Mpuka3 MuHuctepcTBa KynbTypbl P® oT 31 mapTta 2015 r. Ne 526 “O6
yTBEepXXAEeHUN NpaBui opraHn3auumm XxpaHeHusi, KOMNNeKTOBaHUA, Yy4éTa
M ncnonb3oBaHUsA AOKyMeHTOB ApxuBHoro ¢poHaa Poccumnckowm
denepauum n Apyrux apxmBHbIX JOKYMEHTOB B OpraHax
rocyaapCcTBeHHOM BNacTu, opraHax MeCTHOro camoynpaBrieHUs u
opraHusauusax’

18 ceHTs6ps 2015

B cooTtBeTCcTBUM C NYHKTOM 2 YacTn 1 cTaTbu 4, YacTbto 5 ctaTbn 14 deagepanbHOro 3akoHa ot 22
okTs6psa 2004 r. Ne 125-03 «O6 apxueHoM aene B Poccuinckon ®epepaumn» (CobpaHne
3akoHogaTenbcTBa Poccunckon ®epepauunm 2004, Ne 43, ct. 4169; 2006, Ne 50, cT1. 5280; 2007,

Ne 49, ct. 6079; 2008, Ne 20, cT1. 2253; 2010, Ne 19, c1. 2291; Ne 31, cT. 4196; 2013, Ne 7, cT. 611;
2014, Ne 40 (4. ), cT. 5320) n noctaHoBneHuem lMpasutensctea Poccuiickon ®enepaumm ot 20
nionsa 2011 r. Ne 590 «O MuHuctepcTtBe KynbTypbl Poccuiickon ®eapepaummn» (CobpaHue
3akoHogaTenbcTBa Poccuiickon Pegepaunn, 2011, Ne 31, cT. 4758; Ne 44, c1. 6272; 2012, Ne 6,

cT. 688; Ne 17, cT. 2018; Ne 26, c1. 3524; Ne 37, cT. 5001; Ne 39, c1. 5270; 2013, Ne 3, cT. 204; Ne 8,
cT. 841; Ne 31, cT. 4239; Ne 33, cT. 4386; N2 41, c1. 5182; Ne 45, cT. 5822; 2014, Ne 9, cT. 909; Ne 30
(4. 1), cT. 4305; Ne 40 (u.Ill), cT. 5426, Ne 48, cT. 6860; 2015, Ne 2, cT. 491; Ne 4, cT. 664; Ne 9,

cT1. 1339) npukasbiBato:

1. YTBepaWTb Npunaraemble NpaBuia opraHM3aunm XpaHeHns, KOMNIEeKTOBaHUs, y4éTta n
Mcnonb3oBaHns AoKyMeHTOB ApxmBHoro choHaa Poccuinckon ®egepaumm n opyrux apxXmBHbIX
AOKYMEHTOB B OpraHax rocyfapCTBEHHOW BNAacTW, opraHax MECTHOro camoyrnpaBrieHns n
opraHuMsauusx.

2. HanpaBuTb HacTosLLMI NpMKa3 Ha rocy4apCTBEHHYO perncTpaumio B MUHUCTEPCTBO HoCTULMN
Poccuinckon ®epepauuun.

3. KoHTpornb 3a ncnosiHeHneM npukasa BO3OXWTb Ha NepBoro 3amectutens MuHuctpa
B.B. Apucrtapxosa.

Munuctp B.P. MennHckui
B3apeructpupoBaHo B MuHiocte P® 7 ceHTabps 2015 T.

PeructpaumoHHbin Ne 38830

MpunoxeHune
K Npukady MuHuctepcTBa KynbTypbl PO
ot 31 mapta 2015 r. Ne 526

MpaBuna

opraHu3auum XpaHeHUs, KOMMNJIeKTOBaHUA, y4eTa U UCNOSNb30BaHUA
OOKYMeHTOB apxuBHoro ¢poHga Poccunckon depepaumm n apyrmx
apXUBHbIX JOKYMEHTOB B OpraHax rocyaapCcTBeHHON BracTu, opraHax
MECTHOro camoynpasrieHUs1 U opraHu3aumuax

. Obwme nonoxeHus

1.1. Hactoswwme lNpaBuna opraHn3aumm xpaHeHusi, KOMNAeKToBaHUs, y4eTa 1 UCNonb30BaHWs
AokymeHToB ApxuBHoro ¢oHaa Poccuiickon Pegepaumm v Apyrnx apxmBHbIX JOKYMEHTOB B OpraHax
rocyfapCTBEHHOWN BMacTW, OpraHax MECTHOIO camMoynpaBfieHNst U opraHn3aumax (ganee -
HacToswwue MNpaBuna) paspaboTaHbl B cooTBETCTBUM ¢ DefeparnbHbIM 3akOHOM OT 22 okTabpsa 2004
r. Ne 125-®3 «O6 apxmBHoM agene B Poccunckon ®epepaunn» (CobpaHne 3akoHogaTenscTea
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Poccuinckon ®epepauun, 2004, Ne 43, cT. 4169; 2006, Ne 50, ct. 5280; 2007, Ne 49, cT1. 6079; 2008,
Ne 20, cT1. 2253; 2010, Ne 19, cT1. 2291; Ne 31, cT. 4196; 2013, Ne 7, c1. 611; 2014, Ne 40 (4.lI),

cT. 5320), noctaHoBneHnem lNpaButensctea Poccuiickon ®enepaumm ot 15 mioHs 2009 r. Ne 477
«O06 yTBEepXaeHUN MNpaBun genonpon3BoacTea B hegepanbHbIX opraHax UCNONMHUTENbHOW BNnacTu»
(CobpaHune 3akoHogaTenscTBa Poccuickon ®epepaumun, 2009, Ne 25, ct. 3060); npukasom
MwuHucTepcTBa KynbTypbl U MAcCoBbIX KOMMYHUKaunin Poccuinckon ®epepaumm ot 18 aHeapsa 2007
r. Ne 19 «O6 yTBepxaeHun Npasun opraHmsaunm xpaHeHusi, KOMNIEeKTOBaHUs, yyeTa u
ncnonb3oBaHUsa AOKYMeHTOB ApxmBHOro cooHaa Poccuiickon ®enepaumm u opyrnx apxXmBHbIX
AOKYMEHTOB B roCyapCTBEHHbIX M MyHULMNAnNbHbIX apXMBax, My3esx u bubnmoTekax,
opraHmsauusax Poccunckon akagemmm Hayk» (ganee - lNpaBuna xpaHeHus) (3aperncTpmpoBaH
MwuHtoctom Poccumn 6 mapta 2007 r., pernctpaumoHHbin Homep 9059, «bronneTeHb HOPMaTUBHbLIX
aKToB (heaeparbHbIX OpraHOB UCMONMHUTENBHON BNacth oT 14 mas 2007 r. Ne 20»), ¢ M3MeHeHuaAMM,
BHECEHHbIMU NpukazoM MuHUCTepCTBa KynbTypbl U1 MacCoOBbIX KOMMYHMKaLmMi Poccuinckon
depgepaunm ot 16 cdbespansa 2009 r. Ne 68 (3apermctpmpoaH MuHioctom Poccum 5 mast 2009 1.,
pernctpaumoHHbin Homep 13893, «Poccuiickas raseta» ot 20 masa 2009 r. Ne 89), npukasom
MuHkynbTypbl Poccum oT 10 ceHTabpsa 2007 r. Ne 1273 «O06 yTBepxxaeHun opM YHETHBIX U UHbIX
AOKYMEHTOB MO OpraHu3aumm XpaHeHusi, KOMMMEKTOBaHWs, y4eTa U UCNONb30BaHUSA JOKYMEHTOB
ApxusHoro ¢oHaa Poccunckon ®egepaumm n Apyrmx apxmBHbIX JOKYMEHTOB B FOCYAapCTBEHHbIX U
MYHMUMNANbHbBIX apXxmMBax, My3esax n onbnmoTtekax, opraHnsaumsax Poccuinckon akagemmm Hayky»
(3apeructpmpoBaH MuHoctom Poccun 9 oktsiops 2007 r., permctpaumoHHbIi Homep 10291,
«BronneTteHb HopMaTUBHBIX aKTOB doeaeparibHbIX OPraHoB UCMOSTHUTENbHOW BRiacTh oT 5 HOs10ps
2007 r. Ne 45).

1.2. dencTtBre HacTosLwmx NpaBun He pacnpocTpaHAeTCa Ha OpraHM3aLmio XpaHeHu s,
KOMMIEKTOBaHUS, y4eTa 1 UCNOoNb30BaHMsA JOKYMEHTOB ApxmBHOro cooHaa Poccuiickon ®epepaumm
W OpYrnx apXmBHbIX JOKYMEHTOB, CoAepXallux CBeeHWs, COCTaBNSOLLME rocyAapCTBEHHYO TanHy.

1.3. F'ocygapcTBEHHbIE OpraHbl, opraHbl MECTHOIO CamMoyrnpaBSieHNs MyHULUMMNANbHOIo panoHa,
ropoACKOro oKkpyra U BHyTPUIopOACKOro parioHa 06513aHbl CO34aBaTh apXMBbl B LIENSAX XPaHEHWs,
KOMMMEKTOBaHUS, y4eTa 1 UCNOoNb30BaHMsA 06pa3oBaBLUMXCS B NPOLEecce UX AeATENbHOCTU
apXMBHbIX JOKYMEHTOB.

1.4. OpraHnsauuv Brnpase co3faBaTb apXMBbl B LIENAX XpaHeHUs 06pa3oBaBLUNXCS B NPoLiecce Mx
[AeATENbHOCTU apXMBHbIX JOKYMEHTOB, B TOM YMCE B LIENAX XpPaHEHNs U UCMONb30BaHNS apXUBHbIX
[I0KYMEHTOB, He OTHOCSALLMXCS K TOCYAapCTBEHHON UMW MyHULMNANbHOW COBCTBEHHOCTU (1),

1.5. 3agaum n pyHKUMM apxmnBa (LEHTPaNbHOro apxmea) rocyaapCTBEHHOIO opraHa, opraHa
MECTHOro CaMoynpaBneHusl, OpraHn3aumm - UCTOYHNKA KOMMMIEKTOBaHWUS rOCYAapCTBEHHOrO,
MYHMLMNANbHOrO apXxmBa ONpeaensitoTcs NOMNoXeHNEM, YTBEPXKAAEMbIM PYKOBOAUTENEM
opraHusauuu.

Il. OpraHusaumna xpaHeHUs1 LOKYMEHTOB apxuBHoro ¢ooHaa Poccumnckomn
dPepepaumm M gpyrux apxmBHbIX JOKYMEHTOB B OpraHu3auum

2.1. okymeHTbI, 06pasyloLmeca B 4EATENBHOCTM OpraHM3auun, COCTaBmnAaT AOKYMEHTAIbHbIN
doHA.

2.2. Co3gaHne AokyMeHTanbHoro gooHaa opraHn3aLumm ocyLecTBAsSeTCs NyTeM COCTaBneHnst
HOMeHKNaTypbl Aen, PopMUPOBaHNS U OPOPMIEHMS Aen Ha OCHOBE HOPMATUBHbIX MPaBOBbLIX aKTOB
Poccunckon deaepauunn, nepevHen TMNOBbIX apXUBHBLIX JOKYMEHTOB C yKa3aHUeM CPOKOB 1X
XpaHeHus, yTBepPXXAaeMblX B COOTBETCTBMM C MYHKTOM 3 cTaTtbk 6 PeaepanbHOro 3akoHa ot 22
okTs0psa 2004 r. Ne 125-d3 «O6 apxusHoMm gene B Poccuiickon epepaumm», n nepeyHen
OOKYMEHTOB, 00pa3yoLLMXCA B NpoLecce AeATenbHOCTN dbefeparnbHbiX OpraHoB rocyaapCTBEHHON
Bf1ACTU1, MHbIX rOCyaapCcTBEHHbIX opraHoB Poccuickon defepauumm, a Takke B npouecce
AesaTensLHOCTM NoABeAOMCTBEHHbLIX UM OpraHM3auni, ¢ ykasaHneM CPOKOB XpaHeHUs.
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2.3. YacTb gokymeHTansHoro ooHaa, BknoyatoLLas AoKyMeHTbl ApxuBHoro doHaa Poccuinckon
degepauun, OKYMEHTbI MO FIMYHOMY COCTaBY Y AOKYMEHTbI BpeMeHHbIX (CBbilwe 10 neT) cpokos
XpaHeHUs1, BKIMOYEHHbIE B y4eTHble AOKYMEHTbI apXunBa, COCTaBMNsieT apXUBHbIA POHA opraHM3aumm,
KOTOPbIN MOANEXUT XPaHEHMWIO B apXv1Be OpraHM3auuu.

[okymeHTbI BpeMeHHbIX (80 10 neT BKIHYUTENBHO) CPOKOB XPaHEHNS XPaHATCHA B CTPYKTYPHbIX
noapasgeneHnax opraHnsauum 1 no NCTEYEHUU CPOKOB NX XpaHEHUA NnoanexaTt YHUITOXKEHMUIO B
nopsigke, yCTaHOBNEHHOM B MyHkTax 4.6 - 4.13 HacToAwwmx MNpaswmn.

2.4. Bugamu apxuBHbIX OHOOB OpraHu3aumm siBAsTCS:

apxmBHbIN POHA OpraHmM3aumm, COCTOALLNA N3 AOKYMeHToB ApxuBHoro ¢oHga Poccunckon
depepaunn 1 Opyrmx apxmBHbIX 4OKYMEHTOB;

00BbeaANHEHHbIV apXUBHBIA OOHA, COCTOSALLMIN N3 0Bpa3oBaBLUUXCA B NpoLecce AeaTeNbLHOCTU ABYX
unu 6onee opraHmnsaumn JoKymeHTOB ApxmnBHoro gooHaa Poccuickon ®enepaunm n opyrux
apXMBHbIX OKYMEHTOB, UMEIOLLIMX MeXay coBOon NCTOPUYECKN U/UNN NOrMyeckn 0ByCrnoBneHHbIE
CBA3Y;

apxuBHasi KOMNmneKumsl, CocTosiLas U3 oTAeNbHbIX apXMBHbIX JOKYMEHTOB pa3fnvMyHOro
NpouCXoXaeHnsl, 06begUHEHHbBIX MO OOHOMY MITW HECKOSBbKMM MpU3Hakam (TeMaTU4ecKkomy,
aBTOPCKOMY, BUOOBOMY, OOGBEKTHOMY).

2.5. ApxvBHOMY (pOHAY OpraHusauun npuceanBaroTCs Ha3BaHWe, COOTBETCTBYIOLLEE
HauMeHOBaHWIO opraHM3aumu, 1 HOMep B Nopsaake, ornpeaeneHHOM NyHKToM 3.8. HaCTOALLMX
MpaBun.

2.6. ApxvBHblEe OKYMEHTbI OpraHn3aumnmn cocTaBnaoT oauH (EOUHbBIN) apXMBHbIN (POHA:

00 1 nocne peopraHn3aunmn, a Takke NSMEHEHUA CTPYKTYypbl, LUTATOB, €Cliin YKa3aHHble
MeponpuaTna He NoBIeKnn 3a cobon n3meHeHnsa Lenen n npegmMeTa OeAaTernibHOCTU OpraHun3aunmn;

[10 ¥ Nocne U3MEHEeHUs TeppuTopuanbHbIX rPaHNUL, AeATENbHOCTM OpraHu3aumuy;
B CIly4ae CMeHbl yYpeauTens.

B cnyyae nameHeHust COGCTBEHHMKA MMYLLEECTBA OpPraHM3aLmmn apXMBHbIE JOKYMEHTbI OpraHM3aumm
[OJDKHbI BKIIOYMATLCS B pa3Hble apXUBHble OOHAbI.

2.7. B cnyyae peopraHusaumm opraHusauum ¢ nepegayen pyHKUNn BHOBb CO34aHHOW NN NHOW
OopraHusaumm Bce apXmMBHble JOKYMEHTLI NepefarTcsa opraHusaLmm-npaBonpeemMHuKy 1
BKMNIOYAOTCA B apXMBHbIN (boHA nocnegHen.

[OKYyMeHTbI MOCTOAHHOIO XPaHEeHUs 1 AOKYMEHTbI N0 NIMYHOMY COCTaBy NUKBUOUPOBAHHbLIX
opraHusauumn JomkHbl NepedaBaTbes B YNOpaA04eHHOM COCTOSIHUM Ha XpaHeHue B
COOTBETCTBYHOLUMIA rOCYAAPCTBEHHBIN (MyHULMNANBHbIN) apXUB.

2.8. XpoHOnormyeckumm rpaHuLamMmm apxmBHoro dooHaa aBnsaTca*(2):

ana apxmBHOro (bOH,EI,a opraHmnsauunm - yctaHasimBaeMbl€ Ha OCHOBE HOPMATUBHbIX aKTOB OaTbl
co3aaHuna n nukemngaunn opraHmn3auunn. I'IpM HaNM4MM HECKOMbKUX akTOB 00 O6pa3OBaHMM
opraHmnsaunm npuHMMaeTCAd aata Hanbonee paHHEero n3 HuX;

Anst 00beAUHEHHOTO apXMBHOIo PoHAa opraHM3auUun - AaTbl CO30aHNs Hanboree paHHel 1
NMKBMAAUMM HaMbornee No3aHel No BpeEMEHN AeATENbHOCTN OpraHn3aL M, 4OKYMEHTbI KOTOPOM
BOLLUSN B COCTaB 06 beAMHEHHOIO apXMBHOrO POHAA;
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ANS1 apXMBHOW KOMNEKUMN - aTbl CAMOro paHHero U caMmoro no3gHero OKyMeHTa.

2.9. ApXuBHble AOKYMEHTbI AOMKHbI XPaHUTLCA B CUCTEMATU3MPOBAHHOM NOPSAKE B Npedenax
apxmBHoro coHaa. EgmHuuen cuctematusaumm JOKYMEHTOB apXMBHOMo boHaa B apxmee
OpraHuM3auun SiBrsieTCsl COBOKYMHOCTb apXMBHbLIX JOKYMEHTOB UINN OTAENbHbIA LOKYMEHT,
OTHOCSILLMECS K OQHOMY BOMPOCY AEATENBHOCTM OpraHM3aumm (ganee - eguHuLa XpaHeHus).

2.10. EanHnubl XpaHeHUA OOJIKHbI ObITb cncremMaTuanpoBaHbl, BHECEHbI B ONMNCK U Od)OpMJ'IeHbI B
nopsaake, obecneumBatoLLeMm Y4eT, NOUCK 1 NCNoJib30BaHME apXMBHbIX JOKYMEHTOB.

2.11. EANHWLBI XpaHEHMS apXMBHOMO (hoHAA CUCTEMATU3UPYIOTCA B COOTBETCTBUM CO CneayoLwmMmn
npu3HaKkamu:

CTPYKTYPHbIN (MPUHAANEXHOCTb EAVMHUL, XPaHEHWUS K CTPYKTYPHBLIM NoApasfaeneHnsmM opraHnsaumm);
XpOHOMormyeckuin (Mo nepuogam unm gaTam, K KOTOpbIM OTHOCATCA €ANMHULBI XPaHEHUS);

dYHKLMOHANbHbIN, OTPacneBon, TeMaTNn4eckuin, NPegMeTHO-BOMPOCHbBIN (C y4eTOM GOYHKLMI
opraHusauum, TeM UM BONPOCOB, KOTOPbIX KacaeTcs coaepaHne eQuHuL, XpaHeHns);

HOMMHarMbHbLIN (MO 4enonpPou3BoACTBEHHON hopMe - Buaam 1 pasHoBUOHOCTAM AOKYMEHTOB);

KOPPECnoHAEHTCKMIA (N0 opraHn3aumsm, B pesynbTaTe nepennckin ¢ KoTopbiMu o6pasoBanuch
eaVHULbl XPaHEHUS);

reorpacuyecknin (B COOTBETCTBUU C ONpeaerieHHbIMY TEPPUTOPUAMU, HACENEHHBIMU MYHKTAMM U
Apyrumu reorpadmyeckumm o6bekTaMm, C KOTOpPbIMY CBA3aHO coaepKaHne JOKYMEHTOB, aBTOpHl,
KOPPECNOHAEHTHI);

aBTOPCKMI (NO Ha3BaHWAM OpraHU3aummn unu paMmunuaM rpaxaaH, SBnsroLLMXca asTopamu
AOKYMEHTOB).

2.12. lokymeHTbI, Bowweane B 06beaMHEHHbIN apXMBHbIA QOHA, pacnonaraTcsi N0 3HAa4YMMOCTH
oHOoobpasoBaTenei, No XpoOHONOrMM co3gaHnst OKYMEHTOB, N0 andaBuTy Ha3BaHU U APYrMM
npusHakam. B npegenax kaxgoro ¢poHaa, Boweawero B 00beAMHEHHBIN apXMBHbIA OOHA,
NPUMEHSIOTCS MPUHLMIMBLI CUCTEMATN3aLMK, BLIDOP KOTOPLIX ONPeaensieTcs XxapakTepoM
AEeATENbHOCTU KOHKPETHbIX OpraHn3aumii, COCTaBOM 1 06BbEMOM JOKYMEHTOB.

2.13. Cucrtemartumsaums OOKYMEHTOB apXI/IBHOIZ Konnekunn onpeaendetcad TEMATMKOM N COCTaBOM
OOKYMEHTOB.

2.14. CoxpaHHOCTb JOKYMEHTOB B apX1MBe OpraHmn3auumn obecneunBaeTcs KOMMIIEKCOM
MepONpUATUIA MO CO34aHUI0 HOPMATUBHBIX YCNOBUA, COBMIOAEHNI0 HOPMATUBHBIX PEXMMOB 1
Haanexallen opraHm3aummn XxpaHeHUs JOKYMEHTOB, UCKIMIOYAKLLMX XULLEHWE U YyTpaTy U
obecneymBaOLLMX nogaepxaHve B HOpManbHOM (OU3NYECKOM COCTOSIHUM.

B komnnekc paboT no obecneveHno COXpaHHOCTM LOKYMEHTOB apXmBa OpraHn3aunm BKIYatoTCs:
npenocTtaBlieHne nomMelleHna ana pasMmeLlleHnsa apxmBHbIX JOKYMEHTOB;

obecneyeHne HOPMaTUBHBIX YCMOBUIA XpaHEHWNSI JOKYMEHTOB;

BbINOMHEHVE TpeboBaHMIN K pa3MeLLEHNI0 JOKYMEHTOB B apXMBOXPaHUIULLE;

npoBepKa Hanndmna n CoOCToAaAHNA JOKYMEHTOB.

2.15. ObecneyeHne HOPMaTUBHbIX YCIIOBUA XpaHEHUS] AOKYMEHTOB BKIOYaET:



OCHallleHne apxmBoxXpaHuUnuil cneumaribHbIM oGopy,u,oaaHmeM Ona XxpaHeHnda JOKYMEHTOB;

obopynoBaHMe NOMELLEHNST apXMBa OpraHM3auumn cpeactTBaMm NoXapoTyLUEHWSs, OXPaHHON U
NnoXXapHoW curHanuasaumen;

cobnogeHne NPOTUBOMNOXAPHOIrO PEXNMa;
cobntoieHne OXPaHHOTO PeXnma;

co3faHne HopMaTUBHbIX TEMMNEpPaTypPHO-BaXHOCTHOrO, CBETOBOIO PEXMMOB, NMPOBEAEHME
CaHUTapHO-TUTMEHNYECKMX MEPONPUATUN.

2.16. ApxvB opraHusauumn pasmellaeTcs B crieymanbHO NOCTPOEHHbIX UM NPUCIOCOONEHHbIX s
XpaHEeHNsa OOKYMEHTOB 34aHNSIX UMW B OTAENbHbIX MOMELLEHMAX 34aHNUS.

B apxvBe opraHusauunm OomkHbl ObiTb NPeayCMOTPEHBI:
apXMBOXPaHUINLLE;
rnomeLleHne Ansa npueMa, BpEMEeHHOro XpaHEeHUs! JOKYMEHTOB;

nomeLleHne AN UCMoNb30BaHUS JOKYMEHTOB (YMTanbHbI 3an, y4acTok Bblaayu 4OKYMEHTOB U
NH(OPMALMOHHO-MOUCKOBbLIX CPEACTB);

paboyne KOMHaTbl COTPYAHMKOB apXmMBa OpraHn3aummn, KoTopble A0MKHbI ObiTb M30NMPOBaHbI OT
NMOMELLEHWNIA, TAE XPaHSATCA apXMBHbIE JOKYMEHTbI.

He AonycKkaeTca pasMelleHne apxmea opraHnsaumm B noasaribHbIX U YepOadHblX NOMELLEHUNAX.

2.17. ApX1BOXpaHUNULLE AOIMKHO BbITb yaaneHo oT nabopaTopHbIX, MPOU3BOACTBEHHbBIX, ObITOBbIX
NMOMELLEHNI N HE UMETb OBLLMX C HUMW BEHTUINSLMOHHBIX KaHaNoB. APXMBOXpaHUNVLLE OTAENsSeTcs
OT COCEAHUX MOMELLEHWIA HECTOpaeMbIMM CTEHaMU U NEPEKPLITUSIMU C NPeAenaMm OrHeCTOMKOCTU
He MeHee ABYX YacoB. B apxuBoxpaHunule He gonyckaeTcs npoknagka Tpyo BoAoCHabXeHMs 1
KaHanusauum, TEXHONOrMYeckne Unmn GbIToBble BbIBOAbLI BOADI.

2.18. MNpu pasmeLleHnn apxMBoXpaHunmLLa B cneumanbHOM UM NprucnocobneHHOM 34aHum
npeanodTeHue (Npy paBHbIX TEMNMOBLIX XapakTepUCcTMKax) OTAaeTcq NOMELLEHUSM C CEBEPHON
OpUEHTaLMEN OKOH.

MaTepmanH NOKPbITUA CTEH, NOJIOB, NOTOJIKOB, BHyTpeHHeIZ apMaTypbl apxXnBoxpaHunuila,
npuMmeHdemble npn n3rotoBneHnmn O60pyﬂ0BaHMH N CpeacTB XpaHeHNA apXnBHbIX OKYMEHTOB, He
OOJTXHbI BblAENATL arpeccnBHble XMMNYECKNUE BeELLLeCTBa U ObITb UCTOYHMKOM MbINWN.

2.19. ApXVIBOXpaHI/IJ'II/IUJ,e OOJIKHO UMEeTb €CTECTBEHHYIO UJTN NCKYCCTBEHHYIKO BEHTUNALUIO,
o6ecneq|/|3a+ou.|,yro peunpkynaunio Bo3ayxa, CTabunbHOCTb TemMnepaTtypHO-BITaXXHOCTHOIO pexunma,
OYUCTKY BO34yXa OT MNbiSin N arpeCCUBHbIX npvuwecelh, a TakKxke oTBe4YaTb COBPEMEHHbIM
TpGGOBaHVIHM KOMNaKTHOCTU N BKOHOMWYHOCTMW.

ApXI/IBOXpaHVIJ'II/ILLI,e OOJMKHO MMETb BbIXOAbl K J'II/I(*)TaM N NeCTHNYHbLIM KJ1eTKaM.

2.20. ApxmBoxpaHmnuiua (3a UCKITIYEHNEM apXMBOXPaHUIMLL, pacrnonaratLmxcs Ha OXpaHAeMon
TeppuTOopMmn) 060PYAYTCS ABEPSIMU C NOBbILLEHHON TEXHUYECKON YKPENMEHHOCTBIO NPOTUB
BO3MOXHOIO B3110Ma, OCHALLEHHbIMM 3aMKaMy NOBbILLEHHOW ceKpeTHOCTU. OkHa NoMeLLeHnn
NepBoro ataxa AOMKHbI ObiTb 000PYAOBaHLI 3anMparoLLMMUCA pelleTkaMmm*(3).
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2.21. Bce nocTynatoLime B apxmB OpraHn3auumn JOKYMEHTbI pa3MeLlalnTca B apXMBOXpPaHUIULLAX Ha
CTaLMOHapHbIX U/MNn NepeaBwKHbIX MeTaNIMYEeCKnX cTennaxax, B MeTannmyeckmx Lwkadax nnm
KOHTEnHepax.

CTennaxu AoMmKHbI BbiTb YCTAHOBMNEHbI NEpPrneHaNKYNAPHO CTEHaM C OKOHHLIMM MPoeMami, a B
nomelLieHn 6e3 OKOH - C y4eTOM 0COBEHHOCTEN NnomellieHnss u obopyaosaHus. He gonyckaetca
pa3mMeLlLeHne CTennaxen BrnoTHYIO K HapyXHbIM CTEHaM 34aHWs U K UCTOYHMKaM Tenna.

PaccTtaHoBka cTennaxen 1 WKadgoB OCYyLLECTBNSAETCA B COOTBETCTBUM CO CreayoLwmmMm
TpeboBaHMAMM:

paccTosiHMe MEXAy psaaammn cTennaxen (rnaBHbIv npoxon) - He meHee 120 cw;
paccTosiHue (Npoxon) Mexay cTennaxamu - He MeHee 75 cw;

paccTosiHMe MexXay Hapy)XHOW CTEHOW 34aHNS U CTENna)kaMmu, napannenbHbiMU CTEHE - HE MEHee
75 cm;

paccTosiHMe MeXAy CTEHOWM 1 TOPLOM CTennaxa unm wkadga (06xoa) - He meHee 45 cwm;

paccTosHMe Mexay NofoM U HXKHEN NOSKon ctennaxa (wkada) - He meHee 15 cM, B LOKONbHbIX
3Taxax - He MeHee 30 cm*(4).

2.22. TpoTnBONOXapHbLIN pexuMm B 30aHUAX, rae pasmMeLlaeTcs apxvms opraHnsaumm, 1 B
apXxMBOXpaHMnuLLax ycTaHaBnMBaeTCs B COOTBETCTBUN C HOPMATMBHbLIMUW NPaBOBbLIMW aKTamm
Poccuickon degepaunm B 06nactu noxapHom 6e30nacHOCTy.

2.23. OxpaHHbIN pexxum obecnevmBaeTcs NyTeM 0060pyAOBaHNS apXMBOXPaHUIULLL, a Takke ApYrux
NOMeELLEHUN, rae NOCTOSIHHO UMM BPEMEHHO XPaHATCS apXMBHbIE AOKYMEHTbI, Cpe4CTBaMU OXpaHbl,
obecneymBaroLLMMN KOHTPOMb SOCTYNa B apXMBOXPaHMUIMLLE 1 NOMELLEHNS apxuBa, U
cobnogeHrem nopsigka caadm nog OXpaHy M CHATUSE C OXPaHbl, YCTaHOBNEHHOMO PyKOBOAUTENEM
opraHusauuu.

B cnyyae Bblgaum apxvBHbIX JOKYMEHTOB BO BPEMEHHOE MOSb30BaHUE MO 3anpocamM
rocy4apCTBEHHbIX OpraHOB, OPraHOB MECTHOrO CamoynpaBfieHVsl U OpraHn3aLunii BbIHOC U3 34aHWS
apxuBa Uy 34aHusi opraHM3aummn apxXmMBHbIX JOKYMEHTOB pa3peLuaeTcs TOnbKo Mo cneumnansHbIM
nponyckam.

2.24. ApxvBHble OKYMEHTbI crieayeT XpaHUTb B TEMHOTE.

Bce Buapbl paboT ¢ JOKyMEHTaMU AOMKHbI NPOBOAUTLCS NPW OFPaHUYEHHbIX UM TEXHOMOMMYECKN
HEOOXOAMMBIX YPOBHSIX OCBELLIEHNS.

3awuTa OOKYMEHTOB OT OencTemna ceeTa obecnednBaeTcs XpaHeHnemMm JOKYyMEHTOB B Kopo6|<ax,
nankax n nepennertax, B LUKa(baX Unn Ha crtennaxax 3akpbIiToro tuna.

EcTecTBeHHOE OCBeLLEeHVe B apXMBOXPaHWUIULLE AOMYyCKAeTCs Npu YCNoBUM NPUMEHEHNS Ha OKHax
cBeTopaccenBaTenei, 3aWuTHbIX (OUNBTPOB, LUTOP, XKamno3n, HAHECEeHHbIX Ha CTEKITO MOKPbITUNA.
[1Ns1 NCKYCCTBEHHOTO OCBELLEHMS MPUMEHSIIOTCS NaMnbl HakanuBaHUS B 3aKpbITbIX NiagoHax ¢
rnagKoun NoBEPXHOCTbLIO.

YpoBeHb OCBELLEHHOCTU B AMana3oHe BUAMMOrIO CNekTpa He AOMKEH NpeBblaTh: Ha BEPTMKaNbHON
NoBEepPXHOCTU cTennaxa, Ha BblcoTe oAHOro MeTpa oT nona - 20-50 ntokcos, Ha pabo4mx cTonax -
100 ntokcos*(5).

2.25. B apxvBoxpaHunuLLe ang XxpaHeHns JOKYMEHTOB yCTaHaBNUBAKTCA crieayoLlme napameTpbl
TemMnepaTtypHOo-BNaXxHOCTHOIO pexunma:*(6)
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ANSA XpaHeHus1 JOKYMEHTOB Ha BymaxHOM HocuTene - Temnepatypa 17 - 19°C, oTHocuTenbHas
BII@XXHOCTb Bo3ayxa - 50 - 55%;

A5 OKYMEHTOB Ha MarHUTHbIX OUCKaX U ANCKOBbIX Hakonutensx - 8 - 18°C n 45 - 65%;
ANs JOKYMEHTOB Ha ontuyeckux amckax - 10 - 23°C un 20 - 50%;
ANS AOKYMEHTOB Ha KMHOMIMEHKE:

C HUTPOOCHOBOW - YepHOo-0ernble: TeMnepaTtypa He Boiwe 10°C, uBeTHbIE: TEMMepaTypa He BhbiLLE -
5°C;

¢ 6e3onacHo OCHOBOW - YepHO-benble: TemnepaTypa He Bbiwe 15°C, uBeTHbIE: TemnepaTtypa He
Bblwe -5°C;

Ansa oTOA0KYMEHTOB:
yepHo-b6enble - Temnepartypa He Bbiwe 15°C;
LBeTHbIE - TemnepaTypa He Bbiwe -5°C.

OTHOCUTENBHAA BNaXHOCTb BO34yxa, Heobxoammasa Ang XxpaHeHUst AOKYMEHTOB Ha KMHOMMEHKE U
doTogokymeHToB cocTasnseT 40 - 50%.

2.26. B apxvBoxpaHunumLle ¢ HeperynmpyemMbiM KNMMaToM AOMKHbI OCYLLECTBAATLCA MEPONPUATUS
no onNTMMU3aLunn TemnepaTypHO-BNaXHOCTHOIO pexnmMma ¢ NpUMMEHEHNEM OTOMMEHNS U
NpOBETPMBAHMWS MOMELLEHWN, a TaKKe MEXaHUYECKNX CPeaCTB YBNaXHEHWS UK OCYLLIEHNs BO3dyXa.
Pe3kune konebaHusi (CE30HHbIE U B TEYEHME OOHNX CYTOK) TemnepaTypsbl (+/- 5°C) n 0OTHOCUTENBbHOM
BnaxHocTu Bosayxa (+/- 10%) He gonyckatoTcs.

Mpy oNMTENBEHOM HapyLLUEHUN TEMMEPaTYPHO-BNAXHOCTHOTO pexuma (0T 3 CyToK 1 bonee),
COMPOBOXAAKLLEMCH MOBbILLEHUEM OTHOCUTENBHOM BNaXXHOCTK Bo3ayxa Ao 70 - 90%,
NPUHMMAKOTCA Mepbl MO €ro HopManmaauumn (MHTEHCUBHOE NPOBETPUBAHUE, OCYLLEHNE
apxmBOXpaHunuLia).

TemnepaTypHO-BNaXXHOCTHbIN PEXUM KOHTPONMPYETCS MyTEM PerynsipHOro NamepeHus
TEMNepaTypbl U OTHOCUTESTbHOW BMAXKHOCTU KOMHATHOIO U HAPYXKHOIO BO3AyXa B OAHO U TO Xe
BpeMsi: B KOHAMUMOHMPYEMbIX MOMELLIEHUSIX - He pexe 1 pa3a B HeAento; B apXMBOXPaHWUMLLAX, He
OCHaLLleHHbIX CUCTEMOW KOHAMLIMOHMPOBAHMS Bo3ayxa - 2 pasa B HEeZEernto; Npy HapyLleHUsx
pexuma - 1 pas B CyTKu.

MokasaHWUs KOHTPONbHO-U3MePUTENbHBIX MPMBOPOB PUKCUPYIOTCS B PETUCTPALIMOHHDIX XXypHanax, B
KOTOPbIX Takke OTpakatoTcsi IpoBepKa NpaBUbHOCTM NoKasaHUii NPUGOPOB 1 Mepbl, MPUHATLIE MO
HOpManu3auuv TeMnepaTypHO-BNaXXHOCTHOTO PeXUMa B Crydasix ero HapyLeHus.

Mpy HaNMUUK B 30aHUN apXxMBa LIEHTPariM3oBaHHON cUcTeMbl 0GecneyeHusi cobnoaeHns
TemnepaTypHO-BaXHOCTHOIO peXxrnMa B NMOMELLEHUSX, FAe XPaHATCS JOKYMEHTbI, KOHTPOSb 3a ero
cobnoeHNEM OCYLLIECTBIAETCS B aBTOMATUYECKOM PEXUME.

2.27. NomelLieHnsa apxmBa opraH13auny OOMKHbl COAepXaTbCs B YACTOTE, B YCMOBUSIX,
WCKIMHOYAIOLLIMX BO3MOXHOCTb MOSIBNEHNS MIECEH, IPbI3YHOB, HACEKOMbIX, NbiNu. B nomelleHnax
apXMBOXpaHUNULL AommkHa ObiTb obecnedeHa cBoGoaHas UMPKYNALMSA BO3ayXa, UCKMoYatoLas
obpa3oBaHne HenpoBeTPUBAEMbIX 30H, ONACHbIX B CAHUTapHO-BMONOrMYeCKOM OTHOLLEHUN.

B nomeLLeHMAX apXMBOXpaHWULL, He0BX0AMMO:

NPOBOANTL CUCTEMATUYECKYIO BNAXHYO YOOPKY;



He pexe OfHOro pasa B rog npoBoanTb obecnbinnBaHme KOPobok ¢ JOKyMeHTaMu, LwKados,
CTennaxemu;

obpabaTbiBaTb LIOKOMbHbIE YACTW CTENNaxew, Nosbl, MNHTYCbI, NOAOKOHHWUKA BOAHLIMI
pacTBopamMu aHTUCENTUKOB.

2.28. [1Ba pa3a B roa (B Ha4are 1 no oKoOH4YaHUM OTOMUTENTbHOIo Ce30Ha) AOKYMEHTbI 1 NOMELLLEHMS
apXMBOXPaHMNMLL, NoaBepratoTcst ob6crneqoBaHMIo ANt CBOEBPEMEHHOTO OOHapPYKEeHNsT HACEKOMbIX U
nneceHu. Npu obHapyxeHNn BMONoOrMYecknx BpeamTenen NpMHUMatoTCsl CPOYHbIE Mepbl Mo
AE3NHEKLUMN U OE3NHCEKLMN AOKYMEHTOB U MOMELLEHNIA cunammn paboTHUKOB apxuBea, a npu
HeobX0ANUMOCTH - CUITaMn COOTBETCTBYHOLLIMX CINYXO.

2.29. B apxvBoxpaHunmLLe 3anpeLLaeTcs HaxoanTbCs B BEPXHEN ogexae, MOKPOW 1 rpsisHon obyBY;
XPaHUTb NOCTOPOHHUE NPeaMETLI, UMYLLLECTBO U 000pyaoBaHMe, ynoTpebnsTb NMLLEBbIE NPOAYKTHI.

2.30. Obs3aTenbHbIMU YCNOBUSIMU XPAHEHNS 3NTEKTPOHHbBIX JOKYMEHTOB SIBIAOTCS:

Hanvune B apxuBe opraHvM3aumn He MeHee ABYX IK3EMMNAPOB KaxXaoW eanHULbI XpaHEeHNs
3MNEKTPOHHBIX JOKYMEHTOB (OCHOBHOM 1 pabounii aK3eMnnisipbl AOMKHbI HAXOAWUTBCSA Ha pasHbIX
U13nYECKNX YCTPONCTBAX);

Hann4ymne TexHn4YeCKmnx n nporpamMmMHblX cpencTs, npegHa3Ha4YeHHbIX Ona BoCnpon3BeaeHunA,
KONMnpoBaHuA, nepe3anmncn aNeKTPpOHHbIX AOKYMEHTOB, KOHTPOJ1A C*)I/I3VIL-IeCKOFO N TEXHNYECKOIro
COCTOAHUA,

obecneyeHne pexxmma XpaHeH sl SNEKTPOHHbIX JOKYMEHTOB, UCKIOYatoLLero yTpary,
HeCaHKLMOHMPOBAHHYHO PaCChISIKY, YHUHMTOXEHUE UM UCKaXKeHWE MHGOPMaLIMN.

2.31. lNepenada TEKCTOBbLIX ANIEKTPOHHbIX JOKYMEHTOB AN XPaHEHUs1 B apXMB OpraHmn3aumm,
ABNSAOLENCH NCTOYHUKOM KOMMMEKTOBAHWUS rOCYAapCTBEHHOMO Y MyHULIMNANbBHOIO apxmBea,
ocylectensetcs B opmate PDF/A.

2.32. B uensix obecnevyeHnsa xpaHeHusi, y4yeta u UCNonb30BaHMS NEKTPOHHbLIX AOKYMEHTOB,
HaXOAALLMXCS Ha XpaHEHUN B apXMBE OpraHu3aunm, JOMKHO NPON3BOAUTLCS CUHXPOHHOE
n3MeHeHVe NporpaMMHo-annapaTHON cpedbl B OpraHu3auuny U B apxXnBe opraHu3auuu, a Takke
CBOEBPEMEHHAas Nepes3anycb 3NEKTPOHHbBIX apXMBHBLIX JOKYMEHTOB HA HOBbl€ HOCUTENW U B HOBbIE
dopmarbl.

B npouecce XxpaHeHusA NEeKTPOHHbIX JOKYMEHTOB B apXmnBe opraHn3aunmn He pexe o4HOro pasa B 5
et Nnpon3BognTcsa TEXHUYECKNI KOHTPOI1b d.)MSI/ILIeCKOFO COCTOSIHUSI HOCUTENEN ONEeKTPOHHbIX
OOKYMEHTOB U BOCNPOM3BOONMOCTU 3NTEKTPOHHbLIX JOKYMEHTOB.

B clny4vae ecnu npu ocyLecTBIieHNN TEXHNYECKOro KOHTpPOJ1A YCTaHOBI1E€HbI USMEHEHUA
(bVI3VI‘-IeCKOFO COCTOSIHUA HOCUTENen ANEKTPOHHbLIX OOKYMEHTOB, apXmB opraHn3aunn no peeHuto
pykoBoguTend opraHn3auun OoskKeH npoBoaAnTb pa60Ty no nepea3anncun 3NeKTPOoHHbIX JOKYMEeHTOB
Ha HOBblE€ HOCUTENN.

Mpu nameHeHmn popmaToB B pesyrbTaTe npeobpasoBaHus NporpaMmHo-annapaTHoOn cpeabl,
yXyALLEeHUs BOCNPON3BOAMMOCTU SNEKTPOHHbIX JOKYMEHTOB apXmMB OpraHnsaumm rno peLleHmnto
pyKoBOAMTENS OpraHn3aLumn JomKeH NpoBOaAWTL paboTy MO nepe3annucu 3reKTPOHHbIX AOKYMEHTOB
B HOBble chopmaThbl.

Mpw ocyLiecTBNeHN nepesanmcy AomkHa ObiTb o6ecneyeHa ayTEHTUYHOCTb, NMOMHOTA,
[LOCTOBEPHOCTb, LLIEMOCTHOCTb M HEM3MEHHOCTb UHbOPMaLIMK, COAEPKALLENCS B SNEKTPOHHbIX
[IOKyMEHTaXx.



TeKCcToBbIE 9NEKTPOHHbIE AOKYMEHTbI, NOABEPrInecs nepesanmcu B HoBble oopMathbl U/Unm Ha
HOBbIE HOCUTENM, OOSMKHBI OTBEYaTh TpeboBaHMAM, YCTAHOBMNEHHBIM MYHKTOM 2.31 HAaCTOALMX
Mpasun.

2.33. [Ina onepaTUBHOro 40CTyNa K 3feKTPOHHbIM JOKYMEHTaM B CMPaBOYHbIX U MOUCKOBBIX LIENSAX B
apxmee co3gaeTtcsa poHA NOMb30BaHNS 3NEKTPOHHBLIX AOKYMEHTOB.

2.34. Bce nocTynatolume B apxXus opraHvusaLmnm JOKYMEHTbl pa3MeLLalTcs B apXMBOXpaHUuLLaX Ha
cTennaxax unu B Lwkadax B Nnopsiake, COOTBETCTBYHOLLIEM ONUCAM Aer, JOKYMEHTOB. [lOKyMEHTbI,
TemnepaTypHO-Ba)XHOCTHbIN PEXUM XPaHEHUSI KOTOPbIX pasnnyeH, AOMKHbI pasMeLlaTbcs B
pasHbIX apXUBOXPaHUIULLAX.

2.35. NlokymeHTbl ApxmnBHoro gpoHga Poccunckon ®epepaumm n gpyrme apxmHble JOKYMEHThI
OOJDKHBI XpaHUTBLCS B KOPOOKaxX UIn nankax, N3roToBIEHHbIX M3 6e3BpeaHbIX ANs LOKYMEHTOB
MaTepunanos.

OneKTPOHHbIE AOKYMEHTbI Ha chranyeckn 060cobneHHbIX HOCUTENSAX pa3MeLLatoTCs OTAENbHO OT
APYrMX [OKYMEHTOB.

Ha kopoOku npurknenBarTcs sipSiblki, HA KOTOPLIX YKa3biBalOTCS: HOMep hoHaa, HOMEpP ONUcH 1
KparHue HoMepa Aer, pa3MeLLeHHbIX B JaHHOW KOpobKe.

nOpﬂﬂOK pa3melleHna yCtaHaBimmBaeTCA B 3aBUCUMOCTU OT PACCTOAHUA MeXXAYy NOoJikaMu,
CbI/I3I/I‘-IeCKOFO COCTOAHUA Oen, a TaKkke OT TBepAOoCTU U MArKOCTU nepenneTta. Hena, umetone
TBep[J,bII;I nepenneTt, yCTaHaBNMBaAlOTCA BEPTUKAIIbHO,; C MATKUM nepenneTom nnn
HenepenneTeHHble - TOPU30HTAalIbHO.

KopoGku He AOMKHbI BbICTYNaTb 3a Npeaesibl NOMoK CTeNnaxe.

He aonyckaeTca XpaHeHne JOKYyMEeHTOB B TpaHCI'IOpTHOIZ Tape, B wrabensx, Ha nony,
NOAOKOHHUKAX, NNECTHUYHbIX nriowaakax n apyrux, He npeagHa3Ha4qYeHHbIX Ana XpaHeHnA
OOKYMEHTOB MecCTax.

2.36. Bce nomMelLeHnst apxmBa opraHnsaumm, a Takke CTensiaxu, Wwkadbl, KOHTENHEPbI, MOKK
HymMepytoTcst. CTennaxu, Wwkadbl U KOHTEMHEPbI HYMEPYIOTCS B KaXXKAOM apXMBOXPaHUITULLE cneBa
HanpaBo OT BXOAHOW ABEpW, a NOJKM Ha cTennaxax - no wkadam ceepxy BHM3, CrieBa Hanpaeo.

2.37. B uensix onpegeneHns mecTta XxpaHeHUs AOKYMEHTOB B apXMBOXPaHWUIMLLE COCTaBNSTCS
Tonorpaduyeckue ykasaTtenu: noctennaxHole (mpunoxerHve Ne 1), a npu 60MbLIOM KONM4ecTBe
oHA0B - nodhoHAoBbIE (MpunoxeHune Ne 2).

2.38. NameHeHud, nponcxogsiimne B pasMmeLLeHn OKYMEHTOB, AOMMKHbI CBOEBPEMEHHO
oTpaXaTbCs B TONorpaduyecknx ykasaTensx.

2.39. B xope NpPOBEPKN HAITNMYNA N COCTOAHUA apXUBHbIX JOKYMEHTOB B apXmBe opraHn3auunin:
yCTaHaBIIMBaeTCA q)aKqueCKoe Hanun4ne eanHny XxpaHeHna n cCooTBeTCTBMe y4E€THbIM JOKYMEHTAM;
BbIABIAKTCA U YCTPAHAKTCA HEOOCTATKN B yqéTe OOKYMEHTOB;

BbIABJTIAOTCA OTCYTCTBYOLWME OOKYMEHTbLI N OPraHn3yeTCA pO3bICK;

BbISIBMISAIOTCS M Y4MTbIBAKOTCHA AOKYMEHTbI, Tpebytowme npodunakTu4eckon n/mnm pectaBpaumoHHO-
npodunakTnieckon obpaboTKu.
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BbISBMAOTCA 1 y4NTLIBAKOTCS SMEKTPOHHbIE JOKYMEHTbI, TpebytoLue nepesannucu Ha HoBble
3NEKTPOHHbIE HOCUTENW, NPOBOAMUTCS KOHTPOSb (PU3NYECKOTO U TEXHUYECKOTO COCTOSIHUS eANHNLL
XpaHeHWs, OCYLLIECTBNSIETCS NPOBEPKa Ha Hanmn4yne BpeaoHOCHbIX KOMMbIOTEPHbLIX MPOrpamMm.

2.40. NpoBepka HanM4nst 1 COCTOSAHMSA JOKYMEHTOB Ha BYMaXkHbIX HOCUTENSIX NPOBOAMTCS B apXuBe
OpraHusaumm KOMUCCUEN NN HE MEHee YeM OBYMSI paboTHUKaMK He pexxe ogHoro pasa B 10 ner,
3NEKTPOHHbIX AOKYMEHTOB - HE peXXe O4HOro pasa B 5 ner.

2.41. Tpwv npoBepKe Hanu4ns 1 COCTOSIHUS JOKYMEHTOB B apXuBe opraHu3aumm Heo6Xxoammo:

COXPaHsSITb NMOPSAOK PaCroNoXeHNs AJOKYMEHTOB Ha CTennaxax, B lkadax 1 KoHTelHepax B
COOTBETCTBUM C Tornorpadpuyeckumim ykasatensmu. Mpu nameHeHun pacnonoxeHus oen
Heo6X04MMO CBOEBPEMEHHO AenaTb COOTBETCTBYIOLLME 3aMNMUCK B ToNorpadmyeckmx ykasaTensx;

nomMelwlatb Ha MeCTa Hagnexawlero XxpaHeHua 06Hapy)KeHHbIe BO BpeM4A NpoBepKn HenpaBuiibHO
pa3mMelleHHble eaNHULbl XpaHeHUA;

n3biMaTb C MOCNeAyHLLE N30NALMEN OOKYMEHTbI, 3apaXKeHHbIE NIEeCeHbo UNv Opyrumi
Guonormyeckumn BpeauTenamm (ans AOKyMEHTOB Ha GyMaXHOM HocuTene);

n3blMaTb €AMHULbI XPAaHEHWS ANTEKTPOHHbLIX JOKYMEHTOB, coaepallne BpeaoHOCHbIe
KOMMNbIOTEPHbIE MPOrpamMMbl, NOMELLATb Ha CreLmanbHO BblAENEHHYIO NONKY (B ALWMK) Ans
nocnegytowen obpaboTku;

n3biMaTb N pa3mMellaTb BCreq 3a y4TeHHbIMU Aena, He BHEeCEeHHbIE B OMNUCH.

BHeceHue BbISIBNIEHHbIX B XOA4E NPOBEPKM HEYYTEHHbIX AeN B ONUChb 3anpelyaeTcs. HeyyTeHHble
Aena noanexart o6paboTke U ONMcaHUIo NOCne 3aBepLUeHUst MPOBEPKU.

2.42. NpoBepka HanMuns 1 COCTOSAHWSA JOKYMEHTOB NMPOBOAMTCS NyTEM CBEPKU ONUCaTENbHbIX
cTaTen onmcu ¢ onmcaHnem gen Ha obnoXxkax.

dunsnyeckoe cocTosiHMe aen onpenendeTca nytem Bm3yalibHOro npocMoTpa.

Henatb kakne-nmbo NOMETKM UK 3anncy B ONUCSX Aen U APYIMX YYETHbIX JOKYMEHTax
3anpewyaeTtca. B KoHue kaxgon npocMoTpeHHon onvcn genaetca 3anucb «[MPOBEPEHO» ¢
yKasaHMeM HoOMepa ¥ AaTtbl akTa NPOBEPKN HaNM4YnSa U COCTOSIHUST LOKYMEHTOB.

2.43. I'IpOBepKa Hann4na n COCToAHUA JOKYMEHTOB CHUTAETCA 3aBepLLIeHHOIZ nocre BHeceHndA
M3MEHEHUN, BbISBNIEHHbIX I'IpOBGpKOI;I, B y4eTHble JOKYMEHTbI apXxuBa.

Mo pe3ynbTaTam NPOBEPKM COCTABMNSAETCS aKT NPOBEPKM HANNYMS N COCTOSIHUS apXUBHbIX
AokyMeHTOoB (npunoxeHune Ne 3). Mpu obHapyXeHUM OLLIMOOK B YYETHbIX JOKYMEHTaX COCTaBNAETCS
aKT 0 TEXHUYECKUX OLLIMOKax B y4ETHbIX OKyMeHTax (npunoxeHue Ne 4). B cnyyae obHapyxeHus
AOKYMEHTOB, HEe OTHOCSALUMXCS K AaHHOMY (hOHAY, apXMBY OpraHM3aLnn, HeYYTEHHbIX, TaKkKe
COCTaBNSAETCS COOTBETCTBYIOLMI akT (NpunoxeHune Ne 5). YkasaHHble akTbl NOAMNNCHIBAOTCA
WCNOSTHUTENAMM U YTBEPXKAAKTCA PYKOBOAUTENEM OpraHM3auumn Uinn ero 3amecTuTenem,
KYpUpYIOLLMM OeATENbHOCTL apXuBa.

2.44. Ecnn ﬂpOBQpKOI;I Hann4yna n COCToAHNA JOKYMEHTOB YCTAHOBJIEHO OTCYTCTBME AEN U
OOKYMEHTOB, OpraHn3yeTtcAa Ux po3blCK.

Po3bick apXMBHbIX JOKYMEHTOB, HE OOHapPYXEHHbIX B XOA€ NPOBEPKM, OPraHM3yeTcsi C MOMEHTA
BbISIBIEHMS OTCYTCTBMSA U MPOBOAUTCS B TeYeHMe ogHoro roga. Ha gena, He obHapyXeHHble B xoae
NPOBEPKM HANMNYMSA N COCTOSIHUSA AOKYMEHTOB, COCTaBNSAETCS akT 00 yTpaTte 4OKYMEHTOB
(mpunoxerue Ne 6), KOTOpbIN paccMaTPUBAETCH 3KCMEPTHOM KOMUCCHMEN (LIEHTPanbHOM 3KCMEPTHOM
komuccuen) (oanee - 3K (LUSK) opraHnsaumm n ytBepxxgaeTcsa pykoBoaUTENEM opraHM3aunm nnm
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ero 3amectutenem. K akty npunaraetcsa cnpaska 0 NpoBeeHUN po3biCka, NOAroTOBNEHHasa 1
noanucaHHas fimuoMm, NPoM3BoaUBLLMM NPOBEPKY. AKT 06 yTpaTe AOKYMEHTOB NpeacTaBnseTcs B
COOTBETCTBYHOLLMIA rOCYAAPCTBEHHLIN (MyHULMNANBHbIA) apXUB UM YNOSTHOMOYEHHBIN OpraH
NCNONHUTENbHONM BnacTun cybbekta Poccunckon Pegepaunm B ob6nact apxmBHOro gena ans
NPUHATUS pELLEHUS O CHATUK yTpayveHHbIX Aen € yyeTa.

2.45. [lokyMeHTbI BbIAOTCS U3 apXMBOXPaHUNMLLA Ha OCHOBAHWUM NMMCbMEHHOIO pa3peLleHns
pyKOBOAUTENSA apxvMBa OpraHn3aLmn Unmn ero 3amecTutens (eCnu apxme ABRSETCH yupexaeHnem),
pyKOBOAUTENSA CTPYKTYPHOro noapasaeneHus opraHnsaLmu:

paboTHMKaM CTPYKTYPHbIX NogpasgeneHunin opraHm3auuu;

cyaebHbIM, NPaBOOXPaHUTENbHBIM U UHBIM YMOSTHOMOYEHHBIM OpraHaMm B COOTBETCTBUM C
3akoHogaTenbcTBoMm Poccuickon ®epepauuu;

WHbIM NONb30BaTENsIM N0 MUCbMEHHOMY 3asiBNEHMIO.
JOKyMEHTbI BblAaOTCS U3 apXMBOXPaHUIINLL HA CPOK HE MPEeBbILLAOLLIMIA;

OZHOro MecsiLa - A5 UCNoNb30BaHWs paboTHUKaMK OpraHM3aummn U MHbIMK NOSb30BaTENAMY;
LLIECTM MecsiLieB - CyAeOHbIM, NPaBOOXPAHUTENBHBIM U MHBIM YNONTHOMOYEHHbLIM OpraHaMm.
MpoaneHne ycTaHOBMNEHHbIX CPOKOB Bblaayn LOKYMEHTOB [ONYCKaeTCs C paspeLleHns
PYKOBOAUTENS OpraHmn3aLmMmn Ha OCHOBaHWM NMUCbMEHHOIo NOATBEPXAEHMS Nonb3oBaTerns o

coxpaHeHun/obecneyeHnn COXpaHHOCTN JOKYMEHTOB.

2.46. Bblgaya JOKYMEHTOB M3 apXMBOXPaHUULLIA PErMCTpUpyeTcs B KHUre Bblgayvm gen u
odopmMngaeTcs:

3akasom (cry>kebHOWn 3annckon) Ha Bblgady gen;

aKTOM O Bblgayve Aen BO BpEMEHHOE NOSIb30BaHUE - NpuW Bblgavye B CTOPOHHUE OpraHmM3aumm
(npunoxexHue Ne 10).

Mpu TpaHcnopTMpoBKe Aen Ha niobble paccTosHMSA obecnevmBaoTca Mepbl MO OXpaHe U 3alumTe KX
OT BO34eNCTBUA BpeaHbiX (0akTOpOB OKpYKatoLLen cpeapl.

2.47. Bblgady JOKYMEHTOB Ha BYMaXXHOM HOCUTENE U3 apXUBOXPaHUNuLLA U NpuemM nx obpaTHo, B
TOM Yucre B cnyvyae Heo6xoanMMOCTH MOSIMCTHYHO NMPOBEPKY HANMUYMA U COCTOSIHUS AOKYMEHTOB
nepep Bblga4ven U3 apxMBoxpaHunuiia u npu Bo3epaTe, NPON3BOAUT PabOTHUK apXUBOXpPaHUNULLa B
NPUCYTCTBMM Nnua, Nony4vatoLlero (Bo3spaLllatoLlero) gena.

BmMecTo BblAaBaeMbIX U3 apX1BOXPaHUNLLE €ANHUL, XPaHEeHWs! U onucen Aen, JOKYMEHTOB JOIhKHa
pa3mMeLLaTbecs kapTa-3amecTuTenb aena (npunoxexdve Ne 7). Mpu Bo3BpalleHuy aena kapTta-
3aMecTuUTENb U3bIMAETCS U XPaHWUTCS B apXMBE opraHm3auuy 4o MMHOBaHMS HaA0GHOCTH.

lena, BbiaaBaemble U3 apXMBOXPAHUNNLLA, OOSKHBI UMETb apXMBHBIN LWKMAP, NPOHYMEPOBaHHbIE
NNCTbI, NUCT-3aBepuTenb Aena (npunoxeHune Ne 8) n nMCT NCNonb30BaHUS 4OKYMEHTOB
(npunoxenne Ne 9).

MogrotoBka APXUBHbLIX JOKYMEHTOB K Bbla4vye 13 apXnBOoXpaHuInila BKIMO4aeT:
BblE€MKY apPXUBHbIX OJOKYMEHTOB,

CBEPKY apXMBHOIO LIM1pPa 1 3arofloBKOB C ONUCLIO AeN, JOKYMEHTOB;
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NpoBepKy PU3NYECKOro COCTOSHNUA Aena.

OnNeKTPOHHbIE AOKYMEHTbI BblAAKTCA U3 apXUMBOXPaAHUNULLA B BUAE SNEKTPOHHbLIX KOMUIM UN KOMWiA
Ha GymaxkHoM HocuTerne. Mpu Heo6XoaNMMOCTY 3aBEPEHUS KOMUI 3NEKTPOHHBLIX JOKYMEHTOB
NCMONb3yeTCs 3MEeKTPOHHAs NMOAMNUCb PYKOBOAUTENS opraHn3aumm Uim ynoriHOMOYEHHOTO UM
[AOIMKHOCTHOTO NLA MW NPOU3BOAMNTCSI 3aBEPEHNE KOMMU [JOKyMeHTa Ha ByMaxkHOM HocuTene B
yCcTaHOBMEHHOM nopsigke (nyHKT 5.14. HacToswwmx Mpasun).

2.48. [JoKyMeHTbI U3 apXMBOXpPaHUIKMLLA, Kak NpaBuio, He BblgatoTcs:
npu HanU4YMM oHAa NONMb30BaHNUS;
HaxoAsLwmecs: B HeyA0BMNETBOPUTENBEHOM (DU3NYECKOM COCTOSIHUM

2.49. B opraHu3auum JomkHbl 6bITb pa3paboTaHbl NnaHbl KOHKPETHLIX MEPONPUSTUIA U Apyrve
HOpPMaTUBHbIE LOKYMEHTbI, perfiaMeHTUpyoLLmMe Nopsiaok paboThl B Ype3BblHaNHbIX CUTYaLMSIX, NPK
BO3HUKHOBEHWUM KOTOPbIX HEBO3MOXXHO 06EeCNeYnTb COXPaHHOCTb apXMBHbIX OKYMEHTOB.

C cofepxaHunem nnaHoB MepPONPUSITAN U APYrMX HOPMATUBHBIX LOKYMEHTOB, ONpeaenstoLLmx
paboTy apxvBa OpraHM3aumnn Npu YpesBblYaNHbIX CUTYaLUAX, AOIHKHbI ObITb O3HAKOMITEHbI
pabOTHUKM apXx1Ba OpraHn3aLuu.

lll. YyeT nokymeHTOB apxuBHoro choHaa Poccumnckon denepaumm n apyrux
apXMBHbIX JOKYMEHTOB B OpraHusauum

3.1. YuyeTy noanexar Bce XpaHSLLMECS B apXMBe OpraHu3aummn A0KYMEHTbI, BKIoYas JOKYMEHTbI Mo
NIMYHOMY COCTaBy, KONuM OKYMEHTOB (hOHAA NOMb30BaHUS (NPV Hanu4uM) 1 onucy aen,
[LOKYMEHTOB.

3.2. OpraHusauus, SABnaLLAascs UCTOYHUKOM KOMMMEKTOBAHUS rocy4apCTBEHHOro
(MyHMUMNAnNbHOMO) apxmea, NpeacTaBnseT B rOCYy4apCTBEHHbIN (MyHULMNANbHbBINA) apX1B y4eTHbIe
cBefeHus 06 obbeMe 1 cocTaBe, XpaHSLLMXCS B apX1Be opraHmM3aumm JOKYMeHTOB ApXUBHOTO
doHga Poccunckon ®egepaumm 1 Apyrnx apxmBHbIX JOKYMEHTOB B COOTBETCTBMM C PernameHTom
rocygapCTBEHHOro yyeTta 4oKyMeHToB ApxmnBHoro cooHaa Poccuinckon ®epepaumm, yTBepxaeHHbIM
npukasom Pocapxusa ot 11 mapta 1997 r. Ne 11, (3apeructpmpoBaH MuHioctom Poccum 8 nons
1997 r., permctpaunoHHbii Homep 1344).

3.3. OCHOBHbIMW eANHMLLaMM YyYeTa apXUBHbLIX JOKYMEHTOB ABMAIOTCA:
apxvBHbIN POHS;
eavHnLA XpaHeHnsa - 0eno, 3NeKTPoHHOe Aeno (NyHKT 4.34. HacToAwmx MNMpasun).

3.4. EguHMLam XpaHeHust IPUCBanBalOTCS YYETHbIE HOMEPA, SBNSHOLMECS YaCTbio apXUBHOMO
wundppa. CBeaeHMs 0 COCTaBe eANHUL, XPAHEHUS U UX KONNYECTBE (DUKCUPYHOTCS B YYETHbIX
AOKYMEHTax apxuea.

ApPXVBHBIN LWNMpP (0603HAYEHNE, HAHOCMMOE B FIEBOM HWDKHEM YITy Ha KaXKAyt eAVHULY XpaHeHUs
B Lensix obecrneyeHnst yyeta v uaeHTUgMKaLmMm) CoOCToUT 13: HoMepa apXMBHOro hoHAa; Homepa
onucy aern, AOKYMEHTOB; HOMepa eANHULbI XpaHEHWSI.

APXMBHBIV LUNKP SNEKTPOHHbBIX AOKYMEHTOB, XpaHUMbIX Ha 00O0COBNEHHbBIX 3NEKTPOHHBIX
HOCUTENSX, yKasblBaeTCcsa Ha BKraabllwe, BNOXEHHOM B (pyTnaAp HocuTensa. ApXuBHbIV NP
3NEKTPOHHbIX AOKYMEHTOB, XpaHUMbIX B MH(POPMaLIMOHHOM CUCTEME apXxmBa, ABNAeTcH
06a3aTenbHbIM 3NEMEHTOM ONMCaHNA KOHTENHepa SMeKTPOHHOro A0KYMEHTa.
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3.5.B apxumee opraHm3aunm seayTtcqa OCHOBHbIE (06ﬂ3aTeﬂbele) M BCrnomMoraTtesibHble y4eTHble
OOKYMEHTbI. CoctaB n (bOprI OCHOBHbIX Y4E€THbIX JOKYMEHTOB onpenenAaroTcd B COOTBETCTBUU C
HacToAwnmmn npaBVIJ'IaMVI. CocrtaB un q’)OprI BCnomMoratesibHbIX Y4E€THbIX JOKYMEHTOB
onpenenarnTcAa apxmBoM opraHn3aumnm caMoCTOATENbHO.

3.6. B coctaB OCHOBHbIX (O6H38TeﬂbeIX) Y4YeTHbIX AOKYMEHTOB apXmBa opraHn3auunm BXogAT:

KHMra y4yeTta nocTynneHus 1 BblObITUS Oen, A0KyMEHTOB (mpunoxenne Ne 11);

cnncok dooHaoB (npunoxerune Ne 12);

nuct dorHaa (npunoxerue Ne 13);

onucb gen, AoKymeHToB (npunoxeHua Ne 14, 15, 16, 17, 18);

peecTp onucen (npunoxexune Ne 19).

3.7. B kHUIy y4eTa NocTynneHus 1 BoiObITUSA Aer, JOKYMEHTOB NocneaoBaTernibHO BHOCSTCH BCe
nepBUYHbIE U NMOBTOPHbIE NOCTYNNEHNs (BbIObITUSA) Aen, AoKyMeHToB. Kaxgoe noctynneHuve
(BbIOBITWE) B Npefenax 0TYETHOroO roga nony4vyaeT NOpPsSAKOBbLIA HOMEP B BarlOBOW
nocrneaoBaTenbHOCTY.

ExerogHo Ha 1 AHBaApPA noaBOOUTCA UTOI KONn4ecTBa NOoCTynMBLUNX U BbIObIBLUMX 3a rog gen,
OOKYMEHTOB.

3.8. Cnuncok hoHO0B BEAETCS B apXMBe OpraHu3aumm, XpaHswem JOKyMeHThl 6onee ogHoro doHaa.
B cnmcok choHOoB apXuBHbIA GOOHA, 3anUcbiBaeTCAa TOMNbKO OAMH pa3, Npy NePBOM NOCTYNMeHUN B
apxuB opraHusauuu. Mo cnncky oHOO0B B BarioBOM Nopsigke emy npucBamBaeTcs y4eTHbI HOMEp,
KOTOpbI COXPaHSIETCA 3a HUM BO BCEX YYETHbIX JOKYMEHTaX.

B Chny4ae nepengadu apxmBHOro CbOH,EI,a B ﬂperVI apxumB, BKIMKOYEHNA ero B COCTaB obbeanHeHHoro
ApPXMBHOIoO (*)OH,EI,a nnn BblaerneHna BCexX OKYMEHTOB K YHUHTOXEHUIO ocBoboamBLIMICS HOMEpP
OPYyroMmy apxmBHoOmy C*)OH/J,y He nNpncBamnBaeTCA.

O6beanHeHHble apxMBHbIE OHAbI U apPXMBHbIE KOJMEKLUM YYUTHIBAIOTCS Ha OOLLMX OCHOBAHUSAX.
O6beanHeHHOMY apXMBHOMY (OOHAY, 06pa3oBaHHOMY U3 apXMBHbIX (POHAOB, paHee YYTEHHbIX
CaMOCTOSITENbHO, MPUCBaNBAETCs HOMEP OAHOIO U3 apXMBHbIX (POHAOB, BKITIOYEHHBIX B €70 COCTaB.

B apxmBax opraHmsau,Wl - NICTOYHMKOB KOMMJIEKTOBaHNA rocyaapCTBEeHHbIX (MyHI/ILI,VII'IaJ'IbeIX)
ApXnBOB NpoCTaBIAEeTCA HOMEpP apXmnBHOIo (bOHﬂ,a, 3a KOTOPbIM OH Yy4TEH B rocygapCTtBe€HHOM
(MyHI/ILI,I/II'IaJ'IbHOM) apxuee, 1 KOTOprIZ COXpaHAeTCAd 3a HMM nocrne noctynfieHna ero JOKyMeHTOB Ha
NOCTOAHHOE XpaHeHue.

HaseaHne dpPXnBHOIo (*)OHD,a BHOCUTCA B CIMNCOK d)OH,EI,OB Ha OCHOBaHUKN I/ICTOpVI'-IeCKOﬁ cnpaBkn K
(bOHD,y U TUTYINBbHOTO JNICTa onucu ger, JOKyMeHTOB.

HassaHuve apxvBHOro ¢oHga CoOCTOMT U3 NMOMHOTO U (B CKOBKax) COKpaLLEeHHOro HaMMeHOBaHUS
doHaoobpasoBaTens, ¢ ykasaHmeM ero noA4YNHEHHOCTU, MECTOHAXOXAEHUS, AaT CO30aHUS U
nuksmaaumn. Ecnu HaumeHoBaHne oHgoobpasoBaTens M3MeHsSNoCk, TO B cnucke hoHO0B
yKasblBaeTCs ero nocriefHee Ha3BaHne B paMKax Nepnoaa, 3a KoTopbi NPUHATLI 4OKYMEHTLI. Bece
npeablayLine nepeMmMeHoBaHsa 0TMeYaloTes B nNucTe oHaa.

HassaHne 06beMHEeHHOro apxXnBHOro hoHaa CoCToUT U3 0606LLIEHHOrO Ha3BaHUSA BKIMOYEHHbIX B
Hero apxmBHbIX (POHOOB, M3 NepeYvHs Ha3BaHWUM CMEHABLUUX ApYr Apyra opraHu3auun. KoHkpeTHble
HaMMEHOBaHMSA BCEX OpraHn3aumi, JOKYMEHTbl KOTOPbIX BOLN B 06 beAMHEHHBIN apXMBHbIA OOHA,
a TaKke ux nepeumMeHoBaHunA ykasblBatoTCsA B NUCTe hoHaa.
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B Ha3BaHWMM apXMBHOW KOMNMEKUMN yKasbiBaeTCst NpusHak (NpusHakun) ee opM1poBaHust.

ExxerogHo Ha 1 siHBaps Kk CcnMcKy hOHO0B COCTaBMNAETCA UTOroBasi 3amnvcb O KONMYECTBE apXUBHBIX
hoHA0B, NOCTYNMBLUMX U BbIGLIBLUMX B TEYEHUE rofa, U 0BLLEM KONMYECTBE apXMBHbIX POHAOB,
HaxXOAALLMXCA Ha XpaHeHUW B apxuBe.

Cnucok hoHO0B 3aKnioyaeTcs B TBepAyt 06IOXKKY, NIUCTbl HYMEPYIOTCSH, COCTaBNAETCS NUCT-
3aBepuUTensb.

3.9. Jluct coHaa cocTaBnsaeTCs Ha Kaxabli apXmBHbIA GoHA. B HEM yunTbiBalOTCA BCe onvcu gen,
AOKyMeHTOoB (poHAaa.

Nuct coHaa MoxeT BbiTb NepecocTaBneH TONbKO B Cry4ae, eClM OH HEMCMPaBUMO MOBPEXAEH UMK
nepecTaeT oTpaxaTb (paKTU4YEeCKOe COCTOsIHME M 06 bEM apXxnBHOro ooHaa. B cnyyae
nepecocTaBneHus NcTa poHaa paHee AeiiCTBOBaBLUMIA NUCT hoHaa NomeLLaeTcs B Aeno oHaa.
B BepxHeM npaBom yrny o6omx nMcToB choHaa AenarTcs oTMeTKu: «JINCT NepecocTaBeH» C
yKa3aHVWeM AaTbl NepecocTaBnebins, JOMKHOCTM U MOANNCU COCTaBUTENS.

JIncTbl hoHAOB XpaHATCS B NOpPsiAKE HOMEPOB apXMBHbIX poHA0B. K Kaxkaom nanke coctaBnseTcs
nnCT-3aBepUTErb, rae yka3blBalOTCA HavanbHbIe U KOHEYHbIE HOMepa apXMBHbIX (OOHAOB 1 obLLee
KONMMYECTBO apXMBHbIX POHO0B, NNCTbI KOTOPbIX HAXOASATCS B Narke.

3.10. B onucu gen, [OKyMEHTOB (FO40BOM pasfernie onucu aen, AOKYMEHTOB) eANHULIbI XpaHeH s
YUYUTBLIBAIOTCA B COOTBETCTBUM C CMCTEMaTu3aLmen 3a NopsaKoBbIMU YYETHBIMU HOMEPaMMU.

MepBOMY rogoBoMy pasfeny onucy Aen, JOKyMEHTOB (ooHAa NpucBanBaeTcss HOMep Mo JIUCTY
doHaa, Bce nocneayoLLme roaosble pasaenbl YACHATCSA 3a AaHHLIM HOMEPOM [0 3aBepLUEHUS!
onuew.

He gonyckaeTcsa NnpucBoeHMe onucsiM Aen, 4OKYMEHTOB OAMHAKOBbLIX Y4ETHbIX HOMEPOB B Npegenax
OAHoro doHaa.

B KoHUe Bcex aK3eMnnsipoB onucy Aer, AOKYMEHTOB AernaeTcs MToroBas 3anvch, B KOTOPOW
yKasblBaeTCs KONMMYECTBO HaxXOOSLIMXCA HA XpaHEeHUN eAUHWL, XpaHeHWs, NepBbI U NocnegHni
HOMepa e[IMHWML, XpaHEHNS MO OMNUCK, YKa3biBaTCA UMEHLLIMECS MPOMYCKM HOMEPOB, NUTEPHbIE
HOMepa, BblObIBLUNE E€AMHULbI XPaHEHUS] U OCHOBaHWE BbIObITUS.

MNocne kaxgoro NOCTyNMNeHnA nunum BbIObITUSA OOKYMEHTOB COCTaBJ1A€TCA HOBaA UTOroeas 3anunchb K
onucu gen, JOKYMeHTOB, KOTOpad noanncbiBaeTCAd ee coCTaBuTesnieM C yka3aHnem OOJTKHOCTU U
OaTbl COCTaBJ1IeHUA.

Ecnu onuck aen, AOKYMEHTOB COCTOUT M3 HECKOIbKUX FOA0BbIX pa3aenos, TOMOB, UTOroBas 3anucb
COCTaBNAETCA K KaXkAOMy rogoBOMYy pasaeny, TOMy; KpoMe TOoro, K Kakgomy nocreaytowemMy
ro4oBOMY pasfeny, TOMy B HapacTalolLeM Nopsake COCTaBNsAeTCa CBoAHas UTOroBas 3anmch.

Noposble pasgenbl, eCriin OHN HEe ABNAKTCA 3aKOHYEHHOW OMUCLIO, HE MOALLUMBAOTCS U HE
nepenneTtarTca; OHN XPaHATCA B apXmuBe B Nnarnkax.

3aKoH4YeHHas onuck Aen, JOKYMEHTOB A0MMKHA BKNoYaTh He 6onee 9999 eamHuy, XpaHeHWs.

3akoH4YeHHast onuck aern, OOKYMEHTOB BMeCTE C TUTYJIbHbIM JTUCTOM 1 CNpPpaBOYHbIM annapaTtom K
Hel 3akn4vaeTcs B TBEpAyto OGJ'IO)KKy, HymMepyeTCca 1 noawnBaeTcAd, Ui nepenneTaeTcd.

Kaw:\aﬂ 3aKOHY€eHHaa onucb aen, JOKyMeHTOB, TOM onnucu gen, 4OKYMEeHTOB OOJIKHbl UMEeTb JINCT-
3aBepuTerb.



3.11. MNpw Hanu4nn B apxmBe opraHu3aunm AByx 1 6ornee onucen aern, JOKYMEHTOB BeeTcs peecTp
onucen (npunoxexve Ne 19).

Onucu gen, AOKYMEHTOB BHOCSITCS! B PEECTP OMUCEN B XPOHOMOMMYECKON NocrnegoBaTenlbHOCTU
MOCTYNNEHWs NoA COOTBETCTBYHOLLUMMMN NOPSAKOBLIMU HOMEPAMMU.

B peecTpe onucein OUKCUPYIOTCS OCHOBHbIE IaHHbIE MO COCTaBY KaXAo0W NOCTYNMBLLEN B apXuB
opraHusaLumn onncy Aern, AoKYMeHTOB: HoMep choHa, HOMEp OMMCK, KONMYECTBO €AMHULL XpaHEHUS]
B OMUCU, KONMYECTBO NUCTOB B OMUCK U €€ 3K3eMMIspoB.

3.12. [Ins ueHTpanM3oBaHHOro rocygapCTBEHHOMO ydeTa AOKYMeHToB ApxuBHOro ooHaa
Poccuiickon ®egepaumm B apxuee opraHmsaunm, BstOLENCA NCTOYHMKOM KOMIMITEKTOBaHMSA
rocy4apCcTBEHHOro (MyHMUMNANbHOMO) apXuBa, COCTaBISETCA NacnopT apxmBa opraHnsaunn.*(7)

3.13. ApxvB opraHu3aumm MOXeT BECTU TaKkkKe y4eT B aBTOMaTU3MPOBAHHOM pexume - B BUae
yyeTHbIX 6a3 gaHHbIX (BA).

YyeTHble B[l NpyMeHa0TCA BO B3aMMOCBA3N C APYrMMU MHAPOPMaLMOHHbIMK B[], metowmmnca B
apxuBe opraHv3aumm, 1 OIMKHbl 6bITb COBMECTUMbI C COOTBETCTBYIOLLUMN yYeTHbIMK B[]
rocyapCTBEHHbIX (MyHULMNANbHBIX) apXMBOB U OPraHOB yNpaBneHUs apXmBHbIM OEIOM.

3.14. Y4yeTHble JOKYMEHTbI apxXxuBa opraHusaumm, Kpome onucen aen, JOKYMEeHTOB,
npegHasHavalTCca Anga cny>kebHoro Nonb3o0BaHUA 1 NONb30BaTENSAM HE BbiAAOTCS.

3.15. Yyer nocTynneHna n BbIObITMA Oen, OOKYMEHTOB B apxuBe opraHun3aunm OCyLeCTBIIAEeTCA Ha
OCHOBaHWUW:

onucu aen, AOKYMEeHTOB CTPYKTYpPHOro noApasaerneHns 1 roaoBoro pasaena CBoAHOM onvcu aern,
[IOKYyMEHTOB opraHu3auuu;

HOMEHKINaTypbl Aen opraHn3auuu, 3aMEeHSIoLLEN FOO0BON pasgen CBOJHOM onucu gen, OOKYMEHTOB
opraHunsaunu;

aKTa 0 TEXHNYECKMX OLINOKaX B yYETHBIX IOKyMeHTax (npunoxexHve Ne 4);

akTa 00 06HapyXeHUN OOKYMEHTOB (HE OTHOCALLUMXCS K JaHHOMY pOHAY, apXMBY, HEYYTEHHbIX)
(npunoxenne Ne 5);

akTa 00 yTpaTe AoKyMeHTOB (npunoxeHune Ne 6);

aKTa npvema-nepenaqv apxmBHbIX JOKYMEHTOB Ha XpaHeHue (npunoxenve Ne 20);

aKTa O BblAENEHUN K YHUUTOXEHNIO apXMBHbLIX AOKYMEHTOB, HE MOANEXaLUNX XPaHEHWNIO
(npunoxexHue Ne 21);

aKkTa 0 HeucrnpaBMMbIX NOBPEXOEHUSX aPXUBHbLIX LOKYMEHTOB (Mpunoxenve Ne 22);

Ha ocHoBaHUM yka3aHHbIX JOKYMEHTOB BHOCSTCS HEOOXOAMMbIE M3MEHEHUSI B OCHOBHbLIE
(obsi3aTenbHbIE) YHETHBIE JOKYMEHTbLI apXUBa:

B KHWUTY y4eTa NocTynmeHusl U BblObITUS Aern, AOKYMEHTOB (npunoxeHvie Ne 11) u B nUCT ooHAa
(npunoxenvie Ne 13) - Npu KaXKaom U3MEeHeHUN B COCTaBe U 06 bemMe JOKYMEHTOB apxvBa
opraHusauuu;

B cnncok hoHaoB (mpunoxenvie Ne 12) - npu NoCTynieHUn HOBOrO apXMBHOMO hoHAa UK BbIOLITUM
BCEX A€erN, JOKYMEHTOB, HAXOAMBLLETOCS HA XpaHEHUU apXnBHOro hoHaa*(8);
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B peecTp onucen (npunoxenne Ne 19) - npy NOCTyNneHnn HOBOW ONNCKU UMK BbIOLITUN BCEX €AMHUL,
XpaHeHUs, HaxXOAMBLUENCS Ha XpaHeHUn onucu. Homep BbIObIBLLIEN ONMCY APYrMM ONMCAM den,
AOKYMEHTOB He npucBanBaeTCcs 1 0cTaeTcs CBOGOAHbIM;

B OMUCK Oer1, JOKYMEHTOB - NMPU KaX40M NOCTYNSEHUN U/unn BblObITUN Aen, AOKYMEHTOB, YYTEHHbIX
B AHHOW ONUCH.

COOTBeTCTByPOUJ.I/Ie N3MEHEHUNA BHOCATCA BO BCNoMoraTtesibHbl€ y4eTHble JOKYMEHTbI.

Bce akTbl, BOKYMEHTUPYIOLLME pe3ynbTaTbl apXMBHbIX paboT, BKNOYaOTCA B Aeno ¢poHaa, KoTopoe
3aBOANTCS Ha Kaxabl OHA, HAXOASALWNNCS Ha XPaHEHWM B apXUBE opraHmM3aunm.

Heno doraa, Hapsay ¢ 4OKYMEHTaMM, OTpaxaroLWwmMm UCTopro ooHaa 1 hoHaoobpasoBaTens,
BKMNIOYAET YYETHbIE JOKYMEHTbI, XapakTepumayoLwme naMeHeHms oHaa.

IV. KomnnektoBaHue apxvBa opraHusaumm AOKyMeHTaM1 apXUBHOIo
¢doHaa Poccuinckon Pepgepauum n oApyrumMmm apxXmMBHbIMU JOKYMEHTaMM

4.1. JokymeHTbl ApxusHoro ¢poHaa Poccunckon depepauum n AOKYMEHTbI BpEMEHHbIX (CBbile 10
NneT) CPOKOB XpPaHEHUSA, B TOM YMCHE NO NMYHOMY COCTaBy, NepeaatoTcs B apxXmB opraHmM3auum He
paHee, YeM Yepes3 OAMH rof U He No3aHee, YeM Yepes Tpu roga nocrne 3asepLleHns gen B
Aenornpon3soacTse.

JOKyMEHTbI MO NIMYHOMY COCTaBY roCyAapCTBEHHbIX MPaXAAHCKMX CrYKaLLMX U MyHULMNAMNbHbIX
Cry>KaLLmx, YBOJIEHHbIX C rOCYAapCTBEHHON MPaXKaAaHCKON CyObl N MyHULMNANBHOW CryX0bl,
nepenarTcsl B apxXMB opraHm3aumm no uctedeHnm 10 neT co AHA YBOMbHEHWSI.

4.2. lena BpeMeHHbIX (4o 10 neT BKNOYMTENBHO) CPOKOB XpaHEHUs1 B apxmB He nepeaatotcsi. OHK
XPaHATCA B CTPYKTYPHbIX NOAPAa3AeNeHnsix opraHmaaumm n no MCTeYEeHNM CPOKOB XpaHeHUs!
noanexat YHUYTOXEHUIO B YCTAHOBIIEHHOM MOPSiAKe.

B uckntounTenbHbIX Criydasx no peLeHnto pykoBoguTensa opraHnsaumm gena spemenHbix (4o 10
NEeT BKIIOYUTENBHO) CPOKOB XpaHEHUs1 NepeaarTcs B apxXyB opraHv3aumm no onucsam gen,
AOKYMEHTOB MIK MO HOMEHKNaType gen.

4.3. lokyMeHTbI MOCTYNarKT B apXvB OpraHnsauum nocrie NpoBeAeHnst 3KCNepTu3bl LEHHOCTH.
4.4. PewweHunsa o BkMoYeHumM B coctaB ApxusHoro cpoHaa Poccuickon degepaumm KOHKPETHbIX
AOKYMEHTOB MPUHNMAIOTCS SKCMNEePTHO-MPOBEPOYHBIMM KOMUCCUAMN dbefeparnbHbIX
rocy4apCTBEHHbIX aPXMBOB U YMONTHOMOYEHHbBIX OPraHOB UCMONTHUTENBHOW BNacTu CyObeKToB
Poccuickon degepauunm B obriactu apxmBHoro gena (ganee - MK apxnBHOro yupexaeHusi) B
npegenax KoMneTeHUun.

4.5. Llenbto akcnepTm3bl LEHHOCTM JOKYMEHTOB B OpraHn3aunm sBnseTcs:

0TOOP AOKYMEHTOB Ansl BKMOYEHUsI B cocTaB ApxuBHOro gpoHga Poccunckon degepauuu;

BblABJIEHNE OOKYMEHTOB, HE noariexalinx D,aﬂbHeVlLUEMy XpaHeHUto. SKcnemeae LEHHOCTU
noanexat BCce AOKYMEHTbI opraHn3auunm He3aBncumo oT BnaoB HocuTenemn n cnocoboB 3anncu.

[lo npoBeaeHnsa akcnepTnsbl LEHHOCTU B COOTBETCTBUU C NMyHKTamu 4.6. - 4.13. HacToawmx MNpasun
YHUYTOXEHME JOKYMEHTOB 3anpeLlaeTcs.

4.6. QkcnepTm3a LLEHHOCTU JOKYMEHTOB NPOBOAMTCS HAa OCHOBE:
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[eCTBYIOLLEro 3aKoHOAATENbCTBA M UHbLIX HOPMATMBHBIX NpaBoBbIX akToB Poccuiickon denepauun
B 06MnacT apxvMBHOro Aena, MHopMaLumn 1 JOKYMEHTALMOHHOIo ob6ecneyeHuns ynpasneHus;

TUNOBbIX, BEAOMCTBEHHbLIX U UHbIX nepequVl OOKYMEHTOB C YKa3aHMeM CPOKOB UX XpaHEeHU4,
TUNOBbIX N MPUMEPHbIX HOMEHKNAaTyp Aernl.

4.7. B opraHusauun ans npoBeaeHns 3KCrnepTuabl LEHHOCTU JOKYMEHTOB CO3[1aeTCs SKCrepTHas
komuceus (ganee - 9K)*(9). B opraHnsauusix, UMEIOLLNX CIOXHYH CTPYKTYpPY U/unu
NoJIBEJOMCTBEHHbIE OpraHM3aLn, CO3aTCH LieHTparnbHble 3KCnepTHbIe koMmuccuu (ganee - LIOK).

4.8. LI3K (3K) aBnseTca coBellaTenbHbIM OpraHoM Npu pykoBOAUTENE OpraHu3aumm, co3gaeTcs
NPUYKa3oM OpraHnsaumm, 0ENCTBYET HA OCHOBAHWUM MOSOXEHWS.

3agaun n pyHkumm LLOK (3K) opraHusauum - UICTOYHMKA KOMMNEKTOBAHUSA onpeaensoTcs
NONIOXXEHMEM, YTBEPXKOAEMbIM PYKOBOAUTENEM OpraHn3auumn.

4.9. OcHoBHoM 3agaven LISK (3K) asnsetca opraHMsaumnsa n npoBeaeHne akCnepTnsbl LEHHOCTU
AOKYMEHTOB.

OcHoBHbIMK doyHKUMAMK LIOK (3K) asnatoTcs:
opraHuMsauus exerogHoro otbopa aen Anst XpaHeHUs U YHUUTOXEHNS;

pacCMOTPEHME 1 CorfacoBaHne NPOeKTOB HOMEHKNATYpbl AeNn opraHn3aumm, onvcen gen,
[LOKYMEHTOB MOCTOSIHHOIO M BpEMEHHbIX (CBbile 10 NeT) CPOKOB XpaHEHWs!, B TOM YuCIe Mo
NMYHOMY COCTaBY, aKTOB O BbIAENEHUN K YHUYTOXEHUIO AeN, He NMOAMEXalUMX XpaHEHNIo, U OpYrux
aKToB;

noAroToBKa NpeasiokeHnin 06 onpeaeneHMn CpokoB XpaHeHUs! JOKYMEHTOB, HE MPeAyCMOTPEHHbIX
nepeyHsM*(10), 1 06 N3MEHEHMN CPOKOB XPaHEHUSI OTAENbHbIX KaTeropuii JOKyMEHTOB,
YCTaHOBJEHHbIX NepeYHsIMMU;

yyacTue B NMOATOTOBKE Y PACCMOTPEHMM NMPOEKTOB HOPMATUBHBIX M METOANYECKUX LOKYMEHTOB MO
BOMpocam paboTbl C AOKYMEHTaMV B OpraHv3aumm;

MeTOANYECKOE PYKOBOACTBO paboTamu B 06racTy o6ecneyeHmnsi COXpaHHOCTU [OKYMEHTaNbHOMO U
apXMBHOTO (POHAOB OpraHu3aLum.

4.10. 3kcnepTnsa LLeHHOCTM JOKYMEHTOB B OpraHM3aLum NpoBOaNUTCS:

B A€0NPON3BOACTBE - MPY COCTaBMIEHNN HOMEHKNATYpbl AEN OpraHM3aLun U Npy NOAroToBKe Aen K
nepegave B apxuB;

B apxMBe opraHvM3aumm - B npoLlecce NnogroToBkM AeN K nepegade Ha NOCTOSIHHOE XpaHeHue.
4.11. JkcnepTm3a LEHHOCTM JOKYMEHTOB NPOBOAUTCH €XErogHo.

Mo pe3ynbTaTtam 3KCnepPTU3bl LEHHOCTU B CTPYKTYPHBIX NOAPA3AeNeHNsIX opraHnsaumm
COCTaBISIIOTCS ONUCK AEN CTPYKTYPHbIX NOAPa3AeNeHNI: NOCTOSIHHOMO, BPEMEHHBbIX (cBbiwe 10 neT)
CPOKOB XpaHeHWs1, N0 NMMYHOMY cocTaBy (mpunoxeHnue Ne 23, 24), Ha OCHOBE KOTOpPbIX B apXvBe
opraHv3auum CocTaBnaTCA rofoBble pasaernbl COOTBETCTBYHOLLMX CBOAHbIX ONUCEN Aen,
[LOKYMEHTOB.

Ha gena ¢ nctekwumm cpokaMmm XpaHeHust B CTPYKTYPHbIX NOAPa3aeneHnsix opraHnsasmm
COCTaBMATCA NPEASIOKEHNSA K aKTy O BblAENEHUM K YHUUTOXEHMIO JOKYMEHTOB, HE NoAsiexalimx
XpaHeHuto (No oopme akTa, npunoxerHve Ne 21).



http://www.garant.ru/products/ipo/prime/doc/71083090/#10009
http://www.garant.ru/products/ipo/prime/doc/71083090/#10010
http://www.garant.ru/products/ipo/prime/doc/71083090/#10230
http://www.garant.ru/products/ipo/prime/doc/71083090/#10240
http://www.garant.ru/products/ipo/prime/doc/71083090/#10210

Ha ocHoBe npeanoxeHnin CTpyKTypHbIX NogpasneneHni cnyxba a4enonponssoacTea opraHn3aumnm
COCTaBNSET aKT O BblAENEHUN K YHUHTOXEHUIO JOKYMEHTOB, HE MOASEXallnX XpaHEHWHo
(npunoxeHune Ne 21).

[ena Bknto4aloTCcs B akT O BblAENEHUN K YHUYTOXEHUIO JOKYMEHTOB, HE noaneXalwmnx XpaHeHuto,
ecnm I'Ipe,El,yCMOTpeHHbIVI Ona HAX CPOK XpaHEHUA UCTEK K 1 AHBap4 roga, B KOTOPOM COCTaBJ1€H aKT.

Hena c otmeTkon «3MK»*(11) nognexaT NOSIMCTHOMY NMPOCMOTPY B LIENSIX BbISIBNEHUS [OKYMEHTOB,
noanexalimx NoCTOSHHOMY XpaHeHUto. BbisiBNeHHbIe B Taknx Aenax AOKYMEHTbI MOCTOSIHHOIO
XpaHEHNs BbIOENSOTCA U NPUCOEANHSIOTCS K OOHOPOAHbBIM Aefiam Ui hoOpMUPYHOTCS B
camocTosITENbHbIE Aena.

OcTtanbHble AOKYMeHTbl ¢ oTMeTkon «3INK» BKMNoYalnTcs B akT Ha yHUYTOXeHWe. [pyn 3ToM oTMeTKa
«3lNK» B akTe He yKka3biBaeTcCs.

Onucu Ha aena, 4OKYMEHTbl MOCTOSIHHOMO XpaHeHWsi U Mo MMYHOMY COCTaBY M aKTbl HA YHUYTOXEHWE
OOKYMEHTOB paccmaTtpumsaloTces Ha 3acegaHuun LISK (3K) ogHoBpemeHHo. Mo ntoram paccmoTpeHmns
LIOK (3K) cornacoBbiBatoTca onvcu gern, AOKYMEHTOB MOCTOSHHOIO XPaHEHUS 1 MO IMYHOMY
COCTaBY U aKTbl O BbIAENEHUN K YHUUTOXEHUIO JOKYMEHTOB.

CornacoBaHHble LJOK (3K) opraHusauumn onncu gen A4oKymMeHToB (rogoBble pasgernbl)
npencraBnatoTcs Ha paccmoTpeHune JMK:

NOCTOAHHOIO CPOKa XpaHeHUsA - Ha yTBepXaeHune;
no JINYHOMY COCTaBy - Ha corfiacoBaHue;

lK yTBEpXKAaET OnvcK Aen NOCTOSIHHOMO XPaHEHWUS M COrNacoBbIBAET OMNWUCU AN MO NINYHOMY
cocTasy.

Onucu gen, AOKYMEHTOB (rofoBble pasaerbl) HanpasnsitoTes Ha paccMmoTpermne AMNK B Tpex
aK3emnnspax Ha GyMaxxHOM HOCUTere M OAHOM 3K3eMMIIsipe Ha 3NEKTPOHHOM HocuTene Yepes 3
roga nocre 3aBepLUeHus Aen B AeNonpou3BOACTBE.

Mocne ytBepxaeHusa u cornacoBaHms OlNK onncen gen, QOKYMEHTOB, ONUCK M akT O BblAeNeHnn K
YHUYTOXEHMIO OKYMEHTOB, HE NoASIeXaLlMX XpaHEeHNIO, YTBEPXKOAOTCS PYKOBOAUTENEM
opraHusauuu, nocrie Yero Aerna, BolAesNeHHbIe N0 aKTy K YHUUTOXEHUIO, MOTYT OblTb YHUUTOXEHDI.

4.12. OpraHusaunu, B AeATeNbHOCTU KOTOPbIX HE CO34at0TCsl AOKYMEHTbI ApXMBHOTO (hoHAa
Poccuiickon ®egepaunm, co3gatoT onvcy Aen no IMYHOMY COCTaBy U OMUCK AeN BPEMEHHbIX
(cBbiwe 10 neT) cpokoB XpaHeHus1 1 obecrnevmBatoT NX COXPAHHOCTb.

OpFaHVI3aLI,I/IVI TaKXXe COCTaBNAIT aKkTbl O BblAeNeHNN K YHUHTOXXEHNIO OJOKYMEHTOB, HE noasiexalwimnx
XpPaHeHUo, N YHUUTOXAaIOT YKa3aHHbl€ JOKYMEHTbl MO NCTEYEHUN CPOKOB UX XpaHEHUA TOJIbKO nocrie
COCTaBneHnA rogoBbiX pa3genoB onucen gen no JINMHOMY COCTaBy 3a COOTBGTCTByIOLLI,VII;I nepuoa un
NX yTBepXxXgeHua pykosogmtenem opraHmn3aumn.

4.13. lena Ha DymaHOM HOcuTenNe, BbiAENEHHbIE K YHUUTOXEHMIO, NEPeaatoTcsl Ha YHUUYTOXEHME
(yTMnusaumio) No akTy o BblAENEeHUN K YHUUTOXEHMNIO AOKYMEHTOB (mpunoxenue Ne 21), a Takke Ha
OCHOBaHMWM UHbIX AOKYMEHTOB, NOATBEPXAatoLLMX haKT cAayun AOKYMEHTOB Ha YHUYTOXEHNe
(yTrnusauuio).

ONEKTPOHHbIE Aerna C UCTEKLNMW CPOKaMmn XpaHeHUs MOASIeXaT BblAENEHUIO K YHUMTOXEHUIO Ha
O6LLMX OCHOBAHMWSAX, MOCIE Yero NPOBOAMTCH UX (PU3NYECKOE YHUUTOXEHWNE UMW YHUUTOXEHNE
NpOrpaMMHO-TEXHUYECKUMW CpeacTBaMm C COOTBETCTBYHOLLE OTMETKON B aKTe O BblAeNeHnu K
YHUYTOXEHUIO OKYMEHTOB (npunoxervie Ne 21).
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4.14. Oina obecnedyeHus nopsgka opMmnpoBaHnsa 1 ydeTa Aen B 4enonpon3BoacTBe opraHMsauum
COCTaBnsieTCs HOMeHKnaTypa gen.

4.15. HomeHknatypa gen 3akpennseT knaccndukaumio (rpynnupoBKy) MCMOSTHEHHbLIX JOKYMEHTOB B
Aena (anekTpoHHble Aerna) u IBNSeTCA OCHOBHbIM YYETHbIM JOKYMEHTOM, OTpaskatoLM COCTaB M
OopraHu3auuio JOKYMeHTanbLHoro ooHaa opraHmsaunm.

4.16. HomeHknaTypa fgen sABnsieTcs OCHOBOW Ansi COCTaBIEHUS ONUcel Aen, JOKYMEHTOB
NMOCTOSIHHOIO U BPEMEHHbIX (CBbilwe 10 NneT) CPOKOB XpaHeHUs, a Takxke A4S yyeTa AeN BPEMEHHbIX
(8o 10 neT BKIMHOYNTENBHO) CPOKOB XPaHEHUS.

4.17. HomeHknaTtypa gen opraHusauumn paspabatbiBaeTcsi Ha OCHOBaHMM TUMOBbIX, BEOOMCTBEHHbIX
N UHbIX NEepeYHen JOKYMEHTOB C YKa3aHMEM CPOKOB XPaHEHWS!, MHbIX HOPMATMBHbIX MPaBOBbIX
aKTOB, @ TaKKe TUNOBbLIX N MPUMEPHbIX HOMEHKNATYp Oen.

Tunoas v npuMmepHaa HOMeHKnaTypbl aern pa3pa6aTb|Ba+0Tc;| opraHamu n opraHun3aunamu,
nMverwwmmmn B nog4nMHEHUN ceTb OAHOTUMNHBLIX OpFaHI/I3aLI,I/Il7|.

Tunosas HOMEHKNaTypa yCTaHaBIMBaeT COCTaB e, 3aBoAMMbIX B OAHOTUMHbIX opraHn3aunax, un
ABNAeTCA HOpMaTUBHbIM JIOKYMEHTOM.

ﬂpmmepHaﬂ HOMEeHKNnaTypa yCtaHaBnnBaeT I'Ipl/lMGprII;I COCTaB gern, 3aBoAMMbIX B OpraHn3auunax,
Ha KOTOpPbIE OHAa pacnpoCTpaHAETCA, N ABNAETCA peKoMeHaaTesllbHbIM JOKYMEHTOM.

4.18. HomeHknaTtypa gen opraHMsauumn coctaBnseTcs no ycTaHoBNEHHOW hopme (NpunoxeHve
Ne 25) Ha ocHOBaHMM HOMEHKNATyp AeN CTPYKTYPHbIX noapasgaeneHni (npunoxeHve Ne 26).

OpraHusauum - NICTOYHUKM KOMMIEKTOBAHMWS rOCYAapCTBEHHbIX (MyHULMNANbHbBIX) apXMBOB OOUH pas3
B 5 net*(12) cornacosbiBaloT HOMeHkNaTypy aen ¢ LUOK (3K) opraHusauumn n npeacrasnsatoT ee Ha
cornacoBaHue cooTtBeTcTBYOLWMX MK nnm rocyaapcTeseHHOro (MyHMLMNansHOro) apxmea,
COrnacHoO NpeaoCTaBiEHHbIM MY NONTHOMOUYUAM.

OpraHu3auumn, B AeSTENbHOCTM KOTOPLIX HE co3aatoTcs AOKYMeHTbl ApxuBHoro doHaa Poccuiickon
depepaumnn, yTBepKAaT HOMEHKNATYPY AN CAMOCTOSITENBHO.

4.19. 3aKOHYEHHble 4eNONPON3BOACTBOM Aefia NOCTOAHHOrO U BpeMeHHbIX (cBbiwe 10 nieT) cpokoB
XpaHeHusl, B TOM YMCne No JIMYHOMY COCTaBy, NOCINe OKOHYaHWS KaneHAapHoro roga, B KOTOPOM OHM
ObInNu 3aBeeHbl, NOArOTaBNMBAOTCS K Nepefayde B apxmB opraHm3aumm u nognexat ohopMreHnto
N OMUCaHMIO.

B 3aBMCMMOCTM OT CPOKOB XpaHEeHus1 NPOBOAUTCA MOSTHOE UMW YacTUYHOE OGPOPMIIEHNE Aen.
MonHomy odopMeHnto noanexaTt gerna NoCTOSHHOrO 1 BpeMeHHbIX (cBbiwe 10 neT) cpokoB
XpaHeHUs 1 Mo NIMYHOMY COCTaBy.

OdbopmneHve gen Ha BymakHOM HocuTene npedycMaTpuBaeT:

NOALLUMBKY MW NepenneT 4OKYMEHTOB aena (HedopmMaTHble 4OKYMEHTbI XPaHATCS B 3aKPbITbIX
TBepAbIX nankax unm B KOpobkax);

HymMmepauuio JIMCTOB Aena,

cocTaBrneHue nucTta-3aseputens gena (npunoxexue Ne 8);

COCTaBMEeHNEe, BHYTPEHHEN ONUCK JOKYMEHTOB Aena (npunoxerve Ne 27);

odopmneHne obnoxkn gena (npunoxexHve Ne 28).
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MoaroToBKka SMNEKTPOHHbIX AeN AN Nnepejayn B apxusB opraHmsaumm npegycMmatpmeaeT
COCTaBIIEHME OMNNCU INEKTPOHHBIX Aen, A0KYMEHTOB (npunoxenuns Ne Ne 17, 18).

4.20. B geno nomeLlaloTca JOKYMEHThI, KOTOPbIE NO CBOEMY COOEPKAHUIO COOTBETCTBYHOT
3arofioBKy Aerna, npy 3TOM 3anpeLaeTcs rpynnmpoBaTth B Aena YepHoBbIE N AybneTHble
3K3eMnnsApbl AOKYMEHTOB, a TakKe AOKYMEHTbI, noanexalime Bo3spary.

Mpwu hopmmpoBaHum aena Heobxoaumo cobntoaath cregyowme TpeboBaHmus:

FOKYMEHTbI NOCTOSIHHOTO Y BPEMEHHOTO XpaHeHUs1 He06X0AMMO rpynnNMpoBaTh B OTAENbHbIE Aena;
BKIIOYaTb B AEMO MO OAHOMY 3K3EMMISAPY KaXXAoro AOKYMEHTA;

rpynnmMpoBaTh B AENO0 AOKYMEHTbI OAHOIO KarneH4apHOro roga;

WCKIMIOYEHNE COCTaBMAT: Nnepexogsiwmne gena; cygebHble gena; nuyHble gena, Kotopble
opMUPYIOTCA B TEYEHME BCEro nepuoa paboTbl Nvua B OpraHn3aumm; JOKYMEHTbl BbIGOPHbIX
OpraHoB 1 NX MOCTOSIHHLIX KOMUCCUI, AeNyTaTCKUX rPpynmn, KOTOpble rpynnMpytoTcs 3a nepuos
CO3bIBa; OKYMEHTbI 06pa3oBaTebHbIX OpraHn3auunin, KoTopble hopMUpPYOTCA 3a YY4EOHLIN rog;
AOKYMEHTbI TEaTPOB, XapaKTepu3ytoLLmMe CLLEHNYECKYI0 AeATENbHOCTL, B Npedenax reatpanbHoro
ce30Ha; gena unbMoB, PyKOnucen, UCTopmm 6onesHen.

an/IKaSbI Nno NMMYHOMY COCTaBY AOOJKHbI rpynnnupoBaTbCA B Aerla B COOTBETCTBUN C
YCTaHOBJ1I€HHbIMU ONA HUX CPOKaMU XpaHEeHUA,

OOKYMEHTbI B JINYHbIX Aenax pacnonaratTcAa B XPOHOJIOrM4eCKOM nopAanKke no Mmepe noctyniieHns,

nvueBble cyeTa No 3apaboTHOW nnaTte paboTHMKOB FPYNNMPYIOTCS B OTAENbHbIE Aena U
pacrnonaratoTcs B HUX no andasuty hamunmm, UMeH 1 oT4eCTB.

Heno Ha BymaxHOM HOocuTene He JOIMKHO coaepxaTtb 6onee 250 nucTos, Npu TonwmHe He 6onee 4
cMm.

4.21. [IokyMeHTLI, COCTaBnsoLWME Aeno Ha BymMaKHOM HocUTene, NoALNBAOTCSA Ha YeTbipe
npokora (Ha Tpy Npokora - Anst ManogopMaTHbIX Oer) B TBEPAYH 06OXKY Unn nepenseTarTcs ¢
Y4E€TOM BO3MOXXHOCTU CBOOOAHOMO YTEHUsI BCEX JOKYMEHTOB, AAT, BU3 U PE3OSIOLMIA Ha HUX,
MeTannnmyeckne ckpenneH1st 3 JOKYMeHTOB yAassoTcs.

B Hauyane gena Ha GymMaxHOM HocuTene Npu HeOBXOAMMOCTM NOALIMBAKOTCS JIUCTbI BHYTPEHHEN
onucu JOKYMEHTOB Aena (npunoxeHue Ne 27), B KOHLE Kaxaoro gena - Nn1cT-3aBeputenes gena
(npunoxeHne Ne 8).

4.22. B uensax obecrneveHns COXpaHHOCTM U 3aKpENeHns Nopsiaka pacrnofiokeHNs AOKYMEHTOB,
BKIMKOYEHHbIX B AeNno Ha BymMaxHOM HocuTene, BCE ero NMcThl (KpOMe nucTa-3aBepuTens gena u
BHYTPEHHEW OMNMCK) HYMEPYIOTCS B BarioBOM nopsiake apabckumuy uudpamm, Kotopble
NPOCTaBMATCA B MPaBOM BEPXHEM Yry NMCTa JOKYMEHTa NPOCTbIM rpaduTHbIM KapaH4allom unu
HyMepaTopoM. YNoTpebreHne YepHun 1 UBETHbIX KapaHaallen Ansa Hymepaumm IMCToB
3anpeLllaeTcd. JlncTbl BHyTpeHHeIZ onncn OOKyMEeHTOB Aefna HYMepyrTCA OTAENbHO.

JInctbl gen, cocToswmMxX U3 HECKOMNBKMX TOMOB UMW YacTen, HYMEPYIOTCA NO Ka)KAoMy TOMY UIn
4acCTun OoTAEes1IbHO.

doTorpacum, YepTexu, amarpammbl U Apyrue UNNCTpaTUBHbIE AOKYMEHTbI, NPeACTaBnsoLme
CaMOCTOSITENbHbIV NINCT B Aene, HyMepyTcs Ha 060POTHON CTOPOHE B NTIEBOM BEPXHEM YrTy.
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CroXxeHHbIN NUCT pa3BopayvnMBaeTcs U HyMepyeTCcs B NpaBoM BepxHeMm yrny. Mpu aTom nmcTt noboro
dopmarta, NoALWNTLIN 32 OAMH Kpal, HyMepyeTCs Kak O4MH FINCT; NINCT, CROXEHHbIA U NOALWNTLIN 3a
cepeavHy, NoanexuT NepeLunBKe N HYMEpPYeTCsl Kak OOUH JIACT.

NncT ¢ Harnyxo HakneeHHbIMU OKYMEHTaMK (Bbipeskamu, Bbinvckamu, hoTorpacusimm)
HyMepyeTcsl Kak OAMH NUCT. Ecnu K LOKYMEHTY noaKneeHbl OAHUM Kpaem Apyrue AOKYMEHTbI
(Bblpe3KM, BCTaBKWN TEKCTA, NepeBOAbI), TO KaXAbIA AOKYMEHT HYMeEpyeTCs OTAENbHO.

MogwuTele B feno KOHBEPTbI C BITOXXEHUAMN HYMEPYIOTCA; NMpnU 3TOM BHa4darne HymMmepyeTcAa KOHBEPT,
a 3aTteM o4vyepegHbIM HOMEepPOM KaXgoe BJ1OXXeHMe B KOHBepTeE.

MoawwnTble B AEN0 AOKYMEHTbI C COGCTBEHHON HyMepauuen nNMcToB (BKoYas neyaTHble N3gaHus)
MOryT HyMepoBaTbCs B 0OLLEM NOPSIAKE NN COXPaHSATb COBCTBEHHYIO HyMepaLuto, eCriv oHa
COOTBETCTBYET NOPSAAKOBOMY PaCronoXeHWIO NUCTOB B Aene.

B cnyyasx o6HapyxeHus 60nbLUoro Ymcna ownbok B Hymepawumm NMCToB Aera NPOBOAMTCS
nepeHymepauusi. Mpu HanMuMm oTaenbHbIX OLINMBOK B HyMepaLMmn NMCTOB Aerna AonyckaeTcs
ynoTpebneHne nuTepHbIX HOMEPOB NUCTOB.

4.23. JlncT-3aBeputenb gena (npunoxeHve Ne 8) coctaBnaeTca Ha OTAENbHOM NUCTE, B KapToTekax
- Ha OTAENbHOM NUCTE hopmMaTa KapToUkK. JInCT-3aBepuTenb gena nognucbiBaeTcs ero
coctaButenem. Bce nocneayouime namMeHeHnss B COCTaBe U COCTOAHMM Aerna (NoBpeXaeHus,
3aMeHa MOAMMHHbIX AOKYMEHTOB) OTMEYaloTCH B NIUCTE-3aBEPUTESNE CO CChINIKOM Ha
COOTBETCTBYIOLLMIA aKT.

3anpeluaeTcsi BbIHOCUTb NIUCT-3aBEPUTENb Ha OBMOXKY Aena Uin YUCTbIn 060poT nucTa
nocneaHero AokymeHTa. Ecnu geno nogwmto unm nepenneteHo 6e3 6naHka nucta-3aBeputens, oH
[OIHKEH ObITb HAaKNeeH 3a BEPXHIOK YacTb NIMCTa Ha BHYTPEHHIOK CTOPOHY OOMOXKN B KOHLIE Aena.

4.24. Ha o6noxke gen NoCTostHHOrO XpaHeHUsi npeaycMaTpyBaeTcsl MecTo AN HaMMEHOBaHWS
rocyAapCTBEHHOMO (MyHULIMMNANbHOro) apxmBa, B KOTOPbIV Aena opraHusaumm 6yayT npuHATbI
(npunoxenvie Ne 28). MNpu oopmneHnn o6roXKM Aerna HauMeHoBaHe opraHn3aummn ykasbiBaeTcst
MOSNTHOCTbLIO, B UMEHUTENbHOM nagexe. MNornHoe HaMMeHoBaHWe BbILLECTOSILLEN OpraHn3aLmm
yKkasblBaeTcsi HaJ, HAMMEeHOBaHMEM OpraHM3aLMm - UCTOYHMKA KOMMIEKTOBaHUSA (Takke B
MMeHUTeNbHOM nagexe). Ecnu opraHnsaums nnm BbilecTosiLas opraHnsaumus UMetoT
COKpaLLeHHblE HAaUMEHOBAaHUS!, TO OHM yKa3blBalOTCSl B CkOBKax Mocre NoyfiHOro HauMeHoOBaHUS.

Mpn n3aMeHeHMN HaMMEeHOBaHMS OpraHn3aumm (CTPYKTYPHOro nogpasaeneHuns) B TedeHme nepmoaa,
OXBaTbIBAEMOro JOKYMEHTaMu Aena, unuv npy nepegade gena B Apyryro opraHm3aumio (CTpyKTypHoe
noapasgeneHue), Ha obnoxke gena AONMCbIBAETCA HOBOE HaMMEHOBaHUE 3TOW OpraHmnsaLmm unm
opraHusauuun-npaBonpeeMHmka (CTPYKTYpPHOro noapasaeneHunst), a npexHee 3aknoyaeTcsi B CKOOKU.
4.25. Ha 06noxke aena ykasblBatoTCs:

HanMeHOBaHMEe opraHM3aunn 1 ee HenocpeacTBeHHas MOAYNHEHHOCTb;

HaMMeHOBaHME CTPYKTYPHOro nogpasfeneHus;

VMHOEKC Aena;

HOMep ToMa (4YacTn);

3aronoBok gena (Toma, 4yactu);

KparHue gatbl gena (toma, 4actm);

KONM4YeCcTBO NMCTOB B Aere (ToMe, 4acTh);
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CPOK XpaHeHus gena;
apXvBHbIN WKndp gena.

4.26. 3aronoBok gena Ha 6yMakHOM HOCUTENE 1 3arofloBOK 3IIEKTPOHHOIO Aerfia NepeHoCATCs Ha
00noxKy gena (3NekTPoHHOro Agerna) n3 HOMeHKNaTypbl Aen opraHnsaumn. 3aronoBOK AOSMKEH
COOTBETCTBOBATb COAEPXKAaHNIO JOKYMEHTOB B Aene.

B Tex cnyyasix, korga Aeno COCTOUT U3 HECKONbKMX TOMOB (Y4acTel), Ha 0bnoXKy Kaxaoro Toma
(4acTtu) BbIHOCMTCA OBLLMI 3aronoBOK Aena, a NpyM He0BXOAMMOCTH - 3arofIoBOK KaXkaoro Toma
(4actnm).

B 3aronoekax gern, cogepxalimx Konum 4OKYMEHTOB, YKa3blBaeTCsl Ha KONTMYECTBO KOMMIA.
MoanNMHHOCTBL JOKYMEHTOB [lena B 3arofioBKe He OroBapuBaeTes.

4.27. [lena, BHECEHHbIE B rogoBble pa3aerbl CBOAHbLIX ONUCEN, LIMAPYHOTCS nocne
yTBepXAeHuns/cornacoBaHus rogoBoro pasgena csogHon onvcu 3K apxmMBHOro ydpexaeHus u
YTBEPXKOEHNS PYKOBOAMTENEM OpraHm3anmm (00 9TOro apxmeHbIA LWKMGP NpocTaBnsaeTcd
KapaHgaLlom).

4.28. Ha o6noxke gena ykasblBaeTcsl gaTta gena - rog(bl) 3aBeieHUsl 1 OKOHYaHus gena B
Aenonpon3BoACTBeE.

Ecnu B Aeno BkNoYeHbl JOKYMEHThI (HanpuMep, NPUnoXeHus), AaTa KOTOpbIX HE COBMagaeT ¢
[aToun gena, To noj gaTon ¢ HOBOW CTPOYKM Aernaetca 06 aToM 3anuck: «B gene nvetotces
AOKYMEHTbI 3a ... roA(bl)».

[laTa gena MoXeT He ykasblBaTbCs TONbKO Ha 06NoXKax Aen, coaepXkalluyx rogosble nnaHbl U
OTYETbI U ApYre AOKYMEHTI, AaTbl KOTOPbIX OTPaXKaloTCs B 3arorfioBkax aer.

Haton gen, cogepallmx pacnopsiaMTenbHY, TBOPYECKYIO Y MHYHO JOKYMEHTaLUMIo (Qoknagbl,
nMcbMa, CTEHOrpaMmsbl), 4N KOTOPOM TOYHAsA AaTMPOBKA MMEET BaXKHOE 3HaYeHne, a Takke Ans
Aen, COCTOSAILLUX U3 HECKONBbKUX TOMOB (4acTen), ABASTCA AaTthl (4MCHO, Mecsl, roa) perncrpaumm
(cocTaBneHusl, NOCTYMNMEHNsT) CaMOro paHHEro U caMmoro No3agHEero AOKYMEHTOB, BKITHOUYEHHbIX B
aeno (kparHue gatbl Aern, AOKYMEHTOB).

[aTon gena, cogep)kallero npoToKONbl 3aceaHun, ABASTCA AaThl yTBEPXKAEHUS (ECNN OHK
yTBEPXOAlTCH) UNn AaTthbl NEPBOro U NOCneaHero NpoToKona, COCTaBNALLLMX OENO.

[aTton nn4Horo gena ABNAKTCA AaTbl NOAMNMCAHUS NpuKa3oB O npmneme n yeoJibHEHNN NnLla, Ha
KOTOpO€E OHO 3aBeleHO.

Mpy 0603HaYeHMM aaTbl JOKYMEHTa CHavana ykasbiBaeTcsl YMCro, 3aTeM Mecsl, 1 rod. Yucno v roa
o603HavalTca apabekumm Lumdgpamu, HassaHMe MecsiLa - CIIOBOM.

Ecnu paTta OOKyMeHTa unn otaesibHble ee 3NieMeHTbl onpeanenAarTcAd I'IpVI6J'II/I3I/ITeJ'IbHO, Ha
OCHOBaHWMKN aHann3a cogepXaHua AOKYMEeHTa, TO AaTta Ui oTaesibHble ee 3JIEMEeHThI, He
abcontoTHO OOCTOBEPHbIE, 3aKN4YaTCA B KBagapaTHble CKOOKM.

4.29. Obsa3aTenbHbIMK pekBnanTamm 06NOXKN gena aBnaTCca yKasaHWe KonmyecTBa JIMCTOB B
aene*(13) (npocTaBnseTcs Ha OCHOBAHMM NUCTa-3aBepuUTENs Aena) U CPoK XpaHeHus gena (Ha
Aenax NoCTOSHHOIO XpaHeHUs NuweTcs: «XpaHUTb NOCTOSIHHOY ).

4.30. [Insa y4eTa JOKYMEHTOB OnpeernieHHbIX KaTeropuii Aen Ha GyMakHoOM Hocutene (JInYHble,
cynebHble gena, matepuansl YrofoBHbIX AeN, Aena 0 NPUCY>XAEHUN YYEHbIX CTENEHEN U
NPUCBOEHUN YYeHbIX 3BaHUN, Aena, CBA3aHHble C Bbldayen aBTOPCKNX CBUAETENbCTB U NaTEHTHbIX
N3006peTeHNin) COCTABNSETCA BHYTPEHHSIA ONMCb JOKYMEHTOB Aena.
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Ecnn geno Ha 6GymaxxHOM HocuTerne nepenneTeHo nnn noawmTto 6e3 6naHka BHyTPEHHEN OnucK
OOKYMEHTOB, TO COCTaBfIEHHAsA NO YCTAHOBMEHHOW (DOPME BHYTPEHHSAS ONUCH MOAKNENBAETCH K
BHYTPEHHEW CTOPOHE NnLIEBON 06N0XKKM gena.

MN3ameHeHna cocTaBa OOKYMEHTOB fena (VI3'bFITVIFI, BKItO4YeHNA JOKYMEHTOB, 3aMeHa JOKYMEHTOB
KOI'IVIFIMI/I) OTpaxarTcAa B rgagpe «Flpvlmeanwe» BHyTpeHHeIZ Oonncun co CCblJIkaM Ha
COOTBETCTBYIOLLNE AKThI. I'IpM HeobxoanmocTun MoryT ObITb COCTaBMEHbl HOBas UTOroBasi 3anuchb K
BHyTpeHHeIZ onncun n nNnCT-3aBepuTenb gena.

4.31. dena nepefatoTcsa B apXmB OpraHM3aLmm no onncam, CoCTaBreHHbIM B CTPYKTYPHbIX
noapasgaeneHusix.

Onwucwn gen CTpYKTYpHbIX MOAPa3faeneHnin CoCTaBnsTCs No YCTaHOBIEHHOW hopMe (MpunoxeHve
Ne 23, 24) B ABYX 3K3eMNNApax 1 NpeacTaBnsioTCa B apXmB OpraHvM3auumn He nosaHee 4em yepes
OJVH roA nocne 3aBepLueHnd aen B Aeflonpou3BoacTBe.

Onucu cocTaBnsTCA OTAEMNBHO Ha Aena NOCTOSHHOrO XpaHeHus; Aena BpeMeHHbIx (cBbiwe 10
NEeT) CPOKOB XpaHeHUs, B TOM 4uMcrie No JIMYHOMY COCTaBy, U Aena, COCTosILME U3 JOKYMEHTOB,
XapaKTepHbIX TONbKO ANsi 4aHHOW opraHu3auun (cyaebHble, CneacTBEHHble Aena, HayyYHble OTYEeThl
no temam). OTAernbHbIE ONMCK COCTaBNATCS HA €AMHULBI XPAaHEHWS ANEKTPOHHbBIX JOKYMEHTOB
NOCTOSIHHOIO XpPaHeHWs; BpeMeHHbIX (cBbiwe 10 neT) CPoKOB XpaHeHWs!, B TOM YMCIiE NO JINYHOMY
cocTaBy.

4.32. lNpwn cocTaBneHM onucy aen CTPYKTYpHOro nogpasaeneHmsa cobniogarTcs cnegyoLume
TpeboBaHus:

3aroioBKM e BHOCATCS B ONMUCb B COOTBETCTBUM C NPUHSATON CXEMOKN CUCTEMATU3ALMN HA OCHOBE
HOMeHKNaTypbl Aen;

KaKgoe aerio BHOCUTCA B OnNMCb noa nopAaakoBbiM HOMEPOM (eCJ'IVI 0erno COCTONUT U3 HECKOJTbKNX
TOMOB WIN YacTeun, TO KaxXObli TOM UIIM YacTb BHOCATCS B ONUCH NOA NnopAAKOBbIM Homepom);

rpadbl ONMcK 3anonHAKTCA B TOYHOM COOTBETCTBUM CO CBEAEHUSIMU, KOTOPbIE BbIHECEHbI Ha
o6noxky gena;

rpada onuncu «lMNpumevaHne» Ucrnonb3yeTcst ANs OTMETOK O Npueme aes, 0Co6eHHOCTAX
¢13N4ECKOro COCTOAHNSA, O Nepefade gen Apyrmm CTPYKTYPHbIM NOAPa3AeneHnsiM Co CCbIfIKOM Ha
HeobXoAMMbIN aKT, O HaNM4YUN KOMUN.

B koHUe onucu Bcneg 3a nocreaHel onucatenbHON cTaTbel 3anonHAeTcs UToroBasi 3anuch, B
KOTOpOW yKasblBatoTcs (Lmdpamm U NPONMUCHIO) KONMYECTBO Aen, NePBbI U NOCNeaHWIn Homepa aen
Mo onucK Aern, a Takke oroBapuBatoTcsi 0COBEHHOCTV HyMepauuu Aern B ONUCK (Hanuyme nMTepHbIX
1 NPOMYLLEHHBIX HOMEPOB).

I'Iepe,u, BHECEeHNEM 3arosyioBKOB AeEJ1 B ONMUCb NMPOBEPAOTCA Ka4eCTBO (bOpMI/IpOBaHI/IFI n
OCbOpMJ'IeHVIFl aen, cCooTBeTCTBUE KonnyecrtBa Aell, BHOCUMbIX B OMNMUCb, KONMMYECTBY 3aBEOEHHbIX
Aen no HOMeHKnaType aen opraHn3aunn.

Mpw NpocmoTpe Aen NPoOBepPsIOTCA: COOTBETCTBUE 3aronoBka Aena coaepXaHunio JOKyMEHTOB B
Aene; NpaBUIIbHOCTb OPOPMITEHUST U TPYNNUPOBKM AOKYMEHTOB, BKIIIOUYEHHbIX B 1€110; Ka4eCTBO
MOALUVBKM UK NepenneTa Aena; NnpaBuUbHOCTb HyMepauuy NMCTOB Aena; Hanvyve B Aene, B
HeoOX0AMMbIX Cryvasix, BHyTPEHHEN onucy Aena u NpaBuIibHOCTb €€ COCTaBMNEHWs; NPaBUITbHOCTb
ochopmMneHust 06NoXKM Aena; Hanvyme 1 NpaBUNbHOCTL NUCTa-3aBepuTens aena. B cnyyae
0BHapy»XeHUs1 HapyLLIEHNS1 YCTaHOBIEHHLIX NpaBun POpMUPOBaHUS U 0DOPMIIEHUS 4EN OHM
[AOIMKHbI ObITb YCTPaHEHbI.
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B cnyyae obHapyXeHnsa OTCyTCTBUA Aer, YNCNALWMNXCS N0 HOMEHKNaType Aen opraHmM3aumm,
CTPYKTYPHbIM MogpasaeneHmemM NpuHMMatoTcs mepbl No po3bicky. ObHapyXeHHble aena
BKIKOYAOTCS B ONKUCb. ECnin NpuHATEIE MEpbI HE Aanu pesynbTaToB, TO HA HEOOHapY)XeHHbIe Aena
COCTaBnsieTcsl akT 00 yTpaTe AOKYMEHTOB, KOTOPbIA NOANUCLIBAETCHA PYKOBOAUTENEM CTPYKTYPHOIO
noapasaeneHus 1 nepeaaeTcs BMECTE C ONUCHLIO AeNn CTPYKTYPHOro nogpasaeneHunst B apxus
opraHusauum (npunoxexHve Ne 6).

4.33. lNepenaya Oen B apxuB opraHn3aLny OCyLLIECTBNSAETCA Mo rpaduky, cornacoBaHHOMY C
PYKOBOAMTENSAMM CTPYKTYPHbIX NoapasaeneHuin, nepeaatoLmx JOKYMEHTbI B apXuB, U
yTBEPXXAEHHOMY PyKOBOAWUTENEM OpraHu3aumm.

B nepuog noarotoBku aen Ha GymMmaxxHOM HocuTerne CTPYKTYPHbIM noapasaeneHmemM k nepeaade B
apXvB OpraHM3aLumn COTPYAHNKOM apXvBa NpPoBEPSIETCS NPaBUIIbHOCTb UX (DOPMUPOBaHMS,
0hOpMIIEHMS 1 COOTBETCTBUE KONMYECTBA Aen, BKIMYEHHbIX B OMNCh, KONMUYECTBY Aen,
CcHOpMUPOBaHHLIX B COOTBETCTBUM C HOMEHKNAaTypOol Aen opraHusaumun. Bce BbiISBNeHHbIE Npy
NpoBepKe HeaoCTaTku B hOPMUPOBaHUN 1 OhopMINEHUN Aen PpaboTHUKN CTPYKTYPHOro
noapasaeneHns obs3aHbl yCTpaHUTb.

Mpuem-nepedaya Aen B apXuB OpraHn3aummn NpomMsBoAMTCS paboTHUKOM apxvMBa OpraHu3aumn B
NpUCYTCTBUM paboTHMKa CTPYKTYPHOrO nofpasaeneHusi. Ha sksemnnspax onucy aen, AOKYMEHTOB
NpocTaBnsAeTCs OTMETKA O HanNMuuM Aena. B KoHUe Kaxaoro ak3emnsipa onmncu ykasbliBatoTcs
umdpamm 1 NPONMUCLIO KONMYECTBO (PaKTUYECKU NPUHSITBIX B apXMB Aer, HOMepa OTCYTCTBYOLLMX
Aen, AaTta npuemMa-nepegavu Aen, a Takke noanvcu nuiua, oTBeTCTBEHHOIO 3a apxuB, U nuua,
nepenasLlero gena.

4.34. MNepepaya 9NeKTPOHHbIX JOKYMEHTOB B apXUB OpraHm3aumm npon3BoanTCa Ha OCHOBaHMK
OMNNCEN ANEKTPOHHBIX Aerl, AOKYMEHTOB CTPYKTYPHbIX NogpasgeneHuin no MHopmaumoHHO-
TENeKOMMYHMKALMOHHON ceTu (MpX HanM4Ynumn B apxmee opraHm3aumm MHOOPMaLMOHHON CUCTEMBI)
unu Ha pumanyeckn 060cobNEHHbIX MaTepranbHbIX HOCUTENSX, KOTOPbIe NPeACTaBnATCS B OBYX
WMOEHTUYHBIX 3K3eMNIispax.

|_|pl/l nepenaye 3NeKTPoOHHbIX AOKYMEHTOB B apXmB OpraHun3aunn BbiNONMHAKOTCA cleayrouime
OCHOBHbI€ npouenypbl pa6OTbI C AOKYMEHTaMu:

¢dopmMmpoBaHue B MHGPOPMALIMOHHON CUCTEME OpraHn3aunmn ANEKTPOHHbBIX S, ABNSAOLLNXCS
COBOKYMHOCTbIO KOHTEMHEPOB 3MEKTPOHHbBIX JOKYMEHTOB UM KOHTEMHEPOM 3N1EKTPOHHOIO
AOKYMEHTa, cogepKallimMM KOHTEHT U MeTafaHHble 3NEKTPOHHOIO AOKYMEHTa, hannbl 3N1EKTPOHHbIX
noanucen 1 BU3yanmampoBaHHYIO KOMUIO TEKCTOBOMO 3NIEKTPOHHOroO AoKymeHTa B hopmaTe PDF/A;

CbOpMMpOBaHMe OMNMNCK SNEKTPOHHbIX e, JOKYMEHTOB CTPYKTYPHOro nogpasnenieHunsa;

npoBepka apXMBOM OpraHU3aLum 3NEKTPOHHbIX JOKYMEHTOB Ha Hanuuve BpeAoHOCHbIX
KOMMbIOTEPHBIX NPOrpaMm;

npoBepkKa BOCNpon3BoAMMOCTU 3JTEKTPOHHbIX JOKYMEHTOB;

npoBepKa CbI/I3I/I‘-IeCKOFO N TEXHUYECKOIO COCTOSIHUS HOCUTENEN (I'Ipl/l nepegadve 3N1eKTPOHHbIX
OOKYMEHTOB B apXmB OopraHn3aunmn Ha (*)I/I3I/I‘-IeCKVI 060C0o6NEHHbIX MaTtepuanbHbIX HOCVITGJ'IHX);

npoeepka NogJyIMHHOCTU SJ'IeKTpOHHOI7I noanmcu, KOTOpOI;I noanmcaH SHSKTpOHHbIVI OOKYMEHT.

MpreM aNeKTPOHHbIX JOKYMEHTOB B apXMB OpraHvM3aumm no MHMOpMaLoHHO-
TENEeKOMMYHWKALMOHHON CeTU (NMPU Hanu4mMm B apxvBe opraHu3aumm MHOOPMaLVOHHON CUCTEMbI)
Unn Ha pmanyeckn 060cobneHHbIX HOCUTENSX OPOPMIISIETCS COCTABNIEHMEM UTOFOBOM 3anucy B
KOHLIE OMNM1CK 3NEKTPOHHbIX Aer, JOKYMEHTOB, B KOTOPOM LMdpaMm 1 NPONMChbIo YKasbiBaeTcs
KONMMYEeCTBO (paKTUYECKUN NPUHSITBIX B apXMB 3NEKTPOHHbIX A€ M 3NEKTPOHHbIX JOKYMEHTOB.
WToroeasi 3anvcb NoaTBepXaaeTcs NOANUCAMU COTPYAHMKA apXvBa U COTPYAHMKA CTPYKTYPHOIO
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noapasfaeneHns, nepeaaBLLUEro 3MeKTPoHHbIE Aena U AoKyMeHThl. [pu npnemMe Ha apxuBHoe
XpaHeHMWe 3MeKTPOHHbIE Aena 3aBepstTCA ANEKTPOHHONM NOAMMUCHI0 PYKOBOAUTENS OpraHM3aunm,
UM YyNONTHOMOYEHHOTO MM [OMMKHOCTHOrO nnua.

Mocne npuemMa B apXmB 3NEKTPOHHbIX OKYMEHTOB Ha huanmyeckm 060CoBeHHbIX MaTeprarnbHbIX
HOCUTENSX BKNadbILLW, NOMELLEHHbIE B PYTNAP €AUHULbI XPaHEHNS B CTPYKTYPHOM
noapasaeneHnn, 3aMeHsIlTCA Ha BKNaabilln, 0POPMIIEHHbIE B apX1Be.

Ha Bknageiwe, nomeLlaemMom B (byTJ'IFlp €O0UHULbI XpaHeHuA, OCDOpMJ'IFIeMOM B apxuBe,
YKa3bIiBaeTCA:

HanMMeHOBaHMe opraHm3aummn (NoJsIHOE, COKpPaLLEHHOE);

HoMep hoHAa;

HOMEpP OMUCKU SMEKTPOHHbIX Aen, AOKYMEHTOB;

HOMep Aena rno onucK;

OTMETKa 0 cTaTyce 3K3eMMisipa 3MeKTPOHHbIX AOKYMEHTOB: « OCH.»
(ocHoBHOW) nnn «Pab.» (pabouunit);

KpalHue AaTtbl JOKYMEHTOB 3M1EKTPOHHOrO Aena;

npu Heo6X0AMMOCTU OPOPMIAIOTCS AOMNONHUTENBbHbIE OTMETKU 06 OrpaHnyYeHn ocTyna K
[OKYMEHTaM.

Bknagbiw nomelyaetcs B yTnsp pumanyeckn 060cobrneHHOro matepuasnbHOro HoOCUTENs Takum
o6pa3omM, 4ToGbl HaaNUCK Ha HeM Bbinv BUOHbI NPY 3aKpbITOM dyThspe.

V. OpraHusaumsa ucnonb3oBaHUsi AOKYMeHTOB ApxuBHoro coHaa
Poccuiickon Pegepaumm u gpyrux apxXmBHbIX JOKYMEHTOB OpraHusauum

5.1. ApXI/IB opraHusaunn OOJ1KeH nNpenoCcTaBsiATb NOJib30BaATENHO JOKYMEHTbI ApXI/IBHOFO cbowqa
Poccuiickon dDe,u,epau,MM n apyrne apxmBHble OKYMEHTbI, @ TakXe CrpaBO4YHO-MNONCKOBbIE CpeacTBa
K HAM.

5.2. [locTyn K 4OKYMEHTaM MOXeT ObITb OrpaHUYeH B COOTBETCTBUUN C 3aKOHOAATENLCTBOM
Poccuinckon degepauunn, a Takke B COOTBETCTBMM C pacnopshkeHneM cobCTBEHHMKA UK
BNagenbLa apXUBHbIX JOKYMEHTOB, HaXOASILMNXCSA B YaCTHOM cOBCTBEHHOCTU*(14).

5.3. lNMonb3oBaTtenu npun ncnosib3oBaHUM AOKYMEHTOB apXxmBa OpraHmn3aumm 00s13aHbI AenaTb CCbISKK
Ha MeCTO XpaHEeHUA OJOKYMEHTOB.

5.4. CoctaB HCA apxmBa opraHusauum onpeaensieTca COCTaBoOM M COAEPKaHNEM XPaHSILLNXCS B
HEeM JOKYMEHTOB, XapakTepoM 1 3agavaMu Noucka U UHTEHCUBHOCTLIO UCMONb30BaHUS AOKYMEHTOB.

OcHoBHbIM (0b6s13aTENbHBIM) aPXMBHBLIM CMPABOYHMKOM B apXMBE OpraHu3auun siBnsieTcst onmnch
Aen, AOKYMeHTOB. B gononHeHne B apxmBe opraHusauumn BeayTcsl BCroMoraTenbHble apXMBHbIe
CrpaBOYHMKW - KaTaroru, ykasatenu, uctopmyeckas cripaeka k ooHay.

5.5. B uensx obecnevyeHuns COXpaHHOCTWN, CBOEBPEMEHHOIO 0TOOpa M yyYeTa U cuctemaTusaumm gen,
noanexatimx NoOCTOSHHOMY U BpeMeHHOMY (cBbilwe 10 NeT) CPOKOB XpaHEHUS, B OpraHu3auum
COCTaBMAOTCS ONUCK Aen, [OKYMEHTOB.
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Onucu cocTaBnsoTCA OTAENbHO Ha Aera, AOKYMEHTbI:
NMOCTOSIHHOIO CPOKa XPaHeHWs;

BPEMEHHbIX (cBbiwe 10 eT) CPOKOB XpaHEHWUS;

no NMIMYHOMY COCTaBY;

XapakTepHble TONMbKO AN AaHHOW opraHusaumm (cyaebHble aena, MaTepuarnbl YronoBHbIX Aer,
Hay4YHble OTYETbI MO TEMaM).

AHanorn4yHble ONMCK COCTaBMSATCS Ha QNEKTPOHHbIE Aena, JOKYMEHTbI.

CBoAHble onvcK Aern, AOKYMEHTOB OpraHv3aLum COCTOSIT U3 FOAOBbIX pa3fesnioB, COCTaBNSEMbIX Ha
OCHOBE NepefaHHbIX B apXvB OpraHM3aLum onucei Aen ee CTPYKTYPHbIX noapasaeneHunin 3a
onpeaerneHHble rofbl, U CUCTEMATU3MPOBaHHbIX B Npeaenax Kaxaoro roaa B COOTBETCTBUM C
YyTBEPXXAEHHOW CTPYKTYPOW opraHu3aumm Ha aToT rof.

Onucun gen, OKYMEHTOB COCTaBMSOTCH MO YCTAHOBEHHOW dhopme (NpUoKeHns

JINCTa-3aBepuTend n cnpaBo4YHOro annaparta K OnucK.

OnucatenbHas cTaTbsl ONMCK BKIIOYAET: NOPSAAKOBbLIA HOMEpP eaAVHULIbI XPaHEHWS; UHOEKC eAUHULLbI
XpaHeHus (N0 HOMEHKNaType Aen); 3arofloBoK eAvHULIbI XpaHeHWs!, BKIOYatoLLMA ykasaHue Ha
Hanuune KOMuiA, eCNi B HEl XPaHATCA KOMUM JOKYMEHTOB; KpaliHue AaTbl eAVHULbI XpaHeHNSs!; CPOK
XpaHeHus (Ons onucen aern, A0KYMEHTOB BPEMEHHOIO XpaHEHUs!); KONMYECTBO NIUCTOB B eanHULIE
XpaHeHusi. 3aronoBoK Aena MOXeT OblTb JOMONHEH aHHOTAUMEN OTAENbHbIX JOKYMEHTOB (rpynnbi
[IOKYMEHTOB) eQNHULIbl XpaHEHWS.

B cnpaBoyHbI annapaT K OnucK BXOAST: TUTYNbHbIV NIACT; CoaepxaHue (ornaeneHue);
npeancrnoBune; CrIMCOK COKPaLLEHWUIA; yka3aTenu K onnucy (NpeaMeTHbIN, UIMEHHOM, reorpadnyeckon).

CoctaB CcnpaBoO4HOro annapaTta K onncm 3aBUCUT OT CPOKa XpaHEeHUA BKITKOYEHHbIX B HEE
OOKYMEHTOB U X BUOOB.

K onucam aen, OKYMEHTOB NMOCTOSIHHOIO XpaHEHWs! U Mo JIMYHOMY COCTaBY COCTaBMATCS
TUTYNbHbIV NACT, NPEAMCIOBUE, OrnaBneHne, Npu HEOGXOAMMOCTM - CMIMCOK COKPAaLLEHUI,
ykasaTtenu.

Ha TuTynbHOM nmMcTe onucK ykasbiBatTCs: MONIHOE HAaMMEHOBAHWE roCcyAapCTBEHHOIO
(MyHUUMNanbHOro) apxmea (ecrnv opraHusaums SBNSIETCA MCTOYHUKOM €ro KOMMJIeKTOBaHMUS ),
nocregHee nonHoe HauMeHoBaHWe opraHn3aumm, COOTBETCTBYOLLEE HA3BaHMIO €€ apXUBHOIO
doHAaa, Homep apxMBHOro ooHAa, HOMEp M Ha3BaHWe ONUCU, KpalHUe AaTbl BHECEHHbIX B ONUCH
eOVHULL XpaHEeHMs.

Ecnu HanmeHoBaHWe opraHnsaumnm U3MeHsANoChb, Ha TUTYNbHOM NucTe (B criydae HeobxoaumMocTu -
Ha OONOJIHNTENTbHOM J'IVICTe) noa nocneaHMM HanmeHoBaHMeM opraHmn3aumn yka3blBaloTCA B
CkoOKax Bce eé nepenuMeHoBaHusi B UCTOPMYECKON (XPOHOMOMMYECKOM) NocneaoBaTenbHOCTH 3a
nepwuonj, COOTBGTCTByPOLLI,VIﬁ Kp8|7|HI/IM natamMm eanHul XpaHeHusa, BKIKOYEHHbIX B OMNUChb.

B npeaucnoBum k onncy KpaTko UsnararTcs nepenMeHoBaHnsa opraHn3aumm B UCTOPUYECKON
(XpoHonoruyeckoit) nocrenoBaTenbHOCTU 3a NEPUO, COOTBETCTBYIOLLMI KpalHUM AaTaM eauHnLL
XpaHeHus1, BKIKOYEHHBIX B onuck. [Npeancnosre NoanucbIBaeTcs COCTaBUTENEM C YKazaHUEM
JOJDKHOCTU U AaThl COCTaBEHUS.

K onvcun gen, BokymeHTOB BpeMeHHoro (cBbiwe 10 neT) xpaHeHus, npy Heo6XoANMMOCTH Takke
MOTryT COCTaBNSATbCS OrfiaBneHme, CnnMcok CoKpaLLEeHWA.
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Oncn (FOD,OBbIe pasnenbl OI'IVICGIZ) aen, JOKYMEeHTOB COCTaBIATCA:

NMOCTOSIHHOIO XpPaHEHWs! - HE MEHEE YEM B YEThbIPEX IKIEMMMSIPaxX: TPYU Ha OyMaXkHOM HocuTene u
O[VH - B 3NEKTPOHHOM BuAe (B kKavecTBe paboyero ak3emnnspa);

BpeMeHHOro (cBbille 10 NneT) XpaHeHus - He MeHee YeM B [IByX 9K3eMMNnspax; JOKYMEHTOB Mo
NMYHOMY COCTaBY OpraHmn3aLnii - UICTOYHUKOB KOMIMIEKTOBAHMSA rOCYAapCTBEHHbIX (MyHULMNANbHbIX)
apXMBOB - HE MEHEee YeM B YeTbipex aK3emnnapax: TPy Ha BymMaHOM HocuTene, OfIvH - B
3MNeKTPOHHOM BuAe (B KayecTBe paboyero ak3emnnsapa);

OOKYMEHTOB Mo JINYHOMY COCTaBy Opl'aHVI3aLI,VIl7I, He ABNAKLWNXCA NCTOYHUKaMN KOMMNJ1eKToOBaHUA
rocygapCTBEHHbIX (MyHVILl,VII'IaJ'IbeIX) apXxXmBOB, - HE MeHee YeM B TpeX 3K3eMnngapax.

Onwucu (rogoBble pasaens! onucen) aen, AOKYMEHTOB BpeMeHHOro (cBbiwe 10 neT) xpaHeHus
cornacosbiBaloTcA ¢ LIOK (3K) opraHmnsaumu, nocne yero yTBepXxaatoTcs pykoBoaMTeNeM
opraHusaLuu.

Ha paccmoTtpeHune 3IMK npeacraBnsaoTcs, He MeHee YeM Yyepe3s 3 roga nocrie 3aBepLueHus
Aenonpou3BoACTBOM e, BKIIOYEHHbIX B pasgernt:

onvcu (rogoBble pasaernbl onuceit) Aen, AOKYMEHTOB NMOCTOSAHHOIO XpaHeHUs ANs YyTBepXKAeHNs;
onvcu (rogoBble pasaernbl onucen) Aen, 4AOKYMEHTOB MO NIMYHOMY COCTaBy Ans cornacoBaHma*(15).

Mocne yTBEpPXAEHUS (cornacoBaHus) onncen (rogoBbix pasaenos onvceit) AMNK oHu yTBepxkaatoTes
PYKOBOAUTENEM OpraHu3aLuu.

B rocyaapcTtBeHHbI (MyHMLUMNANbHbIN) apXxvMB nepeaarnTca TpU ak3emnnspa onnucu gen
NMOCTOSIHHOIO XpaHEHWs!, OAMH 9K3eMMIsip ONUCK Aer No IMYHOMY COCTaBy, YTBEPXKAEHHbIX
(cornacoBaHHbIx) 3K, a Takke N0 0OHOMY 3K3EMMMSAPY KaXKO0W ONUCK B 3NEKTPOHHOM dhopme (B
KayecTBe paboyero aksemnnsapa).

OawvH 3K3eMnnap onnucu gesn noCTtoAHHOro XxpaHeHua n asa aKk3emnridpa onucu gen no JindHomMmy
COCTaBYy OCTaloTC4 B OopraHn3auunun.

BHeceHune nameHeHun B rogoBoK pasgen onucu ges, OKYMEHTOB Nocre ero yTBepXXaeHust
(cornacosaHus) 3MK gonyckaeTcs TONbKO HAa OCHOBaHUKM cooTBeTCTBYOLWEro peweHuns 3K,

5.6. UcTopuueckasa cnpaska K ooHOY COCTOUT U3 TPEX pasaenos: ncropus poHgoobpasosarens,
OTpaaroLlas NCTOPUID OpraHn3aLmm co CCbifikamMmn Ha COOTBETCTBYIOLLME 3aKOHOAATENbHbIE U
HOpMAaTMBHbIE aKTbl (4aTbl 00pa3oBaHUs, NepeMMEeHOBaHUSA, peopraHm3aunn, NMKkenaaLmm,
BEAOMCTBEHHYIO NMPUHAOJIEXXHOCTb, CTPYKTYPY U OYHKUUN, UX USMEHEHWS!, HA3BaHNE OpraHu3auun -
npeawecTBEHHUKA), uctopust boHaa (06beM, kKpaHue gaTbl AOKYMEHTOB, CTEMNEHb UX COXPAHHOCTH,
AaTtbl Nepegadn AOKYMEHTOB Ha MOCTOSIHHOE XpaHEeHUe) U XapaKTepuUcTUKa 4OKYyMEeHTOB hoHaa
(pasHOBMAHOCTU OOKYMEHTOB, 0COOEHHOCTN (hOPMUPOBAHUS €ANHUL, XPAHEHUS U UX
cucTemaTtmsaunm, Hanmume JOKYMEHTOB, BbIXOASALMX 32 XPOHOMOrMYEeCKMUE rpaHuLbl AesATENbHOCTM
doHaoobpasoBaTens, CoOCTaB CNpPaBoYHOro annapara K oH4Y, MECTO XpaHEHUS JOKYMEHTOB MO
NMYHOMY coCTaBy).

WMcTopurdeckas cnpaBka kK ooHOY COCTaBNAETCS B ABYX 3K3eMNnsipax, OAWH - XpaHUTCA B Aene
doHga, BTOpOW - nepenaeTcs B rocyAapCTBEHHbIN (MyHMLMNANbHbBIA) apXuMB.

5.7. OCHOBHbIMU CbOpMaMI/I MCNoJ1Ib30BaHUA OOKYMEHTOB apXxmnBa opraHmn3aumnn ABnNAKOTCA:

MHdOpMaLMOHHOEe obecrnedeHne paboTHUKOB OpraHM3aUmnm;
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MCMOMHeHVe 3anpocoB Nnonb3oBaTenen, B TOM Y1Cre 3anpocoB rpaxaaH coLmanbHO-NpaBoBOro
XapakTepa;

BblAa4Ya JOKYMEHTOB 1 e BO BpeMeHHOE noJib3oBaHue, npenocraBrieHne Konnm apPXUBHbIX
OOKYMEHTOB MO 3anpocam nonb3oBaTernen, B TOM YMCNe B cbopme QIMEKTPOHHbIX OOKYMEHTOB.

(DOpMaMI/I MCNosb30BaHNA OOKYMEHTOB apxXmuBa opraHn3aunn ABNAKTCA TaKKe:

MH(bOpMMpOBaHVIe CTOPOHHUX OpFaHI/I3aLI,I/Il7| O Hann4nm un cogep>xaHnn nMerLnxcd B apxmee
OOKYMEHTOB;

MCMoNb30BaHNe AOKYMEHTOB B CPEACTBax MaccoBOW MHpOpMaLUK;

1crnonb3oBaHWe AOKYMEHTOB AN NOAroTOBKN NCTOPUKO-MHIOPMALIMOHHBLIX MEPONPUATUIA:
BbICTABOK, 9KCKYPCUN, KOHGDepeHLMI;

BblAaYa JOKYMEHTOB A11A pa6OTbI B YNTanbHOM (I'IpOCMOTpOBOM) 3arie apxmBea,

opraHusauus 4ocTyna paboTHUKOB OpraHu3aummy K JOKyMeHTam apxmBa nyTemM UCMnorb30BaHUs
MHOPMALMOHHO-TENEKOMMYHMKALNOHHOWN CEeTH.

5.8. ApXI/IB opraHunsaunn gormkeH BeCtn y4eT ncnonb3oBaHnA JOKYMEHTOB, B TOM YUCIE Bblaa4yun
OOKYMEHTOB U Aern, Bbla4dn apXmBHbIX CrpaBoOK, BbIMUCOK, Konumn OOKYMEHTOB.

5.9. 3anpockl nonb3oBaTtenen, NOCTynawLLMe B apxXmMB OpraHu3aumm, nogpasgenstoTca Ha
TemMaTnyeckmne n coumarbHo-npaBoBblie*(16).

5.10. ApxvB opraH13aumm JOMKeH paccMaTpmBaTth U UCMIOMHATL 3aNpocChkl, NOCTYNUBLUKE B
NUCbMEHHON dhopme.

3ar|poc nonb3oBaTend OOJDKeH coaepxXaTb CcrieayoLyro MHd OpMaLMIO;

HaMMeHOBaHWe PMANYECKOro N1ua - aBTopa 3anpoca (Ans rpaxaaH - aMunum, UMeHu, OT4ecTBa,
Npwu HanNM4MM NocrneaHero);

NMOYTOBLIN N/MNWN SNEKTPOHHbLIN aapec, N0 KOTOPOMY AOIMKEH ObITb AaH OTBET;

CBefleHNs1, MHTepecyLLMe Nonb3oBaTens U XPOHONOrmyeckMe paMmku sanpallmBaemMon
WMHdOopMaLMK;

dopmy nonyyeHusi nonb3oBaTenem nHpopMauum (MHopMaLMOHHOE NMCbMO, apXMBHas CrpaBka,
apXMBHasi BbINKCKa, apXMBHas KOMWsl, TEMATUYECKMI NepeYeHb, TemaTnyieckmii 063op AOKYMEHTOB);

NMYHYI0 NOANMUCL aBTopa 3anpoca (rpaxaaHuHa Unv SOMKHOCTHOrO Nnua);

nary.

Mpu NoCTynneHuMm B apxme OpraHn3aumm MHTepHeT-o00paLLeHmns (3anpoca) nonb3oBaTens ¢
yKasaHumeM agpeca 3MeKTPOHHOWM NoYTbl M/UM NOYTOBOro agpeca, eMy HanpasrnsieTcs yBeaoMIeHne
0 Npuveme obpalleHus (3anpoca) kK paCCMOTPEHUIO UM MOTUBUPOBAHHbIA 0TKa3 B paCCMOTPEHUN.
Ha 3anpocbl TemaTnyeckoro xapakrepa, NoCTynuBLLME B apXV1B OpraHmn3aLmmn no MHMOpMaLMOHHO-
TENEeKOMMYHUKaLMOHHOW CEeTU, B TOM Ymncrie Mo ceTh «HTepHeT», OTBET MOXET OblTb HanpaBneH B

BUAE INEKTPOHHOMO COOBLLEHMS MO yka3aHHOMY aBTOPOM 3anpoca 3feKTPOHHOMY afpecy.

3anpoc gomkeH ObITb 3aperncTpMpoBaH B Te4eHne Tpex pabounx AHein ¢ MOMeHTa ero
MOCTYNMEHMS.
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3anpoc, He OTHOCSLLMIACS K COCTaBYy XpPaHSALLMXCS B OpraHM3auum JOKYMEHTOB (HenpoubHbIi
3anpoc), B Te4eHne 7 AHEN CO OHSA perncTpaumm 3anpoca HanpasnsieTcsl B OpraHu3aumio, rae moryT
XpaHUTbCS HEOBXOAMMbIE OKYMEHTBI C YBEAOMIEHMEM 06 3TOM Nonb3oBaTens.

3anpoc, NoCTynMBLLMIA B apXUB OpraHnsaumm, paccmaTpmBaeTcsl B COOTBETCTBMM C TpeGoBaHMSIMM
3aKoHOAATENbHbIX U MHbIX HOPMATUBHBIX MPABOBLIX aKTOB MO paboTe ¢ o6paLleHnaMn rpaxaaH v
npeaoCcTaBEHNIO rOCYAaPCTBEHHbIX (MyHUUMNANbHbBIX) YCIYT.

OTBeT Ha NOCTYNMBLLUIA B apXMB OpraHn3aLmmu 3anpoc npegocraensietcsi B TedeHme 30 gHeln co gHs
ero pernctpaummn. C paspelleHns pykoBoACTBa opraHM3aumm 3TOT CPOK MOXET ObiTb NPOANEH He
6onee yem Ha 30 gHeN, c yBegoMIIEHNEM 00 3TOM 3asBUTENS.

5.11. OTBeTbl Ha 3anpockl Nonb3oBaTenen, B TOM YiCre OTBETHI HA 3aMnpOChl CoLManbHO-MPaBoOBOro
Xapaktepa, opopMnsTCHA B (POpPME apXMBHOWN CrpaBKW, apXMBHOW BbIMUCKM UITM apXMBHOW KOMUW,
0POpPMIEHHBIX 1 3aBEPEHHbIX B YCTAHOBNEHHOM MOPSAKE.

Mpu OTCYTCTBUM [OKYMEHTOB, HEOGXOAMMbIX A1 UCMONHEHMS 3anpoca coumanbHO-NPaBoOBOro
XapakTepa, CocTaBnsieTcsi OTBET Ha BriaHke opraHM3aumm ¢ ykasaHWeM MPUYKH UX OTCYTCTBUS.

5.12. ApxvBHas cnpaBka NoANMCbIBAeTCS PyKOBOAUTENEM OpraHn3aumm Unv MHbIM
YNOMHOMOY€EHHbIM UM AOSHKHOCTHBIM NTULIOM U 3aBepsieTCsl NevaTbio opraHm3aunm (npunoxeHne
Ne 29).

ApXI/IBHaFI crnpaeBka, obbem KOTOpOIZ npesbillaeT OAunH JNTNCT, OO0JKHa ObITb, npoHymMepoBaHa.

B TekcTe apxMBHOWM CNpaBKK B XPOHOMOMMYECKOM NOCNEA0BaTENIbHOCTU U3naratoTcs cobbITHS C
yKa3aHVWeM BMOOB UCMOMb30BaHHbIX JOKYMEHTOB, UX AAT U HOMEPOB. B apxvBHoOI cnpaBke
[0MyCKaeTCs LMTUPOBaHWE JOKYMEHTOB.

HecoBnageHne oTaenbHbIX CBEAEHWIA/AAHHBIX OOKYMEHTOB CO cBeAeHUAMUN, U3NOXEHHbIMU B
3anpoce, He ABnAeTCd NpenAaATCcTBueM O5d BKIMHOYEHNA UX B apXUBHYHO CrnpaBKy, eClin coBnageHune
BCEX OCTallbHbIX CBEAEHUN HE BbI3blBAET COMHEHMI B TOXOECTBEHHOCTM NULa Unn (baKTOB, 0]
KOTOPbIX rOBOPUTCA B AOKYMEHTaX.

B apxuBHOI1 cnpaBKke gaHHble BOCMPOM3BOAATCS Tak, Kak OHM U3MOXKeHbl B JOKYMEHTax, a
PacXoXOEeHUs!, HECOBMAAEHUS U HETOYHbIE HAa3BaHWSA, OTCYTCTBME UMEHU, OTYECTBA, MHULIMATIOB UM
Hanuuyne TONMbKO OAHOIO U3 HUX AOIMKHbI ObiTb OrOBOPEHbI B TEKCTE CMpaBKu B ckobkax: «Tak B
[OKyMeHTe», «Tak B TeKCTe opurmHana.

CefeHus, nmetroLmecs B apxmee no 3anpocy o paboTe n (unu) ydebe B HECKONMbKMX OpraHn3aLumsx,
KacaroLLmecs 0gHOro nuua, BKIKYaKTCA B O4HY apXUBHYHO CMPaBKY.

Mo TeKCTy apXvMBHOW CMPaBKu B KA4YECTBE NPUMEYaHMUin MOryT GbiTb OrOBOPEHbI HEPa3GopUNBO
HanucaHHble, UCNpaBreHHble aBTOPOM, He NoaAatloLMeCs MPOYTEHNIO BCIeACTBME NOBPEXAEHNS
TeKcTa opuriHana: «Tak B TekcTe opurMHanay, «B Tekcte Hepastopuneoy.

B TekcTte apXI/IBHOI7I crnpaBk/ He oNyCKaloTCA MU3MEHEHNA, UCnpaBiieHNA, CyMMUpPOBaHUE OdaHHbIX,
KOMMEeHTapuu, cobCcTBEHHLIE BbIBOAbl NCNOJTHUTENA NO CoAepPXXaHNIO OOKYMEHTOB, Ha OCHOBaHUU
KOTOpPbIX COCTaBJri€eHa apxXmnBHad CcnpaBKa. MoauncTkm n NOMapKn B apXmnBHbIX CripaBKax He
O0MNyCKarTCA.

B apxuBHOW cnipaBke AOMMKHbI GbiTb NPMBEAEHbI apXMBHbIE LNGPBI U HOMEpa NIMCTOB eAUHNL
XpaHEHWUs1 OKYMEHTOB, UCMONb30BABLUNXCSA AN €€ COCTaBEHWSI.

Mo 3anpocy nonb3oBaTenen apxmMBHbIE CNPaBKX MOTYT BblAaBaTbCsl B ANIEKTPOHHOM chopMe Ha
3MEeKTPOHHOM HocuTene NMBo nepeckinaTbcs No MHPOPMALMOHHO-TENEKOMMYHUKALIMOHHBLIM CETSIM.
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aﬂeKTDOHHbIe dAPXUBHbIE CrNpaBKn 3aBepPATCA 3ﬂeKTpOHHOI7I noanncbio pykoBoaAUTENA OopraHn3aunmn
M NHOro ynoJsIHOMO4Y€HHOIro UM AOJPKHOCTHOIO nnua.

5.13. ApxuBHbIe BbINUCKN 0hOPMNAOTCA Ha BnaHke opraHn3aumm (apxmea opraHusaumm) ¢
00603Ha4yeHnemM HasBaHus Buga nokymeHta: «KAPXMBHAA BbIMTNCKAN.

B apXVIBHOVI BbINMNCKE Ha3BaHMe OOKYMEHTa, ero HOMep 1 gata BOCNpoOn3BOAATCA NOJIHOCTbLIO.

Bbinucka npon3BoaMTCs TONBKO M3 JOKYMEHTa, B KOTOPOM COAEPXMTCA HECKOIBKO OTAENbHbIX, HE
CBSI3aHHbIX Mexay coboii BONpOCcoB. Bbinncka AomkHa BOCNPOM3BOANTL MOSHbIV TEKCT YacTu
[IOKyMEeHTa, OTHOCSILLENCS K 3anpocy.

MN3BneyeHnem n3 Tekcta AOKYMEeHTa OOJKHbI ObITb ncyepnaHbl BCe nMmerwineca gaHHble no
3anpocy. Hayano u KoHeL, KaXgoro u3BrneyveHus, a Takke NpPOoNyCKN OTAENIbHbIX CITOB B TEKCTE
OOKyMeHTa 0603HavaTCAa MHOrOTOYMEM.

B apxvBHOW BbINMCKe AOMKHbI ObITb CAenaHbl COOTBETCTBYHOLUME NPMMEYaHUsi U OFTOBOPEHbI YacTu
TeKcTa opuruHana, Hepasbop4YMBO HanMMcaHHble, UCMpPaBIIEHHbIE aBTOPOM, He NoaaaoLmnecs
NPOYTEHNIO BCNEACTBME NOBPEXAEHUS TEKCTa U APYrMM npudnHam. OTaenbHble criosa u
BbIpaXKEHWNSI JOKYMEHTA, BbI3bIBaOLLME COMHEHMS B X TOYHOCTM, a Takke UCMPaBIEHNs, MOOYNCTKM,
BbI3bIBAIOLLIME COMHEHME B UX IOCTOBEPHOCTU, OroBapuBatoTcs: « Tak B JOKYMEHTE», Unn «B TekcTe
Hepa3bopumBo», UNKn «Tak B TEKCTE opuriHanax. MNocne TekcTa apXMBHOM BbIMUCKU YKa3blBaloTCA
APXMBHbIV WKNEP M HOMEpPA NUCTOB eANHULbI XPaHEHWS1 apXMBHOMO AOKYMEHTA.

ApXI/IBHaFI BbINMCKa nognncbiBaeTCd pykosoauTenem opraHmsaumn nnn MHbIM ynoJIHOMOYE€HHbIM UM
OOJTKHOCTHbIM JTIMLIOM U 3aBEepAETCA NnevaTbio opraHn3aunn.

Mo 3anpocy nonb3oBaTesnien apXmMBHbIE BbINNCKN Bbl4AOTCA B 3NEKTPOHHON hOpMe Ha 3r1EKTPOHHOM
HocuTene nNMbo nepeckbinarTcs N0 UHPOPMAaLMOHHO-TENEKOMMYHMKALIMOHHBIM CETAM.
ONEeKTPOHHbIE apXUBHbIE BbIMWUCKU 3aBEPSIOTCA SNEKTPOHHOW NOANUCHIO0 PYKOBOAMTENS
OpraHM3auun Unm MHoro YyNOrHOMOYEHHOTO UM AO0MKHOCTHOrO nuua.

5.14. Ha apxuBHbIX KONusiX, BKMOYas apXMBHbIE KONUM Ha BYMaXXHOM HOCUTere 3reKTPOHHbIX
[LOKYMEHTOB, apXVBHble LUMPbI NPOCTABMSIOTCA Ha 060POTE KaXZoro NMcTa apxXmBHOW Konuu, a
3aBepuTenbHas HaAMUCh U NeYyaTb - Ha 06opoTe NOCNEAHErO NNUCTA KOMUW.

Mo 3anpocy nonb3oBaTenen 3eKTPOHHbIE KOMUU apXMBHBIX JOKYMEHTOB BblAAlOTCS B 3MEKTPOHHOM
dopme nnbo nepecbinarTcs No MHPOPMaLMOHHO-TENEKOMMYHMKALUMOHHBIM CETAM. ONEKTPOHHbIE
KOMMN apXMBHBIX JOKYMEHTOB 3aBEPSIOTCS ANEKTPOHHOM MOAMUCHIO PYKOBOAMTENS OpraHM3auum
WX UHOTO YMONTHOMOYEHHOTO UM AOMKHOCTHOMO NnLa.

5.15. MNogroToBneHHbIE apXUBOM OpraHM3aLmy OTBETbI Ha 3anpockl (apXUBHbIE CMPaBKU, apXUBHbIE
BbIMUCKU 1 apXMBHbIE KOMWW) HAMPaBsloTCA 3asBMTENSIM C CONPOBOAUTENbHbLIM MMCBMOM MO NoyTe
UNW BbIOAKTCS: 3asBUTENIO - NPY NPeAbABNEHMN AOKYMEHTA, YAOCTOBEPSIOLLEro NIMYHOCTb, €r0
npeacTaBuTeNsM - NpY NpeabsiBNEHUN AOKYMEHTA, YAOCTOBEPSOLLErO NIMYHOCTb M JOBEPEHHOCTH,
0hOPMIEHHON B YCTAHOBIIEHHOM MOpPsAKe.

5.16. ApXxvBHbIe CNpaBKu, apXMBHbIE BbIMNCKN N apXMBHbIE KOMWUW, Hanpasnsemble B rocygapcTea -
yyacTHUKM KoHBEHUUK, OTMEHSoLWLEN TpeboBaHWe nerannsaumm MHOCTPaHHbIX ouumnanbsHbIX
AOKYMEHTOB, noanucaHHou B [aare 5 oktabpsa 1961 r., 3aBepsA0TCA NpoCTaBNeHNEM U
3anofHeHneM cneumanbHOro wramna - anocTurs B COOTBETCTBUN C 3aKOHOJaTENbLCTBOM
Poccuinckon ®egepauuun.

5.17. JonyckaeTcs UsbATUE U3 apXmMBHbIX AeN U Bbldaya Bnagernbuam unm nx poacTBeHHWKaMm, B
cny4ae ux NMCbMEHHOTO ObpaLLeHMsl, MOAMMHHBIX NINYHBIX AOKYMEHTOB O rPaXkAaHCKOM COCTOSIHUM,
06 o6pa3zoBaHMK, TPYOOBbIX KHVXKEK, HE MOMYyYEHHbIX B CBOE BpeMs BNnadesnbLeM JOKYMEHTOB.



MoanNuHHbIE NUYHBLIE OKYMEHThI BblAAOTCA 3asBUTENAM C paspeLleHns pykoBoanTens
opraHmsauumn no npeabsaBAeHMM nacnopTa UM MHOro AOKYMEHTA, yOOCTOBEPSIOLLErO NIMYHOCTb,
nnbo X POLACTBEHHMKAM UMM MHBbIM NULAM N0 4OBEPEHHOCTN, OOPMIIEHHON B YCTAHOBIIEHHOM
3akoHogaTenbcTtBoM Poccuinckon ®enepaumnmn nopsake. NognmHHble NIMYHbIE JOKYMEHTBI MOTYT
ObITb HanpaeBneHbl 3asBUTENIO LEHHBIM NMNCbLMOM.

C nsbimaembix OOKYMEHTOB B apxXmBe opraHun3aunm n3rotaBiimBatoTcAd KOnmn, KOTopble
an06u_\ar0Tc;| K genam. N3batue OOKYMEHTOB, a TaKKe 3aMeHa Ha Konnun oTpaxakTcA BO
BHYTPEHHUX ONUCAX Aern, B JINCTax-3aBeputenax aen, B onncax aen, A40KyMeHTOB.

N3bsATME 1 Bo3BpaLLeHME LOKYMEHTOB 0OOPMIISIOTCS akTaMu 06 3bAaTMM U3 Aen (BO3BpaLLeHnm)
yKasaHHbIX JOKYMEHTOB. AKTbl U ApYre AOKYMEHTbI, HA OCHOBaHMM KOTOPbIX MPOV3BEAEHO U3bSATNE
(BO3BpalLLEHNE) apXMBHBIX OKYMEHTOB, BKIOYaOTCA B AeNno hoHAa.

5.18. KOI'II/IpOBaHI/Ie OOKYMEHTOB apxuBa opraHm3auunn no 3adBkam norib3oBaTenemn npon3sBoanTCA
no pas3pelleHnto pykosogmnTera opraHn3aunn ninn NHOro ynoyaiHOMO4YeHHOro M AoJmKHOCTHOIo nuua.

Konuun gokyMeHTOB nepecbinatTcsa B agpec Ton opraHnsaunm, nNo 3anpocy KOTOPON OHM
W3roTOBIEHbI, UMK Bbl4AKOTCS NONb30BaTENO NOA4 POCMUCH.

5.19. B uensax cosgaHus ycnosui Ans paboTbl nonb3oBaTenen HeNoCpeaACTBEHHO B apXmnBe
OpraHuM3auumn MoXeT BblAENSATLCA NoOMeLLeHMe (YnTanbHbIA, NPOCMOTPOBLIN 3an) AN
03HAKOMMEHUSA C OKYMEHTaMu apxuBea, 06opyJoBaHHOE COOTBETCTBYHOLUNMMUN TEXHUYECKMU
cpeacteamu Ans paboTbl C JOKYMEHTaMMU.

Mpw OTCYyTCTBUM B apXvBe OpraH13aummn cneuuanbHo BblAeNeHHOro nomelleHust pabota
nonb3oBaTenen ¢ JOKyMeHTaM1 Npon3BOANTCA HEMOCPEACTBEHHO B pabounx KOMHaTax apxvea.
JokyMeHTbl Ansi paboThbl Nonb3oBaTeNsIM BHE MOMELLEHUSI apXVBa OpraHv3aumm Bel4aBaTb
3anpeLyaeTcs.

PaspeLueHme Ha pa60Ty B NOMeLleHNn apxmBa opraHn3aunm gaeT pykoBoauTeslb apXxmBea
opraHunsaunmn (J'II/ILI,O, OTBETCTBEHHOE 3a apXI/IB).

5.20. OTka3 apxuBa opraHusauuv B Bblgaye apXmBHbIX JOKYMEHTOB JOMYCKaeTCs B Cryyasx:
Hanuums oHAa NONb30BaHWS;
Heya0BMeTBOPUTENBHOIO (M3NYECKOrO COCTOSIHUS [JOKYMEHTOB;

He NpoLeALNX Hay4YHOro OMMCaHNS N TEXHUYECKOTO 0pOpPMIIEHUST AOKYMEHTOB, 40O 3aBEPLUEHUS
3TnX pabor;

OrpaHn4eHn Ha UCNosb30BaHNe, yCTAaHOBMEHHbIX 3aKkoHOo4aTeNbCTBOM Poccunckon ®egepaumm
unu poHgoobpasoBaTenem npu nepegave 4OKYMEHTOB Ha XpaHEHUe.

OTkas apx1Ba opraHusaumun B NpeaocTaBneHnn JOKYMEHTOB AOMKeH ObiTb BbldaH B MMCbMEHHOM
dopMe 1 coaepkaTb NPUYNHBLI 0TKa3a, a Takke Nopsaaok 06KanoBaHUs oTkasa.

VI. NMepenaya AOKYMEeHTOB opraHusauum Ha XxpaHeHue B rocyfapCTBeHHbIN
(MyHUUMNanbHbIW) apXxuB

6.1. OokymeHTbl ApxmnBHoro ooHaa Poccuickon ®enepaumm, obpasoBaBLINECs B OpraHn3aumsx -
NCTOYHMKAX KOMMNIIEKTOBAHMWSA FOCYAAPCTBEHHbIX (MyHMLMNANBHBIX) aPXMBOB, MO MCTEYEHUN CPOKOB
NX BPEMEHHOIO XpaHEHUs1 B apXMBE OpraHu3aumm nepeaarTcs Ha NOCTOAHHOE XpaHeHUe B
COOTBETCTBYHOLLMI FOCY4APCTBEHHbIV (MyHULMNAMNbHbIN) apXmB.



6.2. [lokymeHTbl ApxmnBHoro cooHaa Poccuinckon ®egepaumm, obpasoBaBLUMeECs B AEATENBHOCTU
roCy4apCTBEHHbIX U HErOCYAapPCTBEHHbLIX OpraHM3auUnii, He ABMAIOLMXCA UCTOYHMKAMM
KOMMJIEKTOBAHWUS rOCYAapPCTBEHHLIX (MyHULMMNANbHBLIX) apXMBOB, MOTYT NepeaaBaThCs B
rocyfapcTBeHHbIE (MyHMLMNASBHBIE) apPXMBbI HA OCHOBaHUWN OOrOBOPOB C COOCTBEHHMKAMW U
BnagenbLamMm JOKYMEHTOB.

6.3. lD,OKyMeHTbI nepegarTcd Ha NOCTOAHHOE XpaHeHne B ynopAago4eHHOM COCTOAHUNU C
COOTBETCTBYHOLWMM HAay4YHO-CNMpaBO4YHbIM annapaTtomMm.

6.4. B opraHu3aumsix - ICTOYHUKaX KOMMIEKTOBAHWUSA rocyaapCTBEHHbIX (MyHUUMMNANbHbIX) apX1BOB
BCe paboTbl, CBA3aHHbIE C OTOOPOM, NMOArOTOBKON M Nepeaayeit JOKYMEHTOB Ha NOCTOSIHHOE
XpaHeHue, B TOM YiCHe C UX YNOPSAOYEHMEM U TPAHCNIOPTUPOBKOWA, BLIMOHSAOTCS 3a CYET CpeacTB
opraHv3auuii, nepefatoLmx JOKYMEHTbI.

6.5. locpoyHas nepefada AOKYMEHTOB Ha NMOCTOSIHHOE XpaHeHWe MOXET BbITb OcyLLecTBNeHa Npu
OTCYTCTBMWN HEOOXOAMMbIX YCIOBUIA A 06ecneyeHnst COXpaHHOCTU AOKYMEHTOB ApXMBHOro choHaa
Poccuiickon ®egepaunm, npu yrpose yTpathl (YHUHTOXEHUSI) LOKYMEHTOB, a Takke rno npockbe
opraHv3aLumn Ha OCHOBaHMM IOrOBOpa C roCyAapCTBEHHbIM (MyHUUMNANBHbLIM) apXUBOM.

MpoasneHne CPOKOB XpaHEHMs1 JOKYMEHTOB B apXvMBe OpraHn3aummn onyckaeTcsi Mo NUCbMEHHOMY
paspeLleHmio rocyaapCTBEHHOMO (MyHMUMMNANBHOMO) apXuBa B Criy4ae Heo6XoauMocCTy
NPaKTUYECKOro UCMoNb30BaHUsi JOKYMEHTOB OpraHu3aLuen.

6.6. MNepenayva LOKYMEHTOB MOCTOSAHHOrO XpaHEHMWs B rOCyAapCTBEHHbIN (MyHULMNANbHLIN) apxXuB
OCYLLECTBNSAETCS B COOTBETCTBMM C NSIAHOM, YTBEPXKAEHHbLIM PyKOBOAUTENEM COOTBETCTBYHOLLENO
apxuBa Mo COrnacoBaHuUo C NepefatoLlen aerna opraHisaumen.

6.7. [lokymeHTbl NnepefanTcs B rocyaAapCTBEHHbIN (MYHUUMMAMNbHbIN) apXmMB No onucam gen,
AOKYMEHTOB MOCTOSIHHOIO cpoka XpaHeHud, yteepxaeHHbiM 3K,

Mepen nepenayert 4OKYMEHTOB Ha NOCTOSIHHOE XpaHEeHWEe COBMECTHO C NpeAcTaBUTEeNeM
roCyAapCTBEHHOMO (MyHULMMNANbHOro) apxmea NPOBOAUTCSA NPOBEpPKA NPaBUbHOCTM ONUCAHNSA U
ocbopmneHust gen, PU3NYeCKoro 1 CaHUTapHO-TMIMEHNYECKOTO COCTOSIHUSI OKYMEHTOB. Mpu
obHapyXeHUn fedeKTOB COCTaBMSIETCA aKT; yCTpaHeHe obHapyXeHHbIX AedeKkToB NPOBOANTCS
curnamu opraHusauum.

MNepegaya gen NpoBOAMTCS B rocy4apCTBEHHOM (MyHULUMNANBLHOM) apxmBe noeguHudHo. Ha Bcex
yeTblpex aK3emnrsipax onucen aen, AOKYMEHTOB NPOCTaBMATCA OTMETKM O NpuemMe gen.

Mpv nepBoi Nepefaye AOKYMEHTOB B roCy4apCTBEHHbIN (MyHMUMNANbHbINA) apxXMB nepeaaeTcs
nctopuyeckas cnpaska k gooHay. MNpu nocneayowmx nepegadvax 4OKYMEHTOB nepeaaeTcs
[OMOJHEHNE K UCTOPUYECKOW CripaBKe.

6.8. lNepepava gokymeHTOB 0hOpPMNAETCH akTOM npuemMa-nepenadn JOKYMEHTOB Ha XpaHeHne
(mpunoxenne Ne 30), cocTaBnsiembiM B ABYX 3k3emnndpax. OamH ak3emnnsap octaetcd B
rocygapcTBeHHOM (MyHUUMMNANbLHOM) apxXuBe, OPYron - B nepeaatoLLen opraHusaumm. Bmecte ¢
OOKYMEeHTaMUu nepegaeTca Tpu aKk3emMnndpa onncu aen, oOKyMeHToB, B TOM 4ucne ogvH B
3NEKTPOHHOM BUAE.

Ecnn npu nepenade obHapy>KeHO pacxoXaeHne Mexay UTOroBoK 3anmncbio OnucK er, OKYMEHTOB
1 haKkTM4EeCKUM Hann4nem nepefaBaembixX Aerfl, B ONucK aen, OKyMeHToB ohopMnseTcs HoBas
MTOroBasi 3anucb, B KOTOPOW yKa3bIBaAKOTCS DaKTUYECKOE HanMune gen n Homepa OTCYTCTBYHOLLNX
aen. Homepa oTcyTcTBYOWNX Aen UKCUPYIOTCA B akTe Nnpuema-nepegayu gen Ha nocTositHHoe
XpaHeHue, NpuYnHbl OTCYTCTBUA AeN - B NpuraraeMon K akTy npuema-nepegayu crnpaske,
NOArOoTOBMNEHHOW OpraHmM3aunen.
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ApX1B OpraHusaLumn NpuHMMaeT Mepbl Mo Po3bICKy Aen. Ha oTcyTcTByloLmMe JOKYMEHTHI U Aena,
Mepbl MO PO3bICKY KOTOPbIX HE Aanu pesynbTaToB, COCTaBMAETCS akT 06 yTpaTe AOKYMEHTOB
(npunoxenvie Ne 6). YTpadeHHble NOASIMHHMKA OKYMEHTOB MOTYT GbiTb 3aMeHEeHbI UX KOMUSIMU.

VIl. Mepenaya AOKYMEHTOB NpU peopraHnsauuuv unuv nuKkemaaumm
opraHusauuu, CMeHe pyKkoBoauTerns apxuBa opraHusauumu

7.1. Npwn peopraHnsaumm nnu NMKBMOaLmMmM opraHnu3aumm nepegada u ganbHemnwee ncrnosb3oBaHne
AOKYMEHTOB PeopraHM3yemMon Unm NMKBUanMpPyeMon opraHn3aumnmn oCcyLLECTBISAETCH B COOTBETCTBUM
C 3akoHogaTtenbcTBoM Poccunckon ®egepauumn.

Mepenaya 0OKYMEHTOB NUKBUAMPYEMOI OpraHnsaUumM BXoauT B 06593aHHOCTb KOMUCCUM,
o6pasoBaHHON AN nepeaayun Aen u uMyLLLecTsa.

Mpu nukBMAAUMM OpraHN3auni - UICTOYHUKOB KOMMIEKTOBAHNS rOCyAapCTBEHHbIX (MyHMLMMANbHbIX)
apXuBOB, B COCTaB JIMKBUAALMOHHOW KOMUCCUM BKITKOYAETCS NpeacTaBUTeNb rocygapCTBEHHOMO
(MyHMUMNAnbHOro) apxuBea.

7.2. ﬂpm CMEHe pyKoBOAOUTENA apXuBa OpraHmn3aumm (J'II/ILI,a, OTBETCTBEHHOIO 3a apxuB
OpFaHI/I3aLI,I/1I/I) npuemM-nepenada JOKyMEeHTOB apxXuBa, y4€THOIo 1 Hay4yHO-CnpaBO4HOro annaparta K
HUM OCYLLECTBIIAETCA MO aKTy.

*(1) Yactb 2 ctatbn13 PenepanbHoro 3akoHa ot 22 oktabps 2004 r. Ne 125-903 «O6 apxnBHOM
aene B Poccuiickon ®egepauunny.

*(2) NognyHKT 2.8.6 nyHkTa 2.8 MNpaBun xpaHeHus.

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

*(4) MoanyHKT 2.11.3 nyHkTa 2.11 MNpaBun xpaHeHus.

*(5) MoanyHkT 2.11.2.4 nyHkTa 2.11 MNpaBun xpaHeHus.

*(6) MoanyHkT 2.11.2.3 nyHkTa 2.11 MNMpasun xpaHeHus.

*(7) ®opma nacnopTa apxuBa opraHv3auum yctaHoBrneHa PernameHToM rocyqapCcTBeHHOro yyeTa
AokymeHToB ApxuBHoro cooHaa Poccuiickon Pegepaumn (yTBepkaeH npukasom Pocapxmea ot 11
mapTa 1997 r. Ne 11, sapernctpuposaH MuHtoctom Poccun 08 nona 1997 r., pernctpaumoHHbIn

Homep 1344).

*(8) B rpache «OTmeTKa 0 BbIObITMM hoHAa» cnucka oHA0B yKasbiBaeTCs, Kyaa BblObIN apXMBHbIN
doHA, a Takke Aata U HOMep AOKYMEHTa, Ha OCHOBAHUM KOTOPOIo OH BbIObIN.

*(9) Ons npoBeaeHnst IKCNepTM3bl LLIEHHOCTU HAayYHO-TEXHMYECKON 1 APYron crneunansHon
AOKYMeHTauun B opraHm3saumm MoxeT ObITb co3gaHa OK, BkrntovatoLast COOTBETCTBYHOLLNX
crneumanucTos.

*(10) OK opraHunsaummn, nepefatoLnx AOKYMEHTbI Ha XpaHeHWe B rocyjapCTBEHHbIE apXUBhI,
NpeacTaBnsioT COOTBETCTBYHOLME npeanoxeHns AMNK apxMBHOIo yupexaeHus.

*(11) OtmeTka «3lMK» 03HavaeT, YTO YaCcTb JOKYMEHTOB MOXET OblTb OTHECEHA K CPOKY XpaHeHUs
«MNOCTOSIHHO.
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*(12) B cnyyae nsmeHeHunst yHKLUMIA U CTPYKTYPbl OpraHu3auny HoMeHknaTtypa gen noanexur
nepecocTaBeHno, COrnacoBaHWIO N YTBEPXKAEHMIO.

*(13) Ona gen Ha BymaxkHOM HocuTere.

*(14) Yactb 1 ctatbmn 25 PegepanbHoro 3akoHa ot 22 oktsi6psi 2004 r. Ne 125-d3 «O6 apxvBHOM
aene B Poccuickon degepaunmny.

*(15) Onucu aen, 0OKYMEHTOB MO NIMYHOMY COCTaBY COIMAacOBLIBAOTCA COOTBETCTBYIOLLUM
roCyAapCTBEHHbIM (MyHMUMNAMNbHbLIM) apXUBOM COFMacHO NpPeaoCTaBEHHbIM EMY MONTHOMOYUSIM.

*(16) MoanyHkT 5.7.1 nyHkTa 5.7 MpaBun xpaHeHus.

MpunoxeHune Ne 1
K n. 2.37 MNpasun

HaumeHoBaHwe opraHusaumm
KAPTOYKA MOCTEJINAXHOIO

TONOIPAPUNYECKOIO YKASATENA*

CTENNAX Ne XPAHUITNLLE Ne

lka¢g Iloaxka Poux Onmuceh En. xp. ¢ Ne no Ne pumeyanue
Ne Ne Ne Ne

1 2 3 4 5 6

®opmat A6 (148 x 105 mm)

* KapTouku nocTennaxHoro Tonorpacgmyeckoro ykasatens CoCTaBnsTCA Ha Kaxabl CTennax u
NPVKPENIsItoTCSA Ha TOPLIEBOW CTOPOHE CTennaxa.

MpunoxeHune Ne 2
K n. 2.37 Mpasun

HaumeHoBaHwe opraHusaumm
KAPTOYKA NMOe»OHAOBOIO
TOMNOIMPAGUYECKOI'O YKASATEJTA*

®OH[I Ne XPAHUITNLLE Ne

HassaHue doHaa

Onucen En. xp. ¢ Ne no Ne Creanax IHxad Ilonka Ilpumeuanue
Ne Ne Ne Ne
1 2 3 4 5 6
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®dopmat A4 (210 x 297 mm)

* KapTo4kun nogoHO0BOro Tonorpadnyeckoro ykasartens COCTaBNSATCA Ha Kaxabii OHA v
pacnonararTcs B Nopsiake HOMepPoB pOHAO0B.

MpunoxeHune Ne 3
K n. 2.43 MNpasun

HaumeHoBaHwe opraHusaumm
AKT YTBEPXIAIO

Ne PykoBoguTenb opraHnsaumm

NPOBEPKM HAIMMYNA N COCTOSAHUA
apXUBHbIX AOKYMEHTOB Mognuck PacLumdgposka
noanucu
Jara

®oHA Ne

HassaHue doHaa

Homepa onucen

MpoBepka npoBoannack ¢ no

[MpoBepkon ycTaHOBIEHO:

1. Yncnuteca no onucam gen en.xp,

(konnyecTBo)
2. BbiSiBNEHbI TEXHNYECKMNE OLUNOKN:
2.1. UmetoTca nutepHble Homepa:

a) He y4TeHHble B MTOroBOWN 3anuncu en.xp.

(konnyecTBo)
6) He NepeyYncneHHble, HO yYTEHHbIe

B UTOrOBOK 3anucu en.xp.

(konn4yecTBO)
2.2. lNponyLleHo HOMEPOB:

a) He YYTEHHbIX B UTOTOBOM 3anucu en.xp.
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(konu4yecTBO)

6) He NepeYnCneHHbIX, HO YYTEHHbIX

B UTOrOBOW 3anuncu en.xp.
(konn4yecTBo)
2.3. Qpyrve, B pesynbTaTe 4Yero oovem
yBENUYUIcs Ha en.xp.
(konm4yecTBO)
YMEHbLUWMCSH Ha en.xp.
(konunyecTBo)
3. Yucnutca no onucsam B pesynbTtaTte
YyCTPaHEeHUS TEXHNYECKUX oLnBoK en.xp.
(konunyecTBo)
4. He okaszanocb B Hannuuu en.xp.
(konnyecTBO)
5. meeTca B HannumMm no gaHHomy coHay
(BKMOYEHHBIX B ONUCK) en.xp.
(konunyecTBo)
13 HUX TpebyroLmx:
a) oesnHdekummn ea.xp.
(konunyecTBo)
0) AesnHcekumm en.xp.
(konn4yecTBO)
B) pecTaBpauuu en.xp.
(konm4yecTBO)
r) nepenneTa nunm NoaLwmBKx en.xp.
(konn4yecTBo)
[1) BOCCTAHOBMNEHUS 3aTyXaLLNX TEKCTOB en.xp.
(konnyecTBO)
€) HemcnpaBMMO NOBPEXAEHHbIX en.xp.




(konm4yecTBO)

6. MimeeTcs He BKNIOYEHHbIX B ONUCU ea.xp.
(konn4yecTBO)
7. Itoro no gaHHoMy cpoHAy (BKITHOYEHHbLIX Y HE BKITHOYEHHbLIX B ONUCK),
MMEILLMXCSA B HANN4mMm en.xp.
(konnm4ecTBO)
8. XapakTepucTumka ycroBui XpaHeHunst
[MpoBepky NPON3BOANNN:
HanmeHoBaHne
OOIMKHOCTEN
paboTHMKOB Moanucu PacwudpoBka nognucen
dopmat A4 (210 x 297)
MpunoxeHue Ne 4
K nn. 2.43, 3.15 MNMpasun
HavnmeHoBaHue opraHusauum
AKT YTBEPXOAIO
Ne PykoBoguTernb opraHusaumm
Mognuck Pacumdgposka
0 TEXHUYECKUX OLLIMDBKax B nognucum
YYETHbIX JOKYMEHTax
doHp Ne Jata
HassaHue doHaa
B xoae BbiNnonHeHns obHapyXeHbl TEXHNYeckne

OLUMOKK B 3anmcsax

Ha3panue nokymenra CymecrBywmas 3anuch Ciiexyer 3anucarb
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B pe3ynbTate Konn4ecTtBo eaunHML XpaHeHnAa yBernmymnnocb (yMeHbLUVIJ'IOCb)

Ha eq. xp.
(umdopamu, NponncbHo)
MpnmevaHus:
HanmeHoBaHue JomKHOCTM paboTHMKa Moanuce Pacwmdposka nognucu
N3meHeHUsi B y4eTHble JOKYMEHTbl BHECEHbI
HanmeHoBaHue OOmMKHOCTU
paboTHMKa apxmBa Moannce Pacwundposka nognucu
®opmat A4 (210 x 297 mMm)
MpunoxeHune Ne 5
K nn. 2.43, 3.15 MNMpasun
HaumeHoBaHwe opraHusaumm
AKT YTBEPXIOAHO
Ne PykoBoguTenb opraHmsaumm
Mognuck Pacmdposka
006 oBHapyXeHUM JOKYMEHTOB noanucu
(He oTHoOCALMXCSA K AaHHOMY
doHAyY, HEYYTEHHbIX) HaTta
B xone
(Bug paboThbl)
0oBHapy>xeHo
(B doHAe, xpaHunuiue, paboyem noMeLLeHmm)
Ne 3arososoxk ludgp Kpaiinue KounuvectBo K kakomy Mpumeuyanus
n/n ex. xp. (ecoiu AATHI JIUCTOB (00BeM, donny
eCcTh) Mbo) OTHOCHUTCHA
1 2 3 4 5 6 7
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Utoro obHapyxeHo OOKYMEHTOB

(umdpamm 1 NnponuckHo)
HanmeHoBaHWe A0mKHOCTN paboTHUKA Mognuceb Paclwundposka
nognucum
M3meHeHNs1 BHECEHbI B Y4ETHbIE JOKYMEHTbI.
HanmeHoBaHue OOMKHOCTU
paboTHUKa apxuBa Moanucob Pacwundposka
nognucum
®opmat A4 (210 x 297 mm)

MpunoxeHune Ne 6
K nn. 2.44, 3.15, 4.32, 6.8 Npasun

HanmeHoBaHne opraHmsauumn

AKT YTBEPXIOAHO
Ne PykoBoguTenb opraHMsaumm
Mognuck PacLumdgposka
00 yTpaTe AOKYMEHTOB nognucu
Hata
doHa Ne

(Ha3BaHme doHaa)

B pesynbTarte YCTaHOBJ1EHO OTCYTCTBUE B q.)OHﬂe

nepeyvyncneHHbIX HWXe gen, npeanpunHATble apXmBoOM Mepbl MO PO3bICKY Aen

NOJNIOXUTESIbHbIX pe3yribTaTtoB HEe Aarin, B CBA3U C YeM CHUTAEeM BO3MOXHbIM CHATb

C yyeta:
Ne Omucr En. 3aronosok Kpaiinue KoumuecTBo IIpeanosiaraemsle
n/m Ne Xp. en. xp. AAThI JIUCTOB (00BeEM, NPUYMHBI OTCYTCTBUSA
Ne Mo)
1 2 3 4 5 6 7
UTtoro en. xp.

(umdcbpamm n Nnponucoto)

Cop,ep>KaH|/|e YTpa4Y€eHHbIX JOKYMEHTOB MOXET OblTb 4YaCTUYHO BOCMOJTHEHO
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crnegywoLmMMmY efl. Xp.:

(HoMepa e. Xp. 1 UX rPynMnoBble 3arofIoBKN)
HanmeHoBaHue OOMKHOCTU
pyKOBOAMTENSI apxmBa Mopnuce Pacwudposka nognucu

(nnua, oTBETCTBEHHOIO 3a apXuB)

COIMACOBAHO* COIMACOBAHO
MpoTokon 3K apXxMBHOro ydpexaeHus MpoTokon LIQK (OK) opraHmsaunm
oT Ne oT Ne

M3MeHeHns1 B y4eTHbIE JOKYMEHTbI apX1MBa BHECEHDI.
HanmeHoBaHue OOMKHOCTU
paboTHMKa apxmBa Moanuck Pacwwundposka nognucu

®opmat A4 (210 x 297 mm)

* Ecnn He oBHapyXeHbl Aena NoCTOSAHHOIO XpPaHeHUs.

MpunoxeHune Ne 7
K n. 2.47 Mpasun

HaumeHoBaHwe opraHusaumm
KAPTA-SAMECTUTESb OENA

Jeno

(Ne n HasBaHue)

Onuckb

(Ne n HasBaHue)

doHp

(Ne n HasBaHue)

BblgaHo BO BpeMeHHOe Monb3oBaHue (YUTanbHbIn 3an):

Ne n/m®.1.0. Hara Hara IMTognucey IHoanuck
10JIL30BATEJIs BbIIAYM  BO3BpaTa  BbIIABILIEIrO J1eJ10 TOJYYHBIIEro JeJ10
1 2 3 4 5 6

dopmaTt A4 (210 x 297 Mm)
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MpunoxeHune Ne 8
kKnn.2.47,4.19,4.21, 4.23 MNMpaBun

NNCT-3ABEPUTENDb OENA Ne

B mene nogwmto n NnpoHymMepoBaHO JINCTOB

(umcbpamm 1 nponucbio)

c Ne no Ne , B TOM 4yucne:

nMTEepHbIE HOMepa NNCTOB ;

nponyweHHbIe HoMepa JINCTOB

+ JINCTOB BHyTpeHHeI7I onucun

Oco0enHocTH (PU3MUECKOro cocTOsIHUSA U (popmupoBanus aesia Homepa mucros
1 2

HanmeHoBaHue OOmMKHOCTU
paboTHuKa Mognuck Pacuundposka nognucu
[ata

dopmaTt A4 (210 x 297 Mm)

MpunoxeHune Ne 9
K 0. 2.47 Mpasun

HaumeHoBaHwe opraHusaumm
NMMCT NCNONb3OBAHNA JOKYMEHTOB

doHa Ne Onwucb Ne [eno Ne

3aronoBok gena

JlaTa ucnmosib30BaHus Komy Xapakrep Ne ncnmoan3opann Iloanuch Jauna,
BBIIAHO: MCIOJIL30BAHH BIX JJUCTOB HCIO0JIL30BaBIIIE
bamunus, = ro J1eJ10

HHUIMATBI (KONMHPOBaHUE
(pa3bopyuB , BHINUCKH,
0) NMPOCMOTP)
1 2 3 4 5

®opmat A4 (210 x 297 mm)

MpunoxeHne Ne 10
K 0. 2.46 Mpasun

HanmeHoBaHue opraHusauum
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AKT

Ne

O Bblga4e e BO BpeMeHHoe noJjib3oBaHune

(HanmeHoBaHWe opraHnsauuu,
ee afpec, NOYTOBbIA MHOEKC)

OcHoBaHue

[nsa kakon uenu BblgatoTesa eq. Xp. u3 doHaa Ne

(Ha3BaHuWe doHaa)

Ne  Omnucs En. xp. 3aronosok ea. Kpaiinue

Kosn4yecTBO JUCTOB,

n/m Ne Ne Xp. AAThI dopmart (00em, M0O)
1 2 3 4 5 6
Bcero BblgaeTcs en. xp.,

(umdbpamm 1 NponucbHo)

CpPOK BO3BpalLleHnd

IIpumeyanue

7

[ena BblgaHbl B YNoOpsiAOYEHHOM COCTOSIHUM, MOAWWTLI, B 0GMNOXKax, C

NPOHyMepoBaHHbIMU NTUCTaMU N 3aBEPUTETIbHBIMU HAANMUCAMMN.

I'Ionyanenb 06;|3yeTc;| He npenocrtasnATb Aena, nofllyd4eHHble BO BpeMeHHOe

nonb3oBaHMe, NOCTOPOHHUM Nnuam, He BblgaBaTb MO HUM KOMWI, BbIMNCOK W

CrnpaBok, He NyGnMKoBaTb AOKYMEHTbI 6e3 paspelleHns opraHusauun, BblaaBLiein

jena.

MonyyaTenb 06513yeTcs BEpHYTb Aena B apXvB OpraHn3aummn B yka3aHHbI B

aKTe CpOK.

MonyyaTtenb npeaynpexaeH 06 0TBETCTBEHHOCTM MO 3aKOHY B criyyae yTpaTbl

UM noBpexaeHund noJjiydeHHbiX BO BpeMeHHOE NoJib30BaHue gerl.

HanmeHoBaHWe OOmKHOCTH

pykoBoauTend opraHm3auunu, pykoBoauTena

HanmeHoBaHue gomKHOCTHU



BblOatollen gena

Mognuce  PacwmdpoBka

noanucu
JaTta

Mevatb OopraHmnsaunmn

MpunoxeHune Ne 11
kK nn. 3.6, 3.15 Mpasun

opraHusauumn-nonyvarensi
Mognuceb Pacwundposka
noanvcu
Hata
lMeyaTb opraHmsaumm

dopmat A4 (210 x 297 mm)

(HanmeHoBaHWe opraHu3aunn)

(Ha3BaHWe apxmBa opraHusaummn)

y4yeTa NocTynieHna 1 BbIObITMS Oen, AOOKYMEHTOB

NiJlara Haume Haume

MmOoCTY HOBAaHH HOBAHU BaH II0CTY HOCH OIMMUCAHHBIX

1l IJIEHH e e,
/ sm  opraHu HOMep

Il BLIOBLI 3aIlMM M JaTa
TS (CTPYK AOKyMme
JAOKY TYPHOTI HTA, 10
MEHTO 0 KOTOpO
B nojapas my

AeJIeH! TOCTYyN
a, W

JUNa, WIH
apxuBa BbIObLI
),0T H
KOTOPO J0KyMe
71 HTBI
MOCTYyI

Wik

KHUTA

Tom Ne

Havuart

OkKOHYeH

dopmat A3 (297 x 420 mm)

Ha3 I'onsl Bua IMoctymienue BpbiObiTHE Heonuca IIpum
ONHMCAHHBIX HHBIX  €YAHH
e M MUBLI Tejas J0KYMEHTOB  [OKYMEHTOB e, e
HOM HX * KomnuectBo en. KommuectBo €. MTOKYMeEH
€p HJIN Xp. Xp. TOB,
¢on BBIOBI JIUCTOB
Aa  BIIHMX IIOCTO BPEM IIO IIOCTO BPEM IIO IIOCT BBI
AOKYM SIHHOT €HHO JIMY SIHHOT €HHO JIMY YIUJI ObI
€HTOB 0 ro  HOMO HOM O 710
no XpaHe (CBBl Yy  XpaHe (CBBI Y
ONHUCH HUAS 1€ COC HHUS
10 TaB
JeT) 'y
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(uam

BbIOBLI

)

JOKyMe

HTBI
12 3 4 5 6 7 8 9 10 11 12 13 14 15 16
WUtoro B rogy nocTynuno ef. Xp., B TOM yncrie: Ha ByMaxHOM HocuTene

(umdpamm 1 NponucHo) (umMdopamm 1 NPONUCHIO)
3MNEKTPOHHbIX , ayANOO0KYMEHTOB
(umdpamu 1 Nponncelo) (umdpamm 1 NponuckHo)

BNOEOAOKYMEHTOB

(umcbpamu n nponuceto)

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

BbIObINO ef. Xp., B TOM 4ucne: Ha GyMaxHOM HocuTene
(umcbpamu n nponuceto) (umndppamu n nponuceto)
SMNEKTPOHHbIX , ayONOOOKYMEHTOB
(umdpamm 1 Nponuceto) (undpamu 1 nponnceto)
BUOEOAOKYMEHTOB

(umcbpamm n nponuceto)
nokKasblBaloTCA pasgeribHO UTOroBble AaHHble no rpadam 11, 12, 13, 15.
HanmeHoBaHWe OOMKHOCTU NnLa,
COCTaBMBLLEIO UTOrOBYIO NOAOBYIO 3aMuch Mognuck Pacwundgposka nognucu
HavmeHoBaHWe JOMKHOCTM PyKOBOAUTENS apxmBa
(nnua, oTBETCTBEHHOIO 3a apXuB) Moannce Pacwundposka nognucu
[ata

®opmat A3 (297 x 420 mm)

* B rpade ykasbiBaeTca Bug Hoeutena (bH - gokymeHTbl Ha BymaxkHoM HocuTene, [ -
SMNEeKTPOHHbIE JOKYMEHTHI).
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MpunoxeHune Ne 12
kK nn. 3.6, 3.15 lNMpaBun

HanmeHoBaHne opraHmsauum
ClMMCOK »OHOOB

Tom Ne

Hauat

OKoHuYeH

dopmat A4 (210 x 297 mm)

Ne ¢onpna/laTa nepsoro Ha3zpanune Otmerka o BbIObITHM QoHAa  [Ipumeuanue
MOCTYIICHUS ¢onna Kynma  [lara u Ne nokymenTa,
JIOKYMEHTOB (oHa BBIOBIJI HA OCHOBAHWUH KOTOPOTO
BBIOBLT
1 2 3 4 5 6
Ha 01.01. rofa B CMUCOK BKITOMEHbI hoHAbI ¢ Ne no Ne
13 CrmcKa UCKIoYeHbl PoHabl ¢ Ne no Ne
Bcero xpaHutca B apxmee ¢OoHAO0B, U3 HUX:

(umcbpamm 1 nponucbHo)

coaepxat ocobo LieHHble aena.

(umcbpamm n nponucelo)
Homepa cBoboaHbIe:;
Homepa BbiGbIBLLNE (NepedaHHble):
HavmeHoBaHWe JOmMKHOCTM paboTHMKa
apxuBa, COCTaBMBLLENO roA0BYHO
MTOroOBYIO 3anncCb Mognuck Pacwundposka nognucu
HanmeHoBaHue OOmKHOCTU
pykoBoauTens apxvea (nvua,
OTBETCTBEHHOIO 32 apxumB) Moanuco PacwundpoBka nognucum
Hata

®opmat A4 (210 x 297 mm)

MpunoxeHne Ne 13
kK nn. 3.6, 3.15 lNMpasun
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NMNCT ®OHOA Ne

(MecTtoHaxoxaeHne oHaa (HaMMeHoBaHWE (daTa nepBoro noctynnenns
opraHusauuu, roe XxpaHuTcst poHa) OOKYMEHTOB (hoHAaa)

Kpaiinue narbl ka:xkaoro Haspanus ¢ponna Hazpanue ponga
1 2

1. Y4yeT HeonMCaHHbIX JOKYMEHTOB

Jlatra  Ha3Banmue, Ne u nara Hocrymiienune BrIOBLITHE Hanunuue

3allMCH JTOKYMEHTa, 1o (ocTaTok)
KOTOPOMY HNOCTYIUJIH KomnuectBo Kpaithue KonmuectBo Kpaiinne Bcero nen
HJIA BBIOBLIIN en ATkl en JIaThI
AOKYMEHTBI

1 2 3 4 5 6 7

2. YYeT ONnCaHHbIX JOKYMEHTOB

JarHo I' Ha3sa Iloct BpbiObITHE Hanunumne (ocTaTok)
a Me 0 HMe YIHJI B tom uncne:
3amp 1O OonuCH O el. B Tom IIOCTOSIHHOI'O XpPaHEHHU I10
HCH Ol WId  Xp. OcHoBa JUYHOMY
HCH AHHOT HUe “nCiIe o COCTaBY
Aex  anuu BBIGHIT oM, U3 HHX I10
AOKYM Konwu us YIBEPAACH 1 owra Kpa OIUCSAM
CHTOB HbiM OI1K. Kp ’
ecTBO (Ha3BaH €CTBO WHHU YTBEPKIEH Kpa
el. Xp. ue, en. xp. Kommue  HoiM DIIK NOM gy
nata,  Komwmy Kpa €CTBO [aT KOJIHY Kpa Z;TB €
Ne 1ok ecreo itHn el. Xp.Bl  eCTBO HHH xp. nat
YMEHTA ¢y, xp e el em. e " Bl
Jat Xp. Xxp. gar
Bl BI
1 2 34 5 6 7 8 9 10 11 12 13 14 15 16

®opmart A4 (210x297 mm)

MpunoxeHne Ne 14
kK nn. 3.6, 5.5 NMpaBun

HanmeHoBaHue opraHusauum YTBEPXOAHRO
PykoBoauTene opraHvsaumm
®oHa Ne Moanuce Pacwundposka
noanvcu

OlNMNCb Ne Jata
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Oen NoCToAHHOIro XxpaHeHusa

3a rog

Ne ni/m Unpexc nena3aronosok gena Kpaiinue narel Kosmmuecrso jucros Ilpumeuanue

1 2 3 4 5 6
HasBanue pasznena

B gaHHbIN pa3gen onucn BHECEHO aen,

(umdbpamm 1 NponucbHo)

c Ne no Ne , B TOM 4ucne:

nMTepHbIE HoMepa:

nponyLleHHble HoMepa:

HanmeHoBaHWe gomKHOCTU
COCTaBUTENS ONucKn MNoanucb Pacwundposka nognucu
HanmeHoBaHue OOMKHOCTU

pyKoBOAWUTENS apxuBa (nmua,

OTBETCTBEHHOIO 3a apXuB) Moanuck PacwmcpoBka nognmcu
COlJIACOBAHO YTBEP>XOEHO

MpoTtokon 3K (3K) opraHnsauuu MpoTtokon 3K apxmMBHOro ydpexaeHus
oT Ne oT Ne

®opmat A4 (210 x 297 mm)

MpunoxeHune Ne 15
k 0. 3.6, 5.5 MNMpasun

HavnmeHoBaHue opraHusauum
®doHAa Ne YTBEPXOAIO
OlNMNCb Ne PykoBoguTens opraHvsauum

aen no nM4HoMy cocrtaBy

Mognuck Pacwmdposka
3a rog noanuncu
Hata
Ne n/mAnpexc  3arosoBoxk  Kpaiinme  Cpok KonnuyectBo

Aaejaa aejaa AaTbl XpaHEHUSA JUCTOB

IIpumeyanue
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1 2 3 4 5 6 7
B gaHHbIN pa3gen onucn BHECEHO aen,
(umdbpamm 1 nponuckio)
c Ne no Ne , B TOM 4ucne:
nuTepHble Homepa:
nponyLleHHble Homepa:
HaumeHoBaHne [OMKHOCTH
COCTaBuTENS ONUCK Mopnnce Pacwudposka nognucu
HanmeHoBaHue OOMKHOCTU
pyKkoBoauTeNs apxmea (nuua,
OTBETCTBEHHOIO 3a apXuB) Mopnnce Pacwudposka nognucu
COITIACOBAHO YTBEPXJEHO
MpoTtokon 3K (3K) opraHusauuu MpoTtokon 3K apxmMBHOro ydpexaeHus
oT Ne oT Ne
®opmat A4 (210 x 297 mm)
MpunoxeHune Ne 16
K 0. 3.6, 5.5 MNMpasun
HavnmeHoBaHue opraHusauum
®oHa Ne YTBEP>XOAHKO
OlNMNCb Ne PykoBoguTernb opraHusaumm
Aen BpemeHHbIx (cebiwe 10 neT)
CPOKOB XpaHeHus Moanuco Pacwundposka
nognucu
3a rog Hata
Ne  Hupexkc  3aroqmoBoxk  Kpaiinme Cpok KonunyectBo IIpumeyanue
n/m ngena aeJia AAThI XpaHeHusl JUCTOB
1 2 3 4 5 6 7
B gaHHbIN pa3gen onucn BHECEHO aen,

(umdbpamm n nponuceto)

c Ne no Ne , B TOM 4Yucne:
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nMTepHble HoMepa:

nponyLLeHHble HomMepa:

HanmeHoBaHue OOMKHOCTU
COCTaBUTENS ONUCKU MNoanucb Pacwundposka nognucu
HanmeHoBaHWe gomKHOCTU

pykoBoauUTENS apxuea (niua,

OTBETCTBEHHOrO 3a apXmB) Mognuceb Pacwndposka nognucu

COIMACOBAHO
MpoTokon L3K (3K) opraHusauum

oT Ne

dopmaTt A4 (210 x 297 Mm)

MpunoxeHne Ne 17
kK nn. 3.6, 4.19, 5.5 NMpasun

HavnmeHoBaHue opraHusauunm YTBEPXOAHRO

PykoBoauTenb opraHvMsauum

®doHg Ne Mognuck PacwundpoBka
nognucu
OlNMNCb Ne Hata

3NEKTPOHHbIX Aen, JOKYMEHTOB

NOCTOAHHOIO XpaHeHund

3a rog

Ne i/m Mnpexc nena3aronosok gena Kpaiinue nare1 O0bem, M0 Ilpumevanus

1 2 3 4 5 6
B paHHbIN pa3gen onvcy BHECEHO aen,
¢ Ne no Ne
(umdpamm n NponuUckHo) (umdpamu 1 nponnceto)
ob6bemom M6.

HanmeHoBaHne OOmKHOCTH

COCTaBUTENSA ONUCK Mognuck Pacwundgposka nognucu
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HanmeHoBaHne 4OMKHOCTU

pykoBoaWUTENS apxuea (nuiua,

OTBETCTBEHHOrO 3a apXmB) Mognuceb Pacwndposka nognucu
COIMACOBAHO YTBEPXJEHO

MpoTtokon LUK (3K) opraHusauuu MpoTtokon 3K apxmMBHOro ydpexaeHus
oT Ne oT Ne

dopmat A4 (210 x 297 mm)
MPUJTOXEHME K OMNMNCU Ne
SMNEKTPOHHbLIX Aen, AOKYMEHTOB NMOCTOSIHHOIO
XpaHeHus
3a rog
PeecTp OOKYMEHTOB (KOHTEMHEPOB 3MEKTPOHHBLIX AOKYMEHTOB) 3NEKTPOHHOIO
pena:*

Ne eq.xp. no onvcu MHpekc pena

3aronoBok gena

Jarta nokymenra Per. Ne nokymenta HanmenoBanmne nokymenta Oobem, Mo [lpumeuanus
1 2 3 4 5

HanmeHoBaHWe gomKHOCTU
COCTaBUTENS onucun Mopgnuck Pacwundposka nognucu

dopmaTt A4 (210 x 297 Mm)

* CocTaBnsieTcst Ha Kaxaoe ANEeKTPOHHOEe aeno.

MpunoxeHne Ne 18
kK nn. 3.6, 4.19, 5.5 MNMpasun

HaunmeHoBaHune opraHmsaumnm YTBEPXOAIO
PykoBoguTens opraHvsauum
doHa Ne Mognuck Pacwundposka
nognucu

OlNMNCb Ne Hata
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QNEKTPOHHbIX Aesl, AOKYMEHTOB BPEMEHHbIX

(cBbiwe 10 neT) CpoKOB XpaHeHWs

3a roa

Ne HNupexc 3aroJioBOK
n/n pgeia aesa

1 2 3

B gaHHbIN pa3gen onucn BHECEHO

c Ne

Kpaiinune Cpok

i
4

aTbl XpaHeHHs
5

Oo0beMm,
Mo
6

no Ne

IIpumeyanus
v

aen,

(umcbpamm 1 nponucbHo)

obbemom

(umdbpamm 1 NponucbHo)

M6.

HanmeHoBaHue OOmMKHOCTU

COCTaBUTENNA Oonnucun Mognucek

HavmeHoBaHne JOMKHOCTU
pyKkoBoauTeNs apxmea (nuua,
OTBETCTBEHHOIO 32 apXxumB)
COIMACOBAHO

MpoTokon LUK (3K) opraHusauum

oT Ne

Mopgnuck

dopmaTt A4 (210 x 297 Mm)

MPUNOXXEHWE K OINMNCIK Ne
SNEKTPOHHbIX OeNT BPEMEHHbIX
(cBbiwe 10 neT) CPOKOB XpaHeHMUs

3a rog

Pacwmndposka nognucu

PacwundpoBka nognucum

Peectp AOKYMEHTOB (KOHTEMHEPOB 3MEKTPOHHLIX JOKYMEHTOB) 3NEKTPOHHOIO

pena:*

Ne eq.xp. no onucu

MHpekc gena

3aronoBok gena

Jara noxymenra Per. Ne nokymenta Haumenosanue nokymenta Oobem, M6 Ilpumevyanus

3

1 2

5
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HanmeHoBaHWe JomKHOCTU
COCTaBUTENS Onncun Mopgnuck Pacwndposka nognucu

dopmat A4 (210 x 297 mm)

* CocTaBnsieTcst Ha Kaxgoe ANEeKTPOHHOEe Aaerno.

MpunoxeHune Ne 19
knn. 3.6, 3.11, 3.15 MNpasun

HanmeHoBaHue opraHmnsauunm
PEECTP OINMUCEN

Hauat

OKoHueH
®opmat A4 (210 x 297 mm)

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

n/ ¢gonxonuc ue HOCTOSIHH BPEMEHHO I10 ue BO BO HHE
n a U ONHCH 0ro ro AUYHO AAThl JIMCTOB B JK3eMILIsA
XpaHeHHs (CBBILIE My ONHMCH  POB ONHUCH

10 ner) cocraB
XpaHEHUS Y

12 3 4 5 6 7 8 9 10 11

Bcero XpaHUTCA B apxmnee onucen, U3 HUxX

(umdbpamm n nponncoio)

NOCTOAHHOIO XpaHeHus

(umdbpamu 1 nponucbHo)

BPEMEHHOro XpaHeHus (cebiwe 10 ner)

(umdbpamm n nponuceto)

no JIN4YHOMY COCTaBy

(umdbpamm 1 NponUcCLHO)

B TOM 4ucrie NocTynuno B rogy onucen

(undbpamm 1 nponnceto)

B TOM 4ucrie BbiObINo B rogy onucen

(umndbpamu 1 Nponucelo)

HanmeHoBaHuWe OOMKHOCTU paboTHMKA
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apxvBa opraHusaLmmn, COCTaBMBLLErO

peecTp onucen Moanuceb Pacwundpoeka
noanucu

HanmeHoBaHne 4OmMKHOCTU

pykoBoguTens apxuea (nuua,

OTBETCTBEHHOIO 3a apXmB) Mognuceb Pacwundposka
noanucu

JaTta

®opmat A4 (210 x 297 mm)

MpunoxeHne Ne 20
K 0. 3.15 Mpasun

YTBEP>XIOAHO YTBEPXIOAHO
PykoBoauTens opraHvsaumm PykoBoauTens opraHvsaumm
nepegaroLlen JOKYMEHTbI NPUHUMAOLLEN JOKYMEHTDI
Mognnce  PacwwudpoBka Moanuck Pacwundposka
nognucu nognucu
[ata MNevaTb Hata
Meyvatb
AKT
Ne

npnemMa-nepenayvn apxXxmBHbIX

[LOKYMEHTOB Ha XpaHeHne

(ocHOBaHWe nepeapayn)

(Ha3BaHme nepegasaemoro goHaa)

caoan,

(HasBaHWe opraHusaumm, nepeaatoLLen JOKYMEHTbI)

MPUHSI
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(Ha3BaHWe opraHusaummn NPUHUMaOLLEN JOKYMEHTbI)

OOKYMEHTbl Ha3BaHHOIo (pOHJJ,a n Hay‘-IHO-CHpaBO‘-IHbIVI annapart K HAM:

Ne Ha3Banue, HomMep KounyecTBO 3K3eMILISIPOB KounyectrBo en. Ilpumeyanus
n/m OnucH onucH Xp.

1 2 3 4 5

Ntoro npuHaTo en. xp.

Mepenayy npoussenu: MNpuem npounssenu:

HorxHocTe [Mognunck Pacwundgposka [domkHocTe [lognuncek PacwmndpoBka
nognucu nognucu
Hata Jata

doHay npucsoeH Ne

N3meHeHUs1 B y4eTHbIE JOKYMEHThLI BHECEHDI.
JJomkHoCTb MNognuck Pacwundposka nognucu
[ata

®opmat A4 (210 x 297 mm)

MpunoxeHne Ne 21
knn. 3.15, 4.11, 4.13 MNMpasun

HavnmeHoBaHue opraHusauum

AKT YTBEPXJAHO
Ne PykoBoguTernb opraHnsaumm
O BbIOENTEHUMN K YHUYTOXEHUIO Moanuco Pacwundposka
apPXUBHbIX LOKYMEHTOB, He NnoAanexatimx nognucu
XpaHEeHMo Hata

Ha ocHoBaHumn

(HasBaHWe U BbIXOAHbIE AaHHbIE NePeYHsi JOKYMEHTOB C yKa3aHUeM
CPOKOB UX XpaHeHwUs1)
0TOGPaHbl K YHUYTOXKEHNIO KaK He MMetoLme HayYHO-UCTOPUYECKO LEHHOCTU U

yTpaTtusLumne npaktn4eckoe 3HavyeHne JOKYMEHThI CbOH,El,a Ne

(Ha3BaHme doHaa)
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Ne n/m3arosnoBok gesa T'oabi Homep Homep KoimuectBo Cpoxu IMpumeyanue

(rpynmnosoii ONMUCH® ex.Xp. ed. Xp. XpaHEeHUs U
3aroJI0BOK no HOMepa
JOKYMEHTOB) OIHUCH crarTei mo
nepevyHIo
1 2 3 4 5 6 7 8
Wtoro eq. xp. 3a roabl.

(umdpamm 1 NponNUCLHO)

Onncn gen NocTosiHHOro XpaHeHnsa 3a

rogbl ytBepxaeHnol MK

(HaMMeHoBaHWE apXMBHOTO YYpEXAEHMS)

(npoTtokon oT Ne

HanmeHoBaHme OOMKHOCTU

pyKoBOAWUTENS apxuBa (nvua,
OTBETCTBEHHOIO 3a apXuB) Moanuck
COIMACOBAHO

MpoTtokon 3K (3K) opraHusauuu

oT Ne

ﬂ,OKyMeHTbI B KOJ1n4ecTBe

Pacwunposka nognucu

en. Xp.:

- Ha ByMaXHOM HocuTene BeCoM

Kr cOaHbl

Ha YHUYTOXEHUE;

- Ha SNNEKTPOHHOM HOCUTene caaHbl Ha YHUYTOXEeHNe

(cnocob yHMYTOXEHUS)
HavmeHoBaHue OOmMKHOCTM paboTHMKa,
COaBLUEro JOKYMEHTHI Moanuck
Hata
N3meHeHUs1 B y4eTHbIE JOKYMEHThLI BHECEHDI.

HanmeHoBaHWe JoMKHOCTM paboTHMKA

Pacwudposka nognucu


http://www.garant.ru/products/ipo/prime/doc/71083090/#21111

apxvBa, BHECLLETO N3MEHEHNSI
B y4eTHbl€ JOKYMEHTbI Mognuck Pacwundposka nognucu
Jata

dopmat A4 (210 x 297 mm)

* T'pn BblOENEHMM K YHUHTOXEHMIO OKYMEHTOB MpK NOArOTOBKE AN K nepedaye B
apxuvB opraHmsauuu, rpadbl 4, 5 He 3an0NHAKTCA.

MpunoxeHne Ne 22
K n. 3.15 MNpasun

HanmeHoBaHue opraHusauum

AKT YTBEP>XOAIO
Ne PykoBoauTenb opraHusaumm
0 HEeUCNpaBUMbIX MOBPEXAEHNAX Moanuce  Pacwudposka
ApPXUBHbIX JOKYMEHTOB nognucu
Jata
®oHa Ne

(HasBaHue dhoHaa)

B doHae obHapyeHbl 4OKYMEHTbI, MPU3HaAHHbIE HEUCMPABUMO MOBPEXAEHHBIMU:

Ne n/mOmuce Ex. 3arosnosok Kpaiinne KouanuecTBo CymHocTb 1
Ne Xp. TOBPEKAEHHBIX €. IaThl JHUCTOB (00beM, TPUYMHBI
Ne  xp. Mo) MOBPEKIACHUS
1 2 3 4 5 6 7

NToro o6HapyxeHo HemcnpaBuMO NOBPEXAEHHbIX

eq. xp.

(umdbpamu n nponucoto)

I'IepeqmcneHHble efn. Xp. noanexar cnucaHuio BB1AY:

HanmeHoBaHue oOmKHOCTU
pykoBoguTens apxuea (nuua,

OTBETCTBEHHOIO 32 apXxumB) Mognnce  Pacwwudposka nognmcu
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COIMACOBAHO COIMACOBAHO*
MpoTokon LIQK (3K) opraHmsauum MpoTokon 3K apxXMBHOrO yyYpexaeHns

oT Ne oT Ne

M3meHeHWs1 B y4eTHbIE OOKYMEHTbI apXnBa BHECEHDI.

HanmeHoBaHue gomkHOCTN paboTHMKA,

BHECLLErO U3MEHEHNS B y4eTHbIe OKYyMeHThl [Mognuch  PacwmdpoBka nognucu
Jata

dopmat A4 (210 x 297 mm)

* [Ins JOKYMEHTOB, BKMOYEHHbIX B cocTaB ApxuBHoro ¢oHaa Poccuiickon
degepaunn

MpunoxeHne Ne 23
knn.4.11, 4.31 MNMpasun

HavnmeHoBaHue opraHusauunm

HanmeHoBaHWe CTpyKTYpHOro

noapasgenexHuns
OlMUCb Ne

aen

Ne  HMugexc  3aronosoxk  Kpaitnme  Cpok KonnuyectBo IIpumeyanue
n/n gena aena AAaThI XpaHeHUs1®  JIMCTOB

1 2 3 4 ) 6 7

HasBanue pasnena

B OaHHY0 ONncCb BHECEHO aen

(umdbpamm 1 NponNUCLHO)

¢ Ne no Ne , B TOM vYucne:

JINTEPHbIE HOMEpa:

nponyweHHble HoOMepa:

HanmeHoBaHue OOmKHOCTU
pyKOBOOUTENS CTPYKTYPHOIO

nogpasgeneHnst Mopnuck Pacwundposka nognucum
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[ata

COI'MACOBAHO COIMACOBAHO**
HanmeHoBaHne gOmMKHOCTH MpoTtokon 3K cTpykTypHOro
pykoBoauTens cnyx6bl AOY nogpasgeneHus
Mognnce  PacwudpoBka oT Ne
Mopnucn
Jata
Mepepan aen

(umdbpamm 1 NponUCbHO)

" PErMcTPaLMOHHO-KOHTPOSIbHBIX KAPTOTEK K JOKYMEHTaM.

(umdbpamm 1 nponucelo)
HavmeHoBaHWe JOMKHOCTM paboTHMKa
CTPYKTYPHOro nogpasgeneHus Moanuck Pacwudposka nognucu

MpuHan aen

(umcbpamu n nponmcelo)

n perncTpauMoOHHO-KOHTPOJIbHbIX

(umdpamm n NponuceHo)
KapTOTeK K AOKYMeHTaM.
HanmeHoBaHue OOMKHOCTU
paboTHMKa apxmBa Mognuck Pacwundposka nognucu
[ata

dopmaTt A4 (210 x297 mm)

* [pada onyckaeTcd B onucu aen noctossHHOTO CpoKa XpaHeHwus:.
** Mpw Hannunm 3K CTPYKTYpHOro noapasneneHunst

MpunoxeHne Ne 24
knn.4.11, 4.31 MNpasun

HavnmeHoBaHue opraHusauum

®oHa Ne
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OlMNCb Ne
3NEKTPOHHbIX Aen, AOKYMEHTOB

Ne ni/m Unpexc nena3aronosok gena Kpaiinue narei™ O6bem, M0 Ilpumeuanns
1 2 3 4 5 6
HaumenoBanue paznena

B gaHHbIN pa3gen onucn BHECEHO gen,

(umcbpamm 1 nponucbHo)

c Ne no Ne

obbemom Mo.

HanmeHoBaHue OOmMKHOCTU

PYKOBOAUTENS CTPYKTYPHOMO

noapasneneHus Mognuck Pacwunposka nognucu
[ata
COIMACOBAHO COIMACOBAHO**
HavnmeHoBaHWe [OmMKHOCTM MpoTtokon 3K cTpykTypHOro
pykoBoauTens cnyx6bl JOY nogpasgeneHns
Mognnce  PacwudpoBka oT Ne
Mopnucn
[ata
Mepepan aen

(umdbpamm n Nnponmceto)

" PErncTpauUmMoOHHO-KOHTPOSIbHBIX KaPTOTEK K JOKYMEHTaMm,

(umdpamm 1 NponuckHo)

obbemMom MO.

HavmeHoBaHWe fOmKHOCTM paboTHUKa
CTPYKTYPHOIo nogpasaeneHus Mognuce  Pacwudposka nognucu

MpuHan aen

(umdpamm 1 NponuceHo)

n perncTpauMoOHHO-KOHTPOJIbHbIX
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(umdpamu 1 Nponucelo)

KapTOTEK K JOKYyMeHTaM, 06 beMOM M6.

HanmeHoBaHue OOMKHOCTU
paboTHMKa apxvBa Mognuck Pacwundposka nognucu
JaTta

dopmat A4 (210 x 297 mm)
MNPUNOXXEHWE K OMNMNCK Ne

ANEKTPOHHbIX Ael, AOKYMEHTOB

PeecTp 4OKYMEHTOB (KOHTEMHEPOB 3MEKTPOHHbBIX OOKYMEHTOB) 3NEKTPOHHOIo
agena:*

Ne ef.xp. no onucu WHpekc pena

3aronoBok gena

Jara noxymenrta Per. Ne nokymenta Haumenosanue nokymenta Oobem, M6 Ilpumevyanus
1 2 3 4 5

HanmeHoBaHue OOMKHOCTU
cocTaBuUTENS Onucu Moanuck Pacwundposka nognucu
®opmat A4 (210 x 297 mm)

CocTaBnseTcs Ha KaXaoe 3NekTpoHHoe Aeno.

* [padha onyckaeTcst B onMcy Aen NOCTOAHHOIO CPpOoKa XpaHeHMs.
** Mpw Hannunm 3K CTPYKTYpHOro noapasneneHunst

MpunoxeHne Ne 25
K 0. 4.18 Mpasun

HavnmeHoBaHue opraHusauum

HOMEHKNATYPA OEN YTBEP>XXOARKO
PykoBoauTene opraHu3aumm
Mognuck Pacwmdposka

Ha rog nognucum
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[ata

Nupexc 3aroJjioBoK KosmmyectBo  Cpok xpaHeHnusi U1 Ne cTaTbH 110
aena aena aes NepeYvHIo
1 2 3 4

HazBanmne pasaciia

HanmeHoBaHne 4OmMKHOCTU

pykoBoauTens cnyxosl JOY

opraHusaumm Mognuck Pacwudposka nognucu
Bu3sa pykoBoautensa apxuea

(nMua, oTBETCTBEHHOMO 32 apXuB)

COI'MACOBAHO COINMACOBAHO
MpoTtokon LUK (3K) MpoTtokon 3K apxmMBHOro y4pexaeHns
oT Ne oT No
NToroBasi 3anmck 0 KaTeropusix U KONM4YecTBe Aen, 3aBeeHHbIX B roay

B OpraHmnsauun

ITo cpokam xpaHeHus Bcero B Tom uncie:

nepexoaumx ¢ ormerkoit "IIIK"
1 2 3 4
ITocTostHHOTO

Bpemennoro (cbie 10 ner)
Bpemennoro (10 10 €T BKIIOUUTENIBHO)
HUTOI'O:

HanmeHoBaHue OOMKHOCTU

pykoBoauTens cnyxosl J0OY Mognuck Pacwunposka nognucu
[ata
WNToroBble cBegeHVs nepeaaHbl B apXuB.
HaumeHoBaHne JOmMKHOCTU Nyua
nepenasLLEro cBeeHus Mognuck Pacwundposka nognucu
[ata

dopmaTt A4 (210 x 297 Mm)

MpunoxeHne Ne 26
K n.4.18 Mpasun

HavnmeHoBaHue opraHusauum

Mpumeyanue

5
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HavmeHoBaHMe CTpyKTypHOro

nogpasgeneHus
HOMEHKNATYPA OEN
Ha rog*

HNupgexce  3aroaoBoxk  KoJgumyecTBOo TOMOB
aena aeaa (uacrei)
1 2 3

HazBanmne pasaciia

HanmeHoBaHue OOMKHOCTU

PYKOBOAUTENS CTPYKTYPHOrO

Cpoxk xpanenust u Ne crarbu I[lpumeuyanne
110 NepPeYHIo

5

nogpasneneHus Mognucek Pacwundposka nognucu

[ata

COIMACOBAHO**
MpoTokon 3K cTpyKTypHOro
noapasfeneHns

oT Ne

dopmaTt A4 (210 x 297 Mm)

*K HOMEHKIaType aen CTpykTypHoOro nogpasaeneHnd no OKOH4YaHUK1 KaneHgapHoro

roga CoCTaBMSIETCA UTOroBasi 3anuch Mo hopMe, yKa3aHHOW B MpuUnioxeHun 25, u

AenaeTcsi oTMETKa O nepegave UTOroBbIX cBeaeHun B cnyxby JOY opraHusaumm.

** MNpu Hannuum 3K CTPYKTYpHOro noapasneneHus.

MpunoxeHne Ne 27
K nn. 4.19, 4.21 MNMpasun

BHYTPEHHAA OMNNCb

AOKymeHTOB aerna Ne

Ne n/m

Perucrpanuonnsr Jlara

3arosnosok Homep IIpumeuanun

# HHIEKC JAOKYMEHT JOKYMEHT a e

JAOKYMEHTa a a JICTOB
aena

2 3 4 5 6


http://www.garant.ru/products/ipo/prime/doc/71083090/#26111
http://www.garant.ru/products/ipo/prime/doc/71083090/#26222
http://www.garant.ru/products/ipo/prime/doc/71083090/#10250
http://www.garant.ru/products/ipo/prime/doc/71083090/#10419
http://www.garant.ru/products/ipo/prime/doc/71083090/#10421

UTtoro OOKYMEHTOB.

(umdpamu 1 Nponnceto)

KonnyecTtso NMCTOB BHYTPEHHEN OnunUcu

(umdbpamm n nponuceto)
HanmeHoBaHne O4OMKHOCTU NnLa,
COCTaBUBLLENO BHYTPEHHIOK OMUCH
AOKyMEHTOB Aena Mopgnuck Pacwndposka nognucu
JaTta
®opmat A4 (210 x 297 mm)

MpunoxeHne Ne 28
K nn. 4.19, 4.24 MNMpasun

(HanmeHoBaHWe rocygapCTBEHHOMO (MyHUUMNANbHOro) apxmea)

(HaMmeHoBaHMe opraHusaumm)

(HaMmMeHoBaHWe CTPYKTYPHOro NnoapasaeneHmns)

OENO Ne TOM Ne

(3aronoBok gena)

(kpariHne gathbl)

Ha nicTax

XpaHntb



http://www.garant.ru/products/ipo/prime/doc/71083090/#10419
http://www.garant.ru/products/ipo/prime/doc/71083090/#10424

dopmat A4 (210 x 297 mm)

MpunoxeHune Ne 29
K n.5.12 Mpasun

HanmeHoBaHWe opraHnsauumn
CnpaBoyHble faHHble 06 opraHnsaumm Appecart
(nouToBbIN agpec, TenedoH,
TenedgoH/dakc)

APXNBHAA CIMNPABKA

Ne
(nata)
Ha Ne oT
Tekct
OcHoBaHue:

[omKHOCTbL pyKOBOAUTENS OpraHm3aunm
(M MHOrO YNOMHOMOYEHHOrO MM NKLa) Moanuce  PacluundpoBka nognvcu
MevaTb
damunusa ucnonHuTens
Homep TenedoHa
®opmat A4 (210 x 297 mm)

MpunoxeHne Ne 30
K n. 6.8 Npaeun

YTBEPXOAIO YTBEPXOAIO

(HaI/IMeHOBaHI/Ie OOJDKHOCTU pyKOBOOUTENA (HaI/IMeHOBaHI/Ie OOJDKHOCTU pyKoBOOUTENA



http://www.garant.ru/products/ipo/prime/doc/71083090/#10512
http://www.garant.ru/products/ipo/prime/doc/71083090/#1068

OopraHusauuu nepegaroLlen JOKYMEHTbI) OpraHu3auumn NpUHUMatoLLLEN JOKYMEHTbI)
Mognuce  Pacwwudposka nognucn  Nognuck Pacwundposka nognucu
Jata MNevaTb Hata MevaTb
AKT

Ne

npuemMa-nepenadm apxXmBHbIX

OOKYMEHTOB Ha XpaHeHune

(ocHOBaHWe nepepayn)

(Ha3BaHMe nepegasaemoro goHaa)

coan,

(HanmeHoBaHWe opraHu3aumm, nepegaroLlen JOKYMEHTbI)

(HaMmeHoBaHWe opraHu3aumm, NPUHUMALLENA JOKYMEHTI)
NPUHMMAaET Ha rocyAapCTBEHHOE XPaHEHME JOKYMEHThI U CTPaxoBble KonMuM 3a__

(rogbl)

W CNpaBOYHbIA annapaT K HUM:
Ne  Haszsanue, Homep KoumnuecTBo 3k3eMiuisspoB KosinuecTBo exuHuI Mpumeyanue
n/m  OmUCH ONHUCH XpaHeHUd
1 2 3 4 6#
UToro npunaro en. Xp.

(umdpamm 1 Nponncelo)
Mepenavy npoussenu: Mpuem nponseenu:
HomkHocTe [lMognuch Pacwwndpoeka [HomkHocTb [Mognmch  Pacwmdposka
noanucu nognucu
Hata Jata

®doHAOy NPUCBOEH HOMEpP




M3meHeHns1 B y4eTHbIE AOKYMEHTbI BHECEHDI
J[omkHoCTb Mopgnuck Pacwundposka nognucum
Jata

dopmat A4 (210 x 297 mm)



