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NMPABUNA OPITAHU3ALNN XPAHEHUA, KOMIMNJIEKTOBAHUA, YHETA U
UCMOJNIb30BAHUSA OOKYMEHTOB APXUBHOIO ®OHAA POCCUUCKOM
OEANEPALUN U OPYTUX APXUBHbBIX JOKYMEHTOB B OPIF'AHAX
rocyagAPCTBEHHOW BNTACTU, OPTAHAX MECTHOIO
CAMOYNPABJIEHUA U OPTAHUSALIUAX

I. OBLLMUE NOJNTOXEHUA
1.1. Hacrosiume [lpaBuna opraHMsauum XpaHeHWsl, KOMMNIEKTOBaHUs, Yy4yeTa MU

ncnonb3oBaHNa OOKYMeHTOB ApxmBHOro dooHaa Poccuickon ®epepaumm u apyrux apxmBHbIX
OOKYMEHTOB B oOpraHax rocyJapCTBEHHOW BMacTW, opraHax MeCTHOro camMoyrpaBneHus u
opraHusauusax (ganee - Hactoswwme lNMpasuna) paspaboTaHbl B cooTBeTCTBUM C PeaepanbHbiM
3aKoHOM OT 22 okTabpa 2004 r. N 125-03 "O6 apxueHom gene B Poccuiickon depepauyumn”
(Cobpanwne 3akoHogaTenbcTBa Poccuinckon degepauumn, 2004, N 43, c1. 4169; 2006, N 50, cT.
5280; 2007, N 49, ct1. 6079; 2008, N 20, cT1. 2253; 2010, N 19, cT. 2291; N 31, cT1. 4196; 2013, N
7, ct. 611; 2014, N 40 (4. Il), c1. 5320), noctraHoBneHnem [lpaButenncrea Poccuickomn
degepauum ot 15 moHa 2009 r. N 477 "O6 ytBepxaeHuu [Npasun Oenonpons3BoAcTBa B
denepanbHbiX opraHax ncnonHuTensHon eBrnactn" (CobpaHue 3akoHogatenbcTBa Poccumnckon
degepauumn, 2009, N 25, ct. 3060); npukazom MuHUCTEPCTBa KynbTypbl M MacCOBbIX
KomMyHukaumn Poccunckon ®egepaumm ot 18 ausapsa 2007 r. N 19 "O6 ytBepxaeHum MNpasun
opraHMsaumm XpaHeHusi, KOMMMEeKTOBaHUsA, yyeTa M UCNONb30BaHUS OOKYMEHTOB ApPXMBHOro
doHaa Poccunckon defepaumm U OpYrnx apxvBHbLIX [OKYMEHTOB B OCYAapCTBEHHbIX U
MyHUUMNAnNbHbIX apxmBax, My3esx n 6ubnuoTekax, opraHmsauunsax Poccuiickon akagemmm Hayk"
(nanee - TlpaBuna xpaHeHus) (3apernctpmpoBaH MwuHiocTom Poccum 6 mapta 2007 r.,
pernctpaumMoHHblin Homep 9059, "BlonneTteHb HOPMATUBHBLIX aKTOB efeparibHbIX OpraHoB
ncnonHutensHon Bnactun ot 14 maa 2007 r. N 20"), ¢ U3MEHEHUAMN, BHECEHHLIMU MPUKA30OM
MuHucTEepCTBa KyrnbTypbl U MaccoBblX KOMMYHUKauui Poccuiickon ®eaepaumm ot 16 despans
2009 r. N 68 (3apeructpmpoBaH MuHioctom Poccum 5 masa 2009 r., permctpaunoHHbIN HoMep
13893, "Poccuinckas raseta" ot 20 mas 2009 r. N 89), npukasom MuHkynbTypbl Poccumn ot 10
ceHTabpa 2007 r. N 1273 "O6 yTtBepxaeHMn OpM YYeTHbIX M WUHbIX AOKYMEHTOB MO
opraHmM3aumMm XpaHeHusi, KOMMMEeKTOBaHUSA, y4yeTa M UCNONb30BaHUS OOKYMEHTOB APXMBHOrO
doHaa Poccunckon defepaumm U OpYrnx apxvBHbLIX [OKYMEHTOB B FOCYAapCTBEHHbIX U

MYHULMNANbHbIX apXxmMBax, My3esix n 6ubnmortekax, opraHmsaumnsax Poccuinckon akagemmm Hayk"



(3apernctpupoBaH MuHioctom Poccum 9 oktabpsa 2007 r., perMctpaumoHHbii Homep 10291,
"BlonneTeHb HOPMAaTMBHbLIX akToB dhefdepanbHbiX OPraHoB MCMOMHUTESNbHOW Bractm oOT 5
Hos6pst 2007 r. N 45").

1.2. JenctBue HacToAwmx [MpaBun He pacnpocTpaHAeTCs Ha opraHmsauuio XpaHeHus,
KOMMNIIEKTOBaHNA, y4yeTa M MUCMNONb3oBaHUS [OKYMeHToB ApxuBHoro ¢oHaa Poccuinckon
degepauum M Opyrux apxumBHbIX [OOKYMEHTOB, cOAepXalux CBefeHus, CocTaBnswoLline
rocyfapCTBEHHYIO TalrHy.

1.3. TocygapcTBeHHble OpraHbl, OpraHbl MecTHOro camoynpaBfeHus MyHULMNansLHOro
parioHa, rOpOACKOro OKpyra M BHYTPUrOPOACKOro panoHa 06a3aHbl co3aaBaTb apxvBbl B LIENSIX
XpaHeHUs, KOMMMEKTOBaHUsA, ydyeTa M WUCMNonb3oBaHuA obpasoBaBLMXCA B npouecce uxX
OeATeNbHOCTU apXMBHbIX JOKYMEHTOB.

1.4. OpraHusauun BrnpaBe cO34aBaTb apXvMBbl B LENAX XpaHeHusi obpas3oBaBLUMXCS B
npouecce WX OEATENbHOCTU apXMBHbIX AOKYMEHTOB, B TOM 4UCMe B LENAX XpaHeHus u
MCMNONb30BaHUS  apXMBHbIX [JOKYMEHTOB, HE OTHOCALMUXCA K T[OCYAapCTBEHHOW WNnn
MYHULIMNanbLHON cobeTBeHHOCTH' .

1.5. 3agaun u dyHKuMM apxmBa (LEHTpanbHOMO apxvBa) rocy4apCTBEHHOro opraHa,
opraHa MEeCTHOrO camoynpaBsfeHusi, OpraHusaumMm - UCTOMHMKA  KOMMSIEKTOBAHMUS
rocyfapCTBEHHOro, MYHULMMNANbHOMO apxvBa OMpedenstoTcs MOMoXeHueM, yTBepXdaemblM

pykoBoguTenem opraHm3auunn.

Il. OPFAHU3ALNA XPAHEHUA OOKYMEHTOB APXUBHOIO ®OHOA
POCCUNCKON ®EQEPALUN U OPYINX APXUBHbIX JOKYMEHTOB B
OPIrAHU3ALINU
2.1. [okymeHTbl, obpasyllmecs B [EATENbHOCTM OpraHu3auun, COCTaBMSAOT

OOKYMeHTanbHbIA oHA.

2.2. Co3pgaHue [OOKYMeHTanbHOro (poHAa opraHuM3auum OCyLLeCTBRsieTCa nyTem
COCTaBIMEHUA HOMeEHKNaTypbl Aen, dopmmpoBaHMs u odopMreHMsa [[en Ha OCHOBe
HOPMaTMBHbIX MNPaBOBbIX akToB Poccuickon Pepepaunn, nNepeyHen TUMOBLIX APXMBHbIX
OOKYMEHTOB C yKazaHMeM CPOKOB WX XPaHEHUS, YTBEPXKOAEMbIX B COOTBETCTBUM C MYHKTOM 3
ctatbn 6 depepanbHOro 3akoHa OT 22 okTabpsa 2004 r. N 125-d3 "O6 apxvBHOM fgene B
Poccuitckon ®egepauun”, n nepeyHen JOKYMEHTOB, 0bpasyoLmMxca B npouecce AesATENbHOCTH
denepanbHbiX OPraHoB roCyfapCTBEHHOW BNacTW, WHbIX FOCY4apCTBEHHbLIX OpraHoB
Poccuitickon degepauun, a Tawkke B Mpouecce AeATENbHOCTU MNOABELOMCTBEHHbLIX UM
opraHusauum, ¢ ykasaHnem CpOKOB XpaHEHMS.

2.3. Yactb [pokymeHTanbHoro poHaa, BKMOYawoLWasi AOKyMeHTbl ApxuBHoro doHaa

Poccuiickon depepauun, LOKYMEHTbI MO JIMYHOMY COCTaBY W JOKYMEHTbI BPEMEHHbIX (CBbILLE

'YacTb 2 ctatbn 13 deaeparnbHoro 3akoHa oT 22 oktabps 2004 r. N 125-03 "O6 apxmBHOM
pene B Poccunckon degepauun”.



10 neT) CPOKOB XpaHEHWs!, BKIIOYEHHbIE B Y4EeTHble JOKYMEHTbl apxmBa, COCTaBnseT apXMBHbIN
doHA opraHM3aunn, KOTOPbLIN NOANEXUT XPaHEHUIO B apX1MBe opraHusauuu.

[okymeHTbl BpeMeHHbIX (40 10 neT BKIHYUTENbHO) CPOKOB XPaHEHWS XPaHATCA B
CTPYKTYPHbIX MoApasfenieHnsix opraHn3auum n no UCTEYEHUM CPOKOB UX XpaHeHus noanexart
YHUYTOXEHWIO B NOPSIAiKe, YCTAaHOBMNEHHOM B NyHKTax 4.6 - 4.13 HacToswwmx Npasun.

2.4. Bngamu apxuBHbIX (pOHO0B OpraHMsaunm aBnsoTCA:

e apXUBHbIN YOHL OpraHu3auuun, COCTOALWMNA U3 OOKYMEHTOB ApxvMBHOro ¢oHaa
Poccuinckon ®epepaunn n opyrux apxmBHbIX JOKYMEHTOB;

o 0ObEOUHEHHbIN apxuBHbIN OHA, COCTOAWMN M3 obpasoBaBLUMXCHA B npouecce
aeaTtenbHOCTU OBYX wunu 0onee opraHusaumin OKYMEHTOB ApxuBHOro cdoHaa
Poccuinckon degepaumm m Opyrux apxvmBHbIX OOKYMEHTOB, UMEKLLMX Mexay
cobon nctopmyeckn n/mnm norndyeckn obycrnoBreHHbIE CBA3MN;

e apxvMBHaAsA KOMMeKUMs,, CcocTosilass W3 OTAEeNbHbIX apXMBHbLIX [OOKYMEHTOB
pPasnMYHOro MNPOUCXOXAEHUS, OObeOUHEHHbIX MO OAHOMY WM  HECKOMbKUM
npu3Hakam (TeMaTu4eckomMy, aBTOPCKOMY, BUAOBOMY, OO HEKTHOMY).

2.5. ApxuBHOMYy (OHOY oOpraHusaumm npucBamBalOTCA HasBaHMEe, COOTBETCTBYIOLLEe
HaMMEHOBaHUIO OpraHM3auuuM, M HoMep B nopsake, ornpefaeneHHOM MyHKTOM 3.8 HacTosLmMX
MpaBun.

2.6. ApXuBHbI€ JOKYMEHTbI OpraHn3aumm COCTaBnNAT OANH (€ANHbIN) apXMBHbIA OOHA;

e [0 ¥ MNocre peopraHuMsaumm, a Takke WU3MEHEHUs CTPYKTypbl, LUTATOB, ecnu
yKa3aHHble MepOonpuaTUS He NOBMNEKNM 3a cobon U3MEHeHWs Lenen n npeamerta
AesATenbHOCTN OpraHn3aunu;

e /10 1 Nocre U3MEHEeHNs1 TeppuTopuarbHbIX FpaHuL, 4eAaTenbHOCTU opraHm3auuu;

e B Crfy4yae CMeHbl ydpeanTens.

B cny4yae msameHeHus COBCTBEHHMKA WMMYyLLECTBA OpraHu3auum apxuBHble OOKYMEHTbI
opraHmsaumm JOSKHbI BKITHOYATbCA B pa3Hble apXmBHbIe POHAbI.

2.7. B cnyyae peopraHusauumn opraHmsaumm ¢ nepegaden oyHKLMIA BHOBb CO30aHHOM Un
WHOW opraHu3auun Bce apxvMBHble OOKYMEHTbl MepearTcsl opraHusauun-npaBonpeemMHuKy 1
BKMIOYAKOTCA B apXMBHbIN OOHA NocnegHen.

[JOKyMeHTbl  MOCTOSIHHOrO  XpaHeHUs U OOKYMEHTbl N0  JIMYHOMY  COCTaBy
NUKBUONPOBAHHLIX OpraHuM3auMin OO0SMKHbl nepefaBaTbCAd B YNOPSAOYEHHOM COCTOSIHUM Ha
XpaHeHne B COOTBETCTBYIOLLMI rOCYAAPCTBEHHbIN (MYHULMNANBHBIN) apXuUB.

2.8. XpOHOMOrMYECKMM rPaHNLIaMM apXVUBHOTO DOHAA ABMSIOTCA:

e [Onsd apxvBHOro oHOa opraHu3auum - YCTaHaBfMBaeMble Ha OCHOBe
HOPMAaTMBHbIX aKTOB AaTbl CO34aHUA M NUKBMZauum opraHusaumu. MNMpu Hanuyumm
HECKONbKMX aKkToB 06 0OpasoBaHuM OpraHu3auuu npuvHMMaeTcs gata Hauvbonee

paHHero n3 HuX;

’MoanyHKT 2.8.6 nyHKTa 2.8 MpaBun xpaHeHus.



e Onsi 00beamMHEHHOro apxmeHoOro hoHLa opraHu3auumn - gatbl co3gaHusa Hambonee
paHHern n nukBMgauuMm Haubonee no3gHENM MNO BPEMEHN OeATENbHOCTU
opraHusaumm, OKYMEHTbl KOTOPOW BOLWIMW B COCTaB 0O6begMHEHHOro apXMBHOMO
oHAaa;

e NS apXMBHOW KOMMEKUUN - 4aTbl CAMOro paHHEero n camoro no3gHero AoOKyMeHTa.

2.9. ApxuBHble OOKYMEHTbl OOSMKHbI XPAHUTbCS B CUCTEMATM3MPOBAHHOM MOpsigke B
npegenax apxusHoro doHga. EguHmuen cuctematmsaumm OOKYMEHTOB apxuMBHOro ¢oHaa B
apxvBe oOpraHu3auum SBnsSeTCs COBOKYMHOCTb apPXMBHbLIX [OKYMEHTOB WMAW OTAENbHbIN
OOKYMEHT, OTHOCSALUMECS K OAHOMY BOMPOCY AEATENbHOCTU OpraHu3auuu (ganee - egvHuua
XpaHeHus).

2.10. EguHuubl XpaHeHust OOMKHbl OblTb CUCTEMaTU3NPOBaHbI, BHECEHbI B OMUCU W
odopMneHbl B nopsiake, obecrneymBarolleM Y4veT, MOUCK W  MCMONb30BaHME apXUBHbIX
OOKYMEHTOB.

2.11. EQUHULbLI XpaHEeHMs apXMBHOIMo (OOHO4A CUCTEMATU3MPYIOTCA B COOTBETCTBUM CO
cnegylowmMm Npu3Hakamu:

e CTPYKTYpPHbIn  (NMPUHAANEXHOCTb  €AMHWL  XpaHeHuUst K CTPYKTYPHbIM
noapasaeneHusamM opraHmsanmmn);

e XpoHoOmnormyeckuri (No nepuvogam unM gatam, K KOTOPbIM OTHOCATCA eAMHMLbI
XpaHeHus);

e  (PYHKUMOHAmNbHbIN, OTPacneBon, TeMaTU4ECKUN, NPEAMETHO-BOMPOCHbLIN (C y4eTOM
OYHKLUMIA OpraHuM3aumMm, TEM WK BOMPOCOB, KOTOPbIX KacaeTcsl coaepaHue
€OVHWUL, XpaHEeHUs);

e HOMMHarmbHbLIN (MO OEenonpOM3BOLACTBEHHOW (hbopme - BUOaM U pasHOBUOHOCTAM
OOKYMEHTOB);

e KOppecnoHOeHTCkmn (No opraHusauusiM, B pesynbTaTe MepPenuckm C KOTopbIMU
o6pa3oBanvcb eauUHNLbI XpaHeHNS);

e reorpacmyeckmi (B COOTBETCTBMM C  OMNpederieHHbIMU  TEPPUTOPUSAMU,
HaceneHHbIMM NyHKTaMn U ApyruMmn reorpadmnyeckumm obbektammn, ¢ KOTOpPbIMU
CBSI3aHO COAepXXaHne JOKYMEHTOB, aBTOPbI, KOPPECNOHAEHTbI);

e aBTOPCKMM (MO Ha3BaHWSAM OpraHusaumMi unu hammnusam rpaxnaH, siBrsLWMXCS
aBTOpaMu LOKYMEHTOB).

2.12. [JokymeHThl, Bowedwmne B OObeAMHEHHbI apXuBHbIA (OOHA, pacnonarakTcd Mo
3HaunmocTn poHgoobpasoBaTenen, NO XPOHOMOIMN CO34aHMs LOKYMEHTOB, MO andasuty
Ha3BaHWA K OpyruMm npu3Hakam. B npegenax kaxgoro ¢poHaa, sowenwero B 06beanHeHHbIN
apXxmMBHbIA QOHA, MPUMEHSAOTCA NPUHLMNBI CUCTEMaTU3auuKn, BblIGOp KOTOPbLIX onpeaensieTcs
XapaKTepoM OeATEeNbHOCTM KOHKPETHbLIX OpraHn3auunin, cCocTaBoM U 06beMOM JOKYMEHTOB.

2.13. Cucrtematmsaums OOKYMEHTOB apXMBHOW KOMMEKUun onpegensercd TeMaTukon u

COCTaBOM JOKYMEHTOB.



2.14. CoxpaHHOCTb OOKYMEHTOB B apxuBe opraHu3aumm obecrneymBaeTcsi KOMMIIEKCOM
MEepPONpUATAA MO CO3LAHWI0 HOPMATUBHBLIX YCNOBWIA, COGMIOAEHMIO HOPMATUBHbBIX PEXMMOB U
Hagnexawien opraHuM3auum XpaHeHUs AOKYMEHTOB, MCKIOYalLWMX XULWEHWe u yTpaty u
obecneynBaloLWMX NogaepxaHme B HOpManbHOM PU3NYECKOM COCTOSIHUN.

B komnnekc pabot no obecneyeHuto COXPaHHOCTM AOKYMEHTOB apXuBa OpraHm3auum
BKITHOHAOTCA:

e rpefocTaBneHve NoOMeLLEHNS NS pa3MeLLEHNA apXMBHbIX JOKYMEHTOB;

e obecneyeHne HOPMATUBHbBIX YCNOBUN XPaHEHUSI OKYMEHTOB;

e BbINOMHEHUe TpeboBaHW K pasMeLLLeHNI0 JOKYMEHTOB B apXMBOXPaHUINLLE;
e rpoBepKa HanMyns n COCTOAHUS JOKYMEHTOB.

2.15. ObecneyeHne HOpMaTUBHBIX YCNIOBUIN XPaHEHUSI JOKYMEHTOB BKIHOYAET:

e OCHalleHWe apxXMBOXpaHUnUL, creunanbHbiM 0OOpyAoBaHWEM [ONS XpaHeHUs
OOKYMEHTOB;

e 00opyaoBaHMe MOMELLEHMA apXxuBa OpraHM3auum CpefcTBamMu MOXapOTYLUEHUS,
OXPaHHOW 1 MOXapHOW cUurHanuaawumen;

e cobniogeHne NpoTUBOMNOXAPHOIO PEXNMA;

e cobniogeHne OXpaHHOro pexnma;

e CO3[aHMe HOpPMAaTMBHbIX TemnepaTypHO-BNaXXHOCTHOrO, CBETOBOIO PEXUMOB,
nposefeHne CaHNUTapHO-TMIIMEHNYECKNX MEPONPUATUN.

2.16. ApxuB oOpraHuszauum pasMellaeTcsas B CneuuanbHO  MNOCTPOEHHbLIX WK
NPUCNOCOBNEHHbIX ANA XpaHeHUs AOOKYMEHTOB 34aHuAX WM B OTAENbHbIX MOMELeHUsIX
30aHus.

B apxuBe opraHnsaumm gOmkHbl 6bITb NPegyCMOTPEHbI:

®  apXMBOXPaHWUNWULLE;

e roMeLlleHune Ang npuema, BPEMEHHOIO XpaHeHUs1 JOKYMEHTOB;

e roMeLlleHne Ons UCNOMb30BaHMA AOKYMEHTOB (YMTanbHbIA 3an, y4acToK Bblaayn
AOKYMEHTOB U MH(POPMaLMOHHO-NOUCKOBLIX CPeacTB);

e paboyne KOMHaTbl COTPYAHWKOB apxmBa OpraHusauuu, KoTopble OOSMKHbI ObiTb
N30MNMpoBaHbl OT NOMELLIEHUI, TAe XPaHATCH apXUBHbIE JOKYMEHTHI.

He ponyckaeTcs pasmMelleHWe apxuBa oOpraHusaumM B MoABasibHbIX W YepAaydHblX
NOMeLLEHUAX.

2.17. ApxuBoxpaHunuiie OOSMKHO ObiTb yaaneHo oT nabopaTopHbIX, MPOM3BOLACTBEHHbIX,
ObITOBbIX MOMELWEHUN U He WUMeTb ObWWMX C  HUMM  BEHTUNSAUMOHHBLIX  KaHamnos.
ApxvBOXpaHUNuLie OTAensieTca OT COoCeOHUX MOMELLEeHU HecropaeMbiMy CTeHaMu U
nepekpbITUAMU C NpeaenamMmm orHECTOMKOCTM HE MeHee OBYX 4YacoB. B apxvmBoxpaHunuiie He
gonyckaetcs npoknagka TpyO BOAOCHAbOXeHMs W KaHanu3auuwn, TeXHOSorM4eckue Wunm
GbITOBbIE BLIBOALI BOAbI.

2.18. lMpu pasmeleHnn apxMBOXpaHWUnuLia B chneunanbHOM WM MPUCnocoBneHHoOM



30aHuK npegnoyTeHne (NpyY paBHbIX TEMNOBbIX XapakTepucTukax) OTAaeTcs NoMeLleHUsM C
CEBEPHON OpUEHTaLMEN OKOH.

MaTtepuanbl  NOKPbITUS  CTEH,  MNONOB,  MOTOJIKOB, BHYTPEHHEN  apmaTypbl
apXMBOXpaHWNMLLA, NPUMEHAEMbIE NPU U3roTOBNEHUM O0BOpPYAOBaHUA U CPEeAcTB XpaHEHUs
ApPXMBHbIX AOKYMEHTOB, HE OOSDKHbI BblOENATb arpecCuBHbIE XUMWYECKMe BeliecTBa U ObiTb
MCTOYHUKOM NbISN.

2.19. ApxuBOXpaHunuwe [OOSDKHO WMETb €CTECTBEHHYD UMM UCKYCCTBEHHYHO
BEHTUNAUMIO, obecneumBaroLlLy0 pPeUMpKYnaLMio Bo3gyxa, CTabunbHOCTb TemnepaTypHo-
BMaXHOCTHOIO pPEeXuMMa, OYMCTKY BO34yxa OT MNblM M arpecCuMBHbIX MPUMEcer, a Takke
oTBeYaTb COBPEMEHHbIM TPeBoBaHMAM KOMMAKTHOCTN Y 3KOHOMUYHOCTW.

ApXMBOXpaHUnULLE AOMKHO MMETb BbIXOAb! K NMUPTaM U NTECTHUYHBIM KneTKaMm.

2.20. ApxuBoxpaHunuiia (3a WCKNIYEHWEM apXMBOXPaHWINLL, pacnofnararwmnxca Ha
oxpaHsemon  TeppuTopun) obopyaytoTcsa  OBEPSIMA  C  MOBBLILWEHHON  TEXHUYECKON
YKPENnneHHOCTbI0 MPOTUB  BO3MOXHOMO B3fIOMa, OCHALEHHbIMM  3aMKaMW  NOBbILLIEHHON
cekpeTHoCcTU. OKHa NOMELLEHUI NepBOro aTaxa AOMKHbI BblTb 060pyaOBaHbI 3annparoLwnumMmncs
peLueTkamm®.

2.21. Bce noctynawowme B apxuB OpraHMsaumm OOKYMEHTbl pasMellalTcs B
apXMBOXpaHWUNULLAX Ha CTauMOHapHbIX W/WMNU NepeaBWKHbIX MeTannuMyeckux cTennaxax, B
MeTannM4eckmx wKagax unm KOHTEMHepax.

Ctennaxun [OMKHbI ObITb YCTAHOBMEHbl NEPNEeHAUKYNAPHO CTeHaM C  OKOHHbIMM
npoemamu, a B noMeLeHnn 6e3 oKoH - C y4eTOM 0COBEHHOCTEN NomeLLeHnsa 1 obopyaoBaHus.
He ponyckaetca pasmelleHne cTennaxen BAMOTHYHO K HaApPyXHbIM CTE€HaM 30aHuA M K
MCTOYHMKaM Tenna.

PacctaHoBka cTennaxen u WkadoB OCYLLECTBMASETCA B COOTBETCTBUU CO CreaytoLmMmn
TpeboBaHMsIMU:

e paccTosiHMe Mexay psgamu ctennaxen (rnaBHbIn Npoxoa) - He meHee 120 cw;

e paccTosiHue (NPOXoA4) Mexay CTennaxamu - He meHee 75 cwm;

® pacCTosiHMe Mexay HapyXHOW CTEHOW 3[4aHus U cTennaxamu, napannenbHbIMu
CTEeHe - He MeHee 75 ¢cM;

® paccCTosiHMEe MeXOy CTEHOM M TOpLOM cTennaxa unm wkadga (obxon) - He MeHee
45 cwm;

e paccTosiHue mexgy NorioM W HUXHEeWn Nomnkow ctennaxa (wkada) - He MeHee 15
CM, B LLOKOMNbHbIX 3Taxax - He meHee 30 cm*.

2.22. NMpOoTMBONOXapHbIA PEXMUM B 30aHUSAX, FOe pasMeLLlaeTcd apxXuB opraHusauuu, n B
apXMBOXpaHWUNMLLAxX yCTaHaBNMBaeTCA B COOTBETCTBUM C HOPMATMBHbIMW MPaBOBbIMM aKTamu

Poccuinckon degepaunm B obnacty noxapHom 6e30nacHocTu.

*MoanyHkTbl 2.11.1.1 - 2.11.1.2 nyHkTa 2.11 MNpasun xpaHeHus.
*MoanyHKT 2.11.3 nyHkTa 2.11 MpaBun xpaHeHus.



2.23. OxpaHHbI pexunm obecrneunmBaeTcsa nytem obOpyAoBaHUS apXMBOXPaHWUMULL, a
Takke OPYrux NOMELLEHWA, rae NOCTOSAHHO UMM BPEMEHHO XPaHATCHA apXMBHbIE OOKYMEHTHI,
cpeactBaMy  oxpaHbl, obecneymBalOUMM  KOHTPOSb OOCTyna B apxXvMBOXpPaHWNULiE W
NOMELLEHNA apxmBa, WU cobnogeHMeM nopsaka caayvn noa OXpaHy WM CHATUMA C OXpaHbl,
YCTaHOBIIEHHOrO PYKOBOAUTENEM OpraHu3aumm.

B cnyyae Bblgaun apxMBHbIX OOKYMEHTOB BO BpPEMEHHOE MONb30BaHME MO 3anpocam
rocy4apCTBEHHbIX OpPraHoB, OpPraHOB MECTHOro CaMOYNpaBfEeHWs U OpraHu3aumi BbIHOC U3
3[0aHUA apxvBa WUNW 34aHWS OpraHM3auun apXMBHbIX OOKYMEHTOB paspeluaeTcs TOMbKO Mo
cneumanbHbIM NPoMnycKam.

2.24. ApxuBHble OOKYMEHTbI CrieaQyeT XpaHUTb B TEMHOTE.

Bce Buabl paboT € OOKyMEHTaMu [OSKHbl MNPOBOAUTLCA MNPW  OFPAHUYEHHBIX WK
TEXHONOrM4eckn HeobXxoAMMbIX YPOBHAX OCBELLEHUS.

3awmTa OOKYMEHTOB OT AeWCTBUSA cBeTa obecrneymBaeTcs XpaHEeHWeM [OOKYMEHTOB B
Kopobkax, nankax u nepenneTax, B WKadax Unm Ha cTennaxax 3akpbIiToro Tuna.

EcTecTBeHHOe ocBelleHne B apXMBOXpaHUmuvLLe OOMNycKaeTCsa Npu ycrioBUM NpUMEHEeHNs
Ha OKHax cBeTopacceuBaTteneu, 3aWwmTHbIX PUbLTPOB, LUTOP, Xart3n, HAHECEHHbIX Ha CTEKmo
NOKPbITUI. [1NS MCKYCCTBEHHOrO OCBELLEHUS NMPUMEHSIOTCA Namnbl HaKanvMBaHUS B 3aKPbITbIX
nnacoHax ¢ rnagkon NoBepPXHOCTLIHO.

YpoBeHb OCBELLEHHOCTM B AuanasoHe BMAMMOIO CrnekTpa He OOSDKeH npeBbiaTtb: Ha
BepTUKanbHOM MOBEPXHOCTU CTennaxa, Ha BbicoTe OAHOro Metpa ot nona - 20 - 50 niokcos, Ha
paboumnx ctonax - 100 nokcos®.

2.25. B apxuBoxpaHunuuie AN XpaHeHWst OOKYMEHTOB YyCTaHaBNMBAlOTCA creayowime
napameTpbl TEMNepaTypHO-BNaXHOCTHOrO pexuma’:

e [ONnA XpaHeHuUs OOKYMEHTOB Ha BGyMaxHOM Hocutene - temnepatypa 17 - 19 °C,
OTHOCUTENbHAasA BNaXHOCTb Bo3ayxa - 50 - 55%;
e NS AOKYMEHTOB Ha MarHUTHbIX QUCKaX U OUCKOBbIX HakonuTensax - 8 - 18 °C n 45 -
65%;
e [Ons1 AOKYMEHTOB Ha onTmnyeckmx auckax - 10 - 23 °C un 20 - 50%;
e [N AOKYMEHTOB Ha KUHOMMEHKE:
O C HUTPOOCHOBOM - YepHO-benble: TemnepaTtypa He Bbiwe 10 °C, uBeTHbIE:
Temnepartypa He Bbiwe -5 °C;
o ¢ besonacHom OCHOBOW - 4YepHo-Oenble: TemnepaTypa He Bbiwe 15 °C,
LuBeTHble: TeMmnepatypa He Bbiwe -5 °C;
e aAnd OTOOOKYMEHTOB:
o 4epHo-6enble - TemnepaTypa He Bbiwe 15 °C;

o LBETHble - TeMnepaTtypa He Bbiwe -5 °C.

*MoanyHkT 2.11.2.4 nyHkta 2.11 Mpasun xpaHeHus.
*MoanyHkT 2.11.2.3 nyHkTa 2.11 Mpasun xpaHeHus.



OTHOocuTENbHasA BNaXHOCTb BO34yxa, Heobxooumas Ons XpaHeHWUs AOKYMEHTOB Ha
KMHONMEHKe n oToaokymeHToB, coctaBnseT 40 - 50%.

2.26. B apxvMBOXpaHWNuLE C HeperynvpyembiM KIMMaTOM [OOSMKHbI OCYLLECTBMSATHCS
MeponpuaTUS MO  ONTUMM3AUUM TEMNepaTypHO-BNAXHOCTHOrO pexuma C MNpPUMEHEHVEM
OTOMMEHNsI U NPOBETPMBAHUSA MOMELLEHUN, a TaKKe MeXaHWYECKUX CPeaCTB YBMaXXHEHUS UMK
ocylleHus Bo3ayxa. Peskne konebaHus (CE30HHbIE U B TEYEHWE OOHUX CYTOK) TeMnepaTtypbl
(+/- 5 °C) 1 oTHOCUTENBHON BNaxHocTh Bo3ayxa (+/- 10%) He gonyckatoTcs.

Mpn ONUTENBbHOM HapyLleHUM TemnepaTypHO-BNaXHOCTHOro pexuma (0T 3 CyToK u
Gornee), conpoBOXAatOLLEMCS MOBbILLEHNEM OTHOCUTENBHOM BNaxHOCcTK Bo3gyxa Ao 70 - 90%,
NPUHUMAOTCA Mepbl NO €ero Hopmanu3auum (MHTEHCMBHOE MNPOBETPUBAHUE, OCYLLEHWE
apXMBOXpaHnnuLla).

TemnepaTypHO-BNaXHOCTHBIN PEXMM KOHTPONUPYETCA MyTEM PErynsipHOro uU3MepeHus
TemnepaTypbl U OTHOCUTENbHOM BIIAXXHOCTUM KOMHATHOIO M Hapy>KHOro Bo3ayxa B OOHO U TO Xe
BpEMS: B KOHOMUMOHMPYEMbIX MOMELleHMAX - He pexe 1 pasa B Hegenwo;, B
apXMBOXPaHUIMLLAX, HE OCHALLEHHbIX CMCTEMOW KOHOWUMOHMPOBAHMA BO3gyxa - 2 pas3a B
HeZernto; Npu HapyLUeHUsAX pexuma - 1 pa3 B CyTKW.

MNMoka3aHna KOHTPOMbHO-U3MEPUTENbHBIX NPUOOPOB (OUKCUPYHOTCA B PErnCTPaLMOHHbIX
XypHanax, B KOTOpbIX Takke OTpaxalTcs NpoBepka NpaBWiIbHOCTW MoKa3aHui npubopos u
Mepbl, MPUHATbIE MO HOpManu3auum TeEMNepaTypHO-BMAXXHOCTHOMO peXuMMa B Cryyasix ero
HapyLLUEeHUs.

Mpwn Hanuuun B 3gaHUN apxmMBa LIEHTPanM30BaHHOW cUCTeMbl obecneveHnst cobnogeHns
TemnepaTypHO-BNaXXHOCTHOIO peXrMa B MOMELLEHUSIX, TAe XPaHATCA LOKYMEHTbI, KOHTPOMb 3a
ero cobnogeHmemM ocyLLecTBNAETCA B aBTOMATUYECKOM peXMME.

2.27. MomelleHnsa apxuBa OpraHM3auum OOIMKHbI COAEpPXKaTbCsl B YMCTOTE, B YCMOBWUSIX,
NCKMOYaOLWNX BO3MOXHOCTb  MOSIBNEHMS MNIECEHU, TPbI3yHOB, HACeKOMbIX, nbinu. B
NMOMELLIEHMSAX apXMBOXpPaHWIML, AOMKHa ObiTb obecneveHa cBobOAHAs LUMPKYNAUMS BO3OyXa,
ncknovarwlas obpasoBaHve HenpoBeTPMBAEMbIX 30H, OMACHbIX B CaHUTapHO-6Monornyeckom
OTHOLLEHUWN.

B nomeLleHnsax apxmBOXpaHUnuLL, HeOBXo4MMO:

e MPOBOAUTb CUCTEMATUYECKYIO BaXHy0 YOOPKy;

e He pexe OAHOro pasa B rof NpoBoanTb obecnbinMBaHne KOPOOOK C AOKYMEHTaMMU,
WwkadoB, cTennaxen;

e o0bOpabaTbiBaTb LIOKOMbHbIE 4acTU CTENNaxewn, Mosnbl, NAWHTYCbl, MOLOKOHHWUKM
BOLHbLIMW pacTBOpPaMu aHTUCENTUKOB.

2.28. [1a pa3sa B rog (B Hayane u no OKOHYaHWN OTOMUTENbHOIO Ce30Ha) AOKYMEHTbI U
NMOMELLEHMST  apXMBOXPaHWMWLL noAaBeprawTca  obcnefoBaHWlo AN CBOEBPEMEHHOINO
OobHapyXeHUss HacekoMblx M nneceHn. [pu obHapyxeHun Ouonornyeckmx BpeauTenemn

NPUHNMAaKTCA CPOYHbIE Mepbl Mo D,e3VIHCbeKLI,VIVI n O0e3nHCEeKUUn OOKYMEeHTOB U nomMeLLeHnmn



cunamm paboTHUKOB apxmBa, a Npu HEOBXOOUMOCTHU - CUNamMm COOTBETCTBYHIOLLINX CIYXO.

2.29. B apxuBoxpaHunuile 3anpellaeTcs HaxoAuTbCA B BEpXHEW opexae, MOKPoW u
rpsisHon oByBuW; XpaHUTb NOCTOPOHHME NPeAMETbI, UMYLLECTBO M 0bopyaoBaHMe, ynoTpebnsTb
nuLeBble NPOAYKThI.

2.30. O6sa3aTenbHbIMKU YCITOBUAMWN XPAHEHMWS 3NEKTPOHHbIX JOKYMEHTOB SABNAOTCS:

e Hanuume B apxuBe OpraHU3auum He MeHee [BYX 3K3eMMNAPOB KaXOoW eauHULbI
XPaHEeHUSA 3NEKTPOHHbIX JOKYMEHTOB (OCHOBHOM M paboymnin aK3emMnnapbl OOSDKHbI
HaxXoaUTbCS Ha pa3HbIX PUNYECKNX YCTPONCTBAX);

e HanmuMume TEeXHWYEeCKUX U MpOorpamMMHbIX CpPeAcTB, npedHasHayYeHHbIX Ang
BOCMPOM3BEAEHUS, KOMWPOBaHWUS, Mepe3anncu  SMEeKTPOHHbIX  OOKYMEHTOB,
KOHTPOINS (P13MYECKOro N TEXHNYECKOTO COCTOSAHMS;

e obecrneyeHve pexuma XpaHeHUs OSMNEeKTPOHHbIX [OOKYMEHTOB, MWCKIIYatoLWero
yTpaTy, HEeCaHKUMOHMPOBAHHYKD PacCbIfKy, YHUYTOXEHUE UMM  UCKaXKeHue
MHdopmaumn.

2.31. Tlepepada TEKCTOBbIX 3NEKTPOHHbLIX [OOKYMEHTOB [ANS XpaHeHUs B apxuB
opraHusaumn,  SBNSAKOWENCS  UCTOYHUMKOM  KOMMIIEKTOBAHWSA  rOoCydapCTBEHHOro U
MYHULMNANbHOro apxuea, ocyuiectensercsa B popmate PDF/A.

2.32. B uenax obecnevyeHuss XpaHeHWs, y4yeTa W WCMNONb30BAHUA 3NEKTPOHHbIX
OOKYMEHTOB, HaxOOSLUXCA Ha XpaHEeHUW B apxXmBe opraHusauuu, O0MKHO MNPOU3BOAUTLCH
CUHXPOHHOE W3MEHeHWe nporpaMMHo-annapaTHon cpefbl B opraHMsaumMm u B apxuBe
opraHusauum, a TaKke CBOeBpeMeHHasi nepesanucb ANEeKTPOHHbIX apXUBHbIX OOKYMEHTOB Ha
HOBbI€ HOCUTENWU U B HOBblE hOpMaThl.

B npouecce xpaHeHUsa aneKTPOHHbIX JOKYMEHTOB B apXMBe OpraHu3auumn He pexe ogHOro
paza B 5 neT nNpom3BOOMTCHA TEXHUYECKUA KOHTPOSNb (OU3NYECKOrO COCTOSIHUSI HOCUTEnewn
9NEKTPOHHbIX OKYMEHTOB 1 BOCMPOU3BOAMMOCTU ANIEKTPOHHbBIX JOKYMEHTOB.

B cnyyae ecnu npu ocyLecTBNEHUN TEXHUYECKOro KOHTPONS YCTaHOBMEHbl M3MEHEHUS
PU3NYECKOTO COCTOSIHUSA HOCUTENEen SNEKTPOHHbIX [OOKYMEHTOB, apXmB oOpraHuvsauuu o
PELLeHN0  pyKoBOOUTENA OpraHusaumMmM [OfKeH npoBoAuMTb paboTy no nepesanucu
9NEKTPOHHbIX AOKYMEHTOB Ha HOBbIE HOCUTENM.

Mpn nameHeHMn dopmMaToB B pesynbTate npeobpasoBaHnsa nporpaMmMHo-annapaTHON
cpedbl, yXyAweHus BOCMPOU3BOAMMOCTU 3NIEKTPOHHbIX OOKYMEHTOB apXuB OpraHusaumm no
PELLeHN0 pyKOBOOUTENA OpraHusaumMmM [OfKeH npoBoAauTb paboTy no nepesanucu
3NEKTPOHHbIX JOKYMEHTOB B HOBble hopMaThl.

Mpu ocyuwecTBneHnn nepesanucn AormkHa ObiTb obecneyeHa ayTeHTUYHOCTb, MOSHOTA,
JOCTOBEPHOCTb, LIEeNOCTHOCTb U HEU3MEHHOCTb MH(popMaLMK, coaepKallenca B 3MeKTPOHHbIX
JOKyMeHTax.

TeKkcToBble 3MEeKTPOHHbIE [OKYMEHTbI, MOABeprinecs nepesanucu B HOBble opmaThl

W/MnnM Ha HOBblE HOCUTENMN, OOJDKHbI OTBEYaTb Tpe6OBaHVIFIM, yCTaHOBJI€HHbIM MYHKTOM 2.31



HacTosAwwmx MNpasun.

2.33. [na onepaTtuMBHOro AOCTyna K 3fEKTPOHHbIM [OKYyMEHTamM B ClpPaBOYHbIX U
MOMCKOBBIX LIENSIX B apXxmBe co3gaeTcsa oOoHA Nofb30BaHMA 3NEKTPOHHbIX JOKYMEHTOB.

2.34. Bce nocTynawowme B apxvB OpraHusaumm [OOKYMEHTbl pasMeLlarTcs B
apXMBOXPAHWUMLLAX Ha CTennaxax unu B WKadgax B Nopsiake, COOTBETCTBYOLEM ONUCSM Aen,
OOKYMEHTOB. [IOKyMEHTbI, TeMnepaTypHO-BNAXXHOCTHBLIN PEXUM XPaHEHMSI KOTOPbIX PasfnyeH,
OOJDKHbI pa3MeLlaTbCs B pasHbIX apXMBOXpaHunmLiax.

2.35. JokymeHTbl ApxmBHOro ¢oHaa Poccuiickon degepaumm u gpyrme apxuBHble
OOKYMEHTbI AOMKHbI XpaHUTbCA B KOPODKax uUnun nankax, M3roToBMneHHbIX M3 6e3BpeaHbIX Ans
OOKYMEHTOB MaTepuarnos.

OnNEKTPOHHbIE [OKYMEHTbl Ha U3NYeCKM 00O0COBMEHHbLIX HOCUTENSX pasMeLLarTcs
OTAEeNbHO OT APYrMX AOKYMEHTOB.

Ha kopobku npuknensaloTCa SPSibIKA, HA KOTOPbIX yKasblBalTCA: HOMep ¢oHAa, HoOMep
OMnCU N KparHue HoMepa 4erl, pa3MeLLEHHbIX B 4aHHOW KOpoOke.

Mopsgok pasmeLleHns ycTaHaBnMBaeTCsa B 3aBUCUMOCTU OT PacCTOSAHUS Mexay nonkamu,
PU3NYECKOro COCTOSHUSA fAen, a Takke OT TBepAoCTM WNU MArkoctTu nepenneta. [ena,
nmetowme TBepabli nepenneT, YyCTaHaBnMBalTCA BEPTUKANbHO; C MATKAM MNepenneTtoM wunm
HenepenneTeHHbIe - TOPU3OHTabHO.

Kopobkun He AOMKHbI BbICTYNAaTh 3a Npeaerbl NOfoK CTENNaxen.

He ponyckaeTcs xpaHeHue OOKYMEHTOB B TPaHCMNOPTHOW Tape, B wTabensx, Ha nony,
NMOAOKOHHMKaX, MEeCTHUYHbIX nnowagkax W Apyrux He npeaHasHayYeHHbIX AnA XpaHeHus
OOKYMEHTOB MeCTax.

2.36. Bce nomeweHns apxuBa opraHuMsauumun, a Takke CTennaxm, wkadbl, KOHTENHepHI,
nonkn Hymepytotca. Crennaxu, wkadbl W KOHTENMHEPbl HYMEPYIOTCA B KaXXaoMm
apXMBOXPaHWMLLE CneBa HanpaBoO OT BXOAHOW ABEPM, a MOSKM Ha cTennaxax - no wkadgam
CBEepXy BHU3, Criesa Hanpaso.

2.37. B uenax onpegeneHnss MecTa XpaHEHUS [OOKYMEHTOB B apXMBOXPaHWUMULLE
COCTaBnAKTCA Tonorpadmndeckne ykasatenu: nocrtennaxdole (npunoxeHme N 1), a npwu
BonbLloM KonmyecTBe POHO0B - NOGPoHAO0BbIE (MpunoxeHue N 2).

2.38. NameHeHuns, npoucxogdiume B pasmMeLleHnn SOKYMEHTOB, AO/MKHbI CBOEBPEMEHHO
oTpaxaTtbCs B TOnorpauyeckmx ykasaTensx.

2.39. B xoge nNpoBepKM HanmMums M COCTOSHUSI apXMBHbIX OOKYMEHTOB B apxmBe
opraHnsaumu:

e ycTaHaBnuBaeTCA aKTUYecKoe Hanuune eavHUL, XpaHeHWs U COOTBETCTBUE
yY4eTHbIM JOKYMEHTaM;

e BbISBMIAIOTCA M YCTPAHSIOTCA HEQOCTATKM B y4eTe JOKYMEHTOB;

e BbISBMAIOTCA OTCYTCTBYIOLLUME AOKYMEHTbI U OPraHn3yeTcsa po3biCK;

e BbIABNAKTCA N Y4YUTbIBAKOTCA OOKYMEHTDI, Tpe6y+ou4me I'IpOd)VIJ'IaKTW-IeCKOVI n/vnm



pecTaBpaLOHHO-NpodmnakTnyeckon obpaboTku.

BbISBNAIOTCA M y4UTbIBAKOTCS ANEKTPOHHbIE AOKYMEHTbI, Tpebylolwmne nepesanucu Ha
HOBblE ONEKTPOHHbIE HOCUTENW, MNPOBOAMTCA KOHTPOSb (PU3NYECKOTO U  TEXHUYECKOro
COCTOSIHUS eOMHWL, XPpaHEeHMUs, OCYLLEeCTBNAETCS MNpoBepka Ha HanMyine BpPeLOHOCHbIX
KOMMbIOTEPHbIX NPOrpamm.

2.40. MNpoBepkKa HanM4Yna 1 COCTOAHNS AOKYMEHTOB Ha BYMaXXHbIX HOCUTENAX NPOBOANTCA
B apXvBe OpraHusaumm KOMUCCUEN UIM HE MEeHee 4YeM OBYyMs pabOoTHMKaMu He pexe OOHOro
pa3a B 10 neT, aNeKTPOHHbIX AOKYMEHTOB - HE peXe OAHOro pasa B 5 ner.

2.41. Tlpn nNpoBepke HanNUuMsi U COCTOSAHMA [OOKYMEHTOB B apxvMBe OpraHusauum
HeobxoanMo:

e COXpaHATb MOPSOOK PacnofioXeHUs OOKYMEHTOB Ha CTennaxax, B Lwkadax u
KOHTEeHepax B COOTBETCTBUM C Tonorpacpmyeckummn ykasatenamu. [pu
M3MEHEHUM  pacrnonoOXeHust Oen  HeobxoouMmO  CBOEBPEMEHHO  Aenatb
COOTBETCTBYHOLLME 3anMcuK B ToNorpacrm4ecknx ykasatensx;

e omelaTb HAa MecTa Haanexalero xpaHeHns 0OHapy>XeHHbIe BO BPpEMS NPOBEPKM
HenpaBuUNbHO pa3MeLLEHHbIE eANHULbI XPaHEHWS;

e uV3biMaTb C MocneayLllen n3onsaumMen OAOKYMEHTbI, 3apakeHHble MNNEeCEeHb Unn
apyrmmmn - Guonormdeckumu  BpeguTtenamu  (onsa  AOKYMEHTOB Ha OymakHOM
Hocutene);

e V3biMaTb €AWHWUbI  XPaHEeHUS  SNEKTPOHHbIX AOKYMEHTOB, CoOAepXalue
BPEAOHOCHbIE  KOMMbIOTEPHbIE  MporpamMMbl, NoMewaTtb Ha  cneunanbHO
BblAESIEHHYO MOJIKY (B AWMK) 45 nocnenyoLen obpaboTku;

e U3blMaTb W pa3MellaTb Bcnes 3a y4TeHHbIMU Aena, He BHECEHHbIE B OMUCHU.

BHeceHne BbISIBNEHHbIX B XO4E€ MPOBEPKM HEYYTEHHbIX Aen B OMUCb 3arnpeLiaeTcs.
Hey4yTeHHble Aena nognexar obpaboTke 1 onncaHuIo NOCne 3aBepLUEHMS MPOBEPKW.

2.42. TlpoBepka HanMMunua U COCTOSIHUS [OOKYMEHTOB MPOBOAMTCA MNYyTEM CBEPKM
onucaTtenbHbIX CTaTen ONUCKU C ONUCaAHNEM Aen Ha 0BnoXKax.

dusnyeckoe cocTosiHME Aen onpeaenseTcsa nyTem BU3yanbHOro NnpocmoTpa.

Henatb kakne-nmbo NOMETKM UMK 3anucu B OMUCSX OeNn U OPYrMX YYEeTHbIX AOKYMEHTax
3anpewaeTca. B koHUe Kaxgow npocmoTpeHHon onucu genaetcs 3anuck "MPOBEPEHO" ¢
yKasaHnem HoMepa 1 AaTbl akTa NPOBEPKM HaNMM4Ynst U COCTOSAHUSA AOKYMEHTOB.

2.43. lpoBepka HanMunsa M COCTOSHUA AOKYMEHTOB CHMTAETCA 3aBEPLUEHHOW nocrne
BHECEHMS U3MEHEHWI, BbISIBNEHHbLIX NPOBEPKOW, B y4ETHbIE AOKYMEHTbLI apXu1Ba.

Mo pesynbTaTam NPOBEPKN COCTABMAETCA akT NPOBEPKM HANMUMsa U COCTOSHUS apXMBHbIX
aokymeHtoB (npunoxenme N 3). TNpu obBHapyXeHun OWKnBOK B YYETHbIX [AOKYMEHTax
COCTaBMSIETCA aKT O TEXHWYECKUX owmbkax B yyeTHbIX AoKyMeHTax (npunoxenve N 4). B
crny4yae obHapy>XeHUs1 JOKYMEHTOB, HE OTHOCALUMXCA K JaHHOMY (hOHAY, apXvBy OpraHu3auumu,

Hey4TEHHbIX, TakKe COCTaBMSIETCA COOTBETCTBYOWMI akT (NpunoxeHne N 5). YkasaHHble akTbl



NOAMUCBLIBAOTCA MWCMONMHUTENAMU W YTBEPXKAAKTCA PYKOBOAUTENEM OpraHusauuMm unu ero
3amMecTuTenem, KypupyoLwmm OeaTenbHOCTb apXuBa.

2.44. Ecnv npoBepKon HaNnUunga n CoCTosiHUSA JOKYMEHTOB YCTaHOBIIEHO OTCYTCTBUE Aen u
OOKYMEHTOB, OPraHM3yeTcs X PO3bICK.

Po3bICk apXMBHbIX LOKYMEHTOB, HE OOHApPY>XEHHbIX B XOA4E MPOBEPKM, OpraHu3yeTcs C
MOMEHTa BbISIBNIEHUSI OTCYTCTBMS W NPOBOAUTCS B TeyeHue opgHoro roga. Ha pena, He
oBGHapyXeHHble B XOA4E MPOBEPKN HANU4YMs U COCTOSIHUSA OOKYMEHTOB, COCTaBnisieTca akT 00
yTpate AoKymMeHTOB (mpunoxeHne N 6), KOTOpbI paccMaTpuMBaeTCa 3KCNEPTHOM KOMMUCCUEN
(ueHTpanbHOM aKkcnepTHoW komwuccuen) (panee - 3K (LISK) opranusaumm u yTBepxaaetcs
pykoBoguTenem opraHusauuMm unuv ero 3amectutenem. K akTy npunaraetcs cnpaska o
npoBegeHnn posbicka, NOAroTOBMEHHAA W NoAMNMCaHHas NMUOM, NPOW3BOAUBLUMM MPOBEPKY.
Akt 06 yTpaTe [OOKYMEHTOB npeacTaBnseTcs B COOTBETCTBYHOLMA rocyAapCTBEHHbIV
(MyHUUMNANbHBIA) apxXvMB WNKU YNOMHOMOYEHHbIW OpraH WCMNOMHUTENbHOW BnacTn cybbekTa
Poccuinickon ®epepauum B obnactu apxvMBHOro gena nnsi MPUHATUS PELUEeHUs O CHATUMK
yTpadeHHbIX ern ¢ yyeTa.

2.45. [lokyMeHTbl Bbl4alOTCA W3 apXMBOXpaHWNMLWA Ha OCHOBaHMM MUCbMEHHOIO
paspeLleHns pyKOBOAUTENS apxvMBa opraHvu3aummn unm ero 3aaMmectuTens (ecnu apxue aenseTcs
yypexgeHnem), pykoBoaUTens CTPYKTYPHOro noapasgenieHns opraHnsaumm:

e paboTHUKaM CTPYKTYPHbIX NogpasaeneHuii opraHmsaumu;

e CyaebHbIM, NpPaBOOXPAHUTENMbHBIM U MHbIM  YNOSIHOMOYEHHBIM OpraHam B
COOTBETCTBUM C 3akOoHoAaTenbCcTBOM Poccuiickon denepaunu;

e  VHbIM NONb30BATENSIM MO NMCbMEHHOMY 3asiBNIEHUIO.

[OKyMEHTbI BbI4AKTCA U3 apXMBOXPAHUIIULL, HA CPOK, HE MpeBbILIaoLLMIA:

e OJHOMO Mecdua - Ana MCMonb3oBaHUA paboTHMKaMU OpraHusaumMm U UHbIMU
nonb3oBaTensamu,;

e LlecTu MecsueB - cyaebHbIM, NPaBOOXPAHUTENBbHBIM U UHBIM YNOSTHOMOYEHHbIM
opraHam.

MpoaneHne ycTaHOBMEHHbIX CPOKOB Bbi4ayM OOKYMEHTOB OOMyCKaeTCH C paspeLueHus
pyKOBOOUTENSA OpraHM3auum Ha OCHOBAHWW MMCbMEHHOTO MOATBEPXAEHUs norib3oBaTensd o
coxpaHeHun/obecneyeHnmn CoOXPaHHOCTU AOKYMEHTOB.

2.46. Bblgaya OKYMEHTOB U3 apXMBOXPaHWUMLLA PErMCTPUMPYETCS B KHUre Bbiaayn aen v
odopmMmnseTcs:

e 3aka3oM (cry>xebGHoW 3anuckon) Ha Bblgavy Aer;
e aKTOM O Bblgaye gen BO BPEMEHHOE MNOMb30BaHWE - NPWU Bblgaye B CTOPOHHUE
opraHusauum (npunoxenue N 10).

Mpu TpaHcnopTMpoBKe Aen Ha nobble paccToaHUA obecnevmBaloTCa Mepbl NO OXpaHe u

3awmTe ux OT BO3OENCTBUSA BpeaHbIX (DakTOPOB OKpyKatoLen cpeabl.

2.47. Bblgavyy OOKYMEHTOB Ha OyMa)KHOM HOCUTENE M3 apxXMBOXpaHUNuwia u npuem mx



obpaTHO, B TOM 4ucrne B criydae HeobxogMMOCTU NOSIMCTHYIO NPOBEPKY Hanmyns m COCTOAHUS
OOKYMEHTOB Nnepeq Bbldayen u3 apxXuBOXpaHunvwa u npu Bo3spaTe, Npou3BoAUT paboTHMK
apxmMBOXpaHWnuLLa B NpMCyTCTBMM NMLa, Nony4yaroLwero (Bo3spaLlaroLLero) gena.

BmecTo BblaaBaemMblX W3 apXMBOXpaHUnuLia eOuHWUL XpaHeHus Wu  onucen Aaen,
OOKYMEHTOB [OJSPKHA pasMellatbCsi KapTa-zamectutenb gena (npunoxenve N 7). [lpu
BO3BpALLEHUN [ena KapTa-3aMecTUTeNb M3bIMaeTCsa M XPaHUTCA B apXxvMBe oOpraHusauuu Oo
MWHOBaHUSA HagobHOCTW.

Hena, BblaaBaemble W13 apXMBOXPaHWNULLA, [OOIDKHbI MMETb apXMBHbIA  WKAP,
NPOHYMEpPOBaHHbIE NUCTLI, NUCT-3aBeputens aena (npunoxeHne N 8) n nUCT ncnonb3oBaHUA
nokymeHToB (npunoxeHme N 9).

MoaroToBka apXMBHbLIX JOKYMEHTOB K BblAaye 13 apXMBOXpaHWUnuLLa BKOYaeT:

e BbIEMKY apXMBHbIX JOKYMEHTOB;
e CBEpKy apXMBHOrO WKdpa 1 3arofioBKOB C ONUCLIO Aen, AOKYMEHTOB;
* poBepKy PU3NYECKOro COCTOSHUSA Aena.

ONEKTPOHHbIE AOKYMEHTbI BblAAOTCS U3 apXMBOXPaHUNULLA B BUAE 3NEKTPOHHbIX KOMUM
Unn konun Ha GymaxkHom HocuTene. Npyn HeoOGXOAMMOCTU 3aBEepeHUst KOMUIA SNEKTPOHHbLIX
OOKYMEHTOB  UCMONb3YeTCsl  ONEeKTPOHHas MOAMUCb  PYKOBOAWUTENsS  OpraHu3auun  unm
YNOMHOMOYEHHOr0 MM AOSMKHOCTHOrO fnnua nnmn NnpovM3BoANTCA 3aBepeHME KON AOKYMEHTa Ha
BymakHOM HOocuTene B yCTaHOBMNEHHOM nopsaake (MyHKT 5.14 HacToawmx Mpaswun).

2.48. IoKyMEHTbI U3 apXMBOXpaHUmuLLLA, Kak NpaBuno, He Bbl4aTCcs:

e Mpu HaNV4Mn poHAa NOSIb30BaAHNS;
e Haxoaswuecs B Hey4oBNeTBOpUTENbHOM (PU3NYECKOM COCTOSIHUN.

2.49. B opraHusaumm OOMmKHbl ObiTb pa3paboTaHbl MfaHbl KOHKPETHbLIX MEePONpUATUA n
Apyrme HopmaTuBHble OOKYMEHTbl, perrnaMmeHTupyowme nopsagok pabotbl B YpesBbl4anHbIX
cuUTyaumsx, nNpu BO3HUKHOBEHMM KOTOPbIX HEBO3MOXHO OGecneyvnTb COXPaHHOCTb apXMBHbIX
OOKYMEHTOB.

C cogepxaHMeM nNMaHOB MEPONPUATUA WU OPYIMX HOPMAaTMBHbLIX OOKYMEHTOB,
onpegenslowmx paboTy apxuBa opraHusaumy npu 4YpesBbldamHbIX CUTyauusX, AOMKHbI ObITb

O3HaKOMIJ1EHbI pa6OTHVIKI/I apxXuBa opraHun3auunn.

ll. YYET AOKYMEHTOB APXMBHOIO ®OHOA POCCUUCKOWU ®EOEPALINN U
APYINX APXUBHbIX JOKYMEHTOB B OPrAHU3ALUA
3.1. YueTy nopnexart Bce XpaHsLUMECH B apXviBe OpraHusauun [OKYMEHTbI, BKiovas

AOKYMEHTbI MO NIMYHOMY COCTaBy, KONUM OOKYMEHTOB ¢poHAa Monb3oBaHMs (MPU HanmMymum) u
onucK aen, JOKYMEHTOB.

3.2. OpraHuzauus, SBNSOWAACS WCTOYHUMKOM KOMMJIEKTOBAHUSI rOCYAapCTBEHHOrO
(MyHMUMNanbHOro) apxvea, npeacTaBnsieT B roCy4apCTBEHHbIA (MyHULMNAmNbHLIA) apXuB

y4yeTHbleé CBeOEeHUA 06 obbeme un cocrase XpaHAWNXCA B apxmBe opraHm3aunn OOKYMEeHTOB



ApxusHoro goHga Poccuinckon degepaumm n gpyrmx apxXuBHbIX 4OKYMEHTOB B COOTBETCTBUN C
PernameHTOM rocygapCcTBEHHOMo YyyeTa [OOKYMEHTOB ApxuBHOro doHga Poccuickon
degepauuun, yTBEpPXKAEHHbIM MpukasoMm PocapxuBa oT 11 wmapta 1997 r. N 11
(3apeructpupoBaH MuHtoctom Poccun 8 nons 1997 r., permctpaunoHHbin Homep 1344).

3.3. OCHOBHbIMY egMHULAMUN y4eTa apXMBHbIX AOKYMEHTOB SABMSOTCA:

® ApXMBHbIN POHA;
e eavHMLAa XpaHeHus - Oeno, aNeKTpoHHoe Aeno (NyHKT 4.34 HacTosAwmx MNpasun).

3.4. EguHnuam XxpaHeHuss npucBamMBalOTCA YdeTHble HOMepa, SBNSALWMECH 4YacTblo
apxmBHoro wmndpa. CeegeHusa o coctaBe eQuHUL, XpaHeHUs N UX KONMYecTBe (OUKCUPYIOTCH B
y4YeTHbIX AOKYMEHTax apxvBa.

ApxuBHbIN WGP (0603HaYEHNE, HAHOCMMOE B NIEBOM HWXKHEM YIIYy Ha KaXAYH eouHuUy
XpaHeHus B uenax obecneveHus yyeta U naeHTUdUKaLMmM) COCTOUT MU3: HOMEpa apXUBHOro
doHAa; HoOMepa onucKn ern, JOKYMEHTOB; HOMepa eAUHULIbI XpaHEeHUS.

APXMBHBIN LLIMAP SNEKTPOHHBLIX AOKYMEHTOB, XPaHUMbIX Ha 0060COBNEHHLIX 3NEKTPOHHbIX
HOCUTENSX, YKasblBaeTCA Ha BKMabllwe, BrOXKEHHOM B yTnsp HocuTensa. ApXUBHLIW LLMGP
9NEKTPOHHbIX [AOKYMEHTOB, XpaHWMbIX B WHMOPMAaLMOHHOW CUCTEME apxvBa, SBMSETCH
o6a3aTenbHbIM 3N1IEMEHTOM ONUCAHNS KOHTEHEepa 3NEKTPOHHOIO AOKYMEHTA.

3.5. B apxuBe opraHusaumm BeOyTCs OCHOBHble (06sa3aTenbHble) U BCMOMOratesbHble
yyeTHble AOKyMeHTbl. CocTaB U (hOpMbl OCHOBHbIX YYETHbIX OOKYMEHTOB OnpedensTca B
COOTBETCTBMM C HacTtoAwmmu [lpaBunamu. CoctaB M OpMbl BCNOMOraTesnbHbIX YYETHbIX
OOKYMEHTOB ONpeaensoTcs apXMBOM OpraHm3aumm cCamocToATENbHO.

3.6. B coctaB oCHOBHbIX (06s13aTenbHbIX) YYETHbIX LOKYMEHTOB apxvmBa OpraHu3auuun
BXOAAT:

e KHWUra yyeta nocTtynneHus n BolObITUSA gen, AokymeHToB (npunoxexHune N 11);
e cnucok ooHaos (NpunoxeHue N 12);

e nmcT cdoHaa (npunoxerHne N 13);

e onucb gen, gokymeHTos (npunoxenuna N 14, 15, 16, 17, 18);

e peecTtp onucen (npunoxeHune N 19).

3.7. B kHury ydyeta noctynneHvss wn BblObITUA Aen, AOKYMEHTOB MocneaoBaTenbHO
BHOCSITCA BCE MEPBUYHbIE M MOBTOPHbIE MOCTYNneHus (BblObiTUA) gen, AokymeHToB. Kaxagoe
noctynneHue (BblObITUE) B Npeaenax 0TY4ETHOro roga nosnyyaeTt NoOpsaKoBbIA HOMEP B BarnoBOWM
nocnegoBaTernibHOCTW.

ExerogHo Ha 1 saHBaps NOABOAMTCS UTOr KONMMYECTBa MOCTYMMBLUMX M BbiObIBLUMX 3a oA
Aen, DOKYMEHTOB.

3.8. Cnmncok ¢oHOOB BedeTCcs B apXxvMBe OpraHu3auuu, XpaHsilem OOKYMeHTbl bonee
ofaHoro choHga. B cnmncok ¢ooHOOB apxuBHbIM (OOHA 3anucbiBaeTCcs TOSIbKO OAWMH pas, npwu
nepBoM MOCTYNfieHUM B apxuB opraHusauuu. Mo cnucky ¢oHAOB B BarioBOM nopsigke emy

npucBanBaeTCs Y4ETHbIN HOMEp, KOTOPbIA COXPAHSIETCS 3@ HUM BO BCEX YYETHBIX JOKYMEHTAX.



B cnyyae nepemaun apxvmBHOro oHOa B [OPYrol apxvs, BKMIOYEHUs €ro B COCTaB
00beaNHEHHOTO apxvMBHOrO OHAA WM BbIAENEHUA BCEX [OOKYMEHTOB K YHUYTOXEHMUIO
0CcBOGOAUBLLMINCA HOMEP APYroMY apXMBHOMY (hOHAY HE MpUCBanBaeTCs.

Ob6beaunHeHHble apxvBHble (OOHAbI U apXMBHbIE KOMMEKUMM YYUTLIBAOTCS Ha 0OLMX
ocHoBaHusix. O6beguHEHHOMY apxmBHOMY boHAY, OOpa3oBaHHOMY W3 apXMBHbIX (POHAOB,
paHee YYTEHHbIX CaMOCTOATENbHO, MPUCBaMBaEeTCs HOMEP OAHOr0 U3 apxvMBHbIX (POHOOB,
BKITHOYEHHbIX B €r0 COCTaB.

B apxuBax opraHmsaumMi -  WUCTOYHWKOB  KOMMSIEKTOBAHMSI  FOCYAAPCTBEHHbIX
(MyHMUMNANbHBIX) apXMBOB NPOCTAaBMAETCA HOMEP apXMBHOro oHAa, 3a KOTOPbIM OH YYTEH B
rocygapCcTBEHHOM (MyHUUMMNANbHOM) apxuBe, W KOTOPbIA COXpaHSeTcsa 3a HUM nocne
NOCTYNMEHNs ero AOKYMEHTOB Ha MOCTOSIHHOE XpaHeHue.

HasBaHue apxmBHOro ¢oHga BHOCUTCS B CMMCOK (POHAOB HAa OCHOBAHUM UCTOPUYECKOWN
crnpaBku K (poHAY UK TUTYNBbHOMO N1CTa onucuy Aern, A0KYMEHTOB.

HassaHme apxmBHOro doHga CcOoCTOMT M3 MOMHOr0 M (B CKOOKax) COKpaLleHHOro
HavMeHoBaHWs (oHaoobpasoBaTens, C yka3daHUeM ero noAvYMHEeHHOCTU, MEeCTOHaXOXAEHUS,
AaTt cosfaHus v nukeugaumn. Ecnu HanmeHoBaHwe ¢oHaoobpasoBaTens U3MEHSNoCb, TO B
crnvucke (PoOHOOB yKasblBaeTCs ero nocriejHee Ha3BaHWe B paMKax nepuoda, 3a KOTOpbIn
NPUHATBI AOKYMEHTLI. Bce npeabigyline nepeMMeHoBaHus oTMedaroTes B nucte ooHaa.

HasBaHne 06beaMHEHHOro apxmMBHOrMO oHaa cocTouT u3 0606LWEeHHOro Ha3BaHUS
BKITOYEHHbLIX B HEro apxmBHbIX (POHAOB, M3 NEepeyvHs Ha3BaHUN CMEHSIBLUMX AOpyr Apyra
opraHunsaumi. KoHKpeTHble HavMeHOBaHWS BCEX OpraHu3aumn, OOKYMEHTbl KOTOPbIX BOLUMU B
06beaANHEHHDbIN apXMBHbIM DOHA, a TaKKe UX NEPEMMEHOBAHNS YKa3biBalOTCA B NMcTe hoHaa.

B Ha3BaHUM apxXMBHOW KONMEKLMM yKa3blBaeTCA NPU3HakK (Mpu3Hakm) ee opMnUpoBaHus.

ExerogHo Ha 1 aHBaps kK cnMcKy OOHOOB COCTABMSETCS MTOroBas 3anvcb O KONMMYecTBe
apXMBHbIX (POHAOB, MOCTYNMBLUMX W BbIOLIBLUMX B TeYeHWe roga, u oblem KonumyecTBe
apXMBHbIX POHO0B, HAXOAALMNXCS HA XPaHEHUM B apXmBe.

Cnuncok hoHAOB 3aKknyaeTca B TBEPAY OOMOXKY, NIMCTbl HYMEPYHTCS, COCTaBNseTCs
nUCT-3aBepuUTEnb.

3.9. JNluct dboHOa cocTaBnsAeTCca Ha KaXabl apxXuBHbIA OHA. B HEM yuuTbiBaloTCA BCe
onucu gen, JOKyMeHToB dhoHaa.

Jinct doHga MOXeT OblTb MepecocTaBfeH TOMbKO B Clyyae, €Cfiv OH HeucrnpasBuMMO
noBpeXaeH Unu nepecrtaeT oTpaxaTb (pakTuyeckoe CocTosiHME M 06beM apxmBHoro coHga. B
crny4ae nepecocTaBrieHns nucrta oHaa paHee AeWCTBOBaBLUMMK NUCT poHAa nomMelLaeTcs B
peno doHaoa. B BepxHem npaBom yrny oboumx nuctoB ¢oHaa genatotcd oTmeTku: "fuct
nepecocTasrien" ¢ ykazaHmem AaTbl nepecocTaBneHns, AOMKHOCTU U NOAMNUCU COCTaBUTENS.

JInctbl QOHOOB XpaHATCA B nopsgke HOMEPOB apXMBHbIX ¢hoHaoB. K kakgowm narnke
COCTaBnseTCA NUCT-3aBEPUTEND, e YKa3blBalOTCA HavanbHble€ N KOHEYHbIE HOMEPa apXMBHbIX

Q)OHLI,OB n 06Lu,ee KOJNMM4YeCTBO apXnBHbIX d)OHD,OB, JINCTbI KOTOPbIX HAXOOATCA B MNarike.



3.10. B onucu gen, AOKyMEHTOB (rO4OBOM pasgene onucu Aen, AOKYMEHTOB) eauHULbI
XpaHEHUS YYUTbIBAOTCA B COOTBETCTBMM C CUCTEMATM3auMen 3a NOPSAKOBbIMA YYETHbIMU
HOMepaMM.

MepBOoMy rogoBoMYy pasgeny onucu gern, AOKYMEHTOB poHAa npucBavMBaeTCca HOMeEpP Mo
nncty ¢hoHaa, BCe nocneaylolme rogoBble pasfgenbl YACNATCA 3a OaHHbIM HOMEPOM [0
3aBepLUEHNST ONUCH.

He ponyckaeTcsi npMcBOEHNE ONUCAM Aer, JOKYMEHTOB OAMHAKOBbIX Y4ETHbIX HOMEPOB B
npeaenax ogHoro ooHaa.

B KkoHUe Bcex 3K3eMnnapoB OnNUCKM Aen, AOKYMEHTOB [enaeTcsa WUTOoropasi 3anucb, B
KOTOPOW yKa3blBaeTCsl KONIMYECTBO HAXOOALMXCH Ha XpaHEHUN eAnHUL, XPaHeHUs, NepBbLIN K
nocrnegHnin Homepa €AMHWUL, XpaHeHus MO OMNUCK, YKasbliBalOTCS WMMELMECH MPOnycKu
HOMEPOB, NIUTEPHbIE HOMEPA, BbIObIBLUNE e4MHULbI XPaHEHUS] N OCHOBaHME BbIObLITUS.

lMocne kaxaoro NoCcTynieHnss Nnu BblbbITUA OKYMEHTOB COCTaBMSETCS HOBasi MTOroeas
3anucb K ONucK gern, AOKYMEHTOB, KOTopas MOAMNUCLIBAETCHA ee COCTaBUTENEM C yKasaHWeM
OOJHKHOCTU U JaThbl COCTaBMNEHUS.

Ecnn onuce pgen, OOKYMEHTOB COCTOUT M3 HECKONbKMX TOAOBLIX pasfenoB, TOMOB,
NTOroBasi 3anMcb COCTaBIISIETCS K KaXXAOMY rogoBOMY pasgeny, TOMy; KPOME TOro, K KaX4omy
rnocrneaylroLiemMy rogqoBomMy pasfgeny, ToMy B HapacTallweM MOpsiAke COCTaBfsieTcs CBOAHast
NToroBas 3anuchb.

[opoBble pasaenbl, ECNN OHU HE ABMAITCA 3aKOHYEHHOM OMUCHIO, HEe MOALUMBAOTCA U He
nepennieTatTCH; OHN XPaHATCA B apXuBe B Nankax.

3akoH4yeHHas onucb Aen, AOKYMEHTOB [OMKHa BKMyaTb He ©Gonee 9999 eguHuy,
XpaHeHus.

3akoHYeHHasa onucb Aen, AOKYMEHTOB BMECTE C TUTYMbHbIM JIMCTOM U CMPaBOYHbIM
annapatoM K Hen 3akn4yaetcs B TBepay OO6NOXKy, HyMepyeTcss M noAmMBaeTcs WUnu
nepenneTtaeTcs.

Kaxxgaa 3akoH4YeHHast onucb Aern, OOKYMEHTOB, TOM ONUCK e, AOKYMEHTOB AOSMKHbI
UMETb JINCT-3aBepUTESb.

3.11. MNpn HannumMm B apxmBe opraHM3aumm OBYX W Ooree onucen gen, LOKYMEHTOB
BedeTcs peecTtp onucen (npunoxerHune N 19).

Onncn  gen, [OOKYMEHTOB BHOCATCA B pPeecTp ONUCeEM B XPOHOSMOrMYEeCKom
nocrnegoBaTesibHOCTU NOCTYNSIEHMS NOL, COOTBETCTBYOLLMMUN NOPSLKOBLIMU HOMEPaAMMU.

B peecTtpe onucern hnKCUpPYOTCA OCHOBHbIE JaHHbIE MO COCTaBY KaX4oW NOCTYNMBLUEN B
apxvB opraHusauun onucu nen, OOKYMEHTOB: Homep d¢oHAa, HOMEpP OMUCK, KOSNMYECTBO
€4VHNL, XpPaHEeHUs B ONNCK, KONTMYECTBO JIMCTOB B OMNNCK U €€ 3K3EMMISAPOB.

3.12. [Ina ueHTpann3oBaHHOrO rocyaapCTBEHHOrO yyeTa AOKYMEHTOB ApxmBHOro cdoHaa

Poccuiickon Cbep,epau,mw B apxumBe opraHun3auunu, ABMAOLENCA MCTOYHMKOM KOMMSIEKTOBaHMUS



rOCyAapCTBEHHOTO (MYHULIMNANBLHOMO) apxmBa, COCTaBMAETCS NacnopT apx1Ba opraHmsaumm’.

3.13. ApxvB opraHM3aumm MOXET BECTU Takke y4yeT B aBTOMaTU3MPOBAHHOM pPEXMME - B
BMAe y4eTHbIx 6a3 aaHHbIx (B).

YyetHole B[l npumeHsAOTCS BO B3aMMOCBA3WM C APYrMMW  MHAQOpMauuoHHbIMK B[,
NMEKLLMMNCA B apXvMBe OpraHusauuu, U OOSMKHbl ObiTb COBMECTUMbI C COOTBETCTBYHOLLMMM
yyeTHbIMK B[] rocyaapCTBEHHbIX (MyHULMNAMbHBIX) apXMBOB M OPraHoOB yNpaBreHUs apXUBHbIM
aenom.

3.14. YueTHble OOKYMEHTbl apxuBa oOpraHusauuu, Kpome onucen pfern, OOKYMEHTOB,
npeaHasHavarTca Ansa cnykebHoro nonb3oBaHWs U NOfb30BaTENSAM He Bbl4atoTCs.

3.15. YueT noctynneHns u BbiObITUS [Oenl, OOKYMEHTOB B apxXMBe oOpraHvMsaumm
OCYLLEeCTBISeTCA Ha OCHOBAHWMW:

e onucu Jen, AOKYMEHTOB CTPYKTYpPHOro nogpasgeneHns u rogoBoro pasgena
CBOOHOW onucy aen, AOKYMEHTOB OpraHu3auuu;

e HOMEHKNaTypbl Aefl opraHu3aumm, 3aMeHsaLWwen roqoBon pasgen CBOAHON onucu
Aen, JOKYMEHTOB opraHu3auuu;

e aKTa O TEXHMYECKMX OLINBKax B y4eTHbIX AOKyMeHTax (npunoxexue N 4);

e akTta 06 oBHapyXeHMN OOKYMEHTOB (HE OTHOCALLUMXCA K JaHHOMY POHAY, apXuBY,
Hey4YTeHHbIX) (npunoxeHue N 5);

e akTa 06 yTpaTte fokymeHToB (npunoxexue N 6);

® aKTa npuema-nepegayn apxmBHbIX JOKYMEHTOB Ha xpaHeHue (npunoxeHue N 20);

e aKTa O BbldeneHuM K YHUHTOXEHUIO apXMBHbIX AOKYMEHTOB, He noanexaiimx
XpaHeHuto (npunoxeHune N 21);

e aKTa O HencnpaBMMbIX NOBPEXOEHUAX apXUBHbLIX JOKYMEHTOB (npunoxeHne N 22).

Ha ocHoBaHWUM yKa3aHHbIX JOKYMEHTOB BHOCATCH HEOOXOAMMble U3MEHEHUSI B OCHOBHbIE
(obsi3aTenbHbIE) YYETHBIE JOKYMEHTHI apXmBa:

e B KHUry yyeTa NOCTynneHus n BblObITUA aen, AokymeHToB (npunoxexdne N 11) n B
nuct cdoHpa (npunoxenne N 13) - npu Kakgom M3amMeHeHun B coctaBe U obbeme
AOKYMEHTOB apxuBa opraHusauuu;

e B cnucok ¢oHagoB (npunoxenne N 12) - nNpy NOCTYNNEHUN HOBOrO ApXMBHOMO
doHaa wunu BbIGbITUM BCEX Aen, AOKYMEHTOB, HaXOOMUBLLEroCA Ha XpaHeHWuu
apxuBHoOro doHaa’;

e B peectp onucen (npunoxeHne N 19) - npu NOCTyNn€HMM HOBOW OMUCU UMK

BbIObITUN BCEX €OWHUL XpaHeHWsi, HaxoOaMuBLUENCS Ha XpaHeHuu onucu. Homep

’ dopma nacnopTta apxumBa opraHu3aumy ycTaHoBrneHa PernameHToM rocyaapcTBeHHOro yyeta
OokymeHToB ApxuBHoro poHaa Poccuickon Pepepaunn (yTBepxaeH npukasom PocapxmBa ot
11 wmapta 1997 r. N 11, 3apeructpupoBaH MuHiocTom Poccum 8 wuona 1997 r,
perncTpaumoHHbIn Homep 1344).

® B rpadbe "OTMmeTKa 0 BbIGbITUM poHAA" criMcka (hOHAO0B YKa3biBAETCS, Kyaa BblObiN apXMBHbIN
doHA, a Tarke gaTa U HoMep SOKYMeHTa, Ha OCHOBAHWM KOTOPOro OH BblObIf.



BblObIBLLIEN OMWCUM ApPYrMM OnNuCAM fen, AOKYMEHTOB He MpucBavBaeTca W
ocTaeTcs CBOOOAHbIM;
e B OnucuM Aen, AOKYMEHTOB - MPWU KaXdoM MOCTYNreHun wu/unu BblObITUM aen,
AOKYMEHTOB, YYTEHHbIX B AAHHON OMUCHW.
CooTBeTCTBYOLLME N3MEHEHNSI BHOCATCHA BO BCMOMOraTesibHble YYeTHbIE JOKYMEHThI.
Bce akTbl, AOKYMEHTUpYOLLNE pe3ynbTaTbl apXMBHbIX paboT, BKNOYAOTCA B Aeno oHaa,
KOTOpOE 3aBOAMTCS Ha KaxXabl POHA, HAXOAALLMNCA Ha XpaHEHUN B apXMBE OpraHu3auun.
Hdeno oHoa, Hapsgy C  OOKYMeHTamu, OoTpaxawwumui UcTopuio  doHaa u

doHaoo6paszoBaTens, BKNOYaET y4eTHbIE JOKYMEHTbI, XapakTepuaytoLmne naMeHeHus oHaa.

IV. KOMIMNEKTOBAHUE APXUBA OPITAHU3ALUUN OOKYMEHTAMU APXUBHOI'O
®OHOA POCCUNCKON ®EOEPALIUM U OPYTUMU APXUBHBLIMU
OOKYMEHTAMU

4.1. JokymeHTbl ApxmBHOoro ¢goHga Poccuickon depepaumm n OOKYMEHTbI BPEMEHHbIX

(cBbiwe 10 neT) CPpOKOB XpaHEHUsl, B TOM 4YMCEe NO NIMYHOMY COCTaBy, NepedarTcs B apXuB
opraHusauuMmM He paHee, YeM 4Yepe3 OAMH rog W He nosgHee, Yem 4vepes Tpu roga nocre
3aBepLUeHns Aen B 4enonponsBoacTBe.

[JOKyMEeHTbl MO FMYHOMY COCTaBy rOCYAApPCTBEHHbIX T[PaXKOaHCKUX CcryXawmx u
MYHULMNANbHBLIX CRYyXalwWuX, YBOMEHHbIX C rOCYAapCTBEHHOW rpaxgaHCKonW cryxbbl wnm
MYHULMNANbHOM Cry0bl, NepefalTcsa B apxXuB opraHusaumm no mucrtedeHnn 10 net co gHA
YBOJTbHEHWSI.

4.2. [Oena BpemeHHbix (40 10 neT BKMOYUTENbHO) CPOKOB XPaHEHUS B apxvMB He
nepegatotca. OHM XpaHATCA B CTPYKTYPHbIX NOAPa3f4eneHusax opraHMsaumm u no uctevyeHun
CPOKOB XpaHEeHUS NOoANeXaT YHUUYTOXEHMIO B YCTAHOBMEHHOM NOPSIAKE.

B nCKNOUMTENDBHBIX CryYasax No peLleHno pyKOBOAUTENA OpraHu3aumm gerna BpeMeEHHbIX
(8o 10 neT BKMOUUTENBHO) CPOKOB XpaHEHMS NepenatTcs B apxvMB OpraHmsaumm no onmcam
Aen, DOKYMEHTOB UMM No HOMeHKNaType aen.

4.3. [JoKymMeHTbl MNOCTYynalwT B apxXuB OpraHv3auuu nocrne npoBeAeHUs 3KCNepTusbl
LEHHOCTMW.

4.4. PeweHna o BKNOYeHUn B cocTaB ApxuBHoro c¢oHga Poccuiickon Pegepauun
KOHKPETHbIX AOKYMEHTOB NPUHUMAIOTCH 9KCNEPTHO-MPOBEPOYHBIMU KOMUCCUSAMN (hedeparnbHbIX
rocyfapCTBEHHbIX apXMBOB M YNONTHOMOYEHHbIX OPraHOB WCMOMHUTENbHOW BNacTu CyObekToB
Poccuinckon ®enepaumm B obnactn apxmBHoro gena (ganee - QMNK apxmBHOro yypexaeHus) B
npegenax KoMneTeHunw.

4.5. Llenbto akcnepTusbl LLEHHOCTU JOKYMEHTOB B OpraHu3aunm SBnseTcs:

e 0oTOOp OOKYMEHTOB NSl BKMOYeHUs1 B cocTaB ApxuBHoro ¢oHga Poccuiickon
depepaunu;

e BbidBlIEHNE OOKYMEHTOB, HE noarexalinx naaneVlmemy XpaHEHUIO.



SKcnemese LUEeHHOCTW noanexat BCe AOOKYMEHTbl opraHum3auun He3aBuCcMMO OT BUOOB

HocuTenen n cnocoboB 3anucu.

[o npoBefeHnsa akcnepTnsbl LEHHOCTU B COOTBETCTBUMN C NyHKTaMuU 4.6 - 4.13 HacToaLWmX

I'Ipanm YHUYTOXEHNE JOKYMEHTOB 3anpeLllaeTCA.

4.6. 3KCI'IepTVI3a LEeHHOCTUN OOKYMEHTOB NnpoBoANTCA Ha OCHOBE:!:

OEVNCTBYIOLLEro 3aKkoHOAAaTeNnbCTBA M WMHbIX HOPMATUBHbLIX MNPaBOBbIX AKTOB
Poccuinickon depgepauum B obnactM apxuBHOro gena, WHdopMaumm W
AOKYMEHTaLMOHHOro obecneyeHns ynpasneHus;

TUNOBLIX, BEAOMCTBEHHbIX U UHbIX NepeYyHen JOKYMEHTOB C YKa3aHWEM CPOKOB MX

XpaHeHWs1, TUMOBLIX U NPUMEPHbIX HOMEHKNATyp Aen.

4.7. B opraHusaumMu Ansi NpoBeOeHust 3KCNepTu3bl LIEHHOCTUM [OOKYMEHTOB CO34aeTcs

akcnepTHas komuceus (aanee - OK)°. B opraHu3aumsix, UMeoLMX CROXHYIO CTPYKTYpY W/vnu

NOABEAOMCTBEHHbIE OpraHM3auun, co3halTCs LieHTpanbHble 3KCNEpPTHbIe KOMUCCUK (Oanee -

LI3K).

4.8. LIOK (BK) gaBndetca coBellaTeNbHbIM OpraHoM MNpu pykoBogMTEne opraHuMsaumu,

co30aeTCAd NprKa3om opraHnsaumm, D,eVICTByeT Ha OCHOBaHUW MOJOXEHUA.

3apaun n pyHkumm LLIOK (BK) opraHmsauum - ICTOYHMKA KOMMNIEKTOBAHNA ONpeaensitoTcs

nonoXxeHunew, yTeepxgaemMbiM pykosoamnTesniemMm opraHm3aynn.

4.9. OcHoBHOM 3apadven LIOK (OK) aensetca opraHvsaums n npoBedeHMe 3KCnepTusbl

LEeHHOCTN OOKYMEHTOB.

OcHoBHbIMK dyHKUMAMKU LLOK (OK) asnstoTcs:

opraHusaumsa exxerogHoro otbopa gen Ang XpaHeHUs N YHUYTOXEHWS;
pacCMOTpPEHNEe W CcorfacoBaHMe MNPOEKTOB HOMEHKMNATypbl Aen opraHu3auumu,
onucen fgern, AOKYMEHTOB MOCTOAHHOrO M BpeMeHHbiX (cBbiwe 10 net) cpokoB
XpaHeHMsl, B TOM YMCre No JIMYHOMY COCTaBY, akTOB O BblAENEHUUN K YHUUTOXEHNIO
Aen, He nognexalnx XpaHeHuo, 1 Opyrnx akTos,;

NMOAroTOBKa MpeasioXeHun o6 onpedeneHun CpPOKOB XpaHEHUst OOKYMEHTOB, He
NpeaycMOTPEHHbLIX NepedHaMun’®, n 06 N3MEHEHWN CPOKOB XpaHeHWs OTAeNbHbIX
KaTeropu AOKYMEHTOB, YCTAHOBEHHbIX NEPEYHAMU;

yyacTue B NoAroToBKE M PacCMOTPEHUN MPOEKTOB HOPMATMBHbBIX U1 METOOUYECKMX
AOKYMEHTOB M0 Bonpocam paboTbl C LOKYMEHTaMM B OpraHu3aunu;

MeToaMyeckoe pykoBoACTBO paboTamu B obnactn obecneyeHus coxpaHHOCTU

OOKYMEHTallbHOro 1 apxmBHOro d)OHﬂOB opraHmn3auunn.

4.10. OkcnepTur3a LEHHOCTU AOKYMEHTOB B OpraH1M3aLuum NpoBOAUTCS:

° Ona npoBedeHUst JKCMEepPTU3bl LIEHHOCTM Hay4yHO-TEXHWYECKOW W OPYroi creumansHOM
AOKYMEHTaUMN B opraHv3aumMm MoxeT ObiTb co3gaHa OK, Bknovarollasi COOTBETCTBYHOLLMX
crneumanmcToB.

' 3K opraHusauuin, nepedaroliMx OOKYMEHTbl Ha XpaHeHUWe B roCydapCTBEHHble apXuBbl,
npeacTaBnsT COOTBETCTBYOLWME npeanoxeHns MK apxnBHOro yupexxaeHus.



e B [enonpovsBoACTBe - MPU COCTaBNEHNM HOMEHKNATypbl AeN opraHM3auum 1 npu
NOAroTOBKe Aen K nepefade B apXuB;
e B apxvBe OpraHu3auuu - B npouecce NogroToBKU Aen K nepegayve Ha nocTostHHOe
XpaHeHue.

4.11. BkcnepTn3a LLeHHOCTU LOKYMEHTOB NPOBOANUTCS €XErofHo.

Mo pesynbTaTtamMm 3KCMNepTu3bl LLEHHOCTU B CTPYKTYPHbIX MoApasfAeneHusix opraHusauunm
COCTaBrATCA ONUCK Aen CTPYKTYPHbIX nogpasaeneHnini: NoCTOSIHHOMO, BpeMeHHbIX (cBbiwe 10
neT) CPOKOB XPaHEeHUs, Nno NMYHoMYy cocTaBy (npunoxeHune N 23, 24), Ha OCHOBE KOTOPbIX B
apxumBe opraHuMsauun COCTaBMSKTCA rofoBble pasfernbl COOTBETCTBYHOLWMX CBOAHbIX ONUCEN
Aen, DOKYMEHTOB.

Ha gena c ncrekwmmmn cpokamu XxpaHeHns B CTPYKTYPHbIX NOApa3faeneHnsax opraHnsaumm
COCTaBMATCA MpeasioKeHUs K akTy O BblAeNeHUM K YHUYTOXEHUIO [OOKYMEHTOB, He
nognexawmx xpaHeHuto (no oopme akta, npunoxenune N 21).

Ha ocHoBe npednoxeHWn CTPYKTYpPHbIX noapasgeneHun cnyxba genonpovsBoacTtsa
opraHmMsauum COCTaBNAeT akT O BblAENEHUN K YHUUTOXEHUIO OOKYMEHTOB, He noAsiexalumx
XpaHeHuto (npunoxeHune N 21).

[ena BKMOYAKTCA B aKT O BblAENEHUN K YHUUTOXEHUIO AOKYMEHTOB, HE MNoAnexalumx
XpaHeHU1Io, ecnun NpegyCcMOTPEHHbIV ANst HUX CPOK XpaHeHUs UCTeK K 1 sHBaps roga, B KOTOPOM
COCTaBMEH akKT.

[Oena c otmeTkoir "OMK"" nognexaT nonMcTHOMY NPOCMOTPY B LEMAX BbISBMEHMA
AOKYMEHTOB, NOANEeXaluMx NOCTOSHHOMY XpaHeHWuto. BbisiBreHHble B TakMx Aenax AOKYMEHThbI
MOCTOAHHOTO XPaHEeHUs BbIAENSATCA U NPUCOEAMHAITCA K OAHOPOAHbIM Jenam  Unu
hopMMpPYIOTCHA B CaMOCTOoATErNbHbIE Aena.

OcTanbHble AOKYyMeHTbI ¢ oTMeTKon "OlNK" BKNtoyatoTCs B akT Ha yHUITOXeHWe. Mpu aTom
otTmeTka "OlK" B akTe He ykasbiBaeTcs.

Onucu Ha gena, OOKYMEHTbl MOCTOSAHHOIO XPaHeHWsa U Mo JIMYHOMY COCTaBy W aKTbl Ha
YHUYTOXEHME OOKYMEHTOB paccmaTpuBaloTca Ha 3acegaHun LISK (OK) ogHoBpemeHHo. [lo
utoram paccmotpeHns LISK (3K) cornmacoBbiBaloTCs onucu gen, LOKYMEHTOB MOCTOSIHHOMO
XpaHEeHUS 1 MO FIMYHOMY COCTaBY U aKTbl O BblAENEHUN K YHUUTOXEHUIO JOKYMEHTOB.

CornacoBaHHble LIOK (OK) opraHumsaumm onmvcu gen OOKYMEHTOB (rogoBble pasgernbl)
npegcraenstoTcda Ha paccmoTtperne 3lMK:

e [OCTOSIHHOIO CpoOKa XpaHEeHUs - Ha yTBEPXAEHME;
e 0 NMMYHOMY COCTaBY - Ha COrfacoBaHue;

OlNK yTBepxaaeT onucu gen NOCTOSHHOIMO XpPaHeHWs U CornacoBbliBaeT Onucu Aen no

NMYHOMY COCTaBy.

Onucu gen, OOKYMEHTOB (rodoBble pasfernbl) HanpasnsiloTcs Ha paccmoTpeHue JMNK B

" OtmeTka "OMMK" 03Ha4aeT, YTO YacTb JOKYMEHTOB MOXET BbITb OTHECEHA K CPOKY XpaHeHWst
"NOCTOAHHO".



Tpex aksemnnspax Ha BymMaXHOM HocuTene U OOHOM 3K3EeMMNIisipe Ha 3NeKTPOHHOM HOocuTerne
Yyepes 3 roga nocne 3aBepLleHns gen B 4enonpon3BoacTBe.

Mocne ytBepxaeHus n cornacoBaHusa MK onvcen gen, AOKYMEHTOB OMUCKM U akT O
BblOEMEHUN K YHUYTOXEHUIO [AOKYMEHTOB, He MNOAMeXawumx XpaHeHwuto, YTBepXaakTcs
pyKoBogUTENEM OpraHu3aunn, nocne 4Yero aena, BbiAeNEHHbIe N0 aKTy K YHUYTOXEHUIO, MOryT
ObITb YHUYTOXEHDI.

4.12. OpraHusaunm, B OEATENbHOCTU KOTOPbIX HE CO3[altoTCA OOKYMEHTbl APXMBHOIO
doHaa Poccunckon depepaumu, co3gjaroT onvcu Aen no NMYHOMY COCTaBy M onvcu aen
BPeMeHHbIX (cBbiwe 10 neT) CpoKoB XpaHeHUs 1 06ecneynBaroT X COXPaHHOCTb.

OpraHunsaumm TaKke COCTaBMAOT akTbl O BblAENEHUN K YHUYTOXEHWIO OOKYMEHTOB, He
noanexawimx XpaHeHuo, U YHUYTOXalT YyKasdaHHble OOKYMEHTbl MO MUCTEYEeHUM CPOKOB UX
XpaHeHUs TONbKO MOCMe COCTaBMNeHWs roAOBbIX pa3gernios onucen gen no NMMYHOMY COCTaBy 3a
COOTBETCTBYIOLLMIN NEPUOA U UX YTBEPXKOEHNSA PYKOBOAUTENEM OpraHn3aumu.

4.13. [Jena Ha OymaxHOM HoOcuTene, BblOefeHHbIE K YHUUTOXEHWIO, nepedarTcss Ha
YHUYTOXeHWE (YyTUNn3aumio) no akTy O BblOENEHUN K YHUUTOXEHUIO AOKYMEHTOB (NpUnoXxeHve
N 21), a Takke Ha OCHOBaHWWN MHbIX AOKYMEHTOB, MOATBEPXAALWMX (PakT caadm AOKYMEHTOB
Ha YHUYTOXEHNE (YyTUnmsaumio).

ONEeKTPOHHble [feria C WCTEKWWMKU CPOKaMu XpaHeHWs noanexaT BblOeNeHuo K
YHUYTOXEHMIO Ha OBLLUMX OCHOBaHMAX, MOCME Yero NpoBOAUTCA UX PUINYECKOE YHUUTOXEHME
NN YHUYTOXEHNE MPOrpamMMHO-TEXHUYECKMMN CPeacTBaMU C COOTBETCTBYHOLLEN OTMETKON B
aKkTe O BblAENEHUM K YHUHTOXEHNIO AOKYMEHTOB (npunoxeHune N 21).

4.14. Ina obGecnevyeHnsa nopsgka opMympoBaHMs M ydeTa gen B Aenonpov3BOACTBE
opraHuM3aumm COCTaBnseTCa HOMeHKNaTypa gen.

4.15. HomeHknaTypa gen 3akpennseT knaccudukaumio (rpynnupoBKy) MCMNOMHEHHbIX
OOKYMEHTOB B [ena (3NeKTpOoHHble Aena) U SABMASEeTCS OCHOBHbIM YYETHbIM JOKYMEHTOM,
OoTpaxarLLMmMm COCTaB 1 OpraHM3aunio JOKyMeHTanbHOro gooHaa opraHmsaLmu.

4.16. HomeHknaTypa gen sBrseTcs OCHOBOM A5 COCTaBMNeHNsa onucen aen, AOKYMEHTOB
MOCTOSIHHOTO U BpeMeHHbIX (cBbile 10 neT) CPOKOB XpaHeHus, a Tawkke And ydeta gen
BpeMEHHbIX (0o 10 neT BKNIYNTENBHO) CPOKOB XPaHEHMS.

4.17. HomeHknatypa gen opraHusauum paspabaTbiBaeTcd Ha OCHOBaAHUM TUMOBbIX,
BEAOMCTBEHHbIX W MWHbIX MNepeyHen [OOKYMEHTOB C YKa3aHMEM CpPOKOB XPaHEHUS, WHbIX
HOPMAaTMBHbIX MPaBOBbIX aKTOB, a TaKKe TUMOBbLIX W MPUMEPHbIX HOMEHKNaTyp Aenn.

TunoBaa wn npumepHass HOMeHKnaTypbl Aen paspabartbiBaloTCd opraHamu U
opraHnsaumsaMu, UMeLNMN B NOSYNHEHUN CETb OAHOTUMHBLIX OpPraHn3aLmn.

TunoBaa HoOMeHkNaTtypa YycCTaHaBNMBaeT COCTaB fen, 3aBOAMMbIX B OAHOTUMHbIX
opraHmsaumsax, U ABNsSeTC HOPMAaTUBHBLIM JOKYMEHTOM.

MpumepHaa HOMeHkNaTypa yCTaHaBnMBaeT MNPUMEPHbIA COCTaB Aen, 3aBOAUMbIX B

opraHn3aumnax, Ha KOTOpble OHa pacripoCcTpaHAeTCd, U HABNdeTcA peKoMeHOaTellbHbIM



OOKYMEHTOM.

4.18. HomeHknaTypa [en opraHu3auuMuM COCTaBfsSieTCs MO YCTaHOBMIEHHOW dopMe
(npunoxeHne N 25) Ha OCHOBaHMM HOMEHKNATyp Aen CTPYKTYPHbIX MoApasgeneHuin
(npunoxeHue N 26).

OpraHmsaumm - WCTOYHWKM KOMMIIEKTOBAHUSA TFOCYAapCTBEHHbIX  (MyHMUMMANbHbIX)
apxvBoB oavH pa3 B 5 neT'? cornacoBsbiBaloT HoMeHknaTypy Aen ¢ LIOK (3K) opranmsauum un
NpeacTaBnalOT ee Ha cornacoBaHwe cooteeTcTByowmx 3K unum  rocyaapcTtBeHHOro
(MyHUUMNANbHOrO) apxmBa, CorfacHo NpegocTaBneHHbIM €My MOMHOMOYUSIM.

OpraHusaumm, B OeSATENbHOCTU KOTOPbIX HE CO3[alTCA AOKYMEHTbl ApXMBHOro ¢oHaa
Poccunckon ®enepaumun, yTeepgatoT HOMEHKaTypy Aen CaMOCTOATENbHO.

4.19. 3aKkoH4YEeHHbIE Oenonpou3BOACTBOM Aena MOCTOSHHOMO U BpeMeHHbIX (cBbiwe 10
neT) CPOKOB XpaHeHUsl, B TOM 4Yucre No fIMYHOMY COCTaBy, MOCMe OKOHYaHUSA KaneHOapHOro
roga, B KOTOpoM OHM Bbinv 3aBefeHbl, NOAroTaBNMBalOTCA K Nepeaadye B apxvmB opraHnsaumm u
noanexat 0oOPMITEHUIO N OMUCAHUIO.

B 3aBMCUMOCTM OT CPOKOB XpaHEeHWs MpOBOAMUTCSA MOSIHOE UMM YacTu4Hoe odpopmIieHue
pen. MNonHoMmy odhopMneHuto noanexaT gena NoCTOSIHHOMO U BpPeMeHHbIX (cBbiwe 10 neT)
CPOKOB XpaHEeHUS 1 Mo JIMYHOMY COCTaBy.

OdbopmneHmne gen Ha BymaxHOM HocuTene npegycmMaTpuBaeT:

e MOALMBKY UNWN NepenneT JOKYMEHTOB Aena (HebopMaTHble JOKYMEHTbI XpPaHATCA
B 3aKpbITbIX TBEPAbIX Nankax unm B KOpobkax);

e Hymepauuio NUCTOB Aena;

e COCTaBneHue nucta-zaseputens gena (npunoxexve N 8);

e COCTaBEeHWe BHYTPEHHEN onucu JOKYMeHTOB Aena (npunoxerue N 27);

e odopmneHne obnoxkn gena (npunoxexHmne N 28).

MoaroToBka AMEKTPOHHLIX AeNn Ans nepedadn B apxXuB OpraHusaumy npegycmartpuvsaeT
COCTaBJIEHNE OMNUCK ANEKTPOHHBIX e, AoKymMeHToB (npunoxeHnsa N N 17, 18).

4.20. B geno nomewalnTca JOKYMEHTbl, KOTOpble N0 CBOEMY COAEPXaHUI0 COOTBETCTBYIOT
3arofnoBKy fena, npu 3TOM 3anpellaeTcs rpynnupoBaTb B Adena 4epHoBble W AybneTHble
9K3eMNnApbl AOKYMEHTOB, a TakKe AOKYMEHThI, Noanexatiime Bo3sparTy.

Mpn bopmmnpoBaHun gena Heobxoammo cobniogathb cnegytowme TpeboBaHus:

® [OKYMEHTbl MOCTOSAHHOIO U BPEMEHHOr0 XpaHeHUs HeobGXOoAMMO rpynnupoBaTh B
oTaernbHble aena;

e BKIOYaTb B AE€M0 NO OAHOMY 3K3eMMMsApY KaXO4oro AOKYMEHTa;

e rpynnupoBaTb B [OeN0 OOKYMEHTbl OOHOr0 KaneHOapHoOro roga; WCKoYeHue
COCTaBnsAOT: nepexogswme pena; cyaebHble fena; nNWYHble fena, KoTopble

dopmupyloTCs B TeyeHMe Bcero nepuopga paboTbl nvua B OpraHusaumu;

“B cnyvyae U3MeHeHusa (*)yHKLI,VIﬁ N CTPYKTYpbl OpraHn3aunn HOMEHKnaTtypa Aen noanexuT
nepecocTtaBneHnto, cornacoBaHUo N yTBepXneHuto.



AOKYMEHTbI BbIOOPHbLIX OPraHoOB M UX MOCTOSIHHbIX KOMWCCUIW, AenyTaTcKux rpynmn,
KOTOpble rPynnMpYylOTCS 3a MNepuod COo3biBa; AOKYMEHTbl 0OpasoBaTeNbHbIX
opraHusauumn, Kotopble QOPMUPYIOTCA 3a Yy4ebHbI rof; AOKYMEHTbl TeaTpoB,
XapakTepuaylowme CUEHMYECKYD AesaTenbHOCTb, B Npedenax TeaTpanbHOro
ce30Ha; aena pmnbMoB, pykonucen, uctopum 6onesHen.

Mpukasbl MO NIMYHOMY COCTaBY [AOJSDKHbI FPYNNMpoOBaTbCA B Aena B COOTBETCTBUWM C
YCTAHOBIIEHHbIMU AN HAX CPOKaMU XpaHeHUs;

OOKYMEHTbI B JMYHbIX [enax pacnonararlTCs B XPOHOSOrMYeckoMm Mnopsiake no mepe
NOCTYNNeEHs;

nuuesble cyeTa No 3apaboTHOW nnaTte paboTHUKOB rPyNNMPYOTCA B OTAENbHbIE Aena U
pacnonaratoTcs B HMX No andasnty damunmin, UMEH U OTYECTB.

[eno Ha BymaxHOM HOcuTene He OOMMKHO cogepxaTb 6onee 250 nucToB, Npu TONLWMNHE
He 6onee 4 cm.

4.21. [oKyMeHTbl, cocTaBndiowmne gerno Ha OymMaxHOM HocuTerne, MNOoALWMBAlOTCA Ha
yeTblpe Mpokorna (Ha Tpu npokona - ansg manodopmaTtHbIX gerl) B TBEPAYID OOBMOXKKY wnu
nepensieTaloTca C y4eTOM BO3MOXHOCTM CBODOAHOrO YTEHUSA BCEX OOKYMEHTOB, AaT, BU3 U
pe30mnouUni Ha HUX, MeTannuyeckme ckpenneHms n3 JOKYMEHTOB yaanstoTcs.

B Havane pgena Ha GymaxHOM HocuTene npu HeobxoAMMOCTM MOALUMBAKOTCHA JIUCTbI
BHYTPEHHEN ONMCU AOKYMeHTOB Aena (npunoxeHwe N 27), B KOHUE Kaxgoro gena - nucT-
3aBepuTenb gena (npunoxeHune N 8).

4.22. B uensax obecnevyeHus COXPaHHOCTM W 3akpenneHus nopsgka pacnonoXeHUs
OOKYMEHTOB, BKIIHOYEHHbIX B OeNno Ha GymMaxHOM HocuTene, Bce ero nuctbl (Kpome nucra-
3aBepuTena gena W BHYTPEHHEW OMuUCKM) HYMEpPYKOTCA B BanoBOM MNopsiake apabckumu
uncpamn, KoTopble NPOCTABMASIOTCSA B MPaBOM BEPXHEM YrIy NMcTa [OKyMeHTa MNpoCTbIM
rpadoUTHBIM KapaH4alloM UM HymepaTtopoM. YnoTpebneHne YepHun m UBeTHbIX KapaHaallemn
ana  Hymepauum nuMCToB 3anpewaeTtcs. JIUCTbl BHYTPEHHEM OnuMcKM [OOKYMEHTOB Aena
HyMepyrTCA OTAENBHO.

JncTbl gen, cocToAWMX U3 HECKOMBbKMX TOMOB UMW YacTen, HYMepyrTCs MO KaXX4oMy TOMY
WKW 4YacTu OTAESNbHO.

dotorpacpun, YepTexu, OuarpaMmbl U OpPYre  UNOCTPATUBHbIE  [JOKYMEHTHI,
NPeAcCTaBnsaloLWne CamMoCTOSATENbHbBIM NIUCT B Aene, HymepylTcs Ha OBOpOTHOW CTOpOHEe B
NeBOM BEPXHEM YrIy.

CnoXeHHbIN NMUCT pa3BopayYnBaeTCs M HyMepyeTcs B NpaBOM BepxHewm yrny. [Mpu aTom
nuct nwboro dopmarta, MOAWMUTLIA 3a OAMH KpaW, HYMEepyeTCd Kak OAWH JIUCT; JIUCT,
CNOXEHHbIN N NOALWNTBLIN 3a cepeanHy, NOANEXNUT NepeLLmBKe U HYMepyeTCs Kak O4MH JINCT.

JIncT € Harnyxo HakneeHHbIMU OOKYMEeHTamMu (Bblpe3kamu, Bbinuckamu, dpoTtorpadpmsamm)
HymepyeTcsa Kak oavH NUCT. Ecnun kK JOKyMEeHTY NoAKneeHbl OAHMM KpaeM Apyrne OOKYMEHTbI

(Bblpe3KVI, BCTaBKWM TEKCTA, I'IepeBO,EI,bI), TO KaXabln OOKYMEHT HymMmepyeTCA OTAENbHO.



MoownTble B Aeno KOHBEPTbl C BIIOXEHUAMW HYMEpPYKTCS; MNpyv 3TOM BHadvane
HymepyeTCcs KOHBEPT, a 3aTeM o4epeHbIM HOMEPOM KaXKaoe BOXEHME B KOHBEPTE.

Mogwntble B A€NO AOKYMEHTbI C COGCTBEHHOW HyMepauuven NUMCToB (BKMOYas nevaTtHble
n3aaHns) MOryT HyMepoBaTbCA B OOLLEM NOPSAKE MM COXPaHATb COOCTBEHHYK Hymepauwmto,
€Cnn OHa COOTBETCTBYET NOPSIAKOBOMY PaCrofioXKEHWIO NIUCTOB B Aere.

B cnyvaax o6HapyxeHua 6onbworo uucna ownbok B HymMepauuum InuMcTOB pJena
npoBoguTca nepeHymepauus. MNMpu Hanuumm oTaenbHbiX OWMBOK B Hymepauun nNUCToB Aena
aonyckaeTcs ynotpebneHne nutepHbIX HOMEPOB JIUCTOB.

4.23. Jluct-3aBeputens gena (npunoxeHne N 8) coctaBnsieTca Ha OTAENbHOM NnucTe, B
KapToTekax - Ha oTAenbLHOM nucTe dopmata KapTodku. JlucT-saBeputens gena
noAanucbiBaeTcsa ero cocrtasutenem. Bce nocneayowme M3MeEHEHWs B COCTaBe U COCTOSIHUM
aena (noBpexaeHusi, 3amMeHa NOASNNHHBIX AJOKYMEHTOB) OTMEYaloTCs B NiMCTe-3aBeputene co
CCbISIKOW Ha COOTBETCTBYIOLLUI aKT.

3anpeluaeTcs BbIHOCUTb NIUCT-3aBepuTernb Ha 0BNOXKY Aerna UM YUCTbIi 06opoT NucTa
nocrnegHero [fokymeHta. Ecnu geno nogwuto wnm nepenneteHo ©6e3 6GnaHka nucTa-
3aBepuTens, OH OO/MKeH ObITb HaKMeeH 3a BEPXHIOK YacTb NUCTa Ha BHYTPEHHIOK CTOPOHY
0o0BNoOXKM B KOHLE agena.

4.24. Ha obnoxke pgen MNOCTOSAHHOIO XpaHeHus npegycMaTpuMBaeTcss MeCTo Ans
HaVMEHOBaHNSA roCcyaapCTBEHHOro (MyHMUMNANbHOro) apxuea, B KOTOPbLIM Aena opraHu3auun
Oyayt npuHatbl (npunoxeHne N 28). lNpu odopmneHun o6NOXKM [ena HaumMeHoBaHue
opraHmM3auMm ykasblBaeTCs MOSIHOCTbIO, B MMeHUTenbHOM nagexe. [NonHoe HavmeHoBaHue
BbILLECTOSILLEN OpraHvM3auun ykasbiBaeTCA Hag HauMeHOBaHMEM OpraHu3aumm - UCTOYHMKA
KOMMEeKToBaHMA (Takke B MMEHUTENbHOM nagexe). Ecnv opraHusaums mnu BbiwecToswas
opraHmMsaums MMeKT COKpaLLleHHble HaMMEHOBaHWS, TO OHW YyKa3blBalOTCA B CKobBKax nocne
NOMHOro HAMMEHOBAHWS.

Mpn N3MEHEHMN HaMMEHOBaHNS opraHM3auun (CTPYKTYPHOro nogpasaeneHunsi) B Te4eHne
nepvoga, OXBaTblBAEMOro [OKyMEHTaMwu [fena, unv npu nepegade ppena B Opyryto
opraHusaumio (CTpPyKTypHOe noapasfdeneHune), Ha oOnoxke pnena [JonucbiBaeTcsl HOBOE
HavMeHOBaHWe JTOW OpraHuMsauuMm Wnu  opraHuv3auun-npaBonpeemMHnka (CTPYKTYPHOro
nogpasgeneHunst), a npexxHee 3akn4yaeTcs B CKOOKN.

4.25. Ha obnoxke gena ykasbiBatoTcs:

e HaMMeHOBaHue opraHu3auuun n ee HenocpeacTBeHHas NOAYNHEHHOCTD;
e HaMMeHOBaHWe CTPYKTYPHOro nogpasgeneHuns;

e VHAOEeKC fena;

e HOMep ToMa (4acTu);

e 3arosfioBOK gena (Toma, YyacTn);

e KpawHue gatbl Aena (Toma, YacTw);

e KONMU4YeCTBO NUCTOB B gerne (Tome, YacTu);



® CpOK XpaHeHus gena;
e apxuBHbIV WP dena.

4.26. 3aronoBok gena Ha OymMaxHOM HOCUTENE U 3arofloBOK 3fEKTPOHHOro gena
nepeHocaTca Ha OOnoXKy Aena (SNEeKTPOHHOro Aena) M3 HOMEHKMATypbl e opraHu3auuu.
3aronoBoK AOMKEH COOTBETCTBOBATb COAEPKAHUIO JOKYMEHTOB B Aene.

B Tex cnyyasx, koraa Aeno COCTOUT M3 HECKOSbKMX TOMOB (YacTen), Ha 0BNOXKY KaXKaoro
TOoMa (4acTu) BbIHOCUTCH OOLLMIA 3arofioBOK Aena, a npyu HeoBXoAUMOCTU - 3arofloBOK KaXK4oro
ToMma (4acTtn).

B 3aronoBkax gen, cogepxalmx Konmm AOKYMEHTOB, YKa3blBaeTCs Ha KONIMYECTBO KOMUMN.
MoanMHHOCTL 4OKYMEHTOB [efa B 3arofloBKe He OroBapuBaeTcsl.

4.27. [ena, BHeceHHble B rofoBble pasgenbl CBOAHLIX OMNUCEN, LUMAPYHOTCA nocne
yTBEPXOEHUS/CcornacoBaHmsi rogoBoro pasgena csogHon onvcu AMNK apxmBHOro yvpexgeHus u
YTBEPXKOEHUS PYKOBOOMTENEM OpraHm3aummM (40 9TOr0 apXuBHbIM WP npocTaBnseTcs
KapaHgaLlom).

4.28. Ha obnoxke gena ykasblBaeTcsl AaTa gena - rog(bl) 3aBeaeHns n oKoH4YaHus gena B
Aenonpon3BoacTBe.

Ecnn B pgeno BKNOYEHbl OOKYMEHTblI (Hanpumep, MNPUMOXeHus), gaTa KOTOpbIX He
coBrnagaeT c AaTton gena, To Nod AaToW C HOBOW CTPOYKM aernaetcd o6 aTtom 3anuck: "B gene
MMeITCA AOKYMEHTbI 3a ... rog(bl)".

[ata gena MoXeT He yKasblBaTbCA TOMbKO Ha OOMoXkax Aern, coaepXalinx roaoBble
nnaHbl U OTYETbI U ApYrMe OOKYMEHTbI, AaTbl KOTOPbIX OTPaXXaloTCs B 3arofioBKax Aen.

[daton pen, cogepxawux pacrnopsiAMTenbHYl0, TBOPYECKYD M WHYH [OOKyMEeHTauuto
(Boknagbl, NMcbMa, CTEHOrpamMmbl), A1 KOTOPOW TOYHAs 4aTUPOBKA MMEET BaXXHOE 3HaveHue,
a Takke Ona gen, CoOCTOoAWMX M3 HECKOMbKMX TOMOB (YacTewn), ABNATCA AaTtbl (YMCO, Mecsu,
rog) perncrpauumn (CocTaBrfieHus, MOCTYMMEHNsI) CaMOro paHHEero W Ccamoro MO34HEro
OOKYMEHTOB, BKIHOYEHHbIX B Aeno (KparHue gatbl gen, LOKYMEHTOB).

[aTton pena, cogepxalero NpoToKONbl 3acefaHui, ABNAKTCS AaTbl YTBEPXAEHUS (ecnn
OHM YTBEpPXOAKTCs) UK gaTthl NEPBOro M NOCNeAHEro NPOTOKoa, COCTaBNAOLWNX OENO.

[aTton nuyHoro gena sBAATCA AaTbl NOLANUCAHMS MPUKA30B O NPUEME U YBOSIbHEHUN
nnua, Ha KOTOPOE OHO 3aBEAEHO.

Mpn obo3HayeHuM gaTtbl JOKYMEHTa CHadana ykasblBaeTcsl YnCro, 3aTeM Mecsy, U rog.
Yucno n rog obosHavatoTes apabekumm umdpamm, HasBaHMe MecsLa - ClIOBOM.

Ecnn pata gokymeHTa unv OTAENbHbIE €€ 3reMeHTbl onpeaensTcs NpubnmManTensHo,
Ha OCHOBaHMM aHanuM3a coAepXXaHWs OOKyMeHTa, TO AaTa WUNu OTAENbHble €€ 3NEMEHTbI, He
abConTHO JOCTOBEPHbIE, 3aKIKOYAOTCH B KBagpaTHbIE CKOOKM.

4.29. ObgaszarenbHbIMU pPeKBU3INTamMun 00NOXKN Aerna sBlAaTCA yKasaHue KOoIln4yecTBa



nucToB B Aene'® (MpocTaBnsaeTca Ha OCHOBAHUM MUCTa-3aBEpUTENs Aena) U CPOK XpPaHeHUs
aena (Ha genax NoCTOAHHOIo XpaHeHust NuweTcs: "XpaHUTb NOCTOSAHHO").

4.30. Anga yyeTa OOKYMEHTOB OMpeferieHHbIX KaTteropuin gen Ha OymaHOM HocuTene
(nnuHble, cynebHble gena, maTepuanbl YrOnOBHbIX Aef, Aena O MNPUCYXOEHUM YYeHbIX
CTeneHem W MNPUCBOEHUN Y4YeHbIX 3BaHWW, [Aena, CBA3aHHble C Bbldayen aBTOPCKUX
CBMOETENbCTB UM MaTEHTHbIX M300pEeTeHUn) COCTaBAETCA BHYTPEHHAS ONMUCb [OKYMEHTOB
nena.

Ecnu geno Ha BymaxxHOM HocuTene nepenneTeHo unn noawmto 6e3 6naHka BHYTPEHHEN
ONUCX OOKYMEHTOB, TO COCTaBfieHHass MO YCTAHOBIIEHHOW OpPME BHYTPEHHSIA OMNUCb
NOAKNenBaeTCs K BHYyTPEHHEN CTOPOHE nuLeBon 06MnoxXkM gena.

N3meHeHna cocTtaBa OOKYMEHTOB Jdena (M3bATWs, BKIOYEHUS OOKYMEHTOB, 3ameHa
OOKYMEHTOB KonusiMn) oTpaxatotca B rpade "lMpumeyvaHme” BHYTPEHHEN ONUCK CO CChIfTkaMu
Ha coOTBeTCTBYyHOLWME aKTbl. [pM HeobXxoaAMMOCTU MOryT ObITb COCTaBMEHbl HOBas UToroeas
3anncb K BHYTPEHHEN OMUCK 1 NUCT-3aBepuTens aena.

4.31. [lena nepeaarlotcsa B apxvmB OpraHm3aumm no onmcsM, COCTaBfeHHbIM B CTPYKTYPHbIX
noapasgeneHusx.

Onucu gen CTPYKTYPHbIX MoApasferieHnin COCTaBNATCHA MO YCTAHOBMEHHOW ¢opme
(mpunoxenne N 23, 24) B OByX 9K3eMnnspax M NpeactaBnsitoTCAd B apXvMB OpraHvsaumm He
nosgHee 4Yem 4yepes OAuH rof nocrie 3aBepLleHns aen B 4enonpov3BoACTBe.

Onucu cocTaBnAlTCSA OTAENbHO Ha Aena MOCTOSIHHOTO XpaHeHWus; fernia BPEMEHHbIX
(cBbiwe 10 neT) CpOKOB XpaHEHUs, B TOM YuUCne NO IMYHOMY COCTaBy, U Aena, coctosiime 13
OOKYMEHTOB, XapaKkTepHbIX TONMbKO AN AaHHOW opraHm3auun (cygebHble, crniefcTBeHHble aena,
Hay4Hble OT4yeTbl MO Temam). OTAenbHble ONUCU COCTaBNATCS HA €AMHMULbI XpaHeHus
9NEKTPOHHbIX [AOKYMEHTOB MOCTOSHHOrO XpaHeHWsi; BpeMeHHbIX (cBbiwe 10 neT) cpokoB
XpaHeHUs1, B TOM 4ucne no NM4YHOMY COCTaBy.

4.32. Tlpn cocTaBneHuM onucuM pJen CTPYKTYpPHOro noapasgeneHus cobntogarTtcs
cnepywowme TpeboBaHus:

e 3arofioBKM [JeNn BHOCATCA B OMUCb B COOTBETCTBUW C TMPUHATON CXEMOW
cucTeMaTtm3auumn Ha OCHOBE HOMEHKNaTypbl Aen;

e Kagoe [erio BHOCUTCS B ONUCb MOA MOPSAKOBbIM HOMEPOM (ecnn Aeno CcocTouT
N3 HECKOMbKMX TOMOB UMW YacTeun, TO KaXabli TOM UMK YacTb BHOCATCS B OMUCb
noA nNopsiaKoBbIM HOMEPOM);

e rpadbl ONUCKU 3aMOSHAKTCA B TOYHOM COOTBETCTBMM CO CBEOEHUAMU, KOTOpble
BblHECEHbI Ha 0BNOXKY Aena;

e rpadpa onucy "lpumeyvaHue" wucnonb3yeTcsa AN OTMETOK O npueme pfen,
0COBEHHOCTAX (PU3NYECKOrO COCTOSHWUSA, O nepedade Aen ApYruM CTPYKTYPHbIM

noapasaeneHnsam co CCbINKON Ha HEOOXOAMMBIN aKT, O HanNM4Mm KOmnuin.

B [Ina gen Ha 6ymMaxHoOM HocuTene.



B koHuUe onucu Bcren 3a nocregHen onucaTeribHOW CTaTben 3anoriHAeTcsl UTorosas
3anncb, B KOTOPOW ykKasbliBawTCA (Uudpamm M NPOMNMUCb) KONMYECTBO Aen, MepBbid U
nocnegHnn Homepa Aen No onNucK gerl, a Takke OroBapmMBarTCa 0COBEHHOCTU HyMepauuu aen
B ONUCK (Hannyne NUTEPHbIX U NPOMNyLEeHHbIX HOMEPOB).

Mepen BHeCEHVMEM 3arofloBKOB AeN B ONUCb MPOBEPSAIOTCA KayecTBO (POPMUPOBAHUA U
odhopmrieHnss Oen, COOTBETCTBME KONMUYECTBa [efl, BHOCMMbIX B OMUCb, KONINMYECTBY
3aBeAeHHbIX e No HOMEHKNaType Aen opraHu3auuu.

Mpn npocmoTpe Aen npoBepsitoTCA: COOTBETCTBME 3arofioBka Aena CcoaepKaHuto
OOKYMEHTOB B Aene; NpaBubHOCTb 0POPMIEHMS U rPYNNMPOBKMA AOKYMEHTOB, BKITHOYEHHbIX B
0eno; KadecTBO MOALUMBKA MMM nepenneta gena; NpaBuibHOCTb HyMepauun fNUCTOB Oena;
Hanuune B gerne, B HEOOXOOUMbIX Criyvyasix, BHYTPEHHEW OnMcu Adena u npaBUNbHOCTb ee
COCTaBJfIEHUS; NPaBUIIbHOCTE OPOPMIIEHNST ODMOXKN Aena; Hanuume M NpaBUIbHOCTbL NUCTa-
3aBeputensa pgena. B cnyyae oGHapyXeHWst HapyLleHUs1 YCTaHOBMEHHbLIX MNpPaBun
dopMmnpoBaHnst 1 0POPMIIEHNS e OHU LOSMKHbI ObITb YCTPaHEHbI.

B cnyyae oOHapyXeHus OTCYTCTBMS [ef, YUYUCASWMXCA MO HOMEHKnatype Aen
opraHuMsaumm, CTPYKTYPHbIM  MoAapasfenieHMeM  MNPUHUMAalOTCA  Mepbl MO PO3bICKY.
O6HapyxeHHble gena BKAYalTCa B onNUCb. Ecnn nNpuHATbIE Mepbl HE Janu pesynbTaToB, TO
Ha HeoBHapyXXeHHbIE Aena cocTaBnsieTCcAa akT 00 yTpaTe AOKYMEHTOB, KOTOPbIV MNOANMCbIBAETCSA
pykoBoguTENEM CTPYKTYPHOro mnoAapasgeneHvs un nepefaetcd BMecTe C  OnNuCbio  aen
CTPYKTYPHOro NoApasaeneHus B apxms opraHusauum (npunoxexve N 6).

4.33. Tlepemaya p[en B apxuB oOpraHMsaumm ocyllecTBndeTcsas no  rpaduky,
COrnacoBaHHOMY C PYKOBOAUTENSMW CTPYKTYPHbIX NogpasaeneHnin, nepearolmnx JOKYMeHThl B
apxuB, N YTBEPXKAEHHOMY PYKOBOAMUTENEM OpraHn3aumm.

B nepuwop nogrotoBkn gen Ha OymaKHOM HOCUTENe CTPYKTYPHbIM mnoapasaeneHveMm K
nepegaye B apxvB OpraHMsaumMmM COTPYOHUKOM apxuBa MNpPOBEPSETCA NPaBUIbHOCTb WX
opmMupoBaHus, OOPMIIEHMA N COOTBETCTBME KONMUYECTBA [efl, BKIYEHHbIX B OMMUChb,
KonuyecTtBy Aen, ChOpMUPOBaHHbBIX B COOTBETCTBMM C HOMEHKNATypou Aen opraHusauuun. Bee
BbISIBIIEHHbLIE MPWU MPOBEPKE HEAOCTaTKM B (POPMUPOBAHMM U OpopMIeHMn aen paboTHUKM
CTPYKTYpPHOro nogpasgeneHnsa 06a3aHbl yCTpaHUTb.

Mpuem-nepegadya nen B apxuB OpraHM3auMmM npousBoauTcs paboTHUMKOM apxuBa
opraHusaumm B NpUCYTCTBUKN paboTHMKA CTPYKTYPHOro nogpasgeneHus. Ha aksemnnsapax onncu
hen, OOKYMEHTOB MpOCTaBnseTcss OTMETKa O Hanmumyum gena. B KoHue kaxgoro aksemnndpa
OnuncK ykasbiBaloTCa LmMdpaMmn U Nponucbio KONMMYECTBO (PaKTUYECKM MPUHATLIX B apXuB gen,
HOMepa OTCYTCTBYWOLWMX [OeNl, fata npuema-nepegadn pfen, a Tawke nognucum nuua,
OTBETCTBEHHOrO 3a apXuB, U nvua, nepegasLlero gena.

4.34. lepemaya 3NEKTPOHHbLIX OOKYMEHTOB B apxXvB OpraHuM3auuMM MpoM3BOOMTCH Ha
OCHOBaHMM OMUCEW JMNEKTPOHHbIX Aen, [OKYMEHTOB CTPYKTYpPHbIX MOApasgeneHun no

VIHd)OpMaLI,I/IOHHO-TGJ'IGKOMMyHI/IKaLI,VIOHHOI7I ceTun (I'Ipl/l Halnnynm B apxmBe oOpraHun3auunmn



NHPOPMALIMOHHON CUCTEMBI) UM Ha U3NYECKN 0BOCOBMEHHBIX MaTepuarnbHbIX HOCUTENSX,

KOTOpble NpeacTaBnAlnTCA B ABYX MOEHTUYHbIX 3K3eMMNidapax.

I'IpM nepegadve J3JIeKTPOHHbIX [OOKYMEHTOB B apXMB oOpraHnsaunn BbINONHAKTCA

crnenytoLme oOCHOBHbIE NpoLeaypbl paboTbl ¢ JOKYMEHTaMU:

dopMupoBaHne B MH(POPMALMOHHON CUCTEME OpraHuM3auumn SMEeKTPOHHbLIX Aen,
ABNSAIOLWMXCA COBOKYMHOCTbIO KOHTEMHEPOB 3NEKTPOHHbLIX [OOKYMEHTOB W
KOHTEMHEPOM 3MEKTPOHHOIO AOKYMEHTa, CoAepXXaliMM KOHTEHT WU MeTafaHHble
3NEKTPOHHOrO AOKYMEHTA, (harnbl 3NEKTPOHHbBIX NOANUCEN N BU3Yanmn3vpoBaHHYO
KOMMI0 TEKCTOBOrO 3NIEKTPOHHOrO AokyMeHTa B coopmate PDF/A;

dopmMMpoBaHMe  ONWCKM  SMEKTPOHHbIX  AeNl,  OOKYMEHTOB  CTPYKTYPHOro
noapasaeneHus;

npoBepka apxuBOM OpraHM3auuMn SMEKTPOHHbIX [OOKYMEHTOB Ha Hanuuue
BPEOOHOCHbIX KOMMNbIOTEPHbBIX MPOrpamMm;

npoBepKa BOCNPOU3BOANMOCTU SNEKTPOHHbIX LOKYMEHTOB;

npoBepka OU3NYECKOro M TEXHUYECKOrO COCTOAHMS HocuTenewn (nNpyu nepenadve
9NEKTPOHHbIX JOKYMEHTOB B apXxvMB OpraHvsauum Ha dusnydeckn obocobneHHbIX
MaTepuanbHbIX HOCUTENSX);

npoBepka MOAMMHHOCTX 3MNEKTPOHHOW MOANUCU, KOTOPOW MOANUCAH 3NEKTPOHHbIN

AOKYMEHT.

MNprvem 3NeKkTPOHHbIX [OOKYMEHTOB B apxvMB OpraHusaumMm Mo WHGOPMaLMOHHO-

TENEeKOMMYHUKAUMOHHON ceTu (Npu HanMyiMm B apxvMBe OpraHusaumMm WHEOPMaLMOHHON

cuctembl) UM Ha uamMyeckn 00O0COBMEHHBIX HOCUTENAX OQOPMISAETCS COCTaBfEHNEM

MTOrOBOM 3anucCu B KOHLIE OMWUCK SMEKTPOHHBLIX AN, OOKYMEHTOB, B KOTOPOW UMdppaMu U

NPONNCbI0 YKa3blBae€TCA KOJIN4EeCTBO (*)aKTVI‘-IeCKVI NPUHATBIX B apXMB 3JIEKTPOHHbLIX Aen wu

ANEKTPOHHbIX OOKYMEHTOB. NToroeas 3anuck noaTeepXxagaeTcAa noanncaMm COTpyaHMKa apxmea

N COTPYOHWUKA CTPYKTYPHOrO NoApasfeneHunsi, nepefaBLlero 3MeKTPOHHbIe Aena U JOKYMEHTHI.

Mpv Npueme Ha apXMBHOE XpaHEHWE ANEKTPOHHbIE Aena 3aBepsitoTCA 3MEKTPOHHON NOAMUCHIO

pykoBoauTeEnNA opraHn3auyunm nnn ynosiIHOMO4YeHHOro MM OoJ1>KHOCTHOIO rmua.

Mocne npnemMma B apxXmB 3N1EKTPOHHbIX OOKYMEHTOB Ha (*)I/I3VI‘-IeCKVI 000C06NEHHbIX

MaTepunasibHblIX HOCUTENAX BKnagbllln, TMOMELLEHHbIE B d)yTJ'IFIp eOunHnLUbl XpaHEHUA B

CTPYKTYPHOM noapasaeneHnn, 3aMeHAKTCA Ha BKnaabllin, Od)OpMHeHHbIe B apxXuBe.

Ha Bknagbiwe, noMmellaeMom B (*)yTJ'IFIp eanHnUbl XpaHeHu4d, Od)OpMJ'IFIeMOM B apxuBe,

YKa3blBaeTCA:

HanMeHOBaHWe opraHnsaumm (NOfHoe, COKpaLLEHHOE);
Homep oHAa;

HOMEp OMUCK 3ANEKTPOHHbIX AN, AOKYMEHTOB;

HOMep gena no onucu;

OTMETKa O CTaTyce 3K3eMMnnsipa 3NEKTPOHHbIX 4OKYMEHTOB: "OcCH." (OCHOBHON) nnu



"Pab." (pabouni);
e KpawHue AaTbl JOKYMEHTOB 3M1EKTPOHHOro Aena;
e pu HeobxoanMMOCTN OPOPMNATCSA LONONHUTENbHbIE OTMETKM 00 OrpaHnyeHun
AOCTyna K JOKyMEHTaMm.
Bknagpiw nomewaeTca B yTnap gpusmyeckn 060cobneHHoro matepmanbHOro HocuTens

TakKnm 06p830M, 4YTOOLI HaarnnMcum Ha Hem Obinn BMOHbI NPU 3aKpbITOM (byTnﬂpe.

V. OPTAHU3ALUA UCTNOJIb3OBAHUA OOKYMEHTOB APXUBHOIO ®OHOA
POCCUNCKON ®EOEPALIUN U OPYTUX APXUBHbIX OOKYMEHTOB
OPIrAHU3ALUA
5.1. ApxvB opraHusauum JOSKEH NpeaoCTaBnaTb NONb30BaTENto AOKYMEHTbI APXMBHOMO

doHaa Poccunckon Pepepaunm v gpyrne apxmBHble [OKYMEHTbI, a Takke CrnpaBOYHO-
MOWCKOBbIE CPEACTBA K HUM.

5.2. locTyn K AOKYMEHTaM MOXeT BblTb OrpaHNU4YeH B COOTBETCTBUM C 3aKOHOAATENbCTBOM
Poccuinickon ®depepaumm, a Takke B COOTBETCTBMM C pacrnopshkeHnem cOOCTBEHHUKA Wnu
BrajenbLa apXMBHLIX [JOKYMEHTOB, HaXOASLLMXCA B YaCTHOMN cobeTBeHHocTH ™.

5.3. lNMonb3oBaTenu npu MCMOMb30BaHUN [OOKYMEHTOB apxuBa oOpraHusaumMmM ob6s3aHbl
AenaTb CCbIfKM Ha MECTO XpaHeHUs JOKYMEHTOB.

5.4. CoctaB HCA apxvmBa opraHuvsauum onpepensieTca COCTaBOM W COAEPKaHUEM
XpaHAWNXCA B HeM [JOKYMEHTOB, XapakTepoM W 3ajadyaMn Mnoucka W WUHTEHCUBHOCTbLHO
NCNoNb30BaHNA JOKYMEHTOB.

OcHoBHbIM (065a3aTernbHbIM) apXMBHBIM CMPABOYHMKOM B apXvMBe OpraHvM3auumn sBAsieTCs
onucb Aen, OOKYMeHToB. B gononHeHWe B apxuBe opraHus3auuun BefyTcs BCnomMoraTernbHble
apXmBHblE CMPaBOYHUKM - KaTanoru, ykasaTenu, uIctopnyeckas cripaska K ooHay.

5.5. B uenax obecnevyeHns COXPaHHOCTWM, CBOEBPEMEHHOro OTOOpa M y4eTa MU
cuctematmsaummn gern, nognexawmx nocTosiHHOMY M BpeMeHHomy (cbiwe 10 neTt) cpokoB
XpaHeHus, B opraHMsaLnm CocTaBnaoTCsa OnucK aes, AJOKYMEHTOB.

Onucum cocTtaensaTCca OTAENbHO Ha Aena, AOKYMEHTbI:

® [OCTOSIHHOIO CpoKa XpaHeHUs;
e BpEeMeHHbIX (cBblwe 10 NeT) CPOKOB XpaHEHMS;
® 10 NIMYHOMY COCTaBYy;
e XapakTepHble TONbKO ANs AaHHOW opraHusaumm (cyaebHble gena, marepuansl
YrONOBHbIX Aef, Hay4Hble OTYETbI NO TEMaM).
AHanornyHble ornMcKM CoCcTaBnsATCA Ha 3NIEKTPOHHbIE Aerna, AOKYMEHTbI.
CBoaHble onucu aen, AOKYMEHTOB OpraHv3auum COCTOAT W3 rofoBbiX pas3fenos,

COCTaBJIAEMbIX Ha OCHOBE MnepeaaHHbIX B apXmB OpraHn3auunm onucen pen ee CTPYKTYPHbIX

“Yactb 1 cTaTbn 25 denepanbHOro 3akoHa oT 22 okta6psa 2004 r. N 125-d3 "O6 apx1MBHOM
pene B Poccunckon degepauun”.



noapasgeneHun 3a onpegenenHble rodbl, 1 CMCTEMaTU3NPOBaHHbBIX B Npedenax Kaxaoro roga
B COOTBETCTBMM C YTBEPXKOEHHOW CTPYKTYPOM OpraHvM3aLmMmn Ha 3TOT roA.

Onucu gen, AOKYMEHTOB COCTaBMAKTCA NO yCTaHOBMEHHOW dopme (npunoxeHusa N 14,
15, 16, 17, 18) n cocTOAT M3 onucaTenbHbIX CTaTerd €OUHWUL, XpaHEHWUs, UTOroBOM 3arnucy,
nncTa-3aBepuTENS 1 CNPaBOYHOro annapaTa K Onucu.

OnucatenbHasa cTaTbs ONMCK BKITKOYAET: NOPSAKOBLIA HOMEP eOUHULbI XPaHEHWS; MHOEKC
eQMHULbl XpaHeHus (N0 HOMEHKNnaType [en); 3arofioBOK €OUHWLbI XPaHEHWs!, BKITHOYatoLLMM
yKasaHWe Ha HanuMyne KOMuM, ecriv B HEeW XPaHSATCS KONWW OOKYMEHTOB; KpanHue pAaTtbl
€0MHULbI XpaHEHUS; CPOK XpaHeHus (ans onucen gen, AOKYMEHTOB BPEMEHHOrO XpaHeHus);
KONMMYecTBO 5UCTOB B eAuHUUe XpaHeHus. 3aronoBok Aena MoxeT 6biTb AOnosiHeH
aHHoTaumen oTaenbHbIX AOKYMEHTOB (rpynnbl JOKYMEHTOB) eAUHWLIbI XpaHEHWS.

B cnpaBo4yHbIN annapaT K OnNucU BXOAST: TUTYNbHbIN JIUCT; COAepXaHue (ornaesneHue);
npegucnoBme; CNUCOK COKpaLWleHWi; ykasatenun K onucu (NpeameTHbI, WUMEHHOMN,
reorpacunyeckon).

CocTaB crnpaBOYHOro annapara K OnNm1cu 3aBUCUT OT CPOKa XpPaHEHUs BKITHOYEHHbIX B Hee
OOKYMEHTOB U UX BUOOB.

K onucam gen, 0OKYMEHTOB NOCTOAHHOIO XpaHeHUs U No fIMYHOMY COCTaBy COCTaBMNSATCH
TUTYMbHBIA JIUCT, NPEAMCroBMe, OrnasrieHne, nNpu HeobXOAMMOCTU - CMMUCOK COKpaLleHWn,
yKasartenw.

Ha TuTynbHOM nucTe OnucK ykasbiBaltOTCHA: MOSHOE HaMMEHOBaHWE rocyaapCTBEHHOrO
(MyHMUMNANbHOrO) apxuBa (ecnu opraHnsaumsi ABNSETCS UCTOYHMKOM €ro KOMMEeKTOBaHuS),
nocrnegHee NonHoe HauMeHOBaHWEe opraHu3auuun, COOTBETCTBYIOLLLEE HA3BaHUIO ee apXMBHOIO
doHOa, HOMEp apxMBHOrO oHAA, HOMEP M Ha3BaHWE OMNWUCWU, KpanHWe OaTbl BHECEHHbIX B
ONUCb €ANHUL, XpPaHEHWUS.

Ecnn HanmeHoBaHWe opraHusauMmM W3MEHSANOCb, Ha TUTYNbHOM nucte (B cnydae
HeobXoaNMOCTU - Ha OOMNOSHUTENBHOM NIUCTE) NoA NOCNegHUM HaMMEHOBAHUEM OpraHM3auun
YKa3bIBalOTCA B CKOOKax BCe €€ MNepenMMeHOBaHUA B WCTOPUYECKON (XPOHONOrMYECKOn)
nocnegoBaTenbHOCTU 3a Mepuog, COOTBETCTBYHOLIMA KpavHUM [aTaM eOuHWUL, XpaHeHus,
BKITHOYEHHbIX B OMUCh.

B npegucnoBun K onucu KpaTKo WM3naralwTcsa nNepevMeHOBaHWs opraHusauuvm B
NCTOPMYECKON (XPOHOMNOIMMYECKOW) nocrneaoBaTefibHOCTM 3a nepuon, COOTBETCTBYHOLLMIA
KpavHuM [aTaM eguHWUL, XpaHeHusl, BKIIOYEHHbIX B onuck. [lpeaucnosue nognucbiBaeTcs
cocTaBuTeENEeM C yKa3aHMeM OOSMKHOCTU U AaTbl COCTaBNEHUS.

K onucn gen, AoKkymeHToOB BpeMeHHoro (cBbiwe 10 neT) XxpaHeHus, npu HeobxoauMocTH
TaKke MOryT COCTaBNATbLCS OrfiaBneHne, CNMCOK COKpaLLEeHUI.

Onucu (rogoBble pasaernbl onucen) gen, OKYMEHTOB COCTaBNSAOTCS:

® T[OCTOSIHHOrO XpaHEHWs - He MeHee 4YeM B YeTblpex 3K3emnnspax: TpuM Ha

6yMa)KHOM HocuTene n oaAMH - B JJIEKTPOHHOM BWae (B KayecTtBe pa6oqero



aK3emnnapa);

e BpemeHHoro (cBbiwe 10 NeT) XxpaHeHus - He MeHee YeM B BYX IK3eMNIispax;

e [OKYMEHTOB MO JINYHOMY COCTaBy OpraHuM3auuin - MCTOYHMKOB KOMMMEKTOBaHUSA
roCy4apCTBEHHbIX (MyHUUMNAmNbHbIX) apXMBOB - HE MEHee 4YeM B 4eTbipex
aksemnnapax: Tpy Ha OymaxHOM HocuTene, OOWH - B 3ANEKTPOHHOM Buae (B
KayecTBe pabo4yero aksemnnsapa);

e [OKYMEHTOB MO fIMYHOMY COCTaBYy OpraHusauui, He ABNALWMXCH UCTOYHUKaMM
KOMMMEKTOBaHMSA rocyAapCTBEHHbIX (MyHULMMNanbHbIX) apXMBOB, - HE MEHEE YeM B
Tpex aK3emnnsapax.

Onucu (rogosble pasfgenbl onucer) gen, OOKYMEHTOB BpemMeHHoro (cBbiwe 10 neT)
XpaHeHns cornacoebiBatotca ¢ LUOK (BK) opraHusauum, nocne 4ero yrBepxgaroTcs
pykoBoguTenem opraHvsawmu.

Ha paccmoTtpenne 3MK npeacraBnsaTca He MeHee Yem Yepead 3 roga nocre 3aBepLleHns
Aenonpon3BoACTBOM Aen, BKITOYEHHbIX B pasaern:

e onucu (rogoBble pasgensl onucen) gen, AOKYMEHTOB MOCTOSAHHOrO XpaHeHus ans
yTBEPXOEHUS;

e onucu (rogoBble pasgenbl onucen) Aen, OOKYMEHTOB MO JIMYHOMY COCTaBy Ans
cornacosaHus .

Mocne yTBepxaeHus (cornacoBaHus) onucen (rogoBbix pasgenoB onucen) AMNK oHm
yTBEpPXOalTCa pykoBogUTENEM opraHm3auunm.

B rocygapcTtBeHHbIN (MyHMLMNANbHbLIN) apXuB nepeaarTcs TPy 3K3emMnnspa onucu aen
MOCTOSIHHOIO XpPaHeHUs, OAMH 3K3eMnnsap Oonucu Aen Mo JIMYHOMY COCTaBy, YTBEPXOEHHbIX
(cornacoBaHHbIx) JMK, a Takke NO OQHOMY 3K3EMMNIISPY KaXKAOW ONUCKU B 3NIEKTPOHHON hopme
(B kauecTBe pabo4ero akzemnnspa).

OavH aKk3emMnnap onucu gen NoCcTOSIHHOIO XpaHeHus U ABa 3K3emnngpa onucu gen no
NIMYHOMY COCTaBY OCTalOTCH B OpraHu3aunm.

BHeceHMe wu3MeHeHM B rogoBOM pasgen onucu  gen, OOKYMEHTOB nocne  €ero
yTBEpXOeHusn (cornacoeaHus) IMNK gonyckaeTcs TONMbKO Ha OCHOBaHWW COOTBETCTBYHOLLEIO
pelueHus IlK.

5.6. Wcrtopuuyeckaa cnpaBka K oHOY COCTOMT M3 Tpex pasgenoB: UCTopus
doHaoobpasoBaTens,  oTpaxawowas  UCTOPUID  OpraHmsaumMm  CO  CCbiflkaMu  Ha
COOTBETCTBYIOLLME  3aKOHOAATENbHble UM  HOpPMaTuBHble akTbl (gaTel  oBpasoBaHus,
nepeMMeHoBaHus, peopraHmsauun, NMKBMaaumMm, BeOMCTBEHHYI0 NPUHAANEXHOCTb, CTPYKTYPY
N (PYHKUMKN, UX U3MEHEHWs, Ha3BaHMEe OpraHuM3auun - npeawecTBEeHHWKa), Uctopus doHaa

(O6'beM, Kpa|7|H|/|e AaTtbl JOKYMEHTOB, CTelNneHb X COXPaHHOCTU, AaTbl nepenayvn JOKyMeHTOB Ha

¥ Onucu aen, AOOKYMEeHTOB No JIMYHOMY COCTaBy COrfacoBbiBakOTCA COOTBETCTBYHOLMM

rocygapCrtBeHHbIM (MyHI/ILI,I/II'IaJ'IbeIM) apxmBom cornacHo npeaoctaBJ/iEHHbIM emy
NOJTHOMO4YUNAM.



MOCTOSIHHOE XpaHeHWe) U XapakTepucTuka OOKYMeHToB doHAa (pasHOBWOHOCTU AOKYMEHTOB,
0COBEHHOCTN (POPMMPOBAHMSA €ANHULL XPaHEHNSA U X CUCTEMATU3aUMK, Hann4mMe OOKYMEHTOB,
BbIXOAALUMX 3@ XPOHOMOrMYecKne rpaHuubl geaTenbHocTu doHaoobpasoBaTtens, COCTaB
CMpaBOYHOro annapara K ooHAy, MeCTO XpaHEHUS OKYMEHTOB MO FINYHOMY COCTaBy).
NcTopudeckas cnpaBka K hOHAY COCTaBNAETCS B ABYX 9K3eMnnsgpax, O4VH - XpaHUTCs B
Aene oHAa, BTOPOW - NepeAaeTcs B rocy4apCTBEHHbIV (MyHULMNANbHLIA) apXuB.
5.7. OcHoBHbIMM hOpMamMK NCNONb30BaHWS JOKYMEHTOB apxvMBa OpraHm3aunm siBNsTCA:

e MHOopMaLMOHHOE obecnevyeHne paboOTHMKOB OpraHmn3auuu;

e /CMOMHEHWe 3anpocoB Mofb3oBaTener, B TOM 4ucrne 3anpocoB rpaxaaH
coumarnbHO-NPaBOBOro Xxapakrepa;

e BblJaya JOKYMEHTOB W AeNn BO BPEMEHHOE Mofb30oBaHWe, NpeaocTaBrieHne Konuim
apXuBHbIX OOKYMEHTOB MO 3anpocaM nonb3oBaTernien, B TOM 4ucne B opme
9NEKTPOHHbIX AOKYMEHTOB.

dopmamMu UCrornb30BaHUSA AOKYMEHTOB apxmBa OpraHM3auumn SBrsTCa Takke:

¢ VHOPMUPOBAHME CTOPOHHMX OpraHMsauMi O HanuuMM W  COAEPXKaHUK
NMEIOLLINXCA B apXmBe JOKYMEHTOB;

® 1CNONb30BaHNE JOKYMEHTOB B CpeACTBaX MacCcoBOW MHopMaLumu;

e 1CMOMb30BaHWE [OKYMEHTOB AN MNOATOTOBKM  UCTOPUKO-MHEOPMAaLMOHHbBIX
MEPONPUATUIA: BbICTABOK, 9KCKYPCUN, KOH(IEPEHLNN;,

e Bblgaya AOKYMEHTOB 4S8 paboThbl B YATanbHOM (NMPOCMOTPOBOM) 3arie apxuBea;

e OpraHusaums goctyna pabOoTHUKOB oOpraHuvsauuu K OOKyMeHTaMm apxuBa nyTem
NCNonNb30BaHWs MH(POPMALIMOHHO-TENEKOMMYHUKALNOHHOW CETMU.

5.8. ApxuB opraHusauun JOSPKEH BECTU yYeT UCMOMb30BaHUSA LOKYMEHTOB, B TOM Yucre
BblJayn AOKYMEHTOB W Aen, Bbl4a4y apXMBHbIX CMPaBOK, BbIMMCOK, KONUI JOKYMEHTOB.

5.9. 3anpocsl nonb3oBaTtenen, NOCTynawLmne B apxXus opraHMsauny, nogpasfaensoTes Ha
TemaTuyeckne n coumansHo-npaBoBbie’®.

5.10. ApxuB opraHnsaumm SOMmKeH paccmaTpmBaTb U UCMOMHATb 3anpocCkl, NOCTYNUBLUNE B
NMcbMeHHon doopme.

3anpoc nonb3oBaTens AOIMPKEH CoaepXaTb CrneayoLLyo MHhopmauuio:

e HaMMeHOBaHMWE PUANYECKOro Nuua - aBTopa 3anpoca (4nsa rpaxgaH - dpamunum,
UMEHW, OTYECTBA, NPU HaNMYUN NOCNeaHero);

e [OYTOBbLIV W/WIK SNEKTPOHHBIN agpec, No KOTOPOMY AOSDKEH ObITb JaH OTBET;

e CBedeHus, WHTepecylwue nonb3oBaTenss W XPOHOSMOrMYeckne  pamku
3anpaLwumsaemMon nHopmMmaumu;

e (hopmy nonyyeHus nosnb3oBaTeneM uHdopMaumm (MHOOPMALNOHHOE MUCBbMO,

dpxXmBHadA ChnpaBKa, apxmBHasdA BbIMMUCKa, apxXmBHad KonuA, TemMaTU4eCKnn

* MoanyHKT 5.7.1 nyHkTa 5.7 MNpaBun xpaHeHus.



nepeyveHb, TeEMaTU4eCkM 0630p AOKYMEHTOB);
e JIMYHYIO NOANMUCH aBTOpa 3anpoca (rpaxgaHnHa unm SOMMKHOCTHOro Nuua);
e fary.

Mpu NocTynneHnn B apxvB opraHu3aumm UHTepHeT-obpalleHns (3anpoca) nonb3oBaTens
C YyKasaHMeM agpeca 93neKTPOHHOM MOoYTbl W/WMAM NOYTOBOrO agpeca emy HanpasBnseTcs
yBeOMIeHe O npueme obpalleHuns (3anpoca) K pacCMOTPEHNIO UM MOTMBUPOBAHHbLIA OTKa3
B pacCMOTpPEHUM.

Ha 3anpocbl TemMaTu4eckoro xapaktepa, MoCTynMBLUME B apxuB oOpraHuvsauuu mno
NHPOPMaLMOHHO-TENEKOMMYHUKALMOHHOW CETU, B TOM YMChe Mo ceTu VIHTepHeT, OTBET MOXeT
ObITb HanpaereH B BWAE 3MEKTPOHHOrO COObLWEeHMs NO YyKa3aHHOMY aBTOPOM 3arnpoca
9NEeKTPOHHOMY agpecy.

3anpoc gomkeH ObiTb 3aperncTpuMpoBaH B TeveHue Tpex pabounx OHen ¢ MOMEHTa €ero
NOCTYNNEHUs.

3anpoc, He OTHOCALWMWCHA K COCTaBy XpaHAWMXCA B OpraHu3aumm [OKYMEHTOB
(HenpodunbHLIM 3anpoc), B TedeHne 7 OHEW CO OHS perncrpaumm 3anpoca HanpaensieTcsl B
opraHuMsauuto, rge MoryT XpaHuTbCA Heobxoaumble AOKYMEHTbl C yBeLOMSieHMeM 00 3ToM
nonb3oBarens.

3anpoc, NOCTYNMBLUMIA B apxvB OpraHuM3auun, paccmaTtpvBaeTca B COOTBETCTBUMM C
TpeboBaHMAMM 3aKoHOAATENbHLIX U WMHbIX HOPMATUBHbLIX MPaBOBbIX akToB no pabore cC
obpalleHaMmM rpaxaaH 1 npegocTaBNeHMIO rocyaapCTBEHHbIX (MyHULMNANbHBIX) YCAYT.

OTBeT Ha NOCTYNMBLUMIA B apXuB OpraHu3auuu 3anpoc npegoctaeBnseTtca B TedeHne 30
OHen co aHs ero peructpaumn. C paspelleHus pyKoBOACTBa OpraHu3aumm 3TOT CPOK MOXeT
ObITb NpoaneH He 6onee 4yem Ha 30 gHen, ¢ yBegomneHnem ob aTomM 3aaBuTENS.

5.11. OTBeTbl Ha 3anpockl NoNb3oBaTenemn, B TOM YNCe OTBETbI HA 3anpocChl COLManbHO-
NpaBoOBOro xapakTtepa, oopMNATCA B hOpMEe apXMBHOW CrpaBKW, apXMBHOW BbIMWUCKA UK
apXMBHOW KoMK, OPOPMITEHHBIX N 3aBEPEHHbIX B YCTAHOBIIEHHOM MOPSAKE.

Mpn OTCYTCTBMM [AOKYMEHTOB, HeobxoAuMMbIX ANS MCNOMHEeHWs 3anpoca coumanbHo-
NpaBOBOro xapakrepa, CocTaBnsieTcs OoTBeT Ha bnaHke opraHuMsauuu C yKkasaHUem NpUYrH mx
OTCYTCTBUS.

5.12. ApxuBHas crnpaBka noanucbiBaeTcs pykoBoAMTENeM OpraHnsaumm UM MHbIM
YMNOSTHOMOYEHHbIM UM [OMMKHOCTHbIM  NIMLUOM UK 3aBepseTcs MevyaTbio  opraHvsaumm
(mpunoxeHue N 29).

ApxvBHas crpaBka, o0ObemM KOTOpOM MpeBblWaeT OAWH NUCT, [omkHa ObiTb
NpOHyMepoBaHa.

B TekcTe apxvBHOW CnpaBKM B XPOHOMNOMMYecKon nocnenoBaTenbHOCTU M3naralTcs
cobbITUA C yKasaHMeM BUOOB UCMOSIb30BaHHbIX JOKYMEHTOB, UX AT U HOMepoB. B apxvBHoOn
crnpaBke JonyckaeTcsa UuTMpoBaHne JOKYMEHTOB.

HecosnageHune oTAesbHbIX CBeﬂeHMVI/,EI,aHHbIX OOKYMEeHTOB (e0) cBeEeHnAMMN,



N3NOXEHHLIMM B 3anpoce, He 4BMSeTCA NPendaTtcTBUEM AN BKHOYEHUS UX B apXUBHYHO
CMpaBKy, €CnvM COoBMageHne BCEX OCTanbHbIX CBEOEHUA He BbI3bIBA€T COMHEHUMA B
TOXAECTBEHHOCTM Nuua nnm akToB, O KOTOPbIX FOBOPUTCH B LOKYMEHTaXx.

B apxvBHOW cnpaBke AaHHble BOCNPOU3BOAATCA TaK, Kak OHN MU3MOXEHbl B AOKYMEHTAX, a
pacxoXaeHus, HeCcOoBNadeHWss M HETOYHble Ha3BaHUs, OTCYTCTBME WMEHW, OT4yecTBa,
WHULUMaNoB NN HanuymMe TofbKO O4HOMO M3 HUX AOMKHbI ObiTb OrOBOPEHbI B TEKCTE CMpPaBKu B
ckobkax: "Tak B gokymeHTe", "Tak B TekCTe opurnHana".

CegeHus, nmerowmecs B apxmee no 3anpocy o pabote un (unu) yyebe B HECKONbKMX
opraHmMsaumsx, KacarLmecss O4HOro nNuua, BKIIOYAKTCS B OAHY apXMBHYHO CMPaBKYy.

Mo TekcTy apxMBHOW CNpaBKM B Ka4yecTBe MpuMMevaHuhn MoryT ObiTb OroBOpPEHbI
Hepa3bopunMBO HaMMCaHHble, WCMApPaBfiEHHbIE aBTOPOM, He noggalwmecd NPOYTEHUIO
BCNEACTBME MNOBPEXOEHMS TekcTa opurkHana: "Tak B TekcTe opurMHana", "B Tekcte
Hepa3bopunso".

B TekcTe apxvMBHOW CNpaBKu He OOMNYCKaTCA M3MEHEHUS, UCMPABEHUS, CYMMUPOBaHME
OaHHbIX, KOMMEHTapuN, COBCTBEHHbIE BbIBOAbLI UCMOMHUTENS MO COOEPXKaHUIO JOKYMEHTOB, Ha
OCHOBaHMM KOTOPbLIX COCTaBMNEeHa apxvMBHas cnpasBka. [1oguYMCTKM U NOMapKU B apXMBHbIX
crnpaBKkax He AOMyCKaroTCs.

B apxuBHOM cnpaBke AOMKHbI ObiTb MpMBEAEHbl apXMBHble WKMAPLI U1 HOMEpa NIMCTOB
€[MHUL, XpaHEHNs1 LOKYMEHTOB, MCMOSb30BaBLUMXCS AN €€ COCTaBNeHus.

Mo 3anpocy nonb3oBaTenen apxvBHble CMNpPaBKM MOTyT BblAaBaTbCsl B 3NIEKTPOHHOM
dopmMe Ha 9neKTPOHHOM HocuTene nuMbo  nepecbinatbCa N0 UMH(OPMAaLMOHHO-
TENEeKOMMYHUKALUNOHHBIM CETSIM. ONEKTPOHHbIE apXUBHbIE CMPaBKM 3aBEPSIKOTCA NEKTPOHHOM
NOAMNMUCHIO PYKOBOAMTENSA OpraHM3aunm Uinm MHOro YNnosIHOMOYEHHOrO UM AOSMKHOCTHOrO nvua.

5.13. ApxvBHble BbINMCKN OPOPMASIOTCA Ha GrnaHke opraHnsaumm (apxvmea opraHu3aunm)
¢ o6o3HaveHneM Ha3BaHuA Buaa gokymenTa: "APXVBHAA BbINMNCKA".

B apxvBHOM BbINWUCKE Ha3BaHME [OOKYMEHTa, ero HoMep M gaTa BOCNPOU3BOAATCA
NOMHOCTLIO.

Bbinncka npomn3BOANTCA TONMbKO M3 LOKYMEHTa, B KOTOPOM COOEPXUTCH HECKONbKO
OTAENbHbIX, HE CBA3aHHbLIX Mexay cobon BonpocoB. Bbinncka [ormkHa BOCMPOM3BOAMTL
NOJSTHBIN TEKCT YacTn JOKYMEHTA, OTHOCSLLLENCS K 3arnpocy.

M3BneyeHnem 13 TekcTa AOKYMEHTa OOMKHbl ObiTb McyepnaHbl BCe MMEKLMNECS LaHHble
no 3anpocy. Hayano m KoHel, Kaxdoro M3BrEeYEeHUs, a Takke NPONyCKM OTAEMbHbLIX CrOB B
TEKCTe AOoKyMeHTa 0003Ha4yarTCsl MHOFOTOYMEM.

B apxvBHOM BbINMCKE [OMKHbI ObiTb CAenaHbl COOTBETCTBYHOLLME MNPUMEYaHUA U
OrOBOPEHbI YacTu TEKCTa opuriHana, HepasbopymMBo HanMcaHHbIe, NCNPaBfiEHHbIE aBTOPOM, He
noggaroLwmecs npovTEHMIO BCNEACTBME NOBPEXOEHUS TeKCTa U Apyrum npudnHam. OtaenbHble
CrnoBa W BblpaXeHUs1 OOKYMEHTA, BbI3blBalOLLME COMHEHWSS B WX TOYHOCTM, a TaKke

ncnpasneHna, nog4YncTkn, Bbl3biBaowne COMHEHNE B X AOCTOBEPHOCTU, OroBapmBaroTCa: "Tak



B AOKyMeHTe", unn "B TekcTe HepasbopumBo", unm "Tak B TekcTe opurkHana". Nocne Tekcta
apXMBHOW BbIMUCKM YKa3blBAOTCA apXMBHbIA LWIMGP U HOMEpa JIMCTOB eOVHULbI XpPaHEeHUs
apPXMBHOIO AOKYMEHTA.

ApxvBHas BbINUCKa MOAMUCLIBAETCH PYKOBOAUTENEM  OpraHu3aumm Wnn  UHbIM
YNOMHOMOYEHHBIM UM AOMKHOCTHBIM NIULOM 1 3aBepPSieTCA neYvaTblo opraHM3auunu.

Mo 3anpocy nonb3oBaTernen apxvMBHbIE BbLINUCKMA BblOAKOTCA B 3NIEKTPOHHON hopme Ha
9NEKTPOHHOM HocuTene nubo nepechbinarTcs No UHGPOPMaLMOHHO-TENEKOMMYHUKALMOHHBIM
CceTAM. ONEKTPOHHbIE apXUBHbIE BbINMUCKA 3aBEPSIOTCA 3MEKTPOHHOM NOAMUCHID PYKOBOAMUTENS
OopraHuM3aumm UM MHOro YNoSTHOMOYEHHOIo UM LOMKHOCTHOMO nuua.

5.14. Ha apxuBHbIX KOMMSX, BKIOYas apXMBHble KOMUM Ha OyMaxHOM HocuTene
3NEKTPOHHBIX OOKYMEHTOB, apXMBHble LWINAPbI NPOCTaBNATCA Ha 0bOpoTe Kaxgoro nmcra
apXMBHOM KONWUK, a 3aBepuTeNbHast HAANUCb M NevaTb - Ha 06opoTe NOCeAHEro NMcTa Konuu.

Mo 3anpocy nonb3oBaTenen 3MeKTPOHHbIE KOMUU apXUBHbIX OOKYMEHTOB BblOAlOTCS B
3NEeKTPOHHON dopMe nMbo nepecbinarTcsa Mo UHAPOPMALMOHHO-TENEKOMMYHUKALIMOHHbBIM
ceTaAM. OMEKTPOHHbIE KOMUW apXMBHbLIX OOKYMEHTOB 3aBEPSIOTCHA 3SNIEKTPOHHOM MOAMNUCHIO
PYKOBOAUTENS OpraHn3auum uim MHOro YNosIHOMOYEHHOrO UM SOSMKHOCTHOIO fmua.

5.15. MNoaroToBneHHbIE apXMBOM OpraHu3auumn OTBETbl Ha 3anpochl (apXUBHbLIE CNpaBKMy,
apXxMBHbIE BbIMUCKM W apXMBHbIE KOMWKW) HaMpaBfsilOTCA 3asiBUTENSM C COMPOBOAUTENbHbIM
MACbMOM MO MNOYTEe WNU BbIJAKOTCA: 3a\BUTEND - MpU  NPeabsBEHMM [OKYMEHTa,
yOOCTOBEPSAIOLWEr0 JIMYHOCTb, €ro npeactaBuTensM - MNpyu  NpPeabsBleHUn OOKYMEHTa,
yOOCTOBEPSAIOLLErO JIMYHOCTb M JOBEPEHHOCTU, OCPOPMIIEHHON B YCTAHOBIEHHOM NOPSIAKE.

5.16. ApxMBHble CMNpaBKW, apXMBHbIE BbLIMUCKM WU ApPXUBHbIE KOMWW, HanpaBnsemble B
rocygapctea - yvactHukn KoHBeHuun, oTMeHstowen TpeboBaHne neranvsauum MHOCTPaAHHbIX
oduumnanbHbIX OOKYMEHTOB, noanucaHHon B [aare 5 oktabpa 1961 r., 3aBepsitoTcs
NPOCTaBMEHNEM W 3anofIHEHMEM CreumanbHOro LwTamna - anocTuns B COOTBETCTBUM C
3akoHogaTenbcTBoM Poccurickon degepaumn.

5.17. [HonyckaeTcs u3bATME M3 apXMBHbIX Aen W Bblgada Bnagenbuam wunu ux
POOCTBEHHMKAM, B Cly4yae MX MUCbMEHHOro obpalleHusi, NOAMMNHHBLIX NINYHBIX SOKYMEHTOB O
rpakgaHCKOM COCTOSAHMM, 06 0DOpa3oBaHUK, TPYAOBbLIX KHWXKEK, HE MOJSTYYEHHbIX B CBOE BpPEMS
BNagenbLemM JOKYMEHTOB.

MoanNVHHbIE NWMYHbIE OOKYMEHTbI BbIOANOTCH 3asBUTENSAM C paspelueHusl pyKoBOaUTENs
opraHusaumMm Mo npegbsBfeHUN nacnopta WM WHOMO AOKYMEHTa, YOOCTOBEPSIHOLLEro
NNYHOCTb, NGO MX POACTBEHHMKAM WAW MHbIM NULAaM MO LOBEPEHHOCTM, OGOPMIIEHHOWN B
YCTaHOBNEHHOM 3akoHogaTenbcTBoM Poccuiickon degepauumn nopsake. MNoanuHHble nnYHbIE
OOKYMEHTbI MOTyT ObITb HanpaeneHbl 3asBUTENO0 LEHHbIM MUCbMOM.

C un3biIMaembIX OOKYMEHTOB B apXxvMBe OpraHumsauum M3roTaBfMBaOTCS KOMUK, KOTOpble
npuobwatTca K aenam. M3baTue OOKYMEHTOB, a TakkKe 3aMeHa Ha KOnMuu oTpaxatTca BO

BHYTPEHHUX OMNMNCAX e, B NIUCTax-3aBeputendax aern, B onnucax aen, JOKyMeHTOB.



N3baTne n BO3BpalleHne [OOKYMEHTOB OdopmMmnsoTcs aktamum 006 u3baATMM K3 gen
(BO3BpaLLEeHNN) yKaszaHHbIX AOKYMEHTOB. AKTbl U OpYyrMe AOKYMEHTbl, Ha OCHOBaHMU KOTOPbIX
NPOM3BEAEHO M3bSATME (BO3BPALLEHNE) apXUBHBLIX JOKYMEHTOB, BKNOYAKOTCA B Aeno doHaa.

5.18. KonnpoBaHMe [OOKYMEHTOB apxvBa oOpraHusaumm no 3asiBkaM Monb3oBaTenemn
NpoOn3BOANTCSA NO paspeLleHnto pyKoBoaMTENs opraHuM3aumm unm UMHOro YnonHOMOYEHHOro UM
OO0JPKHOCTHOrO nuua.

Konun OOKYMEHTOB nepechinaloTcsd B agpec ToW opraHmsauuun, no 3anpocy KOTOPOW OHU
N3roTOBMNEHbBI, UM BbIAAKTCS NONb30BATENO NOL POCMNUCH.

5.19. B uenax cosgaHua ycrnosBuni ansi paboTbl nonb3oBaTenen HemnocpeacTBEHHO B
apxvBe opraHu3auum MOXeT BblOensTbCs NOMeLleHne (YnTanbHbIA, NPOCMOTPOBLIA 3arn) Ans
O3HaKOMIIEHNSA C OOKYMEHTamMu apxuBa, 0b6opyaoBaHHOE COOTBETCTBYHOLLMMWU TEXHUYECKMMM
cpencteaMu ans paboTbl C AOKYMEHTaMM.

Mpn oTcyTCTBUM B apxmBe opraHusauun crneumnanbHO BblAeNIeHHOro nomMelleHmst pabota
nonb3oBatenen C [OOKYMEHTaMuW MPOM3BOAMTCH HEMOCPEACTBEHHO B paboumx KomMHaTax
apxvmBa. [okyMeHTbl Ons paboTbl MONb30OBaTENsIM BHE MNOMELLEHMSI apxmBa OpraHusauuu
BbldaBaTb 3anpeLuaeTcs.

PaspelueHne Ha paboTy B MOMELLEHNN apXmMBa OpraHu3auum gaeT pykoBoAUTENb apxuBa
opraHusaumm (nMuo, OTBETCTBEHHOE 3a apXmB).

5.20. OTka3 apxuBa OpraHusaumMvM B Bblgade apXxvMBHbIX AOKYMEHTOB [JOMNycKaeTca B
cny4asx:

e Hanuuunsa ooHAa NONb30BaHUS;

e HeyaoOBMEeTBOPUTENbHOIMO PU3NYECKOrO COCTOAHUA JOKYMEHTOB;

e He npoLeanx Hay4YHOro ONMCaHns N TEXHUYECKOro OGPOPMITEHNSA AOKYMEHTOB, A0
3aBepLleHns aTmx pabor;

e OrpaHW4YEHWA Ha  MCMOSMb3OBaHWE, YCTAHOBIEHHbIX  3aKOHOAATENIbCTBOM
Poccuinckon ®egepaumm mnmn doHgoobpasoBatenem npu nepegavye LOKYMEHTOB
Ha XpaHeHue.

OTka3 apxuBa opraHu3auMm B NpegoCTaBfeHUN LOKYMEHTOB LOSKeH ObiTb BblgaH B

MUCbMEHHON hopMe 1 coaepkaTb MPUYKNHBI 0TKA3a, a Takke NopsAoK 0bGXaroBaHUsi oTkasa.

VI. NEPEOQAYA OOKYMEHTOB OPrAHU3ALUWN HA XPAHEHUE B
rOCYOAPCTBEHHbIA (MYHULIMNANBbHbINA) APXUB
6.1. [HdokymeHTbl ApxuBHoro donHga Poccuiickon ®epepaunn, obpasoBaBlUMECH B

OpraHmM3aumsax - UCTOYHMKaX KOMMSIEKTOBAHWSA roCy4apCTBEHHbIX (MyHMUMNANbHbLIX) apXUBOB,
No WUCTEYEHUN CPOKOB WX BPEMEHHOrO XpaHEeHWd B apxuBe oOpraHusauum nepegaroTca Ha
NOCTOSIHHOE XpaHeHMEe B COOTBETCTBYIOLLMI rOCYAaPCTBEHHbIV (MYHULMNANbHBIN) apXuUB.

6.2. [okymeHTbl ApxumBHOro doHaa Poccunckon denepaumn, obpasoBaBluMecs B

AeATerNlbHOCTU rocyaapCTBEHHbIX W HEerocygapCTBEHHbIX OpFaHI/I3aU,VIl7I, HE ABNAKOLWNXCA



MCTOYHUKaGMW  KOMMSIEKTOBAHMUS  rOCYAApCTBEHHbIX  (MyHUUMNAmNbHbLIX) apXMBOB,  MOryT
nepegaBaTbCA B roCydapCTBEHHble (MyHMLUMNanbHblE) apXMBbl Ha OCHOBaHWW [OrOBOPOB C
COBCTBEHHNKaMM Unu Bnagenbuamm JOKYMEHTOB.

6.3. [JokyMeHTbl nepefarnTCca Ha MNOCTOSAHHOE XpaHeHWe B YNopsiAOMEHHOM COCTOSIHUK C
COOTBETCTBYHOLUMM Hay4YHO-CMPaBOYHbIM annapaToMm.

6.4. B opraHu3aumsx - ICTOYHMKaX KOMMNIIEKTOBAHNA roCy4apCTBEHHbIX (MyHULMMNANbHbIX)
apxuBoB BCe paboTbl, CBA3aHHble C OTOOPOM, NOArOTOBKOW W Nepedadyet AOKYMEHTOB Ha
NOCTOSAHHOE XPaHeHWe, B TOM Y1Che C UX ynopsgovyeHneM 1 TpaHCropTUPOBKON, BbINOMHAOTCS
3a cyeT CpeAcTB opraHusauni, nepefaroLmx JOKYMEHTbI.

6.5. [ocpodHass nepegadya OOKYMEHTOB Ha MOCTOSIHHOE XpaHeHMe MOoXeT ObiTb
OCyLLecTBrieHa Npu OTCYTCTBMM HEOOXOAMMbIX YCrnoBuUW Ons obecrnedyeHuss COXPaHHOCTU
pokymeHToB ApxmBHoro doHga Poccuiickon ®egepaumm, npu yrpose ytpatbl (YHUUTOXEHUS)
OOKYMEHTOB, a Takke no npocbbe opraHnsaumym Ha OCHOBaHWW A0roBopa C rocyaapCTBeHHbIM
(MyHMUMNANbHBIM) apX1BOM.

MpoaoneHne CpPOKOB XpaHeHUs OOKYMEHTOB B apxuBe oOpraHusauum ponyckaetcsa no
MMCbMEHHOMY paspelUeHnto rocydapCTBEHHOro  (MyHMUMNanbHOro) apxvBa B Chny4vae
HeobXoANMOCTU NPaKTUYECKOro NCMONb30BaHMS JOKYMEHTOB OpraHu3auunen.

6.6. [lepegaya  OOKYMEHTOB  MOCTOAHHOMO  XpaHeHWss B rOCy4apCTBEHHbIN
(MyHUUMNAnNbHBIA) apxvMB OCYLLECTBNSETCA B COOTBETCTBUM C MNAHOM, YTBEPXKAEHHBIM
pykoBOAMTENEM COOTBETCTBYIOLLEro apxupa MO COrnacoBaHWO C nepepawlolwen Aena
opraHusaumen.

6.7. [JokyMeHTbl nepefalnTca B rocygapCTBEHHbIN (MyHUUMMANbHLIA) apXxvMB MO OMUCAM
Aen, OKYMEHTOB MOCTOSIHHOIO CPOKa XpaHeHwus:, yTeepxaeHHbIM JMK.

MNepen nepegaven AOKYMEHTOB Ha NOCTOSIHHOE XpaHeHWe COBMECTHO C npeacTaBuTenemM
rocyaapCTBEHHOro (MyH/ULMNAanbHOro) apxnuea NpoBOAMTCS NpoBepKa NpaBUITbHOCTU ONMUCaHUSA
N odhopMneHus aen, MU3N4ECKoro U CaHNMTapHO-TMIMEHNYECKOTO COCTOSAHUS OOKYMEHTOB. [pu
obHapyxeHUn [edeKToB COCTaBnsAeTCs akT; YyCTpaHeHue OBHapyXeHHbIX [OedeKkToB
NpOBOAUTCS CUNamMm opraHusaLmu.

MNMepenada gen NpoBOAUTCHA B rOCyAapPCTBEHHOM (MyHULMNANbHOM) apxvse NoeanHUYHO.
Ha Bcex yeTblpex ak3emnnspax onucen ger, AOKYMEHTOB MPOCTaBNSATCA OTMETKU O npueme
aen.

Mpn nepBon nepegave [LOOKYMEHTOB B [OCYAAPCTBEHHbIN (MyHUUMNANbHBIA) apXuB
nepegaeTca ucTtopudeckas crnpaska K ¢ongy. [Npu nocnegylowmx nepegadax LOKYMEHTOB
nepegaeTcs JOMNOSIHEHME K UICTOPUYECKOW CrpaBKe.

6.8. lepegadya AOOKyMeHTOB OCOPMIISETCA akToM npuema-nepegadn OOKYMEHTOB Ha
xpaHeHune (npunoxeHme N 30), coctaBnsiembiM B ABYX 3k3emnndpax. OauH ak3emnnsp
OCTaeTca B rOCYAApCTBEHHOM (MyHWUMMNAnNbHOM) apxvuBe, Apyron - B nepeaaroLlen

opraHunsauunn. BmecTe ¢ OOKyMeHTaMUu nepefaeTca Tpu 3K3eMnrdapa onmcun gen, JOKyMmeHTOoB, B



TOM YMCEe OOUH B 3NEKTPOHHOM BUAE.

Ecnu npn nepepave obGHapyXeHO pacxoxaeHue Mexay UTOroBOW 3anucbio onvcu aen,
OOKYMEHTOB M (pakTUYeCkuM HanuMynem rnepefaBaeMbix Oefl, B OnNuMCUM Aen, AOKYMEHTOB
odhopmIiieTca HoBasi UTOroBas 3anucb, B KOTOPOW YKasbiBalOTCA (PaKTUYECKOe Hanuuve gen u
HOMepa OTCYTCTByKOWMX Aen. Homepa oOTCyTCTBYKOLWMX Aen (PUKCUMPYHOTCA B akTe npuema-
nepegayun gen Ha NoCTOSSHHOE XpaHeHue, NPUYMHbI OTCYTCTBUSA Aen - B nNpunaraeMon K akTty
npuemMa-nepeaayn cnpaeke, NOArOTOBNEHHON OpraHn3aunen.

ApXvB OpraHusaumm npMHUMaeT Mepbl N0 PO3bICKy Aen. Ha oTcyTCcTByOWMNE JOKYMEHTHI U
Aena, mMepbl MO pPO3bICKy KOTOPbIX He Aanu pes3ynbTaToB, COCTaBnsieTcsa akt o6 yTparte
DoKyMeHTOB (npunoxeHue N 6). YTpayeHHble NOASIMHHUKN JOKYMEHTOB MOryT OblTb 3aMeHEHbI

NX KOMUAMMN.

VIl. NEPEOAYA OOKYMEHTOB NPU PEOPIrAHU3ALUUU UITNU NTUKBUOALNU
OPrAHU3AUUN, CMEHE PYKOBOOUTEINA APXUBA OPTAHN3ALUUU
7.1. Mpu peopraHnsauum wWnNu nUKBMOAUMM OpraHvM3auMM nepedada W AanbHenlee

MUCnonb3oBaHMe  OOKYMEHTOB  peopraHMsyemMon  wunum  JIMKBUOUPYEMOW  OpraHusaumm
OCYLLECTBISIETCS B COOTBETCTBMM C 3aKkoHoAaTenscTtBoM Poccuickon degepaunn.

lMepepava JOKYMEHTOB NIMKBMAMPYEMOW OpraHm3aumnm BXOAUT B 0O6S3aHHOCTb KOMMUCCUM,
obpasoBaHHOW ANd nepegayv gen u umyLlecTea.

Mpn nukBMgaumMm opraHmMsaumn - WCTOYHUKOB KOMMSIEKTOBAHUSA TFOCYAApPCTBEHHbIX
(MyHMUMNanNbHbIX) apXMBOB B COCTaB JIMKBUOALMOHHOM KOMUCCUM BKNIOYAeTCa nNpeactaBuTesb
rocy4apCTBEHHOr0 (MyHMLMNANbHOIo) apxuea.

7.2. Tlpn cmMeHe pyKOBOAMTENSA apxuBa OpraHu3aumm (nvua, OTBETCTBEHHOrO 3a apxvB
opraHuMsauuu) npuvemM-nepedadya [OOKYMEHTOB apxvBa, YYETHOr0O W Hay4HO-CNpaBOYHOro

annaparta K HUM OCYLLEeCTBIIAETCA MO aKTy.



HanmeHoBaHune opraHunsauunmn

KAPTOYKA MNMOCTEJTNAXXHOIO
TOMOIrPASUNHECKOIO YKASATENA*

CTENTAXK N XPAHWITMUWE N

Wkado N | MonkaN | ®oHa N [ Onucb N| Ea. xp.c N

noN

MpumeyvaHue

Mpwunoxenune N 1 k 0. 2.37 MNpasun

* KapTO‘-IKI/I nocTesu1aXXHoro TOI'IOFpa(*)I/I‘-IeCKOFO YKa3aTtellid COCTaBINAKTCA Ha Kakgbln cTennax u MPUKPENNAKTCA Ha TOle,eBOI7I CTOpOHE

crTennaxa.

dopmat A6 (148 x 105 mm)



HanmeHoBaHue opraHmsauunm

KAPTOYKA NO®OHOOBOIO
TONOIMPAGNYECKOIO YKASATESIA*

®OHAO N

HassaHue coHaa

XPAHUTTNLLE N

Onuc | Ea. xp.c N

bN
noN

Ctennax N

Wkadch N

Monka N

MpumeyvaHue

Mpunoxenne N 2 k n. 2.37 MpaBun

* KapTouky nodoHA0BOro TornorpadMyeckoro ykasaTensi COCTaBnATCA Ha Kaxablil (ooHA U pacrnonaratTcs B Nopsiake HoMepoB hOH0B.

®opmat A4 (210 x 297 Mm)



MpunoxeHue N 3 k 0. 2.43 MNMpasun
HanmeHoBaHue opraHmsaumm

AKT YTBEPXOAKO
N PykoBoauTenb opraHusauuu
NPOBEPKN Hann4na MNoanucb Pacwudposka nognucu
N COCTOSIHUS apXMBHbIX JOKYMEHTOB Jata
doHa N

HassaHue cdoHaa

Homepa onucen

MpoBepka nposoaunack ¢ no

[MpoBepkoy yCcTaHOBMEHO:

1. Yncnntea no onucam aen en. xp.

(konnuecTBO)
2. BbisiBNeHbl TEXHNUYECKNE OLLUNBKN:
2.1. UmetoTca nnTepHble Homepa:

a) He y4TeHHble B UTOroBOW 3anmcu eq. Xp.

(konnyecTBO)

6) He nepevuncneHHble, HO y4TeHHbIE B WMTOroBOW 3anucu

en. xp.
(konunyecTBo)
2.2. MNponyLieHo HOMepPOB:
a) He YYTeHHbIX B UTOrOBOW 3amnuncu en. xp.
(konunyecTBo)
0) He NepeyYnCrneHHbIX, HO YYTEHHbIX B UTOFOBOW 3anucu
en. xp.
(konnyecTBO)
2.3. Opyrue, B pesynbTtaTe 4ero obbem yBenuuuncs Ha
en. xp.
(konnuecTBO)
YMEHbLLUUIICS Ha en. xp.
(konnyecTBO)
3. Yncnntea no onucam B pesynbTaTe
YCTpaHEeHUs TEXHUYECKNX OLLIMBOK en. xp.
(konunyecTBO)
4. He okasarnocb B Hannuuu en. xp.
(kormyecTBO)
5. meeTca B Hannunm no gaHHomy choHAY (BKITHOYEHHbLIX B OMUCK)
en. Xp.

(konunyecTBo)



MpogomkeHne npunoxernnsa N 3 k n. 2.43 MNMpasun
N3 HUX TpebyroLnx:

a) oesnHdekunn

en. xp.
(konnyecTBO)
©0) nesnHcekummn en. Xp.
(kormuecTBO)
B) pecTtaBspauumn en. xp.
(konnyecTBO)
r) nepennerta uiv NOALINBKM en. xp.
(konunyecTBo)
[) BOCCTaAHOBIIEHUS 3aTyXaloLMX TEKCTOB en. xp.
(kormyecTBO)
e) HeuncnpaBmMmMo noBpeXxaeHHbIX en. xp.
(konunyecTBo)
6. imeeTcA He BKITIOYEHHBIX B OMUCK en. xp.
(konnyecTBO)

7. WNtoro no OaHHOMY (*)OHD,y (BKJ'IPO‘-IeHHbIX N He BKIMOYEeHHbIX B OI'II/ICI/I), nMerLmnxca B Hann4dunm

en. xp.
(konnyecTBO)

8. XapaktepucTurka ycnoBum XxpaHeHus

[MpoBepKy nponssoaunu:

HaunmeHoBaHue

JOIKHOCTEN

paboTHMKOB Moanucun Pacwundposka nognucen

dopmat A4 (210 x 297)



Mpunoxenune N 4 k nn. 2.43, 3.15 MNpasun
HanmeHoBaHue opraHmsaumm

AKT YTBEPXOAKO
N PykoBoauTenb opraHusauuu
O TEXHUYECKMX OLUMOKax Moanuckb Pacwudposka nognucu
B YYETHbIX JOKYMEHTaX Data
doHa N

HassaHue cdoHaa

B Xxoae BbINOJIHEHUA 06Hapy>|<eHb| TeXHUYecKkne OoLInNOKM B
3anucax
HasBaHue foOKyMeHTa CyuwecTBylowasi 3anucb Cnepgyert 3anucarb
1 2 3

BpeayanaTe KONMnM4eCcTBO eAuMHNL  XpaHeHUa YyBern4unnochb (yMeHbLIJI/IJ'IOCb)

Ha en. xp.

(umdbpamu, nponuceto)

MpumeyaHus:

HanmeHoBaHue 4omKHOCTN paboTHMKa MNognucb Pacwmdposka nognmcu

M3meHeHus B y4eTHble OJOKYMEHTblI BHECEHbI

HanmeHoBaHMe JOMKHOCTHU

paboTHMKa apxmBa Moanuck Pacwundposka nognucu

dopmat A4 (210 x 297 mm)




HanmeHoBaHue opraHmsaumm

Mpunoxenune N 5 k nn. 2.43, 3.15 MNpasun

AKT YTBEPXOAHIO
N PykoBoauTenb opraHusauuu
06 oBGHapy>XeHUN JOKYMEHTOB Moanucb Pacwundposka nognucu
(He oTHOCALUMXCS K AaHHOMY POHAY, Oarta
HEYYTEHHbIX)
B xone
(Bua paboTbl)
obHapyxeHo
(B doHAe, xpaHunuiie, paboyem nomeLLeHnn)
N n/n| 3aronoBok Wndp KpanHue KonuuectBo | K kakomy MpumeyaHu
en. xp. (ecnu ecTb) Aatbl nucToB c¢doHay A
(o6bem, M6) | oTHOCHUTCA
1 2 3 4 5 6 7
NToro obHapyXeHo JOKYMEHTOB OOKYMEHTOB

HanmeHoBaHWe OOMKHOCTH pa60TH|/||<a

M3ameHeHus B YY4E€THbI€ OOKYMEHTblI BHECEHbI

HanmeHoBaHWe JOMKHOCTU

paboTHMKa apxuBa

noanucu

(umcbpamu 1 nponucekio)

Mognucb

Mognucb

PacwudpoBka nognucu

PacumndpoBka

dopmat A4 (210 x 297 mm)




Mpunoxenne N 6 k nn. 2.44, 3.15, 4.32, 6.8 Npasun

HaunmeHoBaHne opraHunsauuu

AKT YTBEPXOAIO
N PykoBoguTenbs opraHnsaumm
06 yTpaTe OOKYMEHTOB Moanucb Paclundgpposka nognucu
[ata
®doHg N

(Ha3BaHve doHaa)

B pesynbTaTe YCTaHOBIEHO OTCYTCTBME B (hoHAE

NEePEYNCIIEHHbIX HWXe [en, NPEeAnpuHSTble apXMBOM MepPbl MO PO3bICKY AEM MONOXUTENbHLIX PE3YNbTATOB HE

Aanu, B CBA3N C 4eM cHUuTaem BO3MOXXHbIM CHATb C y4eTa:

Nn/n | Onuce N | Ea. xp. | 3aronoBok ea. xp. KpanHue KonuuecTtBO Mpeanonaraembie
N parbl nucroB NMPUYMHBI
(0o6Bbem, M6) OTCYTCTBUA
1 2 3 4 5 6 7
WToro ena. xp.

(umndbpamu 1 nponmceto)

Conep»(aHme YTpPaYeHHbIX OOKYMEHTOB  MOXeT OblTb  4aCTMYHO  BOCMOJSTHEHO cnegywowmMmmn  en. Xp.:

(HoMepa efl. Xp. 1 UX rPyNMoBbIE 3aronoBKu)

HavmeHoBaHWe JOHKHOCTM
PYKOBOAMTENS apxuBa Moanuce PaclundpoBka nognmcu

(nua, OTBETCTBEHHOrO 3a apXxuB)

COrI'JIACOBAHO* COrI'TIACOBAHO
MpoTokon 3K apxusHoro yupexaeHns MpoTtokon LI3K (3K) opranusauum
oT N oT N

M3meHeHns B y4yeTHble JOKYMEHTblI BHECEHbI

HanmeHoBaHwne gosmkHoCTH

paboTHWKa apxuBa Moanucb Pacwudposka nognucu

* Ecnu He o6Hapy>|<eHb| aena noctoAHHOro XxpaHeHus.

®opwmat A4 (210 x 297 mm)




HanmeHoBaHue opraHmsaumm

Oeno

MpunoxeHune N 7 k nn. 2.47 MNpasun

KAPTA-SAMECTUTESb AEJIA

Onwucb

doHA

(N n Ha3BaHue)

(N n Ha3BaHue)

(N 1 Ha3BaHue)

BbigaHo BO BpeMeHHOe Norib3oBaHue (YuTanbHbIn 3an):

N ®.1.0. nonb3oBaTens Oarta Oata MNoanuck Moanuckb
n/n Bblaauu BO3BpaTa | BblAaBLIero | NONy4YMBLUEro
aeno aeno
1 2 3 4 5 6

®opmart A4 (210 x 297 mm)




MpunoxeHune N 8 k nn. 2.47, 4.19, 4.21, 4.23 lNpasun

NNCT-3ABEPUTEJSb OENA N

B nene nogwunTo u NnpoHyMepoBaHO nncTtoB

(umdbpamm 1 Nnponucbio)

cN noN , B TOM 4ucrne:

NMTepHble HOMepa NNCTOB

nponyLeHHblE HOMepa JINCTOB

+ INCTOB BHYTpeHHeIZ onuncun

Oco6eHHOCTU (hU3NYECKOro cocTosiHusA U hopMUpPOBaHUA Aena Homepa nucros

1 2

HanmeHoBaHue OOMKHOCTH

paboTHuVKa Moanuck Pacwundposka nognucu

HaTa

dopmat A4 (210 x 297 mm)




MpunoxeHue N 9 k n. 2.47 MNpaBun

HanmeHoBaHue opraHmsaumm

JICT UCNONb30OBAHMA JOKYMEHTOB

doHg N Onncb N Oeno N

3aronoBok gena

Oarta Komy BbigaHo: XapakTtep N Moanucb nuua,
MCnonb30- camunus, Mcnonb3oBaHuNA Mcnonb3oBaH- | UCNOJIb30OBaBLUe-
BaHuA MHULUManNbI (konupoBaHue, HbIX IUCTOB ro geno
(pa3bopumnBo) BbINUCKN, NPOCMOTP)
1 2 3 4 5

®opmart A4 (210 x 297 mm)




MpunoxeHue N 10 k n. 2.46 lNMpasun

HavmeHoBaHne opraHusaumm
AKT
N

O BblAaye aen BO BpeMeHHoe nosib3oBaHne

(HanmeHOBaHWe opraHv3auum, ee agpec, NoYTOBbIN UHAEKC)

OcHoBaHue

[ns kakon uenu BblgatoTca ed. xp. u3 poHaa N

(Ha3BaHve doHaa)

N n/n | Onuce | Ep. xp. | 3aronoBok ea. | KpawHue KonuuecTtBO MpumeyaHue
N N Xp. AaTtbl nucros, ¢hopmart
(o6bem, M6)
1 2 3 4 5 6 7
Bcero Bbigaetcs en. xp.,

(umdbpamu 1 nponmceto)

CpOK BO3BpaLleHnda

[ena BblgaHbl B YMNOpPsSiAOYEHHOM COCTOSIHUM, MOALMTBI, B OGMOXKax, C MPOHYMEPOBaHHbIMK NUCTAMU U
3aBepuTerbHbIMKM Haanucsmu. Monyyatens o6sA3yeTcs He MNpefocTaBnsATb Aena, NonyvyeHHble BO BpeMeHHoe
Nofib30BaHuWe, MOCTOPOHHUM NMUaM, He BbldaBaTb MO HWM KOMWI, BLIMWCOK U CMpaBoK, He nybnukosaTtb
[OKYMeHTbl 06e3 paspelleHust opraHusauum, BoigaBluen gena. MonyyaTens 006s3yeTcs BepHyTb [Jena B apxuB
opraHv3auMu B ykasaHHbI B akTe cpok. Monyyatens npegynpexneH o6 OTBETCTBEHHOCTM MO 3aKOHY B Cryyae

yTpaTbl N noBpexaeHna nosiyd4eHHbIX BO BpeMeHHOe Nnonb3oBaHue gern.

HanmeHoBaHMe JOMKHOCTUN PYKOBOAUTENS OpraHusaumn, HanmeHoBaHue [OMKHOCTH pykoBoauTens
BblAatoLLLen gena opraHusaumm-nony4vaTens

Mognnck Pacwudposka nognucu Mognnck Pacwudposka nognucu

Oata Oata

MeyaTb opraHu3aumm MeyaTb opraHu3aumm

®opwmat A4 (210 x 297 mm)




MpunoxeHue N 11 k nn. 3.6, 3.15 MNpasun

(HanmeHoOBaHWe opraHm3auuu)

(HasBaHWe apxmBa opraHmM3aLmm)

KHUTA

y4yeTa NoCTynneHna n BbIObITUA Ooen, OOKYMEHTOB

Tom N

Hauart

OKoHuYeH

dopmat A3 (297 x 420 mm)



MpogomkeHne npunoxerna N 11 k nn. 3.6, 3.15 MNMpasun

(uncbpamm 1 NPonNUCkIO)

nokasblBalOTCA pa3genbHO UTOoroBble faHHble no rpadam 8, 9, 10, 14 kHuru;

BbIObINIO

Ha 6yMa)KHOM HocuTtene

N Oarta HaumeHoBaHue HanmeHoBaHue, | HasBaHue Foabl Bug MocTynnexune BbIGbITUE ONUCAHHbIX HeonucaHHbIX gen, MpumeyaHue
n/n | nocrynneHus opraHusauuu HOMep M gaTa M HOMep | MOCTynuBLUMX | HOocuTensa* OMUCaHHbIX LOKYMEHTOB A OKYMEHTOB, JIUCTOB
1 BbIObITUS (cTpyKkTypHOro AOKYMEeHTa, no coHaa unm DOKYMEHTOB
AOKYMEHTOB | nogpasfaeneHus, KOTOpOMY BbIObIBLUMX
nvua, apxuBa), | NocTyNUAW UNM [OKYMEHTOB Konuuectso ep. Konuuectso ea. xp.
OT KOTopoW BbIObINK no onucu Xp.
noctynunu (unun AOKYMEHTbI
nocTynuno | BbIObINO
BbIObINK) - -
o o o o o g >
= >
AOKYMEHTbI 5 c o 2 5 c s 2
:S 7 (2.5 i3 |8
o > o >
89 |3 |23/8538 |23 |3
5 x 3 S k|5 E 3 = 5
38 | 2B 03|88 |28 o 8
E X o E O| E X o2 E O
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16
WTtoro B rogy nocrtynuno ef. Xp., B TOM vucne:
(umdpamm 1 NponNUCkIo)
Ha BymMaxHOM HocuTene , ONEKTPOHHbIX ,
(umdbpamu 1 nponuckio) (umdbpamu 1 nponuckio)
ayanogOKyMEHTOB , BUOEOOOKYMEHTOB

ef. Xp., B TOM 4ucne:

(umdpamm 1 NponNuUcCkIo)

, QJIEKTPOHHbIX

(umdpamm 1 NPonNUCkIO)

(umdpamm 1 nponNuckIo)




ayavMoOOKYMEHTOB

(umdpamm 1 NponNuUcCkIo)

nokKasblBalOTCA pasgenbHO UTOoroBble AaHHble no rpadam 11, 12, 13, 15.

HanmeHoBaHMe gomkHOCTH nuua,

COCTaBuMBLUEro UToroeyro rogoByro 3anmcb Mognuck

HanmeHoBaHMe AOMKHOCTH pykoBOAUNTENA apXuBa Mognuck

(nnua, OTBETCTBEHHOIO 3a apXuB)

[ata

MpogomkeHne npunoxerna N 11 k nn. 3.6, 3.15 MNMpasun

, BUIEOOOKYMEHTOB

(umdpamm 1 NPoNUCkIO)

Pacwundposka nognucu

Pacwundposka nognucu

* B rpade ykasbiBaeTcs Bug Hocutens (BH - gokymeHTbl Ha BymaxHom HocuTtene, 3] - aNeKTPOHHbIE AOKYMEHTHI).

®opmart A3 (297 x 420 mm)



MpunoxeHue N 12 k nn. 3.6, 3.15 MNpasun

HanmeHoBaHune opraHmnsauunn

CMNnCOK oOHAO0B

Tom N

Hauart

OkoH4eH

dopmat A4 (210 x 297 mm)



MpogomkeHne npunoxernns N 12 k nn. 3.6, 3.15 Mpaeun

N Hdarta nepBoro HasBaHue OTtmeTKa 0 BbIObITUM (hoHAA MpumeyvaHue
¢oHpa | nocTtynneHus coHaa
Kyaa BbIObIN Oatau N
AOKYMEHTOB
OOKYMEeHTa, Ha
cdoHaa
OCHOBaHUM
KOTOpOro
BbIObIS
1 2 3 4 5 6
Ha 01.01. rofa B CNMCOK BKMNtoYeHbI poHabl ¢ N noN
13 cnucka ncknoyeHsl poHabl ¢ N no N

Bcero XpaHUTCA B apxmBe

(umdbpamm 1 nponucslo)

(umdbpamu 1 nponuckio)
Homepa cBobofHble:
Homepa BbIObIBLUNE (NEepedaHHbIe):
HaumeHoBaHMe JOMmKHOCTH
paboTHMKa apxuBa, COCTaBMBLLENO
rofoBY UTOTOBYHO 3anuchb
HanmeHoBaHMe JOMKHOCTU
pyKoBOAUTENS apXmBa

(nMua, oTBETCTBEHHOIO 3a apXmB)

[ata

MNoanucb

MNopanucb

¢$OHAO0B, U3 HUX:

coaepxat 0cobo LieHHble aena.

Pacwwmdposka nognvcu

Pacwmdposka nognmcu

®opmart A4 (210 x 297 mm)




MpunoxeHue N 13 k nn. 3.6, 3.15 MNpasun

JINCT ®OHOA N
(MecToHaxoxaeHust oHaa (HaMMeHOBaHWe opraHu3auun, rae xpaHutcsa ooHa)) (daTa nepBoro nocTynneHnst OKyMeHToB ¢hoHAaa)
KpanHue gaTtbl Kapgoro Ha3BaHuA
¢oHpa HasBaHue choHaa
1 2

1. Y4yeT HeonucaHHbIX JOKYMEHTOB

Ha3saHue, N u naTa MocTtynneHue Bbi6biTHE Hanuuue (octaTtok)

AOKYMEHTa, No KOTOpOMy

KonuyecTtBO KpanHue KonuuectBO KpanHue
NOCTYNUIN UNK BbIObINN

DaTa 3anucu AOKYMEHTbI aen aaTtbl aen aaTtbl Bcero gen

1 2 3 4 5 6 7




MpogommkeHune Mpunoxernnsa N 13 k nn. 3.6, 3.15 MNMpasun

2. Y4yeT onucaHHbIX JOKYMEHTOB
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E O
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dopmaTt A4 (210 x 297 mm)



HanmeHoBaHune opraHmnsauunn

MpunoxeHue N 14 k nn. 3.6, 5.5 MNpasun

dona N YTBEPXOAKO
PykoBoguTens opraHusaumm
OMChb N Mognnck Pacwwmdposka nognucum
[ata
[en NOCTOSAHHOIO XpaHeHns
3a roa
N n/n NHpekc pena 3aronoBok KpanHue gatol | KonuuecrtBo MpumeyaHue
pena NINCTOB
1 2 3 4 5 6
HasBaHue pasgena
B gaHHbIM pasgen onvcun BHECEHO aen,

cN

(umdbpamm 1 Nnponucbio)

noN , B TOM 4ucrne:
nUTEpHbIE HOMEpPaA:
nponyLeHHble HOMepa:
HanmeHoBaHMe gomKHOCTHU
CcOCTaBUTENs onucu MNoanucb Pacwmdposka nognmcu

HanmeHoBaHMe JOMKHOCTU
PYKOBOAUTENSI apXMBa

(n1ua, OTBETCTBEHHOIO 3a apXuB)

COIMACOBAHO
MpoTokon LISK (OK) opraHusaumm
oT N

MNoanucb Pacwwmdposka nognmcu

YTBEP>XXOEHO
MpoTtokon 3K apxvMBHOro yupexaeHus

oT N

®opmart A4 (210 x 297 mm)




HanmeHoBaHue opraHmsaumm

Mpunoxenue N 15 k nn. 3.6, 5.5 MNpasun

doHa N YTBEP>XXOAIO
PykoBoguTens opraHusaumm

OMChb N Moanucb Paclundgposka nognucu
[ata

4en rno NIMYHOMy COoCTaBy

3a rog

N n/n UHpekc 3aronoBok KpanHue Cpok KonuyectBo | [pumeyaHune
aena aena AaTtbl XpaHeHus nucros
1 2 3 4 5 6 7
B naHHbIV pa3gen onucu BHECEHO aen,

cN noN

(umdbpamm 1 Nnponucbio)

, B TOM Yucne:

NMTepHble HoMepa:

nponyuieHHble HoMepa:

HanmeHoBaHue OOMKHOCTH

cocTtaBuTensa onnucu

HanmeHoBaHMe JOMKHOCTU
PYKOBOAUTENSI apXxMBa

(nMMua, OTBETCTBEHHOIO 3a apXmB)

COIMACOBAHO
MpoTokon LISK (OK) opraHusaumm
oT N

MNoanucb

MNoanucb

YTBEP>XXOEHO

Pacwmdposka nognucu

Pacwwmdposka nognmcu

MpoTtokon 3K apxvMBHOro yupexaeHus

oT

N

®opmart A4 (210 x 297 mm)




HanmeHoBaHue opraHmsaumm

Mpunoxenue N 16 k nn. 3.6, 5.5 MNpasun

doHa N YTBEP>XXOAIO
PykoBoguTens opraHusaumm
onvck N Moanucb Paclundgposka nognucu
nen BpemeHHbix (cebiwe 10 neT) fara
CPOKOB XpaHeHus
3a rog
Nn/n| WHAaekc 3aronoBok KpainHue Cpok KonuuyectBo | MpumeyvaHue
aena aena AaTbl XpaHeHud nucrtoB
1 2 3 4 5 6 7

B maHHbIM pa3gen onMcun BHECEHO

cN

aen,

(umdbpamm 1 Nponuckbio)

nUTepHble HoMepa:

nponyuieHHble HoMepa:

HanmeHoBaHue OOMKHOCTH

cocTtaBuTena onucu

HanmeHoBaHWe JOIMKHOCTH

pYKOBOAMTESS apXuBa

(nMua, oTBETCTBEHHOIO 3a apXmB)

COI'TIACOBAHO
Mpotokon LI3K (OK) opranusaumm

oT

N

noN , B TOM yucre:
MNoanucb Pacwwmdposka nognmcu
Moanuch Pacwundposka nognucu

dopmat A4 (210 x 297 mm)




HanmeHoBaHue opraHmsaumm

®doHa N

OlNMnUCb N
3MEKTPOHHbIX s, JOKYMEHTOB

NOCTOAHHOIO XpaHeHnd

Mpwunoxenune N 17 k nn. 3.6, 4.19, 5.5 MNpasun

YTBEP>XOAHO
PykoBoamTens opraHnsaumm
Moanucb Paclundgposka nognucu

[ata

3a roa
3aronoBok
N n/n UHpekc pena aena KpanHue patbl | O6bem, MO MpumeyvaHusn
1 2 3 4 5 6
B naHHbIV pa3gen onucu BHECEHO aen,

(umdbpamm 1 Nponuckbio)

cN noN , B TOM 4ucrne:
obbemom M6.

HanmeHoBaHWe JomKHOCTHU

cocTaBuUTENs onucu MNoanucb Pacwundposka nognucu

HanmeHoBaHMe JOMKHOCTU
PYKOBOAUTENSI apXxMBa

(nMMua, OTBETCTBEHHOIO 3a apXmB)

COIMACOBAHO
MpoTokon LISK (OK) opraHusaumm
oT N

MNoanucb Pacwwmdposka nognmcu

YTBEPXOEHO
MpoTtokon 3K apxvMBHOro yupexaeHus
oT N

®opmart A4 (210 x 297 mm)




MpogormkeHne npunoxenna N 17 k nn. 3.6, 4.19, 5.5 MNMpasun

NPUNOXXEHME K OMMUCU N

3MNEKTPOHHbIX Aes, JOKYMEHTOB

MOCTOSAHHOIO XpaHeH!s

3a rog

Peectp AOOKYMEHTOB (KOHTEMHEPOB 3NEKTPOHHbIX [JOKYMEHTOB) 3/1EKTPOHHOrO Aena™:

N eq. xp. no onucu MHpekc pena

3aronoBok gena

Data Per.N HaunmeHoBaHue fOKyMeHTa O61bem, M6 | MNMpumeyvaHus

OOKYMEeHTa | JOKYMeHTa

1 2 3 4 5

HanmeHoBaHMe JOMKHOCTU

COoCTaBuUTENS ONUcKU MNoanucb PacwmndpoBka nognucu

* CocTaBnsieTcs Ha Kaxgoe QNEeKTPOHHOE aeno.

®opmart A4 (210 x 297 mm)




HanmeHoBaHue opraHmsaumm

Mpwunoxenune N 18 k nn. 3.6, 4.19, 5.5 MNpasun

doHa N YTBEP>XXOAIO
PykoBoguTens opraHusaumm
OMChb N Moanucb Paclundgpposka nognucu
[ata
3MNEKTPOHHbIX AN, AOKYMEHTOB
BpeMeHHbIX (cBbiwe 10 ner)
CPOKOB XpaHeHust
3a ron
N | UHpekc 3aronoBok gena KpanHue Cpok O6bewm, | MpumeyvaHus
n/n aena AaTtbl XpaHeHusA Mo
1 2 3 4 5 6 7

B gaHHbIM pasgen onvcun BHECEHO

cN

lqen!

(umdbpamum 1 nponucsHo)

noN , B TOM 4ucne:

obbemom

M6.

HanmeHoBaHMe JOMKHOCTU

cocTaBuTena onucu

HanmeHoBaHMe JOMKHOCTHU
pyKoBOAUTENS apXmBa

(nMua, oTBETCTBEHHOIO 3a apXxmB)

COI'MACOBAHO
Mpotokon LI3K (OK) opranunsaumm

oT N

MNoanucb Pacwwmdposka nognmcu

Moanucb Pacwundposka nognucu

dopmat A4 (210 x 297 mm)




MpogormkeHne npunoxenna N 18 k nn. 3.6, 4.19, 5.5 MNMpasun

NPUNOXXEHME K OMMUCU N

3MNEKTPOHHbIX Aes, JOKYMEHTOB

MOCTOSAHHOIO XpaHeH!s

3a rog

Peectp ANOKYMEHTOB (KOHTEMHEPOB 3NEKTPOHHbIX [OKYMEHTOB) 3/1EKTPOHHOrO Aena’:

N eq. xp. no onucu MHpekc pena

3aronoBok gena

Data Per.N HaunmeHoBaHue fOKyMeHTa O61bem, M6 | MNMpumeyvaHus

OOKYMEeHTa | JOKYMeHTa

1 2 3 4 5

HanmeHoBaHMe JOMKHOCTU

COoCTaBuUTENS ONUcKU MNoanucb PacwmndpoBka nognucu

* CocTaBnsieTcst Ha Kaxgoe ANEKTPOHHOE aerno.

®opmart A4 (210 x 297 mm)




Mpunoxenue N 19 k nn. 3.6, 3.11, 3.15 Npasun

HanmeHoBaHune opraHunsauunn

PEECTP OMUCEWN

Hauart

OKOHYeH

dopmat A4 (210 x 297 mm)



Mpogomkerne npunoxerna N 19 k nn. 3.6, 3.11, 3.15 NMpasun

N N N HasBaHue onucu KonuuyecTBO Aen B onucu KpainHue gatbi KonuyecTtBo Konu4yecTtBo MpumeyaHue
n/n | oHpa | onucu nncTtoB B 3K3eMnnsapoB
) oo g > onucu onucu
o & '6 - I = >
I | Zo? g
= 2| 538 T e
o] g s 1 % S0
= E0
o 2| oM@ __ o
o X Q O o
c o0 o c
[
1 2 3 4 5 6 7 8 9 10 1
Bcero xpaHutca B apxuBe onuncewn, U3 HNX
(umdbpamum 1 Nponmceto)
NOCTOSIHHOIO XpaHeHUs! ,
(umdbpamu 1 nponucblo)
BPEMEHHOTO XpaHeHus (cBbiwe 10 neT) ,
(umdbpamum 1 Nponmceto)
no IM4YHOMY COCTaBYy ,
(umdbpamum 1 Nponmceto)
B TOM YuMCIie NOCTYNUIO B rogy onvcen
(umdbpamu 1 nponucblo)
B TOM 4yucrne BbiObINO B rogy onucen
(umdbpamum 1 nponmceto)
HanmeHoBaHWe JOMKHOCTM paboTHMKA
apxuBa opraHusaumu, cocTaBuBLLENO
peecTp onucen Mognuce PacwundpoBka nognucu
HanmeHoBaHMe OOmKHOCTH
pyKoBOAMTENS apxuBa (nmua,
OTBETCTBEHHOIO 3a apXxuB) Moanuck Pacwwndposka nognucu

Oata
dopmat A4 (210 X 297 Mm)



YTBEP>XOAKO
PykoBoguTens opraHvsauum,
nepegatoLen JOKYMEHTbI
MNoanucb Pacwudposka nognucu

[ata MevaTb

AKT
N

npunemMa-nepegadym apxmBHbIX

OOKYMEHTOB Ha XpaHeHue

MpunoxeHue N 20 k n. 3.15 Mpasun

YTBEPXOAHIO
PykoBoanTens opraHv3aumu,
NPUHUMaIOLLEN JOKYMEHTHI
MNoanucb PacwwndpoBka noanucu

[ata MevaTb

(ocHoBaHwue nepegaun)

(Ha3BaHwve nepegasaemMoro oHaa)

coan,

(Ha3BaHve opraHu3aumu, nepegatoLlent JOKYMEHTbI)

NPUHSIN

(HaSBaHMe opraHusauuun I'IpVIHVIMaK)IJJ,eVI ,D,OKyMeHTbI)

OOKYMEHTbl Ha3BaHHOIo (bOH,D,a n Haquo-cnpaBqubM annapart K HUM:

KonuuyectBo
N n/n HasBaHue, HOmMep onucu 3K3eMnssapoB Konu4yectBo | NMpumeyvaHus
onucu en. xp.
1 2 3 4 5

UToro npuHAaTo

eq. xp.

Mepenayy npoussenu:
[omkHocTb
Moanuce  Pacwundposka nognucu

[ata

doHpy npuceBoeH N

Mpuem npoussenu:
[omkHoCTb
Moanuck Pacwundposka nognucu

[ata

M3ameHeHus B YY4E€THbI€ OOKYMEHTblI BHECEHbI.

[omkHOCTb

[ata

Mognucb

Pacwmdposka nognmcu

®opmart A4 (210 x 297 mm)




HaunmeHoBaHne opraHunsauuu

AKT
N

O BblAeNEeHNN K YHUHTOXEHUIO

APXMBHbIX OOKYMEHTOB,

He noanexawunx XxpaHeHuto

Ha ocHoBaHuu

Mpunoxexnne N 21 k nn. 3.15, 4.11, 4.13 Npasun

YTBEPXOAIO

PykoBoguTenb opraHusaum

n

MNoanucb Pacwwmdposka nognucum

[ata

(HaSBaHVIe W BbIXOOHbIE AaHHbIE Nepe4vyHa JOKYMEHTOB C YyKa3aHMeM CPOKOB UX XpaHeHMﬂ)

OTO6paHbI K YHUYTOXEHUIO KaK He uMelolme Hay4yHO-UCTOPUYECKOW LIEHHOCTU W yTpaTuBLUME MpakTu4eckoe

3HayeHune AokyMeHTbl choHaa N

(Ha3BaHue cdoHaa)

N 3aronoBoK gena MNoabl Homep |Homep en.| Konuuect- Cpoku Mpumeva-
n/n (rpynnosomn onucu* Xp. no BO eA. XpP. | XpaHeHuA n Hue
3arofioBokK onucu HOMepa
OOKYMEHTOB) cTaTte# no
nepeyHo
1 2 3 4 5 6 7 8
WToro ef. xp. 3a rogbl.

(umdbpamum 1 nponmceto)

Onucy gen NocTosiHHOro XpaHeHua 3a

roabl yTBepxaeHbl MK

(npoTokon ot

(HauMeHOBaHWe apXVUBHOTO YUYPEXAeHMs)

)

HaumeHoBaHue fomKHOCTU
pykoBoauTens apxvea (nuua,

OTBETCTBEHHOIO 3a apXMB)

COrI'JIACOBAHO

MpoTtokon LI3K (3K) opraHnsauun

oT N

Moanuck

Pacwundposka nognucu

* Mpu BblAENEHNN K YHUMTOXEHNIO JOKYMEHTOB NpW NOAroToBKe Aen K nepefaye B apxve opraHu3auuun rpadbl

4, 5 He 3anonHAITCSA.




MpogormkeHne npunoxenna N 21 k nn. 3.15, 4.11, 4.13 MNMpasun

[OKyYMEHTbI B KONMYECTBE en. xp.:

- Ha 6yMa)KHOM HOcuTerne BeCom Kr cOaHbl

Ha YHUYTOXEHnE;

- Ha 3NEeKTPOHHOM HOCuUTeNne caaHbl HA YHUYTOXEeHne

(cnocob yHuuTOXEHUS)

HanmeHoBaHwne gosmkHoCcTH paGOTHVIKa,

COaBLUero AOKYMEeHTb! Moanuck Pacwmdposka nognucu

[ata
M3MeHeHNs B y4eTHbIE JOKYMEHTbI BHECEHDI.
HanmeHoBaHWe JOMKHOCTM paboTHUKa

apxuBa, BHecCLlero uameHeHus

B y4Y€THble JOKYMEHTB! Mopgnuck PacLumdposka nognucu

[ata

dopmart A4 (210 x 297 Mm)



HanmeHoBaHue opraHmsaumm

AKT
N

O HeucnpaBnMbIX NOBpPEXOEHNAX

APXUBHbIX JOKYMEHTOB

dong N

Mpunoxenue N 22 k 0. 3.15 MNMpaeun

YTBEPXXOAIO

PyKOBOJJ,I/ITeJ'Ib opraHmnsauunu

Moanucb Pacwundposka nognucu

Jarta

(HasBaHve coHaa)

B doHae oGHapykeHbl JOKYMEHTbI, MPU3HAHHbIE HEVCTIPABUMO MOBPEXAEHHBIMU:

N | Onucb |En. xp. N 3aronoBok KpanHue gatbl | KonuuectBO CylHOCTb U
n/n N NoBpPeXAeHHbIX en. nncToB NPUYMHBI
xp. (o6bem, M6) noBpexaeHus
1 2 3 4 5 6 7
NToro o6HapyxeHo HencnpaBMMO NOBPEXOEHHbLIX
en. xp.

I'IepeqvlcneHHble efl. Xp. nognexart cnucaHunio BBnay:

(umdbpamum 1 Npon1csHo)

HavmeHoBaHWe OOMKHOCTM
pyKoBOAMTENs apxuBa (nuua,

OTBETCTBEHHOIO 3a apXxuB)

COrI'TIACOBAHO

MpoTokon LISK (OK) opraHusaumm

oT N

M3meHeHus B Y4eTHble JOKYMEHTbI apXnBa BHECEHbI.

HanmeHoBaHMe JOMKHOCTHU

pa60Tan<a, BHecCLlero n”sSMeHeHus

B Y4€THble JOKYMEHTDI

[ata

MNoanucb Paclwwmdposka nognmcu
COI'NMACOBAHO*
MpoTokon 3K apxmMBHOro yupexaeHus
oT N

MNoanucb Pacwmdposka nognmcu

* [Ina AOKYMEHTOB, BKMOYEHHbIX B cocTaB ApxmnBHoro poHaa Poccunckon ®enepauun.

®opwmat A4 (210 x 297 mm)




HanmeHoBaHue opraHmsaumm

HavmeHoBaHWe CTpyKTYpHOro

Mpunoxenue N 23 k nn. 4.11, 4.31 MNpasun

noapasfeneHus
ONnnCb N
aen

N | UHpekc 3aronoBok gena KpainHue Cpok Konuuect | Mpumeyanu
n/n | pena hartbl XpaHeHus* | BO NIUCTOB e

1 2 3 4 5 6 7

HasBaHue pasgena
B OaHHYI0 OnNncb BHECEHO aen
(umdbpamu 1 nponuckio)

cN noN , B TOM yucre:

nUTepHble HoMepa:

nponyuieHHble HoMepa:

HanmeHoBaHue OOMKHOCTH

PYKOBOAMTENSI CTPYKTYPHOIO

nogpasgeneHus

COIMACOBAHO

HanmeHoBaHue OOMKHOCTH

pykoBoautensi cnyxobl JOY

MNoanucb

[ara

PacwudpoBka nognucu

MNoanucb

PacmdpoBka nognucu

COIMACOBAHO**

MpoTokon 3K cTpyKTypHOro

nogpasgeneHuna

oT

* padha onyckaeTcst B onNucu et NOCTOSIHHOrO CpoKa XpaHEeHus.

** Mpwn Hanuumnm 3K CTpyKTYpHOro noapasaeneHus.

MpogomkeHne npunoxenna N 23 k nn. 4.11, 4.31 MNMpasun




Mepepan

aen

(umdbpamm 1 nponucelo)

7] PerncTpaumMoHHO-KOHTPOJIbHbIX KAPTOTEK K AOKYMEHTaM.

(umdpamm 1 NponNUCkLIO)

HanmeHoBaHue AOJMKHOCTU pa60TH|/||<a

CTPYKTYPHOIro nogpasaeneHus |-|O,EI,I'II/ICb PaCLIJI/I(*)pOBKa nognucu

MpuHan aen
(umdbpamm 1 nponucsHo)

n perncTtpauoHHO-KOHTPOJ1bHbIX

(umdbpamu 1 nponuckio)

KapTOTEK K JOKYMEHTaM.
HanmeHoBaHMe JOMKHOCTU

paboTHuka apxmBa Moanucb Pacwundposka nognucu

Hata

®opmart A4 (210 x 297 mm)



Mpunoxenue N 24 k nn. 4.11, 4.31 MNpasun

HanmeHoBaHue opraHmsaumm

®oHa N

OMNCb N

QNEeKTPOHHbIX Aen, OKYMeHTOB

N n/n | UHpekc 3aronoBok gena KpanHue O61bem, M6 | MpumeyaHun
aena paTtbl* A
1 2 3 4 5 6

HanmeHoBaHue pasgena

B gaHHbIM pasgen onvcun BHeECEHO aen,

(umdbpamm 1 nponucslo)
cN noN

obbemom M6.

HanmeHoBaHWe JOIMKHOCTH

PYKOBOAMTENS CTPYKTYPHOIO

nogpasgeneHus MNoanucb PacumdpoBka nognucu
[ata

COI'TIACOBAHO COI'TIACOBAHO**

HanmeHoBaHWe AOMKHOCTH MpoTokon 3K cTpyKTypHOro
pykoBoauTtensi cnyxobl [JOY nogpasaeneHusi

Mognuce  PacwwmndpoBka nognmcu oT N

HaTa

* Fpa(ba OnycKkaeTcd B onncu gen noCTtoAHHOIo CpoKa XpaHeHu4.

** MNpun Hanuumnm 3K CTpyKTYpHOro noapasaeneHus.




MpogomkeHne npunoxenna N 24 k nn. 4.11, 4.31 MNMpaeun

Mepepan aen

(umdbpamm 1 nponuceHo)

n PEerncTpaumMoOHHO-KOHTPOJIbHbIX KAPTOTEK K JOKYMEHTaM,

(umdbpamu 1 nponuckio)

obbemom M6.

HanmeHoBaHue 4OMKHOCTH pa60TH|/||<a

CTPYKTYPHOro nogpasaeneHus Moanucb PaCLIJI/I(*)pOBKa noanucu

MpuHan aen

(umdbpamm 1 Nponuckbio)

n PerncTpaumMoHHO-KOHTPOJIbHbIX KAPTOTEK K AOKYMEHTaM,

(umdbpamu 1 nponuckio)

obbemom M6.

HanmeHoBaHue OOMKHOCTH

paboTHMKa apxuBa Mognucb Pacwwmdposka nognmcu

HaTa

dopmat A4 (210 x 297 mm)



NPUNOXXEHME K OMMUCU N

ONEKTPOHHbIX e, JOKYMEHTOB

MpogomkeHne npunoxenna N 24 k nn. 4.11, 4.31 MNMpaeun

PeeCTp OOKYMEHTOB (KOHTGVIHGpOB ANEKTPOHHbIX ,EI,OKyMeHTOB) ANEKTPOHHOIo aena*:

N eq. xp. no onucu

3aronoBok gena

WNHpekc pena

Data Per.N HanmeHoBaHue fOKyMeHTa O6bem, M6 | NMpumeyvaHus
AOKYMEHTa | AOKYMeHTa
1 2 3 4 5
HaumeHoBaHne AOJMKHOCTU
COoCTaBuUTend onncun |-|O,EI,I'II/ICb Pacmwcbpoaka noanmcun

* CocTaBnsieTcs Ha KaXKoe aNeKTpoHHOe Aeno.

dopmat A4 (210 x 297 mm)




MpunoxeHue N 25 k 0. 4.18 MNMpasun

HanmeHoBaHue opraHmsaumm
HOMEHKINATYPA OEN YTBEP>XOAHRKO

PyKOBOJJ,I/ITeJ'Ib opraHunsauunu

Ha rog Moanuckh Pacwundposka nognucu
[ata
Nnpekc 3aronoBokK gena KonunyecTtBO Cpok MpumeyvaHue
pena aen XpaHeHua n N
cTatbu no
nepeyvHro
1 2 3 4 5

HaseaHue pasgena

HanmeHoBaHue OOmMKHOCTH
pykoBoautensi cnyxobl JOY

opraHusauum MNoanucb Pacwmdposka nognmcu

Busa pykoBoautens apxmsa

(nMua, OTBETCTBEHHOIO 3a apXuB)

COIMACOBAHO COIMACOBAHO
MpoTokon LISK (3K) MpoTtokon 3K apxvMBHOro y4pexaeHus
oT N oT N




MpogormkeHne npunoxenna N 25 k n. 4.18 MNMpasun

WTorosas 3anucb O KaTeropusix U Konmyectee gen,

3aBeleHHbIX B

rogy B opraHusauumu

Mo cpokam xpaHeHusi

Bcero

B Tom yucne:

nepexoasimx C OTMeTKOoM
II3I-I Kll

3 4

NocTosAHHOrO

BpemeHHoro (cBbiwe 10 neT)

BpemeHHoro (go 10 net
BKIIOYUTENBHO)

NTOrO:

HaumeHoBaHWe JOMKHOCTM
pykoBoauTtensi cnyxobl JOY
[ata

UToroBkie cBeaeHus nepenaHbl B apxumBs.
HanmeHoBaHue OOMKHOCTM Nuua,
nepenasLlero ceegeHnsa

Hata

MNoanucb

MNopanucb

Paclwwmdposka nognvcu

Pacwmdposka nognmcu

dopmat A4 (210 x 297 mm)




HanmeHoBaHue opraHmsaumm

HanmeHoBaHune CTPYKTYPHOIro

MpunoxeHue N 26 k n. 4.18 MNMpasun

noppasfeneHus
HOMEHKIJIATYPA OEN
Ha rog*
MUHpekc 3aronoBok gena Konu4yectBo | Cpok xpaHeHus | [lpumeyvaHue
aena TOMOB u N ctatbu no
(vacren) nepeyHio
1 2 3 4 5

HasBaHue pasgena

HanmeHoBaHue OOMKHOCTH
pykoBOAUTENA CTPYKTYPHOro
nogpasneneHuna

HaTa

COI'MACOBAHO**
MpoTokon 3K cTpyKTypHOro
nogpasaeneHus

oT N

MNoanucb

Pacwmdposka nognmcu

* K HOMEHKNnaTtype Aen CTPYKTYpHOro nogpasgerieHmda no OKOHYaHWUM KaneHgapHoro roga

COCTaBnAeTcAa utoroBasa 3anucb no q)opme, yKa3aHHOIZ B NPUIOXEHUN 25, n penaetcd OTMeTKa O

nepegave UTOroBbIx cBefeHun B cnyxoy OY opraHmsaumu.

** Mpun Hanuumnm 3K CTpyKTYpHOro noapasaeneHus.

dopmat A4 (210 x 297 mm)




JokymeHToB gena N

Mpunoxenue N 27 k nn. 4.19, 4.21 MNpasun

BHYTPEHHAA ONUCb

Peructpa- MpumeyaHue
LUMOHHbIN Dara Homepa
N n/n MHAOEKC OOKYyMeHTa 3aronoBoOK AOKYMeHTa NUCTOB gena
OOKYyMeHTa
1 2 3 4 5 6
NToro OOKYMEHTOB.

KonnyectBo nucrtos BHyTpeHHeIZ onucu

HanmeHoBaHue OOMKHOCTM Nuua,

CoCTaBuMBLLUEro BHYTPEHHIOKO OMNMNCb

OOKYMEHTOB fena

HaTa

(umdbpamm 1 nponucsHo)

(umdbpamm 1 nponucsHo)

MNoanucb

Pacwmdposka nognmcu

dopmat A4 (210 x 297 mm)



MpunoxeHue N 28 k nn. 4.19, 4.24 MNpasun

(HaumeHoBaHMe rocyaapCTBEHHOIO (MyHULMNANbHOro) apxmea)

(HaMmeHOBaHWe opraHusaumm)

(HaMMeHOBaHWe CTPYKTYpPHOTO NoApa3aerieHus )

OENON TOMN

(3aronoBok gena)

(kpaviHne paTbl)

Ha nncrtax

XpaHuTb

dopmat A4 (210 x 297 mm)



HanmeHoBaHuMe opraHmMsaumum

CI'IpaBO‘-IHbIe OaHHble 06 opraHmnsauunn

(noutoBbIN agpec, TenedoH, TenedoH/dakc)

APXVBHAA CMPABKA

N
(nata)
Ha N oT
TekeT
OcHoBaHue:

[omkHocTb pykoBoaAUTENA opraHn3auunm

(M NHOTO YNOSTHOMOYEHHOIO MM NnLa)

MNevaTtb

damunms ncnonHUTens

Homep TenedoHa

MNognucb

MpunoxeHue N 29 k 0. 5.12 MNMpaeun

Appecat

PacwmdpoBka nognucu

dopmat A4 (210 x 297 mm)



YTBEPXXOAIO

Mpwunoxenune N 30 k n. 6.8 MNpasun

YTBEPXOAIO

(HauMeHoBaHWe JOMKHOCTU PYKOBOAUTENS

(HanMeHoBaHWe JOMKHOCTU PYKOBOAMTENS

opraHusauuu, nepep,arou.leﬁ ,D,OKyMeHTbI)
Moanucb Pacwndposka nognucu

[ata MNevaTb

AKT
N

npuema-nepenayv apxmBHbIX

OOKYMEHTOB Ha XpaHeHue

opraHuzauuu, I'IpVIHVIMaIOLLl,eVI ,ElOKyMeHTbI)

Mognucb

Hata

Pacwundpoeka nognucu

MNevaTtb

(ocHoBaHMe nepegauin)

(Ha3BaHwve nepegasaemMoro doHaa)

cpan,
(HanMeHOBaHWe opraHusaLumK, nepeaaoLLent JOKyMEHTbI)
(HaumeHoBaHWe opraHusauum, NPUHUMatoLLENn JOKYMEHTbI)
NPUHUMAaET Ha rocygapCTBEHHOE XpaHeHWe AOKYMEHTbI U CTpaxoBble KOnun 3a
(roabl)
n CI'IpaBO‘-IHI:IIZ annapart K HUM:
N n/n HasBaHue, Homep KonunyecTtBO Konu4yectBo eanHuy | lMpumeyaHue
onucu JK3emMnnsapos XpaHeHus
onucu
1 2 3 4 6*

* Hymepaums rpacd cooTBeTcTByeT 0pULMaibHOMY TEKCTY AOKYMEHTa.




MpogomkeHne npunoxernnsa N 30 k n. 6.8 MNMpasun

UToro npuHaTo en. xp.

(umdopamm 1 nponucsHo)

Mepenadvy nponssenu: Mpyvem npounssenu:

[ormkHoCTb JJOoImKHOCTb

MNoanucb PacwmndpoBka nognucu MNoanucb PacwmdpoBka nognucu
HaTa Jarta

doHAy NpUCBOEH HOMEpP

M3meHeHus B y4eTHble JOKYMEHTbI BHECEHbI

[omkHOCTb Mognucb Paclwwmdposka nognmcu

[ata

dopmat A4 (210 x 297 mm)



