[Ipuka3z MunucrepctBa KyiabTypsl PO ot 31 mapra 2015 r. N 526
"O0 yTBep)KIEHUY NPaBUJI OPraHU3ALNN XPAaHEHUs], KOMIJIEKTOBaHUS, Y4€Ta U UCIOIb30BaHUS
nokyMeHToB ApxuBHoro (ouaa Poccuiickoit denepannu u Apyrux apXuBHBIX TOKYMEHTOB B OpraHax
rOCyJapCTBEHHOM BJIACTH, OpPraHaX MECTHOTO CaMOYIPAaBJICHUS U OpraHu3anusix"

'APAHT:

Vkazom [Ipesunenra PO ot 22 utons 2016 . N 293 pa3paboTka u yTBep:KIE€HHE MPaBUI OpPraHU3aluN
XpaHEeHHs, KOMILJICKTOBAaHUS, yU4eTa M HCIOJb30BAHUS JOKYMEHTOB ApxXxuBHOro (Gouma P® u npyrux
apXMBHBIX JOKYMEHTOB B TOCYJapCTBEHHBIX OpraHax, OpraHaXx MECTHOI'O CaMOYIPABICHUS U
OpraHM3alMsIX OTHECEHBI K MOJTHOMOUMAM PeepanbHOro apXUuBHOTO areéHTCTBA

B cooTtBercTBuHU ¢ nmyHkToMm 2 yactu | cratbu 4, yacteio 5 ctateu 14 @eaepaibHOTO 3aKOHA OT 22
okTsiOpst 2004 r. N 125-®3 "OO6 apxuBHoM gene B Poccuiickoit ®epepauun" (Cobpanue
3akoHonarenscTBa Poccuiickoit @enepamu 2004, N 43, cr. 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, N 7, ct. 611; 2014, N 40 (u.
IT), ct. 5320) 1 nocranosnenuem IlpaBurenscTBa Poccuiickoit @enepanuu ot 20 utons 2011 . N 590 "O
MunucrepctBe KynbTypel Poccuiickoit ®enepanuu” (CoOpanue 3akoHomatenscTBa Poccuiickoit
O®enepanun, 2011, N 31, ct. 4758; N 44, cr. 6272; 2012, N 6, ct. 688; N 17, ct. 2018; N 26, ct. 3524,
N 37, ct. 5001; N 39, ct. 5270; 2013, N 3, ct. 204; N 8, ct. 841; N 31, cr. 4239; N 33, ct. 4386; N 41,
cT. 5182; N 45, c1. 5822; 2014, N 9, ct. 909; N 30 (u. II), ct. 4305; N 40 (u.III), ct. 5426, N 48, cT. 6860;
2015, N 2, ct. 491; N 4, ct. 664; N 9, cT. 1339) mpukasbeiBaio:

1. VYTBepauTh mnpunaraemple NpaBujia OPraHMU3alMU XPAHEHUs, KOMIUIEKTOBAaHHUs, y4€Ta U
UCTIOJIb30BaHUSl JOKYMEHTOB ApxuBHOoro ¢onga Poccuiickoit ®enepanuu M Jpyrux apXHBHBIX
JIOKYMEHTOB B OpraHax roCyJ1apCTBEHHOM BJIACTH, OpraHaX MECTHOI'O CAMOYIPABJICHUS U OPraHU3ALMIX.

2. HanpaBuTh HacTOAIMM NPHUKa3 Ha TOCYJAapCTBEHHYIO pErHcTpalnio B MUHUCTEPCTBO IOCTULIUU
Poccuiickoit @enepanuu.

3. KoHTposb 3a HCHOJNHEHMEM IIpHKa3a BO3JIOKUTh Ha IEPBOro 3amecTurenss MuHucrpa
B.B. Apucrapxosa.

MunucTp B.P. Menuuckuii

3apeructpupoBano B Munrocte PO 7 centsiops 2015 r.
Perucrpauunonnsiii N 38830

[Ipunoxenue
K npukasy Mununcrepcrsa KyasTypsl PO
ot 31 mapta 2015 r. N 526

IIpaBuna
OpTaHM3alNU XpaHEHUS, KOMIIIEKTOBAHMS, yI€Ta U HCIOIb30BaHUSA JOKYMEHTOB ApXHBHOIO
¢onna Poccuiickoii @enepanum u Apyrux apXUBHEIX JOKYMEHTOB B OPTaHaX I'OCYOapCTBEHHON
BJIIACTH, OpraHaX MECTHOT'O CAMOYTIPaBIIEHUS] U OPTaHHU3AIUAX

'APAHT:

Cwm. Metoanyeckrue peKOMEeH Ialliy 10 MPUMEHEHHUIO TIPABUIJI OPraHU3aluyd XpaHEHUs, KOMILIEKTOBaHMUS,
ydeTa ¥ UCIOJIb30BaHUsI JOKYMEHTOB apXxuBHOTO ¢oHna Poccuiickoit Denepanuu U Ipyrux apXUBHBIX
JOKYMEHTOB B TOCYapPCTBEHHBIX OPraHax, OPraHaxX MECTHOI'O CAMOYTIPABIICHUSI U OPTAaHU3ALUAX

1. OOmue nomoxeHns

1.1. HaCTOHH_[I/Ie HpaBI/IHa opraHu3ali XpaHCHUA, KOMIUICKTOBAHUS, YUCTa W HCIIOJIB30BAHUA
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JNOKyMeHTOB ApxuBHOTO (onaa Poccuiickoit denepanuu ¥ Ipyrux apXuUBHBIX JTOKYMEHTOB B OpraHax
roCy/IapCTBEHHOW BJAacTH, OpraHax MECTHOTO CaMOYIpPaBJICHMs] W OpraHM3alusaxX (Jajgee - HacTosIue
[IpaBuna) pazpaboTaHbl B COOTBETCTBUH ¢ DeiepaibHbIM 3akoHOM OT 22 okTs10ps 2004 1. N 125-03 "O6
apxuBHOM pene B Poccuiickoit @enepanun" (CoOpaHue 3akoHomarenbcTBa Poccmiickoit deneparum,
2004, N 43, cr. 4169; 2006, N 50, ct.5280; 2007, N 49, cr. 6079; 2008, N 20, cr. 2253; 2010, N 19,
ct. 2291; N 31, cr.4196; 2013, N7, cr.611; 2014, N40 (u.Il), cr.5320), nocranoBieHHEM
[IpaBurensctBa Poccuiickoit ®depeparmu ot 15 mrons 2009 r. N 477 "O6 yrBepxaenuu IlpaBun
JIETIOTIPOM3BOJICTBA B (peiepalbHbIX OpraHax ucnoJHuTenbHON BiacTu" (CoOpaHue 3aKOHOJATEIHCTBA
Poccmiickoit ®eneparmu, 2009, N 25, cr. 3060); mpukazom MwuHUCTEpPCTBA KyIBTYPbl U MAacCOBBIX
koMmyHuKaui Poccuiickoit ®enepanun ot 18 smBaps 2007 r. N 19 "OO6 yrBepxaeHuu [IpaBun
OpraHu3alliil XpaHEHUs, KOMIUICKTOBAHHUS, y4eTa M HCIIOJIb30BaHUS IOKYMEHTOB ApXHUBHOro (oHma
Poccuiickoit denepaniii U APYruX apXUBHBIX JOKYMEHTOB B TOCYJApCTBEHHBIX M MYHUIMINAIbHBIX
apxuBax, My3esx M Oubiamorekax, opranuzanusx Poccuiickoil akamemun Hayk" (nmamee - IlpaBuma
xpaHeHus1) (3apeructpupoBad MwuHioctoM Poccum 6 mapra 2007 r., peructparmoHHsiii Homep 9059,
"BrojuleTeHb HOPMATHBHBIX aKTOB (hefiepaibHBIX OpPraHOB MCIOJIHUTENbHOW Biactu oT 14 mas 2007 r.
N 20"), ¢ ”3BMEHEHUSIMH, BHECEHHBIMU MPHUKa30M MUHHUCTEPCTBA KYJIBTYPhl U MAaCCOBBIX KOMMYHHKAITAN
Poccuiickoit @eneparuu ot 16 despans 2009 r. N 68 (3aperucrpupoBan Muntocrom Poccun 5 mas 2009
r., peructparonnsiii Homep 13893, "Poccumiickas rasera" or 20 mas 2009 r. N 89), npukazom
Munkynastypsl Poccun ot 10 centsabps 2007 r. N 1273 "OO6 yrBepxkaeHuu (GopM YYETHBIX M HHBIX
JOKYMEHTOB [0 OPraHM3allM{d XpaHEHUs, KOMIUIEKTOBAaHUSA, Y4YeTa W MCIOJIb30BaHUS JIOKYMEHTOB
ApxuHoro ¢onma Poccuiickoit ®@enepauuu U Apyrux apXUBHBIX JOKYMEHTOB B TOCYJIApCTBEHHBIX H
MYHUITMTIATBGHBIX apXUBaxX, My3esix H Oubnmorekax, opraHusanumsx Poccuiickoil akamemun Hayk"
(3apeructpupoBan Muntocrom Poccun 9 okta6ps 2007 r., peructpaunonssiii Homep 10291, "bronnerens
HOPMATHUBHBIX aKTOB (eIepaabHBIX OPraHOB UCIIOJHUTEILHON BIacTH OT 5 HOsi0pst 2007 1. N 45").

1.2. JlelictBue Hacrosiuux IlpaBms He pacnpocTpaHseTcs Ha OpraHu3alyio  XpaHEHMs,
KOMILUIEKTOBAaHMS, y4eTa W HWCIIOJIB30BaHUS JTIOKYMEHTOB ApxuBHOro (onma Poccuiickoii denepanuu u
JIPYTUX apXUBHBIX JOKYMEHTOB, COJIEPKALINX CBEJEHHS, COCTABIIAIOIINE TOCYJaPCTBEHHYIO TallHYy.

1.3. T'ocygapcTBeHHBIE OpraHbl, OpraHbl MECTHOTO CaMOYMNPABJIEHUS MYHUIIMIIAILHOTO paiioHa,
TOPOACKOTO OKpyra M BHYTPUTOPOJCKOTO paiioHa 00s3aHbl CO3/aBaThb apXWMBbI B LEIAX XpaHEHUS,
KOMIUIEKTOBAHUSI, YU€Ta U HCIIOJIb30BaHUS OOPa30BaBIIMXCS B MPOLECCE UX ACSITENbHOCTH apXUBHBIX
JIOKYMEHTOB.

1.4. Opranuzanuu BIipaBe cO37aBaTh apXMBBI B LIENIAX XpaHEHUs] 00pa30BaBLIMXCA B MPOIECCe UX
JESATEIBHOCTH apXUBHBIX JOKYMEHTOB, B TOM UHMCIIE B II€JIIX XPAHEHUS U HCIIOJIB30BAHUS APXUBHBIX
JIOKYMEHTOB, HE OTHOCSIIMXCS K TOCYIApPCTBEHHON MJTH MYHHUIIMITAILHON coOcTBeHHOCTH™ (1).

1.5. 3agaun u ¢yHKUMU apxuBa (LIEHTPAIBHOTO apXUBa) TOCYIAPCTBEHHOTO OpraHa, OpraHa
MECTHOTO  CaMOYINpPABJICHMs, OpraHU3allUd - HCTOYHMKA KOMIUIEKTOBAaHUS TOCYAapCTBEHHOTO,
MYHUILIMIIAJILHOTO apXHUBa ONPEAEIIAIOTCS [10JI0KEHNEM, YTBEPKIAEMbIM PYKOBOIUTEIEM OpraHU3aI1H.

II. Opraru3anus XpaHeHUs JOKYMEHTOB apxuBHOro ponna Poccuiickoit @enepanuu u Apyrux
apXHMBHBIX JJOKYMEHTOB B OpPTaHU3aI[HH1

2.1. JlokyMeHTBI, 00pa3yroIIHecss B JCSITCIBHOCTH OPTaHHW3allUd, COCTABISIOT JOKYMEHTAJIbHBIN
doHx.

2.2. Co3gaHue JOOKYMEHTAIBHOTO (DOHJA OpraHU3aIlMd OCYIIECTBISACTCS ITyTEM COCTABJICHUS
HOMEHKJIATYphI e, (opMUpOBaHUS W O(OpPMIICHHUS el HAa OCHOBE HOPMATHMBHBIX IPABOBBIX AKTOB
Poccuiickoit ®denepannu, mepevyHel TUMOBBIX APXUBHBIX JOKYMEHTOB C YKa3aHHUEM CPOKOB X XPaHCHMS,
YTBEP)KJAEMbIX B COOTBETCTBHH C IyHKTOM 3 crathu 6 demepanbHoro 3akoHa oT 22 oktsaops 2004 r.
N 125-®3 "O6 apxuBHOM nene B Poccuiickoit denepanun, u nepeynell JOKyMEHTOB, 00Pa3yIOIIUXCS B
mpolecce JAeITeNbHOCTH (penepalbHbIX OPraHOB TOCYJApCTBEHHON BIACTH, WHBIX TOCYAApCTBEHHBIX
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opranoB Poccuiickoii @Penepaunu, a TakKe B MNPOLECCE JEATEIBHOCTA MOABEJOMCTBEHHBIX UM
OpraHM3aIyii, ¢ yka3aHUEM CPOKOB XpaHEHHSI.

2.3. Yacte nOKyMEHTaJIbHOTO (pOHMA, BKIIIOYAIOMAs JOKYMEeHThl ApxuBHOro (onna Poccuiickoii
®enepanyy, AOKYMEHTHl IO JHMYHOMY COCTaBYy M JOKYMEHTHl BpeMeHHbIX (cBbimie 10 5eT) cpokoB
XpaHEHUs, BKIIOUEHHBIC B YYETHBIE JOKYMEHTHI apXWBa, COCTABISICT ApXWBHBIA (DOHJI OpraHM3aINH,
KOTOPBIN MOAJIEKUT XPaHEHUIO B apXUBE OPraHU3aIUH.

JlokyMeHTBl BpeMeHHBIX (10 10 JIeT BKIIIOUMTENBHO) CPOKOB XPaHEHMsI XPAHSTCS B CTPYKTYPHBIX
MOJpa3/ielIeHUsAX OpraHu3allMi M IO HCTEYEHHWH CPOKOB MX XPaHEHHUS MOAJEKAT YHHUYTOXKEHHUIO B
HOpsi/IKe, YCTAaHOBJICHHOM B ITyHKTax 4.6 - 4.13 nacrosimux [Ipasui.

2.4. Bunamu apXuBHBIX (DOHIOB OpraHU3AIMH SIBIISIOTCS

apXUBHBI (OHJ OpraHU3aluu, COCTOSIIMKA W3 JOKYMEHTOB ApxuBHOro ¢(onma Poccuiickoii
®Denepalivl U pYTUX apXUBHBIX JOKYMEHTOB;

00BbEeTMHEHHBIM apXUBHBINA (DOH/I, COCTOSIINMI M3 00pa30BaBIINXCS B MPOLIECCE IEATEILHOCTH ABYX
uiam OoJiee opraHu3anuii JOKyMeHTOB ApxuBHOTO (onma Poccuiickoit denepanuu u Apyrux apXUBHBIX
JIOKYMEHTOB, UMEIOIINX MEX1Y cO00M NCTOPHUUECKU H/UITH JIOTHYECKU 00YCIIOBICHHBIE CBSI3H;

apXMBHasg KOJUIGKLMS, COCTOSIas W3 OTAEIbHBIX AapXUBHBIX JIOKYMEHTOB PAa3JIMYHOTO
IPOMCXOXKACHUS, 00BEIUHEHHBIX TI0 OJIHOMY WJIM HECKOJIBKUM MpPU3HAKaM (TEMaTHYECKOMY, aBTOPCKOMY,
BUJIOBOMY, 00ObEKTHOMY).

2.5. ApxuBHoMy (¢OHAY OpraHu3ald [PUCBAUBAIOTCS Ha3BaHUE, COOTBETCTBYIOIIEE
HAaUMEHOBAHUIO OpPTraHU3allly, 1 HOMED B MOPAJIKE, onpeaeseHHoM myHkToM 3.8. Hactosmux [Ipasu.

2.6. ApXuBHBIC TOKyMEHTHI OPTaHU3AIMH COCTABIISIOT OJUH (€AMHBIN) apXUBHBIA (HOHI:

0 M TIOCNie pEopraHu3aliM, a TakKe H3MEHEHUS CTPYKTYphl, IITAaTOB, €CIU YKa3aHHbIE
MEpOTNPHUATHS HE TOBJIEKIIH 32 cO00H M3MEHEHUs LieNel U peMeTa JesITeIbHOCTH OpraHn3alluig;

JI0 U TIOCIIe U3MEHEHUS TEPPUTOPHUATIEHBIX TPAHUIL IEATEIbHOCTH OpTaHU3alllu;

B CJIy4ae CMEHBI yUpEAUTEIIS.

B cinysae wu3MeHeHUss COOCTBEHHMKAa MMYIIECTBA OpraHMU3allMM apXUBHbBIE JOKYMEHTBI
OpTaHMU3AINH JTOJDKHBI BKIIFOUATHCS B pa3HbIC apXUBHBIC (DOH/IBI.

2.7. B ciayuae peopraHu3aliuu OpraHu3aliuu ¢ mnepenadeil GyHKIMH BHOBH CO3JIaHHON WU WHOMN
OpraHM3alMi BCE apXMBHBIE JIOKYMEHTHI MEPEAAOTCS OPraHM3alUU-TIPABOIIPEEMHUKY M BKJIIOYAIOTCS B
apXHUBHBIA (POH]T TOCIICTHEH.

JIOKyMEHTBI TOCTOSIHHOTO XPAaHEHUS U JOKYMEHTHI IO JIMYHOMY COCTaBY JIMKBUJIUPOBAHHBIX
OpraHu3aIil JTOJDKHBI MEepelaBaThCid B YHOPSAOYECHHOM COCTOSIHMM Ha XpaHEHHE B COOTBETCTBYIOLIMI
rOCyIapCTBEHHBIN (MYHULIUIIATbHBIN) ApXUB.

2.8. XpOHOJOrHYECKUMH TPAaHUIIAMU apXUBHOTO (poHIa ABISAIOTC ™ (2):

JUTSE apXUBHOTO (DOH/IA OpPraHM3AIMH - yCTAaHABIMBAEMbIE HA OCHOBE HOPMATHUBHBIX aKTOB JaThl
CO3JaHMsI U JTUKBUJALUU OpraHu3zanuu. [Ipy Hamu4Yuu HECKOJIBKUX aKTOB 00 00pa30BaHMM OpraHU3aLUU
NPUHUMAETCS 1aTa Hanubosee paHHEro U3 HUX;

1 O0BEAMHEHHOTO apXWBHOTO (DOHIA OpraHW3alMM - JaThl CO3JaHUS HamOoJjiee paHHEW WU
JUKBUAALMU Hanboiee Mo3AHEeH 10 BpeMEHHU JeSTEIbHOCTH OpraHn3alliy, TOKyMEHTBl KOTOPOW BOIIUIU B
COCTaB 00BEIMHEHHOTO apXUBHOTO (HOH/A;

JUIsL apXUBHOM KOJIJIEKLIUY - ATl CAMOI'O PAHHETO U CaMOr0 MO3/IHEr0 JOKYMEHTA.

2.9. ApxuBHBIE JOKYMEHTHI JTOJDKHBI XPaHUTHCS B CHUCTEMATU3MPOBAHHOM IOpSIKE B IMperenax
apxuBHOro ¢onaa. EnquHunel cucremarnzanuu JTOKYMEHTOB apXMBHOTO (DOHAA B apXMBE OpraHU3aIllH
SBJISIETCS. COBOKYIMHOCTb apXMBHBIX JOKYMEHTOB WJIM OTACNbHBIM JOKYMEHT, OTHOCSIIUECS K OJHOMY
BOIIPOCY JESITEILHOCTH OpraHU3aluy (Jajiee - eIMHUIA XPaHeHUS).

2.10. EquHutibl XpaHeHus TOJDKHBI ObITh CHCTEMAaTH3UPOBAHbI, BHECEHBI B ONTUCH M 0()OPMIICHBI B
nopsijike, 00eCIeYNBAIOIIEM YUET, TIOMCK U UCIIOIb30BAHNE APXUBHBIX JTOKYMEHTOB.

2.11. EnguHunel XxpaHeHUs apXMBHOTO (OHIA CHUCTEMATHU3UPYIOTCSI B COOTBETCTBUHM CO
CIIEYIOIIUMHU TPU3HAKAMH:

CTPYKTYpHBIM  (IPUHAIJICKHOCTh €OUHUI] XPAaHEHHUS K CTPYKTYPHBIM MOJpa3aeiIeHUsIM



OpraHu3aIum);

XPOHOJIOTUYECKUH (10 MeproiaM WK JaTaM, K KOTOPBIM OTHOCSATCS €IMHULIBI XPAaHEHHUS);

(YHKUIMOHATBHBIN, OTPACIEBOM, TeMaTHUECKUH, MPEAMETHO-BONPOCHBIA (C y4yeToM (YHKIIHA
OpraHH3aIy, TEM WIH BOIPOCOB, KOTOPBIX KaCaeTCs COAepkKaHUe eTUHUIL] XPAaHEHHUS );

HOMHHAJILHBIN (TI0 IEIONPOU3BOJICTBEHHON (hOpMe - BHJIaM U Pa3HOBUHOCTSM JOKYMEHTOB);

KOPPECHOHJIEHTCKUH (110 OpraHu3alusM, B pe3yjibTaTe MEPEenucKd ¢ KOTOPhIMH 00pa30BaIKCh
€IMHULbI XPaHEHUs);

reorpauueckuii (B COOTBETCTBUH C ONPEIEICHHBIMU TEPPUTOPUSIMHU, HACEIIEHHBIMU ITYHKTaMU U
IpyTUMH TeorpaUuuecKuMu OOBEKTaMHU, C KOTOPBIMHU CBSI3aHO COJIEp)KaHUE JIOKYMEHTOB, aBTOPBI,
KOPPECTIOH/ICHTHI);

aBTOpCKH (MO0 HA3BaHUSAM OpraHu3alui Wi (paMUIUsSM TpakIaH, SBISIONINXCS aBTOpaMHU
JIOKYMEHTORB).

2.12. JIokyMeHTBHI, BOIIEAIINE B OOBEAMHEHHBIN apXUBHBIN (DOH, pacroNiaratoTcs 0 3HAYUMOCTH
dbong000pa3oBaTENC, MO XPOHOJOTUHM CO3JIaHUS JTOKYMEHTOB, MO ajidaBUTy Ha3BaHUH W JPYTrUM
npu3HakaM. B mpegenax kaxmaoro (oHma, Bomeamero B 00 AMHCHHBIN apXUBHBINA (OH, MPUMEHSIIOTCS
MPUHLIMIIBI CUCTEMATU3allMH, BBIOOP KOTOPBIX OMPEIENAETCS XapaKTepOM JAEATEeIbHOCTH KOHKPETHBIX
OpraHMU3aIyii, COCTABOM U 00HEMOM JOKYMEHTOB.

2.13. CucremaTtusanus IOKYMEHTOB apXHUBHOM KOJUIEKIIMU OMNPENENACTCS TEMATUKOU U COCTaBOM
JIOKYMEHTOB.

2.14. CoxpaHHOCTb JIOKYMEHTOB B apXWBE€ OpraHW3alMd OOECNEYMBACTCS KOMIUIEKCOM
MEPONPHUITHIA 10 CO3aHUI0 HOPMATHUBHBIX YCIOBUH, COONIIOJIGHUI0O HOPMATHUBHBIX PEXHUMOB U
HaJJIeXKalled OpraHu3allMi  XpaHEHUs JOKYMEHTOB, HCKJIIOYAIOIIMX XHWIIEHHEe W yTpary |
o0ecreYnBaroIINX MOIJICpKAHIE B HOPMATbHOM (PH3UIECKOM COCTOSTHUH.

B xommiiekc pabor 1o oOecrneyeHHI0 COXPaHHOCTH JIOKYMEHTOB apXHvBa OpraHH3al[uu
BKJIIOYAIOTCA:

MPeIOCTaBIEHUE TTOMEUICHHUS JIJIsl pa3MEIEHUS] apXUBHBIX JTOKYMEHTOB;

obecrnieueHre HOPMAaTUBHBIX YCIOBHI XpaHEHUS TOKYMEHTOB;

BBITNOJIHEHHE TPEOOBAaHUH K pa3MEIIEHUIO JOKYMEHTOB B apXUBOXPAHUIIUILIE;

MPOBEpPKA HAIMYHUS U COCTOSIHUS JJOKYMEHTOB.

2.15. ObecnieueHre HOPMATUBHBIX YCIOBHI XpaHEHUS IOKYMEHTOB BKIIFOYACT:

OCHAII[EHUE aPXUBOXPAHUIIHII CIICIIUATILHBIM 000PYIOBAaHUEM ISl XPAHEHUS JOKYMEHTOB;

o0opy/soBaHHE TOMEUICHUS apXuBa OpTaHM3allUd CPEICTBaMU MOXKAapOTYIIEHUs, OXPAaHHOU H
MIO’KAPHOM CUTHAJIM3ALUEH;

coOII0ZICHHE TPOTUBOIOKAPHOTO PEKUMA;

COOJIOZICHHE OXPAHHOTO PEKUMA;

CO3/1aHME€ HOPMATUBHBIX TEMIIEPATYPHO-BIA)KHOCTHOTO, CBETOBOTO PEXHMOB, IPOBEACHHE
CAaHUTAPHO-TUTUEHUYECKUX MEPOIIPHUSATUH.

2.16. ApXuB OpraHM3aIiy pa3MeIaeTcsl B CIEIUaIbHO MOCTPOSHHBIX WM MPUCTIOCOOICHHBIX IS
XpaHEeHUs! JOKYMEHTOB 3aHUSX WA B OTACIbHBIX TOMEIICHUIX 3aHHUS.

B apxuBe opranu3anuu J0JKHBI OBITH IPETYCMOTPEHBDI:

apXUBOXPAHUIHIIIC;

MOMEIEHHUE JIJIs PUeMa, BPEMEHHOTO XpaHEeHUsI TIOKYMEHTOB;

MOMEIIEHUE U1l MCIIOJIb30BAHMS JOKYMEHTOB (YUTAIBHBIA 3all, Y4aCTOK BbIa4l JTOKYMEHTOB U
WH()OPMAITMOHHO-TIONCKOBBIX CPEJICTB);

paboyrie KOMHATHI COTPYTHUKOB apXHWBa OPTraHU3alUU, KOTOPBIC OJDKHBI OBITH M30JUPOBAHBI OT
MOMEILEHUH, e XPaHATCS apXUBHbIE TOKYMEHTBI.

He nonyckaercst pa3MelniieHrue apXxuBa OpraHu3aliy B MOJBATbHBIX U YEPAaYHBIX TOMEIICHUSX.

2.17. ApXWBOXpaHWIHIIE JODKHO OBITh YAQJIEHO OT JabOpaTOpPHBIX, TMPOU3BOJICTBCHHBIX,
OBITOBBIX TMOMEIICHUH W HE HMMETh OONMX C HHUMH BEHTHIALMOHHBIX KAaHAIOB. APXWBOXPAHWIHIIE
OTIeNsieTcs OT COCEJHMX TIOMEUICHHI HeCropaeMbIMH CTEHAMH U MEPEeKPHITUSAMH C IpeaeaamMu



OTHECTOMKOCTH HE MeEHee JBYX YacoB. B apXMBOXpaHMJIMILE HE JOIYCKAaeTCs IMpOKIaaka TpyO
BO/IOCHA0KEHUS ¥ KaHAINU3AlUH, TEXHOJIOTMYECKHE UIH OBITOBBIE BHIBOJIBI BOIBI.

2.18. Ilpu pa3MelieHud apXUBOXPAHWJIHMILA B CIEHUAIBHOM WM HPUCHOCOOJICHHOM 3aHUH
npennoureHue (MpU paBHBIX TEIUIOBBIX XapaKTEPUCTUKAX) OTAAETCS TOMEUICHUSIM C CEBEpHOM
OPUEHTALIMEN OKOH.

Matepuanbl TOKpBITHS CTEH, IOJIOB, MOTOJIKOB, BHYTPEHHEHl apMmaTypbl apXMBOXpPaHWIMILA,
IpUMEHSeMbIe TPH H3TOTOBJIEHUH OOOPYNOBaHMS W CPEACTB XpAaHEHHS apXUBHBIX JOKYMEHTOB, HE
JTOJI’KHBI BBIIESATH arpeCCUBHBIE XUMUYECKHE BEIIECTBA U ObITh ICTOYHUKOM IBUIH.

2.19. ApxuBoxpaHwiuiie IODKHO HMMETh E€CTECTBEHHYIO WM HCKYCCTBEHHYIO BEHTHIISLMIO,
00ecrevynBaroIyl0 PEHUPKYISAIUI0 BO3/yXa, CTAaOWIBLHOCTH TEMIIEPATYPHO-BIAXXHOCTHOTO pPEXHMA,
OYHUCTKY BO3/yXa OT IbUIM U arpecCUBHBIX NMpPUMECEH, a TakkKe OTBeYaThb COBPEMEHHBIM TPEOOBAHHIM
KOMIAKTHOCTH U SKOHOMUYHOCTH.

ApPXHUBOXpaHWIHINE JODKHO HMETh BBIXOABI K TH(TAM U JTECTHUYHBIM KIIETKaM.

2.20. ApxuBoxXpaHWIWIa (3a MCKIIOUYCHHEM apXWBOXPAHWJIUII, pACIOJIATAIOMUXCA Ha
OXpaHsEeMOU TePPUTOPUH) 000PYIYIOTCS ABEPSMU C IMOBBIIICHHON TEXHUYECKOH YKPEIIIEHHOCTHIO IIPOTHB
BO3MOXXHOT'O B3JIOMa, OCHAIIEHHBIMHM 3aMKaMH{ MOBBINIEHHOW cekpeTHocTH. OKHA MOMELIEHUI MepBOro
3TaXka JIOJDKHBI OBITH 000PYIOBAaHBI 3aITMPAOIIMMUCS permeTkamu™(3).

2.21. Bce nmocTtynaromiye B apXuB OpraHu3aliyd JTOKYMEHThI pa3MEIIaloTCA B apXHBOXPAHWIMIIAX
HA CTAIlMOHAPHBIX W/WIM TEPEIBMIKHBIX METAUITMYECKHX CTeIaKax, B METAIUTMYECKHX IKadax WIn
KOHTEHHEepax.

Crennaxxu TOJKHBI OBITh YCTAHOBJICHBI MEPIEHAMKYISIPHO CTEHAM C OKOHHBIMH IIPOEMaMH, a B
MOMEIICHNU 0€3 OKOH - C yd4eToM OCOOCHHOCTeW moMelieHuss ¥ obopymoBaHus. He momyckaercs
pa3MeLIeHUE CTEIUIAXKEN BIUIOTHYIO K HAPYKHBIM CTE€HAM 37aHMs U K UICTOUYHUKaM TeIuia.

PacctanoBka cremnaxeil W mKadQoB OCYIIECTBISETCS B COOTBETCTBUU CO  CIEIYIOIIMMHU
TpeOOBaHUSMU:

paccTosHue MEXAy psAaaMu cTeutakei (TJaBHBIN poxox) - He meHee 120 cwm;

paccrosinue (Ipoxo/1) MEXAY CTeJUIaKaMu - HE MeHee 75 cM;

paccTosiHie MEX]ly Hapy>KHOM CTEHOM 3[aHUA U CTeJUIaXKaMU, MMapajljieIbHbIMU CTEHE - HE MEHee
75 cMm;

paccTosiHue MEXIy CTEHOW U TOPIIOM CTeiuiaxa win mkada (00xox) - He MeHee 45 cM;

paccTosiHie MEXIy MOJIOM M HUKHEH MOJKO# cTennaxa (mkada) - He MmeHee 15 ¢M, B IOKOJIBHBIX
sTakax - He meHee 30 cM™(4).

2.22. IlpoTMBONOKApHBI pPEXUM B 3[JaHUAX, IZI€ pa3MEIIAECTCA apXWB OpraHu3alud, U B
apXMBOXpPAHWIMIIAX YCTAaHABIMBAETCS B COOTBETCTBMM C HOPMATHUBHBIMU MPABOBBIMH aKTaMU
Poccuiickoit @enepannu B 061aCTH OXKAPHOU OE30MACHOCTH.

2.23. OxpaHHBIA peXUM OOECTCUMBACTCS IyTEM OOOPYIOBAHHS APXUBOXPAHWIHIN, a TaKKE
JOpYTUX IIOMEIEHUH, TJE€ MOCTOSHHO WM BPEMEHHO XpaHATCS AapXWBHBIE JOKYMEHTBI, CpEICTBaMU
OXpaHbl, O00ECIEeYUBAIOIIUMU KOHTPOJb JIOCTyHNa B apXHWBOXPAaHWIMILE M TMOMELIEHUS apxuBa, M
COOJIIOJICHHEM TOpsiAKa CIaud T0J] OXpaHy M CHATUS C OXpaHbl, YCTAaHOBJIEHHOT'O PYKOBOIHUTEIEM
OpraHH3aIiH.

B ciywae BBIauM apXUBHBIX JIOKYMEHTOB BO BPEMEHHOE IIOJIb30BAHME II0 3ampocam
roCy/IapCTBEHHBIX OPTaHOB, OPraHOB MECTHOT'O CaMOYIPABIIEHUS M OPTaHU3ALUN BEIHOC U3 3/1aHUS apXUBa
WIM 3/1aHUS OpraHU3alK ApXUBHBIX TOKYMEHTOB Pa3peLIacTCs TOJIBKO 0 CIIEHHaIbHBIM IIPOITyCKaM.

2.24. ApxXuBHBIE TOKYMEHTHI CIEAYET XPAHUTh B TEMHOTE.

Bce Buapl pabot ¢ TOKyMEHTaMU JOJDKHBI IPOBOJAUTHCS MPH OIPAaHHMYEHHBIX MM TEXHOJIOTMYECKH
HEOOXOUMBIX YPOBHSIX OCBEILIEHUSI.

3ammTa JOKYMEHTOB OT JCHCTBUSI CBETa OOECIIEYMBAETCS XPAaHEHHWEM JIOKYMEHTOB B KOpPOOKax,
nankax M rneperierax, B mkadax Wil Ha CTeJIaXKax 3aKpbITOro THIA.

EctecTBeHHOE OCBEllIEHUE B apXUBOXPAHUIIUILE TOMYCKAETCS MPU yCIOBUM IPUMEHEHUSI Ha OKHAX
cBeTopaccenBaTesiel, 3alIUTHBIX (PUIBTPOB, IITOP, KaJlO3M, HAHECEHHBIX Ha CTEKJIO MOKphITHH. Jls



MCKYCCTBEHHOT'O OCBEIICHUSI MPUMEHSIOTCS JIaMIbl HAKaJMBaHUS B 3aKPBITHIX IUIAQOHAX C TIaIKON
MOBEPXHOCTHIO.

VYpoBeHb OCBEUIEHHOCTH B JWAaNa3oHE€ BHUJIMMOIO CIEKTpa HE JIOJDKEH IMpEeBbIIIaTh: Ha
BEPTUKAIBHON MOBEPXHOCTH CTEJIJIaXkKa, Ha BBICOTE OJHOTO MeTpa oT moja - 20-50 mokcoB, HAa pabounx
cronax - 100 iroxcoB™(5).

2.25. B apXuMBOXpaHWIHUILE JJISI XPAaHEHHUsI JOKYMEHTOB YCTAHABJIMBAIOTCS CIECAYIOIIUE MapaMeTPhI
TEMIIepaTyPHO-BIAXKHOCTHOTO peknma:™(6)

JUIS XpaHEeHUsI TOKYMEHTOB Ha OyMa)KHOM HocuTene - Temmeparypa 17 - 19°C, orHocuTenbHas
BJIQXKHOCTH Bo3ayxa - 50 - 55%);

JUISl TOKYMEHTOB Ha MarHWTHBIX IMCKaX M JUCKOBBIX HaKomuTe X - 8 - 18°C u 45 - 65%);

JUTSL TOKYMEHTOB Ha onTudeckux auckax - 10 - 23°C u 20 - 50%;

JUISL TOKYMEHTOB Ha KUHOIIJICHKE:

C HUTPOOCHOBOM - 4epHO-Oenble: Temmeparypa He Bbime 10°C, nBeTHBIC: TeMIeparypa He BBIIIE
-5°C;

¢ 6e3omacHOil OCHOBOH - yepHO-Oenble: TemrepaTypa He Beime 15°C, 1BeTHBIC: TeMIleparypa He
BRIIIE -5°C;

1Tt POTOIOKYMEHTOB:

yepHO-0enble - Temneparypa He Boime 15°C;

LIBETHBIE - TEMIIepaTypa He Bblie -5°C.

OTtHocuTenbHAs BIAXKHOCTh BO3/A4yXa, HEOOXOAMMasl ISl XpaHEHUs JOKYMEHTOB Ha KUHOILICHKE U
dorogokymenTo coctasiser 40 - 50%.

2.26. B apXuUBOXpaHWIHIE C HEPETyJIUPYEMbIM KJIMMATOM JOJIKHBI  OCYIIECTBIISITHCA
MEPOIPUATHS MO ONTUMHU3ALMKN TEMIIEPATYPHO-BIAKHOCTHOTO PEXUMa C MPUMEHEHUEM OTOIUICHUS U
MIPOBETPUBAHUS TMOMEUICHUM, a TakKe MEXaHHYECKHX CPEICTB YBJIAXXHEHHS WM OCYIIEHHS BO3JyXa.
Pe3kune konmeGanusi (Ce30HHBIE M B TEUYEHUE OJHHUX CYTOK) Temmeparypbl (+/- 5°C) U OTHOCHUTEIBHOM
BJIQXKHOCTH Bo3ayxa (+/- 10%) He nomyckaroTcs.

[Ipn muTen HOM HApPYIIEHWH TEMIIEPATYPHO-BIAKHOCTHOTO pexnma (0T 3 cyTok u Ooiee),
CONPOBOXKAAIONIEMCS] MOBBIIIIEHUEM OTHOCUTENIBHOM BIIAXKHOCTH Bo3ayxa a0 70 - 90%, mpuHuMaroTcs
MEPBHI TI0 €r0 HOpMaTU3aIiK (MHTEHCUBHOE TPOBETPUBAHKE, OCYIIICHUE apXUBOXPAHWIIHIIA).

TemnepaTypHO-BIQXKHOCTHBIM ~ PEXKUM  KOHTPOJUPYETCS IYTEM  PETYISIPHOTO  H3MEPEHHUs
TEMIIEpaTypbl U OTHOCUTEIHHOM BIAKHOCTH KOMHATHOT'O M HAPYXXHOTO BO3/yXa B OJIHO U TO K€ BpeMsi: B
KOHIWIMOHUPYEMBIX TIOMEUICHUX - HE pexe 1 pa3a B HEAENIO; B apXUBOXPAHUIIUINAX, HE OCHAILIEHHBIX
CHUCTEMOM KOHJUIIMOHUPOBAHMS BO3/IyXa - 2 pa3a B HEJENIO; IPU HAPYUICHUAX pexkuma - 1 pa3 B CyTKH.

[ToxazaHus KOHTPOJBHO-U3MEPUTEIbHBIX MPUOOPOB  (PUKCUPYIOTCS B  PETUCTPALMOHHBIX
KypHaAJIaX, B KOTOPBIX TaKKe OTPAKAIOTCSA MPOBEpKA MPABUIBLHOCTH IMOKAa3aHWA TPUOOPOB U MEPHI,
IPUHSTHIE 10 HOPMAIHU3AINHI TEMIIEPATYPHO-BIXKHOCTHOTO PEKUMA B CIIydasix ero HapyueHus.

[Ipn Hanuuuu B 30aHUU apXHWBa [EHTPAIU30BAHHOW CHUCTEMBI OOECHeYeHUs COOIIOICHUS
TEMIEPATYPHO-BIAXKHOCTHOTO PEXHMa B IMOMEIICHUSX, I/I€ XPaHATCS JOKYMEHTBI, KOHTPOJIb 3a €ro
COOJTIOZICHHEM OCYIIECTBIISIETCS B AaBTOMATHUECKOM PEKHIME.

2.27. llomemieHuss apxWBa OpraHu3allUd JOJKHBI COJEPKATbCS B YHCTOTE, B YCIOBHSX,
HCKJIIOYAIOIINX BO3MOXKHOCTh TMOSIBJICHHS IUIECEHU, TPHI3YHOB, HACEKOMBIX, MbUIM. B momemieHusax
apXMBOXpPAHWIUI JOJDKHA ObITh oOecriedeHa CBOOOAHAs IMPKYJSAIUS BO3/AyXa, HCKIIOYAIOLIAs
o0Opa3oBaHNE HETIPOBETPUBAEMBIX 30H, OMACHBIX B CAHUTAPHO-OMOIOTHYECKOM OTHOIIICHUH.

B nomenieHusix apXuBOXpaHUIHIL HEOOXOUMO:

MPOBOANTH CUCTEMATHUECKYIO BIQKHYIO YOOPKY;

HE pEeXe OJHOTO pa3a B roj MPOBOIAUTH OOECTIBUIMBAHHE KOPOOOK C JOKYMEHTaMH, MIKagoB,
CTeJIaXeH;

o0OpabaTbhIBaTh LIOKOJIBHBIE YaCTH CTEJJIaKeH, TMOJbl, IUIMHTYCHI, IOJAOKOHHUKHA BOJHBIMHU
pacTBOpamMu aHTUCENTUKOB.

2.28. Jla pa3a B roj (B Hayaje ¥ 1O OKOHYAHMHM OTOIUTEIHLHOTO CE30HA) TOKYMEHTHI M



MOMEIIEHUST APXUBOXPAHWIUI TOJABEPraloTCs OOCIECNIOBAHUIO Ui CBOEBPEMEHHOTO OOHApYXKEHUS
HACeKOMBIX U mieceHu. [Ipu oOHapykeHHH OMOJIOTUYECKUX BpeauTeNiel MPUHUMAIOTCSI CPOYHBIE MEPHI T10
ne3uH(EeKIMH W JIe3WHCEKIIMH JOKYMEHTOB M TOMEIIEHUH cuilaMd paOOTHUKOB apxuBa, a Tpu
HEOOXOIMMOCTH - CUJIaMU COOTBETCTBYIOIINX CITYKO.

2.29. B apxuBOXpaHWIMLIE 3alpeliacTcsd HAaXOOUThCS B BEPXHEM OAEKIE, MOKPOW M TPSI3HOI
0o0yBH; XpaHHUTb IIOCTOPOHHUE TMPEAMETHI, HMYIIECTBO U 000pyAOBaHHE, YHNOTPEOJATH MHILEBbIE
MPOJIYKTHI.

2.30. O6s13aTeIbHBIMH YCIOBUSMH XPAHEHUS AICKTPOHHBIX TOKYMEHTOB SIBIISTFOTCSI:

HaJU4Yhe B apXUBE OpraHU3alMd HE MEHEE [BYX 53K3EMIUIIPOB KaXKIOW E€AUHUIBI XpaHEHUS
JJIEKTPOHHBIX JOKYMEHTOB (OCHOBHOW M pabouyuil SK3eMIUIAPHl JTOJDKHBI HAXOIWUTHCS Ha pPa3HbIX
¢u3nUecKux yCcTponCcTBax);

HaJIMYUEe TEXHUYECKUX U TPOTPaMMHBIX CPEICTB, MpeIHAa3HAYEHHBIX JI1 BOCIPOU3BEACHMS,
KOMUPOBAHUS, IEPE3alMUCH DJICKTPOHHBIX JOKYMEHTOB, KOHTPOJIS (DU3MYECKOrO0 H TEXHUYECKOTO
COCTOSIHUS;

ofOecrieueHHe pEKUMa XPAaHEHUs OJJIEKTPOHHBIX  JIOKYMEHTOB, HCKJIIOYAIOIIETO0  YTpary,
HECaHKIIMOHUPOBAHHYIO PACCBUIKY, YHUUTOKEHUE WM UCKaKEHUE UHPOPMALIUH.

2.31. Ilepenaua TEKCTOBBIX 3JIEKTPOHHBIX JOKYMEHTOB [Jisi XpaHEHUs B apXWB OpraHu3alui,
ABIISIONIEHCS HMCTOYHUKOM  KOMIUICKTOBaHMSI TOCYJAapCTBEHHOTO W MYHHUIMIAJIBHOTO  apXuBa,
ocymectsisiercs B popmarte PDF/A.

2.32. B mensx oOecrieueHuss XpaHEHHS, y4€Ta W HCIIOJIB30BAHUS JJICKTPOHHBIX JTOKYMEHTOB,
HaxXOJSIIMXCS Ha XPAaHEHUM B apXUBE OPraHU3allUM, JTOJKHO MPOU3BOJUTHCS CHHXPOHHOE HU3MEHEHUE
IpOrpaMMHO-aINIapaTHON CpeJbl B OpraHU3allid U B apXUBE OpPraHM3allMM, a TaKKe CBOEBpEMEHHas
Mepe3anuch JICKTPOHHBIX APXUBHBIX JOKYMEHTOB HA HOBBIE HOCUTENH U B HOBBIE ()OPMATHI.

B mporiecce xpaHeHus 3IEKTPOHHBIX TOKYMEHTOB B apXMBE OpraHU3alluu He pexke OJHOro pa3a B 5
JeT TPOU3BOJIUTCA TEXHUYECKUH KOHTPOIb (UIUYECKOTO COCTOSHHUS HOCHTENEH 3IEKTPOHHBIX
JIOKYMEHTOB M BOCIIPOU3BOJUMOCTHU AJNEKTPOHHBIX IOKYMEHTOB.

B cnydae ecnu mnpu  OCYIIECTBICHMM TEXHUYECKOTO KOHTPOJS YCTAHOBJIEHBI HW3MEHEHUS
(GU3NYECKOTO COCTOSTHUS HOCHUTENEH AJIEKTPOHHBIX JOKYMEHTOB, apXWB OpraHM3alld IO PEIICHUIO
PYKOBOJUTEIS OPTaHU3AIUU JIOJDKEH MPOBOIUTH padOTy MO Mepe3anucy dJIEKTPOHHBIX JOKYMEHTOB Ha
HOBBIEC HOCUTEIH.

[Ipn u3meHeHuu ¢GopMaToB B pe3yibTaTe MPEoOpa3oBaHMs MPOTPAMMHO-ANIIAPATHON Cpempl,
YXYALIEHUS BOCHPOM3BOAMMOCTH AJIEKTPOHHBIX JOKYMEHTOB apXHMB OpraHU3alld [0 PElIeHUI0
PYKOBOJUTEIS OpPTaHU3AIMH JOJDKEH MPOBOIUTH PabOTy MO IMEepe3amucH AJIEKTPOHHBIX JOKYMEHTOB B
HOBBIE ()OpMATHI.

[Ipu ocymiecTBieHWH TMepe3anucy JOJDKHA OBITh o0ecredeHa ayTeHTHYHOCTh, IIOJTHOTA,
JIOCTOBEPHOCTh, IIEJIOCTHOCTh M HEU3MEHHOCTb HMH(OpMAIUH, Ccojepxalleics B SJIEKTPOHHBIX
JIOKYMEHTaX.

TekcToBbIE 3JIEKTPOHHBIE TOKYMEHTHI, MMOABEPrIINecs Mepe3anicy B HOBble (opMaThl W/WIK Ha
HOBBIC HOCUTEJH, JOJKHBI OTBEYaTh TPEOOBAHUSAM, YCTAaHOBICHHBIM MyHKTOM 2.3 1 Hactosumx [IpaBu.

2.33. Jlns omepaTUBHOrO AOCTYIA K AJIEKTPOHHBIM JOKYMEHTaM B CIPABOYHBIX W IMOMCKOBBIX
[EeJSIX B apXUBE Co3/1aeTcsl (DOHJI MOJIb30BAHUS AIEKTPOHHBIX TOKYMEHTOB.

2.34. Bce nocTynaromye B apXuB OpraHu3aliyd TOKYMEHTBI pa3MEIIaloTCA B apXUBOXPAHWIHUIIAX
Ha CTEJIaKaxX WM B mKadax B MOPSAKE, COOTBETCTBYIOIIEM OMHCSIM e, JOKYMEHTOB. J[OKyMEHTHI,
TEMIEPATYPHO-BIAXKHOCTHBIN PEXHUM XPAaHEHUS KOTOPBIX Pa3IUYeH, JOKHBI pa3MellaTbcsi B Pa3HbIX
apXUBOXPaHWIHILAX.

2.35. Jloxymentsl ApxuBHoro (onma Poccuiickoit denepanuu U Apyrue apXxuBHBIE JTOKYMEHTHI
TOJKHBI XPAaHUTBCS B KOpPOOKAaxX WM TMafKax, W3TOTOBJICHHBIX W3 OE3BPEOHBIX IS JTOKYMEHTOB
MaTepuaoB.

DNEKTPOHHBIE TOKYMEHTHI Ha (PU3MYeCKH 000COOIEHHBIX HOCHTENSX Pa3MEIIAIOTCs OTAEIBHO OT
JIPYTUX JOKYMEHTOB.



Ha xopoOku npukiIenBaroTcs sIpbIKK, Ha KOTOPBIX YKa3bIBAIOTCS: HOMEp (OHIa, HOMEp ONUCH H
KpallHHE HOMEpa JIeJl, pa3MEIIeHHBIX B TJAaHHON KOpOOKe.

[lopsok pa3MmelieHHs] YCTaHaBIMBAE€TCS B 3aBHCHUMOCTH OT pACCTOSHUS MEXKIYy IOJIKaMH,
(U3UYECKOro COCTOSHUS /1€, a TAKXKe OT TBEPAOCTH WM MATKOCTH Ieperuiera. Jlena, umeromue TBepabli
NEPEIJIET, YCTAaHABIMBAIOTCS BEPTUKAIBHO; C MATKUM [EPEIUIETOM WM HENEpeIUIETCHHbIE -
TOPU30HTAJIBHO.

KopoOku He 10JKHBI BBICTYNATh 3a MPEEIIbI TOJIOK CTEIUIaKeH.

He nomyckaercs XpaHeHME MJOKYMEHTOB B TPaHCIOPTHOM Tape, B MITa0ensiX, Ha IOy,
NOJIOKOHHMKAX, JIECTHUYHBIX IUIOUIAJIKaX U OPYTHX, HE IPEIHA3HAYEHHBIX JISl XPaHEHUS JOKYMEHTOB
MecTax.

2.36. Bce momenieHusl apxuBa OpraHM3alld, a TAKKE CTEIUIaXH, IIKa(dbl, KOHTCHHEPHI, MOJKH
HyMepytoTcst. Crennaxku, mKapbl M KOHTEHHEPbl HYMEPYIOTCS B Ka)KIAOM apXHMBOXPAHMIIMILE CIIEBA
HaNpaBo OT BXOJHOM JIBEPH, a MOJIKUA Ha CTeJIaKkax - 1o IKadaM cBepXy BHH3, CJIeBa HAIPaBO.

2.37. B uenax omnpeneneHUs MecTa XpaHEHUsI JOKYMEHTOB B apXWBOXPAHWIIMIIE COCTAaBIISIOTCA
TonorpaguuecKue ykasaTeau: nocremiaxuele (npunoxkenre N 1), a mpu O0IbIIOM KoJduyecTBe (OHIOB -
nodonossie (nprnoxenre N 2).

2.38. H3meHeHMs, NPOUCXOASIIME B pa3MELIEHUU JOKYMEHTOB, JIOJKHBI CBOEBPEMEHHO
OTpa)kaThbCsl B TONOTpapUUECKUX yKa3aTessX.

2.39. B xo/1e NpoBEpKHU HAMYMSI U COCTOSHUS apXUBHBIX JOKYMEHTOB B apXMBE OpraHU3alluu:

yCTAQHAaBJIMBAeTCsl (PaKTHUECKOE HaJIM4YUE€ €IMHUL] XPaHEHUS U COOTBETCTBUE YUYETHBIM
JIOKYMEHTaM;

BBISIBJIIIOTCS] U YCTPAHSAIOTCSA HEOCTATKU B YUETE JOKYMEHTOB;

BBISIBJISIFOTCS] OTCYTCTBYIOILIUE IOKYMEHTBI M OPraHU3YETCSI PO3BICK;

BBIBIIIIOTCS. M YUUTHIBAIOTCS  JOKYMEHTBI, TpeOyrouiye  Npo(UIakTHUECKOW — W/WiH
pecTaBpallMOHHO-IPOPUIAKTHUECKOW 00paOOTKH.

BBISBIAIOTCS M Y4YHUTBIBAIOTCA 3JEKTPOHHBIE JOKYMEHTHI, TpeOYIOLIUEe Mepe3alucy Ha HOBBIE
AIIEKTPOHHBIE HOCUTENIM, MPOBOIUTCS KOHTPOJIb (PU3NUYECKOTO M TEXHUYECKOTO COCTOSIHUS €IUHHIL
XPaHEeHHMs], OCYILLECTBIIAETCS IPOBEPKA HAa HATMYNE BPEAOHOCHBIX KOMITBIOTEPHBIX MPOTPaMM.

2.40. IIpoBepka HamMuUUsi M COCTOSHHS JTOKYMEHTOB Ha OyMaKHBIX HOCHUTENSAX IMPOBOJIUTCS B
apXyUBe OpraHU3alM¥ KOMUCCHEH MM HE MEHee YeM JIByMsl paOOTHHUKaMH He pexe ogHoro pasza B 10 mer,
AJIEKTPOHHBIX TOKYMEHTOB - HE PEXKE OJJTHOTO pa3a B 5 JET.

2.41. Tlpu npoBepKe HATUYHS ¥ COCTOSTHUS JOKYMEHTOB B apXUBE OPTaHU3aIlUHd HEOOXOAMMO:

COXpaHATh TOPAJOK PACIOJIOKEHHUS JTOKYMEHTOB Ha CTellakaxX, B IIKadax M KOHTeWHepax B
COOTBETCTBUHM C TONOrpaUYecKUMHU YKa3aTelnsMU. [IpM M3MEHEHUM pacloJIoKeHMs Jell HEOOXOIUMO
CBOEBPEMEHHO JIeJIaTh COOTBETCTBYIOIIME 3aITUCH B TOMOTpaPHUUECKUX yKa3aTemsx;

IIOMEIIATh Ha MECTa HaJJIeXKAIIero XpaHeHus: OOHapyKEHHbIE BO BPEMs NPOBEPKU HEMPABUIIBHO
pa3MeLICHHbIE €IMHULIBI XPaHEHMUS],

U3bIMaTh C MOCIEAYIOUIEH W30AUEed IOKYMEHTBI, 3apak€HHbIC IUIECEHbIO WM APYIrMMH
OMOJIOTMYECKUMHU BPEIUTEISAMH (17151 TOKyMEHTOB Ha OyMa)XKHOM HOCHTEIIE);

U3bIMaTh €IWHUIBI XPAaHEHHUs JJEKTPOHHBIX JIOKYMEHTOB, COJAEp)Kallhe BPEIOHOCHBIE
KOMITBIOTEPHBIE MPOTPAMMBbI, IOMEIIATh Ha CIICIUAIBFHO BBIICICHHYIO MOJIKY (B SIIIUK) JJIS MOCIEAYIOIeH
00paboTKy;

M3bIMaTh U pa3MellaTh BCIE 3a YUTEHHBIMHU JIEN1a, HE BHECECHHBIE B OIIUCH.

BHeceHne BBISBIEHHBIX B XOJI€ IPOBEPKH HEYYTEHHBIX /€] B OMMCh 3ampemiaerca. HeyuteHHble
Jierna moAexxaT 00paboTKe M OMMCAHUIO TTOCIIE 3aBEPUICHUS IPOBEPKH.

2.42. TlpoBepka HaJIM4USI MU COCTOSIHUSI JOKYMEHTOB IMPOBOJUTCS MYTEM CBEPKHU OINUCATEIBHBIX
CTaTeil OIUCH C OMMCAHUEM JIeNT Ha 00JI0KKaX.

dusnyeckoe COCTOSIHUE JIEN ONPEAEIIeTCs IIyTEM BU3YalbHOTO IPOCMOTPA.

Henatp kakue-muO0 TOMETKM WIJIM 3alUCH B OMNMCAX J€1 M JIPYTMX YYETHBIX JOKYMEHTax
3ampeniaerca. B koHie kaxaoi mpocMoTpeHHor onucu nenaercs 3anuch "[IPOBEPEHQO" ¢ ykazanuem



HOMEpA U JIaThl aKTa IPOBEPKHU HAIMYHUS U COCTOSIHUS JOKYMEHTOB.

2.43. TIpoBepka HaJIMYMUS U COCTOSIHUA JTOKYMEHTOB CUYMTAETCS 3aBEPIICHHOM IOCJIE€ BHECEHUS
W3MEHEHUH, BBISIBJICHHBIX MTPOBEPKOM, B YUETHBIE JOKYMEHThI apXUBA.

[To pe3ynbraTaM MNPOBEPKH COCTABIAETCS AaKT MPOBEPKH HATUYMUS W COCTOSIHUSI apXHUBHBIX
nokymeHTOB (mipusoxkenue N 3). Ilpu oOHapy:keHUH OMMOOK B YUETHBIX IOKYMEHTAX COCTABISIETCS aKT O
TEXHUYECKUX OMMOKaX B yUETHBIX JOKyMeHTax (rpuioxkenue N 4). B coydae oOHapy)eHUs TOKYMEHTOB,
HE OTHOCSIIMXCSA K JaHHOMY (OHAY, apXuUBYy OpraHM3allid, HEYYTCHHBIX, TAaKKE€ COCTaBISETCS
COOTBETCTBYIOIIMN akT (mpuiokenue N 5). VYKa3aHHbIE aKThl MOJANUCHIBAIOTCS HUCHOJHUTENSIMU U
YTBEPXKIAIOTCS PYKOBOJUTEIEM OPraHU3alUd WM €ro 3aMECTUTEIEM, KYpPUPYIOIIUM JI€ITeIbHOCTh
apxuBa.

2.44. Ecnn npoBepKOW HalMuusg U COCTOSIHMSL JOKYMEHTOB YCTAaHOBJIEHO OTCYTCTBUE €1 H
JIOKYMEHTOB, OPTaHU3YETCS UX PO3BICK.

Po3bICKk apXHBHBIX JOKYMEHTOB, HE OOHApPYKEHHBIX B XOJ€ TPOBEPKHU, OPTaHU3YETCS C MOMEHTA
BBISIBJICHHUSI OTCYTCTBHSI U TIPOBOJAUTCSA B Te€YeHHE oNHOro roga. Ha nema, He oOHapyXeHHBbIE B XOJie
MPOBEPKU HAIMYUS U COCTOSHUS JIOKYMEHTOB, COCTABIISIETCA aKT 00 yTpare JOKYMEHTOB (TIPUIIOKEHUE
N 6), KOTOPBI paccMaTpUBaeTCs SKCIIEPTHON KOMUCCHEH (IIEHTPATbHOM SKCTIEPTHOW KOMHCCHEH) (maee -
OK (II9K) opranuszaiuu U yTBEp>KAAETCS PYKOBOAMTEIEM OpPraHM3alUU UM ero 3aMmectureneM. K akry
IpUJIaraeTcs crpaBKa O MPOBEACHUU PO3bICKA, MOATOTOBJIEHHAS U MOAMUCAHHAS JTUI[OM, IPOU3BOIMBIIUM
npoBepKy. AKT 00 yTpaTe IOKYMEHTOB TPEICTABISCTCS B COOTBETCTBYIOIIUNA TOCYIapCTBEHHBIN
(MYHUIIMTIQIBHBINA) apXHWB WM YIIOJTHOMOYEHHBIN OpraH WCIIOTHUTEIBHON BJIacTH cyObekTa Poccuiickoit
®deneparyiyl B 00JIaCTH apXUBHOTO JIeNa JUIS IPUHSITHSI PEIICHUS O CHSITUU YTPAYCHHBIX JEI C y4eTa.

2.45. JIOKyMEHTBI BBIIAIOTCS U3 apXHUBOXPAHWIMINA HA OCHOBAHMM MHUCHMEHHOIO pa3perieHus
PYKOBOAMTENSI apXWBa OPraHU3allMd WIM €ro 3aMeCcTUTENsl (€CIM apXuB SBISETCA YUPEXKICHHUEM),
PYKOBOJUTENS CTPYKTYPHOT'O IOJIpa3AesieHUs] OpraHU3alluu:

paboTHUKAM CTPYKTYPHBIX MOAPA3CIICHU OpraHU3aIlHH;

CylneOHBIM, MPABOOXPAHUTENbHBIM M HMHBIM YIOJHOMOYEHHBIM OpraHaM B COOTBETCTBHM C
3aKkoHoaTesbecTBOM Poccuniickoit denepanuu;

MHBIM I10JIB30BATENSIM 10 TUCHbMEHHOMY 3asIBJICHUIO.

JIOKyMEHTBI BBIJAIOTCS M3 apPXUBOXPAHUIIMII HA CPOK HE TIPEBBILLIAIOIINN:

OJIHOTO MecsilIa - AJIsl UCTIOJIb30BaHusl pA0OTHUKAMH OpPraHU3allii U UHBIMU MOJIb30BaTENISIMU;

[IECTH MECSIIEB - CYI€OHBIM, TPABOOXPAHUTEIBHBIM U UHBIM YIIOJTHOMOYEHHBIM OpPTaHaM.

[Ipo/yieHne yCTaHOBJEHHBIX CpPOKOB BbIIaYU JOKYMEHTOB JIONYCKAeTCsl C  pa3perieHus
PYKOBOAMTENST OpraHW3allMd Ha OCHOBAaHMU TMHUCbMEHHOTO TOJTBEPXKACHHUS  IOJIb30BATENSl O
COXpaHEHUN/00ECTIEYCHUH COXPAaHHOCTH IOKYMEHTOB.

2.46. Bblgaua JOKYMEHTOB U3 apXMBOXPAHWIMIIA PETHCTPUPYETCS B KHUTE BBIJAYM I U
odopmIIseTcs:

3aKa30M (CIyKeOHOM 3alMCKOi) Ha BBIIauy JelT;

aKTOM O BbIJaue el BO BPEMEHHOE TMOJb30BaHUE - MPHU BbIJade B CTOPOHHHE OpPraHHU3aIMU
(mpunoxxerne N 10).

[Tpu TpaHCIOPTHPOBKE eI Ha JII0ObIe pacCTOSAHUS 00ECTIEYMBAIOTCS MEPHI IO OXpaHe U 3aIIUTE UX
OT BO3/ICUCTBUS BPEAHBIX (PaKTOPOB OKPYKAIOIIECH CPEIbl.

2.47. Beigady JOKYMEHTOB Ha OyMa)>KHOM HOCHTEJIC M3 apXHBOXPAHWIIHUIIA U TIPHEM UX o0paTHO, B
TOM 4YHCIIe B cllydae HEOOXOJMMOCTH MOJUCTHYIO MPOBEPKY HAIMYUS M COCTOSHUS JOKYMEHTOB TEpen
BbIIayeil W3 apXUBOXpAHWIMIIA W TPU BO3BpaTe, MPOU3BOAUT pAOOTHUK AapXUBOXPAHWJIMUINA B
MPUCYTCTBUU JIMIIA, ITOTYYAIOLIEro (BO3BPAIAOIIETro) Jiea.

BMecTo BbIIaBaeMbIX U3 apXMBOXPAaHWIMINA E€AMHUIL XPAHEHUS W OMHUCEH e, JOKYMEHTOB
JMOJKHA ~pa3Melathesl Kapra-zamecTuTens aena (mpwioxkenwe N 7). Ilpu Bo3BpamieHun jena
KapTa-3aMeCTUTENb U3bIMAETCS M XPAaHUTCS B apXHUBE OpraHU3alluy 10 MUHOBAHUS HaJOOHOCTH.

Jlena, BbIIaBaeMble U3 apXUBOXPAHUIIUINA, JOJKHBI UMETh apXUBHBIN mUdp, TPOHYMEPOBAHHBIE
JIMCTBI, JINCT-3aBEpUTENH ena (nprioskenne N 8) ¥ TUCT UCIIONIBb30BaHUs TOKYMEHTOB (ripriokerue N 9).



[ToaroroBka apXMBHBIX JTOKYMEHTOB K BbIIaU€ U3 apXMBOXPaHWINIIA BKIHOYAET:

BBIEMKY apXHMBHBIX IOKYMEHTOB;

CBEPKY apXMBHOTO U} U 3ar0JIOBKOB C OMHUCHIO JIe, JOKYMEHTOB;

MPOBEPKY (PU3NYECKOTO COCTOSHUS Jena.

ONEKTPOHHbIE JOKYMEHTHI BBIIAIOTCS W3 apXWBOXPAHWIMILA B BMJE 3JEKTPOHHBIX KOMHUM WU
Konuil Ha OymakHoMm Hocutese. Ilpu HEOOXOAMMOCTH 3aBepeHUs] KOIMUN SJIEKTPOHHBIX JOKYMEHTOB
UCIIONIB3YETCSl  BJIEKTPOHHAs IOANKUCH PYKOBOIAUTENS OpraHU3allMyd WIM  YIOJIHOMOYEHHOTO UM
JTOJKHOCTHOTO JIML@ WM TPOU3BOAMUTCS 3aBEPEHHE KOMHMM JIOKYMEHTa Ha OyMa)kHOM HOCHUTEJE B
YCTaHOBJIEHHOM nopsake (yHKT 5.14. HacToamux [IpaBun).

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

npy HaTM4uu (OHA MOJIb30BAHMS;

HaXOJSIIMECs B HEYJOBJIETBOPUTEILHOM (PU3NUECKOM COCTOSTHUU

2.49. B opraHu3aunuu JOJDKHBI OBITh pa3paboTaHbl IUIAaHBI KOHKPETHBIX MEPOIPHUITHN U ApYyrue
HOPMAaTUBHBIE JTOKYMEHTBI, PETIaMEHTHUPYIOLIUE MOPSIOK pabOThl B YpPE3BBIYAMHBIX CHUTYaAIUSX, MPU
BO3HMKHOBEHUH KOTOPBIX HEBO3MOXKHO 00ECTIEYUTh COXPAHHOCTh ApXUBHBIX JTOKYMEHTOB.

C conepxaHueM IUJIAaHOB MEPOIPUSTUN U APYTUX HOPMATHUBHBIX JOKYMEHTOB, ONPEACIISIONINX
paboTy apxuBa OpraHH3alMM IPU YPE3BBIYAWHBIX CUTYAIUSIX, JOJDKHBI OBITH O3HAKOMIIEHBI PaOOTHHKH
apXuBa OpraHu3aIiH.

IT1. Vaer moxymeHnTOB apxuBHOro ponaa Poccuiickoit ®emepanuu u Apyrux apXuBHBIX JOKYMEHTOB
B OpraHHU3anHUU

3.1. Yuery nojyexxar Bce XpaHsIIUeCcs B apXUBE OpraHu3aliu JOKYMEHTHI, BKItOUas JOKYMEHTBI
M0 TUYHOMY COCTaBY, KOITMH TOKYMEHTOB (hOH/1a MOJIb30BaHUA (IIPU HATMYUU) U OTIHCH JIe]1, JOKYMEHTOB.

3.2. Opranuzanusi, SABJISIONIASCS  UCTOYHUKOM  KOMIUIEKTOBaHUSI  TOCYJapCTBEHHOIO
(MYHUIIMTIAJIBHOTO) apXWBa, NPEICTaBIsACT B TOCYJApCTBEHHBIN (MYHHIIMNAIBHBIA) apXWB Y4YETHBIC
cBeleHUsI 00 oObeMe M COCTaBe, XPAHSIIMXCS B apXWMBE OpPraHU3allM JOKYMEHTOB ApPXHMBHOro (oHma
Poccuiickoit denepanm W ApYrux AapXMBHBIX JOKYMEHTOB B COOTBETCTBUM C PeriiameHtom
rOCyJapCTBEHHOTO ydeTa JOKyMEeHTOB ApxuBHoro ¢(onna Poccuiickoit deneparyu, yTBEp>KICHHBIM
npukazom PocapxuBa ot 11 mapra 1997 r. N 11, (3apeructpupoBan Muntoctom Poccun 8 mromns 1997 r.,
perucTpaoHHblil Homep 1344).

3.3. OCHOBHBIMU €IMHUIIAMHU YYETa APXUBHBIX JOKYMEHTOB SIBJIIOTCA:

apXUBHBIN QoH;

eMHUIIA XPAaHEHHSI - JIEN0, MJIEKTPOHHOE Aeo (yHKT 4.34. Hacrosmux [IpaBm).

3.4. EnuHuniamM XpaHEHUsi MPUCBAWMBAIOTCS YUETHBIE HOMEPA, SIBIISIOIIMECS 4YacCTbI0 apXHUBHOTO
mdpa. CBeeHHs 0 cOCTaBe €AUHUI] XPAHEHUS M UX KOJIUYeCTBE (UKCHUPYIOTCS B YYETHBIX TOKYMEHTax
apxXuBa.

ApxuBHblii mHdp (0003HAUEHHE, HAHOCHMOE B JIEBOM HI)KHEM YINy Ha KaXIyl0 €IUHHUILY
XpaHEHHUs B IENAX OOecleueHusl ydeTa W HACHTU(UKAIMH) COCTOMT H3: HOMEpa apXUBHOTO (OHIA;
HOMeEpa OIKCH JIeJl, TOKYMEHTOB; HOMepa eIMHULIbI XPaHESHHUS.

ApxuBHBI MHU(P DIEKTPOHHBIX JOKYMEHTOB, XPAaHUMBIX HAa OOOCOOJIEHHBIX JJIEKTPOHHBIX
HOCUTEJISIX, YKA3bIBAETCS HA BKJIAJBIIIE, BIOKEHHOM B QYTIISAp HOCUTENSI. APXUBHBIN MIH(P 3TEKTPOHHBIX
JIOKYMEHTOB, XPaHUMBIX B HWH(DOPMAIIMOHHOW CHCTEME apXWBa, SIBISETCS O0S3aTENbHBIM 3JIEMEHTOM
ONMCAaHUS KOHTEHHepa 3JIEKTPOHHOTO JOKYMEHTA.

3.5. B apxuBe opraHuzanuu BEIyTCS OCHOBHBIC (00s3aTENbHBIC) U BCIIOMOTATEIBHBIC yUETHBIC
nokyMmeHThl. CocTtaB U (OPMBI OCHOBHBIX YYETHBIX JIOKYMEHTOB OIPEICNAIOTCS B COOTBETCTBHM C
Hactosuumu [IpaBunamu. CoctaB ¥ (OpMBI BCIIOMOTATEIbHBIX YYETHBIX JOKYMEHTOB OIPENCISIOTCS
apXMBOM OPTaHU3ALMH CAMOCTOSITENIBHO.

3.6. B cocTaB 0CHOBHBIX (00sI3aTEIIBHBIX) YUYETHBIX JIOKYMEHTOB apXHUBa OPTaHU3AIH BXO/IST:
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KHHUTA y4eTa MOCTYIJICHUS U BBIOBITHS JIeJT, JOKyMeHTOB (ripuiiokenue N 11);

crrcok GouaoB (nprnoxkenne N 12);

muct ¢ponaa (npusoxenne N 13);

OMuCh e, AoKymMeHnToB (nmpunoxenns N 14, 15, 16, 17, 18);

peectp onmceit (npuioxkerre N 19).

3.7. B KkHHUTry yuyeTa MOCTYIUICHUS W BBIOBITHS J€J, JOKYMEHTOB IOCJEI0BaTEIbHO BHOCSTCS BCE
MIEPBUYHBIC ¥ TIOBTOPHBIE TIOCTYIUICHUS (BBIOBITHS) 1€, TOKyMeHTOB. Kaxoe nmocTyrieHue (BpIOBITHE) B
npeJenax OTYETHOrO rojia MolyvaeT MOpsaIKOBbIil HOMEpP B BaJIOBOU MOCIEA0BATEILHOCTH.

Exxeromno Ha 1 sHBapsl MOABOIUTCS MTOT KOJIMYECTBA MOCTYIMHUBIIUX W BBIOBIBIIUX 3a TOJ JIET,
JTOKYMEHTOB.

3.8. Cnucox ¢OHIOB BeeTCS B apXHMBE OPraHM3ALMU, XPaHALIEM TOKYMEHTHI Ooyiee OJHOTO
donna. B cnucok poHA0B apxuBHBINA (OH]T 3aIIMCHIBAETCS TOJIBKO OJIMH pa3, MPHU MEPBOM MOCTYIUICHUU B
apxuB opraHu3anuu. [lo cnucky (QOHIOB B BaJOBOM TMOpPSAKE €My MPUCBAUBACTCS YYETHBIH HOMED,
KOTOPBIN COXpaHsEeTCs 38 HUM BO BCEX YUETHBIX JOKYMEHTAX.

B ciydae nepenaun apxuBHOTO ()OHIA B APYTrOi apXuB, BKIIOYCHHS €T0 B COCTAB 00BEINHEHHOTO
apXMBHOTO (POHJA WM BBIJIETICHHS BCEX JOKYMEHTOB K YHHUTOKEHUIO OCBOOOTUBIINIICS HOMEP IPYroMy
apxXuBHOMY (DOHITY HE MPHUCBAUBACTCSI.

OO0benuHeHHbIe apXUBHbIE (POH[IBI U APXUBHbBIE KOJUIEKIIMH YYUTHIBAIOTCS Ha OOIIMX OCHOBAHHUSX.
OObenHEHHOMY apXHBHOMY (OHIY, 0Opa3oBaHHOMY W3 apXUBHBIX (DOHIOB, paHee YUYTEHHBIX
CaMOCTOSITENIbHO, IPUCBAUBAETCSI HOMEP OJHOIO U3 apXUBHBIX (DOHIOB, BKIIFOUEHHBIX B €r0 COCTAaB.

B apxuBax opraHuzanuii - UCTOYHHKOB KOMIUIEKTOBAHUS TOCYJAPCTBEHHBIX (MYHHIIHIAIbHBIX)
apXMBOB TMPOCTABIIAETCS HOMEp apXWBHOrO (OHAA, 32 KOTOPHIM OH YYT€H B TOCYJapCTBEHHOM
(MyHUIIUTIAJILHOM) apXUBE, U KOTOPBIM COXpPaHSETCS 32 HUM MOCIE MOCTYIUICHHS €ro JOKYMEHTOB Ha
MOCTOSIHHOE XPaHEHUE.

HasBanwne apxuBHOTO (hOH/Ia BHOCUTCS B CIIHUCOK ()OHJIOB Ha OCHOBAHUH MCTOPHUYECKOM CIPABKHU K
(OHly UM TUTYJIBHOT'O JINCTA OMUCH JeJl, JOKYMEHTOB.

HasBanne apxuBHOTO (POHIA COCTOMT M3 MOJHOTO U (B CKOOKAaX) COKPAIICHHOTO HAaWMEHOBAHUS
dbonooOpazoBarens, C yka3aHUEM €ro NOJYMHEHHOCTH, MECTOHAX 0XKICHUS, 1aT CO3aHUsI U JTUKBUIAIUH.
Ecnu mHanmenoBanue GoumooOpa3zoBaTenss H3MEHSIIOCh, TO B CIUCKE (DOHIOB YKA3BIBAETCS €ro MOCieIHee
Ha3BaHME B paMKax MNEepHuoja, 3a KOTOPbI MPHUHATHI JOKYMEHTHI. Bce mpeapiayniye nepenMeHOBaHUS
OTMEUaroTCs B JiucTe GOoH/A.

Ha3Banue o0beMHEHHOTO apXUBHOTO (DOHIA COCTOMT M3 00OOIIEHHOTO HAa3BaHUS BKIIOYCHHBIX B
HEro apXUBHBIX (DOHIOB, M3 TEPEUYHs HA3BaHWW CMEHSBIIMX JpYr apyra opranusanuii. KoHKpeTHbBIE
HAaUMEHOBAHMS BCEX OpPraHM3alfil, TOKYMEHTbl KOTOPBIX BOLLIM B OOBEIMHEHHBIH apXWUBHBINA (GOHI, a
TaK)Ke UX MEePEHUMEHOBAaHUS YKa3bIBAIOTCS B JIUCTE (DOH/IA.

B Ha3BaHMM apXMBHOM KOJUICKITMU yKa3bIBaeTCs MpU3HAK (TpU3HAKK) €€ (PopMUpOBaAHUS.

Esxeronno Ha 1 ssHBaps K cIECKY (DOHIOB COCTABISETCSI HTOTOBAs 3aIMCh O KOJTUYECTBE apXHBHBIX
(GOHIOB, TOCTYNUBIINX W BBIOBIBIIMX B TEYCHHE TOJa, W OOIIEM KOJIMYECTBE ApXWBHBIX (DOHIOB,
HAXOJSAIIUXCS Ha XPAHCHUU B apXUBE.

Cnucoxk (OHIOB 3aKiIIOYaeTCs B TBEPIAYIO OOJIOXKKY, JUCTBI HYMEPYIOTCSA, COCTaBIIsIeTCs
JUCT-3aBEPUTENb.

3.9. JIuct dhoHaa cocTaBiIseTCs Ha KaXKIbI apXUBHBIA (OHI. B HEM yUUTHIBAIOTCS BCE OMUCHU JIET,
JIOKYMEHTOB (pOH/IA.

Jluct Gonga MOXKeET ObITh MEPECOCTABIICH TOJIBKO B CIIy4ae, €CIIM OH HEUCIPABUMO MOBPEKACH UITU
nepecTaeT OTpaXkaTh (aKTUUECKOE COCTOSHHE W 00BheM apxuBHOTO ¢GoHIa. B cimyuae mepecocraBieHUs
aucta QoHJa paHee NeHCTBOBaBIIMN JTUCT (oHMAA Momelnaercs B neno (ouga. B BepxHeM mpaBom yrity
oboux nucToB (hoHna aenaroTca oTMeTku: "JIMCT mepecocTaBieH" ¢ yKazaHHWEM JaThl MEPECOCTaBIIChIMS,
JOJIKHOCTH U TIOAMKUCH COCTaBUTEIIS.

JIuctel POHIOB XpaHATCS B MOPSIKE HOMEPOB apXUBHBIX (OHIOB. K Ka)Kmoil manke cocTaBiseTcs
JUCT-3aBepUTENb, TJ€ YKa3blBalOTCA HayallbHble M KOHEYHbIE HOMEpa apXUBHBIX (OHIOB U obIiee



KOJIMYECTBO apXUBHBIX (POHIIOB, JTUCTHI KOTOPBIX HAXOSATCS B TIAIKE.

3.10. B omucu nen, 7OKyMEHTOB (TOJIOBOM pa3zeiie OMHUCH JIeJl, IOKYMEHTOB) €IMHHITBI XPAHCHHS
YUYHUTHIBAIOTCSI B COOTBETCTBUU C CUCTEMATH3AIMEN 32 MOPSAKOBBIMU YYETHBIMU HOMEPAMH.

[lepBoMy rooBOMY pa3zeny OINUCH e, TOKYMEHTOB (OHJa MpHCBaHBAaeTCd HOMEP IO JIUCTY
¢doH1a, BCE MOCIEIYIONINE TOJJOBBIC Pa3/Ieibl YUCIATCS 32 JAHHBIM HOMEPOM JI0 3aBEPIIICHHSI OMTUCH.

He nomyckaercs mHpUCBOEHME ONUCAM J€l, AOKYMEHTOB OJMHAKOBBIX YYETHBIX HOMEPOB B
npezenax ogHoro (poHpa.

B KoHIIE BCeX HK3EMIUISIPOB OINHCH JI€], JOKYMEHTOB JIE€JAeTCs WTOTOBasl 3alllCh, B KOTOPOH
YKa3bIBa€TCSl KOJUYECTBO HAXOJAIIUXCS HA XPAaHCHUH €AUHUIl XpPAHEHUS, IEPBBIM M MOCIEIHUNA HOMEpa
€UHULl XPAaHEHHMS IO OIMCH, YKa3bIBAIOTCA HMEIOIIMECS NPOINYCKH HOMEPOB, JIUTEPHBIE HOMEpA,
BBHIOBIBIIIFE €MHUIIBI XPAHEHUS 1 OCHOBAHHE BBIOBITHSI.

[Tocne kaxa0ro MOCTYIUICHUS WIIM BBIOBITHUS JOKYMEHTOB COCTaBJISIETCSl HOBAsi UTOTOBask 3alUCh K
OMUCHU JIeN, TOKYMEHTOB, KOTOpasi MOJAMUCHIBAETCS €€ COCTABUTENIEM C YKa3aHHEM JOJKHOCTH M JaThl
COCTABJICHHS.

Ecnu onmchk aen, TOKYMEHTOB COCTOMT M3 HECKOJIBKMX TOJOBBIX pa3JleJOB, TOMOB, UTOrOBas
3aUCh COCTABISETCS K KaXKIOMY TOJAOBOMY pasziely, TOMY; KPOME€ TOro, K KaXIOMy HOCIEAYIOLIEMY
roJIOBOMY pazjielly, TOMY B HapacTaroleM MOPSIIKE COCTABIIIETCS] CBOIHASI HTOTOBAs 3aMKCh.

['onoBBIE pa3zienbl, €CiMi OHM HE SBISIOTCS 3aKOHYEHHOM ONMCBhIO, HE MOIIIMBAIOTCS M HE
NEPEIUIETAIOTCS; OHU XPAHATCS B APXUBE B MAINKaX.

3aKkoHYCHHAs OMKCH JIeJT, JOKYMEHTOB JIOJDKHA BKITIOYATh HEe 60see 9999 enunuil XpaHeHHs.

3aKoHYEHHAs! OMUCH 1€, JOKYMEHTOB BMECTE C TUTYJIHLHBIM JIUCTOM M CIIPABOYHBIM aIlapaToOM K
Hell 3aKITII0YaeTcs B TBEPAYIO 00JI0KKY, HyMEpYeTcs M MOIINBAETCS, WA NEPETIeTaeTCs.

Kaxnast 3akoHueHHas ONuCh Jed, JOKYMEHTOB, TOM OIMCH JI€, JTOKYMEHTOB JOJDKHBI HUMETh
JIMCT-3aBEPUTEITb.

3.11. Ilpu HanMuuu B apXWBe OpraHU3alMM ABYX M Oojee omucei aen, JOKYMEHTOB BEIETCs
peectp ommceit (nmpunokerre N 19).

Onucu nien, TOKYMEHTOB BHOCSTCSI B PEECTp OIMHUCEH B XPOHOJOTUYECKOW IMOCIEI0BATENbHOCTH
MOCTYIJIEHUS 10, COOTBETCTBYIOIMMH MOPSAKOBEIMU HOMEPAMH.

B peectpe onuceil puKCUpyIOTCS OCHOBHBIC JaHHBIC MO COCTaBY Ka)IOH MOCTYNHBIICH B apXHB
OpraHM3aIy OIMUCHU JeJl, JOKYMEHTOB: HoMep (oHIa, HOMEp OMUCH, KOJUYECTBO €IMHULl XpaHEHHUS B
OMMCH, KOJIMYECTBO JIMCTOB B OIUCH U €€ IK3EMIUISIPOB.

3.12. Jlna TEeHTpalM30BaHHOTO TOCYJApPCTBEHHOTO Yy4eTa JOKYMEHTOB ApxuBHOro (oHaa
Poccuiickoit @enepaunu B apXWBE OpraHu3alyd, SBIIOLIEHCS HCTOYHUKOM KOMIUIEKTOBAHUSA
rOCyIapCTBEHHOTO (MYHHIIUIIAILHOTO) apXHMBa, COCTABIIAETCS MACIOPT apXuBa opranu3anun.™(7)

3.13. ApxuB OpraHu3alyy MOXKET BECTHU TaKXKE y4eT B aBTOMaTU3MPOBAHHOM PEXHUME - B BHUJE
yaeTHbIX 0a3 gaHHbIX (b]1).

VYuernsie b/ npuMeHsIOTCS BO B3aMMOCBS3U ¢ ApyrumMu HHpopMarmonueiMu bJl, nMmeronmmucs B
apXuMBe OpraHu3alud, M JOJDKHBI OBITh COBMECTHMBI C COOTBETCTBYIOIIMMM Y4eTHbIMH bBJ
rOCYIapCTBEHHBIX (MYHUITUIAIBHBIX) ApXHUBOB U OPTaHOB YIIPABICHUS ApXUBHBIM JICJIOM.

3.14. VYyeTHble JOKYMEHTHI apxXwBa OpraHu3alMd, KpPOME ONHUCEH JeN, JTOKYMEHTOB,
MpeIHA3HAYAIOTCS IS CITY’)KEOHOTO MOTH30BAHUS | MOJIH30BATEIISIM HE BBIJAIOTCS.

3.15. Yder nocTyrmieHus ¥ BBIOBITHS JIE]1, TOKYMEHTOB B apXHWBE OPTaHU3aIlMN OCYIIECTBIIACTCS Ha
OCHOBaHUHU:

OMUCH JIe]l, JOKYMEHTOB CTPYKTYPHOT'O MOJpa3JeiIeHUsl U TOJOBOr0 pasjeia CBOJIHON OMHUCH e,
JIOKYMEHTOB OpraHU3alliu;

HOMEHKJIATypBhI J1eJT OpraHU3al1uH, 3aMEHSIOLIEN TOJO0BOM pa3/ies CBOAHONW ONUCHU JeN, JOKYMEHTOB
OpraHu3aluy;

aKTa 0 TEXHHYCCKUX OMIMOKAX B YUETHBIX JOKyMeHTax (npuioxenue N 4);

akTta 00 OOHApYKEHHUU IOKYMEHTOB (HE OTHOCSIIMXCS K JaHHOMY (OHIY, apXWUBY, HEYUYTCHHBIX)
(mpunoxenne N 5);



akTa 00 yTpare 1oKyMeHTOoB (tipuiioxkenue N 6);

aKTa MpreMa-Tiepeiad apXUBHBIX JOKYMEHTOB Ha XpaHenue (rnpriokenne N 20);

aKTa O BBIJCICHUM K YHUYTOXXCHHIO ApPXUBHBIX JOKYMEHTOB, HE MOJISKANUX XPAHCHUIO
(mpunoxenue N 21);

aKTa 0 HEMCIPAaBUMBIX TIOBPEXKICHUSIX apXUBHBIX JOKYMEHTOB (ripuiiokenne N 22);

Ha ocHOBaHMM yKa3aHHBIX JOKYMEHTOB BHOCSATCS HEOOXOIMMBIC H3MEHEHHS B OCHOBHBIC
(oOs3aTenbHbBIC) yUETHBIE JOKYMEHTHI apXUBa:

B KHUTY y4eTa MOCTYIUICHHUs] U BBIOBITHS Ael, ToKyMeHTOB (rpmioxkenne N 11) u B muct ¢onma
(mpusnosxernie N 13) - mpu Ka)I0M U3MEHEHHH B COCTaBe U 00beMe JJOKYMEHTOB apXHBa OpraHU3alluu;

B crnucok (oumoB (npuioxkenne N 12) - mpH MOCTYIUIGHHH HOBOTO apXHWBHOTO (OHIA WM
BBIOBITHH BCEX JIE, JOKYMEHTOB, HAXOAUBIIETOCS HA XpaHEHUH apXUBHOTO GoHmaa™(8);

B peectp ommceil (mpuiaoxkenrne N 19) - mpu MOCTYIJICHHH HOBOW OIMKUCH WM BBIOBITHH BCEX
SIVMHHII XPAHCHUS, HAXOAMBIICHCS HA XpaHEHUU onucu. HoMep BBIOBIBIICH OMHCH IPYTHMM OMUCSM e,
JIOKYMEHTOB HE IPUCBAUBACTCS U OCTACTCSl CBOOOHBIM;

B ONHMCH JIeJ, JTOKYMEHTOB - IpPH KaXXJIOM IOCTYIUICHMH W/HWIU BBIOBITUM JeJ, JOKYMEHTOB,
YUYTCHHBIX B JIAaHHOW OITHCH.

CoOTBeTCTBYIOIINE U3MEHEHUSI BHOCATCS] BO BCIIOMOTaTeIbHbIC YUETHBIEC JOKYMEHTHI.

Bce akThl, TOKYMEHTHPYIOIIHE PE3yIbTaThl ApXUBHBIX paboT, BKIIOYAIOTCS B J1e)I0 POHAA, KOTOpOE
3aBOJIUTCS HA KXKbIA (DOH, HAXOSIINNCS HA XPAaHCHUH B apXHUBE OpraHU3aIUH.

Heno ¢ouma, HApsSAY ¢ JOKYMEHTaMH, OTPaKalOIMMMH HCTOpuio ¢oHma u GoHmooOpazoBarens,
BKJIIOYAET YUETHBIC JOKYMEHTBI, XapaKTepHU3yIole n3MeHeHus GoHna.

IV. KomnexkToBaHue apXyuBa OpraHU3alNU JOKYMEHTaMHu apxuBHOro ponna Poccuiick oit
®denepanui ¥ APYTUMH apXUBHBIMHA JOKyMEHTAMH

4.1. loxymentsl ApxuBHoro (onma Poccuiickoit denepanuii 1 TOKYMEHTHI BPEMEHHBIX (CBBIIIE
10 ner) cpokoB XpaHEHHs, B TOM 4YMCJIE IO JUYHOMY COCTaBY, IEPENAIOTCA B apXWB OPraHU3allUd HE
paHee, 4eM depe3 OAMH TOJ W HE IO3[HEe, 4YeM uepe3 TpU TIoJa IOCIe 3aBepLICHUs el B
JIEJIONIPOU3BO/ICTBE.

JIOKyMEHTBI IO TMYHOMY COCTaBY FOCYJAPCTBEHHBIX I'PAKIAHCKHUX CIIYKAIIUX U MyHUIUIIATbHBIX
CIIy’KalllUX, YBOJIEHHBIX C TOCYAApPCTBEHHOM TI'Pa)KAaHCKOM CIyKObl WIM MYHMLIMUNAIBHOW CITyXOBI,
MIEPENAOTCS B apXHUB OpraHU3alMy 110 ucredeHuu 10 et co AHS yBOJIbHEHHUS.

4.2. Jlena BpeMeHHBIX (10 10 JIeT BKIIOUHUTENBHO) CPOKOB XpaHEHUS B apXuB He nepenarorcs. OHH
XpaHATCSA B CTPYKTYPHBIX MOJPA3JEICHUSAX OPraHHU3aLUU U 110 UCTEYEHHHM CPOKOB XPAHEHHUS IMOIJIEkKAT
YHMUYTOKEHHUIO B YCTAHOBJIEHHOM HOPSIKE.

B HCKITIOYUTENBHBIX CIIy4asiX MO PEHIeHUI0 PYKOBOJIUTEINS OpraHU3aluu Jieja BpeMeHHBIX (1o 10
JIET BKJIIOYMTENIBHO) CPOKOB XPAaHEHUS MEPENaloTCs B apXUB OpraHU3alluy MO OMHUCAM JIEN, TOKYMEHTOB
WJIM IO HOMEHKJIAType Jedl.

4.3. JIokyMEHTBI IOCTYINAIOT B apXUB OPraHU3aLUN NOCIIE MPOBEACHUS SKCIIEPTU3bI LIEHHOCTH.

4.4, Pemenus o BKJIIOYEHUHU B cocTtaB ApxuBHOro ¢onga Poccuiickoit deneparin KOHKPETHBIX
JOKYMEHTOB TPUHUMAIOTCSI AKCIEPTHO-TIPOBEPOYHBIMU KOMHCCUSAMHU (heZiepalIbHBIX TOCyIapCTBEHHBIX
ApXMBOB M YITOJTHOMOYEHHBIX OPraHOB HCIIOJTHHUTEIBHOW BiacTh cyObekToB Poccuiickoit denepannu B
oOmactu apxuBHOro fena (ganee - JIIK apXuBHOTO yupexeHNs) B Ipeieinax KOMIIETCHIINH.

4.5. Ilenbro 3KCNEepTU3bI IEHHOCTH IOKYMEHTOB B OpraHU3alluU SIBJISETCS:

0TOOp TOKYMEHTOB /ISl BKIIIOUEHHS B cocTaB ApxuBHOro ¢onaa Poccuiickoit @enepannmy;

BBISIBJICHHE JIOKYMEHTOB, HE MOJUISKAINX JajJbHEHIIEMY XPAaHEHHIO. ODKCIEPTU3€ LEHHOCTH
HOJIeXKAT BCE IOKYMEHTBI OpraHU3allii HE3aBUCHMO OT BHJIOB HOCHTEJEH U CITIOCOOOB 3aIHCH.

Jlo mpoBeneHusi SKCIEPTU3bl LEHHOCTH B COOTBETCTBUU C TyHKTamu 4.6. - 4.13. HacTosmux
[IpaBun yHMUTOXXEHNE JOKYMEHTOB 3alpeLIacTCs.



4.6. DKcriepTU3a LIEHHOCTU JOKYMEHTOB IMPOBOAUTCS HA OCHOBE:

JICUCTBYIOIIETO 3aKOHOJIATE€IbCTBA M HHBIX HOPMATHUBHBIX MPABOBBIX aKTOB Poccuiickoi
®deneparuy B 00JaCT apXUBHOTO J1eNa, HH(POPMAINH U JOKYMEHTAIIHOHHOTO 00eCIIeYeHus yIpaBIeHMS;

TUTIOBBIX, BEJOMCTBEHHBIX M HMHBIX MEpPEYHEH NTOKYMEHTOB C YKa3aHHEM CPOKOB HUX XpaHEHUS,
TUIIOBBIX ¥ IPUMEPHBIX HOMEHKJIATYp JIeJ1.

4.7. B opranuzauuu JUisl IpOBEACHUS SKCIEPTU3bI IEHHOCTH JOKYMEHTOB CO3/JA€TCsl dKCIIEpTHAs
xomuccus (nanee - 9K)*(9). B opranu3zaimsx, UMEIONINX CIOKHYIO CTPYKTYPY H/HJIH ITOBEIOMCTBCHHBIC
OpraHu3aIliH, CO3/JIaI0TCs IIEHTPAIbHBIC IKCTIepTHBIE Komuccuu (manee - [IDK).

4.8. [IDK (OK) siBisieTcs coBelaTENbHBIM OpPraHOM IPU PYKOBOAMTEIE OPraHMU3ALMM, CO3/1AETCs
MIPUKA30M OpTraHU3alliH, AeUCTBYET Ha OCHOBAHUH MOJIOKEHUS.

3agaun u Qysxouu IOK (OK) opranmzamum - HMCTOYHMKA KOMIUIEKTOBAHMS ONPEACISIOTCS
MOJIO’KEHUEM, YTBEPKIAEMbIM PYKOBOJAUTENIEM OPraHU3al|H.

4.9. OcnosHolt 3anaueit [IOK (OK) saBnsercs opraHuzanus U IpOBEIEHUE 3KCIEPTU3BI LIEHHOCTH
JIOKYMEHTOB.

OcHoubiMu QyHKIUsIME LIDK (OK) sBrstores:

OpraHM3aIMs eKEeroJHOr0 0TOOpa el U XPAaHEHUS U YHUUTOXKECHHUS;

pacCMOTpPEHHE M COIJIaCOBAHME IPOEKTOB HOMEHKIATYpPbl €]l OpraHu3alMM, OIUCEH Jell,
JIOKYMEHTOB IOCTOSIHHOTO W BpeMEHHBIX (cBbIlIe 10 jeT) CpoKOB XpaHEHHs, B TOM YHUCJE MO JHUYHOMY
COCTaBY, aKTOB O BBIJEICHUH K YHUUTOXKEHHUIO JIEN1, HE TOUIEKAIIMX XPAHEHUIO, U IPYTUX aKTOB;

MOJFOTOBKA MPEAIOKEHUI 00 onpeieieHuu CPOKOB XpaHEHUs! JOKYMEHTOB, HE MPEAYCMOTPEHHBIX
nepeursiM™(10), 1 00 U3MEHEHHH CPOKOB XpaHEHHS OTACIBHBIX KATErOpUil JOKYMEHTOB, YCTAHOBICHHBIX
MePEYHSIMU;

ydacTue B IIOATOTOBKE U PACCMOTPEHHUH NTPOEKTOB HOPMATHUBHBIX U METOJAMUYECKUX JOKYMEHTOB I10
BOIpOcaM paboThl ¢ JOKYMEHTaMU B OpraHU3alllH;

METOJIMYECKOE PYKOBOJICTBO paboTaMu B 00JIacTH 00€CIIeYeHHsI COXPAHHOCTH JTOKYMEHTAILHOTO U
apXMBHOTO (POH]IOB OpPTraHU3AIINH.

4.10. Dxcneprr3a HEHHOCTH JOKYMEHTOB B OPraHU3aluY IPOBOAUTCS:

B JICJIONPOM3BOJICTBE - MIPH COCTABJICHUH HOMEHKIIATYPHI JI€JT OpraHU3alui U MPH MOATOTOBKE JIE
K [Iepesladye B apXuB;

B apXMBE€ OpraHMU3aIMH - B IpOIecce MOATOTOBKH JIeN K Mepeaayue Ha MOCTOSIHHOE XpaHeHHeE.

4.11. Dxcneprr3a HEHHOCTH JOKYMEHTOB IPOBOJIUTCS €KETOIHO.

[Io pesynabTaTam SKCHEPTHU3Bl LIEHHOCTH B CTPYKTYPHBIX TMOJpa3fefieHUusIX OpraHu3aliuu
COCTABJISIIOTCSL OMUCH Il CTPYKTYPHBIX MOJPA3/IeNeHUI: MOCTOSHHOTO, BpeMeHHbIX (cBbime 10 ner)
CPOKOB XpaHEHHS, IO JMYHOMY cocTaBy (mpuiiokenne N 23, 24), Ha OCHOBE KOTOPHIX B apXHBE
OpraHM3alH1 COCTABIISIFOTCS T'OIOBBIE Pa3/Ieiibl COOTBETCTBYIOLIUX CBOAHBIX OIUCEH /1€, JOKYMEHTOB.

Ha nema ¢ ucTekmuM# CpoKaMH XpaHEHHsI B CTPYKTYPHBIX MOJpa3elieHUsX OpraHU3aluu
COCTAaBISIIOTCS NPEUIOKEHHUS] K aKTy O BBIACICHUU K YHUYTOKEHHIO JOKYMEHTOB, HE MOJUIekKaIluX
xpaHeHuo (o ¢popme akra, npuinokenne N 21).

Ha ocHoBe npeioskeHui CTPYKTYPHBIX MOJpa3/IeieHuil ciry:k0a AeI0mpOn3BOICTBA OPraHN3aIlul
COCTaBJISIET aKT O BBIJCICHUM K YHHYTOXXCHHUIO JOKYMEHTOB, HE MOJJICKALIUX XPAHEHUIO (ITPUIIOKEHUE
N 21).

Jlena BKIIIOYAIOTCA B aKT O BBIJEICHUU K YHUUTOXKEHHUIO JJOKYMEHTOB, HE MOJIeKAIINX XPaHEHUIO,
€CJIM IIPElyCMOTPEHHBIN JI1 HUX CPOK XPAHEHUS UCTEK K | siHBaps rojia, B KOTOPOM COCTaBJIEH aKT.

Hena ¢ ormerkoit "DITK"*(11) momymexaT MOIMCTHOMY MPOCMOTPY B MEISX BBISBICHHS
JOKYMEHTOB, IOMJIESKAIIUX IIOCTOSHHOMY XpaHEHHUIO. BBISBIEHHbIE B TakuxX Jejlax JAOKYMEHTBI
MOCTOSIHHOTO XPaHEHUsI BBIACNAIOTCS M MPUCOECTUHSIOTCS K OJHOPOJIHBIM JielnaM WUiu (GOpMHUPYIOTCS B
CaMOCTOSITENIbHBIE JIENA.

OcranbHble TOKyMeHTHI ¢ oTMmeTkoi "OIIK" BkitodaroTcss B akT Ha yHHUTOXKeHHeE. [Ipu sTom
ormetka "OIIK" B akTe He yka3bIBaeTCs.

Onucu Ha Jena, JOKYMEHTHl IOCTOSHHOTO XpaHEHUsS M 1O JIMYHOMY COCTaBy M aKThl Ha



YHUYTOKECHUE JOKYMEHTOB paccMmarpuBaiorcs Ha 3acemanuu L[OK (OK) omnoBpemenno. Ilo utoram
paccmotpernust [[OK (OK) cormacoBbIBalOTCS OMUCH JEN, JTOKYMEHTOB IOCTOSIHHOTO XpaHEHUS U I10
JMYHOMY COCTaBY U aKThl O BBIJICIEHUN K YHUUTOKEHHUIO JOKYMEHTOB.

CormacoBannbie [IDK (OK) opranmsamum omucu 1en  JOKYMEHTOB (TOJOBBIE pPa3Jeiibl)
npecTaBisitoTces Ha paccmorpenue DIIK:

MOCTOSTHHOTO CPOKa XpaHEHHUS - Ha YTBEPKIACHHUE;

10 TUYHOMY COCTaBY - Ha COIJIaCOBAHUE;

OIIK yTBepxaaeT omucH Jell MOCTOSHHOIO XPAaHEHHUS M COIJIACOBBIBAET OMUCH I MO JTUYHOMY
COCTaBy.

Onucu naen, MTOKYMEHTOB (TOMIOBBIE pa3fienbl) HampaBisroTcs Ha paccmorpenue DIIK B Tpex
SK3EeMIUIIpax Ha OyMa)KHOM HOCHUTENC M OJHOM JK3EMIUISIpE Ha JJIEKTPOHHOM HOCUTENE uepe3 3 roja
1ocJie 3aBepIleHus Jell B AeONPON3BOICTBE.

[Tocne yrBepxknenus u cornacoanus JIIK onucelt nen, 10KyMEHTOB, OIIUCH U aKT O BBIJCICHUU K
YHUUYTOXKEHHUIO JTOKYMEHTOB, HE MOJIeKAIINX XPAaHEHHUIO, YTBEPKAAOTCS PYKOBOJIUTEIEM OpPraHU3alluH,
1I0CJIE Yero JeJia, BbIICTICHHBIE TI0 aKTy K YHHUYTO)XKEHHUIO, MOTYT OBITh YHHUTOXKCHBI.

4.12. Opraauzanuu, B ACATEIHPHOCTH KOTOPBIX HE CO3JAIOTCA JOKYMEHTHI ApXUBHOTO (hoHIa
Poccuiickoit @enepanuu, co34a0T ONMKUCH A€ 110 JUYHOMY COCTaBYy M ONMCH A€l BpeMeHHBIX (cBbiiie 10
JIET) CPOKOB XPaHEHUS U 00ECIEYNBAIOT UX COXPAHHOCTb.

Opranuzanuy TakXe COCTAaBJIAIOT aKThl O BBIACICHUM K YHUYTOXKEHHMIO JIOKYMEHTOB, HE
MOJJICKAIIUX XPAHEHUI0, U YHUYTOXKAIOT yKa3aHHbIE JTOKYMEHTHI MO HCTEYEHUH CPOKOB WX XpaHEHUS
TOJIBKO TIOCJIE COCTAaBJIEHMsI TOAOBBIX Pa3JIENOB ONMUCEHN eI M0 JMYHOMY COCTaBY 3a COOTBETCTBYIOILUM
NEPUO U UX YTBEPXKICHUS PYKOBOJUTEIEM OpraHU3aIiu.

4.13. lena Ha GyMa)XHOM HOCHUTENIE, BBIJICICHHbBIC K YHUUTOXKEHUIO, IEPEAAI0TCS HA YHUUTOKEHHUE
(YTUIM3amuio) MO aKkTy O BBIACICHUM K YHMUTOXKEHHUIO JTOKYMEHTOB (rpuiokenne N 21), a Takxke Ha
OCHOBAaHMM UHBIX JOKYMEHTOB, IOATBEPKAAIOMUX (AKT CcAadyd JOKYMEHTOB Ha YHHUYTOXXCHHE
(yTunu3amnuio).

DNEKTPOHHBIE J€Nla C UCTEKIIMMHU CPOKaMH XPaHEHUs MOJUIEKAT BBIJCICHUIO K YHUUYTOXEHHUIO Ha
OOLIMX OCHOBaHUSX, IOCJE YEero MPOBOJUTCS HX (PUINUECKOE YHUUTOKEHHE WIM YHUUYTOKEHUE
IPOrPaMMHO-TEXHUYECKUMH CPEACTBAMU C COOTBETCTBYIOLIEH OTMETKOW B akT€ O BBIACIEHUH K
YHUUTOKEHUIO JOKYMEHTOB (ripuiioxkenne N 21).

4.14. J1ns obecnieueHust nopsaka GOpMUPOBAHUS U y4deTa JE B JEIONPOU3BOJCTBE OPraHU3AIUN
COCTaBJIsIeTCSl HOMEHKJIATypa Jied.

4.15. HomeHnkmarypa Jien 3akperuiser Kiaccu(ukanuio (TpynnupoBKY) UCTIOTHEHHBIX JOKYMEHTOB
B Jienia (3JIEKTPOHHBIE JIe€7la) U SABJSETCS OCHOBHBIM YYETHBIM JOKYMEHTOM, OTpPa)KaloUIMM COCTaB U
OpraHu3aII0 TOKyMEHTAIHHOTO (POHJa OpraHU3aLUH.

4.16. Homenknatypa nen SBJISIETCA OCHOBOM JUIsi COCTAaBJICHHS OINKCEH Jel, JOKYMEHTOB
MIOCTOSIHHOTO U BpeMEHHBIX (cBbIe 10 JIeT) CpOKOB XpaHEeHHUs, a TAKKe JJIs ydeTa Jes BpeMeHHbIX (10 10
JIET BKJIFOYUTEIHHO) CPOKOB XPaHEHHUS.

4.17. HomenknaTypa [Jen OpraHu3anuu pa3paOaThlBaeTcs Ha  OCHOBAHWU  THUIIOBBIX,
BEJIOMCTBEHHBIX M HMHBIX MEpEeYHEH TOKYMEHTOB C YKa3aHHEM CpPOKOB XpaHEHHS, MHBIX HOPMATHUBHBIX
MPaBOBBIX aKTOB, a TAK)KE TUIIOBBIX M MPUMEPHBIX HOMEHKJIATYD JIETl.

TunoBass U npuMepHas HOMEHKJIATYphl A€l pa3padaThIBalOTCS OpraHaMd U OpraHU3alUsIMH,
MMEIOUIMMH B IOJYUHEHUU CETh OAHOTUIIHBIX OPraHU3ALNM.

TunoBasi HOMEHKJIaTypa yCTaHABIMBAET COCTAB €], 3aBOAUMBIX B OJTHOTHITHBIX OpraHU3alUsaX, U
SIBJIIETCS. HOPMATUBHBIM JOKYMEHTOM.

[TpumepHas HOMEHKJIaTypa YCTaHABIMBAET MPUMEPHBIA COCTaB JieJ, 3aBOJUMBIX B OpraHU3aLUsAX,
Ha KOTOPBIE OHA PACIIPOCTPAHSETCS], U ABISAETCS PEKOMEHAATEIbHBIM JOKYMEHTOM.

4.18. HomeHnkmarypa Jen opraHU3ald COCTABJISETCS MO YCTAHOBJIEHHON (opme (rmpusioxeHune
N 25) Ha OCHOBaHMM HOMEHKJIATYp JIe]l CTPYKTYPHBIX mojpa3aeneHuii (nmpunoxenne N 26).

Opranuzanuy - ICTOYHUKH KOMIUIEKTOBAHUS TOCYJapCTBEHHBIX (MYHHUIIMIAIBHBIX) apXUBOB OJUH



pa3 B 5 ner*(12) cormacoBeiBatoT HoMeHKaTypy nen ¢ [IOK (OK) opranuzanmu u npeacTaBIsSIOT ee Ha
cornacoBanue cootBercTByromux OIIK mnm rocymapcTBeHHOro (MyHHMIMIIAIBLHOTO) apXHBa, COIJIACHO
IPEOCTABICHHBIM MY ITOJTHOMOYHSIM.

Opranuzanuy, B JEATEIBHOCTH KOTOPBIX HE CO3JAIOTCS JOKYMEHTHl ApxuBHOro (onaa
Poccniickoit denepanuu, yrBepKaa0T HOMEHKIIATYPY A€JI CAMOCTOSTENBHO.

4.19. 3aKoHYECHHBIC JISTOMPOU3BOJICTBOM JIej1a TTOCTOSIHHOTO U BpeMEeHHBIX (CBbImIe 10 j1eT) cpokoB
XpaHEHHs, B TOM YHUCIIE M0 JIMYHOMY COCTaBY, IOCIE OKOHUYAHHs KaJCHIAPHOTO rojia, B KOTOPOM OHH
OBUIM 3aBeleHbl, TOArOTABIMBAIOTCS K Iepelaye B apXWMB OpPraHM3alM U TMOAJIekKaT OPOPMIICHHUIO U
OINMCAHUIO.

B 3aBucHMMOCTH OT CpPOKOB XpaHEHHS IMPOBOJUTCS IMOJTHOE WJIM YacTHUHOE O(OpMIICHHE Je.
[HomHOMY O(popMIIEHHIO TOAJIEKAT JIeNIa MOCTOSTHHOTO U BpeMEHHBIX (cBbIlIe 10 j1eT) CPOKOB XpaHEHUS U
M0 TUYHOMY COCTaBY.

Odopmiienne nen Ha OyMa)KHOM HOCHUTENE IPEyCMaTpUBACT:

MOJUIMBKY WJIH TEperieT JOKYMEHTOB jenia (HedopMaTHbIE JOKYMEHTHI XPaHSTCS B 3aKPBITHIX
TBEP/BIX MAaIKaxX WIA B KOPOOKax);

HyMEpAaIHIO JIUCTOB JeNa;

COCTaBJICHHUE JIMCTa-3aBepuTels nena (npuioxenne N 8);

COCTaBJICHUE, BHYTPCHHEH OIMUCH JOKYMEHTOB jiena (npuioskenne N 27);

oopmienue 00moxkkH fena (mpuioxkerre N 28).

[TonroroBka »AJIEKTPOHHBIX [Jed JUId TMepelayd B apXWB OpraHU3alud MpeaycMaTpHUBaeT
COCTaBJICHUE OIHCH AJIEKTPOHHBIX JIelT, TOKyMeHTOB (ripuioxenust N N 17, 18).

4.20. B peno momeniaroTCs TOKYMEHTBI, KOTOpPBIE IO CBOEMY COJIEPKAHHIO COOTBETCTBYIOT
3aroJIOBKy Jefia, Ipu 3TOM 3alpemiaeTrcs TPyNIHpOBaTh B Jieja YEPHOBBIC U TyOJIETHBIC SK3EMILISPHI
JIOKYMEHTOB, a Tak)Ke JTOKYMEHTBI, MOJJIeKaI1e BO3BPATy.

[Tpu hopmupoBanmnu aena He0OOXOIUMO COOIIOAATE CIIEAYIOIINE TPEOOBAHUS:

JIOKYMEHTBI MIOCTOSIHHOTO ¥ BPEMEHHOT'0 XpaHEeHUs He00X0IMMO IpYIIUPOBaTh B OTJEIbHBIC JIeTa;

BKJIIOYATH B JIEJIO 110 OJJHOMY IK3EMIUIAPY KaXJI0r0 JOKYMEHTA;

TPYNIUPOBATh B €TI0 JOKYMEHTHI OJHOIO KaJlEeHAApHOTO ro/ia;

UCKJTIOUEHHE COCTaBISIOT: MEpexXOsliue Jena; cyneOHble Jena; JUYHbIe [ella, KOTOpbIe
dbopMupyIOTCS B TEUEHUE BCETO Nepruoa padoThl JIMlla B OpraHU3ally; TOKYMEHThI BBIOOPHBIX OpPraHOB U
UX TOCTOSHHBIX KOMUCCHH, IENyTaTCKUX IPYIII, KOTOPBIE TPYNIUPYIOTCS 32 MEPHOJ CO3bIBA; JOKYMEHTHI
00pa3oBaTeNbHBIX OpTaHW3alluid, KOTOpble (QOPMUPYIOTCS 3a Yy4eOHBIH TOA; TOKYMEHTHI TEaTpoB,
XapaKTEpU3YIOIIUE CLEHUYECKYIO NEesSTeNbHOCTh, B MpeaeNaX TeaTpaJbHOIo Ce30Ha; Jena (HIbMOB,
pyKomucei, ucTopun 00JIe3HEH.

[Ipuka3pl 1O JMYHOMY COCTAaBY JOJDKHBI TPYIIUPOBAaTHCS B Jiela B COOTBETCTBUU C
YCTaHOBJIEHHBIMU JJI1 HUX CPOKAMH XPAHEHUS;

JOKYMEHTBI B JJMYHBIX JIEJIaX PacIoyIaraloTcsi B XpOHOJIOTHUECKOM MOPSAKE M0 Mepe MOCTYIUICHHUS;

JUIEeBble cyeTa MO 3apaboTHOW MaTe pPaOOTHUKOB TPYNIUPYIOTCS B OTAEIbHBIE Jeia U
pacrosaraiorcsi B HUX 1o andaBuTy paMHUIUil, UMEH U OTYECTB.

Jeno Ha GymMa)kHOM HOCHTEJIE HE JOJKHO cojiepkaTh O0osee 250 MucToB, Mpy TONIIUHE HE Ooee 4
CM.

4.21. JIoKyMEHTBI, COCTAaBJISIOIIME €10 Ha OyMa)KHOM HOCHUTENE, TOJIIMBAIOTCS HAa YETHIPE
poKoJia (Ha TPH MPOKOJIA - Ik Mao(pOPMATHBIX JIENT) B TBEPAYIO OOJIOKKY MIIH MEPEIJIETAIOTCS C yYeTOM
BO3MOXXHOCTH CBOOOJHOTO YTEHHS BCEX IOKYMEHTOB, JIaT, BU3 U PE3OJIIOLMNA Ha HUX, METaNINYeCKUe
CKpEIUIEHUS U3 JOKYMEHTOB YJAJISIOTCS.

B nauane nena Ha OymMa)KHOM HOCHTENE IPU HEOOXOAMMOCTH MOJIIMBAIOTCS JIMCTHI BHYTPEHHEH
OMKCH JOKyMEHTOB jena (mpuioxenue N 27), B KOHIE KaxAOro JAela - JKCT-3aBEPHUTENh Jela
(mpunoxxenue N 8).

4.22. B nensx obecrie4eHus COXPAaHHOCTU U 3aKPEIUICHUS MOpPs/IKa PaCIOIOKEHUsI TOKYMEHTOB,
BKJIIOUEHHBIX B JIeJI0 Ha OyMa)XHOM HOCHUTeENle, BCE €ro JHCTbl (KpoMe JHCTa-3aBepuTeNs Jaena u



BHYTpPEHHEH OMUCH) HYMEPYIOTCS B BaJJOBOM MOPSJIKE apabCKumu mudpaMu, KOTOPbIE TPOCTABISIFOTCS B
IPaBOM BEpPXHEM YTy JHCTa JOKYMEHTa MPOCTHIM TpapUTHBIM KapaHAAlIOM WM HYMEPaTOpOM.
YrnorpebiieHne 4YEepHWI W 1BETHBIX KapaHAAlled s HyMepaluu JMCTOB 3ampemaercs. JIucTs
BHYTpPEHHEH OMUCH JOKYMEHTOB JIeJIa HyMEpPYIOTCS OTJEJIBHO.

JIuCTBI AeN, COCTOSIIUX M3 HECKOJBKUX TOMOB WMJIM YacTei, HyMEPYIOTCS M0 KaXJA0My TOMY WU
YacTH OT/IEIBbHO.

®dororpaduu, YEPTEKHU, TUATPAMMBI U JAPYTUe WILTIOCTPATUBHBIE TOKYMEHTHI, MPEACTABISIONINE
CaMOCTOSITENIbHBIN JTUCT B JIeJie, HyMEpPYIOTCSl Ha 000POTHOM CTOPOHE B JIEBOM BEPXHEM YTIIY.

CnokeHHBIM JHCT pa3BOpaYMBACTCS U HyMepyeTcs B IpaBoM BepxHeM yriry. [Ipu 3tom muct
mo0oro (opmara, MOAMMUTHIN 32 OJIMH Kpai, HyMEpyeTCsl KaK OJWH JIUCT; JUCT, CIIOKEHHBIN U MOAIIUTHIN
3a cepeliiHy, MOJICKHT MEePEIIMBKE U HyMEePYeTCsl KaK OJIUH JIUCT.

Jluct ¢ Harmyxo HakKJIEEHHBIMH JOKYMEHTaMU (BBIPE3KaMH, BBIMHCKaMH, (GOTOrpadusiMm)
HyMepyeTcs Kak OJIMH JIMCT. Eclii K TOKYyMEHTY MOAKJICCHBI OJHUM KpaeM Apyrue JTOKYMEHTHI (BBIPE3KH,
BCTaBKH TEKCTa, IEPEBO/IbI), TO KAXK/IbIM TOKYMEHT HyMEpYyeTcs OTIEIbHO.

[MoamuTeie B €0 KOHBEPTHI C BIOXKCHHUSIMH HYMEPYIOTCS, MPH STOM BHAYajle HyMEpYeTCs
KOHBEPT, a 3aTe€M OYEePEJHBIM HOMEPOM KakJI0€ BIIO)KEHHE B KOHBEPTE.

[MoamuTeie B 1€710 JOKYMEHTHI ¢ COOCTBEHHON HyMepaIluei JINCTOB (BKJIIOYasl IeUYaTHbIC U3/IaHNs)
MOTYT HYMEpOBaTbCSi B OOIIEM TMOPSJKE WM COXpPaHATh COOCTBEHHYIO HYMEpalHio, €CIM OHa
COOTBETCTBYET MOPSIKOBOMY PACIIONIOKECHHIO JINCTOB B JIETIC.

B cinywasx oOHapyxeHUsi OONBIIOrO YMCIa OMIMOOK B HYMEpAllUW JIUCTOB Jejia MPOBOIUTCS
nepenymepanus. llpu HaIMYUU OTICNBHBIX OMIMOOK B HYyMEpalMu JIMCTOB Jiela JOIyCKAeTCs
yrnotpeOaeHne TUTEPHbIX HOMEPOB JIUCTOB.

4.23. Jlucr-3aBeputens aena (npuiokenue N 8) cocTaBisieTcss Ha OTICIBHOM JIHCTE, B KAPTOTEKAX
- Ha OTJENbHOM JHcTe opmaTa KapToukH. JlMcT-3aBepuTenb Jena MOJAMUCHIBACTCS €r0 COCTAaBUTEJIEM.
Bce mocrnenyromme M3MEHEHUST B COCTaBE UM COCTOSHMM Jieia (TMOBPEXKIEHUS, 3aMEHa IMOMIMHHBIX
JIOKYMEHTOB) OTMEYAIOTCSI B JIUCTE-3aBEPUTENIE CO CCHUIKOM Ha COOTBETCTBYIOIIUM aKT.

3anperniaercss BBIHOCUTH JIMCT-3aBEPUTENh HA OOJOXKY JieJla WU YUCThIA 000pOT IHUCTa
nocieAHero AokyMeHTta. Eciu geno moamuro uiau meperuieTeHo Oe3 OiaHka JHCTa-3aBepUTENs, OH
JOJKEH OBITh HAKJIGEH 32 BEPXHIOK YaCTh JIUCTA HA BHYTPEHHIOI CTOPOHY OOJIOKKH B KOHIIE JeTa.

4.24. Ha 0010XKe A€l TIOCTOSHHOTO XpPaHEHUs MPEeIyCMaTPUBACTCS MECTO JUII HAMMEHOBAHUS
TOCY/IapCTBEHHOTO (MYHHUIIMIIATHHOTO) apXWBa, B KOTOPBIA Jena oOpraHu3alnuu OyayT MpPUHSTHI
(mpunoxenne N 28). Ilpu odopmieHHn OOJOXKKH [ejla HaWMCHOBAaHHEC OPraHM3allMH YKa3bIBAETCS
MOJTHOCTHIO, B UMEHUTENILHOM Taieke. [loTHoe HanMeHOBaHWE BHIMIECTOSIIEH OpraHUu3allii YKa3bIBAETCS
HaJ HAaUMEHOBAHHMEM OpTraHM3alMH - MCTOYHHKA KOMIUIEKTOBaHMS (TakkKe B MMEHHUTEIbHOM IMaJexe).
Ecnu opranm3anus Wiu BBIIIECTOSIIAs OpraHU3alldsg UMEIOT COKpAICHHbIE HAMMEHOBAaHUS, TO OHHU
YKa3bIBAIOTCS B CKOOKaX IMOCJIEe OJTHOTO HAUMEHOBAHUSI.

[Ipn w3MeHEeHNMM HAWMMEHOBAaHUS OpTraHM3alMH (CTPYKTYPHOTO TOJpa3ieiieHus) B TEUCHUE
nepuoja, OXBaThIBAEMOI'O JOKYMEHTaMH Jiela, WIM MpH I[epenade Jena B APYTyl0 OpTraHU3alHio
(cTpykTypHOE TOapa3iencHue), Ha OOJOXKKe Jela JONMUCHIBACTCS HOBOE HAMMEHOBaHUE J3TOM
OpraHM3alMyl WM OpraHU3alUU-TIPaBONpPEEMHUKAa (CTPYKTYpHOTO TMOApA3NENeHUs), a MpexHee
3aKJTFOYAETCs B CKOOKHU.

4.25. Ha 00710KKe J1e71a yKa3bIBAtOTCS:

HAUMEHOBAHHE OPTaHHU3AIH U €€ HETOCPEICTBEHHAS IO TYMHECHHOCTH;

HAaUMEHOBAHUE CTPYKTYPHOTO MOpa3AeeHUS;

WHJICKC JIeN1a,;

HOMED ToMa (J4acTH);

3aroJIOBOK Jiefia (ToMa, YacTH);

KpaliHHe JIaThl 1efia (ToMa, 4acTH),

KOJINYECTBO JINCTOB B Jiejie (TOME, YacTH);

CPOK XpaHEHHUSs Jena;



apXUBHBIN mUdp Aemna.

4.26. 3aroysioBoK Jena Ha OyMaXHOM HOCHTEJE M 3aroJIOBOK 3JIEKTPOHHOTO JieJia MePEHOCITCS Ha
00JOkKKY pena (PMEKTPOHHOTO Jielia) M3 HOMEHKJIATYPhl Jell OpraHu3aluu. 3arojoBOK JIOJDKEH
COOTBETCTBOBATH COJIEP)KAHUIO IOKYMEHTOB B JIeTiE.

B tex cmyuasix, Korja Jef0 COCTOUT U3 HECKOJIBKMX TOMOB (4YacTeil), Ha 0OJIOKKY KaKIOro TOMa
(4acTr) BEBIHOCHTCS OOIIUI 3ar0JIOBOK Jiejia, a P HEOOXOAMMOCTH - 3ar0JIOBOK KaKI0T0 TOMa (Y4acTH).

B 3aronoBkax jen, colepKamiuxX KOMHUHU JIOKYMEHTOB, YKAa3bIBA€TCS HA KOJUYECTBO KOMUM.
[TonnMHHOCTH JOKYMEHTOB JI€JIa B 3ar0JIOBKE HE OrOBapUBAETCSI.

4.27. [Jlena, BHECEHHbIE B TOJOBBIC pa3leibl CBOJHBIX ONHCEH, IMHUQPYIOTCS TOCIE
YTBEP)KJICHHS/COTIIAaCOBAaHUS TOJIOBOTO pas3fena cBogHod omucu OIIK apxuBHOTO yupexaeHus u
YTBEPKACHHS PyKOBOJUTEIIEM OPTaHU3aIMH (IO TOTO apXUBHBIN MIU(P MPOCTABISETCS KapaHIAIIOM).

4.28. Ha oOnoxke paena ykasbplBaeTcs nara jaena - ron(bl) 3aBEACHUS M OKOHYAHUS Jejia B
JIEJIONIPOU3BOJICTBE.

Ecnu B Aeno BKJIIOYEHBI TOKYMEHTHI (HallpuMep, MPUIIOKEHUs), JaTa KOTOPbIX HE COBIMAJAET C
JaTOM Jena, TO MO/l IaTOM ¢ HOBOUM CTPOYKH JeNaeTcs 00 3TOM 3anuck: "B nene uMeroTcst TOKYMEHTHI 34 ...
ron(sr)".

Jlata nenma MOXKET HE YKa3bIBaThCS TOJIBKO Ha OOJOXKKAaX eI, COJEpKalluX TOJIOBBIC IJIAHBI U
OTYETHI U APYTUE TOKYMEHTHI, 1aThl KOTOPHIX OTPa)KarOTCs B 3ar0JIOBKax Jell.

Jaroii nen, comepkamux pactopsSAUTEIbHYI0, TBOPUECKYI0O U WHYIO JOKYMEHTAIUIO (HOKIAIb,
MUChbMa, CTEHOIPAaMMBI), /Ui KOTOPOM TOYHAs JaTHUPOBKAa MMEET Ba)KHOE 3HAuUEHHUeE, a TaKxke AJs e,
COCTOSIIIMX W3 HECKOJNBKHX TOMOB (YacTeil), SBISIOTCA JaThl (YHCIO, MECAI, TOJ) PErHucTpaluu
(cocTaBiieHHUs, MOCTYIUICHHUS) CAMOIO PaHHEro M CaMoOro MO3JHET0 JOKYMEHTOB, BKJIIOYEHHBIX B JEIO
(kpaiiHue JaThl €T, TOKyMEHTOB).

JlaToii nena, conepikalero MpOTOKOJIbI 3aceaHM, SBIAIOTCS JaThl YTBEp)KIEHUS (eciu OHU
YTBEP>KJIaI0TCS1) WIIM JIaThl IEPBOTO U MOCIEAHETO MPOTOKOJIA, COCTABISIONIUX JEIIO.

JlaToii nuYHOrO J1ena SBJSIOTCS JaThl MOANMCAHUS MPUKA30B O MpUEME U YBOJIIBHEHUU JIUIA, Ha
KOTOpPOE OHO 3aBEJIEHO.

[Tpu 0603HaUEeHUN aThl JOKYMEHTA CHayajda yKa3bIBaeTCsl YMCIIO0, 3aTeM MecsIl U roj. Yuciao u roa
0003HauaroTcst apabCKuMH nudpamMu, Ha3BaHUE MECALA - CITIOBOM.

Ecniu pgara gokymMeHTa WM OTHAEIbHBIE €€ 3JEMEHTBl OINPEAENSIOTCS MPUOIU3UTENbHO, Ha
OCHOBaHWHW aHallM3a COJEP)KaHUs IOKYMEHTa, TO JlaTa WM OTICIBHBIE €€ DJIEMEHTHI, He aOCOIIOTHO
JIOCTOBEPHBIE, 3aKII0YAIOTCS B KBaJpaTHbIE CKOOKH.

4.29. OOs3aTeTbHBIMU PEKBH3UTAMU OOJIOKKHU Jeja SIBJIAIOTCA YKa3aHHE KOJIMYECTBAa JIUCTOB B
nene*(13) (mpocraBiseTcss Ha OCHOBAHHMHM JIMNCTAa-3aBEPHUTENS Jeja) M CPOK XpaHCHHs jeia (Ha Jaenax
MIOCTOSIHHOT'O XpaHeHus nuuiercs: "XpaHUTh IOCTOSIHHO").

4.30. JIns yueta TOKYMEHTOB OMpEEICHHBIX KaTeropui Aesl Ha OyMa)XHOM HOocuTese (JTUJHBIC,
CyneOHbIe Jenna, MaTepHualibl YrOJOBHBIX JAEN, Jella O MPHUCYXKISHWH YUEHBIX CTENEeHEH U MPHCBOCHUU
YUEHBIX 3BaHHi, Nena, CBA3aHHBbIC C BbIJAaYeil aBTOPCKUX CBHUAETEIbCTB M IATEHTHBIX H300pETeHMUIN)
COCTaBIISICTCS] BHYTPEHHSIS OMUCH JOKYMEHTOB JIENa.

Ecnmu ngeno Ha OGyMaKHOM HOCHTEJE TEPEIUIETCHO WIIM MOAMUTO Oe3 OJlaHKa BHYTPEHHEHW OMHCH
JOKYMEHTOB, TO COCTaBIIEHHAs 10 YCTAaHOBIEHHOW (opMe BHYTPEHHSS OMNHUCH IMOAKJICUBACTCA K
BHYTPEHHEH CTOPOHE JINIIEBOU OOJIOKKH Jena.

N3menenust cocraBa JOKYMEHTOB Jiena (M3BATHUS, BKIIOYCHHUS JTOKYMEHTOB, 3aMEHA JOKYMEHTOB
KOMUsiMH) oTpaxkarorcs B rpade "[Ipumeuanue" BHYTpeHHEH OMUCH CO CChIIKAMH Ha COOTBETCTBYIOIIME
akThl. [Ipu HEOOXOOUMOCTH MOTYT OBITH COCTABJICHBI HOBasi MTOTOBas 3alKCh K BHYTPEHHEH ONMUCH U
JUCT-3aBEpUTEIb JIea.

4.31. [ena mepenaroTcs B apXWB OpraHU3allMd IO OMNMCSIM, COCTABIEHHBIM B CTPYKTYPHBIX
MOJIpa3esiCHUsX.

Onucu Jen CTpyKTYPHBIX TOApa3AelieHUui COCTaBISIOTCS IO YCTAaHOBICHHOU opme (TpuiioKeHne
N 23, 24) B 1BYX dK3eMILIsIpax M MPEACTABIISIIOTCS B apXUB OpraHU3AIMK HE MO3/IHEeE YeM Yepe3 OJUH T'oJl



MOCJIE 3aBEPIICHHUS JIeJ B JIEJIONPOU3BOJICTBE.

Onucu cocTaBISIIOTCS OTAENBHO Ha Jiefla OCTOSIHHOTO XpaHEeHUs; Jejia BpeMeHHbIX (cBbime 10
JIET) CPOKOB XpaHEHUs, B TOM YHCII€ IO JUYHOMY COCTaBy, U Jie€Ja, COCTOSIIIUE U3 JIOKYMEHTOB,
XapaKTepHBIX TOJBKO JAJIS JAAHHON opraHu3auuu (cyneOHble, CIEJACTBEHHbIE Jeia, Hay4YHbIE OTYETHI IO
teMaMm). OTAeNbHBIE ONHUCH COCTAaBJISIOTCS Ha €AWHUIBI XPAaHEHHsI BJICKTPOHHBIX JIOKYMEHTOB
MOCTOSIHHOTO XpaHEHUsI; BpeMEHHBIX (cBbimie 10 JieT) CpOKOB XpaHEHUs, B TOM YHUCIE MO JINYHOMY
COCTaBy.

4.32. Tlpu cocTaBI€HHH OIMHUCU [ CTPYKTYPHOTO MOJpa3aeieHUsi COOI0MAI0TCS CIENYIONne
TpeOOBaHUS:

3aroJIOBKH JIEJ1 BHOCSITCSI B OIMCh B COOTBETCTBUM C IPUHATOM CXEMOM CHCTEMAaTHU3allui Ha OCHOBE
HOMEHKJIATypHhI JIeT;

Ka)KJ0€ JeJI0 BHOCUTCS B OMUCH MOJ MOPSAKOBBIM HOMEPOM (€CIH JI€JI0 COCTOUT U3 HECKOIbKUX
TOMOB WJIM YacCTeH, TO KXl TOM WJIM YACTh BHOCSATCS B OIUCH O] OPSIKOBBIM HOMEPOM);

rpadbl ONMUCH 3aMOJHSIOTCS B TOYHOM COOTBETCTBHHM CO CBEJIEHHUSIMHU, KOTOpPbHIE BBIHECEHBI Ha
00JIOXKKY J1eTa;

rpada ommcu '"[Ipumedanue" wuCMONB3yeTCS JUIsI OTMETOK O TMpUEME Jel, OCOOCHHOCTSX
(U3UYECKOTO COCTOSIHUS, O Tepenadye Ien APYTUM CTPYKTYPHBIM MOAPA3IEICHHUSIM CO CCHUIKOW Ha
HEOOXOIUMEIN aKT, 0 HATMYMH KOIIUH.

B koHue ommcu Bcien 3a MOCIENHEN ONUCATENBHOM CTAaThEW 3aIlOJHSAETCS WTOrOoBas 3aluCh, B
KOTOpOM yKa3bIBalOTCs (LH(paMu U MPOIMUCKHIO) KOJIMYECTBO JI€J, MEePBbIl U MOCIEAHUNA HOMEpa Jel 10
OMKCH JIEN, & TaKXKe OTOBAPUBAIOTCS OCOOCHHOCTH HYMEpAlMH e B OMUCH (HATUYHE JTUTCPHBIX U
MIPOITYIIICHHBIX HOMEPOB).

[lepen BHEcEeHHMEM 3arojiOBKOB JIeT B ONKUCHh IMPOBEPSIOTCS KadecTBO (OPMUPOBAHUS U
oQopMIIeHHS J1€], COOTBETCTBHE KOJIMYECTBA /e, BHOCUMBIX B OINHUCH, KOJIMYECTBY 3aBEICHHBIX eI IO
HOMEHKJIAType JIeJ1 OpTaHU3allUu.

[Ipu mpocMoOTpe Aen MpOBEPSIIOTCA: COOTBETCTBHE 3arojIOBKa Ji€jla COAEPKAHUIO JOKYMEHTOB B
Jene; TMPaBUIBHOCTE OQOPMIICHHS M TPYIIUPOBKU JOKYMEHTOB, BKJIIOYEHHBIX B JEN0; Ka4eCTBO
NOAIIMBKYA WM TIepervieTa Jieja; NpPaBWIbHOCTh HyMEpaluu JIUCTOB JENa; Haluyue B Jele, B
HEOOXOUMBIX CIydasx, BHYTPCHHEHW OMHCH Jela U MPaBWIBHOCTh €€ COCTABIICHUS, MPaBUIBHOCTH
oopmiieHHs 00JI0KKH Jiefla; HAJIMYUe U MPaBHJIBHOCTH JIUCTa-3aBepuTens fena. B ciydyae oOHapykeHus
HAPYIICHUS YCTAHOBJICHHBIX MPaBuiI GOpMUpPOBaHUS U ODOPMIICHUS IeT OHU JOJKHBI OBITh YCTPAHEHBI.

B cnydae oGHapyXeHMsI OTCYTCTBHS J€JI, YUCISIIUXCS MO HOMEHKJIAType Jiel OpraHHu3alui,
CTPYKTYPHBIM TIOJpa3AelieHUEM MPUHUMAIOTCS MEphI TI0 po3bicKy. OOHApyKEHHBIE Jella BKIIOYAIOTCS B
onuch. Ecnu mpuHATHIE MEphl HE Jalld Pe3yJabTaTOB, TO Ha HEOOHAPYKEHHBIE JIeJla COCTABIISIETCS] aKT 00
yTpaTte JAOKYMEHTOB, KOTOPBIN MOJMUCHIBACTCS PYKOBOAMUTENIEM CTPYKTYPHOTO TMOAPA3ACICHUS U
nepesaeTcs BMECTE C OMHUCHIO JEN CTPYKTYpHOTO TMOJpAa3/eieHHs] B apXUB OpraHu3aluu (ITpUIIOKEHNE
N 6).

4.33. Tlepemaua nen B apXWB OpPraHU3AIMH OCYIIECTBISICTCS O TpaduKy, COTJIACOBAHHOMY C
PYKOBOAMUTENSIMU CTPYKTYPHBIX MOJPA3AEICHUM, NepeIalonnX JOKYMEHThl B apXUB, U YTBEPKIACHHOMY
PYKOBOAMTENIEM OPraHU3alUu.

B nepuoa moaroToBku en Ha OyMa)KHOM HOCUTENE CTPYKTYpPHBIM MOJIpa3elieHueM K mepeaade B
apXuB OpraHU3aI[Mi COTPYAHUKOM apXHBa MPOBEPSAETCS MPAaBUIBHOCTh UX (OPMUPOBaHUS, OPOPMIICHUS U
COOTBETCTBUE KOJIMYECTBA [eJI, BKIIOUEHHBIX B OIHUCh, KOJIUYECTBY JeJ, C(HOpMHpPOBAHHBIX B
COOTBETCTBUM C HOMEHKJIATypOW JeNl OpraHu3aluuy. Bce BBIABICHHBIE NPU NPOBEPKE HENOCTATKU B
dbopmMupoBaHUU 1 OPOPMIICHUH JIeNl pAOOTHUKH CTPYKTYPHOTO MO/Apa3AeIeHHs 00S3aHbl YCTPAHUTb.

[Tpuem-niepenaya Aen B apXUB OpPraHU3AIMM MPOU3BOAUTCS PaOOTHUKOM apXHBa OpraHU3alluu B
NPUCYTCTBUH PAOOTHHKA CTPYKTYpPHOTO TMoOjpa3ziencHus. Ha sKk3eMIUisipax OMUCH Jel, JOKYMEHTOB
IPOCTABIISIETCS OTMETKA O HAJIMYKHU Jiea. B KOoHIle KaX/I0ro AK3eMIlIspa ONKUCH YKa3bIBalOTCs HudpamMu u
MPOMUCHI0 KOJNIUYECTBO (DAKTUYECKH MPHUHATBIX B apXWB JeN, HOMEpa OTCYTCTBYIOIIUX Jel, JaTa
npueMa-tepeayu Aell, a TakyKe MOAMKUCH JINLA, OTBETCTBEHHOIO 3a APXUB, U JIMIA, IEPEJaBLIETO Jea.



4.34. Tlepenauya 31E€KTPOHHBIX TOKYMEHTOB B apXUB OPraHU3allMM IPOU3BOAMUTCS HAa OCHOBAaHUM
onucei JIEKTPOHHBIX nel, JIOKYMEHTOB CTPYKTYPHBIX HOJIpa3/ieNeHui 1o
UH(POPMALMOHHO-TEIEKOMMYHUKAITMOHHON CeTH (IPY HAJIMYMU B apXHBE OpraHU3alyuy HHPOPMALMOHHOM
CHUCTEMBbI) WM Ha (Qu3nUecKr 000COOJEHHBIX MaTEPHAIBHBIX HOCHUTENSAX, KOTOPHIC MPEACTABISIIOTCS B
JBYX UJCHTUYHBIX SK3EMIUISIpax.

[Ipn mepenade 3JIEKTPOHHBIX JOKYMEHTOB B apXMB OPraHU3allMM BBIOJHSIOTCS CIEIYIOLIUE
OCHOBHBIE MPOLEAYPHI pabOTHI C JOKYMEHTAMU:

(GopmupoBaHne B HH()OPMALMOHHOW CHUCTEME OpraHU3alMM SJIEKTPOHHBIX JI€N, SBJISIOIINXCS
COBOKYITHOCTBIO KOHTEHHEPOB AJIEKTPOHHBIX JOKYMEHTOB HJIM KOHTEHHEPOM 3JIEKTPOHHOTO JOKYMEHTA,
COJIepKallliM KOHTEHT M MeTaJlaHHble 3JIEKTPOHHOTO JOKYMEHTa, (ailyibl SJIEKTPOHHBIX TOJMUCE U
BU3YAJTU3UPOBAHHYIO KOIHMIO TEKCTOBOTO 3JIEKTPOHHOTO JJOKyMeHTa B popmare PDF/A;

(opMHpOBAHUE OIUCH MIEKTPOHHBIX J€JI, JOKYMEHTOB CTPYKTYPHOT'O MOJIPA3/IEICHNUS;

NpOBEpKAa apXMBOM OpPraHW3allMyd JJIEKTPOHHBIX JIOKYMEHTOB HA HAJIWYHME BPEIOHOCHBIX
KOMITbIOTEPHBIX [TPOrpamM;

IPOBEPKa BOCIIPOU3BOAMMOCTH HJIEKTPOHHBIX JOKYMEHTOB;

IpoBepKa (PU3MUECKOro M TEXHUYECKOTO COCTOSHUS HOCUTENEH (IIpH Iepegaye 3JIEKTPOHHBIX
JIOKYMEHTOB B apXUB OpraHU3alUuH Ha GU3NUIECKH 000COOICHHBIX MaTepPUATbHBIX HOCUTENSX );

IIPOBEPKA MOUIMHHOCTH 3JIEKTPOHHOM 11OIITMCH, KOTOPOH MOANUCAH IEKTPOHHBIN TOKYMEHT.

[Tpuem AIIEKTPOHHBIX JIOKYMEHTOB B apxuB OpraHu3aIu o
MH(POPMALMOHHO-TEIEKOMMYHUKAIIMOHHON CeTH (IIpU HAJIMYMU B apXHMBE OpraHU3alui HHPOPMALUMOHHON
CHCTEMBI) WK Ha (U3NYECKH 000COOIEHHBIX HOCUTENSIX O(OPMIISIETCS COCTABICHUEM UTOTOBOM 3alKcy B
KOHIIE ONUCH JIEKTPOHHBIX /€], JOKYMEHTOB, B KOTOPOU IIU(PpaMH U MPOMUCHIO YKa3bIBAETCs KOJIMUYECTBO
(aKTHUECKH TPHUHATBIX B apXUB 3JIEKTPOHHBIX el U D3JEKTPOHHBIX JOKyMEHTOB. MToromas 3amuchk
HNOATBEPXKIACTCA MOANUCAMHU COTPYAHHMKA apXuMBa W COTPYAHMKA CTPYKTYpHOIO IOApa3AeiIeHHUs,
IepeAaBIIeTo IEKTPOHHBIE JIeNla U JOKYMEHTHI. [Ipu mpreMe Ha apXWBHOE XpaHEHHE 3JICKTPOHHBIC JIeNa
3aBEPSIIOTCA  DJICKTPOHHON  IOJIMCHIO PYKOBOJMUTENS OpPraHU3alliM, WJIM YIOJIHOMOYEHHOIO WM
JOJKHOCTHOTO JIMLA.

[Tocne npuema B apXuB 3JIEKTPOHHBIX JTOKYMEHTOB Ha (PU3MUYECKH 000COOJEHHBIX MaTepHAIbHBIX
HOCHUTEISX BKJIAQJBIIHM, MOMEUICHHbIE B (QYTJISAp €IMHULBI XpAaHEHUS B CTPYKTYPHOM IOApA3JCIICHHH,
3aMEHSIOTCS Ha BKJIA I, OPOPMIICHHBIE B APXUBE.

Ha Bkmagpime, nomemiaeMoM B QyTsp €IUHHMIBI XpaHEHUs, O(opMisieMOM B apXuBE,
yKa3bIBaeTC:

HAUMEHOBAHHE OPTaHU3aIUH (IIOJTHOE, COKPAIIIEHHOE);

Homep (poHna;

HOMEp OIHCH JIEKTPOHHBIX A€, JOKYMEHTOB;

HOMED JieJia 110 OIUCH;

OTMETKA O CTAaTyCE IK3EMIUISIPA MIEKTPOHHBIX JOKYMEHTOB: "OcH."

(ocHoBHOW) mim "Pa6." (pabounii);

KpaiHKe 1aThl JOKYMEHTOB 3JIEKTPOHHOTO JIeNa;

IpU HEOOXOAUMOCTH O(OPMIIAIOTCA JONOJHUTENbHbIE OTMETKM OO0 OrpaHMYEHUH J0CTyna K
JIOKYMEHTaM.

Bxnagpim nmomeniaercst B yTiasip GpuU3HYEcKd 000COOJICHHOTO MaTEPHATIbHOTO HOCUTENST TaKUM
00pa3oM, yTOOBI HaIMUCH HA HEM ObUTM BUHBI IIPU 3aKPBITOM (yTIIsipe.

V. Opranru3anus UCHOIb30BaHUA XOKYMEHTOB ApxuBHOro ¢ponna Poccuiickoii @enepannn n
OpYTHX apXUBHEIX TOKYMEHTOB OpTaHU3alUuH

5.1. ApXuB OpraHmu3aiy JIOJDKEH MPEIOCTaBIIATh MOJIb30BATENI0 JOKYMEHTH ApXUBHOTO (hoHIA
Poccniickoit denepanuu U Apyrue apXvBHBIE JOKYMEHTBI, a TAKKE CIIPAaBOYHO-IIOMCKOBBIE CPEICTBA K
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HUM.

5.2. JlocTynm K NOKyMEHTaM MOET OBbITh OTpaHMYEH B COOTBETCTBUU C 3aKOHOAATEIHCTBOM
Poccwuiickoit ®Deneparuu, a TakkKe B COOTBETCTBUU C PACHOPSIKEHHEM COOCTBEHHHMKA WIIU BIIAJIEIbla
aApXUBHBIX JJOKYMEHTOB, HaXO/ISIIMNXCS B YaCTHOM coOcTBeHHOCTH™ (14).

5.3. Tlonp3oBaTenu TpH HKCIOJIB30BAHUU JOKYMEHTOB apXHBa OpTaHU3AlMU OOsI3aHBI JENaTh
CCBUJIKM Ha MECTO XpaHEHHsI TOKyMEHTOB.

5.4. CocraB HCA apxuBa opranuzanuu ONpeeNseTcss COCTABOM U COACPKAHUEM XPaHSIIUXCS B
HEM JIOKYMEHTOB, XapaKTepOM U 3aJjauaMi IOMCKa U HHTEHCUBHOCTBIO MCIIOJIb30BAHMSI IOKYMEHTOB.

OcHoBHBIM (00s13aTENHHBIM) APXUBHBIM CIIPABOYHUKOM B apXUBE OPraHHU3AIHNH SIBISICTCS OIMHCH
JeN, JTIOKYyMEHTOB. B jomoiiHeHune B apxuBe OpraHU3allid BeIyTCS BCIOMOTaTeIbHbIE apXUBHBIC
CIIPABOYHHKH - KaTaJIOTH, YKa3aTellu, HCTOPUYECKasi CIipaBKa K ()OHITY.

5.5. B nensx oOecrieueHUss COXPAHHOCTH, CBOEBPEMEHHOI'O OTOOpa W y4eTa M CHCTeMaTH3allNH
JeJl, TOJUISKANINX MOCTOSHHOMY M BpeMeHHoMy (cBbiiie 10 JeT) CpOKOB XpaHEHUs, B OpraHU3aluu
COCTaBJISIIOTCS OMKCH JeJ1, JOKYMEHTOB.

Onucu coCTaBiISAIOTCS OTAEIBHO HA Jiea, TOKYMEHTHI:

MOCTOSTHHOTO CPOKa XpPaHEHHUS;

BpeMEHHBIX (cBbIe 10 JIeT) CPOKOB XpaHEHUS;

0 TUYHOMY COCTaBY;

XapaKTepHBIC TOJBKO JIs JaHHOW opraHm3anuu (cyaeOHbIC aena, MaTepuasbl YrOJIOBHBIX e,
Hay4YHbIE OTYETHI [0 TEMaM).

AHaJIOTUYHBIE OMKUCH COCTABIISIOTCS Ha 3JIEKTPOHHBIE JIeJa, IOKYMEHTHI.

CBoJHBIE ONTUCH /€T, JOKYMEHTOB OpPTraHU3allMHi COCTOAT U3 TOJOBBIX Pa3JieioB, COCTABIIAEMbIX HA
OCHOBE TMEpEJaHHbIX B apXWB OpraHM3alMUd OIMHCEeH JIed1 €€ CTPYKTYpHBIX MOApa3AelieHU 3a
ONpefieNieHHbIE TOJ/bl, M CHCTEMaTU3MPOBAaHHBIX B IMpeieiax KaXJIoro ToAa B COOTBETCTBUU C
YTBEPKICHHOU CTPYKTYpPOH OpraHU3alvy Ha 3TOT T'OJ.

Onucu e, JOKYMEHTOB COCTaBIISIOTCS 110 ycTaHOBJIeHHOU Gopme (rpunoxkenus N 14, 15, 16, 17,
18) u cocToAT W3 OMUCATENbHBIX CTAaTeH €IMHUIl XPAaHEHWs, UTOTOBOW 3allHCH, JHCTA-3aBEPUTENS U
CIIPaBOYHOTIO ammapara K OMHUCH.

OnucarenbHass CTaThsi OMKMCH BKIIIOYAET: TOPSAIKOBBIA HOMEpP €AMHUIBI XPAHEHUS, HHICKC
eMHMIIBI XpaHEeHUs (110 HOMEHKJIAType Jell); 3aroJIOBOK €IMHULIbI XpaHEHUs!, BKIIIOUAIOIINN yKa3aHHe Ha
HaJu4he KOIMUMW, €CM B HEH XpaHATCS KOMHHM JOKYMEHTOB;, KpallHHUE NaThl €IUHULIBI XPAHEHUS; CPOK
XpaHeHus (Ans omuced Jen, JOKYMEHTOB BpPEMEHHOTO XpaHEeHHMsI); KOJIMYECTBO JIMCTOB B €IHUHHUILIE
XpaHeHHUs. 3arojioBOK Jella MOXKET ObITh JOIMOJHEH aHHOTAlMeW OTAEIbHBIX JOKYMEHTOB (TPYIIIBI
JIOKYMEHTOB) €TUHUIIbI XpaHEHUSI.

B cnpaBouHbll anmapar K ONWCH BXOAST: THUTYJBHBINM JIMCT;, cojepKaHue (OrjaBJicHUE);
MIPEAKMCIIOBUE; CIIMCOK COKPAIIEHN; YKa3aTEeIH K OMKUCH (MPEeIMETHBIN, MUMEHHOM, reorpaduuecKon).

CocraB CcHpaBOYHOIO ammapara K ONUCH 3aBUCUT OT CPOKa XPaHEHHs BKIIOYEHHBIX B HeEe
JIOKYMEHTOB M MX BUIOB.

K omucam nen, JOKyMEHTOB IMOCTOSSHHOTO XpPAHEHUS W 1O JMYHOMY COCTaBY COCTaBIISIOTCS
TUTYJBHBIN JIUCT, IPEINUCIOBUE, OTJIABIICHUE, P HEOOXOAMMOCTH - CIIMCOK COKpAIICHHM, yKa3aTelH.

Ha tutynpHOM mHMCTE ONKMCH YKa3bIBAIOTCS: TIOJHOE HAMMEHOBAHHWE TOCYJApPCTBEHHOIO
(MYHHUIIMTIAIBHOTO) apXuBa (€CIM OpraHU3alusl SIBISICTCS UCTOYHUKOM €0 KOMIUICKTOBAHUS), MOCIICIHEES
MOJIHOE HAMMEHOBAaHWE OPTraHMW3aIlMM, COOTBETCTBYIOIEE HA3BaHUIO €€ apXWBHOro (QOHIA, HOMEp
apXMBHOTO (OHJIa, HOMEP U Ha3BaHME OMKCH, KpailHUE 1aThl BHECEHHBIX B OMKCH €AMHUILl XPaHEHUSI.

Ecnu HanMeHOBaHME OpraHU3AIMHA H3MEHSUIOCH, HA TUTYJIBHOM JTUCTE (B ClIydae HEOOXOIUMOCTH -
Ha JIOTIOJHUTEILHOM JIMCTE) MO MOCIEIHIM HaMMEHOBAHUEM OpPTaHM3aIMH YKa3bIBAIOTCSA B CKOOKax BcCe
e€ IepeMMEHOBaHUA B MCTOPUYECKOM (XPOHOJOIMYECKOM) IMOCIEAOBATEIBHOCTH 32 IEPHUOL,
COOTBETCTBYIOIIMN KpalfHUM J1aTaM €IMHULl XpaHEHUS], BKJIIOYEHHBIX B OMHCh.

B mpeaucnoBun K ONMCU KpaTKO H3JIAraloTCsl MEPEMMEHOBAHUS OpPraHU3allMd B HUCTOPUYECKOU
(XpOHOJIOTUYECKOM) MOCIEe0BAaTeIbHOCTH 3a IEPHOJl, COOTBETCTBYIOIIMHM KpallHMM JaTaM eIuHUIL



XPaHEHUs, BKIIOYEHHBIX B ONUCH. [IpeancioBue MoANMUChIBaETCS COCTABUTEIEM C YKa3aHUEM JOJKHOCTU
U J1aThl COCTABJICHUS.

K ommcu nen, nokymeHTOB BpeMeHHOro (cBbiie 10 neT) XxpaHeHus, IpU HEOOXOAUMOCTH TaKKe
MOTYT COCTaBJIATHCS OTJIaBJICHHE, CIUCOK COKPAIICHUM.

Onucu (TroJ10BbI€ pa3ieibl OMUCeN) Aell, JOKYMEHTOB COCTABIISIOTCS:

MOCTOSIHHOTO XPAaHEHHUS - HE MEHEE YeM B YEThIpeX dK3eMIUIIpax: TP Ha OyMaKHOM HOCHUTEJE U
OJIUH - B 3JICKTPOHHOM BH/IE (B Ka4eCTBE pab0overo sK3eMILIIpa);

BpeMeHHOro (cBhimie 10 5ieT) XpaHeHHs - HE MEHEe YeM B JIBYX SK3eMIUIIpax; JOKYMEHTOB IO
JUYHOMY COCTaBY OpraHU3alluii - MCTOYHHMKOB KOMIUIEKTOBAHMSI T'OCYIAapPCTBEHHBIX (MYHUIMIIAIBHBIX )
apXMBOB - HE MEHEE YeM B YEThIPEX IK3EMIUISpax: TPU Ha OyMa)KHOM HOCHUTEJE, OAMH - B DJIEKTPOHHOM
BUJIE (B KaueCTBE pabouero FK3eMILIsApa);

JIOKYMEHTOB 0 JJUYHOMY COCTaBY OpraHM3aIiii, HE SBISIOMIUXCS UCTOYHUKAMU KOMITJIEKTOBaHHS
rOCYJapCTBEHHBIX (MYHHUIIMIIAJIbHBIX) ADXUBOB, - HE MEHEE YeM B TPEX IK3eMIUISIpax.

Onucu (TomoBBIE pa3feibl OMUCEH) Nel, TOKYMEHTOB BpeMeHHOTo (cBbime 10 jeT) XpaHeHus
cornacoBbiBatoTcs ¢ LIDK (OK) opranuzanuu, mocie 4ero yTBepxKaaloTcsi pyKOBOAUTEIEM OPraHU3aIIH.

Ha paccmorpenne JOIIK mpencraBisitoTcs, HE MeHee 4eM uepe3 3 roja IOCie 3aBEpIICHUs
JIEJI0NIPOU3BOJCTBOM JIEJI, BKJIIOUEHHBIX B pa3/iei:

onucH (TOAOBbIE pa3JieNbl ONKcei) J1ed, JOKYMEHTOB MOCTOSIHHOTO XpaHEHUs JIsl yTBEP)KICHUS;

onvcu (rOJOBBIE pa3Aeibl  ONUCEH) J€d, JOKYMEHTOB IO JIMYHOMY COCTaBy JUId
cornmacoBanusn™(15).

[Mocne yrBepxkaeHus (cormacoBaHus) omnuced (TomoBbiX pasnenoB omwmceid) OIIK  onu
YTBEPKAAIOTCSI PYKOBOJIUTEIEM OpraHU3aliu.

B rocynapcTtBeHHbI (MyHUIMNAIBHBIN) apXWB NEPENAlOTC TPHU BK3EMIULIpa ONMCH €]
MOCTOSIHHOTO ~XpaHEHUs, OJHWH DK3EeMIULIp OINUCH JIe1 MO0 JIMYHOMY COCTaBy, YTBEPKIEHHBIX
(cormacoBannbix) OIIK, a Takxke Mo OAHOMY JK3EMIUIAPY Ka)XIOH OMHCH B AJIEKTPOHHOH ¢opme (B
KauecTBe pabouero IK3eMILISPa).

OpauH 3K3eMIUISp ONUCH A€ MOCTOSHHOIO XpPaHEHMs M JIBa 3K3EMIULIpa OMUCH €] IO JIUYHOMY
COCTaBY OCTAIOTCS B OpraHU3aIuu.

BHecenne u3MEHEHMH B TOJOBOM paszell ONMCH J€Jl, JOKYMEHTOB IIOCJIE €ro YTBEpPKICHUS
(cormacoBanms) DK momyckaercs TOJIBKO Ha OCHOBaHUH COOTBETCTBYIomIero pemenus DI1K.

5.6. Ucropuueckas cnpaBka K (OHIY COCTOMT U3 TpeX pas3zesoB: HcTOpHs (OHI000pa3oBaTens,
OTpaXkalolllasg HMCTOPUIO OpTaHU3allMd CO CChUIKAaMH Ha COOTBETCTBYIOIIME 3aKOHOAATEIbHBIE U
HOPMAaTHUBHBIE  aKThl  (JaTbl  00pa3oBaHMsA, IEPEHMEHOBAHUSA, PEOPraHU3AIUM, JIMKBHJIAIHH,
BEJIOMCTBEHHYIO NPHUHAJJIC)KHOCTb, CTPYKTYpY U (YHKIMH, UX M3MEHEHHUS, Ha3BaHUE OpPraHU3aAlUU -
IpEIIECTBeHHUKA), UCTOpHUs GoHa (00beM, KpaiiHie JaThl JOKYMEHTOB, CTETIEHb UX COXPAHHOCTH, 1aThl
nepesayy JOKyMEHTOB Ha TIOCTOSTHHOE XpaHEHHUE) U XapaKTepUCTHKa JOKYMEHTOB (oH/1a (pa3HOBUIHOCTH
JIOKYMEHTOB, OCOOEHHOCTH (DOPMHUPOBAHMS €IWHHUI] XPAaHEHUS W MX CUCTEMaTH3alMH, HaJIU4yue
JOKYMEHTOB, BBIXOJSIIUX 3a XPOHOJIOTMYECKUE TPaHUIlbl JAeATeIbHOCTH (POHI000pa3oBaTens, COCTaB
CIPaBOYHOIO anmapara K (OHy, MECTO XpaHEHHSI JOKYMEHTOB I10 INYHOMY COCTaBY).

HcTtopuueckas crnpaBka K (OHAY cOCTaBisieTcsl B ABYX AIK3EMIUIApax, OJWH - XpaHUTCS B JeJe
¢doHaa, BTOpOH - epeaaeTcs B rocy1apcTBEHHBIN (MyHULIUTIAIBHBINA) apXHUB.

5.7. OcHoBHBIMU (hOPMAMHU UCIIOJIb30BAHUS JJOKYMEHTOB apXHBa OPraHU3aLNU SBIISIOTCS:

uHpOpMaLMOHHOE obecnieueHre pabOTHUKOB OpraHU3alNH;

UCIIOJTHEHUE 3allpOCOB IOJIb30BATENel, B TOM YHCIE 3alpOCOB TPaXKJIaH COIMAIbHO-TIPABOBOTO
XapakTepa;

Bbllaya JTOKYMEHTOB M J€JI BO BpPEMEHHOE IOJIb30BaHUE, MPEIAOCTaBICHHE KOMUN apXHUBHBIX
JOKYMEHTOB T10 3aIpOocaM I0JIb30BaTeNel, B TOM YHcie B (hopMe 3JeKTPOHHBIX JOKYMEHTOB.

dopmamH HCTIONB30BaHUS IOKYMEHTOB apXHBa OPraHU3aUH SIBIISIIOTCS TaKXKe:

UH(POPMHUPOBAHNE CTOPOHHUX OPraHU3aAlMi O HAJTUYUU U COJICPKAHWU HMMEIOIIMXCS B apXHBe
JIOKYMEHTOB;



UCIIOJIb30BaHUE IOKYMEHTOB B CPE/ICTBAX MACCOBOM MH(pOpMAIINH;

UCIOJIb30BAaHUE JIOKYMEHTOB JJIsi TOATOTOBKU HCTOPUKO-MH(OPMAILMOHHBIX MEpPONPHUATHIA:
BBICTABOK, SKCKYpPCHUH, KOH(EPEHIHIA;

BbIJIa4a JOKYMEHTOB ISl pa0OTHl B YUTAITHHOM (IIPOCMOTPOBOM) 3aJI€ apXHUBa;

OpraHu3aiys J0cTyna paObOTHUKOB OpPraHU3allMM K JIOKyMEHTaM apXuBa IIyTEM MCIIOJIb30BaHHS
MH(POPMALMOHHO-TEIEKOMMYHUKAIIMOHHON CETH.

5.8. ApXuB OpraHu3alliy JOJDKEH BECTH Y4ET HCIIOJIb30BAHMS JOKYMEHTOB, B TOM UYHCJE BblIauu
JIOKYMEHTOB M JIeJl, BbIIAYM apXUBHBIX CIIPABOK, BBIITUCOK, KOIMH JOKYMEHTOB.

5.9. 3ampochl mnonb3oBaTenei, NOCTyNAlOIIME B apXUB OpraHu3ally, I[OAPa3AESAITCS Ha
TEMaTHYECKHE U COIMaIbHO-TIpaBoBbic™(16).

5.10. ApxuB opraHuzauuu JAOJDKEH paccMaTpuBaTb M MCIOJNHATH 3alpochl, MOCTYNHBIINE B
MMCbMEHHOU popme.

3arpoc Mmoyb30BaTels JOJDKEH COJIEPkKATh CIEAYIONTYI0 HHPOPMALIUIO:

HalIMEHOBAHME IOPUAMYECKOIrO JMIAa - aBTopa 3ampoca (A rpaxigaH - (GaMHINM, HMEHH,
OTYECTBA, IPY HATMYMH [TOCIIETHETO);

HIOYTOBBIA W/WIIN 3JIEKTPOHHBIH ajjpec, 0 KOTOPOMY JOJKEH OBbITh JaH OTBET;

CBEICHMS, MHTEPECYIOIIME II0Jb30BAaTENsl M XPOHOJIOTMYECKHE paMKU  3alpalliiBacMou
nHpopMmanuu;

¢dopMy modydeHus: mojabp3oBareneM HHPpopManuu (MHGOPMAIIMOHHOE MMUCHMO, apXUBHAs CIPaBKa,
apX¥UBHasl BBIMKUCKA, apXUBHAsl KOMMsI, TEMaTUUYECKUH epeueHb, TeMaTUYeCKH 0030p JOKYMEHTOB);

JMYHYIO TIOJIUCH aBTOpa 3anpoca (rpaxAaHuHA WK TOJKHOCTHOTO JINLA);

nary.

[Ipu mocTymuieHMHM B apXWB OpPraHM3aLUN WHTEPHET-OOpalleHus (3armpoca) TMOJIb30BATENS C
yKa3aHHEM ajjpeca 3JEeKTPOHHOM MOYTHI M/WIM MOYTOBOIO ajpeca, €My HalpaBiIIeTCsl YBEJOMIIEHHE O
npueme odpareHus (3ampoca) K pacCMOTPEHUIO WIIM MOTUBUPOBAHHBIN OTKa3 B pACCMOTPEHHH.

Ha 3anpocel TeMaTH4eckoro XapakTepa, IIOCTYNMBIIME B apxWB OpraHu3alUd 10
UH(POPMALMOHHO-TEIIEKOMMYHUKAIIMOHHOW CETH, B TOM 4ucie 1o cetu "MHTepHeT", 0TBET MOXET OBbITh
HaIpaBJIeH B BUJIE 3JIEKTPOHHOI'O COOOIIEHUS 110 YKa3aHHOMY aBTOPOM 3aIpoca 3JIEKTPOHHOMY aJipecy.

3ampoc J0KeH OBITh 3apeTUCTPUPOBAaH B TEUYEHHUE Tpex paboumx JHEH ¢ MOMEHTa €ro
HOCTYIUIEHUS.

3arpoc, He OTHOCSIIUIICS K COCTaBYy XPAHSIIMXCS B OpraHU3allMM JOKYMEHTOB (HEMpO(MIbHBIH
3alpoc), B TeUeHWe 7 JHEW CO JHS perucTpalyy 3ampoca HaIpaBiseTcs B OPraHU3aLUIO, IZI€ MOTYT
XpaHUTbCA HEOOXOIMMBIE TOKYMEHTHI C YBEIOMIIEHHEM 00 3TOM I10JIb30BaTElIs.

3arnpoc, NOCTYNUBIINN B apXUB OPraHU3allMH, PACCMATPUBAETCS B COOTBETCTBUH C TPEOOBAaHUAMHU
3aKOHOJIATENbHBIX M WHBIX HOPMAaTHUBHBIX IPABOBBIX aKTOB MO paboTe ¢ OOpalleHUsIMH TpaKIaH H
IPEJOCTABIICHUIO IOCY1apCTBEHHBIX (MYHUIIUIIAIBHBIX) YCIIYT.

OTBeT Ha NMOCTYNUBIIMI B apXUB OpPraHM3allMU 3alpoc Ipenocrasisercs B TeueHue 30 gHel co
nHs ero perucrpauuu. C paspelieHuss pyKOBOACTBA OpPraHU3alMKM 3TOT CPOK MOXKET OBITh NMPOJUIEH HE
Oonee yem Ha 30 qHEH, ¢ yBenOMIIEHHEM 00 ATOM 3asiBUTEIIS.

5.11. OTBeTHI Ha 3aMPOCHI MOJIB30BATEIEH, B TOM YHCIJIE OTBETHI HA 3alIPOCHI COLIMAIBLHO-TIPAaBOBOIO
xapakrepa, opopmisitoTcss B (GopMe apXMBHOM CIpaBKW, apXUBHOM BBIMUCKA WM ApXWBHOM KOIWH,
0(OPMIIEHHBIX U 3aBEPEHHBIX B YCTAHOBICHHOM MOPSIKE.

[Ipu OTCYTCTBMM JOKYMEHTOB, HEOOXOMMMBIX JJIsI MCIOJHEHHUS 3arpoca COLUAIbHO-IIPABOBOTO
XapakTepa, COCTaBISAETCs OTBET HA OJIaHKE OpraHU3aluy ¢ yKa3aHUEM IIPUUYUH UX OTCYTCTBHS.

5.12.  ApxuBHasg cHpaBKa IOANMCHIBAETCS PYKOBOAWUTEIEM OpraHM3allMM WM  HHBIM
YIOJIHOMOYECHHBIM MM JIOJDKHOCTHBIM JIMIIOM U 3aBEpPSETCs MeuaThio opranusanu (npuioxkenne N 29).

ApxuBHas cripaBka, 00beM KOTOPOH MPEBBILIAET OJUH JIHCT, T0JKHA OBITh, IPOHYMEPOBAHA.

B Tekcre apXMBHOH CIIPaBKM B XPOHOJIOTMYECKOH IOCIEI0BATEIbHOCTH W3JIAraroTcsi COOBITUS C
YKa3aHHWEM BUJIOB HMCIIOJIb30BAHHBIX JOKYMEHTOB, UX JAaT U HOMEPOB. B apXMBHOH clpaBKe JOMYyCKaeTcs
LUTUPOBAHUE TOKYMEHTOB.



HecoBnasenue OTAENbHBIX CBEACHUI/IaHHBIX JOKYMEHTOB CO CBEICHHMSIMHU, H3JI0)KEHHBIMH B
3arpoce, He SBISIETCA NMPEMATCTBUEM Ul BKIIOUYEHUS MX B aPXUBHYIO CIIPaBKY, €CJIM COBIIAJICHUE BCEX
OCTAJIbHBIX CBEJCHHI HE BBI3BIBAET COMHEHHUIH B TOXIECTBEHHOCTH JMLA HMIU (DaKTOB, O KOTOPBIX
TOBOPUTCA B JOKYMEHTaX.

B apxuBHOH chnpaBke JaHHBIE BOCIPOM3BOAATCA TaK, KaK OHM H3JIOKEHbl B JOKYMEHTaX, a
PacXOXKICHHUsA, HECOBMAIEHUS M HETOYHBbIC HA3BaHUSA, OTCYTCTBHE MMEHHM, OTYECTBA, MHUIMAJIOB HWIH
HaJIMYME TOJIbKO OJHOTO W3 HHMX JOJDKHBI OBITh OTOBOPEHBI B TEKCTE CIpaBKM B ckoOkax: "Tak B
nokymenTe", "Tak B TekcTe opuruHana'.

CBeneHus, WMEIOIIMECS B apXuBe IO 3ampocy o pabore u (WiaM) ydebe B HECKOJIBKUX
OpraHM3alMIX, KaCaloIUECs OJHOTO JIHUIA, BKIIOYAIOTCA B OHY APXUBHYIO CIIPaBKY.

[To TekcTy apXMBHOH CIpaBKH B KaueCTBE NMPUMEYaHUH MOTYT OBITh OTOBOPEHBI HEpaz0OpPUMBO
HallMCaHHbIC, UCIIPABIICHHBIE aBTOPOM, HE MOJAAIOIIMECS MPOYTEHUIO BCIECICTBUE MOBPEKICHUS TEKCTa
opurunana: "Tak B Tekcre opuruHana', "B Tekcte Hepaz0opunBo'.

B TekcTe apxuMBHOU CIPaBKM HE AOIyCKAlOTCSl N3MEHEHHUs, HCIIPABJICHUs, CYMMUPOBAaHUE JaHHBIX,
KOMMEHTapuH, COOCTBEHHBIC BBIBOJBI HCIOJIHHUTENS IO COJIEPKAHHIO JOKYMEHTOB, Ha OCHOBAHUHU
KOTOPBIX COCTaBJICHA apXHUBHAs clIpaBKa. [[0M4MCTKY ¥ MOMapKKU B apXMBHBIX CIIPABKAX HE TOIMYCKAIOTCS.

B apxuBHOIi cnpaBke MODKHBI OBITH MPUBEICHBI apXMBHBIC HMIM(PHI U HOMEpA JHCTOB €IUHUII
XPaHEHUsS JOKYMEHTOB, UCIIOJIb30BABIINXCS ISl €€ COCTABIICHUS.

ITo 3ampocy mombp3oBaTenieil apXMBHbBIE CIIPAaBKW MOTYT BBIAABATHCSA B DJICKTPOHHOH (opme Ha
JIEKTPOHHOM HOCHUTENe JMOO IepechulaThCsl M0 HMH(OPMAIMOHHO-TEIEKOMMYHHUKALIMOHHBIM CETSIM.
ONEKTPOHHBIE APXUBHBIE CIPABKHU 3aBEPAIOTCS MJIEKTPOHHOM MOANKNCHI0 PYKOBOAUTENS OpraHU3aluy WIn
MHOTO YIIOJJHOMOYEHHOI'O UM JOJKHOCTHOTI'O JIMLIA.

5.13. ApxuBHBIC BBIIMCKH O(QOPMIISIOTCS Ha OJIaHKe OpraHu3aluu (apXuBa OpraHU3alHH) C
ob6o3HaueHneM Ha3BaHus Buaa nokymeHTta: "APXVMBHAS BBITIMCKA".

B apxuBHOI BbIKMCKE Ha3BaHUE TOKYMEHTA, EF0 HOMEP U JJaTa BOCIIPOU3BOISATCS IOJHOCTHIO.

Brimucka npon3BoaUTCS TONBKO U3 JOKYMEHTA, B KOTOPOM COJEPIKUTCS HECKOIBKO OTACIBHBIX, HE
CBSI3aHHBIX MEX1y cO00# BOIpOocoB. Brimucka qomKHA BOCIIPOM3BOAUTE TOJTHBIN TEKCT YaCTH TOKYMEHTA,
OTHOCSIIEHCS K 3a1pocCy.

W3BnedyenneM M3 TEKCTa JOKYMEHTa JOJDKHBI OBITh MCUEPIIaHBl BCE WMMEIOIIMECS JaHHBIE IO
3anpocy. Hadano n koHen KaKaoro U3BJIEUEHUS, a TAK)KE MTPOITYCKU OTAEIBHBIX CIIOB B TEKCTE JOKYMEHTA
0003HAYaIOTCSI MHOTOTOYHEM.

B apxuBHOH BBINHCKE AOJKHBI OBITH CHEJIAHBl COOTBETCTBYIOLIUE NPUMEUYaHHS U OTOBOPEHBI
YacTH TEKCTa OpHUIMHalla, Hepa30opuMBO HANMCaHHBIC, HUCIPABICHHBIE aBTOPOM, HE IOJJIAIOIIUECS
IIPOYTEHUIO BCJCACTBHE INOBPEKIACHUS TEKCTa M IpYruM npuduHaMm. OTAenbHBIE CIIOBA U BBIPAKEHUS
JIOKYMEHTA, BBI3bIBAIOIIME COMHEHHS B UX TOYHOCTH, a TAK)KE MCIPABIECHUS, IOJYMCTKH, BBI3bIBAIOIINE
COMHEHHE B MX JIOCTOBEPHOCTH, oroBapuBaroTcs: "Tak B nokymenrte", win "B Tekcre Hepa3oopunBo", nin
"Tak B Texcte opurunana". [lociae TekcTa apXUBHOW BBIUCKU YKa3bIBAIOTCS apXUBHBIN MU(p U HOMepa
JMCTOB €AVHMIIBI XPAaHEHHS aDXUBHOIO JJOKYMEHTA.

ApXHBHasl BBIIIUCKA MOANKCHIBAETCS PYKOBOJUTENIEM OpraHU3alMy WJIN UHBIM YIIOJTHOMOYEHHBIM
UM JIOJKHOCTHBIM JINLIOM M 3aBEPSAETCS NI€YaThIO OpraHU3aluy.

IIo 3ampocy monp30BaTeNneii apXWBHBIC BBHIMUCKA BBIAAIOTCA B DIEKTPOHHOH (opme Ha
JIEKTPOHHOM HOCHTENE JHOO MepechlIaloTcs MO0 MHGPOPMALMOHHO-TEIEKOMMYHUKAIMOHHBIM CETSIM.
ONEKTPOHHBIE APXUBHBIE BBIITUCKHU 3aBEPSAIOTCS JIEKTPOHHOM MOIMCHI0 PYKOBOAUTENS OPraHU3aLMK WK
MHOTO YIIOJJHOMOYEHHOI'O UM JOJKHOCTHOT'O JIMLIA.

5.14. Ha apXuBHBIX KOIUSX, BKJIIOYas apXMBHbIE KOMMH HAa OyMa)XHOM HOCHTENE 3JIEKTPOHHBIX
JIOKYMEHTOB, apXHMBHbIE MMHUQPHI MPOCTABISIIOTCA Ha 000pOTE€ KaXKAOro JIMCTAa apXMBHOM KomuH, a
3aBepHUTEIbHAS HAAMUCH U NI€YaTh - Ha 000pOTE MOCIETHETO JUCTA KOIIHH.

[To 3ampocy monb30BaTeNIed JJIEKTPOHHBIE KONWM apXHMBHBIX JOKYMEHTOB BBIJAIOTCS B
3NIEKTPOHHON (opme nuOO mepechUIaloTcs 1O HH(POPMAITMOHHO-TENEKOMMYHHKAIIMOHHBIM — CETSIM.
OJNEKTPOHHBIE KONHMM ApPXMBHBIX JOKYMEHTOB 3aBEPSIOTCSA OJIEKTPOHHOW IOANKMCHI0 PYKOBOIMUTEISA
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OpraHM3alM1 UM UHOTO YIIOJTHOMOYEHHOTO UM JIOJKHOCTHOTO JINLA.

5.15. TloaroroBieHHBIE apXWBOM OpraHU3AMK OTBETHl Ha 3ampochl (apXWBHBIC CIPABKH,
apXMBHBIEC BBIUCKU U apXUBHBIE KOIHMH) HAMPABIISIOTCS 3aBUTENSIM C COMPOBOAUTENBHBIM TUCEMOM 10
IIOYTE WJIM BBLAAKOTCS: 3asBUTEIIO - NPU MPEAbSIBICHUU JOKYMEHTA, YAOCTOBEPSIOIIETO JINYHOCTh, €r0
NPEICTAaBUTENAM - TPU NPEAbSIBICHUU JOKYMEHTA, YAOCTOBEPSAIOIIEIO JIMYHOCTh M JOBEPEHHOCTH,
0(QOPMIICHHOH B YCTAaHOBJIEHHOM IOPSIJIKE.

5.16. ApxuBHBIE CIIPAaBKU, ApXUBHbBIC BHIMUCKU U apXUBHbBIE KOMUH, HAIIPaBIsieMbIe B TOCY1apCTBA
- yuactHukd KoHBeHIMM, OTMEHsOIIEH TpeOoBaHME Jeralu3aliil WHOCTPAHHBIX O(UIHATBHBIX
JIOKYMEHTOB, nojanucanHoi B [aare 5 oktabps 1961 r., 3aBepsioTcss MPOCTABICHUEM U 3allOJHEHUEM
CIIEIIMATIBLHOIO IITAMIIA - AalOCTHIIS B COOTBETCTBUU € 3aKOHO1aTesIbcTBOM Poccuiickoit denepanmm.

5.17. JlonyckaeTrcss U3bsATUE U3 apXUBHBIX €N U BbIJaya BiaJeibllaM WU WX POJCTBEHHHKAM, B
Clly4ae MX MHUCbMEHHOTO OOpallleHus, MOMIUHHBIX JMYHBIX JOKYMEHTOB O TPakJaHCKOM COCTOSIHUH, 00
00pa30BaHUM, TPYIOBBIX KHIKEK, HE TIOJYYEHHBIX B CBOE BPEMsI BIIAI€IbIIEM JOKYMEHTOB.

[lopyivHHBIE JMYHBIE JOKYMEHTBHI BBIJAIOTCS 3aABUTEISIM C  PA3PEIICHHUs] PYKOBOIUTENS
OpTaHMU3aINH M0 MPEIBIBICHUH NACIOPTa WK HHOTO IOKYMEHTA, YAOCTOBEPSIONIErO JINIYHOCTh, TU00 UX
pPOICTBEHHWKAM WM HMHBIM JIMIAM TI0 JOBEPEHHOCTH, O(OPMIIEHHON B  YCTaHOBIEHHOM
3akoHoarenscTBoM Poccuiickoii @enepannu nopsiake. [loamuHHBIE JTUYHBIE JOKYMEHTBI MOTYT OBITh
HaIlpaBJICHBI 3asBUTEIIO LICHHBIM ITHCbMOM.

C u3bIMaeMbIX JOKYMEHTOB B AapXWBE OPraHU3alldd HW3TOTaBIMBAIOTCS KOMUHU, KOTOPHIE
npuobimaoTes K aenaM. M3bsiThe TOKYMEHTOB, a TakK€ 3aMEHa Ha KOMHMH OTPa)KaloTCs BO BHYTPEHHHUX
ONMCSX A€, B INCTaX-3aBEPUTEIIAX A€, B ONUCAX J€JI, JOKYMEHTOB.

W3bsTHe 1 BO3BpallieHuEe JOKYMEHTOB O(OPMIISIOTCS aKTaMu 00 M3BATUU W3 /e (BO3BpAIEHUH)
YKa3aHHBIX JOKYMEHTOB. AKTbl U JIpyru€ JOKYMEHTbI, HA OCHOBAaHMUU KOTOPBIX MPOU3BEIACHO HU3BSATHE
(Bo3BpaIeHne) apXuBHBIX JTOKYMEHTOB, BKIIFOYAIOTCS B J1e)10 (hOoHIA.

5.18. KonupoBaHue TOKYMEHTOB apXHBa OpPraHU3allUU 10 3asBKaM I0JIb30BaTENEH MPOU3BOAUTCA
10 Pa3pelIeHNI0 PYKOBOAUTENSI OPraHU3aLUN UM UHOTO YITOJTHOMOYEHHOTO UM JAOJKHOCTHOTO JIMLA.

Konun noxkymMeHTOB mepechlUIaloTCs B agpec TOW OpraHM3allM, IO 3alpocy KOTOpOH OHHU
M3TOTOBJIEHBI, WJIM BBIJTAIOTCS MOJIB30BATEIIO MO/ POCIIUCH.

5.19. B nmemsax cosgaHus ycJIOBUH Al pabOTHl MOJIB30BATENICH HEMOCPEICTBEHHO B apXHBE
OpraHU3aI[Ml MOKET BBIAEIATHCS MOMeIleHUe (YUTaIbHBIA, MPOCMOTPOBBINA 3all) IJi O3HAKOMIICHHUS C
JOKYMEHTaMHU apXHBa, 00OPYIOBAaHHOE COOTBETCTBYIOIIUMH TEXHUYECKHMMHU CPEACTBaMHU JJsi paboTHI C
JIOKYMEHTaMHU.

[Ipn otTcyrcTBHM B apXuBe OpraHU3allMU CHEIHAIBLHO BBIICJICHHOTO IMOMEIIeHUsT paboTa
MOJIb30BaTeNe C JIOKYMEHTaMU MPOU3BOJUTCS HEMOCPEACTBEHHO B pabouuMx KOMHAaTaX apXuBa.
JIoKyMeHTBI Jytst pabOThI MOJIB30BATEIISIM BHE TIOMEIICHHSI apXHUBa OPTraHU3aIlMHU BIIaBAaTh 3aIlPEIaeTCs.

Paspemienne Ha paboTy B TNOMENIEHHMM apXuWBa OpraHU3allid JlaeT PYKOBOAMTENIh apXHBa
OpraHu3aiiuu (JIMio, OTBETCTBEHHOE 33 apXUB).

5.20. OTka3 apxuBa OpraHu3alliy B BbIJa4e apXHUBHBIX JOKYMEHTOB JIOMYCKAETCA B CIIy4asx:

HaU4us GOH/Ia TIOJTB30BAHUS;

HEYJIOBJIIETBOPUTEIHHOTO (PU3NUECKOTO COCTOSTHUS TOKYMEHTOB;

HE MPOUIEIINX HAYYHOTO OMHMCAHUS M TEXHUYECKOTo O(hOpMIICHHUSI JOKYMEHTOB, 710 3aBEPIICHHS
ATUX padoT;

OTpaHUYECHUN Ha MCIOJIb30BAaHUE, YCTAHOBIEHHBIX 3aKoHoAareabcTBOM Poccuiickoit denepanuu
niu GoHI000pa3oBaTeNIeM MpH Mepeaade JOKyMEHTOB Ha XpaHEHHE.

OTtka3 apxuBa OpraHU3aIllMU B MPEAOCTABICHUH JOKYMEHTOB JIOJDKEH OBITh BBIAAH B MUCHMEHHOM
dbopMme u coaepxkaTh MPUUMHBI 0TKA3a, a TAKXKE MOPSII0K 00’KaIOBaHUs OTKa3a.

VI. Ilepenava JOKYMEHTOB OpTaHHU3aIlMU Ha XpaHEHNE B TOCYAapCTBEHHBI i (MyHUIIMIIAJIbHBI i)
apxXuB
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6.1. Joxymentsl ApxuBHoro ¢onna Poccuiickoit deneparnu, oOpazoBaBmiecs B OpraHU3amsIXx -
MCTOYHHMKAX KOMIUIEKTOBAHMS FOCYJAapCTBEHHBIX (MYHULIMIIAIBHBIX) apXHUBOB, MO UCTEYEHUH CPOKOB UX
BPEMEHHOI'O XpaHEHHMs B apXMBE OPraHM3aldyd NEpPelaroTCs Ha IOCTOSHHOE XpaHEHUE B
COOTBETCTBYIOILIUI rOCy1apCTBEHHBIN (MyHULIUTIAIBHBIN) apXUB.

6.2. Joxymentsl ApxuBHoro ¢onma Poccuiickoii denepanuu, oOpa3oBaBmuecs B ACATEIHHOCTH
rOCYJapCTBEHHBIX U HETOCYIapCTBEHHBIX OPraHU3aLUN, HE SIBISIOIIUXCS UCTOYHUKAMU KOMIUIEKTOBaHUS
rOCyIapCTBEHHBIX  (MYHUIMNAIbHBIX) apXUBOB, MOTYT I€pelaBaTbcsi B  TOCYAAapCTBEHHBIE
(MyHUITUTIAIbHBIE) ApXUBBI HA OCHOBAHUH JJOTOBOPOB ¢ COOCTBEHHUKAMHU WIJIH BIIAJCNbIIaMU JOKYMEHTOB.

6.3. JIOKyMEHTBI TEpeNaloTCs Ha I[OCTOSHHOE XPAaHECHHE B YHNOPSAJOYEHHOM COCTOSIHUM C
COOTBETCTBYIOIIMM Hay4YHO-CIIPABOYHBIM allapaToM.

6.4. B opraHuzanmusix - HMCTOYHHKAX KOMIUIEKTOBAaHUS TOCYJapCTBEHHBIX (MYHUIUIATbHBIX)
apXMBOB BC€ Pa0OTHI, CBA3aHHBIE C OTOOPOM, MOATOTOBKOM M mepenaueii TOKyMEHTOB Ha MOCTOSHHOE
XpaHEHUe, B TOM YHUCJIE C UX YHOPAJOYEHHEM M TPAHCHOPTUPOBKOM, BBINOIHSIOTCS 3a CYET CPEICTB
OpraHM3aluil, NepelarlnX JOKyMEHTHI.

6.5. JlocpouHasi mepeada TOKYMEHTOB Ha MTOCTOSTHHOE XPaHEHUE MOXKET ObITh OCYIIECTBIICHA MPU
OTCYTCTBUM HEOOXOMUMBIX YCIOBHU Uil OOECIEYeHHs COXPAHHOCTU JOKYMEHTOB ApPXHUBHOrO (oHmaa
Poccuiickoit ®enepanuu, TpU yrpo3e yTrparbl (YHUUYTOXKEHHS) JOKYMEHTOB, a TaKXe IO TpockOe
OpTraHU3aIMi Ha OCHOBAHUU JOTOBOPA C TOCYIaPCTBEHHBIM (MYHUIIUTIAIBHBIM) apPXHBOM.

[Iponnenue cpokoB XpaHEHUs JOKYMEHTOB B ApXUBE OPTaHU3ALNUU JOIYCKAETCA IO TUCbMEHHOMY
pa3peuIeHnio roCcy1apCTBEHHOr0 (MYHHUIIMIIAIBHOTO) apXHBa B ClIy4ae HEOOXOAWMOCTH NPAKTUYECKOTO
HCIIOJIb30BaHUS IOKYMEHTOB OpraHU3alei.

6.6. Ilepenaua JOKYMEHTOB MOCTOSIHHOTO XPaHEHHUS B TOCYAAPCTBEHHBIN (MyHHUIIMITATLHBIN) apXUB
OCYILIECTBIISIETCA B COOTBETCTBUU C IIJIAHOM, YTBEPKICHHBIM PYKOBOJUTEIEM COOTBETCTBYIOILEIO apXHBa
I10 COTJIACOBAHUIO C MEPEHAIOLIEH JIeJIa OpraHUu3alueH.

6.7. JIOKyMEHTBI TIepeAaroTCs B TOCYAApCTBEHHBIM (MYHUIIMITAJIBHBIN) apXWUB MO OMUCAM JIeT,
JIOKYMEHTOB IOCTOSIHHOT'O CPOKa XpaHeHus, yTBepkaeHHbIM OIIK.

[lepen mnepenayell JOKYMEHTOB Ha IIOCTOSSHHOE XPAHEHHE COBMECTHO C MPEACTaBUTEIEM
rOCYy/IapCTBEHHOTO (MYHHIIMIIATBHOTO) apXuBa MPOBOJUTCS TMPOBEpKA MPABHIBHOCTH OMNHMCAHUS U
opopmieHus JAen, (QUINYECKOT0 U CAHUTAPHO-TUTUEHUYECKOrO COCTOSIHMS JOKyMeHTOB. [lpu
oOHapy>keHHH J1e()EeKTOB COCTABISAETCS aKT; YCTpaHEHHE OOHAPYKCHHBIX IAe(PEKTOB MPOBOIUTCS CHIAMH
OpraHu3aluu.

[lepenaua nen mpoBOAUTCS B rOCYIapcTBEHHOM (MYHHMILIMIIAIBHOM) apXuBe MoeaAnHn4YHO. Ha Beex
YEThIPEX IK3EMIULIPAX OMMCEH J1e]1, JOKYMEHTOB IIPOCTABIISIIOTCS OTMETKH O IPUEME JIEIT.

[Ipu mepBoii mepenaue AOKYMEHTOB B TOCYIApCTBEHHBIM (MyHHLMIAIBHBIA) apXHUB IepeaaeTcs
ucTOopuyecKas crpaBka K ¢onny. [lpu mocneayromux nepenayax I0KyMEHTOB IepeaaeTcs JOMONHEHNE K
HUCTOPUYECKON CIIpaBKe.

6.8. Ilepenaya MOKYMEHTOB O(OPMIISIETCS aKTOM TpHeMa-Tiepeadll JTOKYMEHTOB Ha XpaHCHHE
(mpunosxenne N 30), cocTaBisieMbIM B IBYX dK3eMIuIsipax. OIUH SK3EMIUISIP OCTACTCs B TOCYAapCTBCHHOM
(MyHUIIMTIAJIBHOM) apXHWBe, APYrod - B MEpeaarolieii opranu3amnui. BMecTe ¢ TOKyMEHTaMH TiepenaeTcs
TPH K3EMIUISIPA ONUCHU €N, JOKYMEHTOB, B TOM YHCJIE€ OJUH B 3JIEKTPOHHOM BH/JIE.

Ecniu mpu mnepemaue oOHapyX eHO pacXOKJIE€HHE MEXIy MTOrOBOIl 3alUChi0 OMHCH e,
JOKYMEHTOB M (paKTHUECKUM HAJIIMYMEM MepeaBaeMbIX e, B OMUCH /e, JOKYMEHTOB O(QOpMIISETCS
HOBAasi UTOTOBAs 3aIlMCh, B KOTOPOH YKa3bIBAIOTCS (PAKTHUECKOE HATMYKE JeJI U HOMEpa OTCYTCTBYIOIIUX
nen. Homepa orcyTcTByOmuX aei (GUKCUPYIOTCS B aKTe MpUeMa-Tepeauu Jeil Ha MOCTOSTHHOE XpaHEHHe,
IPUYMHBl OTCYTCTBUS J€JI - B IPUJAraéMol K akTy IpueMa-liepeAadyd CHpaBKe, MOJITOTOBICHHON
OpraHu3aIuen.

ApXUB OpraHu3alMM IPUHUMAET MEPBI IO PO3BICKY Aen. Ha oTcyTcTByrOmuMe JOKYMEHTHI U JI€Na,
MepBI [0 PO3BICKY KOTOPBIX HE JaIH Pe3yIbTaTOB, COCTABIISIETCS aKT 00 yTpaTe JOKYMEHTOB (TIPHIIOKEHHE
N 6). YTpaueHHBIC TOJUTMHHUKA JJOKYMEHTOB MOTYT OBITh 3aMEHEHBI UX KOMHSIMH.



VII. Ilepenaua fOKkyMEHTOB MPH pEOPTaHU3AIMA UIH TUKBUAANMA OPTaHU3AUH, CMCHE
PYKOBOIUTENSA apXHBa OpraHU3ALNUHA

7.1. Ilpu peopranuzaiuy Wik JUKBUAALMKA OpraHU3AlMK NIepeiaya U JalibHelllee UCOIb30BaHIe
JOKYMEHTOB pPEOpPraHU3yeMON WIN JHMKBUIAUPYEMOW OpraHMU3alHM OCYLIECTBIISETCS B COOTBETCTBHH C
3akoHoaarenbCcTBOM Poccuiickoit denepanuu.

[lepenaya NOKYMEHTOB JIMKBUAMPYEMOM OpraHU3allMd BXOAUT B OOS3aHHOCTh KOMHCCHH,
00pa30BaHHOM IS TIepeadyn 11 U UMYIIECTBA.

[Ipy nuKBMAALMKM  OpraHU3alUil -  HCTOYHUKOB  KOMIUIEKTOBAHUS  T'OCYIapCTBEHHBIX
(MyHHHHHaHBHHX) dpXuBOB, B COCTaB .HHKBHHaHHOHHOﬁ KOMHUCCHUH BKIIFOYACTCA MPCACTABUTCIIb
TOCYJapCTBEHHOTO (MYHHUITUTIAILHOTO) apXHUBa.

7.2. Ilpu cmeHe pPYKOBOAWTENS apxXWBa OpraHu3anuu (JIMla, OTBETCTBEHHOTO 3a apXWuB
OpraHu3aIy) MpueM-rnepeaaya JOKYMEHTOB apXHBa, YIETHOTO U HAay4yHO-CIIPABOYHOTO amrmapaTa K HUM
OCYILECTBIISETCS 10 AKTY.

*(1) Yacte 2 crateu 13 denmepanpHOro 3akona ot 22 oktsiops 2004 r. N 125-®3 "O6 apxuBHOM
nene B Poccuiickoit @eaepannn’.

*(2) IMoamynkt 2.8.6 nmynkra 2.8 [IpaBui XpaHeHUs..

*(3) Homnynkrer 2.11.1.1 - 2.11.1.2 nynkra 2.11 TIpaBun xpaHeHusl.

*(4) Tonnynkt 2.11.3 nynkra 2.11 TpaBui XpaHeHus..

*(5) HNomnynkr 2.11.2.4 nynkra 2.11 IIpaBun xpaHeHusl.

*(6) IMoamynkr 2.11.2.3 mynkra 2.11 IIpaBun xpaHeHusI.

*(7) ®opma macropra apXyMBa OpraHM3aluy YCTaHOBJIEHA PeriiaMeHToM rocyaapCTBEHHOTO ydera
nokymeHToB ApxuBHoro (onma Poccuiickoit deneparuu (yrBepxaeH nprukazom PocapxuBa ot 11 mapta
1997 r. N 11, 3apeructpuposan Muntoctom Poccun 08 urosg 1997 r., peructpannonssiii Homep 1344).

*(8) B rpade "OtmeTka o BeIOBITHH oHAA" criMCKa (DOHIOB YKA3BIBACTCS, Ky/Aa BIOBLT apXUBHBIN
¢doHz, a TakKe 1aTa U HOMEp JOKYMEHTa, HA OCHOBAHUU KOTOPOTO OH BHIOBLI.

*(9) Jlnms mpoBemeHUs JKCIEPTU3bl IEHHOCTH HAYYHO-TEXHWYECKOW M APYTrod CreruaTbHOU
JOKYMEHTAIlMl B OpraHu3alui MOXeT ObITh co3maHa OK, BkiIoyamoomas COOTBETCTBYIOIIUX
CHEIUAINCTOB.

*(10) OK opranuzamnuii, nepefaonMx JOKyMEHTHl Ha XpaHEHHWE B TOCYJapCTBEHHBIC APXUBBI,
MPEICTABIISIIOT COOTBETCTBYIOIME Mpeaioxkenuss DIIK apXuBHOTO yupekIeHUS.

*(11) Ormerka "OIIK" o3Ha4aeT, YTO YACTh TOKYMEHTOB MOKET OBITh OTHECEHA K CPOKY XpPaHEHUS
"MOCTOSIHHO".

*(12) B cnydae u3meHeHus: (PyHKIHMA M CTPYKTYpbl OPraHU3alMU HOMEHKJIATypa JIeN MOMJIEKUT
MIEPECOCTABIIEHUIO, COTJIACOBAHUIO U YTBEPKICHUIO.

*(13) dnst men Ha OyMaKHOM HOCHTETIE.

*(14) Yacts | crateu 25 denepanbaoro 3akoHa ot 22 okTsiopst 2004 r. N 125-D3 "O6 apxuBHOM
nene B Poccuiickoit @enepannn’.

*(15) Ommcu gen, MOKYMEHTOB IO JIMYHOMY COCTaBY COTJIACOBBIBAIOTCS COOTBETCTBYIOIIUM
rOCyJapCTBEHHBIM (MYHUIIMTIATBHBIM) aPXUBOM COTJIACHO MPEOCTABICHHBIM €MY ITOJTHOMOYHSIM.

*(16) [Moxnynkr 5.7.1 mynkra 5.7 IpaBuit XpaHCHHUS.

ITpunoxenue N 1
K 1. 2.37 IlpaBun

HarmMenoBaHUe OpraHm3alnum


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

TOIIOT'PASUUECKOT'O YKABATEJLSI™

CTEJUIAX N XPAHUIIVIIE N
kadp N | Tlonxka N | ®oua N | Onuce N [Ipumeuanue
En. xp.cN
o N
1 2 3 5 6

dopmaT A6 (148 x 105 wmwm)

* KapTOYKH MOCTEIIAKHOTO TOMOTPadUIECKOro yKa3aTelsi COCTABISIOTCS HA KaXKIbIA CTEIaX U
MPUKPETUISIOTCS Ha TOPLIEBOM CTOPOHE CTeIlIaxa.

HarmMenoBaHUe OpraHmM3alnum

KAPTOYKA I1O$OHIOBOI'O

TONOT'PASUYECKOI'O YKABATEJSA™

OOHIO N

HasBaHue GoHza

IMpunoxenue N 2
K 1. 2.37 IlpaBun

XPAHWIIVIIE N

Onuce Cremnax N [Mxad N [Tonka N [Ipumeuanue
N En. xp.cN
no N
1 2 3 4 B 6

dopmaT A4 (210 x 297 wmwm)



* Kaptouku mo¢oHIOBOTO TOMOrpaUUYecKOro ykKas3aTelsl COCTABISAIOTCS Ha KaXIbld (OHI U
pacrosararoTcs B mopsiike HoMepoB (OHIOB.

IMpunoxenue N 3
K 1. 2.43 IIpaBun

HarmMenoBaHUe OpraHmM3alnum

AKT YTBEPXIAI
N PyKOBOIMUTEJL OPTaHM3alumn

IIPOBEPKM HAJNNYMUSI M COCTOSIHUSI
ApXMBHEIX OOKYMEHTOB [Toonuce PacumppoBka
NIOONMCHU
OaTa
douHnm N

HasBaHue GoHza

Homepa onmucemn
[lpoBepka npoBOOUIIACH C 1o
[IpOBEPKOM YCTaHOBJIEHO :

1. UucamuTcsa 00 ONMUCAM Oetl en.xp,
(koJIMUEecCTBO)

2. BHISBJIEHH TEeXHUUECKME OMMUOKN :
2.1. VmMewoTCsa JIMTEepHBIE HOMEpaA:
a) He yUTeHHHE B MTOTOBOM SBalMCHU en.xp.
(xkoJIMYecCTBO)

©) He IIepeuMrCJIEHHEEe, HO yUYTEHHBEe

B MTOTOBOM 3alucCu en.xp.
(xoJmMuecTBO)
2.2. IlponymeHO HOMEPOB:
a) He YUTEeHHBIX B MTOT'OBOM 3BaIlUCU en.xp.
(koJIMYEecCTBO)
©) He INepPEeuUMCJIEHHBIX, HO YUTEHHEBIX
B MTOT'OBOM 3allMCU en.xp.
(KOJIMYUEeCTBO)

2.3. Ipyrue, B pesyjbTaTe dyero obweMm

YBEeJIMUMIJICS Ha en.xp.

(xommuecTBO)
YMEHBIIMJICS Ha en.xp.

(kOoJIMUecCTBO)

3. UucamTca IO ONMCAM B pe3yJjibTare

YCTpaHeH s TeXHUUYECKMUX OmMUDOK en.xp.

(koJyIMuecTBO)
4. He okaszajiocb B HaJUUUU en.xp.
(xkomMuecTBO)

5. MMeeTcs B HaAJIUUMM IO JaHHOMY GOHIY
(BKJIOUEHHEIX B OIIMCH) en.xp.




13 HUX TPeOyo X :

(kOJIMUEecCTBO)

a) nesuHQeKLUUMn en.xp.
(kOoJIMUEecCTBO)

®) Ie3MHCEeKLUU en.xp.
(koJIMYeCTRBO)

B) pecTaBpaluu en.xp.
(KOJIMYUEeCTBO)

I‘) nepeljieTa MM IIOIOUVMBKM en.xXp.
(KOJIMYUEeCTBO)

II) BOCCTAaHOBJIEHMS 3aTyXalllMX TEeKCTOB en.xp.

(koJIMUecCTBO)
€) HEeUCIPaBUMO [NOBPEeXIEeHHHX en.xp.
(koJIMUecCTBO)
6. lVMeeTcsa He BKJIOUEHHHX B OIMUCU en.xp.
(xommMuecTBO)
7. VToro moO IaHHOMY QOHIY (BKJIIOUEHHBIX M HEe BKJIIOUEHHBIX B OIMUCH) ,
VIMEINMXCA B HAJIMUUU en.xXp.
(KOJIMUEeCTBO)

8. XapakTepuCTHUKa YCJIOBUM XPaHEeHUS

[lpoBepky MNPOMU3BOOMIINM:

HammMmeHoOBaHME

IOOJDKHOCTEN

PabOTHMKOB Nomnmucwu PacumdpoBKa MNOONMCEMN

HarmMenoBaHUe OpraHMm3alnum

AKT
N

O TexXHMYeCKMX oumbkax B
Y4YeTHBRIX OJOKYyMeHTaxXx

®oug N

HasBaHue QoHza

dopmaT A4 (210 x 297)

ITpunoxenue N 4
Kk . 2.43, 3.15 IIpaBun

YTBEPXIA

PyxkoBoIomuTeNb OpTraHM3aLUM

[Toonmce Pacumbpporka
IIOOINCHK

TaTa

B xome BHIIOJIHEeHUSHA

O6Hapy>KeHI:>I TEXHMYECKHUE

omMOKM B 3alMcHax

Haszsanue noxymeHnra

CylecTBytoias 3anuch Crnenyer 3anucarb

1

2 3



B pesynbTaTe KOJMUECTBO EeIMHMUI, XPaHEeHUS YBEeJMUMIIOCH (YMEHBIMJIOCH)

Ha en. xp.
(umdpamMy, OPONUCHI)

[lprMeuaHMA :

HamMeHORaHME IOJDKHOCTM paboTHMKA [Tognmce Pacumbpporka nomgnmcu

VI3MeHeHVsa B ydYeTHble IJOKYMEHTEl BHECEHEH

HamMeHOBaHME IOOJDKHOCTU

paboTHMKA apxuBa [lomnmcse PacumdppoBka NOONNUCHU

HamMeHOBaHMe opraHmM3aLUMU

AKT

N

dopMmaT A4 (210 x 297 MwMm)

IMpnnoxenne N 5
Kk . 2.43, 3.15 IIpaBun

YTBEPXIAIO

PyxkoBonuresis OpraHm3alnum

[Toonmce Pacumbpporka
06 o6HapyXeHMM NOKYMEHTOB MOINNCHU
(He OTHOCAUMXCST K [AaHHOMY
boHAYy, HeyYTeHHHX) OaTa
B xome
(Bo paboTh)
ODHAPYXEHO
(B doHnme, xpaHmIMIEe, padboueM IIOMEUEHMN)
N 3aroyioBOK HIudp (ecau Kpaiinue KomnuectBo | K kakomy | Ilpumeuan
/T ex. Xp. €CTh) JIaThI JICTOB bony us
(o6bemM, MO) | oTHOCHTCSA
1 2 3 4 5 6 7
VToro oOBHApPyXeHO IOOKYMEHTOB

(undpaMm M OPONUCHI)



HamMeHOBaHMEe HOJIXKHOCTM pPabOoOTHMUKA Iloonuce PacumdppoBKa
IOONMCU
VI3MeHeHMsS BHECEHB B YUeTHHE IJOKYMEeHTHI.
HarvMeHOBaHME OOJIDXKHOCTU
paboTHMKA apxuBa [Toonmce Pacumdpporka
IOOTNIMCHU
dopmaT A4 (210 x 297 wmwm)
IMpunoxenue N 6
K . 2.44, 3.15, 4.32, 6.8 IIpaBun
HamMeHOBaHMEe OpraHM3aLUMU
AKT YTBEPXIAIO
N PYKOBOIMUTEJL OpTaHM3alMM
[Toonuce PacumppoBka
06 yTpaTe LOKYMEHTOB MOONNCU
ITaTa

®oug N

(HazBaHMe o¢oHza)

B pesymnbTare YCTAHOBJIEHO OTCYTCTBUE B (QOHIE

IIEePedYMCIJIEHHBIX HIMXe nOeJi, IIPeOlIpPMHATHE aApPXMBOM MEPBL I10 PO3BICKY neJl
IIOJIOXMTEJIbHBEIX pPe3yJIbTaTOB He OajiiM, B CBA3M C UeM cuMTaeM BO3MOXHBIM CHATB
c yuera:
N Onuce En. xp. 3aroJioBOK €. Xp. Kpaithue | KomuuectBo | Ilpeanonarae
/11 N N JIaThl JIUCTOB MBbIE
(oOBemM, MIPUYHHBI
MO6) OTCYTCTBHS
1 2 3 4 5 6 7
NToro en. xp.
(umbdpaMm M HOPONMCHI)
Coaepxafme YTPAUEeHHBEIX IOOKYMEHTOB MOXeT OBITb YaCTUUYHO BOCIIOJIHEHO
CcllemyouyMy eIl. Xp.:
(HoOMepa en. Xp. M MX TIPYIIOBHE 3aT'OJIOBKU)

HamMmeHOBaHME IOOJDKHOCTU

PYKOBOOUTEINS apxuba [lomnmuce

(Mrua, OTBETCTBEHHOTO 3a apXUB)

COT'JIACOBAHO™ COTJIACOBAHO
[IpoTokoy 3IK apXMBHOTO YUYpeXIeHUS [IpoToxkos IL3SK (3K)
oT N oT N

Pacumbpporka nomnmcu

opraHM3aluun

VIsMeHeHVd B yUYeTHEIE IOOKYMEHTEL apxXxmBa BHECEHEL.



HamMeHOBaHME IOOJDKHOCTU
paboTHMKA apxuBa

[Noponmce Pacumbpporka nomnmcu

dopmaT A4 (210 x 297 wmwm)

* Ecyom He OOHApPyXeHH Jejla MNOCTOSHHOT'O XPaHeHUS.

HamMeHOBaHMe opraHmM3aLuMU

KAPTA-3AMECTUTEJIbL IEJIA

IIpunoxernune N 7
K 1. 2.47 IIpaBun

Ieso

(N n nHaszBanme)
Onmce

(N u HaszBaHue)
®oHL

(N u HaszBaHue)

BEIIaHO BO BPEMEHHOE I10JIb30BAaHMe (UMTAJIbHEIM 3ajl) :

N @®.1.0. nonp3oBatens Hara Hara [Moanuck [Moanuck
n/m BBIJIA41 BO3Bpara BBIJIABIIIETO MIOJTyYHMBIIIETO
JeJ10 JeJ10
1 2 3 4 5 6

JIMCT-3ABEPUTEJIE JEJIA N

dopmaT A4 (210 x 297 Mwm)

ITpunoxenune N 8
Kk nm. 2.47,4.19, 4.21, 4.23 TIpaBun

B mejie moommMTO M IIPOHYMEPOBAaHO JIVICTOB
(umbpaMm M OPONUCHIO)
c N rno N , B TOM UMCJIE:
JIMTEPHEBEIE HOMEpPpa JIMCTOB ;
IIPpOoIIymeHHBIE HOMEpPa JIMCTOB
+ JIMCTOB BHYTPEHHEMN ONMUCHU
OcobeHHocTH (PU3NIECKOT0 COCTOSIHUS U (POPMHUPOBAHUS JIeTa Howmepa
JIMCTOB

1 2




HarvMeHOBaHME OOJIXHOCTU

paboTHHMKA

TaTa

HamMmeHnoBaHMe O

®oug N

praHmzaumnmn

[loonuce

PacumbpoBKa MNOONMUCU

dopmaT A4

JIUCT MCIOJIb30OBAHMA NOKYMEHTOB

Onmuce N

3aroJIOBOK IeJja

Heso N

(210 x 297 wmm)

IMpunoxernue N 9
K 1. 2.47 IIpaBun

Hara Komy BbIIaHO: XapakTtep UCIOJIb30BaHHUs N IToanuce nuna,
HCIOJIb30Ba bamuius, (KOonMpoBaHMeE, BBIUCKH, | UCIOJIB30BAHHBI | UCIOJIb30BaBLIET
HUs MHULUAJIbI IPOCMOTP) X JINCTOB 0 JIeNI0
(pa36opumBo)
1 2 3 4 5
dopmaT A4 (210 x 297 wmwm)
IMpumnoxenue N 10
K 1. 2.46 IIpaBun
HamMveHnorBaHUe OpraHMm3alnum
AKT
N

O BHOAYe ngeJi BO BpPEeMEeHHOEe II0JIEBOBaHue




(HaMMeHOBaHME OpIaHM3aLUM,
ee azmpec, IOYTOBHIM MHIEKC)

OcHOBaHMe

715 KakoM leyM BHIAKTCA en. xp. u3 doHma N

(Ha3BaHMe QoHIa)

N Onuce En. xp. | 3aronoBok en. | Kpailinue KonnuectBo [Ipumeuanue
/i N N Xp. JIaThI JTUCTOB, (hopmMar
(o6Bem, M0O)
1 2 3 4 5) 6 7
Bcero BrImaeTcsa en. Xp.,

(uMmbpaMy M MOPOMNMCHIO)
CPOK BO3BpAlleHUS -

Iejia BEIOAHEL B YIHOPAIOOUYEHHOM cocrodHnM, IOV TEL, B O@J’IO)KKaX, C
IIPOHYMEPOBAHHEBIMM JIMCTAMM VI 3aBEPUTEJIbHBEIMM HAaOIIMCAMU .

[lonyuaTesb 06g83yeTcsa He NpeloCTaBJIATL IOejla, IIOJIydeHHBIe BO BPEMeHHOE

IIO0JIb30BaHMe, IIOCTOPOHHMM JiMliaM, He BBIODABATH 10 HVIM KOHMﬁ, BHIIIMICOK 12
CIIpaBOK, He Hy@J’[MKOBaTb JOKYMEHTEL tez3 paspeuneHnsda OopraHM3auuN, BBIIIABIIEMV
ejia.

[lonyuaTesb 0083yeTCcsa BEPHYTH Oejla B apxXMB OPTraHM3aluMy B YKABaHHB B
aKTe CpOK.

IlostyuaTesib npenylrpexneH 06 OTBETCTBEHHOCTM IIO 3aKOHY B CJlydae YyTpaThl
VIVl TIOBPEeXOEeHNMA IIOJIYJYEHHBIX BO BPEMEHHOE IIOJIb30OBaHME IOedl.

HamMeHOBaHMe OOJDKHOCTMU HammMeHOBaHMe OOJDKHOCTU

PYKOBOOMTEJIA OPIraHM3alunmn, PYKOBOOUTEIA

BEIJAKWEN Hesa OpPTraHM3aluun-—II0JIydaTesIsd

lloonucsob Pacumpporka lloonucso Pacumdpposka
IOLONNCH IOINNCH

HaTa JaTa

[leuaTer oOpraHM3aLNMN [leuaTe oOpraHM3aLUMU

dopmaT A4 (210 x 297 wmwm)



IIpunoxenune N 11
K . 3.6, 3.15 ITpaBun

(HaMMeHOBaHMEe OpTaHM3alLUM)

(HaBBaHUE apxmea OpI‘aHMBaLU/H/I)

KHUTA
ydyeTa MNOCTYIIIEHMS M BHOHTUS JeJI, AOKYMEHTOB

Tom N
Hauat
OxkOHUEeH
dopmaT A3 (297 x 420 MmMm)

Nun/n | Hara | HaumenoBanu | Haumenos | Ha3zea | Toasr Bun | Iloctymuienue onucanHbix | BpIObITHE ONUMCaHHBIX Heonucannsix | Ilpu
IIOCTYI e aHue, HUE M | TIOCTYIl | HOCUTE JOKYMEHTOB JOKYMEHTOB Iel, Meqa
JICHUs | OpPraHM3alid | HOMEP U | HOME | HBIIMX s KonunuectBo en. xp. KonunuectBo en. xp. JOKYMEHTOB, | HHE

U (cTpykTypHOT naTa p WIIH JUCTOB
BBIOBIT 0 JOKYMEHT | (OHJ | BBHIOBIB MOCTOSl | BpeMe 1o IIOCTOSI | BpeMe 1o IOCTYy | BBIOBI
us Opa3IeJICHU a, 1o a HIUX HHOTO | HHOTO | JIMYHO | HHOTO | HHOTO | JIMYHO | IHJIO 70
TOKYM s, IULA, KOTOpOMY JOKyMe xpaHe | (CBBILI My XpaHeH | (CBbINI | MYy
€HTOB apxuBa), OT | MOCTYIHJI HTOB 110 HUSA e 10 | cocras us e 10 | cocra
KOTOpOM 1787011 OINCH JIeT) y JeT) BY
MOCTYIIHIIH BBIOBLIH
(vny BBIOBUTN) | TOKYMEHT
JOKYMEHTBI 3
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16




NToro B Tony IOCTYIIUJIO en. xp., B TOM YMCIe:
(umdpaMm M HOPONMCHIO)
DIIEKTPOHHBIX , AYIMOIOKYMEHTOB
(umdpaMm M OPONMCHIO)
BUICOIOKYMEHTOB .

(umdpaMm M OPONMCHIO)
[IOKAa3HBATCA pPas3lefIbHO MUTOTOBEE maHHee o rpabam 8, 9, 10, 14 xuurwu;

Ha OyMaXHOM HOCHUTEeJEe ’
(umdpaMm M OPONMCHIO)

14

(umdpaMm M OPONMCHIO)

BRIOBLIIO en. xp., B TOM umciie: Ha OyMaxXHOM HOCUTEJIE ,
(undpaMmt M OPONMUCHD) (umdpaMm M OPONMCH)
BJIEKTPOHHEIX , AYIOMOOOKYMEHTOB ,
(umdpaMm M OPONMUCHD) (umdpaMm M OPONMUCHD)

BUICOIOKYMEHTOB .

(umdpaMm M OPONMCHI)
NOKa3HBATCHA pPas3lesIbHO MTOTOBBE OaHHbe no rpabam 11, 12, 13, 15.
HamMeHOBaHME IOJDKHOCTM JIMlla,
COCTaBUBIIETO MTOTOBYK TOINOBYI 3alMCh Iloomnmce PacumbpoBKka MNOANMUCHU
HavMeHOBaHME HOOJIKHOCTU PYKOBOIUTEJIA apxXUBa
(Mrua, OTBETCTBEHHOTO 3a apXUB) [Tonnucob PacumppoBka MNONIUCHU
TaTa

dopmaT A3 (297 x 420 wmm)

* B rpade ykaswmBaeTcs BuI HocuTeysa (BH - OOKYyMeHTH Ha OyMaxHOM HocuTejie, 3 — 3JIEKTPOHHHE INOKYMEHTH) .



IMpunoxenune N 12
K mi. 3.6, 3.15 I[IpaBun

HammMeHnoBaHMe OopTraHmM3alnm

CIIMCOK $OHJIOB

Tom N
HauatT
OKOHUeH
dopmaT A4 (210 x 297 wmwm)
N Hata HazBanue OtMeTKa 0 BEIOBITUH (POHTIA [Tpumevyann
donma IIEPBOTO donma Kyna Hara u N nokymeHTa, Ha e
IIOCTYIJIEHU BBIOBIT OCHOBAaHNUHU KOTOPOI'0o
i BBIOBII
JTOKYMEHTOB
donma
1 2 3 4 5 6
Ha 01.01. ToIma B CIHIMCOK BKJIOUeHH (QOHIH C N mo N -
U3 CIMCKa MCKJIOUeHB QOHIEl ¢ N rno N -
Bcero XpaHUTCSI B apxuBe boHmOB, M3 HUX:

(undpaMm M OPONUCHI)

(umdpaMm M OPONMCHIO)

Homepa cBOOOOHEIE :
Homepa BHOHBUIME

(mepenauHbEe) :

HarvmMeHOBaHME OOJIXHOCTU pa@OTHMKa

apxmea, COCTaBUBLETO I'OHOBYI
UTOTOBYI 3allChb [Togonuce
HamMmeHOBaHME IOOJDKHOCTU

PYKOBOOMTEJNA apxuBa (amuua,

OTBETCTBEHHOI'O 3a apxuB) [Toonuce

TaTa

comepxatT ocoBO0 1lleHHBEE nmeJia.

PacumbpoBKa MNOIONMUCU

PacumbpoBKa MNOONMUCU



JIMCT $OHIA N

dopmaT A4 (210 x 297 wmwm)

IMpumoxenue N 13
K . 3.6, 3.15 IIpaBun

(MecToHaxoximeHmue ¢GoHIa
opraHmu3zauuu,

(HaMMeHOBaHMUE
roe xpaHurcsa GoHnO)

(JaTa nDepBOI'O NOCTYIJIEHUS
IOOKYMEeHTOB (QOHIa)

Kpaitnue natel kaXXxa0ro Ha3BaHUS

Ha3Banue dhonna

donma
1 2
1. YyeT HeONMCAaHHBIX IOOKYMEHTOB
Hara Hasganue, N u nara IToctymienue BriObiTHE Hanuune
3amucu JIOKYMEHTA, TI0 KOTOPOMY (ocTaTok)
HOCTYIUIJINA WX BBIOBLIH Komnuec | Kpaitnue | Komuuec | Kpaiinue | Bceero gen
JIOKYMEHTBI TBO JI€J JAThI TBO €] JaThl
1 2 3 4 S) 6 7

2. YueT ONMCAHHBEX IJOKYMEHTOB



Hata | Home | T'og | Hasean | [locty Bri6biTHE Hannune (octaTox)
3aI1cC p ue nuno | Komuu | OcHoBa | B Tom uncne no | Komnu B ToMm uncrne:
U onucH OINCH en. €CTBO HUE OIUCSM, €CTBO MOCTOSIHHOTO XPaHEeHHUSI 10 INYHOMY
nen W Xp. | ed. Xp. | BBIOBITH | YTBEPKICHHBIM | €I. XP. COCTaBy
aHHOTAaI[ 1 OIlIK. Konuue | kpaiinn U3 HUX I10 KOJIMYE | KpalHH
uu (nasBan CTBO €1I. | € AaThbl OTIHCSIM, CTBO € J1aThl
TOKyMe ue, Xp. €1. Xp. | YTBEPXKACHHBIM | €. XP.
HTOB Jara, OIIK
N moxky | Komuu | Kpaitnu KOJM4e | KpaiHu
MCHTa €CTBO € J1aThl CTBO €
el. Xp el. Xp. JaThl
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16




HarmMenoBaHUe OpraHmM3alnum

dopmaT A4 (210x297 Mwm)
ITpunoxenue N 14
K ri. 3.6, 5.5 IIpaBun
YTBEPXIAIO

PyxkoBonouresib Opr'aHM3alVn

dounm N [Nomnmce Pacumbpporkra
IIoOrmncum

OIINCE N ITaTa
AdeJl IIOCTOSIHHOI'O XpPaHeHWUs
Ba roxn

N Nuanekc 3aronoBok Kpaitaue KonuuectBo | Ilpumeuanue

n/m nena nena aThI JINCTOB

1 2 3 4 5 6

| | Ha3zsanue pa3zx‘ena ‘ ‘
B maHHBI pasmesl ONMCU BHECEHO neu,

c N

JIMTEPHBEIE HOMEpPa:

(undpaMm M OPONUCHI)

no N , B TOM UMCIIE:

IIpOoIlylleHHBIE HOMeEePa:

HamMmeHOBaHME IOOJDKHOCTU
COCTaBUTEJIS OINUCHU

HamMeHOBaHME IOOJDKHOCTU
PYKOBOOMTEJNA apxuBa (amuua,
OTBETCTBEHHOT'O 3a apxmuB)

COIJIACOBAHO
[IpoToxkos L3K (3K) opraHmszaumumu
oT N

HarmMenoBaHUe OpraHm3alnum

®oug N

OIINChH N
OeJl 10 JIUYHOMY COCTaBy

Ba ron

[loonmcse Pacumdpporka NOONNCU
[Tognmce Pacumbpporka nomnmcu
YTBEPXIEHO

[IpoTokoy OIIK apXMBHOT'O yUYpeXIeHUd

oT N
dopmar A4 (210 x 297 mm)
ITpunoxenue N 15
K . 3.6, 5.5 IIpaBun
YTBEPXIAIO

PykoronouTesnib OopraHm3almnum

Pacumpporka
IOONINCHK

[Toonuce

TaTa



N HNunexc 3aroyioBOK Kpaiinue Cpox Komnuects | IIpumeuanue
/1 aena aena JaTel XpaHEHUS o
JIUCTOB
1 2 3 4 5 6 7
B maHHBM pas3nejl ONMCUM BHECEHO e,
(umdpaMm M HOPONMUCHIO)
c N rno N , B TOM UMCJIIe:
JINTEPHLEIE HOMEpa:
[IPONyUeHHEE HOMepa :
HavMeHOBaHME HOOJIKHOCTU
COCTaBUTEJISA OIUCK INomnuceb PacumdpoBka MNOOIUCU
HavMeHOBaHME HOOJIKHOCTU
PYKOBOIMUTEJIS apxXuBa (Iuua,
OTBETCTBEHHOTO 3a apXuB) IMomnuceb PacumdpoBka MNOONIUCU
COTJIACOBAHO YTBEPXIEHO
[IpoTokos ILSK (3K) opraHmMzauuu [IpoTokoyl 3K apXMBHOTO YyUYpPEeXIeHUS
oT N oT N
dopmaT A4 (210 x 297 Mwm)
IMpunoxenue N 16
Kk . 3.6, 5.5 IIpaBun
HamMeHOBaHMe opraHmM3aLUMU
dornm N YTBEPXIA
OIINCE N PykopomouTesib OpraHM3alLun
nen BpeMeHHEX (cBrure 10 sem)
CPOKOB XpaHeHMUsI [loonucso Pacumdpporka
IIOONUCHU
3a oo IHaTa
N Nunexc 3aroJioBoK Kpaitnue Cpok KomuuectB | [lpumedanu
1/ aena aena JaThl XpaHeHusd 0 €
JINCTOB
1 2 3 4 5) 6 7
B IaHHBI pasnejl OIMCU BHECEHO e,
(umdpaMm M OPONMCHIO)
c N no N , B TOM UMCJIE:

JIMTEPHBIE HOMEpPaA:

[IPOIIyLIEHHEIE HOMepa:




HarvmMeHOBaHME OOJIXHOCTU
coCTaBUTEJIA OIIMCHU

HamMmeHOBaHME IOOJDKHOCTU
PYKOBOIMUTEJNS apxmuBa (aImua,
OTBETCTBEHHOI'O 3a apxuB)

[loonmcse Pacumdpporka NOONNCU

[loonmcso Pacumdpporka NOONNCU

COTJIACOBAHO
[IpoToxkos L3K (3K) opraHmszaumumu
oT N
dopmaT A4 (210 x 297 Mwm)
IMpunoxenne N 17
K . 3.6, 4.19, 5.5 TIlpaBun
HamMeHOBaHMe opraHm3alumum YTBEPXIAI
PYKOBOIUTEJIL OpTaHU3aLUU
dounn N llognuce Pacumpposka
[IOONUCHU

OIIUCE N OaTa
BJIEKTPOHHHX meJl, NOKYMeHTOB
IIOCTOSTHHOT'O XPaHEeHUs
Ba ron

N WNunekc 3arojaoBoK Kpaiinue O6beM, MO | [Ipumeuanu

/o nena neiaa IaThl i

1 2 3 4 5 6
B DaHHBM pas3nell OIMCU BHECEHO e,
c N no N -

(uMbpaMy M MOPOMNMCHIO) (umMbpaMm M OPONIKUCHIO)

0OBEMOM MO .
HavMeHOBaHME HOOJIKHOCTU
COCTaBUTEJISA OIUCK INomnuceb PacumdpoBka MNOOIUCU
HamMeHOBaHME IOJIDKHOCTU
PYKOBOOMTENS apxXmBa (JIMua,
OTBETCTBEHHOT'O 3a apxmuB) [Tomgnmce Pacumbpporka nomnmcu
COTJIACOBAHO YTBEPXIEHO
[IpoTokos ILSK (3K) opraHmMzauuu [IpoTokoys 3K apxXMBHOTO YyUYpPEeXIeHUS
oT N oT N

dopmaT A4 (210 x 297 wmwm)



[IPMJIOXEHME K OIIMICU N

SJIEKTPOHHBIX IIeJl,
XPaHeHMA
3a ron

JOKYMEHTOB IIOCTOAHHOI'O

PeeCTp IOKYMEHTOB (KOHTEMHEPOB SJIEKTPOHHEIX JOKYMEHTOB) BJIEKTPOHHOTO
« K
nesa:
N em.xp. mo onmcwu VHOekc mesa
3aroJIoOBOK Heja
Jata Per. N HaunmenoBanue nokyMeHTa O6bem, M6 | Tlpumedanus
JOKYMEHTa | TOKYMEHTa
1 2 3 4

HarvmMeHOBaHME OOJIXHOCTU

coCTaBuUTEJIA OIIMCHU

[Tonrnmuce

* COCTaBJISETCH Ha KaxIoe BDJIEKTPOHHOE NeJio.

HamMeHOBaHMe opraHmM3aLUMU

PacumbdpoBKa NOONMUCU

dopmaT A4

YTBEPXIAIO

(210 x 297 Mm)

IMpunoxenue N 18
K . 3.6, 4.19, 5.5 IIpaBuxn

PyxkoBOoIOMUTeENb OpTaHM3aLUN

®oHm N [loonuce Pacumpposka
OONMUcCHU
OIINCh N IaTa
BJIEKTPOHHEIX [heJlI, NOKYMEHTOB BPEMEeHHBIX
(ceBrmre 10 JjeT) CpPOKOB XpaHEeHUS
Ba roxn
N Hunexc 3aroyioBOK zena Kpaiinue Cpox O60bvem, | [Ipumeuanu
/11 neiaa IaThl XpaHEeHUs Mo i
1 2 3 4 5 6 7
B maHHB paslesl ONMCU BHECEHO e,
c N no N -
(undpaMmt M MOPONUCH) (umdpaMm U OPONUCH)
0OBEMOM MO .
HamMeHOBaHME IOJDKHOCTU
COCTaBUTEJNSA OIUCHK INoponuce PacumdppoBka MNOIONMUCHU
HamMeHOBaHME IOOJDKHOCTU
PYKOBOOMTENS apxXmuBa (JImua,
OTBETCTBEHHOT'O 3a apxmuB) [Tognmce Pacumbpporka nomnmcu



COTJIACOBAHO

[IpoTokos ILSK (3K) opraHmMzauuu
oT N

dopmaT A4 (210 x 297 Mwm)

[IPVJIOXEHVE K OIMCU N
BJIEKTPOHHBEIX IEeJI BPEeMeHHBIX
(cepme 10 JjleT) CPOKOB XpPaHEHUSA

3a Toxnm

PeecTp IOOKYMEHTOB (KOHTEMHEPOB DJIEKTPOHHHX JOKYMEHTOR) BIJIEKTPOHHOTO
nema:™

N en.xp. mo onmcwu VHOekc mesa

3aroJIOBOK IeJja

JHata Per. N HaunmenoBanue nokyMeHTa O6bem, MO | Tlpumevanus
JIOKYMEHTa JIOKYMEHTA
1 2 3 4 5

HamMeHOBaHMe OOJIKHOCTMU
COCTaBUTEJIA OIINMCHU [loonmcso Pacumdpporka NOONNCU

dopmaT A4 (210 x 297 Mwm)

* COCTaBJISETCH Ha KaxIoe BDJIEKTPOHHOE NeJio.

IMpunoxenne N 19
K . 3.6, 3.11, 3.15 IIpaBun

HammMeHOBaHMe opraHmM3aLumn

PEECTP ONMCEMA

HauamT

OxoOHUEeH

dopmaT A4 (210 x 297 wmwm)



N/ | N ¢donga | N onucu Hassanue onucu KonnuectBo aen B onucu Kpaitnue | Konmuuec | Konuyec | Ilpumeuanue
MOCTOSIH | BPEMEHH o JIaThl TBO TBO
HOTO oro JTUYHOMY JIUCTOB B | DK3EMILIT

XpaHeHu | (CBBIIE | COCTaBY ONUCH SIPOB

s 10 7er) OMHUCH

XpaHeH!
s
1 2 3 4 5) 6 7 8 9 10 11




Bcero XpPaHNUTCHA B apXuBe

IIOCTOAHHOT'O XPaHeHMA

omnMceum, M3 HUX

(undpaMm M HPONUCH)

BPEMEHHOTO XpaHeHuda (cmBeme 10 JjeT)

10 JIMUYHOMY COCTAaBy

(umdpaMm M OPONUCHI)

(uMmbpaMy M MOPOINMCHIO)

B TOM UMCJIe IIOCTYIIMJIO B

B TOM UMCJIe BEIOBJIO B

HamMeHOBaHME HOJDKHOCTM paboTHMKA
apxmBa opraHM3aluy, COCTaBUBIEIO

peecTp onmcen

HamMeHOBaHME IOOJDKHOCTU

PYKOBOOMTEJS apxuBa (JImua,

OTBETCTBEHHOT'O 3a apxmuB)

TaTa

YTBEPXIAIO

PyKOBOIMUTEJIL OPIaHMU3aLUNU
nepemamwlel OOKYMEHTEH

[loonmce Pacumpporka
OIOINUCH
TaTa I[leuaTsb
AKT
N

(umdpaMm M OPONMUCHD)

npueMa-IriepenadyM apXmpeBHEX
AJOKYMEHTOEB Ha XpaHeHNue

omnmcem
(umbdpaMm M OPOIMCHIO)
onucem
(umdpaMm M OPONMCHIO)
Nomnmce Pacumdpporka
IOIONMCU
[Nomnuce Pacumdpporka
IIOONMCU

dopmaT A4 (210 x 297 wmwm)

IMpunoxenue N 20
K 1. 3.15 [IpaBun

YTBEPXIAIO

PyxkoBonuresis OpraHmM3alnum
HpMHMMaIOLLIeﬁI JOKYMEHTEI

[Toonmce Pacumdpporka
IIOLINCH
HaTa
[leuaTs

(ocHOBaHME IHepenaun)

(Ha3BaHMe mnepelaBaeMoro QoHHIA)

cnaj,

(Ha3BaHMe OpraHM3aluM,

a

nepenzamimel OOKYMEHTH)

[TPWH I

(HaBBaHMe OopraHmM3alnm HpMHMMaIOLLIeﬁ ,HOKyMeHTI:I)
IJOKYMEHTEI Ha3BaAHHOIO (DOH,Ha 12 HaquO—CHpaBOT{HbHZ arrnapaT K HJM:



N Hassanue, Homep onucu KomnmuectBo KomnuectBo [Ipumevanus
n/m HK3EMIUISIPOB eld. Xp.
OIIHCH

1 2 3 4 5
VTOoro MNPUHATO en. Xp.
llepenauy MNPOMU3BEJINM: [lpyeM OpomM3BEJIN:
HOJXHOCTB [Tognmce Pacumpporka HOJIXHOCTB [loponuce Pacumdpporka

IOONUCHU IOONMCHU

HarTa HaTa

donnmy npuceoeH N

VI3sMeHeHVd B yUYeTHEIE INOKYMEHTEl BHECEHEHL.

HOJXHOCTB lTomgnmce Pacumpporka HOOONMUCHU
HaTa
®opmaT A4 (210 x 297 wmwm)
TAPAHT:

Cwm. nannyto hopmy B penaktope MS-Word u o6paszerr ee 3armoaHeHUs
IMpunoxenue N 21
K mm. 3.15,4.11, 4.13 TIpaBun

HarmMenoBaHUe OpraHmM3alnum

AKT YTBEPXIAI
N PykopomomuTesib OpraHM3alun
O BHIEJIEHUM K YHUYTOXESHMIO [Toonuce PacumppoBka
ApPXMBHEIX OOKYMEHTOB, He MNOoIJjeXxalMx NOoOnmucCu
XPaHeHUI0 IHaTa

Ha ocHoBaHUM

(HazBaHVe U BHIXOIHHIE MAaHHHE [EPeUHS INOKYMEHTOB C yKa3aHueM

CPOKOB UX XPaHEHMA)
OTOOPAaHEl K YHUYUTOXEHMI KakK He MMeplye HaydHO-MCTOPUYECKOMN
yTpaTuBIME NPaKTHUUeCKOe 3HadeHMe IOOKYyMeHTE QoHma N

II€EHHOCTIN 12

(HazBaHMe o¢oHza)

N 3aroyi0BOK ziena I'ogst Howmep Howmep Konnuec Cpoku [Ipume
/T (rpynmoBoi omucu™ | eA.Xp. Mo | TBO €. XpaHCHHUS U | YaHHE
3aroJI0OBOK OIUCH Xp. HOMEpa
JIOKYMEHTORB) cTaTel 1o

MEPEYHIO
1 2 3 4 5 6 7 8



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

NToro en. xXxp. 3a TOOBL.
(uMbpaMy M MOPOINMCHIO)
Onmcu meJl NOCTOSAHHOTO XpPaHeHMA 3a TomOel yTBepXOeHsl 31K

(HaMMeHOBaHME apXMUBHOTO yupexXIeHMU)
(mpoToOKOJ OT N )]

HauMeHOBaHME IOOJDKHOCTU
PYKOBOOMTEJS apxuBa (JImua,

OTBETCTBEHHOTO 3a apxmuB) [Mopnuce Pacumbpporka nomgnmcu
COTJIACOBAHO

[IpoTroxkos L3K (3K) opraHmszauumu

oT N

JOKYMEHTH B KOJIMUECTBE en. xp.:
- Ha OyMaXHOM HOCHUTEeJIE BECOM KI' CHOaHB

Ha YHMUYTOXeHMEe,
— Ha JBJIEKTPOHHOM HOCHUTEJIE CIOaHBl Ha YHUYUYTOXEHUME

(crntoco® YHUUTOXEHMS)

HamMeHOBaHMEe IOOJIKHOCTM pPabOTHUKAE,
CIOAaBIIETO IOOKYMEHTEI [Mopnmce Pacumbpporka nomgnmcu

ITaTa
VIeaMeHeHMsa B yuUyeTHBhIe IOKYMEHTE BHECEHEH.

HamMeHOBaHME HOJDKHOCTM paboTHMKA
apxuBa, BHECUETO M3MEHEHUS
B YUeTHHE OOKYMEHTE [lomnucob PacumbdpoBka MNOONMCHU

ITaTa

dopmaT A4 (210 x 297 Mwm)

* [Ipy BBIOEJIEHUM K YHWUTOXEHMIO INOKYMEHTOB IIPM [NOAI'OTOBKE HeJl K lepelade B
apxmB opraumszaumyu, rpabu 4, 5 He 3anoJHA0TCH.

IMpunoxenne N 22
K 1. 3.15 [IpaBun

HamMeHOBaHMe opraHmM3aLUMU

AKT YTBEPXIAIO



O HEMCIIPABVIMBIX IIOBPEeXIOEeHUSAX
APXMBHEIX NOKYMEHTOB

B doHnme oOHapyXeHBEl OOKYMEHTEH,

®ong N

PykosonouTesib OpraHmM3almum

[loonuce

DaTa

Pacumpposka

IIoanncum

(HazBaHUe ¢oHza)

IIPVISBHaHHBIE HEVICIIPaBMMO IIOBPEXIEHHEIMU :

N Onuck En. xp. 3aroJioBOK Kpaitnue KomuuectBo | CyniHocTh U
n/n N N MOBPEXACHHBIX €1, JaThl JINCTOB MIPUYUHEI
Xp. (o0BemM, MO) | moBpexacHU
A
1 2 3 4 5 6 7
JToro oOHapyXeHO HEUCIPABUMO [NOBPEeXIEHHBIX
en. xp.

(umdpaMm M OPONMCHIO)
[lepeuncsieHHEIE €. XP. [NOAJIeXaT CIMCaHMUIO BBUIY:

HamMmMeHOBaHME IOOJDKHOCTU
PYKOBOIMUTENS apxmuBa (aImua,

OTBETCTBEHHOI'O 3a apxuB) [Togonuce PacumppoBka HNOONOMUCHK
COTJIACOBAHO COTJIACOBAHO™*

[IpoToxkos L3K (3K) opraHmszaumuu [IpoTokoy JIIK apXMBHOT'O yUYpeXIeHUd

oT N oT N

VI3MeHeHMd B yUYeTHBE IOOKYMEHTEL apxXmMBa BHECEHEI.

HamMeHOBaHME HOJIXHOCTM PaBOTHMKAE,

BHECHIETO MBMEHEHMS B YUEeTHHE IJOKYMEHTEH [loonuchb PacumbpoBkKa MNOONVCHU
ITaTa
dopmaT A4 (210 x 297 mmMm)

* IS OOKYMEHTOB, BKJIOUEHHEIX B cocTaB APXUBHOTO doHma Poccumckon
denmepanumnm

TAPAHT:

Cwm. nannyto hopmy B penaktope MS-Word u o6paszerr ee 3armoaHeHUs

IMpunoxenue N 23

k rm. 4.11, 4.31 IIpaBun

HamMeHOBaHMe opraHmM3aLUMU


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

HamMeHOBaHME CTPYKTYPHOTO

nompasnesyieHus
OIINCE N
nen
N Nunexc 3aroJiIoBOK Jieia Kpaitnue Cpok Komuuectso | [Ipumevyanu
n/m aena IaThl XpaHCHUS JIUCTOB €
*
1 2 3 4 5 6 7
Hassanue paznena
B maHHyY© OINMCB BHECEHO e
(umbpaMy M MOPONMCHIO)
c N rno N , B TOM UMCJIE:
JIMTEPHEIE HOMEPaAa :
IIPOoIIyHleHHBEIE HOMEpPa:
HavMeHOBaHME OOJIDKHOCTU
PYKOBOOIUTEJIA CTPYKTYPHOTIO
nompasnesieHnda lTognmce Pacumpporka noOnmcu
ITaTa
COTIJIACOBAHO COT'JIACOBAHO*™*
HamMeHOBaHME IOOJIXHOCTU [lpoToxkoyn 3K CTPYKTYPHOTO
PYKOBOOMUTENS CJyXOe HOY nojpasnesieHua
Mommuchb PacumbpoBka oT N
I[lonnucu
HarTa
[lepenan ne
(umdpaMm M OPONMCHIO)
u PETUCTPALUMOHHO—KOHTPOJIBHEIX KAaPTOTEK K INOKYMEHTAaM.
(umdpaMy ¥ HOPONMCHIO)
HamMeHOBaHMEe HOJIXKHOCTM pPabOTHUKA
CTPYKTYPHOT'O HOIOpAa3neJIeHUS [Tonnmcob PacumppoBka HNOONOMCHU
[TouuA ne
(umbpaMm M HOPONMCHIO)
u PETUMCTPALMOHHO—KOHTPOJIbHEIX
(umdpaMm M OPONMCHIO)
KapToOTEeK K IOKYMEHTAaM.
HarvMeHOBaHME OOJIDKHOCTU
paboTHMKA apxuBa [Tonnmce Pacumbpporka nomgnmcu

ITaTa



dopMmaT A4 (210 x297 mmMm)

* T'paba omyckaeTcsa B ONMUCK IeJI NOCTOSHHOTO CPOKAa XPAaHEHMS.
** IIpy Haauuuy OK CTPYyKTYPHOTO MHOoIpaslelleHUus

IMpunoxenue N 24
k mm. 4.11, 4.31 TIpaBun

HamMeHOBaHMeE opTraHM3aLUMU
®oug N

OIlCh N
BJIEKTPOHHHX HeJjI, NOKYMEeHTOB

N Nunekc 3aroioBok Kpaiinne O6bem, MO | TTpumevyanu
/i nerna nena JaThl™ s
1 2 3 4 5 6

HaunmenoBanue pasnena

B IaHHBM pas3netl OIMCU BHECEHO nes,
(umMbpaMm M OPONMUCHIO)

c N no N -

obBEMOM M6 .

HarvMeHOBaHME OOJIXHOCTU
pyKOBOIOMTEIJIA CTPYKTYPHOI'O

nogpasnesieHnd [loonmcse Pacumdpporka NOONNCU

ITaTa

COTJIACOBAHO COTJIACOBAHO™™*

HamMeHOBaHME IOOJIXHOCTU [IpoTokos 3K CTPYyKTYpPHOI'O

pykoBOOMUTENd CJyX0Oe HOY nompasnesieHnda

lloonucso Pacumpporka oT N

[Nonnucu

TaTa

[lepenan neJ
(umdpaMm M HOPONMCHIO)

n PETUCTPALUMOHHO—KOHTPOJIbBHEIX KAPTOTEK K IOOKYMEHTAaM,

(umbpaMm M HOPONMCEI)
oOBEMOM Mo.

HarvmMeHOBaHME OOJIXHOCTU pa6OTHMKa
CTPYKTYPHOT'O Iogpa3nelieHnAd [lonnwuce PaCMM@pOBKa monorimcum

[TouuA ne
(umbpaMy M MOPOINMCHIO)




u PETUCTPALMOHHO—KOHTPOJIbHEIX
(umdpaMm ¥ OPONMCHIO)
KapToTeK K IOKyMeHTaM, OOBeEMOM MG .

HamMeHOBaHME IOOJDKHOCTU
paboTHMKA apxuBa [Tonnmcso PacumppoBka HNOONOMCHU

TaTa
dopmaT A4 (210 x 297 wmwm)

[MPVMJIOXEHVE K OIIMCU N
QJIEKTPOHHEIX OeJI, NOKYMEHTOB

PeecTp HOOKYMEHTOB (KOHTEMHEPOB BIIEKTPOHHBIX IOOKYMEHTOB) BIJIEKTPOHHOTO
nema:™
N en.xp. mo onmcwu VHOoekc meJsa

3aroJIOBOK Iejia

JHata Per. N HaunmenoBanue nokymMeHTa O6mem, MO [Tpumevanus
JIOKYMEHTa JOKYMEHTa
1 2 3 4 5

HarvmMeHOBaHME OOJIXHOCTU
coCTaBUTEJIA OIIMCHU [lonnwuce PaCMM@pOBKa Imonorimcum

dopmaT A4 (210 x 297 Mwm)

CocTaryigdeTcsa Ha Kaxnoe SJIEKTPOHHOE IHOeJio.

* I'pacdba omyckaercst B OMKCH JIENT MOCTOSHHOTO CPOKA XPaHCHHUS.
** [Ipu manmmuuu DK cTpyKTypHOTO MoIpa3ieiecHus

TAPAHT:

CwM. mannyio ¢popmy B pegaktope MS-Word
IMpumoxenue N 25
K 1. 4.18 IIpaBun

HarmMenoBaHUe OpraHmMm3alnum

HOMEHKIJIATYPA IOEJ YTBEPXIAIO
PyxkoBomuTess opraHmM3alnumn
[Toonuce PacumppoBka
Ha Tono [IOOINUCHU

ITaTa



HNupexc 3arosoBoOK jena KonuuectBo Cpok [Ipumeuanue
nena nen XpaHEHUs U
N crarbu no
MEPEYHIO
1 2 3 4 5)
‘ HaSBaHI/I‘e pazzaena ‘

HarvMeHOBaHME OOJIDKHOCTU
pykoBOOMUTENd CJyX0Oe HOY

opTraHM3auuUn

Buza pykopommuTesia apxmBa

(MMua, OTBETCTBEHHOTO 3a apXUB)

COTJIACOBAHO
[lpoToxkos UL3K
oT

VToroBad 3amnmMcb O KaTeropmdax ¥ KoOoJM4YecTBe Inedl,

[loonmcso Pacumdpporka NOONNCU
COTJIACOBAHO
[IpoTtoxkos 3K apXMBHOTO YyUYpPeXIeHMUHA
oT N

B OpPIr'aHM3alUuM

3aBEIEHHEIX B

romy

[To cpokam xpaneHus Bcero B Tom uncrne:
MEPEXOAALINX C OTMETKOM
HSHK"
2 3 4

[TocrosHHOTO

Bpemennoro (cBoimie 10 ser)

Bpemennoro (10 10 jieT BKIIOYUTENBHO)

HNTOT'O:

HamMeHOBaHMe OOJDKHOCTMU

pykoBOOMTENd CJyX0Oe IHOY [Nognuce Pacumbpporka nomnmcu

ITaTa

VITOTOBEIE CBEeOEeHUS IIepengaHel B aApXUB.

HavMeHoOBaHMe IOOJIKHOCTM JIMLla

Iepenapuero CBeOeHMA [lognuce PaCMM@pOBKa IIoornncum

ITaTa

HamMeHOBaHMe opraHM3aLUMU
HamMeHOBaHMEe CTPYKTYPHOI'O

nmompas3nesyieHnd

dopmaT A4

(210 x 297 Mm)

IMpunoxenue N 26

K 1. 4.18 I[IpaBun



HOMEHKIJIATYPA [EJI

*

Ha ron
HNupexc 3aroyioBOK zena KomuuectBo | Cpok xpanenust | [Ipumeuanue
nena TOMOB u N cTaTbH II0
(dacreit) MIEPEYHIO
2 3 4 5

HaszBanue pasnena

HamMeHOBaHME IOOJDKHOCTU
PYKOBOOUTEJIA CTPYKTYPHOTIO
nompasnesyieHus

ITaTa

COTJIACOBAHO™*
[lpoToxkoyn OK CTPYKTYPHOTO
nogpasnesieHnusa

oT

N

[Nognuce

dopmaT A4

Pacumbpporka nomnmcu

(210 x 297 Mm)

* K HOMeHKJIAType IeJl CTPYKTYPHOT'O IHOoIpas3eJjIeHMS 10 OKOHUAHMM KaJIEHIAPHOTO

I'oga CcocCcTaBJIA€TCA MTOI'OBad 3allMChb II0 @opme,

YyKasaHHOM B NPUJIOXeHUM 25, U

OejlaeTcsa OTMEeTKa O Iepellaue MTOTOBEIX CBeIeHMM B CcJyx0y JOY opraHmM3aluu.
** Tlpy Hammuuu DK CTPYKTYPHOTO HNOOpasOeJIeHUHd.

BHYTPEHHAA OIIMCH

OOKYyMeHTOB peJjia N

IMpunoxenune N 27
k m. 4.19, 4.21 TlpaBun

N Perucrpanuon Hara 3aroioBOK JIOKYMEHTa Howmepa mucroB | Ilpumeuanu
n/m HBI UHIEKC | JTOKYMEHT nena e
JIOKYMEHTA a
1 2 3 4 5 6




VToro IOKYMEHTOB.
(umbpaMy ¥ HOPONMCHIO)

KommmuecTBO nMCcTOB BHyTpeHHeﬁI OInmMcum

(udpaMm M HOPONMCHIO)
HamMeHOBaHMe OOJDKHOCTM JIMLA,
COCTaBUBIIETO BHYTPEHHIO OIMCH
OOKYMEHTOB JeJjia lloonucso Pacumdpporka NOONNCU

TaTa

dopmaT A4 (210 x 297 wmwm)

IMpunoxenue N 28
K . 4.19, 4.24 TIpaBun

(HaMMeHOBaHME TOCYHOAPCTBEHHOTO (MYyHMUIUMIIAJBHOTO) apxuBa)

(HaMMeHOBaHME oOpTaHM3aLMM)

(HaMMeHOBaHMe CTPYKTYPHOTO MNOIpas’nejieHNs)

OEJIO N TOM N

(3aToOJIOBOK IeJjia)

(kpaMVHMe OaTHl)

Ha JmucrTax

XpaHUThb




HammveHOBaHMe opIraHM3aluMn
CnpaBOUYHHE IaHHEE OO0 OpTraHM3alUuMu
(mouToBHIM alpec, TeJedoH,
Tenedon/daxc)

APXVMBHAsA CIIPABKA

N

(naTa)
Ha N oT

OcHOBaHME :

JOJIXHOCTB PyKOBOIOIMTEJIA OpI'aHM3IalMM
(MM MHOTO YIIOJIHOMOYEHHOI'O UM Jmiia)

GaMMIMA UCIOJHUTEISA
Homep TesnedoHa

dopmaT A4

Anpecart

TekcT

I[Tonrnmucoe

[leuaTsb

(210 x 297 Mm)

IMpunoxenne N 29
K 1. 5.12 [IpaBun

PacumbpoBKa MNOONMUCU

dopmaT A4

(210 x 297 Mm)



IMpunoxernue N 30
K 1. 6.8 [IpaBun

YTBEPXIAIO YTBEPXIAIO

(HaMMeHOBAaHME OOJIKHOCTU PYKOBOINTEIIA (HaMMeHOBAaHME IOJIXHOCTU pPyKOBOIMTEIIA

opraHM3auuM Iepenanlel OTOKYMEHTE) OpTraHM3aluMM IPUHMMAKIEN NOKYMEHTE)
[Tlognmce Pacumbpporka nomnomcu [Mopnmce Pacumbpporka nomnmcu
ITaTa [TleuaThb ITara [leuaTsb
AKT
N

npueMa-riepenadyM apXmpBHEIX
AJOKYMEHTOEB Ha XpaHeHNue

(ocHOBaHME mHepemauu)

(Ha3BaHMe InepelaBaeMoro GoHHZa)

conai,
(HaMMeHOBaHME OpTaHM3aluuM, Iepelapleld NOKYMEHTE)
(HaMMeHOBaHME OpITaHM3alUUM, IPUHMMAKIEN OOKYMEHTEH)
IPUMHMMaeT Ha I'OCYyIapCTBEHHOE XpPaHEeHMe IOKYMEHTHl M CTPpaxOBBEE KONMM 3a
(romel)
¥ CHPaBOYHEIM allapaT K HUM:
N Hassanue, Homep onucu KonnuectBo KonnuecTtBO enuHNAIL [Ipumeuanue
n/n 9K3EMILISIPOB XpaHEHUs
OIlCH
1 2 3 4 6#
VTOoro MNPMHATO en. Xp.
(umdpaMm M OPONMCHIO)
[lepenauy npomM3BeNNM: [loueM npomM3BEINU:
HOJXHOCTB [Tognmce Pacumopporka HOJIXHOCTB [Tognmce Pacumbpporka
IOLONUCH NOIOINUCH
TaTa HaTa

doHIy NPUCBOEH HOMEP

VI3MeHeHMd B yUYeTHEIE IOOKYMEHTE BHECEHEL


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

IJOJIXHOCTh Iloonmce PacumdppoBka NOONNUCHU
TaTa

dopmaT A4 (210 x 297 wmwm)
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