3apernctpuposaHo B MuHiocTe Poccum 7 ceHTabpa 2015 r. N 38830

MWHUCTEPCTBO KY/IbTYPbl POCCUMCKOWN ®EAEPALUN

MPUKA3
ot 31 mapTta 2015 r. N 526

Ob YTBEPXAEHWUU NMPABUN
OPTAHU3ALUUN XPAHEHUA, KOMIJIEKTOBAHUA, YYETA N UCMOJIb3OBAHUA
AOKYMEHTOB APXMBHOIO ®OHAA POCCUNCKOMN GELQEPALIUM U OPYTUX
APXMBHbIX JOKYMEHTOB B OPTAHAX FOCYAAPCTBEHHOM B/IACTH,
OPTAHAX MECTHOIo CAMOYNPABJ/IEHNA U OPTAHU3ALUAX

B cooTBeTCTBUM C NYHKTOM 2 YyacTu 1 ctaTeu 4, yacTbio 5 ctatbn 14 PepepanbHOro 3akoHa
OT 22 oKkTabpsa 2004 r. N 125-®3 "O6 apxusHom aene B Poccuitckon Pepepaunmn" (CobpaHue
3aKoHogaTenbcTBa Poccuiickoit degepaumm, 2004, N 43, cr. 4169; 2006, N 50, cT. 5280; 2007, N
49, ct. 6079; 2008, N 20, cTt. 2253; 2010, N 19, cT. 2291; N 31, cT1. 4196; 2013, N 7, cT. 611; 2014,
N 40 (u. I1), ct. 5320) n noctaHoBneHnem [MpaButennctea Poccuiickon Peaepaumm ot 20 nons
2011 r. N 590 "O MwuHuctepctee KyabTypbl Poccuiickoir ®Pepepaumn” (CobpaHue
3aKoHogaTenbcTBa Poccuinickon ®epepaumm, 2011, N 31, c1. 4758; N 44, c1. 6272; 2012, N 6, cT.
688; N 17, ct. 2018; N 26, cT. 3524; N 37, cT. 5001; N 39, cT1. 5270; 2013, N 3, cT. 204; N 8§, cT.
841; N 31, ct. 4239; N 33, cT. 4386; N 41, cT. 5182; N 45, c1. 5822; 2014, N 9, c1. 909; N 30 (u. ),
cT. 4305; N 40 (u. lll), cT. 5426, N 48, cT. 6860; 2015, N 2, cT. 491; N 4, c1. 664; N 9, cT. 1339)
NpWKasblBato:

1. YTBEpAMTL NpUnaraembie NpaBuaa OpraHN3aLUMmn XpaHeHUs, KOMMNIEKTOBaHMA, yYeTa U
NCNoNb30BaHUA AOKYMeHToB ApxmBHoro ¢poHaa Poccuiickon Pepepauum n apyrux apxXmBHbIX
OOKYMEHTOB B OpraHax rocyaapCTBEHHOW BAACcTW, OpraHax MEeCTHOro CaMoynpaBiAeHUs W
OopraHusaumsx.

2. HanpaBuTb HacTOALWMN MPUKa3 Ha rocyAapCTBEHHY pernctpaumto B MUHUCTEPCTBO
tocTuumm Poccninckomn ®epepaumu.

3. KoHTpo/b 33 UCNONHEHMEM NPUKa3a BO3N0XUTb Ha NepBoro samectutena MuHucTpa
B.B. Apuctapxosa.

MuHUCTp
B.P.MEANHCKWNI

MpunoxeHne

K NpMKasy MuHucTepcTea KyabTypbl
Poccuitckon depepauunmn

oT 31 mapTta 2015r. N 526

NPABU/A
OPTAHU3ALIMMN XPAHEHWA, KOMMNJIEKTOBAHMSA, YYETA U UCMO/Ib30BAHUSA
JLOKYMEHTOB APXMBHOIO ®OH/IA POCCUIACKOW ®EAEPALMM U APYTUX
APXUBHbIX JOKYMEHTOB B OPTAHAX FOCYAPCTBEHHO B/IACTH,
OPFAHAX MECTHOTO CAMOYMPABJ/IEHUA U OPTAHU3ALUAX



I. OBLLME NONOKEHNA

1.1. Hacrtoawme [lpaBuMna oOpraHM3aUMM XPaHEHMA, KOMMAEKTOBaHMA, ydyeTa WU
NCNO/Ib30BaHNA AOKYMeEHTOB ApxmBHoro ¢poHaa Poccuinckon Pepepaunm n apyrux apxmeHbIX
OOKYMEHTOB B OpraHax rocyAapCTBEHHOM BAACTU, OpPraHax MEeCTHOrO CaMOyMnpaBAeHUA W
opraHu3aumsx (aanee - Hactoawme MpasBuna) paspaboTaHbl B cooTBETCTBUM ¢ PeaepanbHbIM
3aKOHOM OT 22 oKTabpa 2004 r. N 125-93 "O6 apxusHom gene B Poccuitckon deaepaunn’
(CobpaHue 3akoHomaTenbcTBa Poccuiickon depepaunn, 2004, N 43, ct. 4169; 2006, N 50, cT.
5280; 2007, N 49, c1. 6079; 2008, N 20, cT. 2253; 2010, N 19, cT. 2291; N 31, cT. 4196; 2013, N 7,
cT. 611; 2014, N 40 (u. Il), ct. 5320), noctaHoBneHnem MNpasutennbcTBa Poccuinckon Geaepaumnm
oT 15 uioHAa 2009 r. N 477 "O6 yrtBepxkaeHuun [paBua genonpounsBoactsa B dedepasnbHbIX
opraHax mcnonHutenbHoit Bnactn" (CobpaHue 3akoHodaTenbcTBa Poccuitickoit depepaunn,
2009, N 25, c1. 3060); npukasom MWHUCTEPCTBA KYy/IbTypbl M MACCOBbIX KOMMYHUKaLMA
Poccuinckoit Pepepauymm ot 18 aHeapa 2007 r. N 19 "O6 yTtBepxaeHun MpaBun opraHnsaumnm
XPaHEHUA, KOMMNNEKTOBAHMA, y4yeTa M WUCNONb30BaHWA [OKYMEHTOB ApXxuBHOro ¢oHaa
Poccuinckont depepaumm W gpyrux  apxvMBHbIX AOKYMEHTOB B TOCYAAPCTBEHHbIX U
MYHUUMNANbHBIX apXnBax, Mmy3eax n bubamoTtekax, opraHMsaumax POCCUIMCKOM akageMnm Hayk"
(manee - MNpaBuna xpaHeHuAa) (3apeructpupoBaH MwuHioctom Poccum 6 mapta 2007 r.,
perncTpaumoHHbii Homep 9059, "BronneteHb HOPMATMBHbLIX aKTOB deaepanbHbIX OPraHoB
NCNoNHUTeNbHOM Bnactn ot 14 maa 2007 r. N 20"), ¢ U3MEHEHUAMMU, BHECEHHbIMWU MPUKA3OM
MWHUCTEPCTBA KY/IbTYPbl M MAaCcCOBbIX KOMMYHMKaumin Poccuiickon deaepaumm ot 16 dpespana
2009 r. N 68 (3apeructpupoBaH MuHioctom Poccum 5 maa 2009 r., peructpauMoHHbIn HoOMep
13893, "Poccuiickas raseta"” ot 20 maa 2009 r. N 89), npmkazom MuHKynbTypbl Poccum ot 10
ceHTAbps 2007 r. N 1273 "O6 yTtBepKAeHUM GOPM YYeTHbIX U WHbIX [AOKYMEHTOB MO
OpraHM3auum XpaHeHus, KOMMJIEKTOBaHMA, yyeTa U UCMNONb30BaHMUA AOKYMEHTOB APXMBHOIO
doHpa Poccuinckoint depepaumm U APYrux ApPXUBHbLIX OOKYMEHTOB B FOCYAAPCTBEHHbLIX W
MYHULUMMNANbHbIX apX1BaXx, My3eax U bnubnmoTteKkax, opraHnsaumnax Poccuiickoin akagemmnm Hayk"
(3apernctpmpoBaH MuHiocTom Poccum 9 okTabpsa 2007 r., perncTpaumoHHbiii Homep 10291,
"BronneteHb HOPMATMBHbIX aKTOB peaepanbHbiX OPraHOB UCMOJHUTENbHOW BIAaCTM OT 5 HOAGPA
2007 r. N 45").

1.2. [evictBme Hactosawmx lNpaBun He pPacnpocCTPaHAETCA Ha OPraHU3auMIo XpaHeHwus,
KOMMNNEKTOBAHMUA, y4yeTa WM MCNONb30BAaHUA [OKYMeHTOB ApxuBHOro ¢oHaa Poccuiickoi
dPepepaunm M ApPYrMX apxmMBHbIX [LOKYMEHTOB, COAEpPrKallMX CBeAEeHUs, COCTaBaAwLwme
rocyZ,apCTBEHHYHO TaliHy.

1.3. TocypapcCTBeHHbIe OpraHbl, OpraHbl MeCTHOr0 CaMOyMpaBAeHUA MYHWULMMNANbHOIO
paMoHa, ropoACKOro OKpyra U BHYTPUIOpPOACKOro paioHa 06s3aHbl CO34aBaTb apXMBbl B Lesx
XpPaHEeHMA, KOMMNEKTOBAHMA, y4YeTa M WCNONb30BaHMA 06pa3oBaBLIMXCA B MpoLecce WX
0eATeNbHOCTU apXUBHbIX AOKYMEHTOB.

1.4. OpraHusauuu BnpaBe CO34aBaTb APXMBbl B LENAX XpaHeHMA 06pa3oBaBLUMXCA B
npouecce MX AOEATENbHOCTU APXUBHbIX AOKYMEHTOB, B TOM 4YMUCNe B LeNAX XpaHeHua W
MCNONb30BaHMA APXMBHbLIX [AOKYMEHTOB, He OTHOCALWMXCA K [OCYAapCTBEHHOMW WAn
MYHULMNANbHOW COBCTBEHHOCTH.

1.5. 3agaun n OGyHKUMKM apxmBa (LEHTPA/NIbHOrO apxmBa) rocygapCcTBEHHOrO OPraHa,
opraHa MeCTHOro CamoynpasfieHWA, OpraHusauumM -  UCTOYHMKA  KOMMIEKTOBaHUA
rocy4apcTBeHHOro, MYHUUMMANbLHOIO apxmBa ONpPeAenatoTcA MNONOXKEHUEM, YTBEPXKAAEMbIM
pyKoBoAUTENeM OpraHM3aLmu.



II. OPTAHU3ALUMA XPAHEHNA JOKYMEHTOB
APXMBHOIO ®OHAA POCCUNCKOM GEAEPALIMKM N APYTUX APXUBHbIX
JOKYMEHTOB B OPTAHU3ALINA

2.1. [JoKymeHTbl, obpasywowmeca B AEATENbHOCTM OpPraHuWsauuum, COCTABAAIOT
AOKYMEHTa/IbHbIM doHA,.

2.2. Co3pgaHue [OKYMeHTanbHOro ¢oHAa OpraHus3auMm OCyLWecTBAAeTCA nyTem
COCTaBNEHMA HOMEHKNaTypbl aen, ¢dopmupoBaHna U oPOpMAEHUA [en Ha OCHOoBe
HOPMaTUBHbIX MPaBOBbIX akToB Poccuiickoit Pegepaunm, nepevyHen TUMNOBLIX APXMBHbBIX
OOKYMEHTOB C YKa3aHMEM CPOKOB MX XPaHEHWA, YTBEPKAAEMbIX B COOTBETCTBMM C MYyHKTOM 3
ctaTtb 6 PepepanbHOro 3akoHa oT 22 okTAbpa 2004 r. N 125-d3 "O6 apxvuBHOM aene B
Poccuiickoit Pegepaumn”, n nepevyHen 4OKYMEHTOB, 00pa3yoLLMXCA B Npouecce AeATeNbHOCTH
denepanbHbIX OPraHOB rocyAapPCTBEHHOMN BIACTU, UHbIX FOCYAapCTBEHHbIX OpraHoB Poccuiickoi
depepaumnm, a TakKe B npouecce AeATeNbHOCTM MNOABEAOMCTBEHHbIX MM OpraHM3aumi, ¢
yKa3aHMeM CPOKOB XpPaHEHMUS.

2.3. Yactb AOKymeHTanbHOro ¢oHAa, BKAKOYAOWAA AOKYMeHTbl ApxuBHOro ¢oHaa
Poccuiickoit ®epepaumm, 4OKYMEHTbI MO IMYHOMY COCTaBY U AOKYMEHTbI BPEMEHHbIX (CBbILE
10 neT) CPOKOB XPaHEHWUA, BKAIOYEHHbIE B YYETHbIE AOKYMEHTbI apPXMBA, COCTaBAAET aPXMBHbIN
doHA opraHM3aumm, KOTOPbIN NOSNEKUT XPAHEHUIO B ApPXMBE OPraHU3aLmu.

[JokymeHTbl BpemeHHbIX (g0 10 NneT BKAYUTENBbHO) CPOKOB XPAHEHWA XPAHATCA B
CTPYKTYPHbIX NOApPa3aeneHmnAX OpraHn3aunum n No UCTEYEHUM CPOKOB MX XPAHEHUA noanerkat
YHUUTOXKEHMUIO B NOpALKe, YCTAaHOBAEHHOM B NYHKTax 4.6 - 4.13 HacToAawmx Mpasun.

2.4. Buaamum apxuBHbIx GOHA0B OpraHU3aLnmn ABNAOTCA:

apxXuBHbIM  POHA OpraHM3auuu, COCTOAWMM W3  [OKYMeHTOB ApxmBHOro ¢oHaa
Poccuinckon ®egepaumnm u gpyrux apxXmBHbIX OKYMEHTOB;

obbeanHEeHHbI apxmBHbIM  ¢GOHAO, cocToAwMn M3 06pasoBaBLIMXCA B npoLlecce
AeATenbHOCTU AByx mam 6onee opraHuMsaumii AoKymeHToB ApxmBHoro ¢oHaa Poccuinckoi
denepaumm U APYrux apxmMBHbIX AOKYMEHTOB, MMEIOWMX MEXKAY COBOWM MUCTOPUYECKU U/Unun
nornyeckn obycnoBieHHble CBA3Y;

APXMBHAA KONNEKLMA, COCTOAWAA W3 OTAE/IbHbIX aPXMBHbLIX AOKYMEHTOB pPas3/IMYHOrO
npoucxoXxaeHma, obbegMHEHHbIX NO OAHOMY WMAW HECKOJIbKMM MpPU3HAKam (TemaTuyeckomy,
aBTOPCKOMY, BUAOBOMY, OOBEKTHOMY).

2.5. ApxumBHOMy ¢GOHAY OpraHM3auuM NPUCBAMBAIOTCA HA3BaHWE, COOTBETCTBylOLLEE
HAaMMEHOBAHWUIO OpraHM3auMn, U HOMEep B NopAgKe, onpeaeNieHHOM MyHKTOM 3.8 HacToALMX
Mpasunn.

2.6. Apx1BHbIe [OKYMEHTbI OPraHM3auUmMm COCTAaBAAIT OAMH (e4MHbINA) apXMBHbBIN GOHA.:

[0 M NoCne peopraHnsaumm, a TakKe M3MEHEHWA CTPYKTYpbl, WTAaTOB, €CAM YKa3aHHbIe
MeponpuATUA He MOB/AEKAM 3a CcobON WM3MeHeHWAa uenerm u npeameTa AeATEbHOCTU
opraHusauuu;

A0 1 NoCNe N3MEHEHMA TePPUTOPUAIBbHBIX FPAHUL, AeATeIbHOCTU OpraHn3aLmm;

B C/ly4ae CMeHbl yupeauTens.

B cnyyae uameHeHus cO6CTBEHHWMKA MMYLLECTBA OPraHU3aLMM apXMBHblE OOKYMEHTbI
OpraHn3aunmn AONXKHbI BKNOYATLCA B pa3Hble apXnBHble GoHAbI.

2.7. B cnyyae peopraHusaumm opraHmMsaumm ¢ nepegadein GyHKUNIA BHOBb CO34aHHON UK
WHOM OpraHM3auuMm BCe apxMBHble AOKYMEHTbI MepeaaroTca OpraHn3aLnmn-npPaBonpeemMHuKy u
BKHO4AOTCA B apXMBHbI GOHA nocnegHen.

[JOKYMEHTbl  MOCTOAHHOrO  XpPaHeHMA U AOKYMEHTbl MO  JIMYHOMY  COCTaBy
JNIMKBUOMPOBAHHbBIX OPraHM3auMn O0/XKHbl NepenasaTbCA B ynopAf0YEeHHOM COCTOAHWM Ha
XpaHEeHWe B COOTBETCTBYHOLLMNI rOCYAapPCTBEHHbIN (MYHMUNNAIbHbBIN) apXMB.



2.8. XpOHO/IOTMYECKMMU FPaHULLaMM apXMBHOTro GoHAa ABNAIOTCA:

ANA apxmMBHOro GoHAa OpraHM3aumm - yCTaHaBAMBaEMble Ha OCHOBE HOPMATUBHbIX aKTOB
0aTbl CO34aHMA N NIMKBMAAUMM OpraHu3aunn. Npu HaMYMmM HEeCKONbKMX akToB 06 06pa3oBaHMmK
OpraHu3aunmn NpUHMMaeTcs gata Hambonee paHHeEro 13 Hux;

Ans 06beAMHEHHOTo apxmMBHOro ¢poHAa OpraHM3aLUnmM - AaTbl CO34aHNA Hanbosnee paHHel
U NUKBMAAUMKM Hambonee nNo3gHen MO BPeEMEHW AeATeNbHOCTM OpPraHusauunun, AOKYMEHTbI
KOTOPOW BOLLM B cOCTaB 06begMHEHHOrO apxmBHoro ¢oHAa;

ANA aPXMBHOM KONIEKUNUM - AaTbl CAMOTO PaHHEro M Camoro no3gHero A0KyMeHTa.

2.9. ApxuBHble AOKYMEHTbl AOJ/IKHbl XPaHUTbCA B CUCTEMATU3MPOBAHHOM NOpsAKe B
npegenax apxusHoro ¢oHAa. EAnHMUEN cucTemaTM3auum AOKYMEHTOB apxmBHoro ¢oHAa B
apxvBe OpraHM3auuM ABNAETCA COBOKYMHOCTb QAPXMBHbLIX [OOKYMEHTOB WM  OTAE/bHbIN
AOKYMEHT, OTHOCALLMECS K O4HOMY BOMPOCY AEeATEe/IbHOCTM OpraHvM3aumn (ganee - eguHuua
XpaHeHus).

2.10. EaMHMUbI XpaHEHUSA OO0NXHbI ObiTb CUCTEMATU3UPOBAHbLI, BHECEHbI B OMUCU WU
obopmneHbl B nopagake, obecneuymBaroem Yy4yeT, MOWUCK M WUCMNO/b30BaHME aAPXMUBHbIX
OOKYMEHTOB.

2.11. EAMHMUBI XpaHeHMA apxmBHOro ¢GoHAA CUCTEMATU3IUPYIOTCA B COOTBETCTBUM CO
cneayowmmm npusaHakamm:

CTPYKTYPHbIN (NPUHAANEKHOCTb €AMHUL, XPaHEHUA K CTPYKTYPHbIM NoApasfesieHuaAM
opraHusaunm);

XPOHONOrNYeckmin (No nepnogam Uam gatam, K KOTOpbIM OTHOCATCS e4MHULbI XpaHeHUA);

OYHKLUMOHaNbHbLIA, OTPac/neBOn, TeMaTUYecKMi, NpPeaMETHO-BOMPOCHbIM (C  yyeTom
bYHKUMIA  OpraHM3aummn, Tem WAM BOMPOCOB, KOTOPbIX KacaeTca COAEeprkaHuMe eanHUL,
XpaHeHus);

HOMWHANbHBLIN (N0 AEeNonpousBoACTBEHHOM d¢opme - BMaam U Pa3HOBUAHOCTAM
OOKYMEHTOB);

KOPPEeCcnoHAEHTCKMI (NO opraHuMsauMam, B pe3y/ibTaTe MNepenncku €  KOTOPbIMU
06pasoBanCh eAMHULbBI XPAaHEHUS);

reorpadumyeckuii (B COOTBETCTBMM C ONpeaeNeHHbIMU TEPPUTOPUAMM, HACeNEeHHbIMU
NyHKTaMMU W ApYyrMMuU reorpadpuyeckmmm ob6bEKTaMM, C KOTOPbIMWU CBA3AHO COAEpKaHue
OOKYMEHTOB, aBTOPbl, KOPPECNOHAEHTbI);

aBTOPCKMIM (MO Ha3BaHMAM OpraHM3aumii wuanm GamuanAam  rparkaaH, ABAAKOLMXCA
aBTOPaMM LOKYMEHTOB).

2.12. [JoKymeHTbl, Boweawmne B 0O6beAUHEHHbIN apXuBHbIM GOHA, pacnosiaratoTcsa Mo
3HauMmocTn ¢oHAoo0bpasoBaTenen, N0 XPOHONOTUM CO3L4AHMA OOKYMEHTOB, MO andasuTy
Ha3BaHWM U ApPYyrMM Npu3Hakam. B npeaenax kaxpgoro ¢oHAaa, Boweawero B 06beaANHEHHbIN
apxmBHbIA GOHA, NPUMEHAOTCA NPUHLMMLI CMCTEMATM3aLMK, BbIBOP KOTOPbIX onpegenserca
XapaKTepoM AeATe/IbHOCTM KOHKPETHbIX OpraHn3aLmii, COCTaBOM M 06bEMOM AOKYMEHTOB.

2.13. CnctemaTnsaumsa AOKYMEHTOB apXMBHOM KONMEKUMM onpesensetca TeMaTUKOM u
COCTaBOM [, O0KYMEHTOB.

2.14. CoxpaHHOCTb AOKYMEHTOB B apXxuBe opraHusaumm obecneymBaeTca KOMMIEKCOM
MepOonNpPUATUIA NO CO34aHUID HOPMATUBHbBIX YCI0BMN, COBNOAEHUIO HOPMATUBHBIX PEXUMOB U
HaA/IeXKalle OpraHu3aumMm XpaHeHUs [OO0KYMEHTOB, WCK/IHYAOWMX XWULLEHME WU yTpaTy U
obecneuunBalowmx noaaepKaHme B HOpmMaabHOM PU3NYECKOM COCTOAHUMN.

B kKomnnekc paboT no obecneyeHMo COXPaHHOCTU AOKYMEHTOB apXxuMBa OpraHM3auuu
BK/IOYAOTCA:

npeaocTaB/ieHMe NOMELLEHUA ANA Pa3MELLEHMA aPXMBHbIX JOKYMEHTOB;

obecneyeHrMe HOPMATUBHbBIX YC/I0BUN XpPaHEHMA AOKYMEHTOB;



BbINO/IHEHWE TPeboBaHUI K pasMeLLEHMIO LOKYMEHTOB B apXMBOXPAHUANLLE;

NpoBepKa Ha/INYMA U COCTOAHUA LOKYMEHTOB.

2.15. ObecnevyeHne HOPMATMBHbIX YCIOBUI XPAHEHWA LOKYMEHTOB BKIOYAET:

OCHALLEHME  apPXMBOXPAHMAMUL, CheumanbHbiM  060pyAOBaHMEM AN XPAHEHWUsA
OOKYMEHTOB;

obopygoBaHMe MNOMELEHMA apxuBa OpraHM3auMm CpPeacTBaMM  MOXKAPOTYLIEHMUA,
OXPaHHOM M NOXKapHOWN CUrHaNu3aumen;

cobntoaeHne NPOTUBOMNOXKAPHOIO PEXKMMA;

cobnoaeHne oOXpaHHOro PeXXnUma;

CcO34aHue  HOPMATUBHbLIX  TeMMNEepaTypHO-BAAXKHOCTHOINO,  CBETOBOTMO  PEXMMOB,
npoBeAeHne CAaHNTAPHO-TUTUEHUYECKMX MEPONPUATUNA.

2.16. ApxuB opraHuMsaumu pasmellaeTca B CNeuMmanbHO  MOCTPOEHHbIX WU
NPUCNOCOBNEHHbIX ANA XPAHEHWSA [OOKYMEHTOB 343HMAX WAWM B OTAE/bHbIX MOMELLEHUAX
34aHUA.

B apx1Be opraHuM3auum A0KHbl 6bITb NPeayCMOTPEHbI:

APXMBOXPaHUAULLE;

nomeLllieHue ana npuema, BpeMeHHOro XxpaHeHna JOKYMEHTOB;

nomelleHMe ANA WCMONb30BAHUA AOKYMEHTOB (YMTaNbHbIM 331, Y4acTOK BblAauum
AOKYMEHTOB U MHPOPMALMOHHO-MOUCKOBbIX CPEACTB);

pabouMe KOMHATbl COTPYAHWKOB apxuMBa OpPraHM3auuMu, KoTopble [AOJIKHbl ObiTb
N30/IMPOBaHbl OT NOMELLEHWUI, FTAE XPAHATCA APXUBHbIE A OKYMEHTbI.

He ponyckaetca pasmelleHWe apxvBa oOpraHusauum B NOABasIbHbIX W YepAayvHbIX
nomeLLeHuAX.

2.17. ApXMBOXpaHUAULLE AOMKHO ObITb YAANEHO OT N1abOPATOPHbIX, MPOMU3BOACTBEHHbIX,
O6bITOBbIX NOMEWEHUA U  He WUMeTb O0bWKMX € HUMW  BEHTUAAUMOHHbLIX  KaHaNoB.
ApXMBOXpPaHUAULLE OTAENAeTCcA OT COCeAHUX MNOMELLEHUA HeCcropaembiMuM CTEHAMU W
nepekpbITUAMK C Npegenamm OrHeCTOMKOCTM He MeHee AByX YacoB. B apxuBoxpaHuauuie He
OONYCKaeTcA Mpoknaaka Tpyb BOAOCHAGXKEHMA W  KaHANM3aLMW, TEXHONOTMYECKUE WK
6bITOBbIE BbIBOAbI BOADI.

2.18. Mpu pasmeleHnn apXMBOXPaHUAULLA B CneuMasbHOM WAM NpucnocobaeHHOM
3,aHMN npegnoyteHre (NPW paBHbIX TEMJIOBbIX XapaKTEPUCTMKAX) OTAAETCA NMOMELLEHUAM C
CeBEPHOM OpUEHTALLMEN OKOH.

MaTtepuansl MOKPbITUA  CTEH,  NOJIOB, NMOTOJIKOB, BHYTPEHHeN  apmaTypbl
aPXMBOXPaAHMUAMLLA, NMPUMEHAEMblE MPU M3roToBAEHMM 06OpPYyAOBaHUA U CPeACTB XpPaHeHuA
APXMBHbIX AOKYMEHTOB, HE AO0/XHbl BblAENATb arpeccMBHble XMMUYECKUe BelLecTBa U OblTb
WUCTOYHUKOM MbINN.

2.19. ApX1BOXpPAHUNLLE AO0MKHO MMETb €CTECTBEHHYIO UM UCKYCCTBEHHYHO BEHTUNALMIO,
obecneuMBaloLLy0 PEUMPKYNALMIO BO3AyXa, CTabuAbHOCTb TemnepaTypHO-BNAXKHOCTHOTO
peXmMma, OYMCTKY BO34yxa OT MNbIIM W arpeccuBHbIX NpUMecen, a TaKXkKe oTBevyaTb
COBpeMEeHHbIM TpeboBaHNAM KOMNAKTHOCTU M SKOHOMUYHOCTMU.

ApXx1MBOXpaHUAULLE AOMKHO MMETH BbIXOAbl K TMPTAM U NECTHUYHBIM K/IETKaM.

2.20. ApxuBOXpaHUAUWA (3@ WMCKAOYEHMEM apPXMBOXPAHUULL, PACMONATAIOLWLMXCA HA
oxpaHAemon  Tepputopuu) obopyayroTcA  ABEPAMM  C  MOBbIWEHHOM  TeXHUYECKOM
YKPEnAeHHOCTb0 MNPOTUB BO3MOKHOFO B3/IOMA, OCHAWEHHbIMW 3aMKamu MOBbILIEHHOWN
cekpeTHocTU. OKHa NOMELLEHMN NePBOro 3Ta*ka A0/IKHbI ObITb 060pPYA0BaHbI 3aNnpatoWMMNCA
peleTkamu.

2.21. Bce nocTynalowme B apXuMB OpPraHMsauMm LOKYMEHTbl pasmMeLlarTca B
aPXMBOXPAHUNLLAX HA CTALMOHAPHBLIX M/UAM NepenBUMKHbIX METANIMYECKUX CTeNNaxKax, B
MeTaNNNYECKMX WKadaxX NN KOHTENHEepaX.



CTennaxkm p[onXHbl ObITb YCTaHOBNAEHbl MNEPNeHAUKYNAPHO CTeHAaM C OKOHHbIMM
npoemamu, a B nomeweHnm 6e3 oKoH - ¢ y4eTom ocobeHHoCTel nomelleHna n obopyaoBaHus.
He ponyckaeTca pasmelieHMe CTensiaXken BMIOTHYIO K Hapy)KHbIM CTEHaM 343HUA U K
WUCTOYHWKaM Tenna.

PacctaHoBKa cTennaxker u WKAPoOB OCYLLECTBAAETCA B COOTBETCTBMM CO CAeAyHOWMMMU
TpeboBaHMAMM:

PacCToAHME MEXAY pAdaMK cTennaxen (rnaBHbi npoxoa) - He meHee 120 cm;

paccTosHuMe (Npoxoa) Mexay cTennaxamm - He meHee 75 cm;

PacCToAHME MEXKAY HAaPYKHOW CTEHOM 34aHUA U CTeNNAXKaMMU, NAPaNNelbHbIMU CTEHE - He
meHee 75 cm;

PacCTOAHME MEXKY CTEHOM M TOPLLOM CTeNNaxKa uau wkada (obxon) - He meHee 45 cm;

PaccTosiHME MeXAy MONOM U HUMKHEM MOJIKOW cTennaxa (WwKada) - He meHee 15 cm, B
LLOKO/IbHbIX 3Ta)Kax - He meHee 30 cm.

2.22. NMpOTUBONOXKAPHbIMA PEXUM B 34aHUAX, FAe Pa3sMeLaeTca apXuB OpraHM3auum, 1 B
APXMBOXPaHMANLLLAX YCTAHAB/IMBAETCA B COOTBETCTBUM C HOPMATUBHBLIMW MPABOBbIMU aKTaMMu
Poccuinckoit Pegepaumnm B 061acTu noxkapHon 6e3onacHoCTy.

2.23. OxpaHHbI permm obecneuymBaeTca nytem 060pyA0BaHUA apPXMBOXPAHWAWULL, a
TaKXe APYrMx NOMeLleHUn, rae NOCTOAHHO WKW BPEMEHHO XPAHATCA apXMBHble OOKYMEHTHI,
CpeAcTBaMM OXpaHbl, o0becneuynmBalOWMMM KOHTPOAb AOCTYNa B apPXMBOXPAHUAULLE U
nomMeleHna apxuBa, U cobngeHnem nopsgKa cAaynm nog OXpaHy W CHATUA C OXpPaHbl,
YCTaHOBNEHHOTO PyKOBOAMTENEM OPraHU3aumu.

B cnyyae Bblgayn apXMBHbIX AOKYMEHTOB BO BPEMEHHOE MO/b30BaHWE MO 3anpocam
rocy4apCTBEHHbIX OPraHOB, OPraHOB MECTHOro CamoynpaBAeHWA W OpraHM3auMi BbIHOC W3
34aHUA apxmMBa WM 34aHUA OPraHU3auMM apXMBHbIX OOKYMEHTOB pa3pellaeTca TOIbKO Mo
cneumanbHbIM NPOMNYCKaM.

2.24. ApxnBHble JOKYMEHTbI cneayeT XPaHUTb B TEMHOTE.

Bce Buabl paboT c AOKYMEHTaMM [AO/KHbl MPOBOAUTLCA MNPU OFPaHUYEHHBIX WU
TEXHOJIOTMYECKM HEOBXOANMBIX YPOBHSAX OCBELLLEHUA.

3awmTa AOKYMEHTOB OT AeWCTBMA cBeTa obecneymBaeTcA XpaHEHMEM [LOKYMEHTOB B
KopobKax, nankax u nepenneTtax, B LWWKadax UM Ha CTENIaXKax 3aKpbITOro TMna.

EcTecTBeHHOE OCBeleHME B apPXMBOXPaHUANULLE AOMYCKAETCA NPU YCAOBUM NPUMEHEHUA
Ha OKHax cBeTopaccemBaTenen, 3alWUTHbIX GUABLTPOB, LITOP, Ka/Nt03U, HAHECEHHbIX HA CTEKNO
NOKPbITUIN. [INA UCKYCCTBEHHOTO OCBELLEHUA MPUMEHSAIOTCA TaMMbl HAKA/IMBAHUA B 3aKPbITbIX
nnadoHax Cc rnagKon NoBEPXHOCTbIO.

YpoBeHb OCBELLEHHOCTM B AMana3oHe BUAMMOrO CNeKTpa He LO0JIKEH MPeBbllwaTbh: Ha
BEPTUKANbHOM NOBEPXHOCTW CTENNAKa, HA BbICOTE OAHOro meTpa oT nona - 20 - 50 NtoKcoB., Ha
pabounx ctonax - 100 NtOKcoB.

2.25. B apxuBoxpaHuauLLe JNA XpPaHEHUA OO0KYMEHTOB YCTaHAB/MBAOTCA Cleayloume
napameTpbl TEMNEPATYPHO-BIAXKHOCTHOIO PeXUMa:

ANA XpPaHEeHUA [OKYMEHTOB Ha Oyma)KHOM HocuTene - Temnepatypa 17 - 19 °C,
OTHOCUTENbHAA BNAXHOCTb BO3ayxa - 50 - 55%;

ANA NOKYMEHTOB Ha MarHUTHbIX AMCKaX U ANCKOBbIX HaKonuTenax - 8 - 18 °C n 45 - 65%;

ANA AOKYMEHTOB Ha ONTUYeCcKMx ancKkax - 10 - 23 °Cun 20 - 50%;

ONA AOKYMEHTOB Ha KMHOMNEHKE:

C HATPOOCHOBOM - YepHO-benble: TemnepaTypa He Bbiwe 10 °C, uBeTHble: TeMmnepaTypa He
Bbiwe -5 °C;

c 6e3onacHOM OCHOBOM - 4YepHo-benble: TemnepaTypa He Bbiwe 15 °C, uBeTHble:
Temnepartypa He Bbiwe -5 °C;

ana GoToA0KYMEHTOB:



yepHo-6enble - Temnepatypa He Bbiwe 15 °C;

LBeTHble - TemnepaTypa He Bbiwe -5 °C.

OTHOCMTENbHAA BNIAXKHOCTb BO34yXa, HeobxoAMMaa pANsA XPAHEHUA [AOKYMEHTOB Ha
KMHoNeHKe 1 poToaoKkymeHToB, coctasnneT 40 - 50%.

2.26. B apxuMBoxpaHuAULLE C HeperyampyemblM KAMMATOM [OOHbl OCYLLEeCTBAATLCA
MEepOonpuUATMA N0 ONTUMMU3AUUM TeMMepaTypHO-BIAXKHOCTHOIO peXMma C MNPUMEHEHUEM
OTOM/IEHWNA U NPOBETPMBAHMA NMOMELLEHUN, @ TAKKE MEXaHUYECKUX CPeACTB YBAAXHEHUA NN
ocylleHuns Bo3ayxa. Pe3kue KonebaHuA (CE30HHbIE U B TeYEHUE OAHUX CYTOK) Temnepatypbl (+/-
5 °C) M OTHOCUTENbHOM BNaXKHOCTM Bo3ayxa (+/- 10%) He gonycKatoTcs.

Mpn OANTENBHOM HapyLWEHUW TeMMepaTypHO-BAAXKHOCTHOINO pexkuMma (OoT 3 CyTOK u
6onee), CONPOBOXKAAOLWEMCA NOBbILLEHUEM OTHOCUTENbHOM BNaXKHOCTU Bo3ayxa A0 70 - 90%,
NPUHUMAIOTCA Mepbl MO €ero HopmManusauuMum (MHTEHCMBHOE NPOBETPMBAHME, OCYLUEHME
apPXMBOXPAHUANLLA).

TemnepaTypHO-BNAXKHOCTHbIMA PEXUM KOHTPOAMPYETCA MyTEM PErynsipHoOro MamepeHus
TEMNepaTypbl U OTHOCUTE/IbHOM BNAXKHOCTU KOMHATHOIO M HAPY»KHOTO BO34yXa B O4HO U TO e
BpemMA: B KOHOMUMOHUPYEMbIX MNOMELLEHMAX - He pexe 1 pasa B Hegenw;, B
APXMBOXPAaHUANLLAX, HE OCHALLEHHbIX CUCTEMOM KOHAMUMOHWPOBAHMA BO34yXa - 2 pasa B
HeAento; NPU HapyLlweHMAX pexuma - 1 pas B CyTKu.

lMoKa3aHMA KOHTPO/IbHO-U3MePUTENbHbLIX NPUOOPOB GUKCUPYIOTCA B PEFrMCTPALLMOHHDIX
KYPHanax, B KOTOPbIX TaK¥Ke OTParkaloTcsa NpoBepKa MPaBUIbHOCTU MOKa3aHM NpUBOpPOB M
Mepbl, NPUHATbIE MO HOPMaNM3aUMM TeMNepaTypPHO-BNAXKHOCTHOIO peXuma B CAy4asx ero
HapyLweHuA.

Mpn HannMuum B 34aHNUM apXMBa LLEHTPANM30BaHHON cUCTEMbI obecnevyeHns cobaogeHns
TeMnepaTypHO-BAAXKHOCTHOIO PeXXMMa B NOMELLEHUAX, FAe XPAHATCA LOKYMEHTbI, KOHTPO/b 3a
ero cobntoaeHMem OCyLLLEeCTBSETCA B aBTOMATUUYECKOM peXxume.

2.27. MNomelleHna apxmBa OpraHM3aUnmM A0MKHbI COAEPKATLCA B YMCTOTE, B YCNOBUAX,
WUCKIOYAIOLWMX BO3MOHOCTb MOABAEHUA MN/IECEHW, T[PbI3YHOB, HACEKOMbIX, nNblan. B
NOMELLEHMAX aPXMBOXPAHUNMULL, A0MKHA ObiTb obecrneyeHa cBoOOAHASA LMPKYAALUA BO34YXA,
WCKAtoYatolwan obpasoBaHne HENPOBETPUBAEMbIX 30H, ONACHbIX B CAHUTAaPHO-6MONOrMYECKOM
OTHOLUEHUMW.

B nomeLeHNAX apXMBOXPaHMAUL, HeobXxoaMMO:

NPOBOAUTb CUCTEMATUYECKYHO BIAXKHYIO YOOPKY;

He pe)ke OAHOro pasa B rof NpoBoauTb obecnblinBaHME KOPOOOK C AOKYMEHTamu,
WKadoB., cTennaxen;

obpabaTbiBaTb LLOKOJIbHbIE YaCTU CTENNAXKEN, NOJbI, NMIUHTYCbl, NOAOKOHHUKN BOAHbIMMW
pacTBOpPaMu aHTUCENTMKOB.

2.28. [1Ba pasa B rog (B Ha4ase M MO OKOHYAHMWU OTOMUTE/NIbHOFO Ce30Ha) AOKYMEHTbI U
NOMeLeHNA apXMBOXPaHMAMLW, nopBepratoTca obcnefoBaHUO  ANA  CBOEBPEMEHHOro
ob6HapyXeHMA Hacekomblx M nneceHwn. [Mpu ob6HapyKeHUn OUoNorMyecknx BpeguTenemn
NPMHUMAIOTCA CPOYHble Mepbl NO AEe3UHPEKLUNUM U AE3UHCEKLUN OOKYMEHTOB M MOMELLEHUI
cunamm paboTHUKOB apXxMBa, a NP HEOOBXOAMMOCTU - CUNIAMM COOTBETCTBYIOLLUX CNYKO.

2.29. B apxMBOXpaHUAMLLE 3aNpeLlaeTcad HAaXoAWUTbCA B BEPXHEW OAENKAE, MOKPOU W
rps3HOM 06YyBW; XpPaHUTb NMOCTOPOHHUE NpeaMEeTbl, MMYLLECTBO U 060pyaoBaHMe, ynoTpebnaTtb
nuuieBble NPOAYKTbI.

2.30. Oba3aTenbHbIMKN YCNOBUAMWN XPAHEHMA INEKTPOHHbIX AOKYMEHTOB ABAAIOTCA:

Ha/Mune B apXMBe OpraHM3auuM He MeHee ABYX 3K3eMMAAPOB KaXAaoh eanHuUUbl
XPaHEHUA 3NEKTPOHHbIX AOKYMEHTOB (OCHOBHOM U pabounii 3K3eMNAAPbI AONXKHbI HAXOAUTbCA
Ha pa3HbIX GM3UYECKUX YCTPOMNCTBAX);

HaMunMe  TEXHUYECKMX M NPOrpaMMHbIX  CPeAcTB, NpefAHasHayeHHbIX  Ans



BOCMPOM3BEdEeHUA, KOMUPOBaHWA, Mepe3annucn SNEeKTPOHHbIX AOKYMEHTOB, KOHTPOAA
$M3MYECKOro U TEXHUYECKOTO COCTOAHMS;

obecneyeHne perrMma XpaHEHUA INEKTPOHHbIX AOKYMEHTOB, WMCKAOYAlOWero yTpaTy,
HECaHKLUMOHMPOBAHHYIO PACCHINIKY, YHUUTOXKEHNE NN UCKaXKeHMe MHOoPMaLMK.

2.31. T[lepepaya TEKCTOBbIX 3/IEKTPOHHbIX [OOKYMEHTOB [A/]A XPaHEeHMA B apxuB
OpraHusauumK,  ABNAKOWENCA  UCTOYHMKOM  KOMMJIEKTOBAHMA  FOCY[APCTBEHHOMO M
MYHMLMNANbHOIO apxmBa, ocyuiecteasetca B popmate PDF/A.

2.32. B uensax obecneyeHWs XpaHeHMA, y4yeTa W MUCNONb30BAHUA 3INEKTPOHHbIX
OOKYMEHTOB, HaxO4AWMXCA Ha XPaHEHWW B apxmMBe OpraHusauum, OOKHO MNPOM3BOAMUTLCA
CUHXPOHHOE W3MEHEeHWe MNPOrpaMMHO-annapaTHOM cpeabl B OpPraHU3auMM W B apxuBe
OpraHM3auunm, a TaKKe CBOEBPEMEHHAA Nepe3anunucb 3/IEKTPOHHbIX apXMBHbIX AOKYMEHTOB Ha
HOBble HOCUTENM U B HOBble popMaTbl.

B npouecce xpaHeHUA 31EKTPOHHbIX LOKYMEHTOB B apXMBe OpraHmM3auum He perke 0gHOoro
pasa B 5 fneT Npous3BOAUTCA TEXHUYECKUIM KOHTPOJIb PU3MYECKOrO COCTOSAHWUA HOCUTenen
3/IEKTPOHHbIX LOKYMEHTOB U BOCMPOM3BOANUMOCTUN INEKTPOHHbIX LOKYMEHTOB.

B cnyyae ecnu npu ocywecTBAEHUM TEXHUUYECKOTO KOHTPOAA YCTAaHOBAEHbl U3MEHEHWUA
dM3MYECKOro COCTOAHMA HOCUTENEW INEKTPOHHbIX AOKYMEHTOB, apXxMB OpraHuM3auum no
PELEHNIO PYKOBOAUTENA OpraHU3auMuM [AO/KEH npoBoAuTb paboTy Mo nepesanucu
9/IEKTPOHHbIX AOKYMEHTOB Ha HOBble HOCUTENM.

Mpu mn3meHeHun dopmaToB B pesynbtate nNpeobpaszoBaHWA NPOrpamMMHO-anNMnapaTHOM
cpeabl, yxygleHUa BOCNPOU3BOAMMOCTU INEKTPOHHbLIX AOKYMEHTOB apxvMB OpraHM3aumun no
PELEHUIO PYKOBOAUTENA OpraHU3auMuM [OO/KEH npoBoAuTb paboTy Mo nepesanucu
3NEKTPOHHbIX 4OKYMEHTOB B HOBble GpOpMaTbl.

Mpn ocywecTBNEHUN Nepe3anucu A0MKHA ObiTb obecneyeHa ayTEHTUYHOCTb, MOJIHOTA,
[0CTOBEPHOCTb, LENOCTHOCTb U HEU3MEHHOCTb MHPOPMALMK, COAEPIKALLENCA B INEKTPOHHbIX
OOKYMEHTax.

TeKCcToBble 3/1EKTPOHHbIE AOKYMEHTbI, NoABeprwneca nepesannucu B Hosble dopmaTbl
N/MNN Ha HOBble HOCUTENN, OO/MKHbI OTBEYaTb TPebOBaHUAM, YCTaHOBAEHHbIM MyHKTOM 2.31
HacToAawmx Mpasun.

2.33. [Ona onepaTUBHOro A[O0CTyrNa K 3/EKTPOHHbIM [AOKYMEHTAM B CNPaBOYHbIX U
NMOMCKOBBIX LLeNIAX B apxmBe co3gaetcAa ¢oHA NoNb30BaAHMA 3NEKTPOHHbIX LOKYMEHTOB.

2.34. Bce nocTynawowme B apxMB OpraHM3auuM [AOKYMEHTbl Pa3sMeLlaloTca B
APXMBOXPAaHMANLLAX Ha CTeN/IaXKax Uau B WKadax B NOPAAKE, COOTBETCTBYHOLLEM OMUCAM A€,
OOKYMEHTOB. [JOKyMeHTbl, TeMNepaTypPHO-BNAXKHOCTHbIN PEXKMM XPaHEHMA KOTOPbIX Pa3/INYEH,
OOJIKHbI Pa3MeLLLaTbCA B PA3HbIX apPXMBOXPAHUAMLLAX.

2.35. [oKymeHTbl ApxuBHOro ¢oHaa Poccuitickonn Pepepaumm u Apyrue apxuBHble
OOKYMEHTbI AO/IKHbI XPAaHUTLCA B KOPOOKAxX MAWM ManKax, M3roToB/JEeHHbIX U3 6e3BpeaHbIX ANnA
OOKYMEHTOB MaTepunasnos.

JNEeKTPOHHblE [AOKYMEHTbl Ha ¢u3nyeckn 060CO6NEHHbIX HOCUMTENAX pPa3MeLLaloTCa
OTAENbHO OT APYrNX LOKYMEHTOB.

Ha KopobKn npuknemBatoTca AP/bIKM, HA KOTOPbIX YKa3blBatOTCcA: HOMep ¢oHAa, HoOMep
OMNUCK U KpalHWEe HOMepPa AeN, Pa3MeLLLEHHbIX B JaHHON Kopobke.

MNMopAfoK pasmelleHUa ycTaHaBAMBaeTCA B 3aBUCMMOCTU OT PacCTOAHUA MeXAYy NOSKaMK,
dM3MYECKOro COCTOAHNA AeN, a TaKKe OT TBepA0CTM UM MATKOCTM nepenneTa. [ena, umeouimne
TBEPAbIM NepenneT, YCTAaHABAMBAIOTCA BEPTMKANIbHO; C MATKMM  Nepensetom  Uau
HenepenaeTeHHble - FOPU30OHTaNbHO.

KopobKn He f0/1KHbI BbICTYMATb 32 Npeae/ibl NONOK CTENIAXKEN.

He ponyckaeTca xpaHeHMe AOKYMEHTOB B TPAHCMOPTHOM Tape, B wTabenAx, Ha nony,
NOAOKOHHMKAX, NECTHUYHbIX M0WaAKaX WU APYrMX He npeaHasHayeHHbIX ANA XpaHeHuA



OOKYMEHTOB MeCTax.

2.36. Bce nomelweHnsa apxmMBa opraHM3aumm, a TaKKe CTennarku, WKadbl, KOHTENHEPHDI,
noskuM Hymepytotca. CTennaxu, WKadbl UM KOHTEMHEPbl HYMeEpYyHTCA B KaXKaom
aPXMBOXPaHUAMLLE CNeBa HANpaBO OT BXOAHOM ABEPM, a MOJIKM Ha CTennaxax - No WwKadam
CBepXxy BHWU3, cheBa Hanpaso.

2.37. B uenax onpegeneHna Mecta XpaHEHMA OOKYMEHTOB B apXMBOXpaHuauwe
COCTaBAATCA Tomnorpaduyeckme yKasaTenn: nocTennaxkHole (npunoxenve N 1), a npwu
60bloM Konnyectse GoHAOB - NopoHaoBbIe (NpuioxKkeHue N 2).

2.38. lameHeHunA, npomcxogallme B pasmeLl,eHUn OKYMEHTOB, A0/IKHbl CBOEBPEMEHHO
OTpakaTbCA B TONOrpaduyeckmnx ykasatensx.

2.39. B xoge nNpoBepKM HaAMuMA U COCTOAHMA aAPXMBHbIX OOKYMEHTOB B apxuee
OopraHusauum:

yCTaHaBAMBaeTCA (aKTUYECKOe HaNMuMe eAMHUL, XPaHEeHMA W COOTBETCTBME Y4YETHbIM
OOKYMEHTaMm;

BbIABAAKOTCA U YCTPAHAKOTCA HEAOCTATKU B y4yeTe JOKYMEHTOB;

BbIABNAKOTCA OTCYTCTBYIOLWME OOKYMEHTbI M OPraHM3yEeTCA PO3bICK;

BbIABNAIOTCA W Y4YMTbIBAIOTCA [AOKYMEHTbI, Tpebywolme npopunaktuyeckon wu/mnm
pecTtaBpauMOHHO-NpodUNaKTUYECKO 06paboTKu.

BbIABAAKOTCA W YYMTLIBAKOTCA 3/IEKTPOHHbIE AOKYMEHTbI, Tpebylouwme nepesanncu Ha
HOBble 3NEKTPOHHbIE HOCUTENWN, MNPOBOAMTCA KOHTPO/Ab OU3NYECKOTO U  TEXHUYECKOro
COCTOAHMA €AMHUL, XPaHEeHWA, OCYLLEeCTBAAETCA nMNpoBepKa Ha HaaMyMe BPEAOHOCHbIX
KOMMNbIOTEPHbIX NPOrPamMmm.

2.40. NpoBepKa HaNM4MA U COCTOAHMA AOKYMEHTOB Ha BYMarKHbIX HOCUTENAX NPOBOAUNTCA
B apXMBE OPraHM3aLmMm KOMUCCUEN UAN HE MeHee YemM ABYMA PaboTHUKAMU He peXKe 0AHOro
pa3a B 10 neT, 31eKTPOHHbIX AOKYMEHTOB - HE peXe 04HOro pasa B 5 ner.

2.41. MNpu npoBepKe HANMYMA U COCTOAHUA [OOKYMEHTOB B apxvBe OpraHusaumu
HeobxoaMmo:

COXPaHATb NOPAAOK PACNO/IOKEHUA OKYMEHTOB Ha CTe/NaXKax, B WKadax U KoOHTelHepax
B COOTBETCTBMW C TonorpadpuyeckMMun yKasatenamu. Mpu M3MEHEHUM PaACMONOXKEHUA Aen
HeobXo4MMO CBOEBPEMEHHO [AefaTb COOTBETCTBYHOWME 3anucu B Tonorpaduyeckux
yKasarenax;

NoMew,aTb Ha MeCcTa Haa/eKallero XxpaHeHWA oOHapy)KeHHble BO BPEMSA MPOBEPKMU
HenpaBuAbHO pasMmeLleHHble eAUHULbI XPaHEeHUS;

M3bIMaTb C NOcneayoLe N3onaumen 4OKYMEHTbI, 3aparkeHHble NAEeCEHbI NN APYTUMU
61oNornyeckMmm BpeanTensimm (o8 LOKYMEHTOB Ha BymarkKHOM HocuTene);

M3bIMaTb eAUHULbI XPaHEeHUA SNEKTPOHHbIX AOKYMEHTOB, COAep’Kalliue BpeaoHOCHble
KOMMNbIOTEPHbIE MPOrPamMmbl, NOMELLATb Ha CNEeunanbHO BblAeNEHHYH MOAKY (B AWMK) Ana
nocneaytouleit 06paboTku;

M3bIMaTb M pa3meLLaTb BCAeA 3a Y4TEHHbIMU Aena, He BHECEHHbIe B ONUCH.

BHeceHMe BbIABNEHHbIX B XO4€ MNPOBEPKM HEyuyTeHHbIX Aen B ONucb 3anpeliaeTca.
HeyuTeHHble gena noanexat obpaboTke M onncaHMIo NOC/e 3aBepLUEeHUA NPOBEPKMU.

2.42. TIpoBepKa HaAMuMA M COCTOAHMA [AOKYMEHTOB MPOBOAUTCA NYTEM CBEPKMU
onucaTtesibHbIX CTaTeN ONMCKU C ONMCaHNEM Aen Ha 0610KKax.

dusmnyeckoe cocToaHMe gen onpeaenseTca nyTem BuU3yasibHOro NnpocmoTpa.

denatb Kakne-nnbo NoMeTKU MAWN 3anncK B OMNKUCAX AN U APYIMX YUYETHbIX AOKYMEHTax
3anpewaetca. B KOHUe KaXaoi npocMoTpeHHoM onucu genaetca 3anucb "MPOBEPEHO" ¢
YKasaHMemM HOMepa M AaTbl aKTa NPOBEPKM HANNUNA N COCTOAHUA LOKYMEHTOB.

2.43. lpoBepKa HanMuMAa W COCTOAHUA [OOKYMEHTOB CYMTAETCA 3aBepPLUEHHOM nocne
BHECEHWUA U3SMEHEHWI, BbIBJIEHHbIX NPOBEPKON, B yYETHbIE AOKYMEHTbI apXMBa.



Mo pe3ynbTaTam NPOBEPKM COCTABAAETCA aKT NMPOBEPKN HAMUMA U COCTOSAHUA apPXMBHbIX
AOKymeHTOB (npunoxkeHve N 3). Mpu 0OHApPYKEHMM OWMOBOK B YYETHbIX [OKYMEHTax
COCTaB/IAETCA aKT O TEXHUYECKUX OLUIMOKAX B y4ETHbIX AOKYyMeHTax (npunoxerue N 4). B cayyae
O6HapyXeHMA [OKYMEHTOB, He OTHOCAWMXCA K gJaHHOMy GOHAY, apXuBy OpraHusauumm,
HEYUYTEHHbIX, TaK¥Ke COCTaB/AAETCA COOTBETCTBYHOWMM aKT (NpunoxkeHne N 5). YKasaHHble aKTbl
NoAMMCbIBAOTCA WMCMONHUTENAMWU U YTBEPXKOAIOTCA PYKOBOAUTENIEM OpraHM3auuuM Uan ero
3amecTuTenem, Kypmpyowmm geaTeNlbHOCTb apXmBa.

2.44. Ecnn npoBEpPKOM Ha/IMYMA U COCTOSIHUA AOKYMEHTOB YCTaHOBJIEHO OTCYTCTBUE AeN U
OOKYMEHTOB, OPraHU3yeTCA UX PO3bICK.

PO3bICK apXMBHbIX LOKYMEHTOB, He OOHApY)KEeHHbIX B XOA4e MPOBEPKM, OpraHM3yeTca C
MOMEHTA BbIABNEHUA OTCYTCTBMA M NPOBOAMTCA B TeyeHWe oAHoro roga. Ha pena, He
Oo6HapyXeHHble B XO4e MPOBEPKM HANUYMA U COCTOAHMA LOKYMEHTOB, COCTAaBAAETCA aKT 06
yTpaTte AOKYMEHTOB (npuioxeHne N 6), KOTOPbIN PacCMaTPUBAETCA IKCNEPTHOM KOMUCCUEMN
(ueHTpanbHOM 3KCNepTHOW Komuccuel) (manee - 3K (LUIK) opraHusauum m yTBepxaaeTtca
pyKoBOAWTENEM OpraHM3auuMM WAM ero 3amectutenem. K aKkTy npwunaraetcs cnpaBka o
npoBeAeHNN PO3biCKa, NOArOTOBAEHHAA U NOAMNMCAHHAA NLOM, NPOU3BOAMBLUMM MPOBEPKY.
AKT 06 yTpaTe [OOKYMEHTOB nNpeAcCTaBAseTcd B COOTBETCTBYIOWMA rOCYAapCTBEHHbIN
(MyHMUMNANbHBIN) apXMB MAM YNOJHOMOYEHHbIA OpraH WMCNOAHUTENbHON BAACTU CyObekTa
Poccuitickoit depepaumm B 06/1acTM apXMBHOro Aena ANA MNPUHATMA pPelleHUA O CHATUM
YTPaYeHHbIX AEN C y4YeTa.

2.45. [OKyMeHTbl BblJAOTCA M3 aAPXMBOXPAHMAMWE HA OCHOBAaHWUM MUCbMEHHOTO
pa3pelleHnn pyKoBOAMUTENA apXMBa OPraHM3aLmMn AN ero 3aMecTuTens (ecam apxms ABaseTCA
yupexaeHuem), pykoBoaAUTENA CTPYKTYPHOro NoapasaeneHnsa opraHm3aumnm:

paboTHUKaM CTPYKTYPHbIX No4pa3aefieHnii opraHmM3aumu;

cyaebHbIM, NPaBOOXPaHUTENBbHBIM U MHbIM YINOJHOMOYEHHbIM OpraHam B COOTBETCTBUM C
3aKoHoZaTenbcTBOM Poccuitckon ®epepaumnu;

WMHbIM NONb30BATENAM MO MUCbMEHHOMY 3afBJEHUIO.

JOKyMeHTbI BblAAOTCA N3 aPXMBOXPaHUAULL, HA CPOK, HE NPEBbILIAOLWNIA:

oAHOro Mecsua - AAa  WUCNOAb30BaHMA pPabOTHMKaAMKM OpraHMsaumMmM W UHbIMK
nosb3oBaTeNAMK;

LWecTn mecaues - cyaebHbIM, NPaBOOXPAHUTENbHBIM U MHBIM YNOJIHOMOYEHHbIM OPraHam.

MpoaneHne yCTaHOB/IEHHbIX CPOKOB BblAayn AOKYMEHTOB [OMYCKAETCs C paspelleHus
PYKOBOAWUTENs OpraHM3aLMm Ha OCHOBAHWMW MUCbMEHHOTO NOATBEP)KAEHWSA NONb30BaTeNA O
coxpaHeHun/obecneyeHMm COXPaHHOCTU AOKYMEHTOB.

2.46. Bblgaya AOKYMEHTOB M3 apXMBOXPAHUNULLA PETUCTPUPYETCA B KHUIE Bblgayuum Aen u
opopmnseTca:

3aKa3oMm (cnyebHoM 3anNnCKOM) Ha Bblgayy Aen;

aKTOM O Bbl4aye Aen BO BPEMEeHHOe MO0/b30BaHME - MNpU Bblgaye B CTOPOHHME
opraHmnsauumu (npunoskenue N 10).

Mpwn TpaHCNOPTUMPOBKE AeNn Ha Ntobble paccToAHUA obecneymBaroTcA Mepbl MO OXpaHe U
3aLLUKUTe MUX OT BO34eNCTBMA BpeaHbIX GaKTOPOB OKPYrKaloLWeln cpeapl.

2.47. Bblgayy OOKYMEHTOB Ha BymaXKHOM HOCUTeNe M3 apXMBOXPAHMIMLLA U NPUEM KX
06paTHO, B TOM uucne B Cyvyae HeobXoaMMOCTU NMOSIMCTHYIO NPOBEPKY HAMUYMA U COCTOAHUSA
OOKYMEHTOB Mepes, BblAayein U3 apXMBOXPaHMAULLA M NPW BO3BpaTe, NPOM3BOAUT PAabOTHUK
apXMBOXPaHMIMLLA B NPUCYTCTBMM NMLA, NOyYatollero (Bo3BpallatoLLero) aena.

BmecTto BblAaBaeMbIX W3 apPXMBOXPaHWAUWLA eAMHWUL, XPaHEHUA W Oonucen aen,
OOKYMEHTOB [AO0JI)KHa pa3sMellatbca KapTa-damectutenb gena (npunosxkenne N 7). MNpu
BO3BpALLEHMN Aena KapTa-3aMecTUTENlb M3bIMAeTCA M XPaHUTCA B apXMBE OpraHusaumu Ao
MWHOBAHMA HaA0OHOCTU.



[ena, BblgaBaemble U3 aAPXMBOXPAHUAMULLA, [AOJXKHbI WMMETb APXMBHLIA  WKbP,
NPOHYMepPOBaHHbIE NIUCTbI, NCT-3aBepuUTENDb Aena (npunoxeHne N 8) U AUCT MCNONb30BAHUSA
AOKyMeHTOB (npunoxkeHue N 9).

MoAroToBKa apXmMBHbIX OKYMEHTOB K BblAaye U3 apXMBOXPAHUIMLLA BKAKOYAET:

BbIEMKY apXMBHbIX JOKYMEHTOB;

CBEPKY apXMBHOTO WKdpa 1 3aroN0BKOB C ONUCHIO AeN, LOKYMEHTOB;

npoBepKy GU3NYECKOro COCTOAHUA aena.

ONEeKTPOHHble AOKYMEHTbI BblAAIOTCA M3 aPXMBOXPAHUANULLA B BUAE INEKTPOHHbIX KONUM
WA KOMWUIA Ha BymaxkHom HocuTtene. [Mpu HeobxoAUMMOCTU 3aBEPEHUA KOMUA 3NEKTPOHHbIX
OOKYMEHTOB  WUCMOb3yeTCA 3/N1EeKTPOHHAA No4NUCb  PYKOBOAWUTENSA  OpraHM3auuuM  wuam
YNONHOMOYEHHOIO MM AO0J/IKHOCTHOrO /ML MW NPOU3BOAMUTCA 3aBEPEHME KOMUU AOKYMEHTA
Ha ByMaxKHOM HOocuTesle B YCTAaHOBAEHHOM nopsaKe (NyHKT 5.14 HacToswmx Mpasun).

2.48. loKyMeHTbl U3 apXMBOXPAHUAULLA, KaK NPaBWUIO, He BblAalTCA:

npu Hannunm GpoHAa NONb30BaAHMUSA;

HaxoAsaLWmecs B HeyA0BNETBOPUTEIbHOM PUINYECKOM COCTOAHUMN.

2.49. B opraHu13aumMm AOAXKHbl 6bITb pa3paboTaHbl NAaHbl KOHKPETHLIX MEPONPUATUI U
ApYyrMe HOPMaTMBHbIE AOKYMEHTbI, PernameHTUpyowme nopsaaok paboTbl B YpesBblYaHbIX
CUTYaUMAX, NPU BO3HMKHOBEHUW KOTOPbIX HEBO3MOXHO 0O6EcneynTb COXPAaHHOCTb apXUBHbIX
AOKYMEHTOB.

C copepaHMeM MNAAaHOB MEpPONnpUATUA W APYrMX HOPMATUBHbLIX [OKYMEHTOB,
onpeaenawowmx paboTy apxmBa OpraHM3aummn Npu Ype3BblYaMHbIX CUTYaAUMAX, OAOKHbI ObiTb
03HaKOM/IeHbl PabOTHMKKN apXmMBa OpraHU3aumu.

ll. YYET JOKYMEHTOB APXMBHOIO ®OHAA POCCUNCKON GEAEPALINN
N APYTUX APXVBHbBIX AOKYMEHTOB B OPTAHU3AL NN

3.1. YyeTy nognexaT BCe XpaHALWMECA B apXMBe OpraHM3auuM AOKYMEHTbl, BKAHO4YaA
OOKYMEHTbI MO JIMYHOMY COCTaBYy, KOMUU OAOKYMEHTOB ¢oHAa MOAb30BaHUA (MpW Hannumm) m
onucu aen, ALOKYMEHTOB.

3.2. OpraHuszaumsa, ABNAKOWAACA WCTOYHMKOM KOMMAEKTOBAHWA TOCYAapPCTBEHHOrO
(MyHMUMNanbHOro) apxuBa, NPeACTaBAsE€T B TOCYAaPCTBEHHbIN (MYHUUMNANbHbLINA) apXxuB
yyeTHble cBegeHuAa 06 obbeme M cocTaBe XPAHALLMXCA B apxvMBe OpraHuM3aLMM LOKYMEHTOB
ApxuBHoro ¢poHaa Poccuiickon deanepaumm U Apyrux apxXmeBHbIX AOKYMEHTOB B COOTBETCTBUM C
PernameHTOM rocyfapCTBEHHOIO y4yeTa [AOKYMeHTOoB ApxuBHOro ¢oHaa Poccuinckoi
dPepepauum, ytBepKaeHHbIM NpuKasom Pocapxusa ot 11 mapta 1997 r. N 11 (3apeructpmpoBaH
MwuHioctom Poccum 8 nona 1997 r., pernctpaumnoHHbin Homep 1344).

3.3. OCHOBHbIMU eAUHULLAMMN yYeTa apPXMBHbIX JOKYMEHTOB ABNAIOTCA:

apXMUBHbIN GoHA;

eaMHNLA XPaHEHUA - AeN0, INeKTPOHHOoe Aeno (NyHKT 4.34 HacTosawwmx Mpasun).

3.4. EAMHMUAM XpaHEHMA MNPUCBAMBAIOTCA YYETHble HOMepa, ABAANOWMECA YacTblo
apxmBHOro wndpa. CeefeHnA 0 COCTaBe eANHUL, XPaHEHUA U UX KOoaudecTBe GUKCUPYIOTCA B
YUYETHbIX 4OKYMEHTAX apXuBa.

Apx1BHbIN WKdp (0603HaYEHNE, HAHOCMMOE B N1E€BOM HUMKHEM YIY HA KaXKAYH eanHuLy
XpaHeHUsa B Uenax obecneyeHus ydyeta U MAeHTUOMKALUKM) COCTOUT M3: HOMEpPA aPXMBHOTO
¢doHAaa; Homepa onucK Aen, AOKYMEHTOB; HOMepPa eAMHULLBI XpaHEHUS.

ApPXMBHbIN WNPP INEKTPOHHBIX AOKYMEHTOB, XPaHUMbIX Ha 060CO6IEHHbIX 31EKTPOHHbIX
HOCMTENAX, YKa3blBaeTCA Ha BKAaAbllle, BAOXKEHHOM B GyTasp HocuTena. ApXmMBHbIN WKdp
3/IEKTPOHHbIX AOKYMEHTOB, XpPaHWMbIX B MHPOPMALMOHHON CUCTEME apxuBa, SABAAETCA
06a3aTeNbHbIM 3/1EMEHTOM ONMUCAHUSA KOHTEMHEPA 3/IEKTPOHHONO AOKYMEHTA.



3.5. B apxuBe opraHM3auumn BenyTCA OCHOBHble (06A3aTenNbHble) U BCMOMOraTesbHble
yyeTHble AOKyMeHTbl. CocTaB M GOPMbl OCHOBHbLIX YYETHbIX AOKYMEHTOB ONpeaenAtnTca B
COOTBETCTBMM C HacToAwmMMKM [Mpasunamu. CoctaB M GopmMbl BCMOMOraTe/IbHbIX YYETHbIX
OOKYMEHTOB ONpeaenAtTca apXMBOM OPraHn3aumMm CaMoCTOATE/TbHO.

3.6. B coctaB oCHOBHbIX (06A3aTeNbHbIX) YYETHbIX AOKYMEHTOB apxuBa OpraHu3auuu
BXO4AT:

KHWra yyeta NocTynieHns u BblbbITUA Aen, LOKYMeHTOB (npuaoxeHue N 11);

cnucok ¢oHaoB (npunoxkeHne N 12);

nvct doHaa (npunoxkeHue N 13);

onucb aen, AokymeHTos (npunoxenua N 14, 15, 16, 17, 18);

peecTp onucelt (npunoxeHune N 19).

3.7. B KHMTY y4eTa NoCTynneHuA v BbiObITUA Aen, LOKYMEHTOB NOCAef0BaTe/IbHO BHOCATCA
BCE MNEpPBMYHbIE M TMOBTOPHblE NOCTynAeHUs (BblObITMA) aen, AokymeHToB. Kaxkaoe
nocTtynsieHue (BblbbITUE) B Npeaenax OTYETHOrO roga nosiy4yaeT NopsAKOBbIM HOMEpP B Ba/JIOBOM
nocneno0BaTeIbHOCTU.

ExxerogHo Ha 1 AHBapA NOABOAMTCA UTOT KOAMYECTBA NOCTYNMBLUMX U BblObIBLUMX 32 rog,
Aen, LOKYMEHTOB.

3.8. Cnucok ¢oHAOB BeneTCA B apxMBe OPraHM3aumMK, XpaHALWeM AOKYMeHTbl Bonee
ofHoro ¢oHAaa. B cnucok ¢oHAOB apXMBHbIM GOHA 3anNMCbiBAaeTCA TONbKO OAWMH pas, npu
nepBom MOCTYNJIEHUN B apxuB opraHusaumun. Mo cnucky GoHAOB B BaNOBOM MNOpPAJKE emy
NpUCBanBaeTCA y4eTHbIA HOMEP, KOTOPbI COXPAHAETCA 3@ HUM BO BCEX YYETHbIX AOKYMEHTAX.

B cnyvae nepemaum apxmsHoOro ¢oHAa B APYrOM apxms, BKAKOYEHWA €ro B COCTaB
06beMHEHHOTO apXMBHOrO ¢GOHAA WAW BbIAENEHUA BCEX AOKYMEHTOB K YHUUTOXEHWIO
ocsob0aMBLUMINCA HOMEP APYroMy apxMBHOMY GOHAY He NpucBanBaeTcA.

Ob6beanHeHHble apxvBHble GOHAbI M APXMBHbLIE KOMNEKLMWU YYUTLIBAKOTCA Ha OO6LLMX
ocHoBaHuAX. Ob6beanHeHHOMY apxuBHOMy ¢oHAYy, obpa3zoBaHHOMY M3 apxMBHbIX GOHAOB,
paHee Y4YTEeHHbIX CaMOCTOATENbHO, MPUCBAMBAETCA HOMEpP OAHOr0 W3 apxmMBHbIX GOHAOB,
BK/IIOYEHHbIX B €ro COCTaB.

B apxvBax oOpraHuMsauMin -  WUCTOMHMKOB  KOMMNEKTOBAHMA  rOCYAaPCTBEHHbIX
(MYHMUMNANbHbBIX) aPXMBOB NPOCTABNAETCA HOMEP apXMBHOro $oHAA, 32 KOTOPbIM OH YYTeH B
rocyfapCTBEHHOM (MYHWUMNANAbHOM) apxvMBe, W KOTOPbIM COXPAHAETCA 3a HWMM nocne
NOCTYNNEHMA ero OKYMEHTOB Ha NOCTOAHHOE XPaHEHMe.

Ha3saHne apxuBHOro ¢poHaa BHOCUTCA B CMMCOK POHAOB HAa OCHOBAHWW UCTOPUYECKOM
CNpaBKK K GOHAY NN TUTYNBHOTO INCTA ONUCK AN, LOKYMEHTOB.

HassaHne apxuBHOro ¢oHAZa cOoCTOMT M3 nonHoro M (B CKOBKax) COKpalLeHHOro
HanmeHoBaHuA ¢oHpo00bpa3oBaTensa, C yKazaHMEM ero NogYMHEHHOCTU, MECTOHAXOXKAeHUs,
0aT CO34aHMA U AnKBMAaumun. Ecnm HanmeHoBaHue ¢oHAo0bOpasoBaTens M3MeHAN0Cb, TO B
cnucke GoOHAOB YKasbiBaeTCA ero nocinegHee Has3BaHME B pPaMKax nepuoga, 3a KOTOpbIn
NPWHATbI AOKYMEHTbI. Bce npeabiayline nepemmeHoOBaHUA OTMeYatoTca B ancte dpoHAa.

HasBaHne o6beanHeHHOro apxmBHOro ¢oHAa cocTouT U3 0606LWeHHOro Ha3BaHMA
BK/IIOYEHHbIX B Hero apxmeHbiXx GOHAOB, M3 MNepeyHA Ha3BaHUW CMEHABWKUX Apyr Apyra
opraHusauni. KoHKpeTHble HAaMMEeHOBaHMA BCEX OPraHU3auni, OKYMEHTbl KOTOPbIX BOWAK B
06begMHEHHbIV apXMBHbBIN GOHA, A TaKXKe UX NepernMeHOBaHMA YKa3blBatoTCA B IMCTe GOHAA.

B Ha3BaHMM apPXMBHOM KONNEKLMN YKa3bIBAETCA NPU3HAK (MpU3HaKK) ee GopMMpPOBaHUA.

ExxerogHo Ha 1 AHBapA K cnMcKy GOHAO0B COCTABNAETCA UTOrOBaA 3aMMCb O KOAMYECTBE
apxmBHbIX GOHAOB, NOCTYNUBLIMX W BbIObIBWIMX B TeyeHue roga, M obuwem Konuyecrtse
apXMBHbIX GOHAO0B, HAXOAALWMXCA HA XPAHEHUM B apXMBe.

Cnucok $oHAO0B 3aKao4aeTca B TBepAyr OO/0XKKY, NUCTbl HYMEPYHTCA, COCTaBAAETCA
JINCT-3aBepuTens.



3.9. Jluct $oHAa COCTaBNAETCA HA KaXKAbl apXuBHbIA PoHA. B Hem yuuTbiBaloTCA BCe
onucu aen, AOKymeHToB poHAaa.

Nnct poHAaa moKeT ObiTb MepecocTaBfieH TONbKO B C/y4yae, €CIM OH HEencnpaBumo
noBpeXAeH AN nepectaeT oTparkaTb GaKTUYEeCKoe cocToAHMe M 0bbem apxuBHoro ¢oHaa. B
cnyyae nepecocTaBneHua aucta ¢oHAa paHee AeNCTBOBaBLIMK AUCT dOHAA MOMellaeTcs B
aeno doHpa. B BepxHem npasom yrny oboumx nuctoB ¢oHpA AenaroTca oTmeTku: "Jinct
nepecocTtaBieH" c yKazaHMeM AaTbl NePecoCTaBAEHUSA, LOIKHOCTU U NOLNUCK COCTAaBUTENSA.

Nnctbl $OHAOB XpaHATCA B MopAdKe HOMEPOB apXMBHbIX GOHAOB. K Kaxaoi nanke
COCTaBAAETCA JINCT-3aBEPUTENIb, TAE YKA3bIBAKOTCA Havya/ibHble U KOHEYHble HOMEepPa apXMBHbIX
$oHA0B M 06LLEE KONMYECTBO APXMBHBIX GOHAOB, IMCTbl KOTOPbIX HAXOAATCA B NANKe.

3.10. B onucu aen, 4OKYMEHTOB (rofoBOM pasgene onucu Aesn, AOKYMEHTOB) eauHULbI
XPAaHEHUA YYUTbIBALOTCA B COOTBETCTBMM C CUCTEMATM3ALMEN 3a MOPALKOBbIMU YYETHbIMMU
HOMeEpamMu.

MepBomy rogosBomy pasgeny onucu gen, [OKYMeHTOB poHAa NpuMcBamMBaeTcs HOMep no
nncty ¢oHAa, BCe nocnepylowme rofosble pasgenbl YMCAATCA 33 AaHHbIM HOMEPOM A0
3aBepLUEHNSA ONKUCH.

He ponycKaeTca npucBoeHWe onncam Aen, LOKYMEHTOB OAMHAKOBbIX YY4ETHbIX HOMEPOB B
npegenax ogHoro ¢poHaa.

B KOHUEe BCcex 3K3eMnAApoB OMNUCKM Aes, AOKYMEHTOB [OenaeTcA MTOroBas 3anucb, B
KOTOPOW YKa3blBAaeTCA KONMYECTBO HAXOAALUMXCA HA XPAHEHUWU eAMHWUL, XPaHEHUA, NEPBbIA U
nocnegHuin Homepa eguHUL, XPaHeHWA MO OMWUCK, YKa3blBalOTCA MMENLWMECA MPONYyCKU
HOMEpPOB, NNTEPHble HOMEPA, BblObIBLLME eANHULbI XPAaHEHWS U OCHOBaHME BblObITUA.

Mocne Kaxkaoro NOCTynaeHns Uaun BblObITUA AOKYMEHTOB COCTaBAAETCA HOBas UTOrosas
3anncb K ONUCK Oen, AOKYMEHTOB, KOTOpasA MOAMWUCLIBAETCA €€ COCTaBUTENIEM C YKa3aHWEM
OONKHOCTU N AaTbl COCTaBAEHUA.

Echn onucb pen, AOKYMEHTOB COCTOMT M3 HECKO/IbKMX FOAOBbIX Pa3fenoB, TOMOB,
MTOroBan 3aMMcCb COCTABAAETCA K KaxKAOMY rogoBOMY pasgeny, TOMy; KPOMe TOro, K KaxKaomy
nocneayrouwemy rogoBomy pasgeny, TOMy B HapacTalowem MOopAAKe COCTaBAAeTCA CBOAHAnA
WMTOroBan 3anuchb.

lfopoBble pa3aenbl, ECIN OHU He ABAAKOTCA 3aKOHYEHHOM ONUCbID, He NMOALIMBAOTCA U He
nepenneTatoTcA; OHU XPAHATCA B apXMBE B Marnkax.

3aKOHYEHHas OnuUcb Aen, AOKYMEHTOB [0/IKHa BK/AW4YaTb He 6onee 9999 eauHuy,
XpaHeHus.

3aKOHYEeHHasas ONUCb Aen, AOKYMEHTOB BMECTe C TUTYJIbHbIM JINCTOM W CMPaBOYHbIM
annapaTtom K HeWn 3akn4vaeTcAa B TBepayl 00N0XKY, HymepyeTcs W NOALMBAETCA WU
nepenaetaeTca.

Ka)kgaa 3aKoHYeHHas ONUCb Aen, AOKYMEHTOB, TOM OMUCKU Aes, OOKYMEHTOB LOJIKHbI
UMETb JINCT-3aBEPUTENb.

3.11. MNpu Hanuumm B apxmBe OpraHuMsaumm AByx u Bosnee onuceint aen, [OKYMEHTOB
BeseTca peecTp onucel (npunoxkeHune N 19).

Onucn  pen, [OKYMEHTOB BHOCATCA B pPeecTp OMnuMCeEM B XPOHONOTMYECKOW
nocnefoBaTeIbHOCTM NOCTYN/IEHMA NOA COOTBETCTBYOLWMMM NOPALKOBbIMU HOMEPAMMU.

B peectpe onncen GUKCUPYIOTCA OCHOBHbIE AaHHbIE MO COCTaBY KaxKAO0M NOCTynuBLUEN B
apXMB OpraHMsauuMn onucu aen, AOKYMEHTOB: Homep ¢OoHAa, HOMEpP OMNUCKU, KOJIMYECTBO
eANHUL, XPaHEHUA B ONMUCU, KOJIMYECTBO /INCTOB B ONUCU U €€ 3K3EMMISPOB.

3.12. AnA UEeHTPanM30BaHHOIO rocyAapCTBEHHOrO y4yeTa AOKYMeHTOB ApxMBHOro ¢oHaa
Poccuiickoit ®egepaumn B apxmBe opraHM3aUnm, ABAAIOLWENCA UCTOYHUKOM KOMM/IEKTOBAHUA
rocyAapcTBeHHOro (MyHMUUNANIbHOIO) apX1Ba, COCTaBASETCA NAcnopT apXxmBa opraHn3aLmm.

dopma nacnopTta apxuBa OpraHM3auUMM ycTaHOBAeHa PernameHTOM rocygapCTBEHHOro



yyeTa [0OKymeHTOB ApxuBHOro ¢oHaa Poccuiickon Pepepaumn (yTBEp)KAEH NpPUKa3om
Pocapxusa ot 11 mapta 1997 r. N 11, 3apeructpmposaH MuHioctom Poccmun 8 mona 1997 r.,
pPerncTpaumoHHbIn Homep 1344).

3.13. ApxmB OpraHuM3aLMmnm MOXKET BECTU TaKXKe yyeT B aBTOMATU3IMPOBAHHOM peXKUMe - B
BMAE y4yeTHbIx 6a3 AaHHbIX (BA).

YyeTHble B[l NpUMeHAOTCA BO B3aMMOCBA3M C APYrMUMU MHPOPMAULMOHHbIMK B[,
UMEIOLLMMNCA B apXmMBe OPraHU3aunmn, U A0MKHbl OblTb COBMECTMMbI C COOTBETCTBYHOLLMMMU
yyYeTHbIMM B/l rocyaapcTBEHHbIX (MyHUUMNANbHbIX) APXMBOB M OPraHOB yNpaBaeHUA apXMBHbLIM
Aenom.

3.14. Y4yeTHble AOKYMEHTbl apXxMBa OPraHM3auMn, KPoOMe Oonucen aen, AOKYMEHTOB,
npegHasHavyatoTca ANA CNyebHOoro Nnonb30BaHWA U NOb30BaTEIAM He BblAAIOTCA.

3.15. Yyer noctynneHns U BbIObITUA Aen, AOKYMEHTOB B apXxvMBe OpraHusaumu
OCYLLLeCTBAAETCA HAa OCHOBAHUW:

onucu gen, AOKYMEHTOB CTPYKTYPHOro noAapasfefieHuMa M rogoBoro pasgena CBOAHOM
onucu aen, AOKYMEHTOB OpraHu3aLum;

HOMEHKNATypbl AeN OpraHusauun, 3aMeHAILWEN rog0BON pasaen CBOAHOW Onucu aen,
OOKYMEHTOB OpraHusauuu;

aKTa O TEXHUYECKUX OLWMOKaxX B y4ETHbIX AOKYMeHTax (npunoxkeHue N 4);

aKTa 06 OOHApY)KEeHUM [AOKYMEHTOB (HE OTHOCALLMXCA K AaHHOMY GOHAY, apXuBy,
Hey4yTeHHbIX) (npunoxkeHne N 5);

aKTa 06 yTpaTte AOKymeHTOB (NpunoxkeHue N 6);

aKTa NpuMeMa-nepeaaym apxmBHbIX OKYMEHTOB Ha XpaHeHue (npunoxeHue N 20);

aKTa O BblAENEHUN K YHUUTOMXKEHUID apXMBHbIX JOKYMEHTOB, He MogneXallnx XpaHeHuto
(npunoxkenne N 21);

aKTa O HEMCMPABUMbIX NMOBPEKAEHUAX APXUBHbBIX LLOKYMEHTOB (NpunoxkeHne N 22).

Ha ocHOBaHMM yKa3aHHbIX AOKYMEHTOB BHOCATCA HeObXoaMMble U3MEHEHUA B OCHOBHbIE
(0bs3aTeNbHbIE) YUYETHbIE AOKYMEHTbI apXMBa:

B KHUIY y4YeTa NOCTYNAEHUA U BblObITUA Aen, AoKyMmeHToB (npunoxkeHne N 11) u B amnct
¢oHaa (npunoxkeHne N 13) - npu KaXKA0M M3MEHEHUN B COCTaBE M 06bEME JOKYMEHTOB apXMBa
OpraHusauum;

B cnncok ¢oHaoB (npunoxkeHune N 12) - npy NOCTYNAEHUN HOBOTO apXxMBHOTo GpoHAa MU
BbIObITUW BCEX €N, LOKYMEHTOB, HAXOAMBLLErroCA Ha XpaHeHUM apXMBHOTro GoHAa;

B peecTp onucer (NnpunoxeHune N 19) - npu NOCTyNnAeHNUM HOBOM ONUCK UK BbIObITUN BCEX
e4VHUL, XpaHeHUA, HaxoAMBLUENCA Ha XpaHeHuW onucu. Homep BbiObIBLUEN ONUCK APYTUM
onucAm Zen, LOKYMEHTOB He MPUCBANBAETCA M OCTaeTcA cBOHOAHbIM;

B ONUCK AeN, AOKYMEHTOB - MPU KaXK40M NOCTYynAeHUU U/Un BbiBbITUKN AeN, AOKYMEHTOB,
YUYTEHHbIX B J@HHOM ONUCH.

CooTBeTcTBYIOLWME U3MEHEHWNA BHOCATCA BO BCMOMOraTesibHble yYeTHble JOKYMEHTbI.

Bce aKTbl, LOKYMEHTUPYIOLLME pe3ybTaTbl ApPXMBHbIX PaboT, BKAtOYaloTCA B Aeno GoHAa,
KOTOpOe 3aBOANTCA Ha KaxKAbl GOHA, HAXOAALWMICA HA XPaHEHUW B apXMBe OpraHM3auum.

Oeno ¢oHpa, HapAgy C [OKYMEHTamMK, OTpakalowumu  uctopuio  doHaa U
doHao006pasoBaTens, BKAOYAET yyeTHble JIOKYMEHTbI, XapaKTepuaytowme nameHeHma GoHaa.

IV. KOMIJIEKTOBAHUE APXUBA OPTAHN3ALUNN OOKYMEHTAMW APXMBHOIO
®OHAA POCCUNCKOW ®EAEPALMN N APYTUMU APXMBHbIMU OKYMEHTAMMU

4.1. NokymeHTbl ApxuBHoro ¢oHaa Poccuinickon degepaumm U AOKYMEHTbl BPEMEHHbIX
(cBblwe 10 neT) CPOKOB XpPaHEHUs, B TOM YMCAE MO NMYHOMY COCTaBy, NepesaroTcA B apxuB
OpraHM3auumn He paHee, Yem Yepes OAWMH o4 W He Mo3aHee, YeM 4yepes Tpu roga nocne



3aBeplueHna aen B 4enonpon3BoaCTBe.

JOKYMeHTbl NO /NWYHOMY COCTaBY T[OCYAAPCTBEHHbIX [PaXAAHCKUX CAyXawux W
MYHULUMNANbHbBIX CAYMKALLMX, YBOJIEHHbIX C FOCYAAPCTBEHHOM TpPaXAaAHCKOM CAy»KObl uau
MYHULMNANbHOM CNyXObl, NepeaatoTcs B apxvMB OpraHusaumm no ucredeHmmn 10 net co gHA
YBONIbHEHUA.

4.2. [ena BpemeHHbix (40 10 NneT BKAOUYUTENIbHO) CPOKOB XPaHEHUA B apXuMB He
nepepatotca. OHM XPaAHATCA B CTPYKTYPHbIX NoApasfesieHuAX OpraHuMs3auuMm M no UcTevyeHuu
CPOKOB XpaHeHMA noasiexKaT YHUUTOXKEHMIO B YyCTaHOBAEHHOM NOpAKe.

B UCKNOUMTENIbHBIX CNYYaAX NO peLleHMIo PYKOBOAUTENA OpraHU3aumnm gena BpemMeHHbIX
(mo 10 neTt BKNHOYMTENBHO) CPOKOB XPAHEHWA NMepeaaloTca B apXMB OpraHM3aLmm Nno onucsam
Aen, AOKYMEHTOB UKW NO HOMEeHKANaType aen.

4.3. [oKymeHTbl MNOCTYNalOT B apxXuB OpraHuM3auMu nocse npoBeAeHUA 3SKCrnepTusbl
LEeHHOCTMW.

4.4. PeweHna O BKAOYEHUM B cocTaB ApxusHoro ¢oHpa Poccuiickon ®depepaunn
KOHKPEeTHbIX  AOKYMEHTOB NPUHMMaAtOTCA 9KCNEepPTHO-NPOBEPOYHbIMMU KOMUCCUAMMU
denepanbHbIX rocysapCTBEHHbIX APXMBOB W YNONHOMOYEHHbIX OPraHOB WCMNOAHUTENbHOM
BnacTn cybbektoB Poccuiickon Pepepaumm B obnactu apxuBHoro gena (ganee - 3MK
AaPXMBHOIO YUYpeXAEHMA) B Npeaenax KOMMNeTeHL MW,

4.5. Llenbto aKcnepTm3bl LLEHHOCTU AOKYMEHTOB B OpraHM3aLmnun ABNAETCA:

oTHbOp AOKYMEHTOB AN1A BKAOYEHUA B COCTaB ApxuBHOro poHaa Poccuinckon ®epepaunm;

BblIB/IEHNE AOKYMEHTOB, HE NOANEKALLMX AaNbHENLEMY XPaHEHMIO.

JKcnepTU3e LLEeHHOCTU nogneart Bce AOKYMEHTbl OpraHmM3auum Hes3aBUCMMO OT BWAOB
HocuTenel n cnocobos 3anucw.

Jo npoBeaeHnA akcnepTUsbl LEHHOCTU B COOTBETCTBMU C NYHKTamu 4.6 - 4.13 HacToAwwmX
MpaBna YHUUTOXKEHUE AOKYMEHTOB 3anpeLlaeTcs.

4.6. JKCcnepTM3a LEHHOCTU AOKYMEHTOB NPOBOAUTCA HA OCHOBE:

AENCTBYIOLLEro 3aKOHOAATENbCTBA M MHbIX HOPMATMBHbLIX MPaBOBbIX aKTOB Poccuitckomn
®epepaunm B 061acTm apxuBHOro gena, HGOpPMaLMM U AOKYMEHTALMOHHOro obecneyeHus
ynpasneHus;

TUMNOBbLIX, BEAOMCTBEHHbLIX W WHbIX NEepeyHer [OKYMEHTOB C YKa3aHMEM CPOKOB WX
XpaHeHusA, TUMOBbLIX U NPUMEPHbIX HOMEHKIATYpP Aen.

4.7. B opraHusauum anda nposefeHua 3KCNepTusbl LEHHOCTU [OKYMEHTOB co3jaeTcA
3KcnepTHaa Komuccua (aanee - IK). B opraHM3aumax, UMEIOLLUX CNOXKHYIO CTPYKTYpY W/mnu
noABeAOMCTBEHHbIE OpraHM3auMuK, CO34a0TCA LEeHTPaAbHble 3KCMepTHble Komuccumn (ganee -
LI3K).

<1> [Ons npoBeAeHUs 3KCMepTU3bl LIEHHOCTM Hay4yHO-TEXHUMYECKOW W  Apyrou
CNeunanbHOM [OKYMEHTaUuMM B OpraHmsaumm MoKeT 6biTb co3gaHa IK, BKAOYaloLlas
COOTBETCTBYIOLLMX CNEeLManncTos.

4.8. U3K (9K) sBnsetca coseliaTe/ibHbIM OpPraHOM MpPWU PYKOBOAWUTENE OpPraHM3aumuy,
CO34a€eTcsa NPMKA30M OPraHu3aumm, AeNCTBYET HAa OCHOBAHWM NOJIOXKEHMUA.

3agaum 1 dyHKummM LIK (3K) opraHmM3aumm - UCTOYHMKA KOMMIEKTOBAHMA onpeaensatTca
NOJIOXKEHNEM, YTBEPKAAEMbIM PYKOBOAUTENEM OPraHU3aLLUN.

4.9. OcHoBHoM 3agauveint LUK (9K) sBnserca opraHvM3auma v NpoBedeHME IKCNepTU3bl
LEHHOCTM OO0KYMEHTOB.

OcHoBHbIMU PyHKUMAMK LIIK (IK) aBnstoTca:

opraHusauma exxerogHoro otbopa Aen Ans XpaHeHMA U YHUUTOXKEHUS;

paccMOTpPEHME U COrlacoBaHWe NPOEKTOB HOMEHKNATYPbI AN OpraHM3aunm, onucen aen,



AOKYMEHTOB MOCTOAHHOIO M BPeMeHHbIX (cBbilwe 10 NeT) CPOKOB XpaHEHUA, B TOM 4YuCaE MO
JIMYHOMY COCTaBY, aKTOB O BbIAENEHUM K YHUUTONKEHUIO AN, HE NOANENKALMX XPAHEHUIO, U
APYrUX aKToB;

NoAroToBKa NpeanoXeHnn o6 onpegeneHUn CPOKOB XPaHEHUs [OOKYMEHTOB, He
NpPeAyCMOTPEHHbIX NepeyHamM <1>, 1 06 U3SMEHEHUN CPOKOB XPaHEHUS OTAE/NbHbIX KaTeropui
AOKYMEHTOB, YCTAHOB/IEHHbIX NEPEYHAMMY;

<1> 3K opraHusauuii, nepedarolinx [AOKYMEHTbl Ha XpaHEHWe B TroCyAapCTBeHHble
ApXuBbI, NPeACTaBAAIT COOTBETCTBYOWME NpeanoeHna 3K apXMBHOro yuypexgeHus.

ydyactMe B NOAFOTOBKE M pPacCMOTPEHUU MPOEKTOB HOPMATUBHbLIX U MeToANYECKUX
OOKYMEHTOB NO BOMPOCAaM paboTbl C AOKYMEHTaMM B OPraHU3aLmnu;

MeToAMYecKoe pyKoBOACTBO pabotamm B ob6nactu  obecneyeHUs COXPaHHOCTM
OOKYMEHTa/IbHOMO M apXMBHOTO GpOHAO0B OpraHU3aLmu.

4.10. 9KcnepTn3a LLEHHOCTM AOKYMEHTOB B OpraHu3aumu npoBoauTcA:

B 4eNonpou3BOACTBE - MPM COCTaBAEHUUM HOMEHKANATypbl Aen OopraHusauum u npu
NoAroToBKe Aen K nepegaye B apxus;

B apxuBe OpraHWsauum - B npouecce NOAroTOBKM Aen K nepegaye Ha MNOCTOAHHOe
XpaHeHue.

4.11. DKcnepTm3a LEHHOCTU AOKYMEHTOB NPOBOAUTCA eXerogHo.

Mo pe3ynbTaTam 3KCNepTU3bl LEHHOCTUM B CTPYKTYPHbIX NoApasgeneHuax opraHusauuu
COCTaB/AKOTCA ONUCKU AeN CTPYKTYPHbIX NOAPA3AENEHNIN: NOCTOAHHOIO, BPEMEHHbIX (cBbiwe 10
NeT) CPOKOB XpaHeHUA, MO AMYHOMY cocTaBy (npunoxeHue N 23, 24), Ha OCHOBE KOTOpPbIX B
apxvBe OpraHMsaLMM COCTaBAAIOTCA roAOBble pa3fesnbl COOTBETCTBYHOLMX CBOAHbLIX Onucen
Aen, LOKYMEHTOB.

Ha nena ¢ ucTeKWwWMmmM cCpoKamm XpaHeHUA B CTPYKTYPHbIX noApasgeneHunax opraHnsauum
COCTaBNAIOTCA NPeaNoXKEHUA K aKTy O BblAENEHUW K YHUUTOXEHUI0 [OOKYMEHTOB, He
nognexauwmx xpaHeHuto (no popme akTa, npunoxeHune N 21).

Ha ocHoBe npepnoxeHuih CTPYKTypHbIX noapasgeneHuin cnykba aenonpousBoactsa
OpraHM3aLumM COCTABAAET aKT O BblAENEHUU K YHUUTOMKEHUIO AOKYMEHTOB, He MOAaeXKalinx
XpaHeHuto (npunoxkeHune N 21).

Jena BKAOYAIOTCA B aKT O BblAENIEHUN K YHUYTOXKEHUIO AOKYMEHTOB, He MoAfeXKalinx
XPaAHEHWIO, eCIN NPEeAYCMOTPEHHbIN ANA HUX CPOK XpaHEeHMA UCTeK K 1 AHBapA roga, B KOTOPOM
COCTaB/IEH aKT.

HOena ¢ otmetkon "IMK" <1> nogneskat NOJUCTHOMY MPOCMOTPY B LIE/AX BbIAB/IEHUA
OOKYMEHTOB, Noanexalwmx NOCTOAHHOMY XpaHeHUt0. BbiABleHHble B TaKUX Aenax AOKYMEHTbI
NOCTOAHHOrO XpaHeHuA BbIAENAIOTCA W MNPUCOEAUHAIOTCA K OAHOPOAHbIM Aenam  Uau
bopmumpytloTCcA B camocToATeIbHblE Aena.

<1> OtmeTKa "3IMK" 03HayaeT, YTO YacCTb AOKYMEHTOB MOXKeT ObiTb OTHECEeHa K CPOKY
XpaHeHunA "NoCcTosAHHO".

OcTanbHble AOKYMEHTbI ¢ oTMeTKoM "IMK" BKAOYAOTCA B aKT Ha YHUYTOXKEHMe. Mpu sTom
otTmeTKa "IMMK" B aKTe He yKasblBaeTcA.

Onncu Ha gena, 4OKYMEHTbl MOCTOAHHOIO XPaHEHMA U NO AMYHOMY COCTABY M aKTbl Ha
YHUUTOXKEHUE OOKYMEHTOB paccMaTpuBatoTca Ha 3acegaHumm LK (3K) oaHoBpemeHHo. Mo
utoram paccmotpenua LK (3K) cornacosbiBatoTca onucu Aen, AOKYMEHTOB MOCTOAHHOrO
XPaHEeHMA 1 MO IMMHOMY COCTABY M aKTbl O BblAENEHUWN K YHUUTOXKEHUIO 4OKYMEHTOB.

CornacoBaHHble L3K (3K) opraHusauum onucu gen AOKYMEHTOB (rogoBblie pasgensbi)



npeacTaBaAOTCA Ha paccmoTpeHue IMK:

NOCTOAHHOIO CPOKA XPaHEHWUA - Ha YTBEPXKAEHWUE;

No IMYHOMY COCTaBY - HA COrNacoBaHUe;

OlMK yTeBepxaaetr onucu gen NOCTOAHHOrO XpPaHeHWA W COrnacoBbiBaeT OMNUCKU Aen no
JINYHOMY COCTaBYy.

Onucu aen, AOKYMeHTOB (rogoBble pasfesnbl) HanpasaawTcA Ha paccmoTpeHue IMK B
Tpex aksemnaAapax Ha BymaxkHOM HOCUTeNne U O4HOM 3K3eMNAApe Ha 3NEeKTPOHHOM HocuTene
yepes 3 roga Nocne 3aBepLlUeHna aen B AeN0Npon3BoACTBE.

Mocne yTtBep)aeHUs n cornacosaHua IlMK onuceit aen, AOKYMEHTOB OMUCUM U aKT O
BblAENEHUMN K YHUUTOXKEHMIO [OKYMEHTOB, HE MNOANEeXallMX XPaHEeHUIo, YTBEprKOatoTCA
pykoBoguTesiem opraHu3aumu, Nnocse Yero Aena, BblAeNIeHHbIE MO aKTY K YHUUTOMXKEHUIO, MOTYT
ObITb YHUYTOXKEHDI.

4.12. OpraHusaumu, B AEeATE/IbHOCTM KOTOPbIX HEe Co34atoTcA OOKYMEHTbl APXMBHOMO
¢doHaa Poccuiickoit dPepepaumm, co3gardT ONMCKM Aen MO JIMYHOMY COCTaBy M ONUCK Aen
BpemeHHbIX (cBbiwe 10 neT) CpoKoB XpaHeHMA U 06ecneuymnBatoT UX COXPaHHOCTb.

OpraHu3aunm TaKKe COCTaBAAKT aKTbl O BblAENEHUN K YHUYTOMXKEHUIO OOKYMEHTOB, He
nognexKawmx XpPaHeHUo, U YHUYTOMKAIOT YKa3aHHble AOKYMEHTbl MO MCTEYEHUU CPOKOB WX
XPaHeHWA TONbKO MOC/Ae COCTaBAEHMA FO4OBbIX PA34en0B ONUCeEN Aen NO JANYHOMY COCTaBY 33
COOTBETCTBYIOLMI NEPUNOL U UX YTBEPKAEHNA PYKOBOAUTENEM OpPraHU3aLUMN.

4.13. Jena Ha OGYMa*KHOM HoOcCuTene, BblAENEHHblE K YHUUTOXEHMUIO, NepeaatoTcs Ha
YHUUYTOXKEHUE (YTUAM3ALUMIO) MO aKTy O BblAENIEHUN K YHUUTOXKEHMUIO LOKYMEHTOB (NpUIOKeHMe
N 21), a TaKKe Ha OCHOBAHWWM UHbIX AOKYMEHTOB, NoATBepXKAaatowmnx GakT caaum 4OKYMEHTOB
Ha YHUUTOXKeHUe (yTuamsaumio).

DNEKTPOHHble Aena C WCTEeKWWUMU CPOKAMM XpaHEHMA noanexaT BblAENeHU K
YHUUTOXKEHUIO HA 0OLWMX OCHOBAHMAX, NOC/AE Yero NPoBoAMTCA UX GU3NYECKOE YHUUTOMKEHUE
WU YHUYTOXKEHNE NPOrPaMMHO-TEXHUYECKMMU CPeACTBAaMM C COOTBETCTBYHOLLEN OTMETKOMN B
aKTe O BblAENEHUN K YHUUTOXKEHMUIO AOKYMEHTOB (npunoxkerHune N 21).

4.14. Ona obecnevyeHns nopagka GopmMpoBaHMS U yyeTa AeN B AENONPOU3BOACTBE
OpraHM3aLUunm COCTaBAAETCA HOMEHKNATYpa gen.

4.15. HomeHknatypa Aen 3akpennseT Knaccudpukauumio (rpynnmMpoBKy) WMCMNONHEHHbIX
OOKYMEHTOB B fAefla (3N1eKTPOHHble Aefla) M ABASAETCA OCHOBHbIM YYETHbIM AOKYMEHTOM,
OTPa’KatoLLMM COCTaB M OpraHM3aLUnI0 4OKYMEHTaNbHOTO GOHAA OpPraHM3aLmu.

4.16. HomeHKnaTypa Aen ABASETCA OCHOBOM AN1A COCTAaBAEHUA ONUCEN AeN, AOKYMEHTOB
NMOCTOAHHOTO W BpeMeHHbIX (cBbiwe 10 NeT) CPOKOB XpaHEHMA, a TaKXKe ANA yyeTa Aen
BpeMeHHbIX (80 10 net BKAOYMUTENBHO) CPOKOB XPAHEHMUS.

4.17. HomeHknatypa pgen opraHusaumm paspabatbiBaeTcA Ha OCHOBAHWM TUMOBbIX,
BEAOMCTBEHHbIX W WHbIX MepevyHel [AOKYMEHTOB C YKa3aHMEeM CPOKOB XPaHEHWUA, MHbIX
HOPMATUBHbIX NPABOBbIX AKTOB, @ TaKXKe TUMOBbIX N NPMMEPHbIX HOMEHKIATYpP AenN.

TunoBaa M nNpuMepHasa HOMEHKNaTypbl Aen paspabaTbiBaloTCA OpraHamn U
OpraHM3auUAMMU, UMEOLMMMN B NOAYMHEHUM CETb OAHOTUMHBIX OPraHMU3aLLUA.

TunoBaAd HOMEHKNaTypa YCTAHaB/AMBAET COCTaB A€/, 3aBOAMMbLIX B OAHOTUMHbLIX
OpraHM3aumaAx, U ABNAETCA HOPMATUBHBIM SOKYMEHTOM.

MpumepHaa HOMEHKANATYpa YCTaHAaB/AMBAET MNPUMEPHbIA COCTaB fAes, 3aBOAMMBIX B
OpraHM3aumax, Ha KOTOopble OHa PACNPOCTPAHAETCA, WU ABAAETCA pPEKOMEHAATE/IbHbIM
OOKYMEHTOM.

4.18. HomeHKknatypa nAen opraHuM3auMu CcoCTaBAseTCcA Mo YCTaHOBAEHHON dopme
(npunoxkeHne N 25) Ha OCHOBAaHMW HOMEHKNATYP [AeN CTPYKTYPHbIX NoApasaeneHui
(npunoxkeHue N 26).

OpraHmMsaumMm - WUCTOYHWUKM KOMMNNEKTOBAHUA TOCYAAPCTBEHHbIX (MYHMLMMNANbHbIX)



apxmMBOB O0AMH pa3 B 5 neT <1> cornacosbiBaloT HOMeHKNaTYpy aen ¢ L9K (3K) opraHmsaymm u
npeacTaBAAOT €e Ha cornacosaHue cootsetcTeylowmx MK  wmam  rocygapcTtBeHHOro
(MyHMUMNANbHOIO) apx1Ba, COrNacHO NPeAOoCTaB/NEeHHbIM EMY NOJHOMOYUAM.

<1> B cnyyae wu3ameHeHMA GYHKUMA WU CTPYKTYpPbl OpraHM3auuuM HOMEHKAaTypa Aen
noa/eXKMUT NepecoCcTaBAEHMIO, COTNIACOBAHMIO N YTBEPKAEHUIO.

OpraHusaumn, B OeATeNbHOCTM KOTOPbIX HE CO34at0TCA AOKYMeEHTbl ApxMBHOro ¢oHAaa
Poccuinckoit epepaunm, yTBEPKAAOT HOMEHKNATYPY A1 CAMOCTOATE/NbHO.

4.19. 3aKOHYEHHbIE AEeN0NPOU3BOACTBOM Ae/1la NMOCTOAHHOIO U BpeMeHHbIX (cBbiwe 10
NIeT) CPOKOB XPaHEHUs, B TOM YuUC/e MO SIMYHOMY COCTaBYy, MNOC/E OKOHYAHWUS KaNeHZApPHOro
roga, B KOTOPOM OHM OblIn 3aBeAeHbl, NOArOTaB/AMBAIOTCA K Nepesaye B apxmMB OPraHU3aLLmnmn 1
nognexart opopmMaeHMNIO U ONUCAHWUIO.

B 3aBMCMMOCTM OT CPOKOB XpaHEHMA MPOBOAUTCA MOJIHOE UM YacTU4Hoe odopmieHue
aen. NonHomy odopmieHUo noanerkat Aena NOCTOSAHHOTO M BpemMeHHbIX (cBbiwe 10 ner)
CPOKOB XpaHeHMA 1 MO AMYHOMY COCTABY.

OdopmneHune gen Ha BymarKHOM HocMTeNe NpeaycMaTpUBaET:

NnogWnMBKY MW nepennet AOKYMeHTOoB gena (HedopmaTHble AOKYMEHTbl XPaHATCA B
3aKPbITbIX TBEPAbIX NAMNKax UM B KOPOOKax);

HYMepaLuMIo INCTOB AeNa;

COCTaB/ieHMe NCTa-3aBepuTens gena (npunoxkexme N 8);

COCTaB/ieHME BHYTPEHHEeM onucK AOKyMeHTOB Aena (npunoxkeHme N 27);

odopmneHme 06n10xKM gena (npunoxenue N 28).

MoarotoBKa 3NEKTPOHHbLIX AeN ANA Nepefayvn B apxuB OpraHM3auum npegycmaTpusaeT
COCTaB/IeHME ONUCK INEKTPOHHDIX AeS, LOKYMEHTOB (NpunoxeHna N N 17, 18).

4.20. B geno nomewatoTca 4OKYMEHTbI, KOTOpble N0 CBOEMY COAEePXKaHUIO COOTBETCTBYIOT
3aroNoOBKy Aena, Npu 3TOM 3anpellaeTca rpynnupoBaTb B Aefa 4YepHoBble M AyOneTHble
9K3eMNAAPbl 4OKYMEHTOB, @ TaKXe AOKYMEHTbI, NoANeXallne BO3BparTy.

Mpu dopmupoBaHmn gena Heobxoanumo cobnogatb cnegytowme TpeboBaHma:

AOKYMEHTbl MOCTOAHHOFO M BPEMEHHOr0 XpaHeHMA HeobxogMmo rpynnMpoBaTb B
OTAe/IbHble Aena;

BKNOYATb B A€/10 N0 OAHOMY IK3EeMNAAPY KarKA0ro AOKYMEHT];

rpynnmMpoBaTth B AeN0 AOKYMEHTbI OAHOMO KaaeHAapHOro roaa; UCKAKYeHne CoOCTaBAAoT:
nepexoasawme gena; cyaebHole gena; nMyHble gena, Kotopble GOPMUPYIOTCA B TeYeHME BCEro
nepuoga paboTbl AMLA B OpraHM3auuu; AOKYMEHTbl BblOOPHbLIX OPraHOB M MX MOCTOSHHbIX
KOMMUCCUIA, AenyTaTCKMX rPynn, KOTopble TFpynnupytoTcs 3a MNepuos Co3biBa; AOKYMEHTbI
obpasoBaTenbHbIX OpPraHWsauMn, KoTopble ¢opmMUpyOTCA 33 Y4ebHbIM roa; LOKYMEHTbI
TEaTPOB, XAPAKTEPMU3YIOLWME CLLEHMYECKYID AeATeNbHOCTb, B npeaesiax TeaTpasibHOro Ce30HQ;
aena duUnbMoB, pyKonucei, uctopum 6onesHen.

MpuKasbl NO AMYHOMY COCTaBYy AO/KHbI TPYNNMPOBATbCA B AeNa B COOTBETCTBMWU C
YCTAaHOBAEHHbIMWU ANA HUX CPOKAMM XPaHEHMUSA;

OOKYMEHTbI B JIMYHBIX Aenax pacnonaratoTcA B XPOHOJOrMYECKOM NopAagKe no mepe
NOCTyNAeHus;

Ninuesble cyeTa No 3apaboTHOM nnate pPaboOTHUKOB rPynnUpPYIOTCa B OTAE/IbHble Aena U
pacnonaratoTca B HUX No andasuty Gammanii, UMeH 1 OTYECTB.

deno Ha bymaxKHOM HocuTene He A0NXKHO codepaTb 6onee 250 nncros, Npu ToNWMHE
He 6onee 4 cm.

4.21. [oKyMeHTbl, COCTaBaAloWME Aefio Ha OymarkHOM HocuTene, NOALWMBAOTCA Ha
yeTblpe NPOKosa (Ha TpM NpoKosa - Ana manopopmaTHbIX Aen) B TBepayt O6JIOKKY wnan



nepenieTaloTcA C y4eTOM BO3MOXHOCTM CBODOAHOrO YTEHMA BCEX AOKYMEHTOB, 4aT, BU3 U
pe30/toLUMiA Ha HUX, MEeTaNNINYeCKMEe CKpenaeHnsa U3 LOKYMEHTOB YAANAOTCA.

B Hauane pena Ha bBymaxHOM HocuTene npuv HeobXoAMMOCTM NOALWMBAKOTCA JIUCTbI
BHYTPEHHEN ONUCK AOKYMEHTOB gena (npunoxeHune N 27), B KOHUE KaXaoro Agena - JINCT-
3aBepuTenb gena (npunoxkeHue N 8).

4.22. B uenax obecneyeHMA COXPAHHOCTM W 3aKpenaeHus MNopsAKa PACMOJIOKEHUA
AOKYMEHTOB, BK/IIOYEHHbIX B AE€N0 Ha OGyMaxKHOM HocuTene, BCe ero AUCTbl (Kpome nucTa-
3aBepuTeNA Aefla U BHYTPEHHEW OMucuM) HYMepyloTca B Ba/sIOBOM MopsaaKe apabckumu
umdpamu, KoTopble NPOCTABAAIOTCA B MPABOM BEPXHEM YIAy JIUCTA AOKYMEHTA MPOCTbIM
rPaduTHbIM KapaHAAWOM UAM HYMmepaTopom. YnotpebneHrne YepHUA M LBETHbIX KapaHaallen
ONA  Hymepauuu AucToB 3anpeuwtaetcA. JIUCTbl BHYTPEHHEW OMNUCKM  [OKYMEHTOB JAena
HYMepYyITCA OTAENbHO.

NncTtbl gen, cocToAWMX U3 HECKOZIbKMX TOMOB MJIN YacTeN, HYMEPYIOTCA MO KaxKA0MYy TOMY
WM YacTU OTAENbHO.

doTorpadun, yepTeru, Auarpammbl U Apyrue  UANKOCTPATUBHbIE  AOKYMEHTDI,
NpPeAcCTaBAAOWME CAMOCTOATENbHbIA NUCT B AeNle, HYMeEpPYTcA Ha OOOPOTHOM CTOPOHe B
NIeBOM BEpXHeM yriy.

CNOXKEeHHbIN NNCT pa3BOpaAYMBAETCA U HyMepyeTca B NPaBOM BepxHem yray. MNpu sTom
NMCT noboro dopmarta, NOAWUTLIN 3@ OAWH Kpai, HyMepyeTcA KaK OAMH JIUCT; JIUCT,
CNIOXKEHHbIW M NOALWMUTLIN 33 cepefuHy, NOANEKUT NepeLlnBKe U HYMepyeTCA KaK O4WH JINCT.

JIUCT ¢ Harnyxo HakNeeHHbIMWU AOKYMEHTaMU (Bbipe3kamu, BbiNMMcKamu, potorpadpmuamm)
HymepyeTCcA Kak OAMH ANCT. EcAn K AOKYMEHTY nogKneeHbl OAHUM Kpaem apyrme AOKYMEHTbI
(BbIp€e3KK, BCTaBKM TEKCTA, NEPEBOAbI), TO KAXKAbIM LOKYMEHT HYMEPYETCA OTAENbHO.

Moawwntble B Aen0 KOHBepPTbl C BAOXEHUAMM HYMEpPYHTCA; Npuv 3TOM BHayane
HymepyeTCcA KOHBepT, a 3aTem oyepeaHbIM HOMEPOM Karkaoe B/IOXKeHUe B KOHBepTe.

MoawunTbie B AEN0 AOKYMEHTbl C COOCTBEHHOM HyMepauuen NUCTOB (BKAOYAA MeyvaTHble
N34aHMA) MOTyT HYMepOoBaTbCA B OOLLEM MOPAAKE UAM COXPAHATb COBCTBEHHYIO HYMepaLMuio,
€C/In OHa COOTBETCTBYET NOPAAKOBOMY PACNOJIOKEHUIO NUCTOB B Aene.

B cnyyasax o6HapyKeHua 60nbwOro 4ucna oOwWMBOK B Hymepauuu JUCTOB Aena
npoBoauTCcA nepeHymepauma. MNpu HannumMmM OTAENbHbIX OWKMOOK B Hymepauuu INCTOB Aena
AonyckaeTtca ynotpebaeHme nMTepHbIX HOMEPOB /IUCTOB.

4.23. Jluct-3aBeputens gena (npunoxexHmne N 8) cocTaBnaeTcA Ha OTAE/bHOM NUCTE, B
KapTOTeKax - Ha oTAenbHOM nncte GdopmaTta KapTouku. JInct-saseputens gena nognucbiBaeTca
ero coctasutenem. Bce nocneaytouine n3meHeHUA B COCTaBe U COCTOAHUM Aena (NoBpexaeHus,
3amMeHa NOANIMHHBbIX [OOKYMEHTOB) OTMEYalTCA B J/INCTe-3aBepuTeNnie CO  CCbIKOM  Ha
COOTBETCTBYIOLLMIA aKT.

3anpeLlaeTca BbIHOCUTb INCT-3aBEPUTENb HA OBI0XKKY Aena uan ynctbii obopoT nucta
nocnegHero AokymeHTa. Ecam geno noawmTo unm nepenneteHo 6e3 61aHKa MCTa-3aBepuTens,
OH A0/1KeH BbITb HaKNEeeH 3a BEPXHIOK YaCTb INCTA HA BHYTPEHHIOK CTOPOHY 0B10XKKM B KOHLLE
gena.

4.24. Ha o06noxKe p[en MnoCTOAHHOrO XpaHeHuUA nNpeaycMaTpuMBaeTca MecTo AfA
HaMMEHOBAHMA rOCYAAPCTBEHHOTO (MYHUUMNANbHOMO) apxmMBa, B KOTOPbIVA Aena OpraHu3aumm
6yayt npuHAaTtbl (npunoxenve N 28). Mpu odopmneHnn 06NOXKKM Aena HaumeHoBaHWe
OpraHM3auumM yKasbiBAeTCA MOAHOCTbIO, B MMeHUTeNbHOM nagexe. [onHoe HavmeHoBaHue
BbILLIECTOALLEN OpraHM3aLMM YKa3blBaeTCA Haj HAaMMEHOBAHWEM OpraHM3auuu - UCTOYHMKA
KOMM/IEKTOBAHMA (TaKKe B MMEHUTEe/IbHOM nageke). Ecan opraHuMsaums Mau BbllecToAwan
OpraHn3auna MMetoT COKpalleHHble HaMMEeHOBaHMA, TO OHM YKa3bIBAlOTCA B CKOOKax nocne
NONHOTO HAMMEHOBAHMUA.

Mpn U3SMeHeHUN HaMMeHOBaHMA OpraHU3aLMn (CTPYKTYPHOTo NoapasaeneHns) B Te4eHne



nepuoga, OXBaTbiIBAEMOro JAOKYMEHTamMu Jena, WAM nNpu  nepepade Aena B ApYyryto
opraHusaumio (CTpyKTypHOe noapasaeneHue), Ha 06/0XKKe Jena [ONUCbIBaeTCA HOBoe
HaMMEHOBAHWE 3TOM OpraHMsauMm WAM  OpraHM3auuM-NPaBONPEEMHUKa (CTPYKTypHOro
noapasaeneHus), a NpexKHee 3aK104aeTca B CKOOKN.

4.25. Ha 0610xKKe aena ykasbiBatoTca:

HaMMeHOBaHWe opraHM3auMn n ee HernocpeacTBeHHasA NOAYNHEHHOCT;

HaMMeHOBaHWe CTPYKTYPHOro noapasaeneHus;

NHAEKC Aena;

Homep Toma (4acTw);

3aro/IoBOK gena (Toma, yactu);

KpanHue Aatbl aena (Toma, 4actu);

KOZIMYECTBO /ICTOB B Aene (Tome, 4acTu);

CPOK XpaHeHuA aena;

ApPXUBHbIM WKdp gena.

4.26. 3aronoBOK JAena Ha OymaKHOM HOCUTENe M 3aro/IoOBOK 3JIEKTPOHHOro Aena
nepeHocATcA Ha 0ON0XKY Aena (3/1eKTPOHHOro Aena) U3 HOMEHKNATypbl AeN OpraHM3auuu.
3aron0BOK A0/1XKEeH COOTBETCTBOBATbL COAEPMKAHMIO AOKYMEHTOB B Aene.

B Tex cnyyanx, Koraa 4eno CoCToOUT U3 HECKOJIbKMX TOMOB (YacTel), Ha 0610XKKY KaxKaoro
TOMa (4acTu) BbIHOCUTCA 0OLWMIA 3aroN0BOK Aena, a NPu HeobXoAUMOCTHU - 3aro/IOBOK KaXKaoro
Toma (4yactu).

B 3aronioBKax gen, coaeprKalmx KonmMm AOKYMEHTOB, YKa3blBAaETCA Ha KOMYECTBO KOMWUIA.
MoANMHHOCTb IOKYMEHTOB Ae/1a B 3ar0/I0BKe He OroBapmBaeTcs.

4.27. [ena, BHeCeHHble B rogoBble pa3aenbl CBOAHbIX onucen, wWudpyoTcas nocnae
yTBepKAeHns/cornacoBaHusa rogoBoro pasaena csoaHon onmcy MK apxXMBHOMO yUupeXaeHuaA 1
YTBEPKAEHUA PYKOBOAMTENEM OpraHu3aumm (40 3TOro apxuBHbIA WKpP npocTaBaseTca
KapaHAalwom).

4.28. Ha o610Ke Aena yKasbiBaeTca gaTa Aena - rog(bl) 3aBefeHna U OKOHYaHMA gena B
AenonponsBoacTse.

Echu B peno BKAOYEHbl AOKYMEHTbl (Hanpumep, NPUIOXKEHMA), OaTa KOTopbiX He
COBMajgaeT C AaTol Aena, To Noj AaToW C HOBOM CTPOYKM AenaeTcs 06 stom 3anuck: "B pgene
MMEIOTCA AOKYMEHTbI 33 ... roa(bi)".

[aTta pena MoXeT He YKasblBaTbCA TONbKO Ha 0O/M0XKKax Aen, coaepiKalux rogosble
NAaHbl U OTYETbI N APYrHe AOKYMEHTbI, 1aTbl KOTOPbIX OTPAXKAtOTCA B 3ar0/I0BKax AEe.

[atolh pen, copepKawmx pacnopAgUTeNbHY, TBOPYECKYD W WHYK [LOKYMEHTAUMUIO
(moknaapl, NnMcbMa, CTEHOrPamMMmbl), A1 KOTOPOM TOYHAsA AaTUPOBKAa MMEET BarKHOE 3HAYEHME,
a TaKKe Ansa aen, CoCTosAUMX U3 HECKOIbKMX TOMOB (4acTelt), ABnArTcsa Aatbl (4Mcno, mecau,
ros) peructpauum (coctaBneHus, MOCTYMJIEHUSA) CaMOro pPaHHEro M Ccamoro no3AHero
OOKYMEHTOB, BK/IIOYEHHbIX B 410 (KpaliHWe AaTbl Aen, AOKYMEHTOB).

[aTtolh aena, cogepKalero nNpoToKo/bl 3aceaHnn, ABAAKTCA AaTbl yTBEPXKAEHMA (ecu
OHM YTBEPXKAATCA) UM AaTbl NEPBOro M NOCAeAHEro NPOTOKO/a, COCTAaBAAOLWMX AENO.

[aTtoli nn4yHoro gena ABAAKOTCA AaTbl NOANMCAHMA MPUKA30B O NPUEeMe U YBOJNbHEHUM
/LA, HAa KOTOPOE OHO 3aBeZEeHO.

Mpn 0603HaYeHMM AaTbl AOKYMEHTa CHaya/sla YKasblBaeTCA YMCNOo, 3aTeM MecCAl, U roa.
Yucno u rog o603HavatoTca apabeckmmn umdpamm, HazBaHUE MecALa - C/IOBOM.

Ecnu pata 4OKYMEHTa UM OTAE/IbHbIE ee 31eMEHTbl onpeaenaTca NpMbansnTenbHoO, Ha
OCHOBaHMW aHanM3a COAEpPaHUA OOKYMEHTA, TO AaTa WU OTAE/IbHble €€ 3/1eMEHTbI, He
abCco/IlOTHO AOCTOBEPHbBIE, 3aK/H04AOTCA B KBaApaTHblE CKOOKMU.

4.29. Ob6s3aTeNbHbIMU PEKBM3UTAMU ODNOXKKM Aena ABAAKOTCA YKasaHWe KO/MYecTBa
INCTOB B Aene <1> (npocTaBnseTcAa Ha OCHOBAHWM NUCTa-3aBepPUTENA AeNla) U CPOK XpPaHeHUN



Aena (Ha genax NocToAHHOro XpaHeHuA nuiieTca: "XpaHuUTb NOCTOAHHO").

<1> ina gen Ha BymaxKHOM HocuTene.

4.30. OnAa yyeTa AOKYMEHTOB OMpefenieHHbIX KaTeropum gen Ha GymarKHOmM Hocutene
(nnuHble, cypebHble gena, matepuanbl YroNOBHbIX AEN, AENA O NPUCYKAEHUN YYEHBIX CTENEHEN
M MPUCBOEHUM Y4YeHblX 3BaHWI, Aena, CBA3AHHble C Bblgayeill aBTOPCKUX CBUAETENbCTB W
NaTeHTHbIX N30OpEeTEHMIA) COCTABNAETCA BHYTPEHHAS ONUCH AOKYMEHTOB Aena.

Ecnn geno Ha bymarKHOM HocuTesie nNepensieTeHo UaM noawnTo 6e3 61aHKa BHYTPEeHHeN
ONUCUM [OKYMEHTOB, TO COCTaBAE€HHAA MO YCTAHOBNEHHOMW ¢opme BHYTPEHHAA ONUCb
NoAKNEeMNBAETCA K BHYTPEHHEN CTOpOHe nLeBon 0610XKKKU gena.

M3meHeHMs coCTaBa LOKYMEHTOB gena (M3bATWA, BKAOYEHUA [AOKYMEHTOB, 3ameHa
AOKYMEHTOB KONMAMM) OTpaxkatotcs B rpade "MpumeyaHue" BHYTPEHHEN OMUCU CO CCbIIKAaMU
Ha cooTBeTCTBylOWME aKTbl. Mpu HeobxogmmocTn moryT bbiTb COCTaB/AeHbl HOBAasik UTOroBas
3aNuCb K BHYTPEHHEN ONuUcK U NCT-3aBepuTenb gena.

4.31. lena nepefatoTca B apXMB OpraHM3aLmMm No ONUCAM, COCTaBAEHHbIM B CTPYKTYPHbIX
nogpasaeneHunsx.

Onucu pen CTPYKTYPHbIX MNOApPasAeneHuid COCTaBAAKTCA MO YCTaHOBAEHHOM dopme
(npunoxkenne N 23, 24) B ABYyX 3K3eMNAApax M NPeacTaBAAOTCA B apXMB OpraHM3auuu He
nosgHee Yem 4yepes OAMH rof NOcae 3aBepLlueHna Aen B Ae/I0NPOn3BOACTBE.

Onucu cocTaBnAlTCA OTAENIbHO Ha Aenla NOCTOAHHOrO XpaHeHWs; Aefna BPEeMEHHbIX
(cBblwe 10 neT) CPOKOB XpaHEHUA, B TOM YnUC/e MO IMYHOMY COCTaBy, U Aena, cocToAwme U3
AOKYMEHTOB, XapaKTePHbIX TO/IbKO ANA AaHHOM opraHunsauumn (cyaebHble, cneacTBeHHblE Aena,
Hay4Hble oOT4yeTbl Mo Temam). OThesibHble OMWUCKU COCTABAAKTCA Ha eAMHWULbl XPaHeHMUA
3NEKTPOHHbIX AOKYMEHTOB MNOCTOAHHOFO XpPaHEeHWA; BpeMeHHbix (cBbiwe 10 neT) cpokos
XPaHEHUA, B TOM Yncae No IMYHOMY COCTaBY.

4.32. [pu coCTaBNEHMM ONUCK fAen CTPYKTYPHOro nogpasaeneHmsa cobntogaroTcs
cnepytowme TpeboBaHuA:

3aro/I0BKM AeN BHOCATCA B ONMUCb B COOTBETCTBMM C MPUHATOM CXEMOW CUCTEMATU3ALLUMN HA
OCHOBE HOMEHKANATYpbI Aen;

Karkaoe AeNno BHOCUTCA B OMWUCb Mog NOPSAAKOBbIM HOMeEpOM (ecnn Aeno cocTouT M3
HECKO/IbKMX TOMOB MM YacCTel, TO KaXKAbl TOM UKW YacTb BHOCATCA B ONWUCb NOZA, NOPAAKOBbIM
HOMeEpOMm);

rpadbl ONUCKU 3aNONHAKTCA B TOYHOM COOTBETCTBMWU CO CBEAEHUAMM, KOTOPbIE BbIHECEHDI
Ha 0610XKy aena;

rpada onucu "MpumedvaHue" ncnonbsyerca ANA OTMETOK O npueme Aes, ocobeHHOoCTAX
dM3MYECKOro COCTOAHMA, O Nepesaye Aen APYrMM CTPYKTYPHbIM NOApPa3AeNeHUAM CO CCbIIKOM
Ha HeEOBXOAMMbIN aKT, O HAZIMYMUU KONUIA.

B KOHue onucu BCneg 3a nocnegHen OnNUcaTesIbHOM CTaTbeWd 3anoJIHAETCA WMTOrosas
3an1cb, B KOTOPOM YKasblBaloTcA (UMdpamum U MPOMUCbIO) KONMYECTBO A€/, NepBbid U
nocnegHuii Homepa Aen no OnucK Aen, a TaKKe OroBapuBatoTCA 0COBEHHOCTU HYMepauumn aen
B ONUCK (HanYMe NUTEPHBIX M NPONYLLEHHbIX HOMEPOB).

Mepen BHeceHMEeM 3aros10BKOB Ae/l B ONUCb NPOBEPAKTCA KayecTBO GopMMpPOBaHUA U
obopmneHuna gen, COOTBETCTBME KONIMYECTBA Ae/l, BHOCUMbIX B ONMUCb, KONMYECTBY 3aBeAEeHHbIX
AN N0 HOMEHKNATYpe Aen opraHM3aumu.

Mpu npocmoTpe Aen NPOBEPAIOTCA: COOTBETCTBME 3aro/0BKA JAena CoAepKaHWuio
OOKYMEHTOB B Aene; NPaBUAbHOCTb 0GOPMAEHUA U FPYNNUPOBKM AOKYMEHTOB, BK/IIOYEHHbIX B
OEeN0; KayecTBO NOALWWMBKM WAW Nepenneta Aena; NpaBUIbHOCTb Hymepauuu NNCTOB AeNa;
HanMune B Aene, B HEOOXOAMMbIX CAy4asx, BHYTPEHHEW ONUCKM Aesla U NPaBUIbHOCTb ee



COCTaB/IEHMA; MPABUNbHOCTb OPOPMNEHNA OBNONKKU AeNa; HanuumMe U NpPaBWUIbHOCTb JINCTA-
3aBepuTena gena. B cnydyae obHapyKeHUs HapyLweHWA YCTaHOBAEHHbIX NpaBua GopmnposaHma
n opopMNEHUA AN OHU JONKHDbI ObITb YCTPAHEHDI.

B cnyyae o6Hapy)KeHMA OTCYTCTBMA [AeN, UYUCAALMXCA NO HOMEHKNatype Aen
OpraHu3aunmn, CTPYKTYPHbIM  NoOApasfeNeHMeM  MPUHUMAOTCA  Mepbl MO PO3bICKY.
O6HapyKeHHble Aena BKAYATCA B ONUCb. ECAM NpUHATbIE Mepbl HE Aann pe3ynbTaToB, TO Ha
HeobHapy»KeHHble Aena COCTaBAAeTCA aKT 06 yTpaTe AOKYMEHTOB, KOTOPbIA MOAMNWUCHIBAETCA
pyKOBOAUTENEM CTPYKTYPHOrO MoApasAeneHMa W nepepaetca BMecTe C OMNUCbl  Aen
CTPYKTYPHOTO NOoApa3Ae/ieHUA B apXmB opraHusaumm (npunoxkeHue N 6).

4.33. Mepenaya gen B apxvs OpraHn3aLmm ocyecTsadaeTca no rpadmky, CoriacoBaHHOMY
C PYKOBOOMTENAMM CTPYKTYPHbIX MOAPA3AENEHUN, Nepefalolmnx AOKYMEHTbl B apxus, W
YTBEPKAEHHOMY PYKOBOAMTENIEM OPraHn3aLmu.

B nepvog noarotoBkM Aen Ha BymaxKHOM HOcCUTeNe CTPYKTYPHbIM MoApasfeneHuem K
nepefaye B apxvMB OpraHM3auMuM COTPYLAHUMKOM apxXMBa MPOBEpPSAETCcA MNpPaBUIbHOCTb MX
dopmumpoBaHusa, odopmieHMA M COOTBETCTBME KOAMYECTBA A€/, BKAOYEHHbIX B OMMWUCH,
Koanyectsy Aen, cGOpMUPOBaAHHbBIX B COOTBETCTBMM C HOMEHKNATYPOM Aen opraHusaumu. Bece
BbIAAB/IEHHbIE NMPU MPOBEPKE HEAOCTAaTKM B GOPMMPOBAHUM U O0DOPMAEHUUN AeN PabOTHUKK
CTPYKTYPHOrO NoApasaeneHnsa 06a3aHbl yCTPaHUTD.

Mpuem-nepepaya Aen B apxvMB OpraHW3auMuM NpPoM3BOAUTCA pPabOTHMKOM apxmBa
OpraHM3auun B MPUCYTCTBMM PabOTHMKA CTPYKTYpHOro nogpasgeneHuna. Ha sksemnasapax
OnNuUCK Aen, LOKYMEHTOB MPOCTAaBAAETCA OTMETKa O Haauuuu pgena. B KoHue Kaxpgoro
3K3eMMAApa ONUCK YKa3blBalOTCA UUMPPAMM U MPONUCHIO KONNYECTBO GAKTUUECKM NMPUHATLIX B
apxvB Aen, Homepa OTCYTCTBYOLWMX AeN, AaTa NpUemMa-nepesaym Aen, a TakxKe nognucu anua,
OTBETCTBEHHOIO 33 APXMB, U INLA, NepesaBLIero aena.

4.34. Mepepaya 3N1EKTPOHHbIX LOKYMEHTOB B apXMB OpPraHuWsauuu nNpou3BOAMTCA Ha
OCHOBAHWW OMUCEN 3SNEKTPOHHbIX [AeN, AOKYMEHTOB CTPYKTYPHbIX MoApasaeneHnin no
MHPOPMALMOHHO-TENEKOMMYHUKALMOHHON CETU (MPU  HanMuMM B apPXMBE OPraHM3aLuu
MHOOPMALMOHHON CUCTEMDBI) UAM Ha GU3MYECKM 060CcObBNEHHbIX MaTepuanbHbIX HOCUTENSX,
KOTOpble NPeACTaBAAIOTCA B ABYX UAEHTUYHbIX IK3eMnaApax.

MNpn nepepavye 3NEKTPOHHbIX [AOKYMEHTOB B apXWMB OPraHM3auMu BbIMNOJHAOTCA
cneaytowme oCHoBHble npoueaypbl paboTbl C 4OKYMEHTAMU:

dopmmpoBaHnme B WHOOPMALMOHHOM CUCTEME OpraHM3aLMW  3SNEKTPOHHbIX Aen,
ABNAIOLWMXCA COBOKYMHOCTbIO KOHTEMHEPOB 3NEKTPOHHbIX [OKYMEHTOB WAM KOHTEMHEPOM
3N1eKTPOHHOrO [AOKYMEHTA, COAEPKALLMM KOHTEHT U MeTafaHHble 3/1IeKTPOHHOr0 AOKYMEHTa,
bannbl 3NEKTPOHHbIX MOAMWUCEN WM BU3YaNN3UPOBAHHYIO KOMUIO TEKCTOBOMO 3/1EKTPOHHOTO
AOKymeHTa B popmate PDF/A;

dbopmMpoBaHME ONUCK INEKTPOHHbIX e, AOKYMEHTOB CTPYKTYPHOro NoapasaeneHus;

NpOBEPKa apXMBOM OPraHM3aLUKN SNEKTPOHHbIX JOKYMEHTOB Ha HaiuMyne BPeAOHOCHbIX
KOMMbIOTEPHbIX NPOrPaMMm;

npoBepKa BOCNPON3BOAMMOCTM /IEKTPOHHbIX LOKYMEHTOB;

npoBepka @U3NYECKOTO U TEXHUYECKOro COCTOAHMA HocuTener (npu nepepade
3NEKTPOHHbIX LOKYMEHTOB B apXMB OpraHM3aummn Ha pusnyeckn o6ocobneHHbIXx MaTepuanbHbIX
HocuTensx);

npoBepKa MNOA/IMHHOCTM 3NEKTPOHHON MOAMUCK, KOTOPOM MOAMNUCAH 3/IEKTPOHHbIN
OOKYMEHT.

Mpuem 3SNEeKTPOHHbIX [OKYMEHTOB B apxXMB OpraHuM3aumm no MHGOOPMALMOHHO-
TEIEKOMMYHUKALMOHHON CeTU (NpU HaAW4MM B apXxuBe OpraHusaumMm WHOOPMaLMOHHOM
CUCTEMBbI) UNK HA PU3NYECKM 060C0BIeHHbIX HOCUTENAX 0POPMAAETCA COCTaBIEHUEM UTOTOBOM
3aMMCM B KOHLLE OMMUCK 3/IEKTPOHHbIX AeN, AOKYMEHTOB, B KOTOpPOM umdppamu M MPOnUCbio



YKa3blBAeTCA KONANYECTBO (AKTUYECKM MPUHATBIX B apXMUB 3NEKTPOHHbIX AeN U 3NEeKTPOHHbIX
OOKYMEHTOB. MTorosas 3anucb NnoATBEPXKAaeTCA NOANNUCAMU COTPYAHMKA apXmnBa 1 COTPYAHUKA
CTPYKTYPHOro noapasaeneHus, nepeaasllero 3/1€KTPOHHbIE Aena U AOKYMeHTbI. Mpu npueme
Ha apXMBHOE XpaHEHME 3NEeKTPOHHble fAena 3aBEepAlTCA  I/IEKTPOHHOM  MOAMUCHIO
PYKOBOAUTENS OPraHU3aLmMm Mam ynoaHOMOYEHHOTO UM A0/IKHOCTHOTO nua.

Mocne npuema B apxvMB 3/IEKTPOHHbLIX AOKYMEHTOB Ha ¢u3n4eckn 060cob61eHHbIX
MaTepUnasbHbIX HOCUTENSAX BKNAAbIWM, MOMELLEHHble B yTAaAp eAuMHULbl XPaHEeHUA B
CTPYKTYPHOM MoAapasaefieHUn, 3aMeHAKTCA Ha BKAaAbIWKW, 0pOPMIEHHbIE B apXuBe.

Ha Bknagbiwe, nomeltaemom B GyTAsSp eguMHULbI XpaHeHuA, odopmMIaseMoOM B apXuBeE,
yKasblBaeTca:

HaMMeHOBaHWe OpraHu3auum (MosIHOe, COKpaLLLEHHOE);

Homep ¢oHAa;

HOMEP OMUCU NTEKTPOHHbIX AN, OKYMEHTOB;

HOMep Aena no onucu;

OTMETKA O CTaTyCe 3K3eMNAAPa 3/IEKTPOHHbIX A0KyMeHTOB: "OcH." (ocHoBHO) unu "Pab."
(pabounit);

KpanHWe AaTbl AOKYMEHTOB 3/1IEKTPOHHOIO AenNa;

npu HeobxoANMOCTM 0POPMAAIOTCA AONONHUTENIbHbIE OTMETKM 06 OrpaHnUYeHMn gocTyna
K LOKYMEHTaM.

Bknagbiw nomewaetca B ¢ytasp ¢pusnmyeckn obocobneHHOro matepmanbHOro HocuTens
Takum obpa3om, 4Tobbl HaANUCK Ha HEM BblIv BUAHbI NPU 3aKpbiTOM dyTAspE.

V. OPTAHU3AUMA NCNOJIb3OBAHMA AOKYMEHTOB
APXMBHOIO ®OHAA POCCUNCKOM GEAEPALIMKM N APYTUX APXUBHbIX
OOKYMEHTOB OPTAHU3ALNA

5.1. ApxunB opraHmsaunm Ao/ KeH NpeaocTaBaATb NOAb30BaATENO AOKYMEHTbl APXMBHOMO
doHpa Poccuiickon depepaunm U gpyrme apxXmMBHbIe LOKYMEHTbl, @ TaKXe CrnpaBOYHO-
NMOMCKOBbIe CPeACTBa K HUM.

5.2. JocTyn K 4OKYMEHTaM MOKeT b6bITb OrpaHMyYeH B COOTBETCTBMM C 3aKOHOAATE/IbCTBOM
Poccuiickornt depepaunn, a TakKe B COOTBETCTBUM C pacropaxKeHnem COO6CTBEHHUMKA Wau
BNafeNbLa apXUBHbIX AOKYMEHTOB, HAXOAALLMXCA B YACTHON COBCTBEHHOCTY.

5.3. Monb3oBaTenu nNpuM MUCNONb30OBAHUN [AOKYMEHTOB apxuBa oOpraHu3auumn obasaHbl
0enatb CCbIIKM HA MeCTO XpaHeHUA AOKYMEHTOB.

5.4. Coctas HCA apxmBa opraHuM3aumu onpegenseTca COCTaBOM W codeprKaHnem
XPaHALWMUXCA B HEM [AOKYMEHTOB, XapaKTepom W 3ajavyamMum MOUCKA M WUHTEHCUBHOCTbIO
MCNOJIb30BaHUA AOKYMEHTOB.

OCHOBHbIM (0653aTe/NIbHbIM) APXMBHbBIM CNPAaBOYHUKOM B apXMBe OpraHM3aLun ABNAETCA
onucb Aen, AOKYMeHTOB. B gonosHeHue B apxuBe opraHuM3auuMu BeayTCA BCNOMOraTesibHble
apXMBHbIE CMPAaBOYHMKM - KAaTaNOrM, yKasaTenun, NCTopmyeckan cnpaska K dpoHAay.

5.5. B uenax obecneyeHnas COXPaHHOCTM, CBOEBPEMEHHOro oOTb6oOpa M yyeTa MU
CUCTEMATM3AUMN Aen, NoANexalwmx MOCTOAHHOMY M BpeMeHHOMy (cBbilwe 10 neT) cpoKos
XpaHeHWs, B OpPraHnU3aLummn CoCTaBAAOTCA ONUCK e, AOKYMEHTOB.

Onucun cocTaBnAoTcA OTAE/bHO Ha Aena, AOKYMEHTbI:

NMOCTOAHHOIO CPOKa XpaHeHus;

BpeMeHHbIX (cBbiwwe 10 NeT) CPOKOB XpaHeHUs;

no JIMYHOMY COCTaBY;

XapaKTepHble TONIbKO A/1A AAaHHOM OpraHusaumu (cyaebHole gena, matepuanbl YroNOBHbIX
AeN, HayYyHble OTYETbI NO TEMAM).



AHanornyHble ONnCcK COCTaBAAIOTCA HA 3/IEKTPOHHbIE AeNna, LOKYMEHTbI.

CBogHble oONUCU Aaen, [OKYMEHTOB OpraHM3auuuM COCTOAT M3 TOAOBbIX Pa3aesnos,
COCTaBNAEMbIX Ha OCHOBE MepefaHHblX B apXMB OpraHM3auMuM ONUCEN Aen ee CTPYKTYPHbIX
nogpasaeneHuii 3a onpeseneHHble roabl, U CUCTEMATM3MPOBAHHBIX B Mpeaenax KaxKaoro roaa
B COOTBETCTBUM C YTBEPKAEHHOM CTPYKTYPOMN OpraHmn3aLmm Ha 3TOT rog,

OnucK gen, [OKYMEHTOB COCTaBAAIOTCA NO YCTaHOBAeHHON dopme (npunoxkeHua N 14,
15, 16, 17, 18) 1 cOCTOAT U3 onNUcaTeNbHbIX CTaTel eAUHUL, XPaHEHWUS, UTOTOBOM 3aN1CK, NTNCTa-
3aBepuTena 1 CNPaBOYHOro annapaTa K onucw.

OnucaTtenbHaA CTaTbA OMMUCKU BKAKOYAET: NOPALKOBbIN HOMEP eaMHULbI XPAaHEHUA; MHAEKC
€OVHULbl XpaHeHUs (MO HOMEHK/AType AeN); 3aro/IoBOK e€4MHULbI XPaHEHWUS, BK/IHOYAOLLNIA
yKa3aHMe Ha Ha/inuyMe KOMUW, eCM B HEeW XPAHATCA KOMUWM [AOKYMEHTOB; KpalHue pathbl
€4OVHULbl XPaHEHUA; CPOK XpaHeHus (gns onucel Aen, AOKYMEHTOB BPEMEHHOIO XpaHeHusn);
KONMYEeCTBO IMCTOB B €4MHNLE XPaHEHMA. 3aro/I0BOK Ae/ia MOXKeT bblTb 0NONHEH aHHOTAUMeEN
OTAENbHbIX AOKYMEHTOB (rpynnbl 4OKYMEHTOB) e ANHWULbI XPAaHEHUS.

B cnpaBo4HbIM annapaT K ONuMCKU BXOAAT: TUTYJIbHbINA JINCT; codeprKaHue (ornasfeHune);
npeaucnoBme; CrMCOK COKPALLEHWI; YyKasaTenn K onucu  (NpeameTHbI, WUMEHHOM,
reorpaduyeckoit).

CocTaB CnpaBOYHOro annapaTta K ONMCK 3aBUCUT OT CPOKA XPaAaHEHWUS BKIOYEHHbIX B Hee
OOKYMEHTOB M UX BUAOB.

K onucam aen, AOKYMEHTOB NOCTOAHHOIO XpaHeHMA U No IMYHOMY COCTaBY COCTaBAAOTCA
TUTY/IbHbIA INCT, NpPeauCcnoBUe, OrnaBAeHWe, Npu HeobXxoAMMOCTU - CMUCOK COKPaLLeHWUH,
yKasartenu.

Ha TUTyNbHOM /UCTE OMWMCKU YKa3bIBAlOTCA: MOJIHOE HAaMMEHOBaHMEe rocyAapCTBEHHOro
(MyHMUMNanbHOro) apxuBa (ecnn opraHM3auma ABAAETCS UCTOYHMKOM €ro KOMMNAEKTOBaHMSA),
nocneaHee NonHOe HAMMEHOBAHWE OpraHM3auuMM, COOTBETCTBYIOLLEE HAa3BaHMIO ee apXMBHOIO
doHAa, Homep apxmBHOro ¢oHAa, HOMEp WM Ha3BaHWEe OMNUCU, KpamHWe AaTbl BHECEHHbIX B
ONUCb eANHUL, XPaHEHUS.

Echvu HammeHoBaHMe oOpraHu3auuM MU3MEHSNOCb, Ha TUTYIbHOM JucTe (B ciyyae
HEeobX0AMMOCTU - Ha AOMNONHUTEIBHOM /INCTE) NoA, NOCAeAHUM HaMMEHOBaHMEM OpraHU3aLuum
YKa3blBalOTCA B CKOOKax Bce ee MepeMmMeHOBaHMA B WMCTOPUYECKOM (XPOHO/IOrMYEecKoM)
nocnefoBaTeNbHOCTM 3@ Nepuos, COOTBETCTBYIOLWLMI KPAaMHUM AaTaM eAMHUL, XPaHeHwus,
BK/IIOYEHHbIX B OMUCb.

B npeamcnoBMm K ONUCM KpPATKO M3naraloTca NepemMMeHOBAaHWA OpraHusauuu B
NUCTOPUYECKOM (XPOHO/IOrMYECKOM) nocnenoBaTeNlbHOCTU 33 Nepuos, COOTBETCTBYHOLLMIMA
KpalHMM fOaTamM eAMHUL, XPaHEeHWs, BK/OYEHHbIX B onucb. lpeaucnosue noanucbiBaeTcs
COCTaBUTENIEM C YKa3aHMEM A0MKHOCTU U AaTbl COCTAaBAEHUA.

K onucn gen, nOKymeHTOB BpemeHHOoro (cebliwie 10 neT) xpaHeHus, npu HeobxoAMMoCTH
TaKXXe MOryT COCTaBAATLCA OrN1aBAeHNE, CNUCOK COKPALLLEHUN.

Onucu (roposble pasaensl onucel) aen, LOKYMEHTOB COCTaBAAOTCA:

NOCTOAHHOTO XPaHEHWA - HE MeHee Yem B YeTblpex 3K3emnasapax: TpM Ha bymaxkHom
HOCUTENe N OAMH - B 3/IEKTPOHHOM BUAe (B KayecTBe paboyero sksemnaspa);

BpemeHHoro (cBbiwe 10 neT) XxpaHeHuUa - He MeHee YeMm B ABYX K3eMNAApax;

AOKYMEHTOB NO J/IMYHOMY COCTaBy OPraHM3auMil - WCTOYHMKOB KOMM/IEKTOBAHMUA
rocy4apcCTBeHHbIX (MYHULUMUNAbHBIX) aPXMBOB - HE MEHEE YEM B YETbIpeX aK3eMnaspax: TP Ha
6yMarKHOM HocuTene, OAMH - B 9N1EeKTPOHHOM BUAE (B KauecTBe paboyero aksemnnapa);

AOKYMEHTOB MO JIMYHOMY COCTaBy OpraHuM3auui, He ABAAKLWMXCA WUCTOYHUKAMU
KOMMNNEKTOBAHUA TOCYAAPCTBEHHbIX (MYHMUMMNANbHbLIX) apXMBOB, - HE MEHEe 4Yem B Tpex
3K3emnaspax.

Onucun (roposble pasgenbl onucen) gen, AOKYMEHTOB BpemeHHoro (csbiwe 10 neT)



XpaHeHua cornacosbiBatotcs ¢ LUIK (3K) opraHusaumm, nocne 4Yero yTBep}Kpatorca
pyKoBOAMTE/IEM OpPraHM3aLmn.

Ha paccmoTpeHue MK npeacrasnaotca He meHee yem yepes 3 rofa nocne 3asepLueHun
[Eenonpon3BoacTBOM A€/, BK/IIOUYEHHbIX B pa3aen:

onucu (rogoBsble pasgensl ONUcCEN) Aen, AOKYMEHTOB MOCTOAHHOIO XPaHeHua AnA
YTBEPXKAEHUSA;

onucu (rogoBsble pasgenbl Onucen) AOen, AOKYMEHTOB MO JIMYHOMY COCTaBy AnA
corsiacoBaHma <1>.

<1> Onucu gen, AOKYMEHTOB MO /IMMHOMY COCTaBY COI/1aCOBbIBAOTCSA COOTBETCTBYHOLLUM
rocyaapcrBeHHbIM  (MyHMUMMANbHbIM)  aPXMBOM  COF/IAaCHO  NPEAOCTaB/IEHHbIM  emy
NOJIHOMOYUAM.

Mocne yTBepXaeHua (cornacoBaHus) onucen (rogosbix pasgenos onucert) MK oHM
YTBEPKAAIOTCA PYKOBOAUTENEM OPraHM3aUUMN.

B rocyaapctBeHHbIM (MyHUUMNANbHbIN) apXMB NepeaatoTca TPU 3K3emnaspa onucu aen
NMOCTOAHHOIO XpPaHeHMA, OAWMH 3K3eMNAAP OMNUCKM AeN NO JIMYHOMY COCTaBy, YTBEPXHKAEHHbIX
(cornacoBaHHbIx) MK, a TaKKe MO 04HOMY 3K3eMMNAAPY KarKAO0M ONUCKU B SINEKTPOHHOM dpopme
(B KauecTBe pabouero aksemnnapa).

OauH 3K3eMnasp Onucu Aen NOCTOAHHOrO XPaHeHMA U ABa 3K3emnaspa onucu Aen no
JINYHOMY COCTaBY OCTAlOTCA B OPraHn3aLmu.

BHeceHMe MW3MeHeHul B TroA0BOW pas3gen onucu gen, L[OKYMEHTOB Mocne ero
yTBepKAeHUA (cornacoBaHms) IMK ponyckaeTca TONbKO Ha OCHOBAHMWM COOTBETCTBYHOLLErO
peweHua IMK.

5.6. MWcTtopuuyeckas cnpaBka K ¢OHAY COCTOMT W3 Tpex pasgenos:  McTopua
dboHAo006pasoBaTens, OTparkarLLan UCTOPMUIO OPraHU3aLMKM CO CCbIIKAMM Ha COOTBETCTBYHOLIME
3aKOHOAaTeNIbHble W HOPMaTUBHbIEe  aKTbl (gaTbl 06pa3oBaHWA, MNepeMmMeHOBaHusA,
peopraHusauun, NUKBUAALMU, BEAOMCTBEHHYIO MPUHAANEKHOCTb, CTPYKTYPY U PYHKUUKM, UX
M3MEHEHWA, Ha3BaHMe OpraHM3auuu - nNpealecTBeHHMKa), uctopus poHaa (obvem, KpaiiHue
0aTbl AOKYMEHTOB, CTeneHb WX COXPaHHOCTW, AaTbl Nepefayn AOKYMEHTOB Ha MOCTOAHHOE
XPaHEHWE) N XapaKTepUCTUKa AOKYyMeHTOB PpoHAa (pasHOBUMAHOCTM AOKYMEHTOB, 0COBEHHOCTH
bGOpPMMPOBAHUNA €ANHUL, XPAHEHMA U UX CUCTEMATU3ALUM, HAZIMYME OOKYMEHTOB, BbIXOAALLUX
33 XPOHONOrMYEcKMe rpaHuLbl AeaTeNbHOCTM ¢GoHA00Opa3oBaTens, COCTaB CNPABOYHONO
annapara K GoHAY, MecTo XpaHeHUA AOKYMEHTOB MO IMYHOMY COCTaBY).

NcTopuyeckan cnpaBka K ¢oHAY COCTAaBAAETCA B ABYX 3K3eMMNAAPaAX, O4MH - XPAHUTCA B
aene poHAa, BTOPOI - NepeAaeTcs B rocyaapCTBEHHbIN (MYHULMNAIbHbINA) apXuUB.

5.7. OcHOBHbIMW GOPMAMM UCMNONb30BAHUA LOKYMEHTOB apXMBa OPraHU3aLLnmn ABAAIOTCA:

MHPOpPMaUMOoHHOe obecneyeHne paboTHMKOB OpraHn3aLmu;

MCNOMIHEHWE 3anpOoCOB MNO/Ib30BaTesiel, B TOM 4YMC/Ae 3anpocoB rpaxaaH CouManbHO-
NpPaBOBOroO XapaKTepa;

Bblga4ya [OOKYMEHTOB M fAen BO BPEMeHHOe MO0/b30BaHWe, NpeaoCTaBAeHUEe Komnui
apPXMBHbIX AOKYMEHTOB MO 3amnpocam nosb3oBaTenei, B ToM yncie B popme 3NeKTPOHHbIX
OOKYMEHTOB.

dopmamm 1CMoIb30BaHUA AOKYMEHTOB apXmMBa OpraHM3auunm ABASAIOTCA TaKKe:

MHOOPMMPOBAHNE CTOPOHHUX OPraHM3auMii O HaA/MYMU U COAEPMKAHUU MMEILUXCA B
apXuMBe AOKYMEHTOB;

MCNo/Ib30BaHME AOKYMEHTOB B CPEACTBAX MacCoOBOM MHPOpMaLUU;

MCcnosb3oBaHMe OOKYMEHTOB ans NoAroTOBKM NCTOPUKO-UHPOPMALMOHHbBIX
MEePONPUATUI: BbICTABOK, IKCKYPCUI, KOHbEpEHLNIA;



Bbl4aya AOKYMEHTOB A1 paboTbl B YATA/IbHOM (MPOCMOTPOBOM) 3a/1€ apXMBa;

opraHusauma AocTyna paboTHMKOB OpraHM3auMM K AOKYMEeHTam apxuBa nytem
NCNO/Ib30BaHNA MHGOPMALMOHHO-TENEKOMMYHMKALUMOHHOM CEeTH.

5.8. Apxus opraH13aunm A0MKeEH BECTU y4yeT UCNOb30BaHUA AOKYMEHTOB, B TOM yucie
BblAa4yM AOKYMEHTOB U A€, BblAAa4YN apXMBHbIX CMPABOK, BbIMUCOK, KONWI JOKYMEHTOB.

5.9. 3anpocbl nonb3oBaTenei, NocTynawLwme B apxms opraHn3aumm, nogpasaenaroTcs Ha
TemaTUyecKmne 1 counanbHo-npasoBble <1>.

<1> MoanyHKT 5.7.1 nyHKTa 5.7 Mpasun xpaHeHuUA.

5.10. ApxuB opraH13aunm AoMKeH pacCMaTpmBaTb U UCNONHATbL 3aNpoChbl, MOCTyNUBLLME B
nucbMeHHoM popme.

3anpoc nosb3oBaTeNA AOKEH COAEPKATb CAeayoLLy0 MHGOPMALMIO:

HaMMeHOBaHME PUANYECKOTO INLA - aBTOPA 3anpoca (AN rpaxaaH - Gamunmm, UMeHm,
OTYeCcTBa, NPWU HANMYUK NOCNEAHErO);

MOYTOBbLIV U/MAN INEKTPOHHDBIN aapec, N0 KOTOPOMY AOKEH ObITb AaH OTBET;

CBeAEeHWNA, MHTepecylowme MNob30BaTeNsA U XPOHONOTMYECKMEe PaMKW 3anpalimBaemomn
nHpopmaumu;

dopmy nonyyeHuna nonbsosatenem MHPopmauun (MHPOPMALNMOHHOE MUCbMO, APXMBHAA
CNpaBKa, apXMBHAA BbINMUCKA, apPXMBHAA KONKUA, TEMATUYECKUI NepedeHb, TeMaTu4Yecknin ob3op
OOKYMEHTOB);

JIMYHYO NOANMCb aBTOPa 3anpoca (rpakaaHnHa UAK SONKHOCTHOTO MUa);

aary.

Mpw NOCTYNIEHNM B aPXMB OpPraHn3aL MM MHTepHeT-06paLLeHMA (3anpoca) NoAb30BaTeNA C
YKasaHMeM agpeca 3NeKTPOHHOM noyTbl W/MAM MOYTOBOrO ajpeca emy HanpasaseTcs
yBeAOM/IEHME O Npueme obpalleHns (3anpoca) K PACCMOTPEHUIO UM MOTUBUPOBAHHbIWM OTKa3
B PAaCcCMOTPEHUMU.

Ha 3anpocbl TemaTuyecKoro xapakTepa, MNOCTyNUBLUME B apXMB OpraHM3aummn no
MHOOPMALMOHHO-TENNEKOMMYHUKALMOHHOWN CETU, B TOM YMCAe NO ceTU MIHTepHeT, OTBET MOXKET
6bITb HanpaBneH B BUAE 3/IEKTPOHHOrO COOOLWEHMA NO YKAa3aHHOMY aBTOPOM 3anpoca
3/IEKTPOHHOMY ajpecy.

3anpoc aoKeH 6biTb 3apPerncTpMpoBaH B TeyeHWe Tpex paboumx gHen ¢ MOMeHTa ero
NoCTynAeHmA.

3anpoc, He OTHOCAWMMUCA K COCTaBYy XPAHAWMXCA B OpraHM3auuMm [AOKYMEHTOB
(HenpodwmnbHbLIN 3anpoc), B TedyeHne 7 AHEN COo AHA perncrTpauuu 3anpoca HanpasaseTca B
OpraHn3aumio, rge MOryT XpaHUTbCA HeobXoAMMble AOKYMEHTbl C yBeaomaeHMem 06 sTom
nonb3oBaTens.

3anpoc, NOCTYyNMBLUWIKA B apxvMB OPraHU3auuuM, pPaACCMATPMUBAETCA B COOTBETCTBUM C
TpeboBaHMAMM 3aKOHOAATENbHbIX UM WMHbIX HOPMATMBHbLIX MPaBOBbIX aKToB Mo paboTe ¢
0b6palleHnAMM rpaxkaaH U NPeaoCcTaBAEHNIO FOCYAAPCTBEHHbIX (MYHULMNANbHBIX) YCAYT.

OTBeT Ha MOCTYNMBLLUMIA B apXMB OpraHM3auuMu 3anpoc npepoctasnsetca B TedeHune 30
OHen co aHA ero peructpaumn. C paspeleHna pyKOBOACTBA OpraHM3aLMu 3TOT CPOK MOXKET
6bITb NpoaseH He 6onee yem Ha 30 gHel, c yegomaeHrem 06 3Tom 3aaBUTENA.

5.11. OTtBeTbl Ha 3anpocbl NO/b30BaTENEN, B TOM YMC/E OTBETbI Ha 3aMpPOChbl COLMANbHO-
NpaBoBOro xapakrtepa, obopmMasaoTca B GOpme apXMBHOM CNPaBKU, apPXMBHOM BbIMUCKU UK
apPXMBHOM KONWUK, 0GOPMNEHHDbIX U 3aBEPEHHbIX B YCTAHOBNEHHOM NOPAAKE.

Mpn OTCYTCTBMM AOKYMEHTOB, HeobXoAMMbIX ANA MCNONHEHMA 3anpoca COoLMaNbHO-
NpPaBOBOro XapaKrepa, COCTaBAAETCA OTBET Ha BnaHKe opraHM3auMu C yKasaHUMeM NPUYUH KX
OTCYTCTBUA.



5.12. ApxuBHasa cnpaBKa NOAMMCbLIBAETCA PYKOBOAUTENEM OPraHM3auum WAU UHbIM
YNONHOMOYEHHbIM MM  AOJ/IKHOCTHbIM  JIMLOM UM 3aBEpPAETCA MeyaTbid OpraHusaumm
(npunoxkeHne N 29).

ApxMBHaa cnpaBKa, 0ObemM KOTOPOM MNpeBbiWaeT OAMH JINCT, [AO0/MKHA ObiTb
NpPOHymepoBaHa.

B TekcTe apxvMBHOM CMpaBKM B XPOHOJIOTMYECKOM NOCAef0BaTe/IbHOCTU M3NaratoTca
cobbITMA C YKa3aHMEM BUAOB MCMOJIb30BAHHbIX AOKYMEHTOB, UX 4aT U HOMePOB. B apxMBHOM
CnpaBKe J0NyCKaeTcA LMTUPOBAHNE AOKYMEHTOB.

HecoBnageHne  OTAENbHbIX  CBEAEHWA/QAHHbIX  OOKYMEHTOB CO  CBEAEHMAMM,
N3/10}KEHHbIMM B 3aNpoce, He ABNAETCA NPenATCTBMEM A5 BKAKOUYEHUA UX B APXMBHYIO CNPaBKY,
€C/In coBnaaeHne BCex OCTaNbHbIX CBEAEHMN He Bbl3bIBAET COMHEHWI B TOXAECTBEHHOCTU INLA
nUnn GaKToB, O KOTOPbIX FOBOPUTCA B JOKYMEHTAX.

B apxmnBHOWM cnpaBKe AaHHble BOCMPOU3BOAATCA TaK, KaK OHU MU3/10XKEHbI B JOKYMEHTAX, a
PaCXOXKAEeHWsA, HECOBMAAEHMA U HETOYHbIE Ha3BaHMUA, OTCYTCTBME MMEHU, OTYECTBA, MHULMANOB
WKW HaZn4mMe TONbKO OAHOTO M3 HUX AO0MKHbI OblTb OrOBOPEHbI B TEKCTE CMPAaBKM B CKOOKax:
"Tak B 4oKymeHTe", "Tak B TEKCTE OpUrKMHana'.

CBefeHuA, MMeloLWMeca B apxmee Mo 3anpocy o paboTe u (Maun) yyebe B HECKONbKUX
OpraHM3aumax, KacaloLwmeca O4HOMO NMLA, BKAKOYAKOTCA B O4HY apXMBHYIO CNPaBKY.

Mo TeKCcTy apXxuBHOW CMpPaBKM B KayecTBe MNPUMEYaHUA MOryT ObiTb OroOBOPEHDI
Hepa3bopumMBO HAMMUCAHHbIE, MWCNPaBAEHHble ABTOPOM, He MOAAANWMECA MPOYTEHUIO
BCNIEACTBME MOBPEXAEHUA TEKCTa OpurMHana: "Tak B TeKcTe opurmHana', "B TeKkcre
Hepasbopumeo".

B TeKcTe apxMBHOWM CNpaBKM He OMNYCKAOTCA U3MEHEHWUSA, UCMPABAEHNA, CYMMMUPOBAHNE
AaHHbIX, KOMMEHTapPWUK, COBCTBEHHbIE BbIBOAbI MCMONHUTENA NO COAEPIKAHMIO AOKYMEHTOB, HA
OCHOBAHWWM KOTOPbIX COCTaB/IEHA APXMBHAaA cnpaBka. MogYMCTKM M MNOMapKM B APXMBHbIX
CrnpaBKax He A0NyCKatoTCA.

B apxMBHOW crnpaBKe AO/XKHbl ObiTb NPUBEAEHbI apXMBHble WKUOPbI U HOMEpPA IUCTOB
eAVHUL, XPaHEHWUA LOKYMEHTOB, MCNOb30BABLUMXCA ANA €€ COCTABAEHUA.

Mo 3anpocy Nosb3oBaTeNe apXMBHbIE CMPABKM MOTYT Bbl4aBaTbCA B 31EKTPOHHOM dopme
Ha 3N1EKTPOHHOM HocuTene nmbo nepecblnaTbCA no MHPOPMALMOHHO-
TENEKOMMYHUKALMOHHbBIM CETAM. DNIEKTPOHHbIE apXMBHbIE CMPABKU 3aBEPAIOTCA 3/1EKTPOHHOM
noAnNMCbIo PYKOBOAUTENSI OPraHU3aLLMM UAN MHOTO YNONHOMOYEHHOTO MM AO/I}KHOCTHOIO nLa.

5.13. ApxuBHble BbIMMCKM 0POPMAAIOTCA HAa BNaHKe opraHM3auum (apxmBa opraHusaLmm)
c 0603HayeHnem HasBaHuMA BUAa agokymeHTa: "APXUBHASA BbIMUCKA".

B apxuBHOM BbINWUCKE Ha3BaHWE [AOKYMeHTa, ero HoMep M pgata BOCMPOW3BOAATCS
NOJIHOCTbHO.

Bbinncka npous3BoaUTCA TONbKO M3 OOKYMEHTA, B KOTOPOM COLEPKUTCA HECKOJIbKO
OTAENbHbIX, He CBA3AHHbIX MeXay coboi BOMpPOCOB. BbiNMCKa AO0NXKHA BOCNPOU3BOAMUTL
MOJIHbIN TEKCT YaCTN AOKYMEHTA, OTHOCALLEICA K 3anpocy.

N3BneyeHnem M3 TeKCTa AOKYMEHTa AO/KHbI ObITb MCYepnaHbl BCE MMEIOLLMECA AaHHblIe
no 3anpocy. Hayano u KOHel, KaKAoro WM3B/JeYEeHUA, a TaKKe MPOMYCKU OTAE/IbHbIX C/IOB B
TeKCTe lOKyMeHTa 0603HAYaOTCA MHOFOTOUMEM.

B apxuBHOM BbINUCKE [AOMXKHbI ObiTb CAENaHbl COOTBETCTBYHOLWME MNPUMEYaHUA U
OroBOpPEHbI YaCTM TEKCTa OPUTMHANA, HEPA3bOPUMBO HAaNMCAHHbIE, UCMIPABEHHbIE aBTOPOM, He
noaAatoLmecs NPOYTEHMIO BCIeACTBUE MOBPEXAEHUA TEKCTA U APYTMM NpuiMHam. OTaeNbHble
CNOBa W BbIPA)KEHUA [OOKYMEHTA, BbI3blBAOWME COMHEHMA B WX TOYHOCTM, A TaKXkKe
NCNpaBAeHUs, NOAYUCTKM, Bbi3blBaIOLLME COMHEHME B UX AOCTOBEPHOCTU, oroBapmeatoTca: "Tak
B AOKymeHTe", unm "B TekcTe Hepas3bopumeo", nam "Tak B TekcTe opurnHana". Mocne Tekcra
AapPXMBHOM BbIMUCKN YKA3bIBAOTCA APXMBHbLIN WKOP M HOMEpPaA /IUCTOB €AUHULbI XPaHEHUs



APXMBHOrO AOKYMEHTa.

ApxmMBHaaA BbINMCKA MNOAMUCLIBAETCA PYKOBOAMUTENEM OpraHusauuMm WA UHbIM
YNO/SHOMOYEHHbIM UM AO/HOCTHBIM JIMLLOM M 3aBEPAETCA NeYaTbio OpraHM3aLmu.

Mo 3anpocy nonb3oBaTesielt apxMBHble BbIMUCKM BbIAAKOTCA B 3NEKTPOHHOM dopme Ha
3NEeKTPOHHOM HocuTene nnbo nepecbiNatoTca No UHGOPMALMOHHO-TENIEKOMMYHUKALNOHHbBIM
CeTAM. DNEKTPOHHbIE AaPXMBHbIE BbINMUCKM 3aBEPAOTCA INEKTPOHHON NOAMUCHIO PYKOBOAUTENSA
OpraHM3auum UM MHOTro YNOJHOMOYEHHOTO MM AO/IKHOCTHOTO nLLa.

5.14. Ha apxuMBHbIX KOMWAX, BKAKOYAA apXMBHble KOMMW Ha bOymaxHOM HocuTene
3NIEeKTPOHHbIX OOKYMEHTOB, apXMBHble WKWGpPbl NPOCTABAAOTCA Ha 0b6OpOTE KaXKAO0ro /JmcTa
apPXMBHOW KONWK, a 3aBepUTEIbHAA HAAMUCb U NeYaTb - HA 060poTe NocneaHero AMCTa KONuK.

Mo 3anpocy nosnb3oBaTenein 3N1eKTPOHHbIE KOMUM apXMBHbIX AOKYMEHTOB BblAAOTCA B
3/IEKTPOHHON dopme Anbo nepecbinaTca No UMHGOPMALUOHHO-TEIEKOMMYHMKALMOHHbIM
CeTAM. DNEeKTPOHHble KOMUM APXUBHbLIX AOKYMEHTOB 3aBEPAIOTCA 3/1EKTPOHHOM NOAMUCHIO
PYKOBOAUTENA OPraHnU3aumm Man MHOTO YNOJIHOMOYEHHOTO UM AO/KHOCTHOIO Mua.

5.15. NMoarotoBneHHble APXMBOM OPraHM3aunmM OTBETbl HA 3anpocCbl (aPXMBHbIE CNPABKK,
apXMBHbIE€ BbIMUCKU U apXMBHblE KOMWM) HANPaBAAIOTCA 33aABUTENAM C COMPOBOAUTENbHLIM
NMMCbMOM MO Mo4YTe WAM BbIJAIOTCA: 3aABUTENO - NPU  NpeabABAEHUU  OO0KYMEHTa,
YAOCTOBEpPALWEro J/JAMYHOCTb, €ro npeacraBuTenam - npu nNpeabaABAeHUUM OOKYMEHT],
Y4,0CTOBEPAIOLLErO IMYHOCTb U J0BEPEHHOCTU, OPOPMAEHHOM B YCTAaHOBJIEHHOM NOpPAAKeE.

5.16. ApxuBHble CNpaBKW, apXMBHblE BbIMUCKM WU apXMBHble KOMWU, HanpaBafemble B
rocyfapcrBa - y4aCTHUKM KOHBEHUMM, OoTMmeHAowWwen TpeboBaHue neranmsaumm MHOCTPAHHbIX
obMUMaANbHBIX AOKYMEHTOB, noanucaHHon B [aare 5 okTabpa 1961 r., 3aBepsatoTcA
npoctaBneHMem W 3anoaHeHMem CcrneuManbHOro wTamna - anocTUNA B COOTBETCTBUM C
3aKoHoaaTenbcTBOM Poccuiickon depepaumm.

5.17. [JdonyckaeTca wu3bATME M3 apXUBHbLIX Aen UM Bblgaya BA3aZenbuaM WU UX
POACTBEHHMKAM, B C/ly4ae UX MUCbMEHHOro obpalweHuna, NOANMHHBIX NNYHbBIX AOKYMEHTOB O
rpa*kAaHCKOM COCTOAHUM, 06 06pa3oBaHMK, TPYAOBbLIX KHUXKEK, HE NMOJy4YEHHbIX B CBOE BpemMsA
B/lagenbLem AOKYMEHTOB.

MoAnnHHbIE NNYHbIE OOKYMEHTbl BblAAIOTCA 3aABUTENIAM C paspelleHns pyKoBoauTens
OpraHusauum no npeabaBAEHUM MacnopTa WAWM MHOMO AOKYMEHTa, YAO0CTOBepAloLero
JNINYHOCTb, NMBO UX POACTBEHHUKAM WMAM MHBIM NLAM MO AOBEPEHHOCTU, 0POPMNEHHOM B
YyCTaHOBNEHHOM 3aKoHoZAaTenbcTBOM Poccuitickon ®epepaunn nopagke. MogavHHbIE NUYHbIE
OOKYMEHTbI MOTyT 6bITb HanpaseHbl 3a8BUTENIO LLEeHHbIM MUCbMOM.

C u3biMaemblX AOKYMEHTOB B apxMBe OpraHu3auuMu U3roTaBAMBAIOTCA KOMWUWM, KOTOpble
npuobuwatTca K genam. M3baTne AOKYMEHTOB, a TaKXKe 3aMeHa Ha KOMuM OTpaKatTca BO
BHYTPEHHMX ONUCAX e, B INCTax-3aBepuUTenax Aen, B onucax Aen, AOKYMeHTOB.

N3bATME W BO3BpaALLEHWE AOKYMEHTOB OQPOPMAAIOTCA aKTamu 06 u3bATUM U3 aen
(BO3BpalLeHMM) YKa3aHHbIX AOKYMEHTOB. AKTbl U ApYyrne AOKYMEHTbl, HA OCHOBAHWWN KOTOPbIX
Npoun3BeAeHO M3bATUE (BO3BPALLEHNE) aPXMBHBIX LOKYMEHTOB, BKAOYAIOTCA B Aeno GoHAa.

5.18. KonupoBaHWe [OOKYMEHTOB apxvMBa OPraHMs3auuu no 3aABKamM NOAb3oBaTesnen
NpPOM3BOAMTCA MO paspeLleHnIo PpyKoBoAUTENA OPraHU3aumMm UaM MHOMO YNOJIHOMOYEHHOIO UM
OO0NKHOCTHOMO NnLa.

Konun foKymeHTOB nepecbinatoTca B agpec TOM OpraHu3aumnm, no 3anpocy KOTOPON OHM
W3roTOBJ/IEHbI, NN BbIAAOTCA MONb30BATE/IO NOA POCMUCD.

5.19. B uensx co3gaHuna ycnoBuii ana paboTbl Nosb3oBaTeneil HenocpeacTBEHHO B apXuBe
OpraHM3auun MOMKET BbIAENATbCA MOMELWEeHNe (4MTasbHbIM, MNPOCMOTPOBLIN 3an) AAs
O03HAKOMJIEHWUA C AOKYMEHTaMK apxuBa, 060pyA0BaHHOE COOTBETCTBYHOLWMMMU TEXHUYECKMMMU
cpencTBamm ana pabotbl C LOKYMEHTAMMU.

Mpn OTCYTCTBMM B apxvMBe OPraHW3auuun cneumanbHO BblAENEHHOTO nomelleHma paboTa



nosb3oBaTesiei C 4LOKYMeHTaMu NPOM3BOAMUTCA HENOCPEACTBEHHO B paboymx KOMHATax apxuBa.
JOoKymeHTbl Ana paboTbl NoAb30BaTENAM BHE MOMELLEHUS apXMBa OpraHMs3auMn BblAaBaTb
3anpeuaeTca.

PaspelweHune Ha paboTy B NOMELLEHUM apXMBa OpPraHM3auum AaeT PyKoBOAMTE/Ib apXMBa
opraHusauuu (nNMuo, OTBETCTBEHHOE 33 apXmB).

5.20. OTKas apxuBa OpraHu3auuMm B Bblaaye APXMBHbLIX AOKYMEHTOB AO0MNYCKaeTcA B
CAyyasx:

Hannums ¢oHAa NONb30BaAHMUS;

Hey0B/IeETBOPUTENIbHOIO GU3NYECKOro COCTOAHUS JOKYMEHTOB;

He npouweawunx HaydyHOro OMnMuCaHMA W TEXHUYECKoro opopmMaeHUs AOKYMEHTOB, A0
3aBepLUeHns 3TUX pabor;

OrpaHWYEeHUr Ha WCNO/Ib30BaHWE, YCTAaHOBAEHHbIX 3aKoHOAaTe/NbCTBOM Poccuitckomn
depepaunm unm poHaoobpasosaTenem Npu nepesade 4OKYMEHTOB HA XpaHEHMe.

OTKa3 apxuBa OpraHusauMm B NPeAoCTaBAEHUM AOKYMEHTOB AOJ/KeH ObiTb BblgaH B
nUcbMeHHOM dopme 1 coaepKaTb NMPUYMHDBI OTKA3a, a TaKKe NopALoK 06XKanoBaHMA OTKa3a.

V1. NEPEAAYA JOKYMEHTOB OPTAHM3ALMW HA XPAHEHWUE
B FOCYAPCTBEHHbIM (MYHULIMMANBbHBIA) APXUB

6.1. [JdokymeHTbl ApxmBHoro ¢oHaa Poccuiickor ®Pepepaumn, obpasoBasliMeca B
OPraHM3aumax - UCTOYHMKAX KOMMIEKTOBAHUA FOCYAAPCTBEHHbIX (MYHULMNANbHbBIX) apPXMBOB,
Mo MCTEYEHUM CPOKOB WMX BPEMEHHOrO XpaHeHMA B apXMBe OpraHM3auuu nepeaaroTca Ha
NMOCTOAHHOE XPAaHEHME B COOTBETCTBYHOLLMIN FOCYAaPCTBEHHbIN (MyHUUMNANbHbIN) apXMB.

6.2. [JdokymeHTbl ApxmBHoro ¢oHaa Poccuiickor ®Pepepaunn, obpasoBaslimMeca B
OEATEeNbHOCTU TOCYAAPCTBEHHbIX W HErocyAapCTBEHHbIX OPraHusauuin, He ABAAKOWMXCA
MUCTOYHMKAMM  KOMMNIEKTOBAHUA FOCYAAPCTBEHHbIX  (MYHWUMNANbHbIX) apXMBOB,  MOTYT
nepenaBaTbCs B FOCYAAPCTBEHHble (MyHWUMMNANbHbIE) apXMBbl HA OCHOBAHMM [OFOBOPOB C
COH6CTBEHHMKAaMU UK BNaLENbLAMUN OKYMEHTOB.

6.3. loKymeHTbl nepeaarnTca HAa NOCTOAHHOE XPaHEeHWe B YNOpALOYEHHOM COCTOAHUMU C
COOTBETCTBYIOLLMM HAy4YHO-CNPABOYHbIM annapaTom.

6.4. B opraHmnsaumax - MICTOYHMKAX KOMMNJIEKTOBAHMA rOCYyAaPCTBEHHbIX (MYyHULMMNANbHbIX)
apxvBoB Bce paboTbl, cBA3aHHble C OTOOPOM, NOArOTOBKOM M Nepefadveirt AOKYMEHTOB Ha
NOCTOAHHOE XPaHEHME, B TOM YMC/E C UX YNOPAA0YEHMEM M TPAHCMOPTUPOBKOM, BbINMONHAIOTCA
3a CYeT CpeACcTB OpraHu3aunii, nepeaatowmx 4OKYMEHTbI.

6.5. [locpoyHaa nepefava [AOKYMEHTOB Ha MNOCTOAHHOE XpaHeHWe MoXKeT ObITb
OCyLLECTB/IEHA NpPU OTCYTCTBUM HeobXoaMMbIX YCNOBUI pnA obecneyeHus COXPaHHOCTU
OOoKymeHToB ApxmBHoro ¢oHaa Poccuiickon Pepepaumm, npu yrpose ytpatbl (YHUUTOXKEHUA)
[OKYMEHTOB, @ TaKKe Mo npocbbe opraHM3auMM Ha OCHOBAHWM A0rOBOpPA C FOCYAAPCTBEHHbIM
(MYyHULUMNANBbHBIM) apPXUBOM.

MpoaneHve CPOKOB XpaHeHMA [OOKYMEHTOB B apxvMBe OpraHvM3auuu [AOonycKaeTca no
NMMCbMEHHOMY pPa3peLUeHUd  FoCYyAapCTBEHHOrO  (MYyHMLMMANbHOIO) apxuBa B  C/Ayyae
HeobX0AMMOCTM NPAKTUYECKOTO UCMOb30BaHMA AOKYMEHTOB OpraHU3aLmen.

6.6. [lepepadya  OOKYMEHTOB  MOCTOAHHOIO  XpPaHeHMA B FOCYAAPCTBEHHbIN
(MyHMLMNANbHbBIA) apPXMB OCYLLECTBAAETCA B COOTBETCTBMM C MJIQHOM, YTBEPXKAEHHbLIM
pyKoBoAMTENEM COOTBETCTBYIOLLErO apxMBa MO COFMIACOBAHUIO C nepegatowen aena
opraHuMsauuen.

6.7. [JOKyMeHTbl nepeaarnTca B rocyAapCTBEHHbIA (MyHUUMMANAbHbINA) apXMB MO ONUCAM
Aen, LOKYMEHTOB NOCTOAHHOIO CPOKa XpaHeHUs, yTeepXKaeHHbim IMK.

Mepepn nepepaveit JOKYMEHTOB HA MNOCTOAHHOE XPaHEHWE COBMECTHO C nNpeacTaBuTenem



rocyAapCTBEHHOrO (MyHULMNANBHOMO) apXmMBa NPOBOAMUTCA NPOBEPKA NPaBU/IBHOCTU ONUCAHUA
n opopmneHuns gen, PpU3NYECKOro U CAaHUTAPHO-TUTMEHNYECKOTO COCTOAHMA AOKYMEHTOB. MNpu
0o6HapyXeHnn aedeKToB COCTABAAETCA aKT; yCTpaHeHne 0bHapyKeHHbIX gedeKToB NpoBOANTCA
CUJTaMU OpraHM3aLuu.

Mepepaya gen NPoBOAUTCA B rOCYyAapCTBEHHOM (MYHUUMMNANbLHOM) apXxvMBe NOeANHUYHO.
Ha Bcex yeTblpex aK3emniapax onucen Aen, AOKYMEHTOB NPOCTABAAKTCA OTMETKM O npueme
aen.

Mpwn nepBoW nepegaye AOKYMEHTOB B TOCYAAPCTBEHHbIM (MYHWUMNANbHBINA) apXxuB
nepenaeTca MUCTOpUYecKaa cnpaBka K ¢oHay. Mpu nocnepyowmx nepepadax LOKYMEHTOB
nepeaaeTca AONONHEHUE K UCTOPMUYECKOM CnpaBKe.

6.8. lNepepaya AOKYMEHTOB 0hOpPMASETCA aKTOM Npuema-nepenaym AOKYMEHTOB Ha
xpaHeHue (npunoxkeHume N 30), coctaBasembimM B ABYX 3K3emnaapax. OgMH 3K3eMNAsp ocTaeTcs
B rocy4apCTBEHHOM (MyHMLUMNAZIbHOM) apXx1Be, APYro - B NepesatoLLelt opraHmsaummn. Bmecre
C OOKYMEHTamM nepegaeTca TPWU dK3emMnasapa Oonucu Aen, AOKYMEHTOB, B TOM 4YMcie OAUH B
3/IEKTPOHHOM BUAE.

Echn npu nepepave obHapy)KeHO PacXoXKAeHue mexay UTOroBoM 3anucbio OnNucKU aen,
OOKYMEHTOB M PaKTUYECKMM Hanvumem nepegaBaemblX e, B ONUCKM AeN, AOKYMEHTOB
obopmnAeTca HOBaA MUTOroBas 3anucb, B KOTOPOM YKa3blBAlOTCA GaKTUYECKOe Hanuume aen u
HOMepa OTCyTCTBYHOWMX Aen. Homepa OTCyTCTBYHOWMX Aen PUKCUPYIOTCA B aKTe npuema-
nepefayn Aen Ha NoCTOAHHOE XpPaHEeHWe, NPUYUHbI OTCYTCTBMA AN - B NPUAAraeMon K aKTy
npuema-nepeaayu cnpaske, NOAroTOBAEHHON OpraHM3aumen.

ApxuB opraHusaumm NnpuHMMaeT Mmepbl MO PO3bICKY Aen. Ha oTcyTcTByOWME AOKYMEHTbI U
Oena, mepbl MO PO3bICKYy KOTOPbIX He Aanu pes3ynbTaToB, COCTaBAAETCA aKT ob yTtpare
AOKyMeHTOB (NpunoxeHune N 6). YTpayeHHble NOAANHHUKMU AOKYMEHTOB MOTYT ObITb 3aMEHEHbI
UX KOMUAMMN.

VII. MEPEOAYA JOKYMEHTOB MPU PEOPTAHU3ALNN NN NTUKBUOALIUNA
OPTAHU3ALUWU, CMEHE PYKOBOOWUTE/TA APXUBA OPTAHU3ALIMN

7.1. MNpu peopraHM3auMm WAN NUKBMAALMM OpraHuMsauuu nepefada M AanbHelulee
MCMO/Ib30BaHME  [JOKYMEHTOB PEeopraHMsyemMon WAU  JIMKBUAMPYEMOW  OpraHv3aumum
OCYLL,ECTB/IAGTCA B COOTBETCTBUM C 3aKOHOAaTeNIbcTBOM Poccuitickon ®eaepaumm.

Mepeaaya AOKYMEHTOB INKBUANPYEMOIM OpraHM3aLmMmn BXOAUT B 06A3aHHOCTb KOMUCCUU,
06pa3oBaHHOM oN1s Nepenayun Aen u UMyLLEecTBa.

Mpn NUKBMAAUMM OPraHU3aUMih - UCTOYHMKOB KOMMIEKTOBAHUA [OCYAapCTBEHHbIX
(MyHUUMNANbHbBIX) apPXMBOB B COCTaB JIMKBUAALMOHHON KOMUCCUM BKAOYAETCA NpeacTaBuTesb
rocyAapCTBeHHOro (MyHMUMMNaAbHOro) apxmsa.

7.2. Tlpu cmeHe pyKoBOAMTENA apXxuBa OpraHM3aumMu (nMua, OTBETCTBEHHOrO 3a apxuB
opraHvM3auuun) npuem-nepenaya [AOKYMEHTOB apxvMBa, YYETHOTO W HAy4YHO-CMPaABOYHOrO
annapaTta K HUM OCYLL,ECTBASETCA MO aKTy.



MpunoxkeHne N 1
K n. 2.37 Mpasun

HamMveHnoBaHMe opraHM3alun

KAPTOUKA IIOCTEJIIAXHOT'O
TOIIOTPAOGUUECKOT'O YKABATEJIA <*>

CTEJUIAX N XPAHMIIMIIE N
Wkaop N Monka N ®oHg N Onuco N Eo. xp.cN MpumeyvaHue
noN
1 2 3 4 5 6

dopmart A6 (148 x 105 mm)

<*> KapTo4ukn nocrtennaxHoro TOI'IOFpa(I)M‘-IECI-(OFO YKa3aTenA CoCTaB/IAKOTCA Ha Ka)KAbIVI cTennaxX n NpUKpenaAarnTCA Ha TOpLI,eBOﬁ CTOpPOHE CTennaxa.



HamMveHnoBaHMe opraHM3alun

KAPTOUKA IIOPOHIOBOTI'O
TOIIOTPAOGUUECKOT'O YKABATEJIA <*>

®OHI N

HazBaHMre oGoHIa

XPAHWIIMIIE N

Onucob Eg. xp.c N Crennax N Wkadp N Monka N MprmeyaHun
N e
noN
1 2 3 4 5 6

MpunorkeHune N 2
K n. 2.37 Mpasun

dopmat A4 (210 x 297 mm)

<*> KapTouku nodpoHA0BOro Tonorpadpmyeckoro ykasateis COCTaBAAOTCA HA Kaxablii GoHZA M pacrnonaratoTcs B nopsaaKke Homepos GOHA0B.



HammMeHOBaHMe oOpTraHM3aLun
AKT
N

IPOBEPKM HAJINUNS
M COCTOSIHUS apXMUBHHEX IOKYMEHTOB

doHnm N

HazBauue ¢poHIa

MpunnoxkeHne N 3
K n. 2.43 Mpasun

YTBEPXIAIO

PyxkopomuTesns opraHM3alLUM

Homepa onmcen

[I[poBepka HOPOBOOMIJIACH C

[IpOBEePKOM yCTaHOBJIEHO:
1. UmcamMTca OO ONMUCAM IeJl

2. BHIABJIEHHE TeXHUUECKME OWUOKMN :
2.1. VmenTCcHa JIMTEPHHE HOMEpPaA:

B MTOT'OBOM 3alMCUu

2.2. IlponylumeHO HOMEPOB:

B MTOT'OBOM 3alMCUu

YBEJIMYMIICA Ha

YMEHBIIMIICA Ha

3. UmMcamTCcsa IO ONMCSAM B pe3sysibTaTe
YCTPaHeHA TeXHUUEeCKUX omrboK

4. He okazajioChk B HaJIUUUU

(BKJIOUEHHEIX B OIIMCH)

M3 HUX TpeOyonlMX:
a) nesuHbexkUIUMU

6) IesuHCeKLUU

[Nomnmce PacumppoBra
infedrinizie)’i
IDaTa
1o
en. xp.
(koNMMuUuecTBO)
a) He yuUuTeHHBEEe B MTOTOBOM 3allCu en. xp.
(koMMUuecTBO)
©) He IepeudMuCIJIeHHBle, HO YyUTEHHBIE
en. xp.
(koJIMUecTBO)
a) He YUTEeHHHX B MTOTOBOM 3amnmcu en. xp.
(koIMuUuecTBO)
©) He [NepeuMCJIEHHHIX, HO YYTEHHHX
en. xp.
(koJIMuUecTBO)
2.3. Ipyrmne, B pes3yjbTaTe UYero OOBEM
en. xp.
(koJIMuecTBO)
en. xp.
(koJIMuecTBO)
en. xp.
(koJIMuecTBO)
en. xp.
(koJIMuecTBO)
5. VMeeTca B HaJIMUMM IO IaHHOMY (QOHIY
en. xp.
(koJIMuecTBO)
en. xp.
(xkoIMuUecTRBO)
en. xp.
(koJIMuecTBO)
en. xp.

B) pecTaBpauumu

(koJIMuecTBO)



MpogonxeHne npunoxerHna N 3
K n. 2.43 Mpasun

T') IeperieTa WY IOIUMBKU en. xp.
(koJIMuecTBO)
II) BOCCTAHOBJIEHMS 3BaTyxXakllMX TEeKCTOB en. xp.
(koJIMuecTBO)
€) HeMCIPaBMMO INOBPEXIEHHBIX en. xp.
(koNMMuecTBO)
6. VMeeTcsa He BKJIIOUEHHEX B OIMUCHU en. xp.
(koJIMuecTBO)
7. VToro mo ImaHHOMY OQOHIOY (BKJIIOUEHHBIX M HE BKJIOUEHHBIX B OIMUCH) ,
VMERIMXCS B HaAJIUMUUU en. xp.
(koIMuUecTBO)

8. XapakTepuUCTHUKa YCJIOBUM XpaHEeHUS

[l[poBepkKy MNPOMBBOLOUIIN :
HamMmeHOBaHMUE

IOJDKHOCTEN
PaboOTHUKOB Nonnucu PacumppoBka HoomnmMcemn

dopmat A4 (210 x 297)



HamveHoOBaHMe opTraHM3alun
AKT
N

O TexXHMUYECKMX OommMbKax
B YUETHHIX IOOKYMEeHTax

®oHnO N

HazBaHuue ¢oHIa

YTBEPXIAIO

PyKOBOOMTEJNL OpTaHM3alun
[Momnmuce Pacumbpporka

n{ePrinizierss
ODaTa

B xome BHINIOJIHEHUSA

OOHAPYXEHE TEeXHUUYEeCKUE

ommbKM B 3alMCHAX

Ha3BaHue goKymeHTa CyuwecTsytoLLas 3anncb Cnepyet 3anucatb
1 2 3
B pesynbTare KOJIMYECTBO E€OMHMIL XPaHEeHUI YBEeJIMUMIIOCH (YMEeHBINMJIIOCHE )
Ha en. xp.
(umppamy, MOPONMUCEHIO)
[IpuMeuaHmA :
HammMeHOBaHME IOOJDKHOCTHM pPabOoTHUKA [Mopnuce PacumppoBka NOONUCK

VI3MeHeHUS B YyUeTHHE OOKYMEHTHE BHECEHEH

HammMeHOBaHMEe IOOJIXKHOCTU
paboTHMKA apxuba

I[Toonuce

PacumppoBka NOONUCK

MpunoxkeHue N 4
K nn. 2.43, 3.15 Mpasun

dopmat A4 (210 x 297 mm)



MpunnoxkeHne N 5
K nn. 2.43, 3.15 lMpasun

HamveHoOBaHMe opTraHM3alun

AKT YTBEPXIIA

N PykoBomuTess opraHmM3alLumu
006 oOBHaApPyXeHUM IOOKYMEHTOB loanmcheb Pacumbpporka
(He oTHOCAWMXCSA K IOaHHOMY QOHIY, jafePrinizierss
HEeYyUTEHHBIX)

DaTa
B xonme
(Bo paboThl)
OOHAPYXEHO
(B donme, xpaHmIuie, padboueM IIOMEUeHUN)

N n/n | 3aronosok ea. | LWudp (ecnn | KpaliHue aaTbl | Konunuyectso K Kakomy MpumeyvaHma

Xp. ecTb) ncTos doHay

(06bEM, M6) OTHOCUTCA
1 2 3 4 5 6 7

JIToro oOHapyXeHO IOOKYMEHTOB IOOKYMEHTOB

(umdpaMm ¥ HOPONMUCEI)

HammMeHOBaHME IOOJDKHOCTHM pPaboOTHUKA [Mopgnuce PacumppoBka NOONUCK
VI3MeHeHMAa B ydYeTHBE IOOKYMEHTEl BHECEHH

HamveHOBaHMe OOJDKHOCTU

paboTHMKA apxmBa [Mopnuce Pacumpporka

MNOIONNCHU

dopmat A4 (210 x 297 mm)



HamveHoOBaHMe opTraHM3alun
AKT

N
06 yTpaTe IOOKYMEHTOB

®oHnO N

YTBEPXIAIO

PykoBomuTess opraHmM3alLumu

I[lopnmce

DaTa

Pacumbpporka

IIoOrnmcum

B pesyneTare

(HazBaHMe QoHIA)
YCTAHOBJIEHO OTCYTCTBME B (QOHIE

IIepedrMCIIEHHBIX HIIXe e, NIpenripmMHATeE apXxXmMBOM MEPEI I10 PO3EICKY el
IIOJIOXMTEJIBHEIX Pe3yJIbTaTOB HEe najJjiM, B CBA3M C UEeM CcuUuMTaeM BO3MOXHEIM CHATHB C
yyerTa:
Nn/n| Onuce N | EA. xp. 3aronoBokK ea. xp. KpaitHue patbl| Konunuvectso |[pegnonaraemble
N AncTos NPUYUHbI
(06bEM, M6) OTCYTCTBUSA
1 2 3 4 5 6 7
NToro en. Xp.
(umdpaMy ¥ HPONUCHI)
ConepxaHme YTPadYeHHBIX JOKYMEHTOB MOXeT OBITH JaCTUYHO BOCIIOJIHEHO

crjlienymomyMm en. Xp. @

HamMveHOBaHME OOJDKHOCTU
PYKOBOOUTEJIA apXMBa
(nuua, OTBEeTCTBEHHOTO 3a

COTJIACOBAHO <*>

(HoMepa en.

apxXUB)

[IpoTokos SIK apxXMBHOT'O YyUYPEXIEeHUA

oT N

Xp.

Y UX TPYIINOBHE 3aTOJIOBKU)

INomnmce

COTJIACOBAHO
[MpoToxkoia [3K
oT

PacumppoBka HOONIUCU

(9K) opraHmzaumum

N

MpunnoxkeHne N 6
K nn. 2.44, 3.15, 4.32, 6.8 MNpasun



VI3MeHeHMa B YUeTHHE IOOKYMEHTE BHECEHEH

HamMeHOBaHME HOOJDKHOCTU
paboTHMKA apxuiBa [Momnmuce

<*> Ecnn He 0BHapyKeHbl AeNna NOCTOAHHOTO XpaHeHUs.

HauMeHOBaHMe OpTraHU3aLUn

KAPTA-3AMECTUTEJIE IEJIA

Pacumbporka nomnmucu

Iesio

(N u HasBaHUE)
Onmcob

(N 1 HaszBaHUE)
QoHLO

(N 1 HazBaHUEe)

BelmaHO BO BpeMeHHOe IIOJIE30BaHue (HMTaHbHHﬁ 3an) :

N ®.1.0. nonb3oBaTens [ata Bblgaumn [ata Mognuce Mognucek
n/n BO3BpaTa |BblAaBLlero Aeno| noJjayyusllero
aeno
1 2 3 4 5 6

dopmat A4 (210 x 297 mm)

Mpwunoxkenne N 7
K nn. 2.47 Mpasun

dopmat A4 (210 x 297 mm)



JIMCT-3ABEPUTEJIbE IEJIA N

B meJsie nmomumTo u IIPOHYMEPOBAHO

JIMCTOB

(ubdpaMm M MOPONMCHIO)

c N rno N

JINTEPHBIE HOMEpa JIMCTOB

B TOM UYMCIJIIE:

IIPOIIYyULIEHHEIE HOMEepa JIMCTOB

+ JIMCTOB BHy‘I‘peHHeﬁ OoInmcum

OcobeHHOCTM GU3NYECKOTO COCTOAHMA U GOPMUPOBAHMA Aena

Homepa nucros

1

2

HavMeHOBaHME OOJIXHOCTU
paboTHMKA [lonnuce
IlaTa

HammveHoBaHMe oOpraHun3alumn

JIMCT MCIIOJIB3OBAHUA HOKYMEHTOB

PacumppoBka NOONUCK

donnm N Onuce N Ilejsio N

3aroJIOBOK Hejia

Jata Komy BblgaHo: XapaKtep Ucnosib3oBaHmA N Moanuce nnua,
MCNosb30B | Gamuaunsa, MHUUMaNbl | (KONUMpPOBAHWE, BbIMUCKK, | UCMOJIb30BaHHbI | MCNO/Ib30BaBLUErO
aHus (pasbopumeo) npocmoTp) X JINCTOB aeno
1 2 3 4 5

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

dopmat A4 (210 x 297 mm)

MpunnoxkeHne N 9
K n. 2.47 Mpaswnn



HaumeHoBaHUME OopraHMn3almnumn

AKT

N

O BBIIAQYE IO€JI BO BPEMEHHOE II0JIb30BaHME

(HauMeHOBaHME oOpITaHM3aluM,
ee azmpec, [OYTOBHM MHIEKC)

OcHOBaHUe

I KakoM LeJj BBOANTCS e€I.

Xp. U3

dbonma N

(HazBaHMe QOHIAa)

N n/n |Onuce N| Ea. xp. | 3aronosok ega. KpaHue | Kosnuectso nucTos, MpumevaHue
N Xp. Aatbl dopmart (06bem,
M6)
1 2 3 4 5 6 7
Bcero BeImaeTcda en. Xp.,
(umdpaMm ¥ HOPONMUCEI)

CPOK BO3BpalleHNd .
ﬂena BBLOAHEL B YIOPAOOUYEHHOM cocroaHuM, IIOOWMTHI, B OGHOXKaX, C

IPOHYMEPOBAHHEIMM JIMCTAMU M 3aBEPUTEJIbHEIMU HANNMUCIMUA .
NojyuaTejir o00sa3yeTcs

IoJib30BaHue,

He InpenocTaBJIATh
IIOCTOPOHHUM JIMiaMm, HE

nesna,
BEIABAThL I[IO HUM

[IOJIyUeHHbEle BO BpPEeMeHHOe
KOMMM,  BEIIMCOK U

dopmat A4 (210 x 297 mm)

Mpunnoxkenme N 10
n. 2.46 Mpasun



CcrpaBoOkK, He nyObiamMkoBaTb IHOOKYMEHTE 0e3 pasl3pelleHrs OpTaHM3aluy, BbOaBLIEN
nena.

NonyuyaTejib 00sa3yeTcs BEepHYThH mHejla B apxXMB OpraHM3almMM B yKa3aHHHM B
axKTe CpOoK.

[MonyyaTenb NOpenynpexmeH o0 OTBETCTBEHHOCTM IO 3aKOHY B CJydyae yTpPaTh
WM TOBPEeXIEHMS I[OJIYUeHHEIX BO BPEMEeHHOEe IOJIb30BaHue Iel.

HavMeHOBaHMeE OOJIXHOCTU HavMeHOBaHMe OOJIXHOCTU

PYKOBOOMTEJIA OpPIaHM3aluM, PYKOBOOUTEJ A

BEIDAIWEN »IeJjia OpTraHM3aUuM-IrojydaTelis

[Momnmce Pacumpporka [Momnmce Pacumpporka
DOONUCHU DOONUCHU

HaTa HaTa

[leyaTe oOpraHM3aUUMU [leyuaTe oOpraHM3aLUMU

(HaMMeHOBaHMe OpI‘aHMBaLLMM)

(HazBaHMe apxMBa OpPIaHM3aLMM)

KHUTA
ydeTa NOCTYIJIEHUA U BEOBETUA LeJ, OOKYMEHTOB

Tom N

Hauat

OKOHUEH

MpononxeHune npunoxeHna N 10
K n. 2.46 MNMpasun

dopmat A4 (210 x 297 mm)

Mpunoxenune N 11
K nn. 3.6, 3.15 Mpasun



dopmat A3 (297 x 420 mm)

Mpogonxenue npunoxeHna N 11
K nn. 3.6, 3.15 lMpasun

N [ata HanmeHoBaHne | HammeHos | Ha3ga oAbl Bug MocTynneHne onncaHHbIx | BblbbiTMe onncaHHbIX | HeonucaHHbIx | Mpumey
n/n | noctynn OopraHusauum aHue, HMe U | NOCTYNUB | HOCUTe OOKYMEHTOB OOKYMEHTOB aen, aHue
eHnAaA n (cTpyKTYpHOTO HOMEP U | HOME | LWKX UAKn | na <*> OOKYMEHTOB,

BbIGLITU | NogpasseneHus, Aata p | BbIGbIBL Konndectso ea. xp. Konndectso ea. xp. JINCTOB
A NML@, apXMBa), OT | AOKYMeEHTa | doHA, nx
LOKyMe KOTOPOA , o a LOKYMEH NnocToA | BpemeH no nocto |Bpeme| Mo | NOcCTy | Bbibbl
HTOB noctynuau (uam | Kotopomy TOB NO HHOro HOrO | JIMMHO | AHHOT | HHOTO | IMYHO | NUNO no
BbIObINN) nocTynuau onucu XpaHeH | (cBblwe | My 0 (cBbiWw | My
LOKYMEHTbI UAn na 10 net) | coctas | xpaHe | e 10 |cocTtaB
BbIObIN y HUA ner) y
OOKYMEHT
bl
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16
ViToro B Irony IIOCTYIIMIIO en. Xp., B TOM dHMCJIe: Ha
(umdpaMm M HOPONMCEI)
OyMaxHOM HOCUTEJE , BIIEKTPOHHBIX ,
(umbpaMy M MNPONMCHIO) (umbpaMy M MNPONMCHIO)
AYIMOOOKYMEHTOB ; BUIEeOIOOKYMEHTOB .
(urdpaMy M MOPONMCEIO) (urbdpaMy M MNPONMCEIO)
MOKASBEIBANTCsSA pPasmelJIbHO MTOTOBHBE IaHHEIE no rpabam 8, 9, 10, 14 xHuUTHU;
BEIOBLIIO en. Xp., B TOM UMCJIE: Ha 6yMa)KHOM HOCUTEeTIe
(umdpaMm ¥ HOPONMCEI)
y DJJIEKTPOHHEIX ’
(urdpaMm M HOPONMCEI) (urbppaMy M HNPONMCEI)
aAyOVOOOKYMEHTOB ;, BUIEOIOKYMEHTOB .
(umbpaMy M MNPONMCHIO) (umbpaMy M MNPONMUCHIO)

MOKASBEIBANTCsSA PasmdelJIbHO MTOTOBHBE IaHHBE no rpadbam 11, 12, 13, 15.

HavMeHOBaHME IOOJDKHOCTU JIMLIA,
COCTAaBMBIIETO MTOTOBYK TONOBYK 3alNcCh [Momnmce PacumbpoBKa MNOIONMCU



HauMeHOBaHME IOJIKHOCTM PYKOBOOMTEJS apxuea I[loONmUcChb PacumbppoBka MOOONIUCU
(Muila, OTBETCTBEHHOTO 3a AapPXUB)

IlaTa

<*> B rpade ykasbiBaeTcs Bua Hocutens (BH - LoKymeHTbl Ha BymaxkHOM HocuTene, 3/ - SNEeKTPOHHbIE AOKYMEHTbI).
dopmat A3 (297 x 420 mm)

MpunoxkeHne N 12
K nn. 3.6, 3.15 MNpaswun

HaumvmeHoBaHME OpPTraHM3al M

CIMCOK ©OHIOOB

Tom N
HauatT
OKOHUEeH
dopmat A4 (210 x 297 mm)
MpogonxeHne npmunoxeHna N 12
K nn. 3.6, 3.15 lMpasun
N [ata nepsoro | HaseaHue ¢poHaa OTmeTKa o BbibbITUM doHAA MpumeyvaHue
doHaa nocTynneHun
LOKYMEHTOB Kyaa BbIbbin Oatan N
dboHaa OOKYMEHTa, Ha

OCHOBaHWMN
KOTOpOro BblObIN

1 2 3 4 5 6




Ha 01.01. TOoma B CIMCOK BKJIOUEHH QOHOE C N mo N .

"3 CIIMCKa MCKJIIIOYEHEL @OHHH c N

Bcero XpaHuTcd B apXumBe

no N .

GOHIOOB, U3 HUX:

(umbpaMy M NPONMUCHIO)

comepxatT ocoBbO LeHHEBEIE HeJa.

(umbpaMy M MNPONMCHIO)
HomMepa cBOOOnOHEE:
HomMmepa BHIOBIBUIME ([I€PEIaHHEE) :
HavMeHOBaHME OOJIXHOCTU
paboTHMKA apxMBa, COCTABUBIIEIO
TOOOBYI MTOTOBYI =3alllCh
HavMeHOBaHME IOJIXKHOCTU
pyKOBO,HM'I‘ eJisd apXMBa

(Muua, OTBETCTBEHHOTO 3a apXUB)

HaTa

JIMCT SOHIA N

(MecToHaxoxmneHve GoHIa
(HaMMeHOBaHME oOpTraHmM3auuy,
roe xpaHuTcsa GoHn))

[Momnmcse PacumppoBka nNOONUCHK

Moonuce Pacumpporka nomnmcu

(DJaTa mepBOTO MNOCTYIJIEHUS
IOOKYMEHTOB QOoHIA)

KpaliHue faTbl Kaxa0ro HasBaHus
doHaa

HasBaHue ¢oHAa

1

dopmat A4 (210 x 297 mm)

Mpunoxenune N 13
K nn. 3.6, 3.15 lMpasun



1.

YdJeT HEeONMCAHHBIX IOOKYMEHTOB

Jata | HassaHue, N un aata OKYMEHT], MoctynneHwne BbibbiTHE Hannuue
3anucu No KOTOPOMY MOCTYNMUAN UK (ocTaToK)
BbIObIIN AOKYMEHTbI
Konunuect | KpaitHme | Konnyect | KpaliHue Bcero nen
BO Aen [aThbl BO Aen [aThbl
1 2 3 4 5 6 7
2. YueT ONMCAHHEIX IOKYMEHTOB
Hdata | Homep lon HassaH | Moctyn BbibbiTHE Hanuuue (octatok)
3anucu | onucum ne Wno eg.
aen onucm Xp. Konnuye | OcHoBa | B tom umncne no | Konnue B TOm umncne:
U cTBo ed.| Hue onucsm, CTBO ea.
m a IMNK COCTaBy
(Ha3BaH
AOKyme Ve Konunye | KpaiiHu M3 HMX NO KoJin4e | KpaHu
HTOB p,aTa’ N CcTBO eA. | e AaTbl onucam, cTBO eA. | e aathbl
’
Xp. en. Xp. TBEPXKAEHHBIM Xp.
[OKyMe P 4. Xp. | YTBEPXKA, p
MK
HTa)
Konnue | KpaiiHu KOMMYe | KpamHu
CTBO eA. | e AaTbl CTBO eA. | e aatbl
Xp. Xp.
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16

dopmat A4 (210 x 297 mm)




HammMeHOBaHME OpTraHM3aluMn YTBEPXIA
donnm N PyxkoBomuTesbr OpraHM3aluu
[Momnmcse Pacumpporkra
OIMChH N OONNUCH
IoeJl NOCTOSHHOTO XPaHEeHUS IOaTa
3a ron
N n/n MHpaeKkc gena 3aronoBoOK gena KpailtHue gatbl Konunyectso MpumeyaHune
NCTOB
1 2 3 4 5 6
HaseaHue pasgena
B HDaHHEIL pas3mesl ONMCU BHECEHO neu,

c N

JIMTEePHBIE HOMepa:

(umppaMm ¥ OPOMNMUCHIO)

NPOIylleHHEIE HOMEpPa:

HamMveHOBaHME OOJIKHOCTU
cocTaBuUTEJIA OIIMUCU

HammMeHOBaHME IOOJIKHOCTU
PYKOBOIOUTEJIA apXmuBa
(nmua, OTBETCTBEHHOTO 3a apxmB)

COTJIACOBAHO

[IpoToxkos ILSBK (39K) opraHm3aumum
oT N

no N , B TOM UMCJIE:
[Moonmce PacumppoBka nonnmucu
Moonmce PacumppoBka nonnmucu

YTBEPXIEHO

[IpoToxkon 3K apxXMBHOTO YyUYpPEeXIEHUS

oT

N

MpunnoxkeHue N 14
K nn. 3.6, 5.5 MNMpasun

dopmat A4 (210 x 297 mm)



HamveHoOBaHMe opTraHM3alun

YTBEPXIAI

donnm N PyxkoBomuTesbr OpraHM3aluu

OIlICb N Homnmce Pacumbpporka

IoeJ 1o JIMYHOMY COCTaBy in{ePiinizier’s

3a ron IaTa

N n/n NHpekc 3aro/ioBOK Kpatinue CpOoK xpaHeHusA Konnyectso MprumeyaHu
Aena Aena AaTbl INCTOB e
1 2 3 4 5 6 7
B DaHHEM pas3nejl ONMCM BHECEHO nes,
(umbpaMy ¥ HOPONMUCHIO)

c N o N , B TOM UMCJIIE:

JIMTEePHEIE HOMEpa:

[NPONyLIeHHEIE HOMepa:

HamMeHOBaHMe HOOJIXKHOCTU

COCTaBUTEJIA ONMUCU [loonmucsob Pacumpporka nomnmcu

HamMeHOBaHMe HOOJIXKHOCTU

pykoBOOMTENA apxupa (JImMua,

OTBETCTBEHHOT'O 3a apxuB) [Momnuce PacumppoBka nonnmucu

COT'JIACOBAHO
[IpoTroxos L3K (9K) opraHmuszaumum
oT N

COTJIACOBAHO
[IlpoToxost 3II
oT

K apxmBHOTO
N

YUpeXxXneHmda

MpunnoxkeHue N 15
K nn. 3.6, 5.5 MNMpasun

dopmat A4 (210 x 297 mm)



MpunnoxkeHue N 16
K nn. 3.6, 5.5 MNMpasun

HammMeHOBaHME OpTraHM3aluMn YTBEPXIA
donnm N PyxkoBomuTesb OpraHM3alumu
OIlCb N Momnmce Pacumbpporka
neJ BpeMeHHEX (ceouie 10 JjeT) MNOINNUCHU
CPOKOB XpaHeHUS IOaTa
3a Ton
N n/n MHaekc 3aronoBok gena | KpaHue gatbl | CpoK XxpaHeHusn Konunyectso MpumeyaHun
aena uncrtos e
1 2 3 4 5 6 7
B nmaHHBIM pas3nej ONMCK BHECEHO neu,
(umdpaMmt ¥ HOPONMCHI)
c N no N , B TOM UMCJIE:

JIMTEePHBIE HOMepa:
IIPOoIIylleHHEIe HOMepa:

HammMeHOBaHMEe IOOJIKHOCTU
COCTaBUTEJIA OIUCU INoonmce PacumppoBka nomnmcu

HayvMmeHOBaHME INOJIXHOCTU
PYKOBOOMTENA apxupBa (aula,

OTBETCTBEHHOT'O 3a apPXUB) [Homnmce PacumppoBka NOONUCK
COTJIACOBAHO

[IpoTroxos LUOK (9K) opraHmuszaumum

oT N

dopmat A4 (210 x 297 mm)



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

HammMeHOBaHME OpTraHM3aluMn YTBEPXIA
donnm N PyxkoBomuTesbr OpraHM3aluu
[Momnmcse PacumppoBkra

OIMChb N NOANMCU

BJIEKTPOHHEIX IeJl, HOOKYMEHTOB IaTa

IIOCTOSHHOTO XPaHeHUs

3a Tonm

N n/n MHaekc gena 3aronoBOK aena KpailtHue gatbl O6bvem, M6 MpnmeyvaHua
1 2 3 4 5 6

B maHHEI pas3Oesl ONMUCU BHECEHO nen,
(umdpaMm M HOPONMCEHI)

c N no N .

(umdpaMyt ¥ HOPONUCHI) (umbpaMy ¥ HOPONMUCHIO)
obBEMOM M6.

HammveHnoBaHMe IOOJDKHOCTU
COCTaBUTEJII ONMUCU [loonmcsob Pacumpporka nomnmcu

HamMeHOBaHME HOOJDKHOCTU
PYKOBOOMTEJNA apxuBa (aula,

OTBETCTBEHHOT'O 3a apPXUB) Homnmce PacumppoBKa MNOANUCKU
COTJIACOBAHO YTBEPXIEHO

[IpoToxkos LSK (39K) opraHu3auum [IpoToxkos 3K apxXMBHOTO ydYpexIeHMS
oT N oT N

dopmat A4 (210 x 297 mm)



NPVWJIOXEHME K OIMCU N

SJIEKTPOHHBIX nHOeJl,

IIOCTOAHHOI'O XpPaHeHWMA

3a ron

PeecTp IOOKYMEHTOB

<F>

N en. xp.

I10 OoIIncCum

JOKYMEHTOB

(KOHTEMHEPOR BJIEKTPOHHBIX IOOKYMEHTOB)

VHOekCc neja

3aroJIOBOK mejia

SJIEKTPOHHOT'O HJeJia:

Jata Per.N HanmeHoBaHMe AOKYMEHTA O6bem, M6 MpumeyvaHma
OOKYMeHTa OOKYMeHTa
1 2 3 4 5
HamMveHOBaHMe OOJDKHOCTU
cocTaBmuTEeJIad OIIMCHU Illonmnmce PaCMM@pOBKa INoOnmcum

<*> CocTaBNAETCA Ha KaXA0e 3/1eKTPOHHOoeE Aeno.

Mpopgonxenue npunoxxeHna N 17

K nn. 3.6, 4.19, 5.5 MNpasun

dopmat A4 (210 x 297 mm)



HamMveHoOBaHMe opTraHM3al UM

YTBEPXIAI

donnm N PyxkoBomuTesbr OpraHM3aluu
[Momnmcse Pacumpporkra

OIMChH N NOONNUCH

BJIEKTPOHHEIX IeJl, IOOKYMEHTOB IarTa

BpeMeHHEX (cBreue 10 JeT)

CPOKOB XpaHeHUd

3a Ton

N n/n | UHpekc 3aronoBokK gena KpaitHue Cpok O6bem, M6 | MpumeyaHua
aena AaThbl XpaHeHuA

1 2 3 4 5 6 7
B nmaHHBIM pasnej ONMUCK BHECEHO nes,
c N no N .
(umdpaMyt ¥ HOPONUCHI) (umdpaMyt ¥ HPONUCHI)

0BBEMOM M6 .

HamMveHOBaHMe OOJDKHOCTU

COCTaBUTEJIA ONMUCU [loonmucsob Pacumpporka nomnmcu

HamMeHOBaHME HOOJDKHOCTU

pyKoBOOMTEJNIA apxuba (aula,

OTBETCTBEHHOT'O 3a apPXUB) [Homnmce PacumppoBka NOONUCK

COTJIACOBAHO

[IpoTroxos L3K (9K) opraHmuzaumum
oT N

MpunnoxkeHne N 18
K nn. 3.6, 4.19, 5.5 MNpaswun

dopmat A4 (210 x 297 mm)



[IPVMJIOXEHVE K OIIMCU N
BJIEKTPOHHEIX IeJl BPeMeHHBIX
(cerpme 10 JjleT) CPOKOB XpPaHEHUA

3a ron
PeecTp HOOKYMEHTOB (KOHTEMHEPOB D3JIEKTPOHHBEIX INOKYMEHTOB) 3JIEKTPOHHOTO IeJa:
<E>

N em. xp. no onmcu Hpmexc gpeJia

3aroJIOBOK mejia

Jata Per.N HanvmeHoBaHMe AOKYyMEHTA O6bem, M6 MpumeyvaHma
OOKyMeHTa OOKYMeHTa

1 2 3 4 5

HammMeHOBaHMEe IOOJIXKHOCTU
cocCTapuUTENIg OIUCHU Illonmnmce Pacumpporka nomnmcum

<*> CocTaBNAETCA Ha KaXA0e 3/1eKTPOHHOoeE Aeno.

MpoaonxeHune npunoxeHna N 18
K nn. 3.6, 4.19, 5.5 MNpasun

dopmat A4 (210 x 297 mm)



HammveHnoBaHMe opraHM3al UM

PEECTP OIIUCEN

HauatT

OKOHUEH

N N N HasBaHue Konuuectso aen B onucu KpanHu | Konnye | Konndec | Mpume
n/n | doHpa | onucn | onucu e aatbl CTBO TBO YyaHue
NOCTOAH | Bp@MEeHHO no JINCTOB | aK3emnn
Horo | ro (cBblwe | AM4HOMY Bonucn| spos
xpaHeHu | 10 net) | cocTasy onueu
f XpaHeHuA
1 2 3 4 5 6 7 8 9 10 11
Bcero xXpaHMTCsS B apxuBe ommcemM, M3 HUX
(umdpaMm ¥ HOPONMUCEI)
IIOCTOAHHOTI'O XPaHeHud ;
(umppaMm ¥ MIPONUCEHIO)
BPEMEeHHOTO xpaHeHus (ceoute 10 Jer) ,
(umppaMm ¥ MIPONUCEHIO)
[0 JIMYHOMY COCTaBy ,
(umdpaMmt ¥ HOPONMCEHI)
B TOM UYMCJIe MNOCTYIMJIO B Tony onmucemn
(umppaMm ¥ MIPONUCEHIO)
B TOM UYMCJIe BHIOHEJIO B rony onmucemn

(umbpaMy M MNPONMCHIO)

MpunnoxkeHue N 19
K nn. 3.6, 3.11, 3.15 Mpasun

dopmat A4 (210 x 297 mm)

MpogonxeHne npmunoxeHna N 19
K nn. 3.6, 3.11, 3.15 MNMpasun



HavMeHOBaHME IOJDKHOCTM paboTHMKA
apxuBa oOpraHM3aluy, COCTaBUBIIETO
peecTp ONUCeEN

onnmucu

HavMeHOBaHME IOJDKHOCTU
PYKOBOOUTENA apxuBa (namuua,
OTBETCTBEHHOT'O 3a apPXUB)
NOONNCU

IaTa

Ilopnmce

Illoonmce

Pacumbporka nomnomcu

Pacumbporka nomnmucu

dopmat A4 (210 x 297 mm)



YTBEPXIAI

PyKOBOOMTEJIL OpTaHM3aluM,
nepenmamuer ITOKYMEHTEL

Iloonmce

IaTa

Pacumbpporka
NOONMCU
[leuaThb

N

npreMa-nepenady apxMUBHBIX
IOOKYMEHTOB Ha XpaHeHUue

YTBEPXIAI

PykoromouTesib opraHMnzauunuy,
HpMHMMaIOLL[eIZ JOKYMEHTEL

Homnmce Pacumbpporka
NOONMCU
IaTa
IleuaTshb

(ocHOBaHME Iepenaun)

(HaBsBaHMe mepelaBaeMoro GoHIA)

cpmaJ,
(HazBaHMe opraHMs3alLuM, Oepemalel NOKYMEHTH)
a IPUHATL
(Ha3BaHMEe OpTraHMB3alUMM IPMHMMAKIEV TOKYMEHTEH)
IOOKYMEHTE Ha3BAaHHOTO (GOHIA M HAYUYHO-CIPABOUHBIM allapaT K HUM:
N n/n HassaHue, Homep onucu Konnuyectso Konnuvectso ea. | lMpumeyaHusa
3K3emMnnapos onnucu Xp.

1 2 3 4 5
NTOoro MNpMHATO en. Xp.
[lepemauy NPOM3BEJINM: [lpreM NOPOUB3BEJIN:

JOJIXHOCTB INoonmce Pacumpporka JOJIXHOCTB INoonmce Pacumpporka
MOONVCHU MTOONUCH
HaTa HaTa

MpunnoxeHue N 20
K n. 3.15 Mpasun



doHpmy npmucBoeH N

VI3sMeHeHUS B yUEeTHHE IOKYMEHTH BHECEHH.
JIOJIXHOCTB Illoomnmce PacumppoBka NOONUCK

IaTa

HauMeHOBaHMe OpTraHU3aLUn

AKT YTBEPXIAK
N PyxoBommuTesb OpraHmM3alumn
O BBIOEJIEHUM K YHUUTOXEHUIO
APXMBHEIX HOOKYMEHTOB, Mognmce Pacumpporka
He Mnopjiexalmx XpaHeHMIO NOONMCHU
ODaTa

Ha ocHoBaHmm

(HaSBaHVIe M BBEIXOIHBIE IOAaHHEIE TE€pPEeYHA ITOKYMEHTOB C YKa3aHMEM

CPOKOB WMX XpaHeHMd)
OTOOPAaHEl K YHUMUTOXEHMIO KaK He U’MeolMe Hay4dHO-MCTOPMUECKOM LIeHHOCTU U
yTpaTMBLHMe HpaKTI/H{eCKOG 3HaUeHMe ITOKYMEHTEL @omza N

(HazBaHMe QOHIA)

N 3aronoBokK gena lfoapl Homep | Homep ea. |Konwuuect Cpoku Mpumeuya
n/n | (rpynnoBoi 3aronoBok onucu Xp. no BO eA. XPaHeHUA un Hue
[LOKYMEHTOB) <*> onucu Xp. HOoMepa cTaTel
no nepeyHo

1 2 3 4 5 6 7

dopmat A4 (210 x 297 mm)

MpunnoxkeHme N 21
K nn. 3.15,4.11, 4.13 Mpasun



WToro ern. xXp. 3a TOOBL.
(umbpaMy M MNPONMCHIO)
Onmucy mejl NMOCTOSAHHOTO XPaHeHMS 3a TOIEl yTBepXIeHH 3K

(HaMMEHOBAHME aAPXUBHOT'O YUPEXIeHUS)
(mpoTokOJI OT N )

HamMeHOBaHME IIOJDKHOCTU
pPyKoOBOOMTENA apxmupa (amua,

OTBETCTBEHHOT'O 3a apPXUB) [Momnmce PacumppoBka NOONUCK
COTJIACOBAHO

IpoToxos LSK (32K) opraHuzaumuu

oT N

<*> pu BblAENEHNM K YHUUTOXKEHMIO AOKYMEHTOB NpW NOATOTOBKE A K nepedaye B apxms opraHmsaumm rpadbl 4, 5 He 3aM0AHAOTCA.

IOKYMEHTEl B KOJIMUECTRBE en. xp.:
- Ha OyMaXHOM HOCUTEJIe BEeCOM KI' CHAaHEBL
Ha YHUUYTOXEHUE;

— Ha DJIEKTPOHHOM HOCHUTEJIe CHAaHBl Ha YHUYUTOXEHMUE

(crmoco® yHUUTOXEHUS)

HamMeHOBaHMe HOOJIXKHOCTM paboTHMKA,
cIOaBllero OOKYMEHTH INoonmce PacumppoBka nomnmucu
HaTa

VI3MeHeHUS B YyUeTHHE IOKYMEHTH BHECEHEH.

HamMeHOBaHME HOOJIKHOCTU paboTHMKA

apXMBa, BHeClerO M3MEHEHUHA

B YUYEeTHEE IOKYMEHTEL [Mopnuce PacumppoBka NOONUCK
TaTa

MpogonxeHne npmunoxeHna N 21

kK nn. 3.15,4.11, 4.13 Mpasun

dopmat A4 (210 x 297 mm)



HamveHoOBaHMe opTraHM3alun

AKT
N
O HENCIHNPAaBMMEIX [IOBPEXIEHUAX
APXVBHEIX OOKYMEHTOB

®oHno N

YTBEPXIAIO

PykoromouTesib OpraHM3almn

Momnmce Pacumbpporka
IOINNCHU

DaTa

B dboHIme oOOHapyXeHH HOOKYMEHTH,

(HazBaHMe QoHIA)

IIPVM3HAHHEIE HENMCIIPABMMO IIOBPEXIESHHBIMN

N Onucb | Eg. xp. N 3aronoBoK KpailtHue gatbl Konunuectso CyLwHOCTb U
n/n N NOBpPENXAEHHbIX ef. Xp. nmcToB (06bem, NPUYNHbI
M6) NOBPEKAEHUS
1 2 3 4 5 6 7
VToro OOHapPyXEeHO HEMCHNPaBMMO MNOBPEXIEHHBIX
en. xp.
(umdpaMm M HOPONMCEI)
[lepeuncIIieHHEE €. XP. [NOoAJieXaT CIMCaHMIO BBUIOY:
HammMveHnoBaHMe OOJDKHOCTU
PyKOBOOMTENSA apxuba (iamua,
OTBETCTBEHHOTO 3a apxXus) INonnmuce PacumppoBka MNOONMUCHK

COTJIACOBAHO

[IpoToxkos LSK (39K) opraHmu3auum
oT N

VIzMeHeHUS B y4YeTHHE IOKYMEHTEL

COTJIACOBAHO <*>

[IpoToxkon 3K apxXMBHOTO YyUYpPEeXIEHUS

oT N

apxruBa BHECEHEH.

MpunnoxkeHue N 22
K n. 3.15 Mpaswnn



HaumeHOBaHME OOJDKHOCTU
pa@OTHMKa, BHeClleI'O M3MEeHeHUA
B YUeTHBIEe IOOKYMEHTEL

IaTa

I[lopnmce

Pacumbporka nomnmucu

<*> [1nA OKYMEHTOB, BKAOYEHHbIX B cocTaB ApxuBHoro ¢poHaa Poccuiickon deaepauuu.

HauveHnoBaHMe OpraHM3aln

HamMeHOBaHME CTPYKTYPHOI'O

nompasnesieHus
OIMCHL N
el

N MHpaekc 3aronoBokK aena KpaitHue aatbl Cpok Konunyectso | NMpumeyaHue
n/n aena XpaHeHunA mncTos

<*>
1 2 3 4 5 6 7
HassaHue pasgena

B maHHYI ONMCH BHECEHO neJjt

c N

(umbdpaMm M HNPONMCHIO)

no N

; B TOM 4YMCJIE:

dopmat A4 (210 x 297 mm)

MpunnoxkeHne N 23
Knn. 4.11, 4.31 MNMpasun



JINTEPHEIE HOMEpPa:

IIPOIIYyULIEHHEIE HOMEPa:

HamMeHOBaHMe OOJIXKHOCTU
PYKOBOIUTEJNS CTPYKTYPHOTO
nonpasnesyieHus Iloonmce

COTJIACOBAHO
HamMeHOBaHMe OOJIXKHOCTU

PacumrdpoBka MOOOIUCU

COTJIACOBAHO <**>
[IpoToxon 3K CTPpyKTYypPHOITO

pykoBOoOuTEeJNS CJyXx0Oe I0OY nompasnesyieHus

Moonuce PacumppoBka oT N
[Momnmucm

HaTa

<*> [pada onycKkaeTcsa B ONUCK Ae NOCTOAHHOIO CPOKA XPaHEHMS.
<**> Mpun Hannumm IK CTPYKTYpHOTO NoapasaeneHums.

[lepenan
neJ

(umdpaMm M HOPONMCEI)
u PETUCTPALMOHHO-KOHTPOJIBHEIX KAPTOTEK K JOKYMEHTaM.
(umdpaMyt ¥ HOPONUCHIO)

HamMveHOBaHMEe OOJIKHOCTU pa@OTHMKa

CTPYKTYPHOTO MOApasmOesieHNsI [lonnmce PacumppoBka HOOIMCHU

[Mpuuan nen
(umppamMm ¥ MNPONMUCEHIO)

n PerMCcTPalMOHHO~KOHTPOJIbHEIX

(umdpaMmt ¥ HOPONMCEI)
KapTOTEK K IOKYMEHTAaM.

HamMveHOBaHME OOJDKHOCTU

paboTHMKa apxuBa lMonnmce PacumppoBka HOOIUCU

IlaTa

MpoaonxkeHune npunoxeHna N 23
Knn. 4.11, 4.31 MNMpasun

dopmat A4 (210 x 297 mm)



MpunnoxkeHue N 24
K nn.4.11, 4.31 Mpasun

HamveHoOBaHMe opTraHM3alun

®oHng N

OlMCb N
BJIEKTPOHHEIX IeJl, HOOKYMEeHTOB

N n/n MHaekc 3aronoBOK aena KpaitHue patel | O6bem, M6 | MNpumeyaHus
aena <*>
1 2 3 4 5 6

HanmeHoBaHue pasgena

B maHHEIL pas3desl ONMCU BHECEHO nes,
(umbpaMy ¥ HOPONMUCHIO)

c N no N

obBeMOM M6 .

HammMeHOBaHMEe IOOJIKHOCTU
PYKOBOINUTEJIA CTPYKTYPHOTIO

nompasnesyieHnd [Moonmce PacumppoBka nonnmucu

JaTa

COTJIACOBAHO COTJIACOBAHO <**>

HauMeHOBaHMe OOJIXKHOCTU [lpoToxosi 3K CTPYKTYPHOTO

pykoBomMTeNd CJyxOpl JOY nompasnesyieHus

[Mognucse Pacumpporka oT N
lNoponwncwu

ITaTa



<*>pada onyckaeTca B ONUCK AeN NOCTOAHHOTO CPOKa XpPaHEeHUA.
<**> Mpun Hannumm IK CTPYKTYpPHOTO NoapasaeneHums.

[lepenan
nen
(umdpaMmt M HOPONMCHEI)
" PeIMCTPalMOHHO-KOHTPOJIBHEIX KapTOTeK K IOKyMeHTaM,
(umdpaMm ¥ HOPONMUCHI)
o0BEMOM M6 .
HamMeHOBaHME IOJIKHOCTM paboTHMKA
CTPYKTYPHOTO NNOoIpasnesleHunsI llonnmuce PacumppoBka MOOIMUCHU
[MprHAan net
(umdpaMrt ¥ HOPONUCHI)
1Z8 PerMcTPalMOHHO~KOHTPOJIbHEIX
(umdpaMm M HOPONMCEI)
KapTOTEK K IOOKyMeHTaM, OOBeMOM M6 .
HauMeHOBaHME OOJIKHOCTU
paboTHMKA apxuBa [Momnmce PacumppoBka NOONUCK

ITaTa

MpopgonxeHue npunoxxeHna N 24
Kk nn.4.11, 4.31 Mpasun

dopmat A4 (210 x 297 mm)



NPVWJIOXEHME K OIMCU N

SJIEKTPOHHBIX nHOeJl,

JOKYMEHTOB

PeecTp IOOKYMEHTOB

<F>

N en. xp.

I10 OIIncCum

(KOHTEMHEPOR 2JIEKTPOHHBIX IOOKYMEHTOB) DJIEKTPOHHOT'O Heja:

VHOekCc neja

3aroJIOBOK HmeJia

[aTta Per.N HanmeHoBaHMe AOKYMEHTA O6bvem, M6 MpnmeyvaHua
OOKYyMeHTa OOKYMeHTa
1 2 3 4 5
HamMveHOBaHMe OOJDKHOCTU
COCTaBUTEJII ONMUCU [loonmcso Pacumpporka nomnmcu

CocraBndAeTtca Ha Kaxaoe 9/1EKTPOHHOE Aeno.

MpopgonxeHue npunoxxeHna N 24
K nn.4.11, 4.31 Mpasun

dopmat A4 (210 x 297 mm)



HamveHoOBaHMe opTraHM3alun

HOMEHKJIATYPA IEJ YTBEPXIAI
PyKOBO,JIMTeJ‘Ib OpraHMn3alumnum
Ha Ton MHomnmuce Pacumbpporka
IIonornmcum
ODaTa
MHaeKc 3aros10BOK Aena Konnyecteo | CpoOK XpaHeHua n MpumeyvaHue
aena aen N cTatbu no
nepeyHto
1 2 3 4 5

Ha33aHmepa3Aena

HammMeHOBaHMe IOOJIKHOCTU
pykoBOOMUTENA CJyX0Opl JOY
opraHM3aluun

Brsa pykoBOOMUTEJIA apxmBa

(Muua, OTBETCTBEHHOTO 3a aApXUB)

COTJIACOBAHO

[Iporokos 3K (3K)
oT N

INonmnmce

PacumbppoBka HOOIMUCHU

COTJIACOBAHO

[IpoToxkon 3K apxXMBHOTO YyUYpPEeXIEeHUS

oT

N

MpunnoxkeHue N 25
K n.4.18 Mpasnn



VToroBasa 3amMChb O KaAaTETropMAX UM KOJIMUYeCTBe e,
Irogy B OpIr'aHM3allM

3aBelEeHHBIX B

Mo cpokam xpaHeHUA

Bcero

B Tom ymncne:

nepexoaniLumnx c oTmeTKomn "IMK"

3

4

lMocTosaHHOTO

BpemeHHoro (cBbiwe 10 ner)

BpemeHHoro (go 10 net
BK/HOYUTESIbHO)

UTOrlO:

HavMeHOBaHME IOJDKHOCTU
pykoBOOMUTENA CJyX0Op JOY

IHaTa
IToToBEIE CBEHOEHMA [epelaHB B apxXWUB.

HamMeHOBaHMe IOOJIXHOCTM JMLa,
InepenaBmero CBeOeHMA

TaTa

I[Toonuce

INomnmce

PacumppoBka NOONUCK

PacumrppoBka HOOIUCU

Mpopgonxenue npunoxxeHna N 25
K n.4.18 Mpasnn

dopmat A4 (210 x 297 mm)



HamveHoOBaHMe opTraHM3alun

HaumeHoBaHUE CTPYKTYPHOTI'O
InompasnejyieHnsd

HOMEHKJIATYPA JEJI

Ha rom <*>
UHaeKc 3aronoBoOK gena Konunuectso CpOK XpaHeHuA n MpumeyaHue
nena TOMOB (4acTeit) N ctatbu no
nepeyHto
1 2 3 4 5

HasBaHue pasgena

HammMeHOBaHMEe IOOJIKHOCTU
PYKOBOINUTEJIA CTPYKTYPHOIO
nojgpasneJyieHus

IlaTa

COTJIACOBAHO <**>
[lpoTokon 9K CTPYKTYPHOI'O
nompasnesyieHus

oT N

INonmnmce

PacumbppoBka HOOIMUCHU

MpunnoxkeHue N 26
K n.4.18 Mpasnn

dopmat A4 (210 x 297 mm)

<*> K HOMEeHKnaType Aen CTPYKTYPHOro nogpasAeneHus no OKOHYaHWWM KaneH4apHOro roga COCTaBASETCA MTOroBas 3anucb No ¢opme, yKasaHHOW B
NPUNOXKEeHUN 25, 1 AeNaeTca OTMETKa 0 Nepeaaye UTOroBbIX cBeaeHMI B cnyKby [OY opraHusaumm.
<**> [pu Hannumm K CTPYKTYPHOro noapasaeneHus.



BHYTPEHHAA OIIMCH

OOKyMeHTOBR nejia N

N n/n | Perucrpau, JaTta 3aronoBOK AOKYMEHTa Homepa nucros MprmeyaHn
WOHHbIA | LOKYMEHTA aena e
MHAEKC
OOKyMeHTa
1 2 3 4 5 6
VToro JOKYMEHTOB .

(urdpaMrt ¥ HOPONUCHI)

KonmuecTBO JIMCTOB BHYTPEHHEN ONMCHU

HavMeHOBaHME OOJDKHOCTU JIMIIA,
COCTaBMBIIETO BHYTPEHHIW0 OMIMUCH
IOOKYMEHTOB IeJja

IHaTa

(umbdpaMy M MNPONMUCHIO)

I[Toonuce

PacumppoBka NOONUCK

MpunnoxkeHue N 27
K nn.4.19, 4.21 Mpasun

dopmat A4 (210 x 297 mm)



(HaMMeHOBaHMEe T'OCYINAapCTBEHHOTO (MyHMUMIAJBHOIT'O) apxXuBa)

(HaMMeHOBaHME OopIaHM3aLMUM)

(HaMMeHOBaHMEe CTPYKTYPHOTO MNOIpa3lesieHNs)

IOEJIO N TOM N

(3aroJoBOK gJeJja)

(KkparHMe »OaTH)

Ha

XpaHUThb

JIMcTax

®. N

Oon. N

O.N

MpunnoxkeHne N 28
K nn.4.19, 4.24 Mpasun

dopmat A4 (210 x 297 mm)



HamveHnoBaHMe opraHM3al UM
CnopaBoOdYHEIE HOaHHEE OO OpraHM3aluMu
(nouToBEM anmpec, TeJyiedoH,

TenedoH/pakc)

APXVBHAA CIIPABKA

N
(mara)
Ha N oT
TekcT
OcHOBaHMeE :
JOJIXHOCTb PYKOBOIMUTEJS OpITaHM3aLUM
(MM MHOTO YIIOJIHOMOYEHHOT'O MM JIMiia)
I[leuaTshb

daMmIIMa MUCIIOJIHUTETJIS
Homep TesnedoHa

I[Toonmce

Apnpecart

PacumppoBKa NOAONUCUK

MpunnoxkeHue N 29
K n.5.12 Mpasun

dopmat A4 (210 x 297 mm)



YTBEPXIAO YTBEPXIAO
(HaMMeHOBaHMEe IOJIXHOCTM PYKOBOIMUTEJS (HaMMeHOBaHME IOJIXHOCTM PYKOBOIMUTEJS
opraHM3auuM, Ilepenanumel IOKYMEHTEH) opraHM3auuM, IIPUHMMADLIEN IOKYMEHTH)
[Momonmce PacumppoBka NOONUCK [Momonmce PacumppoBka NOONUCHK
IaTa [leuaTsb IaTa [leuaTsb
AKT
N

npreMa-nepenady apxMUBHBIX
IOOKYMEHTOB Ha XpaHeHUue

(OCHOBaHUME Iepenadn)

(HaBsBaHMe ImepeldaBaeMoro GoHIA)

Mpunnoxenue N 30
K n. 6.8 Mpasun

coarn,
(HaMMeHOBaHMe OopraHMn3anuny, nepenalomeﬁ JIOKyMeHTBI)
(HaMMeHOBaHMEe OopTaHM3alLuM, IPUMHMMALIEN IOKYMEHTEH)
HpMHMMae'I‘ Ha I‘OCy)Z[apCTBeHHOG xpaHeHme JOKYMEHTEI U CTanOBbIe KOIMM 3a
(Tomer)
jZ8 CHpaBO‘:IHI:IIZ alriapaT™ K HMM:
N n/n HassaHue, Homep onucm Konunyectso Konnuectso egmHuy, MpumeyvaHue
9K3eMNIAPOB ONUCK XpaHeHuA
1 2 3 4 6




VTOoro HOpMHATO

en. xp.

(umdpaMmyt M HOPONUCHEI)

[lepenauy NpOM3BEJINU:
JIOJIXHOCTB IToonucoe
Pacumbpporka

MIOONUCU
IaTa

®OoHOY MNPMCBOEH HOMEpP

[lpyeM OpomM3BEJINM:
JOJIXHOCTB ITomonucoe

IaTa

Pacumbpporka
IOONMUCHU

VIsMeHeHUus B YUYeTHBEIEe IJOKYMEHTEI BHECEHEI

JOJIXHOCTB Illommnmce

HaTa

Pacumpporka

rnogrnmcum

MpoaonxeHune npunoxeHuna N 30
K n. 6.8 Mpasun

dopmat A4 (210 x 297 mm)





