Mpuka3 MuHuctepcTBa KynbTypbl P® oT 31 mapTta 2015 r. Ne 526 “O6
yTBEepXXAEeHUN NpaBui opraHn3auumm XxpaHeHusi, KOMNNeKTOBaHUA, Yy4éTa
M ucnonb3oBaHUA JOKyMeHToB ApxuBHoro choHaa Poccumckon
denepauum n Apyrux apxmBHbIX JOKYMEHTOB B OpraHax
rocyaapCcTBeHHOM BNacTu, opraHax MeCTHOro camoynpaBrieHUs u
opraHusauusax’

18 ceHTs6ps 2015

B cootBeTCTBMM C NYHKTOM 2 YyacTn 1 ctatbk 4, YacTbio 5 ctatb 14 PegepanbHOro 3akoHa
oT 22 okTa6psa 2004 r. Ne 125-03 «O6 apxmsHom gene B Poccuinckon degepauumny
(Cobpanue 3akoHogaTenbctBa Poccunckon ®egepaumm 2004, Ne 43, c1. 4169; 2006,

Ne 50, c1. 5280; 2007, Ne 49, cTt. 6079; 2008, Ne 20, cT. 2253; 2010, Ne 19, c1. 2291; Ne 31,
cT. 4196; 2013, Ne 7, cT. 611; 2014, Ne 40 (u. II), ct. 5320) 1 noctaHoBNEHNEM
MpaButenbctBa Poccuickon ®enepaumm ot 20 uonsa 2011 r. Ne 590 «O MuHuctepcTee
KynbTypbl Poccuinckon ®egepaunn» (CobpaHme 3akoHogaTenbcTBa Poccuiickon
depepauum, 2011, Ne 31, cT. 4758; Ne 44, cT. 6272; 2012, Ne 6, cT. 688; Ne 17, cT1. 2018;
Ne 26, cT. 3524; Ne 37, c1. 5001; Ne 39, cT1. 5270; 2013, Ne 3, cT. 204; Ne 8, cT1. 841; Ne 31,
cT. 4239; Ne 33, cT. 4386; Ne 41, cT. 5182; Ne 45, c1. 5822; 2014, Ne 9, cT. 909; Ne 30 (u. II),
cT. 4305; Ne 40 (4.111), cT. 5426, Ne 48, cT. 6860; 2015, Ne 2, cT. 491; Ne 4, cT. 664; Ne 9,

cT1. 1339) npukasbiBato:

1. YTBEepauTb npunaraemble npasuia opraHn3aumm XxpaHeHns, KOMNIIEKTOBaHNA, y4eTa n
MCrnonb3oBaHUA OKYMeHTOB ApxmBHoOro poHaa Poccunckon egepauuun n apyrnx
apXMBHbIX JOKYMEHTOB B OpraHax rocyapCTBeHHOW BNacTn, opraHax MecTHOro
camoynpaBrieHns U opraHusaumsx.

2. HanpaBuTb HaCTOSILLMIA NPUKa3 Ha rocya4apCTBEHHYO pernctpaumio B MMHUCTEPCTBO
tocTnumm Poccuiickon degepaunu.

3. KoHTponb 3a ucnosiHeHMeEM Npukasa BO30XUTb Ha NnepBoro 3amectutena MuHucTpa
B.B. ApucTapxoBa.

Munuctp B.P. MennHckui
3apeructpupoBaHo B Muntocte P® 7 ceHTsi6ps 2015 T.

PernctpaunoHHbii Ne 38830

MpunoxeHue
K npukasy MuHuctepcrtea Kynotypbl PO
ot 31 mapta 2015 r. Ne 526

MNpaBuna

opraHmM3auum XxpaHeHus, KOMMNJIEKTOBaHUA, y4yeTa U UCMONb30BaHUA
OOKYMeHTOB apxuBHoro oHaa Poccumckon Pepepauum n gpyrux
apXUBHbIX JOKYMEHTOB B OpraHax rocyaapCcTBeHHOM BnacTu, opraHax
MEeCTHOro camoyrnpasfieHUA U OpraHmM3aumuax

. O6wme nonoxeHus
1.1. HacTtoswwe lNpaBuna opraHnM3auumn XxpaHeHUs, KOMMIEKTOBaHUs, y4eTa U

Mcnonb3oBaHUsA OKYMeHToB ApxmBHoOro ooHaa Poccuinckon degepauuun n apyrnx
apXMBHbIX JOKYMEHTOB B OpraHax rocyapCTBEHHOW BriacTu, opraHax MecTHOro
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camoynpaBneHus n opraHmsaumsax (ganee - Hactoswue NMpasuna) paspaboTaHbl B
cooTtBeTCcTBUM ¢ PefepanbHbiM 3aKOHOM OT 22 okTa6ps 2004 r. Ne 125-93 «O6 apxvBHOM
pene B Poccunckon ®enepaumm» (CobpaHue 3akoHogatenbctBa Poccuinckon depepauuu,
2004, Ne 43, cT. 4169; 2006, Ne 50, cT. 5280; 2007, Ne 49, cT1. 6079; 2008, Ne 20, cT. 2253;
2010, Ne 19, cT. 2291; Ne 31, cT. 4196; 2013, Ne 7, c1. 611; 2014, Ne 40 (u4.1l), cT. 5320),
noctaHosreHuem lNpasuTtensctBa Poccumnckon ®enepauum ot 15 noHs 2009 r. Ne 477 «O6
yTBepxaeHuu MNMpasun genonponsBoacTBa B eaeparnbHbiX OpraHax UCNOSTHUTENBHOM
BnacTtun» (CobpaHne 3akoHogaTenbctBa Poccuiickon Peagepaumm, 2009, Ne 25, ct. 3060);
npukazom MuHucTepcTBa KyrnbTypbl M1 MAacCOBbIX KOMMYHMKaunn Poccuickon denepaumm
oT 18 aHBaps 2007 r. Ne 19 «O6 yTBepxaeHuu Npasun opraHnsaummn xpaHeHus,
KOMMMEKTOBaHUs, ydeTa U UCNOoNb30BaHUA AOKyMeHTOB ApxmBHOro poHaa Poccuinckon
degepaunn 1 Apyrnx apxXmBHbIX JOKYMEHTOB B rOCYAapPCTBEHHbIX U MyHULMMNANbHbIX
apxuBax, My3esix n bnbnmnoTtekax, opraHnsaumsix Poccumnckon akagemum Hayk» (ganee -
MpaBuna xpaHeHus) (3apernctpuposaH Munioctom Poccum 6 mapta 2007 r.,
pernctpaumoHHbii Homep 9059, «bronneTeHb HOPMaTUBHbLIX aKTOB pefeparibHbIX OpraHoB
ncrnonHutensHom snactu ot 14 masa 2007 r. Ne 20»), ¢ n3MeHeHUsIMN, BHECEHHbIMM
npukazom MuHucTepcTBa KyrnbTypbl U MAacCOBbIX KOMMYHMKaunin Poccuickon ®egepaumm
oT 16 deBpans 2009 r. Ne 68 (3apeructpmposaH MuHtoctom Poccun 5 masa 2009 r.,
pernctpaumoHHbin Homep 13893, «Poccuiickas raseta» ot 20 masa 2009 r. Ne 89),
npuka3om MuHkynbTypbl Poccun ot 10 ceHTabpsa 2007 r. Ne 1273 «O6 yTBepxaeHum gopm
YYETHbIX U NHbIX JOKYMEHTOB MO OpraHM3aunmn XpaHeHusi, KOMNIEeKTOBaHNS, y4eTa n
ncrnonb3oBaHUA OKYMeHToB ApxmBHoOro poHaa Poccuinckon degepauuun n apyrmnx
AapPXMBHbIX JOKYMEHTOB B rOCYAapCTBEHHbIX N MyHMLMNAIbHbBIX apXnBax, My3esax u
BubnnoTekax, opraHmsaumnax Poccunckon akagemmm Hayky» (3apernctpupoBaH MuHioCTom
Poccum 9 oktabps 2007 r., permctpaunoHHbin Homep 10291, «BronneteHb HOpMaTUBHBIX
aKkToB peaeparnbHblX OPraHoB UCMOMHUTENBbHON BNacTn ot 5 HoA6psA 2007 r. Ne 45y).

1.2. [encteue HacToswmx [NpaBmn He pacnpoCTpaHSAEeTCs Ha OpraHM3aunio XpaHeHus,
KOMMSIEKTOBAHMUSA, y4eTa U UCMonb30BaHUSA AOKYMeHToB ApxmBHoro ooHaa Poccunckon
depepaunn n Apyrnx apxXmBHbIX JOKYMEHTOB, COAEPXKALLNX CBEAEHUS, COCTaBNAOLLNE
rocyapCTBEHHYHO TalHy.

1.3. locygapCTBEHHbIE OpraHbl, OpraHbl MECTHOIO CaMOYMpaBeHNs MyHULUNANbHOIo
panoHa, ropoaCcKoro oKpyra n BHyTPUropoLCKOro panoHa ob6s3aHbl co3gaBaTth apXmBbl B
Lensix XpaHeHus1, KOMMAEKTOBaHUS, y4eTa U MCNOoNb30BaHMsl 06pa3oBaBLUMXCA B NpoLiecce
NX OEATENBHOCTN apXMBHbIX JOKYMEHTOB.

1.4. OpraHusaunn BnpaBe co3gaBaTb apXMBbl B LIENSIX XpaHEeHUs 06pa3oBaBLUMXCS B
npouecce ux esaTeNbHOCTU apXMBHbIX JOKYMEHTOB, B TOM YMCHE B LENsX XpaHeHUs n
NCNONb30BaHNA apXMBHbIX JOKYMEHTOB, HE OTHOCSLLMXCS K FOCY4apCTBEHHOW UNnn
MyHuMLMNansHon cobctBeHHOCTM (1).

1.5. 3agauun n yHKUMM apxuBa (LeHTpanbHOro apxmea) rocyapCTBEHHOro opraHa, opraHa
MECTHOro CaMOyrnpaBfieHUs, OpraHn3auun - UICTOMHUKA KOMMIIEKTOBaHUS
rocyfapCTBEHHOro, MyHULMNANbLHOro apxmuea onpeaenstTcs NoNoXKeHNeEM,
yTBEPXXAAeMbIM PyKOBOAMTENEM OpraHM3aumnn.

Il. OpraHusauus xpaHeHUs1 AOKYMEHTOB apxuBHoro poHaa Poccumckon
Pepepaumm M gpyrmx apxmBHbIX JOKYMEHTOB B OpraHusauum

2.1. JokymeHTbI, 0bpasytoLimecs B 4eATeNnbHOCTM OpraHn3aunm, CocTaBnsoT
AOKYMEHTarbHbIN POHA.
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2.2. Co3gaHve JoKyMeHTanbHoro poHaa opraHm3aumm ocyLLecTBNAeTCca nyTem
COCTaBIfIEHMS HOMEHKNATYpbI Aen, opMMpoBaHMS U 0OPMIEHUS LeN HAa OCHOBE
HOPMaTMBHbIX NPaBOBbIX akToB Poccuinckon depepauunmn, nepedHen TMNOBbIX apXMBHbIX
AOKYMEHTOB C YKa3aHMeM CPOKOB UX XPaHEHWS, YTBEPXKOAEMbIX B COOTBETCTBMM C MYHKTOM
3 ctaTtbn 6 PegepanbHoOro 3akoHa ot 22 okta6pst 2004 r. Ne 125-d3 «O6 apxmBHOM gerne B
Poccunckon degepaumm», n nepeyHen 4OKyMEHTOB, 06pa3yoLmnxcs B npoLecce
AeATenbHOCTU doeaepanbHbIX OpraHOB roCy4apCTBEHHON BNACTU, MHbBIX FOCY4AaPCTBEHHbIX
opraHoB Poccuinckon ®eaepaumm, a Takke B npouecce AesaTenbHOCTU NOABEAOMCTBEHHbIX
M OpraHuM3aumm, C ykasaHMemM CPOKOB XpaHEHMS.

2.3. YacTb foKkymeHTanbHoro ooHaa, BKtovarLwas 4oKyMeHTbl ApXMBHOro dhoHaa
Poccunckon degepaumm, 4OKYMEHTbI NO JIMYHOMY COCTaBY U LOKYMEHTbl BDEMEHHbIX
(cBblwe 10 neT) CPOKOB XpaHEHUSA, BKIIOYEHHbIE B Y4E€THbIE JOKYMEHTbI apX1Ba,
COCTaBISiET apXMBHbI OOHA OpraHmn3aunmn, KOTOPbIN NOANEXNT XPaHEHMUIO B apXmnBe
opraHusaumu.

[oKyMeHTbl BpeMeHHbIX (40 10 neT BKIIYUTENTbHO) CPOKOB XPaHEHUS XPaHATCA B
CTPYKTYPHbIX NogpasgeneHnsax opraHmsauum 1 no UCTEYEHNM CPOKOB UX XpaHEHUS
noasiexxart YHUUTOXEHUIO B NopsaKe, YCTaHOBNEHHOM B MyHKTax 4.6 - 4.13 HacToALWMX
MpaBwun.

2.4. Bupamn apxmBHbIX oOHOOB OpraHn3aummn sBnsoTCS:

apXuBHbIN (POHA OpraHn3aumm, COCTOALLMA U3 JOKyMeHTOB ApxmBHOro dpoHaga Poccuinckon
depepaunn 1 gpyrnx apxmBHbIX JOKYMEHTOB;

00beANHEHHBIV apXUBHbIN POHA, COCTOSALLNA N3 06pa3oBaBLLMXCS B NpoLecce
AeATenbHOCTN ABYX Unu 6onee opraHn3aunin 4OKyMeHTOB ApxMBHOro poHaa Poccunckon
denepauun n opyrmx apxmBHbIX JOKYMEHTOB, MMEKLLNX MeXay COBON NCTOPUYECKM U/unu
noruvyeckn obycrnoBrieHHbIE CBA3MN;

apxmMBHasi KONNeKUns, cocTodaLas U3 oTaesibHbIX apXMBHbIX AOKYMEHTOB PasfiM4yHOro
NPONCX0XAEHUS, 0O bEeANHEHHBIX MO OAHOMY UIM HECKONbKUM NpU3Hakam (TemaTuyeckomy,
aBTOPCKOMY, BUOOBOMY, OOBEKTHOMY).

2.5. ApxuBHomy hoHAy opraHMsaumnm NnpucBanmBatoTCs Ha3BaHUe, COOTBETCTBYOLLEE
HaMMEHOBAHUIO OpraHM3aunn, 1 HoMep B Nopsiake, onpeaeneHHOM MyHKTOM

3.8. HacToswwmx MNpaswun.

2.6. ApXvBHble AOKYMEHTbI OpraHM3aummn cocTaBnalT OaUH (€OUHbIN) apXUBHbBIA POHA;:
[0 1 Nocne peopraHnsaunn, a Takke N3MeHeHNst CTPYKTYpbI, LUTATOB, €CIM YKa3aHHbIe
MEPONPUATUSA HE NOBIEKNM 32 COOOM M3MEHEHNS LiENen 1 npeameTa AesaTenbHOCTH
opraHusauum;

A0 U Nocre N3MeHeHUs TeppuTopuanbHbIX FpaHnL, 4esaTenbHOCTU OpraHn3auuu;

B Cliydae CMEHbl y4peaunuTen4.

B crny4yae nsmeHeHua cobCTBEHHMKA nMmyLlecTtBa opraHm3aunm apxXxmBHbl€ JOKYMEHTbI
opraHmsaumn OOoJNKHbI BKIMKOYaTbCA B pa3Hble apXnBHbIE (*)OH,D,bI.
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2.7. B cnyvae peopraHMsauumn opraHmsaumm ¢ nepegaden yHKLMA BHOBb CO34aHHON UK
MHOW OpraHn3aLmm Bce apX1BHbIE JOKYMEHTbI NepeaatrnTcs opraHM3aummn-npaBonpeeMHmKy
N BKNIOYAKOTCA B apXUBHbIN POH, NocneaHemn.

JoKyMEeHTbI MOCTOSIHHOIO XPaHEHWS Y JOKYMEHTbI MO SIMYHOMY COCTaBY NMKBUAMPOBAHHbIX
opraHusaumii OSMKHbI NepeaaBaThCs B YNOpsiA0HEHHOM COCTOSIHUM Ha XpaHeHUe B
COOTBETCTBYHOLLMIA FOCYAAaPCTBEHHBIN (MYHULMNANbHBIN) apXumB.

2.8. XpOHOMNOrM4yecknmMmm rpaHmLaMmm apxmBHoro gooHaa aBnsoTca*(2):

Ans apXUBHOro ooHAa OpraHM3auun - ycTaHaBnMBaeMble Ha OCHOBE HOPMAaTMBHbIX aKTOB
AaTbl CO3AaHUs 1 NUKBMAAUUN opraHmu3auun. MNpu HannuumMm HECKOMbKMX akToB 00
ob6pasoBaHMK opraHM3aLmmn NpUHMMaeTcs Aata Hanbonee paHHero U3 HuX;

Ans 06beAMHEHHOro apXMBHOro hoHAa opraHu3aumm - AaTbl CO3AaHMsa Haubornee paHHel K
NMKBMAAUMN Hamboriee No3aHel No BpeMeHn AeATerNnbHOCTU OpraHu3aunn, A0KYMEHTbI
KOTOPOW BOLUNN B COCTaB 00 bEANHEHHOIO apXMBHOMO OOHAA;

[ANS apXMBHOW KOMNMEKUWM - AaTbl CAMOr0 PaHHEro 1 CaMoro No3gHEro AOKyMeHTa.

2.9. Apx1BHbl€ OOKYMEHTbI JOMKHbl XpaHUTbCHA B CUCTEMATU3NPOBAHHOM NOpsSiAKe B
npegenax apxuBHoro onaa. EguHuuen cuctematmsaumm JOKYMEHTOB apXMBHOMO hoHaa B
apxuBe opraHu3aumm SBAsieTCA COBOKYMHOCTb apXMBHbIX JOKYMEHTOB UMW OTAENbHbIV
AOKYMEHT, OTHOCALLMECS K OQHOMY BONPOCY AeATENbHOCTM OpraHu3aummy (ganee - eamHuua
XpaHeHus).

2.10. EQUHULbI XpaHeHNs O0IMKHbI ObITb CUCTEMATU3MPOBAHbI, BHECEHLI B OMUCU U
odhopmMIiEHbI B Nopsaake, obecneunBatowemM y4yeT, NoMCK U UCMONb30BaHNe apXUBHbIX
AOKYMEHTOB.

2.11. EQUHULBI XpaHEeHNs apXUBHOTO poHaa CUCTEMATU3NPYIOTCH B COOTBETCTBUN CO
cnegyrownMm NpU3Hakamu:

CTPYKTYPHbIN (MPUHAONEXHOCTb €ANHUL XPaHEHUS K CTPYKTYPHbBIM Noapa3aeneHnsam
opraHusaumn);

XPOHOMOrMYeckuin (Mo nepuogam uUnu aatam, K KOTopbiM OTHOCATCS €AVHULbI XPaHEHWS);

YHKUMOHAnNbHbINA, OTPAcreBon, TeMaTU4YEeCKUn, NPeaMeETHO-BOMNPOCHLIN (C y4eTOM
dOYHKUMIA OpraHM3auumn, TeEM UK BONPOCOB, KOTOPbIX KacaeTcs cofaep)XaHne equHuL,
XpaHeHuns);

HOMUHanbHbIA (NO Aenonpov3BOACTBEHHON POpMe - BUAAM U Pa3HOBUAHOCTAM
AOKYMEHTOB);

KOPPEeCnoHAEHTCKMIA (MO opraHM3aumsam, B pedynbTate Nepenmckn ¢ KOTopbIMU
obpasoBanvcb eAHNULbI XpaHEHUS);

reorpadpmyeckuii (B COOTBETCTBMM C ONpPeAerieHHbIMU TEPPUTOPUSIMU, HAacENEHHbIMM
MyHKTaMKU 1 ApYruMu reorpadonyeckumMmm obbekTamu, ¢ KOTOPbIMU CBSI3aHO CoepKaHue
[OKYMEHTOB, aBTOPbl, KOPPECTNOHAEHTbI);

aBTOPCKWI (MO Ha3BaHWSIM OpraHM3aunii Unu PamMnnuam rpaxaaH, SBnsrLLMXCca aBTopamm
AOKYMEHTOB).
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2.12. [lokymeHTbl, BoweaLwwme B 06beaAnHEHHbIN apXMBHbIA (POHA, pacnonaratTcs no
3HaunmocTn poHgoobpasoBaTenemn, No XPOHOOrMM Co3fgaHnst AOKYMEHTOB, No andaBuTy
Ha3BaHWU 1 OpyrMm npuaHakam. B npegenax kaxgoro oHaa, Bowenuero B
00beANHEHHBIV apXUBHbIN POHA, NPUMEHSIOTCA NPUHLMUMBI CUCTEMATM3ALMN, BbIOOP
KOTOpPbIX ONpeaensieTca xapakTepomM AeATENbHOCTM KOHKPETHbIX OpraHu3aLmin, COCTaBoM n
06BbEMOM OKYMEHTOB.

2.13. CuctemaTtmsaums JOKYMEHTOB apXMBHOM KOMMeKUUn onpegenderca TeMaTtukon n
COCTaBOM AOKYMEHTOB.

2.14. CoxpaHHOCTb AOKYMEHTOB B apXMBe opraHu3auunm obecneynBaeTcs KOMNIEKCOM
MEepPONPUSATUIA MO CO30aHNI0 HOPMATUBHbIX YCNOBUIN, COBNIOAEHMIO HOPMATUBHbIX PEXMMOB
M Hagnexallen opraHm3aummn XpaHeHUsl LOKYMEHTOB, UCKITHOYaoLWMX XULWEHME U YyTpaTy U
obecneunBaroLLMX noaaepxaHme B HopmarnbHOM PU3NYECKOM COCTOSHUMN.

B komnnekc pa60T no obecneyeHunto COXPaHHOCTU OOKYMEHTOB apxXxmBa opraHmn3aunn
BKIMKO4YaTCA:

NnpefocTaBneHre NoOMeLLEHNS AN1si pa3MeLLEHNs apXMBHBIX [OKYMEHTOB;

obecrneyeHre HopMaTUBHbIX YCNOBUI XpaHEHUS [OKYMEHTOB;

BbINOMHEHNE TpeboBaHWI K pasMELLEHNIO JOKYMEHTOB B apXMBOXPaHUINLLE;

NpoBepKa Hann4yns U COCTOSIHUS JOKYMEHTOB.

2.15. ObecneveHre HoOpMaTMBHbIX YCNOBUIA XpaHEHUSI [JOKYMEHTOB BKIIOYaET:

OCHaLLleHVEe apXMBOXPaHUNLL crieumarbHbIM 060pyAoBaHNEM ANt XPAHEHUS] JOKYMEHTOB;

obopynoBaHMe NOMELLEHNS apXuBa OpraHn3auum cpeacTsaMm NoXXapoTyLUEeHUs, OXpaHHOM
N NOXapHOW CUrHanusaumen,

cobnogeHne NPoTMUBOMNOXAPHOIO PEXMUMA;
cobnofieHne OXPaHHOTO PeXnMa;

co34aHne HOpMaTUBHbIX TEMMEepPaTypPHO-BaXXHOCTHOrO, CBETOBOIO PEXMMOB, NpoBeaeHne
CaHNTaPHO-TUTMEHNYECKUX MEPOMNPUATUN.

2.16. Apx1B opraHuMsauumn pasmMellaeTcs B cnelmnanbHO NOCTPOEHHbIX UM
NPUCNOCOBNEHHbIX AN XPaHEHUS! JOKYMEHTOB 34aHUSIX UINN B OTAENbHbIX NOMELLEHUSIX
30aHuS.

B apxuBe opraHu3auumn AomKkHbl ObITb NPEAYCMOTPEHDI:

apPXUBOXPaHUNULLIE;

nomMelleHne gna npnema, BpeMeHHOro XxpaHeHmnda JOKyMEeHTOB,

nomMmeulieHne ana ncnonb3oBaHUA JOKYMEHTOB (‘-II/ITaJ'IbeIIZ 3al, y4acCToOK Bbla4vn
OOKYMEHTOB 1 I/IH(bOpMaLl,I/IOHHO-I'IOMCKOBbIX Cpe,EI,CTB);

paboyre KOMHaTbl COTPYAHMKOB apXuBa opraHu3aunm, KoTopble LOSKHbI ObiTb
M305IMPOBaHbI OT NMOMELLEHWUIA, TAE XPAHSTCSH apPXMBHbIE [JOKYMEHTbI.



He ponyckaeTcsi pa3melleHne apxnsBa opraHu3aummn B NoABanbHbIX Y YepaayHbiX
NoMeLLeHUsAX.

2.17. ApxvBOXpaHunmLLE OOSMKHO ObiTb yaaneHo oT labopaTopHbIX, MPON3BOACTBEHHbIX,
ObITOBbIX MOMELLEHUIN N HE MMETb OBLUMX C HUMUN BEHTUNSLIMOHHBIX KaHAaIOB.
ApXMBOXpaHUIULLE OTAENSETCS OT COCEAHMUX MOMELLIEHNI HECTOPAEMbIMU CTEHAMMU U
NepekpbITUAMU C NpeaenaMm OrHECTOMKOCTM He MeHee ABYX YacoB. B apxmBoxpaHunuiie
He JgornyckaeTcs Npoknagka Tpyd BOAOCHAGXKEHMS 1 KaHann3auum, TEXHONOrM4Yeckne unm
ObITOBbIE BbIBOAbI BOAbI.

2.18. MNpun pasmeLLeHnn apxmMBoxpaHunuLia B cneumanbHOM UM NpucnocobeHHOM
34aHun NpegnovTeHne (Npu paBHbIX TENOBbLIX XapaKTepUCTMKaX) OTAAETCA NOMELLEHNAM
C CEBEPHOWN OpUEHTALMEN OKOH.

MaTepmanbl NOKPbITUA CTEH, NOJIOB, NMOTOJIKOB, BHyTpeHHeVI apmMaTtypbl apxmBoxXpaHunuLia,
npuMeHaemble Npu N3rotoBr1IEHNN 060py,D,OBaHI/I$| N CpencTB XpaHEeHUA apXmUBHbIX
OOKYMEHTOB, HE OOJTKHbI BblAEJIATb arpeCCuBHble XMMNYECKMNe BeLeCcTBa U ObITb
MCTOYHMKOM NbIJN.

2.19. ApX1MBOXpaHUNULLIE AOIMKHO UMETb ECTECTBEHHYIO UITU UCKYCCTBEHHYH BEHTUNSALIMIO,
obecneunBaroLLyo PeLmpKynsaLmio Bo3ayxa, CTabunbHOCTb TEMMNePaTyPHO-BIaXXHOCTHOMO
pexuma, O4YMCTKY BO3yxXa OT MbifiM U arpeccuBHbIX MPUMECEN, a TaKkke OTBeYaTb
COBPEMEHHbBIM TPEBOBaHNAM KOMMAKTHOCTU U 9KOHOMMUYHOCTM.

ApXI/IBOXpaHI/lJ'II/ILLI,e AOOJIXXHO UMETb BbIXOAbl K J'IVI(*)TaM N NeCTHNYHbIM KIeTKaM.

2.20. ApxuBoxpaHunuiua (3a UCKITIYEeHNEM apXUBOXPaHUINLL, pacnoraratoLwmxcs Ha
oxpaHsiemon TeppuTopumn) obopyayTcs ABEPSMM C MOBLILLEHHOW TEXHUYECKOWN
YKPENMEHHOCTbIO NPOTUB BO3MOXHOIO B3fIOMa, OCHaLWEHHbIMU 3aMKaMu MOBbILLEHHOWN
cekpeTHocTU. OKHa NOMELLEHMI NEPBOro aTaxka AOMKHbI OblITb 060pYyAOBaHbI
3anuparowmmuca peweTtkammn®(3).

2.21. Bce nocTtynaroLime B apxuB opraHn3aumm AOKYMEHTbI pa3MeLLaTcs B
apXMBOXPaHUNMLLAX Ha CTaUMOHAPHbIX U/UNn NepeaBMXKHbIX METaNNMMYECKUX CTeNnaxax, B
MeTannMyeckux wkadgax nnm KOHTENHepax.

Crennaxu JOImKHbI ObITb YCTaHOBMNEHbI NEPNEHANKYNAPHO CTEHAM C OKOHHbIMU NPOEMamu,
a B NOMeLLeHMM Be3 OKOH - C y4eTOM 0CoBeHHOoCTen nomelLeHms n obopygosaHus. He
AOMNyCKaeTCs pasMeLleHne CTENNaXen BMNSIOTHYIO K HAPYXXHbIM CTEHaM 3[0aHus U K
NCTOYHMKaM Tenna.

PaccTtaHoBka cTennaxew v LKadgoB OCYLLECTBIISIETCS B COOTBETCTBUN CO CNeAYHOLLMMU
TpeboBaHusMU:

paccTosiHWe Mexay psagamMu ctennaxen (rnasHbIv Npoxoa) - He meHee 120 cwm;
paccTosiHne (MPOXOA) Mexay cTennaxamu - He meHee 75 cwm;

pacCTosiHNE MEeXAY HapYXHOW CTEHOW 3[0aHUSA 1 CTeNnaxamu, napannenbHbIMU CTEHE - He
MeHee 75 cm;

PaCcCTOsiHME MEXAY CTEHOW M TOPLIOM cTennaxa unu Lwkadga (06xoa) - He MeHee 45 cwm;
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pacCcTosHNE MeXAY NMOSIOM M HDKHEWN NONKOW cTennaxa (wkada) - He meHee 15 cm, B
LIOKOMbHbIX 3Taxax - He meHee 30 cm*(4).

2.22. [NpoTMBONOXapHbIA PEXMM B 3OaHUSX, FOe pasMeLlaeTcs apxmB opraHn3aumm, u B
apXMBOXpaHUNULLAX yCTaHaBNMBAETCHA B COOTBETCTBMM C HOPMATMBHBLIMW NMPaBOBbIMU
aktamu Poccuiickon ®epepauum B obnactu noxapHomn 6esonacHocTu.

2.23. OxpaHHbIl pexnm obecrieumBaeTcsi nyTemMm 060pyaoBaHMSA apXMBOXPaHUINLL, a Takke
APYrX NOMELLEHWI, rae NOCTOSHHO UITM BPEMEHHO XPaHSATCS apXMBHbIE JOKYMEHTHI,
cpeacTBamm oxpaHbl, 06ecneyrBatoLLMMmM KOHTPOSb AOCTYNa B apXMBOXPaHWUIIULLE U
NOMELLEHMS apxMBa, U CODMAEeHNEM NopsaKa Caaym nomg oxpaHy U CHATUSI C OXpaHbl,
yCTaHOBMEHHOro PyKOBOAUTENEM OpraHu3aLuu.

B cnyyae Bblgaun apxuBHbIX JOKYMEHTOB BO BPEMEHHOE MOJib30BaHME Mo 3anpocam
rocyapCTBEHHbIX OpPraHoB, OpPraHOB MECTHOIO CamMoyrpaBieHnst U OpraHn3aunin BbIHOC U3
3[4aHNA apxuBa Unu 3g4aHnsa opraHnsaunm apxmBHbIX JOKYMEHTOB pa3peLlaeTcsi TONbKO No
cneumanbHbIM NpornycKam.

2.24. ApxuBHble JOKYMEHTbI CrieayeT XpaHUTb B TEMHOTE.

Bce Buabl p360T C AOKYyMEHTaMu OO0JIKHbI MPpOBOAUTLCA MNPU OrpaHNYEeHHbIX U
TEXHOJIOTMYECKN HeO6XOLI,VIMbIX YPOBHAX OCBELLEHNA.

3almTa JOKYMEHTOB OT AeCTBUSI CBETa 06ecrnevmBaeTcs XpaHeHNeM OKYMEHTOB B
kopobkax, nankax 1 nepenneTax, B LWUKadax Uinn Ha cTennaxax 3akpbiToro Tuna.

EcTecTBEeHHOE OCBeLLEeHNEe B apXMBOXPaHUNULLE LOMYCKAeTCs Npu yCroBuUu NPUMEHEHNUS
Ha OKHax cBeTopacceuBaTesien, 3aWmTHbIX (PUNbTPOB, LUTOP, Xarnko3n, HaHECEHHbIX Ha
CTEKJ10 MOKPbITUI. NS NCKYCCTBEHHOIO OCBELLLEHUSI MPUMEHSAIOTCH NamMmbl HakanMBaHUA B
3aKpbITbIX NraoHax ¢ rnagkon NOBEPXHOCTLIO.

YpOBEHb OCBELLEHHOCTU B AnanasoHe BUOUMOrO CNeKkTpa He JOSKEH NpeBbiwaTth: Ha
BepTUKaNbHOW NOBEPXHOCTM CTENNaxa, Ha BbICOTe 04HOro meTtpa ot nona - 20-50 noKcos,
Ha pabounx ctonax - 100 ntokcos*(5).

2.25. B apxuBoxpaHunuiie ansi XxpaHeHust JOKYMEHTOB YCTaHaBMNMBalTCA creayoLime
napamMeTpbl TEMNepaTypHO-BNaXHOCTHOIO pexnma:*(6)

ANS XpaHeHus JOKYMEHTOB Ha BymaxkHOM HocuTene - Temnepartypa 17 - 19°C,
OTHOCUTENbHAasA BNaXXHOCTb Bo3ayxa - 50 - 55%;

AN JOKYMEHTOB Ha MarHUTHbIX AUCKaX U OUCKOBbLIX Hakonutensx - 8 - 18°C un 45 - 65%;
AN OKYMEHTOB Ha onTuyeckux guckax - 10 - 23°C u 20 - 50%;
AN JOKYMEHTOB Ha KMHOMSEHKE:

C HUTPOOCHOBOW - YepHOo-6enble: TemnepaTtypa He Bbiwe 10°C, uBeTHble: TemnepaTypa He
Bbiwe -5°C;

¢ 6e3onacHon OCHOBOW - YepHO-6enble: TemnepaTypa He Bbiwe 15°C, uBeTHble:
TemnepaTtypa He Bbiwwe -5°C;

ANs POTOLOKYMEHTOB:
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yepHo-6enble - TemnepaTypa He Bbiwe 15°C;
LBETHbIE - TeMnepaTtypa He Bbliwwe -5°C.

OTHOCKTENbHas BNaXXHOCTb BO34yxa, Heobxoammasi 4nst XpaHeHUs1 JOKYMEHTOB Ha
KMHOMSMEHKe n poTtogokyMmeHToB cocTtasnseT 40 - 50%.

2.26. B apxuBoxpaHunuiie ¢ HeperynmpyembiM KNMMaToM AOMKHbI OCYLLIECTBASATLCA
MepOonpuSaTUS MO ONTUMU3aUUK TemnepaTypHO-BNaXXHOCTHOTO peXxuma ¢ NpuMeHeHneM
OTOMMEHNS 1 NPOBETPMBAHMS MOMELLEHWI, a TaKKe MexaHN4YeCKUX CpeacTB yBNaXXHEHs
NN ocylleHns sBosayxa. Peskue konebaHus (Ce30HHbIE U B TEYEHNE OHUX CYTOK)
TemnepaTypbl (+/- 5°C) n oTHocUTENbHOW BriaxHOCTK Bo3ayxa (+/- 10%) He gonyckaroTcs.

Mpn AnNUTENbHOM HapyLlEeHUN TeMNepaTypHO-BNaXXHOCTHOro pexmma (ot 3 cyTok 1 6onee),
COMpOBOXJaloLEeMCs NOBbILLEHMEM OTHOCUTENBHOW BNaXXHOCTM Bo3ayxa Ao 70 - 90%,
NPMHMMAIOTCHA Mepbl MO ero HopManusaumm (MHTEHCUMBHOE NPOBETPUBAHME, OCYLLIEHUE
apXxvMBOXpaHUNULLA).

TeMnepaTypHO-BNaXXHOCTHbIV PEXMM KOHTPONUPYETCS MyTEM PErynsipHOro n3MepeHust
TemnepaTypbl U OTHOCUTENbHON BNa)XHOCTU KOMHATHOIO U Hapy»KHOro Bo3ayxa B O4HO U TO
K€ BpeMsi: B KOHOULIMOHUPYEMbIX MOMELLIEHUSIX - HE pexe 1 pa3a B Heaento; B
apXMBOXPaHUNMLLAX, HE OCHALLEHHbIX CUCTEMOW KOHAMLMOHNUPOBaHNS BO3ayXa - 2 pasa B
Hedento; NPy HapyLUEHUsIX pexuma - 1 pas B CyTKM.

Moka3aHusi KOHTPObHO-U3MEPUTENBbHBLIX MPUOOPOB HUKCUPYIOTCS B PEMMCTPALMOHHBIX
)XypHanax, B KOTOPbIX TaKKe OTpaxkatoTcsi MpoBepKka NpaBUIbHOCTM NokasaHuii Npubopos 1
Mepbl, MPUHSATbIE MO HOPManM3auMn TemnepaTypHO-BAXXHOCTHOIO peXxrnMa B Criyyasix ero
HapyLleHus1.

|_|pl/l Hann4ynn B 3aHnn apxmea LI,eHTpaJ'II/I3OBaHHOIZ cucteMbl obecneveHnss cobnogeHus
TeEMNepaTypHO-BNMa>XHOCTHOIO peXnma B NoOMeLLeHUAX, rge XpaHATCA JOKYMEHTHI,
KOHTPOJ1b 3a ero cobnogeHnem OCYyLLEeCTBIIAETCA B aBTOMATU4YECKOM peXnme.

2.27. NomelleHns apxuBa opraHmM3aumm A0MKHbI COAepXXaTbCsl B YNCTOTE, B YCNOBMSX,
NCKIMOYaloLWMX BO3MOXHOCTb NOSIBNEHUS NNECEHM, MPbI3YHOB, HACEKOMbIX, Mbinn. B
NOMELLEHNAX apXMBOXPaHWUMMLL A0MKHa ObiTb 06ecnevyeHa ceoboaHas LMPKynsAums
BO34yxa, UCKIoYatoLLas obpa3oBaHne HEMPOBETPMBAEMbIX 30H, ONAaCHbIX B CAHUTapHO-
GMOMNOrM4YecKoM OTHOLLEHUN.

B nomewieHmnax apxmBoxpaHunuiy, Heo6xoanmo:
NPOBOANTb CUCTEMATUYECKYHO BIIaXHYH YOOPKY;

He pexe OA4HOro pasa B rof NpoBoAnNTb obecnbinuBaHue KOPoboK C AOKYMEHTaMu, LwKados,
cTennaxewm;

O6pa6aTbIBaTb LLOKOJTbHbIE YacCTu CTenNnaxewn, nonkl, MIMNHTYCbI, NTOAOKOHHUKN BOOHbIMW
pacTtBOpaMmn aHTUCENTUKOB.

2.28. [1Ba pasa B ro (B Ha4yare 1 no OKOH4YaHUM OTONUTENBHOIO Ce30Ha) AOKYMEHTbI U
NOMELLIEHMSA apXUBOXPaHUNULL, NoABeprarTca obcrnefoBaHWo NS CBOEBPEMEHHOMO
0BHapyXeHns HaceKoMbIX 1 nneceHu. MNMpu obHapyxeHnn Buonornvyecknx BpeguTenen
MPUHMMAIOTCHA CPOYHbIE Mepbl NO AE3UHMEKLMN U OE3UHCEKLNN OOKYMEHTOB 1 NOMELLEHUI
cvnamu paboTHMKOB apxmBa, a Npy HEOBXOANMMOCTU - CUITaMy COOTBETCTBYHOLLUNX CryX0.



2.29. B apxuBoxpaHunuuie 3anpeLlaeTca HaxoanTbCs B BEPXHEN ogexae, MOKPOW 1
rpsA3HON 06YBU; XpaHUTb MOCTOPOHHME NPeaMeTbl, UMYLLECTBO 1 060pyaoBaHMeE,
ynoTpebnaTb NMLLEBbLIE NPOAYKThI.

2.30. O6a3aTenbHbIMM YCNOBUSAMU XPaHEHUS AMEKTPOHHBIX AOKYMEHTOB SIBNAOTCA:

Hanuune B apxmBe OpraHn3aLmm He MeHee [BYX 3K3EMMNNAPOB KaX4on eanHULbI XpaHeHUs
3NEKTPOHHbIX JOKYMEHTOB (OCHOBHOW U paboumnin aK3eMnnspbl OMKHbI HAXOOUTLCSA Ha
pasHbIX PUNHECKNX YCTPONCTBAX);

Hann4dme TeXHNYECKNX N NporpaMmMHbIX CpencTB, npeaHasHa4v4eHHbIX a4
BOCnpoun3eseaeHund, KonnpoBaHud, nepe3arnncun 3J1IEKTPOHHbIX JOKYMEHTOB, KOHTPOJIA
qDVI3I/I‘-leCKOI'O N TEXHNYECKOIro COCTOAHNA,

obecneveHne pexnmMma XpaHeHUaA 3J1IEKTPOHHbLIX OKYMEHTOB, NCKITHOYaroLWero yTpary,
HECaHKUMOHMPOBAHHYIO PACCbISIKY, YHUYTOXEHNE UITN NCKaXKEeHNE I/lHd)OpMaLI,I/IVI.

2.31. lNepenaya TEKCTOBbIX ANIEKTPOHHbIX AOKYMEHTOB ANA XpaHeHUs B apXxmB
opraHusaumu, SBMALWENCH UCTOYHNKOM KOMMIEKTOBAHUSA rocyAapCTBEHHOMO U
MyHMLMNANbLHOro apxmea, ocyuiectensercsa B oopmate PDF/A.

2.32. B uensx obecneyeHns XxpaHeHus!, y4eTa U UCNOSb30BaHUS SNEKTPOHHbIX 0OKYMEHTOB,
HaxoOsLWMXCSA Ha XpaHEHMWN B apX1MBE OpraHn3auum, OMKHO NPON3BOANTLCA CUHXPOHHOE
N3MEHeHNe NporpaMMHo-annapaTHOM Cpedbl B OpraHvM3aummy U B apxvBe opraHusaumu, a
Takke CBOEBPEMEHHAs Nepe3anuncb 3NEKTPOHHbIX apXUBHbIX AOKYMEHTOB Ha HOBbIE
HOCUTENWN N B HOBblE hOPMaThI.

B npouecce xpaHeHus aNEKTPOHHBIX JOKYMEHTOB B apX1MBE OpraHv3aunmy He pexxe 0gHOro
pasa B 5 neT Nnpons3BoanTCs TEXHUYECKUIN KOHTPOIb (OM3NYECKOro COCTOSHUSA HOoCcUTEnen
3NEKTPOHHbIX IOKYMEHTOB 1 BOCMPON3BOANUMOCTU 3NEKTPOHHbIX JOKYMEHTOB.

B crny4dae ecnu npu ocywecTBieHNnN TEXHUYECKOro KOHTPOJ14 YCTaHOBJ1E€HbI UIBMEHEHNA
(bVI3I/I‘-IeCKOI'O COCTOSAHNA HOCUTENEN ANEKTPOHHbIX AOKYMEHTOB, apXmnB opraHmn3aumnn rno
pelweHno pykoBoanTENA opraHn3aunn aormkKeH npoBoanTb paGOTy no nepesanncun
ANEKTPOHHbLIX AOKYMEHTOB Ha HOBblIE HOCUTETIN.

Mpn nameHeHmn cbopmaToB B pesynbTaTte npeobpasoBaHnsa NporpaMMHo-annapaTtHom
cpeapl, yXyaLeHns BOCNpoOM3BOAMMOCTM 3NEKTPOHHbIX AOKYMEHTOB apXMB OpraHmM3aumm no
PELLEHNIO PYKOBOAUTENS OpraHmM3aLnmn OMMKeH NpoBoAnTb paboTy no nepesanucu
9NEKTPOHHbIX JOKYMEHTOB B HOBble hopmaThl.

Mpwn ocyliecTBNeHUn nepesannucu AosmkHa bbiTb obecnevyeHa ayTEHTUYHOCTb, NMOMHOTA,
AOCTOBEPHOCTb, LLEMOCTHOCTb M HEM3MEHHOCTb MHpOPMaLMK, CoAepKaLLleNCs B
9NEKTPOHHbIX JOKYMEHTaX.

TeKcToBble 3MEKTPOHHbIE AOKYMEHTbI, NOABEpPrinecs nepesannucu B HoBble hopmMaThl
/NN Ha HOBblE HOCUTENW, AOMKHbI OTBeYaTb TpeboBaHMSAM, YCTAHOBMNEHHbBIM [YHKTOM
2.31 HacToawmx Mpaswun.

2.33. [Ins onepaTUBHOro JOCTYyMNa K 3NIEKTPOHHbLIM JOKYMEHTaM B CMPaBOYHbIX U MOUCKOBbLIX
Lensx B apxuse co3gaetcs oH Nonb30BaHUS 3NIEKTPOHHbBIX JOKYMEHTOB.

2.34. Bce nocTtynawwine B apxme opraHn3aunn JOKYMEHTbI pa3MeLllatoTCA B
apxnBoxpaHunumuax Ha ctennaxax nin B I.IJKaCbaX B NnopsaAake, COOTBETCTBYHOLEM OMNMUCAM
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[ern, OOKYMeHTOB. [JOKyMeHTbl, TeMnepaTypHO-BNaXXHOCTHbIA PEXUM XpaHEHUS1 KOTOPbIX
pasnuyeH, OOMKHbI pa3MeLLaTbCsl B pasHblX apXMBOXPaHUNULLIAX.

2.35. lokymeHTbl ApxuHoro ¢poHaa Poccurckon ®enepaumm n gpyrme apxmeHble
AOKYMEHTbI JOMKHbI XpaHUTbCSA B KOPOOKax Mnmn nankax, N3rotToBreHHbIX U3 6e3BpeHbIX
AN JOKYMEHTOB Matepuarnos.

OneKTPOHHbIE AOKYMEHThI HAa PU3NYECKM 060COBNEHHBIX HOCUTENSAX Pa3MeLLatTCs
OTAENbHO OT APYrUX AOKYMEHTOB.

Ha KOpO6KVI NPUKINeEnNBarOTCA APJIbIKKA, HA KOTOPbIX YKa3blBartOTCA: HOMEP (.bOH}J,a, HOMEP
onncn n KpaVlee HOMepa aen, padMeLlleHHbIX B OaHHOM Kopo6|<e.

nOpﬂ,D,OK pasmMelleHunda yctaHaBIIMBaeTCA B 3aBUCUMOCTU OT PACCTOAHUA MeXAY NOoJIKaMu,
qDVI3I/I‘-IeCKOI'O COCTOAHUA Oen, a TakKXKe OT TBeEPAOCTU UM MATKOCTU nepenneTa. ,D,ena,
nvewLine TBepD,bII7I nepennetT, yCtaHaB/iMBaOTCA BEPTUKAJIbHO; C MATKMM NMepenneTomMm nunn
HenepenneTeHHblE - TOPU3OHTAalbHO.

KopoGku He gomkHbI BLICTYNAaTb 3a Npeaernbl MOOK CTENMaxei.

He AonyckaeTcda XxpaHeHne JOKyMEHTOB B TpaHCI'IOpTHOIZ Tape, B lwtabensax, Ha nony,
NOAOKOHHUKAX, JTECTHMUYHbIX Niowagkax n gpyrnx, He npegHa3Hav4eHHbIX Anda XpaHeHnA
OOKYMEHTOB MecCTax.

2.36. Bce nomelLeHNs apxmBa opraHm3aumm, a Takke cTennaxu, Wwkadgbl, KOHTENHEPHI,
nonkun Hymepytotcs. Ctennaxu, wkadbl U KOHTENHEPBI HYMEPYIOTCS B KaXKA0M
apXUBOXpPaHWUNWLLLE CreBa HanpaBo OT BXOAHOW ABEpU, a NOMKN Ha cTennaxax - no
LuKadhaM CBEPXY BHM3, CIieBa Hanpaso.

2.37. B uenax onpeaeneHns Mecta XpaHeHnss AOKYMEHTOB B apXMBOXPaHUNMLLE
COCTaBnAKTCA Tonorpaduyeckme ykasartenu: noctennaxHiolie (npunoxexHve Ne 1), a npu
6onbLliom KonuyectTse poHOOoB - nodoHaoBbIE (NpunoxeHne Ne 2).

2.38. N'ameHeHus, npouncxogdiuine B pasmMeieHnMn JOKyMEHTOB, OOJTXHbI CBOEBPEMEHHO
OTpaxXaTtTbCA B TOI'IOFpa(bI/I‘—IeCKI/IX yKasaTtensax.

2.39. B xoge npoBepKn HanmMyns n COCTOSIHUSA apXUBHbIX JJOKYMEHTOB B apXuBe
OopraHuM3aumu:

yCTaHaBIIMBaeTCA (baKTI/NeCKOG Hann4dmne eamHuL XpaHeHna n CoOoOTBETCTBUE YHETHLIM
OOKYMEHTaM;

BbIABIIAKTCA U YCTPAHAKOTCA HEAOCTAaTKN B yqéTe OOKYMEHTOB;
BbIABJIAKOTCA OTCYTCTBYHOLWME OOKYMEHTbI N OPraHnN3yeTCA PO3bICK;

BbISIBIISIOTCA N YYNTBIBAKOTCA OKYMEHTbI, Tpebytowme npodumnakTniyeckomn n/mnm
pecTaBpauMOHHO-NPodUIakTU4eckon oopaboTku.

BoigBnsoTca u YYUTbIBAKOTCA SJNIEKTPOHHbIE JOKYMEHThI, Tpe6y+ou_|,|/|e nepes3anncn Ha
HOBbI€ 3JTEKTPOHHbIE HOCUTESTN, NPOBOAUTCA KOHTPOJ1b cb|/|3|/|qe0|<oro N TeEXHN4YeCKoro
COCTOAHUA eOJNHNL, XpaHeHNA, OCYLLECTBIIAETCA NpoBepKa Ha Hann4dne BpeaoHOCHbLIX
KOMMbKOTEPHbLIX NporpamMmm.
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2.40. MNpoBepka HanMuna N COCTOAHUS LOKYMEHTOB Ha ByMaXKHbIX HOCUTENSAX NPOBOANTCS B
apxvmBe opraHm3aunmn KOMMCCUEN UNN HE MeHee YeM ABYMSI pabOoTHMKaMmn He pexe O4HOro
pasa B 10 neT, aNeKTPOHHbIX JOKYMEHTOB - HE peXe 0gHOro pasa B 5 ner.

2.41. Tpun npoBepKe HanMM4Ynsa N COCTOAHNA JOKYMEHTOB B apXxmBe opraHmsauuu
Heob6xoanmo:

COXpaHsATb NOPSAOK PACMONOXEHNS AOKYMEHTOB Ha CTennaxax, B lkadax 1 KOHTeNHepax
B COOTBETCTBMM C TOnorpaduyeckmm ykasatensmu. [pu nsmMeHeHnn pacrnonoxeHus gen
HeobX0aMMO CBOEBPEMEHHO AernaTh COOTBETCTBYHOLLME 3anncy B ToNorpagonyeckmx
ykasaTensix;

nomMeLLaTb Ha MecTa Haarnexallero XxpaHeHusi obHapy>XeHHble BO BPEMSI NMPOBEPKM
HenpaBUbHO pasMeLLeHHblE eAUHWLbI XpPaHEHUS;

M3biMaTb C NOCNeAyoLEen N30nsUMen AOKYMEHTbI, 3apaXKeHHbIe MNeCeHbo U ApYrumMm
Buonornyeckummn BpeamTensiMmn (4ns AOKyMEHTOB Ha GyMaXKHOM HocuTene);

n3biMaTb eQUHULIbI XPaHEHUS 3NEKTPOHHbIX JOKYMEHTOB, CoAepKallme BpegoHOCHbIe
KOMMbIOTEPHbIE NPOrpaMmbl, MOMELLATb Ha creumarnbHO BblAeMNeHHY Nonky (B AWuK) aAns
nocneayrowen obpaboTku;

n3biMaTb 1 pa3MellaTb BClieq 3a y4TeHHbIMU Aena, He BHECEHHbIE B OMNMUCK.

BHeceHue BbISIBIIEHHbIX B X04€ NPOBEPKN HEYYTEHHDbIX OEN B ONUCb 3arpeLlaeTca.
HeyHTeHHbIe gena nognexart 06p360TKe M ONMUCaHUIO NMocCJie 3aBepLUEHNA NPOBEPKN.

2.42. [poBepkKa HaNnU4nsa n COCTOAHNA JOKYMEHTOB NMPOBOAMTCA NyTEM CBEPKMU
onucaTenbHbIX CTaTeln ONUCK C onucaHMeM Aaen Ha 0bnoXkKax.

dusnyeckoe coctosiHMe Aen onpeaenseTcs nyTeMm BU3yanbHOro NnpocMoTpa.

[enaTtb KakMe-nmbo NOMETKM UK 3anncu B ONUCSX AeN U APYTrnX YYETHbIX OKYMEHTax
3anpeLllaeTca. B koHue kaxgon npocMoTpeHHon onucn genaetca 3anucbk «[MPOBEPEHO»
C yKasaHMeM HoMepa U AaTbl akTa NPOBEPKM HANUYNA N COCTOAHNS AOKYMEHTOB.

2.43. TpoBepkKa HaNM4Ynsa U COCTOAHNA JOKYMEHTOB CHUTAETCS 3aBEPLLEHHOM nocre
BHECEHMS UBMEHEHWI, BbISIBNIEHHbLIX NMPOBEPKOW, B Y4E€THbIE AOKYMEHTLI apXuBa.

Mo pesynbTaTam NpOBEPKN COCTABNAETCH akT NPOBEPKN HanMyns 1 COCTOSHUS apXMBHbIX
AOKyMeHTOB (npunoxexve Ne 3). Mpu o6HapyXeHun onBOK B y4eTHbIX JOKYMEHTax
COCTaBMSIETCSA aKT O TEXHUYECKUX OLMBKax B yYeTHbIX AOKYMeHTax (rnpunoxeHve Ne 4). B
cny4ae obHapyXeHus JOKYMEHTOB, HE OTHOCALLUMXCSH K JaHHOMY OOHAY, apXMBY
OopraHuM3aumm, HeYy4YTeHHbIX, TaKKe COCTaBNAETCA COOTBETCTBYIOLMNIA aKT (NpunioxkeHne

Ne 5). YkazaHHble akTbl MOANUCHIBAIOTCA UCNONHUTENAMN N YTBEPXKAAOTCA pyKOBOAUTENEM
opraHusauuu Unu ero 3amecTuTerneM, KypupyoLwmmMm AesTerbHOCTb apXxmBa.

2.44. Ecnv NnpoBEPKON HaNMM4mnsa U COCTOSHUSA LOKYMEHTOB YCTaHOBIMEHO OTCYTCTBMUE Aen U
AOKYMEHTOB, OPraHM3yeTcs UX po3bICK.

Po3bICk apXMBHbIX JOKYMEHTOB, HEe 0OHAPY)XEHHbIX B XO4e NPOBEPKN, OpraHM3yeTcsl C
MOMEHTa BbISIBIIEHMS OTCYTCTBUSA 1 NPOBOAUTCS B TeYeHne oaHoro roga. Ha gena, He
0oBHapy>KEeHHbIe B X04e NPOBEPKM HANUYNS U COCTOSIHUS! JOKYMEHTOB, COCTaBMSIETCS akT 00
yTpaTe OOKyMeHTOB (npunoxeHune Ne 6), KoTopblii paccMaTpuBaeTcsl 9KCNepTHOM
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komuccmen (LeHTpanbHoOM aKkcnepTHou komuccuen) (ganee - K (LUSK) opraHnsaumm n
yTBepXgaeTcs pyKoBOAUTENEM opraHm3aumm unum ero samectutenem. K akty npunaraetcs
crpaBka O NpoBeAeHMM Po3biCKa, NOArOTOBMNEHHAs U NoANMCcaHHas NnLoM,
Npou3BOAMBLUUM NPOBEpPKY. AKT 06 yTpaTe JOKYMEHTOB NpeAcTaBnseTcs B
COOTBETCTBYIOLLUIN rOCy4apCTBEHHbIM (MyHULMNANBHbLIN) apXUB UITK YNONTHOMOYEHHbIN
opraH ncnonHuTensHon Bnactn cybwekta Poccurnckon ®enepauumn B obnactn apxmBHOro
Aena onsa npyHATUS PeLLEHNS O CHATUKN yTpadeHHbIX AN C yYeTa.

2.45. [1o0KyMeHTbI BblOAOTCH U3 apXMBOXPaHUMLLLA HA OCHOBaAHUM MUCbMEHHOIO
paspeLLeHnst PyKOBOAUTENS apXmMBa OpraHmM3aunmn unm ero 3amectuTtens (ecnu apxme
ABMAETCSH y4YpeXxaeHneM), pyKoBOAUTENS CTPYKTYPHOro NnogpasaeneHuns opraHn3aumm:

paboTHUKaM CTPYKTYPHbIX NOApPa3nerneHnin opraHn3auum;

cynebHbiM, NpaBoOOXpaHUTENBbHbLIM Y MHBIM YNOMHOMOYEHHBIM OpraHamMm B COOTBETCTBUN C
3akoHogaTtenbcTBoM Poccunckon denepaunu;

MHbIM MOJib30BaTENIAM NO NMCbMEHHOMY 3adABJ1EHUIO.
,D,OKyMeHTbI BblOal0OTCA U3 apXmnBOXpaHUIINLL, Ha CPOK He HpeBbIUJaPOU_LMI‘;II

OQHOro Mecqdua - anda ncnoJyib3oBaHnUA pa6OTHI/IKaMI/1 opraHn3auunm n NHbIMU
NnoN1b30BaTENAMU,

LecTtn Mecsaues - Cyﬂ,e6HbIM, npaBooOXpaHUTESIbHbIM N NHbIM YNMOJTHOMOYEHHbIM OpraHam.
I'Ipop,neHme YCTaHOBJ1E€HHbIX CPOKOB Bblaa4n AOKYMEHTOB AO0MYyCKaeTCA C pa3peLlleHna
pykoBoOUTENNA OopraHn3aumm Ha OCHOBaHMM NMMCbMEHHOI0 NnoaTBepXaeHna norib3osartersia o

coxpaHeHumn/obecnedeHnn CoOXpaHHOCTUN AOKYMEHTOB.

2.46. Bblgaya AOKYMEHTOB M3 apXMBOXPaHUMLLA PEMMCTPUPYETCS B KHUME Bblaayn Aen u
odopmnsaeTca:

3aKa3oMm (cnyxebHown 3annckon) Ha Bblgavy gern;

aKTOM O Bblaye Aen BO BPEMEHHOE NOSb30BaHUE - NPW Bblgaye B CTOPOHHME OpraHmn3auum
(npunoxkeHmne Ne 10).

Mpun TpaHcnopTUPOBKE Aen Ha Nntobble pacCcTosHMS obecnevnBatoTCca Mepbl MO OXpaHe K
3aWmTe UX OT BO3AENCTBUSA BpeaHbIX (0aKkTOPOB OKPYKatoLLEN cpeabl.

2.47. Bblgavy JOKYMEHTOB Ha ByMaXXHOM HOCUTENe 13 apXmMBOXpaHUnmLLa u npuem nx
obpaTHO, B TOM YuUCre B criydae HeobxoaMMOCTWN NOMUCTHYIO MPOBEPKY HanNn4us u
COCTOSIHMSA JOKYMEHTOB Nepef Bblaavyen 13 apxXuBoxpaHunuiLa 1 npu Bo3spare,
nNpon3BoauT paboTHMK apXMBOXPaHUNNLLA B NPUCYTCTBUK NNLLA, NONyYaloLLEero
(BO3BpawatoLero) gena.

BmecTo BblaaBaeMbIX U3 apXMBOXPaHWUNLLA €ANHWL XPaHEHMS U ONUCEN Oen, JOKYMEHTOB
[AOMMKHa pa3MeLlaTbcs kapTa-3amecTutens aena (npunoxenne Ne 7). MNpu Bo3BpaLlleHumn
Aena kapTa-3aMecTUTENb M3bIMaeTCs U XPaHUTCS B apXvMBe opraHvM3aumm 40 MUHOBaHNS
HagoOHoCTH.
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[ena, BblgaBaeMble U3 apXMBOXPaHUNULLA, OOMMKHbI UMETb apXMBHbIN WGP,
NPOHYMepPOBaHHbIE NUCTbI, NIMCT-3aBepuTenb gena (npunoxeHve Ne 8) n nuct
NCMNONb30BaHUSA LOKYMEHTOB (rpunoxeHne Ne 9).

MoaroToBka apXMBHbLIX JOKYMEHTOB K BblAaye M3 apXMBOXpPaHUIULLA BKIIOYAET:
BbIEMKY apXMBHbIX [JOKYMEHTOB;

CBEPKY apXUBHOIO LUMdpa 1 3arofioBKOB C OMUCHIO Aen, AOKYMEHTOB;

NpoBepKy hpM3NYECKOro COCTOSIHUS Aena.

ONEKTPOHHbIE AOKYMEHTbI BblAAOTCA U3 apXMBOXPaHUNULLA B BUAE SMNEKTPOHHbIX KOMUIA
nnn Kkonum Ha BymaxHom HocuTene. Npn HeobXxoaNMOCTY 3aBEPEHNS KOMUIN SNEKTPOHHbIX
AOKYMEHTOB MCMOMb3yeTCs NEKTPOHHasA NOANUCH PYKOBOAUTENS OpraHM3aunm unm
YMNONTHOMOYEHHOr0 MM AOSMKHOCTHOMO Nnua 1nn npovMsBoauTCs 3aBepeHne Konum
AOKYMeHTa Ha ByMaXHOM HocuTere B yCTaHOBMNEHHOM nopsake (nyHKT 5.14.HacToswmx
Mpasun).

2.48. [10OKyMEHTbI U3 apXMBOXPaHUIMLLA, KaK NPaBuso, He BblOATCS:
npy HaNMuYUM oHAa Nonb30BaHUS;
HaxosLmMecs B Hey4OBETBOPUTENbHOM (OU3NYECKOM COCTOAHUMN

2.49. B opraH1saumm SOmKHbl ObITb pa3paboTaHbl NnaHbl KOHKPETHBLIX MEPONPUATUI U
Apyrne HOpMaTMBHbIE AOKYMEHTbI, pernameHTupyoLmne nopsagok paboTtbl B Ype3BblHalHbIX
CcUTyaumsx, Npu BO3HUKHOBEHUN KOTOPbIX HEBO3MOXHO 06ecneynTb COXPaHHOCTb apXMBHbIX
[OKYMEHTOB.

C copgepxaHnem nnaHoB MEPONPUATUN U APYTMX HOPMATUBHBLIX JOKYMEHTOB,
onpegensowmx paboTy apxmea opraHM3aumm Npu YpesBblHanHbIX CUTYyaUUAX, AOMKHbI
ObITb O3HAKOMIEHbI PabOTHUKM apX1uBa OpraHn3auni.

lll. YyeT nokymeHTOB apxuBHoro choHaa Poccumnckon ®epepaumm n apyrux
apXUBHbIX JOKYMEHTOB B OpraHu3auum

3.1. Y4yeTy nognexaTt BCe XpaHsLMeCcsa B apxXuBe opraHn3aumm AOKYMEHTbI, BKIKoYas
AOKYMEHTbI NO JINYHOMY COCTaBy, KONUN LOKYMEHTOB (hoHAA NOMb30BAHUSA (MPU Hann4mMm) u
onucu aen, AOKYMEHTOB.

3.2. OpraHunsauus, ABNSALLAasaca UCTOYHUKOM KOMMNEKTOBaHUSA rocy4apCTBEHHOro
(MyHUUMNanNbLHOro) apxmuea, NpeacTaBnseT B rocyAapCTBEHHbIN (MyHULUNANbHbIN) apXuB
yyeTHble cBefeHus 06 obbeme 1 coctaBe, XpaHSALLUXCS B apXuBe OpraHu3auum
AoKymeHTOB ApxuBHoro poHga Poccuiickon ®egepaumm n opyrux apxmBHbIX JOKYMEHTOB B
COOTBETCTBUM C PernameHToOM rocyapCTBEHHOro yvyeTa AOKYMEHTOB ApXUMBHOro ooHAaa
Poccuiickon ®epepaumm, yTeepxaeHHbIM npuka3om Pocapxmsa ot 11 mapta 1997 r. Ne 11,
(3apeructpuposaH MuHioctom Poccum 8 utona 1997 r., permctpaumnoHHbin Homep 1344).

3.3. OCHOBHbIMY eAnHMLAMN y4eTa apXMBHbIX JOKYMEHTOB SIBIIAOTCA:
apXxmBHbIA OOHA;

eanHuLa XpaHeHUs - Aeno, aNekTpoHHoe Aeno (MyHKT 4.34. HacToswmx MNpasun).
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3.4. EanHnuam xpaHeHus NpucBanBaloTCH y4eTHble HOMepa, ABMAIOLWMNECH YacTblo
apxmBHoro wudgpa. CeegeHnsi 0 cCocTaBe eauHUL XPaHEeHUS U UX KONMYeCTBE
PUKCUPYIOTCS B YY4ETHbIX AOKYMEHTAX apXuBa.

ApxvBHbIN Wndp (0603Ha4YEHNE, HAHOCMMOE B JIEBOM HKHEM YTy Ha KaXayr eguHuLy
XpaHeHus B Lenax obecneveHus ydeta u naeHTUduKkaLumm) COCTOMT U3: HOMepa apXMBHOMO
doHa; Homepa onucK aen, JOKYMEHTOB; HOMepa eAuHULbl XPaHEHWS.

ApPXUBHBbIN LINGP SMEKTPOHHbLIX JOKYMEHTOB, XPaHUMbIX Ha 060COGNEHHbIX NEKTPOHHbIX
HOCUTENSAX, yKa3blBaeTCs Ha BKrabllle, BIOXXEHHOM B (pyTnsp HOCUTenNs. ApXUBHbIN
LINAP SNEKTPOHHBIX JOKYMEHTOB, XpaHUMbIX B MUHDOPMALIMOHHOW CUCTEME apXUBa,
aBnsieTcs 06s3aTenbHbIM 31IEMEHTOM ONUCaHUS KOHTENHEPa 3MEKTPOHHOIO AOKYMEHTA.

3.5. B apxuBe opraHunsauunm BegyTcsa OCHOBHbIE (006s3aTenbHbIE) M BCOMOraTenbHble
yyYeTHble AOKYMeHTbl. CocTaB 1 POPMbl OCHOBHbIX YY4ETHbIX JOKYMEHTOB OnpeaenstoTcs B
COOTBETCTBUM C HacToswmmu [Npasmunammn. Coctas U opMbl BCOMOraTesibHbIX Yy4ETHbIX
AOKYMEHTOB OnpeaenstTcs apXMBoM OpraHm3aumm CaMoCTOATENbHO.

3.6. B coctaB ocHOBHbIX (06513aTeNbHbIX) YY4ETHBIX JOKYMEHTOB apXvMBa OpraHm3aumnm
BXOOAT:

KHUra y4eTa NocTynneHus 1 BblObITUS Aen, AOKyMEHTOB (npunoxexvie Ne 11);

cnuncok ponaos (npunoxexHne Ne 12);

nuct cdoHaa (npunoxenne Ne 13);

onucb Aen, AoOKyMeHToB (npunoxeHuns Ne 14, 15, 16, 17, 18);

peecTp onucen (npunoxenne Ne 19).

3.7. B kHUry yyeTa nocTynneHuns v BblbbITUS Aen, AOKYMEHTOB nocrneaoBaTenbHO BHOCATCA
BCE NepBUYHbIE U MOBTOPHbIE NOCTYNNEHNS (BbIOLITUSA) Aern, A0OKyMeHTOB. Kaxaoe
nocTynneHne (BblIObITUE) B Npedesiax OTYETHOro roga nosyyaeT NopsaaKoBbIi HOMEpP B
BafioBOM nocnegoBaTenbHOCTH.

ExxeroaHo Ha 1 sHBapsi NOABOAUTCS UTOT KONMYECTBA NOCTYNUBLUMX U BbIOLIBLUMX 3a rof,
[ern, DOKYMEHTOB.

3.8. Cnucok ooHAOB BeETCHA B apXMBE OpraHmn3auunm, XpaHswem JOKYMeHTbl 6bonee
ogHoro ¢ooHaa. B cnvcok gooHO0B apXmMBHbBIM OOHA, 3anucbiBaeTCAa TOSTbKO OAWNH pas, npu
nepBOM NOCTYMMEHUN B apXMB opraHu3aumu. Mo cnncky ¢ooHAO0B B BariOBOM Nopsake emy
npucBamBaeTCH y4eTHbI HOMEpP, KOTOPbIM COXPaHAETCH 3a HUM BO BCEX YYETHbIX
AOKYMEHTax.

B cnyyae nepegaun apxuBHoro oHaa B Apyro apxuBe, BKIIIOYEHMWS €70 B COCTaB
06beanHEHHOro apxXMBHOToO hoHAa NN BblAENEHUS BCEX JOKYMEHTOB K YHUYTOXEHUIO
0CcBOGOAMBLLMICS HOMEpP APYroMY apXMBHOMY (hOHAY He npucBavBaeTcs.

Ob6beaunHeHHble apxmMBHble POHAbI N apPXMBHbIE KOMMEKLUMM YUMTBIBAKOTCS Ha 06LLMX
ocHoBaHusx. ObbeanHEeHHOMY apXnBHOMY (PoHAY, 06pa3oBaHHOMY U3 apXMBHbIX (POHAOB,
paHee YY4TeHHbIX CaMOCTOATENBHO, NPUCBaANBaETCA HOMEP OOQHOMO N3 apXMBHbLIX POHAOB,
BKITHOYEHHbIX B €r0 COCTaB.
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B apxvBax opraHnsaumin - ICTOYHUKOB KOMIMIIEKTOBAHMS FOCYAapCTBEHHbLIX
(MyHMUMNAnNbHbIX) apXMBOB NPOCTABMAETCA HOMEP apXUBHOro hoHAa, 3a KOTOPbIM OH
y4TEH B rocyiapCTBEHHOM (MyHMLUMMNANbHOM) apXMBE, U KOTOPbLIA COXPaHSAETCS 3a HAM
nocrne nocTynneHusl ero JOKYMEHTOB Ha NOCTOSIHHOE XpaHEeHMe.

HaseaHue adpXnBHOIo (*)OH,D,a BHOCUTCA B CMNCOK (*)OHD,OB Ha OCHOBaHUN VICTOpVI‘-IGCKOVI
CcrnpaBKu K (bOH,EI,y NI TUTYNbHOIO NIUCTa onucu aen, JOKYMEHTOB.

HasBaHne apxvBHOro hoHaa COCTOUT M3 MOSTHOMO U (B CKOOKax) COKpaLLeHHOro
HanmeHoBaHusA poHaoobpasoBaTens, C ykasaHMeM ero Nog4YMHEHHOCTH,
MECTOHaXOXAEHNA, AaT co34aHusa u nukengaumn. Ecnn HanmeHoBaHue
doHaoobpasoBaTens N3MeHANoChb, TO B CNUcke (POHAOB yKasbiBaeTCs ero nocrnegHee
Ha3BaHWe B paMKax nepuoaa, 3a KOTopbIv NPMHATBI AOKYMEHThI. Bce npegpigyLine
nepeMMeHOoBaHNs OTMeYalTcs B nucTe oHAaa.

HaseaHne 06beAMHEHHOrO apXMBHOMO (hOHAA COCTOUT M3 0006LLEHHOrO Ha3BaHUS
BKITIOMEHHbIX B HETO apXMBHbIX (DOHAOB, U3 NEPEYHst Ha3BaHU CMEHSIBLUMX ApYr Apyra
opraHusaumin. KOHKpeTHblE HAaMMEHOBaHNS BCEX OpraHM3aunii, JOKYMEHTbI KOTOPbIX BOLLSM
B 00bEeAMHEHHbIN apXMBHbIA OOHA, a TakKe X NepenMeHoBaHMs yKasbiBaloTCs B NUCTe

doHaa.
B HasBaHUKN apXMBHOW KOMMEKUNN yKa3biBaeTCA NPU3HaK (MpuU3Hakun) ee hopmMmpoBaHus.

ExxerogHo Ha 1 sHBapsi K CNMCKY (OOHAOB COCTaBNSIETCH UTOroBast 3anncb O KONMYecTBe
apXuBHbIX POHA0B, NOCTYMNMBLLMX M BbIObIBLUMX B TEYEHWE roaa, U 06LLEM KONUYecTBe
apXMBHbIX (POHOOB, HAXOASALMXCSA HA XPaHEHUN B apXuUBe.

Cnucok hoHAOB 3aKnioyaeTcs B TBEPAYH0 0OMOXKY, NINCTbI HYMEPYHOTCS, COCTaBNsieTCA
NUCT-3aBepuUTenb.

3.9. Iluct (hboHaa cocTaBnAeTCs Ha Kaxabl apxXmBHbIA boHA. B HeM yunTbiBatoTCA BCe
onucu gen, A0KYMeHTOB dhoHAa.

JInct doHaa MoxeT ObiTb NepecocTaBrieH TONbKO B ClyYae, eCnn OH HeMcnpasmMmo
NnoBpeXaeH Unn nepecTtaeT oTpaxaTb PaKTU4ECKOE COCTOSTHUE N 0OBEM apXMBHOIO
doHaa. B cnyyae nepecoctaBneHunsa nucta poHaa paHee 4eCTBOBaBLUMI NUCT (poHAaa
nomewyaeTcs B geno oHaa. B BepxHem npaBom yrny obonx nnuctoB hoHOa AenarTcs
OTMETKM: «JINCT nepecocTaBneH» C ykazaHMeM AaTtbl NEpecocTaBnebins, JOMKHOCTY U
noanucu coctaBuTens.

JInctbl poHOOB XpaHATCA B NOPSiAKE HOMEPOB apXmMBHbIX (OoHAO0B. K KaXkaon nanke
COCTaBMsieTCA NUCT-3aBEpPUTESb, e yKasblBaOTCA Ha4yalbHble U KOHEYHbIE HOMEpaA
apXmBHbIX POHO0B N 06LLEE KONMMYECTBO apXmMBHbIX POHOO0B, JIUCTbI KOTOPbLIX HAXOAATCS B
nanke.

3.10. B onvcu gen, ooKyMeHTOB (rogoBOM pasfene onvcu Aen, JOKYMEHTOB) eQUHULbI
XpaHeHUs y4nTbIBaOTCA B COOTBETCTBMM C CUCTEMaTU3aumnen 3a nopsaKkoBbIMU YYETHBIMU
HOMepaMmu.

MepBoMy rogoBoMYy pasferny onucu Aen, 4OKYMeHTOB hoHAa NpucBamBaeTcsi HOMep Mo
NUCTy oHAa, BCe NocneayroLme rofoBbie pasaenbl YACHATCS 3a AaHHbIM HOMepPOoM A0
3aBepLIEHNs OMNUCHK.



He ponyckaeTcsi npucBOeHNe onucsiM Aen, JOKYMEHTOB OANHAKOBbIX Y4eTHbIX HOMEPOB B
npegenax ogHoro ooHaa.

B koHuUe Bcex 3K3eMMNAapoB onucu aer, JOKYMEHTOB AeflaeTCA Utoroesas 3anuncb, B KOTOpOl7I
YKa3blBa€TCA KONMMYECTBO Haxo4ALWMXCA Ha XPaHEHNN €eOUNHUL XPaHEHUA, I'IepBbIl7I n
nocrnegHun HOMepa eaAnHUL XpaHeHNA No Onnucu, yKka3blBardoTCA MMeELLMECA NPOonyckKn
HOMEpPOB, JINTEPHbIE HOMEPAa, BblObIBLUNE €ANHULIbI XpaHeHnAa n ocHoBaHune BbIObITUS.

Mocne kaxgoro NoCTynneHnAa nnn BbIObITUSA OOKYMEHTOB COCTaBI1AE€TCA HOBaA UToroesad
3anncb K onncun aers, JOKyMeHTOB, KOTOpad noanncbiBaeTcA ee CoCTaBUTENIEM C YKa3aHNEM
OOJMKHOCTU N OaTbl COCTaBJIEHUA.

Ecnu onuce gen, OOKYMEHTOB COCTOUT N3 HECKOJIbKMX roaoBbIX pa3aerios, TOMOB, UTOroead
3alnncCb COCTaBIIAETCA K KaXXOoMy rogoBomMy pasaerny, TOMy; KpomMe TOro, K KaXXgomy
nocnegywuwemy rooosomy pasgery, Tomy B HapacTtakLleM nopaanke CoctaBlideTCA
CBOAHadA ntoroeas 3arnmuchb.

logooBble pas3genobl, ecrin OHU HE ABINAKTCA 3aKOHYEHHOW OMUCbIO, HE NOALUNBAKOTCA U HE
nepenneTarnTCcd; OHN XPaHATCA B apXMBeE B Nnarkax.

3akoHYeHHas onucb Aen, 4OKYMEHTOB AO0SMKHA BKoYaTb He 6onee 9999 eanHuyy
XpaHeHus:.

3aKkoH4YeHHas onucb gen, OOKYMEHTOB BMeCTE C TUTYJ1bHbIM JINCTOM U CNpaBOYHbIM
annapaTtom K HeW 3aKniyaeTca B TBEPAOYHO O6J'IO)KKy, HyMepyeTcAa 1 noginBaeTcd, Uin
nepenyieTtaeTcA.

Kaxgas 3akoHYeHHasi onuchb Aen, JOKYMEHTOB, TOM ONUCK Aer, JOKYMEHTOB JOJKHbI
UMETb NUCT-3aBEPUTESb.

3.11. lMpun HanuuMn B apxuBe opraHu3aunmn aByx 1 bonee onnucen ern, 4OKYMEHTOB
Beaetcsa peectp onucen (npunoxenne Ne 19).

Onwucun pen, OOKYMEHTOB BHOCATCA B peecTp onucen B XpOHOJ'IOFI/ILIeCKOﬁ
nocnenoBaTesibHOCTU NMOCTYNJ1IEHNUA NoA4 COOTBETCTBYHOLLMMUN NOPAAKOBbIMXA HOMEPaAMMN.

B peecTtpe onvcen uKCMpyroTCs OCHOBHbIE AaHHbIE MO COCTaBy KaX4oW NOCTynmBLLEN B
apXxvMB OpraHv3aLmm onucu ger, 4OKYMeHTOB: Homep boHAa, HOMepP ONUCK, KONTMYECTBO
€4VHNL, XpaHEHUs1 B ONUCK, KONIMYECTBO NIUCTOB B OMUCK U €€ 3K3EMNIISIPOB.

3.12. Inga yeHTpanM3oBaHHOIO rocygapCTBEHHOrO yvyeta JOKYMEHTOB APXMBHOIO hoHaa
Poccunckon degepaumm B apxmee opraHmsaunm, SBNAOLWENCS MCTOYHUKOM
KOMMEKTOBaHWS rocyAapCTBEHHOMO (MyHULUNANbHOIo) apxmea, COCTaBnseTcs nacnopt
apxmBa opraHmsauunn.*(7)

3.13. ApxuB opraHusaumm MoxeT BECTU TaKke y4eT B aBTOMaTU3MPOBAHHOM PEXMME - B
BUAe y4eTHbIX 6a3 gaHHbIx (B).

YyeTHble B[] npMMeHATCA BO B3aMMOCBSA3U C APYrMMN MHAOpMaLMOHHbIMKY B/,
NMELLNMUCS B apXmMBE OpraHnsaunmn, U AOMKHbl OblTb COBMECTUMbI C COOTBETCTBYOLLIMMN
yyeTHbIMW Bl rocygapcTBeHHbIX (MyHULMNANbHBLIX) apXMBOB U OPraHoB yrnpaBreHus
ApPXMBHbIM OESOM.
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3.14. Y4yeTHble JOKYMEHTbI apxmBa opraHusauuun, Kpome onvcen gen, JOKYMEHTOB,
npegHasHavarTCcs Ans crny>kebHoro nonb30BaHWs M Nofb30BaTeNsiM He BblAatoTCs.

3.15. Y4yeT nocTynneHus v BblObITUSI Aen, AOKYMEHTOB B apXMBE OpraHu3auum
OCYLLIECTBMSAETCS HA OCHOBAHUM:

onucu gern, AOKYyMEHTOB CTPYKTYPHOro nogpasaenieHna n rogqoBoro pasgena CBOOHOM
onucu ger, AOKyMEHTOB OopraHu3auunu;

HOMEHKIaTypbl el opraHM3aunn, 3ameHsoLwen roqoBon pasgen CBOgHOW onucy aernt,
AOKYMEHTOB OpraHm3aumm;

aKTa 0 TeXHUYECKMX OLUNOKax B YYETHbIX AOKYMEHTaX (npmnomeHme Ne 4);

akTta 06 obHapyXeHn JOKYMEHTOB (HE OTHOCALLUUXCS K JaHHOMY (DOHAY, apXuBY,
Hey4TeHHbIX) (npunoxeHne Ne 5);

akTa 06 yTpate OKYMEHTOB (npunoxenne Ne 6);

aKTa npuemMa-nepegayn apxvmBHbIX JOKYMEHTOB Ha XxpaHeHue (npunoxenne Ne 20);

aKTa 0 BblOENTEHUN K YHUYTOXEHNIO apPXMBHbIX AOKYMEHTOB, HE NOAMEXALUNX XPAHEHWNIO
(npunoxenne Ne 21);

aKTa 0 HeMCnpaBUMbIX NMOBPEXOEHMAX apXUBHbIX AOKYMEHTOB (mpunoxerve Ne 22);

Ha ocHoBaHWM ykasaHHbIX JOKYMEHTOB BHOCATCSt HEOOXOAMMbIE U3MEHEHWSI B OCHOBHbIE
(o6s13aTenbHbIE) y4ETHbIE 4OKYMEHTLI apXmBa:

B KHUTY y4YeTa NocTynrneHus 1 BblObITUS Aen, AOKyMeHToB (npunoxeHne Ne 11) u B nucT
doHaa (npunoxerve Ne 13) - Npu KaxxaoM M3MEHEHUN B COCTaBe M 06beMe JOKYMEHTOB
apxuBa opraHusaumu;

B CNUCOK dooHAoB (npurioxeHve Ne 12) - npyu NOCTYNMAEHNN HOBOrO apXMBHOMO hoHaa Unm
BbIObITUM BCEX A€, LOKYMEHTOB, HAXOAMBLUErOCS Ha XpaHEHUN apXMBHOro ooHaa*(8);

B peecTp onucen (rnpunoxenne Ne 19) - npu NOoCTynneHnn HOBOW OnNncK nnn BolbbiTn BCEX
€AVNHNL, XpaHeHWs1, HaXoOMBLUENCS Ha XpaHeHUn onnucu. Homep BbIObIBLLEN ONUCK APYTM
onucam aern, AOKYMEHTOB He NMpUCBaMBaeTCcsa U ocTaeTcs cBOOOAHbIM;

B Onncwn gen, AOKYMEHTOB - NMpu KaXaoM NocTynineHnn n/vinun BbIOLITUM Aen, OOKYMEHTOB,
YYTEHHbIX B JaHHOW ONUCH.

COOTBeTCTByI-OLLI,VIe M3MEeHEHNA BHOCATCA BO BCromMmoraTtesibHble Y4E€THbIE JOKYMEHTHI.

Bce akTbl, AOKYMEHTMpPYOLLME pe3ynbTaTbl apXMBHbIX paboT, BKoYaloTcs B Aeno goHaa,
KOTOpOE 3aBOAUTCS Ha Kaxkabl OHA, HaXoASLWMIACS Ha XpaHEeHMW B apXMBeE OpraHun3auuu.

[eno doHaa, Hapsiay ¢ AOKYMEHTaMU, OTpaXKatoLMMmM NCTOpUO hoHaa U
doHaoobpasoBaTens, BKIOYAET yYETHbIE JOKYMEHTbI, XapakTepuayoLme N3MeHeHus
doHaa.

IV. KomnnekToBaHMe apxuBa opraHM3auum OKyMeHTaMn apXuBHOro
doHpa Poccunckon Pepnepaumnm n AopyrumMm apxmuBHbIMU JOKYMEHTaMMn
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4.1. JokymeHTbl ApxuBHoro dpoHga Poccuickon ®efepaunm n JOKYMEHTbl BPEMEHHbIX
(cBblwe 10 neT) CPOKOB XpaHEHUS, B TOM YUCHE MO NIMYHOMY COCTaBy, NepeaatnTcsi B apxmB
opraHu3aumm He paHee, YeM Yepes3 OOUH rof U He NO3AHee, YeM Yepes Tpu roga nocne
3aBepLUeHnsa aen B Aenonpon3BoacTBe.

J[loKyMEeHTbI MO NMIMYHOMY COCTaBY roCy4apCTBEHHbIX FPaXKOaHCKMX CryKaLlmX 1
MYHULMNAnbHbIX CRYXXalluX, YBONEHHbIX C FOCY4apCTBEHHOWN rpaXkaaHCcKow Cny»0bl nm
MYHMLMNAnbHOWM cnyx0bbl, NepegatoTcst B apxXvB opraHm3aummn no ncreveHnm 10 neT co gHs
YBOJTbHEHWSI.

4.2. lena BpemeHHbIX (840 10 neT BKNYMTESIbHO) CPOKOB XPaHEHUS B apXmB He
nepepatotcs. OHY XpaHATCS B CTPYKTYPHbIX NOApasaeneHusx opraHnsauum n no
NCTEYEHNN CPOKOB XpPaHEHUS noanexaT YHUYTOXEHUIO B YCTAaHOBNEHHOM MOpPSAKe.

B vcknounTenbHbIX criyqasix no peLleHnio pykoBoAUTENS OpraHn3auum gena BpeMeHHbIX
(mo 10 neT BKMOYMTENBHO) CPOKOB XpaHEHUs! NepeaatoTcsl B apXvMB OpraHn3auunm rno
onucsM Aen, AOKYMEHTOB UMK MO HOMEHKaType Aen.

4.3. [JokyMeHTbl MOCTyNatT B apXMB OpraHM3aumm nocrie npoBeneHnst 3KCnepTusbl
LLEHHOCTM.

4.4. PelwweHna o BKtoveHNn B coctaB ApxmBHoro dpoHaa Poccuinckon ®enepaumm
KOHKPETHbIX AOKYMEHTOB NPUHUMAaOTCSA 9KCNEPTHO-NPOBEPOYHLIMM KOMUCCUAMMN
deaepanbHbIX roOCy4apCTBEHHbLIX apXMBOB N YNOSTHOMOYEHHbIX OPraHOB UCMNOSTHUTENBHOM
Bnactu cybbektoB Poccunckon degepaumm B obnactn apxmeHoro gena (ganee - MK
ApPXMBHOIO yYpeXaeHus) B npegeniax KoMneTeHunm.

4.5. Llenbto akcnepTm3bl LEHHOCTU JOKYMEHTOB B OpraHmM3auumn aBnseTcs:

0oTOOpP AOKYMEHTOB ANs BKNtOYeHNs B cocTtaB ApxmBHoro ¢ooHaa Poccunckon denepaumm;
BbIsiBIIeHME AOKYMEHTOB, HE NoAnexalwmx ganbHenwemMy XxpaHeHuto. Jkcneptmse
LEeHHOCTM noasiexat Bce JOKYMEHTbl OpraHM3aumnmn He3aBnucumo OT BUOOB HOocUTenemn n

crnocoboB 3anuncu.

[lo npoBeaeHnsa aKCnepTu3bl LIEHHOCTM B COOTBETCTBUN C NyHKTamu 4.6. - 4.13. HaCTOALWMX
MpaBun yHUYTOXEHNE [OKYMEHTOB 3anpellaeTcs.

4.6. 3Kcnemesa LEHHOCTU OOKYMEHTOB NMpoOBOANTCA Ha OCHOBE:

AENCTBYIOLLIEro 3aKoHOAATENbCTBA U MHbIX HOPMATUBHbLIX NPAaBOBbLIX akTOB Poccuiickom
degepauyunm B 06nactu apxmBHoro gena, nHopmauum 1 AoKyMeHTaLMOHHOro
obecneyeHns ynpaBneHus;

TUNOBbIX, BEAOMCTBEHHbLIX N NUHbIX nepequﬁ OOKYMEHTOB C yKa3aHMEM CPOKOB X
XpaHeHUA, TUMOBbIX N NPUMEPHbIX HOMEHKNaTyp aern.

4.7. B opraHunsauumn ans npoBeaeHnst 3KkCnepTmabl LLEHHOCTU AOKYMEHTOB CO34aeTCs
akcnepTHasa komuceus (ganee - 9K)*(9). B opraHnsaumsax, UMeLLMX COXHYI0 CTPYKTYpY
n/vn1 NoaBe4OMCTBEHHbIE OpraHM3aunn, CO34alTCA LieHTParnbHbIe 3KCNEPTHbIE KOMUCCUN
(oanee - LUOK).

4.8. LUOK (3K) aBnsieTca coBellaTenbHbIM OpraHoM Npu pyKOBOAUTENE OpraHu3auum,
cosfaeTcs npuKkasoM opraHMsaunun, 4eNCTByeT Ha OCHOBaHUM MOMOXEHUS.
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3agaun n pyHkumm LUSK (3K) opraHmsaumm - ICTOYHMKa KOMMSIEKTOBAHWS ONpeaensatoTcs
NONOXEHMEM, YTBEPXKAAEMbIM PYKOBOAUTENEM OpraHn3auuu.

4.9. OcHoBHoM 3agayen LIOK (3K) anseTcs opraHusaums 1 npoBeaeHne aKcnepTumsbl
LLEHHOCTWN JOKYMEHTOB.

OcHoBHbIMU pyHKUMsaMK LISK (3K) asnatoTes:
opraHu3auusi eXXerogHoro otbopa aen Ansg XpaHeHUs U YHUYTOXEHUS;

pPacCMOTPEHWNE 1 COrnacoBaHNe NPOEKTOB HOMEHKMaTypbl Aen OpraHn3auum, onvucen aen,
[IOKYMEHTOB MOCTOSIHHOIO 1 BPEMEHHbIX (CBbile 10 NeT) CPOKOB XpaHEHUs!, B TOM Yucre Mo
NIMYHOMY COCTaBY, aKTOB O BblAENEHUN K YHUYTOXEHMIO AN, He noanexallimx XpaHeHuto, n
APYrnX aKToB;

noaroToBka NPeAnoXeHun o6 onpeaeneHn CPoKOB XpaHeHNst JOKYMEHTOB, He
npeaycMoTpeHHbIX nepedHsam*(10), n 06 N3MEHEHUN CPOKOB XpaHEHUS OTAENbHbIX
KaTeropuii JOKYMEHTOB, YCTAHOBIEHHBIX NEPEYHSIMMU;

y4qacTtne B noarotoBke n paCcCMOTPEHUN NPOEKTOB HOPMATUBHbIX N MeTOONYECKNX
OOKYMEHTOB MO BOMpocam pa6OTbI C OOKYyMEHTaMun B opraHn3auunu;

MeToau4eckoe pykoBoACTBO paboTamum B obracty obecneyeHns COXpaHHOCTU
[AOKYMEHTanbHOro 1 apxXMBHOro hOHAOB OpraHmn3aLum.

4.10. OkcnepTn3a LEHHOCTU JOKYMEHTOB B OpraHM3aLummn NpoBoAUTCS:

B J€N0NpoV3BOACTBE - NPV COCTaBNEHMN HOMEHKNATYpPbI A€ opraHM3aumm u npu
NOAroTOBKe AeN K nepeaave B apXuB;

B apXmBe opraHum3aumnn - B npouecce NnoaArotoBkU Aen K nepeaadye Ha noCTtoAHHOE
XpaHeHue.

4.11. SkcnepTm3a LEHHOCTU AOKYMEHTOB NPOBOAUTCS €XErogHo.

Mo pesynbTaTam aKkcnepTU3bl LLEHHOCTU B CTPYKTYPHbIX NOApa3aeneHnsix opraHnsaunm
COCTaBMSAKTCS ONUCKU e CTPYKTYPHbIX NogpasaerieHnin: NoCTOSAHHOIO, BPEMEHHbIX
(cBblwe 10 neT) CPOKOB XpaHEHUS, NO SIMYHOMY cocTaBy (rpunoxeHune Ne 23, 24), Ha
OCHOBE KOTOPbIX B apXvBe OpraHn3aumm COCTaBnsOTCA rogoBble pasaernbl
COOTBETCTBYIOLLMX CBOOHbIX ONUCEN Aen, JOKYMEHTOB.

Ha gena ¢ uctekwmnmMm cpokamm XxpaHeHnsa B CTPYKTYPHbIX NoapasgeneHnsax opraHnaawgmm
COCTaBnAKTCA NMPearioXXeHna K akTy O BblAENEeHUU K YHUUYTOXEHUIO JOKYMEHTOB, He
noanexalumx xpaHeHuto (no opme akta, npunoxexHvie Ne 21).

Ha ocHoBe npeanoxeHun CTPYKTYpHbIX NOApa3aeneHnmn cnyxba 4enonpon3soacTea
OopraHu3aumm cocTaBnsaeT akT O BblAENEHUN K YHUHTOXEHUIO JOKYMEHTOB, He nognexalinx
XpaHeHuto (npunoxeHve Ne 21).

[ena BKNYaloTCsa B akT O BblAENEHUN K YHUYTOXEHUIO OOKYMEHTOB, HE noanexawnx
XpaHeHuto, ecnun I'Ipe,D,yCMOTpeHHbIVI OnA HUX CPOK XpaHEHUA UCTEK K 1 AHBap4 roga, B
KOTOPOM COCTaBJ1E€H aKT.
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Hena c otmeTkon «3IAMK»*(11) nognexaT NoIMCTHOMY NPOCMOTPY B LEeNsiX BblsiBIIEHUS
AOKYMEHTOB, nognexawux NnoCTOAHHOMY XpaHeHUto. BbisiBNeHHbIe B Takux genax
AOKYMEHTbI NOCTOSIHHOrO XpaHeHUs BbIAENAKTCS U NPUCOEOMHSATCA K OAHOPOAHbIM
Aenam unm opMmUpyrTCS B CaMOCTOATENbHbIE Aena.

OcTanbHble OKYMeHTbI C 0TMeTKoN «IIK» BKNOYAKOTCS B aKT Ha YHUYTOXeHMeE. [1pn aToM
oTMeTKa «3lK» B akTe He yKka3blBaeTCs.

Onwucu Ha gena, [OKYMEHTbI MOCTOSAHHOMO XpaHeHMs 1 MO JIMYHOMY COCTaBY M akTbl Ha
YHUYTOXEHNE JOKYMEHTOB paccMmaTpmBaroTcs Ha 3acegaHuun LUOK (OK) ogHoBpemeHHo. o
ntoram paccmotpenunsa LISK (3K) cornmacoBbiBaoTCca onucy gen, AOKYMEHTOB NOCTOAHHOIO
XpaHEeHUs U NO NINYHOMY COCTaBY M aKTbl O BblAEMNEHUN K YHUHTOXEHUIO OKYMEHTOB.

CornacoBaHHble LUOK (OK) opraHnsauum onucy gen AoKyMeHTOB (rogoBble pasgersibl)
npeacraensoTca Ha paccmoTpenune IlK:

NOCTOAHHOIO CpOKa XpaHEHUA - Ha YTBEPXOEHUNE;
no JINYHOMY COCTaBy - Ha COrfacoBaHue;

QMK yTBepxgaeT onucu Aen NoCTOSIHHOTO XpaHeHWst U CorfacoBbIBAET ONUCK Aen No
NIMYHOMY COCTaBYy.

Onvcu gen, AOKYMeHTOB (rofoBble pasfernbl) HanpasnaTca Ha paccmoTpeHune IlMK B Tpex
aK3emnnsapax Ha GyMaKHOM HOCUTENE 1 OAQHOM 3K3EMMNIISAPE HA SNEKTPOHHOM HOCUTene
Yyepes 3 roga nocrie 3aBepLUeHns aen B 4enonpon3BoaCcTBe.

Mocne ytBepxaeHus n cornacosanus AMNK onucen gen, 4OKYMEHTOB, ONUCK U aKT O
BblAENEHUN K YHUYTOXEHUIO LOKYMEHTOB, HE MOANEXaLlMX XPaHEHWIO, YTBEPXKOAKTCA
PyKOBOAUTENEM OpraHu3awmm, nocne 4Yero Aena, BblAeMNeHHbIE MO aKTy K YHUUTOXEHWNIO,
MOryT ObITb YHUYTOXEHbI.

4.12. OpraHusaumm, B 4esiTeNbHOCTN KOTOPbIX HE CO34at0TCs AOKYMEHTbI APXMBHOIO
doHaa Poccuinckon egepauyunun, co3garoT onucy gers rno fM4HoMy cocTaBy U onucu aen
BPeMEHHbIX (cBbile 10 NneT) CpoKoB XpaHeHUst U 06ecnevunBatoT NX COXPaHHOCTb.

OpFaHI/I3aL|,I/II/I TakKKe COCTaBIAKT aKTbl O BblAENTEHNN K YHUYTOXEHUIO JOKYMEHTOB, HE
noanexawmnx XxpaHeHuto, 1 YHUYTOXKatroT YKa3aHHble JOKYMEHTbLI MO NCTEeYEeHUN CPOKOB UX
XpaHEHUA TOJbKO MNMOCJ1E€ COCTaBliEHNA roAOBbIX pa3gernoB onucen gen no JNINYHOMY
COCTaBy 3a COOTBeTCTByFOUJ,MIZ nepmnoa n nx ytBepxaeHma pykosogmTternem opraHm3auuni.

4.13. lena Ha BymaxXHOM HOcUTENE, BblAENEHHbIE K YHUUMTOXEHUIO, NepeaatroTcs Ha
YHUYTOXEHME (YTUNM3aLumMI0) N0 akTy O BblAEMNEHUN K YHUHTOXEHNIO JOKYMEHTOB
(npunoxeHune Ne 21), a Takke Ha OCHOBaHUWN UHbIX JOKYMEHTOB, NoATBEpXAatoLLmX hakT
cOavn JOKYMEHTOB Ha YHUYTOXEHUE (YyTUnm3aumio).

OnEeKTPOHHbIE fena C UCTEKLUMN CpOoKaMu XpaHEeHUs nognexart BblAENeHUIo K
YHUYTOXEHMIO Ha 0OLLMX OCHOBAHUSX, MOCNE Yero NpoBOAMTCS UX hm3ndeckoe
YHUYTOXEHME UM YHUUTOXEHNE NPOrpaMMHO-TEXHUYECKMMIN CpeacTBamMm C
COOTBETCTBYHOLLEN OTMETKOM B aKTe O BblAENEHUN K YHUUTOXEHNIO JOKYMEHTOB
(npunoxeHne Ne 21).

4.14. Ins obecneyeHns nopsaka opMmMpoBaHUs 1 ydeTa aen B A4enonpon3BoacTBe
opraHu3aumn cocTaBnsAeTca HoOMeHKnartypa gern.
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4.15. HomeHknaTtypa gen 3akpennseT knaccugukaumio (rpynnmpoBKy) MCMOSTHEHHbIX
AOKYMEHTOB B Aena (3NeKTPOoHHbIe Aena) U SBNAeTCA OCHOBHbIM YY4ETHbIM JOKYMEHTOM,
OTpaxkatoLLMM COCTaB 1 OpraHM3auuio JOKyMeHTarnbHOro qooHaa opraHmsaumu.

4.16. HomeHknaTypa aen sBnseTcs OCHOBOW 41151 COCTaBIIeHUst Onucen aern, JOKYMeHTOB
NMOCTOSIHHOIO W BpeMeHHbIX (cBbiwe 10 feT) CPOKOB XpaHEHUs!, a Takke AN yyeTa gen
BpeMeHHbIX (00 10 neT BKAYUTENBHO) CPOKOB XpaHEHUS.

4.17. HomeHknaTtypa gen opraHmsaumm paspabarbiBaeTca Ha OCHOBaHUN TUMOBBIX,
BEAOMCTBEHHbIX M UHbIX MEPEYHEN JOKYMEHTOB C yKa3aHMEM CPOKOB XPaHEHMS, UHbIX
HOPMaTMBHbIX MPABOBbIX aKTOB, a TakKe TUMOBbLIX N MPUMEPHbLIX HOMEHKNATyp Aen.

Tvnoeasi u NpuMepHasi HOMeHKaTypbl Aen paspabaTbiBalTCA opraHamn 1
opraHu3aumsiMun, UMeLLUMUN B MOAYMHEHUN CETb OOHOTUMHBIX OpPraHn3aLUuii.

Tunoeas HOMEHKIIaTypa yCTaHaBliIMBaEeT COCTaB Aesl1, 3aBOANMbIX B OOHOTUMHbIX
opraHunsauusax, n ABnAeTcAa HopMaTUBHbIM JOKYMEHTOM.

MpumepHas HOMeHKnaTypa ycTaHaBnMBaeT NPUMEPHbIN COCTaB Aerl, 3aBOAUMbIX B
opraHu3aumsx, Ha KOTopble OHa pacnpoCcTpaHAETCs, U ABMNSETCA pekoMeHaaTeNbHbIM
[IOKYMEHTOM.

4.18. HomeHknaTypa gen opraHmM3aumm cCocTaBnsieTcs no ycTaHOBEHHOW hopme
(mpunoxenune N 25) Ha OCHOBaAHUN HOMEHKNATYP Aen CTPYKTYPHbIX NogpasaeneHni
(npunoxeHue Ne 26).

OpraHusaumm - ICTOYHMKM KOMMIIEKTOBAHNA rOCy4apCTBEHHbIX (MYyHULMMANbHbBIX) apXMBOB
oavH pas B 5 neT*(12) cornacoBbiBatloT HoMeHKNaTypy aen ¢ LI3K (3K) opraHusaumm n
NpeacTaBnsoT ee Ha cornacoBaHne cooTBeTcTByroWwMX SIMK nnu rocyaapCTBeHHOro
(MyHMUMNAnNbHOrO) apxuea, CornacHo NPeaoCTaBreHHbIM €My NOSTHOMOYUSIM.

Opranusauumn, B AeATENbHOCTU KOTOPbIX HE CO34at0TCA AOKYMEHTbl ApXMBHOIO hoHaa
Poccunckon ®egepaumnm, yTBepXaaroT HOMEHKNATYpy AeST CaMOCTOSATENBHO.

4.19. 3aKoH4YEHHbIE AENONPON3BOACTBOM Aena NOCTOSAHHOIO U BpeMEHHbIX (cBbiwe 10 neT)
CPOKOB XpaHeHUs1, B TOM YMCre N0 IMYHOMY COCTaBy, MOCSIE OKOHYaHMSA KaneHaapHoro
roga, B KOTOPOM OHM Obinn 3aBeAdeHbl, NoAroTaBNMBAOTCS K Nepeaaye B apxus
opraHusaumm n nognexart opopmMIEHMIO N ONNCAHUIO.

B 3aBMCMMOCTM OT CPOKOB XpaHEHUS NPOBOAUTCS MOSHOE UMK YacTUYHOE OPopMIIEHNE
aen. NonHomy ogopMneHuto noanexart Aena NoCTOSHHOro U BpeMeHHbIX (cBbiwe 10 neT)
CPOKOB XpaHEHNS 1 NO NIMYHOMY COCTaBy.

OdopmneHune gen Ha BymaxHOM HocuTene npeaycMaTpuBaeT:

NOALUMBKY UNKU NepenneT 4OKYMeEHTOB Aena (HedopMaTHble AOKYMEHTbI XpaHATCS B
3aKpbITbIX TBEPAbIX Nankax unu B kopobkax);

HymMepauuto JTINCTOB Aena;

COCTaBrfieHne nucTa-3aBeputens gena (npunoxenne Ne 8);

cocTaBneHue, BHyTpeHHel onnucu 4okyMeHToB Aena (npunoxerve Ne 27);
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odopMneHune obnoxkn aena (npunoxenne Ne 28).

[MogroTtoBKka anNeKTPOHHbIX Aen AN nepefadn B apxmB opraHusauum npegycmaTtpmsaeT
COCTaBJIEHME OMNMUCK JNEKTPOHHBIX Aesl, AOKyMeHTOB (npusioxerHnsa Ne Ne 17, 18).

4.20. B gpeno nomeLaoTcs AOKYMEHTbI, KOTOPbIE MO CBOEMY COLAEPKAaHUIO COOTBETCTBYIOT
3aronoBky Aena, npu 3ToMm 3anpeLlaeTcs rpynnMpoBath B Aena YepHoBble U AybneTHble
3K3eMNNIAPbl JOKYMEHTOB, a Takke LOKYMEHTbI, noanexaiine Bo3spary.

Mpn dopmmpoBaHuM aena Heobxoanmo cobnogaTte cneayowme TpedboBaHNS:

[OKYMEHTbI MOCTOSIHHOIO U BPEMEHHOIO XpaHeHUs HeobxoAnMo rpynnNMpoBaTh B
oTAenbHble Aena;

BKIOYATb B €0 N0 OAHOMY 3K3EMMNSAPY KaXXA0ro AOKYMEHTa;
rpynnupoBaTth B AEN0 AOKYMEHTbI OAHOIO KaneHa4apHOro roaa;

UCKIMOYEHME COCTaBNSAIOT: Nepexoasiune aena; cyaebHble aena; nuyHble aena, Kotopble
dopMuMpyroTCa B TeYEHNE BCero nepuoaa paboThl Nuua B opraHn3aumm; JOKYMEHTbI
BbIOOPHbIX OPraHOB N NX NMOCTOSHHbLIX KOMUCCUIA, AeNyTaTCKMUX Py, KOTopble
rpynnupyloTca 3a Nepuop co3biBa; AOKYMEHTblI 0Opa3oBaTeNibHbIX OpraHM3auun, KoTopble
dopMumpytoTcs 3a y4ebHbIN rod; AOKYMEHTbl TeaTpoB, XapaKTepusyoLme CLEHNYECKYHO
AeATenbHOCTb, B Npeaenax TeaTparnbHOro ce3oHa; gena puibMoB, PyKONMCen, NCTOpUK
OonesHen.

an/IKa3bI no NMIMYHOMY COCTaBYy OOJTXHbI rPynnMpoBaTbCA B AieJj1la B COOTBETCTBUN C
YCTaHOBJIEHHbLIMW OJ1A HUX CPOKaMW XPaHEHUA;

OOKYMEHTbI B JIMYHbIX AefiaxX pacnonararoTcA B XpOHOIOrM4eCKOM nopsAaake rno Mmepe
NOCTYNJIEHUA;

nuueBble cyeTa no 3apaboTHoM nnaTe paboTHMKOB FPYNNUPYIOTCS B OTAENbHbIE Aena 1
pacnonaralTcsa B HUX No andasuTy hamunmi, UMeH 1 OTYeCTB.

[eno Ha BymaxXHOM HOCUTENE He OOMMKHO coaepaTb 6onee 250 NMCToB, NpU TOMLWMHE He
bonee 4 cm.

4.21. JokyMeHTbl, COCTaBnsoLwme Aeno Ha bymaxxHOM HocuTene, NogLwnBatoTCs Ha
YyeTblpe Npokona (Ha Tpy Npokona - Ans ManogopmMaTHbIX Aen) B TBEPAYH 00M0XKY Unn
nepenneTarnTcsl C y4eTOM BO3MOXHOCTM CBOBOQHOrO YTEHUSA BCEX AOKYMEHTOB, AaT, BU3 U
PE30NIOLUMIA Ha HUX, MeTanIMYeckme CKpenneHnsa n3 JOKYMeEHTOB yaansoTCs.

B Hauane gena Ha GymaxXHOM HocuTerne Npy HeoBXOANMOCTM NOALIMBAKOTCS NUCThI
BHYTPEHHEN onncKn JOKYMEHTOB Aena (npunoxkenne Ne 27), B KOHLE KaXaoro gena - fimcT-
3aBepuTenb gena (npunoxeHue Ne 8).

4.22. B uensx obecrneyeHnsi COXPaHHOCTU U 3aKpenrneHusi Nopsaka pacrorioXeHus
AOKYMEHTOB, BKMOYEHHbIX B Aeno Ha BymaXHOM HocuTene, Bce ero nucTbl (Kpome nucra-
3aBepuTens Aena u BHYTPEHHeN ONuUcK) HyMepytoTCs B BanoBOM nopsiake apabckumm
undpamm, KOTopble NPOCTaBNATCA B MPABOM BEPXHEM YNy NUCTa AOKYMEHTA MPOCTbIM
rpaduTHBLIM KapaH4aloM UM HymepaTopoM. YnotpebneHve YepHun n UBeTHbIX
KapaHgallen ans Hymepauumn nuctoB 3anpeltaeTcs. JINCTbl BHYTPEHHEN onucu
AOKYMEHTOB [ieria HyMepytTCs OTAENbHO.
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JInctel gen, cocToAwmMxX U3 HECKOSBbKMX TOMOB UIN YacTen, HYMEPYHTCA NO KaXOoMy TOMY
nnm 4acTtn otaesbHo.

doTorpadumu, YepTexu, guarpammbl U Apyrme UnncTpaTUBHbIE JOKYMEHTDI,
npeacTaBnsoLLMe CaMOCTOATENbHbIN NIUCT B Aene, HYMepyTCsi Ha 060POTHOWN CTOPOHE B
NIEBOM BEPXHEM Yrny.

CnoXxeHHbIN NUCT pa3BopavnBaeTCa N HYMepyeTcs B NpaBoM BEpPXHEM yrny. [1pu aTom
nncT nboro popmarta, NoWNTLIN 3a OOUH Kpar, HYMEpPYeTCA Kak OOUH JINCT; JICT,
CNOXEHHbIN N NOALWMWTBIN 3a CepeanHy, NOANEXUT NepPELUNBKE U HYMEPYETCS Kak OaWH
NACT.

JInCT € Harnyxo HakneeHHbIMU JOKYMEeHTaMu (Bblpe3kamu, Bbinnuckamu, ootorpadomsimn)
HymepyeTCsi Kak OOuH nNucT. Ecnn K 4OKYMEHTY NodKneeHbl OOHUM Kpaem gpyrue
AOKYMEHThI (Bblpe3ku, BCTaBKM TEKCTa, NepeBobl), TO KaXabIi AOKYMEHT HymepyeTcs
OoTAerNbHO.

MogwwuTelie B aeno KOHBEPTHLI C BJIOXKEHUAMU HYMEPYIOTCA; NMpn 3TOM BHa4ale HyMepyeTCcA
KOHBEPT, a 3aTeM o4YepegHbiM HOMEPOM KaXKaoe BITIOXKeHNEe B KOHBeEpPTEe.

MoawmnTble B AEN0 OKYMEHTbI C COBCTBEHHOM HyMepaunen NMCTOB (BKItoYasi neyaTHble
“3gaHusl) MOryT HyMepoBaTbCs B OOLLEM NOPAAKE NN COXPaHSATb COBCTBEHHYHO
HyMepauuto, ecrim OHa COOTBETCTBYET MOPSAKOBOMY PACMOSNIOXEHMWIO NMMCTOB B Aere.

B cnyydaax 06Hapy>+<eHM$| ©onbLUoro Yncna owmnbok B HymMmepauunn ninCTtoB aerna npoBoanTcA
nepeHymMmepauua. I'Ipvl HanM4Mn oTaAenbHbIX OLWNOOK B Hymepauun JIMCToB Aena
AonyckaeTcA yn0Tpe6neHV|e JINTEPHbLIX HOMEPOB JTNCTOB.

4.23. Jlnct-3aBeputens agena (npunoxexHve Ne 8) coctaBnseTcs Ha OTAENbHOM NUCTe, B
KapToTeKkax - Ha OTAeSNIbHOM nncTe hopmarta KapTodku. JIncT-saseputens gena
nognucbiBaeTcst ero coctaButenem. Bce nocneayowme naMeHeHNsa B CoOCTase U
COCTOSIHUM Aena (NoBpeXaeHns, 3aMmeHa NOANMMHHbIX JOKYMEHTOB) OTMeYatoTCs B NiucTe-
3aBepuTerie Co CChISIKON Ha COOTBETCTBYHOLLMIA aKT.

3anpeLyaeTcs BbIHOCUTb NIUCT-3aBepUTENb Ha 0BMOXKKY Aena UnNn YUCTbI 060pOT NUCTa
nocrnegHero gokymeHTa. Ecnu geno nogwmto unu nepenneteHo 6e3 6naHka nucra-
3aBepUTENS, OH JOIMKEH ObITb HAKNEEH 3a BEPXHIO YacTb JIUCTa HA BHYTPEHHIOK CTOPOHY
0b6n0oXKM B KOHLe Aena.

4.24. Ha obnoxke fen noCToOSAHHOIrO XpaHeHus npeaycmaTpuBaeTcsl MecTo Ans
HaMMeHOBaHUS rocygapCTBEHHOro (MyHULMMNANbHOroO) apxmea, B KOTOPLIN Aena
opraHusaumm 6yayT npuHAaThl (npunoxexve Ne 28). Mpu odopmneHnn obnoxku gena
HaVMeHOBaHWe opraHM3auunmn ykasbiBaeTCcs NOMHOCTbIO, B UMEHUTENBHOM nagexe. [onHoe
HaVMeHOBaHWe BbILLECTOSLLEN OpraHn3aLmmy ykasbiBaeTcs Hag HanMeHoBaHMEM
opraHmsaummy - ICTOYHMKA KOMMMEKTOBaHWS (Takke B UMeHUTeNbLHOM nagexe). Ecnu
OpraHmMsaums Unu BbILLECTOosILLAs OpraHn3auns UMeT COKpaLLeHHbIe HanMeHOBaHuUs, TO
OHW yKa3bIBalOTCA B CKOOKax nocne nosiHoro HammMeHoBaHus1.

[Mpn M3MEeHeHUN HaMMeHOBaHUA opraHM3auun (CTPYKTYPHOro nogpasaeneHuns) B Te4eHune
nepuoaa, oxsaTblBaeMOro JOKyMeHTaMu Aena, unu npu nepegade gena s gpyryro
opraHu3auuio (CTPyKTypHOe nogpasaeneHune), Ha obnoxke Aena AONUCbIBAeTCs HOBOE
HaVMeHOBaHWe 3TON opraHM3aLMm UM opraHn3aumm-npaBonpeemMHuka (CTpyKTYpHOro
noapasgeneHust), a NpexHee 3aknyaeTcs B CKOOKN.
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4.25. Ha obnoxke gena ykasblBatoTCs:

HanMeHOBaHMEe opraHM3aumm n ee HenocpeacTBEHHAA NOAYNHEHHOCTD;

HanMeHOBaHWe CTPYKTYPHOro rnoapasaesieHus;

NHOEKC Aena;

HOMep ToMa (4acTwn);

3arornoBokK fgena (Toma, 4actn);

KpanHue gaTbl gena (toma, 4actn);

KONM4YeCTBO JSIMCTOB B Aene (Tome, 4acTn);

CPOK XpaHeHust aena;

apxmBHbIV WGP gena.

4.26. 3aronoBok gena Ha bymMa)kHOM HOCUTENE M 3arofIoBOK 3NIEKTPOHHOIO Aena
nepeHocAaTcs Ha 06noXKy Aena (3MeKTPOHHOro Aena) 3 HOMeHKNaTypbl Aen opraHmM3auun.
3aronoBoK A0MKEH COOTBETCTBOBATL COAEPXKaHMIO JOKYMEHTOB B Aene.

B Tex cnyyasx, Korga 4eno COCTOMT U3 HECKONIbKUX TOMOB (YacTen), Ha 0BMOXKY Kaaoro
TOMa (4acTn) BbIHOCUTCS OOLLMIA 3arofnoBOK Aerna, a Npy HeobXoANMMOCTM - 3arofloBOK

Kakgoro Toma (4actm).

B 3aronoskax gen, coaepKawmnx Kkonmm JOKyMEHTOB, YKa3blBaE€TCA Ha KOJNTMYECTBO KOMUIA.
MoonnHHOCTL OOKYMEHTOB [€eJla B 3aroJioBke He oroeapuBaeTCA.

4.27. [lena, BHeCeHHbIE B rofoBble pasfenbl CBOAHbIX ONUCEN, LUNGPYIOTCA nocne
yTBepXaeHus/cornacosaHns rogoBoro pasgena csogHoun onucu 3K apxuBHoro
yupexaeHus n yTBepXxaeHnsa pykoBoauTtenem opraHn3daumm (40 3TOro apXmBHbIN LWNGP
NpOCTaBMseTCH KapaH4allom).

4.28. Ha obnoxke gena ykasblBaeTcsa nata gena - rog(bl) 3aBeieHMs1 1 OKOHYaHUA aena B
Aenonpon3BoacTBe.

Ecnu B geno BkNoYeHbl AOKYMEHTbI (Hanpumep, NpUIioXeHus), Aata KoTopbiX He
coBnajaeT ¢ Aartow fena, To noj AaTton ¢ HOBOW CTPOYKM fienaeTtcs 06 aTom 3anuck: «B
Aene umMelTca AOKYMEHTbI 3a ... rof(bl)».

[laTa gena MoXeT He ykasblBaTbCsl TONbKO Ha 0b6roxkax aen, cogepxaliux roaoBble
nnaHbl U OTYETLI U ApYyrne AOKYMEHTbI, AaTbl KOTOPbIX OTPaXatoTCsl B 3aronoBkax Aern.

NaTtoi aen, cogepXalimnx pacnopsamTenbHY, TBOPYECKYIO U MHYIO AOKYMEHTALMIO
(moknagbl, NUCbMa, CTEHOrpaMmbl), ANs KOTOPOW TOYHas AaTMPOBKa UMEET BaXKHOe
3HayeHue, a Takke AN [Aer, COCTOSALLMX U3 HECKONBbKNX TOMOB (4acTeit), ABNsATCcA AaTbl
(4vcno, mecsu, roa) permcTpaummn (CocTaBneHusi, NOCTYNNEHNSI) CaMOro paHHEro U camoro
NO3AHEro JOKYMEHTOB, BKIOYEHHbIX B AeN0 (KpalHue AaThl Aern, A0KYMEHTOB).

[aTton gena, cogepallero NpoToKosbl 3acefaHnii, ABNSTCA AaThl yTBEPXAeHUs (ecnu
OHW YTBEPXOalTCs) UK AaTbl NepBOro 1 NocrneaHero NPOToKona, COCTaBNSLNX AENO.



[laTon nuyHoro gena ABNAKTCA AaTbl NOANUCaHUS NpUKa3oB O npuneme n yBoJibHEHUN
Jimua, Ha KOTopoe OHO 3aBeeHO.

Mpu 0603HaYeHM aaTbl AOKYMEHTA CHavana ykasblBaeTCsl YACHO, 3aTeM Mecsil, U rof.
Uucno u rog o6o3HavaoTca apabckumm uudpamm, HasBaHue Mecsila - CrIoBOM.

Ecnn pata gokymeHTa unv OTAenbHbIE €€ 3NIeMeHThl onpeaensaTcs NpubnuanTensHo, Ha
OCHOBaHWM aHanm3a CoAepXaHus OKYMeHTa, TO AaTa U OTAENbHbIE €€ 3NIEMEHTbI, He
abCconTHO AOCTOBEPHbIE, 3aKN4YaloTCs B KBagpaTHbIE CKOOKM.

4.29. Obs3aTenbHbIMU PEKBU3UTaMM 0BNOXKM Aena SBNSATCS yKa3aHUe Konm4ecTea
nuctoB B gene*(13) (NpocTaBnsieTcsl Ha OCHOBaHUWN NUCTa-3aBepPUTENs aena) u cpok
XpaHeHust gena (Ha genax NoCTOSIHHOrO XpaHeHWs MULIeTCs: «XpaHUTb MOCTOSIHHOY ).

4.30. [ns yyeTa OKYMEHTOB onpeaeNieHHbIX KaTeropun gen Ha GymaxxHoMm HocuTene
(nn4yHble, cyaebHble aena, maTepuanbl YronoBHbIX Aef, Aena O NPUCYXXOEHUN YYEHbIX
CTENEHEN N NPUCBOEHUN YYEHbIX 3BaHUI, AeNa, CBsA3aHHbIE C BblAayen aBTOPCKMX
CBMOETENbCTB M NAaTEHTHbIX N300pPETEHNIN) COCTaBNAETCA BHYTPEHHAS ONUCh AOKYMEHTOB
aena.

Ecnu geno Ha GymaxxHOM HocuTene nepenneTeHo unm noawmTo 6e3 6rnaHka BHYTPEHHEN
OMMCK OOKYMEHTOB, TO COCTaBIIEHHas MO YCTaHOBIIEHHOW (POPME BHYTPEHHSIS ONCh
NoaKrnenmBaeTcsl K BHyTPEHHE CTOPOHE NLEeBOon 0BnoXKM aena.

MN3meHeHus coctaBa OOKYMEHTOB Aena (I/I3'bFITI/IFI, BKINMKO4YEHNA OOKYMEHTOB, 3aM€EHa
OOKYMEHTOB KOI'II/ISlMI/I) OTpaxatrTCA B rgagge «I'Ipmmeanvle» BHyTpeHHeIZ onucu co
CCbIJTKaMWN Ha COOTBETCTBYHOLLMNE aKThbI. I'Ile HGO6XO,D,VIMOCTVI MOryT ObITb COCTaBMEHbI
HOBadA MTOroBas 3arnnchb K BHyTpeHHeI7I onncun n NnCT-3aBepuUTerb aena.

4.31. [lena nepegatoTcsa B apxuB opraHM3aLmm no onucsiM, CoOCTaBneHHbIM B CTPYKTYPHbIX
noapasaeneHusx.

Onucu gen CTPYKTYpPHbIX NogpasaeneHnin cCocTaBnaTCcs No YCTaHOBNIEHHON dhopMe
(npunoxenune Ne 23, 24) B ABYX 3K3eMNIsipax n NpeacTaBnsaoTCcs B apXmMB OpraHM3aumm He
no3aHee Yem Yepes OAMH rof nocrne 3aBepLUeHns Aen B Aenonpon3BoacTBe.

OnucK cocTaBnstOTCA OTAENBHO Ha [iena NOCTOSIHHOMO XpaHeHNs!; Aerna BPeMeHHbIX
(cBblwe 10 NeT) CpPOKOB XpaHEHWs!, B TOM YKCHe Mo IMYHOMY COCTaBy, M Aena, CocTosiLme
N3 JOKYMEHTOB, XapakTepHbIX TOMbKO ANs AaHHOW opraHu3auun (cyaebHble,
CrnefCTBEHHbIe Aena, Hay4YHble 0T4YeTbl No Temam). OTAerNbHbIE ONUCK COCTaBNATCS Ha
eOVHULbI XpaHEHUS! 3MEKTPOHHbBIX JOKYMEHTOB MOCTOSIHHOTO XpaHEHUs; BPEMEHHbIX
(cBblwe 10 NeT) CpOKOB XpaHEHWs!, B TOM YKCIIe MO SIMYHOMY COCTaBy.

4.32. MNpwn cocTaBneHnn onucu aen CTPYKTYpHOro nogpasgeneHuns cobnogarTtcs
cnegyrowme TpeboBaHus:

3aroyioBkM e BHOCATCA B OMNMNCb B COOTBETCTBUN C I'IpI/IHFlTOIZ CXEMOW cuctemaTmsaummn Ha
OCHOBE HOMEHKNaTypbl Oef;

Kaxxgoe aeno BHOCUTCA B OnNu1Cb noa nopAgkoBbiM HOMEPOM (eCJ'IVI Jeno CoCTouT U3
HECKOSbKNX TOMOB UMW YacTeN, TO Kaxabl TOM UMK YaCTb BHOCATCS B ONUCL NMoj,
nopAaKoBbIM HOMQpOM);
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rpadobl ONUCK 3aNOSHSKTCA B TOYHOM COOTBETCTBUMN CO CBEAEHUSIMU, KOTOPbIE BbIHECEHDI
Ha 06noXKy oena;

rpacda onucu «lMprmeyvaHne» ncnonb3yeTcs And OTMETOK O Npueme Aen, 0COBEeHHOCTAX
dM3MYEeCKOro COCTOSAHUSA, O nepefaye gen ApYruMm CTPYKTYPHbIM nogpasgerieHnsiM co
CCbIJTKOM Ha HEOOXOAUMbIN akT, O HannM4ynum KOnun.

B KoHUe onucun Bcneg 3a nocnegHen onMcaTenibHON cTaTben 3anosHAeTCs UToroBas
3anucb, B KOTOPOW yKkasbiBatoTCs (LnMdpamMm 1 Nponucbio) KONMYECTBO AeN, NepBbIn N
nocnegHUn Homepa gen no onvucK Aen, a Takke oroBapMBaloTCs 0COBGEHHOCTN HyMepauun
Aen B ONUcK (Hanuyne nUTEpPHbIX 1 NPONYLLEHHBIX HOMEPOB).

Mepen BHECEHMEM 3arofioBKOB A€ B ONMCb NPOBEPSIIOTCS Ka4ecTBO hOPMUPOBaHNS U
ocbopmneHust gern, cooTBETCTBUE KOMNMYECTBA Aerl, BHOCUMbIX B OMUCb, KONMYECTBY
3aBefleHHbIX e No HOMEHKNaType Aen opraHnsaumm.

Mpv NpocmoTpe Aen NPoBepsAOTCS: COOTBETCTBME 3arofioBka Aena CoaepXaHuio
[I0KYMEHTOB B ene; NpaBuiibHOCTb 0POPMIIEHUS U TPYNNMPOBKA LOKYMEHTOB,
BKITIIOMEHHbIX B EN10; KA4YeCTBO MOALLMBKU UMK NepenneTa aena; npaBuibHOCTb HyMepauum
NUCTOB Aena; Hanuuune B Aene, B HeobxoanMbIX criyyasx, BHYTPEHHEN onvcu aena u
NPaBWUbHOCTb €€ COCTaBNEHNS; MPABUMBbHOCTb 0DOPMITEHUS OBMNOXKM Aena; Hanmune u
NpaBUIbHOCTb NNCTa-3aBepuTens gena. B cnyyae obHapyXeHUsi HapyLeHust
YCTaHOBIEHHbIX NpaBui (OPMUPOBAHUS U 0DOPMIEHNSI OEN OHU AOMKHbI ObiTb
yCTpaHeHbl.

B cnyyae oGHapyxeHust OTCYTCTBUS Aer, YUCTIALWMUXCSA N0 HOMEHKNAaType Aen
opraHusauuu, CTPYKTYPHbIM noapasaerneHnemM nprHUMaoTCs Mepbl Mo PO3bICKY.
OGHapy>XeHHble Aena BKIHYatoTCs B ONMCb. ECnn npuHaTble Mepbl He Aanu pe3ynbTaTos,
TO Ha HeOOHapyKeHHble Aena cocTaBnsieTcs akT 06 yTpaTe JOKYMEHTOB, KOTOPbIN
noanucbiBaeTCsl PyKoBOAUTENEM CTPYKTYPHOrO noapasaeneHns U nepegaeTcs BMecTe C
OMUCbIO eN CTPYKTYPHOrO NoApasaeneHns B apxvmB opraHusauun (npunoxexune Ne 6).

4.33. lNepenada gen B apxuB opraHn3aLmm ocyLecTBIsSieTcsa no rpaduky, cornacoBaHHOMY
C PYKOBOAUTENAMM CTPYKTYPHbIX NoApasaeneHnin, nepeaaroLmx JOKYMEHTbI B apXmBs, U
YyTBEPXXOEHHOMY PYKOBOAMTENEM OpraHM3aumun.

B nepviog noarotoBku Aen Ha GyMaxKHOM HOcUTENe CTPYKTYPHbIM NoapasfaeneHmem K
nepegaye B apxvB opraHv3aumm cCoOTpyaHUKOM apxmBa npoBepsieTcs NpaBuibHOCTb WX
dopmMupoBaHusi, 0pOPMIEHUS U COOTBETCTBUE KOMNMYECTBA A1, BKIOYEHHbIX B OMUCh,
KONMYecTBy Aen, cOoOpMMPOBaHHbIX B COOTBETCTBMMU C HOMEHKIATYpPOW Aen opraHu3aumm.
Bce BbisiBNeHHbIE Npy NpoBepke HegocTaTky B DOPMUPOBaHMM 1 OhOPMIIEHUIN Aen
pabOTHUKM CTPYKTYPHOrO noapasaeneHnsi obsisaHbl yCTpaHUTb.

MpuemM-nepenaya gen B apxme OpraHn3auum NpomM3BoanTcst paboTHUKOM apxmBa
opraHusaumv B NPUCYTCTBUM pabOTHMKA CTPYKTYPHOro noapasaenenusi. Ha aksemnnspax
onvcu aen, AoOKYMEHTOB NpocTaBnsieTcs OTMeTKa 0 Hanuuumn gena. B koHue kaxzgoro
3K3eMnnsipa onucK ykasblBaroTCst Ludbpamm U NPONUCHI0 KONMYEeCTBO haKTU4ecku
NPUHATLIX B apXvB Aer, HOMepa OTCYTCTBYHOLLMX AeN, AaTa npuema-nepeaayv gen, a
Takke Noanvucu nuua, OTBETCTBEHHOIO 3a apxmB, U Nuua, NnepeaasLUero gena.

4.34. MNepenaya aneKTPOHHbIX OKYMEHTOB B apXVB OpraHM3aLmmn npou3BoAMTCS Ha
OCHOBaHMW OMNMCEN 3MEKTPOHHBIX e, AOKYMEHTOB CTPYKTYPHbIX NoApa3saeneHnii no
MHPOPMaLMOHHO-TENEKOMMYHUKaLMOHHOW CeTH (NpY HanuyMm B apXmueBe opraHv3auum
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NH(POPMALIMOHHON CUCTEMBI) NN Ha br3ndeckn 060COBNEHHbIX MaTepuanbHbIX
HOCUTENSX, KOTOPble NPEACTaBNSATCS B ABYX MAEHTUYHBLIX 9K3eMMsipax.

Mpu nepegaye 3NeKTPOHHbLIX JOKYMEHTOB B apXMB OpraHun3aLumy BbiNOMHSATCSA creayoLime
OCHOBHbIE npoLeaypbl paboTbl C JOKYMEHTaMM:

dopmMmpoBaHe B MHPOPMALMOHHON CUCTEME OpraHn3aunmn SNeKTPOHHbIX Aer,
ABMAIOLLMXCA COBOKYMHOCTbIO KOHTEMHEPOB 3MEKTPOHHbLIX JOKYMEHTOB UITM KOHTENHEPOM
SNEKTPOHHOIro AOKYMEHTa, cogepKalluMM KOHTEHT U MeTafaHHbIe 3NIeKTPOHHOrO
AOKYMeHTa, dpansibl 3MEeKTPOHHbIX NOANUCEN U BU3Yyann3npoBaHHYHO KOMUIO TEKCTOBOIO
9NEKTPOHHOro AokymeHTa B popmaTe PDF/A;

hopMUpPOBaHNE OMMUCHK SNEKTPOHHbIX A€, AOKYMEHTOB CTPYKTYPHOrO noapasaeneHus;

npoBepKa apxXmMBOoM opraHmn3aunmn 3NeKTPOHHbIX OKYMEHTOB Ha Hallm4yne BpeaOHOCHbIX
KOMIMbKOTEPHbIX NpOorpamMmm;

npoBepKa BOCNPOn3BOANMOCTU 3JTEKTPOHHBLIX OOKYMEHTOB;

npoBepka oM3NYEeCKOro U TEXHNYECKOro COCTOSIHUS HocuTernen (npu nepegadye
3NEKTPOHHbIX JOKYMEHTOB B apXMB OpraHn3aumm Ha omamnyeckm 060cobneHHbIX
MaTepuanbHbIX HOCUTENSX);

nposepka NOASIMHHOCTM 3NEKTPOHHOM NOAMUCK, KOTOPOW NOANNCAH 3NEKTPOHHbIN
AOKYMEHT.

Mprem anNeKTPOHHbIX JOKYMEHTOB B apXMB OpraHn3aumm no MHopMauMoHHO-
TeneKkOMMYHUKALNOHHOW CeTU (MpU Hann4mMm B apxmeBe opraHmsaumnmn MHOOPMaLMOHHON
cucTeMbl) Unu Ha msmnyeckn 060COBNEHHBIX HOCUTENAX OCPOPMIIAETCS COCTaBEHMEM
NTOrOBOW 3anncu B KOHLIE ONMUCK 3NIEKTPOHHbIX AEN, LOKYMEHTOB, B KOTOPOM Lndpamm n
NPOMUCHLI0 YKa3bIBAETCS KONMYECTBO (DAKTUYECKN NPUHATBIX B apXUB SNEKTPOHHBIX AEN 1
9NEKTPOHHbIX JOKYMEHTOB. IToroBasi 3anncb NoATBEpPXKAAeTCa NoANUCAMUN COTPYAHMKA
apxvBa U COTpyAHMKa CTPYKTYPHOro nogpasneneHuns, nepeaaBLlero afieKTpoHHbIE Aena u
AOKYMeHThI. [1pn npueme Ha apXMBHOE XpaHEHME 3MEKTPOHHLIE Aena 3aBEPSOTCS
3NEKTPOHHOWN NOANUCHI0 PYKOBOAUTENS OpraHn3aumm, Unmn ynorHOMOYEHHOIO UM
AOIMKHOCTHOrO nuua.

Mocne npvemMa B apxvB 3NEKTPOHHbIX JOKYMEHTOB Ha (oU3nYeECKM 060COBNEHHBIX
mMaTepuanbHbIX HOCUTENAX BKMNaAbILWLKW, MOMELLEHHbIE B pyTNSp eanHULbI XpaHEeHNS B
CTPYKTYPHOM MoApasfeneHnm, 3aMeHsIloTCA Ha BKnaablwn, 0pOpPMIIEHHbIE B apXMBeE.

Ha Bknagplwe, nomewaemMom B pyTnsap eaAnHULbI XpaHeHns, opopMIsieMOM B apxumBe,
yKa3blBaeTCs:

HanMeHOBaHMe opraHM3aumm (NofHoe, COKPaLLEHHOE);
Homep boHAa;

HOMEp OMUCK INEKTPOHHbLIX AEN, AOKYMEHTOB;

HOMep gena no onucy;

OTMETKa O CTaTyCe 3K3eMnridpa 3N1eKTPOHHbIX JOKYMEHTOB! «OCH.»



(ocHoBHOM) nnn «Pab.» (pabounin);
KpanHue gaTbl AOKYMEHTOB 3NIEKTPOHHOrO Aena;

npn HeobXoAMMOCTI OPOPMITIAOTCSA AONOMHUTENbHbIE OTMETKM 06 OorpaHM4yeHnn gocTyna K
[OKyMEHTaM.

Bknagbiw nomewaetcs B pytnsip comsnyeckm o60cobneHHoro MatepuanbHOro HocuTerns
Takum 06pa3oM, YToObl HAAMMCK Ha HeM Bbinv BUOHBI NPY 3aKpbITOM (yTRsipe.

V. OpraHusauusa mcnonb3oBaHUA AOKYMeHTOB ApxuBHoro ¢poHaa
Poccuinckon ®eaepaumu n Apyrux apxXmBHbIX JOKYMEHTOB OpraHusauum

5.1. ApxuB opraHu3auumn JOImKeH NPeaoCTaBNATb NOMb30BaTENO JOKYMEHTbI APXMBHOIO
doHaa Poccuinckon egepauunn 1 gpyrne apxveHble JOKYMEHTbI, @ Takke CripaBoYHO-
NMOWUCKOBbIE CPeACTBA K HAM.

5.2. locTyn K 4OKyMEHTaM MOXET OblTb OrpaHNYeH B COOTBETCTBUMN C 3aKOHOAATENbCTBOM
Poccunckon degepaumm, a Takke B COOTBETCTBUN C pacnopsikeHnem CobCTBEHHMKA Unu
BnagenbLla apXuBHbIX JOKYMEHTOB, HAXOASLWMXCS B YaCcTHOM cOBCTBEHHOCTM*(14).

5.3. Nonb3oBartenu npn NcnoJyib30BaHMM JOKYMEHTOB apXmBa opraHmn3aumnm 0643aHbl
AenaTtb CCbIJIKM Ha MeCTO XpaHEHUA OOKYMEHTOB.

5.4. CoctaB HCA apxvBa opraHusaumu onpegensieTcs CoCTaBoM U COAepXKaHUeM
XPaHALLNXCHA B HEM JOKYMEHTOB, XapakTepoM 1 3agavamMmn noncka u MIHTEHCUBHOCTLIO
NCNONb30BaHNSA JOKYMEHTOB.

OcHoBHbIM (065A3aTeNbHbIM) apXMBHBIM CMIPaBOYHUKOM B apXMBe OpraHM3aumm aBnaeTcs
onucb Aen, AOKYMeHTOB. B AononHeHne B apxuBe opraHn3aumm BeayTcs
BCNOMOraTersibHble apXMBHbIE CNPABOYHMKK - KaTanorun, ykasaTtenu, uCTopuyeckas crnpaeka

K cboHAay.

5.5. B uensax obecneveHns coOxpaHHOCTU, CBOEBPEMEHHOIO oTbopa n yyeta u
cucTemaTmnsaumm gen, Nnoanexalimx NnoCTosHHOMY U BpeMeHHoMy (cBbile 10 neT) cpokos
XpaHeHUs1, B OpraHn3aunm cocTaBnaTCca onvcn aen, JOKYMEHTOB.

Onucum cocTaBnsTCs OTAENbHO Ha Aena, AOKYMEHTbI:

NMOCTOSAHHOIO CPOKa XpaHeHus;

BpeMeHHbIX (cBbiwe 10 neT) CpoKoB XpaHeHUs;

Mo NINYHOMY COCTaBY;

XapaKkTepHble TONbKO Ansi AaHHOW opraHu3auun (cyaebHble gena, MaTepuarbl YyronoBHbIX
[en, Hay4Hble OTYETbI MO TEMaM).

AHanorn4yHble ONUCKU COCTaBMLAKTCS Ha ANEKTPOHHbIE AeNna, JOKYMEHThI.

CBoaHble onvcK aen, 4OKYMEHTOB OpraHM3aLMmn CoCTOSIT U3 rof0BbIX pa3aerios,
COCTaBNsieMbIX HA OCHOBE NepefaHHbIX B apXUB OpraHM3aunmn onnucen aAen ee CTPYKTYPHbIX
nogpasneneHuin 3a onpeaerneHHbIe rodbl, U CUCTEMAaTU3NPOBaHHbIX B Npeaenax Kaxaoro
roga B COOTBETCTBMM C YTBEPXKAEHHOWN CTPYKTYPOIN OpraHM3aLumn Ha 3ToT roA.
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Onucu gen, 4OKYMEHTOB COCTaBMSATCS MO YCTaHOBMNEHHOW hopMe (MpUroxkeHus

3anncu, nMcTa-3aBepuUTesia  CnpaBo4YHOro arnnaparta K Ornncu.

OnucaTtenbHas cTaTbsa ONUCKU BKIKOYaET: NOPSAKOBbIN HOMEP eAUHULIbI XPaHEHUS; UHOEKC
€OVHULbI XpaHeHUs (Mo HOMEHKNaType Aen); 3arofioBOK eANHMLbI XPaHEHUS!, BKIOYaOLNIA
yKaszaHue Ha Hanuyne Konuii, ecrnv B Hel XpaHaTCs KONuM A0KYyMEHTOB; KpalHWe AaTbl
eOMHULbI XpaHeHWs!; CPOK XpaHeHUs (Ons onvcen aen, OKYMEHTOB BPEMEHHOIo
XpaHEHUs1); KONMYECTBO NIMCTOB B ANHULE XpaHEHUS. 3arofoBoK Aera MoXeT OblTb
[ONONHEH aHHOTaLUMeEN OTAENbHbIX JOKYMEHTOB (Fpynnbl AOKYMEHTOB) €AMHULbI XPaHEHWS.

B cnpaBoyHbIv annapat K OnMcn BXOAAT: TUTYNbHbIN NINCT; coaep)aHue (ornaBneHune);
npegucnoBme; CNMCOK COKpaLLLEeHWI; yKa3aTenu K onucy (NpeamMeTHbIN, UMEHHOMN,
reorpacuyeckon).

Coctas cnpaBOY4HOro annaparta K onmcun 3aBUCUT OT CPOKa XpaHEHUNA BKITIOYEHHbIX B HEE
OOKYMEHTOB U X BUOOB.

K onucsim gen, AOKyMEHTOB NMOCTOSIHHOIO XpPaHEeHWs! 1 Mo NMMYHOMY COCTaBYy COCTaBMSAOTCS
TUTYNbHBIN NUCT, NpeancnoBne, ornaeneHne, NpyM HeobXoANMOCTHU - CIMCOK COKPaLLEHU,
ykasaTenu.

Ha TuTynbHOM nnMcTe onucy ykasbiBaroTCA: NOTHOE HAaUMEHOBaHWE rOCYAapCTBEHHOMO
(MyHVMLMNanbHOro) apxuea (ecnv opraHnsaums ABMASeTCs UCTOYHUKOM ero
KOMMEKTOBaHWS), NOCneaHee NoNHOe HavMeHOoBaHMe OpraHU3aLmMmn, COOTBETCTBYOLLEee
Ha3BaHWUIO ee apxMBHOro ooHAa, HOMep apXMBHOMO PoHAA, HOMEP U Ha3BaHWE OMUCH,
KpalHMe AaTbl BHECEHHbIX B ONUChb €AVHUL, XPaHEHUS.

Ecnn HaunmeHoBaHMe opraHM3aumm N3MEHAN0Chb, Ha TUTYNTbHOM NUCTe (B crnyvae
HeobX0ANMOCTH - Ha AONOSNTHUTENBHOM NUCTE) NoA NocneaHMM HaMMEHOBaHMEM
opraHu3aumm ykasblBaloTCa B CKObKax Bce e€ nepeMMeHoBaHnSa B UICTOPUYECKON
(XpoHornormnyeckomn) nocrnegoBaTesibHOCTM 3a Nepuo, COOTBETCTBYIOLNIN KpanHUM AaTam
€AVNHNL, XpaHEHWS], BKITHOYEHHbIX B OMUCh.

B npegncnoBum Kk onnucu KpaTKo nanararTcsa NepeMmeHoBaHnsa opraHn3aumm B
NCTOPMYECKOMN (XPOHOMOrMYeCcKon) nocnenoBaTeNlbHOCTM 3a Nepmno, COOTBETCTBYIOLLNIA
KpaHUM gaTtam eauHUL XpaHeHUs1, BKNKYEHHbIX B onuck. Npegucnosune nognucbiBaeTcs
COCTaBUTENEM C YKazaHMEM LOSMKHOCTU U AaTbl COCTaBMEHNUS.

K onucu gen, AokymeHToB BpemMeHHoro (cebiwe 10 neT) xpaHeHus, Nnpyu HeobXxoauMoCTH
TaKKe MOryT COCTaBMATLCA OrfiaBreHne, CMCOK COKPaLLEHWU.

Onucun (FOLI,OBbIe pasgenbl OI'II/ICGIZ) nen, JOKYMEHTOB COCTaBIIAOTCA:

NMOCTOSIHHOIO XPaHEHWUS - HE MEHEE YEM B YeTbIpeXx aK3emMnnspax: Tpu Ha BymMakHOM
HOCUTENe N OOUH - B 3NIEKTPOHHOM BuAe (B kKadecTBe pabodero akaemnnsapa);

BpeMeHHoro (cBbile 10 fneT) XpaHeHust - He MeHee YeM B [ABYX dK3eMnnsipax; AOKYMEHTOB
Mo JINYHOMY COCTaBY OpraHM3aLuii - UICTOYHUKOB KOMMIIEKTOBAHUS rOCYAapCTBEHHbIX
(MyHMUMNANbHbBIX) apXUBOB - HE MEHEE YEM B YETbIPEX IKIEMMIISAPaX: TPU HA ByMaXKHOM
HOCcUTene, OAVH - B ANEKTPOHHOM BUAE (B Ka4yecTBe paboyero ak3emnnsipa);
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OOKYMEHTOB Mo JIN4YHOMY COCTaBy OpI'aHVI3aLI,VIl7I, He ABIANLWLNXCA NCTOYHUKaMK
KOMMJ1EKTOBAHNA roCyaapCTBEHHbIX (MyHI/ILI,I/II'IaJ'IbeIX) apXmBOB, - HE MeHee 4YeM B TpeX
aK3emMnnapax.

Onucu (ropgoBble pasaesnbl onucen) gen, JOKYMEHTOB BpeMeHHoro (cabiwe 10 ner)
XpaHeHus cornacosbiBatoTes ¢ LIOK (3K) opraHmnsaumum, nocne yero yTBepxaarTcs
pyKOBOAMTENEM OpraHu3auuu.

Ha paccmoTtpenune 3IK npeacraBnsatoTcs, He MeHee Yem Yepes 3 rofa nocne 3aBepLueHns
AENONpoM3BOACTBOM eI, BKIMIOYEHHbIX B pa3gen:

onumcu (FO,D,OBbIe pasaernbl OI'II/ICGVI) aen, AOKYMEHTOB NOCTOAHHOIO XpaHeHnA And
YTBEPXKOEHUA;

onucu (rogoBble pasgensl onucen) gen, JOKYMEHTOB Mo fIMYHOMY COCTaBy Ans
cornacoBaHuna*(15).

Mocne yTBepxaeHus (cornacoBaHnd) onucen (rogoBbix pasgeno onucen) IMMK oHu
yTBEPXAAKTCA PyKOBOAMTENEM OpraHn3aumn.

B rocymapcTBeHHbIV (MyHMLMNANbHbIV) apXuB NepefarTcs TpU ak3emnrisipa onvcu gen
MOCTOSIHHOIO XPaHEHWs, OAMH 3K3eMMAsp onucKu e no NIMYHOMY COCTaBy, YTBEPXKOEHHbIX
(cornacoBaHHbIx) JK, a Takke N0 OAHOMY 3K3EMMAAPY KaXK4OM OMUCK B SNEKTPOHHOMN
dopme (B kavecTBe paboyero akaemnnispa).

OauvH 3K3eMnnAaAp onucu aern noCTtoAHHOro XxpaHeHund 1 aBa aKk3eMnndpa onncun gern no
JINYHOMY COCTaBYy OCTalOTCA B OopraHn3auunn.

BHeceHve nameHeHunn B roqoBon pasgen onucu Aen, 4OKYMEHTOB Nocre ero yTBepXaeHus
(cornacoBaHus) 3MK gonyckaeTcs TONMbKO HA OCHOBaHUM COOTBETCTBYHOLLErO peLleHns
QlK.

5.6. Nictopnyeckas cnpaska K poHOY COCTOMT U3 TpeX pasfenoB: UCTopUs
doHaoobpasoBaTens, oTpaxaroLas UCTOPUI0 OpraHM3auumn co CCbifikaMu Ha
COOTBETCTBYHOLUME 3aKOHOA4ATENbHbLIE U HOPMATUBHBIE aKTbl (4aTbl 06pa3oBaHuS,
neperMMeHOBaHNs, peopraHn3aunm, MMKBUgaumMmn, Be4OMCTBEHHYIO NPUHALMNEXHOCTb,
CTPYKTYPY M (DYHKLMMK, UX UBMEHEHUS, HA3BaHNE OpraHn3aunn - NpeaLlecTBeHHMKA),
ncropusi doHaa (06bem, KpanHme gaTbl JOKYMEHTOB, CTENEHb MX COXPAHHOCTU, AaTbl
nepegadn JOKYMEHTOB Ha MOCTOSIHHOE XPaHEHME) U XapaKTepUCTUKa JOKYMEHTOB hoHaa
(pa3HOBMAOHOCTM AOKYMEHTOB, 0COOEHHOCTM (POPMUPOBAHNA €OUHUL, XPAHEHUSA N UX
cucTemaTmMsaumm, Hanmuame JOKYMEHTOB, BbIXOOALLMX 32 XPOHOOrMYecKne rpaHunLbl
AesaTenbHoCTU hoHaoobpasoBaTens, CocTaB CrpaBoOYHOro annapara K oHay, Mecto
XpaHeHUs JOKYMEHTOB MO JIMYHOMY COCTaBy).

McTopuyeckasa cnpaska Kk ooHOY COCTaBMsETCA B ABYX SK3eMMnspax, O4uH - XpaHUTCS B
Aene oHaa, BTOPOW - NnepefaeTcs B rocyAapCTBEHHbIN (MyHULMUNANbHLIN) apXuB.

5.7. OCHOBHbIMM hOpMaMm UCMONb30BaHUSA AOKYMEHTOB apXmnBa OpraHn3aumm SBnsTCs:
NHopMaLmoHHOe obecrneyeHne paboTHMKOB OpraHn3auuny;

MCMOMNHEeHWe 3anpocoB Mnosib3oBaTernei, B TOM YMCe 3anpocoB rpakaaH coLmarnsHo-
NPaBOBOro XapakTepa;
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Bblda4Ya OOKYMEHTOB U AEJ1 BO BpeMeHHOE MnoJib3oBaHMe, npenocrtaBsrieHne Konuu
APXMUBHbIX AOKYMEHTOB MO 3anpocam nonb3oBaTterien, B TOM 4YUCrie B cbopme SJIEKTPOHHbIX
OOKYMEHTOB.

CbopmaMM MCcnonb3oBaHNA OOKYMEHTOB apXxmnBa OpraHn3aunm ABNMAKTCA TaKXe:

I/IH(*)OpMVIpOBaHI/le CTOPOHHUX OpFaHI/I3aLI,I/IIZ O Hann4ymm n coaep>xaHnm nMerLmnxcd B
apxuBe OOKYMEHTOB;

MCrnonb3oBaHMe JOKYMEHTOB B CPeACTBax MaccoBOWM MHopMaLmy;

NCNonb3oBaHMe JOKYMEHTOB 4S5 MOATOTOBKM MCTOPUKO-UMH(POPMALMOHHBIX MEPONPUSATUN:
BbICTaBOK, 3KCKYPCUN, KOHDEPEHLIN;

Bbldaya QOKYMEHTOB Ans paboTbl B YTaNbHOM (MPOCMOTPOBOM) 3are apxXuBea;

opraHusauuna aocrtyna pa6OTHVIKOB opraHn3aunn K AOKyMEeHTaM apxmBa nyTem
MCMNnoJyib30BaHUA VIH(*)OpMaLl,I/IOHHO-TeJ'IeKOMMyHVIKaLI,VIOHHOﬁ ceTun.

5.8. ApXI/IB opraHmiaunn OormkKeH BeCTth y4eT UCnosib3oBaHUA JOKYMEHTOB, B TOM YUCTIEe
Bblga4n AOKYMEHTOB U A€, BblAa4n apXUBHbLIX CMNpaBOoK, BbINMNCOK, Konum OOKYMEHTOB.

5.9. 3anpocbl nonb3oBaTenen, NOCTynarwLLne B apxXnue opraHnsauum, noapasaensaoTcs Ha
TeMmaTu4yecKkme 1 counarnbHo-npaBoBble*(16).

5.10. ApxvB opraHusauunun SJOImKeH paccMaTpmBaTh U UCMOMNHATL 3anpochkl, MOCTyNUBLUNE B
NMCbMEHHOW hopme.

3anpoc nonb3oBaTens AOMKEeH coaepXkaTb CreayLLy MHGOOPMaLUIO:

HavMeHOBaHWe PUANYECKOro nuua - aBTopa 3anpoca (4ns rpaxaaH - damMunumn, UMeHu,
oT4YecTBa, NPV HanMuMm NOCNeaHero);

NMOYTOBbLIN WU/WUNW 3ANEKTPOHHLIN agpec, N0 KOTOPOMY A0SKEH ObITb AaH OTBET;

CBe[ieHNsA, UHTepecyloLLne Nonb3oBaTena n XpOHOMNOrM4yeckne pamMmkun sanpalumsaemon
NHopmaLmu;

dopMy nosiydyeHust nonb3oBaTeneM nHpopmaumm (MHpOopMaLnoHHOE NUCbMO, apXUBHas
CrpaBKa, apxvMBHas BbINMCKa, apXMBHasA KOMUS, TEMaTUYECKUIN NepeyeHb, TeMaTU4YeCcKni
0630p JOKYMEHTOB);

NINYHYI0 NoANMCh aBTOpa 3anpoca (rpaxaaHuHa Uy AOMKHOCTHOro nuua);
aaTy.

Mpv NOCTYNMEHUN B apXmB OpraHM3aLnmn MHTepHET-06pallieHns (3anpoca) nonb3oBaTens ¢
yKasaHueMm agpeca 3IeKTPOHHON MoYTbl U/UN NOYTOBOro aapeca, EMy HanpaBsieTcs
yBeZIoMIIeHMe O npuemMe obpalleHns (3anpoca) K pacCCMOTPEHMIO UM MOTUBUPOBAHHbI
OTKa3 B pacCCMOTPEHUN.

Ha 3anpocbl TemaTnyeckoro xapakrepa, NocTynuBLLME B apXMB OpraHn3auun rno
NMHOPMALMOHHO-TENEKOMMYHUKALIMOHHON CETU, B TOM Yncne no cetn «MHTepHeT», oTBeT
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MOXeT ObITb HanpaeJieH B BUOE 3INEKTPOHHOIo coobLeHns no YKa3aHHOMY aBTOPOM
3anpoca 3Jr1eKTPpoOHHOMY agpecy.

3anpoc AomkeH ObiTb 3aperMcTpMpoBaH B TeYEHNE Tpex paboumx gHEeN ¢ MOMEHTa ero
NOCTYNNEHuNs.

3anpoc, He OTHOCALLMIACS K COCTaBY XPaHSILLMXCA B OpraHu3aumm JOKYMEHTOB
(HenpodunbHbIM 3anpoc), B Te4eHne 7 OHEN CO AHSA perncrpaumm 3anpoca HanpaenseTcs B
opraHu3aumio, rae MoryT XpaHUTbCst HeobxoauMble JOKYMEHTbI C yBEAOMEHMEM 06 3TOM
nonb3oBaTersi.

3anpoc, NoCTynMBLUNIA B apX1B OpraHM3almm, paccMaTprBaeTCsl B COOTBETCTBUMN C
TpeboBaHUSIMU 3aKOHOAATESbHBIX M UHbIX HOPMATUBHLIX NMPABOBbLIX aKTOB NO paboTte ¢
obpalleHns MU rpaxkaaH U NPegoCTaBNeHMI0 roCyAapCTBEHHBIX (MYHULMMANBbHBIX) YCIYT.

OTBeT Ha NOCTYNMBLUWIA B apXUB OpraHn3auumn 3anpoc npegocraensercs B TedeHne 30
AHel co aHa ero pernctpauun. C paspelueHns pyKoBOACTBA OpraHn3aumnm 3TOT CPOK MOXeT
ObITb NpoanieH He 6onee yem Ha 30 gHen, ¢ yBegomMreHeM o6 3ToM 3aABUTENS.

5.11. OTBeTHI Ha 3anpochkl Nofnb3oBaTenemn, B TOM YUCre OTBEThI HA 3anpochl COLMarbHO-
NpaBOBOro xapakrepa, opopmnsaoTca B popme apXMBHOM CNpaBKu, apXUBHOW BbIMUCKN
NN apXUBHOM KOMUW, OPOPMITEHHbIX U 3aBEPEHHbIX B YCTAHOBIIEHHOM MOpPSAKe.

ﬂle OTCYTCTBMN OOKYMEHTOB, HeO6XOLI,VIMbIX Ona ncnonHeHmsa 3anpoca counarnbHOo-
NpaBOBOro Xxapakrtepa, CoOCTaB/IAE€TCA OTBET Ha 6naHke opraHunsauumn c ykadaHmnem npumuymnH
NX OTCYTCTBUA.

5.12. ApxuBHas cnpaBka NognncbIBaeTCs PYKOBOAUTENEM OpraHM3aL M U UHbIM
YNONHOMOYEHHbIM UM OOSMKHOCTHBLIM NIULOM 1 3aBEPSIETCA NeYvaThbio opraHM3aumm
(npunoxenne Ne 29).

ApxuBHas cripaBka, 06beM KOTOpPOWM NpeBbIlIaeT OANH NNCT, A0MKHA ObITb,
NPOHYMepOBaHa.

B TekcTte apXMBHOIZ cnpaBKku B XpOHOJ'IOFM“IGCKOVI nocnenoBaTesibHOCTU U3nararoTcd
cobbITnsA C YKa3aHnem BMUOOB NUCMNOJ1Ib30BAHHbIX AOKYMEHTOB, X AaT N HOMEPOB. B
apXVIBHOIZ crnpaBke gonyckaeTtca umtnupoBaHne OOKYMEHTOB.

HecoBnageHve oTaenbHbIX CBeAEHWIN/ AaHHbIX JOKYMEHTOB CO CBEAEHWUSIMU, U3ITOXEHHBIMU
B 3anpoce, He SBMSIeTC NPEnsTCTBUEM A1 BKITOYEHWUSI UX B apXMBHYHO CNpaBKy, ecrnu
COBMafeHne Bcex ocTarnbHbIX CBEEHWUI HE Bbi3biIBaeT COMHEHWI B TOXAECTBEHHOCTY NuLa
nnn akToB, O KOTOPbIX FOBOPUTCSI B JOKYMEHTAX.

B apXI/IBHOﬁ crnpaBKke aHHble BOCNPOMN3BOOATCA TakK, Kak OHU U3N0XXEeHbl B JOKYMEHTax, a
pacxoxaeHuna, HecoBrnageHna n HeTo4YHble Ha3BaHUA, OTCYTCTBME MMEHU, OTHECTBA,
WHULMANOB UMW Hanuyne TONbKO O4HOro U3 HUX AOSKHbI ObITb OroBopeHbl B TEKCTE
CcnpaBKn1 B ckobkax: «Tak B OOKYMEHTEY, «Tak B TekcTe opurnHana».

CepneHus, umeromecs B apxmse Mo 3anpocy o pabote u (unn) yyebe B HECKOMbKUX
OopraHmM3aumsix, kacalLwmnecs OQHOro Nnua, BKITYATCA B OAHY apXMBHYHKO CNPaBKy.

Mo TEKCTY apXI/IBHOIZ CnpaBKn B Ka4eCTBE HpMMe‘-IaHVIVI MOryT ObITb OroBOpEHbI
Hepas6oquBo HanncaHHble, UCnpaBri€HHbIE aBTOPOM, HE nogaakoLmnecd npoyYTeHNIO


https://www.garant.ru/products/ipo/prime/doc/71083090/#10290

BCNeacTBUE NOBPEXAEHUS TEKCTA opuriMHana: «Tak B TeKCTe opurnHana», «B TekcTe
Hepa3bopunBO».

B TekcTe apXMBHOVI CrnpaBKku He OonyCKakTCA USMEHEHUA, UCNpaBIieHnAa, CyMMnpoBaHune
JaHHbIX, KOMMEHTapun, COBCTBEHHbIE BbIBOAbl UCMNONMHUTENA NO CoOepXaHUO OOKYMEHTOB,
Ha OCHOBAHUMW KOTOPbLIX COCTaBJ1IEHA apXmnBHasA CrnpaBKa. MNoguncTkun n NOMapKn B apXmBHbIX
CrpaBKax He O0MYyCKakTCA.

B apxuBHoI cnpaBke A0MKHbI ObITb NPUBEAEHBI apXMBHbIE LWNEPLI U HOMEPA NNCTOB
eaMHNL, XpaHeHMs! IOKYMEHTOB, UCMONb30BaBLUMXCS A1 €€ COCTaBMeHUs.

Mo 3anpocy nonb3oBaTenen apxmBHble CripaBkM MOTYT BblAaBaTbCs B ANIEKTPOHHON hopme
Ha 3MeKTPOHHOM HocuTerne Nbo nepeckbinaTbCs Mo MHPOPMALIMOHHO-
TENEKOMMYHMKALMOHHbIM CETAIM. QNEKTPOHHbIE apXUBHbIE CMIPaBKN 3aBEPSOTCS
3MNEKTPOHHOW NOANUCHI0 PYKOBOAUTENS OpraHn3aumm Unm MHOro YnorTHOMOYEHHOIo UM
[AOMKHOCTHOrO nmua.

5.13. ApxuBHbIE BbINUCKN 0hOpMNAOTCA Ha BnaHke opraHmM3aumm (apxuBa opraHusaunm) ¢
0603HaveHnem Ha3BaHus Buga gokymenTa: «APXVBHAA BbINMANCKA».

B apXI/IBHOI;I BbIMMNCKE Ha3BaHNe JOKyMeHTa, ero HOMep U Aata BOCNpoOn3BOOATCA
MNOJIHOCTbIO.

Bbinucka npon3BoanTCst TONbKO U3 LOKYMEHTA, B KOTOPOM COAEPKUTCS HECKOSbKO
OTAEenNbHbIX, He CBA3aHHbLIX MeXxay coboi BonpocoB. Beinucka AomkHa BOCNPOU3BOAUTL
MONHbIN TEKCT YacTW JOKYMEHTA, OTHOCSILLIENCS K 3anpocy.

M3BneyeHnem 3 Tekcta OOKYMEHTa OOJTXHblI ObITb nmcyepnaHbl BCe nvewwneca gaHHblie no
3anpocy. Hayano u KoHew, KaXxgoro n3BneYeHust, a Takke nponyckn oTaesribHbIX CIoB B
TEKCTEe OOKYMEHTa 0603Ha4YarTCA MHOrOTOUYNEM.

B apxuBHoOI BbINUCKe AOMKHbI ObiTb CAeNaHbl COOTBETCTBYHOLLME NPUMEYAHUS 1
OroBOpPEHbI YacTy TEKCTa OpUrMHana, Hepa3bopyMBO HanncaHHbIe, UCMPaBIEHHbIE
aBTOPOM, He noaaatoLLMecs NPoOYTEHNIO BCNeACTBUE NOBPEXAEHUS TEKCTA U APYrUM
npuymHam. OTaenbHbIE CNOBa U BbIPaXXeHUS I0OKYMEHTa, Bbi3biBaloLLME COMHEHUS B UX
TOYHOCTM, a TaKKe UCMpaBeHusl, NOOAYUCTKU, Bbi3blBAOLLME COMHEHUNE B UX
[I0CTOBEPHOCTU, oroBapuBatoTcs: «Tak B OKYMeEHTe», Unn «B TekcTe Hepasbopuneo», unm
«Tak B TeKkcTe opurimHanay. locne TekcTa apXMBHOWN BbIMMUCKN YKa3bIBaKOTCSH apXUBHbIN
LUNEP M HOMEpPA NUCTOB €AMHULbI XPaHEHMSI apPXMBHOIO JOKYMEHTA.

ApXVIBHaﬂ BbINMCKa noanncbiBaeTCcA pykoBoauTesieM opraHm3aumm nim MHbim
YNOJTHOMOYEHHbIM UM OOJKHOCTHbIM JTMLIOM U 3aBEPAETCA nevaTtbio opraHn3auunn.

Mo 3anpocy nonb3oBaTenel apxMBHbIE BbINMUCKN BbiAAKTCS B 3NEKTPOHHON hopme Ha
3MNEeKTPOHHOM HocuTene Nnbo nepeckinarTcst No UHPOPMaLNOHHO-
TENEKOMMYHMKALMOHHBIM CETAM. DNEKTPOHHbIE apXUBHbIE BbIMUCKM 3aBEPAIOTCS
3MEeKTPOHHOW NOAMNUCHI0 PYKOBOAUTENS OpraHM3aLmmn UM MHOro YNorHOMOYEHHOMO UM
LLOMMKHOCTHOIO nvua.

5.14. Ha apxmBHbIX KONUSX, BKMOYas apXnBHbIE KOMUM Ha ByMaXXHOM HocuTene
9NEKTPOHHbIX JOKYMEHTOB, apXMBHble LUMGPbI MPOCTaBNATCA HA 060pPOTE KaXaoro nucta
apXMBHOW KOMUK, a 3aBepuTenbHas HagnNucb 1 nevatb - Ha 06opoTe NocrnegHero nucTa
KOMUW.



Mo 3anpocy nonb3oBaTenel 3MeKTPOHHbIE KoMK apXMBHbIX JOKYMEHTOB Bbl4aloTCs B
3MNeKTPOHHOM dhopme nNnbo nepeckbinarTcs No NHPOPMALMOHHO-TENEKOMMYHMKALMOHHBIM
ceTaAM. QNEKTPOHHbIE KOMUM apXMBHBIX OKYMEHTOB 3aBEPSOTCS 3NEKTPOHHON NOANUCHIO
PYKOBOOUTENS OpraHn3auun UM MHOTO YNOSTHOMOYEHHOMO UM AOMKHOCTHOMO nvua.

5.15. MNoAroToBneHHbIe apXMBOM OpraHM3aumMm OTBETbI Ha 3anpochl (AapXMBHbIE CNPaBKY,
apPXUBHbIE BbIMUCKN 1 apXUBHbIE KOMWUW) HanNpPaBnstoTCs 3asiBUTENSIM C COMPOBOAMTENBHbIM
MMCbMOM MO MOYTE UIWN BbIAAKTCS: 3asBUTENIO - NPY NPeAbSBNEHUN AOKYMEHTA,
YLOOCTOBEPSIOLLErO JIMYHOCTb, €ro NPEACTaBUTENSM - NPY NPeabsSBNEHUN AOKYMEHTA,
YAOCTOBEPSIIOLLErO NIMYHOCTb U JOBEPEHHOCTU, ODOPMITEHHON B YCTAHOBIIEHHOM MOPSIAKE.

5.16. ApxmBHbIE CNPaBKX, apXMBHbIE BLINUCKM U apXMBHbIE KONWUK, HanpasnsemMble B
rocygapcTtBa - ydacTHMKM KoHBEHUMM, OTMEHSIoLLEeN TpeboBaHne nerannsaumm
MHOCTPaHHbIX ohnLmanbHbiX AOKYMEHTOB, nognncaHHon B [aare 5 oktabps 1961 r.,
3aBepsATCS NPOCTaBNEHNEM U 3aMOfIHEHNEM CMNELMArnbHOMo Wramna - anocTuns B
COOTBETCTBUM C 3aKoHogaTernbcTtBoM Poccurckon denepaumn.

5.17. [JonyckaeTcs u3bsATME N3 apXMBHbIX AEN M BblAaya BnagenbuamM Unm mx
POACTBEHHMKAM, B Crly4ae UX MMCbMEHHOro obpalleHust, MOANMHHBLIX TIMYHBLIX JOKYMEHTOB
O rpakaaHCKOM COCTOSIHUKM, 06 06pa3oBaHuM, TPYAOBbIX KHUXKEK, HE MOMYyYeHHbIX B CBOE
BpPeEMs BNagernbLemM JOKYMEHTOB.

MoanunHHbIE NMYHbBIE LOKYMEHTbI BbI4AKTCS 3asBUTENSIM C pas3peLleHns pykoBoaNTeNs
opraHu3aumm no NpeabsBeHNN NnacnopTa UM NHOro AOKyMEHTa, y4O0CTOBEPSIHOLLErO
NNYHOCTb, NMNBO MX POACTBEHHMKAM UMW UHBLIM NNLAM NO AOBEPEHHOCTN, 0OPMIIEHHON B
yCTaHOBMEHHOM 3akoHoaaTenbLcTBoM Poccuinckon eagepaunn nopsagke. lNognvHHble
NNYHbIE OOKYMEHTbBI MOryT ObITb HanpaBneHbl 3asBUTENMIO LIEHHbIM MUCbMOM.

C n3sbiMaeMbIx OOKYMEHTOB B apXmBe opraHun3aunm n3rotaBJinBakdOTCA KON, KOTOpbie
I'IpVIO6LLl,aI-OTCﬂ K aenam. 3bvatne OOKYMEHTOB, a TakkKe 3aMeHa Ha KOonnn oTpaXxakTcAa BO
BHYTPEHHUX ONUCAX Aerl, B JIMCTax-3aBeputendx gen, B onncax aers, JOKyMeHTOB.

N3bsaTme n Bo3BpalleHne JOKYMEHTOB 0hopMAsOTCA aktamu 006 n3batum M3 gen
(BO3BpALLEHUM) YKa3aHHbIX AOKYMEHTOB. AKTbl U ApYyrne JOKYMEHTbI, HA OCHOBAHWUN
KOTOPbIX NPOM3BEAEHO N3bsATUE (BO3BPALLEHNE) apXMBHbBIX JOKYMEHTOB, BKIHOYAKOTCA B
aeno goHaa.

5.18. KonnpoBaHune OKYMEHTOB apXxuBa opraHv3aumm no 3asiBkam rnonb3oBartenem
NPOM3BOAMTCS MO Pa3peLLeHnio PyKOBOANUTENSI OpraHn3aumm Uinm MHOro YnosIHOMOYEHHOro
MM OOSHKHOCTHOrO nunua.

Konun fokyMeHTOB nepechinatTcs B agpec Tol opraHu3aLmm, no 3anpocy KOTOPOW OHM
M3roTOBIIEHbI, UMW BbIAAOTCSA NONb30BaTEN NOA POCMUCH.

5.19. B uensax cosgaHusa ycnosun Ansi paboTbl Nonb3oBaTernien HenocpeacTBEHHO B apXuBe
opraHmMsaumm MOXeT BblAeNATbCA NOMeLLeHne (YnTanbHbIN, MPOCMOTPOBLIN 3an) ANng
O3HAKOMIEHNS C JOKYMEeHTaMun apxuea, 060pyaoBaHHOE COOTBETCTBYOLLMMN
TEXHUYECKUMU cpeacTBaMu AN paboTbl C LOKYMEHTaMMU.

Mpw OTCYTCTBUM B apXMBE OpraHv3aumm cneymansHO BblAeNeHHOro nomMeLLeHns pabota
nonb3oBaTenei ¢ AOKyMEeHTaMWN NPOM3BOANTCS HEMOCPEACTBEHHO B paboymnx KOMHaTax

apxvBea. [JokyMeHTbl Ans paboTbl NoNb3oBaTeNsM BHE NOMELLEHUS apXyMBa OpraHn3auum
Bbl4aBaTb 3anpeLiaeTcs.



PaspelueHune Ha paboTy B MOMELLEHMN apXMBa OpraHM3auMm gaeT pykoBoaUTENb apxmBa
opraHusaumm (NMLUo, OTBETCTBEHHOE 3a apXuB).

5.20. OTka3s apxvBa opraHn3auun B Bbladye apXMBHbIX JOKYMEHTOB [0OMNyCKaeTcs B
cnyyasx:

Hann4yunA (bOH,EI,a NnoJib30BaHUA;
HeyOoBNeTBOPUTESIbHOIO (bVI3VI‘-leCKOI'O COCTOAHUA OOKYMEHTOB;

He NpoLLeLNX HayYHOro ONMCaHUS U TEXHNUYECKOro 0pOPMIIEHMS AOKYMEHTOB, A0
3aBepLUEeHNst 3TUX paborT;

OrpaHMYeHnn Ha UCnonb30BaHMe, YCTaHOBIIEHHbIX 3aKOHOA4ATeNbCTBOM Poccumnckon
depepauun unu poHgoobpasoBaTenem npu nepegadye JOKYMEHTOB Ha XpaHeHue.

OTkas apxmBa opraHn3aunn B npeaoctaBlieHU OJOKYMEHTOB AOJTKEH ObITb BblAaH B
NUCbMEHHOMN q)opme M coagepxatb NPpUYnHbI OTKa3a, a TakXke nopAaaok obxanoBaHus
OTKa3a.

VI. NMepenaya 4OKYMEHTOB OopraHu3auum Ha XpaHeHue B rocyfapCTBeHHbIN
(MyHMUMNanbHbIWN) apx1B

6.1. JokymeHTbl ApxuBHoro dpoHaa Poccuiickon epepauumn, obpasoBasLUMecs B
OpraHmM3aumsix - UICTOYHUKaX KOMMIIEKTOBaHUS roCcy4apCTBEHHbIX (MyHULUNANbHbIX)
apX1BOB, MO UCTEYEHNM CPOKOB X BPEMEHHOIO XpaHEeHNS B apXmBe opraHm3aumm
nepegarTcsl Ha NOCTOAHHOE XpaHeHNe B COOTBETCTBYHOLLNN rOCY4apCTBEHHbIV
(MyHMUMNAnNbHbBIN) apXuB.

6.2. lokymeHTbl ApxmBHoro coHaa Poccurickon ®enepaumm, obpasoBaBLunecs B
AeaTenbHOCTU rocygapCTBEHHbIX U HErOCY4apCTBEHHbIX OpraHM3auunm, He ABISOLWNXCA
NCTOYHUKaAMM KOMMSEKTOBAHMUS roCy4apCTBEHHbIX (MyHMUMNANbHbBIX) apX1MBOB, MOTYT
nepefasaTbCA B roCyAapCTBEHHbIE (MyHMUMNANbHbIE) apXMBbl HA OCHOBaHMM 4OTOBOPOB C
cobCTBEHHMKaMM NN BNnagenbLlamm 4OKYMEHTOB.

6.3. [lokyMmeHTbl nepefarTcs Ha NOCTOSIHHOE XpaHeHne B ynopsgo4eHHOM COCTOSIHUM C
COOTBETCTBYIOLLMM Hay4YHO-CNPaBOYHbIM annapaTom.

6.4. B opraHusaumnsix - ICTOYHUKaX KOMMIEKTOBaHNS rocy4apCTBEHHbIX (MyHULUMNANbHbIX)
apXuBOB Bce paboThl, CBSA3aHHbIE C OTOOPOM, MOArOTOBKOW U Nepeaadyein JOKYMEHTOB Ha
NMOCTOSIHHOE XpaHeHWe, B TOM YMCIEe C UX YNOPSA0YEHNEM U TPAHCMOPTUPOBKON,
BbINOMHAIOTCH 3a CYET CPEACTB OpraHM3aunii, nepearoLlmx AOKYMEHTHI.

6.5. [JocpoyHas nepefava AOKYMEHTOB Ha MOCTOSIHHOE XpaHEHNe MOXeT BbITb
ocCyLecTBreHa Npu OTCYTCTBUN HEOBXOANMBIX YCNOBUA st obecnevyeHnsa CoXpaHHOCTH
AOKyMeHTOB ApxmBHOro oHaa Poccuinckon ®egepaumu, npu yrpose yTparhbl
(YHMYTOXEHNSA) AOKYMEHTOB, a Takke No npocbbe opraHnsaumnm Ha OCHOBaHUM 40roBopa C
rocyfapCTBEHHbIM (MyHULUNANbHbLIM) apXMBOM.

MpoaneHne cCpokoB XpaHEHWUsI JOKYMEHTOB B apXMBE OpraHu3aLmm JonycKaeTcs no
MUCbMEHHOMY pa3peLLEeHMIO FoCyAapCTBEHHOMO (MyHMLMNANbHOMO) apxmea B cryyae
HeobX0AMMOCTU NPaKTUYECKOrO UCMONb30BaHUS JOKYMEHTOB OpraHu3aLumen.



6.6. Nepegaya [OKYMEHTOB MOCTOSIHHOIO XPaHEHWs B TOCY4apCTBEHHbIV (MyHMUMMANbHbIN)
apXxuB OCYLLECTBIISIeTCA B COOTBETCTBUM C NIAaHOM, YTBEPXOEHHbIM pyKoBogMTeNneM
COOTBETCTBYIOLLEro apxvBa o cornacoBaHuio € nepeaaroLlen aena opraHusaumen.

6.7. [lokyMeHTbl NnepefarTcs B rocy4apCTBEHHbIN (MyHULMNASbHBIA) apXMB MO ONMUCAM
Aen, JOKYMEHTOB NOCTOSIHHOrO CpoKa XpaHeHus, yteepxaeHHbiM IlK.

Mepen nepenayert LOKYMEHTOB Ha NOCTOSIHHOE XpaHeHWe COBMECTHO C npeacTaBuTenem
rocyaapCcTBEHHOro (MyHMULMMNANbHOMO) apXxmuBa NpoBOANTCS NPOBEpKa NpaBUIIbHOCTY
onvcaHns 1 opopmIieHnst aern, PU3NYECKOro U CaHUTapPHO-TUIMEHNYECKOTO COCTOSIHMS
[OKYMeHTOB. Npy 06HapyeHun AedeKTOB COCTaBSIETCS aKT; yCTpaHEeHNEe 0BHapYKEHHbIX
[edeKkTOB NPOBOAMTCS CUaMmn opraHu3aLmu.

Mepegavya gen NpoBOAMTCS B rOCYAapCTBEHHOM (MyHMLMNANbHOM) apXuBe NoeanHUYHO.
Ha Bcex yeTbipex ak3emnrsipax onvucen aen, OKYMEHTOB NPOCTaBNSATCS OTMETKMU O
npueme gen.

Mpn nepBo Nepepave AOKYMEHTOB B rocy4apCTBEHHbIN (MyHULMNANbHBIN) apXuB
nepefaeTcst uCTopmuyeckas cnpaska K poHay. Mpu nocnegyowmx nepegadax JOKYMEHTOB
nepegaeTcs AONOSTHEHUE K UCTOPUYECKOWN CripaBkKe.

6.8. Nepenaya 4OKYMEHTOB OOOPMIIAETCA akTOM npuema-nepeaadm JOKyMeHTOB Ha
xpaHeHue (npunoxexve Ne 30), cocTaBnsemMbiM B ABYX ak3emMmnnspax. OaunH ak3emnnap
OCTaeTcs B rocy4apCTBEHHOM (MyHUUUNANsHOM) apxuBe, ApYron - B nepearoLLen
opraHusaumn. BmecTte ¢ foKkymMeHTaMu nepegaeTcs Tpy ak3emnngpa onucu gen,
AOKYMEHTOB, B TOM YMCI€ OAMH B 3NIEKTPOHHOM BUAE.

Ecnv npu nepenayve oGHapy>XeHO pacxoXxaeHne Mexay UTOroBOM 3anmnchbio onucu e,
[IOKYMEHTOB U (paKTUYECKUM Hanmumem nepegaBaembix Aen, B ONUCK Aen, JOKYMEHTOB
ochopmnsieTcss HoBasi UTOroBasi 3anMcb, B KOTOPOW yKasbiBatoTCs pakTuyeckoe Hanmume
[leN 1 HoMepa OTCYTCTBYHOLLMX Aen. Homepa oTcyTCTBYOLWMX Aen (PUKCUMPYOTCS B aKkTe
npuema-nepeaayn Aen Ha NoCTOSIHHOE XpaHeHue, NPUYMHBI OTCYTCTBUS Aen - B
npunaraemon K akTy npvema-nepeayv crnpaeke, NoaroToBNeHHON opraHM3aLumen.

ApXuUB opraHu3auuy NpMHNUMaeT Mepbl Mo po3bicKy Aern. Ha oTcyTcTByoLWMe JOKYMEHThI U
[ena, Mepbl Mo PO3bICKY KOTOPbIX HE Aanu pe3ynbTaToB, COCTaBNsAeTCs akT 06 yTpaTe
[AOKYMeHTOB (npunoxeHne No 6). YTpayeHHble NOANMHHUKN AOKYMEHTOB MOTYT ObITb
3aMeHeHbI UX KOMUSIMMU.

VIl. Mepenaya AOKYMEHTOB Npu peopraHusauuv unuv nuKkemaaumm
opraHusauuu, CMeHe pyKkoBoauTensi apxuBa opraHmsauum

7.1. MNpwv peopraHnsaumm Unu NMKBMOALUUM opraH1M3aunm nepegada u aansHenee
MCnonb30oBaHVe JOKYMEHTOB peopraHnM3yemMoi Unm MKBMaNPYeMOon opraHusaumm
OCYLLECTBISIETCA B COOTBETCTBMM C 3akoHoAaTenbCTBOM Poccuiickon denepaunn.

Mepenaya OOKYMEHTOB MUKBUANPYEMOW OpraHM3aLum BXoAMT B 0653aHHOCTb KOMUCCUM,
obpasoBaHHON AN nepefayn Aen u umyLlecTsa.

I'IpV| JIMKBMaaumn OpFaHVI3aL|,VIl7I - MICTOYHMKOB KOMIMJIEKTOBAHNA roCyaapCTBEHHbIX
(MyHI/ILI,MI'IaJ'IbeIX) apXnBOB, B COCTaB NUKBMOALMOHHOW KOMUCCUM BKITKOYaeTCA
npeancrtaBuTesib rocyaapCrtBeHHOro (MyHI/ILI,I/lI'IaJ'IbHOFO) apxusa.
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7.2. Mpun cmeHe pykoBOAUTENS apxuBa opraHu3auun (nnua, OTBETCTBEHHOIO 3a apXmB
opraHusauum) npuem-nepegadya JOKYMEHTOB apXuBa, Y4ETHOIO U Hay4YHO-CNpPaBO4YHOro
annapara K HUM OCYLLIeCTBNSETCS MO akTy.

*(1) YacTtb 2 ctatbn13 PepepanbHoro 3akoHa ot 22 okta6ps 2004 r. Ne 125-03 «O6
apxmBHoM fene B Poccuickon ®egepaumnny.

*(2) MoanyHkT 2.8.6 nyHkTa 2.8 NpaBun xpaHeHus.

*(3) NognyHkTbl 2.11.1.1 - 2.11.1.2 nyHkTa 2.11 [NpaBun xpaHeHus.

*(4) MognyHkT 2.11.3 nyHkTa 2.11 MNpaBun xpaHeHns.

*(5) MognyHkT 2.11.2.4 nyHkTa 2.11 NpaBun XxpaHeHns.

*(6) MognyHkT 2.11.2.3 nyHkTa 2.11 MNMpaBun xpaHeHus.

*(7) dopma nacnopTta apxmBa opraHu3aLmm yctaHosrneHa PernameHTOM rocygapCTBEHHOro
yyeTa AokymeHToB ApxuBHoro poHaa Poccurickon ®enepaumm (yTBepXaeH npukasom
Pocapxusa o1 11 mapta 1997 r. Ne 11, 3apernctpuposaH MuHioctom Poccum 08 nons

1997 r., perucTpaumoHHbIn Homep 1344).

*(8) B rpadhe «OTmeTKa 0 BbIObITMM hoHAA» cnmncka POHAOB yKasbiBaeTCs, Kyaa BblObiS
apXx1BHbIV (POHA, @ TakKe Jata U HoMep LOKYMEHTa, Ha OCHOBaHUM KOTOPOro OH BbiObIN.

*(9) Ons npoBeAeHUst 3KCNEePTU3bl LLIEHHOCTN Hay4YHO-TEXHUYECKON N ApYroi crneunanbHom
[IOKyMEHTaLMN B opraHM3aumm MoXeT ObiTb cozaaHa K, BKmoyatoLLas COOTBETCTBYOLNX
cneumanuncTos.

*(10) 3K opraHusauuii, nepeaaroLLmx AOKYMEHTbI HA XpaHeHUe B rocyqapCTBEHHbIE
apxvBbl, NPeaCcTaBnsAT COOTBETCTBYHOLLME NpeanoxeHns MK apxnBHoOro yupexaeHus.

*(11) OTmeTka «3MK» 03HayaeT, 4TO YacTb JOKYMEHTOB MOXET OblTb OTHECEHA K CPOKY
XPaHEHUS KMOCTOSTHHOY.

*(12) B cny4ae nameHeHust (OyHKLNIN U CTPYKTYPbI OpraHn3auun HoMeHknaTtypa gen
NOANEXNT NepecoCTaBEeHN0, COrNacoBaHUI0 U YTBEPXKOEHMIO.

*(13) Ons gen Ha BymMaxxHOM HOcuTene.

*(14) YacTb 1 ctatbmn 25 PegepanbHOro 3akoHa ot 22 okts16pa 2004 r. Ne 125-03 «O6
apxmBHoM fene B Poccuickon egepauuny.

*(15) Onucwn gen, 4OKYMEHTOB MO JIMYHOMY COCTaBy COrfacoBbIiBalOTCA COOTBETCTBYOLLMM
rocyaapCTBeHHbIM (MyHULMMNANbHLIM) apXMBOM COrMacHO NpPefoCTaBEHHbIM eMy
MOMTHOMOYMSAM.

*(16) MognyHKT 5.7.1 nyHkTa 5.7 MNpaBmn xpaHeHus.

MpunoxeHne Ne 1
K. 2.37 MNMpaBun

HanmeHoBaHuMe opraHm3auum


https://www.garant.ru/products/ipo/prime/doc/71083090/#120
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KAPTOYKA NMOCTEIAXHOIO

TOMNMOIrPAPUHECKOIO YKASATENA*

CTEJIAX Ne XPAHUIULLE Ne

IIkad Ilonka dDoux Onuch En. xp. ¢ Ne no Ne Mpumeyanue
Ne Ne Ne Ne

1 2 3 4 5 6

dopmat A6 (148 x 105 mm)

* KapTo4ku nocTensiaxHoro Tonorpaouyeckoro ykasatensa coCTaBnAtTCs Ha KaxKabln
cTennax v NpUKpPennAlTCa Ha TOPLEBOW CTOPOHE CTennaxa.

Mpunoxexne Ne 2
K. 2.37 MNpaBun

HanmeHoBaHuMe opraHm3auunm
KAPTOYKA NoeoHOOBOIO
TOMOIPAPNYHECKOIO YKASATENA*

®OH[ Ne XPAHUNULLE Ne

HasBaHue oHaa

Onuce En. xp. ¢ Ne no Ne Crennax Ikad Iloaka I[Ipumeuyanue
Ne Ne Ne Ne
1 2 3 4 5) 6

®opmaTt A4 (210 x 297 mm)

* KapTo4ykn nodoHAOBOro Tonorpadonyeckoro ykasaTensi COCTaBsTCA Ha KaXabli oHA U
pacrnonaralTcs B Nopsiake Homepos (poHAOB.

MpunoxeHue Ne 3
K. 2.43 MNMpaBun

HaumeHoBaHve opraHusaumm
AKT YTBEPXOAIO

Ne PykoBoguTenb opraHmMsaumm



https://www.garant.ru/products/ipo/prime/doc/71083090/#1111
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NPOBEPKN HANMN4YNA N COCTOAHUA

APXUBHbLIX JOKYMEHTOB

JaTta

®oHg Ne

HasBaHue oHaa

MNMognucek

noanucu

Pacwundposka

Homepa onucen

MpoBepka npoBoauniacs ¢

no

[MpoBepkon yCTaHOBIIEHO:

1. Ymncnntca no onucam agen

en.xp,

(konn4yecTBO)

2. BbisiBNeHbl TEXHUYECKNE OLLINOKM:

2.1. NmetoTca nuTepHble HoOMepa:

a) He YYTEeHHble B UTOrOBOM 3anumcu

en.xp.

(konn4yecTBO)

0) He nepeYvncrieHHble, HO YYTEHHbIE

B UTOrOBOW 3anncu

en.xp.

(konun4yecTBO)

2.2. [NponyueHo HOMEepPOB:

a) HE YYTEHHbIX B WTOroBOW 3anmcu

en.xp.

(konn4yecTBO)

0) He nepevnCneHHbIX, HO YYTEHHbIX

B UTOFOBOW 3anmcu

ea.xp.

(kormyecTBO)

2.3. dpyruve, B pesynbTtarte Yyero o6bem

yBEJNNYUIiCA Ha

ea.xp.

(konu4yecTBO)

YMEHbLUUIICA Ha

en.xp.




(konn4yecTBO)

3. Yucnnteca no onnucam B pesynbtarte

yCTPaHEeHUS TEXHUYECKMX OLLMBOK en.xp.
(konn4yecTBO)
4. He okasarnocb B Hanu4um en.xp.
(konn4yecTBO)
5. MimeeTca B Hanu4mmn no gaHHomy cpoHay
(BKIMOYEHHbIX B ONKUCK) en.xp.
(konnyecTBO)
N3 HUX TpebyroLwmx:
a) nesnHgekumm en.xp.
(konun4yecTBO)
6) Ae3nHcekunm en.xp.
(konnyecTBO)
B) pecTaBpauuu en.xp.
(konnyecTBO)
r) nepenneTta unv NOALUNBKM en.xp.
(konun4yecTBO)
[1) BOCCTaHOBIMEHNS 3aTyXaloLmnxX TEKCTOB en.xp.
(konn4yecTBO)
€) HemcnpaBUMO NOBPEXAEHHbIX en.xp.
(konn4yecTBO)
6. MimeeTcsa He BKITHOYEHHbIX B ONUCK en.xp.
(konu4yecTBO)
7. 'toro no gaHHoMmy hoHAy (BKITHOYEHHBIX U HE BKIKOYEHHbIX B ONUCK),
NMEILLNXCA B HaNMuum en.xp.

(konnyecTBO)

8. XapakTepucTtuka ycrioBumn XxpaHeHns



[MpoBepky nponssoannu:

HanmeHoBaHue

JOIKHOCTEN

paboTHMKOB Mognucum Pacwundposka nognucen
®opmat A4 (210 x 297)

MpunoxeHne Ne 4
Knn. 2.43, 3.15 MNpaBun

HanmeHoBaHuMe opraHm3auunm

AKT YTBEPXOAHIO
Ne PykoBoguTenb opraHmsaunm
Mognucob Paclwmndposka
0 TEXHUYECKMX oLInbKax B noanucu

YYETHbIX OOKYMEHTaX

®oHA Ne HaTa

HasBaHue oHaa

B xoge BbinonHeHUs oBHapyXeHbl TEXHUYeCcKne

owmnbKn B 3anmcsax

Ha3Banne noxymenrta Cymecryomas 3anuch Ciiegyer 3anucarb
1 2 3

B pesynbTaTte KoNM4YecTBO eAMHUL, XpaHEeHNUs1 YBENUYMIOCH (YMEHbLUMIOCH)

Ha en. xp.

(umdbpamu, nponuceo)

MpumeyaHus:


https://www.garant.ru/products/ipo/prime/doc/71083090/#10243
https://www.garant.ru/products/ipo/prime/doc/71083090/#10315

HanmeHoBaHne gomkHOCTM paboTHMKa MNognuck Pacwundposka nognucu
M3meHeHns B y4eTHble JOKYMEHTblI BHECEHbI
HanmeHoBaHne JOmKHOCTU
paboTHMKa apxuBa Moanuck Pacwumdposka nognucu
®opmaTt A4 (210 x 297 mm)

MpunoxeHne Ne 5
Knn. 2.43, 3.15 lNMpasun

HanmeHoBaHue opraHunsauunm

AKT YTBEPXOAHIO
Ne PykoBoguTenb opraHusaunm
Mognucob Paclwundposka
06 0BGHapy>XeHUN JOKYMEHTOB noanucwu

(He oTHOCALMXCA K AaHHOMY
doHAY, HEYYTEHHbIX) HaTta

B xone

(Bug pabothbl)

obHapyxeHo
(B doHAae, xpaHunuuie, pabovyem nomeLeHmm)
Ne  3arosioBoxk Iudgp Kpaiinne KoumuecTBo K xaxomy IIpumeyanus
n/n em. xp. (ecu AaThl JIUCTOB (00beM, donny
€CTh) Mo) OTHOCHTCSA
1 2 3 4 5 6 7
NToro obHapyxeHo AOKYMEHTOB
(umdbpamm 1 NponuckHo)
HaunmeHoBaHWe JOmMKHOCTU paboTHMKa Moanucb Pacwwndposka

noanmcu
MN3MeHeHUs1 BHECEHbLI B YY4E€THbIE OOKYMEHTDI.

HanmeHoBaHMe AomKHOCTHU


https://www.garant.ru/products/ipo/prime/doc/71083090/#10243
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paboTHUKa apxmBa Mognucob Pacwundposka
noanvcu
®opmat A4 (210 x 297 mm)

MpunoxeHue Ne 6
Knn. 2.44, 3.15, 4.32, 6.8 Npasun

HanmeHoBaHuMe opraHm3auunm

AKT YTBEPXIOAHKO
Ne PykoBoguTenb opraHusaunm

Mognucob Paclwundposka

00 yTpaTte OKYMEHTOB nognucu
Jata

doHp

Ne

(Ha3BaHue cboHaa)
B pesynbTtarte YCTaHOBJIEHO OTCYTCTBME B hOHAE

nepeyvyncneHHbIX HWXxXe gen, npeanpuHATble apXmBoM MeEPbI MO  PO3bICKY Aer

NONOXUTEJbHbIX pe3yNbTaTOB HE Aalin, B CBA3N C YEM CHUTAaeM BO3MOXHbIM CHATb

C yyera:
Ne Omucr En. 3aronosoxk Kpaiinne KoiuvecTBo IIpeanosaraemsle
n/m Ne Xp.  en. xp. AAThI JIUCTOB (00BeEM, NPUYMHBI OTCYTCTBUSA
Ne MGo)
1 2 3 4 5 6 7
NToro en. Xp.

(umdbpamu 1 Nponmcbio)
CopepxaHue yTpadeHHbIX JOKYMEHTOB MOXEeT ObiTb 4aCTUYHO BOCMOSHEHO

crneaylwumMmn eq. xp.:

(HOMepa ef. Xp. U UX rPynnoBbI€ 3arofI0BKM)
HanmeHoBaHWe JOMKHOCTH
pyKoBOAUTENS apxuBa Moanucb Pacwundposka nognucu

(NM1ua, OTBETCTBEHHOIO 3a apXmB)


https://www.garant.ru/products/ipo/prime/doc/71083090/#10244
https://www.garant.ru/products/ipo/prime/doc/71083090/#10315
https://www.garant.ru/products/ipo/prime/doc/71083090/#10432
https://www.garant.ru/products/ipo/prime/doc/71083090/#1068

COIrMACOBAHO* COIMACOBAHO
MpoTtokon JIMK apxnMBHOro yupexaeHns MpoTtokon LI3K (3K) opraHnsauymm

oT Ne oT Ne

M3mMeHeHns B y4eTHblE JOKYMEHTbI apXuBa BHECEHDI.
HavnmeHoBaHue fOMKHOCTH
paboTHMKa apxmBa Mognucob Pacwundposka nognucum

®opmaTt A4 (210 x 297 mm)

* Ecnun He obHapyXeHbl Aena NOCTOSAHHOrO XpaHeHMs.

Mpunoxexne Ne 7
Kn. 2.47 MNMpaBwun

HanmeHoBaHuMe opraHm3auunm

KAPTA-SAMECTWUTEIb OENA

[eno

(Ne n HasBaHue)
Onucb

(Ne 1 Ha3BaHue)
doHa

(Ne 1 Ha3BaHue)

BblgaHo BO BpeMeHHOoe norb3oBaHue (YMTanbHbIv 3an):

Ne n/m®.U.0. Hara Hara MMognucek IMoamucen
MoJIb30BaTeJIst BbIIaYM  BO3BpPaTa  BbIIABILIErO J1€J10 MOJYYHBIIEro Jes10
1 2 3 4 5 6

®opmaTt A4 (210 x 297 mm)

MpunoxeHue Ne 8
Knn.2.47,4.19, 4.21, 4.23 lNpasun

NNCT-3ABEPUTEIb OENA Ne

B nene nogwmTo n npoHymMmepoBaHo NMCTOB
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(undppamm 1 nponuceio)

c Ne no Ne , B TOM 4uncne:

NUTEPHbIE HOMepa NIMCTOB ;

nponyLweHHbIe HOMepPa JINCTOoB

+ NTNCTOB BHyTpeHHeVI onncun

OcobenHocTH pu3nIecKOro cocrosinusi U popmuposanus aeja Homepa nucros
1 2

HanmeHoBaHWe JOMKHOCTU
paboTHuKa Mognuckb Pacwudposka nognucu
Jarta

®opmaTt A4 (210 x 297 mm)

MpunoxeHne Ne 9
Kn. 2.47 MNMpaBun

HanmeHoBaHve opraHusaumm
NMCT NCNONb3OBAHMA NOKYMEHTOB

doHp Ne Onwucb Ne Jeno Ne

3aronoBok gena

JlaTa ucnmosib30BaHus Komy Xapakrep Ne ncnoan3zopann Iloanuch Jauna,
BBIJAHO: MCIO0JIL30BAHH BIX JIUCTOB HCIO0JIL30BaBIIIE
bamunus, = ro J1eJ10

HHUIUAIBI (KOMUPOBaHUE
(pa3bopyuB , BHINUCKH,
0) NMPOCMOTP)
1 2 3 4 5

dopmat A4 (210 x 297 mm)

MpunoxeHue Ne 10
Kn. 2.46 MNMpaBun

HanmeHoBaHve opraHusaumm
AKT

Ne

O Bblaa4vye gen BO BpeMeHHOE nosib3oBaHne


https://www.garant.ru/products/ipo/prime/doc/71083090/#10247
https://www.garant.ru/products/ipo/prime/doc/71083090/#10246

(HaumeHoBaHMe opraHusaumm,
ee agpec, NOYTOBLIN MHAEKC)

OcHoBaHue

[ins kakon uenu BblaatTcs ea. xp. 13 hoHaa Ne

(HasBaHue doHaa)

Ne  Omnucs Epn. xp.3aronoBok ea. Kpaiitnue  KosmuecTBo JucTOB, Mpumeyanue
n/n Ne Ne Xp. AAThI dopmart (06em, M0O)
1 2 3 4 5 6 7

Bcero BblgaeTtcs ea. xp.,

(umdbpamm 1 NPONKUCHIO)

CPOK BO3BpaLleHund

[ena BblaaHbl B YNOpsiAOYEHHOM COCTOSIHUM, MOALIWTLI, B OBMoXkax, c
NMPOHYMEpPOBaHHbLIMU NTUCTaMU U 3aBEPUTENBHBIMU HAAMUCAMU.

MonyyaTenb 06A3yeTcs He NPeaoCcTaBnATb Aena, Nofy4YeHHblE BO BPEMEHHOE
nonb3oBaHMe, MOCTOPOHHUM NLIAM, He BblgaBaTb MO HUM KOMWIA, BbIMUCOK U
cnpaBoK, He Ny6nnkoBaTb JOKYMEHTbI 63 paspelleHns opraHu3auuu, BblaaBLUein
aena.

MonyyaTtenb 06a3yeTcsa BepHYTb Aena B apXuB OpraHn3aLmm B ykasaHHbIN B
aKTe CpOK.

MonyyaTtenb npeaynpexaeH o6 OTBETCTBEHHOCTM MO 3aKOHY B Criyyae yTpaTbl

nnn nospexaeHma noriy4eHHbIX BO BpeMeHHOe noJyib3oBaHne aern.

HanmeHoBaHne JOMmKHOCTU HanmeHoBaHmne gormkHOCTH
PyKOBOOUTENS OpraHmM3aunu, pykoBoauTens
BblgatoLLen aena opraHusauuu-nony4varens

Mognuce  Pacwwmdposka Moanucb Pacwwndposka



nognucu nognucu

Hata Harta

MeyaTb opraHMsayum MeyaTb opraHn3aumnmn
®opmaTt A4 (210 x 297 mm)

Mpunoxexne Ne 11
kK nn. 3.6, 3.15 MNpasun

(HanmeHoBaHWe opraHu3awmmn)

(HasBaHWe apxuBa opraHusauum)
KHUTA

ydqyeTa NoCTyrnjieHnda n BbIObITUS Aen, OOKYMEHTOB

Tom Ne
Hauat
OkoHueH
dopmat A3 (297 x 420 mm)
NJara Hamme Hamme Ha3 I'ogbr Bua Iloctyniienne BrpiObiTHE Heonuca IIpum
MOCTY HOBAHU HOBAHM BAH IOCTY HOCH ONHMCAHHBIX ONMHUCAHHBIX HHBIX  €4YaHH
I IJICHH € e, He H NMUBII Tejisl JOKYMEHTOB AOKYMEHTOB aeu, e
/ Aam  opraHu HOMep HOM MX * KomnyectBo en. Konuyectso €. AOKYMEH
Il BHIOBI 3aMU W 1aTa ep WJIH XP. Xp. TOB,
THS  (CTPYK A0KyMme (pOH BBIOBI JIUCTOB
AOKY TYPHOI HTA, 110 1a  BIIMX IIOCTO BPEM IIO0 IIOCTO BPEM IO TIOCT BHI
MEHTO 0 KOTOpO AOKYM SIHHOT €HHO JIMY STHHOT €HHO WY YT ObI
B noapa3 My CHTOB 0 ro HOM 0 ro HOM 0 (e}
ACJICHU MOCTYII o XpaHe (CBBl Yy  XpaHe (CBBI Y
s, HJIH OIMUCH HUYg 1€ CcOC HUA 1Ie  CcoC
Juna, Win 10 TaB 10 TaB
apXxuBa BbIOBLI Jaer) 'y JeT) 'y
),or W
KOTOpPO A0KyMe
i HTbI
MoCTyI
W
(mum
BbIOBLI

u)


https://www.garant.ru/products/ipo/prime/doc/71083090/#1036
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TOKyMe

HTbI
12 3 4 5 6 7 8 9 10 11 12 13 14 15 16
Ntoro B rogy nocTtynuno ef. Xp., B TOM yncne: Ha GymakHOM
HocuTene )
(umdbpamm 1 nponuceio) (uncppamm 1 nponuceto)
3NEKTPOHHbIX , ayANOO0KYMEHTOB
(umdppamm 1 nponuceio) (umdppamm 1 nponuceto)
BNOEOLOKYMEHTOB

(umdppamm 1 nponuceto)

NnoKasblBalOTCS pasgesibHO UTOroBble AaHHble no rpadam 8, 9, 10, 14 KHuru;

BbIObINO el. Xp., B TOM Yncne: Ha GymakHoM
HocuTene ,
(undbpamm 1 nponuceto) (umdbpamm 1 nponucelo)
SNEKTPOHHbIX , ayANOO0KYMEHTOB
(umdbpamm 1 nponuceto) (umdbpamm 1 nponuceio)
BUOEOLOKYMEHTOB

(umdbpamm 1 nponuceto)
nokasblBalTCA pa3fesibHO UTOroBble AaHHble no rpadam 11, 12, 13, 15.

HanmeHoBaHMe JoMmKHOCTU NnLa,

COCTaBMBLLErO UTOrOBYIO rOO0BYHO 3arnuchb MNognuck Pacwundposka
noanucu

HanmeHoBaHne AomKHOCTH pyKOBOOUTENA apXuBa

(nMMua, OTBETCTBEHHOrO 3a apXxuB) Moanucb Pacwudposka
noanucum

JaTta

®opmat A3 (297 x 420 mm)
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* B rpadbe ykasbiBaeTca Bua Hocutens (BH - gokymeHTbl Ha BymaxkHom HocuTene, O[] -
9MNEKTPOHHbIE JOKYMEHThI).

MpunoxeHne Ne 12
K nn. 3.6, 3.15 MNpasun

HanmeHoBaHue opraHusaumm
CrncoK o0OHO10B

Tom Ne

Hauat

OKoHYeH

®opmaTt A4 (210 x 297 mm)

Ne ¢onpna/laTa nepsoro Ha3zpanue Otmerka o BbIObITHM oHAa  [Ipumeuanue
MOCTYIJICHUS (ponna Kyna  Jlara u Ne nokymenra,
JAOKYMEHTOB (honma BBIOBUI HAa OCHOBAHHUH KOTOPOTO
BBIOBLT
1 2 3 4 5 6
Ha 01.01. roga B CrMCoK BKITOYeHbl ooHabl ¢ N no Ne
N3 Cnmncka UCKn4veHbl poHabl ¢ Ne no Ne
Bcero xpaHutca B apxmee ¢OHA0B, U3 HUX:

(umcbpamu 1 NponuckHo)

coaepxXaT 0co60 LieHHble aena.

(undbpamm 1 nponuckto)
Homepa cBoboaHble:
Howmepa BbibbIBLUNE (NEpedaHHbIe):
HanmeHoBaHue gomKHOCTM paboTHMKa
apxuBa, COCTaBUBLLENO ro4oBYH
NTOrOBYIO 3amnuchb Moanucek Pacwwudposka nognucum
HanmeHoBaHue JOMKHOCTH
pykoBoAUTENs apxmea (nuua,
OTBETCTBEHHOIO 32 apXxumB) Mognucob PacwundpoBka nognucum

Hata
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®opmaTt A4 (210 x 297 mm)

Mpunoxexue Ne 13
K nn. 3.6, 3.15 MNpasun

JINCT ®OHAOA Ne

(MecToHaxoxgeHue oHaa (HaMMeHoBaHue

opraHusauuu, rae xpaHurtca oHa) AOKyMeHTOB dooHaa)
Kpaiinue narel kaxkaoro Haspanus ¢ponaa Hazsanue ponaa
1 2

1. Y4yeT HeonncaHHbIX AOKYMEHTOB

Jlata  Ha3zBanme, Ne u gara Br10bITHE
3allMCH AO0KYMEHTa, 110

KOTOPOMY NOCTYITHJIHN

Hocrynienue

HJIM BBIOLLIA nen ATkl nen
AOKYMEHTbI
1 2 3 4 5 6

2. Y4eT onncaHHbIX JOKYMEHTOB

JaTrHo I' Ha3Ba Iloct BpiObITHE
a Me 0 HMe YIOHJI
3am p 1 ONKCH O ef.

Hanunume (ocTaTok)
B Tom umncne:

B Tom
HCH OII HJIN Xp. OcHOBA were 1o JINYHOMY
HCH AHHOT Hue OTIHCSM COCTaBY
Aex  anuu BBIOBIT ’ U3 HUX I10
OKVM YTBEPKJICH
AOKY Konwu us Konnu Kpa OIHCSM,
CHTOB HbiM OIIK. N
ecTBO (Ha3BaH €CTBO WHHU YTBEPKIEH Kpa
KOJINY |,
el. Xp. ue, en. xp. Komuue  HbIM DIIK . i
Aata,  Kosmy Kpa CCTBO /AT KOIMKpa .
Ne 1ok ecreo iiHn e1. Xp.bl  ecTBO HHHM Xp' naT
YMEHTA ef. Xp e en. ex e B 3
Jat Xp. Xp. jar
bl bl
1 2 314 5 6 7 8 9 10 11 12 13 14 15 16

®dopmat A4 (210x297 mm)

MNpunoxeHne Ne 14
K nn. 3.6, 5.5 MNpasun
HanmeHoBaHue opraHusaumm YTBEPXOAIO

PyKOBO,EI,VITeJ'Ib opraHn3aumn

(daTa nepsoro noctynneHus

Hanunuue
(ocTaTok)

KomuuectBo Kpaithue KonuuectBo Kpaiinue Bcero nen
JIaThl

NMOCTOAHHOI'O XPpAaHCHUA I1O
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doHp Ne MNMognuck Paclwungposka
nognucu

OlNMMCb Ne Jarta

Aen NOCTOSIHHOrO XpaHeHus

3a rog

Ne i/m Unpexc nena3aronosok geina Kpaiinue narel Kosmmuecrso jucros Ilpumevanue
1 2 3 4 5 6
Haspanue paznena

B maHHbIM pa3zgen onnucmn BHECEHO gen,

(umdbpamm 1 Nponucbto)

c Ne rno Ne , B TOM Yucne:

NUTEpPHbIe HoMepa:

nponyLleHHble HoMepa:

HanmeHoBaHne JOImKHOCTU
COCTaBUTENS Onnucu MNoanucob PacwmdpoBka nognucum
HanmeHoBaHMe AomKHOCTHU

PYKOBOAMTENS apxuBa (nuua,

OTBETCTBEHHOIO 3a apXxuB) Moanuce PaclumndpoBka nognucu
COIMACOBAHO YTBEPXOEHO

MpoTtokon L3K (3K) opraHmsaumm MpoTtokon 3K apX1BHOro yypexaeHns
oT Ne oT Ne

®opmat A4 (210 x 297 mm)

MpunoxeHue Ne 15
kK nn. 3.6, 5.5 MNpaBun

HaumeHoBaHWe opraHusauuu

®oHa Ne YTBEPXOAHIO

OlNMNCb Ne PykoBoguTtens opraHmMsaumm
Aen no NMM4YHOMy COCTaBy

Moanuck Pacwundposka
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3a roq noanucu

JHaTta
Ne n/mAnpexc  3arosoBoxk  Kpaiinme  Cpok KoimuecTBo IIpumeyanue
aeJia aesa AAThbl XpaHeHHsd  JIMCTOB
1 2 3 4 5 6 7
B maHHbIM pasgen onucn BHECEHO nen,

(umdppamm 1 nponuceto)

c Ne rno Ne , B TOM 4ucrne:

NUTEpPHble HoMepa:

NponyLlEHHbIE HoMepa:

HanmeHoBaHmne AomKHOCTHU
cocTaBuUTENS Onucu Mognucek Pacwundposka nognucum
HanmeHoBaHne AomKHOCTHU

pykoBoauTens apxuea (nvua,

OTBETCTBEHHOrO 3a apxmB) Mognucob Pacwundposka nognmcu
COI'TIACOBAHO YTBEPXOEHO

MpoTtokon L3K (3K) opraHmsaumm MpoTtokon 3K apX1BHOro yypexaeHns
oT Ne oT Ne

®opmaTt A4 (210 x 297 mm)

MpunoxeHne Ne 16
kK nn. 3.6, 5.5 MNpaBun

HanmeHoBaHue opraHusaumm
doHa Ne YTBEPXOAKO
OlNMNCb Ne PykoBoguTenb opraHmMsaumm

Aen BpeMeHHbIX (cebiwe 10 ner)

CPOKOB XpaHeHus Moanucb Pacwndposka
noanucu
3a rog Jata

Ne  Hupexkc  3aronoBoxk  Kpaiinme Cpok KosnnuectBo IIpumeyanue
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n/m naejaa neJia JaThI XpaHeHus JHUCTOB
1 2 3 4 5 6 7

B maHHbIM pasgen onucn BHECEHO aern,

(umdppamm 1 nponuceto)

c Ne rno Ne , B TOM 4uncne:

NUTEpHble HoMepa:

NponyLlEHHbIE HoMepa:

HanmeHoBaHue fOMKHOCTH

COCTaBUTENS ONucun Mognuce PacwmdpoBka nognucum
HanmeHoBaHne JOImKHOCTU

pykoBoaUTENs apxmea (nuua,

OTBETCTBEHHOIO 3a apxmB) Mognucob Pacwundposka nognmcu
COIrMACOBAHO

MpoTtokon LWSK (3K) opraHmsaumm

oT Ne

®opmaTt A4 (210 x 297 mm)

MpunoxeHue Ne 17
kK nn. 3.6, 4.19, 5.5 MNpasun

HanmeHoBaHue opraHusauumm YTBEP>XOALO

PyKOBO,EI,VITeJ'I b OpraHmn3aunn

doHp Ne Mopgnuck Pacwundposka
noanucu
OlNMNCb Ne [ata

ANEKTPOHHbBIX Aer, JOKYMEHTOB
MOCTOSIHHOIO XpaHeHus
3a rog,

Ne i/m Mnpexc aena3aronosok gena Kpaiinue naret O0bem, M0 Ilpumevanus
1 2 3 4 5 6

B gaHHbIM pa3gen onnucm BHECEHO nen,
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c Ne rno Ne

(umdbpamm 1 NPONUCHIO) (umdopamm 1 NPoONUCHIO)

obbemMoMm MO.

HanmeHoBaHme omKHOCTHU
COCTaBUTENS ONnUcKU Mopanucob PacwmdpoBka nognucum
HanmeHoBaHne JOmKHOCTU

pykoBoauTens apxuea (nvua,

OTBETCTBEHHOrO 3a apXxmB) Mognucob Paclwundposka nognmcu
COITIACOBAHO YTBEP>XXOEHO

MpoTtokon LWSK (3K) opraHmsaumm MpoTtokon JIK apX1BHOro yypexaeHns
oT Ne oT Ne

®opmat A4 (210 x 297 mm)
MPUNOXXEHME K OINMUCK Ne
9MNEKTPOHHbIX Aen, AOKYMEHTOB NMOCTOSAHHOIO
XpaHeHus
3a rog
PeecTp OOKYMEHTOB (KOHTEMHEPOB 3NEKTPOHHBLIX OOKYMEHTOB) 3MEKTPOHHOMO
aena:*

Ne eq.xp. no onucu Wnpekc pena

3aronoBok gena

Jdara nokymenrta Per. Ne nokymenta Hanmenosanune nokymenta Oo6bem, Mo Ilpumeuanus
1 2 3 4 5

HanmeHoBaHWe JOMKHOCTH
cocTaBuTens onucu Mognuce Pacwmdposka nognucu

®opmat A4 (210 x 297 mm)

* CocTaBnseTcs Ha Kaxgoe ANEKTpPOHHOE Aeno.
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MpunoxeHne Ne 18
knn. 3.6, 4.19, 5.5 NMpasun

HanmeHoBaHuMe opraHm3auunm YTBEPXOARO

PykoBoauTernb opraHnsauum

doHa Ne MNMognuck Pacwundposka
noanucu
OlNMNCb Ne [ata

ANEKTPOHHbIX Aen, JOKYMEHTOB BPEMEHHDbIX

(cBblwe 10 neT) CPOKOB XpaHeHUA

3a roq
Ne  Hupekc 3aroJi0BoK Kpaiinune Cpok Oo0bem, Ilpumeuanus
n/mn  geia aesaa JaThl XpaHeHus Mo
1 2 3 4 5 6 7
B oaHHbIV pa3fen onucu BHECEHO aen,
¢ Ne no Ne
(umdbpamm 1 NPoONUCHIO) (umdbpamm 1 NPoONUCkIO)
ob6bemom M6.

HanmeHoBaHne JOmKHOCTU

COCTaBUTENS ONncHn Mognuck PacwmdpoBka nognucum
HanmeHoBaHne JOmKHOCTU

pykoBoauTensa apxuea (nvua,

OTBETCTBEHHOrO 3a apXxmB) Mognuck PacwundgpoBka nognucum
COIMACOBAHO

Mpotokon LI3K (BK) opraHunsaumm

oT Ne

®opmaTt A4 (210 x 297 mm)
MPUNOXEHWE K OMNUCK Ne
SNEKTPOHHbIX AeN BPeMeHHbIX

(cBbiwe 10 NeT) CPoOKOB XpaHeHUs
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3a rog
Peectp OOKYMEHTOB (KOHTEMHEPOB 3MEKTPOHHbLIX OOKYMEHTOB) 3NEKTPOHHOMO
agena:*

Ne ef.xp. no onucu NHaekc pena

3aronoBok gena

Jarta nokymenra Per. Ne nokymenTa Hanmenoanmne nokymenra Oonem, M0 Ilpumeuanus
1 2 3 4 5

HanmeHoBaHne OomkKHOCTH
cocTaBuTend onncu MNoanuck PaCLLII/I(prBKa noanmcu

dopmat A4 (210 x 297 mm)

* CocTaBnseTcs Ha KaXxgoe 3f1eKTpOHHOe Aeno.

MpunoxeHne Ne 19
knn. 3.6, 3.11, 3.15 MNMpasun

HanmeHoBaHue opraHusaumnm
PEECTP OMNUCEW

Hauat

OKOHYeH

®opmaTt A4 (210 x 297 mm)

Ne Ne Ne Hassan Koauyecrso aen B onucu  Kpaitn Koanuecr Kosmmuecr Ilpumeua

n/ (l)OH)l omnuc ue IOCTOSIHH BPEMEHHO I10 ue BO BO HHUE
n a " OIMCH  OrOo ro JIUYHO AAaThl JIUCTOB B JIK3eMILIS
XpaHeHusi (CBbIIE MY O CH POB onucH
10 meT) cocraB
XpaHEHHUS y
12 3 4 5 6 7 8 9 10 11
Bcero xpaHutcs B apxmse onucemn, n3 HNX

(umcbpamu 1 nponuckHo)

NOCTOAHHOIO XpaHeHuA

(umbpamm 1 nponuckto)

BPEMEHHOro xpaHeHus (cebiwe 10 ner)
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(umdbpamm 1 Nponuckio)

no NIMYHOMY COCTaBy

(umbpamu 1 nponuceto)

B TOM 4ucne nocrtynmmo B rogy onucen

(umdbpamm 1 NponmcbHo)

B TOM ymncre BbIObIO B rogy onucen

(uncbpamm 1 nponuckto)
HanmeHoBaHWe OOMKHOCTM paboTHMKa
apxmBa opraHmsauumn, CoOCTaBMBLLEIO
peecTp onucemn Mognucek Pacwundposka
nognucu
HanmeHoBaHue fOMKHOCTM
pykoBoaUTENs apxmea (nuua,
OTBETCTBEHHOrO 3a apXxmB) Moanucob Pacwundposka
nognucu
Jara
dopmat A4 (210 x 297 mm)

Mpunoxexue Ne 20
K n. 3.15 MpaBwun

YTBEPXOAHIO YTBEPXOAIO
PykoBoauTenb opraHusaumm PykoBoauTenb opraHusaumm
nepearoLen JOKYMeHTbI NpYHUMaroLLEN JOKYMEHTbI
Mognuce  PacwmdpoBka Mognucob Pacwundposka
noanmcu noanucu
Jara MNeyaTb Jata
Mevatb
AKT
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npuema-nepegaym apxmBHbIX

OOKYMEHTOB Ha XpaHeHune

(ocHOBaHuWe nepegayn)

(Ha3BaHve nepegaBaemoro ooHaa)

cpan,

(Ha3BaHue opraHusaunn, nepegaroen JOKYMEHTbI)

MPUHST

(Ha3BaHMe opraHu3auun NpUHUMaroLLEN JOKYMEHTbI)

OOKYMEHTbI Ha3BaHHOIo C*)OHﬂ,a n Hay‘-lHO-CI'IpaBO‘-IHbIVI annapart K HAM:

Ne  Ha3Banue, HOMep KouunyectBo 3x3emiisipoB  KosinvecTBo en.
n/n  omucH onucu Xp.
1 2 3 4

NToro npmHATO

IMpumeuanus

5

en. xp.

Mepenavy npovsBenu: Mpuem npounssenu:

HormxHoctb [lMoanuce PacwudpoBka [JomkHocTb [lognuck PacwumdpoBka

noanucu noanucu
JaTta JaTta

doHay npucesoeH Ne

N3mMeHeHMs B y4eTHbIE JOKYMEHTbI BHECEHBDI.
[omkHOCTb Moanucb Pacwundposka nognucu
Hata

®opmaTt A4 (210 x 297 mm)

MpunoxeHue Ne 21
knn. 3.15, 4.11, 4.13 MNpasun

HanmeHoBaHue opraHusaumm

AKT YTBEPXOAIO
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Ne PykoBoguTtenb opraHmMsaumm

O BblAENEHNN K YHUUTOXEHUIO Moanuck Pacwundposka
apPXUBHbIX JOKYMEHTOB, HE MOANeXaLlmX noanucu
XpaHeHunto Hata

Ha ocHoBaHuu

(Ha3BaHWe 1 BbIXOA4HbIE AaHHbIE NepeYHst JOKYMEHTOB C yKa3aHueM
CPOKOB MX XpaHeHWs)
OTOBpaHbl K YHUYTOXEHUIO KaK He MMEeKLLMe Hay4HO-UCTOPUYECKOW LIEHHOCTU U

yTpaTUBLLUME NPaKTUYECKOoe 3HaYeHne JOKyMeHTbl dooHaa Ne

(HasBaHue coHaa)

Ne n/m3arosioBok nesa I'ogpi Homep Homep KoumnuectBo Cpokn IIpumeuanue
(rpynmnosoit onmucH”* en.xp. ea. Xp. XpaHeHUus 1
3aroJ10BOK no HOMepa
JOKYMEHTOB) OIUCH cTraTed mo
NepevHIo
1 2 3 4 5 6 7 8
WNToro en. Xp. 3a rogbl.

(umdbpamm 1 Nponucbio)

Onucn gen NoCTOAHHOIo XpaHeHnA 3a roabl yTBep>XaeHbl OlK

(HaumeHoBaHVEe apXUBHOTO YUYpeXaeHus )

(npoTtokon ot Ne )

HanmeHoBaHne JOmKHOCTU

pyKOBOAUTENSA apxmBa (nvua,

OTBETCTBEHHOIO 32 apXxumB) Moanuck Pacwundposka nognucu
COI'TIACOBAHO

Mpotokon LI3K (BK) opraHusauum

oT Ne
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,D,OKyMeHTbI B KOnn4yecTBe en. Xp.:

- Ha 6yMa)KHOM HOCUTEeNne BECOM Kr caHbl

Ha YHUYTOXEHNE,

- Ha 3JIEKTPOHHOM HOCUTENE CcAaHbl HAa YHUYTOXEHNE

(cnocob yHN4TOXEHUS)
HanmeHoBaHWe gomKHOCTM paboTHUKA,
cOaBLLero JOKyMEHTb! MNMognucek Paclwundposka nognncu
Jarta
M3MeHeHus B y4eTHblE JOKYMEHTbI BHECEHDI.
HanmeHoBaHue gomKHOCTM paboTHMKa
apxmBa, BHECLLENO N3MEHEHUS
B yYETHbIE AOKYMEHTbI Moanuce  PacwmdpoBka nognucu
Jarta

®opmaTt A4 (210 x 297 mm)

* Mpu BblAENEHNUM K YHUYTOXEHMIO OKYMEHTOB Npv NOAroTOBKE Aen K nepefaye B
apxuB opraHmsauumn, rpadsl 4, 5 He 3anonHsTCS.

MpunoxeHne Ne 22
K n. 3.15 MpaBwun

HanmeHoBaHue opraHunsauunmu

AKT YTBEP>XOAKO
Ne PykoBoguTtenb opraHusaumnm
0 HencnpaBMMbIX MOBPEXOEHNAX Mognuce  Pacwwndposka
apXMBHbIX JOKYMEHTOB noanucu
Hata
®doHa Ne

(HasBaHue doHaa)
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B doHae o6HapykeHbl JOKYMEHTbI, MPU3HaHHbIE HEUCMPABUMO NOBPEXAEHHbIMU:

Ne n/mOnucy Ea. 3arojiosok Kpaiinue KounuecTBo CymHocThb U
Ne Xp. TMOBPEXKIEHHBIX €. JAaThl JUCTOB (00beM, TNPUYUHBI
Ne  xp. Mo) MOBPeKIAEHUS
1 2 3 4 5 6 7

NToro o6HapyxeHo HencrnpaBUMO NOBPEXAEHHbIX

en. xp.

(umcbpamu 1 Nponucbio)

MepeyncreHHble eq. Xp. NoAanexaTt CiucaHuio BBUAY:

HanmeHoBaHne OomKHOCTHU

PYKOBOAMTENS apxuBa (nuua,

OTBETCTBEHHOIO 3a apXxuB) Moanuce  PaclumdpoBka nognucu
COIMACOBAHO COIMACOBAHO*

MpoTtokon L3K (3K) opraHmsaumm MpoTtokon 3K apX1BHOro yypexaeHns
oT Ne oT Ne

M3meHeHus B y4eTHblE JOKYMEHTbI apXvMBa BHECEHDI.

HanmeHoBaHWe OomKHOCTM paboTHUKA,

BHECLLEro N3MEHEHMUS B YY4ETHble AOKYMeHTbl  lMognuck  PaclumdpoBka nognucu
Jara

®opmaTt A4 (210 x 297 mm)

* [INA AOKYMEHTOB, BKMOYEHHbIX B cocTaB ApxvmBHOro ¢oHaa Poccunckon
depepaunu

MpunoxeHue Ne 23
Knn.4.11, 4.31 MNMpaBun

HaunmeHoBaHWe opraHmsaumm
HavmMeHoBaHWe CTpyKTypHOro

noapasaeneHuns
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OlNMNCb Ne

aen
Ne  Huaexc  3aronoBok  Kpaiinue Cpok KoimuecTBo IIpumeyanue
n/n aeaa JeJya JI1aThl XpaHeHus ™ JHCTOB
1 2 3 4 5 6 7
HaszBanue pasnena
B naHHyt0 onncb BHECEHO aen
(umdbpamm 1 NponuceHo)
C Ne no Ne , B TOM 4ucre:
NUTEpHbIE HOMEpa:
nponyLleHHble HoMepa:
HanmeHoBaHne JOImKHOCTU
PYKOBOAUTENS CTPYKTYPHOTO
nogpasgeneHus MNognunck Pacwundposka nognucu
Jarta
COI'TIACOBAHO COI'TIACOBAHO**
HanmeHoBaHMe OOMKHOCTH MpoTokon 3K CTPyKTYpHOro
pykoBoauTens cnyxosl JOY nogpasneneHns
Mognuce  Pacwundposka oT Ne
Mopgnucn
JaTta
Mepepan aen
(umdbpamm 1 NpPonUCkbIo)
7 PErMcTPaLMOHHO-KOHTPOSbHbIX KapTOTEK K JOKYMEHTaM.
(umdbpamu 1 NPoNUCHIO)
HanmeHoBaHve JomkHOCTM paboTHMKa
CTPYKTYPHOro nogpasgeneHuns Mognucb PacwundpoBka nognmcu
MpuHan aen
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(umdbpamm 1 Nponucklo)

n perncTpaunoOHHO-KOHTPOJIbHbLIX

(undbpamm 1 nponuceio)
KapTOTEK K LJIOKYMEHTaM.
HavnmeHoBaHue fOMKHOCTH
paboTHMKa apxmBa Mognucob Pacwundposka nognucum
Jata

®opmat A4 (210 x297 mm)

* [padba onyckaeTcs B ONUCK Ae1 NOCTOSIHHOIO CpoKa XpaHeHus:.
** Mpn Hanuumn SK CTPYKTYpHOro nogpasaeneHns

MpunoxeHne Ne 24
knn.4.11, 4.31 MNpaBun

HanmeHoBaHuMe opraHm3auunm
®oHa Ne

OlNMNCb Ne

9MNEKTPOHHbIX Aen, AOKYMEHTOB

Ne i/m Mnpexc nena3aronoBok gena Kpaiinue narer” O6bem, M0 [Ipumeuanns
1 2 3 4 5 6
HaumenoBanue pasnena

B naHHbIM pa3gen onucy BHECEHO aen,

(umdppamm 1 nponuceio)

c Ne no Ne

obbemMom M60.

HanmeHoBaHue JOMKHOCTH

pyKoBOOUTENS CTPYKTYPHOrO

nogpasgeneHna Mognucob Pacwundposka nognncu
Jara

COIMACOBAHO COIMACOBAHO**
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HanmeHoBaHne JOmKHOCTU MpoTokon 3K CTpyKTYpHOro

pykoBoauTens cnyxobl JOY nogpasgeneHus
Mognuce  PacwudpoBka oT Ne
Mognucu
Hata
Mepenan aen

(umdbpamm 1 Nponmcbio)

n perncTpaumOHHO-KOHTPOJIbHbIX KAapPTOTEK K AOKYMEHTaMm,

(umdbpamm 1 nponuceto)

obobemMom M60.

HavmeHoBaHWe JomMKHOCTM paboTHMKa
CTPYKTYPHOro noapasaeneHus Moanucb PaclmndgpoBka nognmcu

MpuHan aen

(undppamm 1 nponuceto)

n perncTpauMoOHHO-KOHTPOIbHbLIX

(undbpamm 1 nponuceto)

KapTOTEK K JOKYMeHTaM, 06 beMOM M6.

HavmeHoBaHWe [OMKHOCTM
paboTHMKa apxmnBa Mognucob Pacwundposka nognucum
[arta

®opmaTt A4 (210 x 297 mm)
NPUNOXEHUE K OMNCKU Ne

QNEKTPOHHbIX AeNl, JOKYMEHTOB

PeecTp 0OKYyMEHTOB (KOHTEMHEPOB 3MEKTPOHHbLIX [OOKYMEHTOB) 3MEKTPOHHOro
fena:*

Ne eq.xp. no onucu Wnpekc pena

3aronoBok gena
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Jara noxymenra Per. Ne nokymenta HaumenoBanue nokymenta Oonem, Mo [lpumevyanust

1

2 3 4 5

HanmeHoBaHne OomKHOCTH

cocTaBuUTENS ONucu MNMognucek Pacwwndposka nognucum

®opmat A4 (210 x 297 mm)

CocTaBnsieTca Ha kaxgoe AJIEKTPOHHOE Aeno.

*

Qa@a onycKkaeTcA B onncun e rnoCTtoAHHOIro Cpoka XpaHeHu4.

** MNpun Hanu4mm 3K CTpyKTYpHOro noapasaeneHns

MpunoxeHne Ne 25

K

n. 4.18 MNMpasun

HanmeHoBaHue opraHmnsauunmu

HOMEHKIIATYPA OEN YTBEPXOAIO

PyKOBO,D,VITeJ'I b OpraHmn3aunn

Mognucob Paclwmndposka
Ha rog nognmcu
JaTta
HNuaexc 3aroJjioBok KoanuectBo  Cpok xpaHeHnusi U Ne cTaTbu 1o
aeJia aeJia aen MepeyHIo
1 2 3 4

HaszBanue paznena

HanmeHoBaHne OomKHOCTH

pykoBoautens cnyxosl JOY

(o]

praHusauum Moanuck Pacwwndposka nognucu

Busa pykoBOOUTENA apXunBa

(Mua, OTBETCTBEHHOrO 3a apXxumB)

COI'TIACOBAHO COIMACOBAHO
MpoTokon LI3K (3K) MpoTokon 3K apxmMBHOro yupexaeHus
oT Ne oT Ne

NTorosas 3anucb o KaTteropumax n Kkonnvyectee ger, 3aBeeHHbIX B rogy

IIpumeyanue

5
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B OpraHun3auunm

IIo cpokam xpaHeHnust Bcero B Tom uucie:

nepexoasuux ¢ orMerkon "IITK"
1 2 3 4
ITocrositHHOTrO

Bpemennoro (cBbite 10 ser)

Bpemennoro (10 10 et BKIFOUUTEIBHO)
HUTOT'O:
HanmeHoBaHne JOmKHOCTU

pykoBogutensa cnyxobel JOY MNognuck Paclwmndposka nognucu
Hata
NToroBsble cBeaeHns nepefaHbl B apXumB.
HaumeHoBaHve [OMmMKHOCTY nuua
nepenasLLero cBegeHnd Moanuck Paclwmndposka nognucu
Jarta

®opmat A4 (210 x 297 mm)

MpunoxeHne Ne 26
K n.4.18 NMpaBwun

HanmeHoBaHue opraHunsauunmu

HavmMeHoBaHMe CTpyKTypHOro

noapasneneHns
HOMEHKIATYPA OEN
Ha rog*

Hupexe  3aronoBoxk  KoamvectBo TomoB  Cpok xpanenusi 1 Ne crarbn IIpumeuyanue

aeaa aena (uacreit) 110 NEePeYHI0
1 2 3 4
Hassanue pasznena

HanmeHoBaHMe OOMKHOCTH

pPyKOBOAUTENSI CTPYKTYPHOrO

nogpasgeneHna MNoanuck Pacwundposka nognncu
[ata

COI'MACOBAHO**

5


https://www.garant.ru/products/ipo/prime/doc/71083090/#10418
https://www.garant.ru/products/ipo/prime/doc/71083090/#26111
https://www.garant.ru/products/ipo/prime/doc/71083090/#26222

lMpotokon 3K CTpyKTYpHOro
nogpasgeneHus

oT Ne

®opmaTt A4 (210 x 297 mm)

* K HOMeHKnaType Aen CTPYKTYpHOro nogpasgesieHmst Mo OKOHYaHUM KarneHaapHoro

rofa CoCTaBrsieTCsl UTOroBas 3anucb No oopmMe, ykasaHHOM B Mpunoxenum 25, u

AenaeTcda OTMeTKa O nepegade UToroebix ceegeHun B cnyxoy [OY opraHmsaumm.
** Mpn Hanu4unmn SK CTPYKTYPHOro nogpasgeneHns.

Mpunoxexue Ne 27
Knn. 4.19, 4.21 MNpaBun

BHYTPEHHAA OMNNCH

AoKymeHToB gena Ne

Ne n/m Perucrpanuonnsr Jlara 3aroJsioBoxk Homep Ilpumeuann
H MHJIeKC JOKYMEHT JOKYMEHT a e
JAOKYMEHTa a a JINCTOB
aeJia
1 2 3 4 5 6
WNToro OOKYMEHTOB.

(umdbpamu 1 Nponucbio)

KonnyecTtBO NUCTOB BHYTPEHHEW ONMnUcH

(undbpamm 1 nponuceto)
HanmeHoBaHMe JOMKHOCTU NnLa,
COCTaBMBLLEr0 BHYTPEHHIOK OMUCb
AOKYMEHTOB Aena Mognuce Pacwwudposka nognucum
Jara
®opmaTt A4 (210 x 297 mm)

MpunoxeHue Ne 28
Knn. 4.19, 4.24 MNMpaeun



https://www.garant.ru/products/ipo/prime/doc/71083090/#10250
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(HaMmeHoOBaHwWe rocygapCcTBEHHOro (MyHULMNANbLHOr0) apxmnea)

(HaumeHoBaHWe opraHusauum)

(HanmeHoBaHWe CTPYKTYPHOro nogpasaeneHuns)

AEJIO Ne TOM Ne

(3aronoBok gena)

(kpanHue patbl)

Ha nucrax
XpaHuTb

o +

1®. Ne !

10n. Ne !

. Ne |

R — +

®opmat A4 (210 x 297 mm)

MpunoxeHue Ne 29
kKn.5.12 Mpasun

HanmeHoBaHue opraHusaumm
CnpaBoyHble faHHble 06 opraHmnsauum Appecart

(noyTOBBIV agpec, TeNnedoH,


https://www.garant.ru/products/ipo/prime/doc/71083090/#10512

TenedgoH/cakc)

APXNBHAA CIPABKA

Ne
(nara)
Ha Ne oT
Teker
OcHoBaHue:

[OmMKHOCTb pyKOBOAUTENS OpraHM3aunm
(MK MHOrO YNONHOMOYEHHOro UM NnLa) Mognuce  PacwmndpoBka nognucu
MNevaTb
damunus ncnonHuTena
Homep TenedoHa
®opmaTt A4 (210 x 297 mm)

MpunoxeHne Ne 30
K. 6.8 MNMpasun

YTBEPXOAIO YTBEPXOAHIO

(HaI/IMeHOBaHI/Ie OOJMKHOCTN pyKoBOOUTENA (HaMMeHOBaHMe OOJDKHOCTU pyKoBOOUTENA

opraHusaumm nepearoLlen JOKYMEHTbl) OopraHusauumn NpuHUMaroLen JOKYMEHTbI)
Moanucek Pacwudposka nognucn  Nognuncb Pacwundposka nognucu
Jara MNeyaTb Jata MNeyaTtb
AKT

Ne

npuema-nepefaym apxmBHbIX

OOKYMEHTOB Ha XpaHeHune

(ocHoBaHWe nepeaayn)


https://www.garant.ru/products/ipo/prime/doc/71083090/#1068

(Ha3BaHue nepegaBaemoro oHaa)

caan,

(HaumeHoBaHWe opraHusaumm, nepenatoLLein JOKYMEHTbI)

(HaMmeHoBaHWe opraHusauun, NPUHUMalrLWen JOKYMEHTbI)
NPUHUMAET Ha rocy4apCTBEHHOE XpaHeHne JOKYMEHTbI U CTpaxoBble KOnuu 3a
(rogpl)
1 CNpaBOYHbIV annapat K HUM:

Ne  Hazsanmue, Homep KoaudecTBo 3x3eMmuisipoB KosimuecTBo eqmHuig IIpumeuanue
n/nm  onucu OnuCH XpaHeHMs
1 2 3 4 6#

WToro npuHaTo ed. Xp.

(umbpamu 1 nponuckio)
Mepenayvy npounasenu: Mprnem npounasenu:
HormxHoctb [lMoanuce PacwwudpoBka [JomkHocTb [lognuck  PaclumdpoBka
noanmcm nognmcu
JaTta JaTta

doHay NpUcBoeH HOMep

M3meHeHus B y4eTHble JOKYMEHTbI BHECEHbI
[omKkHOCTb Moanuck Pacwudposka nognucu
Harta

®opmat A4 (210 x 297 mm)

O630p AOKYyMeHTa

OnpeperneH NOpsiAOK XpaHEeHUs, KOMMMEKTOBaHWS, y4eTa U UCNOMb30BaHUS JOKYMEHTOB
ApxuBHoro poHaa PO n gpyrux nogobHbIX MaTepuanos B opraHax rocBnactu, MECTHOro
camMmoynpasrieHUs U opraHmM3auunsx.



O gokymMeHTax, coaepkaluux roctaviHy, pedb He naeT.

["locopraHbl, opraHbl MECTHOIO CaMoynpaBieHUs MyHULMNanbHOro panoHa, ropoAcKoro
oKpyra v BHYTPMropoacKkoro pavoHa 006s3aHbl co3aaBaTb apxmBbl. s opraHnsaumm - 3To
npaeo.

yperJ'IVIpOBaHbI BOMNPOCHLI Co34aHnNA apXUBHbIX d)OH,EI,OB. rlpeﬂ,yCMOTpeHbl Tpe6OBaHI/IFI K
XpaHunnumwam OKYMEHTOB.

3akpenneHbl npasuna Ncnosib3oBaHNA JOKYMeHToB ApxuBHoOro dpoHga PP n apyrux
apXMBHbIX MaTepuarnoB opraHu3auuu.
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