM CO
CIIEYIOIIAMHA TPU3HAKAMHU:

CTPYKTYpHBIM  (IPUHAUIE)KHOCTh €AWHMI XPaHEHUS K CTPYKTYPHBIM IOJAPa3JEIICHUAM



OpraHu3aIlim);

XPOHOJIOTUYECKUH (110 EpHOAaM WK JaTaM, K KOTOPBIM OTHOCSITCS €AMHULbI XpPaHEHNUs );

(YHKUIMOHATBHBIN, OTPACIEBOM, TEMaTHUYECKUH, MPEIMETHO-BONPOCHBIA (C ydeToM (YHKIIHMA
OpraHu3alM, TEM UIH BOIIPOCOB, KOTOPBIX KACAETCSI COJIEPKAHUE €AUHUL] XPAHEHHUS);

HOMUHAJIBHBIN (TI0 1€TONPOU3BOJICTBEHHON (hopMe - BUAAM U pa3HOBHIHOCTSIM JIOKyMEHTOB);

KOPPECIIOHJIEHTCKUH (110 OpraHM3alusM, B Pe3ysbTaTe NEPENUCKH C KOTOPbIMH 0Opa30BaIUCh
€MHUIBI XpaHEHU);

reorpauueckuil (B COOTBETCTBUU C ONPEAEICHHBIMU TEPPUTOPUSAMH, HACEJICHHBIMH ITyHKTaMHU U
JIPYTUMH TeorpapuuecKuMi OOBEKTaMH, C KOTOPBIMH CBSI3aHO COJEp:KaHHWE TOKYMEHTOB, aBTOPBI,
KOPPECIIOH/IEHTHI);

aBTOPCKHH (10 Ha3BaHMSIM OpraHu3alMid WM (aMHIUSAM TPaXKIaH, SBISIONIMXCS aBTOPaMH
JIOKYMEHTOB).

2.12. JloxyMeHTbI, BoLIEIINE B OOBEAUHEHHbIN apXUBHBIM (OHJI, pacronararTcs 10 3HAYUMOCTU
¢donno0o0pa3oBaresell, MO XPOHOJOTUHM CO3/aHUS JOKYMEHTOB, IO ajl(aBUTy Ha3BaHUW M APYrUM
npusHakaM. B npenenax kaxaoro ¢onzaa, Bomeaero B 00beAMHEHHbIN apXUBHbBIN (OH, TPUMEHSIOTCS
IOPUHIUIBI CUCTEMAaTHU3allii, BBIOOP KOTOPBIX OIPENENAETCs] XapaKTepOM JEsTeIbHOCTH KOHKPETHBIX
OpraHu3aluii, CocTaBoM U 00BEMOM JOKYMEHTOB.

2.13. Cucremaruszanus JOKYMEHTOB apXMBHOM KOJUIEKIIUU ONPENENsAeTCd TEMATUKON U COCTaBOM
JIOKYMEHTOB.

2.14. CoxpaHHOCTb JIOKYMEHTOB B apXHMBE€ OpraHu3aluM O00eCHeyuBaeTCs KOMILIEKCOM
MEpONPHUATHIA 10 CO3JAaHHI0 HOPMATHBHBIX YCIOBUH, COONIOJEHUI0 HOPMAaTHBHBIX DPEXKUMOB U
HaJUIeXKallledl OpraHu3allid  XpaHEHUs JIOKyMEHTOB, HCKIIOYAIOIIMX XULICHWE W YTpary W
o0ecneunBaroIMX NOAAepKaHUE B HOPMaJIbHOM (PU3HMUECKOM COCTOSIHUH.

B kommiekc paboT 1O O00ECHedYeHUI0 COXPAaHHOCTH JOKYMEHTOB apXHBa OpraHU3aluu
BKJIFOYAIOTCS:

IIPEIOCTABIICHUE TIOMELICHUS UIsl pa3MELCHHS ApXUBHBIX IOKYMEHTOB;

oOecrnieueHre HOpPMaTUBHBIX YCIOBUM XpaHEHUs JOKYMEHTOB;

BBINOJIHEHHE TPeOOBaHUH K pa3MeEIeHUI0 TOKYyMEHTOB B apXHBOXPAHMIIHUILE;

MIPOBEPKA HAIUYUS U COCTOSHUSI TOKYMEHTOB.

2.15. OGecnieyeHre HOPMATUBHBIX YCIIOBHM XpaHEHUs JOKYMEHTOB BKIIIOYAET:

OCHAIIIEHUE apXUBOXPAHUIIUIL CIIEIIUAIbHBIM 000pYIOBaHUEM ISl XpaHEHUS JOKYMEHTOB;

00OpyJI0BaHUE TOMELICHHUs apXUBa OpPraHMU3alliU CPEACTBAMH IOKAapOTYIIEHHUS, OXpPaHHOH u
MOXKApPHOM CUTHAM3alUeN;

cO0JII0/ICHHE TPOTUBOIOKAPHOTO PEKIMA;

coOI0IeHHE OXPAaHHOTO PEKUMA;

CO3JaHHE HOPMATHBHBIX TEMIIEPATYPHO-BIAKHOCTHOI'O, CBETOBOTO PpEXHMOB, IIPOBEACHUE
CaHUTAPHO-TUTMEHUYECKUX MEPOIIPHUSATHIMA.

2.16. ApxuB OpraHu3aliii pa3MenlaeTcs B ClEHaTbHO MOCTPOSHHBIX WM MPUCIIOCOOICHHBIX IS
XpaHEHUsl JOKYMEHTOB 3/IaHUSAX WU B OTJIEIbHBIX TOMEIICHUSAX 30aHMUS.

B apxuBe opranu3zanuu J0JKHBI ObITh IPEYCMOTPEHBI:

apXMBOXPAHWIHIIIE;

MOMEILEHHUE JIJIs IPUEMA, BPEMEHHOI'O XPaHEHUsI JOKYMEHTOB;

MOMEIIEHUE ISl UCIIOJIb30BAHUS JOKYMEHTOB (UMTAJbHBIA 3aj, YYaCTOK BBIJA4YU JOKYMEHTOB U
UH(POPMALIMOHHO-TTIOMCKOBBIX CPEJICTB);

paboune KOMHAThl COTPYAHUKOB apXUBa OPraHU3alMM, KOTOPbIE JOJIKHBI ObITh M30JMPOBAaHBI OT
NIOMELLEHUH, T1€ XPaHATCS apXUBHbIE TOKYMEHTHI.

He nonyckaercs pa3MeliceHle apXuBa OpraHu3alyy B OJBAIBHBIX U YEPJAYHbIX TOMEIECHUAX.

2.17. ApXHMBOXpaHWJIHILE JOJDKHO OBITh YAAJCHO OT JIadOpaTOPHBIX, IPOU3BOACTBEHHBIX,
OBITOBBIX IMOMELICHUA M HE UMETh OOIIMX C HUMM BEHTUJISALMOHHBIX KaHAJIOB. ApPXMBOXPaHMUIMILE
OTIENsIeTCd OT COCEJIHMX IIOMEUICHHM HECropacéMbIMH CTEHAMHM W NEPEKPBITHSAMH C Ipeneiamu



OTHECTOMKOCTM HE MeEHee JABYX YacoB. B apXMBOXpaHMJMILE HE JOIyCKAeTCs MpOKIaaka TpyO
BOJIOCHA0KEHUS M KaHAIM3AIUU, TEXHOJIOTHYECKUE WIIU OBITOBBIEC BBHIBOJIBI BOIBI.

2.18. Ilpu pa3MmemieHun apXUBOXPAHWIUINA B CICHUATHPHOM WM MPUCTOCOOJICHHOM 3JIaHUU
npeanoutreHue (MpU  paBHBIX TEIUIOBBIX XapaKTEPUCTUKAX) OTIAETCS IOMEIICHUSIM C CEeBEpHOil
OPHUEHTALIMEN OKOH.

Matepuanbl TOKpBITHS CTEH, IOJIOB, IMOTOJKOB, BHYTPEHHEHW apMmarypbl apXUBOXpaHWIIUIIA,
IOpUMEHSIeMbIe TPH H3TOTOBJICHUH OOOPYIOBaHMS W CPEACTB XPAaHEHUS ApXHMBHBIX JIOKYMEHTOB, HE
JTOJIKHBI BBIIEISATH arpecCUBHbIC XUMUYECKUE BEIIECTBA U OBITh HCTOYHUKOM IBLIH.

2.19. ApXuBOXpaHWJUIIE JIOJDKHO HMETh E€CTECTBEHHYI) WM MCKYCCTBEHHYIO BEHTWJIALUIO,
00ecneunBaloIIyl0 PEHUPKYISIUI0 BO3AyXa, CTa0OWIBHOCTh TEMIEPATypHO-BIAXKHOCTHOTO pPEXHMA,
OUYHMCTKY BO3/yXa OT IbUIM U arpecCMBHBIX NMPHUMECEH, a TakkKe OTBEYaTh COBPEMEHHBIM TPEOOBAHUSIM
KOMIAKTHOCTH U SKOHOMUYHOCTH.

ApXMBOXpaHWIMILE JOKHO UMETh BBIXO/bI K TU(PTAM U JIECTHUYHBIM KJIETKaM.

2.20. ApxuBoxpaHuiuiia (3a HCKJIIOYEHHEM apXUBOXPAHWIIUI, pACHOJAraloIIUXcs Ha
OXpaHsIeMON TEPPUTOPUH) 000PYAYIOTCS IBEPSIMU C MOBBIIIEHHON TEXHUYECKON YKPEIJIEHHOCTBIO IIPOTHB
BO3MOXXHOTO B3JIOMa, OCHAIIEHHBIMH 3aMKaMHU MOBBIIIEHHONW CEKpeTHOCTH. OKHA MOMEIICHHI MepBOro
3Ta)ka JOJDKHBI OBITH 000PYIOBAHBI 3AITMPAIOIIMMUCS permeTKamu *(3).

2.21. Bce noctynarmomiye B apXyuB OpraHU3aluu JOKYMEHTHI pa3MEIIalOTCs B apXUBOXPaHMIUIIAX
Ha CTAI[MOHAPHBIX W/WIM TEPEIBUKHBIX METAJUIMYECKHX CTEUIaKaX, B METAUIMYECKUX MKadax WIN
KOHTEUHEpax.

Cremnaxu JTOJKHBI ObITh YCTaHOBJIEHBI MEPHNEHAUKYISIPHO CTEHaM C OKOHHBIMU IPOEMaMHU, a B
MOMEIIEHUH 0e3 OKOH - C y4eTOM OCOOEHHOCTeH momenieHuss M oOopynoBanus. He pomyckaercs
pa3MelIeHNe cTeaXkel BINIOTHYIO K HapYKHBIM CTE€HaM 3/1aHUS U K ICTOYHUKAM TeIlIa.

PaccranoBka cremmaxkeil W mKadoB OCYIIECTBISETCS B COOTBETCTBUM CO  CIEAYIOUIMMHU
TpeOOBAHUSIMU:

paccTosiHuEe MEXAY psAdaMHy cTejulaxei (T1aBHbIM npoxox) - He MeHee 120 cwm;

paccrosiaue (Ipoxo.1) MEXAY CTEIUIaKaMu - He MeHee 75 cM;

paccTosiHuE MEKIy HapyKHOW CTEHOW 3/1aHUS M CTEJUIaXKaMH, NapaJUIEIbHBIMU CTEHE - HE MEHEe
75 cMm;

paccTosiHuEe MEXAY CTEHOW U TOPLIOM cTeutaxka uiH mkada (00xox) - He MeHee 45 cM;

paccTosiHiEe MEXAY MOJIOM M HM)KHEW MOJIKOM cTemtaxka (mkada) - He MeHee 15 ¢M, B IIOKOJIbHBIX
sTaxkax - He meHee 30 cM*(4).

2.22. IlpoTMBONOXKApHBI pEXUM B 3JaHUAX, IJI€ pPa3MEIIaeTcsi apXuUB OpraHu3alui, U B
apXMBOXpPAHWINIIAX YCTAHABIMBAETCS B COOTBETCTBUM C HOPMAaTUBHBIMM IPAaBOBBIMH aKTaMH
Poccuiickoit deneparuu B 0671aCTH TTOKapHOH O€30MACHOCTH.

2.23. OxpaHHBIi peXUM oOecredrBaeTcsl MyTeM OOOpYIOBaHMS apXMBOXPAHWIMII, a TaKXke
IPYTUX TOMEIEHUI, TJe MOCTOSHHO WJIM BpPEMEHHO XPaHSTCA apXWUBHBIE JOKYMEHTBHI, CpPEICTBaMHU
OXpaHbl, 00ECNEYMBAIOUIMMHA KOHTPOJIb JIOCTyNIa B ApPXUBOXPAHWIMIIE M TIOMEIICHUS apXuBa, U
coONIOZICHNEM TMOpsiIKa ClayMd IOJ OXpaHy M CHSATHUS C OXpaHbl, YCTAaHOBJIEHHOIO PYKOBOIUTENIEM
OpraHM3alI1H.

B cnydae BblJaud apXMBHBIX JOKYMEHTOB BO BpPEMEHHOE MOJb30BAaHUE IO 3alpocam
roCy/IapCTBEHHBIX OPTaHOB, OPraHOB MECTHOI'O CaMOYIPABJIEHUS U OPraHU3alui BBIHOC U3 3/1aHUS apXUBa
WM 3/1aHUS OpTaHU3alMK apXUBHBIX IOKYMEHTOB pa3peuiaeTcs TOJbKO MO ClielruaibHbIM IPOIMyCKaM.

2.24. ApXUBHBIE IOKYMEHTHI CIEAYET XpPaHUTh B TEMHOTE.

Bce Buabl paboT ¢ JOKyMEHTaMH JOKHBI IPOBOAUTHCS MPU OTPAHUYEHHBIX UM TEXHOJIOTHYECKU
HEOOXO/IMMBIX YPOBHSIX OCBEIICHUSI.

3amuTa TOKYMEHTOB OT JEHCTBUSI CBeTa OOECIeuMBaeTCsl XpaHEHHEM JOKYMEHTOB B KOpOOKax,
narnkax ¥ rnepervierax, B mkadax Ui Ha CTeUIaXax 3aKpbITOTo TUIIA.

EctecTBeHHOE OCBellleHUE B apXUBOXPAaHUJIMILE JOMYCKAETCs IPHU YCIOBUU MPUMEHEHHs Ha OKHaX
CBETOpaccenBaTeiel, 3allUTHBIX (PUIBTPOB, HITOP, JKAIIO3M, HAHECEHHBIX HA CTEKJIO MOKpHITUH. [lyis



HCKYCCTBEHHOT'O OCBEUICHHUS MPUMCHSIOTCS JaMIbl HAKAIMBAHHUS B 3aKPBITHIX TUadoHAX C TIAIKOM
MOBEPXHOCTHIO.

YpoBEHb OCBEIIEHHOCTH B JUAala30HE BHUJIUMOIO CIEKTpa HE [JOJDKEH IIpPEBBILIATh: Ha
BEPTUKAIBHON MOBEPXHOCTH CTeJlIa)ka, Ha BBICOTE OJIHOTO MeTpa oT mona - 20-50 mokcoB, Ha pabounx
cronax - 100 mrokcoB™*(5).

2.25. B apxuBOXpaHWIULIE AJI1 XPAHEHUS IOKYMEHTOB YCTaHABIMBAIOTCS CIIEAYIONINE MTapaMeTphl
TEMIIEpaTypPHO-BIAKHOCTHOTO pexuma;:™(6)

JUIS XpaHEeHUs IOKYMEHTOB Ha OyMa)KHOM HocuTele - Temreparypa 17 - 19°C, oTHocuTenbHas
BJIQXKHOCTH Bo3ayxa - 50 - 55%;

JUUIs TOKYMEHTOB Ha MarHUTHBIX JUCKaX M JUCKOBBIX HakonuTessix - 8 - 18°C u 45 - 65%;

JUIsl IOKYMEHTOB Ha onTudeckux auckax - 10 - 23°C u 20 - 50%;

JUTSL TOKYMEHTOB Ha KUHOILJICHKE:

C HUTPOOCHOBOM - 4epHO-Oeinbie: Temreparypa He Bbiie 10°C, uBeTHBIC: TeMreparypa HE BhIIIE
-5°C;

¢ 6e3omacHOi OCHOBOH - yepHO-OenbIe: Temreparypa He Boimie 15°C, 1BETHBIE: TeMmepaTypa He
BhIIIE -5°C;

1151 GOTOIOKYMEHTOB:

yepHO-0eble - Temneparypa He Boiiie 15°C;

L[BETHBIE - TeMIiepaTypa He Bbiie -5°C.

OTtHocuTenbHAs BIAKHOCTh BO3/1yXa, HEOOXOAUMAs IJi XpPaHEHUS IOKYMEHTOB Ha KMHOIUICHKE U
dboTtonoxkymenToB coctasisieT 40 - 50%.

2.26. B apxuBOXpaHWIHILE C HEPEryJIHPYeMbIM KIUMATOM JOJIKHBI  OCYIIECTBISTHCS
MEPOTIPUATHS 10 ONTHMH3AIUKA TEMIIEPATyPHO-BIAKHOCTHOTO PEXUMa C NMPUMEHEHHEM OTOIUICHHS U
MPOBETPUBAHUS MOMEIICHH, a TaKKe MEXaHMYeCKHUX CPEJCTB YBIAXXHEHHUS WM OCYIICHHS BO3IyXa.
Pe3kne konebaHus (Ce30HHbIE W B TEUYEHHWE OJHHMX CYTOK) TemmepaTypsl (+/- 5°C) um oTHocHUTEeNnbHOMN
BIQXKHOCTH Bo3ayxa (+/- 10%) He momycKaroTcs.

[Ipy MTENbHOM HApYyLIEHUH TEMIIEPATYpHO-BIAXKHOCTHOTO pexuma (0T 3 cyTok u Ooiee),
COMPOBOXKAAIOUIEMCSI MOBBIILIEHUEM OTHOCUTEIBHOM BIIaXXHOCTH Bo3ayxa 10 70 - 90%, mpuHuUMAaroTCs
MEpBHI 10 €ro HopMaJIU3aly (MHTEHCUBHOE IPOBETPUBAHKE, OCYIIEHUE apXUBOXPAHIIINILA).

TemnepaTypHO-BIQXKHOCTHBIM ~ PEXKHUM  KOHTPOJIUPYETCS IMYTEM  PEryIspHOrO  HU3MEpeHUs
TEMIEPATYPbl U OTHOCUTENILHOMN BIQXKHOCTH KOMHATHOT'O M HAPYKHOTO BO3/lyXa B OJHO U TO K€ BpeMs: B
KOHAWIIMOHUPYEMBIX TIOMEIICHUSIX - HE pexe 1 pa3a B HEleNI0; B apXUBOXPAHUIIMILAX, HE OCHAIEHHBIX
CUCTEMOM KOHAMIIMOHUPOBAHUS BO3AyXa - 2 pa3a B HEEIIO; IPU HapYLICHUSIX peXUMa - 1 pa3 B CyTKH.

[TokazaHus KOHTPOJBHO-U3MEPHUTEIBHBIX TMPUOOPOB  (PUKCUPYIOTCS B  PETUCTPAIIMOHHBIX
JKypHaJIax, B KOTOPBIX TaKXe OTPAXKAIOTCS IMPOBEpKa MPAaBUIBHOCTU IOKa3aHUM MHPUOOPOB U MEPHI,
MPUHSITHIE 0 HOPMATHU3AINH TEMIIEPATYPHO-BIAKHOCTHOTO PEKUMA B CIIydasx ero HapyluieHus.

[Ipy Hanuuuu B 3JaHUM apXHWBa LEHTPAJU30BAHHOW CHUCTEMBl OOECIeueHHUs COOIIOACHUS
TEMIEPATYPHO-BIAXKHOCTHOTO PEXHUMa B TOMEIICHUSAX, TNI€ XPAHATCA JOKYMEHTBI, KOHTPOJb 3a €ro
COOIOICHHEM OCYIIECTBIIIETCS B aBTOMATUYECKOM PEXHUME.

2.27. TlomemieHuss apxuBa OpTraHHW3AIMM JIOJDKHBI COAEPXKAThCSA B UYHUCTOTE, B YCIOBUSX,
WCKITIOYAIOIINX BO3MOXKHOCTH TIOSIBIICHUS TIJIECEHH, TPBI3YHOB, HACEKOMBIX, MbUIM. B moMemeHusx
ApXUBOXPAHWIUI JOJDKHA OBITh oOecreueHa CBOOOJHAs MHPKYISIIUS BO3AyXa, HUCKIIOYAIOIIas
o0pa3oBaHNe HEIIPOBETPUBAEMBIX 30H, ONIACHBIX B CAHUTAPHO-OMOJIOTMYE€CKOM OTHOIIECHHUH.

B nomemnieHusx apXuBOXpaHUIUIIL HEOOXOTUMO:

MPOBOAMTH CUCTEMATHUECKYIO BIAKHYIO YOOPKY;

HE peXe OJHOTO pa3a B TOJA IMPOBOAUTH OOECHBUIMBaHHME KOPOOOK C JOKyMEHTaMH, HIKagoB,
CTeIUIaXKeH;

oOpabaThiBaTh IIOKOJIBHBIE YaCTH CTEJIAXKEW, TOJbl, IUIMHTYCHI, MOJOKOHHUKH BOJHBIMHU
pacTBOpaMu aHTHCETITUKOB.

2.28. Jla pa3a B roj (B Hayajie M MO OKOHYAHUM OTOMUTEIHHOTO CE30HA) JOKYMEHTBI HU



MOMEIICHUSI apXMBOXPAHWJIMIL TIOABEPTalOTCS OOCIEIOBAaHHUIO Ui CBOEBPEMEHHOTO OOHAPYKEHUS
HACcEeKOMBIX U mieceHu. [Ipu oOHapyxeHuu OMOJIOTHYECKUX BpEAUTEIeH NPUHUMAIOTCS CPOUYHBIE MEPHI 110
Ne3UH(PEKIMU M JC3MHCEKUUH JOKYMEHTOB W TIIOMELICHWH CHJIaMH pPaOOTHHKOB apxwBa, a IpHU
HEOOXOIMMOCTH - CHJIAaMH COOTBETCTBYIOIIUX CITYXkO.

2.29. B apxuBOXpaHWIMLIE 3alpeliacTcs HaXOAUTbCS B BEPXHEW ONEXkAE, MOKPOW U TIps3HOMN
0o0yBM; XpaHUTb IOCTOPOHHME MpPEAMETHl, HMMYLIECTBO U OOOpYAOBaHUE, YHNOTPEOIATh MHIIEBbIE
IPOIYKTBHI.

2.30. OGs13aTeNIbHBIMU YCIIOBUSIMHU XPaHEHHsI 3JIEKTPOHHBIX IOKYMEHTOB SIBJISIOTCA:

HaJIMYME B apXMBE OpPraHU3allMd HE MEHEE [BYX OHK3EMIUIIPOB KaKIO0M €IUHUIBI XpPaHEHMS
JIEKTPOHHBIX JIOKYyMEHTOB (OCHOBHOM M pabouMii SK3eMIUIIPhl JIOJDKHBI HAXOOUTHCA HA Ppas3HbIX
(u3nUEeCKUX yCTPONUCTBAX);

HaJIMYME TEXHUYECKUX M IPOrpaMMHBIX CPEICTB, IPEIHA3HAYEHHBIX JI1 BOCIPOU3BEACHMS,
KONMPOBAHUS, NEPE3aliCH DSJICKTPOHHBIX TOKYMEHTOB, KOHTPOJS (DU3MYECKOTO U TEXHUYECKOTO
COCTOSIHUS;

o0ecriedeHHe pEeKMMa XPAaHEHUs AJIEKTPOHHBIX JIOKYMEHTOB, HCKJIIOYAIOIIEro  yTpary,
HECaHKLIMOHUPOBAHHYIO PACCBHUIKY, YHUUTOKEHUE UM UCKAXKEHUE UH(DOpMAIIH.

2.31. Ilepenaua TEKCTOBBIX AJIEKTPOHHBIX JOKYMEHTOB Il XpaHEHUS B apXWB OpraHHU3alH,
ABJIAIOIENCS HMCTOYHUKOM  KOMIUIEKTOBAHMS TIOCYJApPCTBEHHOTO Y MYHMLMIIAJBHOIO  apXUBa,
ocymectBisieTcst B hopmate PDF/A.

2.32. B nensx oOecrnedyeHHss XpaHEHUs, ydeTa M MCIIOJIb30BAaHHS 3JIEKTPOHHBIX JIOKYMEHTOB,
HaXOJAIIMXCSl HA XPaHEHUU B apXMBE OpPraHMU3alMM, JTOJKHO MPOU3BOAUTHCS CUHXPOHHOE H3MEHEHHE
IIPOrpaMMHO-AINIapaTHON Cpelbl B OpraHU3aluyd M B apXMBE OPraHU3allid, a TAKXKE CBOEBPEMEHHAs
nepe3anych JIEKTPOHHBIX apXUBHBIX JIOKYMEHTOB Ha HOBbIE HOCUTENIN U B HOBbIE (POpPMATHI.

B nponecce XxpaHeHUs 3JIEKTPOHHBIX JOKYMEHTOB B apXUBE OPIaHU3AlMM HE PEKE OJHOTO pasa B 5
JeT TPOU3BOJAUTCS TEXHUYECKHI KOHTPOJb (PU3NYECKOTO COCTOSHUS HOCHUTEIEH 3JIEKTPOHHBIX
JIOKYMEHTOB M BOCIIPOU3BOJUMOCTH IEKTPOHHBIX JTOKYMEHTOB.

B ciywae ecnu mpu  OCYHIECTBIEHMHM TEXHUYECKOIO KOHTPOJS YCTAaHOBJIEHBI HM3MEHEHUS
(U3NYECKOr0 COCTOSHUS HOCUTENEeH SJIEKTPOHHBIX JOKYMEHTOB, apXWMB OpraHM3allMd MO PEIICHUIO
PYKOBOJUTENS OpraHU3AIMK JIOJKEH MPOBOJUTH pabOTy MO IMEpe3amucH 3JIEKTPOHHBIX JTOKYMEHTOB Ha
HOBBIE€ HOCHUTEIH.

[Ipu usmMeHeHHH QoOpMaTOB B pe3ysnbTare MpeoOpa3oBaHUs MPOTrPAMMHO-ANNAapaTHOW Cpepbl,
YXYALIEHUS BOCIPOM3BOAMMOCTH DJIEKTPOHHBIX JIOKYMEHTOB apXWB OPraHU3allid [0 PELICHUIO
PYKOBOJUTENS OpPTraHU3allMM JOJDKEH MPOBOAUTH PAadOTy IO IMEpe3amucH JIEKTPOHHBIX JOKYMEHTOB B
HOBBIE (hOopMaTHI.

[Ipn ocymecTBieHUM mepe3anucu JOoJKHA ObITh oOOecliedeHa ayTeHTHMYHOCTh, IIOJHOTA,
JIOCTOBEPHOCTb, LIEJIOCTHOCTb W HEM3MEHHOCTh WH(POpPMAlLlMU, COJAEpKaIleHcs B  DIEKTPOHHBIX
JOKYMEHTaX.

TekcToBbIe PIEKTPOHHBIE JOKYMEHTBI, OJBEPIIINECs Mepe3anucyd B HOBbIE (popMaThl W/WIIKM Ha
HOBBIE€ HOCUTENH, JOJKHBI OTBEYaTh TPEOOBAHUSAM, YCTAaHOBIEHHBIM MyHKTOM 2.3 1 HacTtosumx [Ipasu.

2.33. Jlna onepaTMBHOIO AOCTYNa K AJIEKTPOHHBIM JIOKYMEHTaM B CIPAaBOYHBIX U IOHMCKOBBIX
LEJSIX B apXuBe co3/1aercs (OH/I MOJIb30BAHUS AIEKTPOHHBIX TOKYMEHTOB.

2.34. Bce noctynaromue B apXUB OpraHu3alliy JOKYMEHTHI pa3MEIIAlOTCs B apXUBOXPaHWINIIAX
Ha CTeJUIakax WM B IIKadax B MOPSAKE, COOTBETCTBYIOUIEM ONUCAM J€J, JOKYMEHTOB. J[OKyMEHTHI,
TEMIIEPATYPHO-BJIAXKHOCTHBIN PEXUM XPAaHEHUS KOTOPBIX Pa3IM4YEH, JOJDKHBI pa3MEIaTbcs B PasHBIX
apXMUBOXpaHWINIIAX.

2.35. Jlokymentsl ApxuBHoro ¢onaa Poccuiickoii denepanuu U apyrue apXuBHBIE JTOKYMEHTHI
JOJDKHBl XPaHUTbCA B KOPOOKAaxX WM MAaNKax, M3TOTOBJIEHHBIX W3 O€3BpPEIHBIX JUIsl JOKYMEHTOB
MaTepUaoB.

OJEeKTPOHHbIE JOKYMEHTHI Ha (pU3HUecKd 000COOTIEHHBIX HOCUTEINSAX Pa3MEINAlOTCsl OTAEIbHO OT
JPYTUX JOKYMEHTOB.



Ha xopoOku npuKIenBarOTCs SIPIBIKK, HA KOTOPHIX YKa3bIBAIOTCS: HOMEp (POHAA, HOMEp OMUCH U
KpaiiHue HoMmepa Jiell, pa3MELICHHBIX B IaHHON KOpOOKe.

[Topsimok pa3MmellleHUsT YCTaHABJIMBAETCS B 3aBUCUMOCTH OT PACCTOSHUS MEXAY IIOJKaMH,
(U3UYECKOro COCTOSHUA /1€, a TAaKXkKe OT TBEPAOCTH MIIM MITKOCTH Ieperuiera. Jlena, umeronue TBepablii
NEPEIJIET, YCTAHABIMBAIOTCS BEPTUKAIBHO; C MATKMM I[EPEINIETOM WM HENEpPEIJICTEHHbIE -
TOPU30HTAJIBHO.

KopoOku He TOMKHBI BEICTYNATh 32 TPEAEIIbl TOJIOK CTEIUIaXEeH.

He nomyckaercs XpaHeHHE JOKYMEHTOB B TPAaHCHOPTHOM Tape, B INTa0ensX, Ha IOJY,
[I0JIOKOHHMKAX, JIECTHUYHBIX IUIOLIAJKaX U JPYTHUX, HE NPEJHA3HAUYECHHBIX JUISl XPAaHEHHs JOKYMEHTOB
MecTax.

2.36. Bce moMenieHusl apxXxuBa OpraHU3alluU, a TAKXKE CTEIUTAXKHU, MIKa(pbl, KOHTCHHEPHI, MOJIKU
HyMepytoTcs. Crennaxu, mkapbl ¥ KOHTEHHEphl HYMEPYIOTCS B KaXJIOM apXUBOXPAaHWIHUILE cleBa
HAIpaBo OT BXOJIHOM JIBEpH, a IIOJIKU Ha CTEJUIaXKax - [0 1KadaM CBEpXy BHU3, CJIEBA HAIIPABO.

2.37. B nensx omnpeneaeHUs MECTa XpaHEHHs JIOKYMEHTOB B apXUBOXPAHMJIMIIE COCTABIISIOTCS
TororpaguuecKue yKasaTean: nmocresmaxueie (npuiokenne N 1), a mpu 60JbIIOM KoJrdecTBe (OHIOB -
nodonaoBbIe (TTprutoxkeHue N 2).

2.38. U3meHeHMs, NPOUCXOASIIME B pa3MEUIEHUH JOKYMEHTOB, JIOJKHBI CBOEBPEMEHHO
OTpa)kaTbCsl B TONMOrpapUUECKUX yKa3aTesX.

2.39. B xo/1e NpoBEpKU HAJIMYMSI U COCTOSIHUSL aPXUBHBIX JOKYMEHTOB B apXMBE OpraHU3alluu:

yCTaHaBIMBaeTCsl (aKTUUECKOE HaJIM4YUe €JIUHUI] XPaHEHUS U COOTBETCTBUE YYETHBIM
JIOKYMEHTaM;

BBISIBJIIIOTCS] U YCTPAHAIOTCS HEIOCTATKU B YUETE IOKYMEHTOB;

BBISIBJISIFOTCS] OTCYTCTBYIOLINE IOKYMEHTBI U OpTaHU3yeTCs PO3bICK;

BBIABIIIFOTCS. M YYUTHIBAIOTCS  JIOKYMEHTBI, TpeOyroume  npoduiIakTUUeCKoW — W/miu
pecTaBpanuoOHHO-TIPOQUITAKTHIECKOM 00padOTKH.

BBISABIAIOTCS M YYHUTBIBAIOTCS 3JEKTPOHHBIE JIOKYMEHTHI, TpeOYIOlIMe Iepe3anicu Ha HOBBIE
JJIEKTPOHHBIE HOCUTENIM, MPOBOJUTCS KOHTPOJIb (DU3MUECKOIO0 M TEXHUYECKOTO COCTOSHUS €IUHUI
XPaHEHUs, OCYILECTBIISAETCS MPOBEPKA Ha HAJIMUUE BPEJOHOCHBIX KOMIIBIOTEPHBIX ITPOIPAMM.

2.40. IlpoBepka HanmMuusi U COCTOSTHUSI JOKYMEHTOB Ha OyMa)XHbIX HOCHUTENISIX IPOBOAUTCS B
apx¥Be OpraHU3alMi KOMUCCHEH UM HE MEHee 4eM JIByMs paOOTHHKaMM He pexe oAHOro pasa B 10 ier,
3JIEKTPOHHBIX IOKYMEHTOB - HE PEKE OJIHOTO pasa B 5 JieT.

2.41. Tlpu npoBepKe HAJIMYUSA U COCTOSIHUA JOKYMEHTOB B apXUBE OpraHu3aluu HeoOX0IuMO:

COXpaHSTh TOPSIOK PACIIONOKEHHUsS] TOKYMEHTOB Ha CTe/ulakaX, B IIKadax M KOHTeWHepax B
COOTBETCTBUHM C TONOrpauyecKUMU YKaszaTelsMu. [Ipu M3MEHEHUM pPacHoJIOKEHHs el HEeoOXOIMMO
CBOEBPEMEHHO JIe7aTh COOTBETCTBYIONIME 3aMCH B TONOrpaUUeCcKuX yKa3aTensx;

MOMEIIATh Ha MeCTa HaJJIeKAIIero XpaHeHUs] oOHapyKEHHbIE BO BpeMs MPOBEPKH HEMPABUIbHO
pa3MelieHHbIE €IMHULIBI XPaHEHHUS,

U3bIMaTh C TIOCHEAYIOUIEW W30JSIMEN JOKYMEHTBI, 3apa’kK€HHBbIE IUIECEHBIO WIM APYTUMU
OMOJIOTMYECKUMU BPEAUTEISIMH (7151 JOKYMEHTOB Ha OyMa)KHOM HOCHUTETIE);

U3bIMaThb €IMHUIBl XPAHEHUS JJIEKTPOHHBIX JIOKYMEHTOB, COJIEp)Kalle€ BpPEIOHOCHBIE
KOMIIBIOTEPHBIE TPOrPaMMBI, TOMEIIATh Ha CHEIHATbHO BBIIEICHHYIO OJKY (B SIIMK) JUIs OCIeIyIoIeH
00paboTKu;

U3bIMaTh U pa3MellaTh BCJe/l 3a YUTEHHBIMHU JI€N1a, HE BHECEHHBIE B OIUCH.

BHeceHne BBISBIEHHBIX B XOJ€ IPOBEPKM HEYUTEHHBIX 1€l B ONMCH 3ampermaercs. HeyureHHsle
Jieria MoAIexaT 00paboTKe U OMMCAHUIO 110CIIE 3aBEPIICHUS IIPOBEPKH.

2.42. TlpoBepka HamU4Msl M COCTOSIHUSL JOKYMEHTOB IPOBOJUTCS IYTEM CBEPKH OINHCATEIBHBIX
CTaTel OIUCH C ONUCAHUEM JIEJl Ha 00JI0KKaX.

@U3NYECKOE COCTOSHUE JIET OIIPENEIAETCS IIyTEM BU3YaJIbHOTO IIPOCMOTPA.

Jlenath kakue-muOO TOMETKM WJIM 3allUCH B ONUCAX J€1 M JPYTUX YYETHBIX JOKyMEHTax
3anpemniaercsa. B koH1e kaxaoi npocMoTpeHHO# onmcu nenaercs 3anuck "IIPOBEPEHO" ¢ ykazanuem



HOMEpa U J1aThl aKTa IPOBEPKU HAIUYUS U COCTOSIHUS JJOKYMEHTOB.

2.43. TlpoBepka HaldM4Msl U COCTOSHMS JTOKYMEHTOB CUMTAETCS 3aBEPILIEHHOW IOCIIE BHECEHMS
M3MEHEHUH, BBIBICHHBIX IIPOBEPKOM, B yUETHBIE JOKYMEHTBI apXHUBa.

[To pe3ynbraTaM NpPOBEPKHU COCTABISAETCS aKT IPOBEPKH HAIWYMSI U COCTOSIHUS apXHMBHBIX
nokyMeHToB (npuiioskenue N 3). [Ipu oOHapykeHnu omMOOK B YUYETHBIX JOKYMEHTAX COCTABISETCS aKT O
TEXHUYECKHUX OHUIMOKaxX B YYETHBIX JOKyMeHTax (npuioxenue N 4). B canydae oOHapyXeHUs! JOKYMEHTOB,
HE OTHOCSIIMXCS K JaHHOMY (OHIY, apXuBy OpraHM3allid, HEYYTEHHBIX, TaKXe COCTaBIIAETCS
COOTBETCTBYIOLMHM akT (npuioxenue N 5). YkazaHHbIE AaKThl IOANUCBHIBAIOTCS HCIOJHUTEISAMH U
YTBEPKAAIOTCSI PYKOBOJUTENIEM OPraHU3allUd WM €ro 3aMECTUTENIEM, KYpUPYIOLUIUM JeATEIbHOCTh
apxuBa.

2.44. Ecnun npoBepKOW HalMuus U COCTOSHMSI JOKYMEHTOB YCTaHOBJIEHO OTCYTCTBHE €1 U
JIOKYMEHTOB, OPIaHU3YETCs UX PO3bICK.

Po3bIcK apXMBHBIX JOKYMEHTOB, HE OOHApPYKEHHBIX B XOJ€ MPOBEPKH, OPraHU3YETCs] C MOMEHTA
BBISIBJICHHMSI OTCYTCTBHUSI U IPOBOJAUTCS B TedeHUEe oaHoro rojga. Ha nema, He oOHapyKeHHbIE B XOJe
IPOBEPKU HAJIMYMS U COCTOSIHMSI JOKYMEHTOB, COCTABIIETCS akT 00 yTpare JOKYMEHTOB (IIPUJIOKEHHUE
N 6), KOTOpBIIl paccMaTpUBaETCs SKCIEPTHON KoMHCCHEH (LIEHTpallbHON SKCIIEPTHOIN KoMuccuei) (naee -
OK (IDOK) opranuzanuu U yTBEp:KAaeTCsl pyKOBOJIUTEIEM OpraHU3alMKM WK ero 3amecturenem. K akty
npusaraeTcs ClpaBka O MPOBEICHUN PO3bICKA, MOATOTOBIEHHAs M MOANKUCAHHAS JTUIIOM, IPOU3BOIUBIINM
npoBepKy. AKT 00 yTpaTe JOKYMEHTOB MPEACTABISAETCS B COOTBETCTBYIOLIUN TIOCYAapCTBEHHBIH
(MyHMLMIIAIBHBIA) apXUB WM YIOJIHOMOYEHHBIH OpraH MCHOJHUTENbHOM BiacTu cyObekTa Poccuiickoit
®deneparnun B 00JaCTH apXUBHOTO JIeNa ISl IPUHSITHS PEUICHUS O CHATHH YTPAYCHHBIX JETI C y4YeTa.

2.45. JIoKyMeHTHI BBLIAIOTCA M3 apXMBOXpPAHWJIMINA HA OCHOBAHUHU IHCBMEHHOTO pa3pelIeHus
PYKOBOJUTENS apXuBa OpraHU3allMd WM €ro 3aMECTUTENs (€CIM apXuB SBISIETCS YUPEKICHUEM),
PYKOBOAMTENS CTPYKTYPHOTO MOAPA3AEICHNS OpraHU3aluu:

pabOTHUKAM CTPYKTYPHBIX MOJIpa3iesIeHui OpraHnu3alliy;

CyJeOHBIM, NPAaBOOXPAHUTEIbHBIM M HWHBIM YIIOJIHOMOYEHHBIM OpraHaM B COOTBETCTBHM C
3akoHoAarenbcTBOM Poccniickoit denepanuu;

WHBIM I10JIB30BATENSAM 110 TUCbMEHHOMY 3asIBJICHHUIO.

JIOKyMEHTBI BBLIAIOTCS U3 apXUBOXPAHUJIUII HA CPOK HE MPEBbIIIAIONINI:

OJTHOTO MECsIlIa - JUI UCTIOIb30BaHUs paOOTHUKAMU OPTaHU3aIMK U MHBIMH MTOJIb30BaTEISIMH;

IIECTU MECSIEB - CY1€0HBIM, TPABOOXPAHUTENIBHBIM U HHBIM YIIOJTHOMOYEHHBIM OpraHaMm.

[Ipo/uieHne yCTaHOBJIEHHBIX CpPOKOB BBbIIa4M JOKYMEHTOB JIOIYCKAeTCs C  Ppa3pelIeHHUs
PYKOBOJUTENS OpraHM3alliM Ha OCHOBAaHMM IHCbMEHHOIO TOATBEPXACHUS IOJIb30BATENsl O
COXpaHEHUH/00ecTieueHMH COXPaHHOCTH TOKYMEHTOB.

2.46. Bplgaya JOKYMEHTOB M3 apXMBOXPAHWIMIIA PETHCTPUPYETCS B KHUTE BBIJAYM JACN H
odopmsercs:

3aKa3oM (Ci1ykeOHOI 3aIMCKOI) Ha BIIAUY JIET;

aKTOM O BbLJIAau€ A€l BO BPEMEHHOE IOJb30BAHUE - NPU BbLJAYE B CTOPOHHUE OPraHU3ALMH
(mpunoxenue N 10).

[Tpu TpaHCOPTUPOBKE €T HA JTI0ObIE PACCTOSAHUS 00ECIIEYMBAIOTCS MEPHI 110 OXPaHe U 3alUTe UX
OT BO3JICHCTBUS BPEIHBIX ()aKTOPOB OKPYKAIOIIEH Cpeibl.

2.47. Beijauy TOKyMEHTOB Ha OyMa)KHOM HOCHTEJIE U3 apXMBOXPAHWJIMILA U MPHEM UX 0OpaTHO, B
TOM 4YHCIIe B cllydyae HEOOXOAMMOCTH IMOJIMCTHYIO NMPOBEPKY HAUMYMSI U COCTOSIHHMSI JOKYMEHTOB Iepes
BbIJJauell W3 AapXMBOXpPAHWJMILA W TMPU BO3BpaTe, MPOUZBOAMT pAOOTHHUK AapXHMBOXPAHWIMIIA B
MIPUCYTCTBUH JIUIIA, TTOTYYAIONIETo (BO3BPAIIAIOIIETO) Jea.

Bmecto BpIIaBaeMbIX W3 apXMBOXPAHWIIMINA E€AWHMII XPAHEHUS W ONUCEH Jel, JOKYMEHTOB
JOJDKHA — pa3MeIlaThesl KapTa-3amecTurens aena (npunoxenue N 7). Ilpu  Bo3BpameHun nena
KapTa-3aMeCTUTEIIb U3bIMACTCS U XPAHUTCS B ApXUBE OPraHU3AIMH 0 MUHOBAHHSI HaJOOHOCTH.

Jlena, BbIIaBaeMble U3 apXMBOXPAHWIMINA, JODKHBI UMETh apXMBHBIM MIM(p, IPOHYMEPOBAHHBIE
JIMCTBI, JINCT-3aBEpUTEND Aena (rpuioxkenre N 8) U JINCT UCIOIb30BaHUS TOKYMEHTOB (Tipuioxenue N 9).



[TonroroBka apXMBHBIX JOKYMEHTOB K BbIJIa4€ U3 ApXUBOXPAHUIIUILA BKIIIOYAET:

BBIEMKY apXMBHBIX JOKYMEHTOB;

CBEPKY apXHMBHOTO IIU(pa 1 3aroJIOBKOB C OMHUCHIO JIeN, JOKYMEHTOB;

IPOBEPKY (PU3NUECKOr0 COCTOSIHUA JeIa.

ONEKTPOHHbIE JOKYMEHTBl BBIIAIOTCA U3 apXUBOXpPAHWIMLIA B BUJIE 3JIEKTPOHHBIX KONUN WIN
Konuii Ha OymMakHoM HocuTtene. Ilpm HeoOXonuMocTH 3aBepeHHs KONUM 3JIEKTPOHHBIX JTOKYMEHTOB
UCIIOJIB3YETCSl  BJIEKTPOHHAs IOJANKUCH PYKOBOJAMUTENS OpraHU3alUd WIA  YIOJIHOMOYEHHOIO UM
JOJDKHOCTHOTO JIMIIA WM IPOM3BOAUTCS 3aBEPEHUE KOMMUU JOKYMEHTa Ha OyMa)XHOM HOCHUTeNe B
YCTaHOBJIEHHOM nopsiake (1yHKT 5.14. HacToamux [IpaBuin).

2.48. JIOKyMEHTBI U3 apXUBOXPAHUIUIIA, KaK TPABUJIO, HE BBIJAIOTCS:

npy HaTM4KU (OHAA MOITH30BAHMUS;

HaXOJALIMECs B HEYIOBJIETBOPUTENBLHOM (PU3NUECKOM COCTOSTHUU

2.49. B opraHu3anuu JTOJDKHBI OBITH pa3pa0dOTaHbl IJIAHBI KOHKPETHBIX MEPOIPHITHN U APYrHe
HOPMATUBHBIE JOKYMEHTBI, PErjIaMEHTHPYIOLIUE MOPSI0K paboThl B UYPE3BBIYAWHBIX CUTYyalMsAX, NPU
BO3HMKHOBEHUH KOTOPBIX HEBO3MOXKHO 00ECTIEYHTh COXPAaHHOCTh APXUBHBIX IOKYMEHTOB.

C copepxaHueM IUIAHOB MEPONPUATHH M APYrUX HOPMATUBHBIX JOKYMEHTOB, ONpPEAEISIOIINX
paboTy apxuBa OpraHHM3alM{ TPU YPE3BBIYAWHBIX CUTYAIMSIX, TOJDKHBI OBITH O3HAKOMIICHBI PAOOTHHKH
apxuBa OpraHMu3aluy.

I11. Yuer nokymeHTOB apxuBHOIro ponna Poccuiickoii Pegepanyu u Apyrux apXuBHbIX JOKYMEHTOB
B OPraHM3anHuHu

3.1. Ydery noayiexar Bce XpaHsSLIMECs B apXUBE OPraHU3aIMKM JOKYMEHTBI, BKJIIOUasi JOKYMEHTbI
0 JIMYHOMY COCTaBY, KOIIMU JOKYMEHTOB (DOH/1a MOJIb30BAHUS (IIPH HAIMYUK) U OTUCH JIeN, JOKYMEHTOB.

3.2.  Opranuzanusi, SBISIOLIASCS  HWCTOYHUKOM  KOMIUIEKTOBAHHUS  TOCYJapCTBEHHOI'O
(MyHMLIMNIAJIBHOTO) apXMBa, MPEJACTaBIsA€T B TOCYJapCTBEHHBIN (MYHUIUNAIbHBIN) apXUB Y4eTHbBIE
cBeZIeHHsI 00 00beMe M COCTaBe, XpaHALIMXCS B apXMBE OpraHu3allid JOKYMEHTOB ApXHBHOro (oHaa
Poccuiickoit ®enepanuu U APYrMX apXMBHBIX JOKYMEHTOB B COOTBETCTBUM C Persiamenrom
rOCYJapCTBEHHOTO ydeTa JOKyMeHTOB ApxuBHOro (onma Poccuiickoit deneparuu, yTBEp>KIECHHBIM
npukasom Pocapxua ot 11 mapta 1997 r. N 11, (3apeructpupoBan Muntocrom Poccuu 8 uronst 1997 r.,
perucTpaioHHblii Homep 1344).

3.3. OCHOBHBIMHU €VHUIIAMH y4€Ta APXUBHBIX JOKYMEHTOB SIBJISIOTCS:

apXUBHBIN QOH;

€IMHUIIA XPaHEHUS - JIeJI0, AIEKTPOHHOE Aemo (yHKT 4.34. nactosmux [IpasBun).

3.4. EquauniaM XpaHeHUs NMPUCBAWMBAIOTCS YUETHbIE HOMEpA, SIBIAIOIIMECS YacThIO apXMBHOIO
mudpa. CBeCHUS O COCTaBE €IUHHI] XPAaHEHUSI U UX KOJIMUYECTBE (PUKCUPYIOTCS B YUETHBIX JOKYMEHTaxX
apXuBa.

ApxuBHbli 1mK(pp (0003HaueHHE, HAHOCMMOE B JIEBOM HIDKHEM YIIy Ha KaXIYIO EIUHUILY
XpaHEHHUs B LENsAX oOecreyeHusl y4yeTa M MJEHTU(UKALMK) COCTOMT H3: HOMEpa apXUBHOrO (OHMA;
HOMeEpa OINCH JIe]], TOKYMEHTOB; HOMEpa €INHULIbl XPAHEHUS.

ApXxuUBHBI HIMGP DIEKTPOHHBIX JIOKYMEHTOB, XPaHHMBIX Ha OO0OCOOJEHHBIX AJIEKTPOHHBIX
HOCHUTEIISIX, YKa3bIBAETCs HAa BKJIAJBIIIE, BIOXKEHHOM B (DYTIISAp HOCUTENS. APXUBHBIN MNP 3ITEKTPOHHBIX
JOKYMEHTOB, XPaHHMBIX B HMH(OPMAIIMOHHOW CHCTEME apXHuBa, SIBISETCS 00s3aTENbHBIM 3JIEMEHTOM
ONMCAHUS KOHTEIHEPA 3JIEKTPOHHOIO JOKYMEHTA.

3.5. B apxuBe opraHuzanuu BeAyTCs OCHOBHbIE (00s3aTENIbHBIE) U BCIIOMOIATENIbHBIE YYETHBIE
nokyMeHTbl. CocTaB UM (OpPMBI OCHOBHBIX YYETHBIX JOKYMEHTOB OIPENENSIOTCS B COOTBETCTBUH C
Hacrosmumu [IpaBunamu. CoctaB U (OpMBI BCIIOMOTAaTEIbHBIX YYETHBIX JOKYMEHTOB OIPEEINSIOTCS
apXMBOM OPTaHU3ALUN CAMOCTOSITENIBHO.

3.6. B cocTaB 0OCHOBHBIX (00s3aTeNbHbIX) YUETHBIX JOKYMEHTOB apXMBa OPraHU3alUN BXOJAT:
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KHHTA y9eTa MOCTYIUICHUS U BBIOBITHS J1eN, TOKyMeHTOB (npuioxenre N 11);

criucok poumoB (mpuiokenne N 12);

muct ¢onaa (npunoxenue N 13);

OTHCH eI, JOKyMeHTOB (ripuioxkenus N 14, 15, 16, 17, 18);

peectp onuceit (mpuioxkenue N 19).

3.7. B KkHHUTry y4yeTa MOCTYIUICHUS U BBIOBITUS /1€, JTOKYMEHTOB IOCJIEI0BAaTEIbHO BHOCSTCS BCE
NEpBUYHBIC M TIOBTOPHBIE MOCTYIIEHUS (BBIOBITHA) A€, ToKyMeHTOB. Kaxioe moctymienue (BbIObITHE) B
npejienax OTYETHOIO Tojia MoTy4yaeT MOPSIKOBbIM HOMED B BaJIOBOM MOCIIEI0BATEIHLHOCTH.

Esxeronno Ha 1 sHBapsi MOJBOAWTCS UTOT KOJIMYECTBA MOCTYIHMBIIUX M BBIOBIBIIMX 3a TOX NI,
JIOKYMEHTOB.

3.8. Croucok (oHIOB BeIeTCS B apXWBE OPTaHU3AIMH, XPAHAIIEM JOKYMEHTHI 0O0Jiee OIHOIO
donna. B ciucok GoHA0B apXuBHBINA (OH]T 3aMMCHIBAETCS TOJILKO OJIUH pa3, MPHU MEPBOM MOCTYIJICHUU B
apxuB opram3anuu. [lo crnmcky (QOHZOB B BAJIOBOM MOpPSJAKE €My IPHCBAWBAeTCS YUETHBIH HOMeED,
KOTOPBII COXpaHIEeTCs 32 HUM BO BCEX YUETHBIX JOKYMEHTAX.

B cimyuae nepenaun apxuBHOTO (DOHIIA B IPYTOil apXMB, BKIIOUYEHHUS €r0 B COCTaB 0OBEAMHEHHOTO
apXUBHOTO (POHIA WM BBIJICTICHUS BCEX JOKYMEHTOB K YHUUYTOXKEHHUIO OCBOOOIMBIIHICS HOMEP IPYroMy
apXUBHOMY ()OHy HE IPUCBAUBACTCS.

OObenuHeHHbIe apXUBHBIE (POHBI M APXUBHBIE KOJUICKIIMH YYUTBHIBAIOTCS HA OOIIUX OCHOBAHHUSX.
OObveHEHHOMY apXWBHOMY (OHAY, O0Opa3oBaHHOMY U3 AapXHWBHBIX (OHIOB, paHEE YYTEHHBIX
CaMOCTOSITENIbHO, IPUCBAUBAETCS HOMEP OJHOTO U3 aPXUBHBIX (DOHAOB, BKIIFOUECHHBIX B €T0 COCTAB.

B apxuBax opraHm3anuii - UCTOYHHKOB KOMIUICKTOBAHUS TOCYJAPCTBEHHBIX (MYHHIIMITAIBHBIX )
apXMBOB TMPOCTABISETCS HOMEP apXWBHOTO (OHIA, 3a KOTOPHIM OH YUYTE€H B TOCYAapCTBEHHOM
(MyHUIIMIIAJIBHOM) apXuBE, U KOTOPBIM COXpaHSETCs 3a HUM IIOCJE MOCTYIJIEHUS €ro JIOKYMEHTOB Ha
MIOCTOSIHHOE XPaHEHHUE.

HasBanue apxuBHOro ()oH/a BHOCUTCS B CHUCOK (DOH/I0B Ha OCHOBAaHMM MCTOPUUYECKOIN CIPABKHU K
(GOHTy UM TUTYIILHOTO JIUCTA OIUCH e, TOKYMEHTOB.

HasBanue apxuBHOTO (poHIa COCTOMT M3 MOJHOTO U (B CKOOKax) COKpalleHHOTO HAauMEHOBAaHMS
¢donn000pa3oBarens, ¢ yKa3aHUeM ero MoAYMHEHHOCTH, MECTOHAX0XK/IEHHS, JaT CO3aHUs U JIMKBUIALMH.
Ecnu nHanmenoBanue ¢onmpooOpa3oBaTesnss U3SMEHSIIOCh, TO B CIIUCKE (POHJIOB yKa3bIBa€TCs €ro MOCIeqHee
Ha3BaHME B paMKaxX NEPUOJa, 32 KOTOPBIM MPUHATHI AOKYMEHTHL. Bce mpenpinyiive nepeMMeHOBaHUS
OTMEYAIOTCs B JIUCTE POH/A.

Ha3Banune 00beIMHEHHOT0 apXUBHOIO (DOH/IAa COCTOUT U3 0OOOIIEHHOTO Ha3BaHUS BKIIIOUEHHBIX B
HEr0 apXWBHBIX (OHIOB, M3 IEPEYHS HAa3BAaHWK CMEHSBIIMX APYr apyra opranuzanuii. KoHkpeTHbIE
HAUMEHOBAHUS BCEX OpPTaHM3AIMi, TOKYMEHTHI KOTOPHIX BOIUIM B OOBEIUHEHHBIH apXWUBHBIN (QOHI, a
TaK)Ke UX NEPEeHMEHOBaHUS YKa3bIBAIOTCS B JIcTe (OHIA.

B Ha3BaHUM apXMBHON KOJIIEKIIUN yKa3bIBA€TCS MPU3HAK (IPU3HAKHU) €€ (POPMUPOBAHMSL.

Esxxeronno Ha 1 siHBaps K cnucKy (DOHAOB COCTABIISIETCS UTOTOBAs 3aMHUCh O KOJIMYECTBE apXUBHBIX
(GOHIIOB, TOCTYNMUBIIUX M BBIOBIBIIUX B TEYEHHE T0Ja, M OOIIEM KOJIUYECTBE apXHBHBIX (OHJIOB,
HaAXOJISAIINXCS Ha XpPAaHEHUH B apXUBE.

Criucok ¢oOHIOB 3aKioyaeTcss B TBEPAYK OOJOXKKY, JHCTBI HYMEPYIOTCSA, COCTaBJseTCS
JUCT-3aBEPUTENb.

3.9. Jluct honma cocTaBisieTcs Ha Kax/Abli apxXuBHBIA (OH/. B HEM yUHTHIBAIOTCS BCE OIMUCH LN,
JTIOKYMEHTOB (OH/IA.

Jluct ¢poHIa MOXKET OBITH NIEPECOCTABIIEH TOJBKO B CIIydae, €CIM OH HEMCIPAaBUMO MOBPEXKICH UIIH
nepecTaeT OTpaXkaTh (PaKTUUYECKOE COCTOSIHME M 00beM apXuBHOro QoHna. B ciydae mepecocTtaBieHus
naucta (oHJA paHee JeHCTBOBABIIMK JHCT (POHIA TOMeIIaeTcs B aeno (oHna. B BepxHeMm mpaBoMm yriy
oboux nucToB GoHAA AenaroTcs oTMeTKH: "JIMCT mepecocTaBiieH" ¢ yKa3aHUEM JaThl MEPECOCTaBIICHINS,
JOJDKHOCTH U TTOJITUCH COCTAaBUTEIIS.

Jluctel POHIOB XpaHATCS B MOPSAIKE HOMEPOB apXUBHBIX QoHI0B. K Kax10il manke cocraBisiercs
JUCT-3aBEpUTENb, TJI€ YKa3bIBAIOTCS HadyallbHbIE M KOHEYHBIE HOMEpa apXUBHBIX (OHIIOB M o0OIIee



KOJINYECTBO apXUBHBIX (DOH/IOB, TUCTHI KOTOPBIX HAXOAATCS B IAIIKE.

3.10. B omucu nen, AOKYMEHTOB (IOZOBOM pasjieie OMUCH e, TOKYMEHTOB) €IMHUIIbI XpaHEHUs
YUUTBIBAIOTCS] B COOTBETCTBUH C CUCTEMATHU3ALMEN 3a MOPSAAKOBBIMU YUETHBIMU HOMEpPAMHU.

[lepBoMy rof0BOMY pa3jieny OIUCH €N, TOKYMEHTOB (pOHIa MpHUCBAMBAETCS HOMEP IO JHUCTY
¢doHza, BCe MOCIeAYIOMINE TOA0BbIE Pa3eibl YUCIATCS 38 JAHHBIM HOMEPOM JI0 3aBEPIICHUS OIUCH.

He nomyckaercs mnpUCBOEHUE OIHUCAM JEl, JOKYMEHTOB OJMHAKOBBIX YYETHBIX HOMEPOB B
npezenax ogHoro GpoHma.

B koHIIE Bcex 3K3EMIUISIPOB OINHUCH [€1, JOKYMEHTOB JEIAaeTCsl UTOroBas 3aluch, B KOTOPOU
YKa3bIBAETCSl KOJIMUECTBO HAXOAALIUXCA Ha XPAHEHUU €IUHMI] XPaHEHUs, NIEPBBIA U MOCIEIHUI HOMEpa
€UHULl XPAaHEHHsS MO OINUCH, YKa3bIBAKOTCA HMEIOIIMECS MPOIYCKH HOMEPOB, JIUTEPHBIE HOMEpA,
BBHIOBIBIIINE €AMHULIBI XPAaHEHUSI 1 OCHOBAHUE BHIOBITHSI.

[Tocne kaxa0ro MOCTYIUICHUS WM BBIOBITHS JOKYMEHTOB COCTAaBJISIETCS HOBAsl HTOTOBAs 3alKCh K
ONMCU JIeNl, JOKYMEHTOB, KOTOPasl MOJMHCHIBAETCS €€ COCTAaBUTEJIEM C YKa3aHUEM JIOJDKHOCTU U JaThl
COCTAaBJICHHSI.

Ecin onuch nen, NOKYMEHTOB COCTOMT M3 HECKOJIBKMX TOJIOBBIX pPa3iesioB, TOMOB, MTOIrOBas
3allUCh COCTABJSETCA K KaXJIOMYy TOJOBOMY pa3zienly, TOMY; KPOME TOro, K KakJI0My IOCIEIYIOLIEMY
rOJIOBOMY pa3jielny, TOMY B HApaCTarOIIEM [TOPAIKE COCTABIIETCS CBOJIHAS UTOTOBAsl 3aIUCh.

['onoBbIe pa3zenbl, €clii OHU HE SIBISIIOTCA 3aKOHYEHHOM ONHCHhIO, HE MOJALIMBAIOTCA U HE
NEPEIJIETAIOTCS; OHU XPAHSATCS B apXUBE B MarkKax.

3akoHUYEHHAs OIKUCH e, TOKYMEHTOB JO0JKHA BKIIIOUaTh He Oonee 9999 enunuil XxpaHeHUs.

3aKOHUYEHHAs! ONUCH JIeJ, JOKYMEHTOB BMECTE C TUTYJbHBIM JIUCTOM U CHPABOYHBIM anmapaToM K
HEl 3aKITI0YaeTcs B TBEPAYIO 00JI0KKY, HyMEpYETCs U MOAIINBACTCS, I TeperyieTaeTcs.

Kaxxnas 3akoHUeHHass OmMCh Jel, AOKYMEHTOB, TOM OIUCH €], JOKYMEHTOB JOJKHBI MMETh
JUCT-3aBEPUTEID.

3.11. Ilpu Hamuuyuu B apXxuBe OpraHM3allld JABYX U Oosiee omuced 1€, JOKYMEHTOB BeJETCs
peectp omnucelt (npunoxenne N 19).

Onucu fen, TOKyMEHTOB BHOCSITCSI B PEECTp OMHCEH B XPOHOJOTMYECKOW IOCIIE0BATEIbHOCTU
NOCTYIUIEHUS NIOJI COOTBETCTBYIOIIMMH MOPSIKOBBIMA HOMEPAMH.

B peectpe onuceil puKCHUpYIOTCS OCHOBHBIE JAHHBIE MO COCTaBY Ka)KJOW MOCTYNUBLIEH B apXuB
OpraHu3alli OMMCHU e, JOKYMEHTOB: HOMEp (OHAA, HOMEp OIHUCH, KOJIWYECTBO €IMHMIl XPaHEHUs B
OIMCH, KOJIMYECTBO JIMCTOB B ONUCHU U €€ SK3EMIUIIPOB.

3.12. JIns UEHTpaIu30BaHHOTO TOCYJApCTBEHHOIO YyuyeTa JIOKyMEHTOB ApXHBHOro (oHaa
Poccuiickoit @enepaunu B apXWBE OpraHU3allud, SBISIOMIEHCS HWCTOYHUKOM KOMIUIEKTOBAHMS
roCyJapCTBEHHOTO (MyHULIMIIAIIEHOTO) apXHBa, COCTABISETCS NACIOPT apXuBa opraHuzauuu. *(7)

3.13. ApXuB OpraHu3anyi MOXET BECTH TAK)KE Y4eT B aBTOMATHU3UPOBAHHOM pEXHUME - B BUIE
yueTHbIX 0a3 naHHbIX (BJI).

VYyernsie b/ npuMmeHstoTcst BO B3aMMOCBS3H ¢ ApyrumMu nHpopmannoHHsiMu bJl, nmeromumucs B
apxyBe OpraHM3allid, W JOJDKHBI OBITh COBMECTUMBI C COOTBETCTBYIOIIMMH y4eTHBIMH B/
roCy/IapCTBEHHBIX (MyHHUIIMIAIBHBIX) APXUBOB U OPraHOB yNPABJICHUS ApXUBHBIM JIETIOM.

3.14. VYueTHble JOKYMEHTBl apxuBa OpraHM3allMM, KpPOME ONHCEeHd Jel, [JOKYMEHTOB,
IpeIHa3HAYatoTCs AJIs CIIy>)KeOHOT0 MOJIb30BaHUS U M0JIH30BATENSIM HE BBIAAIOTCS.

3.15. Yyer noctymnieHus U BbIOBITUS €T, TOKYMEHTOB B apXHBE OpPraHU3alliy OCYILIECTBISETCSA Ha
OCHOBaHUU:

OIMCH J€Jl, TOKYMEHTOB CTPYKTYpPHOT'O MOAPA3JEICHNs U TOA0BOTO pa3Jiesia CBOJHON ONUCH e,
JIOKYMEHTOB OpraHU3aLNH;

HOMEHKJIATYpbI JI€]1 OpraHU3aLNH, 3aMEHSIOLIEN TOI0BOM pa3es CBOAHOM OMUCH J€J, JOKYMEHTOB
OpraHu3alvHy;

aKTa O TeXHHMYECKUX OIIMOKaxX B YUETHBIX JOKYMeHTax (rpuioxenne N 4);

aKkTa 00 OOHapyXEHUU TOKYMEHTOB (HE OTHOCSIIMXCS K JaHHOMY (DOHIY, apXWBY, HEYUYTCHHBIX )
(mpunoxenue N 5);



akta 00 yTrpaTre JOKyMEHTOB (1puioxenue N 6);

aKTa rnpuemMa-Inepeiadd apXuBHBIX JOKYMEHTOB Ha XxpaHeHue (rnpuioxenue N 20);

aKTa O BBIJCIEHUHM K YHUYTOXKEHHUIO AapXMBHBIX JOKYMEHTOB, HE IIOJUIEKALIMX XPaHEHUIO
(mpunoxenne N 21);

aKTa O HEUCIPABUMBIX IMOBPEKICHUSAX apXUBHBIX JOKYMEHTOB (11puiioxenne N 22);

Ha ocHOBaHMH yKa3aHHBIX JOKYMEHTOB BHOCATCS HEOOXOAMMbIE H3MEHEHUS B OCHOBHBIE
(oOs13aTebHBIC) yUETHBIE JOKYMEHTHI apX1Ba:

B KHUTY y4yeTa MOCTYIUICHHUsS W BBIOBITHS JIeJ, JOKYMEHTOB (rpuiokenue N 11) u B nuct gonaa
(npunoxenue N 13) - mpu KaXkJIOM U3MEHEHUH B COCTaBE U 00BEME IOKYMEHTOB apX1Ba OpraHU3ally;

B cnucok (ounoB (mpuioxenue N 12) - mpu HOCTYIUIEHMHM HOBOI'O apXMBHOTO (hOHIA WIH
BBIOBITUH BCEX JIEJI, IOKYMEHTOB, HAXOIMBIIIETOCS HA XpaHEHUU apXUBHOTO (poHma™(8);

B peectp ommcell (mpuioxenue N 19) - mpu mocTynjaeHUH HOBOW ONUCH WM BBIOBITUM BCEX
€MHMIl XPAHEHUs, HaXOAMBILEHCS Ha XpaHeHUH onucu. Homep BHIOBIBLICH ONMUCH APYTUM ONUCAM €,
JIOKYMEHTOB HE IPUCBAUBAETCS U OCTAETCS CBOOOIHBIM;

B ONKHCH JIeJ, JTOKYMEHTOB - IPH KaXKIOM IOCTYIUICHHH W/WIM BBIOBITUM JAEJ, JOKYMEHTOB,
YUYTEHHBIX B JAHHOH OIUCH.

CoOTBETCTBYIOLINE U3MEHEHHS BHOCATCS BO BCIIOMOTaTEIbHbIE YUETHBIE TOKYMEHTBHI.

Bce akTbl, TOKyMEHTHUPYIOLIHE PEe3y/IbTaThl apXUBHBIX PadOoT, BKIIOUAIOTCS B J1e710 (POHAA, KOTOpOe
3aBOJUTCS Ha KaKJbl (OHA, HAXOAIINNCA HA XpaHEHUH B apXUBE OpraHU3aluu.

Heno ¢donna, Hapsy ¢ AOKYMEHTaMH, OTpaKaloUIMMU UCTOpUio (oHIa U (hoHmooOpazoBares,
BKJIIOUYAET YUETHBIE JOKYMEHTHI, XapaKTepU3YIOLIe U3MEHEHUS POHa.

IV. KommuiekToBaHue apxuBa OPraHu3annu JOKyMeHTAaMU apXuBHOro ¢ponaa Poccuiickoit
denepanuy U APYrUMH ApXUBHBIMHU JOKYMEHTAMU

4.1. Joxymentsl ApxusHoro ¢onna Poccuiickoit deaepannu U JOKYMEHTbl BPEMEHHBIX (CBBILIE
10 ner) cpokoB XpaHEHHs, B TOM 4YHCJIE MO JUYHOMY COCTaBY, NEPENAIOTCA B apXWB OpraHU3alluu He
paHee, 4yeM uepe3 OJMH TOJ M HE IO3JAHEE, YeM 4Yepe3 TpU ToJa II0CIE€ 3aBEpIUCHUS Jel B
JEJIOIPOU3BOJICTBE.

JIOKyMEHTBI 110 TMYHOMY COCTaBY I'OCYJApPCTBEHHBIX TPAXAAHCKUX CIY’KALUX U MYHULUIIAIBHBIX
CIIy)KallluX, YBOJIEHHBIX C TOCYJapCTBEHHOW TIPa)KIAHCKOW CIIy>KObl WJIM MYHUIUNAIBHON CITyXOBbI,
NIEPEJAOTCS B apXUB OpraHU3alMK 110 ucTeueHuH 10 JeT co 1HA yBOJbHEHUS.

4.2. lena BpeMeHHBbIX (10 10 €T BKIOYUTENHHO) CPOKOB XpaHEHHs B apXuB He nepeaaroTcs. OHu
XPaHATCSA B CTPYKTYPHBIX MOJPa3JIEICHUSAX OPraHM3alUU U 110 UCTCYEHUHM CPOKOB XPAHEHHUs IOJIEkKAT
YHUYTOXXEHHUIO B YCTAHOBJIEHHOM IOPSIJIKE.

B uckirounTeNnbHBIX COyYasx MO PEHIeHUI0 PYKOBOIMTENS OpraHMU3aluu Jiena BpeMeHHbIX (10 10
JIeT BKJIIOYUTENIbHO) CPOKOB XpaHEHUS MEPENaloTCs B apXHUB OpraHMU3aIMK IO OMUCAM JIeN, IOKYMEHTOB
WJIU 110 HOMEHKJIAType JeIl.

4.3. JIOKyMEHTBI ITOCTYIIAKOT B apPXHUB OPraHU3aLUN [TOCIIE MPOBEAEHUS IKCIIEPTU3bI IEHHOCTH.

4.4. Pemenust o BKJIIOYEHUH B cocTaB ApxuBHOro ¢onga Poccuiickoit denepany KOHKPETHBIX
JIOKYMEHTOB TMPUHUMAIOTCS 3KCIIEPTHO-IIPOBEPOUHBIMH KOMHUCCHSAMH (DelepaIbHBIX TOCYAapCTBEHHBIX
apXMBOB M YNOJHOMOYEHHBIX OPTaHOB HCIOJHMUTENBbHOM BiacTu cyowbekToB Poccuiickoii denepanuu B
obnactu apxuBHOro jena (nanee - 1K apXxuBHOro yupexxaeHus ) B mpeieiaax KOMIETEHIIUH.

4.5. llenpto 3KCNIEpTU3bl LIEHHOCTH JOKYMEHTOB B OPTaHU3alUU SBIISETCS:

0TOOp TOKYMEHTOB JUIsl BKIIFOUEHHUSI B cocTaB ApxuBHOro (honma Poccuiickoit denepanun;

BBISIBJICHHE JIOKYMEHTOB, HE MOJUIEkKAIIUX JAIbHEHIIEMY XpaHEHHIO. OKCIEPTH3€ LEHHOCTU
HOJUIEeXKAT BCE JOKYMEHTBI OpraHU3alii He3aBUCUMO OT BHJIOB HOCUTENEH M CIIOCOOOB 3aIKCH.

Jo mpoBeneHus 3KCHEPTU3bl IIEHHOCTH B COOTBETCTBUM C IyHKTamu 4.6. - 4.13. HacTOSIINX
[TpaBri1 yHUUYTOXKEHUE TOKYMEHTOB 3aIIPEILACTCsl.



4.6. DKcriepTU3a LIEHHOCTU JOKYMEHTOB IMPOBOJAUTCS HA OCHOBE:

JEHCTBYIOIEr0 3aKOHOAATENbCTBA M MHBIX HOPMATUBHBIX IpaBOBbIX akToB Poccuiickoii
@Denepanun B 00JaCTH apXUBHOTO Je)1a, HH()OPMAIMK U IOKyMEHTAIIMOHHOTO 00eCIIeUeHNs! YIPaBICHHUS;

TUIIOBBIX, BEJOMCTBEHHBIX M HHBIX NE€pPEYHEH TOKYMEHTOB C YKa3aHHUEM CPOKOB HMX XpaHEHU,
TUIIOBBIX U IPUMEPHBIX HOMEHKJIATYp JI€1.

4.7. B opranuzanuu JUisl IPOBEJEHUS SKCIEPTU3bl LIEHHOCTH JOKYMEHTOB CO3AA€TCs SKCIEepPTHAs
komuccus (nanee - 9K)*(9). B opranuzanusix, IMEIOIUX CI0KHYIO CTPYKTYPY W/WIIN TOJIBEOMCTBEHHBIE
OpraHu3alM, CO3/1al0TCs LIEHTpalbHbIe SKCIEpTHBIE KoMuccuu (paiee - LIDK).

4.8. IDK (OK) siBasieTcs coBeIIAaTENbHBIM OPraHOM IPU PYKOBOAMTEIE OPraHMU3AlMM, CO3AETCs
IPUKA30M OpraHU3alyH, 1eHCTBYET Ha OCHOBAHUU IOJI0KEHUS.

Zamaun u Qynxkuuu [[OK (OK) opranumszanmum - UCTOYHUKA KOMIUIEKTOBAHUS OMIPEICIISFOTCS
HIOJIOKEHHUEM, YTBEPIKIa€MbIM PYKOBOAUTENIEM OpraHU3aLHH.

4.9. Ocuosnoii 3agaueii LIDK (OK) sBisieTcss opranuzaius U MpoBEACHUE IKCIIEPTU3BI IEHHOCTH
JIOKYMEHTOB.

OcnoBubiMu QyHKIUsAME LIOK (OK) sBnstores:

OpraHu3alys eXeroHoro 0Toopa el A XpaHEeHUs] U YHUUTOXKEHUS;

pacCMOTpPEHHE M COIJacOBaHHWE IIPOEKTOB HOMEHKJIATYphl J€Jl OpraHu3alluu, OIMCEH e,
JIOKYMEHTOB MOCTOSIHHOTO M BpeMeHHBIX (cBbliiie 10 JIeT) CpOKOB XpaHEHHs, B TOM YHUCIIE IO JINYHOMY
COCTaBY, aKTOB O BBIJICJICHUH K YHUUTOKEHUIO JI€JI, HE MOJIekKAIINX XPAaHEHUIO, U APYTUX AKTOB;

HOJTrOTOBKA MPEUIOKEHUI 00 ONpeaeIeHUH CPOKOB XPAHEHUS IOKYyMEHTOB, HE NPE1yCMOTPEHHbIX
nepeuHsamM®(10), n 00 U3MEHEHUH CPOKOB XpPaHEHUsI OTJEIbHBIX KaTErOPUil JOKYMEHTOB, YCTaHOBJIEHHBIX
HEePEeYHsIMU;

ydacTue B TOJAMOTOBKE U PACCMOTPEHUHU MTPOEKTOB HOPMATHUBHBIX U METOJIMYECKUX JIOKYMEHTOB I10
BOINpOcaM paboThl C JOKYMEHTaMHU B OpraHU3aly;

METOIMYECKOE PYKOBOJICTBO paboTaMu B 00JaCTH 00ECTICUeHHs] COXPAHHOCTH JOKYMEHTAJIBHOTO U
apXUBHOTO ()OHJIOB OPraHU3AIUH.

4.10. DxcnepTr3a LHEHHOCTH JOKYMEHTOB B OpraHU3alliy IPOBOAUTCS:

B JIEJIOIIPOU3BOJICTBE - IIPU COCTABICHUM HOMEHKJIATYpPBI J1€]1 OPraHU3aluyi U P MOATOTOBKE JEl
K [lepesiaye B apXuB;

B apXMBE OPraHMU3alMH - B IPOLIECCE MMOATOTOBKH JIEN K IepeAaye Ha IOCTOSHHOE XpaHEHHUE.

4.11. DxcnepTr3a IEHHOCTH JOKYMEHTOB MPOBOJIUTCS €KETOTHO.

ITo pesynpTaTaM »5SKCHEPTU3bI LIEHHOCTH B CTPYKTYPHBIX IOJPA3AEICHUSIX OpraHU3alun
COCTaBJISIFOTCA OMMCH JIel CTPYKTYPHBIX IMOJpPAa3/eiICHHI: MOCTOSHHOTO, BpeMeHHBIX (cBbime 10 er)
CPOKOB XpaHEHHUs, MO IJIWYHOMY cocTaBy (mpuioxenue N 23, 24), Ha OCHOBE KOTOPHIX B apXUBe
OpraHMU3aIH COCTABIISIIOTCS F'OJI0OBBIE pa3zelibl COOTBETCTBYIOIINX CBOJHBIX OMMCEH N, JOKYMEHTOB.

Ha nena ¢ ucrekmmmHM CpoKaMH XpaHEHMsI B CTPYKTYPHBIX NOJpa3AelIEHUSAX OpraHU3aluu
COCTaBJISIIOTCS MPEUIOKEHHUSI K aKTy O BBLICJIEHUU K YHMUTOKEHHUIO JOKYMEHTOB, HE MOAJIEKALINX
XpaHeHu1o (1o ¢popme akra, npuioxenne N 21).

Ha ocHoBe npeiokeHnii CTPYKTYPHBIX MOJpa3iesieHui ciayx0a J1eI0npou3BOICTBAa OpraHu3alun
COCTAaBJISIET AaKT O BBIJEICHUHM K YHHUYTOXKEHHIO JOKYMEHTOB, HE IOJUIEKALIMX XPAHEHUIO (IIPUIIOKEHNE
N 21).

Jlena BKIIIOYArOTCA B aKT O BBIJEJIIEHUN K YHUUTOXKEHHIO JOKYMEHTOB, HE MOJIEKAIUX XPAHEHHUIO,
€CJIM MPEelyCMOTPEHHBIH /711 HUX CPOK XpaHEHUs UCTEK K | sHBaps roja, B KOTOPOM COCTaBJIEH aKT.

Hena c¢ ormerkoit "DOIIK"*(11) mnoamexar NOIMCTHOMY IPOCMOTPY B LEJISIX BBIABICHUA
JOKYMEHTOB, TIOJUIeKALINX IIOCTOSIHHOMY XpaHCHMIO. BBIABIEHHbIE B TakuX Jieax JOKYMEHTBI
MOCTOSIHHOTO XPaHEHMs BBIIEISIOTCA U MPUCOCAUHSIOTCS K OAHOPOAHBIM JefaM WMIH (OpMHUPYIOTCS B
CaMOCTOSITENIbHBIE JIENA.

OcranbHble [OKyMeHTHl ¢ oTtMeTkod "OIIK" BkirouaroTcss B akT Ha yHuutoxenue. llpu stom
otMmetka "JIIK" B akTe HE yKa3bIBaeTcs.

Onucu Ha Jena, JOKYMEHTHI IOCTOSHHOIO XpAaHEHUs U IO JUYHOMY COCTaBy M aKThl Ha



YHMUTOKEHUE JOKYMEHTOB paccMmarpuBatoTcsi Ha 3acenanuu L[OK (OK) ognoBpemenno. Ilo urtoram
pacemotpenus LIOK (OK) cormacoBbiBaioTCsl Omucu fei, JOKYMEHTOB MOCTOSIHHOTO XPaHEHHUS U 10
JMYHOMY COCTaBY M aKThl O BBIJECJICHUU K YHUUTOXEHHUIO JOKYMEHTOB.

CormacoBannbie [IDK (OK) opranusamum omucu €1 JOKYMEHTOB (TOJOBBIE pa3ieiibl)
npeacTaBisitoTes Ha paccmorpenue DIIK:

MIOCTOSIHHOT'O CPOKA XPaHEHUS - Ha YTBEPKICHHUE;

10 JUYHOMY COCTaBY - Ha COIJIaCOBAHUE;

OIIK yTBepxkaaeT OmucHu Jed MOCTOSHHOTO XPAHEHMS U COIVIACOBBIBAET OIMCH JEI MO JINYHOMY
COCTaBy.

Onucu gen, JOKYMEHTOB (TOIOBbIE pasnenbl) HampaBisitorcs Ha paccmorpenHue JIIK B Tpex
IK3EMILUIIpax Ha OyMa)KHOM HOCHUTEJIE M OJHOM JK3EMIUIIPE Ha 3JIEKTPOHHOM HOCHUTENE depe3 3 roja
MIOCJIE 3aBEPILEHMUS 1€ B IEIONPOU3BOJICTBE.

[Tocne yrBepxaeHus u cornacoanus JIIK omwuceit gesn, TOKyMEHTOB, OIIMCH M aKT O BBIJICIICHUH K
YHUUTOXEHUIO JOKYMEHTOB, HE MOMJICKAIIUX XPAHEHUIO, YTBEPKIAIOTCA PYKOBOJUTEIEM OpraHU3aluH,
II0CJI€ YEro JeJ1a, BBIICICHHBIE 110 aKTy K YHUUTOKEHUIO0, MOTYT OBbITh YHUUTOKEHBI.

4.12. OpraHuzainuu, B JAEATEIbHOCTH KOTOPBIX HE CO3[AIOTCS JOKYMEHThI ApXHBHOTO (oHIa
Poccuiickoit @enepanuu, co3/1at0T OMUCH €T 110 JUYHOMY COCTaBY U OIUCH Jie] BpeMeHHBbIX (cBbime 10
JIET) CPOKOB XpaHEHUS U 00ECTIEYMBAIOT UX COXPAHHOCTb.

OpraHuzanuy TakXKe COCTABJIAIOT aKThl O BBIIECJICHUM K YHUYTOKEHHIO JOKYMEHTOB, HE
MO/JIEKAIIUX XPAHEHUIO, U YHUYTOXKAIOT YKAa3aHHbIE JOKYMEHTBI MO HCTEYEHHHM CPOKOB MX XPaHEHUS
TOJIBKO TIOCJIE COCTABJICHUS T'OJIOBBIX Pa3/esIOB OMHUCEH /e MO JIMYHOMY COCTaBY 3a COOTBETCTBYIOLIMI
NEPUOJI U UX YTBEPKACHUS PYKOBOJUTEIEM OPraHU3ALINH.

4.13. Jlena Ha OymMa)KHOM HOCHTEJIE, BBIJICJIICHHbIE K YHUUTOXKEHHUIO, IEPEAAIOTCS HA YHUUTOKEHHE
(YTUIM3a1Mio) M0 akTy O BBLACICHMHM K YHHUUTOXXEHHMIO JOKyMeHTOB (rpuioxkenue N 21), a Takxke Ha
OCHOBAaHMU HHBIX JOKYMEHTOB, MOATBEPXKJAOIMUX (aKT cAauyd JOKYMEHTOB Ha YHHUYTOXKEHHUE
(yTUIM3a1HmIo).

DNEKTPOHHBIE JeJla C UCTEKIIMMH CPOKaMH XpaHEHUS MOJJIekKAT BbIICJICHUIO K YHUUYTOXKEHUIO Ha
OOIIMX OCHOBAaHMAX, IIOCJIE€ YEro MPOBOJIUTCS HUX (QU3MUECKOE YHHUTOKEHHE WM YHUUYTOXKEHUE
IPOrPaMMHO-TEXHUYECKUMH CpPEACTBAMU C COOTBETCTBYIOLEH OTMETKOM B akT€ O BBIJIEICHUH K
YHUUTOKEHHUIO TOKYMEHTOB (mpuiioxenne N 21).

4.14. Jlna obecrnieueHus mopsiaka GopMUpoBaHUS U ydeTa JIeJl B JEIONPOU3BOJICTBE OpraHU3aIuu
COCTaBJISIETCS] HOMEHKJIATypa JIe.

4.15. HomeHnkiaTypa Aei 3aKperuisieT KiaccupuKkanuio (rpynnupoBKY) UCIIOJHEHHBIX JOKYMEHTOB
B Jesia (2JIEKTPOHHBIE Ji€Ja) U SIBISAETCS OCHOBHBIM YYETHBIM JIOKYMEHTOM, OTPaKalOIMM COCTaB H
OpraHMU3aIHI0 JOKYMEHTAILHOTO (JOHIa OPTaHU3aLINH.

4.16. HomeHkiaTypa Jen SBJISETCS OCHOBOM [UIsl COCTaBIEHHUS OINMCEH €, AOKYMEHTOB
MOCTOSTHHOTO U BpeMeHHBIX (cBhIIe 10 J1eT) CPOKOB XpaHEHHs, a TaKXkKe JJIs yueTa Jie] BpeMeHHbIX (10 10
JIeT BKIIFOYUTEIBHO) CPOKOB XPAHEHHS.

4.17. HowmenknaTypa JeJ OpraHu3aluud  pa3pabaTbiBaeTCs Ha OCHOBAaHWU  THUIOBBIX,
BEJJOMCTBEHHBIX M MHBIX NEPEYHEH TOKYMEHTOB C YKa3aHHEM CPOKOB XPaHEHMsI, MHBIX HOPMATHBHBIX
MIPABOBBIX aKTOB, a TAK)KE TUIOBBIX U MPUMEPHBIX HOMEHKIIATYp J1€I.

TumoBass ¥ mpUMepHas HOMEHKJIATYphl JieNl pa3pabaThIBAalOTCS OpraHaMM W OpTraHU3aIMsIMH,
UMEIOUTUMH B MOJYUHEHUU CETh OJHOTUIIHBIX OpraHU3alui.

Tunosasi HOMEHKJIATypa YCTaHaBIMBAET COCTAB JEJI, 3aBOJAUMBIX B OJHOTUIIHBIX OPraHU3ALMUAX, U
ABJISIETCSI HOPMAaTUBHBIM JJOKYMEHTOM.

ITpumepHas HOMEHKJIaTypa YCTaHABIMBAET IMPUMEPHBIN COCTaB JI€J, 3aBOJUMBIX B OpraHU3aLUsX,
Ha KOTOPbIE OHA PaCIPOCTPAHAETCS, U ABIISIETCS PEKOMEHIATEIbHBIM JOKYMEHTOM.

4.18. HomeHnknarypa Jel OpraHM3aldd COCTABIISETCS MO YCTAHOBICHHOH (opme (TpuiiokeHune
N 25) Ha OCHOBaHMHM HOMEHKJIATYP JIeJl CTPYKTYPHBIX Mopa3zaeneHuit (npuioxenne N 26).

Opranuzanuu - MICTOYHUKM KOMIUIEKTOBAaHUS FOCYAAPCTBEHHBIX (MyHULIMIIAJIbHBIX) apXUBOB OJIMH



pa3 B 5 ner*(12) cormacoBsiBatoT HOMeHKIaTypy Aen ¢ LIDK (OK) opranuzanuu u npeacTaBisioT ee Ha
coryiacoBanue coorBeTcTByromux OIIK umm rocynapcTBeHHOro (MyHMLMIAIBHOTO) apXHBa, COIJIACHO
IPEOCTABICHHBIM MY ITOJTHOMOYHSIM.

Opranusanuu, B JEATEIBHOCTH KOTOPBIX HE CO3JAIOTCA JOKYMEHTbl ApPXUBHOIO (oHAa
Poccuiickoit denepanuu, yrBepKaa0T HOMEHKIIATYPY A€l CAMOCTOSITENBHO.

4.19. 3aKoHYECHHBIC JICTOMPON3BOJICTBOM JIejIa IIOCTOSTHHOTO U BpeMeHHBIX (cBbIme 10 j1eT) CpoKoB
XpaHEHHs, B TOM YHCIE M0 JUYHOMY COCTaBy, MOCJEe OKOHYaHMS KaJCHJIApPHOTO roja, B KOTOPOM OHH
ObUIM 3aBelleHBbl, MOJArOTABJIMBAIOTCS K Iepefade B apXUB OpraHM3allid U IMOAJEKAT OPOPMIICHUIO U
OTIHCAHMUIO.

B 3aBucMMOCTH OT CpPOKOB XpaHEHHUs HPOBOJUTCSA IOJHOE WM YaCTHUYHOE O(OpPMIIEHHE Jell.
[MomHOMY O(popMIIEHHIO TTOAJIEKAT JeNia MOCTOSIHHOTO U BpeMeHHBIX (CBbIIe 10 JeT) CpOKOB XpaHEHUS U
10 JIMYHOMY COCTaBY.

Odopmaenue en Ha OyMaXHOM HOCHUTEJIE NIPEAYCMaTPUBAET:

HOJIIMBKY WM IeperuieT JOKyMEHTOB Jena (HeopMaTHbIE JOKYMEHTBI XPAHSTCS B 3aKpPbITHIX
TBEP/bIX AKX WK B KOPOOKax);

HYMEpALUIO JIUCTOB JIeNa;

COCTaBJICHUE JIUCTa-3aBepuTens aena (rnpunoxennue N 8);

COCTaBJIEHUE, BHYTPEHHEH OIUCH JJOKYMEHTOB Jiena (npuioxenue N 27);

odopmiierne 0010xkKkH nena (npuioxenne N 28).

[ToaroroBka 5SIEKTPOHHBIX J€d JJId [epelaud B apXWB OpraHu3alud IpeaycMaTpUBaeT
COCTaBJICHUE OIMCH JIEKTPOHHBIX e, JOKyMeHTOB (ripuiiokenus N N 17, 18).

4.20. B neno mnomemiaroTcsl JTOKYMEHTBI, KOTOpbIE€ IO CBOEMY COAEPKAHHUIO COOTBETCTBYIOT
3aroJIOBKY Jiefla, TP 3TOM 3allpeliaeTcss TPYyNIHPOBATh B Jiela YEPHOBBIE W JTYOJIETHBIE IK3EMIUISIPHI
JIOKYMEHTOB, a TaKk)Ke JOKYMEHTBI, TIOJJIeXKalIle BO3Bpary.

[Tpu popmupoBaHum J1e1a HEOOXOIUMO COOJIIOIAaTh CIIEAYIOLINE TPEOOBAHUS:

JIOKYMEHTBI ITIOCTOSIHHOTO U BPEMEHHOT'O XpaHeHHsI HE00X0IMMO IpYyIIIIUPOBaTh B OTJENIbHBIC /€714,

BKJTIOYATH B JIEJO 110 OJJHOMY IK3EMIUIAPY KaXI0TO TOKYMEHTA;

IpyNIMPOBaTh B JIEJI0 JOKYMEHTHI OHOTO KaJIeHAapHOI'o ro/1a;

UCKJTFOUEHHE COCTaBISIOT: TEpPeXOAsIINe Jiena; CyaeOHble [ena; JHYHBIE Jelia, KOTOphIe
(GopMHpYIOTCS B TEUEHUE BCETO Mepro/ia padoThl JIUIa B OpraHU3alMy; JOKYMEHThI BBIOOPHBIX OPraHOB U
UX TIOCTOSTHHBIX KOMUCCHM, IEMYTAaTCKUX TPYII, KOTOPBIE TPYIMIUPYIOTCS 32 MEPUOJT CO3BIBA; TOKYMEHTHI
00pa30oBaTeNbHBIX OpraHu3allUil, KoTopble (GOPMUPYIOTCS 3a Y4eOHBIH TIOJ; JOKYMEHTHl TE€aTpoB,
XapaKTePU3YIOIINE CIEHUYECKYIO JesTeIbHOCTh, B TpEAesax TeaTpajbHOTO Ce30Ha; Jena (HUIbMOB,
pYKOMHCel, UCTOPUH OOJIE3HEH.

[lpuka3pl TO JMYHOMY COCTaBy [OJDKHBI TPYNIHPOBATECS B Jella B COOTBETCTBHH C
YCTAHOBJICHHBIMHM JUIl HUX CPOKaMM XpaHEHHUS;

JOKYMEHTHI B JIMYHBIX JIEJIaX PACIIOIaraloTCsl B XPOHOJIOTHYECKOM MOPSAKE IO MEpe MOCTYIIICHHUS;

JUIEBbIE cyeTa IO 3apaboOTHOW Mjare paOOTHUKOB TPYNIHUPYIOTCS B OTAETbHBIE Jeia U
pacrojararTcs B HUX MO aj(aBUTy paMUINiA, UMEH U OTYECTB.

Jleno Ha OymMa)KHOM HOCHTEIIE He TOJDKHO cozepskaTh Oonee 250 nucToB, pu TonmuHe He 6osee 4
CM.

4.21. JIOKyMEHTBI, COCTABJIAIOLIME JAEJI0 Ha OyMaXHOM HOCHTENE, IMOALIMBAIOTCA Ha YEThIpe
MpokoJia (Ha TpH MPOKOJIA - I MaTO(OPMATHBIX JIeJT) B TBEPAYIO O0JIOKKY MU TIEPEIUIETAIOTCS C YIETOM
BO3MOXHOCTH CBOOOJHOIO YTEHHs BCEX TOKYMEHTOB, JaT, BU3 M PE3OJIOLUI Ha HUX, METaNIN4YeCcKue
CKpPEIJIEHUS U3 JOKYMEHTOB yIaJISIOTCA.

B Havane nena Ha GyMa)KHOM HOCHTEJE NMPU HEOOXOIUMOCTH MOAIINBAIOTCS JIUCTHI BHYTPEHHEH
ONMKMCHU JOKYMEHTOB jena (mpuioxkenue N 27), B KOHIE KaxAOro Jeina - JMCT-3aBEPUTENH Jela
(mpunoxenne N 8).

4.22. B nensx oOecrieyeHHs] COXPAHHOCTH U 3aKPEIUICHUS TOPSIKa PaCHOIOKECHHS TOKYMEHTOB,
BKJIIOYCHHBIX B JEJI0 Ha OyMa)XHOM HOCHTENE, BCE €ro JHCTHl (KpoMe IIMCTa-3aBepUTENs Jeia U



BHYTPEHHEH OMUCH) HYMEPYIOTCS B BaJIOBOM IOpsAAKE apaOCKUMU IH(pamMu, KOTOPBIE MPOCTABIAIOTCS B
IPaBOM BEpPXHEM YINIy JHMCTa JOKYMEHTa MPOCThIM TIpa@UTHBIM KapaHJIallOM WIH HYMEpaTOpPOM.
Ynorpebienne 4YepHWI W [BETHBIX KapaHjalled s HyMepaluu JHCTOB 3ampemaercs. JIucTs
BHYTpPEHHEH OIMKCHU JOKYMEHTOB JeJIa HyMEPYIOTCS OTAEIBHO.

JIMCTHI fer, COCTOSIIIMX M3 HECKOJIBKMX TOMOB WJIM YacTei, HyMEPYIOTCS MO Ka)XIOMy TOMY WM
YacTU OT/IEIBHO.

®otorpaduu, 4epTeKu, JUarpaMMbl U IPYTHUe WIUTIOCTPATUBHBIC JTOKYMEHTHI, MPEICTAaBIISIONINE
CaMOCTOSITENIbHBIN JTUCT B JieJie, HyMEpPYIOTCS Ha 0O0OPOTHOI CTOPOHE B JIEBOM BEPXHEM YIITy.

CHOXeHHBIH JMCT pa3BOpauMBacTCI M HYMEpYyeTcs B MpaBoM BepxHeM yriy. [Ipu sTom mucr
atoboro gopmata, MOAMIUTEINA 32 OJUH Kpal, HyMepyeTcsl KaK OJIMH JIUCT; JIUCT, CIIOKEHHBIN U TOIIIUTHII
3a CepeMHY, MOJUICKHT MEPEIINBKE U HyMepyeTcs KaK OJIUH JIUCT.

Jluct ¢ Harmyxo HAKJIECHHBIMH JOKYMEHTaMH (BBIpE3KaMH, BBIIUCKaMU, (oTorpadusimun)
HyMepyeTcs Kak OAMH JUCT. Eciy K TOKYMEHTY MOJAKIJICCHBI OJTHUM KpaeM JPYrHe TOKYMEHTHI (BBIPE3KH,
BCTaBKH TEKCTa, EPEBO/IbI), TO KAXK/IbII TOKYMEHT HyMEpPYETCs OT/IEIbHO.

[TogmuTeie B /€710 KOHBEPTHI C BJIOXKEHHUSAMH HYMEPYIOTCS; MPH 3TOM BHAudale HyMepyeTrcs
KOHBEPT, a 3aTEM O4YepeJHBIM HOMEPOM KaXKJI0€ BIIO)KEHHE B KOHBEPTE.

[ToammTeie B A€T0 JOKYMEHTHI ¢ COOCTBEHHON HyMepaliel JUCTOB (BKIIIOYast IeYaTHBIC W3TaHMs)
MOTYT HYMEpOBaTbCSi B OOIIEM TMOPSAJIKE WM COXPaHATh COOCTBEHHYIO HyMeEpalluio, €CIM OHa
COOTBETCTBYET MOPSIKOBOMY PACIIOJIIOKEHHIO JIUCTOB B JETIE.

B cnyuasx oOHapyxeHHs OOJBIIOrO YHUCIa OMKMOOK B HyMEpalHuH JIMCTOB Jefia MPOBOAUTCA
nepenymepanusi. [lpy HamuuMum OTAEIBHBIX OMMOOK B HyMEpalud JHCTOB Jefla JOIyCKaeTCs
ynoTtpeOaeHne TUTEPHBIX HOMEPOB JTUCTOB.

4.23. Jluct-3aBeputens nena (npuioxkenue N 8) cOCTaBISIETCS Ha OTIAEIBHOM JIHCTE, B KapTOTEKax
- Ha OT/AEIBbHOM JCTe opmara KapTouku. JIMcT-3aBepuTedb Jefia MOANUCHIBAETCS €0 COCTABUTEIEM.
Bce mocnenyromue W3MEHEHHS B COCTaBE W COCTOSIHMM Jenia (TIOBPEXKACHWS, 3aMeHa ITOJJIMHHBIX
JIOKYMEHTOB) OTMEYAIOTCA B JINCTE-3aBEPUTETIE CO CCHIIIKOM HAa COOTBETCTBYIOILIMM aKT.

3ampemiaercsi BBIHOCHUTH JIMCT-3aBEPHUTENb Ha OOJNOXKKY JlelNa WM YHUCTBI 000OpOT IJMCTa
HOCJEeTHEr0 JAOKyMeHTa. Eciu aeno moammro wiM mepemsieTeHo 0e3 OjaHka JMCTa-3aBEpUTeNis, OH
JIOJKEH OBITh HAKJIEEH 32 BEPXHIOK YacTh JINCTA HA BHYTPEHHIOIO CTOPOHY OOJIOKKH B KOHIIE .

4.24. Ha o06si0oxKe Jiesl TMOCTOSTHHOTO XpaHEHUs MpeSycMaTpUBaeTcs MECTO Ul HauMEHOBaHMS
TOCYJapCTBEHHOTO (MYHUIMIIAJBLHOTO) apXWBa, B KOTOPBIH Jefla OpraHu3alud OyAayT TpPHUHSTHI
(mpunoxenne N 28). I[lpu odopmieHun O0OTOXKKM Jella HAaMMEHOBAaHHWE OPTraHU3allUM YyKa3bIBaeTCs
MIOJTHOCTHIO, B IMEHUTENILHOM Tazieke. [lomHoe HanMeHOBaHUE BBIIIECTOSIIEH OpraHU3aIii YKa3bIBaeTCs
Ha/Jl HAUMEHOBAHHEM OPTraHM3AIMHM - HUCTOYHHKA KOMIUIEKTOBaHMS (Takke B MMEHHTEIHLHOM TMaeike).
Ecnmu opraHm3anys WM BBIIIECTOSINAs OpraHU3aIMsi UMEIOT COKpAIleHHbIE HAaWMEHOBAaHUS, TO OHHU
yKa3bIBaIOTCS B CKOOKAX IMOCIIE IMOJIHOTO HAUMEHOBAHMUS.

[lpy W3MeHEeHWM HAWMEHOBAaHUS OpraHW3alHud (CTPYKTYPHOTO TIOApA3JeiieHHs) B TEUCHHE
NepuoJia, OXBaTBIBAEMOI'O JIOKyMEHTaMHM Jiela, WM IpH Mepefade Jela B JAPYryl0 OpraHU3aLUIo
(cTpyKTypHOE TmMOJpa3jieneHue), Ha OOJOXKKe Jejla JIOMHCHhIBAeTCs HOBOE HAUMEHOBAaHUE OTOU
OpraHu3alliil WJIM OpraHU3allMU-TPAaBONPEEeMHUKA (CTPYKTYPHOTO MOJpa3/eieHus), a NpexHee
3aKJIF0YAETCsl B CKOOKH.

4.25. Ha 0010%Ke J1ena yKa3bIBatoTCs:

HaMMEHOBAHWE OPTaHU3AIMH U €€ HeTIOCPEACTBEHHAs! MO TYMHEHHOCTH;

HalMEHOBAaHME CTPYKTYPHOTO MOIpa3/IeIeHuUs;

MHJICKC JieNa;

HOMEp ToMa (4acTH);

3aroJIOBOK Jiefia (ToMa, 4acTH),

KpaliHHe J1aThl Jieia (ToMa, 4acTH);

KOJIMYECTBO JINCTOB B Jiesie (TOME, YacTH);

CPOK XpaHEHHUS JIeNa;



apxXUBHBIN mUdp aena.

4.26. 3aronoBok jJena Ha OyMa)KHOM HOCHUTEJIE M 3aroJIOBOK AJIEKTPOHHOIO Jejia IEPEHOCITCS Ha
00JIOKKY Jenia (3JEKTPOHHOTO Jejia) W3 HOMEHKIATYpbl Je1 OpraHu3aliHh. 3arojloBOK JIOJDKEH
COOTBETCTBOBATH COJICPKAHUIO IOKYMEHTOB B JIelie.

B Tex ciyuasx, Koraa A0 COCTOUT M3 HECKOJIBKUX TOMOB (4acteil), Ha 00J0XKKY Ka)JI0ro TOMa
(4acTr) BEIHOCHTCS OOIIUI 3ar0JIOBOK Jieja, a MPU HE0OXOMMOCTH - 3ar0JIOBOK KaXKJI0T0 ToMa (4acTH).

B 3aronoBkax jnen, cojep)kamMx KONHWU JIOKYMEHTOB, YKa3bIBae€TCsi HA KOJMYECTBO KOIUI.
[TonnMHHOCTH JOKYMEHTOB JIeJIa B 3ar0JIOBKE HE OrOBApUBAETCS.

4.27. Jlenma, BHECEHHbIC B TOJIOBBIC pa3/leibl CBOJIHBIX OMUCEH, MMHUPPYIOTCS TMOCIE
YTBEPKACHUSI/COTJIACOBaHUSI TOJ0BOro pasfena cBoaHodl omucu OIIK apxuBHOro yupexieHus u
YTBEPXKICHHS PYKOBOIUTEIEM OPTaHU3aLUH (10 3TOTO apXUBHBINA MK MPOCTABIISAETCS KaPaHIAIIOM).

4.28. Ha oOnoxkke pgena ykasplBaeTcs jgara Jena - roj(bl) 3aBEACHHs W OKOHYAHMS Jella B
JIEJIONPOU3BO/ICTBE.

Ecnu B Aemo BKIIOYEHBI TOKYMEHTHI (HallpuMep, MPUIIOKEHUs), JaTa KOTOPBIX HE COBIMAJAET C
JaTOM Jena, TO MO/ 1aTOM ¢ HOBOM CTPOYKH JAenaeTcsi 00 3ToM 3anuch: "B nene nmerorcs JOKYMEHTHI 34 ...
roj(sr)".

Jlata nena MOXET HE yKas3blBaTbCs TOJIBKO Ha OOJIOXKKax JAell, COAEpKalllUX TOJOBblE IUIaHBI U
OTYETHI U APYTUE TOKYMEHTHI, 1aThl KOTOPHIX OTPAXKAIOTCS B 3ar0JIOBKaxX Jell.

Jatoil men, coaepx aliux pacrnopsAUTENIbHYI0, TBOPYECKYI0O U MHYIO JOKYMEHTAIHMIO (IOKIaIbl,
MUChbMa, CTEHOTPAMMBI), Ui KOTOPOM TOYHAs JATUPOBKA MMEET Ba)KHOE 3HAUCHUE, a TaKXkKe s Jed,
COCTOSIIIIUX K3 HECKOJbKUX TOMOB (dacTei), SBISIOTCA JaThbl (YHUCIO, MECAL, TIOJ|) Pperucrpanuu
(cocTaBiieHUs, MOCTYIUICHHS) CAMOTO PaHHEr0 M CaMoro IMO3JHEro JTOKYMEHTOB, BKIIFOUEHHBIX B JIEJIO
(kpaiiHue AaThl €7, TOKYMEHTOB).

Jaroil nema, coiep:kaiiero MpPOTOKOJBI 3aC€AaHUM, SBISAIOTCA JaThl YTBEPXKAEHUS (€CIM OHM
YTBEPKAAOTCS) WU J1aThl IEPBOTO U MOCIEAHETO MPOTOKOJIA, COCTABIISIOLINX JEII0.

JlaTtoif nuYHOrO Aena SBIAIOTCA JaThl NOJANMCAHUS MPUKA30B O IMpHUEME M YBOJIbHEHHUHM JIMIA, Ha
KOTOpPOE OHO 3aBEJICHO.

[Tpu o6o3HaueHNH AaThl JOKYMEHTA CHayalla yKa3bIBaeTCs YHUCIIO0, 3aTeM MecsIl U roj. HYucio u roa
0003Havar0TCs apaOCKUMU I paMu, Ha3BaHUE MECSIIA - CIIOBOM.

Ecnun nata nokyMeHTa WM OTJAEIbHBIE €€ 3JEMEHTBl OINpPENeNAIOTCS NPUOIU3UTENBHO, Ha
OCHOBaHUHU aHallu3a COJIep’KaHus JOKYMEHTa, TO JlaTa WJU OTAENIbHbIE €€ 3JIEMEHThl, He aOCOJIOTHO
JIOCTOBEPHBIE, 3aKIII0YAIOTCS B KBAJPATHBIE CKOOKH.

4.29. OO0s3aTeNnbHBIME PEKBU3UTAMU OOJIOKKH Ji€ia SBJSIOTCS YKa3aHHME KOJIMYECTBA JIUCTOB B
nene*(13) (mpoctaBnsieTcss HA OCHOBAaHWU JTUCTA-3aBEPUTENs Jiella) U CPOK XpaHEeHHs jena (Ha Jenax
MOCTOSTHHOTO XpaHeHus nuiiercs: "XpaHUuTh MOCTOSIHHO").

4.30. /lna ydyera TOKYMEHTOB ONpEENCHHBIX KaTerOpHil aen Ha OyMakHOM HocuTene (JIMYHBIE,
cyneOHble JieNia, MaTepualbl YrOJIOBHBIX /€M, Jejla O NPUCYKIEHUU YUEHBIX CTeNeHEeH M NpHUCBOECHUU
YyUYEHBIX 3BaHMM, JieNa, CBS3aHHBIE C Bbladell aBTOPCKUX CBUAETENBCTB M IMAaTEHTHBIX H300pETEHHIA)
COCTaBJISIeTCS] BHYTPEHHSISI ONUCH JOKYMEHTOB JIelia.

Ecnu neno Ha GyMa)kHOM HOCHUTENE MEpervieTeHO WM MOAIUTO 0e3 OJaHka BHYTPEHHEH OomucH
JOKYMEHTOB, TO COCTaBJIEHHAas [0 YCTaHOBJIEHHOW (¢opMe BHYTPEHHSSI ONKCh MOJKIEUBAETCS K
BHYTPEHHEH CTOpOHE JIUIEBON OOJI0XKKH Jena.

W3MmeHeHus cocraBa JOKYMEHTOB Jiesia (M3bSTHS, BKIIOUYEHUS JOKYMEHTOB, 3aM€Ha JIOKYMEHTOB
KONusiMK) oTpaxarotcs B rpade "[Ipumeyanue” BHYTpeHHEH OMHMCH CO CCBIJIKAMH Ha COOTBETCTBYIOIME
akThl. [Ipu HEOOXOAMMOCTH MOTYT OBITH COCTABJIEHBI HOBas WTOTOBasi 3alllCh K BHYTPEHHEW OMHCH U
JUCT-3aBEPUTEIND JIENA.

4.31. Jlema mepemaroTcss B apXUB OpPraHU3allUM 1O OMMUCSAM, COCTABJIEHHBIM B CTPYKTYPHBIX
NOJpa3AcICHUsX.

Ornucu fen CTpYKTYPHBIX TOApa3AeeHI COCTaBISIOTCS 110 YCTaHOBICHHON popme (TpusiokeHue
N 23, 24) B 1ByX 3K3EMIUISIPAX U MPEACTABISAIOTCS B apXUB OPraHU3alMK HE MT03/IHEE YEM YEPE3 OJIUH I'oJl



MOCIIE 3aBEPICHUS JCIT B ACIOMPON3BOICTBE.

Onucu cocTaBISIFOTCS OTAENBHO Ha Jefla MOCTOSIHHOTO XpaHEHHs; Jieja BpeMeHHBIX (cBbimie 10
JIeT) CPOKOB XpaHEHWs, B TOM YHCJIE IO JIMYHOMY COCTaBY, W JIela, COCTOSIIHE W3 JOKYMEHTOB,
XapaKTEepHBIX TOJBKO JIJIS JaHHOM opraHuzauuu (cyneOHble, CleICTBEHHbIC [ejia, HAyYyHble OTYETHI IO
TeMaM). OTI[CJIBHLIQ OIMMCHU COCTABJIAKOTCA Ha CAWHUIBI XPaHCHHA OJICKTPOHHBIX HJOKYMCHTOB
MOCTOSTHHOTO XPaHEHHUsS; BpeMeHHBIX (cBbimie 10 JieT) CPOKOB XpaHEHHUs, B TOM YHUCIE IO JUYHOMY
COCTaBy.

4.32. Ilpu cocTaBieHUH OMHMCHU JEJI CTPYKTYPHOTO MOJpa3AeieHHs COOJIIOIAI0TCS CIEIYIOIINe
TpeOOBaHUS:

3aroJIOBKH JIeJI BHOCSITCSI B ONMCh B COOTBETCTBHUHU C MPUHATON CXEMOM CUCTEMAaTU3allui Ha OCHOBE
HOMEHKJIATYPHI JIeIT,

Ka)K70€ JeJI0 BHOCUTCS B OMKCH O] MOPSAKOBBIM HOMEPOM (€CIH JIEN0 COCTOUT M3 HECKOJIBKHX
TOMOB HUJIN ‘IaCTef/'I, TO KaX(IIBIﬁ TOM HJIM YaCTb BHOCATCA B OIIUCH IO MMOPAAKOBBIM HOMCpOM);

rpadbl OMUCH 3aMOJHSIOTCS B TOYHOM COOTBETCTBHM CO CBEJCHHUSIMH, KOTOpPHIE BBHIHECEHBI Ha
00JIOKKY J1ena;

rpada ommcu "l[lpumeuanue" wucnonb3yeTcss AN OTMETOK O TMpHEME [el, OCOOCHHOCTSIX
(UBHYECKOTO COCTOSIHUSA, O Tiepenade Aesl JAPYTUM CTPYKTYPHBIM MOJAPA3JCIICHUsSM CO CCBUIKOH Ha
HEOOXOUMBIN aKT, O HATMYUU KOTIHH.

B koHue ommcu Bciien 3a MOCIEIHEN ONUCATEIILHON CTAThEH 3aIIONHSAETCS WMTOroBas 3aIluCh, B
KOTOpOM yKa3bIBaloTcs (LudpaMu U IPONUCHIO) KOJIUYECTBO e, MEPBBI U MOCIEIHUN HOMEpa el IO
ONKMCH JIEJI, & TAKXKXEC OTrOBAPUBAIOTCS OCOOCHHOCTH HYMEpPAIMH [ B ONUCH (HAJTUYHC JUTCPHBIX H
MPOMYIIEHHBIX HOMEPOB).

[lepen BHECCHHWEM 3arojIOBKOB JIeJI B OIKMCHh NPOBEPSIOTCS KAv4ecTBO (OPMHUPOBAHUS H
oopMIIeHHS JIe], COOTBETCTBHE KOJIUYECTBA /€N, BHOCUMBIX B OIMUCH, KOJIUYECTBY 3aBEACHHBIX JET MO
HOMEHKJIAType JIeJl OPTaHH3aIHH.

[Ipu mpocMoOTpe Jen MpOBEPSIOTCA: COOTBETCTBHUE 3arojiOBKa JeNla COJEPIKaHUI0 TOKYMEHTOB B
ACJIC; MPaBUIBHOCTDb O(bOI)MJ'ICHI/If[ U TPpYNIIHUPOBKU AOKYMCHTOB, BKIIOYCHHBIX B JACJI0, Ka4CCTBO
MNOJNIIMBKYA WJIM TIeperuiera Jena; MNPaBWIBHOCT, HYMEpallud JHCTOB JleNa; Haludue B Jele, B
H€O6XOI[I/IMI)IX cirydasix, BHYTpeHHGI\/'I OIMmUCHU Aacjia U NPaBUIBHOCTb €€ COCTABJICHHA, IMPAaBUJIBHOCTH
odopmiieHns 00JOXKKH JeNla; HATMYhe U MPaBUILHOCTD JIMCTa-3aBepUTeNs fena. B ciydae oOHapykeHUs
HapyIIeHNs YCTAHOBJIEHHBIX MpaBuil (popMUpPOBaHUS U OOPMIICHHS J1€] OHU JIOJKHBI OBITh YCTPAHEHBI.

B cnydae oOHapyXeHHsS OTCYTCTBHsSI e, YUCHSAIIMXCS MO HOMEHKIAType el OpraHu3aluu,
CTPYKTYPHBIM TIOJpa3elicCHUEM MPHHUMAIOTCS MEPBI IO po3bIcKy. OOHApyKEHHBIC Jiejia BKIIIOYAIOTCS B
omuch. Eciu mpuHSTHIE MephI HE Jalld Pe3yabTaToOB, TO Ha HEOOHAPYKEHHBIE JIeJla COCTABISIETCS aKT 00
yTpare JOKYMEHTOB, KOTOPBI IOAMMCBHIBAETCS PYKOBOJHUTEIEM CTPYKTYPHOTO IOAPA3IACICHUS U
nepesacTcsl BMECTE C OMHCHIO JIeTT CTPYKTYPHOTO TMOAPA3NIEICHHUS] B apXHWB OpraHu3aluu (TPUIIOKEeHNE
N 6).

4.33. Ilepenaua nen B apXuB OpraHHM3AIMH OCYIIECTBISETCS MO TpaduKy, COTIACOBAHHOMY C
PYKOBOAMTENSIMU CTPYKTYPHBIX IMOAPA3IAECICHHUM, NEPENAOMMNX JOKYMEHTHI B ApPXUB, U YTBEPKICHHOMY
PYKOBOAMTENEM OpPTaHU3AINH.

B meproa moaroToBku el Ha OyMaKHOM HOCHUTEIIe CTPYKTYPHBIM IOPa3/ICTICHHEM K IepeIade B
apXUB OpraHHU3aIUN COTPYAHUKOM apXHBa MPOBEPSAETCS MPaBUIBLHOCTh UX POopMUpOBaHUs, OPOPMIICHUS U
COOTBETCTBHUEC KOJHUYCCTBA JCJI, BKIIOYCHHBIX B OIIHKCb, KOJIUYCCTBY [1CII, C(l)OpMI/IpOBaHHI)IX B
COOTBETCTBUU C HOMEHKIATYpOW JeJ OopraHu3anuu. Bce BBIABIEHHBIC TPU MPOBEPKE HEAOCTATKH B
dbopmupoBaHuK U 0HOPMIICHUH JIe] paOOTHUKU CTPYKTYPHOTO TIOIpa3ieICHUs 00s3aHbl YCTPAHUTD.

[Tpuem-niepenava e B apXUB OPraHU3AIUM TPOU3BOIUTCA pPAOOTHUKOM apXUBa OpPraHU3AIMH B
INPUCYTCTBUM pPAaOOTHHKA CTPYKTYpHOro mnozpasneienus. Ha sk3emiuispax omucu fAei, JOKYMEHTOB
MMPOCTABJIACTCA OTMCTKA O HAJIMYUU ACJIA. B KOHIIC KAXKAOTO 3K3EMILJIApa ONMMCHU YKA3bIBAKOTCA I_[I/I(I)paMI/I )41
IPOMUCHI0 KOJIWYECTBO (DAaKTUYECKH TPHUHATBIX B apXuB JeJ, HOMepa OTCYTCTBYIOUIMX JeJ, JaTa
npueMma-rnepeaadyun AcCi, a TAaKXKC NOAINNCH JINId, OTBCTCTBCHHOI'O 3a apXUB, U JIMlAd, ICPCAaBIICTO ACIa.



4.34. Tlepenaya 31€KTPOHHBIX JTOKYMEHTOB B apXUB OpPraHU3ALlMU IPOM3BOJUTCS Ha OCHOBAaHUU
onucei JIEKTPOHHBIX ned, JOKYMEHTOB CTPYKTYPHBIX HOJIpa3/ieleHui o
UH(POPMALIMOHHO-TEIEKOMMYHHUKAIIMOHHON ceTH (TIPH HAJIMYUU B apXHUBE OPTaHU3aH UH(OPMAITHOHHON
CHCTEMBbl) WIN Ha (PU3NYECKH OOOCOOJIEHHBIX MAaTE€pHUalbHBIX HOCHUTENSX, KOTOpPbIE MPEACTaBIIAIOTCS B
JBYX UACHTUYHBIX 3K3EMIUISPaXx.

[Ipu mepenaye >7IEKTPOHHBIX JOKYMEHTOB B apXUB OpPraHM3allMU BBIIOJHSIOTCA CIEAYIOIINE
OCHOBHBIE MPOLEAYPHI pabOThHI ¢ JOKYMEHTAMHU:

¢dopmupoBaHne B HH(MOPMAIMOHHOW CHUCTEME OpraHU3alMd 3IEKTPOHHBIX JI€JI, SBISIOIIUXCS
COBOKYITHOCTBbIO KOHTEHHEPOB 3JIEKTPOHHBIX JTOKYMEHTOB WM KOHTEHHEPOM 3JIEKTPOHHOIO JOKYMEHTA,
COJepKALIMM KOHTEHT M METaJaHHble JIEKTPOHHOI'O JOKYMEHTa, (ailiibl 3JIeKTPOHHBIX IOJANNCEH H
BU3YAJIU3UPOBAHHYIO KOTHIO TEKCTOBOTO JIEKTPOHHOTO JJOKyMeHTa B popmare PDF/A;

(bopMHpOBaHUE ONUCH IEKTPOHHBIX J€J1, JOKYMEHTOB CTPYKTYPHOTO ITOJIpa3/1eICHNUS;

IPOBEPKAa apXMBOM OpPraHU3alUU JJEKTPOHHBIX JOKYMEHTOB Ha HaJIM4Yue€ BPEIOHOCHBIX
KOMITbIOTEPHBIX IPOTPaMM;

IIPOBEPKA BOCIIPOU3BOAUMOCTH 3JIEKTPOHHBIX JOKYMEHTOB;

npoBepka (PU3MUYECKOro M TEXHUYECKOTO COCTOSHHS HOCUTENeHd (Ipu mnepeaaye 3JIeKTPOHHBIX
JOKYMEHTOB B apXUB OpTaHU3aIlNH HA PU3NIECKH 000COOICHHBIX MaTEPUAITBHBIX HOCUTEISX);

POBEPKA MOUIMHHOCTH 3JIEKTPOHHOM TOIITMCH, KOTOPOM MOAMUCAH 3JIEKTPOHHBIN JOKYMEHT.

[Tpuem AJIEKTPOHHBIX JIOKYMEHTOB B apxuB OpraHu3aluu 1o
UH(POPMALIMOHHO-TEIEKOMMYHUKAIIMOHHON CeTH (IpU HAJIMYMU B apXMBE OpraHU3aluu UH()OPMaLIMOHHOM
CHCTEMBI) WIIM Ha GU3NIECKA 000COOICHHBIX HOCUTENAX 0(hOPMIISIETCSI COCTABICHUEM HUTOTOBOM 3aIMCH B
KOHIIE OIHCH 3JIEKTPOHHBIX J1€], JOKYMEHTOB, B KOTOPOH LM paMH U IPOMUCHIO YKa3bIBAETCS KOJIMUYECTBO
(GakTUYEeCKH MPUHATBHIX B apXUB JIEKTPOHHBIX €1 M AJIEKTPOHHBIX JOKYMEHTOB. MToromas 3amuch
MOATBEP)KJIAETCSl MOANUCAMU COTPYAHMKA apXWBa M COTPYJHUKAa CTPYKTYPHOIO IOApAa3AEICHMUS,
NepeJaBUIero MEKTPOHHBIE /IeTa U JoKyMeHThI. [Ipu npueme Ha apXUBHOE XpaHEHUE AJIEKTPOHHbIE JIena
3aBEPAIOTCS  JIEKTPOHHOW TIOJANMCHI) PYKOBOIUTENSI OpraHU3alMd, WIM YIOJHOMOYEHHOIO UM
JOJIKHOCTHOTO JIULA.

[Tocne npuema B apXUB 3JEKTPOHHBIX TOKYMEHTOB Ha (U3NYECKH 000COOJIEHHBIX MaTepUaTbHbIX
HOCHUTEJSAX BKJIAQJBIIIN, MOMEIIEHHbIE B (QYTISAp €IUHUIBI XPAaHEHUS B CTPYKTYPHOM IOJApa3JeJIeHUH,
3aMEHSIOTCS Ha BKJIAJIBIIIHN, OPOPMIICHHBIE B apXUBE.

Ha Bknanppime, nomemiaeMoM B QyTiasp €OUHHUIBI XpaHEHUs, OQOPMISIEMOM B apXHBeE,
YKa3bIBaETCS:

HAaMMEHOBAaHHE OpTaHu3aIru (TIOJIHOE, COKPAIIEHHOE);

HOMeDp (oHJa;

HOMEp OIHCH AJIEKTPOHHBIX JEJl, JOKYMEHTOB;

HOMEp JieJ1a 1O OIHCH;

OTMETKA O CTAaTyCe HK3EMILIAPA JIEKTPOHHBIX JOKYMEHTOB: "OcH."

(ocHoBHOM) nnu "Pab." (pabounii);

KpaiiHue J1aThl JOKYMEHTOB 3JIEKTPOHHOTO JIeT1a;

npu HEoO0XO0AUMOCTH O(OPMIIAIOTCS JONOJHHUTENbHbIE OTMETKM 00 OrpaHHYEeHUH JI0CTyNa K
JIOKYMEHTaM.

Bxuagpim nomentaercss B Gymisip ¢puzndecku 000COOICHHOIO MaTepUaIbHOIO HOCUTENS TaKUM
o0pa3oMm, YTOOBI HAAMKUCH HAa HEM ObLTM BUIHBI IIPU 3aKPBITOM (QyTIsipe.

V. Opranmnsanus ucno/ib30BaHusl JOKYMeHTOB ApxuBHOro ¢ponaa Poccuiickoii ®enepanuu u
APYIrHX apXUBHBIX JOKYMEHTOB OPraHM3aluu

5.1. ApXuB OpraHu3aluyu JOJDKEH MPEAOCTABIATH MOJIB30BATENIO JOKYMEHTH APXUBHOTO (pOHMAA
Poccuiickoit denepanyiu U Apyrue apxXuBHbIE JOKYMEHTBI, a TaKX€ CIPABOYHO-IIOUCKOBBIE CPEACTBA K


http://ivo.garant.ru/document?id=12084522&sub=21
http://ivo.garant.ru/document?id=12084522&sub=21
http://ivo.garant.ru/document?id=12084522&sub=21

HUM.

5.2. JlocTynm K [OKyYMEHTaM MOKET OBITb OTPaHUYEH B COOTBETCTBUU C 3aKOHOJATEIbCTBOM
Poccuiickoit ®@enepanuu, a TakKe B COOTBETCTBUU C PACHOPSHKCHHEM COOCTBEHHWKA WM BIaJeiblla
ApPXHMBHBIX JOKYMEHTOB, HaXOJISIIUXCS B YACTHOM COOCTBEHHOCTH *(14).

5.3. Tlonp3oBaTenu TpH HKCIOJB30BAHUHM JOKYMEHTOB apXWBa OPTraHU3AMH OOSI3aHBI JENIaTh
CCBUIKM Ha MECTO XpPaHEHUS JOKYMEHTOB.

5.4. CocraB HCA apxuBa opraHu3aiuu OINPEJEISIeTCs] COCTAaBOM U COACP>KaHUEM XPAHAIIUXCS B
HEM JOKYMEHTOB, XapaKTepOM M 3aa4aMH [OUCKA U UHTEHCUBHOCTBIO HCIIOJb30BaHUs JOKYMEHTOB.

OcHOBHBIM (00s3aTEIbHBIM) APXUBHBIM CIPABOYHUKOM B apXMBE OPraHU3allMU SIBJISIETCS] OIUCH
Jien, JOKYMEHTOB. B jJomonHeHue B apXuBe OpraHM3aluyd BEAYTCS BCIIOMOTATENIbHBIE APXUBHBIE
CIIPABOYHHKH - KaTaJIOTH, YKa3aTellu, HCTOPUUYECKas CIIpaBKa K (GOHY.

5.5. B mensix obecrnieueHus: COXPaHHOCTH, CBOEBPEMEHHOIO OTOOpa M yueTa M CHCTEMaTU3alluu
JieJ1, TOJUIeKAlIMX IOCTOSSHHOMY M BpeMeHHoMy (cBbimie 10 jeT) CpokoB XpaHEHMs, B OpraHU3aluu
COCTAaBJISIFOTCS OIUCH J€J1, JOKYMEHTOB.

Ornucu cOCTaBISAIOTCS OTACIBHO HA JIeja, TOKYMEHTHI:

MIOCTOSIHHOT'O CPOKA XPaHEHUS;

BpeMeHHbIX (cBbIie 10 JIeT) CpPOKOB XpaHEHMUS;

10 JINYHOMY COCTaBY;

XapakTepHbIE TOJBKO JJIA JAaHHOM opraHu3auuu (CyaeOHBbIC Jeiia, MaTepualibl YTOJOBHBIX JIET,
HAy4YHbIE OTYETHI IO TEMaM).

AHaJIOTUYHBIE OMKUCH COCTABIISIOTCS Ha 3JIEKTPOHHBIE J1eJ1a, TOKYMEHTHI.

CBo/IHBIE OIIUCH €], JIOKYMEHTOB OPIaHU3alUU COCTOST U3 TOJOBBIX Pa3/ieJOB, COCTABISIEMBIX HA
OCHOBE TME€pEJaHHbIX B AapXWB OPraHU3allMd OINHCEeH Jel €€ CTPYKTYPHBIX TOJApa3ielieHuid 3a
ONpeNIeJICHHbIE TOJbl, M CHUCTEMAaTU3UPOBAHHBIX B TMpeAeNiax KaXJ0ro roja B COOTBETCTBUHM C
YTBEPKJI€HHOW CTPYKTYpPOH OpraHU3allMy HA 3TOT FOJ.

Ornucu en, TOKYMEHTOB COCTABIIAIOTCS 1O yCTaHOBIEHHOH (hopme (ripunioskenus N 14, 15, 16, 17,
18) M cocTOAT W3 OMUCATENIbHBIX CTaTed €AMHUIl XPAaHEHUs, UTOTOBOM 3alMCH, JHCTa-3aBEPUTENS U
CIIPaBOYHOIO arapaTa K ONUCH.

OnucarenbHas CTaThsl ONMKMCH BKIIIOYAET: TOPSAKOBBIA HOMED €IUHMIIBI XPAaHEHHS; WHIEKC
€MHUIIBI XpaHeHHUs (0 HOMEHKJIAType Jel); 3aroJIOBOK €IMHUIBI XPAaHEHHS, BKIIIOUAIONIUI yKa3aHue Ha
HaJM4Khe KOMUM, €CIM B HEMl XpaHATCS KOMUU JIOKYMEHTOB; KpailHHUE aThl €IMHHIIBI XPAaHEHUS; CPOK
XpaHeHus (Ans omuced Aen, JOKYMEHTOB BPEMEHHOTO XpaHEHHWA); KOJIMYECTBO JHUCTOB B €IMHUIIC
XpaHeHHusl. 3arojioBOK Jiejla MOXET OBITh JIONOJHEH aHHOTAIMEH OTIEIbHBIX JOKYMEHTOB (TPYIIIIbI
JIOKYMEHTOB) €TUHUIIBI XpPAaHEHHUSI.

B cnopaBouHbIli ammapaT K ONUCH BXOAST: TUTYJIbHBIA JIMCT; colep)kaHue (OrJaBJIeHHE);
MPEIMCIIOBUE; CTUCOK COKPAIICHUI; yKa3aTeNH K OMUCH (IPEAMETHBIN, UMEHHOM, TeorpaduuecKoi).

CocrTaB CHpaBOYHOTO ammapara K OMNHCH 3aBUCHUT OT CpOKa XpaHECHHS BKIIOUYCHHBIX B HEE
JIOKYMEHTOB M UX BHJIOB.

K omucsM pgen, MOKYMEHTOB TOCTOSSHHOTO XPAaHEHHS W IO JIMYHOMY COCTaBy COCTABJISIFOTCS
TUTYJBHBIN JIUCT, TPEIUCIOBHE, OTJIaBIIEHUE, P HEOOXOIMMOCTH - CIIMCOK COKPAIICHHH, YKa3aTEeH.

Ha TuTtynpHOM J5HMCT€ ONHUCH YKa3bIBAIOTCS: TIOJIHOE HAWMMEHOBAHHE TOCYAapCTBEHHOTO
(MyHUITUTIAILHOTO) apXuBa (€Cu OpTaHU3aIMsl SIBISETCS NCTOYHUKOM €ro KOMIUIEKTOBaHUS), MOCIEAHEES
MOJIHO€ HAWMMEHOBAaHWE OpPTraHW3aIlMH, COOTBETCTBYIOIEE HA3BAaHUIO €€ apXWBHOTO (oHma, HOMED
apXUBHOTO (POHJIa, HOMEP U Ha3BaHUE OMKCHU, KpaifHHE JaThl BHECEHHBIX B OMUCH €IUHUI] XPAaHCHHSI.

Ecnu HanMeHOBaHMe OpraHU3aluyd U3MEHSIIOCH, HAa TUTYJIBHOM JICTE (B cllydyae He0OXOIMMOCTH -
Ha JIOTIOJHUTEIHFHOM JIHCTE) MO/ MOCICIHIM HauMEHOBAHHEM OpPTaHM3AIH YKa3bIBAIOTCS B CKOOKax BCE
e TMeperMEHOBaHWS B HMCTOPUYECKOM (XPOHOJOTMYECKON) MOCIEAOBATEIbHOCTH 32 IEPHO/,
COOTBETCTBYIOIIMI KpallHUM JjaTaM €IMHUI] XPaHEHUsI, BKIIIOYCHHBIX B OMHCH.

B npenucioBrr K ONMHMCH KPAaTKO M3JIArarOTCs MEPEHMEHOBAHUS OPraHU3allMd B HCTOPUYECKOMN
(XpOHOJIOTUYECKOW) TOCIEeIOBATEILHOCTH 32 IEPHOJl, COOTBETCTBYIOIIUN KpalHUM JaTaM €IHHHII



XpaHEHUs, BKIIOYEHHBIX B onuck. [IpeancioBue noaAnuceBacTCs COCTABUTEIEM C YKa3aHUEM JOKHOCTH
U J1aThl COCTABJICHMSL.

K onucu nen, mokymeHTOB BpeMeHHOTO (cBbime 10 jeT) xpaHeHus, MpH HEOOXOIMMOCTH TaKXe
MOTYT COCTABJISITHCSI OTJIaBJIEHUE, CIIMCOK COKpAILEHHH.

Onucu (ToJ10BbI€ pa3iesbl ONUcen) Aell, JOKYMEHTOB COCTaBIISIOTCS:

IOCTOSIHHOTO XPaHEHUs - HE MEHEe YeM B YeThIpeX HK3EeMIUIIpax: TpU Ha OyMa)KHOM HOCHUTEINIE U
OJIUH - B DJICKTPOHHOM BHJIE (B Ka4eCTBE pabovero 3K3eMILIAPa);

BpeMeHHoro (cBbime 10 jeT) XpaHeHus - HE MEHee YeM B JIBYX 3K3eMIUIIpax; JOKYMEHTOB IO
JUYHOMY COCTaBY OpraHU3aluil - MCTOYHMKOB KOMIUIEKTOBAHMS I'OCYJApPCTBEHHBIX (MYHULMIAIbHBIX)
apXMBOB - HE MEHEE YEM B UETBIPEX 3K3EMIUIIPAX: TPU Ha OyMa)KHOM HOCHUTENE, OJIUH - B 3JIEKTPOHHOM
BUE (B KauecTBe pabouero sK3eMIusipa);

JIOKYMEHTOB I10 JINWHOMY COCTaBY OpIraHU3alluil, HE SBJISIOLIMXCA UCTOYHUKAMU KOMIUIEKTOBAHMS
roCy/1apCTBEHHBIX (MyHUIMIAIBHBIX) APXUBOB, - HE MEHEE YEM B TPEX IK3EMILISAPAX.

Onucu (rogoBble pasjenbl omMced) Ae, AJOKYMEHTOB BpeMeHHoro (cBbimue 10 yier) xpaHeHus
cornacoBbiBatoTcs ¢ LIDK (OK) opranuszanuu, mocie 4ero yrBepKaatoTcsi pyKOBOJIUTEIEM OpraHU3aI1H.

Ha paccmorpenne OIIK mnpexacraBnsiorcs, He MeHee 4yeM dYepe3 3 TroAa IOCie 3aBepLICHUS
JIEJIONPOU3BOJICTBOM JI€JI, BKJIFOUEHHBIX B pa3/Ie:

onucH (roZIoBbIe pa3/ieibl OMUCEN) J1el1, JOKYMEHTOB ITOCTOSIHHOT'O XPaHEHUs Ul YTBEPKIACHHUS;

onvcu (roJoBble pa3Aenbl ONUCEH) Jen, JOKYMEHTOB IO JIMYHOMY COCTaBy s
coriacoBaHus™(15).

[Tocne yrBepxkaeHust (corjmacoBaHusi) omnuced (TomoBeix pasuenoB omwmceit) OIIIK  onwm
YTBEP)KIAIOTCS PYKOBOJUTENEM OpraHU3alllu.

B rocynapcTtBeHHbI (MyHUIMIAIbHBIN) apXWB MepefaroTcsl TpPU OK3EMIUIIpa OMNHCH JIeN
IIOCTOSIHHOTO XPAHEHWs, OJMH DJK3EMIULIp OINUCH [l 10 JIMYHOMY COCTaBy, YTBEP)KIEHHBIX
(cormacoBannbix) OIIK, a Takke Mo OJHOMY 3K3EMIUISIPY Ka)JOH OMHUCH B 3JIEKTpOHHOW (opme (B
KadyecTBe pabovero 3K3eMILIIpa).

OauH 3K3eMIUISIp ONUCH /el MIOCTOSSHHOTO XPaHEeHMsI M JIBa 3K3eMIUISIpa OMHUCH JIe] 1O JUYHOMY
COCTaBY OCTAIOTCS B OpraHU3al1y.

BHecenne u3MeHEHM B TOJOBOW pa3len ONHUCH [Jed, JTOKYMEHTOB IIOCIIE €ro YTBEPKICHHS
(cornacoBanus) DI K nomyckaercs TOJIbKO Ha OCHOBaHUU cOOTBeTCTBYtoIIero pemenus DI1K.

5.6. Ucropudeckast cripaBka K (POHIY COCTOHMT W3 TPEX pa3zesioB: UcTopus (HoHI000pa3oBaTes,
OTpaXkarolllasg HMCTOPUI0 OpraHu3allMd CO CCBUIKAMHU Ha COOTBETCTBYIOIIME 3aKOHOJATENIbHBIE H
HOpPMaTUBHbIE  aKThl  (aThl  00pa3oBaHUs, NEPEHMEHOBAHMS, pEOpraHu3alUy, JUKBHUJIALUH,
BEJIOMCTBEHHYIO TPHHAUIEKHOCTb, CTPYKTYPY M (DYHKIMH, UX W3MEHEHMs, Ha3BaHHE OpraHU3alUH -
MpeAIIeCTBeHHUKA), uctopus poHma (00beM, KpaitHHuEe JaThl TOKYMEHTOB, CTEIIEHb UX COXPAHHOCTH, JaThI
nepeaayy JOKYMEHTOB Ha MOCTOSTHHOE XPaHEHUE) U XapaKTepUCTUKA JOKYMEHTOB (poHAa (pa3HOBUIHOCTH
JIOKYMEHTOB, OCOOEHHOCTHM (OPMUPOBAHUS €IWHHUI[ XpaHEHHUS U UX CHUCTEeMaTH3aluu, HaJu4ue
JIOKYMEHTOB, BBIXOJSIIMX 32 XPOHOJOTHMYECKHE TPaHHUIBI JIeATeNbHOCTH (OHI000pa3oBarens, CocTaB
CIPAaBOYHOIO amnmnapara K GoHAY, MECTO XpaHEHHsI TOKYMEHTOB 110 JUYHOMY COCTaBY).

Hcropuyeckas crpaBka K (OHIY COCTaBISETCS B JIBYX AK3EMIUIApax, OAMH - XpaHUTCSA B Jeje
¢doHa, BTOPOI - mepeaaeTcs B roCy1apCTBEHHBIN (MYHUIUIAIBHBIN) apXUB.

5.7. OCHOBHBIMHU (pOpPMAMU HCTIOJIb30BAHUS JOKYMEHTOB apXHUBa OPTaHU3AIMH SBIISIOTCS:

nH(popMaInmoHHOE 0OeCTIeUeHEe PAOOTHIUKOB OpTraHU3aIlHH;

WCIIOJIHEHUE 3allpOCOB I0JIB30BATENEN, B TOM 4YHCIE 3alpOCOB TPakJaH COLMAIBbHO-IIPABOBOTO
XapakTepa;

Bbllaya JOKYMEHTOB M J€J1 BO BPEMEHHOE II0Jb30BAaHUE, IPENOCTABICHHUE KOMHMM apXUBHBIX
JIOKYMEHTOB I10 3aIIpocaM MO0JIb30BaTeNIel, B TOM YHcie B (POpMeE 3JIEKTPOHHBIX JOKYMEHTOB.

dopmamH HCTIONb30BaHUS TOKYMEHTOB apXHBa OpPraHU3alUH SIBISIFOTCS TAKKe:

MH(POPMHUPOBAHNE CTOPOHHUX OPraHU3alMi O HAJMYUU U COACP)KAHUU HMEIOIIMXCS B apXHBe
JIOKYMEHTOB;



UCIIOJIb30BaHUE TOKYMEHTOB B CPE/ICTBAX MAaCCOBOM MH(pOpMAILINH;

UCIOJIb30BaHUE JIOKYMEHTOB JJIsi TOATOTOBKM HCTOPUKO-MH(OPMAIIMOHHBIX MEpPONPUSATHIA:
BBICTaBOK, S9KCKYpPCHU, KOH(EPEHIIHIA;

BblJlaua JIOKYMEHTOB Ul pabOThl B YUTAIBHOM (IPOCMOTPOBOM) 3aJI€ apXUBA;

OpraHu3aiys J0cTyna pabOTHUKOB OpPraHM3alMyd K JOKYMEHTaM apXHBa IyTeM HCIOJIb30BaHHS
UH(POPMALIMOHHO-TEIEKOMMYHUKAIUOHHON CETH.

5.8. ApXuB OpraHu3aluy JOJKEH BECTH YYET HCIIOJIb30BAHMS JOKYMEHTOB, B TOM UHMCIE BblAAuu
JIOKYMEHTOB M JIeJl, BbIIAYM apXUBHBIX CIIPABOK, BBIITUCOK, KOIMHA JOKYMEHTOB.

5.9. 3ampochbl Mo0sb30BaTENCH, NOCTYyNAIOIIME B apXUB OPraHU3allid, IOAPA3JEISIIOTCS Ha
TEMaTUYECKHE U COIMaIbHO-TIPaBOBBIC™(16).

5.10. ApxuB opraHu3anuuy JOJDKEH paccMaTpuBaTb M HCIOJIHATH 3alpoChl, IOCTYIUBIIUE B
NUCbMEHHOHU (opMme.

3arpoc Mmosb30BaTelIs JOJDKEH COJIEPKATh CIEAYIONTYI0 HHPOPMAIIHIO:

HalMEHOBAHMUE IOPUAMYECKOIro JMIa - aBTopa 3ampoca (s rpaxiaH - (aMHIud, HMEHH,
OTYECTBA, IPU HAIMYUH [TOCIIETHETO);

HOYTOBBIM W/WIIN 3JIEKTPOHHBIH ajjpec, 10 KOTOPOMY JIOJKEH OBbITh JaH OTBET;

CBEICHMS, HHTEPECYIOIINE TIOJb30BATENII M XPOHOJOTMYECKHE pPaMKH 3alpaniuBacMoin
nHpopmanuu;

¢dopMy moTydeHHUs: ToIb30BaTeNeM MHPopManuu (MHGOPMAIIMOHHOE MMUCHMO, apXHBHAS CIPABKa,
apXUBHasl BBIMHUCKA, apXUBHAsl KOMHMs, TEMaTUUECKUH MepeueHb, TEeMaTHYeCKUi 0030p JOKYMEHTOB);

JMYHYIO IOJNUCH aBTOpa 3ampoca (rpaxaaHuHa WIK JOJKHOCTHOTO JIUILA);

nary.

[Ipu mocTyruieHMM B apXuB OpraHU3allMM HHTEPHET-OOpaleHus (3ampoca) MOJIb30BaATENS C
yKa3zaHHeM ajjpeca 3JeKTPOHHOM MOYThl W/MJIM MOYTOBOIO aJpeca, €My HalpaBiseTcs yBEIOMIIEHHE O
npueMe oOpaiteHus (3amnpoca) K pacCMOTPEHUIO WJIM MOTUBUPOBAHHBIN OTKa3 B pACCMOTPEHHUHU.

Ha 3ampochl TeMaTHYeCcKOro XapakTepa, IIOCTYIMBUIME B apXWB OpraHM3alMd IO
MH(}OPMaLlMOHHO-TEIEKOMMYHUKAIIMOHHOM CeTH, B TOM umciie 1o cetu "MHTepHeT", OTBET MOXKET ObITh
HAalpaBJIeH B BUJIE 3JIEKTPOHHOI'O COOOIIEHUS 10 YKa3aHHOMY aBTOPOM 3aIpoca 3JIEKTPOHHOMY aJIpecy.

3anpoc J0JKeH OBITh 3aperucTpUpoOBaH B TEUYEHHME TpexX paboyumx [HEH C MOMEHTa €ro
MOCTYIUICHUS.

3anpoc, He OTHOCALIMICS K COCTaBYy XpaHSIIMXCS B OpraHU3alMM JOKYMEHTOB (HEnpo(UIbHBIN
3ampoc), B T€YEHHE 7 JHEH cO JHSA PErucTpaliy 3arpoca HAMpaBiseTCs B OPraHU3alMIO0, TIE MOTYT
XPaHUTBHCSA HEOOXOUMbIE JOKYMEHTHI C YBEIOMJIEHHEM 00 3TOM IOJIb30BaTENs.

3arnpoc, TOCTYNUBIINN B apXUB OPraHU3aIlUH, PACCMAaTPUBAETCS B COOTBETCTBUU C TPEOOBAaHUSIMU
3aKOHOJATENbHBIX U MHBIX HOPMATHUBHBIX IPABOBBIX aKTOB MO paboTe ¢ OOpaleHUSIMU TpaXKAaH U
IIPEIOCTABIIEHUIO TOCYIaPCTBEHHBIX (MYHUIIMITAIBHBIX) YCIIYT.

OTBeT Ha MOCTYNMBIIMM B apXWB OPraHM3aLMU 3alpoc IpenocTraBiserca B TedeHue 30 nHeH co
nHs ero peructpauuu. C pasperieHuss pyKoBOJACTBAa OpPTaHU3AIMKM 3TOT CPOK MOXKET OBITh MPOJUIEH He
6osee yem Ha 30 mHEH, ¢ yBEJOMIICHHEM 00 3TOM 3asBUTEIIS.

5.11. OTBeTHI Ha 3aIIPOCHI OJIB30BATENEH, B TOM YHCIIE OTBETHI HA 3alPOCHl COLIMAIbHO-IIPAaBOBOTO
xapakrepa, opopMISIIOTCS B (OpME apXHBHOM CIpPaBKH, apXUBHOW BBIMTMCKH WM apXUBHOW KOIIWH,
0(OpMIICHHBIX U 3aBEPEHHBIX B YCTAHOBJICHHOM MOPSIKE.

[Ipu oTCyTCTBHM JOKYMEHTOB, HEOOXOTUMBIX JUIsl MCHOJHEHHUS 3ampoca COLMaIbHO-IPAaBOBOTO
XapakTepa, COCTABISETCs OTBET Ha OJIaHKE OpraHU3alMy ¢ YKa3aHUEM IIPUYUH UX OTCYTCTBUS.

5.12. ApxuBHasg cHpaBKka TOANUCHIBAETCS PYKOBOAMUTEIEM OpraHU3alUd WA  HWHBIM
YIOJIHOMOYEHHBIM UM JOJKHOCTHBIM JIMIIOM M 3aBEpsIETCs N1e4aThlo opranu3anui (rpuioxennue N 29).

ApxuBHas crpaBka, 00beM KOTOPOM MPEBBILIIAET OJMH JHCT, J0JIKHA ObITh, IPOHYMEPOBAHA.

B TekcTe apXMBHOH CIIpaBKH B XPOHOJIOTHYECKOH IMOCIENOBATEIBHOCTH M3JIAraloTcsi COOBITHS C
yKa3aHHEM BUJOB MCIIOJIb30BaHHBIX JOKYMEHTOB, UX JAaT U HOMEpOB. B apXuBHOI crpaBke JoOIycKaercs
LUTUPOBAHUE TOKYMEHTOB.



HecoBnagenue OTAENbHBIX CBEIECHUI/IaHHBIX JOKYMEHTOB CO CBEJCHHMSMHU, H3JI0)KEHHBIMH B
3a1poce, He SIBIISIETCA NMPEIATCTBUEM JUIsl BKIIOUYEHUS MX B apXUBHYIO CIIPABKY, €CJIM COBIAICHHUE BCEX
OCTQJIbHBIX CBEJCHHMI HE BBI3BIBACT COMHEHHH B TOXKIECTBEHHOCTH JMIAa WIH (PAKTOB, O KOTOPBIX
TOBOPUTCS B JOKYMEHTAaX.

B apxuBHOH chpaBKke JaHHBIE BOCIPOM3BOJAATCS TaK, KaK OHU H3JIOXKEHBl B JOKYMEHTaX, a
pacxXoKJI€HUs, HECOBIIAJCHUS M HETOYHBIC HA3BAHMs, OTCYTCTBUE HMEHH, OTYECTBA, WHULUAIOB HIIHU
HAJIMYME TOJIBKO OJHOTO W3 HMX JOJDKHBI OBITh OTOBOPEHBI B TEKCTE CIpaBKM B cKoOkax: "Tak B
nokymenTe'", "Tak B TekcTe opuruHania'.

CBeneHus, HUMEIONIMECS B apxuBe IO 3ampocy O pabore u (wim) ydede B HECKOJIBKHX
OpraHM3alMsIX, KacaroIUecs OQHOIO JIMIA, BKIIOYAIOTCS B OJTHY apXUBHYIO CIIPABKY.

[To TekcTy apXWMBHOW CHpaBKH B KaueCTBE MPUMEYAHUN MOTYT OBITH OrOBOPEHBI HEPa30OPUMBO
HallMCaHHbIE, UCIPABJICHHBIE ABTOPOM, HE MOJJAIOIINECS NIPOUYTEHUIO BCIEACTBHE IOBPEXKICHUS TEKCTA
opuruHaina: "Tak B Tekcre opurusana", "B tekcre Hepaz0opuuBo".

B TekcTe apXuMBHOU CIIPaBKM HE AOIYCKAKOTCS U3MEHEHUs, UCIIPABJICHUs, CYMMUPOBAaHUE JAHHBIX,
KOMMEHTAapUH, COOCTBEHHBIE BBIBOJbI MHCIIOJIHUTEIS MO COJEP)KAHUIO JOKYMEHTOB, Ha OCHOBAaHHUHU
KOTOPBIX COCTaBJI€HA apXMUBHas clipaBKa. [[oq4MCcTKY ¥ MOMapKy B apXUBHBIX CIIPaBKax HE JOIYCKAIOTCSL.

B apxuBHOI cripaBke JOJKHBI OBITH MPHUBEACHBI apXUBHBbIE IIU(PBI U HOMEpA JINCTOB E€AMHMIL
XPaHEHUs JOKYMEHTOB, UCIIOJIb30BaBIINXCS VISl €€ COCTABICHUS.

[To 3ampocy mosb30BaTeseil apXUBHbBIE CIPAaBKHM MOTYT BbIIABAThCA B 3JIEKTPOHHOW (opme Ha
JIEKTPOHHOM HOcHUTeNe JU00 MepechbulaThCsl MO0 HMH(OPMAIMOHHO-TENIEKOMMYHUKALIMUOHHBIM CETSIM.
DNEKTPOHHBIE aPXUBHBIE CIPABKH 3aBEPSAIOTCS AJIEKTPOHHOM MMOANNUCHI0 PYKOBOAUTENS OpraHU3aluu WU
MHOTO YIIOJJTHOMOYEHHOI'O UM JIOJKHOCTHOTO JINLA.

5.13. ApxuBHble BBIMHCKU OGOPMIISIOTCA Ha OJaHKE OpraHu3aluu (apXxuBa OpraHU3aluU) C
o0o3HaueHneM Ha3BaHus BuJa qokymenrta: "APXVBHAS BBITIMCKA".

B apxuBHO# BbINMCKE Ha3BaHUE TIOKYMEHTA, €T0 HOMEP U J]aTa BOCIPOU3BOATCS IOTHOCTHIO.

Brimucka npon3BOaUTCS TOIBKO U3 JOKYMEHTA, B KOTOPOM COJEPIKUTCS HECKOJIBKO OTAEIbHBIX, HE
CBSI3aHHBIX MEXKIy co00#1 BOpocoB. Beimucka A0KHAa BOCIPOU3BOAUTH MOTHBINA TEKCT YaCTH JOKYMEHTA,
OTHOCSLLEHCS K 3a1pocCy.

W3BrneyeHneM M3 TEKCTa JOKYMEHTa JOJDKHBI OBITh HMCYEpIIaHbl BCE HMEIOLIUECS JaHHBIE IO
3anpocy. Hauano n KoHel KaKoro U3BJIEUEHUS, a TAK)KE MTPOITYCKU OTIEIbHBIX CJIOB B TEKCTE JOKYMEHTA
0003Ha4Yar0TCsl MHOTOTOUYHEM.

B apxuBHOH BBINMUCKE JOJKHBI OBITH CENaHbl COOTBETCTBYIOLIME MPUMEYAHUS U OrOBOPEHBI
yacTH TEKCTa OpWUrMHalla, Hepa30OpuYMBO HANMCaHHBIE, HCIPABIECHHBIE AaBTOPOM, HE MOJAAIOIIHECcs
IIPOYTEHUIO BCJIEJICTBUE MOBPEKICHUS TEKCTa M ApyrMM npuyuHaMm. OTIENbHBIE CI0BA M BBIPAXKECHUS
JIOKYMEHTA, BbI3bIBAIOIINE COMHEHHUS B UX TOYHOCTH, & TAK)K€ MCIPABJICHUS, MOJUYUCTKH, BBI3bIBAIOILINE
COMHEHHE B UX JIOCTOBEpHOCTH, oroBapuBatorcs: "Tak B jokymente", win "B Tekcte Hepa30opuuBo", win
"Tak B Tekcte opuruHama". Ilocime TekcTa apXUBHOM BBIMMCKK YKA3bIBAIOTCS apXHUBHBIM mudp U HOMEpa
JIMCTOB E€AVHMIIBI XPAaHEHUS apXUBHOT'O JOKYMEHTA.

ApxMBHasl BBIITUCKA MOJANUCHIBAETCS PYKOBOJUTENIEM OpPraHU3aIMK UM UHBIM YIIOJHOMOYEHHBIM
UM JIOJKHOCTHBIM JIMLIOM U 3aBEPSETCS MEYaThI0 OpraHu3aliy.

[Io 3ampocy mosb30BaTeneil apXWBHbIE BBIMUCKHA BBIJAIOTCA B JJIEKTPOHHOW ¢opMme Ha
JJIEKTPOHHOM HOCHTENE JHO0 NEepechUIaloTCs M0 HH(POPMALMOHHO-TEIEKOMMYHUKAIIMOHHBIM CETSIM.
DNEKTPOHHBIE APXUBHBIE BBIMUCKHU 3aBEPSAIOTCS 3JIEKTPOHHOM MOMNCHI0 PYKOBOAUTENS OPraHU3alMK WU
MHOTO YIIOJJHOMOYEHHOT'O UM JIOJIKHOCTHOTO JINLA.

5.14. Ha apXuBHBIX KOIMSX, BKJIIOYass apXUBHbIC KOTHU Ha OyMa)XKHOM HOCHUTEJIE DJIEKTPOHHBIX
JIOKYMEHTOB, apXHMBHbIE MIU(PHI MPOCTABIAIOTCS Ha 000pOTE KaXJOro JMCTa ApXWBHOW KONUH, a
3aBepUTeNbHAs HAIIUCh U TIeYaTh - Ha 000pOTE MOCIEIHETO JIUCTa KOIUU.

ITo 3ampocy monb30BaTeNIell 3JIEKTPOHHBIE KOIHU apXMBHBIX JIOKYMEHTOB BBIIAIOTCS B
IEKTPOHHONH QopMme JMOO MepechbUlaloTcsl MO0 HHPOPMALMOHHO-TEIEKOMMYHUKAIIMOHHBIM  CETSIM.
ONEKTPOHHbIE KOMHMM ApXMBHBIX JOKYMEHTOB 3aBEPSIIOTCS DJIEKTPOHHOW IOJINCHI PYKOBOAMTENS
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OpraHMU3al1K UM UHOTO YIIOJIHOMOUYEHHOT0 UM JIOJDKHOCTHOTO JIMLA.

5.15. IloaroToBieHHblE apXMBOM OpraHW3allMd OTBETHl Ha 3alpochl (apXHUBHbBIE CIPABKH,
apXUBHBIE BBIIIMCKHA U apXUBHBIE KOIIMH) HAIIPABIISIFOTCS 3asBUTEISIM C COINPOBOJUTENBHBIM MUCbMOM 10
IIOYTE WJIM BBIJAIOTCA: 3aABUTEIIO - NPU NPEIbSIBICHUN AOKYMEHTA, yIOCTOBEPSIOLIETO JIMYHOCTD, €r0
IPEICTAaBUTENAM - IPU NPEAbSIBICHUU JIOKYMEHTA, YAOCTOBEPSAIOIIEIO JIMYHOCTh M JOBEPEHHOCTH,
0(OpMIICHHOH B YCTaHOBJICHHOM IOPSIJIKE.

5.16. ApxuBHBIE CIIpaBK{, apXUBHbIE BBIIIMCKU U apXUBHbBIE KOIIMHU, HAIIPABIIsIEMbIE B FOCYAapCTBA
- yuyacTHUKM KoHBeHIMM, OTMEHsIOIIEH TpeOOBaHUE JIETalM3allUd HHOCTPAHHBIX OQHIMAIBHBIX
JIOKYMEHTOB, nojanucaHHod B ['aare 5 oxTsa0psa 1961 r., 3aBepsroTCS MPOCTaBICHUEM M 3aIllOJIHEHUEM
CIEMAJIBHOTO IITaMIIa - allOCTUJIS B COOTBETCTBUHM € 3aKOHOAATENbCTBOM Poccuiickoit denepanun.

5.17. JlonmyckaeTcsl U3bsATHE U3 apXUBHBIX JI€JI U BblJaua BIAAENblaM WIM UX POJCTBEHHHKAM, B
cllyyae MX MUCHbMEHHOTO OOpallleHus], MOAJUHHbBIX JUYHBIX JOKYMEHTOB O I'PaXKJaHCKOM COCTOSIHUHU, 00
00pa3oBaHNM, TPYJOBbIX KHIKEK, HE TIOJYUYEHHBIX B CBOE BPEMS BJIAJIENIbIIEM TOKYMEHTOB.

[TonnuHHBIE JIMYHBIE JOKYMEHTBI BBINAIOTCA 3asABUTEIIAM C Pa3pelleHHss PYKOBOIUTEIS
OpraHM3aly 10 IPEIbIBICHUN ACcIIOPTa UM UHOTO JOKYMEHTA, YIOCTOBEPSIOLIETO JIUUYHOCTb, JIN0O UX
POJACTBEHHUKAM MM HMHBIM JIMI[AM IO  JIOBEPEHHOCTH, O(OPMJIEHHON B  YCTaHOBJICHHOM
3akoHOaTenscTBOM Poccuiickoit @enepanuu nopsinke. [loanuHHEBIE JIMYHBIE HOKYMEHTBI MOTYT OBITh
HaIPAaBJICHBI 3asIBUTEIIIO LIEHHBIM [THUCHMOM.

C wu3bIMaeMbIX JIOKYMEHTOB B apXUBE OpraHu3alldd HM3rOTaBIMBAIOTCA KOMHMM, KOTOpbIE
npuoOuiarores K aenaM. M3bpsaTHe TOKYMEHTOB, a TaKKe 3aMeHa Ha KOMUHU OTPa)KaloTCsl BO BHYTPEHHHMX
OINMCSIX /€T, B JINCTaX-3aBEPUTEIIAX €], B ONUCAX J€JI, JOKYMEHTOB.

N3bsTHE U BO3BpAIllEHUE TOKYMEHTOB O(OPMIISIOTCS aKTaMu 00 M3BATUM U3 e (BO3BpAILIECHUM)
YKa3aHHBIX JIOKYMEHTOB. AKTBI U Jpyrue JOKYMEHTbI, HA OCHOBAaHUU KOTOPBIX MPOU3BEIECHO H3BATHE
(BO3BpallleHHEe) apXUBHBIX JOKYMEHTOB, BKIIOYAIOTCS B /1€710 (POHA.

5.18. KonunpoBaHue JOKYMEHTOB apXHBa OpraHU3AIMH 10 3asBKaM IMMOJIb30BaTENeH TTPOU3BOAUTCS
10 Pa3peICHUI0 PYKOBOAUTENS OPTaHU3ALMH UM HHOTO YITOJIHOMOUYEHHOTO UM JOJKHOCTHOTO JIMIIA.

Konuu 10okyMEHTOB mepechlIaloTCsl B aApec TOW OpraHu3aluy, IO 3ampocy KOTOPOW OHHU
W3TOTOBJIEHBI, WU BBIIAIOTCS MOJIB30BATENIO I10J] POCIIHCH.

5.19. B umensx co3gaHusi ycIOBUH i paOOThl MOJIb30BaTeIed HEMOCPEACTBEHHO B apXUBE
OpraHu3allii MOXKET BBIIENATHCA MOMEIICHUE (YUTaTbHBIA, MPOCMOTPOBBIN 3al) A O3HAKOMIIEHHUS C
JOKYMEHTaMHU apxuBa, 000py/0BaHHOE COOTBETCTBYIOIIMMH TEXHHUUYECKUMHU CPEICTBAMU JUIsl pabOTHI C
JIOKyMEHTaMH.

[Ipy oTcyTcTBMUM B apxuBe OpraHM3alMM CIENHUAIbHO BBIJEIEHHOTO TOMEUIeHHUs paboTta
NOJb30BaTeNe C JIOKyMEHTaMHM MPOU3BOAUTCS HEMOCPEICTBEHHO B pabodnMx KOMHATax apXxuBa
JlokyMeHTHI Juist paboThI MTOJIb30BATENSIM BHE MIOMEIICHUS apX1UBa OpraHU3alluy BbJ1aBaTh 3aIlpeliaeTcs.

Pazpemienne Ha paboTy B MOMELICHMM apXWBa OpraHU3allMM JaeT PYKOBOJHUTEIb apXHBa
OpraHu3aiuy (JUI0, OTBETCTBEHHOE 3a apXUB).

5.20. OTka3 apxuBa OpraHu3aliy B BblJJau€ apXUBHBIX JOKYMEHTOB JIOIYCKAETCS B CIy4asX:

Hanuuus GOHJIa OJTB30BaAHUS;

HEYJOBJIETBOPUTEIBHOTO (PU3UYECKOTO COCTOSHUS JIOKYMEHTOB;

HE MPOMIECININX HAYYHOTO OMUCAHMS M TEXHHUYECKOro OQOpPMIICHUS JOKYMEHTOB, /10 3aBEPILEHUS
9THX paboT;

OrpaHUYEHUN HA HMCHOJIb30BAHUE, YCTAHOBJIIEHHBIX 3aKOHOAATENbCTBOM Poccuiickoit denepanuu
win $poHI000pa3oBaTeNeM Mpu neperadye JOKYMEHTOB Ha XpaHEHHE.

OTka3 apxuBa OpraHu3ally B IPEAOCTABICHUH JOKYMEHTOB JOJKEH OBbITh BBIJAH B MMCbMEHHON
¢dopme u comeprkaTh MPUUKUHBI 0TKa3a, a TAKXKE MOPAI0K 00KaIOBaHUS OTKa3a.

VI. Ilepenaya 10KYMEHTOB OPraHM3alUM HA XPaHEHHE B FOCYyAAPCTBEHHbIH (MYHUIIUNIAIbHBIH)
apxuB
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6.1. Joxymentsl ApxuBHoro ¢gonna Poccuiickoit deneparnuu, oO6pa3oBaBIIMecs B OPraHU3alUsIX -
MCTOYHUKAX KOMIUIEKTOBAHUS TOCYAAPCTBEHHBIX (MYHULUIAIbHBIX) ApXUBOB, IO UCTEUEHUH CPOKOB HX
BPEMEHHOI'O XpaHEHHMs B apXMBE OpraHM3aluyd NEPEelarTCs Ha [OCTOSIHHOE XPAaHEHHE B
COOTBETCTBYIOILUI IOCYIapCTBEHHBIN (MYHULIMIIAIbHBII) apXUB.

6.2. Joxymentsl ApxuBHoro ¢onma Poccuiickoii denepanuu, oOpa3oBaBIIUecs B ACATEIHBHOCTH
rOCy/IapCTBEHHBIX U HETOCYAAPCTBEHHBIX OPraHU3AlUN, HE SBISIOLIUXCS UCTOYHUKAMU KOMILJIEKTOBAHUS
rOCy/IapCTBEHHBIX  (MYyHHUIMMNAJIbHBIX) apXWBOB, MOTYT  TM€peNaBaThCsi B  TOCYJapCTBEHHBIE
(MyHMLIMTIQJIbHBIC) apXHUBBI HA OCHOBAHUU JIOTOBOPOB C COOCTBEHHUKAMM WIIN BIIAJIENbIIAMH JOKYMEHTOB.

6.3. JlokyMeHThl mepeAaroTcs Ha IOCTOSHHOE XPAaHEHUE B YHOPSJIOYEHHOM COCTOSIHUM C
COOTBETCTBYIOILIUM HayYHO-CIIPABOYHBIM allllapaToM.

6.4. B opranuzanmusix - HMCTOYHHMKAX KOMIUIEKTOBAaHUS TOCYJAapCTBEHHBIX (MYHUIIUIATbHBIX)
apXuBOB Bce palOThI, CBA3aHHBIE C OTOOPOM, MOATOTOBKOW M Iepenayeil JOKyMEHTOB Ha IOCTOSIHHOE
XpaHEHUE, B TOM YHUCJIE C UX YNOPSJOYEHHEM U TPAHCIOPTUPOBKOM, BBINOJIHSIOTCA 3a CUET CPENICTB
OpraHu3alui, NePeAAtONX JOKYMEHTHI.

6.5. JlocpouHas nepefaya JOKyMEHTOB Ha IMOCTOSSHHOE XPaHEHUE MOXKET ObITh OCYILIECTBJICHA MpU
OTCYTCTBUM HEOOXOJUMBIX YCIOBHH IJIsi OOECIIEYCHHs COXPAHHOCTH JIOKYMEHTOB ApXuBHOrO (hoHIA
Poccuiickoit @enepanuu, mpu yrpo3e yTparbl (YHUYTOXKEHHS) IOKYMEHTOB, a TakKe IO MpochOe
OpraHM3ali Ha OCHOBAHUU JI0IOBOPA € TOCYIaPCTBEHHBIM (MYHUIIMIIAIBHBIM) apXUBOM.

[Iponnenue cpokoB XpaHEHUsI TOKYMEHTOB B apXHBE OpPraHU3aluu JOIMYCKAeTCs 10 MUCbMEHHOMY
pa3pelIeHnI0 TOCYIapCTBEHHOT0 (MYHUIIMITAIIBHOTO) apXWBa B CiIydae HEOOXOAMMOCTHU MPAKTHYECKOTO
HCII0JIb30BaHUS JOKYMEHTOB OpraHU3alUeH.

6.6. Ilepenaya JOKYMEHTOB MOCTOSIHHOT'O XpaHEHUs B FOCY/1apCTBEHHBINA (MYHULIUIIAIbHBIN) apXUB
OCYILIECTBIISIETCS. B COOTBETCTBUU C IUIAHOM, YTBEPKICHHBIM PYKOBOJUTENIEM COOTBETCTBYIOLIETO apXHUBa
10 COTJIACOBAHUIO C MEPEAAIOIIEH J1eJ1a OPraHU3aIUEN.

6.7. JIoKyMeHTBl HepeAaroTcs B TOCYAApCTBEHHbIM (MYHUIMMAJIBHBIN) apXUB 1O OMUCIM Jell,
JIOKYMEHTOB IMOCTOSIHHOTO CpOKa XpaHeHus1, yrepkaeHHbIM OI1K.

Ilepen nepenadyeid NOKYMEHTOB Ha IIOCTOSIHHOE XPAaHEHHE COBMECTHO C IIPEICTaBUTENIEM
roCy/1apCTBEHHOr0 (MYHUIIMIIAJIBHOIO) apXuBa IPOBOJUTCS MpPOBEpKa MPaBUIBHOCTH ONHUCAHUS U
opopmieHus nen, (QUIMUECKOr0 M CAHUTAPHO-TUTMEHHYECKOTO COCTOSHHUS JOKyMeHTOB. Ilpu
oOHapyXeHHH 1e(PEKTOB COCTABISIETCS aKT; yCTpaHEHHE OOHapYXEHHbIX A€(PEKTOB MPOBOJUTCS CUIAMU
OpraHM3alIH.

[lepenava nen mpoBOAMUTCS B TOCYJApCTBEHHOM (MYHHUIIMIAILHOM) apXuBe nmoeaquHu4Ho. Ha Bcex
YEThIPEX IK3EMIUISAPAX ONUCEH /1€, JOKYMEHTOB IPOCTABIIAIOTCS OTMETKHU O IIPUEME JEII.

[Tpu mepBoii mepenaye AOKYMEHTOB B TOCYIAapCTBEHHBIH (MyHULMIAIbHBINA) apXUB IMepeaaeTcs
ucropuyeckas crpaska Kk Gonay. Ilpu nmocneayronmx nepenayax JOKYMEHTOB IepeaeTcs TOMOJIHEHHE K
HUCTOPUYECKON CIIPaBKE.

6.8. Ilepenaya HOKyMEHTOB OQOpMIIsieTCS aKTOM NpueMa-Tepesadyn JOKyMEHTOB Ha XpaHEHHE
(mpunoxennie N 30), cocTaBisieMbIM B IBYX dK3eMIuisgpax. OIUH 3K3eMIUISIP OCTAETCS B FOCYAapCTBEHHOM
(MyHMLIMTIAJILHOM) apXHBe, JPYroi - B mepenaroiieil opranuzanui. Bmecte ¢ ToKyMeHTaMu nepeaaercs
TPH SK3EMIUISIPA OMUCHU e, TOKYMEHTOB, B TOM YHCJI€ OJJUH B 3JIEKTPOHHOM BH/IE.

Ecnmu npu nepenaue oOHApy>KEHO pacXOXJIEHHE MEXKIy WTOrOBOM 3amHChi0 OMHMCH e,
JOKYMEHTOB U ()aKTHMYECKUM HaJU4HMeM Iepe/laBaeMbIX JIed, B OMHCU JIel, TOKYMEHTOB O0(pOopMIIseTCs
HOBasi UTOTOBAsl 3alKCh, B KOTOPOH YKa3bIBalOTCs (PaKTUUECKOE HAIMYME JIe]T U HOMEpa OTCYTCTBYIOIIMX
nen. Homepa orcyTcTByromux aen GUKCUPYIOTCS B akTe MpueMa-Iepeadn el Ha MOCTOSHHOE XpaHeHUe,
IPUYUHBl OTCYTCTBUSA J€1 - B IPUIAraeéMoOM K aKTy IpHEMa-IIepelayd CIpPaBKE, MOATOTOBICHHON
OpraHu3aIen.

ApXHB OpraHu3aly IPUHUMAET MEPHI 110 PO3bICKY ed. Ha oTcyTcTBYyIOIIME JOKYMEHTHI U Ji€na,
MEpBI M0 PO3BICKY KOTOPBIX HE JAJIH PE3YJIbTaTOB, COCTABIISIETCA aKT 00 yTpaTe JOKYMEHTOB (ITPHUIIOKEHNE
N 6). YTpaueHHble OJUTMHHUKN JTOKYMEHTOB MOTYT OBITh 3aMEHEHBI MX KOTHSMHU.



VII. Ilepenaya 10KYMEHTOB IIPH PeOPraHU3aIUM WM JUKBUIALMI OPTraHU3aLlMU, CMEHe
PYKOBOIUTE/ISA APXHBA OPraHU3aALHH

7.1. Ilpu peopranuszanuy Wiv JUKBUJIALMU OpraHU3alUy Iepeada U JajibHeilee nCl0JIb30BaHNe
JOKYMEHTOB pPEOpPraHU3yeMON WM JINKBUAMPYEMOH OPraHU3alUM OCYILECTBISETCS B COOTBETCTBUU C
3aKoHoarenbCcTBOM Pocculickoit denepanuu.

[lepenaua OKYMEHTOB JIMKBUIMPYEMOW OpraHM3allid BXOJUT B OO0S3aHHOCTb KOMHCCHH,
00pa30BaHHOM I NIepeladuu €1 U UMYILLIECTBA.

[Ipy juKBMmaLMKM  OpraHM3alMil -  HMCTOYHHMKOB  KOMIUIEKTOBAaHUS  I'OCYIApCTBEHHBIX
(MyHUIIMIAJIHBIX) apXWBOB, B COCTaB JIMKBHUJAIIMOHHOM KOMHCCHUHM BKJIIOYAETCsl IPEACTaBUTEIb
roCyJapCTBEHHOT0 (MyHULIMIIAIILHOTO) apXHBa.

7.2. Ilpu cmeHe pYKOBOIUTENS apxXuBa oOpraHu3anuu (JiMila, OTBETCTBEHHOTO 32 apXuB
OpraHu3alim) npueM-rneperadya JOKYMEHTOB apXHMBa, YYETHOIO M Hay4YHO-CIPABOYHOIO ammnapara K HUM
OCYLIECTBIISIETCS 110 aKTy.

*(1) Yactp 2 crathu 13 @enepanbHoro 3akoHa ot 22 okTsa0psa 2004 r. N 125-03 "O6 apxuBHOM
nene B Poccuiickoit @enepannn".

*(2) [MoanyskT 2.8.6 mynkTa 2.8 IIpaBuin xpaHeHUsI.

*(3) Hopmynxter 2.11.1.1 - 2.11.1.2 nynuxra 2.11 ITpaBun xpaneHus.

*(4) lMoamynxt 2.11.3 mynkra 2.11 [IpaBun xpaneHusl.

*(5) HMoanmynxt 2.11.2.4 nynkra 2.11 IIpaBun xpaneHusl.

*(6) [MoamynxT 2.11.2.3 nynkra 2.11 ITpaBun xpaneHus.

*(7) ®opma macropTa apxuBa OpraHu3allid yCTaHOBJIEHA PermamMeHToM rocyaapcTBEHHOTO ydyeTa
JOKyMeHTOB ApxuBHoro ¢onna Poccuiickoit denepanuu (yrBepxaeH npukazom Pocapxusa ot 11 mapra
1997 r. N 11, 3apeructpupoBan Muntoctom Poccuu 08 utonsa 1997 r., perucrparmonnsiii Homep 1344).

*(8) B rpade "OTmeTka 0 BBIOBITUH (GoHAA" crMCKa (POHIOB YKa3bIBACTCA, Ky/a BHIOBIT apXUBHBIN
¢doHx, a TakKe 1aTa U HOMEp JOKYMEHTa, Ha OCHOBAaHUU KOTOPOTO OH BHIOBLI.

*(9) Jns mpoBeneHHs] SKCIEPTU3bl IIEHHOCTH HAyYHO-TEXHHUYECKOW M Jpyrou crenuaabHON
JOKYMEHTAllMl B OpraHU3allii MOXeT ObiTh co3maHa OK, BKIIIOYaromas COOTBETCTBYIOUIMX
CHELUAINCTOB.

*(10) DK opranuzanmii, nepegaronifx AOKYMEHTbl Ha XpaHEHHE B TOCYJapCTBEHHBIE apXUBBHI,
NPECTaBISIOT COOTBETCTRYIOIME npeanoxkenus DIIK apxuBHoro yupexaeHus.

*(11) Ormerka "DIIK" o3Havaer, 4TO 4acTh JOKYMEHTOB MOXKET ObITh OTHECEHA K CPOKY XpaHEHUS
"mocTOsTHHO".

*(12) B cnyuyae m3aMeHeHus: QyHKIMH ¥ CTPYKTYpbl OpraHM3allid HOMEHKJIATypa AeN MOIJIEHKHUT
MEPECOCTaBIICHUIO, COTIACOBAHUIO U YTBEPKACHUIO.

*(13) dnst nen Ha 6yMa)XKHOM HOCHTETIE.

*(14) Yacts 1 crateu 25 denepanbHoro 3akoHa ot 22 okTsa0ps 2004 r. N 125-®3 "O6 apxuBHOM
nene B Poccuiickoit @eneparun’.

*(15) Onmcu pen, AOKYMEHTOB IO JIMYHOMY COCTaBY COTJIACOBBIBAIOTCS COOTBETCTBYIOIIUM
TOCYJapCTBEHHBIM (MYHUIIUTIAIIEHBIM) apXUBOM COTJIACHO TIPEOCTABICHHBIM MY ITOJTHOMOYHSIM.

*(16) Ioanmynkr 5.7.1 mynkra 5.7 IIpaBun XpaHeHusl.

IIpuiaoxenne N 1
K 1. 2.37 llpaBua

HamMeHOBaHMe oOpraHM3aLUMU


http://ivo.garant.ru/document?id=12037300&sub=1302
http://ivo.garant.ru/document?id=90736&sub=286
http://ivo.garant.ru/document?id=90736&sub=21111
http://ivo.garant.ru/document?id=90736&sub=2113
http://ivo.garant.ru/document?id=90736&sub=21124
http://ivo.garant.ru/document?id=90736&sub=21123
http://ivo.garant.ru/document?id=65785&sub=0
http://ivo.garant.ru/document?id=12037300&sub=2501
http://ivo.garant.ru/document?id=90736&sub=571

KAPTOYKA IIOCTEJIJIAXHOI'O

TONIOTPASUUECKOT'O YKASATEJIA*

CTEJJIAX N

XPAHVIIMIIE N

xap N

ITonka N

doug N

Onuce N

En. xp.c N

IIpumeyanue

no N

dopmaT A6 (148 x 105 mm)

* KapToukyu MoCTeIa)KHOTO TOMOTPaGHUUECKOr0 YKa3aTels COCTABIISIOTCS Ha KaKIbIH CTEIUIaX U
MPUKPETUISIOTCS Ha TOPLIEBOM CTOPOHE CTellIaxa.

HamMeHOBaHMe opraHmM3aLumum

KAPTOYKA IIO$OHIOBOI'O

TONOT'PASUUYECKOT'O YKABATEJISA*

SOHIO N

HasBanue OGoHIOa

Mpnaoxenne N 2
K 1. 2.37 IlpaBua

XPAHWIIVIIE N

Onuce

En. xp. ¢ N

no N

Cremnax N

HIxad N ITonka N [Ipumeuanue

dopmaT A4 (210 x 297 Mwm)



* Kaprouku modoHZOBOTO TOMOrpadUyuECKOTO yKa3aTels COCTABISIFOTCS Ha KaXIbld (GoHI U
pacroaraloTcs B HopsKe HOMEpOB (POHIIOB.

punioxenne N 3
K 11. 2.43 IIpaBua

HamMeHOBaHMe opraHm3almumn

AKT YTBEPXIAK
N PyKOBOIMUTEJL OpTaHM3aLUU

NIPOBEPKU HAJINMUNSI U COCTOSIHUSI
APXMBHEIX OOKYMEHTOB [Toonuce Pacumpporka
IOOIINCHU
HaTa
doHa N

HazpaHue ¢QoHIa

Homepa onmucemn
[I[poBepka MNPOBOIMIIACH C infe)
[IpOBEPKOM YCTAHOBJIEHO:

1. YucamTcsa OO onmMcaMm nOen en.xp,
(KOJIMUEeCTBO)

2. BHIEBJIEHBE TeXHMUECKME OIMOKMN:
2.1. VmMewTCs JIMTEPHEIE HOMEpPA:
a) He YyuUTeHHBlEe B UTOT'OBOM 3alMCU en.xp.
(KkOJIMUecCTBO)

©) He IIepeuuCJIeHHBEEe, HO yUTEeHHBIe
B MTOT'OBOM 3alMUCU en.xp.
(koJIMUecTBO)

2.2. IlponymeHO HOMEPOB:

a) He YUTEeHHBIX B MUTOT'OBOM BalMCU en.xp.
(kOJIMUEecCTBO)
©) He IIEePEeUYMCJIEHHEIX, HO YUYTEHHEIX
B MTOTOBOM 3almucCu en.xp.
(KOJIMUEeCTBO)
2.3. Ipyrue, B pesyJjibTaTe uyeIl'o OOBEM
YBEeJIMYMIICA Ha en.xXp.
(koJIMUecTBO)
YMEHBUIIMIICA Ha en.xXp.
(KOJIMUEeCTBO)
3. UMcamMTCca OO ONMCAM B pe3yJjbTaTre
YCTPAHEHNMA TEXHUUECKUX ommMHoOK en.xXp.
(xkoJymMuecTBO)
4. He okaszajioCb B HalIU4YUU en.xp.
(kOoJIMYeCTRBRO)

5. MMmeeTcs B HaAJIUUUM IO IOaHHOMY QOHIY
(BKJIIOUEHHEIX B OIIMCU) en.xp.




13 HUX TPeOyoIMX:

(KOJIMUEeCTBO)

a) nesuHpeKLuUM en.xp.
(KOJIMUEeCTBO)

6) Ie3MHCEeKLUU en.xp.
(kOoJIMYeCTRBO)

B) pecTaBpaluu en.xp.
(koJIMYeCcTRBO)

') IepenjeTa WM IOANMBKU en.xp.
(koJIMYecCTRBO)

II) BOCCTAHOBJIEHMS 3aTyXaklllMX TEKCTOB en.xp.

(kOJIMUEeCTBO)
€) HEeUCIPAaBMMO I[OBPEeXIEHHEX en.xp.
(KOJIMUEeCTBO)
6. lVMeeTcsa He BKJIOUEHHHIX B OIMUCU en.xp.
(koJIMUuecTBO)
7. UToro mo maHHOMY GOHOY (BKJIIOUEHHBIX M HEe BKJIIOUEHHBIX B OIMCH) ,
VMEeRIMXCSI B HaJIMUUU en.xp.
(KOJIMUEeCTBO)

8. XapakTepucCTUKa YCJOBUN XpaHeHUS

[I[pOBEPKY NPOMUIBOIMIIN :

HarMeHOBaHUE

OOJDKHOCTEN

PabOTHUKOB Mopnucwu Pacumdpporka NOONMCEN

HamMeHOBaHMeE opraHM3aLUuUmn

AKT
N

O TeXHMUYeCKMX oumbkax B
YV4YeTHRIX JOKYyMeHTaXx

®oHm N

HasBaHue OGoHIOa

dopmaT A4 (210 x 297)

pnaoxenne N 4
K . 2.43, 3.15 IlpaBua

YTBEPXIIAIO

Pykosomuresip opraHmMsaLUMn

[loonuce PacumpposBra
MIOIONNCHU

ITaTa

B xome BHIIIOJIHEHUSA

06HapyerH TeXHN4YeCK1e

ommMbKM B BalMcHax

Ha3zBanue nokymenra

CymiecTByronas 3anuch Crnepnyer 3anucarb

1

2 3



B pesynbTaTe KOJIMUECTBO EIMHUIl XPaHEeHMS YBEeJMUMJIOCH (YMEHBIMJIOCH)

Ha en. xp.
(umdpaMy, OPONUCHI)

[lpyMeuaHMA :

HamMeHOBaHME HOOJIXHOCTM pabOoTHMKA [Noonmcso PacumppoBka NOONIUCHK

VI3MeHeHMVsa B y4YeTHbBE IOKYMEHTEl BHECEHEH

HammeHOBaHME IOOJIXKHOCTU

paboTHMKA apxXuBa [Tognmce Pacumpporka nomnmucu

HavMmeHoBaHMe opraHM3aLUU
AKT

N

dopmaT A4 (210 x 297 MmMm)

IIpunoxenne N S
K . 2.43, 3.15 IlpaBua

YTBEPXIAIO

PyKOBOIMUTEJL OpTaHM3aLUU

[Toonuce PacumpposBkra
06 ob6HapyXeHMM NOKYMEHTOB MIOIONNCHU
(He OTHOCSMXCSI K OAaHHOMY
boHOYy, HeyUTeHHEIX) IaTa
B xome
(Bn paboTel)
ODOHAPyYXEHO
(B doHnme, xpaHmIMie, padbodeM [IOMEUEHMN)
N 3arojaoBoK [udp (ecom Kpaiiane KomnyectBo | K kakomy | Ilpumeuan
/1 el. Xp. €CTb) JaTbl JIUCTOB (bOHﬂy s
(oovemM, M0) | otHOCHTCH

1 2 3 4 5 6 7

VToro OBOHAPYXEHO IOOKYMEHTOB

(uMbpaMy M MOPONMUCHIO)



HamMmeHOBaHME HOJIKHOCTM pPaboOTHMKA Nonnuce Pacumdpporka
IOIONNCHU
/I3MeHeHVSs BHECEHBl B y4UeTHBEe IJOKYMEHTEH.
HamMmeHOBaHME IOOJIKHOCTU
paboTHMKA apxuBa Homnuce Pacumbpporka
IIOIINCH
dopmaT A4 (210 x 297 mm)
puaoxenne N 6
K . 2.44, 3.15, 4.32, 6.8 IlpaBuJ
HamMeHOBaHMe oOpraHmM3alLmum
AKT YTBEPXIA
N PyxopommuTesib OpraHM3alun
[Noonuce Pacumpporka
06 yTpaTe LOOKYMEHTOB DOONIUCH
TaTa

®ounmg N

(HazBaHMe QoHIa)

B re3syJsibTaTe YCTaHOBJIEHO OTCYTCTBME B GoHIEe

IIEPEUYMCIIEHHBIX HMXEe neJi, IIPEeOIIPMHATEIE apXmMBOM MEPEL I10 PO3EBICKY el
IIOJIOXMTEJIBHEIX PE3YJIbTATOB HEe OajiM, B CBA3M C YEeM CcUMTaeM BO3MOXHBIM CHATb
c yuerTa:
N Onuce En. xp. 3aroyIoBOK €JI. Xp. Kpaitnue | KonmuuectBo | IIpenmnosnarae
n/m N N JIaThl JUCTOB MbI€
(oObewm, PUYHHBI
M©6) OTCYTCTBHS
1 2 3 4 5 6 7
UToro en. xp.
(umbpaMy M HOPOINMCHIO)
ConeraHMe YTPAUYEHHBEIX IOJOKYMEHTOB MOXeT OBITH YJaCTUYUYHO BOCIIOJIHEHO
criliegymomyiMy €eno. Xp. @
(HoMepa en. Xp. M MX TPYIINOBHE 3aT'OJIOBKU)

HarvmMeHOBaHME HOOJIXHOCTU

PYKOBOIMUTEJA apXmubBa Nonnmce

(MMua, OTBETCTBEHHOTO 3a apXUB)

COT'JIACOBAHO* COT'JIACOBAHO
[lpoTokoy OlIK apXMBHOT'O YyUYpeXIeHUd [IpoToxkos LU29K (3K)
oT N oT N

PacumdpoBKa MNOIONUCU

OpTraHM3aLuuUn

VI3MeHeHMd B yUYeTHHE IOKYMEHTEL apxXxmMBa BHECEHEH.



HamMmeHOBaHME IOOJIKHOCTU
paboTHMKA apxuBa Homnuce Pacumbporka NOOOOUCHU

dopmaT A4 (210 x 297 mm)

* Ecom He OOHApPyXeHH JeJjla MNOCTOSHHOTO XPaHEeHUS.

Ipuinoxenune N 7
K 11. 2.47 IlpaBua

HammMmeHOBaHUE OpTraHM3alilM

KAPTA-3AMECTUTEJIE OEJIA

Ieso

Oonmce

QOoHT,

(N um HazBaHUue)

(N 1 HazBaHUueE)

(N 1 HasBaHUueE)

BeIIAHO BO BPEMEHHOEe I[0JIb30BaHME (UMTAJIbHBEI 3aJjl) :

N ®.1.0. monp3oBarens Jara Jarta IToanuck IToanuck
/11 BbIJIAYU BO3BparTa BBIJIABIIETO MOJIYYUBUIETO
Aeno JIETI0
1 2 3 4 5 6
dopmaT A4 (210 x 297 mm)
Ipunoxenune N 8
k. 2.47,4.19,4.21, 4.23 llpaBua
JINCT-3ABEPUTEJIE OEJIA N
B nmesie nmomumTo M IIPOHYMEPOBAHO JIMCTOB
(umdpaMmt M OPONMUCHIO)
c N no N , B TOM UMCJIIE:
JIMTEPHBEIE HOMEpa JIMCTOB ;
IIpoIlylulleHHBIE HOMEepa JIMCTOB
+ JIMCTOB BHyTpeHHeﬁ OIlnCI
OcobennocTr pU3NIECKOTO COCTOSIHUS U (HOPMHUPOBAHHMS JIeTIa Homepa
JIUCTOB

1 2




HammMeHOBaHMe IOJIKHOCTHU

paboTHHMKA

TaTa

HammeHnoraHmMe O

®oumg N

praHmszanmum

I[Toonmuce

PacumppoBka NOONUCUK

dopmaT A4

JIMCT WUCIIOJIb30BAHUA NOKYMEHTOB

Onmce N

3aroJIOBOK IeJja

Hesio N

(210 x 297 wMm)

IIpuiaoxenne N 9
K 11. 2.47 IlpaBua

JHara Komy BeI1aHO: XapakTtep UCIOIb30BaHUS N [Tonnuce nuna,
HCII0JIb30Ba bamunus, (xomupoBaHME, BHIMUCKH, | UCHOJIb30BAHHBI | UCIOJIB30BABIIET
HHUS VHHLIAAIIBI IIPOCMOTP) X JINCTOB 0 Z1eJ10
(pa3z6opunBoO)
1 2 3 4 5
dopmaT A4 (210 x 297 Mwm)
IIpuaoxenne N 10
K 11. 2.46 IlpaBua
HamMeHOBaHMeE oOpraHM3aLUUmn
AKT
N

O BHOA4YEe [gQeJji BO BpPEeMEHHOE IIOJIb3OBaHMEe




(HaMMeHOBaHMe opraHmMszaunN,
ee azmpec, IOYTOBHIM MHIOEKC)

OcHOBaHMe

19 KakoM LejiM BHIOAKTCS €. xXp. 3 doHma N

(Ha3BaHMe QoHIa)

N Onuce En. xp. | 3aronoBok en. | Kpalinue KonnuectBo [Ipumeuanue
/11 N N Xp. JIAThI JTUCTOB, (hopMaT
(o6BveM, MO)
1 2 3 4 5 6 7
Bcero BemaeTcsa en. Xp.,

(umbpaMm M HOPONMCHIO)
CPOK BO3BpPalleHUH .

ﬂena BBEIIAHBL B YIHOPAIOOYEHHOM cocrodaHumM, IIOOWMMTEI, B O@HOXK&X, C
IIPOHYMEPOBAHHEBEIMM JIMCTAMM VM 3aBE€PUTEJIbHEIMM HAOIIVMCAMM .

[MonmyuaTenb o0A3yeTcda He MNPeloCTaBJIATHL neja, I[IOJIydeHHEe BO BpPEMEeHHOe
[IOJIb30BaHMe, I[IOCTOPOHHUM JIMLIaM, He BHIOaBaTb [0 HUM KOINWMM, BBIIMCOK U
CHpaBOK, He NyOJNMKOBATb INOKYMEHTH 03 pa3peleHud OopraHM3alMy, BbOABIIEN
nesna.

[MonmyuaTenb 00g3yeTcs BEPHYTH IeJla B apXMB OpTraHM3aluy B yKABaHHHM B
aKTe CpOK.

lMonmyyaTenb OpenynpexineH o6 OTBETCTBEHHOCTM IO 3aKOHY B CJlyyae yTpaThH
UV TIOBPEeXIeHMS I[OJIyUYeHHEIX BO BPEMEHHOE [IOJIb30BaHue medl.

HamMmMeHoBaHMe IOOJIDKHOCTU HamMeHOBaHME IOOJIXKHOCTU

PYKOBOIOUTEJIA OpraHmM3aluy, PYKOBOIOUTEJIA

BEIDAKIEN IeJia opraHM3alumuM-IroJydaTessa

[loonmce Pacumopporka lTognmce Pacumpporka
MNOONMUCHU TIOONMCHU

ITaTa TaTa

[leuaTes oOpraHM3aLUMU [leuaTs oOpraHM3aLUMA

dopmaT A4 (210 x 297 Mwm)



IIpuniaoxenne N 11
K 1. 3.6, 3.15 IlpaBua

(HaMMeHOBaHMEe OpTaHu3alMUM)

(HasBaHMe apxMBa OpITaHM3aLUMU)

KHUTA
y4yeTa IIOCTYILJIEHUsI N BRIGEITUST geJyi, OOKYMEeHTOB
Tom N
Hauar
OxoOHUEeH
dopmaT A3 (297 x 420 wmwm)

Nun/m | Mara | HaumenoBanu | HaumenoB | Hazga | ['oawl Bun | [loctynenue onucanHbiXx | BbIObITHE ONMHCaHHBIX Heonucanneix | Ilpu
IIOCTYII e aHue, HHUE U | TOCTYI | HOCUTE JOKYMEHTOB JIOKYMEHTOB nern, Meya
JIEHUs | OpPraHM3alMyd | HOMEP U | HOME | HBIIMX s KonuuectBo en. xp. Komnuuectso en. xp. JOKYMEHTOB, | HHE

u (cTpyKTypHOT JaTta p U JIMCTOB
BBIOBIT 0 JOKYMEHT | ()OHJ | BBIOBIB IIOCTOSI | BpEMe 1o IOCTOSI | BpeMe o MOCTY | BBIOBI
us MIOAPAa3ACIICHA a, 1o a IUX HHOTO | HHOI'O | JIMYHO | HHOTO | HHOTO | JUYHO | IHJIO 710
TOKYM s, T4, KOTOPOMY JIOKyMe XpaHe | (CBBIMI My XpaHeH | (CBbIN | MYy
€HTOB apxuBa), OT | MOCTYIHI HTOB I10 HHUS e 10 | cocras ust e 10 | cocra
KOTOPOI 17878108 OTIHACH JeT) y ner) BY
MIOCTYIIHJIN BBIOBLIH
(unu BBIOBUIN) | AOKYMEHT
JOKYMEHTBI bl
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16




NTOoTO B TOny IMOCTYIIMIIO en. xp., B TOM UuCJIe:
(umbdpaMm M HOPONMCHIO)
BJIEKTPOHHEIX , AyIMOIOOKYMEHTOB
(umdpaMy M HOPONMUCHIO)
BUIOCOIOKYMEHTOB .
(umdpaMm M OPONMUCH)
IOKasbEBalTCAa pa3ldejibHO MTOTOBEE IaHHBEe o rpadam 8, 9, 10, 14 KHUTU;

BEIOBLJIO en. Xp., B TOM YMCIJIE:

(umbpaMm M HOPONMCHIO)

Ha OyMaXHOM HOCUTEJIE

14
(undpaMm M HPONUCHD)

14

(undpaMmt M OPONUCHD)

Ha 6y1\/_[a>KHOM HOoCcHuTeJie ’

(umdpaMm M HOPOINMCHI)

DIJIEKTPOHHEIX , AYIOVOIOOKYMEHTOB ’
(umdpaMm M HOPONMCHIO) (umbpaMm M HOPONMCHI)

BUIOEOIOKYMEHTOB .

(umdpaMm M OPONMUCH)
IIOKAaB3EBATCA pa3OejlIbHO MTOTOBEE IaHHBE [0 rpadam 11, 12, 13, 15.
HamMeHOBaHMEe OOJIXHOCTM JIMLLE,
COCTaBUBIIETO MTOTOBYK I'OIOBYI 3alllMCh [Hoponuce PacumppoBka nomnmcu
HamMeHOBaHME HOOJDKHOCTM PYKOBOIMUTEJIS apxuBa
(MMua, OTBETCTBEHHOTO 3a& apXUB) Ioonuce PacumdppoBKa MNOONNMCHU
ITaTa

dopmaT A3 (297 x 420 wmwm)

* B rpade ykaswpBaeTcHa BuO HocuTelssa (BH - HOKyMeHTH Ha OyMaXHOM HocuTejie, O]l — 2JIeKTPOHHHBE HOOKYMEHTEH) .



Hpnioxenne N 12
K 1. 3.6, 3.15 IlpaBua

HamMeHOBaHMe opraHm3almum

CIIMCOK $OHJIOB

Tom N
Hauar
OxoHUeH
dopmaT A4 (210 x 297 mm)
N [ara HaszBanue OtmeTKa 0 BHIOBITHH QOoHIA [Ipumeuanu
donma TIEPBOTO donma Kyna Hara u N nokymeHTa, Ha e
MOCTYIUIEHU BBIOBLIT OCHOBAaHUU KOTOPOT'O
i BBIOBLII
JIOKYMEHTOB
dbonga
1 2 3 4 5 6
Ha 01.01. ToJa B CIIMCOK BKJIOUEHBE QOHIE C N nmo N
M3 CIOMCKAa MCKJIKYeHB QOHIEI C N no N .
Bcero xpaHMTCHA B apxXuBe GOHIOB, M3 HUX:

(umdpaMM M HOPONMCHIO)
comepxaT 0CODO LieHHEIE meJia.

(umdpaMm M OPOMNMCHI)

Homepa CcBOBOIHEIE :

HomMmepa BHIOEBUIME (IIepelaHHBE) :

HammMeHORBaHME IOOJDXKHOCTM paboTHMKA
apxmea, COCTaBMBIIETO I'OOOBYIO
MTOTOBYI 3alMChb lloonuce Pacumpporka HOOOOUCHU

HammMmeHOBaHMe IOJIKXKHOCTU
PYKOBOOMTEJA apxuea (amua,
OTBETCTBEHHOT'O 3a apxus) I[Toonmce Pacumpporka HOOOOUCHU

ITaTa



JMCT ®OHIOA N

dopmaT A4 (210 x 297 mm)

pniaoxenne N 13
K 1. 3.6, 3.15 IlpaBua

(MecToHaxoxmeHmue QGoHIa
opraHmu3auuu,

(HaMMeHOBaHUE
roe xpaHuTrcsa GQoHn)

(IaTa ODepBOI'O HOCTYIJIEHUS
IOOKYMEHTORB QoHIa)

Kpaitnue natel kaxa0ro Ha3BaHUS

HazBanue dhonna

donma
1 2
1. YueT HEONMCAHHBIX IJOKYMEHTOB
Hara Hasganue, N u narta ITocTymienne BriObITHE Hannuue
3aIuCH JIOKYMEHTA, 110 KOTOPOMY (ocTarok)
MNOCTYIWJIN WIN BHIOBUIH Komunuec | Kpaitnue | Kommuec | Kpaitnue | Bcero nen
JOKYMEHTBI TBO JIeJl JaThl TBO JIeJl JaThl
1 2 3 4 5 6 7

2. YueT OINMCAaHHEIX JOKYMEHTOB



Hara | Home | T'og | Hasean | Ilocty BriObiTHE Hanuuue (octaTox)
3a1unc p ue nuno | Komuu | OcnoBa | B Tom uncne no | Komuu B Tom umcne:
u omnucH OINCH en. €CTBO HUE OTIHCSIM, €CTBO MIOCTOSIHHOTO XPaHEeHHUS 10 IUYHOMY
nen I Xp. | ed. Xp. | BBIOBITA | YTBEPXKACHHBIM | €I. XP. COCTaBy
aHHOTAI[ b OIIK. Konnue | kpaiinu U3 HUX I10 KOJIMYE | KpPalHHU
un (Ha3Ban CTBO €[I. | € JaThbl OTIHCAM, CTBO € J1aThl
JOKyMe ue, Xp. €l. Xp. | YTBEPXKACHHBIM | €I. Xp.
HTOB JarTa, OIIK
N noky | Komuu | Kpaitau KOJIMYE | KpalHu
MCHTa €CTBO € JaThl CTBO ¢
el. Xp el. Xp. | JaThl
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16




dopmaT A4 (210x297 wmwm)

pniaoxenune N 14
K 1. 3.6, 5.5 IlpaBua

HamMeHOBaHMe oOpraHm3almum YTBEPXIAR
PyxkoromuTesib OpraHM3aLun
dounm N [Nomnmce Pacumbpporka
NOONIUCH

OIIMCh N IaTa
OeJl INOCTOSIHHOI'O XPaHEeHMUSs
Ba roxn

N HNunexc 3aroyioBoK Kpaiinue KomnuectBo | IIpumeuanue

/o aeia aeia JaTbl JIMCTOB

1 2 3 4 5 6

Haspanue pasaciia
| | | | |
B nmaHHB pas3mesl ONMCHM BHECEHO neJ,
(umdpaMy M HOPONMUCHIO)

c N rno N , B TOM UMCJIIE:
JIMTEPHBEIE HOMEpPa:
[IPOIyIIeHHEIE HOMEPa:
HamvMeHOBaHME HOOJIKHOCTU
COCTaBUTEJA OINCHU lloonmcob PacumppoBka MNOONUCHK
HamMeHOBaHMe OOJIXKHOCTU
PYKOBOIMUTEJIA apxmBa (JuLa,
OTBETCTBEHHOT'O 3a apXuB) [lopnuce Pacumdpporka MNOONUCU

COTJIACOBAHO

[IpoToxkos LSK (3K) opraHmzauuu
oT N

HamMeHOBaHMeE opraHM3aLumu

®oHnm N

OIIMCh N
OeJl 110 JIMYHOMY COCTaBy

Ba ron

YTBEPXIEHO

[IpoToxon 3K apxXMBHOTO YyUYpPEXIOEHUS
oT N

dopmaT A4 (210 x 297 mm)

IIpuaoxenne N 15
K rm. 3.6, 5.5 IlpaBua

YTBEPXIAK
PykoBomuTessr opraHmMsalnmn
[loonuce Pacumpposkra

TIOOINNCHU
aTa



N HNunexc 3aroyioBoOK Kpaiinue Cpok Konnuects | Ilpumeuanue
n/n zena nena JIaThl XpaHEeHUs 0
JIMCTOB
1 3 4 5 6 7
B IaHHBIM pa3deJl ONMCUM BHECEHO neJ,
(undpaMm M OPONMUCHI)
c N rno N , B TOM UMCJIIE:

JIMTEepPHBEE HOMEpa:
[IPONYLEHHEIE HOMEpPaA :

HammMmeHOBaHMe IOJIDKHOCTU

cocTaBuUTEJIA OIIMCHU

HammMmeHOBaHMEe IOJDKHOCTU

PyYyKOBOIOIMTEIIA apXVBa

(mmua,

OTBETCTBEHHOTO 3a apXUB)

COTJIACOBAHO

[TpoTokom 3K

oT

OpTraHM3alumnmMm

HammMmeHoOBaHUE OpraHmM3alln

QOHL

N

OIIUCE N
men BpeMeHHHX (cBrme 10 m;er)

lloonmcob PacumppoBka MNOONUCHK
[loonmcob PacumppoBkra NOONUCHK
YTBEPXIEHO

[MpoToxkogn SIK apxXMBHOI'O YUYpPEeXIOEeHUA
oT N

dopmaT A4 (210 x 297 mm)

YTBEPXIAIO

IIpunoxenune N 16
K r. 3.6, 5.5 IlpaBua

PyKOBOIMUTEJL OpTaHM3aLUU

CPOKOB XpaHeHMUsI lloonmcob PacumppoBka
MIOOIINCHU
3a Tom; HaTa
N Nunekc 3aroyioBoOK Kpaiinue Cpok Komnuects | Ilpumeuanu
n/m nena nena JIaThl XpaHEeHUs 0 e
JIUCTOB
1 2 3 4 5 6 7
B ImaHHBI pasznes ONMCHM BHECEHO neJ,
(umbpaMy M MOPONMCHIO)
c N rno N , B TOM UMCJIIEe:

JIMMTEPHBEIE HOMEpPa:

IIpOoIIylleHHBIE HOMeEPa:




HammMeHOBaHMe IOJIKHOCTHU

COCTaBUTEJId OIUCU [Toonuce
HamMeHOBaHME IOOJDKHOCTU

PYKOBOIMTENSA apxXmBa (JIuLa,

OTBETCTBEHHOI'O 3a apxXUB) [Toonuce

COT'JIACOBAHO
[IpoToxkos LU3SK (3K) opraHmszaumumu
oT N

PacumppoBka NOONUCU

PacumppoBka NOONUCUK

dopmaT A4 (210 x 297 Mwm)

Ipuiaoxenne N 17
K . 3.6,4.19, 5.5 IlpaBuJ

HamMeHOBaHMe opraHmM3alLmum YTBEPXIAI
PyKOBOIMUTEJE OpTaHM3aLUU
®oHnm N I[Toonmce Pacumpporka
DOONIUCH
OIINChE N DaTa
BJIEKTPOHHEIX MeJi, OOKYMEeHTOB
IIOCTOSIHHOI'O XPaHEeHMUS
Ba ron
N NHunekc 3aroyioBoOK Kpaiinue O6bem, MO | [Ipumeuanu
/1 aena aena JaThl q
1 2 3 4 5 6
B naHHBM pas3mesl ONMCHUM BHECEHO neJ,

c N no N

(undpaMm M MNPONUCH)
oBBEMOM

(umdpaMm M OPONMCHIO)

M6 .

HammMmeHOBaHMe IOJDKHOCTU

COCTaBUTEJIA OINUCHU [Toonmuce
HavMeHOBaHME OOJIKHOCTU

PYKOBOIMUTENS apxuBa (amua,

OTBETCTBEHHOI'O 3a apxXWUB) l[Toonuce
COT'JIACOBAHO YTBEPXIEHO
[IpoToxkos LU3K (3K) opranmszaumum

oT N oT

Pacumpporka HOOJOUCHU

PacumdpoBKa MNOINUCU

[MpoToxkosn JIK apxXMBHOT'O yUYpEeXIeHUd

N

dopmaT A4 (210 x 297 mm)



[IPVMJIOXEHVE K OIMCK N
BJIEKTPOHHBIX »eJl, IOOKYMEHTOB INOCTOSHHOTO
XpaHeHMsa

3a ron

PeecTp IOOKYMEHTOB (KOHTENMHEPOB BJIEKTPOHHBIX NOKYMEHTOB) SJIEKTPOHHOTO
neja: *
N enm.xp. o omnmcm Nunmexc mpesa
3aroJjioBOK gmeja
Hara Per. N HaumenoBanue nokymMmeHnTa O6bem, M6 | Tlpumeuanus
JOKYMEHTa | JOKYMEHTa
1 2 3 4 5

HammMmeHOBaHME IOJDKHOCTHA

COCTAaBUTEJIA OIUCHK [Toonuce

* CocTaBJIgeTCHd Ha Kaxigoe SJIEKTPOHHOE IIeJIo.

Pacumpporka NOOOUCHU

dopmaT A4 (210 x 297 Mwm)

Ipunoxenne N 18
K . 3.6,4.19, 5.5 IlpaBua

HamMeHOBaHMe opraHmM3alumn YTBEPXIAIO
PykoBOIMUTEJNE OpPTaHM3aLUMN
®oHnm N I[Toonmce Pacumpporka
IOONUCHU

OIINCE N DaTa
BJIEKTPOHHHX meJI, NOKYMEHTOB BPEMEeHHBIX
(cBrmie 10 JIeT) CPOKOB XpaHEeHUS
Ba Ton

N HNunexc 3aroyioBOK siena Kpaiinne Cpok O6mbem, [Ipumeuyann

n/n Jena JaThl XpaHEHUs! M6 ;i

1 2 3 4 5 6 7
B nmaHHBM pas3mesl ONMCHUM BHECEHO neu,
c N no N

(uMdpaMm M OPONMUCHD) (umdpaMm M OPONMUCHD)

0BBEMOM M6.
HammMeHOBaHME IOOJIDKHOCTU
COCTaBUTEJIA OINCHU lloonmce PacumppoBka NOONUCHK
HamMeHOBaHME HOOJDKHOCTU
pyKOBOIMTEJA apxuba (nIuua,
OTBETCTBEHHOTO 3a apXUB) [Tomonuce Pacumdpporka NOONNCU



COTJIACOBAHO

[IpoTokos ISK (3K) opraHmuzaumu
oT N

dopmaT A4 (210 x 297 Mwm)

[IPVMIJIOXEHVE K OIMCK N
BJIEKTPOHHEIX IeJl BPEeMEeHHBIX
(cepme 10 JleT) CPOKOB XpaHEeHUS

3a ron
PeecTp IOOKYMEHTOB (KOHTEMHEPOBR DBJIEKTPOHHEIX JOKYMEHTOB) BIIEKTPOHHOTO
meja:*

N en.xp. o onmcm Vumexkc nera

3aroJIOBOK IeJja

JlaTa Per. N HaumenoBanue nokymenra O6bem, MO | TIpumedanust
JIOKYMEHTA JIOKYMEHTA
1 2 3 4 5

HamMeHOBaHMe OOJIKHOCTU
COCTaBUTEJA OIINMCHU lloonmcob PacumppoBka NOONUCHK

dopmaT A4 (210 x 297 mm)

* CocTaBJIIeTCHd Ha Kaxigoe SJIEKTPOHHOE IIeJio.

IIpunoxenne N 19
K . 3.6, 3.11, 3.15 IlpaBua

HammMmeHOBaHME OpTraHM3allm

PEECTP OIMCEMN

HauamT

OKOHUEeH

dopmaT A4 (210 x 297 Mwm)



N/ | N ¢onna | N onucu Hassanue onucu KonnuecTBo aen B onucu Kpaitnue | Konmuuec | Konuuec | Ilpumeuanue
MOCTOSIH | BPEMEHH 1o JIaThl TBO TBO
HOTO oro JUYHOMY JIUCTOB B | DK3EMILIT
XpaHeHu | (CBBIIE | COCTaBY ONUCH SIPOB
o 10 ner) OMUCH
XpaHeH!
s
1 2 3 4 5 6 7 8 9 10 11




Bcero XpaHUTCS B apxuBe omnmceMr, M3 HUX
(umdpaMm M HOPONMCHI)
IIOCTOAHHOI'O XpaHeHT/IF[ ’
(umdpaMm M OPONMCHIO)
BpeMeHHOT O XpaHeHusa (cmBeme 10 JjeT) ,
(uMbpaMy M MOPONMCHIO)
10 JIMYHOMY COCTaBYy ,
(umbpaMm ¥ HOPONMUCHIO)
B TOM UMCJIe [MOCTYIMUJIO B Tony onmcen
(umbpaMm M HOPONMCHIO)
B TOM UMCJI€ BEIOBJIO B rony omnmcemn
(umdpaMm M HOPONMCHIO)

HamMeHORaHME IOJDKHOCTM paboTHMUKA

apxmpa opraHM3aluM, COCTaABUBIIEIO

peecTp ONnucem [Mognuce Pacumbporka
IOOnMCHU

HamMeHOBaHME IOJDKHOCTU

PYKOBOIOUTEJNS apxuBa (Jamua,

OTBETCTBEHHOTO 3a apXUB) [Tognmce Pacumbporka
IOONMCU

HaTa

dopmaT A4 (210 x 297 mMm)

IIpuaoxenne N 20
K 1. 3.15 IlpaBua
YTBEPXIAK YTBEPXIIAK
PykoBOIOMTEJIb OpPTaHM3aLUN PykopomomTesib OpPTraHM3aLUM
nepemamilel IOKYMEeHTH IPMHYMAaKIEY OOKYMEHTE
[Tognuce Pacumpposka INognmuce Pacumpposka
IIOONMCHU IIOONMCHU
IaTa [leuaTsb HaTa
[TleuaThb
AKT
N

npueMa-nepenadM apXmMBHEIX
OOKYMEHTOB Ha XpaHeHMue

(ocHOBaHME IHepenaun)

(Ha3BaHMe ImepelaBaeMoTro GQoHHOa)
cnai,

(Ha3BaHMe opraHMs3aluMu, Iepenawnlel OOKYMEHTEH)

a IPUHAJ
(Ha3BaHMe oOpraHM3aluM OIPpMHMMAaKLEN OOKYMEHTEH)

OOKYMEHTE Has3BaHHOTO (QOHIA M HAYy4YHO-CIPABOUHBIM allapaT K HUM:




N Hassanue, Homep onucu KonunuectBo KonnuectBo [Tpumevanus
/1 AK3EMIUISIPOB el. Xp.
OIIMCH

1 2 3 4 5
VTOoro MNPMHATO en. Xp.
llepenauy MNPOMU3BEJINM: [lpyeM NPOU3BEJIN:
HOJIXHOCTB [Toonmce Pacumopporka HOJIXHOCTB [Momgnmce Pacumbpporka

nonnmcu nonnmcu

IaTa HaTa

donnmy mnpmuceoeH N

VI3aMeHeHusa B YUeTHBIEe IOOKYMEHTBI BHECEHEL.

IJOJIIXHOCTb INognmuce Pacumbporka NOONOUCHK
OaTa
dopmaT A4 (210 x 297 mm)
TAPAHT:

CwM. nannyto ¢popmy B penaktope MS-Word u oOpaser ee 3amonHeHus
pnaoxenne N 21
k. 3.15,4.11,4.13 IlpaBua

HamMeHOBaHMe opraHmM3aLumum

AKT YTBEPXIIAIO
N Pyxkopomuresip opraHmMsalnMn
O BHOEJIEHUNM K YHUYUTOXEHMIO [Noonmuce Pacumpporka
APXMBHEIX HOOKYMEHTOB, He IMNOoIJexalux TIOOIINCHU
XpPaHEeHMI0 HaTa

Ha ocHoBaHUM

(HaSBaHMe M BBEIXOIOHBIE IOaHHBIE II€PEYHA IOJOKYMEHTOB C YKa3aHMEM
CPOKOB MX XPaHEHMA)

OTOOPAHEl K YHUUTOXEHMIO KakK He MMeKnlle Hay4YHO-UCTOPUYEeCKOU
YyTpaTUBIME NPAKTUUECKOE BHa4YeHMe NOKYMeHTH QoHzma N

LEeHHOCTU 12

(Ha3BaHMe QoHIa)

N 3aroJIoBOK Jzeia T'onur Howmep Howmep Konnuec Cpoxu [Tpume
n/m (rpynmoBoi omucu™ e1.Xp. 1Mo TBO €. XpaHEeHUs U JaHue
3aroJIOBOK OITHCH Xp. HOMEpa
JIOKYMEHTOB) cTaTeu 1o

TIEPEYHIO
1 2 3 4 5 6 7 8



http://ivo.garant.ru/document?id=55622598&sub=0

NToro en. xXxp. za TOHOBL.
(uMbpaMy M MOPOINMCHIO)
Onmcu meJl NOCTOSHHOTO XPAaHeHMAa 3a Tomel yTBepxnmeHs 3K

(HaMMeHOBaHME apPXUBHOTO yUupexIeHMUS)
(mpoTOKOJI OT N )

HammMeHOBaHMe IOJIKHOCTU
pPyYKOBOOMUTEJNA apxXupa (JIula,

OTBETCTBEHHOTO 3a apxXuB) [Momgnmce Pacumbporka HOOOOMUCHU
COTJIACOBAHO

[IpoTokosn IL9K (OK) opraHmM3auumn

oT N

JOKYMEHTEI B KOJIMUECTBE en. xXp.:
- Ha OyMaXHOM HOCHTEJIe BeCOM KI' CIHOAaHH

Ha YHMUYTOXEHME;
— Ha JSJIEKTPOHHOM HOCHUTEeJIe€ CIOaHBl Ha YHUMYTOXEHNME

(cntoco® yYyHUUTOXEHUS)

HamMeHOBaHME IOOJDKHOCTU pa@OTHMKa,
CIoaBIeI'O IJOKYMEHTEL Mognmce PaCMM@pOBKa Inoagrmcum

DaTa

VIBMeHeHMa B yUYeTHHE IOKYMEHTEI BHECEHEH.

HamMeHOBaHMe HOOJIXHOCTM pPabOoTHMKA

apxmpa, BHECHEI'O M3MEHEHNMA

B YyUeTHHE IOKYMEHTEL llonnmuce PacumppoBka NOONUCHK

DaTa

dopmaT A4 (210 x 297 mMm)

* [lpy BHIOEJEHUM K YHUUTOXEHMIO HOKYMEHTOB IIPpM IIONI'OTOBKE IeJl K Iepenmade B
apxus opraHu3zaumy, rpade 4, 5 He BaNOJIHAKNTCH.

IIpunoxenne N 22
K 1. 3.15 IpaBua

HarmMenoBaHUe OpraHm3alm

AKT YTBEPXIA



O HEMCIIPABVMMEBIX IIOBPEeXOEeHUSIX
APXMBHEIX NOKYMEHTOB

B doHnme oOHapyXeHbBl OOKYMEHTH,

®ong N

PykosonouTesib OpraHmM3alumm

[Toonuce

DaTa

PacumppoBkra

[IOONNCHU

(HaRBaHMe o¢oHza)

IIPVMISHaHHBIE HEVICIIPaBMMO IIOBPEXIEHHBIMU :

N Onuck En. xp. 3aroJioBOK Kpaiinue KomuuectBo | CymiHocTs u
n/n N N MOBPEXKICHHBIX €]1. JIaThI JIUCTOB PUYHHBI
Xp. (oObeM, MO) | moBpexacHU
S
1 2 3 4 5 6 7
VIToro oOHapyXeHO HEeMCIPaBMMO NOBPEXIEHHBIX
en. xXp.

(umdpaMm M OPONMCHIO)
[lepeuncIieHHEIE €. XP. HOOJIEXaT CHMUMCAHUD BBUIY :

HamMeHOBaHME IOOJIDXKHOCTU

PYKOBOOMTEJNA apxuBa (amua,

OTBETCTBEHHOT'O 3a apxXUB) [loonmuce Pacumpporka nomnmcu
COTJIACOBAHO COTJIACOBAHO*

[IpoToxkos LSK (3K) opraHmzauuu [IpoToxkoy 3IK apXMBHOTO YyUYpPEeXIEeHUS

oT N oT N

VIzMeHeHUsS B ydYeTHBEe IOOKYMEHTE apxXmBa BHECEHEH.

HamMeHOBaHME IOOJDXKHOCTU pa@OTHMKa ’

BHECIIETO MBMEHEHUS B YUETHHE IOKYMEHTH Ionnuceb PacumdpoBka MNOONUCHU
DaTa
dopmaT A4 (210 x 297 mMm)

* J5nsa OOKYMEHTOB, BKJIOUEHHEIX B cocTaB ApPXMBHOTO dboHma Poccumckon
denmepaunm

TAPAHT

Cwum. nannyto ¢popmy B penaktope MS-Word u oOpaserr ee 3amoHeHUs

IIpunoxenne N 23

k. 4.11,4.31 IlpaBun

HammMenoBaHUe OpraHm3alum


http://ivo.garant.ru/document?id=55622597&sub=0

HamMeHOBaHME CTPYKTYPHOTO

nogpasnejieHusa
OIMCBh N
neJ
N Nunexc 3aroJioBOK Jena Kpaiinue Cpoxk KomuuectBo | [Ipumeyanu
n/m JAeciia JaThbl XpaHCHUA JIUCTOB (5]
*
1 2 3 4 5 6 7
Hassanue paznena
B @maHHyH OIMCB BHECEHO neJI
(umdpaMm M HOPONMCHI)
c N rno N , B TOM UMCJIE:
JIMTEPHBIE HOMEPa:
[IPOIyIlIEeHHEIE HOMEPaA:
HamMeHOBaHME HOOJIXHOCTU
PYKOBOIUTEJS CTPYKTYPHOI'O
nojpasnesieHua Moponwuce PacumppoBka nomnmcu
TaTa
COTJIACOBAHO COIJIACOBAHO* *
HamMmeHOBaHME IOOJIXHOCTU [lpoTokon 3K CTPYKTYPHOTO
pykoBoOOMUTENd CJIyXx0Oe HOY nompas3nesyieHusa
[lopnmce Pacumpporka oT N
INognmucu
ITaTa
[lepenamn ne
(umdpaMm ¥ HOPONMCHIO)
n PETUCTPALMOHHO-KOHTPOJIBHEIX KapTOTEK K INOKYMEHTaM.
(umdpaMm M OPONMCHIO)
HamMeHOBaHMe OOJDKHOCTM pPabOoTHUKA
CTPYKTYPHOT'O OIpa3nelieHUs Ilononuce PacumppoBka MNOONUCU
[MprHAJ ne
(umdpaMm M OPONMCHIO)
n PETUCTPALUMOHHO~KOHTPOJIbHEIX
(umdpaMm M OPONMCHI)
KapTOTEeK K IJOKYyMEHTAaM.
HamMeHOBaHME OOJIXKHOCTU
paboTHMKA apxuBa Hoponuce PacumppoBra NOONUCHK

TaTa



dopMmaT A4 (210 x297 mMmMm)

* T'paba omyckaeTcsa B ONMCHU IeJI INIOCTOSHHOTO CPOKa XPaHeHUd.
** [Ipy Haanduy 2K CTPYKTYPHOTO NOoApas3lelieHUs

pniaoxenne N 24
k. 4.11,4.31 IlpaBun

HamMeHOBaHMe oOpraHm3almum
®oug N

OIMChb N
BJIEKTPOHHEX HeJI, NOKYMEeHTOB

N Nunexc 3aronoBoK Kpaiinue O6bvem, M6 | Ilpumeyanu
/1 nerna nena JaThI ™ s
1 2 3 4 5 6

HaumenoBanue paznena

| | | | |

B IaHHBIM pa3mejl OIMCM BHECEHO nen,
(umbpaMm M HOPOOMUCHIO)

c N rno N

oBBeEMOM M6.

HammMmeHOBaHMe IOJIDKHOCTU
PYKOBOIOMUTENA CTPYKTYPHOT'O

nonpasnesyieHnd [Tognmce Pacumpporka nomnmcu

TaTa

COTJIACOBAHO COTJIACOBAHO™* *

HamMeHOBaHMe OOJIXKHOCTU [IpoToxos 3K CTPYKTYPHOTI'O

pykopoOuTeNsa CIyXOs HOY nonpasnejyieHud

lloonmcob Pacumpporka oT N

[loonucm

HaTa

[lepenamn ne
(umbpaMy M HOPOINMCHIO)

" PETIMCTPALVMOHHO-KOHTPOJIBHEIX KAapPTOTEK K INOKYMEHTAaM,

(uMbpaMy M MOPONMCHIO)
0OBEMOM MO.

HavMmeHOBaHME HOOJIKHOCTM paboTHMKA
CTPYKTYPHOTO NOOpa3neJIeHUd [Tomnnmce PacumppoBka MNOOINUCHK

[IprHAJ ne
(umdpaMm M HOPONMCHIO)




(umdpaMm M OPONMUCHI)

PermMcrTpalMOHHO~KOHTPOJIb HEIX

KapToTekK K IOKyMeHTaM, OOBeMOM M6 .
HarvMeHOBaHME OOJIDKHOCTU
paboTHMKA apxuBa Homnmcse PacumppoBka NOONUCUK
TaTa
dopmaT A4 (210 x 297 mm)
IIPMJIOXEHME K OIMCU N
BIJIEKTPOHHBEIX IeJl, IOKYMEHTOB
PeecTp IOKYMEHTOB (KOHTEMHEPOB BIIEKTPOHHEIX IOOKYMEHTOB) BIIEKTPOHHOTO
nena:*
N enm.xp. IO ONMCH Mumexkc npeJsia
3aroJIOBOK Ieja
JlaTa Per. N HaumenoBanue nokymenra O0bpem, MO [Tpumeuanus
JOKYMCEHTa JJOKYMCHTAa
1 2 3 4 5
HamMeHoOBaHME IOOJIKHOCTU
COCTaBUTEJA OIINMCHU lloonmcob PacumppoBka MNOONUCHK

CocTarndgeTCcsa Ha Kaxnoe SJIEKTPOHHOE IeJio.

dopmaT A4 (210 x 297 mm)

* ['pada onmyckaeTcsi B OIUCH /1€ TOCTOSIHHOTO CPOKa XpaHEHUs!.
** [Ipu Hannuuu DK cTpyKTYpHOTO MoApa3aeIeHUs

T'APAHT:

CwMm. nannyto ¢popmy B penakrope MS-Word

HamMeHOBaHMeE oOpraHM3aLuuUmn

HOMEHKIJIATYPA IEJI

Ha Ton

IIpuaoxenne N 25
k1. 4.18 IlpaBua

YTBEPXIAI

PykopomuTesb OpraHM3alun

[loonmcso PacumppoBka
IIOLNNCH

TaTa



HNupexc 3arosoBoOK jena KonuuectBo Cpox [Ipumeuanue
nena nen XpaHeHus 1
N craTeu no
MIEPEYHIO
1 2 3 4 5
‘ HaBBaHI/I‘e paszzena ‘

HamMeHOBaHME IOOJIXHOCTU
pykKoBOOMUTENA CJyXOe HOY

PacumppoBka NOAONMUCHK

OopTraHmM3alumum [Tognmce

Buza pykoBommuTesia apxmBa

(MMua, OTBETCTBEHHOTO 3a apXMB)

COTJIACOBAHO COTJIACOBAHO
[IpoToxkos L9K (3K)

oT N oT

N

[lpoTokos JIK apxXMBHOT'O YyUYPEXIEeHUS

MToroBad 3amnmMcb O KaTeropmdax M KoJiMm4YyecTBe Iejl,
B OpIr'aHM3alUumn

3aBEICHHEX B

romy

ITo cpokam xpaHeHus Bceero B ToMm uncne:
NEepEeXOAAIIUX C OTMETKOMN
HBHKH
1 2 3 4

[ToctossHHOTO

Bpemennoro (cBbie 10 neT)

Bpemennoro (10 10 et BKIIOYUTENHHO)

NTOI'O:

HavMeHOBaHME HOOJDKHOCTU

pyKoBOOMTENA CIYyXOel JOY [lopnuce Pacumpporka NOLONNCHU

DaTa

VITOTOBEIE CBEeOEHUSA IlepeaHbl B apXUB.

HamMeHOBaHMEe IOOJIKHOCTM JIMLIA

repenaBlero CBeOeHMA [Toonmce Pacumpporka nOOJOUCHU

TaTa

dopmaT A4

HarmvenoBaHUe OpraHm3alum
HarmvenoBaHUe CTPYKTYPHOI'O
nompasnesyieHnsd

(210 x 297 wmMm)

Ipuiaoxenne N 26

K 11. 4.18 IlpaBua



HOMEHKIJIATYPA IEJI

Ha ron*
HNupexc 3aroyioBOK jJiena KonuuectBo | Cpok xpanenus | [Ipumeuyanue
aena TOMOB u N craTbu 110
(dacreit) MIEPEYHIO
2 3 4 5

Haspanue paznena

HamMmeHOBaHME IOOJDKHOCTU
PYKOBOIOUTEJIA CTPYKTYPHOTO
nompasnesieHusa

TaTa

COTJIACOBAHO* *
[lpoToxkos 3K CTPYKTYPHOTO
nogpasnejieHusa

oT

N

[Toonuce

dopmaT A4

PacumbpoBka MNOONUCHK

(210 x 297 MMm)

* K HOMEHKJIIATYypEe IOeJI CTPYKTYPHOI'O IIogpasieJiIeHVA IO OKOHUAHMM KaJIEHIOapHOI'O

I'O0a COCTaBJIA€TCHA MTOI'OBaAd 3allMChb IIO @opme,

YKa3aHHOM B NpUJIOXeHUM 25, u

mejlaeTca OTMEeTKa O Iepellaue UTOTOBEIX CBeneHuMM B ciyxOy HOY opraHM3aLuM.
** Tlpy Hammuuy SK CTPYKTYPHOTO NOOpasIeJIeHMUS.

BHYTPEHHAA OIINCH

OOKYMEeHTOB gpeJjia N

pniaoxenne N 27
k. 4.19, 4.21 IIpaBua

N Perucrpanuon [Hara 3aroyIoBOK TOKyMEHTa Homepa nmucroB | IIpumeuanu
n/n HBIM UHJEKC | JTOKYMEHT Jena e
JIOKYMEHTa a
1 2 3 4 5 6




VToro IOKYMEHTOB .
(umbpaMm M HOPONMUCHIO)

KonmmuecTBO JIMCTOB BHYTPEHHEM ONNCU

(umdpaMm M OPONMCHIO)
HamMeHOBaHMe ODOJIKHOCTM JIMLE,
COCTaBUBIIETO BHYTPEHHIO OIUCH
OOKYMEHTOB IHeJjia [loonmcseb Pacumpporka NOONNCHU
HaTa

dopmaT A4 (210 x 297 mm)

IMpniaoxenne N 28
K . 4.19, 4.24 IIpaBua

(HaMMeHOBaHMe TOCYHOapCTBEHHOTO (MYyHMLMIAJIBHOTO) apxXmuBa)

(HaMMeHOBaHMe OpTaHM3aLUM)

(HaMMeHOBaHMEe CTPYKTYPHOTO MNOIpa3IesieHMs)

IOEJIO N TOM N

(3aroJIoBOK meJjia)

(kpaVHVe OaThl)

Ha JiMcTax

XPaHUThb




dopmaT A4 (210 x 297 Mwm)

IIpuaoxenne N 29
K 1. 5.12 IlpaBua

HamveHoOBaHMe opIraHM3aluMU
CnpaBOuYHBIE OaHHEE OO OpraHMU3aluu Appecar
(mouToBHM alpec, TeJiedoH,

Tenedon/dpaxc)

APXVMBHAsA CIIPABKA

N
(nara)
Ha N oT
TekcT
OCcHOBaHME :
HOJIKHOCTE PYKOBOIMUTEJIS OpTlaHM3alLUM
(MM MHOTO YIIOJIHOMOUWEHHOT'O MM JIMIA) [Toonuce Pacumdpporka HNOJOUCHU
[leuaTsb
daMUIIMSa MCIOJIHUTEJS
Homep TenepoHna
dopmaT A4 (210 x 297 mm)
Ipuiaoxenune N 30
K 1. 6.8 [IpaBua
YTBEPXIAI YTBEPXIIAK

(HaMMeHOBaHME MOOJIKHOCTU pykroBOOMTEIIA (HaMMeHOBaHME IOJIKHOCTU pPyKOBOIOIMNTEJIA

opraHM3auuM Iepenawnlel OTOKYMEHTEH) opTraHM3alUMM NPUHUMAKIEN NOKYMEHTH)
[Toonuce PacumppoBka nomnmcu [lognuce PacumdppoBka NOIONNCHU

Hara [leuaTs HaTa [leuaTs



AKT

N

npueMa-nepenadM apxXMBHEIX

AOKYMEHTOEB Ha XpaHeHN e

(ocHOBaHMEe mnepemauu)

(Ha3BaHMe ImepelaBaeMoro GoHma)

coa,

(HamMMeHOBaAHM

e opTraHu3auuM, Ieperanlel OOKYMEHTH)

(HamMMeHOBaAHM

e opraHu3aluuM, IIPUHKMAKIEY TOKYMEHTEH)

IIPMHVMMaAEeT Ha TI'OCYyIapCTBEHHOE XPaHeHNVe IOOKYMEHTEI M CTPpaXOBEIE KOIIMM 3a

(romer)

M CHPaBOYHBD anlapaT K HUM:

N Hasganue, Homep onucu KomunuecTso KomnuectBo ennnann | [Ipumeuanue

/i 3K3CMILISIPOB XpaHCHUA

OIIHCHU

1 2 3 4 61

VTOro MHNPMHATO en. XxXp.
(umdpaMm ¥ HOPONMCHIO)
[lepemauy Opoms3BEJINM: [lpyeM npomsBEJINM:
HOJIXHOCTB [Tognmce Pacumopporka HOJIXHOCTB [Tognmce Pacumopporka
IOONUCHU IOONUCHU

Hara Iara

doHOy NPMCBOEH HOMEP

VI3sMeHeHd B y4YeTHHEE IO

IJOJIXHOCTB

IHaTa

KYMEHTEI BHECEHEL

I[Toonmcoe

Pacumbpporka nomnmcu

dopmaT A4 (210 x 297 mMm)



http://ivo.garant.ru/document?id=3000000&sub=0

