JoxymenT npenocrasieH Koncynsrantllnroc

3apeructpupoBano B Muntocte Poccun 7 centsiopst 2015 r. N 38830

MUHUCTEPCTBO KYJIbTYPbI POCCUVICKOM ®EJIEPAIIIN

IIPUKA3
ot 31 mapta 2015 r. N 526

OB YTBEPKJIEHUU IMTPABIT
OPTAHU3AIINN XPAHEHUS, KOMIUIEKTOBAHUS, VUETA U
UCIOJb30BAHMS
JJOKYMEHTOB APXUBHOI'O ®OHJIA POCCUIICKO ®EJEPALIUUA
W IPYTUX
APXWBHBIX JOKYMEHTOB B OPTAHAX IT'OCYJAPCTBEHHOI
BJIACTH,
OPTAHAX MECTHOI'O CAMOYIIPABJEHUSI U OPTAHM3ALIUASIX

Koncynbrantlimroc: npumeyanue.

B cootBercTBUu ¢ Yka3zoMm IIpesunenta PO ot 22.06.2016 N 293 yrBepxkaeHue
NpaBWJl OPraHU3allMi XPAaHEHHS, KOMIUIEKTOBAHMS, y4€Ta M HCIOJIb30BAHUS
nokymeHToB ApxuBHoro ¢onaa Poccuiickoit denepanuivi U Apyrux apXUBHBIX
JOKYMEHTOB B TOCYJIApPCTBEHHBIX OpPraHax, OpraHax MECTHOTO CaMOYIPaBJICHUS
U OpraHu3alusix OTHECEHO K mnojJHoMouusM DenepanbHOro apXWBHOTO
areHTCTBA.

B cootrBerctBUM ¢ myHKTOM 2 yactu 1 crtatbu 4, yacTthio 5 crarbu 14
®denepanbHoro 3akoHa OoT 22 okTsa0pst 2004 r. N 125-®3 "O6 apxuBHOM jene B
Poccuiickoit ®enepannn" (Cobpanne 3akoHomaTenscTBa Poccuiickoit denepanum,
2004, N 43, ct1. 4169; 2006, N 50, ct. 5280; 2007, N 49, ct. 6079; 2008, N 20, cT.
2253; 2010, N 19, ct. 2291; N 31, ct1. 4196; 2013, N 7, ct. 611; 2014, N 40 (u. 1),
cT. 5320) u nocranosnenueM [IpaButennsctBa Poccuiickoit denepanuu ot 20 uromis
2011 r. N 590 "O MunucrtepctBe KyabTypsl Poccuiickoit denepannn" (Cobpanue
3akoHonarenbcTBa Poccutickont ®enepanuu, 2011, N 31, cr. 4758; N 44, cT. 6272;
2012, N 6, cT. 688; N 17, cT. 2018; N 26, ct. 3524; N 37, ct. 5001; N 39, cT. 5270;
2013, N 3, cT. 204; N 8, ct. 841; N 31, ct1. 4239; N 33, cT. 4386; N 41, cT. 5182; N
45, cr. 5822; 2014, N 9, ct. 909; N 30 (u. II), cT. 4305; N 40 (u. III), ct. 5426, N
48, cT. 6860; 2015, N 2, c1. 491; N 4, c1. 664; N 9, cT. 1339) npukassiBato:

1. VYrTBepautrh  mnpunaraeMple  NpaBuja  OpraHU3alMd  XPaHEHWUS,
KOMITJIEKTOBAHUSI, yY€Ta U WCIIOJb30BaHUSA JOKYMEHTOB ApxuBHOro (oHma
Poccniickon @enepaumyn W ApPYrMX apXMBHBIX JOKYMEHTOB B  OpraHax
rOCyJIapCTBEHHOM BJIACTH, OpraHaX MECTHOTO CaMOYTIPABJICHUS U OpraHU3alIHsIX.

2. HampaButh HacToslMN NpHUKA3 Ha TOCYAAPCTBEHHYIO PETUCTPALMIO B
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MunucrepeTo roctunun Poccuniickon @eaepanun.
3. KoHTposb 3a uCnojIHEHUEM TMpHKa3a BO3JIOXKHUTH Ha MEPBOr0 3aMECTUTENS
Munuctpa B.B. Apucrapxosa.

MI/IHI/ICTP
B.P.MEJIMHCKINHU



[Ipunoxenue

K npukazy MUHUCTEPCTBA KYJIbTYPbI
Poccunitickon denepanuu

ot 31 mapta 2015 r. N 526

Koncynpranrllntoc: npumedanue.
Cm. Meroanueckue peKOMEHIALNH 110 IPUMEHEHUIO HacTosumx [Ipasui.

MPABIJIA
OPTAHM3AIINN XPAHEHU S, KOMILUIEKTOBAHUSL, YYETA 1
UCTIOJIL30OBAHUS

JTOKYMEHTOB APXUBHOT'O ®OHJIA POCCUNCKOW ®FEJEPAIIANA

W IPYTUX
APXUBHBIX JOKYMEHTOB B OPTAHAX TOCYJIAPCTBEHHOI
BJIACTH,
OPTAHAX MECTHOT'O CAMOYTIPABJEHUS 1 OPTAHM3AIIUASAX

I. OBIIME ITOJIOXKEHMA

1.1. Hacrosmue IIpaBuna opraHu3anny XpaHEHUs, KOMIIEKTOBAHHUs, yUeTa U
UCIIOJIb30BaHUsl JIOKYMeHTOB ApxuBHOro ¢onaa Poccuiickoii ®enepauuu u
JIPYTUX apXWBHBIX JOKYMEHTOB B OpraHax TOCYAapCTBEHHOW BJIACTH, OpraHax
MECTHOTO CaMOyIpaBJeHUs M opraHuzauusx (mamee - Hacroswmue IIpasuia)
pa3paboTaHbl B COOTBETCTBUU ¢ DepepanbHbIM 3aKOHOM OT 22 okTa0ps 2004 r. N
125-®3 "O6 apxuBHoM gene B Poccwmiickoit @enepanuu" (CobOpanue
3akoHonarenscTBa Poccutickon ®enepanun, 2004, N 43, ct. 4169; 2006, N 50, cT.
5280; 2007, N 49, ct. 6079; 2008, N 20, ct. 2253; 2010, N 19, ct. 2291; N 31, cT.
4196; 2013, N 7, cr. 611; 2014, N 40 (u. II), ct. 5320), mocTaHOBIEHUEM
[TpaButensctBa Poccuiickoit ®enepamuu ot 15 wutons 2009 r. N 477 "O6
yrBepxaenun  [lpaBun  gemompou3BoacTBa B (elepalbHBIX — OpraHax
ucrnoautensHol BiaacTu" (CobOpanue 3akoHoAaTenbcTBa Poccuiickoit deneparuu,
2009, N 25, cr. 3060); npuxazom MHUHHUCTEPCTBA KyJIbTYpbl M MAaCCOBBIX
komMMmyHuKaiii Poccuiickoit ®epepanun ot 18 suBaps 2007 r. N 19 "O6
yTBepkaeHun IlpaBun opraHuzanuM XpaHEHUs, KOMIUIEKTOBaHUS, ydeTa U
UCIIOJIb30BaHUsl JIOKYMEHTOB ApxuBHOro ¢onga Poccuiickoit ®enepauvu u
JPYTUX apXUBHBIX JOKYMEHTOB B IOCYJapPCTBEHHBIX U MYHHUIIMIAIbHBIX apXUBaXx,
My3esx U OubimoTekax, opraHuzanusx Poccuiickoil akamemuu Hayk" (nmanee -
[IpaBuna xpanenwusi) (3apeructpupoBan Muntoctom Poccun 6 mapra 2007 r.,
perucTpauroHHbIii Homep 9059, "BrosieTeHh HOPMATUBHBIX AKTOB (peAepabHbIX
OpraHoB HMCHOJHUTENbHOW Biactu oT 14 mas 2007 r. N 20"), ¢ U3MEHEHUSIMHU,
BHECEHHBIMU NPHKa30M MUHUCTEPCTBA KYJBTYpbl M MacCOBBIX KOMMYHHUKAaIIUil
Poccuiickoit ®eneparuun ot 16 deBpans 2009 r. N 68 (3apeructpupoBaH
MuntocroM Poccun 5 mast 2009 r., peructpanrionssiii Homep 13893, "Poccuiickas
razera" or 20 mas 2009 r. N 89), npuxkazom MunkynsTypel Poccun ot 10
ceHtsiOpst 2007 r. N 1273 "O6 yTBepx’aeHUN POPM YUETHBIX U UHBIX JOKYMEHTOB
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[0 OpraHu3alyyd XpaHEHWs, KOMIUIEKTOBAaHUSA, Yy4e€Ta M HMCIHOJb30BaHUS
nokymeHToB ApxuBHoro ¢onna Poccuiickoit denepanuu u Apyrux apXuBHBIX
JOKYMEHTOB B TOCYJApCTBEHHBIX M MYHULMNAIbHBIX apXuBax, My3eiIX U
oubnuotekax, opranuzauusax Poccuiickoli akagemun Hayk" (3aperucTpupoBaH
Muntoctom Poccun 9 oxkts6ps 2007 1., peructpanroHHbli HOMmep 10291,
"BrojieTeHb HOPMATHBHBIX aKTOB (eJepalibHbIX OpPraHOB HMCHOJHUTEIBHOU
BJ1acTH OT 5 HOos1Opst 2007 r. N 45").

1.2. JlenictBue Hactosimux [IpaBui HE pacnpocTpaHsSeTcss Ha OPTraHU3ALUIO
XpaHEHMs, KOMIUIEKTOBaHUS, y4y€Ta U HUCIOJIb30BaHUS JOKYMEHTOB ApPXHBHOIO
¢donna Poccuiickoit @epepanuu U Ipyrux apXUBHBIX JTOKYMEHTOB, COJAEPIKAIIUX
CBEJICHUS, COCTABIISIOIINE IOCYITapPCTBEHHYIO TalHY.

1.3. TocymapcTBeHHBIE OpraHbl, OpPraHbl MECTHOTO CAaMOYIIPABIICHUS
MYHUIMIAIBHOTO paiioHa, TOPOJCKOrO0 OKpyra M BHYTPUTOPOJCKOrO paiioHa
00si3aHbl CO3[aBaTh ApPXMBBI B LENAX XPaHEHUS, KOMIUIEKTOBaHMs, ydeTa H
UCIIOJIb30BaHUsl 00pa30BaBIIMXCA B INPOLECCE HUX JEATEIbHOCTU apXUBHBIX
JIOKYMEHTOB.

1.4. Opranu3anuu BIpaBe CO3[4aBaThb AaApPXUBbl B LEISAX XpaHEHUS
00pa30BaBIIUXCS B IPOLECCE UX JCSATENILHOCTH apXUBHBIX JIOKYMEHTOB, B TOM
YuCJI€ B LENAX XPAHEHHWS M HCIIOJNb30BAaHUS ApPXMWBHBIX JIOKYMEHTOB, HE
OTHOCSIIUXCS K TOCYJapCTBEHHOMN WJIM MyHULIUIIATbHONU COOCTBEHHOCTH <1>.

<1> Yacts 2 cratbu 13 ®@enepanbHoro 3akoHa ot 22 okTaops 2004 r. N 125-
®3 "O0 apxuBHOM Jene B Poccuiickoit denepanun.

1.5. 3agaun u QyHkuMU apxuBa (LEHTPATBLHOTO apXWBa) TOCYAapCTBEHHOTO
opraHa, oOpraHa MECTHOTO CaMOYIPAaBJICHUS, OpPraHU3alMd - HCTOYHMKA
KOMIUIEKTOBAHHSI TOCY/IapCTBEHHOT'O0, MYHUIMIIAJIBHOTO apXuBa OMNPEIEIIIOTCA
MOJIOKEHHEM, YTBEPKIAEMBIM PYKOBOJUTEIIEM OpraHU3alUu.

1. OPTAHM3AILIAS XPAHEHNUS IOKYMEHTOB
APXVBHOTO ®OHJIA POCCUNCKON ®EJIEPALINU U IPYTUX
APXUBHBIX
JIOKYMEHTOB B OPTAHU3ALIMU

2.1. JlokyMeHTbI, 00pa3yromuecs B 1eATeIbHOCTH OpraHU3allui, COCTABIISIOT
JOKyMEHTAIbHBIA (POH].

2.2. Co3ganue JOKYMEHTAJbHOTO (OHAA OpTraHU3alMU OCYIIECTBISCTCS
MyTeM COCTaBJICHUSI HOMEHKJIATYphl Jed, GopMupoBaHus U opopMIieHUs Aes Ha
OCHOBE HOPMATUBHBIX IIpaBOBbIX akTOB Poccuiickon @Penepauuu, nepeyHen
TUNOBBIX APXMBHBIX JIOKYMEHTOB C YKAa3aHMEM CpPOKOB MX XpaHEHWs,
YTBEP>KIa€MBIX B COOTBETCTBHM C IIYHKTOM 3 cTaThbu 6 dDenepanbHOro 3aKkoHa OT
22 oktsa0ps 2004 r. N 125-®3 "O06 apxuBHOM neie B Poccutickoit @enepanun”, u
nepeyHeil JOKyMEHTOB, 00pa3yIoluxcs B MpoIecce AITeIbHOCTU (penepanbHbIX
OpPraHOB T'OCYJAapPCTBEHHOW BIJIACTH, MHBIX I'OCYJAaPCTBEHHBIX OpraHoB Poccuiickon
Qenepanuu, a TakKKe B MPOLECCE ACATEIBHOCTH IOJABEIOMCTBEHHBIX UM
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OpraHM3aln, C YKa3aHUEM CPOKOB XPaHEHUS.

2.3. YacTth nokymeHTaIbHOTO (hOH/A, BKIIIOUYAIOIIAs JOKYMEHTbl APXUBHOTO
donna Poccuiickoit denepannu, JOKyMEHTHI 110 JUYHOMY COCTABY U JIOKYMEHTHI
BpeMeHHbIX (cBbilie 10 JI€T) CpPOKOB XpaHEHHs, BKJIIOUEHHbIE B YYETHBIC
JIOKYMEHTBl apXWBa, COCTABJISICT AapXUBHBIM (OHJ oOpraHu3alMH, KOTOPHIU
MOJIE)KUT XPAHECHHIO B apXUBE OPraHU3ALNU.

JlokymeHThl BpeMeHHbIX (70 10 JeT BKIIOYMUTEIBHO) CPOKOB XpaHEHUs
XPaHATCA B CTPYKTYPHBIX NMOJAPA3IEICHUSIX OPTaHU3alMK U 110 UCTEYEHUH CPOKOB
UX XpPaHEHUs NOJIEKAT YHUUTOKECHHIO B ITOPSAIKE, YCTAHOBIECHHOM B ITYHKTax 4.6
- 4.13 nacrosmux [IpaBui.

2.4. Bunamu apXvBHBIX (DOHIOB OpTaHU3AINH SBIISIOTCS:

apXuBHBIA (DOHJ OpraHuU3alMH, COCTOSIIUNA W3 JOKYMEHTOB ApPXUBHOTO
donna Poccuiickoit denepaiiii 1 Ipyrux apXuBHbBIX TOKYMEHTOB;

0OBEIMHEHHBIN apXUBHBIN (POH[, COCTOALIUIN U3 00pa30BaBIIMXCS B MpOIECcCe
NESATENIbHOCTH JABYX WM Oojiee opraHu3aluil JOKYMEHTOB ApXHMBHOro (oHja
Poccuiickoii denepan M Jpyrux apXUBHBIX JOKYMEHTOB, HMEIOIIMX MEXIY
cO00i NCTOPUUECKHU U/UITU JIOTUYECKU O0YCIIOBJICHHBIE CBSI3U;

apXMBHAs KOJUIEKLUS, COCTOAIIAs W3 OTHAEIBHBIX APXUBHBIX JTOKYMEHTOB
Pa3IMYHOTO TPOUCXOXKIACHUS,, OOBEAMHEHHBIX IO OJHOMY WM HECKOJIbKUM
npU3HaKaM (TeMaTUYeCKOMY, aBTOPCKOMY, BUIOBOMY, OOBEKTHOMY).

2.5. ApxuBHoMmy (oHmy opraHuzaluM NPUCBAUBAIOTCS  Ha3BaHUE,
COOTBETCTBYIOIIIEE HAMMEHOBAHWIO OpPraHM3alid, W HOMEP B TOpPAJIKE,
onpeaeaeHHOM MyHKTOM 3.8 HacTosimux [Ipasui.

2.6. ApxuBHBIE JOKYMEHTBl OpraHU3allUd COCTAaBJSIOT OJMH (€OUHBIN)
apXUBHbBIN (HOH/:

10 U TIOCJIE PEOPTaHU3aLNN, a TAKKE U3MEHEHUS CTPYKTYpBHI, IITATOB, €CIU
yKa3aHHbIE MEPOIPUATHS HE MOBJIEKIN 3a coO0l M3MEHEHUs Lesel U MmpeaMera
NEeATEIbHOCTH OPraHU3aLUY;

IO W TIOCHE€ W3MEHEHUs TEPPUTOPUAIBHBIX TIPaHULl JACSATEIbHOCTU
OpraHU3alny;

B CJIy4ae CMEHBI yUPEIUTEIIS.

B cnydyae u3MeHeHuss COOCTBEHHHKA MMYIIECTBA OpraHMU3allMM apXUBHBIE
JIOKYMEHTBI OpraHU3alliH T0JKHBI BKIIIOUATHCS B pa3Hble apXUBHBIE (DOHIBI.

2.7. B cnyuae peopraHuzaliuyd OpraHu3aiuu ¢ rnepefaadeil pyHKIHW BHOBB
CO3JaHHOW WM WHOW OpPraHM3alli BCE AapXUBHBIE JTOKYMEHTBI IE€PENAr0TCs
OpraHu3alUU-TPABONPEEMHUKY U BKIIFOUAIOTCS B apXUBHBIN (DOH MOCTIEAHEH.

JIOKyMEHTBI TIOCTOSIHHOTO XPaHEHUS M JOKYMEHTHI [0 JIMYHOMY COCTaBY
JVKBUIVMPOBAHHBIX OpraHU3alMil JOJDKHBI IIEpeNaBaTbCid B  YHOPAIOYEHHOM
COCTOSIHUM  Ha  XpaHEHHWE B COOTBETCTBYIOIIMH  TOCYIAAapCTBEHHBIN
(MyHUIIUIIAJIBHBINA ) apXUB.

2.8. XpOHOJIOTHYECKUMHU TPAHUIIAMH apXUBHOTO (OHAA SIBISIOTCS <1>:

<1> [ToamyHkKT 2.8.6 myHkTa 2.8 [IpaBui XxpaHeHusl.

IUIs  apXuBHOTO (OHAA OpraHu3alMy - YCTaHABIMBaeMble Ha OCHOBE
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HOPMATHUBHBIX aKTOB JIaThl CO3JAaHMS M JIMKBUJAAUMU opraHu3auuu. [Ipu Hamuuuu
HECKOJIbKMX aKTOB 00 OOpa30BaHMM OpraHu3allid MPUHUMAETCs JaTa HauOoiee
PAHHErO U3 HUX;

Ui OOBEAMHEHHOIO AapXWMBHOTO (OHJA OpraHu3allMd - JaThl CO3JaHUs
Haubosiee paHHEN M JMKBUAALMU HanOosiee MO31HEH MO BPEMEHU JEATEIbHOCTH
OpraHu3aliy, TOKYMEHTBl KOTOPOMl BOIJIM B COCTaB OOBbEIUHEHHOIO apXUBHOTO
dboHma;

JUIL apXMBHOM KOJUIEKIIMM - JaThl CAMOTO PAHHEr0 M CaMoro II03JHETO
JOKYMEHTA.

2.9. ApxuBHBIE JOKYMEHTBHI JIOJKHBI XPAaHUTBCA B CHCTEMATU3UPOBAHHOM
NopsZIKe B Mpefenax apXuBHOTro ¢ouga. Equnuieil cuctemarusanuu JOKYMEHTOB
apXMBHOro ()OHAA B apXMBE OpPraHU3ALMH SIBISETCS COBOKYIHOCTb apPXHBHBIX
JOKYMEHTOB WJIH OTJACJIBbHBIM JTOKYMEHT, OTHOCSAIIMECS K OJHOMY BOIPOCY
NeSTEIbHOCTH OpraHU3aluy (Janee - eIMHUIA XPaHEHHUS).

2.10. EnuHunel XpaHeHHs! JOJDKHBI OBITh CHUCTEMATHU3MpPOBAaHbI, BHECEHBI B
OIKCHU U O(POPMIIEHBI B NOPSIIKE, 00ECIIEUNBAIOLIEM YUET, IOUCK U UCTIOJIb30BAaHUE
apXUBHBIX JIOKYMEHTOB.

2.11. EnuHunel XpaHeHUs apxXuBHOro (OHIA CHCTEMATU3UPYIOTCS B
COOTBETCTBHHM CO CJIEAYIOIMMH IIPU3HAKAMU:

CTPYKTYpPHBI  (IPUHAJIEKHOCTh E€OUHHUI] XPAaHEHHUS K CTPYKTYPHBIM
NO/Ipa3IeNICHUsIM OpraHu3alim);

XPOHOJIOTMYECKHUH (10 MepruoiaM WK JaTaM, K KOTOPbIM OTHOCSITCSI € AMHUIIbI
XpaHEeHUs));

(YyHKUMOHANBHBIA, OTPACIEBOM, TEMAaTUYECKUH, MPEIMETHO-BOMPOCHBIN (C
ydyeToM (QYHKUMA OpraHu3alMi, TEM WIA BONPOCOB, KOTOPBIX Kacaercs
COJIep>KaHUE €IMHULL XPAHECHHUS);

HOMHUHAQJIBHBIA (MO  JENOMpPOM3BOJICTBEHHOW  ¢dopMe - BUAAM U
Pa3HOBUIHOCTSIM JIOKyMEHTOB);

KOPPECHOHJEHTCKUI (IO OpraHuM3alusiM, B pe3ylbTarTe IEepenucKu C
KOTOPBIMU 00pa30BaIUCh €MHUIIBI XPAaHEHMS);

reorpaduueckuii (B COOTBETCTBHUM C ONPEICICHHBIMH TEPPUTOPHUSIMH,
HACEJICHHBIMH MyHKTaMHU U JAPYTUMHU reorpaduueckuMu 00beKTaMu, ¢ KOTOPBIMU
CBSI3aHO COJEpKaHNE JOKYMEHTOB, aBTOPbI, KOPPECIIOHAEHTHI);

aBTOpPCKMM (MO Ha3BaHWSAM OpraHu3auuid Wik (QamMuwiusM  TrpaxiaaH,
SBJISIFOIIMXCS] ABTOPAMU JJOKYMEHTOB).

2.12. ]JIoKyMeHTHI, BOIIEAIINE B OOBCAVMHEHHBIH AapXUBHBIM (HOHI,
pacrnosiararotcsi 1o 3HaYMMOCTH (POHI000pa3zoBaTesnield, M0 XPOHOJIOTUU CO3/IaHus
JIOKYMEHTOB, 10 an(aBUTy Ha3BaHUM W APYyruM Npu3HakaMm. B mpenenax Kaxaoro
dbonzaa, Bomeanero B 00beAUMHEHHBIN apXUBHBIA (HOH, TPUMEHSIOTCS PUHIUIIBI
CHUCTEMAaTH3alluM, BBIOOP KOTOPBIX OINPEACISAETCS XapakTepoM JesSTEIbHOCTH
KOHKPETHBIX OpraHu3aluii, COCTaBOM U 00EMOM JIOKYMEHTOB.

2.13. Cucrematuzaiusi JOKYMEHTOB apXWBHON KOJUICKIIMUA OMpPEAeIIsIeTCs
TEMATUKON U COCTaBOM JIOKYMEHTOB.

2.14. CoxpaHHOCTb JOKYMEHTOB B apXMBE OpraHu3alu 00ecredrBacTCs
KOMIUIEKCOM MEPOMPUSITHIA MO CO3AaHUIO0 HOPMATHUBHBIX YCIOBH, COOJIIOIEHUIO



HOPMATUBHBIX PEKUMOB M HaJJIeKAIIEH OpraHuU3alMd XPaHEHUsS JTOKYMEHTOB,
UCKIIIOYAIONIMX XMIIEHUEe W YTpaTy M 0OecneuuBarouMxX MOJAJepKaHUue B
HOPMAaJIbHOM (DPU3UYECKOM COCTOSTHUU.

B xommiekc paboT mo 00ecnedyeHHI0 COXPAaHHOCTH JOKYMEHTOB apXuBa
OpraHu3alliy BKIIOYAOTCS:

peI0CTaBICHUE TTOMEILICHUS JIJIs1 pa3MEIICHUS] apXUBHBIX JIOKYMEHTOB;

oOecrieueHrne HOPMATUBHBIX YCIOBUN XpaHEHUSI IOKYMEHTOB;

BBITIOJTHEHHE TPEOOBAHMM K pa3MEIICHUIO JOKYMEHTOB B apXHUBOXPAHUIIHUIIIC,

MPOBEPKA HAIMYHS U COCTOSIHUSI JOKYMEHTOB.

2.15. OOecneueHne HOPMATHBHBIX YCIOBUM XpaHEHUS JOKYMEHTOB
BKJIIOYAET:

OCHAII[EHUE APXUBOXPAHUJIUI CIICIIMAIBHBIM 000PYIOBaHUEM IJI1 XPaHECHUS
JIOKYMEHTOB;

o0opyoBaHue MOMELIEHUS apxuBa OpraHu3aluu CpeACTBaMU
MOKapOTYLIECHHUSI, OXPAHHOM U MOKAPHOW CUTHAJIU3AIUEH;

cOOJII0/IeHNE TTPOTHUBOIIOKAPHOTO PEKUMA,

cOOJII0/IEHE OXPAHHOTO PEKUMA;

CO3/IaHHE€ HOPMATHUBHBIX TEMIIEPATYPHO-BIAXKHOCTHOTO, CBETOBOTO PEXUMOB,
MPOBEJCHUE CAHUTAPHO-TUTUEHUYECKUX MEPOTIPUSITHUI.

2.16. ApxuB opraHuzalnuu pa3MElIaeTCs B CIEHHAIBHO MOCTPOCHHBIX WU
MPUCIIOCOOJICHHBIX JJISI XpaHEHUsI JIOKYMEHTOB 3JIaHUSIX WU B OTIEIbHBIX
MOMEIIEHUSIX 3aHUs.

B apxuBe opranuzanuu J0JKHBI OBITh MPETYCMOTPEHBI:

apXUBOXPAHUIIUILIE;

MOMEIIEHUE JIJIs PUeMa, BPEMEHHOTO XpaHEHUsI IOKYMEHTOB;

MOMEIIEHUE Il MCIOJIb30BaHUSl JOKYMEHTOB (YUTAIBHBIM 3aJl, y4acTOK
BBIJIA4YU JOKYMEHTOB ¥ MH(POPMAIIMOHHO-TIOUCKOBBIX CPEJICTB);

paboune KOMHAThl COTPYJAHHKOB apXWBa OPraHU3allMd, KOTOPBIC IOJIKHBI
OBITh M30JIUPOBAHBI OT MMOMEIIECHUH, TJIe XPAHATCS APXUBHBIC IOKYMEHTHI.

He pnomyckaercs pa3menieHMe apxvBa OpraHu3alMd B TMOABAJIbHBIX U
YepAavyHbIX TOMENIEHUSX.

2.17. ApXWBOXpaHWIHINEC JODKHO OBITh YyAQJIEHO OT Ja0OpaTOPHBIX,
MPOU3BOJICTBEHHBIX, OBITOBBIX TIOMEIICHHWA W HE UMETh OOIMUX C HUMH
BEHTWISIMOHHBIX KaHAJOB. ApPXMBOXPAHWIHILE OTACISIETCS OT COCEIHHUX
MOMEIIEHUM HECTOpaeMbIMH CTEHAMM W  TEPEKPBITUAMH ¢  TIpejeiamMu
OTHECTOMKOCTH HE MEHEee JIByX 4YacoB. B apXuBOXpaHWJMINE HE JOMYCKAeTCs
MPOKJIaJKa TPyO BOAOCHAOXKEHUS U KaHATM3AIlU1, TEXHOJIOTHYECKUE TN OBITOBBIC
BBIBO/IbI BOJIbI.

2.18. Ilpm pa3menieHMd apxXUBOXpPAaHWIWINA B  CHEIUAJIBHOM  WJIHU
MPUCTIOCOOJICHHOM  3[JaHWM  TpeAnodreHre  (Ipu  PaBHBIX  TEIJIOBBIX
XapaKTepUCTHKAX) OT/IA€TCSI TOMEUIEHUSM C CEBEPHOI OpUEHTAIIMEN OKOH.

Marepuainbl NOKPBITUS CTEH, IOJOB, IOTOJKOB, BHYTPEHHEH apmaTypbl
aApXWBOXPAHWIUIIA, PUMEHSIEMbIC TIPH M3TOTOBJICHUH OOOPYIOBAaHUSI U CPEICTB
XpaHEHUs AapXUBHBIX JIOKYMEHTOB, HE€ JIOJDKHBI BBIICNATH ArpeCCUBHBIC
XUMUYECKHE BEIECTBA U OBITh UCTOYHUKOM TIBLIH.



2.19. ApXUBOXpaHUIUIIE JIOKHO UMETh €CTECTBEHHYIO WM HUCKYCCTBEHHYIO
BEHTWISILIMIO, OOECHEUYMBAIOIIYI0  PELUUPKYJSLUI0  BO3AyXa, CTaOMIBHOCThH
TEMIIEpaTypPHO-BIAKHOCTHOTO PEXKMMA, OUYUCTKY BO3/1yXa OT IIBUIA U arpeCCUBHBIX
npUMeceld, a TaKKe OTBEYaThb COBPEMEHHBIM TpPEOOBaHUSIM KOMIIAKTHOCTH U
HKOHOMHUYHOCTH.

ApPXUBOXpAaHWIHILE JOJDKHO HMMETh BBIXOABl K JU(PTaAM M JIECTHUYHBIM
KJIETKaM.

2.20. ApxuBoxpaHwiuiia (32  UCKIIOYEHHUEM apXUBOXPaHUJINILI,
pacnoJiararoluxcsi Ha OXpaHsAEMOM TEPPUTOPUH) OOOpPYAYIOTCS ABEPSIMU C
IIOBBIIIEHHOM TEXHUYECKOM YKPEIUIEHHOCTBIO IPOTHUB BO3MOYKHOIO B3JI0MA,
OCHAILIEHHBIMU 3aMKaMH MOBBIIMIEHHONW CeKpeTHOCTH. OKHAa MOMEIIEHU NEPBOro
3Taka JIOJKHBI OBITh 000PYA0BaHBI 3aTUPAOIIMMUCS pereTkamu <1>.

<1> [Moamynktsl 2.11.1.1 - 2.11.1.2 mynkTa 2.11 IIpaBun xpanenus.

2.21. Bce nmocTtynaromue B apXuB OPraHU3alMU JOKYMEHTHI Pa3MeEIatoTcs B
apXMBOXPAHWIIMINAX HA CTAIIMOHAPHBIX W/MIMA TEPEIABMKHBIX METAJNIMUECKUX
CTeJUTaKaX, B METANIMUECKUX IKadax Wi KOHTeHHepax.

Cremnaxxd JOMKHBI OBITh YCTAHOBJIEHBI TEPICHIUKYJISIPHO CTEHAM C
OKOHHBIMH TIPOEMaMH, a B TOMEIICHHUH 0€3 OKOH - C Y4eTOM OCOOCHHOCTEH
noMemieHus: u obopyaoBanHus. He gomyckaercss pasMmelieHue CTeiUiaxein
BIUIOTHYIO K HAPY>KHBIM CTEHAM 3/IaHHS U K UICTOYHUKAM TeIIa.

PaccranoBka cremaxkeid u mkadoB OCYIIECTBISETCS B COOTBETCTBUM CO
CJICAYIOIUMU TPEOOBAHUSAMMU:

pPacCTOsIHUE MEXIY psiiaMH cTelulake (TJIaBHBIA Mpoxoxa) - He MeHee 120
CM;

paccTosiHue (MPOXO0/) MEXKY CTeJIJIaKaMu - He MeHee 75 cM;

pAacCTOSIHUE  MEXKJY  Hapy>KHOWM  CTEHOM 3JaHhsl W CTEJUIaXKaMHu,
NapajiyIeIbHBIMU CTEHE - HE MEHEE 75 CM;

pacCTOsTHUE MEXIY CTEHOW M TOPIOM CTeuiaxka win mkada (00xom) - HeE
MeHee 45 cM;

pPacCTOsTHUE MEXIy MOJIOM UM HUXKHEH MOJKoM cremaxka (mkada) - He MeHee
15 cM, B HOKOJBHBIX dTa)Kax - He MeHee 30 cm <>,

<1> [Moamyukt 2.11.3 nynkra 2.11 [IpaBun xpaHeHus.

2.22. 1IpOoTHBONOKAPHBIA PEXKUM B 3IaHUSIX, TJE€ Pa3MEIIACTCA apXHB
OpraHu3alvid, U B apXUBOXPAHWIMINAX YCTAHABIMBAETCS B COOTBETCTBUHU C
HOPMATUBHBIMH TpaBOBbIMU akTaMu Poccuiickoit ®enepanuun B 00JacTH
MO’KapHO# 0€30MacHOCTH.

2.23.  OxpanHbplii pexuMm oOecreuuBaeTcss IMyTeM  00OpYJOBaHMS
apXMBOXPAHWIMIL, a TAKXKE APYTUX IOMELIEHUU, II€ MOCTOSHHO WJIA BPEMEHHO
XpaHATCS apXHBHBbIE JIOKYMEHTBHI, CPEICTBAMHU OXpPaHbI, OOECHEUYUBAIOIINMU
KOHTPOJIb JIOCTYIa B apXUBOXPAHWIHUIIE M MOMEIIEHUS apXuBa, U COOJIIOIEHUEM
IOPSIAKA CAAYM NOJ OXPAHy U CHATHUSA C OXPAaHbI, YCTAHOBICEHHOIO PYKOBOAUTEIEM
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OpraHu3alyu.

B cnywae BbIJauM apXMBHBIX JIOKYMEHTOB BO BPEMEHHOE IOJIb30BAaHUE I10
3ampocaM TOCYAapCTBEHHBIX OpPraHOB, OPraHOB MECTHOTO CaMOYMPAaBIICHUS WU
OpraHu3alliii BBIHOC W3 3JaHUS apXuBa WIM 3JaHHUsS OpPTaHU3alUU apXUBHBIX
JIOKYMEHTOB Pa3pellaeTcsi TOJBKO MO CHENUaIbHBIM MPOITyCKaM.

2.24. ApXUBHBI€ IOKYMEHTHI CII€IYET XPAHUTh B TEMHOTE.

Bce Buabl paboT ¢ JOKyMEHTaMU JOJIKHBI MPOBOAUTHCS MPU OTPaHUYEHHBIX
WJIU TEXHOJIOTUYECKH HEOOXOIUMBIX YPOBHSIX OCBEIICHUS.

3ammTa JOKYMEHTOB OT JIEMCTBUS CBeTa OOECHEUYMBACTCS XPaHCHHUEM
JIOKyMEHTOB B KOpOOKax, Mamkax W TeperuieTax, B mKkadax WIA Ha CTeliakax
3aKPBITOrO THUIA.

EcrecTBeHHOE OCBEIIEHHE B apXWBOXPAHWJIUIIE JOMYCKAETCS MPH YCIOBUU
NPUMEHEHUSI Ha OKHAaX CBeTopaccewBaTeied, 3allUTHBIX (UIBTPOB, IITOP,
YKAJTI03M, HAaHECEHHBIX HAa CTEKJIO TMOKPHITUU. J[JI1 MCKYCCTBEHHOTO OCBEIECHUS
NPUMEHSIOTCSL  JIaMIIbl HaKajJWBaHUA B 3aKPBITHIX IUIAQOHAX C  TIAIKON
MOBEPXHOCTHIO.

YpoBEeHb OCBEIICHHOCTM B [JWANa30HE BHUJIUMOTO CIEKTpa HE JIOJHKEH
MPEBBINIATH: Ha BEPTUKAJILHON MOBEPXHOCTH CTEJIaXka, Ha BBICOTE OJHOIO0 METpa
ot nona - 20 - 50 mokcoB, Ha pabounx cronax - 100 mokcoB <1>.

<1> [loamyHkr 2.11.2.4 nynkTta 2.11 IlpaBui xpaHneHus.

2.25. B apxuBOXpaHWIMUIIE [JIs1 XPAHECHHS JOKYMEHTOB YCTaHABIMBAIOTCS
CHEYIOIINE TapaMETPhl TEMIIEPATYPHO-BIAKHOCTHOTO pexxuma: <1>

<1> [Moamyukr 2.11.2.3 mynkTta 2.11 IlpaBun xpaHneHus.

JUTsI XpaHEeHUs TOKYMEHTOB Ha OyMa)KHOM HOcuTese - Temrepartypa 17 - 19
°C, OTHOCHTENbHAsS BIAXKHOCTH Bo3ayxa - 50 - 55%;

JUISL JOKYMEHTOB Ha MarHUTHBIX IUCKaX M JUCKOBBIX HakomuTesx - 8 - 18 °C
u 45 - 65%;

JUTSI IOKYMEHTOB Ha onTtrueckux auckax - 10 - 23 °C u 20 - 50%);

JUTSI IOKYMEHTOB Ha KHUHOTUJICHKE:

C HUTPOOCHOBOHM - 4epHo-Oenbie: Temmeparypa He Bboimie 10 °C, 1BeTHBIE:
TeMmneparypa He Bbie -5 °C;

c Oe3omacHOl OCHOBOM - uepHO-Oenbie: Temieparypa He Beime 15 °C,
LBETHBIE: TEMIIEpaTypa He Bhile -5 °C;

1151 GOTOOKYMEHTOB:

yepHo-0erble - TemnepaTypa He Bhiiie 15 °C;

LIBETHBIE - TeMIepaTypa He Bbiiie -5 °C.

OtHOCHUTENbHAST  BIAXHOCTh BO3/AyXa, HeoOXoaumas Uil  XpaHEHUS
JIOKyMEHTOB Ha KHHOTUICHKE U (POTOJOKYMEHTOB, cocTaBisieT 40 - 50%.

2.26. B apXMBOXpaHWIHILE C HEPETYIUPYEMBIM KIMMATOM JOJDKHBI
OCYIIECTBIIATHCS MEPONPHUATHS 0 ONTUMHU3AINH TEMIIEPaTypPHO-BIAKHOCTHOTO
pekrMa C TMPUMEHEHHEM OTOIUICHUS W TMPOBETPUBAHUSA TIOMEIICHUM, a TaKkKe
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MEXaHUYECKUX CPEJACTB YBIAXKHEHHS WIM OCYILIECHHS Bo3ayxa. Pe3kue xonedaHus
(ce30HHBIC U B TEUEHHE OJHUX CYTOK) TemrepaTypsl (+/- 5 °C) u OTHOCUTENIbHON
BJIAXXHOCTH Bo3ayxa (+/- 10%) He momyckarorcs.

[Ipu anuTensHOM HapyHIEHUH TEMIEPaTypHO-BIAKHOCTHOTO pekuma (0T 3
CYTOK U 0o0Jjiee), COMPOBOXKAAIOIIEMCSI TTOBBIIIEHUEM OTHOCUTEIBHOUN BIIaKHOCTH
Bo3ntyxa 710 70 - 90%, npuHUMAIOTCS MEPHI IO €T0 HOpMaIU3aluu (MHTEHCUBHOE
MIPOBETPUBAHKE, OCYIICHUE aPXUBOXPAHWINILIA).

TeMneparypHO-BIQKHOCTHBIM PEXKUM KOHTPOJIUPYETCS MYyTEM PETYJISIPHOTO
WU3MEPEHUS TeMIEPaTypbl U OTHOCUTEIBHOM BIAXKHOCTH KOMHATHOTO U HAPY>KHOTO
BO3/IyXa B OJIHO U TO K€ BpeMs: B KOHAUIIMOHUPYEMBIX MTOMEIICHUSIX - HE pexe |
paza B HEAEN0; B AapXUBOXPAHWIMINAX, HE OCHAIIEHHBIX CHCTEMOU
KOHJIUIIMOHUPOBAHUSI BO3JyXa - 2 pa3a B HEJENI0; IPU HapYyIICHUSAX pexuma - 1
pa3 B CyTKHU.

[lokazaHusi KOHTPOJIBHO-U3MEPUTENIBHBIX TMPUOOPOB  (UKCUPYIOTCS B
PETUCTPALlMOHHBIX KYypHAJIaX, B KOTOPBIX TaKXKE OTPAKAIOTCA IPOBEPKA
MPaBUIBLHOCTH TOKa3aHUN MPUOOPOB W MEPHI, MPUHSATHIE IO HOPMAIU3AIUU
TEMIEPATYPHO-BIAXKHOCTHOTO PEXKUMA B CIIy4asix €ro HapylICHHUs.

[Ipy Hanuuuu B 31aHUM apXHBa IEHTPATU30BAHHOW CHUCTEMBbI OOECreYeHUs
COOJTIOJICHUS] TEMITEPATyPHO-BIKHOCTHOTO PEKUMA B TIOMEIICHUSX, TJI€ XPAHSTCS
JIOKYMEHTBI, KOHTPOJIb 32 €r0 COOJIOJICHUEM OCYIIECTBISIETCS B aBTOMATUYECKOM
pexKUME.

2.27. lloMelieHnsa apxuBa OpraHu3alvy JOJKHBI COAEPKAThCS B YUCTOTE, B
YCJIOBUSIX, MCKIIOYAIONIUX BO3MOXKHOCTb TIOSIBJICHUSI TUIECEHHU, TPHI3YHOB,
HACEKOMBIX, MbUIM. B MOMENmeHusIxX apXuBOXpaHWIMI JOJDKHA OBITh oOecrieyeHa
CBOOOHAs LU PKY SIS BO3/lyXa, UCKJTIOYaoIIas o0Opa3oBaHue
HEMPOBETPUBAEMBIX 30H, OMMACHBIX B CAHUTAPHO-OMOJIOTUUYECKOM OTHOIIICHUH.

B nmomeneHusx apXuBOXpaHWIUI] HEOOXOIUMO:

IIPOBOJIUTH CUCTEMATUYECKYIO BIAKHYIO YOOPKY;

HE peXe OJHOTO pa3a B TOJl NPOBOAUTH OOECHBUIMBAHHE KOPOOOK C
JIOKyMEHTaMHu, MKadoB, CTEIUIAKENH;

oOpabaTbiBaTh  IIOKOJIbHBIE  YacTH  CTEJJIaXKeH,  TOJbl,  IUIMHTYCHI,
MOJOKOHHUKHU BOAHBIMU PAaCTBOPaMU aHTUCEIITUKOB.

2.28. [Ia pa3a B roja (B Hayajie U MO OKOHYAHUU OTOMHUTEIHLHOIO CE30HA)
JIOKYMEHTBI U TIOMEIIEHUs] apXWBOXPAHWJIUII] TOJABEPTatOTCA 0OCJIEI0BaHUIO ISt
CBOEBPEMEHHOTO OOHApy»XEHUsI HACEKOMBIX M IuieceHu. [lpu oOHapykeHUH
OMOJIOTMYECKUX BpEeAUTEICH MPUHUMAIOTCS CPOYHBIE MEphl MO AC3UMH(EKIUU U
JIE3UHCEKIIMN JIOKYMEHTOB U TOMEIICHUN CHJIaMd PaOOTHUKOB apXuBa, a IpHU
HEO0OXOJIMMOCTH - CUJIAMHU COOTBETCTBYIOIIUX CITYKO.

2.29. B apXMBOXpaHWJIMILE 3aMpeliacTcs HAaXOAUTHCS B BEPXHEU OACKIE,
MOKpPOW ¥ Tps3HOW OOYBH; XPaHUTh MOCTOPOHHUE MPEAMETHI, UMYIIECTBO H
o0opya0BaHUE, YIIOTPEOISATH MTUIIEBHIC MPOIYKTHI.

2.30. OOs3aTenbHBIMUA YCIOBUSIMU XPAaHEHUS JJIEKTPOHHBIX JOKYMEHTOB
SBJISIFOTCSI:

Halliyue B apXWUBE OpraHU3allMd HE MEHEE JIBYX HSK3EMIUISIPOB KaxI0il
CAVHUIIBI XPAaHCHUS DJICKTPOHHBIX JTOKYMEHTOB (OCHOBHOW u  pabouwmii



HK3EMILISPHI JOKHBI HAXOUTHCS Ha Pa3HbIX (PU3MUECKUX YCTPOUCTBAX);

HaJINYUe TEXHUYECKUX U MPOrPAMMHBIX CPEACTB, MPEIHA3HAUCHHBIX JIJIs
BOCIIPOU3BEICHUS, KOMUPOBAHMS, TME€PE3ANUCH  BJICKTPOHHBIX  JTOKYMEHTOB,
KOHTPOJIs1 (PU3UYECKOTO U TEXHUUYECKOTO COCTOSIHUS;

o0ecrieueHre pekuMa XpaHeHUs! SJIEKTPOHHBIX JIOKYMEHTOB, UCKIIOYAIOIIErO
yTpaTy, HECAHKIIMOHMPOBAHHYIO PACCBUIKY, YHUYTOXKEHHE WA HCKaXKEHUE
nHpopMaruu.

2.31. Ileperaya TEKCTOBBIX IEKTPOHHBIX TOKYMEHTOB JUIsl XPAHEHUS B apXUB
OpraHu3alliy, SBISIIONIEHCS MCTOYHMKOM KOMILIEKTOBAHHS TOCYIAPCTBEHHOIO H
MYHHIIMIIAJIBLHOTO apXuBa, ocylecTsiseTcs B popmate PDF/A.

2.32. B nensix obecrnieueHus: XpaHEHHsI, y4€Ta U UCIOIB30BaHUS IIEKTPOHHBIX
JIOKYMEHTOB, HAaXOJAIIMXCS HAa XPAaHEHUWU B AaApPXUBE OPraHU3alUHd, TOJLKHO
MPOU3BOJAMUTHCS CHUHXPOHHOE HW3MEHEHUE MPOTrpaMMHO-AIapaTHOW Cpelbl B
OpraHu3allid M B apXWBE OpraHU3allMH, A TAaK)KE€ CBOEBPEMEHHAs IEpe3anuch
AJIEKTPOHHBIX aPXHUBHBIX JOKYMEHTOB Ha HOBbIE HOCUTEHN U B HOBBIE (DOPMATHI.

B nponecce XxpaHeHuUs1 3IEKTPOHHBIX TOKYMEHTOB B apXHMBE OpPraHU3alUN HE
pexe OIHOTO pa3a B 5 JIeT MPOU3BOAUTCS TEXHUYECKUN KOHTPOJIb (PU3UUECKOrO
COCTOSIHASL HOCHUTENEW JJEKTPOHHBIX JOKYMEHTOB U  BOCIPOU3BOJMMOCTH
AIIEKTPOHHBIX TOKYMEHTOB.

B ciyuae ecii npH OCYHIECTBIEHUM TEXHUYECKOIO KOHTPOJS YCTAHOBJICHBI
U3MEHEHUS (PU3UYECKOr0 COCTOSIHUS HOCUTENEH 3JIEKTPOHHBIX JOKYMEHTOB, apXHB
OpraHu3allid [0 PELICHUIO PYKOBOAMUTENS OpraHu3aliu JODKEH MPOBOAMTH
paboTy MO Mepe3anucu IEKTPOHHBIX IOKYMEHTOB HAa HOBbIE HOCUTEINH.

[Ipu u3meHeHuun QopMaTroB B pe3yibTaTe MNPeoOpa3oBaHUs MPOrPAMMHO-
annapaTHOW Cpelbl, YXYAIIEHUsS BOCHPOU3BOJMMOCTH 3JEKTPOHHBIX JOKYMEHTOB
apXvMB OpPraHU3alMK [0 PELIEHUI0 PYKOBOJWTENS OpraHu3aluu JO0JDKEH
IPOBOAUTH PabOTy MO MEPEe3anucH JIEKTPOHHBIX TIOKYMEHTOB B HOBbIE (DOpPMATHI.

IIpu ocymiecTBiIeHUH Mepe3anucH JOHKHA ObITh oOecriedeHa ayTeHTUYHOCTD,
MOJIHOTA, JTOCTOBEPHOCTh, ILEJIOCTHOCTh W HEU3MEHHOCTh HH(pOpMaluy,
coJiepKallleicsl B 3JIEKTPOHHBIX JOKYMEHTAX.

TekcToBbIE JIEKTPOHHBIE JTOKYMEHTHI, IMOABEPIILUECS MEPE3ANCH B HOBBIE
dbopmaTtel W/WIM HAa HOBBIE HOCHUTENH, JOHKHBI OTBEYATh TPEOOBAHMSIM,
YCTaHOBJICHHBIM IMYHKTOM 2.3 1 Hacrosmux [IpaBui.

2.33. Jlns oOmepatMBHOTO JOCTyna K DJJIEKTPOHHBIM JIOKYMEHTaM B
CIPABOYHBIX M TOMCKOBBIX WEJISAX B apXuBe co3aaercss (GOHJA MOJIb30BAHUS
AIIEKTPOHHBIX TOKYMEHTOB.

2.34. Bce nocTynamuye B apXyMB OpraHU3alid JOKYMEHTBHI pa3MenialoTca B
apXMBOXPAHWJIMIIAX HA CTEJUIAXaX WU B IKadax B MOPSAIKE, COOTBETCTBYIOIIEM
OMUCSIM JIeJl, JOKYMEHTOB. JIOKyMEHTBI, TeMIlepaTypHO-BIQKHOCTHBIN pPEXUM
XpaHEHUs]  KOTOPBIX  pa3IMu€H, JOJDKHBI  pa3MeniaTbCsi B Pa3HbIX
apXUBOXPAHUITUIIIAX.

2.35. Hoxymentsl ApxuBHoro ¢onma Poccuiickoit deneparuu u Ipyrue
apXUBHBIE JIOKYMEHTHl JOJDKHBI XPaHHUTBbCS B KOpPOOKax WM Markax,
U3TOTOBJICHHBIX U3 O0€3BpEAHBIX JJIsl IOKYMEHTOB MaTEPHAJIOB.

DONEeKTpOHHBIC JOKYMEHTHI Ha (U3UYECKH O0O0O0COOJICHHBIX HOCHUTEISIX



pa3MenarTcs OTAEIBHO OT APYTUX JOKYMEHTOB.

Ha kopoOKkM NpHUKIEUBAIOTCS SPJBIKM, HA KOTOPBIX YKa3bIBAIOTCSA: HOMED
(doH1a, HOMEp ONUCH U KpallHuEe HOMepa JIeNl, pa3MEIICHHbIX B JaHHON KOpOOKe.

[lopsimok pa3MelleHHsT YCTaHABIMBACTCA B 3aBUCUMOCTH OT PAaCCTOSHUSA
MEXy TMOJKaMHu, (U3UYECKOTO COCTOSIHMS [, a TakKe OT TBEPAOCTH WIIU
MATKOCTH neperuiera. Jlema, MMeEomue TBEPABIA MEPEINIeT, YCTaHABIMBAKOTCS
BEPTUKAIIBHO; C MATKUM IIEPEIIETOM HUJIM HENIEPEIUIETEHHBIE - TOPU30HTAIIBHO.

KopoOku He T0KHBI BBICTYIIATh 3a MPEJENbl MOJIOK CTEIUIAKEH.

He nmomyckaercsi XxpaHeHHE JOKYMEHTOB B TPAHCIIOPTHOW Tape, B IITA0ENsX,
Ha 10J1y, TIOJOKOHHUKAX, JIECTHUYHBIX IJIOMAJKAX U APYTHX HE MPEIHA3HAYEHHBIX
JUISL XpaHEHUs1 JOKYMEHTOB MECTaXx.

2.36. Bce momenieHusi apxuBa OpraHU3allMU, a TakXKe CTEJIaxu, IIKadbl,
KOHTEHUHEPBI, MOJIKK HyMepyroTcs. CTemnaxu, IKabl U KOHTEHHEPBI HYMEPYIOTCS
B KOKJOM ApXUBOXPAHUJIMIIE CJIEBA HAIpaBO OT BXOJHOM JBEpH, a IOJKHA Ha
CTeJUIaXkax - o mKadaM CBepXy BHHU3, CJIEBa HAIPaBo.

237. B memax oONpeneneHWss MecTa  XpaHEHWs  JIOKYMEHTOB B
aApXUBOXPAHWIHUIIE COCTABJISAIOTCS TONOrpaduuecKkrue ykas3aTelu: MOCTeNIaKHbIe
(npunoxkenne N 1), a mpu OonpiioM KonudectBe (GOHAOB - MOGOHIOBHIE
(mpunoxenue N 2).

2.38. W3MmeHeHUs, NPOUCXOIALIME B pa3MELIEHUH JOKYMEHTOB, JIOJKHBI
CBOEBPEMEHHO OTPaXXAThCS B TONMOIPAPUUECKUX YKa3aTESIX.

2.39. B xozxe mpOBEPKM HAIMYMS M COCTOSHUSI APXUBHBIX JOKYMEHTOB B
apXvBe OpraHu3aluu:

yCTaHaBIMBaeTCad (PAaKTUUECKOE HAJUYHMe €IUHULl XPAHEHUS U COOTBETCTBHE
YYETHBIM JOKYMEHTAaM;

BBISIBJIAIOTCS] M YCTPAHSIOTCSI HEIOCTATKU B YUY€TE TOKYMEHTOB;

BBISIBJISIFOTCS] OTCYTCTBYIOIIME TOKYMEHTBI U OPTaHU3yETCsl PO3BICK;

BBISIBJISIFOTCSL M YYUTBIBAIOTCSI IOKYMEHTHI, TpeOyrouue mpoduaakTu4ecKon
W/WJU peCTaBpalluOHHO-TIPOPUIAKTUYECKONH 00pabOTKH.

BbIsSBASIOTCS M YUUTBIBAIOTCS DJIEKTPOHHBIE JOKYMEHTBI, TpeOyromue
Iepe3alicyl Ha HOBBIE DJJIEKTPOHHBIE HOCHUTENM, IPOBOJUTCA KOHTPOJIb
(GU3MYECKOTO M TEXHUYECKOTO COCTOSHUS EIUHHI] XPaHEHHsI, OCYILECTBIISETCS
IIPOBEpPKA HA HAIMYUE BPEJOHOCHBIX KOMITBIOTEPHBIX IPOTPAMM.

2.40. ITpoBepka HaIMYUSI M COCTOSIHUS TOKYMEHTOB Ha OyMa)KHBIX HOCUTEISIX
MPOBOJUTCA B apXuBE OpraHU3allMd KOMHUCCHEW WJIM HE MEHEee YeM JABYMs
pabOTHHKaMU HE peke 0AHOro pasa B 10 JieT, 3JIeKTPOHHBIX JOKYMEHTOB - HE pexke
OIHOTIO pa3a B S JIET.

2.41. llpm mnOpoBepke HAIMYMS M COCTOSAHUS JIOKYMEHTOB B apXHBE
OpraHu3aIi HEOOXO0IUMO:

COXPAHATh MOPSAJOK PACIOJIOKEHUS JOKYMEHTOB Ha CTeJUIakax, B mKadax u
KOHTElHEpaX B COOTBETCTBUM C TONOrpapuueckuMH ykazaTensamu. [lpu
U3MEHEHUU  pACIHOJIOKEHUs  JIel1  HEOOXOJUMO  CBOEBPEMEHHO  JelaTh
COOTBETCTBYIOIME 3aMMCH B TOMOTpaduUIeCKNX yKa3aTemsx;

MOMENIaTh HAa MECTa HAJJIEKAIIEro XpaHEHUs OOHApyKEHHbIE BO BpeMs
IIPOBEPKHU HEMPABWIBHO PA3MELEHHBIE €IMHULIBI XPAHEHUS;



U3bIMATh C MOCJIEAYIOIIEH H30JSIUEN TOKYMEHTBI, 3apaKEHHbIE IJIECEHBIO
WIN JPYTUMU OHMOJOTHYECKUMH BpEAUTENAMHU (ISl JOKYMEHTOB Ha OyMaKHOM
HOCHUTEJIE);

U3bIMAaTh E€IWHMIBI XPAHEHUS DJJIEKTPOHHBIX JIOKYMEHTOB, COJEpKaIIUe
BPEIOHOCHBIE ~ KOMIBIOTEPHBIE  MPOTrpaMMBbl, IOMEIIATh HA  CHEUUAIBHO
BBIJICJICHHYIO TMOJIKY (B SAIIMK) JJISI OCIIEAYIONeH 00paboTKu;

U3bIMaTh U Pa3MEIIATh BCIE 32 YUYTCHHBIMU JI€J1a, HE BHECEHHBIE B OIIKCH.

BHeceHne BBISBICHHBIX B XOJ€ NPOBEPKH HEYUYTEHHBIX JEJI B OIUCH
3ampemaercs. HeyuteHHele ena moanexar oOpaOOTKE M OMUCAHHUIO TOCTe
3aBEPILIEHUS TPOBEPKHU.

2.42. IlpoBepka HanM4Usl U COCTOSHUA JOKYMEHTOB IPOBOJUTCS IyTEM
CBEPKHU OMUCATENbHBIX CTATEN OMUCH C OMMCAHUEM JIe] Ha 00JI0KKaX.

Du3nYeCcKoe COCTOSIHHE JIEN ONPEACIIAETCS IyTEM BU3YaJbHOTO TPOCMOTDA.

JlenaTp Kakue-1uO0 MOMETKU WM 3alUCH B OMMCSX J€1 U JAPYTUX YUYETHBIX
JOKyMEHTax 3amnpemaerca. B KOHIE KaXIoi MPOCMOTPEHHON OIMCH JEJIaeTCs
3anuchk "[IPOBEPEHQO" ¢ ykazanueM HOMepa W JaThl aKTa MPOBEPKU HAJTUYUS U
COCTOSIHUSL TOKYMEHTOB.

2.43. TIpoBepKka HaIU4UsI U COCTOSIHHS TOKYMEHTOB CUMTAETCS 3aBEPILICHHON
IIOCJIE BHECEHMS] M3MEHEHHUM, BBISBICHHBIX IIPOBEPKOW, B YYETHBIE JOKYMEHTHI
apXuBa.

[lo pe3ynpraraM MpPOBEPKH COCTABISETCA aKT NPOBEPKH HAIUYUSA U
COCTOSIHUS apXUBHBIX JOKYMEHTOB (mpuioxkenue N 3). Ilpu oOHapyxeHUU
OLIMOOK B YYETHBIX JIOKYMEHTaX COCTABJISIETCS aKT O TEXHUYECKHUX OIIMOKax B
YYETHBIX JoKymeHTax (mpuiiokeHue N 4). B cnydae oOHapy»eHHs] TOKYMEHTOB,
HE OTHOCSALIUXCS K JTaHHOMY (POHJIly, apXUBY OpraHu3alii, HEYUTEHHBIX, TAKXKE
COCTaBJISICTCSI COOTBETCTBYIOIIMM akT (mpuiokeHue N 5). Yka3aHHbIE aKTbl
NOJANKCHIBAKOTCS UCHIOJHUTEISAMU U YTBEPKIAAIOTCA PYKOBOJIUTEIEM OpraHU3alun
WIM €0 3aMECTUTENIEM, KyPUPYIOIIUM JIESITEIbHOCTh apXHBa.

2.44. Ecnau mpoBEpPKOM HANWYUs U COCTOSIHHUS JIOKYMEHTOB YCTaHOBIIEHO
OTCYTCTBHE J€]1 U JOKYMEHTOB, OPIraHU3YETCSI UX PO3BICK.

Po3bICKk apXUBHBIX JOKYMEHTOB, HE OOHapy>KE€HHBIX B XOJ€ IPOBEPKH,
OpPraHU3yeTCsl C MOMEHTA BBISIBJIEHUSI OTCYTCTBHS U IIPOBOAMUTCS B TEUEHHE OJHOTO
roga. Ha nena, He oOHapyXeHHbIE B XOJA€ MPOBEPKU HAIUYHUS U COCTOSHHS
JIOKyMEHTOB, COCTaBIIIETCS aKT 00 yTpare JOKYMEHTOB (mpujoxkeHue N 6),
KOTOPBI paccMaTpUBAETCS SKCIEPTHOM KoMUccHed (LEHTpaJIbHOW SKCHEePTHON
komuccueit) (masee - DK (IIOK) opranuzanuu U yTBEp)KIAETCS PYKOBOJIUTEIEM
OopraHu3aluy wid ero 3amecturenieM. K akty npunaraercs crpaBka O MPOBEACHUU
pO3bICKa, MOArOTOBJIEHHAS W MOANMCAHHAS JUIOM, MPOU3BOAMBIIUM IMPOBEPKY.
AKT 00 yTpare JOKYMEHTOB TMpPEACTAaBISETCS B  COOTBETCTBYIOLIUN
rOCYJapCTBEHHBIM (MYHULIMNAIbHBIN) apXWB WJIH YHOJHOMOYEHHBIH OpraH
UCIIOJTHUTENIbHOM BiiacTu cyobekTa Poccuiickoit @enepaiiii B 001aCTH apXUBHOTO
Jiena Uil IPUHATHS PEeIIEHUs O CHATUU YTPAueHHBIX JIEJT C y4YeTa.

2.45. JlokyMEeHThl BBIJAIOTCS M3 AapXMBOXPAHWIMIIA HAa OCHOBaHUU
NMCBMEHHOIO pa3pelieHus PYKOBOIMTENS apXuWBa OpraHu3aludyd WIH  €ro
3aMeCTUTENIA (ECIIM apXUB SIBISIETCS YUPEKIECHUEM), PYKOBOAUTEIS CTPYKTYPHOIO



MOApA3AEICHUs OPTraHU3AINU:
pabOTHUKAM CTPYKTYPHBIX MOJIpa3/ieJICHUN OpraHu3allnu;

CylleOHBIM, MPAaBOOXPAHUTEIbHBIM U HMHBIM YIOJTHOMOYEHHBIM OpraHaM B
COOTBETCTBHHU C 3aKOHOJATENILCTBOM Poccuiickoin denepaunu;

WHBIM T0JIb30BATENSIM IO MUCbMEHHOMY 3asIBJICHHUIO.

JIOKyMEHTBI BBIJAIOTCS U3 APXUBOXPAHUIIUI] HA CPOK, HE TTPEBBIIAIOLINNA:

OJIHOTO Mecsilia - JIJIsl UCIOJIb30BaHUsI PAOOTHUKAMH OpraHU3AllMM U WHBIMU
MOJIb30BaTENSIMU;

IIECTHU  MECALEB -  CyINeOHBIM, MPABOOXPAHUTEIBHBIM U  HHBIM
YIOJITHOMOYEHHBIM OpTaHaM.

[IponsieHne yCTaHOBJIEHHBIX CPOKOB BBIJIaud JOKYMEHTOB JIOMYCKAae€TCs C
pa3pellieHus]  PYKOBOAMUTENS  OpraHv3allid Ha  OCHOBAaHUU  IHUCHbMEHHOIO
MOATBEPKACHUS TIOJIb30BaTeNii O COXPAHCHUW/OOECIEYEHUU COXPAHHOCTH
JIOKYMEHTOB.

2.46. Bplmauya TOKYMEHTOB W3 apXHWBOXPAHWIIWILNA PETUCTPUPYETCS B KHUTE
BbIJAUU Jie] U 0(hOpMIIIETCS:

3aKa30M (CIIykKeOHOM 3amMCcKON) Ha BbIIAvy JIe;

aKTOM O BbIJIau€ JIeJI BO BPEMEHHOE MOJIb30BAHUE - MPU BbIJAYE B CTOPOHHUE
opranuzanuu (npuioxenue N 10).

[Ipu TpaHCTOPTUPOBKE JE]T HA JIFOObIE PACCTOSIHUS 00€CTIEYNBAIOTCS MEPHI 110
OXpaHe U 3alUTe UX OT BO3JACHUCTBUS BPEAHBIX (DAKTOPOB OKPY>KAIOIIEH CPEIbI.

2.47. Boimauy NTOKYMEHTOB Ha OyMa)XHOM HOCHUTEJIEC U3 apXHWBOXPaHUJIUIIA U
MpUeM UX 00paTHO, B TOM YHUCJIE B CIydae HEOOXOIUMOCTH MOJUCTHYIO TPOBEPKY
HaJIM4Yusl U COCTOSIHUSL IOKYMEHTOB Tepe]] BblJjauel U3 apXUBOXPAHWIMINA U TIPU
BO3BpaTe, MPOU3BOAUT PAOOTHUK apPXUBOXPAHWIMIA B TPUCYTCTBUU JIUIIA,
MoJTy4aroniero (Bo3Bpaliaroiiero) ena.

BwmecTo BbIIaBaEéMBbIX U3 apXUBOXPAHWINIIA €AUHULL XPAHEHUS U OTIUCEH e,
JOKYMEHTOB JIOJDKHA pa3MellaThCs KapTa-3aMecTUTelNb Aena (rpuioxeHue N 7).
[Ipu BO3BpalleHUU Je€ja KapTa-3aMECTUTENIb M3bIMAETCS M XPAHUTCS B apXUBE
OpraHu3alliy 0 MUHOBAHHS HaJIOOHOCTH.

Jlena, BbIaBaeMble U3 apXUBOXPAHWIHINA, JOHKHBI UMETh apXUBHBIN mH)p,
MPOHYMEPOBAHHBIE JIUCTHI, JIMCT-3aBepUTENb JAena (mpuioxkenre N 8) W JIHCT
WCIIOJIb30BaHUs JOKYMEHTOB (npuiioxkeHue N 9).

[TonroroBka apXWBHBIX JIOKYMEHTOB K BbIJJau€ W3 apXHWBOXPaHWJIHUIIA
BKJIIOUAET:

BBIEMKY apXHBHBIX JJOKYMEHTOB;

CBEPKY apXHBHOTO IK(pa U 3arojJ0BKOB C OMUCHIO JIE]1, JOKYMEHTOB;

POBEPKY (PU3UUECKOTO COCTOSIHUS Jea.

OJIEKTPOHHBIC JIOKYMEHTHI BBIAAIOTCS M3 apXWBOXpaHWIMIA B BHUJIE
AJIEKTPOHHBIX KONMUH WM KOMuH Ha OymaxkHoM Hocutene. Ilpu HeoOxoaumocTH
3aBEpPEHUS KOMUU JIEKTPOHHBIX JOKYMEHTOB MCIOJIb3YETCSs AJIEKTPOHHAS TIOANKUCH
PYKOBOJUTENSI OpPTraHU3allMU WU YIIOJTHOMOYEHHOTO UM JIOJKHOCTHOTO JIUIA WIH
MPOU3BOAMTCS 3aBEPEHHE KOMMHM JOKYMEHTa Ha OyMaXHOM HOCUTEIE B
YCTaHOBJIEHHOM nopsiake (MyHKT 5.14 Hacrosamux [IpaBun).

2.48. JIOKyMEHTHI U3 apXUBOXPaHUIMIIA, KaK IPABUJIO, HE BBIIAIOTCA:



py HaIu4uu (OH/Ia TIOJE30BaHUS;

HAXOJISIUECS B HEYOBIETBOPUTEIBHOM (PU3NYECKOM COCTOSIHUMU.

2.49. B opra#uzaunuy JO0JKHBI OBITH pa3pabOTaHbl IUIaHBI KOHKPETHBIX
MEPONPUATUNA U IPYTHE HOPMATHUBHBIE JOKYMEHTBI, PETJIAMEHTHPYIOIIHE MTOPSIOK
paboThl B UpEe3BbIYANHBIX CUTYAIUAX, IPU BOZHUKHOBEHUH KOTOPHIX HEBO3MOXKHO
00€eCIeyuTh COXPAaHHOCTh APXUBHBIX JOKYMEHTOB.

C conpepkaHHMEM IUTAHOB MEPONPUATUN U APYTUX HOPMATUBHBIX IOKYMEHTOB,
onpeAeNsomux paboTy apXWBa OpPraHU3ALMM MPU YPE3BBIYANHBIX CHTYyaLUsX,
JIOJKHBI OBITH O3HAKOMJICHBI PAOOTHUKH apXHBa OpraHU3alUH.

II. YUYET JOKYMEHTOB APXUBHOI'O ®OHJIA POCCUICKOI
®EJIEPALIIN
1 IPYTUX APXUBHBIX JOKYMEHTOB B OPT AHU3AITAU

3.1. Yuery noanexar Bce XpaHsIIHAECS B apXWBE OPraHU3ALMH JOKYMEHTHI,
BKJIOYasl JIOKYMEHTBl 10 JIMYHOMY COCTaBY, KOIHUU JIOKYMEHTOB (oHJa
II0JIB30BaHUs (IPU HAJIMYUH) U OIIUCH J€JI, JOKYMEHTOB.

3.2.  Opranuzanus,  SBISIIOIIASCS  HCTOYHUKOM  KOMIUIEKTOBAHUS
rOCyJ1apCTBEHHOI0 (MYHUIIUIIAJIBHOIO) apXUBa, MIPEICTABISAET B TOCY1apCTBEHHBIN
(MyHULIMTIIAJIbHBIN) apXUB yYETHBIE CBEJIEHUSI 00 00bEME U COCTaBE XPaHALINXCA B
apXvBe OpraHu3aluu JOKyMEHTOB ApxuBHOro (¢onaa Poccuiickoit @enepanuu u
IpYrUX  apXUMBHBIX  JOKYMEHTOB B  COOTBETCTBUM ¢  PernmameHToMm
roCyJJapCTBEHHOTO ydeTa JOKyMeHTOoB ApxuBHoro ¢onga Poccuiickoit
denepanuu, yTBEpKICHHBIM IpukazoM PocapxuBa ot 11 mapra 1997 r. N 11
(3apeructpupoBad MuntoctoM Poccun 8 utong 1997 r., perucTpaiMiOHHbII HOMED
1344).

3.3. OCHOBHBIMM €AMHUIIAMH YUYETa APXUBHBIX JOKYMEHTOB SIBJISIFOTCSL:

apXUBHBIN (DOH];

€UHUIIA XPAaHEHUS - J€J0, DJIEKTPOHHOE naeno (nyHKT 4.34 HactoAmmx
[IpaBmu).

3.4. EnvHALNAM XpaHEHUs NPHUCBAUBAIOTCS YYETHBIE HOMEDPA, SIBIIAIOLIMECS
yacThio apxuBHOro mmu@pa. CBeaeHHs O COCTaBe €IWHUI[ XpaHEHUS U HX
KOJIMYECTBE (PUKCUPYIOTCS B YUETHBIX JOKYMEHTaX apXuBa.

ApxuBHbI mupp (0O03HAUEHHE, HAHOCMMOE B JIEBOM HWIKHEM YIiy Ha
KOKIYI0 €JUHUILy XpPaHEHUs B LENsIX OoOecredeHHsl ydyeTra U HIECHTU(DHUKAIUN)
COCTOUT M3: HOMepa apXMBHOrO (hOHAA; HOMEpa OIMHUCHU Jell, TOKYMEHTOB; HOMEpPA
CAMHUIIBI XPAHECHHUS.

ApXMBHBIM MU ANEKTPOHHBIX AOKYMEHTOB, XpPAaHUMBIX Ha 000COOJIEHHBIX
AIIEKTPOHHBIX HOCHUTENSIX, YKa3bIBAETCS HA BKJIAJbIIIE, BIOKEHHOM B (QYTIsp
HOCUTENS. ApPXUBHBI MHUQPP AJNEKTPOHHBIX JOKYMEHTOB, XpaHUMBIX B
UHPOPMAIIMOHHON CHCTEME apXHBa, SBISETCS OO0SM3aTENbHBIM  3JIEMEHTOM
ONMCAHMS KOHTEIMHEPA 3JIEKTPOHHOTO IOKYMEHTA.

3.5. B apxuBe opraHuzanuy BEAYTCSA OCHOBHBIC (0Os3aTENbHBIC) U
BCIIOMOTaTeNbHbIe y4YeTHbIE JOKYMEHThl. CocTaB M ()OpMbI OCHOBHBIX YUETHBIX
JIOKYMEHTOB OIPEAENSIOTCSA B COOTBETCTBUU ¢ HacTosiiuumu [Ipasunamu. Cocras u
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(GOpMBI  BCIIOMOTATENBHBIX YUYETHBIX JIOKYMEHTOB OIPEACNAIOTCS apXHUBOM
OpraHU3alMH CAMOCTOSITENBHO.

3.6. B cocrtaB OCHOBHBIX (00s3aTENbHBIX) YYETHBIX JIOKYMEHTOB apXHBa
OpraHU3allM BXOJAT:

KHUTa y4eTa MOCTYIUIEHUS U BBIOBITHS J1e], JOKYMEHTOB (mpuioxenue N 11);

criicok ¢ouaoB (nmpuiioxenue N 12);

nuct ponna (npunoxenue N 13);

OITHCH JIeIT, ToKyMeHTOB (tipritokenus N 14, 15, 16, 17, 18);

peectp onucel (pusoxenue N 19).

3.7 B KHUry ydera TOCTYIUIEHUS M BBIOBITHS J€N, JIOKYMEHTOB
MOCNIEZIOBATEIbHO BHOCSITCS BCE TEpPBUYHBIE W TIOBTOPHBIE TMOCTYIUICHUS
(BBIOBITHSI) 1€, JOoKyMeHToB. Kaxpoe mnoctymieHue (BBIOBITHE) B Mpenesiax
OTYETHOTO TOf[a MOIyYaeT MOPAIKOBBII HOMED B BaJIOBOM MOCIIEIOBATEIHHOCTH.

Exxeronno Ha 1 sHBaps MOABOJUTCS MTOI KOJWYECTBA MOCTYNHBIIUX MU
BBIOBIBIINX 32 IO /1€, JOKYMEHTOB.

3.8. Crucok OHIOB BEJETCS B apXUBE OpraHU3allii, XPaHSIIEM JOKYMEHThI
0onee ogHoro gonga. B crnucok GpoHAOB apXUBHBIA (POHJ 3alUCHIBAETCS TOJIBKO
OJIMH pa3, IpU NEPBOM MOCTYIUIEHUH B apXuB opranusauuu. [lo cnucky ¢oH10B B
BaJIOBOM MOPSAKE €My NPUCBAUBAETCS YUETHBIN HOMED, KOTOPBI COXpaHsAeTcs 3a
HUM BO BCEX YUETHBIX JOKYMEHTaX.

B cinydae nepenaun apxuBHOro (hoHAa B APYrod apxwiB, BKIIOUEHHS €ro B
cocTaB OOBEIMHEHHOTO apXWBHOTO (DOHIA WM BBIACIEHUS BCEX JOKYMEHTOB K
YHUUYTOXKEHUIO OCBOOOJMBIIHUICS HOMEp JpPYroMy apxXwuBHOMY (OHIY He
IPUCBANBACTCA.

O0benuHeHHBIE apXUBHBIC (DOHIIBI U APXUBHBIE KOJUICKIIMHM yYUTHIBAIOTCS HA
oOmux ocHoBaHUsAX. OOBEAMHEHHOMY apXWBHOMY (GOHAY, OOpa3oBaHHOMY U3
apXUBHBIX (POHJOB, paHEEe YUTEHHBIX CAMOCTOATEIbHO, MPUCBAWBAETCS HOMEP
OJTHOTO U3 apXMUBHBIX (POHIIOB, BKIIFOUEHHBIX B €TI0 COCTAaB.

B apxuBax opraHuzanuii - UCTOYHHUKOB KOMILJIEKTOBAHHS TOCYAapCTBEHHBIX
(MyHUIIMTIAJIbHBIX) QpXUBOB MPOCTABIIAETCS HOMEP apXUBHOTO (OH/IA, 32 KOTOPHIM
OH Y4YTE€H B rOCYAapCTBEHHOM (MYHHIIMIIAJILHOM) apXUBE, U KOTOPBIA COXpaHSIETCs
3a HUM T0CJI€ TMOCTYIJICHUS €T0 JOKYMEHTOB Ha MOCTOSIHHOE XpPaHEHHUE.

Haspanue apxuBHOro (poHIAa BHOCUTCS B CHHCOK (DOHIOB Ha OCHOBAHHUU
UCTOPUYECKON CIPaBKH K (POHTY WU THUTYJIBHOTO JINCTA OMUCH eI, JOKYMEHTOB.

Ha3Banue apxuBHOro @QoHIa COCTOUT U3 TMOJAHOrO #u (B CKOOKax)
COKpAILIEHHOTO  HamMEHOBaHUA  (oHgoO0OpazoBaTens, €  yKa3aHUEM  €ro
NOTYMHEHHOCTH, MECTOHAXOXKICHHUsA, [aT CO3JaHMs U JHUKBUAANWHU. Ecmu
HauMeHOBaHUE (QoHI000pa3oBaTensi HU3MEHSJIOCh, TO B cHOHCKE (DOHIOB
YKa3bIBAETCS €ro IMOClieJHee Ha3BaHWE B paMKax MEpHoa, 3a KOTOPBIA MPUHSTHI
JOKYMeHThI. Bee nmpenpiayiiye nepeuMeHoBaHusl OTMEYAloTCs B JiucTe GoHa.

Ha3Banue oOBeAMHEHHOTO apXWBHOTO (OHIA COCTOMT M3 O0OOIIEHHOTO
Ha3BaHUS BKJIIOYEHHBIX B HETO0 AapXUBHBIX (OHIOB, M3 TMEpeuHs Ha3BaHUIl
CMEHSBIIMX Jpyr JApyra opraHuzanuii. KoHKpeTHble HauMEHOBaHHS BCEX
OpraHu3aluii, JOKYMEHThl KOTOPHIX BOLUIA B OOBbEIMHEHHBIA apXWUBHBIN (OHI, a
TaK)Ke MX EPEUMEHOBAHUS YKa3bIBAIOTCS B JIUCTE (OHIA.



B Ha3zBaHMM apXuMBHOHN KOJUIEKIIMH YKa3bIBaeTCsl MpPU3HAK (IIPU3HAKU) €€
dhopmMupoBaHUs.

Exerogno Ha 1 siHBaps K cnucky (OHAOB COCTABIISIETCSI UTOTOBask 3aMUCh O
KOJIMYECTBE APXUBHBIX (DOHIOB, MOCTYMUBIIMX M BBHIOBIBIIMX B TEUYEHHE rojia, U
0O0IIIEM KOJIMYECTBE ApXUBHBIX (DOHIOB, HAXOASAIIMXCSA Ha XPAaHEHUH B apXUBE.

Cnucok ¢GOHIOB 3aKIOYaeTcs B TBEPAYIO OOJOXKKY, JIUCThI HYMEpYIOTCA,
COCTAaBJISIETCS JINCT-3aBEPUTEITb.

3.9. Jluct ¢onma cocraBisercs Ha KaXAbld apXuBHbIM ¢oHn. B Hem
YUUTBHIBAIOTCS BCE OIMUCH JIET, TOKyMEHTOB (OH/A.

Jluct ¢doHma MoOXKeT OBITh MEPECOCTaBICH TOJBKO B CiIy4yae, €CIH OH
HEUCTIPAaBUMO TMOBPEXJEH WIM TNEPEecTaeT OTpaxaTh (DaKTHUECKOE COCTOSHUE U
o0beMm apxuBHOro ¢ouga. B ciydae mnepecoctaBieHusi Jdcta (QoHAA paHee
JeWCTBOBABIINM JIUCT hOHA TOMeNaeTcs B aeo ¢hoHaa. B BepxHeM mpaBoM yriry
oboux nucTOB (poHAa nenaroTcss oTMeTku: "JIMCT mepecoctaBieH" ¢ yka3aHHEM
JaThl IEPECOCTABIICHUS, JOJKHOCTH U TIOJITUCH COCTABUTEIIS.

JIucTel GOHAOB XpaHITCS B MOPSAKE HOMEPOB apXuBHBIX (oHI0B. K kaxkmon
NAIKe COCTaBJISETCS JUCT-3aBEPUTEND, I/I€ YKA3bIBAIOTCS HauyajlbHbIE M KOHEUHbIE
HOMEpa apXUBHBIX (POHJOB U OOLIee KOJIMYECTBO APXMBHBIX (OHIOB, JHCTHI
KOTOPBIX HAXOSITCS B MaIKe.

3.10. B omucu nen, 10KyMEHTOB (TOJ0BOM pa3fiesie OMUCHU /1T, JOKYMEHTOB)
CIUHUIIBI XPaHEHUS YYHUTHIBAIOTCA B COOTBETCTBHHM C CHCTEMaTH3allMed 3a
MOPSIIKOBBIMHA YICTHBIMA HOMEPAMHU.

[lepBoMy romoBoMy pazieny OMHCH e, TOKYMEHTOB (DOH/Ia IPUCBaUBACTCA
HOMEp 10 JHUCTy (OHAA, BCE MOCIEAYIOUIUE TOAOBBIC pa3eibl YHUCISATCS 3a
JTAaHHBIM HOMEPOM JI0 3aBEPILEHUS OIHUCH.

He nomyckaercs mnpHCBOEGHHE OMUCSAM Jied, JOKYMEHTOB OJMHAKOBBIX
YUETHBIX HOMEPOB B IIpesiesiaXx 0AHOro GoH/a.

B KkoHIIe Bcex SK3eMIUIIPOB OINUCH e, JOKYMEHTOB JENaeTcsi UTOroBast
3aIliCh, B KOTOPOM YKa3bIBAECTCS KOJIMYECTBO HAXOSIIMXCS HA XPaHEHUU €IMHUI
XpaHEeHHs, TEpBbIA W TOCIECIHUNA HOMEpA E€IWHUIl XPAHCHHS TI0 OIUCH,
YKa3bIBAIOTCS UMEIOUINECS MPOIYCKH HOMEPOB, JUTEPHbIE HOMEpA, BHIOBIBIIME
SMHUIIBI XPAHCHHS] 1 OCHOBAHUE BHIOBITHA.

[Tocrme kaXI0ro TOCTYIUICHHS] WM BBIOBITHS JTOKYMEHTOB COCTaBJISIETCS
HOBAsl UTOTOBAsl 3allUCh K OIMUCHU i€, JTOKYMEHTOB, KOTOpas TOJIMUCHIBACTCS €€
COCTaBUTEJIEM C yKa3aHUEM JIOJDKHOCTH U IaThl COCTaBJICHUS.

Ecnu omwmch nen, TOKYMEHTOB COCTOWT M3 HECKOJBKHX TOJOBBIX Pa3ieiioB,
TOMOB, WTOTOBAsl 3alMCh COCTABISIETCS K KaXIOMY TOIOBOMY pasliely, TOMY;
KpOME€ TOTO, K KaXJAOMy TMOCJIEIyIIIeMy TOJAOBOMY paslelny, TOMYy B
HapacTaIoIIEM TMOPSAKE COCTABISIETCS CBOAHASI UTOTOBAs 3aITUCh.

['ogoBble pa3zgenbl, €ClIM OHU HE SBISIOTCS 3aKOHUYEHHOW OIKUChIO, HE
MO/IIIMBAIOTCS ¥ HE TIEPETICTAIOTCS; OHU XPAHATCS B @pXUBE B MMAIKax.

3aKkOoHYEHHasl OMHUChH e, JOKYMEHTOB JIOJDKHA BKIIOUYaTh He Oosee 9999
eIMHULl XpPaHEHHUSI.

3akOHYEHHas] OMHCh JeJ, JOKYMEHTOB BMECTE€ C THUTYJbHBIM JHCTOM U
CIPAaBOYHBIM amIapaToM K HEHl 3aKII04aeTcsi B TBEPAYIO 0OJIOKKY, HyMEpyeTcs U



MOAIINBAETCS WM MEPETIETACTCS.

Kaxnas 3akoHYEHHas1 ONMHUCH J1eJ, JOKYMEHTOB, TOM ONUCHU €1, TOKYMEHTOB
JIOJKHBI UIMETh JINCT-3aBEPUTEIb.

3.11. Ilpu Hamuuuu B apXWBE OpraHU3allMu JIBYX U Oojee omucen jed,
JIOKYMEHTOB BeJIeTCs peecTp onuceit (npunoxenue N 19).

Onucu nenn, JOKYMEHTOB BHOCSITCA B PEECTP OINHUCEN B XPOHOJIOTHYECKOM
MOCJIEA0BATENPHOCTH TMOCTYIUICHHS! TMOJ COOTBETCTBYIOIIMMHU MOPSIKOBBIMU
HOMEpPAMU.

B peectpe ommceir puKCHpYIOTCS OCHOBHBIC JaHHBIC IO COCTAaBY KaXKIOH
MOCTYIUBIIICH B apXWB OpPTaHU3AIMM OIMCH e, JOKYMEHTOB: HoMmep (oHIa,
HOMEp OMNHUCH, KOJUYECTBO EIWHMI] XPAHECHHS B OIHUCHU, KOJUYECTBO JIUCTOB B
ONHUCH U €€ DK3EMIUISIPOB.

3.12. Jlmd UEHTpamuM30BaHHOIO TOCYJAPCTBEHHOTO Yy4deTa JIOKYMEHTOB
ApxusHoro (onna Poccuiickoit @epepanuy B apXuBe OpraHU3aIUu, SBISIIOIICIHCS
HMCTOYHUKOM KOMIUIEKTOBAHUSI TOCYAapCTBEHHOTO (MYHHUIIMIIAJIBLHOTO) apXuBa,
COCTaBJIISIETCS ACMOPT apXMBa OpraHu3anuu. <1>

<1> @opma macnopra apxuBa OpraHHU3allMM YCTAHOBJIEHa PeriameHTOM
roCyJapCTBEHHOTO0  y4eTa JOKYMEHTOB ApxuBHoro Qonnma Poccuiickoi
deneparuu  (yrBepKaeH npukazom PocapxuBa ot 11 mapra 1997 r. N 11,

3apeructpupoBan MuntoctoM Poccun 8 nronsg 1997 r., peructpaumOHHBI HOMED
1344).

3.13. ApxuB OpraHu3anyy MOKET BECTH TAKKE y4ET B aBTOMATHU3UPOBAHHOM
pexxuMe - B BUj€ yueTHbIX 0a3 nanubIxX (B/I).

VYyetnsie b/] npuMeHsOTCS BO B3aUMOCBSI3H € IPYTUMU UH(OPMAIIMOHHBIMU
b/l, uMmeromuMucs B apXuBe OpraHM3alM, U JOJDKHBI OBITh COBMECTHMBI C
COOTBETCTBYIOIIMMHM  y4eTHbIMM bBJ[ rocynapcTBeHHBIX (MyHULMIIAIbHBIX)
apXWBOB U OPraHOB YIIPABJICHUS apXUBHBIM JIEJIOM.

3.14. VYderHble JOKYMEHTHl apXvWBa OpraHU3alMU, KPOME OIHUCEH Jed,
JOKYMEHTOB, MPEIHA3HAYAIOTCS JUJIsl CIIY>KEOHOTO MOJIb30BaHUS U MOJIb30BATENSAM
HE BBIIAOTCSL.

3.15. VYuer mnocTymieHuss W BBIOBITHS /€7, JOKYMEHTOB B apXuBe
OpraHu3alliy OCYIECTBISAETCA Ha OCHOBaHUU:

OMKCH JieJl, JOKYMEHTOB CTPYKTYPHOTO MOJApAa3/eNeHus U rOA0BOro pasjesna
CBOJIHOM OMHCH JIe]l, IOKYMEHTOB OpraHu3allly;

HOMEHKJIATYPbI JI€JI OPTaHU3aliy, 3aMEHSIOUIEW TOJOBOW pa3lesd CBOJHOM
OIKCH JIe], TOKYMEHTOB OpraHU3alllu;

aKTa 0 TEXHUYECKHUX OIMOKAX B YUETHBIX IOKyMeHTax (mpuiioxkenue N 4);

akta 00 OOHapyXeHUH ITOKYMEHTOB (HE OTHOCALIMXCA K JaHHOMY (OHIY,
apXHBY, HEYYTEHHbIX) (mpriioxeHue N 5);

akTa 00 yTpare JOKyMeHTOB (npuioxenue N 6);

aKTa puemMa-repeaadyn apXuBHBIX JTOKYMEHTOB Ha XpaHeHue (rpuiioxenue N
20);

dKTa O BBIJICJICHUU K YHUYTOXKCHNUIO APXUBHBIX JOKYMCHTOB, HC ITOJICKAIITUX
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xpaHeHuto (npuioxenue N 21);

aKTa 0 HEMCIPABUMBIX MOBPEXKICHUSIX apXUBHBIX JOKYMEHTOB (TPUJIOKEHUE
N 22).

Ha ocHoBaHMM yKka3aHHBIX IOKYMEHTOB BHOCSITCS HEOOXOAMMbIEC U3MEHEHUS B
OCHOBHbBIE (00s13aTeNIbHBIC) YUETHBIE IOKYMEHThI apXUBa:

B KHUTY y4yeTa MOCTYIUICHUS] U BBIOBITHS 1€, JOKYMEHTOB (mpuiiokeHue N
11) u B muct douma (nmpunoxkenre N 13) - npu KaKIOM H3MEHEHHUH B COCTAaBE M
o0beMe TOKyMEHTOB apX1UBa OPraHU3aIlHH;

B criucok GoHa0B (npuinoxenue N 12) - mpu NOCTYIIIEHUH HOBOTO apXUBHOTO
doHma wiIM BBHIOBITUM BCEX [, JOKYMEHTOB, HAaXOAMBILETOCS Ha XPaHEHUU
apxuBHOTO (poHma <1>;

<1> B rpade "OtmeTka 0 BbIObITHM (oHIA" cnucka (POHIOB yKa3bIBaeTCH,
KyZla BBIOBLI apXUBHBIA (DOHJ, @ TaKXke JaTa U HOMEp JTOKyMEHTa, Ha OCHOBaHUU
KOTOPOTO OH BBIOBLII.

B peectp onuceil (mpuwioxkenue N 19) - mpu nocTyIjieHn HOBOW ONMUCH WIIU
BBIOBITUM BCEX €JIMHUII XpAaHEHUs, HAXOJMBIIEWCS Ha XpaHeHuu omucu. Homep
BBIOBIBIIICH OMUCH JPYTUM OMHUCSAM JeJ, JOKYMEHTOB HE IPUCBAaMBACTCS H
ocTaeTcs CBOOOIHBIM;

B OIKCHU JIeJ, TOKYMEHTOB - IIPU KaXKJIOM MOCTYIUICHUH W/WJIA BHIOBITUU JIEI,
JIOKYMEHTOB, YYTEHHBIX B JJAHHOW OTHUCH.

COOTBETCTBYIOIIUE HM3MEHEHUSI BHOCSTCS BO BCIIOMOTATENIbHBIC YYETHBIC
JIOKYMEHTHI.

Bce akThl, 1OKyMEHTUPYIOIIHME PE3YIbTaThl ApXUBHBIX PabOT, BKIIOYAIOTCS B
neno (GoHIa, KOTOPOe 3aBOAUTCS Ha KaXIblk (DOH]I, HAXOSIIHUICS HA XpaHEHUU B
apXvBe OpraHu3aIuy.

Heno donma, HapsAy € JOKYMEHTAMH, OTPAKAOIIMMH HUCTOpHiO GoHAA U
dbonmo00pazoBarensa, BKIOYACT YyUYETHBIE JOKYMEHTHI, XapaKTEPHU3YIOIIHE
n3MeHeHus GhoHa.

IV. KOMIUIEKTOBAHUE APXVBA OPTAHU3ALIMU JIOKYMEHTAMU
APXUBHOT'O
®OHJIA POCCUNCKOM ®EJIEPALIU U JIPYTUMU APXUBHBIMU
JIOKYMEHTAMU

4.1. Noxymentbl ApxuBHoro ¢ouaa Poccuiickoit denepannu U JOKyMEHTHI
BpeMEHHBIX (CBhIIE 10 JI€T) CPOKOB XpaHEHHUsI, B TOM YUCJIIC 110 JIMYHOMY COCTaBY,
MepEeIAtOTCs B ApXUB OpraHu3allid HE paHee, YeM 4epe3 OJWH Iojl U HE MO3JHEe,
YyeM uepe3 TP roja Mmocje 3aBepIlIeHus /e B IeJIONPOU3BOJICTBE.

JIOKyMEHTBl 1O JIMYHOMY COCTaBy TOCYJAapCTBEHHBIX TPAXKIAHCKUX
CIyXalllMX W MYHUUUNAIbHBIX CIyXallluX, YBOJEHHBIX C TOCYJapCTBEHHOMN
TPKIAHCKOW CIIYKOBl WM MYHUIIMITAILHOW CIIY>)KOBI, TEepenaloTcsi B apXuB
OpraHu3aluuy 1o ucredeHuu 10 JgeT co THS YBOJIbHEHMUS.

4.2. Jlena BpeMeHHBIX (10 10 €T BKIIOUNUTEIBHO) CPOKOB XPAaHEHUS! B apXUB



He nepeaatorcss. OHM XpaHATCA B CTPYKTYPHBIX MOAPA3ACICHUSIX OpPraHU3aluu U
II0 WCTEYEHUU CPOKOB XPAHECHMS IIOJUIEKAT YHMUYTOXKCHUIO B YCTAHOBJIECHHOM
HOPsIZIKE.

B UCKITIOUNTENBHBIX CIIyYasX MO PEIIECHUI0 PYKOBOAUTENS OpraHU3aliu Jeiia
BpeMEHHbIX (10 10 JeT BKIIOYMUTEIBHO) CPOKOB XPAHEHHUs NEPENAIOTCS B apXUB
OpraHU3alliH I10 OIKCSM JIeJl, JOKYMEHTOB WJIU 10 HOMEHKJIAType J€El.

4.3. JIOKyMEHTBl NOCTYNAKOT B apXUB OpraHU3alUH IIOCJIE IPOBEIACHUSA
DKCIIEPTU3bI HEHHOCTH.

4.4. Pemenuss o BKIIOYEHHMH B cocTaB ApxuBHOTO (Qonma Poccuiickoii
denepany KOHKPETHBIX JOKYMEHTOB NPUHUMAIOTCS HKCIEPTHO-IPOBEPOUYHBIMU
KOMUCCHSIMH  (pelepalibHBIX TOCYJApCTBEHHBIX AapXUBOB U YIIOJIHOMOYEHHBIX
OpraHOB HCIIOJHUTENIBLHON BlacTH CyOBeKkTOB Poccuiickoit denepaiu B 00J1acTu
apxuBHoro gnena (mamee - OIIK apxuBHOTO yupexaeHHs) B Mpeaeiiax
KOMITETEHLINH.

4.5. Lenbro sKCIepTU3bl HEHHOCTH TOKYMEHTOB B OPraHU3aluu sIBJISETCS:

0TOOp TOKYMEHTOB JUIsl BKIIFOUEHHS B cocTaB ApxuBHOro gonaa Poccuiickoit
Oenepannu;

BBISIBJICHUE JOKYMEHTOB, HE ITOJICKAIIMX JAIBHEUIIEMY XPaHEHHUIO.

DKcnepTu3e HEHHOCTH MOJJIEkAT BCE TOKYMEHTBHI OpraHU3aly HE3aBUCHMO
OT BUJIOB HOCUTEJIEH U CIIOCOOOB 3aIUCH.

Jlo mpoBeIeHNS SKCTIEPTU3bI IICHHOCTH B COOTBETCTBUM C TTyHKTamu 4.6 - 4.13
HacTosimmx [IpaBui yHUUYTOKEHHE TOKYMEHTOB 3allperiaeTcsl.

4.6. DKcriepTh3a LICHHOCTH IOKYMEHTOB ITPOBOJAUTCS HA OCHOBE:

JEUCTBYIOUIETO 3aKOHOAATENIbCTBA U HWHBIX HOPMATHUBHBIX IMPABOBBIX aKTOB
Poccuiickoii @epepauun B 00nacTM apXUBHOTO Jena, UHGOpMaUU U
JTOKYMEHTAIMOHHOTO 00ECTICUeHHsI YITPaBICHUS;

TUIIOBBIX, BEJIOMCTBEHHBIX M WHBIX IE€PEYHEN JOKYMEHTOB C YKa3aHUEM
CPOKOB MX XPaHEHHs, TUIIOBBIX U IPUMEPHBIX HOMEHKJIATYp ACII.

4.7. B opraHuzauuu i1 MPOBEACHUS HKCIEPTU3bl LEHHOCTH JTOKYMEHTOB
co3faeTcs dKcrepTHas komuccus (nanee - OK) <1>. B opranuzanusx, uMerOmux
CIIO)KHYIO CTPYKTYpy W/WIM TOJBEJOMCTBEHHbIE OpraHU3alil, CO3AAI0TCS
LEHTpaJbHbIE PKCEpTHBIE Komuccuu (nanee - [[9K).

<1> Jlnsa mpoBeAeHUs SKCIEPTU3bl HEHHOCTU HAYYHO-TEXHUYECKON U IPYyTron
CHelUalbHOW JOKYMEHTAlMM B OpraHu3aluud MOXKeT ObITh co3aana OK,
BKJIFOYAIONIAasi COOTBETCTBYIOIIUX CIEIUATUCTOB.

4.8. IIDK (OK) sBnsercsa coBemIaTebHBIM OPraHOM MPH PYKOBOJUTENE
OpraHu3alliy, CO3/1aeTCid NPUKA30M OpraHu3ali, ACHCTBYeT Ha OCHOBAHHUU
MOJIOKEHUSI.

3amaun u ¢pynkuuu [[OK (OK) opranuzanum - UCTOYHMKA KOMIUICKTOBAHUS
OTIPEAETAIOTCS OJI0KEHUEM, YTBEPKIAEMbIM PYKOBOAUTENIEM OpPTaHU3alINH.

4.9. OcnoBhoil 3amauert 1IOK (OK) sBnsercs opraHuzauus W IpPOBEIECHUE
HKCIEPTU3BI IEHHOCTH TOKYMEHTOB.

OcnoubiMu Qyskimsmu LIDK (OK) seastorest:



OpraHu3alys eKeroJHoro oToopa Aes A XpaHEHHUs U YHUUTOXKEHUS;

PAaCCMOTpPEHHE U COTJIaCOBAaHUE MPOECKTOB HOMEHKJIATYPHI J€] OpraHU3allnH,
onuced Jien, TOKYMEHTOB IOCTOSIHHOIO U BPEMEHHBIX (cBbimie 10 JeT) cpokoB
XpaHEHHs,, B TOM 4YHCJIE II0 JIMYHOMY COCTaBy, aKTOB O BBIICICHUU K
YHUUYTOXEHUIO J1€]1, HE MOJICKAIUX XPAHEHUIO, U IPYTUX aKTOB;

HOJArOTOBKA MPEAJIOKEHUN 00 ONpeneseHu CPOKOB XpaHEHUs JTOKYMEHTOB,
HE IMPEIyCMOTPEHHBIX HEpeyHsIMH <1>, U 00 H3MEHEHUU CPOKOB XpaHEHUS
OTJEJIHBIX KATETOPUHM JOKYMEHTOB, YCTAHOBJICHHBIX NIEPEUHIMU;

<1> OK opraHusanuii, nepegaromMX JOKYMEHTbl Ha XpaHEHHE B
roCyJapCTBEHHBIE apXMBbI, PEACTABISAIOT COOTBETCTBYIOMME Npeoxenus DK
apXUBHOTO YYPEKICHHUS.

ydacTHE€ B TIOATOTOBKE M PACCMOTPEHHUU IPOEKTOB HOPMATHBHBIX U
METOJUYECKUX JOKYMEHTOB 10 BOIIpOCcaM pabOThl ¢ JOKYMEHTaMH B OpraHU3alluu;

METOJUYECKOE PYKOBOJCTBO paboTaMu B 00J1acTU 00€CIIEYeHHsI COXPaHHOCTH
JOKYMEHTAJIbHOI'O U apXUBHOTO (DOHAOB OpraHU3aI1H.

4.10. OkcniepTr3a HEHHOCTH JOKYMEHTOB B OPTaHU3aLMU ITPOBOJUTCS:

B JICJIONIPOU3BOJICTBE - IIPH COCTABJICHUM HOMEHKJIATYPBI AEJI OpraHUu3aluy 1
IIPU MOJATrOTOBKE JIEJ K IEPEIAUEC B ApXHUB;

B apXMBE€ OpraHu3aludyd - B MpPOIECCE MOATOTOBKM i€l K Iepenade Ha
MOCTOSIHHOE XpaHEHHUE.

4.11. DkcnepTr3a HEHHOCTH JOKYMEHTOB IPOBOJAUTCS €KETOIHO.

[lo pe3ynbTaTam SKCHEpTHU3bl ILIEHHOCTH B CTPYKTYPHBIX MOJPA3IACICHUSIX
OpraHu3allid  COCTABJSIIOTCA  ONUCU  JIeJl  CTPYKTYPHBIX  MOJpa3JeieHUM:
MOCTOSIHHOTO, BpeMEHHBIX (cBbie 10 JIeT) CPOKOB XpaHEHHUs, MO JIUYHOMY
coctraBy (mpuinoxkenue N 23, 24), Ha OCHOBE KOTOPHIX B apXWBE OpraHU3AINH
COCTABJISIFOTCS TOJOBBIE pa3leibl COOTBETCTBYIOIIMX CBOJHBIX ONUCEH Jell,
JIOKYMEHTOB.

Ha nena ¢ uctekmmmu cpokaMu XpaHEHHsI B CTPYKTYPHBIX MOAPA3ACIICHUASX
OpraHU3alliy COCTABIISIIOTCS MPEMIOKEHUS K aKTy O BBIJACICHUH K YHUYTOKEHUIO
JIOKYMEHTOB, HE TIO/IJISKAIUX XpaHeHH o (110 popme akta, npuiioxkenne N 21).

Ha ocHOoBe mpemioxkeHH  CTPYKTYpHBIX  MOApa3AeieHuil  ciyxba
JIEJIONPOU3BOCTBA OPraHU3aAlMU COCTABIIET aKT O BBIACICHUM K YHUYTOXEHUIO
JIOKYMEHTOB, HE MOJIeKaUUX XpaHeHuto (mpuioxenue N 21).

Jlena BKJIIOYAIOTCA B aKT O BBIACICHHM K YHUYTOXKEHHMIO JIOKYMEHTOB, HE
NOJIeKAIINX XPAHEHUIO, €CIIU MPETyCMOTPEHHBIN ISl HUX CPOK XPAHEHHS UCTEK
K 1 ssHBaps rojia, B KOTOPOM COCTABJIEH aKT.

Hena ¢ ormerkon "OIIK" <1> moanexar MOMMCTHOMY MPOCMOTPY B LEIAX
BBISIBJICHUS TOKYMEHTOB, MOAJIEKAIIUX MOCTOSHHOMY XPaHEHHUIO. BBIsIBICEHHbBIE B
TaKUX Jie1ax JOKYMEHTBI IOCTOSIHHOTO XPAHEHUS BBIIEISIFOTCS U TPUCOEIUHAIOTCS
K OJIHOPOAHBIM JieJiaM WK (POPMUPYIOTCSA B CAMOCTOSITENIbHBIE JIeTIa.

<1> Ortmerka "OIIK" o3Hayaer, 4TO 4YacTb JOKYMEHTOB MOXET OBITh
OTHECEHA K CPOKY XpaHEHHU "MOCTOSHHO".



OcrtanbHbie J0oKyMeHTBI ¢ oTMetrkor "OIIK" BkirowaroTcs B akT Ha
yHuuToxeHue. [Ipu atom ormeTka "OIIK" B akTe He yka3pIBaeTcs.

Ornurcu Ha ena, JOKYMEHTBI IIOCTOSTHHOT'O XPaHEHHUS U 110 IMYHOMY COCTaBY U
aKThl HA YHHYTOXKEHUE JIOKYMEHTOB paccMmaTpuBatorcs Ha 3acenanuu [[OK (OK)
onHoBpemeHHo. Ilo utoram paccmotpenus DK (DK) cormacoBbiBatoTcst onucu
Jie], TOKYMEHTOB MOCTOSHHOTO XPAaHEHHS W M0 JUYHOMY COCTaBy M akKThl O
BBIJICJICHUU K YHUUTOXEHUIO JOKYMEHTOB.

CornacoBannbie [[OK (OK) opranuzaiuu onucu Aen JOKYMEHTOB (TOJOBBIC
paszziensl) IpencTaBisioTes Ha paccMoTpenne JIIK:

MTOCTOSIHHOTO CPOKa XPaHEHHUs - Ha YTBEPKICHUE;

10 JINYHOMY COCTaBY - Ha COTJIACOBAHUE;

OIIK yTBEp:KIAaeT ONUCH JAEN TOCTOSIHHOTO XPAaHEHHS WU COTJIACOBBIBAECT
OMUCH JEJ M0 JUYHOMY COCTaBY.

Onucu  gen, JOKYMEHTOB (TOJOBBIE  pa3fiesibl)  HANpPaBIAIOTCS  Ha
paccmotpenne JIIK B Tpex sk3emIuisipax Ha OyMa)KHOM HOCHUTENE U OJHOM
DK3EMIUISIPE Ha 3JIEKTPOHHOM HOCHUTEINIE 4epe3 3 roja IOocCJie 3aBEPIICHUs 1€l B
JEJIONPOU3BOICTBE.

[Tocne yrBepxaenus u cornacoBanus JIIK onucelt aen, 1OKyMEHTOB ONIUCH U
aKT O BBIJCJIICHHMM K YHHUYTOXXEHHUIO JOKYMEHTOB, HE MOJICKAIIMX XPAaHEHHIO,
YTBEPKJIAKOTCSI PYKOBOJUTEIEM OpPraHU3ALMH, MOCIE YEero JEsa, BbIACICHHBIE 10
aKTy K YHUUTOXEHHUIO, MOTYT OBITh YHUUTOXEHBI.

4.12. Opranunszanuu, B AEATEIBHOCTH KOTOPBIX HE CO3HAIOTCS JOKYMEHTBI
ApxuBHoro ¢onma Poccuiickoii denepaiuu, cO3Jal0T OMUCU A MO JMYHOMY
COCTaBy M ONHCH el BpeMeHHbIX (cBbilie 10 J€T) CPOKOB XpaHEHUS U
00€eCIeynBalOT UX COXPAHHOCTb.

Opranuzaiuu TakKXe COCTaBISIIOT aKThl O BBIJACIEHUM K YHHUTOXEHUIO
JIOKYMEHTOB, HE MOJICKAIINX XPAHEHUIO, U YHUUTOKAIOT YKa3aHHBIE TOKYMEHTBI
[0 KMCTEYEHUU CPOKOB HMX XPAHEHUS TOJIBKO TMOCJIE€ COCTaBIECHHUS TOJOBBIX
pa3zesioB onucen Jen Mo JUYHOMY COCTaBy 32 COOTBETCTBYIOLIMW MEPUOA M HUX
YTBEPKIAEHUS PYKOBOJIUTEIIEM OpPraHU3ALNH.

4.13. Jlena Ha OyMa)XKHOM HOCUTEJIE, BBIJEICHHBIE K YHUYTOXEHUIO,
NepealTcsl Ha YHHUTOXKEHUE (YTWIM3alMIO) MO aKTy O BBIICICHUH K
YHUYTOXXEHUIO JTOKYMEHTOB (mpuioxkeHue N 21), a Takke Ha OCHOBAHMHU HWHBIX
JIOKYMEHTOB, TOATBEpXKAalomMX (GakT cladyd JOKYMEHTOB Ha YHUUYTOXEHUE
(yTuiamn3aimio).

DNEeKTpOHHBIE Jiella C UCTEKIIMMHU CPOKAMU XPAaHEHUs TOJJIEKAT BbIIEICHHUIO
K YHUUTOXXEHHUIO Ha OOIIMX OCHOBAHMSIX, MOCIE YEro MPOBOJUTCS MX (PU3UUECKOE
YHUYTOXXCHUE WM YHHYTOXKECHHE MPOTPAMMHO-TEXHUYECKUMHU CPEJICTBAMHU C
COOTBETCTBYIOIIEH OTMETKOW B aKT€ O BBIJACICHUU K YHUUYTOKEHUIO TOKYMEHTOB
(mpunnoxenue N 21).

4.14. Jlns oOecriedyeHust mopsaka QOpMUpPOBaHUST U y4yeTa Jel B
JIEJOMPOU3BOACTBE OPraHU3ally COCTABIISIETCS HOMEHKIIATypa Aell.

4.15. Howmenkiarypa naen 3akpemisieT kinaccudukanuio (TpynmupoBKY)
WCIIOJTHEHHBIX JJOKYMEHTOB B Jiesia (JIEKTPOHHBIE Jeia) U SIBISETCS OCHOBHBIM



YYETHBIM JIOKYMEHTOM, OTPA)KAIOIIUM COCTAB U OPraHHU3ALMUI0 JOKYMEHTAJIBHOIO
(doH1a opraHu3aIy.

4.16. HoMeHKIatypa Jen sIBIASETCS OCHOBOMW I COCTaBJICHUS OIMCEU e,
JOKYMEHTOB IOCTOSIHHOTO M BpeMEHHBIX (cBblmie 10 J€T) CpokoB XpaHEHus, a
TaKKe JJIs1 yueTa Jied BpeMeHHBIX (10 10 JeT BKIIOUUTEIBHO) CPOKOB XPAHEHMUSL.

4.17. HoMmeHknaTypa Jen OpraHM3allMd pa3padaTbiBaeTCs Ha OCHOBAHWUU
TUIIOBBIX, BEIOMCTBEHHBIX M HHBIX IEPEYHEN JTOKYMEHTOB C YKa3aHHEM CPOKOB
XPAaHEHUs], UHBIX HOPMATUBHBIX MPABOBBIX aKTOB, & TAKXKE TUIOBBIX U MPUMEPHBIX
HOMEHKJIATyp JEN.

TunoBas ¥ npuMepHas HOMEHKJIATYphl €N pa3padaThIBAIOTCS OpPraHaMH M
OpraHu3alysIMHU, UIMEIOIIMMH B IOJJYMHEHUHU CETh OJTHOTUIIHBIX OpTraHu3aluil.

TumoBass HOMEHKIIATypa yCTaHABIMBAET COCTaB [N, 3aBOAUMBIX B
OJIHOTUIIHBIX OPraHU3ALMIX, U ABISAECTCA HOPMATUBHBIM TOKYMEHTOM.

IIpumepHass HOMEHKJIATypa YCTAHABIMBAET IPUMEPHBIA COCTaB eI,
3aBOJIMMBIX B OpraHU3allMsIX, HA KOTOpPHIE OHAa PACIPOCTPAHSACTCS, W SIBISETCS
PEKOMEHIaTENbHBIM JOKYMEHTOM.

4.18. HomeHknarypa Jen OpraHu3alydy COCTAaBJISETCS IO YCTaHOBJICHHOMU
¢dopme (nmpunoxxkenue N 25) Ha OCHOBAaHHMM HOMEHKIATYpP J€1 CTPYKTYPHBIX
noApaszaeneHui (nmpunoxenue N 26).

Opranmsanuu -  MCTOYHHUKM  KOMIUIEKTOBAHUS  TOCYJApPCTBEHHBIX
(MyHULIMITAJIBHBIX ) ApXUBOB OAMH Pa3 B 5 €T <1> cOracoBbIBAIOT HOMEHKIIATYPY
nen ¢ IIOK (OK) opranuzanum ©W TOPEACTaBIAIOT €€ Ha COIrJIaCOBaHUE
cootBercTByomux OIIK wumm rocygapcTBeHHOro (MYHHMIMOAIBHOIO) apXHBa,
COTJIACHO IIPEAOCTABIEHHBIM €MY ITOJTHOMOYHSIM.

<1> B cayyae wu3MeHeHUS (QPYHKUUH U CTPYKTypbl OpraHu3aluu
HOMEHKJIATypa JeJI MOAJIEKHUT IIEPECOCTABIEHUIO, COTJIACOBAHUIO U YTBEPKICHHUIO.

Opranuszanuu, B JACATEIBHOCTH KOTOPBIX HE CO3JAlOTCS  JIOKYMEHTHI
ApxuHoro ¢onna Poccuiickoit denepaiuu, yTBEpKIAAOT HOMEHKIATYPY JAel
CaMOCTOSITEIIBHO.

4.19. 3aKOHYEHHBIE [IEJIONPOU3BOJICTBOM [I€Jla MOCTOSIHHOTO M BPEMEHHBIX
(cBbime 10 5eT) CpOKOB XpaHEHHs, B TOM YHCJE IO JIMYHOMY COCTaBy, IMOCJE
OKOHYaHMSI  KaJIGHJApHOrO0 ToJa, B KOTOPOM OHHM OBUIM  3aBE/CHBI,
MOJATOTAaBIMBAIOTCA K TIEpe/laye B apXUB OPraHU3aLMHU U TOAIEKAT ODOPMIICHUIO U
OIMHUCAHMUIO.

B 3aBUCMMOCTH OT CPOKOB XpaHEHHs MPOBOJIUTCS MOJHOE WM YACTUYHOE
opopminenue pnen. llonmHomy odopmiieHHIO ToANIeKAT Jea TOCTOSHHOTO H
BpeMeHHBIX (cBbllIe 10 J1eT) CPOKOB XpaHEHUs U 1O IMYHOMY COCTaBYy.

Odopmrenue nen Ha OyMa)KHOM HOCHUTENE MPEAyCMaTpUBAET:

MOJIIMBKY WM TEpervieT MOKyMEHTOB Jnena (HepopmaTHBIE JOKYMEHTHI
XPAHITCS B 3aKPBITHIX TBEPABIX MAMKaX WA B KOPOOKaX);

HYMEPALMIO JIUCTOB JIENA;

COCTaBJICHUE JIMCTa-3aBepuUTeNa fiena (mpuioxenue N 8);

COCTaBJICHUE BHYTPEHHEN OMUCHU JOKYMEHTOB Jiena (npuioxenue N 27);



odopmienue 000xkkH aena (mpuioxerune N 28).

[lonroroBka 5IEKTPOHHBIX J€l s IEpelayd B apXUB OpraHU3alUu
OpEeIyCMAaTPUBAET COCTABJIECHHWE OIUCU  JJEKTPOHHBIX  JI€J, JOKYMEHTOB
(mpunoskennss N N 17, 18).

4.20. B neno momemiaroTcss JOKYMEHTBI, KOTOPBIE 10 CBOEMY COJIEP>KaHUIO
COOTBETCTBYIOT 3arojIOBKY Jieia, MPU ATOM 3alpeuiaercs rpynmnupoBarbh B Jeia
YepHOBbIE M JYOJETHBIE SK3EMIUIAPHl JOKYMEHTOB, a TaKXe JOKYMEHTHI,
MOJIJIEXKAIINE BO3BPATY.

[Tpu popmupoBanum ei1a HEOOXOIUMO COOIIOIATH CIIEAYIONINE TPEOOBAHUS:

JOKYMEHTBl ~ MOCTOSSHHOTO W BPEMEHHOIO  XpaHEHHs  HEoOXOIUMO
IPYIIIMPOBATh B OT/EIbHBIE JIETA;

BKJIFOYATh B JIEJIO MO OJHOMY 3K3EMILIAPY KaXJA0ro TOKYMEHTA,;

IpyNIupoBaTh B A€JIO JOKYMEHTBI OJIHOIO KaJIEHJAPHOTO roja; UCKIIOYEHUE
COCTaBJSIIOT: MEpexXoislliue Jena; CyaeOHble Jena; JUYHbIE Jella, KOTOpbIe
dopMupylOTCd B TEYEHHE BCEro Iepuoja paboOThl JiMLA@ B OpraHU3aluy;
JOKYMEHTbI BBIOOPHBIX OpPraHOB M HMX IOCTOSIHHBIX KOMHCCHM, AEMmyTaTCKUX
IpyIMIl, KOTOPbIE TPYNIIUPYIOTCA 3@ IEPUOJ CO3bIBA; JOKYMEHTHI 00pa30BaTEIbHBIX
OpraHu3aluii, Kotopble (GOPMUPYIOTCA 3a y4eOHBIH TOJl; JTOKYMEHTHI TEaTpOB,
XapaKTEPU3YIOIIKME CIEHUYECKYIO JEATEIbHOCTh, B IPEIENax TeaTpaJbHOIO
CEe30Ha; Jena (pUIbMOB, pyKOIUCEH, HICTOpUU OOJIE3HEH.

[Ipukaspl 1O JMYHOMY COCTaBY JOJDKHBI TIpYNNHPOBAaThCA B Jelia B
COOTBETCTBUH C YCTAHOBJICHHBIMU JJIsl HUX CPOKAMH XPaHEHUS;

JOKYMEHTBI B JIMYHBIX JI€JaX PacHoJiaraloTcs B XPOHOJIOTHYECKOM MOPSAKE
10 Mepe MOCTYIJICHUS;

JULEBbIE cuyeTa MO 3apadOTHOM mare pabOTHUKOB TPYNIUPYIOTCS B
OTJIEJbHBIE JIeJIa U PACIIOIaralTcs B HUX MO aipaBUTy (pamMuiinii, UMEH U OTYECTB.

Jleno Ha OyMaXHOM HOCHUTEJIE He JOJDKHO cozepkarh Ooisiee 250 NMCTOB, IpU
TOJILIMHE He OoJiee 4 cM.

4.21. JIOKyMEHTBI, COCTABJISAIOIIME JIeI0 Ha OyMaXHOM HOCHTEIIE,
MOJIIIMBAIOTCS Ha YEThIpe MPOKoJIa (Ha TpU IPOKOJIA - Ui MajJoOpMaTHBIX JIed) B
TBEPAYIO OOJOXKKY MM IEpEIUIeTaloTCd C YYETOM BO3MOKHOCTH CBOOOJHOIO
YTeHHUs] BCEX JAOKYMEHTOB, JaT, BU3 U PE3OJIONUM Ha HUX, METAJUIMYECKHE
CKpEIUIEHUS U3 JOKYMEHTOB YAAISAIOTCS.

B nauane nena Ha OyMa)XHOM HOCHUTEJNE MPU HEOOXOJAUMOCTH MOAIIMBAIOTCS
JUCThl BHYTPEHHEH OMHUCH JOKYMEHTOB Jena (mpuwiokenue N 27), B KOHIE
KaXKJI0TO0 JieJia - JINCT-3aBeputenp Aena (nmpuioxenue N 8).

4.22. B uensx oOecrneyeHUs: COXPAaHHOCTM U 3aKpEIJICHUs TMOpsIKa
pacrnoyioKeHus: JOKYMEHTOB, BKJIIOUEHHBIX B JIEJI0 HA OyMa)XHOM HOCHUTEJNE, BCE
€ro JUCTHI (KpOMe JIMCTa-3aBEpUTENIsl Jieda U BHYTPEHHEH OMKHCH) HYMEpPYIOTCS B
BaJOBOM TMOpsAKe apaOCKUMM LudpamMu, KOTOpbIE MPOCTABISIIOTCS B IPABOM
BEPXHEM yIJy JIUCTa JOKYMEHTa NPOCTHIM TpaQUTHBIM KapaHAalloM WU
HyMepaTopoM. YTHoTpeOjeHre YepHUJ M LIBETHBIX KapaHAalled JJisi HyMeparuu
JUCTOB 3ampeniaercs. JINCTbl BHYTPEHHEH ONUCH JOKYMEHTOB Jiejla HyMEpYIOTCS
OTJIIEIBHO.

JIMCTHI €T, COCTOSIIIUX M3 HECKOJbKUX TOMOB WJIM 4YacTel, HyMepyIOTCs O



KaXJIOMY TOMY WJIH YaCTHU OTJIEJIBHO.

dotorpadun, yepTexKu, JMarpaMMbl U IPYTUe UIUTIOCTPATUBHBIE JOKYMEHTHI,
MPEICTABIIAIONINE CAMOCTOSITEBHBIA JIUCT B JIEJie, HyMEpPYIOTCsl Ha 00OpPOTHOM
CTOpPOHE B JIEBOM BEpXHEM YTIy.

Cno>keHHBIN JIUCT pa3BOPAUYMBACTCS U HYMEpPYETCs B MPAaBOM BEPXHEM YTIIy.
[Ipu sTomM nucT mroboro (opmara, MOAIIMTHIA 3a OAMH Kpad, HyMepyercs Kak
OJIMH JIUCT; JIUCT, CIOKEHHBIM ¥ MOJIIUTHIN 32 ceperHy, MOJICKUT MEePEIINBKE U
HyMEpYyeTCsl KaK OJUH JIHCT.

Jluct ¢ Harnmyxo HaKJICCHHBIMU JIOKYMEHTaMU (BBIPE3KaMHU, BBIITUCKAMU,
doTorpadusmMu) HyMepyeTrcs Kak OAuH JUCT. Eciu K JOKYMEHTY IOJKIICEHBI
OJIHUM KpaeM JpYyrue JOKYMEHTHI (BBIPE3KH, BCTaBKM TEKCTa, MEPEBOJIbI), TO
KKl TOKYMEHT HyMEpPYETCS OTJEIBHO.

[ToxammTeie B €710 KOHBEPTHI C BIOKEHUSIMU HYMEPYIOTCS; P 3TOM BHaYaJIe
HyMEpPYeTCSl KOHBEPT, a 3aT€M OYEPEIHBIM HOMEPOM KaXJO€ BIIOKEHHUE B
KOHBEPTE.

[ToammTeie B A€JI0 JOKYMEHTHI C COOCTBEHHOW HyMepalueu JTMCTOB (BKItOUast
neyaTHble W3JIaHWS) MOTYT HYMEpOBaThCsS B OOIIEM TMOPSJIKE WU COXPAHSTH
COOCTBEHHYIO  HyMEpaluio, €clid OHa  COOTBETCTBYET  IOPSJIKOBOMY
PacIONI0KEHUIO JIUCTOB B JIETIE.

B cayuasx oOHapyxeHusi OOJBIIOrO YKclia OMMOOK B HyMEpaluu JIMCTOB
Jena TMpoOBOAUTCSA mepeHyMmepanus. [lpy Hamuuum OTAETBHBIX OIIMOOK B
HyMepalliu JIMCTOB JieJia JOIMYCKAeTCsl YIIOTPEOICHUE JIUTEPHBIX HOMEPOB JIUCTOB.

4.23. Jluct-3aBeputensb aena (mpuwioxeHue N 8) coCTaBIsICTCS HAa OTIEILHOM
JIUCTE, B KAPTOTEKax - Ha OTAEILHOM JiucTe (hopMara KapTouku. JIMCT-3aBepuTeb
Jieyia IOAMUCKHIBAETCS €ro cocTaBuTeneM. Bee nmocienyroiine n3MEHEHUsI B COCTaBe
U COCTOSIHUU Jiena (MOBPEXKICHUs, 3aMEHA MOJIJTMHHBIX IOKYMEHTOB) OTMEUYAIOTCS
B JINCTE-3aBEPUTEIIE CO CCHUIKOM HA COOTBETCTBYIOIINM AKT.

3anpemnaeTcss BHIHOCUTH JIUCT-3aBEPUTENh Ha OOJIOKKY Jeja WM YHCTHIN
000pOT JUCTa TOCIIEHEr0 TOKyMeHTa. Eciu 1emo moammTo i nepersieTeHo 0e3
OJlaHKa JIMCTa-3aBEPUTEIIS], OH JIOJDKEH OBITh HAKJIECH 32 BEPXHIOI YacTh JIMCTA Ha
BHYTPEHHIOIO CTOPOHY OOJIOKKH B KOHIIE JIeTa.

4.24. Ha 00y0kKe N1e7 TMOCTOSIHHOTO XPaHEHUS MPEIyCMaTPUBAETCS MECTO
JUISi HAUMEHOBAHMSI TOCYJAPCTBEHHOTO (MYHUILIMMAIBHOTO) apXWBa, B KOTOPBIN
nena opraHuzanuu OyayT npusHsaTel (mpuioxkenne N 28). Ilpu odopmienun
OOJIO)KKM JieJla HAMMEHOBAHHME OpraHu3allid YKa3bIBA€TCS IOJHOCTBIO, B
UMEHHUTEIbHOM mazaexe. [lolHoe HauMeHOBaHWE BBIIIECTOSIIEH OpraHU3aIlUuu
yKa3bIBae€TCsl HaJl HAUMEHOBAHMEM OpraHU3allid - HUCTOYHHUKA KOMILICKTOBAHUS
(Tax’ke B HMMEHUTENIbHOM majaexe). Eciau opraHuzanuss Wik BBIIIECTOSIIAS
OpraHu3aldsg HUMEIOT COKpAIlleHHbIE HAWUMEHOBAHHUS, TO OHHM YKa3bIBAIOTCS B
CKOOKax 1ociie OJIHOTO HAauMEHOBAHUSI.

ITpu U3MEHEHUH HaNMEHOBaHUS OpraHu3aluu (CTpyKTypHOTO
NOApPA3JEICHUsA) B TEUEHUE MEPUOAA, OXBATHIBAEMOTO JOKYMEHTaMH Jeja, WU
Mpu nepeaave Jejia B JAPYryH OpraHu3aluio (CTPYKTYpHOE MOApAa3/eieHuE), Ha
OOJIO)KKE Jiena JOMHUCHIBACTCS HOBOE HAWMEHOBAHHME HTOW OpTaHW3AIMHA WA
OpraHU3alMU-TIPABONIPEEMHUKA (CTPYKTYPHOTO MOJpa3/eNieHHs), a IpexHee



3aKJTF0YAETCS B CKOOKHU.

4.25. Ha 005105KKe Jiesia YKa3bIBarOTCS:

HAaMMEHOBaHUE OPTaHU3AIMH U €€ HEeTIOCPEICTBEHHAs IO TMUHEHHOCTD;

HAaUMEHOBaHUE CTPYKTYPHOTO MOJIpa3/ICICHHUS;

UHCKC JeNa;

HOMEp ToMma (J4acTH);

3aroJI0OBOK Jiejia (ToMa, 4acTH),

KpaitHue AaThl Jiena (Toma, 4acTH);

KOJIMYECTBO JIUCTOB B JieJie (TOME, YacTH);

CPOK XpaHEHUS JeNa;

apXUBHBIN MU aena.

4.26. 3arojioBOK Jejia Ha OyMa)KHOM HOCHUTEJIE M 3aroJiOBOK 3JIEKTPOHHOTO
Jieyia IEPEHOCATCS Ha OOJIOXKKY Jiesia (RJIEKTPOHHOTO Jiefia) U3 HOMEHKJIATyphl J1el
OpraHu3alry. 3arojloBOK JIOJHKEH COOTBETCTBOBATh COAECPIKAHUIO JTOKYMEHTOB B
Jene.

B Tex cmywasix, Korjga €0 COCTOMT M3 HECKOJIbKMX TOMOB (4acTeil), Ha
OOJIOKKY KaXXJIOro Toma (YacTH) BBIHOCUTCS OOIIMN 3arojioBOK Jeia, a Mpu
HEO0OXOMMOCTH - 3ar0JIOBOK KaXKJI0TO TOMa (4acTH).

B 3aronoBkax pen, colepiamux KONUU JIOKYMEHTOB, YKa3bIBA€TCS Ha
KOJIMYecTBO Komuid. [loMJIMHHOCTH JOKYMEHTOB Jena B 3arojOBKE HE
OTrOBAapUBAETCHI.

4.27. [lena, BHECEHHbIE B T'OJOBBIC Pa3/eiibl CBOJHBIX OMHUCEH, MUPPYIOTCS
MOCJI€ YTBEPXKIACHUS/COTJIacOBaHUsI TOJ0BOro pasnaena cBoaHo omucu OIIIK
aApXUBHOTO YUPEKJCHUS U YTBEPKACHUS PYKOBOAUTEIEM OpTraHU3alUM (10 ITOTO
apXUBHBIN MUGP TPOCTABISAETCA KapaHAaIIoM).

4.28. Ha o0noxke naena yka3blBaeTcsi jAaTa jena - roj(bl) 3aBefeHUS U
OKOHYaHU4 JIeJia B JI€JIONPOU3BOICTBE.

Ecnu B peno BKIIOYEHBl JOKYMEHTHI (Hampumep, MPUIIOKEHUs), JaTa
KOTOPBIX HE COBMAAAET C JAaTOM Jieja, TO MO/ AaTON ¢ HOBOM CTPOUYKH JIeNlaeTcsi 00
ATOM 3anuch: "B nene uMeroTes TOKYMEHTHI 34 ... To(bl)".

JlaTa nmena MOXET HE yKa3bIBaThCsl TOJBKO Ha OOJIOKKAX €N, COAEPIKAIINX
rOJIOBbIC IJIaHBI U OTYETHI U JAPYrHE€ JHOKYMEHTHI, JaThl KOTOPBIX OTPa)X)arTCA B
3aroJoBKax Jedl.

Jlaronn gmen, coaepkKalmMx pPacHoOpSAUTEIBHYK), TBOPYECKYHD M HHYIO
JOKYMEHTAIM0  (JOKIaabl, THChbMA, CTEHOTPAMMBbl), MJi1 KOTOPOM TOYHAas
JaTUPOBKA MMEET BAXKHOE 3HAUCHHE, a TAKXKe JIJIS JIeJ, COCTOSIINX U3 HECKOIBKHUX
TOMOB (4acTeil), IBISAI0TCS AaThl (UMCI0, MECSL, T0/1) PETUCTPALIMK (COCTABIICHUS,
MOCTYIUICHUSI) CaMOT0 PaHHEro M CaMoro IMO3JIHETO JOKYMEHTOB, BKJIIFOUEHHBIX B
neno (KpaiiHue JaThl €)1, JOKYMEHTOB).

Jlatol nmena, coAepXkaimero MPOTOKOJbl 3acelaHuid, SABJSAIOTCS  JAThl
YTBEPXKIEHUS (€CIU OHM YTBEPKIAIOTCS) WA AaThl MEPBOrO M IMOCIEIHETO
MPOTOKOJIA, COCTABIISIFOLIUX JEJIO.

JlaToil TUYHOTO Jera SIBISIOTCSA AaThl MOJNUCAHUS MPUKA30B O MPUEME U
YBOJIbHEHHH JIUIIA, HA KOTOPOE OHO 3aBEJICHO.

[Ipu oOo3HayeHWM nOaThl MOKyMEHTa CHadajla yKa3bIBaeTCS YHUCIO, 3aTeM



Mmecs U ro. Yucno u roa 0003HavyaroTcs: apadckuMu nudpamu, Ha3BaHUE Mecsla
- CIIOBOM.

Ecin nara pokymMeHTa WM OTHEIbHBIE €€ JJIEMEHTBl ONpPEeesioTCs
NpUOJIM3UTENIBHO, HA OCHOBAaHUHU aHAJIM3a COJIEPKaHMS JIOKYMEHTa, TO JaTa WU
OTIICJIbHBIE €€ DJJIEMEHThI, HE aOCOJIIOTHO JIOCTOBEPHBIC, 3aKIIOYAIOTCA B
KBaJIpaTHbIE CKOOKH.

4.29. OOsi3aTeNbHBIMU PEKBU3UTAMH OOJIOKKM Jiefla SBJISIIOTCS yKa3aHUe
KOJIMYECTBA JIMCTOB B Jiene <1> (MpocTaBisieTcsl HA OCHOBAaHUU JIMCTA-3aBEPUTEIIS
Jiena) U CpPOK XpaHEHus Jena (Ha Jejax IOCTOSIHHOTO XpaHEHHs IMULIETCS:
"XpaHUTh MOCTOSHHO").

<1> JIns nen Ha OyMa)KHOM HOCHUTETIE.

4.30. [Ins ydyera JOKYMEHTOB OMNpENIETICHHBIX KaTEropui el Ha OyMakKHOM
HOcHUTeNe (JMYHbIE, CyJeOHBbIe Jena, MaTepuaibl YrOJOBHBIX JeN, Jejia O
MPUCYKJICHUU YUEHBIX CTENIEHEW U IPUCBOCHUH YYEHBIX 3BaHU, J€ia, CBA3aHHbIE
C BblJaueil aBTOPCKUX CBUACTENILCTB M MATEHTHBIX M300PETEHUMN) COCTAaBISETCS
BHYTPEHHSISI OUCh JOKYMEHTOB JIENa.

Ecnu neno Ha GyMa)kHOM HOCHUTEJNE MEPEIIeTEHO WK MOJIUTO 0e3 OjaHka
BHYTPEHHEH OMHCH JOKYMEHTOB, TO COCTaBJIEHHas IO YCTAHOBJIEHHOHN (dopme
BHYTPEHHSISI OINUCh MOJAKJIEUBACTCS K BHYTPEHHEH CTOPOHE JMIEBOM OOJOXKKHU
nena.

N3MeHeHust coctaBa OKYMEHTOB Jenia (M3bSATHS, BKIIOYEHHUS JTOKYMEHTOB,
3aMeHa JIOKYMEHTOB KOIMUAMH) OTpaxkaroTcs B rpade "[Ipumedyanue" BHyTpeHHEN
OMHUCU CO CChUIKAMHU Ha COOTBETCTBYIOIIME akThl. [Ipu HEOOXOAMMOCTH MOTYT
OBITH COCTaBJICHbl HOBasg WTOroOBasi 3alKlCh K BHYTPEHHEM OMUCH U JIUCT-
3aBEpUTEND Jea.

4.31. Jlena nepenaroTcsl B apXUB OpraHU3alMK 10 OMMCSM, COCTABIICHHBIM B
CTPYKTYPHBIX MOAPA3ACICHUSX.

Onucu aen CTpyKTYPHBIX MOAPA3AECICHUN COCTaBIISIIOTCS MO YCTAHOBJIEHHOMN
dopme (mpunoxenue N 23, 24) B ABYX SK3EMIUISIpaxX U MPEACTABIAIOTCS B apXUB
OpraHu3allid HE TMO3JHEE YEeM 4Yepe3 OJWH TOoJ TMOCJe 3aBEpIICHUS el B
JEJIONPOU3BOICTBE.

Onucu COCTaBIAIOTCS OTHENBHO Ha JieJla TOCTOSHHOTO XpaHEHWs; nena
BpeMEHHBIX (CBhIIIE 10 JI€T) CPOKOB XpaHEHHUsI, B TOM YUCJIE 10 JIMTYHOMY COCTaBYy,
W JieNla, COCTOsIME W3 JOKYMEHTOB, XapaKTEPHBIX TOJIBKO JUIsl JaHHOMU
opraHuzainuu (CyneOHble, CIICJICTBEHHBIE [IeJla, HAay4YHbIe OTYEThI IO TeMaM).
OTnenpHbIE ONHCH  COCTABJSIIOTCS HA CAWMHUIIBI  XPAHEHUS  DJICKTPOHHBIX
JIOKYMEHTOB TIOCTOSIHHOTO XpaHEHWs; BpeMeHHBIX (cBbilie 10 1€eT) CcpoKoB
XpaHEHUs, B TOM YHKCIIE 110 JUYHOMY COCTaBY.

4.32. Ilpu cocTaBieHUUM OINUCH JEJI CTPYKTYPHOIO MOJPa3/eIICHHs
COOJTIOIAI0TCS CIEAYIOUIe TPEOOBaHUS:

3arojIOBKM JieJ1 BHOCSITCS B ONKUCh B COOTBETCTBUM C MPHUHSATON CXEMOi
CUCTEMATHU3alMM HA OCHOBE HOMEHKJIATYypHhI JE;

KaX/10€ JIeJI0 BHOCUTCSI B ONUCHh MOJ MOPSIAKOBBIM HOMEpPOM (€CliH JAENO



COCTOUT U3 HECKOJIbKHX TOMOB WJIM YaCTEH, TO KaXbIil TOM UM YacTh BHOCSITCS B
OIKCH O] TOPSTKOBEIM HOMEPOM);

rpadpl OMKMCH 3alOJHSAIOTCS B TOYHOM COOTBETCTBHU CO CBEICHUSIMU,
KOTOpbIE BEIHECEHBI HAa 00JIOXKKY J1ea;

rpada omucu "llpumedanue" HCMOIB3YETCS 11 OTMETOK O NpHEMe JIell,
OCOOEHHOCTSIX (PU3NYECKOTO COCTOSIHUS, O IMepefaye el JPYTuM CTPYKTYPHBIM
MO/Ipa3/IeTICHUsIM CO CCHUIIKOM Ha HEOOXOUMBIH aKT, O HaJTUYUH KOTIH.

B koHue ommcu Beciex 3a MOCIEIHEHW ONMMCATENIBHOW CTAaTbe 3aIlOJIHSAETCS
UTOrOBasi 3alllCh, B KOTOPOU YyKa3bIBatoTCs (U(pamMu U MPOMUCHI0) KOJIUYECTBO
JIeJ, IEPBBIA W TIOCIECIHUN HOMEpA JAEN MO OMUCH JIEJ, a TAKKE OrOBAPUBAIOTCA
OCOOCHHOCTH HYMEpallud e B ONMUCH (HAJIWYHME JIMTEPHBIX U TMPOMYIIEHHBIX
HOMEPOB).

Ilepen BHeceHMEM 3arojIoOBKOB JIeJ1 B OINHCh MPOBEPSIOTCA KadueCTBO
dbopmupoBanus U opopMIICHHS /eI, COOTBETCTBUE KOJIMYECTBA JieJl, BHOCUMBIX B
OMUCh, KOJMYECTBY 3aBEJCHHBIX JI€J 10 HOMEHKJIAType J€]1 OpraHu3aluu.

I[Ipy npocMoTpe Jen MpOBEPSIOTCSA: COOTBETCTBUE 3arojioBKa  Jiefa
COJIEP>KaHUIO JIOKYMEHTOB B JI€Jie; MPAaBWIBHOCTh O(DOPMIICHHS W TPYNIHUPOBKU
JIOKYMEHTOB, BKJIFOUCHHBIX B JEJIO; KAQU€CTBO IMOJIIMBKM WM MEpEIIETa JEeNa;
MPaBUIBLHOCTh HyMEpaluy JIMCTOB JieNla; Hajdudue B Jejie, B HEO0OXOIUMBIX
ClIyyasiX, BHYTPEHHEH ONHUCU Jella W NPaBUIBHOCTb €€ COCTaBJICHUS;
MPaBWIBHOCTh O(OpPMIICHUSI OOJIOKKU Jejia; HaJMuyue W TMPaBWIbHOCThH JIUCTa-
3aBepuTens nena. B ciiydae oOHapyKeHHs] HapyUIEHUs YCTAHOBJIEHHBIX IMPaBUJI
bopmupoBaHus U 0GOPMIIEHUS €1 OHU JOJIKHBI OBITh YCTPAHEHBI.

B ciyuyae oOHapyXeHUsI OTCYTCTBUS J1€J1, YUCIIALIMXCS 110 HOMEHKIIAType /e
OpraHu3allii, CTPYKTYPHBIM MOJApA3JeICHUEM MPUHUMAIOTCS MEPHI MO PO3BICKY.
OOHapyXeHHBIE JieJla BKJIIOYAIOTCS B ONMUCH. ECiM MpUHSITBIE MEphl HE Jaju
pe3yNibTaToB, TO Ha HEOOHAPYKEHHBIC Jea COCTaBIseTCd akT o0 yTpare
JOKYMEHTOB,  KOTOpPBIA  MOAMHUCHIBAETCS  PYKOBOJUTEIEM  CTPYKTYPHOTO
NOApA3JEICHUss M TMepelaeTcss BMECTE C ONUChI0 el CTPYKTYPHOTO
MOApA3JEICHUS B ApXUB opraHuzaiuu (npuioxenne N 6).

4.33. Tlepemaya nenm B apXWB OpPraHH3allMM OCYIIECTBISIETCS MO Tpaduky,
COTJIACOBAHHOMY C PYKOBOJIMTEIISIMU CTPYKTYPHBIX MOAPa3/IeICHUM, Tepeaaromnx
JIOKYMEHTBI B ApXUB, U YTBEPKJICHHOMY PYKOBOJUTEIEM OpraHU3alluH.

B nepuon mnoAroToBkM e Ha OyMaKHOM HOCHUTENE CTPYKTYPHBIM
nojApas3fejeHueM K Tepeaadye B apXWUB OpraHu3allud COTPYJHUKOM apXHUBa
MpoBEpsieTCS MPaBWIHLHOCTh MX (opMupoBaHus, OPOPMIICHUS U COOTBETCTBHUE
KOJIMYECTBa JIeJl, BKIIOUYEHHBIX B OIHUCH, KOJUYECTBY JAeid, C(POPMHUPOBAHHBIX B
COOTBETCTBHM C HOMEHKJIATypOi JeJ opraHu3anuu. Bce BBISBICHHBIC TIPU
MpoBEepKEe HeAoCTaTKu B (GopMupoBaHUM U OGOPMIICHUU Jeid pPabOTHHUKHU
CTPYKTYPHOTO MOJpa3AeICHHs 00sS3aHbI YCTPAHUT.

[Ipuem-niepenaua men B apXWB OpraHU3AIMN MPOU3BOAMUTCS PAOOTHUKOM
apXvBa OpPTraHU3AIlMU B MPHUCYTCTBUH PAOOTHHKA CTPYKTYPHOTO TOJpa3eicHHUSI.
Ha sk3emrmuisipax omucu Jiefl, JOKYMEHTOB MPOCTABISETCS OTMETKA O HaWYUU
nena. B KoHIE KaXa0ro 9K3eMIUIspa ONMUCH YKa3bIBAIOTCS MU(PpaMH U MPOMHUCHIO
KOJIMYECTBO (DAKTUYECKH NPHUHITHIX B apXUB JEJI, HOMEPA OTCYTCTBYIOIIUX JElI,



JaTa mpueMa-tepeayu Aell, a TaKKe MOJMUCH JUIa, OTBETCTBEHHOTO 3a apXuB, U
JU1a, MepeaBIlIero aena.

4.34. Ilepegaua »DIEKTPOHHBIX JOKYMEHTOB B apXuB OpraHu3aluu
MPOU3BOJMUTCS HA OCHOBAHMM ONMUCEH DJIEKTPOHHBIX J€J, JOKYMEHTOB
CTPYKTYPHBIX MO/Ipa3/ieIeHui 1Mo nH(HOPMAIIMOHHO-TEJICEKOMMYHUKAIIMOHHON CETH
(Mpy HAJIMYUMK B apXWBE OpPraHU3alMy HWH(YOPMAIMOHHOW CHUCTEMBI) WJIA Ha
bu3nuecku 000COO0ICHHBIX MAaTEPUATIBHBIX HOCUTENSIX, KOTOPHIE MPEICTABIISIOTCS
B JIBYX UJICHTUYHBIX IK3EMIUISIPAX.

[Ipu mepemade HSIEKTPOHHBIX JOKYMEHTOB B apXWB OpraHW3alldd
BBITIOJHSIOTCS CJIETYIOIINE OCHOBHBIE MPOLIEYPHI paOOTHI C TOKYMEHTAMH:

dbopmupoBaHre B WH()OPMAITMOHHOW CHCTEME OpPTaHU3AIMH SJICKTPOHHBIX
JIeN, SBJISIOIINXCS COBOKYITHOCTBIO KOHTEHHEPOB AJIEKTPOHHBIX JOKYMEHTOB WIIH
KOHTCHHEPOM JJIEKTPOHHOTO TOKYMEHTa, COAEP)KAIUM KOHTEHT U METaJaHHBIC
AJIEKTPOHHOTO JIOKyMEHTa, dbaiib AIIEKTPOHHBIX MOMHCEH u
BU3YaJIM3UPOBAHHYIO KOIHMIO TEKCTOBOTO 3JIEKTPOHHOTO JOKyMEHTa B (opmate
PDF/A;

dbopMHpOBaHHE OMHUCH JJIEKTPOHHBIX J€J, JOKYMEHTOB CTPYKTYpPHOTO
MO/Ipa3/ieNICHus;

IpOBEpKa apXMBOM OpraHU3allid JJICKTPOHHBIX JIOKYMEHTOB Ha HAJIMYUE
BPEJOHOCHBIX KOMITBIOTEPHBIX MPOTPAMM;

MPOBEPKa BOCTIPON3BOAMMOCTH JIEKTPOHHBIX TOKYMEHTOB;

npoBepka (U3MUECKOTO W TEXHUYECKOTO COCTOSHHUS HOCHTENel (mpu
nepeaade dJIEKTPOHHBIX JIOKYMEHTOB B apXWB OpTraHM3allid Ha (U3UYECKH
000COOJIEHHBIX MAaTEPUATBHBIX HOCUTENISAX );

NpOBEepKa TOJIMHHOCTH OJCKTPOHHOW TMOANUCH, KOTOPOH TOJIMHUCAaH
AIEKTPOHHBIN JOKYMEHT.

[IpueM  S7IEKTPOHHBIX  JTIOKYMEHTOB B  apXWB  OpraHuU3alliud 110
WH(OPMAITMOHHO-TEJICKOMMYHUKAIIMOHHON ceTh (IIpH  HaIU4YUM B apXUBE
opraHu3anud MHGOPMAIIMOHHON CHCTEMbl) WU Ha (U3HYECKH 000COOJIEHHBIX
HOCHUTENIIX OQOPMIISIETCS COCTABJICHHMEM WTOTOBOM 3alHUCU B KOHIIE OMHCH
AJIEKTPOHHBIX JEJ, TOKYMEHTOB, B KOTOPOU IUdpamMu U MPOIUCHIO YKa3bIBACTCS
KOJIMYECTBO (PAKTUYECKU MPHUHATHIX B apXUB AJICKTPOHHBIX NIEJ M DJIEKTPOHHBIX
JIOKyMEHTOB. MTOroBasi 3amuch MOATBEPIKAACTCS MOIMUCIMUA COTPYIHUKA apXHUBa
U COTPYAHHMKA CTPYKTYPHOTO TOJpAa3AeIeHHs, IEPEeIaBIIero dJIEKTPOHHBIC Jela ’
nokyMeHTHI. [Ipu mpueMe Ha apXWBHOE XpaHEHHE DJIEKTPOHHBIC JIelia 3aBEePSIOTCS
AIIEKTPOHHOHN TOJMHUCHI0 PYKOBOIMUTEINSI OPTaHU3AIMH WM YIIOJTHOMOYEHHOTO MM
JOJKHOCTHOTO JIUIIA.

[Tocne mnpuema B apxuB DJJICKTPOHHBIX JIOKYMEGHTOB Ha (pu3WYECKH
000COOJICHHBIX MaTEepPHATBHBIX HOCHTEISAX BKIIAJBIIIN, MOMEIICHHBIC B (QYTIIp
CAVHUIIBI XPAHCHUS B CTPYKTYPHOM TOJPA3/ICTICHUH, 3aMEHSIIOTCS Ha BKJIQJIBIIIH,
o OopMIICHHBIC B apXUBE.

Ha Bxnagpime, momeniaeMoM B QyTIsip IUHUIIBI XpaHEHHsI, OPOPMIISIEMOM B
apXxuBe, YKa3bIBACTCA:

HalMEHOBaHUE OpraHu3aluu (MOJHOE, COKPALIEHHOE);

Homep (oHma;



HOMED OIUCH IEKTPOHHBIX 1€, JOKYMEHTOB;

HOMeED JieJia 1O OIKCH;

OTMETKAa O CTaTyce »JK3EMIUISIpa JJIEKTPOHHBIX JOKyMeHTOB: "OcH."
(ocHoBHOW) min "Pab." (pabouuii);

KpaiiHue AaThl JOKYMEHTOB 3JIEKTPOHHOTO JIeTa;

npu  HEoOXOAMMOCTH  O(DOPMIISIOTCS  JIOMOJHHUTENbHBIE OTMETKH 00
OTpaHUYECHHH JIOCTYIIA K JIOKYMEHTaM.

Bxnagein nomemnaetcst B Qyisip pusndecku 060co0IeHHOTO MaTEPUATIBLHOTO
HOCUTEJSI TaKUM 00pa3oM, 4TOObI HAAMHUCH HA HEM OBLIM BUIHBI MPU 3aKPHITOM

dbyTtispe.

V. OPI'AHU3ALIMA UCITIOJIb3OBAHUA JOKYMEHTOB
APXMBHOI'O ®OHJIA POCCUHMCKOU ®EJIEPALIMM U JIPYTUX
APXVBHBIX
JOKYMEHTOB OPTAHU3ALNNA

5.1. ApxuB opraHu3anuu JA0JDKEH NPEAOCTaBIISATh MOJIb30BATEII0 JOKYMEHTHI
ApxuBHoro ¢donaa Poccuiickoit deaepanuu U apyrue apxXxuBHBIC JOKYMEHTHI, a
TaK>K€ CIPaBOYHO-TIOMCKOBBIE CPEJICTBA K HUM.

5.2. Jloctynm K JOKyMEHTaM MOXET OBITh OTrpaHWYe€H B COOTBETCTBUM C
3aKkOHOMaTenbCcTBOM Poccuiickoir denepanuy, a TakKe B COOTBETCTBUHM C
pacropsikeHHeM COOCTBEHHHMKA WM BJIaJeiblla apXUBHBIX JOKYMEHTOB,
HaXOISIINXCSA B YaCTHOM cOOCTBEHHOCTH <>,

<1> Yacts 1 crateu 25 @enepanbHoro 3akoHa ot 22 okTaops 2004 r. N 125-
®3 "O0 apxuBHOM Jene B Poccuiickoit @enepanun.

5.3. Tlonp30BaTenu Mmpu UCIOIb30BAHUU JTOKYMEHTOB apXHWBa OpraHU3aluu
00s13aHbI JIeJaTh CCbUIKM Ha MECTO XPaHEHUs JOKYMEHTOB.

54. CocraB HCA apxuBa oOpraHuzainuu OIpPEETsAETCS COCTaBOM H
COJIEp’KaHHEM XPAHSIIIUXCS B HEM JJOKYMEHTOB, XapaKTEPOM M 3a/lauaMH MTOUCKA U
WHTEHCUBHOCTBIO MCIOJIb30BAHMS IOKYMEHTOB.

OcHOBHBIM  (00s13aT€NbHBIM)  APXUBHBIM  CIPAaBOYHUKOM B  apXHBE
OpraHu3alliy SIBJISIETCS OMUCh JieN, JOKYMEHTOB. B 1omojiHeHuWe B apXuBe
OpraHu3allid BEAYTCS BCIIOMOTATENbHbIE AapXMBHBIE CIPABOYHUKH - KaTaJoOrH,
yKazaTelld, MCTOpUYEeCcKas CpaBKa K QOHITY.

5.5. B uensix obecrnieueHust COXpaHHOCTH, CBOEBPEMEHHOT'0 0TOOpa M y4eTa u
CUCTEMaTHU3ALIMHU JIe]l, MOAJIeKATUX TOCTOSHHOMY U BpeMeHHOMY (cBbitie 10 jer)
CPOKOB XpaHEHUsI, B OpraHU3allui COCTABJISIOTCS OMUCH eI, JOKYMEHTOB.

Onucu coCTaBISIIOTCS OTAEIBHO Ha J1€71a, TOKYMEHTHI:

ITOCTOSIHHOTO CPOKa XpaHEHHS,;

BpeMeHHBIX (cBbile 10 JIeT) CpoKOB XpaHEHUS;

110 JINYHOMY COCTaBYy;

XapaKTepHbIE TOJNBKO JAJIsl TaHHOW opraHu3aiuu (CyaeOHble Jena, MaTepHabl
YTOJIOBHBIX JI€JI, HAYYHBIE OTYETHI [10 TEMaM).
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AHAJIOTUYHBIE OMKUCH COCTABJISIIOTCS HA AJIEKTPOHHBIE JIe1a, TOKYMEHTHI.

CBomHblE ONUCH J€J7, JTOKYMEHTOB OpraHHW3aldd COCTOSIT M3 TOJIOBBIX
pa3AeioB, COCTABIIIEMBbIX HA OCHOBE IEPEIaHHBIX B APXMB OPraHU3allM ONUCEH
JeJl €€  CTPYKTYpHBIX TMOJpa3lelICHH 3a  ONpEACNICHHbIE TONbl, U
CUCTEMATU3UPOBAHHBIX B MpEAeNlax KaXJoro roja B COOTBETCTBUU C
YTBEPKIAECHHOM CTPYKTYpOU OpraHU3aIluy Ha STOT rOJ.

Onucu nen, JOKYMEHTOB COCTaBJSIOTCA IO YCTAaHOBIIEHHOM — (opme
(mpwnoskennss N 14, 15, 16, 17, 18) u cocTOAT U3 ONMUCATEIbHBIX CTAaTCH CIUHUII
XpaHEHUs, WTOrOBOM 3allMCH, JUCTa-3aBEpUTENIE W CIPABOYHOTO armapara K
OTIHCH.

OnucatenbHasi CTaThsid OMNUCU BKJIIOYACT: MOPSAJKOBBII HOMEpP €IUHUIIBI
XpaHEHUs; WHIEKC €JAUHUIBI XpaHeHus (10 HOMEHKJIAaType Jej); 3arojoBOK
€IVMHUIBl XPAHEHHUsI, BKJIIOYAIOIINM yKA3aHUE HA HaJW4Yue KOIHUM, €CIU B HEH
XPaHATCSA KOMUU JOKYMEHTOB; KpalHHE JaThl EAUHULIBI XPAHEHHUS; CPOK XPaHEHUS
(mmst ommceil e, JOKYMEHTOB BPEMEHHOIO XPaHEHHs); KOJUYECTBO JIMCTOB B
CAVHUIIC XpaHEHHUS. 3arojloBOK Jejda MOXKET OBbITh JOIMOJHEH aHHOTaIMeH
OTJIEJIbHBIX JJOKYMEHTOB (TPYIIIIbI JOKYMEHTOB) €AMHUIIBI XPAHECHHUS.

B crmpaBouHBIl amnmapar K OMUCH BXOIAT: TUTYJIBHBIM JIUCT; COAEpKaHUE
(ormaBieHue); MPEAUCIOBHUE;, CIHCOK COKpAIEHWW; YyKa3aTeJqu K OIKCH
(MpeaMeTHBIN, UMEHHOMU, TeorpapuIecKoi).

CocTaB chnpaBOYHOIO anmapara K ONHWCH 3aBUCUT OT CpOKa XpPaHECHUS
BKJIFOUEHHBIX B HEE JOKYMEHTOB M UX BUIOB.

K onucsim nien, JOKyMEHTOB MOCTOSIHHOTO XPAaHEHUS U MO JTUYHOMY COCTaBY
COCTaBJISIFOTCSL TUTYJIBHBIN JIUCT, PEUCIOBUE, OTJIABJICHUE, TPU HEOOXOAUMOCTH
- CIIMCOK COKPAILCHH, YKa3aTEIN.

Ha TuTynpbHOM JHMCT€ ONUCHM YKa3bIBAIOTCS: TOJIHOE HAWMEHOBaHUE
roCyJJapCTBEHHOTO (MYHUIMIIAJIBHOTO) apXuBa (€CIM OpraHu3aius SBISIETCS
UCTOYHUKOM €ro KOMIUIEKTOBaHUsSA), IOCJIEIHEE IOJHOE HAauMEHOBAHUE
OpraHu3allii, COOTBETCTBYIOIIEE HA3BAaHUIO €€ AapXWBHOTO (OHIIA, HOMEP
apxXuUBHOTO (hOHJa, HOMEp W Ha3BAHUE OMHCH, KpallHUE aThl BHECEHHBIX B OIKCH
€AUHULL XPaHEHUSI.

Ecnu nHamMeHoBaHWE OpraHM3allid HM3MEHSUIOCh, Ha TUTYJIBHOM JHUCTE (B
cliy4ae HEOOXOJUMOCTH - Ha JOMOJHUTEIBHOM JIMCTE) TOJA TIOCICIHUM
HAaUMMEHOBAHUEM OpPTraHM3allUM YKa3bIBAIOTCS B CKOOKAaX BCE €€ EPEMMEHOBAHUS B
UCTOPUYECKOM  (XPOHOJIOTMYECKOM)  IMOCHEI0BAaTeIbHOCTU  3a  TEPHO/I,
COOTBETCTBYIOIIMI KpaiHUM JaTaM €IUHUIl XpaHEHH s, BKJIFOUCHHBIX B OIHUCH.

B npenucioBun K ONMUCH KPaTKO U3JIAraroTCs MEPEMMEHOBAaHMS OpraHu3aluu
B HCTOPUYECKON (XPOHOJOTMYECKON) IMOCIEIOBATEIbHOCTA 3a  MEPHOJ,
COOTBETCTBYIOIIMM KpalHUM JaTaM €IWHHI] XPAaHEHUs, BKJIIOUCHHBIX B OIKCh.
[IpenucnoBre MOANMUCHIBAETCS COCTABUTENEM C YKa3aHUEM JIOJKHOCTH M JaThl
COCTaBJICHUS.

K onucu nen, nokymeHTOoB BpemeHHOro (cBeimie 10 JieT) XpaHeHwus, Npu
HEO0OXOMMOCTH TAK’KE€ MOTYT COCTABJISITHCS OTJIABIIEHUE, CITMCOK COKPAIIEHUH.

Onucu (rogoBbi€ pa3esibl ONUCEN) e, TOKYMEHTOB COCTaBIISIOTCS:

MIOCTOSIHHOTO XPAHEHUs - HE MEHEE YEM B YEThIPEX AK3EMIUIIpax: TPU Ha



OyMa)XHOM HOCUTENE U OAMH - B D3JEKTPOHHOM BHJIE (B KauecTBe paboyero

AK3EMILISIPA);
BpeMeHHOTO (cBbImIe 10 JeT) XpaHeHus - He MEHEee YeM B JABYX DK3EMIUIAPAX;
JOKYMEHTOB [0 JHUYHOMY COCTaBy OpraHu3aluid - HCTOYHUKOB

KOMIUIEKTOBAHHUS TOCYIapCTBEHHBIX (MYHHUIIUTIATHHBIX) aDXUBOB - HE MEHEE YeM B
YEeTHIPEX IK3EMIUIIpax: TP Ha OyMa)kHOM HOCHTENIE, OJIUH - B AJICKTPOHHOM BUJIC
(B xKauecTBe paboyero 3K3eMILIIPa);

JOKYMEHTOB TI0 JIMYHOMY COCTaBy OpraHW3aluid, HE SBISIOMIUXCS
WCTOYHUKAMHU KOMIUICKTOBAHUS TOCYJAPCTBEHHBIX (MYHHUIIUIIATLHBIX) apXUBOB, -
HE MEHEe YeM B TPEX IK3EMIUIIPaX.

Ornucu (To0BBIE pa3liesibl OMUCEN) J1ell, TOKYMEHTOB BpeMEHHOTO (cBhiiie 10
net) xpaHeHusi cornacoBbeiBaloTcs ¢ [IOK (OK) opranuzanuu, mnocie yero
YTBEPIKIAFOTCS PYKOBOIUTEIIEM OpPTaHU3AIUH.

Ha paccmotpenue DIIK mpeactaBisitoTcss HE MEHee 4eM depe3 3 rojia mociie
3aBEpILICHUS JIEJIONPOU3BOCTBOM JI€Jl, BKIIFOUCHHBIX B pa3ied:

onucH (TroJI0OBbIE pa3iebl OMUCEH) e, JOKYMEHTOB MMOCTOSIHHOTO XPaHEHUS
JUTSL YTBEPKACHMUS;

onucH (TOJ0BBIE pa3ieibl OMUcEed) Ael, JOKYMEHTOB MO JIMYHOMY COCTaBy
JUTS corylacoBaHus <1>.

<1> Omnucu pgen, JOKYMEHTOB IO JIMYHOMY COCTaBy COIUIACOBBIBAIOTCS
COOTBETCTBYIOIIUM TOCYJAPCTBEHHBIM (MYHHUITUTIAIBHBIM) apXUBOM COTJIACHO
MIPEIOCTABICHHBIM €MY TTOJTHOMOYHSIM.

[Tocne yrtBepkneHus (corjacoBaHusi) onuceld (TOAOBBIX pa3/eNoOB OINUCEN)
OIIK oHHM yTBEpKIAIOTCSA PYKOBOAUTEIEM OPTraHU3aLIAH.

B rocynapcTBeHHbIN (MyHUIIMNIATIBHBIN) apXUB NEPEAAIOTCS TPHU SK3EMILISIpa
ONHUCHU el MOCTOSHHOTO XPAaHEHWS, OJHMH 3K3EMIUISIP OMUCU AEN MO JUYHOMY
COCTaBy, yTBepKIAEHHbIX (cormacoBanHbix) JIIK, a Takxe 1o ogHOMY IK3EMILIAPY
Ka)KI01 OMHCHU B AJIEKTPOHHOM (hopMe (B KauecTBe pabodero sK3eMIUIsIpa).

OnuH 5K3eMIUIIp OMUCH e IMOCTOSHHOIO XPaHEHUs W JBa SK3EMIUISIpa
OIMCH JIeJ M0 JUYHOMY COCTaBY OCTAOTCS B OPraHU3aI|H.

BHecenue n3MeHeHN B TOJOBOM pas3fesl ONUCH JIEN, TOKYMEHTOB IOCIIE €ro
yrBepxkaenust (cormacoBanus) OIIK pomyckaercs TOJIbKO Ha OCHOBAaHUU
cootBeTcTBYIOMIEro pemenus JIIK.

5.6. Uctopuyeckas crnpaBka K (OHIy COCTOUT U3 TPEX Pa3esioB: UCTOPHS
dbongoo0pazoBaTess, OTpakarollas HCTOPUIO OPTaHU3AlMM CO CChUIKAMHM Ha
COOTBETCTBYIOIIINE 3aKOHOJATENbHBIE U HOPMATHUBHBIE aKThl (IaThl 0Opa3oBaHUS,
NepeuMEHOBAHUS, peopraHu3alum, JMKBUIALINH, BEJIOMCTBEHHYIO
MPUHAIICKHOCTD, CTPYKTYPY U (YHKIIMH, UX U3MEHEHUs, HA3BaHUE OPraHu3aIiu
- TMpeaIecTBeHHUKa), ucrtopus QonHma (oObeM, KpallHHE JaThl JTOKYMEHTOB,
CTEIMEHb UX COXPAHHOCTH, AAThl EpeJayl JOKYMEHTOB Ha MOCTOSIHHOE XPAHEHUE)
U XapakTEepUCTUKA JOKYMEHTOB (oHAa (Pa3HOBUAHOCTH  JIOKYMEHTOB,
0COOCHHOCTH (POPMUPOBAHUS €IUHUI] XPAaHEHHS] M UX CHCTEMaTH3alluu, HAJIW4YNe
JIOKYMEHTOB, BBIXOJAIIUX 34 XPOHOJOTUYECKHUE TpaHUlbl AESATEIbHOCTU



¢donmoobpazoBarens, COCTaB CIPAaBOYHOro ammapaTta K (OHIY, MECTO XpaHEHUs
JIOKYMEHTOB MO JUYHOMY COCTaBY).

Hcropuueckas cnpaBka K (GOHAY COCTAaBISIETCS B ABYX dK3EMIUIsIpax, OAUH -
XpaHutcss B jaene (oHma, BTOpod - TepemaeTcss B TOCYAapCTBEHHBIN
(MYHUITUTIAJIHBIN ) apXUB.

5.7.  OcHoBHbIMH  (opMaMu  HCHOJB30BAHMS  JOKYMEHTOB  apXHBa
OpraHu3alluy SABJISIFOTCS:

nH(pOpMaITMOHHOE 0OecTieueHne PaOOTHUKOB OPTaHU3AINY;

WCIIOJIHEHHE 3allpOCOB II0JIb30BATENIEd, B TOM YMCIIE 3alpOCOB TIpaxkIaH
COLIMAJIBHO-TIPABOBOI'O XapaKTepa;

BbIJ]aya JTOKYMEHTOB M JI€Jl BO BPEMEHHOE IOJb30BAHHUE, MPEAOCTABIICHUE
KOIMI apXMBHBIX JOKYMEHTOB IO 3alpOcaM I0JIb30BaTeeH, B TOM 4uciie B popme
AIIEKTPOHHBIX TOKYMEHTOB.

dopmMaMU HUCIOJB30BaHUSA JTOKYMEHTOB apXWBa OPTaHU3ALUU SBISIOTCS
TaKXe:

UH(OOPMHUPOBAHUE CTOPOHHUX OpPraHU3alMil O HAIMYUU U COJCPNKAHUU
MMEIOIINXCS B apPXHUBE IOKYMEHTOB;

UCIOJIb30BaHUE IOKYMEHTOB B CPEJICTBAX MACCOBOM HMH(OpMaLny;

UCIOJb30BaHUE JOKYMEHTOB JUIsl MOJTOTOBKH HCTOPUKO-HUH(OPMALIMOHHBIX
MEPOIPUITHIA: BHICTABOK, SKCKYpCHUH, KOH(epeHIHii;

BbIJ]a4a JOKYMEHTOB JJIs1 pabOThl B UATAJIBLHOM (IIPOCMOTPOBOM) 3aJI€ apXHBA;

opraHu3anus J0CTyla paOOTHUKOB OpraHU3alMM K JOKYMEHTaM apXuBa
yTEM MCHOJIb30BaHMs HHPOPMALIMOHHO-TEJIEKOMMYHHKAIIMOHHOM CETH.

5.8. ApxuB OpraHu3anuu JOJKEH BECTH YUYET MCIOJIB30BAHUS TOKYMEHTOB, B
TOM YHUCJ€ BbIIAYM JOKYMEHTOB U JI€Jl, BbIAAUYM apXUBHBIX CIPABOK, BBIMHUCOK,
KOIIMI TOKYMEHTOB.

5.9. 3ampocel mNoJB30BaTENEH, MOCTYMAKOIIME B apXWB OpraHU3aluy,
MOAPA3AEIAIOTCS HA TEMATHUYECKUE U COLMAIIBHO-TIPABOBBIE <1>.

<1> [Moamyukt 5.7.1 mynkTa 5.7 [IpaBun xpaHeHusl.

5.10. ApxuB opraHuzalyy AOJKEH PAcCMaTpPUBATh U HUCIOIHSATH 3aMpOCHI,
NOCTYIUBIINE B MUCbMEHHON (hopme.

3anpoc noJb30BaTelis JOJDKEH COIepkKaTh CICIYIONTYI0 HHPOPMALIHIO:

HAaMMEHOBaHWE IOPUAMYECKOTO JHI[Aa - aBTopa 3ampoca (IUisl TpakaaH -
dbamMun, UMEHH, OTYECTBA, TIPY HATUYUH TTOCIETHETO);

MOYTOBBIN W/WIIN AJIEKTPOHHBIN aJIpec, MO KOTOPOMY JOJIKEH ObITh JaH OTBET;

CBEJICHUSI, HWHTEPECYIOIIME TI0JIb30BaTeNii M XPOHOJOTHYECKHE pPaAMKHU
3anpammBaeMoi nHpopMaIy;

dbopMy moydeHus Moab30BaTesieM HHpopMauu (MHPOPMAIIMOHHOE TTHCHMO,
apXWBHasl CIpaBKa, apXWBHAs BBINUCKA, AapXWBHAs KOMHS, TEMAaTHYECKHM
nepeyeHb, TEeMaTHYECKUIl 0030p JOKYMEHTOB);

JMYHYIO TIOJIMUCH aBTOpa 3ampoca (rpaKAaHUHA WIH JOJKHOCTHOTO JIUIIA);

nary.

[Ipu mocTyrmieHuM B apXvB OpraHU3allMd HMHTEpPHET-oOpamieHus (3ampoca)
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MOJIb30BATENsl ¢ YKa3aHUEM ajJpeca 3JIEKTPOHHOM MOYThI W/WJIM MOYTOBOTO ajapeca
€My HampaBlisieTcd yBEJOMJICHME O TMpueme oOpaieHus (3ampoca) K
PacCMOTPEHHUIO UM MOTUBUPOBAHHBIA OTKAa3 B PACCMOTPEHHUH.

Ha 3anpockl TemaTnyeckoro xapakrepa, MOCTYUBIINE B apXUB OpraHU3aluu
no HMHPOPMALMOHHO-TEIEKOMMYHUKAIIMOHHOW CETH, B TOM YHCIE IO CETH
HNHTepHET, OTBET MOXKET ObITh HANpPABJIEH B BUJIE AJIEKTPOHHOTO COOOIEHUS IO
YKa3aHHOMY aBTOPOM 3aMpoca 3JIEKTPOHHOMY aJIpecy.

3anpoc NOMKEH OBITh 3apEeruCTPUPOBAH B TEUEHUE TpPEX pabdOuMx JHEU C
MOMEHTA €0 NOCTYIJICHUS.

3anpoc, HE OTHOCSIIMKCS K COCTaBy XpaHSAIMXCA B OpraHu3aluu
JOKyMEHTOB (Henmpo(WIBHBIN 3ampoc), B T€UEHUE 7 AHEH CO AHS PETHCTpaIiu
3ampoca HamnpaBisSIeTCs] B OpPraHU3alldio, TAE MOTYT XPaHUTbCS HEOOXOAUMBIE
JIOKYMEHTBI C YBEJOMIIEHUEM 00 3TOM IOJIb30BATEIS.

3anpoc, TOCTYNUBIIMKA B apxuB OpraHHU3alMd, pacCMAaTpUBAETCS B
COOTBETCTBUM C TpPEOOBAHUSMHU 3aKOHOAATEIBHBIX M MHBIX HOPMAaTUBHBIX
IPABOBBIX AaKTOB IO paboTe C OOpallleHUsIMHU TpakJaH M MPEAOCTaBICHUIO
rOCyapCTBEHHBIX (MYHUILIUITABHBIX) YCIIYT.

OTBeT Ha NMOCTYNMBUIMN B apXWB OPraHU3ALMM 3aIIPOC MPENOCTABIIIETCS B
tedyeHue 30 pgHed co 1HA ero perucrpauuud. C paspemeHuss pyKOBOJICTBA
OpraHM3alMd 3TOT CPOK MOXKET OBITh MpoJyieH He Oonee ueM Ha 30 nHeH, c
YBEJIOMJICHUEM 00 3TOM 3asIBUTEJIA.

5.11. OTBeTsI Ha 3ampOCHl MOJIB30BATEIEH, B TOM YHCIIE OTBETHI HA 3aIPOCHI
COI[MATILHO-TIPABOBOIO Xapaktepa, oGopMisitoTcs B ¢GopMe apXMBHOM CIIPaBKH,
apXMBHOW BBIMUCKA WJIM apXUBHOM KOMUHU, O(POPMIEHHBIX M 3aBEPEHHBIX B
YCTaHOBJICHHOM TOPSIJIKE.

[Ipy OTCYTCTBMM JOKYMEHTOB, HEOOXOAMMBIX MJI1 HCIOJHEHHUS 3arpoca
COLIMAJIbHO-IIPABOBOT0 XapaKTepa, COCTABISETCS OTBET Ha OJaHKE OpraHu3alluu C
YKa3aHUEM NPUYHH UX OTCYTCTBHSI.

5.12. ApxuBHas cnpaBKa MOANUCHIBAETCS PYKOBOAUTEIEM OpPraHU3alUK WU
VUHBIM YIOJHOMOYEHHBIM WM JIOJDKHOCTHBIM JIMIIOM M 3aBEpSAETCS I€YaThIO
opranuzanuu (npuwioxerue N 29).

ApXxuBHas CIpaBKa, 00beM KOTOPOIl MPEBBIIIAET OJUH JIUCT, JOJKHA OBITH
IIPOHYMEPOBaHa.

B Tekcre apXuBHOW CHOpaBKM B XPOHOJIOTUYECKOW IOCJIENOBATEIBHOCTH
U3JIaraloTcs COOBITHS C YKa3aHUEM BUIOB MCIOJb30BaHHBIX JTOKYMEHTOB, UX JIaT U
HOMEPOB. B apxuBHOI1 cripaBKke AOMYCKAETCsl IUTUPOBAHUE JJOKYMEHTOB.

HecoBnanenue OTAENbHBIX CBEACHUMN/JAHHBIX TOKYMEHTOB CO CBEICHUSIMU,
U3JI0)KEHHBIMA B 3allpOCe, HE SBJSETCS MNPEMSITCTBUEM JJIsl BKIIOYEHUS HUX B
apXMBHYIO CIIPABKY, €CJIM COBIIAQJICHUE BCEX OCTAJIbHBIX CBEIACHUN HE BbI3bIBAET
COMHEHUH B TOXIECTBEHHOCTHU JHMIA WIH (PAKTOB, O KOTOPBIX TOBOPUTCSA B
JNOKyMEHTaXx.

B apxuBHOI crnpaBKe JaHHBIE BOCIPOU3BOMASITCS TAK, KAK OHU HM3JI0KEHBI B
JOKYMEHTaX, a PacX0XkJICHHs, HECOBNAJEHUS U HETOYHbBIE Ha3BaHUSA, OTCYTCTBUE
UMEHH, OTYECTBA, MHUIMAJIOB UM HAJIMYUE TOJBKO OJHOTO U3 HUX JTOJKHBI OBITH
OTOBOPEHBI B TEKCTE CMpaBKU B CcKoOkax: "Tak B gokymeHte", "Tak B TekcTe



opuruHama".

CeneHus, UMEIONIMECS B apXuBE IO 3ampocy o pabore u (wim) ydyedbe B
HECKOJIBKMX OpraHW3alMsiX, KacarolIUMecss OJHOIO JIMIA, BKIIOYAIOTCS B OJHY
aApPXUBHYIO CIIPaBKYy.

[lo TekcTy apXWBHOM CIpaBKM B KayecTBE IPUMEYAaHUH MOTYT OBITh
OrOBOPEHBI ~ HEpPa30OpPUYMBO  HANKCAHHBIE, MWCIPAaBICHHbIE  aBTOPOM, HE
NOJIAIOIINECS IPOYTEHUIO BCIIEICTBHE MOBPEKICHUS TEKCTa opuruHana: "Tak B
Tekcte opurunana”, "B Tekcte Hepa3dbopunuBo'.

B Tekcre apXMBHOW CHpaBKA HE JIONMYCKAIOTCS W3MEHEHHsI, MCIPABIICHUS,
CYMMHPOBAHHE JTaHHBIX, KOMMEHTapHUH, COOCTBEHHBIE BBIBOJIBI MCHOJHUTENS IO
COJIEP)KaHUIO0 JOKYMEHTOB, Ha OCHOBAaHMHM KOTOPBIX COCTAaBJEHA AapXUBHAaA
cupaBka. [loguncTKY ¥ MOMapKy B apXMBHBIX CITpaBKax HE AOIMYCKAIOTCS.

B apxuBHOW cripaBke JOJKHBI OBITh IPUBEEHBI apXUBHbBIE NPl 1 HOMEPA
JIMCTOB €IMHHUI] XPAHEHUS JJOKYMEHTOB, UCIIOJIb30BABLIMXCS ISl €€ COCTABJICHHUS.

[lo 3ampocy noJsb30BaTENEd apXUBHBIE CIPABKM MOTYT BBIIABAThCS B
AIIEKTPOHHOM (opMe Ha JJIEKTPOHHOM HOCHUTENE JHUOO THepechUIaThCs 10
MH(POPMALIMOHHO-TEIECKOMMYHHUKAIIUOHHBIM ~ CETSAM. OJIEKTPOHHBIE apXHUBHbBIE
CIPABKH 3aBEPSIOTCS JIEKTPOHHON NOANMCHI0 PYKOBOJMTENS OPraHHU3alUy WU
WHOTO YIIOJTHOMOYEHHOTO UM JIOJDKHOCTHOTO JIMIIA.

5.13. ApxuBHbIE BBIIUCKUA OQOPMIISIIOTCS Ha OJaHKe opraHu3aluu (apXuBa
opraHu3anuyd) ¢ o00O3HaueHWeM Ha3BaHus Bujga JokymeHTa: "APXWBHAZ
BBITIMCKA".

B apxuBHOM BBINIMCKE Ha3BaHHE JIOKYMEHTa, €ro HOMEp U JaTa
BOCITPOU3BOASTCS OJHOCTBIO.

Boinucka mpou3BOAUTCS TONBKO U3 JOKYMEHTa, B KOTOPOM COAEPKUTCS
HECKOJIbKO OTJEJIbHBIX, HE CBA3aHHBIX MEXy cOO0N BOMpPOCOB. Bhlnucka qoiKHA
BOCIIPOU3BOJMTH IOJIHBIA TEKCT YACTH JOKYMEHTA, OTHOCSILEHCS K 3aIIpocy.

W3BrneyeHneM M3 TEKCTa JOKyMEHTa JIOJDKHBI OBITh HCYEpIIaHbl BCe
MMEIOIINECS AaHHbIE MO 3anpocy. Hauano v KoHen Ka)a0ro U3BJICYEHUS, a TAKKE
IPOIMYCKHU OTAENBHBIX CJIOB B TEKCTE JOKYMEHTa 0003HaYal0TCsI MHOTOTOUYHEM.

B apxuBHOW BBIMCKE JOJKHBI OBITH Cl€JaHbl COOTBETCTBYIOIIME
IpUMEUYaHUsI U OTOBOPEHBI YaCTH TEKCTa OpUTMHaNa, Hepa300pUMBO HaIlMCaHHbIE,
UCITPaBJIEHHbIE ABTOPOM, HE MOJIAIOIINECS IPOUYTEHUIO BCIECICTBUE MOBPEXKICHUS
TeKCTa U JpyruM mnpuurHaM. OTHeNbHbIE CJIOBA U BBIPAKEHHS JIOKYMEHTA,
BBI3BIBAIOIINE COMHEHHUSI B UX TOYHOCTH, a TaKXKE HCIPABICHUS, MOJYUCTKH,
BBI3BIBAIOIIME COMHEHHE B MX JOCTOBEPHOCTH, oroBapuBatoTcsi: "Tak B
nokymente", unu "B Texcre Hepa3zbopuuBo", unu "Tak B Tekcre opuruHana'.
[Tocne TekcTa apXWBHOW BBIMMCKH YKa3bIBAIOTCA apXWMBHBIM MHUQPp W HOMEpa
JMCTOB €IMHUIIBI XPAHEHUS apXUBHOTO TOKYMEHTA.

ApXxuBHas BBITMCKA MMOANUCHIBAETCS PYKOBOAUTEIEM OPIaHU3aLUU WIN HHBIM
YIOJIHOMOYEHHBIM UM JOJKHOCTHBIM JIMIIOM U 3aBEPSIETCS MEYAaThI0 OPraHU3aLiH.

[To 3ampocy mosnbp30BaTesiel apXUBHBIE BBIMUCKU BBIIAKOTCS B AJIEKTPOHHOU
dopMe Ha 3IEKTPOHHOM HOCUTENE JIMOO MEepechUIaAloTCs MO0 WH(GOPMALMOHHO-
TEJIEKOMMYHUKALIMOHHBIM CETAM. DJEKTPOHHBIE ApXUBHBIE BBIIUCKHU 3aBEPSIIOTCS
NEKTPOHHOM  MOANKMCBHIO  PYKOBOAMTENS  OpPraHM3aluMd  WIM  HHOTO



YIOJHOMOYEHHOTO UM JOJIKHOCTHOTO JIUIIA.

5.14. Ha apXuBHBIX KOINHUSX, BKJIIOYAsi apXUBHbIE KOMUU HA OyMa)KHOM
HOCHUTEJIC 3JEKTPOHHBIX JIOKYMEHTOB, apXHBHbIE HHUQPHI MPOCTABISIOTCS Ha
000pOTe KaXKIOTO JMCTa apXMBHOM KOIUHU, a 3aBEpPUTENIbHAS HAAMKCh U NeYaTh -
Ha 000pOTE MOCJIETHETrO JTUCTA KOTTUH.

[To 3ampocy mnoJib30BaTeNield 3JIEKTPOHHBIE KOIMWHU apXUBHBIX JIOKYMEHTOB
BBIJIAIOTCS B AJIEKTPOHHOM (hopMe JMOO MepechuialoTcss Mo WH(OpMaIMOHHO-
TEJIEKOMMYHUKAITMOHHBIM CETSIM. DJIEKTPOHHBIE KOMHUM APXUBHBIX JOKYMEHTOB
3aBEPSAIOTCS DJEKTPOHHOM MOANMUCHI0 PYKOBOAUTENS OpPraHu3allMd WM HHOTO
YIOJIHOMOYEHHOT'O UM JOJIKHOCTHOTIO JIUIIA.

5.15. IloaroToBiieHHBIE APXWBOM OpPraHU3allM OTBETHl HA 3aIpPOCHI
(apXUBHBIE CIPAaBKU, apXUBHBIC BBIMUCKA W apXUBHBIC KOMHWHU) HAMPABISIOTCS
3asIBUTEJISIM C COMPOBOUTEILHBIM TUCHMOM TIO MOYTE WUJIM BBIIAIOTCS: 3asBUTEIIO
- [pU TPEABSIBICHUH JOKYMEHTA, YyIOCTOBEPSIOLIETO  JUYHOCTh, €T0
MPEACTABUTEISIM - IIPU MPEIBSIBICHUN JOKYMEHTA, YIOCTOBEPSIOIIETO JIUYHOCTD U
JIOBEPEHHOCTH, OPOPMIICHHOM B YCTAaHOBJICHHOM TOPSIKE.

5.16. ApxuBHBIE CIpPaBKH, AapXUBHbIC BBINHUCKM M apXHUBHBIE KOIIHH,
HalpaBJISIEMbIE B TOCYJapcTBa - y4acTHUKM KOHBEHIMHM, OTMEHSIOLIEH
TpeOOBaHME  JIETaU3allM  WHOCTPAHHBIX  OQUIMATIBHBIX  JIOKYMEHTOB,
noanucanHod B [aare 5 oxTsa6ps 1961 1., 3aBepstoTcs MNPOCTaBIECHUEM U
3al0JIHEHUEM  CICIUAJIBHOTO IITaMma - amnoCTWIs B  COOTBETCTBUU C
3aKOHOJIaTeNbCTBOM Poccuiickoit denepanni.

5.17. JlonmyckaeTcs U3bsTUE U3 apXUBHBIX AT U BblJada BIAJEIbLAM WIN UX
POJCTBEHHHUKAM, B CIydae WX MUCbMEHHOIO OOpaIleHHUs, MOJJIUHHBIX JTUYHBIX
JIOKYMEHTOB O TPa)KJJaHCKOM COCTOSIHMH, 00 00pa3oBaHUU, TPYJAOBbIX KHUKEK, HE
MOJTYYEHHBIX B CBOE BpEMSI BIIaJIEIbIIEM IOKYMEHTOB.

[TonnuHHBIE NWYHBIE TOKYMEHTBI BBIIAIOTCA 3afBUTEISIM C Pa3pelICHUS
PYKOBOJUTENSI OPraHU3ALMU 10 MPEABSIBICHUN MACIOpPTa WM UHOTO JOKYMEHTA,
YIOCTOBEPSIONIETO JIMYHOCTh, JMOO WX POJCTBEHHHKAM WM WHBIM JIUIAM TI0
JIOBEPEHHOCTH, O(pOPMIIEHHON B YCTAaHOBJIEHHOM 3aKOHOJIaTeNIbcTBOM Poccuiickoit
®enepanuu nopsiake. [oamuHHBIE TUYHBIE TOKYMEHTBI MOTYT OBITH HANpaBIICHBI
3asIBUTEIIIO [IEHHBIM MTUCHMOM.

C u3bIMaeMbIX JOKYMEHTOB B apXMBE OPraHU3alMK W3TOTABIMBAIOTCS KOIUH,
KOTOpbI€ MPUOOIIAIOTCS K JiesiaM. M3bsiTHe TOKYMEHTOB, a TaK)Ke 3aMEHa Ha KOTTUHU
OTPaKAIOTCS BO BHYTPEHHHMX ONMHUCAX JCJ, B JIUCTAaX-3aBEPUTENSAX JICJ, B OMHUCAX
JieJ, TOKYMEHTOB.

N3bsiTie u Bo3BpallleHUE TOKYMEHTOB O(OPMIISIFOTCSI aKTaMH 00 U3BSATUU U3
nen (BO3BpAllleHWH) YKa3aHHBIX JOKYMEHTOB. AKThI M APYyrue TOKYMEHTHI, Ha
OCHOBAaHHMU KOTOPHIX TMPOM3BEAECHO U3bATHE (BO3BpAICHUE) APXUBHBIX
JIOKyMEHTOB, BKJTIOYAIOTCA B J1e710 (PoHA.

5.18. KonupoBaHue JOKYMEHTOB apXuBa OpraHu3alMud IO 3asBKaM
MOJIb30BaTENIC MPOU3BOJUTCS MO PA3ZPEHICHUIO PYKOBOAUTENS OpraHU3AIuU WU
MHOT'O YIIOJTHOMOYEHHOTO UM JOJKHOCTHOTO JIMIIA.

Konuu nokymMeHTOB mepechuialoTcsl B aApec TOW OpraHu3aliiu, Mo 3ampocy
KOTOPOM OHM U3TOTOBJICHBI, MU BBIAAIOTCS MOJIb30BATEIIO MOJI POCIHUCH.
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5.19. B memax co3maHus ycnoBHM Ay pabOThI  MOJIb30BaTesel
HEIOCPEICTBEHHO B apXMBE OPraHU3allMd MOXET BBIIEIATHCS OMEILIECHUE
(4uTaNbHBIN, MPOCMOTPOBBIM 3ail) NIl O3HAKOMJICHUS C JOKYMEHTaMHU apXuBa,
000pyI0BaHHOE COOTBETCTBYIOLUIUMH TEXHUYECKUMHU CPENCTBAMU sl pabOThI C
JOKYMEHTaMHU.

[Ipy OTCYTCTBMM B apxXMB€ OPraHU3alMd CHEUAIBHO BBIJCIECHHOTO
noMelleHuss  paboTra  MoJib30BaTeNel € JOKYMEHTaMH  NPOU3BOJUTCS
HEMOCPEACTBEHHO B paboumx KOMHaTax apxuBa. JIOKyMeHTHI 1Jsi paboThI
MI0JIb30BATENISIM BHE TOMEIICHHS ApXMBA OPraHU3alMK BbIJABATh 3aPEIaeTCs.

Pa3pemienne Ha paboOTy B MOMEIIEHWHM AapXWBa OpraHU3alUHd JIAET
PYKOBOJIUTENb apXMBA OPraHU3aluu (JIMLO, OTBETCTBEHHOE 3a APXUB).

5.20. Otka3z apxWBa OpraHM3allMM B BHIJAYE APXHUBHBIX JOKYMEHTOB
JIOIYCKAeTCsl B CIIydasix:

HaJIM4Yus (POH]Ia TIOJIB30BAHUS;

HEYJIOBJIETBOPUTEIBHOTO (PU3HUUECKOTO COCTOSIHUS IOKYMEHTOB;

HE TMPOLICAIIMX HAyYHOTO ONHUCAaHUS U TEXHUYECKOro OQOpMIIECHHUS
JOKYMEHTOB, JI0 3aBEpPIIEHUS 3TUX padoT;

OTPaHUYEHUN Ha HCMOJb30BAaHUE, YCTAHOBJICHHBIX 3aKOHOJATEIbCTBOM
Poccuiickoii @enepanun win GoHmooOpa3oBaTesieM Ipu repeiade J0KyMEHTOB Ha
XpaHEHHe.

OTtka3 apxuBa OpraHu3allMd B IPEIOCTABICHUU JOKYMEHTOB JIOJDKEH OBITh
BbIJIaH B MHCBMEHHON (opMe M colepkaThb MNPUYMHBI OTKa3a, a TAKXKe MOPSIOK
00XaJIOBaHUS OTKA3a.

VL HEPEJTAYA TOKYMEHTOB OPI'TAHU3ALIMN HA XPAHEHHE
B I'OCYJJAPCTBEHHbBIM (MYHULIUITAJIBHbBIN) APXIB

6.1.  Hoxymentst  ApxuBHoro ¢onma  Poccuiickoit  deneparum,
oOpa3oBaBIIMeCsT B  OpraHU3alMsaX -  MCTOYHHKAX  KOMIUIEKTOBaHUS
rOCYAapCTBEHHBIX (MYHHIIMIAIBHBIX) apXWBOB, 10 HCTCYECHUU CPOKOB UX
BPEMEHHOTO XpaHEHUsI B apXHMBE OpPraHHU3allM TMEPEAAlOTCs Ha MOCTOSHHOE
XpaHEHHE B COOTBETCTBYIOIINM rOCyAapCTBEHHbIA (MyHULIMIAIBHBIN) apXUB.

6.2.  Hoxymentst  ApxuBHoro ¢onma  Poccuiickoit =~ deneparum,
oOpa3zoBaBIIUECS B JEATEIBHOCTH TOCYJAPCTBEHHBIX M HETOCYAapCTBEHHBIX
OpraHu3alli, He SBJISIONIUXCS UCTOUHUKAMHU KOMIUJICKTOBAHUS TOCYAapCTBEHHBIX
(MyHUIIMTIAJIBHBIX) ~ apXWBOB, MOTYT TIepeAaBaThCsi B  TOCYAapCTBEHHBIC
(MyHUIUTIAJIBHBIC) apXWBbhl HA OCHOBAHUHU JIOTOBOPOB C COOCTBEHHHUKAMU WIIH
BJIaJI€JIbIIAMH IOKYMEHTOB.

6.3. JIokyMeHTBI MEpeNarTCs Ha MOCTOSHHOE XpPaHEHUE B YIIOPSI0YCHHOM
COCTOSIHUHM C COOTBETCTBYIOIIMM HAayYHO-CIIPABOYHBIM allapaToM.

6.4. B opraHumzanusx - HCTOYHUKAX KOMIUIEKTOBAHHUSI TOCYAapCTBEHHBIX
(MyHUIIMITAJIGHBIX) apXWBOB BCE pabOTHI, CBS3aHHBIE C OTOOPOM, MOJATOTOBKOW H
nepegayeil JOKYMEHTOB Ha TMOCTOSHHOE€ XpaHEHWE, B TOM YHCIE C HUX
YOOPSIAOUEHUEM U TPAHCHOPTHUPOBKOM, BBIMOJHAKOTCA 3a CYET CpEICTB
OpraHu3alui, MepeJaloINX JOKYMEHTHI.



6.5. JlocpouHasi mepemadya JOKYMEHTOB Ha IOCTOSIHHOE XPAHEHUE MOXET
OBITh OCYIIECTBJICHA MPU OTCYTCTBUM HEOOXOIUMBIX YCIOBUU ISl 0OECIICUECHHMS
COXpaHHOCTH JOKyMeHTOB ApxuBHOro (onga Poccuiickoit ®enepauuu, mpu
yrpo3e yTpathl (YHUUYTOKEHHUS ) TOKYMEHTOB, a TaKKe M0 NMPOCcChOe OpraHu3aluu Ha
OCHOBAHMH JIOTOBOPA C TOCYJAPCTBEHHBIM (MYHHUIIUIIAILHBIM) ApXUBOM.

[Ipoasienne CpOKOB XpaHEHUS JOKYMEHTOB B AapXMBE OpraHU3aluu
JIOITyCKaeTCst 1o MMICbMEHHOMY pa3pelICHUIO roCyJ1apCTBEHHOTO
(MyHUIIMIIAJILHOTO) ~ apXWBa B  Clly4ae HEOOXOJMMOCTH  MPAKTUYECKOTO
UCITOJIb30BaHUs JJOKYMEHTOB OpPraHU3alUeEN.

6.6. Ilepenaya JOKYMEHTOB NOCTOSHHOIO XpaHEHUs B TOCYJIapCTBEHHBIN
(MyHULIMITAJIBHBIN) apXHMB OCYIIECTBISIETCA B COOTBETCTBHM C  IUIAHOM,
YTBEPKJIEHHBIM PYKOBOJMTEIEM COOTBETCTBYIOLIEIO apXMBa MO COIVIACOBAHMIO C
MEPEIAIOIIEH JIeia OpraHN3aAIUuEN.

6.7. JIokyMeHTbI TiepefjatoTCsl B FOCYAapCTBEHHBIA (MyHULIUNIAIbHBINA) apXUB
[0 OIHKCAM JI€J, JOKYMEHTOB ITIOCTOSIHHOTO CpOKa XPaHEHHWs, YTBEP>KICHHBIM
OIIK.

Ilepen mnepenadeil JOKYMEHTOB Ha IIOCTOSSHHOE XPaHEHUE COBMECTHO C
IPEICTAaBUTEIEM TOCYJAapPCTBEHHOIO (MYHHUIMIAIBHOTO) apXuBa IMPOBOJIUTCS
IpOBEpKa NPABWIBHOCTH ONHCAHUS U OQOpMIEHMS Jed, (U3HUECKOTO U
CAaHUTAPHO-TUTMEHUYECKOTO0  COCTOSIHUSL  JOKyMEeHTOB. Ilpu  oOHapyxeHUH
ne(hEeKTOB COCTABJISIETCS aKT; YCTpAaHEHHE OOHAPYKEHHBIX Ne(EKTOB MPOBOIUTCS
CUJIAMH OpTaHHU3alUH.

[lepenaua nen mMpoBOAUTCS B rOCYJApCTBEHHOM (MYHHUIIMIAIbHOM) apXuBe
noenfMHUYHO. Ha Bcex deThlpex »HK3eMIUISpax ONUCeHd Jell, JOKYMEHTOB
MPOCTABIIAIOTCS OTMETKH O MPUEME JEll.

[Ipu nmepBoii nepenaye TOKYMEHTOB B FOCYJAapPCTBEHHBIN (MyHUIMNATbHBIN)
apxuB TMepedaeTcd UCTOopuuYeckas crmpaBka K ¢ouny. Ilpu mocnemyromux
nepenaydax JOKyMEHTOB NIEPENaeTCs TONOJHEHNE K HCTOPUYECKON CITPaBKe.

6.8. Ilepemaua gokymMeHTOB OGOpPMIIIETCS aKTOM IIpUeMa-Tiepenadu
JOKYMEHTOB Ha xpaHeHue (mpuioxenue N 30), cocraBiasieMblM B JBYX
sKk3eMIuIsipax. OAUH 3K3EMIUISIP OCTaeTcs B TOCYJapPCTBEHHOM (MYHULIMIIATBHOM)
apxuBe, JAPYrod - B MNEpPEHAONIEd oOpraHu3anuu. Bmecte ¢ JOKyMeHTaMH
nepefaeTcss TpU 3K3EMIUIIpa ONWCH JeN, JOKYMEHTOB, B TOM 4YHUCJIE OAWH B
AIIEKTPOHHOM BUJIE.

Ecnu npu nepengade oOHapyXEHO PACXOXKIECHUE MEXKAY UTOTOBOHM 3aMHChIO
OIMKCH 1], TOKYMEHTOB U (DAKTUYECKUM HaJIUYHMEM MepeaBaeMbIX JIeJl, B OMHUCH
Jien, JOKYMEHTOB 0(OopMIIIeTCS HOBas UTOTOBasl 3aluCh, B KOTOPOM yKa3bIBAIOTCA
dakTHueckoe HaJdMuMe Jed WU HoMepa OTCcyTcTByromux nen.  Howmepa
OTCYTCTBYIOLIUX JIe] (PUKCUPYIOTCS B aKTe MpUeMa-rnepeaadu Aes Ha MOCTOSHHOE
XpaHEHHE, MPUYMHBI OTCYTCTBHUA JI€] - B IPHUJIAraéMoi K akTy NpuemMa-repenadn
CITPaBK€, MOATOTOBIICHHON OPraHU3alHe.

ApXHB OpraHu3anuu MpUHUMAET MEPHI M0 po3bICKy nei. Ha orcyTcTBytomme
JOKYMEHTBl M JieJla, MEphl MO PO3bICKY KOTOPBIX HE Jaldu pe3yJbTaToB,
COCTaBIISIETCSI aKT 00 yTpaTe AOKyMeHTOB (mpmiokenue N 6). YTpadeHHbIE
NOJJIMHHUKH IOKYMEHTOB MOTYT OBITh 3aMEHEHBI UX KOMUSIMHU.



VIIL. IIEPEJAYA JOKYMEHTOB I1PU PEOPI"TAHU3 AL NJIA
JIMKBUJALNHA
OPTTAHM3ALINN, CMEHE PYKOBO/UTEJIS APXMBA OPI"TAHU3 AL

7.1. 1lpm peopraHuzauvv WM JIMKBUJALMM OpTaHU3allMM Tiepeaada Hu
JAJIbHEHNIIIEE MCIOJb30BAHUE TOKYMEHTOB PEOPTraHU3yEMOW WIIM JIMKBUIUPYEMOU
OpraHu3alyy OCYIIECTBISETCS B COOTBETCTBUU C 3aKOHOAATENBCTBOM Poccuiickon
denepanum.

[Tepenada MOKyMEHTOB JIMKBUIUPYEMOIN OpraHU3aIMi BXOJUT B 00S3aHHOCTh
KOMHCCHUH, 00pa30BaHHOM ISl IEpEAauu JIe] U UMYIIECTBA.

[Ipy  nuKBHOanMM  OpraHu3alMidi -  HCTOYHMKOB  KOMIUJIEKTOBAHMS
rOCYJIapCTBEHHBIX (MYHULMNAIbHBIX) apXUBOB B COCTaB JIMKBUJALMOHHOU
KOMHCCHUH BKJIIOUACTCS IPEACTAaBUTENIb TOCYAapPCTBEHHOIO (MYHMIIUIIAIBLHOIO)
apxuBa.

7.2. IIpu cMeHEe PYKOBOAMTENS apXWBa OpraHW3alMK (JIMIla, OTBETCTBEHHOTO
3a apXWB OpraHu3aluu) IpueM-Tiepenadya JOKYMEHTOB apXvBa, YYE€THOTO U
HAy4YHO-CIIPABOYHOIO armapara K HIM OCYIIECTBIISIETCS 10 aKTy.



HanmeHnoBaHue OpraHu3anmnn

KAPTOYKA ITOCTEJIJIAXKHOI'O

TOIIOI'PAGUYECKOI'O YKA3ATEJIA <*>

[Tpunoxenune N 1
K 1. 2.37 [IpaBun

CTEJUIAXK N XPAHUJIIMIIE N
[xa¢ | [Tonka N |®oug N | Onuch En. xp.cN [Ipumeuyanue
N N
mo N
1 2 3 4 3) 6

®opwmat A6 (148 x 105 mm)

<*> KapTo4ku MOCTEIaKHOI0 TONOrpauyecKoro yKazaress COCTaBISIOTCS
Ha KaXJIbIH CTEJJIaX U NIPUKPEIUISIOTCA Ha TOPIIEBOM CTOPOHE CTEILIAXka.




HanmeHnoBaHue OpraHu3anmnn

KAPTOYKA ITO®POH/JOBOI'O

TOIIOI'PAGUYECKOI'O YKA3ATEJIA <*>

[Tpunoxenue N 2
K 1. 2.37 [IpaBun

®OH/[ N XPAHWIMIIE N
Hassanue dbonga
Omuc En. xp.cN Cremnax | Ilxad N | [Tonka N | [Ipumeua
b N N HHE
mo N
1 2 3 4 5 6
®opmat A4 (210 x 297 mm)

<*> Kaprouku no(oHI0BOro TOmorpaduyeckoro ykasarelss COCTaBISIOTCS
Ha KKl POHJ U pacnonararoTcsi B mopsike HOMepoB (OH/IOB.




[Tpunoxenue N 3
K 1. 2.43 IIpaBun

HanmeHnoBaHue OpraHu3anmnn

AKT YTBEPXIAIO
N PykoBoautens opranuszanuu
MPOBEPKU HATUYUS
U COCTOSTHUS apXUBHBIX JOKYMEHTOB [Togmucy  PacmmdpoBka
MOANUCH

®ong N JlaTta
HasBanue dbona
Howmepa onuceu

[IpoBepka MIPOBOANIACH C o

[IpoBepKOM yCTaHOBJIEHO:
1. Uncnnurcd mo ommucsaIM el

el XP.

(KOJIMYECTBO)
2. BoIsIBIIEHBI TEXHUYECKHE OIINOKU:
2.1. ImeroTcst TUTEpHBIE HOMEDPA:

a) HE YUYTECHHBIC B UTOTOBOH 3aIHCH el
Xp.
(KOJIMYECTBO)
0) He MIEPEUNCIICHHBIC, HO YUTCHHBIC
B UTOIOBOM 3aIlUCHU en.
Xp.
(KOIMYECTBO)
2.2. IIpomny1ieHo HOMEPOB:
a) HC YYTCHHBIX B UTOTOBOM 3aIMCH el
Xp.
(KOJTMYECTBO)
0) HE MEPEUUCIICHHBIX, HO YUYTEHHBIX
B UTOTOBOM 3aIMCH en.
Xp.
(KOIMYECTBO)
2.3. Ipyrue, B pe3yabTaTe 4ero o0bem
YBEIMYUJIICS HA el
Xp.
(KOIMYECTBO)

YMCHBIIMJICA Ha




el. Xp.

(KOJTMYECTBO)
3. Uucautes 1o OmUcsIM B pe3yibTare
yCTpaHEHHUSI TEXHUYECKUX OITHOOK

eld. Xp.

(KOIMYECTBO)
4. He oka3anoch B HAJIUYHH el.
Xp.
(KOIMYECTBO)
5. meeTcs B HAMU4MHU 10 TaHHOMY (OHITY
(BKJIFOYEHHBIX B OIHUCH)
el. Xp.
(KOMYECTBO)
U3 HUX TPEeOYIOUUX:
a) ne3uHpeKIuu en.
Xp.
(KOJIMYECTBO)
0) Ie3uHCEKITUU el
Xp.
(KOJIMYECTBO)
B) pecTaBpanuu en.
Xp.
(KOIMYECTBO)
T) MepervieTa WIA MOAIIHBKA el
Xp.
(KOJTMYECTBO)
J1) BOCCTAHOBJICHUS 3aTyXalOIIUX TEKCTOB en.
Xp.
(KOJIMYECTBO)
€) HEHCIPABUMO MOBPEKICHHBIX exl.

Xp.
(KOJIMYECTBO)
6. lmeeTcss HE BKIIIOUCHHBIX B OMHUCH

elI. Xp.
(KOJTMYECTBO)

7. Utoro no nanHomy (poH1y (BKJIIFOYEHHBIX U HE BKJIFOUEHHBIX B OIKCH),

HUMCIOIIINXCA B HAJITMYUHU

exd. Xp.
(KOJTMYECTBO)
8. XapakTepucTuKa yCIOBUIM XpaHECHUS




[TpoBepky MpOU3BOININ:

Haumenosaunue

OJKHOCTEUN
pabOTHUKOB [Toanucu Pacmmdposka noamnucei

®opmat A4 (210 x 297)



[Tpunoxenue N 4
K . 2.43, 3.15 IlpaBun

HanmeHnoBaHue OpraHu3anmnn

AKT YTBEPXIAIO

N PykoBoautens opranuszanuu
0 TEXHUYECKUX OMIMOKax [Mogmuce  PacmmdpoBka
B YUETHBIX JTOKYMEHTaX MOJIITUCH

JlaTta
®onn N
HasBanue dbona
B xone BblnoMHEHUS OOHapyKEHbI
TEXHUYECKUE
OLLIMOKHU B 3aMncsax
Ha3Banue nokymeHTa CymiecTByto1iast 3anuch Crenyer 3anucatb
1 2 3

B pe3ynbrare KOJIMYECTBO €IMHMI] XPAHEHUS YBEIUYUIIOCH (YMEHBIIWIOCH)
Ha

el. Xp.
(mudpamu, TPOMHUCHIO)
[Tpumeyanus:
HanMeHoBaHue JOKHOCTH pabOTHHUKA [Tognucy  PacmmdpoBka nmoanucu

N3menenus B YUCTHBIC JOKYMCHTBI BHCCCHBI
HanmeHnoBaHue JOJDKHOCTHU

pabOTHHKaA apXuBa [lonmuce  PacmmdpoBka moamnucu
®opmat A4 (210 x 297 mm)




[Ipunoxenue N 5
K . 2.43, 3.15 IlpaBun

HanmeHnoBaHue OpraHu3anmnn

AKT YTBEPXIAIO
N PykoBoautens opranuszanuu
00 0OHApYKEHUH TOKYMEHTOB [Togmucy ~ PacmmdpoBka
(He OTHOCAIIMXCA K JaHHOMY (POHTY, MOJTMUCH
HEYUYTEHHBIX )
Jlata
B xoze
(Bua paboThI)
OoOHapy>KEHO

(B dponze, xpaHuiuiie, paboueM MoMeneHIN )

N | 3aromoBok Mudp Kpaithue | Komnuects | K xkakomy |IIpumeuanu
n/m en. xp. | (ecnu ectp) JIaThl 0 JINCTOB bonmy A
(oObem, | oTHOCHTCS
M©6)
1 2 3 4 5 6 7

HUtoro oOHAapyXEHO JOKYMEHTOB
JTIOKYMEHTOB

(urdpamMu ¥ IPOMUCHIO)
HanmenoBaHue 10KHOCTH pabOTHHKA [Togmuce  PacmudpoBka moanucu
N3MeHeHns B yYETHBIE IOKYMEHTBI BHECECHBI
HanmeHnoBaHue 10IKHOCTH
pabOTHHKA apXuBa [lopmuce  PacmmdpoBka

TIOJIITUCH
®dopmat A4 (210 x 297 Mm)




[Tpunoxenue N 6
K rm. 2.44, 3.15, 4.32, 6.8 [IpaBun

HanmeHnoBaHue OpraHu3anmnn

AKT YTBEPXIAIO
N PykoBoautens opranuszanuu
00 yTpare JOKyMEHTOB [Togmuces  PacmmdpoBka
NOAIUCH
JlaTta
DoHp N

(na3zBanue GoHma)
B pesynbrare YCTaHOBJICHO OTCYTCTBUE B
dbonme
MEPEUUCICHHBIX HWXXE JeJ, MTPEANPUHSATHIE apXUBOM MEpPHI MO PO3BICKY el
MOJIOKHUTENIBHBIX PE3YJbTATOB HE /1A, B CBA3U C YEM CUMTAEM BO3MOXHBIM CHSTh
C

yuera:

N | Onuce | Ex. | 3aronoBok en. xp. | Kpaiitnue |Konuuects | [Ipeanonarae

n/m N xp. N JaThI 0 JILCTOB | MbI€ TPUYUHBI
(o0BeM, | OTCYTCTBUS
M0)

1 2 3 4 5 6 7

Hroro

el. Xp.

(mudpamMu ¥ IPOITUCHIO)

Coneprxanue yTpauyeHHBIX JIOKyMEHTOB ~ MOXET  OBITh  YaCTHUYHO

BOCITOJTHEHO

CIIeTYFOIIUMU en. Xp.:

(HOMepa ei. Xp. U UX IPYIIOBbIE 3ar0JIOBKH)

HaunmenoBanue qOJKHOCTH
PYKOBOJIUTEIIA ApXUBA [Mlognucy  PacmmdpoBka noanucu
(Jiniia, OTBETCTBEHHOTO 32 apXUB)




COI'JTACOBAHO <*> COI'JTACOBAHO
[TpoToxon DIIK apXUBHOTO yUpeKICHUS [Iporokon LIOK (3K) opranuzamuu
OT N OT N

N3MeHeHus B YUCTHBIC JOKYMCHTEI BHCCCHBI

HanmenoBanue nOIKHOCTH
pabOTHHKaA apXuBa [Monmucey  PacmmdpoBka moanucu

®opmat A4 (210 x 297 mm)

<*> Ecau He O6H&pY)KGHI)I ACJa ITIOCTOAHHOT'O XPAaHCHU .



HanmeHnoBaHue OpraHu3anmnn

KAPTA-3AMECTUTEJIb IEJIA

[Ipunoxenue N 7
K ri. 2.47 IlpaBun

Jemno

(N u Ha3BaHue)
Onuck

(N u Ha3BaHue)
donn

(N u Ha3BaHue)

Bris1aHO BO BpeMEHHOE M0JIb30BaHHE (UUTAIIbHBIN 3aJ1):

N | ®.N.O. nons3oBaTens [ara Hara [Toanuck [Toanuck
/11 BbIJIaYM | BO3BpATa | BBLAABIIETO | MOJYYHUBIIET
JETI0 0 J€eN0
1 2 4 5 6

®opmat A4 (210 x 297 mm)




K . 2.47, 4.19,

JINCT-3ABEPUTEJIb IEJIA N

B nene noamuTo u npoHyMepOBaHO

[Tpunoxenue N 8
4.21, 4.23 IlpaBun

JVICTOB

(mrdpamMut ¥ MPOTIMCHIO)
¢ N mo N , B TOM
JHUCIIe:
JUTEPHBIE HOMEpa JMCTOB
MPOITYIIICHHBIC HOMEDPA JMCTOB
+ JIUCTOB BHYTPECHHEH OTHCH

Oco0eHHOCTH (PU3UYECKOr0 COCTOSIHUSA U (DOPMUPOBAHUS
nena

Howmepa nucros

1

HanmMenosanne n10KHOCTH

paboTHHKaA [Toanuce PacumdpoBka nognucu

Jlata

®opmat A4 (210 x 297 mm)




HanmeHnoBaHue OpraHu3anmnn

[Tpunoxenue N 9
K 1. 2.47 IIpaBun

JINCT UCIIOJIb3OBAHMA JOKYMEHTOB

®oug N Omuce N Hemo N
3aroioBoOK nena
Jara Kowmy BbI1aHO: Xapaxkrep N IToanuce nuua,
UCIIOJIb3 bamunus, MCIIOJIb30BaHUsA HCIIOJIb30Ba | UCIIOJIb30BaBIIIE
OBaHUS VHULIHAIIBI (kompoBaHUE, HHBIX ro JIeo
(pa300puKBO) | BBIMHUCKH, IPOCMOTP) JIMCTOB
1 2 3 4 5

®opmar A4 (210 x 297 mm)




[Ipunoxenue N 10
K 1. 2.46 [IpaBun

HanMeHoBaHMe opraHusanuu
AKT

N
O BbLJJA4C ACJI BO BPEMCHHOC I10JIb30BAHHC

(HaMMEHOBaHUE OpPTaHU3aIINH,
ee aJpec, MOYTOBBIN UHJIEKC)

OcHoBanue
st KaKoi (017 BBIIAIOTCS el. Xp. u3 donma N
(na3zBanue ponmaa)
N |Omuce| En. | 3aromnoBok | Kpaithue | KomudectBo [Ipumeyanue
n/m N |xp.N end. Xp. JaThl | JIUCTOB, (hopmat
(o6bem, MO)

1 2 3 4 5 6 7

Bcero Bwimaercs en.
xp.,

(mudpamMu ¥ MPOTUCKIO)

CPOK BO3BpAIICHUS

Jlena BbIAaHBI B YMNOPSAOYEHHOM COCTOSHUH, MOJIIUTHI, B OOJOXKKaxX, C
MIPOHYMEPOBAHHBIMHU JINCTAMU U 3aBEPUTEIIBHBIMUA HAJIITUCIMU.

[Tonyuyatenb 00s13yeTcsi HE MPEIOCTABIATH JieJia, TOJTYyUYeHHBIC BO BPEMEHHOE
MOJIb30BAHUE, TIOCTOPOHHUM JIMIIAM, HE BbIIABATh MO0 HUM KOIIMM, BBINUCOK U
CIIpaBOK, He NyOJUWKOBaTh JOKYMEHTHI 0€3 paspelieHus OpraHu3allu,
BbIJaBIIICH
Jena.

[TomygaTens 00s13yeTcsi BEpHYTH Jelia B apXHWB OPTaHU3AIlMU B YKa3aHHBIN B
aKTe CPOK.




ITponomxkenue npunoxkenus N 10
K 1. 2.46 [IpaBun

[TonyyaTenb mpeaymnpexaeH 00 OTBETCTBEHHOCTH IO 3aKOHY B Cllydae yTpaThl
WJIM TIOBPEXKACHUS TIOJyYEHHBIX BO BPEMEHHOE 0JIb30BaHUE JIE]I.

HaumeHoBaHue JOKHOCTH HaumeHnoBaHue 1OKHOCTH

PYKOBOAMTENSI OPTaHU3AIIHH, PYKOBOIUTES

BBI/IAOIIEH JIeria OpraHU3aINH-TI0Ty4aTeNs

[Monmuce  Pacmmdpoka [Toanuce Pacumdposka
MOJMNCH HOJIITUCH

Jara Jara

[Teyatp opranuzanuu [leyars opranuzanuu

®opwmat A4 (210 x 297 mm)



[Tpunoxenue N 11
K r. 3.6, 3.15 IpaBun

(HaMMEHOBaHUE OPTaHU3ALINH )

(Ha3BaHUE apXUBa OPraHU3ALINN)

KHHUT' A
y4eTa MOCTYIUIEHUS U BBIOBITHS J1€]1, TOKYMEHTOB

Tom N

Hauat

OKoHYEH

®opmat A3 (297 x 420 mm)

ITponomxkenue npunoxenus N 11
K r. 3.6, 3.15 IIpaBun



N | Jlata |HammenoBanu| Hammen |Ha3| I'oger | Bug [Toctyruienue Bri0bITHE Heomucan | [Ipum
I/TI | TIOCTY e OBaHHUE, | aHUE | TOCTYI | HOCUT OTMCAHHBIX OTMCAHHBIX HBIX JIe]l, | C4aHU
IJICHU | OPTaHU3allMy | HOMEp M| W | UBIIUX | €JId JIOKYMEHTOB JOKYMEHTOB | TIOKYMEHTO| €
AU | (CTpYKTYpHOT | Jata |HOM | wuiom | <*> B, JJUCTOB
BEIGEIT o JOKyMeH| ep | BEIOBIB KomunuectBo en. xp. | Konuuectso en.
Wsg | mojapasieieH | Ta,mo | GOH | IHuX XPp-
AOKyM | Hi, jiula, —\KOTOpOM| Ja | IOKyMe TOCTO | BpeMe | 10 |MOCT [BpeM| MO |IOCT| BHIO
CHTOB apXHBa)’f)T y HTOB STHHOT | HHOT'O | JIMYH | OSIHH | €HHO | IWYH | YU | BLJIO
KoTopon | HOCTyHH 1o o | (cBel | OMy | oro | TO | oMy | JO
nocTynuim | Jif 1t onuen xpane | me 10| cocrta | XpaH | (CBBI | COCT
(nn BBIOBLTH HUSA | JIeT) | By |€HUS| e | aBy
BBIOBIIIN) | TOKyMEH 10
JOKYMEHTBI THI ner)
1 2 3 4 5 6 7 8 9 10 | 11 | 12 | 13 | 14 | 15 16
UtoroB  roay mocTymuio el. Xp., B TOM YHCJIE: Ha
(mudpamMu ¥ MPOITHUCHIO)
OyMa)KHOM HOCHUTEIIe , DJIEKTPOHHBIX

(tudpamMu ¥ IPOIUCHIO)
ayJIMO0JIOKYMEHTOB

(tudpamu ¥ IPOIUCHIO)

MOKa3bIBAIOTCS pa3/ieIbHO UTOTOBBIC JIaHHbBIE 110 rpadam &, 9, 10, 14 kuuru;
e/1. Xp., B TOM YHClie: Ha OyMaKHOM HOCHTEIIE

BBIOBLIIO

(rmudpamu ¥ MPOIUCHIO)

, JJICKTPOHHBIX

(mudpamMu ¥ IPOIUCHIO)

, BUJICOJJTOKYMEHTOB

(mudpaMu ¥ POIUCHIO)




(mudpamMu ¥ IPOITUCHIO) (mudpaMu ¥ IPOITUCHIO)
ayJIMOJIOKyMEHTOB , BUJICOJIOKYMCHTOB

(rmudpamMu ¥ IPOITUCHIO) (mudpamMu ¥ IPOITUCHIO)
MOKa3bIBAIOTCS pa3/ielIbHO UTOTOBBIC JIaHHBIE 1O rpadam 11, 12, 13, 15.

HanmeHnoBanne NOHKHOCTH MIIA,
COCTaBUBIIIETO UTOTOBYIO F'OJOBYIO 3aIIUCh [lognuce  PacmmdpoBka noanucu



HanmenoBanne nomxkHOCTH pykoBoautens apxuBa lloammce PacimmdpoBka
HOJINACH
(JM11a, OTBETCTBEHHOTO 32 apXUB)

Jlara

<*> B rpade yxaspiBaercs Bua Hocutens (BH - nokymenTsl Ha OymakHOM
Hocutene, D1 - SIEeKTPOHHBIE JOKYMEHTHI).

®opwmat A3 (297 x 420 mm)



HaumenoBanue OopraHu3alnn

[Tpunoxenue N 12
K 1. 3.6, 3.15 IlpaBun

CIIMCOK ®OHIOB
Tom N
Hauar
OkoHueH
®opmar A4 (210 x 297 mm)
N |Jara nepBoro| Ha3Banue | OTmeTka o BeIObITHM QoHaa | [Ipumeuanue
(dboHIa | HOCTYIUICHUS dbonga
JIOKYMEHTOB Kyna BeIObLT JlaTtau N
borna JIOKyMEHTA,
Ha
OCHOBAaHUHU
KOTOPOTO
BBIOBLI
1 2 3 4 5 6
Ha 01.01. roja B CIHUCOK BKIIOYEHBI (GoHABI ¢ N mo N
U3 CIHCKA UCKITIOUEHBI POoHIBI ¢ N no N :
Bcero xpanutcs B apxuBe dboHmoB, U3
HUX:
(urdpamMu 1 MPOMUCHIO)
cojiepkar 0c000

IIEHHBIC JIeTa.
(mdpamMu U IPOTUCHIO)

Howmepa cBobGogHbBIE:
Howmepa BrIOBIBITINE (TIEpEIaHHBIC):

HaunmenoBanue JOJDKHOCTH
pa6OTHI/IKa apxuBa, COCTaBUBIICTO




rOJIOBYIO UTOTOBYIO 3aIIHCh
HanmMeHnoBaHue 1OKHOCTH
PYKOBOJUTENSI apXUBa

(Jn11a, OTBETCTBEHHOTO 32 apXUB)

Jlara

Iloamuce

Iloamuce

Pacmmdposka mognucu

PacuudpoBka noanucu

®opmat A4 (210 x 297 mm)



JIMCT ®OHJA N

(MecTonaxoxnenue poHma
(HaMMEHOBaHUE OpraHU3AINH,
r7ie XpaHutcs GoHN))

(lata mepBOro nocTyIieHus

[Tpunoxenue N 13
K . 3.6, 3.15 TlpaBun

JTOKYMEHTOB (hOH/1A)

Kpaitaue gaTel Kaxaoro
Ha3BaHMs GHOHIA

HasBanue donna

1 2
1. Yuer HeonMCaHHBIX JOKYMEHTOB
Jara Hasganwue, N u nara [Toctynnenue BriObiTHE Hanmnuue
3auCH | JOKYMEHTA, 110 KOTOPOMY (ocTaTok)
MOCTYIUJIN WU BbIOBLIN _ _
JIOKYMEHTHI Komwnu | Kpatin | Kosmmue | Kpaiiau | Beero nen
€CTBO ue CTBO | € JaThl
Jen | AaThl nen
1 2 3 4 5 6 7




2. Y4eT onucaHHBIX JOKYMCHTOB

Hara | Home | T'ox | Haszga |Ilocty Bri0bITHE Hanuuue (ocTatok)
3amuc | p HHUE | TIHJIO
S P — omucu| e Komu | Ocno | B ToM uncne | Konu B ToMm umncre:
Acl mmi | xp. | TUIEBANHE) 1O ONHEIM, | HECIE MOCTOSSHHOTO XPaHECHUS 10 JTUYHOM
AHHOT O €. | BBIOBI | yTBEPXKJEHHBI | O €]I. p y
AL Xp. TUS M OIIK Xp. coctasy
TIOKYM (HasBa Komm |kpaliH| W3 HUX [0 | KOJIMY | KpAalH
€HTOB Hue, YeCcTB | He OTIHCSIM, €CTBO | He€
Aata, O €lI. | AaThl |yTBEPXKICHHBI| €. | AaThl
N Xp. en. M OIIK Xp.
JTOKYM Xp.
enrta) | Komu | Kpaii KOJINY | KpalH
YeCTB | HHUE €CTBO | He
O €1I. | JaThl €. | JaThl
Xp. Xp.
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16

®opmat A4 (210 x 297 mm)



[Tpunoxenue N 14
K r. 3.6, 5.5 [IpaBun

HauMenoBaHnue opranuzaiuu YTBEPX/AIKO

®oun N PyxoBoaurens oprannzanuu
[Togmucy ~ PacmmdpoBka

OIINCH N MOAUCH

JIeJI IOCTOSIHHOT'O XPaHEHUs ara

3a roj

N o/n | Uaaekc aena | 3arojoBok Kpaitnue KomnuectBo | [Ipumeuanue
nena JaThbl JIUCTOB
1 2 3 4 5 6

Ha3zBanue paznena

B nanHbIM pa3zznen onvcu BHECEHO

ACII,

(urdpamMu ¥ MPOMUCHIO)
¢ N mo N , B TOM
quce:
JUTEpPHBIE HOMepa:
IPOIYIEHHbIE HOMepa:

HanmenoBaHne 1OMIKHOCTH
COCTaBUTES OIUCH IToxnuce PacumdpoBka nognucu

Haumenosanue qOJIKHOCTH
PYKOBOJIMTEIS apXuBa

(y1v11a, OTBETCTBEHHOTO 3a apxuB) lloanuce PacmmmdpoBka noanucu
COI'JTACOBAHO YTBEPXJIEHO

ITpotoxon DK (OK) opranuzanuu [Ipotokon OIIK apxuBHOrO
YUpEKIACHUS

oT N 0T N

®dopmat A4 (210 x 297 mm)




[Tpunoxenue N 15
K r. 3.6, 5.5 [IpaBun

HauMenoBaHnue opranuzaiuu YTBEPX/IAIO
®oun N PyxoBoaurens oprannzanuu
OIINCb N [Mogmucy  PacmmdpoBka
JieJ1 TI0 INYHOMY COCTaBy IO IIUCH
3a roJI Jata
N o/n | Uuneke | 3aronoBok | Kpaitaue Cpok Konunuectso | [Ipumeua
Jena nena JIaThl XpaHEeHUS JINCTOB HHE
1 2 3 4 5 6 7

B nmanHbIi pazgen onucu BHECEHO

ACII,

(urdpamMu ¥ MPOMUCHIO)
¢ N mo N , B TOM
qHCIIe:
JTUTEPHBIC HOMeEpA:
MIPOITYIIICHHBIC HOMeEpa:

HaunmenoBaHne 10IKHOCTH
COCTaBUTEJISl OIIUCHU [Tognuce PacmudpoBka nognucu

Haunmenosanue nOHKHOCTH
PYKOBOJUTENS apXxuBa (JIuua,

OTBETCTBEHHOTO 3a apXUB) [Tonnuce PacmudpoBka noanucu
COI'JTACOBAHO COI''TACOBAHO

[Tpotokon DK (BK) opranuzanuu [Ipotokon OIIK apxuBHOrO
YUPEKICHUS

oT N oT N

®opmar A4 (210 x 297 mm)




HaunmenoBanue opraHusalnunn

VTBEPXKJIAIO

[Tpunoxenue N 16

K r. 3.6, 5.5 [IpaBun

®oun N PyxoBoaurens oprannzanuu
OIINCH N [Tongmucy  PacmudpoBka
nien BpeMeHHbIX (cBbiiie 10 yer) MOJITUCHU
CPOKOB XpaHEHUS Jara
3a roj
N Nunekc | 3arojioBok Kpaiinue Cpok Komunuectso | [Tpumeua
n/m nena nena JaThI XpaHEHUs JIMCTOB HUE
1 2 3 4 5 6 7
B nmanHbIid pazgen onucu BHECEHO
ACII,
(g pamMu ¥ MPOTHUCHIO)
¢ N mo N , B TOM
YuCJIe:
JUTEPHBIE HOMeEpa:
MPONYIICHHBIC HOMeEpA:
HaumenoBanue nomkHOCTH
COCTaBUTEIIS OIUCH ITonnuce Pacmmdposka moamucu
HaumenoBanue nomxkHoCTH
PYKOBOJUTENS apxuBa (JIU1a,
OTBETCTBEHHOTO 3a apXUB) [Tonnuce PacmudpoBka noanucu
COI'NTACOBAHO
[TpoTtoxon IIDK (3K) opranuzamuu
OT N

®opmar A4 (210 x 297 mm)




HaunmenoBanue opraHusalnunn

[Tpunoxenue N 17

VTBEPXKJIAIO

Kk . 3.6, 4.19, 5.5 IlpaBun

®oun N PyxoBoaurens oprannzanuu
[Toanuce Pacmmdporka
OIIMCH N MOTUCH
AIEKTPOHHBIX JIeJl, JOKYMEHTOB Jara
MOCTOSIHHOTO XpaHEHUS
3a roj
N o/n | Uaaekc aena | 3arojoBok Kpaitnue Oo6bem, MO | [Ipumeuanus
nena JaThI
1 2 3 4 5 6
B JTaHHBIN pasnen OIIHMCH BHECEHO
ACII,
(g pamMu ¥ MPOTUCHIO)
c N o N

(umdpamu 1 IPONUCHIO)
o0BEMOM

(urdppamMu 1 MPOMUCHIO)

HaumenoBanue nOHKHOCTH

COCTaBUTEJISI OMUCHU Iloamuce
HaunmenoBanue noKHOCTH

PYKOBOJUTENS apXxuBa (JIuua,

OTBETCTBEHHOT'O 32 aPXUB) Iloamce
COI'’TACOBAHO YTBEPX/IEHO

[Tpotokon DK (BK) opranuzanuu

YUPEKICHUS
oT N

MO.

PacmmdpoBka noanucu

oT

N

Pacmmdposka moanucu

[Ipotokon OIIK apxuBHOrO

®opmar A4 (210 x 297 mm)




IIponomxenne npunoxenus N 17
Kk . 3.6, 4.19, 5.5 IlpaBun

ITPMJIOXXKEHME K OITMCHU N
AJIEKTPOHHBIX JIeJl, JOKYMEHTOB
MOCTOSTHHOT'O XpaHEHUS

3a roJI

Peectp J0KyMEHTOB (KOHTEMHEPOB JJIEKTPOHHBIX JIOKYMEHTOB) AJIEKTPOHHOTO

hena:
<*>
N ea xp. 1o onucu Nupexc  nmena
3aroJyIoBOK nena
[ara Per. N HanmenoBaHnne n1oKymMeHTa Oo6bem, | [Ipumeuanus
JOKYMEHT | TIOKyMEHTa M6

a

1 2 3 4 5

HanmenoBaHne 10IKHOCTH
COCTaBUTEJISI OIIUCHU [Tognuce PacumdpoBka nognucu

®opmar A4 (210 x 297 mm)

<*> CocTaBiseTcs Ha KaXKJ10€ IJICKTPOHHOE JCIIO.




[Tpunoxenue N 18
Kk . 3.6, 4.19, 5.5 IlpaBun

HauMenoBaHnue opranuzaiuu YTBEPX/IAIO
®oun N PykoBogurens opranuzanuu
[Toanuce Pacmmdporka

OIINCH N MOAUCH
AIEKTPOHHBIX JIeJl, JOKYMEHTOB Jata
BpeMeHHbIX (cBbilie 10 sier)
CPOKOB XpaHEHUS
3a roj

N | Uuane 3aroJoBOK Jiena Kpaitn Cpok O6bem, | [Ipumeuan
n/m | Kc ue XpaHEHUs M6 us

nena JIaThl

1 2 3 4 5 6 7

B JTaHHBIN pasnen OIIHCH BHECEHO
ACII,

c N o N

(umdpamu 1 IPONUCHIO)

00BbEMOM

(uudpamMu ¥ MPOMUCHIO)

MO.

HaumenoBanue nOHKHOCTH

COCTAaBUTCIIA OIINMCH

Haunmenosanue nOHKHOCTH
PYKOBOJUTENS apXxuBa (JIuua,
OTBETCTBEHHOTO 3a apXUB)

COI''TACOBAHO

[TpoTtoxon IIDK (3K) opranuzamuu

oT

N

IToanwuce

IHoanuce

PacmmmdpoBka noanucu

PacmudpoBka noanucu

®opmar A4 (210 x 297 mm)




[Iponomxenue npunoxenus N 18
Kk . 3.6, 4.19, 5.5 IlpaBun

[MPMJIOXXEHHME K OITUCU N
AJIEKTPOHHBIX JIE]T BPEMEHHBIX
(cBbImie 10 jeT) CpOKOB XpaHECHUS
3a rof

Peectp J0KyMEHTOB (KOHTEMHEPOB JJIEKTPOHHBIX JIOKYMEHTOB) AJIEKTPOHHOTO

aena:
<*>
N ea xp. 1o onucu Nupexc  nmena
3arogoBOK nena
[ara Per. N HanmenoBanue nokymenta | O0veM, M6 | [Ipumeuanu
JOKYMEH | JOKyMEHTa s
Ta
1 2 3 4 5

HanmenoBaHne 10IKHOCTH
COCTaBUTEJISI OIIUCHU [Tognuce PacumdpoBka nognucu

®opmar A4 (210 x 297 mm)

<*> CocTaBisieTcsl Ha KaXI10€ JJICKTPOHHOC JCIO.




[Tpunoxenue N 19
K . 3.6, 3.11, 3.15 [IpaBun

HaI/IMeHOBaHHe OpFaHI/IBaHI/II/I
PEECTP OIIUCEMN

Hauar

OKOHYEH

®opmat A4 (210 x 297 mm)

[Tponomxenue npunoxenus N 19
k . 3.6, 3.11, 3.15 [IpaBun

N | N Hasgan | KonmmuectBo nen B onucu | Kpaii | Ko | Koy | [Tpum
n/m| ¢oH | onuc | ue HHUE | YECTB | €CTBO | €UAHU
na ormcu |TOCTOR| BPEMCHH | 1O | rarpr | o |sk3emm| e
HHOT'O Or0 | JUYHO THCTO | MAOB
XpaHeH | (CBbIIIE | MY BB | ommcn
us 10 net) | cocras OIIVCH
XpaHEHu | y
S
1 2 4 5 6 7 8 9 10 11
Bcero xpanurcs B apxuBe ONUCEH, U3
HUX
(mudpaMu ¥ MPOIUCHIO)
MTOCTOSIHHOTO XpaHEeHUs
,
(mudpamu ¥ MPOIUCHIO)
BPEMEHHOI'0 XpaHeHUs (cBbiLIE 10 JIET)
,
(mudpamu ¥ MPOIUCHIO)
o JTUYHOMY COCTaBy
(rdpamMu ¥ MPOTTUCHIO)
B TOM YHCJI€ MOCTYNWIO B TOAY
onuceu
(mudpamMu 1 MPOTTUCKIO)
B TOM YHCJI€ BBIOBUIO B TOIY

orcen




(mudpamMu 1 MPOTTUCHIO)

HanmMeHnoBaHue TOKHOCTH pabOTHHKA

apXvBa OpraHu3ally, COCTABUBILIETO

peecTp onuceu [Tognucy  PacmudpoBka noanucu
NOAIUCH

HanmenoBanue n0mKHOCTH

PYKOBOJIHMTENS apXuBa (JI1ua,

OTBETCTBEHHOT'O 32 apXHUB) [Monmuce  PacmmdpoBka moamnucu
MTOIINCH

JlaTa

®opmar A4 (210 x 297 mm)



[Tpunoxenue N 20
K 1. 3.15 IIpaBun

YTBEPXIAIO YTBEPXIAIO
PykoBoguTens opranusanuu, PykoBoguTens opranusanuu,
[EPENAOIIEH TOKYMEHTBI IPUHUMAIOILIEH JOKYMEHTBI
[lognucey  PacmmdpoBka [Toamuce  PacmmdpoBka
MTOAIIUCH ITOJIICH
Jlata [Teyath Jlata
[leuats
AKT
N

IIpucMa-1cpcaadn apXuBHBIX
JOKYMCHTOB Ha XpaHCHHC

(ocHOBaHUE TIepeaayn)

(Ha3BaHUe nepenaBaemMoro (hoHa)

caai,
(Ha3BaHUE OpPraHU3allNM, EPEaaAroNIeh JOKYMEHTHI)
a
MPUHST

(Ha3BaHUE OpPraHU3ALMU TPUHUMAIOIIEH JOKYMEHTHI)
JIOKYMEHTBI Ha3BaHHOTO ()OH/Ia U HAYYHO-CIIPABOYHBIN anmapar K HUM:

N HaszBaunue, Homep onucu KomnuectBo | Konmnuectso | [Ipumeuann
n/m AK3EMIUISIPOB en. Xp. A
OTUCH
1 2 3 4 5

Hroro npuHsTO
el. Xp.

Ilepenauy nponssenn: [Ipuem npownssenn:




JIOJKHOCTB Iloanuce Pacumdposka JI0JKHOCTB ITonmuce
Pacmmdporka

HOANNCH HOANNCH
Jlara Jlara

®oHny npucBoeH N

W3mMeHeHus: B yUeTHbIE JOKYMEHTBI BHECEHBI.
JIOJKHOCTB [Tognuce PacummdpoBka nognucu
JlaTa

®opmar A4 (210 x 297 mm)



[Tpunoxenue N 21
k . 3.15, 4.11, 4.13 IlpaBun

HaunmenoBanue opraHusalnunn

AKT YTBEPX/IAIO
N PykoBoautens opranu3anuu
O BBIJICJICHUH K YHUUTOKECHUIO
ApXUBHBIX IOKYMEHTOB, [Mopgmuce  Pacmmdpoka
HE MOICKAIIUX XPAHEHHUIO MOJIHCH
JlaTa
Ha OCHOBaHUH

(HaBBaHI/Ie M BBIXOOHBIC JAHHBIC IICPCUYHA JOKYMCHTOB C YKA3aHUCM

CPOKOB MX XpaHEHHS)

OTOOpaHbl K YHUYTOKEHHUIO KaK HE UMEIIINE HAyYHO-UCTOPUYECKON

LIEHHOCTH U

yTpaTUBILINE MPaKTHYECKOE 3HAYCHUE JIOKYMEHTBI dbonaa N
(Ha3Banue ponaQ)

N | 3aromoBok nema | I'ogst | Homep | Homep | Komnu Cpoku [Tpume
n/m (rpynmoBoi ONUCH |€J. Xp. IO | €CTBO | XpaHEHUS U | YaHUE
3aroJ0BOK <*> OMUCU | €. Xp. | HOMeEpa
JIOKYMEHTOB) cTaTeu no

NEePEYHIO
1 2 3 4 5 6 7 8




Hroro en. Xp. 3a

TO/JIBI.
(rudpamMu ¥ IPOITUCHIO)
Onucu  fen  TOCTOSHHOTO — XpaHEeHHs  3a TOJIBI
yrBepxAeHbI DK
(HaMMEHOBaHUE apXUBHOTO YUPEIKICHUS)
(IPOTOKOJI OT N )

HaunmenoBanue nOHKHOCTH
PYKOBOJIMTENS apXuBa (JI1la,

OTBETCTBEHHOTO 3a apXUB) [Toanuck PacmudpoBka noganucu
COI'JTACOBAHO

[Iporokon LIOK (OK) opranuzammu

oT N

<*> [lpu BBIJEICHUU K YHUUYTOKECHHUIO TOKYMEHTOB MpPU MOATOTOBKE JIEN K
nepeaayve B apXuB Opranu3anuu rpadsl 4, 5 He 3aMOIHSIIOTCA.

I[OKYMCHTBI B KOJIMYCCTBC

el. Xp.:

- Ha OyMa)XHOM HOCHUTEJE BECOM KT
CHaHbI

Ha YHUUYTOXXCHHE;

- Ha AIEKTPOHHOM HOCHTEIIe CIaHbI Ha YHUYTOXKEHUE

(cmoco0 YHUUYTOXKEHUS )

HanmenoBanue 101KHOCTH pabOTHHUKA,
CIIaBIIEr0 JOKYMEHTHI [Toanuce PacmmdpoBka noanucu

JlaTa
W3MeHeHns B y4eTHBIE TOKYMEHThI BHECEHBI.
HanMenoBanue 10KHOCTH pabOTHHKA

apXMBa, BHECLIETO U3MEHEHHUS
B YUYETHBIE JOKYMEHTBI [Monmuce PacumdpoBka mognucu



Jlara

®dopmat A4 (210 x 297 Mm)

ITpunoxxenune N 22
K 1. 3.15 IIpaBun

HanmenoBanue opranusanuu

AKT YTBEPXIAIO
N PykoBoauTens opranusanuu
O HEHUCIIPABUMBIX MOBPEKICHUAX
apXMBHBIX JIOKYMEHTOB [lopmuce  PacmmgpoBka
HOJIKCH

Jlarta

@oua N

(na3Banue QoH/a)

B ¢onme oOHapykeHBI JOKYMEHTHI, IPU3HAHHBIC HEHCIIPABUMO TTOBPEKICHHBIMU:
N | Onuc | En. xp. 3aroJ0BOK Kpaithue | KosmuectBo | CymHOCT 1
n/m| 5N N MOBPEXKICHHBIX JIAThI JIMCTOB MPUYUHBI
el. Xp. (oObeM, | IOBpEXICHU
M0) A
1 2 3 4 5 6 7
Uroro OOHapYKEHO HEHCIIPAaBUMO MOBPEXKICHHBIX
eld. Xp.
(mudpaMu ¥ IPOITHUCHIO)
[Tepeunciennnie en. Xp. TO/IIeKAT CITUCAHUIO BBH]TY:
Haunmenosanue qOKHOCTH
PYKOBOJIMTENS apXuBa (JIU1a,
OTBETCTBEHHOTO 3a apXUB) [Toanuce Pacmmdposka noanucu




COI''TACOBAHO COI''TACOBAHO <*>

[Iporokon LIOK (9K) opranuzanmu [TpoTtoxon DIIK apXUBHOTO yUpeKICHHS
OT N OT N

HN3MeHeHus B YUYCTHBLIC JOKYMCHTHI apXHBd BHCCCHEI.

HaunmenoBanue nOHKHOCTH
paboTHHKA, BHECIIIETO N3MCHCHHUS
B YUYETHBIE JOKYMEHTHI [Hoanuce Pacmdposka moanucu

JlaTa

®opmatr A4 (210 x 297 mm)

<*> JIns1 IOKYMEHTOB, BKJIFOUEHHBIX B cocTaB ApxuBHOro (ponaa Poccuiickoi
denepanum.



[Tpunoxenue N 23
k . 4.11, 4.31 [IpaBun

HaunmenoBanue opraHusalnunn

HanmMeHnoBaHue cTpyKTypHOTO

noJipa3/ieNIeHus
OIINCH N
nen

N |Munexkc| 3aroyioBok aena Kpaitnue Cpok | Komnuecr | [Tpumeuan
n/m| npena JIaThl XpaHEHUs BO ue

<*F> JIMCTOB
1 2 3 4 5 6 7
Ha3zBanue paznena
B JIAHHYIO ONHUCH BHECEHO
nen
(1 pamMu ¥ MPOMUCHIO)

¢ N mo N , B TOM
qucIie:
JUTEPHBIE HOMEpa:
MPONYIICHHBIE HOMEpAa:!

Haunmenosanue nOHKHOCTH
PYKOBOAUTENS CTPYKTYPHOTO

[OJIpa3AeIICHUS [Toamuce Pacmudposka moanucu

COI'JTACOBAHO COI'JTACOBAHO <**>

HaumeHnoBanue n1omxHOCTH ITporokon K cTpykTypHOTO

pykoBoauTens ciyxos [JOY MOIPA3ICIICHUS

[Mognucy  PacummdpoBka OT N
IHoamucu

JlaTa




<*> ['pada omyckaercs B OIUCH €I MOCTOSIHHOTO CPOKA XPaHEHHUS.
<**> [Tpu Hanuuuu DK cTpyKTypHOro noapas3aesieHus.

[Iponomxenue npunoxenust N 23
k . 4.11, 4.31 [IpaBun

[Tepenan
nen
(tmudpamu 1 IPOIMUCHIO)
u PETUCTPAllMOHHO-KOHTPOJIBHBIX ~ KApTOTEK K
JOKYMEHTAaM.

(mudpamMu ¥ MPOIUCHIO)

HaunmenoBanue JOJDKHOCTHU pa6OTHI/IKa

CTPYKTYPHOT'O MOJAPA3ACIICHHUS [Toanuce PacumdpoBka noanucu
[Tpunsn
nen

(urdpamMu U NPONUCHIO)
u pEerucTpamuoHHO-
KOHTPOJIbHBIX

(urdpamMu ¥ MPOMUCHIO)
KapTOTEK K IOKyMEHTaM.

HaumenoBanue nomkHOCTH
paboTHHKA apXuBa [Toamnuce PacmudpoBka nognucu

JlaTa

®opmar A4 (210 x 297 mm)



HaunmenoBanue opraHusalnunn

[Tpunoxenue N 24
k . 4.11, 4.31 [IpaBun

®oun N
OIIMCH N
AIEKTPOHHBIX JIeJl, JOKYMEHTOB
N n/n | Uanekc 3aroJIoOBOK JIeia Kpaiinue O6weM, | [Ipumeuan
neia aTel <*> MO us
1 2 3 4 5 6
HaumenoBanue paznena
B JAHHBIN pasznen OIUCH BHECEHO
Jien,
(mdpaMu ¥ IPOTUCHIO)
c N 10 N
00BEMOM MG.

HaunmenoBanue nOKHOCTH
PYKOBOJIUTENA CTPYKTYPHOTO

MoJIpa3accHus
JlaTta

COI'JTACOBAHO

Iloamuce

Pacmudposka noamnucu

COTI''TACOBAHO <**>

Haumenosanue qOJIKHOCTH
pykoBoautens ciayxosl [JOY

IHoanuce

Pacmugposka OT N
[Tonnucu

[Tporokon K cTpykTypHOro
nojpasaeneHus




<*> ['pada omyckaercs B OMUCH €] MOCTOSIHHOTO CPOKa XPAHEHHUS.
<**> [Tpu Hanuuuu JK cTpyKTypHOro noapasaeieHusl.

[lepenan
nen
(mudpamMu ¥ IPOTUCHIO)
u PETUCTPAIMOHHO-KOHTPOJIBHBIX ~ KapTOTEK K
JOKyMEHTaM,
(g pamMu ¥ MPOIUCHIO)
o0BEMOM M6.

HaunmenoBanue JOJDKHOCTHU pa6OTHI/IKa

CTPYKTYPHOTO IOJAPA3ACIICHHUS [Toanuce PacumdpoBka noanucu
[Tpunsn
nen
(urdpamMu U IPONUCHIO)

u pEerucTpauoHHO-
KOHTPOJIbHBIX

(mudpamMu ¥ MPOTUCHIO)
KapTOTEK K JOKyMEHTaM, 00bEMOM M6.

HaunmenoBanue noKHOCTH

paboTHHKA apXuBa [Toamnuce PacmudpoBka moanucu
JlaTta

®opmat A4 (210 x 297 mm)
[MPUJIOXXEHUME K OITMCU N

QJICKTPOHHLIX J€JI, JOKYMCHTOB

Peectp 1n0KyMEHTOB (KOHTEHHEPOB 3JIEKTPOHHBIX JOKYMEHTOB) 3JIEKTPOHHOTO

Jena:
<*>

N en Xxp. no onucu Nupexkc pena

3aroJioBOK nena



ara Per. N HaumenoBanue noxkyMeHTa Oo6bem, | [Ipumeuanus
JOKYMEHT | IOKYMEHTA M6
a
1 2 3 4 5
HanmeHoBaHME NOTKHOCTH
COCTABUTEIIS OIUCH [Toamnuce PacmudpoBka noanucu
®opmat A4 (210 x 297 mm)

CocraBseTcs Ha KaXXI0€ 3JICKTPOHHOC JICJI0.




[Tpunoxenue N 25
K 1. 4.18 IIpaBun

HaunmenoBanue opraHusalnunn

HOMEHKIJIATYPA JIEJI YTBEPX/AIKO
PykoBoauTens opranuzanuu
Ha  ron [Toanuce Pacmmdposka
IMOIUCH
JlaTa
Nunex 3aroJIoOBOK Jeia KonnuectBo Cpoxk [Ipumeuanne
c Jea hi () XpaHCHUS U
N craTpu o
MIEPEYHIO
1 2 3 4 5

Ha3zBanue paznena

HaumMenoBanue nomkHOCTH
pykoBoaurens ciayxost JIOY
OpraHu3anuu [Tonnuce Pacummdposka moanucu

Bu3sa pykoBoaurens apxusa
(J1i11a, OTBETCTBEHHOTO 32 APXUB)

COI''TACOBAHO COI''TACOBAHO

[Iporokon LIOK (OK) [Iporokon DIIK apxuBHOrO yupexaeHus
oT N oT N




[Iponomxenue npunoxenus N 25
K 1. 4.18 IIpaBun

Hrorosas 3amnucse o KaTCropu:ax U KOJIN4YCCTBC OCI,

3aBEJICHHBIX B rojJly B OpraHu3aluu
ITo cpokam xpaHeHus Bcero B Tom uncie:
NePEeXOASAIINX C OTMETKOM
"3HK"
1 2 3 4
[TocTostHHOTO
Bpemennoro (cBbiie 10 ser)
Bpemennoro (no 10 net
BKJIIOUHTEIIBHO)
HUTOI'O:
HanmMenoBanue TOJKHOCTH
pykoBoautens ciayxosl [JOY [Toanuce Pacmudposka moanucu

JlaTta
Htorossie cBeeHUs IEPEIaHbI B APXUB.

HaunmMenoBanue q0KHOCTH JULIA,
IepeaaBIIero CBEACHU [Honnuce Pacumdposka moanucu

JlaTta

®opmat A4 (210 x 297 mm)




HaunmenoBanue opraHusalnunn

HanmMeHnoBaHue cTpyKTypHOTO

[Tpunoxenue N 26
K 1. 4.18 IIpaBun

noJipa3/ieNIeHus
HOMEHKIIATYPA JIEJI
Ha rojg <*>
Nunex 3aroJoBOK Jiena KonnuectBo Cpok [TIpumeyanu
c gena TOMOB XpaHeHus u N e
(uacreit) CTaTbhH I10
MEPEYHIO
1 2 3 4 5

HazBanue paznena




HaumMmeHoBaHue JOJKHOCTH
PYKOBOJUTENISI CTPYKTYPHOTO
noApa3eacHus IToanuce PacmmdpoBka moanucu

Jlara

COI'JTACOBAHO <**>
[TpoTtoxon DK cTpykTypHOTO
MO/Ipa3ieeHus

OT N

®opmat A4 (210 x 297 mm)

<*> K HOMEHKJIaType Al CTPYKTYPHOTO MOApAa3CICHUS IO OKOHYAHUHU
KaJICHJApPHOTO TOJa COCTAaBJIACTCS HWTOTOBas 3amuch IO ¢dopMme, yKa3aHHOW B
MPUJIOKEHUH 25, U JenaeTcs OTMETKa O Iepelauye UTOTOBBIX CBEJICHHUH B CITYXOY
JOY opranuzanuu.

<**> [Ipu Hasmmuuu DK cTpyKTYpHOTO MOpa3ieIeHuUs.



JTOKYMEHTOB jiesia N

BHYTPEHHA OITNCH

[Tpunoxenue N 27
K . 4.19, 4.21 [IpaBun

/o

Peructp
alMOHH
13171
UHJIEKC
JOKYMEH
Ta

JlaTa
JTIOKYMEH
Ta

3aroyo0BOK JIOKYMEHTa

Howmepa nucros
nena

[Ipumeua
HUE

2

Hroro

JOKYMCHTOB.

(uudpamMu ¥ IPOMUCHIO)

KomuuecTBO

JINCTOB BHYTPEHHEU

(mudpamMu ¥ MPOITHUCHIO)

HanMenoBaHue TOJKHOCTH JIMIIA,
COCTaBUBIIIETO BHYTPEHHIOIO OMKCh
JIOKYMEHTOB JieJia

JlaTa

OIINCHU

ITognuce PacummdpoBka noanucu

®opmat A4 (210 x 297 mm)



[Tpunoxenue N 28
K . 4.19, 4.24 TlpaBun

(HaMMEHOBaHUE TOCYJJAPCTBEHHOTO (MYHUIUIIAIBHOTO) apXUBA)

(HaMMEHOBaHUE OpPraHU3aLMN)

(HaMEHOBaHUE CTPYKTYPHOTO MOPA3CICHHUS)

JEJIO N TOM N

(3aroJI0OBOK Jierna)

(kpaiiHHe 1aThl)

Ha JIMCTax
XpaHUTh

O®. N

On. N
. N

®opmar A4 (210 x 297 mm)



HaumenoBaHme opraHu3aiuu
CripaBouHBIC JaHHBIC 00 OPTaHU3AINH
(mouTtoBBIH azipec, TenedoH,
tenedon/pakc)

APXVBHAA CITPABKA

N

(mara)

Ha N OoT

Tekct

OcHOBaHUeE:

JIOMKHOCTD pYKOBOAUTENS OPraHU3alNU
(MM UTHOTO YMOJIHOMOYEHHOTO UM JIMIIA)

Ileyats

damMuIsa UCTIOTHUTENS
Howmep tenedona

[Tpunoxenue N 29
K 1. 5.12 IIpaBun

Anpecar

[lognucy  PacmmdpoBka noanucu

®opmar A4 (210 x 297 mm)



[Tpunoxenue N 30
K 1. 6.8 [IpaBun

YTBEPXIAIO YTBEPXIAIO
(HauMEeHOBaHUE JIOJDKHOCTH PYKOBOJUTEIS (HaMMEHOBaHUE JOJIKHOCTU
PYKOBOAUTEIA
OpraHu3aliy, Mepearollel TOKYMEHTHI) OpraHu3alyy, NPUHUMAKOLIEH
JIOKYMEHTHI)
[Toanuce Pacuudposka noanucu  Iloanuck PacmudpoBka nmoanucu
Jara [Ieyats Jara ITeuaTh

AKT

N

IIpucMa-1cpcaadn apXuBHBIX
JOKYMCHTOB HAa XpaHCHHC

(ocHOBaHUE TIepeaayn)

(Ha3BaHMe nepegaBaeMoro (GpoHa)

caal,
(HaMeHOBaHUE OpraHU3allUU, TIEPEIAIOIICH TOKYMEHTHI)

(HaMMeHOBaHUE OpraHU3alNU, TPUHUMAIOIIEH JOKYMEHTHI)
MIPUHAMAET HAa TOCYJAApCTBEHHOE XPAHECHHE JOKYMEHTHI U CTPAXOBBIE KONMWU 3a

(roamr)
Y CIIPaBOYHBIN anmnapar K HUM:

Koncynpranrllntoc: npumedanue.
Hywmepanus rpad B Tabnuile 1aHa B COOTBETCTBHHM C O(PUIUMATIBHBIM TEKCTOM
JOKYMEHTA.



Nn/n| Ha3zBanue, Homep KonunyecTBo KonuyectBo [Tpumeuanne

OTIHCHU AK3EMIUIIPOB | €AMHMUII XpPaHEHUS
OIHCHU
1 2 3 4 6

[Iponomxenue npunoxenust N 30
K 1. 6.8 [IpaBun

Hroro nmpuHsTO

ex. Xp.
(1 pamu 1 IPONUCHIO)
Ilepenauy nponsBenu: [Ipuem npownssenu:
JIOJKHOCTD [Toamnuce Homxuoctes Iloanuce PacmmdpoBka
PacummdpoBka IOIIUCH
IOIIUCH
JlaTta JlaTa
doHay IIPUCBOEH HOMEpP

N3meHeHus B yueTHbIE JOKYMEHTBI BHECEHBI
JIOJKHOCTB IToanuce PacmmpoBka nognucu
JlaTta

®opmar A4 (210 x 297 mm)




