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O6 yTBep:xIeHHH NpaBHI
OpraHH3alHH XpaHEHHs, KOMIIEKTOBAHHS, Y4€Ta H HCI0JIb30BaHHS
DOKyMeHTOB ApxuBHoro ¢onaa Poccuiickoi
®enepanuu U Ipyrux apXuBHBIX JOKYMEHTOB B OpraHax
rocyAapcTBeHHOM BJIACTH, OpraHax MecTHOIO
caMOyNnpaBJ/IeHHS] H OPraHA3alUsX

B coorBercTBHH C MyHKTOM 2 4Yactd | cratem 4, 4YacTtero 5 crated 14
®enepanpHoro 3akona or 22 oxrabpsa 2004 r. Ne 125-03 «O6 apxuBHOM jene B
Poccuiickoit ®enepanmm» (Cobpanue 3akoHOaTenbcTBa Poccuiickoil ®eneparuy,
2004, Ne 43, cT. 4169; 2006, Ne 50, ct. 5280; 2007, Ne 49, ct. 6079; 2008, Ne 20,
cT. 2253; 2010, Ne 19, ct. 2291; Ne 31, ct. 4196; 2013, Ne 7, cr. 611; 2014, Ne 40
(a. II), cr. 5320) u mocranoBnerueM IIpaButensctBa Poccuiickoii ®enepanuu
ot 20 mrong 2011 r. Ne 590 «O Munuctepctse KyasTypbl Poccuiickoi Deneparim)
(Cobpanue 3akoHomarenscTBa Poccuiickoit ®emepanm, 2011, Ne 31, ct. 4758; Ne 44,
cT. 6272; 2012, Ne 6, ct. 688; Ne 17, ct. 2018; Ne 26, ct. 3524; Ne 37, ct. 5001;
Ne 39, ct. 5270; 2013, Ne 3, ct. 204; Ne 8, ct. 841; Ne 31, cT. 4239; Ne 33, ct. 4386;
Ne 41, ct. 5182; Ne 45, ct. 5822; 2014, Ne 9, ct. 909; Ne 30 (u. II), ct. 4305; Ne 40
(¢.I1I), cT. 5426, Ne 48, ct. 6860; 2015, Ne 2, ct. 491; Ne 4, ct. 664; Ne 9, cT. 1339)
NpHUKa3blBalo:

1.  VrBepautes  mnpmwiaraeMple — [paBWia  OpPraHU3AalUH  XpaHEHUS,
KOMIUIEKTOBAaHMS, y4€Ta ¥ WHCIOIB30BAaHUA [OKyMEHTOB ApxuBHOro ¢oHAA
Poccuiickoit @epmepamuui ¥ JOpYI'MX AapxUBHBIX JOKYMEHTOB B OpraHax

I"OCY)Z[apCTBeHHOI\;I BJIaCTH, OpraHax Me€CTHOI0O CaMOYIIpaBJICHHUA H OpraHrU3alusiIx.
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2. HanpaBute HacTosumif IIpUKa3 HA TOCYHAapCTBEHHYIO PETHCTPALMIO B
Mumnmucreperso roctrimu Poceniickoit ®enepariui.
3. KoHTponp 3a HCIONHEHHEM IIpHKa3a BO3JIOXKHTH HA TEPBOTO 3aMECTHTEI

Mummctpa B.B.Aprcrapxosa.

Mpunuctp B.P. Menunckuit



[Tpunoxenue
K IprKa3y MHUHHCTEPCTBA KYJIbTYPhI
Poccuiickoit ®enepauuu

ot 31 mapta 2015 r. Ne 526

MIPABHJIA
OPTAHU3AIIMU XPAHEHHS], KOMILIEKTOBAHHS, YYETA
1 HCHOJIb30BAHMS JOKYMEHTOB APXMBHOI'O ®OHJIA
POCCHMCKOM ®EJEPAIIUN U IPYTUX APXUBHBIX
JTOKYMEHTOB B OPTAHAX TOCYJIAPCTBEHHOM BJIACTH,
OPI'AHAX MECTHOI'O CAMOYIIPABJIEHHUS 1 OPT AHMU3ALIASX

I. OBIIME TTOJIOXXEHW A

1.1. Hactossmue IIpaBuna opraHu3zanyi XpaHeHHs, KOMIUJIEKTOBaHMS,
yd4eTa U HCHOJIb30BaHus OKyMEeHTOB ApxuBHoro ¢onaa Poccuiickoit @enepanuu
U JpYyrMX apXMBHBIX [JOKYMEHTOB B OpraHax TIoOCyJapCTBEHHOH BJIaCTH,
OpraHax MECTHOIO CaMOYIIpaBJICHUS U OpraHu3alMsaX (Jajee — HACTOAIIHNE
IIpaBuna) paspaboransl B  COOTBeTCTBHH ¢ DenepalbHBIM  3aKOHOM
or 22 oktadps 2004 r. Ne 125-03 «0O06 apxuBHOM pene B Poccuiickoii
Oenepanum» (Cobpanue 3akoHonarenbcTBa Poccuiickoit @enepanuu, 2004, Ne 43,
cT. 4169; 2006, Ne 50, ct. 5280; 2007, Ne 49, ct. 6079; 2008, Ne 20, ct. 2253;
2010, Ne 19, ct. 2291; Ne 31, ct. 4196; 2013, Ne 7, ct. 611; 2014, Ne 40 (u.Il),
ct. 5320), mnocranoBnenuem IIpaBurensctBa Poccuiickoit  ®enepanuun
or 15 mons 2009 r. Ne 477 «O6 ytBepxaeHuu IIpaBui memonpou3BOCTBA
B (deZiepabHBIX OpraHax MCIIOJHUTENbHOM BiacTh» (CobpaHue 3aKOHOAATENbCTBA
Poccmiickoit ®enepanuu, 2009, Ne 25, ct. 3060); nmpuxazom MuHHCTEpcTBa
KyJbTYypbl M  MacCoBbIX  KoMMyHuKauumi  Poccuiickoit ~ ®enepanuu
ot 18 suBaps 2007 r. Ne 19 «O6 yrBepxaennu IIpaBui opraHu3alMy XpaHEHHS,

KOMIUICKTOBaHHA, Y4Y€Ta W HMCHOJb30BaHHs MOOKYMEHTOB ApXI/IBHOFO (bOH)Ia
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Poccuiickott Demepauuy U OPYyrUX apXUBHBIX JOKYMEHTOB B IOCY[apCTBEHHBIX U
MYHUIMIIANBHEIX apx¥BaX, My3esx u OuOnuorekax, opraHu3auusx Poccuickoi
akamemMur Hayk» (manee - IlpaBuwia xpaHeHus) (3aperdcCTpUpoBaH MUHIOCTOM
Poccun 6 wmapta 2007 r., perucrpaumoHsbif HoMep 9059, «bromnerens
HOPMATHBHEIX aKTOB (DelepalbHBEIX OpraHOB KCIOJHUTENbHON BIAacTH OT 14 mas
2007 r. Ne 20»), ¢ m3MeHEHUSIME, BHECEHHBIMY [TpHKa30M MUHUCTEPCTBA KyIbTYPEI
¥ MacCOBEIX KoMMyHuKawi Poccuiickoit @enepanuu ot 16 despans 2009 r. Ne 68
(3apeructpupoBad Munroctom Poccun 5 mag 2009 r., perucTpauroHHBIH HOMED
13893, «Poccuiickas razeray ot 20 mas 2009 r. Ne 89), mpukazom MUHKYIBTYpE]
Poccun ot 10 centsi6ps 2007 r. Ne 1273 «O6 yrBepxaeHUN GOPM YIETHBIX U HHBIX
JOKYMEHTOB 10 OpraHu3aliy XpaHeH!s, KOMIIIEKTOBaHHUs, y4eTa ¥ UCII0JIb30BaHUS
IOKyMeHTOB ApxuBHOro ¢onma Poccuiickoit Denepanuy U ApYruX apXUBHBIX
JOKYMEHTOB B TOCYNApCTBEHHBIX M MYHHUIMIIANBHBIX apXWBaX, My3eix ¥
OubnmoTekax, OpraHu3alusx POCCHHCKON aKageMHd HayK» (3aperuCTpUpOBaH
Muntoctom Poccun 9 oxtsabps 2007 r., peructparmonssit Homep 10291,
«bronneTe s HOpMaTUBHBIX aKTOB (ellepabHBIX OpraHOB UCIIONHUTENPHON BIIaCTH
oT 5 HoaOps 2007 r. Ne 45»).

1.2. Heticteue HacTosimux [IpaBmn He pacnpocTpaHseTcs Ha OpraHu3allfio
XpaHEeHMs, KOMIUIEKTOBAaHMS, y4eTa XU MCIONh30BaHUS OKYMEHTOB ApPXUBHOIO
dorpa Poccuiickolt Denepalluyl ¥ APYTHUX apXMBHBIX HOKYMEHTOB, COAEPIXKAIIUX
CBEJIEHNS], COCTABIAIOIIKE [OCYNapCTBEHHYIO TalHy.

1.3. TocymapCTBEHHEIE OpraHbl, OpPraHbl MECTHOTO CaMOYIpaBJECHW
MYHHLIMIIAIBHOTO palioHa, TOPOJCKOTO OKpyra M BHYTPHUIOPOJCKOrO paroHa
00s3aHBl CO3/aBaTh ApXWBHl B ILENIX XpaHEHUS, KOMIUICKTOBAaHWA, ydera H
HCIIONE30BaHmsA 00pa3oBaBIIMXCA B IpoLecce UX [eATEIIPHOCTH apXMBHBIX
JOKyMEHTOB.

1.4. Opraggzaquy BIOpaBe CO3JaBaTh apXWBEI B IENAX XpaHEHUA
00pa30BaBIIKXCS B IPOLIECCEe UX JEATENPHOCTH ApXHUBHBIX NOKYMEHTOB, B TOM

YUCJI€ B UeadX XpaHEHHUs W HCIOJB30BaHUA apXHBHBIX JOKYMEHTOB, HE



3
OTHOCAINMXCA K TOCY[apCTREHHON MM MYHHIMIAILHON COGCTBEHHOCTH .
1.5. 3amayu u pyHkuuy apxusa (LEHTPAIBPHOTO apXKBa) TOCYLapCTBEHHOTO0
OpraHa, oOpraHa MECTHOTO CaMOYIpPaBlICHHS, OpraHu3ali¥ — UCTOYHHKA
KOMIIJIEKTOBaHUsl TOCYLAPCTBEHHOTO, MYHMLMNAILHOTO apXWBa OIPeHeIIsIIOTCS

IIOJIOXKEHKEM, YTBEPXKOaeMbIM PYKOBOIUTEICM OpTraHu3alu.

II. OPTAHMSALIVIA XPAHEHVSI JOKYMEHTOB APXUBHOI'O ®OHJIA
POCCUVICKOY ®EJIEPAITVIM U IPYTHIX APXVIBHBIX IOKYMEHTOB B
OPI'AHM3 AN

2.1. ToxymeHTHI, 0Opasyroliyecs B NeITEIbHOCTH OPraHu3al[ 1, COCTABIIOT
JOKYMEHTAIBHEIN GOHI.

2.2. CozpaHue [OKYMEHTaNbHOTO (DOHNA OpPTaHW3allMH OCYIIECTBIISETCS
IIyTEM COCTaBjI€HWs HOMEHKJIATYpHl e, GOpMUpOBaHUS U OQOpPMIEHHUS Iel Ha
OCHOBE HOpPMAaTHMBHBIX IIPaBOBEIX aKTOB Poccuiicko#t @epmepanuu, nepedHei
TUIIOBBIX  apXWBHBEIX JOKYMEHTOB C YKa3aHHEM CPOKOB WX XpaHEHWs,
YTBEPXAEMBIX B COOTBETCTBHM C IIyHKTOM 3 craThi 6 DeepanpHOro 3aKoHa
ot 22 okta6ps 2004 r. Ne 125-®3 «O6 apxusrom nene B Poccuiickoit @eneparum»,
¥ IIepeyHeH JOKyMEHTOB, 00pa3yloIuXcs B IPOLecce AESTEBHOCTH beaepaibHbIX
OpraHOB OCYLNapCTBEHHOM BIACTH, MHBIX [OCYLapCTBEHHBIX OpraHoB PoCCHUCKOM
OQepepanyy, a TaKkKe B IPOLECCE MEATENLHOCTH IOABENOMCTBEHHBIX UM
OpraHHu3alkH, C YKa3aHHEeM CPOKOB XpaHeHHS.

2.3. YacTe moKyMeHTalIbHOro GOHMA, BKIIOYAKOIas JOKYMEHTE APXHABHOTO
¢ouna Poccuitckoit Penepanys, TOKYMEHTEL 110 JTHYHOMY COCTaBY M JOKYMEHTHI
BpeMEeHHEIX (cBhImEe 10 JeT) CpPOKOB XpaHeHWd, BKIIOYEHHBIE B YYETHEIE
NOKYMEHTBl apXWBa, COCTaBIS€T apxXWBHBIM (OHX OpraHW3alluM, KOTOPEIM
HOMNEXUT XpaHEHUIO B apXUBE OPTaHU3aIH.

JloxymeRTEl BpemeHHBIX (o 10 JeT BKIFOYMTENBHO) CPOKOB XpaHEHHS

! Yacts 2 craThul3 DenepansHoro 3akoHa ot 22 okTabps 2004 r. Ne 125-03 «O6 apxusHOM nene B Poccuiickoi

QepepaLu».



XpaHATCA B CTPYKTYPHBIX [OJPA3JENEHUsIX OpraHM3alliy U 10 MCTEYSHMH CPOKOB
WX XpaHEeHU TIOMIEXAT YHUYTOXEHHIO B IOPSIKE, YCTAHOBICHHOM B ITyHKTax 4.6-
4.13 nacrosux Ilpasui.

2.4. Bunamu apXuBHBIX GOHIOB OPTaHU3AIIMY SABIISIOTCS:

apxX¥WBHBIH GOHJ OpraHW3alliM, COCTOSMUN W3 NOKYMEHTOB ApPXWBHOIO
donna Poccutickoit Oenepanuy ¥ ApyruX apXUBHBIX TOKYMEHTOB;

O0BEMHEHHBI apXWBHBIM (OHI, cocToAmME u3 0oOpa3oBaBIIMXCA B
Ipouecce AEITENbHOCTH IBYX UNU Oojee opraHu3aldil JOKYMEHTOB APXUBHOIO
dorna Poccuiickoit ®epepanmu u OpYrux apXwBHBIX JOKYMEHTOB, HMEIOIIHMX
MEeX Iy COO0M MCTOPHUYECKY Y/UITH JIOTHIECKH 00YCIIOBIEHHbIE CBS3M;

apX¥BHas KOJUIEKLMs, COCTOAINas W3 OTAENBHBIX APXUBHBIX JOKYMEHTOB
pasIMYHOr0 HPOUCXOXKAEHUS, OOBENIMHEHHBIX II0 ONHOMY MIIM HECKOJIBKUM
Ipu3HaKaM (TeMaTU4ecKOMY, aBTOPCKOMY, BUIOBOMY, OOBEKTHOMY).

2.5. ApxuBHoMy (GOHIy OpraHu3allii I[IPUCBAMBAIOTCS Ha3BaHUE,
COOTBETCTBYIOLIEE HA¥MMEHOBAaHUIO OpraHu3allid, H HOMep B IOpsIKe,
OTIpefeNIeHHOM IIyHKTOM 3.8. HacTosuux [Ipasur.

2.6. ApxuBHBIE NOKyMEHTHl OpraHH3alli¥l COCTAaBJLIIOT ONWH (EIWHEIH)
apXUBHBIN GOHL:

IO ¥ TIOCJI€ PEOpraHu3aliyy, a TaK)Ke U3MEHEHUS CTPYKTYpHI, IITATOB, €CIH
yKa3aHHBIE MEPONPHATHS He IIOBNEKIU 3a coOo¥ M3MeHeHUs Lened U mpeamera
JEATENbHOCTY OpraHu3alluy;

MO MW TOCIHe M3MEHEHUS TEepPUTOPUANBHBIX TIpaHUL [eATEIHHOCTH
OpraHu3alyy;

B CIy4ae CMEHBI YIpEOUTEs.

B cmydgae u3aMeHeHusS cOOCTBEHHHWKA UMYIIECTBA OPraHU3alMM apXHUBHEIE
HOOKYMEHTBI OpraHU3alMK JOJDKHBI BKIIIOYATHCS B pa3Hble apXUBHEIE GOHIEL.

2.7. B cmy4ae peopraHu3aliyd OpraHM3aldu C Iepenadeidl QyHKIHH BHOBb
CO3JaHHOM MNIM WHOW OpraHu3aly BCE apxWBHBIE MOKYMEHTEI IIepefaroTcs
OpraHM3alyK-IIPaBONPEEMHUKY U BKIIOYAIOTCS B apXUBHBIM (QOHA [TOCIEeNHEHN.

J_IOK}’MCHTBI TIOCTOAHHOI'O0 XpaHCHHA W AJOKYMEHTBHI IIO JIMIHOMY COCTaBY
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JMUKBUIUPOBAHHBIX OpraHu3alluil [OKHBEI IIEpEHaBaThCA B  YIOPSAOYECHHOM
COCTOSHHM  Ha  XpaHEHHe B  COOTBETCTBYIOIUMM  [OCYHapCTBEHHbIN
(MyHUIUIIANBHBIN) apXUB.

2.8. XpOHONOTMYECKMMY TPaHUIIaMy ApXUBHOTO QOHIA ABISIOTCH:

ISl apxXwBHOTO (OHIA OpraHw3alldd — YCTaHAaBNWBAcMble Ha OCHOBE
HOPMAaTHUBHBIX aKTOB NaThl CO3aHUS U JIMKBAAUWY opraHusanuy. Ilpu Hanuuuu
HECKONBKUX aKTOB 00 00pa3oBaHMM OpraHM3alM¥ IpHMHHMAeETCs naTa Hauboiee
PaHHETO U3 HUX;

I OOBEOVMHEHHOTO apXWBHOTO GOHIA OpraHU3aly — AaThl CO3[aHUi
Hanbonee paHHeH W JTUKBUOALMK HauOosee MO3MHEH IO BpeMEHM NesTebHOCTH
OpraHu3aliy, OJOKYMEHTHl KOTOPOM BOLIIM B COCTaB OOBEIMHEHHOIO apX¥BHOI'O
bonrza;

IJis apXWBHOU KOJUIEKUMH — JATHl CaMOT0 paHHEro ¥ CaMOro IIO3JHEro
JIOKYMEHTA.

2.9. ApxuBHEIE HOKYMEHTHI NODKHBI XPaHUTHCS B CHCTEMAaTHU3MPOBAHHOM
NOpsOKE B Ipefenax apxuBHoro GoHna. Equnuued cucteMaTu3aluy JOKYMEHTOB
apxXHBHOIO (DOHZA B apXWBe OpPraHW3ALWM SBISETCS COBOKYIIHOCTh ApPXHUBHBIX
JOKYMEHTOB MJM OTHENBHBIA NOKYMEHT, OTHOCAUIMECS K OJHOMY BOIIPOCY
HeATeIbHOCTH OpraHu3alyy (fanee-eIUHIIIA XPaHEeHHUs ).

2.10. EnuHune! XpaHeHus NOJDKHEI OBITH CHCTEMATH3UPOBAHEI, BHECEHE! B
onucu U 0OpMIIEHE! B IIOpsIKe, 0OeCIeYHBAIOIEM YUET, IIOMCK ¥ HCIIONB30BAHHUE
apXWBHBIX JOKYMEHTOB.

2.11. Epununel xpaHeHuWs apxWBHOro GOHAA CHUCTEMATH3HUPYIOTCS B
COOTBETCTBHH CO CIEIYIOIIUMY IIPU3HAKAMH:

CTPYKTYPHBI# (TIpUHALNEXHOCTH EOWHUI] XpPaHEHWS K CTPYKTYPHBIM
NOApa3feleHHuIM OpTraHU3aLliH);

XpOHOJIOTUYECKHH (IO IepHofaM MIM HmaraM, K KOTOPBIM OTHOCATCH
eNUHUIB] XpPaHEeHU);

GYHKUMOHAIBHBIN, OTpacieBOy, TeMaTHYECKUM, IIPeIMETHO-BONPOCHEIH (C

2 Moamyuxt 2.8.6 myHkta 2.8 [Ipasun xpauenus.
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y4eToM (QYHKIMEA OpraHu3aliyd, TeM MM BOIPOCOB, KOTOPHIX Kacaercd
COIEPKAHKE eUHUL] XPaHEHHS);

HOMUHANBHBIA (110  [eJONpOM3BOACTBEHHOM dopMe — BHIAM ¥
Pa3sHOBUIAHOCTIM JOKYMEHTOB);

KOPPECTOHMEHTCKUH (10 OpraHu3anysM, B pe3ylnbTare IEPENmrCKH ¢
KOTOpPBIMU 00pa30BaIuCh eAUHUIBI XPaHEHHUS);

reorpaduyecKkiil (B COOTBETCTBHMH C OIIPENENEeHHBLIMH TEPPUTOPHSIMH,
HaCeJIeHHEIMH ITyHKTaMK U JIPYTUMU reorpa@uiyeckuMU OOBEKTaMH, ¢ KOTOPBIMH
CBSI32HO COJNIEpIKaHKe JOKYMEHTOB, aBTOPbI, KOPPECIIOHAEHTH]);

aBTOpCKMi (MO0 Ha3BaHWAM OpraHuw3alyid WIH (QaMUIMAM TpaxiaH,
SBJIAIOLIUXCS aBTOPaMU JOKYMEHTOB).

2.12. JloxymeHTHl, Boluemuue B OOBENUHEHHBI apXUBHBIH (QOHL,
pacronararwTcs 10 3HaYUMOCTH (oHH000pazoBaTeneil, 0 XpOHOIOTUH CO3aHUs
IOKyMEHTOB, 110 andaBuTy Ha3BaHWUHM ¥ APYTUM IIpu3HakaM. B mpenenax Kaxmoro
doHza, BomeAIero B 00beAMHEHHEIN apXUBHBIA QOH/, IPUMEHSIOTCS IPUHIMIIE]
CHCTEMAaTHM3alluM, BEIOOP KOTOPHIX ONpEAeNsIeTcs XapaKTepoM HesITeNIBHOCTH
KOHKPETHBIX OpraHu3alyi, CocTaBoM ¥ 00BeMOM JOKYMEHTOB.

2.13. CucremaTtuzauus HOKYMEHTOB apXWBHOW KOJUIEKIMM OIpEHeNseTcs
TEMaTHUKOMH ¥ COCTaBOM JIOKyMEHTOB.

2.14. CoxpaHHOCTh NOKYMEHTOB B apXWBE OpraHM3aluu OOecIednBaeTcs
KOMIUIEKCOM MEPONPUATUH 10 CO3MAHUI0 HOPMATWBHEIX YCIOBUM, COOIIONEHUIO
HOPMAaTHMBHBIX DEXHUMOB Y HaJNexalied OpraHu3aliyd XpaHEHUS IOKyMEHTOB,
UCKIIOYAIOUMX XUIIEHWEe X yTIpary ¥ o0ecleyuBalOmMX NOANEpPXaHue B
HOpPMaIbHOM (PU3UYECKOM COCTOSIHUY.

B xommnexc pabor mo obecrmedeHWI0 COXpPaHHOCTH [OKYMEHTOB apxuBa
OpraHM3alyy BKIFOYArOTCS:

IIpeNOCTaBlEHKE IIOMEIEHUS U pa3MeIeHus apXUBHBIX [TOKYMEHTOB,;

obecrnieueHrie HOPMaTUBHBIX YCIOBUN XpaHEHU NJOKYMEHTOB;

BHITIONIHEHWE  TpebOBaHWM K  pa3MeIleHUMI0  JOKYMEHTOB B

APXUBOXPAHUIIAIIE;



[IPOBEpKa HaJIMYUA ¥ COCTOSHMSL JOKYMEHTOB.

2.15. O6ecrieuenrie HOPMATHBHBIX YCIIOBUM XpaHEHMS JTOKYMEHTOB
BKJIIOYAET:

OCHAIIIEHKE aPXUBOXPAHUITHII ClIeHaTbHEIM 000pYLOBaHUEM ANl XPaHEHMS
JOKYMEHTOB;

obopynoBaHMe  IOMEIIEHWS  apxX¥MBa  OpraHMW3aldd  CPElNCTBaMHM
[IO>XXapOTYILIEHNs, OXPaHHOH U [T0KapHOY CUTHAIu3alueH;

COOJIIOIeHIe TTPOTUBOIIOXKAPHOTO PEXUME,;

COONIOICHNE OXPaHHOTO PeXUMa,

CO3[aHM€  HOPMATHMBHBIX  TEMIIEPATYPHO-BJIaXKHOCTHOIO,  CBETOBOI'O
PEXUMOB, IPOBEICHNUE CAaHUTAPHO-TUTUEHUYECKUX MEPOIIPUATHUH.

2.16. ApxuB OpraHu3alluyl pa3MellaeTcs B CIELHaNbHO IIOCTPOSHHBIX WU
IIPUCTIOCOONIEHHBIX V11 XpaHEeHWs NOKYMEHTOB 3[aHUSX WIH B OTHENBHBIX
IIOMEIIEHUSX 3IaHUS.

B apxuBe opranu3anyy JOJKHEI OBITH IPEAYCMOTPEHE!:

apXVBOXPaHMIIMILE;

[IOMEILEHNE AT IpHeMa, BpEMEHHOTO XpaHEHUs JOKYMEHTOB,

[IOMEIIEHUE JUIS HCIIOJB30BaHUSA HNOKYMEHTOB (UHTAJBHBIM 3all, y4acTOK
BBIJIa4¥ IOKYMEHTOB U HH()OPMaIIIOHHO-TIOUCKOBEIX CPELICTB);

paboyre KOMHATHl COTPYNHHUKOB apXvBa OpraHWU3aIlW{, KOTOPHIE NOJIKHEI
OBITH U30IMPOBAHEI OT IIOMELIEHHH, Ie XPAaHATCS apXUBHBIE JOKYMEHTEL

He pomyckaercs pasmellieHEWe apxXyBa OpraHW3alM B IIOOBAIBHBEIX U
YepayHBIX IOMEUIEHHUIX.

2.17. ApxvBOXpaHWIHINE HOJDKHO OBITH YZHaleHO OT JabopaTOpHEIX,
[IPOM3BOACTBEHHEIX, OBITOBBIX TIOMEIUEHMH ¥ HE KMeTh OOImMX C HHMH
BEHTHWIALUMOHHBIX KaHaJOB. ApXUBOXPAaHHUIMINE OTHENAETCS OT COCEIHHX
IIOMEIUEHUH HEeCrOpaeMBIMH CTEeHaMHd U [EPEKPHITUAMH C  IIpelefiaMu
OTHECTOMKOCTM HE MeHee OBYX 4acOB. B apXWBOXpaHMIWILE HE OIyCKaeTcs
IIpoKJIazka Tpy® BOIOCHAOXKEHMS M KaHAIU3ALWH, TEXHOJIOTUYECKHE UIU OBITOBEIE

BBIBOABI BOIOKI.



2.18. Ilpu pasMmemieEMM apXWBOXpaHMIMIAa B CICLHUAIBHOM WK
TIPUCIIOCOONIEHHOM ~ 3[aHHM  NpefmoyTeHWe (I paBHBIX  TEIUIOBBIX
XapaKTEPUCTHKAX) OTAAETCH TOMEIIEHHIM ¢ CeBEPHON OPUEHTAIINEN OKOH.

Marepuansl IOKPHITHS CTEH, IIOJOB, IIOTONKOB, BHYTPEHHEH apMaTypsl
apXWBOXPaHIINILA, [IPUMEHsAEMbIE TIPY U3TOTOBICHUAH O0OpPY[OBAaHHS ¥ CPEICTB
XpaHEeHMsl apXWBHBIX JOKYMEHTOB, He [HOIDKHBl BBIIENATH arpeCcCHBHBIC
XMMHUYECKUE BELECTBA U OBITH UCTOUHUKOM IIBLIH.

2.19. ApX¥BOXpaHMITHINE TOJDKHO UMEThH €CTECTBEHHYIO MIIH MCKYCCTBEHHYHO
BEHTHIIALMIO, OOECIIEYNBAIOMIYI0 PELUPKYISLUI0 BO3LyXa, CTaOHMIBHOCTH
TEMIIEpaTypHO-BIAXXHOCTHOTO PeXMMa, OYUCTKY BO3AYyXa OT IBUIXA ¥ arpeCCHBHBIX
nprMecedf, a TaKKe OTBeYaTh COBPEMEHHBIM TpeOOBaHHUAM KOMIIAKTHOCTH M
3KOHOMHYHOCTH.

ApPXVBOXpaHUIALIE HOJDKHO MMETh BEIXOAB! K JH(TaM H JECTHHYHBEIM
KJIETKaM.

2.20.ApxuBOXpaHUIKIIA (3a HCKIIIOYEHHEM apXMBOXpPaHHIIHUIIL,
pacronarailoliuxcs Ha OXpaHsAeMON TeppUTOpuH) OOOpYHyrOTCS HOBEPSIMH C
IIOBBIIIEHHON TEXHUYECKOW YKPEIIEHHOCTHIO IIPOTHB BO3MOXHOIO B3JIOMa,
OCHAIIEHHBEIMM 3aMKaMU IIOBBIIIEHHOM cekpeTHOcTH. OKHA MOMEILLEHUH [1EpBOro
3TaXka JOJDKHEI OBITH 060pYIOBaHE! 3aIMPAIOMMICS PEIIETKAMI'.

2.21. Bece moctynaromye B apxXuB OpraHU3allii JOKYMEHTH! pa3MeIlaroTcs B
apXWBOXPAHWIMIIAX Ha CTAllMOHAPHBIX W/WUMW TEPEABUWIKHBIX METaIIHYEeCKHX
CTEJUIaXKaX, B METAIIMYECKUX MIKadax uid KOHTEHHEpax.

Crenmnaxu HONKHBI OBITH YCTAHOBJIEHB [EPIEHAMKYISIPHO CTEHAM ¢
OKOHHBIMHM IIpOEMaM¥, a B TIOMEIIeHWH 0e3 OKOH — C y4eToM OCOOEHHOCTeH
noMenieHus u obopynosanus. He nomyckaercs pa3MellieHue cTeiaXen BITIOTHYIO
K Hapy>HBIM CT€HaM 3[aHus U K UCTOYHUKAM TeIlja.

PaccranoBka crennaxe# u IKaQoOB OCYIIECTBIAETCS B COOTBETCTBHHU CO

CIIEMYIOIUMU TpeOOBaHUSIMU:

3 Moamywnxtel 2.11.1.1 - 2,11.1.2 mynkra 2.11 [IpaBun xpaHeHus.
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paccTosHYEe MEeXAY pAfaMu CTeNaxel (rnaBHbIM poxon) ~ He MeHee 120
cM;

paccrostHue (IPOXOX) MEXIy CTEIUIaXaMu — He MeHee 75 cMm;

paccrosHuMe MeXAy HapyXHOM CTEHOM 3HaHMsi ¥  CTeJUIaXKaMy,
napajieIbHBIMM CTeHe — He MeHee 75 cM;

pacCTogHUE MEXIy CTEHON M TOpLOM cTeiutaxa mnu mkada (o6xom) — He
MeHee 45 cwM;

paccTosHHE MEeXAY [10JIOM ¥ HIDKHEH ITONIKoH cTeiutaxa (1kada) — He MeHee
15 cM, B LIOKONBHEIX 3Taxax — He MeHee 30 cm®.

2.22. IlpoTHBONOXAapHBIA pEXUM B 3[IAHUIX, THEe pa3sMellaeTcs apXuB
OpraHM3alli¥, ¥ B apXUBOXPAHWIMINAX YCTAHABIUBAETCS B COOTBETCTBHH C
HOpMaTHBHBIMH IPaBOBBIMM akTaMM Poccuiickoit Oenepaiuu B 00IaCTH II0KAPHOH
6e301acHOCTH.

2.23. OxparHplf pexuMm obecnednBaeTcs IyTeM 0OOpYIOBaHHSA
ApXUBOXPAHUIMIL, a TakXKe NPYr'WxX [OMEIIEHUHM, Il [IOCTOSHHO WM BPEMEHHO
XpaHATCSA apXWBHBIE [OKYMEHTBl, CpPEACTBaMU OXpaHbl, OOeClIeYMBAIOIHMMHU
KOHTPOJIb JOCTYyIla B @pXUBOXPAaHUNHINIE U [TOMEILEHUS apXuBa, U COOJIOIeHHEM
IOpAZIKa CIavH II0J{ OXpaHy U CHITHUS C OXPaHBl, YCTaHOBIEHHOTO PYKOBOIUTEIIEM
OpTraHU3alllH.

B cnydae Bbmauu apxwBHEIX HOKYMEHTOB BO BPEMEHHOE IOJB30BaHME IO
3ampocaM TOCYJapCTBEHHBEIX OpPraHOB, OpPraHOB MECTHOI'O CaMOYIIPaBIEHHS H
OpraHu3al(ii BBIHOC W3 3[JaHUA apXuUBa WM 3[aHWs OpraHW3allUH apXWBHBIX
JOKYMEHTOB pa3pelaeTcs TOJIBKO 110 CIeIUaIbHBIM IPOITYCKaM.

2.24. ApxuBHbIE JOKYMEHTHI CIIEIyeT XPaHUTh B TEMHOTE.

Bce Buarp1 pabot ¢ JoKyMEHTaMH HOJDKHBI IPOBOAUTHCS IIPY OTPaHUIEHHBIX
WU TEXHOIOTWYECKH HEOOXOAUMBIX YPOBHSIX OCBEIIIEHHS.

3ammuTa OOKYMEHTOB OT [EHCTBHS CBeTa OOECHedYWBAEeTCS XpaHEeHUeM

OJOKYMEHTORB B Kopo61<ax, namkax 4 rnepenjierax, B mKa(bax WK Ha CTEIlIaxax

4 Toamyuxt 2.11.3 mynxra 2.11 [TpaBui XpaueHus.
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3aKpBITOr0 THIIA.

EctecTBeHHOE OCBELIEHUE B apXMBOXPAHWIMIIE AOIYCKAETCA NPU YCIOBHH
IPYMEHEHNS Ha OKHAX CBETOpacCceuBaTeNel, 3alUTHIX QUIBTPOB, IUTOP, JKaII03Y,
HaHECEHHBIX Ha CTEKJIO TOKPHITHH. [{J11 HCKYyCCTBEHHOIO OCBEIIEHMS IPHMEHIIOTCS
JIaMIIbl HaKaJTMBaHUA B 3aKPHITHIX IadoHaX ¢ IMIaAKON ITOBEPXHOCTBIO.

YpoBeHb OCBELICHHOCTH B OWAlla30HE BUAKMMOIO CIEKTpa HE [IOJDKEH
IPEBHIIIATh: HAa BEPTUKAIBHON ITOBEPXHOCTH CTEJUIaXka, Ha BBICOTE OFHOTO METpa
ot nona — 20-50 mrokcos, Ha pabouux cronax — 100 JiroKCcos’.

2.25. B apxuBOxXpaHUNHUIIE I XpaHEHMs HOKYMEHTOB YCTAHABIIMBAIOTCA
CIIeIyIolye IapaMeTphl TeMIIEPATYPHO-BIaXHOCTHOrO pexnma:’

JUL XpaHeHusl JOKYMEHTOB Ha 6yMaXHOM Hocutene — teMieparypa 17-19°C,
OTHOCHTEIbHAS BIIAXXHOCTD Bo3yxa — 50-55%;

IJIg JOKYMEHTOB Ha MarHUTHBIX OYCKaX ¥ AMCKOBLIX HakonuTensax — 8-18°C
u 45-65%;

JJIs MOKYMEHTOB Ha onTrueckux auckax — 10-23°C u 20-50%;

JUIs IOKYMEHTOB Ha KUHOTIIEHKE:

C HHTPOOCHOBOW — YepHO-Oenple: Temieparypa He Beime 10°C, mBeTHEIE:
TeMIiepaTypa He Boiie -5°C;

¢ OesomacHOM OCHOBOM — uepHO-Oenble: TemiepaTypa He Beime 15°C,
LBETHEIE: TeMIlepaTypa He Bhiie -5°C;

U1 GOTONOKYMEHTOR!

yepHO-0elnbie — TemnepaTypa He Brie 15°C;

IBETHEIE - TemIepaTypa He Boime -5°C.

OtHocuTenpHAs BIaXHOCTH BO3[yXa, HeoOXomuMmas [JI1 XpaHEHHs
NOKYMEHTOB Ha KMHOIUIEHKe ¥ POTOnOKyMeHTOB cocTaBnuseT 40-50%.

2.26. B apxuwBOXpaHWNWINE C HEPETYIUPYEMBIM KIMMaTOM JIOJDKHEI
OCYIIECTBIIATECS MEPONPHUATHUS II0 ONTUMHU3ALUH TEMIIEPaTypHO-BIaXHOCTHOTO

pex¥iMa C NPHUMEHEHHEM OTOIJICHHSA M IIPOBETPUBAHUA HOMCHICHI/II;'I, a Taxxe

3 Moamyuxt 2.11.2.4 myHxra 2.11 [IpaBun xpaHeHus.
¢ MonmyukT 2.11.2.3 nyukra 2.1 { [TpaBun xpaHeHus.
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MEXaHUYECKUX CpPENICTB YBIKHEHUS WX OCYLIEHUS Bo3dyxa. Pesxue xornebaHus
(ce30HHBIE U B TE€UEHME OJHUX CYTOK) TeMriepaTyphl (+/- 5 °C) u OTHOCHTENBHOH
BIIaXHOCTH Bo3ayxa (+/- 10%) He gomyckaroTcs.

Ilpy mnuTensHOM HapyIUIEeHUU TeMIIEPATypHO-BHAXXKHOCTHOTO pexuma (0T 3
CyTOX 1 OoIee), CONPOBOXKIAIOUIEMCS MOBEIIIEHUEM OTHOCHTENBFHON BIaXHOCTH
Bo3nyxa 1o 70 - 90%, mpuHUMAIOTCsA MEpPH! 110 €r0 HOopManu3aluu (MHTeHCUBHOE
IIPOBETPUBAaHNE, OCYIIEHNE apXUBOXPAHWIHILA).

TemmnepaTypHO-BIaXXHOCTHEBIA pEXXUM KOHTPOIUPYETCS IIyTeM PeryJspHOro
WU3MEPEHHUS TeMIIEpaTypsl ¥ OTHOCUTENHHOH BIaXXHOCTH KOMHATHOTO B HapyXHOI0
BO3[yXa B OQHO U TO XK€ BpeMsi: B KOHJAAIMOHUPYEMBIX IOMEIIEHUIX — He pexe |
pasa B HENENIO; B AapXWBOXpaHWIMILIAX, HE OCHAIIEHHBIX CHCTEMOH
KOHIULMOHUPOBAHKS BO3yXa — 2 pa3a B HEJIENII0; IpY HapYILIEHUIX pexxuma — |
pa3 B CyTKH.

IToxasaHHS KOHTPOJNBHO-U3MEPUTENBHEIX TPHUOOPOB (QUKCHPYIOTCS B
PETHCTPAlIMOHHBEIX JKypHajiaX, B KOTOPBIX TaKXe OTPaXAaITCs IIPOBEpKa
IPaBUIPHOCTH MTOKa3aHUM NpuOOPOB U MEpH!, IPUHATEIE 10 HOPMATU3al[UH TEM-
IIEPaTypPHO-BIAXXHOCTHOIO PEXUMa B CITydasx €ro HapylleHuUs.

IIpy Hamuuuy B 3[aHUU apxuBa LIEHTPATM30BAHHOM CHCTEMBI O0eCIIeYeH s
COOMIONEHNS TEMITEPATYPHO-BIAXHOCTHOTO PEXHIMA B IIOMEILEHUSIX, TIe XPaHITCs
JOKYMEHTHI, KOHTPONb 3a €r0 COONIOAEeHUEM OCYIIECTBISETCS B aBTOMAaTUYECKOM
pexXHuMeE.

2.27. Ilomenienus apxuBa OpraHU3alyy JOJDKHBI CONEPXKAThCA B YUCTOTE, B
YCIOBUAX, MCKIIOYAOIMX BO3MOXHOCTE I[IOSBJIEHUA IUIECEHH, IPEI3YHOB,
HACEKOMEIX, IIEUTA. B [TOMELIEHUSX apXxUBOXPAHMIIHIL JOJDKHa OBITH obecredeHa
cBOOOHAS LIUPKYJISLH BO3IyXa, UCKIIoUaromas o0pa3oBaHue HEIIPOBETPUBAEMBIX
30H, OIaCHBIX B CAHUTapHO-0MOIOrMYECKOM OTHOIIEHHH.

B nomemnenusx apXUBOXpaHUIUII HEOOXOJUMO:

IPOBOAUTH CHCTEMATHYECKYIO BIaXHYIO YOOPKY;

HEe peXe OMNHOro pasa B TOJ IIPOBOAUTH OOECHBUIMBAHHE KOpOOOK C

NOKyMEHTaMH, Kad OB, CTeIIaXEH;
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00pabaThIBaTh LOKONBHBIE UYacCTH CTEUIaXKed, MONBl, [UIMHTYCHI,
TIOJJOKOHHVKY BOJHBIMYU PaCTBOPAMHU aHTUCETITUKOB.

2.28. Jlpa pa3a B ron (B Hayalle ¥ 10 OKOHYAHUW OTOIUTEIHHOIO CE30HA)
JOKYMEHTHl ¥ MTOMEUIEHUS apXUBOXPAHWIHI [IOBEPraroTcs 00CIefOBaHUIO I
CBOEBPEMEHHOI'O OOHapyXEeHUS HaceKOMBIX M IneceHH. Ilpu obHapyxeHuM
OMOTOTHYECKUK BpeIUTENEH IPUHUMAIOTCS CPOYHBIE MEpPHI 110 [e3MHGEKLHH K
NEe3VHCEKLIUY NOKYMEHTOB M IIOMEIeHWH cunaMy pabOTHUKOB apXuBa, a IIpU
HEOOXOAUMOCTH — CHJIaMU COOTBETCTBYIOIIUX CIIYXkO.

2.29. B apxuBOXpaHWIMILE 3allpellaeTcss HaXONUTHCS B BEPXHEH OmexIe,
MOKpOM ¥ Tps3HOM 0OyBU;, XpaHUTh IIOCTOPOHHHE IPEIMETH, UMYILECTBO H
obopynoBanue, yIoTpeONITh IULIEBbIE IPOLYKTH.

2.30. OOs3aTenbHBIMU YCIOBHSIMM XpaHEHHs 3JIEKTPOHHBIX HOKYMEHTOB
SABTISIOTCA:

HaJlp4yue B apxXWBe OpraHW3allud He MeHee IBYX 3K3EeMIUISPOB KaXIoH
eOUHUIB! XpaHEHHUS 3JIeKTPOHHBIX TOKYMEHTOB (OCHOBHOH! U pabouuil 3K3eMILIAPE!
IOJDKHB! HAaXOUTHCS Ha PasHBIX QU3UYECKUX YCTPOHCTBAX);

Halliyue TeXHWYECKUX X IIPOrpaMMHBIX CPEACTB, NpENHA3HAYEHHBIX M
BOCIIDOM3BENEHMS, KOIMPOBaHUS, IIEPe3alliCH SJIEeKTPOHHBIX JIOKYMEHTOB,
KOHTPOIS GU3UIECKOTO ¥ TEXHUIECKOIO COCTOSHMUS,

ofecnieyeHue peXXuMa XpaHeHH JIEKTPOHHBIX JOKyMEHTOB, HCKIIIOYAIOIIEro
yTpaTy, HECaHKIIMOHHMPOBAaHHYIO pAacCBUIKY, YHWYTOXCHHE WM HCKaXeHHE
uHGOpPMALIHY.

2.31.Tlepenayva TEKCTOBBIX 3JIEKTPOHHBIX JOKYMEHTOB [IJIsl XPAHEHHS B 8pXUB
OpraHu3alyy, SBIAIOIIEeHCS UCTOYHUKOM KOMIUIEKTOBAHMSA I'OCYNapCTBEHHOIO M
MYHHUIIANATBHOTO apXx1Ba, ocyIecTBiseTca B popmaTe PDEF/A.

232. B uemsx ofecrneuyeHus XpaHEHHs, ydeTa U HCHOJNL30BaHMA
9JIEKTPOHHBIX JOKYMEHTOB, HaxXOASIIUXCA HA XPaHEHHH B apXWBe OpraHu3aliuy,
JOJDKHO IPOM3BOAUTHCS CUHXPOHHOE M3MEHEHHE IIPOrPaMMHO-aIlIapaTHON Cpe/ibl
B OpraHW3alMd{ ¥ B apX¥Be OpraHW3alllH, a TAKXKe CBOEBPEMEHHas IIepe3anuch

3JIEKTPOHHEIX apXHWBHBIX JOKYMEHTOB Ha HOBHIE HOCUTE/IM ¥ B HOBBIC Q)OPMaTI:I.
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B npouecce xpaHeHus 3MeKTPOHHLIX JOKYMEHTOB B 2PXVBE OpraHU3aluy He
pexxe OJHOIO pasza B 5 IET IPOM3BOAUTCS TEXHUYECKUM KOHTPONb (H3MYECKOTO
COCTOSHHMsS HOCWUTENeH 3JIEKTPOHHBIX JOKYMEHTOB ¥  BOCIPOM3BOOUMOCTH
3J1IEKTPOHHBIX JOKYMEHTOB.

B cinydae ecnu npu oCcyIeCTBIEHUY TEXHUYECKOTO KOHTPOJIS YCTAHOBNIEHEI
W3MEHEHMA PU3NIECKOTO COCTOSHMI HOCUTENEH SJIEKTPOHHBIX JOKYMEHTOB, apXUB
OpraHU3al¥K II0 pEUIEHMIO DPYKOBOAUTENS OpPraHW3allU{ [MOJDKEH IIPOBOIUTH
paboTy IO Iepe3anicy AMEeKTPOHHBIX TOKYMEHTOB Ha HOBbLIE HOCUTEIH.

Ilpy usmeHeHHH (QOpPMaTOB B pesyspTaTe NpeoOpa3oBaHMsA HPOrPaMMHO-
annapaTHOX Cpefsl, yXyAIIEHHUS BOCIIPOM3BOIMMOCTH 3JIEKTPOHHEIX JOKYMEHTOR
apX¥B OpraHW3alKy 110 PELIEHHIO PYKOBOLUTENS OpraHU3aliy JOKEH [IPOBOIUTE
paboTy IO Iepe3aucy 3MEKTPOHHBIX HOKYMEHTOB B HOBEIE (POPMATEL.

[Ipu ocymecTBIEHNY IEPe3aIIUCH JOIKHA OBITh 06ecrieyeHa ayTeHTHYHOCTS,
NIONTHOTa,  HOCTOBEPHOCTH, ILEJIOCTHOCTE M HEW3MEHHOCTh uH(pOpMaImH,
COMEPXKAalEHCs B AIEKTPOHHEIX JOKYMEHTAX.

TexcToBEIE 31EKTPOHHEBIE JOKYMEHTHI, IIOABEPIIINAECH IEPE3ANKCH B HOBBIE
(opmaTel W/HMNIE Ha HOBBIE HOCHTENH, MOMKHBI OTBEYaTh TpeGOBaHHAM,
YCTaHOBJIEHHEIM IIYHKTOM 2.31 HacTosmux [IpaBui.

2.33. Jlng OmepaTHBHOIO [OCTYIa K OJIEKTPOHHBIM HOKYMEHTaM B
CIIpaBOYHBIX ¥ IIOWCKOBRIX LENIX B apxuBe co3faercs (OHA II0JIE30BaHMs
3NEKTPOHHBIX [IOKYMEHTOB.

2.34. Bce NOCTyIalOLIKE B apXUB OpPraHU3aldy TOKYMEHTHI pa3MelaloTcs B
apXUBOXPaHHUIKINAX Ha CTeUlaXkaxX WX B MIKadax B IOPSIIKE, COOTBETCTBYIOIIEM
OIKCAM [HEJI, NOKYMEHTOB. JIOKyMEHTEI, TeMIepaTypHO-BIAXXHOCTHBIH peXHUM
XpaHeHHWA  KOTOPEIX  pa3IW4eH, [JODKHEI  pasMemaTscsi B pasHbIX
apXWBOXPaHUIKIIAX.

2.35. HoxymenTtsl ApxuBHOro ¢onma Poccuiickodt Qenmepauuw ¥ Apyrue
apX¥BHBIE JOKYMEHTHl [OJDKHBI XPaHWTBCA B KOpoOKax WM IIalKax,
M3TOTOBJIEHHBIX U3 O€3BpENHEIX U1 JOKYMEHTOB MaTepHaoB.

ONEeKTpOHHBIE MNOKYMEHTHl Ha (Qu3mdecky O0O0OCOONEHHBIX HOCHUTENIX
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pasMellatoTcs OTANBHO OT APYyTUX HJOKYMEHTOB.

Ha xopoOk¥ IPUKIEUBAIOTCS SpPJBIKM, Ha KOTOPBIX YKAa3bIBAIOTCA: HOMED
(oK, HOMep OIVCH ¥ KpaliHKie HOMEpa JIelT, Pa3MeIleHHbIX B JAHHOH KOpOobKe.

[Topsmok pa3MelIeHHs YCTaHaBIMBAETCA B 3aBUCHMOCTH OT DPACCTOSHUS
MEXIy TONKaMHi, (QU3WIECKOTO COCTOSHHS [el, a TakKe OT TBEPAOCTH WX
MATKOCTH mepernieta. [lena, WMeromue TBEpABIY IIEpEeNNeT, yCTaHaBIMBAKOTCS
BEPTHUKAIIBLHO; C MATKUM MEPETIETOM HIIU HEellepeIlIeTeHHbIE - TOPU30HTATBHO.

Kopobxu He HOJKHBI BEICTYTIATh 3@ IIPENEIHI ITOJIOK CTEIIaXEH.

He nomyckaetcs xpasenue JOKYMEHTOB B TpaHCIIOPTHOH Tape, B IITabeIX,
Ha I10JTy, TIOJOKOHHUKAX, IECTHUYHBIX IUIOIaKaX U IPYTUX, He IpeAHa3HadeHHbIX
IJI1 XpaHEHUs JOKyMEHTOB MecTax.

2.36. Bce noMmenieHus apxuBa OpraHU3alidy, a TakKXKe CTeNNIaXH, HIKadsl,
KOHTEHHEPHI, TOJIKY HyMepyroTcs. Cremnaxy, mxadsl ¥ KOHTEHHEPH! HyMepyloTCs
B K&XIOM apX¥MBOXpPaHWIMIIE CleBa HallpaBO OT BXOMNHOM [ABEpH, a IIONKH Ha
cTeuIaxkax — o Irkadam CBepXy BHM3, ClIEBa HAIPABO.

2.37. B uensx onpeneneHus MecTa XpaHEHHS JOKYMEHTOB B
apX¥BOXPAaHUIMINE COCTABIAIOTCA TONOrpa@uyeckue yKa3aTend: IOCTEIUIaXHBIE
(mpunoxenue Ne 1), a mpu Oonpmiom xonmwdectBe GOHAOB — II0QOHIOBEIE
(mpunoxxenue Ne 2).

2.38. VaMeHeHus, NPOMCXONIIUME B pa3MEIeHHMH [OKYMEHTOB, IOJDKHEI
CBOEBPEMEHHO OTPaXaThCs B TONOTpadhUUECKUX yKa3aTeNsX.

2.39. B xone mpoBepKW HAMWYUS W COCTOSHHS apXUBHBIX HOKYMEHTOB B
apX¥Be OpraHU3alluy:

yCTaHaBIHMBaeTCs (aKTHYECKOe HaNu4yye eJUHUL XPaHEHH U COOTBETCTBHE
YYETHBIM JOKyMEHTaM;

BEISBILIOTCS M YCTPAHSAIOTCS HENOCTATKU B y4éTe JOKYMEHTOB;

BBISBIIIOTCS OTCYTCTBYIOIIME JOKYMEHTHI M OPIaHU3yeTCsl PO3BICK;

BEIABJISIFOTCS M YYUTHLIBAIOTCS JOKYMEHTHI, TpeOyroImue NpOQUIaKTHIeCKOH
¥/VJIA PECTABPAIIMOHHO-IPOMUITAKTHIECKOH 0OpabOTKH.

BEISBASIOTCS M YYWTHIBAIOTCS OJIEKTPOHHBIE [OKYMEHTHI, Tpebyromiue
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[Iepe3alcy Ha HOBBIE JJIEKTPOHHBIE HOCUTENHW, IIPOBONUTCS KOHTPOJb
bU3NIECKOTO W TEXHMYECKOTO COCTOSHUA EOUHUI[ XPaHEHHs, OCYILECTBISETCH
[IpoBepKa Ha HalNuyKe BpeTOHOCHBIX KOMIIBIOTEPHEIX IIPOTPaMM.

2.40. IIpoBepka HalMW4Hs U COCTOSHUS JOKYMEHTOB Ha OYMa)KHBIX HOCUTENIX
IIPOBOIUTCS B apXWBE OpraHW3alliid KOMUCCHUEM WM He MeHee 4eM ABYyMd
paboTHUKaMM He pexe OTHOTO pa3a B 10 JieT, 3JIeKTpOHHBIX JOKYMEHTOB — He PEeXe
OJHOT'O pasa B 5 JIET.

2.41. Tlpu mnpoBepke HanNWu¥s M COCTOSHUSI JOKyMEHTOB B apXUBE
OpraHu3allié HeOOXOOUMO:

COXPaHATh NOPSOOK PACIONOKEH S JOKYMEHTOB Ha CTEJIaXaX, B mKadax K
KOHTeHHepax B COOTBETCTBHHU C TONorpadhuyecKuMy ykaszatensimu. I1py u3meneHun
PAacIIONOXKEeHUS [e]l He0OXOOUMO CBOEBPEMEHHO IeNaTh COOTBETCTBYIOIIME 3aIIUCH
B TONIOIpa@UIeCcKuX yKa3aTesx;

IIOMeINaTh Ha MeCTa HaJJIeXxallero XpaHeHus OOHapy>XeHHBIE BO BpeMi
IIPOBEPKU HEIIPaBMWIILHO pa3MellleHHbIe eNUHMIIE XPaHEeHNUS;

M3BIMaTh C NOCHEIYIOMEN H30MALUed NOKYMEHTEl, 3apaXK€HHBIE IIECEHBIO
WA OpYTHUMH OHONOrMYECKMMH BpENUTENSIMH (Ul TOKYMEHTOB Ha OyMa)KHOM
HOCHTEJE);

M3BIMaTh EOUHULBI XpaHEHWS OJJIEKTPOHHBIX IOKYMEHTOB, COIEPXKAaIue
BPEIOHOCHBIE KOMIBIOTEPHBIE IPOrpaMMBl, IIOMEIIaTh Ha  CIEI[HMaNbHO
BBIJEIIEHHYIO NONKY (B SIIKK) IS IOCHeayIomei o6paboTky;

H3BIMAaTh U pa3MellaTh BCIE 3a YUTEHHBIMHU [ieNla, He BHECEHHBIE B OIIUCH.

Brecenue BBIABIEHHBIX B XON€ IPOBEPKW HEYYTEHHBIX J€l B OIHUChH
zampemiaeTcs. Heydrenusle nena momiexar o0paboTke W OIMMCAHMIO TOCHe
3aBEPILEHMS IPOBEPKH.

2.42 IlpoBepka Hanwuus ¥ COCTOSHUSA [OKYMEHTOB IIPOBOJAUTCH IIyTEM
CBEPKHU OIIKICATENBHEIX CTaTe! ONUCH C OIIMCaHKUEM Jell Ha 00I0XKax.

duszyyecKoe COCTOSHHUE JIEN ONPeeNIIeTCs [TyTeM BU3yalbHOIO IPOCMOTpA.

JenaTte kakue-mu00 MOMETKM WX 3aIMCU B OIUCAX HeNl ¥ APYTHX YUETHEIX

JIOKYMEHTaxX 3ampelaeTcsd. B KoHIlE KaXZOH IIPOCMOTPEHHOM OIMCH JeaeTcs
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samuck «[IPOBEPEHO» ¢ yxazaHuem HOMepa U [aThl akTa IIPOBEPKY HAUYHA |
COCTOSIHUS JOKYMEHTOB.

2.43. IlpoBepka HaIUYHs ¥ COCTOSHUSA NOKYMEHTOB CUNTAETCS 3aBEPIIIEHHON
IOCJIe BHECEHUs M3MEHEHWH, BBIABICHHBIX IPOBEPKOM, B yYETHBIE HOKYMEHTHI
apxusa.

Ilo pesynbTaTaM @pPOBEPKH COCTAaBISETCS AakT IIPOBEPKH HANHYHSL U
COCTOSIHHS apXUBHBIX JOKyMeHTOB (npunoxxenre Ne 3). [Ipu o6Hapy)eHUH OIIMO0K
B YYETHEIX HOKYMEHTaX COCTaBISETCS akT O TEeXHWYECKUX OLIMOKax B YHUETHBIX
moxymeHnrtax (npmioxenue No 4). B crmysae oOHapyXeHHS HOKYMEHTOB, He
OTHOCAWIMXCS K HOaHHOMY (OHIy, apXWBY OpraHMW3alldy, HEYYTCHHBIX, TaKKe
COCTaBJISIETCA COOTBETCTBYIOUMY akT (mpmnokerue No 5). YkasaHHBIE aKTEHI
IIOANMCEHIBAIOTCS UCIIONHUTEIIMY ¥ YTBEP)KIAIOTCS PYKOBOAUTENIEM OpTaHU3aLMH
WM €ro 3aMECTUTENIEM, KyPUPYIOIIUM AeSITEIbHOCTD apXUBa.

2.44. Ecnu npoBepKOd HAaNWYUS U COCTOSHUSA JOKYMEHTOB YCT2HOBIIEHO
OTCYTCTBHE Jie] U JOKYMEHTOB, OPraHU3yeTCs UX PO3BICK.

Po3pick apXWBHBIX HOKYMEHTOB, He OOHApYXXEHHBIX B XOLE IIPOBEPKH,
OpraHM3yeTCs C MOMEHTA BEIABJIEHUS OTCYTCTBUS ¥ IIPOBOAUTCS B TE€UEHHE OLHOTO
rofa. Ha nena, He oOHapyXeHHbIE B XOZE IIPOBEPKH HANHYUSI ¥ COCTOSHHA
NOKYMEHTOB, COCTaBlseTcs akT 06 yTpare NOKyMeHTOB (mpmiioxenue No 6),
KOTOPBIA DacCMaTpUBAETCS 3KCIIEPTHOW KOMHUCCHEW (LEHTPabHOM SKCIIEPTHOM
xomuccueit) (manee - OK (IIOK) opranusanuy ¥ yTBEPXKIAETCS PYKOBOIUTENEM
OpraHw3alliy WK ero 3aMmectureneM. K akTy npunaraercs crpaBka O IPOBEIEHNH
PO3BICKA, ITOATOTOBJICHHAS ¥ NOANMCAHHAS JIMIOM, IIPOM3BOAMBIINM IIPOBEPKY.
Axr o6 yTpaTe [OKYMEHTOB IPEACTaBISETCS B  COOTBETCTBYHOLIMM
rOCYy[apCTBEHHBIY (MyHWIUIIANEHBIA) apX¥B WIM YIOTHOMOYEHHBIH OpraH
UCIIONHUTENLHOHN BiacTH cyobekTa Poccuiickoit @enepanuu B 00J1aCTH apXUBHOTO
Jena AN IIPUHATHS PellieHus O CHATUM yTpayeHHBIX el C ydeTa.

2.45. JIokyMeHTHl BBIDAIOTCS K3 apXMBOXPaHWIHMINA HAa OCHOBaHHUM

IIHCEMEHHOI'O pa3pClI€HWsT PYKOBOOUTEIA apxyUBa OpraHv3zaluy HJWIH €ro
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3aMeCTHUTENs (eC/ apX¥B SBIASTCS YUPEKIECHUEM), PYKOBOIUTENS CTPYKTYPHOIO
MOJIpa3AeNeH s OpraHU3aliyu:

pabOTHHKAM CTPYKTYPHBIX OAPa3/ENeHNA OpraHu3alivy,

CyneOHBIM, MPaBOOXPAaHUTENBHBIM ¥ WHEIM YIIOJTHOMOYEHHBIM OpraHaMm B
COOTBETCTBHH C 3aKOHOAATeNLCTBOM Poccuiickoy Denepaliuy;

VHBIM I10JIb30BaTEILIM 10 TMCHBMEHHOMY 3asiBIEHHIO.

JIOKYMEHTEI BRIAAIOTCS U3 apXUBOXPAHUIIUII Ha CPOK HE NPEBBIIAIOMIUN!

OJTHOTO Mecslia — JUJIS MCIIONb30BaHus paOOTHUKaMK OpTraHu3aluy U UHBIMH
IIONIb30BATENSIMH;

IIECTH MecsleB — CyneOHBIM, INPaBOOXPAaHUTEIBHBIM U  HHBIM
YTIOJTHOMOYEHHBIM OpraHaM.

IIpomnenue ycTaHOBNEHHBIX CPOKOB BBIAAYM HOKYMEHTOB JOIYCKaeTCs C
paspellieHus PpyKOBOIWTENS OpraHu3alld Ha OCHOBaHWM [HCHMEHHOIO
DONTBEPXJEHUA IIONB30BaTeNA O COXPaHEHUH/OOECNEYeHHH COXPaHHOCTH
L[OKYMEHTOB.

2.46. Brimaya NOKYMEHTOB W3 apXWUBOXPaHHUIIUINA PETUCTPUPYETCS B KHUTE
BBIIaYHM AEN ¥ 0QOpMIIIETCS:

3aKa3oM (CinyxeOHO¥ 3amrcKkoi) Ha BEIAAYY A€,

aKTOM O BBIade JeJl BO BpEMEHHOE NI0JIb30BaHKe — IIPH BhIAa4e B CTOPOHHHUE
oprauu3aryu (mpuioxenue Ne 10).

Ilpw TpaHCIIOPTUPOBKE € Ha JII0ObIE pacCTOSHUS 00ECIIeIUBAOTCS MEPHI I10
OXpaHe ¥ 3allUTe UX OT BO3LEHUCTBHUSA BPEOHEIX PaKTOPOB OKPY KAIOLIEeH Cpeabl.

2.47. Brelgady JOKyMEHTOB Ha OyMa)KHOM HOCHUTENE U3 apXHUBOXPAHUIHINE U
npreM ux o0paTHO, B TOM YHUCIE B Cilydae HEOOXOAUMOCTH MONUCTHYIO IPOBEPKY
HaJIMY¥s ¥ COCTOSHUA JOKYMEHTOB Nepel BBIAaYeH W3 apXMBOXPaHWIHINE X IpH
BO3BpaTe, NPOU3BONUT pabOTHHK apXHWBOXpaHHWIHMINA B IPHCYTCTBHH JIMLA,
IIOJTy4aroero (Bo3Bpallaollero) fea.

BMmecTo BEIIaBaeMBIX U3 apX¥BOXPaHWIHINA €AMHMI] XPaHEHHS K ONIUCEH NeN,
JIOKyMEHTOB JIOJDKHA pa3sMeLIaThCs KapTa-3aMecTHTeNb Jela (Ipunoxenuae Ne 7).

HpH BO3BpAIllCHUH [ejla KapTa-3aMeCTUTEb H3bIMACTCA H XpaHUATCA B apXWBe
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OpraHu3alyy 0 MUHOBaHKUS HaTOOHOCTH.

Jena, BEIIaBaeMBIE M3 aPKUBOXPAHMIHING, TOMDKHBI IMETH apXUBHBIA HIHGD,
IIpOHyMepOBaHHbIE JIUCTHI, JIMCT-3aBepUTENb Aena (mpunoxenue Ne 8) u nuct
MCTIONB30BaHus [OoKyMeHTOB (mpuioxenue Ne 9).

IloaroroBka apXWBHBEIX HOKYMEHTOB K BBHIa4e W3 apXUBOXPaHWIHIIA
BKJTIOYAET:

BBIEMKY apXHUBHBIX JOKYMEHTOB,;

CBEPKY apXMBHOTO ITM(pa U 3aroJIOBKOB C ONKCHIO e, JOKYMEHTOB;

IPOBEPKY GU3UIECKOrO COCTOSHUA JENa.

ONEKTPOHHBIE [OKYMEHTHl BBINAIOTCH W3 apXUBOXPAHWIMINA B BHIE
3NEKTPOHHBIX KONMH MM KOIMM Ha OyMakHOM HocuTene. [Ipu HeoOXOmMMOCTH
3aBEPEHUS KOIMH 3JIEKTPOHHEIX JOKYMEHTOB HCIIONB3YETCs AJIEKTPOHHAS IIOIIIHCE
PYKOBOJXTENA OpraHM3aliiy MM YIIOJIHOMOYEHHOI0 UM HOJDKHOCTHOTO JIMIA HIIH
[IPOM3BOJMTCA 3aBEPEHME KONMM [OKYMEHTa Ha OyMa)XHOM HOCHTENE B
yCTaHOBJIEHHOM Topszke (IyHKT 5.14. HacTosmux [Ipasun).

2.48. JToKyMEHTHI U3 apXHBOXPaHMIMINA, KK IPABUIIO, HE BEIIAKOTCS:

IIpY Hatmauy (QOH[A IIONB30BaHNUS;

HaxofdLKecs B HEYJOBIETBOPUTENHEHOM PU3NUECKOM COCTOSIHUH

2.49. B opraHuzanuy OOKHBl OBITH pa3pabOTaHBl IUIAHEl KOHKPETHBHIX
MEDPONIPHUATHH ¥ APYTHe HOPMAaTHBHBIE NOKYMEHTE, periaMeHTHPYIOLIKE IOPSIOK
paboTEl B Upe3BBIYAMHEIX CUTYalUAX, IPH BO3HUKHOBEHHUM KOTOPBHIX HEBO3MOXHO
00€eCIIeunTh COXPAHHOCTh aPXUBHAIX JOKYMEHTOB.

C coneprxaHueM IJIaHOB MEPOTIPUATHH U PYTUX HOPMATHBHEIX JOKYMEHTOB,
onpenensrommx paboTy apxuBa OpraHW3aUMK I[PU YPE3BBIYAMHBIX CHUTYAIHX,

HOJDKHBI OBITH 0O3HAKOMIIEHE] pa6OTHI/IKI/I apxuBa OpraHU3allniu.

III. VYET JOKYMEHTOB APXVBHOI'O ®OHJIA
POCCHVICKOU OEJEPAITAN U IPYIVIX APXVBHBIX JIOKYMEHTOB B
OPTAHMBAIAU
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3.1. Yuety nomnexar Bce XpaHsLIHecs B apXUBE OpraHU3alK JOKYMEHTHL,
BKJIIOYas MOOKYMEHTbl [0 JIMYHOMY COCTaBY, KONHH JOKYMEHTOB (OH/a
IOJIb30BaHMUSA (TIPY HATUYUM ) U OIUCH [eJl, TOKYMEHTOB.

3.2.  Oprasmzanus,  SBIAIOLIAACS  HCTOYHMKOM  KOMIUIEKTOBaHHUS
rOCYNapCTBEHHOIO (MYHUIIUIIATLHOTO) apX¥Ba, IPEACTABNISET B TOCY IapCTBEHHbIN
(MyHHIMIIANBHBIN) apXUB YYETHBIE CBeNeHUs 00 00beMe U COCTABE, XPAHIIMXCS B
apxXyBe OpraHu3aluy HOKyYMEHTOB ApxuBHOTO ¢onna Poccuiickort Denepauny u
JApYTuX apX¥BHBIX JOKYMEHTOB B COOTBETCTBUY C PerimaMeHnToM rocyapCTBEHHOTO
y4yeTa HOKyMeHTOoB ApxuBHoro ¢onma Poccuiickort ®epneparmu, yTBEPKIESHBIM
npukasoM Pocapxupa ot 11 mapra 1997 r. Ne 11, (3aperucrpupoBad MuHOCTOM
Poccuu 8 mrons 1997 r., peructpaiuonysii Homep 1344).

3.3. OCHOBHBIMY €IVHULIAMY YUeTa aPXUBHBIX JOKYMEHTOB ABIIAIOTCA:

apXUBHBIN QOHL;

eOVHMIIA XpaHEHUs — JAEJO, 3JIEeKTpOHHOoe nAeno (myHKT 4.34. BacTOALIHX
ITpaBun).

3.4. EnuHunaM XpaHEeHUS [PUCBAWBAIOTCS y4YeTHBIE HOMEpA, ABJISIOIIMECS
YacThiO apxuBHOro mmmdpa. CBemeHus O cCOCTaBe ENWHUIl XPAaHEHHS W HX
KONKHYECTBE QUKCUPYIOTCS B YUETHBIX JOKYMEHTAX apXUBa.

Apxuspbii muop (obo3HaueHue, HAHOCUMOE B JIEBOM HIDKHEM YTy Ha
KaXIyI0 ENWHHIly XpaHEHMs B Leiax obecredeHus ydeTa W HMACHTUQUKAIINK)
COCTOHMT M3: HOMEpa apXHBHOTO (JOHIa; HOMEepa OIKCH Jell, HOKYMEHTOB; HOMeEpa
€ OUHULB] XpaHEeHWU.

ApX¥BHBI} MHQpP NEKTPOHHBIX JOKYMEHTOB, XPAHHMEIX Ha 000COBIEHHBIX
3JIEKTPOHHBIX HOCHTENAX, YKa3blBaeTCS Ha BKIAJBIIIE, BJIOXKEHHOM B QyTisp
HocuTensd. ApXuBHBIE IUGpP SIEKTPOHHEIX HOKYMEHTOB, XPaHHMEBIX B
HHQOPMAIIMOHHOM CHCTEME apX¥Ba, IBISETCS 00A3aTENbHEIM 3JIEMEHTOM ONUCAHHUS
KOHTEWHEpa 3JIEKTPOHHOI0 JOKyMEHTA.

3.5. B apxwBe opraHu3aluy BeIyTCSd OCHOBHEIE (00s3aTeNbHBIE) U
BCIIOMOTaTeNIbHEIE Y4YeTHBIe NOKyMeHThl. CocTaB U (OPMBI OCHOBHBIX YUETHBIX

OOKYMEHTOB OIpPEneJr0TCS B COOTBETCTBHUU C HACTOSAIIYMU HpaBI/IJIaMH. CocraB 1



20
(GopMEI  BCIIOMOTATeNBHBIX YYETHBIX JOKYMEHTOB ONPENENsioTCS apXHBOM
OpraHU3aIMH CAMOCTOSTENILHO.

3.6. B cocraB OCHOBHBIX (00S3aTENBHBEIX) YYETHBIX NOKYMEHTOB apXHBa
OpraHU3aliy BXOMAT:

KHATa yd4eTa IIOCTYIUIGHHS M BBIOBITHS [ell, NOKYMEHTOB (TIPHIIOKEHHE
Ne 11);

cicok GoHnoB (nmpunoxenue Ne 12);

nucT ¢poraa (npunoxenue Ne 13);

OIIMCE JeJ1, NoKyMeHTOB (npuioxenus Ne 14, 15, 16, 17, 18);

peectp omuced (mpuioxenue Ne 19).

3.7. B xHury ydera IOCTYIUICHHS ¥ BBIOBITHA M€, IOKYMEHTOB
II0CJIE0BATENIEHO BHOCATCS BCE IEPBUYHBIE U IOBTOPHEIE IIOCTYIUICHUS (BBIOBITHA)
neln, nokyMeHntoB. Kaxzpoe nocrynnenue (BrIObITHE) B Ipefeliax OTYETHOTO roma
T0JIy4aeT MOPAOKOBEIH HOMED B BaJIOBOH ITOCIIEJOBATEILHOCTH.

ExxeromHo Ha 1 sHBaps NOZBOAUTCS WTOT KOJMYECTBA ITOCTYNMBLIMX H
BBIOBIBIIIMX 3a roJ] 1ej, JOKYMEHTOB.

3.8. Coucox ¢hOHIOB BEAETCS B apXHUBE OpraHU3aliy, XPaHIIIeM JOKyMEHTEI
6onee ogHoro ¢onna. B crrcok GoHIOB apXWBHBIM (QOHJ 3aIMCHIBAETCS TONBKO
OJIMH pa3, IpH [ePBOM MOCTYIUIEHHH B apXHUB opraHu3anu. [1o crucky GoHIOB B
BaJIOBOM IIOpSKE €My NPHCBAMBAETCS YUETHBIH HOMEP, KOTOPBIA COXpaHsIeTcs 3a
HHM BO BCEX YYETHBIX JOKYMEHTaX.

B cnydae nepemauu apxuBHOTo (oHIA B IPYyroi apxuB, BIIIOYEHUS €r0 B
cocTaB OOBENMHEHHOI0 apXWBHOTO (GOHMA MM BBIAEIECHUS BCEX AOKYMEHTOB K
YHHUYTOXXKEHHIO OCBOOOAMBINHICA HOMEp [OpyroMy apXdBHOMY GOHIy He
IpUCBanBacTCA.

O61benuHeHHbIe apXUBHBIE (POHBI M apXUBHBIE KOJUIEKIMH yUHUTHIBAIOTCS Ha
06mux ocHoBaHugx. OOBETUHEHHOMY apXMBHOMY GOHIY, OOpa3OBaHHOMY W3
apXWBHBIX (OHIOB, paHee YYTEHHBIX CaMOCTOSTENbHO, IIPUCBAMBAETCA HOMED
OZHOI'0 U3 apXWBHBIX (OHIOB, BKIIOUYEHHBIX B €TI0 COCTAB.

B apxmBax oprannaaunﬁ — ACTOYHUKOB KOMILICKTOBaHHA IrOCY JapCTBEHHBIX



21

(MyHULIMTIaNEHbIX) apXUBOB MPOCTABNAETCS HOMED apXUBHOTO QOH/A, 38 KOTOPBIM
OH YYTEH B IOCYJapCTBEHHOM (MYHUIIUIIATHHOM ) apXKBe, U KOTOPHIM COXpaHseTcs
3a HHM I10CJI€ IIOCTYIUIEHUS €r0 JOKYMEHTOB Ha IOCTOSHHOE XPaHEeHHE.

Haspanue apxuBHOro ¢oHZa BHOCHTCSH B CIUCOK (HOHIOB Ha OCHOBaHUY
MCTOPHUYECKOH CUpaBKy K QOHIY WY TUTYNHHOTO JIKCTA OMUCH JEJI, JOKYMEHTOB.

Hazpanme apxwBHOrO ()OHAA COCTOMT H3 IOTHOrO 4 (B CKOOKax)
COKpAalleHHOTO  HaMMeHOBaHU  (oHmooOpa3oBaTens, C YKa3aHWEM  €ro
NOMYMHEHHOCTH, MECTOHaXOXIEHUSA, [OaT CO3dauusd M JUKBHHanud. Eciu
HaMEHOBaHWe (POHI00Opa3oBaTeNs M3MEHSIOCh, TO B CIHMCKE (OHJOB
YKa3BIBa€TCS €ro IOCIe[Hee Ha3BaHKWe B paMKax NIEpUOa, 32 KOTOPSIH MPUHATH
ROKyMEHTHL. Bee npeslayIue nepeuMeH0Bat s OTMEYaoTCa B JIucTe hoHaa.

HasBanue 0O0BeIUHEHHOTO apxXWBHOrO (GOHIA COCTOMT M3 OOOOGIIEHHOro
Ha3BaHUI BKIIOYEHHEIX B HErO apXWBHBIX (GOHAOB, W3 [EPEYHS HaA3BaHMH
CMEHSABIIMX Apyr Jpyra opraHusanuil. KoHkpeTHRle HaWMEHOBAaHMS BCEX
OpraHW3aLlui, JOKYMEHThl KOTOPHIX BOILIM B OOBEIMHEHHEIH apXUBHEIA (QOHI, a
TaKOKe MX IIEPEMMEHOBAHUS YKa3bIBalOTCS B JINCTE (DOH/A.

B HazpaHMM apxXWBHOM KONIEKIWM YKa3blBaeTcs NpU3HAK (IpHU3HaKH) ee
(GOpPMUPOBAHHS.

Exeronno Ha 1 sHBaps K cnucky (OHJOB COCTAaBIIETCS UTOroBasg 3aIMCh O
KOJIMYECTBE apXMBHEIX (OHJOB, HOCTYIHMBIIWK ¥ BEIOLIBIIMX B TeYEHHME IOna, W
0b1IIEM KOJIMIECTBE apXUBHBIX HOH/OB, HAXONIIIUXCS HA XPAHEHUY B APXUBE.

Crrcox QOHIOB 3aKIHOYAETCs B TBEPAYIO OOJIOXKY, IHMCTHI HyMEPYIOTCH,
COCTaBJIIETCA JIUCT-3aBEPUTEID.

3.9. Jluct ¢oHma cocTaBiseTcs Ha KAKABIM apXuBHEIA (OHI. B Hem
YYHUTBIBAIOTCS BCE OIUCH [T, JOKYMEHTOB hoHIa.

Jluer ¢onpma MoxeT OBITH IIEpecCOCTaBIEH TONLKO B Ciiydae, €CIH OH
HEWCIPaBUMO IIOBPEXIEH WM IepecTaeT OTpaXaTh (PaKTHYECKOE COCTOSHHE U
obveM apxuBHOro ¢onma. B cmyyae mepecocraBneHus nucTa (OHIA paHee
ne¥cTBOBaBIIMY UCT QoHOa rmoMelnaercs B aeno Gonga. B BepxHeM npaBoM yriy

000HX JINCTOB (bOHI{a JACJIar0oTCA OTMETKHU! «Jlact IIepecocTaBlIeH» C yKasaHUEM
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JaThl TIEPECOCTABIIECHNUS, JOJDKHOCTH U IIOJIIUCH COCTaBUTE.

JIucTel GOHIOB XpaHATCH B IOPSOKE HOMEPOB apXUBHBIX GoHIOB. K kaxmoH
[IaflKe COCTaBJSAETCS NUCT-3aBEPHUTEND, [IE YKA3EIBAIOTCA HAaYallbHble ¥ KOHEYHEIE
HOMepa apxXWBHBIX (QOHIOB ¥ o0lIee KONMMYECTBO APXUBHBIX (OHIOB, JIHKCTHI
KOTOPBIX HaXOOSTCS B IalkKe.

3.10. B omucu 1en, DOKyMeHTOB (TOIOBOM pasfielie OIKCH Jell, NOKYMEHTOB)
€OVHULIE] XpaHEHUs YYUTHIBAIOTCS B COOTBETCTBUM C CuUCTeMaTH3aluei 3a
MIOPSAKOBBIMU YUETHBIMU HOMEPAMHU.

IlepBoMy rooBOMY pa3zenny OIKCH Aesl, JOKYMEHTOB (DOHa IPUCBaUBAETCS
HOMep IIo NUCTY HOHMa, BCE TOCNENYIOLIMEe TOI0BbIE Pa3Iebl YHCIATCS 38 NAaHHBIM
HOMEPOM [0 3aBEPILIEHUS OIHUCH.

He pomyckaercs mnpucBOeHHWE OIMCAM JeN, NOKYMEHTOB ONMHAKOBBIX
YYETHBIX HOMEPOB B Iipefienax ofHoro QoHza.

B xoHHe Bcex 9K3eMIUIIPOB ONHUCH OeJ, HJOKYMEHTOB JIENaeTCi WTOTOBas
3aIIMCh, B KOTOPOM yKa3bIBAETCS KOJIMYECTBO HaXOMSIIMXCS Ha XPaHEHUU €IUHUII
XpaHeHus, IIepBBIA U IIOCHENHUN HOMepa EOWHHWLl XpaHEHUS II0 OIIUCH,
YKa3bpIBAIOTCA KMMEIOIIKECS INPOIyCKH HOMEPOB, JIMUTEPHBIE HOMEpa, BEIOBIBIIME
€OUHUIIE] XpaHEHU 1 OCHOBaHHE BEIOBITHS.

ITocne xaxmoro NOCTYIUIEHUS WM BBIOBITHS HOKYMEHTOB COCTABIISETCS
HOBas MTOTOBAas 3allMCh K ONMCH Jejl, NOKYMEHTOB, KOTOpas NOLIKMCEIBAETCS €€
COCTABHUTEJIEM C YKa3aHUEM JOJDXKHOCTH M aThl COCTaBJIEHHUA.

Ecnu omuck men, TOKYMEHTOB COCTOUT W3 HECKOJNBKHX IOLOBBIX PasfelioB,
TOMOB, UTOT0Basl 3aIlMCh COCTABIIIETCA K KOXIOMY TOLOBOMY pasfieny, TOMY; KpoMme
TOTO, K KaXJOMy IIOCIENYIOLeMYy IOLOBOMY pa3lieily, TOMy B HapacTaroueM
IIOPALIKE COCTABIISIETCS CBOIHAS UTOrOBAas 3aIIUCh.

['onoBEIe paznensl, €CIM OHM HE SBISIOTCS 3aKOHYEHHOW OIUCHIO, HE
NOAIIMBAIOTCA ¥ HE NEPeIUIeTaloTCs; OHU XpaHATCA B apXUBe B IalIKax.

3aKoHYeHHas ONKCH Ael, HOKYMEHTOB HOJDKHA BKIIOYaTH He 6onee 9999
eOVHUI XpaHEHMUS.

3aKOHYE€HHAas ONHUCH Jell, JOKYMEHTOB BMECTE C THUTYJIBHBIM JIMCTOM H
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CIIPaBOYHEIM aIlllapaToM K HeH 3aK/IFoYaeTcsl B TBEPAYIO OONOXKKY, HyMEepyeTcs U
IIOIIMBAETCS, MIIM [IeperIeTaeTcs.

Kaxpas 3akoH4eHHas OIUCH Jiell, JOKYMEHTOB, TOM OIIUCH JIEl, JOKYMEHTOB
JOJDKHBI UMETh JIHCT-3aBEPUTEND.

3.11. Ilpu Hanuuuy B apXWBe OpraHW3alUUM AByX U Oonee omuced e,
NOKYMEHTOB BeJleTcs peecTp onucei (npunoxenue Ne 19).

Onucu men, JOKYMEHTOB BHOCSATCS B PEECTP OMMCEM B XPOHOJIOTMYECKOH
TIOCIEIOBATENbHOCTY [OCTYIUIEHUS II0L COOTBETCTBYIOIUMMH IIOPSAAKOBEIMH
HOMEDPAMHU.

B peectpe ommcelt QUKCHPYIOTCS OCHOBHBIE NaHHBIE II0 COCTAaBY KaXIOW
IIOCTYNIMBIIEH B apXUB OPraHU3aIMH OMUCH Je, JOKYMEHTOB: HoMep QoHa, HOMEp
OTIMCY, KOJIMYECTBO €NVHUII XpaHEeHUs B OIUCH, KOJIMYECTBO JMCTOB B OIKCH U €€
3K3EeMIIIIPOB.

3.12. JIns 1eHTpanw30BaHHOTO TOCYZApCTBEHHOIO YydeTa JOKYMEHTOB
Apxusnoro ¢orna Poccuiickort Penepaniuil B apxuBe OpraHU3alliH, ABIISIOLIEHCS
HCTOYHUKOM KOMILJIEKTOBAHUS TIOCYLapCTBEHHOTO (MyHMIMIIAIBHOIO) apXHBa,
COCTABJISIETCS aCIIOPT apXUBa OPraHu3aluu.’

3.13. ApxuB opraHu3aIiy MOXXET BECTH TaKXe y4eT B aBTOMATU3NPOBAHHOM
pexuMe — B BUZe YueTHBIX 0a3 ganHbIX (B]I).

Vuetnsie BJI mpuMeHsIOTCS BO B3aUMOCBA3Y C JPYTUMH HHOOPMAIMOBHEIMU
BJl, uMeoIUMHCT B apXiBe OpPraHW3alldyM, X [ODKHEI OBITH COBMECTHMEI C
COOTBETCTBYIOIIMMH y4eTHBIME BJI rocynapCTBeHHBIX (MyHUIMIIATBHEIX ) aDXHBOB
¥ OPraHoB YIPaBIEHUSA apXUBHBIM EJIOM.

3.14. VueTHBIe OOKYMEHTHl apxXuBa OpraHM3alldM, KpOME OIIUCEH mel,
JOKYMEHTOB, IIpeIHA3HAYAIOTCS I CIIy>kKeOHOIro IIONB30BaHMs U II0JIE30BATENIM
HE BBIAIOTCA.

3.15. VYuer mocTymieHus ¥ BHIOBITHS J€N, JOKYMEHTOB B apxXuBe

OpraHu3anyy OCyINEeCTBIAETCA Ha OCHOBaHHU!

7 Qopma macnopTa apxuBa OpraHH3alUMy{ YCTaHOB€Ha PerylaMeHTOM rOCY[apCTBEHHOrO Y4eTa NOKYMEHTOB
ApxusHoro donga Poccuiickoit ®enepauwu (yTepxaeH npukasoM Pocapxusa ot 11 mapta 1997 r. Ne 11,
3aperucTpaposa Musioctom Poccuu 08 monst 1997 r., perucTpauroHHbli Homep 1344).
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OIKCH Jie]l, JOKYMEHTOB CTPYKTYPHOTO IIOAPa3/IENeHus i FOA0BOTO pasfiena
CBOJIHOM ONHUCH Hell, NOKYMEHTOB OpraHu3alluy;

HOMEHKJIATYpHl [eJl OpraHu3aliy, 3aMeHsIomle!l rol0BOH pasjiesl CBOLHOK
OTIMCH [IeN, JOKYMEHTOB OpraHU3alyH,;

aKTa O TEXHWYECKHX OIIMOKaxX B yUETHBIX HOKyMeHTax (mpunoxerue Ne 4);

akTa 06 OOGHAPYXEHHH JOKyMEHTOB (He OTHOCALIUXCS K JaHHOMY QOHAY,
apXUBY, HEYUTEHHBIX) (Ipuiioxerue Ne 5);

akTa 06 yTpare HOKyMeHTOB (npunoxenue Ne 6);

aKkTa  TpueMa-TiepelladyM  apxXMBHBIX  JOKYMEHTOB  Ha  XpaHeHWe
(npunoxxenue Ne 20);

aKTa O BRIIENIEHIY K YHUYTOXEHHIO apXUBHBIX JOKYMEHTOB, He II0AJIEXaIIUX
xpaHeHuro (mpunoxenue Ne 21);

aKTa O HEMCIIPABUMBIX IOBPEXISHUIX apXUBHBIX TOKYMEHTOB (IIPUIIOXKEHHE
Ne 22);

Ha ocHOBaHMY yKa3aHHBEIX JOKYMEHTOB BHOCSTCS HEOOXOIMMble H3MEHEHHU
B OCHOBHEIE (00s3aTeNnbHbIe) yIeTHbIE JOKYMEHTh] apXuBa!

B KHUIY ydYeTa MOCTYIUIEHWS M BHIOBITHS Hel, JOKYMEHTOB (IIPHIIOXEHHE
Ne 11) u B muct dorpa (mpunoxerue Ne 13) — Ipy kaXx oM M3MEHEHMH B COCTaBE U
o0BpeMe JOKYMEHTOB apXyBa OpraHu3alluy;

B cmucok ¢oHmoB (mpunoxenue Ne 12) — IpU TOCTYIJIEHHH HOBOTO
apXWBHOTO (GoOHIa WIX BBEIOBITHHM BCEX [eJ, JOKYMEHTOB, HaxXONWBIIErocs Ha
XpaHeHWH apXWBHOro honna,

B peectp onwcet (npuioxxerue Ne 19) — Ipu NOCTYNIEHHY HOBOHK OIIHACH HITH
BLIOBITHH BCEX €IWHUI XpAaHEHWs, HAXOAWBINEWCS Ha XpaHeHHM omucu. Homep
BEIOBIBILIEH OMUCH JPYTHUM OMUCSAM Jiell, JOKYMEHTOB He IPACBAUBACTCS U OCTaLTCA
CBOOOIHBIM;

B OITHCH eI, JOKYMEHTOB — IIPK K&XXIOM IIOCTYIINICHHM W/HUIY BEIOBITHY [el,

JOKYMEHTOB, YYTCHHBIX B JIaHHOM OIIUCH.

% B rpace «OTMeTKa O BHIGEITHM (OHAAY CIIMCKa (POHIOB yKa3biBaeTCs, KyAa BbIObI apxuBHbIH QOHA, a TaKKe naTa
¥ HOMEp AOKYMEHTA, Ha OCHOBAHHH KOTOPOTO OH BbIOAIL.
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COOTBETCTBYIOUVE H3MEHEHHS BHOCSTCS BO BCIIOMOIATCIbHBIC Y4YETHBIC
LNOKYMEHTHI.

Bce akThl, JOKyMEHTUPYIONIHE PE3YNIBTaThl apXUBHBIX PaOOT, BKIFOYAIOTCS B
neno GoHaa, KOTOPOE 3aBOAUTCSA Ha KaXXABIH QOHM, HaXONAIIMACSA Ha XPaHEHUH B
apXvBe OpraHu3alliy.

Jeno donpa, HapsAny ¢ NOKyMEHTaM#, OTPa’KAIOUIMMHK HCTOPHIO (QOHIA X
donmoobpazosarensi, BKIOYAET y4YeTHBIE JOKYMEHTHI, XapaKTepU3yIoIlue

n3MeHeHus GoHpa.

IV. KOMIUIEKTOBAHUE APXVBA OPT AHM3AIMN
JIOKYMEHTAMM APXVIBHOI'O ®OHIA POCCUMCKOUN OEIEPAITY U
JPYT'VIMI APXVIBHBIMY JOKYMEHTAMU

4.1. Noxymentsl Apxusroro donga Poccuiickont Denepaiivy U JOKYMEHTH
BpeMeHHEBIX (cBhie 10 JIeT) CpOKOB XpaHEHHs, B TOM YHUCIIE II0 JTHYHOMY COCTaBY,
TIepelaloTCs B apXWB OpraHU3alliél HE paHee, YeM 4Yepe3 ONUH IOJ U He IO3JHEE,
9yeM 4yepe3 TPH Iofia [I0Cie 3aBepIeHus [ell B JIeI0IIPOU3BOACTRE.

JIOKyMEHTHl [0 JIHYHOMY COCTaBY TIOCYJApCTBEHHBIX TIPaXAaHCKUX
CTyXalliX W MYHHLUUIAILHEIX CIIY)XaIlUX, YBOJEHHBIX C TOCYNapCTBEHHOH
TPaXOAaHCKOM CyX6bl WM MYHHUITMNANBHOM CIyXObl, [EPEefaioTCs B apXuB
OpraHu3alyuy 1o ucredeHuy 10 et co aHg yBOJBHEHUS.

4.2. Tena BpeMeHHEIX (D0 10 €T BKIIOYATENLHO) CPOKOB XpaHEHUS B apXHB
He nepefaroTcs. OHU XpaHITCS B CTPYKTYDHEBIX TOJpa3IeNIeHUAX OpraHu3alyy U 0
WCTEYESHHH CPOKOB XPaHEHHUS NIOJUIEXAT YHUYTOKEHHIO B YCTaHOBIEHHOM [TOPSIKE.

B HCKIIOYWTENBHEIX CIIydasx [0 pEIleHHI0 PyKOBOAUTEIS OPraHU3aluy fiea
BpeMeHHEIX (0 10 JieT BKIIOUMTENBHO) CPOKOB XPaHEHHA IIEPENalOTCA B apXuB
OpraHM3allyy [0 OITKCAM N, JOKYMEHTOB WY 110 HOMEHKIIAType eI

4.3. JloxyMeHTH IIOCTYNAIOT B apXHB OpraHM3alX II0CNe IPOBENEHNA
SKCIIEPTU3B] LIEHHOCTH.

4.4, Pemenus o BKIOYeHMH B cocTaB ApxuBHoro ¢oHzga Poccuiickoi
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Denepani KOHKPETHBIX JOKYMEHTOB IPMHHMAIOTCS 3KCIEPTHO-IPOBEPOYHBIMH
KOMHCCUSIMH (denepalbHbIX TOCYyJAapCTBEHHBIX apXMBOB H YIIOJHOMOYEHHBIX
OpraHOB HCIIOJHUTENBHOM BacTH cyobexToB Poccuiickoit Penepannu B o6nactu
apxuBHOTO fena (nanee — K apXuBHOTO yapexIeHuUs) B Ipeaenax KOMIIETEHIMH.

4.5. Ienpto 3KCIEPTHA3HI [EHHOCTU JOKYMEHTOB B OpTaHH3allMHy ABJIIE€TCS:

0TOOp MOKYMEHTOB [T BKIIFOUEHHS B COCTaB ApXUBHOTO QoHAa PoccuicKoi
®enepanuy;

BEISBJIEHHE JOKYMEHTOB, He MTOJIeXAIIVX JalbHEHIIEMY XpaHEHHIO.

DKcIepTH3e LIEHHOCTH ITOJUIEXAaT BCe JOKYMEHTH] OpraHU3allMi HE3aBUCHMO
OT BHIOB HOCHTENEH U crioco60B 3amucH.

JIo IpoBeNeHMs SKCIIEPTH3b! LIEHHOCTH B COOTBETCTBHM C ITyHKTaMH 4.6. —
4.13. vacrosux [IpaBun yHuYTOXEHHE JOKYMEHTOB 3allpeniacTcs.

4.6. DxcriepTH3a LIEHHOCTH JOKYMEHTOB IIPOBOJMTCS HA OCHOBE:!

HEHCTBYIONIEro 3aKOHOATENbCTBA U MHBIX HOPMATHBHEIX IIPABOBBIX aKTOB
Poccuiickoit ®emepauuu B 00NacTd apxXMBHOIO Jena, HHpopMamyd K
JOKYMEHTAIHOHHOI0 00ecrIedeHus yIpaBIeHuUL,

TUIIOBBIX, BEJOMCTBEHHBIX M HMHBIX II€peYHEH JOKYMEHTOB C yKa3aHHEM
CPOKOB HMX XpaHEHHS, TUIIOBBIX ¥ IPHMEPHBIX HOMEHKIIATYp el

4.7. B opragusanyy Ui NPOBEICHHS JKCIEPTU3EI LIEHHOCTH NOKYMEHTOB
cospaeTcss dKcmeprHas kommccus (namee — JK)°. B opraHusanmax, HMEIOLIEX
CIOXHYI0 CTPYKTYpY W/HIM TOJBEJIOMCTBEHHBIE OpraHM3alluy, CO3Jal0TCA
IeHTpaJIbHbIE KCIIepTHEIe KoMuccuH (manee — IIOK).

4.8. IIDK (OK) sBnsgercs cOBEIIATENBHBIM OpPraHOM IIPH PYKOBORMTENE
OpraHHM3allid, CO3[aeTcs IIPHKa30M OpraHW3aluu, [EHCTBYeT Ha OCHOBaHHMH
IIOJIOXKEHUS.

3amaun u pyukiuu [IOK (3K) opranusanmy - HCTOYHHKA KOMILIEKTOBAHASA

OTIPENENIAIOTCS [TOJI0XKEHHUEM, YTBEPKIAEMBIM PYKOBOIHUTENIEM OpraHM3aliH.

9 JIns mNpOBENEHMA OSKCTEPTH3bl LEHHOCTH HAyYHO-TEXHWYECKOH M JpYroH CrHelManbHOM [OKyMEHTalUuH B
oprauuzauun MoxeT 66Tk co3ana OK, BkoYaoLas COOTBETCTBYIOMMX CNENHATHCTOB.
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4.9. OcroBro#t 3amaueit [IDK (OK) sBnsercs opraHu3allis @ IPOBEIEHHE
9KCIIEPTU3E] LEHHOCTH TOKYMEHTOB.

OcuoBurivMu dyukimamu 1IOK (OK) ssinsiores:

OpraHM3alKsA €XErogHoro oTdopa en AN XpaHEeHUS ¥ YHUUTOXEHIS;

pacCMOTpEHUE U COITIaCOBaHUE IIPOEKTOB HOMEHKIIATYPHI 1]l OpraHu3alyy,
OMHCEH [€JI, NOKYMEHTOB MOCTOSHHOIO M BpeMeHHHBIX (cBhime 10 JeT) cpokoB
XpaHeHHusd, B TOM YUCIIE II0 INYHOMY COCTaBY, aKTOB O BRIIEICHUYU K YHUHTOXEHHIO
Jell, He NOJUIeXallXX XPaHEeHUIO, U IPYTUX aKTOB;

IIOATOTOBKA IIPENOXXEHUH 00 ollpeieIeHUH CPOKOB XpaHEHUS NOKYMEHTOB,
He [IpeIyCMOTpEHHEIX nepedsaM'’, u 06 H3MEeHEeHNH CPOKOB XPaHEHHUS OT/ENBHBIX
KaTeropyy JOKYMEHTOB, yCTaHOBJIEHHEIX IIEPEUHIMY,

y4acTHe B TIIOATOTOBKE ¥ pACCMOTPEHHUH IIPOEKTOB HOPMATHUBHBIX H
METOOMYECKHX JOKYMEHTOB 110 BOIIpocaM paboThl ¢ JOKyMEHTaMK B OpraHu3alluy,

METOJMYECKOE pYKOBOACTBO paboramu B obmactu  obecmedeHus
COXPaHHOCTH [JOKYMEHTAJIBHOTO ¥ apXUBHOTO (POHIOB OpraHU3aIlHH.

4.10. OxcnepTy3a HEHHOCTH JOKYMEHTOB B OPraHM3alMy IPOBOJUTCS:

B IEJIONIPOM3BOJICTBE — NIPY COCTABJICHUU HOMEHKJIATypPhI JeJ OpraHM3alluy |
[Py MOATOTOBKE JEJT K IIepefade B apXuB;

B apXyBe OpraHM3allMd — B IIPOLiECCE€ IIOATOTOBKM JeN K Iepefade Ha
IIOCTOSIHHOE XpaHEHHe.

4.11. OxcrepTH3a LEHHOCTH JOKYMEHTOB IIPOBOJUTCS €XETO/IHO.

Ilo pesynpraTaM 3KCIEpTH3bl LIEHHOCTH B CTPYKTYPHBIX MOApa3leleHHIX
OpraHM3alli¥  COCTAaBIAIOTCS ONMCH JO€N  CTPYKTYPHBIX IIOAPAa3eNIeHHi:
IIOCTOSHHOTO, BpEMEHHEIX (CBhIIE 10 JIET) CPOKOB XPaHEHHS, 10 IHYHOMY COCTABY
(mpunoxenue Ne 23, 24), Ha OCHOBE KOTODBIX B apXHBE OPraHU3aI[My COCTABIAIOTCS
TOLOBEIE pa3zelibi COOTBETCTBYIOUIUX CBOOHEIX OIKCEH [ell, JOKYMEHTOB.

Ha nena ¢ ucTeKmuMu cpokamMu XpaHeHus: B CTPYKTYPHBIX HOpa3ieeHusIX

OpraHu3alliy COCTABIIAIOTCA NMPEMJIOXKEHMI K aKTy O BBIACIIEHHY K YHHYTOXXEHUIO

' 3K opraHM3aumi, repeRaiolmMX HOKYMEHTHl HA XpAHEHHE B TOCYNAPCTBEHHbIE ApXHMBBI, NPEACTABAAOT
CooTBETCTBYIOLIME fpeuioxkenus DITK apXuBHOTO yUpexaAeHuS.
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IOKYMEHTOB, He TIOZIeXalllux XpaHeHuo (o GopMe axta, npunoxende Ne 21).

Ha oOCHOBe IIpelNOXKeHW# CTPYKTYpHBIX IIOFpa3fieNeHui  ciyxba
JIENIOTIPOM3BOICTBA OPraHU3aly COCTABIET akKT O BBHINEJIEHUH K YHUYTOXXCHHIO
IOKyMEHTOB, He HOMIeKAIX XpaHeHuto (mpunoxerne Ne 21).

Jlena BKIIOYAIOTCS B AKT O BBHINENEHHM K YHHYTOXEHHIO TOKyMEHTOB, HE
TIOZVIEXAIIMX XPAHEHHIO, €CIT IPelyCMOTPEHHBIH /sl HUX CPOK XPaHEHUS UCTEK K
1 sHBaps roxa, B KOTOPOM COCTaBJIEH aKT.

Jena ¢ otMeTkol «OIIK»! momnexaT HOIUCTHOMY HPOCMOTPY B LENIX
BBISBJIEHHUA JOKYMEHTOB, HOJIEXAIINX TOCTOSHHOMY XpaHEHHIO. BEIIBIECHHbBIE B
TaxuX Jelax JOKYMEHTHI IOCTOSTHHOTO XpaHEHHs BBIAEIAIOTCS U IPHCOEIUHAOTCS
K OJTHOPOJHBIM [ieflaM U QOPMHUPYIOTCS B CAMOCTOATENLHEIE IENa.

OctaneHele JOKYMEHTHI ¢ OTMeTkoi «OIIK» BkmoyaroTcs B aKkT Ha
yuurutoxenue. [Ipu sTom otmetka «OIIK» B akTe He YKa3bIBaeTCH.

Onucy Ha fena, JOKYMEHTHI IOCTOSHHOIO XpaHEeHUs U 110 JIMYHOMY COCTaBy
M aKkThl Ha YHUYTOXEHME JOKYMEHTOB paccMaTpuBatoTcs Ha 3acemannu 1IOK (OK)
onroBpeMenHo. ITo uroram paccmotpernus LIOK (3K) cormacoBriBarOTCs OIMUCH
Jel, MOKYMEHTOB IIOCTOSHHOTO XpaHEHHi M IO JMYHOMY COCTaBy M aKTHl O
BBIJISJIEHUY K YHHYTOXEHUIO JOKYMEHTOB.

Cornacosargsle IIOK (OK) opranuzanuu onucu geil JOKyMEHTOB (TOJ0BbIe
pasfielisl) IIpeACTaBIAoTCs Ha paccMoTperue JIIK:

TIOCTOSHHOT'O CPOKA XpaHEHMs -Ha YTBEPXKIEHUE,

TI0 TUYHOMY COCTaBY -Ha COTJIaCOBAHUE;

OIIK yTBepX[aaeT OMKMCH [el IOCTOSHHOIO XpaHEHWs M COIJIaCOBHIBACT
OIIKCH JeN II0 JTMIHOMY COCTaBYy.

OmpcH fen, OOKYMEHTOB (TOHOBEIE pasfienpl) HAaIpaBIAIOTCA Ha
paccmotpenvie OITK B Tpex Sk3eMIUApax Ha OyMaxHOM HOCHTENe M OIHOM
5K3eMIUISpE Ha 3JIEKTPOHHOM HOCHTENE 4Yepe3 3 rofa mocie 3aBepIieHus JeN B
JEIONPOU3BOLCTBE.

[Tocne yrBepxaenus U cornacosanus JIIK omucer nen, TOKyMEHTOB, OIUCH

1 OrmeTka «DTTK» 03HaYaeT, YTO YacTh JOKYMEHTOB MOXET ObITh OTHECEHA K CPOKY XpaHEHHS KTIOCTOAHHO».
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M aKT O BBIACIEHWH K YHUYTOXEHHUIO HOKYMEHTOB, HE IMOAJNEXAlIUX XPaHEHHUIO,
YTBEPXKAAIOTCA PYKOBOOUTENEM OpraHU3allUy, NOCHIE 4Yero Aefa, BBIACIICHHBIE 110
aKTy K YHUYTOXEHHUIO, MOT'YT OBITh YHHYTOXEHBL.

4.12. Oprasuzanuy, B [JeATeJbHOCTH KOTOPBIX HE CO3MAlOTCS JTOKYMEHTHI
ApxusHoro ¢onma Poccuiickoit @enepanuy, CO3MAIOT OUMCH €N 110 JTHYHOMY
COCTaBy H OIIMCHM Jenl BpeMeHHbIX (cBeimie 10 JeT) CpOKOB XpaHEeHHI U
00ecneyrnBaroT UX COXPAHHOCTE.

Oprasusanyuy TakXe COCTABIAIOT AKTHl O BBIUIEIEHUH K YHUUTOXKEHHIO
JOKYMEHTOB, HE IMOMNEXAIIUX XPaHEHUIO, U YHUYTOXAIOT YKa3aHHBIE JOKYMEHTHI
10 UCTEYCHHUH CPOKOB MX XPaHEHUS TONBKO IOCIIE COCTABIEHUS IONOBBIX pPa3ielioB
OIMCEHN NeJl IO TUIHOMY COCTaBY 3a COOTBETCTBYIOLIMH IIEPUOL M MX YTBEPKACHUS
PYKOBOIMTENIEM OpraHM3allyiy.

4.13. Jena Ha OyMaXHOM HOCHTeENe, BBIACIECHHbIE K YHHYTOXKEHHIO,
NepedaroTCs Ha YHUYTOXEHKe (YTWIM3alldio) II0 aKTy O BBIACIECHHH K
YHHYTOXEHHUIO JOKYMEHTOB (IpuiiokeHrne No 21), a TakKe Ha OCHOBaHWM MHBIX
OOKYMEHTOB, IOATBEPXKAAIOMMX (aKT CHaYd [OKYMEHTOB HA YHUYTOXKEHHE
(yTUnusarwo).

ONEKTPOHHEIE [ieJla C HCTEKIIUMHU CPOKAMHU XpaHeH s IIOMJIEXKAT BbIIETIECHHIO
K YHHYTOXEHHIO Ha OOIMX OCHOBaHMSIX, [IOCTIE 9€T0 MPOBOIUTCS MX (U3UYECKOE
YHAYTOXEHHE HIM YHHYTOXEHHE INPOIPaMMHO-TEXHUYECKUMH CpPEICTBAMU C
COOTBETCTBYIOIEH OTMETKOH B aKTE€ O BBHIAENEHUM K YHWITOXKEHWIO JOKYMEHTOB
(mpunoxenue Ne 21).

4.14. [Ins obecneyenus nopsaka (QOPMHPOBaHHMS ¥ ydYeTa Jed B
LeJIOTIPOU3BOCTBE OpraHu3alMy COCTABIAETCS HOMEHKIATypa Jell.

4.15. HomerxnaTypa fnen 3akpemiser KiacCUGHKAUUiO (IpyNIIApOBKY)
HCIIONHEHHBIX JOKYMEHTOB B Jiefla (3IeKTPOHHBIE Hefla) M SBIIAETCS OCHOBHEIM
YYETHEIM JOKYMEHTOM, OTPaXXaloLM COCTaB W OPraHU3allii0 JOKYMEHTaJbHOIO
boHIa OpraHM3aIUy.

4.16. HomenxknaTypa fien SBJISeTCS OCHOBOW [JISI COCTABIIEHUS ONUCEH Hel,

JOKYMEHTOB IIOCTOSIHHOTO ¥ BpeMeHHHBIX (cBbImie 10 neT) cpokoB XpaHeHHd, a
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TaKKe [N yueTa Jel BpeMeHHEIX (10 10 eT BKIIOUUTENbHO) CPOKOB XpaHEHHUS.

4.17. HomenkiaTypa Jell OpraHu3alud pa3pabaTsiBaeTCs Ha OCHOBAHUH
THUIOBBIX, BEJIOMCTBEHHBIX ¥ MHBIX IEpeuHel HOKYMEHTOB C yKa3aHHEeM CPOKOB
XPAHEHHU, MHBIX HOPMATUBHBIX IIPAaBOBBIX aKTOB, 4 TAKXKE TUIOBBIX U IIPUMEPHBIX
HOMEHKJIATyp Hel.

Tunosas v npuMepHas HOMEHKIATYPE! [eN pa3pabaTrIBarOTCS OpraHaMu U
OpraHu3alluAMy, KUMEIOIMMHE B IOAYMHEHUY CETh ONHOTUIIHBIX OpraHU3aluy.

TumoBass HOMEHKIATypa YCTaHaBIMBaeT COCTaB M€, 3aBOOUMBIX B
OHOTHUIIHEIX OPraHu3alysiX, ! IBIIETCS HOPMAaTUBHLIM JOKYMEHTOM.

IIpumepHas HOMeHKIaTypa YyCTaHaBIWBaeT IIPUMEDHBIA COCTaB Jell,
3aBOIMMBIX B OpraHM3allMgX, Ha KOTOpble OHa pacIpOCTpaHseTCs, W ABIAETCA
PEKOMEHIaTENbHEIM JOKYMEHTOM.

4.18. HomenkmnaTypa [en OpraHu3alMil COCTaBIseTCS IO yCTaHOBIEHHOH
dopme (mpunoxenve Ne 25) Ha OCHOBAaHMM HOMEHKJIATYp O€N CTPYKTYpPHBIX
nojpazfesnesuit (mpunoxxerue Ne 26).

OpraHmzamuy ~ —  HCTOYHUKM  KOMIUIEKTOBaHUS  IOCYHapCTBEHHEIX
(MyHWIMIATBHEIX ) ADXUBOB OJWH Pa3 B 5 IET'? COINacoBLIBAIOT HOMEHKIIATYPY el
¢ IIOK (OK) opranuzaiyu 4 MpeCTaBISIOT €¢ Ha COTTIaCOBaHUE COOTBETCTBYIOLINX
JOIIK  wmm  rocynmapcTBeHHOro  (MYHHLMIAIBHOTO)  apxyBa,  COTJIACHO
IPENOCTABIEHHBIM €MY IIOJTHOMOYHSIM.

Opranuzanuy, B JAESTENBHOCTH KOTOPHIX HE CO3[AlTCS JJOKYMEHTHI
ApxusHoro Qorga Poccuiickoyt Pepepanuu, yTBEpXIArOT HOMEHKJIATYpPy Hen
CaMOCTOSATENBHO.

4.19. 3axoH4eHHbIE AEJIONPOU3BOACTBOM LENa [IOCTOSHHOIO W BPEMEHHBIX
(cBpime 10 51eT) CPOKOB XpaHEHHs, B TOM YHCJIE II0 JIMYHOMY COCTaBy, IIOCHE
OKOHYaHMS  KalleHJapHOrO ToJa, B KOTOPOM OHM ORI  3aBEJCHE,
TIIOJTOTABNUBAIOTCA K IIepeiade B apXUB OpraHU3alluy U NOAJIexaT OQOPMIEHHIO U

OITHCaHHIO.

12 B cryuae u3MeHeHHs (QYHKUMI H CTPYKTYPB! OpraHM3aLuK HOMEHKNATYpa Aed NOAJEKUT [ePecoCcTaBAeHHUIO,
COTNAcOBaHUIO M YTBEPHAEHHUIO.
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B 3aBHCHMOCTH OT CPOKOB XpaHEHHS IIPOBOJUTCA HONHOE MM 4aCTHYHOE
opopmienre nen. IlonHoMy oGbOpMIEHMIO IIOANEXAaT ena IIOCTOSHHOTO H
BpEMEHHEIX (CBBIIIE 10 JIeT) CPOKOB XpaHEHHUS ¥ 110 JIHYHOMY COCTaBY.

Odopmnenue nen Ha GyMaxHOM HOCHTEJIE IIPeLyCMATPHBAET:

IOALIMBKY MM IepeIieT HOKYMEHTOB naena (HedopMaTHblE NOKYMEHTEHI
XPaHATCS B 3aKPHITHIX TBEPABIX MallKax WX B KOPOOKax);

HyMepallyIO JINCTOB JeJia;

COCTaBJICHHE JIHCTa-3aBepuTens nena (mpunoxenue Ne 8);

COCTaBJICHHE, BHYTPEHHE! ONUCH HOKYMEHTOB Jeia (nprtoxernue Ne 27);

otdopmitenre 00noxku aena (npunoxenue Ne 28).

ITonroToBKa 53NEKTPOHHBIX JeN U1 Iepefayd B apXuB OpraHH3aIUH
IpefyCMaTpuBaeT COCTaBJIEHME ONKCH 3JEeKTPOHHEIX JieNl, JOKYMEHTOB
(mpunoxenus Ne Ne 17, 18).

4.20. B neno nomewiaroTcs AOKYMEHTHI, KOTOpPBIE II0 CBOEMY COAEPIKAHHIO
COOTBETCTBYIOT 3arojiOBKy Jelia, IIpH 5TOM 3alpeliaeTcs I'PyNIHUpOBaTh B JIena
YepHOBBIE M MOyOJIETHBIE OK3EMIULIPH JOKYMEHTOB, a TaKXe JOKYMEHTH,
TOJIeXalnye BO3Bpary.

ITpu dbopmupoBanuu ena Heo6X0QUMO COOTIONATE CleIYOLIe TPeOOBaHM:

OOKYMEHTHI TOCTOSHHOTO W BpPEMEHHOIO0 XpaHEeHHS HeoOXoauMmo
IPYHIHPOBATh B OTHENbHBIE [eNa,

BKJIFOYATh B JENO IO OJHOMY SK3EMILLIPY KaXKJOTO JOKYMEHTa,

IpYIIIHAPOBATH B 110 JOKYMEHTHI OJJHOTO KaJIeHAapHOro rofa; UCKIro4YeHue
COCTABJIIOT: IIepexojdInue jena, cyneOHble nena; JWUYHBIE MAela, KOTOpHIE
(GOpMHUpPYIOTCS B TeueHHE BCEro Iepruojia paboThl Iulia B OpraHM3alyy; JOKYMEHTEI
BEIOOPHBIX OpPraHOB M WX IIOCTOSIHHBIX KOMHCCHM, JeMyTaTCKUX IPYIII, KOTOpPHIE
TPYIIIAPYIOTCS 33 IEPHOA CO3bIBa; HOKYMEHTHI 00pa3zoBaTelbHBIX OpraHH3alluH,
KOTOpEIE POPMHUPYIOTCS 3a Y4eOHBIN Tofl; JOKYMEHTHI T€aTPOB, XapaKTEPU3yIOLIHe
CIIEHMYECKYIO JIEATENBHOCTh, B MpefeiaX TeaTPalbHOTO Ce30Ha; fAeia (QHIIBMOB,
pyKOITHCEH, HCTOpUH OOJIE3HEH.

HpI/IKaBBI II0 JHYHOMY COCTaByY [JOJDKHBI TIpyHnImrApoOBaTbCA B [€ja B
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COOTBETCTBUM C YCTAHOBJIEHHBIMY [711 HUX CPOKaMH XPaHEHUS;

JIOKYMEHTHI B JIMUHBIX A€JaX PacloaratoTcs B XPOHOJIOTMYECKOM MOpALKe
10 Mepe MOCTYIICHNUS;

NMMIEeBBIe cuYeTa MO 3apaboTHOM mnate pabOTHUKOB TIpPYNIMPYIOTCS B
OTZENbHBIE Jela ¥ PAcoNIaraloTCs B HUX N0 andaBuTy GaMunui, UMEH ¥ OTYECTB.

Heno Ha 6yMaxHOM HOCHUTENE He JOIDKHO conepkaTh Oonee 250 11CTOB, Ipu
TONUINHE He 6osee 4 cM.

4.21. [OoKyMeHTbI, COCTaBIIOIIME Jelo Ha OyMaXHOM HOCHTEE,
TIOAUIMBAIOTCS Ha YETHIpe IPOoKoJIa (Ha TPY IIPOKOJa — Uil Malo(QOopMaTHEIX [eN) B
TBEPLAYIO OOJIOXKKY WM IIEPErUIeTaloTcs C YY4EeTOM BO3MOXKHOCTH CBOOOIHOIO
YTeHWs BCEX JOKYMEHTOB, JaT, B3 W pE30NIIOLMK Ha HUX, METaJUIMYecKHe
CKPEIUIEHMSA U3 NTOKYMEHTOB YAAJIAI0TCS.

B nHayane nena Ha OyMaXHOM HOCHUTENE IIPH HEOOXOJUMOCTH IOAIIUBAIOTCS
NMUCTHl BHYTpPEHHEH oOmNcKH OOKyMEHTOB nena (mpuinoxeHue Ne 27), B KOHIE
KaXXI0T0 [ieJia — IUCT-3aBEpUTeNs Aena (punoxenye Ne 8).

4.22. B mnenax obecrneueHus COXpaHHOCTH M 3aKpeIUIeHHs IOpsaKa
PacIloNoXeHUs JOKYMEHTOB, BKITIOUEHHBIX B €10 Ha OyMaXkHOM HOCHUTENIE, BCE €0
NHCTHl (KpOMe JMCTa-3aBepuTess [ela U BHYTpeHHEW OIMCH) HyMEpYyHOTCS B
BAJIOBOM IOpsAnKe apabCkumy NuppamMy, KOTOPHIE IPOCTABIAIOTCS B IIPaBOM
BEPXHEM YINIy JHMCTa [OKYMEHTa IIPOCTHIM TIpa@UTHBIM KapaHHAallloM MKIH
HyMepaTopoM. YnoTpeOneHrue YepHUN ¥ IBETHHIX KapaHJalled I8 HyMepauuu
JIMCTOB 3anperiaercs. JINCTel BHYTpeHHEH ONMCH HOKYMEHTOB Jella HyMEepYTCs
OTHENBHO.

JIuCTE! fen, COCTOSAIINX U3 HECKONBKUAX TOMOB I YacTel, HyMEpYIOTCS 110
KOXIOMY TOMY HJIH YaCTH OTAEIBHO.

doTtorpaduu, 4epTeXXU, fUarpaMMBbl ¥ JPYTUe HIUTFOCTPAaTHBHEIE JOKYMEHTE,
IPEACTABNISIOIIME CAMOCTOSTENBHEIN JIUCT B Heje, HyMepyloTcs Ha 0OOpOTHOM
CTOPOHE B JIEBOM BEPXHEM YIIIy.

CrnoJ)xeHHBIH JIUCT Pa3BOPAUKBAETCS ¥ HYMEPYETCS B IIPABOM BEPXHEM YTIIy.

ITpu sTOoM nucT Jroboro Gopmara, IOALMIATHIHA 33 ONMH Kpak, HyMepyeTCs KaK OuH
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JIACT, JIUCT, CIOXXEHHBIM ¥ NOAUIIMTHIY 3a CepeiuHy, MOANEXUT MEepellruBKE U
HyMEpyeTcs KaK OJIUH JIACT.

JIucT ¢ Harmyxo HaKIEeHHBIMM NOKYMEHTaMH (BBIpE3KaMy, BBIMHCKAMH,
oTorpadusmMm) HymMepyeTcst Kak O¥H JUCT. ECI K TOKYMEHTY HONKIIESHbI OTHIM
KpaeM Opyrue OOKYMEHTH (BBIPE3KM, BCTABKU TEKCTa, IEPEBOXNEBI), TO KaXHBIH
IOOKYMEHT HyMepYeTCs OTAENBHO.

IlommuTele B [ENO KOHBEPTHl C BIOXEHWSIMU HYMEPYIOTCS; IIPU 3TOM
BHAYajle HyMepyeTCs KOHBEPT, a 3aTeM OUePEIHBIM HOMEPOM KaXXIOE BIIOXKEHHE B
KOHBEpTe.

IlommwuTeie B HeNO NOKYMEHTH C COOCTBEHHOM HyMmepaluel IucTOB
(BxrOYasd NHeYaTHBIE M3JAHUSI) MOTYT HyMepoBaThCsA B OOLIEM IOPSIKE HIH
COXPaHATh COOCTBEHHYIO HYMEPAIIUIO, ECIIM OHA COOTBETCTBYET IOPSIAKOBOMY pac-
TIOJIOXXEHHIO JIUCTOB B JIEJIE.

B cnydasx obHapyxeHus OONBIIOrO Ywcia OMMOOK B HyMEpalHH JIMCTOB
Lena IIPOBOAUTCS TepeHyMepanys. [Ipyu Hanu4uy oTAENbHBIX OIMO0K B HyMepalyuy
JIUCTOB JIeTia JOIyCKaeTcs yIoTpeOIeHre TUTEPHEIX HOMEPOB JTIUCTOB.

4.23. JIuct-3aBeputens Aena (npunoxenye Ne 8) cocTapisgeTcs Ha OTAEIBHOM
JIMCTE, B KapTOTeKax — Ha OTJEeNBHOM NUCTe popmaTa KapTouku. JIucT-3aBepurens
JleJla IOAIIUCBIBAETCS €0 COCTaBUTENEM. Bee mocneayrommne H3MEHEHUS B COCTaBe
1 COCTOSHMH fena (TIOBpeXIeHNUS, 3aMeHa IIOINIMHHAIX JOKYMEHTOB) OTMEYar0TCS B
JINCTE-3aBEPUTEIIE CO CCHUIKON Ha COOTBETCTBYIOLIMH aKT.

3anpemnaeTcss BBIHOCUTE JIMCT-3aBEPUTENh Ha OOJOXKY [Oena WM YUCTBIN
000pOT JIUCTA OCIEHEro JOKyMeHTa. Eciy 1eno MOAIMTO UK NepeIuieTeHo 0e3
OnaHKa MHCTa-3aBEPUTENs, OH JOIDKEH OBITh HAaKJI€eH 332 BEPXHIOIO YacTh JIUCTa Ha
BHYTPEHHIOIO CTOPOHY OOJIOXKHY B KOHLIE JIeNa.

4.24. Ha obnoxke [en IOCTOSHHOTO XpaHEHUS NpeaycMaTpUBaeTCs MECTO
IJ1sl HAUMEHOBAHUS FOCY aPCTBEHHOTO (MyHHUIIMIANBEHOr0) apXUBa, B KOTOPEIH fena
opranusaiuu 6ymyT npuHaTh (npunoxenue Ne 28). Ilpu odopmieHHH 0610XKH
Jejla HauMEHOBaHWE OpraHW3ally YKAa3bIBAa€TCS IIONHOCTBIO, B MMEHHUTEIEHOM

nagexe. IlonHoe HaWMEHOBAaHUE BBILIECTOSIUEHU Oopranydsalyy yKas3bIBa€TCA Hal
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HAVIMEHOBAHWEM OpraHM3allu¥i — HCTOYHWKA KOMIUIEKTOBaHMS (Takke B
MMEHUTEIbHOM namexe). Ecmu opraHms3allys WM BBILIECTOSIIAS OpraHU3aLys
MMEIOT COKpallleHHble HauMEHOBAHUS, TO OHM YKa3blBAalOTCS B CKOOKax IIOCie
IIOJIHOTO HAaVMEHOBAHU.

Ilpym  u3MeHeHWM  HAWMEHOBaHUS  OpraHum3auudud  (CTPYKTYPHOIO
II0[Ipa3/ieIeH 1) B TEUCHHUE [TePUOa, OXBaTEIBAEMOTO TOKYMEHTAMU [elia, WilK Ipy
nepenade aela B APYryi0 OpraHu3aluio (CTPYKTYpHOE IIOJpa3ZelieHue), Ha
00JIOXXKe mdena MOTMCHIBAETCS HOBOE HAWMMEHOBaHME 3TOM OpraHU3alldyd WM
OpraHu3alliU-TIPaBoNpeeMHrKa (CTPYKTYPHOTO IOZpa3feNeHUsA), a IIpexHee
3aK/TI09aeTCs B CKOOKH.

4.25. Ha obnoxxe fiena yKa3bIBarOTCA:

HaVMEHOBAaHUE OPraHu3alliy 1 ee HelIOCPeNCTBEHHAs IO JYMHEHHOCTD;

HalMEHOBaHUE CTPYKTYPHOI'O [TOIpa3IeIeHN,

UHJIEKC Oena,

HOMep ToMa (4acTH);

3aroJIOBOK gejia (ToMa, JacTH),

KpariHue OaTel fena (ToMa, 4acTH);

KOJIMYECTBO JIUCTOB B Jielie (TOME, YaCTH);

CPOK XpaHEHHs [ena,

apx¥BHBIA mubp nena.

4.26. 3aronoBok jena Ha OyMa)XHOM HOCHUTENIE ¥ 3ar0JOBOK 3JIEKTPOHHOIO
nesia MepeHOCATCS Ha OONOXKKY Jena (3JIEKTPOHHOTO [iefla) U3 HOMEHKIIATYpPEI Jen
OpraHu3alyy. 3arojioBOK MOMDKEH COOTBETCTBOBATh COAEPKAHMIO JOKYMEHTOB B
Oerne.

B Tex ciydasx, Korja Aei0 COCTOMT U3 HECKOJIBKMX TOMOB (JacTel), Ha 00-
JIOXKY XaXJoro Ttoma (4acTH) BBIHOCHTCS OOINWH 3arojioBOK [ena, a Ipd
HeOOXOIUMOCTH - 3aT0JI0OBOK K&XZOro ToMa (JacTH).

B 3aromoBkax [eN, COOEpXAIlMX KONHH [OKYMEHTOB, YKa3hIBaeTCsi Ha
KONWYeCcTBO komui. IJOMIMHHOCTE [JOKYMEHTOB [ena B 3arojloBKe He

oroBap¥BaceTC.
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4.27. [lena, BHECEHHbIE B I'OOBbIE Pa3fielbl CBOMHBIX OIUCEH, MUdpPyOTCs
IIOCJIE YTBEPXKIEHHM/COrTIacOBaHMs TOHOBOTO pasjena cBomHod omwcu OJIIK
apXUBHOI'O YYPEXIEHU ¥ YTBEP)KICHUA PYKOBOMUTENIEM OpTaHU3aruy (10 3TOro
apXWBHBIN MKU(P NPOCTABIAETCS KApaH/IaIlIoM).

4.28. Ha obnoxke mena yxaspiBaeTcsl mara nena — rof(sl) 3aBeeHHS H
OKOHYaHHMS [IeNa B I€NONPOU3BO/ICTBE,

Ecmu B [eno BKIIOYEHH! NOKYMEHTHI (HampuMep, INPUIOXKEHWs), HaTa
KOTOPBIX HE COBIIAZAET C NAaTOX [ieNa, TO O JATON C HOBOHM CTPOYKHU AenacTcs ob
3TOM 3alXCh: «B mene uMeroTCsa TOKYMEHTHI 34 ... ToA(bI)».

Jlata niena MOXeT He yKa3bIBaThCS TOJNBKO HA OOJNOXKAX [EJ, COMEePKAIIMX
I'OZOBBIE IUTAHBI M OTYETEl ¥ APYIHe NOKYMEHTHI, JaThl KOTOPEIX OTPAaXKaloTCs B
3aroJIOBKax Je.

Haro¥ gnen, coiep)Xaliux pacHOPSAUTENLHYI0, TBOPYECKYID H HKHYIO
OOKyMEHTalui0 (NOKNMambl, IHUChMa, CTEHOIPaMMEI), i KOTOPOM TOYHAas
JaTHPOBKa KMEET BaXKHOE 3HAUEHUE, a TAKXKE IS Jell, COCTOAIIUX M3 HECKOJIbKUX
TOMOB (4acTei), ABJIAIOTCS HATH! (YHCII0, MECSII, TOJ) PErUCTPalMy (COCTaBIEHN!S,
IIOCTYIIJIEHXS) CaMOI'0 PaHHEro M CaMOro MO3[HEro JOKYMEHTOB, BKIIFOYEHHEIX B
neno (xpaiHue naTel e, JOKYMEHTOB).

Jaro¥ pena, comep)amiero IPOTOKONE!l 3aCeNaHWM, SBISIOTCS ATHI
yTBEpXIEHU (€CIM OHM YTBEPXKNAKOTCA) MM JATEl NEPBOTO ¥ IIOCIEIHETO
IIPOTOKOJIA, COCTABJIAIOUIMX HEJIO.

HaTo#l nuYHOro nena SBISIOTCA NaThl IIOANMCAHHUS [IPUKA30B O IPHEME H
YBOJIBPHEHHH U, HA KOTOPOE OHO 3aBEJIEHO.

IIpr o6o3HaueHWHM OaTHl JOKYMEHTa CHayalla YKa3BIBAETCH YHCIIO, 3aTEM
Mecsl ¥ rof. Yucno u rox 06036a4aoTcs apabckuMu LudpaMu, Ha3BaHHE MeCUa
— CIIOBOM.

Ecnu pmara moxyMmeHTa uinm OTZAENBHBIE €€ SJIEMEHTHI ONPENeIOTCS IIpH-
Onu3WUTENBHO, HAa OCHOBAaHWM aHAIM3a CONEPXKAHHS HOKYMEHTa, TO JaTa WM
OTOENBHEIE €€ DSIEMEHTH, He abCONIOTHO [JOCTOBEPHBIE, 3aKIIOYArOTCd B

KBaJlpaTHbIE CKOOKH.
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4.29. OO6s3aTenbHBIME PEKBH3UTAMU OOJIOXKKM [ejla SBIIOTCS yKa3zaHHe
KONIMYECTBa JUCTOB B aene'’ (IpocTaBiseTcs Ha OCHOBAHUM JIHCTA-32BEPUTENS
Iena) U CpOK XpaHeHWs gOena (Ha JefaXx IIOCTOSHHOTO XpaHEeHUs MHIIETCS:
«XPpaHUTh IIOCTOSHHO).

4.30. [insa yueta DOKYMEHTOB OIPEACICHHBIX KaTeropuy aen Ha OyMaKHOM
HocuTene (Nu4HBle, cyneOHBle [eia, MaTepuansl YrOJIOBHBIX €N, [efa O
IIPUACYXACHWU YYEHBIX CTeIleHeH M IPUCBOEHNY yUEHBIX 3BaHUH, [eNna, CBI3aHHbIE
C BBIJaYeH aBTOPCKHMX CBHIOETENHCTB U IATEHTHBIX M300pETEHUI) COCTaBIAETC
BHYTPEHHSIS OIIHUCH JTOKYMEHTOB Jiefia.

Ecnu neno va 6ymMaxHOM HOCHTENe NEpereTeHo UK MoAImuTo Oe3 Onanka
BHYTPEHHEW ONMCH JOKYMEHTOB, TO COCTaBJIeHHas II0 yCTaHOBJIEHHOH ¢opme
BHYTPEHHSIs OIIKCH NOAKIENBAETCSA K BHYTPEHHEN CTOPOHE JIMLIEBOM 0OI0XKH fefa.

M3meHeHus cocTaBa JOKYMEHTOB Jeiia (M3BSTHS, BKIFOYEHUS NOKYyMEHTOB,
3aMe€Ha [JOKYMEHTOB KONMAMH) OTpaxarorcs B rpade «IIpumedanue» BHyTpeHHEH
OMKCH CO CCBUIKAMH Ha COOTBETCTBYIOIIKE aKTEL. [Ipy He0OX0AUMOCTH MOTYT OBITH
COCTaBJIEHEI HOBAsI UTOTOBAs 3aUCh K BHYTPEHHEH ONUCH U IUCT-3aBEPUTEIID JENa.

4.31. Jlena nepenaroTcs B apXuB OpTaHU3AINH 110 OIKCAM, COCTABIEHHEIM B
CTPYKTYPHBIX IIOJIpa3[esIeHUIX.

Omnucu nen CTpyKTYpPHBIX OpasfefieHUu# COCTABIAIOTCS IO YCTaHOBIIEHHOM
dopme (mprutoxenue Ne 23, 24) B IBYX 9K3eMIUISIpax ¥ IPENCTaBIAIOTCA B apXUB
OpraHM3alli¥ He II03[HEee dYeM uepe3 OOWH TOJA I[IOCHe 3aBeplleHus mAel B
[ENOTIPOU3BOJICTBE.

Omucyu CcoCTaBNSIOTCA OTHAENBHO Ha JieNla IIOCTOSHHOIO XpaHeHWs; Hena
BpeMeHHBIX (cBbie 10 1eT) CpOKOB XpaHEeHUs, B TOM YHCJE 10 IMIHOMY COCTaBy,
¥ JieN1a, COCTOSIIIYE U3 JOKYMEHTOB, XapaKTePHBIX TOJIBKO AJIs JaHHON OpraHu3aluy
(cynebHble, cnencTBEHHEIE eNa, HayYHEIE OTYeTHl 0 Temam). OTeNbHEIE OIUCH
COCTaBJIAIOTCS Ha E€NUHWIEI XpaHEHUS 3JEKTPOHHBIX JOKYMEHTOB IOCTOSHHOTO
XpaHeHus; BpeMeHHEIX (cBhie 10 J1eT) CpOKOB XpaHEHHUS, B TOM YHCIE II0 THYHOMY

cocCTany.

13 Nns nen xa 6yMa)KHOM HOCWTENE.
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432. Tlpu coCTaBNeHWH ONUCH [N CTPYKTYpHOTO IIOJpa3feleHus
cobIroaroTes cnenyroure TpeboBaHus:

3arONOBKYM Jiefl BHOCSATCS B ONUCh B COOTBETCTBUM C IIPUHATOM CXEMOH
CUCTEMAaTH3alKK Ha OCHOBE HOMEHKIIATypBI A,

Ka)XI0e [eJI0 BHOCHUTCS B OIUCH IOJ| ITOPSAKOBEIM HOMEpOM (ecny Aeno
COCTOMT M3 HECKOJBKMX TOMOB WJIM YacTeH, TO KaXIbI¥ TOM WX YacTh BHOCATCSH B
OIIKCH IO/ [IOPSIAKOBEIM HOMEPOM);

rpadpl OIKCH 3alOJIHIOTCS B TOYHOM COOTBETCTBUM CO CBENECHHAMH,
KOTOpBIE BEIHECEHE] Ha O0JIOXKKY Jena,;

rpada omucu «Ilpumedanue» UCIONB3yeTCs U1 OTMETOK O IpUeMe Jel,
0COOEHHOCTIX (U3NYECKOTO COCTOSHUS, O Iepefade AeN APYTHM CTPYKTYPHBIM
NIOZpa3IeIEHMsAM CO CChIIIKON Ha HeOOXOAUMBIM aKT, O HaJIMUUM KOIHMH.

B xonne omwmcu Bcnen 3a mOCiemHEH ONMCATENBHON CTaThel 3aIONHIETCS
WTOrOBas 3alKCh, B KOTOPOM yKasplBaloTCs (UKbpaMK U NPOIUCHI0) KOJUYECTBO
Jell, IePBLIM U [OCIEeOHUM HOMepa [eN IO OIIMCH Oel, a Tak)Ke€ OrOBapHBAIOTCS
OCOOGEHHOCTH HyMepallWd [eN B ONUCH (HAIWYWe JIMTEPHBIX ¥ MPOIyLIEHHBIX
HOMEDOB).

Ilepen BHeceHWeM 3aroJIOBKOB J[ell B OIKCH I[IPOBEPAIOTCS KayecTBO
opmupoBanus ¥ 0GOPMIIEHHS LN, COOTBETCTBUE KOJMYECTBA Jell, BHOCHMEIX B
OIIKCH, KOJIMYECTBY 3aBEIE€HHBIX [ell 10 HOMEHKIAType A€l OpraHu3alyH.

ITpr mpocMOTpe [en IpOBEPSIOTCS: COOTBETCTBHE 3aTOJIOBKA AeNa COLEp-
XaHHIO JOKYMEHTOB B JieJie; [IPaBUIBHOCTE OQOpPMIIEHUS M TPYNIHUPOBKH NOKY-
MEHTOB, BK/IIOYEHHBIX B [€J0; KaueCTBO IONIUMBKM WM IlepeluieTa Jena; Ipa-
BHJIBHOCTh HyMEpallWy JIUCTOB JieNla; Haludue B Jeje, B HeOOXOAUMBIX CIIydasx,
BHYTpEHHEH ONWCHU Jela X IIpaBUIBHOCTH €€ COCTaBIECHUS; IIPaBUIIHHOCTS
ohopMiIeHUs OOJIOXKH Jlefla; Halludue U IPaBUIbHOCTH IMCTa-3aBepuTens nena. B
ciydae oOHapyXeHWs HapylIeHHS YCTaHOBJIEHHHIX IpaBun (GOPMHDOBaHMA H
obopMIIEHHS Nell OHHU HOMDKHE! OBITH YCTpaHEHEL.

B ciygae oOHapyxeHus OTCYTCTBUSA €, YUCIAINUXCS [10 HOMEHKIIATYpe [el

OpraHu3anyy, CTPYKTYPHBIM IIOAPAa3[eI€HAEM MNPHUHUMAIOTCA MEPHI 110 PO3BICKY.
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O6napyxeHHBIE [ena BKITIOYAIOTCA B ONKCH. ECNH TIpMHSATHIE Mephl HE Al
pe3ynbTaToB, TO Ha HEOOHapyXeHHbIE [eja COCTaBNfgeTcs akT o0 yTpate
JOKYMEHTOB, KOTOpBIM  TOANUCHIBAETCH  PYKOBOAWTENEM  CTPYKTYPHOIO
ITOMpas/ie/IeHKs ¥ IIepeNaeTCs BMECTE C ONUCHIO Ae)l CTPYKTYPHOTO IOApa3ieIeHus
B apXWB Oprasuzanyu (npunoxenue Ne 6).

4.33. Ilepenada eyl B apXuB OpraHH3alld¥ OCYILECTBIAETCS MO IpaduKy,
COITIaCOBAHHOMY C PYKOBOHUTENIMU CTPYKTYPHBIX IOApa3ieeHuH, IepeIaroiIix
JMOKYMEHTHI B 8pX#B, U YTBEPXAEHHOMY PyKOBOIUTENIEM OPTaHU3AIIHH.

B nepuom moprotoBku men Ha OyMaXKHOM HOCHTENE CTPYKTYPHBIM
NOApa3feNieHueM K Iiepefadye B apXuB OPIaHM3allMM COTPYLHHKOM apXwBa
NPOBEPACTCS NPABUIBHOCTE MX (DOPMUPOBAHUSA, OPOPMIIEHHMA W COOTBETCTBHE
KONMYECTBa [eJl, BKJIIOUEHHBLIX B OIIACh, KONMYECTBY [eJ, CPOPMHUPOBAHHEIX B
COOTBETCTBMM C HOMEHKIIATypOW [e] OpraHu3alud. Bce BHISBIEHHEIE IIpu
IpPOBEPKE HENOCTaTKM B (QOPMHUPOBaHMM ¥ ODOPMIEHHH Jel DPabOTHHKH
CTPYKTYPHOTO [IOJpa3fiesieHus 00sS3aHbl YCTPAHMTS.

IlpyeM-niepenaya Neq B apXuB OpraHW3alWy MPOU3BONUTICS PabOTHHKOM
apX¥Ba OpraHM3alMH B IIPUCYTCTBUH pabOTHHKA CTPYKTYPHOTO Noapasnenenus. Ha
SK3EMIUIIpaxX OMKCH Jell, JOKYMEHTOB IIPOCTABISIETCS OTMETKA O HANW4YMK feaa. B
KOHIIE KaXIOTO 3K3EMIUIIpa ONMCH YKa3hBAIOTCS IMGbpaMd ¥ IMPOIKCHIO
KOJIM4eCTBO (aKTWUeCKH IPHHATHIX B apXUB [e)l, HOMEpa OTCYTCTBYIOINMX Ael,
Aata NpreMa-Tiepeiady e, a TakxkKe IOANMCH JIHIa, OTBETCTBEHHOI'O 33 apXuB, U
nuna, IepefaBIIero aeia.

4.34. Ilepemaua OJEKTPOHHBIX J[JOKYMEHTOB B apXHB OpraHM3alyy
IPOU3BOAUTCH Ha OCHOBaHUH ONUCEH 3JIEKTPOHHEIX e, JOKYMEHTOB CTPYKTYPHBIX
TnofpaszieNieHui o HHGOPMaHOHHO-TEIEKOMMYHHKALOHHOM CeTH (IIpH HaIUYHH
B apXWBe OpraHM3alliyd HHQOPMALMOHHOW CHCTEMBI) WM Ha (QU3HYECKH
000COONIEHHBIX MaTepHaNlbHLIX HOCHTENSX, KOTOpHIe IMpPEeACTaBIAIOTCS B JBYX
HAECHTUYHBIX 3K3EMIUIIpax.

Ilpu nepenmaue SNEKTPOHHBIX HOKYMEHTOB B apXMB OpraHU3alu#

BBEIIIOJTHAIOTCA CIECAYIOUIME OCHOBHBIE IIPOLIENYPHI pa6OTI>I C JOKYMCEHTaAMHU:
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dopMupoBanre B WHOOPMANMOHHON CHCTEME OpPraHM3allMy 3JEKTPOHHBIX
JieT, SIBIISIIOIIIAXCS COBOKYITHOCTBIO KOHTEHHEPOB 3NIEKTPOHHBIX [OKYMEHTOB WK
KOHTEHHEPOM 3JIEKTPOHHOIO [OKYMEHTa, COAEPXKalluM KOHTEHT ¥ MeTaJjaHHbIe
3JIEKTPOHHOTO NOKyMEHTa, (paiiibl 3MEKTPOHHBIX NIOATIMCEH ¥ BU3Y a3 POBAHHYIO
KOIIHIO TEKCTOBOTO 3IEKTPOHHOTO HoKyMeHTa B popmate PDF/A;

GOpMUpOBaHKEe OMUMCH ONEKTPOHHBIX [EJd, NOKYMEHTOB CTPYKTYPHOTO
NIOfIpa3eNIeHus;

IIpOBEpKa apX¥BOM OpTaHH3allM¥ 3JIEKTPOHHBIX HOKYMEHTOB Ha Halnyue
BPEIOHOCHBIX KOMITBIOTEPHBIX IIPOTPaMM;

IpOBEpKa BOCIPOM3BOIUMOCTH 3JIEKTPOHHEIX JOKYMEHTOB;

IIpoBepKa (QU3MYECKOTO X TEXHUYECKOT'0 COCTOSHMS HOCHTeNned (mpu
nepefaye 3NEKTPOHHBIX JOKYMEHTOB B apXWB OpraHM3allUd Ha QHU3HYECKH
0060CO0NIEHHBIX MaTePHATbHLIX HOCHTEINSX);

IIPOBEpKA IIOJUIMHHOCTH 3JIEKTPOHHOM IIOANMCH, KOTOPOH IOJIIHCAH
3NEKTPOHHBIM JOKYMEHT.

IlpreM  37EKTPOHHBIX  [OKYMEHTOB B  apxXWB  OpraHU3allid IO
HHPOPMALMOHHO-TEIEKOMMYHUKAIIMOHHON ceT (TpM HalWYMM B apXuBe
OpraHu3alyy MH(QOpPMAalKMOHHOM CHCTEMBI) WNK Ha QuU3MUeCKH O0OOCOOJIEHHBIX
HOCHUTENAX OQOpPMIISETCS COCTaBIEHHEM WTOTOBOM 3amucd B KOHIE OIHUCH
3JIEKTPOHHBIX €JI, JOKYMEHTOB, B KOTOPOH LU(paM# ¥ IPONUCHIO YKa3bIBAETCs
KOJNMYECTBO (aKTHUECKH NPHHATHIX B apXWB 3JIEKTPOHHBIX JHEN M 3JIEKTPOHHBIX
INOKyMeHTOB. YTorosas 3amuch NOATBEPXXAACTCS ITONIIMCAMY COTPYIHMKA apXUBa U
COTpYAHHKa CTPYKTYPHOIO NOApa3felieHus, NepeNaBIlero 3NeKTPOHHEIE AeNa U
nokymeHTsL [Ipy npueme Ha apXHBHOE XpaHEHME 3NIEKTPOHHEIE Jelila 3aBePAIOTCS
SNEKTPOHHOM NOAIIUCEI0 PYKOBOIUTENS OpPTaHM3AIMHY, MIIMA YIIOJIHOMOYEHHOIO HM
JOIDKHOCTHOT'O JIHIIA.

ITocie mpuemMa B apXwWB OIEKTPOHHEIX [NOKYMEHTOB Ha (U3WYECKH
000COOIEHHBIX MaTepUATIbHbIX HOCHTENAX BKIAJBIINM, NOMELIeHHbE B QyTiip
eIUHUIB] XPaHEHUS B CTPYKTYPHOM IIOMpa3feiieHNUH, 3aMEHAI0TCA Ha BKIaBIIIH,

opopMIIEHHBIE B apXUBE.
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Ha BxiapIme, TOMEIaeMoM B Gy TSP eUHULE! XpaHSH:A, 0QOpMIIIEeMOM
B apXUBE, YKa3bIBACTC!

Ha¥MEHOBaHKe Opranusauyy (oJIHOe, COKPAILEHHOE);

HOMep GoHIa;

HOMED OIUCH TEKTPOHHBIX [EJl, JOKYMEHTOB,;

HOMED Jefia MO OIHCH;

OTMETKAa O CTaTyce OSK3eMIUIIpa ONEKTPOHHBIX JOKyMeHTOB: «OCH.»

(ocuoBHOM) unu «Pab.» (pabouuit);

Kpa#Hue IaThl HOKYMEHTOB 3JIEKTPOHHOTO AEeNa;

mpy HEoOXOOMMOCTH OQOPMISIIOTCS —[OMONHWUTENBHBIE OTMETKH 00

OTpaHUYEHUH JOCTYyTa K JOKYMEHTaM.

Brmageimm — momemiaetcs B Qymisp  ¢usmyecku — 060COOIIEHHOrO
MaTEepHATBHOTO HOCHUTENS TakuM 00pa3oM, 4TOOBI HaINUCH Ha HeM OBUIM BHIHEI

X 3aKPBITOM QYTIISpE.

V. OPTAHM3AIS YICTIOJIb30BAHM S IOKYMEHTOB APXMBHOTO
®OHJIIA POCCUVICKOM OENEPALTAM U IPYIIX APXVIBHBIX
JTOKYMEHTOB OPI"AHV3AIVIN

5.1. ApxuB OpraHu3alliy JOJKEH [IPefOCTaBILITE I0IH30BATENIO JOKYMEHTE]
ApxusHoro ¢orma Poccuiickoit @enepanvy u Apyrue apxXWBHBIE JTOKYMEHTHI, a
TaK)Xe CIIPaBOYHO-TIOUCKOBBIE CPEICTBA K HUM.

5.2. JlocTyn K IOKYMEHTaM MOXET OBITh OrpaHU4YeH B COOTBETCTBHH C
3aKOHOMATENbCTBOM Poccuiickoyt Depmepanuu, a TaxkKe B COOTBETCTBHM C
pacrmopsDkeHHeM COOCTBEHHHMKAa WIJIM  BIafenblia apXWBHBEIX  OOKYMEHTOB,
HaXOIAIMXCS B 4aCTHOH cobcTBerHOCTH .

5.3. Ilonp30BaTeNny IpPY KCIOJB30BaHUY NOKYMEHTOB apXMBa OpraHW3alvy

00s13aHBI JeJiaTh CChUIKM Ha MECTO XpaHCHHUS NOKYMEHTOB.

4 Yacrs 1 craTer 25 DenepanbHoro 3akoHa ot 22 okTabps 2004 r. Ne 125-®3 «O6 apxuBHOM el B Poccuiickoi
Denepaurum.
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5.4. Cocran HCA apxuBa oOprasusalyy OIpPEAeNsIeTCs COCTaBOM X
COIEpIKaHueM XPaHIIIMXCs B HEM JOKYMEHTOB, XapaKTepoM K 33[ja4yaMHu [IOUCKA ¥
HHTEHCHUBHOCTBIO HCIIONIB30BaHUS JOKYMEHTOB.

OcuoBHBIM (00s3aTENbHBIM) AapXWBHBIM  CIIPABOYHMKOM B  apxuBe
OpraHM3alliy SBISETCS ONMCh OeN, NOKYMEHTOB. B pmomonHeHne B apxuBe
OpraHM3alluy BENYTCs BCIIOMOTATeNbHbIE apXMBHBIE CIPABOYHWKM - KaTajory,
yKa3aTeNnu, UCTopruYeckas ClipaBKa K (QOHLIY.

5.5. B uensax obecredyenys COXpaHHOCTH, CBOEBPEMEHHOI0 0TO0pa U y4eTa |
CHUCTeMaTHU3aUUH [el, IOAJIEKAIX TOCTOSHHOMY ¥ BpeMeHnHoMy (cBaie 10 seT)
CPOKOB XpaHEeHUs, B OpTaHu3allii COCTABIAIOTCS OIIUCH €T, JOKYMEHTOB.

Omnucu coCTaBNAKOTCS OTAENBHO Ha €714, JOKYMEHTHI:

IIOCTOSTHHOI'O CPOKa XpaHEHWUS,

BpeMeHHEIX (cBple 10 1eT) CpoKOB XpaHEHNUS;

II0 TMYHOMY COCTaBY;

XapaKTepHBIe TOIBKO U JaHHOM opranusanuy (CynedHsie iena, MaTepUas]
YTOJIOBHBIX [EJI, HayJHBIE OTYETHI [10 TEMaM).

AHaNOTHYHbIE OITUCH COCTABIISIOTCS Ha DIEKTPOHHEIE [leNa, JOKYMEHTEL.

CBomuple oOmMcCH [eN, HOKYMEHTOB OpraHM3alldh COCTOSAT M3 TI'ONOBBIX
pa3[eNioB, COCTABIIIEMEIX Ha OCHOBE NIepelaHHbIX B ADXHB OPTraHU3alliy OIKCEH HE
ee CTPYKTYPHBIX IIOJIpa3ieTIeHUH 3a OIpeieNIeHHbIE I'Ob], U CHCTEMATU3HPOBAHHEIX
B IIpelenax KaxJoro TIofa B COOTBETCTBHM C YTBEPXKICHHOM CTPYKTYpOH
OpraHu3alliy Ha 3TOT rof.

Onucy gmen, HOOKYMEHTOB COCTAaBiSIOTCA II0 YCTaHOBIEHHOH Qopme
(mpunoxenus Ne 14, 15, 16, 17, 18) u coCTOST U3 ONUCATENBHEIX CTaTEH €IMUHHIY
XpaHeHUA, UTOTOBOM 3aIlKCH, TUCTa-3aBEpUTENI U CIIPaBOYHOIO allapara K OIHUCH.

OnwcarenpHass CTaThs ONKCH BKIIFOYACT: MOPANKOBEIM HOMED EOWHHUIIEI
XpaHeHWs, HHIEKC eIMHHLE! XpaHeHuWs (L0 HOMEHKIAType JeN); 3aroJIOBOK
e[IMHULIGl XPaHEHWUs, BKIIIOYAIOINH YyKa3aHWe Ha HalWyue KOIWH, eCM B HeH
XpaHATCA KOIHUX JOKYMEHTOB; KpaliHue JaThl €AHHULBI XpPaHeHNU; CPOK XpaHEHHUA

(mna orwced OeNn, NOKYMEHTOB BPEMEHHOIO XPaHEHWsd), KONMYECTBO JIMCTOB B
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eIMHMIIE XpaHEHWS. 3arolioBOK feia MOXeT ObITh J[ONONHEH aHHOTAalMeH
OTHENBHEIX JOKYMEHTOB (TPYIIIbl JOKYMEHTOB) €IMHALIBI XPAHEHHS.

B chpaBouHEIH ammapaT K ONUCH BXOAAT: THTYIBHBIA JIKCT, CONCPXKAHHE
(ornaByenve), TNpeOUCIOBHE; CIMCOK COKpAlEHWH; yKasaTequm K OIHCH
(npenMeTHEIH, UMEHHOMU, reorpaguyecKon).

CocTaB CHOpaBOYHOrO almnapata K ONKCH 3aBHCHT OT CpOKa XpaHEHH:
BKJIIOYEHHEIX B HEe JIOKYMEHTOB ¥ UX BUJOB.

K onmcsam men, JOKYMEHTOR IIOCTOSHHOIO XpaHEHH U I10 JINYHOMY COCTaBY
COCTABIIAIOTCS TUTYIIBHEIH JIKCT, IPEAKUCIIOBHE, OTJIaBIICHUE, IIPH HE0OX0IUMOCTH —
CIICOK COKpAaIlEeHNH, YKa3aTely.

Ha TuTynbHOM NMCTE ONMCH YKa3bIBaIOTCA: IIOJHOE HaMMEHOBaHMWE
rOCYIapCTBEHHOI'O (MYHHMIIMIIANBHOIO) apxuBa (€ClId OpraHM3anus SBILIETCS
HCTOYHHKOM €ro KOMIUIEKTOBaHMs), IOCIefHee IIONHOE HaWMEHOBaHHE
OpraHM3allid, COOTBETCTBYIOLEE HA3BAaHMIO €€ apxXMBHOTO (OHAA, HOMED
apxuBHOro (GOHJa, HOMEP U Ha3BaHME ONUCH, KpaWHUE NaThl BHECEHHBIX B OIKCh
eOVHHUI XpaHEeHWs.

Ecnu HavMeHOBaHMe OpraHM3allidl M3MEHSIOCh, Ha THUTYJIBHOM JIHCTE (B
ciiydae HeoOXOOWMOCTH — Ha JONONHHUTENHHOM JIMCTE) IIOA IIOCHEIHAM
HaWMEHOBaHKMEM OpPTaHW3AIUH YKa3bIBAIOTCA B CKOOKax BCe €€ IEpEUMEHOBAHUA B
HCTOpPUYECKOW  (XPOHONIOTMYECKOM)  IOCIEeNOBATENBHOCTHM  3a  IEPHOL,
COOTBETCTBYIOILUM KpaliHUM [aTaM eIMHML XpaHEH s, BKIIFOYCHHBIX B ONUCE.

B npenucioBUY K OTIMCH KPATKO H3NaraloTcs NeperMEHOBaHU OpTraHu3aluy
B HCTOPUYECKOH (XPOHONOTMYECKOH) IIOCIENOBATENIEHOCTH 32  IEPHUOJ,
COOTBETCTBYIOLIWH KpaHHUM [aTaM €AMHMI[ XpaHEHWs, BKIIOYEHHBIX B OIHCE.
[pemucnoBue NOANKCHIBAETCA COCTaBUTENEM C yKasaHWEM MOJDKHOCTH M [aThl
COCTaBJICHU.

K ommcu fen, JOKyMeHTOB BpemeHHOro (cBbime 10 jeT) XpaHeHwWs, NpH
He06XOUMOCTH TaKXe MOTYT COCTABIIATHCS OTVIaBIEHHUE, CIIACOK COKPALICHUH.

Omucu (rofoBEle pa3aens! onucei) ne, HOKYMEHTOB COCTaBIAIOTCA:

IIOCTOSSHHOI'O XpaHEHUSI — HE MEHEEC YEM B YeThIpEX JK3EMILIApax: TPH Ha
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OyMaXHOM HOCHTENle W OIMH — B 3JIEKTpOHHOM BuAe (B KauecTBe pabouero
IK3EMILIIpA);

BpeMeHHOTO (cBbite 10 jieT) XpaHeHus — HE MEHee YeM B IBYX 3K3EMIULIpaX;

JOKyMEHTOB II0 JIMYHOMY COCTaBy OpraHH3alMidi — HMCTOYHHKOB
KOMIUIEKTOBaHUS [OCYIapCTBEHHBIX (MyHHUIUIIATBHBIX) apXUBOB — HE MEHEE YEM B
JeThIpeX IK3EMIUIApax: TPH Ha OyMaXXHOM HOCUTENE, ONUH — B SJIEKTPOHHOM BHJIE
(B xauecTBe paboUero 3K3EMILLIPA);

JOKYMEHTOB IO JIMYHOMY COCTaBy OpraHM3al{H, HE SBIAIOLIMXCH
VICTOYHHMKaM¥ KOMIUIEKTOBAHHUS IOCYIapCTBEHHBIX (MyBUIMIANBHEIX) APXUBOB, —
HE MEHEe YeM B TPeX JK3eMILIIpax.

Onucu (rooBbIe pa3mesibl ONKcel) fell, JOKYMEHTOB BpeMEHHOTo (cBplme 10
ner) xpaneHus. cornacoseiBarorcs ¢ [IOK (OK) opraduzamuu, IIOCIE Uero
YTBEPXKAAIOTCA PYKOBOIUTEIIEM OpraHU3allly.

Ha paccmotpenne JIIK npeacTaBisioTcs, He MeHee 4eM 4epes 3 roga Iocle
3aBeplICHUS NENONPOU3BOACTBOM JIell, BKIIFOUEHHEIX B pasfell:

onwucH (roOBEIE pa3/Iesbl ONUCER) Ael, JOKYMEHTOB IIOCTOSHHOIO XpaHeH!s
IUISL yTBEPXKIEHHUS;

onvcyu (TrofoBEIe pasmelibl OMMCeH) Hell, JOKYMEHTOB I10 JIMYHOMY COCTaBy
IUISL COTTIACOBAHMA .

ITocne yrBepXkaeHws (CoriacoBanms) omuced (roNOBBIX Pa3JieNoB OIKCeH)
OlIIK oHHM yTBEPXAAIOTCS PYKOBOLUTENEM OpPraHMU3alliH.

B rocynapcTBeHHBIH (MyHUIMIIATILHBIN) aDXUB IEPENAIOTCS TPU SK3EMILIIpa
OIIMCH [eJI IIOCTOSHHOIO XpaHEHWs, OAMH JK3EMIUIAD ONHMCH HeNl II0 JIUYHOMY
COCTaBy, yTBEpXKAeHHAIX (cornacoBanHblx) J1IK, a Takxke 1o 0JHOMY 3K3EMILIIPY
KaXKI0¥ OITUCH B 3JIEKTPOHHOM (hopme (B kadecTBe pabodero SK3eMILIApa).

OnuH 5K3eMIUIIp ONMMCH HeN IOCTOSHHOTO XpaHEHHWs W [IBa JK3eMIUIIpa
OTIUCH [1€JI 110 IMYHOMY COCTaBY OCTaIOTCS B OpraHM3alliy.

Brecenvie W3MeHEHUH B TONOBOH pa3fesl ONUCH Hell, JOKYMEHTOB IIOCJIe ero

5 Onucu AeJl, DOKYMEHTOB MO JIMYHOMY COCTaBy COIacOBbIBAlOTCA COOTBETCTBYIOLIMM rocynapCTBEHHbLIM
(MYHPII.IHfIaJ'leb[M) apX¥BOM COINacHO NpeaoCTaBfeHHbIM EMY [TOJTHOMOYUAM.
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yTBepXaeHus (cornacopanus) OIIK fomyckaercs TONBKO Ha OCHOBAHMHM
cooTBeTCTBRYyMOLEero pemenuns JITK.

5.6. Mcropudeckas crpaBka K QOHIY COCTOUT U3 TPeX Pa3feNioB: UCTOPHS
poHmooOpa3oBaTens, OTpaXalollas HCTOPHUIO OpraHH3allMd CO CCHUIKAMH Ha
COOTBETCTBYIOIME 3aKOHONATENbHbIE U HOPMATUBHBIE aKThl (HaTHl 00pa3oBaHus,
NIEpeVMEHOBaHHUS, peopraHu3aluH, JTUKBUIALIUY, BEJOMCTBEHHYIO
IIPMHAIJIEXXHOCTD, CTPYKTYPY X QYHKIINY, UX N3MEHEHNUS, Ha3BaHKe OpraHu3alky ~
IIPENIIECTBEHHNKA), UCTOPUS QoHa (00beM, KpaliHye 1aThl JOKyMEHTOB, CTEIICHb
X COXPaHHOCTH, JaThl Iepeayd HOKYMEHTOB Ha IIOCTOSHHOE XpaHEHue) U
XapaKTepUCTHKa JOKYMEHTOB QoHIa (pa3sHOBUIHOCTH JOKYMEHTOB, OCOOEHHOCTH
GopMUpOBaHYs €OWHHUI] XPaHEHUS ¥ MX CHCTEMAaTH3alluy, Haludue NOKyMEHTOB,
BBIXOJSIIMX 32 XPOHOJIOTHYECKHE IPaHULBl NEeSTeNbHOCTH (GOoHRooOpa3oBaTens,
COCTaB CIIPaBOYHOTO annapara K GOHIY, MECTO XPaHEHUS JOKYMEHTOB 110 TUIHOMY
COCTaBY).

Hcropudeckas cripaBka K QOHIY COCTABNSAETCS B ABYX K3eMIULIpax, OJUH —
XpaHMTCA B [Hene (GoOHAa, BTOpPOM — IepenaeTcs B TIOCYLapCTBEHHBIN
(MyHUIUIIATBHBIN) apXHUB.

577. OcsvoBHEIMEH (opMamMH HCIIONB30BaHMS JOKYMEHTOB  apxuBa
OpraHU3alUH ABISIOTCS:

nHopmalmorHoe obecriedyenye pabOTHUKOB OpraHU3aluY;

UCIIOJIHEHUE 3allpOCOB IIONB30BATeNe}, B TOM YUCJE 3aIIPOCOB IPaXKaaH
COLIMAJILHO-TIPABOBOI0 XapaKTepa;

BBIlaya IOKYMEHTOB ¥ JeN BO BPEMEHHOE IIOJIb30BaHUE, IIPENOCTaBIICHUE
KOITMH apXWBHEIX JOKYMEHTOB IIO 3alipocam II0NIk30BaTeNel, B TOM YHhCiIe B popMe
3JIEKTPOHHBIX JOKYMEHTOB.

dopMaM¥ HCIIONB30BAHMSA LNOKYMEHTOB apxyBa OpPraHU3alWy SABISHOTCH
TaKXe:

MHOOPMUPOBAHNE CTOPOHHUX OpraHu3alliii O HalMY¥M W COJEpXKaHUH
HMEIOIIUXCS B apXUBE JOKYMEHTOB;

HUCTIOJIB30BaHKE JOKYMEHTOB B CPEACTBAX MacCOBOM KH@)OpMaHHH;
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KCIIONB30BaHKe JOKYMEHTOB IS [TOATOTOBKY KCTOPUKO-UHMOPMALMOHHBIX
MEepOIPUSITHH: BBICTABOK, SKCKypCUi, KOHPEPEHIUH,

BBIflada JOKYMEHTOB s paboThl B YHUTANBHOM (IPOCMOTPOBOM) 3alle
apx¥Ba,;

OpraHp3allis HOCTyNa PaOOTHWKOB OpraHu3allMy¥ K IOKYMEHTaM apxuBa
IIyTEM HCIIOJIE30BaHUA HH(OPMAIIMOHHO-TEIEKOMMYHUKALMOHHON CETH.

5.8. ApxuB opraHy3aluy SOJKEH BECTH y4eT HCIONb30BaHus JOKYMEHTOB, B
TOM YHCIE BHIIaYM HOKYMEHTOB U [i€Jl, BEIIAYM apXMBHBIX CIIPABOK, BEINMCOK,
KOTIUH JOKYMEHTOB.

5.9. 3anpockl monBp30BaTENE, IOCTYNAOIIME B apXWB OPraHU3alVy,
TIOAPa3eNSIOTCSA Ha TEMATHYECKUE U COIMATBHO-TIpaBoBEIe ®.

5.10. ApxuB oprasu3alvy DOJDKEH pacCMaTPUBATH ¥ HMCIIONHATH 3aIIPOCH,
IIOCTYIMBIUKE B IUCEMEHHON dopMme.

3anpoc Mmoas30BaTeNs JOMDKEH CONEPXaTh CIIEIYIOLTYI0 HHPOPMAIIHIO:

HaMMEHOBaHUE IOPUIUYECKOro JIMIla — aBTopa 3ampoca ([ns rpaxipaH —
haMunuy, UIMEHH, OTIECTBA, IPY HAIMIHH TIOCTIEIHETO);

IIOYTOBBIH W/UNH 37IeKTPOHHBIN aJipec, IO KOTOPOMY JOJIXKEH OBITh JaH OTBET;

CBENEHHUA, WHTEPECYIOIMe I[IONB30BATENl M XPOHOJNOIMYECKUE pPaMKH
3alpalyBaeMoy HHopMalwuy;

bopMy moNydYeHHS TOJB30BaTeNeM WHpopMauuyu (MHQOPMAIMOHHOE
IIMCHMO, apXUBHAs CIIpaBKa, apXWBHAs BBIINMCKA, apXUBHAs KOIUA, TEMaTHYECKUH
nepeyeHsb, TeMaTUudecKui 0630p JOKYMEHTOB);

TUYHYIO IIOJAIKCEH aBTOpa 3aIpoca (rpaXkaasiHa UK JOIDKHOCTHOIO JIULA);

LaTy.

ITpm moCTyIUIEHMM B apX4B OpraHW3alliy WHTEpHET-oOpamenus (3arpoca)
TIONIB30BATENs C YKa3aHUEM a[peca JIEKTPOHHOM [OYTH! H/HIY II0YTOBOIO afipeca,
€My HallpaBIISeTCs YBEOOMIIEHHE O ipreMe 0OpameH s (3a1Ipoca) K paCCMOTPEHHMIO
VI MOTHBUPOBAHHEBINA OTKa3 B pACCMOTPEHHH.

Ha 3aIIpOCHI TEMATHYECKOr0 XapaKrepa, INOCTYIIMBIIMC B ApDXUB Oopranu3aluu

16 TToanyuxt 5.7.1 rynkTa 5.7 [Tpasun xpaHeHus.
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0 WHGOOPMalMOHHO-TEIEKOMMYHUKAIIMOHHON CETH, B TOM 4YHCIEe IO CETH
«VIHTEpHET», OTBET MOXET OBITH HANPaBJIEH B BUJIE 3JIEKTPOHHOTO COOOIIEHHS 0
yKa3aHHOMY aBTOPOM 3aIlpoca 3IEKTPOHHOMY alipecy.

3amIpoc JOJKEH OBITh 3aperdCTPUpOBaH B T€UeHME Tpex pabouux HHEH
MOMEHTA €T0 [IOCTYIUICHHU.

3ampoc, HE OTHOCAIIMMCS K COCTaBY XpaHAIIUXCS B OpTaHU3alWH
JOKYMEHTOB (Henpo(UIbHEIHA 3aIpoc), B TeYeHue 7 OHEH CO OHS perucTpanuu
3arpoca HalpaBNIsSeTCs B OpPraHM3aluio, A€ MOTYT XPaHUTHCS HEOOXOIUMBIE
JOKYMEHTHI C yBEZOMIIEHUEM 00 3TOM I10JIH30BATENS.

3ampoc, IOCTYNMBIUME B apXWB OpraHM3alldy, pacCMaTpUBAeTCs B
COOTBETCTBHM C TpeOOBaHMAMHU 3aKOHONATENBHBIX M HHBIX HOPMATHBHBIX
IIpaBOBBIX aKTOB II0 paboTe ¢ oOOpalleHWUSIMM TIpPaXIaH X NPeNOCTABIEHUIO
TOCYZapCTBEHHBIX (MYHHUIIUIIANBHEIX) YCIIYT.

OTBeT Ha NOCTYNMBIIWH B apXWB OpraHW3aLUY 3apOC NPENOCTABISIETCS B
teyeHde 30 pHedt co gHa ero peructparmu. C pa3spellieHHs pyKOBOACTBA
OpraHM3allid 3TOT CPOK MOXET OBITh IpOJyieH He Oonee uyeM Ha 30 nOHew, c
yBEOMJIEHHEM 00 5TOM 3asBUTEIS.

5.11. OTBeTH! Ha 3ampOCH! IIOJIB30BATENEH, B TOM YHCIIEe OTBETHl Ha 3alIpOCHl
COIMANBHO-TIPaBOBOTO XapakTepa, oGopMisitorcs B GopMe apXWBHOH CIIPaBKY,
apXWBHOM BBITUCKH WIM apXWBHOM KONWH, O(OPMIEHHBIX M 3aBEPEHHBIX B
yCTaHOBIIEHHOM IIOPSIKE.

Ilpu oTCyTCTBMM IOKYMEHTOB, HEOOXONWMBIX JIS HKCIIONHEHHs 3alpoca
COLIMaTBHO-IIPABOBOI'0 XapakTepa, COCTABIAETCS OTBET Ha OIaHKe OpraHHW3allUH C
yKa3aHUeM OPUIHH KX OTCYTCTBHUA.

5.12. ApxuBHas cpaBKa HOAIMCHIBAETCS PYKOBOOUTENIEM OPraHU3alliy HITH
WHBIM YIIOJHOMOYEHHEIM WM [NOJDKHOCTHBIM JIMIOM M 3aBEpSeTcs IIeYaThIo
opraHuzanuy (npunoxenue Ne 29).

ApXWBHas ClpaBKa, 06beM KOTOPOH MpeBBIILaeT OUH JIMCT, HOJKHA OBITH,

IPOHYMEPOBAHA.
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B TekcTe apXUBHOM CIpaBK¥M B XPOHOIOTMYECKOH MOCIENOBATENHHOCTH
M3J1araroTes COOBITHS C YKa3aHUEM BUIOB UCIIONb30BaHHEIX JOKYMEHTOB, UX [T K
HOMepOB. B apxuBHO# cripaBKe HOITYyCKaeTCs HUTUPOBAaHUE TOKYMEHTOB.

Hecosnazneuue oTAeIbHBIX CBEJCHUM/ TaHHEIX JOKYMEHTOB CO CBEACHUIMY,
U3JIOKEHHEIMIA B 3allpoce, He SIBISETCS NPENATCTBHMEM [UIs BKIFOUEHHS MX B
apXWBHYIO CIPABKYy, €CIIU COBIIAJICHNE BCEX OCTANBHBIX CBENCHHH HE BBI3BIBACT
COMHEHHH B TOXIECTBEHHOCTH JMIa WIX (aKTOB, O KOTOPHIX TOBOPUTCS B
IOOKYMEHTaXx.

B apxuBHO# cnpaBke HaHHBIE BOCIPOU3BOAATCS TaK, KAK OHU H3JIOXKEHb! B
JNOKyMEHTaX, a pacXOXX[IeHUs, HeCOBIaNeHHs U HETOYHLIE Ha3BaHuUs, OTCYTCTBHUE
HMEHH, 0TYECTBA, MHULMANOB WK HaJlMYUe TONBKO OIHOTO U3 HHX HOJXHEI OBITh
OroBOPEHBI B TEKCTE CIpaBkM B ckoOkax: «Tak B moxymeHnTe», «Tak B TekcTe
OpHUTHHAaIa.

CaezieHns, ¥MMEIOIIMECS B apX¥Be IO 3ampocy o paboTe u (unm) ydebe B
HECKOJIBKMX OpraHM3allisiX, Kacarouuecs ONHOrO JMLA, BKIIOYAKTCH B OHY
ApXUBHYIO CIIPaBKY.

Ilo TeKkcTy apxWBHOM CIpaBKM B KadeCTBe NpUMEUaHMM MOTYT OHITh
OrOBOpPEHB!  Hepa3OOpYMBO  HANMCaHHBIE, WCOPAaBIEHHBIE  aBTOPOM, He
TIONAFOIIMECS IIPOYTEHMIO BCIEACTBIE IIOBPEXIEHNA TEKCTa OpuruHana: «Tak B
TEKCTe OpUTHHAaNAY, «B TekcTe Hepa3bopuuBO».

B Texcre apxuBHO¥ CIpaBKy He NOIYCKarOTCA W3MEHEHHS, WUCIPaBIIEHHS,
CYMMHPOBaHHUE JAHHBIX, KOMMEHTApUH, COOCTBEHHBIE BBIBOJBI HUCIIONHUTENS I10
COZIEPKaHMIO TOKYMEHTOB, HA OCHOBAaHMHU KOTOPBIX COCTABJICHA apXUBHAs CIIpaBKa.
[Tom4MCTKH ¥ TIOMapKH B apXUBHAIX CIIpaBKax He JNOITyCKalOTCs.

B apXuBHOM CIIpaBKe JOJDKHEL OBITH IPUBEIEHA! apXUBHEIE AP U HOMEpa
JIUCTOB ENMHUI[ XpaHEHUS TOKYMEHTOB, HCIIOJIB30BABIUMXCS UL €€ COCTaBICHHS.

ITo 3ampocy [OJB30BaTeNEH apXWUBHEIE CIIPABKA MOTYT BBIAABATBCSA B
3NEKTPOHHOM (opMe Ha OIEKTPOHHOM HOCHTeNe JMbO NepechulaThes IIo

I/IHQ)OpMaHHOHHO~TeH€KOMM}’HHKaHHOHHBIM CETSIM. 9H€KTPOHHBIC apXVBHBIC
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CIIPaBKM 3aBEPSIOTCS 3NEKTPOHHON NOANUCHIO PYKOBOIUTENS OpraHU3alldH HIK
HHOTI'0 YIIOIIHOMOYEHHOIO UM [OJDKHOCTHOTO JIHIIA.

5.13. ApxvBHBIE BBIIACKM OQOPMILIIOTCS Ha ONaHKe opraHm3anuu (apXxuBa
opraHuzaii) ¢ oOO3HaueHWEM Ha3BaHUA BHOa HokyMmeHTa: «APXMBHAS
BBIITVICKA».

B apxuBHOM BBINNCKE Ha3BaHWE [OKYMEHTa, €ro HOMEp ¥ JaTa
BOCIIPOM3BOJATCS ITOJTHOCTBEO.

Brinucka NpOM3BOOMTCS TONBKO K3 JOKYMEHTa, B KOTOPOM COREPKUTCS
HECKOIIBKO OTHENBHEIX, HE CBSI3aHHBIX MeXIy co0oi BompocoB. Brimucka fomkHa
BOCIIPOM3BOJMTE IIOJIHEIM TEKCT YacTH JOKYMEHTa, OTHOCSIIENCS K 3a1Ipocy.

M3pneueHreM u©3 TeKCTa NOKYMEHTa MHOJDKHBI OBITH WMCYEpIIaHBl BCe
HMEIOIIMECs NaHHbIe 110 3ampocy. Havano 1 KoHen KaXXHoro W3BIEUYeHHs, a TaKkxKe
IPOITYyCKH OTAENBHBIX CIOB B TEKCTE JOKyMeHTa 0603Ha4yaroTCs MHOTOTOYHEM.

B apxuBHOE BBIIHCKE HOJDKHBI OBITH CHENAHBI COOTBETCTBYIOLIWE
[IpAMEYaHys U OrOBOPEHHl YaCTH TEKCTa OpUruHala, Hepa3bopuuBO HAIIMCAHHEIE,
HCIIpaBJI€HHbIE aBTOPOM, HE IOANAI0IIHecs IIPOYTEHUIO BCIEACTBHUE IIOBPEXICHIUS
TeKcTa Y ApyruM mpuyumHaMm. OTHenpHbIE CIIOBa Y BBIP&XKEHWS MOKYMEHTA,
BBI3BIBAIOIME COMHEHHUS B WX TOYHOCTH, & TaKXXe HCIPaBICHHS, NOTYHCTKY,
BBI3BIBAIOIIE COMHEHHE B WX JOCTOBEPHOCTH, OroBapuBaioTcs: «Taxk B
JOKyMeHTe», uma «B TexcTe HepasbopuuwBo», Wiy «Tak B TEKCTe OpHUIHHAay.
ITocne Texcra apxUBHOW BEIITMCKY YKa3bIBAIOTCS apXUBHBIN MKGp ¥ HOMEpa JIKCTOB
eIUHUUB] XpaHEHNs apXUBHOTO NOKYMEHTA.

ApxuBHas BBIIMCKA IOATUCHIBAETCA PYKOBOAUTENEM OpPTaHU3aLMU MU
MHBIM YIIONIHOMOYEHHBIM KM JOJDKHOCTHBIM JIMIIOM H 3aBEpseTcs IeYaThio
OpraHu3alyH.

[lo 3anmpocy nonp30oBaTenel apXuBHbBIE BBITACKY BBIOAIOTCSA B 3JIEKTPOHHOM
dopMe Ha BIEKTPOHHOM HOCHTeje TUOO MEepechUIaloTCs N0 HHPOPMAIMOHHO-
TEJIEKOMMYHUKAIIHOHHEIM CETSM. DNEKTPOHHBIE apXWBHBIE BBEUIMCKH 3aBEPSAIOTCA
SNMEKTPOHHOM  IIOANHUCBIO  pPYKOBOOMTENS  OpraHW3alldd  MJIH  HMHOIO

YHIOJIHOMOYEHHOT'O UM OOJIKHOCTHOI'O JIMLA.
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5.14. Ha apxuBHBIX KOIMIX, BKJIOYas apxXWBHbIE KONWU Ha OyMaKHOM
HOCUTENIE 3NEKTPOHHBIX NOKYMEHTOB, apXMBHBIE WIMQPE NPOCTABISIOTCA Ha
060pOoTe KaXXIOTO JINCTa apXUBHOH KOMHKH, a 3aBepUTENbHas HafKCh ¥ IIe4aTh — Ha
000pOTE IOCNEeIHEro JIUCTa KOTIHH.

Ilo 3ampocy monp3oBareneil 3NEKTPOHHBIE KOIMU apXUBHBIX IOKYMEHTOB
BBIAIOTCA B JJIEKTPOHHOM Qopme IubO IepechialoTcs 10 HHGOPMAIMOHHO-
TENEKOMMYHHUKAIIMOHHBIM CETAM. OJIEKTPOHHBIE KOIHMM apXWBHBIX [OKYMEHTOB
3aBEpPAIOTCA 3NIEKTPOHHOM IOAMKCHI0 PYKOBOAWTENS OpraHW3alyyd UM KHOTO
YIIOTHOMOYEHHOI'0 UM JOJDKHOCTHOTO JIUIIA.

5.15. IlogroTroBnenHsle apXWBOM OpraHM3alMK OTBETHl Ha 3aTPOCH
(apx¥BHBIE CIIpaBKH, ApXWBHBIE BBIMUCKA ¥ ApXUBHBIE KOIMH) HANPABISIOTCS
3aBUTEIIM C COIIPOBOAMUTEIBHEIM IIMCHMOM IIO ITOYTE MIIM BBIIAIOTCS: 3asBUTENIO
— IIp¥ NpPeNbABICHUM JOKYMEHTa, YIOCTOBEPSIOLIEro JWYHOCTh, €ro
[IPEACTaBUTENAM — [IPY IPEABABICHUH JOKYMEHTa, YAOCTOBEPSIOIET0 TMIHOCTD U
JOBEPEHHOCTH, OQOPMIIEHHON B YCTAHOBJIEHHOM TIOPSIKE.

5.16. ApxuBHBIE CIOpaBKH, ApXUBHBIE BBIIMCKA U apXWBHBIE KOIWH,
HanpaB/iseMble B TOCYRapCTBa - ydacTHUKY KoHBeHIuY, oTMeHsomeR TpeboBanue
Neranu3alyy THOCTPAHHEIX OQULMANbHBIX JOKYMEHTOB, IOANUcaHHON B ["aare 5
oKTA0ps 1961 r., 3aBepsArOTCS MPOCTABIEHHEM K 3allONHEHHEM CIIEUHANBHOTO
[iTamiia — amocTWIS B COOTBETCTBUH C 3aKOHOAATENbCTBOM Poccuiickol
Denepauny.

5.17. JomyckaeTcs U3bATUE U3 apXUBHBIX [ ¥ BEIAaya BIaACIbLAM UK UX
POICTBEHHMKaM, B CJIydae HX IIMCEMEHHOrO OOpallleHHs, NOANMUHHBIX JIUYHBIX
JOKYMEHTOB O IPa)KIaHCKOM COCTOSHHY, 06 00pa30BaHMH, TPYOBBIX KHIXEK, He
IIOJ[y4YEHHBIX B CBOE BpeMs BNaJelblieM JOKYMEHTOB.

llopnuuHele NWYHBIE AOKYMEHTHI BBIJAIOTCS 3asdBUTEIIM C paspelleHus
PYKOBOJUTEIS OpraHu3auy MO0 IPeAbABICHUY NTaclOpTa MIIM MHOTO [OKYMEHTA,
YIOCTOBEPAIOMIEro JIMYHOCTh, JIUOO KX pPONCTBEHHMKAM MIJIM MHBIM JIMIAM 10
JIOBEPEHHOCTH, 0(OPMIIEHHOH B YCTaHOBIEHHOM 3aKOHOAATEIBCTBOM Poccuiickon

Oenepauuu nopsake. IToTMHERIE THYHbIE TOKYMEHTH! MOTYT OBITH HaIlpaBIIeHSHI
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3asIBUTEIIO LIEHHBIM [TUCBMOM.

C u3BIMaeMbIX JOKYMEHTOR B apXKBE OpraHU3alliy H3IOTaBIMBAIOTCS KOIHUH,
KOTOpBIE NPHOOIaroTes K fAenaM. M3baTre JOKyMEHTOB, a TakKe 3aMeHa Ha KOIHK
OTpaXkaloTCsi BO BHYTPEHHUX ONUCIX [ell, B IUCTax-3aBepUTEIIIX €T, B OUCIX JEN,
JOKYMEHTOB.

V3psaTHe 1 BO3BpalleHHe JOKYMEHTOB OQOPMISIOTCS akTaMy 00 U3BATHH K3
nen (BO3BpallleHHM) yKa3aHHBEIX HOKYMEHTOB. AKTH U ApYrue NOKYMEHTHI, Ha
OCHOBaHMM KOTOPHIX IIPOM3BENEHO U3bATUE (BO3BpalleHHE) AapXWBHBIX
IOKYMEHTOB, BKIIOYaIOTCA B €0 QOHMA.

5.18. KonupoBaHue M[OKYMEHTOB apxuBa OpraHW3alliyd II0 3asBKam
TI0JIb30BATENIEH IPOU3BOAUTCS 10 Pa3peLICHUI0 PYKOBOAUTENs OpraHM3aluy UK
MHOI0O YIIOJIHOMOYEHHOI0 MM JOJDKHOCTHOTO JIHULA.

Konuu noxyMeHTOB IepechlIaloTCs B a/ipec TOX OpraHM3allXH, IO 3aIlpocy
KOTOPO# OHY M3rOTOBIIEHE!, UIX BRIJAIOTCA IIOIB30BATENIO IO POCIIKCh.

5.19. B uemsx co3gaHus ycnoBuM Jui  paboOTEl  TIONB30BaTeNeR
HENOCPENCTBEHHO B apXuBe OpraHu3allud MOXET BBIAEIATHCA IIOMEIleHHe
(4MTamBHBIM, IPOCMOTPOBEIM 3al) IUI1 O3HAKOMIIEHHS C JOKYMEHTaMH apXuBa,
000pyZnOBaHHOE COOTBETCTBYIOIIUMH TEXHUYECKVMH CPENCTBaMHU i paboThHl C
LOKyMEHTaMHU.

Ilpm otcyTcTBUM B apxyBe OpraHM3aliiy CIELHABHO BBIAEIEHHOIO
IoMeIlleHus  paboTa  ToJgB30BaTeNe ¢ JOKyMEHTaMH  IPOM3BOIMTCA
HENIOCPEACTBEHHO B pabounmx KOMHaTax apxuBa. JIOKyMEHTH O paboThl
[I0JI30BaTENIM BHE IIOMENIEHUS apXyBa OpraHu3aliy BEIIaBaTh 3alpeliaeTcs.

Paspemenne Ha paboTy B NOMEIEHMM apxuBa OpraHvs3alvy JaeT
PYKOBOJIUTENH apX¥Ba OpraHu3aiivi (JINI0, OTBETCTBEHHOE 3a apXHUB).

5.20. Ortka3 apxvBa OpraHH3alld¥ B BHA4e AaPXUBHEIX [IOKYMEHTOB
DOIyCKaeTcs B CIydasx:

Hanu4aus QOHJa N0JIb30BaHUS;

HEYOOBJIETBOPUTEIBHOTO @HBH‘IGCKOI‘O COCTOSAHHA JOKYMECHTOB;



51

He IPOMIEIIX HAYYHOTO OMUCAHUS U TEXHIYECKOTO 0 OpMIICHUS
JIOKYMEHTOB, [0 3aBepIICHUS 3TUX paboT;

OrpaHMYEHMH HA WCIIOJB30BaHKE, YCTAHOBIEHHBEIX 3aKOHOHATENbCTBOM
Poccuiickoit ®epepanun win GoHI000pa3zoBaTeNeM IpH Iepefaye TOKyMEHTOB Ha
XpaHeHUe.

OTka3 apxuBa OPraHW3alliy B IIPENOCTaBICHUY TOKYMEHTOB JOIIXKEH OBITh
BBIIAH B IMHCHMEHHON (OpMe U COIepXaTh IIPUYMHBI OTKa3a, a TakKe MOPSIoK

00>anoBaHus 0TKa3a.

VI ITEPEJAYA JOKYMEHTOB OPTAHMIALIMIM HA XPAHEHME
B I'OCY IAPCTBEHHbBIN (MYHULIATIAJIbHBIN) APXVB

6.1. JHoxymentsl ApxuBHoro ¢onpa Poccuiickoii  ®Depepauuy,
ofbpazoBaBImmecs B  OpraHu3alMgx —  MCTOYHHKAX  KOMILIEKTOBAHMSA
rOCy[apCTBEHHBIX (MYHUUMIANBHBIX) apXWBOB, II0 MCTEYEHHH CPOKOB MX
BPEMEHHOTO XpaHEHWs B apxuBe OpraHW3al¥M IEPENaloTCs Ha IIOCTOSHHOE
XpaHeHue B COOTBETCTBYIOLIMH FOCYIapCTBEHHBIH (MyHUIAIIANBHEIA) apXUB.

6.2. Joxymentel ApxuBnoro ¢onga Poccumiickon — ®enepaiyy,
00pa3oBaBIIKEeCs B OEATENBHOCTH TIOCYLapCTBEHHBIX M HEroCydapCTBEHHEIX
OpraHM3alLuH, He SBISIOIIUXCA UCTOYHUKAMK KOMIIIEKTOBAHUA IOCYAapPCTBEHHEIX
(MyHUITMIATBHEIX) ApXWBOB, MOIYT IIEpenaBaTbCs B  TOCYOapCTBEHHbIE
(MyHMIIMIIANBHEIE) apXWBbl Ha OCHOBAHWU [OIOBOPOB C COOCTBEHHMKAMH WIH
BIaIeNbIIaMU JOKYMEHTOB.

6.3. JlokyMeHTBl epeNaloTca Ha IMOCTOSHHOE XpaHEHUe B YIOPAHAOYEHHOM
COCTOSHHMHU C COOTBETCTBYIOIIMM Hay4YHO-CIIPaBOYHEIM aIlllapaToM.

6.4. B opramEmzanusax — HCTOYHMKAX KOMIUIEKTOBAaHUs TOCYNapCTBEHHEBIX
(MYHHUITANATBHEIX) aPXWBOB Bce pabOTEl, CBS3aHHBEIE C OTOOPOM, IOATOTOBKOHA H
nepenadel [OOKYMEHTOB Ha IIOCTOSHHOE XpaHeHHe, B TOM HHUCIE C HX
VIOPSJOYEHHEM W TPAHCIOPTUPOBKOH, BBINONHSAIOTCA 33 CYET CPENCTB

opraHu3aluH, epearolkX JOKYMEHTHL.
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6.5. JlocpouHas mepenada NOKYMEHTOB Ha MOCTOSHHOE XPaHEHHME MOXXET
OLITH OCYIUECTBIEHA NPYU OTCYTCTBUM HEOOXOMMMBIX YCIOBHN A7 obecredyeHus
COXPaHHOCTH TOKyMeHToB ApxuBHOro dponna Poccuiickon Penepann, py yrpose
yTpaThl (YHUUTOXKEHHS) MOOKYMEHTOB, & TakKe IO IIpOochOe OpraHu3alldd Ha
OCHOBAHHY JOTOBOPA C FOCYNaPCTBEHHEIM (MYHULUIANBEHBIM) apXHUBOM.

[MponyieHne CpPOKOB XpaHEHHS [JOKYMEHTOB B apxMBe OpraHM3alyu
JIOITyCKaeTCs o ITMCEMEHHOMY pas3peIeHUIO r'OCYapCTBEHHOIO
(MyHUUMITATEHOTO)  apx¥Ba B Cclydae HEOOXOOWMOCTH  IPaKTHYEeCKOro
HCIIONB30BaHHUS JOKYMEHTOB OpraHu3aliel.

6.6. Tlepemaya OOKYMEHTOB IIOCTOSHHOTO XPaHEHHS B IOCYIapCTBEHHBIA
(MyHUIUNIANBHEIA) apXWB OCYIIECTBISETCS B COOTBETCTBMM C  IUIAHOM,
YTBEPXIEHHEIM PYKOBOIUTEIEM COOTBETCTBYIOIIEIO apXWBa MO COIVIACOBAHWIO ¢
nepefarollel [ena opranu3ayed.

6.7. JIoKyMEHTHI NEPearoTCs B rOCYIapCTBEHHBIN (MyHUITUITATBHEIN) apXuB
IIO OIIMCSAM [IeJl, JOKYMEHTOB [IOCTOSHHOIO Cpoka XpaHeHus, yTepxaeHHbIM OIIK.

Ilepen nepemaveit HOKYMEHTOB Ha IIOCTOSHHOE XpaHEHUE COBMECTHO C
IpencTaBUTeNeM TOCYLapCTBEHHOro (MyHHIMIANBHOIO) apXuBa IIPOBOAUTICH
IIpOBEpKa IIPaBUIILHOCTH OIMCaHus ¥ 0QOpMIEHMA e, QU3NIECKOr0 ¥ CAHUTApHO-
THTAEHWYECKOI'0  COCTOSIHMA  JOKYMEHTOB. Ilpu oOHapyXeHHH [Ie(eKTOB
COCTaBJISETCA aKT, yCTpaHeHHe OOHApYXEHHBIX Ne(eKTOB IPOBOJHUTCS CHIIAMH
OpraHu3allUy.

[lepenaua mien MpPOBOAWTCSA B TOCYAAPCTBEHHOM (MyHMIMIIANEHOM) apXuBe
noemmHWYHO. Ha Bcex deThlpex OSK3eMIUIApax ONMCed Jell, OOKYMEHTOB
IIPOCTABJIIOTCS OTMETKY O IpHeMe [ell.

[Ipu nepBoii nepenaye TOKYMEHTOB B TOCYAapCTBEHHBIH (MyHUIUIIATBHEIH)
apX¥B IIepeacTCs HCTOpHYecKas cripaBKa K poH.y. IIpu nocieayomumx nepepayax
JOKYMEHTOB TepefaeTcs JOIOMHEHNe K HCTOPHYECKOH CIIpaBKe.

6.8. Tlepemaya MOOKYMEHTOB OQOpPMIISETCS aKTOM TpreMa-liepenadn
NOKyMEHTOB Ha Xxpauenue (mpmiuoxenue Ne 30), cocraBuseMbIM B JBYX

sk3emiuiapax. OfUH SK3EMIULIP OCTAETCS B OCYLapCTBEHHOM (MyHHIUIAIBHOM)
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apxwBe, OpPYrod — B Ilepefaloliedl oOpraHuzallud. BmecTe C [JOKyMEHTaMu
nepenaeTcs TpU SK3EMIUIIpa ONMCU Aell, HOKYMEHTOB, B TOM YHWCJiE OOUH B
3NIEKTPOHHOM BUJE.

Ecnm npu nepenage o0HapyXeHO pacXoXXOeHHe MEXIy WTOTOBOM 3alUChIO
ONMCH feJl, JOKYMEHTOB U (akTHYECKUM HaNUIUeM [epeNaBaeMbIX [ieJl, B OIIHUCH
IieJ1, JOKyMEHTOB O0(OopMIIIeTCs HOBas WTOrOBas 3alliCh, B KOTOPOH yKa3bIBAIOTCS
daKTHYeCKOe HalmWddMe Jel ¥ HoMepa OTCYTCTByromux gneil. Howmepa
OTCYTCTBYIOIUX €T QUKCUPYIOTCS B aKTe IIpreMa-Iepefady Aeil Ha IIOCTOSHHOE
XpaHEeHUe, IPUYKHEL OTCYTCTBUS €] — B [IPUIAraeMoy K akTy Npuema-Iepenadn
CIIpaBKe, [IOATOTOBIIEHHON OpraHu3alueH.

ADXHUB OpraHu3allvy IPUHUMAET MEPEI IO PO3BICKY Aen. Ha oTCcyTCTBYIONIHE
JOKYMEHTHl ¥ Jena, Mephl II0 PpO3BICKY KOTOPHIX HE MHald pe3yJbTaToB,
cocraBigercs akT o0 yTpaTe HokymeHTOB (mpunoxenue Ne 6). YTpaueHHEBIE

TIOLJIMHHHUKHA JOKYMEHTOB MOI'YT OBITE 32aMEHEHE] HX KOIKMAMH.

VIL ITEPEJAYA JOKYMEHTOB ITPY1 PEOPT AHM3AITHMM IV
JIMKB ALV OPT AHM3 ALY, CMEHE PYKOBOJIMUTEJUI APXVIBA
OPI"AHM3 AT

7.1. Ilpm peopraHuzanuy WIM JIUKBHAALMM OpraHM3allyyd Iiepefada H
JaJIbHEHIIee UCIIONh30BaHNue HOKYMEHTOB PEOpraHU3yeMOH MM JIMKBHAUPYEMOH
OpTaHMU3aIUX OCYIIECTBIETCS B COOTBETCTBUM C 3aKOHOAATENHCTBOM PoccuiickoH
Qenepanum.

Ilepemaga [OKYMEHTOB IUKBHAMPYEMOW OpraHu3allM¥ BXOIHT B
0053aHHOCTH KOMHUCCHH, 00pa30BaHHON I Iepejadnl AeNl ¥ UMYILeCTBa.

Ilpu nuxBEOAUWM  OpraHW3alliyi — MCTOYHUKOB  KOMILIEKTOBaHHUS
TOCyIapCTBEHHBIX (MyHHLUIANIBHEIX) apXWBOB, B COCTaB JIMKBUIAUMOHHON
KOMHCCHH BKJIIOYAETCA IPEACTABUTENF TOCYIapCTBEHHOr0 (MyHHUIHMIIAIBHOTO)
apxuBa.

7.2. Tlpu cMeHe pyKOBOAUTENS apXyBa OpraHu3aluH (JIMLa, OTBETCTBEHHOIO
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32 apXUB OpTaHU3alNK) IPHEM-TIEpeiada JOKYMEHTOB apX¥Ba, yUeTHOTO i HayqHO-

CIIPaBOYHOI0 amnmnapara K HUM OCYIIECTBIIACTCA II0 aKTy.
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Mpunoxexue Ne 1
k. 2.37 Mpasun

HanmeHoBaHue opranusaLnm

KAPTOYKA NOCTENNAXHOIO
TONOINPA®UNYECKOIO YKA3SATENA *
CTENNAX Ne XPAHUINNLIE Ne
Ea. xp. ¢ Ne
lWkac Ne | Tonka Ne | doHa Ne | Onuce Ne Mpumeydanne
no Ne
1 2 3 4 5 6

dopmaT AB (148 x 105 mm)

* KapTouku mNOCTeNNaxHOro TOMOTPadMHYECKOro yKasaTeNs COCTABASIOTCS HAa KAKABLA CTEMI®K H
MPUKPEIUIAIOTCA Ha TOPLIEBOH CTOPOHE CTE/IaxA.
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MNpunoxexnve Ne 2
kn. 2.37 Npasun

HaumeHoBaHVe opraHysaumn

KAPTOYKA NO®OHAOOBOIO
TONONrPAGUYECKOIO YKA3ATENA *

SOH[O Ne XPAHWITULUE Ne

HaseaHune cdoHaa

Onuck | Egf. xp. ¢ Ne
Ne no Ne
1 2 3 4 5 6

Crennax Ne Llikadp Ne Monka Ne lMpumeyarue

®opmat A4 (210 x 297 mm)

* Kaprouku nodoHROBOro TOMOrpaduuecKoro ykasaTens COCTABAAIOTCA HAa KaXAbIH (oHA M

pacrnoJjiaratoTcs B NIOpsAKe HOMEpPOB CbOHIIOB.



HavmeHoBaHme opraHusalnm
AKT

Ne

NPOBEPKN HAMUYNSA U COCTOSHIAS
apXVBHbBIX JOKYMEHTOB

PoHg Ne

HassaHnue doHaa

Mpunoxenne Ne 3
kn. 2.43 lNpasun

YTBEPXOAIO

PykoBoguTenb opraHnsaLmm

Howmepa onuceit

1. Yucnures no onucsam aen

2. BuifiBrneHb! TeXHUYECKNE OLIUOKY:
2.1. imetoTca nuTepHbie Homepa:

B UTOroBOW 3anucu

2.2. TlponyujeHo HoMepos:

B UTOTOBOW 3anncu

2.3. [ipyrue, B pesynbTaTte 4ero obbem
yBENUYunCcs Ha

yMeHbLIUNCA Ha

3. Yucnutes no onucam B pesynbTarte
YCTPaHEHUS TEXHUYECKUX OLNBOK

4, He okaszanock B HanuM4yuu

(BKNHOYEHHbLIX B ONUCH)

13 HUX Tpebyowmx:
a) aesnHeKrLmnu

6) pesnHceKLuu

Noanuck Paclundposka
noanucy
[ata
lMpoBepka nposogunack ¢ no
[MpoBepkoi ycTaHOBNEHO:
ea.xp,
(konuyecTso)
a) He yyTeHHble B UTOTOBOM 3anncu €A.Xp.
(konuyecTBo)
6) He nepeuncneHHble, HO yYTeHHbIe
en.xp.
(konuyecTeo)
a) He YYTeHHbIX B UTOTOBOM 3anyicu €n.xp.
(konunyecTBO)
©) He nepeuncneHHbIX, HO YYTEHHbIX
en.xp.
(konvuecTBo)
en.xp.
(konuyecTBO)
ea.xp.
(konuyecTBo)
eqn.xp.
(konn4yecTeo)
en.xp.
(konnuyecTso)
5. iMeeTcs B HanuuuM no gaHHoMy hoHay
en.xp.
(konuyecTBO)
en.xp.
(xonuyecTBO)
en.xp.
(konunuecTBO)
en.xp.

B) pecTaBpauuu

(xonu4ecTBo)
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MpoaorkeHrne npunoxennst Ne 3
kn. 2.43 MNpasun

r) nepenneTa unn noaLmvBkn €4.Xp.
(konuyecTBO)

[1) BOCCTaHOBIIEHUS! 3aTyXaloLLNX TEKCTOB en.xp.
(konuyecTBO)

€) HeucnpasyuMo NOBPEXOEHHbBIX eq.xp.
(konuyecTBo)

6. MimeeTcAa He BKNIOYEHHLIX B ONNCH en.xp.
(konn4yecTBo)

7. Vitoro no nanHomy ¢roHAayY (BKIMIOUYEHHbIX ¥ He BKITHOUEHHBIX B ONUCHK),

UMEIoLWNXCs B Hann4um en.xp.

(konnuecTBo)

8. XapakTepucT1Ka YCrOBMiA XpaHeHust

[MpoBepKy Npoussoaunu:
HauvmeHosaHue

LOIMKHOCTEN
paboTHWKOB Mognwck Pacluudposka nognucei

dopmat A4 (210x297)



HavmeHoBaHue opraHusayum
AKT

Ne

0 TEXHUYECKMX oLnbKax B
YYETHbBIX AOKYMEHTaX

doHp Ne

HasBanue coHga

59

Mpunoxenne Ne 4
K nn. 2.43, 3.15 MNpasun

YTBEPXIAKO
PykoBoauTens opraHusaumn

[Mognwnck Paciundposka
nognucun

[ata

B xoge BbinonHexHus

oBHapyXeHbl TEXHUYECKIE

oLNBKY B 3anncsx

HassaHue gokymeHTa

CyljecTBytoLLas 3anvchb

Cnepyet 3anucatb

1

2

3

B pesynbTaTe KONMUYECTBO e4MHL XpaHEHWS YBENNYMIOCH (YMEHbLLMITOCH)

Ha

el. xp.

(uncbpamu, nponucoio)

MpumevaHus:

HavmeHoBaHWe formKkHOCTU paboTHMKa

Mopgnucey

NameHeHus B YYeTHble OOKYMEHTbl BHECEHbI

HaumeHoBaHue [OMKHOCTH
paboTHuka apxusa

Mognuncob

Pacwwudposka nognncu

Paciundposka nognucm

dopmat A4 (210 x 297 mm)
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HaumeHoBaHve opraHnsauunn

Mpunoxenue Ne 5

k nn. 2.43, 3.15 lNpasun

AKT YTBEPX[JAHO
Ne Pykosogutent opraHusaumm
Mognuce PacLundposka

06 oBHapyKeHUW LOKYMEHTOB
(He oTHOCSLUMXCS K AaHHOMY

noznucu

doHAY, HeyUYTeHHbIX) Jata
B xone
(Bug pabotbl)
obHapyxxeHo
(B horae, XpanunuiLe, paboyem noMeLLeHnu)
Ne 3aronosok | LLudp (ecnn KpaiHne Konnyectso K kakomy ﬂpmmeqﬂ
n/n en. Xp. €CTb) aarbi nucToB hoHay HUs
(o6bem, M6) | oTHocuTcs

1 2 3 4 5 6 7

Wtoro obHapyxeHo [OKYMEHTOB

HavmeHoBaHue DOIMKHOCTU paboTHMKa

(Umdopamu 1 NponuchH)

/isameHeHNs BHeCEHbl B YYETHbIE [OKYMEHTbI.

HanmeHoBaHue fomkHoCTH
paboTHuka apxuBa

nognuciu

Mognuce Pacwudposka
rnognucu
MNoanunck Pacwundposka

dopmat A4 (210 x 297 mm)
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HaumeHoBaHue opraHusauuu
AKT

Ne

06 yTpaTe fOKYMEHTOB

doHa Ne

Mpunoxexue Ne 6
kK nn. 2.44, 3.15, 4.32, 6.8 lNpasun

YTBEPX[OAIO

PyKOBO,DMTGHb opraHunsauun

Moanuch

Hata

Pacluundposka
noanucu

(HasBaHue doHAa)

B pesynbtare

yCTaHOBIIEHO OTCYTCTBUE B doHge

nepeYucrieHHbIX HKe aen, npeanpuHATbie apXMBoM Mepbi MO PO3bICKY AesT NONOXUTENbHLIX
pes3ynbTaToB HE Aanu, B CBA3N C YeM CHUTaeM BOSMOXHbLIM CHATb C y4eTa:

Ne Onucb En. xp. 3aronosokK ef. Xp. Kpaithue Konuyectso | [lpeanonarae-
n/n Ne Ne AaThbl nucToB Mbi€ MPUYKHBI
(o6vem, M6) OTCYTCTBUS
1 2 3 4 5 6 7
Uroro ea. xp.

(umcbpamu 1 nponuckio)
CopfepxaHne yTpayeHHbIX JOKYMEHTOB MOXET ObiTh YaCTUUYHO BOCMOMHEHO CNeayoWmnmMm

en. xp.:

(Homepa ea. Xp. U UX rpynNoBbIe 3arofioBKK)

HanmeHoBaHWe A0rmKHOCTU
PYKOBOAMUTENA apxuBa
(nvua, OTBETCTBEHHOTO 3a apXuB)

Moanuce

COMACOBAHO*
MpoTokon 3K apxmBHOro yupexaeHus
oT Ne

A3MeHeHus B y4eTHbIe JOKYMEHTbLI apXnBa BHECEHbI.

HavuMeHoBaHWe JOIMKHOCTH

paboTHuka apxusa Mopnuch

* Ecny He 0GHapy>XeHBI [ieNa MOCTOSHHOTO XpaHeHHs .

PaciundgpoBka noanmcu

COIMACOBAHO

MpoTokon LI3K (3K) opraHuaauum

oT

Ne

PaclundpoBka noanucy

dopmat A4 (210 x 297 Mm)
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HanmeHoBaHue opraHusaunn

Mpunosxexune Ne 7

Kn. 2.47 Mpasun

KAPTA-BAMECTUTENb OENA
[eno

(Ne 1 HassaHue)
Onuce

(Ne 1 Ha3saHue)
doHA

(Ne 1 HasBaHue)

BbifaHo Bo BpeMeHHOE NoJib3oBaHne (YnTanbHbIA 3aiT):

Ne ®.UN.0. nonbaosaTtens [arta [aTa [Nopnuchk [Mopnucs
n/n Bblgayun BO3BpaTa BblAaBLIEro | nonyunstlero
aerno neno
1 2 3 4 5 6

dopmar A4 (210 x 297 mm)




MpunoxxeHue Ne 8
knn. 247,419, 4.21, 4.23 lNpasun

TINCT-3ABEPUTENDb OENA Ne
B pene rnogtunto W NnpoHyMepoBaHo nucToB
(undbpamu 1 nponucekio)

c Ne no Ne , B TOM 1ucne:
nuUTepHble HoMepa NNCToB :
nponyweHHble HoMepa JINCTOB
+ NNCTOB BHYTPEHHEN onmcu

OcobeHHOCTH U3N4ECKOro COCTOAHNS U HOPMUPOBaHNS Lena Homepa

1IUCTOB
1 2

HanmeHoBaHue AomkHoCTH
paboTHuKa Mognuch PaciumdpoBka noanvcu

Oara

dopmat A4 (210 x 297 mm)



HanmeHosaHve opraHnzsauun

64

Mpunoxenne Ne 9

NUCT UCNMONbL30OBAHWA BOKYMEHTOB

kn.2.47 Mpasun

®oHa Ne Onucb Ne [eno Ne
3aronosok gena
HaTta Komy BbigaHo: XapaKTep Ucrnons3osaHns Ne Moanuck nuua, 1
ucnonb- | hamunus, nHULManb (konuposaHue, BbINUCKH, NCMOMNb30BaH- | UCNONb30BaBLIEr0
30BaHUsA (pa3bopuneo) npocMoTp) HbIX INCTOB neno
1 2 3 4 5

Popmat Ad (210 x 297 Mm)



HavnmeHoBaHve opraHusauum

AKT

Ne

O Bbldaye gen Bo BpeMeHHoe nonb3oBaHue

OcHoBaHue

(HanmeHoBaHWe opranusaLmum,
€e ajpec, NOYTOBLIN UHAGKC)

65

Mpunoxenue Ne 10
K n. 2.46 lNpasun

[ns kakon uenu BbigatoTcs en. xp. ua oHaa Ne

(Ha3BaHue toHaa)

Ne | Onucb | Ea. xp. 3aronosok KpaitHie KonuuecTtso
n/n Ne Ne en. Xp. ATl nncros, hopmar Mpumeyarue
(06Bbem, M6)
1 2 3 4 5 5 7
Bcero BbijaeTcs e Xp.,

CpOK BO3BpaweHunnA

(uncppamm ¥ NPONUCHIO)

Hena Bbiaaxbl B ynopagovYeHHOM COCTOAHUN, NOALUNTLI, B obnoxkax, ¢ NPOHyMepoBaHHbIMU

nuctamMu n 3asepuTernbHbiIMU HaQNNCAMM.

Flonyanenb 06ﬂ3yeTCﬂ He npeaocTaBnATe Aena,

nony4vyeHHbie BO BpemMeHHoe

nonb3oBaHue, NMOCTOPOHHUM NWLAM, HE BblAaBaTb MO HWM KOMUMW, BLIMWCOK W CNpaBOK, He
nybnukoBaTb 4OKYMeEHTbI 63 pa3pelueHus opraHusaumm, BoigasLlei aena.

MonyyaTent 06s3yeTcs BEpHYTb 4ENa B apXUB OpraHu3aumn B yKasaHHbIA B aKTe CPOK.
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Mpopomxexune npunoxexus Ne 10
K n. 2.46 lNpasun

Monyuatens npeaynpexaeH o6 OTBETCTBEHHOCTM MO 3aKOHY B Criyyae yTpaTbl Win

nospexapeHuns nony4vYeHHbIX BO BpeMEeHHOEe NoNb3oBaHne Aen.

HaumeHoBaHWe [OMKHOCTY HaumeHoBaHne AOMKHOCTY

pYKOBOAWTENS OpraHusauum, pyKoBoAuTEns

BblJawLlLen gena opraHusauum-nonyyarens

Moanuck Pacwwndposka Mognvce PacwwudpoBka
noanucu rnoanucu

[arta Oata

MeyaTb opraHusaumn MevaTb opranusaumn

dopmaT A4 (210 x 297 mm)
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HaunmeHoBaHne opraHmnsaummn

CNMUCOK®POHAOOB

Tom Ne

Hauyat

OkoHuyeH

Mpunoxxexne Ne 12
k nn. 3.6, 3.15 lNpasun

dopmat A4 (210 x 297 mm)
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MpopomkeHue npunoxeHns Ne 12

k nn. 3.6, 3.15 lNpasun

Ne [ara nepsoro HassaHue OTmeTKa 0 BbiSbITUM hoHaa [MpumeyaHue
doHaa | nocTynneHns dorga Kyna Hata n Ne gokymeHTa,
LOKYMEHTOB BbIObIN Ha OCHOBaHWUN KOTOPOro
oHaa BbIObIN
1 2 3 4 5 6
Ha 01.01. rofia B CrCOK BKIMoYeHbl hoHAab! ¢ N rno Ne
13 cnucka NcknoYeHsl hoHabl ¢ Ne no Ne

Bcero XPaHWTCA B apxuBe

(umcppamu 1 Nponuchio)

(umndppamu 1 nponuckbo)

Homepa ceobogHbie:

Homepa BbibbiBLIVE (NepefaHHble):

HaumeHoBanue AOIDKHOCTU DGGOTHMKa
apxuea, CoCTaBuBLIEro rofosyto

NTOrOBYIO 3arnuch Moanwuck
HaunmeHoBaHue [OMKHOCTY
pykoBoaguTenst apxuea (nuua,

OTBETCTBEHHOMO 33 apXuB) Moanuck

[aTa

cofepxat ocobo LieHHble fena.

hOHAO0B, U3 HKX:

Pacwndgpposka nognucu

Pacluncposka nognucu

dopmaTt A4 (210 x 297 mm)




NNCT ®OHOA Ne
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Mpunoxexne Ne 13
knn. 3.6, 3.15 lNpasun

(MecToHaxoxaeHve dhoHaa (HanmeHoBaHne
opranusaumm, rae XxpaHures oHa)

(Oata nepsoro nocTynneHus

A0KYyMeHTOB (hoHAR)

KpaiiHne aatbl
KaxKzoro Hassanus oHga

Haseanue choHaa

1 2
1. Y4eT HeonucaHHbIX LOKYMEHTOB
Hanuuue
[ata HassaHue, Ne v pata [loctynnexue BbibbiTne (ocTaTok)
3anucu [OKYMEHTAa, M0 KOTOpOMY Konwuect- | Kpaiinve | Konuyect- | Kpaiihue Bcero aen
NOCTYNUAW UNn BO narsl BO natb!
BLIOLINY LOKYMEHTb! aen aen
1 2 3 4 5 6 7
2. YYeT onucaHHbiX 4OKYMEHTOB
BuibbiTne Hanuuue (ocratok)
] N B tom uucne no B Tom uucne:
=3 Q
g % ONnCAM, % NOCTOSIHHOrO XpaHeHUs no NUMHOMY
F I g a | 8 ® | yrBepxaeHHsM | o cocrasy
5 P=4 T . % g E [
Q 5 : 0 I g | @ SriK. 2 13 HUX 110 ONUCAM,
5 = x| = F of © s > ] 8 g
o les S8 é S| 81k @ o 5 2 yreepxaeHHsM INK | .
aQ = [ 1 T .
&8 s E EE|% 5 [om S (2 |3 ¢ 3|8
g ; ¥ 5 d g 4 N o
:E g é’ § g i yecT- Kpait- S A % 3 xonuue Kpa#Huve g g
I © o 3 K
§ X S = | soen. Kve ‘T 5 cTBO AaTbl 2 §
@ Q = 3
T g Xp aarsl ea. xp. §
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16

dopmat A4 (210x287 mm)




HavmeHoBaHWe opranmnsauumn

MpunoxeHve Ne 14

knn. 3.6, 5.5 Mpasun

YTBEPXAHRO

PyKOBOLWlTeﬂb opraHnsauny

PoHa Ne Moanues Paciuudbposka
noAnucu
OMNMUCb Ne [ata
4en NOCTOAHHOIO XpaHeHns
3a rog
Ne UHoexc 3aronoBok KpaiHue Konuvectso | lNMpumevyanne
n/n aena aena Aathbl nnucToB
1 2 3 4 5 8
| ] HasBanue st,qena ] |
B AaHHbI pasgen onucy BHECEHO 4aen,
(Undbpamu 1 nponncsIo)
c Ne no Ne , B TOM yucne:
NUTEpPHbIE Homepa:
nponyLeHHble Homepa:
HaumeHoBaHNe [OMKHOCTY
cocTaBuTens onucun [Toanuck Pacilundposka nognucu
HanmeHoBaHWe [OmMKHOCTY
pyKoBOAWUTENSA apxuBa (nuua,
OTBETCTBEHHOI0 32 apXxuB) Moanuce PaclwugpoBka nognvcu

COIMACOBAHO

MpoTokon LISK (3K) opranusavinm
oT Ne

YTBEPXAEHO

MpoTtokon 3K apxvuBHOro yupexaeHus
oT Ne

dopmaTt A4 (210 x 297 mm)




HaumeHoBaHne opraHusaLm

Mpunoxexne Ne 15
Kk nn. 3.6, 5.5 Mpasun

doHp Ne YTBEPXOAKO
ONUCDH Ne PykosofuTenb opraHusaumum
4en rno an4yHomy cocTaBy
Moanuck Pacwndgposka
3a rog noanueu
Hata
Ne | WMHAekc 3aronoBok KpaiHue aatbl Cpok Konuuectso | TNpumedarve
n/n aena gena XpaHeHus NNCTOB
1 2 3 4 5 6 7
B gaHHbin pasgen onucy BHECEHO aen,
(undpamm v NPONUCHIO)
¢ Ne no Ne , B TOM yucne:
nUTepHbIE HoMmepa:
nponyLeHHble Homepa:
HawmeHoBaHune QOIKHOCTH
COCTaBUTENSA OnncK Mognuck Pacwmdcposka noanucu
HaumeHoBaHne AOMKHOCTY
pykoBoguTEnNs apxuea (nvua,
OTBETCTBEHHOIO 32 apXus) [Moanuck Pacwudposka nognucu

COIMACOBAHO

MpoTokon LI3K (OK) opraHusaiium

oT Ne

COIMACOBAHO
MpoTokon 3K apx1MBHOro y4upexaeHus
oT Ne

dopmar A4 (210 x 297 mm)
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Mpunoxenue Ne 16
K nn. 3.6, 5.5 MNMpasun

HaumeHoBaHune opraHn3ayini

GdoHa Ne YTBEPXOAIO
ONUACHb Ne PykoBoguTenb opraHnsaumm
Aen BpemMeHHbIx (cBbiwe 10 neT)
CPOKOB XpaHeHus Moanuces Pacrumdposka
noanucK
3a ron Hata
Ne | WHpekc 3aronoBok KpaiiHue gatb! Cpok Konuuecteo | Mpumevarne
n/n gena nena XpaHeHus JINCTOB
1 2 3 4 5 6 7
B naHHbIR pazgen onnucy BHECEHO aen,
(umdbpamm 1 NponuUckIo)
c Ne no Ne , B TOM yncne:

nUTepHble Homepa:
nponytleHHble HoMepa:

HavmeHoBaHMe omKHOCTH
COCTaBWTESNSA Onucu Mognwcb Pacwundposka nognucu

HaumeHoBaHne [omKHOCTY
pykoBoguTeEns apxvea (nuua,
OTBETCTBEHHOrO 32 apXxvB) Mopnuck Pacluvcposka nognucu

COIMACOBAHO
MpoTokon LI3K (3K) opraxusaumm
oT Ne

dopmat Ad (210 x 297 mm)



HavmeHoBaHve opraHusauun

75

Mpunoxenne Ne 17
knn. 3.6, 4.19, 5.5 lNpasun

YTBEPXOAKO

PykoBoauTernb opraHnsaumm

donp Ne Mognnce Paciuundposka
rnoanmcu
OMNUCBL Ne [aTta
3NEKTPOHHBIX Aen, LOKYMEHTOB
NOCTOSHHOTO XpaHEHUs
3a rog
Ne Wrpeke 3aronoBok KpanHue Obbvem, M6 | MNpumeyanns
n/n nena jena haTbl
1 2 3 4 5 6
B AanHbI paspen onucn BHeCeHo aen,

¢ Ne

(undbpamun 1 nponuceio)

obvemom

rno Ne
(undbpamu v nponuckio)

M6.

HanmeHoBaHue AOCIMKHOCTU
COCTaBUTENSA OnNucu

HaumeHoBaHuWe [omMKHOCTY
pykoBOauUTENS apxvBa (nuua,
0TBETCTBEHHOr0 3a apXuB)

COMACOBAHO

MpoTokon LISK (3K) opranmsaiim
oT Ne

Moanuck Pacluudgposka nognucu
Mognucb Paclundgposka nognucu
YTBEPXOEHO

MNpoTokon 3MK apxuBHOro yypexaeHus
oT Ne

®opmat A4 (210 x 297 mm)
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Npopomxkerue npunoxexns Ne 17
knn. 3.6, 4.19, 5.5 lNMpasun

NMPUNOXEHWUE K OMUCU Ne

ArEKTPOHHbIX ferl, LOKYMEHTOB NOCTOSIHHOTO
XpaHeHus

33 ron

PeecTp JOKYMEHTOB (KOHTEHHEPOB 3MEKTPOHHLIX AOKYMEHTOR) 3NEKTPOHHOTO gena:*

Ne eq.xp. no onvicu WHpekc pena

3aronoBok gena

Hata Per. Ne
AOKyMeHTa | [oKymeHTa HaumeHoBaHue fokyMeHTa Obvem, M6 | TMpumevanus
1 2 3 4 5

HaumeHoBaHue AO0MKHOCTU
cocTasuTerns onucu [Moanwnck Pacu_mcbpoaxa nognucn

®opmat A4 (210 x 297 mm)

* CocTaBnseTcs Ha KaICAOE NIEKTPOHHOE A€ENIO0.



HanmeHoBaHWe opraHnsatinn

7

Mpunoxenne Ne 18
k nn. 3.6, 4.19, 5.5 Npaeun

YTBEPXOAIO

PykoBoAUTENb OprannsaLm

GoHg Ne Nopnuck Paciuncpposka
noanucu
OMNMUCL Ne Hata
3NEKTPOHHLIX Aer, AOKYMEHTOB BPEMEHHbIX
(cBbilwe 10 NeT) CPOKOB XpaHeHUs
3a rof
Ne | UHpekc 3aronosok KpaitHne Cpoxk O6bem, M6 | IMNpumeyarus
n/n aAena agena OaTthbl XpaHeHusa
1 2 3 4 5 6 7
B gaHHbIM paspen onvcy BHeceHo aen,
¢ Ne no Ne
(undbpamu 1 Nponuchbio) (uncbpamun 1 nponuceko)
o6bemMoM M6.
HavnmeHoBaHve fomkHocTH
cocraBuTensi onucu MNoanuck Paclwundgposka nognucu
HaumeHOBaHWe [OMmKHOCTH
pykoBoAUTens apxvea (nvua,
OTBETCTBEHHOI0 32 apXxvB) MNognuce Pacuindposka nognucu

COFNNACOBAHO

Mpotokon LISK (3K) opraHusaumm

oT

Ne

$opmat A4 (210 x 297 mm)
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Mponomkerve npunoxexns Ne 18
knn. 3.6, 4.19, 5.5 Npasun

NPUNOXXEHWE K OMUCH Ne
3NEKTPOHHbBIX AeN BPEMEHHbIX
(cBbilwe 10 fieT) CPOKOB XpaHeHNs
3a roa

PeecTp AOKYMEHTOB (KOHTEHHEPORB 3NEKTPOHHbIX JOKYMEHTOR) 3NEKTPOHHOIO Aena:*

Ne en.xp. no onucu VHpekc pena

3aronoBox gena

[aTa Per. Ne
OOKYMEHT | [OKyMeHTa HanmeHoBaHue fokymeHTa Obvem, M6 | lNprumeyaHus
a
1 2 3 4 5

HanmeHoBaHne [OMMKHOCTU
cocTaBuTens ofncu Mognuce Pactuucbposka nognucu

dopmat A4 (210 x 297 mm)

* CocTaBiseTcs Ha Kax[0e SIEKTPOHHOE O€J10.
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Mpunoxexue Ne 19
knn. 3.6, 3.11, 3.15 lNpasun

HanmeHoBaHve opraHnsaunn

PEECTP ONUCEW
HauaTt

OkoHYeH

Popmat A4 (210 x 297 mm)
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MpopomkeHne npunoxexns Ne 19
knn. 3.6, 3.11, 3.15 MNpasun

KonuuecTso aen B onucu
o
g g g NOCTOAHHOTO BPEMEHHOro no © E oS {9.‘. 8_ GS;
£ P = T3 XpaHeHuna (cBbiwe 10 nuYHomy 3 gol SEF|T
o 8 s g s ner) cocrasy = § I05 Ic2|2
(o]
= 2 2 &80 XpaHeHus S é =™ é § é’
1 2 3 4 5 6 7 8 9 10 11
Bcero xpaHurtca B apxuBse onucewn, n3 HUX
(Uncbpamm 1 NPoNUCHIO)
NMOCTOAHHOIO XpaHeHns )
(umcbpamu 1 NPoOnNuUCHIO)
BPEMEHHOro XpaHerus (cabiwe10 neT) ,
(uncbpamu 1 NPoOnUCHIO)
no NM4HOMY cocrasy )
(uncbpamu n nponucsio)
B TOM YuMCIe NoCTynuMno B roay onucen
(uncbpamu 1 nponuckio)
B TOM 4ucne BbibbINo B rogy onncen

(Unchpamu n NPONUCHIO)

HaumeHoBaHue [orxHoCcTK paboTHNKa
apxusa opranmnsaunu, cocTaBmBLIErO

peecTp onucein
nognucu

HavmeHoBaHUe SOMKHOCTY
pyKOBOAWTENA apxuBa (nuua,
OTBETCTBEHHOrO 3a apXuB)
nognmcu

Jarta

Mognuck Pactundgposka

Moanuck PaciwuundpoBka

dopmaTt A4 (210 x 297 mm)




YTBEPXOAKO

PykoBogunTenb opraHvsaumm
nepepatoLen JOKyMeHTbl

Moanwnck Pacwndposka
noanucut
[ara MNevaTtb
AKT
Ne

npunema-nepenadn apxmBHbIX
OOKYMEHTOB Ha XpaHeHue

8]

Mpunoxerue Ne 20
kn. 3.15 lNpaBun

YTBEPXOAKO

PykoBogaunTerib oprasusalinm
npVHUMatoLLen JOKYMEHTb

Mopgnuck Pacwmndpposka
Mopanwvcwk

[ata
[NevaTtb

(ocHoBaHwe nepegauu)

(Ha3sarue nepenasaemoro oHAa)

cpan,
(HassaHue opraHu3auuy, nepegaroilen JOKYMEHTbI)
a npUHAN
(Ha3BaHue oprarvsauny NPUHUMaLoLLEN JOKYMEHTbI)

LOKYMEHTbI HasBaHHOro hoHAa U Hay4HO-CNpaBoYHbIA annapat K HUM:

Ne Hassanue, Homep KonunyecTso Konuyectso | lMpumevarus

n/n onucum 3K3eMMNIspoB en. xp.

onucu

1 2 3 4 5

WToro npuHAaTO en. xp.

Mepepavy npounssenu:

[RomxHocts  [Mognuce  Pacluudposka
noanucu

[ata

donay npucsoeH Ne

Mprem npounssenw:

[orxHocTb [lopnuck Pacwudposka
nopnvcu
[arta

M3mMeHeHUs B yYeTHble JOKYMEHTbl BHECEHb.

[lormkHoCTb Nopgnunck

HaTta

Pacwmucposka nognucu

dopmat A4 (210 x 297 MM)




HanmeHoBaHVe opraHnsaymm

AKT
No

O BbIAEMNEHWN K YHUUTOXEHWNIO
APXMBHbLIX [LOKYMEHTOB, He NOAMexaLnx

XpaHeHnto

Ha ocHoBaHWu

82

Mpunoxenne Ne 21

knn. 3.15, 4.11, 4.13 MNpasun

YTBEPXOAKO
Pykosoautens opraHusaumm

IMoanwucob

[aTa

PacLundposka

noanucu

(HaaaaHme U BbIXOAHble AiaHHble NepeyHsl AOKYMEHTOB C yKasdanuem CpOKOB X xpaHeva)

OTOGpaHbI K YHUHTOXEHWUIO KaK He umetouine HayLIHO-VlCTOPM\-IeCKOﬁ LieHHOCT U yTpaTuBLUKE

npakTu4eckoe 3HayeHne okyMeHTbl hoHaa Ne

(HasBaHuwe oHAa)

Ne 3aronosok gena [ogbl Homep Howmep Konuye- Cpoxn Mpumeya
n/n (rpynnosoit onucu* en.xp. no CTBO XpaHeHus Hue
3arofioBOK JOKYMEHTOB) onucu en. Xp. u Homepa
cTaTen
M0 NEPEYHI0
1 2 3 4 5 6 7 8
Wtoro en. xp. sa roabl.

(uvdopamu 1 nponuceio)
Onwcu fen nocTosHHOrO XpaHeHus 3a

rogbl yTeepxaeHbt MK

(npoTokon

HavmeHoBaHWe [OMmMKHOCTH
pYKOBOAUTENS apxumBa (nuua,
OTBETCTBEHHOTO 3@ apXMB)

oT

(HaumeHoBaHWE apXVBHOIO YUpexaeHus)

Ne

COIMMACOBAHO
MpoTokon 3K (BK) opraHusauum

oT

Ne

Mognucs

Pacluudpposka nognucu

* TIpH BBIAENEHUH K YHUUTOXXEHHIO JOKYMEHTOB NPH NMOACOTOBKE A€M K Mepe/iave B apXuB OpraHu3alyy, rpacdel 4,
5 He 3anoJHAKOTCA.




[Mponomkexne npunoxennst Ne 21
knn. 3.15, 4.11, 4.13 NpaBun

LloKyMeHTbI B KOnuyecTse en. Xp.:

- Ha 6yMa>KHOM HOCUTENE BECOM Kr caaHbl
Ha YHUYTOXEeHUe,
- Ha 3NEeKTPOHHOM HOCUTEMNe CAaHbl Ha YHUYTOXEHNE

(crnocof yHu4TONKEHUS)
HaumeHosaHne fomkHocT paboTHMKa,
CLaBLLEro JOKYMeHTb! Moanuck PaclwwndppoBka nognucy
HaTta
MameHeHVs B yueTHble [OKYMEHTh BHECEHb!.
HanmmeHoBaHue JoMmKHOCTY paboTHMKa
apxusa, BHECLWIero nameHeHust

B yYeTHbie [OKYMEHTbI Moanuce Paciundposka nognvcu

HaTta

dopmat A4 (210 x 297 MM)



84

Mpunoxerne Ne 22
k. 3.15 Npasun

HanmeHoBaHne opraHmnsadmnmn

AKT YTBEPXIAIO
Ne Pykosogutens opraHusaumm
O HeuncripaBUMbIX NOBPEXOEHNAX Moanuck Paciumndposka
apXVBHbIX [LOKYMEHTOB roanuncu
[ara

PoHg Ne

(HasBaHwe thoHga)

B coHpe obHapyxeHb! LOKYMEHTbI, NPpr3HaHHbIe HEUCNPaBNMO NOBPEXAEHHBIMM:

Ne | Onwueck | Ef. xp. 3aronoBok Kpaitkue Konuyectso CyLHocTb #
n/n Ne Ne NnoBpeXaeHHbIX parbl nncTos MPUYUHbI
en. Xp. (06bem, M6) rospexae-
HWA
1 2 3 4 5 6 7
NToro obHapyxeHo HencnpaBMmo NoBPEXAEHHbIX
en. xp.

(4ndbpamu v NPONUCHIO)
MepeuncneHHble en. Xp. nognexat CNUCaHnio BBUAY:

HawnmeHoBaHne gomxkHocT
pykoBoAUTENs apxuea (nunua,
OTBETCTBEHHOIO 3a apXxuB)

[Mopnuce Pacwudposka nognmcu

COIMACOBAHO COrfACOBAHO*

MNpoTokon LI3K (3K) oprannsaumm MpoTtokon 3K apxvuBHOro yupexneHus
oT Ne oT Ne

Y3ameHeHus B yYeTHbIe OJOKYMEHTHI apXuBa BHECEHbI.

HanmeHoBaHWe [omKHOCTY paBGoTHYMKA,

BHECLUEro M3MeHeHus B y4eTHble BOKYMEHTb! lMopnuck Pacwmndposka nognmicu

lata

dopmat A4 (210 x 297 MM)

* JIns DOKYMEHTOB, BK/IIOUEHHBIX B COCTaB ApxHBHOro doHna Poccuiickoli denepaunu



HanmeHoBaHWe opraHnsaumm

HaunmeHoBaHWe CTPYKTYPHOro
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Mpunoxexue Ne 23
knn. 4.11, 4.31 lNpasun

nogpasgeneHuns
OMNMAUCb Ne
aen
Ne | WHpekc 3aronoBokK gena KpaitHue Cpok Konwuect- | Tpumeva
n/n| pena Aatbl XpaHeHns* BO Hve
MCTOB
1 2 3 4 5 6 7
HasBaHue pasgena
B naHHyl0 onMch BHECEHO aen
(unchpamm U NPONUCHIO)
c Ne no Ne , B TOM Yucne:
nuTepHble Homepa:
NponyLUeHHble Homepa:
HawnmeHoBaHWe JOMMKHOCTH
PYKOBOAUTENS CTPYKTYPHOTO
noapasgenexHun Mognncy Pacuwiundposka nognucu
[ata
COIMACOBAHO COIMMACOBAHO**
HaumeHoBaHve AOMKHOCTH MpoTtokon 3K cTpyKTYpHOro
pykoBoguTens cnyx6bl JOY noapasgeneHua
Moanucek Paclmdposka oT Ne
Moanucu
[ata

* I'pada omyckaeTcs B OMUCH €N NOCTOAHHOTO CPOKA XPAHEHHMS.

** [Tpu nammauu OK CTPYKTYPHOTO NOApa3fAeneHus
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Mpopomkexue npunoxeHus Ne 23
k nn. 4.11, 4.31 MNpasun

Mepepnan
Aen

(uuchbpamm 1 nNponucoIo)
“ pPEerncTpaLMoOHHO-KOHTPOSbHBLIX KAPTOTEK K AOKYMEHTaM.
(uncbpamu 1 NPONUCHIO)

HanmeHoBaHue JOMKHOCTH pa60THm<a

CTPYKTYPHOro nogpasgesneHus Mopgnuck Pacwudposka nognucu

[MpuHan aen
(undppamu 1 NPONUCHIO)

" PErMcTPaLMoOHHO-KOHTPONMbHbIX

(umcbpamu 1 NponuchIo)
KapTOTEK K JOKYMEHTaM.

HanmeHoBaHue [OMKHOCTH
paboTHuka apxvBa MNMopnuce PacwuncpoBka nognucu

Oarta

dopmat A4 (210 x 297 MM)



HavmeHoBaHuWe opraHusauum

®onp Ne

ONMUCbNe

ANEKTPOHHbIX Aen, 4OKYMEeHTOB

87

MNpunoxenne Ne 24
knn. 4.11, 4.31 Mpasun

Ne Mupekc 3aronoBok KpanHue O6rvem, M6 | MpumeyaHus
n/n aena pena narol*
1 2 3 4 5 6

HaunmeHoBaHwe pasgena

l I

B pnaHHbIA pasgen onucy BHECEHO aen,
(umdbpamm 1 NPoNUCkLIO)

¢ Ne no Ne

obbemom M6.
HaumeHoBaHne A0mKHOCTH
pyKOBOOUTENS CTPYKTYPHOrO
noapasaeneHns Moanuce Pacwundgposka nognucu
[ata
COrMNACOBAHO COIMACOBAHO**
HaumeHoBaHue [OMMKHOCTU MpoTokon IK CTpYKTYpPHOro
pykosoautens cnyx6el JOY nogpasaeneHuns
Mopnuch Pacumngposka oT Ne

MNopnucu
[ata

* I'pada OImycKaeTCs B OMKCH [€/] OCTOAHHOTO CPOKA XPAHEHHUS.

** TIpu Hammyun DK cTpyKTYpHOTO NMOAPasAENeHus
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MNponomkeHue npusoxeHus Ne 24
k nn. 4.11, 4.31 MNpaeun

Mepepan
aen
(uncbpamm 1 NPONUCHIO)
" PEerncTpaumnoHHO-KOHTPONBHLIX KAPTOTEK K AOKYMEHTaM,
(undbpamu 1 nponuceto)
ob6bemom M6.
HanmeHoBaHWe [OMKHOCTM paboTHMKa
CTPYKTYPHOro noapasgenieHus Mognuck Pacwucpposka nognvcu
MpwHan nen
(uncbpamu 1 nponuckio)
" perncTpaunoHHO-KOHTPOSbHbIX
(undppamu 1 nponuckio)
KapToTeK K AOKYMeHTaM, o6beMom M6.
HaumeHoBaHue [OMKHOCTH
paboTHMKa apxuBa Moanuce PactuncpoBka nognucu

Hara

dopmat A4 (210 x 297 MMm)
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lNpogorkeHue npunoxexus Ne 24
knn. 4.11, 4.31 MNMpasun

MPUNOXEHUE K ONMUCU Ne

ANMEKTPOHHbIX Aen, AOKYMEHTOB

PeecTp BOKYMEHTOB (KOHTEHEPOB 3NeKTPOHHLIX AOKYMEHTOB) 31eKTPOHHOro aena:*

Ne eq.xp. no onvcu

NHpekc pena

3aronoBok aena

Oarta Per. Ne

AOKyMeHTa | AOKyMeHTa

HanmeHoBaHune gokymeHTa O6bem, M6 | TMpumevanus

HavnmeHoBaHne [OMmKHOCTH
cocraBuTens onucu

Moanucb Pacludposka nognucu

dopmat A4 (210 x 297 mm)

CocrapngeTcs Ha KaXa0€ 3JIEKTPOHHOE OEJIO.




HanmeroBaHue opraHnsaunm
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MpunoxeHue Ne 25

k. 4.18 NMpasun

HOMEHKNATYPA OEN YTBEPXIOAIO
PykosoguTenb opraHusaumm
Moanuce Paclwundpoeka
Ha roq noanucu
[aTta
WHpeke 3aronoBok fena Konuuecteo | Cpok xpaHeHust ﬂpmmeuat—meﬂ
aena aen n Ne ctaTtbu no
nepeydHto
1 2 3 4 5
| Haseanue pasgena
I !

HanmeHoBaHne [0mKHOCTH
pykosoguTens cryxoel 4OY

opraHusauum Mognuce

Busa pykosogutens apxmsa
(Mnua, OTBETCTBEHHOrO 3a apXvBe)

COrNACOBAHO

MNpoTtokon LISK (3K)
oT Ne

Pacwwudposka nognmcy

COINMACOBAHO

MpoTokon 3TK apxuBHOro yupexaexus

oT

Ne
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MpopomxeHue npunoxexns Ne 25
kn. 4.18 Mpasun

iToroeas 3annch 0 KaTeropusax 1 KonuiecTse Aen, 3aBefeHHbIX B rogy

B opraHusaiiim

o cpokam xpaHerus

Bcero

B tom uncne:

nepexoaaLLmx

¢ oTmeTkon "ArK"

1

2

3

4

[TocTosAAHHOrO

BpemerHoro (cebilue 10 rneT)

Bpemennoro (go 10 net
BKIHOYUTENBHO)

UToro:

HanmeHoBaHne 40MmMKHOCTY
pykosoguTens cnyx6tul [1OY

[ata

Nopannce

WTtorosbie cBeneHnst nepefaHbl B apxus.

HanmeHoBaHwe AorpkHOCTY nyuua

nepenasLlero ceefeHns

Hata

MNoanuck

Pacimndposka noanvcu

Pacwudposka nognncy

dopmat A4 (210 x 297 mm)




HanmeHosaHune opraHmnsaun

HanmeHoBaHne CTPYKTYPHOTO

MNpunoxexue Ne 26
kn. 4.18 Mpasun

nogpaspeneHns
HOMEHKNATYPA OEN
Ha rog*

WHpexe 3aronosok Aena Konunyectso Cpok xpaHehus | Npumedarue

gena TOMOB (4acteit) | u Ne ctaTbu no
nepeyHio
1 2 3 4 5
Hassahue pasgena
I ! l

HaumeHoBaHmMe [40mKHOCTY
PYKOBOAWUTENS CTPYKTYPHOro
nogpasfeneHns

[ata

COIMACOBAHO**
MNpoTtokon 3K cTpykTypHOro
noapasgenexns

oT Ne

Mognuco

Pacwundpoeka nognuncu

dopmaTt A4 (210 x 297 Mm)

* K HomMeHKkNaType Aen CTPYKTYPHOrO NoApasgeneHns no OKOHYaHuu KaneHAapHOro rofa cocTaBlisercs
¥TOroBasn 3anucb No opme, ykasaHHOW B NpUNoXeHun 25, v AenaeTcs OTMETKa O nepefaye UTOroBbix

ceefieHuit 8 cnyx6y OOY opraHvsauuu.

** Mpu Hanuumu OK CTPYKTYpHOro nogpasgeneHus.




LBOKYMeHTOR gena Ne

BHYTPEHHAA ONMUCb

Mpunoxerue Ne 27
kK nn. 4.19, 4.21 lNMpasun

Ne | Peructpau [ata 3aronosok OKyMeHTa Homepa Mpumeya-
n/n WOHHBI | JoKymeHTa nucToB gena Hue
uHaexc
JOKYyMEeHTa
1 2 3 4 5 6
UTtoro DOKYMEHTOB.

Konn4ecTBo NUCTOB BHYTPEHHEN ONKCH

HanmeHoBaHue AomKHOCTH nuua,
CocTaBuBlUEro BHyTPEeHHI Onncb

[IOKYMEHTOB gena

HaTta

(udbpamu 1 NponuchbIo)

(uncbpamu ¥ NnponuckhIo)

Mopnwuck

Pacwudposka nognvcy

dopmart A4 (210 x 297 mm)
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Mpunoxetrne Ne 28
knn. 4.19, 4.24 Mpasun

(HavMeHoBaHVE rocyAapCTBEHHOrO (MyHULWNANbHOro) apxnsa)

(HammeHoBaHVEe opraHnsaumm)

(HanmeHoBaHWe CTPYKTYPHOro NoApasaeneHns)

OENO Ne TOM Ne

(3aronosok gena)

(kpaiiHue gaTbl)

Ha nucTax

XpaHuTb

dopmat A4 (210 x 297 mm)
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Mpunoxenne N2 29
k. 5.12 Mpasun

HavnmeHopaxne opraHusaiimn
CnpaBouHble faHHble 06 opraHusaumm Appecart
(novyToBbLIN agpec, TenedoH,
TenedoH/hakc)
APXVBHAA CIMPABKA

Ne

(gara)
Ha Ne oT

Teker

OcHoBaHue:
[omkHoCTb pyKoBOAMTENS OpraHusauuu
(MnK nHOrO YNONHOMOYEHHOTO UM VL) Mopnuck Paciwuudposka nognucu

NevaTb

damynus ucnonHUTens
Howmep TenedoHa

dopmat A4 (210 x 297 mm)



YTBEPX[JAIO

(HanmeHoBaHMe JOMKHOCTY PYKOBOAUTENS

OpraHusaLmn nepeaaloLLen LOKYMEHTbI)

Moanuce Paciumdposka nognucu
JaTa [Mevats
AKT
Ne

npuema-nepenadn apxmsHbIX
AOKYMEHTOB Ha XpaHeHue

96

Mpunoxxenue Ne 30
K n. 6.8 lNpasun

YTBEPXAIO

(HaMMeHOBaHVle OOIMKHOCTY pyKoBoaUTEnNs

opraHmsaumm NpUHUMaroLLen LOKYMEHTbI)
Mopnuce PacuwindpoBka nognucu

[aTta [NevaTb

(ocHoBaHWe nepepaun)

(HasBanue nepesasaemoro oHaa)

caan,
(HaumeHoBaHWe opraHu3auwm, NepeaaroLLeit JOKYMEHTbI)
(HaumeHoBaHWe opraHu3aLuu, NpUHUMaroLWei [OKYMEHTbI)
NPUHVMAET Ha rocyaapCTBEHHOE XpaHeHne JOKYMEHThI U CTPaxoBble KON 3a
(ropbl)
“ CNpaBOYHbIA annapaT K HUM:
Konuyecrtso
Ne OIMYECTBO €
HasBaHwue, Homep onvcu 3Kk3emMnnapos Koy AnHAL Mpymevanue
n/n XpaHeHus
onucu
1 2 3 4 6
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Mpoponxenune npunoxenust Ne 30
K n. 6.8 [pasun

WToro npuHaATo en. xp.
{Hmdpamu 1 nponuckio)

Mepepayy nponssenu: Mpuem nponzsenu:

JomxHocte  TMoanuce HormxHocTe [Mognuce  PacwundopoBka

Pacwudposka noanucu
nognucuy Hata

NaTa

doHAy NpucBoeH Homep

N3meHeHNn B yYeTHble [OKYMEHTb! BHECEHDI
JomxHocTb Moanuce Paclumndposka nognucu

NaTa

dopmat A4 (210 x 297 mm)



