[Ipunoxkenue

K IpHKa3y MUHHCTEPCTBA KyAbTYPHl
Poccmiickoii Peneparinn
ot 31 mapta 2015 . Ne 526

IIPABHJIA
OPTAHM3AIINH XPAHEHNS, KOMIUVIEKTOBAHHS, YYETA
H HCITOJNB30OBAHHA JOKYMEHTOB APXHBHOT'O ®OHIA
POCCHHUCKOH PEJAEPAIIMH H IPYTHX APXMBHBIX
JOKYMEHTOB B OPTAHAX T'OCYJIAPCTBEHHOM BJIACTH,
OPTAHAX MECTHOI'O CAMOYTIPABJIEHUSI 1 OPTAHA3BAIIUSAX

I. OBIIIUE TTOJIOXXEHU S

1.1. Hacrosiimge ITpaBuna  opranmzaumM  XpaHEHUS, KOMILIEKTOBAHH,
y4eTa H UCTIONIB30BaHMA JOKYMEHTOB ApXHBHOIrO dponga Poccuiickoit Qenepaiun
M [pyrHX apxXuBHHIX JIOKYMEHTOB B OpraHaX TIOCYIAPCTBEHHOH BIACTH,
OpraHax MeCTHOTO CaMOYIpaBJeHHss W OpraHH3aiuax (Jalee — HacTOAIIHe
lpaBuna) paspaGoTaHbl B  cooTBeTcTBHH ¢  (efepaibHBIM  3aKOHOM
oT 22 okrabps 2004 r. Ne 125-03 «O6 apxueHoM gene B Poccuiickoit
®enepauun» (CoOpanne 3axoHoxaTeNbcTBA Poccuiickoii Oenepanun, 2004, Ne 43,
CT. 4169; 2006, Ne 50, ct. 5280; 2007, Ne 49, ct. 6079; 2008, Ne 20, ct. 2253;
2010, Ne 19, cr. 2291; Ne 31, ¢T. 4196; 2013, Ne 7, ¢1. 611; 2014, Ne 40 (w.1ID),
ct. 5320), nmocraHoBneHHeM IlpaBuTenncrBa  Poccmiickoif Denepanun
oT 15 miong 2009 r. Ne 477 «O6 yrBepxAcHum IlpaBHJ IeNOTPOH3BOACTBA
B (eaepabHLIX OpraHaxX HCIOMHUTENbHOH BracTH» (CobpaHHe 3aKOHOIATEIbCTRA
Poccuiickoii ®eaepaumn, 2009, Me 25, cr. 3060); mpukasom MumHcrepcTBa
KYIbTYPEI H Méccosbrx KoMMyHuKauuit ~ Poccmiickoit  @enmepanuu
ot 18 aupaps 2007 r. Ne 19 «O6 yreepxaenun [IpaBun opraHu3amuH XpaHeHns,

KOMIUICKTOBaHHA, y9€Ta M HCMOJb30BaHHMA IOKYMEHTOB ApXHBHOro ¢oHaa




———-—*—!

2
Poceuiickoit Denepaunu u apyrux APXUBHBIX JOKYMEHTOB B IOCYAapCTBEHHBIX I
MyHWLHMAILHBIX apXuBax, My3edx M OHOMHOTEKax, opraHmsauuax Poccuiickoil
aKaneMiau Hayk» (manee - IlpaBuna xpanenms) (3apeructpuposan MUHIOCTOM
Poccur 6 wMapra 2007 r., permcTpalMONHEIN Homep 9059, «bromnerens
HOPMAaTHUBHEIX aKTOB (e¢AepanbHEIX OPraHoB HCIONHHUTENbHON BIAcTH or 14 Mas
2007 r. Ne 20%), ¢ H3MeHEHMAMY, BHECEHHBIMH npuKa3oM MHUHHCTEPCTBA Ky ILTYDEI
¥ MaCCOBBIX XoMMyHuKalui Poceuniickoit ®enepamvn o1 16 denpans 2009 1. Ne 68
(3aperucTpuposar MumrocToM Poccrm 5 Mas 2000 I., PErUCTpaHoHHbI HOMeEp
13893, «Poccuitckas razeta» ot 20 maz 2009 r. No 89), mpukazom MUHKYIETYpPEI
Poccuu ot 10 centabpa 2007 r. Ne 1273 «O6 yreepaetun PopM yHeTHEIX ¥ HHBIX
AOKYMEHTOB 110 OPTaHU3ALHE XPAHEHAS], KOMIUICKTOBAHHUS, YUETa H HCIIONL30BAHMHS
HOKYMEHTOB ApXHMBHOro dona Poccuiickoit ®enepanyu m IPYIAX apXABHBIX
HOKYMEHTOB B TOCYNAPCTBCHHBIX M MYHAUMIAOBHBIX apXuBaX, My3esx o
Oubrnorekax, opraHusauuax Poccuiickoit akagzeMum HayK» (3aperHcCTpHpPOBaZH
Munrocrom Poccun 9 okTabpa 2007 r., PErUCTpaUNOHHNY HomMep 10291,
«BIOJLIETeHb HOPMATHBHBIX aKTOB (heIepabHBIX OPIraHOR HCTIONHEATEILHONH BIACTH
OT 5 HOAOps 2007 1. Ne 45»).

1.2. Jletterre Bactoammx Ilpasmn ne pPacnpocTpaHgeTCcd Ha OPraHu3aIio
XPAHCHIA, KOMILIEKTOBAHMS, y4€Ta M HCIO/IB30BAHUA JIOKYMEHTOB APXHBHOTO

I dorga Poccuifckon ®enepannn u Apyrux APXMBHbIX [TOKYMEHTOB, COIEPM ALK
CBE/ICHUA, COCTABILIOIIAS [OCYIAPCTBEHHYIO TakiHy .

1.3. TocymapcIBeHHble OpraHbl, OpraHsl MECTHOTO CaMOYIIpaB/iIeH s
MyHEIHIAIBHOTO palioHa, T'OPONCKOTO OKPYra H BHYTPHIODOICKOO palioHa
00A33HBl CO3LaBaTh ApXWBH B LEIX XpaHeHnsd, KOMIUIEKTOBAHHA, ydYeTa H
HCIIONB30BaHAA OOpa30BABIIMXCA B rpouecce uX z{eﬂ'renmocm APXMBHbIX
OOKYMEHTOB.

1.4, Opraamsauun BrpaBe CcO3XABATE apXWBEI B LEIAX XpaHCHHS
00pa3soBaBIIMXCS B MPOLECCe UX NESTENLEOCTH apXUBHEIX OKYMEHTOB, B TOM

YHCC B LEIX XpadeHUd H UCTIOIBR30BaHUS APXUBHBIX HAOKYMCHTOB, He
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OTHOCAIMUXCS K TOCY JaPCTBEHHOM MM MYHKHIIMIIANEHON COBCTBEHHOCTH.

1.5. Samaun n ynkuuy apxupa (HeHTPATLHOTO apXuBa) FOCYAAPCTBETHOTO
oprata, opraHa MECTHOTO CaMOYNPaBNeHUS, OPraHH3allMH -~ HCTOYHHKA
KOMIIEKTOBAHHA TOCYNAPCTBEHHOTO, MyHHIHMINATLHOTO ApXHMBA ONPSNEAIOTCH

MOHAOKCHHCM, YTBCDKAAEMBIM PYKOBOOUTEIEM Opranuzalns.

II. OPTAHW3ALMST XPAHEHUSA JIOKYMEHTOB APXMBHOIO ®OHIA
POCCHIICKOU ®EIEPALIUM U JIPYT X APXUBHLIX JOKXYMEHTOB B
OPI' AHM3AL{UN

2.1. HokymenTsr, obpasyionmecs B JeITeNsHOCTH OPraHu3alyn, COCTARIAIOT
OOKYMEHTANBHBIA QO

2.2. CosznaHue JOKYMEHTATBHOTO (hoHa OpraHH3alHH OCYIUECTBNSETCS
OYTEM COCTABICHUS HOMEHKIATYpPE! Ael, GopMupoBanud u oGopMICHHAS [l Ha
OCHOBE HODMATHUBHEIX NpPaBOBEIX akToB Poccwmitckodf Pepepanmm, nepeuset
THTIOBBIX ~ APXMBHEIX ~ JOKYMEHTOB ¢ YKA3aHWeM CDOKOB HX XpaHeHHd,
YIBEPXKIAEMEIX B COOTBETCTBUM C NMYHKTOM 3 ¢TaThu 6 (PedcpaibHOTO 3aKOHZ
ot 22 oxtsaOps 2004 r. Ne 125-03 «O6 apXuBHOM mene B Poccuifckoit Oemepanuuy,
H IEPEUHEH IOKYMEHTOB, 00pasyIoIHXCA B IPOIEcce AeNTeNbHOCTH henepanbunIx
OPTaHOB roCcylapCTBEHHOA BIIACTH, HHBIX TOCYAAPCTBEHHBIX OPraHoB POCCHIMCKOH
Denepaliug, a TaOke B NPOLECCe AeSTENBHOCTH NOJBEAOMCTBEHHEIX UM
OPTanu3alldH, ¢ YKa3aHHEM CPOKOB XpaHeHus.

2.3. HacTb HOKYMEHTAIBHOTO (JOHMA, BKIIOUAKOMAS JOKYMEHTEl APXHBHOTO
orga Poccuiickoll Pepepanys, NOKYMEHTE 1o JHYHOMY COCTABY W JOKYMEHTEL
BpeMCHHBIX (cBbime 10 j1eT) CpokoB XpaHeHUS, BKNIOYEHHEE B Y4eTHEIC
AOKYMCHTBl apXWBa, COCTABILEeT ApXUBHBIH (OHX OpraHusalldu, KOTOPBIH
NOMJICKUT XPAHEHHIO B apXUBE OPrauH3aLyi.

JoxymenTel BpeMmeHHBIX (fo 10 et BKJIIOUHTENBHO) CPOKOB XpaHeHws

! Yacts 2 crereuld dencpanshoro 3akoka or 22 OKTAGPK 2004 r. No 125-03 «O6 apxuseom zene B Pocoutickoit

Derepaurnn.




4

XpaHATCH B CTPYKTYPHBIX [10Apa3[ieNeHUAX OPraHu3aili U 110 HCTEUEHUU CPOKOB
UX XPaHEHMS NIOIEKAT YHEUTOKEHHUIO B TIOPSIEKE, YCTAHOBICHHOM B ITyHKTaX 4.6-
4.13 mactosmux IpaBwi.

2.4. Bunamu apxuBHbBIX HOHIOB OPraHU3alMd ABISIOTCS:

APXUBHEIA (QOHA OPraHM3allUM, COCTOSAUIUA K3 HAOKYMEHTOB ApPXHBHOIO
douna Poccuiickoit QPemepauin u Apyrux apXUBHEIX JOKYMEHTOB;

O0LeUHeHHBIH AapXMBHBIM (QOHL, COCTOSUME M3 OOPA3OBABIIMXCH B
MPOLECCe ACATENHHOCTH MBYX WM Hojiee OpraHu3anMid JOKYMEHTOB ApPXHBHOTO
(ouna Poccuiickoit Memepalldi U APYTMX apXUBHEIX HOKYMEGHTOB, HMMEIOLINX
MeXKIy COO0H UCTOPHUECKH U/MITH TOrHHecKH 06 YCIOBIEHHBIC CBARY,

apXUBHAs] KOJIEKUHMS, COCTOAUAd W3 OTACTHHEIX APXUBHLIX AOKYMEHTOB
Pa3NUYHOINC MPOUCXOXASHYS, OOBE€JUHEHHBIX I10 OJHOMY HIH HECKOJBKHM
IPH3HAKAM (TeMaTH4eCKOMY, aBTOPCKOMY, BHAOBOMY, OOBEKTHOMY ).

2.5, ApxusHoMy (GoOHAY OpreHH3allU¥ IPHCBAMBAIOTCA  HA3BAHHE,
COOTBETCTBYIOUICE HAUMEHOBZHHMIO OPraHuM3alul, ¥ HOMEpP B IOPsIKe,
onpeneneHHOM IIyHKTOM 3.8. HacToAmux [Tpasmi.

2.6. ApX4BHEIE JOKYMEHTHl OPTaHH3ALUK COCTABNAKT OAuH (CSOHHBIN)
ApXHUBHKIM hoHN:

A0 U TIOCNES peOpPTaHH3alliu, a TAKKe U3MCHEHHA CTPYKTYPKL, IITATOB, ecli
yKa3aHHBIE MepOTPHATHA He MOBAEKAH 34 COO0H H3MEHCHUS Hesied ¥ mpeameTa
JeATeNEHOCTH OpraHu3aliiH;

RO U IOCIHe H3MEHEHUA TEePPHTOPHANBHBIX TPaHMI] ACATSNBHOCTH
OpraHU3a1uH;

B CNY9ae CMeHEl YIPCIHTENS,

B cnysae usMmeneHrs cobeTBeHHIKa HmymeéTBa OpraHu3aluH .apXHBHI:le
AOKYMEHTH! OpTaHI3alliM NOJIKHBI BKIH0YAThCA B Pa3HBIC apXUBHbIC (POHIBL.

2./1. B cnmy4ae peopraHm3alliyl OpTaHH3aUMH C Mepenadeldl GyHKInE BHOBbH
CO3MAHHON MW HMHOM OPTaHW3alH{ BCE apXMBHBIC NOKYMEHTBI TEpEIatOTCs
OPTaHH3AUHH-NIPABONIPEEMHNKY H BKIIOYAOTCS B apXuBHBIH QoHA mocnenHe.

,I[OK)/MCHTBI NOCTOAHHOIO XPAaHCH¥A W OOKYMEHTBI 10 JIMYHOMY COCTAaBY
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JHKBANMPOBAHHBIX OPraHU3alMH JOJDKHEL NIEPENaBaThed 8 YIOPSLIOUEHHOM
COCTOAHME ~ HA  XPaHCHHE B COOTBETCTRYOLMIT rOCY LapCTBEHHRIH
(MyHHIMITATLHEI) apXHE.

2.8. XpOHOMOIHYECKIMHE [PaHAAMH apXUBHOIC OHAA ABNMOTCAS:

AL apXMBHOTO (JOHOA OpPraHM3alUM — YCTAHABAMBAEMbBIE HA OCHOBE
HOPMATHBHBIX aKTOB AATH CO3AAHWA U IUKBHALNE OPraHu3auyi. [Ipu Hamuumy
HECKOJILKUX aKTOB 00 00pa30BaHMM OPTaHM3ALME NIPHHAMACTCH NATa Hauboee
PaHHEro U3 HUX;

AN OOBENMHEHHOTO apXMBHOTO (OHIA OPTaHH3aLMY — JATHl CO3JAHMUA
Hanbonee panHeld W TUKBUAALME HauGolee mo3meil 1o BPCMCHH NEeATEIbHOCTH
OpraHu3atuy, AOKYMEHTEl KOTOPOH BOIUTH B COCTAB 00hEIHHEHHOTO apXHBHOTO
donna;

ANs apXMBHOH KO/UISKHMM — JIaTBl CaMOTO PAHHErO H CAaMOro HO3IHETO
JOKYMEHTA.

2.9. ApXWBHEIE NOKYMEHTE! HOJKHI XPAHHTLCS B CHCTEMATH3HPOBAHHOM
NOpAZLKE B Npenenax apxueHoro donga. Eavnuneli cuctemaTasanmu JOKYMEHTOB
APXMBHOIO (JOHAA B aPXHBE OPraHM3AlHH ABIACTCS COBOKYNHOCTE apXUBHEBIX
AOKYMEHTOB WM OTLENBHBIH JOKYMEHT, OTHOCALUHECS K OJHOMY BOIIPOCY
ACATENRHOCTH OpraHU3alAy (Aanee-eHHANA XPAHEHHS).

2.10. EQMHALIE] XPaHEHAA JOKHEL GEITH CUCTEMATH3MPOBAHEI, BHECSHE! B
OIHCY H OOPMIESHEI B NOPAAKE, 06 CCIeInBaAIOIEM YHET, IOKCK U UCHOJIL30BAHHE
APXHBHBIX JOKYMEHTOB.

2.11. Eanswmnel xpasenwus apXMBHOTO (OHEA CHCTEMATHIHPYIOTCS B
COOTBETCTBHH CO CACHYIOIIMMH TIPU3HAKAMY ! |

CprKTypHmffI (HpHHaJIHé)[{HDCTB COVHAL XPaHEHHS X CprKTYpHLIM
NOJPA3AENCHHAM OPTaHu3aLiK);

XPOHONOTHYECKUH (N0 TepuoNaM WM faTaM, X KOTOPBIM OTHOCHTICS
COHHYILEI XpaHEHHA),

byHKUMOHATBHBIN, OTpacHeRoi, TEMATHYECCKHH, MPeIMETHO-BOPOCHEIH (C

* Tognykxr 2.8.6 myuxra 2.8 Mpasus XpaHeHn,
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y4eToM OQYHKIUA OpraHH3aliid, TeM MIH  BOIPOCOR, KOTOPBIX ~ Kacaercs
COIOCPKAHUE €AUHKI] XPAHEHH );

HOMMHANIbHBIH (M0 AENONPOU3BOACTBEHHOM dopme ~ BuHgaM u
PasHOBUIHOCTSM JIOKYMEHTOB);

KOPPECTIOBIEHTCKHA (0 OpraHM3aluaM, B Pe3yIbTaTe [EPCIMCKH C
KOTOPBIMH 00pa30BANKCE eANHUNELI XPaHEHH S );

reorpaQuyeckuii (B COOTBEICTBHH C ONPeJCIEHHBIMH TCPPUTOPHAMH,
HACeNICHHBIMY NYHKTaMX U ADYTUMY MeOrpaduHueckuMHi 06HEKTaMHt, ¢ KOTOPBIMA
CBS3aHO COAEPKaHHe TOKYMEHTOB, aBTOPHL, KOPPECIIONASHTHL);

ABTOPCKHA (N0 HasBaHWAM opramdsaumii wnm  QaMwmsM rpaxias,
ABISIFOMIUXCS aBTOPaMH JOKYMEHTOB).

2.12. JloxyMeHTHl, Bolemmme B OOBE[MHEHHBIT apXMBHBIA (OHN,
pacTosaraloTes no 3HAYUMOCTH GoHAOOOpasoBaTesiel, O XPOHOJOTHA CO3AAHMUA
HAOKYMEHTOB, IO anaBuTy HasBaHHil W APYTMM NpH3HakaMm. B mpenenax Kaxaoro
$oHza, Bomeaero B 0ObeAUHEHHBIN APXABHEIH (DOHI, IPUMEHAIOTCS TP HHITATIH]
CHCTEMATH3ALMK, BHIOOP KOTOPBIX ONPENEIseTs XapakTepoM AesTelhbHOCTH
KOHKPETHBIX OpraHu3auni, cocTaBoM U 00beMOM JOKYMEHTOR.

2.13. CHcrematnsauusa /OKyMEHTOB ApXMBHOH KOJJIEKHNH OIpeneNseTcs
TEMATHKOH U COCTABOM HOKYMEHTOB.

2.14. CoxpaHHOCTE JIOKYMEHTOB B ApXWBE OPTaHH3ALNH 0GECIEeUMBACTCS
KOMIUIEKCOM MEPOTIPUATHH 110 CO3JAHHIO HOPMATHBHEIX YCIOBHH, COOMOACHHIO
HOPMATHBHEIX DEXHMOB U HaNeXalleld OpraHH3alliH XPaHEHHA JOKYMCHTOB,
UCKMIOUAIOWHMX  XMIIeHHe M yYTpaTy # 0OecHevYHBAIOWMX MONAEPXKAHUE B
HOPMAaNBLHOM (PUIHUECKOM COCTOSHNY.

B KbMHﬂeKc paboT no obecmeueHuIo cbxpaHHOCTH - IOKYMEHTOB apXyBa
OPTaHU2AOHH BKIIOYAIOTCS:

IIPEIOCTABNCHNHE NOMCINCHNSA A PA3MEIIEHHS apXUBHRIX JIOKYMEHTOR,;

obecIicuCHHE HOPMATHBHEIX YCJIOBHE XPaHEeHHs TOKYMEHTOR,

BBIMIOJHCHHE  TpeoBanull K pasMeINeHWI0  JOKYMEHTOB B

APXEBOXPAHHIMALUEL,
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NPOBEPKa HAIIMYHS H COCTOSHMS IOKYMEHTOB.

2.15. OfecneyeHHe HOPMATHBHEIX YCIOBHIA XpaHeHUs JOKYMEHTOR
BKJTIOYAET:

OCHaIlleRUe apXMBOXPABKMIHIL CIIELHANBIBIM 000pY JOBAHHEM A XPaHCHHA
OOKYMEHTOB;

obOpyNOBaHME  NOMEUIEHHA  apXHBA  OpraHy3almu CpesicTBaMuU
NOXAPOTYIIEHUS, OXPAHHON Y NIOXAPHON CHrHATH3ALTE;

COOMOIeHHe MPOTHBOMOKAPHOrO PeKUMA,

CODMIOAEHNE OXPAHHOTO PEXKIMAL;

CO3MaHKe  HOPMAaTHBHBIX  TEMIEPATypHO-BIAXKHOCTHOTO,  CBETOBOTO
PEXKMMOR, IPOBEJICHNE CAHUTAPHO-THIUSHHYCCKHX MEPONPHSITHH.

2.16. ApxuB OpraHUzalMH PA3MELIAETCA B CHCHMANBHO HOCTPOCHEHBIX MU
UPACTIOCOGICHHBIX IS XPaHEHHS NOKYMEHTOB 3JAHUSX HIK B OTHENIBHBEIX
MOMELICHUAX 3IAHMSL.

B apxuBe Opranusailiy JOMKHEL OBITh Pe/TyCMOTPEHEL:

ApXHBOXPAHUIIHIIIE,

NOMEIICHYE ATl [IPHEeMa, BPEMEHHOTO XpaHEeH I JOKYMEHTOB,

TIOMEIIEHHE U WCIONMBE30BAHUS AOKYMEHTOB (dHTaNBHBIN 341, y4acTox
BBLA2YM JOKYMEHTOB ¥ HH(OPMANMOHHO-TIONCKOBBIX CPEICTB);

paboune KOMHATHI COTPYAHHKOB apXWBa OPraHH3aI[HH, KOTOpbI€ TO/DKHBI
OBITh H30AUPOBAHEI OT MOMEIIEHHH, T/1e XPaHATCA apXHBHELE IOKYMEHTBI.

He pomyckaercss pasMellieHHE apXHBa OpPTaHU3AAM B TOMBAJLHEIX W
4epAauHBIX MOMEISHIAX.

2.17. ApxvBOXpaHHIHILE JOKHO OBITh YAAIEHO OT nabopaTopHLIX,
TPOM3BOACTBEHHEIX, OBITOBBIX NOMCIICHHH H He WMETh 00X ¢ HHMHU
BEATAISALIMOHHNGIX ~KaHAMOB. ADXWBOXpAaHHIMINEG OTHENSeTcS OT COCeIHHX
NOMEUICHNA  HECrOpaeMbIMM  CTGHAMH W [EPEKPHITHIMU ¢ NIpefenaMu
OTHECTOMIKOCTH HE MeHee IBYX HacoB. B apXxupoxpaHHmuuie He JorycKaetes
HPOKNalxa Tpy6 BONOCHAOKEHUS ¥ KaHaIH3aUHH, TEXHOIOTHUECKHE HIH GLITOBLIE

BEIBOJbI BOOKGL.




2.18. llpy pasMewIeHUH apXUBOXPAHWUIMIIA B  CHSUHANBHOM WM
NPUCTIOCOONSHHOM  3/laHMM  [peAmouyreHHe  (IpH  pPaBHBIX  TEIJIOBBIX
XaApPaKTEPUCTHKAX) OTAETCA NOMEIIEeHHSIM C CEBEPHOU OpHEHTauMeH OKOH.

Marepuansl IIOKPHITHSA CTEH, IONOB, IOTOJNKOB, BHYTPEHHEH apMarTyphl
APXUBOXPAHUITHING, NPUMEHSEMBIC OPU M3TOTOBNEHHH 0OOPYOOBAHHA H CPEICTB
XPaHEHHs aPXUBHEIX HOKYMEHTOB, HE JOJKHB BBIZENATh AarpecCHBHLIE
XUMHYECKHe BeHIeCTBA | OLITE HCTOYHHKOM TBLTH.

2.19. ApXUBOXpPAHUIALIE JOIDKHO UMETH €CTECTBEHHYIO HIIH HCKYCCTBEHHYIO
BEHTHNIANUIO, OOCCNeUYMBAIOILIYI0  DELMpPKYNSUHO  BO3AYXa, CTabHIBHOCTE
TEMIIEPATYPHO-BIAKHOCTHOIO PEXHMaE, OUHCTKY BO3AYXA OT IBUTH H ATPECCHBHEIX
npuMeceidl, a Tailke OTBeYaTh COBPEMEHHLIM TpeOOBaHMAM KOMIAKTHOCTH H
3KOHOMUYHOCTH.

ApPXUBOXpaHWIHIIE AOIDKHO HMETh BEIXOALI K JIHGTAM M JeCTHHUYHBIM
KJIETKAM.

2.20. ApxuBoxpadunaima (3a UCKITFOYEHUSM APXHUBOXPaHWIIUIL,
PAcroNaraloliuxcd Ha OXpaHgeMoH Teppuropur) OGOPYAYIOTCS JABEpPIMU ¢
MOBBIMIEHHOH TEXHHUECKOH YKPEIUIEHHOCTBIO IIPOTHE BO3ZMOMXKHOIO B3JIOMA,
OCHAIIEHHEBIMH 3aMKaMH TIOBRIICHHON ceKpeTHOCTH. OKHa MOMELIeHH TIepBOTo
3Taxa AOMKHEI OLITE 000PYNOBAHEL 3aTIAPAIOIIHMUCA PEHIETKAMHE",

2.21. Bce noctynaromue B apXuB OPrafH3aii JOKYMEHTE pasMeIaTes B
APXHBOXPAHUNMINAX Ha CTAalHOHAPHBIX W/HIM IIEPEABIKHEIX METANHYECKHXK
CTEINIAKAX, B METAUIMYCCKHX LIKadax WM KOHTeHepax.

Cremnaxky AOMKHBL OBITH YCTAHOBACHBI TMEPNEHANKYISIPHO CTEHAM ¢
OKOHHBIMM [POCMAMH, a B NOMEIIEHHH 0€3 OKOH — ¢ y4eToM ocobeHHOCTeH
nomeneHns u obopynosanna. He nonyckaetcs pazMeliieHne cTenaxei BIIOTHYIO
K HapyXHBIM CTCHAM 3JaHHA U K KCTOYHHKaM TeIUla.

PaccrasoBka creimnaxed W mKahOB OCYIISCTBISNETCS B COOTBETCTBHHA CO

CHEOYHOITUME TPeOOBAHMIMHU:

* Ioanywxtst 2.11.1.1 - 2.11.1.2 mynkra 2.1[ TTpasun xpaneHus.
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PACCTOAHIE MEXRY PANAMH CTe/axel (IIaBHBIH mpoxon) — we menee 120
CM;

paccTositue (IIPOXON) MEX Ny CTeIAXAMY — HE MeHee 75 CM;

PacCIOAHNC MKy HAapyKHOH CTeHOM smasma W creimaxamu,
NapanneIbHbIMKA CTEHE — He MeHee 75 cu;

PACCTOIHAC MEXIY CTEHOH H TOPLIOM CTeMaXa WK IIkada (oOxon) — ne
MeHee 45 cum;

PACCTOAHME MKy TONOM B HIKHEH HONKolt cTennaxka (mxada) — He Menee
15 cM, B IOKONEHEIX 3TaMax — He mMenee 30 on’,

2.22. TIpOTUBOLIOXKAPHEI peXuM B SIAHWAX, TAC PA3MEINAeTCs aAPXUB
OpranM3alliH, H B apXHBOXPAHWNMINAX YCTaHABANBAETCH B COOTBETCTBUU G
HOpMATUBHEIMH NPaBOBBIMK akTamu Poceniickoil deneparuu B 06nacTy HOXapHOH
BezonacHocTy.

2.23.  OxpeHHbil pexuM  obecneumBaercs nyreM  obopyJoBaHUs
APXUBOXPAHUIINIL, @ TAKXKE APYTHX [OMELIEHMH, /i€ NOCTOSHHO WM BPEMEHIIO
XPAHATCA  apXHBHBIC MNOKYMEHTEBI, CDENCTBAMM OXPaHHL, OGECIeYMBAIOILHMA
KOHTPOXE NOCTYNA B apXMBOXPAHWINIIE ¥ HOMEIIEHUS aPXHBA, H COBIIONCHHEM
TIOpALKa CAaYM IO OXPaHy M CHATUA ¢ OXpaHbl, YCTAHOBICHHOTO PYKOBOZUTEIEM
OpraHu3alluy.

B ciydae BRIaUM apXUBHBIX JOKYMEHTOB BO BPEMEHHOE HOIL30BAHHE TIO
3alpocaM  rocyNapCTBEHHBIX OpraHOB, OPraHOB MeCTHOTO CAMOYNpABICHHS i
OpratM3aluMyl BBHIHOC M3 3AaHHS ApXMBA MIIH 37aHHA OpTraHH3allufd apXUBHBIX
ACKYMCHTOB paspellaeTcst TONLKO JI0 CHeLMAIBHLIM IIPONycKan.

- 2.24. ApXuBHbIE JOKYMEHTEI CHEeAyeT XpauuThs B TEMHOTE.

Bee Buabl paGoT ¢ OKYMEHTAMMU [OMKHD] [POBOAMTEHCS IIPH OrPaHUYECHHBIX
UK TEXHONOTMYECKE HEOOXOAUMBIX YPOBHAX OCBEINCHHS,

3amTa IOKYMEHTOB OT [eHCTBHE OBETa oBeCHeuMBACTCS XpaHeHHeM

AOKYMCHTOB B KOPOOKaX, NANKaX M IeperieTax, B mkadax wiy Ha CTeLaKax

* IMopryaxt 2.11.3 nyusta 2.11 [TpaBun xpaxexus.




3aKPEITOrO THUIIA.

EcTecTBeHHOE OCBeWeniTe B apXMBOXPAHIIIAIIE AOTYCKAGTCA DY YCIOBHH
NPUMEHCHUA HA OKHAX CBETOPACCCHUBATENEH, 3aIMTHBIX QUIETPOR, 10TOD, KATIO3H,
HaHCCCHHBIX Ha CTEKIIO ITOKPBITUA. J{71s1 HCKyCCTBEHHOIO OCBELICHHS IPUMEHSIOTCS
TamTIbl HAKAJTMBAHKHA B 3aKPHITHIX IIaQOHAX C rIafX0N NOBEPXHOCTEIO.

YpoBeHb OCBEIIEHHOCTH B JWAla3’oHe BHAAMOIO CHEKTpa He JOIDKeH
IPCBHINATD: Ha BEPTHKANBHOH HOBEPXHOCTH CTENNAXA, Ha BEICOTE OfHOTO METpa
oT noita — 20-50 mroxcos, wa pabouunx cronax — 100 mokcos®.

2.25. B apXuBOXpaHWIHIIE IS XpaHeHWs ROKYMEHTOB YCTAHABIMBAIOTCH
CIETYIOUNE NapaMeTPhl TEMIIEPATY PHO-BIAXHOCTHOTO pexuma:®

A4 XpaHSHUA JOKYMCHTOB Ha OyMa)XHOM HOCHTeNle — TeMmiepatypa 17-19°C,
OTHOCHTEJIBHAS BIAXKHOCTh BO3AyXa — 50-55%:;

AJISL NOKYMEHTOB Hé MArHATHbBIX AMCKaX W ANCKOBEIX HakomuTensx — 8-18°C
u 45-65%;

AU AOKYMEHTOB Ha onTuyeckux quckax — 10-23°C u 20-50%;

JUist ZOKYMEHTOB Ha KHHONAEHKE

¢ HHTPOOCHOBOM — 4epro-Oelbie: Temmeparypa He Beimle 10°C, npeTHEe:
TeMIiepaTypa He Bollie -5°C;

¢ besomacHoH OCHOBOH — w4epHO-Genble: TemiepaTypa He BhIme 15°C,
HBETHEIE: TeMIIEpaTypa He BhIlne -5°C;

IS POTOJIOKYMEHTOB:

4yepHO-Oesibie — TeMnepaTypa He Bbiue 15°C;

LIBeTHEIE - TEMIIEpaTypa He BhIle -5°C.

OrHocuTenbHas BAAXHOCTh BO3AYXa, HEOOXOOMMAd UL XPAHEHHSs
JNOKYMEHTOB HA KMHOIUIEHKE M (POTOJOKYMEHTOB cocTaemier 40-50%.

2.26. B apXuBOXpaHHIMILE C HEPEYNUPYEMBIM KIHMATOM AOJIKHBI
OCYWICCTBNATECS MEPONPHATAS TIO ONTHMH3AUMH TeMIIEPATYPHO-BIAKHOCTHOIO

peXxHnMa C NIpUMEHEHUEeM OTOILIEHHI U HpOBCTPHBAHEA HOM&H_IGHHI\:I, d TaxKe

* Mommysrr 2,11.2.4 nyrkra 2.11 [IpaBrA XpaHeHus,
¢ Tloanyakt 2.11.2.3 nywicra 2.1 [Tpaswn xpaseHns.



U
MEXAHUYSCKHX CPEACTB YBIAKHEHUS UNH OCYIIEHNA BO3gyxa. Peskue koncbaniua
{ce30HHBIE W B TCUCHHE OHUX CYTOK) TeMIeparypsl (17- 5 °C) M oTHOCHTENBHON
BAAXHOCTH Bosgyxa (+/- 10%) He monyckaroTes.

Ilpy anuTenbHOM HapyYIICHHH TEMIEPATypPHO-BIAKHOCTHOrO pexuMa (0T 3
CYTOK H Ooiiee), COMPOBOXKAAIOLHEMCS TOBHILICHHEM OTHOCHTENIBHON BIaKBOCTH
Bosgyxa 00 70 - 90%, IpUHEMAIOTCA MEphl IO €ro HOpMatH3aluu (HATEeHCHBHOE
TIPOBETPUBAHHUE, OCYHICHHUE apXyBOXPAHVITHING).

TeMIepaTypHO-BIAXKHOCTHBIA PEKUM KOHTPONAPYETCS [yTEM PErYIIPHOTO
H3MEPCHHS TEMITEPATYPB! ¥ OTHOCUTEIHHON BAKHOCTH KOMHATHOTO H HAPYXHOTO
BO3AYXa B OIHO H TO € BPeMs: B KOHAMIMOHHPYEMBIX HOMELIEHUIX — He pexe |
paza B HeAeAl0; B apXHBOXPAaHWIAMIAX, HE OCHAWECHHBIX CHCTEMOI
KOHIHITHONMPOBAHUA BO3AyXa — 2 pa3a B HEACI; IPH HapyIUEHUAX pexuma — |
pa3 B CYTKH.

Hoxazanus KOHTPONBHO-UBMEPHTENBHBIX NPUOOPOB  (PUKCHPYIOTCA B
PCTHCTPALMOHHBIX  JKypHalaX, B KOTOPBIX TaKKE OTPAXAaIOTCS MHPOBEPKA
IMPaBUIBHOCTA NOKa3aHUH mpuOOpOB ¥ MEpsl, IPUHATHE [0 HOPMAIUZALMU TEM-
NIepaTypHO-BIAKHOCTHOTC PSXXHMA B CIIYy4asX €ro HapyIueHHs.

Hpy sanuquy B 30aHUU apX¥Ba [EHTPANU3OBAHHON CHCTEME! 0fecleueHys
COOITIOZIEHNS TEMIIEPATYPHO-BIAXKHOCTHOTO PEXUMA B [IOMEILEHMIX, [JI€ XPAHATCS
IOKYMEHTBI, KOHTPONb 32 €ro coOMOKeHHEM OCYIHEeCTRISETCS B aBTOMATHYECKOM
pexUMeE,

2.27. TlomelueHus apxuea OpraHf3allii JODKHL] COAEPKATECS B UHCTOTE, B
YCIOBHMAX, HMCKIIOYAOIIUX BO3MOXHOCTE IIOSBIEHMS [JIECEHH, T'PEI3YHOB,
HACEKOMBIX, IIblNH. B MoMemeHuax apXuUBOXPAHMIMIIL AOIKHE OBITh 00ecreueHa
cBoOoaHAS uﬁpkynﬂum[ BO3YXa, UCKIIOYaIoLEas 06pa30BaHHe HenpoﬁeIpHBaeMHx
30H, ONACHBIX B CAHUTAPHO-OUOIOTHUECKOM OTHOIEHUH.

B nomenienyax apXuBOXpaHWIUIL HEOOXOAUMO!

IPOBOIUTE CUCTEMATHYECKYIO BIAXKHYED YOOPKY;

He pexke OJHOIO pasa B TIOJ NPOBOAUTL ODECIBUTMBAHHE KOpOOOK ¢

NOKYMEHTAMH, LIKAGOB, CTEIIAXEIH;
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00palarslBaTh  IOKOMBHEIS YaCTH  CTEMNIAKEH, NONBL,  IUIHHTYCHL,
IOJIOKOHHUKY BOJHBIMU PACTBOPAMH AHTHCCIITHKOR,

2.28. Jlpa pasa B rof (B Hadage W HO OKOHYAHHH OTOIMHTEIBHOIO CE30HZ)
JOKYMCHTEl W TOMEIUCHHA apXHBOXPAHMUNKIL NOABEPralTca 0OCleIOBaHU I
CBOCBPEMEHHOTO ODHApY/XEHHA HAaceKOMBIX M IUlecedn. Ilpu obHapysxeHmw
Oroaordeckux Bpeaurenell MPUHUMAIOTCA CPOYHBIE MEDHI 10 AE3HH(EKHNH W
JE3UHCCKIHH [OKYMEHTOB ¢ IOMEIUCHMH CHIaMHM pPabOTHUKOB apXwBa, a MpH
HEOOXOIMMOCTH — CHIIAMH COOTBETCTBYOMINX CITYXKO.

2.29. B apxuBOXpaHHIYIIE 3aIPCIIAeTCs HAXOMUTHCS B BEPXHEH ONIEXE,
MOKPOH 1 IpssHOM o0yBM; XDaHUTh NOCTOPOHHHE TIPEAMETHI, HMYIIECTBO U
obopynosaHue, ynotpebaaTs IMILEBRBIE IPOSYKTHI.

2.30. OOs3arencHeIMH YCIOBUAME XPaHEHHS JNEKTPOHHBIX JIOKYMEHTOB
ABNSIOTCS:

HOIWYME B apXyBe OPraHH3alid He MeHee IBYX OK3eMINMPOB KaXKZOMH
COMHMLBI XPAHEHUS 3MEKTPOHHBIX JTOKYMEHTOB (OCHOBHOM U paboumit SK3eMIuisphl
AOJDKHBI HAXOAXUTECS Ha PA3sHHIX (PU3HUYECKHUX YCTPOHCTBRAX);

HaNUYUe TEXMMYESCKHMX M MPOrPaMMHBIX CPEACTB, IIPeIHa3HAYEHHBIX A
BOCTIDOM3BE/IEHUS, KOTUPOBAHMA, TEPE3AHCH 3NEKTPOHHBIX  HOKYMEHTOR,
KOHTPONS (PUIMHECKOrO ¥ TEXHUYECKOTO COCTOAHUS,

o0ecrneueHHe pexNUMa XPAHEHHS AEKTPOHHEIX JOKYMEHTOB, HCKTIOUAIOLIEr0
yTpaTy, HECAHKUUOHMPOBAEHYK pacChlUIKy, YHHUYTOXEHHE M HCKAKeHUS
HHPOPMALIHH.

2.31. Tlepenaua TeKCTOBBIX 2ME€KTPOHHEIX JOKYMEHTOB T XPaHSHHS B apX#B
OpraHp3aluy, AB/BAIOLIEHica UCTOUHHKOM KOMIUIEKTOBAHMA rocyﬂachBeHHoro u
MY HHEIUTAJIEHOTO ApXUBa, OCYLUECTBICTCS B thopmare PDF/A.

232. B ueaax oleciieueHHs XpaHEHHWs, ydeTd H  KCHOIB30OBAHHA
JIIEKTPOHHBIX JIOKYMEHTOB, HaXOMAIMXCA Ha XPAaHEHWH B apX#BE OPraHU3alNy,
JAOTKHO NPOU3BOAMTECA CUHXPOHHOS H3MEHEHHE NPOTrPaMMHO-AITIapaTHON Cpesl
B OPraHM3aldd W B apXyBe OPraHHU3allkM, a TAKKE CBOSBPEMEHHAN Epe3aruch

SNICKTPOHHBIX apXHBHbBIX NOKYMCHTOB Ha HOBbIE HOCUTEIIH H B HOBBIC Cl)OpMﬂTI;I.
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B mpouecce xpaHenns 31eKTPOHHLIX IOKYMEHTOR B APXHBE OPTAHHIALNA He
PoXe OQHOro pasa B 5 JIeT NPOM3BOJUICA TEXHMYSCKHI KOHTPONL GH3MYECKOro
COCTOSHMS HOCUTENeH ONEKTPOHHEIX IOKYMEHTOB U BOCIIPOM3BOLNMOCTH
2NEKTPOHHBIX TOKYMEHTOB.

B ciywae ecan mpH oCyIIECTBICHUH TEXHUYECKOTO KOHTPOMA YCTAHOBIEHE]
H3MEHCHHA PUIHIECKOro COCTOTHHA HOCHTE/IeH IeKTPOHHBIX JOKYMEHTOB, ApXUB
OpraHH3aliH II0 PINCHHIO PyKOBOAWTENA OPTaHW3aiHK JOMKEH TIPOBOINTS
PaboTy Mo Mepe3anicy MEeKTPOHHEIX J0KYMEHTOB HA HOBBIE HOCHTEIH.

Ilpm w3meHenuy (popMaToB B pesynbTare NMpeobpasoBaHms [IPOTPAMMHO-
AIIIAPATHOH CPEXL!, YXYAUICHHA BOCHPOH3BOMMMOCTA 3NEKTPOHHEIX JOKYMEHTOB
apxXuUB Opratu3alyy N0 PEHICHHUIO PYKOBOANTEILE OPTaHN3aLMM HOJKEH IPOBOANTE
PaboOTy [O NePe3aNNCcH SACKTPOHHBIX JOKyMEHTOB B HOBhIE hopMaThl.

Ilpu ocyliecTBNeHHs NEPE3ANCH IO HA GbITh OBECTIEYeHA Ay TEHTHYHOCTS,
NONHOTE, [OOCTOBEPHOCTH, LEIOCTHOCTH M HEM3MEHHOCTE  WH(OPMAUMH,
coAepKalieHca B MCKTPOHHBIX TOKYMEHTAX.

TexcToBBIE 5MEKTPOHHBIE HOKYMEHTbI, IOABEPTIUKECS NEPE3ANNCH B HOBHIE
dopMaTel W/HTM Ha HOBBIC HOCHTENH, JOJKHBI OTBEYaTh TpPeGOBAHUSM,
YCTaHOBRCHHBIM OyHKTOM 2.3] HacToamux [pasui.

2.33. Jlna omepaTMBHOTO JOCTYyna K ONEKTPOHHBHIM JOKYMEHTAM B
CIIpaBOYHBIX M IOWCKOBHIX LENsX B apXuBe co3maeTcs (pOHA NOJB30BAHUSA
NEKTPOHHBIX JOKYMCHTOB.

2.34. Bee noctynaroiue B apxHB OPraHU3aliH J0KYMEHTH Pa3MellaloTcs B
apXMBOXPAHUNMINAX Ha CTENNAXax WM B WKapax B MOPIAKe, COOTBETCTBYIOMEM
OMHCIM HeN, KOKYyMeHTOB. JIOKYMEHTHI, TeMIepaTypHO-BIAKHOCTHLIH pPEKHM
XPaHEHUS  KOTOPIX  pPasiuyeH, — JO/UKHEI  PA3MSIIATECE B PAIHBIX
APXUBOXPAHUIHAIIIAX.

2.35. Jokymentsl ApxupHoro donzga Poccuiickoli @crnepamns u apyrue
APXUBHBIE  NOKYMEHTHI JOMKHEI XPaHUTBCA B  KOpPODKax MNHM  [amkax,
H3TOTOBJIEHHEIX U3 O€3BpeAHBIX 1A JOKYMEHTOB MATEpHAlIOB.

ONEKTPOHHBIE HNOKYMCHTBI Ha QU3MYECKH ODOCOBICHHBIX HOCHTENSX
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Pa3MeLIakTCA OTACNBHO OT APYTHX TOKYMEHTOB.

Ha kopobxu DpUKICHUBAOTCS APIBIKM, Ha KOTOPHIX YK&3BIBAIOTCH: HOMED
toHna, HoMep OIMMCH M KpaifHue HoMepa Jell, Pa3sMEIIeHHRIX B JaHHOH KopoGKe.

Iopsijiox pasMenenyss yCTaHaBIMBAacTCHd B 3aBHCUMOCTH OT PACCTOAHMS
MEXYy MONKaMHM, (QU3MUECKOro COCTOsHUS fAeN, a TaKkke OT TBepAOCTH WU
MATKOCTH Tiepenieta. Jlena, uMerolde IBepAbY [epeilieT, yCTAHABAKBAIOTCS
BEPTUKANLHO; C MATKAM NEPEIUIETOM HIIH HelleperineTeHHbie - TOPH30HTANBHO.

KopoOxu He NOJUKHBI BRICTYIIATE 38 MPEJIeNsl HOJOK CTelUTaMet.

He momyckaeTrcs XpaHeHMe JOKYMEHTOR B TPAHCIOPTHOM Tape, B mrabensx,
Ha I1071Y, TIONOKOHHMKAX, NECTHHYHBIX ILIOHIaAKAX ¥ APYTHX, He ITpeIHAZHAUEHHEBIX
1718 XpaHeH s JOKYMEHTOB MeCTax.

2.36. Bce momenieHMs apxuBa OpraHu3allid, 4 TAKXE CTEJINaXXH, KA,
KOHTEHHEPEI, [IOKA HyMepyloTcs. CTentaxy, mxadbl 1 KOHTeHHePE HYMEpYIOTCS
B K&XIOM apXUBOXPAHWIHILE ClHeBa HANpaBO OT BXOJHOH OBEpH, a MOJKH Ha
CTEINIaXax — [To MIKadaM CBepXy BHU3, CIIEBa HANPARO.

237. B uensx ompeneneHHs MecTa XpaHeHHs [OOKYMEHTOB B
ApPXUBOXPAHUNMILIE COCTABIITIOTCS TONOTPaUUecKHe YKA3aTeaH: NOCTENNAKHES
(mpunoxenve Ne 1), a nmpu GoNeIIOM KONHYeCTBE QOHAOB — NOGOHIOBHIE
(npunoxenue Ne 2).

2.38. MaMeHenus, IPOUCXOAAINUC B Pa3sMEIICHHM HOKYMEHTOB, MOMKHLI
CBOEBPEMEHHO OTPaXaThCA B TONOrpadHYECKUX YKa3aTeIax.

239. B xone mpoBepkd HaJH9HsS W COCTOSNHHSA APXMBHBIX IOKYMEHTOB B
ApXYB¢ OpraHU3allMu:

YyCTaHaBJIHBaeTCs (PaKTHYECKOE HANMYME eMHUIL XPAHEHHUS M COOTBETCTBUE
' yqerHBiM OOKYMEHTaM; | |

BBIABIAIOTCH W YCTPAHAIOTCH HEAOCTATKH B YHETE JOKYMEHTOR,

BBIABAAIOTCS OTCYTCTBYIOWME JOKYMEHTBI Y OPFaHU3YeTCs PO3EICK;

BAISIBJISIFOTCS W YYUTBIBAIOTCS JOKYMEHTS], Tpebyrolme IpoduIakTHIecKo
1/UnY pecTaBpaliioHHo-NpoduIakTudeckoi oGpaboTry.

Breiaeasrores wu YUHTBIBAKOTCH 3JEKTPOHHBIE HOOKYMCHTEI, 'I'p86y1011_{}16
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NCpe3aliCll  Ha HOBBIC JICKTPOHHBIE HOCHTENH, MPOBOJHTCH KOHTPOJIb
(QU3AIECKOTO ¥ TeXHMYECKOr0 COCTOSHUS EAUEUL XpaHeHMs, OCYIECTRIAETCA
IpOBCpPKa Ha HANMYNE BPEIOHOCHHIX KOMITLHOTEPHEIX MPOTPAMM.

2.40. IlpoBepxa HANMYLS 1 COCTOIHHS JOKYMEHTOR Ha OYMAXKIBIX HOCHTCNAX
TIPOBOMIUTCA B apXUBE OPraHM3AllMM KOMHCCHEH HIH He MeHee ueM AByMs
PabOTHAKAMH He PexKe OIHOTO pasa B 10 Jer, BNMESKTPOHHBIX NOKYMEHTOB — HE PeKe
OFHOTO pasa B S JeT.

2.41. Tlpm npoBepke HATHYHS M COCTOSHHS AOKYMEHTOB B apXHBe
OprapH3aiil HeOOXOMIMO;

COXPAATS NOPAZOK PACTIONOXKEeHYs JJOKYMEHTOB Ha cTeNaxKax, B kadax n
KOHTCHHEepax B COOTBETCTRBUH C TONIOTPABHIECKHMHU yKaszaremamu. [Ipu n3menenuun
PacHoNOKEH#A e HeoOXOAMMO CBOEBPEMERHO JIENATE COOTBETCTBYIOIHE 3AITHCH
B TOTIOrpaHeCKHX yKa3aTe ax,

MOMEINATh Ha MeCTa HaANeXKallero XpaHeHHs OGHapymeHHble BO BpEMSA
[IPOBOPKH HETIDABMITRHO PASMENIEHHEIE e AUHUIBI XPAHEH N,

M3bIMATh ¢ TMOCIEAYIONICH U30ISHMell JOKYMEHTD, 3apaeHHbie IIeCEHBIO
WIH APYTUMH GHONOTrH4eCKMMY BPEIATEIIMH (fUIs JOKYMEHTOB Ha OyMaskaoM
HOCUTENIE),

MSBIMATh ENMHMLEL XPAHEHUS SICKTPOHHEIX JIOKYMEHTOB, COMepiKallie
BPCIOHOCHBIE ~ KOMIBIOTEDHBIE  TPOrpaMMEl, IMOMEIIATh HA  CHEHHUANBHO
BBLRCIEHHYIO NOJIKY (B AIMK) IV IOCIENyIomel 06paGoTKi;

M3bIMaTh U pasMellaTh BCASH 33 YYTEHHBIMY JIea, He BHECEHHEIE B OTIHCH.

BHecenre BHISBIIGHHEIX B XOJE IPOBEPKE HEYYTEHHBIX [OeN B OIUCD
3anpeinacTca. Heydrewreie fema momnexar ob6paboTKe M ONUCAHHIO HOCHE
3aBEPIICHUS [IPOBEPKH.

2.42.[IpoRepka HANHMYES H COCTOSHHA AOKYMEHTOB MpPOBONUTCS IyTeM
CBEPKY OMUCATENBHELIX CTATESH ONHACH ¢ ONHCAHAEM /IS HA O0I0MKaX.

DusHdeCKOe COCTOSHYES XS OTPEICHIETCA IyTeM BH3YATBHOTO HPOCMOTA.

JlenaTe Kakue-mi6o MOMETKH HITH 3aLHUCH B OTACHK e 1 APYTUX YUETHBIX

ACKyMEHTAX 3anpeaerca. B komme kammod NpocMOTPEeHHONW ONMHCH fenaercs
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3aick «[TPOBEPEHO» ¢ ykazanueMm HOMEpa U JaThl akTa IPOBEPKH HATUYHS U
COCTOSHUS HOKYMEHTOB.

2.43. [Iposepka HanWYUA U COCTOAHUS JOKYMEHTOB CUHTACTCS 3aBEPIICHHOM
IIOC/IC BHEGCCHUS H3MEHCHWH, BBIABICHHBIX HPOBEPKOH, B YYCTHRIC HOKYMCHTEHI
apxuBa,

Ilo pesyabTaTaM MpPOBEPKHU COCTABAACTCA akT IIPOBSPKM HANHYHA H
COCTOAHMA apXUBHBIX NOKYMEHTOB (npuioxenne Ne 3). [Ipn odHapyKeHHH OMHOOK
B YYETHBIX ACKYMEHTaX COCTaB/AACTCA aKT ¢ TEXHHYCCKHX OHINOKaX B YUETHBIX
nokymenTax (mpwioxenue Ne 4). B cnydae oOHapyXeHHs HOKYMEHTOB, HE
OTHOCAIMXCA K AaHHOMY (OHIY, apXHBY OpTaHH3alldH, HEYYTEHHBIX, TAKKE
COCTaBMACTCA COOTBETCTBYIOLOWE akT (mprnoxkerue Ne 5). YkaszaHHBIE aKTHl
HMOAITMCHIBAIOTCSH UCIIONHUTEISAMY 1 YTBEPKAAIOTCA PYKOBOANTEIICM OpTaHA3AIIME
WA €TO 3aMEeCTUTENEM, KYPUPYIOLLNUM ASATEIBHOCTh aPXHBA.

2.44. Econ npoBepkoH HaMM4Yusd W COCTOSHUA OOKYMCHTOB YCTAHOBIICHO
OTCYTCTBHE Ael ¥ JJOKYMEHTOB, OPraHUu3yeTCsa UX PO3BICK.

Po3bick apXuBHBIX HNOKYMEHTOB, He OOHApYXEHHBEIX B XO€ npOBepKH,
OpraHu3yeTcs ¢ MOMEHTA BBISBICHUA OTCYTCTBHS U NPOBOANTCH B TEUEHNE OAHOIO
roga. Ha pema, He oOHapyXeHHBIC B XOIe INPOBEPKH HAMWYHAA H COCTOSHEA
IIOKYMEHTOB, COCTAaBIACTCA akT 00 yTpare AokyMenTtos (npmioxeawe Ne 0),
KOTOPBIH DPacCMaTpHBACTCA JSKCHEPTHON KoMuccued (LeHTPaTbHON IKCIEepPTHOL
xomuccret) (nanee - 3K (UDK) opranusainy ¥ yTBEpKIAaeTCI PYKOBOJATENEM
OpraHU3alvyU UNHU ero 3amectrreneM. K akTy npunaraercs cupaBka o NpoBeeHud
PO3BICKa, IOJATOTOBNCHHAS W TOANKCAHHAL JIHIOM, NPOM3BOIJWBILNM IPOBEPKY.
Axr o6 yTpate JOKYMEHTOB IPEACTABIAETCS B COOTBETCTRYIOLIMH
rOCY IAPCTBEHHBIN (MyHmmnaanmﬁ) apXuB  WilK ynonHOMbquHBIﬁ OpraH
HCTIONHUTENBHOM BracTu cyGnekra Poccuiickoil @elepanuu B 0OMACTH apXUBHOTO
Jlena g OPUHSTUS PENIeHUs O CHATHY yTPaueHHEIX JIefl ¢ yUeTa.

2.45. JloKyMeHTBl BBIJAIOTCS U3 apXUBOXPAHWIHIE HAa OCHOBRHHU

MUCHMEHHOI'O pa3spelieHus] pPYKOBOAMTENS ApXUBA OPTaBH3alud UM €ro
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3AMeCTUTENS (eCHy apXuB SBILETCH YUPEKACHHEM ), PYKOBOLHTEIS CTPYKTYPHOTO
OApa3AeneHus OpraHH3alH:

PabOTHHKAM CTPYKTYPHBIX NOAPA3ACTCHI OpraHU3allui;

CYHeOHEIM, MPAaBOOXPAHUTENLHLIM M HHLIM YIIOJHOMOUYCHHEIM OpraHaM B
COOTBETCTBHH ¢ 3aKOHOZATENLCTBOM Poccnickon Pegepanny;

WUHEIM [10JIb30BATeNSIM 10 THCEMEHHOMY 3asBJICHHIO,

HOKYMEHTEI BEIZAIOTCA U3 APXUBOXPAHHMIIHII HA CPOK HE IIPCBLIIATOITHI:

OAHOTO MeCsiUa — M4 HUCTIONL30BaHN pabOTHHKAMHE OpTaHH3alHu U HHbIMY
IIONE30BATeIAMU;

IWEeCTH  MeCANeB —  cyAeOGHBIM, [PaBOOXPAHUTEABHHIM H  HHBIM
YTIOIHOMOYEHHBIM OpraHaM.

Ilpoanense yCTaHOBNEHHBIX CPOKOB BBIIAYH AOKYMEHTOB AONYCKAeTCA ©
paspeieHya  PYKOBOAMUTEHS OpraHu3aildd Ha  OCHOBAHHM  [MCHMEHHOIO
OOATBEPMACHAA I[I0Jb30BATENsd O COXpaHCHuH/ODecneYeHHH COXPAHHOCTH
JIOKYMEHTOB.

2.46. Belada KOKYMEHTOB U3 apXHMBOXpaHANUIUG PETHCTPHPYETCS B KHUTE
BRIJIAYM A&7 U OPOpMAseTSH:

3aKa30M {CHy)KeOHOH 3amHMCcKON ) Ha BRIIAYY JCIT;

AKTOM O BBIIAYE LEJI BO BpEMCHHOE IIONb30BAHUE — [IPY BEIIAYE B CTOPOHHHE
oprausauny (mpunoxense Ne 10).

Ilpu TparcnOpTHPOBKE e/t Ha TIOOHIE paccTOAHMA 00eCeYrBAIOTCA MEPH 110
OXPAHe H 3alIHTE WX OT BO3JCHCTBHA Bpeadblx (haKTOpPOB OKPYKAIINEH Cperbl.

2.47. Beinauy JOKyMEHTOB Ha OyMaXHOM HOCHTENE U3 apXUBOXPAHMIHINA 1
IIPHEM KX OOPATHO, B TOM 4MC/Ie B ClIy4ac HEOOXOIAMOCTH NOJIMCTHYO TIPOBEPKY
HATHYHA B COCTOAHHN JOKYMEHTOB Iepen BBINAYEH U3 aprdepaHmmua | rpH
BO3BpaTe, NPOHM3BOOUT pPabOTHUK apXUBOXPaHWIHMIIA B NPUCYTCTBHY JIMIIA,
MOMy4aromero (BO3BpaIIaloIiero) Aena.

BMecTo BRI IaBaemMbIX 13 apXUBOXPAHMIMIIA ETMHAT] XpAaHEHWA ¥ ONTHCEH e,
JIOKYMEHTOB [IOJIXKHA PA3MELLAThCHA KapTa-3aMecTUTelb Aena (npuioxerue Ne 7).

HPH BO3BpAUICHUH [€Ja KapTa-38MECTUTC/Ib W3BIMaeTCHd W XPAaHWTCAd B apxXuBe
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OpraHysalliy 10 MHHOBaHHA Haq0OHOCTH.

Hena, BhIaBagMbIE U3 apXUBOXPAHMIIKING, JIOIDKHE! NIMETh APXUBHELA mHudp,
[IPOHYMEPOBAHHBIE JIHUCTHI, NUCT-3aBepUTEnd Jena (upuwioxkenue No 8) W JicT
VCIIONB30BAHMA JOKYMEHTOR (Ipuiokenye No 9),

[ToaroTorka apXMBHEIX MOKYMEHTOB K BEIJAUE U3 APXMBOXDAHMIHIIA
BKJTFOYAET!

BBICMKY apXHBHBIX OKYMEHTOR,;

CBEPKY apXWBHOro mu(pa ¥ 3aI 0NOBKOR ¢ OMUCKHIO e, JOKYMEHTOB;

IIPOBEPKY PUBUHECKOIO COCTOSHUA Jelia.

DNEKTPOHHBIE JOKYMEHTHl BBIAAKOTCA U3 APXMBOXPAHUMHING B BHIE
BIEKTPOHHBIX KOonuil WM Konuid Ha GymaxxHoM HocuTene. Ilpu HeoOXOMHMMOCTH
33BEPECHUS KONMH IEKTPOHHEIX JOKYMEHTOB HCIOJNB3YETCS IIEKTPOHHAA NOMITHCH
PYKOBOJIUTENS OPraHM3aIlMK WX YIICITHOMOYEHHOTO UM AOJIKHOCTHOIO JMLA WU
OPOUIBONUATCA 32BEPEHWE KOMNMM JOKYMEHTa Ha OyMaXHOM HOCHIENE B
YCTAHOBNEHHOM nopaake (IyHKT 5.14. HacTosmux [Ipagun).

2.48. JToKkyMeHTBI U3 apXHBOXPAHHIUINE, KAK MPABKIO, He BHIIAIOTCS:

IIPY HAJIMYUU (POH[IA TONB30BAHNS,

Haxonsiuyecs B HEYTOBIETBOPUTENEHOM (PUIUUECKOM COCTOS UM

2.49. B oprammzanuy OONKHBI OBITH paspaGOTaHEl IUIaHBI KOHKPETHBIX
MEPOIPHATHH W JAPYTHe HOPMATUBHEIE JOKYMEHTE], PETNIaMEHTHPYIONHEe TOPILOK
paloThl B UPE3BHYANHEIX CHTYALHUSX, [IPH BOIHAKHOBEHHH KOTOPLIX HEBO3MOMNKHO
00ECIEYNTE COXPAHHOCTS APXUBHEIX JOKYMEHTOR,

C cofeprxagueM MIaHOB MEPOIPHITHI B APYIHX HOPMATHBHEIX JOKYMEHTOB,
onpefiensiox paboTy apxuBa OPraHW3alHH INPY YPE3BBIYAMHBIX CHTYALMIX,

JOIDKHB! GBITH O3HAKOMIIEHB! pabOTHHKM ApX1Ba OPraHH3ALHH,

1L YUET JOKYMEHTOB APXHMBHOI'O ®OHHA
POCCUMICKOM ®EJEPALIMU K JIPYTUX APXUBHBIX HOKYMEHTOB B
OPTAHUSALTIU
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3.1. Vaery noanexxar Bce xpausmuecs B apXuBe OPTraHH3aUWH AOKYMEHTHL,
BIOYan - JIOKyMEHTBl 1O JHYHOMY COCTaBy, KOIMHM HOKYMEHTOB (omza
ONK30BAHMS (PH HATHYME) H OUHCH ¢/, JOKYMEHTOB.

3.2. Opranuzauns, ABILIIOAACA HCTOIHMKOM KOMIACKTOBAHUS
FOCY IapCTBEHHOTO (MyHUIIHINEHOTO) apX1Ba, HPEICTABISET R rOCy1apCTBeHHEL
(MYHULHITANEHEIT) apXAB YYeTHbIC CBEICHHS 00 06beMe U COCTABe, XPAaHAIIHXCS B
APXUBC OpraHH3aUHK TOKYMEHTOB ApxuBHOro ¢orma Poccuiickoil Denepauun 1
APYTHX apXHBHEIX JJOKYMEHTOB B COOTBETCTBUHE ¢ PerniameHTOM rocy 1apcTBennoro
ydeta DOKYMCHTOB ApPXHMBHOTC (oHza PoccHHCKOMN Denepanun, yTBepKIeHLIM
nprkaszoM Pocapxusa ot 11 mapta 1997 1. Ne 11, (3apeructpuposan MUHIOCTOM
Poccun 8 mrong 1997 r., perucrpalyonHbli Homep 1344).

3.3. OCHOBHEIMY €IMHHLIAMHY YYETa APXHUBHBIX DOKYMEHTOB SIBISIOTCS

APXYBHBIH (OHI;

CAHHMIA XpaHCHWA — IEJIO, 3eKTPOHHOEe Aelo (NyHKT 4.34, HacTOAMHX
Ilpaen).

3.4. EnuHunam xpaHeHHs NPHCBAWBAIOTCS VYETHEIE HOMEpPE, ABJSIOLIACCS
HacTio apxupHOro wudpa. Ceelenws O COCTaBe eAMHMI] XpaHeHHaA H HX
KONMYECTBS QHKCUPYIOTCS B yUCTHBIX JOKYMEHTAX apXHEA.

Apxusapiit mudp (06o3HaueHne, HAHOCHMOE B JIEBOM HIDKHEM YINy Ha
K&XIyI0 SOUHHLY XpaHeHust B Lensx obecrieueHus ywera u HUICHTHQUKALINHN)
COCTONT M3: HOMEPa apXMBHOTO QOHAA; HOMEpPa OMUCH e, TOKYMEHTOB; HOMepa
eOMHMLE XPAHECHHS .

APXHUBHBIH UIAQP 3JEKTPOHHBIX NOKYMEHTOB, XPAHIMEIX Ha 060CO6HEHHEIX
SMICKTPOHHBIX HOCHTRNSIX, YKA3LIBA€TCs HA BKNAABINE, BIOXKEHHOM B dyTasp
HOCUTENA. ApxpiBHLif»i IHOP 3JIerp0HHLIX AOXYMEHTOB, XPaHUMEIX B
HH(OPMALMOHHOH CHCTEME ApXHBA, ABMASTCA 06A3aTEbHbIM JEMEHTOM OIIACaHHS
KOHTeHHEePA IeKTPOHHOT) JOKYMEHTA,

3.5. B apxuse opraHH3auuH BEAYTCA OCHOBHBIE (0Os3aTeNbHBIE) U
BCHIOMOTATEINLHBIC YURTHBIC NOKYMEHTHL. (COCTaB M (GOPMBI OCHOBHBIX YHETHEIX

AOKYMEHTOB ONPCACIATCS B COOTBETCTBUM C HACTOMIIEUMU HpaBI/IJIaMH. Coctap 1




20
GopMbl  BCIHOMOTATCIBHBIX  YYOTHBIX HOKYMSHTOB ONpeACHAoTcA apXHBOM
OpraHp3aluy caMOCTOITE/IBHO.

3.6. B coctap oCHOBHBIX {00g3aTENBHEIX) YUCTHBIX AOKYMECHTOB apXusa
OpPraHU3aLul BXOOAT:

KHUra Y4€Ta MOCTYIUIEHHS M BBIOBITHA €N, NOKYMEHTOB (HpUJIOXKEHUE
Ne 11);

crucok GoHIOB (npuitoxeHue Ne 12);

smact dosga (mpunoxkernne Ne 13);

OMKACh fen, JokyMeHToB (mprnoxerns Ne 14, 15, 16, 17, 18);

peecTp onxcel (npunoxkerue Ne 19).

3.7. B xHury yuera HOCTYIUICHHA U BbIOBITHA 1€/, HKOKYMEHTOB
[OCTIEA0BATEIBHO RHOCHTCS BCE TIEPBUYHBIC U TIOBTOPHBIE OCTYILICHUSA (BEIOBITUS )
nen, noxymentoB. Kaxaoe nocrynnenve (BeIObITHE) B Npeaenax OTHETHOTO rojia
MOJIYy9aeT NOPAAKOBEIA HOMED B BAIOBOH MOCNEAOBATEIBHOCTH.

Exerozgno #Ha 1 fHBaps NOABOJAMTCS MTOI KOJWYECTRA IIOCTYNMBIIUX H
BBIOBIBIIIFX 32 POJI JIEJ, AOKYMEHTOR.

3.8. Cnucok (OHIOB BEIETCs B apXMBE OpTaHU3aLMU, XPaHSMIEM JTOKYMEHTH
Gonee oaHoro Goxaa. B cnucok $oHN0B apxUBHBIH (QOHJ 3aNKUCHIBAETCA TOIBKO
OJHH pa3, IPH [IEPBOM TOCTYIUIEHHH B apxuB opranmzanuu. o coucky ¢oHnos B
BaJIOBOM MOPAAKE €My IIPHUCBAUBACTCS YUETHBIH HOMEpP, KOTODHIN COXpaHAETCH 3a
HHM BO BCeX YUETHEBIX JOKYMEHTAX.

B ciydae mepenayd apxdBHOro QoHia B Apyrolt apxup, BKIIOUECHUS €T0 B
cocTa O0BEJMHEHHOTO apXUBHOIO (POHJA2 WIM BBIAENEHHS BCeX JOKYMEHTOB K
YHUYTOXKEHHIO ocBoboAuBIIMiicd HOMep JApyroMy apxuBHoMy QoHIy He
ancEaHBaeTcs[. | |

Ob0peauHeHHble apXHBHBIE (POHIEI K APXVBHEIE KOJUIEKIMH YYHTHIBAKOTCA HA
o01wux ocuHoBaHuax. ObbenuHeHHOMY apXUBHOMY GoHAY, OOpa3z0BaHHOMY U3
apXUBHEIX (DOHAOB, paHee YYTEHHBIX CAMOCTOSTENBHO, NPHCBaHBAETCS HOMEP
OJIHOTO H2 APXUBHBIX (POHOB, BKIIOUSHHBIX B €70 COCTEB.

B apxuBax opraHu3sanui — HCTOYHHKOB KOMILICKTOBaHHUA IOCYAapCTBEHHLIX
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(MyHMIHTIANBHBIX) APXHBOB IPOCTABNSETCS HOMEp apXMBHOTO (OHIA, 3a KOTOPEBIM
OH YHTEH B TOCYHapCTBEHHOM {MYHHUIMITATBEHOM ) ADXHBE, U KOTOPBII COXPAHAETCH
38 HUM MTOCTIE MOCTYNJIeHHs ero JOKYMEHTOB Ha NOCTOSHHOE XpaHeHue,

Ha3pakue apXuBHOro (oHIa BHOCHTCH B CIHCOK (BOHNOB HA OCHOBAHHH
MCTOPHYECKOH CIPABKH K (OH/TY WIH THTYNLHOTO AHCTA ONMCH €T, JOKYMEHTOB.

Haspanue apxupworo ¢omnna coctont W3 momEoTo ® (B ckoOkax)
COKpaWeHHoro  HauMeHosamua  GoHmooOpasoBaTesns, ¢  yKa3aHMEM  €ro
MOMAYUHEHHOCTH, MECTOHAaXOXKAEHUS, JaT CO3JaHWs H  IWKBHIalmMu, Lciad
HaUMeHOBaHME GOHZ000PasoBaTead MIMEHAROCH, TO B CIHCKE (DOHIOB
YKA3BEIBACTCS €TO MOCHEHES HAa3BaHWE B paMKax MepHO/a, 338 KOTOPLIH IIPUHATDI
IOKYMEHTEL. Bee npepiylnie NepeHMeHOBAHMA OTMEAIOTCH B JTUCTe (POHAA.

Haspanue OOBEUHEHHOTO apXMBHOFO (GOHIA COCTOHT U3 OBOBINEHHOIO
Ha3BaHUs BKMOYEHHBIX B HEr0 apxXMBHBIX (OHIOB, M3 NepeYds Ha3paHMii
CMEHABIIMX Jpyr JApyra oprauuzauuil. KOHKpeTHBle HauMEHOBAHHS BCex
OPraHM3aIHH, JOKYMEHTEI KOTOPEIX BOIUTH B OGheAMHEHHBIH apXUBHBIH (QOHL, a
TAKKE HX [ePEHMEHOBAHUS YKAIBIBAIOTCS B JIACTE (GOHAA.

B Ha3BaHMU apxuBHON KOJIESKUMH YKa3biBaeTCA upu3Hak (mpu3Haku) ee
DOPMHUPOBAHU.

Exeroaso na 1 AuBapa K coucky GOHIOB COCTABIAETCS UTOFOBAS 3AMNCh O
KONUIECTBE apXHBHLIX QOHJIOB, MOCTYNUBINNX W BBIOBIBIUNX B TCHYCHHE roja, W
001UEM KONIKYSCTBE APXHBHEIX HOHAOB, HAXOMAIIMXCA Ha XpaHEHUH B apXHRBe.

Crvcok omHoB 3aKmodaeTcs B TBEPAYIO OGIOXKY, MUCTBI HYMEDPYIOTCH,
COCTABIIACTCA NHCT-3aBEPUTED.

3.9. Jluct donma cocraBnsercs Ha KaxIsIl ApXUBHELM dpoun. B zem
| YUUTLIBAIOTCA BCE OIKCH JEI, IOKYMEHTOB Q)oma. |

Jlner Qonna moxer GHITH NepecocTaBied TONbKO B CNYYae, €CIM OH
HCHCTIDABUMO IIOBPEXKACH WM IIEPECTaeT OTPAXATH (PAKTHMECKOE COCTOSHUE U
ofbeM apxuBHOro ¢onma. B cnyuae mepecocraBieHms aucTa donna panee
AelcTBOBABLINI NMCT GoHAa HoMelaeTcd B aeqo pouza. B BEPXHEM [IPaBOM YTITy

oboux mueToB Gonaa nenaworcs orMerkr: «JIHCT MEPecoCTaBNeH» ¢ yKasaHWeM
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JAThI TIEPECOCTABIERMS, TONXKHOCTH ¥ NMOANUCH COCTABUTENA.

JIneTsl GOHAOR XPaHATCS B NOPsAKE HOMEPOB apXUBHBIX GoHmOB. K kaxoi
TIafKe COCTABNIALTCA JTUCT-3aBEPHTEND, 1€ YKa3hiBAIOTCA HAYAIbHBIC U KOHEHHBIE
HOMEPa APXUBHEIX (POHHOB H 06lICC KONHHYCCTBO apXWMBHBLIX (OHIOB, JHCTHI
KOTOPEIX HaXQLATCA B HaITKe.

3.10. B onucu aer, IOKyMEHTOB (FONOBOM Pasaeie Ol|CH fef, A0KYMEHTOB)
COUHMIE] XPAHCHHUS YUHMTHIBAKOTCS B COOTBEICTBHH C CHCTEMATH3ALMEd 32
TOPANKOBEIMA YYETHBIMYE HOMEPAMH.

HepsoMy ronosomy pasaeny ONMCH A&, JOKYMEHTOR (JOH/A IPUCRAMBACTCA
HOMED 110 JIMCTY QOHIIA, BCE TOCHEAYIOIHNE FOLOBbIE PA3/IEIE] YUCIIATCS 38 HAHHBIM
HOMEPOM A0 3aBEPINEHUA OIIUCH.

He pomyckaerca mnpucBoeHMe ONMCAM fef, IOKYMEHTOB OJUHAKOBBIX
Yy4eTHbIX HOMEPOB B IIPEjieNax 0JHOro GoHIa.

B xoHUe Bcex 3K3EMILIAPOB OMMCH AEN, HOKYMEHTOB JNENAeTCS HTOTOBAS
3aI4Ch, B KOTOPOH YKa3hIBAETCS KOIMYECTBO HAXOMSINUXCS HA XPAHSHUM eJHHHI]
XpaHeHMs, IIEPBbIM M NOCHREAHMA HOMEpa eNUHHI XPaHeHHs MO0 OIHCH,
YKa3biBAaIOTCA WMCEHOLIMecs UpOMyCKH HOMEPOB, JIATEPHEIE HOMEpPA, BLIGLIBINME
COMHHUIE] XPAHEHHUSA U OCHOBAHHE BLIOKLITHS.

ITocne xaxmoro NOCTYIIEHWS WM BHIGKLITHS AOKYMEHTOB COCTABIAETCS
HOBas MTOrOBAaf 3aMMCh K ONHCH JeN, AOKYMEHTOB, KOTOpas IOAIMHCHIBACTCS €¢
COCTABUTENIEM C YKA3aHUEM JOTKHOCTH W JATHl COCTARICHUA,

Ecan omuce nen, JOKYMEHTOB COCTOHT W3 HECKOJUBKMX TOJOBBIX Pa3/enoB,
TOMOB, HTOTOBAS 3AITMCE COCTABIACTCA K KAXKJOMY rO0BOMY pa3fieily, TOMY; KpoMe
TOrO, K KOKAOMY ITOCNENYIOWIEMY FOLOBOMY pasfeny, TOMY B HapacTaroileM
TIOPAJIKE COCTABNASTCA CBOAHASL HTOTOBAA 3aIiCh.

I'onoBble pasimensl, eciy OHM HE ABIMIOTCA 3aKOHYCHHOM ONWCHIO, HE
MOMIIMBAIOTCA U HE NEPEILIETAIOTCS; OHU XPAHATCA B ADXVBE B IIAITKAX.

3axoHUeHHas OTMCH [el, JTOKYMEHTOB NOIKHA BKNIOYATh HE Gonee 9999
eTUHNL XPAHCHHS.

3JaKOHYEHHAA ONHUCH eI, HOKYMCHTOR BMECTE C TUTYJIBEHBIM JTHCTOM H




CHPaBOYHBIM alllapaToM K HEH 3aKM09aeTCd B TBEPAYIO 0OIOKKY, HYMEpYETCS 1
TIOIIHBAETCH, UM TICPeNeTaeTes.

Kakrnas 3axoH4eHHas OMUCh AN, JI0KYMEHTOR, TOM OTIUCH Jej1, JOKYMEHTOB
TMOIDKHDL AMETh JIMCT-3aBEPUTENb.

3.11. Ilpu Hanu4um B apxuBe OpraHw3auuy ABYX ¥ GoNee ommceil nenm,
JAOKYMEHTOB BEIETCS peecTp omiceH (punokerne Ne 19),

Omnucy Nen, TOKYMEHTOR BHOCATCH B PeeCTp OIHCEH B XPOHONOTHUECKOI
HOCTIENOBATEIBHOCTH  I[OCTYIUIEHHA UOJ COOTBETCTBYIOINMMH IMOPSIIKOBBIMHU
HOMEpaMH.

B peectpe ommcell MKCUPYIOTCS OCHOBHEIE HAHHBIE IO COCTABY KAMIOM
NOCTYMHUBINEH B ADXUB OPraHU3aL Uy OTHCH JIEM, IOKYMEHTOB: HOMep (GOoHAa, HOMep
OTIACH, KOJIHYECTBO €AMHUL XPaHEHUA B OIUCH, KONUYECTBO TUCTOB B OMHCH U ee
3IK3EMIULIPOB.

3.12. Jdns  LeHTpalH30BaHHOIO roéyﬂapcheHHoro ydeTa JOKYMEHTOB
Apxusroro donna Poccnickoit @enepauny B apxuBe opragu3anii, SBiIsioLecs
MCTOYHMKOM KOMIUICKTOBAHUS TOCY/IAPCTBEHHOrO (MYHHLMIIANBHOTO) ApXUBA,
COCTRBIIACTCH [ACIIOPT APXKBA OPraHU3ALAM.

3.13. ApX¥B OpraHM3alin MOXKET BECTH TAKXKE yUeT B ABTOMATHIHPOBAHHOM
PEXHME — B BHE YIETHBIX 6a3 naHusix (BJ1).

Yuetnsie BJ1 MpuMERTIOTCS BO B3AUMOCB3H C PYTUMY HH(GOPMALIHOHHEIMH
B[, umeromMMECA B apxuBe OpPraHu3alMM, M MOJDKHEI OLITH COBMECTHUMEI C
COOTBETCTBYIOUIAMHM YYETHBIME b/] rocy1apCTBEHHBIX (MYHUITUIIAMBHEIX) APXUBOB
Y OPTaHOB YIPABICHUS APXUBHEIM JEJOM.

3.14. Vuernele JOKyMEHTB! apXuUBa OpraHU3al(H, KpoMe omnmceil fel,
NOKYMEHTOB, IPeIHAHAYAIOTCA IS CHY)KeGHOTO TIOAb30BAHUS H HOAB30BATEIM
HE BBILAAIOTCA.

3.15. Vder mOCTyIUIeHMS ¥ BBIOBITHS e, AOKYMEHTOB B apXHBE

OpraBu3aliuid OCYIICCTRIASTCS HA OCHOBAHUU!

7 (opMa NacloOpTa ApXHBA OPrEHVAUNH YCTAHOB/EHA PeraMeHTOM TOCYAAPCTBEHHOD YUYETa AOKYMEHTOB
Apxuproro ¢onza Poccniickelt Pesepauur (yIBepicieH IPHKA3OM Pocapxusa ot 11 maprta 1997 r. Ne {1,
saperucTprposai Musutoctom Poccun 08 wons 1997 r., peruetpaunornsit Homep 1344).




24

ONMCH JIeN, ROKYMEHTOB CTPYKTYPHOTIO [OApazAeaeH s 1 FOIOBOr0 passiena
CBOJIHOM OIIHCH e, JOKYMEHTOB Opratu3alyi;

HOMEHKJIATYPBL [Ied OPTaHM3AlUY, 3aMEHAOUICH ToMoBOH pasfell CBOAHOH
OTIHCH /ST, ZOKYMCHTOR OpTaHu3aliviH;

aKTa O TEXHHYCCKUX OIIMOKax B YHETHBIX HOKyMeHTax (npunoxenue Ne 4);

axta 06 oOHapyKeHHU ZOKYMEHTOB (He OTHOCAIIHMXCA K XaHHOMY (OHAY,
apXHBY, HEYUTEHHEIX) (IIprIoxcHue Ne 5);

akTa 00 yTpaTe ZOKYMEHTOB (Tipuitoxkerre Ne 6);

aKTa  IpuUeMa-Tiepedady  apXHUBHBIX  JOKYMEHTOB Ha  XpaHEHHE
(mpunoxenue Ne 20);

aKTa O BLUAEASHUHU K YHHYTOXKCHIIO apXUBHBIX NOKYMEHTOB, He T10 AJIEXK X
xpaHeHuO (npunoxerne Ne 21);

aKTa O HEUCIIPABAMBIX [TOBPEKAEHNAX apPXUBHBIX JOKYMEHTOB {IPHITOKEHHC
Ne 22);

Ha ocHOBaHMY yKa3aHHBIX IOKYMEHTOB BHOCATCS HEOOXOMMbIE N3MEHEHUS
B OCHOBHBI¢ (0053aTENBHBIE) yYETHBIC JOKYMEHTRI apXHBA:

B XHWIY yYe€Ta NOCTYINEHWS M BRIOBITHS HEJ, AOKYMEHTOB (IPHIONKEHHE
Ne 11) u B et Qouna (npunoxenne Ne 13) — mpu KAKIOM M3MEHEHHH B COCTABE U
00bemMe NOKYMEHTOB apXUBa OPraHH3alti,

B CIHCOK (QOHAOB (mIpuiamkeHre Ne 12) — mpu TOCTYINEHHH HOBOTO
apxXUBHOTO OHAA MU BBHIOBITHH BCeX JeN, HOKYMEHTOB, HAXORUBIIErocs Ha
XpaHeHuu apxuBHOTO hoHma®,;

B peecTp onuceH (rpunoxerye Ne 19) — npu noCTYINIEHHH HOBOM OIUCH WU
BBIDEITHH BeeX e,HHHH]_I XpaHeHMs, HAXOOUBLICHCA HA XPaHEHHH OIHCH. Homep
BEIOBIBINEH OMUCH JPYTHM OIHCHM ,uen ,II.OKyMeHTOB 1e MPHCBAHBAETCA B OCTAETCH
CBOOO/IHEIM;

B OTIHCH JieJ, ZOKYMEHTOB — IIPU K&XKAOM NOCTYIUICHHE H/HIH BHOBITHN NeJL,

AOKYMEHTOB, YYTCHHBIX B JAHHOH OIIHCH.

% B rpagie «OTMeTKA 0 BHIGHITUY (BOHMAY CHCKA GOHIOB YKATLIBACTCH, KYa BHIGHN apxHeHblit Gong, a Taxke gara
M HOMED NOKYMEHTA, HA OCHOBAHKY KOTOPOT'C OH BLIDKLA.
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COOTBCTCTBYIOINE W3MEHEHHSI BHOCSTCS BO BCMOMOTATENbHbIE YHYETHBIE
JOKYMEHTEI.

Bcee akThi, T0KYMEHTHPYIOWIHE Pe3yIbTaThl ApXUBHBIX PaboT, BKIIOUAIOTCS B
Aes10 poHma, KOTOpoe 3aBOAUTCS HA KaXK/IBIH (OHJ, HAXOASMUHAC Ha XPAHSHUH B
apXHUBE OPTaHU3ALHH.

Heno douna, Hapany ¢ XOKYMeHTAMH, OTPAKAIOLMMU UCTOPHIO (DOHINA H
boHpooOpazoBaTeNs, BKIIOYAET YYeTHBIE JOKYMEHTBI, XApaKTEPH3YIOLde

HU3MEHEHUS QOHNA.

IV. KOMITJIEKTOBAHUE APXVMBA OPT AHU3ALMU
JOKYMEHTAMM APXHMBHOT O ®OHJIA POCCHCKOM GEAEPALIMA U
OPYTIMH APXUBHBIMHU JIOKYMEHTAMU

4.1. Mokymentsl ApxupHoro doraa Poccuiickoit egepailiy # TOKYMEHTEI
BPEMEHHEIX (CBLILIE 10 JeT) CPOKOB XPAHCHHSA, B TOM JHCIIE 110 JIMIYHOMY COCTABY,
NepenaroTCs B apXWB OPraHHU3allii HE paHee, 4eM uepes OJHH I'0 H He HO3JHeE,
HeM 4epe3 TPH Tofa NoCIe 3aBePILEHH JIeN B ASNONPOU3BOACTBE.

HOKYMEHTBl 11O JHYHOMY COCTABY TOCYHAPCTBEHHBIX TIpaKIaHCKIX
CIyXallX W MYHALUHMHATBHBIX CIy)KallliX, YBOJNEHHEIX ¢ TOCYHAPCTBEHHOH
TPOKIAHCKOH CIY)KOBI WA MYHUIWNAIbHOH CiyKOBI, NEPEfaloTcs B apxuB
OpraHu3aIiK No uctedeHny 10 et co a8 YBOJbHEHU.

4.2. lena spemensbix {10 10 neT BKIOYHTENLHO) CPOKOB XPAHEHHS B 2PXHB
He nepenareTes. OHY XpasaTes B CTPYKTYPHEIX TIOIPa3felieHUsIX OPraHH3aldl 1 IO
MCTEICHAN CPOKOB XPaHEHUS HOMIEKAT YHUUTOXEHHEO B YCTAHOBIEHHOM IIOPSKE.

B ncknoauTenbHBIX CIydasx Mo pelIeH IO PyKOBO JUTENS OpraHu3alliy Aema
BpeMeHHsIX (10 |0 €T BKIIOUMTENBHO) CPOKOB XPAaHEHHS NepefaloTCs B dpXHUB
OPraHW3alHHM 110 OTIUCAM A€, JOKYMEHTOB HIIH IT0 HOMEHKIIaType Jell.

4.3. JIOKyMEHTH MOCTYNAOT B apXWMB OPraHU3ALMH TOCTE IPOBEACHHSA
3KCHEPTU3EI LIEHHOCTH.

4.4. Pewends 0 BKMOYEHUH B cocras ApxuBHOro ¢omma Poccuiickoi
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Pegepalny KOHKPETHEIX AOKYMEHTOB NPHHUMAIOTCH 3KCIEPTHO-TPOBEPOHBIMH
KOMACCHAME (eJIepANBHBIX TOCYZAPCTBEHHBIX dpXMBOB U YIOJHOMOYCHHBIX
OpraHOB MCTIOJIHHTENBHON BIAcTH cyObexkToB Poccuiickoit ®enepanyi B obnacTa
apxuBHOro gena (fanee — 3ITK apXUBHOTO YUpexkACHNS) B IPENLTAX KOMICTEHLIK.

4.5. [Ienpro 3KCIepTU3E HEHHOCTH FOKYMEHTOB B OpraHM3alluid ABIAETCS

0T6OP NOKYMEHTOB AJ15 BKITIOUCHHS B COCTAB APXHBHOTO poHIA Poccuiickol
depepanny;

BEIABIICHUE JOKYMEHTOB, He MOJIeXallyX JaisHelieMy XpaHeHHIO.

DKCHePTH3E LEHHOCTH MOIeXaT BCe JOKYMEHTH! OpraHi3aliii HE3aBUCHMO
OT BHZIOB HOCHTENEH 1 cocoB0B 3alkCH.

Jlo HpoOBeIeHHs KCMEPTH3E HEHHOCTH B COOTBETCTBHH C IyHKTaMU 4.6. —
4.13. HacTosampx [Tpapun YHUUTOXEHHE TOKYMEHTOB 3allpelacTes.

4.6, DKcnepTH3a HEHHOCTH AOKYMEHTOB IIPOBOANTCA HA OCHOBE!

ACHCTBYIOMIETO 3aKOHOAATENLCTBA ¥ HHBIX HOPMATHBHBIX MPABOBHIX 2KTOB
Poccuiickoii Pemepanpn B oONACTH APXHBHOIO Jena, HHQOpMaUMM M
JOKYMEHTAIMOHHOTO 00¢CIEUSHHS YIPABICHHMS;

THIIOBBIX, BEJOMCTBCHHBIX M HHBIX IIepeuHed NOKYMEHTOB C yKa3aHHEM
CPOKOB MX XPAHEHM, THIOBBIX M NPUMEPHEIX HOMEHKJIATYD AL

4.7. B opraHusaudy I NPOBEACHHA SKCIEPTH3R LUEHHOCTH TOKYMEHTOB
co3MaeTC IKCIepTHas kommecws (ganee — OK)’. B opraHusanusx, WMeOLHX
CIOKHYI0 CTPYKTYPY W/MIH MOABEAOMCTBEHHEIS OPTaHM3allid, CO3LAlOTCA
HMeHTpalbHbIE IKCIEPTHBIE KoMuccuH (masee — LIIK).

4.8. 112K (BK) smasercs coBewiaTeNbHBIM OPraHOM IIPH PYKOBORUTEIE
OpraHM3alyMy, CO3AAETCH NPUKA30M OpPraHW3alHH, ACHCIBYST HAa OCHOBAHMH
[ONOKEHHS. | |

3apaun v pyaxuun LISK (OK) opranusauuu - HCTOHHMKA KOMIUICKTOBAHNA

OIPEAENAIOTCA NOJIOKCHHEM, YIBEPKAACMbBIM DYKOBOANTCIICM OpraHMa3alyH.

14 UpoBEACHHA DKCHEPTHIH! LEHHOCTH HAYUMO-TEXHUMWECKOH W Sipyrofi COERManeHOH NOKYMCHTALMH B
OpFraHM3ALAK MOKET GbiTh co3fana DI, BKIIOYAIOIAN COOTBETCTBYIOLIUX CTICLIMATUCTOB.
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4.9. Ocnosroit zanaueti 1IDK (3K) sensetcs opraumsalus u IpoBefeHHe
DKCTIEPTU3E! UEHHOCTH OKYMEHTOR,

OcuopupiMu ynxmusiMu LIDK (3K) aensiores:

OpraHu3aliysl &KETOAHOro 0TOopa AT AMA XPaHEHU ¥ YHUITOKEHIA;

pacCMOTPEHNE B COrNacoBaHue NPOSKTOB HOMEHKIATYPBI A€/ OpraHu3alky,
OnHCe# JleNl, JOKYMEHTOB MOCTOAHHOTO W BpeMenHsX (cBbrme 10 ner) CpOKOB
XPaHEHHS, B TOM YHCIC TIO TIHYHOMY COCTaBy, aKTOB O BEIACICHHH K YHAYTOXEHHIO
ACIL, He MOANKalNK XPaHCHHIO, H APYIHX aKTOB,

IOATOTOBKA IIPCANOKEHAR 00 oNMpeeAeHNN CPOKOB XPAHEHU TOKYMEHTOR,
He [HPe/lycMOTPEHHEIX NepedrsiM'’, ¥ o6 n3MeHeHNH CPOKOB XPaHeHHS OTAeEHEX
KaTeropui JOKYMEHTOB, YCTAHOBIEHHEIX EPeYHAMHI;

Yy1aCcTve B MOAFOTOBKE ¥ PAcCMOTPEHMU TPOEKTOB MOPMATUBHREIX X
METOIMIECKHX TOKYMEHTOB 110 BOIPOCcaM pafoThl ¢ JOKYMEHTAME B OPraHu3aliin;

METOAMHECKOe  PYKOBoACTBO paborammm B ofmact  obecrneueHud
COXPaHHOCTH AOKYMEHTAbHOIO X aDXUBHOTO (hOHJIOB OPraHH3aLUHY.

4.10. DxcrepTrsa NEHHOCTH JOKYMEHTOB B OPraHU3aliiy [IPOBOTATCS:

B [ASJIOTIPOUM3BOACTBE — NPH COCTARIEHHNA HOMEHKIIATYPH Al OPraHU3aliiil
NPy IOATOTOBKE AEII K Nepe/iave B apXUB;

B apXuBe OpraHusauuy — B OpOLEcce NOATOTOBKH Jen K Tepejade Ha
IIOCTOSHHOE XPaHEHHE.

4.11. DkcrepTusa NEHHOCTH JOKYMEHTOB MPOBOJHTCS e3KeroLHO.

Ilo pesyaeTaram 9KCHEpPTH3EI LEHHOCTH B CTPYKTYPHBIX IOApPa3eHeHysX
OpPTaHU3AMMU  COCTABMSIOTCA  ONHCH MM  CIPYKTYDHBIX  [HOAPa3AcHeHU:
TIOCTOSHHOIO, BpEMEHHEIX (cBhime 10 ner) CpOI(OB XPaHCHU, 110 JIAIHOMY COCTABY
(HpHJ]O}I{eHHe Ne 23, 24), Ha OCHOBE KOTOPBIX B APXHBE OPraHH3aLH COCTABNIAIOTCH
TOZOBEIE PA3JIENbl COOTBETCTBYIOWINX CBOAHBIX OMUCEH JEN, AOKYMEHTOB.

Ha jlenta ¢ HCTEKIIHMA CPOKAMU XPAHEHHS! B CTPYKTYPHBIX TIOApPazieIIeHIsX

OPTaHH3alHN COCTABIIOTCA NPCATOKESHMA K aKTy O BBIACICHHH K YHHYTOXCHHUIO

' 3K opraHMzanudl, nepefaloNinX AOKYMEHTH! Ha XpaHEHHE B TOCYHAPCTBEHHBIE apXMBLl, [PEACTABIAOT
COOTBETCTRYIOWHE npeanoxkenus 3ITK apxusHore yupexnesns,
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JOKYMEHTOR, He NOANSKAUMX XPaHeHHMo (1o GopMme ax1a, npunoxedue No 21).

Ha oOCHOBe TNpenokeHHN CTPYKTYPHBIX IojpazjieneHnii ciyxda
ZEJOTIPON3BOACTBA OPIaHM3ALIMM COCTABASET aKT O BELACNEHUH K YHHUTOKEHHIO
IOKYMEHTOB, He MOATeKAIINX XpaHeHHIo (Irpuroxenre No 21).

Hena BKIIOYAIOTCS B 8KT O BBIACHCHMU K YHUYTOXKEHMIO JOKYMEHTOBR, HE
TOJUTEIKALIIX XPAHCHUIO, €CTH TIPpeAYCMOTPEHHBIH I71s1 HUX CPOK XPAHEHMS HCTEK K
1 AHBap4 roja, B KOTOPOM COCTABICH aKT.

Hema ¢ ormerkoil «OIIK»*! mopnexar MONHCTHOMY NPOCMOTPY B LEMIX
BBIABNCHNA AOKYMEHTOB, NOMNEKAIIUX NOCTOAHHOMY XpaHeHNI0. BoiaBnenunie B
TaKHX JAeNaxX NOKYMEHTb! OCTOSHHOTO XPAaHCHHUS BBIACTAIOTCA ¥ IPHCOSANHAIOTCA
K OEHOPOOHBIM HejlaM WK QOPMHPYIOTCR B CAMOCTOATENbHEBIE [Ea.

Ocranenste goxkymeHtbl ¢ otMmerkod «J1IK» Bxmodarorcss B akT Ha
yHM4YTOXeHue. Ipu 3170M otMeTka «OTIK» B akTe He yxaspiBaeTcs.

OnucH Ha fena, TOKYMEHTHI FOCTOSHHOTO XPaHEHHS U 10 TMHMHOMY COCTaBY
1 aKThI HA YHUHUTOKECHUE JOKYMEHTOB paccMaTpuBaioTest Ha 3acenanuy 1[OK (OK)
onHoBpemerHo. JTo uroram paccmotpenus LIDK (3K) corsmacoBeiBaroTcs ONKCH
JIeN, JOKYMEHTOB IOCTOSHHOIC XPaHEHHS YU IO JINYHOMY COCTaBy U aKThl ©
BEIIENIEHUY K YHUUTMKEHUO JOKYMEHTOB.

Cornacopannsie DK (OK) oprasuzanyuy OnucH el TOKYMEHTOR (roJ0BbIE
pa3JieNsl) IPeaCcTaBisioTes Ha paceMmoTperue DIIK:

[IOCTOAHHOrO CpoXa XpaHeHus -Ha YTRepXeHue;

10 TUTHOMY COCTABY -HA COTNACOBAHUE;

DIIK yTBep)KZaeT ONMMCH JieNl MOCTOSHHOTO XpaHEeHHS U COTJIACcOBLIBACT
OTIHCH J€JI TIO JIHHOMY COCTABY.

Onucy  feN, OOKYMEHTOB (TONOBEIE pasZelbl) HAIpaBfioTca Ha
pacemotpenre JIIK B Tpex sxsemiuigpax Ha OyMaXKHOM HOCHUTENE ¥ OFHOM
SK3EMIUIAPE Ha SNCKTPOHHOM HOCHTENE Hepe3 3 rofa HOCKe 3aBEpPIICHHA ACH B
NEeNOTIPOB3BOACTBE.

[Tocne yrBepikaenns u cornacosanma JIIK onuceit e, NOKyMeHTOB, ONECH

" OrmeTia « 3T 03HAYEET, YTO YACTh NOKYMEHTOB MOMKET GbITh OTHECEHA K CPOKY XPAHEHHA KNOCTOAHHOY.
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W aKT O BBUIENCHHM K YHHUYTOKEHHIO HOKYMEHTOB, He HNOJJIKANTHX XpaseHHIo,
YTBEPXKIAKOTCS PYKOBOUTENEM OpTraHU3alyy, NOCHe 4Ero Aefa, BLITeaeHHEIE 10
4KTY K YHHYTOXKECHUIO, MOTYT OBITh YHHYTOKEHEL.

4.12. Oprauusauvy, B AeSTETHHOCTH KOTOPBIX HE CO3MAOTCH TOKYMEHTH
ApxusHoro douga Poccuiickoit Depepaivy, CO3MAOT OMHCH Al O JTUYHOMY
COCTaBY M OWHCH [Oe] BpeMEHHBIX (CBbie 10 T€T) CPOKOB XpaHSHHSA W
00ecrneunBaoT HX COXPaHHOCTD.

Oprasusalid Takke COCTABNAIOT AKTEI O BEIJENICHMH K YHHYTOMKEHHEO
AOKYMEHTOB, He NOICHKAIUAX XPAHEHUIO, 1 YHUMTOXAIOT YKa3aHHBIe TOKYMEHTE]
I10 MCTECYCHHH CPOKOB MX XpaHEHHS TONLKO 1IOCIE COCTABTSHI TOAOBBIX Pa3ieioB
ONHCEH AE 110 THIHOMY COCTABY 3a COOTBETCTBYIOIMH [IEPUON H HX YTBEPK ACHHUS
pyxoBoAuTEIEM opraﬂﬁsauwu.

4.13. ena na OGymaxHoM HOCHTENE, BEIAGNCHHBIE K YHHYTOKEHHHO,
UEPELAIOTCA  HA YHHYTOXEHHe (YTWIM3ALMK) 110 aKTy O BBUIEICHUHM K
YHUYTOXCHUIO NOKYMEHTOB (npuioxenne Ne 21), a Taxxe HA OCHOBAHKM HHBIX
AOKYMCHTOB, MNOATBEPKIAIOUMX (AKT COAYH NOKYMEHTOB HA YHUUYTOXEHHE
(yTunmsanmio).

ONEKTPOHHBIE AENA C HCTEKIIIMH CPOKaMH XpaHEeHMA TIOIEXAT BhIICIEHUI0
K YHEITOKEHUIO Ha OOIMX OCHOBAHMUSAX, OCIHE 4Ero NPOBOAHTCS HX dusnrueckoe
YHAYITOXKEHUE HIIA YHUYTOKEHHE [IPOrPaMMHEO-TEXHHYECKUMMU CPEeNCTBAMH ¢
COOTBETCTBYIOIIEH OTMETKOH B aKTE O BHIICNCHHN K YHHUTOXCHUIO JOKYMEHTOB
(npunoxenne No 21).

4.14. HOna obecreueHus nopsaka  (GOpMUpOBAHHS W yuera Aenm B
HENONPOU3BOACTEE OPraHK3alH COCTABIIETCH HOMEHIJIATYpa Jen.

4.15. Homenknatypa men 3aKperser KIacCHPUKAIHIO (rpynnuposky)
UCTIOIHCHHEIX NOKYMEHTOB B Jefa (IeKTPOHHEIE JeNa) H ABISeTC] OCHOBHBIM
JUETHEIM JIOKYMEHTOM, OTPAKAIOMUM COCTAR M OPraHU3alldio JOKYMEHTAIBHOIO
donaa oprauuzanan.

4.16. Homenxnarypa fen SRIAETCS OCHORON AN COCTABICHHS OMHCEN aer,

AOKYMCHTOB IOCTOSHHOI'O H BPEMEHHELIX (CBEIIe 10 TIET) CPOKOB XpaHeHus, a
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TAKKE NS y4ETa AN BPEMEHHBIX (40 10 et BIUTIOUUTENEHO) CPOKOB XPAHEHHS.

4.17. HomenknaTypa pnen Opranu3saluM pazpabaTsisaercs Ha OCHOBAHHE
TUTIOBBIX, BEAOMCTBEHHBIX Y HHBIX HEPEUHEH NOKYMEHTOB ¢ YKA3aHHEM CpPOKOB
XpaHenus, MHBIX HOPMATHBHEIX IIPABOBKIX aKTOB, 4 TAKKE THIIOBEIX ¥ IPAMEPHEIX
HOMEHKJIATYp Jen.

TunoBast u MpUMepHAs HOMEHKIIATYPH Zell paspabaThiBalOTCs OpraHaMu U
OpraHu3aliaMy, BEMEIOIIUME B TOJYHHEHHH COTh OfHOTUIIHLIX OpragH3alfAi.

TUNoBas HOMEHKNATypa YCTaHABAMBAGT COCTAB JeN, 3aBOHUMLIX B
ONHOTHITHEIX OPTaHU3AUHAX, ¥ SBNAETCS HOPMATHRHEIM JOKYMEHTOM.

[IpuMepHass HOMEHKIATYpa YCTAHABIWBAT TMPUMEPHBIH COCTAB  Jell,
3aBOOUMEIX B OPraHMU3alHgX, HA KOTOPLIE OHA PACIpPOCTPAHACTCA, H ABIAETCA
PEKOMEHAATENEHBIM TOKYMEHTOM.

4.18. HomeHKnaTypa Jiell OpPraHu3aliMd COCTABIACTCA MO YCTAHOBISHHOH
dopme (nprnoxenue No 25) Ha OCHOBAHUH HOMEHKNATYP AEN CTPYKIYPHBIX
nofpasyieneHui (rpuinoxenue Ne 26).

OpraHusany  —  HCTOYHHKH  KOMIUIEKTOBAHHS  [OCYIAPCTBEHHBIX
(MyHUUMIIATEHEIX ) APXHBOB OMHH Pas B 5 eT!? CornacoBbiBaroT HOMEHKNATYPY JAei
¢ IOK (OK) opranu3zaiuu U IpeACTABISIOT €¢ Ha COTTIACOBAHUE COOTBETCTBYIOMINX
SIIK Wi rocyaapcTBEHHOrO  (MYHMHUHNANLHOTO) — ApXHBA,  COTJNACHO
IIPETOCTABICHHEIM MY MOJHOMOYHIM.

Oprafuzauun, B JeATCABHOCTH KOTOPHIX HE CO3MAIOTCH NOKYMEHTHI
ApxusHoro ¢onaa Poccniickoif Qenepaunn, yTBepKIarOT HOMEHKIATYDY Ael
CaMOCTOSTENLHO.

4.19. JaxomdCHHBIE NCNONPOU3BOACTEOM L6a HOCTOSHHOTO ¥ BPEMEHHBIX
(ceeire 10 meT) cpokoB xpaHcHMsA, B TOM WHCIE MO JIMYHOMY COCTaBY, IOCHE
OKOHY2HYA  KaNeHJapHOro roja, B KOTOPOM OHW OBUIA  3aBEREHB,
NOATOTABIHBAIOTCA K Nepefade B apXHB OpraHu3alluy ¥ NOLASKAT ODOPMIIEHHED U

OITHCAHMIO.

B cryuae uaMenenut GYHKUMH W CTPYKTYPbl OpraHH3amum HOMEHKNATYPa [eN NORREMNUT NEPECOCTaBICHHIO,
COCNACOBAHUEO H YTBEMKAEHUID.
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B 3aBHCHMOCTH OT CPOKOB XpaHEHHs MPOBOAUTCA MOMHOE HIIH YaCTHUHOE

opopmienne nmen. llonwomy oQOPMICHHIO IOMIEKAT HASNA I[TOCTOAHHOTO M

BpeMeHHbIX {CBhILIe 10 neT) CPOKOB XpaHEHs U 110 JIMYHOMY COCTAaBY.

Odopmrienue nen Ha OYMaKHOM HOCUTENE NMPeIyCMaTpPHBAET:

MOOMIMBKY WM NEpenier HOKYMEHTOB nena (HedopMaTHBIC DOKYMEHTBI
XPAHATCA B 3aKPBITHIX TBSPABIX MAIIKaxX HIH B KOpoHKax);

HYMEPAITHIO JIMCTOB JIENa;

COCTABACHHE NHCTa-3aBepUTENs Aeiia (mpunoxerne Ne 8);

COCTAaBIICHHE, BHYTPEHHEH OIMCH JOKYMEHTOB Aela (Tpuioxkerde Ne 27);

odopmrerue 000xKH Aena (npunoxenue Ne 28).

[Togroroska 3MEKTPOHHBIX HeNl NI NEpenavH B apXHB OpraHH3alliH
MPEAYCMATPUBAET COCTABACHHE ONMHCH  AJIEKTPOHHBIX  ASM, JOKyMEHTOB
(mpunoxeuns Ne Ne 17, 18).

4.20. B meno noMewanTes TOKYMEHTBI, KOTOphIe MO CBOEMY COMEMKAHHIO
COOTBETCTBYIOT 3aroflOBKY JIeNa, HPH 3TOM 3alpelnaeTces rFPyMIHpoOBaThH B Aena
YEPHOBBIC M AYONETHBIE JSK3EMIUIAPHl NOKYMEHTOB, a TaKXKe JTOKYMEHTH,
MOOVIE)KALIHE BO3BPATY.

Ilpu popMupoBaHuH Aea HEOOXOIMMO COBMIOAATE CleyIolHe TpedoBaHus:

JNOKYMEHTbl TOCTOSHHOTO M BPEMEHHOTO  XpaHeHHs HeoOXOauMo
IPYNIIKPOBATH B OTIEIBHEIC ACIa;

BX/TIOYATH B AENO [10 OJAHOMY IK3IEMNISPY KAKAOro AOKYMEHTE;

IPYIITHAPOBATE B AEJN0 JOKYMEHTB! OJIHOTO KaleHIapHOTr0 TOIa; HCKII0YeHne
COCTABINSIOT: Ilepexonsiue Jella; CyneOHble nena; NHUYHBE XHENa, KOTOpHIE
GhOPMUPYIOTCH B TEUEHHUE BCEro Mepuoia paboThl UIa B OPradM3aiui; JOKYMEHTS]
BRICOPHLIX OPraHOB M WX NMOCTOSHHBIX KOMHCCHIA, TEMyTATCKHX TPYII, KOTOpPhIE
TPYIIMPYIOTCA 32 NEPHOJ CO3bIBA; JAOKYMEHTH 0Gpa3oBaTeNBHBIK OpPraHH3alHid,
KOTOpBIe (POPMUPYIOTCA 32 YUeOHEIH roJ; JOKYMEHTHI TeaTPOB, XapaKTepH3YIOIIUe
CHEHHYECKYIO ASATeNbHOCTh, B MPEeAenax TEaTPaIbHOrO ce30Ha, Aeifa QUIBMOB,
PYKOIIHCEH, HCTOpHH DoresHel.

le/l]{a31>1 o JNU4YHOMY COCTaBY JOIDKHELI TPYNNHPOBATECY B JcNHa B
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COOTRETCTBUN C yCTAHOBNEHHLIMH J1St HUX CPOKAMH XPAHCHNS;

ROKYMEHTHl B JIMYHEIX AENaX PacriollaraioTes B XPOHOIOTHYECKOM HOPANIKE
I10 Mepe NOCTYIIIEHHS;

NALieBble cdera 0O 3apaboTHON miaTe paGOTHHKOE TIPYMIAPYIOTCS B
OTAENBHbIE ICNa ¥ PACTIONAraloTCs B HAX 110 andaBUTy GaMUIHHA, HMEH i OTYECTS.

Jleno Ha OyMaKHOM HOCHTENE He TODKHO CONEpKaTh Gonee 250 JIucToB, IpH
TONIIHMHE He Bonee 4 cMm.

421. JIOKyMEHTEI, COCTaRJIIOIIME Jel0 Ha OYMaXHOM HOCHTENE,
TIONIIMBAIOTCH HA YEThipe HPOKONA (Ha TPH NPOKONd — A1 MANOGOPMATHBIX [€) B
- TBEPAYIO OGIOXKKY MJIN NEpelIeTalorcd ¢ YYeTOM BOSMOXHOCTH CBOOORHOTO
UTEHHS BCEX IOOKYMEHTOB, JaT, BH3 M Pe30MOUHA Ha HHUX, METAUTHUECKHE
CKPETUIEHNS U3 JOKYMEHTOB YIAATIOTCA.

B Havane gena Ha 6yMaXXHOM HOCHTENE IPH HEOBXOMUMOCTH TTOAINKBAIOTCS
JUCTEl BHYTPEHHEH OMMCH JOKYMEHTOB zAena (mpmnoxkenme Ne 27), B KOHue
KaXAOTO Jiesia — TUCT-3aBEPHTEND iena (IpHIoxeHne Ne §).

422. B nemax ofecneveHds COXpAHHOCTH U 3aKperyieHus  IIOpsAAKa
PacnoNoOXeHHs JOKYMEHTOB, BK/TIOYEHHBIX B 4e0 Ha OyMaXHOM HOCHTENE, BCE €ro
MMCTBI (KpOMe NHCTa-3aBepHTesd feNla W BHYTPCHHEH OIMCH) HyMepyloTcs B
BaJNOBOM TOpAAKe apaObCKUMM HLH(paMy, KOTOPHIE IPOCTABIAIOTCS B IPaBoM
BEPXHEM YINIy IIACTa [JOKYMEHTA MpOCTHIM TpaduTHEIM KapaHRamom WIH
HYMEpaTOpoM. YToTpeONeHHe 4epHuI M LBETHBIX KapaHjaued o HyMepauuu
MUCTOB 3amperuaercd. JIUCTE BHyTpeHHeH OIMMCH AOKYMEHTOB [eNla HyMEpYyHTCS
OTIEJIBHO.

JINCTEL Jent, COCTOAIMX H3 HECKOIbKUX TOMOB MM YaCTeH, HYMEPYIOTCS 110
KaXIOMY TOMY WY YaCTH OTACNIBHO.

Potorpadnn, YepTeKe, THArpaMMbL i JPYTUE HITHOCTPATHBHbIE JOKYMEHTE,
NPEACTABIAIOIIME CAMOCTOATENBHBIA JIMCT B Aefe, HYMEPYIOTcs Ha 00OpOTHOI
CTOPOHE B JIEBOM BEPXHEM YIIIY.

CIroKeHHBI! IHCT Pa3BOPAIUBACTCS ¥ HyMEDYETCS B IPABOM BEPXHEM yIIIy.

Ipu sTom smet moboro opmata, MOMMUTEIH 32 OMUH Kpal, HyMepyeTcs KaK ofuH
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TUCT; JIUCT, CIOXEHHBIL M MOAIIMIBIH 32 CepeidHy, MOANEKUT MEpPEUIMBKE U
HyMepyeTcs KaK OfiH JUCT.

JlueT ¢ Harayxo HaKIeeHHEIMH AOKYMeHTaM# (BBIpe3KaMM, BBIITMCKAMH,
pororpadusMH) HymMepyeTcd Kak OAWH JHCT. ECu K JOKYMEHTY IIOIKIEEHB! OAHUM
KpaeM ApYTHe TOKYMEHTH! (BBIPE3KHM, BCTaBKU TEKCTa, NepeBOABl), TO KaXKIbIA
JOKYMEHT HyMepyeTcsa OTASNLHO.

[logmnThle B 7O KOHBEPTHl C BIOXKEHHSAMH HYMEPYIOTCS, HpPH STOM
BHAYAJE HYMEPYSTCS KOHBEPT, 4 3aTeM OUepPeHEIM HOMEPOM KX (08¢ BIOXEHHE B
KOHBEPTE.

llopumTeie B HeNo OOKYMEHTHI ¢ COOCTBEHHON HyMepauueH [THCTOB
(BKIIOYas medaTHbIC M3AQHHA) MOTYT HyMepoBaTsed B 0OUIEM NOpsSAKe KA
COXPaHATE COOCTBCHHYIO HYMEPAUHIO, SCIH OHA COOTBETCTBYET MOPAOKOBOMY pac-
IIOJIOKEHHIO NUCTOB B AeMe.

B cnyuasx oOHapyxeHMA OONBIIOre Yuciaa OWHOOK B HYMEPallWH JTHCTOB
Zenia IPOBOIMTCA niepeHyMepaus. [ Ipa Hanuvuy OTASNEHBIX OUTHOOK B HYMEpauuu
JTUCTOB ACNa AOMYCKACTCH YHOTPEOICHIE TUTCPHBIX HOMEPOB TUCTOB.

4.23. Jluct-3aBepurensd Acaa (punoxeHne Ne 8) cocTaBiserca Ha OTHSIEHOM
JIUCTE, B KapTOTeKax — Ha OTACILHOM nucTe opMarta KapTouku. JIucr-3aBepurens
Jiena MOATUCHIBAETCA €10 cocTaBuTeNneM. Bee mocaenyionye H3MeHeHUA B COCTaBe
W COCTOAHUM fieNia (TTOBpeXXACHUA, 3aMEHA TTONAUHHBIX TOKYMEHTOB) OTMEUalOTC B
JMCTE-3aBEPUTENIE CO CCBUIKOH HA COOTBETCTBYFOLIAH aKT.

SANperaeTcss BRIHOCUTH JIUCT-3aBEpUTENh Ha OONONKY XeNa WY YUCThIH
000pOT AKCTa HoceAHEro JOKyMeHTa. Eciu ieno NoAuTo Wiy meperieTeHo 6e3
GaHKA JIMCTa-3aBCPUTENS, OH KOJIKEH OBITH HAKIEEH 38 BEPXHIOK YaCTh JINCTA HA
BHYTPEHHIOIO CTOPOHY OON0KKH B KOHHE 'ﬂéna.

4.24. Ha oGnoxKe Aen NOCTOSHHONO XpaHeHus NpeyCcMaTpHBASTCH MECTO
719 HAAMEHOBAHMS FOCYIapCTBEHHOTO (MyHULIANIAJNIEHOIO) ApXHBA, B KOTOPHIN fena
oprasuzaiua OyayT nprHATH (mpunoxenue Ne 28). Iipu odopmiienny 06510xKKU
Jlena HAUMCHOBaHME OPraHU3aLHU YKA3BIBAETCH ITONIHOCTBX), B UMEHUTEIHHOM

nagexe. 1loaHoe HauMeHoBaHUE BBIISCTOAILICH OprasH3aliil YEKas3bl2acTCAd Hal
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HAWMCHOBAHWEM OpTraHM3allid — MCTOYHHKA KOMIISKTOBAHHA (TaKXe B
VIMEHHTEJIBHOM TMafexe). ECIM OopraHusanns WiIH BEIHECTOAM@As OpraHH3alys
HMEIOT COKPALUCHHBIE HAaMMEHOBAHHS, TO OHH YKasbiBAIOTCE B CKOOKAX MOCIE
[IOJIHOIO HAUMeHOBAHU.

ITpp  m3MeHeHHM  HauMCHOBAHUA  OpraHH3AIMH  (CTPYKTYPHOTO
NOApasAeseHus) B TeUeHHE MIEPHONA, OXBATHIBACMOTO IOKYMEHTAMH Je/a, UITH IIpY
nepefave fena B JIPYTYI0 OPravH3salidIo (CTPYKTYpHOE NOApas/cleHHe), Ha
0BfOXKe fAena HOMMCHIBAETCS HOBOE HAMMEHOBAHME 5TOH OPraHH3amid Wiy
OpraHu3aldu-npaBoNpeeMunKe  (CTPYKTYPHOTO IMOAPA3/ISeHAA), a [HpeKHee
3aKIFOYESTCS B CKOOKH,

4.25. Ha o6oxKe fiena yKa3sBaloTeA:

HaNMEeHOBAHWE OPIaHH3aIMH U €€ HeNOCpeICTReHHAs OAINHEHHOCTE,

HalMeHOBAHHEe CTPYKTYPHOIO MOKpasAcCHHS;

WHACKC Ae)I4;

HOMEp TOMa (4acTH);

34arONIOBOK fieNa (ToMa, YacTH);

Kpatidue JaTe Jelta (ToMa, qacTi);

KOJIHYECTBO JIMCTOB B zlese (TOME, TaCTH);

CPOK XpaHeHMs fena;

apXUBHEIA Iudp Aena.

4.26. 3aronoBok mena #a GyMakKHOM HOCHTENE ¥ 3aTONOBOK IMEKTPOHHOTO
Aena TIepeHocsTeA Ha 000Ky Aena (3NEKTPOHHOTO JeNa) B3 HOMEHKIATYPh Aen
OpraHM3aliHy. 3aroloBOK AOJIKEH COOTBETCTBOBATH CONEPIKAHMIO JOKYMEHTOB B
zene.

B Tex cnyqasx, xorna ',r_[eno COCTOUT H3 Hécmﬂbmx TOMOB (tlaCTeﬁ), Ha 00-
NOXKKY KAKHOTO TOMa (YacTh) BHIHOCHTCA OOLUME 3arONOBOK IeNla, a npH
HeOOXOIUMOCTH ~ 3aT0JIOBOK KaKAOTO ToMA (9acTH).

B 3aronoBkax zes, COASPXAIUMX KONHK JIOKYMEHTOB, YKa3blBAa€TCS Ha
KOIMMCCTBO  KomuH. JloAMMHHOCTL MOKYMEHTOB Jiella B 3aroJIOBKE  HE

OTOBapPUBACTCS,
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4.27. llena, BHeCEHHBIE B TOJOBBIC Pa3jielibl CBOIHBIX OMHCEH, HIMQPYIOTCI
[IOCNIE  YTBEPKIEHHA/COTNIACOBAHMS TOJAOBOIO pasfleNia ceojHoM omueu ITIK
apXUBHOTO YYPEKNACHUSA U YTBEPIKACHUS PYKOBOOUTENIEM OpTaHu3auuy (X0 3TOTO
apXUBHBIH 1P NPOCTABIISAETCS KAPaHKALIIOM).

4.28. Ha obnoxke pena ykaseiBaeTcd jata nefa — rof(el) 3aBefieHus |
OKOHYaHUA JIea B IENONPOU3ROJICTRE,

Eciin B neno BKIIOYEHBI JOKYMEHTHI (HANpUMep, NpPUIOKEHHS), HATa
KOTOPBIX HE COBMAJAET C JJatoil fena, To noj AaTol ¢ HoBol cTpouky Ienaetca o6
3TOM 3a0UCh. «B fene MeroTed JOKYMEHTH 32 ... TOA(BI)».

Jlata nena MOXET He yKa3hIBATECH TOJNEKO Ha OGJIOKKAX AEM, COMLPIKAITNX
TONOBBIC TUIAHBI W OTYETHE W APYTHE JOKYMEHTHI, JaThl KOTOPHIX OTPAXAOTCS B
3aroJIOBKax per.

Jatoit gen, coiepxalMx pPaclIOPSAUTENLHYIO, TBOPUYECKYI0 M HHYIO
AOKYMEHTAIMIO (AOKNaiabl, MHCbMA, CTEHOTPAMMEI), JUIS KOTOpOi TouHasd
AATAPOBKA HMEET BAXHOE 3HAYEHUE, & TAKXKE I JeJI, COCTOSIINX U3 HECKONBKHX
TOMOB (4acTeif), SBIMIOTCH JaThl (YUCIIO, MECSII, TO) PErUCTPAMY (COCTABNCHUS,
HOCTYNNEHMA) CAMOTO PAHHErO M CAMOTO TIO3/IHErO HOXYMEHTOB, BKJIOUEHHHIX B
Aeno (kpaiHuUe natTel €31, JOKYMEHTOB).

Hatoli nema, cojepxallero NPOTOKONMBl 3aCEAAHAH, ABIAOTCA [IATH]
YTBEPXKAEHUs! (€CIH OHM YTBePXKAAIOTCA) WM HaThl HEPBOr0 M IIOCHEIHETO
NPOTOKOJIA, COCTARNSIOLINX A0,

Haroli mHUHOroe Aena ABASIOTCA JAThi NOANHMCAHWS MPUKA30B O [IpPHEME H
YBOJLHEHUH JINIE, HA KOTOPOE OHO 3aBeJICHO.

Ilpn obGozHaueHun IaTel JOKYMEHTAa CHAYaja YKa3LIBAETCHA UHCHO, 3aTeM
Mecart 1 rof, YHC0 ¥ rox 0603HAYAKTCS apabcKuMu umbpaMH, Ha3BaHHe Méc;ma
— CJIOBOM.

Eciy pata moxyMeHTa WM OTHENBHEIE ee 3JeMeHThl ONpPEeNeIAOTCA NpH-
GIM3UTENEHO, HAa OCHOBAHUH aHANM3a COACPKAHHA AOKYMEHTa, TO IaTa HIIH
OTHCNbHBEIE €e ONEMEHTL!, HE aOCOMOTHO [OOCTOBCPHEIS, 3AKIMIOYAIOTCA B

KBaJpaTHLIe CKOOKH,
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4.29. O0a32TeILHEIME PEKBUSHTAMH OOJOKKH AcNa ABASFOTCA YKAa3aHIe
KONMHYECTBA NHMCTOB B Agie” (IPOCTABIAETCA Ha OCHOBAHMHM THCTA-33BEPUTEIA
Zela}) M CPOK XpameHHA Jena (Ha Oenax IOCTOSHHOTO XPaHeHHs MHIISTCH:
«XpaHUTh TOCTOTHHOY ).

4.30. Jins yveTa JOKYMEHTOB ONPEeIeHHBIX KATEropuit e Ha OyMaxHOM
HocHTene (JM4HBIe, CyneOHBIE IeNa, MarTepualbl YIOJNOBHBIX AEN, AeNd O
MPUCYXACHHH YYeHbIX CTEIICHeH 1 IPUCBOCHMHN YYEHBIX 3BAHUHN, fAena, CBAZAHHEIC
C BBIJI@YCH ABTOPCKMX CBHACTENLCTB M MATEHTHBIX #“300peTenuit) cocraBnsercs
BHYTDEHHSA ONIUCE JOKYMCHTOB AE/a.

Ecnu peno va OyMaKHOM HOCHTENNE MEPENNeTeHo WIH IOAIIMTO 6e3 Gnanka
BHYTPCHHEH ONWCH NOKYMEHTOB, TQ COCTaB/EHHAs N0 yCTAHOBICHHON (opme
BHYTPCHHSA ONHCh NOAKAEHBACTCA K BHYTPCHHEH cTopoie JIMieBoi 00I0XKA fena.

smeHenns coctaBa JOKYMEHTOB Jieia (M3bATHs, BKAKOTEHNS JOKYMEHTOB,
3aMeHa JOKYMEHTOB KONUAMH) OTpaxarotrcs B rpatde «[Ipumevanie» BHyTpenue
OITHCH CO CCHUIKAMH HA COOTBETCTRYIOILHE aKThl. [Ipr HEOOX0AUMOCTH MOrYT GBITH
COCTABJICHDI HOBAs UTOTOBAA 3AIHCH K BHYTPEHHEH OITMCH ¥ JTHCT-3aBEPUTEb A€,

4.31. Jlena mepenaioTcst B apXUB OPraHM3allHK 110 ONKUCIM, COCTABICHHBIM B
CTPYKTYPHBIX MIOApa3NeNeHUAX.

Onucy nen cTpyKTYpHEIX NOAPA3AENCHIN COCTABNSIOTCS TI0 YCTAHORIEHHO
bopme (mpunoxenre Ne 23, 24) B 1ByX 3K3eMIUISAPAX M TPEICTABISIOTCS B apxXuB
OpraHM3alllyl HE MO3[HEE YeM 4Yepe3 OAMH [OH IIOCNe 3aBEepIIeHHS fel B
HOENONPOU3BO/ICTRE.

Onncy coCTaBasitoTCs OTAENBHO Ha [efid MOCTOAHHOTO XPAaHSHUdA, Aena
BPEMEHHRIX (CBhIIE 10 JIET) CPOKOB XpaHEHus!, B TOM UHCIIE [0 JHIHOMY COCTABY,
v fella, coCTbﬂmHe U3 ﬂoxymeﬂfog, XAPAKTEPHBIX TONLKO IS AAHHON OpraHu3al{y
(cyneOHbie, crieICTBEeHHBIE JIeNia, HaydHEle OTUETH 110 TeMam). OTHeNbHbIe ONMUCH
COCTABJISIOTCS HA SIMHMLELL XPaHEHHA SHEKTPOHHBIX JOKYMEHTOB HOCTOSHHOIO
XpaHeHHs; BpeMeHHEIX {CBEIe 10 JIeT) CpOKOB XpaHeHU s, B TOM YHCTE [0 THYHOMY

COCTaBY.

13 Tina men va GymamHOM HOCHTEAE.
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432. llpu cocrasieHud ommcu men CTPYKTYPHOTO  IIOfpasjeNeHus
COOMIONArOTCS CeRYIONIHE TPEDOBAHUS!

3arOJIOBKM Ji€Nl BHOCSTCS B ONMCh B COOTBETCTBUAH € NPHHATOH CXEMOIl
CHCTEMaTH3al[i} Ha OCHOBE HOMEHKNATYPHI JIelT;

KQXJI0€ JeNI0 BHOCHTCA B OIMMCH MOZ IIOPSAKOBEIM HOMEPOM {€CiH Ieno
COCTOMUT M3 HECKONBKAX TOMOB MU YacTei, TO KaXKAEIH TOM HIH 9acTh BHOCITCA B
OITHCH THOJT IOPAIKOBEIM HOMEPOM);

rpadpl ONUCH 3aTONHAIOTCS B TOYHOM COOTBEICTBUH CO CBEICHHAM,
KOTOPEIE BLIHECEHB! Ha OONOXKKY Jena;

rpaga onncu «IlpuMeyanue» HCMOMB3yeTCst LA OTMETOK O NpueMe Jied,
OCOOCHHOCTIX QUIMYECKOTO COCTOSHMS, O Nepegate Aeh APYIUM CTPYKTY PHBIM
MOAPA3NETIEHUAM CO CCEINKON Ha HeOOXOAUMBIE aKT, O HATHYHH KOIHIL

B koHne onwmcu Ecien 3a noclefHeHd OIMCATENILHON CTaThell 3AMOIHASTCS
UTOTORas 32IMCh, B KOTOPOH yKasbiBaloTeA (LudpaMu ¥ NPOMIHCHIO) KONUIECTBO
HeN, nepBRH H [HOCNeLHU HOMEpa el MO ONFCH e, a TAKKE OroBapUBAIOTCH
' OCODEHHOCTH HyMEpanud NeNl B ONHCH (HANHYHE TATEPHBIXK M IIPOIYLIEHHBIX
HOMEpORB).

Hepen BHeceHWEM 3aroNOBKOB L€l B ONNMChL IPOBEPAIOTCS KAYECTBO
(GOPMHPOBAHHA U OPOPMIIEHHA AN, COOTBETCTBEE KOJMYECTBA AEN, BHOCHMEIX B
OIUCE, KOJINYECTRY 3aBeEHHBIX OE/ 110 HOMEHKNATYPE A6 Opradu3aliH.

IIpu npocMoTpe Aen MpoBepArOTCA: COOTBETCTBHE 3arojloBKa Jeild Cofep-
KAHUIO JOKYMEHTOB B JCNE; NPaBHIIBHOCTD OGOPMIEHHs H TPYIIMPOBKM A0KY-
MEHTOB, BKMOYCHHBIX B J€]0; Ka4eCTBO TMOMIMBKM MMM Mepeniera fiena; npa-
BHJILHOCTE HyMepPAallMH JTHCTOB [CNa; HAINIHE B JeJle, B HEOOXOAUMbIX CIIyYasx,
BHYTpEHHEH OTMCH f[eNla H TpaBRIbHOCTL ee cdcmBneHHﬂ; HpaB-lfIJIBHOCTL
odopMIeHHa 00IOKKM AeNna; HANIHIHE A IPABUIBHOCTD TACTa-3aBEPUTENS fena. B
cinyuae OOHapyXCHHA HapylIeHus yCTAHOBJICHHBIX [PABWJI (pOpPMUPOBAHMSI H
oopMICHAS ASN OHH AOMKHEI OBITH yCTPaHEHb!.

B crnyuae oGnapymenuds OTCYTCTBHS i, YHCISIMXCA [0 HOMEHKIAType Aell

OpraHV3alxH, CTPYKTYPHBIM [IOAPA3Ae/IeHUEM TPHHUMAIOTCA MEpE] 10 PO3BICKY.




38
OfnapyxeHHBIe leNa BKIIOYAIOTCA B ONMCh. ECIM TPUHATHIC Mephl HE Iany
pesynibTaToB, TO HA HEOOHApYXEHHBIC MAeNa COCTABALETCA akT 00 yTpate
JOKYMEHTOB,  KOTOPBIM  NOAMHCHIBACTCA  PYKOBOAMTENEM  CTPYKIYpPHOTO
NOAPasACACHHS H IePEIASTC BMECTE C OITUCHIO AEN CTPYKTYPHOTO NOAPa3ICIeHH s
B apX#B Oprasu3anun (npunokedue Ne 6).

4.33. Ilepegaya nenm B apXWB OPraHU3aNMy OCYLIECTRIAETCS 10 FPAPUKY,
COTIIACOBAHHOMY C PYKOBOAHTEIAMHU CTPYKTYPHBIX [TOJPA3NICHECHUIA, TIepealoiux
JOKYMEHTBI B aDXHE, H YTBEPAKAECHHOMY PYKOBOEHUTENEM OPraHu3aiy.

B nepuos mnogroroBxn pen Ha OyMaXHOM HOCUTENE CTPYKTYPHBIM
NOApA3ACIIeHneM K Iepelade B apXHB OPraH#3alyH COTPYAHUKOM apXuBa
NpoBepseTcs PABUALHOCTE UX (QOPMUPOBAHHUS, OQOPMIECHHI H COOTBETCTBHE
KONMUYECTBa Oefl, BKIIOYSHHHIX B ONHCh, KOJMYECTBY JHeN, COPMUPOBAHHBIX B
COOTBeTCTBHH ¢ HOMEHKIATYpOH Jen opraHu3anuH. Bce BBISBNEHHBIE NpH
DPOBEPKE HEAOCTATKH B (QOpMUpOBAHAM H odopmieHun npen paboruuxy
CTPYKTYPHOTO IIoApa3fieNeHus 0043aHEl YCTPAHUTE.

[lpuem-nepenata Aen B apXUB OPTraHM3alMH NPOU3BOEHTCK PabOTHHKOM
apX¥Ba OPraHU3aNuy B HIPHCYTCTBHYU pabOTHUKA CTPYKTYPHOTO nopaszgenennd, Ha
SK3EMIUISIPAX OIMCH Aef, JOKYMEHTOB NPOCTaBNAeTCS OTMETKA 0 HANMYMH Aeta. B
KOHIIe KKAOTO OSK3EMIULIpA ONMCH YKA3HIBAIOTC UHUbPaMil U IPOIMMCHIO
KOJNUYECTBO (akTHUeCKy IPHHATHIX B ApXHB A€, HOMEpPA OTCYTCTBYIOINMX e,
IaTa npreMa-riepeJadn e, a Takoke ITOAIUCH HLA, OTBCTCTBEHHOrO 324 apXHB,
AUNa, riepeaaBuiero Aena.

4.34. Tlepenada OMEKTPOHHBIX JOKYMEHTOB B apXWB OpraHW3alun
HPOU3BOAKTCA Ha OCHOBAHUHM OTNIHCEH STIEKTPOHHBIX AT, JOKYMEHTOB CTPYKTYPHBIX
nogp&ﬁeneﬂﬂﬁ 1o ﬁHci)opMauHOHHo-TeﬂeKommyHHRauHOHHOﬁ ceTH (NP HATHIMH
B ApXHBE OpraHW3alMy WHOOPMAUMOHHONK CHUCTEMBI) WM HA (DU3WYECKH
060cO6IEHHBIX MaTEPHAILHEIX HOCHUTENAX, KOTOPHIE TPEACTABISIOTCH B JBYX
MAEHTHYHBIX 3K3EMILIAPAX.

[lpn nepejaue 3NEKTPOHHBIX JIOKYMEHTOBR B  apXUB  OPTaHM3allAK

BbITOJIHAIOTCS CIIEAYIONIHE OCHOBHAIE [IPOLEXyPE padOTEI C JJOKYMEHTAMHU:
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GopMupoBaHue B HHPOPMALHOHKON CHCTeME OpTaHH3alliK HIEKTPOHHEIX
AST, ABIIOIINXCA COBOKYHHOCTBIO KOHTCHHEPOB 3MEKTPOHHBIX JOKYMEHTOB WIH
KOHTEHHEPOM SNEKTPOHHOIO FOKYMEHTA, CONEPIKALIAM KOHTEHT H MeTa/aHHbIe
SIEKTPOHHOTO JOKYMEHTA, (halimbl HIEKTPOHHEIX TONNHCEH 1 BU3YATH3HPOBAHHY O
KOIHEO TCKCTOBOTO 3AEKTPOHHOIO NOKyMeHTa B Gopmare PDF/A

GOpMHEpOBaEHEe OIKMCH SNEKTPOHHBIX Jell, JIOKYMEHTOB  CTPYKTYPHOro
TIOpa3JeNeHu;

HPOBEPKA apXMBOM OPFaHMH3AlAH 3NEKTPOHHBIX JOKYMEHTOE HA HAIHYMe
BPEIOHOCHBIX KOMIIBIOTEPHBIX MIPOrPaMM;

[(POBEPKA BOCIIPOUIBOAUMOCTH SNIEKTPOHHBIX IOKYMEHTOB;

IPOBEPKA  (PHIUYCCKOIO H TEXHHICCKOTO COCTOSHUS HOCHTENEi {ipn
ISpe/igtie  JJICKTPOHHBIX NOKYMEHTOB B apXHB OPranu3aili Ha (QU3NYecKy
060CO0TeHHEIX MaTepHATLHBIX HOCHTEILIX );

TIPOBEPKA  LIO/VIMHHOCTH  3ICKTPOHHOM MOJNHCH, KOTOPOU IOANMcan
QNEKTPOHHEIH OOKYMEHT.

Ilprem  oMeKTPOHHBIX  JOKYMEHTOB B apXHB  OPTaHU3aluy [0
HHQOPMAITHOHHO-TENIEKOMMYHUKAITMORHON  cetw (lpy  HATMYHKH B  apxuge
OpraHnzaliiil MHGOPMAUMOHHON CHCTOMBI) WM HA (DU3MUECKH 0BO0COBICHHLIX
HOCUTENAX OGOPMIIAETCs COCTABICHMEM WTOTOBOM 72aNuCH B KOHIE ONHCH
SMCKTPOHHEIX Liell, NOKYMEHTOB, B KOTOPOH LU(PaMH U NpOIMCHI0 YKa3LiBaeTcs
KONMISCTBO HaKTHYeCKH [PHHATBIX B apXMB 3MEKTPOHHEIX AEN ¥ 3MeKTPOHHBIX
AOKyMeHTOB. ITOroBas 3anuch ONTBEPKAAETCS TIOAIACIMA COTPYNHUKA apXHBa 1
COIPYAHHKE CTPYKTYPHOTO NOApA3NENeHus, TePeNaBILero 3NeKTPOHHbIE Heia
AOKyMeHTEL 1Ipy mpreme Ha apXWBHOE XpaHeHHe 3NIEKTPOHHEIE JeNa 3aBepAIOTCs
SNEKTPOHHON IO AIHCEHIO .pyxoaonmem OPraHy3alvi, BN YIOTHOMOYCHHOTO UM
HOMKHOCTHOTO JIHLIA.

Iocne npmema B apxuB 3mexTpoHHEX OOKYMEHTOB Ha (bH3UYECKH
000COOHEHHBIX MATEPUANEHBIX HOCHTETAX BKJIAJAbIIIK, TOMEIEHHBIC B (QYTIAp
CAMHHIBL XPAHCHMS B CTPYKTYPHOM [OJPA3/IENeHNN, 3aMEHA0TCA HA BKIAIBIIY,

oQopMAEHHbIE B apXHBe.
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Ha Bxnazprie, romemaeMonM B GyTIAp eOHHUIBL XPAHCHUA, 0GOPMILIEMOM
B ApX#BE, YKA3pIBACTCA!

HAMMEHOBAaHHE OPTaHU3ALUN (TIOMHOE, COKPATIICHHOE);

HOMep doHAR,

HOMEP ONUCU NEKTPOHHBIX OEN, JOKYMEHTOB;

HOMEp Aena [0 OIWCH;

OTMETKA O CTaTyce JK3eMIIApa 3MEKTPOHHBIX HOKyMeHToB: «OcCH.»

(ocHoBHOMR) nau «Pad.» (paboumit);

KpaiiHKe JaThl FOKYMEHTOB 3K TPOHHOTO HeNa;

OpH  HEOOXONUMOCTH OQOPMIAIOTCS  HONOJHATENLHEIE OTMETKH 06

OTPaHMUYEHHHN JOCTYTIA K JOKYMEHTAM.

Brragemn  nomemaercda B Qymasp puM3EUecKH  000COOIEHHOTO
MaTePHAIEHOTO HOCHTENS TaKuM 00pa3oM, 4TOOLI HAAMKUCH Ha HeM ORLIH BUJHEI

IIPH 32KPLITOM (QyTnspe.

V. OPT AHU3ALIMS UCTIOJIL30BAHNMS JOKYMEHTOB APXUBHOI'O
®OHAA POCCUMCKOM GEJEPAITMN U IPYTUX APXVBHbIX
JIOKVMEHTOB OPI' AHU3ALIUU

5.1. Apxus oprafu3aniy AOMKEH NPeAOCTABIIATS IOIb30BATEIHO JOKYMEHTEI
Apxustoroe Qorga Poceuiickoli ®enepaniiv u Apyrie apxHBHbIE FOKyMEHTEI, a
TaK¥e CIPaBOYHO-TTOUCKOBBIE CPEACTBA K HIIM.

5.2, Jloctyn K HZOKyMEHTaM MOKeT ORITh OrpaHMuYeH B COOTBETCTBMH C
3aKOHOJaTeNhCTBOM Poccmiickoit ®Pepepanuy, a TakXe B COOTBETCTBHH C
pacnopsxeHnHeM  cOOCTBEHHWKa Wiy  BNAJACHbIA - APXHBHBIX JOKYMEHTOR,
HaXOIAIHXCS B YacTHOH cobcTreHHOCTH .

5.3. Tons3oBarenu IIpA KCIMOAB3OBAHHN AOKYMEHTOB apXHBa OpraHM3allid

00s13aHbI AENaThk CCBUIKHA HAa MECTO XPpaHeHMA TOKYMEHTOR.

" Yacts 1 crarbu 25 QegepanbHoro 3akoHa oT 22 okTabpa 2004 r. Mo 125-D3 «O6 apxusnom aene B Poccuiickoit
benepaumin.
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2.4, Cocras HCA apxupa opraHdsalnn ONpefeiAcICs COCTABOM W
COACPHKaHUEM XPaHANXCA B HEM JOKYMEHTOB, XapakTepoM U 3aJavaMy IOMCKA H
HHTCHCUBHOCTBIO HCHONB30BAHMA JOKYMEHTOB.

OcHOBHBIM ~ (00A3aTENBHEIM) APXHBHLIM  CIPABOYHHAKOM B apXuBe
OpraEM3aliH ABAACTCA ONMCH [eN, AOKYMEeHToB. B pomonmuenue B apxupe
OPraHM3altiyd BEAYTCS BCHIOMOTATENBHBIE APXHBHBIC CIPABOYHUKH - KATaJlOrH,
yKazaTeNH, ACTOpHIECKas CpaBKa K GoHy.

5.5. B uensx obecredenns CoXpaHHOCTH, CBOEBPEMERHOTO OTGOP2 1 y4eTa i
CACTEMAaTH3ALMK JeJI, MOJIS/KALMX HOCTOAHHOMY U BpeMeHHOMY (cBbimie 10 jer)
CPOKOB XPAaHCHUs, B OPTaHH3aLMH COCTABIIFOTCS OMUCH JIEN, JOKYMEHTOR.

Onucy COCTABNIOTCS OTAENBHO HA JENa, JOKYMEHTHI:

TIOCTOSSHHOIO CPOKa XpaHCHHS;

BpPEeMEHHBIX (CBBILIE 10 JieT) CpOKOB XpaneHus;

IO IAYHOMY COCTaBY;

XapaKTEePHBIE TONBKO /UL JaHHOH opranusanui (cyneGHEIE jena, MaTepHans!
YTOJNIOBHBIX JIEN, HAYHHBIE OTHETHI 110 TEMaM).

AHaNOrUHHBIE OTHUCH COCTABAAIOTCS Ha 3EKTPOHHBIE AeNa, 10KYMEHThI.

CBonHble OnmMCH Hell, HOKYMEHTOB OPTaHM3allid COCTOST M3 TOLOBLIX
Pa3AENoB, COCTABMAEMBIX HAa OCHOBE NNEPEAAHHEIX B ADXUB OPraHU3aIUH OIHCelt nen
€€ CTPYKTYPHBIX HOJIPa3feNeHui 38 ONPe/ICNeHHEIE TOJIBE, A CHCTEMATH3APOBAHHELX
B NpEOCiax Kax/Joro Troja B COOTBETCTBHH C YTBEPXKAEHHOH CTPYKTYPOH
OPraHN3aLIMHY Ha 3TOT r'oj,.

Onxicu  fien, AOKYMEHTOR COCIABNAIOTCS MO  YCTAHOBMEHHOH (opMe
(npunoxenus Ne 14, 15, 16, 17, 18) H COCTOST U3 OIMUCATENBHELIX CTATEH CIMHUII
XPAHEHHUS!, HTOTOBO 3AITUCH, JTUCTA-3aBEPUTENS ¢ 'cripaBormoro anmnaparta K OIMHCH.

OnvcaTensHas CTaTsf ONMMCH BKJIIOYAET: NOPANKOBHI HOMEp €XMHHLBI
XpaHeHus; UHICKC eJWHUILI XpaHeHHd (110 HOMEHKAATYype AeN); 3arojioBOK
SOMHULEI XpaHeHMs, BKIIOYAIOINU¥ yKasaHHe Ha Hanuume KOmui, eciid B HeH
XpaHATCH KONMH JOKYMEHTOB; KpaliHue 4aThl 6AHHHIE XPaHCHH, CPOK XPAHCHUS

(g omuced Aen, NOKYMEHTOB BPEMEHHOTO XpaHCHHA), KONMYECTBO IIHCTOB B

-
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eIVHYUUEC XPaHCHHA. 3aroflioBOK Jena MoKeT OHTh HONONHEH auHOTAlMeH
OTAC/IBHBIX IOKYMEHTOB {TpYyIIIbl AOKYMEHTOB) CAUHUIIBI XPAHCHNUSL.

B crmpapouHbI#l amnapaT K OMKMCH BXOMST: THTYIBHEBIN [IHCT, COMepXKaHHE
(ornaBreHye), UPSAKCIOBHE, CHUCOK COKpAIUSHMH, yKasaTen# K  OMUCH
(mpeOMETHBIN, IMEHHBOM, reorpad iMeCKoi ).

CoctaB crpaBodHOrO anmapara K OMMCKH 3aBUCHT OT CPOKa XpaHEHH
BK/IFOUECHHEIX B HEE OOKYMCHTOB B MX BHUJIOB.

K onmcamM men, JTOKYMEHTOB MOCTOAHHOIO XpaHeHHs A M0 IHUHOMY COCTaBY
COCTABNATCA TATYJIBHBIN TUCT, IPEAUCTOBUE, OTAaBICHYE, IPH HE00X0AUMOCTH —
CTIMCOK COKpalleHHH, YKa3aTeIIu.

Ha TuTynpHOM JIHCTEC OIUCH YKAa3bIBAIOTCA: MOJIHOE HANMEHOBAHHE
TOCYJApPCTBEHHOIO (MYHWIMNANBHOTO) apXuBa (eCli OpraHu3auus sBAsSeTCs
WCTOYHMKOM €r0 KOMIUIEKTOBaHUA), NOCASHHEE IIONHOE HAVMEHOBAHHE
OpTaHH3al{ny, COOTBETCIBYIOIEE HAa3BAHWIO €€ apXMBHOTO GQOHJa, HOMEp
apxXuBHOIO (QOHIMA, HOMeD M Ha3BAHHE OIMCH, KpalHNAE JAaTHl BHECEHHBIX B OINUCH
€JIIHUI XPaHCHMA.

Ecnu rapMenoBaHue OpraHU3alliyl H3MCHLIOCH, Ha TUTYILHOM JIHCTE (B
ciydac HeOOXOOHMOCTH — Ha JONOJHWTENHBHOM JIMCTE) [OH  IIOCJICHHHM
HaNMEHOBaHKEM OPraHU3aldH YKa3BIBAIOTCA B CKOOKax Bee e meperMeHOBaHUS B
UCTOPHMECKOH  (XPOHOJOTHYECKOH)  TIOCNENOBATENBHOCTM 33  [IEPHMOA,
COOTBETCTBYIOIAY KPAHAM JaTaM eTAHUI XPAHSHU S, BKIIOUEHHBIX B OIIHCE.

B ripeavcioBHH K OIMCH KPaTKO H3MAraiOTes epeMMEHOBaHMs Opranu3alliy
B MCTOpHYecKOH (XpOHONOTWYeCKOH) [OCNeJOBATENEHOCTH 33  IEPHON,
COOTBETCTRYIOLIAN KpPaHHUM JaTaM €JvHUI, XPAaHEHHS, BIUTIOYEHHBIX B OIHCE.
IIpemnciioBie AORMUCHIBACTCS COCTABHTENIEM C yKaaaHHeM ﬂOH}KﬁOCTH U JATHI
COCTABIEHUS.

K onmcn nen, TOKyMEeHTOB BpeMeHHOTO (cBbiile 10 JeT) xpaHeHHs, NpH
HEeOOXOIUMOCTH TAKKe MOTYT COCTABILTHCS OTVIABIEHYE, CTINCOK COKPALEHNH.

Onucu (TOXOBEIE pa3feNbl ONKcel) gen, A0KYMEHTOB COCTARIISICTCS

NOCTOSHHOTO XpaHCHUS — HE MCHEC HCM B HEeThIPEX 3K3IEeMILIADAX: TP HA
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OyMaxHOM HOCHTISHEC W OOHH — B »ISKTPOHHOM BHAC (B Kayectse paboyero
BK3EMILIAPA ),

BpPEMEHHOTO (CBBIIe 10 IeT) XpaHeHus — He MEHEE YEM B JIBYX IK3EMILIIPAX;

JOKYMEHTOB WO JIHYMHOMY COCTaBY OpTraH¥3auud — HCTOYHHKOB
KOMHJIEKTOBAHUS 1'0CY IaPCTBEHHBIX (MYHHHHUNAbHBIX) aPXHBOB — HE MEHEE YEM B
YeThIpex IK3EMIUISPax: TpH Ha OYMaXHOM HOCHTENE, OOWH — B 3JMEKTPOHHOM BUIE
(B xayecTBe paboyero sK3eMIUTAPa);

AOKYMEHTOB 10 JMYHOMY COCTABY OpraHM3allf, HE SBISIONHXCA
MCTOYHHKAMU KOMIIIEKTOBAHUA IOCYAAPCTBEHHBIX (MyHUIMNANBHEIX) APXUBOB, —
HE MEHee YeM B TPeX IK3eMIUIpax.

Omucy (roAoBEIe pa3melsl OIMcel ) IeN, JOKyMEeHTOB BpeMeHHoro (cpbime 10
Jer) xpanerus coraacoBeiBaroTces ¢ IPK (OK) opranusauus, nocie yero
YTBEPKAAIOTCS. pYKOBOAUTENEM OPTaHH3AHH.

Ha paccmorpenne DITK npencTapafioTes, HE MEHee ueM yepes 3 rofa nocie
3aBeplUCHHS AENONPOUBOACTBOM Jiel, BKIIHOUSHHBIX B pasfien:

onucH {roZloBLIe pazfensl onuceit) e, JOKYMEHTOR TOCTOSHHOIO XpaHEe s
IS YTBEPXKSHUS

omnucu (FoJOBBIE pa3felibl OIIUACel) [iell, JOKYMEHTOB IO JTAIHOMY COCTABY
14 cornacoBanms’®.

Ilocme yTBepxaeHUs (COrnacoBaHHA) onuceH (FONOBBIX pas/elioB onmcel)
SIIK oHHU YTREPKAATCA PYKOBOOUTENEM OPraHU3alyil.

B rocynapcTBeHHEIA (MyHALIHNAIBHEIN ) ApXHB NEPEIAIOTCA TPH IK3EMILLApa
OIIMCH €Nl TIOCTOAHHOIO XPaHEHHs, OJWH 3K3EMIULIP OMKCH ACH IO JIAIHOMY
COCTaBy, YTBEPXKAeHHbBIX (cornacoBanublx) 311K, a Taxxke Mo ONHOMY SK3eMINIAPY
KaXk10i OTIHCH B MEKTPOHHOM dopme (B KauecTse pabouero 3I(36M:1'I.Hﬂpa).

OmuH 5K3eMIUIAp OMHCH JeN TMOCTOSHHOTO XPaHeHUA U JIBa JIK3eMIUIspa
OIIMCY HENl 110 TUTHOMY COCTaBy OCTAXTCH B OPTaHH3ALINA.

Brecenue viamenenyi B ronoBo# pazaen OnucH fAel, A0OKYMEHTOB 1I0CHe €70

' Onuen nen, AOKYMEHTOB [0 JHYHOMY COCTABY COC/ACOBHIBAIOTCA COOTBETCTBYIOMIMM TIOCYAEPCTBEHHLIM
{MYHALHAANLHEIM) APXMBOM COTNACIG TIPSJOCTARNEHHEIM MY ONHOMOUMIM.
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yTBepKaeHusa (cornacosanus) OIIK jponyckacTes TONBKO Ha OCHOBAHWM
COOGTBETCTRYIOMIEro petueHnsa SIIK.,

5.6. Hctopuueckas cnpaska K GOHIY COCTOMT U3 TpeX Pasgenos: HCTOPHSA
bonnoobpazoBaTens, OTpakalowas WCTOPHIO OPraHM3AlMH CO CCHUIKAMH Ha
COOTBETCTBYIOUINE 3aKOHOAATEIBHBE H HOPMATUBHAIC aKkThl {AaThl 00pasoBaHms,
epeUMEHOBAHNA, peopraHu3aNuny, TMKBUIALINH, BEJOMCTBEHHYO
NPUHBATEKHOCTD, CTPYKTYPY B GYHKLUMM, NX H3MEHEHMS, Ha?BaHIie Opraku3alum —
npenuIecTBEHHHEKA ), HCTOpUs PoHAa (00beM, kpakiHie JATEl AOKYMEHTOB, CTCHEHb
HX COXPAaHHOCTH, JAThl [IEPeAavYd JOKYMEHTOB Ha IIOCTOSHHOE XPaHEeHHE) U
XapaKTepUCTUKA JOKYMEHTOB (hoH/a (PazHOBUIHOCTH HOKYMEHTOB, 0COOEHHOCTH
(GOPMHMPOBAHHS EIUHUIL XPAHEHHT ¥ UX CHCTEMATH3allHU, HATHYHE [OKYMEHTOB,
BEIXOZSIIUMX 32 XPOHOIOTHYECKHE TPAHUULl NedTenbHOCTH GOHACOOpazoBareNd,
COCTAB CIPABOYHOTO annapara K GoH/Iy, MEeCTO XpaHeHHUs AOKYMEHTOB [10 JIMYHOMY
COCTaBY).

Victopuueckas cupaBka K GOHAY COCTABALETCA B IBYX IK3€MIUBIPaX, OOUH —
XpaHnurca B jgene (oHAa, BTOpoll — MepenaeTcd B rOCYAApCTBEHHDBIN
(MyHUMITQJIBHEIN) apXuB.

5.7. OcHoBHBIMH (OpMaMH  HCIIONB30BaHUS  HOKYMEHTOB  apXHBa
OpTaHU3ALIMH ABJIAOTCH:

unbopMauHorHOe obecrieuente pabOTHHKOB OPraHH3alIMH;

UCHOJHEHHE 3aNpOCOB [I0Ab30BATENCH, B TOM IHCIE 3aMpocoB TpaxaaH
COLHaNEHO-TIPaBOBOTO XaPAKTEPa,;

BRIJaYa JOKYMEHTOB M A€l BO BPeMEHHOe TIONH30BAHAE, NPEIOCTABIEHYES
KOIIHA apXHBHBLIX JOKYMEHTOB TIO 3ampocam Nnop30BaTeNel, B TOM YHCIE B fb_opme _
3JIeKTPOHHEIX JOKYMEHTOB. |

DopMaMH  HCITOAR3IOBAHHA AOKYMCHTOB apXHBa OpPTaHW3al(dM SABASKOTCS
TaKXe:

UHPOpMUPOBaHHE CTOPOHHUX OpPTaHU3alyE O HAIHYMd H COJAepikKaHHH
AMEIOLINXCA B apXHBE JIOKYMEHTOB,;

HCTIOJB30BaHNE IOKYMEHTOB B CPENCTBAX MacCcOBOH HHDOPMAIIHH;
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MICTIONE30BAHNE HOKYMEHTOB Al OATOTOBKH HCTOPUKO-HHPOPMAaHOHHbIX
MEPONPHUATHH; BEICTABOK, YKCKYPCUH, KOH(EPEHIH,

BEIIAYA AOKYMCHTOB 1A paboThl B YHTAIBHOM (TIPOCMOTPOBOM) 3ake
apxusa;

Oprasjsalds AocTyNa pabOTHHKOB OpTaHW3alidd K AOKYMEHTaM apXuBa
IyTEM HCIIONB30BaHUA HHPOPMAHOHAO-TEIEKOMMY HUKAIIVIOHHOY CETH.

5.8. ApXuB opragu3aiiiy JOJDKeH BECTH YUET HCIIONB30BaHNA JOKYMEHTOB, B
TOM HHCHe BBIAAYM NOKYMEHTOB ¥ [JEM, BBIAAYM apXHUBHBIX CIIPABOK, BBIIMCOK,
KOIHH TOKYMEHTOB.

5.9. 3ampocel NOAB3OBATENEH, NOCTYNAIOIME B ApXUB OPraHHM3aLHH,
NOAPA3NENAIOTCA HA TEMATUYECKUE U CONMANLHO-TIPaBoBble ',

5.10. ApxuB oprauusalun JOJKEH PacCMaTpHBaTh ¥ MCIIONHATH 3aMPOCH,
[IOCTYIUBIINE B NUCHMEHHOH QopMe.

3aipoc MoNb30BaTe AOTDKEH COLEPKATh CIEAYIONIYIO HHQOPMALMIO:

HaUMEHOBaHKe HOPHAMYECKOTO JHLA — aBTopa 3ampoca ([is rpaxaas —
hbaMHuNEH, AMEHH, OTYECTBA, [P HAIWYAK TIOCIIEIHEr0);

IIOYTOBEIA W/HIIA 3JICKTPOHHBIN a/ipec, 0 KOTOPOMY AOJKeH ORITE JaH OTBET;

CBENICHHA, WHTCPECYIOINE IIONH30BATEM W XPOHOJIOTHYECKHE pPaMKH
3arpamnsaeMoil HHQOPMaLKK;

bopmy nomydeHHs mnons3oBatenieM MHQopManyu  (MHGOPMALIMOHHOE
MUCHMO, apXMBHAsA CIIPABKa, ADXUBHAS BBITUCKR, 2PXUBHAS KONUS, TeMATHUECKU
nepeyvetpb, TeMaTHIeCkni 0030p JOKYMEHTOB);

NIHYHYIO TIONKCH aBTOPA 3anpoca (TpaXIaHuHa WIM JONKHOCTHOI'O JIHLA);

nary.

ITpn HOCT}’HHSHHHI B apXVB opraﬂméuﬂu uHTepHeT-06pamenns (3ampoca)
HONIB30BATENs C YKAZAHUEM AIPECA NEKTPOHHOM OUTE! H/HIIK [IOYTOBOTO 27Ipeca,
€My HalpaBJsSeTCs YBeJOMIEHIE 0 npueme o0paiienud (3anpoca) K pacCMOTPEeHHIO
WK MOTUBHPOBAaHHAIH OTKa3 B PACCMOTPEHHH.

Ha 3anpockl Tematiyeckoro xapakTepa, HOCTYIUBIUKE B APXHB OPTaHH3AIHH

'® Hoamyskt 5.7.1 mywira 5.7 Ipasan xpanenns.
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10 MH(QOPMALMOHHO-TENCKOMMYHHUKALIMONHON CETH, B TOM WYHMCIE [0 CeTd
«MrTepHeT», 0TBET MOXET OBITh HATIPABICH B BU/E 3JEKTPOHHOTO COOBIIEHAS 10
YKa3aHHOMY aBTOPOM 3alIpoca dACKTPOHHOMY aapecy.

3anpoc momieH ObITH 3aPEerHCTPUPOBAH B TeUYeHHe Tpex pabounx JHel c
MOMEHTa ero MOCTYILICHA.

3anpoc, He OTHOCAIIMMCA K COCTaBYy XPaHsuMXcsi B OpPraHH3ailii
NOKyMeHTOB (HempOdMIBHEI 3allpoc), B TedeHue 7 OHEH CO JHA pPErncTpanuy
3alpoca HalpaBisgeTcs B OpPraBM3alldio, [€ MOrYT XPaHHUThCs HEOOXOMMbIc
MOKYMEHTBL ¢ YBeLOMIIEHHEM 00 3TOM II0B30BATEIA.

3anpoc¢, TNOCTYMMBIIMIE B aApXHB OPraHW3aLMKM, pacCMATpUBaercs B
COOTBETCTBHM ¢ TpeOOBaHMAMU 3AKOHOJATENBHBIX W UHBIX HOPMATHBHEIX
NpaBoBBIX aKkTOB 110 paoTe ¢ oOpalleHUAMHM IPAXAaH W MPEROCTABISHHIO
rOCYapCTBEHHBIX (MYHUIHITANBHEIX) YCIYT.

OrBeT Ha HOCTYNMMBINNI B apXWB OPraHU3ALMHE 3aTPOC TIPENOCTABILETCS B
Teqenue 30 smed co AHA ero permcrpaumu. C paspemeHus: pyKOBOACTBA
OPTraHM3aldA 3TOT CPOK Moet ObiTh Npojuied He Oosiee vyem Ha 30 AHed, ¢
YBEIOMIICHHEM 00 3TOM 3asiBUTENS,

5.11. OTBeTr! Ha 3aTIPOCH TIONB30OBATENEN, B TOM YKCIE OTBETH HA 3aIIPOCEHE
COHMANBHO-TIPABOBOI0 XapakTepa, 0QopMILIIOTCS B (OPME ApXUBHON CHPABKH,
apXMBHOW BBRNIMCKM HAM APXMBHOH KOMUH, O(QOPMIEHHBIX M 3aBEPeHHBIX B
YCTAHOBJIEHHOM NOPAIKE.

Tlpy OTCYTCTBUMM HOKYMEHTOB, HEOOXOZUMBIX IS HCTOMHEHUS 3ampoca
COLHATLHO-TIPABOBOIO XAPaKTepa, COCTARMSETCS OTBET Ha ONIaHKe OPraHU3aiHH ¢
YKa3aHHEM IPUYMH UX OTCYTCTBHIL.

512, ApXHRHan CIpaBKa no;inncméaercs: pyKOB.O,I[HTeJ'IBM Opradu3alMK Unu
VHBEIM YIOITHOMOUEHHBEIM UM JIOJDKHOCTHBIM JIMLOM U 33BEpAeTcs IMeuaTshio
opragu3sanuu (npunoxenue Ne 29).

ADPXUBHas CIIpaBKa, 00beM KOTOPOH NPEeBLILAcT OOHH JIHCT, JOJKHA OBITh,

IIPOHYMEPOBAHA.
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B Texcre apxuBHOR CHOpaBkd B XPOHONOIMYECKOH [1OCIENOBATENLHOCTH
H3NAraloTes COOBITIA © YKa3aHHEM BHIIOB HCIIOMB30BAHHEIX JOKYMEHTOB, HX 14T U
HOMEpOB. B apxuBHOH cnpaBKe JOmyCKaeTCs IUTUPOBAHME JOKYMEHTOR,

Hecopnagenue OTAEIbHBIX CBeACHHIM/ TAHHEX JOKYMEHTOB CO CBEAEHMIMH,
V3MOKEHHBIMH B 3arpoce, He SBNACTCH NPENFTCTBHEM IS BKTIOYEHHT HX B
apXHBHYKXO CIIPaBKy, €CHd COBIAJIEHUE BCEX OCTANBHEIX CBENEHWE He BLIZLIBAET
COMHCHMH B TONIECTBEHHOCTH IWlla HNH (JAKTOB, O KOTOPHIX rOBOPHTCS B
JIOKYMEHTaX.

B apxusHolt cripaBKe NaHHBIC BOCIPOM3BOSTCS TAK, KAK OHM H3TIOKEHD! B
AOKYMCHTAX, & PACXOKNECHNS, HECOBNAIeHNs ¥ HETOYHbIe HA3BAHHS, OTCYTCTBHE
UMCHH, 0TYECTBa, MHUUHAIOB WM HAIWYUE TONLKO OJHOTO U3 HUX JOMKHE] OBITH
OrOBOPEHBI B TEKCTC ClipaBKHM B ckoOKax: «Tak B moxymeHrte», «Tak B Tekcre
OpPHUTHHANA».

CBelieHusl, MMEIOIIMECs B ApXUBE MO 3ampocy O pabote n (unn) yuebe
HECKOJBKYX  OPTAaHH3alMAX, Kacarolyiecs OJIHOTO JMIA, BKIGOYAIOTCA B OMHY
APXHBHYIO CIIPaBKy.

Ilo TexcTy apxwBHOM COpaBKH B KauecTBe NpHMEYaHKi MOTYT OBITh
OTOBOPEHBI  HepasbOpYMBO — HANUCAHHBIE, UCIPABNCHHBIE  ABTOPOM, He
HOIAYOMINECS IPOYTEHHMIO BCIEICTRAE NMOBPEXIeHHs TeKkeTa opurunana: «Tax B
TEKCTE OPHTHHAN2», «B TeKCcTe HepaztopuuBoy.

B Texcte apxuBHO¥ CHOpaBKU He [OMYCKArOTCH H3MeHEHHS, UCTIDABICHH,
CYMMHUPOBaHWE NAHHBIX, KOMMEHTapUH, cOOCTBEHHEIE BBIBOALI MCIIONHHATEIS 1O
COIEPKAHMID IOKYMEHTOB, Ha OCHOBAHMHU KOTOPBIX COCTABIEeHA APXHBHAs CIIPABKA.
HomuveTkn # ioMapKiy B apXUBHEIX CTIPABKaX He JOMYCKAIOTCA.

B apxuBioit cipaske NOMKAB! GBITH IPHBEIEHb! APXUBHLIE WH(PHT 1 HOMEpa
NYMCTOB €IMHHUI] XPAHEHWI JOKYMEHTOR, HCTIOIL30BABLINXCS ANS €€ COCTABNEH .

Ilo 3anpocy mnonb3oBaTenedl apxwBHBIE CITPABKH MOTYT BHLAABATECS B
JNEKTPOHHOH hopMe Ha OJIeKTPOHHOM HOCHTENe JH0O HepechUIaTees 110

MEQOPMALIMOHHO-TENIEKOMMYHHKALMOHEEIM ~ COTM,  DNeKTPOHHPIE apXUBHBIE
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CHpPaBKW 3aBEPAIOTCA MICKTPOHHOM NOANMCHI0 PYKOBOAWTENS OPramu3aliiu WITH
HHOTO YHOJHOMOYEHHOI'C UM JIOIIKHOCTHOTO JIKIIA.

5.13. ApxusHble BEIMECKH oQOPMISIOTCSA Ha GiagKe opranusamy (apxusa
opranuzangM) ¢ oOo3HaueHHeM Ha3BaHMA Buga Jokymenta: «APXHMBHAS
BBIITHICKA».

B apxuBHo# BEINHCKe Ha3BaHWC MAOKYMEHTa, ero HOMep H JaTta
BOCIPOH3BOISATCS HOTHOCTLIO.

BEIIIHCKa [IPOH3BOAATCA TONBKO M3 OOKYMEHTa, B KOTOPOM CONEPKHTCH
HECKOMNEKO OTACIBHEIX, HE CBA3AHHLIX MEKIY 000N BONPOCOB, BHIINCKA A0KHA
BOCTIPOH3BOAUTH TIONHBI TEKCT 9aCTH NOKYMEHTa, OTHOCSILIEHCS K 3anpocy.

Mspneuyennem wu3 TeKkcTa HOKYMEHTa AOJDKHBI ObITh HCYEpHaHbl BCe
UMEIoLINecs NaHHBe N0 3anpocy. Havano ¥ KOHEN KaXIoro M3BNeYeHNs, 4 TAKKe
IIPONYCKH OTACTBHBIX CIIOB B TEKCTE FOKYMEHTA 0003HAYAIOTCS MHOIOTOUNEM.

B apxmBHOM BBINHCKE AOKHBL GbITh CHENAaHBl COOTRETCTBYIOIIME
NpHAMEYIatysd ¥ OTOBOPEHEI YacTH TeKCTa OpPUrMHAaNa, HepasOopuyBo HATIHCAHHEIE,
MCIIPABTIEHHBIC aBTOPOM, HE NOINAIOIIHECH IPOYTEHUIO BCIEICTRBHE IOBPEXKIEHYA
TCKOTa ¥ JApYrEM npuvnHaM. OTHeNBHEIE CJIOBA M BBIPAKEHHWs NOKYMEHTa,
BBI3BIBAIOLLIC COMHEHHS B HX TOYHOCTH, a TAKXC HCIPABHEHHA, HOTUHCTKH,
BBISBIBAIOIIIHE COMHEHHE B HX JAOCTOBEPHOCTH, OroBapuBaiorca: «Tak B
HNOKyMCHTE», uiH «B texcte Hepazbopumro», mmu «Tax B TeKcTe OPUTHHAIAN.
Hocne TekcTa apxvBEO# BBIMNCKN YKa3HIBAITCA apXUBHELH WHbp H HOMepa IHCTOR
€AMHHLBI XPAHEHNS APXHUBHOTO JOKYMEHTA.

ApPXVBHAS BLINHCKA IOJIMCHIBASTCA PYKOBOAUTENEM OpPTaHH3AllH HIH
MHBIM YIIOJHOMOYEHHBIM MM [O/PKHOCTHBIM JIMIIOM W 3aBepAeTcd MEHaThio
OpTaHU3aITuH.

Ilo zanpocy monr3oBarenefl apXUBHEE BBIIUCKM BBILAIOTCA B ONEKTPOHHON
(pOpME Ha 3NEXTPOHHOM HOCHTENE IHOO NEPSCEIIAIOTCS [0 HHMOPMANUOHHO-
TENEKOMMYHHKATMONHEIM CeTAM. NCKTPOHHBIC apPXHBHBIC BBIIUCKH 3aBEPSIOTON
SMEeKTPOHHOM  MOANMCBI  PYKOBOAWTENA  OPraHM3aldd  HAM  HHOTO

YTIOJIHOMOUYCHHOTO HM AO/KHOCTHOIO JIMIa.
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5.14. Ha apXuBHEIX KONHAX, BKJIOYas apXHBHBIC KOMHM Ha OyMakHOM
HOCUTENE DNEKTPOHHLIX JOKYMEHTOB, apXHBHEIC NIKGODLI NPOCTABIAIOTCH Ha
000pOTE KAKIOTO IUCTA APKHBHOH KON, 2 3aBEPHUTC/IbHAS HAMTHCH 1 Ie9aTh — Ha
060pOTE II0CTSAHErO TUCTA KONIMH.

Ilo zanpocy nonbzopareneil 3MeKTPOHHbIE KOIMK apXMBHBIX JOKYMEHTOB
BBIAAIOTCA B SMICKTPOHHOM (opme 1mmbo nepechrialotcs 10 HH(GOPMAIHOHHO-
TCICKOMMYHHKAHUOHHBIM CETAM. ODNEKTPOHHBIC KOMMM apXMBHBLIX JOKYMEHTOR
3aBEPAIOTCA DNCKTPOHHOM NOINNCHIO DYKOBOIMTENS OPraHM3alidu WM HHOTO
YIOIHOMOYEHHOI0 UM AOJDKBOCTHOTO JIMLA.

5.15. TlogroroBneHnble apXMBOM OPraHW3AUMA OTBETHl HA 3alPOChl
(apXHBHbBIE CHPaBKH, apXHUBHBIC BBIINCKA M APXMBHbBIE KOMMHM) HAMPABIAIOTCS
3aABUTCNIAM C CONPOBOIUTENRHEIM IIMCHMOM 110 TIOYUTE WM BBIIAIOTCA: 3aBUTEINIO
~ NpH TOPEObABICHMM  JOKyMEHTa, YAOCTOBEPSKIIETO JHWYHOCTb, €ro
NPEACTABUTEIAM — NIPH IIPEABSBICHAN JOKYMEHTA, Y0CTOBEPSIOUIEro IHUHOCTE H
FOBSPEHHOCTH, OQOPMIICHHOH B YCTAHOBIEHHOM TIOPS/IKE.

5.16. ApxupHbIe CTpPABKH, apXMBHBIE BBIIMCKM M apXHBHEIE KOIIHH,
HanpabIAeMbIC B TOCY AApCTBa - yyacTuuky Kouseniuu, oTMensioieit Tpebopanue
JIeranu3audi HHOCTPAaHHBIX OQUUHAIBHEIX JOKYMEHTOR, NOAIMCAHHOM B ['aare 5
OKTAOpa 1961 r., 3aBepsaroTCA NPOCTABICHUEM M 3aNONMHEHWEM CHElHAlbHOIO
IMTaMIIa — AaUOCTHIS B COOTBETCTBHM ¢ 3aKOHOJATEILCTBOM Poccuiickoi
®enepaiun.

5.17. HomyckaeTcst u3bATHE M3 ADXMBHBIX JEJI ¥ BBLIAYA BIAAENLIAM WA WX
POACTBEHHMKaM, B Cly4ae UX NHCHMEHHOTO OOpallieHus, MOMIAHHLIX JHMJIHBIX
AOKYMEHTOB O TPXTAHCKOM COCTOSIHEY, 06 00pa3oBaHuu, TPYHOBBIX KHIDKEK, He
IOJTyYeHHBIX B CBO€ BPEMS RITA/IENLIIEM JOKYMEHTOR, | |

TlopnuHeple IMYHEIE JOKYMEHTBI BBINAIOTCSA 3asiBUTE/IAM C paspelleHyd
PYKOBOAMTEIIS] OPTAHU3ALMY 110 TIPENbABICHHU O4CIOPTa WM HHOIO JOXYMEHTA,
YAOCTOBEPSIOWIENe NHYHOCTD, JUO0 UX POJCTBEHHHKAM HIH HHGLIM JIHLEAM 110
JOBEPEHHOCTH, O(OPMIIEHHOH B YCTAHOB/ICHHOM 3aKOHOAATENECTROM POCCHUCKOH

Deneparuu nopaake. [TofTMHHbIE THUHbBE LOKYMEHTH MOTYT OBITE HAIIPABICHEL
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3QABHTEIIO IEHHBIM MTHCHEMOM.

C u3pIMaeMBbIX IOKYMEHTOB B @PXMBE OPTEHH3AIIMHU H3rOTABIUBAKYTCS KOMUH,
KOTOphIE OpUOdIaroTes K AenaM. MzpsTie TOKyMEHTOB, a TAKKE 3aMeHa Ha KOIIUH
OTPXKAKOTCS BO BHYTPEHHHX OHUCIX €T, B IMCTAX-3aBepUTeNsiX AeT, B OIACAX AC,
JIOKYMEHTOB.

M3warue u Bo3BpamieHie NOKYMEHTOB OQOPMISIOTCA aKTAMM 00 UIBATHH U3
Aen (BO3BpAMEHNH) YKA3aHHBEIX AOKYMEHTOB. AKTHI W Ipyrue JOKYMEHTEL, Ha
OCHOBAHWU  KOTOPEIX I[POM3BENEHO U3BsSTHEe (BO3BpallleHMe) APXWBHEIX
JOKYMEHTOB, BKJIIOUAKOTCA B [e)io (OHZA.

5.18. KonupopaHue HOKYMEHTOB apXWBa OPraHu3aliH Mo 3a4BKaM
MONIB30BATENeH NPOU3BOANTCA IO PA3PEICHHIO PYKOBOOHTENA OpraHH3aluy HITH
HHOTO YNONHOMOYEHHOIC UM JOJKHOCTHOTO JIHLIE.

Koy MOKYMEHTOB NepecHTAIOTCA B aJpec Toll OpraHusalny, Ho 3arnpocy
KOTOPOH OHH W3TOTOBNIEHE], W BBILAIOTCA NOJIE30BATEMIO IO POCTIHCE.

519. B umemsx cosjadus  yenoBHA gma  paborel  nonb3oBarencit
HeMOCPEACTBCHHO B AapXHBe OPraHH3alMH MOXET BHIACHATHCA IIOMEUICHHE
(YBTANBHEIN, NPOCMOTPOBLIM 3a)) AN O3HAKOMIIEHHS ¢ [JOKYMEHTAMH apXuBa,
000pyAOBaHHOE COOTBETCTBYIOINEMH TEXHHYECKUMH CPEACTBAMH NS paboTsl ¢
JOKYMEHTaMH.

Ilpn  oTCyTCTBHM B apxupe OpraHv3alldd COeUHAIbHO BBIZEISHHOTO
HoMelmeHusas  pabora  monp3oBaTeNell ¢ NOKYMEHTAMH  [IPOM3BOOKMTCS
HEMOCPEACTBENHO B pabovmMX KoMHaTax apxuBa. J[IOKYMEHTHI [t paGoThl
IIOJIb30BATEIIAM BHE JTIOMEICHUS apX1Ba OpTaHK3aIliy BIABATE 3aMPETaeTCs.

Paspeirenue Ha pafory B NOMEIMEHMM apXMBa OPTaHM3alHy  IaeT
py.KOBO,[lHTeHB apxpma OpraHu3aluu (ﬁﬁuo, OTBETCTBEHHOE 324 apXUB).

5.20. Orka3 apxviea OpraHY3alilidl B BhIJlaue ApXHWBHEIX JIOKYMEHTOB
JIONYCKAETCS B Cy4YasX:

HaTUYUs (GOHAE [TOJb30BAHNS;

HEeYIOBJIETBOPHTENEEOrO (PU3HYECKOI0 COCTOSHHIS JOKYMEHTOR;
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HC NPOIICAIHX HAYTHOIO OIIUCAHMUS W TEXHHUECKOTO O(hOPMACHUS
JAOKYMEHTOB, 4O 3aBEPUICHUA 3THX paloT;

OTPaHWYEHHHA HA MCOMIB30BAHKE, YCTAHOBICHHBIX 3AaKOHOAATEILCTBOM
Poccuiickoii Qenepannn unm GoHgo06pazopareneM IpH 1eperaue IOKYMEHTOB Ha
XpaHeHWe.

OTxa3 apxuBa OpraHH3alHY B TPeSOCTARNCHHH NOKYMCHTOB JOMKEH GHITh
BBIIAH B MHCHMEHHOH (QopMe M CcoflepkaTs IPHYHHEL 0TKA3a, a TAKKE HOPAIOK

00X anoBaAHUA OTKA34.

VI TIEPEJAYA JOKYMEHTOB OPIAHU3AIMU HA XPAHEHUE
B TOCY JAPCTBEHHBIN (MYHULIATIANLHBIM) APXUB

6.1.  Jloxymentsl ApxuBHoro onma Poccuitckofi Depepanun,
obpazoBaBliKecs B OPraHM3AlAAX  —  HCTOYHAKAX  KOMILICKTOBAHMUS
TOCYAApCTBCHHEIX  (MYHHUMIIANBHEIX) ApXMBOB, 110 MCTEYEHHM CPOKOB WX
BPpEMEHHOTC XPAaHCHHWA B apXHBeé OPraHU3alMH IHEpPelaloTCs HA NOCTOSHHOE
XPaHEHHE B COOTBETCTRYIOLIHH I'OCY AaPCTBEHHBIN (MyHHIMIIANBHEIN) apXUB.

6.2,  oxymeHnTsl Apxuesoro ¢onma Poccuiickoif Qenepanuu,
00pa3oBaBIINECs B LEATENHHOCTH IOCYNAPCTBEHHBIX U HETOCyNapCTBEHHEIX
OpraHH3alyH, He ABJIOLIAXCS HCTOUHHKAMH KOMILIEKTOBAHNA IOCYAAPCTBEHHEIX
(MyHUIWIIATBHBIX) — APXMBOB, MOTYT INepeiaBaThcd B roCyIapCTBEHHEIE
(MyHNLMIaNEHEIE) ApXMBBI HA OCHOBAHMH HOTOBOPOB C COGCTBEHHHKAMH HITH
BRAfeNbLAMK JOKYMEHTOB.

6.3. JIokyMeHTEI IIepenaloTcs Ha NOCTOSHHOE XPaHeHHE B YIIOPAROICHHOM
COCTOAHHY C COOTBETCTBYIOIUM HAYYHO-CIPABOYHEIM ATIIAPaTOM. |

6.4. B opramusaumax — MCTOUHHKAX KOMIUIEKTOBAHUS TOCYNAPCTBEHHBIX
(MyHHIMIIATBHBIX) apXHBOB Bee paGOTEHl, CBA3AHHEIE C OTOOPOM, IOATOTOBKON
nepefaded HOKYMEHTOB Ha MOCTOAHHOE XpaHEHHE, B TOM 9UCAe C  HX
YHIOpSACYUEHHEM M TPAHCHIOPTHPOBKOW, BBINOMHAIOTCA 33 CYET CPEOCTB

OPTaHU3aAlUH, TePECOAIOIIINX HOKYMEHTEL

-
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6.5. [locpounas mepesada AOKYMEHTOB Ha MOCTOSHHOE XpaHEHHe MOXKET
OBITH OCYLIECTBACHA NPH OTCYTCTBHU HEOOXOMMMBIX YCAOBUIl M OBecTieyeHHs
COXPaHHOCTH JOKYMeHToB ApxuBHOro Gorzaa Poccuiickoii Memepariy, pu yrpose
yTpaThl (YHWYTOXEHHs) MOKYMEHTOB, & TAaKXKe 1[I0 Ipochie opraHualuy Ha
OCHOBaHWN AOTOBOPA ¢ TOCYAaPCTREHHBIM (MYHHUIIMITATLHEIM) 2PXHBOM.

llpofuienwe CPOKOB XpaseHMs JACKYMEHTOB B apX¥Be OpPIraHW3alllH
HOOIyCKaeTCs no NUCBMEHHOMY pa3perieHIIo rOCYIapCTBEHHOTO
(MYHMUWNATBHORO) — apXWBa B  CIyYae  HEOOXOMMMOCTH — NpPaKTHYeCKOrO
UCMIONB30BAHNS TOKYMEHTOB OpTaHu3alued.

6.6. Tlepejaua AOKYMEHTOR JIOCTOSHHOIO XPAHEHMS B [OCYJApCTBEHHEIH
(MyHMUMIaIbHBIA) apXMB  OCYNIECTBASETCI B COOTBETCTBHH C  IUIAHOM,
YTBEPHKHAEHHBIM PYKOBOJUTENEM COOTBETCTBYIOIIEIO apXUBa 110 COTIACOBAHUIO C
HepefaolIei Aena opraiu3annei.

6.7. [oxyMeHTHI Mepe/laroTcsl B FOCY AAPCTBEHHBIH (MYHAUMIATLHENN) apXUB
IO OTIMCSM JIell, NOKYMEHTOB IOCTOSHHOIO CPOKa XpaHeHUs!, yTeepxaeuneim 311K,

Tlepen nepenavell HOKyMEHTOB HA NOCTOSHHOE XPAHEHHE COBMECTHO C
IIPE/ACTABUTENEM [OCYAPCTBEHHOIO (MyHHUMIANBHOTO) apXHBa TIPOBOAHTCH
[IPOBEPKA [TPABUIIBHOCTH ONMCAHKA H OQOPMIIEHHUS 1€, PUBNUECKOrO H CAHUTAPHO-
THTHEHMYECKOTO  COCTOAHMSA  JAOKyMeHTOB. lipu oOHapyXkeHHM OedekTon
COCTABMSIETCS &KT, yCTPaHEHHe OOHapY>KeHHBIX Ae(eKTOB HPOBOIUTCH CHIAMU
OpraHu3aluu.

Tlepenaua gen IpOBOAMTCH B IOCYHAPCTBEHHOM (MYHUIHMANBHOM) apXype
noefdHUYHO. Ha Bcex YeTHpeX JK3eMIUIApax OIHced J[eN, NOKYMEHTOB
IPOCTABJIAIOTCS OTMETKHM O IIpHeMe el

Ipu nepsdi«i nepefade IiOKyMeHTOB B roch[apchel-Iliblﬁ (MYHHUMITATHHEH)
apXUB NepeIacTes HCTOPHYECKas CTipaBKa K dhoray. [Ipy nocnenyommx nepenayax
JIOKYMEHTOR [epeaeTcs AONOIIeIiHe K HCTOPHUISCKOH CrIpaBKe.

6.8. llepenaya moKyMeHTOB OQOpMIACTCSA aKTOM NpHEMa-iIepeaat
AOKYMEHTOB Ha Xpadenue (mpunoxenne Ne 30), cocraBnseMbiM B OBYX

oK3eMIIsIpax. OQMH SK3EMIULAD OCTacTCAd B NOCYAApCTBEHHOM (MYHHLMIIATBEHOM)
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apXMBe, JPYroH — B NEepefarolieH OpraHM3alWH. BMmecTe ¢ AOKYMEHTAaMH
ePeacTCs TPU IK3EMIUIAPA ONMCH Heil, AOKYMEHTOB, B TOM 4WCAE OOWH B
3NEKTPOHHOM BHIC.

Ecnu npu nepenave oOHapyXeHO PACXOKAEHUE MEXIY MTOTOBOH 3aHCHI0
OIMCH LeJl, NOKYMEHTOB ¥ (haKTHYECKUM HaiNYHeM nepelaBaeMBIX fefl, B OIHCH
Aeli, JOKYMEHTOB 0(OpMIISeTCA HOBAsA H1OIOBAsl 3aIHCh, B KOTOPOR YKA3BIBAOTCS
hbakThyeckoe HanMuME e W HOMEpa OTCYTCIBYIOWX  ZelL. Howmepa
OTCYTCTBYIONIMX NeN QHKCHPYIOTCH B aKTe ipueMa-lIepeiatn Aell Ha [OCTOSHHOS
XPaHCHKE, [PUHMUHB! OTCYTCTBUA A€A — B HpHUNaraeMol K akTy mpHema-nepenadu
CUPABKE, [I0ArOTOBIEHHON OpTraHu3ave.

ADXHB OplraHH3aLuy IPAHAMAET MEPEE 10 PO3BICKY Aen. Ha oTcyTeTByrommue
HAOKYMEHRTBl K Jlefla, Mephl MO DO3LICKY KOTOPHIX HE HalH Pe3yAbTaTosB,
COCTARNACTCH aKT o0 yTpaTe MOKYMEHTOB (mprutomenue Ne 6). VTpaueHHEIe

HCMIBHHAKH JOKYMEHTOB MOI'yT OBITE 3aMEeHEHEI HX KOTHAMH.

VII. IIEPEJIAYA JIOKYMEHTOR ITPY PEOPT AHU3 AL W
JVKBUIAIA OPT AHM3ALIVU, CMEHE PYKOBOJIMTEJISI APXVIBA
OPT AHU3AI MU

7.1. Tlpu peopranMsalii WO JHKBUOAUMY OpPraEU3alMH INepelada M
JalbHeHIee HCIONb30BAHNE JOKYMEHTOB PEOPraHu3yeMoil WM JMKBHAHPYEMOi
OpTaHi3aluy OCYINECTRIASTCA B COOTBETCTBHM C 3aKOHOAATENBCTBOM Poccuiickoil
Denepanyy.

[lepenava MOKYMEHTOB IHKBHAMDYEMOY  OpTAHH3ALME  BXOOWT B
00538HHOCTE KOMHCCUH, OﬁpaBOBdHHOﬁ TS TIEpeIavn A6 W Hmymecmzi.

Ilpy rUKBUgAUME  OpraHH3abWii — HCTOYHHKOB  KOMIINEKTOBAHHS
FOCyLapCeTBEHHBIX  (MYHHLHTANBHEIX) apXHMBOB, B COCTAB JIMKBUAALVOHMHOLM
KOMHCCHH  BKJIIOHAa€TCs TPENCTABUTENH [OCYJIAPCTBEHHOTO (MYHHLHUIIABHOIO)
apxuBa.

7.2. Tlpn cmeHe pyKOBOAUTENS 8pXUBA OPraHU3aHUN (M3, OTBETCTBEHHOTO
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3@ apXMB OPraHU3aINY) APHeM-TIepeada JOKYMEHTOB apXHBA, YYETHOTO U HayYHO-

CHPaBOYHOIO anmnapaTa K HHM OCYIUCCTRILICTCA 110 aKTy.




HavmeHosaHne opraHisayguy

KAPTOYKA NOCTENNAMHOIO
TOMOMPA®PHUHECKOIO YKA3ATENH *

CTENRAXK Ne

35

XPAHUMULLE Ne

MNpunoxenune Ne 1
K. 2.37 fpaBun

LLEkacdh Ne

Monka Na

BoHA Ne

Onuce Ne

Ea. xp. ¢ Ne

nG Ne

Mpumeqaxue

Dopmat AS (148 x 105 mu)

* Kaproukn nocTennaxHore TonorpadUueckoro ykasareds COCTABAAIOTCA HA KMKIbE CTE/NMK u
HPUKPEMTAIOTCS Ha TOPLEBCOH CTOpOHe cTennaxa.




MpunoxeHue Ne 2
Kk n. 2.37 MNpasun

HaumeroBarue opraHnaatn

KAPTOYKA NOSOHOOBOMO
TOTIOTPADUYECKOI O YKA3ATENA *

DOH/] Ne XPAHWUIALIE No

Haseanue chorna

Onuen | Eg. xp. ¢ Ne
Ne no Ne
1 2 3 4 5 &

Crennam Ne Ulkady Ne Monka Ne FipumevaHwne

®opmat A4 (210 x 297 mwm)

* Kaproukét no(OHIOBOrO TOMOrpadHueckoro yKasaTejs COCTABAAIOTCA Ha KakIbli ¢ovx o

PACTIONAratoTes B Nopaake HoMepos (OH/IOB.




HaWmeroBanne opraHusaumm
AKT

Ne

NPOBEPKKW KANWUYKUA W COCTARHKUA
APXUBHEX A0OKYMEHTOR

PoHZ Ne

Hassanue doHaa
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MpunosxkeHue No 3
K n. 2.43 Npasun

YTBEPXAAID

PyxoROAUTENE OpraHn3aLn

Howmepa onncei

1. YuenuTen no onucam aen

2. BeiABNeHbl TeEXHUYECKHEe OINBKH:
2.1, IMeloTCA nUTepHbie HoMepa:

B NTOrOBOW 3anNUCK

2.2. MNponywerc HOMepos:

B NTOTOBOA 33NHUCH

2.3. Opyrue, B peaynsrate vero ofbem
YBEMUUUNCA HA

YMEeHLLUUIICS Ha

YCTPAHEHUHA TEXHHWYECKAX DIIKBOK

4. He oKa3zanocb B HaNNYKK

(BKIMKWO4EHHLIX B ONHGH)

W3 HYX TpeyoLMX;
a) AesuHdeKLn

6) AesvHCEKLUM

tognuce Pacuwigpposka
TOANUCIK
DNata
MNpoeepxa npopoAnAacE ¢ no
IpoBepxoi ycTaHOBNEHO:
en.xp,
(xonwuecTeo)
a) He YYTeHHbIE B UTCFOBON 3anuch ef.xp.
{konuuecTBo)
6) HEe NepeuncneHHbIie, HO YYTEHHBIE
ea.xp.
(KonwuecTso)
a) He YYTEHHBIX B HTOTOBOW 3arucy eA.XP.
(konu4ecTB0)
6) He fepPeYMCNEHHBIX, HO YYTEHHBIX
ea.xp.
{xonmiecTeo)
en.xp.
(konudecTeo)
£4.XD.
{ronnuecTro)
3. YucnuTca no onucaAMm B pesynbTaTe
en.xp.
{xonuJyecTBO)
ea.xp.
{konu4ecTso)
5. KUmeeTcA B HaNMuMK 1O KAaHHOMY thoHDy
en,. xp.
- {(KoNW4ecTBO) :
ea.xp.
{xonu4ecTso)
en.xp.
(koruuecTeo)
2a.Xp.

B} pecTaepayum

(konuyecTeo)
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FpoaorekeHne npunoxenus Ne 3
Kn. 2.43 [lpasvn

M) NEPENRETA NNK NOALLVBKH en.xp.
{KOMM4ecTED)

A) BOCCTAHOBNSHNA 3aTyXaloLnX TEKCTOR eq.xp.
{KONW4ecTBo)

2) HeNCRPBBVMO NOBPEXAEHHBIX 4. Xp.
(KoNM4ecTEO)

8. IMeeTea He BKNIDUYEHHBIX B ONHCH ea. xp.
{ronudecTeo}

7. UToro no AansomMy hoHAY (BKNIOYSHHBLIX U He BKNTIOYEHHLIX B ONUCH),

UMEH IAXCH B HANUUAM en.xp.

{xonuyecTso)

8. XapakTepMcTHKa YCNOBUIA XpaHeHun

Mposepry npoussoganu:

HavmanopaHue
[OM¥HOCTER

paboTHUKOB Moanucu Paclmndhpoexa nognuced

dopmat Ad (210x297)




HawnmenoBaHWe oprasnsaynun
AKT

Ne

& TEXHNHECKAX OLUNOKax s
YYETHBIX JOKYMEHTAX

dong Ne

HazeaHue HoHaa
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MpunoxeHne Ne 4
K nn. 243, 3.15 Flpasun

YTBEPKIAID

Pykoeogutent opraHusaLmwv
foanunce Pacwndhposka
MOAFACH

Dara

B xofe sbinonHeHus

oGHapymeH bl TEXHUYECKUE

OLLIMBKA B 3aNUCAX

Haseanne nokymeHTa

CyLlecTBYHOLWAS 3anN1Ch

Cnegyer sanucarh

1

2

3

B pesynstaTe KONUMYSCTRO eOuHuL XpaHeHWa yBennyunoce (yMeHbLLIHJ‘IOCb)

Ha

ef. xXp.

{Ltnbpamu, NPoNKCE)

Npvmevanns:

HawmeHoBaHWe A0NKHOCTY paboTHMKA

Flognice

N3meHeHWs B yyeTHbIe OKYMEHTHI BHECEHb!

HanMeHnoBaHne GoJKHOCTY
paboTHMKa apxusa

MNoanvich

Pacwnipporka nognucy

Pacumdpoeka nogannuem

®opmar Ad (210 x 297 mm)




MpunoxeHne Ne 5
Knn. 2.43, 3.15 Npasun

Haumetosanne opraMusanum

AKT YTBEPXAIO
No PykosoauTenke oprauusaLmm
flopnuce Paclwndpobra
06 oBHapyxeHWn JokyMeHTOB noanucK
(He OTHOCAWMXCS K AaHHOMY
PoHAY, HeyUTEHHBIX) Harta
B xoze
{eung paboTsl)
oBHapyKeHo
(B doHAS, XpaHunuLe, paBo-em nomedennn)
Ne 3aronosok | Luchp (ecnu Kparinwe KonuyecTso K kakomy | Mpumeya
nim en. Xp. eCTh) AaTh! NCTOB thonay HKA
{obbem, MB) | oTHocUTES
1 2 3 4 5 6 7
Wroro oBHapyxero AOKYMEHTOR
(Ldppamit ¥ nponuckio)
HaumeMoBanue gomkHocTH paoTHuka Mognwuck Pacwndposka
NoAnnUCH

WN3meHeHns BHeceHb! & yueTtHble AOKYMEHTh,
Hanmerosanue nomxHocTy
paboThyka apxuea Mognuce Pacumdpoeka

noANMCH

Popmat Ad (210 x 297 mm)
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Mpunoxenne Ne 6
K nn. 2.44, 3.15, 4.32, 6.8 MNpasun

HavmeHoBaHve opraHn3aunn

AKT YTBEPXAKD
Neg PYKOBOAUTERL Opranusaunu

Flognuee Pacwmpposka

06 yTpaTe AOKYMEHTOB NORANUCK
Oata

®oHg Ne

{Ha3eakune thoHaa)
B pesynetare YyCTaHOBMNEHO OTCYTCTBUE B hoHAe

nepevnucrneHHbIX Hke aen, NpegnpuHATEIeE apXUBOM Mepbl N0 PO3bICKY Aer NONOKATENbHBIX
pe3ynLTaToR He fank, 8 CBASK C YoM CYUTAEM BOBMOXHBIM CHATL C ydeTa:

Ne Omuce | Ea. xp. 3aronoeok &3. Xp. Kparue Konuwyecteo | lMpeanonarae-
n/n Ne Ne DAt NUCTOB MBS [IPHUMHL
{06bem, M6) OTCYTCTBHS
1 2 3 4 5 8 7
AToro el. xp.

(undopamu W NPOTUCHID)
CoaepxaHve yTpavyerHbIX AOKYMEHTOB MOXET ObITb HaCTUMHO BOGNIONHEHO CNSAYIOLLIMMK
efn. xp.:

(HOMepa eg. Xp. 1 UX FPYNNOBLIE 3arcNoBKHK)

HaumeHoBaHWe AOMKHOCTH
PYKOBOANTENA apXvBa MNognuce Pacluugppoeka nognuci
{nuua, oTBETCTBEHHOrO 33 apXvs)

COMACOBAHO* COIrMMACOBAHO
MNpoTokon 371K apxXuBHOTO YHPEXAEHUR {poTokon U3K (3K) opraHuaauun
oT Ne o7 Ne

NaMeHeHns B yMEeTHEIE AOKYMEHTLI apXUBa BHECEHE!,

HaumeHoBaHWE AOMKHOCTH
paboTHWKa apxuBa Toanucb Pacwudposka noanucu

Popmar A4 (210 x 297 mm)

* Ecnii ne 0GHApy KeHB! €71 MOCTOAHHOTO XPaHEHNA.
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Apunoxenne Ne 7
xn, 2.47 TpaBun

Havmerosauve opraHnzayun

KAPTA-3AMECTUTENE OENA
Oerno

{N2 1 HazBaxwne)
Onuncb

(Ne » Hassanue)
doHAa

(N2 1 Ha3eanve)

Boiaako B0 BpeMEHROE MoNL30BAHME (YUMTaNLHBIA 3an):

Ne @ W.0. nonbzoceaTens Hara Oara Roanuce Moanuce
nfn Bbiaauu BO3BpATa BelAABWIEr0 | MOMYSMBLLErO
Aeno AENO0
1 1, 2 3 4 5 8

Popmat Ad (210 x 297 mm)




Mpunoxenne Ne &
k nn. 2.47, 4.19, 4.21, 4.23 lNpasun

JINCT-3ABEPUTESb [IENA Ne

B gene nogwinto v NpoHyMepoBaHo ncToB
{undbpamy 1 NponMceIo)

¢ Ne no Ne , B TOM vncne:

NUTEpHLIE HOMEpPa AKCTCS ;

fpONYyLLeHHBIE HOMEPa MCToB

+ NMCTOB BHYTPEHHEW 0rick

OcoberHHoCTY hUIMYSCKOro COCTOSHNA N POpMUpoBaHAS fgena Homepa
nUCTOB
1 2

HaumeHoBaHue [OMKHOCTI
paboTHUKa Mognwcek Pacluudposka nognucy

Aata

Popmar Ad (210 x 297 mm)




Haunmenosarne opraHusagmm

Poug Ne

64

NNCT UCNONLIOBAHUA OOKYMEHTOB

Mpunoxerue Ne 9
K . 2.47 Ipasun

Onuck Ne Deno Ne
3aronoBox gena
Hara Komy swinaro: Xapaxrep Mcnonb3osaHNN No MoArits NULa,
UCIonNk- | haMunug, nHuuMans (KOPWMPOBEHNE, BRINNCKA, WUCRONb3D&RAH- | UCHONL3OBARLLIErD
30BEHWA {pasbopuueo) NpoTMoTP) HbIX NUCTOB neno
1 2 3 4 5

dopmar A4 (210 x 297 mMm}
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MNpunoxexne Ne 10

K n. 2.46 MNpaeun

HaumeHosaHWe opraHusaLiim
AKT

Ne

O BblAave 4en BO 3pemMeHHOoe NonbiosaHne

(HauMeHoBaHWE DpraHusauwn,
ee anpec, NOYMTeBLIA MHOEKC)

QOcHoBaHne

Ana kakon Leny abigalTes ea. Xp. M3 ¢roHaa Ne

{Hassapme HoHaa)

. Konuvectso
I_':,i o'Lble Eﬂﬂj P- 3523“350'( K?qzlfr::‘e nucToB, chopmar pumevsaHne
} " e {obvem, MO)
1 2 3 4 5 6 7
Bcero BolfaeTcH eq. xp.,

{unchpamn n NPORUCHID)
CpOK BO3BpalleHnsA

Oena epigaHe B ynopRaodeHHOM COCTOAHUN, NOAUKUTRL, B obnowKax, ¢ npoByMepoBaHHbBIMK
NUCTamMkr 1 3apepUTEREHEIMIA HEANWUCAMM.

Monyvatene o0A3yeTcs He nNpeaccTaBnATb Aena, MNOAYYEHHbIE BO  BRPEMEHHOE
NONb3OBaHNE, NOCTOPOHHYIM NWLIAM, HE BblAABaTb MO HAM KOMWHA, BBINWCOK K CNPAaBOK, HE
nyonuKoBaTh AOKYMEHTH BE3 paspelueHya opraHvsauvy, Bolaaslied aena.

Nonyyatens 0653yeTca BepHYTE A€Na B 3pXMB OPraHU3aLMi B YKa3aHHLIA B aKTe CpoK.
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Mpopomrenne npunomerus Ne 10
Kn. 2.46 MNpaBun

Monyvyatens npepynpexpeH o6 OTBETCTBEHHOCTH MO 3aKOHY B CRYYae YTpaTthl v

HOBpeX[eHWA NOAYHCHHLIX BO BPEMEHHOE NONbIoBaHne 4en.

HanmeHoBaHWe AGIKHOCTH
PYKOBOAWTENS OpraHusating,

Bhlgaolen fena

(lognuck Pacwngposxka

AcOncK

Hata
MNevaTths opraHusaymuy

HanmeHoBaHne gomKHoCTI
PyKoBOOQMTENA

opradnaliun-nony4artens

Mognuce Pacumdpoeka

noanucu

lata

Mevats opranusaumm

Gopmar A4 (210 x 297 mm)
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HauwmeHoBauue opravnialiia

CATMCOK®OHAOB

Tom Ne

Havar

OKOHUeH

MpunoxeHue Ne 12

K nn. 3.6, 3.15 lNpasun

dopmat A4 (210 x 287 mm)
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Mpopcnxenne npunoxeduna Ne 12

Knn. 3.6, 3.15 MNpaeun

Ne Oarva nepeoro HazeaHue OTmeTKa 0 BeIbEITAN hoHaa MNpumeyanune
doHga | nocTynnenua hoHaa Kyna Lara n Ne pokymewTta,
AOKYMEHTOR sbI0bIN H& CCHOBaHMM KOTOPOLD
dioHnz BbiBbIN
1 2 3 4 5 6
Ha 01.01, rofia B CRKUCOK BXIOYEHB! (hoHas ¢ Ne no Ne

N3 CrvIcKa NCKIMIoYeHb! roHabl ¢ Ne no Ne

Beerce xpanuics 8 apxvse

{UMbpamMu U NPOMUCKEID)

(Undpami 1 TpenUck)

Homepa ceoBoaHble:

Homepa seibbiBLure (nepeganHoie):

HawmeHosaHwe 40/mKHOCTY paBoTHWKA

dpXyBa, COCTaBUMBLLEro roaoByio

UTOrOBYIO 3anuch Noanuck
HaumeHoBarne GOmKHOCTH

PYKOBOAWTENA apxusa (nuya,

OTBETCTBEHHOIC 33 apXuB) Mognwce

OaTa

copiepxat ccoBo LUeHHbie gena.

hoHAOSB, 13 HUX:

Pacwridposka nognucu

Pacwudpobka nognucn

Popmar Ad (210 x 287 mu)
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Mpunoxenve Ne 13

K nan. 3.6, 3.15 MNpaewn
JNCT ¢OHAA Ne
{Mecronaxomaenne dhoHaa (HaveHoBane (AaTa neEPsOro NOCTYNNEHUS
oprasuzaunK, rae Xpawuies doHga) BOKyMeHTOB doHpa)
Kpapune naTh Hazpanue doHna
Kaxkaare Haseanns qoHaa
1 2

1. YYeT HEONNCEHHBIX OOKYMEHTOR

Hanuuie
Dara Haseanwne, Ne v gata Nocryrinexne Boibuitne (OCTaToK}
3anucu ACKYMEHTE, AC KOTOPOMY Konuueer- | Kpabmie | Konudvecr | Kpabnue Beero gen
NOCTYAKAW Mk BO narte 80 Aathl
BLIOLINMN JOKYMEHTST Aen aen
1 2 3 4 5 6 7
2. Y4er cnucarMeiX JOKYMEHTOR
BuBriTue Hanuuue {ocraTtok)
z ) B Tom wicne ne B Tom uncne:
= €
E z OTMCAM, o NOCTOAHHOIO XpaneHus RO NUHHOMY
. L] K3
= F =3 . a ;
5 5 : | ¢ g &‘g E YTBEPM] EHHEIM = cocTaey
|3 SR & g | T 3 ANk g 3 HYX NC ONUCANM,
= s| = c| ®© Z Q .
E s |2l 3 ¢ slg |t %‘ g g 2 yraepsaeHHem 3NK | & =
5 ) g E =| o 9 ; Konu- = 7 £ o 5 5
ol = S | bl 2 in 3 = 9 X et =
) o o X [ TR - x 3 E e [}
T s £l g 2 & | vecr- | Kpap- £ & kanwde | rpaiiive E S
l'U = @ q I L
8 < § < | poen HUE “1 B cmo AaThl § g
o I = =
I 8 %p NATH en. xp. g
1 2 3 4 5 6 7 8 g 10 11 12 13 14 15 16

DopMmar A4 (210x297 mm)
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Flpunoxenlne Ne 14

K nn. 3.8, 5.5 lNpasun

HaumenoBaHne opraHizalnu YTBEPXOAKD

PYKOBOGWTEMND OpraHmn3aLmm

boHpg Ne Mognuck Pacuwndhpoeka
n0ANKUCH

OITUCb Ne LaTta

[N NOCTOAHHOID XpaHeHUs

3a rof,

Ne Wupexc 3aronosox Kpannwe Koennuectso | Mpumevanne
n/n gena dena Jartbi NNCTOB
1 2 3 4 5 8
HaseaHwne pasgena
B gabHbiit pasgen onucy BHeceHo Aen,
{unchpamm 1 NPONMCHIO)

¢ Na no Ne , B TOM Qncne:
NiTEepHbIS HOMEpA!
NPoONyWEeHHLIE HOMEpPA:
HanMerosakue BoMmKHOCT!
COCTABUTENS OMUCK Mognuck Pacwiuepposka nognmcu
HaumeHoBaHue AormkHOCTH
pYKOBOOWTERA apxuea {nhua,
OTBETCTBEHHOIO 3a apXxue) MNogrineb PacwudpoBka noanucu

COIMACOBAHO YTBEPHAEHO

MNpotokon LI3K (3K) oprannzaumm MpoTokon K apxvBHOro yupeXasHUA

oT Ne Ot Ne

dopmat A4 (210 x 287 Mm)




Haumerorauue opraqizanin

Fipunoxerue Ne 15

Kon. 3.6, 5.5 Mpasun

Dony No YTBEPXOARD
OMAUChb No Pykosognrere opranmsaume
Aen rno NUHHOMY cocTaBy
Moanuce Pacwudpobka
3a rog rnoaniucu
AaTa
Ne | WHaeke 3aronoBok KpaitHne gats Cpok Konuuectao | MNprvmeyanne
n/n gena Aena XpaHeHun nucToB
1 2 3 4 5 6 7
B AaHHLM pasgen onvck BHeCeHo aen,
{Lnbpamu N NPOANCHID)
¢ Ne no Ne , B TOM qucne:
NUTepHLIE HOMEpa:
NpoNyLeHHEIE HOMEPA:
HanmeHoBaHWe QOMKHOCTH
COCTaBWTENRA OMNNCHK Mognuce Pacwwrdposka nognucn
Haumerosanne QOrmKHOCTI
PYKOBOBUTENS apxnea (Nuua,
OTBETCTBEHHOIO 32 apXvB) Moanuck Pacwwudposka noanucu

COIrMACOBAHO

fpoTtokon LISK (3K) opranmsauum

oT

Ne

COIMMACOBAHO
MpoeTokon 3MNK apXuBHOTC yYpexaASHUA

ot

Ne

dopmaT Ad (210 x 297 Mm)




74

Npunoxenvwe Ne 16
K nn. 3.6, 5.5 MNpaewn

HanMeHoBaHWe opraHnsauuu

®omp Ne YTBEPXIAKD
ONUCb Ne PykoeoaKTEeNL OpraHusalyim
Aen BpemeHHbIX (Cebiwe 10 neT)
CpOKOB XpaHeHun Mopnucek Pacwngpoeka
noanneK
3a Lol Hara
e Vingekc 3aronosok KpaliHue patol Cpok Konundectso § [pumeuanne
n/n [ena nena XPaHeHns HUCTOR
1 2 3 4 5 B 7
B aaHHBIA pasgen onncK BReCeHo aen,
(LUUbpamMn ¥ MPONKCHID)
c Ne no Ne , B TOM Jucne:

AUTEPHBIE HOMEDA!
nponyLleHHble HoOMepa:

HaumeHoBaHne gomkHoCTN
COCTABUTENSA ONMCH Nopnveb Pacwingposka noanvcu

HanmeHoBaHWe 40rMKHOCTI
pyKoBoguTens apxusa (nvua,
OTBETCTBEHHOrO 33 apXue) Mognumce Pacwwuchbpoeka nognucu

COMMACOBAHO
MpoTokon U3K (SK) oprannsauni
oT Ne

Gopmar A4 (210 x 297 mm)




HaumeHoganve opradnaaymm

doka Ne

OMACH Ne
SNEKTPOHHBIX AEN, [AOKYMEHTOB

MOCTCAKHOrO XpaWeHus

75

MpwnoxeHve Ne 17
Knn. 3.6,4.19, 5.5 Npasun

YTBEPXAAKD

PYKOBOAUTENMb OpPraHU3aLnm

Moanueck Pacuwipposka
noancK

Hata

3a rog,
Ne NHpeke 3aronosok . Kpaiinue Obvem, M6 | Tlpumeyarnn
n/n Aena Jdena RaThl
1 2 3 4 5 6

B panHei pasgen onuck BHeceHo

¢ Ne

aen,

obremom

HanMeHoBaHNE 4OMKHOCTU
COCTABUTENA CNNcH

HavmMeHoBaHne A0NKHOCTH

PYKOBOAUTENS apXuBa (nuua,
OTBETCTBEHHOIO 33 ApXMB)

COIMMACOBAHO

(umnhpamn v MPOMUCHIO)

no Ne

{LmbpamMy ¥ NPONCHID)

Mb6.

' MNporoken LISK (3K) opraHuaayun

oT

Ne

Mogrce Pacwmdposka nognivcn

Mognnces Pactunchposka noanvey

YTBEPXAEHO

MNpoToxort 37K apx1MBHOTMO yypexaeHus
oT Ne

topmar A4 {210 x 297 MM)
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[poporskexue npunoxenuna Ne 17
Knn. 3.6, 4.19, 5.5 MNpasnn

MPUAOXEHWUE K OINMUCH Ne

SNEKTPOHHELIX e, HOKYMEHTOB NOCTOAHHOM
XpaHeHus

3a Foa

Peectp A0okymeHTOB (KOHTEHEPOB 31IEKTPOHHLIX AOKYMEHTOE) SNeKTPOHHOIO gena:*

N2 ea. xp. no onuewk WHaeke nena
3aronosok gena
Hara Per. No
BOKYMEHTa | QOKYMEHTa Haumerosanve gokymeHTa Obvem, MO | Mpumeuanus
1 2 3 4 5

HauMeHoBaHUe QOMKHGCTH
COCTaBUTENS ONMKCK Moanuco PacwudipoBka nogrucu

Popmar Ad (210 x 297 mm)

* CocTarnsercs 11a KaKA0E 3EKTPOHHOE 1EN0.




HaumeHoraHne opraHu3adni

®oHg Ne

ONACH Ne
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MNpunoxenne Ne 18
Krn. 3.6, 4.19, 5.5 MNpasnun

YTBEPMIAIO

PykoBoguTene opraHnaaLmny

Mognuce Pacwudoposka
nognmcn

Hdata

SNSKTPOHHBIX AR, BOKYMEHTOB BPEMEHHbDIX

{cBbltwe 10 NeT} CPOKOB XpaHeHWs
3a roa

Ne § MHpekc 3aronoeok
nn aena nena

KpaitHite Cpox Obvem, ME | Mpumedanus
AaTsl XpaHeHua

B AaHHBIA pa3gern onucy BHeceHo

aen,

c Ne

(Lmchbpami U NRORKCEID)

obLemMom

no Ne
{LKpamn n nponucers)

Mb.

HanmeHoBaHUE BOMKHOCTY
COCTABUTENA ONUCK

HavmeHoBaHve QOMKHOCTY
PYKOBOANTENS apxXuea (nuua,
OTBETCTBEHHOID 38 apXWB)

COIMACOBAHO

MpoTokon L1OK (3K) opranusaumm
oT Ne

MNoanuce PacwwndpoBka nognucu

Moanuck Paclwugposga nognvey

dopmaT Ad (210 x 297 mm)
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lpogomxkenne npunoxenuna Ne 18
xnn. 3.6, 4.19, 5.5 MNpasun

MPUNOXEHUE K OTTUCH Ne
SNEKTPOHHbLIX ASr BPeMEHHbIX
(cebile 10 neT) cpokos XpaHeHWa
3a rog

PeecTp AOKYMEHTOB (KOHTENHEPOB 3MEKTPOHHBLIX AOKYMEHTORB) 3NeKTPOHHOTO Aenas*

N2 en.xp. no cnncuy WiHpeke nena

3aronosok gena

HaTa Per. Ne
AOKYMEHT |  ACKyMeHTa HavmeroBanve goxymeHTa Ofrem, MG | Mpumevanus
a
1 2 3 4 5
HavmenosaHue oRHOCTI
COCTABWTENS ONWUCH Moanuck Pactundgppoeka nognucu

Gopmar A4 (210 x 287 mm)

* COCTaBIMACTCH HA KAXKIOE DAEKTPOHHCE AENO.




Mpunoxerne Ne 19
knn. 3.6, 3.11, 3.15 Npaeun

HawnmeHoBaHue Qprasnazauymn

PEECTP ONMUCEN
Hayvar

OKkoHHeH

Popmar Ad (210 X 297 mm)
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[pofomkeHue npunoxeHus Ne 19
kng. 3.6, 3.11, 3.15 Npagun

KONWHMECTRO AEN B ONMGH
o i
= = o MOCTCAHHOMO | BP2MEHHOrD no 2 8o =
£ %c g s XpaHeHnA {CBuile 10 nnaHoMy | ¥ 3 g3 3 E rglﬁ §
s |®& |5 D E neT) coctaey | F & :5E5 [25E|¢
= o w © KPAHEHWA o == S09 =
2 = I par = g-° g¢ &
1 2 3 4 5 6 7 8 9 10 11
Bcero xpanutes 8 apxuse ONNCEN, 3 HKUX
(umdpamu U NPONUCEID)
NOCTUSAHHOT O XPaKHeHUs )
{undbpamn 1 nponuebo}
BPeMeNHOro xpaHeHus {ceeile 10 neT) .
(UMpamMI ¥ NponucLro)
no NUYHOMY COCTaRY ‘
{undpami 1 nponKchio)
B TOM YKCNE NOCTYNUNO B roay onvcev
{undpamn 1 nponucsio)
B TOM Yucne ebibbine B rofy onncen
(undbpamn 1 npONUCLIO)
HavmerHoBaHie BOMKHOGTU paboTHMKa
apxvBa OpraHW3aLMK, COCTaBUBLIEND
PEECTP ONvcen MNognues Paclungposka
noanucy
HavimeHozaHue OormKHoCTI
pyKoBOANTENA apXnBa {niLa,
OTBETCTBEHHOrO 38 apXuB) lNoanuck Pacwudgposka
noanuen
Hara

Dopmat A4 (210 x 297 Mm)




YTBEPXKIAIO

PykososuTent opraHnsagmm
nepefaoLLen SoKyMEHTDI

MpunoxerHwe Ne 20
kn. 3.15 [pasun

YTBEPXOALO

PykcBoguTens opraxuzagmnm
NPUHUMAIKOLLEN NOKYMEHTh

oannce Pacwndposka Foanuce PacwmwngpoBka
MOAMNKCH Mognwuei
[ata fleyats Hatra
Meuate
AKT
Ne
npuemMa-nepeiayvn apxXUBHbIX
AOKYMEHTOB Ha XpaHeHwe
(ocCHOosaHWe nepegavi)
(HaseaHue nepagasaemoro honga)
cgan,
(HaszBaMyie Oprarn3auMn, Nepenaien AOKYMEHTLI)
a npyHAN

(HaseaHne opraHu3aliMn NPUHUMAWER JOKYMEHTHI}
AOKYMEHTH! HA3BaHHOra DOHAA U HAYUHO-CNPABOYHLIN AMNAPAT K HUM!

Na HaszsaHne, Homep Konuvyecteo Konvuectso | MpumevaHns
rn/n OMUCH aKseMnnApos en. xp.
onnGH
1 2 3 4 5
NTOro nNpuHAaTO en. xp.
MNepegayy npovizseny: Mprem NpousBesnu:
LomxHocte  Mopnmce  Paclumcpposka Horvkmocts  Mogrnuce Pactuundgposka
naanucu noanucu

Nata

DoHAy npuceoeH Ne

Oarta

MameHeHun 8 YHETHBIE OOKYMEHTEl BHECEMDL.

HonxHocTe Aognuck

Bata

Pacluncposyka nognucy

Popmat A4 (210 x 297 mm)
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Mpunoxexne Ne 21
xnn. 3.15,4.11, 4.13 Npasun
HawnveHoBaHre opraHuaayui
AKT YTBEPXAAKD
Ng PYKOBOOMTENE OPraHinsadian
0 BBIAENEHNIE K YHUMTOXEHUNIO MNoannck Pacwudyporka
apXUBHLIX JOKYMEHTOR, HE NOANEMALLNAX noanucu
XPaHeHno Llata

Ha ccHoBaHMK

(Ha3Bale"le ¥ BRIXOAHLIG AarHbis NepeqHA JOKYMEHTOB C YRKA3aHWeM CPOKOB MX XpaHeHb"lF!)

oTOBpaHbl K YHUUTOXEHNIO KaK HE MMEIOLIME HAYHHO-NCTOPUYECKON UEHHOCTI U YTPATUBLUNE
APaKTUHECKOE 3HAYEHNE AOKYMEHTE! hoHga Ne

{nazsanne donga)

He 3aronoBoK gena [onw Homep Homep Konuye- Cpoku MpumMeda
n/n {rpynnoso onucn® aa.xXp. no CTBO XpaHeHua Hua
3aronoBOK JOKYMEHTOR) OnnecK en. xp. U Homepa
cTaren
O NEPEYHK
1 2 3 4 5 3 7 8
Uroro ef. Xp. 33 rogbl.
(4udspamu U Nponuceo)
Onuey Aen NOCTOAHHOIO XpaHeH)s 33 rogel yTeepxaeHsl 97K

{(HaWMeHoBaHWE apXMBHOMO y4pexerns)
{npoTokon ot Ne )

HanmeHoBaHne A0MmKHOCTY
PYKOBOAMTENR apxuBa (uua,
OTBETCTBEHHOIO 33 aPXUB) Mognnck Pacluindgposka nognucu

COIMMACOBAHO
Mporokon L3K (3K} opranmsauuv
o7 Ne -

* TIpn BbLACTCHAH K YHHYTOMEHHUIO AOKYMEHTOB NIPY NGATOTORKE JEN K Nepedade B apxie OpraMuiaiui, rpapn 4,
3 HE 3AU0AHAQTCA.




MpopomkeHne npunoxkeruns Ne 21
Knn 3.15, 4.11, 4,13 Npaeun

HokyMeHThl B Konuyecrse en. Xp.:

- Ha 6}‘M3}KHOM HOCHTENS BECOoM Kl CRaBb!
Ha YHUHTOXEHWE,
- Ha 3NEKTROHHOM HOCUTENE CAAHb HA yHUYTOXeHWE

{cnoced yHuuTONERNA)
HavimMeHoBaHMe JomKHOCTH paboTHuka,
CAABWEro AOKYMEHTL) MNopnuce Pacuindpoeka noanucy
Hata
NameHeHnA B yHeTHbIE AOKYMEHTI BHECEHI.
HarveHoBaMue JoMKHOCTU paboTHUKA
apxXuBa, BHECLLErO M3MEHEHUR

B YUETHbBIE [LOKYMEHTSI MNMopnnce PacwndpoBka noanucu

Lara

®opmat A4 (210 x 297 Mm)
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MNpunoxerue Ne 22
k. 3.15 MNpasun

Hawmenosanue CpraHnu3aumiK

AKT YTBEPXOAKD
Ne Pyxosoawtens oprasnaaumu
0 HEUCNPABMMBIX NOBREKASHMNAX Mopnnck PaciuncpoBka
ApPXABHBIX 4OKYMEHTOB noanucK
Data
PoHa Ne

(Haspawune hoHaa)

B donnie oGHapyxeHbl LOKYMEHTL!, MPUIHAHHBIS HENCNPABUMO NOBPEXAEHHBIMN:

Ne | Omnece | Eg. xp. 3aronosok Kpafitiue KofwqecTteo CyLLHOCTE #1
n/ni Ne Ne NoBPEXAEHHbEX aarbl NYCTOR [pie) SN
en. xp. (o6wem, M) nospexge-
HIAS
1 2 3 4 5 6 7

UToro oGHapymeHo HEMCNPABYMO NOBPEKAEHHBIX

eq. xp.
(Uvdopamu 1t NPONUCKIS)
MepevucnenHoie eq. Xp. NoANEXaT CrIMCaHIIG BBUAY:

HanMmeHopaHWe OOMKHOCTW

PYKOBOAWTENA apxuea (Muuga,
OTEETCTBEHHOMC 33 apxve) Mognuce Pacluvdposka nognucu
COTMACOBAHO COTNACOBAHO*

MpoTokon LI3K (3K) oprasvsaumm MpoTokon 37K apxvBHOro yupemacHua
QT No oT Ne

U3smeHeHnA B yYETHbIE ZOKYMEHTb! apXviBa BHECEHDI.

HaumeroBaHvie QoMKHOCTI padoTHIKa,
BHECLUEMO W3MEHEHNS B yHETHBE AOKYMEHTHl - [loanuck Pacuwiudposia nognmcu

Rava
Dopmar Ad (210 x 297 mm)

* JUtd DOKYMEHTOR, BKJIDUEHHLIX B COCTAR ApXUBHOro goHna Poccuiickoit denepaunn




HawmeHoBaHue opraHnaauuu

HauMeHOBaHNEe CTPYKTYPHOIO

Npunoxexue Ne 23
knn. 4.11, 4.31 [Npasun

nogpasgencHust
OonChb Ne
ben
Ne | Wkpexc 3aronoBok gena KpaitHne Cpok Konwuyect- | [Mpumeya
nm| gena Larbl XpaHeHuA™ BO Hue
nAcToB
1 2 3 4 5 6 7
Haseanue pasaena
B aaHHy onnch BHECEHO nen
(UMhPEMKM 1 NPONKCLID)
c Ne no Ne , B TOM “ucne:

nUTepHbIe HoMepa:

MPORYLLEHHBIE HOMePa:

HavmeHoBaHe AOHMHOCTH
PYKOBOAWTENA CTPYKTYPHOTO
noapasgenenvs

Jarta
COIMACOBAHO

HaumeHosaHKe JOMMKHOCTH
pyKoBoauTEns cnyx6o A0Y

PacwudpoBka
Moanucwk

loannce

parta

Mognnch

PaclundhpoBka nognueu

COrAACOBAHO™"
FipoTokon 3K CTPYKTYPHOro
noapasgeneHus

oT

Ne

* 'paha ONyCKaeTCs B ONHCH IEM SIOCTOAHHOTO CPOKA XPaHSHHA.
#* TlpH Hanuuud JK CTPYKTY PHOTO NOAPA3IENECHAA
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Mpogomkerne npunoxkenus Ne 23
knn.4.11, 4.31 MNpasun

Mepepan
aen

{undpamin 1 nponuckr)
n PErRCTPALMOHHO-KOHTPOMBHBIX KAPTOTEK K AOKYMEHTaM.
(Luchpamu 1 NPOAYUCHID)

HavmeHoBaHne OOMMKHOCTH PabeTHIKA

CTPYKTYPHOIrC RogpasfeneHun MNognuce Pacwwndposka noannicn

[pwHan nen
{unchpami 1 APONUCHIO)

] PErMCTRAUNOHHO-KOHTPONbHbIX

(Unchpams U NPoONKCHIO)
KAPTOTEK K BOKYMEHTAM.

HanmeHosanvue gorkHOCTH
paboTHrKa apxuBa Mopnuce Paclwindposka Noanuch

Darta

$opmat A4 (210 x 297 mm)
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MpunoxeHne Ne 24
knn. 4.11, 4.31 lNMpaswvn

HaumeHoBaHWe oprasvsayun

doHn Ne

ONMHCHb Ne
ANEKTPOHHBIX BErl, JOKYMEHTOs

Ne Wraeke 3aronocsok KpaitHne O6vem, MO | MNpumedanna
n/n aena nena aarsr’*
1 2 3 4 5 6

HawmeHoBaHwne paagena

B paHHbi pasgen onuck BHECEHO aen,
(uudbpamn 1 nponKcoio}

¢ Ne no Ne

oBbemom M6,

HavmeHoBaHIe OOMKHOCTH
PYKOBOAWTENA CTPYKTYPHOMO

noapasaeneH1a Nognuce Paclundpoexka nognuciu

Oata

COMACOBARO COMACCBAHO*

HavmeroBaHwe A0MKHOCTI MNpoTtokon OK cTpyKTypHOTO

pykosBoAuTENS criykbel AOY noApasgeneHus

Mopnuck Pacwuungppobxa oT Ne
IMognucu

Adata

* ['patha OHYCKAETCH B OMHCH A€ IOCTOAHHOTO CPOKA XPaHEHUS.
#* Ipr sanmuul 3K CTPYKTYPHOTO NoApasaAeneHus
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MNpogorskeHne npunoxkeHna Ne 24
k nn. 4.11, 4.31 MNMpaswun

MNepepan
aen
{ucbpamMu ¥ NpoONKUCEID)
" PETrUCTPAUMOHHO-KOHTPOFBHBIX KAPTOTEK K AOKYMEHTAM,
(UhpamMu 1 RPENNCHIO)
obbeMOM M6,
HavmeHoBaHue AOKHOCTU paboTHuka
CTPYKTYPHOrO nogpasgenetvs MNognuce Pacwwchposka nognvcin
MpwHAn fal=l i
{undpamm 1 NpoNKUCLIC)
¥ PEerncTpaukoOHHO-KOHTPOMbHBIX
{uuchpammn 1 NPORKUCHID)
KapTOTeK K SOKYMEeHTaM, 06LemMom MG,
HaumeHoBaHKMe AOMKHOCTY
paborHuka apxuea fognuce Pacwnchpobka nognvcy

Lara

dopmar Ad (210 x 297 mm)
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MpoaormkeHne npunoxeHus Ne 24
knn 4.11, 4.31 MNpaeun

MPUIOXEHWE K ONMTCH Ne

3NEKTPOHHBIX A&N, AOKYMEHTOB

PeecTp AOKYMEHTOR (KOHTEHHEPOB 3MeKTPOHHLIX SIOKYMEHTOR) 2NEKTPOHHOTO Aena:®

Ne ep.xp. no onucu

NHpeke nena

3aronoBok gena
Data Per. Ne
HokymeHTa | QoKyMeHTa HavmeHosaHne AoKyMeEHTa OCtem, M6 | [pumedaHus
1 2 3 4 5
HaumeHoBaHWe AOMKHOCTH
COCTaBUTENSA OMNUCK Moanuce Paciundporka nognicu

CocTasnaeTcs Ha Kaxoe JNEKTPOHHOE Je710.

Gopmar Ad (210 x 297 mm)




[Tpunoxeuvne Ne 25

K. 4.18 Mpaswun

HaumeHoeaHue opraHnzaymun

HOMEHKNATYPA OEN YTBEPXOAIO
PykoBoguTens CPraknzat|uu
Nognuck Pacwnchposxka
Ha roa noagnucu
Hata
WHaexe 3aronoBok gena Konuvectso | Cpok XpaHeHwns ﬂpmmeanE\
bena aen u Ne ¢cTaTeu no
nepedHio
1 2 3 4 5
HaagaHue paspena [
i l

HaumeHosanue gonwHocTu
pykosoguTtens cnyxGe A0Y
opraHuzaumm Moanues Paclmdposka nogrmcu

Busa pykoeogutens apxviea
{nvua, oTBeTCTEEHHOMC 33 apxus}

COrMACOBAHO COMMACOBAHO

MpoTokon 113K (3K) MpoTtokon MK apxueHoro yupexneHus
oT Mo oT MNe




[pogonxenne npvnosxexna Ne 25
Kn. 4.18 lNpasun

Wrorosas aanmce o KaTCropuax 1 KoNn4ecTse gen, 3apsdeHHbIX B rogy

8 Cprarusaimn

Mo cpoxam xpaHeHUst

Beero

B ToMm yuche;

NeREXOAALNK

¢ ormeTroin "olNK"

1

2

3

4

lNocToaHHore

Bpemenrroro (ceblwe 10 net)

BpemenHoro (no 10 net
BKNYNTENLHO)

NToro:

HaumeHoBarve gonxHOCTH
pykosodutTena cnyxbs OY

Oara

UToroeble ceeaeHnn nepeaanbi B apxus.

HaumeHosaHue A0JHKHOCTH AWUa

nepefasuwlero ceeacHns

Dara

fiognuce

Aloanvce

Pactuncbposka nognucu

PacwingpoBka nognucu

Gopmar A4 (210 x 297 mm)



HaumeHoBaHWe opranuaaLm

HauwmerosaHue cTpykTypHoro
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[Mpunoxenne Ne 26
K. 4.18 Npasun

nojpasaeneHus

HOMEHKNATYPA IEN |
Ha ron*

upekc 3aronoBok pena Konusecteo Cpok xpaHeHns | FipumedaHue
aena TOoMOB (MacTei) | v Ne cratey no
[lepesHIo
1 2 3 4 5
HazsaHwe paspena
| |

HaumeHoBaHwe formHocTy
PYKOBOAWUTENA CTRYKTYRHOTO
noapasaeneHna

fata

COMMACOBARO*
MpoTokon 3K ¢TpykrypHoro
nofpasgeneHus

oT Ne

Nognucek

Pacwudposka noanvecu

Gopmat A4 (210 x 297 Mm)

* K HomeHKknaType Aen CTpYKTYPHOrG NOAPA3AEHEHMA MO OKOHIAHMU KaneHAapHoTo rofa COCTaRNASTCA

WTOroBas 3anuck No dIGpMe, Yka3aHHOA B N

ceefeHnit 8 cnyxby ROY oprannaagun.

** Mipu Hanuuuk K CTPYKRTYPHOrO neapasaenehvs,

punoxeruu 25, v genaetca oTMeTKa o nepepaJve UToroakpm



HOKYyMeHTOR gena Ne

BHYTPEHHAA ONUCDH

MNpunoxeHue Ne 27
knn. 4.19, 4.21 Npasun

Ne | Pervctpay Oara 3aronoBok ZOKYMEHTa Homepa Fpymeya-
n/n WOHHBIR | AOKYMEHTZ NWCTOB Aena HWe
MHAEKE
LOKYMEHTa
1 2 3 4 5 6
Wroro AQKYMEHTOB.

KonuuyecTeo NUCTOB BHYTPEHHSH ONUCHK

HaumeRoBahne A0mKHOCTY nua,
COCTaBWBELLUErO BHYTPEHHIOK OnCh

ACKYMEKTORE Aena

LaTta

{(Unhpamm 1 NPERUCHID)

(undpamin u nponurceio}

Mogncek

Pacwudporka nognucu

Popmat A4 {210 x 297 mm)
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Mpunoxerue Ne 28
Knn. 4.19, 4.24 [Npasun

(HAMEHOBAHUE rOCY/1APCTBEHHOTO (MYHULMNANLHOTO) apxupa)

{HavnveHoBaHue opraHnaaLn)

(HavMeHoBaMNe CTPYKTYPHOTO NoAPasieneHIs)

LESO Ne TOMNe

(saronosok gena)

{KpaAnue pars)

Ha ncTax

XpaHuts

&, Ne
On. Ne
. Ne

Popmar Ad (210 x 297 mm)
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Mpunoxerne Ne 29
K. 512 (lpaeun

HaumerosaHue cpraknzaLtm
Cnpaeountie farHsle 06 oprarsssalmm Appecar
(nouToBBIN agpec, TenedoH,
Tenedonfhaxc)
APXNBHAA CNPABKA

Ne

{(pata)
Ha Ne oT

TekcT

OcHosaHue:
HomkHocTs pykoBOAWTENR Opranv3auun
(4K MHOTO YNIORHOMOMEHHOTO UM NULIA) Moanuce Pacwudposka negnueu

lNeyaTs

bamunns KCNONHUTENS
Homep tenedora

dopmart Ad (210 x 297 wmm)
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Mpunoxerne Ne 30
Kn. 6.8 Npaswun

YTBEPXIAIO YTBEPXQAKD
(HaUMeHOBAHVE JOIKHOCTM PYKOBOQUTENS (HAUMEHOBAHWE NOAXHOCTY PYKOBOAUTENS
OpraHnsaLnn nepegaiolien 4,0KYMEHTbr) OpPraHu3aLMK NPUHAMAIOLLIEA ACKYMEHTHI)
Mognuce Pacimcposka nognucn Noanwce Pacwndposka nognucu
HaTa Nevats Nata Mevatb
AKT
Ne

MpPUEMa-NEPesayy apxuBHLIX
ACKYMEHTOR Ha XpaHeHue

{ocHoBaHKe nepepaqy)

(hasBaHne nepegasaemorc oraa)

chan,
(HaMmeRoBaHKe OpraHvsauny, repesallled foKYMeHTeS)
(HaMMEHOBAHHUE OPFEHN3ALIN, PHHNMAIOLLIEA ACKYMEHTEI)
APURAMAET Ha roCyAapCTBEHHOE XPaHEHNE AOKYMEHTH! M CTPaX0BHIE KONNK 23
Konudecteo
Ne KonudecTso eaunu
Haseakve, Homep onvicu sK3emnnApos AvHil [Mpumevanne
nim oncH XpaHeHWR

1 2 3 4 6

|
I
I
|
|
|
{rofik}
A CRPEBOYHLIN annapar K Hum:



HUToro npuHaTo
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Mpogomkerne npunoxeHns Ne 30
K. 6.8 Mpasun

ed. Xp.

{uncbpamu 1 nponuncsio)

MNepeaady npovseenn;

AormxHocte  Moanvce
Pacwucpposka

Aoanicn
Lara

DoAY NpNcBoEH HOMEp

Mpuem npounssesnu;

HomkHocTe  Moanvics Pacuungporka

noanueu
JdaTa

WNameneHnA 8 YHETHbIE AOKYMEHTHI BHRCEHb!

HomkHocTs Moanuce

Lata

Pacwwdpoexa noarvcm

Popmar Ad (210 x 297 mm)



