Ilpunoxenue

K IIpHKa3zy MUHHCTEpCTBa KYIbTYPHI
Pocculickoit Oeaepanuu

oT 31 mapta 2015 r. Ne 526

TIPABILJIA
OPTAHU3AITAHN XPAHEHH S, KOMILIEKTOBAHMSI, YYETA
H HCIIOJIb30BAHUS TOKYMEHTOB APXHBHOI'O ®OH/IA
POCCHHACKOM ®EJEPAIIMY U JPYTUX APXUBHBIX
JOKYMEHTOB B OPTAHAX 'OCYJIAPCTBEHHOM BJIACTH,
OPTFAHAX MECTHOTI'O CAMOYIIPABJEHHS B OPT AHHA3ALIMSIX

I. OBIIUE I[TOJIOXKEHUWA

1.1. Hactosmue IlpaBuna opraHmsanve  XpaHGHUs, KOMILIEKTOBaHUA,
y4eTa ¥ UCIIONB30BaHMs JOKYMEHTOB ApxuBHOrO oHna Poccuiickoii ®eneparuu
W JpYrux apXHBHEIX JOKYMEHTOB B OpraHax TroCydapcTBEHHOH BJIacTH,
OpraHax MECTHOIO CaMOYIPaBJEHHS M OpraHu3anuax (Jajgee — HaCTOSIIUE
IlpaBuna) paspaGoTaHbl B  COOTBETCTBHH ¢  (eiepalbHBIM  3aKOHOM
or 22 oktabpas 2004 r. Ne 125-®3 «06 apxueHoM gene B Poccuiickoit
®enepauun» (Cobpanne 3akoHomatenscrea Poceuiickoit ®enepartuu, 2004, Ne 43,
cT. 4169; 2006, Ne 50, c1. 5280; 2007, Ne 49, ct. 6079; 2008, Ne 20, cr. 2253;
2010, Ne 19, cr. 2291; Ne 31, ct. 4196; 2013, Ne 7, cT. 611; 2014, Ne 40 (w.ID),
cr.  5320), nocraHoBneHueM IlpaBuTenncrtsa Poccuiickoit  Pemepaumu
oT 15 mions 2009 r. Ne 477 «O6 yrBepxneHun IlpaBuil OenonpoOU3BOACTBA
B (esepalbHEIX OpraHaX UCIOMHUTENbHON BaacTu» (CoBpaHHe 3aKOHOIATENbCTEA
Poccuiickoit ®epeparun, 2009, Ne 25, cr. 3060); npukaioM MuHUCTepCcTBa
KyIbTYpPel H® Méccosmx koMMmynukauui# ~ Poccuiickoit  ®epepauuu
or 18 gusaps 2007 r. Ne 19 «O6 yrBepknenun [Ipapun opraHW3aliy XpaHCHHUS,

KOMILTEeKTOBAHUSA, VYYeTa N HCHOIB30BaAHUS AOKYMCHTOR ApXHBHOPO (IJOH,Ha
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Pocemiickoli Qenepanun u Apyrux apKuBHbX JOKYMEHTOB B I'OCYJAPCTBEHHEIX U
MyHULHDAIBHBIX apxXuBax, My3esx M OMOnuoTekax, opraHmsaimsx Poccmitckoit
aKageMuM Hayk» (zanee - IlpaBuia xpanenus) (3aperucTprposan MusHOCTOM
Poccuu 6 mapra 2007 r., perdcrpannoHHEN HoMep 9059, «Bromnetens
HOPMATHBHBIX 2KTOB (eepalbHbIX OPIaHOB HCIIONHHTEILHON BacTd or 14 mas
2007 r. Ne 20»), ¢ usMeHeHUAMY, BHECCHHBIMA npuKa3zoM MHHHCTEPCTBA KyIbTYpEI
H MacCoBRIX KOMMyHuKaui Pocculickoll @eneparuu ot 16 depans 2009 1. Ne 68
(3aperucTpuposan MusrocTom Poccru 5 Mag 2009 I., PETECTPALMOHHEBIA HOMeEp
13893, «Poccuiickas razerta» or 20 max 2009 r. Ne 89), npuKazoM MuHKYIETYpE
Poccuu ot 10 cenrabps 2007 r. Ne 1273 «O6 YTBEPXKIACHHU GOPM YUETHBIX H MHBIX
AAOKYMEHTOR [10 OPTaHU3ALMH XPAHEHIs, KOMILIEKTOBAHMS, YI€Ta M HCIOIb30BAHUS
AOKyMEHTOB ApxHBHOro ¢ompga Poccuiickoit ®egeparmu u IPYIUX apXUBHEIX
AOKYMCHTOB B TOCYNAPCTBECHHBIX H MYHHUMNATSHBIX apXuBaX, My3eiX M
bubnuoTexax, oprabmzamusx Poccuiickod akameMmuu HayK» (3aperHcTpHpOBaH
Mumoctom Pocoun 9 oxtabps 2007 r., PETUCTPaIONHEIE HOMep 10291,
«bIONINETeHs HOPMATHBHBIX aKTOB (e/iepabHbIX OpPTaHOB MCIIONHUTEILHOM BIACTH
ot 5 Hoa6px 2007 1. Ne 45»).

1.2. Nelictene HacTosuux Ipasun me PacrpoCTpass#eTCd Ha OPraHH3aluIo
XPAHCHUA, KOMIUIEKTOBAHHS, y4€Td ¥ HCIOIB30BAHUS HOKYMEHTOB APXMBHOIO
doraa Poccuiickoii eneparuu u APYTMX ApXMBHEIX JHOKYMEHTOB, COREPKALIMX
CBEJ/ICHUS, COCTABIIOIINE TOCYAAPCTBEHHYIO TalHy.

1.3. TocymapcrBeHHBle OpraHbl, OpraHbi MECTHOTO caMOyTpaBJIeHHS
MYHMIMIANBHOI'O DPaidOHa, TOPOACKOTO OXKpyra H BHYTPHTOPDOJCKOTO paiioHa
00A3aHEl CO3aBATH APXHBH B IIENAX XpaHeHWs, KOMIUIEKTOBAaHWS, y4eTa H
ACIIONE30BaHMA  OOPA30BABIUKXCS B npouecce hx nesTenEHOCTH apXHBHBIX
JOXYMEHTOR,

1.4, Oprammsanmu BopaBe c031aBaTh apXwBHl B IEJIAX XpaHeHus!
00pasoBaBIIKXCS B MPOLECCE MX HESTEMLHOCTH aPXHUBHBIX JOKYMEHTOB, B TOM

YHCIE B LeIIX XpaHEHUd U - WCHOJIbL30BAHUM apXMBHBIX JHOKYMEHTOR, He
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OTHOCAINMXCA K FOCYAAPCTBEHHON MK MYHUUMNANBHOM CODCTBEHHOCTH . |
1.5. 3amaun u GpyHKuMM apxura (UEHTPATBHOTO apXHEa) rOCY JAPCTBEHHOTO
OpraHa, oOpraHa MECTHOrO CaMOYNpABIEHWS, OPraHU3AlM¥ - HCTOYHUKA
KOMIIEKTOBAHUSA TOCYLAPCTBEHHOIO, MYHMUMIIATEHOTO apXMBa OIpPEieNsiOTCs

IFOJIOKCHUEM, YTBEPXKOAEMBIM PYKOBOAUTENEM OpraHu3anuy,

I1. OPT AHVBAITMA XPAHEHWS JIOKYMEHTOB APXVBHOTO ®OHJIA
POCCHIICKOI ®EEPALIIN U IPYTUX APXUBHBIX JOKYMEHTOB B
OPI"AHM3ALMU

2.1. JokymenTtsl, oGpasyrolrecs B AeSTeIbHOCTH OPTaHU3allHH, COCTABISIOT
OOKYMEHTaNbHAIN GOH,

2.2. Cosnanve poxymentansuoro ¢owusia OPraHu3alyy OCYIIECTBIIETCS
IyTEM COCTaBNCHUS HOMEHKIIATYDPHI Ael, POPMUpOBaHusS U ohOpPMICHNS A6l Ha
OCHOBC HODMaTHMBHBIX IPAaBOBEIX axToB Poccuiickoii Depfepanuy, nepeqHei
THIOBBIX  apPXMBHBEIX ~JOKyMEHTOB C yKa3aHWeM CPOKOB HX XpaHEHWd,
YTBEPXKIACMBIX B COOTBCTCTBHM C IYHKTOM 3 craTbd 6 (efepaisHoro 3akoHa
oT 22 okTs6ps 2004 r. Ne 125-@3 «O6 apxusuom nene 8 Poccuiickoit Denepannny,
H NepedHel NOKYMEHTOB, 00pa3yIOUXCs B IPOLEcCe esSTeNbHOCTH (henepanbHBIX
OPTaHOB I'OCYAAPCTBEHHOM BIIACTH, MHBIX FOCYNAPCTBERHBIX OPraHOB POCCHIICKOM
Qenepauuy, a TaKKe B MOPOLECCe HEATENBHOCTH HOJABEAOMCTBEHHEIX UM
OpraHM3alKi, C YKa3aHHUEM CPOKOB XpaHeHHs.

2.3. YacTb JOKyMEHTAILHOTO HOH/E, BKIIOYAIONAs AOKYMEHTBI APXUBHOIO
donna Poccuiickoil Oeneparmm, AOKYMEHTEI 110 JIMYHOMY COCTABY M HOKYMEHTHI
BpeMEHHEIX (cBhuue 10 7mer) CpoKOB XpanCHHWN, BKIIOYCHHLIE B Y4eTHEIC
AOKYMEHTRL apXWBa, COCTABIACT apXWBHBHI OHI OpraHusaLuu, KOTOPBIH
TIOMJTEXKUT XPAHEHHIO B apXVBE OpraHu3aliiy.

JOKyMeHTHl BpemeHHBIX (10 10 Jer BKIIFOYUTENBHO) CPOKOB XPaHECHUS

! Yacrp 2 crathul3 MenepansHoro 3akona ot 22 OKTAGPA 2004 r. No 125-®3 «O6 apxupHom gene B Poccuiickol

Denepausun.



XPaHATCS B CTPYKTYPHBIX [T0APa3JeNeHNAX OPTaHU3aliuy U 110 UCTEIEHUH CPOKOR
WX XPAHEHH IIO/ISKAT YHHUTOKCHHIO B HOPSIKE, YCTAHOBIGHHOM B IIYHKTaX 4.6-
4.13 nactoauux Ilpasur.

2.4. Buamu apxuBHBIX GOHIOB OPraHW3aLHUY ABIAIOTCS:

apXUBHEIM (JOHZ OPraHM3allM{, COCTOSUIMH W3 AOKYMEHTOB ApPXWBHOIO
Gouna Poccuiickol Qenepainy i APYrux apXUBHbIX JOKYMEHTOR;

OObeNUHEHHBIX apXUBHBIA (GOHI, COCTOAIME M3 00Pa3OBABIIUXCS B
IIpOLIECCe NEATENBbHOCTH JIBYX WM Oorlee opraHnzanuil JOKYMEHTOB ApPXHUBHOIO
¢orna Poccumifckolt Demepalii ¥ ApYrux apXUBHBIX JOKYMEHTOB, HMEIOILHX
MEX Iy COOOH HCTOPHUYECKHM U/HITH JIOMMYECKU 06YCIOB/ICHHbIE CBI3H,

apXuBHasg KOJUICKLHSA, COCTOALIAA K3 OTACJIBHBIX APXHBHBIX JAOKYMEHTOB
PasNIHYHOTO MPOUCXOKICHUS, OOBEAMHEHHBIX II0 OJHOMY WIH HECKOIBKUM
NPHU3HAKAM (TEMATHYECKOMY, aBTOPCKOMY, BHIOBOMY, 0OBEKTHOMY).

2.5. ApxuBHOMY ¢OHAy OpraHU3aUMd NPHCBAHUBAIOTCH  HA3BAHUE,
COOTBETCTBYIOIICE HAWMEHOBAHHUIO OpraHu3aliiy, §H HOMEP B  IOPSJIKE,
ONIpeNEeIEHHOM NYHKTOM 3.8. HacTosmux [Ipasur.

2.6. ApxuBHBIE JOKYMEHTHl OPTaHU3allMH COCTABIAIOT OAUH (CAMHEIH)
ApPXUBHHIN (QPOHL:

A0 ¥ TIOCNE peopTaHu3allii, a TaKyKe W3MEHEHHUS CTPYKTYPHI, [IITaTOB, eCIU
yKa3aHHble MEpPOINPUSITUS He NMOBJEKNM 3a coOOH M3MEHEHUS Lenel u mpeaMera
OEeATENBHOCTU OpraH3aluuy;

J0 W TOCHe M3MCHEHHS TEPPUTOPUANBHEIX TPAHHI[ JIEATEILHOCTH
OpTaHU3alvH;

B CIy4ae CMEHbI yIpeauTes.

B cnydae m3meHeHus coOCTBEHHUKA MMYIIECTBA OpFaHI/Ia’aIJ;HH.apXHBHBIC
AOKYMEHTBI OpTaHU3alU# JOJDKHEI BKIKOYAThCS B Pa3Hble apXUBHbIE (DOHIbL.

2.7. B ciayvae peopraHu3alliy OpraHU3auuK C Iepenadell GyHKIMH BHOBb
CO3NAHHOM MNWM MHOM OpraHu3alMy BCe apXHBHBIC JOKYMEHTH! NepefaroTcs
OpraHU3alMH-TIPABONPEEMHNKY U BKIIOYAIOTCS B apXUBHBIN (QOHA ITOCIEIHE N,

r11"CJK)/MCH"I."I-;J NOCTOAHHOIO XpaHEHUsA WU OOKYMEHTHI 10 JIMYHOMY COCTaBY
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TARBHAXPOBANIBIX - OPLAHM3ALMA  QOIDKHBL  [ICPEIABATLC B YIODPLA0UELHOM
COCTOAHMY Ha  XpalCHue B COOTBCICTBYIOMUH  roCY1apetBelHbIi
(MyHHITUITAILITRI) apXUB.

2.8. XpOHONOIHMECKIMI TPAHHIAMI APXHBIIONO porga ssIsIOTCT:

/UL apXUBHOTO QoI OpramM3aliiM - yeTAHABIMBACMbIE HA OCHOBE
HOPMATHBIIBIX AKTOB JAThl CO3IAHMA 1 JIMKBUAAIMK Opranusaiimi. [Ipu Hanuumm
HECKOMBKUX aKToB 00 00pazoBanuk opramuzanud UPHHUMACTCT JaTa Haubo.jee
PaIHCI0 U3 nux;

AT OOBEMHEHHOTO apXuBHOTO (GOila OPranu3auyuy — 1aThl co3aHus
Haudoilee paHHel M NMKBMAALMM Haubofee HOHEll 110 BPEMEHN IATEIRHOCTH
OPTaHU3ALINA, JOKYMEHTHl KOTOPOH BOIULIH B COCTAB 0O0BEeHHEHHOrO APXUBHOTO
DoHTE;

AT PXUBHOM KOIIEKIIMYM — [JaThl C4MOTO PaHHEro U CaMoro MO3AHErO
JIOKYMEHTA.

2.9. ApXHBHBIE JOKYMEHTBI JOMKHEl XPAHATHCS B CUCTEMATU3IUPOBAHHOM
HOPAIKE B IIPeASIax apXuBHOIO Gouia. Laumuiel cuctematusanny JOKYMEHTOB
apXMBHOIO (DOHIAA B APXUBE OPraHU3aildi ABIAETCS COBOKYTIHOCTEL ApXUBHBIX
AOKYMEHTOB  HIIM  OTACHBHBIN  JOKYMEHT, OTHOCSUIMECS K OJHOMY BOTIPOCY
ACATENRHOCTY OpraHu3amua {ja)ee-eANHiIa XpaHeHus).

2.10. EAMHULBL XPAHEHUS AOTKHBL ObITh CUCTCMATH3UPOBAHE], BHECEHR! B
ONHKCH 1 OQPOPMICHBL B NOPsiKe, 06ecIednBalomeM YYeT, MOHCK U UCI0IBL30Badue
APXHUBHBIX JOKYMEHTOR.

211, Epusmnusl  xpaneuus APXUBHOIO  (DOHJIA  CUCTEMATHIUPYIOTCS B
COOTBEICTBUH CO CIACHYIOUIUMH TIPH3UAKAMY

CTPYKTYDHBIA  (HDUHA/UIEKHOCTL  CAMHML,  XPAHCHUI K CTPYKTYPHBIM
HOAPa3){eICHUAM OPraHU3auy );

XPOUOJIOTHUYeCKIH (110 HepUOjaM HaW  Jatam, X KOTOPBIM  OTHOCSHTCS
CMHULE! XpauCHMs ),

QYHKLHONATBLHBIH, OTPACIECBOH, TEMATUICCKHM, IPCAMETHO~BOIPOCHKIH (¢

* Toanyusr 2.8.6 uyisra 2.8 1pass XPAHEITHA,
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y4eToM QYHKIMA OpraHuMsaliud, TeM Wid BOTIPOCOB, KOTOPHIX Kacaercs
COACPXXAHME €IUHUI] XPaHEHUS );

HOMHHAIBHBIE (0 AENOmpOon3BOIICTBEHHOMN dopme — BHEAM WU
PA3ZHOBHAKOCTSIM JOKYMEHTOR);

KOPPECHOHASHTCKHE (110 OpraHM3alliiM, B pPe3yNbTaTe MEPerucKd ¢
KOTOPBIMH 00Pa3oBANNCH €ANHUIIB] XPAHEHNA);

reorpaQuueckuil (B COOTBETCTBHHM C OMNpENeNIeHHBIMH TePPUTOPUAMI,
HaCeneHHBIMU TyHKTaMU U APYTUMY reorpa@uHyecknMa o6beKTaMHu, ¢ KOTOPBIMA
CBA3AHO COACPXAHHE IOKYMEHTOB, 4BTOPhI, KOPPECIIOHACHTR);

aBTOPCKMHA (110 HA3BAHWAM OPraHM3aLMH MM QaMuImsM  paxiay,
ABMSAIOIIMXCA ABTOPaMU JOKYMCHTOR).

2.12. JloxymeHTH, BOmIGANIHEe B OOBEIMHEHHBIH aPXUBHBII dboun,
pacronararorcs 110 3HaYUMOCTH (ongooOpasoBaTelel, 10 XPOHOIOTHY CO3/IaHIS
AOKYMEHTOR, 0 al(aBuTy Ha3BaHHH U ApyTrUM npuzHakaM. B mpepenax kaxmoro
(hoHza, Bowenmero B o0beAMHEHHBIN apXHBHEIT GO, IIPUMEHAOTCA NPUHITAITH]
CHCTEMATH3AINY, BBIOOP KOTOPBIX OIPEJENsSeTCS XApakTepoOM AesSTeNbHOCTH
KOHKPETHBIX OPraHu3alii, COCTABOM U 00BEMOM JIOKYMEHTOR,

2.13. CucremaTusanus JOKYMEHTOB apXWBHOM KOJUIEKIIMH OLpEAeNseTcs
TEMATHKOM B COCTABOM JOKYMEHTOB.

2.14. CoxpanHOCTE JOKYMGHTOB B apXHMBE OPraHM3alid obecrieYMBaeTCs
KOMIIACKCOM MEPOIPMATHA [0 CO3MAaHMIO0 HOPMATHBHBIX YCIOBUH, COOIIOAEHUIO
HOPMATHBHBIX PCXUMOB W HAJJIeXKalleH OpPraHM3alliM XpaHeHUs JOKYMEHTOB,
UCKIIOYAIOINMX XUIICHHE M YTIpaTy # oBecrnesMBalOIdX MOJEPKAHUE B
HOPMAJILHOM (PU3NYECKOM COCTOSIHHA.

B KbMHJIeKc paboT 1Mo 06ecnedyeHUIo COXPAHHOCTH - IOKYMEHTOB apXHBa
OpraHH3aLUy BKITFOYAFOTCH:

NPEAOCTABNEHNE IOMEINEHAS 11 pa3MEIeHH apXUBHEIX JOKYMEHTOR;

obecnieuenne HOPMATHBHLIX yCIOBUH XpaHEeHHs JOKYMEHTOR,

BRIMIONIHEHNE  TpeQoBaHWM K pasMEINEHUI0  JOKYMEHTOB B

APXMBOXPAHUIIIIE;
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MPOBEPKa HAUYHS U COCTOSHUS NOKYMEHTOB.

2.15. (QObecneyeHde HOPMATUBHBIX YCIOBUIL XPaHEHHUST JTOKYMEHTOB
BKJIIOYAET!

OCHAIICHNE aPXUBOXPAHMIHII CIICLHaIbHEIM 060PYTOBAHUEM AN XPAHEHUS
IOKYMEHTOB,

o0OpyIOBanue  IOMEUIeHHS  apXMBa  OPraHH3aHY Cpe/ICTBaMH
TOXaPOTYLISHN!s,, OXPAHHOMH U NOXKAPHOM CUrHaNn3anueil;

cobarOIeHrE TIPOTHBONOKAPHOIO PEKIMa;

COOITIOHEHHE OXPAHHOTO PeXKMMA;

CO3LaHMe  HOPMATHBHBIX  TEMIIEPATYPHO-BIAKHOCTHOTO,  CBETOBOIO
PEXHMOB, IPOBEJIEHHE CAHUTAPHO-TUIMEHHYECKUX MEPOTIPHATH.

2.16. ApxuB OpTaHM3allMd PasMeLIaeTcs B CELUANbHO TOCTPOEHHBIX WAH
TIPHCIIOCOO/IEHHBIX  [JT7 XPAHEHUS /AOKYMEHTOB 3MaHHSX WI¥ B OTHEIBHBIX
TIOMELICHUSX 3TaHUs.

B apxuBe Opranusauuy JODKHbL 65ITh NPETYCMOTPEHLI:

apXVBOXPAHMITUINE;

NOMEIUEHUEC A4 [IPHeMa, BPEMEHHOTO XPaHEHUs AOKYMEHTOB;

TOMEIICHHE [Ui MCMNOJIb30BAHUS NOKYMEHTOB (4UTANbHBIM 3aJ, y4acToK
BBLAAYWM OKYMEHTOB H HH(OPMALMOHHO-TIOUCKOBBIX CPENCTR);

paboune KOMHATH COTPYIHWKOB apXHMBa OpPraHH3aINH, KOTOPHE TOIDKHEI
OBITH H307IMIPOBAHEI OT IOMEILEHKH, [/1e XPAHSTC apXHBHbIE JOKYMEHTEHI,

He nomyckaeTca pasmellienue apxuBa OpraHW3AHWM B ITOABAIGHEIX U
9epaavHbIX [IOMEUISHHSX.

2.17. ApXWBOXDaHWIHILE J[OKHO OBITH YHANEHO OT NabOpaTOPHBEIX,
MPOM3BOACTBEHHBIX, OBITOBBIX NOMCLICHHN ¥ He HMeTh O6UX ¢ HUMH
BEHTUNISLMOHHBIX ~ KaHATOB. ApPXUBOXpaHUIMUIE OTHEASETCS OT COCEAHHUX
NOMELICHHH  HECTOPAEMBIMH  CTGHAMH U TIEPEKDHITHAMH ¢ npeaenamMu
OFHECTOHKOCTH He MEHee [BYX HYacoB. B apXuBOXpaHHIHINE He JOIIyCKaeTCs
MpoKJIazKa Tpyd BOMOCHAGXKEHUS ¥ KaHATN3ALHY, TEXHONOMMYECKUE WITH GbITOBLIE

BEIBOALI BOR!.
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2.18. llpm pasmemenuw apXUBOXPAaHUNHINA B CHOCIMANBHOM MK
IPUCTIOCOGNEHHOM  3JaHHM  HpeAmouTeH#e  (OpH  paBHLIX  TEIUIOBHIX
xapamepﬁcmxax) oTHaeTcsa MOMEINSHUSAM C CEBEPHOM OpHeHTalueH OKOH.

MaTepransl IOKpEITHA CTCH, [1O0B, NOTONKOB, BHYTPEHHEH apMaTypbi
apXUBOXpaHUIIALIA, TIPUMEHAEMEIC 1P M3TOTOBICHAN 00OpY/OBaHKA M CPEICTR
XpaHeHWsd apXHBHBIX JOOKYMEHTOB, HE [OOIDKHBI BBIJIENATh arpeCCHBHEIS
XHUMHWYECKHE BEIUECTBA U OBITH HCTOYHHKOM IIBLTH.

2.19. ApX¥BOXPaHIIIHIIE JOIDKHO HMETh ECTECTBCHHYIO HITH MCKYCCTBEHHYIO
BEHTWIAIMIO, 00CCICYMBAIOMIYIO PELUPKYIAIUI0  BO3AyXd, CTaOMIBHOCTE
TEMIICPATYPHO-BIAXKHOCTHOI0 PEXUMA, OYMCTKY BO3AYyXa OT IBUIHA M aTrPECCHBHBIX
NpuMecel, a Taxke OTBEYATh COBPEMEHHBIM TpeOOBAaHMAM KOMIIAKTHOCTH H
3KCHOMWYHOCTH.

ADXWBOXpaHUININE [NOMDKHO MMETh BEIXOHBI K Tu(TaM M JIeCTHAYHEIM
KJIeTKaM.

2.20. ApxXVBOXpaHUIHINA (3a UCKIIOYEHUEM ApXUBOXPAHWIKII,
pacroylaraloli¥xcs Ha OXpaHAeMOH TEeppUTOpPHH) OOOPYAYIOTCS HABEpAMH ¢
IOBBULCHHON TEXHUYECKOM YKPEIIEHHOCTBIO IIPOTHB BO3MOXHOIO B3lIOMA,
OCHAUICHHBIMY 3aMKAMH MOBBIIIEHHONW cexpeTHOocTH. OKHa moMelrieHudt mepBoro
3TaXKa TOKHEI OBITH 0OOPYLOBAKEI 3alIMPAIONIUMHACH PEIETKAMHE’.

2.2]1. Bee nocTynaomue B apXdB OpraHA3aliy JOKYMEHTH! Pa3MellaloTes B
ApXYIBOXPAHMANKINAX HAa CTAUHOHAPHEIX W/HMITA TIEPEABHNXHBIX METATHYECKHX
CTENIAKAX, B METAIUIMUECKUX IIKadax UNK KOHTeHepaxX.

Creuaxkn JOIKHEL OBITE YCTAHOBIEHBl NEPNEHAUKYISPHO CTEHaM C
OKOHHBIMM HpPOEMAMH, & B IOMELICHHK §e3 OKOH — ¢ ydeToM ocoGeHHOCTeH
ﬁOMemeHHa % oﬁopyﬂoaaﬁnﬂ. He nbnycxae'rca pa3MeEIIeHHe CTeJLIaxek Bnnb’mym
K Hapy>XHBIM CTEHAM 34aHUs ¥ K HCTOYHHUKAM TEIA.

PaccTanoBka cremnaxedl ¥ ImxagoB OCYIIECTBISETCS B COOTBETCTBHH CO

CJICAYIOUIMMHE TpeOOBAHUAMHN:

3 Hoanysxrs 2.11.1.1 - 2.11.1.2 mynxra 2.11 [pasun xpanesus.
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PACcCTOAHAC MEXAY pAfaMH CTesulaxel (MMaBHBI npoxon) — ue Menee 120
CM;

paccTosHue (IIPOXOK) MEKAY CTETNAKAME — He MeHee 75 cM;

PacCTOSHUE  MOXIY HApYXHOH CTEHOM 3jaHMA W  CTe/UTAXaMH,
IIApaIICNEHBIMY CTEHE — He MeHee 75 cu;

PACCTOAHUE MEXUTy CTEHOH M TOPLOM CTentaxa WM mKkada (obxon) — He
MeHee 45 cM;

PACCTOAHUE MEXY TONOM M HIEDKHEH NOJIKOH CTeilnaka (mxada) — He MeHee
15 oM, B oKOMBHEIX 3Taxax — He MeHee 30 cm®.

2.22. TlpoTuBONIOXapHBIHE pexuM B 3MaHUAX, IOC PasMEHIaeTcss apXuR
OpratM3allii, M B apXUBOXDAaHWIHIIAX YCTAHABIUBAETCS B COOTBETCTBHU C
HOPMATHBHEIMY NIPABOBBIME aKTamu Poceuiickoi ®epeparun 8 06nacTy HOXKAPHOH
bezonacuocrty.

2.23.  OxpaHHbifl pexuM  oGeCHeYUBAETCS nytem  obopyrosanus
apXHBOXpaHHJIHLL[, a4 TakKKe APYTUX HOMGIHEHHﬁ, rae MnocTosdHHO WAN BPCMEHHO
XPAHATCA  apXHBHBIE JOKYMEHTBI, CDPEJICTBAMM OXpPaHbi, 00eCICUMBAIOMIUMH
KOHIPOIL JOCTyNa B apXHBOXpaHMIIMILIE M NOMELIEHUs ApXUBA, ¥ COBIIOZERHeM
HOpAiKa CAATH NOJ OXPaHy ¥ CHATHA C OXPaHbl, YCTAHOBICHHOTO pyKosoautTeneM
OpraHu3aIuy.

B ciysae BbIayH apXuBHEIX JOKYMEHTOB BO BpPEMEHHOE IMOJILE30BAaHHE T10
3alpocaM TroCynapCTBEHHBIX OPraHOB, OPTaHOB MECTHOIO CaMOYITIpaBICHHA M
OPTaHW3allMi BEIHOC M3 37aHWS apXWBa WM 3AaHHM OPratHH3alil apXUBHBIX
AOKYMEHTOB paspeIIaeTCst TONBKO 110 CHELMATBHBIM MPOITYCKAM.

- 2.24. ApXuBHBIE JOKYMEHTHI ClleflyeT XPaHUThL B TEMHOTE. |

Bce BHABI pabor ¢ ﬂOKymeHTaMH AOJIKHB! POBOAUTELCS IIPH OrPAHMYSHHBIX
HITH TEXHOJIOTHYECKH HEOOXOAUMBIX YPOBHAX OCBEIICHHS.

3almura NOKYMeHTOB OT MeficTBHA CBeTa oBecreduBactes XPaHEeHUEM

JOKYMEHTOE B KOpOGK&X, Hankax M nepenyerax, B IJ.IK‘d(i)aX HIIA Ha CcTelaxKax

* Moanynkr 2.11.3 myskTa 2.11 Hpasun xpauens.




10

3aKPBITOTO THIIA.

EctecTBennoe ocemienyie B apXUBOXpAHIIHILE JOMYCKAGTCS IPU YCIOBUK
NPHMEHEHHs Ha OKHAX CBETOPACCEHBATENEH, 3ATIUTHEIX QUILTPOB, ITOP, KAIIO3M,
HaHECEHHBIX Ha CTEKIIO IMOKPBLITHHA. [l HCKYCCTBEHHOI'O OCBELICHHAS IIPUMEHSFOTCS
aMITEl HAKaIUBaHVA B 3aKPHITHX M1aQOHAX ¢ IVIaKOH MIOBEPXHOCTHIO.

YpoBeHb OCBEIICHHOCTH B [HANas0OHe BUAWMOTO CHGKTpa HE JOIDKEH
MPCBBIIATE: Ha BEPTHKAILHON HOBEPXHOCTH CTENIaXa, Ha BHICOTE OJHOIO METpa
ot nona — 20-50 mroxcoB, Ha pabouux cTonax — 100 moxcor’.

2.25. B apXWBOXpaHWIMINE NI XPaHeHHs NOKYMEHTOR YCTAaHABIIUBAIOTCA
CICAYIOMINe NapaMeTPhl TEMIIEPATY PHO-BIAXHOCTHOI'O pexkuMa:®

A XpaHCHHS TOKYMCHTOB Ha 6yMaXHOM HOCHTENE — TeMmeparypa 17-19°C,
OTHOCHTENbHASA BIAXKHOCTE Bo3ayxa — 50-55%;

AT JOKYMEHTOB Ha MarHUTHEIX JVICKAX ¥ JUCKOBEIX HAKOIHTEINX — 8-18°C
U 45-65%;

Jns JOKYMEHTOB Ha ONTHYSCKHX Auckax — 10-23°C u 20-50%;

JU1S. JOKYMEHTOB Ha XMHOILTEHKE:

c HUTPOOCHOBOX — 4epHo-Oenble: Temrieparypa He Beimie 10°C, mBerHEIE:
TEMIIEpaTypa He Bblme -5°C;

¢ GesomacHOM OCHOBOH — depHO-Gensle: Temmepatypa we Beime 15°C,
IIBETHHIE: TEMIIEpATypa He Baime ~5°C;

I POTOHOKYMEHTOB:

4YepHO-6elble — TeMmepaTypa He Brime 15°C;

L[BETHEIC - TeMIIepaTypa He Bhiuie -5°C.

OTHOCHTenbHAas BINAXHOCTS BO3AYXd, HEOGXOMUMAs JUIA XpaHeHuq
JIOKYMEHTOB Ha KHHOIUTEHKE ¥ (iJOTO,uOKYMeHTOB coctanser 40-50%.

2.26. B apxuBOXpaHMNMIIC C HEPEryIUAPYEMBIM IJTMMATOM JOJYHEI
OCYINECTBIATLCA MEPOTPUATHS N0 ONTHMH3AIMH TEMIEPATYpPHO-BIKHOCTHOTO

pCxK¥Ma C NpYMCHCHUCM OTOILIEHUS U IPOBETPHBAHRA HOMCH.IGHHIE, a TaKxe

’ Hoanyskr 2.11.2.4 mynkra 2.11 ITpaswi xpaseus.
8 oamyskr 2.11.2.3 mynxra 2.11 IIpasun xpaseHus.
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MEXaHUYECKUX CPENCTB YBIKHEHHS WM OCYLUEHUS Bo3Ayxa. Pesxue KonebaHus
(ce3oHHbie B B TEUCHUE OAHUX CYTOK) TeMuepaTypsl (+/- 5 °C) B OTHOCHTENBHON
BIIXXHOCTHU Bo3ayxa {+/- 10%) He gomycKaroTes.

Ilpu anuTenpHOM HapylieHUM TeMIepaTypHO-BI2XKHOCTHOTO pexumMa (0T 3
CYTOK M 0oJiee), COIPOBOXKAAIOIEMCS MOBLILICHAEM OTHOCHIENBHON BIAYKHOCTU
Bo3nyxa o 70 - 90%, npuHUMaroTCs Mepsl [0 er0 HOPMANKW3aliiy {MHTEeHCHBHOE
IIPOBETPHUBAHHE, OCYIIICHUE apXUBOXPAHUIINILIA).

TemMriepaTypHO-BI2XHOCTHIA PEXUM KOHTPOIUPYETCS IMYTEM DErYNISPHOTO
Y3MEPEHUA TEMIIEPATYPDl X OTHOCUTENbHON BIIAXKHOCTH KOMHATHOTO U HAPYKHOTO
BO3AyXa B OLHO ¥ TO K€ BPEMA: B KOHAMIIMOHUPYEMBIX TOMEUIEHUAX — He pexe |
paza B HEACHIO; B  apXWBOXPAHUIUUIAX, HE OCHALIEHHBIX CHCTEMOM
KOHIHIMOHHPOBaHYsl BO3AYXa — 2 pa3a B HEAENK; IPU HAPYUWEHMAX pexuMa — 1
pa3 B CYTKH.

Toxaszanus KOHTDOIBHO-H3MEPUTENBHLIX MNpUOOpOB  (QUKCHPYIOTCS B
PETHCTPAIMOHIIBIX  XYpHANax, B KOTOPBIX TAKXKE OTPaXaroTcsi MpoBepka
NPaBUIBHOCTH MOKA3aHUH IPUOOPOB M MeEphl, IPUHSTHIE IO HOPMANHU3aLUU TCM-
IEPATYPHO-BIAKHOCTHOIO PEXMMA B CIyYasx ero HapylieHus.

Ipy manuuuy B 30aHUM apxuUBa [EHTPATM3OBAHHON CHCTEMEI ofecneyeHus
COONFOEHHS TEMIIEPATYPHO-BIAKHOCTHOTO PEXUMA B ITOMELLEHUSX, [e XPAHATCS
OOKYMEHTBI, KOHTPOJIb 3a €ro COONMIOOSHUEM OCYIeCTBISETCS B aBTOMATHYECKOM
pexuMe.

2.27. IloMellleHNs apxuBa OPTaHU3ALMH JOJKHEI COLEPKATLCA B YUCTOTE, B
YCHOBHAX, HCKAIOYAIOIUX BO3MOXHOCTH IIOSBICHUS IISCEHHW, TPHI3YHOB,
HACeKOMBIX, TIBLIA. B NMoMelleHyaxX apXuBOXPaHUIHIL J0/KHA OBITE obecmeuena
cBOGOIHAS IMPKY/IALIHS BO3LYXa, UCKIFOHAIOLIAs o0pazoBaHue HerOBeTpHBaBMBIX
30H, ONACHLIX B CAHUTAPHO-OHOJIOTHYECKOM OTHOILEHWY.

B noMelieHuax apXuBOXpaHUIHLI HEOOXOAUMO:

TIPOBOAMTE CHCTEMATHYECKYIO BIAXHYIO YOOPKY;

He peXe OHOrO pasa B roi NpOBOAHUTH OOeClbUIMBaHUE KOPOOOK C

JNOKYMEHTaMH, LIKa(oB, CTEINaKeH;
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00pabaTeIBaTh  LOKONBHBIE 9Y4CTU  CTeNNaXeM, [IOMBl, IUIMHTYCHI,
NOACKOHHUKY BOAHBIMHU PacTBOPaMU aHTHCEITHKOB.

2.28. JIsa pasa B roj (B Hayale U HO OKOHYAHMM OTOMHTEILHOTO CE30HA)
JOKYMCHTB! ¥ TIOMEIEHUs apXUBOXPAHWIULT HOABEPraroTcs 00CeLOBAHUIO UL
CBOCBDEMEHHOIO OOHApy)eHUs HaceKOMBIX U IuleceHu. Ilpu obmapyxkeHnH
OHONOrNYECKUX BpejJUTeNiedl NPHHUMAIOTCS CPOYHbIE MEPH [0 Ae3UHQEKIHH K
AE3MHCEKLUUU MOKYMCHTOB W [IOMEIIEHUM CHaMu pabOTHHKOB 4pXuBa, a IpH
HeO0XOIUMOCTH — CUJIAMHU COOTBETCTBYIOIMIUX CITYHKO.

2.29. B apxMBOXpaHWIHILE 3aIpeIlaeTCs HaXOOWTHCH B BepXHel Ofexne,
MOKpO# U TpssHOH OOYBH; XPaHUTh [MOCTOPOHHHE MPCIMETHI, HWMYLIECTBO M
obopynoBanme, ynoTped/saTh NHIIEBRIE TIPOIYKTEI.

2.30. OO6s3arenbHbIMY  YCHOBHAMH XPAaHEHMS 3JIEKTPOHHBIX JOKYMEHTORB
SABNSEOTCH:

Ha¥4YMe B apXrse OpraHu3allud He MEHee HABYX 3K3EMIIAPOB KaKAOH
CAMHHULE! XpaHEHUS 3TEKTPOHHBIX JIOKYMEHTOB {OCHOBHOU U pabounii 3K3eMIUISPE]
AOJDKHE! HAXOAWTHCS Ha Pa3HbIX (PU3MUECKUX YCTPOHCTRAx);

HalTHYVe TEXHHUYECKUX ¥ NPOrpaMMHBIX CPEACTB, NIPelHA3HAUYEHHEIX I
BOCIIPOHM3BEACHUS, KONMPOBAHMSA, IIEPE3allic 3NEKTPOHHBIX  JOKYMEHTOB,
KOHTPOAS PU3AUECKOTO U TEXHUIECKOTO COCTOSHIA,

ofecrnieueHne pexxuMa XpaHeHNA AMEKTPOHHEIX JIOKYMEHTOB, UCKITFOHAROLIEro
yTpaTy, HECAHKLIMOHUPDOBAHHYIO PACCBUIKY, YHHYTOXKEHHE WIM HCKAKEHHE
nadopManuu.

2.31. Ilepenaya TEKCTOBBIX INEKTPOHHBIX JOKYMEHTOB I XPAHEHHUS B APXHEB
OpTaHM3aLUK, ABSFOLIEHCA HCTOUHMKOM KOMIUIEKTOBAHWS T'OCYAAapPCTBEHHOTO W
MYHHIIMIATBEHOrO apXuBa, ocyluectsisercs B popmate PDF/A.

232. B uensx obecHedYeHMs XpaHEHUS, yd€Ta U  HCIOJE30OBAHHT
SNICKTPOHHBIX JOKYMEHTOB, HaXOJALUIMXCA Ha XPAHEHHM B apXWBE OPraHU3ALUH,
JOJIKHO MTPOU3BOANUTHCA CHHXPOHHOE H3MEHEHHE IPOrpaMMHO-ANIAPATHOW CPEJE]
B OpraHu3allid U B apxXuBe OPraHu3alliH, a TaioKe CBOEBPEMEHHAS [epe3altich

SJICKTPOHHBIX apXWBHBIX JOKYMCHTOB Ha HOBBI€ HOCUTEIH U B HOBBIS CbOpMaTbI.




B npouecce XpaHeHus 31EKTPOHHBIX JOKYMEHTOB B apXMBE OPraHM3allii He

peXe ONHOro pasza B 5 €T IPOU3BOIAMTCA TEXHHUECKUN KOHTPONb (QH3MIECKOTO
COCTOSHHUA HOCHTENICH 3INEKTPOHHBIX HOKYMEHTOB ¥  BOCHPOM3BOAMMOCTH
3NMEKTPOHHBIX JOKYMEHTOB.

B criywae ecnu npu oCyluecTBISHHN TEXHUYECKOTO KOHTPONS YCTAHOBIEHE]
H3MEHEHHS PU3UIECKOTO COCTOSHUA HOCHTENEH BIEKTPOHHBIX JOKYMEHTOB, apXyB
OpranM3aluy IO PeIICHHIO PYKOBOAWTENA OPTaHH3alldyt JOIDKEH IPOBOJKMTE
paboTy 110 epe3antucH HIEKTPOHHEIX JOKYMEHTOB Ha HOBBIE HOCHTENHY.

Ilpr usmenenun QopMaToB B pesynbTate NpeoBpPaszOBAHMS ITPOTPAMMHO-
annapaTHO! Cpesl, yXyAIEHHA BOCIIPOM3BOAUMOCTH 3JIEKTPOHHEIX NOKYMEHTOR
apxuB OpraBu3alMy IO PEUICHUIO PYKOBOAUTENA OPTaHHU3aLEHH JOKEH IPOBOINTE
paboTy 10 [epe3anucH 3NEKTPOHHBIX JOKYMEHTOB B HOBEIE (POPMATHL.

Ipe oCyIeCTBIEHHY NIEPE3ANHCH NODKHA OHITh 06ecIedena ay TeHTHYHOCTS,
HOJIHOTA, JOCTOBEPHOCTS, IIEIOCTHOCTE M HEM3MEHHOCTE  HH(OpMAIHu,
COICpXKalencs B 3JEKTPOHABIX TOKYMEHTaX.

TexcTOBBIE 2NEKTPOHHEIE JOKYMEHTH!, [IOABEPITIIMECA HEPE3ANICH B HOBBIE
$GopMaThl WHIM Ha HOBBIC HOCHTENH, JOIKHB OTBEHaTh TPEGOBAHEAM,
YCTaHOBNEHHBIM MyHKTOM 2,31 HacTosmiux Ipapua.

2.33. Jlna onepaTMBHOTO HOCTYNA K OJICKTPOHHBIM HOKYMEHTAM B
CHPaBOYHLIX M TNOWCKOBBIX LENSAX B apxuBe cozfaercs (OHJ MNOJB30BaHUA
NMEKTPOHHBIX NJOKYMEHTOB.

2.34. Bee nocTynamouye B apXuB OpraHU3alyH JOKYMEHTE Pa3sMELIAIOTC B
ApXWBOXPAHUININAX Ha CTEUIaXax HiH B WKadax B IOpAAKe, COOTBETCTBYIOLIEM
OIHCAM JI€JI, NOKYMEHTOB. JIOKYMEHTEI, TeMNeparypHO-BIAKHOCTHEIH pEXUM
XpaHeHWS  KOTOPHIX  pasiided,  JIOJUKHEL  pasMellaThcs B PasHbIX
APXHBOXPAHUIHUIIAX.,

2.35. oxymentel ApxupHoro ¢Gouma Poccuiickol Menepaumn u mpyrue
ApXVBHBIC  TOKYMEHTHl JOJDKHEl XPAHWTBCH B KOpOOKax WM  [Iankax,
H3rOTOBNACHHEIX U3 Ge3BPEAHBIX UL JOKYMEHTOB MAaTEPHAJIOB.

DNEKTPOHHEIE MOKYMEHTEH Ha (m3uvecku 0OOCOGNCHHBIX HOCHTEINX
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Pa3MeLLarOTCs OTAENBHO OT APYTHX I0KYMEHTOB,

Ha xopoOky NPUK/ISHUBAIOTCS APIBIKY, HA KOTOPSIX YKa3HIBAIOTCA: HOMEP
(oHma, HoMep ONuCH U KpailHue HoMepa JeJl, PA3MEIRCHHBIX B JAHHOH KopodKe.

Hopsnok pasmemienuss ycTaHaBNHBAETCH B 3aBUCHMOCTH OT PACCTOSHUA
MEXKAY HOJKaMHU, (U3HUECKOI'0 COCTOSHHA JeN, a TaKkKe OT TBEPIOCTH HIM
MACKOCTH TepenneTa. Jeaa, MMelouMe TBEepAbIH TMEpertieT, YCTaHaBIMBAIOTC
BEPTUKANBHO; C MATKUM [EPEIICTOM UK HETlePeIUIeTeHHbIE - TOPH30HTANBHO.

KopoOku He ZOMKHBI BRICTYIIATE 32 IPS/IS/BI TTONOK CTreliTame.

He nonyckaercs xpaHeHre TOKYMEHTOB B TPAHCIIOPTHOM Tape, B UTa0eNnIX,
Ha 1101y, ITONOKOHHMKAX, JICCTHUUIHBIX TUTONAIKaxX U IPYTHX, HE MPeANasHadeHHbIX
AJ1s1 XpAHEHUs JOKYMEHTOB MECTax.

2.36. Bce nmomelieHua apxvBa OPTaHU3alMH, & TaKKe CTeJUIRKH, LIKa(sl,
KOHTEHHEDPHI, TIONKK HyMepyrores. CTennaxi, mxadsl ¥ KOHTeHHEPEI HYMEPYIOTCS
B KaXJOM apXUMBOXPAHWIHILE ClIcBa HAllpaBO OT BXOKHOU ABEPH, & IONKM Ha
CTENNaXax — 1o [KafaM cBepXy BHU3, ClIeBa HallpaBo.

2.37. B wuemax onpegeneHus Mecta  XpaHEHWs  JIOKYMEHTOB B
APXUBOXPAHWINILE COCTABISIOTCS TONOTPAdUUYECKUE YKa3aTely: HOCTe/IaKHbie
(mpunoxenre Ne 1), a mpu GornpmoM KomwuecTBe GORAOB — HOPOHIOBHE
(npunoxenue Ne 2).

2.38. M3MeHeHus, NPOUCXOASLIME B PazMEIICHWd AOKYMEHTOB, MOMKHEL
CBOEBPEMEHHO OTPaKaThCs B TONOTpadHyecKx yKazaTensx.

2.39. B xozne NpoBepKM HAJIHYMASA M COCTOSHMS ApPXMBHBIX JOKYMEHTOB B
apXVBE OpraHu3alluu:

ycTaHarinuBaeTca (GakTudeckoe HalWyie eJUHUIl XPAHEHHS ¥ COOTBETCTBUE
YUETHBIM JOKYMEHTAM; |

BBIABJIAIOTCH U YCTPAHAIOTCS HEJfOCTATKA B yIETE JOKYMEHTOB;

BRISBIIAIOTCS OTCYTCTBYIOILUE JOKYMEHTHI ¥ OPraHu3yeTCsl pO3bICK;

BRIABIISIOTCS ¥ YUUTHIBAIOTCSA JOKYMEHTHI, TpeOyIolpe IpoduIakTHYeCKOH
H/MIIN pecTaBPallMOHKEO-IPODMIAKTHYECKOH 00paboTky.

Brigpisatorcs U YHHUTBIBAOTCH 3NEKTPOHHBIE JNOKYMCHTEI, Tpe6y¥OLL[H€
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TICPE3ACH  HA  HOBBIC ONCKTPOHHBIC HOCHTENH, [POBOAUTCH  KOHTPOJD
GUINYIECKOTO U TEXHUHECKOTO COCTOAHUS €NMHUL XPaHeHHs!, OCYILIEeCTBIIETCS
TTPOBEPKA Ha HANIUYUE BPEJOHOCHBIX KOMITBIOTEPHBIX IPOTPaMM,

2.40. ITpoBepka HATMYHS ¥ COCTOSNHHMS JAOKYMEHTOB Ha OyMaxHEIX HOCHUTENAX
MPOBOMUTCA B apXuBe OpPraHd3allil KOMUCCHEH WIM He MeHee uYeM ByMs
PabOTHUKAME He pexe omHoro pasa B 10 neT, 3IEKTPOHHBIX JOKYMEHTOB — He pesxe
O/IHOTO pas3a B 5 JieT.

2.41. Tlpn npoBepke HANUUHI M COCTOSHUS AOKYMEHTOB B apXuBe
OpTaHH3allUN HeoOXoauMo:

COXPAHATE MOPANOK PACIIONOKEHUS JOKYMEHTOB Ha CTEILIaXax, B IIkadax 1
KOHTCHHEpPAX B COOTBETCTBUHY C TONOTPAQHIECKHMH YKA3aTeIAMIL. Ipu n3meHennu
PACTIONOKEHHS NN HEOOXOINMO CBOEBPEMEHHO IENaTh COOTBETCTBYIOLINE 3AMUCH
B TOTIOrpaUuecKkuX yKa3aTeIsx,

HOMCIIATE Ha MEeCTa HAJIEXAIero XpaHeHus OOHAPYKEHHBIE BO BpPeMs
IPOBEPKK HENPEBUIRPHO Pa3MELIEHHEIC €JUHNLIBI XPAHEeHUs;

M3BIMATh C TOCHAEAYIOWEH M30IsALUMel JOKYMEHTHI, 3apakeHHbie TUIECeHbIO
WA IPYTAMH OMONOIMYECKUMH BPCIMTENAMHU (I JOKYMEHTOB Ha OYMaKHOM
HOCHUTENE);

M3BIMATE  €OMHMLB] XPaHSHHsA OMICKTPOHHBIX JOKYMEHTOB, COEpXAlllie
BPEAOHOCHBIE  KOMIIBIOTEPHBIE  MPOrpaMMEl, MOMEIIATh Ha  CIICHHATBHO
BRIJICJICHHYO TIONIKY (B SILUK) AN TOCIEAYIOMEH 06paGoTky;

B3BIMaTh 1 pasMElnaTsh BCJIC 3a yHTSHHBIMMU J1el1a, HE BHECEHHDbIC B OITHMCH.

Buecenne BLISBNEHHBIX B XOZE MPOBEPKH HEYYTCHHLIX €N B OIUCH
sanpemaercs. HeyqreHHsle nena moanexaT oOpaGoTke M OMUCAHMIO LOCHE
3aBEPILEHIS IPOBEPKH.

2.42.TlpoBepka HalIM4YKMS ¥ COCTOSHYS JOKYMEHTOB IPOBONHUTCS IIYTEM
CBEPKM ONMCATENBHEIX CTATEH OIMCH C OIUCAHUEM JIEN Ha OBI0KKAX.

DH3UeCKOE COCTOSHHUE NN ONpPeaenseTcs TyTem BH3yalbHOI0 IPOCMOTPA.

Aenats xaxue-mibo MOMETKY WIK 3aIHCH B OMHCIX Ked U APYTHX YHUETHBIX

MIOKyMEHTaX 3anpelaeTcsa. B kouue kaxnoll nmpocMoTpeHHol omwcu memaetcs
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sanuck «ITPOBEPEHO» ¢ ykazanuem HOMepa M [1aTh! akTa IPOBEPKY HANMYHS H
COCTOAHUSA JOKYMEHTOB.

2.43. TIpoBepka HanW4Ks ki COCTOSHUS JOKYMEHTOB CUNTAETCA 3aBePlIeHHOH
IIOCTIE BHECEHWMS HU3MEHEHUH, BBIABACHHBIX I[IPOBEPKOHM, B YYETHEIC AOKYMEHTHI
apXUBa.

[To pesynbTaraM TpPOBEPKM COCTABIIACTCS aKT HPOBEPKM HAIHYUS W
COCTOAHMS ApXMBHBIX JOKYMEHTOB (nprnoxerue Ne 3). [Ipu obHapyxeHuu o1muboK
B YYETHBIX AOKYMEHTaX COCTaBIAETCH aKT O TeXHHYECKUX OLIMOKax B yUeTHBIX
JokymenTtax (npunoxenue Ne 4). B cnyuae oOHapyXeHus MOKYMEHTOB, HE
OTHOCAIUUXCA K JaHHOMY (GOHAY, apxXuBY OpraHu3alydM, HEYYTEHHBIX, TAKKe
COCTaBJIACTCA COOTBETCTBYHOIIME axy (mpunoxenue No S5). VkazaHHble aKThI
HOANKUCHIBAIOTCS UCTIONHUTEIAMA U YTRBEPIK/IAKOTCH PYKOBOAMUTENIEM OPTaHU3ALUN
MJIM €0 3aMECTUTENIEM, KYPUPYIOIUM NEATENFHOCTH APXHBA.

2.44. Econ TIpoBepKOH HaMM4HMs M COCTOSHHUS JOKYMEHTOB YCTAHOBIEHO
OTCYTCTBME A€ ¥ JOKYMEHTOB, OPraHU3yeTCs UX PO3bICK.

Po3bICK apXUBHBIX JOKYMEHTOB, He OOHapyKeHHbIX B X0AE HpPOBEPKH,
OpraHu3yeTcs ¢ MOMEHTA BBISBIICHUS OTCYTCTBUSA M [IPOBOJUTCS B TEUSHUE OJHOIO
roga. Ha pena, He oOHapyXeHHBIE B XOAE IIPOBEPKM HATHYHMSA W COCTOSHYUA
JOKYMEHTOB, COCTaB#eTCd akT o0 yTpaTe OOKYMEHTOB (npunoxenue Ne 6),
KOTOpBIH paccMaTpUBaeTCA JKCIEPTHON KOMUCCHEM (LEeHTpalbHON 3KCHOepTHOI
xomuccuent) (nanee - JK (I{3K) opranuzanuu v yTBepKIaeTCs PYyKOBOIUTENEM
Opra#u3alliyi Wiy ero 3amecturelieM. K akTy mpumaraercs CUpaBKa o NPOBEACHUH
PO3LICKa, IOATOTOBNEHHAS M TOANUCAHHAS JTUIOM, MPOW3BOAUBLINM ITPOBEPKY.
AKT 006 yTpaTe JOKYMEHTOB TIPEACTaBASETCS B COOTBETCTBYIOLIMH
FOCYI[a'pC.TBeHHBIITI (MyHMUXNAIEHBIA) apXUB WAM  YIIONTHOMOYEHHBIH Oprad
ACTIONIHATENBHOM BacTy cyObekTa Pocculickol Menepaniuy B 0ONTACTH apXHBHOIO
Lena AN NPUHATUS PelleHHs O CHATHY YTPaueHHBIX el C y4eTa.

2.45. JoxkyMmeHTBl BBIAAIOTCA U3 AapXUBOXPAHWIMING HA OCHOBAHUU

NHCPMEHHOIC pPaspClliCHHWA PYKOBOAUTCNA dApXKHBA OpraHusaildd WA €ro
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3aMECTUTENS (€CIIH apXMB ABNFETCH YYPEXKAEHHEM), PYKOBOLUTENS CTPYKTYPHOIO
NIoApa3AcieHys Opranu3alii:

pabOTHUKAM CTPYKTYPHBIX OAPA3AeICHAN OpraHn3aluy;

CyneOHbIM, NPaBOOXPAHHTENFHEIM ¥ HMHBIM ynonHomoquﬁLIM OpraHaM B
COOTBETCTBHY ¢ 3aKOHOAaTeNsCTBOM Pocculickolt @enepanuy;

MHEBIM TOJB30BATENIM 10 MUCEMEHHOMY 3asBICHUIO.

JOKYMEHTE! BEIZIAIOTCS U3 apXWBOXPAHUIAIL Ha CPOK HE NIPEBIIUAIOIIAMN:

ONHOI0 MecAua — AJIs UCIIONb30BaHys paOOTHUKAMK OPraHA3aluyE U MHEIMHA
[IOJIE30BATENSMHY;

IIECTH  MeCAUEB — CyAeOHBIM, NpPaBOOXPAHATENHHBIM H  HHBIM
YTIOJTHOMOYEHHBIM OpPraHaMm.

IlponneHne yCTaHOBNEHHBIX CPOKOB BBLIAYH JTOKYMEHTOB JOIYCKAETCH C
paspeiieBds  PYKOBOJMTENA OpraHu3allMd HAa OCHOBAaHWMHM  HUCEMEHHOTO
DOATBEIKACHHS IIONB30BATENA O COXPAHEHHWW/OOECIEUEHUH COXPAaHHOCTH
JOKYMEHTOB.

2.46. Belgaya JOKYMEHTOB U3 apXHBOXPaHKIMILE PETHCTPUPYETCS B KHHATE
BELA29H JieN U odopmiseTces:

3aKa3oM (cnyxeOHOM 3anKcKoi) Ha BRIAAYY 1€,

aKTOM O BEIIa4e AeH BO BpEMEHHOE II0JIb30BaHUE — IIPH BhIJIaue B CTOPOHHHE
oprasy3anuy (punoxenne Ne 10).

Ipu TpaHCIOPTHPOBKE A€ Ha MOGHIe paccTOSHAS 06eCIeURBAIOTCA MEPHI [0
OXpaHe H 3alliiTe KX 0T BO3ACHCTBIA BPeHbIX (PaKTOPOB OKPYKAIOIIEH CPEIbL.

2.47. Brijady AOKyMeHTOB Ha 6yMaKHOM HOCHTEINE U3 apXHBOXPaHAIHINA X
pueM BX 0OpaTHO, B TOM YHCNE B CAydae HEOOXOAWMOCTH TOIMCTHYIO IIPOBEPKY
HAIHAYHSA H COCTOSHAS I[O.I{YMSH‘TOB Hepex BEaueil u3 aprdepaHﬁHHma 5 npﬁ
BO3BpaTe, IIPOM3BOAUT pabOTHUK apXWBOXPaHMWIAINA B NPHCYTCTBHM NHIA,
IOITy4aloIieTo (BO3BPAlAfoIIEro) Aea.

BMecTo BeIJTaBaeMBIX H3 apXUBOXPaHUIMING EAWHUL XPAaHEHUA ¥ ONKCeHR Je,
JIOKYMEHTOB JIOJDKHA pasMellaThcd KapTa-3aMecTUTeNs Aena (IpunokeHue Ne 7).

I_.[pH BO3BpAIlICHUN J€lIa KapTa-3aMECTHTENR KM3BIMACTCA U XpaHHUTCA B apxXupe
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OpraHW3auy K0 MAHOBaHHA HAZOOHOCTH.

Hena, BRIIABaEMBIC W3 APXMBOXPAHMINIIG, TOIDKHE! IMETh APXUBHBLL HIHP,
IPOHYMEPOBAaHHbIE JIMCTHI, JHCT-3aBepHTENbL Aena (npunoxenue Ne 8) u jmer
HCIIONB30BaHMs JOKYMEHTOB (punoxenue Ne 9).

IMoarotoBka apXWBHEIX MJOKYMEHTOB K BBIAY€ M3 apXMBOXPAHMIMILA
BKIHOYAET:

BEIEMKY aPXUBHEIX JOKYMEHTOB;

CBEPKY apXMBHOTO HIM(Pa U 3aI0HOBKOB C OIACKHIO AEN, TOKYMEHTORE;

IIPOBEPKY GHZUUECKOrO COCTOSHUA AC)a.

ONEeKTPOHHBIE JIOKYMEHTH! BBIIAIOTCS W3 apXHBOXPAaHWIMIIA B BUIE
JJIEKTPOHHBIX KOMMIA MIH Kormi Ha OyMaxkHoM HocuTele. [lpu HeoOxomumocTn
3aBEPEHUSI KOIUH 3MeKTPOHHEIX JOKYMEHTOB HCIONE3YeTCs SNEKTPOMHAN TOAINCE
PYKOBOIUTENS OPTaHK3AUMU WM YIIOIHOMOYEHHOrO UM JOJDKHOCTHOTO JIMLA WIK
IIPOM3BOIUTCS 3aBEPEHME KOIMMM JAOKYMEHTa Ha OyMaXXHOM HOCHTENe B
YCTAHOBICHHOM nopaake (IyHxT 5.14. HacTosumx [Tpaswuin).

2.48. JloXyMeHTE! U3 apXHBOXPAHIINING, KAK IPABKIIO, HE BEIIAIOTCH:

Ipy Hamaun GOHIA TONIB30BARMS;

HaXOMAIIUECH B HEYAOBICTBOPHTEIEHOM (PU3UUECKOM COCTOSHUY

2.49. B opraHd3auMH INOIDKHBI OBITH pa3paGoTaHbl IUIAHE! KOHKPETHBIX
MEPOIIPHATHH U APYTHE HOPMATHUBHEIE NOKYMEHTEI, PEriIaMEeHTAPYIOIUE NOPII0K
paboTEI B YPe3BEMAMHEIX CHTYALUAX, IPH BOSHAKHOBEHUM KOTOPHIX HEBO3IMOIKHO
00ecredHTh COXPaHHOCTE APXUBHAIX JOKYMEHTOR.

C comepxanneM ILIaHOB MEPONPHUSITHY | PYTHX HOPMATUBHBIX TOKYMEHTOBR,
ompeJiensiomx paboTy apXwBa OPraHW3alMH IPM YPEe3BBIYANHEIX CHTYaNusx,

MOMHBL GBITH 03HAKOMACHBI PaGOTHUKY apXMBa OPraHH3aliiH.

1. VUET IOKYMEHTOB APXVBHOT'O ®OHJIA
POCCHIACKOM ®EAEPAITM U APYTUX APXUBHBIX JJOKYMEHTOB B
OPT AHVBALIAU
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3.1. Yuery noanexar Bce XpaHsalecs n apXMBC OPraHM34alid JOKYMEHTBI,
BXIMOHaA — JJOKYyMEHTBI MO NMYHOMY COCTaBY, KOMHU HOKYMEHTOB (hOHzA
HOJB30BAHMA (IIPH HATHIHHK) U OIHCH Hell, JOKYMEHTOR.

3.2, Oprabusauys,  SBIMOINASCS  UCTOUHHKOM KOMILICKTOBAHHMS
FOCYIapCTBEHHOIO (MYHULIMNATBHOIO) 2pXMBA, TIPEICTABISET B rOCY/1apCTBEHHEIHA
(MYHUIUIIATSHEIN) apXUB YYETHEIE CBeleHus o6 ofbeMe 1 COCTABE, XPaHAITUXCS B
dPXUBC OpraHHsanuy JOKYMEHTOB ApXUBHOIO ¢oHza Poccuitckoi Depepauun u
APYTHX apXUBHBIX TOKYMEHTOR B COOTBETCTBHU ¢ PernamMenTom rocyiapcTBeaHOro
ydeTa JOKYMEHTOB ApPXHBHOTO $onaa Poccuiickoii Denepalyn, yTBePK/IeHEIM
npukasom Pocapxusa or 11 mapra 1997 r. Ne 11, (3aperucTpuposan MEHKCTOM
Poccun & mons 1997 r., perucTpannonHmit HoMmep 1344),

3.3. OCHOBHBIMM e/IMHMIEMY YIETa APXHBHBIX JIOKYMEHTOR ABJISIOTCS

APXHUBHBIN (oOH/T;

CAMHALA XPAaHCHUS — 18I0, 3ICKTPOHHOe Aeno {nyHKT 4.34. HacTosmmx
[Tpagnm).

3.4. EnunanaM XpaneHus NpucBauBaioTCs VUYeTHbIE HOMepa, SBISIOIINEeCs
J4CTBIO  apXuBHOro mmdpa. CBeACHHS O CcOCTaBe enWHHL XpaHeHus U ux
KO.THYECTBE DUKCHPYIOTCS B YUETHBIX JOKYMEHTAX apxvBa.

ApxuBHei 1P (o6o3naueHMe, HAHOCUMOE B [IEBOM HIKHEM yIJIy Ha
KQKAYIO CIMHUILlY XPAaHEHUs B Lieldix obecieveHus ydeTa u HISHTU(DHUKALIH )
COCTOUT U3: HOMEPA apPXUBHOIO QOHAA; HOMEpPA OIUCH e, JOKYMEHTOR; HOMEDE
€IMHULB! XpaHEHUs,

APXUBHbIH IIMHGP SNEKTPOHHBIX JOKYMEHTOB, XPaHUMEIX Ha 000COONEeHHBIX
SJICKTPOHHBIX HOCUTENAX, YKA3LIBACTCS Ha BKJIABINE, BIOKEHHOM B by Tisp
HOCHTENS.  ADXMBHLIA HIM(pP  37EKTPOHHBIX  JIOKYMEHTOB, XPaHUMBIX B
HHOOPMATUOHHOU CUCTEME APXHBA, SBIILETCH OOT3ATETBHAIM 3EMEHTOM OIUCAHNS
KOHTeHHEDA IEKTPOHHOTO IOKYMEHTA.

3.5, B apxuBe OpraHusauuM BeAyTCA OCHOBHbIE (oOs3arensHble) B
BCTIOMOTATC/IBHEIC YUETHBIC QOKYMEeHTEL COCTaB M (OPMBI OCHOBHEIX YHETHAIX

TOKYMCHTOB QIIPEAeIISIFOTCS B COOTBETCTBUM C HaCcTOAIIMMU HpaBHHaMH. Cocras u
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¢OpMEI  BCIIOMOTATENBHBIX YYETHBIX [JOKYMEHTOB ONPENEHMOTCS apXUBOM
OpTraHHU3aIUHA CaMOCTOATEIBHO.

3.6. B coctaB OCHOBHBIX (00s3aTENBbHBIX) YUETHEIX HOKYMEHTOB apXuBa
OpTaHU3aITAN BXOOAT:

KHMI4 Y4era IIOCTYIUIEHHS M BEIOBITHS IEN, NOKYMEHTOB (IPHIOXKEHHE
Ne 11};

cnucok dhoHgos (mpunoxerne Ne 12);

mmcT Qoraa (punoxerHne Ne 13);

OIIMCEH Je1, AOKyMeHTOB (npunoxeHnd Ne 14, 15, 16, 17, 18);

peectp onmceil (mpunoxxerne Ne 19).

3.7. B xmury yvyera NOCTYIUIGHHS ¥ BBIOBITHA Jel, HOKYMEHTOB
IOCENOBATEIEHO BHOCATCH BCE HEPBUYHEBIC M TOBTOPHEIE OCTYILICHUS (BRIOBITHA )
nen, fokyMeHToB. Kaxzoe nocrynnenue (BoiObiTHE) B Ipefenax OTYETHOTO rona
TONIyYaeT NOPALKOBBIH HOMEP B BaOBOH IOCIE/IOBATEIIEHOCTH.

Exeromso Ha | sHBapAd TMOABOAWTCS MTOr KOJWYECTBA ITOCTYNMBINMX H
BHIOBIBIINX 34 IOJI e, JIOKYMCHTOB.

3.8. Cnucok QOHIOB BEACTCH B apXUBE OpraHu3alliy, XpaHAIHeM TOKyMEHTE
fonee oxsoro ¢oHAa. B cnrcox $OHIOB apXWBHEI (OH[ 3aNHCHBACTCS TOMBKO
OJIFH pa3, [[PH TIePBOM IIOCTYIUICHUH B apXuB opragmsanu. Ilo cnucky $poHA0B B
BAJIOBOM IIOpAIKE €My IIPUCBAWBACTCS YIETHBIM HOMED, KOTOPBIH COXpaHiAeTcd 3a
HHM BO BCEX YYETHBIX JOKyMEHTaX.

B cnyuae nepemadu apxuBHOTO $OHIA B JAPYroil apXuB, BKIIOUEHUA €0 B
cocTaB 00BEAVHEHHOIO apXHUBHOTO (DOHAA HIIM BBIASNEHUSA BCEX NOKYMEHTOB K
VHHYTOXEHHIO OCBOOOAMBIIMICA HOMEp JApyroMy apxuBHoMy (oOHZY He
npnchaﬁsaerca. | | o |

OObemHeHHEIE apXUBHBIE (POHAB! K APXMBHEIE KOIUIEKIIMY YyIUTHIBAKOTCA Ha
obnmx ocHopaHuax. O0beauHeHHOMY apxuBHOMY (ORJY, 00pa3oBaHHOMY W3
apXUBHBIX (JOHMIOB, paHee YUYTEHHBIX CAMOCTOSTENBHO, IPHCBAMBACTCH HOMEP
OJIHOTO U3 APXUBHBIX (POHTOB, BKIIOYCHHEIX B €T0 COCTAB.

B apxuBax opraHn3anuii — ACTOYHHKOB KOMILIEKTOBAHHS IOCYAapCTBEHHBIX
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(MYHHIHIIAIBHEIX) ApXHBOB MPOCTABIAETC HOMED apXHBHOIO QoH/I8, 338 KOTOPEIM
OH yH4TCH B IOCYZIapCTBEHHOM (MyHHUIATIANBHOM) apXHBE, ¥ KOTOPbIH COXpaHseTCs
32 HUM I10CTIE IOCTYTIICHHS €10 JOKYMEHTOB Ha IIOCTOSHHOE XpaHEeHHe.

Hazpanue apxusHOro GoHZa BHOCHTCS B CIHCOK (BOHAOB HA OCHOBAHWH
MCTOPHICCKOH CIPaBKH K QOHIY WM TUTYNHHOTO THCTA ONUCH JIE, JOKYMEHTOB.

Haspanue apxuBHOrC (OHAZ COCTOMT H3 WOAHOTO H (B ckoOkax)
COKPALICHHOIO  HAaWMEHOBaHUS  (QOHE00OpasoBaTENs, ¢  YKA3aHWEM  €ro
NOMTAHCHHOCTH, MCCTOHAXOXIEHUA, JAT CO3JaHMd ¥ NHKBUIANHHA. EciH
HauMeHoBarue QounoobpasopateNii H3MEHANOCE, TO B CIMCKe (OHKOB
YKa3EIBACTCs €ro MOCIeAHES Ha3BaHWe B PaMKaxX IEPHOI2, 32 KOTOPHIY IPHHATEH
HOKYMEHTSI. Bee pesinyIye meperMEHOBAHNS OTMEYAIOTCS B JIHCTe (OH/A.

Hassanne oOnemumennoro apXMBHOTO (OHIA COCTOMT Y3 0O0OINEHHOro
Ha3BaHMs BKIOYEHHBIX B HEre apXusHBIX GOHZOB, M3 mNepeyHs HA3BAHUM
CMEHABIIMX Jpyr JApyra opraHusanuii. KoHKperHhle HauMeHOBaHMA BCEX
OprasM3allii, JOKYMEHThI KOTOPEIX BOILTH B OGBEMHEHHBIH apXUBHEI (QOHL, 4
TAKXe HX MEPEUMEHOBAHMS yKa3bIBAIOTCA B IKCTE YORAA.

B Ha3BaHuM apXuBHOM KOJUIEKLVMH YKAIEIBAETCS NPU3HAK (mpusHaku) ee
($OpMUpOBaHHS.

Exeronno na 1 suBaps K cuucky (QOHIOB COCTABISETCS HTOTOBAS 3alHCh O
KOJIMHECTBE apXMBHLIX (OHMIOB, IOCTYLMBIINX W BHIOHIBIIMX B TCUCHHE TOJa, H
oBIUeM KOIMYECTRE apXMBHEIX (OHIOB, HAXOMAMIXCS HA XPAHEHH B apxuBe.

Cnncox QouoB 3aKmouacTcs B TBEPAYIO OBNOXKKY, NACTHI HYMEPYIOTCH,
COCTABIIAETCS NUCT-3aBEPHTEDD,

3.9. Jluct dompa cocraBngercs Ha KBl apXWBHEIH (I)OH,D; B pem
| YYUTRIBAIOTCA BCE OTIACH Jell, JOKYMEHTOB q)orma

Jluct ponma moxeT OBITH IepecoCTaBleH TONLKO B CHyyae, €CIH OH
HEHUCIIPABUMO IIOBPEX/ICH WM IIEPECTAeT OTPAXATH (PAKTHYECKOE COCTOSHHE H
obseM apxuBHOro ¢domxa. B ciiyuae mepecocTaBieHus mucTa doHna panee
ASHCTBOBABIIMI THCT HOKA IIOMEINgeTCA B g0 GoHpa. B BEPXHEM IIPaBOM YTy

ofomx MHCTOB (bOH,IIa JENA0TCa OTMEeTKH: «JIueT ICPpECOCTABICH» C YKa3aHUEM
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JaThl [TCPECOCTABIECHNSA, JOIKHOCTH U [HOAIMCH COCTaBHATEIS.

JTnets! GoHAOB Xpand1Cs B IOPSNIKE HOMEPOB apXMBHEIX GoHA0B. K Kol
IIANKEe COCTABMACTCS JIHCT-3a8BEPUTEIL, € YKAZBIBAIOTCA HAYAIBHBIE U KOHEUHBIC
HOMEpa apXMBHBIX (QOHIOB U OOLIee KONHYECTBO APXHUBHBIX (OHIOB, JUCTHI
KOTOPBIX HAXOMATCS B MaIlKeE.

3.10. B omucn genr, nokymenToB (roI0BOM pasjielie OIUCH e, 10KYMEHTOR)
CAMHMALBl XPAHCHUS YYUTLIBAKOTCA B COOTBETCTBUM C CHUCTeMaTH3auued 3a
NOPSIIKOBBIMA YUETHEIMUA HOMEPAMH.

HepsoMy rofoomy pazaeny onucy Aer, OKYMEHTOB OHIa IPHCBaNBACTCS
HOMED 110 THUCTY (QOHJIA, BCe OCIeAYIOIIYE TOAOBbIE PA3eIs]l YHCATTCS 38 JaHHbIM
HOMEPOM JI0 3aBEPUICHUS OITHCH.

He nonyckaercs npucBoeHwe OMWCAM Jesi, JOKYMEHTOB OfIMHAKOBBIX
YUCTHBIX HOMEPOB B NIpefieliaX OHOTro POHIA.

B xoHue Bcex 3K3eMIUIAPOB OMUCH Jiel, JOKYMEHTOB IelaeTcs HTOroBast
3AIUCh, B KOTOPOH YKA3KIBAETCS KOJMUECTBO HAXOMIIUMXCA HA XPAHEHHH CAMHAUL
XpaHCHHUSA, MEPBBIH W MOCHeHMA HOMEpa COMHYL XpaHeHus NO ONMCH,
yKa3bIBAOTCA MMEIOLIMECS TPONYCKH HOMEPOB, NUTEPHBIC HOMepa, BHIOBIBIIME
€/TUHKLb] XPAHEHNSA U OCHOBaHHE BHIOLITHA.

Iocrne KaxaOro MOCTYIUIEHWS WM BHIGEITHS JOKYMEHTOB COCTABISETCS
HOBAs WTOrOBas 3AIMCh K ONHCH Jed, JOKYMEHTOB, KOTOpas NOAMKCHLIBASTCH ee
COCTEBUTENIEM C YKA3aHUEM JAOJDKHOCTH M aThi COCTABICHUA.

Ecny onues aeil, AOKYMEHTOB COCTOHT M3 HECKOLKUX IOLOBBIX Pa3ielios,
TOMOB, UTOT0Bas 3a0MCh COCTABIISTCS K KAXKIOMY FOJOBOMY PA3fieiy, TOMY; KpOMe
TOTO, K KaXxJOMy MHOCHEAYIOUIEMY IOJOBOMY pasfiely, TOMY B HapacTarolleM
[IOPAIKE COCTABIAETCS CROMHAST UTOrOBas 3AtUCE.

I'onoBbIe pasfensl, eciy OHU He ABNAOTCH 3aKOHYCHHOM ONMCBIO, He
NOANIMBAIOTCS U HE UEPEIIETAIOTCS; OHY XPAHATCSA B ApXUBE B [TAITKAX.

3akonueHHas ONHUCH [el, JOKYMEHTOR JOJDKHA BKIIOUAThL He Oomee 9999
eNHHKL XPaHCHHS.

3aKOHUEHHAs OITUCh JEN, AOKYMCHTOB BMECTE C TUHTYIbHBIM JTUCTOM H
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CUPaBOYHBIM aNNapaToOM K Hed 3aKHOU4eTCs B TBEPAYIO 0GIOXKKY, HyMEPYSTCs U
| TIO[IIMBACTCH, U NIePENNeTaeTC.

Kaxnas 3akoHYCHRAs ONICE Ned, KOKYMEHTOB, TOM OIHCH Jiell, JOKYMEHTOB
JTOJDKHBI MMETh JINCT-3aBEPUTENb.

3.11. Ilpn HamMYUKM B apXWBe OpraHM3allu ABYX H Gonee onmceil el
JIOKyMEHTOB BEIETCA peecTp ollucel (punoxkenne Ne 19),

Onmcu zen, JHOKYMEHTOB BHOCSTCA B peecTp onuced B XpOHOIOIHYECKOH
NOCIENOBATEIPHOCTH  IIOCTYIUICHMS MOJ, COOTBETCTBYIOIUMMH IIOPAIKOBBIMYU
HOMEpPaMH.

B peectpe ormmcell QUKCHPYIOTCS OCHOBHBIE JAHHEIE MO COCTABY Kamol
MOCTYIUBINEH B aPXHB OPTaHU3al M OIUCH AET, JOKYMEHTOB: HoMep hoH/a, HOMep
OIHCH, KOJIMYECTBO €AUHHUI XPAHCHHMS B OIIHCH, KOJMHYECTRO NUCTOB B OMUCH U €6
IK3EMILIIPOB.

3.12. JIns UeHTpaIn30BAHHOIO I‘O(’?,y,[[apCTBEHHOI‘O y4eTa HOKYMEHTOB
Apxuszoro donzga Poccniickot Oenepanvu B apXype opraHM3ailHi, SBIAIOMENCS
HCTOYHHKOM KOMILTCKTOBAHMS TIOCY/IApPCTBEHHOr0 (MyHHMLHIAILHOIO) apxuBa,
COCTaBIAETCS IIacIIOPT apXUBa OpraHu3ald.’

3.13. ApxuB oprauuzanuy MOXKET BECTH TAKKE YUET B ABTOMATHIHPOBAHHOM
pexuMe — B Buje y4eTHBIX 0a3 nanusx (B]I).

Yd4etHsle BJ] npuMeRsIOTCA BO B3aHUMOCBS34 C APYTHMH HHPOPMAI[MOHHEIME
B/, mmeromuMyics B apXvBe OpraHW3AlMH, W JODKHBl OBITh COBMECTHMEI C
COOTBETCTBYIOLIMME y4eTHBIMH b/l rocynapcTBeHHBIX (MYHHIAIIAILHEIX ) ADXHBOR
¥ OPTaHOB YIPABICHN S apXUBHBIM JEJIOM.

3.14. VverHble JOKyMEHTHI apXMBa OpTaHM3alldM, KpOME OmMCel e,
' IOKYMEHTOB, [IPE/HASHAYAIOTCA I CIy’XeBHOTO MOMB30BAHMS U TOAB30BATEISIM.
He BBIOAIOTCH.

3.15. Vwuer nocrymnesmma u BBIOBITHS [ed, OOKYMEHTOB B ApXHBE

OpraHHu3aliii OCYUICCTRIIACTCA Ha OCHOBAHMH:

7 QopMa NMACNIOPTA apX¥Ba OPraHH3IAUMH YCTAHOBJCHE PermaMesTom rOCYAapCTBEHHOIO YWeTa NOKYMEHTOR
ApxusHoro douna Poccufcroli ®enepauuu (yrecpken mprkazoM Pocapxmea ot 11 mapTa [997 r. MNe 11,
3aperncTpupona Musioctom Poccuu 08 mrona 1997 r., perucrpaumonnsii nomep 1344).
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OlIMCH 7N, OKYMEHTOB CTPYKTYPHOTO MOAPa3IeneHUs U IoJoBoro pasiena
CBOJHOH OTIHCH A/, TOKYMEHTOB OpraHu3alliy;

HOMEHKIATYPBI A€ OPraHu3alyy, 3aMeHsIouell ToN0BOKH pazAes CBOAHOM
OTIMCH [, IOKYMEHTOB OPTaHU3aIHH,

aKTa 0 TEXHMYSCKUX OIIMOKaX B YYSTHBIX JOKyMeHTax (upuiokeHue Ne 4);

akta 06 oOHApy»XEHHM JOKyMEHTOB (He OTHOCALUMXCSA K AaHHOMY (OHY,
apxWBY, HEYUTECHHBIX ) {TIpuaoxenue Ne 5);

aKra 06 yrpate IOKyMEHTOB (puiaokenue Ne 6);

dKTa  IpHeMa-Tiepesady  ApXMUBHBIX  JOKYMEHTOB  Ha  XpaHeHue
(mprnoxenne Ne 20);

AKTa O BRIEJCHNH K YHUITOXKERHMIO apXUBHBIX NOKYMEHTOB, He TOMIEKALIIX
XpaHeHuIo (mpuinokenne Ne 21);

AKTa 0 HEUCTIPABMMBIX HOBPEKASHIAX aPXUBHBIX JOKYMEHTOB ([IPIIIOXKEHNC
Ne 22);

Ha ocHOBaHHMM yKa3aHHBIX IOKYMEHTOB BHOCATCS HEOOXOAMMEbIE H3MEHEHUS
B OCHOBHEIE (00A3aTENBHBIC) YUETHBIC JOKYMEHTHI ApXHBA:

B KHHUIY y4uera NOCTYINEHWS H BBIOBITUA ACH, HOKYMEHTOB (MIPUIOXKEHHE
Ne 11) 1 B mucr porpa (mpunoxenue Ne 13} — npu KaKI0M H3MEHEHHM B COCTABE 1
obbeMe JOKYMEHTOB apXUBa OPraHU3aIiHi;

B cnucok (ouaoB {(npunoxenwe Ne 12) — mpu UOCTYIIEHHH HOBOTO
ApXUBHOro (POHAA WM BLIOBITHM BCEX JEN, AOKYMEHTOB, HAXOJUBIIErocs Ha
XpaHeHun apxuBHOTO houaa’;

B peecTp onuced (npunoxenue Ne 19) — npu mocTymieHUy HOBO ONUCH UMY
BBIOBITHM BCEX €HUHHL] XPaHEHUs, HaXOAUBINEHCS Ha XpaHeHuw ormucu, Homep
BBIOBIBIIEH ONHUCH APYTHM OMUCAM Jel, JOKYMEHTORB e IPHCBANBASTCS W OCTASTCS
CBODOZHEIM;

B OIIACH JIeJ, JOKYMEHTOB — IIPU KaXKAOM MMOCTYTUICHUM K/Ui1M BEIOLITHH eI,

ACKYMCHTOB, YYTCHHEIX B JaHHOW OTIHCH.

% B rpae «OTmeTka 0 BBIOLITHH GOHAA» CIMCKA QOHACE YKAILIBAETCH, K4 BLIGHIN apXURHAI GO, 4 TAKKE 1aTa
1 HOMEP NOKYMEHTA, HA OCHOBAHHW KOTGPOI'® OH BRIOBLN.
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CoOOTBETCTBYIOIUME M3MEHEHHS BHOCATCS BO BCHOOMOI'ATENbibE YYETHBIC
NOKYMEHTBI.

Bee akThl, 10KYMEHTHPYIOLIHE pe3yibTaThl apXUBHbIX paboT, BKIFOYAKOTCS B
meno bonna, KOTOPOE 3aBOANTCS HA KaXKITBil (GOHA, HAXOMTIMHACS Ha XPAHSHKH B
apXuBe OPraHu3aln.

Heigo ¢ouna, mapany ¢ NOKYMSHTAMH, OTPLKAICUIMMH UCTOPHIO QOHAA H
onnoobpasoaTens, BKIIOYACT  YYETHBIE JIOKYMEHTBI,  XapaKTEpPH3YIOLIHE

M3MEHeHHs doHa.

IV. KOMIVJIEKTOBAHME APXUBA OPI'AHU3ALIMU
JOKYMEHTAMM APXMBHOI'O ®OHIOA POCCUHCKOU ®EJEPALIMN U
APYTUMH APXVMBHbIMU NTOKYMEHTAMU

4.1. Moxymentst ApxupHoro donja Poccuiickoit Oesepanun U JOKYMEHTBI
BPEMEHHEIX (CBbile 10 1eT) CPOKOB XPaHESHHS, B TOM HHCIE 0 JIMYHOMY COCTABY,
TIepealoTCs B apXWB OPraHu3allvi HE paHee, UeM uepes OfIH o M He No3IHee,
IeM 4epe3 TPH rofla NoCie 3aBepLieHIs el B ACIONPOU3BOICTEE.

JIOKYMEHTBl [0 JMYHOMY COCTABY T[OCYHAPCTBEHHBIX IPajKIaHCKHX
CHYHaIMX N MYyHHUUNANBHBIX CIYXKallHX, YBOJIGHHBIX C [OCYHAPCTBEHHOH
TPaKOAHCKOH CilyxOBl MM MyHUUHNATLHON CITyxObl, NEpefaloTcs B apXuB
OpTraHu3aIuy 1Mo ¥ueTeueHny 10 1eT co 8 YBOIbHEHuUS.

4.2. Hena spemennprx (10 10 neT BKIIOUHTEIHO) CPOKOB XPAHEHHS B 2pPXHB
He nepenarores. OHH XpaHsTca B CTPYKTYPHBIX HOApa3elieHuaX Opranu3aliiy U 0o
UCTEUEHNH CPOKOB XPAHEHHA MOJIEKAT YHUHTOXKEHMIO B YCTAHOBIEHHOM [TOPSIKE.

B HCKOYUTENBHBIX CIYYaIx [10 PEHCHUIO PyKOBOIUTENS OpTaHU3aLMH FEa
BPeMeHHBIX (0 10 /leT BKIIOUMTENBHO) CPOKOB XPAHEHHs NEPEalOTCs B apXUB
OpTaHu3aIHy II0 OIHCAM AeN, JOKYMEHTOB WITH 110 HOMEHKIIATYPE e,

4.3. JloxyMeHTBI TIOCTYNAIOT B ApXWB OPraHW3alWH TIOCHE IPOBEACHUS
SKCIIEPTU3bI LIEHHOCTH.

4.4. Peiwuenua o BKIIOYCHMH B cocTaB ApxuBroro ¢orma Poccutickoit
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®enepandi KOHKPETHBIX JOKYMEHTOB NPMHHMAIOTCA 2KCHEPTHO-NPOBEPOIHBIMH
KOMHUCCHAME (pefiepalibHbIX IOCY[aPCTBEHHBIX apXHBOB M  YMOJIHOMOYCHHBIX
OpraHoB MCHIONHUTENbHOM BiacTH CybsekTon Poccuiickoii denepalvy B obacTu
apxupHoro aena (nanee — STIK apXuBHOIrO yIpexkACHNA) B IPENENAX KOMIIETCHLHH.

4.5, Tlensio SKCIEPTH3EI HEPHOCTH JOKYMEHTOB B OPTraHU3a1[MH SBIACTCS:

oTGOp MOKYMEHTOB U1 BKIIOYEHHs B COCTaB APXMBHOTO GoHza Poccuiicko
denepanyy;

BEISBIICHUE AOKYMEHTOB, HE MOUIEKAIMX JATbHEHIIEMY XPaHEeHHIO.

DKCIIEPTH3¢ NEHHOCTH HOJIEXAT BCE JOKYMEHThH! OpTraHH3aIliy He3aBUCUMO
OT BHJOB HOCHTeNeH U crIocO0O0B 3anKCH.

Jlo pOBENEHUs IKCIEPTH3b! IICHHOCTH B COOTBETCTBHHU C ITYHKTaMH 4.6. —
4.13. gactosmuux [Tpapun yHUYTOXKECHHE JOKYMEHTOB 3aNpelacTCs.

4.6, JxcHepTH3a HEHHOCTH JOKYMEHTOB IIPOBOANTCH HA OCHOBE!

JeHCTBYIONMIEr0 3aKOHOATENFCTBA M WHEIX HOPMATUBHBIX NPABOBBIX AKTOB
Poccuiickott Pesepaniim B 00nmacTH  apXWBHOIO JIcTa, AEGQOpMALMH M
JTOKYMEHTAIMMOHHOTO 00ECIICYEHHS YIPABICHHUA;

THIOBEIX, BEJOMCTBEHHRIX U WHBIX NHepeqHed NOKYMEHTOB C yKa3aHHeM
CPOKOB MX XPaHEH!, TATIOBHIX M IIPUMEPHBIX HOMEHKIATYp AEL.

4.7. B opranu3aiuy U1 NPOBEACHUA 3KCTIEPTHU3B! EHHOCTH JOKYMEHTOB
cosmaeTcs KcrepTHas xomuccms (manee — OK)’. B opraHMsammsx, MMEROLHX
CIOXHYIO CTPYKTYpY W/HIM TOMABEJOMCTBCHHBIC OpraHM3allay, CO3[AAI0TCH
IeHTpasIbHEIE SKCIEpTHEIE KoMuccHH (fanee — 1IDK).

4.8. IIPK (BK) ssnsercs COBEIIATENBHEIM OPraHOM IIpH PYKOBORHUTEIE
OprapM3allik, CO34ACTCH INPHKA30M OpraHusanuy, AcliCTByeT Ha OCHOBAaHHH
TOTOXKEHHS. | | |

3amayy v dyaxuun [IDK (3K) opranuzanuu - UCTOYHHKA KOMILICKTOBAHNA

OIIPCACIAIOTCH TTIOJICKCHUEM, YTBEPKAaeMbIM DYKOBOAHTCIICM opranx3atiiH.

® JinA npoBeNSHWS DKCHEPTH3s! UEHHOCTH HAydHO-TexHE4eckol m apyrok cHeluUaNbHoi NOKYyMCHTALMH B
opraHuzaiuu MoxeT 6brts cosnana JK, Bxmouaiolas COOTBETCTBYIONIMX CHEIHAHCTOR.
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4.9. Ocuosuolt samaveit DK (DK) sengercs opravusauns u mMpoBeLeHHe
IKCIEPTH3L! LEHHOCTH JIOKYMEHTOB.

Ocnopupivu dyuakuusmu [[DK (2K) spasmores:

OpraHU3alMsl ©KETOAHOI0 0T00Pa A€M AT XPAHEHUS i YHUUTOMKEHHUS

PAcCMOTPEHHE U COIIACOBAHUE NTPOSKTOB HOMEHKIATYPEI SN OpraHU3almy,
ONMCeH hel, AOKYMEHTOB IOCTOSHHOLO M BpeMeHHBIX (cBhImE 10 1eT) cpoKoB
XPaHeHus, B TOM YHCIIE 10 JTMHHOMY COCTaBy, AKTOB O BELACICHUH K YHIYTOKEHHUIO
JEI, He NOAeNalUX XPalleHUIO, i APYTHX 4KTOB;

MOArOTOBKA IMPE/UIOXKEHUN 00 ONpeAeNeHHH CPOKOB XpaHeHnsl TOKyMEHTOB,
HE NPELYCMOTPEHHDIX LepeUHsiM ¥, 1 00 H3MEHEHNH CPOKOB XPAHEHHMS OTAEIBHBIX
KaTeropui JOKYMEHTOB, YCTAHOBICHHBIX IEPCYHAM,

y4acTHe B TIOATOTOBKE ¥ pacCMOTPEHHH [POEKTOB HOPMATHBHBIX U
METOJMYECKUX NOKYMEHTOR 10 BONIPOCAM paboThl ¢ AOKYMEHTAMM B Opranu3alluHy;

METOOMYECKOE  PYKOBOOCTBO  paboraMy B 06JacTy  obecledeHus
COXPaHHOCTH AOKYMEHTAILHOIO M apXUBHOTO QOHI(OB OPraHKu3alHH.

4.10. DxernepTrsa 1I€HHOCTH JOKYMEHTOB B OpraHM3alHN IIPOBOAUTCH:

B IENIONIPOU3BOICTBE — MIPU COCTABIEHNA HOMEHKIIATYPhI A€ OPraHU3alka |
NP TOArOTOBKE JeJT K Tepejaie B apXUE;

B apXuBe OpraHM3allldd — B (pOllecce JIOATOTOBKM el K Tlepedade Ha
NOCTOSHHOE XpaHeHMUe.,

4.11. DxcrepTH3a HEHHOCTH AOKYMEHTOB MPOBOAUTCS €XeroIHo,

[To pesyubTatam 5KCHEpTH3B! LICHHOCTH B CTPYKTYPHBIX IIOApa3ieileHusIX
OpraHu3alMK  COCTABIAIOTCA  ONMCH A€’ CTPYKTYPHBIX  [IOapa3fclleHwmil:
TIOCTOSHHOTO, BPCMEHHBIX (CBbille 10 JJeT) CPOKOR XPAaHEHHUS, IO TUTHOMY COCTABY
(mpunoxenne Ne 23, 24), Ha OCHOBE KOTOPbIX B apXHBe OPraHU3al MY COCTABISOTCS
FOJIOBBIE PaA3/E/ibl COOTBETCTBYIOUINX CBOAHBIX ONMCEH M€, JOKYMEHTOB,

Ha nena ¢ uCTeKUIMME CPOKAMH XPAHEHHS B CTPYKTYPHBIX [TOAPa3e/ieHUsIK

OprapM3alny COCTABITAKITCAH IIPEIJIQKEHUA K dKTy O BBIACICHUW K YHUYTOXKEHUIC

" DK oprasusanmit, NepenaloOuX JOKYMEHTbl Ha XPAHEHHE B POCYNAPCTBEHHBIE 2PXMBRIL, NPEACTABIAIOT
CoOTBETCTRYIOLINE peaamkenus ST apxusiioro vapexiesns.
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JOKYMEHTOB, He MOANEKAIIUX XpaHeHuIo (o gopme axra, npunoxeHue Ne 21 ).

Ha ocHoBe mpeioKeHuN CTPYKTYPHBIX —TIOjpasjienennil  ciyxba
JENOTIPOU3BO/ICTBA OPTaHU3alluM COCTABIACT aKT O BBIACTIEHHHU K YHHUTOXKEHHUIO
JOKYMEHTOR, HE HOANEKAIINX XpaHeHuio (Tipuwioxenue No 21},

Jena BKAOYAIOTCA B aKT O BHIACICHHU K YHUYTOWKEHMIO JOKYMEHTOB, HE
NOAJESKAITIX XPAHSHUIO, €CITH NPEYCMOTPEHHRIN AJ1A HUX CPOK XPAHEHUs! UCTEK K
1 aHBaps rosia, B KOTOPOM COCTaBAEH aKT.

Hena ¢ ormerkolt «IITK»*! momnexar MOMUCTHOMY TPOCMOTPY B LEMAX
BBISBJICHUS JIOKYMEHTOB, IIOJIEXAIINK TIOCTOSHHOMY XpaHeHuio. BrisiBneHHbIE B
TaKuX Zefax AOKYMEHTHI IOCTOAHHOTO XPaHSHUS BBIJICTIEOTCA U MPUCOSIMHIIOTCS
K OTHOPOAHBIM fejlaM UK QOPMUPYIOTCA B CaMOCTOATENblIbIE €A,

OcranpHble AOKYMEHTHl ¢ oOTMeTkoM «OJIIK» BKIO4HaOTCs B axT Ha
yanuTOXerue. [pu aTom ormerka «IOI1K» B akTe He ykassiBaeTCs.

Onucy Ha gena, JOKYMEHTH! 1IOCTOSHHOTO XPaHEHUs U I10 JIMYHOMY COCTaBy
U aKThl HA YHHYTOXKEHUE JOKYMEHTOB paccMarpuratoTes Ha 3aceaHuu [[OK (OK)
opHoBpemento. [lo utoram pacemorpenus L[OK (3K) cornacosbIBatoTcsl onucH
nesa, AOKYMEHTOB [OCTOSIHHOTO XPaHECHWS W HO JIMYHOMY COCTaBY ¥ aKTEl O
BBIZIENICHUM K YHHUUTOXEHHIO JOKYMEHTOB.

Cornacopaunsie 119K (DK) opranuzauny onucu e J0KyMeHTOB (COTOBEIE
pasniesisl) IIPeACTaBaAstoTCA Ha paceMoTperne D1IK:

OOCTOSHHOTO CpOKa XPaHeHHs -Ha YTBEPKICHHE;

TI0 JTIUIHOMY COCTABY -Ha COTNaCOBaHUE;

2K yTBep)KJaeT ONMCU AN MOCTOSHHOTO XPAaHEHWUS M COINIACcOBBIBACT
OTIACH [EN 0 TUYHOMY COCTaBYy.

Onucy  fen, NOKYMEHTOB (TOROBBIE paszfeibl) HANpaBIAIOTCS  Ha
pacemoTpenue 1K B Tpex skzeMiipax Ha OyMakHOM HOCHUTENe M OFHOM
IKIEMIUIAPE Ha 3NEKTPOHHOM HOCHUTeNle Hepez 3 rojla Iocie 3aBeplleHus] AeN B
JeNONPOU3BOICTRE.

[ocne yreepixaenus 1 cornacosanus I K onucell nes, 1okyMeHTOR, OUCH

" Ormetra « 3 1TK» o3Ha4a€T, 4TO HaCTh AQKYMEITOR MOKET ObITh OTHECEHA K CPOKY XPAHEHHA «TIOCTOMHHOY,
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¥ aKT O BBIACNICHUA K YHHUYTOKEHHIO JOKYMEHTOB, HE IIOJIENALIAX XpaHeHHIo,
YTBEPKAAKOTCS PYKOBOAUTENEM OpPTaHH3anyy, ITOCNIEe 4ero Aeia, BRIISEHHBIE O
aKTy K YHUITOXEHHIO, MOTYT OBITh YHUYTOXKEHE.

4.12. Opranuzaimu, B NEATETIBHOCTH KOTOPBIX HE CO3MAI0TCS JIOKYMEHTEI
ApxusHoro ¢ouga Poccuiickoii Deslepaliuy, CO3MAOT OMUCH Ael IO JUYHOMY
COCTaBy H OMMCH Jenm BpeMeHHBIX (cBbiue 10 jer) CPOKOB XpaHEHUs WU
00eCTIeUMBAIOT HX COXPAHHOCTS,

OpraHusanin Takxe COCTABIMIOT AKTEL O BRIIEJICHUH K YHHYTOXEHHIO
/IOKYMCHTOB, He NOANEXNAIMX XPAHEHHIO, H YHUITONKAIOT YKA3aHHbE JOKYMEHThE
10 NCTEIEHHH CPOKOB MX XPAHEHHS TONLKO HOCHE COCTABIEHMSA IONOBEIX paszneos
ONHCEH TeJl 0 TUYHOMY COCTaBY 34 COOTBETCTBYIOIIMI IEPUO/ M UX YTBEPHKCHUS
PYKOBOIUTENEM opraﬁmauﬂn.

4.13. [Mlena ua 6ymaxnom HOCHTENIC, BBIACHEHHBIE K YHHUYTOXEHHIO,
NEPCNAtOTCA  HA  YHHYTOXEHHE (YTHIM3AUMIO) 1O aKTy © BEUICICHHE K
YHUUTOMCHNIO NOKYMEHTOB (npuiioxkenye Ne 21), a TaiKe HA OCHOBAHMM HHEIX
AOKYMCHTORB, HOATBEPXIAIONIMX (AKT CAA9H JOKYMEHTOR Ha YHHYTOKEHNe
(yrunusanuio).

OJNEKTPOHHEIE [IE1a ¢ HCTEKIIAMY CPOKaMU XpaHEeHUs NOMIEKAT BELICCHHIO
K YHUYTOXCHHIO Ha OOHIMX OCHOBAHMAX, IIOCIIE Yero NPOBOIMTCA UX (PU3MYECKOE
YHHAYTOXCHUE WM YHUYTOXKEHHE IIPOrPaMMHO-TEXHHYECKHMH CpeacTBaMu ¢
COOTBETCTBYIOWIEH OTMETKON B aKTe O BBUIENCHHH K YHHITONKEHIMIO JIOKYMEHTOB
(npunoxerune Ne 21).

4.14. Jna obecrieyenus nopspka (GOpMHpOBaHWA W y4eta men B
JACNONMPOU3BOCTBE OPTaHK3aLHY COCTABIISETCH HOMEHKIIaTypa Jejl.

. 4.15. Homenxmarypa nem 3axpemnser Knaccupukamuo  (rpynnupoBky)
UCIIONHEHHBIX JJOKYMEHTOB B Jiena (3NMEKTPOHHBIE NENa) U SBITETCS OCHOBHEIM
YACTHRIM JOKYMEHTOM, OTPAKAIOIIMM COCTAB M OPTaHU3AIMIO IOKYMEHTAIbHOTrO
¢ouza opraumzaiyy.

4.16. Homenxnatypa fen SpmsieTcs oCHOBOMN s COCTaBNEHHS Onmced feu,

AIOKYMEHTOB INOCTOSHHOIO M BPeMeHHHIX (cBbime 10 jeT) CPOKOB XpaHeHMsd, a
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TaKxe Is yuera fei BpeMeHHsIX (10 10 eT BKIIOYUTENBHO) CPOKOB XPaHEHHA.

4.17. HomeHknatypa jen opraHuzalidi pazpabaTbiBaeTcs Ha OCHOBAHHH
THNOBBIX, BEAOMCTBEHHBIX M WHBIX MEPEUHEH NOKYMEHTOB C YKA3aHHEM CPOKOB
XPaHCHNUs!, MHBIX HOPMATHBHBIX ITPABOBBIX aKTOB, @ TAKKE TUIIOBBIX 1 IIPUMEPHBIX
HOMEHKNaTyp Je.

Turopast i IpUMepHas HOMEHKIATYPBI fell pa3pabaThiBalOTCS OpraHaMu U
OpTaHH3aluAMH, UMEIOUIMMY B MOOYUHEHHHM CETh OJIHOTHIIHEIX OpTaHU3ALHL.

Tunopas HOMeHKIATYpa YCTaHABAMBAET COCTAR KN, 3aBOJMMBIX B
OXHOTHITHBIX OPTaHU3AIMSAX, U ABJSETCS HOPMATUBHEIM HOXYMEHTOM.

Ilpumepnas HOMeHKTaTypa yCTaHaBIWBaeT NPUMEPHEIE COCTAB el
32BOAMMBIX B OpTraHU3auMsgX, Ha KOTOPBIE OHA DPACIPOCTPAHAETCH, U ABIIETCS
PEKOMEHIATENBHBIM TOKYMEIITOM.

4.18. HomenknaTypa fen Opramu3aldd COCTZBIAETCS HO YCTAHOBICHHOM
(opme (mpunoxenme Ne 25) Ha OCHOBaHWM HOMEHKNATYD A€l CTPYKTYPHEIX
noapasfencHu# (npunoskenue Ne 26).

OpraHusauMu -  HCTOYHMKM  KOMIUIEKTOBAHMS  [OCYLAPCTBEHHBIX
(MyHHLUNANBHBIX) APXUBOB O/IMH Pas B 5 JleT'2 COMACOBLIBAIOT HOMEHKIIATYDY €N
¢ 3K (OK) oprauuzauuy 4 npeAcTapisioT ce Ha COrNAcOBaHHe COOTBETCTBYIOMIMX
OIIK  uau  roCyNapCTBEHHOrO  (MyHMUMTANEHOTO) — apxdBa,  COTNIACHO
NPEIOCTABIEHHBIM EMY TTOITHOMOYMAM.

Opranusauuy, B HEATEIBHOCTH KOTOPBIX HE COIMAIOTCS JOKYMEHTE
ApxuHoro donga Poccukickoit Pegepaunn, yTBepaAaOT HOMEHKIATYDY Al
CaMOCTOSTEINBHO.

4.19. 3axouveHHsie AETONPOU3BOACTBOM Jefa TOCTOSHHOIO ¥ BPEMEHHBIX
(cBbre 10 JeT) CPOKOB XpaHCHHs, B TOM UYMCIE MO JTHIHOMY COCTaBY, IOCTE
OKOHYaHHA  KalCHIapHOTO Troja, B KOTOPOM OHHX  OBUIH  3aBefcHBI,
NOATOTABNMBAKOTCA K TIepe/iaye B apXUB OPraHH3AUMHU U IO/UIEKAT OPOPMICHHIO U

OITHCaHHUKO.

2 B cayuae usMeMeRUA GYHKIMH U CTPYKTYPb OpraHu3aLui HOMEHKARTYPA AEN [IOLNEKUT NEPEeCOCTARICHMIO,
COMIACOBAHMIO U YTBEPRISHYIO,
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B 3aBUCHUMOCTH OT CPOKOB XpaHEHUS MPOBOJAUTCS MONHOE HUNH YacTHUUHOE
ofpopmienne pen. IlonHoMy OQOpPMIEHHIO NONEKAT AeNa IOCTOSHHOTO H
BpemMeHHbIX (cBblie [0 1eT) CPOKOB XpaHEHHS U O TUYHOMY COCTaBY.

Odopmnenne fen Ha OyMaXHOM HOCUTENE NPEIYyCMaTPHUBAET:

NOAMIMBKY WIH TiepeniieT JOKYMEHTOB fena (HedopMaTHbiC IOKYMEHTHI
XPpaHATCS B 3aKPBITHIX TBEPABIX [TANKaX UM B KOPOOKax);

HyMEpAITUFO JINCTOB JIe]1a;

COCTABNEHHE NUCTaA-3aBepuHTeNs ena (mpunoxerue Ne 8);

COCTaBJIeHHE, BHYTPEHHEHN OMUCKH JOKYMEHTOB Aena (npunoxenue Ne 27);

odopmnenne oOI0XKKH aena (ipunoxenue Ne 28).

IIoaroToBKa 3JIEKTPOHHBIX [en AN Iepefadyd B apXUB OPraHU3aiuH
IpeAyCMaTpuBaeT COCTABICHHE ONHCH  3BJIGKTPOHHBIX  OeN, JOKYMEHTOB
(npunosxenus Ne Ne 17, 18).

4.20. B neno nomelaroTes AO0KYMEHTBE, KOTOpBIE 10 CBOEMY COIEpMaHHUIO
COOTBETCTBYIOT 3arcJIOBKYy AENa, IIPH 3TOM 3aIlpeulaeTcd IpyNIINpoBaTh B Aeia
YepHOBBIE U [OyOneTHble 3K3eMIUIAPBl JOKYMEHTOB, a TaKXe JOKYMEHTEL,
noAneXaLUike BO3BparTy.

TTpu hpopMupoBaHuy Aeaa HEOOXOAUMO COONIOAATE CAEAYIONINE TPeOOBaHMA:

AOKYMEHTHI TIOCTOSIHHOTO W BPEMEHHOTO XpaHeHUsS HeoOXOIHMMO
TPYNIIAPOBATEH B OTACILHBIC ACia,;

BK/IFOYATh B A€JI0 10 OAHOMY 3K3EMINAPY KaXKAOro JOKYMEHTa;

TPYNIIXAPOBATE B AeN0 JOKYMEHTH! OIHOI'O KAJICHAAPHOTO I'OA2; HCKIIOUeHUE
COCTaBISIOT: Ilepexojsllyie Aena, cyAcOHBle [eXa; JTHYHbie nIela, KOTOpEIe
GbOpMUPYIOTCS B TEYCHUE BCero NEpuoia paboThl JJUIA B OpraHU3aluK; JOKYMEHTSI
BBIOOPHBIX OPraHOB M MX IOCTOSIHHBIX KOMUCCHH, JETMYTATCKUX TPYI, KOTOpLIE
TPYNITAPYIOTCA 32 NEePUOJ CO3BIBA;, JOKYMEHTH! 00pa3zoBaTe/IbHBIX OpTaHU3ALMM,
KOTOpble (POPMUPYIOTCs 3a yHeOHBIH rof; NOKyMEHThl TEaTPOB, XapaKTepH3yoLue
CUEHMYECKYIO ASATENBHOCTD, B Ipe/eliax TeaTpajlbHOrO Ce30Ha; Jela (hUIbMOB,
pykonuceii, uctopuu donesHel.

Hpuxaam no JUYHOMY COCTaBY JHJOMXKHBI FPYIIHMPOBETLCA B JCjla B
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COOTBETCTBUH C YCTAHOBIEHHBIMH AJisl HUX CPOKAMH XPAHEHNS;

ROKYMEHTEI B JIMYHBIX AeNaX PACIIONATaloTcs B XPOHOTOTHYECKOM MOPAIKE
IO MEpe NOCTYILIENS,

MALIEBBIE CYeTa [0 3apaloTHOH IUIate paGOTHHKOB [PYNIHMPYIOTCS B
OTZENbHELE [e/Ia ¥ PACIIONAralOTCS B HUX M0 aTdaBHUTY GaMUITHI, UMeH U OTYECTE.

Hero Ha GymMaxBOM HOCUTENE HE JIOIDKHO CoflepKaTh Goree 250 nuctos, pH
TOJLIUHE He Sonee 4 cM.

4.21.  HoxymeHTEBl, COCTaBIIMIOUIME [eN0 HAa OYMa)HOM HOCHTENe,
TIONIKBAIOTCS Ha YETEIPE IPOKOIA (Ha TPY MIPOKOTIE — /711 ManoOpMaTHBIX feH) B
- TBEPAYIO OONOKKY MM IEPelNieTaoTes ¢ yYeTOM BO3MOKHOCTH CBOGOIHOTO
YTCHHA BCEX JOKYMEHTOB, HAT, BU3 U PE30JOUMH HAa HHUX, METALIHYeCKHe
CKPEILJIEHUS U3 HOKYMEHTOB yAaISIOTCA.

B Havane fesna Ha 6yMa)XHOM HOCUTENE PN HEOOXONUMOCTH TI0/(LIKBAIOTCS
JACTBl BHYTPEHHCH ONUCH [OKYMEHTOB jena (uprnoxerue Ne 27), B KOHIE
Kax/10To [1eNa — NUCT-38BEpUTENh Aena (npuioxenne Ne 8).

4.22. B uenax ofecrieueHus COXPAHHOCTH M 3aKpEIVIGHHA MOpPSIIKA
PacoNOXEHUA TOKYMEHTOB, BKIKOYEHHBIX B J€10 HAa OyMa)KHOM HOCHUTENE, BCE ero
MHCTHL (KpOMe JMCTa-3aBeputes Jelld ¥ BHyTpeHHeil ommcm) HyMEpYrOTCI B
BAIOBOM IMopsAfxe apabCkumu uupamy, KOTOpbie HPOCTABMSIOTCS B I[IPABOM
BEPXHEM YIWIy JIMCTA JOKYMEHTA NPOCTHIM IpaduTHBIM KapaHZalloM WM
HYMEPATOpOM. YHoTpeOieHue YepHUN M IBETHBIX KapaHnaulell [T HyMepaluy
AUCTOB 3amperaercs. JUCTbl BHYTpEHHEH OTUCH AOKYMEHTOB Jeja HyMEpYIoTCs
OT/IEIBHO.

JIHCTBI fieN, COCTOSUINX U3 HECKOIbKUX TOMOB WM YacTell, HyMepyIoTesl TIo
KaXJI0My TOMY /M YaCTH OTHENLHO.

DoTorpa(uy, HepPTexKHM, UarPaMMBI U [(PYTUe UWIMOCTPATHBHbIE TOKYMEHTEL
NPpEACTARIIIOLINE CAMOCTOATENILHBIA TUCT B Jlefie, HYMEPYIOTCA Ha 00OpOTHOM
CTOPOHE B JIEBOM BEPXHEM YTY.

CokeHHBIH JTUCT pa3BOpauMBaAETCs U HyMEPYETCs B PABOM BepXHEM yTRY.

[Tpu 3ToM nmcT moboro dhopmara, HOAWUHTEIN 38 OAUH KpaH, HyMepyeTes KaK OIdH
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JTCT; JIHCT, CIOMKCHHBIA W NOALIWIBIA 33 CEPeanHy, IIOANEKUT IEepPEelIuBKE U
HyMEpYyeTCs KakK OJUH JTUCT.

JIucT ¢ HArIyxO HAKJICSHHBIMU AOKYMEHTAMH (BBIPE3KaMH, BBITUCKAMH,
toTorpadusmMu) HyMepyeTCs KaK OJ¥H JUCT. Ecnu K JOKYMEHTY IOAKITeeHbl ONHUM
KpaeM [pyrue JOKYMEHTBl (BBIPE3KH, BCTABKM TEKCTA, HEPEBOABI), TO KaXIbIH
JOKYMEHT HyMepyeTcs OTAEIBHO.

TlomiuuTeic B JET0 KOHBEDTH C BIOKEHUAMH HYMEPYIOTCS; IIPU 3TOM
BHAYAJIC HYMEPYEeTCs KOHBEPT, & 3aTeM O4epeIHbBIM HOMEPOM KAKI0€ BIOKCHUE B
KOHBEPTE.

IomumThie B [0 HOKYMEHTHI ¢ COOCTBCHHOM HyMmepaiiueH JIHCTOB
(BKArouas nevaTHBIE W3[@aHWS) MOTYT HYMEpOEAaThCsi B 0OOINeM [OPSIKE WU
COXpaHATh COOCTRBEHHYIO HYMEPALVIO, €C/IM OHA COOTBETCTBYET MOPSAKOBOMY pac-
JIIOJIOKSHHUIO TUCTOB B JICIIE.

B cnydasx obuapysxenus GONBIIOr0 YHcHa OMEOOK B HyMEDAUHXH JIMCTOB
Jiena poBoauTes nepenymepauus. [lpu Hamrarn orAensHeIX oulMO0K B HyMepaLudy
JTUCTOB AeNa JOMYCKASTCs YIOTpeOneHUe IUTePHbIX HOMEPOB JTUCTOB.

4.23. Jluct-3aBeputens Aenad (rnpuioxenue Ne 8) coctasngercs Ha OTASIBHOM
JUCTE, B KAPTOTEKaxX — Ha OTASIBHOM JNuCTe GopmaTa KapTouku. JIMcT-3aBEpUTEND
JieNa TOAMMKCHIBAETCS €T0 COCTaBUTENEM. Bee mocneyoinne U3MEHEHUS B COCTABE
U COCTOSIHUHM ieNa (OBPSKICHAS, 3aMEHA ITOJUTHHHBIX JOKYMEHTOR) OTMEHAKITCA B
NUCTE-3aBEPUTENE CO CCHUIKON HA COOTBETCTBYIOIIMY aKT.

3anpemaeTcs BRIHOCUTE JIUCT-32BEPUTENb Ha OONOKKY Jena WIHM YUCTBIN
060poT AUCTA TTOCAEAHEro JOKyMeHTa. ECu A0 MOAMIUTO WM HePeIuIeTeHO 63
OraHKa JHUCTA-3aB8ePUTENs, OH JOJDKEH OBITH HAKIICeH 3a BEPXHIOK YACTE JTUCTA Ha
BIinpeHH}O}o CTOPOHY OOIOXKH B KOHIE néna.

4.24. Ha obnoxke Aen NMOCTOAHHOPO XpaHEHUs IIpelyCMaTpUBACTCs MECTO
TS HAMMEHOBAHUA FOCYIapCTBEHHOro (MyHUIIHIANLHOTO) ApXUBa, B KOTOPEIH fena
opranuzanua OyayT npuHATH (npwiokenue Ne 28). Ilpu obopmiennn 06I0KKH
Jefla HAaUMEHOBZHHE OPTaHu3alMd YKa3blBaetrcs IONHOCTHIO, B UMEHUTENbHOM

nagexe. Ilonnoe HanMeHOBAaHWE BRILIECTOALICH OpraHu3alyi YKa3plBACTCH Han
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HalMCHOBAaHUEM OpraHu3alpBd — UCTOYHHMKA KOMIIEKTOBAHMs (Takke B
HMEHUTEIIBHOM Maleke). Ecny opranusaius WIM BhIUIECTOAIIAS OPraHM3amys
UMEIT COKpallieHHble HAaUMEHOBAHMS, TO OHH YKa3bIBalOTCI B CKOOKax fochue
MIOJIHOTO HAUMEHOBAHUSL.

Ipy  n3meHeEnmy  HAaWMEHOBaHHMS  OpraHW3alE  (CTPYKTYPHOTO
TOZAPA3NICTICHNs ) B TEUEHKE [IEPHOI4, OXBATEIBAEMOIO OKyMEHTaMH Jefa, Wild [IPH
nepesa4e Jena B APYTYK OpPraHy3alMio (CTPYKTYpHOE Ioxpazfienesye), Ha
00NOXKKe Jiena AOMUCHIBACTCA HOBOE HAMMEHOBAHHE OTOH OpraHM3aLUM MM
OpraHU3AIMU-TIPABOTIPEEMHIK  (CTPYKTYPHOTO TIOAPA3feleHus), a [pexHee
3aKTI0YaeTCd B CKOOKM.

4.25. Ha obnoxke fena yKasbIBajOTCs:

HaMMEHOBAHYE OPTAKHU3ALIKWU 1 €€ HellOCPCACTREHHAS [I0AYMHEHHOCTD,

HAMEHOBaHWE CTPYKTYPHOIO HOAPA3ACICHNUS;

MHAEKC fiena;

HOMED TOMa (4acTH);

3aroJI0BOK Jena (ToMa, 4acTH);

Kpaiiue JaTsl neia (ToMa, 4acTh);

KOJTHYECTBO JIMCTOB B AeNe {TOME, YaCTH);

CPOK XpaHeHHs Aeid,

ApXUBHEIN N Kena.

4.26. 3aronosox aena Ha GYMaXKHOM HOCHTENE U 3arOOBOK SNEKTPOHHOTO
ACTA TIEPEHOCATCS Ha OONOKKY Ziena (SIEKTPOHHOrO ea) U3 HOMEHKIATYPE JIel
OpraHH3alliK. 3arcioBOK JOJDKEH COOTBETCTBOBATE CONEPIKAHHIO JOKYMEHTOB B
aene.

B tex crmywasx, korma Aeno COCTOMT U3 HECKONBKUX TOMOB (4acTel), Ha 00-
JIOXKY X&XAOTO ToMa (4acTH) BHIHOCUTCS OOUIMH 3aTONOBOK fefa, a MOpu
Heo6X0ﬂHM00n4-mﬂDnOBoxKamﬂOFOTOMa(qacnﬂ.

B saronoexax nein, coaepXallux KONHH IOKYMEHTOB, YKa3LIBAeTCS Ha
KOJMHECTBO KOMmMK. [lOAMHHOCTE JOKYMEHTOB Jela B 3arQJIOBKE He

OTOBapHBAETCH.




4.27. Jlena, BHEeCEHHBIE B OJOBBIC Pa3/leNbl CBOAHLIX OMMCEH, MIUAQPYIOTCS
[I0CNIE  yTBEP)KAEHHs/COTTIacOBaHUs TOLOBOrO pasmena cBomgHol omwen DMK
apXHBHOTO YYPEKACHUA ¥ YTBEPKACHUS PYKOBOSUTENEM OpPTaHHA3ALHN ([0 3TOrO
ApXHBHBIM IUA(DP APOCTABIAETCS KapaHJaIlioMm ).

4.28. Ha oOnoxke nena yxazplBaeTcs lara Jjiena — roi(sl) 3apeieHud H
OKOHYaHMA Jefa B IeTOPOU3BOACTBE.

Ecnu B #emo BKIIOUGHBl HOKYMEHTHI (HANpUMEp, NPUIOKEHMS), JaTa
KOTOPBIX HE COBINAAactT ¢ JaTOR Aena, TO oA AaTOH ¢ HOBOMH CTPOYKH genactcs ob
BTOM 3aIMCh: «B mene MMeoTcs JOKyMEHTHI 34 ... ToA(bI)».

Jlata nena MOXET He yKa3bIBAaTLCH TONBKO Ha OOJIOKKAX A€, COMEPIKAINX
rOJOBBIC IJIAHBI H OTYETHI W APYTHE AOKYMEHTHI, JaThl KOTOPBIX OTPaXKarOTCS B
3aroJIOBKax ne.

Haroii jenm, comepKalluX pacllOPIOWTENIBHYI0, TBOPYECKYI0 M HHYIO
OOKYMEHTAIMIO (ZOKJaAbl, NHCbMa, CTEHOIPaMMbl), [ KOTOpOH TO4Has
JaTHPOBKA MMEET BAYKHOE 3HAUEHHE, & TAKKE ATIS J1ell, COCTOALIMK U3 HECKONBKUX
TOMOB (YacTelf), SBISOTCA AaThl (MUCI0, MECAI, TOM) PErdCTpalun (COCTaBIeHH ,
TIOCTYIUIEHHUSA) CaMOI0 PaHHEro W CaMoro MO3AHEro NOKYMEHTOB, BKIIOYEHHEIX B
neno (KpalfHHe OaThl Aell, TOKYMEHTOB).

Hatofi gena, coepXallleTo TIPOTOKOBl 3ACCHAHME, SBITIOTCA ATl
YTBEPXKASHUSA (€CNH OHM YTBEPHKAAIOTCS) MM [aThl HEPBOTO U TIOCHEIHETO
IIPOTOKONA, COCTARNSIOUINX ALTO.

Jlatoll nuMuHOro Aesa ABAAIOTCA NATHl NOANMCAHEA NPUKA30B O MpHUEME H
YBOJIBHEHHH JINLA, HA KOTOPOE OHO 3aBE/CHO.

Ilpu oOo3HaueHWM naTHl AOKYMEHTa CHayalla yKa3LIBaeTCs YHCHIO, 3aTeM
Mecsii ¥ rof. Yucmo u rog o6o3HavaoTcs apabckumMu b paMu, Ha3BaHue Mecsaua
— CJIOBOM.

Ecnmi naTa JOKyMeHTa WM OTACHbHBIE €€ 3JeMEHTBl ONpeNesoTes IpH-
61U3UTeNbHO, Ha OCHOBAHWH aHAINW3a COACPKAHMS NOKYMEHTAa, TO JaTa WIH
OTAENBHBIE €€ 3JIEMEHTBl, He a0COMIOTHO [AOCTOBEPHBIE, 3aKNIOYalOTCa B

KBajipaTHbIE CKOOKH.
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4.29. O0sa3aTeNbHBIMM PEKBU3HTAMM OONOXKKH fAefda ABMISIOTCA yKa3aHue
KONHYECTBA NUCTOB B jene’” (UPOCTABNAETCS Ha OCHOBAHMM JTHCTA-33BEPHTENS
hena) 4 CpOK XpaHeHus nena (Ha nenax MOCTOSHHOTO XPAaHEHHA MMILETCS:
«XPpaHUTh ITOCTOSHHON ).

4.30. dns ydeTa NOKYMEHTOB OINPENCICHHBIX KATErOpuii Aes Ha OYMaKHOM
HOCHTENE (Nu4HBle, cyJeOHBIE nena, MaTepuaibl YTrOJOBHBIX €I, felna o
IIPUCYXICHHHN YYSHBIX CTelieHed U IPUCBOSHNH YUEHEIX 3BaHUMH, JeNla, CBI3aHHbIC
¢ BBIAAYCH ABTOPCKMX CBHIETENBCTE M MATEHTHEIX H300pPETEHWI) COCTABNACTCS
BHYTPEHHSAS ONUCH TOKYMCHTOB J¢a.

Ecnu neno na SymaskHOM HOCHTeNe MepEmIeteHo WK MOAIIHNTO Oe3 Bnanka
BHYTPCHHEH ONUCH [IOKYMEHTOB, TO COCTaB/CHHAaS N0 YCTAHOBIEHHON dopme
BHYTPEHHsIs1 ONTUChH TIOAKNEHBACTCA K BHYTpeHHEH CTOPOHE THLEBON OOIOXKKY JIeNa.

VsMenenns cocraBa JOKYMEHTOB Iena (U3BSATHSA, BKIKOYEHNS JOKYMEHTOR,
3aMEH2 JOKYMEHTOB KOIMAMY) OTpaxaroTed B rpabe «IlpuMedanue» BHyTpenHel
OIMCH CO CCHITKAMK Ha COOTBETCTBYKOIIHXE 8KThL [1pH HEOOXOMHMOCTH MOrYT OBITh
COCTaB/I€HB! HOBas HTOTOBAS 3AIIMCh K BHYTPEHHEH OMUCH ¥ TUCT-3aBEPUTEND JIENIa.

4.31. Hena nepenaroTcs B apXUB OPraHU3aLUM [10 ONTUCIM, COCTABJICHHBIM B
CTPYKTYPHBIX [OApa3HeIeHUSX.

Ornvicu nen CTpYKTypHEIX TOAPa3AeNeHHMH COCTABISIOTCS 110 YCTAHOBIEHHO!
hopme (punoxenye Ne 23, 24) B IBYX 3K3eMILTAPaX U OPEICTABIAOTCS B apXuB
OpraHu3aul{ He MO3[HEe YeM Yepe3 OAWMH TOHA IOche 3aBeplleHus Jel B
JeNIOIIPON3BOACTES.

Onucn cocTaBnAOTCs OTACNIBHO HA [e/a TOCTOSHHOTO XpaHeHMs; Jela
BpeMeHHbIX (CBbille 10 JIeT) CPOKOB XpaHeHHs, B TOM YHCIIE TI0 JIMYHOMY COCTaBY,
U felia, COCTOALIME U3 TOKYMEHTOB, XapaKTEPHBIX TONBKO IS JAHHOM OpraHH3aLuuu
(cyneOHbie, creNCTBEHHEIC Aeia, HAay4YHbIe OTUETH 110 TeMaM). OTAeNbHbIE OIUCH
COCTaBNAIOTCA Ha €JUHHULbl XpaHEHHS NICKTPOHHBIX HOKYMEHTOB TIOCTOSHHOTO
XpaHeHHs; BpeMenHbIX (CBRILUE 10 IeT) CPOKOB XpaHEHH A, B TOM HHCIIE [10 TUYHOMY

COCTaBy.

3 Jias nen ua GyMamHOM HOCHTENE,
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432. llpn cocTaBReHHM OMMCH [l CTPYKTYyPHOTO TOApa3feNeHus
cobnrofaorcs cremyioniye TpeboBaHug:

3aroJIOBKH A€1 BHOCATCS B OMMCH B COOTBETCTBUH C IIPUHATOH CXeMOii
CHCTEeMATH3aI[U} Ha OCHOBE HOMEHKIIATYDH Jell;

Kaxnoe Ne10 BHOCHTCS B ONUCH THOJ IOPARKOBEIM HOMEPOM (€CTH JAeNo
COCTOMT M3 HECKOIBKKUX TOMOB WJIM YacTe#, TO KAKIBIH TOM MK 9aCTh BHOCSTCS B
OITHCH ITI0[T TIOPALKOBEIM HOMEPOM);

rpadbl OMHUCH 3aNOMHSIOTCA B TOYHOM COOTBETCTBHH CO CBEICHHAM,
KOTOPBIC BRIHECEHBI Ha O0OJIOXKKY Aeia;

rpada onucu «llpaMedanue» UCTIOAbIYETCS AN OTMETOK O [pUeMe fern,
OCOBEHHOCTAX (PUIMYECKOTO COCTOSHMS, O Iepelade Ael APYTHM CTPYKTYPHEIM
MOAPAa3sAeCHUAM CO CCHUIKOM Ha HeOOXOZUMBIN aKT, O HaTUYUH KOIIUIL.

B xoHue onucy Beaen 3a nocieiHed onMcaTeNbHOU CTATheH 3aNMONHAETCS
UTOTOBAA 3allUCh, B KOTOPOH ykasspiBaloTes (IupaMy ¥ NPONKHCEI0) KOMHYECTBO
AeH, NEPBBIH W [IOCIENHUE HOMEpA JAeN 10 OMUCH JeN, 4 TAKKE OTOBaPUBAKOTCS
0COOEHHOCTH HyMepalMH Oel B ONMuCH (Halidde TUTEpHEIX M IPOIIYIIEHHEBIX
HOMEPOB).

Ilepex BHeceHHeM 3aroNOBKOB el B OLIMCH MPOBEPAIOTCS KAYECTBO
$bopmupoBanus 1 OYOPMICHAA AEN, COOTBETCTBHE KOIMYECTBA JieNl, BHOCHMBIX B
OTIKCh, KOJIMYECTBY 3aBEJICHHBIX [eJ1 TI0 HOMEHKIIAType HeNl OpraHu3alyi.

IIpu mpocMOTpe Aent NMpOBEPAITCS: COOTBETCTBUE 3aro/oBKa feNa COomep-
KAHHIO JOKYMEHTOB B JI€Tie; NPaBUIbHOCTE OQOPMIICHHA W TPYIIHMPOBKY JOKY-
MCHTOB, BKI/IIOYCHHBIX B JIEJIO; Ka4€CTBO IOAUIMBKY WITH TepelvieTa jaena; Ipa-
BHILHOCTD HYMEpaluy JHCTOB Le/1a; HATUYME B JleNe, B HeoOXOMUMBIX cIydasX,
BHYTpEHHEll ONWCH Jena H NpaBHIBHOCTH ee COCTABJICHUSA; [IPABUILHOCTE
opopMIeHnsA OBIOXKKH Jesa; HATHYKE U [IPABHILHOCTL JICTa-3aBepyUTeNs neia. B
Cyuae OOHADYXXEHWS HapyIIeHMs YCTAHOBIAGHHBIX MPABUT (GOPMUPOBAHHA W
0QOPMIIEHUS el OHU JAOTKHEI ObITH YCTPAHEHBI.

B ciyuae obHapyxeHus 0TCYTCTBUA Aeil, SUCIALUMXCS IO HOMEHKIATYPE Aei

OpTaHU3allKH, CTPYKTYPHBIM I[IOApa3/ieleHMeM OPHHUMAIOTCS MEphl 110 PO3BICKY.
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ObnapyKeHHBle [ena BKNIOYAKOTCSH B ONUCH. ECIAM TPUHATHIE Mephi HE Aand
pesynLTaToB, TO Ha HeoOHApyXKeHHBle Aena COCTABASETCs akT of  yrpare
JOKYMEHIOB,  KOTOPBIA  NOONKCHBAETCA  PYKOBOAUTENEM  CIPYKTYPHOIOC
NIOApasaeNIeHns 1 NepefacTCd BMECTE C ONUCHIO AL CTPYKTYPHOTO [TOApasIeneHus
B apxXuB opra"usauui {rpunoxenue N 6).

4.33. llepenavya nern B apxyB OpraHU3alldu OCYIUECTRBIAAEICA O IpaduKy,
COINaCOBAHHOMY € PYKOBOINHUTENAMHK CTPYKTYPHBIX [[OAPA3ACISHIH, MTepeJaroilix
JOKYMEHTB! B @pXHB, H YTBEPKIECHHOMY PYKOBOIUTENEM OPraHu3aliy.

B mepuon mnonroroBkr gAen Ha OYyMaXKHOM HOCHTENE CTPYKTYPHBIM
NOJIpa3/ICTICHAEM K IIepegade B apXWB OPraHu3allud COTPYAHUKOM apXHBa
NPOBEPAETCS TIPABUNBHOCTE UX (HOpMHUpORAHUS, OMOPMIEHKS M COOTBETCTBUE
KOJIMYECTBA [AEN, BKIIOUEHHAIX B OMNHMCh, KOJWYECTBY He&il, CHOPMHPOBAHHBIX B
COOTBETCTBMM C HOMEHKIATypOH IeNl OpraHu3auud. Bcee BeIgBIEHHBIE IIpd
NpOBEPKE HEOOCTATKU B (POPMHPOBAaHUH U OGOPMIEHUW fAel paboTHHKH
CTPYKTYPHOI'O NoJApa3AeNieHUs 00434HbI YCTPaHHTE.

llpnem-nepenavua nen B apXWB OPTaHU3AMU ITPOM3BOAUTCH paGOTHHKOM
apxXwBa OpraHu3alMy B IPUCYTCTBUY pabOTHUKA CTPYKTYPHOTO Nojpasaeneiins. Ha
3K3ECMILIAPAX OIHMCH ACH, JOKYMEHTOR IPOCTABISETCS OTMETKA O HaNH4YMy Aena. B
KOHUE KaxJ0TO OK3EMILIApa OIMCH YKa3biBAIOTCS LHAQPAMH U [IPOMKUCHIO
KOJIMYECTBO (aKkTUYECKU MPUHATEIX B ApXHB AeJl, HOMepa OTCYTCTBYIOLIUX HeJ,
HaTa npueMa-nepenadn Jes, a TakKe IOAIUCH WA, OTBETCTBEHHOTO 3a apXuB, U
Nuia, nepeAasiiere aena.

434. llepegaya OSIEKTPOHHEIX JIOKYMENTOB B APXHB OpraHu3alfun
HPOU3BOAKTCS Ha OCHOBAHUM OMKCEH SIEKTPOHHBIX AEH, JOKYMEHTOB CTPYKTYPHRIX
nozpasaeleHn i 110 HHPOPMAIHOHHO-TEEKOMMYHIHKAIHORHON céTH (Opy HATHUY UK
B apxXWBe OpraHW3allud UHQOPMAIMOHHOM CHUCTeMBbl) HAW HA (PU3HYCCKHU
060COONEHHBIX MaTepPUAIbHBIX HOCHTENAX, KOTOpBlE NpPE/CTAaBISIOTICS B JBYX
MIOSHTHYHBIX 3K3eMILIIpax.

[Ipy pepefgaue DSIEKTPOHHBIX JOKYMEHTOB B apXUB OPTaHM3alMH

BBIIIOJIHAIOTCS CICRYIOIHE OCHOBHBIE TIPOLEAYPD] PAOOTh ¢ JOKYMEHTAMU:
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bopMHpoBatKe B HHGOPMALAOHHOH cHCTEME OpraHM3alHy IEKTPOHHBIX
ACT, ABIAIOMMXCS COBOKYTHOCTEIO KOHTEHHEPOB 3NEKTPOHHEIX JIOKYMEHTOB HIH
KOHTEHHEPOM 3MEKTPORHOTO JOKYMEHTA, COEPIKAIEM KOHTEHT ¥ MeTaiaHHbIe
SJIEKTPOHHOTO IOKYMEHTa, aiIiEl SNEKTPOHHEIX OAIKCEH H BH3Y ATH3HPOBAHHYIO
KOLIHIO TEKCTOBOT'O 3IEKTPOHHOIC JOKYMEHTa B popMare PDF/A;

GOPMUpOBaHHE OIWCH 3NEKTPOHHBIX e, AOKYMEHTOB CTPYKTYPHOIO
II0Pa3eIICHHS;

TPOBCPKA apXWBOM OPraHM3alyy SIHEKTPOHHBIX MOKYMEHTOB HA HANHYME
BPENOHOCHBIX KOMITBIOTEPHBIX IPOIPAMM;

IpOBEPKA BOCIPOM3BOANMOCTHU ANEKTPOHHEIX JOKYMEHTOB,

IIpOBEPKa (U3MYECKOI0 W TEXHWYECKOIO COCTOSHHS HOCHTeneit (ipu
TICpeAaie OMEKTPOHHBIX AOKYMCHTOB B apXHB OPraHM3alidd Ha (DH3UYECKH
000COOIEeHHEIX MaTepHATBHEIX HOCHUTENIX);

NPOBEPKA  NOMIHHHOCTH JIXEKTPOHHOW MOJNMCH, KOTOpOM NOjamHcaH
SJICKTPOHHDBINA TOKYMEHT.

IlpueM  oNEXTPOHHEIX  [OKYMEHTOB B  apxus OpraMu3alid o
HHQOPMAIIOHHO-TENCKOMMYHHKALMOHHOR  CeTH (Ipy  HaIMYMH B  apxwuBe
OpraHusalii MHGOPMAlMOHHON CHCTEME!) MIHM Ha (H3MYeCKd 0BOCOBIICHHEIX
HOCHTENAX OQOPMISETCS COCTABIEHHEM HTOTOBON 3amMCH B KOHIE OIHCH
STCKTPOHHBIX JIEN, NOKyMEHTOB, B KOTOPO# HMU(PaMH M NPOIHCHIO YKA3HIBAETCH
KONUYECTBO (PaKTHIECKH NPUHATHIX B apXUB SIEKTPOHHEIX AeT H SIEKTPOHHBIX
ROXyMEHTOB. MITOroBas 3aMHCE MONTBEPKNACTCS IONIMMICAMMU COTPYIHUKA apXWBa U
COTPYZAEHKS CIPYKTYPHOTO NOApas[eNeHusd, NePeiaBIiero 3HeKTPOHHEIE Aeia I
AOKyMEHTH!. IIpu mpueMe Ha apXUBHOE XpaHeHHe BIEKTPOHHEIC [ieNa 3aBepAOTCs
3J1eKTp0HHoii LOIHCEE} -pYKOBO,E[IfI‘TeJIH OpraHy3alluy, Ui YIIOIHOMOYEHHOTO UM
JOIDKHOCTHOTO JIHIIE,

Ilocie mnpuema B apXMB SNIEKTPOHHBIX BOKYMEHTOB Ha (U3WYECKH
000COBIICHHEIX MATEPHATBHEIX HOCHTENIX BKNIQJBIIHE, [OMEIICHHbIe B QyTasp
CAMHHIEL XPaHCHUS B CTPYKTYPHOM IOApa3C/CHNH, 3aMEHSIOTCS HA BKIIA BRI,

0(OPMIICHHEIE B apXHBe,
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Ha sknanemmie, nomeniaeMoM B QyTIsp eIHHUUB! XPAHEHHUS, OQOPMILEMOM
B apXWBe, YKa3h{BAETCA!

HayiMeHOBaHHWE OpraHU3aluy ([IOIHOE, COKPAIeHHOE );

Homep donaa;

HOMep OITHCH BNIEKTPOHEBIX A, NIOKYMEHTOB,;

HOMED A€Jia [10 OIHCH;

OTMETKA O CTATyCe OK3eMIUIIpa JJCKTPOHHBIX JOKyMeHTOB: «OcH.»

(ocHOBHON) Mun «Pab.» (pabounii);

KpalHue 1aThl JOKYMEHTOB 3MIEKTPOHHOTO [IENA;

OpU  HEOOXOAMMOCTH OGMOPMISIOTCH  JNOIONHHTENbHBIE OTMETKH 00

OTPaBMUCHHHU AOCTYIIA K JOKYMEHTAM.

Bxnagenu — nmomeimmaercst B byTasp  Qu3Huecku  000COGIEHHOTO
MATEPUATLHOTO HOCHUTENS TaKHM O0pa3oM, YTOOB! HAANKUCK HAE HeM OBLIM BUJIHBI

IIPH 3aKPBITOM GyTispe.

V. OPTAHW3 ALV UCTTOJTIE30BAHUS JIOKYMEHTOB APXUBHOI'O
®OHJA POCCUNCKOI OEJEPAITU 1 JIPYTUX APXUBHBIX
JIOKYMEHTOB OPT AHM3AILTVN

5.1. ApxuB Opraiusanyiy AOIKeH NPEeLOCTaRNIATh [IONBE30BATEN0 TOKYMEHTEI
ApxusHoro Gonpna Poccuiickoin demepaliyt ¥ Apyrue apxuBHBIE JOKYMEHTH, a
TalOKe CIIPaBOYHO-IIONCKOBBIC CPEACTBA K HUM.

5.2. JlocTynn K HOOKYMEHTaM MOXKeT OBIThb OTpaHH4YeH B COOTBCTCTBHUU ¢
3aKoHONaTeNbCTBOM Poccuiickod Pepepauun, a Takke B COOTBETCTBUU ¢
pacrmopspxenimeM  cOOCTBEHHMKa WMAM  BIAAENbIla  APXUBHBIX  JOKYMEHTOR,
HaXOSAINUKCA B YACTHOH COOCTBEHHOCTH ¢,

5.3. Ilonp3oBarenu Opu KCIONB30BAHUY JOKYMEHTOB apXuBa OpPraHu3aluy

0DA3aHbI A€HaTh CCLUTKH Ha MECTO XpPaHSHNS NOKYMCHTOB.

“ YacTs | crarsy 25 denepanbHoro 3axoma ot 22 okTadps 2004 r. N 125-D3 «OF apxusHom Acie B Pocerickoit
Denepalui,
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54. Cocrae HCA apxmpa oprauwsaiyy OIpPEmeiseTcs COCTABOM H
COACPXKAHHUEM XPAHAIIAXCA B HEM JOKYMEHTOB, XapaKTepOM M 3a1aUaMy [1OUCKA H
MHTCHCHUBHOCTEIO HCIOJIB30BAHUS JOKYMEHTOB.

OcuoBHBM  (00%3aTeNbLHEIM) apXHBHEIM  COPAaBOYHHKOM B  apXuBe
OpraHM3alliyl SBISETCA OIMMCH e, JOKYMEHTOB. B JloNONHeHWe B apXube
OpraHM3allii BeOyTCd BCHOMOTATC/IbHBIE ApXHUBHBIE CIPABOYHHKHA - KATAJOTH,
yKazaTeNH, HCTOpHYeCcKas CpaBka K GOHY.

5.5. B nenax obecreeHus COXPaHHOCTH, CBOSBPEMEHHOr0 0T60pa H yIeTa i
CHCTEMATH3ALNH A&, TOANEKAIMX IOCTONHHOMY U BpeMeHHoMy (cBrime 10 neT)
CPOKOB XPaHEeHHUs, B OpraHu3alliy COCTABIAIOTCS OIMUCH JeN], JOKYMEHTOB.

Onucu CoCTaBNAOTCA OTALIBHO Ha eI, AOKYMEHTHI:

TIOCTOSHHOTO CPOKa XPAHEHH,

BpemMeHHBIX (cBaIIe 10 J1eT) cpoKOB XpaHeHws;

10 IUYHOMY COCTaBy;

XapaKTepHbIe TONBKO ISl JAHHOY OpraHu3aluy (Cyne6GHbIe e/, MATEPUATIL
YTONIOBHEIX [I€], HAYYIHbIE OTYETEI I10 TEMaM).

AHaIOTYHEIE OIUCH COCTABILIIOTCS HA 3NEKTPOHHEIE Ae/Ia, TOKYMEHTEL

CpoziHBIE ONMUCH REN, NOKYMEHTOB OPraHM3aldHd COCTOST W3 TONOBBIX
pasfeos, COCTARISEMBIX HA OCHOBE IlePEIaHHbIX B apXHB OpraHU3alvy OIMcelt fen
€€ CTPYKTYPHBIX IIOAPA3eNICHIH 3a OlPeIeSICHHBIE I'OMBI, ¥ CUCTEMATH3UPOBAHKEIX
B Mpe/eaax KaX[oro Tofa B COOTBETCTBHM C YTBEPXIACHHOM CTPYKTypOR
OpraHU3alMy Ha STOT o,

Ommcu  jen, OOKYMEHTOB COCTABNSIOTCA [0 YCTAHOBJAEHHOH Qopme
(npunoxenus Ne 14, 15, 16, 17, 18) 1 COCTOAT U3 OMUCATENBHEIX CTATEH €AMHMAL
XpaHeHusd, HTOI'0OBOH 3aITHCH, ania-3a3€pmena u CﬁpaBorIHoro annapaia K OITHCH.

OnwmcarensHast CTAaTh OMMCH BKIIOYACT: NOPSAKOBRIE HOMED EXMHHITSI
XpaHeHKsA, WMHAEKC CIAMHMIGI XpaHeHWs (II0 HOMEHKIAType JEN); 3aroJOBOK
COMHUIEI XPAaHCHMA, BKIFOYANONMY YKa3aHWE Ha HaIW4YHe KOIWH, eciul B Hei
XPaHATCA KOMHM JIOKYMEHTOB; KPahHKe NaThl 6AVHHIIb! XPAHESHHs; CPOK XpaHeHHs

(Ans omnmecedt fen, NOKYMCHTOB BPEMEHHOIO XpaHEHWs); KONMYECTBO JIMCTOB B

el
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COVHUIE XpaHeHus. 3arclioBOK Jiena MoXeT OBITE JONONHEH aHHOTAIMEH
OTHENLHEIX JOKYMEHTOB (TPYIIIEI AOKYMEHTOB) €AMHUIE! XPAHESHHUA.

B copapoursff anmapaT K ONMCH BXOAST: TUTYJIBHBIM JIHCT, COJEpIKaHue
(ornmaeneHue); NPEIWCIOBHE, CIOMCOK COKPAUICHWM; YK434TENH K OIUCH
(upeMeTHBIH, HMEHHOM, reorpagudecKoi).

CocTaB cHpaBOYHOTO aNmapara K OMMCH 34BUCKHT OT CPOKa XpaueHus
BKIIOYEHHEIX B HEE JOKYMEHTOB M HX BUIOB.

K onucsam aen, IOKyMEHTOB [TOCTOSHHOT'O XPaHEHMS U IO IMYHOMY COCTaBY
COCTAaBJIAIOTCA TUTYNLHEIA JIACT, IPEIUCIOBHE, OTTIABIICHUE, P HEOOXOAUMOCTH —
CIIHCOK COKpPALICHHH, YKa3aTenu.

Ha THTYIEHOM &HCTE ONMCH YKa3BIBAIOTCHA: IWOIHOE HAUMEHORAHHE
TOCYIapCTBEHHOTO (MYHHLMIANBHOTO) apXxuBa (ecid OPraHu3alMs SBISETCS
HCTOYHWKOM €ro KOMIUIGKTOBAaHWA), TIOCIHE/IHEE IIONHOE HAWMEHOBAHUE
OpraHM3aliiy, COOTBETCTBYIOIEE HA3BAaHHIO €€ AapXWBHOTO (OHOA, HOMED
apxusHOro ()oHOa, HOMED W Ha3BaHUE ONWCH, KpaiiHue JIaThl BHECEHHBIX B OMHCYH
SIVHUIl XPAHESHHSL.

Ecnmn mamveHnoBaHWe OpraHM3anuy H3MEHANOCh, HA TUTYNILHOM JwcTe (B
ciyqae HeOOXOOMMOCTM — Ha JONOJHHTEIBHOM JIMCTE) IO TOCHSIHUM
HAMMEHOBAHHEM OpraHu3ally¥ YKa3hIBaloTCA B CKOOKaX Bce e€ IepeMMeHOBAHYS B
UCTOPUYECKOH  (XpOHONOTHYECKOH)  IIOCHENOBATENBHOCTH 33  UEPHOL,
COOTBETCTBYIOIHH KpalfHUM JaTaM eIMHUL] XpaHeHHS, BKJIIOYEHHBIX B OITUCh.

B npenycnoBuy K OITUCH KPATKO U3JArar0TCs TiepeMMEeHOBAHMS OPraHN3aliy
B MCTOPWYECKOM (XpOHONOTMHEeCKOoM) MOCHE[OBATENEHOCTH 3@  IEPHOL,
COOTBETCTRBYIOIIMY KpalHUM JaTaM EAMHUI] XpaHEHHUSs, BKIIOYEHHHIX B OINCE.
Hpenncnoiaﬁe TIOATIACHIBAETCS COCTABHUTENEM C yKaBaHHeM nomﬁocm ¥ JIaTH
COCTaBIEHUA.

K ommcu nen, mokymentoB BpeMmeHHOro (cBhIme 10 ner) XpaHeHWA, npH
HeoOXO0IHMOCTH TaK)Ke MOT'YT COCTABILITECH OTNIABICHUE, CITMCOK COKPAIICHMM.

Omnucw (rozossle pa3gensl OIHcei) A6, JOKYMEHTOB COCTABISIOTCS:

NOCTOSMHHOIC XpaHCHHA — HC MCHEE YCM B YEThIPCX IK3EMILIpax: TPH Ha
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OyMaXXHOM HOCHTENe M OOWH — B 3JeKTPOHHOM BHAe (B KaudecTBe pabouero
IK3eMILISIPA);

BpeMeHHOTO (cBBie 10 neT) xpaHeHUs — He MEHEe UEM B JIBYX SK3EMIUIApaX;

JOKYMEHTOB MO JIMYHOMY COCTABY OpraHu3alyfi — HCTOYHHKOB
KOMIUIEKTOBAHUS [OCY JaAPCTBEHHBIX (MYHMIMIANBHBIX) apXUBOB — HE MEHee YeM B
YeThIPEX IK3EMILIIPax: TPH Ha OYMAXKHOM HOCHUTENE, OUH — B 3JEKTPOHHOM BUAC
(B KauecTBe paboyero SK3SMIUIIPA);

OOKYMEHTOB TI0 JIMYHOMY COCTABY OpraHW3alyiid, He SBRJISIOINUXCH
UCTOYHHKAMM KOMIUIEKTOBAHUS OCYAAPCTBEHHEIX (MyHUIKIANHHEIX) apXUBOB, —
HC MEHee 4eM B TPeX SK3EMIUIApax.

Omnucu (roj1oBBIE pa3iennl OUCER ) e, TOKYMEHTOR BpeMeHHOro (cBbiiie 10
net) xpanesus cornacoserBarotest ¢ LIDK (3K) opranuzanum, nocne uero
YTBEPXKIAIOTCSA PYKOBOAUTENEM OPTaHM3aIHH.

Ha pacemorperue OIIK npeacTapisiioTes, HE MEHEe YeM 4epe3 3 roJia mocnie
3aBEPILICHYS AENONPOM3BOACTBOM AL, BKIIOUYSHHBIX B pa3fei:

onucH (rOIOBEIC pa3felisl OMHUCEH ) e, JOKYMEHTOB IIOCTOSIHHOTO XpaHeHHUS
Js YTBEpXKICHUS;

onvcu (rofJoBblEe Pa3feNsl OMUCEH) feN, JOKYMEHTOB II0 JIUYHOMY COCTaBY
IUIS COTTIAcOBaHms .

Ilocne yrBepxaeHns (COTNAcOBaHUs) OMMCEH (TONOBBIX Pa3fieNioB OIMCeH)
JIIK oHH yTBEpX1ar0TCA PyKOBOIUTENIEM OPraHH3aliyH.

B rocymapcTBeHHBIN (MYHUIUNAIBHBINA) apXUB NIepelaloTea TPU SK3eMIUIIpa
OIYCH JieNl TIOCTOAHHOTO XPaHEHWs, OAUH SK3eMIULIP OMHCHU AEN MO JIAYHOMY
COCTaBy, yTBEpXJAeHHBIX (cornacopannlx) JIIK, a Taike 10 0qHOMY IK3EMIUIAPY
KaK/OH OTIHCH B 3MEKTPOHHOH popme (B KauecTBe pabouero 3K3eM:1'IJI$Ipa).

OnrH 3K3eMIUBIp ONMCU [/ NOCTOSHHOTO XPaHEHWS W JIBa HK3eMIUISIpa
ONMCH ZeN 10 JTHYHOMY COCTaBY OCTAKOTCA B OpPraHU3alldN.

Buecenre nsMeHeHuH B TOAOBOM pa3acil OIIHCH OCJ1, JOKYMCHTOB ITOCIIC €TO

* Onuew nen, AOKYMEHTOB (10 NYYHOMY COCT@BY COCNGCOBBIBRKOTCA COOTBETCTBYIOUIMM TOCYARPCTBEHHLIM
(MYHHUHTANBHEIM) QDXHBQM COMNACHO 1PEAOCTABNCHHBIM EMY ONTHOMOUHIAM.
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yreepxzaeHus (cornacoBanus) OIIK  jgomyckaetes 1TOABKO HA OCHOBAHMH
cooTBeTCTBYIOLIEro pemieHus IIK.

5.6. Hcropuueckas crpaBKka K (OHAY COCTOHT U3 TpeX PAaslesioB: WCTOPUS
ponnoodpazoBaTes, OTPAKAIOILAS WCTOPHIQ OpraHM3alyM CO CCHRUIKAMU Ha
COOTBETCTBYHOIIINE 3aKOHOZATC/ILHEIE ¥ HOPMATUBHBIE aKThI (IATEl 00pa3oBaHus,
[ePEUMEHORAHMSI, peopraHu3anuy, NAKBUAALINY, BETOMCTBEHHYIO
NPUHALJIEXKHOCTD, CTPYKTYPY U DYHKIUU, MX U3MEHEHNUS, Ha3BaHUE OPraHU3aliit
IpeNIeCTBEHHNKA ), HCTopHs QoHMa (00BeM, KpaliHie ZaThl JAOKYMEHTOB, CTEIEHD
UX COXPAaHHOCTH, JaThl Nepefadd AOKYMEHTOB Ha TIOCTOSHHOE XpaHEHHE) U
XapaKTepHCTHKA JOKYMEHTOB (POHHA (pa3HOBMOHOCTH MOKYMEHTOB, 0COOEHHOCTH
hOPMUPOBAHKS SAMHUL XpaHEHHUS W MX CUCTEMaTH3alliy, Haluuhe JOKYMEHTOB,
BBIXOIAILIMX 34  XPOHOJIOTHMYECKUE TPAaHULBl JeATEIbHOCTH (BOHA00OpaszoBaTens,
COCTAB CNIPAaBOYHOIO aMIapaTa K (POHIY, MECTO XpaHEeHHS TOKYMEHTOB IO JTHUHOMY
COCTaBY).

Hcropuueckas cnpapka X GOHIy COCTABISETCSH B ABYX IK3EMILISIpax, OJHUH —
XpaHuTcs B aene  (OHOA, BTOPOM — TMepegaeTcs B IOCYAapCTBEHHAINR
(MYHUOMTATBHEIN) apXuB.

5.7. OcHoBHBIMM  ()OPDMaMH  HCIIONB30BAHUSL  JOKYMEHTOB  ApXHBa
OpraHK3aliN ABJIAKOTCS:

HHpOpMaLHoHHOE obecrieueHne pabOTHUKOB OpraHUu3alluy;

UCIIOIHEHHE 3aIIPOCOB MOJIL30BATENeH, B TOM HHCIe 3aMpOoCoB TPaKIaH
COLIMANBHO-IIPABOBOTO XapaKTepa,

BBIAAYd KOKYMEHTOB M A€/ BO BPEMEHHOE TOJL30BAHHUE, [PEAOCTABIEHNE
KODMH apXMBHBIX AOKYMEHTOB T10 3aIpPOCaM MON530BaTeNel, B TOM YHUCIE B hbopme
3NIEKTPOHHBIX ZOKYMEHTOB. |

®opmaMy KCIIONB30BAHUS NOKYMEHTOB apXWBa OPTAHU3AUMU  SBISIOTCS
TAKKE:

WHOOPMHPOBAHUE CTOPOHHHX OpPTaHM3alMid O HaIHYMU W CONEPXAHKH
HUMEIOMIXCA B APXHMBE IOKYMEHTOB,;

MCIIOJIL30BaHNe JOKYMEHTOB B CPEACTRAX MACCOBOH HH(OPMAIHH;
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HCIIONTB30BAHME HJOKYMEHTOB IS IOATOTOBKH MCTOPUKO-HHA)OPMAIHOHHEIX
MEPOIPHUITHI: BEICTABOK, IKCKYPCHH, KOHGEPEHI[AM;

BRIZIAY4 OOKYMEHTOB /i PadOTHl B YHTaALHOM (TIIPOCMOTPOBOM) 3ali€
apxuBa;

OpraHu3alys OOCTyla palOTHHKOB OpraHM3alliM K JOKyMeHTaM apXHBa
IIyTEM KCIIOTB30BAHIS HHPOPMAITMOHHO-TEIEKOMMYHUKAIIMOHHOM CETH.

5.8. Apx#B OpraBpu3aluy JOIDKEH BECTH YUET UCIIO/B30BaHMA JOKYMEHTOB, B
TOM YHCH€ BBIJAYM HOKYMEHTOB ¥ AN, BBIAYM ApXHBHLIX CIPABOK, BEIIHCOK,
KOIIHH TOKYMEHTOB.

5.9. 3anpocel nons30Batencd, NOCTYNAIOIUME B APXUB OpPraHHM3alMy,
HOAPa3AENIIOTCA Ha TEMaTHYeCKye U COUAIbHO-TIpaBoshie ’,

5.10. ApxuB opraruzalMy TOIKEH PAcCMATPHBATE H HCIONHATH 3aIpPOCHI,
IOCTYINHMBIIYE B MUCEMEHHOH (hopMme.

3anpoc noJIk30BaTeILT JODKEH COLEPXKATH ClEeAYIONIYIO HH(BOPMAILIHIO:

HaUMCHOBAHHE IOPHIHYECKOro HMIa — aBTopa 3ampoca (i TpaXkaaH —
(amunmu, ¥MeHn, 0TIECTBA, IIPH HATMYHY [IOCHEHETO);

IOYTOBBIH M/HITE 3NEKTPOHHBIA aJIpec, 10 KOTOPOMY JOIKeH OBITE JaH OTBET;

CBEJCHHS, WHTEPECYIOIIHE IONL30BaTeNsd X XPOHONOTHUECKHE pPaMKH
3alnpanigsaemoi nHbOpMAaIIH;

(opMy HONyUeHHs NoJb30BaTeNieM uHbOpMauwh  (MHGOPMAITHOHHOE
IYCBEMO, apXWBHAA CIIPaBKa, apXUBHAS BBIIACKE, APXHBHAS KOIMS, TEMATHYECKUH
nepeYeHb, TEMATHYESCKHM 0030p AOKYMEHTOR),

JHYIHYTO NOJIKMCH aBTOpa 3ampoca (TpaXJaH|HHa WK JODKHOCTHOIO JIMIA);

HaTy. |

i'IpH HOCTYHIJIBHHHI B apXWB olirannsé.unﬁ uHTEpHeT-00pamenns (3apoca)
[IONL30BATEN C yKa3saHHEM afipeca SAeKTPOHHON IOYTHl W/HIM 1MOYTOBOTO aJpeca,
€My HaNpaBIIIeTCS yBeJOMICHHE O NpreMe obpalieHus (3aIpoca) K PaCCMOTPEHHUIO
HITH MOTUBHPOBAHHBIH OTKa3 B PACCMOTPCHHN.

Ha 3ampoch! TeMaTHUeCKOro XapakTepa, OCTYIHUBIIME B apXKB OpraHM3aIyy

' Hognyuxr 5.7.1 myskta 5.7 IMpasun XpaneHus.
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10 HHGOPMAIMOHHO-TENCKOMMYHHKALIMOHHOW CeTH, B TOM YHCNIE [0 CeTH
«VInTepHeTy, OTBET MOXeT ObITh HampaBlieH B BHAE 3JEKTPOHHOTO COOBILEHNS 110
yKa3aHHOMY aBTOPOM 3allpoca EKTPOHHOMY aapecy.

3anpoc JomKeH OBITh 3aPETHCTPUPOBAH B TeUeHHE Tpex pafounx HHel ¢
MOMEHTA €ro MOCTYILIeHHUSL.

3ampoc, He OTHOCALMMACH K COCTaBY XPaHALIMXCHd B OpraHM3allydK
JOKYMEHTOB (HenpoG®HIBHEINA 3a1poc), B TedeHHe 7 AHEH CO AHA perucTpanuy
3arpoca HanpapligeTcd B OPraHW3ailMIo, TAe MOTYT XPaHUTHCS HeoOXO[AMMbie
TOKYMEHTEI ¢ YBEJOMIIEHHEM 00 3TOM ITOJIB30BATENS.

3ampoc, NOCTYNMBIUMH B apXyB OpraHM3aliid, paccMaTpUBAeICA B
COOTBETCTBHH ¢ TpeOOBaHUAMY 3aKOHONATENBHBIX M HMHBIX HOPMATHBHBIX
[IPaBOBBIX AKTOB IO paboTe ¢ OOpalleHUSMH IPAXIGH U NPEROCTABICHHUIO
TOCYI2pCTBEHHBIX {MyHULHTIANBHBIX ) YCHYT.

OTBeT Ha HOCTYNHBIIXY B apXUB OPraHU3alMyu 3aipoC NpefoCTaBIseTcs B
TeueHne 30 gHe# co gEa ero peructpanuu. C  pazpelleHMs pPyKOBOACTBA
OpraHu3allid 3TOT CPOK MOXKET ObITh NIponjieH He Oonee ueM Ha 30 gmed, c
YBEAOMIEHHEM 00 3TOM 3aABUTEA.

5.11. OTBeTrl Ha 3alpOCH! IONL30BATENEH, B TOM YUCIE OTBETH HA 3AITPOCK
COLMAaNbHO-TIPABOBOIO XapaKkTepa, OQOpMISIOTCS B GopMe apXHBHOH CHpaBKu,
APXUBHOA BBINUCKM WIH apXUBHOM KONHH, OQOPMIIEHHBIX ¥ 3aBEPEHHEIX B
YCTAaHOBJISHHOM NOPSAKE.

Ilpy OTCYTCTBUHM NOKYMEHTOB, HEOOXOAUMBIX IS MCIONHEHUs 3aIpoca
COUMaNbHO-IIPABOBOIO XapaKTepa, COCTABMSETCS OTBET Ha OMaHKe OpraHu3ailfy ¢
YKA3aHMEM [IPUYMH UX OTCYTCTRUSL.

5.12. ApxHBHas crpaBKa annucmBaeTca pyKOB.OI{HTeHeM OpTaHU3alUH KIIH
UHBIM YTIOIHOMOYEHHBIM UM IO/DKHOCTHBIM IIWMLUOM U 3aBepseTcd IeYaTbio
opraHu3aiug (npuioxenue Ne 29).

ApDXMBHAs CIIpaBKa, 00beM KOTOPOU MPeBhIACT OIUH JIACT, JOIKHA OBITh,

IPOHYMeEpPOBaHa.
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B TekcTe apXMBHOM CHPaBKM B XPOHONOTHHECKOM IOCHENOBATENHHOCTH
M3NIAraoTCs COOBITHA C YKa3aHHEM BHJIOB UCIICIB30BAMHBIX JOKYMEHTOB, HX JaT U
HOMEPOB. B apxHBHOH CIIpaBKe [IOITyCKaeTCA HUTUPOBAHUE JOKYMEHTOB.

HecoBnajienue oTAENEHEIX CBEACHNH/NAUHBIX TOKYMEHTOB CO CBE/ICHHAIM,
M3NOXKCHHRIMH B 3apoce, HE ABASCTCH TNPENSTCTBHEM /Ui BKIOYEHHMS HX B
apX¥BHYIO CIIPaBKY, €CJIM COBII&JCHUE BCEX OCTANBHBIX CBEJACHMH He BHI3BIBAET
COMHEHHH B TOXASCTBEHHOCTH JHMIA HIH (AKTOB, O KOTOPHIX TOBOPHTCS B
JOKyMEHTaX.

B apxuBHOH cripaBke JaHHBIE BOCTIPOM3BOJATCS TakK, KK OHH H3JI0XKEHb] B
AOKYMEHTAX, & PaCXOXACHMS, HECOBIANCHNS W HETOYHBIC HA3BAHWS, OTCYTCTBHE
HMEHH, OTHECTBE, HHUIHAIOB MM HaNWIHe TONEKO OJHOTO M3 HUX NOKHB! ObIThH
OI'OBOPCHBI B TEKCTe cnpaBkM B ckoOkax: «Tax B mokymente», «Tak B Tekcre
OpUTHHAIIAY.

Ceefienus, umerommecs B apxuBe MO 3ampocy o pabore u (umn) yuebe B
HECKONBKMX OPraHu3alMsiX, KacalOmdecs ONHOrO JHMIA, BKIIOYAIOICA B OAHY
apXUBHYIO CIIPaBKY.

[lo TekcTy apxuBHOA CHpaBKM B Ka4ecTBe NpUMEYAHWH MOTYT GBHITH
OTOBOPEHBI ~ HEpasOOPYMBO  HANMCAHHBIC, MCIPABIEHHEIE AaBTOPOM, He
TIOJJAONINECS [IPOYTEHHIO BCNEACTBHE TIOBPEX/IeHH TEKCTa OpuruHana: «Tak B
TEKCTE OpHUTHHAa/a», «B TexcTe HepazGopuuBoy.

B TexcTe apxMBHO¥ CHpaBKU HE JNOLYCKAIOTCS W3MCHEHHS, WCIIPaBIICHHS,
CYMMZpOBaHME NaHHBIX, KOMMEHTAPHH, COOCTBEHHEIE BBIBOAL! MCIOJHHTEN IO
COACPXKAHMIO NOKYMEHTOB, Ha OCHOBAHAM KOTOPHIX COCTABIEHA APXUBHAS CIIPABKA.
HOA4MCTKY M MOMApPKK B @PXMBHBIX CHPABKAX HE JOITYCKAIOTC.

B apxusiol cupaske 10miHE! GBITH IPUBeEHE APXHBHEIE MA(PEL 1 HOMepa
ACTOB €/IVHUI] XPaHSHYS JOKYMEHTOB, NCTIONB30BABIINXCSH JUII €€ COCTAB/ICHY.

ITo 3anp6cy TONB30BATENEH apXWBHBIE CHPABKH MOIYT BHLIABATHCH B
SNEKTPOHHON (OpMe HAa OIEKTPOHHOM HOCHTENe MO0 NEepechUIATBCS 110

HH(OPMALMOHHO-TEIEKOMMYHUKAIHOHHEIM ~ CETSM.  JNIEKTPOHHBIE apXHBHETE
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CNPABKH 3aBEPANOTCS IEKTPOHHOU MOANKCHIO PYKOBOAUTENS OpPTaHU3allMy HIIH
AHOTO YHOTHOMOYEHHOIO UM JOMKHOCTHOI'O JIMLA.

5.13. ApxuBHBIE BBUIHCKH OQOPMISIOTCH Ha GaaHKe Oprapu3aiuy (apXuBa
opranyzanny) ¢ o0o3HayeHMEeM Ha3BaHuMs BHAA [OKyMeHTa: «APXUBHAY
BBIITNCKA».

B apxuBHOH BRIMCKE Has3BaHMe JOKYMEHTa, €ro HOMEp M JaTa
BOCIIPOHU3BOISTCS HONHOCTHIO.

Brrmuexa OPOM3BOIHTCA TONLKO M3 NOKYMEHTA, B KOTOPOM CONEPXUTCSA
HECKOIBKO OTAC/IBHEIX, HE CBA3AHHBIX MEXY co00# Bompocos. Brimcka 4o/KHE
BOCUPOU3BO/IMTE NOJIHBIA TEKCT YACTH NOKYMEHTA, OTHOCSIIEHC s K 3arpocy.

VsBrieueHWeM wu3 TeKCTa [OKYMCHTA JIOJDKHBI OBLITh MCUEpPHAHBl BCE
HMEIONINECs aHHbIe 110 3anpocy. Havano ¥ KOHEI Kayaoro H3BleYeHHs, a TAKKe
IIPOITYCKU OTACHBHBIX CIOB B TEKCTE JOKYMEHTa 0003HAYA0TCS MHOTOTOYHEM.

B apxuBHOH BBIlMCKE JOMKHBL OBITh CHENaHBl  COOTBETCTBYIOLIUE
IPAMEYaHKA U OTOBOPEHB] YaCTH TEKCTa OpUTHHaNa, HepazOopuyBo HalUCaHHBIE,
MCIIPAB/ICHHBIC ABTOPOM, HE IIOAJAICIIKEC IPOYTEHUIO BCISACTBIE HOBPEKACHUA
TeKCTa W ApyruM npudwnaM. OThenbpble CI0Ba W BLIPAXKEHHS JOKYMEHTA,
BLI3HIBAIOIINE COMHEHHsSI B HX TOYHOCTH, & TaKXKe HCIPABIEHHA, HOMYUCTKH,
BRI3BIBAIOIIME COMHEHHE B HX JOCTOBEPHOCTH, oropapuparorcs: «Tax B
DOKyMeHTe», unn «B TexcTe nepazbopumsoy, win «Tak B TeKCTe OpHIMHAIAY.
Hocre TexcTa apXuBHOH BEINUCKH yKA3bIBAXOTCA ApXUBHBIM AP M HOMEpa JIMCTOB
CAWHHULIBI XPAHCHHS apXUBHOTO JOKYMEHTA.

ApXVBHag BBIIMCKA IOANUCHIBACTCS PYKOBOAMTENEM OPraHU3AlUH WK
WHBIM yTIOHHOMOYEHHBIM WM JOJDKHOCTHBIM JIMIIOM U 3aBEpSeTcs Me4aThio
Opr'aHU3AHUM.

Ilo 3ampocy monbzoBaTeneit apXMBHbIE BBITUCKYW BBLAAIOTCS B 3JE€KTPORHOMN
bopMe Ha JNEKIPOHHOM HOCHTENE MHOO NEPECHUIAIOTCA MO UHBOPMANHOHHO-
TEIEKOMMYHUKAIIMOHHBIM CETAM. JJIEKTPOHHEIC ADXUBHbBIE BLINIUCKH 3aBEPAIOTCS
SNMCKTPOHHOM  MOJNMCBIO  PYKOBONWTENS  OpraHH3ald¥ WM WHOTO

YIOJTHOMOUYCHHOTO UM AOJKHOCTHOIO JIUIA.
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5.14. Ha apXMBHBIX KONHMAX, BKIIOHYAs apXUBHBEIE KOMHU Ha OYMAaKHOM
HOCUTENE ONEKTPOHHBIX HOKYMEHTOB, apXMBHBIE UWIHGOPHI IPOCTARIAIOTCS Ha
000pOTE KaXKFOTO JTUCTA APXMBHON KOIIKY, & 3aBEPUTEIbHAS HAANCH ¥ [IeYaTh — Ha
000pOTe MOCTENHErO JAHCTA KOTIHH.

Ilo sanpocy nosnesopatenefl 3MEKTPOHHEIE KONWH APXHBHBIX HOKYMEHTOB
BBIZIAIOTCA B SNCKTPOHHOH (opme JubO fepechUTarTes 110 “H(GOPMalHOHHO-
TENEKOMMYHUKALUUOHHBIM CETAM. DNEKTPOHHBIE KONHK apXUBHEIX AOKYMEHTOB
33BEPAOTCA SNEKTPOHHOH TOMMMCEI0 PYKOBOAMTES OPTaHM3ALUK WM HHOTO
YIOJHOMOYEHHOIO UM AOJKHOCTHOTO JIULA.

5.15. llooroToenennble apXxMBOM OpPraH¥3ANMU OTBETHl HA 3alPOCH]
(apPXHBHBIE CUIPABKH, APXMBHBIE BBIIHCKM W APXWBHBIE KONMM) HAPABIIOTCS
3afABUTENAM C CONPOBOAMTENBHBIM NUCEMOM IO TIOYTE UM BBIAAIOTCS: 3asBUTEILO
~ TIpH TpeABABICHHH  AOKYMEHTA, YJAOCTOBEPSIOWIETO  JTHYHOCTb, €ro
IPEACTABUTENAM — NIPY TIPEIGABICHHN JOKYMEHTA, YXOCTOBEPSAIOMIErO JUUHOCTE H
JOBEPEHHOCTH, OOPMIIEHHO! B YCTaHOBNCHHOM MTOPSIKE.

5.16. ApX¥WBHBIE CAPaBKH, apPXUBHbIE BBINUCKM M APXUBHBIE KOTHH,
HanpaBIAeMble B TOCY JAPCTBA - YYaCTHHKY KOHBEHIINH, OTMEHSIOmEN TpeboBaHye
JNeraji3alii HHOCTPAHHEIX OQUUHANEHEIX JOKYMEHTOB, IOANHCAHHOM B [ aare 5
OKTAOps 1961 r., 3aBepsrOTCA NPOCTABIEHHEM M 3alONHEHWEM CIICLHANLHOIO
IWTaMIa — AamoCTH/AA B COOTBETCTBUU € 3AKOHOAATENBLCTBOM PoccHiicKol
Denepauny.

5.17. HonyckaeTcs U3BATHUE U3 aPXUBHBIX JeJT U BhiJadad BIANCIbIAM WK UX
POACTBCHHUKAM, B ClIy4Yae MX IUCBMEHHOro oOpalleHHMd, MOAJIUHHBIX JUYHBIX
AOKYMEHTOB O I'DAKIAHCKOM COCTOSHHH, 00 00pa3oBaHUH, TPYAOBRIX KHIKEK, He
NIOJIYHCHHBIX B CBOE BpPEMs BIaJeNbIEM JOKYMEHTOB,

Ilomgnuunele JIHYHBIE NOKYMEHTBI BBINAIOTCS 3ASBUTENAM C pa3pelleHus
PYKOBOJWMTE/I OPraHU3alMY MO NPENbABACHHM NACIOPTA MM MHOTO JOKYMEHTA,
YAOCTOBEPSIOUIEr0 JIMYHOCTL, JUO0 UX POACTBEHHHMKAM WY WHBIM JIHIAM II0
OOBEPEHHOCTH, 0POPMIEHHON B YCTAHOBIEHHOM 3aKOHOAATEABCTBOM Poccuiickoit

CDe,uepauHH NopPALKe. HDJIJ]HHHBIG JIMYHBIC JOKYMCHTBI MOCYT OBITh HanpaBIeHE]
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3ASABUTENIO LIEHHBIM [TUCHEMOM.

C U3BIMaEMbIX FOKYMEHTOB B apXYBE OPraHu3alldyi H3I'0TABIUBAROTCS KOTINM,
KOTOpPbIe Npuod1uaroTes K geaam. V3bsiTue J0KyMEeHTOB, a TAKKe 3aMEHa Ha KOIUH
OTPAXKAIOTCH BO BHYTPEHHUX OIIMCAX A, B JIMCTaxX-3aBEPHTENAX €71, B OTIUCAX HET,
JIOKYMEHTOB.

M3paTie u BO3BpaliCHUE JOKYMCHTOB OQOPMIAIOTCA aKTaM¥ 00 H3BATHM U3
nen (BO3BPAIICHUM) yKa3aHHBIX AOKYMEHTOB. AKTH U APYrue J0KYMEHTH, Ha
OCHOBAHHH  KOTOPBIX  IPOM3BENSHO  U3BLATUE (BO3BpalICHWE) apXUBHBIX
JOKYMEHTOB, BKJIHOYAI0TCS B €10 (OHIA.

5.18. KonuposaHue AOKYMEHTOB apXuBa OPraHusaidyd [0  34sBKaM
NOJB30BATEICH NPOM3BOIUTICA IT0 Pa3pEIIEBUI0 PYKOBOAUTENS OPradu3alli M
WHOTO YIIONTHOMOYEHHOTO UM JOJKHOCTHOTO JHILIA.

Konuu [10xyMeEHTOB epecelIaloTes B afpec TOH OPraHU3aliy, 110 3apoacy
KOTOPOH OHH W3I'0TOB/ICHBEL, WITH BLIAAIOTCA [10JIb30BATETIO IO POCIIHCS.

5.19. B nemsx co3paHMs  yCIOBUM  UIs  paboThl  OIb30BATENEH
HEMOCPEACTBEHHO B apXHUBE OPraHu3aldd MOXeT BBIIENATLCS I[IOMEIIEHHe
(IMTATBHBINA, DPOCMOTPOBLIH 3a1) I15 O3HAKOMICHUA ¢ JOKYMEHTaMU apXMBa,
0B0pYI0BaHHOE COOTBETCTBYIOINMMH TEXHHYECKUMM CpeACTBaMu Is paboThl ¢
JOKYMEHTaMHU.

Ilpp OTCYTCTBHM B apXuMB€ OpraHuU3allid CHEIUAILHO BHIASIEHHOTO
MOMEINEHUs  pabora  Tosb3oBaTeleit ¢ JOKYMEHTaMU  IPOU3BOIUTCA
HEMOCPEACTBEHHO B pabouux KOMHATax apxuBa. JJOKyMeHTBI juia paboTs
TI0/IE30BATENAM BHE IOMEIICHHS apX/Ba OPTaHM3al[ii BLIIABATh 3aNPELAET .

Paspemienne BHa paloTy B UOMEIEHUHM 2pXWBA Oprafu3allid  JaeT
PYKOBOIHTEIs apXUBA OPraHU3aNH (nﬁuo, OTBETCTBCHHOE 38 ApPXUB).

5.20. Otka3s apxuBa OpraHv3ald B BBIIAYC APXUBHEIX JOKYMEHTOB
JIONIyCKAETCS B Cydasx:

Hanu4us HoHJA ITOIB30BAHUS,

HEYAOBIETROPUTENEHOIO (PU3MIECKOTO COCTOSHUS TOKYMEHTOR;
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HE NPOLICANMX HAYYHOrO OIMCAHH H TEXHHYECKOTO 0(OopMIIeHUs
JOKYMEHTOR, 4O 3aBEpUICHUs 3THX padoT;

OrpaHMYeHil HA MCHONB30BAHKE, YCTAHOBAECHHEIX 3aKOHOAATENBCTBOM
Poccuiickoli Penepaiy uitw QoHK00GPA30BATENEM LK Nepejiaue JOKYMEHTOB Ha
XpaHeHue,

Orxas apxupa OpTapU3aliy B MPENOCTABIEHNH IOKYMEHTOR ODKEH OBITH
BbiaH B MACHMEHIOH (OpMe M conepxkaTh HMPHUMHBI OTKA38, a TAKKES MOPSLOK

00’KaMOBAHUS OTKa3A.

VLTIEPEJAYA JIOKYMEHTOB OPT AHU3ALIMM HA XPAHEHWE
B I'OCYJAPCTBEHHBIN (MYHHIIUIIAJIbHBIM) APXHB

6.1.  JlokymeHTBl ~ ApxuBHOro domga Poccuickoit Qenepaliny,
00pazoBaBIIMECs B OpraHM3aliMsX  —  UCTOYHWKAX — KOMILIEKTOBAHNA
FOCYAAPCTBEHHBIX (MYHMUMNAIBHBIX) APXMBOB, [0 HCTEYEHHM CPOKOB WX
BPEMEHHOIO XPaHEHUs] B aAPXMBE OpraHU3ALMU TePefaloTesl Ha NOCTOSHHOE
XPaHCHKE B COOTBETCTBYIOUMY TOCY JAPCTBEHHBIHA (MyHHIIMIANBHBIN) apXUB.

6.2.  JlokymMen1sl  ApxuBHOoro doxaa  Poccuiickoi Pejiepanuy,
00pa3OBaBIINECs B JIEATENBHOCTH TOCYNAPCTBEHHEIX K HEroCy apCTBEHHBIX
Oprasu3alyil, He ABAMIOIUNXCA UCTOYHUKAME KOMIIIEKTOBAHHS FOCYIapCTBEHHEIX
(MyHNUWTANBHEIX)  apXHBOB, MOTYT IIepenaBaTsCd B FOCYTapCTBEHHBIE
(MyHHLMTATBHEIE) APKUBbl HA OCHOBAHMH JOTOBOPOB ¢ COGCTBEHHMKAME HIU
BIIAACABLAMU OKYMEHTOB.

6.3. JIOKyMENTEI IepearoTes Ha NOCTOSHHOE XpaHeH:ne B YHOPALOICHHOM
COCTOSAIHHU C COOTBETCTBYIOIHM HAYYHO-CIIPABOYHEIM aMIapaToM.

6.4. B opraHmMzalpsx — HCTOYHHMKAX KOMIUIEKTOBAHUS TOCYZApCTBEHHEIX
(MyHUIMIIANBHEIX) apXUMBOB BCe PAabOTH, CBA3AHHBIE ¢ 0TOOpPOM, TIOATOTOBKOH H
nepefadel JOKYMEHTOB Ha IIOCTOSHHOE XpalleHHe, B TOM YHCHe C UuX
YHIOPANOYEHUEM M TPaHCIIOPTHPOBKOW, BBIJONHAIOTCS 33 CHET  CPEACTR

OpraHu3aly, NepeaaroInxX 0KYMeHThL.
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0.5. HMocpodHas mnepefada NOKYMEHTOB Ha [IOCTOSHHOE XPaHEHHE MOMKET
OBITE OCYINECTBAECHA NPHU OTCYTCTBHM HEOOXOAMMBIX YCIOBHH JUIsl 0OecTieueHus
COXPaHHOCTH KOKYMEHTOB ApxuBHoro gpoHaa Poceniickoit Genepanun, mpu yrpose
YTpaTbl (YHHUYTOXKEHHS) JOKYMEHTOB, & TaKkkKe [0 Mpochkhe OpraHM3aliu Ha
OCHOBAHHUY AOTOBOPA ¢ TOCYAPCTBEHHBIM (MYHULUATBHEIM ) apXHBOM.

Ilponnenue CpoKOB XpaHEHMS JOKYMEHTOB B apXHBe OpPTraHHM3aiHH
JOTYyCKaeTCst 1o NUCBMEHHOMY Pa3peIcHHIO roCyAapCTBEHHOTO
(MyHUUMIIANBHOTO) apXWBa B  Ciiyyae  HeOOXOJMMOCTH  IPAKTHYECKOIO
UCIIONIh30BaHHA NOKYMEHTOR OpraHu3almeit.

6.6. Tlepenaya NOXyMEHTOB IOCTOSHHOTO XPAaHEHWs B TOCYIAPCTBEHHEBIN
(MyHMIMIATBHbIA) apxX¥iB  OCYLUECTBASETCS: B  COOTBETCTBMM ¢  IIAHOM,
YTBCPKASHHBIM PYKOBOIUTENEM COOTBETCTBYIOUICTO APXUBA 110 COTMACOBAHMIO €
nepenarilel Jiefa OpraHus3annei.

6.7. loKkyMeHThI NIEPEAAIOTCS B FOCY LAPCTBEHHBIN (MYHULMIANBHEL) apXUB
IO OIIHCAM AN, AOKYMEHTOB MOCTOSHHOIO CPOKa XpaHeHus!, yTeepxaerabiv SITK.

Hepen nepepauell HOKYMEHTOB HA MNOCTOSHHOE XPAaHEHHE COBMECTHO C
IPEACTABUTEAEM TOCYINAPCTBEHHOro (MYHULMITATBHOIO) apXuBa [IPOBOIUTCH
IIPOBEPKa IIPABHIIBHOCTH OTIMCAHNS ¥ OQOPMIIEHHUS A1, PU3NIECKOr0 i CAHUTAPHO-
THTHCHUYCCKOTO  COCTOSHHA  NokymenToB. llpw  obHapyxeHuu medexToB
COCTaBIsSIETCA aKT, yCTpaHeHWe OOHapyXeHHEBIX ACMEKTOB NPOBOAUTCA CUIAMM
OpraHu3aluu.

Ilepenaua nenm mpoBOAUTCS B IOCYOAPCTBEHHOM (MYHHUUHIAILHOM) apXHBe
noenuHu9HO. Ha Bcex ueThlpex oK3eMIUTSpax OMUCEH [ell, AOKYMEHTOB
TIPOCTABAAIOTCA OTMETKH O PHEME JElL.

IIpu mepBoii nepenaie JOKyMEHTOB B TOCYAAaPCTBEHHBIH (MYHULMIANBHEIN)
ApXMB NepeacTcsd UCTOpruYecKas crpabka kK Gouny. Ilpu rnocienyommx nepegauax
BOKYMEHTOB fiepe/laeTCs JOMNOIHEHUE K HCTOPUUECKON ClIpaBKe.

6.8. Tlepemaya [OKyMEHTOB OQOpMISETCS aKTOM [pHEMa-TIEpEaadn
HNOKYMEHTOB Ha XpaHeume (mpunoxenue Ne 30), cocraBnsemMbIM B IBYX

3kseMIiApax. ORUH 3K3eMIVIAP OCTAeTCs B TOCYIAPCTBEHHOM (MyHUIMIAIEHOM)
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Ly

apxuBse, APYIOH — B Tlepefaioilied opraHusauud. BmecTe ¢ J0KyMEHTaMH
HEPENACTCA TPH IK3EMIIAPA ONKCH Zes, JOKYMEHTOB, B TOM YHCJIE OAUH B
3JIEKTPOHHOM BU/E.

Eciu nipy nepenave oGHapyKeHO pacxoxieHue MexIy UTOrOBOM 3alUCHI
OIMCY [eJi, JOKYMEHTOB M (PaKTHHECKUM HallMuHeM epefiaBaeMbiX Jell, B OTHCH
IeNl, JOKYMEHTOB 0QOpMIIAETCS HOBasg UTOrOBas 3allMCh, B KOTOPOil YKa3blBAIOTCS
(akTHYecKoe HanMuMe Jen W HOMepa OTCyTeTByroumx gen.  Homepa
OTCYTCTBYIOIMX [e] QUKCHPYIOTCS B aKTe lpuemMa-lepeady Jei HA TOCTOAHHOE
XpaHCHIEe, HPUMMHEl OTCYTCTBUS e — B HPUIaraeMol K akTy lpueMa-nepeaadu
CripaBKe, NQATOTOBIIEHHOM OpraHu3alueii.

ADXHB Oprasu3alyy NPEHUMACT MEPBI 110 PO3BICKY fell. Ha oTcyTCTRYyOMIHE
AOKYMEHTBI W [@jla, MEPBl 0[O PO3LICKY KOTOPBIX HE /[Jald pe3yJIbTaToB,
COCTABIAETCA aKkT 00 yTpaTe HOKYMEHTOB (mpunoxkenue Ne 6). YrpaueHmble

HOANHHHXAKH JOKYMEHTOB MOTYT OBIThH 3aMEHEHB! UX KOITHUAMH.

VI [IEPEJAYA JIOKYMEHTOB ITPU PEOPI AHU3ALIA UJIH
JIMKBUIATIW OPTAHU3ALIMM, CMEHE PYKOBOJUTEIS APXVBA
OPT AHU3ALMU

7.1. Tlpn peopranusanuy WIH NUKBAJANMY OPTaHM3alNG Tlepelada W
AaJIbHEHIee HCIOABb30BAHNE JOKYMEHTOB PEOPraHu3yeMol HiH JIAKBHJHPYEMOH
OpraHu3auyMyu OCYILUECTRIAETCA B COOTBETCTBUM C 3aKOHOATENRCTBOM Poccuiickoi
Genepauuu.

ITepenaua  NOKYMEHTOB  JIMKBHAMPYEMOM  OpraHM3allUM  BXOAWT B
00A3aHHOCTS KOMUCCUH, OGPa30BAHHON /s NEPEAAYM A6l 1 IMYILIECTBA.

HNpu  nuxsumanyn  opramusaumii  —  HCTOYHUKOB — KOMILTEKTOBAHHUS
rOCYHapCTBEHHBIX (MyHULMIANBHBIX) &PXHBOB, B COCTAB JTMKBHAALKOHHON
KOMUCCHH BKIIOYACTCS IPE/ICTABATENL [OCYJAPCTBEHHOTO (MYHHIIMIATLHOTO)
apxuea.

7.2. Tlpw cMeHE pyKOBOAUTENS apXUBA OPraHU3aLKK (JINLA, OTBETCTBEHHOTO
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32 ApXUB OPraHA3AINY ) TPUEM-UEPCAYa JOKYMERTOB aPXHBA, YISTHOI'O 1 Hay4HO-

CTPABOYIIONO anlapara K 1ym OCYICCTBISISTCH 110 AKTY.
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tpunoxeHune Ne 1
K n. 2.37 lNpaBun
HawmeHoBakne oprassaummn
KAPTOYKA NOCTENRAAXHOIO
TOMOIrPA®UYECKOIO YKASATENA *
CTENNAXK Ne XPAHUNALE Ne
Es. xp. c Ne
Ulka N2 | [Monka Ne | dong Ne | Onuck Ne Mpumeuanne
no Ne
1 2 3 4 5 6

Dopmat AB (148 x 105 mm)

* KapToukn nocrennaxHoro Tonorpadueckoro ykasaTeds COCTABISIONCA HA KOKABLIA CTENNaX U
TIPUKPEITIAIOTCA Ha TOPLEBOH CTOPOHE CTeIaxa.
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MNpwvnoxexne Ne 2
K 1. 2.37 Npasnn

Hauwmenosarme opraHnsaumn

KAPTOYKA MNO®OHOOBOIO
TONOTPADUYECKOT O YKA3ATENA *

DOHT] Ne XPAHVMALLE Ne

HassaHue gpoHaa

Onnce | Ef. xp. ¢ Ne
Ne no Ne R — Crennax Ne Likady Ne Mlonka Ne Mpumedanme
1 2 3 4 5 5

Popmar A4 (210 x 297 mMM)

* Kaprouku nodonposoro TOMOFPahUHECKOro  yKazarens COCTABAAIOTC HA  Kanbli dona u
pacnonararoTCa B NopAnKe HOMEPOB (POHAOB.




HanMmeHoBaHne opraHdnsaunm

57

MpunoxerHve Ne 3
kn. 2.43 Tpaeun

AKT YTBEPXOAKD
Ne PykoesoauTenke opraHusagum
NPOBEPKN HEMNMWHUS W COCTOSHUR
APXVBHBIX AOKYMEHTOB Moannce Paclwmthposka
NOANKMCH
HNara
doHg Ne
Haszanue cdhonga
Homepa onuceit
Mposepka nPoROAWNACE C no
[posepKoi yCTaHOBNEHO!
1. Hucnurea no onncam gen en.xp,
(konuuecTso)
2. BoiasneHb! TexHuYecKkue ownbxn:
2.1. ImeloTea nuTepHele HomMepa:
a) He YUTEHHbIE B UTOFOBOW 3aNWCH eqn.xp.
{konu4ecTBO)
©) He NepevrCneHHbIe, HO YYTEHHbIE
B UTOrOBOK 3aNncH en.xp.
(Konu4ecTso}
2.2, MponyuleHo HOMEepPos.:
8) He YUTEHHBIX B UTOOBOR 3anucH en.xp.
{Konu4ecTso)
€} He NepeYUcREeHHbIX, HO YUYTEHHBIX
B UTCrOBO# 3anncu ef.xp.
(konuyecTeo)
2.3. Opyrue, B pesynbrare vero obbem
YBENUUNACH Ha ea.xp.
(KkonrvecTso)
YMEHBLIKNCA Ha eqa.xp.
{konnuecTso)
3. HucnuTea no oNUCAM B pesynbTare
YCTPaAHEHMA TEXHNYECKUX OWHKDOK en.xp.
{koNMYeCTBO)
4. He okaaanochb B HaRM4¥KH en.xp.
{KONWUYECTBO)
5. UmeeTcA B HANMY MM NO AaHHOMY thoHay
{BKMIOYEHHbIX B OMUCH) ea.xp.
: (Konw4ecTeo) :
13 HUX Tpebyomx:
a) gesnHohersn ea.xp.
(KornyecTao)
6) Ae3nHCeKLnKY eq.xp.
{konu4ecTsa)
B) pecTaepauuu en.xp.

(konwuecTeo)
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MpoporpkeHne npunoxeHws Ne 3
K 1. 2.43 lNpasun

r) nepenneTa unv NOgLUMEKK en.xp.
(konuuecTeo)

{1} BOCCTAHOBRMNEHWA 3aTYXaioLLMX TEKCTOR eq.xp.
(Konu4ecTBo)

€) HeUCNpaBEMMo NOBREXOEHHBIX ef.xp.
(konu4yecTeo)

6. UmeeTcs He BKNIOYEHHLIX B CNUCH en.Xp.
{xonuvecTeo)

7. NToro no favHoMy hoRAY (BKMOYEHHBLIX M He BKNIOYEHHBIX B ONUCH),

HMEKILKXCA B HANHYUN eA.xp.

(konuyecTsO)

8. XapakreprcTUKa YCNOBKIA XpaHeHuA

MpoBepKy npowssoannu:
HaumeHoeaHve

OOIMKHOCTEIR
paboTHWKOB Mognucu Pacwudpposka neanucei

Popmar Ad (210x297)
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Mpunoxexve Ne 4
knn. 2.43, 3.15 MNpasun
HaumeHoBaH1e oprasusagnn
AKT YTBEPXOAKO
Ne PykoBoguTens opradHuaaumm
Noanuce Pacwmndpoeka
O TEXHWYECKNX OLnBKax B NOANUCHK
YHETHBIX SOKYMEHTAX
dong Ne Larta
HazeaHwe thoHpa
B xoge BbinonHesus oBHapyKeHbl TEXHUYECKUE
OWNBKN B 32NVCAX
Hassarwe AoKYMeHTa CyLlecTayoas 3anice Crieayer 3anncate
1 2 3

B pesynbTarte KONMUHecTBo €4nHIKY XPaHEHWS YBENMHUNROCH (YMEHBLUWAOCH)

Ha

en. Xp.

(Unhpamy, nponuchio)

Npymedanns:

HawnmeHoBaHWe A0mKHOCTY paboTHKKa Moanunce
NameHeHWs B yYETHbIE AOKYMEHTb! BHECEHSI

HaunmeHoBaHue GOMKHOCTH
paboTHWKa apxusa Mognuck

Pacwmudposra nognucu

Pacwindposka nognncy

Gopmat Ad {210 x 297 Mm)




Hawmexosanne CpranysaLmm

MNpunoxenne Ne 5
knn. 2.43, 3.15 Mpasun

AKT YTBEPXJIAIKD
Ne PykoBoautens oprasmuaaLmmu
floannces Pactundposka
00 oBHapyXeHU JoKyMeHToB MOANNCHK
(He oTHOCAWMXCS K AaHHOMY
oHay, HeyuTeHHBIX) Hata
B xope
{818 paboTbt)
oBHapyxeHo
(B oHae, xpanunuule, paboqem flomMeLLeHnm)
Ne 3aronosok | Luchp (ecrm Kpainue KonuuecTtso K kakomy | Mpumeua
n/n en. xp. eCTb) AaTe! meTos chonay HUA
{obvem, MB) | oTHOCUTCS
1 2 3 4 5 6 7
Wroro oBxapysxero AOKYMEHTOB
{uudbpamu v nporiucelo)
HaumeHoBaHue qomiHocTH paboTHuka MNogmucs Paciundpposxka
noanuey

N3meHeHns BHeceHbl B yueTHble [OKYMEHTbI.
HavmenoBanue nomkHocTy
paboTHuka apxmea Noanuce Pactundpoeka

noanucK

dopmat A4 (210 x 297 Mm)
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MNpunoxenue Ne 6
knn. 2.44 3.15, 4.32, 6.8 [Mpasun

HaumerosaHKe oprasaagum

AKT YTBEPXIAKD
Ne PykosoguTene opraHMsaLiuv
Mognuce PacuimgpoBska
0B yTpaTe LOKYMEHTOB NoARMCH
Hata

doHag Ne

(HaseaHue PoHAS)
B pesyneTaTe yCTaHOBREHO OTCYTCTBUE B (BOHAE
MepedYNCIeHHbIX HWKe Aen, NpegnpuHATHIS apxXMBOM MepRbl N0 PO3LICKY Aen NONCMUTENbHBIX
pesyrbTaToB He 4anu, B CBA3W G YeM CHMUTaemM BOSMOXHBIM CHATE € yyeTa:

Ne Onuck Ea. xp. 3aroncBoK e4. Xp. KpaitHue KonwdecTtso Mpegnonarae-
n/n Ne Ne aathbl nucToB Mbi€ NIPUMKHBI
(obbem, MD) OTCYTCTBUSA
1 2 3 4 5 6 7
WUtoro en. xp.

(LK pamn W NPONUCKHHD)
Cofepxanue yTpadeHHbIX [JIOKYMEHTOB MOXET OblTe YacTUMHO BOCNONHEHO CneayoWnMu

en. Xp..

{HOMepa ef. Xp. N UX MPYNOBbIE 3aronoBKuX)

HaumeRopaHWe SOMKHOCTH
PYKOBOAWTENS apxusa Toanuckb Pacwwudposka nognucu
(nvua, oTBETCTBEHHOrO 3a apXM1s)

COMMACOBAHO* COIMMACOBAHO
[poTokon OK apXMBHOrO yupexaeHns MpoToxon 3K (3K) opranHusaumm
oT Ne oT Ne

N3MeHeHWA B yMeTHBIE AOKYMEHTbI apXnBa BHECEHbI.

HanmeHoBaHue A0MXHOCTH
paboTHWka apxviea Mognuce Pacwwrdpoeka nognucu

dopmat Ad (210 x 297 mMm)

* Ecau He oGnapyxeHbl JICha MOCTOSHHOTO XpaHeHH .




HawumMmeHoBaHWe opraHn3aLun

KAPTA-3AMECTWUTENDb AENA

Herno
Onues

doHp

Npunoxerne Ne 7

K. 247 Tpasun

{Ne 1 Ha3BaHne)

(Ne n HazeaHue)

{Ne 1 Ha3saHne)

BbiaaHo 8o BpemMeHHOE NoNb3osaHne (YUTanbMbIR 3an):

Ne ©.WN.O. nonbiosaTtens Hara AaTa Noanucs fMoanuck
n/n BbiAZYN BO3BpATE BblAABLLIEIO | NONYYUBLLETO
aeno AEno
1 2 3 4 5 6

Pbopmatr A4 (210 x 297 mm)




MNpunoxenne Ne 8
knn.2.47,4.19, 4.21, 4.23 lNpasun

NNCT-3ABEPWUTERL JENA Ne

B gene nogwwto v npoHymMeposaHo NCTOB
{uncppamu ¥ NPONUCHIO)

c Ne o Ne , B TOM 1yiche:

NUTepHble HoMepa AUCTOB

AponyweHHEIe HOMePa NMCToR

+ FINCTOB BHy‘TpeHHef& onncu

OcoBeHHOCT PU3N4ECcKOoro COCTOSHUA U (DOPMUPOBaHUS aena Homepa
NVCTOB
1 2

HanmeHoBaHWe AOMKHOCTH
paboTHuKa Moanvcs Pacwmnhposka nognvcy

HaTa

dopmar A4 (210 x 297 Mm)
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HanmeroBanne opranmsaumn

dona Ne

NINCT UCNONL3OBAHWA OOKYMEHTOB

INpnnoxeHne No 9
Kn.2.47 Mpasun

Onmces Ne Oeno Ne
3aronoBok aena
Hata Komy ebiaaro: XapakTep Cnono30BaHNS Ne Mognnce nuua, l
WCAONL- | dramunns, nHuymans (xonMpoBaHWe, BLINUCKK, UCNonL30BaH- | MCNORL30BABLIErD
30BGHVA {pasbopunBo) fpocMmaTp) HbIX MUCTOR aeno
1 2 3 4 5

Yopmar Ad (210 x 297 mm)
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Mpunoxexne Ne 10

Kn. 2.46 Tpasun

HanmmeHosaHne opraHnaaunm
AKT

Ne

O Bblaade aen 80 BPeMeHHOEe NoNbaoBanve

(HaumeHoBaxne opraHuaalini,
ee afpec, NOYTOBLIA MHASKC)

QOcHoBaHve

Anga kakon uenu BbigaTca eg. xp. us hoHaa Ne

(Ha3BaHue thoHaa)

. Konuuecteo
Ne Onuce | En. xp. 3arornosok KpahHue
nuctoe, chopmar FlpumevaHue
n/n Ne Ne en. xp. AaTh (06vem, M6)
1 2 3 4 5 6 7
Bcere sbipaeTtcA €n. xp.,

{uucbpamu 1 nponucoio)
CPOK BO3BpALLEHWA

Aena suifaHe B YDOPAAOHEHHOM COCTOAHWUN, NOALLWTLI, B obnoxkax, ¢ NPOHYMEPOBaHHEIMU
nucTamun K 3aeepUTenkbHLIMA HaanucAMA.

Mony4atens ofs3yeTcs He MNpPeAoCTaBNSTb Aena, NOAYYeHHble BO BpemeHHoe
foNk30BaHNe, NOCTOPOHHMM NULLAM, HE BbAaBaTe MO HAM KOMWIA, BHINWCOK K CRPABOK, HE
nyGNUKOBaTL GOKYMEHTHI 53 paspelseHys opraHuaaumn, seigaslien gena. :

(MonyyaTtens 0693)?‘61‘09 BEPHYTL AENa B aPXWB OPraHU3aLlM B YKa3aHHbIM B akTe CPoK.
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Mpopormkenune npunoxeHus Ne 10
K n. 2.46 MNMpasun

Monyuatene npegynpexaeH 06 OTBETCTBEHHOCTM MO 3aKOMYy B Chyyae yTpaTsl MNM

rnospexaeHia nonyJYeHHLIX BO BpeMeHHOe Nonb30Banue Aen.

HaumeHosaHnne formxHocTY
PyKoBOAMTENA OPprasusaum,

Bhlgaouiei gena

Mognuce Pacwudbpoeka
ROAMCK

Hara
[NeyaTb opraHuaaunn

HaumeHoBaHWe 40MKHOCTH
pyKopoLuTEns
opraHu3aumu-nonyJaTens

Moanmes Paciwmdpoeka
MOANUCH

Hata
Fevats opraxusayum

Oopmat A4 (210 x 297 mm)
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Mpunoxedue Ne 12

knn 3.6, 3.15 [pasun

HanmexHoBaHue CpraHn3auin

CTTNCOK ®OHOOB

Tom Ne

HauaT

OKoHYeH

Copmat Ad (210 x 297 mm)
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MNpofonxkenne npunoxeHvs Ne 12

knn. 3.8, 3.15 Npasun

Ne AaTta nepsoro Haszeanve CtmeTka 0 BbIOLITUI thoHaa MpurmevuaHne
doHaa | RocTynnenun doHna Kyaa Hara n Ne gokymeHTa,
AGKYMEHTOB eblBbin Ha GCHOBaHWK KOTQPOTro
thoHaa BolObin
1 2 3 4 5 6
Ha 01.01. roda B CHVUCOK BKNOYEHbI (hoRabl ¢ Ne no Ne
N3 CrnvcKa KCkMiodeHsl (boMab ¢ Ne ne Ne

Bcere xpanuTes B apxuse hoHAOB, U3 HUX:

{Lucbpamn 1 APOMMCHIo)
cofepxat ocobo LeHHble gena.

{UncbpaMi ¥ NRONKUCHI)

Homepa ceoBoaHbie:

Homepa BbibuBLINE (NepeaaHHbe):

HanmeHoBaHne 00MmKHOCTN paboTHVKA

apx1Ba, COCTaBUBLUEND FOAOBYHO

WTOrCBYH 3&MNNCh Mognnee Pacwudporka nognucu
HaumeHcBarne 4omxHoCTH

pykosoaWnTena apxuea (1rvua,

OTBETCTBEHHOIO 32 apXuB) Moanwce Pacwundhpoeka nognvcn

Hara

Popmat A4 (210 x 287 mm)




NUCT @OHAOA Ne
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(MecTonaxoxnenve doHga (HavmenoBarne

Opranu3aunK, rae xpaHuTes hoHa)

Mpunoxexne Ne 13
xnn. 3.8, 3.15 MNpaswun

(DaTa nepeore nocrynneHus
HokymeHToB ioHAR)

Kpatune gatw

K2XLGOro Hazeanus hoxaa

Hassahue coHpa

1 2
1. Y4eT HEONUCaHHLIX ACKYMEHTOR
Hanuuue
Hara Haseanue, Ne v fgata Nocryringnne BbiBitne (ocTaTok)
3an1cK AOKYMEHTE, NO KOTOPOMY Konuuect- | Kpairnwe | Konwuect- | Kpaitnwe Bcero gen
AOCTYRAMAK Nl BO Aaroi 80 Paths
BHIBLINIA AOKYMEHTHI nen Aen
1 2 3 4 5 6 7
2. YUeT ONNCEHHBLIX BOKYMEHTOB
Bhibuitve Hanwuwve {ocTaTok}
H } B rom wucne no B TomM uucne:
=) [
g % OTACAM, g NOCTOSHHOTO XPaAHEHNA nO NUMHOMY
5 b =3 - n BE| EHHbIM r COCTaE
5 % 8 o | Xlg g g | YmePa & Y
g | = = e | F1 | 8 BK o
g g 5 5.£ g ql:;‘- = = . E ° W3 HUX NO ONUCAM,
a .
55| &8s 2S!g E g b e 2 | yreepxpeHtnm SNK | & 5
2 ia E 2| E|l K| « 2 ] z 4 o i
L 5 & i g|le|asg | Ko BEDEE T oig
© I - w7 L od o _ ]
T g & g ¢ vecT- Kpai- g XN ¥ a] konuue | xpadinve E g
I L] [= a E
g ¥ 18 T gpep, Hie g ﬁ cTBO patel %’ §
o =4 =
T 5 xp AaTH ea. xp. g *
C
1 2 3 4 5 6 7 8 g 10 11 12 13 14 15 16

Popmar Ad {(210x297 mmM)




HanmeroBaHue opranmnsauun
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[punoxerne Ne 14
Kk rin. 3.6, 5.5 MNpasun

YTBEPXIAKD

PyxkoBoguTens opraHusauvm

®oHp Ne {lognuck Pacuwndpoeka
nognucu
ONUCHL Ne Hata
HEeN NOCTORHHOIO XpaHeHNS
3a roa
Ne WHaexe 3aronosok KpahHne Konwnuectso | MNpumevadue
n/n hena gena nartel nucrtoee
1 2 3 4 5 6

Haseanue pazgena

B aakHbIA pasgen onucy BHECEHO

¢ Ne

nuTepHbIe HOMepa!

nponywenHHele HoMepa.

HaumeHoBaHWe JOrpKHOCTH
COCTaBUTESA ONUCH

HanmeHoBaHWe gomxHoCTH
PYKOBOAMWTENR apxuea (nvua,
OTBETCTBEHHOIO 3@ 2PXWB)

COIMNACOBAHO

aen,
{unchpamn 1 NponuUcei)
no Ne , B TOM Yncne;
Mognucs Pacwudpoeka nognmcy
Moanuce Paciwncpoeka noanmey

YTBEPXIEHO

MNpoTokon LI3K (3K) opranuzatmv
oT Ne

MNpoTokon IFIK apX1BHOrO yupexaeHus
oT Ne

dopmat A4 (210 x 297 Mm)




HaumeHoBaHWe opraHusauum

punoxenue Ne 15

Knn, 3.6, 5.5 Npaeun

donp Ne YTBEPYIAK
OMACDH Ne Pykosoautene opraHusaumi
aen no ANYHOMY cocTasy
[Moannce PaclwudpoBka
3a roa nognucu
HaTta
Ne | MHaeke 3aronoBok KpaitHue aatbl Cpok KomnyecTeo | Tpumevadue
n/n Aena gena XpaHeHws NINCTOB
2 3 4 5 5] 7
B naHHbI pasgern onvuck BHECEHOo nen,
{uncbpamu 1 NPoONUCEK)
¢ Ne no Ne , B TOM 4uUcne:
nUTEPHBIE HOMepa:
nponylueHsbie Homepa:
HavumeHoBaHUe [OMPKHOCTY
cocTasuTens onucy Moanuck Pacwugpoeka nognuen
HaumenoBaHwe JomKHOCTU
pyKosoguTenst apxvea (nuua,
OTBETCTBEHHOIO 38 apX1B) MNoanuck Pacwudbposka nognvch

COrMACOBAHO

[poTtokon USK (3K) opraHusayum

aT

Ne

COIMNMACOBAHO
lpoTokon 3MK apXuBHOrS yupexaeHns

ot

Ne

Popmat A4 (210 x 287 MM)
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Mpunoxernne Ne 16

kK nn. 3.6, 5.5 MNpaenn

HawmeHoBaHue opraHizatlvmn

dong Ne YTBEPXOAK
OIMACEH Ne Pykopogutens opraHmusaumm
LEen BpeMeHbIx {cekiwe 10 neT)
CPOKOB XpaHehns Mognuce Pacwwudpeska
noanucu
3a rof, HaTa
No Vingexc 3aronoRok KpanHue gatbt Cpok Konuuectso j MpumedaHue
n/n aena Aena XpaHeHun nucros
1 2 3 4 5 6 7
B paHHbIA pasgen onncy BHEGEHO hen,
(urthbpamin K npoRnceio)
c Ne no Ne , B TOM vMcne:

FINTEPHDbIE HOMEPa!
aponyweHHble HOMepa:

HavmeHoBaHne A0MmKHOGTH
COCTaBUTENS ONWCH Roannce Pacwuhposka nognncy

HaunmeroBaHWe O0mKHOCTH
pykoBoguTens apxusa (nvua,
OTBETCTBEHHOFQ 33 apXUB) MNopnucs Pacwmchposka nognucin

COMACOBAHO
Mpotokon LU3K (GK) opraHusauvu
oT No

Popmar A4 (210 x 297 mm)
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Mpunoxexue Ne 17
Knn. 3.6, 4.19, 5.5 lMNpasun

HavmeHoBanve ocpraHusaLmm YTBEPXHAIO
PyxoBoaWTefMb OpraHuaaLui
Coxp Ne Moanwch Paciungpposka
rognucn
OINMAUCh Ne HaTa

BNEKTPOHHBLIX BEN, AOKYMEHTOR
NOCTOSHHOIO XpaneHus

3a rog
Ne WHpexe 3aronoeox . KpaiiHye OBrem, MG | Mpumevanns
n/m hena gena Aatbl
1 2 3 4 5 6
B faHHbIA pasfen onucKu BHeCEHOo aen,
¢ Ne no Ne
(undbpamu n fponUCHIo) (undopamu 1 NPONKCEID)
o0Bemom M6.

HanmeHoBaHu®e A0MKHOCTH
COCTaBUTENS ONUCH Neanuce PaclvidbpoBka nognucu

HanMeHoBaHWe JOMKROCTH
pykoBoguTenst apxuea (nviia,

OTBETCTBEHHOTO 32 apxvB) MNoanncs Pactlundposka nognucn
COrNMACOBAHO YTBEPXAEHO

MpoTokon LI3K (3K) oprannaaumm ' MNpotokon 3K apxvBHOrO yupexgerus
oT Ne oT Ne

dopmat A4 {210 x 297 mm)
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MNpogonxeHue npurioxenus Ne 17
knn. 3.6,4.19, 5.5 Npasun

NMPUNOXXEHUE K ONUCK Ne

ANEKTPOHHDBIX AN, JOKYMEHTOB NOCTOSHHOTO
XpPaHEHNA

3a rog

PeecTp A0KymMeHTOB (KOHTEMHEPOB 3NEKTPOHHBLIX AOCKYMEHTOEB) 9AEKTPOHHOIO Aena:”

Ne ea.xp. no onucu Wrpexc pena

3aronoBoK pena

Hara Per. Ne
AOKyMeHTa | AcKyMsHTa Haumerosanue gokymenTa Obvem, M6 | Mpumevanws
1 2 3 4 5

HavmeHoBaHWe f0MKHOCTH
COCTaBUTENA ONUCHK fToanuce Paclundhposka nognuck

®opmat Ad (210 x 297 mm)

* CoCTaBNACTCS Ha KAKIIOE INCKTPOHHOE AEN0.
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Mpunoxenne Ne 18

knn. 3.6, 4.19, 5.5 MNMpasun

HawnmeHoBaHWe opraHuzaumin YTBEPXOAIKOD
Pykosogntene oprannusanmm
Pomp Ne Moanuce Pacwndposka
nognnucK
ONMUCH Ne JaTta
SAGKTPOHMbBIX AEN, AOKYMEHTOR BPEMEHHBIX
{cBbitue 10 NeT) CPOKOB XpaHeHWs
38 rog
Ne | HMugeke 3arcnoBox KpaitHue Cpok Obbem, MG | MpumedaHna
n/n aena hena 0aThb! XpaHeHns
1 2 3 4 5 & 7
B AaHHbIA pasgen onnucK BHECeHo Aen,
¢ Ne no Ne

(Uuddpamu 1 NPONUCHID)

obremom

{untbpamy U NPONNCHID)

Mo.

HaumeHoBaHue BomkHOCTH
COCTABUTENA OMUCK

HaumeHoBaHWe A0MKHOCTIA
pykoBoguUTeNs apxmea (nvua,
OTBETCTBEHHOIO 33 apXue)

COIMACOBAHO

[MpoTokon LI3K (3K) opraHusaumm
oT Ne

oanues

MNoanicb

Pacwmudposka nognucn

Pactwwgpposka negnucu

®opmart A4 (210 x 297 mm)
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Npogomienne npunoxermns Ne 18
knn. 3.6, 4.19, 5.5 Npaeun

APUNOKXEHWE K ONUCK Ne
BNEKTPOHHLIX AeN BPeMeHHbIX
(cBbiWwe 10 neT) CPOKOB XpaHeHus
3a rog,

PeecTp AOKYMEHTOB (KOHTEHHEPOB 3NEeKTPOHHLIX GOKYMEHTOB) aNeKTPOHHOro gena:*

Ne en.xp. no onvcK WHpeke gena
3arorioBok gena
Dara Per. Ne
OOKYMEHT | HOKYMeHTa HaumeHoBaHKe aokymMeHTa Obbem, MG | Mpumevanns
a
1 2 3 4 o

HanmeHoBaHWe AOMKHOCTH
COCTaBUTENS ONMUCK Foarnece Paclundpposka nognuneu

dopmar A4 (210 x 297 mm)

* CocrapnseTcs Ha KKIOE INEKTPOHHOE IO,
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[punoxeHue Ne 19
knn. 3.6, 3.11, 3.156 MNpasBun

HawnmerosaHue opraxmnsalni

PEECTP ONUCEW
Havar

OKoHYeH

dopmat A4 (210 x 297 mm)
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MpopomkeHue npunoxerus Ne 19
K nm. 3.6, 3.11, 3.15 MNpaeun

KeawdecTteo gen B onuci
i s o MOCTORHHOMD | BREMEHHOMo Ha © g - g §_ %
g z S z 5 XpaHeHus {cewilue 10 NUMHOMY 3 z eod g g 3 @
o & g S ne) coctasy [ £ & I55 |FEZ @
= 2 2 .EO Xpanenua e~ 5€a S&°| %
= = x [
1 2 3 4 5 B 7 8 9 19 11
Becero xpanutes 8 apxuse ONUCERN, W3 HUX
(undbpamu 1 Nponuckr)
NOCTOAHHOFO XPAHeHWS .
(Untbpamy K NPONUCHI)
BREeMENHOro XpaHeHns (cebiile10 neT) .
(Urcbpamu 1 NPONUCHKD)
no IUMHMHOMY CoCTaBy ,
{undppamu 1 nponuceio)
B TOM 4YMCNE NOCTYNKANG B roay onucen
(uncbpami ¥ NRONKUCHIT)
B TOM Yucne BbidLio B rogy onucen
(Unthpamn W NPONKUCHID)
HanmeHoBaHke A0MKHOCTH paBoTHUKA
apxmuBa opraKMv3aunm, cocTaBuBLIEro
peecTp onncen Mognuce Pacwudposka
nognucu
HarmeHoBaHWe JOMmKHOCTH
PyKoBOAWTENS apxusa (Nuua,
OTBETCTBEHHOTO 3a apXxuB) fMoanuce Pacwuchposka
foannucK
Hata

Qopmat A4 (210 x 297 mm)




YTBEPXJAKD

PykoBognTens opraqvsaiiti
nepefaloen oKyMeHTol
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Hpunoxenne Ne 20
Kn. 3.15 MNpaBun

YTBEPXIAKD

PykosBoauTents opraxiizauui
NPAHVMaIOLWEN AOKYMEHTh

Mognnce Paciundposxa Moanuce Pacumndgposka
noAarnucu Mopnucy
Hara MNevaTte [aTta
MevaTe
AKT
Ne
neyema-nepeadn apxXusHbIX
AOKYMEHTOB Ha XpaHeHwe
{ocHoBaHKue nepeaayun)
{Ha3sanue nepeaasaemoro GoHaa)
caari,

(HasBaHe opraHnsaurun, Nepeaalower AOKYMEHTsI)

a

NpUHSI

(HazBaHWe opraHM3aumMy NPUHUMEKLER SOKYMEHTHI)
AOKYMEHTBI HA3B2HHOTO (POHAA W HAYYRO-CNPaBOYHLIA AannNaparT K HUM:

Ne HaseaHue, Homep Konuuecreo KonuyectBo | MpumedaHus
nin onucK 3K3EMNNAPOB ea. Xp.
CnIcH
1 2 3 4 5

WToro npursaTo

en. Xp.

(epepady npoussenu:

BomxHocts  Moanuce  Pacwwndgiposka
NoARKMCH

Harta

doray npruceoeH Ne

Mpuem nponssenu:

AemkHocTe  Mopnwce Pacwwudposka

Hata

1OArIACH

N3meHeHns B yUeTHbIE AOKYMEHTBI BHECEHRI.

HAonxnocTs Nognuck

HaTta

Pacwudbposka nognucu

dopmat A4 (210 x 297 mm)
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Mprnoxenne Ne 21
Knn. 3.15,4.11, 4.13 Mpasun
HanmeHosaHWe opradnsauun
AKT YTBEPXLOAKO
Ne Pykosogurens opradmsayun
O BBAENESHUY K YHUHTOXERNIO Moanwce Pacwudpoeka
apXMBHbLIX QOKYMEHTOB, He noanexalmnx rnoarvcK
XpaHeHnio HaTta

Ha occHoBakrum

(HaaaaHme W BEIXOAHBIC AAHHBIE MEDEYHS NOKYMEHTORB C YKa3aHueM CROKOEB X XpaHEHHﬂ}

oTOBPaHL! K YHUHTOXKEHUIO KAK HE MMEHLLME HAYYHO-UCTORPMYECKON LUEHHOCTW K YTPaTUBLLNE
APaKTNYECKOe 3HaveHne JOoKYMeHTE! dhoHaa Ne

{HazeaHue thoHpa)

Ne 3aronosok Aena lMogkl Homep Homep Konwnye- Cpokn lMpumevya
n/n (roynnoso onucK™ ef.xp. no CTBO XpaHeHns Hue
3aroNoBOK JOKYMEHTOB) ornvcK en. xp. U HOmEpE
crarem
N0 NEPEYHKY
1 2 3 4 5 8 7 8
Utoreo en. Xp. 3a rofgbl.
{Undpamu K NPONKUCHLIS)
OnucK gen NOCTOSHHOrO XpaHeHus 3a rofbl yreepxaeHel 37K

(HAUMEHOBAHWE APXMBHOID YYPEXAEHUA)
(npoTokon oT Ne )

HaunmeHoBaHWE 40MKHOCTY
PYKOBOAWUTENSA apxmea {(nwua,
GTBETCTBEHHOIO 3a apxvB) Mognnce Paciwundhposka nognuci

COTMACCBAHO
MpoToxon 3K (3K} opranunsaumn
o7 Ne -

* 11pn BRLAENEHAN K YHHUITOKEHUKO SOKYMEHTOR [IPH NOJATOTOBKE [Ie)l K epefiade B apXup Opradwialiuu, rpadmr 4,
3 He 3aMN0AHAITCH.




Mpogomxenne npunoxkenua Ne 21
xnn. 3.15,4.11, 413 MNpasun

LOKyMEHTEI B KOnW4ecTse eq. Xp.

- Ha BYMaKHOM HOCUTENES BECOM Kr cpaHb
Ha YHUHTOXKEHWE;
- Ha BNEKTPOHHOM HOCUTENE CAaMBl Ha YHUMTOXEHNE

{cnocob yHUHTOXEHNS)
HanmexoBaHne fomKHOCTY paboTHKKa,
cAaBllero AoKyMeHThl MNoanwce Pacwudposxa Noanucn
Dara
N3MeHeHna B yUYETHBIE QOKYMEHTLI BHECEHD!.
HanmeroBaHWE SOMKHOCTY paboTHUKA
apxvBa, BHECLLEro U3MEHEHUS

B YYETHbIE AOKYMEHTbI Mloanuce Pacwndposka noanucu

Lata

Popmat A4 (210 x 297 mMm)
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Mpunoxenne Ne 22
K. 3.15 Npasun

HaumerosaHue opraHrizaunin

AKT YTBEPXKOAKD
Ne PykosofnTeno oprarmMaalin
O HEWUCMPaBUMbIX NOBPEXASHNAX {loannce Paclwudposka
APXNBHBIX OKYMEHTOR nognucu
HaTta
Dora Ne

(Hazeanve toHaa)

B doHae obHapyxeHb! [OKYMEHTEY, NPU3HAHHBIE HEUCNPABIIMO MOBPEXAEHHBIMU!

Ne | Onuce | Ea. xp. 3aronoBok Kpaiithne Kofnnvectro CylHOCTE ¢
n/n Ne Ne NoBPEKASHHbBIX AaTbl nucros APUYUHDB
en. xp. {obbem, MB) nospexge-
HWA
1 2 3 4 5 6 7

Utoro obHapyxeHo HEVCNPaBUMO NOBPEXAEHHBIX

en. xp.
(undbpamu u NponUcsIe)
[NepeyucrierHble en. Xp. NOANEXAT CIMCAHWIO BBVY:

HanmeHoBaxswe JOmKHOCTH

PYKOBOAWTENS apxwBa (mvua,
OTBETCTBEHHOMo 3a ApXVB) Moanunce Pacumdbpoeka noaniuci
COFNACOBAHO COTNACOBAHO™

Mpovokon LIAK (3K) oprasusatmn MNpoTtokon IINK apXMBHOTO yupeaeHuns
oT Ne oT Ne

N3MEHEHVA B YHETHLIE BOKYMEHTh! apXvBa BHECEHDI.

HaumenosaHWe gomxkHoct paboTHKKa,
BHECLIErD U3MEHEHNUA B YYETHLIE AOKYMEHTHI Moannce Pacwmdpoeka noanucn

Hata
Dopmat A4 (210 x 297 mm)

* Jnst noKyMEHTOR, BKITEDYEHHLIX B COCTAB APXHBHOrO douaa Poccuiickolt denepartin




HavmeHoBaHWe opraHuaaluv

HanmeHoBaHWE CTPYKTYPHOIO
rnogapasfgeneHus

ONUCDHb Ne
aen

Mpunoxexue Ne 23
k nn. 4.11, 4.31 [Npasun

nn| pena

Ne | NHgekc 3aronoBoK gerna KpaiiHve Cpok

natol XpaHeHnA*

KonnyecT-
BO
NACTOB

MNpumeva
HKe

4 5

6

7

HazeaHwe pasgena

B AaHHYi0 onUcb BHECEHO

nen

¢ Ne

{umdbpamu ¥ NponnesIo)
o Ne

nUTepHble HOMEPA:

» B TOM HKUcne,

rnponyLeHHbie HoMepa:

HanmeHoBaHne JOFMKHOCTY
PYKOBOAUTENA CTPYKTYPHOIO
nogpasfeneHus

Dara

COMMACOBAHO
HanmeHoBaHWe A0MKHOCTI
pykoeoguTena crnyxbe [10Y

Moanuce Paciumncpposka
Moanuecw
[aTa

Roanvee Pacluncpposka noanucu

COMMACOBAHO**
MpoTokon 3K cTpyKTYpHOroO
noapasgeneHns

orT

Neo

* I'padha onmyckaeTcA B ONHCH A€M TIOCTOAHHOTO CPOKA XPAHCHHA.
#* TIpu Hanmguu 3K cTpYKIYPHOTO NOAPas/ENCHHA
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Mpogomxerne npunoxexus Ne 23

kK nn. 4.11, 4.31 lNpasun

Mepepan
aen

{umnchpamu 1 AponucHD)
W perncTpayuoHHo-KOHTPONBHBIX KAPTOTEK K AOKYMEHTaM.
{unthpamu 1 RPOTINCHIG)

HaumeHoBaHwe pomxHoCTY paboTHMKa

CTPYKTYPHOIO nogpasfaeneHusa MNoannck Pacwucbposxka nognucu

MpwuHan aen
{unbpamu 1 NPONMCHI0)

] perncTpadnoHHO-KGHTPONBHBIX

(undbpaMu W APONUCHID)
KapTCTeK K AOKYMEeHTaMm.

HaumeHoBaHKe BOMKHCCTH
paBoTHuka apxvea Aeoannce Paclmupposka noganucu

Harta

dopmat Ad (210 x 297 Mm)
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Npunoxenue Ne 24
K nr. 4.11, 4.31 TNpaeun

HanmeHoBaHue oprannaauum

®oHa Ne

ONUCbNe
INeKTPOHHBIX Aen, A0KYMEeHTOB

Ne WHpeke 3aronoBok KpaWHwne Obvem, MO | Mpumeyanus
n/n Aena jena aatol®
1 2 3 4 5 8

HawmenosaHwe paspena

| | | | |

B AaHHbi paspen onncy BHECEHO nen,
{UuchpaMmn 1 NPONUCHIN}

¢ Ne no Ne

0Bbemom MG.

HawmeHoBakve 4OMKHOCTI
PYKOBOAUTENA CTPYKTYPHOMO

nogpasaenesns MNoannecs Pacwuhpoeka nognueu

OaTta

COTNACOBAHO COrNACOBARHO™*

HawnwmeHOBaHWE JOMKHOCTH MpoTokon 3K cTpyKTYpHOro

pykoBoanTens cnyxbei JOY noppazgeneHns

Moanunce Pacwwhpoeka oT Ne
fognucu

HaTa

* I'patha OTIYCKACTCA B OOHCH 18T NOCTOAHHOTO CPOKA XPAHEHHS.
** TIpy Hanuuuu 3K cTpyKTYpHOTO Noapa3AesieHHs
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MpoporpkeHne npunoxerns Ne 24
knn. 4.11, 4.31 MNpasun

Mepenan
Aen
{UMhpam 1 MpONMCHID)
" pervcTpauoHHO-KOHTPOMBbHBIX KAPTOTEK K JOKyMEHTaM,
(Lmcbpamn 1 NPONUCHIY)
ohvemom M6,
HanmeHoBanve AorxHOCTY paboTHMKa
CTRYKTYPHOMO noapasgeneHns Nognuce Pacwuchpoeka nognvcu
MNpyHan nen
(undpamn 1 NPoONUCHEI)
W pPerncTpayoHHO-KOHTPOMBHbIX
(undpamu v NPONKUCHIL)
KapToTeK K AokyMeHTaM, obbemMom ME.
HanmeHoBarnWe JOMmKHOCTH
paboTHUKa apx1Bea Mopnuce Pacwwndpoeka nognvcu

[ata

®opmaT Ad (210 x 297 mm)
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MpogomkeHue npunoxexns Ne 24
knn. 4.11, 4.31 lNpasun

NPUNOXEHUE K OMACKU Ne

3NEKTPOHHBIX Aen, AOKYMEHTOB

PeecTp QOKYMEHTOB {(KOHTEMHEPOB 3NMEKTPOHHbIX HOKYMEHTOR} 3MEKTPOHHOTO aena:™

Ne en. xp. No OnKcK

WHaeke gena

3aronoeok gena
HaTta Per. Ne
OOKYMeHTa | AoKyMeHTa HanmeHoBaHWe OOKYMEHTa Ob6vem, M& | TNpumevarna
1 2 3 4 5
HanmernosaHue A0MKHOCTH
COCTABUTENA ONNUCK Noanunce Pacwmndposka nognucu

CocTaBNfAeTes Ha KAxXIoe INCKTPOHHOE ASNO.

®opmat A4 (210 x 297 MM)




90

Mpunoxerve Ne 25
K. 4.18 Npasun

Haumverosanue opramHu3aLmnmn

HOMEHKNATYPA OEN YTBEPXJAKD
PykosoguTens opraHnaaumim
Noanuck Pacludposka
Ha rof NoAnUCH
Jarta

WHgexe 3aronoBok gena Konnuecteo | Cpok XpaHerns I’Tpmmeuav—a@
Aena Aen 1 Ne cratey no
] NepeyHo
1] 2 [ 3 | 4 5
Hassanuwe pasgena
! r ! l

Haumerosanue aomkrocTy

PYKoBOAWTENs cny6e AOY
opradnaaumm MNognuce Pacwudbposka nognucu
Busa pykosoauTens apxvea
{(Nriua, oTBETCTBEHHOrO 35 apxue)

COMACOBAHO COFNACOBAHO

FpoTokon 3K (3K) MpoTokon 3MK apxueHoro yypexaeHus

oT Ne oT Ne




Mroroeas sanuch o KaTeropusax v Kon4ecTse gern, 3asefeHHbiX B roay

I8

8 opraHviagin

[TpogomkeHue npunoxerus Ne 25
Kn.4.18 lNpasun

o cpokam xpaHeHns

Becero

B Tom yucne;

nepexcaawmx

¢ oTmeTror "3K"

1

2

3

4

([ 1oCTORHHOrO

Bpemerkoro {cBoiwe 10 ner)

BpemeHHoro (go 10 nmer
BKMIOYUTENBHO)

Nioro:

HauMeHOBARWE AOMMKHOCTY
pykosoguvens cnyxbw JOY

Hara

NTorosbie ceeeruns nepegantl 8 apxus.

HaumeHoraHne AOKHOCTY Nuda

nepefaBeroc ceegeHms

fara

Meanwnck

Mognuch

Pacwwndpoeka nognncu

Pacuingposka nognucu

dopmat A4 (210 x 287 mm)
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lpunoxenue Ne 26
K . 4.18 Npasun
HaumeHoBaHue opraHnsaumm
HaumeHosaHue cTpykTypHOro
nogpasgenexHva
HOMEHKRATYPA OEN
Ha rog*
HHpexe 3aronosok gena KonuyecTteo Cpok xpahenvs | flpumevanve
Aena TOMOB {(4acTei) | u Ne ctaToun no
NEPEYRI
1 2 3 4 5
HassaHnwe paspena
| I I

HaumeHoBaHWe QOrHKHOCTH

PYKOBOAWTENS CTPYKTYPHOTO
noapasaeneHns

Hata

COTNMACOBARO**
Mporokon 3K cTpykTypHoro
nogpasaeneHns

oT No

MNoanvce

Pacumpposka nognvcu

bopmat Ad (210 x 297 mm)

* K HOMeHKNaType Aen CTPYKTYpHOrO NOAPASAENEHMS NO OKOHYAHMM KaneHAapHoro rofa coCTaBAeTcs

UTOrOBAsH 3aNUCL NO hopMe, yka3aHHoK B N

ceeaenuit B cnyxdy 1OY opranvsayum.

** Ipw Hanyuwn 3K CTPYKTYPRHOro noapasgaenskng.

pUROXeHWM 25, v nenaetca OTMETKA O nepeaave UTOroBbIX
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MpunoxeHue Ne 27

knn. 4.19, 4.21 Mpasun
BHYTPEHHAA ONUCb
LOKyMeHTOR flena Ne
Ne | Peructpay Hata 3arcnoBoK JOKYMEHTa Howmepa {Tpumesa-
n/n WOHHBIA | ACKYMeHTa NWUCTOB Aena Hue
MHAEKC
ACKYMEHTS
1 2 3 4 5 8
Uroro JOKYMEHTOB.

Konn4ecTBO NUCTOB BHYTREHHEN onuck

HaumeHoBaHu®e LomxHOCTY nvua,
COCTABMBILETO BHYTPEHHIOK OfCh

LOKYMEHTOB fiena

Hara

{(UnchpanMu 1 NPONUCHIN)

{Lrhpamu ¥ NPONUCEI)

MNoanuck

Pacwwndposka nognvcu

Gopmat A4 (210 x 297 mm)
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Mpunoxenne Ne 28
Knn. 4.19, 4 24 MNpasun

{HanmeHoBaKWE rOCYAAPCTBEHHOIO {MyHMLWManbHOro) apxunea)

(HanmMeHoBaKHWe OpraHUsaLmK)

(HaMeHoBaHMe CTPYKTYPHOrC NoapasaeneHus)

LENO Ne TOMNe

(3aronosok gena)

(kpaHwve faTh!)

Ha mcTax

XpaHuTs

@, Ne
On. Ne
A. Ne

dopmat Ad (210 X 297 mar)



Hanmerosanue oprasmsagyvin

CnpasouHbie gatHble o6 oprasusagmm
{NouTOBLIA aapec, TenedoH,
Tenegon/dakc)

APXWBHAA CNPABKA

No
(narta)
Ha Ne oT
Teket
OcHosaHume:
AOMKHOCTL PYKOBOAMTENS OpraHnsaLum
(MrM MHOTC YNONHOMOYEHHOTO UM NNLE) (Moanuck

MNevaTts

Damrununst KCNoaHWTEeN!
Homep Tenemona

[punoxeHwe Ne 29
k. 5.12 lpasun

Appecar

Pacwmnpoeka nognveu

dopmar A4 (210 x 297 mm)
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YTBEPMIAKD

(HaumeHoBaHye [OIKHOCTV PYKOBOZUTENS

OpraHi3auvn nepeiaen 4oKyMEHTb!)

Moanuce Pacwiugposka nognucu
HdaTta i levate
AKT
Ne

NnpueMa-nepegaqil apxueHoix
HACKYMEHTOB Ha xpaHeHue

MpunosxeHre Ne 30
Kn. 6.8 lNpasvn

YTBEPXKIAKD

(HavMeHoBaHUE JOMKHOCTY PYKOBOAUTENS

OpraHn3anvwn ripuHVManLuUen 4oKyMeHTb)
Moanuce Pacwudposka nognucu

Oata MNevats

(ocHoBaHWe nepenaun)

(HaseaHue nepesasasmoro thoHaa)

caan,
{HanMeHoBaKVe opranuaaluy, nepefarollen [OKYMEHTEI}
(HAMMEHOBaHWME OPranv3aLv, NPUHUMEIOLLER AOKYMEHTbI)
NPUHYMAET Ha roCyAapcTBEHHOE XpaHeHWe JOKYMEHThI CTpaxosbie KONKK 33
(roasl)
N CIPABOYHLIW annapat K HUM;
Konwuectso ' ‘
Ne n KenuvecTeo eamHny |
Hassarue, Homep onucu IKIEMNNAPOR [pyvmevaHne
n/n XpaHeHns
Ornecu
|
} 1] 2 3 4 8 -
| | ]




Wrore npuxstto

97

MpogomueHne npunoxerus Ne 30
K. 6.8 Mpasu

en. xp.

{LUndbpamn n nponucsio)

MNepepavy nponssenw:

HomxHocte  Toanuce
Pacwiposka

Ao4nncK
Hata

®oHiy npucsoeH Homep

Mprem npoussenu:

HomxHocte Moanvcs Pacwudposxa

noannucK
Aarta

WasmeHeHus B YHETHLIE OKYMEHTHI BHECEHI

JonxHocTs Mognuck

DaTta

Paclundposka nognucw

dopmat Ad (210 x 287 mm)



