[JokyMmeHT npegoctasneH KoHcynbTaHTIoC

3apernctpmupoBaHo B MuHtocte Poccnm 7 ceHTabpa 2015 r. N 38830

MWHWUCTEPCTBO KY/IbTYPbl POCCUMCKOMN ®EAEPALIUMU

MPUKA3
ot 31 mapTta 2015r. N 526

Ob YTBEPXAEHUU NPABUN
OPrAHU3ALNUN XPAHEHUA, KOMNJIEKTOBAHUA, YYETA U UCMOJ/Ib3OBAHUA
AOKYMEHTOB APXMBHOIO ®OHAA POCCUIACKON GEAEPALIUM U APYTUX
APXUBHbIX OKYMEHTOB B OPFTAHAX FOCYZIAPCTBEHHOM B/IACTH,
OPrAHAX MECTHOIO CAMOYNPABJIEHUAA N OPTAHU3ALUAX

KoHcynbTaHTlAOC: NpumeyaHue.

B cootBeTctBMM C YKazom lMpe3ngeHTta PO ot 22.06.2016 N 293 yTBepKAeHUE NPaBUI OpraHM3aLLmm
XPaHeHWs, KOMMNAEKTOBaHMUSA, yYeTa M MCNOAb30BaHMA AOKYMeHToB ApxmBHoro ¢oHaa Poccuiickol
depepaunm M Opyrux apxmMBHbIX AOKYMEHTOB B FOCYAAPCTBEHHbIX OPraHax, OpraHax MEeCTHOro
CaMOyMNpaB/ieHUA U OPraHM3aLLUAX OTHECEHO K NOAHOMOUYMAM PefepanbHOro apxXMBHOTO areHTCTBa.

B cootBeTcTBMM C NyHKTOM 2 YyacTu 1 ctatbm 4, yactbto 5 ctatbu 14 degepanbHOro 3akoHa oT 22
OKT6pAa 2004 r. N 125-93 "0O6 apxmBHOM gene B Poccuiickon ®eaepaumn” (CobpaHne 3akoHoaaTeNbCTBa
Poccuiickon degepauymm, 2004, N 43, cT. 4169; 2006, N 50, cT. 5280; 2007, N 49, cT. 6079; 2008, N 20, CT.
2253; 2010, N 19, c1. 2291; N 31, ct. 4196; 2013, N 7, c1. 611; 2014, N 40 (4. Il), ct. 5320) u
noctaHoBneHuem lMpasutenbcrea Poccuiickon ®egepaumm ot 20 utona 2011 r. N 590 "O MuHucTepcTse
Ky/bTypbl Poccuiickon degepauymmn” (CobpaHune 3akoHoaaTenbctBa Poccuiickonn Pegepaumm, 2011, N 31,
cT. 4758; N 44, c1. 6272; 2012, N 6, cT. 688; N 17, cT. 2018; N 26, cT. 3524; N 37, cT. 5001; N 39, cT1. 5270;
2013, N 3,cr.204; N 8, c1. 841; N 31, cT.4239; N 33, cT. 4386; N 41, cT. 5182; N 45, cT1. 5822; 2014, N 9, cT.
909; N 30 (u. II), cT. 4305; N 40 (u. Il1), cT. 5426, N 48, cT1. 6860; 2015, N 2, cT. 491; N 4, c1. 664; N 9, cT.
1339) npuKasbiBato:

1. YTBepauTb nNpwaaraemble NpaBuaa OPraHM3aLMM XPaHEHUs, KOMIMIEKTOBaHWA, yyeTa U
NCMONb30BaHNA [O0KYMeHTOB ApxuBHOro ¢oHaa Poccuiickot depepaunm v ApYyrux  apxXmMBHbIX
[AOKYMEHTOB B OpraHax rocyapCcTBeHHo BNacTh, opraHax MeCTHOro CamoynpaB/ieHNa U OpraHmU3aLmsaX.

2. HanpaBuTb HacTosALWMI NpPMKas Ha rocyAapCTBEHHYO perncrtpauuto B MUHUCTEPCTBO OCTULLIUN
Poccuiickon ®epepaumnu.

3. KoHTposb 32 UCnOAHEeHMemM NpuKasa BO3/I0XUTb Ha nepsBoro 3amectutenda MwuHuctpa B.B.
ApucTapxosa.

MuHucTp
B.P.MEAWHCKNI

MpunoxeHune
K NpuKasy MUHUCTepCTBa KYAbTypbl
Poccuiickon ®egepauymm
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oT 31 mapTta 2015r. N 526

KoHcynbTaHTlAOC: NpumeyaHue.
Cm. MeTogunyeckmne peKomeHaaumMu no npuMmeHeHunto Hactoawmx Mpasua.

NPABUNA
OPrAHU3ALNU XPAHEHUA, KOMNJIEKTOBAHUA, YYETA U UCMOJ/Ib3OBAHUA
OOKYMEHTOB APXMBHOIO ®OHAA POCCUIACKON GEAEPALUM U APYTUX
APXUBHbIX OKYMEHTOB B OPFTAHAX FOCYZIAPCTBEHHOM BJIACTH,
OPrAHAX MECTHOIO CAMOYNPABJIEHUAA N OPTAHU3ALUAX

|. OBLLUME NOJTOXKEHNA

1.1. Hactosawme [NpasBuna opraHusaumm XpaHeHUA, KOMMAEKTOBAHMA, y4eTa M UCMNOAb30BaHUA
AOKYMeHTOoB ApxmBHoro ¢oHaa Poccuiickolt deaepaumm U ApYrux apxmMBHbIX AOKYMEHTOB B OpraHax
rocy4apCTBEHHOW BNACTM, OpraHax MECTHOro CamoymnpaB/ieHUs U opraHu3auusax (Janee - HacToAwMe
MpaBwuna) paspaboTaHbl B coOOTBETCTBUKN ¢ PeaepanbHbIM 3aKOHOM OT 22 oKTAbpa 2004 r. N 125-93 "06
apxusHom gene B Poccuinckoit Pepepaunn” (CobpaHue 3akoHopatenbcTBa Poccuitckolt Pepepaunmy,
2004, N 43, c1.4169; 2006, N 50, cT. 5280; 2007, N 49, cT. 6079; 2008, N 20, cT. 2253; 2010, N 19, cT. 2291;
N 31, ct. 4196; 2013, N 7, ct. 611; 2014, N 40 (4. Il), ct. 5320), noctaHoBNeHMeM [lpaBUTENbLCTBA
Poccuiickon Pepepauum ot 15 mioHs 2009 r. N 477 "O6 yrtBepxaeHuu MNpaBun aenonpovsBoaCcTBa B
denepanbHbiX OpraHax wucnonHutenbHot Bnactn" (CobpaHue 3aKoHogaTenbcTBa Poccuiickoi
depepauum, 2009, N 25, ct. 3060); nprkazom MUHUCTEPCTBA KY/bTYPbl M MACCOBbIX KOMMYHUKaL M
Poccuiickon ®epepaumm ot 18 aHeapa 2007 r. N 19 "O6 yTeepaeHun MNpaBua opraHn3aLmMmn XpaHeHus,
KOMMNEKTOBAHUA, y4eTa U UCNOb30BaHUA AOKYMeHTOB ApxuBHoro ¢oHaa Poccuiickoit ®epepauun u
APYTMX aPXMBHbBIX JLOKYMEHTOB B rOCYAaPCTBEHHbIX M MYHULMNANbHbIX apXMBax, My3eax n bubamoTekax,
opraHusaumsax Poccuiickoi akagemnn HayK" (ganee - MpaBuna xpaHeHus) (3apernctpmpoBaH MuHocTom
Poccum 6 mapTa 2007 r., pernctpaumnmoHHbii Homep 9059, "BronneTeHb HOPMaTUBHbIX aKTOB peaepanbHbiX
OpraHoB MCMNOAHUTENbHOM BAacTK oT 14 maa 2007 r. N 20"), c UISMEeHeHMAMU, BHECEHHbIMW MPUKA30OM
MUWHUCTEPCTBA KYNbTYPbl U MacCOBbIX KOMMYHMKaunii Poccuinckon ®egepaunn ot 16 despans 2009 r. N
68 (3apeructpupoBaH MuHoctom Poccum 5 mas 2009 r., pernctpaunoHHbin Homep 13893, "Poccuiickan
razeta" ot 20 mas 2009 r. N 89), npmnkazom MuHKynbTypbl Poccum ot 10 ceHTsbpa 2007 r. N 1273 "06
yTBEPXKAEHUN GOPM YUYETHDIX U UHbIX LOKYMEHTOB MO OPraHM3aLMm XpaHeHWA, KOMMNAEKTOBAHMSA, yYeTa U
MCNONb30BaHUA AOKYyMeHTOB ApxmBHOro ¢oHaa Poccuitickon ®degepaumm U ApYrux  apXMBHbIX
AOKYMEHTOB B rOCYAapPCTBEHHbIX U MYHULIMMAAbHbBIX apxmMBax, My3eax U BubanoTeKax, opraHu3aLmax
Poccuiticko  akagemmn  Hayk" (3apeructpupoBaH MuHioctom Poccum 9 oktabpa 2007 .,
PErucTPaumMoHHbii  Homep 10291, "BonneTeHb HOPMATUBHBIX aKToB ¢enepasibHbIX OpraHoB
WUCNONHUTENIbHOM BNacTn oT 5 HoA6ps 2007 r. N 45").

1.2. [JeictBMe HacToAwmx [paBun He pPaACNpPOCTPAHAETCA Ha OpraHM3auMio  XpaHeHus,
KOMMN/IEKTOBAHMA, yYeTa U UCMONb30BaHMA LOKYMeHTOB ApxmBHoro ¢poHaa Poccuiickon degepaumm u
APYrMX apXMBHbIX LOKYMEHTOB, COAEPMKALLMX CBEAEHUA, COCTABAAIOLWME FOCYAAPCTBEHHYIO TalHY.

1.3. TocyaapcTBeHHbIE OpraHbl, OpraHbl MECTHOrO CaMOynpaBAeHUA MYHULMNANbHOIO paioHa,
rOpoOACKOrO OKpyra W BHYTPUIOPOACKOTO pailoHa 06f3aHbl CO34aBaTb apXMBbl B LLENAX XPaHeHWs,
KOMMN/IEKTOBAHMA, y4eTa M UCNOAb30BaHNA 06pa30BaBLUMXCA B MPOLECCE UX OEeATEeNbHOCTU apXMBHbIX
[ OKYMEHTOB.

1.4 OpFaHMSaLI,MM BnpaBe CO34aBaTb apXuBbl B LLeNAX XpaHeHUA O6paSOBaBLIJMXCFI B npouecce unx
0eATeNbHOCTU apPXUBHbIX OOKYMEHTOB, B TOM 4YuUC/e B UENAX XpPaHEeHUA U UCNOJIb30BaHUNA apPXUBHbIX
AOOKYMEHTOB, HE OTHOCALLUNXCA K FOCVAapCTBeHHOﬁ nnn MyHMLI,MI'Ia/'IbHOﬁ cobCcTBEHHOCTU <1>.
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<1>Yactb 2 ctaTbm 13 PepepanbHOro 3akoHa ot 22 okTA6pAa 2004 r. N 125-d3 "O6 apxusHom gene
B Poccuinckoit Pepepauunn’.

1.5. 3apaum M ¢GyHKUMM apxuBa (LLEHTPaNbHOrO apxuBa) rocyAapCTBEHHOro opraHa, opraHa
MeCTHOro camoynpasineHuna, oOpraHnsaunn - WUCTOYHWUKa KOMN/ZIEKTOBAHUA rocyaapCTtBeHHOrO,
MYHULUMNANAbHOIO apxmea onpeaenatoTca NONOKEHNEM, YTBEPKAAEMbIM PYKOBOAMUTENEM OPraHU3aLUN.

II. OPTAHU3AUMNA XPAHEHMNA JOKYMEHTOB
APXMBHOIO ®OHAA POCCUNCKOW GELEPALUMM U APYTUX APXUBHbBIX
JOKYMEHTOB B OPTAHU3ALINUN

2.1. NokymeHTbl, obpasylolimeca B AeATe/IbHOCTM OPraHU3aumMm, COCTaBAAIT AOKYMEHTA/bHbIN
¢doHa,

2.2. Co3faHue A[OKyMeHTanbHOro ¢GoHAA OpraHW3auuu OCyLLEeCTBAAETCA MyTEM COCTaBAEHUA
HOMEHKNaTypbl Aen, PopmMpoBaHUA U opopMIEHMA AeN Ha OCHOBE HOPMATMBHbLIX MPaBOBbIX aKTOB
Poccuiickoin ®epepaumn, nepeyHeit TMNOBbIX aPXMBHbBIX AOKYMEHTOB C YKa3aHMEM CPOKOB UX XPaHeEHUS,
YyTBEpPKAAaeMbIX B COOTBETCTBUM C NYHKTOM 3 cTaTbM 6 PeaepanbHOro 3aKoHa ot 22 okTabpa 2004 r. N 125-
®3 "O6 apxuBHom gene B Poccuiickon depepaumn’, M nepeyHelr OOKYMEHTOB, obpasylowmxcs B
npouecce AeATeNbHOCTM deaepasbHbIX OPraHOB rOCYAAPCTBEHHOM BAACTU, WMHbIX FOCYLAPCTBEHHbIX
opraHoB Poccuiicko Pepepauuu, a TaKke B npouecce AeATeNbHOCTM MNOABEAOMCTBEHHbIX MM
OpraHM3auni, C yKasaHMeM CPOKOB XpaHEHMUA.

2.3. YacTb AoKymeHTanbHoro ¢oHAa, BKAKOYAOWAn AOKYMeHTbl ApxuBHoro ¢oHaa Poccuiickoi
depepaumm, OOKYMEHTbI MO JIMMHOMY COCTaBY M AOKYMEHTbl BpeMeHHbIXx (cBbiwe 10 neT) cpokos
XPaHEHMWA, BKIIOYEHHbIE B YyYETHble AOKYMEHTbl apXuBa, COCTABAAET APXMBHbIA GOHA OpraHM3auuu,
KOTOPbIN NOANENKUT XPAHEHUIO B apXMBE OPraHM3aLnun.

JoKymeHTbl BpemMeHHbIX (80 10 neT BKAUYUTENBbHO) CPOKOB XPaHEHUA XPAHATCA B CTPYKTYPHbIX
noapasgeneHnax OpraHM3auun M No MUCTEeYEHUW CPOKOB MX XPaHEHUA MNOAJEXAT YHWUUTOMKEHMUIO B
nopagkKe, yCTaHOB/NIEHHOM B NYHKTax 4.6 - 4.13 HacToAawmx Mpasua.

2.4. BUaammn apxmBHbIX GOHOB OPraHmn3aLLMmM ABNAKOTCA:

apXuBHbIA GOHA, OpPraHM3auMW, COCTOALWLMIA M3 [OKYMEHTOB ApxvBHOro ¢oHaa Poccuiickoi
denepaumm 1 gpyrux apxmBHbIX LOKYMEHTOB;

06beaMHEeHHbI apXUBHbIN GoHA, COCTOALLMIA U3 06Pa30BaBLUNXCA B NpoLecce AeATeNbHOCTU ABYX
unn 6onee opraHM3aunin JOKymeHTOB ApxueHoro ¢doHaa Poccuitickoit Peaepauumn n Apyrux apxmeHbIX
[OKYMEHTOB, UMEIOLLMX MeXK Iy COBON MCTOPUYECKM U/UAN NornHeckn obycnoBaeHHble CBA3MY;

apXMBHAA KONNEKUWA, COCTOALAnA M3 OTAE/bHbIX aPXMBHbIX [AOKYMEHTOB Pas/IM4yHOro
NPOUCXOXAEHNA, OOBLEAMHEHHbIX NO OAHOMY WAM HECKO/NIbKMM NpPM3HAKam (TemaTuyeckomy,
aBTOPCKOMY, BUA0OBOMY, 06 bEKTHOMY).

2.5. ApxuBHomy ¢OHAY oOpraHuM3auMM NPUCBAMBAIOTCA  Has3BaHMEe, COOTBETCTBYlOLLEE
HaMMEHOBAHMIO OpraHM3auun, 1 HoMep B NOPAAKE, onpeaeneHHOM MyHKTOM 3.8 HacToAwmx Mpasua.

2.6. Apx1BHble AOKYMEHTbI OPraHN3aLMmn COCTaBAAIOT OAMH (eAMHbIN) apXMBHbIN GoHA:

A0 W nocne peopraHmsaunn, a TaKXKe WU3MEeHEHUA CTPYKTypbl, WTATOB, €C/NU YKa3aHHble
MeponpnuAaATnA He NOBNEK/IN 3a coboli usmeHeHun LI,EﬂEﬁ M npegmeTa geATesibHOCTU OpraHn3aunu;

A0 N nocne nsmeHeHnA TeppuUTopmanbHbIX rpaHUL, AEATENIbHOCTU OPraHn3auunn,

B Ciy4ae CMeHbl y4peaunTtena.
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B cnyyae nameHeHma cobCTBEHHMKA MMYLLECTBA OPraHU3aLLMKM apXUBHbIE LOKYMEHTbI OpraHu3aLmum
OO/KHbI BKOYATbCA B Pa3Hble apxmMBHble GOHAbI.

2.7. B cnyyae peopraHusaummn opraHmsaumm ¢ nepegadyen GpyHKUMM BHOBb CO34aHHON UM MHOM
OpraHn3aunmn BCe apXmMBHbIe AOKYMEHTbl NepesaroTca OpraHn3aLnmn-npaBonpeeMHUKY U BKAOYAIOTCA B
apXuBHbIM doHA nocnepHe.

[JOKYMEHTblI MOCTOAHHOTO XPaHEHMA M AOKYMEHTbl MO JIMYHOMY COCTaBY JIMKBUAMPOBAHHbIX
OpraHu3auMii LO/KHbI NepeaaBaTbCa B YNOPAL0YEHHOM COCTOSIHUM Ha XPaHEHWE B COOTBETCTBYHOLLMIA
rocy4apCTBEHHbIN (MyHUUMNANbHbINA) apXMB.

2.8. XpOHONOrMYECKMMM FPaHULL@MM apXMBHOTO GoHAa ABAAIOTCA <1>:

<1> MNoanyHKT 2.8.6 nyHKTa 2.8 [NpaBua xpaHeHuUA.

ONA apXUBHOro d)OHAa opraHunsauumn - yCtaHaBanBaemble Ha OCHOBE HOPMATUBHbLIX aKTOB AaTbl
CO34aHUA U TMKBUNOAUUNM OpraHn3sauumun. an Ha/IMYMU HECKOIbKUX aKTOB 00 O6pa3OBaHMM OopraHunsauunun
NPUHMMAETCA OaTa Hanbonee PaHHEro n3 HuXx;

ana 06bep,VIHEHHOI'O APXUBHOTO ¢OH,CI,a OopraHunsaumn - Aatbl CO34aHUA Hanbonee paHHEIjl n
MKBMngaunn Hamnbonee I'IO3,£I,HEI7I Nno BpemeHU OeATe/IbHOCTU OpraHn3aunn, 4OKYMEHTbI KOTOpOﬁ Bownun
B COCTaB 06be,£|,VIHEHHOI'O dPXUBHOTO d)OH,EI,a,'

Aana apXMBHOVI Konnekuun - oatbl CAaMoOro paHHero n cCamoro no3gHero A4oKymeHTa.

2.9. ApxuBHble AOKYMEHTbI AO/KHblI XPaHUTLCA B CUCTEMATM3MPOBAHHOM MopagKe B npeaenax
apxuBHOro ¢oHaa. EAnHULEN cucTemaTM3aUMn JOKYMEHTOB apXMBHOro GpoHAa B apxuBe opraHusauum
ABNAETCA COBOKYMHOCTb apXMBHbIX AOKYMEHTOB WM OTAENbHbIN AOKYMEHT, OTHOCAWMECA K OAHOMY
BOMNpPOCY AeATeNbHOCTU OpraHu3aumu (aanee - eAnHULA XpaHeHUsA).

2.10. EaviHunupl XPaHEHUA O0/1IXKHbI 6bITb CNCremaTtmnsnpoBaHbl, BHECEHDbLI B ONNUCU U Od)OpMﬂEHbI B
nopAagke, o6ecneqMBarou.|,eM Y4eT, NOUCK N NCNos1Ib30BaHME apPXUBHbLIX OKYMEHTOB.

2.11. EguHunubl XPaHEHUA apXUBHOTO CI)OH,D,a CUCTEMATUSUNPYIHOTCA B COOTBETCTBUUM CO Ceayrowummm
NPU3HaKamum:

CTPYKTYPHbIA  (MPUHAANEKHOCTb  €AMHWUL,  XPaHEHUA K  CTPYKTYPHbIM  NOAPa3AENEHUAM
opraHusauuu);

XpOHOHOFMLIECKMVI (I'IO nepunoaam Uanm Aatam, K KOTOpbim OTHOCATCA e ANHULbI XpaHEHMﬂ);

dYHKUMOHANbHBIN, OTPacneBol, TeMaTUYecKU, MPeaMETHO-BOMPOCHbIN (C yyeTom QyHKUMI
OpraHM3aunn, TEM AN BOMPOCOB, KOTOPbLIX KACAETCA COAEPKaHNE eAUHUL, XPaHEHWA);

HOMMWHaAbHbIM (N0 4EeN0NPOM3BOACTBEHHOM GOpPME - BUAAM U PA3HOBUAHOCTAM LOKYMEHTOB);

KOpPPEecnoHAEeHTCKMI (Mo opraHM3auuMam, B pesynbTaTe Nepenncku ¢ KoTopbiMM 06pasoBasinch
eANHULbI XpaHeHus);

reorpaduyeckunin (B COOTBETCTBUM C onpeneNieHHbIMU TEPPUTOPUAMM, HAaCeNEHHBIMU NYHKTaMU U
ApYyrMMn reorpaduyeckMmm o6beKTamMu, C KOTOPbIMM CBA3AHO COAEpP)KaHMe [OO0KYMEHTOB, aBTOPbl,
KOPPEeCnoHAEHTbI);

aBTOPCKMI (N0 HasBaHWAM oOpraHuMsaumMii Manm GamuaMAM rparkaaH, ABAAIOLWMXCA aBTOpammu
OOKYMEHTOB).
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2.12. lokymeHTbl, Bowealwune B 06beaANHEHHbIN apXnBHbIN GOHA, pacnosaratoTca No 3HAa4YMMOCTH
doHao00b6pa3oBaTeNe, NO XPOHOJIOTMM CO34aHUA AOKYMEHTOB, MO andaBUTy HA3BaHUN U APYrMM
npusHakam. B npeaenax Kaxkgoro ¢oHAaa, Bowwealero B 06begMHEHHbIN apXUBHbIA GOHA, NPUMEHALOTCA
NPUHLUMMbI CUCTEMATM3ALMK, BbIOOP KOTOPbLIX OonpeaensaeTca XapaKTepom AeAaTesIbHOCTM KOHKPETHbIX
OpraHu3aunit, coctaBom n 06 beEMOM LOKYMEHTOB.

2.13. CucremaTtnsauma SOKYMEHTOB apXMBHOM KOMMEKUUM ONpeaennaeTca TEMAaTUKOM M COCTaBOM
JOKYMEHTOB.

2.14. CoxpaHHOCTb [AOKYMEHTOB B apxuMBe OpraHusauuMm obecne4ymBaeTca KOMIIEKCOM
MEpPONpPUATUA NO CO34aHUID HOPMATUBHbLIX YCNOBWUIA, CODAIOAEHUID HOPMATUBHBLIX PEXUMOB WU
HagfNexalleld opraHM3aumMM XpaHeHUA OOKYMEHTOB, WCKAOYAOWMX XULWEeHUMe W yTpaTy u
obecneumBatoWwmx nogaeprkaHne B HOpMaibHOM GU3NYECKOM COCTOAHUM.

B Komnsiekc paboT no obecneyeHmto COXPaHHOCTM 4OKYMEHTOB apXm1Ba OpraH13aLnmn BKAOYaOTCA:
npegocTasaeHMe NOMELLEHUA A1A pasMeLLeHNA apPXMBHbIX OKYMEHTOB;

obecrneyeHne HOPMaTUBHbIX YCIOBUIM XPaHEHUSA LOKYMEHTOB;

BbINO/IHEHWE TPeHbOBaHMI K PasMELLEHMIO AOKYMEHTOB B aPXMBOXPAHUULLE;

npoBepKa Ha/IMYmsA U COCTOAHUA LLOKYMEHTOB.

2.15. ObecneyeHne HOPMATUBHbIX YCIOBUI XPaHEHUA SOKYMEHTOB BKIOYAET:

OCHaLLEeHMe apXMBOXPaHWUIMLL crieunanbHbiM 060pya0BaHMEM ANA XPAaHEHUA AOKYMEHTOB;

obopyaoBaHMEe MOMELLEHUA apxXuBa OpraHU3auumu CpeacTBaMKn MOMKAPOTYLIEHUA, OXPaHHOW W
NoXapHOW CUrHanusaunen;

CO6I'IPO,CI,€HVI€ NPOTUBONOXAPHOIo pexnma,;
COG!’II‘O,D,EHVIG OXPaHHOro pexunma,;

Co34aHME HOPMATUBHbLIX TemMnepaTtypHO-B/1aXXHOCTHOIo, CBETOBOINro pexXummoB, nposeaeHume
CaHUTAPHO-TUTUEHUNYECKUX MepOHpMﬂTMl\/‘I.

2.16. ApXVIB OopraHun3aunn pasmellaeTca B cnelmasibHO NOCTPOEHHbIX NN l'lpVICFIOCO6I'I€HHbIX AanAa
XPaHEHNA OOKYMEHTOB 34aHUNAX NN B OTAE/IbHbIX NOMELWLEHNAX 30aHUA.

B apxuBe opraHu3aumnm AoAKHbl 6bITb NPEeAYCMOTPEHDI:
apPXMBOXPAHUNULLE;
nomelLeHne aaa npuema, BpeEMeHHOro XpaHeHUA LOKYMEHTOB;

nomelLeHne AN UCNONb30BaHUA AOKYMEHTOB (YMTaNbHbIM 33, YYacTOK BblAauM AOKYMEHTOB M
MHPOPMALMOHHO-NOMNCKOBbIX CPEACTB);

pa6oqme KOMHaTbl COTPYAHWUKOB apxXmnBa OpraHn3aunn, Kotopblie O0N1XKHbI 6bITb M30/INpOBaHbI OT
I'IOMEU.I,GHVIVI, rae XpaHATCA apXmnBHble OKYMEHTbI.

He pgonyckaeTcA pasmelleHne apxmea OpraH1M3aummn B No4BaAbHbIX U YepAaYHbIX MOMELLLEeHUAX.

2.17. ApxnBoxpaHuaunLLEe A0MKHO 6bITb yaaneHo oT N1abopaTopHbIX, NPON3BOACTBEHHbIX, ObITOBbIX
NOMELLEHUI M HEe UMETb OBLLMX C HUMWN BEHTUAALMOHHbIX KaHaN0B. APXMBOXPaHUAMLLE OTAENAETCA OT
COCEAHNX MOMELLEHUIA HECroOpaeMbiMM CTEHaMWM WM MEPEKPbITUAMM C NpeaesamMu OrHeCcTOMKOCTU He



MeHee [ByX 4acoB. B apxmBoxpaHuaMlie He AOnycKaeTca npoknagka Tpy6 BoaocHab:KeHua u
KaHann3aumm, TeXHON0TMYeckne nam 6bIToBblE BbIBOAbI BOAbI.

2.18. Mpwn pasmeLlLeHNN APXMBOXPAHMAMLLA B CNeuMasbHOM WMAM NpUCNocobieHHOM 34aHUK
npeanoyTeHne (Npu pasBHbIX TEMNOBbIX XapaKTePUCTUKAxX) OTAAeTCA MNOMELLEHUSM C CeBEepHOM
OpUEHTALIMEN OKOH.

MaTepuanbl MOKPbLITUA CTEH, MONOB, MOTOJIKOB, BHYTPEHHEN apMaTypbl apPXMBOXPaAHUAULLA,
NPUMeHsieMble NPW M3roTOB/IEHUM 06OPYAOBaHUA U CPEACTB XPAaHEHUA APXMBHbLIX OAOKYMEHTOB, He
OOJIKHbI BblAENATb arpecCcMBHbIE XMMUYECKUE BeLLecTBa U BbiTb MCTOYHUKOM MbIN.

2.19. ApxuBOXpaHuUAULLE [OMKHO MMETb eCTeCTBEHHYID WU MUCKYCCTBEHHYI BEHTUAAUMIO,
obecneumBaloLLyl0 PELUPKYNALMIO BO3AYyXa, CTabMAbHOCTb TemMMepaTypHO-BAAXKHOCTHOIO PeXMMa,
OYMCTKY BO34yXa OT MbIJIN U arpecCcUMBHbIX NPUMECEN, a TaKKe 0TBeYaTb COBPeMEHHbIM TpeboBaHMAM
KOMMNAKTHOCTU N 9KOHOMWUYHOCTMU.

ApXVIBOXpaHVIIIVILLI,e AO/TXKHO UMeTb BbIXOoAbl K ]'IMd)TaM N NeCTHUYHbIM KN1eTKaM.

2.20. ApXMBOXPAHWUINLLA (33 UCKIOYEHNEM aPXMBOXPAHWUIIMLL, PACMONAratoWMUXCA HAa OXPaHAEMON
Tepputopun) obopyayloTcA ABEPAMM C  MOBbIWEHHOW TeXHUYECKOM YKpPenJeHHOCTblO MpoTUB
BO3MOKHOIO B3/IOMa, OCHALLEHHbIMU 3aMKaMM MOBbILIEHHOW CeKPeTHOCTU. OKHA NOMeLLEeHUA NepBoro
aTaXKa AOMKHbI 6bITb 060PYA0BaHbI 3aNUPAOWMMKUCA pelleTkamm <1>.,

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

2.21. Bce nocTynatowime B apX1MB OpraHM3aummn 40KYMEHTbI Pa3MELLAIOTCA B aPXMBOXPAHMUAMNLLAX HA
CTAUMOHAPHBIX W/MAN MNepeaBUNKHbIX MEeTaNMYECKUX CTenNakax, B MeTa//IMYeckux wkKadax uau
KOHTeNHepax.

Crennaxkn OO0NKHbI 6bITb YCTaHOB/1IEHbI NEpPNeHANKYNAPHO CTEHAM C OKOHHbIMKX Npoemamm, a B
nomeuweHmnn 6e3 OKOH - C y4yeToM ocobeHHocTel nomeuleHnAa m O60py,ﬂ,OBaHMH. He A0oNnyCKaeTcA
pasmeleHune cTennaxen BN/IOTHYHO K HAPYXXHbIM CTEHAM 34aHUNA U K NCTOYHUKaM Tenna.

PaccTaHOBKa cTennaxeld M WKapoOB OCYLLECTBAAETCA B COOTBETCTBMM CO  C/eAyHoWwumMu
TpeboBaHMAMMU:

PACCTOSHME MEXAY PAAaMM CTeNNaxKen (rnaeHbli npoxoa) - He meHee 120 cwv;
paccTosiHMe (MPOoXo4) MeXay CTeNnaxkamu - He meHee 75 cm;

PacCTOsAHME MeX Ay HapYyXXHOM CTEHOM 34aHUA U CTeNNaXKaMU, Napanne/ibHbIMU CTEHE - HE MeHee
75 cm;

PaCCTOSHME MEXAY CTEHOM M TOPLOM CTeNNaxa uamn wkada (ob6xoa) - He meHee 45 cm;

paccTofAHUEe MeXKAy NOJIOM U HUXKHEN NONKOM cTennaka (WwKada) - He meHee 15 cm, B LLOKO/IbHbIX
3Ta)Kax - He meHee 30 cm <1>.

<1> MopgnyHKT 2.11.3 nyHKTa 2.11 NpaBuna XxpaHeHuA.

2.22. TIpOTMBONOMKAPHbLIA PeXUM B 34aHUAX, FOEe Pa3MeLlaeTca apXmB OpraHusauum, u B
apXMBOXPaHWIMLLAX YCTaHABMBAETCA B COOTBETCTBMUM C HOPMATUBHbIMM NPaBOBbIMM aKTamm Poccuitckoi
depepaumm B 061acT NoXKapHOM 6e30NacHOCTY.
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2.23. OxpaHHbIN pexum obecnedunsaeTca nyTem 060pya0BaHMA apPXMBOXPAHUANLL, @ TAKXKe APYrnX
NOMELLEHWNI, TAEe MOCTOAHHO MAM BPEMEHHO XPAHATCA apXMBHble AOKYMEHTbl, CpenCcTBaMM OXPaHbl,
obecneymBaloOWMMM KOHTPOIb A0CTyNa B apXMBOXPaHWUAULLE M NMOMELLEHUA apxMBa, U CObBAOAEHNEM
nopsaKa caavm Nog OXpaHy M CHATMA C OXpaHbl, YCTAHOBAEHHOTO PYKOBOAUTENEM OPraHU3aLLUN.

B cnyyae BblgauM apXMBHbIX [AOKYMEHTOB BO BpeMEHHOe M0/b30BaHWe Mo 3anpocam
roCcyAapCTBEHHbIX OPraHoB, OPraHOB MECTHOrO CaMOyMnpaB/eHMs WU OpPraHM3aumii BbIHOC M3 34aHUA
apxuBa WAM 34aHMA OPraHM3alLMK apXMBHbIX AOKYMEHTOB PaspellaeTcs TO/bKO MO CreuuanbHbIM
NpomnycKam.

2.24. ApxmBHble AOKYMEHTbI cnefyeT XpaHUTb B TEMHOTe.

Bce Bugbl paboT ¢ AOKYMEHTaMM A0/XKHbI NPOBOAUTLCA MPU OFPaHUYEHHbIX UAN TEXHONOTMYECKM
HEOobXOAMMbIX YPOBHAX OCBELLEHMS.

3awWwmTa AOKYMEHTOB OT AelCTBMA cBeTa obecneymBaeTca XpaHeHMem AO0KYMEHTOB B KOpobKax,
nankax v nepensietax, B lWKadax Uan Ha CTeN1aXKax 3aKpbITOro Tmna.

EcTtecTBEeHHOe ocBelLeHMe B ApPXMBOXpPaHUAULLE O0MNYCKAETCA NPpU YCIOBUKU NMPUMEHEHNA HAa OKHaxX
CBETOpaCCEMBaTEHEVI, 3alWUTHbIX d)MI'IprOB, WTOP, *aNko3U, HAHECEHHbIX Ha CTEK/O ﬂOKprTMﬁ. Ana
NUCKYCCTBEHHOIO OCBEWEHUA NMPUMEHAKOTCA N1aMibl HAKa/IMBAHUA B 3aKPbITbIX I'Iﬂad)OHaX C Fﬂa,ﬂ,KOVI
NOBEPXHOCTbHO.

YpoBeHb OCBELWEHHOCTM B [AManasoHe BMOMMOIO CMNeKTpa He JAO0/KeH MpeBbiwaTtb: Ha
BEPTUKANBbHOM NOBEPXHOCTU CTE//1aXKa, Ha BbiCOTe 04HOro meTpa ot nona - 20 - 50 ntoKcoB, Ha paboumx
ctonax - 100 nokcos <1>.

<1> NoanyHKT 2.11.2.4 nyHKTa 2.11 MNpasna xpaHeHuA.

2.25. B apxMBOXpaHWIMLLE A1 XPaHEHWUA AOKYMEHTOB YCTaHaB/AMBAOTCA Cleaylowme napameTpbl
TemnepaTypHO-BNAXKHOCTHOIO pexkuma: <1>

<1>NoagnyHKT 2.11.2.3 nyHKTa 2.11 MNpasna xpaHeHuA.

ONA XpaHeHUs AOKYMEHTOB Ha BymarKHOM HocuTene - temnepaTypa 17 - 19 °C, oTHocuTenbHas
B/Ia’KHOCTb BO3ayxa - 50 - 55%;

ONA AJOKYMEHTOB Ha MArHUTHbIX AMCKaxX U ANCKOBbIX Hakonutenax - 8 - 18 °C n 45 - 65%;
ONA JOKYMEHTOB Ha ONTMYeCKUX aAnckax - 10 - 23 °C un 20 - 50%;
ONA LOKYMEHTOB Ha KMHOMJIEHKE:

C HUTPOOCHOBO - YepHO-6enble: TemnepaTtypa He Bbiwe 10 °C, uBeTHbIe: TemnepaTypa He Bbille -5
o
G

c 6e3onacHoi ocHOBOW - YepHo-6enble: TemnepaTypa He Bbiwe 15 °C, uBeTHble: TeMnepaTypa He
Bbiwe -5 °C;

ANA GOTOA0KYMEHTOB:

yepHo-6enble - TemnepaTypa He Bbiwe 15 °C;
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LBeTHble - TemnepaTypa He Bbiwe -5 °C.

OTHOCUTENbHAA BAXKHOCTb BO34yXa, HEObXoAMMas ANs XPaHEHUA JOKYMEHTOB Ha KMHOMNEHKE U
doToaoKymeHTOB, coctasnsaeT 40 - 50%.

2.26. B apxnBoxXpaHuanLLe ¢ HeperyampyemblM KANMMATOM LOXKHbl OCYLLECTBAATLCA MEPONPUATUA
no onNTMMM3aUUN TEMMNEPATYPHO-BAAKHOCTHOTO PEXMMA C MPUMEHEHNEM OTOMNJIEHUA U NPOBETPUBAHMUSA
NMOMELLLEHWUI, a TaKKE MEXaHMYECKMX CPEACTB YBAAXHEHUS UK OCYLLUEeHUs Bo3ayxa. Pe3kune KonebaHus
(ce30HHbIE 1 B TeUeHME OAHUX CYTOK) Temnepatypsbl (+/- 5 °C) M oTHOCUTENIbHOW BAaKHOCTH Bo3ayxa (+/-
10%) He ponycKatoTcs.

Mpu OAMTENbHOM HapylweHUMM TeMMepaTypHO-BIAXKHOCTHOTO pexuma (oT 3 cyTok u bosee),
CONPOBOKAAOLWEMCA MOBbIWEHNEeM OTHOCUTENIbHOM BAAXKHOCTM BO3ayxa Ao 70 - 90%, npuHMMatoTCA
Mepbl MO ero HOPMaNU3aLnM (MHTEHCMBHOE NPOBETPVMBAHUE, OCYLLEHME APXMBOXPAHUIMLLA).

TemnepaTypHO-BNIaXXHOCTHbIN  PEXUM  KOHTPOAMPYETCA MNyTeM  PEryaspHOro  M3mepeHus
TemnepaTypbl U OTHOCUTE/IbHOM BIA*KHOCTU KOMHATHOTO M Hapy»KHOrO BO34yXa B OZLHO W TO }Ke BPems: B
KOHAMLMOHNPYEMBIX NOMELLEHUSAX - He pexke 1 pa3a B HeAEe/o; B apXMBOXPaHMAULLAX, HE OCHALLEHHbIX
CUCTEMOM KOHANUMOHMPOBAHMSA BO3AyXa - 2 pasa B HEAE0; NMPY HapyLLEHMAX pexnma - 1 pas B CyTKU.

MoKa3aHWA KOHTPOJIbHO-U3MEPUTE/IbHBIX MPUBOPOB PUKCMPYIOTCA B PETMCTPALLMOHHbIX KYpPHanax,
B KOTOPbIX TaKXKe OTParKalTCA MPOBEPKA MPaBWUIbLHOCTM MOKa3aHUIt NpubOPOB U Mepbl, NPUHATbIE MO
HOPMaNM3aLMm TEMNEPATYPHO-BNAXKHOCTHOTO PEXKMMA B C/Ty4anX €ro HapyLeHus.

I'Ile Ha/mdynm B 34aHUN apXuBa LI,EHTpafII/I3OBaHHOI7I cuctembl obecneyeHus CO6I'II-0,CI,€HVIF!
TEMNEPATYPHO-B/IAXXHOCTHOIO pexmnma B NOMELWEHNAX, rae XpaHATCA AOKYMEHTblI, KOHTPOJIb 3a €ro
CO6I'II-OA€HVI€M OCyLUeCcTBNAETCA B aBTOMATUHECKOM peXnme.

2.27. NomeweHua apxuBa OpraHuvsaunn OONXKHbl coaepxaTtbCA B 4YUCTOTE, B YCNOBUAX,
UCKNIOYaWNMX BO3MOXKHOCTb noABNneHUNA naeceHu, rpbi3yHOB, HACEKOMbIX, Nbian. B nomeuieHmAx
ApPXnBOXpaHUAnLW, AO0/1IXKHa 6bITb 0becneyeHa CBO60,CI,Ha‘r'I UMPRYyAAULMA BO34yXa, WCKAKOYaloWwan
06pa3OBaHme HENpoBETPMUBAEMbIX 30H, OMAaCHbIX B CaHMTapHO-6MOﬂOI'MLIECKOM OTHOLWEHUMN.

B nomeLeHMAX apXMBOXPaHMANLY, HEOBX0AUMO:
NPOBOAMUTb CUCTEMATMUYECKYIO BAAXKHYIO YOOPKY;

He pe)ke o4HOro pasa B rog npoBoauTb obecnbiiMBaHME KOPOBOOK C AOKYMEHTaMW, LWKados,
cTennaxkeu;

06pa6aTbIBaTb LLOKO/IbHblE 4aCTuU CTennaxkeu, nonbl, NANHTYCbl, NOAOKOHHUKMN BOAHbIMU
pacTtBOpamMmm aHTUCENTUKOB.

2.28. [1Ba pa3a B roA (B Hayase 1 No OKOHYaHUKN OTOMMUTENbHOMO CEe30Ha) AOKYMEHTbI U NOMELLEeHUSA
apXMBOXPaHUAULL, noasepratoTca 06cnefoBaHUI0 AN CBOEBPEMEHHOro OBHapy»KeHWA HaceKOMbIX M
nneceHn. [lpu o6HapyKeHuM BMONOTNYECKUX BpeauTene MNPUHUMAIOTCA CPOYHble Mepbl Mo
Ae3MHOeKUMM U Ae3MHCEKUMM [AOKYMEHTOB W NOMeleHUn cunamm paboTHUMKOB apxusa, a npu
Heob6X0AMMOCTM - CUIaMM COOTBETCTBYIOLLUX CNYKO.

2.29. B apx1BOXpaHMUAULLE 3anpeLlaeTca HaXo0AMTbCA B BEPXHEN 0AeXKAe, MOKPOM U rpA3HoMN 0byBu;
XPaHMTb NOCTOPOHHME NPeAMETbI, UMYLLECTBO M 060pyA0BaHME, yNOTPebaaTb NULLEBLIE NPOAYKTLI.

2.30. O6s3aTe/IbHbIMM YCAOBUAMMU XPAHEHUA NEKTPOHHbIX OKYMEHTOB ABAAIOTCA:

Hain4yne B apxmBe OpraHM3auunn He meHee ABYX 3K3eMNnApoB Ka)K,EI,Oﬁ eanHNLUblI XpaHeHUA
3/IEKTPOHHbIX AO0KYMEHTOB (OCHOBHOﬁ n pa60qm71 IK3emMmnaAapbl AO0J/IXKHbI HaXoAUTbCA Ha pPa3HbIX



dU3MYECKUX YCTPOICTBAX);

HannumMe TexXHUYECKMX M MNPOrPaMMHbIX CPEeACTB, npeAHasHaydeHHbIX A1 BOCMPOU3BEAEHMS,
KOMMPOBAHMA, MNEepe3annucn 31EKTPOHHbIX AOKYMEHTOB, KOHTPOAA ¢U3MYECKOTO M TeXHUYECKOro
COCTOAHMUSA;

obecrneyeHne peXMma XPaHEHUS  INEKTPOHHbIX OOKYMEHTOB, WCK/OYaloWero yrparty,
HECaHKLMOHUPOBAHHYIO PACCbISIKY, YHUUTOXKEHUE UK UCKaXKeHMe MHGOopMaLLUN.

2.31. lMepepavya TEKCTOBbIX 3/IEKTPOHHbIX AOKYMEHTOB A4/ XPaHEHWA B apXMB OpraHusauumu,
ABNAOWENCA WCTOMHUKOM  KOMIJIEKTOBAaHUA TOCYAapCTBEHHONO U MYHMLMNAJbHOIO  apXuMBa,
ocyulectsnsetca 8 popmate PDF/A.

2.32. B uenax obecneyeHWs XxpaHeEHWA, yd4eTa U WCMNONb30BaHWUA 3/MEKTPOHHbIX AOKYMEHTOB,
HaxXo4ALWMXCA HA XPAaHEHUM B apXmMBe OpPraHmM3auumm, OOMKHO NPOU3BOAUTLCA CUHXPOHHOE U3MEHEeHUe
NporpamMmHo-annapaTHOM cpeabl B OpraHM3alMyM U B apXMBe OpraHu3alumu, a TaKkKe CBOEBpPeMeHHas
nepesanucb 31IEKTPOHHbIX APXMBHbIX JOKYMEHTOB Ha HOBblE HOCUTENN U B HOBble popmaThbl.

B npouecce XxpaHeHUA INEKTPOHHbLIX AOKYMEHTOB B apxXmnBe OpraHn3aunm He pexke ogHOro pasa B 5
netr npoussoaunTca TEXHUYECKUI KOHTPO/1b d)l/l3l/|'~leCKOrO COCTOAHMA HocuTenek S/IEKTPOHHDbIX
AOKYMEHTOB 1 BOCNPON3BOAMMOCTU INEKTPOHHDLIX OKYMEHTOB.

B cny4yae ecam npum  ocywecrtBeHUMU TEXHUYECKOTO KOHTPO/1IA  YCTAaHOB/1IEHbI U3MEHEHUA
d)VISM‘-IeCKOI'O COCTOAHUA HOCUTenei I/1IEKTPOHHbIX OOKYMEHTOB, apXuMB OpraHunsauunm no peweHunro
pyroBoauTena opraHn3aunm A0/1KeH NpoBoauUTb pa60Ty no nepe3anncn 3N1EKTPOHHbIX AOKYMEHTOB Ha
HOBblE€ HOCUTENN.

Mpu nameHeHuUn ¢opmaToB B pesy/abTaTe NpeobpasoBaHWMA NPOrpamMHO-annapaTHON cpesbl,
YXYZLEHNA BOCNPOM3BOAMMOCTM 3/IEKTPOHHBIX [AOKYMEHTOB apXMB OPraHMsauMm nNo peleHuto
PYKOBOAUTENSA OPraHU3aLMn AOMKEH NPOBOAUTL PaboTy No nepesanmncy 31eKTPOHHbLIX AOKYMEHTOB B
HoBble GpopMaTbI.

an ocywiecrBneHnn nepesanncn  A0J1XKHa 6bITb  0becneyeHa AYTEHTUYHOCTb, MOJZIHOTa,
AOCTOBEPHOCTb, UENOCTHOCTb U HEU3IMEHHOCTb MHd)OpMaLI,VIVI, cop,epmam,eﬁcn B 3N1IEKTPOHHDbIX
AOOKYMEHTaX.

TekcroBble 3/IEKTPOHHbIE AOKYMEHTbI, NogBepruineca nepesanncn B HoBble d)OpMaTbI M/MI'IM Ha
HOBbl€ HOCUTENN, O0/T}KHbI OTBEYATb Tp66OBaHMHM, YCTAaHOBNIEHHbIM MYHKTOM 2.31 HacToALWMX I'Ipanm.

2.33. Ona OonepaTnuBHOINo A0CTyna K 3IN1EKTPOHHbIM AOKYMEHTAM B CMPAaBOYHbIX N MOUCKOBLIX LLeNnAax
B apXxuBe co3aaeTcA (I)OH;I| NO21Ib30BaHNA NNEKTPOHHbIX JOKYMEHTOB.

2.34. Bce nocrtynatouime B apxms opraHmM3aLmm OKYMEHTbI pa3mellaloTCA B apXMBOXPaHUIULWAX Ha
ctennaxax mam B LLIKad)aX B NopAgKe, COOTBETCTBYIOLEM ONUCAM Aesl, AOKYMeHTOB. [JOKyMeHTblI,
TEMI'IepaTypHO-Bl'Ia)-KHOCTHbIVI pPeEXUM XpaHEHUA KOTOPbLIX pas3iyeH, A0/1XKHbl pasMeLlaTbCA B Pa3HbIX
aApXnBOXpaHUANLLAX.

2.35. [JokymeHTbl ApxuBHoro ¢poHaa Poccuiickon Peaepaumm n apyrme apxmeHble AOKYMEHTbI
AO/KHbI XPaHUTbCA B KOPOOKax WAM Nankax, WM3roToBAEHHbIX U3 6e3BpegHbiX ANA AOKYMEHTOB
MaTepuanos.

DNEeKTPOHHbIe AOKYMEHTbI Ha pU3MYeckn 060CO6EHHbIX HOCUTENAX PAa3MELLAIOTCA OTAENbHO OT
APYrMX AOKYMEHTOB.

Ha Kopo6Kn NpUKNENBatOTCA AP/bIKK, Ha KOTOPbIX YKa3blBaloTCA: HOMep GoHAa, HOMEep OnucKu U
KpaliHWe Homepa Ae, pasMelLeHHbIX B 4aHHOM Kopobke.



MopAaaoK pasmelleHMA YCTaHaBAMBAETCA B 3aBUCMMOCTM OT PacCTOAHUA MeXAy MNOAKamu,
dU3NYECKOro COCTOAHUSA AN, a TaKKe OT TBEPA0CTM UM MATKOCTU NepeneTa. [lena, umetouime Teepablit
nepenseT, YyCTaHaB/lMBAlOTCA BEPTMKANbHO; C MATKMM MepenneTtom WAM HenepenseTeHHble -
rOpU3oHTaNbHO.

KopobKu He A0KHbI BbICTYNaThb 3@ NpesAe/ibl MoA0K CTeNNaXKeN.

He pgonyckaetca xXpaHeHMe [OKYMEHTOB B TPaHCMOPTHOM Tape, B wrtabenax, Ha noay,
NMOAOKOHHMKAX, JIECTHUYHBIX MAOLWAAKAX U APYTUX He NpeAHasHaYeHHbIX A1 XPaHEeHUA OOKYMEHTOB
MecTax.

2.36. Bce nomelleHUs apxuBa OpraHM3auMM, a TaKKe CTeNNaxku, WKadbl, KOHTEeHepbl, NOJKM
HymepytoTca. CTennaxku, WwkKadpbl U KOHTEWHEpPbl HYMEPYIOTCS B KaXKAOM apXWMBOXPaHW/MLLIE C/ieBa
HanpaBo OT BXO4HOW ABEpMU, a MOJIKM HA CTE/IIaXKaX - MO WKadam CBEPXY BHU3, C/IeBa HAaMNpaBo.

2.37. B uenax onpeneneHna mecta XpaHeHWA AOKYMEHTOB B apXMBOXPaHW/MLLE COCTAaBAAIOTCA
Tonorpaduyeckme ykasatenu: noctennaxkHole (npunoxkenue N 1), a npu 6oabwom Koanyecrse GoHAOB -
nodoHgoBble (MpunoskeHue N 2).

2.38. WM3meHeHus, npoucxogawme B pasmelleHUMn LOOKYMEHTOB, [O0J/1XKHbl CBOEBPEMEHHO
OTpaxKaTbCA B TOﬂOI’pad)M‘-IeCKMX YKa3aTtenax.

2.39. B xoge NPpoOBEPKU HAaNNYNA N COCTOAHUA apPXUBHbBIX AOKYMEHTOB B apXmuBe OpraHn3auunu:
YCTaHaB/1MBaEeTCA d)aKTVI‘-IECKOG Hannumne eguHnL, XxpaHeHnAa 1 COOTBETCTBUE YHYETHbIM OOKYMEHTAM;
BbIABNIAKOTCA N YCTPAHAKOTCA HEOOCTATKU B y4eTe AOKYMEHTOB,

BbIABNIAKOTCA OTCYTCTBYHOLWMNE AOKYMEHTbI N OPraHU3YEeTCA PO3bICK;

BbIABNAIOTCA WM YUMTBIBAIOTCA  AOKYMEHTbl, Tpebyowme npodunaktmyeckon  u/mam
pecTaBpaunMoHHO-NPodUNaKTMYECKON 06paboTKM.

BoianatoTca wm YY4UTHLIBAKOTCA 3S/1IEKTPOHHbIE OOKYMEHTHI, Tpe6yrou.|,v|e nepe3annMcn Ha HOBbIE
3/1IEKTPOHHbIE HOCUTENIN, NPOBOAUNTCA KOHTPOJIb ¢M3VI‘-I€CI-(OI'O N TeXHMn4YeCKoro CcoCtoAaHuMA eauHuL,
XpPaHEeHWNA, OCYLLECTB/IAETCA NPOBEPKA Ha Ha/M4ne BpeAOHOCHbIX KOMMNbIOTEPHbIX MPOrpamm.

2.40. I'IpOBepKa Ha/IM4YnNA N COCTOAHUNA AOKYMEHTOB Ha 6yMa)KHbIX HOCUTENAX NPOBOAUTCA B apXmUBE
opraHunsaunn KOMUCCUEN UMM HE MEHEee Yem ABYyMA pa6OTHMKaMM HEe peXe O4HOro pasa B 10 ner,
9/IEKTPOHHbIX LOKYMEHTOB - He peXke 04HOro pasa B 5 ner.

2.41. NMpu NnpoBepKe HaMYMA U COCTOAHUA AOKYMEHTOB B apXMBE OpraHM3aLmm HeobxoaMmo:

COXPaHATb NOPAAOK pPaCnosioKeHNA AOOKYMEHTOB Ha CTe/llaXaX, B LLIKad)aX n KOHTeﬁHean B
CoOoTBEeTCTBUN C TOI'IOFpa(I)M‘-IECKMMM yKasatenamu. Mpu nameHeHUn pacrnonoKeHua aen HEO6XO,£],VIMO
cBOeBpeMeHHO AenaTtb COOTBETCTBYHOLWME 3aNUCK B Tonorpad)mqecmx YKa3aTenax;

nomeuwatb Ha MmecCTa Hagnexalero XxpaHeHuA O6H8pymEHHble BO BpemA NpoBEPKN HENPABUIbHO
pa3melleHHble egUHNULLBI XPaHEHUA;

M3biMaTb C MNOCAeAyloLen M30NAUMEN LOOKYMEHTbl, 3apa*KeHHble MNJECEHbID WU APYrumMu
6Mo0rMYeckuMm BpeauTensmm (ANsa AOKYMEHTOB Ha BymMaskHOM HocuTene);

M3biMaTb eAWHULbI XPaHEHUA 3NEKTPOHHbIX [AOKYMEHTOB, CcoAepalpe BpeaoHOCHble
KOMMbIOTEPHbIE MPOrpammbl, MOMELLATb Ha CNeLManbHO BblAeNeHHY0 NOJKY (B ALLMK) ANA nocaeaytoLleit
06paboTKy;



M3biMaTb U pPpa3mMeLllaTb BCNe  3a Y4TeHHbIMW Aena, HE BHeCeHHble B ONUCH.

BHeceHMe BbiAB/MEHHbIX B XO4E€ MPOBEPKM HeyuTeHHbIX Aes B ONWUCb 3anpeuiaeTca. HeyuteHHble
fiena nognexar 06paboTke U onNMcaHUIo Nocsie 3aBepLIEHUA NPOBEPKMY.

2.42. MpoBepKa HaNM4YMA U COCTOAHUA OOKYMEHTOB MPOBOAMTCA MyTEM CBEPKW OMMUCATEeNbHbIX
cTaTel OnucKn c onucaHmem gen Ha ob10XKKax.

dusnyecKoe COCTOAHUE AeN onpeaenaeTca NyTem BU3yasibHOro NPoOCMoTpa.

Jenatb Kakme-nMbo NOMETKM WAM 3anNuUCU B ONUCAX AeN U LPYFUX YYETHbIX [AOKYMEHTax
3anpelaerca. B KoHUe Ka)kaon NpocmoTpeHHoM onucu genaetca 3anuchk "MPOBEPEHO" ¢ ykasaHuem
HOMepPa 1 AaTbl aKTa NPOBEPKU HaNNYMUA U COCTOAHUA AOKYMEHTOB.

2.43. MpoBepKa HaNNUYUA U COCTOAHMA LOKYMEHTOB CYUTAETCS 3aBEPLUEHHOM Moc/ie BHeceHun
M3MEHEHWN, BbIAB/IEHHbIX MPOBEPKOM, B y4E€THbIE AOKYMEHTbI apXMBa.

Mo pesynbTaTam MPOBEPKM COCTABASAETCA aKT MPOBEPKM Ha/MYMA U COCTOAHWMA apXMBHbIX
[okymeHToB (Npunoxkerue N 3). Mpu obHapyKeHUM OWNOOK B YH4ETHBIX LLOKYMEHTAX COCTABAAETCS aKT O
TEXHUYECKMX OMOKaAX B yUETHbIX ZOKYyMeHTax (npunoxeHue N 4). B cnyyae obHapy»KeHUs SOKYMEHTOB,
He OTHOCAWMXCA K AJaHHOMY ¢OHAY, apxvMBy OPraHW3auuMW, HeyYTeHHbIX, TaKKe COCTaB/AETCS
COOTBETCTBYIOWMI aKT (npunoskeHne N 5). YKasaHHble aKTbl MOAMUCHIBAIOTCA WCMNOJHUTENAMMU W
YTBEPKAAOTCA PYKOBOAMUTE/NIEM OPraHM3aumMyM UAM ero 3aMecTUTeNeM, KypUpYoWUM AeAaTe/bHOCTb
apxuBa.

2.44. Ecnm ﬂpOBepKOVI HaanymAa " COCTOAHMNA AOOKYMEHTOB YCTaHOB/NEHO OTCYyTCTBME €N U
AOKYMEHTOB, OpraHn3yeTcAa UX pO3biCK.

PO3bICK apXMBHbIX AOKYMEHTOB, HE OOHAPYKEHHbIX B XO04€e MPOBEPKU, OPraHU3yeTcs C MOMEHTA
BbISIB/IEHWS OTCYTCTBMA M MPOBOAUTCA B TeYeHWe ofHOro roga. Ha pena, He obHapyXeHHble B xoAae
NPOBEPKN HAZIMUYUA U COCTOAHUA AOKYMEHTOB, COCTABAETCA aKT 06 yTpaTe AOKYMEHTOB (npuaoxkeHue N
6), KOTOPbIN PAacCMaTPUBAETCA SKCMEPTHON KOMUCCUEN (LLEHTPAIbHOM 3KCNepTHON Komuccuein) (ganee -
3K (L3K) opraHusaummn n yTBEPKAAETCA PYKOBOAUTENEM OPraHu3aLmMmn Uam ero samectutenem. K akrty
npunaraeTcs cnpaBka O MNPOBEAEHUM pPO3bICKA, MOAFOTOBJEHHAA W MNOAMNMUCAHHAsA  JINLOM,
NpPoOu3BOAMBLUMM NPOBEPKY. AKT 00 yTpaTe [OKYMEHTOB NpPeAcCTaBAAETCA B COOTBETCTBYOLWMIA
rocyfapcTBEHHbIA (MyHMUMNANbHbINA) apXMB WAW YMNOAHOMOYEHHbI OpraH WCNOAHUTENbLHOW BAACTU
cybvekTa Poccuitickon depepaumm B 06MacTU apXMBHOMO Aena AAs NPUHATUA peleHUA O CHATUM
YyTPaYeHHbIX e C yyeTa.

2.45. [LOKyMeHTbl BblAaloTCA M3 apXMBOXPaHMAWLWA Ha OCHOBAHWMM MUCbMEHHOrO paspelLeHus
pPYKOBOAMUTENSA apXMBa OpraHM3auMuU UM €ero 3amecTuTens (ecanm apxue ABASETCA y4YperaeHUEeMm),
PYKOBOAUTENA CTPYKTYPHOrO NogpasaeneHus opraHusauuu:

PaboTHMKAM CTPYKTYPHbIX NOAPA3AENEHNI OpraHN3aLNN;

cynebHbIM, NPaBOOXPaHUTENbHbBIM WM WHbIM YMNOJHOMOYEHHbIM OpraHam B COOTBETCTBMU C
3aKoHopgaTenbcTBoM Poccuitickon ®egepaumm;

MHbIM NMNO/Z1Ib30BaATENAM MO NMMCbMEHHOMY 3aAB/IEHUIO.

JOKyMeHTbl BblAAOTCA U3 apXMBOXPAaHUANLL, HA CPOK, He I'IpEBbILUE]POLU,MVIZ

OAHOro mecaua - AnAa Ncno1b3oBaHUA pa6OTHVIKaMM OopraHnsauunn U UHbIMU NONb30BATENAMMU,
LwecTtn mecaues - Cy,ﬂ,GGHbIM, NpPaBOOXPaHUTE/IbHbIM U UHbIM YNIOZTHOMOYEHHbIM OpraHam.

NpopneHne yYCTaHOBAEHHbLIX CPOKOB BblAayM [LOKYMEHTOB [JAOMNyCKaeTcA C paspelleHusn



pyKoBOAMTENS OpraHM3auMM Ha OCHOBaHMM MUCbMEHHOrO MOATBEPXAEHMUA MNoAb30BaTena o
coxpaHeHun/obecneveHmnm COXPaHHOCTU AOKYMEHTOB.

2.46. Bblgaya [OKYMEHTOB M3 apXMBOXPaHWAMLLA PErucTpupyetca B KHWUre Bblgayn aen wu
odopmnaeTca:

3aKa3om (cny>kebHol 3annCcKoii) Ha Bblaavy aen;

aKTOM O BblJaye Aen BO BPEMEHHOE MO0/Ib30BaHWE - MPU Bblgaye B CTOPOHHME OpraHuM3aLmu
(npunoskenune N 10).

Mpw TpaHCNOPTUPOBKE AeN Ha Ntobble PacCcToAHUA 0becneynBaroTCa Mepbl Mo OXPaHe U 3alLmTe X
OT BO34EeNCTBUSA BPeaHbIX GaKTOPOB OKpY»KatoLwen cpeabl.

2.47. Bblgayy AOKYMEHTOB Ha 6YMarKHOM HOCUTENE M3 apXMBOXPaHUANLLA N Npuem nx obpaTHo, B
TOM YMCNe B C/ly4ae HEOBXOAMMOCTM NONUCTHYIO NPOBEPKY HANNYMUA U COCTOAHUA LOKYMEHTOB nepes
BblAayell W3 apXMBOXpPAaHWAMLLA WM NpM BO3BpPaTe, MNPOU3BOAWUT PABOTHMK apXMBOXPAHUAULLA B
NpUCYTCTBUM ANLA, MONyYatoLero (Bo3spallatoLlero) gena.

BmecTo BblgaBaembix 13 aApXnBOXpaHunAna eanHNU XpaHeEHNA U onucei Aen, LOKYMEHTOB O0/1KHa
pPa3meLlaTbCA KapTa-3aMeCcTuTelb Aena (FlpVIfIO)KEH ne N 7). I'IpM BO3BpallEeHNN Ae1a KapTa-3aMeCTUTE b
MN3bIMAETCA N XPAHUTCA B apXmnBe OpraHnsaunn o MMHOBaHUA HaAO6HOCTI/I.

Jena, Bbigasaemble U3 dpPXnBOXpaHuAnla, 0O01XKHblI UMETb apXMBHbIﬁ LIJI/Id)p, NPOHYyMepOBaHHbIE
JINCTbI, TNCT-3aBepuUTenb gena (I'IpVII'IO)KEHVIe N 8) N NNCT NCNoJIb30BaHNA AOKYMEHTOB (ﬂpMﬂO)KEHMe N
9).

MoAroToBKa apXMBHbIX SOKYMEHTOB K Bbl4auye U3 apXMBOXPaHW/IMLLA BK/HOYAET:
BbIEMKY apXMBHbIX [LOKYMEHTOB;

CBEPKY apXMBHOrO WKdpPa M 3arosI0BKOB C OMUCHLIO Aef, AOKYMEHTOB;

npoBepKy GPU3NYECKOrO COCTOAHUA AeNna.

INEKTPOHHbIE LOKYMEHTbI BblAAKOTCA U3 aPXMBOXPAHUANLLA B BUAE SNEKTPOHHbBIX KOMUIA MAU KONWI
Ha 6ymaxHom HocuTene. [Mpu HeOBXOAMMOCTM 3aBEPEHUSA KOMWM SNEKTPOHHbLIX AOKYMEHTOB
MUCNONb3yeTCcA INeKTPOHHaA MNOAMNUCb PYKOBOAMTENA OpraHuM3aumMm UAM  YNONHOMOYEHHOTo UM
AOMKHOCTHOIO /vla WKW NPOM3BOAUTCA 3aBEPEHME KOMWUKU OOKYMEHTa Ha OymaxKHOM HocuTesne B
yCcTaHoBAEHHOM nopaakKe (NyHKT 5.14 HacToswwmx Mpasun).

2.48. [I0KyMEHTbI M3 apPXMBOXPAHMANLLA, KaK NPaBUIO, HE BblAAKOTCA:
npv HaaMuMmM GoHAa NONb30BaHUS;
HaxoAAlMecs B HeYy4,0BAETBOPUTEbHOM GU3NYECKOM COCTOAHUM.

2.49. B opraHu3auMM A0MXKHbI 6biTb pa3paboTaHbl NAaHbl KOHKPETHbIX MEePONPUATUIA U apyrue
HOPMaTMBHbIE AOKYMEHTbI, PernameHTUpyloWmMe NopsAAoK paboTbl B YpesBblYalHbIX CUTyaLMAaX, Npu
BO3HWKHOBEHMWN KOTOPbIX HEBO3MOXHO 06eCneunTb COXPaHHOCTb apXMBHbIX LOKYMEHTOB.

C coaep:kaHMeM MNaHOB MEPONPUATUIA U APYrMX HOPMATUBHbLIX OOKYMEHTOB, OMpPeaenstoLmx
paboTy apxuMBa OpraHM3aLMmn NpPU YpesBblYalHbIX CUTyaLMAX, AOMKHbI BbiTb O3HAKOM/EHbI PabOTHUKK
apxuBa opraHun3aumu.

1. YYET JOKYMEHTOB APXMBHOIO ®OHA POCCUMCKOMN GEAEPALIMM
W [IPYTUX APXVMBHbIX JOKYMEHTOB B OPTAHU3ALIMM



3.1. YyeTy nognexaT BCe XpaHALLMECa B apXMBE OPraHM3aLLMmn AOKYMEHTbI, BKAOYAA AOKYMEHTbI MO
JIMYHOMY COCTaBY, KOMUM SOKYMEHTOB ¢pOHAA NONb30BaHMA (MPU HAMYMUK) U ONIUCK AeN, LOKYMEHTOB.

3.2. OpraHunsauums, ABNAKOWAACA UCTOYHUKOM KOMMJIEKTOBaHUA rocyapCTBeHHOro
(MyHMUMNanbHOro) apxuea, NpeacTaBAseT B TOCYAAPCTBEHHbIN (MyHMUMNANbHbIN) apXMB y4yeTHble
cBefeHns o6 obbeme M cocTaBe XPAHALIMXCA B apXMBE OPraHM3auum AOKYMEHTOB ApXxMBHOro ¢oHaa
Poccuiickon ®Pepepaummn M APYrMxX apPXMBHbIX OOKYMEHTOB B COOTBETCTBMM C PernameHTom
rocyapCTBEHHOrO y4yeTa AOKYMeHTOB ApxuBHOro ¢oHaa Poccuiickoit ®Pepepaumn, yTBEp:KAEHHbIM
npukasom Pocapxusa ot 11 mapta 1997 r. N 11 (3apeructpmpoBaH MuHioctom Poccun 8 mniona 1997 r.,
perucTpaunoHHbli Homep 1344).

3.3. OCHOBHbIMM eAVHULLAMM YHeTa aPXUBHbIX AOKYMEHTOB ABNAOTCA:
APXMBHbIV GOHA,;
eAvH1La XpaHeHUs - AeN0, 3/1IeKTPOoHHOoe aeno (NyHKT 4.34 HacToawmx Mpasun).

3.4. EAMHMLAM XpaHEHUs MPUCBaMBAIOTCA YYeTHble HOMEepa, ABASIOLLMECA 4YaCTbio APXMBHOMO
wuopa. CBefeHUs 0 COCTaBe eauHUL, XPaHEHUA U UX KoanyecTse GUKCUMPYIOTCA B YYETHbIX LOKYMEHTaX
apxuBa.

ApxuBHbIN Wndp (0603HaueHe, HAHOCMMOE B IEBOM HUMKHEM YTy HA KaXKAYI0 eAMHULY XPaHEeHUA
B LeNifxX obecnevyeHun yyeta U uaeHTUGMKaLmmn) cocTouT M3: Homepa apxmuBHoro GoHAa; HoOMepa onucK
Aen, LOKYMEHTOB; HOMepa eAMHULbl XPaHEHUS.

ApPXVBHbIN WMOP 3NEKTPOHHbLIX JAOKYMEHTOB, XPaHWMbIX Ha 060COB/NEHHbIX 3/1EKTPOHHbIX
HOCUTENAX, YKa3blBaeTCs Ha BKAAAbILE, BOXKEHHOM B GyTAAp HOCUTeNA. ApXMBHBIM WNGP 3NEKTPOHHbIX
[OKYMEHTOB, XPaHUMbIX B MHPOPMALMOHHOW CUCTEMEe apxuBa, ABAAETCA 06A3aTe/ibHbIM 3/IEMEHTOM
OMNMCaHWA KOHTEeMHePa 3NEKTPOHHOTO AOKYMEHTA.

35 B apxuee opraHmnsauunn BeayTCcA OCHOBHbIE (06F|3aTe.I'IbeI6) U BCNOMOraTe/ibHble y4YeTHble
AOOKYMEHTbI. Coctas d)OprI OCHOBHbIX Y4Y€THbIX OOKYMEHTOB oOnpeaenArTcA B COOTBETCTBUU C
HaCToAWMMHU I'IpanmaMM. CoctaB u d)OprI BCNOMOraTe/ibHbIX YYE€THbIX OOKYMEHTOB OnpeaenAarTCcA
APXNBOM OpraHnsaunm CamoCTOATE/IbHO.

3.6. B cocTaB OCHOBHbIX (0653aTe/bHbIX) YYETHbIX AOKYMEHTOB apX1Ba OpraHM3aLMm BXOAAT:
KHWra y4yeTa nocTynaeHus n BblbbITUA Aen, AOKYMeHToB (npunoxeHune N 11);

cnucok poHaos (npunoxenue N 12);

nvct doHaa (npunoxkeHune N 13);

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

peectp onucen (npunoxeHue N 19).

3.7. B KHUTy yyeTa NOCTYMN/IeHUA U BblbbITUA A€, AOKYMEHTOB NOC/ief0BaTebHO BHOCATCA BCE
nepBMYHbIE M NOBTOPHbIE NOCTYyNAeHUA (BbIBbITMA) Aen, 4OKYMeHTOoB. Kaxaoe noctynneHue (BbibbiTve) B
npeaenax oT4ETHOro roga Noay4YaeT NopPAAKOBbIM HOMEP B BaJIOBOM NOC/AeA0BaTENbHOCTM.

ExxerogHo Ha 1 AHBapA NoABOAMTCA UTOr KOAMYECTBA NOCTYNUBLUUX U BbIObIBLINX 33 rog aen,
OOKYMEHTOB.

3.8. CnNucoK poHA0B BEAETCA B apXMBE OPraHU3aLmnn, XpaHALWEM AOKYMeHTbl 6onee ogHoro poHaa.
B cnucok ¢poHA0B apXMBHbIN GOHA 3anMUCbIBAETCA TObKO OAMH Pas, MpU NEPBOM MOCTYNIAEHUN B apXUB
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opraHusaumn. Mo cnuncky ¢oHA0B B BasIOBOM MOPAAKE eMy NPUCBaNBAETCA YYETHbI HOMEp, KOTOPbI
COXpaHAETCA 3@ HUM BO BCEX YYETHbIX AOKYMEHTaX.

B cnyyae nepenaum apxmsHoro poHaa B APYroi apxms, BKAOYEHMA €ro B COCTaB 06beANMHEHHOTO
apxuBHoOro ¢GoHAA UK BblAENEHMA BCEX AOKYMEHTOB K YHUUTOXEHUIO 0CBOOOANBLUNINCA HOMEP ApYromy
apxmBHoMy GOHAY He NpUcBaMBaETCS.

Ob6beanHeHHble apxmnBHble GOHAbI U apPXUBHbIE KOMNEKLMN YUMTbIBAOTCA Ha OBLLMX OCHOBAHUSAX.
O6beauHeHHOMY apxuBHOMYy ¢oHAY, 0b6pa3oBaHHOMY W3 apXMBHbIX (GOHAOB, pPaHEEe Y4YTEeHHbIX
CaMOCTOATE/IbHO, NPUCBANBAETCA HOMEP OAHOTO U3 apXMBHbIX POHA0B, BKAOYEHHbIX B €10 COCTaB.

B apxmBax opraHuM3auMit - MCTOYHMKOB KOMIJIEKTOBAHWUS TOCYAAPCTBEHHbIX (MYHULMNANbHbIX)
apXWBOB MPOCTAB/ISETCA HOMEp apXMBHOTO ¢GOHAA, 3a KOTOPbIM OH YYTEH B TOCYAAapCTBEHHOM
(MyHMUMNaNbHOM) apXUBE, U KOTOPbIA COXPAHAETCA 3@ HUM Mocae NOCTYMNAeHUA ero AOKYMEHTOB Ha
NOCTOAHHOE XPaHeHue.

HasBaHuWe apx1MBHOro ¢oHAA BHOCMTCA B CMUCOK GOHAO0B Ha OCHOBAHMM UCTOPUYECKOW CNPABKM K
boHAY AN TUTYNBHOTO INCTA ONUCK AeJ, LOKYMEHTOB.

HassaHue dPXNBHOIO d)OHAa COCTOUT U3 NOJIHOIO U (B CKO6KaX) COKpaWweHHOro HanmeHoBaHuA
d)OHAOOﬁpaSOBaTe}'Iﬂ, C YKa3aHunem ero nogyYynHeHHOCTU, MeCTOHaxOoXAaeHunA, AaT COo34aHuA WU
nnkempauunun. Echm HamumeHosaHue ¢OHAOO6pa3OBaTEJ'IFI M3MEHANOCH, TO B CMUCKE CbOH,EI,OB YKa3blBa€TCA
ero nocnegHee Ha3BaHMe B paMKax nepuona, 3a KOTOprVI NPUHATbI OOKYMEHTDI. Bce npegbigywmne
nepemmeHoBaHnA OTMeYakoTCA B INCTE d)OHAa.

HasBaHue 06beaAnHEHHOro apxXmMBHOro GoHAA COCTOUT M3 0606LLEHHOrO Ha3BaHMSA BKJIOYEHHbIX B
Hero apxmBHbIX GOHAOB, M3 NEpPeyHA Has3BaHMIM CMEHABLIMX APYr Apyra opraHusaumit. KoOHKpeTHble
HaMMEHOBAHMSA BCEX OPraHM3aLMi, AOKYMEHTbI KOTOPbIX BOW/M B 06beAMHEHHbIN apXMBHbIA GOHA, a
TaKXkKe UX NepenmeHOoBaHMA YKa3blBatoTca B ancTe GoHAa.

B Ha3BaHWMM apXMBHOW KOMNEKLMM YKa3biBaeTCA NpM3HaK (NpM3HaKku) ee GOPMUPOBAHMA.

ExxerogHo Ha 1 AHBAPA K CMUCKY d)OH,CI,OB COCTaB/1AE€TCA UTOrosaA 3anncb O KOJIMYECTBE apPXUBHDbIX
d)OH,CI,OB, nocTtynnewnx wu BblObIBLUMX B TeYeHue roga, " 06LI.I,€M KO/IM4YeCTBE aPXUBHbIX ¢OH,CI,OB,
Haxo4AWNXCA Ha XpaHEHNW B apXuUBe.

Cnucok q)OHAOB 3aK/1l04aeTca B TBEPAYIO O6ﬂ0)‘KKy, JTNCTbl HYMEPYHOTCA, COCTaBANAETCA JIUCT-
3aBeputenb.

3.9. /Inct doHAa COCTAaBAAETCA HA KaXKAblM apXmBHbIA GOHA. B Hem yunTbIBalOTCA BCE ONUCK Aen,
[OKYMeHTOB $poHAa.

Juct poHAa MoXKeT BbITb NEPECOCTAB/EH TOJ/IbKO B C/lyYae, €C/IM OH HEMCMPABUMO NOBPEXAEH UK
nepecraeT oTpaxaTb paKTUYECKOe COCTOAHME M 0bbem apxmMBHOro ¢poHAa. B cayyae nepecoctaBneHums
nuncta ¢oHAa paHee AeNCTBOBaBLWIMI AUCT poHAa nomellaeTcs B geno ¢oHAaa. B BepxHem npaBom yray
060ux N1McToB GOHAA AenatoTca OTMETKM: "JIUCT nepecocTaBsieH" ¢ yKasaHMeMm AaTbl MepecocTaBieHus,
AO/MKHOCTM U NOAMNUCU COCTaBUTENA.

Jlnctel d)OH,Cl,OB XPaHATCA B NOpAAKE HOMEPOB apPXNBHbIX d)OHAOB. K Ka)-K,CI,Oﬁ nanke CoCtaBaAeTCA
NNCT-3aBepuUTeNib, rge yKasbiBalOTCA Haya/lbHble U KOHEYHble HOMEPa apXMBHbIX d)OH,CI,OB n o6uJ,ee
KOZINYECTBO apPXMUBHbIX d)OH,CI,OB, JINCTbl KOTOPbIX HAaX04ATCA B Nanke.

3.10. B onucy aen, 4OKYMEHTOB (ro0BOM pasfene Onucu Aen, AOKYMEHTOB) eANHULbI XpaHeH s
YUYUTbLIBAIOTCA B COOTBETCTBMM C CUCTEMATU3aLMEN 33 NOPAAKOBLIMWN YYETHBIMU HOMEPAMMU.

MepBOMYy rogoBomy pasgesny onucu Aen, AOKYMEHTOB GpoHAA MPUCBAMBAETCA HOMEP MO JUCTY



doHaa, Bce nocsieaylowme rogosble pasaesibl YUCAATCA 33 AaHHbIM HOMEPOM A0 3aBepLIeHMs ONUcK.

He ponyckaeTcA npucBoeHuMe OnucAm aen, LOKYMEHTOB OAMHAKOBbLIX YYETHbIX HOMEPOB B
npeaenax ogHoro poHAa.

B KoHLe BCex 3K3eMNAPOB ONUCK AeN, AOKYMEHTOB AenaeTca WUTOroBas 3anucb, B KOTOPOW
YKa3blBaETCA KOIMYECTBO HAXOAALLMXCA Ha XpPaHEHMM eQUHUL, XpaHeHUs, NepBbli U nociegHUt Homepa
eOMHUL, XPaHEHMA MO OMMCU, YKasbiBalOTCA MMEIOWMECH MNPOMYCKM HOMEpPOB, JIMTEPHble HOMEPa],
BblObIBLUME €AUHULbI XPaHEHWUS U OCHOBaHME BbIObITHA.

MNocne Kaxaoro NocTynaeHua nam BblObITUA OOKYMEHTOB COCTaBAeTCA HOBaA UTOroBaA 3anncb K
onucn aen, OOKYMEHTOB, KOTOpaAa noanncCbliBaeTCcA ee CoCTaBUTenem C ykasaHunem OO0/IXKHOCTU U AaTbl
COCTaB/ieHUA.

Ecam onuch Aen, [OKYMEHTOB COCTOMT U3 HECKOIbKMX FOL0BbIX Pa3genos, TOMOB, UTOroBas 3anuch
COCTaBAAETCA K KaXKLOMY rofJ0BOMY pasfesy, TOMy; KpOMe TOro, K Kax40oMy nociaeayrowemy rogosomy
pasgeny, TOMy B HapacTaloLeM NopaaKe COCTaBAAETCA CBOAHAA MTOroBasn 3amnuch.

foposble pas3genbl, eCan OHUN HE ABAAKOTCA 3aKOHYEHHOM Oonncblo, He noawnBardTCA U HeEe
nepenneTarTCA, OHU XPaHATCA B apXuMBe B NarnkKax.

3aKoHYeHHan onucb Aen, 4OKYMEHTOB A0/1KHa BKAOYaTb He 601ee 9999 eANHUL, XpaHEHUS.

3aKOH4YeHHaA onucb gen, AOKYMEHTOB BMeCTe C TUTY/IbHbIM JIMCTOM U CNPaBOYHbIM annapaTtom K
Hel 3aKtoYaeTca B TBEPAYHO O6J'IO)'KKy, HYMepyeTca n nogwnBaeTca Uan nepensieTaeTca.

Kaxpaa 3aKoOHYeHHaA onucb aen, AOKYMEHTOB, TOM OMNUCK Aen, AOKYMEHTOB 01X KHbl UMETb JINCT-
3aBeputenb.

3.11. Mpu HaNMUKMK B apx1Be opraHM3aLUnmn AByx U 6onee onucelt Aen, AOKYMEHTOB BeAeTCsA peecTp
onucel (npunoxenue N 19).

Onucu gen, AOKYMEHTOB BHOCATCA B peecTp onucen B XpOHOJ'IOI'VI‘-IGCKOVI nocneaoBaTe/ibHOCTU
nocrynneHnAa nog CooTBeTCTBYHOWMMU NOPALKOBbIMUA HOMEPaMU.

B peecTpe onuceli GUKCUPYIOTCA OCHOBHbIE AaHHble MO COCTaBy KaXKAoM MOCTYNuMBLLIEN B apXuB
OpraHusaunmM onucu Aen, 4OKYMEHTOB: Homep $OoHAA, HOMEP OMUCKU, KOANYECTBO eANHUL, XPaHEHUA B
OnMcK, KONNYECTBO IUCTOB B ONUCK U €€ IK3eMMNNAPOB.

3.12. [AnA UEHTPanM30BaHHOrO rOCYAapCTBEHHOIO Yy4yeTa [OKYMeHTOB ApxuBHOro d¢oHaa
Poccuiickot ®degepauunm B apxuBe OpPraHuM3auuu, ABAAIOWENACA WMCTOYHUKOM KOMMNEKTOBAHUA
rocyAapCcTBEHHOro (MyHMLMNAAbHOMO) apXMBa, COCTaBAAETCA NACNOPT apxXmMBa opraHusaumm. <1>

<1> ®opma nacnopTa apxmMBa OpraHU3aLMKN ycTaHOBAEHA PernameHTOM rocygapcTBEHHOrO yyeTa
[OKyMeHToB ApxusHoro ¢poHaa Poccuiickoit Genepaumm (yTeepxaeH npmMkasom Pocapxmea oT 11 mapTa
1997 r. N 11, 3apeructpmposaH MuHioctom Poccum 8 utona 1997 r., peructpaumoHHblit Homep 1344).

3.13. Apx1B OpraHM3aLMM MOKET BECTU TaKKe y4eT B aBTOMATU3MPOBAHHOM PEXWUME - B BUAE
y4yeTHbix 6a3 aaHHbIX (BA).

YyeTHble B[, NpUMEHAIOTCA BO B3aMMOCBA3U C APYTMMU MHOOPMALMOHHbIMK B, Mmetowmmnca B
apxuBe OpraHMsaumMM, W AO0MXKHbI 6biTb COBMECTMMbl C COOTBETCTBYIOLWMMM YyyeTHbiMU B,
rocyAapCcTBeHHbIX (MyHULMNANAbHbIX) aPXMBOB U OPraHOB yNpaBAeHUA apXUBHbIM AE/0M.

3.14. YuyeTHble [OKYMEHTbl apxuMBa OpPraHM3auuMM, KpoOme Onucerl JAen, [AOKYMEHTOB,
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npegHasHa4atTCca anAa cnyme6Horo NoNb30BaHNA N NO/1b30BaTENNIAM HE BblAaOTCA.

3.15. YyeT noctynaeHusa u BbibbITUA Aen, [OKYMEHTOB B apXMBe OpraHU3aLLMmM OCYLLLECTBAAETCA HA
OCHOBaHUMN:

onuncu Aen, 4OKYMEHTOB CTPYKTYPHOro noApasae/ieHna nu rogoBoro pasaesna CBOAHOM onvcK aen,
JOKYMEHTOB OpraHusaumu;

HOMEHKNATypbl Aen OpraHuM3auuu, 3aMeHALWEeNn rodoBoiM pasgen CBOAHOM onucu  aen,
JOKYMEHTOB opraHu3auUum;

aKTa 0 TEXHMYECKMX OLIMBKAX B Y4ETHbIX AOKYMEHTaxX (npunoxeHue N 4);

aKTa 06 0BHapyKeHUWN AOKYMEHTOB (HE OTHOCALLMXCA K AaHHOMY QOHZAY, apXMBY, HEYYTEHHbIX)
(npunoskenue N 5);

aKTa 06 yTpaTe fOoKYMeHTOB (npunoxeHue N 6);
aKTa npuema-nepesayn apxmBHbIX JOKYMEHTOB Ha XxpaHeHue (npunoxkeHue N 20);

aKTa O BbIAENEHUM K YHWYTOMKEHWIO APXMBHbIX AOKYMEHTOB, He MOANENKALMX XPAHEHUIO
(npunoxkenne N 21);

aKTa O HEMCMPABUMbIX NMOBPEKAEHMAX APXMBHBIX JOKYMEHTOB (npunoxkeHne N 22).

Ha OCHOBaHMM YyKasaHHbIX LOKYMEHTOB BHOCATCA HeobXxoAuMmble M3MEHEHUS B OCHOBHblE
(0b6s3aTenbHbIE) YyY4ETHbIE AOKYMEHTbI APXMUBA:

B KHWUIy y4YeTa NOCTYN/JeHUs U BblObITUA fAen, JOKYMeHTOB (npunoxkeHne N 11) n B ancT doHAa
(npunoxkenme N 13) - Npu KarKLOM U3MEHEHUWN B COCTAaBE N 06 beEME AOKYMEHTOB apX1MBa OPraHun3aLmu;

B CN1coK poHAoB (npunoxkeHue N 12) - npu NOCTYNAeHNUN HOBOTO apXMBHOTO GOHAA MU BbIObITUM
BCEX A€/, LOKYMEHTOB, HAaX0AMBLUEroCsA Ha XpaHeHUW apxmBHoro ¢poHaa <1>;

<1> B rpade "OtmeTKa o BblbbITUKN POHAAR" cnmcKa GOHAO0B YKasblBAETCA, KyAa BblObl apXUBHbIM
$OHA, a TaKKe faTta U Homep SOKYMEHTa, Ha OCHOBaHWM KOTOPOTO OH Bbibbl.

B peectp onucei (npunoxerue N 19) - npu NocTynneHUM HOBOW ONMUCU UK BbIOLITUM BCEX EANHMLY
XpaHeHWs, HaxoAMBLUENCA Ha XpaHeHUMM onucu. Homep BbIBGbIBLIEN OMMCK APYrMM ONUCAM Aen,
[OKYMEHTOB He NPWCBaMBAETCA M OCTaeTcs CBOBOAHbIM;

B onucn paen, AOKYMEHTOB - MNMpU KaxXaom MnoctynieHuu VI/VIJ'IVI BblObITUM Aen, OOKYMEHTOB,
YYTEHHbIX B ,CI,aHHOﬁ onucu.

COOTBeTCTBleU.I,VIe N3MEHEHNA BHOCATCA BO BCMOMOraTe/ibHbl€ y4e€THble JOKYMEHTbI.

Bce aKTbl, 4OKYMEHTUpYOLWMe pe3yabTaTbl apXMBHbIX PaboT, BKAOYatoTCA B 4e10 poHAa, KOTopoe
3aBOAMTCA Ha Kaxkablit GOHA, HaXo4ALWMIACA Ha XPaHEHMM B apXMBE OpraHU3aumm.

Oeno ¢poHAa, HapAaay C AOKYMEHTaMM, OTpaKaloWmmmM Uctopuio poHaa u poHaoobpasosaTens,
BK/IOYAET YUYETHbIE AOKYMEHTbI, XapaKTepusylolime nsmeHeHuns ¢poHaa.

IV. KOMMN/JIEKTOBAHWE APXVMBA OPTAHU3ALIMM JOKYMEHTAMM APXVBHOTO
®OHAA POCCUMCKOM PEAEPALMU U APYTUMMW APXUBHBIMW JOKYMEHTAMM



4.1. JoKkymeHTbl ApxmnsHoro doHaa Poccuiickoit Peaepaumnm U JOKYMEHTbI BpeMeHHbIX (cBbllie 10
JIeT) CPOKOB XpaHEHUS, B TOM YMCAE MO IMYHOMY COCTaBy, NepeaaroTca B apXmMB OpraHn3aLmmn He paHee,
Yyem Yyepes OA4MH Fo4 M He NOo34Hee, YeM Yepes TPU rofa Nocse 3aBepLleHns gen B 4e0Npon3BOACTBE.

Iﬂ,OKyME‘HTbI NOo IMYHOMY COCTaBY roCcyaapcCTBEHHbIX MPa*XAaHCKMUX CAyXKalWnx U MyHUUUNANbHbIX
CNYXKaLWKX, YBOJIEHHbIX C TOCYAAPCTBEHHOW TPakKAAHCKOW CAYXKObl MAM MYHUUMMNANbHOM CAYXKObI,
nepeaaroTca B apxms opraHu3saumm no ncrtedeHunm 10 net co gHA yBOSIbHEHUA.

4.2. Nena BpeMeHHbIX (40 10 NeT BKAOUYMTE/IbHO) CPOKOB XpaHEHMA B apXxmnB He nepeaatotca. OHU
XPaHATCA B CTPYKTYPHbIX NoApasaeneHnuax opraHmsaumMm m No UCTedyeHMn CPpOKOB XpaHEeHMA noajieKar
YHUYTOXEHUIO B YCTaHOB/Z1IEHHOM nopAaKe.

B MCKNOUMTEbHBIX C/IyHasX NO PELlEeHUIO PyKOBOAUTENA OpraHM3aLmMm aena spemeHHbix (go 10 net
BK/IOYMTE/IbHO) CPOKOB XpaHEHUA NepeaaroTca B apXme opraHM3aLmm no onucam Aes, 4OKYMEHTOB Man
Mo HOMEHKaType aen.

4.3. [JokymeHTbl NOCTYNAKT B apXMB OpraHM3aLunm nocae npoBeaeHuna sKkcnepTU3bl LEHHOCTU.

4.4. PeweHns 0 BKAOYEHMM B cocTaB ApxmBHoro ¢oHza Poccuitickont Pepepaummn KOHKPETHbIX
AOKYMEHTOB MPUHMMAIOTCA 3KCMEPTHO-NPOBEPOYHBIMU KOMUCCUAMU defepanbHbIX FOCyAapCTBEHHbIX
apPXMBOB W YNOJIHOMOYEHHbIX OPraHOB UCMOAHUTENbHON BNacTU CybbekToB Poccuitickon depepaunn B
obnacTv apxuBHoOro gena (aanee - MK apxMBHOTO yupeRaeHUs) B Npeaenax KoMneTeHUUun.

4.5. Llenbio aKCnepTusbl LLEHHOCTU SOKYMEHTOB B OpPraHU3aummu ABAsSeTcA:
0oT6Op AOKYMEHTOB A/1A BK/OYEHWA B cOcTaB ApxmBHOro ¢poHga Poccuiickon Penepaumu;
BblAB/IEHNE AOKYMEHTOB, HE MOAJEKALMNX AaNbHENLLIEeMY XPaHEHMIO.

3KCFIepTM3e UEHHOCTU noanexat BCe JOKYMEHTblI OpraHMU3aLlmMmnm He3aBMCMMo OT B4 0B HoCUTeNen
1 cnocoboB 3anucu.

[o npoBegeHnA aKcnepTU3bl LEHHOCTM B COOTBETCTBUM C NYHKTamu 4.6 - 4.13 HacTtoawmx Mpasun
YHUUYTOXKEHWNE JOKYMEHTOB 3anpeLuaeTcs.

4.6. 3KCFIepTM3a UEHHOCTU AOKYMEHTOB NPOBOANTCA HA OCHOBE!

ﬂ,EﬁCTByPOMEFO 3aKOHOAaTeNbCTBA U MUHbIX HOPMATUBHbIX MPAaBOBbIX aKTOB Poccuiickoit dJe,u,epau,MM
B 0bnactu dAPXMUBHOIO Aena, VIH(I)OpMaLI,MM N AOKYMEHTAULMOHHOIo obecneyeHun ynpasaeHnA,;

TUNOBbLIX, BEAOMCTBEHHbLIX U UHbIX nepequﬁ AOKYMEHTOB C YKa3aHMEM CPOKOB WX XpaHeEHWUA,
TUNOBbLIX U NPUMEPHbIX HOMEHKNATYP AeN.

4.7. B opraHu3aumm ana NpoBeaeHMsa 3KCNepTusbl LEHHOCTU AOKYMEHTOB CO34a€eTCA IKCNepTHan
Komuceus (aanee - 3K) <1>. B opraHmn3aumax, UMeIOLWMX CIOXKHYIO CTPYKTYPY U/MAKn NoaBes0MCTBEHHbIE
OpraHu13aLMn, CO34at0TCA LLeHTPa IbHbIe IKCMepTHbIe Komuccuu (aanee - LK),

<1> [na npoBeaeHWA 3KCMNEPTU3bl LEHHOCTM Hay4YHO-TEXHMYECKOM W ApPYyroi cneumanbHOM
AOKYMEHTaUMM B OpraHm3aLLMm MOXKeT bbITb co3aaHa IK, BKAKOUalOLLAn COOTBETCTBYIOLMX CNELMANNCTOB.

4.8. 3K (9K) sBnsetca cosellaTeNbHbIM OpPraHOM NpW PyKOBOAWTENEe OpraHM3auuun, co3gaerca
NPUKa3soM opraHun3aLmm, AeNCTBYeT Ha OCHOBAHWUM MOJIOKEHUA.

3agauv n ¢yHKkumm UIK (3K) opraHMsaumMm - WMCTOYHMKA KOMMNEKTOBAHMA OnpeaenatoTca
NONOMKEHNEM, YTBEPIKAAEMbIM PYKOBOAUTENEM OPraHU3aLNN.



4.9. OcHoBHOWM 3agayelt LIIK (3K) aABnseTca opraHUsaums M NpoBefieHNE 3KCNepTU3bl LLeHHOCTU
OOKYMEHTOB.

OcHoBHbIMK dyHKumMamu LIIK (3K) asnatoTca:
OpraHM3aums exero4Horo oTbopa Aen AN XPaHEHUA U YHUYTOXKEHUS;

PacCMOTPEHME M COr/lacoBaHWe MNPOEKTOB HOMEHKAATypbl Ae/n OpraHvs3auuu, onucend aen,
JOKYMEHTOB MOCTOAHHOIO U BpemeHHbIX (cBblle 10 fIeT) CPOKOB XpaHEHUs, B TOM YMUCAE MO JINYHOMY
COCTaBY, aKTOB O BblAE/IEHUN K YHUUTOXKEHUNIO AeN, HE MOANEKaLLMX XPaHEHUIO, U APYTUX aKTOB;

NoAroToBKa NpeasioXKeHuin 0b onpeaeneHnmn CPOKOB XpaHEeHMsA SOKYMEHTOB, He MPeayCMOTPEHHbIX
nepeyYyHAMM <1>, 1 06 U3MEHEHMM CPOKOB XPaHEHUS OTAE/bHbIX KaTeropuin 4OKYMEHTOB, YCTaHOB/IEHHbIX
nepeyYHsamu;

<1> 3K opraHu3aumii, nepefatroWwmx AOKYMEHTbl Ha XpaHeHWe B roCyAapCTBEHHblE apXMBbI,
npeAaCcTaBAAOT COOTBETCTBYOWME NpeaoxkeHms MK apxmMBHOTo yupexaeHus.

y4dyactume B noArotoBke U paCCMOTPEHUN NMPOEKTOB HOPMATUBHbBIX U METOONYECKUX OOKYMEHTOB NO
BOnNpoCam pa6OTbI C JOKYMEHTaMU B OpraHun3sauum,

MeToAMYecKoe pyKoBOACTBO paboTamu B 061acTn obecneyeHns COXPaHHOCTU SOKYMEHTAIbHOTO U
apXUBHOTO GOHAOB OPraHU3aLUM.

4.10. OKcnepTM3a LLEHHOCTU A4OKYMEHTOB B OpraHM3aumm NnpoBoAUTCA:

B Aenonpon3soactee - Npu COCTaB1IEHNN HOMEHKIATYPbI AeN OpPpraHnU3alnn n npu noaAroTtoBrke Aen
K nepegade B apxus,;

B apXMBe OpraHM3aLum - B Mpouecce NoAroToBKM AeN K nepesade Ha NOCTOAHHOE XpaHeHue.
4.11. OKcnepTmn3a LEHHOCTU AOKYMEHTOB NPOBOANTCA €XErogHo.

Mo pesynbTaTam 3KCNepTM3bl LEHHOCTM B CTPYKTYPHbIX MNOAPasAeNeHusx OpraHu3aumm
COCTaB/AOTCA OMUCU AeN CTPYKTYPHbIX NoApasgeneHuii: NoCTOAHHOro, BpemeHHbIX (cBbiwe 10 nerT)
CPOKOB XpaHeHWs, Mo JANMYHOMY cocTaBy (mpunoxenuve N 23, 24), Ha OCHOBE KOTOPbIX B apxuee
OpraHM3aLUMm COCTaBAAIOTCA TOA0BbIE Pa3ge bl COOTBETCTBYIOLWMX CBOAHbIX ONUCEN AeN, AOKYMEHTOB.

Ha pgena ¢ WUCTEKWMMM CPOKAMWM XPaHEHUSs B CTPYKTYPHbIX NOAPA3AENEHMAX OpraHM3aumm
COCTaBAOTCA NPEASIONKEHUA K aKTy O BbIAENEHMM K YHUUTOMKEHUIO LOKYMEHTOB, HE NoAJ/erKalimx
XpaHeHuto (no dopme aKTa, NnpunoskeHune N 21).

Ha ocHOBe npeasioXKeHui CTPYKTYPHbIX NogpasgeneHunii cay»kba 4e1onponsBoAcTBa OpraHnsaumm
COCTaBAAET aKT O BblAENEHWNM K YHUUTOXKEHUIO OKYMEHTOB, HE MoANeKalLMX XpaHeHuto (npuaoxeHme N
21).

Jena BKAOYAOTCA B aKT O BblAE/IEHUN K YHUUTOXKEHUIO AOKYMEHTOB, HE NOAJIeXKALUX XPaHEHWUIO,
ecnm ﬂpep,yCMOTpeHHbIVI ANnAa HUX CPOK XpaHEHNA UCTEK K 1 AHBAPA roga, B KOTOPOM COCTaB/IEH aKT.

Oena c otmeTKol "3MK" <1> nogsekaT NOANCTHOMY MPOCMOTPY B LIeAX BbIABAEHUA LOKYMEHTOB,
noAanexKawmx NocTOAHHOMY XPaHeHMI0. BbiABAEHHbIE B TaKUX Ae/laX AOKYMEHTbl MOCTOSAHHOMO XpaHeHus
BblAENAIOTCA U NPUCOEANHAIOTCA K OAHOPOAHbBIM Aefam UAn GOPMUPYIOTCA B CAMOCTOATE/IbHble Aena.




<1> OtmeTKa "3MK" 03Ha4aeT, YTO YacTb AOKYMEHTOB MOXKET ObITb OTHECEHA K CPOKY XpaHeHUsA
"nocTtonaHHO".

OcTanbHble gOKYyMeHTbl ¢ oTMeTKoM "IIMK" BKAOYAIOTCA B aKT Ha YHUUYTOXKeHMe. [pn 3TOM OTMeTKa
"3MK" B aKTe He yKa3blBaeTcs.

Onuncun Ha Aena, LOKYMeHTbl NTOCTOAHHOIO XpaHeHWA U Mo TIMYHOMY COCTaBY U aKTbl Ha YHUYTOXeHne
[OKYMEHTOB paccMmaTpmBatoTca Ha 3acegaHum LIDK (IK) oaHoBpemeHHO. Mo ntoram paccmotpeHus LIDK
(9K) cornacoBbiBaloTCA ONUCK AN, AOKYMEHTOB NOCTOSHHOIO XPaHEeHUA 1 Mo IMYHOMY COCTaBY U aKTbl O
BblaeneHnn K YHUUYTOXKEHUIO JOKYMEHTOB.

CornacoBaHHble LIK (9K) opraHusaumMmM onucu p[en  [OKYMEHTOB (rofoBble pasgensbi)
npeacTaBaAoTcA Ha paccmoTpeHme IMK:

NOCTOAHHOrIO CPOKa XpaHeHUA - Ha yTBepXaeHne;
no IMYHOMY COCTaBY - Ha CornacosaHue;

ONK yTBepXaaeTr onncn gen noCTtoAHHOro XpaHeHuA M CornacoBbiBaeT onnucn aen no JTM4YHOMmy
cocrasy.

Onucn pen, AOKYMEHTOB (rogosble pasgenbl) HanpaBAAlTcA Ha paccmoTperue 3MK B Tpex
aK3emMnasapax Ha GyMarKHOM HOCUTesle M OAHOM 3K3eMNJIfipe Ha 3NEKTPOHHOM HocuTese Yyepes 3 roaa
nocse 3aBepLleHns 4en B AeN0NPON3BOACTBE.

Mocne yTBEPXKAEHUA N COrNacoBaHUA 3MNK onucen Aen, LOKYMEHTOB ONMUCU N aKT O BblAeNEHUN K
YHUYTOXEHUIO JOKYMEHTOB, HE NogsieXKalnX XpaHEHUIO, YTBEPHKOAKOTCA pyKoBOAUTENEM OpPraHn3auun,
nocne yero aena, BblaeneHHbIE NO aKTy K YHUUTOXKEHUIO, MOTYT 6bITb YHUYTOXEHDI.

4.12. OpraHusauuu, B OeATe/IbHOCTU KOTOPbIX He co3A4aloTcA AOKYMeHTbl ApxuBHoro ¢oHaa
Poccuitickoit depepaumm, co3aatoT onUcK Aen No AMYHOMY COCTaBY M ONUCK AeN BpeMeHHbIX (cebiwe 10
NIeT) CPOKOB XpaHeHUA 1 0becneunBatoT UX COXPaHHOCTb.

OpFaHM3aLI,MM TaKXe COCTaB/AKT aKTbl O BblAENEHUU K YHUYTOXKEHUIO [OOKYMEHTOB, He
nognexawmnx XpaHeHnto, N YHUUTOXKAOT YKa3aHHble JOKYMEHTblI MO UCTEYEHUU CPOKOB UX XPaHEHUA
TOZIbKO nocne CoCrtaB/1eHNA roaoBbiX pa3genos onucei Aen no IMYHOMY COCTaBy 34 COOTBeTCTBy}OLLI,Mﬁ
nepnoa n nx yreepxgeHuna pykosogmutesnem opraHmsayunn.

4.13. lena Ha 6ymarkKHOM HocuTe e, BblAENEHHbIE K YHUUTOXKEHMIO, NepesatoTcs Ha YHUUTOXKEHMe
(yTnmsaumio) No akTy O BblAENEHUM K YHUUTOMKEHUIO AOKYMEHTOB (npuaoskeHne N 21), a TakKe Ha
OCHOBaHWW WHbIX [AOKYMEHTOB, NOATBEP:KAAOWMX GaKT cAauyM [OKYMEHTOB Ha YHMUTOXeEHue
(ytmnmsauutio).

JNEeKTPOHHbIE AeNa C UCTEKWMMM CPOKAaMU XPaHEHUA NOANEKAT BbIAENEHUIO K YHUUTOXKEHMUIO Ha
06LWMX OCHOBaAHMAX, MOC/AE Yero MPOBOAMUTCA WX (GUSMYECKOE YHUUTOXKEHME MAW YHUUTOXKEHME
NPOrpaMmHO-TEXHUYECKMMM CPEeACTBaMM C COOTBETCTBYIOWEN OTMETKOW B aKTe O BbIAENEHMM K
YHUUTOXKEHUIO SOKYMEHTOB (NpunoxkeHune N 21).

4.14. Ans obecneyeHunn nopsagka GoOpMMPOBaHMA M yyeTa Aen B 4eN0oNpon3BOACTBE OpraHn3aumnm
CoCTaBnAeTCcA HOMeHKNaTypa aen.

4.15. HomeHKnaTypa gen 3akpenaneT KnaccupuKkaumio (rpynnmupoBKy) UCNONHEHHbIX 4OKYMEHTOB
B Aena (3NeKTpoHHble Aena) U ABNAETCA OCHOBHbIM YYETHbIM AOKYMEHTOM, OTParKaloLMM COCTaB M
OpraHn3auUMo 4OKYMEHTaNbHOro poHA4a OpraHn3aumm.

4.16. HomeHKnaTypa AOen ABAAETCA OCHOBOW [A/A COCTaBAeHUA Onucen Aen, AOKYMEHTOB



NOCTOAHHOIO 1 BpeMeHHbIX (cBbille 10 1eT) CPOKOB XpaHeHUs, a Tak:Ke ANA yyeTa Aen BpeMeHHbIX (a0 10
JIeT BK/IOUYMUTENIbHO) CPOKOB XPaHEHMUS.

4.17. HomeHKnaTypa Aen opraHM3aumnm paspabatbiBaeTcs HAa OCHOBaHMM TUMOBbIX, BEAOMCTBEHHbIX
M MHbIX NepeyYHelr LOKYMEHTOB C YKa3aHMEM CPOKOB XPaHEHWA, MHbIX HOPMATUBHbIX MPABOBbLIX aKTOB, a
TaK¥Ke TUNOBbIX U NPUMEPHbIX HOMEHKNATYp Aen.

TunoBas M nNpumepHaa HOMEHKNATYpPbl Aes pa3pabaTbiBalOTCA OpraHamMu U OpraHu3aumsamu,
MMELWMMN B NOAYMHEHUM CETb OAHOTUMHbLIX OPraHn3aLnii.

TunoBas HOMEHKNaTypa ycTaHaB/AMBAET COCTaB Ae/l, 3aBOAMMbIX B OLHOTUMHbIX OPraHu3aLmax, 1
ABAAETCA HOPMATUBHbIM AOKYMEHTOM.

MpuMepHas HOMEHKNATypa YCTaHaBAMBAET NPUMEPHbIV COCTaB Aef, 3aBOAMMbIX B OpraHM3aumsx,
Ha KOTOpble OHa PacNpPOCTPAHAETCA, U ABAAETCA PEKOMEHAATeNbHbIM AOKYMEHTOM.

4.18. HomeHKNaTypa Aen opraHnsaumm CoCTaBAsETCA Mo YCTaHOBNEeHHON dopme (npunoxkeHue N
25) Ha OCHOBAHMWM HOMEHK/ATYP AeN CTPYKTYPHbIX NogpasgeneHuii (npunoxkenve N 26).

OpraHu3aummn - UCTOYHUKM KOMMJIEKTOBAHMUSA rOCYyAapCTBEHHbIX (MyHULMNANbHBIX) apXMBOB OAUH
pa3 B 5 net <1> cornacosbiBaloT HOMeHKNaTypy aen c DK (3K) opraHusaumm v npeacraBnaioT ee Ha
cornacoBaHue cooTseTcTByOWMX MK MAM rocyapcTBEHHOro (MyHMLMMNANLHOTO) apxMBa, COMNAcHO
npesocTaB/ieHHbIM €My MOJITHOMOYUAM.

<1> B cnyyae u3meHeHMA OGYHKUMI U CTPYKTYpbl OpraHM3auMuM HOMEHKAATypa AeNl NOANEKUT
nepecocTaBAEHMIO, COMIaCOBAHMUIO U YTBEPKAEHUIO.

OpFaHM3aLI,MM, B AeATENbHOCTU KOTOPbIX HE CO34a0TCA AOKYMEHTDI Ale/IBH oro d)OH,CI,a Poccuinckoit
CDep,epau,MM, yTBEPKOAT HOMEHKNATYPY A€/ CAMOCTOATE/IbHO.

4.19. 3aKOHYEeHHble 4e10NPOU3BOACTBOM Ae/a NOCTOSHHOMO U BpeMeHHbIX (cBbiwe 10 neT) cpokos
XpaHeHUs, B TOM YMC/Ie N0 IMYHOMY COCTaBY, NOC/Ie OKOHYAHWUA KaneHa4apHoro roga, B KOTOPOM OHU BbinK
3aBe/eHbl, NOArOTAB/IMBAIOTCA K NepesaYve B apXmB OpraHn3auum u noanerkat opopmMIeHNIO M ONUCAHUIO.

B 3aBMCMMOCTM OT CPOKOB XPaHEHWs MPOBOAWUTCA MOJIHOE WM YacTUYHoe odopMieHMe Aen.
MonHomy obopmaeHMIO NognexKaT Aenla NoCTOAHHOIO U BpemMeHHbIX (cBbiwe 10 neT) CpOKOB XpaHeHUs u
no IMYHOMY COCTaBy.

OdopmneHure gen Ha BymaxkHOM HocUTeNe NpeaycMaTpPUBAET:

NOALWMBKY UAN MepenseT AOKYMeHTOB Aena (HedbopmaTHble AOKYMEHTbI XPAHATCA B 3aKPbITbIX
TBEPAbIX NanKax Uan B KOPobKax);

HYMepaLuuio INCTOB AeNa;
COCTaB/neHUWe nUcTa-3aBepuTens aena (npunoxkeHune N 8);

COCTaB/NeHUE BHYTPEHHEN ONUCK SOKYMEHTOB Aena (npunoxkeHune N 27);
odopmneHue oboxKKK aena (npunoxeHue N 28).

lMoAroToBKa 3NEKTPOHHbLIX Aen ANA nepefayM B apxXuB  OpraHUsauum npeaycmaTpuBaeT
COCTaB/IEHUE OMUCK INEKTPOHHDIX e/, AOKYMeHTOB (npunoxeHma N N 17, 18).

4.20. B peno nomewaroTca AOKYMEHTbI, KOTOpPblE MO CBOEMY cCoAepXaHUK COOTBETCTBYHOT



3aro/IoBKy Aefa, Npu 3TOM 3anpellaeTcs rpynnuMpoBaTh B Zlefla YepHOoBble M Ay6aeTHble 3K3eMnaspbl
[OKYMEHTOB, a TaK}Ke JOKYMEHTbI, Nod/esKalline Bo3Bpary.

Mpu popmunposaHnm aena Heobxoammo cobaoaatb cieaytolme TpebosaHus:
[OKYMEHTbI MOCTOAHHOIO M BPEMEHHOT0 XpaHeHMA Heo6X0AMMO rpynnmnpoBaTh B OTAE/bHbIE AeNa;
BK/1OYATb B 4€/10 N0 OAHOMY 3K3EMMNAAPY KaXKA40ro AOKYMEHTa;

rpynnupoBatb B AeN0 AOKYMEHTbl OLHOIO KaJleHAAPHOro rofa; WCKAOYEHWE COCTaBAAOT:
nepexogsawme nena; cyaebHole Aena; AMyHble fena, KoTopble GOPMUPYIOTCS B TEUEHUE BCErO Nepuoaa
paboTbl ML B OPraHM3aunn; LOKYMEHTbI BbIBOPHbIX OPraHOB M UX NMOCTOAHHbIX KOMUCCUI, AeNyTaTCKUX
rpynn, KoTopble rPYNNUPYOTCA 3a NePMOoZ, CO3biBa; LOKYMEHTbl 06pa30BaTe/IbHbIX OPraHM3aLMiA, KOTopble
bopmMUpPYIOTCA 33 y4ebHbIN rof; LOKYMEHTbI TEATPOB, XapaKTepusytoLLe CLEeHNYECKYIO AeATEIbHOCTb, B
npegenax TeaTpasibHOro ce3oHa; gena GpuabmoB, pyKonucemn, uctopmmn 6onesHei.

anIKa3bI Mo IMYHOMY COCTaBY A0J/IXKHbI FPyNNMPOBaTbCA B Ae/1a B COOTBETCTBMU C YCTAaHOBNIEHHbIMU
ONA HUX CPOKaMM XpaHeHUA,

AOKYMEHTbI B JINYHbIX Ae/1aX pacnonaratoTcAa B XPOHONOrM4eCKOM nopAagKe no mepe nocCtynaeHusa,

MueBble cyeTa Mo 3apaboTHOM nnaTe pPabOTHMKOB TPYMNUPYIOTCA B OTAE/bHble Aena W
pacnonaratoTca B HUX Mo anpasuTy Gamuamii, UMeH 1 OTYeCTB.

[eno Ha bymarKHOM HocuTe/le He AOMKHO cogep:kaTtb bonee 250 nnctos, Npu ToAwMHe He 6onee
4 cm.

4.21. [JOKyMEHTbl, COCTaBAflOWME AeN0 Ha OYMarKHOM HocuTesne, MOAWMBAOTCA Ha YeTbipe
NpPOoKoAa (Ha TpM NPOKOAA - A1 MaNodopPMaTHBIX AeN) B TBEPAYIO 0610KKY MW NepenieTaloTcs ¢ y4eTom
BO3MOKHOCTM CBOBOAHOIO YTEHWA BCEX AOKYMEHTOB, 4aT, BU3 M PE30/IOUMIA Ha HUX, MeTaNndyeckne
CKpen/ieHns 13 AOKYMEHTOB yAanAtoTcA.

B Hauane gena Ha 6ymaskHOM HocuTene Npu HeobXoAMMOCTM NOALMBAOTCA ANCTbl BHYTPEHHEN
OnUCK AOKymMeHTOB Aena (npunoxenue N 27), B KOHLUE Kaxaoro Aena - /IMCT-3aBeputenb Aena
(npunoxkenune N 8).

4.22. B uensx obecneyeHns COXPaHHOCTU U 3aKPENIeHMA NOPALKA PacrnoNoXKeHUA LOKYMEHTOB,
BK/IOYEHHbIX B Ae/N0 Ha BymMa)KHOM HocuTene, BCE €ero JNCTbl (Kpome /MCTa-3aBepuTens fena u
BHYTPEHHEN onucK) HymepytoTcs B BaIOBOM NopaaKe apabckumm Lumdpamu, KOTopble NPOCTaBAAOTCA B
NpPaBoM BepXHEeM Yray AucTa AOKYMEHTa MpocTbiM rpaduTHbBIM KapaHAaWoM WAM HYMEPATOPOM.
YnotpebneHve 4YepHUN U UBETHbIX KapaHAawen AnAa HymepauuMuM AWCTOB 3anpelyaetca. JIMcTbl
BHYTPEHHEN ONuncK AOKYMEHTOB AeNa HYMEPYHOTCA OTAE/NbHO.

JIncTbl gen, coCToAWMX U3 HECKO/IbKUX TOMOB MU yacTen, HYMEpPYIKOTCA NO Ka*Xaomy ToOMy Uan
4aCTun OTAENTbHO.

dotorpaduun, YepTeKu, AMarpammbl U Apyrue UANCTPaTUBHbIE AOKYMEHTbI, NpeacTaBastolme
CaMOCTOATE/IbHbIM INCT B Aeie, HYMepytoTcAa Ha 06OPOTHOW CTOPOHE B IEBOM BEPXHEM YIAY.

CNoKeHHbIN INCT pa3BopaYMnBaEeTCcA U HyMepyeTca B NPaBom BepxHeM yray. Mpu sTom auct atoboro
dopmaTa, NOAWNTLINA 33 OAMH Kpal, HYMEpPYeTCcA KaK OAWH JIUCT; INCT, CNOMKEHHbIM WU NOAWNTLIA 33
cepeanHy, NOANEKUT NEPELUMBKE U HYMEPYETCA KaK O4AUH IUCT.

JINCT C Harnyxo HaKNeeHHbIMW [AOKYMeHTaMM (Bblpe3kamu, BbiNWCKamu, ¢oTorpaduamm)
HYMepYyeTca KaK OAMH NNCT. ECIM K AOKYMEHTY NoAKNeeHbl OAHUM Kpaem Apyrue AOKYMEHTbI (BblpesKku,
BCTABKM TEKCTa, NEPEBOAbl), TO KaXKAblM LOKYMEHT HYMEPYEeTCA OTAENbHO.



MoawnTble B €10 KOHBEPTbI C BAOXKEHUAMM HYMEPYIOTCA; NPY 3TOM BHaYasie HYMepyeTcA KOHBEPT,
a 3aTemM o4yepesHbIM HOMEPOM KaxK0e BIOXKEHME B KOHBEPTE.

MoawwnTble B A€/10 AOKYMEHTbI C COBCTBEHHOWM HYMepaLmelt INCTOB (BKIoYan nedvaTHble U3gaHmna)
MOTYyT HYMepoBaTbCA B 0OWEmM MnopagKe WKW COXPaHATb COBCTBEHHYID Hymepauuio, ecin OHa
COOTBETCTBYET NOPAAKOBOMY PACMO/IOKEHMUIO INCTOB B AeNe.

B cnyyasx obHapy)eHus 60/bIOro 4Ymcia ownboK B Hymepauuu JIMCTOB Aesia NPoBOAMTCS
nepeHymepauusa. Mpu HaaMuMmM OTAENbHbIX OWKMBOK B HymepauuMu JUCTOB Jena Aonyckaerca
ynoTpebneHne MTepHbIX HOMEPOB JINCTOB.

4.23. Nuct-3aBeputens aena (npunosxkeHune N 8) coctaBnaeTcsa Ha OTAE/IbHOM /INCTE, B KapTOTEKaX -
Ha oTaeNbHOM AncTe GopmaTta KapTodKK. JIncT-3aBepuTeb AeNla NOANUCLIBAETCA ero coctasmTenem. Bee
nocneaylolme M3MeHeHUs B COCTaBE W COCTOAHMM pgena (NoBpexKAeHus, 3ameHa MOoA/MHHbIX
[OKYMEHTOB) OTMEYAIOTCA B JIMCTE-3aBEPUTENIE CO CCbI/IKOW Ha COOTBETCTBYIOLLMIA aKT.

3anpeLLaeTcsa BbIHOCUTb IUCT-3aBEPMTESb HA 0B0MKKY fieN1a AW YUCTbI 060POT IMCTa NoceaHero
foKymeHTa. Ecam gaeno nogwuro uav nepenneteHo 6e3 6naHKa MCTa-3aBepPUTENSA, OH L0/KEH BbiTb
HaK/eeH 3a BEPXHIOK YacCTb JINCTA HA BHYTPEHHIOK CTOPOHY 06/10KKM B KOHLLE Aena.

4.24. Ha obnoKKe Aen NOCTOSHHOTO XpaHeHWs MpeaycMaTpPUBAETCA MeCTo A4S HauMeHOBaHUA
rocyfapCTBEHHOIO (MyHWUMMANLHOIO) apxuMBa, B KOTOPbIM Aena opraHv3auun OyayT MpUHATLI
(npunoxkernme N 28). Mpu odopmneHnn 06M0KKM Aefa HaMMEHOBAHWME OpPraHU3aUMWM YKasbiBaeTcs
NOJIHOCTbIO, B MMEHUTE/IbHOM nagexe. [loNHOe HaMMeHOBaHWE BbILECTOAWEN OpraHu3auum
YKa3blBaeTcA Haj HauMeHOBaHNEM OPraHM3aL MM - UCTOYHUKA KOMMNEKTOBaAHUSA (TaKKe B UMEHUTE/IbHOM
nagee). ECn opraHMsaums UaM BblLWECTOALLAA OPraHM3aLMa MUMEHT COKpaLLLeHHbIe HAMMEHOBaHUA, TO
OHW YKa3blBaloTCA B CKOBKax Noc/ie NoJIHOro HaMMeHOBaHMA.

MpY M3MEHEHUM HAMMEHOBAHUS OpraHMsauMmM (CTPYKTYpHOro noapasgenieHus) B TevyeHue
nepuoaa, OXBaTbiBAaeMOro JAOKYMEHTaMW fena, Wau Npu nepegaye Aena B APYryl0 OpraHuM3auumio
(cTpyKTypHOE nogpasgeneHune), Ha 06/M0XKKe JAena [OMNUCbIBAETCA HOBOE HAWMeHOBaHWE 3TOM
OpraHuMsauMmM WM OpraHM3aLMU-NPABONPEEMHUKA (CTPYKTYpPHOro noapasgeneHus), a MpekHee
3aK/1tl04aeTCA B CKOBKM.

4.25. Ha 06/10}KKe gena yKasblBatoTcs:

HaMMeHOBaHMeE OpPraHM3aLUnn U ee HeNOCPeACTBEHHAA NOAYMHEHHOCTb;
HaMMeHOBaHMeE CTPYKTYPHOro noapasaeneHus;

NHAEKC Aena;

Homep Toma (4acTtu);

3aro/I0BOK gena (Toma, yactu);

KpanHue aatbl gena (Toma, 4acTtu);

KO/IMYECTBO INCTOB B Aesle (Tome, 4acTu);

CPOK XpaHeHuA aena;

apXxMBHbIM Wnop aena.

4.26. 3aronoBOK gena Ha 6yMa)KHOM HOCUTENE U 3aroZ1I0BOK 3/1EKTPOHHOIO Aesia NeEPEHOCATCA Ha
o6no>m<y Aena (3!'IeKTpOHHOFO ,a,ena) M3 HOMEHKNATypbl Aen opraHun3dauunun. 3aronoBOK A0/XKeEH
COOTBETCTBOBATb COAEePHKAHUNIO AOKYMEHTOB B AeNe.



B Tex cnydyasx, Koraa Aeno COCTOUT M3 HECKONbKUX TOMOB (4acTel), Ha 0BJIOXKY KaxKaoro Toma
(4acTn) BbIHOCUTCA 06LLIMIA 3ar0I0OBOK Aena, a NP He0BX0AMMOCTM - 3aro/I0BOK KaXKA0ro Toma (4actm).

B 3aronoBkax pgen, coaepKaliMx Komnuu [AOKYMEHTOB, YKa3blBAa€TCA HA KOJIMYECTBO KOMWINA.
MoAANMHHOCTb AOKYMEHTOB A€Na B 3aro/I0BKe He oroBapuBaeTcs.

4.27. [ena, BHeCeHHble B TrO4OBble pa3denbl CBOAHbIX oOnucen, wWKUdpyrTcs nocne
yTBEPKAEHUA/COorNacoBaHMA roJoBOro pasgena csBogHon onucu IMK apxvMBHOro yupexaeHua wu
YTBEPKAEHWNA PYKOBOAMTENEM OpPraHM3aLU MM ([0 3TOro apXmBHbLIN LWNPP NPOCTaBAAETCA KapaHAaLlom).

4.28. Ha obno)ke aena yKasbiBaeTcA gata dena - rog(bl) 3aBeAeHUs M OKOHYaHMA Aena B
Oenonpoussoacree.

Ecnv B geno BKAOYEHbI AOKYMEHTbI (Hanpumep, NPUOXKEHUs), AaTa KOTOPbIX He COBNafaeT C
0aTol gena, To NoZ AATOM C HOBOM CTPOYKM AenaeTca ob 3Tom 3anuck: "B aene umetotTca AOKYMEHTbI 3a
...roa(b1)".

[Data gena moxeT He YKa3blBaTbCA TOJ/IbKO Ha 06.10KKax Aen, coaepxalwmnx rogosbie naaHbl U
OT4HETbl U Apyrne AO0KYMEHTbI, 4aTbl KOTOPbIX OTPaXakoTCA B 3aro/10BKax Aen.

[atoin pen, copepKalimx pPacnopaguTeNbHylo, TBOPUYECKYIO M UHYIO AOKYMeHTauuio (4oKnaapl,
nnucbMa, CTEHOTPaMMbl), AR KOTOPOM TOYHasA AaTMPOBKa MMEeT BaXKHOe 3HauyeHWe, a TakKe Ans aen,
COCTOALLMX M3 HECKONbKUX TOMOB (4acTelt), sBnawTca Aatbl (4MCNo, Mecal, rog) perncrpaumu
(cocTtaBneHus, NOCTyNAeHUs) CaMoOro paHHEro M camoro Mo3gHero AO0KYMEHTOB, BK/IHOUYEHHbIX B AeNo
(kpaliHune paTbl gen, 4LOKYMEHTOB).

[aTtoin aena, cogeprkallero NPOTOKO/bl 3aceflaHui, ABNAOTCA AaTbl YTBEPXKAEHUA (ecnm oHu
yTBEpKAatoTcA) NaM Aatbl NepBOro U NocaeAHero NPOTOKONa, COCTaBAAWMUX AeNo.

ﬂ,aTOﬁ JIMYHOIO gena ABAAKTCA AaTbl NOANMUCAHUA NMPUKA3oB O npueme n yBoJibHEHUU ZIMLA, HA
KOTOpPO€E OHO 3aBeAEeHO.

an o0b03HayeHun AaTbl JOKYMEHTA CHa4Ya/1a YKa3blBaeTCA 4YNC/O, 3aTeEM MeCAL, U roa,. Yucno nrog
obo3HayvatoTcA apa6CKVIMM LI,Md)paMVI, Ha3BaHWe mecAua - C1IOBOM.

Echn paTta AOOKYMEHTa WAN OTAENIbHble €€ 3/1EMEHTbl onpeaenAaroTcA ﬂpM6ﬂM3VITeﬂbHO, Ha
OCHOBAHWUWN aHa/n3a coaepKaHMA OOKYMEHTa, TO AadTa WU OTAE/IbHble €e 3/1eEMEHTbI, HE abcontoTHO
AOCTOBEPHbIE, 3aK/TI0HAOTCA B KBaApaTHbIe CKOBKM.

4.29. 06s3aTe/IbHbIMM PEKBU3MTaMM 0B6N0XKKM AeNa ABNAIOTCA YKa3aHWE KOMYeCTBa IUCTOB B Aefe
<1> (npocTaBnseTca Ha OCHOBaHMM /WUCTa-3aBepuTeNs Aena) U CPoK XpaHeHusa aena (Ha penax
NOCTOAHHOIO XpaHeHMA nuweTcs: "XpaHUTb NOCTOAHHO").

<1> na aen Ha bymaskHOM HocuTene.

4.30. [InA yyeTa AOKYMEHTOB ONpeaesieHHbIX KaTeropuii gen Ha bymaxkHom Hocutene (n4Hble,
cynebHble gena, matepuanbl YrONOBHbIX AN, AeNa O MPUCYKAEHUN YYeHbIX CTeneHel U NPUCBOEHUU
YYEHbIX 3BaHMI, OeNa, CBA3aHHble C BblAayeit aBTOPCKUX CBMAETENbCTB M MaTEHTHbIX U306 peTeHuit)
COCTaBAAETCA BHYTPEHHAA ONUCb AOKYMEHTOB Aena.

Ecnn geno Ha 6ymaykHOM HocuUTene nepenaeTeHo MM nogwuto 6e3 61aHKa BHYTPEHHEH onucu
AOKYMEHTOB, TO COCTaBfieHHasA MO YCTAHOBAEHHOM ¢GOpmMe BHYTPEHHAA OMWCb NOAKNEMBaeTCA K
BHYTPEHHEeN CTopoHe NNLEBOI 06N0XKKN Aena.



MN3meHeHMa coCTaBa AOKYMEHTOB Aena (M3bATUA, BKAOYEHUA AOKYMEHTOB, 3aMeHa LOKYMEHTOB
KOnusamu) oTparkatotcs B rpade "MpumedaHune" BHYTPEHHEN OMUCK CO CCbIIKAMM Ha COOTBETCTBYIOWME
aKTbl. Mpn HEOBXOAMMOCTN MOTYT BbITb COCTaBAEHbI HOBAs UTOrOBasA 3aMMCb K BHYTPEHHE ONMUCKU U INCT-
3aBepuTenb gena.

4.31. [lena nepepgaroTca B apXuB OpPraHMs3aumMM NO OMUCAM, COCTAaBJIEHHbIM B CTPYKTYPHbIX
noapasaeneHumax.

Onucy aen CTPYKTYPHbIX NogpasaeneHuii CoOCTaBAATCA MO YCTaHOBIEHHOM dopme (NpunoxeHne
N 23, 24) B A4BYX 3K3eMnAsapax U NPeCTaBAAOTCA B apPXMB OPraHU3aLmMmn He No3aHee YemM Yepes OAuH rof,
nocse 3aBepLlleHna aen B 4e/I0NPOn3BOACTBE.

Onuncy cocTaBNATCA OTAE/bHO Ha AeNa NOCTOAHHOrO XpaHeHus; Aena BpeMeHHbIX (cebiwe 10 feT)
CPOKOB XpaHEeHWA, B TOM YMC/ie Mo IMYHOMY COCTaBy, W Aena, COCToALLME U3 JOKYMEHTOB, XapaKTepHbIX
TO/MIbKO AN AaHHOW opraHusauumn (cygebHble, cnefcTBeHHble Aena, HayvyHble OTYeTbl No Temam).
OTaenbHble OMWCKM COCTaBAAKOTCA Ha eAMHULbl XPaHEHMA 3/EKTPOHHbIX AOKYMEHTOB MOCTOAHHOMO
XpaHeHuA; BpemeHHbIX (cBbilwe 10 fIeT) CPOKOB XpaHEeHUs, B TOM YMC/IE MO JIMYHOMY COCTaBY.

4.32. Mpw coCTaBNeHUN OMUCK AN CTPYKTYPHOrO MNoApasfesneHus cobaogalTtca ciepyrowme
TpeboBaHus:

3aroz10BKu Aen BHOCATCA B ONUCb B COOTBETCTBUN C l'IpVIH‘r'ITOﬁ cxemom cncremaTtmnsaumm Ha oCHoOBeE
HOMEHKANATypbl Aen,

KaxXgoe geno BHOCUTCA B OonNCb nog nopAa4KOBbIM HOMEPOM (ech A4eno CoOCTonUT U3 HECKOJIbKUX
TOMOB Uaun HaCTeVI, TO Ka)K,EI,bIﬁ TOM U 4aCTb BHOCATCA B ONKUCb No4 NoOpALKOBbIM HOMepOM);

rpadpbl ONMCKU 3aMNONHAKOTCA B TOYHOM COOTBETCTBMM CO CBEAEHUSMM, KOTOpble BblHECEHbl Ha
06/10XKKy Aena;

rpada onucn "MpumeyaHue" wucnonblyetrca ANA OTMETOK O nNpueme fAesn, 0cobeHHOoCTAX
dU3NYECKOro COCTOSIHMA, O nepefaye Aen APYrMM CTPYKTYPHbIM NOAPasAeseHUsIM CO CCbIIKOM Ha
HeobxoAMMbIN aKT, 0 HaIMUYUU KOMUA.

B KoHUe onucu Bc/eg, 33 nNocnefHeln onucaTeslbHOW CTaTbel 3aMo/IHAETCA MTOroBas 3anuch, B
KOTOPOM yKasbiBatoTcs (UmMdpamm n Nponuncbio) KOMYECTBO Aef, NePBbIA U NOCeAHUI HoMepa Aen No
onuncK Aen, a TaKKe OroBapuBaloTCA 0COBEHHOCTM HyMepauuu Aen B ONUCKU (Hanuume NUTEpPHbIX U
NponyLWeHHbIX HOMEPOB).

Nepen BHeceHMemM 3aro/IOBKOB fJen B ONUCb MPOBEPAIOTCA KayecTBo d)OpMMpOBaHMFI n
Od)OpMneHVIﬂ Aen, CoOoTBeTCTBMNE KONmM4ecTea aAesl, BHOCUMbIX B ONUCb, KONNYECTBY 3aBeAEeHHbIX AeN No
HOMEHKANAaType Aen opraHnsauunun.

Mpu NnpocmoTpe Aen NpPoBepAlTCA: COOTBETCTBME 3aro/IOBKa AeNa COAEeprKaHWUIo AOKYMEHTOB B
Aene; NpaBUAbHOCTb OGOPMAEHMA U TPYNMUMPOBKM LOKYMEHTOB, BK/IIOYEHHbIX B [€/10; KayecTBo
NOAWWBKM MAW Nepenseta Aena; NPaBUAbHOCTb Hymepauuu NUCTOB Aena; Haavuve B Aene, B
HeobXoAMMbIX C/yYyanX, BHYTPEHHEN OMuCU Aena WM NPaBUAbHOCTb €€ COCTaB/AEHMA; NPaBUAbHOCTb
opopmaeHns 0610KKM Aena; HaAnune 1 NPaBUAbHOCTL INCTa-3aBepuTeNa gena. B cnyyae obHapy:KeHUn
HapyLeHWA YCTaHOBEHHbIX NPaBua GOPMMUPOBAHMA U 0POPMAEHNA AeN OHWU AOKHbI BbITb YCTPAHEHDI.

B cnyyae o6Hapy)KeHMA OTCYTCTBMA e, YUCAAWMXCA MO HOMEHKNaType Aen OopraHusaumu,
CTPYKTYPHbIM Noapa3sgeneHnem NpUHMMaloTCA Mepbl NO po3bicky. OBHapyKeHHble Aena BKAOYaloTCA B
onucb. ECam NpuHATbIE Mepbl He Aanu pe3ybTaToB, TO Ha HeOBHapyXKeHHble Aena COCTaBAAETCA aKT 06
yTpaTe [AOKYMEHTOB, KOTOPbIM MOAMNUCLIBAETCA PYKOBOAWUTENEM CTPYKTYPHOro noapasgeneHva u
nepeaaeTcA BMeCTe C ONUCbIO AeN CTPYKTYPHOro noapasaeneHuns B apxme opraHusaumm (npunokeHume N
6).



4.33. lMepenaya gen B apxvMB OpraHM3aLMKM OCYLLECTBAAETCA MO rpaduKy, COrnacoBaHHOMY C
PYKOBOAUTENAMW CTPYKTYPHbIX NOAPA3AENEeHUIA, NepeaatomxX 4OKYMEHTbI B apXUB, U YTBEPXKAEHHOMY
pyKoBoguTenem opraHusauum.

B nepuopa noaroToBKM Aen Ha byMaxKHOM HOCUTE e CTPYKTYPHbIM NoApasaesieHnemM K nepeaaye B
ApPXMB OPraHu3aLUmm COTPYAHMKOM apX1MBa NPOBEPAETCA NPaBUIbHOCTb NX GOPMUPOBAHMA, 0POPMIIEHMUSA
M COOTBETCTBME KOJIMYECTBA A€/, BK/AOYEHHbIX B OMNUCb, KOAMYeCTBY Aesi, CHOPMMPOBAHHLIX B
COOTBETCTBUM C HOMEHKNATYPOW Aen opraHu3auuu. Bce BbifiBNEHHble MPW MPOBEPKE HeZoCTaTKu B
dopmMmupoBaHmM 1 0opopMAEHUN AeN PabOTHUKM CTPYKTYPHOTO nodpasaeneHma 0b6a3aHbl YCTPaAHUTD.

Mpuem-nepeaaya Aen B apxMe OpraHM3aLmMm NpoM3BoAMTCA PabOTHMKOM apxvMBa OpraHn3aunn B
npucyTcTBUM paboTHMKa CTPYKTYPHOro nogpasgeneHusa. Ha sK3emnaspax onuvcu aes, AOKYMEHTOB
MPOCTaB/IAETCA OTMETKA O HAIMUMKM Aena. B KOHLE KaXA0oro sKk3emnaspa onuncK ykasbisatotca umudpamm
M NPOMUCHI0 KOIMYECTBO PpaKTUUECKM MPUHATLIX B apXUB A€/, HOMEepa OTCYTCTBYHIOLLMX AN, AaTa npuema-
nepeaayun Aen, a TakKe NoAnucu anua, OTBETCTBEHHOrO 3a apxuB, U nLa, nepeaasLwlero Aena.

4.34. Mepepaya 3/1€KTPOHHbIX AOKYMEHTOB B apXMB OpraHU3aLmnm nNpoms3BoamUTCA HA OCHOBAHUMU
Oonucert 3NEKTPOHHbIX AN, [AOKYMEHTOB CTPYKTYPHbIX MoApasfeneHnii no  MHGOPMaLMOHHO-
TEeIEKOMMYHMKALMOHHOM CeTU (MPY Ha/IMYMK B apXMBE OpraHM3auumn MHPOPMaLMOHHOM CUCTEMBI) UK
Ha ¢pU3nyeckmn 060cobeHHbIX MaTepranbHbIX HOCUTENAX, KOTOPble NPeACTAaBAAOTCA B ABYX MAEHTUYHbIX
3K3emnApax.

Mpu nepefaye 3NEKTPOHHbIX AOKYMEHTOB B apXMB OPraHM3aLMM BbIMOJHAIOTCA chaeayowme
OCHOBHbIe npoLeaypbl paboTbl C LOKYMEHTAMMU:

dopmupoBaHMe B MHPOPMALMOHHOW CUCTEME OPraHU3aUMKM 3EKTPOHHBIX AeN, ABAAKLMXCA
COBOKYMHOCTbIO KOHTEMHEPOB 3/IEKTPOHHbIX JOKYMEHTOB UM KOHTEMHEPOM 3N1EKTPOHHOTO AOKYMEHTA,
COAEpMKaLMM KOHTEHT M MeTafaHHble 3/1eKTPOHHOrO AO0KYMEHTa, daii/ibl 3/1eKTPOHHbIX MOoANUCcen U
BM3YaNN3MPOBaHHYIO KOMWMIO TEKCTOBOrO 3/1IEKTPOHHONO AOKYMeHTa B popmate PDF/A;

bopMUpPOBaHME ONWUCK INEKTPOHHbIX AeN, LOKYMEHTOB CTPYKTYPHOIO NoApasaeeHus;

NPOBEPKA apXMBOM OpraHn3aunm 3SNEKTPOHHbIX OOKYMEHTOB Ha Ha/inydne BpPEeOOHOCHbIX
KOMMNbKOTEPHbIX MPOrpamMmm;

NpoBEPKa BOCNPON3BOAMMOCTU INNEKTPOHHbIX OKYMEHTOB,

npoBepKa ¢M3M‘-IECKOFO M TEXHUYECKOro COCTOSIHUS HocuTeneM (an nepegavye 3/1EKTPOHHbIX
AOOKYMEHTOB B apXm1B OpraHnM3aunun Ha ¢M3MH€CKVI 060c061eHHbIX MaTepUanbHbIX HOCMTE!’IHX);

npoBepKa NoA/IMHHOCTU 3I'IEKTpOHHOl7I noanuncu, KOTOpOﬁ noanucaH 3/'IEKTpOHHbIVI AOKYMEHT.

MpMemM  3NEKTPOHHbIX  AOKYMEHTOB B  apXWMB  OpraHusaumm no  MHGOPMaLMOHHO-
TEeNIeKOMMYHMKALMOHHOM CeTH (MpY HaIMYMKM B apXMBE OpPraHM3aunmnm MHPOPMALMOHHOM CUCTEMBI) UK
Ha PpU3MYeckn 060cob1eHHbIX HOCUTENAX ODOPMAAETCA COCTaBAEHNEM UTOFOBOM 3aMMCU B KOHLLE ONKUCK
3/1EKTPOHHbIX AeN, LOKYMEHTOB, B KOTOPOM LMdPammn U NPONMCHIO YKa3blBAeTCA KOANYECTBO GaKTUUYECKU
NPUHATBIX B aPXMB 3/1IEKTPOHHbIX A€M U 3NEKTPOHHbIX AOKYMEHTOB. MToroBas 3anucb NoATBepKAaeTcs
NoANUCAMMW COTPYAHMKA apxuMBa W COTPYAHWKA CTPYKTYPHOro noApasfeneHus, nepeaasluero
3/1EKTPOHHbIE Aena U AOKYMEHTbI. [pn Npueme Ha apXMBHOE XPaHEHMWE 3NIEKTPOHHbIE AeNa 3aBepAloTcaA
3/1EKTPOHHOM NOANUCHIO PYKOBOAUTENA OPraHM3aummn AN YNoJHOMOYEHHOMO MM AOMKHOCTHOTO /L.

Mocne npnema B apxXmB 3NEKTPOHHbIX JOKYMEHTOB Ha ¢M3M‘4€CKM 060c0b6.1eHHbIX MaTepunasibHbIX
HOCUTeNnAxX BKNadbliln, NOMelleHHbIE B d)yT}'IFIp eaANHNLDbI XpaHEHNA B CTPYKTYPHOM nogpasaeneHuu,
3aMeHAKTCA Ha BKN1aabilww, Od)OpMJ'IEHHbIe B apxuse.

Ha Bknaabllie, nomewiaemom B ¢yTaap eauHUUbl XpaHeHua, odopmMAsemMOoM B apxuBe,



YKasblBaeTca:
HaMMeHOBaHMe opraHM3aumMm (NoHOe, COKpallleHHoe);
HoMmep PoHAa;

HOMEP OMUCK 3NIEKTPOHHbIX e/, 4OKYMEHTOB;
HOMep Aena Mo onucw;

OTMETKa O CTaTyce 3K3emnaspa 3NeKTPOHHbIX A0KymeHToB: "OcH." (ocHoBHOM) wan "Pab."
(pabounit);

KpaiiHue 4aTbl 4OKYMEHTOB 3/1eKTPOHHOIO AeNa;

npu HeobxogMmocTn odOPMAAIOTCA AOMNOAHUTENIbHbIE OTMETKM 06 orpaHuyeHuMM [octyna K
OOKYMEHTaM.

Bknagpiw nomewaetca B ¢ytaap ¢umsmyeckn ob60cobneHHOro mMaTepmanbHOrO HOCUTENA TaKUM
06pasom, UTobbl HaZNUCK Ha HEM BbIN BUAHbI NPU 3aKPbITOM dyTaspe.

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

5.1. ApxuB OopraHu3aLMM LO/KEeH NpenocTaBanaTb NOb30BATENO AOKYMEHTbl ApxMBHOro ¢poHza
Poccuiickoit Pepepaumm n apyrve apxmBHble SOKYMEHTbI, @ TaKkKe CNPaBOYHO-NMOUCKOBbIE CPeacTBa K
HUM.

5.2. ﬂ,OCTyrI K AOKYMEHTaM MOXET 6bITb OorpaHn4yeH B COOTBETCTBUUN C 3aKOHOAOATE/IbCTBOM
Poccuitckoit CDe,u,epau,MM, a TaKXe B COOTBETCTBMM C pacnopAxKeHnem COBCTBEHHUKa UM Bnaaenibua
APXUBHbIX AOKYMEHTOB, HaXo4ALWNXCA B YyacTHOM cobcTBEHHOCTM <1>.

<1>Yactb 1 cTaTbym 25 PegepanbHOro 3akoHa ot 22 okTabpa 2004 r. N 125-d3 "06 apxusHom agene
B Poccuitckoit depepaumn’.

5.3. lMonb3osaTtenu npn MUCNOJ1Ib30BaHUN AOOKYMEHTOB apXmBa OpraHun3auyunm 06A3aHbI Aenatb
CCbIZIKM Ha MeCTO XpaHeEHNA JOKYMEHTOB.

5.4. CoctaB HCA apx1Ba opraH13auum onpeaensieTca CoCTaBOM M COAEPKaHMEM XPAHALLMXCA B HEM
[OKYMEHTOB, XapaKTepOM M 3aa4amMmn NONCKA U MHTEHCUBHOCTbIO MCMO/Ib30BAHNA AOKYMEHTOB.

OCHOBHbIM (O6ﬂ3aTeanblM) APXUBHbIM CMNPaBOYHMKOM B apXmBe OpraHuU3aunmn ABNAETCA ONUCb
hen, OOKyMeHTOoB. B pgononHeHne B apxuBe OpraHuM3auumM BeayTcA BCNOMOraTe/ibHble apXuBHble
CNPaBOYHUKU - KaTasl0TN, YKasaTen, UCTOPUYECKAA CMpaBKa K d)OHLI,y.

5.5. B uenax obecneyeHnsa COXpaHHOCTWN, CBOEBPEMEHHOIO OTHOPa U y4eTa U cucTemaTU3aunm gen,
noanexKawmx MOCTOAHHOMY M BpemeHHOMY (cBbiwe 10 NeT) CPOKOB XpaHeHWA, B OpraHM3auumu
COCTaBAAOTCA ONUCK AeN, LOKYMEHTOB.

OnuncK cocTaBnATCA OTAENBbHO Ha Aena, AOKYMEHTbI:
NOCTOAHHOIO CPOKa XpaHeHUA;

BpPEMeHHbIX (cBbllwe 10 NeT) CPOKOB XpaHeHUs;
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no JIMYHOMY COCTaBY;

XapaKTepHble TOMIbKO ANA AaHHOM opraHusauuun (cyaebHble aena, matepuasnbl YroloBHbIX AE,
Hay4Hble OTYeTbl MO TEMaM).

AHaNornyHble ONUCK COCTABAAKOTCA HA INNIEKTPOHHbIE Aena, AOKYMEHTbI.

CBogHble onucK aen, LOKYMEHTOB OpraHM3aumMm COCTOAT U3 FOA40BbIX PA3AesioB, COCTAaBAAEMbIX Ha
OCHOBE MepefaHHbIX B apxXMB OpPraHW3auMM onucen Aen ee CTPYKTYPHbIX MoApasaeneHui 3a
onpegeneHHole rogpl, U CUCTEMATU3MPOBAHHbLIX B MNpegenax Ka)KAoro roga B COOTBETCTBUM C
YTBEPXAEHHOM CTPYKTYPOWN OpraHn3aumm Ha 3TOT roA.

Onucy gen, LOKYMEHTOB COCTaBAAKOTCA MO yCTaHOBAeHHOM dopme (npunoxkeHua N 14, 15, 16, 17,
18) 1 cocTOAT U3 onucaTesIbHbIX CTaTel eguHUL, XpaHeHWs, UTOroBOW 3amnucu, NMcTa-3aBepuTena u
CNpPaBoOYHOro annapara K onucu.

OnucaTtesibHasn cTaTbA ONUCK BKAOYAET: MOPAAKOBbIN HOMEP eANHULbI XPaHEHUA; UHAEKC eAUHULLbI
XpaHeHuA (Mo HoOMeHKNaType Aen); 3aro/I0BOK eANHULIbI XPaHEHWA, BKAOUAIOLWMIA YKa3aHMe Ha Handune
KOMWIA, EC/IN B HEV XPAHATCA KONUKU SOKYMEHTOB; KpalHWe AaTbl eAMHULLbI XPAaHEHWA; CPOK XpaHeHus (ana
onucen aen, LOKYMEHTOB BPEMEHHOI0 XpaHeHMA); KOJIMYECTBO JINCTOB B eAMHWLLE XpaHeHWs. 3aro/0BoOK
Aena MoXKeT 6biTb AOMOJIHEH aHHOTaUMeN OTAEeNbHbIX SOKYMEHTOB (rpynnbl SOKYMEHTOB) efguHUUBbI
XpaHeHws.

B cnpaBouHbIM annapaT K OMWCU BXOAAT: TUTYNbHbLIA JIUCT; coAeprKaHue (ornaeneHue);
npeaucioBme; CNMMCOK COKPALLEHWIA; YKasaTeu K onuck (NpeameTHbl, UMEHHOW, reorpadpuyeckom).

Cocrtas CNpaBOYHOro annapata K ONUCKU 3aBUCUT OT CPOKa XpPaHEHUA BKJ/IKOYEHHbLIX B Hee
AOOKYMEHTOB U UX BUAOB.

K onucam pgen, AOKYMEHTOB NOCTOAHHOIO XpaHeHna “n no JANYHOMY COCTaBy COCTaBAAKOTCA
TMTYJ'IbeIf/‘I nCT, npeancnosune, ornasaeHune, npu HEO6XO,£I,MMOCTVI - CMUCOK COKpHLLI,EHVIﬁ, YKa3saTtenu.

Ha TUTYIbHOM NNCTE€ ONMUCU  YKa3biBakOTCA: MNOJIHOE HaMMeHOBaAHWE ToCydapCTBeHHOro
(MYHMLI,VII'Ia}'IbHOI'O) apxuBa (ech opraHunsauuna AsnAeTcAa NCTOYHUKOM ero KOMI'IﬂeKTOBaHMFI), nocneagHee
nonHoOe HanMmeHOoBaHWe OpraHunsdauun, COOTBETCTBYHOLLEE HA3BAHUIO €€ apXMBHOIO (I)OHAa, HOmep
dAPXNBHOIo d)OHAa, HOMEpP N Ha3BaHKWE ONnUcKy, KpaﬁHME AaTbl BHECEHHbIX B ONUCb eAUHNL, XPaHEHUA.

Ecnn HaMmeHoOBaHMe opraHun3aunn UaMeHAN0Cb, Ha TUTY/IbHOM JZIUCTE (B Ccnyyae H606XOAMMOCTM -
Ha AONO/IHUTE/IbHOM I'IVICTe) noa nocneagHMM HaMMEHOBAHUEM OpPraHn3aul 1 YKa3bliBakOTCA B CKObKax Bce
ee nepemmeHoBaHuA B MCTOpMLIECKOVI (XpOHO!'IOI'M‘-IECKOVI) nocnegoBatenbHOCT 3a nepuoa,
COOTBETCTBWOLLI,VIVI KpaVIHMM AaTam eanHnU XpaHeHnA, BKIKOYEHHbIX B OMUCH.

B npeamncnosum K onmcu KpaTKO M3s1araloTcA nepemmeHOBaHMA OpraHmMsaumm B MCTOpMHECKOVI
(XpOHOﬂOFMHeCKOVI) nocnenoBaTenbHOCT 3a nepuoa, COOTBETCTByPOLLI,Mﬁ KpaVlHMM Aatam egunHu,
XpPaHeHuA, BKAOYEHHbIX B ONnch. lNMpeancaosme NnoanncbiBaeTca CoOCTaBUTeNeM C YKasaHUem JOMKHOCTH
1 AaTbl COCTaBNEHUA.

K onucu aen, AOKYMeHTOB BpeMeHHoro (cBbiwe 10 neT) xpaHeHuA, NpU HEOBXOAMMOCTUN TaKKe
MOTYT COCTaB/IATLCA Or/1aBleHNE, CMUCOK COKPALLEHMA.

Onucu (ropoBble pasgenbl onucei) aen, LOKYMEHTOB COCTaBAAIOTCA:

MOCTOAHHOMO XPaHEeHMA - HEe MEHEE YeM B YeTbIpex 3K3emnaapax: TP Ha BymaskKHOM HocuTese U
OAMH - B 3/IeKTPOHHOM BMAE (B KayecTBe paboyero aksemnaspa);

BpeMeHHoro (cebiwe 10 feT) XxpaHeHUA - He MeHee Yem B ABYX 3K3eMNaApax;



AOKYMEHTOB MO JIMMHOMY COCTaBY OpraHU3aLMii - UCTOYHUKOB KOMIM/IEKTOBaHMA roCyAapCTBEHHbIX
(MyHMUMNANbHBIX) apXMBOB - HE MEHEE YeM B YETbIPEX IK3eMNIAPax: TPM Ha BymaxKHOM HocuTeNe, O4MH
- B 9/IeKTPOHHOM BUuAe (B KauecTBe paboyero sksemnasapa);

AOKYMEHTOB MO JINYHOMY COCTaBYy OPraHu3aumin, He ABAAOWMXCA UCTOYHUKAMN KOMMNIEKTOBaHUSA
rocyaapcTBeHHbIX (MyHULMNANAbHbIX) aPXUBOB, - HE MEHEE YeM B TPEeX 3K3eMNiApax.

Onuck (rogosblie pasgenbl onucei) Aen, AOKYMEHTOB BpeMeHHOoro (cebiwie 10 net) xpaHeHus
cornacosbiBatoTcs ¢ LIK (9K) opraHusaumm, nocie Yero yTBep»K4atoTcsa PyKOBOAUTEIEM OpraHU3aL K.

Ha paccmotpeHune IMK npeactaBnAloTca He meHee yem 4yepe3 3 roga nocsae 3aBepllieHumA
OEeNonpon3BoACTBOM A, BKIOYEHHbIX B pa3aen:

onucu (rogosble pasaenbl onuceit) Aen, 4OKYMEHTOB MOCTOAHHOMO XpaHeHua ANA YyTBEepXKAeHUA;

onucK (rogosble pasgensl onuceit) aen, LOKYMEHTOB MO IMYHOMY COCTaBY AA COrNacoBaHma <1>.

<1> Onucu pgen, AOKYMEHTOB NO JIMYHOMY COCTaBy COrnacoBbiBakOTCA COOTBETCTBYHOLLUMM
rocygapcCrseHHbIMm (MYHMLI,MI'Ial'IbeIM) dAPXNBOM COINaCHO NpenocCrtaB/eHHbIM €My MOJTHOMOYUNAM.

Mocne yTBepXAEHUSA (cornacoBaHus) onucelt (rogoBbix pasgenos onuceid) MK oHM yTBepKAatOTCA
pyKOBOAUTEIEM OpraHM3aLUu.

B rocyaapcTBeHHbIN (MyHMLMNAAbHBLIM) apxXMB MepepaloTca TpW 3K3emMnaspa onucu  aen
MOCTOSHHOTO XPaHEHMUsi, OAMH 3K3EeMMNJAP ONUCM gen MO JMYHOMY COCTaBy, YTBEPKAEHHbIX
(cornacoBaHHbIx) MK, a TakKe MO OAHOMY 3K3EMNASAPY KaXKAoOW ONuMCKM B 3NEKTPOHHON dopme (B
KauecTtBe pabouero sksemnnanpa).

OavH IK3emMmnaap onncun gen NoCToOAHHOIO XpaHeHNA U ABa 3K3eMn/iApa onnucu gen no JIM4HOMyY
COCTaBy OCTAlOTCA B OpraHuM3auunmn.

BHeceHWe M3MeHeHWl B rogoBOWM pasfaen onucu Aef, AOKYMEHTOB MOC/e ero YTBep:KAeHus
(cornacosaHua) 3MK gonycKaeTca TONbKO Ha OCHOBaHWUKM COOTBETCTBYOLWeEero pewweHusa IMK.

5.6. UcTopunyeckas cnpaBka K poHAY COCTOUT U3 Tpex pasaenos: ucropusa ¢poHpoobpasosartens,
oTpakalollan MCTOPMI0 OPraHM3aLuMM CO CCbIJIKAMWM Ha COOTBETCTBYHOLLME 3aKOHOAATe/bHble W
HOpMaTMBHble aKTbl (4aTbl 06pa3oBaHMA, NEPEeMMEHOBaHWUA, PEeOopraHusaunn, AUKBUAALMMK,
BEAOMCTBEHHYIO NPUHAANEKHOCTb, CTPYKTYPY U GYHKUMWU, UX M3MEHEHWA, Ha3BaHWe opraHu3auuu -
npeaLwecTBEHHUKA), UCTOpUA poHAa (06beM, KpaliHMe 4aTbl AOKYMEHTOB, CTENEHb X COXPAHHOCTU, AaTbl
nepefayn [OKYMEHTOB HA MNOCTOAHHOE XpaHeHWe) W  XapaKTepuCTUMKa JAOKYMeHToB ¢oHAa
(pa3sHOBMAHOCTN AOKYMEHTOB, 0CO6EHHOCTN GOPMUPOBAHUA €ANHMIL, XPAaHEHUA U UX CMCTEMATM3ALMUMK,
HaAnuYne AOKYMEHTOB, BbIXOAALMX 32 XPOHOIOTMYECKME FpaHmMLbl AeATeNbHOCTU poHA006pas3oBaTens,
COCTaB CNPaBOYHOro annapata K GoHAY, MECTO XPaHEHUA LOKYMEHTOB NO IMYHOMY COCTaBy).

McTopurueckas cnpaBka K GOHAY COCTABAAETCA B ABYX IK3EMNAAPAX, OAMH - XpaHWUTCA B Aene poHAa,
BTOPOW - NepeAaeTca B rocyAapCTBEHHbIM (MyHULMNAAbHBIN) apXuB.

5.7. OCHOBHbIMMK GOPMaMM UCNOb30BAHMA LOKYMEHTOB apXMBa OpraHmn3aLmm ABAAIOTCA:
nHdopmaumoHHoe obecneyeHne paboTHMKOB opraHM3aLuy;

MCNo/SIHEeHWE 3anpoCcoB M0/b30BaTeNlei, B TOM YMC/e 3anpOoCoB rpaKAaH CoumanbHO-NPaBoBOro
XapakTtepa;

Bblga4a OOKYMEHTOB U Aen BO BpemMeHHOE Mno/ib30BaHWE, NpenocrasieHune Konuii APXUBHbIX



[OKYMEHTOB MO 3amnpocam Mo/b30BaTesiei, B TOM Yncie B GopmMe 3/1EKTPOHHbIX JOKYMEHTOB.
dopmamu UCMO/b30BAHNA OKYMEHTOB apXMBa OpraHM3aLnmn ABAAIOTCA TaKKe:

MHGOPMMUPOBAHNE CTOPOHHUX OPraHM3aLMIA O HAMUYMM U COAEPKAHUN MMEIOLLIMXCA B apxmee
OOKYMEHTOB;

MCNONb30BaHME JOKYMEHTOB B CPEACTBaX MacCoBOW MHGOPMaLMuK;

NCNO/Ib30BaHME [OKYMEHTOB [AAs MNOATOTOBKM WUCTOPUKO-MHPOPMALMUOHHbBIX MEPONPUATUIA:
BbICTABOK, 9KCKYpPCUI, KOHepeHL Ui,

Bbl4aYya SOKYMEHTOB ANA pPaboTbl B YNTANbHOM (MPOCMOTPOBOM) 3a1€ apX1Ba;

opraHu3auma goctyna paboTHMKOB OpraHM3aumMM K AOKYMEHTaM apxvBa MyTemM MCNOJ/b30BaHMUA
MHOOPMALMOHHO-TEIEKOMMYHUKALMOHHON CeTu.

5.8. Apx1B OpraHn3aunm SONKEH BECTU YYET UCNONb30BAHMA AOKYMEHTOB, B TOM YMC/e Bblgaun
OOKYMEHTOB U A€, Bbl4auM apXMBHbIX CNPABOK, BbIMUCOK, KOMWIA L,OKYMEHTOB.

5.9. 3aI'Ip0CbI ﬂOﬂbBOBBTEﬂeﬁ, nocrtynawowme B apxumB oOpraHunsaunmn, noapasaenArTcA Ha
TeMaTtnyeckme 1 coumnasibHoO-nNpasoBble <1>.

<1> MNopgnyHKT 5.7.1 nyHKTa 5.7 MNpasun xpaHeHuA.

5.10. ApxvB OpraHusauMmM [LOJ/KEH PacCMaTpuBaTb M WMCMOHATL 3anpocbl, MOCTyNuBLUME B
NUCbMeHHoM dopme.

3anpoc nosb3oBaTeNa LOKEH CoaepKaTb CeayroLWwyo MHGOoPMaLMIO:

HanmeHoBaHWe pnaAn4eCKoro imya - aBTopa 3anpoca (,Cl,ﬂﬂ rpaxKgaH - d)aMMl]MM, MMEHMU, OTYECTBA,
npun Haan4ymm ﬂOCJ'IEAHeI'O);

NMoOYTOBbIM VI/VI}'IVI 3J'IeKTpOHHbIl\;1 agpec, no KOTopomy O0/1KeEH 6bITb AaH OTBET,

CBeAEHUA, WHTEpecylolmMe MONb30BaTENA M XPOHONOIMYECKME pPaMKM  3anpallinmBaemon
MHpopmaumm;

dopmy nonyyeHuns nonbsoBatesiem MHPopmaummn (MHGOpPMaLMOHHOE NMUCbMO, apXMBHAA CNPABKa,
apXMBHaA BbINWCKA, apPXMBHAA KONUSA, TEMaTUYECKUIA NepeyeHb, TEMaTUYeCKMii 0630p JOKYMEHTOB);

JIMYHYI0 NOANUCb aBTOPA 3anpoca (rparkaaHnHa UAK AOMKHOCTHOTO Mua);
aary.

MpyM NOCTyn/ieHWW B apXMB OpPraHU3aLMKM WMHTEpPHEeT-obpalleHna (3anpoca) nonb3oBaTens C
YKasaHWeM afpeca 3/1eKTPOHHOM NoYTbl U/WAM NOYTOBOrO afpeca eMy HanpaBAseTcA yBeAOMIeHME O
npveme obpalLeHna (3anpoca) K PacCMOTPEHUIO UAN MOTUBMPOBAHHbIM OTKAa3 B PAaCCMOTPEHUN,

Ha 3anpocbl TeMaTMYeCKOro Xxapaktepa, NoCTynuBLLIME B apX1B OpraHM3aLmm no MHPOpPMaLMOHHO-
TeNEeKOMMYHMKALMOHHON CETU, B TOM YMC/ie NO ceTU MHTepHEeT, OTBET MOXKET 6biTb Hanpas/eH B BUAE
3/1EKTPOHHOr0 Co0bLWEHMA NO YKasaHHOMY aBTOPOM 3anpoca 3/1eKTPOHHOMY agpecy.

3anpoc AomKeH 6biTb 3aperucTpupoBaH B TedeHMe Tpex paboyunx AHern C MOMEHTa ero
NocTynaeHus.
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3anpoc, He OTHOCALUMIACA K COCTaBy XPaHALIMXCA B OpraHM3aumm AOKYMEHTOB (HenpoduabHbInA
3anpoc), B TedyeHWe 7 AHeN CO AHA Pernctpauum 3anpoca HanpaeaAeTcs B OpraHM3aumio, rae moryt
XPaHMTbCA HEOBX0AMMbIE AOKYMEHTbI C yBegoMAeHnem 06 3TOM Nosib3oBaTens.

3anpoc, NoCTyNMBLINI B apX1B OpraHM3almn, paccMaTpPUBaETCA B COOTBETCTBMMU C TpeboBaHUAMMU
3aKOHOAATeNbHbIX W MHbIX HOPMATMBHbIX NMPaBOBbIX aKTOB MO paboTe C obpalleHUaMM rpaxkKaaH U
npeaocTaBieHMIO rocyAapcTBeHHbIX (MYHULMNAAbHbIX) YCAYT.

OTBeT Ha NOCTYNMBLLMIA B apXMB OpraHu3aLMm 3anpoc npeaocTasasercs B TedeHne 30 aHel co aHA
ero peructpaummn. C paspelleHns pyKoBOACTBA OPraHmM3aLmMmn 3TOT CPOK MOXKeT BbiTb NpoaneH He bonee
yem Ha 30 gHeM, c yBegomieHnem ob 3Tom 3aABUTENSA.

5.11. OTBeTbl Ha 3aMpPOCbl N0/Ib30BATENEN, B TOM YMC/IE OTBETbI HA 3aNPOChl COLMAbHO-NPABOBOIO
Xapaktepa, opopmaaioTca B Gopme apXMBHOM CMPaBKM, apXMBHOM BbIMUCKM WUAM apXMBHOM KOMUW,
0dOPMNEHHbIX 1 3aBEPEHHbIX B YCTAHOBNIEHHOM MOpPALKE.

Mpy OTCYTCTBUM AOKYMEHTOB, HEO6X0AMMbIX A8 MCMNOMIHEHWA 3amnpoca CouMasibHO-NPaBoBOro
XapaKTepa, COCTaBAAETCA OTBET Ha 61aHKe OpraHn3aLUmMn C yKasaHMem NPUYMH X OTCYTCTBUA.

5.12. ApXVIBHaFi CnpaBKka nognucbiBaeTCA pykoBoguUTeNnem  OpraHunsaunmm  wUan  UHbIM
YNO/THOMOYEHHBbIM UM A0/THOCTHbIM IMULOM U 3aBEPAETCA NEeYaTbiO OPraHM3aunmn (I'IpMI'IO)‘KEHMe N 29).

Apx1BHas crpaBKa, 06bem KOTOPOI NPeBbILLAET OANH JIUCT, LOMKHA 6bITb MPOHYMEpPOBaHa.

B Tekcte apXMBHOVI CNnpaBKK B XpOHOﬂOI’M‘-IECKOﬁ nocnenoBaTe/IbHOCTU U31arakoTcAa cobbITHA C
YKa3aHnem BnA08B UCNO/Ib30BaHHbIX AOKYMEHTOB, X A4aT N HOMEpPOB. B apXMBHOVI cnpaBKe AonyckaeTcAa
LMTUNPOBaHNE JOKYMEHTOB.

HecosnageHne oTaenbHbIX CBe,D,EHMﬁ/,D,aHHbIX AOKYMEHTOB CO CBeAEeHUAMU, U3SNOXKEHHbIMU B
3anpoce, He ABNAETCA NpenATCtBUEM ONA BKAKOYEHUA UX B aPXUBHYIO CMpPaBRy, €C/1n coBNageHUe BCeEX
OCTa/J/IbHbIX CBe,EI,EHMﬁ He BbI3blBa€T COMHEHU! B TOXAECTBEHHOCTU KLUA UIN d)aKTOB, O KOTOPbIX
roBOpunUTCA B JOKYMEHTAX.

B apxmBHON ChpaBKe AaHHble BOCMPOM3BOAATCA TaK, KaK OHWU W3/I0XKEHbl B LOKYMEHTax, a
pacxoX4eHus, HecoBnNageHWs M HeTOYHble Ha3BaHWA, OTCYTCTBME MMEHW, OTYeCTBa, MHULMANOB WU
HaAnune TONbKO OAHOrO M3 HUX AOJIKHblI 6blTb OrOBOPEHblI B TEKCTE CMpPaBKM B CKObKax: "TaK B
OOKymeHTe", "Tak B TEKCTe opurnHana'.

CBegeHuA, UMeIoLLMECa B apXMBe No 3anpocy o paboTe u (Man) yuebe B HECKONbKUX OpraHM3aLmsx,
Kacatolmecs 0O4HOro MLA, BKKOYAKOTCA B O4HY apXMBHYIO CMPaBKY.

Mo TeKCTy apXMBHOM CNpaBKM B KayecTBe NpUMeYaHWii MoryT 6biTb OroBopeHbl HepasbopumBo
HanucaHHble, UCNpPaBAeHHble aBTOPOM, He NoAAaloLWMeca NPOUTEHNIO BCIEACTBUE MOBPEKAEHNA TEKCTA
opurnHana: "Tak B TeKcTe opuriHana', "B Tekcte Hepasbopumso".

B TekcTe apXMBHOVI CNpaBKKM HE OO0NYCKATCA UBMEHEHNA, UCNPaBIeHNA, CYMMUNPOBaHME AaHHDbIX,
KOMMEHTapuu, COBCTBEHHbIE BbIBOAblI UCNONMHUTENA NO CoAepPKaHUKD OOKYMEHTOB, Ha OCHOBaHUU
KOTOpPbIX COCTaB/€HA apXMBHAA cnpasKa. NMogYNCTKN U NOMAPKKU B apPXMBHbIX CNpaBKax He A0MNYyCKatoTCA.

B apx1BHOI cnpaBKe AO/MKHbI 6bITb NMpPMBEAEHbl apXMBHbIE WNPPbLI U HOMEPA ANCTOB eANHWUL
XpPaHeHWA LOKYMEHTOB, MUCMNOb30BaBLUMXCA 419 €€ COCTaBAEHMA.

Mo 3anpocy nonb3oBaTesielt apXMBHbIe CNPaBKM MOTYT BblAaBaTbCA B 3/1€KTPOHHON dopme Ha
3/IeKTPOHHOM HocuTene Anbo nepecbinatbca N0 MHGOPMALMOHHO-TENEKOMMYHUKALMOHHBIM CETAM.
DNeKTPOHHbIEe apXMBHbIe CNPABKM 3aBePAIOTCA NEKTPOHHOM NOANMCLIO PYKOBOAMUTENA OPraHn3aLmMm Uau
WMHOTO YNOAHOMOYEHHOIO UM A0/XKHOCTHOrO AnLa.



5.13. ApxuBHble BbINUCKM odopmnsaloTcas Ha 6naHKe opraHuMsauum (apxmBa opraHusauuu) c
o603HauYeHMem Ha3BaHuMA BMAa AoKkymeHTa: "APXVUBHAA BbIMUCKA".

B apxvBHOI1 BbINMCKe Ha3BaHMe JAOKYMEHTa, ero HoOMep M AaTta BOCNPOU3BOAATCA MOJMHOCTbIO.

BbINnCKa Npoun3BOAUTCA TONILKO U3 AOKYMEHTA, B KOTOPOM COAEPHKUTCA HECKO/IbKO OTAE/IbHbIX, HEe
CBA3aHHbIX MexAay coboli Bonpocos. BbinMcKa A0/1KHA BOCNPOU3BOAMUTL MOJIHbIA TEKCT YaCTU LOKYMEHTA],
OTHOCALLENMCA K 3anpocy.

N3BnevyeHMeM M3 TeKCcTa AOKYMEHTa AO0NXHbl 6biTb McYepnaHbl BCE MMelolmeca AaHHble Mo
3anpocy. Hauano 1 KoHeL, Kaxk40ro n3BaedYeHus, a TakyKe NPonyckn OTAe/bHbIX C10B B TEKCTE AOKYMEHTa
0603HayaloTCa MHOrOTOUYMEM.

B apx1BHO BbINMCKE A0/KHbI ObITb CAEMAHbI COOTBETCTBYIOLLME NPUMEYAHUS U OTOBOPEHbI YacTH
TEKCTa OpUrMHana, HepasbopumMBO HaNMCaHHbIE, UCNPAB/IEHHbIE aBTOPOM, He NOAAAOLLMECA MPOUTEHMUIO
BC/IeACTBME MOBPEKAEHUA TEKCTA U APYrMM NpuumMHam. OTAeNbHble C/I0BA M BbIPAXKEHUSA LOKYMEHTA,
BbI3bIBAlOLLME COMHEHMSA B UX TOYHOCTU, @ TaKKe UCMPABAEHUA, MOAUYNCTKM, Bbi3biBAOLLME COMHEHWE B
WX [LOCTOBEPHOCTU, oroBapmeatoTca: "Tak B AoKymeHTe", unum "B TeKcTe Hepasbopumso", nam "Tak B TeKkcTe
opurnHana". Mocne TEKCTA apXMBHOM BbIMMCKM YKa3blBAOTCA aPXMBHBIN NP M HOMEpPA IMCTOB EANHULLBI
XpPaHEeHWsA apXMBHOTO AOKYMEHTA.

ApXMBHaFI BbINMNCKa NOo4NMUNCbIBAaETCA pyKoBoAUTENNIEM OPraHnU3aLn UMam NHbiM YNOJTHOMOYEHHbIM
UM OO0/TKHOCTHbIM TMLLOM U 3aBEPAETCA NeYaTbio OpraHn3aunun.

Mo 3anpocy nosib3oBartesnem dPXnBHblE BbINMNCKU Bbl4alOTCA B 3HEKTpOHHOI7I d)opN\e Ha 3/1IEKTPOHHOM
HocuTene nubo nepecobiziakloTca no MHd)OpMaLI,MOHHO-TEIIEKOMMVHVIKaLI,VIOHHbIM CeTaMm. al'leKTDOHHbIe
dPXUBHbIE BbIMUCKKU 3aBeEPAKOTCA QHEKTpOHHOﬁ noanncbio pyrkoBoauUTeNnA OpraHunsaunm mam UHOIro
YNO/IHOMOYEHHOIo UM O/1KHOCTHOTO /1nLa.

5.14. Ha APXUBHbIX KOMUAX, BKNKOYAA apXnBHble KONMUU Ha 6YMa)'KHOM HOCUTEene 3NEKTPOHHDbIX
AOOKYMEHTOB, apXumBHbIE LLIMd)pr NPOCTaBNAKOTCA Ha 060p0Te KaxXaoro nncra apXMBHOﬁ Konuu, a
3aBepuTtesibHaA Hagnmucb U NeYaTb - Ha o6op0Te nocnegHero imCta Konmu.

Mo 3anpocy nosib3oBaTenem 3/IEKTPOHHbBbIE KOMNUN apPXUBHbIX 4OKYMEHTOB Bbl4alOTCA B 3IIEKTpOHHOI7I
d)opme nmbo nepecbizIatoTCA No VIH(I)OpMaLI,VIOHHO-TEﬂEKOMMyHMI-(aLI,VIOHHbIM CeTAM. 3}'IEKTp0HHbIe Konuu
APXUBHbLIX OOKYMEHTOB 3aBepPAKOTCA 3ﬂ6KTpOHHOﬁ noaAnUCbO pykoBoaUTENA OpPraHmMsaunMn nanm UHOro
YNO/ITHOMOYEHHOIo UM 4O0/1KHOCTHOTO /1nLa.

5.15. MoAroToBAeHHbIE aPXMBOM OPraHM3aLLMM OTBETbI Ha 3aNPOChl (apXMBHbIE CMPABKK, apXUBHbIE
BbIMMUCKN M apXMBHbIE KOMMM) HaNPaBAAIOTCA 3aABUTENAM C CONPOBOANUTENIbHLIM MUCbMOM MO MOYTE UM
BblAAlOTCA: 3aABUTENI0 - MPU  NPeAbABNEHUM [OKYMEHTa, YAOCTOBEPAIOWEro J/IMYHOCTb, €ro
npeacTaBUTeNsM - MPU NPeabABNEeHUM AOKYMEHTA, YA0CTOBEPAIOLLENO JIMYHOCTb M AOBEPEHHOCTY,
0pOpPMIEHHOW B YCTaHOB/IEHHOM MopAgKe.

5.16. ApXx1BHble CNpaBKM, apXMBHbIE BbIMUCKN U apXMBHbIE KONWUW, HanpaBAseMble B rocyAapcTsa -
YYacCTHUKM KOHBeHUMW, OTMeHawWwein TpeboBaHWe NeranmsauuMnm  WMHOCTPAHHbIX  OdULUMANbHbIX
AOKYMEHTOB, nognucaHHol B Maare 5 oktA6pAa 1961 r., 3aBepsatoTca NPOCTaBAEHMEM M 3aN0JIHEHUEM
CMeuynanbHOro WTamna - anocTUAA B COOTBETCTBMM C 3aKOHOAATeIbCTBOM Poccuitickolt degepaunn.

5.17. Jonyckaetca nsbAaTMe M3 apXMBHbIX Aen U Bblgada Baagenbuam Uan UX POACTBEHHUKaAM, B
cQlyd4ae nx nuCbmMeHHoro O6paLLI,EHMF|, NOANTNHHbBIX TNMYHBIX AOKYMEHTOB O rpa*XaaHCKOM COCTOAHUMU, 06
o6pa3OBava|, TPYAOBbIX KHUXEK, HE NOJ1IY4EeHHbIX B CBOE BpemMA Ba1lageibLleM AOKYMEHTOB.

MNoanvHHbIE NMYHbIE OO0KYMEHTbl BbI4AOTCA 3aABUTENAM C paspelleHua  pyKoBoAUTeNnA
OopraHun3aunm no npeabABAEHNN NACNOPTa NN MHOTO AOKYMEHTa, y40CTOBEPAOLWENO IMYHOCTD, nmbo mx
poACTBEHHUKaM WUIN  UHbIM  1WMUaM N0  AO0BEPEHHOCTH, OCI)OpM}'IEHHOﬁ B YCTaHOB/IEHHOM
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3aKoHogaTenbcTBoM Poccuiickon Pepepaumnm nopsagke. MNoafMHHbIE IMYHbIE JOKYMEHTbI MOryT HbiTb
HanpaB/ieHbl 3aABUTENI0 LEHHBIM NMUCHEMOM.

C uv3bIMaembiX [AOKYMEHTOB B apxuBe OpraHM3auuu M3roTaBAMBAIOTCA KOMWK, KOTopble
npuobLaoTca K Aenam. M3bATve AOKYMEHTOB, a TaKXKe 3aMeHa Ha KOMMM OTPaXKaloTcA BO BHYTPEHHMUX
ONUCAX AeN, B INCTax-3aBepuUTensax Ae, B ONucax Aen, LOKYMEHTOB.

MN3bATUE M BO3BpPaLLEHME AOKYMEHTOB OPOPMAAIOTCA aKTammn 06 U3bATUKM U3 Aen (Bo3BpaLLeHun)
YKa3aHHbIX AOKYMEHTOB. AKTbl U ApyrMe AOKYMEHTbl, HQ OCHOBAHWM KOTOPbIX NPOU3BEAEHO MU3bATME
(so3BpalleHMe) apXnBHbIX 4OKYMEHTOB, BKAOYatoTCA B Aeno GpoHAaa.

5.18. KonnpoBaHune AOKYMEHTOB apXMBa OpraHn3aumMm rno 3asiBKam noJib3oBaTtesiell Npon3BoauTCa
Nno paspeLleHunto pykosoanTensa opraHmsauum nam MHOro ynoaHOMOYEHHOro MM A0/I}KHOCTHOIO nLa.

Konuu [OKYMEHTOB MepecbinaloTca B agpec ToW OpraHM3aumu, No 3anpocy KOTOPOW OHM
W3roTOB/IEHbI, U BbIAAKOTCA NOb30BATEO NOA POCTUCD.

5.19. B uenax co3gaHuA ycnoBuit ans paboTbl Nosb3oBaTesiel HENnoCpencTBEHHO B apxuBee
OPraHM3aLMM MOXKET BbIAENATLCA NMOMELLEHME (YNTasIbHBIM, NPOCMOTPOBbLIN 3a1) AN1A 03HAKOMIEHUS C
[OKYMeHTaMM apxvBa, 060pyL0BaHHOE COOTBETCTBYHOLLMMU TEXHUYECKUMMU CpeacTBaMm s paboTbl ¢
[OKYMEHTaMMU,

I'Ile OTCYTCTBMUMN B apxmBe OpraHnsaumm cnevnanbHO BbiAe/EeHHOIo nomeweHunA pa60Ta
nosb3oBaTenen c AOKYMEHTaMMn npons3BoanTCcAa HenocpencrtBeHHO B p360‘-IVIX KOMHaTax apxuea.
ﬂ,OKYMeHTbI AanAa paGOTbI nonb30BaTENAM BHE NOMELLEHNA apX1Ba OpraHn3aunmn BblaBaTb 3anpeliaeTca.

PaspelweHne Ha paboTy B MNOMELLEHWM apxuMBa OpraHM3aLMM AaeT PyKoBoAUTENb apXuBa
opraHM3aumnn (1MLo, OTBETCTBEHHOE 33 apXuB).

5.20. OTKas apXumBa OpraHM3aL M B Bblaa4ye apXUBHbIX JOKYMEHTOB A0MYCKAETCA B C/iy4aax:
Ha/n4unA CI)OHAa NONb30BaHUA;
Heyn0BNETBOPUTENBHOIO (I)VIBVI‘-IeCKOI'O COCTOAHUA AOKYMEHTOB;

He npoweawnx Hay4Horo onucaHma U TexHM4eckoro obopmMmaeHUs AOKYMEHTOB, [0 3aBeplUeHus
3TUX pabor;

OrpaHWYEHMI Ha MCNONb30BaHUE, YCTAHOBNAEHHbIX 3aKOHOAaTeNbCTBOM Poccuiickoin depepaunmn
nnn poHaoobpasoBaTesleM Npu Nepesade OKYMEHTOB Ha XpaHeHMe.

OTKas apXmBa opraHUsauunn B npenocrtaBieHnn AOKYMEHTOB A0/1KEH 6bITb BbldaH B NUCbMEHHOM
d)opme n coaepxaTtb NPUYNHbI OTKA3a, a TakKXKe NopAL0oK o0b6rKanoBaHUA OTKa3za.

V1. NEPEAAYA JOKYMEHTOB OPTAHU3ALIMM HA XPAHEHWE
B FOCYAAPCTBEHHbIV (MYHULMMNA/bHbIN) APXUB

6.1. JokymeHTbl ApxuBHoro ¢oHga Poccuiickoih Pegepaunn, obpasoBaBLIMECA B OPraHM3aLMAX -
WCTOYHMKAX KOMMNNEKTOBAHMA rOCYAapCTBEHHbIX (MYHULMNANbHbIX) apPXMBOB, MO UCTEYEHUN CPOKOB MX
BPEMEHHOTO XpPaHeHWA B apxMBe OpraHM3auMM NepesaloTca  Ha MNOCTOSHHOE XpaHeHue B
COOTBETCTBYIOLMIM rOCYAaPCTBEHHbIN (MYHULMMNANbHbIA) apXMB.

6.2. JoKkymeHTbl ApxusHoro ¢oHaa Poccuitickoli Peaepaummn, obpasosBaslunecs B AeATEAbHOCTU
rocyAapCTBEHHbIX M HEFrOCYAapPCTBEHHbIX OPraHN3auUnii, He ABAAIOLLMXCA UCTOYHMKAMU KOMMNIEKTOBAHMA
rocyAapCTBeHHbIX  (MyHMUMNANbHbIX) apXMBOB, MOFYT MNepeaaBaThCAd B rOCYAapCTBEHHble
(MyHMUMNaNbHbIE) apXMBbl HAa OCHOBAHMM A0TNOBOPOB C COBCTBEHHMKAMM UM BAAAENbLAMMN AOKYMEHTOB.



6.3. [OKymeHTbl nepefaroTcA Ha MNOCTOAHHOE XpaHeHMe B YNOpPALOYEHHOM COCTOAHUM C
COOTBETCTBYHOLWMM HAYYHO-CMPABOYHbIM annapaTom.

6.4. B opraHM3aumax - UCTOYHMKAX KOMIMIEKTOBAHMA roCyAapCTBEHHbIX (MyHUUMNAbHbIX) apPXMBOB
Bce paboTbl, cBA3aHHbIE C OTOOPOM, MOArOTOBKOM M Nepeaadyen AOKYMEHTOB Ha MOCTOAHHOE XpaHEHME, B
TOM YuUC/ie C UX ynopsaovYeHUEM U TPaHCNOPTUPOBKOM, BbIMOMHAOTCA 3a CYET CPeAcTB opraHM3auui,
nepegarowmx AOKYMEHTbI.

6.5. [locpoyHas nepenaya AOKYMEHTOB Ha NMOCTOAHHOE XpaHEeHME MOXKET DbITb OCyLLLECTB/IEHA NpPU
OTCYTCTBMM HEOBXOAMMbIX YC/IOBUI Ansi obecrnevyeHnss COXPaHHOCTM AOKYMEHTOB ApxuBHOro ¢oHaa
Poccuiickoinn depepaummn, npu yrpose yTpaTtbl (YHUUTOMKEHMA) [AOKYMEHTOB, a TaKKe Mo npocbbe
OpraHM3aumMmn Ha OCHOBaAHWM A0roBOpPa C roCyAapCTBEHHbIM (MyHULMNAAbHbIM) apXMBOM.

MpoaneHne CPOKOB XpaHEHUA LOKYMEHTOB B apXMBe OPraHM3aumm AONYCKaeTca No NUCbMEeHHOMY
paspeleHnto rocyAapCcTBEHHOro (MyHMULMNANAbHOIO) apxuBa B C/lydae HeobXoAMMOCTM NMPAKTUYECKOro
MCNONb30BaHWA SOKYMEHTOB OpraHu3aumen.

6.6. MNepepaya AOKYMEHTOB NOCTOSAHHOIO XPaHEHMA B FOCYAapPCTBEHHbIN (MyHULMNAbHbIN) apXuB
OCYyLLEeCTBAAETCA B COOTBETCTBUM C NIAHOM, YTBEPKAEHHBIM PYKOBOAUTENEM COOTBETCTBYIOLLErO apXMBa
Mo COrlacoBaHU1IO C NepefaloLLei Aena opraHm3aLumei.

6.7. JOKYMeHTbl NepeaalroTcs B rocyAapCTBEHHbINM (MYHUUMNANbHLIA) apXuB MO OnNucam gern,
[OKYMEHTOB NOCTOSAHHOIO CPOKa XpaHeHUs, yTBepKaeHHbIM MK,

Mepen nepenayeit LOKYMEHTOB Ha TMOCTOSHHOE XpaHEHUME COBMECTHO C NpeacTaBuTenem
rocyfapCTBEHHOrO (MyHMLUMNANAbHOMO) apxXxMBa MPOBOAMUTCA NPOBepKa MPaBWUALHOCTU OMWUCAHUA WU
opopmneHus gen, ¢uU3MYECKOro M CaAHUTAPHO-TUTMEHWYECKOTO COCTOSIHUSA  AOKYMeHToB. [pwu
0bHapyKeHNN AedeKTOB COCTAB/IAETCA aKT; yCTpaHeHWe 0bHapyKeHHbIX A4epeKTOB NPOBOAMUTCA CUIAMMU
opraHusauum.

Mepepaya Aen NPoBOAUTCA B FOCyAapCcTBEHHOM (MyHULMNAAbHOM) apx1MBe noeauHMYHO. Ha Bcex
yeTblpex 3K3eMnaApax onucei gen, 4OKYMEHTOB NMPOCTaBAAIOTCA OTMETKM O Npueme aen.

Mpu nepsoit Nepesaye AOKYMEHTOB B roCyAapCTBEHHbIA (MYyHULMNANbHLINA) apxuB nepegaeTcs
ncTopuyeckas cnpasKa K ¢oHAay. Mpu nocnegyowmx nepesayax 4OKYMEHTOB Nepesaerca 4oNosHeHue K
NCTOPUYECKOW CripaBKe.

6.8. Nepegaya AOKYMEHTOB OPOPMISETCA aKTOM NpuvemMa-nepesaym AOKYMEHTOB Ha XpaHeHue
(npunoxkenme N 30), cocTaBnfseMbim B ABYX 3K3emnaAapax. OAMH 3K3eMNAAP OCTAETCA B roCyAapCTBEHHOM
(MyHMUMNanbHOM) apx1Be, ApPYroi - B NepesaloLeil opraHnsaunn. Bmecte ¢ AOKymeHTaMuK nepeaaeTca
TPW 3K3eMNAAPa ONUCK AeN, AOKYMEHTOB, B TOM YNCIE OAMH B 3/1EKTPOHHOM BUJE.

Ecnrv npu nepepave OOHAPY)KEHO PACXOXKAEHWE MeXKAY MWTOrOBOW 3anuUCbld OMUCU  Aen,
AOKYMEHTOB M GaKTUYECKMM HaZlMUMEM MNepesaBaemMblX AeN, B ONUCU AeN, JOKYMEHTOB opopmaseTcs
HOBAA UTOroBas 3anucb, B KOTOPOK YKa3blBAlOTCA GaKTUYECKOE Hannyme Aen U Homepa OTCYTCTBYHOLMX
aen. Homepa oTcyTcTByOWMX Aen GUKCUPYIOTCA B aKTe Npuema-nepesadun gen Ha nocToaHHOE XpaHeHMe,
NMPWUYMHbI OTCYTCTBMA A€/ - B NPUAAraeMonl K akTy npuema-nepenayn cnpaBke, NOArOTOB/EHHOM
opraHusauuen.

ApxvB OpraHM3auMm NPMHMMaET Mepbl MO PO3bICKY Aen. Ha oTcyTcTByloWME AOKYMEHTbI U Aena,
Mepbl NO PO3bICKY KOTOPbIX HE Aa/IM Pe3ybTaToB, COCTABAAETCA aKT 06 yTpaTe AOKYMEHTOB (NPUIOKEHNE
N 6). YTpaueHHble NOAJMHHUKM AOKYMEHTOB MOTYT BbITb 3aMeHeHbI UX KOMUAMMU.

VII. MEPEOAYA JOKYMEHTOB MPU PEOPTAHU3ALMN UV TUKBUOALNN
OPFAHM3ALWMWN, CMEHE PYKOBOAMWTE/TIA APXVUBA OPTAHU3ALINNA



7.1. Npu peopraH13aunm UaM AMKBULALMM OPraHM3aumMmM nepegaya 1 AanbHelee NCnoib3oBaHue
OOKYMEHTOB PeOpraHM3yeMon Man AUKBUAMPYEMOWN OPraHU3aLmMmn OCYLLECTBAAETCA B COOTBETCTBUMN C
3aKoHopaaTesibcTBoM Poccuitckon degepauymn.

MNepenaya [AOKYMEHTOB JIMKBMAMPYEMOMN OpraHM3aumMm BXOAMT B 00A3aHHOCTb KOMMCCUU,
obpas3oBaHHOW AN Nepeaadn gen u UMyLLLecTsa.

Mpu  AWKBMBAUMM  OpPraHM3auMih -  UCTOYHWMKOB  KOMMJEKTOBAHMA  FOCYAAPCTBEHHbIX
(MyHMUMNANbHbIX) apXMBOB B COCTaB JIMKBUOAUMOHHOW KOMMWUCCMM BK/IIOYAETCA NpeacTaBuTe b
rocyZ,apCTBEHHONO (MyHULMNAAbHOIO) apXM1Ba.

7.2. TpM cMeHe pyKoBOAUTENA apxvMBa OpraHM3aumMuM (nMua, OTBETCTBEHHOrO 3a apXuB
opraHM3auun) npuem-nepenadya 4OKYMEHTOB apXuBa, YYETHOrO M Hay4YHO-CMPABOYHOro annapaTa K HUM
OCYLLeCTBNAETCA NO aKTy.

MpunoxkeHne N 1
K n. 2.37 MNpasun

HamMeHOBaHMEe OpTraHu3alumn

KAPTOUYKA IIOCTEJIJIAXHOT'O
TOIIOT'PAGUUECKOT'O YKABATEJIA <*>

CTEJUIAX N XPAHWIIMIIE N




Wkadp N

Monka N

®oHpg N

Onucb N

Ea. xp.cN

noN

MpumeyanHue

dopmart A6 (148 x 105 mm)

<*> KapTO‘-IKVI NOCTENNAXKHOTO Tonorpad)mqecr(oro YKa3aTtenAa CoOCTaB/IAKOTCA Ha Ka)K,CI,bIﬁ cTennax v NpuKkpenAarTCcA Ha TOpLI,EBOVI CTOPOHE CTeNNnaxa.

HammveHOBaHMEe OpTraHM3alun

KAPTOUYKA I[IOPOHIOBOT'O

TOINOT'PASMUECKOI'O YKA3ATEJIA

®OHI N

HazspaHue odboHza

<k >

XPAHWIIVIIE N

Onwucob

Ea. xp.cN

noN

Crennax N

Wkadp N

Monka N

MpumeyanHmn
e

MpunoxkeHune N 2
K n. 2.37 MNpasun






dopmat A4 (210 x 297 mm)

<*> KapToukn nodoHA0BOro tonorpapuyeckoro ykasaTena COCTaBAAIOTCA Ha Kaxablh doHa u
pacnonaratoTca B nopaake Homepos GOHAOB.

MpunoxkeHue N 3
K n. 2.43 MNpasun

HammeHoBaHMUE OpraHM3zaumnum

AKT YTBEPXIOA
N Pykopomuresis opIraHM3aLmnmu
NPOBEPKM HAJINMUMA
Y COCTOAHMA APXMBHBEIX IOOKYMEHTOB [Momnmuce PacumppoBkra
TIOONMCHU
dounm N DaTa
HazspaHue odoHza
Homepa onmcen
[lpoBepka OpoBOOMJIACH C 1o
[IpOBEPKOM YyCTAHOBJIEHO :
1. UmMcauTcs O ONMCSAM OeJl en. xp.
(koJIMUecTBO)
2. BBIIBJIEHBE TeXHUUYECKME OUWMOKM :
2.1. VMewnTCHa JMUTEPHBIE HOMEPA:
a) He YUTEeHHBE B MTOTOBOM 3alMCHU en. xp.
(koJIMUuecTBO)
©) He NepeuMCJIeHHBIe, HO yUTEHHBIE
B MTOT'OBOM 3alUCU en. xp.
(koJIMUecTBO)
2.2. IlponymeHO HOMEPOB:
a) He YUTEHHHX B MTOTOBOM 3alMCHU en. xp.
(koJIMuecTBO)
©) He [NEePEeuMCJIEHHBIX, HO YUTEHHBIX
B MTOT'OBOM 3alUCU en. xp.
(xkoJIMuUuecTBO)
2.3. IOpyrue, B pes3yjibTaTe 4yero oOBBeM
YBEJIMUMIICS Ha en. xp.
(xkoJyIMuUuecTBO)
YMEHBIIMIJICS Ha en. xp.
(koJIMUecTRBO)
3. UmcauTcsa OO ONMCHAM B pe3yJibTaTe
YCTPaHEeHUS TEeXHUUECKUX OUMOOK en. xp.
(koJIMUecTRBO)
4. He okxaszajioch B HaIMuMu en. xp.
(koJIMUecTRBO)
5. VMeeTcsa B HaJIMUMM 10 HOAaHHOMY OGOHIY
(BKJIIOUEHHEIX B OIIMCH) en. xp.
(koJIMUecCTRBO)
M3 HUX TPeOyoIUX :
a) IOes3mHQeKUMM en. xp.
(koJIMUEecCTRBO)

0) IOe3MHCEeKUUM en. xp.




(KkOJIMUEeCTRBO)

B) pecTaBpaluuu en. xp.
(kOJIMUEeCTRBO)
MpopgonxeHue npunoxkeHna N 3
K n. 2.43 MNpasun
') [neperieTa UM IOIUMBKU en. xp.
(KOJIMUEeCTRBO)
I) BOCCTAHOBJIEHMS 3BaTyXallMX TEKCTOB en. xp.
(KkOJIMUEeCTRBO)
€) HeMCIPaBMMO IIOBPEeXIEHHHX en. xp.
(koJIMUuecTBO)
6. ViMeeTcs He BKJIOUEHHBEIX B OIUCU en. xp.
(koJIMUuecTBO)
7. WToTo MmO maHHOMY OGOHIOY (BKJIOUEHHBEIX M HE BKJIOUEHHBIX B OIMUCHU) ,
VMEIMXCSI B HAJUUUU en. xp.
(koJIMuecTBO)
8. XapakTepucTuKa YCJIOBUM XpPaHEHUS
[IpOBEPKY TPOMUI3BOOUIIN :
HammMmeHoOBaHMe
IOOJDKHOCTEM
PabOTHUKOB [Moponucwu PacumbppoBka nomnmcem

HammeHOBaHMEe OpTraHM3alun
AKT
N

O TexXHUUYEeCKHMX ommbKax
B YUETHHIX IOOKYMEHTax

doHnm N

HazBaHue oGoHIOa

dopmat A4 (210 x 297)

MpunoxkeHne N 4
K nn. 2.43, 3.15 MNpasun

YTBEPXIAIO

PykoBOOMTEJIL OPTaHM3aLNN
[lomnuce PacumppoBxa

IIoOrnmcum

HaTa

B xome BEHIIOJIHEHUA

ommMbOKM B 3alUCAX

OOHapPyXeHEl TeXHUUECKME




Ha3BaHune JOKymeHTa CyuwiecTsytow,as 3anucb Cnepyet 3anucatb
1 2 3
B pesyrnbTatTe KOJIMUECTBO eIOMHMUI] XPaHeHUsd YBEJINUNIIOCH (YMEHBUMIIOCK )
Ha en. xp.
(umdppamMm, NOPONMUCHI)
[IpuMeyaHmA :
HamMeHOBaHME OOJDKHOCTM paboTHMKA Homnwuce PacumppoBKa MNOONMUCHU

V3MeHeHMsa B y4YeTHBE IJOKYMEHTEl BHECEHEH

HammeHOBaHME OOJIKHOCTU
PaboTHMKA apxXmuBa

HamMeHOBaHMe OpraHM3alun
AKT

N

I[lopgnmce

Pacumbporka nomnmcu

YTBEPXIAIO

PyxkoromuTesb OpTraHM3aumnm

dopmat A4 (210 x 297 mm)

MpunoxeHne N 5
K nn. 2.43, 3.15 MNpasun



06 OOHaApPyXeHUM IOOKYMEHTOB Nognuce PacumppoBra
(He oTHOCAMMXCS K HOaHHOMY QOHIY, MOONMcCHu
HEeYyUTEHHHIX)

IDaTa
B xome
(Bn paboTh)
OBOHaAPYXEHO
(B donme, xpaHunuiue, pabouyeMm IOMEIEeHUM)
N n/n | 3aronosok ea. | Wudp (ecnm | KpaitHue gatel | Konnuectso K Kakomy MprmeyaHua
Xp. ecTb) INCTOoB doHay
(o6bem, M6) oTHOCUTCA
1 2 3 4 5 6 7
ViToro oOHapPyXeHO IOOKYMEHTOB IOKYMEHTOB
(undpamMm ¥ OPONIMUCHI)
HamMmeHOBaHME IOOJIKHOCTM pPabOTHMKA [lomnmceb Pacumbpporka nomnmcu

VIzMeHeHra B YyUeTHHE IOOKYMEHTH BHECEHE

HammeHOBaHME OOJDKHOCTU
paboTHMKA apxuba [lomnmce PacumppoBra
IOONMUCHU

dopmart A4 (210 x 297 mm)



HamMmeHOBaHME OpITaHM3aLumn
AKT

N
06 yTpaTe OOKYMEHTOB

dounm N

YTBEPXIAI

PyKOBOHMTeﬂb OopraHMnszaumnum

INognmuce

IDaTa

PacumppoBkra

Inongrmcum

B pesyneTare

(HazBaHmMe o¢oHIa)
YCTaHOBJIEHO OTCYTCTBME B QOHIe

[IEPEUMCIIEHHEIX HUXe nes, NPpenIpruHATEE apxXMBOM MEPHBl [0 POS3BICKY Oe
IIOJIOXMTEJIBHEIX PE3YJIBTAaTOB HEe IOaJjiM, B CBA3M C UeM CUMTaeM BO3MOXHEIM CHATB C
yyeTa:
Nn/n | Onmce N | Ea. xp. 3aronoBoK ea. Xp. KpanHue gatbl| Konunuectso |[Mpeanonaraembie
N nnctos NPUYUHbI
(06bem, M6) OTCYTCTBUA
1 2 3 4 5 6 7
WToro en. Xp.
(undpamMm ¥ OPOIMUCHIO)
ConepxaHme YTPA4YEHHBIX JOKYMEHTOB MOXeT OHITb YaCTMUHO BOCIIOJIHEHO

cilenymomyMm en. Xp.:

HammMeHOBaHmMe OOJIKHOCTU
PYKOBOIUTEJA apxXmuBa

(Homepa exn.

(Mila, OTBETCTBEHHOTO 3a AapPXUB)

M UX TPYNNOBHE 3aTOJIOBKM)

I[Toonmce

PacumppoBka NOONUCHK

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



COTJIACOBAHO <*>

[IpoTokos JIIK apxXMBHOT'O yUYpEeXIeHUd

oT N

VI3sMeHeHUus B Y4YeTHBEIEe IJOKYMEHTEI BHECEHEI

HamMeHOBaHME IOOJIKHOCTU
PabOTHMKA apxXmBa

COT'JIACOBAHO
IpoTokos LI9K (2K) opraHmzaumuu

oT

N

INognmuce

<*> Ecnu He 06Hapy>KeHbl Aena NnoOCToOAHHOIO XpaHeHUA.

HammveHOBaHMEe OpTraHn3alun

KAPTA-3AMECTUTEJIE IEJIA

PacumdpoBka MOONUCU

Herio

(N 1 HaszBaHME)
Onmcob

(N 1 HaszBaHMEe)
QoHIT

BeimaHO BO BPEMEHHOE IIOJIb30BaHUE

(N m HasBaHME)

(UMTaNBHEI 3aJ) :

N ®.1.0. nonb3osBaTens
n/n

[ata Bblgaumn

[aTta
BO3BpaTa

Mognucb
BblAaBLLEro geno

Mognucb
nony4mBLLErO

dopmat A4 (210 x 297 mm)

MpunnoxkeHne N 7
K nn. 2.47 MNpasun



neno

JMCT-3ABEPUTEJIL JEJIA N

B mejye nommmMTO M NPOHYMEPOBAHO JIMCTOB
(undpamMm ¥ OPONIMUCHI)

c N no N , B TOM UuCJIE:

JIMTEPHBIE HOMEpa JIMCTOB

NPONyUEeHHEEe HOMepa JIMCTOB

+ JIMCTOB BHYTPEHHEV ONMUCU

Ocob6eHHOCTN GU3NYECKOTO COCTOAHUA U GOPMUPOBAHUA AeNna Homepa nucros

1 2

HammMeHOBaHmMe OOJIKHOCTU

dopmat A4 (210 x 297 mm)

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



paboTHMUKA

OaTa

HammMeHOBaHMEe OpTraHu3alumn

doHg N

Illognmuce

PacumdpoBKa MOOIUCU

JIMCT MCIIOJIB3OBAHVA HOOKYMEHTOB

Onmce N

3aroJIOBOK meja

Ieno N

[aTta Komy BblgaHo: XapaKtep MCnosib30BaHMA N Moanucb nnua,
MUCNob30B | pamuama, MHUUManbl | (KOnMpoBaHWe, BbIMUCKK, | UCNOJIb30BaHHbI | UCNO/Ib30BaBLUErO
aHus (pasbopumBso) npocmoTp) X INCTOB aeno
1 2 3 4 5

dopmart A4 (210 x 297 mm)

MpunoxkeHne N 9
K n. 2.47 MNpasun

dopmart A4 (210 x 297 mm)



HamMmeHOBaHMEe OpITaHM3aLnmn
AKT

N
O BBHIDAQYE HOeJI BO BPEMEHHOE I10JIb30OBaHNME

(HaMMeHOBaHMEe OpIraHM3alNuM,
ee azpec, [OYTOBBIM MHIEKC)

OcHOBaHMeE

I1a KakoM UeJiM BhOAlTCa en. xXp. u3 ooHma N

(HazBaHme o¢oHIa)

Nn/n |Onnce N| Ea. xp. | 3aronosok ea,. KpaiHue | Konnuyectso nncTos, MpumeyanHune
N Xp. OaTbl dopmar (0bbem,
M6)
1 2 3 4 5 6 7
Bcero BrmaeTcsa en. xXp.,

(undpamMm ¥ OPONIMUCHIO)

CPOK BO3BpAllEHUS

Hena BBEIIAHE B YHNOPAIOYUEHHOM COCTOSHMM, HNOOWMTE, B OOJIOXKax, C

IIPOHYMEPOBAHHEIMM JIMCTaMM U
MonyyaTesns 004a3yeTcsa
[IOJIb30BaHMeE, [IOCTOPOHHUM
CHnpaBoOK, He nOybOJMKOBaThb
merna.
MonyyaTesnbs 00a3yeTcs

3aBEPUTEJILHEIMM HAONUCSIMA .

He [PeIoCTaBJIATh IHejla, [OJIydeHHEe BO BPEMEHHOEe
JaMilaM, He BHIABATL IO HMM KOIMM, BHEIMCOK U
OOKyMeHTH 0e3 paspelleHus OpTaHM3aliuy, BLIOABLIEN

BEPHYTH nejia B apXmMB OpTraHM3aluM B yKaSaHHHﬁ B

MpunoxkeHue N 10
K n. 2.46 MNpasun



axKTe CpPOK.

MpogonxkeHune npuaoxkenHna N 10
K n. 2.46 MNpasun

MomyuyaTesb nOpenynpexinedH o6 OTBETCTBEHHOCTM IO 3aKOHY B Clydyae yTpaTH
WY TOBPEeXOEeHUs IIOJIydeHHEIX BO BPEeMeHHOe MOJIb30BaHue Mel.



HauMeHOBaHMe OOJIKHOCTU
PYKOBOOMTENS OpTraHM3alum,
BRIDAKIIEN IeJjia

[omnmce Pacumpporra
IIOOMNMCHA

DaTa
[leyaTs OpraHMB3aALUU

HavMeHOBaHMEe OOJDKHOCTU
pyrkoBOOUTEIIA
OpraHM3almMmM—IIoJjIiydaTeJlId

[omnmce Pacumpporra
IIOOMNMCHA

OaTa
[leuaTes oOpraHM3aALUMU

dopmat A4 (210 x 297 mm)

MpunoxxeHne N 11
K nn. 3.6, 3.15 MNpasun

(HaMMeHOBaHME OpIaHM3alLUM)

(HasBaHMe apxMbBa OpPIaHM3aLUM)

ydeTa INOCTYIIJIEHUA U BEIOBITHU ST oeJji, IOOKYMEHTOB

dopmat A3 (297 x 420 mm)

MpogonxkeHne npunoxeHuna N 11
K nn. 3.6, 3.15 MNpasun



N [aTta HanmeHoBaHue | HammeHos | HasBa oAbl Bug MocTynneHne onncaHHbIX | BbibbiTMe onncaHHbIX | HeonuncaHHbix | Mpumey
n/n | noctynn opraHmMsauunm aHue, HMEe U | NOCTYNMB | HOCUTe OOKYMEHTOB OOKYMEHTOB aen, aHue
eHuA n (cTpyKTYpHOTO HOMEpP U | HOMe | WuUX uamn | na <*> [OKYMEHTOB,

BbIGbITM | NoapasgeneHus, fata p BbI6bIBLL Konnyectso ea. xp. Konndectso ea. xp. INCTOB
fl ML, apXuBa), OT | AOKYMeHTa | pOoHA, nx
AOKyMe KOTOPOI ,no a [OKYMEH nocTos | BpemeH no nocto |Bpeme| MO | NOCTy | BblObl
HTOB nocTynuAv (Man | KoTopomy TOB MO HHOro HOrO | JINYHO | AHHOT | HHOrO | IMYHO | NWAO | N0
BbIObIN) nocTynuam onucu XpaHeH | (cBbiwe | My o (cBbiWw | my
AOKYMEHTbI v us 10 net) | coctaB | xpaHe | e 10 |cocTaB
BblObINN y HuA | neT) Yy
OOKYMEHT
bl
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16
NToro B ToOy MOCTYNIMJIIO ern. Xp., B TOM UMCJIE: Ha

ByMaxHOM HOCUTEJIEe

(umdpaMy M NPONMUCHIO)
, DJIEKTPOHHEIX

(umdpamMm ¥ OPONMUCHI)

ayorMoIOKYMEHTOB

[IOKAaBBIBATCH Pas3nellbHO MTOT'OBEE HaHHHE II0 Tpadam §,
XP.,

BBIOBLITO

(umdpamMm ¥ OPONMUCHI)

en.

(umdpaMr ¥ OPONUCHI)

; OSJIEKTPOHHEBEIX

(umbpaMm ¥ OPONUCHI)
AyIMOIOOKYMEHTOB

IOKAa3EIBAlTCA pPas3IelIbHO MTOI'OBHIE IaHHBEe O I'padam 11,

HavMeHOBaHMe OOJIXHOCTM JIMLE,

(umdpamMm ¥ OPOIMUCHI)

COCTaBMBIIET'O MTOTOBYK TI'OIOOBYID 3allliChb

4

(umdpamMm ¥ OPONMUCHI)

BUIOECOIOKYMEHTOB

B TOM UMCIJIIE:

(umdpamMm ¥ OPONMUCHI)
14 xHUTU;

9, 10,
Ha OyMaxHOM HOCUTEJIe

(umbpaMm ¥ OPONUCHI)
BUICOIOKYMEHTOB

I[Toonmce

(umdpamMm ¥ OPOIMUCHI)

12,

13, 15.

PacumppoBka NOONUCHK




HavMeHOBaHME IOJIKHOCTM PYKOBOOMTEJS apxupBa llomnmchb PacumdppoBKa OOOIUCU
(Mila, OTBETCTBEHHOTO 3a apPXUB)

HDaTa

<*> B rpade ykasbiBaetca BuA Hocutens (BH - goKymeHTbl Ha BymaskHom Hocutene, 3[, -
3/IEKTPOHHbIE AOKYMEHTbI).

dopmat A3 (297 x 420 mm)

MpunoxkeHune N 12
K nn. 3.6, 3.15 MNpasun

HammMeHOBaHMeE opTraHM3alumU
CIIMCOK ®OHIOB

ToMm N

HauatT

OKOHUEeH

®opmat A4 (210 x 297 mm)

MpogonxkeHne npunoxeHua N 12
K nn. 3.6, 3.15 MNpasun



N [ata nepsoro | HassaHue poHaa OTmeTKa 0 BbibbITUM HOHAA MpumeyarHune
doHaa NoCTynaeHus

[OKYMEHTOB Kyaa Bbibbin Nataun N
doHaa DOKYMEHTa, Ha
OCHOBaHUM

KOTOPOro Bbl6bIN

1 2 3 4 5 6
Ha 01.01. ToIma B CIMCOK BKJIOUeHBE QOHIE C N mo N

M3 CHOMCKa MCKJIodeHbl GoHnOel ¢ N no N .
Bcero xpaHUTCSA B apxube bOHIOB, M3 HUX:

(umdpamMm M NOPONUCHI)
comepxaT 0COOO LIeHHBEIE Ieja.

(umbdpaMm M NPONUCHI)
Homepa cBOOOOHEIE:
Homepa BBIOBIBUIME ([IE€EPEOAHHEE) :
HammMeHOBaHmMe OOJIXHOCTU
PaboTHMKA apxMBa, COCTABUBIIEIO
TONOBYI MTOTOBYI 3allChb I[lopgnmce Pacumbpporka nomnmcu
HammMeHOBaHmMe »OOJIKHOCTU
PYKOBOOUTEJIA apxXuBa

(MMua, OTBETCTBEHHOTO 33 apxXUB) Nognuce Pacumdporka NOIONMUCU

aTa

dopmart A4 (210 x 297 mm)



JIMCT

(MecToHaxoxneHue GoHIA
(HaMMeHOBaHMEe oOpTaHu3auuu,
TOe xpaHuTcsa QoHn))

®OHIA N

(JaTa mepBOI'O MNOCTYIJIEHUA

IOOKYMEHTOB OQOHIA)

KpaliHue AaTbl Kax4oro HassaHus

HassaHue ¢oHaa

¢doHpa
1 2
1. YueT HEONMCAHHBIX IOOKYMEHTOB

JData | HasBaHue, N u gata AOKyMeHTa, MNoctynnenune BbibbITHE Hanunumne
3anucu no KOTOpPOMY NOCTYNUAN AN (ocTaToOK)

BbIObININ AOKYMEHTbI
Konunuect | KpaitHue | Konnyect | KpaitHue Bcero gen

BO Aen Aathbl BO Aen Aatbl
1 2 3 4 5 6 7

2. YueT ONMCAHHEIX OOKYMEHTOB

MpunoxkeHne N 13
K nn. 3.6, 3.15 Mpasun

[ata Homep Mo, Ha3ssaH

Moctyn

BbibbITHE

Hanunuue (octatok)




3anucm | onucum ne nno ea. | Konnye | OcHoBa | B tomuuncne no | Konnue B TOM umncne:
aen onucu Xp. cTBo ea.| Hue onucam, CTBO ef,.
Um Xp. BbIBLITU | YTBEPAEHHBIM Xp. NOCTOAHHOrO XpaHeHuns Nno IMYHOMY
aHHOTa a 3NK cocrasy
unm (Ha3BaH K N .
[OKyMe ne, 0/Mye | KparHu M3 HUX NO KOJIMYe | KpalHu
HTOB nata, N CTBO €4, | e aaTbl onucam, CTBO €4, | e aatbl
[OKyMe Xp. en. Xp. yTBep);(ﬁEHHbIM Xp.
HTa)
Konunue | KpaiHu KOAnYe | KpamHu
cTBO e4. | e aathl CcTBO €4, | e Aatbl
Xp. Xp.
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16
dopmat A4 (210 x 297 mm)
MpunoxkeHne N 14
K nn. 3.6, 5.5 MNpasun
HauMeHOBaHMe OpTraHM3aLUn YTBEPXIAIO

®ounm N

OINCB N
OeJl MOCTOAHHOTO XPaHeHUs
3a ron

PyKOoBOOMTEINb OpPTraHM3aluUn
Illoonmuce PacumppoBra

IOONNCHU
OaTa



Nn/n UHaeKkc gena 3aros0BOK gena KpaitHue gatbl Konunyectso MpumeyvaHmne
nctos
1 2 3 4 5 6
HassaHue pasgena
nei,

B IaHHBEM pasnesl ONMCY BHECEHO

c N rno N

JMTEpPHEIE HOMEPa:

(udppaMm ¥ OPONMCHIO)

4

B TOM 4YMCJIe:

NPOIylleHHBIE HOMEpPa :

HammeHOBaHME OOJIKHOCTU

cocTapmuTeJid OIIMCU Momnmuce

HammeHOBaHME OOJIKHOCTU
PYKOBOOUTEJA apXMuBa

(mMua, OTBETCTBEHHOTO 3a apxXMB) Nognucek

COTJIACOBAHO

[IpoTokosn L39K (2K) opraHmzaumum
oT N

HamMeHOBaHMe OpraHmM3alumn

PacumppoBKa MNOONUCU

PacumppoBKa MNOONUCU

YTBEPXIEHO

[lpoTokos 3K apXMBHOTO y4YpexXIeHMA

oT

N

YTBEPXIAIO

dopmart A4 (210 x 297 mm)

MpunoxkeHne N 15

K nn. 3.6, 5.5 MNpasun



donnm N PyxkoromuTesib OpIraHM3aLumum
OIlMCh N [omnmce PacumppoBkra
oeJl O JIMYHOMY COCTabBy IOONUCHU
3a ron DaTa
N n/n NHaekc 3arosI0BOK KpaliHne CpoK xpaHeHuA Konunyectso | Mpumeyvanun
aena aena haTbl NCTOB e
1 2 3 4 5 6 7
B maHHBIL pas3nesl ONMCKM BHECEHO nei,
(umdpaMm M NOPONMUCHIO)
c N no N , B TOM UMCJIEe:
JINTEPHBIE HOMEepPa:
NPOIyUIEHHEIE HOMEPA:
HamMeHOBaHMe OOJIKHOCTU
COCTaBUTEJIA ONUCHU llomnmce PacumdppoBka NOONMUCH
HammeHOBaHME IOOJDKHOCTU
pykoBOOMTENA apxmuea (nmmua,
OTBETCTBEHHOTO 3a apxuB) [lomnuce Pacumbpporka nomnmcu
COTJIACOBAHO COTJIACOBAHO
[IpoTokos L3JK (2K) opraHmzaumum IIpoTokoJs JIK apxXMBHOTO yYpPEeXIEeHUSI
oT N oT N

dopmart A4 (210 x 297 mm)



HammeHOBaHUE OpraHMn3aumnum

YTBEPXIAI

dounm N PykoromuTesb OpraHM3alumn
OIlNMCh N [Mognuce PacumppoBka
nen BpeMeHHEX (cBouie 10 JeT) nonnmucu
CPOKOB XpPaHeHUS HaTa
3a Ton
N n/n NHaekc 3aronosok gena | KpaiiHue aatbl | CpoK xpaHeHun Konnyectso | lMpumeyaHu
Aena INCTOB e
1 2 3 4 5 6 7
B maHHEM pas3nesl ONMCM BHECEHO nen,
(undpamMm M OPONMCHIO)
c N no N , B TOM UucCJe:
JINTEPHBIE HOMEpPa:
NPOIyUEHHEIE HOMEPA:
HamMeHOBaHMe OOJIKHOCTU
COCTaBUTEJId ONUCHU [lomnmce Pacumpporka DOIONMUCK
HamMeHOBaHMe OOJDKHOCTU
pykoBOOMTENA apxmuea (Imua,
OTBETCTBEHHOTO 3a apxus) [Momnuce PacumdpoBka NOONMUCHU

COTJIACOBAHO

[lpoTokos L2K

oT

(3K)

opTraHu3alun

MpunoxkeHne N 16
K nn. 3.6, 5.5 Mpasun

dopmart A4 (210 x 297 mm)



HammeHoBaHMUE OopraHMn3zaumnum

YTBEPXIAIO

donnm N PyxkopomuTesb OpraHM3alumn
ITognucob PacumppoBra

OIIMChb N TIOONMCHU

BJIEKTPOHHEIX OeJI, IOOKYMEHTOB ODaTa

IIOCTOAHHOI'O XpPaHeHWUA

3a Ton

N n/n UHaeKkc gena 3aros0BOK agena KpaiHue patsl O6bem, M6 MpumeyaHua
1 2 3 4 5 6
B maHHEM pas3neJl ONMCY BHECEHO nei,
(undpamMm M OPONMCHIO)
c N no N .
(undpaMr ¥ OPONUCHI) (umdpaMm ¥ OPONMUCHI)

oO6BEMOM MO .

HammveHOBaHME OOJDKHOCTU

COCTaBUTEJIA ONUCHU [ognmce PacumdppoBka NOONMCHU

HammveHOBaHME OOJDKHOCTU

pykoBOOMTENA apxmuea (Imua,

OTBETCTBEHHOTO 3a apxus) [Momnucse PacumdpoBka NOONNMCH

COIJIACOBAHO

YTBEPXIEHO

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



IpoTokos LI9K (2K) opraHmuzaumuu

oT

N

oT

[NPVJIOXEHME K OIIMCU N

SJIEKTPOHHEIX »OeJl,

IIOCTOAHHOI'O XpPaHeHWuA
3a ron

PeecTp IOOKYyMEHTOB

IOOKYMEHTOB

N

[IpoTokos JIIK apxXMBHOT'O YyUYpEeXIeHUd

(KOHTEMHEPOB DJIEKTPOHHBIX INOKYMEHTOB)

SJIEKTPOHHOT'O nOeJia:

<k >
N en. xp. o omnmcu umexkc npesa
3aroJIOBOK Heja
JaTa Per. N HanmeHoOBaHMe AOKYyMeHTa O6bem, M6 MpumeyaHua
AOOKYMEHTa AOOKYMEHTa
1 2 3 4 5

HamMeHOBaHMe OOJIKHOCTU
COCTaBUTEJIA ONUCHU [Mognuce PacumppoBka NoIONmUCH

dopmat A4 (210 x 297 mm)

MpogomxkeHne npunoxeHna N 17
Knn. 3.6,4.19, 5.5 MNpasun

dopmart A4 (210 x 297 mm)



<*> CocTaBnseTCcA Ha KaXAoe 3/1eKTPoHHOoe Aeno.

HamMeHOBaHMEe OpTraHu3alumn

YTBEPXIAIO

dounm N PykopoouTesib OpIT'aHM3aLUNU
ITognucob PacumppoBkra
OIIICb N NOONMCU
BJIEKTPOHHEIX IeJl, HOOKYMEHTOB DaTa
BpeMeHHEIX (cBomie 10 JeT)
CPOKOB XpPaHEeHUS
3a Ton
N n/n | NHgekc 3aronoBoK gena KpaiHue Cpok O6bem, M6 | MpumeyaHun
Aena AaThbl XpaHeHUA
1 2 3 4 5 6 7
B maHHBI pas3mesl ONMCKM BHECEHO nes,
c N no N
(umdpaMr ¥ OPONMUCHI) (umdpaMr ¥ OPONMUCHI)
0BBEMOM M6.
HavMmeHOBaHMe OOJIXKHOCTU
COCTaBUTEJIA ONMUCHU [Mognuce PacumppoBka NOIONMUCH

HammMeHOBaHmMe OOJIKHOCTU

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



PYKOBOOMTENS apxmupa (Juua,

OTBETCTBEHHOT'O 3a apPXUB) oonucob
COTJIACOBAHO

[IpoTokos LI9K (2K) opraHmzaumuu

oT N

[IPUMJIOXEHUE K OIIMCU N

BJIEKTPOHHEIX IeJI BPEMEHHBIX

(cBeme 10 JieT) CPOKOB XPaHEHUS

3a hnfopit

PeecTp IOOKYMEHTOB (KOHTENHEPOB 3JIEKTPOHHEIX
<K >

N en. xp. o omnmcu
3aToJIOBOK HeJia

PacumdpoBKa MOOOIUCU

IOKYMEHTOB)

VMHOoekc nesa

SJIEKTPOHHOI'O zHerjla:

[ata Per.N HanmeHoOBaHMe OOKYyMeHTa O6bem, M6 MpumevaHua
OOKYMeHTa OOKYMeHTa
1 2 3 4 5

dopmart A4 (210 x 297 mm)

MpogomxkeHne npunoxeHna N 18
Knn. 3.6,4.19, 5.5 MNpasun



HamMeHOBaHmMe OOJIKHOCTU
COCTaBUTEJIA ONUCU Illognmuce

<*> CoCTaBAAETCA Ha KaXA0e 3/1eKTPOHHOE Aefo.

HammeHnoBaHME opraHmMszaumum
PEECTP OIIUCEN

Hauar

OKOHUEH

PacumdpoBKa MOOOIUCU

dopmat A4 (210 x 297 mm)

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

dopmat A4 (210 x 297 mm)

MpogonxkeHne npunoxerHua N 19
Knn. 3.6,3.11, 3.15 Npasun



N N N Ha3BaHue Konunuectso gen s onucu KpaitHu | Koanye | Koanuec | Mpume
n/n | doHaa | onucn | onwucu e patbl | CTBO TBO YaHue
MOCTOAH | BpEMEHHO no nucTos | aksemnn
HOro | ro (csbllwe | IMYHOMY Bonucn| Apos
XpaHeHu | 10 net) | coctasy onucu
A XpaHeHuA
1 2 3 4 5 6 7 8 9 10 11
Bcero xpaHuTCHa B apxmbe onmcey, U3 HUX
(umdpaMm M NOPONMUCHI)
IIOCTOAHHOTI'O XpaHeHI/IH ’
(umdpaMm M NOPONMUCHI)
BPEMEeHHOTO xpaHeHus (ceemue 10 JjieT) ,
(umdpaMm M NOPONMUCHIO)
10 JIMUHOMY COCTaBy ,
(umdpamMy M NPONUCHIO)
B TOM UMCJIe NOCTYIMJIO B Tonmy onmcemn
(undpamMm M OPONMCHIO)
B TOM UMCJIE€ BHIOBIJIO B ronmy onmucen
(undpamMm ¥ OPONIMUCHI)

HamMeHOBaHME IOJIKHOCTM paboTHMKA
apxmuBa OpPTaHMB3AalLNMM, COCTaBMBIIEIO
peecTp omnmucen [lomnuce PacumppoBka IOIONMUCK

IIOONmMcCu




HamMeHOBaHME IOJDKHOCTU
PyYKOBOOUTENS apxmuea (auua,

OTBETCTBEHHOI'O 3a apXI/IB) Mognuce Pacmwc_prBKa rnoagrnmcum
rnoarnmcum

DaTa

dopmat A4 (210 x 297 mm)

MpunoxxeHue N 20
K n. 3.15 MNpasun

YTBEPXIA YTBEPXIA
PykoBoImuTeJlb OpIT'aHM3aLUUM, PykoBoImuTeJb OpT'aHM3aLUUM,
nepenamierl IJOKYMEHTEL NPUMHYMAKIEY NOKYMEHTH
Momnmuce PacumppoBkra Momnmuce PacumppoBra
NONNUCH NOONUCH
DaTa leuaTsb ODaTa
[leuaTs
AKT
N

npueMa-Iepenadm apxXMUBHEIX
OOKYMEHTOB Ha XpaHeHUe

(ocHOBaHME Imepenauu)

(Ha3BaHMe HnepenaBaeMoTro QoHIa)
coaji,

(HasBaHMe opraHmMs3aluuM, Iepenavomer OOKYyMEHTEH)

a IPMHAII
(HasBaHMe OpraHM3aluM IPpMHUMaIEeM IOKYMEHTEH)

IOOKYMEHTE Ha3BaHHOTO (QOHIA M HAYUYHO-CIPABOUHBIL alnapaT K HUM:




Nn/n Ha3BaHue, Homep onucm Konunyectso Konnyectso ea. | [lMpumedaHuma
aK3emMmnnaAapos onnucun Xp.

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

JOJIXHOCTb Momnmuce PacumppoBkra JOJIXHOCTb Homnmuce PacumppoBkra
IIoOnncCm IIoOInmMcCum
HaTa IaTa

doHny npucsoeH N

V3MeHeHMsa B y4YeTHBE IOKYMEHTEl BHECEHH.

JOJIXKHOCTB

IHaTa

Nognmce

HamMeHOBaHMe OpraHM3alun

AKT

PacumbppoBKa MNOONMUCHU

YTBEPXIAIO

PyxkoromuTesb OpTraHM3aumnum

dopmat A4 (210 x 297 mm)

MpunnoxkeHne N 21
K nn. 3.15,4.11, 4.13 MNpasun



O BBIOEJIEHUM K YHUUTOXEHUIO

APXMBHEIX IOOKYMEHTOB, ognuce PacumppoBkra

He noIjiexalMx XpaHEeHUIO MOONMcCHu
IDaTa

Ha ocHoBaHum

(HaBBaHMe M BBIXOIHBIE IHOaHHBIE II€pPEedYHA IOTOKYMEHTOB C YKa3aHMEM

CPOKOB MX XPaHEeHUHd)
OTOOPAaHE K YHMUTOXEHMIO Kak He UuMellMe HaydHO-MUCTOPUYUECKOM LIeHHOCTU U
yTpaTMBIME NPpaKTUYEeCKOoe BHaueHMe IOOKYyMeHTH QoHma N

(HazBaHmMe ¢QoHIa)

N 3aronoBoK gena oAbl Homep | Homep en. |Konuuect Cpoknu Mpumeya
n/n | (rpynnosoit 3aronoBokK onucu Xp. No BO eJ, XpaHeHnAa un Hue
[OKYMEHTOB) <*> onucu Xp. Homepa cTaTeit
no nepeyHto

1 2 3 4 5 6 7




NToro en. xp. 3a TOHHL.
(undpamMm ¥ MIPONMCHI)
Onmcy nmeJi NOCTOSHHOTO XPAaHEeHMUs 3a Tomel yTBepxIeHsl JIIK

(HaMMEeHOBaHME APXMBHOTO YUPEeXIeHN)
(IPOTOKOJI OT N )

HavMeHOBaHME IOJIDKHOCTMU
PYKOBOOMTENS apxmupa (Juua,

OTBETCTBEHHOT'O 3a apPXUB) Ilomnuchb PacumppoBKka MNOIONMCU
COTJIACOBAHO

[IpoToxos LSK (3K) opraHm3zauum

oT N

<*> Mpu BblAENEHUN K YHUUTOXEHMIO OOKYMEHTOB MPM MOArOTOBKE Aen K nepegaye B apxvs
opraHusaunm rpadsl 4, 5 He 3aNoHAOTCS.

MpoaonxkeHune npunoxeHua N 21
K nn. 3.15,4.11, 4.13 MNpasun

JOKYMEHTEl B KOJIMUECTBE en. xp.:
- Ha OyMaXHOM HOCHUTEJIE BECOM KI' CIaHEL
Ha YHUUTOXEHUE;

- Ha DJIEKTPOHHOM HOCUTEJIE CIOAaHBl Ha YHUUTOXEHME

(crmoco® YyHMUTOXEHMS)

HamMeHOBaHME OOJDKHOCTM paboTHMKA,
COaBIIETO IOOKYMEHTH Nognmce PacumppoBKa NOONUCU

IHaTa

VI3MeHeHrS B yUEeTHBE IJOKYMEHTH BHECEHH.
HamMmeHOBaHME IOOJIKHOCTM pabOTHMKA
apxuBa, BHECWEI'O M3MEeHEHNA

B YUEeTHEE IOOKYMEHTE [Tonnmchb PacumdppoBka OOOIMCU

OaTa

dopmat A4 (210 x 297 mm)

MpunoxkeHne N 22
K n. 3.15 MNpasun

HamMeHOBaHMe OpraHmM3alumn

AKT YTBEPXIA

N PykopomuTesb OpraHM3alnn
O HEUCIIPaBMMEBEIX [NOBPEXISHMAX
APXVMBHEIX IOOKYMEHTOB Nognuce PacumppoBxa




MNOANMCHU
HaTa

dounm N

(HazBaHme ¢oHma)

B @)OH,J:Le oGHapyerbI OJOKYMEHTEI, IIPVM3HAHHBEIE HENMCIIPABVMMO IIOBPEXIESHHBIMU :



N Onuce | Eg. xp. N 3aronoBoK KpaitHue gatbl Konunyectso CywHoCTb 1
n/n N noBpeKaeHHbIX ea. Xp. nmctoB (0bbem, NPUYUHbI
M6) noBpexXaeHus
1 2 3 4 5 6 7




NToro O6Hapy>1<eHo HENCIIPaBVMMO IIOBPEXIEHHEIX

en. xp.
(undpaM ¥ NOPOIUCHI)
[lepedncJieHHEIe €. Xp. HDOIJIeXaT CIMCAHMID BBUIOY:
HamMeHOBaHME OOJIDKHOCTU
PyKOBOOMTEJNA apxuBa (amuua,
OTBETCTBEHHOI'O 3a apXUB) lNognuce PacumppoBka NOONUCU
COTJIACOBAHO COI'JIACOBAHO <*>
[IpoToxos LSK (3K) opraHm3zauum [IpoTokos JIIK apxXMBHOT'O YyUYpeXIeHUS
oT N oT N
/I3MeHeHUa B ydeTHbe IOKYMEHTH apxXMBa BHECEHEH.
HamMeHOBaHME OOJDKHOCTU
paboTHMKA, BHECWEeI'O M3MEeHeHMS
B yUEeTHBIE IOOKYMEHTEI Nognucek PacumppoBKa NOANUCU

DaTa

dopmat A4 (210 x 297 mm)

<*> [1nA AOKYMEHTOB, BK/IIOYEHHbIX B cocTaB ApxmMBHOro ¢oHaa Poccuiickoit deaepaunn.

MpunoxkeHne N 23
Knn.4.11, 4.31 MNpasun

HammveHOBaHMEe OpTraHM3alun

HamMeHOBaHME CTPYKTYPHOTO
rnonpasnesieHns

OIlCh N
et




N MUHaeKkc 3arono0BoOK gena KpaitHue gatbl Cpok Konunyectso | MNpumeyaHue
n/n aena XpaHeHus JINCTOB
<*>
1 2 3 4 5 6 7
HasBsaHue pasgena
B maHHy© ONMUCH BHECEHO ne
(umdpamMm ¥ NPONMUCHI)
c N rno N , B TOM UMCJIE:
JIMTEPHBIE HOMEpaA:
IPONYyLUEHHEE HOMepa:
HamMeHOBaHMe OOJIKHOCTU
PYKOBOOUTENS CTPYKTYPHOTO
nompasnesyieHnda [lomnmcoeb Pacumbpporka nomnmcu
COTJIACOBAHO COIJIACOBAHO <**>

HamveHnoBaHmMe OOJDKHOCTU
PYKOBOOUTENS CJIyXOpl HOY

[lomnuce PacumppoBxa
Momonucu

aTa

[lpoTokoJsl 3K CTPYKTYPHOTI'O
nogpasneyieHnus

oT




<*>'pada onycKaeTca B ONUCK e NOCTOAHHOrO CPOKa XpaHeHus.

<**> Mpu Hannumm K CTPYKTYpHOro noapasaeneHus.

MpogonxkeHune npunoxeHua N 23
knn.4.11, 4.31 MNpasun

[lepenan
neJt

(umdppamMm ¥ MNPONMCHIO)
u PETUCTPALUMOHHO-KOHTPOJIBHEIX KAaPTOTEK K IOKYMEeHTaM.
(umbpamMm M OPONUCHI)

HamMeHOBaHME OOJDKHOCTU paGOTHMKa

CTPYKTYPHOT'O ToIpas3nelieHMsI Ioanuchb PacumppoBka MOIONMCU

[MpuHuAamn nen
(umdpaMm M NOPONMUCHIO)

" PETUCTPALMOHHO-~KOHTPOJIbHEIX

(umdpamMm M NOPONMUCHI)
KapToOTeK K IOOKYMEHTaM.

HammMeHOBaHME IOOJIKHOCTU
paboTHMKA apxuBa [Momnmuce PacumppoBKa NOANUCU

DaTa

dopmat A4 (210 x 297 mm)

MpunoxkeHune N 24
Knn.4.11, 4.31 MNpasun

HammveHOBaHMEe OpTraHM3alun

®oHnm N

OlMCb N
BJIEKTPOHHEIX IeJI, OOKYMEeHTOB




Nn/n NHaeKkc 3aronoBOK aena KpaitHue gatel | Obbem, M6 | MpumeyaHus
aena <*>
1 2 3 4 5 6
HanmeHoBaHue pa3gena
B ImaHHBEIM pa3Iejl ONUCUM BHECEHO neJsi,

c N rno N

(udppaMm ¥ OPONMCHIO)

oOBEeMOM

HamMmeHOBaHME OOJIDKHOCTU
PYKOBOIUTEJSA CTPYKTYPHOTO
nompasnesyieHus Homnuce

DaTa
COTIJIACOBAHO
HammMeHOBaHmMe OOJIXHOCTU

PYKOBOOUTENS CJIyXOpl HOY

[lomnuce Pacumpposxa
lognmucu

M6 .

PacumppoBKa MNOONMUCHU

COIJIACOBAHO <**>
[lpoTokoJsl 3K CTPYKTYPHOTI'O
nogpasneyieHnus

oT N




HDaTa

<*>'pada onycKkaeTca B ONUCK e NOCTOAHHOrO CPOKa XpaHeHus.

<**> Mpu Hannumm K CTPYKTYpPHOro NoapasaeneHus.

MpopgonxkenHue npunoxexHuna N 24
knn.4.11, 4.31 MNpasun

[lepemnan
nen
(umdppamMm ¥ MOPONMCHIO)
n PerMCTPAlMOHHO-KOHTPOJIBHEIX KapTOTeK K IOKyMeHTaM,
(umbpamMm ¥ OPONUCHI)
oOBEMOM M6 .
HamMeHOBaHME IOOJIKHOCTM paboTHMKA
CTPYKTYPHOTO INOoOpaslesyieHud [Momnmuce PacumppoBKa NOAONUCU
[MpuHuAan nen
(umdpaMm M NOPONMUCHI)
" PETUCTPAUVMOHHO~KOHTPOJIb HEIX
(umdpamMm ¥ NPONMCHI)
KapTOTEeK K IOOKyMeHTaM, OOBeMOM M6 .
HamMeHOBaHMe HOOJIKHOCTU
paboTHMKA apxuBa [loonuce PacumppoBKa NOONUCU
DaTa
dopmat A4 (210 x 297 mm)
MpoaonxkeHne npunoxeHua N 24
Knn.4.11, 4.31 MNpasun
[IPVJIOXEHME K OIIMCU N
BJIEKTPOHHEIX IeJl, IOOKYMEHTOB
PeecTp IOOKYMEHTOB (KOHTEMHEPOB 3JIEKTPOHHEIX NOKYMEHTOB) 3JIEKTPOHHOT'O Ieja:
<K >
N em. xp. no onmcu VHnmexc npeJia

3aroJIoBOK nmejia




[aTa Per. N HanmeHoOBaHMe AOKYMeEHTa O6vem, M6 MpumeyaHusa
OOKYMEHTa OOKYMEHTa

1 2 3 4 5

HamMeHOBaHME OOJDKHOCTU
cocTaBuUTEeJId OIIMCHU Nognmce PaCU_IM(i)pOBKa rnogrnmcum

dopmat A4 (210 x 297 mm)

COUBBHHEWHHaKaoneaﬂemp0HHOEA8ﬂQ

MpunoxkeHune N 25
K n. 4.18 MNpasun

HammeHOBaHMEe OpTraHn3alun

HOMEHKJIATYPA IEJI YTBEPXIA
PykOoBOOMTEJb OpTaHM3aLuUn

Ha ron [lomnuce PacumppoBxa

IOONMUCHU
ITaTa
NHaeKkc 3aronoBoK gena Konnyectso | CpoK xpaHeHua u MpumeyaHune
aena aen N cTtaTbu no
nepeyHto
1 2 3 4 5




Ha3sBaHue pasgena

HavMeHOBaHME IOJDKHOCTU
pykoBomuTesnda CiyxoOwe JOY
opraHM3auuu

Buza PYKOBOIUTEJIS apxuBa
(Muila, OTBETCTBEHHOTO 3a apPXUB)

COIJIACOBAHO

[lpoToxkos IL3SK (3K)
oT N

ITognucoe

COIJIACOBAHO

PacumdpoBKa MOONUCU

[IpoTokos 3K apxXMBHOTO YyUpeXIeHUS

oT

N

VToroBad 3amnmMcb O KaTeropmax M KoJImdecTBe neji,
romy B OpTraHM3aluum

3aBEIEHHEIX B

Mo cpokam xpaHeHuUs

Bcero

B Tom ymncne:

nepexoasLmx c otmeTKom "IMK"

3

4

[MoctosHHOrO

BpemeHHoro (cebiwe 10 neT)

BpemeHHoro (go 10 net
BK/IIOYUTENBHO)

MpogomxkeHne npunoxeHna N 25
K n.4.18 MNpasun



UTOrO:

HamMeHOBaHME OOJDKHOCTU
pykopomouTeNnd CiyxoOwe JOY [omnmce

DaTa
WTOTOBEE CBeIOeHMs [epelaHBEl B apXUB.

HammMeHOBaHMe IOOJDXKHOCTM JIMlia,
repenaBllero CBEeIEeHUA Homnuce

DaTa

HammeHOBaHMEe OpTraHn3alun

HamMeHOBaHME CTPYKTYPHOTO
rnonpasnesieHns

HOMEHKIJIATYPA JEJI

PacumdpoBKa MNOONUCU

PacumppoBKka NOANUCU

Ha ronm <*>
NHaekc 3arono0BoK Aena Konnuectso Cpok xpaHeHua u | MpumeyaHue
aena TOMOB (4YacTei) N cTatbu no
nepeyHto

dopmat A4 (210 x 297 mm)

MpunoxkeHune N 26
K n. 4.18 MNpasun



3

HasBaHue pasgena




HavMeHOBaHMEe OOJDKHOCTU

pyrkoBOOUTEJIA CTPYKTYPHOI'O

InompasnejieHnA

DaTa

COTJIACOBAHO <**>

[IpoTokoJ 3K CTPYKTYPHOI'O

nompasneJyieHnA
oT

Ilognmucoe

PacumdppoBka OOOIUCU

dopmat A4 (210 x 297 mm)

<*> K HOMeHKnaType Oen CTPYKTYPHOro nogpasfenieHus No OKOHYaHWW KajleHZapHoro roga
COCTaB/AETCA UTOroBas 3anmcb No Gopme, yKa3aHHOW B MPUNOKEHUN 25, M enaeTca oTMeTKa 0 nepesade
WTOroBbIX CBeAeHUI B cnyKby OY opraHusaumu.

<**> Mpu Hannumm K CTPYKTYPHOrO NoapasaeneHus.

BHYTPEHHAA OIIMCH

OOKYyMEeHTOBR nmeJjia N

MpunoxkeHue N 27
Knn. 4.19, 4.21 MNpasun

N n/n | Pernctpay, [ata 3aronoBOK AOKYMEHTa Homepa nucros MpnmeyvaHu
MOHHbIA | JOKYMEHTA aena e
nHAeKc

OOKYMeHTa
1 2 3 4 5 6
MToro IOKYMEHTOB .

(undpaMm M OPONMUCHIO)

KonmmuecTBO JIMCTOB BHYTPEHHEM OIMCHU

HavMeHOBaHMe OOJIXHOCTM JIMLE,
COCTaBMBIIET'O BHYTPEHHIOK OIIMCH

IOOKYMEHTOB 1eJjia

OaTa

(UmppaMm M OPONMCHI)

I[Toonmuce

PacumppoBka IOIONMUCU

dopmat A4 (210 x 297 mm)



MpunoxkeHne N 28
K nn. 4.19, 4.24 MNpasun

(HaMMeHOBaHMe I'OCYyIOapCTBEHHOI'O (MyHMLI,MHaJ’IbHOI‘O) apXMBa)

(HamMMeHOBaHMUE OpI‘aHI/ISaLU/H/I)

(HaMMeHOBaHME CTPYKTYPHOTO MNOoIOpasmesieHusd)

IOEJIO N

TOM N

(BaroJsioBOK gJeJjia)

(kpaviHMe IaTH)

®. N

Oon. N

O.N

HammveHOBaHMEe OpTraHM3alun
CrnpaBO4YHBIE HOaHHEE OO OpraHM3alumn
(mouToBEM azmpec, TenedoH,
TenedoH/bpakc)

APXVIBHASA CIIPABKA

N

(mnara)

Ha N oT

OcHOBaHUE :

Ha JIncTax
XpPaHUThb

dopmat A4 (210 x 297 mm)

Mpunoxkenne N 29
Kn.5.12 MNpasun

Apnpecar

TekcT



HOJIXHOCTb pyrkoBOOMUTEJIA OpPIT'aHM3allM

(I/L]'[M VMHOIT'O YIIOJIHOMOYEHHOI'O UM J'H/H_I,a) HMognuce PaCLLU/I(prBKa Inongrinmcum

[leuaThb

daMmIIMA MCIIOJIHUTEJIA
Homep TenedoHa

dopmart A4 (210 x 297 mm)

MpunoxxeHue N 30
K n. 6.8 MNpasun

YTBEPXIA YTBEPXIA
(HaMMeHOBaHMEe IOJIKHOCTM PYyKOBOIOUTEJIS (HaMMeHOBaHME IOJIKHOCTM PYyKOBOIUTEJIS
opraHM3aluuM, IlIepenanuer ITOKYMEHTEH) opraHmM3aluy, IPUHMMAKIEN TOKYMEHTH)
[Momnmuce PacumppoBKa NOANUCU [Momnmuce PacumppoBKa NOANUCU
DaTa leuaTsb DaTa leuaTsb
AKT
N

nprueMa-Iepenadm apxXMUBHEIX
IOOKYMEHTOB Ha XpaHeHUe

(ocHOBaHME Imepenauu)

(HasBaHMe nepenaBaemMoro QoHIa)

coaji,
(HaMMeHOBaHME OpTaHM3alUMM, Iepenanumell ITOKYMEHTH)
(HaMMeHOBaHME OpTaHM3alUMM, IPMHMMAalUEN IOKYMEHTEH)
IPMHMMaEeT Ha TOCYyIapCTBEHHOE XPaHeHMe HOOKYMEHTHE M CTPaxOBBEE KONUM 3a
(romer)

M CHIPaBOYHBI amnnapaT K HUM:

KoHcynbTaHTIIAOC: NpUMeYaHue.
Hymepauwsa rpad B Tabnunue gaHa B COOTBETCTBMM C 0DMLMANbHBIM TEKCTOM AOKYMEHTA.



N n/n Ha3sBaHue, Homep onucu Konnyectso Konnyectso eguHuL, MpumeyvaHmne
aK3emMmnnaAapos onnucun XpaHeHnA
1 2 3 4 6

ATOTO NPMHATO en. Xp.
(umdpamMm M NOPONMUCHI)

[lepenmauy OpOU3BEJINU: [lpreM OpomU3BEJIN:

JOJIXKHOCTB IlNognuce JOJIXHOCTB ITognuco PacumppoBKra

PacumppoBkra IOONUCU

MTOONUCHU
HaTa IDaTa

QOHIOYy NPMCBOEH HOMEP

VI3MeHeHra B YyUeTHHE OOKYMEHTH BHECEHE

JOJIXHOCTB

aTa

I[lopgnmce

Pacumbporka nomnmcu

MpopomxkeHne npunoxeHna N 30
K n. 6.8 MNpasun

dopmat A4 (210 x 297 mm)
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