MBHHCTEPCTRO OCTHIMHA POCCHICKOR OFTED Iy
SAPETHCTPUPOBAHC
Pertctpaiuonnblit No

| o ergtipe 20k
MHHHCTEPCTBO KYJIBTYPbI POCCHIICKOH DEAE |

ITPUKA3

M&M@. MockBa N SALb

06 yTBepxkIeHHH PABHJI
OpPraHH3alHH XpaHEHHs, KOMIIEKTOBaHHHA, Y4€Ta H HCIIO1b30BaHUSA
AOKYMEHTOB ApxHBHOro ¢ponga Poccuiickoii
PenepanHy H IPYrHX apXHBHBIX JOKYMEHTOB B OpraHax
rocyAapcTBeHHOH BJIAaCTH, OPraHaX MeCTHOro
CaMOyNpaBJIeHHS H OPraHH3aHAX

B coorBercTBHM ¢ myHKTOM 2 vactH 1 crateu 4, yacTeio S5 crtateu 14
DenepanbHOro 3akoHa oT 22 oktsa6ps 2004 r. Ne 125-®3 «O6 apxuBHOM Jielie B
Poccuiickoit ®enepauun» (Cobpanue 3akoHogatenbcTBa Poccuiickoit enepanuu,
2004, Ne 43, ct. 4169; 2006, Ne 50, ct. 5280; 2007, Ne 49, ct. 6079; 2008, Ne 20,
cT. 2253; 2010, Ne 19, ct. 2291; Ne 31, ct. 4196; 2013, Ne 7, ct. 611; 2014, Ne 40
(4. II), c1. 5320) U nocraHoBnenueM [lpaButensctBa Poccuiickoii Menepanuu
ot 20 mrons 2011 r. Ne 590 «O MunucrepctBe xynbTypbl Poccuiickoit ®enepanun»
(Cobpanue 3akononarenscTBa Poccuiickoit ®enepanun, 2011, Ne 31, cr. 4758; Ne 44,
cT. 6272; 2012, Ne 6, ct. 688; Ne 17, ct. 2018; Ne 26, c1. 3524; Ne 37, ct. 5001;
Ne 39, ct. 5270; 2013, Ne 3, ct. 204; Ne 8, ct1. 841; Ne 31, cT. 4239; Ne 33, ct. 4386;
Ne 41, ct. 5182; Ne 45, cr. 5822; 2014, Ne 9, ct. 909; Ne 30 (4. II), ct. 4305; Ne 40
(4.III), cT. 5426, Ne 48, ct. 6860; 2015, Ne 2, cr. 491; Ne 4, c1. 664; Ne 9, ct. 1339)
IpUKa3bIBalo:

1.  VYrTBepaure  mnpunaraeMeleé — IpaBHJIa  OpraHH3alMM  XPaHEHUs,
KOMIUIEKTOBaHMA, Yy4€Ta M HCIOJIb30BaHMA JOKYMEHTOB ApXHBHOro ¢oHaa
Poccuiickoii ®enepauMud M JPYTHX apXHMBHBIX [JOKYMEHTOB B OpraHax

FOCYI[apCTBeHHOﬁ BJIaCTH, OpraHax MECTHOIr0 CaMOYINpaBJICHUA H OpraHHU3aIlUAX.



2. HampaBuTh HacTOALMH IpMKa3 Ha TOCYJApCTBCHHYIO PErHCTpalyio B
MunucrepcTBo rocTiimu Poccuiickoit Penepauyn.
3. KoHTposib 3a HCHOJHEHHWEM IMpHKa3a BO3IOXHWTH Ha IIEPBOIO 3aMECTHUTET

Munmctpa B.B.Apucrapxosa.

MuHuctp B.P. MenuHckuii



[Tpunoxenue
K nprka3sy MHMHHCTEPCTBA KYJIbTYPHI
Poccuiickoii @enepanuu

ot 31 mapra 2015 r. Ne 526

TIIPABHJIA
OPTAHM3AIIMM XPAHEHH S, KOMILIEKTOBAHUSL, YUETA !
HCIIOJb30BAHMS JOKYMEHTOB APXHBHOT'O ®OHJIA
POCCUMCKOM ®EJEPAIIMHA B IPYTUX APXUBHBIX
TOKYMEHTOB B OPTAHAX 'OCYJAPCTBEHHOM BJIACTH,
OPTAHAX MECTHOI'O CAMOYTIPABJIEHMSI 1 OPT AHM3AIIAAX

I. OBILIME TTOJIOXKEHMA

1.1. Hacrosimue [IpaBuna opraHu3allii XpaHeHHUs, KOMILUICKTOBaHH, y4€Ta
M WHCIOJb30BaHHA NOKyMeHTOB ApxuBHoro ¢onnma Poccuiickodt ®enepaunu
¥ IPyI'¥X apXMBHBIX JOKYMEHTOB B FOCYJIapCTBEHHBIX OpraHax, Opranax MECTHOIO
CcaMOyIpaBlieHHs ¥ opranusauusx (aanee — Hacrosmue [Ipasuina) paspaGoTans B
cooTBeTcTBHH ¢ (PelepalbHBIM 3aKOHOM OT 22 okTsa6pst 2004 r. Ne 125-@3
«O06 apxusHOM zene B Poccuiickoit @enepanmm» (CobpaHue 3aKOHOAATENHCTBA
Poccuiickoiit ®enepauuu, 2004, Ne 43, cr. 4169; 2006, Ne 50, ct. 5280; 2007,
Ne 49, ct. 6079; 2008, Ne 20, cT. 2253; 2010, Ne 19, ct. 2291; Ne 31, cr. 4196; 2013,
Ne 7, ct. 611; 2014, Ne 40 (u.Il), ct. 5320), nocranosneHuem IlpaBuTensCTBA
Poccuiickoit ®enepanuu ot 15 urons 2009 r. Ne 477 «O6 ytepxnenun [Ipasun
IETONPOM3BOJICTBA B (peIepaNbHBIX OpraHax MCIONHATENbHOH BiacThy (Cobpanue
3aKoHOmaTenscTBa Poccuiickoit Menepauun, 2009, Ne 25, cr. 3060); mpukazom
MHUHHCTEPCTBA KYJIBTYPBI 1 MaCCOBBIX KOMMYHHKanui Poccuiickoit @enepanuy ot
18 suBaps 2007 r. Ne 19 «O6 yrBepxnenuu IIpaBuii opraHH3alMy XpaHEHH,

KOMIUIEKTOBaHUs, y4Y€Ta M HCIOJb30BaHHs JOKYMCHTOB ApXHBHOI"O q)on,ua
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Poccwuiickoit ®enepayy 1 APYrUX apXUBHBIX JOKYMEHTOB B FOCYJApCTBEHHBIX U
MYHHLIMIIAJIBHBIX apXMBaX, My3edx U Oubiamorekax, opraHu3anusax PoccHICKOIM
akajeMuu Hayk» (manee - IlpaBuna xpaHeHus) (3aperucTpupoBaH MHHIOCTOM
Poccun 6 mapra 2007 r., perucrpaumonssii Homep 9059, «BomnereHsb
HOPMAaTHBHEIX aKTOB (pefilepajbHBIX OPraHOB HMCIIOJHUTENBHOM BIacTd oT 14 Mmas
2007 r. Ne 20»), ¢ ©3MEHEHHUAMHU, BHECEHHBIMH IPHKa30M MUHHCTEpPCTBA KyIBTYPHI
M MacCOBBIX KOMMYHHKanui Poccuiickoi @enepaiuu ot 16 pepans 2009 r. Ne 68
(3apeructpupoBa MunroctoM Poccuu 5 mas 2009 T., perucTpalHOHHBIH HOMEp
13893, «Poccuiickas rasera» ot 20 mMas 2009 r. Ne 89), npukazom MUHKYIBTYpbI
Poccuu ot 10 centsa6psa 2007 r. Ne 1273 «O6 yrBepkneHrn GopM YUETHBIX ¥ HHBIX
AOKYMEHTOB I10 OPraHU3al[i¥ XPaHEHUs], KOMIUIEKTOBAHHU, yYETa M MCIIO/Ib30BaHHS
JOKyMeHTOB ApxuBHOro ¢onaa Poccuiickoit ®enepauun u Jpyrux apXHBHBIX
AOKYMEHTOB B TOCY[apCTBEHHBIX W MyHHLMNANbHBIX apXuUBaxX, My3edX H
bubnuoTeKax, opraHuzamuAX Poccuiickodl akajieMuM Hayk» (3aperdCTpHpOBaH
Muniocrom Poccun 9 oktsa6pst 2007 r., perucrpauvoHHBIR Homep 10291,
«broJieTeHs HOPMaTHBHBIX aKTOB (eepPATHHBIX OPraHOB MCIIONHHTEIBHOMN BIACTH
oT 5 Hos6ps 2007 r. Ne 45»).

1.2. [leiictBue HacTosmux IIpaBui He pacnpocTpaHseTCs Ha OpPraHU3ALHIO
XpaHCHHs, KOMIUICKTOBAaHUS, y4deTa M HCIOJIB30BaHUA ITOKYMEHTOB APXHUBHOIO
Gonpma Poccuiickoli Menepauun u Jpyrux apXUBHBIX JOKYMEHTOB, COJIEpIKaIIIX
CBEJICHHS, COCTABJIAIOLIUE FOCYAAPCTBEHHYIO TalHy.

1.3. T'ocymapcTeeHHBIE OpraHbl, OpraHsl MECTHOTO CAaMOYIIPABICHHS
MYHULMIIAIBHOrO paiOHa, TOPOJACKOIO OKpyra M BHYTPHTOPOACKOrO paioHa
00s3aHbl CO37IaBaTh ApXMBBI B LENAX XPAaHEHHs, KOMILIEKTOBAHHS, ydyeta H
WCTIONE30BaHUs 00pa3soBaBUIMXCA B IPOLECCE MX JEATENBHOCTH apXHBHBIX
JOKYMEHTOB.

1.4. Opranuzanum BopaBe co3daBaTh apXMBBI B LEJSX XpaHEeHUs
00pa30BaBIIMXCA B IPOLECCE MX AEATENPHOCTH APXHBHBIX JIOKyMEHTOB, B TOM

YACIC B LEIAX XpaHEHUS U HCIOJIb30BaHUA ApXHUBHBIX NOOKYMEHTOB, HE€
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OTHOCSIIMXCS K TOCYJapCTBEHHOM MJIH MYHHIMNAILHON COOCTBEHHOCTH .

1.5. 3anaun U ¢pyHKuuM apxuBa (LEHTPAIBHOIO apXMBa) roOCyAapCTBEHHOTO
OpraHa, oOpraHa MECTHOIO CaMOYIPaBJI€HHS, OpPraHU3aldd — HCTOYHHUKA
KOMIUICKTOBaHUS TOCYJapCTBEHHOT0, MYHMUMIIAJIBHOTO apXHBa OIPEAEIISIOTCS

ITOJIOXXCHHEM, YTBEPKAAEMbBIM pPYKOBOJAMUTEIIEM OpraHU3aLHH.

II. OPTAHM3AILIMA XPAHEHWS TIOKYMEHTOB APXHMBHOI'O ®OHJIA
POCCUMCKOM ®EJIEPAIIVM U IPYTUX APXUBHBIX JOKYMEHTOB B
OPTAHU3AIINA

2.1. JloxymeHTHI, 06pa3syronyecs B A€ATENLHOCTA OPraHU3alliH, COCTABIISIOT
JOKYMEHTaIbHBINA (QOH]I.

2.2. Cos3nanve NOKYMEHTAIBHOTO (OHIA OPraHM3alMH OCYLIECTBIAETCS
IyTEM COCTaBJICHHS HOMEHKJIATYpPhl 1€, GOpPMHUPOBaHUS U OQOpPMIIEHHS el Ha
OCHOBE HODMAaTHBHBIX MNpPaBOBbIX akTOB Poccuiickoit ®Depepauun, nepeunei
THIIOBBIX ~apXMBHBIX JOKYMEHTOB C YKa3saHHEM CpOKOB HX XpaHEHus,
YTBEPXIAEMBIX B COOTBETCTBHH C IIyHKTOM 3 cTaThu 6 DenepanbHOro 3akoHa
oT 22 okts16ps 2004 r. Ne 125-®3 «O6 apxuBHOM Aene B Poccuiickoit Oeneparimn,
¥ IIEpeYHeH JOKYMEHTOB, 00pa3yroNIXcsl B IPOLIECCE AEATENBHOCTH (eIepaTbHbIX
OpraHOB rOCyJapCTBEHHOH BIIACTH, HHBIX IOCYAapCTBEHHBIX OpraHoB Poccuiickoii
Denepanuu, a Talke B IPOLECCE JEATENBHOCTH IOABEJOMCTBEHHBIX MM
OpraHHU3alluH, C yKa3aHHEM CPOKOB XPaHEHHS.

2.3. HacTb JOKyMEHTaJILHOTO (POH/A, BKIIOYAIOIIAs TOKyMEHTH APXHBHOTO
dorzna Poccuiickoit Penepanuu, TOKyMEHTHI IO THIHOMY COCTaBy M JOKYMEHTBI
BPEMEHHBIX (CBbIe 10 JI€T) CPOKOB XpaHEHHs, BKIIOYEHHBIE B Yy4YeTHBIE
AOKYMECHTBI apXHBa, COCTABIET AapXMBHBIH (OHJ OpraHMU3allMM, KOTOPbIH
NIOJVIEXKUT XPAaHEHMIO B apXUBE OpraHU3alMy.

JIOKyMeHTBl BpeMeHHBIX (10 10 JeT BKIIOYHTENLHO) CPOKOB XpaHECHUs

! Yacts 2 cratbul3 denepatsHoro 3akoHa ot 22 OKTA6ps 2004 r. Ne 125-®3 «O6 apxuBHOM znene B PoccHiickoii

Deaepauuny.
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XpaHATCSA B CTPYKTYPHBIX NMOAPA3/EICHUSAX OPraHU3alluM U M0 UCTEYEHHH CPOKOB
MX XpaHCHHUA NMOAJIEXKAT YHUUTOKEHHMIO B IIOPSIJIKE, YCTAHOBIEHHOM B IIyHKTaX 4.6-
4.13 nacrosmux Ipaswui.

2.4. Bunamu apXuBHBIX (OHIOB OPraHU3alliH SBISIOTCH:

apXUBHBI (OHA OpraHM3alliy, COCTOSIIUN K3 JOKyMEHTOB ADXHBHOTO
donna Poccuiickoit Menepanun U APyruX apXUBHBIX JOKYMEHTOB;

OOBeNMHEHHBIH apXUBHBIA (OHA, cocToAmME M3 06pa3OBABIIUXCH B
npouecce AeATebHOCTH ABYX Wi Oonce opraHu3aluii JOKYMEHTOB APXHBHOTO
¢onna Poccuiickoit ®enepaluuu ¥ APYTHX apXHBHBIX HOKYMEHTOB, MMEHOIIHX
Mex Ty cO60H MCTOPHYECKH W/HITH JIOTMYECKH 00YCIIOBIICHHBIE CBSI3H,;

apXMBHasl KOJUIEKUHS, COCTOAINAs M3 OTICIBHBIX apXHUBHBIX JOKYMEHTOB
Pa3UYHOrO MPOUCXOXKACHHUs, OOBEAMHEHHBIX MO OJHOMY HIH HECKOIBKHM
IpU3HAKaM (TEMaTHIECKOMY, aBTOPCKOMY, BUIOBOMY, OOBEKTHOMY).

2.5. ApxuBHOMy (OHOy OpraHW3allMd [pPHCBAaMBAIOTCS Ha3BaHHE,
COOTBETCTBYIOILle€ HAWMEHOBAHMIO OpraHM3allud, M HOMEp B MOPAJIKE,
onpeaeaeHHoOM IyHKToM 3.8. HacTosmux IIpasui.

2.6. ApxuBHBIE IOKyMEHTHl OpTaHH3allM¥ COCTABJISIOT OJUH (SIMHBI)
apXuBHBIA QoHx:

J10 ¥ TIOCJIE PEOPraHU3alMy, a TAK)Ke U3MEHEHHUS CTPYKTYpPBI, IITATOB, €CJIH
yKa3aHHbIe MEPOMNPHUATHs HE NMOBJICKIH 3a COOOH M3MEHEHHUs Leiledl W mpeaMera
JesATENbHOCTA OpraHHu3alliH;

A0 M T1OCI€ W3MEHEHUS TEPPHUTOPUAIBHBIX TPaHHMI] JAEATEIHHOCTH
OpraHu3alluy;

B Clly4ae CMEHBI YUpeauTes.

B ciyvae m3MeHeHMs COOCTBEHHHKa MMYIUECTBA OPraHM3allMH apXHBHbIE
AOKYMEHTbI OpTraHU3aliK JO/DKHBI BKJIFOUATECS B pa3Hble apXUBHEBIE (QOH/IBL.

2.7. B cinyuae peopraHM3allMi OpraHM3allMHU C repegadei QyHKIMII BHOBb
CO3[]aHHOH MJIM HHOM OpraHM3alliM BCE apXHMBHBIE IOKYMEHTHI MepearoTCs
OpraHU3auUH-TIPABOIIPEEMHHUKY M BKJIIOYAIOTCS B apXHUBHBIHM (GOH mOCieqHe.

IIOKyMeHTBI IMMOCTOSSTHHOI'O XpPAaHCHHUS M JOKYMEHTHI IIO JIHYHOMY COCTaBy
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JMMKBHIUPOBAaHHBIX OpraHM3alMii [OJDKHBI IIepellaBaThCs B  YINOPSAOYEHHOM
COCTOSHMH  Ha  XpaHEeHHE B  COOTBETCTBYIOIUMH  TOCYyJapCTBEHHBIN
(MyHHMLUTIANIBHBIIH ) apXHB.

2.8. XpOHOIOrHYECKUMH I'PaHHI[AMH aDXMBHOTO (GOH/A SIBISIOTCS:

A apXWBHOTO (OHJAa OpPraHM3alliM — YCTAHABIMBAaEMBIE HA OCHOBE
HOpDMaTUBHBIX aKTOB JaThl CO3JaHUs M JIMKBUJALMU OpraHu3auuu. IIpy Hatuuuu
HECKOJIbKUX aKTOB 00 0Opa3oBaHWHM OpraHM3alli¥ NPHHUMAeTCs Iara HaumbGolee
PaHHEro U3 HHX;

It O0BbE€AMHEHHOTO ApXHUBHOTO ()OHIAA OPraHM3aLMH — JaThl CO3IAHHUS
HanOonee paHHeH M JIMKBHAAUXK HauGollee TO3JHEH IO BpeMEeHH NeSTEIbHOCTH
OpraHHM3alMH, JOKYMEHThl KOTOPOM BOILIM B COCTaB OObEANHEHHOIO apXHBHOTO
¢doHma;

JUI apXHBHOW KOJUIEKUMH — JaThl CaMOTO PaHHETO0 W CaMOro MO3IHEro
JIOKyMEHTa.

2.9. ApxuBHBIE TOKyMEHTHI JODKHBI XPaHHTHCS B CHCTEMAaTH3HPOBAHHOM
nopsiiKe B Npeaenax apxXuBHOro ¢ponna. EnuHuuei cucreMartusauuu JOKYMEHTOB
apXMBHOTO (OoHIa B apXMBE OPraHH3aLHU SBISETCH COBOKYHMHOCTh ApXHBHBIX
AOKYMEHTOB MJIM OTJACIbHbIA [NOKYMEHT, OTHOCAINMECS K OIHOMY BOIIPOCY
AeATeIBHOCTH OpraHM3alliy (Jjajiee-eIMHULIA XPAHEHHUS ).

2.10. EnuHuIel XpaHeHus: TOJDKHBI OBITh CHCTEMaTU3UPOBaHbI, BHECEHHI B
OIHUCH U 0QOPMJIEHHI B IIOPS/IKE, 00ECIIEYMBAIOIIEM yUeT, IOUCK M HCIIOIb30BAHKE
apXUBHBIX 1OKYMEHTOB.

2.11. EnuHuObl XpaHEHHS apXHBHOTO (OHAA CHCTEMATH3UPYIOTCS B
COOTBETCTBHH CO CIIEAYIOIUMH IIPU3HAKAMH:

CTPYKTYPHBIA (IPUHA[JIEXHOCTh EIHHHI] XpaHEHHS K CTPYKTYPHBIM
NOJIpasAe/ICHUsIM OpraHU3aIIHH );

XPOHOJNOTHYECKH# (10 NepuojaM MM JaraM, K KOTOPBIM OTHOCSTCS
€IUHHLBI XpaHEeHHS ),

(GyHKIMOHAJIBHBINA, OTPACIIEBOM, TeMATHYECKHMIA, IpEeIMETHO-BOIIPOCHBIH (C

? TToamyHkT 2.8.6 myHkra 2.8 [Tpasun XpaHeHus.
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yderoM (yHKUMH OpraHM3aluM, TeM MIH BOIIPOCOB, KOTOPBIX KacaeTcs
CoZiepXaHue €ANMHML] XpaHEHU ),

HOMHHAIBHBEIA (IO  JEJONpOM3BOACTBEHHOW (¢opMe — BHAAM H
Pa3sHOBUAHOCTSM JAOKYMEHTOB);

KOPPECIIOHAECHTCKHMA (II0 OpraHM3allisAM, B pe3yJbTaTe€ IEPENUCKH C
KOTOPBIMH 00pa30BaIUCh €JUHULBI XPAHEHHSA );

reorpaguyeckuii (B COOTBETCTBHM C OINpEJENCHHBIMA TEPPHTOPHIMH,
HaCEJICHHbIMU ITyHKTaMH U JIPYTHMM Ieorpa@uuecKUMU OOBEKTaMH, C KOTOPEIMU
CBSI32HO COJIEP)KaHHE JOKYMEHTOB, aBTOPbI, KOPPECTIOHAEHTHI );

aBTOpPCKMH (IO Ha3BaHUAM OpraHW3alMii WM (QaMWIHAM TpaXIaH,
SBJIAIOIIUXCS aBTOPaMH JOKyMEHTOB).

2.12. JloxyMeHTHI, BOIIEAIIHE B OOBEAMHEHHBIA apXUBHBIH (OHI,
pacronaraloTCs 0 3HaYMMOCTH (oHA000pa3oBaTelieif, 10 XPOHOIOIMH CO3JAHUS
AOKYMEHTOB, 10 andaBUTy Ha3BaHHMi M JPYTUM MpU3HaKaM. B mpemenax xaxjaoro
¢oHnna, Bomeamero B 06beIMHEHHBIH apXUBHBIH (OH, IPUMEHSIOTCS IPUHIIMIIBL
CHCTEMaTH3allMi, BHIOOD KOTOPBIX OIpENeNseTCss XapakTepoM JesTeIbHOCTH
KOHKpPETHBIX OpraHM3alyi, COCTaBOM H 00EMOM JOKYMEHTOB.

2.13. Cucremarusanus JOKyMEHTOB apXMBHOH KOJUICKIIHH omnpeaesieTcs
TEMATHKOM U COCTaBOM JAOKYMEHTOB.

2.14. CoxpaHHOCTh HOKYMEHTOB B apXHBE OpPraHM3allMM obGeclieduBaeTCs
KOMILJICKCOM MEPONPHUATHI O CO3JaHHIO HOPMAaTHBHBIX YCJIOBHM, COOIIONECHHUIO
HOPDMAaTHBHBIX PEXHMOB M HaJUIeXalled OpraHu3alMid XpaHEHHsA JOKYMEHTOB,
MCKIIOYAIOINX XUIIEHHe W YTpaTy M OOECNeYUBAIOIIUX [OMIEPXKaHHE B
HOPMAJIBHOM (PU3HYECKOM COCTOSIHHH.

B xoMmiexkc pabor mo o6ecHeyeHHMIO COXPaHHOCTH JOKYMEHTOB apXHBa
OpraHu3aliM BKJIIOYAIOTCS

NpeOCTaBIeHHE IOMELIEHH AJI Pa3MEILCHHUA apXUBHBIX JOKyMEHTOB;

obecrieyeHne HOPMATUBHBIX YCIIOBHIH XpaHEHHs JOKyMEHTOB;

BBITIOJIHCHUE Tpe6OBaHI/Iﬁ K Pa3MEUICHHUIO AOKYMCHTOB B

apXMBOXPaHHIIHIILIE;
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MIPOBEPKA HAJIMYUSA ¥ COCTOSHHS JOKYMEHTOB.

2.15. ObecnevyeHne HOPMAaTHBHBIX YCJIOBHH XpaHEHHS JIOKYMEHTOB
BKJIIOYAET:

OCHAIIICHHE apXHBOXPAHHUIIHIL CIIELMAJIBHBIM 000pYIOBaHUEM IS XPaHEHHMS
IIOKyMEHTOB,

00opynoBaHHE  IIOMEINEHHS  apxHWBa  OpraHM3alldM  CpeJCTBaMH
MOXKapOTYIIEHUs, OXPAHHOM U MOXXApHOW CUTHAJIU3AIHEH;

CoOMoIeHHE IPOTHBOIOXKAPHOTO PEXHMA;

cobimoieHre OXPaHHOTO PEXKUMA;

CO3JaHHE  HOPMATHUBHBIX  TEMIIEPaTYpPHO-BIIAXXHOCTHOTO,  CBETOBOIO
PEXKHUMOB, IPOBEICHHE CAHUTAPHO-TUTHEHUYECKUX MEPOTIPUSATHIA.

2.16. ApxuB OpraHM3allMH pasMellaeTcs B CHENUAILHO MOCTPOSHHBIX MM
NPUCIIOCOOJICHHBIX JUIS XpaHEHHS NOKYMEHTOB 3/aHMSAX HIH B OTHEIBHBIX
[IOMEILCHHX 31aHHMs.

B apxuBe opraHM3aIiiy JOJDKHEI OBITE MPEAyCMOTPEHE:

apXHUBOXPAHWIHULIIE,

NIOMEIIeHHE IS IPHEMA, BPEMEHHOI'O XpaHEeHHs JOKYMEHTOB;

NOMELICHHE IJIS MCIOJNB30BaHUA JOKYMEHTOB (YMTAJIBHBIA 3all, Y4acTOK
BBIIaYH JIOKYMEHTOB M HH)OPMAIMIOHHO-TIOUCKOBBIX CPEJICTB);

paboyre KOMHAThl COTPYJHHKOB apXdWBa OPraHM3allMH, KOTOPHIE IOJDKHBI
OBITH H30MPOBaHE! OT MIOMEIECHHUH, TIe XPAHSTCS ApXUBHBIE JOKYMEHTHI.

He nmomyckaercs pa3MellleHHe apXuWBa OpraHM3allid B TOABAIBHBIX H
YepAaYHbIX TOMEIICHUAX.

2.17. ApXHBOXpaHMIMINE IOIDKHO OBITh YJaleHO OT JaGopaTOPHBIX,
IIPOM3BOJCTBEHHBIX, OBITOBBIX IIOMELICHHH M HE HMETh OOIMX C HUMH
BEHTH/IIUOHHBIX KaHAJIOB. ApXHMBOXPAaHWIHIIE OTHEISIETCS OT COCEIHHX
NOMELICHAH HECropaeMBIMM CTEHAMH H IIEPEKPBITUAMH C  IIpefiellaMy
OTHCCTOMKOCTH HE MeHee [ByX 4acoB. B apXWBOXpaHWIMIIE He JONycCKaeTcs

IIpoKJIaxKa pr6 BOJIOCHAOXXeHUS U KaHaJIM3alluH, TEXHOJOTHYECKHE HIIH OBITOBBIE

BBIBO/JIbI BOOBI.
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2.18. Ilpu pa3MmemieHNM apXWBOXPAaHWIMINA B CIEHHAIBLHOM WM
NPUCIOCOONIEHHOM  3[aHMM  TpeAnouTeHHe  (IpH  PaBHBIX  TEILIOBBIX
XapaKTepUCTUKAX) OTAAETCS MIOMELIEHHUSM C CEBEPHOM OpHUEHTAIHEN OKOH.

Martepuansl NMOKPHITHS CTEH, IOJIOB, NOTOJIKOB, BHYTPEHHEH apMaryphl
apXWBOXPaHWIMINA, NIPUMEHSIEMbIE NIPU H3TOTOBJICHHH OOOPYIHOBAaHHS M CPEICTB
XpaHeHHWsT apXUBHBIX JIOKYMEHTOB, HE€ JOJDKHBI BBIAEIATh aArpECCHBHEIE
XHMHYECKHE BEIeCTBA M ObITh HCTOYHHKOM IIBLIH.

2.19. ApX1BOXpaHHIIUILE JODKHO UMETh €CTECTBEHHYIO HIIH HCKYCCTBEHHYIO
BEHTUIILAIO, OOECHEeYMBAOIIYI0 PELHUPKYISLHI0 BO3AyXa, CTaOMIBHOCTB
TEMIIEPATYPHO-BJIAXXHOCTHOTO PEKHMMA, OYUCTKY BO3yXa OT NBUIH M arpeCCHBHBIX
IIpUMeCEH, a TaxKe OTBEYaTh COBPEMEHHBIM TpeOOBaHUAM KOMIIAKTHOCTH H
3KOHOMHYHOCTH.

ApPXUBOXpaHWIHILE JODKHO HMMETh BBIXOJBI K JH(TaM H JIECTHUYHHIM
KJIETKaM.

2.20. ApxuBOXpaHuUIMIIA (3a HUCKIIIOYECHUEM apXUBOXPAaHWINIL],
pacrmojiararoluxcsi Ha OXpaHsAeMO#l TeppuTropur) OOOPYAYIOTCS IBEPAMH C
MOBBIIICHHON TEXHUYECKOM YKPCIUIEHHOCTBIO IIPOTUB BO3MOXHOI'O B3JI0Ma,
OCHAIlIEHHHIMH 3aMKaMH TIOBBIIIEHHOH cekpeTHOCTH. OKHA NMOMEIIEHHH IepBOro
3Taxka JAOKHBI OBITh 060PY0BaHEI 3aIUPAIOIIUMHUCS PELIETKAMH’.

2.21. Bce nocTynaromnye B apX1uB OpraHU3alii JOKYMEHTBI pa3MeIaloTCs B
apXMBOXPaHWIMILAX HAa CTAllMOHAPHBIX W/MIKM MEPEABUNKHBIX METAUTMYECKHX
CTejulaXkax, B METATNYECKUX LIKadax WM KOHTeHHepax.

Cremnaxxu HOMDKHBI OBITh YCTAaHOBJEHBI IEPIEHIUKYJISAPHO CTEHAM C
OKOHHBIMHU IIpO€MaMH, a B NOMEHIEHHH 0e3 OKOH — C Y4YeTOM OcOOeHHOCTeW
noMeleHus 1 obopynosanus. He nomyckaercs pasmelieHue cTejuiaxei BILIOTHYIO
K Hapy>KHBIM CTE€HaM 3/1aHHs U K ICTOYHUKAM TeIlia.

PaccranoBka creitaxeii u mkadoB OCYIIECTBISETCS B COOTBETCTBHHM CO

CIeAYIOIUMHU TpeOOBaHUAMU:

3 NoamyukTs! 2.11.1.1 - 2.11.1.2 mynkTa 2.11 IIpaBun XpaHeHus.



9

paccTosiHHE MEXAY PAAaMH cTeJlIaxeH (TnaBHBIH poxoa) — He meHee 120
CM;

paccTosiHue (IpOXOAa) MEeXAY CTeJUIaXaMH — He MeHee 75 cM;

pacCTOsIHHE  MEXIY Hapy>KHOM CTEHOHM 3JaHHid M  CTelulaXXaMH,
Mapajljie]IbHBIMU CTEHE — HEe MeHee 75 cM;

pacCcTosHHE MEXJY CTEHOH M TOpLOM cTeulaxka Wi mkada (o6xom) — He
MeHee 45 cMm;

paccTosHUEe MEeXIy [T0JIOM U HIKHEH MOJKOH creuiaxa (mkada) — He MeHee
15 cM, B LIOKOJIBHBIX 3TaxkaX — He MeHee 30 cm®.

2.22. TlpoTHBOMOXApHBIA pEXHUM B 3JaHUSAX, e pa3MellaeTcsi apXuB
OpraHu3allii, ¥ B apXHUBOXPAHWIMILIAX YCTaHABIUBAECTCS B COOTBETCTBUU C
HOpMaTHBHBIMU NpaBOBbIMH akTaMu Poccuiickoit @enepanyu B 06J1aCTH OXKapHOM
0e30ImacHOCTH.

2.23. Oxpansslif pexuM obecrneyuBaeTcsi IyTeM OOOpyAOBaHHUsA
ApXHBOXPAHWJIAIL, 4 TAKKE APYrHX NOMENIEHUH, Tie OCTOSHHO MM BPEMEHHO
XpaHATCA apXHBHBIE JOKyMEHTBl, CpPEACTBAMH OXpaHbI, 00eCIeYMBAIOIIMMH
KOHTPOJIb JJOCTYIa B apXMBOXPAHWIUINE U MOMEIIEHHsS apXuBa, U COOIMI0IeHHEM
NOpAAKA CIAYH IT0J] OXPAaHy U CHATHUA C OXPaHbl, yCTAHOBJIEHHOTO PYKOBOJHUTENIEM
OpraHU3aI|H.

B cnydae BbIIaud apXHBHBIX JOKYMEHTOB BO BPEMEHHOE IIOJb30BaHHE IO
3ampocaM TOCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOIO CaMOYIIPaBJICHUSA H
OpraHM3alMii BHIHOC U3 3[laHWS apXWBa WM 3/aHUS OpPraHMU3alMH apXUBHBIX
JOKYMEHTOB pa3pelaeTcs TOJNBKO MO CIEHUATBHBIM NPOITyCKaM.

2.24. ApxuBHBIE€ JOKYMEHTHI ClIEyeT XPAaHUTh B TEMHOTE.

Bce Buapl paboT ¢ TOKyMEHTaMH JJOJKHBI TPOBOAUTHCS IMPU OrPaHMYEHHBIX
WJIA TEXHOJIOTMYECKH He0OXOJUMBIX YPOBHIX OCBEILICHHUS.

3amuTa JOKYMEHTOB OT MOeHCTBHS CBeTa OOECIEYHBAETCS XpaHEHHUEM

AOKYMEHTOB B 1(0p061<ax, namnkKax M IMNEpeIiertax, B mKa(bax HJIK Ha CTCIIaXKax

4 Monmyskr 2.11.3 nynkTa 2.11 ITpaBun XpaHeHH.
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3aKpBITOrO THUIIA.

EctecTBeHHOE OCBelIeHHE B apXHBOXPAHWIHIIE AOIYCKAETCs MPH YCIOBHH
NPHMEHEHUS Ha OKHAX CBETOpAcCEMBaTeNIeH, 3aIlIUTHRIX QHIIBTPOB, IITOP, XKAJIO3H,
HaHECCHHBIX Ha CTEKJIO NOKPBITHM. /11 HCKYCCTBEHHOTO OCBELCHUS IPUMEHSIOTCS
JIaMITbl HAKAJIMBAHHUS B 3aKPBITHIX IIa(OHAX C IIIaJKOM OBEPXHOCTEIO.

YpoBeHb OCBELIEHHOCTH B JHala30He BUAMMOIO CIEKTpa He JOJKeH
NPEBBINIATh: HA BEPTUKAIBLHOM IOBEPXHOCTH CTeJUIaXka, Ha BBICOTE OJHOTO MeTpa
ot nosna — 20-50 moxcoB, Ha pabouux cTonax — 100 mokcos’.

2.25. B apxUBOXpaHWIMINE JUIS XpaHEHHS NOKYMEHTOB YCTaHABIMBAIOTCS
cleyIoIlHe apaMeTpPhl TEMIIEPATy PHO-BIAXXHOCTHOTO peXxumMa:S

JUIs XpaHEHHUs! JOKyMEHTOB Ha OyMa)kHOM HocuTelne — reMneparypa 17-19°C,
OTHOCHTEJIbHASA BIAXHOCTh Bo3ayxa — 50-55%;

JUI TOKYMEHTOB Ha MAarHUTHBIX JUCKaX U JUCKOBBIX Hakonureisax — 8-18°C
H 45-65%;

JUIs TOKYMEHTOB Ha onTH4eckux auckax — 10-23°C u 20-50%;

JUIsl TOKYMEHTOB Ha KHHOILUICHKE:

C HUTPOOCHOBOH — depHO-Oenble: Temreparypa He Bbimie 10°C, nBeTHBbIE:
TeMIlepaTypa He Bbile -5°C;

c Oe3omacHOi OCHOBOW — dYepHO-Oeinble: TeMmieparypa He Bbime 15°C,
L[BETHbIE: TeMIIepaTypa He Bhiie -5°C;

Ui GOTOAOKYMEHTOB:

4yepHo-Oenble — TeMneparypa He Boiie 15°C;

LBETHHIE - TeMIlepaTypa He Bbiie -5°C.

OtHocuTenpHass BIAXHOCTh BO3Jyxa, HeoOXomuMas [Uii XpaHEHHs
JOKYMEHTOB Ha KMHOIUIEHKE B POTOJOKYMEHTOB cocTaiiseT 40-50%.

2.26. B apXxuBOXpaHWIHINE C HEPEryJHUPYEeMBIM KJIAMATOM JIOJDKHBI
OCYILIECTBJISITECSA MEPOMNPHUATHA IO OIITHMH3AIUH TEMIICPATY PHO-BJIAXKHOCTHOI'O

pexuMa C IPAMEHEHHUEM OTOIUICHUSI M NPOBCTPHUBAHHA HOMCMCHHﬁ, a TaKXKe

> MonmyHkt 2.11.2.4 mynxra 2.11 [TpaBun XpaHeHuUs.
¢ MoamyHkr 2.11.2.3 mynxra 2.11 ITpaBun XpaHeHHs.
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MEXaHUYECKHMX CPEJICTB YBJIAXXHEHHUS WIM OCyIIEeHHs Bo3ayxa. Peskue konebanus
(Ce30HHBIE U B TEUYEHUE OJHUX CYTOK) TemiepaTypsl (+/- 5 °C) U OTHOCHTEILHON
BJIQXXHOCTH Bo3ayxa (+/- 10%) ne nomyckatorcs.

Ilpu nnuTen HOM HapyLWIEHHH TeMIIepaTypHO-BIQXXHOCTHOrO pexuma (ot 3
CYTOK M Ooiiee), CONMPOBOXKAAIOLIEMCS MOBBIIIEHHEM OTHOCHUTEIBHOM BJIaXXHOCTH
Bo3ayxa 1o 70 - 90%, npuHUMAIOTCA MEPHI 10 €ro HOpMaJIU3aluu (MHTEHCUBHOE
IIPOBETPUBaHHE, OCYIIICHHE apXUBOXPAHWIHINA).

TemnepatypHO-BIQXHOCTHBIH PEXUM KOHTPOJIUPYETCS MIyTEM PEryIsapHOro
U3MEpEHHS TeMITepaTypsl 1 OTHOCHTEIHHON BJIAXKHOCTH KOMHATHOT'O U HAapYXHOTO
BO3yXa B OJHO M TO )€ BpeMs: B KOHAWIIMOHUPYEMBIX TOMEILIEHUsIX — He pexe |
pasa B HEOeN0; B AapXUBOXpPAaHWIUIIAX, HE OCHAILUCHHBIX CHCTEMOM
KOHJTULIMOHUPOBAHMS BO3yXa — 2 pa3a B HEJENIO; IIPH HapyLICHUAX pexuma — 1
pa3 B CYyTKH.

IToka3aHUs KOHTPOJBHO-U3MEPUTENBHBIX HPUOOPOB (QHUKCHPYIOTCSI B
PErMCTPalMOHHBIX JKypHajlaX, B KOTOPBIX TaKXe OTPaXaloTCs IpOBEpKa
IPaBHIIBHOCTH MOKa3aHUN MPHOOPOB U MEpHI, IPHHATHIE 10 HOPMAJIU3al[HH TEM-
MepaTypHO-BIIAXXHOCTHOI'O peXUMa B ClIy4dasx €ro HapyleHHs.

Ipy HanWYMK B 3[aHHM ApXHMBA LEHTPAIU30BAaHHOW CHCTEMBI 0OeCTIedeHHUs
COOJIIOIEHHS TEMIIEPATYPHO-BIAXKHOCTHOTO peXHUMa B [IOMEINEHUSX, TIe XpaHATCs
JOKYMEHTHI, KOHTPOJIb 332 €ro COOJIIOJIEHHEM OCYILIECTBIAETCS B aBTOMaTHYECKOM
pexxuMme.

2.27. TlomewieHus apxyuBa OpraHU3alMH JAOJDKHBI COAEPXKAThCA B YUCTOTE, B
YCIOBUAX, MCKIIOYAIOMIUX BO3MOXHOCTh IOSBICHHUS IUIECEHH, TIPBI3YHOB,
HACEKOMBIX, MBUIH. B MOMeIIeHUsIX apXHBOXPAaHMWIUIL JODKHA OBITh obecriedyeHa
CBOOOIHAS LIUPKYJIALKS BO3yXa, HCKIIOYAIOINas 00pa3oBaHUe HENIPOBETPHBAEMBIX
30H, OMACHBIX B CAHUTAPHO-OMOJIOrMYECKOM OTHOILLIEHHH.

B nmoMelneHusx apXuBOXpaHUIUIL HEOOXOTUMO:

IPOBOJNTH CHCTEMATHUYECKYIO BIAXKHYIO YOOPKY;

HE peXxe OHHOro pasa B Troi IIPOBOAUTH OOeCHBUIMBaHHE KOpPOOOK C

JOKYMEHTaMH, KadoB, CTeJUIaxeH;
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00pabaTeiBaTh  IIOKONBHBIE YacTH CTe/UIAXeW, MOJBI, IUIHHTYCHI,
NIONOKOHHMKH BOJHBIMHM pacCTBOPaMH aHTHCEIITHKOB.

2.28. JlBa pasa B roz (B Havaje H MO OKOHYAHWUH OTONMTEIHHOTO CE30HA)
JAOKYMEHTBI U TNOMEIIECHUS apXWBOXPAHWIHIL NMOABEPralOTCA OOCIEIOBAHUIO IS
CBOCBPEMEHHOI0 OOHApyXEHHMs HAaCeKOMBIX W IUIECeHH. IIpu 0OGHapyeHHH
6ronornueckux BpemuTeNnell MPHHMMAIOTCA CPOYHBIE MepHI MO JE3UHGMEKIHH U
AC3UHCEKIUH NOKYMEHTOB M INOMEIUCHHH CHIaMH paGOTHHKOB apXuBa, a IpH
HEOOXOZMMOCTH — CHJIaMH COOTBETCTBYIOIHUX CITyXO0.

2.29. B apxuBOXpaHMIIHILE 3alpPELIacTCs] HaXOAUTHCH B BEPXHEH OJEXKIE,
MOKpOW M TpsA3HOM OOYBH; XpaHUTh IIOCTOPOHHHE IPEIMETHI, MMYILECTBO M
00opy0BaHKE, YIOTPEOIATS MHUIIEBHIE POLYKTEHL.

2.30. O6Gs3aTeNpbHBIMH YCIOBHAMH XPaHEHHUS SJIEKTPOHHBIX JIOKYMEHTOB
SIBJISIIOTCS:

HaJIMYME B apXWBE OpraHM3alliM HE MEHEe [BYX OJK3eMIUIIPOB KaXIOu
€IUHULIB! XPAaHEHHS 3JIEKTPOHHBIX JJOKYMEHTOB (OCHOBHOH U paboymii 3K3eMILIAPHI
JOJDKHBI HaXOAMTHCS HA Pa3sHbIX GU3MYECKHX YCTPOMCTBAX);

HaJIMYHE TEXHHYECKHX M INPOTPaMMHBIX CPEACTB, IpeJHA3HAYEHHBIX I
BOCIIDOM3BE/ICHHs, KONMPOBaHMS, IMEPe3aliCH JJIEKTPOHHBIX JIOKYMEHTOB,
KOHTPOJIS PU3MIECKOTO U TEXHHYECKOTO COCTOSHHMS,

obecrieyeHne peXxuMa XpaHeH s JIEKTPOHHBIX JOKYMEHTOB, HCKIIOYAIOIIEro
yTpary, HECaHKUHOHHPDOBAaHHYIO pacChUIKY, YHHYTOXXEHHE MIH HCKaKEHHUE
UHpOpMaLHH.

2.31.Ilepenada TEKCTOBBIX 3JIEKTPOHHBIX JOKYMEHTOB JUI XPAHEHHUS B aDXUB
OpraHH3aluH, SBIAIOIIEHACS HCTOYHUKOM KOMIUIEKTOBaHHS IOCYAapCTBEHHOIO H
MYHHMIMIIATFHOIO apXHBa, OCYIIECTBIsETCs B popmare PDF/A.

232. B memix oOecredeHHS XpaHEHHs, ydYeTa M HCIOJIb30BAHHS
3JIEKTPOHHBIX NOKYMEHTOB, HaXOIAIIMXCsl Ha XpaHCHUH B apXHBE OpraHH3alldH,
AOJIKHO IPOU3BOAUTHCSA CHHXPOHHOE H3MEHEHHE NPOTPAMMHO-ANNAPATHOM CPeIbI
B OPTaHM3allM¥ U B apXWBE OPraHU3alldM, a TaK)Ke CBOEBPEMEHHas Iepe3allucCh

SJICKTPOHHBIX apXUBHBIX JOKYMEHTOB Ha HOBEIE HOCHUTEJIA U B HOBBIC Q)opMaTm.
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B nporiecce XxpaHeHus 3JEKTPOHHBIX JOKYMEHTOB B apXHUBE OPraHU3alMy He
pexe OIHOro pasa B 5 JIET IPOM3BOJMTCS TEXHHUYECKUH KOHTPOJIb (H3MIECKOTO
COCTOSIHHS HOCHTEJIEM 3JIEKTPOHHBIX JOKYMEHTOB M  BOCIIPOHM3BOJHUMOCTH
3JIEKTPOHHBIX JOKYMEHTOB.

B ciy4ae ecny npy OCYIIECTBICHHH TEXHUYECKOTO KOHTPOJIS yCTaHOBJIEHBI
M3MEHEHHS (PH3UYECKOTO COCTOSHUS HOCHTENEH JJIEKTPOHHEIX JOKYMEHTOB, apXHB
OpraHM3alMH M0 PEUICHUIO PYKOBOAMTENS OpraHW3alUd AODKEH IIPOBOIMTH
paboTy 110 nepe3anucu EKTPOHHBIX JOKYMEHTOB Ha HOBBIE HOCHTEIH.

IIpy u3meHeHun ¢dopMaroB B pe3ysibTaTe NpeoOpa3oBaHHMA MPOrpaMMHO-
anmapaTHOW Cpelsl, YXyALIEHHUS BOCIPOU3BOJUMOCTH 3JIEKTPOHHBIX TOKyMEHTOB
apXHB OPraHHU3alMH I10 PEIICHUIO PyKOBOAMUTEIA OpraHU3aliH JOJDKEH POBOAUTD
paboTy 1o nepe3anucu 3JIEKTPOHHBIX JOKYMEHTOB B HOBBIE (JOpPMATHI.

IIpu ocymiecTBIEHUH Nepe3anucy JOJDKHA ObITh 0OecrieueHa ayTEeHTUYHOCTD,
IIOJIHOTA, JIOCTOBEPHOCTh, LEJIOCTHOCTh M HEHU3MEHHOCTh HHGOpMAIH,
COZIepXKalIeHCs B JJIEKTPOHHBIX JOKyMEHTaX.

TexcToBbIE 37IEKTPOHHBIE JOKYMEHTHI, TOJBEPIIIUECS Nepe3alucy B HOBBIC
dopMaThl W/WIM Ha HOBbIE HOCHTEIH, JOJDKHBI OTBeYaTh TpeOOBaHUAM,
yCTaHOBJICHHBIM IMyHKTOM 2.31 Hactosimux [IpaBut.

2.33. Jlns omepaTMBHOTO JOCTylla K JJIGKTPOHHBIM JOKYMEHTaM B
CIPaBOYHBIX M IIOMCKOBBIX LENSAX B apxuBe co3aaeTcs (OHI IOJIb30BaHHS
3NEKTPOHHBIX IOKYMEHTOB.

2.34. Bce nocrynaroiye B apXUB OPraHU3aIii JOKYMEHTBI pa3MEIaloTCs B
apXUBOXPAHWJIMILNAX HA CTEJUIaXKaX WIH B MIKadax B MOPSAKE, COOTBETCTBYIOIIEM
ONHKCSAM JIeJI, JOKYMEHTOB. JIOKYMEHTBI, TeMIepaTypHO-BIQXHOCTHBIH pPEXUM
XpaHEHHMs  KOTOPBIX  pa3iuyeH, [JO/DKHBI  pa3MeImaTbci B PasHBIX
apXHMBOXPaHIIMILAX.

2.35. JloxymenTtsl ApxuBHoro ¢oHna Poccuiickoii denepann U Apyrue
apXMBHBIE JOKYMEHTBI JOJDKHBI XPaHUTBCA B KOpoOKax WM IamKax,
H3rOTOBJIEHHBIX U3 O€3BPEHBIX IS JOKYMEHTOB MaTepHAJIOB.

ONeKTpOHHBIE JOKYMEHTHl Ha (GHU3MYECKH O0OOCOOIEHHBIX HOCHMTEISNX
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pa3sMelalTCs OTACIBHO OT APYTUX JOKYMEHTOB.

Ha xopoGku npukieuBaroTCs SpJBIKH, Ha KOTOPHIX YKa3bIBAaIOTCA: HOMEpP
¢donna, HOMep ONKCH U KpaifHHe HoMepa Jiell, pa3MelleHHbIX B TAHHOM KOPOOKe.

Ilopsok pa3sMellieHHs YCTaHaBIMBAaeTCS B 3aBHCHMOCTH OT PaCcCTOSHHS
MEXy TOJIKaMH, (U3MYECKOrOo COCTOSHHS A€, a TaKKe OT TBEPAOCTH WM
MSATKOCTH Ieperuieta. Jlena, uMeromue TBEpAbIH MEPEIUIET, yCTAHABIHBAIOTCA
BEPTHKAJIBHO; C MATKUM MEPEILIETOM WU HelepeIUIETEeHHBIE - TOPU30HTAIBHO.

Kopobku He 10JDKHBI BRICTYIIATH 32 IMPEAEIHI MOJIOK CTEUIaXEH.

He nomyckaercsi XxpaHeHHe JOKYMEHTOB B TPAaHCIIOPTHOM Tape, B MITabelX,
Ha [10J1y, NIOJJOKOHHUKAX, JIECTHUYHBIX IUIOLAAKaX U JPYTUX, He NpeJHa3HauyeHHbIX
JUIs XpaHEeHUs JOKYMEHTOB MeCTax.

2.36. Bce nomMmemieHns apxuBa OpraHM3AIlMH, a TaK)XKe CTEJUTaXH, IIKadbl,
KOHTeIHepHI, MOJIKK HyMmepyroTcs. CTeitaxH, mkadbl 1 KOHTCHHEPhl HyMepYIOTCS
B KaXXIOM apXMBOXPAHHJIMIIE CJ€Ba HAlpaBO OT BXOJHOM IBEpH, a IOJIKH Ha
cTeJulaXkax — Mo mKadam cBepXy BHU3, Cli€Ba HalpaBo.

237. B nemax onpeneneHHss MecTa XpaHEHHss JOKyYMEHTOB B
apXMBOXpaHWIUIIIE COCTABIIAIOTCS TOMOTpaduuecKue yKa3aTelu: NOCTEIIaKHBIE
(npunoxenne Ne 1), a npu OojpmioM KonudecTBe (GOHAOB — MOGOHIOBBIE
(npunoxenue Ne 2).

2.38. H3meHeHHs, NMPOUCXOAAIIME B PasMEIIEHUMH JOKYMEHTOB, HOJDKHBI
CBOEBPEMEHHO OTPAXXaThCS B TOMOTPaUIECKUX yKa3aTesX.

2.39. B xone NpoBepKH HAIMYUS U COCTOSIHHSI apXUBHBIX JOKYMEHTOB B
apXWBe€ OpraHHU3aIlNU:

yCTaHaBIHBaeTcs (aKkTH4YecKoe HaJIMYMe eAUHULl XpPaHEHHUS. M COOTBETCTBUE
~ YYETHBIM JIOKYMEHTaM;

BBISBIISIFOTCS. M YCTPAHSIOTCS HEJOCTATKU B y4éTe JOKYMEHTOB;

BBIABJIAAIOTCS OTCYTCTBYIOIIUE NJOKYMEHTHI U OPraHU3YyETCsl PO3BICK;

BBISIBJISIIOTCS U YYUTHIBAIOTCS JOKYMEHTHI, TpeOyromue npoduiakTuIecKoi
W/MITH pecTaBpaIlHOHHO-IPOGUIAKTHYECKOH 00pabOTKH.

BBIABIAIOTCS W YYHTHIBAIOTCS 3JIEKTPOHHBIE JOKYMEHTHI, TpeOylolue
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[Iepe3alliCl Ha HOBBIC JJIEKTPOHHHIE HOCHUTENH, IMPOBOAUTCA KOHTPOJIb
(U3NYECKOT0 U TEXHUYECKOTO COCTOSHHS €AMHMI] XPaHEHHS, OCYLIECTBISAETCS
IpOBEpKa Ha HAJIMYME BPEAOHOCHBIX KOMITBIOTEPHBIX IIPOTPaMM.

2.40. TIpoBepka HATMYKS U COCTOSIHUS JOKyMEHTOB Ha OyMa)KHBIX HOCHTEIISX
MIPOBOJUTCA B apXHMBe OpraHM3alli KOMHCCHEH WM HE MEHee 4YeM JByMs
paboTHHKaMH He peXke OJHOTo pa3a B 10 yieT, 3MeKTPOHHBIX JOKyMEHTOB — HE pexe
OJHOrO pa3a B 5 1er.

2.41. Tlpyu npoBepke HAJIMYKWSI U COCTOSHHA JOKYMEHTOB B apXHBE
OpraHM3aIy HeOOXO0AUMO:

COXPaHATh MOPSIOK PacIoIOKEeH s JOKYMEHTOB Ha CTelUIaxax, B IIKadax u
KOHTEHHEPaX B COOTBETCTBHH C ToNorpadpuyeckumu ykasareiasamu. [Ipu usmeneHuu
PacIOIOXeHHUs J1e)l HEOOXOIMMO CBOEBPEMEHHO JIENIaTh COOTBETCTBYIOIIHE 3AITUCH
B TOnorpagMyecKux yKasareisx;

noMelaTh Ha MeCTa HaJjieXallero XpaHeHHs OOHapy)XKEHHBIE BO BpEMs
MPOBEPKH HEMPaBUIBHO pa3MeEICHHbIEC €IMHUIBI XPAaHEHHUS,

M3BIMATh C MOCNEAYIOMEeR H30JIHeH JOKYMEHTHI, 3apa)K€HHBIE IIECEHBIO
WM JPYTMMM OHMOJIOTHYECKMMH BPEIUTENSMH (IJIs1 JTOKyMEHTOB Ha OyMaXHOM
HOCHTEJIE);

HU3BIMaTh €IUHHUIBI XPaHEHUs 3JEKTPOHHBIX AOKYMEHTOB, COJEpIKalHe
BPEIOHOCHbIE ~ KOMITBIOTEPHbIE IPOrpaMMbl, IIOMEIATh Ha  CIECHHAIBHO
BBIJIEJIEHHYIO OJIKY (B SIIKK) AJIS IOCHexyouei o6paboTky;

W3bIMaTh U pa3MeIIaTh BCJe 3a YYTEHHBIMH J€/1a, HE BHECEHHEIE B OIKCH.

BHecenne BBHISBIEHHBIX B XOAC NPOBEPKH HEYYTCHHBIX JEI B OIMChH
3anpemaercs. HeyurenHsie aena mojuiexar oOpabOTKe M ONHCAHUIO IIOCKE
3aBEpUICHHS IPOBEPKH.

2.42.IlpoBepka HaJUYUA MU COCTOSIHMS JOKYMEHTOB ITPOBOAMTCS IIyTEM
CBEPKHM OIHUCATENBHBIX CTATEH ONMUCH C ONMCaHUEM JeJT Ha 00JI0XKKaX.

Ou3rIecKoe COCTOSIHUE €T ONPEAENSIETCS IyTeM BU3yaJIbHOIO POCMOTpA.

Jenath kakue-Iu00 MOMETKH WM 3allUCH B OMMCAX JeJ U IPYTHX YYETHBIX

AOKYMEHTaX 3aIlpeliacTCA. B konHne kxaxmoi HpOCMOTpeHHOﬁ OIIMCHU ACJIaCTCA
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3anuch «[IPOBEPEHO» ¢ yka3aHHeM HOMepa M [JaThl aKTa IPOBEPKH HATHYHI U
COCTOSIHUS IOKYMEHTOB.

2.43. llpoBepka HaNUYMSA ¥ COCTOSHHSA NOKYMEHTOB CYUTAETCS 3aBEPIICHHOM
TMOC/IC BHECCHHS M3MCHEHHH, BBIABJICHHBIX IPOBEPKOH, B YYETHBIE JOKYMEHTHI
apxuBa.

[lo pe3ynpTaTaM NpPOBEpPKH COCTaBISETCA aKT TPOBEPKH HAIMYUA H
COCTOSIHHA ApXUBHBIX TOKYMEHTOB (npuioxxeHue Ne 3). [Ipu o6HapyxeHHM omH60K
B YYETHBIX JIOKYMEHTaX COCTaBJAETCH aKT O TEXHHYECKHX OIIMOKAaX B YYETHBIX
JoKyMeHTax (mpuioxernue Ne 4). B ciydae oGHapyXeHHs IOKYMEHTOB, He
OTHOCSILIMXCA K JAHHOMY (OHIY, apXHUBY OpraHHM3alluM, HEYYTEHHBIX, TaKXKe
COCTaBJIAETCSH COOTBETCTBYIOIIMHM akT (mpuioxxeHHe Ne 5). VkasaHHbple akThl
TIOAMHCHIBAIOTCS UCIIOJIHUTENSAMU H YTBEPXKAAIOTCS PYKOBOAMUTENEM OPraHU3aLuU
WJIY €r0 3aMeCTHTENIEM, KyPHPYIOIIKM JESTEIbHOCTD apXUBa.

2.44. Ecnu npoBepKoil HaIM4US M COCTOSHHUS NOKYMEHTOB yCTaHOBJICHO
OTCYTCTBHE [I€J1 H JOKYMEHTOB, OPraHU3yeTCs UX PO3BICK.

PO3bICK apXMBHBIX JOKyMEHTOB, He OOHapyXeHHBIX B XOJ€ IIPOBEPKH,
OpPraHM3yeTCsl C MOMEHTA BEIABJIICHHs OTCYTCTBUS U IPOBOAMTCS B TE€YEHHE OAHOIO
roga. Ha gena, He oOHapyXeHHBbIE B XOJ€ INPOBEPKH HAJIMYUSI H COCTOSHMS
JIOKyMEHTOB, COCTaBJIS€TCA aKT 00 yTpaTe HOKyMEeHTOB (TpuiokeHue Ne 6),
KOTOPBIH paccMaTpHBAeTCA IKCIEPTHOH KOMHCCHe# (LEHTPaIbHOM SKCIEPTHOH
xomuccueii) (nanee - K (IIOK) opranusaiivu u yTBEpXKAaeTcss pyKOBOAUTEIEM
OpraHM3alMy WM ero 3amectureneM. K akTy npuiaraercs crpaBka o IPOBEICHHH
PO3BICKA, MOArOTOBICHHAs W NMOANMCAHHAS JIMLOM, IPOM3BOIHBIIMM IIPOBEPKY.
AKT 00 yTpaTe JOKYMEHTOB IIPEJCTABNAETCS B  COOTBETCTBYIOLIWIA
FOCyAapCTBEHHBIA (MyHHUMIANBHBIH) apXWB WIHM YIOJHOMOYEHHBIH OpraH
MCIIOJIHMTENIbHOH BacTH Cybnekra Poccuiickoit Mdenepaunn B 061acTH apXMBHOTO
AcJia sl IIpUHATUSA PE€UIE€HUsI O CHATHH YTPAUY€HHBIX AeJI C y4de€rTa.

2.45. ]JloKymMeHTHl BBIJAIOTCS W3 apPXMBOXPAHWIMIIA Ha OCHOBAHHH

NACBMCHHOI'0O  pa3pellICHUsI PYKOBOIUTEIIA apxuBa OpraHuM3allid HWIH €ro
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3aMECTHTeIs (€C/U apXUB ABJIAETCS yYPEeXKACHHEM), PyKOBOIMTENS CTPYKTYPHOTO
HOJpa3/ielIeHUs] OpraHU3aI{H:

PaboTHHKAM CTPYKTYpPHBIX IOAPA3EICHHI OpraHH3alliy;

CyZeOHBIM, NMPAaBOOXPAHHTEIBHBIM M HHBIM YIIOJHOMOYEHHHIM OPraHaM B
COOTBETCTBHUH C 3aKOHOJATENLCTBOM Poccuiickoit ®enepanmu;

HHBIM T10JIB30BATEIISAM 110 TUCEMEHHOMY 3asBJIEHHIO.

JIOKYMEHTBI BBIAIOTCS M3 apXUBOXPAHWIMLI Ha CPOK HE MPEBBIIIAOILHIA:

OJTHOT'O Mecsla — Ul MCIIOJIb30BaHMsl pabOTHUKAMH OpraHM3allii ¥ MHBIMH
I10JIb30BaTEISIMU;

IIECTH MeECALlEB — CyJeOHBIM, MPaBOOXPAaHUTENBHBIM H  HMHBIM
YIIOJITHOMOYEHHBIM OpraHaM.

IIpopsieHre yCTaHOBIEHHBIX CPOKOB BBIAYH JOKYMEHTOB JOITYCKAeTCs C
paspelleHdss PYKOBOAMUTENS OpraHu3allii Ha OCHOBaHUM IMHCBMEHHOIO
NOATBEPXACHUA IIONB30BaTeNId O COXPAHEHUHW/OOECIIEYEHUH COXPaHHOCTH
JOKYMEHTOB.

2.46. Brlmaua JOKyMEHTOB U3 apXHUBOXPaHHIIUIIA PETUCTPHPYETCS B KHHIE
BBIA4M JIe U 0pOpMIISETCS:

3aKa30M (Ciry>xeOHOM 3aIiuCKoi) Ha BEIIaYy A€,

aKTOM O BBIJJay€ JIeJ]I BO BpEMEHHOE I10JIb30BaHUE — IIPH BbIAa4Ye B CTOPOHHHE
oprasusanuu (npmioxenue Ne 10).

Ipu TpaHCIOPTHPOBKE A€ Ha TIOOBIE pacCTOSHHS 00eCTIEUHBAIOTCH MEPHI 110
OXpaHe U 3allUTe UX OT BO3JCHCTBHS BPEIHBIX ()aKTOPOB OKPYXKAIOIIEH Cpeibl.

2.47. Belja1y JOKyMEHTOB Ha 6yMa)KHOM HOCHTEJIE M3 apXUBOXPAHMINIIA U
npreM Ux obpaTHO, B TOM YHCIIE B CIy4ae HEOOXOAUMOCTH TOJUCTHYIO IPOBEPKY
HaJIMYHsl U COCTOSIHHSL JIOKyMEHTOB Ilepe] BhlAa4ell 3 apXHUBOXpaHWJIMINA U IIPH
BO3BpaTe, NPOU3BOJUT pabOTHMK apXMBOXpaHWIHINA B TPHCYTCTBHH JIMIA,
II0JTy4arolero (Bo3Bpaliaronero) aea.

BMmecTo BBIIaBaeMBIX W3 apXMBOXPAaHUIIKILA € {MHHUL] XPAaHEHHUS 1 OIHCeH fiell,
JAOKYMEHTOB JOJIXKHA pa3sMelIaThCsd KapTa-3aMeCTUTeNb Jena (mpuioxende Ne 7).

HpI/I BO3BpalllcCHUH J€Jia KapTa-3aMeCTUTENb U3BIMAECTCA U XpaHUTCSA B apXHBE
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OpraHu3aliy IO MUHOBaHHUS HaJOOHOCTH.

Jlena, BEIIaBa€MEIE W3 apXUBOXPAaHHIININQ, JOJDKHBI NIMETh apXUBHbIH KD,
IIPOHYMEPOBaHHbIE JIUCTBI, JIACT-3aBepUTENb Aena (mpuioxeHde Ne 8) M jmCT
HCIIOJIB30BaHHMs TOKYMEHTOB (npuiioxenue Ne 9).

IToaroroBka AapXWBHBIX JOKYMEHTOB K BblAAY€ M3 apXHBOXPaHHIIMILA
BKJIFOYAET:

BBIEMKY apXHBHBIX IOKyMEHTOB;

CBEpPKY apXWBHOTO IM(ppa U 3ar0JIOBKOB C OIKCHIO JIEN, JOKYMEHTOB,

NpoBepKY (PU3UIECKOTO COCTOSHHUS JIENa.

DNeKTPOHHBIE JOKYMEHTHI BBIJAIOTCS M3 apXMBOXpaHWIHINA B BHAE
5JIEKTPOHHBIX KOMHMM WM Komuit Ha GymaxHoM HocuTelne. IIpu HeoOxoauMoCcTH
3aBEPEHUS KOIHIA AJIEKTPOHHBIX JOKYMEHTOB HCIIOJIb3YETCS 3JIEKTPOHHAs MOATHCE
PYKOBOJHUTEINS OpraHU3ALUH HIH YIOJIHOMOYEHHOTO UM JOJDKHOCTHOTO JIMIA WIIH
NPOU3BOAMTCS 3aBEpeHHe KOMUM MOKyMeHTa Ha OyMaXHOM HocUTene B
YCTaHOBJICHHOM Topsiiike (IyHKT 5.14. Hactosmmx Ipasui).

2.48. JIokyMeHTHI U3 apXMBOXPaHHUIIKINA, KaK IIPaBUIIO, HE BBIIAIOTCH:

IpU HAUTHYUY (OHIA MOJIb30BaHHS,

HaXOJAIIMECS B HEY/IOBIECTBOPUTEIHHOM PH3HYECKOM COCTOSIHUM

2.49. B opraHu3aiue JOJDKHBI OBITh pa3paboTaHbl IUIaHBl KOHKPETHBIX
MEPOIPHUATHIA ¥ Jpyriue HOpMATHBHBIE JOKYMEHTHI, PErJIaMEHTUPYIOIHE MOPAIOK
paGoThHl B Ype3BBIYANHBIX CHUTYallHsX, IIPYM BOSHUKHOBEHHUH KOTOPBIX HEBO3MOXHO
00eCcreYuTh COXPaHHOCTh APXUBHBIX JTOKYMEHTOB.

C coneprkaHHeM IUTAHOB MEPOIIPUATHI U APYTHX HOPMAaTUBHBIX IOKYyMEHTOB,
onpefensompx paboTy apxuBa OpPraHM3allid IIPH YPE3BBHIYAHHBIX CUTyalUsX,

JOJKHBI OBITH 03HAKOMJIEHBI paOOTHHKHY apXHBa OpraHMU3alMH.

[II. YYET JJOKYMEHTOB APXHMBHOI'O ®OHJIA
POCCUMCKOM ®EJIEPAIIUM U [IPYTUX APXUBHBIX JOKYMEHTOB B
OPT AHM3ALIMU
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3.1. Yuery moanexaT Bce XpaHSINKECS B apXUBE OpraHHU3alUM JOKYMEHTEI,
BKIIOYasi JOKYMEHTH II0 JIMYHOMY COCTaBy, KONMHM JIOKyMEHTOB (oHIa
T10J1630BaHKs (TIpX HATWYHMHK) U ONIUCH AeJI, JOKyMEHTOB.

3.2.  OpraHuzanus, SBISIOMAsCS  HMCTOYHHKOM  KOMIIIEKTOBAaHMS
roCcylapCTBEHHOTO (MYHHUIMNIAIBHOTO) apXHBa, MPEACTABILET B FOCY JApPCTBEHHBIN
(MyHHLMIIANBHBIH) apXUB YUETHBIE CBEJeHHS 00 00beMe U COCTaBe, XPAHAIIUXCS B
apXuBe opraHu3aluu JOKyMeHToB ApxuBHoro ¢onaa Poccuiickoit @enepanuu u
JPYrHX apXUBHBIX JOKYMEHTOB B COOTBETCTBHH C PeriaMeHTOM rocyiapCTBEHHOTO
y4eTa JAOKyMeHTOB ApxuBHOro ¢onnga Poccuiickoit ®enepanuu, yTBEpPKICHBIM
npuka3zoM PocapxuBa ot 11 mapta 1997 r. Ne 11, (3apeructpupoan MuHiocTom
Poccuu 8 urons 1997 r., peructpaunoHHbIi HoMep 1344).

3.3. OCHOBHBIMH €JUHHUIIAMH Y4€Ta apXUBHBIX JOKYMEHTOB SIBJISIOTCS:

apXUBHBIA QOHT;

€AMHUIIAa XpaHEHHUs — [IeN0, JJEeKTpoHHoe Aeno (mMyHKT 4.34. HacTOSIIMX
ITpaBun).

3.4. EnyHuniaM XpaHeHHUs NIPUCBaWBalOTCS y4YETHBIE HOMEPA, SBIISIOLIHUECS
YacThl0 apxuBHOro Imm@pa. CBefeHUs O COCTaBe EAMHUL] XPAaHEHUS H HX
KOJIMYeCcTBE GPHKCHUPYIOTCS B YUETHBIX JOKYMEHTaX apXHBa.

ApxuBHH#H mudp (0003HaYECHHE, HAHOCMMOE B JIEBOM HW)XXHEM YTy Ha
KaXAyI0 €IMHHUIy XpaHeHHs B LeIAX o0ecriedyeHHs ydeTa M HISHTU(PUKALIUH)
COCTOMT U3: HOMEpa apXMBHOro (oHAa; HOMEpa OIUCH Jiell, JOKYMEHTOB; HOMEPa
€IVUHUIIBI XpaHECHUS.

ApXUBHBIH PP TEKTPOHHBIX JOKYMEHTOB, XpaHUMBIX Ha 000COOIEHHBIX
AJIEKTPOHHBIX HOCHTEINAX, YKa3bIBa€TCsA Ha BKJIAJBIIIE, BIOXXEHHOM B QyTisp
HOCHUTeNA. ApXWUBHBIM MMUQpP 3JIEKTPOHHBIX JOKYMEHTOB, XpaHHUMBIX B
MH(POPMAIHOHHOHN CHCTEME apXUBa, ABJIAETCS 00S13aTEILHBIM JIEMEHTOM OIUCAHHUS
KOHTEHepa 3JIEKTPOHHOTO IOKyMEHTA.

3.5. B apxuBe opraHuMzanMM BeIyTCcs OCHOBHBIe (0Os3areibHBIE) H
BCIIOMOTraTebHble y4eTHble NOKyMeHThl. CocTaB u (OpMBI OCHOBHBIX YYETHBIX

AOKYMCHTOB OITPpEACIIAIOTCA B COOTBETCTBHH C HACTOAIIUMHA HpaBHJIaMH. CocTaB u
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(OPMBI  BCTIOMOTATENBHBIX YYETHBIX [OKYMEHTOB ONPENENSIOTCS APXUBOM
OpraHU3al{H CaMOCTOSTEIBHO.

3.6. B coctaB OCHOBHBIX (00S3aTENBHBIX) YYETHBIX JOKYMEHTOB apXHBa
OpraHU3alMK BXOISAT:

KHUTA y4YeTa INOCTYIUICHMS M BBIOBITHS Jel, JHOKYMEHTOB (IIpHIIOKEHHE
Ne 11);

cnicok oo (npunoxenue Ne 12);

nuct ¢poupa (mpuioxenue Ne 13);

OIIUCH eI, AOKYMeHTOB (mpuioxenus Ne 14, 15, 16, 17, 18);

peectp onucelt (mpuioxenue Ne 19).

3.7. B xuHury yuera NOCTYIJICHHS U BBIOBITHA JeJI, JOKYMEHTOB
II0CJIEA0BATENBHO BHOCATCA BCE IIEPBUYHBIE U IOBTOPHBIE IOCTYTIICHUS (BBHIOBITHA )
nen, nokyMeHnToB. Kaxoe nocrymiesue (BBIOBITHE) B Ipeaesiax OTYETHOTO r'ofa
NOJIy4aeT HOPSAKOBBI HOMEP B BaJIOBOH 110OCIIEIOBATEIEHOCTH.

Exeronno Ha 1 sHBaps NOJBOAMUTCS WUTOT KOJNMYECTBAa IMOCTYIHBIIMX HU
BBIOBIBIIIMX 32 TOJ A€Jl, JOKYMEHTOB.

3.8. Crucok ¢oHIOB BeJieTCs B apXHUBE OpraHU3aLyHy, XPaHIIIeM JOKYMEHTHI
6onee oxHoro Qoxza. B cnucok $GoHIOB apxXMBHBIH (GOHM 3aIMCHIBAETCA TOJBKO
OJIUH pa3, MPH IEPBOM NOCTYIUICHHH B apXWB opranu3auuu. Ilo criucky ¢poHI0B B
BAJIOBOM IIOPSIAKE €My IIPHUCBAMBAeTCs YUE€THBIA HOMED, KOTOPBIA COXpaHsAeTcs 3a
HUM BO BCEX YYETHBIX JOKYMEHTaX.

B cnyuyae nepemaun apxuBHOTO ()OHJA B APYrod apXuB, BKIIIOYEHHUS €0 B
cocTaB OOBEIMHEHHOTO apXMBHOTO (OHAA WM BBIACICHMS BCEX NOKYMEHTOB K
YHHYTOXXEHHIO OCBOOOIMBIIMICSI HOMEp JApyroMy apXuBHOMY (OHIy He
HpHCBéHBaeTCﬂ. |

ObbennHeHHBIE apXUBHbIE (POHIBI ¥ ApXUBHBIE KOJUIEKIIMU YIUTHIBAIOTCS Ha
obmmx ocHoBaHuiax. OObEIWMHEHHOMY apXWBHOMY GOHAY, 0Opa3oBaHHOMY M3
apXMBHBIX (OHJIIOB, paHee YYTEHHBIX CAMOCTOSITENIBHO, NPHCBAaWBaeTCs HOMED
OJTHOTO U3 apXUBHBIX (POHAOB, BKIIFOYEHHBIX B €T0 COCTaB.

B apxmBax opr aHHU3alMi — HCTOYHHUKOB KOMILIEKTOBaHMS rocy1apCTBCHHBIX
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(MyHHLMIATBHBIX) APXHBOB MPOCTABISETCS HOMED APXHBHOTO ¢oHza, 32 KOTOPEIM
OH Y4TE€H B IOCY/IJapCTBEHHOM (MYHHLMIIATBLHOM) apXUBe, U KOTOPBIH COXpaHAETCS
32 HUM IOCJIE IIOCTYIICHHS €r0 JOKyMEHTOB Ha IIOCTOSHHOE XPaHEHHe.

Haspanwe apxuBHOrO ()oHZA BHOCHTCS B CIHCOK (DOHIOB Ha OCHOBAHMH
MCTOPHYECKOH CTIPaBKH K (GOH/Y MM THTYJIBHOTO JIACTA ONMCH JeJI, TOKYMEHTOB.

HasBanmwe apxuBHOrO (OHHAZ COCTOHT U3 MOJHOTO M (B ckobkax)
COKpallICHHOro  HaUMEHOBaHUs  (oHJOOOpa3oBaTeNs s, ¢ YyKa3aHHEM €ro
[IONYMHCHHOCTH, MECTOHAaXOXICHHS, JaT CO3JaHUs M JUKBUIAUMH. Eciu
HaMMEHOBaHHe (OHHOOOpa3oBaTeNs M3MEHIOCh, TO B CHHCKE (DOHIOB
YKa3pIBaeTCs €ro Iocie/iHee Ha3BaHUE B paMKax NEepHO/a, 332 KOTOPhIHA NMPHHATHL
AOKYMEHTEL. Bee nmpenbiaympe nepenMeHOBaH s OTMEYAIOTCS B JIHCTE (OH/IA.

HasBanue o6beIMHEHHOro apxXWBHOrO (POHIA COCTOMT U3 OGOBIIEHHOTrO
Ha3BaHMsl BKJIIOYCHHBIX B HEr0 apXMBHBIX (OHIOOB, W3 IEPEYHs Ha3BaHUIA
CMEHABLIMX Jpyr JApyra opraHu3anuid. KOHKpeTHble HaMMEHOBaHHA BCEX
OpraHM3allii, JOKYMEHTBI KOTOPBIX BOILIM B 00beMHEHHBIH apXUBHBIH (OHI, a
TaKXKe X [ICPeHMEHOBAHHUs yKa3bIBAaIOTCA B JIUCTE (OH/A.

B Ha3BaHMM apXMBHOM KOJIEKLIMH yKasblBaeTCsi MPU3HAK (IIPH3HAKH) ee
(dhopMupoBaHus.

Exeronno Ha 1 sHBaps K CIHCKY (OHIOB COCTABISETCS UTOTOBas 3allHCh O
KOJIMYECTBE apXUBHBIX (POH/IOB, MOCTYNMBINMX U BHIOBLIBIIMX B TEYEHHE rofia, W
00IIeM KOJIMIECTBE apXMBHBIX (JOHIOB, HAXONAIMXCS HA XPAHEHHH B apXxuBe.

Crmcok (OHIOB 3aKmIOYaeTcss B TBEPAYIO OBIOXKKY, JTHCTH HyMepYIOTCH,
COCTaBIISIETCSA JINCT-3aBEPUTEND.

3.9. Jluct Qompma cocTaBiuseTcs Ha Kbl apxuBHBI (oHA. B Hem
YYHUTBIBAIOTCS BCE ONMCH Oell, JOKYMEHTOB (JOHAA.

Jluct ¢oHma mMoxer OBITH NEPECOCTABIEH TONBKO B CIydae, eCii¥ OH
HEHUCIIPABUMO IIOBPEXJIEH MJIM NMEPECTAeT OTpa)kaTh (PaKTHYECKOE COCTOSHHE H
obbeM apxuBHOro Qonna. B cmyuae mepecocraBnenus nmcTa (oHZa paHee
JIeHCTBOBABIIMHA JIACT GOH/A MoMeIaeTcs B feio dpoHpa. B BepxHeM npasoM yriy

000HX JIUCTOB (borma JEJIal0TCs OTMETKH: «JIucTt IEPECOCTABJIEH» C YKa3aHHEM
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JIaThl IIEPECOCTABIEHHUS, JODKHOCTH ¥ MOANIMCH COCTABUTEJIS.

JIucTel GOHI0B XpaHATCS B OPAIKE HOMEPOB apXUBHBIX GoHI0B. K ka0
NaIlKe COCTABJIAETCS JIMCT-3aBEPUTEIND, I'/I€ YKAa3bIBAIOTCA HAYAIbHBIE U KOHEYHBIE
HOMepa apXUBHBIX ()OHJOB H OOllee KOJIUYECTBO ApXUBHBIX (DOHIOB, JIUCTHI
KOTOPBIX HaXOASTCS B IIAIKe.

3.10. B onmcu aen, 10KyMeHTOB (TOXOBOM pa3ielie OMKCH JIEN, JOKYMEHTOB)
CAUHHUIBI XpaHEHHS YYUTBIBAIOTCS B COOTBETCTBHH C CHCTEMaTH3alUed 3a
NOPSIKOBBIMH YYETHBIMH HOMEPaMHU.

IlepsoMy ro0BoMy pasfieily ONMCH A€, JOKYMEHTOB ()OHIa IPHCBaUBaeTCs
HOMeD 110 TUCTY QOHAA, BCe MOCIEAYIONIHE rO0BEIE Pa3iesibl YUCIISTCS 3a JaHHBIM
HOMEPOM JI0 3aBEPILUECHHUS OIKCH.

He nomyckaercs npucBoeHHe ONHMCSM Je€jl, JOKYMEHTOB OJHHAKOBBIX
Y4ETHBIX HOMEPOB B Npezeiiax ogHoro ¢hoHa.

B xoHIEe Bcex 3K3eMIUIIPOB OMHMCH JieNl, JOKYMEHTOB HENAeTCs HMTOroBas
3aIlUCh, B KOTOPOH YKa3bIBA€TCs KOJIMYECTBO HAXOAAIIMXCS Ha XPAaHCHHH €IUHHII
XpaHEHHUs, MNEPBBIH M IMOCICIHUH HOMEpa €JUHHUL] XpaHEHHs IO OIIHCH,
YKa3bIBalOTCS HMEIOIIMECS IPOIyCKM HOMEDOB, JHMTEPHBIE HOMEpa, BHIOBIBIIHE
€AUHHULIBI XpPAHEHHUS U OCHOBAaHHE BHIOBITHS.

Ilocne kaXxAoOro NMOCTYIUIEHHS WIM BBIOBITHSA JOKYMEHTOB COCTABIISETCS
HOBas HUTOroBas 3alMCh K OIMCH JeJl, JOKyMEHTOB, KOTOpas IOJIMHUCHIBAECTCS €€
COCTaBHUTENIEM C YKa3aHUEM JOJDKHOCTH W JIaThl COCTaBIICHHS.

Ecnu onuce nen, JOKyMEHTOB COCTOMT U3 HECKONBKHMX TOMOBBIX Pa3feioB,
TOMOB, HTOI'0Bas 3aIIMCh COCTABIIIETCS K KaXXA0MY I'OZIOBOMY pa3zieily, TOMY; KpoMe
TOTO, K KaXIOMYy IIOCIEIYIOIEMY TOJOBOMY pa3Jely, TOMY B HapacTaroIleM
NIOPsIJIKE COCTaBIISAETCA CBOJHAS UTOTOBas 3aIIKCh.

T'omoBeie pasfenbl, €CiM OHH He SBISAIOTCS 3aKOHYEHHOM OIHMCBHIO, HE
MMOAUIMBAIOTCS U HE IICPCIIJICTAOTCS; OHH XPaHSTCs B apXHWBEC B IIaIlKax.

3aKOHYEHHas! OIUChH JelN, JOKYMEHTOB JOJDKHA BKIIIOYaTh He Gojee 9999
€IMHHL] XpaHEHHUSI.

3akoHYEHHAs OITUCh A€JI, NOKYMEHTOB BMECTE€ C THUTYJIBHBIM JIHCTOM H
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CIIPaBOYHBLIM aNapaToM K HEH 3aKiIo4aeTcs B TBEPAYIO O0JI0XKKY, HyMepyeTcs M
MOALLIMBAETCS, UM NIEPEIIeTaeTCs.

Kaxas 3axkoH4eHHas1 ONUCH JeN, JOKYMEHTOB, TOM OITUCH JIE]I, JOKYMEHTOB
JOJIKHBI HIMETh JIUCT-3aBEPHUTEIT.

3.11. Ilpu Hanuuuu B apXWBe OpraHM3alMU JBYX M Oonee ommceil aen,
JOKYMEHTOB BEJIETCS peecTp onucei (mpunoxenue Ne 19).

Omnucu gnen, TOKyMEHTOB BHOCSATCS B PEECTp OIMCEH B XPOHOJOTMYECKOM
HOCJIE0OBATENBHOCTH IIOCTYIUIEHUS! II0J] COOTBETCTBYIOIIMMH MOPSAKOBBIMM
HOMEpPaMH.

B peectpe onmced (QUKCHPYIOTCS OCHOBHBIE JaHHBIE [0 COCTaBY KaXIOi
NOCTYNHBIIIEH B apXUB OPraHU3alMy OIMCH A€, JOKYMEHTOB: HoMep (oHaa, HOMEp
OIMCH, KOJHYECTBO €IUHUL] XPAaHEHHUS B ONMCH, KOJHYECTBO JIUCTOB B OIHUCH U €€
3K3E€MILISPOB.

3.12. Jlns UEHTpaaM30BaHHOIO TIOCYJApCTBEHHOTO Y4Y€Ta JOKYMEHTOB
ApxusHoro ¢onzaa Poccuiickoit @enepanun B apXuBe OpraHU3aLUH, SBISIOLIEHCS
HUCTOYHHUKOM KOMIUIEKTOBAaHUSA TIOCYJapCTBEHHOIO (MYyHHULMIIAIBHOTO) apXHBa,
COCTABJIAETCS TaCTIOPT apXKMBa OPraHU3aluH.’

3.13. ApxuB opraHu3aiiiii MOXKET BECTH TaKXKe YYET B aBTOMAaTH3HPOBAHHOM
pexume — B BIZe y4eTHBIX 0a3 gaHHbIX (B/I).

YuetHsle b]l NpuMeHSIOTCS BO B3aUMOCBS3H C IPYTUMH HHPOPMALHOHHBIMH
bJl, uMmeronMMHUCH B apxuBe OpraHU3allUd, W JO/DKHBI OBITH COBMECTHMEI C
COOTBETCTBYIOIIMMH y4eTHbIMH b/l rocy1apcTBEHHBIX (MyHHIMITAJIBHBIX) apXHBOB
Y OpTaHOB YIIpaBJIEHUS apXUBHBIM JI€JIOM.

3.14. VueTHble AOKYMEHTHl apxuWBa OpraHW3aliH, KPOMe OIHKCeH nel,
JIOKYMEHTOB, IIpE€Ha3HAYAIOTCs AJs CIY>XeOHOro I0JIb30BaHUA U T0JIH30BaTENSIM
HE BBIJAIOTCA.

3.15. Vyer noctynneHus u BBIOBITHS Jell, AOKYMEHTOB B apXUBe

OpraHH3allid OCYHICCTBIIACTCA HA OCHOBAHHH:

7 dopMa MacnopTa apXMBa OPraHW3alMH YCTAaHOBJEHa PErJaMEHTOM TOCYIapCTBEHHOrO Y4eTa AOKYMEHTOB
ApxuBHoro ¢onna Poccuiickoli ®enepaumu (yTBepxkieH npukasoM PocapxuBa ot 11 mapra 1997 r. Ne 11,
3aperucTpupoBad Muntoctom Poccuu 08 mrons 1997 r., peructpauronnsiii Homep 1344).
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OITMCH €], JOKYMEHTOB CTPYKTYPHOI'O [IOIpa3/ieJICHUsl U TOJOBOr0 pasjena
CBOJIHOH OITUCH JIe]I, TOKyMEHTOB OpraHH3aIliH;

HOMEHKJIATyphl [eJ1 OpraHW3alliH, 3aMeHSIolel rof0BOM pa3zesl CBOIHOM
OIIUCH JieNl, AOKYyMEHTOB OpraHH3alliu;

aKTa O TEXHHYECKHX OIIMOKaX B yUETHBIX JOKyMeHTaX (mpuiioxeHue Ne 4);

akTa 06 OOHapyeHHH HOKYMEHTOB (HE OTHOCSIIMXCS K JAAHHOMY (OH.Y,
apXHBY, HEYYTEHHBIX) (npuioxeHue Ne 5);

akTa 00 yTpaTte JOKyMeHTOB (TIpritoxenue Ne 6);

aKTa InpHeMa-liepeflaid  apXMBHBIX  JOKYMEHTOB Ha  XpaHEHHe
(mpunoxenue Ne 20);

aKTa O BBIACJICHUH K YHUUITOXKECHHIO apPXUBHBIX IOKyMEHTOB, HE MOIIEXAIINX
XpaHeHHuIo (npuyioxenue Ne 21);

aKTa 0 HEMCIPAaBUMBIX NOBPEXACHUAX apXUBHBIX JTOKYMEHTOB (TIPHIIOKEHHE
Ne 22);

Ha ocHoBanMHM yka3aHHBIX JOKYMEHTOB BHOCSTCS HEOOXOAUMBIE H3MEHEHHS
B OCHOBHBIE (00s3aTeNbHbIE) yUETHBIE JOKYMEHTHI apXHBa:

B KHHWIY y4eTa MOCTYIUICHHS H BBIOBITHS JieJI, JOKYMEHTOB (TpHJIOXKEHHE
Ne 11) u B nuct ponaa (mpunoxxerue Ne 13) — npu KaKIoM M3MEHEHHH B COCTABE U
ob6beMe TOKYMEHTOB apXHBa OpraHH3allly,;

B CIOUCOK ¢oHAoB (mpunoxeHne Ne 12) — mpH NOCTYIUIEHHH HOBOTO
apX¥BHOTO (oHZa WM BHIOBITHH BCeX e, NOKYMEHTOB, HaXOAHUBIIErocs Ha
XpaHEHUH apXUBHOro (Gonaas;

B peecTp onuced (npunoxerre Ne 19) — npu noctynjieHu# HOBOM OMUCH WM
BBIOBITHH BCEX €MHMI| XpaHEHHs, HaxXOAWBLIeiics Ha XxpaHeHWH omucd. Homep
BBIOBIBLLEH OIMCH APYTUM OIUCM [, JOKYMEHTOB HE IIPHCBAHBAETCS M OCTAETCS
CBOOOHEIM;

B OIIKACH JIeJl, JOKYMEHTOB — [IPU KaXJIOM IIOCTYIUICHUH W/ WA BEIOBITHH AEII,

AOKYMEHTOB, YYTCHHBIX B JTAHHOH OITMCH.

¥ B rpage «OT™MeTKa 0 BLIGHITHH GOHIA» CIUCKA (POH/IOB yKa3bIBAETCSA, Ky/a BbIOIT apXHBHBIN DOHJ, @ TAKKe 1aTa
Y HOMEP BOKYMEHTA, Ha OCHOBaHMH KOTOPOTO OH BBIOBLI.
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CooTBeTCcTByIOIME H3MEHEHHS BHOCATCH BO BCIIOMOraTeNbHBIE YYETHBIE
JOKYMEHTBI.

Bce akThl, IOKyMEHTUpYIOLIHE Pe3yIbTAaThl apXMBHBIX paboT, BKIIOYAIOTCS B
Aeno (poHza, KOTOPOE 3aBOAUTCS Ha KaXK/IBIA QOH/, HAXOAAIIMICSA Ha XPaHEHHH B
apXuBe OpraHU3aI{H.

Heno ¢onna, HapsIy ¢ HOKYyMEHTaMH, OTPaXAIOLWIMMH MCTOPHIO (GOHAA U
(oHn0OOpazoBaTeNd, BKIIOYAaeT Yy4eTHBIE JOKYMEHTHI, XapaKTepPH3YIOLIHe

U3MeHeHus ¢poHaa.

IV. KOMIUIEKTOBAHME APXUBA OPI AHWU3ALIUMA
JJOKYMEHTAMU APXUBHOI'O ®OHJIA POCCUMCKOM ®EJIEPALIUU U
JIPYTUMH APXUBHBIMU JJOKYMEHTAMU

4.1. loxymentsl ApxuBHoro ¢onna Poccuiickoit enepanun ¥ TOKyMEHTHI
BPEMEHHBIX (CBHIILIE 10 JIeT) CPOKOB XpaHEeHHs], B TOM YHCIIE TI0 JIAYHOMY COCTaBY,
NIepeJIalOTCs B apXUB OpraHM3allMi He paHee, YeM yepe3 OAMH roJl U He IMO3/Hee,
4YeM Yepes TpH r'ojia MocCiie 3aBEepLICHU JIeN B JeJIONPOU3BOICTBE.

JIOKyMEHTBI 10 JHYHOMY COCTaBy TOCYJApPCTBEHHBIX TI'PaKAAHCKHX
CIy)XalllUX M MYHHIMIAIBHEIX CIYXallUX, YBOJEHHBIX C TOCYAapCTBEHHOM
IPOKAAHCKOM CIyXOBl WIM MyHHULMIAIBHON CiyxOBI, MEpeNaloTcss B apXMB
OpraHM3alHH N0 UcTedeHuH 10 et co AHS YBOJIBHEHHS.

4.2. Jlena BpemeHHBIX (0 10 €T BIIIOYHUTENBHO) CPOKOB XPAaHEHHs B apDXHUB
He nepeatoTcs. OHU XPaHATCS B CTPYKTYPHBIX ITOJIpa3/ie/IeHUAX OPraHU3aHH U [0
HCTE€YEHNH CPOKOB XpaHEHHUS MOJUIEKAT YHUITOXKEHHIO B yCTAHOBJIEHHOM ITOPSAJIKE.

B MCKIIIOYMTENBHBIX CITydasiX 10 PEIeHHIO PYKOBOIHUTE]IS OPraHU3aLHH JejIa
BPeMEHHBIX (10 10 JIeT BKIIOYHTENBHO) CPOKOB XPaHEHHs NEPENAIOTCS B apXHB
OpPraHM3aIMH I10 OIKUCSM JIeJI, JOKYMEHTOB HJIH [0 HOMEHKJIAType Ie.

4.3. JIOKyMEeHTBI HOCTYNAlOT B apXWB OPraHU3alUH I[0CNTE MPOBENCHHS
9KCIIEPTH3bI LEHHOCTH.

4.4. Pemenus o BKIOYeHHH B coctaB ApxuBHOro Qonma Poccuiickoit
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Qenepaiu KOHKPETHHIX JOKYMEHTOB IPHUHHUMAIOTCSA 3KCIEPTHO-IIPOBEPOYHBIMU
KOMHCCUAMH (elepalibHbIX TOCYJapCTBEHHBIX apXMBOB M  YIHOJHOMOYEHHBIX
OpraHOB MCIIOJIHUTENHHOM BlacTu cyonrexToB Poccuiickoit @enepamnuu B obnactu
apxuBHoro fiena (nanee — 11K apXxuBHOTO yupexIeH s ) B peenax KOMITETSHIUH.

4.5. 1lenbto 3KCIepTH3BI LIEHHOCTH JOKYMEHTOB B OpraHU3al[HH SIBJISETCS:

0TOOp TOKYMEHTOB JJIs BKIIFOYEHHS B COCTaB ApXHBHOTO (oHaa Poccuiickoit
Oenepauny;

BBIAIBJICHHE JJOKYMEHTOB, HE NOJIeXKAIUX JaJlbHENIIeMy XpaHEHHUIO.

JKcnepTy3e LIEHHOCTH MOJIEXAT BCe JOKYMEHTHI OpraHu3allii HE3aBUCHMO
OT BUJJOB HOCUTENIEH U cIOCOOOB 3alUCH.

o mpoBeneHUs 3KCHepTU3HI IIEHHOCTH B COOTBETCTBHH C MyHKTaMH 4.6. —
4.13. gacrosamux IlpaBun yHu4YTOXKEHUE JOKYMEHTOB 3ampeiiaeTcs.

4.6. DxcnepTH3a HEHHOCTH TOKYMEHTOB IIPOBOAMTCS Ha OCHOBE:

JIEACTBYIOLEr0 3aKOHOAATENbCTBA U MHBIX HOPMATHUBHBIX NPaBOBBIX aKTOB
Poccmiickoit ®@epepaupn B 00JIacTH apXMBHOTO Jejla, HHpOpMalud H
JOKYMEHTAIMOHHOTO 0OecreyeHHs] yIIpaBiIeHus;

THUIIOBBIX, BEJOMCTBEHHBIX M HHBIX IlepeyHed NOKYMEHTOB C YyKa3aHUEM
CPOKOB UX XpaHEHHUS, TUIIOBBIX ¥ IPUMEPHBIX HOMEHKIATYp ACII.

4.7. B opranu3anuu i NPOBEAEHUS IKCIEPTU3bl LICHHOCTU JOKYMEHTOB
coszaeTcs dKcrepTHas kommccus (mamee — DK)°. B opraHmsamusx, MMEIOLIMX
CIOXHYIO CTPYKTYpY W/WIH TOABEAOMCTBEHHBIE OpraHH3alliH, CO3[A0TCS
[IEHTPaJIbHBIE KCIIEpTHBIE KoMuccuu (nanee — LIOK).

4.8. IIOK (OK) sBnsercs coBelaTeNbHBIM OPraHOM IIpU PYKOBOZUTEIE
OpraHM3allMM, CO3[aeTCs NPUKA30M OpraHu3aluy, AEHUCTBYeT Ha OCHOBAaHWHU
[OJIOKEHHA. | | |

3amaun u Pyuknuu [IIK (OK) opranmzauuu - HCTOUHHUKA KOMIUIEKTOBAHHUS

OIIPEACIIAIOTCS ITOJIOKCHHUEM, YTBCPKAACMBIM PYKOBOAMUTEIICM OpraHU3alivy.

® Jlns npOBENEHMA SKCMEPTH3bl LEHHOCTH HAYWHO-TEXHMYECKOM M JDYroM CHEUMaNbHOM IOKYyMEHTAlMM B
opranusaluu Moxet ObITh co3nana DK, BKIOYalomas COOTBETCTBYOIUX CHELHUATUCTOR.
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4.9. OcnoBHo# 3agadedt L[OK (OK) sBnsercss opraHu3anus M NpOBEICHHE
9KCIIEPTH3BI HEHHOCTH JOKYMEHTOB.

OcnoBabiMu ¢yakumamu [IIK (OK) spisrores:

OpraHU3alMs €XEroHOro 0TOOpa A€l IS XpaHEHUS U YHHYTOXEHUS;

PacCMOTpPEHHE H COTIaCOBaHHE IIPOCKTOB HOMEHKIIATYPHI JIE]T OpraHU3allMH,
OIKCe#l HeN, NOKYMEHTOB IOCTOSHHOTO M BpeMeHHBIX (cBbiiie 10 j€T) cpokoB
XPpaHeHUs], B TOM YHCII€ 110 JMYHOMY COCTaBY, aKTOB O BEIIEIEHHH K YHHYTOXEHHUIO
IeJl, He IOJUIeXAILUX XpaHeHHIO, U IPYTHX aKTOB;

IIOJITOTOBKA MPEIOKEHUH 00 onpeneneHuH CPOKOB XpaHEHHS JOKYMEHTOB,
He TIPETYCMOTPEHHBIX NEPEeYHIM' ", 1 06 M3MEHEHUH CPOKOB XPaHEHHS OTAEIbHBIX
KaTeropui JIOKyMEHTOB, yCTaHOBJIEHHBIX [TEPEYHIMM;

yJacTHe€ B IIOJTOTOBKE M pPAaCCMOTPEHHHM IIPOEKTOB HOPMATHBHBIX M
METOJUYECKUX JOKYMEHTOB II0 BOIpOCaM paboThl ¢ JOKYMEHTaMH B OpraHH3aliky;

METOAMYECKOE pYKOBOACTBO paboramMu B obmactd  obecrieuyeHus
COXPaHHOCTH TOKYMEHTAJILHOIO M apXUBHOT'O (JOHIOB OpraHH3aI|H.

4.10. OkcriepTH3a HEHHOCTH JJOKYMEHTOB B OpPraHM3allii IIPOBOIUTCA:

B JICJIONIPOM3BOJICTBE — IIPHM COCTABJIICHUH HOMEHKJIATYPhI JeJ1 OpraHu3alyvy 1
IpH HOJATrOTOBKE I K Iepeaaye B apXuB;

B apXMB€ OpraHM3allid — B MpOLIECCE NOATOTOBKH MA€N K Iepeaadye Ha
IIOCTOSIHHOE XpaHEHHE.

4.11. OxcnepTU3a HEHHOCTH JOKYMEHTOB IIPOBOJHUTCS €KETOIHO.

ITo pesynbraTam 5KCIEpPTH3BI HEHHOCTH B CTPYKTYPHBIX IOZpPa3/elCHUIX
OpraHW3allid  COCTAaBIAIOTCS ONMCH €]  CTPYKTYpPHBIX MOJpa3ielIeHHIA:
NOCTOSIHHOTO, BpeMEHHBIX (CBBILIE 10 JIeT) CPOKOB XpaHEHHUS, 110 JUYHOMY COCTABY
(mpunoxenne Ne 23, 24), Ha OCHOBE KOTOPBIX B apXHBE OpraHH3aLlHH COCTABIAIOTCS
FOJIOBBIE pa3zieNbl COOTBETCTBYIOIIMX CBOAHBIX ONMUCEH €)1, JOKYMEHTOB.

Ha nena ¢ ucTexmmMu cpokaMi XpaHeHUs! B CTPYKTYPHBIX MOAPAa3AEIICHUAX

OpraHHM3aliii COCTaBJIAIOTCS MPEAJIOKEHUA K aKTy O BBIACJICHHUHM K YHHYTOXECHHUIO

' 3K opraHusaumii, mepenalowMX IOKyMEHTH Ha XpaHEHHE B rOCYJapCTBEHHBIC aPXUBbI, MPEACTABISIOT
cootBeTCTBYIOIME Mpeaoxenus SINK apxuBHOro yupexneHus.
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JOKYMEHTOB, He NOAJIeXAIIUX XpaHeHUIO (10 ¢popMe aKTa, mpuiiokeHue Ne 21).

Ha ocHoBe mpemnoxeHuUdl CTPYKTYpHBIX MOJpa3felieHHid Ciyx0a
AEJIONPOM3BOACTBA OPraHU3allMM COCTaBIIAET akT O BBIACJICHHH K YHHUTOXXECHHIO
JAOKYMEHTOB, He IOUIeXKaIlUX XpaHeHuto (mpuiioxenune Ne 21).

Jlena BKIIOYAIOTCS B aKT O BBIACTEHHH K YHHYTOXKEHHIO JOKyMEHTOB, HE
NOJUTEXAIUX XPAHEHHIO, €CITH IIPEYCMOTPEHHBIH U HUX CPOK XpaHEHHs HCTEK K
1 sHBaps roaa, B KOTOPOM COCTaBJIEH aKT.

Hena ¢ ormerkoit «3ITK»'!' nomiexar MOJMCTHOMY IIPOCMOTpY B IENSX
BBISIBJICHUS JIOKYMEHTOB, IOJJIEKAIIUX [TOCTOSHHOMY XpaHEeHHIO. BrisBneHHbIE B
TaKHX JAejIaxX JOKYMEHTHI IOCTOSHHOIO XPaHEHHUS BBIIENAIOTCS U IPHCOETHHSIOTCS
K OZIHOPOZAHBIM JIejIaM HJIH GOPMHPYIOTCS B CAMOCTOSTENBHBIE ea.

OcraneHble JOKyMeHTHI ¢ oTMeTkoi «OITK» BKIIOYalOTCS B aKT Ha
yHuatoxenue. [Ipu sTom otmerka «ITK» B akTe He yKa3bIBaeTCH.

Onucu Ha fena, JOKyMEHTHI IOCTOSHHOTO XPaHEHHs | 110 JIAYHOMY COCTaBY
U aKThl Ha YHUYTOXECHHE IOKYMEHTOB paccMaTpuBaroTcs Ha 3acesanuu LIOK (OK)
onHoBpeMeHHO. IIo uroram paccmorpenus LIOK (OK) cornmacoBeiBaroTcs Onucu
Aei, NOKYMEHTOB IIOCTOSHHOTO XpaHEHHs M II0 JIMYHOMY COCTaBy M aKThl O
BBI/IEJICHUH K YHUUYTOXKEHHIO TOKYMEHTOB.

Cornacosannsle 119K (JK) opranusanuu omnucy aen J0KyMeHTOB (TOOBEIE
paszienbl) NpeICTaBIsAIOTCA Ha paccMoTpenue DIIK:

IIOCTOSIHHOT'O CPOKa XpaHEeHUS -Ha YTBEPXK/ICHHE;

10 THYHOMY COCTaBY -Ha COTJIACOBaHHE;

OIIK yTBep)xmaeT OMHCH Jell MOCTOSHHOTO XPAaHEHHS M COIIIaCOBHIBAET
OIIKMCH A1 IO THYHOMY COCTaBY.

Onmucu  nen, HOKYMEHTOB (TONOBbi€ pasfieibl) HANpPaBIAIOTCS HA
paccMotpenne OIIK B Tpex sk3eMIuisipax Ha OyMa)KHOM HOCHTENE U OIHOM
JK3EMILIApE HA OJICKTPOHHOM HOCHTEIIC 4€pEe3 3r oZla IMOCJIC 3aBCPIUCHUA ACII B
JEJIONPOU3BOACTBE.

Iocne yrBepxaenus u cornacoBanus JIIK omuceii e, JOKyMEHTOB, ONUCH

' OrmeTka «OIK» 03HAYa€eT, YTO YacTh JOKYMEHTOB MOXET GbITh OTHECEHA K CPOKY XpaHEHHs «IIOCTOSAHHOY.
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U aKT O BBIACICHHH K YHHUYTOXEHHIO JOKYMEHTOB, HE IOMJIEXKAIIUX XPAaHEHHIO,
YTBEPXAAIOTCH PYKOBOAMTEIEM OpraHHU3alliM, MOCNE Yero AeJa, BhIIEICHHBIE I10
aKTy K YHHYTOXXECHHIO, MOTYT OBITh YHHYTOXEHEI.

4.12. Opranusanuy, B AATEIPHOCTH KOTOPBIX HE CO3NAIOTCS JOKYMEHTHI
ApxusHoro ¢onzma Poccuiickoit ®Desepauyu, cO3NAIOT OMUCH Jies MO JTHYHOMY
COCTaBy W ONWUCH JeNn BpeMeHHBIX (cBbime 10 JeT) CpPOKOB XpaHEHHS H
00ecrieYnBarOT UX COXPaHHOCTb.

Opranusanuy Take COCTaBIAIOT aKTHl O BHIIEIECHMHM K YHHUYTOXKEHHIO
JOKYMEHTOB, HE IOUIEXAIHX XPaHEHHIO, U YHUYTOXKAIOT yKa3aHHBIE JOKYMEHTEHI
TI0 MCTCYEHNH CPOKOB MX XPaHEHHMs TOJIBKO IOCIIE COCTABIEHHS 'OJOBBIX Pa3/IelioB
OIIMCEH e IO IMYHOMY COCTaBY 3a COOTBETCTBYIOIIHA IEPHOJ] U MX YTBEPKICHHS
PYKOBOAMTENIEM OpraHU3aI{H.

4.13. Jlena Ha OyMa>XHOM HOCHTEJNe, BBIIEIEHHBIE K YHHYTOXEHHIO,
HNepelaloTC] Ha YHHYTOXEHHME (YTWIM3alMIO) 10 aKTy O BBIIEIEHHH K
YHUYTOXEHHIO NOKYMEHTOB (npuioxeHue Ne 21), a Takxke Ha OCHOBAHHMH MHBIX
JOKYMEHTOB, IOATBEPXAAOLMX (aKT caayd AOKYMEHTOB HA YHHYTOXKEHHE
(yTunu3zanmio).

OIIEKTPOHHBIE JieN1a C HCTEKIIMMH CPOKaMH XPpaHEHH s ITOIEKAT BbIIEICHHIO
K YHHYTOXXEHHIO Ha OOIIMX OCHOBAHUSX, IIOCJIE YETO IMPOBOAMTCSA MX (PU3HUECKOE
YHHYTOXEHHE MM YHHYTOXECHHE IIPOIPAMMHO-TEXHHYECKUMH CPEACTBAMH C
COOTBETCTBYIOIIEH OTMETKOH B aKT€ O BBIAEICHHH K YHHYTOXKEHHIO JOKYMEHTOB
(npunoxxenue Ne 21).

4.14. Jlna obecneueHus nopsaka (OpPMHUpOBaHMS M yueTra Jel B
JCJIONPOU3BOACTBE OPraHU3aLUH COCTABIISETCS HOMEHKIIATypa J€ell.

4.15. Homenkiarypa Jen 3akpeluisieT KiaccHuKauuio (TpyNIMpOBKY)
HCHOJIHEHHBIX JOKYMEHTOB B [eia (JJIEKTPOHHBIE JieNa) M SABJISETCS OCHOBHBIM
YUYETHBIM JTOKYMEHTOM, OTPaXarlmuM COCTaB U OpPraHU3alHUIO AOKYMEHTaJIbHOI'O
(G oH1a OpraHHU3aI|H.

4.16. HomenknaTypa nen sABIsS€TCS OCHOBOM JUIsl COCTAaBIECHHS OMMCEH e,

JAOKYMEHTOB IOCTOSHHOTO M BPE€MEHHBIX (cBbile 10 JIeT) CpOKOB XpaHEHHs, a
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TaKXe JULA y4eTa Jie/l BpeMeHHBIX (10 10 JieT BKIIIOYHTENEHO) CPOKOB XPaHEHHS.

4.17. Homenknarypa Jen opraHu3aiuu pa3pabaThIBaeTCsi Ha OCHOBaHHH
THIIOBBIX, BEIOMCTBEHHBIX M HHBIX IE€PEYHEH JOKYMEHTOB C YKa3aHHEM CpPOKOB
XpaHEHHMs, HHBIX HOPMAaTHBHBIX NPABOBbIX aKTOB, & TAKKE THIIOBBIX U MPHMEPHBIX
HOMEHKJIATyp Oell.

Tunosas ¥ npuMepHas HOMEHKJIATYpHI IeN pa3pabaThIBAIOTCA OpPraHaAMH U
OpraHH3alMAIMH, UMEIOLIUMH B IOAYHHEHUH CETh OJHOTHITHBIX OpraHHU3aluii.

TumoBass HOMEHKJIaTypa yCTaHaBIMBae€T COCTaB JIeJ, 3aBOJMMBIX B
OJHOTHIIHBIX OpraHU3alUAX, U IBIAECTCS HOPMAaTUBHBIM JJOKyMEHTOM.

IlpuMepHas HOMEHKIATypa YCTaHABIMBA€T NPHMEPHBI COCTaB nell,
3aBO/IMMBIX B OpraHU3allMfAX, Ha KOTOPBIE OHA PACHpPOCTPAHAETCS, M SBIAETCA
PEKOMEHATENBHBIM JOKYMEHTOM.

4.18. HomeHKnaTypa Jien OpraHH3alMH COCTABJISETCA IO YCTAHOBIEHHOM
dopme (mpunoxenne Ne 25) Ha OCHOBaHMM HOMEHKIATYp Jel CTPYKTYPHBIX
nojpasienieHus (mpunoxenue Ne 26).

Opranusaume —  HCTOYHHKH  KOMIUIEKTOBAaHHMS  rOCYJApCTBEHHBIX
(MyHUUMIIAEHBIX) aDXMBOB OJIUH Pa3 B 5 JIeT'? COrNacoBbIBAIOT HOMEHKIIATYPY A€l
¢ LIOK (9K opranuzanmy u peCTaBIsIOT €€ Ha COTIACOBAHME COOTBETCTBYIOLIHX
OIIK wmx  rocynapcTBEHHOro  (MyHHIMIANLHOIO)  apXMBa,  COIJIACHO
HOPEIOCTABICHHBIM €My IOJTHOMOYHSIM.

Opranusauuu, B JHEATENBHOCTH KOTOPBIX HE CO3JAIOTCS  JOKYMEHTHI
ApxuBHoro ¢onna Poccuiickoii denepauuy, yTBEpKIAOT HOMEHKIATYpy el
CaMOCTOSITEJNILHO.

4.19. 3akOHYEHHBIE JEIONPOU3BOACTBOM J€Na MOCTOSHHOIO H BPEMEHHBIX
(cBbllie 10 5IeT) CPOKOB XpaHEHHs, B TOM YHCJIE MO JMYHOMY COCTaBY, IIOCTIE
OKOHYaHMs  KaJCHOApHOTO Troja, B KOTOPOM OHHM OBUIM  3aBE/CHBI,
TIOArOTaBIMBAIOTCSA K ME€peaadye B apXUB OPraHH3aLUK H [IOUIEXAT OGOPMIICHHUIO H

OITMCaHHIO.

12 B ciyuae u3sMeHeHHss (YHKUME M CTPYKTYpbl OpraHH3aLMH HOMEHKJIaTypa A€M MOMIEKHT NEPECOCTABIIEHHIO,
COTJIACOBAHHIO H YTBEPIKACHHIO.
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B 3aBHCHMMOCTH OT CPOKOB XpaHEHHs HPOBOAMTCS IONHOE WIH YaCTUYHOE
opopmienue nen. IlonHomy odoOpMIIEHHIO TOMIEXAaT fAeia MOCTOSHHOIO U
BPEMEHHBIX (CBblue 10 1€T) CPOKOB XpaHEHHUs! | 10 IMYHOMY COCTABY.

Odopmnenne nen Ha GyMaXKHOM HOCHTENE MIPeTyCMaTPUBAET:

NOIIMBKY WM MEPEIIET JAOKYMEHTOB jena (HedhopMaTHbIE JOKYMEHTHI
XPaHATCS B 3aKPBITHIX TBEPABIX NANKaX MK B KOPOOKax);

HyMepalUIO JIUCTOB Jefa;

COCTaBJIEHHUE JIUCTa-3aBEpUTENA Aena (mpuitoxxenue Ne 8);

COCTaBJICHHE, BHYTPEHHEN ONMCH JOKYMEHTOB Jiena (npuioxenue Ne 27);

odopmierne 0610xKH ena (mpunoxenne Ne 28).

IlogroroBka 37MEKTPOHHBIX JeNl IJIS Hepelayd B apxXWB OpPraHH3alMU
NpeayCMaTpUBacT COCTaBJICHHE OINKMCH  3NEKTPOHHBIX JeN, JOKyMEHTOB
(npunoxenus Ne Ne 17, 18).

4.20. B neno noMemaroTcs JOKyMEHTBI, KOTOPBIE TIO CBOEMY COAEPIKAHHUIO
COOTBETCTBYIOT 3aroJIOBKY Jejia, IIpH 3TOM 3allpeHiaercs TrpyNIHupoBaTh B JAeia
YEepHOBbIE M OyOJeTHbIe JK3eMIULAPHI JOKYMEHTOB, a TaKXke IOKYMEHTHI,
IOJJIeXKAalllie BO3BparTy.

Ipu hopmupoBanuHy fea HEOOXOAUMO COOMIOIAT CIEAYIOIIHE TPEOOBAHUA:

JOKYMEHTBl IIOCTOSSHHOTO ¥  BpEMEHHOr0 XpaHeHUS HeoOXOIHMO
IpyNIIAPOBATh B OTACIbHBIC JIENa;

BKJIFOYATh B JIEJI0 110 OJHOMY JK3EMIULIPY KaXKIOTO TOKYMEHTa,;

IpyNIKMPOBATh B AEJIO JJOKYMEHTHI OJHOTO KaJIEHAApHOTO rojia; HCKIFOYEHHE
COCTAaBILIIOT: IepexoAslive Jena; cyAcOHble nena; JTHYHBIE JeNla, KOTOphIe
dopMupyIOTCS B TeUEHHE BCETO NEpHOia pabOTHI JIULa B OpraHM3alliH; JOKyMEHTE]
BBIGOpHLIX OpraHoB U MX MOCTOSHHBIX KOMKCCHﬁ, JeIyTaTCKUX TPYIII, KonpLIe
TPYIIUPYIOTCS 3a IEPHOJ CO3BIBA; NOKYMEHTBHI 00pa30BaTeNbHBIX OpraHU3alIhi,
KOTOpBI€ POPMHPYIOTCS 3a y4€OHBIN I0O/l; JOKYMEHTHI TEaTPOB, XapaKTEPU3YIOIIHE
CIIEHHYECKYIO JEATEJIbHOCTh, B NpEeiax TeaTpalbHOTO CE30Ha; Jefla (UIBMOB,
pyKonucen, UCTOpUHU OOJIe3HEN.

Ilpyrkaspl 1O JMYHOMY COCTaBY JIOJDKHBI TpYNIIHPOBATHCH B Jela B
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COOTBETCTBHH C YCTaHOBJIEHHBIMH JJISI HUX CPOKaMH XpaHEHHS;

AOKYMEHTHI B JIMYHBIX J€JIaX PaclloaratoTCs B XpOHOIOTHYECKOM MOPSIKE
10 MEPE NOCTYIJICHHMS;

JIMLEBbIe cYeTa MO0 3apaboTHOM IUIate pabOTHUKOB TIPYINNHPYIOTCS B
OTICNIbHBIE JI€Ia M PACIIOIaratoTCs B HUX 1O ajihaBUTy haMHIIMM, UMEH M OTYECTB.

Jleno Ha GymaxHOM HOCHTeJIe He JOJDKHO cofepxars Gonee 250 TUCTOB, MpH
TOJIIIMHE He OoJiee 4 cM.

4.21. JIOKyMEHTBI, COCTaBIfIOIME J€JO HAa OyMaXHOM HOCHTEIE,
NOJIKBAIOTCS HA YETBIPE NPOKOJIA (Ha TPH IPOKOJIA — 11 MaIoQOPMATHEIX ieN) B
TBEPAYIO OOJIOXKKY HJIM INEpeIUIeTAlOTCS C yYETOM BO3MOXHOCTH CBOGOTHOrO
YTEHHUS BCEX JOKYMEHTOB, IaT, BH3 M PE30JIOLHA Ha HHMX, METAUIMYECKHE
CKPEIUIEHHS U3 IOKYMEHTOB Y IAJISIOTCS.

B navane nena Ha 6yMa)XXHOM HOCHUTENE NIPH HEOOXOAMMOCTH ITOIIMBAIOTCS
JUCTBI BHYTPEHHEW OIMCH JOKYMEHTOB Jenia (mpwiokeHue Ne 27), B KOHIUE
KaXXI0T0 J€N1a — JIUCT-3aBepUTenb Jena (npuioxxenue Ne 8).

4.22. B mnenax ofecneyeHHs COXPaHHOCTH M 3aKpeIUIEHHs IOpsAaKa
PacIoJIOKCHHA JOKYMEHTOB, BKJIFOUEHHBIX B [1eJI0 Ha 0yMa)KHOM HOCHTEJIE, BCE €ro
JMCTBl (KpOME JIMCTa-3aBEpUTENs Jela U BHYTPEHHEH OIHMCH) HyMEpYIOTCS B
BAJIOBOM MOpsAAKE apabCKUMM LH(paMH, KOTOpBIE MPOCTABISAIOTCA B IIPaBOM
BEPXHEM YIIy JUCTa JOKYMEHTa IIPOCTBIM TIpadUTHBIM KapaHAAllioM WM
HyMepaTopoM. YToTpebiieHHe 4EepHHI M IBETHBIX KapaHJawed U HyMepalHu
JIUCTOB 3amnpeuiaercs. JIMCThI BHYTPEHHEH ONUCH JOKYMEHTOB Jella HyMEpYIOTCs
OTZEIBHO.

JIMCTHI fie1, COCTOAIMMX U3 HECKOJIBKHX TOMOB HIIH YacTei, HyMEPYIOTCS MO
KaXXJIOMy TOMY MJIM 9aCTH OTHENBHO.

Dotorpaduu, YepTEXKH, THATPAMMBI H IPYTHE HILTIOCTPATHBHEIE JOKYMEHTEI,
NPEACTaBJIAIOIINE CAMOCTOATENBHBIA JIUCT B JieNie, HyMepyIoTcd Ha OOOpOTHOIM
CTOPOHE B JIEBOM BEpXHEM YTIIy.

CroxxeHHBIH TUCT pa3BOPaYMBACTCA H HYMEPYETCS B IPABOM BEPXHEM YTIIy.

Ilpu 3TOoM et mo6oro Gpopmara, MOAIIKTEIH 32 OMH Kpaii, HyMepyeTcsl KaK OfUH
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JIUCT; JIMCT, CJIOXKCHHBIM M MOMNIUMTHIM 3a CEpelfHY, HMOMIEXHT NEPELIUBKE H
HyMepYETCs KaK OJHH JIUCT.

JIuct ¢ Harmyxo HakIeeHHBIMH HOKYMEHTaMH (BBIPE3KAMH, BBIIMCKAMH,
doTtorpadusmu) HyMepyeTcs kak omuH JMCT. ECii K IOKyMEHTY MOAKIIESHB! OHAM
KpaeM JpYrue NOKYMEHTBI (BBIPE3KH, BCTABKH TEKCTa, MEPEBOABI), TO KaXKAbIi
JIOKyMEHT HyMEpYyeTCs OTAEIBHO.

IonumMTele B f[eM0 KOHBEPTHl C BIOXKEHHSIMH HYMEDYIOTCS; NpPH 3TOM
BHa4Yajie HyMepyeTCsl KOHBEPT, a 3aT€M OYePETHBIM HOMEPOM KaXI0€ BIOXEHHE B
KOHBEpTE.

[lommMteie B fAen0 JOKYMEHTHI C COOCTBEHHOM HyMepanueil IJIMCTOB
(BMrOuas nedaTHBIE HM3JaHHS) MOTYT HyMEpOBaThCs B OOINEM IIOpSJKE HIIH
COXPaHATh COOCTBEHHYIO HyMEpALIHIO, €CIIH OHAa COOTBETCTBYET IMOPSAKOBOMY pac-
IIOJIOXEHUIO JIUCTOB B JIETIE.

B cinyyasax obHapyxeHHs GONBIIOro 4Yucia OMMOOK B HyMEpalldd JIHCTOB
AeJia IpoBOAUTCA nepeHymepanus. [Ipy Hamuyuu oTeNnbHBIX OMUO0K B HyMepaIiuu
JIMCTOB JieNa AOIyCKaeTcsl ynoTpebIeHne JIMTEPHBIX HOMEPOB JIUCTOB.

4.23. JInct-3aBeputens aena (npuioxxeHue Ne 8) coctapiseTcs Ha OTAEIBHOM
JIACTE, B KAPTOTEKaX — Ha OT/AENbHOM JIUCTEe popMara KapToukH. JIMcT-3aBepUTEND
Jiena MOJIUCHIBAETCS €ro cocTaBuTenieM. Bee nocneayromiyue n3MeHEHHs B COCTaBe
Y COCTOSIHMH JieJia (IIOBPEXACHHUS, 3aMeHa IMOMTHHHBIX JOKYMEHTOB) OTMEYal0TCS B
JIUCTE-3aBEPUTENIE CO CCHUIKON Ha COOTBETCTBYIOIIMI aKT.

3anpemaeTcss BEIHOCHTH JIMCT-3aBEPHUTENb Ha OOJIOXKKY Jejia MM YMCTBHIH
06OpOT JIMCTa NOCTeHEro JoKyMeHTa. Eciu 1e10 OAWMTO WK HepEIIETeHO Oe3
O7naHKa JHMCTa-3aBEpUTENIs, OH JOJDKEH OBITh HAKJIEEH 32 BEPXHIOK 4acTh JMCTA Ha
BHYTPEHHIOIO CTOPOHY OOJIOXKKH B KOHIIE Jeia.

4.24. Ha 06n0XKe JeN IOCTOSHHOIO XpaHEeHHs IpelyCMaTpHBAeTCs MECTO
JUIsI HAMMEHOBAHHS FOCY IapCTBEHHOro (MyHHIIMIIAJIEHOI0) apXHUBa, B KOTOPBIH Je1a
opraHusauuu OyayT npuHATH (npuioxenue Ne 28). [Tpu opopMiieHHH 06I0KKH
JleJla HAaHMEHOBAaHME OPraHM3alldM YKa3bIBAa€TCHA IOJHOCTBIO, B HMMEHUTEIHHOM

nagexe. IloiHoe HaunMeHoBaHHe BBILIECTOAIIEH OpraHu3aly YKa3bIBac€TCsl Haj
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HaNMEHOBAaHHUEM OpraHU3alMd — MCTOYHHMKA KOMIUIEKTOBaHMS (TaKkKe B
MMEHUTENBHOM Tafiexe). Eciu opramMsanms WM BBILIECTOSINAS OpraHM3alLlis
UMEIOT COKPAILCHHbICE HAaHMMEHOBaHMSA, TO OHHM YKa3BIBAIOTCSI B CKOOKax IMOCIE
II0JIHOTO HAUMEHOBAHHS.

Ilpy  W3MeHeHMHM  HAaMMEHOBaHHS  OpraHM3alMH  (CTPYKTYPHOIO
NOApa3ae/ieHHs) B TeYEHHE NIEPUOJIA, OXBATHIBAEMOTO IOKyMEHTAMH JIEJIa, WIH [IPH
nepefade nena B ApYryl0 OpraHM3alMio (CTPYKTYypHOE MNOJpa3fielieHHe), Ha
OOJIOXKKE Jlena JOMHMCHIBAETCS HOBOE HAMMEHOBaHHE STON OpraHM3aUUH M
OpraHU3alMH-TIPAaBONIPEEMHUKA (CTPYKTYPHOTO MOApPA3NENeHUd), a IpexHee
3aKJII0YaeTcs B CKOOKH.

4.25. Ha 06510Ke Jie1a yKa3bIBalOTCS:

HaMMEHOBaHHE OPTraHU3aLMH U €€ HENOCPENCTBEHHAS 10 JYMHEHHOCTD,

HaNMEHOBAHHME CTPYKTYPHOTI'O NOAPa3/ICIICHHS,

UHJEKC Jiena;

HOMED ToMa (4acTH);

3arojI0BOK fiejia (ToOMa, YacTH);

KpaiHMe JaThl Aena (ToMa, 4acTH);

KOJIMYE€CTBO JIMCTOB B Jiene (TOME, YacTH);

CPOK XpaHeHHs JeNa;

apXMBHBIA IUGp Aena.

4.26. 3aronoBok nena Ha GyMaXKHOM HOCHTENE M 3arojlOBOK 3EKTPOHHOTO
JieJ1a IEPEHOCATCs Ha O6JI0KKY Jiena (JMEKTPOHHOTO [eNa) U3 HOMEHKIATYPHI el
OpraHu3aluy. 3aroJIOBOK JO/KEH COOTBETCTBOBATH COAEPKAHMIO JOKYMEHTOB B
Iee.

B Tex ciyyasx, Korjia Ieio COCTOUT U3 HECKOJIBKHX TOMOB (Uacteit), Ha 06-
JIOXKKY KaXJOro ToMa (YacTH) BBIHOCMTCS OOINMIf 3arojioBOK Jena, a IpH
HEOOXOIMMOCTH - 3ar0JIOBOK KaXK/I0T0 ToMa (JacTw).

B 3arosoBkax men, comepXallluX KONMHM IOKYMEHTOB, YKa3hIBAaeTCS Ha
KOJIM4eCTBO Komu#. IlomJMHHOCTE [OKYMEHTOB Jiela B 3aroJioBKE HeE

OroBapuBacTCs.
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4.27. Jlena, BHECEHHBIE B TO/IOBBIE Pa3/eNbl CBOAHBIX OMHUCEH, MHPPYIOTCS
NOCJie  YTBEPXKIEHM/COTIacOBaHUs TOJOBOro pasjena cBoAHod ommcu DIIK
apXMBHOTO YYPEXXACHHUSA U YTBEPXKIECHHsS PyKOBOMUTENIEM OpraHH3alHu (10 3TOro
apXHUBHBIH WH(P MPOCTaBIAETCA KapaHJAIIoM).

4.28. Ha obnoxke fena ykasplBaeTcs aaTa feia — roz(bl) 3aBENeHUS U
OKOHYAHMS Jiejia B JeJIONMPOU3BOJCTBE.

Ecnu B neno BKIIOYEHB! JOKYMEHTHl (HamlpuMmep, NpPHIOXKEHHs), Aara
KOTOPBIX HE COBMAAAET C JATOH Jela, TO MOA JaToi ¢ HOBOM CTPOUYKH Aenaercs ob
3TOM 3aIUCh: «B fee HIMEIOTCs JOKYMEHTHI 32 ... To(bI)».

Jarta iena MoXeT He yKa3BIBaTBCS TOJBKO Ha OBJIOXKKAxX Jel, COAEpXKaluX
TOJIOBBIE IUIaHBI M OTYETHI M JPYTM€ NOKYMEHTHI, JaThl KOTOPHIX OTPAXaloTCs B
3aroJioBKax Jiej.

Haro#t nen, coAepkallliX paclOPSAUTENBHYIO, TBOPYECKYI0O M HHYIO
AOKyMEHTalMI0 (JOKJIaAbl, MHUCbMa, CTEHOIPaMMEI), [JIS KOTOpPOM TOYHas
JAaTHPOBKA MMEET BAXKHOE 3HAYEHHE, a TaKKe I Jel, COCTOSALIMX U3 HECKOIBKUX
TOMOB (YacTel), ABIAIOTCS AAThl (YKCIIO, MECSL], FOM) PErUCTPaly (COCTABIEHUS,
HOCTYIIJIEHUs) CAMOTO PaHHEro M CaMoro MO3/HEr0 JOKYMEHTOB, BKJIIOUYEHHBIX B
Aeino (KpaifiHue AaThl Aell, JOKYMEHTOB).

JlaToii nmena, cojepXamero IPOTOKONBI 3acelaHHid, SBIISIOTCS JAaThl
YTBEPXKJCHUS (€CIM OHHM YTBEPXJAIOTCA) WIM ATkl IIEPBOrO M IOCIEIHETO
IIPOTOKOJIa, COCTABJIAIONIHNX JIETIO.

JlaTo¥i nHYHOro nena SIBIAIOTCSA JAaThl MOANUCAHMS MPHUKA30B O IPHEME H
YBOJIBHEHUH JIMIIA, HAa KOTOPOE OHO 3aBEAEHO.

Ilpn o6o3HaueHWH HaTHl JOKyMEHTa CHaJajia YKasbIBAaeTCd YMCIIO, 3aTeM
Mecsl ¥ rof. Yucio u rox o6o3HavaoTcs apabckuMy 1udpaMu, Ha3BaHHUE MeCALA
— CIIOBOM.

Ecmu JdaTa AOKYMECHTA HUJIM OTACIBHBIC €€ 3JIEMEHTEI ONIPpCACIAIOTCA TIPH-
OJM3UTENHFHO, Ha OCHOBaHWHM aHAllM3a COJNEPKAHUA JOKyMEHTa, TO OaTa WU
OTHACNBHBIE €€ JJIEMEHTBl, He aOCOMIOTHO JIOCTOBEPHBIE, 3aKIIOYAIOTCS B

KBaJpaTHbIE CKOOKH.
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4.29. Ob6s3aTenbHBIMH PEKBU3HTaMH OOJIOKKH Jieia SBJIAIOTCS YKa3aHHe
KOJIM4ECTBA JIUCTOB B nene'’ (IpOCTaBiseTcs HA OCHOBAHHM JIMCTA-3aBEPHTEINSA
Jena) ¥ CPOK XpaHeHMs gAena (Ha Aejax I[MOCTOSHHOTO XPaHEHHs ITHIIETCS:
«XPpaHHUTh OCTOSIHHOY ).

4.30. Jlnsa yd4eTa JOKYMEHTOB OIIPE/IeNICHHbIX KaTeropHii Ne Ha GyMaXHOM
HocuTene (JIM4YHble, CyneOHble [efla, MarepHalbl YrojJOBHBIX €N, Jela O
IPUCYXACHUN YYEHBIX CTEIIEHEH U IPHUCBOEHHH YYEHBIX 3BaHUM, J1€)1a, CBA3aHHBIC
C BbIJaYell aBTOPCKUX CBHUJETENHCTB M NATEHTHBIX H300peTeHHI) COCTABISETCS
BHYTPEHHSS OIUCH JOKYMEHTOB J€eJIa.

Eciu neno Ha GyMaxkHOM HOcHTelle MepeIlieTeH0 WM MOJIIMTO 6e3 61aHka
BHYTPEHHEHd ONMUCH JOKYMEHTOB, TO COCTAaBJIEHHas IO YCTaHOBICHHOM (opme
BHYTPEHHSA OITUChH IIOAKJICHBAETCS K BHYyTPEHHEH CTOPOHE JIMIIEBOM 00JI0XKKH Jea.

W3meHeHHs cOCTaBa NOKYMEHTOB Jefia (M3bATHS, BKIIOUEHHS JOKYMEHTOB,
3aMeHa JOKYMEHTOB KOIIMAMH) OTpa)karoTcs B rpade «lIpumedyanue» BHyTpeHHEMH
OIKCH CO CChUIKAMHU Ha COOTBETCTBYIOIHE aKkThl. [Ipy HEOOXOAUMOCTH MOTYT OBITH
COCTaBJICHBI HOBas HTOI0OBas 3allUCh K BHYTPEHHEH OIMCH U JIUCT-3aBEPHUTEID JENA.

4.31. Jlena nepenaroTcs B apXUB OpraHU3aI[MK [10 OIKMCSIM, COCTABICHHBIM B
CTPYKTYPHBIX ITOJIpa3ielIeHUsX.

Omnucu fien CTPYKTYPHBIX IOApa3s/ielieHr# COCTABIAIOTCA 10 YCTaHOBJIEHHOM
¢opme (mpunoxenne Ne 23, 24) B ABYX 3K3eMIUIApax U MpPeICTaBISIOTCS B apXHB
OpraHM3alldd He IO3JHEE 4Ye€M uepe3 OJHH TroJ Ioclie 3aBeplleHHs Jejl B
JeJIOTIPOU3BO/ICTBE.

Omnucy coCTaBiAIOTCS OTAENBHO Ha JeNia TOCTOSHHOIO XpaHEHHWs; Aena
BpeMeHHBIX (CBhIIIE 10 1eT) CPOKOB XpaHEHHUs, B TOM YKCIIE 10 JINYHOMY COCTaBYy,
H JieJ1a, COCTOsIIHE M3 JOKYMEHTOB, XapaKTEPHBIX TOJIBKO JJIS JaHHOM OpraHU3aliu
(cynebHsle, cleICTBEHHbIE [ieNa, HaydHBIE OTYETHI 0 TeMaM). OTenbHble OIHUCH
COCTABIIAIOTCA HA €IUHULBI XpaHCHUs 3JICKTPOHHBIX AOKYMEHTOB MHOCTOAHHOI'O
XPaHEHUsl; BPDEMEHHBIX (CBbIlIE 10 JIeT) CPOKOB XpaHEHHSI, B TOM YHUCJIE 10 JIMYHOMY

COCTaBy.

13 Jlns nen Ha GyMaxkHOM HOCHTEJIE.
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4.32. Tlpu COCTaBNEHHH OIHCH Jel CTPYKTYPHOrO IIOJpasfiereHus
co0III0AaI0TCs ClleAyIoIIie TPeOOBaHHUS:

3aroJIOBKU [IeJl BHOCATCS B OINHCh B COOTBETCTBHH C IPHHATOM CXEMOM
CHCTEMaTH3alMM Ha OCHOBE HOMEHKJIATYPHI JIET;

KaXJ0€ JIeJI0 BHOCHTCA B ONKCH IOJ NOPSIKOBEIM HOMEPOM (ECNIH JeJI0
COCTOHUT U3 HECKOJILKMX TOMOB MJTH YacTeH, TO KaXIbIi TOM HJIM 9aCTh BHOCSATCS B
OMKCH I10]] TOPSAAKOBEIM HOMEPOM);

rpadbl ONMCH 3allONHAIOTCS B TOYHOM COOTBETCTBMH CO CBENCHHSMH,
KOTOpBIE BBIHECEHBI Ha OOJIOKKY [€)1a;

rpada onucu «IIpuMedanue» HCIONB3yeTCs IS OTMETOK O IIpHEMeE Jell,
OCOOEHHOCTAX (PU3MIECKOrO COCTOSHHS, O Iepeiade e APYTHM CTPYKTYPHBIM
NIOJIpa3/IeNICHUsIM CO CCBUIKOM Ha HEOOXOMHUMEIH aKT, 0 HAJIMYMU KOIU.

B KoOHIle ONMCH BCleA 3a MOCTEAHEH ONMUCATENbHOM CTaThel 3amoNHAETCS
UTOroBas 3alMCh, B KOTOPOW yKa3bIBalOTCA (LMGPaMH U MPOMHUCHIO) KOIHYECTBO
€N, MepBbIH U IOCNENAHUA HOMepa Jie]l MO OIHCH Jell, @ TAKXKE OroBapHBAIOTCS
OCOOCHHOCTH HyMepallM{ el B OMHCH (HAIWYHe JMTEPHBIX M MPOIYIIEHHBIX
HOMEDPOB).

Ilepen BHeceHHMEM 3arojiOBKOB /€l B ONKMCh MPOBEPAIOTCS KadecTBO
GopMHpOBaHHA H OQOPMIIEHHS JE, COOTBETCTBHE KOJIMYECTBA HeJl, BHOCHMEIX B
OITHCh, KOJIMYECTBY 3aBEICHHBIX JIe]I 10 HOMEHKIIATYpe ANl OPraHHu3alyy.

Ilpu npocMOTpe men NpoBepsIOTCS: COOTBETCTBHE 3arojiOBKa JeNa Coep-
KAHUIO JIOKYMEHTOB B Ji€Ji€; IPAaBMIBHOCTh O(QOPMIIEHUS M TPYIIHPOBKH JIOKY-
MEHTOB, BKJIIOYEHHBIX B [I€JI0; Ka4€CTBO NOJAIIMBKH WM NepervieTa jefa; mpa-
BHJIbHOCTh HYMEpallWH JICTOB JI€JIa; HAIM4YHeE B JieNle, B HEOOXOOUMBIX CiydasX,
BHYTPEHHEH ONMCH Jiela M TpPaBWIBHOCTH €€ COCTABIEHMS; MPaBHIBHOCTD
oopMIIeHHs OBNIOXKKH JieNa; Hallldue U MPaBUIBHOCTE JHCTa-3aBepUTeNs Jeia. B
ciiyyae OOHapy>XeHHMs HapyIICHHs YCTAHOBJIEHHBIX INpaBHJ (OPMHPOBaHHSI H
O(pOpPMIIEHHS JIe]T OHU JOJDKHBI OBITH yCTPaHEHBI.

B ciiyyae 06HapyXeHHs OTCYTCTBHS €I, YHCISIIMXCS 10 HOMEHKIIAType e

OpraHusalyy, CTPYKTYPHBIM IOApasAeJICHUEM IIPUHUMAIOTCA MEPBI 110 PO3BICKY.



38

OGHapyxeHHblE NeNa BKIIOYAIOTCA B ONMHMCh. ECIM IIPHUHSTHIE MepBl He Oaiu
Pe3yNIbTaTOB, TO Ha HEOOHapyXEHHBIE Jela COCTaBIsAeTCS akT o6 yTpare
AOKYMEHTOB,  KOTOPBIM  IOANUCHIBAETCS  PYKOBOAHTENEM  CTPYKTYPHOTO
NOJpa3NeNICHHs U NIEPENACTCS BMECTE € OIMCHIO IEI CTPYKTYPHOTO IIOAPA3ICICHHS
B apXUB OpraHu3aluH (puioxeHue Ne 6).

4.33. Ilepenaya fmen B apXuB OpraHM3allUM OCYLIECTBISETCS MO rpaduky,
COINIaCOBaHHOMY C PYKOBOAUTENIAIMH CTPYKTYPHBIX NOJpa3/ieeHHi, Nepeaaromx
AOKYMEHTBI B apXHB, H YTBEPXKIEHHOMY PYKOBOAUTEIEM OPraHH3ALIUH.

B neproa mnoarotoBku men Ha OyMakKHOM HOCHTENeE CTPYKTYPHBIM
NIOfpasfieICHUEM K Iepenaye B apXvB OpraHM3alldd COTPYAHMKOM apXHBa
IPOBEPSAETCA MPaBHIBHOCTE HX (OPMHUPOBaHUS, OQOPMIECHHS H COOTBETCTBHE
KOJMM4ECTBa JIEJI, BKIIIOYEHHBIX B ONHUCh, KOJHYECTBY M€, CHOPMHPOBAHHBIX B
COOTBETCTBMM C HOMEHKJIATypod [eJl OpraHu3alii. Bce BBISABIEHHBIE HpH
NPOBEPKE HENOCTaTKH B (OPMHPOBAHMH M OQOpMIEHMM el pabOTHUKH
CTPYKTYPHOT'O IOJpa3eieHus] 00S3aHbl YCTPAHUTE.

IlpueM-nepenaya nen B apXuB OpraHW3alMM TPOHU3BOAUTCS PaGOTHHKOM
apXWBa OpraHM3allMy B IPUCYTCTBHM pabOTHHKA CTPYKTYPHOTO nofpasaeneHus. Ha
3K3EMINIIpax ONMHUCH A€, JOKYMEHTOB NPOCTABISETCS OTMETKA O HAIMYKH fena. B
KOHIIE KaX/IOro SK3eMIUIIpa OMKCH YKAa3hIBAIOTCA LHAGpPaMH M IPOIHCHIO
KOJIM4eCTBO (aKTHYECKH NPHHATHIX B apXUB J€N, HOMEPA OTCYTCTBYIOLIMX A€,
AaTa Npuema-Tepefia4yy e, a TAKKe MOAMKCH JIMIA, OTBETCTBEHHOIO 3a apXMB, H
JM1a, epeiaBIIero Aea.

4.34. Tlepemada 3NMEKTPOHHBIX JOKYMEHTOB B apXHB OpraHH3allHH
NIPOU3BOJMTCS HA OCHOBaHUH ONUCEH NIEKTPOHHBIX Je]], JOKYMEHTOB CTPYKTYPHBIX
MOoApa3JeIeHHH 10 HHPOPMALMOHHO-TeIeKOMMYHHUKALMOHHOM CeTH (IPH HATHYHH
B apXMBe OpraHM3allid MH(OPMALMOHHON CHCTEMBI) HIM Ha (QUIHYECKH
000COOEHHBIX MaTepHalbHBIX HOCHUTENSX, KOTOphle NPEACTABISIOTCA B IBYX
UICHTHYHBIX dK3eMIUIApax.

Ilpy  nepepade >NEKTPOHHBIX JOKYMEHTOB B apXMB OpraHU3aLdH

BBITIOJIHAIOTCS CIEAYIOINE OCHOBHEIE IIPOLENYPBI PabOTHI ¢ JOKyMEHTAMM:
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¢opMupoBanre B MHPOPMAIMOHHOM CHCTEME OpraHM3allMd 3JIEKTPOHHBIX
A€, ABISIOLIUXCSA COBOKYIHOCTBIO KOHTEHHEPOB 3JIEKTPOHHBIX JTOKYMEHTOB HIIH
KOHTEHHEPOM 3JIEKTPOHHOTO JOKYMEHTa, COAEPKALMM KOHTEHT U MeETafaHHbIe
3I€KTPOHHOTO JOKYMEHTa, (aijibl 3IEKTPOHHBIX HOIIHCEN H BU3yATH3HPOBAHHYIO
KOIIHIO TEKCTOBOI'O 3JIEKTPOHHOTO JokyMeHTa B (hopmare PDF/A;

(OpMHpOBaHHE ONMCH O3IEKTPOHHBIX J€N, TOKYMEHTOB CTPYKTYPHOIO
HOJIpa3ieiieHHUS;

NpOBepKa apXWBOM OPraHM3allMH 3JIEKTPOHHBIX AOKYMEHTOB HA HAJIH4YHe
BPEJIOHOCHBIX KOMITBIOTEPHBIX IIPOTPaMM;

IpOBEpKa BOCIIPOU3BOJUMOCTH 3NMEKTPOHHBIX TOKYMEHTOB;

NpoBepKa (PHU3UYECKOTO M TEXHHUYECKOTO COCTOSIHHA HOCHTENEH (IpH
nepefavye 3JIEKTPOHHBIX JOKYMEHTOB B apXHB OpraHM3alH Ha (QU3HYECKH
060CO6IEHHBIX MaTepUATBHBIX HOCHTENISAX);

NpOBEpKAa IMOMJIMHHOCTH JJIEKTPOHHOM MOMAMUCH, KOTOPOH IOANMHMCAH
3JIEKTPOHHBIN JOKYMEHT.

IlpeM  3/IEKTPOHHBIX JOKYMEHTOB B apXWB OpraHM3allud IO
HHOOPMALIMOHHO-TEIEKOMMYHHUKAIMOHHOW ceTH (M HAIMYAM B  apXHUBe
OpraHu3auui MH(QOPMAIMOHHOW CHCTEMBbI) WM Ha (H3HUYECKH 0OOCOOIEHHBIX
HOCHUTENISIX OQOPMIISETCS COCTAaBJIEHHMEM HWTOTOBOM 3allMCH B KOHIIE OIKCH
3JIEKTPOHHBIX JeJ, AJOKYMEHTOB, B KOTOpOH HHU(paMH M HPOMHUCHIO YKa3BIBAETCH
KOJINYECTBO (PAaKTHUYECKH NMPHHATHIX B apXHB JJIEKTPOHHBIX M€ U 3JIEKTPOHHBIX
JIOKyMeHTOB. MiToropas 3anuich NOATBEPXKAAETCS MOANMUCIMU COTPYIHHKA apXHBa H
COTpYJIHHKa CTPYKTYPHOTO NOApa3felCHUs, NepelaBllero 3IeKTPOHHbIE Jela U
OoKyMeHTHI. IIpy npreMe Ha apXMBHOE XpaHEHHE JIEKTPOHHBIE JieNia 3aBEPAIOTCS
3JIEKTPOHHOM NOANMCHIO PyKOBOAMTENS OpraHU3alyy, WIH YIIOJIHOMOYEHHOrO UM
JOJD>KHOCTHOTO JTHIIA.

Ilocne mnpuemMa B apXWMB DSJIEKTPOHHBIX JOKYMEHTOB Ha (U3HUYECKH
000COOJIEHHBIX MaTepHAIbHBIX HOCHTENAX BKIAJBIIIM, MOMEIUEHHbIE B (YyTIsAp
€AMHHUIBI XPAaHEHHS B CTPYKTYPHOM MOJpa3/ieleHuH, 3aMEHSIOTCS Ha BKJIABIIIH,

0o(OpMIICHHEIE B apXMBE.
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Ha Bxianpime, nomemaemMoM B GyTiasp eIUHHULB XpaHeHHs, 0)OpMIIEMOM
B apXHBe, yKa3bIBaeTCA:

HaMMEHOBaHHWE OPraHU3ally (IIOJIHOE, COKPAILIEHHOE );

HoMep doHzAa;

HOMED OITUCH 3NIEKTPOHHBIX JIe)l, TOKYMEHTOB;

HOMep JieJia 110 OIHCH;

OTMETKA O CTaTyce OJK3EeMIUIpa DJJIEKTPOHHBIX JAOKYMEHTOB: «OCH.»

(ocHOBHOI) WK «Pab6.» (pabouwnii);

KpakHHUe 1aThl JOKYMEHTOB 3JIEKTPOHHOT'O Jiea;

IpH HEOOXOOUMOCTH OGQOPMIISIOTCS JIONOJHUTEIBHBIE OTMETKH 00

OTrpaHUYEHHH JOCTYIa K JOKyMEHTaM.

Bxmageimn  nmomMemaercs B Gymissp ¢u3mdeckn  060COOIEHHOrO
MaTEpHAILHOTO HOCHUTENS TaKMM 00pa3oM, YTOObI HAIMKUCH HAa HEM ObUIM BHIHEI

IIpH 3aKpBITOM PyTIIspe.

V. OPTAHM3 AL UCITOJIb3OBAHUS JJOKYMEHTOB APXUBHOI'O
®OHJA POCCUMCKOM ®EJEPALIMU U IPYT X APXVUBHBIX
JTOKYMEHTOB OPI"AHU3ALIMU

5.1. ApxuB OopraHu3aliy JJOJDKEH NPeIOCTaBIATh 10JIb30BaTENIO JOKYMEHTHI
ApxuBHoro ¢onna Poccuiickoii ®@enepanuu U Apyrue apXuBHBIE JOKYMEHTHI, a
TaKXe CIIPaBOYHO-IIOMCKOBBIE CPEICTBA K HUM.

5.2. JlocTyn K JOKYMEHTaM MOXeT OBITh OTrpaHH4YeH B COOTBETCTBHH C
3aKOHOAAaTenbCcTBOM Poccuiickoit ®enepannn, a Takke B COOTBETCTBHU C
paclopsDkeHHeM COOCTBEHHMKa WM BJIAJeNlblla AapXUBHBIX JOKYMEHTOB,
HaXOAIIMXCS B YaCTHOM coO6cTBeHHOCTH 4.

5.3. Tonp30BaTeNnyu NpHU MUCHOJIBE30BAaHHH JAOKYMEHTOB apXHBa OpPraHH3alli{

0053aHBI A€J1aTh CCBUIKHA Ha MECTO XpaHCHHUSA NOKYMECHTOB.

" Yacte 1 crateu 25 denepanbHOro 3akona ot 22 oktsabps 2004 r. Ne 125-03 «O6 apxuBHOM nene B Poccuiickoit
Denepauuny.
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54. CocraB HCA apxuBa oOpraHu3alMid ONpEAENSETCS COCTaBOM |
COAEpXaHUEM XPaHALIUXCA B HEM JOKyMEHTOB, XapaKTEpPOM H 3aJiadyaMH IIOMCKa U
UHTEHCHBHOCTBIO UCIIONB30BaHUSA JOKYMEHTOB.

OcHOBHEIM  (00s3aTeNBHBIM) apXMBHBIM  CIOPABOYHHKOM B  apXHBE
OpraHM3alli¥ SBIAETCA OIUCH JeJll, AOKYMEHTOB. B JomojiHEHHe B apXuBe
OpraHM3alUy BeAyTCs BCIIOMOTaTe/bHble apXHBHBIE CIPABOYHHMKHM - KaTaJOTH,
yKa3aTelln, MICTOpUYECcKas cripaBKa K GOHIy.

5.5. B nensx obecrneyeHuss COXpaHHOCTH, CBOEBPEMEHHOTO 0T60Opa U yYeTa U
CHCTeMaTH3alMH A€, NOAJIEKALHMX IOCTOSHHOMY U BpeMeHHOMY (cBbiiie 10 jer)
CPOKOB XPaHEHHMsl, B OPraHHA3al[I1 COCTABIAIOTCS OMKCH A1, JOKYMEHTOB.

Onucy CoCTaBIAIOTCS OTAENBHO Ha €N, JOKYMEHTHI:

IIOCTOSIHHOTO CPOKa XpaHEeHHS,

BpEeMeHHBIX (cBblie 10 JIeT) CpOKOB XpaHEHHS;

I10 TUYHOMY COCTaBY;

XapaKTepHbIE TOJIBKO JUIs JaHHOM opranusanui (cyneOHble aena, MaTepHaIbl
YTOJIOBHBIX JIeJl, HAyYHBIE OTUYETHI II0 TEMaM).

AHaJIOTHYHBIE ONUCH COCTABJIAIOTCS Ha JJIEKTPOHHBIE JeJia, JOKYMEHTBL.

CBoanble ONUCH JieNl, JOKYMEHTOB OpPraHM3allMd COCTOST M3 TOHOBBIX
pasziesioB, COCTaBIIIEMbIX Ha OCHOBE IIEpEAaHHbIX B apXUB OpraHU3alliH ONKCEH e
€€ CTPYKTYPHBIX IIOApa3/IeJICHAM 3a ONpeIeNIEHHbIE I'OJibl, U CHCTEMATH3HPOBaHHBIX
B IpeJelax KaXAOro roia B COOTBETCTBHH C YTBEPXKIEHHOH CTPYKTYpoOi
OpraHM3alliy Ha 3TOT T'oJ.

Onucn fen, JOKYMEHTOB COCTaBISIOTCS MO YCTaHOBIEHHOM (opMme
(mpunoxenuss Ne 14, 15, 16, 17, 18) u cOCTOAT U3 ONMCATENBHBIX CTaTell eIUHUI]
XpaHEHHs], UITOTOBOH 3aIUCH, JINCTA-3aBEPUTENS U CIIPABOYHOTO aliapaTa K OIUCH.

OnucarenbHas cTaThs OIMMCH BKIIIOYACT: MOPSAKOBBIA HOMED €IMHMIIBI
XpaHEHMs; WHAEKC EAMHHUIBI XpaHeHUs (110 HOMEHKIIAType Jell); 3arojJoBOK
CAMHUIBl XpaHEHHUs, BKJIIOYAIOIIMHA yKa3aHHe Ha HalM4YHe KOIHHM, €ClM B HeH
XPaHATCS KOIWH JOKYMEHTOB; KpaiiHHe aThl €AMHUIIBI XPAHEHUS; CPOK XpaHEHHS

(IlJ'I}I onuceun ACJI, NOKYMEHTOB BPCMCHHOI'O XpaHeHI/DI); KOJIMYECTBO JIUCTOB B

~
.
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CIMHULE XpaHEHMs. 3arojloBOK Jejla MOXeT OBITh JONOJHEH AaHHOTALUeH
OTACIBHBIX JOKYMEHTOB (IDYyMIbl JOKYMEHTOB) €AUHHUIIBI XPAHEHHS.

B cnpaBoyHbii anmapaT K ONMCH BXOAT: THTYJBHBIN JIMCT, COZEpKaHHE
(ornaBnenMe); INpPEIMCIOBHE; CIMCOK COKpAICHWH; yKa3aTeld K OIMCH
(IpeIMeTHBIH, UMEHHOM, reorpaguuecKoil).

CoctaB cnpaBodHOro ammapata K ONHCH 3aBHUCHT OT CPOKA XpaHEHHS
BKJIIOYEHHBIX B HEE€ JOKYMEHTOB H MX BHIOB.

K omucsm pgen, 10KyMEeHTOB IIOCTOSHHOTO XpaHEHHs H 110 JTAYHOMY COCTaBY
COCTABJISIOTCS TUTYNBHBIN JIUCT, IPEAUCIOBHE, OTTIaBIICHHE, TIPH HEOOXOUMOCTH —
CIIMCOK COKpAIIIeHH, yKa3aTeH.

Ha THTYIBHOM JIMCTE OMNHCH YKAa3BIBAIOTCS: IIOJHOE HAWMEHOBAHME
roCyJapCTBEHHOTo (MyHHLHMIIATBHOIO) apxuBa (€CIM OpraHM3alMs SBIAETCS
UCTOYHHKOM €ro KOMIUICKTOBAHHS), IIOCIIEHEE IIOJIHOE HAUMEHOBaHHE
OpraHM3alliM, COOTBETCTBYIOIIEEC HAa3BaHMIO €€ apXHBHOrO (OHIA, HOMEp
apXMBHOTO (OH/Ia, HOMEp U Ha3BaHHE ONKCH, KpalHME JAaThl BHECEHHBIX B OIHUCH
€IMHHUL XpaHEHHS.

Eciu HauMeHOBaHMe OpraHM3allid H3MEHSUIOCh, Ha THMTYJBHOM JHCTe (B
‘ciyyae HEeOOXOOMMOCTH — Ha JONOJHHMTEIBHOM JIMCTE) IIOX TOCIEIHHM
HaMMEHOBaHHEM OPraHM3allMi YKa3bIBalOTCA B CKOOKax BCE €& MePeMMEHOBaHHS B
HCTOPMYECKOH  (XPOHOJIOTHYECKOH)  IIOCIENOBAaTENBHOCTH 33  NEPHO,
COOTBETCTBYIOIMH KpalHUM JJaTaM eIMHHUI] XPaHEHHS], BKIIIOYEHHBIX B OITHUCH.

B nipeucioBry k ONMCH KPAaTKO H3JIAraroTCsl IEPEUMEHOBAHMS OPraHU3aLHH
B HCTOPHYECKOH (XPOHONOIMYECKOH) IOCIENOBATENBHOCTH 33  IIEpHOJ,
COOTBETCTBYIOIIMN KPaWHHUM JaTaM eJUHHI] XpaHEHMs, BKIIOYCHHBIX B OITHCH.
IlpeaucnoBre HOANUCHIBAETCS COCTABHUTENEM C yKAa3aHHEM NOJDKHOCTH M JaThl
COCTaBJICHHS.

K omucu nmen, moxymentoB Bpemennoro (cebime 10 5eT) XpaHeHus, IpH
HEOOXOMMOCTH TaKKe MOTYT COCTABIATHCS OITIABIEHHE, CITHCOK COKPAILEHHIA.

Omnucy (ronossle pasaesns OMUCeH) e, JOKyMEHTOB COCTABIISIOTCS:

ITOCTOSIHHOI'O XpaHCHHUSI — HE MEHEE YeM B YETBIPEX IK3CMINIApAXx: TPH Ha
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OymMaXXHOM HOCHTeNe M OJMH — B JJICKTPOHHOM BHAe (B KauecTBe pabouero
9K3EMILIApa);

BpeMEeHHOTO (cBblwe 10 J1€T) XpaHEHHs — HE MEHEE YeM B ABYX IK3EMILIAPAX;

AOKYMEHTOB 110 JIHMYHOMY COCTaBy OpraHH3allMifi — HCTOYHHKOB
KOMIUIEKTOBaHHUS rOCYJapCTBEHHBIX (MyHULUNIAIBbHBIX ) ApXHBOB — HE MEHEE YeM B
YETBIPEX SK3EMILIIpax: TpU Ha GyMakHOM HOCHTEIE, OfUH — B JJIEKTPOHHOM BHJIE
(B KauecTBe paboUero HK3IEMILIAPA);

JAOKYMEHTOB II0 JIHYHOMY COCTaBy OpraHHu3alldii, He SBISIOMIUXCS
HCTOYHHKaMH KOMIUICKTOBAaHHS TOCYJapCTBEHHBIX (MYHHILHUNAIBHBIX) APXHBOB, —
He MEHEE YEM B TPEX IK3EMILLAPAX.

Ornucr (ronoseie pasziens onuceit) 1e, 10KyMEHTOB BpeMeHHOro (CBbiwre 10
met) XxpaHeHHMs cornacoBbiBatorcs ¢ L[DK (OK) opraHM3aumy, moclie dero
YTBEPXKIAIOTCS PyKOBOAUTENIEM OpraHU3al[HH.

Ha paccmotpenue JIIK npeacTaBnsioTcs, He MeHee YeM depes 3 roza rnocie
3aBEpIICHHS AEIONPOU3BOACTBOM Jie]l, BKIIOYEHHBIX B pasjei:

OITHCH (FOAOBBIE pa3/ieNbl ONHUceit) e, JOKyMEHTOB IOCTOSHHOTO XPaHEHHS
IUIS YyTBEPXKICHHS,

onucH (rofoBbie pa3aenbl omucei) Ael, JOKYMEHTOB 110 IMYHOMY COCTaBY
TSt COTJIacOBaHMs ',

ITocie yrBepxaeHus (CornacoBaHus) omucei (TOLOBBIX Pa3JeNoB OMMCE)
OIIK onM yTBEpXIAIOTCS pyKOBOAUTEIEM OPraHH3aLHH.

B rocynapCTBeHHEIH (MyHHIMIATBHEIH) apXUB EPEIAIOTCS TPU IK3EMILIAPA
OIMCH JieJl MOCTOSHHOIO XPaHEHMs, OJMH 3K3EMIUIP ONHUCH AEN IO JHUYHOMY
CocTaBy, yTBepXAeHHBIX (cornacoBaHHbIX) OI1K, a Taike 10 OAHOMY SK3EMILIAPY
K2)X/I0H OIUCH B 3JIEKTPOHHOH (opMe (B kKauecTBe paboyero sK3eMILIApa).

OnuH 5K3eMIULIp OMMCH MieNl NMOCTOAHHOTO XDaHEHHs M [Ba SK3eMILIApa
OTIKCH JIeJI 110 TMYHOMY COCTaBY OCTAIOTCS B OpPraHU3alUH.

BHecenune u3mMeHenuii B r 0JIOBO# pa3€i OIIMCH A€JI, AOKYMCHTOB I10CJI€ €I'0

5 Onucu ACJI, NOKYMECHTOB MO JIMYHOMY COCTaBY COIJaCOBBIBAIOTCS COOTBETCTBYIOLLIUM TIOCYJapCTBEHHBIM
(M}’HI/IHI/IHaJILHLIM) ApXHBOM COIJIACHO NPECAOCTABJIICHHBIM €MY MNOJIHOMOYHAM.
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yrBepxaenus (cornmacoBanus) OIIK momyckaercs TOJNBKO Ha OCHOBaHHH
cooTBeTcTByIOmIero pemenus JI1K.

5.6. Uctopuyeckas cnpaBka K GOHAY COCTOMT M3 TPEX pa3feioB: HCTOPHUS
¢poHnoobpasoBarens, oTpaxaiomas HCTOPHIO OPraHM3alldM CO CCBUIKAMH Ha
COOTBETCTBYIOILME 3aKOHOAATEbHBIE ¥ HOPMATHUBHBIE aKThI (aThl 0Opa3oBaHUs,
[IepeUMEHOBaHHUH, pEOpraHU3aNHH, JMMKBUAALUH, BEJJOMCTBEHHYIO
NPHHAJICKHOCTE, CTPYKTYPY ¥ QYHKIMH, UX H3MEHEHHS, HA3BaHHE OPTaHH3aLMH —
NpEALIEeCTBEHHUKA), MCTOpHA (PoHza (00beM, KpaiiHHe AaThl JOKYMEHTOB, CTEIIEHb
MX COXpaHHOCTH, JaThl [epelavyd NOKyMEHTOB Ha IIOCTOSHHOE XpaHEHHE) U
XapaKTepPUCTHKA JOKYMEHTOB (poHAa (Pa3HOBUIHOCTH HOKYMEHTOB, OCOOEHHOCTH
(GOpPMUPOBaHHs €IMHMI] XPaHEHHS H UX CHCTEMATH3AllUH, HATHYHE JOKYMEHTOB,
BBIXOJSIIIMX 332 XPOHOJIOTMYECKME I'DAHHUIBI AESATENBHOCTH (oHmoo6pasoBaTels,
COCTaB CIIPaBOYHOTO anmapata K GOoHIy, MECTO XpaHEHHs JOKYMEHTOB 10 TUYHOMY
COCTaBYy).

Hcropuyeckas cnpaBka k GOHy COCTaBIIAeTCA B ABYX SK3EMIUIAPAX, OAUH —
XpaHHTCS B Jene (OHAA, BTOPOH — mepegaeTcss B TroCyAapCTBEHHBII
(MyHULMIIAJIBHBIH) apXUB.

5.7.  OcHoBHBIMH (OpPMaMH HCIONB30BaHHMA JOKYMEHTOB apXHBa
OpraHU3al|H SIBJIAIOTCH:

MH(}OpMaLMOHHOE obecredenre pabOTHHKOB OPraHU3ALNH;

MCIIOJTHEHHE 3allpOCOB II0JIB30BATENCH, B TOM YHCIE 3allpOCOB IPaxkaaH
COLMAJILHO-TIPAaBOBOTO XapaKTepa,;

BbIJ]a4a JOKYMEHTOB M /i€l BO BPEMEHHOE MOJb30BaHHE, NPEJOCTaBICHHE
KOIIM{A apXMBHBIX JOKYMEHTOB IO 3allpOcaM I0JIb30BaTelNeil, B TOM YHCIIE B (bopme
3JIeKTPOHHBIX JOKYMEHTOB.

®opMaMH HCIIONE30BaHMSA AOKYMEHTOB apXHBa OPraHM3ALUM SBISAIOTCS
TaKXe:

MH(QOPMUPOBaHHE CTOPOHHMX OPraHM3alMi O HAIMYMH M COACPIKAHHH
HUMEIOINUXCS B apXUBE JIOKYMEHTOB;

HUCII0JIb30BaHUE NOKYMEHTOB B CpEJICTBAX MacCOBOI PIH(bOpMaI_II/II/I;
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HCIIOJIb30BaHHE JOKYMEHTOB JJI MOATOTOBKH UCTOPHKO-UH(POPMAIIHOHHEBIX
MEPOIIPHATHIA: BEICTABOK, SKCKYpPCHI, KOH(PEpEHIIHH;

BblJaYa JOKYMEHTOB AJs pPabOTBl B YHTAIGHOM (IPOCMOTPOBOM) 3aiie
apxuBa;

OpraHM3alMs JOCTyna pabOTHMKOB OpraHM3alliM K JOKYMEHTaM apXHuBa
IyTEM HCIIOJIb30BaHUs HH(POPMALIMOHHO-TEIEKOMMYHHKAIHOHHOM CETH.

5.8. ApXuB OpraHM3alliM JJOJDKEH BECTH YYeT MCIIOJIb30BaHuUs JOKYMEHTOB, B
TOM 9YHCJI€ BbIJa4d HOKYMEHTOB W JeJ, BbIIA4d apXHBHBIX CIPABOK, BBIIIHCOK,
KON TOKYMEHTOB.

5.9. 3ampocel 1nonB30BaTeNel, MOCTYNAOIMEe B apXHB OpPraHU3alyH,
NOJpa3AEIAIOTCA Ha TEMATHYECKHE U COLMAILHO-TIPaBOBEIe'®.

5.10. ApxuB opraHu3alMy JOJDKEH pacCMaTpHBaTh M HCIIONHATH 3alpOCH,
IOCTYyNHBIINE B MUCEMEHHOM (opme.

3ampoc MoJbp30BaTells JOJDKEH COAEPKaTh CIEAYIONIYI0 HHPOPMAIHIO:

HaVMMEHOBaHHWE IOPHIMYECKOTrO JIMIAa — aBTOpa 3ampoca (Uis IpaXaaH —
(paMUINK, UIMEHH, OTYECTBA, NIPH HAJIHYHMH IIOCIIETHEO);

TIOYTOBBIH H/MIIH 3JIEKTPOHHBIH aJjpec, 0 KOTOPOMY AOJKEH ObITh AaH OTBET,;

CBE/ICHUS, HHTEpECYIOIIHe IOJb30BaTeIi ¥ XPOHOJOTHYECKHE pPaMKH
3anpairBaeMoi HH(poOpMaIUK;

dopMy momydeHHs monb3oBaTelieM HHGopMauuu (HHGOPMALIMOHHOE
IMCBMO, apXUBHAas CIIpaBKa, apXUBHAas BBINNCKa, apXHUBHAs KOIHSA, TEMATHYECKHA
1iepeveHb, TEeMaTHUECKUR 0030p TOKYMEHTOB);

JMYHYIO TOJAIKCH aBTOpa 3ampoca (TpaXJaHuHA WK TOJDKHOCTHOTO JIMIIA);

naTy.

IIpy mocTynyieHnM B apXuB OpraHM3alliM WHTepHeT-oOpaleHus (3ampoca)
TI0JIB30BATENIA C YKa3aHHUEM afipeca 3JIEKTPOHHOM MOYTHl W/UIIK IIOYTOBOTO aJipeca,
€My HaIlpaBIseTCs yBEAOMIICHHeE O preMe obpaleHus (3anpoca) K pacCMOTPEHHIO
WJIM MOTUBUPOBaHHBIHM OTKa3 B paCCMOTPEHHH.

Ha 3aIMpoChl TCMATHYECKOro XapaKTepa, [IOCTYIMBIIKE B apXHUB OpraHu3aluu

16 TlommyHkT 5.7.1 mynkTa 5.7 [TpaBin XpaHeHHUS.
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N0 HH(GOPMALMOHHO-TEJIEKOMMYHHKAIMOHHOW CETH, B TOM 4HCIE MO CETH
«HTEpHET», OTBET MOXET OBITH HANPaBJIEH B BHJE JIEKTPOHHOIO COOOLIEHMS 110
yKa3aHHOMY aBTOPOM 3aIlpoca 3JIEKTPOHHOMY aJipecy.

3ampoc mo/mkeH OBITh 3apErHCTPHPOBaH B TEYEHHME TpeX paboumx JHEH c
MOMEHTA €ro NOCTYIUICHHS.

3anpoc, He OTHOCAIUMHCA K COCTaBy XpaHAIIUXCA B OPraHH3ALMH
JOKYMEHTOB (HeNpO(HMIBHBIA 3ampoc), B TedeHHe 7 JHEH CO JHA perdcTpalyy
3allpoca HaNpaB/II€TCs B OPraHM3ALMIO, TIe MOTYT XPaHHMTHCA HEOOXOMUMBIE
JOKYMEHTBI C yBEAOMJIEHHEM 00 3TOM ITI0JIb30BaTENS.

3anpoc, MNOCTYNMBUIMA B apXWB OpraHM3alldM, paccMaTpHBAaeTcsi B
COOTBETCTBUM C TpeOOBAaHMAMHM 33aKOHOJATENIBHBIX M HHBIX HOPMAaTHBHBIX
NPaBOBBIX aKTOB MO pabore ¢ oOpameHHsMH TpaxaaH H IPEeAOCTABICHHIO
rOCYJapCTBEHHbIX (MyHHULMNATBHBIX) YCIIYT.

OTBeT Ha MOCTYNHBIUKI B apXHUB OpraHA3alMH 3a0poC [IPEJOCTaBIsIeTCS B
TeueHue 30 nHel co aHsA ero peructpaimu. C paspelieHHs pPyKOBOJCTBA
OpraHu3allH 3TOT CPOK MOXeT OBbITh mpojiieH He Oojsiee yem Ha 30 gmel, c
yYBEAOMIICHHEM 00 3TOM 3asBUTEIIS.

5.11. OTBeTsl Ha 3anpOCHI OJIB30BATENEH, B TOM YHCJI€ OTBETHI Ha 3alIPOCHI
COLIMANBHO-TIPABOBOTO XapaKTepa, O0QOpMISIOTCS B (opMe apXWBHOH CIpAaBKH,
apXMBHOM BBIIMCKM MM apXWBHOH KONUH, O(QOPMIIEHHBIX M 3aBEPEHHBIX B
YCTaHOBJICHHOM HOPSAIKE.

Ilpy OTCYyTCTBMM HOKYMEHTOB, HEOOXOAMMBIX IJIsi HCIIOJHEHMsS 3ampoca
COLMAJIBHO-TIPABOBOr0 XapaKTepa, COCTaBIIETCS OTBET Ha OJIaHKe OpraHM3alliH C
yKa3aHHeM MPHYUH UX OTCYTCTBHS.

5.12. Apx#BHas CpaBKa MOAIHCHIBAETCS PYKOBOAMUTENIEM OPTraHU3allil HITH
UHBIM YNOJIHOMOYEHHbIM HM JOJDKHOCTHBIM JIMIIOM M 3aBEPAETCS I€YaThio
opranusanui (npunoxenue Ne 29).

ApXHUBHas CNpaBKa, 00beM KOTOPO# NPEBBIAET OJUH JMCT, JOJDKHA OBITh,

NIPOHyMEpOBaHa.
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B Texkcre apxWBHOHM CIpaBKM B XPOHOJOTHYECKOH IOCIENOBATENLHOCTH
U3J1aratoTCs COOBITHA C YKa3aHHEM BUIOB HCIIOJIB30BAHHBIX IOKYMEHTOB, UX JaT U
HOMepOB. B apxuBHOI1 cnipaBKe IOIMyCcKaeTCs IUTHPOBAaHUE JOKYMEHTOB.

HecoBnanenne oTAENbHBIX CBENCHHUM/ JaHHBIX JOKYMEHTOB CO CBEJCHHAMH,
U3JI0KCHHBIMM B 3allpoCe, HE SBIAETCA NPENATCTBHEM JUIS BKJIIOYCHHUS HX B
apXUBHYIO CIPaBKy, €CIM COBIAJE€HHE BCEX OCTAJIBLHBIX CBEJCHHH HE BBI3BIBAET
COMHEHHUH B TOXIECTBEHHOCTH JHMIAa WIM (aKTOB, O KOTOPEIX TOBOPHTCS B
JNOKYMEHTaX.

B apxuBHO# cripaBKe JaHHBIE BOCIHPOU3BOAATCS TaK, KaK OHM H3JIOXKEHHI B
AOKyMEHTaX, & pacXOX/EHHs, HECOBIAJECHHS M HETOUHBIE HAa3BaHMA, OTCYTCTBHE
HMEHH, OTYECTBA, MHALMAIOB WIH HAIHIHE TOJIBKO OJHOTO M3 HUX JOJDKHBI OBITH
OTrOBOPEHHI B TEKCTE€ crnpaBKu B ckoOkax: «Tak B mokymeHre», «Tak B Tekcte
OpHUTHHAJIaY.

Csenenus, umeromyecs B apxuBe IO 3ampocy o pabore u (win) ydebe B
HECKOJIBKMX OpraHM3alysX, KacalolMecs OJHOTO JIMLA, BKIIOYAIOTCH B OJIHY
apXUBHYIO CIIPaBKYy.

Ilo TekcTy apxXuBHOH CHpaBKM B KauyecTBe INPHMEYAHUN MOTYT OBITH
OrOBOPEHBI ~ HEPa30OpYMBO  HANUCAHHBIE, WCOpPABIECHHBIE aBTOPOM, HE
MOAJAOMIMeECs IIPOYTEHUIO BCIEICTBHE MOBPEXIEHUS TeKcTa opuruHana: «Tak B
TEKCTE OpHrHHaNay», «B TexcTe Hepa3OoopYHBOY.

B TexcTe apxMBHOH CIpaBKH He JOMYCKAlOTCS M3MEHEHHS, HUCIIPABIICHHS,
CYMMMpPOBaHHE JaHHBIX, KOMMEHTAPHH, COOCTBEHHBIE BHIBOALI MCIOJHMUTENS IIO
COZIepXKaHHUIO IOKYMEHTOB, Ha OCHOBaHHH KOTOPBIX COCTaBJIeHa apXxUBHas CIIPaBKa.
IlogyucTKM ¥ TOMapKH B apXUBHBIX CIIPAaBKaxX HE JOIyCKAIOTCH.

B apxuBHO¥ cripaBKe JODKHBI OBITH IPUBEICHBI ADXUBHEIE IU(PEI B HOMEpa
JIUCTOB €IMHHIL] XPaHEHHS JJOKYMEHTOB, HCIIOJIB30BABIIMXCS /IS €€ COCTABJICHHUS.

Ilo 3ampocy mnonb3oBaTeneil apxuBHBIE CIOPAaBKM MOTYT BBIJABaTbCS B
DJIEKTPOHHOM (opMe Ha 3JIEKTPOHHOM HOCHTENE JHOO IIEPECHIAaTEC IO

HHq)OpMaIII/IOHHO-TeJIeKOMMyHI/IKaIII/IOHHBIM CCTsIM. :‘)HCKTpOHHBIe APXUBHBIC
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CNIpaBKM 3aBEPAIOTCA JJIEKTPOHHOM IOANHMCHIO PYKOBOJMTENA OpraHM3alMH HIH
HHOI'O YIIOJJHOMOYEHHOTO UM JODKHOCTHOT'O JIMLIA.

5.13. ApxuBHBIe BBITUCKHM OGOPMILIOTCS Ha GJaHKe OpraHM3aliy (apXHBa
OpraHu3auuu) C o6Go3HayeHHeM Ha3BaHWA BHAA HOKyMeHTa: «APXVIBHAS
BBIIIMCKA».

B apxwBHOM BBINMCKE Ha3BaHHE JOKyMEHTa, €ro HOMEP M jara
BOCHIPOHU3BOAATCS ITOJHOCTEIO.

Boinucka MpoM3BOAMTCS TONBKO M3 JOKYMEHTAa, B KOTOPOM COJIEPXKHTCS
HECKOJIPKO OTIENBHBIX, HE CBA3aHHBIX MEXIY co00i BompocoB. Brinucka fpomkHa
BOCTIPOM3BOAUTH MOJIHBIA TEKCT YaCTH JOKYMEHTa, OTHOCSILEHCS K 3a1pocy.

WspneuenneM u3 TEeKCTa JOKyMEHTa JOJDKHBI OBITh MCYEpPNaHbl BCE
HUMEIOIIHECH NaHHBIE M0 3anpocy. Hadano u kKoHel KaXXA0ro M3BJIEYEHHUs, a TAKXKE
IPOITYCKH OTAEJIBHBIX CJIOB B TEKCTE JOKyMEHTa 0003HaYal0TCs MHOTOTOYHEM.

B apxuBHOH BBINIMCKE MODKHBI OBITH CHENAHBl COOTBETCTBYIOIHE
NPUMEYaHUSA M OrOBOPEHHI YaCTH TEKCTa OpUTdHaJa, Hepa30OpUMBO HAIMCAHHEIE,
UCTIPaBJICHHBIE aBTOPOM, HE NOJIAOLIHECS IPOYTEHUIO BCIIEACTBUE IIOBPEXICHHS
TeKCTa W JpYyruM IpuyvHaM. OThelbHBIE CIIOBA M BBIPOKEHHS JIOKYMEHTA,
BBI3BIBAIOIHE COMHEHHS B MX TOYHOCTH, a TaKXXe HCIpPABIECHMS, MOTYMCTKH,
BBI3BIBAIOIIIME COMHEHHME B HUX JOCTOBEPHOCTH, oOropapuBaioTca: «Tak B
HOKyMeHTe», WM «B Texcte Hepazb6opumBoy», wi «Tak B TEKCTE OpHUIHMHAIA».
ITocne TekcTa apXUBHOM BBINTACKH YKa3bIBAIOTCS apXUBHBIM MDD M HOMEPA JIACTOB
€IMHULBI XPaHECHHUS apXHUBHOTO JOKYMEHTA.

ApX¥BHas BBITMCKA MOAIMCHIBAETCS PYKOBOIHMTEIEM OPraHW3allMy HWIIH
UHBIM YNOJHOMOYEHHBIM MM [OJDKHOCTHBIM JIMIIOM H 3aBEPSeTCA I€4aThio
OpraHHU3allH.

Io 3ampocy monb3oBaTenell apXUBHbIE BHIIUCKH BBIIAIOTCA B 3JIEKTPOHHOM
GopMe Ha 3JIEKTPOHHOM HOCHTelle JHGO MepechUIaloTCS Mo HH(OPMAIHOHHO-
TEJIEKOMMYHHUKAIIHOHHBIM CETAM. DJIEKTPOHHBIE apXHUBHbBIE BBITHUCKH 3aBEPSIOTCS
QJIEKTPOHHOM  INOANMCBIO  DPYKOBOAMTENS  OpraHU3alldkd  MIM  HHOTO

YIIOJIHOMOYCHHOI'O UM OOJDKHOCTHOI'O JIUIIA.
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5.14. Ha apxWBHBIX KONHUSIX, BKJIIOYas apXMBHBIE KONMMH Ha OyMakHOM
HOCHTEJIE 3JIEKTPOHHBIX JOKYMEHTOB, apXHMBHble HIMGPHI MPOCTABJIAIOTCS Ha
000pOTe KaXK/I0TO0 JINCTa apXUBHOM KOIIHH, & 3aBEPHUTENIbHAS HAIUCh U [1eYaTh — Ha
000poTe NoCIeJHEro JIUCTA KOIUH.

Ilo 3ampocy none3oBateneif 3MeKTPOHHBIE KONMH apXHBHBIX JOKYMEHTOB
BBIJIAIOTCA B JJIEKTPOHHOH (opMe 1IHO60 MepechUIaloTes 0 HHGOPMALHOHHO-
TEJICKOMMYHHMKAIIUOHHBIM CETAM. ODJEKTPOHHBIE KOIMM apXUBHBIX IOKYMEHTOB
3aBEPSAIOTCS IJIEKTPOHHOM MOANMCHI0 PYKOBOJUTENS OpPraHU3alMM WM HHOTO
YIOJIHOMOYEHHOI'0 UM JIOJDKHOCTHOTO JIMIIA.

5.15. IloarotoiieHHBIE apXMBOM OpraHM3alMH OTBETHl HA 3allPOCHI
(apX¥BHBIE CIpaBKH, apXHBHBIE BBIIUCKH M apXWUBHBIE KOIMH) HAIPAaBIAIOTCH
3asBUTEJIAM C CONPOBOJHUTENBHBIM IIMCHbMOM M0 TIOYTE WM BBIJAIOTCS: 3asIBUTEIIO
— TPpH TOPEeIBABICHHWM JOKYMEHTa, YJOCTOBEPAIOLIEr0 JHYHOCTh, €O
IIPEJICTAaBUTEIISIM — NIPH NPEIbABICHUH JOKYMEHTA, YAOCTOBEPSAIOIIETO THYHOCTH U
AOBEPEHHOCTH, OPOPMIICHHOH B YCTAaHOBJICHHOM ITOPSJIKE.

5.16. ApxuBHBIE CIIpaBKH, apXHUBHBIE BBINUCKM M apXWBHbI€ KOIWH,
Hanpas/sgeMbIe B TOCyAapCcTBa - y4acTHUKH KoHBeHIMH, oTMeHsI01IEl TpeboBanKe
Jerajii3ald HHOCTPAHHBIX OQHUIMAIBHBIX JOKYMEHTOB, IOANUCAHHOM B [aare 5
OKkTs6pss 1961 T., 3aBepsIOTCSA NpPOCTABICHHEM M 3AMOJHEHHEM CIELHAIBHOTO
mTaMmna — amoCTHJIA B COOTBETCTBHM C 3aKOHOJAATENLCTBOM Poccuiickoit
®enepanuu.

5.17. lommyckaeTcs H3BATHE U3 apXUBHEIX J€J1 ¥ BbIJaya BiIaelibliaM HiIH UX
POINCTBEHHHKaM, B CiIy4ae HMX I[HMCBMEHHOrOo OOpallieHHs, NOMIMHHBIX JHYHBIX
AOKYMEHTOB O I'PaXXJAHCKOM COCTOSIHHH, 00 00pa30BaHUM, TPYJAOBBIX KHHXKEK, HE
TOJly4EHHBIX B CBOE BPEMI BIIAIENbIIEM JOKYMEHTOB.

IlofnuHHbIE JMYHBIE JOKYMEHTBI BBIAAIOTCA 3asSBUTENAM C pa3pelleHHs
PYKOBOIAUTEIISA OpraHu3anyiyu no HPEABSBJICHUU IIACIlOpTa UM HHOIO AOKYMCHTAQ,
YAOCTOBEPSIOIEro JHYHOCTh, THOO0 MX POACTBEHHHKAM MM HHBIM. JIMIAM ITO
AOBEPEHHOCTH, OGOPMIICHHOH B YCTAHOBJIEHHOM 3aKOHOAATENHLCTBOM Poccuiickoi

Denepauun nopsake. IToMHHHEIE THYHBIE JOKYMEHTH MOTYT GBITh HAIPABICHbI
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'3aABHUTENIO IEHHBIM ITHCHMOM.

C u3BIMaeMBIX JOKYMEHTOB B apXHUBE OpraHU3alM{ H3TOTABINBAIOTCS KOIIHH,
KOTOpble MPHOOIIAIOTCA K AenaM. M3bATHE JOKYMEHTOB, a TAK)Ke 3aMeHa Ha KOITUU
OTpaXXatoTCs BO BHYTPEHHUX OMHUCAX A€, B INCTAX-3aBEPUTENAX JIEN, B OITUCX L€,
NOKYMEHTOB.

H3paTre 1 Bo3BpallleHHe JOKYMEHTOB OQOPMIISIOTCS aKTAMU 00 M3bATHH U3
fen (BO3BpallleHWH) YKa3aHHBIX JOKYMEHTOB. AKTHI W JApyrde NOKYMEHTBI, Ha
OCHOBaHMUHM KOTOpPBIX IIPOM3BENEHO H3BATHE (BO3BpAICHHE) AaAPXHMBHBIX
JOKYMEHTOB, BKIIIOYAIOTCA B J1e)0 (OHJA.

5.18. KomnupoBaHHe [JOKYMEHTOB apXHWBa OpraHHM3allud II0 3asBKaM
II0JIb30BATENIEH IIPOU3BOAMTCS IO Pa3peIICHUIO PYKOBOAWUTENS OPraHW3aIldH WIIH
HMHOTIO YIIOJTHOMOYEHHOT'O UM JOHKHOCTHOTIO JIHIIA.

Komuy nokyMeHTOB mepecsuialoTcs B afipec TOi OpraHu3alliH, IO 3apocy
KOTOpOM OHH U3TOTOBJIEHBI, WIH BBIAAIOTCS M1OJIH30BATEIIO MO POCITHUCH.

5.19. B nmemax co3gaHus ycnoBH s paboThl  mob3oBateseit
HENOCPEACTBEHHO B apXHBE OpraHM3alMil MOXET BBIACIATHCS IMOMEIICHHE
(YMTaNBHBIA, IPOCMOTPOBBIA 3ai) U1 O3HAKOMIJICHHS C JOKyMEHTaMH apXHBa,
000pyZIOBaHHOE COOTBETCTBYIOIIMMH TEXHMYECKHMH CPEICTBAMH I PaOOTHI C
JIOKyMEHTaMH.

IIpy OTCYyTCTBHH B apXWBe OpraHHM3allid CIEHHAIbHO BBHIJEJIEHHOTO
IoMellleHUus:  pabota  monp3oBaTenell C  JAOKYMEHTaMH  NPOW3BOIMTCS
HENOCPEACTBEHHO B pabounx KoMHaTax apxuBa. JIOKyMEHTBI mIJii pabOTHI
I10JIb30BaTENISIM BHE IOMEIICHUS apXHUBa OpraHM3alH BbIAaBaTh 3aMpeLnaeTcs.

Paspemiene Ha paboTy B MOMEIICEHHH apXWBa OpraHU3allMM JaeT
PYKOBOJUTEIh apXHBa OpPraHU3alUH (JIMIIO, OTBETCTBEHHOE 3a apXHMB).

5.20. Orka3 apxuBa OpraHM3allMd B BBIAa4Ye€ apPXHUBHBIX JOKYMEHTOB
JOIyCKAeTCs B CIIyqasx:

HaJIn4yMs GOHJIa MOJIH30BAHKS,

HEYAOBJIETBOPUTECIBHOT'O (1)H3H‘-ICCKOI‘0 COCTOSHUA JOKYMEHTOB,
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He MPOLIEIIINX HAyYHOTO ONHMCAaHUSA H TEXHUIECKOTO OOpMIIEHHS
JOKyMEHTOB, JIO 3aBEpILICHHUS 3TUX paboT;

OrpaHHYE€HHMH Ha HCNONb30BaHUE, YCTAHOBIIEHHBIX 3aKOHOJATENHECTBOM
Poccuiickoit ®enepanuu uimu poHR00Opa3oBaTesieM IpH Nepeaade J0KyMEHTOB Ha
XpaHEHHE.

Orka3 apxuBa OpraHH3allMH B MPEJOCTaBICHHH TOKYMEHTOB JOJKEH OBITH
BbIJlaH B MUCBMEHHOH (popMe M colmep)KaTh NMPHYUHBI OTKAa3a, a TaKXKe MOPAIOK

00)KaJloBaHUs OTKAa3a.

VL IIEPEJIAYA JIOKYMEHTOB OPI'AHU3ALIMM HA XPAHEHUE
B I'OCY JIAPCTBEHHbBIN (MYHULIUITAJIbHBII) APXVB

6.1. Jloxyments: ApxuBHoro ¢oHga Poccuiickonn = ®enepauuy,
oOpa3oBaBIIMeCS B  OpraHM3alligX —  HMCTOYHMKaX  KOMIUIEKTOBaHHs
rOCyIapCTBEeHHBIX (MYHHIUIAIBHBIX) apXWBOB, II0 HCTEYEHHHM CPOKOB HX
BPEMEHHOTO XpaHEHHS B apXWBe OpraHM3alUH IEepeJaloTCs Ha IOCTOSHHOE
XpaHEHHE B COOTBETCTBYIOLIMH rOCyJapCTBEHHBIH (MyHHIUNIANBHBIN) apXUB.

6.2. Jloxymentsl ApxuBHoro Qonma Poccuiickoit = ®Denepaius,
o0pa3oBaBIIMECS B JEATENILHOCTH TOCYAAPCTBEHHBIX M HETOCYIApCTBEHHBIX
OpraHu3aldii, He ABJIAIOIIUXCS UCTOYHUKAMH KOMIUIEKTOBAaHHUS IOCYJapCTBEHHBIX
(MyHHMIIMIIAIBHBIX) apXHBOB, MOIYT [epelaBaTbCs B  TOCYJapCTBEHHBIE
(MyHMIUNAJIbHBIE) apXMBBI Ha OCHOBAaHHUU JOTOBOPOB C COOCTBEHHHKAaMH HJIH
BJIaJieNIbLIaMH IOKYMEHTOB.

6.3. JIoKyMeHTHI IlepeJaloTCs Ha MTOCTOSHHOE XPAaHEHHE B YIOPSIOYEHHOM
COCTOSIHUH C COOTBETCTBYIOIIIMM Hay4YHO-CIIPaBOYHBIM aIlllapaTOM.

6.4. B opraHu3alMsX — HUCTOYHHMKAX KOMIUIEKTOBAaHHUS IOCYJapCTBEHHBIX
(MyHHIIMIIAIBHBIX) apXWBOB BCe pabOTHI, CBA3aHHBIE C OTOOPOM, MOJATOTOBKOH H
nepenaveil JOKYMEHTOB Ha IIOCTOSHHO€ XpaHEHHEe, B TOM 4YHCI€ C HX
YyNOpAAOYEHHEM H TPAHCIOPTHPOBKOHM, BBIMOJNHAIOTCS 32 CYET CPEACTB

OpraHU3alfi, epeJatoIuX JOKYMEHTEHI.

-
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6.5. JlocpouHas mepefada JOKyMEHTOB Ha MOCTOSHHOE XPAHEHHME MOXET
OBITh OCYLIECTBIIEHA IPH OTCYTCTBHM HEOOXOAMMEIX YCIOBHM I oGecredeHHs
COXPaHHOCTH JOKYMeHTOB ApxMBHOro ¢poHaa Poccuiickoii @enepanun, npu yrpose
yTpaThl (YHHYTOXEHMs) HOKYMEHTOB, a TaKXe MO Npocsbe OpraHM3ald¥ Ha
OCHOBAHMH JIOI0OBOPA C rOCYAapCTBEHHBIM (MYHHIIMIIATBHBIM) apXHBOM.

Ilpomienne CpokOB XpaHEHHS JOKYMEHTOB B apXMBE OpraHH3aluH
JOIIyCKaeTCs o HUCEMEHHOMY pa3peIeHuto roCyapCTBEHHOTO
(MyHMUMIANBHOTO) apXMBa B Cllyyae HEOOXONMMOCTH  IIPaKTHYECKOTO
HCII0JIb30BaHUs JOKYMEHTOB OpraHH3aIHei.

6.6. Ilepenaya JOKyMEHTOB IIOCTOSIHHOI'O XpaHEHHsS B TOCYJapCTBEHHBIMN
(MyHHLMIANIBHBIA) apXWB OCYHIECTBIAETCS B COOTBETCTBMM C IUIAHOM,
YTBEP)XKIECHHBIM PYKOBOJIHUTENIEM COOTBETCTBYIOILETO apXHBa MO COIIACOBAHMIO C
Iepearollel 1ejla opraHu3almei.

6.7. JIokyMeHTBI IepeaaroTCs B rOCYJapCTBEHHBIN (MyHULUIIAIBHEIN) apXUB
I10 OIMCSM JI€]1, JOKYMEHTOB IIOCTOSTHHOTO CPOKa XpaHEeHHs, yTBep>KAeHHbIM DI K.

Ilepen mnepenayeli NOKYMEHTOB Ha IIOCTOSIHHOE XpaHEHHE COBMECTHO C
NPENCTaBUTENIEM TOCYJapCTBEHHOrO0 (MyHHLMIAIBHOTO) apXHBa IPOBOJUTCS
IIpOBEpKa PaBUJIBHOCTH ONMUCAHUA B 0OPMIICHHS e]I, GU3HYECKOro H CAHUTAPHO-
TUTMEHUYECKOTO COCTOSHUSA JOKyMeHTOB. [Ipu oOHapyxeHunm ngedeKkToB
COCTaBJISIETCS aKT; yCTpaHeHHe OOHapy)XCHHBIX HEPEKTOB MPOBOAHUTCA CHIAMH
OpraHU3aLAH.

Ilepenaya nen mMpoBOAUTCS B FOCYJAapCTBEHHOM (MYHHUIMIIAIHLHOM) apXHBe
noefuHu4yHo. Ha Bcex deThlpex »SK3eMIUIApax ONUCed Jel, [JOKYMEHTOB
IPOCTABIISIFOTCSI OTMETKH O MPHEME JIEI.

IIpu nepBoii nepenaye JOKyMEHTOB B TOCYIapCTBEHHBIN (MyHHIIMITAJILHBIH )
apXxMB IIepefaeTCss HICTOpUUECKas crpaBka K ¢poHxy. [Ipu nocnenyromux nepegadax
JOKYMEHTOB IepefaeTcs JOTMOTHEHHE K HCTOPUYECKOM CIIpaBKe.

6.8. Ilepemaua pnokyMeHTOB odopMmisieTcss akKToM IpHeMa-liepeJadn
OOKYMEHTOB Ha XpaHeHue (mpuioxeHue Ne 30), cocTaBisieMsIM B JBYX

ak3eMIuIsgpax. OAMH 3K3eMIULIP OCTAaeTCsl B FOCYJapCTBEHHOM (MYHHIIMITAIHHOM)
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apXuBe, Jpyrod — B Iepejalolmel opraHusaiuu. Bmecte ¢ JOKyMeHTamu
NEpeaaeTCs TPH 3K3EMIUIApa ONMCH Jel, AOKYMEHTOB, B TOM 4YMCJE OIUH B
3JIEKTPOHHOM BHJIE.

Ecnu npu nepenaye o6HapyxeHO pacXOxAeHHE MEXIY UTOTOBOH 3aMHChIO
ONHKCH NI, JOKyMEHTOB M (aKTHYECKHM HAJIMYHEM MepeJaBaeMblX ejl, B OIMCH
JieN, TOKYMEHTOB 0(OPMIISIETCS HOBasi HTOTOBAsi 3aIlMCh, B KOTOPOH YKa3HIBAIOTCA
hakTHYeckoe HanMYHe el M HOMEpa OTCYICTBYIOmHMX fen. Homepa
OTCYTCTBYIOWIUX Jie]l GUKCUPYIOTCS B aKTe NpHEMa-IepeJadyl el Ha MOCTOSHHOE
XpaHEHHUE, NPUIUHBI OTCYTCTBHSA €Nl — B MIPHJIaracMoi K aKkTy mpueMa-liepefadt
CHpaBKe, IOATOTOBICHHOM OpraHMU3anuei.

ApxuB opraHuzaLUMy NPUHEMAET MEPhI [0 po3kicKy Aen. Ha oTcyTcTBytomue
AOKYMEHTBl M Jejia, Mephl II0 pPO3BICKYy KOTOpPHIX HEe MOald pe3yJbTaToB,
COCTaBJIAETCA aKT 00 yTpaTe AOKyMeHTOB (npwioxeHue Ne 6). VrTpaueHHsie

INOATMHHUKHA JOKYMEHTOB MOI'YT OBITh 3aMEHEHBI UX KOIIUSIMH.

VIL IIEPEJAYA IOKYMEHTOB ITPU PEOPT AHU3ALTUN U
JIMKBUJIALIM OPT AHU3 ALV, CMEHE PYKOBOJIUTEJISI APXVIBA
OPT"AHU3 AL

7.1. Ilpu peopraHW3alMd WM JIMKBHIAIMM OpraHHU3alMM Iepefada H
AaJbHEHIIee UCIIONB30BaHAE JOKYMEHTOB PEOPraHH3yeMO# HITH JIHKBHIUPYEMO
OpraHM3alyH OCYIIECTBIIETCS B COOTBETCTBHH C 3aKOHOIATENLCTBOM Poccuiickoi
®enepanu.

Ilepenaya JOKYMEHTOB JIMKBHIMPYEMOH  OpraHM3alldd BXOIMT B
00513aHHOCTh KOMHCCHH, 00pa30BaHHOM [Isl lepejaun el M HMyLIECTBa.

Ilpp JMKBUAAUMH OpraHM3alliii — KMCTOYHMKOB KOMILUIEKTOBAHHS
rOCyJapCTBEHHBIX (MYHUIIMNAIBHBIX) apXMBOB, B COCTAaB JIMKBHIAIMOHHOM
KOMHCCHM BKJIIOYAETCs MPEJICTaBUTENh T'OCYAAPCTBEHHOro (MYyHMIMIIAILHOIO)
apxuBa.

7.2. Ilpu cMeHe pyKOBOJMTEINS apXuBa OpraHu3alMy (JINLA, OTBETCTBEHHOTO
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3a apXHB OpraHH3alliK) IpUeM-TIepe/iada JOKyMEHTOB apXuBa, Y4eTHOTO ¥ Hay4HO-

CIIPaBOYHOTrO amnmnapara K HUM OCYILIECTBJISETCA 10 aKTy.
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Mpunoxenune Ne 1
K n. 2.37 MNMpasun

HaumeHoBaHue opraHusauumn

KAPTOYKA NOCTEJUIAXHOIO
TOMONPA®UYECKOIO YKA3ATENA *
CTEJMNAX Ne XPAHUIALLE Ne
Ea. xp. ¢ Ne
Wkad Ne | lMonka Ne | dona Ne | Onuce Ne Mpumevanune
no Ne
1 2 3 4 5 6

dopmat A6 (148 x 105 mm)

* KapTo4kd MNOCTEIKHOrO TOMOrpadMyeckoro ykasaTels COCTABIAIOTCA Ha KaXIbIA CTeUlaX MU
NPUKPEIUISIOTCA Ha TOPLICBOH CTOPOHE CTEILIaKa.
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MpunoxeHue Ne 2
kn. 2.37 lNpasun
HauMeHoBaHWe opraHuzauum

KAPTOYKA NO®OHAOBOIO
TOMOrPA®UYECKOIO YKA3ATENA *

®OH/[ Ne XPAHUJTULLIE Ne

Hassanwe choHaa

Onuck | Eg. xp. ¢ Ne
Ne no Ne — | Crennax Ne Lkacp Ne Monka Ne Mpumevaxve
1 2 3 4 5 6
dopmat A4 (210 x 297 mm)

* Kaprouku nodoHA0BOro TOHOrpaMYECKOro yKa3aTells COCTaBIAIOTCA Ha KakAbli (oHO U

pacrnofaraloTcs B nopsjake HoMepoB GOHIOB.
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MpunoxeHue Ne 3
K n. 2.43 [Npasun

HaumeHoBaHue opraHmsauum

AKT YTBEPXOAIO
Ne PykosoguTernb opraHusauum
NpOBEpPKN HaNN4YUs U COCTORHUSA
apXUBHbIX AOKYMEHTOB Moanuce Pactuncpposka
nognucu
Hara
doHp Ne

HasBaHue ¢oHaa

Homepa onucen
[Mposepka nposoaunacek ¢ no
[MpoBepkoW yCTaHOBNEHO:

1. Yucnutcs no onucam aen en.xp,
(konu4ecTBo)

2. BbisBneHb! TexHuvYeckue olnbKu:
2.1. VmeloTcsa nuTEpHLIE HOMEpa:

a) He yuTEeHHbIE B UTOFOBOM 3anucu en.xp.
(konuyecTeO)
6) He nepeyncneHHble, HO YYTEHHbIE
B UTOroBOWK 3anucu en.xp.
(konu4ecTBO)
2.2. MNponyweHo HoMepoB.:
a) He yYTeHHbIX B UTOrOBOMW 3anncu ea.xp.
(konu4ecTBo)
6) He NepeYnCrIeHHbIX, HO YYTEHHbIX
B UTOrOBOW 3anucu en.xp.
(konuuyecTso)
2.3. fipyrue, B pesynbTare 4ero oobem
yBenuuuncs Ha en.xp.
(konu4ecTBO)
YMEHbLIMACH Ha en.xp.
(konuuecTso)
3. Yncnurca no onucam B pelynbrarte
yCTpaHeHUs TeXHUYEeCKUX OUbOoK en.xp.
{KOnnM4ecTBO)
4. He oxa3anocb B HanNnU4unKu ea.xp.
(konu4yecTeo)
5. UmeeTca B HanMumm no faHHoOMy coHay
(BKMIOYEHHLIX B ONUCH) en.xp.
(konuyecTBo)
13 HUX Tpebyrowmx:
a) Ae3snHeKumn en.xp.
(konu4ecTso)
6) Ae3nHCeKuuK en.xp.
(konuuecTso)
B) pecTaBpauyuu en.xp.

(konuuecTBo)
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lNMpogomxkeHue npunoxeHus Ne 3
K n.2.43 MNpasun

r) nepenneTta unu NOALUNBKU en.xp.
(konuyecTBo)

) BOCCTAHOBIIEHUSA 3aTyXaloLWUX TEKCTOB en.xp.
(konuyecTeO)

€) HencnpasuMo NOBPEXGEHHbIX en.xp.
(konu4yecTBo)

6. UmeeTcn He BKITIOYEHHbLIX B ONUCH en.xp.
(konuyecTBo)

7. Utoro no paHHomy poHAY (BKIMIOUEHHbIX U He BKIIOYEHHbIX B ONUCH),

MMEIOLLUXCA B HANTUUMUK en.xp.

(konuuecTso)

8. XapakTepucTuka yCcnoBui xpaHeHus

Mposepky npoussoaunnu:
HavmeHoBaHue

AOMKHOCTEN
paboTHuKOB Moanucu Pacwudposka nognucen

dopmar A4 (210x297)



HaumeHoBaHue opraHusauum
AKT

Ne

0 TeXHUYECKuX olumnbkax B
YUYETHbIX [OKYMEHTaX

doHa Ne

HassaHue ¢oHpa
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Mpunoxenune Ne 4
Kk nn. 2.43, 3.15 lNpasun

YTBEPXOAIO
PykosoguTtenb oprasusauuu

Moanuch Pacwudposka
noanucu

[arta

B xoae BbiNONHEHUs

oGHapyx(eHbl TexHu4yeckue

olwnObKK B 3annUcAX

HasBaHue foKkyMeHTa

CyuwjecTByioLjas 3anucb

CnepyerT 3anucatb

1

2

3

B peaynbTaTe KONMUYEeCTBO eAUHMIL, XPaHEHUS YBENNYMNOCH (YMEHbLUUIOCH)

Ha

en. Xp.

(umdbpamu, Nnponuceio)

MpumevaHun:

HawumeHoBaHuWe fOMmMKHOCTN paboTHUKa Moanuck

N3meHeHnA B yyeTHble JOKYMEHTbI BHECEHbI

HanmeHoBaHwe JOSHKHOCTU
paboTHuKa apxuBa

Moanuce

Pacwudposka nognucu

Pacwudposka nognucu

dopmat A4 (210 x 297 mm)
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MpunoxeHue Ne 5

K nn. 2.43, 3.15 MNpaBun
HavmeHoBaHue opraxusaumm

AKT YTBEP>XXOAIO
Ne Pykosogutenb opraHusaymm
Moanucb Pacwudpposka
06 obHapyXeHUn 4OKyMEHTOB noanucu
(He oTHocsALWMXCA K faHHOMY
doHAY, HeYYTEHHbIX) Harta
B xope
(sua pabotwi)
obHapyxeHo
(B boHpe, xpaHunuwe, paboyem noMeLLeHNK)
Ne 3aronosok | Ludp (ecnu KpaiHue Konuyectso K kakomy | MNpumeva
n/n en. xp. €CTb) natbi NnCTOoB cdoHay HUA
(o6vem, M6) | oTHocuTCs
1 2 3 4 5 6 7
Wtoro obHapyxeHo [OKYMEHTOB
(umdbpamu 1 nponucbio)
HanmeHoBaHue gomxHocTM paboTHUKa Moanucob Pacwudposka
noanucu
N3MeHeHNA BHECEHbI B YYETHbIE AOKYMEHTHI.
HaumeHoBaHue gomkHOCTH
paboTHuKa apxuBa Moanuck Pacwudposka

noanucu

dopmat A4 (210 x 297 Mm)
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[Mpunoxexue Ne 6

Knn. 2.44, 3.15, 4.32, 6.8 Npasun
HaumeroBaHue opraHuzaumm

AKT YTBEPXIAIO
Ne PykoBoguTtens opraxusauuu
Moagnuce PaciundgpoBka
06 yTpaTe AOKyMeHTOB nognucu
[laTta

doHp Ne

(nasBaHue ¢oHaa)
B pesynbrate YCTaHOBIEHO OTCYTCTBUE B (hoHae
NEPEYNCTIEHHBIX HWXEe Aen, NPEANPUHATLIE apXUBOM MEpbl MO PO3bICKY Aen NONOXWUTENbHbIX
pesynbTaToB He fanu, B CBA3W C YEM CHUTAEM BO3MOXHbIM CHATb € y4yeTa:

Ne Onuck Ea. xp. 3aronosok eg. xp. Kpantue Konuuectso | lMpeanonarae-
n/n Ne Ne aatbl NCTOB Mbl€ NPUYUKHBI
(o6bem, M6) oTCyTCTBUS
1 2 3 4 5 6 7
Uroro en. xp.

(uncbpamu 1 nponuckio)
CofepxaHue yTpayeHHbIX AOKYMEHTOB MOXET ObiTb YACTUYHO BOCIOMHEHO CreAYoWmnMm

en. xp.:

(Homepa en. xp. U X rpynnosbie 3aronoBKu)

HavmeHoBaHue [0MmKHOCTY
PYKOBOAUTENS apxvBa Moanucb Pacwudposka nognucu
(n1Mua, OTBETCTBEHHOrO 3a apXuB)

COIMACOBAHO* COrMMACOBAHO
IMpoTokon 3K apxuBHOro yupexaeHus Mpotokon 43K (3K) opraHusauuu
oT Ne oT Ne

N3meHeHua B y4eTHble AOKYMEHTb! apXuBa BHECEHbI.

HavimeHoBaHue [omKHOCTH
paboTHuKa apxuBa Moanuce Pacwwudposka nognucu

dopmat A4 (210 x 297 Mm)

* Ecnm He 0GHapy xeHs! enia MOCTOSHHOTO XpaHEHH!s.



HawumeHoBaHue opraH1sauvun

Mpunoxexune Ne 7

K n. 2.47 MNpasun

KAPTA-3AMECTUTENb AENA
Heno

(Ne n HasBaHue)
Onucb

(Ne u Ha3BaHue)
doHp

(Ne 1 HasBaHue)

BblaaHo BO BpeMeHHOE Nonb3oBaHue (YMTanbHbii 3an):

Ne ®.1.0. nonb3osarens Data Data Mopgnucb Mopnucob
n/n Bblgauu Bo3BparTa Bblgasllero | nonyyusLUero
neno neno
1 2 3 4 5 6

dopmat A4 (210 x 297 Mm)
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Mpunoxexune Ne 8
Knn.2.47,4.19, 4.21, 4.23 MNpasun

NUCT-3ABEPUTEIb OENA Ne
B aene noawuTo 1 npoHyMepoBaHo nucToB
(uncbpamu 1 nponucebio)

¢ Ne no Ne , B TOM uucne:
nuTepHbLIE HOMEepa NTUCTOB
nponyuieHHble HoMepa NUCToB
+ NIUCTOB BHYTPEHHEN ONUCKU

OcobeHHocTH (hr3NYEecKoro COCTOSHUA U OPMUPOBaHUA Aena Homepa

nnueToB
1 2

HanmeHoBaHWe AOMKHOCTH
paboTHuka Moanuce Pacwundposka nognucu

Hata

®opmart A4 (210 x 297 mm)



HaumeHoBaHue opraHusauuu

NnUCT UCNONb30OBAHUA OOKYMEHTOB

MpunoxeHne Ne 9
K n. 2.47 lNpaBun

®oHp Ne Onuncb Ne Oeno Ne
3aronoBok agena
Nara KoMy BblAaHo: Xapakrep UCnonb3oBaHus Ne Moanuch nuua,
nenonb- | hamunus, HULMans! (konupoBaHwe, BbINMUCKHK, UCnonb3oBaH- | ucnonb3osasLuero
30BaHus (pa3bopunBo) NPOCMOTP) HbIX NUCTOB aeno
1 2 3 4 5

dopm

ar A4 (210 x 297 Mm)
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Mpunoxenne Ne 10
K n. 2.46 MNMpasun

Havmerosanve opraHusaumm
AKT

Ne

O BblAaye gen Bo BpeMeHHOoE rnonb3oBaHue

(HaMmeHoBaHue opraHuzauuu,
€€ aapec, NOYTOBbIN UHAEKC)

OcHoBaHue

Ana kakon uenu BolaatoTes e, xp. us oxaa Ne

(HasBaHue ¢oHga)

. Konudectso
:ji O':\":Cb EAN:(p 3aer°”fB°K Kpit:::«e nucros, chopmart Mpumevanue
) - A- Xp. A (o6bem, M0)
1 2 3 4 5 6 7
Bcero BbifaeTcs en. xp.,

(undbpamu 1 nponuckio)
CPOK BO3BpaLllerus

Oena BblAaHbl B yNOPAA04EHHOM COCTOAHUM, NOALUNATLI, B 06no>|<|<ax, C NpoOHyMepoBaHHbIMU
SincTamMu U 3asepuTenbHbIMU HAANUCAMM.

I'Ionyanenb O6ﬂ3yeTCﬂ HE nNpenocTasnATb [ena, noNyvYeHHble BO BpemMeHHoe
nonb3oBaHWe, NOCTOPOHHUM nNUuUam, He BbigaBaTh MO HUM KOMWIA, BbINUCOK U CnpaBoOK, He
HYGHMKOBaTb [OKyMeHTbl 6e3 paspelueHusi opraHnsaLun, BbifasLlen gena.

Honyanenb 06513yeTCFI BEPHYTb fieN1a B apX1B OpraHu3aunn B yKasaHHbIA B akTe CpPOK.
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MpoponmkeHue npunoxenusa Ne 10

K n. 2.46 MNpasun

I'Ionyqa'renb npeaynpexaeH o6 OTBETCTBEHHOCTU NO 33aKOHY B Cnydvae yTtpaTtbl wunu

nospexaeHua nonyvYeHHbIX BO BpeMeHHoe nosb3oBaHue gen.

HaumeHoBaHue [oMmKHOCTU HaumeHoBaHWe [OMKHOCTH

PYKOBOAUTENSA OpraHv3ayuum, pykoBoauTens

BblaalwoLlen pena opraHusaumu-nony4artens

Moanuck Pacwmndposka Moanuck Pacwudposka
nognucu noanucu

fata [aTta

MevaTb opraHusaumm [MevaTb opraHusayuu

dopmart A4 (210 x 297 mm)
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MpunoxeHue Ne 11
k nn. 3.6, 3.15 MNpasun

(HammeHoBaHWe opraHusauuu)

(Ha3BaHue apxuBa opraHusauum)

KHUTA
yyeTa MOCTYNNeHUA U BbIOLITUA Aen, LOKYMEHTOB

Tom Ne

Havar

OKoHuYeH

dopmat A3 (297 x 420 mm)
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MpopgonxeHue npunoxexus Ne 11

k nn. 3.6, 3.15 Npasun

B a MocTtynnexHne onucaHHbIX BbibbiTHe onucaHHbIX HeonuncaHHbIx
z o HawmeHoBaHune s B & X NOKYMEHTOB [OKYMEHTOB aen,
*
3 opraHusauum g '3-3 ~C & H uan - =® Konuuectso ea. xp. Konuuectso ea. xp. AOKYMEHTOB, @
c o é (cTpykTypHOro noapasaenesus, | ¢ 5 & = 5 £e |2 293 5 nUCToB S
£ e ¥ nvua, apxvBa), OT KOTOPO# $¥SEE sg R § 2
= E‘ s soRs8g o3 O x5 g e o > 2 Po > o ?
3 = noctynunu (unu BbiGbinK) a Loc of S _<8>_ 33 Qg ) g 3 o= Z > 6g 6= Z > 2 o s
g s AOKYMEHTBI ERSEEl S Esdc o zz roe e I el 28 |& 5 g
© 5 g‘&:ogm g8 Y 3 3=z o200 | gH Sz g3o0lIf © c
5 'S S. S3f |eF @ |58 [§a8° |58 |68 [882°|58 |§8 |32
A = o
&3 g @ gx |8 |¢ gx |ge |e” |
1 2 3 4 5 6 7 8 9 10 11 12 13 14 16 16
Wtoro B roay nocrynvno ea. Xp., B TOM yucne: Ha BymaxHoM Hocutene

(uncbpamu 1 NPoONUCHIO)
3NEKTPOHHbIX , 8yANOAOKYMEHTOB
(uncbpamm v NPONUCHIO)

BUAEO4OKYMEHTOB

(umcbpamu 1 NpPoONUCHIO)
NOKas3blBaIOTCH pa3fenbHO UTOroBble AaHHble no rpadcgpam 8, 9, 10, 14 kHuruk;

BbIGbINO efl. Xp., B TOM yucne: Ha ByMaxHOM HocuTene

(uncbpamu n NPONUCHLIO)
3NEKTPOHHbIX , ayANOL0KYMEHTOB
(umchbpamu 1 NponucsIo)

BUAEO4OKYMEHTOB

(uncbpamu 1 NPONUCHIO)
NoKasbIBaKTCA PasfenbHO UTOroBbIE faHHble No rpadam 11, 12, 13, 15.

HaumeHoBaHWe AOMKHOCTY NuLa,
COCTaBMBLLEro UTOrOBYIO FOAOBYIO 3aNUCh Moanuck

HaumeHoBaHWe AOMKHOCTU PYKOBOAUTENA apxusa
(nnMua, oTBETCTBEHHOIO 3a apXvB) Mopnucob
Hata

(umdbpamu U NponuUCLIO)

(undbpamun u nponuckio)

(umcbpamu 1 nponuckio)

(umcbpamu U NPONUCHIO)

* B rpacde yxasbiBaetcs Bua Hocutens (BH — nokymenTst Ha 6yMaxxHOM Hocutene, D] — 3neKTpOHHbIE JOKYMEHTBI).

Pacwwudposka nognucu

Pacwmucposka noanucu

®opmat A3 (297 x 420 mm)
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HaumeHoBaHue opraHusauuv

CNMMCOKo®OHAOB

Tom Ne

Havar

OkKoHueH

Mpunoxexue Ne 12

k nn. 3.6, 3.15 MNpasun

dopmat A4 (210 x 297 mm)
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lpogonxexune npunoxexns Ne 12

k nn. 3.6, 3.15 MNpasun

Ne lata nepsoro HassaHue OtmeTka 0 BbIGbITUM PoHAA MNpumeuaHue
doHaa | noctynneHus doHaa Kyaa Hara u N2 nokymeHTa,
AOKYMEHTOB BblObIN Ha OCHOBAHWM KOTOPOro
¢doHaa BbIObIN
1 2 3 4 5 6
Ha 01.01. roaa B Crvcok BKmoYeHbl oHabl ¢ Ne no Ne

U3 cnmcka uckrnioveHbl oHAab! ¢ Ne

Bcero xpanuTca B apxuse

no Ne

(Uundpamm 1 nponucebio)

(umdbpamu 1 nponuceio)

Homepa csobopHble:

Homepa BbIGbIBLIME (NepeaaHHbie):

HaumeHoBaHune gomkHocTv paboTHuka

apxvea, CoCTaBuBLLEro rogqoByio

UTOroBylto 3anucb

HaumeHoBaHWe JonXHOCTU

pyKoBOAUTENS apxvBa (Nuua,

OTBETCTBEHHOr0 3a apxvB)

Hdarta

Moanuco

Mopnucb

coaepxart 0cob0 UeHHble gena.

doHAO0B, U3 HUX:

Pacwmncposka nognucu

Pacwudposka nognucu

®opmat A4 (210 x 297 mm)




JINCT ®OHAOA Ne
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MNpunoxexune Ne 13

kK nn. 3.6, 3.15 MNpasun

(MecToHaxoxaeHune oHaa (HaumeHoBaHue
opraHusaumm, rae xpaHutcs oHa)

(Qata nepBoro nocrynneHus

AOKyMEHTOB ¢hoHAa)

Kpaithue paTtb!
KaXXA0ro HassaHus oHaa

Ha3ssaHue coHaa

1 2
1. Y4yeT HeonucaHHbIX AOKYMEHTOB
Hanuyne
Oara HassaHnue, Ne u pata Moctynnenue BbibbiTHe (ocTatok)
3anucu BOKyMEHTa, Mo KOTopoMy Konuuect- | Kpaithne | Konuuect- | Kpaiinue Bcero gen
nocTynunu unu BO Aatbl BO Aarbl
BbIObINYU AOKYMEHTbI aen aen
1 2 3 4 5 6 7
2. Y4yeT onncaHHbIX AOKYMEHTOB
BuiGbiTne Hanuuue (ocratok)
H N B Tom uucne no B Tom yucne:
=) (]
g % Onucam, & NOCTOSHHOTO XpaHeHNs no NUYHOMY
= x al| . o :
g g (:{;, o >< & § g yTBEPXAEHHbIM g cocraBy
S| 3 E 2| & g|=0 MK 2 U3 HUX MO ONUCAM,
S = a|l = 3 o| © z é, 5 o .
°|ls |85 =|5|]g|5 & ® g 2 yTBepXAeHHbIM INK | =
S la S| E|E|& = 2 |8 |2 G | 2
S| 2 S 2|Elg|&z2|kom § |2 4% ° |3
2 2 ol 2| o & i | % 5 9 ¢ 4 ” 2 o
T s Sl 5|35 B | veer Kpait- e konuye | kpaiHue 5 s
a % 8 < |soea | nme ‘T E cmBo AaThi z 3
(1]
T é Xp AaTht 9 ea Xp. § *
1 2 3 4 5 6 7 8 9 10 1 12 13 14 15 16

dopmat A4 (210x297 Mm)




HaumeHoBaHue opraHunsaduu
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MpunoxeHnue Ne 14
kK nn. 3.6, 5.5 MNpasun

YTBEPXOAIO

PykoBoauTenb opraHvsaLum

doHg Ne Moanuch Pacwmudposka
noanucu

OMUCb Ne Dara

Aen NOCTOAHHOrO XpaHeHus

3a ron

Ne Nnpekc 3aronoBok KpaitHue Konuyectso | Mpumevanue
n/n aena aena hartbl JINCTOB
1 2 3 4 5 6
HassaHuve pasgena
I I I I I
B paHHbIA pasgen onucy BHECEeHO aen,
(uvcbpamm 1 nponucbio)

C Ne no Ne , B TOM yucne:
nuTepHble HoMepa:
nponylweHHble HoMepa:
HanmeHoBaHue foMXHOCTU
cocTaBuTensa onucu Moanucb Pacwwudposka nognucu
HaumeHoBaxue aonxHocTu
pykoBoguTens apxvea (nuua,
OTBETCTBEHHOIO 3a apXvB) Moanuco Pacwudposka nognucu

COrMMACOBAHO YTBEPXXAEHO

MpoTtokon LI3K (3K) opranusauum

oT

No

MpoTokon AMK apxvBHOro yupexaeHus
oT Ne

dopmat A4 (210 x 297 mm)




HaunmeHoBaHue opraHusauuun
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MNpunoxeHue Ne 15

k nn. 3.6, 5.5 lMNpasun

®doHa Ne YTBEPXAAKO
ONUCDb Ne Pykosoautens opraHusauum
Aen no NMYHOMyY cocTaBy
Moanuco Pacwudposka
3a rog noanucu
Hata
Ne | WHpekc 3aronosok KpaiiHue gatbl Cpok Konuuectso | MNMpumeyuaHue
n/n aena aena XpaHEHUs NACTOB
1 2 3 4 5 6 7
B AaHHbIV pa3gen onucu BHECEHO hen,
(umdbpamu 1 NPONUCHIO)
c Ne no Ne , B TOM yucne:
nuTepHble HoMepa:
nponyuwieHHbie HoMepa:
HaumeHoBaHue aomkHOCTU
cocTaBuTena onucu Moanuck Pacwwudposka nognucu
HaumeHoBaHue ponxHocTy
pykoBoguTensa apxusa (nuua,
OTBETCTBEHHOIO 3a apXuB) Mognuch Paclwumdposka nognucu

COIMACOBAHO

Mpotokon LU3K (3K) opraHusauum

oT

Ne

COIMACOBAH

O

MpoTtokon 3K apxmMBHOro yupexaeHus

oT

Ne

Popmat A4 (210 x 297 MM)
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HaumeHoBaHue opraHunsauuu

Mpunoxexune Ne 16

k nn. 3.6, 5.5 MNpasun

doHp Ne YTBEPXXOAKO
ONUCDH Ne PykosoauTtenb opraHusauum
Aen BpemeHHbix (cebiwe 10 ner)
CPOKOB XpaHeHus Moanuch Pacwudposka
noAanucu
3a rog Data
Ne | WHpekc 3aronosok KpaiHue gatbl Cpok Konuuectso | MNpumeyaHue
n/n Aena aAena XpaHeHus nucToB
1 2 3 4 5 6 7
B aaHHbIi pazgen onuck BHeceHo aen,
(uudpamu U NPoONUCHIO)
€ Ne no Ne , B TOM yncne:

nUTepHbIE HOMepa:

nponyuweHHbie HomMmepa:

HaumeHoBaHue porxHocTy
cocTaBuTens onucu Moanuch

HaumeHoBaHue JomkHOCTH
pykoBoauTena apxvsa (nuua,
OTBETCTBEHHOro 3a apxvB) Mopnuch

COIMACOBAHO
Mpotokon LI3K (3K) opraHusauuu
oT Ne

Pacwudposka noanucu

Pacwugposka nognucu

®opmar A4 (210 x 297 Mm)
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MpunoxeHue Ne 17
knn. 3.6, 4.19, 5.5 Mpasun

HaumeHoBaHue opraHusauwm YTBEPXJAKO
PykosBoauTtens opraHusaumvn
doHa Ne Mopnucb Pacwudpposka
nognucu
OMNCb Ne Hata

3NEKTPOHHbIX AeN, AOKYMEHTOB
NOCTOAHHOIO XpaHeHUs

3a roa
Ne MNHoekc 3aronosok Kpantue O6bem, M6 | MpumeyaHun
n/n aena aena nartobl
1 2 3 4 5 6
B AaHHbIN pa3gen onucu BHECEHO aen,
C Ne no Ne
(undppamu 1 nponucoblio) (undbpamu 1 nponucoio)
obvemom M6.

HanmeHoBaHue AOMKHOCTU
COCTaBUTENSA ONUCKU Moanuch Pacwudposka nognucu

HaumeHoBaHuWe [0mMKHOCTU
pykosoauTensa apxuea (nuua,

OTBETCTBEHHOIO 32 apXxvB) Moanuck Pacwudposka nognucu
COIMACOBAHO YTBEP>XXOEHO

MpoTokon LI3K (3K) opraHusayum ' fMpoTtokon AMK apxvuBHOro yupexaeHus
oT Ne oT Ne

dopmar A4 (210 x 297 mm)
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MNpopomxkexune npunoxenus Ne 17
knn. 3.6, 4.19, 5.5 MNpasun

NMPUNOXEHUWE K ONMUCK Ne

3NEeKTPOHHbIX AeN, AOKYMEHTOB NOCTOSIHHOIO
XpaHeHus

3a roa

PeecTp AOKYMEHTOB (KOHTEMHEPOB 3NEKTPOHHbIX AOKYMEHTOB) 2NeKTPOHHOro Aena:*

Ne eq.xp. no onucm WHpekc gena
3aronoBok gena
[ata Per. Ne
AOKyMeHTa | AokyMeHTa HaumeHoBaHue fokymeHTa O6vem, M6 | TMpumeuaHus
1 2 3 4 5

HaumeHoBaHue aormkHOCTU
COCTaBUTENA onucu Moanuce Pacwudposka nognucu

®dopmat A4 (210 x 297 mm)

* CocTaBsercs Ha KaK10€ JIEKTPOHHOE JIENO.



HaumeHoBaHue opraHusauyuu
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MNMpunoxexune Ne 18
K nn. 3.6, 4.19, 5.5 MNpasun

YTBEPXAIO

Pykosoautensb opraHusauumn

®oHg Ne Moanucek Pacwwudposka
nognucm
OMNMAUCH Ne Data
3MEKTPOHHbIX Aen, AOKYMEHTOB BPEMEHHbIX
(cBbiwe 10 neT) CpoKOB XpaHeHUs
3a rog
Ne | UHpekc 3aronosok KpaiiHue Cpok O6vem, M6 | MNpumevanus
n/n | pena Aena AaTbl XpaHeHus
1 2 3 4 5 6 7
B AaHHbIA pasgen onucu BHeCeHo aen,

c Ne

obbemom

(unchpamm 1 nponucebio)

no Ne
(undbpamu 1 NponUCbIo)

M6.

HaumeHoBaHue gomkHocTU

cocTasuTena onucu

HanmeHoBaHue fomKHOCTH
pykoBoauTens apxuea (nuua,
OTBETCTBEHHOrO 3a apXvB)

COIMACOBAHO

MNpotokon L3K (3K) opraHusavuu

oT

Ne

Moanuce PacwmdpoBka nognucu

Moanuck Pacwudposka nognucu

®opmat A4 (210 x 297 mm)
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MponomkeHne npunoxenus Ne 18
knn. 3.6, 4.19, 5.5 MNpasun

NPUNOXEHUE K ONMUCU Ne

ANEKTPOHHbIX Aen BpeMeHHbIX

(cBbiwe 10 neT) CPoKoB XpaHeHUs

3a

roa

PeecTp AOKYMEHTOB (KOHTEHHEPOB 3NEKTPOHHBLIX AOKYMEHTOB) 3MIeKTPOHHOrO Aena:*

Ne en.xp. no onucu

3aronoBok aena

MHpekc pena

Nata
AOKYMEHT
a

Per. Ne
DOKyMeHTa

HavmeHoBaHue fokymeHTa O6bem, M6 | MpumeuaHus

1

HavmeHoBaHue aomkHOCTU
cocTaBuTena onucun

Moanuce Pacwudposka nognucu

®dopmat A4 (210 x 297 mm)

* Cocrasiigercs Ha KasK10€ JICKTPOHHOE A€JI0.
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Mpunoxexue Ne 19
knn. 3.6, 3.11, 3.15 MNpasun

HavmeHoBaHue opraHusayuu

PEECTP ONUCEM
Hauat

OKOHuYeH

®opmar A4 (210 x 297 mm)
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MpopomxeHue npunoxenus Ne 19
knn. 3.6, 3.11, 3.15 MNMpasun

Konuuectso aen B onucu

-]
- s o MOCTORHHOTO | BpeMeHHoro no ® 8 20 2
c T [$] s < S _ s oS 5 Q = I
£ 3 = z3 XpaHeHnA (cBbiwe 10 NUYHOMY T s gog SE3|®
2 8 G @ = net) cocraBy = § z ESS g IEZ|2

(<] Q. o
2 2 g XpaHeHusa & é Em 5 g ]
o C
1 2 3 4 5 6 7 8 9 10 1

Bcero xpaHuTcs B apxvse

onucewn, U3 HUX

(undbpamu 1 nponucsbio)

AOCTOAHHOro XpaHeHus

(undbpamu 1 nponucobio)

BPEMEeHHOro xpaHeHus (cebiwe10 ner)

(umcbpamm 1 nponucoHo)

no NUYHOMY CoCTaBy

(uncbpamu 1 nponucobio)

B TOM 4ucne nocTtynmuno 8 rogy

onucew

(undbpamm ¥ NPONUCHIO)

B TOM yucne BbiObINO B roay

onvcen

(undbpamu 1 nponuckIo)

HavnmeHoBaHne gomxHocTM paboTHUKa
apxvBa opraHmsauuu, CocTaBUBLLETO

peecTp onucewn Moanucb

noanucu

HavmeHoBaHue aomxHocTu
pykosBoauTens apxusa (nuua,

OTBETCTBEHHOrO 3a apXvB) Moanucek

noanucu

Hata

Pacwudposka

Pacwudposka

®opmart A4 (210 x 297 mm)




YTBEPXOAIO

PykoBoauTens oprarusaumm
nepeAaloLen AOKyMeHTbI

Mognucb Pacwudposka
noanucu
Harta Mevatb
AKT
Ne

npuema-nepefadn apxvuBHbIX
[OKYMEHTOB Ha XpaHeHwe
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Mpunoxexue Ne 20
K n. 3.15 lNpasun

YTBEPXOAIO

PykoBoauTens opraHusauum
NPUHUMAIOLLEN JOKYMEHTbI

Mognuch Pacwwudposka
Moanucu

[ara
MeyaTtb

(ocHOBaHue nepefaun)

(Ha3BaHve nepeaasaemoro oHaa)

caan,
(HasBaHwe opraHu3auuu, nepeaaoLei AOKYMEHTbI)
a NPUHAN
(Ha3BaHue opraHusauumn nNpuHUMaloLWen AOKYMEHTbI)

AOKYMEHTbl HazBaHHOro hoHAa U Hay4HO-CMNPaBOYHbIA annapaT K HUM:

Ne HassaHue, Homep Konuyectso Konuuectso | lNMpumevanus

n/n onucun 3K3eMnnAapoB ea. xp.

onucu
1 2 3 4 5

NToro npuHaTO ea. xp.

Mepepady npoussenu:

DonxHocts Moanuce  Pacwudposka
noanucu

Dara

®oHay npucsoeH Ne

Mpuem npoussenu:

HonxHoctb ognuck Pacwwudpoeka
noanucu

Hata

N3meHeHus B y4y€THble OKYMEHTbl BHECEeHbI.

HonxHocTb Moanucob

Hata

Pacwmdposka nognucu

dopmat A4 (210 x 297 mm)
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MpunoxeHne Ne 21
knn. 3.15, 4.11, 4.13 lNpasun

HaumeHoBaHue opraHusauum

AKT YTBEPXIAIO
Ne Pykosogutenb opraHusaumu
O BblAENEHMN K YHUUTOXEHUIO Moanuch Pacwudposka
apxvBHbIX AOKYMEHTOB, He noasiexaiymx noanucu
XpaHEeHuUo Data

Ha ocHoBaHuu
(Hasaanue Y BbIXOAHble AaHHbIE NepeYyHa AOKYMEHTOB C yKa3aHuem CpoKoB Ux xpaHeva)

0TO6paHbI K YHUUTOXEHMIO KaK HE MMEIOLLME HAaYYHO-UCTOPUHECKON LIEHHOCTM U yTpaTuBLUne
npakTu4eckoe 3HaYeHue AoKyMeHTbl dhoHaa Ne

(HasBaHue coHaa)

Ne 3aronosok gena Foab! Homep Homep Konuue- Cpoku Mpumeua
n/n (rpynnoson onucu* ea.xp. no CTBO XpaHeHus Hue
3aronoBoK AOKYMEHTOB) onucu ea. xp. 1 Homepa
craren
no NepeyHio
1 2 3 4 5 6 7 8
WUrtoro ea. xp. 3a ropwl.

(umdbpamu 1 nponuckio)

Onwvcun Aen NOCTORAHHOro XpaHeHus 3a roabl yreepxaerbt K

(HaMmeHOBaHWe apXMBHOTO yUpEXAeHUs)
(npotokon oT Ne )

HaumeHoBaHue gomxHocTh
pykoBOAWUTeNs apxuBsa (nuua,
OTBETCTBEHHOIO 3a apXvB)

Moanuceb Pacwudposka nognucm

COIMACOBAHO
MpoTtokon LI3K (3K) opraHusauum
oT Ne

* [IpH BBINENEHUH K YHHUTOXKEHHUIO JOKYMEHTOB IpH NOATOTOBKE A€ K NEPeaye B apXHB OpraHu3aluu, rpadhni 4,
5 He 3aNOJIHAIOTCA.
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MpogomxkeHue npunoxenus Ne 21
knn. 3.15, 4.11, 4.13 lNpaBun

ﬂOKYMeHTbI B KOnu4yectee ea. xp.:

- Ha GYMa)KHOM HOocuTerne BeCoM Kr cAaHbl
Ha YHUMTOXEeHue,
- Ha 3NeKTPOHHOM HocuTeNne cAaHbl Ha YHUMTOXEeHne

(cnocob yHu4TOXEHUS)
HaumeHoBaHue fOMKHOCTU paboTHYKA,
CA3BLUETO AOKYMEHTbI Moanuce Pactundposka nognucu
Dara
N3MeHeHnn B y4eTHbIe AOKYMEHTbI BHECEHDI.
HaumeHoBaHue AOMKHOCTU paboTHUKA
apxuBa, BHeCLLero UsMeHeHus!

B Y4€THbIE JOKYMEHTbI Moanuceh Pacwwudposka nognucu

Data

dopmat A4 (210 x 297 mm)
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MpunoxexHue Ne 22
Kk n. 3.15 MNpasun

HaumeHoBaHue opraHusauuvu

AKT YTBEPXJAIO
Ne PykoBoauTenb opraHu3auum
0 HencnpasUMBbIX NOBPEXAEHUAX Moanuckb Pacwudposka
apXMBHbIX JOKYMEHTOB noanucu
[ata
®oHA Ne

(Ha3BaHue poHaa)

B doHpe obHapyxeHbl LOKYMEHTbI, NPU3HaHHbIE HEUCNPABUMO MOBPEXAECHHLIMM:

Ne | Onucb | Ea. xp. 3aronosok KpainHue KonuuyectBo CywHocCTb 1
n/n Ne Ne NOBpPEeXAEHHbIX Aathbl nucros NPUYUHbBI
en. xp. (o6Bbem, M6) nospexage-
HUA
1 2 3 4 5 6 7

UToro o6HapyxeHO HeucnpasMMo NOBPEXAEHHbBIX

en. xp.
(undopamu ¥ NPONUCHIO)
MepeuyncneHHble eq. Xp. nognexar cNUCaHuIo BBUAY:
HanmeHoBaHMe AOMKHOCTH
pykoBoguTensa apxuea (nuua,
OTBETCTBEHHOrO 32 apXxvB) Mopnuck Paclumdposka nognucu
COIMACOBAHO COIMACOBAHO*
MpoTtokon LU3K (3K) opraHuzaumu MpoTokon 3K apxuBHOro yupexaeHus
oT Ne oT Ne
N3meHeHWn B y4eTHbIe AOKYMEHTbI apXvuBa BHECEHDI.
HaumeHoBaHue gomkHOCTN paboTHKKA,
BHECLLEro U3BMEHEeHUA B YYETHbIe JOKYMEHTbI MNoanuch Pacuwudposka nognucu
Darta
dopmat Ad (210 x 297 Mm)

* JInsa JOKYMEHTOB, BIJIIOYEHHBIX B cocTaB ApXxuBHOro ¢oHna Poccuiickoii denepaunn



HawmeHoBaHWe opraHusauum

HaumeHoBaHWe CTPYKTYpHOro
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MpunoxeHue Ne 23

knn. 4.11, 4.31 [Npasun

nogpasgeneHus
ONUCH Ne
aen
Ne | UHpekc 3aronosok gena KpaiHue Cpok Konuuect- | TMpumeva
n/n| pena hatbl XpaHeHus* BO Hue
NINCTOB
1 2 3 4 5 6 7
HassaHue pasgena
B aaHHy0 onuchb BHECEHO aen
(umdcbpamun 1 NponucebIo)
c Ne no Ne , B TOM ynucne:
nuTepHbie Homepa:
nponyLyeHHbIe Homepa:
HanmeHoBaHue A0SHKHOCTU
pykoBOAUTENS CTPYKTYPHOrO
nogpasaeneHus Mognuck Pacwundposka nognucu
Jata
COINMACOBAHO COIMACOBAHO**
HanmeHoBaHue 4OMKHOCTH MpoTokon 3K cTpyKTypHOTO
pykosogutens cnyxobl JOY noapasgeneHus
Mognuck Pacwudposka oT Ne

Noanwicn
[ata

* I'pada omyckaeTCs B ONUCH Je/ OCTOAHHOTO CPOKA XpaHEeHHUs.
** IIpu nHanuuun DK CTPyKTYpHOro 1noApasaecHus
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MNponomxexne npunoxexuns Ne 23
knn. 4.11, 4.31 Npasun

Mepenan
aen

(uudbpamu 1 Nnponucoio)
" PEerncTpaLmMoHHO-KOHTPOMNbHbIX KAPTOTEK K AOKYMEHTaM.
(uncbpamu 1 nponuckio)

HaumeHoBaHue fOMKHOCTU paboTHuKa

CTPYKTYPHOro nogpasneneHus Moanuch Pacwudposka nognvcu

MpuHan aen
(undppamu 1 NpoNUCLIO)

n perucTpaLmMOHHO-KOHTPOMbHbIX

(umdppamu 1 nponuceio)
KapToTeK K JOKYMEHTaM.

HaumeHoBaHWe [OIMKHOCTH
paboTHuka apxuBa Moanucek Pacwudposka nognucu

Hata

dopmar A4 (210 x 297 mm)



HaumeHoBaHune opraHusauum

doHa Ne

ONUCb Ne
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Mpunoxexve Ne 24
knn. 4.11, 4.31 Mpasun

ANEKTPOHHbIX Aen, JOKYMEHTOB

Ne MHaekc 3aronosok KpaiHue O6bem, M6 | MpumeyaHua
n/n nena pena nartbl*
1 2 3 4 5 6
HanmeHoBaHuWe pasagena
B paHHbIA pasgen onncu BHECEHO aen,
(umdbpamu 1 NPONUCHIO)
¢ Ne no Ne
00beMOM M6.
HanmeHoBaHwe 4OMKHOCTU
PYKOBOAWUTENSA CTPYKTYPHOro
noapasaeneHus Moanmceb Pacwundposka nognucy
Jata
COrNMACOBAHO COMACOBAHO**
HaumeHoBaHWe 4OMKHOCTU Mpotokon 3K cTpykTypHOro
pykoBogutens cnyx6ui 1OY noapasaeneHus
Moanuck Pacwwudposka oT Ne

Mopnuncu
Harta

* I'padpa OmycKaeTcs B ONUCH e/l IOCTOSHHOTO CPOKA XPaHEHHs.
** ITpu Hanuuuu K CTPyKTYPHOTO NOAPa3Ae/iCH
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MNpoponxenne npunoxexust Ne 24
knn. 4.11, 4.31 lNpasun

Mepepnan
aen
(uudppamm 1 nponuckio)
" PEerncTpaumnoHHO-KOHTPOSbHbBIX KapTOTEK K IOKYMEHTaM,
(umcbpamu 1 nponucsio)
ob6bemom M6.
HanmeHosaHue gomkHocTn paboTHuka
CTPYKTYPHOro nogpasneneHus Noanucy Pacwudposka noanvcu
MpuHan hen
(uncbpamu 1 nponuckio)
" perucTpaLMoHHO-KOHTPONbHbIX
(undppamu u nponuceio)
KapToTeK K AOKYyMeHTaM, 06 beMOM M®6.
HanmeHoBaHue aormkHOCTH .
paboTHuKa apxuBa Moanuck Pacwmudposka nognucu

Harta

®opmat A4 (210 x 297 Mm)
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MNpopomxexune npunoxenus Ne 24
knn. 4.11, 4.31 MNpasun

NMPUNOXEHUE K ONMUCH Ne

ANEKTPOHHbIX Aen, AOKYMEeHTOB

PeecTp NOKYMEHTOB (KOHTEMHEPOB 3NMEKTPOHHbIX OKYMEHTORB) 3NI€KTPOHHOro Aena:*

Ne eq.xp. no onucu UHpekc gena
3aronosok gena
Hara Per. Ne
AOKyMeHTa | AOKYMeHTa HaumeHoBaHue foKyMeHTa O6bem, M6 | TpumevaHus
1 2 3 4 5

HanmeHoBaHue [OMKHOCTU

COCTaBuUTENSA ONUCK Moanucb Pacwwudpposka nognmucu

dopmaT A4 (210 x 297 Mm)

CoCTaBJIACTCA Ha KaXa0€e QJICKTPOHHOE A€JIO.
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Mpunoxenune Ne 25

kn. 4.18 Npasun

HaumeHoBaHue opraHusauuum

HOMEHKNATYPA OEN YTBEPXXOAKO
PykoBogutenb opraHusauum
Moanucb Pacwudpposka
Ha roa noanucu
Darta
MHpekc 3aronoBok gena Konuuecteo | Cpok xpaHeHus | MNpumeyaHue
hena nen n Ne ctaTbm no
nepeyHIo
1 2 3 4 5
| Ha3BaHV||e pasgena |

HanmeHoBaHWe AOMKHOCTH
pykosoautens cnyx6bl JOY
oprasmsayumn Moanuce PacwundpoBka noanucu

Busa pykoBoguTens apxusa
(n1ua, oTBETCTBEHHOrO 3a apXmB)

COIrmACoOBAHO COIMACOBAHO

MpoTokon 3K (3K) MpoTokon JMNK apxusHOro yupexaeHus
oT Ne oT Ne
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Mpogonxenune npunoxenns Ne 25
K n. 4.18 lMNpasun

WTorosas 3anucb o KaTeropusx v konun4yecrtee aen, 3aBejeHHbIX B roay

B OpraHu3auum

Mo cpokam xpaHeHusn

Bcero

B Tom uucne:

nepexoaawmnx

¢ otmeTkou "AlNK"

1

2

3

4

MocTosiHHOro

BpemenHoro (cBbiwe 10 ner)

BpemenHoro (no 10 net
BKNIOYUTENBHO)

UTOrro:

HaumeHoBaHue f0omKHOCTH
pykosoauTtens cnyx6ut JOY

Data

Moanucb

WUrorosble cBefeHua nepenaHbl B apxus.

HaumeHoBaHue AOIMKHOCTH Nvuua

nepepasLlero ceeaeHunA

Hara

Moanuce

Pacwudposka noanucu

Pacwudpoeka nognucu

®opmat A4 (210 x 297 Mm)




92

Mpunoxexune Ne 26
K n.4.18 MNpasun

HanmeHoBaHne opraHusauuu

HaumeHoBaHue cTpykTypHOro
noapasgenexus

HOMEHKNATYPA EN

Ha rop*

NHaeke 3aronosok gena Konuuectso Cpok xpaHeHus | MpumeyaHne
aena ToMoB (4acTteil) | u Ne ctaTtbu no
nepeyHio

1 2 3 4 5

HassaHue pasgena

HawumeHoBaHWe [OMMKHOCTH
pyKoBOAWTENNA CTPYKTYPHOro
noapasaeneHns Moanuce Pacwudposka nognucu

Dara

COIMACOBAHO**
MpoTtokon 3K cTpykTypHOro
noapasaeneHus

oT Ne

dopmat A4 (210 x 297 mm)

* K HomeHknaType fen CTpyKTYpHOro NOAPa3AeneHws no OKOHYaHWK KaneHAapHoro roga cocTaBnseTcs
‘UTOroBas 3anucb nNo ¢opme, ykasaHHOW B npunoxeHun 25, n aenaeTtcs oTMETKa O Nepegaye UTOroBbIX
ceeaeHunit B cnyxOy AOY opraHusauuu.

** MMpu Hanuuum K CTPYKTYPHOro noapasgeneHus.



AOKYMEHTOB aiena Ne
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BHYTPEHHAA ONUCb

MNpunoxeHue Ne 27
K nn. 4.19, 4.21 MNpasun

Ne | Peructpauy Oata 3aronoBok 4OKYMeHTa Homepa Mpumeyva-
n/n WOHHbIN AOKyMeHTa NUCTOB Agena Hue
nHOEKC
OOKYMEHTa
1 2 3 4 5 6
Utoro AOKYMEHTOB.

KonuuecTso nMcToB BHYTPEHHeN onucu

HavMeHoBaHue AOMKHOCTH Nuua,
COCTaBVBLUErO BHYTPEHHIOK OMNUCH

[IOKYMEHTOB fena

[arta

(undpamu ¥ NPONUCHIO)

{uncbpamm U NPONUCHIO)

Moanuce

Pacwudposka nognucu

dopmat A4 (210 x 297 mm)
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Mpunoxenue Ne 28
K nn. 4.19, 4.24 MNpasun

(HaumeHoBaHWe rocyapCTBEHHOrO (MyHULIMNAnNbHOrO) apxvBa)

(HaMmeHOBaHWe opraHn3aLwn)

(HanMeHoBaHWe CTPYKTYPHOIo NoapasaereHus)

AENO Ne TOM Ne ___

(saronosok gena)

(kpaviHue gatbl)

Ha nucrax

XpaHuTb

®opmart A4 (210 x 297 mm)
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HavnmeHoBaHue opraHusauuwvm

CnpaBouHble AaHHble 06 opraHu3auwm
(nouToBbIN aapec, TenedoH,
TenedoH/¢akc)

APXUBHASA CMPABKA

Ne
(nara)
Ha Ne oT
Teker
OcHoBaHue:
[omkHOCTb pyKoBOAUTENS OpraHusauun
(4N MHOro YNONMHOMOYEHHOIO UM NULA) MNoanuce

MevaTb

damMunusa ncnonHuTens
Homep TenedoHa

MpunoxeHue Ne 29
Kk n. 5.12 Npasun

Agpecar

Pacwudposka nognucu

dopmat A4 (210 x 297 mm)
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YTBEPX[JAIO

(HaumeHoBaHMe BOMKHOCTH pykosogutTens

opraHusaumu nepeaaoLen fOoKyMeHTbI)

Moanuck Pacwudpposka nognucu
Hata Mevatb
AKT
Ne

npuemMa-nepeaadn apxmsHbIX
AOKYMEHTOB Ha XpaHeHue

MpunoxeHune Ne 30
K n. 6.8 MNpasun

YTBEPXAIO

(HauMeHoBaHWe AOMKHOCTN PYKOBOAUTENSA

opraHusauvm npuHUMaloLLen JOKYMEHTbI)
Mopnuch Pacwwudposka nognucu

Narta Mevatb

(ocHoBaHue nepepauu)

(nasBaHue nepegasaemoro oHaa)

caan,
(HanmeHoOBaHWe opraHusauum, nepesaloLlei AOKYMEHTHI)
(HanmeHoBaHWe opraHusaLmy, NPUHUMAIOWER JOKYMEHTbI)
NpUHUMaeT Ha rocyAapcTBeHHOe XpaHeHUe AOKYMEHTbl U CTpaxoBbie Konuu 3a
(roab)
¥ CNpaBOoYHbIA annapar K HUM:
Konu4ectBo
Ne Konuyectso eavHn
HassaHue, Homep onucu 3K3emMnNApos ec AUHAL Mpumeyanne
n/n XpaHeHus
onucu
1 2 3 4 6
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lMpoponmxkexue npunoxeHus Ne 30
k n. 6.8 MNpasun

Uroro npuHaTo ea. xp.
(umcbpamu 1 NponNUCbIO)

Mepepayy npoussenu: Mpuem npounssenu:

HomxHoctb  TMognuch OonxHoctb [Mopanuck Pacwundposka

Pacwudposka nognucm
noanucu [ata

[ata

doHAy NpUcsoeH HoMep

MN3meHeHnA B y4eTHbIe LOKYMEHTbI BHECEHbI

HdomkHoCTb Moanuce Pacwundposka nognucu

Data

dopmart A4 (210 x 297 mm)



