OcHoBHbIe npaBuna paboTbl apxXMBOB OpraHu3auumn
(opobpeHbl peweHnem Konnernn PocapxuBa ot 6 ¢peBpans 2002 r.)

BBepeHue

OcHoBHble npasuna paboThbl apXxmBOB opraHusaumm ABNAKOTCA
HOPMaTUBHO-METOOMYECKMM [OOKYMEHTOM, Onpefensiowmm ux aedrenbHocTb. [lpaBuna
OCHOBbIBAKOTCA Ha  OeucTBylowen npaBoBon 6Gase B obnactm  uHGopmauuuy,
AOKYMEHTaUNOHHOro obecneveHnss ynpaBfeHus U apxXMBHOMO [ena, CUHTE3NPYIOT OnbIT
OTEYECTBEHHOIO apXMBHOrO Aenia, YYMTbIBAlOT COBPEMEHHbIE OOCTMXKEHUS B NPUMEHEHUU
TEXHUYECKUX CPeACTB N MHPOPMALMOHHBIX TEXHONOMMIN B paboTe C AOKyMEHTaMMU.

MpaBo 1 0653aHHOCTL CO34aHNA apXUMBOB OpraHusauui Ons BPEMEHHOro XpaHeHus
AoKyMeHTOB ApxmBHOro ¢poHga Poccuiickon depepaumm, OTHECEHHbLIX K rOCyaapCTBEHHOM
cobcTBEHHOCTH, ycTaHoBneHbl OcHoBamu 3akoHogaTtensctBa Poccurickon depepaunn ob
ApxusHom ¢oHae Poccuiickon ®epepaumm n apxmax (1993), MNonoxeHnem 06 ApXMBHOM
doHae Poccurickon ®epepaumm (1994) n MNonoxeHnem o PegepanbHON apxXmBHOW cnyxbe
Poccnn  (1998), coOTBETCTBYHOLUMMM HOPMATUBHbIMW akTamMu cybbekTtoB Poccuiickon
depepaumn.

HacTosawue NpaBuna pacnpocTpaHATCS Ha apXuBbl rOCY4apCTBEHHbBIX OpraHM3aunn,
a Takke obsAsaTenbHbl NSl BCEX HEroCyaapCTBEHHbIX OpraHu3auun B 4Yactu obecneyeHus
COXPaHHOCTW, ONUCaHWHA, ydeTa W UCMNONb30BaHUA [OOKYMEHTOB ApxmBHOro oHaa
Poccunckon ®epepaummn, OTHECEHHbIX K rOCyJapCTBEHHON COOCTBEHHOCTN.

ApxmBbl opraHusaumn, XpaHsawme KMHOGOTOOHO- " BNOEOOOKYMEHTHI
(ayomoBusyarnbHble), Hay4YHO-TEXHMYECKME, KapTorpadguyeckue, TenemeTpuyeckme
AOKYMEHTbI, PYKOBOACTBYIHOTCHA HacTosawumn [lpaBunamm B 4YacTuM  opraHu3auumu,
NaHMpPOBaHUs, OTYETHOCTU, MeToauyeckon paboTbl C ynpaBnNeHYECKUMWU [OKYMEHTaMWu,
XpaHAWUMUCA B apxuBax; BO BCeX OCTanbHbIX BOMpocax paboTta C yKasaHHbIMU
AOKYMEHTaMu pernaMmeHTUpyeTcsa COOTBETCTBYIOLNMMU NHCTPYKLUNAMM 1 NpaBunamMm .

MpaBuna He pacnpocTpaHATCA Ha  OOKyMeHTbl, pabota C  KOTOpbIMU
pernameHTupyetca 3akoHom Poccuiickon ®Pepepaumm ot 21 mona 1993 r. N 5485-1 "O
rocygapctBeHHon TanmHe"n Ykasom [lpesngeHta Poccuinckon depepaumm ot 30 Hos6pA
1995r. N 1203 "O6 yTBEpXAEHUN MNepeyvHsi CBEAEHWUN, OTHECEHHbIX K rocyaapCTBEHHOWM
TanHe".

ocyaapcTBeHHblE  OpraHuM3aumm, He OTHECEHHble K COCTaBy WCTOYHUKOB
KOMIMMEKTOBaHUSA roCyJapCTBEHHbIX apXMBOB, a TakKKe HerocygapCTBEHHble opraHvsaumm
MOryT PYKOBOACTBOBaTbCA HacTosiwmmn [lpaBunamm npu opraHmsaumm mn obecnedeHunn
paboTbl CBOMX apX1BOB.

K MNpaBunam npunoxeHnsl hopmbl 4OKYMEHTOB, obecneynBaroLwmx paboTy apxusa.

OcHoBHble NpaBuna paboTbl apxvMBOB OpraHvM3aLuumii NOAroTOBNEHbI paboyen rpynnown
Pocapxuea wn BHWUWOAL B cocrtaBe: EpemuyeHko B.A. (pykoBoauTenb rpynnbl),
Anbbpext B.B., Banactokesuny B.[1., faBnuH M.J1., Kucenes N.H., KpacasuH A.C.,
NapuH M.B., MewepwvHa T.A., lMpueanos B.®., Cmorno N.A., Cokosa A.H., Conoban H.M.,
CtenaHoBa J1.A.

1. O6wme nonoxeHus

1.1. NoHATUe apXxMBa opraHM3auumn
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1.1.1. [JokymeHTbl ApxuBHoro doHga Poccunckon Pepepaumn, OTHECEHHbIE K
rocyaapCTBeHHOM COBCTBEHHOCTM, OO nepedavyn Ha MNOCTOAHHOE XpPaHeHWe, BPEMEHHO, B
npegenax CpoKoB, yCTaHOBMNEHHbIX PeaepanbHON apxmMBHOM cnyxbon Poccumn, xpaHaTcs B
opraHusauum *(1).

1.1.2. B uensx CBOEBPEMEHHOrO npvemMa apXvMBHbIX LOKYMEHTOB OT CTPYKTYPHbIX
nogpasgeneHun wunu  Opyrmx MUCTOMHUKOB KOMMIEKTOBaHMs, obecneveHuss ux ydyeTa,
COXPaHHOCTN, YNOPSAOYEHUSA U UCMONb30BaHMUS B COOTBETCTBUM C HacTosawmmn Npasunamu
N NOAroTOBKM K Nepefaye OOKYMEHTOB Ha MOCTOSAHHOE XpaHeHWe B opraHu3aumm co3faeTtcs
apxuB.

B 3aBucumoct ot obbema [OKYMEHTOB apxvMB CO30AETCs Kak CaMOCTOATENbHOe
CTPYKTYpPHOE MoApasfeneHne opraHmsaumm wnu nogpasgeneHve B COoCTaBe  CryXObl
AOKYMEHTaUuNoHHOro obecneyeHus ynpasneHus (4enonpov3BOACTBa), OCyLLeCTBNALLee
npuem n XxpaHeHne apxXuBHbIX JOKYMEHTOB C LiefNbio UCMONb30BaHWS.

1.1.3. OpraHusauyna obecneynmBaeT apxmB  HeOOXOOUMbIM  MOMELLEHUEM,
obopynoBaHMEM M Kaapamu.

1.1.4. [OMKHOCTHblIE nunua oOpraHu3auMm HecyT OTBETCTBEHHOCTb 3a HapylleHue
HOPM, YCTaHOBMEHHbIX HacToswmmu Npasunamu.

1.2. Bugbl apxmBoB

1.2.1. B 3aBMCMMOCTMN OT KOMMeTeHUMN (PyHKLUMIA) opraHM3aumm MoryT co3gaBaTbCs
cnegyouine Buabl apxXuBOB:

LUeHTpanbHbIM apxuB defepanbHOro opraHa BracTu UnvM opraHa Bnactu cybbekTa
Poccuiickon ®Pepepauuun, XxpaHdawun OOKYMEHTbI annapaTta opraHa Bnactu, [OOKYMEHTbI
opraHusauuin HenocpeAcTBEHHOro MOAYMHEHUS W OPYrMX OpraHu3auun, BKITHOYEHHbIX B
CMUCOK WMCTOYHUKOB KOMMJIEKTOBAHUS apxvmBa, YTBEPXOEHHbIA pyKoBOAUTENeM opraHa
BnacTu;

LUeHTpanbHblA OTpacneBoOW apxuB, XpaHAWMA [OOKYMEHTbl BCEX OpraHusauui,
OTHECEHHbIX K onpefeneHHon oTpacnu, Bcex YpoBHEN NOAYUHEHHOCTU U HE3ABUCUMO OT UX
TeppuTopmnasibHOro PacrnofoXeHWs;

00beVHEHHbI apXMB, XPaHALWMN OOKYMEHTbl HECKOSIbKMX OpraHusauumn otpacnu,
CBSI3aHHbIX CUCTEMOM CONOAYNHEHHOCTWN UITM OAHOTUMHBLIX NO NPOGUII0 OEATENBHOCTY;

apxvB OpraHusaumn, XpaHsaWwun [OKYMEHTbl TOMbKO [AaHHOW opraHvsaummM u ee
npeaLwecTBeHHUKOB.

1.2.2. B 3aBMCUMOCTM OT coCTaBa AOKYMEHTaUuUK, nognexallen XxpaHeHuto B apxmBe,
MOryT CO3aBaTbCA:

apxuB ynpasneH4YeCcKon JOKyMeHTauuu;

Hay4YHO-TEXHNYECKNIA apXUB;

ayavoBu3yarbHbIN apXuB;

apXxvMB OOKYMEHTaUMW Ha 3NEKTPOHHbIX HOCUTENSIX.

1.2.3. ApxuBbl, COCTaB [OOKYMEHTOB KOTOpPbIX OOyCrnoBreH crnocobom 3anucu
MHOpMaUUM U HOCUTENeM, MOryT CO30aBaTbCs KaK CaMOCTOATENbHbIEe eOVHULbI NN Kak
CTPYKTYpHblEe nogpasfeneHns B CocTaBe apxmsa opraHmsaumu.

1.3. OcHOBHbIe 3aaa4u 1 hyHKLMM apXuBa

1.3.1. OCHOBHbIMK 3agav4amMn apxmBa OpraHn3aunmn BAAOTCA:
KOMMNNeKToBaHWe apxmBa JOKYMEHTaMU, COCTaB KOTOPbIX NPpeayCMOTPEH MONOXEHUEM



00 apxuBe;

yyeT n obecrneyeHne COXpaHHOCTU JOKYMEHTOB;

cO3aHue Hay4HO-CNpaBOYHOro annapara K JOKyMeHTaM apxuBea;

NCNOJSIb30BaHME XPaHSALLUXCH B apXmBe JOKYMEHTOB;

noaroToBka v nepefadya AOKYMEHTOB, OTHOCALWMXCA K ApxmBHOMY dhoHay Poccuimckon
depepaumn, Ha NOCTOAHHOE XpaHeHWe B COOTBETCTBMM CO CpoKaMn U TpeboBaHWAMM,
yCcTaHoBneHHbIM1 PeaepanbHOM apxmBHOW cnyxbon Poccum u opraHamm ynpaBneHus
apxmBHbIM genom cybbektoB Poccuinckon degepaumn.

1.3.2. [ina opraHu3aumin, OCYLLECTBIAIOWMX BpeMeHHOoe Oeno3uTapHoe XpaHeHue
AOKyMeHTOB ApxuBHOro ¢oHaa Poccuinckon ®epepaunn, OCHOBHblE 3agayvM  apxvea
onpeaensiTcs B COOTBETCTBUM C COrMalleHUsiMM U OOroBopamu, 3aKM4YeHHbIMU UMK C
yupexaeHmsammn degeparnbHon apxnuBHon cnyxbel Poccuu.

1.3.3. B uenax BbINOMHEHMS OCHOBHbLIX 3aa4y apxuB OCYLLEeCTBNSeT creaylowime
PYHKUMM:

BeJEeT CNUCKWU OpraHusauun u(Mnun) CTPYKTYPHbIX MnoapasgerieHun opraHusauuun -
NCTOYHMKOB KOMMNMNEKTOBaHUSA apXuBa;

NPUHUMaeT ynopsgoYeHHble OOKYMEHTbl CTPYKTYPHbIX nogpasiernieHun opraHusauum
N opraHmn3aunim - UICTOYHUKOB KOMMSIEKTOBAHMS apXumBa;

yunTbiBaeT n obecneymBaeT COXpPaHHOCTb NMPUHSATBLIX B apXUB JOKYMEHTOB;

co3gaeTt u nogaepXmBaeT B akTyarlbHOM COCTOSIHUM Hay4HO-CNpaBOYHbIA annapart K
AOKyMeHTaM apxuBa;

opraHusdyeT WH(OPMaUNOHHOE ObCnyXnBaHme pykoBoaUTENEN W  CTPYKTYPHbIX
nogpasgernieHM opraHu3aumm, OCyLecTBASeT UCMONb30BaHWe OOKYMEHTOB MO 3anpocam
opraHn3auuin U YacTHbIX NnL, B TOM Y/Cre coumnanbHO-NpaBoBbIM 3anpocam rpaxiaH, segeT
y4yeT 1 aHanu3 Ucnosib3oBaHns;

NPOBOAUT 3KCNEPTU3Y LIEHHOCTU W OCYLLECTBNAET KOMMMEKC OpraHU3auuoOHHbIX W
MeTOANYECKUX MEPONpUATUIA NO Nepegade JOKYMEHTOB HA NOCTOAHHOE XpaHeHWE;

OCYLLIEeCTBNSAET MPOBEPKY MNPaBUIbHOCTM (OPMUPOBAHUA WU OopMneHna fen B
CTPYKTYPHbIX nogpasfefnieHusix opraHu3aumin u  Opyrux opraHu3aumax - UCTOYHUKax
KOMMMEKTOBaHUS;

opraHusyeT paboTy No COCTaBMNEHUIO HOMEHKNATYpPbl Aen OpraHn3aumnm;

oKasblBaeT METOANYECKYID U NPaKTUYECKY MOMOLLb CTPYKTYPHbIM MOoApasaeneHnsam
B paboTe ¢ JOKyMeHTaMW;

yyacTByeT B pa3paboTke HOPMaTMBHbLIX U METOOUYECKUX LOKYMEHTOB MO apXMBHOMY
Aeny 1 4OKYMEHTaUMOHHOMY oBGecneyeHnto ynpaBneHns;

yyacTByeT B NpoOBeAEeHMMN MEePONPUSATUIA MO MOBbLIWEHUIO KBanudukaumm paboTHUKOB
apxvBa W cnyx0bbl [OKYMEHTaUMOHHOro obecneyeHnsa ynpaBneHusi, B TOM 4ucre B
opraHn3aumsax - UICTOYHUKaxX KOMMNIIEKTOBaHUS apXxvBa.

1.3.4. ApxuBbl OopraHu3auMi OCyLLEeCTBNAIOT NpueM 3MEeKTPOHHbIX AOKYyMeHToB (3[),
obecrneynBaloT UX COXPAHHOCTb, y4eT, OoTObop M UCNONb30BaHWE, a TakkKe MOArOTOBKY W
nepegavy Ha rocygapCTBeHHoe xpaHeHue. Ha xpaHeHune nepepatotca 3L B coctaBe poHO0B
opraHn3aunin - UICTOYHUKOB KOMNMITEKTOBAHUS apXMBOB.

Bce onepauun, ocywectensemble ¢ 3] npu nepefayvye Ha apxvBHOE XpaHeHVE U B
npouecce xpaHeHus (nNepesanucb, KOHBEPTUPOBaHME B HOBble bopmarbl, cxatue u ap.),
AOJIMKHbI ObITb JOKYMEHTMPOBAHbI A4S obecnedeHns ayteHTuYHocTn /.

1.4. NpaBa apxuBa

[1ns BbINOSTHEHNS OCHOBHbLIX 3a4a4 U (*)yHKLI,I/II7I apXuB opraHun3auunn nMmeet npaBo.



TpeboBaTb OT CTPYKTYPHbIX NoApa3geneHuii CBOEBPEMEHHOW Nepedayn B apxvB
AOKYMEHTOB B YNOPSA0YEHHOM COCTOSHUM;

KOHTPONMpOBaTb NpaBuna paboTbl C AOKYMEHTaMM B CTPYKTYPHbIX Nogpa3fneneHusx n
opraHn3aumsax - UICTOYHUKaxX KOMMNIIEKTOBaHUS apX1Ba;

3anpawmeaTtb OT CTPYKTYPHbIX nogpasfgenieHMi U opraHMsauun - UCTOYHUKOB
KOMMNNEKTOBaHUS - Heobxoanmble s paboThbl apxuBa CBeEHUS;

yyacTBoBaTb B MepONpuUATUAX, NpoBoauMbIX PenepanbHON apxvBHOW Criyxbon
Poccuun, opraHamu ynpaBneHusi apxmBHbiM fenom cybbektoB Poccuiickon depepaumu,
egepanbHbiMM apxmBammn Poccuinckon Pepepauuun, No BONpocaMm apxXUBHOIO Aerna wu
AOKYMEeHTauNoHHOro obecneyvyeHms ynpasneHus.

1.5. OTBeTCTBEHHOCTb apxuBa

ApX1B COBMECTHO C PyKOBOAMTENEM OpraHM3aumm HeceT OTBETCTBEHHOCTL 3a:

HecobnoaeHne ycnosuim obecneyeHns COXpaHHOCTU AOKYMEHTOB;

yTpaTy U HECAHKLMOHUPOBAHHOE YHUYTOXEHMNE JOKYMEHTOB;

HeOOOCHOBaHHbLIN OTKa3 B NPUEME Ha XpaHEHWE LOKYMEHTOB MOCTOSIHHOTO XpaHeHUs
M NO NMYHOMY COCTaBy MOABEAOMCTBEHHbIX OpraHuW3auun, Npu NUKBUAALMU OpraHu3auum
NN N3MeHeHnn popMbl COGCTBEHHOCTY;

HapyLleHne npaBui WCMONMb30BaHUSA [OKYMEHTOB W [OCTyna mnonb3oBaTtenen K
AOKYMEHTaM, YCTaHOBMEHHbIX 3aKOHOA4ATENLCTBOM.

2. dkcnepTn3a LLIEHHOCTU AOKYMEHTOB

2.1. HopmaTuBHO-MeTOAMYECKNE OCHOBbI 3KCMEPTU3bl LLEHHOCTU JOKYMEHTOB

2.1.1. OkcnepTm3a LEHHOCTU AOKYMEHTOB - 9TO U3yYeHWe OOKYMEHTOB Ha OCHOBaHUU
KpUTepueB X LLEHHOCTU B Lensax onpeneneHns CPoOKOB XpaHEHUS OOKYMEHTOB M oTbopa mx
Ha NOCTOSIHHOE XpaHeHue.

2.1.2. OTHeceHne OOKYMEHTOB K cocTtaBy ApxmBHoro coHaa Poccuinckon deagepaumm
OCyLlecTBNAeTCa Mo pesynbTaTaM 3KCNepTudbl LIEHHOCTM Ha OCHOBaHUM MNPUHLMIMOB
ncTopmama, CUCTEMHOCTM M LENOCTHOCTU MyTEM KOMMSIEKCHOrO MPUMEHEHUS KpuTepues
NPOUCXOXAEHUS, COAEP)KAHUSA, BHELUHNX OCODEHHOCTEN AOKYMEHTOB.

K KpuTepusiMm NpOMCXOXXAEHUSi OTHOCATCS: POfib M MECTO OpraHu3aumm B CUCTEME
rocyJapCTBEHHOro yrnpaBneHUs UNn KOHKPETHOM OoTpaciu, 3HAaYMMOCTb BbINOJTHAEMbIX €10
YHKUMA, 3HAYeHMEe PU3MYECKOro Nmua B XU3HM 0obLecTBa, BpeMs U MecTo obpasoBaHus
AOKyMeHTa.

K Kputepmnsam cogepxaHnsi OTHOCATCS: 3HAYMMOCTb COBbITUA (ABMNEHUS), OTPAXKEHHOTO
B OKYMEHTEe, 3Ha4yeHe MMeLenca B JOKYMeHTe HopMauumn, NOBTOPEHNe NHgpopmMaumm
AOKYMEHTa B OpYrMx JOKYMEHTax, BUA AOKYMEHTa, NOASIMHHOCTb JOKYMEHTA.

K kpuTepmsam BHELHNX OCOBEHHOCTEN OTHOCATCA: ddopma (PMKCUMPOBAHNA U Nepenaydn
coaepXxaHusd, yooctoBepeHusi, 0oopMIieHnst AOKYMEHTa, ero n3nyeckoe COCTosIHME.

Mpn oTHeceHUn OOKYMEHTOB K cocTaBy ApxuBHoro gpoHga Poccunckon depepaunmn
yunTbiBaeTCA (pakTop CTENEHM MOMHOTLI U COXPAHHOCTK hoHAa.

2.1.3. JkcnepTm3a LLEHHOCTM JOKYMEHTOB NMPOBOAUTCA HA OCHOBE:

AENCTBYIOLLEro 3akoHodaTenbCTBa M NpaBoBbiX akToB Poccunckon depepaumm no
apXMBHOMY AeNy U AOKYMEHTaUNOHHOMY obecneyeHunto yrnpaBneHus;

TUMNOBLIX N BEOOMCTBEHHbIX NEpeYyHen JOKYMEHTOB C yKa3aHMEM CPOKOB UX XPaHEHMWS,



TUMOBbIX Y MPUMEPHBIX HOMEHKNAaTyp Aen,

HOPMaTUBHO-METOLMYECKMX AOKYMEHTOB PefepanbHOn apxmBHOM Crnyxbbl Poccun u
OpraHoB YynpaBfieHUs apxvmBHbIM AenoM cybbektoB Poccunckon depepauumn B obnactu
apxXmMBHOro gena.

2.1.4. OTO6Op 3NEKTPOHHbIX AOKYMEHTOB Ha apXUBHOE XpaHEHWE OCYLLECTBASETCH B
pesynbTtaTte aKCcneptTusbl LUeHHOCTU J[l, KoTopas NpoBOAUTCHA IKCNEPTHOW KOMWUCCUEN
opraHusaumu.

Ha nepBom atane akcnepTudbl 3] apxvB COBMECTHO C [OENONPOn3BOACTBEHHOMN
cnyx6on nnn cnyxbon, otTBevatowen 3a PyHKUMOHNPOBAHNE NH(OPMALIMOHHBIX TEXHOOMI
B OpraHusauuun, onpeensiet nepevyeHb CUCTEM, TEM U MPOEKTOB, JOKYMEHTbI KOTOPbLIX MOTyT
UMETb LIEHHOCTb B COOTBETCTBMM C OBLUMMU KpUTEPMAMU IKCMepTM3bl. B pamkax nepeynHs
npoBoguTca oTbop 3O[ Ha NOCTOSIHHOE N BPEMEHHOE XpaHeHue; nepeveHb yTBepXaaeTcs
3KCNepTHOM KOMUCCUEN OpraHM3aunn.

Okcneptn3a 3 npoBoAUTCA  3KCMEPTHOM KOMUCCMENW BO B3aMMOCBA3N C
AOKyMeHTauuen opraHmsauum Ha TpaguUMOHHBIX HOCUTENsSX (MPUMEHSIeTCA B KOMMIieKce
cuctema obwmMx M cneunanbHbIX KpUTEPUEB: 3HAYMMOCTb, MOMHOTA (3aBEpPLUEHHOCTb)
AOKYMEHTa; ayTeHTUYHOCTb [OKYMEHTa; OTCcyTcTBMe Aybnupylowen wHgpopmauumn B
AOKYMEHTaX, MPUHATbLIX HA apXMBHOE XpaHeHue).

Mpn npueme 3L Ha XxpaHeHMe B apxMB YYUTbIBAKOTCA (PaKTOPbl: OrPaHUYEHUs Ha
npuem O[; 3aBepLIEHHOCTb npouecca co3gaHuns J[0; CTOMMOCTb BO3MOXHOro nepesoaa J[
B ApyroM dopmaT npu npuemMe B apxvB; HanuuMe 3akoHOoAATerlbHbIX aKTOB,
npenaTcTByOWMX Nepegadve I, Hannume HeobxoaNMOM CONPOBOANTENBHON AOKYMEHTaUUN;
COOTBETCTBME TWUMA INEKTPOHHOro 060pyaoBaHUSA pasfnUyHbIM pexumam XpaHenus JO[;
3atpaTtbl Ha obecrneyeHne XxpaHeHus:.

2.2. OpraHusauus npoBegeHuUs 3KCNepTU3sbl LLEHHOCTU AOKYMEHTOB

2.2.1. 3kcnepTmnsa LEeHHOCTN OKYMEHTOB B OpraHn3aumm NnpoBoANTCS:

B [Oenonpou3BoACTBE - MNpuM COCTaBfieHUWM HOMEHKNnaTtyp Aenl, B npoLuecce
dopMmnpoBaHusa gen 1 Npu NOLAroTOBKE AeN K nepefaye B apXuB;

B apxuBe - B npouecce NoAroToBKM K Nepegaye Aen Ha NOCTOAHHOE XpaHeHue.

2.2.2. [Ona opraHMsaumm wn npoBegeHnss paboTbl MO 3SKCNepTuse LEeHHOCTU
AOKYMEHTOB, OTOOpPY M MOArOoTOBKE K nepedade Ha MOCTOSHHOE XpaHeHWe OOKYMEHTOB
ApXxuBHOro doHaa Poccuickon depepaumn, BKITtO4as yrnpaBIieHYECKYHO,
Hay4YHO-TEXHUYECKYIO, ayanoBU3yaribHy0, MalMHOYUTAEMYO U OPYryr0 AOKyMeHTauu*(2),
obpasyloLlyoca B npouecce AeATeNbHOCTU OpraHu3almm, co3gaeTcsa aKCnepTHas KOMUCCUS
(3K).

B  mMuHucTepcTBax ©n  BegoMmcTBax,  APYrMx  opraHusaumsix, NMeEIoLLNX
noaBeOMCTBEHHYIO CeTb, CO3[al0TCA LeHTparbHble 3KkcnepTHble komuccun (LL3K).

2.2.3. UOK (OK) cosgaetcs npukasom pykOBOAWUTENS oOpraHusauum wu3 4ucna
Hanbonee kBanMUMUNPOBAHHbLIX PAabOTHMKOB B KONMYECTBE HE MeEHee Tpex 4yernosek. B
coctaB 3K opraHusauumn B 06s3aTenbHOM MOPsiAKE BKAKOYAETCA PYKOBOAUTESNb apxmBa UK
nnuyo, OTBETCTBEHHOE 3a apXuB.

B coctaB LIGK uenecoobpasHo BKMOYMTL NPeAcTaBUTENSA apXMBHOIO YYpexaeHus,
AnNsl KOTOPOro JaHHas opraHn3auns SBseTCs UICTOYHMKOM KOMMSIEKTOBAHUS.

Mpeocepnatenem LOK (BK) HasHavaeTca oaMH M3  pykoBOAAWMX pPabOTHUKOB
opraHusaumn, KypupyooLmnin BoONpockl AeronpoM3BOACTBa U apXxmBa.

2.2.4. OcHoBHbIMK 3agadvamu LIOK (3K) ssnstoTtcs:

opraHuMsauma W npoBedeHue 3IKCNnepTusbl LEHHOCTUM [OOKYMEHTOB Ha cTraguu



AENONPON3BOACTBA NPWU COCTaBNEHUN HOMEHKNATypbl Aen U B npouecce hopMUpoBaHUS
aen,

opraHusaunsa u npoBeAeHWe 3KCNepTM3bl LEHHOCTU [OKYMEHTOB Ha Ccragum
noaroToBKU UX K Nepedayve B apxmB OpraHnsaumu;

opraHusaunsa n nposegeHve otbopa M NOArOTOBKM LOKYMEHTOB K nepefade Ha
NOCTOSAHHOE XpaHeHWe B rocy4apCTBEHHbIA UMY MyHULMNAIbHbBIA apXMB.

2.2.5. OcHoBHbIMU yHKUMAMK LISK (3K) asnaoTcsa:

opraHusaumnsa exerogHoro otéopa aen Ans XpaHeHUs U YHUUTOXEHUS;

pacCMOTpPEHME U1 BblHECEHME Ha  YTBEpPXAEeHMe W cornacoBaHwe  C
3KcnepTHO-NpoBepoYHon komuccuen (OMNK) apxmBHOro yuypexaneHusi NpOeKToB HOMEHKNAaTyp
Aen opraHnsaunn, onucen aen NoCcToAHHOro 1 BpeMeHHoro (cebiwe 10 neT) xpaHeHusi, B TOM
yucre no FIMYHOMY COCTaBy, akTOB O BbIESNIEHUM K YHUYTOXEHWUO Aen, He noanexalimx
XPaHEHMWIO;

noarotoBka W BblHeceHMe Ha paccmoTpeHue JIlK  apxuBHOro y4dpexgeHus
npeanoxeHmn o6 W3MEHEHUN CPOKOB XpPaHEHUSI OTAENbHbIX KaTeropum LOKYMEHTOB,
YCTAHOBMEHHbIX MEepeyYHsaMn, 1 06 onpedeneHnn CpPoKOB XPaHEHUs [OOKYMEHTOB, He
NpeayCcMOTPEHHbIX NEPEYHAMY;

yyacTve B MNoArotoBKke U pacCMOTPEHUU MPOEKTOB HOPMAaTMBHbLIX U MEeTOOUYECKUX
AOKYMEHTOB MO Bonpocam paboTbl C AOKYMEHTaMUN B OpraHM3aLumu.

2.2.6. LUSK (3K) npoBoauTt 3acegaHns B COOTBETCTBMM C NyiaHOM paboTbl 1 N0 Mepe
HeobxogmmocTn. 3acepaHua LIOK (3K) npotokonumpytotcsa. [NpoTokonbl nognuckiBatoTcs
npegcenatenemMm u cekpetapem kommuccuun. Pewenns LLIOK (BK) BcTynawoT B cuny nocne
YTBEPXAEHWS PYKOBOAUTENEM OpraHm3aumu.

MpoTtokonbl LIOK (3K), cogepxawme peweHna o6 ogobpeHnn npoekToB TUMOBBLIX Y
NPUMEPHbIX HOMeHKnatyp pgen, 06 W3MEHEeHMM CPOKOB XPaHEHUss OOKYMEHTOB,
YCTAHOBMEHHbIX TWUMOBbIMW W BEAOMCTBEHHbIMW MEPEYHAMU [OKYMEHTOB C YKa3aHUEM
CPOKOB WX XpaHeHus, a Takke TUNOBbIMA W NPUMEPHLIMM HOMEHKNaTypamun aen,
YTBEPXOAKTCA pyKoBOOUTENEM OpraHmsaumm TOnbKO nocre wux paccmotpeHus  3IlMK
COOTBETCTBYHOLLETO apXUBHOIO YYpPEXAEHUS.

2.3. NMopsapok npoBeAeHUA 3KCNepTU3bl LEHHOCTU AOKYMEHTOB

2.3.1. JkcnepTn3a UEeHHOCTU OOKYMEHTOB OCYLLECTBIISETCA eXerogHo paboTHMKamm
cnyxbbl OOKYMEHTauMOHHOro obecneveHust ynpaBneHuss coBmectHo ¢ LOK (BK)
opraHusauuun nog MeToguMyYeckMM pyKoBOACTBOM apxXuBa.

2.3.2. Tlpn npoBegeHUN 3IKCNEpPTU3bl LIEHHOCTU [JOKYMEHTOB B CTPYKTYPHbIX
nogpasgeneHusax ocywiectsnsaerca otbop gen NoCTOSHHOro M BpeMeHHoro (cebiwe 10 ner)
XpaHeHus Ona nepejayn B apxuB; OTOOpP Aen C BPEeMEHHbIMU CPOKaMW XpaHeHus,
nognexawux XxpaHeHuto B CTPYKTYPHbIX NoAapasfeneHnsax; BblaeneHne K YHUUTOXEHUIO aen
3a npedblgywne rodbl, CPOKM XpaHEHUs KOTopbIX ucTeknu. [Npy 3TOM OAHOBPEMEHHO
NPOBEPSAIOTCA KayeCcTBO M [MOMHOTA HOMEHKNAaTypbl [en opraHu3aumn, npaBUIIbHOCTb
onpegerieHns CpoKoB XpaHeHus aen.

2.3.3. OT6Op OOKYMEHTOB MOCTOSAHHOrO U BpemeHHoro (csbiwe 10 neTt) xpaHeHus
nNpoBOANTCA MyTeM MOMMCTHOrO npocMoTpa Aen. He gonyckaetca otbop AOKYMEHTOB AN
XpaHEeHUs U YHUYTOXEHUSA TOSbKO HA OCHOBAHWUN 3arosyioBKOB Aer.

Hdena c¢ otmetkon "OlK" nogsepratoTcss MNOMAUCTHOMY MNPOCMOTPY C  LENbto
onpegeneHnuss U BblerieHUss U3 UX CcocTaBa [OOKYMEHTOB, MoAfiexallmx MOCTOAHHOMY
XPaHEHMIO.

Hena c otmeTkon "IlMK", cogepxalume JOKYMEHTbI MOCTOSAHHOIO XpaHeHus, nognexar



nepedopMmnpoBaHunio. BblgeneHHble M3 ux cocTaBa [LOKYMEHTbl MOCTOAHHOIO XpaHeHus
NpucoeauHATCA K OAHOPOAHbBIM AeriaM Nnn opopMIsaioTCa B CaMOCTOSATENbHbIE Aena.

Cpoku xpaHeHna gen, cogepXallumx ocTaBlUMecs OOKYMEHTbl BPDEMEHHOIO XpaHeHus,
onpefensaiTcsa No MNEepeyHd OOKYMEHTOB C YyKasaHMeM CPOKOB WX XPaHeHUs unu no
HOMeHKnaType Aes opraHMsaunu.

MoawmrBka BHOBb CHOPMUPOBAHHBIX Aen MPouM3BOAUTCA TOMbKO MOCMe 3aBepLueHns
3KCNepTu3bl LLEHHOCTU JOKYMEHTOB.

2.3.4. ApxvB NpoBOAUT 3KCNEpTU3y LEHHOCTU AOKYMEHTOB Mpu oTbope ux Ha
NOCTOSIHHOE  XpaHeHue  nog  MeToAUYECKUM  PYKOBOACTBOM  COOTBETCTBYHOLLErO
rocyapCTBEHHOIo UM MyHUUUNANbLHOro apxmBea.

2.3.5. llogroToBKka 3MeKTPOHHbIX OOKYMEHTOB K nepefaye B apxvB oOpraHusauuu
COCTOUT M3 cnefyoLmx 3Tanos:

npoBepka (PU3NYECKOro COCTOAHUA MAaLUMHHBLIX HOCUTEenewn, npefHasHayYeHHbIX AnS
nepegayv B apxms;

3anucb 31 Ha MaLLUUHHbIE HOCUTENMN;

npoBepka KayecTsa 3anucy;

onucanue 9[;

NpoCTaBneHne apxuBHbIX LWNMPOB Ha eauHuuax XxpaHeHus (Ha dyTnapax) B
COOTBETCTBUM C apXMBHOW OMUCLIO (OMUCAMU) 3INEKTPOHHbLIX AOKYMEHTOB MOCTOSHHOIO
XpaHeHMs 1 No NIMYHOMY COCTaBY:

noaroToBKa KOMMIEeKTa CONpoOBOAUTENBHON JOKYMEHTaLMUN.

ConpoBogutenbHasa gokymeHTaums 3 gomkHa 6biTb JocTaTouHOM Ans obecnevyeHns
NX COXPaHHOCTW 1 UCnonb3oBaHus. B Hen oTpaxaeTcs cnegyowias nHgopmaums: Ha3BaHue
AOKYMeHTa, faTa ero cosfaHusd, XxapakTepucTuka copepXaHus (aHHOTauusl), 3reKTPOHHbIN
dopmat, uaundeckas n norndeckas ctpyktypa (ana b, cantoB u T.n.), 06beM JOKymMeHTa
(onsa B Takke - KONNMYECTBO 3anucen).

2.4. OcbopmMrneHue pe3ynbTaToB IKCNEPTU3bI LLEHHOCTU JOKYMEHTOB

24.1. Tllo pesynbtatam 3KCNepTU3bl LEHHOCTU [OOKYMEHTOB B OpraHusauum
COCTaBMATCA ONUCK Aerl NOCTOAHHOro (rpurnoxeHve 1), BpemeHHoro (cebiwe 10 ner)
XpaHeHus (npunoxeHve 2) U N0 NUYHOMY cocTaBy (npunoxeHuve 3), a Takke akTbl O
BblAESIEHUN K YHUHTOXEHUIO Aer1, He Noasiexallnx XxpaHeHuto (npuroxexHune 4).

2.4.2. B apxvuBe opraHm3auum B 3aBMCUMOCTM OT cocTaBa n obvema 3[], OTHECEHHbIX
K coctaBy ApxmBHoro gpoHga Poccuickon defepaummn, CoOCTaBnATCA OMUCU 3MEKTPOHHbIX
AOKYMEHTOB MOCTOSIHHOIO XpaHEHWd, OnNucu fen no fUMYHOMY cocTaBy (npuroxeHue 5).
YnpasneH4yeckas, Hay4yHO-TEXHMYecKad [OOKyMeHTauus, oTAernbHble Komnrekcol I
BKIMOYAIOTCH B CAMOCTOSATENbHbIE OMUCH.

[Mopsgok opopMneHna N yTBepXXAeHUA Oonucen ycTaHoBrieH B M. 6.4.5 HacTosAwmx
Mpasun.

2.4.3. OlK apx1MBHOro yypexaeHnsa yTBepxxaaeT onvcu et NoCTOSAHHOrO XpaHeHnsa 1
cornacoBbiBaeT OnNMcK gen no NMMYHoMy cocTay (Bkmtovasa onvcu gen 39[).

2.4.4. YkasaHHble (n. 2.4.1) onucy 1 akTbl paccMmaTpuBaloTca Ha 3acegaHum LIOK (3K)
opraHmsauumn ogHospemMeHHo. OpobpeHHble LIGK (3K) aktbl M onucm yTBepxaarTcs
pyKkoBoAMUTENEM oOpraHu3aumm TONbKo nocrie yteepxaeHus 3K apxvBHOro y4dpexaeHus
onucen Aen NOCTOSAHHOIO XpaHeHWs; Nnocrne 3TOro opraHu3auus MMeeT MpPaBo YHUYTOXaTb
Aena, BKIOYEHHbIe B JaHHbIE€ aKThbl.

2.4.5. [lena BKNOYaKTCA B akT, ecnu nNpegycMOTPEHHbI OSI9 HUX CPOK XpaHeHus
nctek K 1 dHBapsa roga, B KOTOPOM COCTaBnsieTca akT. Hanpumep, 3akoHYeHHble gena c



TPEXNeTHUM CpPOKOM XpaHeHnust B 1991 r. moryT ObiTb BKMOYEHbI B aKT, KOTOpbIA Oyaer
cocTaBneH He paHee 1 aHBapsa 1995 .

AKT 0 BblAENEHUN K YHUYTOXEHUIO Aen, He NOoANeXallunx XpaHeHUo, COCTaBnaeTcs Ha
Aena Bcen opraHusauuu. Ecnn B akTe ykasaHbl [ena HeCKOSbKUX nogpasfeneHun, To
Ha3BaHWe KaxJoro noapasferneHnsa ykasbliBaeTcs nepepn rpynnon 3arofioBKOB Aen 3TOoro
nogpasgeneHusi. 3aronoBkM OQHOPOAHbLIX AeSl, OTOBPAHHBIX K YHUYTOXEHNIO, BHOCATCS B aKT
nog obLmMm 3arosIloBKOM C YKa3aHMeM KONMyecTBa Aerl, OTHECEHHbIX K JaHHOW rpynne.

2.4.6. ApxXuBHbIE yupexaeHusi NPoBEPSIOT NpaBUNbHOCTbL 0TOBopa Aen Ha NOCTOSHHOEe
XpaHeHne u npu HeobxooMMOCTM MMEKT MnpaBoO NOTpeboBaTb BKMHYUTL B OMNUCL AEn
NOCTOSIHHOIO XpaHeHus gena, otobpaHHble HA BPEMEHHOE XPaHEHME UMW K YHUYTOXEHMIO.

24.7. [ena, nognexawme YHUYTOXEHWUO, nepefarwTcs Ha nepepaboTKy
(ytunmsaumto). lNepegada gen odopMnsieTcs NpuemMo-cAaToOuHOW HakKnagHoOW, B KOTOPOW
yKa3blBalOTCA AaTa nepegayu, Konm4ecTBoO caaBaeMblx Aen U Bec BymakHON MakynaTtypbl.

lMorpy3ka u BbIBO3 Ha YTUNM3aAUUIO OCYLLECTBNSAETCS MOA4 KOHTPONEM COTPYAHMKA,
OTBETCTBEHHOrO 3a obecneyeHne COXpaHHOCTM 4OKYMEHTOB apXxmBa.

3. KomnnekroBaHue apxuBa

3.1. KomnnekroBaHMe apxuBa opraHusauum

3.1.1. KomnnekroBaHve apxvBa opraHusaumm - 9TO cUcTemMaTudeckoe MnonosiHeHne
apxvBa [OOKYMEHTaMW CTPYKTYpPHbIX noApasfdeneHnin opraHuvsaumu, a Takke ApYyrux
opraHusauun, ABNAILMXCA UCTOYHUKAMKN KOMIMIEKTOBAHNSA apXuBa.

3.1.2. KomnnekTtoBaHne apxuBa BKIO4aeT:

onpegeneHne UCTOYHUKOB KOMMNEKTOBAHUSA apX1Ba;

onpegereHne coctaBa AOKYMEHTOB, NoAnexalumx npuemy B apxms;

opraHusauus nepefayn JOKYMEHTOB B apXmB.

3.2. ACTOYHUKN KOMMJEKTOBaHUA apXxuBa

OCHOBHbIMM NCTOYHNKaAMM KOMMNEKTOBAHNA apXnBa OpraHn3aunmn SBnsitoTCS:
CTPYKTYpHbIE NoapasfeneHnsa opraHmsaumm;

NnoaBEeJOMCTBEHHbIE OpraHM3auuny;

domsunyeckume nuua.

3.3. CocTaB AOKYMEHTOB, noanexalux nepeaaye B apxms

3.3.1. ApxuB opraHuM3aumm B COOTBETCTBMM C MNOJSIOXKEHMEM O HEM KOMMSEKTyeTcs
Aenamu nocTosiHHOro, BpeMeHHoro (cebiwe 10 neTt) xpaHeHus, a Takke gernamm no JIM4HOMy
cocTasy.

3.3.2. [lena BpeMEHHOro XpaHeHusi co cpokamun xpaHeHus o 10 nert nepepade B
apxvB oOpraHusauuu, Kak npasuno, He nognexart. OHW XpPaHATCA B CTPYKTYPHbIX
nogpasfenieHnsix opraHm3aumm n no UCTEYEHUN CPOKOB XpPaHEHUS noasiexar YHUHMTOXEHUIO
(cm. n. 2.4.5).

3.3.3. [JOKYMEHTbl NMNUYHOrO NPOUCXOXOEHUS B apXvMB OpraHusauuu nepenarwTcs Ha
BPEMEHHOE XpaHEeHWe MO 3asiBfeHM0 MX Bragenbua (COOCTBEHHWMKA) C nocrenyoLlen
nepegayen B rocyfapCTBEHHbIN apXMB Ha MOCTOSHHOE XPaHeHMe.



3.3.4. B apxvB nepenatotca OOKYMEHTbl OpraHu3aunn-npeecTBEeHHUKOB, a Takke
AOKYMEHTbI NMIMKBUAMPOBAHHbLIX NOAYUHEHHbLIX OpraHn3auuin.

3.4. HomeHknaTypa aen

3.4.1. HomeHknatypa gen npeacrtaBnsieT CcobOM CUCTEMaTU3UPOBAHHBIA MepeveHb
HauMeHOBaHWI fen, 3aBOAUMbIX B 4eNOonpon3BoACTBE OpraHn3auum, ¢ ykazaHMem CPOKOB UX
XpaHeHus, No yCTaHOBIEHHOW hopMme.

3.4.2. ApxvB B LENAX Ka4YeCTBEHHOro KOMIMMEKTOBAHUA [OOKYMEHTaMW apXMBHOIO
doHAa KOHTPONUPYET N OKasbiBaeT HEOOXOANMYIO METOANYECKYHO U MPAKTUYECKY0 NMOMOLLb
cnyx6e AOKyMeHTauWMoHHOro obecneyeHns ynpasneHnsi B COCTaBNEHNN HOMEHKNATypbl Aen.
OTBETCTBEHHOCTb 3a €€ COCTaBfeHue BoO3naraeTca Ha Ccnyx0y [OOKYMEHTauWOHHOro
obecneyeHnsa ynpaBneHsi opraHn3auuu.

3.4.3. HomeHknaTtypa pen 4BnNsetca OCHOBOW [ANS COCTaBleHUA onucen gen
NOCTOSIHHOIO N BpeMeHHOoro (cebiwe 10 neT) XxpaHeHNs U OCHOBHbIM YYE€THbIM JOKYMEHTOM B
Aenonpon3BoACTBE, a B apXMBe OpraHm3auum Ucnonb3yeTcsa And yyeTta gen BpeMeHHoro (4o
10 neT BKNIOYNTENBHO) XPaHEHUS.

3aKkpenneHHas B HOMEHKNaType cxema cucTtematmsaumm gen MoxeT 6bITb
ncnonb3oBaHa nNpu paspaboTke cxeMbl KAPTOTEKN HA UCMOSTHEHHbIE AOKYMEHTbI.

3.4.4. PasnnyalotcAa TpuM BuOA HOMEHKNaTyp [Aefi: Tunosas, npuMmepHaa W
MHOMBUAYaNbHas HOMEHKNaTypbl AefT KOHKPETHOW OopraHnsauuu.

TunoBass HOMEHKNaTypa [Jen ycTaHaBnuBaeT COCTaB e, 3aBOAUMbIX B
Aernonpon3BoAcTBe OAHOTUMHBIX OpraHM3aunin, U ABNSETCA HOPMAaTUBHbLIM JOKYMEHTOM.

MpumepHasi HOMeHKNaTypa Aen ycTaHaBnNMBaeT NPUMEPHbIN COCTaB Aen, 3aBOAUMbIX
B 0enonpous3BoACcTBe OpraHusauuin, Ha KOTOpble OHa pacrnpoCTpaHSeTCsd, C ykasaHuem ux
WHOEKCOB, N HOCUT peKOMeHAaTeNbHbIA XapakTep.

3.4.5. TunoBble U NPUMEpPHbIE HOMEHKNATypbl Aen UCNOoMb3YyTCA AN COCTaBIeHUs
WHOMBMAYANbHOW HOMEHKNATYpPbI Aen.

B HOMeHknaTypy gen opraHusauuu n3 TUNOBOW UMW NPUMEPHOW HOMEHKNaTypbl Aen
NepeHocAaTcs NpeaycMoOTPEHHbIE MMM 3arofloBKN Aen, KOTopble npeanosiaraeTcs 3aBecTu B
AernonponsBoAcTBe OpraHM3aunmn, KOHKPETU3NPOBaHHbIE C YHETOM ee CreunduKu.

Cpokun xpaHeHus gen, NnpegyCMOTPEHHbIE TUMOBOW UMW NMPUMEPHON HOMEHKNATypoun
Aen, NeEpeHOCATCA B MHAMBUAYaNbHY0 HOMEHKNaTypy Aen 6e3 nameHeHuin.

3.4.6. HomeHknaTypa gen opraHusaumm (ceogHas) (npunoxeHue 7) coctaBnsieTcs no
yCTaHOBIEeHHON (bOpMe Ha OCHOBaHWW HOMEHKNATyp Aen CTPYKTYPHbIX noapasgeneHun,
paspaboTaHHbIX N0 aHanorn4Hon opme (NpunoxeHue 8), cornacoBaHHbIX MU C apXUBOM U
NoANUCAaHHbIX PYKOBOAUTENAMU 3TUX NogpasgeneHun.

HomeHknaTtypa gen opraHusaumm opopmnigaeTcs Ha obiem GnaHke opraHnsaumm.

HomeHknatypa gen opraHusauuv BU3UPYETCA PyKOBOAUTENEM apxuBa Wnu nuuom,
OTBETCTBEHHbIM 3@ apxumB, MOANUCLIBAETCS PYKOBOAUTENEM CRyXObl MNK  NUUOM,
OTBETCTBEHHbLIM 32 AOKYMEHTAUNOHHOE obecneveHme ynpasnenus, n nocrne ogobpexus LLOK
(OK) opraHmzauumn HanpaensieTca Ha cornacoBaHue ¢ JMK coOTBETCTBYIOLWEro apXMBHOIO
yypexaeHusi, nocre Yyero yTBepXxgaeTca pykoBogurenemM opraHusauuu.

lMocne yTBepXOeHUs HOMEHKNATYypbl AeN opraHn3aumn CTPYKTYpHble noapasneneHus
nony4aroT BbINNUCKN COOTBETCTBYIOLLNX ee pa3fenoB Ans UCNOMb30BaHNS B paboTe.

HomeHknatypa gen opraHusaumm Ha npeacToAWnmn KaneHgapHbeli rof cocTaBnseTcq
B NocriegHeM KBapTarne TekyLero roga.

CornacoBaHHasi C apXMBHbIM YYpeXaeHWeM HOMEHKNnaTypa Aefl B KOHLUE Kaxaoro
roga yTovHsieTCsl, YTBEPXOaeTCa pyKkoBoguTenemM opraHMsauun u BBoAUTCH B gencteue ¢ 1



SHBaps cnefywoLwlero KaneHaapHoro roga.

HomeHknatypa gen cornacoBblBaeTCs C apXUBHbIM yYpexngeHUeM He pexe OOHOro
pasa B 5 netr. B cnyyae KOpPEHHOro W3MEeHeHUs (PYHKUUM W CTPYKTYpbl OpraHu3aumm
paspabaTbiBaeTcs HOBasi HOMeHKnaTtypa gen.

3.4.7. HomeHknaTtypa gen cocTaBnsieTCa Ha OCHOBE U3y4YeHUsi COCTaBa N coaepaHus
AOKYMEHTOB, 06pasyoLnxca B 4eATENbHOCTN OpraHu3aumu.

[Mpn cocTtaBneHMM HOMEHKNATypbl Aen criegyeT PyKoOBOACTBOBATbLCS YCTaBOM MUn
nonoxeHnem o6 opraHm3aumm, NOSIOXKEHUAMU O ee CTPYKTYPHbIX nogpasgeneHunsx, WraTHbIM
pacnvcaHueMm, HOMEHKNATypouh [en opraHu3auuMM 3a npownbin  rogd, onucsaMu aen
NOCTOSIHHOrO M BpemMeHHoro (cBbilwe 10 neT) XpaHeHusi, perucTpaumoHHbIMU hopmamn,
BEJOMCTBEHHbLIMU N TUMOBLIMU MEPEYHAMUN JOKYMEHTOB C yKa3aHMEM CPOKOB UX XPaHEHUS,
TMNOBLIMW N MPUMEPHBIMU HOMEHKNATypamu gern.

3.4.8. B HoMeHknaType gen npegycMatpumBalroTCs 3arofioBkM Aen Ans rpynnupoBKy
OOKYMEHTOB, OTpaxawlue BCe [AOKYMEHTUPYEMble Y4YacTKM W BOMNPOChblI AeATeNbHOCTU
opraHusaumu.

B HomMeHknaTypy Oen opraHusauum BKMOYAKOTCHA Jerla BPEeMEHHO [OeNCTBYHLLUX
OpraHoB, [OOKYMEHTbl KOTOPbIX ChyXaT MnpaBOBbIM OCHOBaHMEM [ONA MNOATBEPXOEHUS
NMOMIHOMOYMA OpraHu3auun wnu npekpaweHns ee [eaTenbHOCTU (Hanpumep, Aena
NUKBUOAUVMOHHOM  KOMUCCUM  OpraHuM3aumm  BKIIKOMAKTCA B HOMEHKnaTtypy  gen
NYKBUONPYEMOWN OpraHu3aumm).

OcHoBon ana onpegeneHus CTPYKTypbl HOMEHKMAaTypbl Oen SABASeTcs CTPyKTypa
(wTaTHoe pacnucaHue) opraHusaumn. Pasgenamu, nogpasgenamu v Apyrumu aeneHnsmm
HOMeHKNaTypbl Aen HABNANTCA HasBaHUA nogpasfeneHnn (Hanpumep: KaHuenapus,
Oyxrantepus, oT4en Kagpos U T.n.).

3.4.9. 'padhpbl HOMeHKNATypbl AeNn opraHu3auuu, ee CTPYKTYPHbIX noapasgeneHumn
3anosnHaTCa cnegyrowmum obpasom.

B rpade 1 HoMeHknaTypbl Aen NPoCTaBAATCA MHAEKCHI KaXXa0ro Aena, BKIMOYEHHOro
B HOMeHknaTtypy. MIHOekc gena cOCTOUT M3 YCTAHOBMEHHOro B OpraHusaumm LngpoBoro
00603Ha4YeHNs1 CTPYKTYPHOro nogpasgeneHvs u nopsiakoBOro Homepa 3arofioBka gena no
HOMeHKNnaType Aen B npefenax CTPYKTypHOro nogpasgeneHuvs. MIngekcel gen obosHavarTca
apabckumm undppamun. Hanpumep: 02-03, rae 02 - nHaekc cTpykTypHoro nogpasgaenenus, 03
- MOPSAKOBbLI HOMEp 3arorfioBka fena no HoMeHknaType agen.

B HomMeHknaType p[en pekoMeHOyeTCs COXpaHATb OAWHAaKoBble WHAOEKCbl And
OLHOPOAHbIX Aen pa3sHblX CTPYKTYPHbIX NogpasaeneHnn (HanpasneHun eaTenbHOCTN).

Mpumep: "MNpukasbl No ocHoBHOM AeaTenbHocTn" (02-03, 03-03, 04-03 u T.4.).

B rpady 2 HomeHknaTypbl Aen BKAYaTCA 3arofioBky Aen (ToMoB, YacTen).

[Mopsgok pacnonoXeHWst 3arofioBKOB Aen BHYTPU pas3fgenoB M nogpasgenos
HOMEHKNaTypbl AeNn onpeaensaeTca CTeneHbio BaXXHOCTU AOKYMEHTOB, COCTaBNALWMX Aena,
N UX B3aMMOCBS3bIO.

Brauvane pacnonaratTcs 3arosfioBku aen, cogepxaLumx
OpraHM3auUnoHHO-pacnopsaanTEeNbHYO  AOKyMeHTauuto. [lpym  aTOM  3aronoBku  Aen,
cofepXallmx MOCTaHOBMEHUS W MNpUKasbl BbILWECTOAWMX OpraHu3auumn, pacnonaratoTcs
nepen 3aronoBkamu ger C npukasamm pykoBoauMTens opraHusauuun. [anee pacnonararoTtcs
3arorfioBKu Aen, cogepXalumx nnaHoBble U OTYETHbIE JOKYMEHTbI.

3aronoBkn Jer, 3aBedeHHbIX MO reorpadPMyeckoMy U MO KOPPECNOHOEHTCKOMY
npu3Hakam, BHOCATCS B HOMEHKNaTypy Aen no andaBuTy reorpauyeckux HassBaHui mnm
KOppecrnoHOEeHTOB.

3aronoBoK gena AofmkKeH 4YeTko M B 0600uweHHon dopme oTpaxaTb OCHOBHOE
coepxxaHune 1 coctaB JOKYMEHTOB Jena.

He ponyckaeTca ynoTpebneHve B 3arornioBke eria HEKOHKPEeTHbIX (hOpMynMpOBOK



("pasHble maTepmanbl”, "obwan nepenucka" u T.M.), @ Takke BBOAHbIX CMOB U CHOXHbIX
CUHTaKCU4ecknx o6opoToB.

3aronoBkun gen MoryT yTOYHATLCA B npouecce POpMUPOBaHUA U 0popMIieHns aen.

CoctaB 31IEMEHTOB 3aronoBka  gena, pacnonaraembix B NPUHATON
nocrnegoBaTenbHOCTH, onpeaensaeTcs XxapakTepoM AOKYMEHTOB Aena.

B 3aronoBkax gen, cogepXawmnx OKYMEHTbl NO OAHOMY BOMPOCY, HO HE CBSA3aHHbIX
nocrnegoBaTenbHOCTbIO AENONPOM3BOACTBA, B Ka4ecTBe BMaa Aena ynotpebnsaerca TepMuH
"OOKYMEHTbI", a B KOHLe 3arofioBka B CKOOKax YKa3blBalOTCA OCHOBHblE€ Pa3HOBUAHOCTU
AOKYMEHTOB, KOTOPbIE AOSMKHbI ObITh B Aene.

Mpumep: "[JOKyMEHTbI O NPOBEAEHNN HAY4YHbIX KOH(PEPEHUUI N CUMNO3NYMOB (MNaHbl,
CnuCcKn, goknaapl)".

TepmuH "OOKYyMeHTbI" TMpPUMEHAETCH Takke B 3arofioBkax fesi, CcoaepKallmx
AOKYMEHTbI - NPUITOXXEHUS K KAKOMY-ITMOO AOKYMEHTY.

Mpumep: "[LoKyMeHTbI K NPOTOKOMaM 3aceaHus Konnermm MmHucTepcTea'.

3aronoBkn gen no Bonpocam, He paspelleHHbIM B TeYeHWe OOHOro roga, ABnsTCS
"nepexogawnmMmn” n BHOCATCA B HOMEHKNATypy AeSs1 opraHu3aumm crnegywouiero roga ¢ Tem
K€ MHOEKCOM.

Ecnn peno GyaeTr cocTosTb M3 HECKONbKMX TOMOB WM 4acTen, TO COCTaBnsieTcA
oOLWwmn 3aronoBoOK Aena, a 3aTeM npu HeobXoaMMOCTM COCTaBNATCS 3arofloBKM KaXgoro
TOMa (4acTn), yTOYHSALWNE cogepxaHne 3arofioBka gena.

B rpacdbe 3 HOMeHkNnaTypbl Aen ykasblBaeTcs KOnNu4ecTBo aen (Tomos, 4acTten). OHa
3anosiHAEeTCSA N0 OKOHYaHUKU KaneHaapHoro roga.

B rpacde 4 ykasblBalOTCA CPOK XpaHeHus aena, Homepa craTterd Mo NnepeydHto
(TvnoBOMYy, BEeOOMCTBEHHOMY), a MNpW €ro OTCYTCTBUM - MO TWUMNOBOW WU NPUMEPHOMN
HOMeHKnaType aern.

Mpy BKNIOYEHUN B HOMEHKIATYPY 3arofioBKOB, JOKYMEHTOB, CPOK XPaHEHMUSI KOTOPbIX
He npeoyCMOTPeH TUMNOBbIM UMW BEAOMCTBEHHbIM MNEePEeYHAMU [OOKYMEHTOB, CPOK WX
XpaHeHus yctaHaBnuBaeTcss QJlMK COOTBETCTBYIOLLErO apXUMBHOMO  yYpeXOAeHusa Mo
npeacrtasneHunio apxmea n LISK (3K) opraHmsaumu.

B rpape 5 "llpumeyaHume" B TedeHMe BCero cpoka [AeuCTBUS HOMEHKNaTypbl
NPOCTaBNATCA OTMETKM O 3aBefdeHuu Oen, O nepexoaswmx genax, o BblAeneHun gen K
YHUYTOXEHUIO, O Nepedade aen B ApYryto opraHnM3aumio Anst NpoaoSiKeHNsa n ap.

3.4.10. o OKOH4YaHWWM [Oeriornpou3BOACTBEHHOIO rofa B KOHLE HOMEHKnaTypbl gen
3aMeHsieTCs WUTOoroBasi 3anncb O KOMWYeCcTBE 3aBefeHHbiX gen (TOMOoB), OTAEerNbHO
NMOCTOSIHHOIO M BPEMEHHOro XxpaHeHusi. CBegeHusa, cogepXalmecss B UTOrOBOW 3arnmcu
HOMEHKNaTypbl Oen opraHu3auumm, B obsizaTenbHOM nopsigke coobLiarTca apXUBHOMY
yypexneHuto, 0 YeM B HOMEeHKNaType Aen npocTaBnseTcs OTMeTKa C ykadaHneM JOKHOCTU
nuua, caenasLllero OTMETKY, U paclumgpoBKM ero Nognucu.

3.5. NMopspok chopmupoBaHMAa aen B opraHuM3aumm

3.5.1. dopmupoBaHneM Oen Ha3biBaeTCH rpynnupoBKa MCMOMHEHHbIX AOKYMEHTOB B
Aena B COOTBETCTBMM C HOMEHKNATypon gen.

B oeno nomelwaroTca JOKYMEHTbI, KOTOPbIE MO CBOEMY COLEPXKaHUIO COOTBETCTBYIOT
3aronoBKy Aena, nNpu 3TOM 3anpeljaeTcsa rpynnupoBaTtb B Aena YepHoBble M OybneTHble
3K3eMnnspbl AOKYMEHTOB (3@ WCKNIOYEHMEM OCODO LEHHbIX), a TakkKe [OOKYMEHThI,
nognexatwue Bo3Bpary.

3.5.2. [ena ddopmMnpyoTca B oOpraHuMsauusx npu LEeHTpanu3oBaHHOM BeLeHUU
genonpomsBoacTeBa - cnyx6on [AOY opraHusaumm, npuv OeueHTpann3oBaHHOM - Kak



CTPYKTYPHbIMM nogpasgeneHuamm (nuuamm, otseTctBeHHbiMM 3a [JOY), Tak n cnyxton JOY
opraHusauuu.

dopmupoBaHue gen BegeTca nog HenocpeacTBEHHbIM MeTOAMYECKUM PYKOBOACTBOM
apxmBa opraHuMsauumn, a npu HeobxoAUMOCTU - U COOTBETCTBYHOLLErO rOCyAapCTBEHHOrO
apxvBea.

3.5.3. lpn ¢dopmmpoBaHmm gen Heobxoammo cobnogaTb crnefylowme OCHOBHbIE
TpeboBaHuS:

AOKYMEHTbI MOCTOSIHHOIO U BPEMEHHOro XpaHeHust Heobxoammo rpynnupoBaTb B
oTAenbHbIe Aena;

BKMNtOYaThb B AESI0 MO OAHOMY 3K3EMMAAPY KaXA0ro JOKYMEHTA;

rpynnupoBaTb B [Oeno [AOKYMEHTbl OOHOro KaneHOapHoro roja; WCKIYeHue
COCTaBnAOT: Nnepexoadwime gena; cyaebHole gena; nuyHble gena, Kotopble OpMUPYOTCS B
TeyeHne Bcero nepuoga paboTbl AAHHOrO nNuua B OpraHu3auuun; AOKYMEHTbl BblOOPHbIX
OpPraHoB 1 NX MNOCTOSAHHBIX KOMUCCUIA, OenyTaTCKMUX rPynm, KOTopble rPyNnupyoTCsa 3a nepuos,
MX CO3blBa; OOKYMEHTbl Y4ebHbIX 3aBefeHuir, KoTopble opMupytoTca 3a yqebHbin rof;
AOKYMEHTbI TeaTpoB, XapaKTepuUsylLllMe CLEHUYECKYID OAeATEeNbHOCTb 3a TeaTparbHbli
Ce30H; gena (punbMoB, pykonucemn, ctopmm bonesHen u ap.;

Aeno OOoMmKHO cogepxaTb He 6bonee 250 nucTos, npu TonwmnHe He bonee 4 cm.

3.5.4. BHyTpu gena OOKyMEHTbl OOSMKHblI OblTb pacnonoXeHbl Tak, YTobbl OHM MO
CBOEMY COAEepXaHu nocnefoBaTesibHO OcBelwanu onpeaerieHHble Bonpockl. [lpu atom
AOKYMEHTbI pacrnofiaraloTcd B XPOHOMOrMYeckoM nopsagke (Bxogsdwme - no gartam
NOCTYNMNeHus, ucxogsawme - no gatam OTnpaBfeHus) wunu no andasBuTy aBTOPOB W
KOppecnoHOeHTOB.

MpunoxeHna K OOKYMEHTaM, He3aBUCMMO OT JdaTbl WX YTBEPXAEHUA Un
COCTaBIEHWs, NPUCOEAMHSAIOTCS K JOKYMEHTaM, K KOTOPbIM OHW OTHOCATCA.

MpunoxeHna obbemom cBbiwe 250 NMCTOB COCTaBNAT OTAENbHbLIA TOM, O YEM B
AOKyMeHTe fenaeTcs oTMeTKa.

3.5.5. PacnopsautenbHble AOKYMEHTbI FPYNNUPYOTCSA B Aefa No Buaam n XpOHOSormm
C OTHOCSALMMNCS K HUM NPUNOXEHNAMMU:

yCTaBbl, NONOXeHns, NHCTPYKLUUH, yTBEPXKAEHHbIE pacnopsianTenbHbIMU
AOKYMEHTaMM1, SBNAOTCA MPUNOXKEHUAMM K HUM W TPYNnMpPylOTCA BMECTE C yKasaHHbIMU
AOKyMeHTamu. Ecnn e oHM yTBepXAEHbl B KAYECTBE CAMOCTOATENBHOIO JOKYMEHTA, TO UX
rpynnuMpytoT B OTAENbHbIE AENa;

npukasbl MO OCHOBHOW [LEATENbHOCTU TPYNNUPYOTCA OTAENbHO OT MNPUKa3oB Mo
NNYHOMY COCTaBy;

npukasbl NO JfIMYHOMY COCTaBy [pPynnUPyOTCA B gena B COOTBETCTBUM C
YCTaAHOBMEHHbIMU CpOKaMu WX XpaHeHusi. LlenecoobpasHo npu 6Gonbwux obbemax
AOKYMEHTOB MpuKasbl N0 JIMYHOMY COCTaBY, KacaroLwmecs pasfiMyHbIX CTOPOH AeATENbHOCTHU
opraHusauum (npuem Ha paboTy, YBOSNIbHEHME W MEepeMeLleHMe, KOMaHAMPOBKM WU T.4.),
rpynnupoBaTb B OTAEMbHbIE AENA;

NMOpyYEeHMS BbIWWECTOALMX OpraHuM3aumMm W OOKYMEHTbl MO  UX  WUCMOSIHEHWUIO
rpynnupytoTcs B Aena no HanpasneHnam AeaTenbHOCTM OpraHm3aunu;

YTBEPXAEHHbIE MNMaHbl, OTYETbl, CMETbl, NIMMUTbI, TUTYMNbHbIE CAUCKN W [Jpyrve
AOKYMEHTbI FPyNNUPYOTCS OTAENbHO OT UX MPOEKTOB;

AOKYMEHTbI B NIMYHbIX Aenax pacnofaratTca B XPOHOMNOrMYEeCKOM nopsake no mepe
NX NOCTYNNEHNS;

nuueBble cyeTta pabounmx u cnykawmx no 3apaboTHOW nnaTte rpynnupyoTcs B
oTAernbHble Aena 1 pacrnonararTcs B HUX Mo andasuty pamunum;

npeanoXeHusi, 3asiBNeHns 1 xanobbl rpaxkgaH no Bonpocam paboTbl opraHM3aummn u
BCE AOKYMEHTbI MO MX PACCMOTPEHUIO U UCNOSTHEHUIO TPYNNUPYIOTCS OTAENbHO OT 3asiBfEHUN



rpakaaH no NUYHbBIM BOMpocaw;

nepenuncka rpynnupyeTcsl, Kak NpaBuo, 3a KaneHaapHbli rog U cuctemaTmsmpyeTcs B
XPOHOIOMMYeCcKon nocrnenoBaTenbHOCTH, AOKYMEHT-0TBET rnomMmeLjaeTcs 3a
AOKYMEHTOM-3anpocoM. [lpy BO30OHOBMNEHMM MNEPENUCKM MO OMNpederieHHOMY BOMpocCYy,
HayaBlUeNcs B npeablaylweM rofdy, AOKYMEHTbl BKMYalTCA B Aeno TeKywero roga ¢
yKkasaHueM MHAeKca gena npeablayuiero roga. B 3aBucMmocty oT cneundmkn esatenbHoCTH
opraHu3auun nepenuncka MOXeT TpynnuMpoBaTbCs Takke 3a Yyd4ebHblA rof, CPOK CO3blBa
BbIOOPHbLIX OpraHoB U T.A.

3.6. TpeboBaHus kK ohopmMrieHnI0 gern, NPUHUMAEMbIX B apX1B

3.6.1.0chbopmneHne pen npoBoantca paboTHUKaAMK CryXObl AOKYMEHTALWUOHHOIo
obecneyeHnsa ynpaBneHnss opraHMsaumm nnu OpyruMmm CTpyKTYpHbIMU NoapasgeneHnsamu, B
00513aHHOCTN KOTOPbIX BXOAWUT 3aBefeHuMe u (opMupoBaHME Aen, npu MeToandecKon
NOMOLLM 1 NOL KOHTPOSIEM apXmMBa opraHmM3auun.

3.6.2. B 3aBMCMMOCTU OT CPOKOB XpaHEHUs MPOBOAUTCS MOSMHOE WK YacTU4HOoe
ocdopmneHne gen.

3.6.3. lNonHomy odopMneHunto noanexart gena NoCTOSAHHOro, BpemeHHoro (cBbiwe 10
NeT) XpaHeHnsa 1 No NMYHOMY COCTaBy.

[MonHoe odopmneHve aen npegycmatpuBaer:

NoALMBKY UNK nepenneT gena;

HyMepaLmo NMUCTOB Aena;

COCTaBIIEHME NUCTa-3aBEepUTENS;

COCTaBrieHne, B HEOBXOANMbIX Criyvasix, BHyTPEHHEN ONUCU AOKYMEHTOB;

BHECEHME HEeOoOXOAMMbIX YTOYHEHUA B pPEeKBU3UTbl OOMNOXKM fgena (YTOYHEeHue
Ha3BaHUA opraHM3auumn, perucTpauuoHHOro MHAEKca Aena, KpavHux aTt gena, 3arofioBka
aena).

Hena BpemeHHoro (oo 10 neT BKMAYMTENBHO) XPaHEHWA noanexaTr 4YacTUYHOMY
0dPOpMIIEHMIO: [OMYCKAeTCA He NPOBOAMTb CUCTEMAaTM3auUMIio JOKYMEHTOB B ene, JUCTbI
Aerna He HyMepoBaTb, 3aBepuUTeNbHbIE HAAMUCK HE COCTaBNATb.

3.6.4. [lokymeHTbl, cocTaBnswwue nena, NoAWMBaKTCA Ha 4 npokorna B TBeEpAyH
0OMNOXKY M3 KapTOHa WNM nepenneTawTcs C Y4eTOM BO3MOXHOCTU CBOBOAHOrO 4TeHus
TEeKCTa BCeX AOKYMEHTOB, AaT, BU3 U pe3ontounn Ha Hux. MNpu nogrotoBke Aen K noAwmveke
(nepenneTy) meTannuyeckne ckpenneHns (dynasku, CKpenkun) n3 JOKYMEHTOB yAanNsTCS.

3.6.5. [lena noCTOAHHOrO XpaHeHus, cocTosAwme n3 ocobo LEHHbIX LOKYMEHTOB UK
HedhopMaTHbIX AOKYMEHTOB, XPAHATCSA B 3aKpbITbiX TBEPAbIX Nankax ¢ TpeMsa KnanaHamu c
3aBsA3kaMu N B KOpobkax.

3.6.6. Mpn Hannuuu B fgene HeBoCTPeBOBAHHbIX NMNYHbLIX JOKYMEHTOB (Yy4OCTOBEPEHUI
NIMYHOCTK, TPYOOBbIX KHUXKEK, BOEHHbIX OMNETOB) 3TN AOKYMEHTbI BKIMaAbIBAOTCS B KOHBEPT,
KOoTopbIn noawumBaeTca B Aeno. lNpu Hannumm B0onbLUIOro KonmyectBa TakmxX OOKYMEHTOB,
nocnegHne n3biMatTCs U3 AeN U Ha HUX COCTaBnsaeTca OTAe lbHast ONUCH.

3.6.7. B kOHUE Kakgoro gena noAwmnBaeTCs YNCTbIM DnaHK nucta-zaBepuTtens, a B
Havyane pgena (aona ydveta ocobO UEHHbIX AOKYMEHTOB) - OnaHK BHYTPEHHeW onucu
AOKYMEHTOB gena.

3.6.8. B uenax obecneyeHnss COXpaHHOCTU U 3akpensnieHnsa nopsgka pacnosioXeHus
AOKYMEHTOB, BKI/IOYEHHbIX B AENo, BCE NIMCTbl 3TOro gena (Kpome nucTa-laBeputens u
BHYTPEHHEN OMUCU) HyMepyloTcs apabckumn uudgpamm BanoBoW Hymepaumen B nNpaBOM
BEPXHEM YNy nMcTa NPOCTbIM KapaH4alloM UM HymMepaTopoM. JIMCTbl BHYTPEHHEN Onucu
AOKYMEHTOB Jera HyMepyrTCHa OTAEeNbHO.



3.6.9. JlucTbl gen, COCTOAWMX U3 HECKOSbKMX TOMOB UMW YacTewn, HYMepyrlTcs Mo
KaXKgoMy TOMY MK NO KaXKAOW 4YacTu OTAENbHO.

3.6.10. doTorpacun, YyepTexu, gmarpammbl U apyrme UNNIOCTpaTUBHbIE OOKYMEHTHI,
npeaCcTaBNsALWMNE CaMOCTOATESNbHbBIA NIUCT B Aefne, HyMepyTcs Ha 060pOTHON CTOPOHE Ha
BEepXHEM norse nucra.

3.6.11. CnoxeHHbIn nuct (dopmaTta A3, A2) pasBopadMBaeTcs U HymMepyeTca B
npaBoK 4YacTn BepxHero nonsg nucra. Npu atom nuct noboro popmarta, NoAWNTLIA 32 OANH
Kpan, HymepyeTCcsl Kak OOUH JIUCT; JIUCT, CNOXEHHbIM N NOALUUTLIN 32 cepeaunHy, noanexuT
nepeLunBKe N HYMepyeTCHa Kak OOWUH JTUCT.

3.6.12. JICT € Harnyxo HakreeHHbIMWU OOKyMeHTamu (poTtorpadmsamm, Bblpe3kamu,
BbIMYCKaMU U1 T.M.) HYMepyeTCs Kak OguH NUCT. Ecnu K AOKYMEHTY nogkreeHbl 04HUM Kpaem
apyrme OOKYMeHTbl (BCTaBKM TeKCTa, nepeBoAbl, BbIPE3KM M T.M.), TO KaXAbl AOKYMEHT
HyMepyeTCcHa OTAEeNbHO.

3.6.13. MNogwunTble B 4en0 KOHBEPTLI C BOXEHUAMWU HYMEPYIOTCS; NPpU 3TOM BHavane
HyYMepyeTCsa caM KOHBEpPT, a 3aTeM o4yepeHbIM HOMEPOM Kaxkgoe BIIOXKEHUEe B KOHBepTE.

3.6.14. MNogwunTble B 4eN0 JOKYMEHTbI C COBCTBEHHOW HymMepaunen nMcToB (Bko4vas
neyaTHble M3gaHMs) MOryT HymepoBaTbCA B O6LIEM MOPSAKE UM COXPaHSATb COBCTBEHHYIO
HyMepaLmIo, eCflin OHa COOTBETCTBYET NOPSAKY pacnonoXeHus NMCToB B Aene.

3.6.15. B cny4asx obHapyxeHusa 60nbLoro Yncna owmbok B HyMmepaLmm nMcToB gena
npoBoauTCA WX nepeHymepauus. [lpun nepeHymepauuMm §nMCTOB CTapble Homepa
3a4epKUBalOTCA U PSAOM CTaBUTCH HOBbI HOMEP NUCTA; B KOHLE Aeria cocTaBnaeTcsl HOBbIM
NNCT-3aBepUTENb, NPU 3TOM CTapbli NUCT-3aBEpPUTENb 3a4epKMBaETCs, HO COXpaHseTCcs B
aene.

Mpy HanMyun OTAENbHbBIX OLWMOOK B HyMepaumn NIMCTOB B Aenax npu noaroToBKE MX
apxMBOM oOpraHuM3aumm K rnepegade Ha rocydapCTBEHHOE XpaHeHue [oryckaeTcsd no
cornacoBaHuio C rocyaapCTBEHHLIM apXMBOM ynoTpebneHne nMTepHbIX HOMEPOB JSICTOB.

3.6.16. Jluct-saBeputenb coctaBnAeTcs B Aefie Ha OTAeNbHOM NUCTe, B KHUrax - Ha
0OOpPOTHOM CTOPOHE MOCNEeAHEro YUCTOro fnCTa, B KapToTekax - Ha OTAENbHOM YMCTOM
nncte oopmaTa KapTOYKN.

JlncT-3aBeputenb gena cocTaBnseTcsl No yCTaHOBMEHHOW hopme (npurnoxeHne 9), B
KOTOPOWN yKa3blBalOTCA LMdpamMu U NPOnNnCbLI0 KOSIMYEeCTBO NPOHYMEPOBaHHbIX NMUCTOB Aena,
KONIMYECTBO NIUCTOB BHYTPEHHEW OMUCKU, OroBapuBarTCcsd 0COBEHHOCTU HyMepaL M HOMEPOB
gena (Hanuyue nuUTepHbIX HOMEPOB [Aeria, NPOonyLleHHbIX HOMEepOB, HOMEPOB JIUCTOB C
HaKneeHHbIMKU  dooTorpadpusimm, HOMEPOB KPYyrNnHOMOpMaTHbIX JIMCTOB, KOHBEPTOB C
BNOXEHNSAMU U KONMYECTBO BIOXEHHbIX B HUX NIUCTOB), a TakKXe YKa3blBaeTCHA Hanuyue B
aerne Tunorpagckux ak3eMnnapoB 6poLLop C KONMYECTBOM JIMCTOB B HUX, €CIIN OHU He BbInn
OTMeYeHbl B 00Len BanoBon Hymepawmm B gene.

JlncT-3aBeputens gena noanucbiBaeTcss e€ro coctaButenem. Bce nocneaywowme
N3MEHEHNA B COCTaBe M COCTOSHUM Aernia (NoBpexaeHus, 3aMeHa NogfvHHbIX JOKYMEHTOB)
OTMEYaloTCs B SIMCTE-3aBEPUTENE CO CChISIKOM HAa COOTBETCTBYHOLLMI aKT.

3anpewaeTcs BbIHOCUTb JIUCT-3aBEpPUTESNb Ha OBMOXKY Aena WM 4YucTbil 06OpoT
nucta nocnegHero AokymenTta. Ecnm geno noawmto uwnm nepenneteHo ©6e3 6Gnadka
nncTa-3aBepuTens, OH HakNenBaeTCs 3a BEPXHIOK YaCTb NUCTa Ha BHYTPEHHEW CTOpOHe
obnoxku gena.

3.6.17. BHYTpeHHsA onucb OOKYMEHTOB [eria CocTaBrsieTca Ans yvyeta JOKYMEHTOB
NOCTOSIHHOrO M BpeMeHHoro (csbiwe 10 neT) XpaHeHusi, ydeT KOTOpbIX Bbl3blBAETCS
cneunukon OaHHOW OOKyMeHTaumm (0coB0 LeHHble, NU4Hble, cyaebHble, cneacTBEeHHble
aena wn T1.4.), a Takke Onga yyeTa Aen NOCTOSAHHOIO U BpeMeHHoro (cebiwe 10 neT) XxpaHeHus,
CPOpMMPOBaHHbLIX MO Pa3HOBUOHOCTAM [OOKYMEHTOB, 3arofloBKM KOTOPbIX HE pacKpbiBatOT
KOHKPETHOE coaepaHne OOKyMeEHTa.



BHYTpeHHsI onncb cocTaBnsieTca Ha OTAEeNbHOM fUCTe MO YCTaHOBMEHHOW dopme
(npunoxenne 10), B KOTOPOW coaepxaTcs CBeAEHUS O MOPSAKOBbLIX HOMEpax OOKYMEHTOB
gena, X vHOekcax, faTtax, 3aronioBkax WU Homepax nuctoB gena. K BHyTpeHHen onucu
COCTaBsIETCA UTOroBas 3anucb, B KOTOPOW YKa3blBaKOTCA LMdpaMn U Nponmcbio KONMYeCcTBO
BKIMIOYEHHbIX B HE€ JOKYMEHTOB U KONMYECTBO JIMCTOB BHYTPEHHEN OnucCH.

BHyTpeHHsIs onucb noanucbiBaeTcsl ee coctaBuTenem. Ecnv geno nepenneteHo unm
noawuTo 6e3 6naHka BHYTPEHHEN ONUCK OOKYMEHTOB, TO COCTaBfIEHHAA NO YCTAHOBNEHHOW
dopMe onNnCb NOAKNENBAETCA K BHYTPEHHEN CTOPOHE NNLEBON 0BNOXKN Aena.

N3meHeHus cocTaBa AOKYMEHTOB Aerna (M3bATUS, BKIKOYEHUS JOKYMEHTOB, 3aMeHa UX
Konnamun u T.4.) oTpaxatTcs B rpade "lMprmeyaHuna” co ccbiikaMy Ha COOTBETCTBYHOLLME
akTbl. [pn Heo6Xo0OMMOCTN COCTaBMSETCA HOBas UTOroBasi 3anmMCb K BHYTPEHHEW OMNUCK U
3aBepuTenbHaga Hagnuch aena.

3.6.18. Obnoxka gena NOCTOSAHHOro, BpemMeHHoro (cebiwe 10 neT) xpaHeHus U no
NIMYHOMY COCTaBy COCTaBnsAeTcss M 0POpPMIISIETCA NO YCTaHOBMEHHOW cbopme (NpuroxeHne
11), B KOTOPOW yKa3blBAOTCA HAaUMEHOBaHWE OpraHusauuu, CTPYKTYpPHOro nogpasgeneHus,
WHOEKC Adena, apxvMBHbIN Wndp gena, Homep gena (Toma, 4acTu) no rogoBoMy pasgeny
CBOAHOW onucu aern, 3arofoBok gena.

Ha obnoxke pgen nOCTOSIHHOrO XpaHeHus npegycMaTpuBaeTcss MecTo Ans
HanMeHOBaHWNS roCyAapCTBEHHOrO apxvBa, B KOTOPbIM Aena opraHusaumm ©yayT NpuHSATHI,
0003HaYeHns1 KOAOB rOCYyAapCTBEHHOIO apxuBa 1 opraHMsauuu.

Mpn un3aMeHeHUM HauUMeHOBaHWA oOpraHu3auuMm (CTPYKTYPHOro nogpasgerieHvsi) B
TeyeHue nepmoaa, OxXxBaTbiBaEMOro JOKYMEHTaMU gena, unum npu nepegaye gena B Apyryro
opraHusauuio (B Opyroe CTPYKTypHOe noapasfenieHne) Ha obnoxke gena ykasbiBaeTcs
HOBOE HaMMEeHOBaHME 3TOW OpraHu3auuMM UnuM opraHusauum-npaBonpeeMHunKa, a npexHee
HanmMeHoBaHMe opraHu3aumnm (CTPYKTYPHOro noapasaeneHuns) 3akntoyaeTcs B CKOOKM.

3aronoBok gena Ha obrnoXxke gen NepeHoCcuTCs U3 HOMEHKNAaTypbl Aen opraHn3auuu,
COrnacoBaHHOM C 3KCMNEepTHO-MPOBEPOYHON KOMUCCUEN COOTBETCTBYIOLLErO apXMBHOIO
yuypexgeHus. B Heobxoammbix cryyYasx B 3arofiloOBOK BHOCATCS YTOYHEHUA (HOomepa
npuKasoB, NPOTOKONOB U Ap.).

B Tex cnydasx, korga geno COCTOUT M3 HECKOSIbKMX TOMOB (4YacTemn), Ha OBIOXKy
Kaxgoro ToMa (4acTu) BbIHOCUTCS OOLLMI 3aronoBOK Aena W 3arofioBOK Kaxaoro Toma
(4yactn).

B 3aronoskax gern, cogep)alwmx KONUU OOKYMEHTOB, YKa3blBaeTCs UX KOMUWHOCTb.
MoanMHHOCTL OKYMEHTOB [erna B 3arofioBKe He OroBapuBaeTCA.

Ha obnoxke gena ykasbiBaloTca apabckumn undpamm kpanHue gatbl gena - rog(bl)
3aBefleHNsa U OKOHYaHnAa gena.

Ecnun B geno BkntoYeHbl JOKYMEHTbI (MPUITOXEHNSA U T.M.), AaTbl KOTOPbIX BbIXOOAT 3a
KparHue gaTtbl gena, To noa Aatamu gena, ¢ HOBOW CTPOYKM Aenaetcsa ob 3Tom 3anuck: "B
Aene MMeKTCA AOKYMeHTbl 3a ... rod(bl)". [JaTtbl Aena MOryT He ykasbiBaTbCsl Ha OGnoxke
Aen, cogepXallunx rogoBble NiaHbl U OTYETHI, TaK Kak OHM OTPaXkarTCsl B 3arofioBkax gen.

Kpahumn  pgatamu  pgen, cogepXawux  OpraHmsauuMoHHO-pacnopaauTenbHYto,
TBOPYECKYIO U MHYI0 AOKYMEHTauuMo (MPOTOKOMbI, CTEHOrpaMmbl, NMMCbMa, AOKMagbl U T.4.),
AN KOTOpbIX TOYHAA AaTUpOBKa MMEET BaXHOE 3HayeHue, a Takke [ern, COCTOoAWMuX U3
HECKOSbKMX TOMOB (4acTen), NpoCTaBNATCA KparvHWe faTbl AOKYMEHTOB Aena, T.e. AaThbl
peructpauum (CoctaBrneHnsa) camoro paHHero U camoro no3gHero JOKYMEHTOB, BKIHOYEHHbIX
B Aeno.

Ecnn penom sBnseTtca XypHan perucrpauum fnpukasoB, pPacrnopskeHuni n T.n., TO
aaTton gena OyayT TOYHbIE KaneHgapHble AaTbl NEPBOM M NOCNeAHEN 3anucein B XypHane.

KpaHumun pgatamu gena, copepaliero npoTOKOMbl 3acefdaHni, SABNAKTCA AaThbl
yTBEPXKAEHUS (ONs LOKYMEHTOB, KOTOpPble YTBEPXOAAKTCSA) WMAM COCTaBNEHUS MNEPBOro M



nocnegHero NPOTOKOMOB, COCTaBNAOLWMX 4ENO.

KpanHumn gatamm nu4HOro gena siBNAOTCA AaTbl NOANUCAHUS NpuUKasa O npueme u
YBOSIbHEHUN 1L, HA KOTOpOoe 3TO Aerno 3aBefeHo.

ObszatenbHbLIMU pekBu3MTamm 0BNOXKN Aena ABNATCS KONMYEeCTBO NIUCTOB B Aene,
KOTOpPOE MPOCTaBMSAETCA HAa OCHOBAHUM 3aBeEPUTENbHOW HaLMUCK Oena, U CPOKU XpaHEeHUs
aena (Ha genax NOCTOSAHHOIO XpaHeHus nuweTcs: "XpaHUTb NOCTOAHHO").

3.7. CoctaBneHue u opopmneHne onucen gen

3.7.1. [Ona ob6ecne4yeHnss KOMMMNEKTOBAaHWA apxuBa B OpraHuM3auMm Ha Bce
3aBeplUeHHble B [Oenonpou3BoacTBe [ena MOCTOAHHOro, BpeMeHHoro (cebiwe 10 ner)
XpaHeHUss U MO JMYHOMY COCTaBy, MpoLleLlne IKCnepTudy LUEeHHOCTU, COCTaBMsTCS
apXMBHbIE OMUCMU.

ApxuMBHasi onucb (ganee - OMUCb) - 3TO AapPXMBHbLIA CMPABOMHUK, COAEpXallnin
CUCTEMATU3NPOBAHHLIN NepeYeHb eaVHUL, XPaHEeHUs apxXMBHOro doHAa, KONmekumm wu
npegHasHa4YeHHbIN N8 UX y4yeTa U packpbITUS CoAepXKaHUS.

Onuncu cocTaBnATCA OTAENBHO: HA Aeria NOCTOSAHHOIO XpaHeHus; Aena BpeMeHHOro
(cBblwe 10 neT) xpaHeHus; gena no NUYHOMY COCTaBy; Aeria, COCTosLWMne U3 OOKYMEHTOB,
XapaKTepHbIX TOMbKO ANA AaHHOW opraHu3aumn (cynebHble, cneacTBEHHbIE Aena, HayYHble
OTYeTbI N0 TEMaM U T.M.).

OTaenbHasa onuchb npeactaBnseT cobon nepeyeHb Aen C CaMOCTOATENbHOW BanoBOW
(nopsiakoBoOW) Hymepaumen.

3.7.2. B opraHusauum, B KaXXAOM CTPYKTYpPHOM nogpasgefnieHnum Onvucu CoCTaBnsaroTCs
€XerofgHo noj HenocpeacTBEHHbIM METOANYECKMM PYKOBOACTBOM apxusa. 10 aTum onucsam
OOKYMeHTbl  nepepaiotcd B apxuB.  Onucu,  MOArOTOBMEHHbIE  CTPYKTYPHbIMU
nogpasgeneHusamMu, crnyxaT OCHOBOW ANA MOArOTOBKW CBOAHOWM ONUCKM Aen opraHusauuu,
KOTOPYIO FOTOBUT apXMB U NO KOTOPOM OH CAAaeT Aeria Ha NOCTOSAHHOEe XpaHeHue.

Onuncu gen CTpyKTypHbIX noapasfeneHnin cocTaBnaTCs No yCTaHOBMEHHON hopme
(npynoxeHve 12) B Tpex aK3emnnspax n NpeactaBnalTCa B apxXvMB opraHvM3aunm vyepes roj
nocrie 3aBepLUeHns gen B 4enonpon3BoacTBe.

3.7.3. OnuncatenbHas ctaTtbsl ONUCKU Oen CTPYKTYpPHOro nogpasgeneHnsa BKYvaeT B
cebs cnegyowme snemMeHTbI:

nopsaKoBbIN HOMep Aerna (Toma, 4acTu) no onucu;

nHOekc gena (Toma, 4Yactu);

3arofioBoK gena (Toma, 4acTtu), MOMHOCTbIO COOTBETCTBYHOLIMWA €ro 3arorioBKy Ha
obnoxke gena;

AaTbl gena (Toma, Yyactu);

KONMYeCTBO NNCTOB B Aene (Tome, YacTu);

CPOK XpaHeHus aena.

3.7.4. lNpn coctaBneHnn onucu Aen CTPYKTYPHOro noapasgeneHns cobniogarTcs
cnegyrowme TpeboBaHus:

3arofioBKM Aen BHOCATCA B OMUCb B COOTBETCTBUM C MNPUHATON  CXEMOW
cucTtemaTusaumm Ha OCHOBE HOMEHKNaTypbl Aen;

Kakgoe Aeno BHOCUTCS B ONUCH MO CaMOCTOSATENbHbIM NOPAAKOBLIM HOMEPOM (ecnu
Aerio COCTOUT U3 HECKOSMbKMX TOMOB UMW YacTen, TO KaxAdbl TOM UMW YacTb BHOCATCHA B
ONUCb N0 CaMOCTOATENBbHBIM HOMEPOM);

nopsgoK Hymepauun aen B OnvcK - BaroBblv 3a HECKOSbKO NeT; NopsaoK NPUCBOEHUS
HOMEpPOB OMNUCAM CTPYKTYPHbIX MNoApasfernieHun ycTaHaBnNMBaeTCA MO COrfacoBaHWMl C
apXxumBoM,;



rpadbl ONUCK 3anOSTHAKTCA B TOYHOM COOTBETCTBUM C TEMWU CBEAEHUSIMU, KOTOpPbIE
BblHECEHbI HA 0BNOXKY Aena;

npu BHECEHUXM B OMUCb NoOApsiL Aen C OAMHAKOBbIMM 3arofioBKamMy nuuleTcd
NMOJSTHOCTBIO 3arofioBOK NEPBOro Aernia, a BCe OocCTasibHble O0AHOpoAHble Aena obo3HavarTcs
cnosamu "To xe", npu 3TOM Apyrve cBeeHna O Aenax BHOCATCS B OMUCb MOJSTHOCTbIO (Ha
KaXK[,OM HOBOM fIMCTE OMMUCKU 3arosiloBOK BOCMPON3BOAUTCHA MNOSMHOCTLHO);

rpadpa onucu “lMpumeyaHus" wucrnonb3yeTcsa AN OTMETOK O npueme Jen,
0COBEHHOCTAX UX (PU3NYECKOro COCTOAHUA, O nepepadvye pnen ApPYrMM  CTPYKTYPHbIM
noapasaenieHnsiM CO CChINTKOM Ha HEOOXOANMbIN aKT, O HaNUYMmn KOnumn n T.n.

B koHUe onucn Bcnep 3a nocrnegHen onucaTeribHOW cTaTben 3anosiHAeTCa UTorosasd
3anucb, B KOTOPOM YKasblBalOTCA (UMpamMu M MPOMUCbI) KONMUYECTBO Aerl, NepBbin U
nocrnegHu Homepa gen no onucu Aen, a Takke oroBapMBaloTCAa 0COBEHHOCTU Hymepaumm
Aern B onucu (Hanuymne nMTepHbIX 1 NPONYyLEHHbIX HOMEPOB).

Onncb pen CTPYKTypHOro nogpasgeneHns  nognucbiBaeTca  CoCTaBuUTENeEM C
yKasaHneMm ero JOMMKHOCTU 1 YyTBEPXKAAeTCs PYKOBOAUTENEM CTPYKTYPHOro nogpasgeneHuns.

Mo TpeboBaHMIO apxvMBa OpraHu3auMm K ONUCU MOFYT COCTaBMSATbCS OrfiaBrieHue,
CMWCOK COKpaLLeHUn, ykasaTenu.

3.7.5. Ha ocHoBe onuncen aen CTPYKTYpHbIX NogpasfeneHuin CocTaBrisieTcs rogoBon
pasgen CBOAHOM OMWUCKM Oen opraHu3auuu, noarotToBKa KOTOPOro BO3raraeTcd Ha apxuB
opraHuMsauun nog HenocpeacTBEHHbIM METOOMYECKMM PYKOBOLCTBOM COOTBETCTBYHOLLEIO
apPXMBHOIO yYpeXaeHNS.

3.7.6. B rogoBon pasgen cBOAHOM ONUCKM A€N MOCTOSAHHOINO XpaHeHWUs BKKOYalTCA
3arosioBKM AesS1 NOCTOAHHOIO XpaHeHUs, OTNOXMBLUMXCA B TeYeHue roga B AesTeNbHOCTU
CTPYKTYPHbIX nogpasfeneHnin, u 3arofioBkn Aenl, CPoOpMUPOBAHHBIX W3 [LOKYMEHTOB,
BblAESIEHHbIX U3 eNT C BPEMEHHbIMU CPOKaMU XpaHeHusa, nmesumnx otmeTky "IlK", npuyem
TONbKO MOCMEe CBEPKM WX CO CBOOHOM HOMEHKNATypOM 3a TOT Xe rog M NpoBEPKM
npaBurbHOCTM bopMmmnpoBaHua M ocdopmnenna gen. B HeobGxoanmbix cnyyasx 3aronoBKu
Aen yTOYHATCS, Aena noaBepratoTcs paclunmBke U nepedopMmnpoBaHMIO NPy OBHapYXeHUMU,
4YTO Aeno cchopMmMpoBaHO HENPAaBUSbHO.

3.7.7. TopoBon pasgen cBOAHOW ONUCK Aen NOCTOSAHHOIO XpaHeHUs1 cocTaBnaeTcs no
yCTaHoBreHHoOn dopme (rnpunoxeHve 1). 3nemMeHTbl onucaTeribHOM CTaTbM U MOPSLOK
BHECEHMS 3arofioBKOB e B ro4oBOW pasfen CBOAHOW OnucKU Aen NOCTOAHHOrO XpaHeHus,
3arnonHeHune rpad aHanorn4yHbl afieMeHTaM 1 NopAaKy, U3MNOXKEHHbIM B rnyHkTax 3.7.3 - 3.7.4.

[MepBoMy rogoBoMy pasgerly CBOAHOW onucu gen poHaa npuceavBaeTcd HOMep Mo
nucTy oHga, Bce rnocrneaylowue rogosble pasfesfibl YUCNATCS 3a 9TMM HOMepoM [0
obpa3oBaHNs 3aKOHYEHHOW OMUCH.

3.7.8. 3aronoBku pgern, BKNHOYEHHble B rOAOBOM pas3gesi CBOAHOW onucu gen
NOCTOSIHHOIO XpaHeHusi, HyMepyTCs B BarilOBOM Nopsiake.

3.7.9. 3aronoBkv [OMOMHUTENbHO O6GHapyXeHHbIX Aen B 3aBUCUMOCTM OT WX
KonuyectBa MoryT ObiTb BHECeHbl B rO4OBOW pasfden nog nUTEPHbIMKM HOMEpamMu B
COOTBETCTBUM C NPUHATON cUcTeMaTnsaumen unm B KOHeL, rogoBoro pasgena.

[Mocne BHeCceHMst B ONUCb 3anncer O NOCTYNNEHUM UNKU BbIOLITUM AeN COCTaBnsieTcs
OKOH4YaTeslbHas UTOroBasl 3anucb, B KOTOPOW YyKa3blBalOTCH TakKe OCHOBAHUS BHECEHHbIX
N3MEHEHNN.

BHeceHvne B rogoBou pasgeni CBOOHOM ONUCKU Aen U3MEHEHW Mnocre yTBepXAeHUs
ero OlK apxmBHOro yupexaneHusi gonyckaeTtcs Tonbko nocne npuHatna 3MK, yrBepavBLuen
3TOT pa3gen, COOTBETCTBYHOLLEro peLUeHus.

3.7.10. K nepsomMy rogoBomy pasgeny CBOAHOW ONUCKU Aen MOCTOSIHHOrO XpaHeHus
cOoCTaBnsieTCca npeaucrnosne v npy HeobxoaMMOCTU - yKasaTenu, OrnasfeHue, Crncok
COKpaLLIEHHbIX CMNOB, KOTOPbIE COCTaBNAT CMPaBOYHbIA annapaT rogoBOro pasgerna onucu.



3.7.11. B npeaucnoBuve BKNOYaAOTCA CcBeAeHUss 00 OCHOBHbIX HanpaBneHUAX
AEeATENbHOCTU U CTPYKType OpraHu3aumm 3a nepuop, KOTOpbI OXBaTbiBAlOT Aefia ONUCK;
AaeTcs KpaTKas XxapakTepucTuka cogepXXaHusa U nonHOTbl AOKYMEHTOB POHAA, BKITHOYEHHbIX
B pasgen; ykasblBaeTCA Hanuuue Aeri, BbIXOOAWMX 3a XPOHOSorMyeckme rpaHuubl dooHaa
oTMeyYalTCca Hambonee TUMUYHbIE TPYNNbl AEN Kak MO Pa3HOBMAHOCTSAM LOKYMEHTOB, TakK U
Nno coaepXaHuto AaeTcsl KpaTkasa XxapakTepucTuka copepaliencs B onucun nHgopmaumm o
NnoaBEOOMCTBEHHbLIX WNMN  BbIWECTOALWMX OpraHu3aumsix; OCBellalTca 0CoOBEeHHOCTH
POpMUPOBAHUS, OMUCAHUA M CUCTeMaTMU3auun 3arofloBKOB [en, HanuuMe CrnpaBOYHOro
annaparta K pasgesny, OCHOBHblE NPUHLMIMbI €ro COCTaBMeHNa N NOPAA0K NOSIb30BAHUSA UM.

Mpegoucnosue nOAMUCHLIBAETCA COCTaBUTENEM C yKa3aHMEM [OSHKHOCTM W OaThbl
COCTaBIieHUs NPeancrioBUS U 3aBedyoLWmM apXMBOM OpraHnsauum (NnMuom, OTBETCTBEHHbLIM
3a apxuB).

3.7.12. OrnaBneHne COCTaBMsIETCA, €Cnu B rogoBOM pasfgerne CBOLHOW onucu aen
nMeloTcsa nogpasgensl, Apyrve, 6onee mMenkue rpynnbl e, CNpaBOYHbIA annapaT K
pasgeny. B ormaBneHun  nepeuucnalTCcA: NpegucrnoBme,  CMUCOK — COKpaLLeHUin
(cocTaBngembIi B HEOOXOAMMbIX CIyyasix), Ha3BaHUS BCex noapasnenoB n 6onee mMenkmx
rpynn gen, BKNIOYEHHbIX B pa3gen, ykasatenu (ecrnv OHM UMeTCs).

3.7.13. TogoBou pasgen cBOAHOW ONUCKU AeN COCTaBNsAEeTCs B 4-X 3K3emnndpax.

logoBble pasfernbl, eCnu OHU He ABMSTCHA 3aKOHYEHHOW OMUCHLI0, HE NOALINBAOTCS U
He nepenneTarTCs; OHM A0SMKHbI XPaHUTLCSA B Nankax c KnanaHaMmm n 3aBa3kamu.

3.7.14. TopoBon pasgeni CBOAHOWM OMMUCKM Oen MNOCTOSHHOIO XpaHeHUa MNoaANneXxuT
paccmoTpeHunto LIGK (3K) opraHmsauum, nocne 4ero B Criydae COrfacoBaHUs B KOHLE
pasgena ctasutca rpud "CornacoBaHo" ¢ ykazaHvem Homepa npoTtokona LISK (3K) u gatsl
3acedaHnsl, Ha KoTopoM OH 6bin  paccmoTpeH. OpobpeHHble rogoBble  pasgenbl
HanNpaBfAlTCA Ha pPacCMOTPEHME apXMBHOIO YYpexXaeHUs B COOTBETCTBMM CO CPOKaMw,
yCTaHOBMEHHbIMU rpacMKOM NpeacTaBneHnst onncen aen Ha paccmotpenne IMNK apxmBHoro
yypexneHusi, Ho He no3gHee Yyem 4vepes 2 rofa, a UeHTpanbHbIM apXMBOM MUHUCTEPCTBA,
BegomctBa Poccuinckon depgepaumm  (LeHTpanbHbIM  OTpacreBbiM  apXuMBOM  Mpwu
MUHUCTepcTBe, BegomcTBe Poccurckon denepaumn) - yepes 4 roga nocrie 3aBepLueHUs
AenonponsBoACcTBOM Aen, BKOYEHHbIX B pasgen. MNpeacraBnatoTcs 4 ero aksemnngpa.

Mocne yTBepxaeHna rogosoro pasgena JAlK apxuBHOro yypexgeHus pasgen
yTBEPXKOAETCA PYKOBOAUTENEM OpraHu3aumm, 3aTeM NepBbli 3K3eMNnap roqoBoro pasgena
CBOAHOW OMUCU B KayeCTBe KOHTPOSMbHOro mnepefaeTca B rOCYyAapCTBEHHbIN apXuB,
ocCTasbHble OCTalTCA B OpraHn3aumn.

3.7.15. HeckonbKko rogoBbiX pa3fgesioB CBOAHLIX onvcen Aern NOCTOSAHHOro XpaHeHus
UM OAWH roOOBOW pasfen, YMCIo 3arofioBKOB Aen B KOTOPbIX AOCTUIMO YeTbipex3Ha4yHOM
UMdpbl, CHUTAKOTCA 3aKOHYEHHOW apXMBHOW OMUCHIO.

B opraHmnsauusax ¢ HebonbwmnmM 06BbeMOM exerogHoO 0bpasyowmnxcsa gen NoCTOAHHOMo
xpaHeHusa (oo 200 gen) onucb cYUTAETCH 3aKOHYEHHOW, eCriv B Hee BKITH0YEHbl roJoBble
pasgenbl CBOAHbIX Onncen Aen NOCTOAHHOMO XpaHeHns 3a S ner.

3.7.16. Kaxxgon 3aKOHYEHHOW ONncK NnpucBanBaeTcs HOMeP.

3.7.17. 3aKOHYEHHast ONUCb UMEET CaMOCTOATESNIbHYKO HYMEpaLnio 3arofloBKOB Aen, K
HEeNW COCTaBMAOTCSA WTOroBas 3anuCb M 3aBepuTenbHas Haanucb. WToroBaa 3anucb u
3aBepuTenbHaga Haanucb (NpurnoxeHne 13) K 3aKOHYEHHOW ONMMUCKU COCTaBMSAIOTCA TaK Xe, Kak
K rogoBOMY pa3zeny CBOAHOM onvcu aen.

Mpn aTOM 3aBepuTenbHbIE HAAMUCKU, COCTaBMIEHHbIE K rOAOBLIM pasfenamM CBOAHbLIX
onucen gen, n3biMarTCs.

3.7.18. Ob6szaTtefnbHbIM 3NeMeHTOM OMOPMIMEHUS 3aKOHYEHHOMW OMNUCKU SABMSETCS
TUTYINbBHLIN NUCT (NpunoxeHue 14).

Ha TMTynbHOM nMcTe 3aKOHYEHHOW ONMCK AN NOCTOAHHOMO XpaHeHUs yKasblBaloTCS:



Ha3BaHune ooHAa;

HomMmep doHAa;

HOMep onucu;

Ha3BaHWe ONUCK, KOTOPOE BKIKOYAET yKa3aHMe KaTeropum AOKYMEHTOB (MOCTOSIHHOIO,
BPEMEHHOI0 XpaHeHusi, Mo NIMYHOMY COCTaBy M T.4.), COAepXKalMxcs B Aenax, 3arofoBKu
KOTOPbIX BKITHOYEHbI B ONUCH;

KpanHue gatbl Aen, BKITHOYEHHbIX B OMNUCH.

Mepen HasBaHMeM OHAA HA TUTYNbHOM NIMCTE OCTaBMSETCA MECTO AN HanucaHus
MOSIHOrO Ha3BaHMS roCyaapCTBEHHONO apxmBa, B KOTOPOM OyayT NOCTOSIHHO XpaHUTbCSA Aena
OaHHOM opraHusaumu.

3.7.19. K 3aKkoH4YeHHOM onucn o006a3aTenbHO COCTaBNATCA OrfaBNeHne U
npegucroBne, a Takke ykasaTesnim U CNMCOK COKpaLLEHHbIX CIIOB, MPU Hann4nm nocrnegHnx B
rogoBbIX pasgernax.

3.7.20. 3akoH4YeHHasa ONUCb BMECTE C TUTYJSIbHbIM FIMICTOM U CNpPaBOYHbIM anmnapaTom
K HEeW 3akrnoyaeTcsa B TBepayto 06noXKy u nepennetaeTcs.

3.7.21. B rogoson pasgen cBogHon onucu gen BpemeHHoro (cebiwe 10 ner)
XpaHEHNS BKMNOYAKOTCS 3arofioBKM Oen, OTMIOXKMBLUMXCS B TEeYEeHMe roga B AesATenbHOCTU
CTPYKTYPHbIX Nogpa3aeneHuin.

Mopsgok BHeCeHWA 3arofnioBKOB [[en B rogOBOW pasfen aHanorndyeH nopsaky,
ykasaHHomy B nn. 3.7.4, 3.7.6 - 3.7.9.

lopoBon pasgen cBOAHOM onNUCKM Oen BpeMeHHoro (cebiwe 10 reT) xpaHeHus
COCTaBnsieTCA MO YCTaHOBMEHHOW doopme (npunoxeHue 2). lNopagok 3anonHeHusa rpadd
onucu, Hymepauun 3arofioBKOB [en pasgena, COoCTaBfeHWs UTOroBou 3anucu U
3aBepuUTeNbHON HaANWCKU K pasgeny aHanornyeH nopsagky, ykasaHHomy B nn. 3.7.7 - 3.7.9,
3.7.17.

Cuctematmsaumsa 3aronoBKOB Aesl B rO4OBOM pasfgene CBOAHOM onucu  gen
BpeMeHHOoro (cebiwe 10 neT) XxpaHeHns cOOTBETCTBYET cUcTeMaTu3aumn 3arosioBKOB Aen B
CBOAHOW HOMEHKNaType Aen 3a 3TOT Xe roa.

Mpn HeobxoauMOCTM K rog4oBOMY pasfgenly 3TOM ONUCKM COCTaBNAOTCA OrnasfeHue,
CMUCOK COKpaLLeHHbIX croB (cm. n. 3.7.10).

lopoBon pasgen cBOAHOM onucK Oen BpeMeHHoro (cebiwe 10 reT) xpaHeHus
nevyaraeTcs B ABYX ak3emnnsapax n ogobpserca sHavane LOK (OK) opraHusaumm, a 3atem
yTBEpXOaeTcs ee pykoBOAUTESEM.

3.7.22. TopoBon pasgen CBOAHOM oOnNUCM Aenl No  JIMYHOMY CocTaBy WMeeT
YyCTaHOBIEHHYIO opMy (npunoxeHue 3). opsagok 3anonHeHus rpadd, opmbl onmcu,
HyMepaLuMM 3arofloBKOB Aenl pasfgena, COCTaBNeHUs UTOroBOM 3anvcu U 3aBepUTENbHOMN
HaZAnucu K pasgerny aHanorvyeH nopsaaky, ykasaHHomy B nn. 3.7.7 - 3.7.9, 3.7.17.

3.7.23. 3aronoBku gen B rogoBOM pasferne CBOAHOM OnucK gen no fIM4yHOMy cocTaBy
cucTeEMaTU3NPYTCA no HOMUHaNbLHOMY Npu3Haky C  Yy4eToM cnegyoLlen
nocrnenoBaTenbHOCTH:

npuKasbl (pacnopsiKeHns) No fMMYHOMY COCTaBy;

CMUCKN JINYHOrO COCTaBa;

KapTOYKM MO y4eTy JIMYHOro coctasa (Npu OTCYTCTBUM OTAESIbHOW ONMUCK NINYHBLIX Aen);

nn4yHble aena (Npu OTCYyTCTBMM OTAENbHOM OMUCU NINYHLIX AEN);

nuueBble cdeTa pabounx n cnyxawmx no 3apaboTHon nnate (pacyeTHble BEAOMOCTU
no 3apnnare);

HeBOCTpebOBaHHbIE TPYOOBbLIE KHUXKKW (MPU OTCYTCTBUM OTAENBHOM ONUCK);

aKTbl O HECYACTHbIX Crny4Yasx.

YKasaHHble BUObl JOKYMEHTOB, obpasylolmnecs B opraHmsaumm B 6onblumx obbemax,
MOrYT BbIOENATLCA B CaMOCTOSITENbHbIE MOAOBLIE pa3fenbl onucK (NWYHble aena, TpyaoBble



KHVUXKM 1 T.Nn.). JlndyHble gena (NUYHble KapTOYKW) BHOCATCS B CBOAOHbLI ro0oBOW paspgen
onucKM No rody YBOMIbHEHUS JNMua, Ha KOTOpOoe 3aBedeHO nuyHoe [feno, WU
cucTeEMaTU3NPYTCA No andasunTy.

Mpn HeobGXoOUMOCTM K rogoBOMY pasfeny CBOAHOW onucu fen M K 3aKOHYEHHOW
onucn Aen no JIMMHOMY COCTaBy COCTaBMISKOTCA OrfaBfneHus, ykasaTenu W CrncKu
COKpaLLEeHHbIX CI0B.

[opoBoM pasgen CBOAHOM ONUCKM  Aen Mo JIMYHOMY COCTaBy OpraHvsauumu,
nepegawollen OOKYMEHTbl Ha MOCTOAHHOE XpaHeHue, nedvataeTcs B Tpex 3dK3emnnapax,
noanucbiBaeTCa CoCTaBUTENEM, 3aBepseTCa HavyaribHUKOM oTAena KagpoB (MHCNEKTOPOM Mo
Kagpam) u npegcraendetcs Ha paccmoTtpeHne LUOK (3K) opranmsaumn. NMocne ogobpeHus
pasgena LIOK (OK) oH nognexut cornacoBaHuto ¢ JMK COOTBETCTBYHOLLErO apXMBHOIO
yuYpexaeHusi 1 YyTBEepPXAEeHUI0 PYKOBOAMTENEM OpraHu3aLmu.

Mopsgok coctaBneHna n oPopMIIEHUS 3aKOHYEHHOW OnncK en no fIM4HOMY COCTaBy
aHanorn4yeH nopsiaky, ykasaHHomy B nn. 3.7.16 - 3.7.20. dopma TUTYNbHOrO nucra K
3aKOHYEHHOM onucu gen no fMYHOMY COCTaBy MAEHTUYHaA oopMe TUTYMBbHOro fucTa K
3aKOHYEHHOW ONUCK Aen NOCTOSAHHOIo XpaHeHus (rnpunoxexve 14).

Mopsgok cocTtaBneHnss u  OQOPMIIEHUS OMUCU  Ha Kaxaylw pPasHOBUAHOCTb
crneumduyecknx ansg JaHHOW opraHM3aumm OKYMEHTOB (Hay4Hble OTYETbI, TEKCTbI MporpaMm
paguo- 1 Tenenepegad M T.N.), @ TakkKe Ha CnyxebHble BeOOMCTBEHHbIE W3OaHUA
onpegenseTca B 3aBMCUMOCTM OT CPOKOB WX XpaHEeHUs Mo aHanormm c nopsakom
COCTaBIieHUss N OPOPMIIEHUA OnuMcen Aen NOCTOAHHOrO U BPEeMEHHOro XxpaHeHus. [ena
CUCTEMATU3NPYIOTCA B TOAOBbIX pasgenax CBOOHbIX OMNUCENM C Y4eTOM chneumnduku
AOKYMEHTOB.

3.7.24. OT6op [OOKYMEHTOB Ha YHWYTOXEHME W COCTaBfEHME Ha HUX akTa
(npunoxeHve 4) NponsBoANTCS MOcCre NOAroTOBKM onncen Aesl NOCTOAHHOIO U BPEMEHHOIo
(cBblwe 10 neT) xpaHeHus 3a 3TOT nepuof. AKTbl O BblAeneHUM OOKYMEHTOB W Aden K
YHUYTOXEHUIO paccMaTpuBaloTca Ha 3acegaHnm 9K ogHOBPEMEHHO C onucsaMu agen.

[na opraHusauun, coawwmx gerna Ha MNOCTOSIHHOE XpaHeHue, akTbl YTBepXXOalTcs
pykoBoAMUTENEM OpraHu3auuun nocne yTBepXAeHUs onucen Aerl NOCTOSHHOIO XpaHeHus 3a
3TOT NEPUOA apXMBHBLIM YYPEXAEHUEM.

3.7.25. Nopsigok nepefayn JOKYMEHTOB B apXvB OpraHusauuu.

[dena NnoCTOAHHOro 1 OOMrOBPEMEHHOIO XpaHeHUs, BKIToYasa AOKYMEHTbI MO IMYHOMY
COCTaBy, nepefarwTCs B apXvMB OpraHusauuuM He rnosgHee 4YeMm 4yepesd Tpu roga nocne ux
3aBepLUeH s B 0eronpon3BoacTBe.

[Mepepaya goen B apxvB OpraHn3aLMy OCYLLECTBIISETCA NO rpadouky, CocTaBneHHOMY
apXxvMBOM, COrflacoBaHHOMY C PYKOBOAMTENSAMU CTPYKTYPHbIX NogpasfeneHun, nepeaaroLmx
OOKYMEHTbI B apXuB, U YTBEPXOEHHOMY pPyKOBOAUTENEM OpraHuM3aunu.

B nepvon nogrotoBku Oen CTPYKTYpPHbIM nogpasgernieHneM K rnepefaye B apxuB
opraHvsauMm COTPYAHWKOM apxvBa npenBapuUTenibHO MNpoBepseTcs MNpPaBUNBbHOCTbL  UX
dopMMpoBaHNA, OPOPMIIEHUS U COOTBETCTBME KONWYECTBa [Aefl, BKIIHYEHHbIX B OMUChb,
KONuyecTBYy Aen, 3aBeJeHHbIX B COOTBETCTBUM C HOMEHKNATypou Aen opraHusauuu. Bce
BbISIBNEHHbIE MPW NPOBEpKe HedoCTaTkM B (opMmMpoBaHMM 1 opopmrieHnn aen paboTHUKK
CTPYKTYPHOro nogpasgeneHms obsasaHbl yctpaHutb. [Mpyn obBHapyXeHun OTCyTCTBUA Aen
COCTaBMsETCHA COOTBETCTBYIOLLASA CripaBka.

Mpnem kaxpgoro pgdena nNpou3BOOMTCA  NULUOM, OTBETCTBEHHbIM 3a apxuB
(cneumanbHbIM COTPYAHMKOM) B MPUCYTCTBUKM paboTHUKA CTPYKTYpHOro nogpasgeneHus. MNpu
3TOM Ha oboumx aK3emnnsipax onMcu NPOTUB KaXOoro Aena, BKIYEHHOro B Hee, aenaeTcs
OoTMEeTKa O Hanuuuu gena. B KoHuUe kaxagoro ak3emnnsipa onucu ykasbliBaloTcs Lmudpamm u
NPOMUCBIO KOJIMYECTBO (PaKTUYECKU MPUHATBLIX B apXuB Aer, HOMepa OTCYTCTBYIOLWNX Aen,
gata npuema-nepegadn Aden, a Takke noanvcu OTBETCTBEHHOro 3a apxvB (COTpyAHWKa



apxvsa) 1 nuua, nepeaasLuero gena.

Mpun npneme ocobo LEHHbIX Aen NPOBEPSETCS KONMYEeCTBO NMNCTOB B Aenax.

[ena, yBA3aHHble B CBA3KW, OOCTaBMATCA B apxXuB OpraHusauuu CcOTpygHUKaMm
CTPYKTYPHbIX Nogpa3aeneHuin.

BmecTe ¢ genamun B apxuB nepenaroTca perucTpaumoHHble KapTOTEKN Ha JOKYMEHTbI.
HanmeHoBaHWe KaXxgon KapToTeKU BKIKOYAETCs B OMNUCH.

4. ObecneyeHne COXpaHHOCTU OOKYMEHTOB apxuBa

4.1. Cuctema mep obecnevyeHUss COXPaHHOCTU AOKYMEHTOB

4.1.1. OpraHmsauusa XxpaHeHusi OOKYMEHTOB - CUCTEMA MePONpUATUN, BKIYaroLwas
paunoHanbHoe pasMelleHne OOKYMEHTOB, KOHTPOSMb 3a WX ABWXKEHMEM U (DU3NYECKUM
COCTOSIHMEM, KOMMPOBaHME [OKYMEHTOB C LIENbI CO34aHWsA CTpaxoBoro ¢oHaa u doHaa
Nnonb30BaHUSA, BOCCTAHOBMEHWE (pecTaBpauusl) nepBOHaYanbHbIX UMAM  BNU3KMX K
nepBoHavasnibHbIM CBOWMCTB UM  BHELIHWX MPU3HAKOB [OOKYMEHTOB, MNOABEPrnxcs
NOBPEXAEHNIO NN Pa3PYLLEHMIO.

4.1.2. [Ona obecneyeHnss COXPAHHOCTM [OOKYMEHTOB B apXvMBe  [OOSTKHbI
OCYLLEeCTBNATbLCA:

KOMMMAEKC Mep NO OpraHu3aumm XxpaHeHusi, npegycmaTpuBalowunim co3gaHue
MaTepuanbHO-TEXHUYECKON 6a3bl XpaHEHUS] LOKYMEHTOB (34aHWE M NOMELLEHUS XPaHUULL,
cpencTBa XpaHeHUsi JOKYMEHTOB, CpeAcTBa OXpaHbl M 6e30MacHOCTUM XpaHeHus, cpeacTtea
KNMMaTUYECKOro KOHTPONA, CpeacTBa KOMUPOBAHWS U BOCCTAHOBMEHUS MNOBPEXOEHHbIX
AOKYMEHTOB U T.M.);

KOMMNMEKC Mep MO CO34aHuMi0 U COOMIOAEHMI0 HOPMAaTMBHbBIX YCMOBUW XpaHEHUN
OOKYMEHTOB (TemMnepaTypHO-BNAXXHOCTHbIMN, CBETOBOM, CaHUTapPHO-TUTMEHNYECKUN,
OXPaHHbIN PEXUMbI XPaHEHWST).

4.1.3.Cnuctema mMep no opraHu3aunm XpaHeHus AomKHa obecneynBaTb COXPaHHOCTb
AOKYMEHTOB M KOHTPOMb MX (PM3MYECKOro COCTOSTHMA NPU NOCTYNNEHUU JOKYMEHTOB B apXMB,
Npu X XpaHeHun N nepegade OOKYMEHTOB Ha MOCTOAHHOE XpaHeHue. [lpu opraHusaumm
XpaHEHVs M CO34aHUN YCINOBUWA XpaHEHWa cregyeT yduTbiBaTb Cneunduky BMAOBOro
COCTaBa AOKYMEHTOB, XapaKTEPHOro A5l KOHKPETHOro apxuea.

4.2. TpeboBaHUA K 34aHNAM U NOMELLEHUAM apXMBa

4.2.1. ApxvB pasmelialoT B cneumanbHO MOCTPOEHHbIX UKW MPUCNOCOONEHHbIX ANS
XpaHeHUs1 [OOKYMEHTOB 3[aHuAX WKW OTAENbHbIX MNoMelweHnax 3aaHusa. CneuuwanbHble
NnoMeLLEeHNa Onsi apXMBOB OpraHuM3auuin OOSMKHbI NpeaycMaTpuBaTtbhCsl MPU CTPOUTENBLCTBE
nnu nepeobopynoBaHUN agMUHUCTPATUBHBIX 30aHUN.

4.2.2. Tlpn OTCyTCTBUM cCReuManbHOro rMOMELLEeHUs ONA apxuBa oOpraHusauumn
BblAensieTca npmucnocobrneHHoe nomeuleHne B agMUMHUCTPATMBHOM 34aHUM OpraHuM3auuu.
PaamelueHne B npMcnocobneHHbIX NOMEeLEHNSX NPON3BOAMTCA B YCTAHOBIIEHHOM MOPSAKe
nocrne WX 3KCNepTusbl. OKCnNepTu3a yCTaHaBnNuBaeT  MNPUrogHOCTb  MOMeLUEeHUs
(OorHecToOMKOCTb, LONTOBEYHOCTb, MPOYHOCTb KOHCTPYKUWUKM, TeXHMYecKasd YKPeMnneHHOCTb),
COCTOSIHME MOMELLEHUNS, HANNU4Yne OTONUTENbHbBIX U BEHTUMASALNOHHbBIX CUCTEM.

JKcneptMsa  nNpoBOAMTCA  MPEACTaBUTENSIMM  apXMBHbIX,  9KCMyaTauMOHHBbIX,
NoXapHbIX, OXPaHHbIX, CAHUTAPHbIX N APYrnX NPOouUnbHbIX Cryx6. Pe3ynbTtatbl akcnepTuabl
0hopMNAKTCH akTOM.



4.2.3. He ponyckaeTcs npueM B 3KCnslyatauuio BETXMX, CbIpblX, HEOTaNMBaeMbIX, He
OTBEYALNX CaHUTAPHO-TUIMEHNYECKUM TpeboBaHMAM MOMELLEHNN, a TaKkKke MOMELLEHNN
34aHus,  3aHATOro  cnykbamu O6GLEeCTBEHHOro NUTaHWd, MUWEBbIMX  CKNagamu U
opraHu3aumsiMn,  XpaHAaAWMMW  arpeccrMBHble U MOXapoonacHble  BellectBa  MNu
NPUMEHSIIOLLMMN OMaCHbIE U XMMUYECKNE TEXHOMOMUM.

4.2 .4. K nomeLLeHNsIM OCHOBHOIoO Ha3Ha4YeHUs1 apxmBa OTHOCATCS:

XpaHunuLa ans xpaHeHns JOKYMEHTOB;

nomMeLLeHnsa ans npuema, BPpEMEHHOro pasMeLleHmnst, akknmmaTunsaumm OKYMEHTOB U
BCNoMoraTtesbHbIX paboT ¢ HUMK;

NnoMeLLEeHNa ANns WUCMOoNb30BaHUS [OKYMEHTOB (YMTanbHbIM 3ar, y4acTOK Bblgauu,
Yy4aCTOK Y4ETHO-MH(POPMALIMOHHBIX U MOUCKOBbLIX CUCTEM);

paboyme KoOMHaTbl COTPYAHUKOB apXMBa.

[onyckaetca  MHOro(yKUMOHANbHOCTb  OTAESIbHbIX  MOMELLEeHUn  (3anoB) C
BblAeNEHMEM NneperopoakamMmm OCHOBHbIX U BCIOMOraTesbHbIX y4aCcTKOB.

4.2.5. XpaHunuuia gormKHbl pasMeLLaTbCsl B N30SIMPOBaHHbIX NOMELLEHUSX.

MomMelleHns XpaHunu, OOMKHbl ObiTb 6e3omacHbiMM B MOXAPHOM OTHOLLEHWUMW,
rapaHTMpOBaHbl OT 3aTONSIEHMS, UMETb 3anacHon BbiIxod. B nomelwieHnsax He OOMmKHO ObiTb
rasoBbIX U BOAOHECYLLMX MarncTparnbHbiX TPyOONpoOBOAOB.

XpaHeHne B nomelleHusix 6e3 OKOH [ONnyCcKaeTCcs Npu Hanuumm B XpaHunuuie
€CTECTBEHHOM WMN  WCKYCCTBEHHOW BeHTuUnsumn, obecneuymBarowen 2-3-Xx KpaTHbIN
BO34yX00BOMeEH B 4ac.

4.2.6. OnekTponpoBoAKka B XpaHWNMLWIAX [OO/MKHA OblTb CKPbITOW, LITENCENbHbIEe
pPO3eTKN - repMeTUYHbIMWU, NEepeHOCHasa 3arnekTpoannapatypa AOoMKHa WMETb Pe3VHOBYHO
nsonsaumio WHypoB. O6WMe U NO3TaxHble PYyOUNBbHUKM pacnonaralT BHE MNOMELLEHUN
XpaHUNuLL,.

4.2.7. OTAENKY NOMELLEHUIN XPaHUIULL, NPOBOAAT C UCMOMb30BaHMEM HEearpeCccuBHbIX,
HenbINAWNXCA MaTepuanoB, a B CUCTEMax U CpeacTtBax MOXapOoTYyLWEHUS TMPUMEHSIOT
HenTpanbHble, 6e30nacHble ANg JOKYMEHTOB BELLECTBA.

4.2.8. B xpaHunuwax 3anpeLiaetcs NnpUMEHeHne OrHsi, HarpeBaTenbHbIX NpMbopoB,
pasmelleHne MOCTOPOHHUX OOBLEKTOB. PEeMOHTHO-MOHTa)XHble pabdoTbl NpPOBOAATCA C
cobntogeHnem Mep 3aLmTbl, OXpaHbl M COXPAHHOCTM AOKYMEHTOB.

4.3. PeXXuMbl XpaHeHUs OKYMEHTOB

[OKyMeHTbl [OMKHbl XpaHUTbCS B YCroBuMsAX, obecneuvvBarOnxX WX 3awuTy OT
noBpexaeHnn, BpenHbIX BO3OEWCTBUMA OKpyXalolwen cpefbl W UCKIYawLWwmx yTparty
AOKYMEHTOB.

4.3.1. CBETOBOM pPEXUM

4.3.1.1. TocTosiHHOEe XpaHeHue [OOKYMEHTOB [OOSMKHO OCYLLeCTBNATLCA B TEMHOTE.
Bce Bugbl paboT C [OOKYMEHTaMu [OOSDKHbl MNPOBOAUTBCHA MPU  OrPaHUYEHHbIX WU
TEXHOMOrMYeckn HeOBXOAMMbIX YPOBHSAX OCBELLLEHUS.

4.3.1.2. OcBelleHne B XxpaHUnNuLiax MOXeT BblTb €CTECTBEHHbIM U UCKYCCTBEHHbIM.

4.3.1.3. EcTecTBEHHOE OCBelleHUe B XpaHUnumLiax AonyckaeTca pacCessHHbIM CBETOM,
npy ycrioBun NpuMeHeHNsa Ha OKHax cBeTopacceuBaTerien, perynsaTopoB CBETOBOro NOTOKa,
3alWMTHBIX UIBbTPOB, LUTOP, Kamnw3W, OoKpacku cTekon. [Ona 3awuTbl [OOKYMEHTOB
NPUMEHSAIOT XpaHeHMe B nepenneTtax, nankax, kopobkax, wkadax, Ha ctennaxax 3akpbIToro
Tuna, B 06epToyHon Bymare u T.0.



4.3.1.4. [OnAa WCKyCCTBEHHOINO OCBELEeHUS MPUMEHSIOT JflaMnbl HakanvBaHuUs B
3aKpbITbIX  nMnadoHax C  [fagkon  nOBepxXHOCTbly.  [lonyckaeTcs  NpUMEHeHue
NMIOMUHECLEHTHbIX NaMn C ype3aHHbIM YyrbTpaduoneToBbiM Yy4aCcTKOM cnektpa Ttuna J1b,
NnXB, NTB.

4.3.1.5. YpoBeHb OCBELEHHOCTU B [uana3oHe BWOMMOro Cnektpa He [OOSMKeH
npeBbIlaTh: HAa BEPTUKANbHOW NOBEPXHOCTU CTenna)xa Ha Bbicote 1 M oT nona - 20 - 50 nk
(mokc), Ha paboumx ctonax - 100 nk (NtoKce).

4.3.2. TemnepaTypHO-BNaXXHOCTHbIN PEXUM

4.3.2.1. B nomeLLeHnsX XxpaHunuLy, o6opyaoBaHHbIX CUCTEMaMUN KOHANLNOHNPOBAHMUS
BO34yXa, OOSDKEH MOAAEepXMBATbCHA ONTUMAsbHbIA TeMNepaTypHO-BIIAXXHOCTHBLIN  PEXNM,
yunTbIBaOLWMIA cneundurky BUAOB AOKYMEHTOB: AN GyMaXHbIX JOKYMEHTOB - TemnepaTypa
17 - 19°C, oTHocuTenbHas BraxHocTb Bo3ayxa 50 - 55%; Ana NnNeHoYHbIX MaTtepuaros -
YyepHo-6enbix (15°C n 40 - 55%) n uBeTHbIX (2 - 5°C 1 40 - 55%); AN OOKYMEHTOB Ha
MarHUTHbIX NEeHTax N ANCKoBbIX HocuTensax - 15 - 20°C n 50 - 65%.

4.3.2.2. Peskne konebaHnss TemnepaTtypbl W BMAAQXHOCTU B XpaHWNuLax He
ponyckatoTtcs. B nomelleHusax € HeperynvpyembiM KNUMaToM AOSKHbl OCYLLECTBASATLCS
MeponpuATUA No ONTUMMU3auMM  KINMMaTUYECKUX YCIIOBMMA Ha OCHOBE pauMOHanbHOro
OTONNEHNA 1 NpPOBETPUBAHUS MOMELLEHWA, WUCNOSb30BaHUS CPeacTB OCYLUEHUS WUnu
yBnaxHeHuss Bo3gyxa. [lpy AgnutenbHOM CTabunbHOM  MOBbLIWEHUM OTHOCUTENBHON
BnaxHoctn Bo3gyxa no 80 - 90% npeanpuHumarotca obsizaTenbHble Mepbl MO
HOpManuaaumm KnMMaTU4ecKux YCnoBUW (MHTEHCUMBHOE MpOBEeTpMBaHME, OcCylleHue
XPaHWUNuLY, yCTpaHeHne NPUYNH NOBbILLEHNS BIIXXHOCTW).

4.3.2.3. TemnepaTypHO-BNAXXHOCTHbLIN PEXMUM B XPaHWUIMLLAX KOHTPONMpyeTCca nyTemM
perynsapHoro namMepeHus napameTpoB BO3ayxa: B KOHONLNOHUPYEMbIX MOMELLEHUSX - OAUH
pa3 B Heernw, B MOMELLEHUAX C HeperynmpyembiM KrMmaToM - OBa pa3a B Hedento, npwu
HapYyLUEHUSIX peXxnma XpaHeHus - eXXeqHEBHO.

4.3.2.4. KOHTpPOMbHO-U3MepUTENbHbIE NPUOOPbLI  (TEPMOMETPbLI,  NCUXPOMETPHI,
rMrpoMeTpbl) pasMeLLarT B MaBHOM MNPOXOAE Ha cTennaxe, BAanu OT OTOMUTENbHbLIX U
BEHTUMNAUMOHHbLIX cucteM. [lokasaHua npubopoB UKCUPYIOTCA B  PerMcTpaumoHHOM
XypHane.

4.3.3. CaHNUTapHO-TMrMeHNYEeCKUN Pexnm

4.3.3.1. TlomelleHns apxuBa [OSMKHbI coAepXaTbCA B 4YMCTOTE, B YCIOBUSX,
NCKIMIOYaoLLNX BO3MOXHOCTb MOSIBIIEHUS MIEeCEHU, HACEKOMbIX, MPbI3yHOB, NbISN.

4.3.3.2. B nomeweHnsax xpaHunuu, AommkHa ObiTb obecnedeHa cBobogHas
UMPKYNaunsa Bo3gyxa, UCKnovawwaa obpasoBaHMe HENpoOBETPMBAEMbIX 30H, ONACHLIX B
CaHUTapHO-BMONOrMYEeCcKOM OTHOLLEHUN.

4.3.3.3. OTkpblBaloWMECA B TEMNNOe BpeMd roga OKHa, a TakkKe BEHTUNSALMOHHbIE
OTBEPCTUA B CTEHAX, NOTONKaX, NOfax XpaHUmuLL U Hapy>XHble OTBEPCTUS BEHTUNSALMOHHbLIX
CUCTEM crneayeT 3awumiiatb ceTkamum ¢ gnameTpom sdeek He 6onee 0,5 mm.

4.3.3.4. B nomelleHuax xpaHunuuy, 3anpewiaetcs npedbiBaHWe B BEpPXHEW oaexae,
MOKPOW 1 rpsa3HON 00yBM, XpaHEHME M UCMNOSMb30BaHNE NULLEBLIX NPOAYKTOB, KypeHMe.

4.3.3.5. B nomeweHnsax XxpaHunuw, HeobxoaMmo NpoOBOAUTbL CUCTEMATUYECKYHD
BNaxHyto ybopKy. He pexe ogHoro pasa B rog npoBoauTca obecnbiniMBaHWe cTennaxen,
WwKadoB, CPeaCTB XpaHEHUS; NOSbl, NAIMHTYCbI, MOAOKOHHMKW, LLOKOSbHbIE YaCTK CTENNaxen
obpabaTbiBalOTCA BOAHbIMW pacTBOpaMm aHTUCENTUKOB (2%-Hbin  hopmanuH, 5%-Hbin



katamuH Ab n 1.n.).

4.3.3.6. [1ea pasa B rog (B Hayane M NO OKOHYAHWN OTOMUTENbLHOMO CE30HA)
AOKYMEHTbl (BbIOBOPOYHO) M MOMELLUEHMA XpaHunuw, noaseprawoT obcnefoBaHuio Ans
CBOEBPEMEHHOIO OBHAPYXEeHNA HaCEKOMbIX U NecHeBbIX rpnboB.

Mpn obHapyxeHun 6umonornvyecknx BpeauTenen MNPUHMMAKOT CPOYHbIE Mepbl MO
AE3NHMEKUMN U  Oe3UHCEeKUUN TMOMELLEHUA cunamum apxvmea, CaH3MUMAEMCTaHUMKM Unu
KapaHTUHHOWN CryX6bl.

4.3.3.7. Tlpwn npoBegeHun yBOPOK WM caHUTapHbIX 0OpaboToKk BOAa U
aHTUCeNTUYeCKne pacTBOPbl HE OOMKHbI NoNagaTh Ha AOKYMEHTHI.

4.3.4. OXpaHHbIN PEXUM

4.3.4.1. OxpaHHbIN pexnm obecrneymBaeTcsa BbIOOPOM MecTa pa3MeELLEHNS apXxvBa B
340aHUKN, TEXHUYECKUMW CcpeacTtBamMu  3aWMThl, OpraHu3auMen CUCTeMbl  OXpaHbl,
curHanusaumm, cobnogeHnem mep nponyckHOro pexuma, nopsgka AocTyna B XpaHunuule,
onevyaTbiBaHMEM MOMELLEHNA. HapyxHble OBepu apxuBa W XpaHWUNULW, OOMKHbl UMETb
MeTanMyeckyo obrmLOBKY M NPOYHbIE 3anopbl. Ha 4OCTynHbIE N3BHE OKHa yCTaHaBNuBaoT
3anMpaemble, pacnaliHble Hapyxy MeTannuyeckune peweTkn. [lomeweHus apxvea
obopyayloT OXpaHHOW curHanusauuen, B Hepaboyee Bpemsi nNomelleHus nnomoupytoTcs
(oneyatbiBatoTCA). XpaHunviwa B paboyee BpemMs O0SMKHbI ObiTb 3akpbIThl Ha KoY. MpaBo
AOCTyna B XpaHWNWLLE WMEOT 3aBedylowmi U COTPYAHWKM OAHHOrO XpaHunuuwia, a B
OTAENbHbIX Cryyasax - gpyrne nvua B UX COMpOBOXAEHUWN. BbIHOC OOKYMEHTOB M3 apxuBa
OCYLLIECTBMNSAETCA TOMbKO NO cneynanbHbIM Nponyckam B yCTaHOBIEHHOM NOpsaKe.

4.3.4.2. OXpaHHbIA PEXMM PaCNPOCTPAHAETCA TakkKe Ha MNOMELLEHUSA, B KOTOPbIX
BPEMEHHO XPaHATCA apXMBHblE JOKYMEHTbI U MaTepuanbHble LLEHHOCTU apxmBa (Y1TanbHbIN,
BbICTaBOYHbIN 3asbl, TabopaTtopum 1 T.0.).

4.4. PazmelleHne AOKYMEHTOB B XpaHunuuie

4.4.1. [JoOKyMeHTbl B XpaHWnuLiax pasMmellarTca B nopsake, obecnedmBarollemM mnx
KOMIMMEKCHOE XpaHeHue B COOTBETCTBUM C YYETHbIMU JOKYMEHTaMWN U onepaTuBHbINA MOUCK.
Mopsagok pacnonoXeHns OOKYMEHTOB B apxvBe onpeaensieTcs nfaHoMm (CXemMon) ux
pasmeLLeHus.

4.4.2. CpencrBa XpaHeHust

4421. Xpanunuwa obopyayloTca  CTauMoOHapHbIMW  UAW  NepenBUKHbIMU
MeTanfIMYeckKMMn CcTennaxamum, B KayecTBe BCMOMOraTesfibHbIX CpPeAcTB  XpaHeHus
NPUMEHSIIOT MeTannuyeckue wkadgsbl, cendbl, LWKagbl-CTENNAXN U T.1N.

4422. Crtennaxum W  OTKPbITble  CPeACcTBa  XPaHEHUs  yCTaHaBnuvBaloT
nepneHanKynapHO CTeHaM C OKOHHbIMM MPOeMamu, a B NOMeLLEHNsIX 6e3 OKOH - C y4eToM
ocobeHHOCTEN nomelwleHnn n obopyaoBaHusa. He pgonyckaetcs pasmelleHve Ccpencts
XpaHeHUs BNMOTHYIO K HAPYXXHbIM CTEHaM 34aHUSA 1 K ICTOMHUKaM Tenna.

PaccTtaHoBKa cpeacTB XpaHEHNS OCYLLIECTBIISIETCA B COOTBETCTBMM C HOPMaMMU:

paccTosiHue Mexay psgamun ctennaxen (rnaeHbii npoxoa) - 120 cwm;

paccTosiHue (NPoXoA) Mexay cTennaxamm - 75 cwm;

pacCTosiHUe MeXay HapyXHOW CTEHOW 34aHus W cTennaxamu, napanienbHbIMn
CTeHe, - 75 cm;

paccTosiHue Mexay CTEHOM M TOPLOM CcTennaxa unum wkada (ob6xoa) - 45 cwm;

pacCcTosiHME Mexay NOSIOM U HWKHEN MONKOW cTennaxa (wkada) - He meHee 15 cm, B
LIOKONbHbIX 3Taxax - He meHee 30 cm.



O6opypoBaHne C BbIOABWKHbIMM  YacTaAMKU  (AWMUKaMK, CeKuuamu, OBepuamm)
yCTaHaBnMBaeTCs No crneumnarnbHbIM HOpMaM C Y4eTOM TUNOpa3MepoB CPEACTB XPaHEHUS.

4.4.2.3. [JokymeHTbl pa3MellaloT Ha cTennaxax, B Lwwkadgax C MCrnonb30BaHNEM
NepBUYHbIX 3alMTHbIX CPeacTB XpaHeHusa (KOpobok, nanok, cneuuanbHbiX YyTNAPOB,
naketoB ®“ T.N.) B COOTBETCTBMM C Bugamu, dopmaTtoM U OPYyrMMuU BHELUHUMWU
0COBEHHOCTAMM AOKYMEHTOB:

OymakHble AOKYMEHTbI MOCTOSIHHOIO XpaHEeHUsl pa3MeLLaroT B KapTOHHbIX KOpobkax,
nankax, a JOKYMEHTbl BPEMEHHOIO XpaHEHUS - B CBA3KaX;

MUKPOMUNbMbI  CTpaxoBoro ¢oHga W @QoHaa nonb3oBaHUA OOSMKHbl  UMETb
CTaHOapTHble U 3aWMTHbIE pakopAbl, HAMaTbiBaTbCA B PYMOH Ha cepAeyvHukn poTocrnoem
HapY>Xy 1 XpaHUTbCS B MeTannunyeckmx kopobkax no MOCT 4097-78;

MUKPOMUNBbMbI U POTOLOKYMEHTbLI Ha MSIOCKMX MAIEHOYHbIX MW ApYrMx hopMaTHbIX
HOCUTENAX YNakoBbIBAlOT B KOHBEPTbI U KacceTbl U XpaHAT B kopobkax, nankax, Apyrowv
ynakoBke no NOCT 7-65-92.

4.4.2.4. Mecto XpaHeHUs 3MEKTPOHHbIX [OOKYMEHTOB onpenensder pyKoBOAUTENb
opraHmsauun. 31 MOryT XpaHUTbCA B apXxvMBe OpraHuM3aumm unu B crneumanm3MpoBaHHOM
nogpasgenieHuun (BbIYUCIIUTENBHOM LIEeHTPe, MHpopMaLnoHHOM oTaerne u T.4.)%(3).

4.4.2.5. Obs3aTenbHbIMU YCITOBUSIMW apXMBHOIO XpaHeHus 3L aBnsoTcs:

HanMyue B apxuBe nporpamMmMHo-anmnapaTtHbIX CPeacTB ANA XpaHEeHUs, KONMMPOBaHUSA U
BocnpoussegeHns O, nx nepesannucm B HOBble copmaTtbl, nepegadn MHOpPMaUUK Mo
KaHanam cBs3u 1 ap.;

obecneyveHne JOCTyna K MHOpMaLMM YyCTaHOBMNEHHbIX KaTeropmn nonb3oBartenen, a
Takke obecneyeHne 3awMTbl UMHOPMAUUN OT HECAHKUMOHWPOBAHHOIO AocTtyna (nyTem
NPUMEHEHNSA COOTBETCTBYIOLLNX TEXHUYECKMUX CPEACTB U NPaABOBbLIX HOPM);

obGecneyeHne pexuma xpaHeHnuss [, wcknoyarowero ytpaTty, YHUYTOXEHVME WK
nckaxxeHme nHgopmaumn.

Ob6ecneyeHune xpaHeHuss I3[ npegycmaTpmBaeT Takke nogaep)kaHne OnTUManbHbIX
PEXNUMOB XpaHeHUust HocuTenen /.

TexHnyeckne napameTpbl [OaHHbIX PEXMMOB OMNpeaensTcsa COOTBETCTBYOLWUMU
rocygapctBeHHbiMn ctaHgaptamu (FTOCT 28388-89. Cuctema o6paboTkm mMHGpopmaumun.
HOKyMEeHTbl Ha MarHuTHbIX HocuTensix. [lopagok BbeinonHeHus wn obpawenus; [OCT
2.501-88. ECK[. [lMpaBuna y4veta un xpaHenusi; TOCT 19.601-78. ECINMO. [paBuna
aybnupoBaHusa, yyeta u xpaHeHus; OCT 24.402-80. EguHas cuctema craHgapToB
aBTOMaTU3NPOBAHHOW CUCTEMBI ynpaBreHus. Cuctema TexHmyeckon JokymeHTaumm Ha ACY.
YyeT, xpaHeHue n obpawenue; P 50-524-84. MeTtogudeckne ykasaHus. [Mopsgok XpaHeHus
AOKYMEHTOB Ha MaLUMHHbIX HOCUTENSX).

Mo mepe cTapeHUs HoOCUTENs OOSMKHA NPOU3BOAMTbCA nepesanncb Il Ha HoBble
HoCcUTENWN.

4.4.2.6. He ponyckaeTca pasmelleHVe [JOKYMEHTOB Ha nory, MNOLOKOHHMKaXx, B
Hepa3o0paHHbIX KMnax.

4.4.2.7. Pa3melleHne CeKpeTHbIX OOKYMEHTOB OCYLIEeCTBMNAETCS B COOTBETCTBUM C
TpeboBaHNAMM MHCTPYKLMM NO paboTe C CeKpeTHbIMM MaTepmanamum.

4.4.3. TonorpadupoBaHue

4.4.3.1. Bce nomelleHns apxmea, a Takke CTennaxm, wkadbl, NOAKAN HYMEPYHTCA.

B kaxgom oToenbHOM MOMeLeHUM CTennaxu, Wkadbl, NONKNW HYMEpPYTCS CBepXy
BHW3, CrieBa Hanpaso.

44.3.2. B uensax 3akpenneHna MecTa XpaHeHus [OOKYMEHTOB B XpaHUnuiax
COCTaBMnATCA nNocTennaxHole © npu  6Gonbwom obbeme ¢GoOHAOB MNO(OHOOBLIE
Tonorpaduyeckne ykasaTtenu.

4.4.3.3. KapTo4ykn MNOCTENNAXHOro Tonorpacu4eckoro ykasaTtensa COCTaBnsAlTCA Ha


garantf1://5268721.0/�
garantf1://3824692.0/�
garantf1://3824692.0/�

KaXabl CTennax v pacnonaratTcs rno nopsiaky HOMepoB CTennaxen B npegenax Kaxaoro
OTAENbHOro nomeLyeHus (npunoxeHue 15).

4.4.3.4. KapToukn nodoHOOBOro Tonorpaduyeckoro ykasaTtens COCTaBNAlTCA Ha
Kaxablh OHA4 M pacnonaralotca B nopsigke HomepoB (hoHAoB (npunoxenue 16). Mpwu
HeobXo4MMOCTU  apxXMBOM  OpraHuMsaumm MOXET NpOoBOAMTLCA  TonorpadmpoBaHue
XPaHSALWMXCA B apxXnBe JOKYMEHTOB C Y4ETOM CTPYKTYPHbIX NogpasaeneHui opraHmsasmn.

4.5. Nopsapok BblAgavum gen M3 XxpaHunuuy,

4.5.1. [lena BblaaloTCsa U3 XPaHUITNLLL:

AnNs MCNonNb30oBaHNA paboTHMKaMN OpraHn3aumm;

AN UCNOMb30BaHUSA rpaXgaHamu B 4YuiTanNbHOM 3ane Ansi HayyHbIX W MHbIX
ncecneaoBaHum;

BO BpEMEHHOE NONb30BaHME A5 APYIMX OpraHM3aumni;

ANSA NpOBeAEHMSA apXMBHbIX paboT ¢ AOKYMEHTamu;

ANs NpOBEAEHUS CTPaxoBOro KONMpPOBaHUs U cneumansHon 06paboTkn AOKYMEHTOB C
uenblo yrnyyeHns gru3nyeckoro COCTOAHNA JOKYMEHTOB.

4.5.2. [dena BblgalTCad BO BPEMEHHOE MOSfIb30BaHWE W3 XPaHWUIULW, Ha CPOK, He
npeBbILLaoLLNA:

1 Mecsauy ons ncnonb3oBaHUsA paboTHMKaMN opraHn3aumm;

1 mecsauy ons ncnosib3oBaHUsA JOKYMEHTOB B YATANbLHOM 3arne;

3 MecsLa BO BpEMEHHOE NOoSb30BaHWe ANns APpYrnX opraHnsauun,

6 MecsueB AN 9KCNOHNUPOBAHUSA JOKYMEHTOB.

OpraHam cyga v nNpokypaTypbl Aefnia BblgalTCca [0 nNpekpaweHus gena wunu
BblHECEHUS CyaeBHOro peLleHus.

MpooneHne yCTaHOBMEHHbLIX CPOKOB BblAauM [OOKYMEHTOB BO  BpPEMEHHOEe
nosfib3oBaHWe, B TOM YUCe opraHamMm cyda W NpoKypaTypbl, a Takke ANS 9KCMNOHUPOBAHWUA
aonyckaetcsa B 0cCOObIX criydasix C paspelleHuss PYKOBOAMTENS oOpraHuvsauuu no
NMMCbMEHHOMY NOATBEPXKAEHWNIO NOSb30BaTENs O COXPAaHHOCTU JOKYMEHTOB.

4.5.3. Boligaya gen ns xpaHunuwa opopmMnseTcsa crneayowmmMmm JOKyMeHTaMu:

3akaszamu (TpeboBaHuMAMM) Ha Bblgayy Aen B uuTanbHbIl 3an UM COTPYAHMKAM
opraHusauum (npunoxexue 17);

aKkTaMmy O Bblaye gesi BO BpeMEHHOe MNoSfib30BaHWe ApYyruM opraHuv3aumsam, B TOM
yucre opraHam cyga m nNpokypaTtypbl, MW OAS 9KCMNOHUPOBAHUA LOKYMEHTOB (NpuUrioXeHne
18);

3akasamMn Ha npoefeHne paboT No CTPaxoBOMY KOMMPOBAHWID W pecTaBpauuu
AOKYMEHTOB.

4.5.4. Bblgaya [OOKYMEHTOB W3 XpaHUNuUia perucTtpupyeTca B KHUrax Bblgayu
AOKYMeHTOB (npuroxeHuve 19):

Bblaaun gen paboTHMKaM opraHusaumm;

BblJayun gen B YnTanbHbIA 3an;

Bbl4aun gen BO BPEMEHHOE Mosfb30BaHME APYrMM OpraHu3aumsm.

4.5.5. WcnonHeHHble 3aka3sbl (TpeboBaHWA) mMccrnepoBaTenen XpaHATCS B JIMYHbIX
aenax wuccnegosaTtenen, Bce MNpoyMe - OO MCTEYEHUS CPOKOB WX XpaHeHus. 3akasbl
(TpeboBaHusa) uenecoobpasHo XpaHUTb A0 NPOBEAEHUA NPOBEPKM HANUYUSA U COCTOSHUSA
aen.

45.6. Bblpaya pen BO BpeMeHHOe MOMb30BaHWe B JApyrve opraHusauuu
0POpPMIIIETCA aKTOM, KOTOPbIM COCTaBfseTCA B [[BYX 3K3eMnnsipax, OAWH WX KOTOPbIX
OCTaeTCs B apxuBe opraHu3auuu, ApYrovd BblgaeTcs nonydatento. AKT noanucbiBaeTcs



pykoBoauTenem opraHusauuu, nepegatowLen aena, n pykoBoauTenem
opraHuMsauumn-nonyyaTens: MNoANUCU CKPennswTca repboBbIMM  NevyaTsaMu  opraHuM3aunin.
[Mocne Bo3BpalleHUs Oen B OBYX 9K3eMNspax akta geraetcs COOTBETCTBYHOLWAA OTMeTKa:
OAVH 9K3EeMNSISAp OCTaeTCs B OpraHu3aumm-nosnydarene, gpyron xpaHutca B gene ¢goHaa B
apxvBe opraHusauuu, BbldaBaBLleM gena.

4.5.7. HanpaBneHune Ha CTpaxoBOe KOMNUpoBaHWe, pecTaBpaunto, nepennet
ocdopmnsieTca 3akas3oMm. 3aka3s opopMIIsieTCs B apxvBe opraHmsaumm no ¢opme akta o
Bbl4aye BO BPEMEHHOE MOosib30BaHMeE APYron opraHnsauum.

4.5.8. [lena BblgaloTCA U3 XpaHunuLia Ona UCNonb30BaHMUS U NpoBeaeHns paboT no
CTpaxoBOMY KOMMPOBaHWIO, pecTaBpauum, nepensneTy Tornbko B 00paboTaHHOM BUAE.

[Mepepn Bblgayen gen U3 xpaHunviia npoBepsieTcss COOTBETCTBME WNpa 1 3arosfioBka
aena Ha obnoxke Wngpy 1 3aronoBky Aerna B oNUCK; nepeq Bblaavyen 1 npy BO3BpaLLeHumn
Aern B XpaHunuviie MnpoBepsalTCsa Hymepauus fIMCTOB U COCTOSIHUE [OOKYMEHTOB KaXKaoro
BblAaHHOro gena.

Kaxxpoe BblgaBaemMoe M3 XpaHunuuwia Aeno OOSMKHO MMeTb NUCT MCMNOoSNb30BaHUA
(npunoxeHue 20).

4.5.9. lNMpwn Bblgave gen U3 xpaHunuiia Ha MecTo BblJaHHOro Aernia nogknagbiBaeTcs
KapTa-3amecTuTesb, B KOTOPOW yKasblBaeTCsa HOMep hena, HOMep onucu, Homep ¢oHaa,
Korga u KoMy BblJaHO Aeno, AaTa ero Bo3spaTa M NoAnucb COTpyAHUKA, BblAaBLUero geno ¢
ykaszaHnem [ofmkHocTu. [lpy BO3BpalweHuM paena B XpaHumnuvlle KapTa-3aMecTuTenb
nsbiMaeTcs (npunoxexuve 21).

4.5.10. CoctosaHne aen, Bo3BpallaeMbiX B apxuB MOCME WCMNOMb30BaHUS, AOKHO
ObITb NPOBEPEHO B NPUCYTCTBUM NLIA, BO3BPALLAIOLLETO AOKYMEHTDI.

Mpn o6GHapyXeHUn HegocTaunm p[en WNu OTAENbHbIX JIMCTOB B HUX, a Takke
noBpexaeHnn pnen v OOKYMEHTOB COTPYAHMKaMU apxvBa COCTaBMSETCA akT B [OBYX
aKk3emnnspax, oguMH M3 KOTOPbIX NPEeACTaBnseTCa uccrnenoBaTento YuMTanbHOro 3ana unu
PYKOBOAUTENIO OpraHn3auuun, NCNosib3oBaBLUEN OOKYMEHTbI, NS NpuBreYeHUss BUHOBHbIX K
OTBETCTBEHHOCTU, BTOPOWN - OCTAETCHA B apXMBe.

4.5.11. lNpun nepemeLLeH OOKYMEHTOB 3a NpeaenamMmm apxvmea AOSMKHbI cobnoaaTbes
Mepbl NPeA0CTOPOXHOCTU, HaAEXHO obecneunBatoLme NX COXPaHHOCTb.

[Mpn TpaHCNOPTMPOBKE AOKYMEHTOB COGM0AAOTCA Mepbl NO OXpaHe M 3awuTe ux oT
BO34ENCTBUA BpeaHbiX (PakTOPOB OKpYXXalollen cpefbl NyTeM MPUMEHEHUs cneumanbHbIX
BMOOB YNaKkoBOK, obecrneymBaomx 3alimTy JOKYMEHTOB OT OCaAKOB, CBETA, MEXAHUYECKMX
NoOBPEXOEHNN.

4.6. O6ecneuyeHne PU3NKO-XMMUYECKON COXPAHHOCTU [OKYMEHTOB

4.6.1. BbisiBNeHHbIe JOKYMEHTbI NMOCTOSIHHOIO XpaHeHust ¢ om3nvecknmmn gedekramm
OCHOBbI (yTpaTa yacten AOKYMeHTa, paspbiBbl 1 Ap.) UK TEKCTa PETMCTPUPYIOTCS B XypHane
UM KapToTeke y4yeTa (OU3NYECKOrO0 COCTOSHUA [LOOKYMEHTOB, rAe (UKCUPYHTCA Buabl
cneunansHon o6paboTkn, KOTOPOW BROCHEACTBUW OO0IMKeH ObiTb MOABEPrHyT AOKYMEHT
(pectaBpaums, gesvHdekumsi, MUKpoUnbMUpoBaHMe, oTopectaBpauns, KoONnMpoBaHue wu
T.4.), W HaMeyalTCA KOHKPETHble Mepbl MO YNy4ylWweHno (U3NYECKOTO COCTOSAHMS
AOKYMEHTOB.

4.6.2. He3aBMCMMO OT LIEHHOCTM OOKYMEHTOB HEMEANEHHOW nepegade Ha o6paboTky
(Oe3nHdekumns, aesnHcekumsa) nognexaT gena M OOKYMEHTbl, MOpPaXKeHHble MfeCEeHb U
HaCEeKOMbIMMU.

4.7. NMpoBepKa HaNU4YnA N COCTOAHUA AOKYMEHTOB



4.7.1. TlpoBepka HanMMunMa W COCTOSHUA [OKYMEHTOB MNPOBOAMTCA B LENsAX
YCTaHOBIEHNA (PaKTUYECKOro Hanuuna efuHUL XpaHeHUst U1 COOTBETCTBUSA UX KONUYECTBY,
YMCNALLEMYCA MO  YyYEeTHbIM  OOKYMEHTaM, BbISIBIEHUSA [OOKYMEHTOB, MoAnexalymx
pecTtaBpaunn n npodunakTnyeckon obpaboTke.

B xoae npoBepku ocyllecTenseTcs:

yCTaHOBIeHNe (PaKTUYEeCKOro Hanuuna OOKYMEHTOB, HaXOASLMXCH Ha XPaHEeHUW B
apxvBe;

BbIsIBIIEHNE U YCTpPaHEeHWe HeJ0CTaTKOB B yYeTe JOKYMEHTOB;

BbIsIBIEHNE OTCYTCTBYIOLLNX JOKYMEHTOB M OpraHmn3aums Ux posbicka;

BbiABNEHNE W y4yeT [OOKYMEHTOB, Tpebywowmux pectaBpauumn, KOHcepBauuw,
NPOoUNaKTNYECKON N TEXHNYECKON 00paboTKu.

4.7.2. [poBepka HanNU4mns N COCTOAHNA JOKYMEHTOB MPOBOAUTCSH HE pexe, YeM OOuH
pas B 5 neT, a Takke nepepn nepegaden nx Ha rocyaapCTBEHHOE XpaHeHMe.

EQMHOBpPEMEHHbIE MPOBEPKM HaNMUYMA U COCTOSHUSA [OKYMEHTOB [MPOBOASATCA B
apxuBe:

nocrne nepemMeLleHna aen B Apyroe noMeLleHue;

nocrne 4pesBbl4arHbIX NPOUCLLECTBMIA, BbI3BaBLUMX NepemelleHne (aBakyauuio) gen
UM AOCTyN B XpaHunuLia NOCTOPOHHNX ML,

npu CMeHe PYKOBOAUTESNS apxXmBa Unv nuua, OTBETCTBEHHOIO 3a apXuB,

npu peopraHnsaummn unu NMKBMaaLmMm opraHmsaumn.

4.7.3. NMpn NpoBepKe HaNU4NA N COCTOSAHUSA OKYMEHTOB HEOBX04MMO:

COXpaHATb MNOPSAOK pacrofioXeHUsi OOKYMEHTOB Ha CTennaxax W nepBUYHbIX
CpencTBax XpaHeHus;

nogknagpiBatb Ha CBOM MecTa OBHapyXeHHble BO BPEMS MPOBEPKN HenpaBUSibHO
NnoanoXeHHble Aena U JOKYMEHThI,

n3biMaTb Aefa, He BHECEHHbIE B OMNUCH;

M3biMaTb W K30NMpPOBaTb Aena, 3apaxXeHHble NfeceHbld UM apyrumu
BronornyeckumMmn BpeanuTensiMu.

BHeceHne B onucb HeydTEHHbIX AEeN B Xo4e MpPOBEPKM 3anpelyaeTtcd. HeydTeHHble
Aena nomMewjarTcsa BCnen 3a YYTEeHHbIMW fenamMu And nocrieaywowen obpaboTtkm u
onucaHums.

4.7.4. [lo Havyana paboTbl MO NPOBEPKE HanMuMs U COCTOSHWUS Aen u3yyarTcs
AOKYMEHTbI NpeablayLmx NpoBepOK, NPOBEPSAETCS NPaBUIIbHOCTb HyMepauumn Aen B KaXaoM
rogqoBoM pasfene CBOAHOW OMWUCK, COOTBETCTBUE Hymepauun Oen UTOroBbiM 3anucaMm B
ONUCHAX U CBEAEHUAM B NUCTax poHO0B.

4.7.5. NpoBepka HaNnM4Yna U COCTOSHUS AeNn NPOBOANTCSA NYyTEM CBEPKU onmncaTenbHbIX
cTaten onucu C onucaHnem Aen Ha obrnoxkax (wudpa, HasBaHus oHaoobpasoBaTens m
ero CTPYKTYPHbIX nogpasgeneHui, Oerornpovu3BOACTBEHHbIX WHAEKCOB Aen, gart Aen,
KonuyecTtsa n1CTOB).

dusnyeckoe cCocTosiHMEe Oen onpegenseTcsa nyTeMm uMx BudyanbHoro npocmotpa. Bee
obHapy>xeHHble HeaoCTaTKn (PMKCUPYIOTCA B aKTe NPOBEPKM (NpuroxeHue 22).

HenaTb kakne-nmbo NoMeTbl MK 3anMcn B XOA4E NPOBEPKM B OMUCSX Aen U Apyrnx
YYETHbIX JOKYMEHTaxX 3anpeLlaeTcs.

4.7.6. [lena, BblgaHHble COTPYAHWKAM OpraHusauuu, B YiTanbHbIA 3an U BpeMEHHoe
nofib3oBaHWe OpPYrMMm oOpraHusauusiM, NpOBEpPSItOTCA MO KHMram M akTtaM Bblgaun gen wm
CUMTAKOTCSA UMEKLLNMUCS B HANUYUN.

4.7.7. JluCT nNpoBEpKM HanMunss KW COCTosHUA Oen B @QoHae cocTaBnseTtcs
HenocpeacTBEHHO B Xo4e MPOBEPKU; JIUCTbI NPOBEPKN HYMEPYIOTCA NO MNOPsSiAKy HOMEPOB B
npegenax nNpoBeEpPKM Kaxaoro ¢oHaa m noanucbiBatoTCs UcnonHutenem. 1o oKoHYaHum



npoBepkn oHAa NUCTbI NPOBEPKN BKNIOYAKOTCH B Aeno gaHHoro poHaa. Ecnn B pesynbtaTte
NpPOBEPKN HEQOCTATKOB HE OOHapyXeHo, NUCT NPOBEPKU B AeNo hoHAa He BKIIoYaeTcs.

4.7.8. Mo OKOHYaHWN NPOBEPKM HANUYNA U COCTOSAHUSA JOKYMEHTOB NO KaXXJon onucu B
KOHUEe OonucuM nocre 3aBepuTeribHOM Hagnucu denaeTcs  3anucb  "MpoBEpPeHO”,
npocTtaBngeTca gdata npoBepkun; 3anucb MNOoANUCbIBAEeTCA MNPOBOAUBLUMMU  MPOBEPKY
paboTHUKaMM C ykaszaHUeM UX JOSDKHOCTEMN.

4.7.9. Ecnn npoBepkon obHapyxeHa HeaocTava Aen U JOKYMEHTOB, TO OpraHm3yeTcs
NX PO3bICK.

B aTnx uenax pekomeHgyetca:

N3y4nTb BCE YYTEHHblE AOKYMEHTbI MO Bblaayve Aen 13 XpaHunuuia;

OpraHn3oBaTb pPO3bICK HEOOHAPYXEHHbIX NPU MNpPOBEpKe Aefl B COOTBETCTBYHLLMX
CTPYKTYPHbIX noapasgeneHusax, B AeaTeNbHOCTU KOTOpbIX 0Opa3oBanncb HeobHapyXeHHble
aena, npegsapuTernbHO U3Y4MB UX CAATOYHbIE OMNUCH,

NpoBepUTbL Aefia HaXoasaLWNXCa PSAoM POHAOB;

N3y4nTb Aeno oHAaa - akTbl O BblAENEHUN en K YHUYTOXEHUIO, akTbl Bblaaun gen Bo
BPEMEHHOE MNOJSIb30BaHWEe, paHee COCTaBMfEHHblE aKTbl MPOBEPKUM HaNUYUSA U COCTOSIHWUA
nposepsiemoro coHaa.

Po3sbick pekomeHayeTcs NpOBOAMTL B TeYeHWe roga Mnocne 3aBepLueHUst NpoBEPKU
Hanuuus gen.

4.7.10. HangeHHble B uTOre po3biCka Aena noaknagblBaldTcAa Ha Mecta, a B
COOTBETCTBYHLLUEN KapTouke yvyeTa HeoOHapyXXeHHbIX Aen genaeTcd oTMeTKa C yKa3aHWeMm
AaTtbl U NOANUCY AOMKHOCTHOIO nmua.

Hena, npuvyMHa OTCYTCTBMS  KOTOPbIX MNOATBEPXOEHa  COOTBETCTBYHOLUMU
AOKYMEHTaMMu, WUCKIKYalTCA B YCTAHOBIEHHOM MNOpPSAKEe U3 ONMCEen U OPYruX YYeTHbIX
OOKYMeHTOB. B COOTBETCTBYIOLIMX KapTOYKax YKasblBalOTCA AaTbl M HOMEpa akroB, B
KOTOpbIX MOATBEPXAAETCA OTCYTCTBME [erfla, U COCTaBMSITCA CApaBku O MNpoBeaeHUn
posbicka. [locre paccMoTpeHus pes3ynbTaToB po3sbicka Ha OK 1 yTBepXaeHus ee pelueHus
pykoBOAUTENEM OpraHnsaunmn HeobHapy>XeHHble JOKYMEHTbl CHUMAKTCS C yveTa.

4.7.11. lNpoBepka HaNU4na 1 COCTOAHUA JOKYMEHTOB CYMTAETCHA 3aBepLUeHHOW nocre
BHECEHNS W3MEHEHWUWN, BbISIBIIEHHbIX MNPOBEPKOW, B Y4YeTHble [AOKYMEHTbl MpPOBEpSeMOoro
doHOAa 1 npeactaBrneHna COOTBETCTBYOLWNX CBEAEeHUM O Adenax MOCTOSAHHOINo XpaHeHus B
rocyaapCTBEHHbIN apXmB OJ1 BHECEHUS U3MEHEHUA B KOHTPOSbHblE 3K3eMNNApbl OnMcewn
aen, yreepxaeHHblx AINK apxnBHOro yypexxaeHuns.

4.8. Oco60 LeHHble U YHMKaNnbHble AOKYMEHTbI apXxmBa

4.8.1. ApxuB opraHuMsaumm, MO COrMacoBaHUK C TrOCYAAPCTBEHHLIM apPXUBOM,
WUCTOYHMKOM KOMIMIIEKTOBAHUS KOTOPOro OH SIBNSIETCS, NPOBOAMT BbISIBNIEHNE U yy4eT 0cobo
LEHHbIX Y YHUKAITbHbIX JOKYMEHTOB.

Ha BbigBneHHble 0CODO0 LUeHHble W YHUKamnbHble [OOKYMEHTbl Kaxgoro ¢oHaa,
XpaHSALWEroca B apxuBe, COCTaBMSETCA ONUCb OCOBO LEHHbIX [OOKYMEHTOB, KOoTOpas
paccmaTtpmBaeTcad IK opraHusaumu, COrfnacoBblBaeTCs C rocyAapCTBEHHbIM apXMBOM W
yTBepXaaeTcsa pykoBoguTenem opraHusauum (npunoxenune 23).

4.8.2. OTHeceHMe OOKYMEHTOB K YHMKaANbHbIM U BKMAOYEHME MX B ['oCcyaapCTBEHHbIN
peecTp  YyHUKanbHbIX OOKymeHTOB  ApxuBHoro ¢oHga Poccunckon  depepaunmn
OCYLLIECTBMNSAETCA B COOTBETCTBUM C PernameHToM rocygapCTBEHHOro yyeTa YHUKalbHbIX
AokyMmeHToB ApxmBHoro ¢poHaa Poccuiickon ®epepauuu.

4.9. CtpaxoBou ¢poHa n hoHA NONb30BaHUA



49.1. Ha o0cob0 UEeHHble W YHUKanNbHble [OOKYMEHTbl OpraHuv3aumm nyTem
MUKPOMOUNBMUPOBAHUA CO34al0TCH CTpPaxoBble KOMUW (HeraTuBbl MEpPBOro MOKOSNIeHUS Ha
PYFOHHOWN NIEHKE U MUKPObULLIaX).

COBOKYNHOCTb CTPaxoBbIX KOMWW [OKYMEHTOB, XPaHSALMXCA B apxuBe, COCTaBnseT
ctpaxoBoun poHa. CTpaxoBon hoHL co3haeTcs B LieNnaxX COXpaHEeHUsa LEeHHOW OOKYMEHTHON
MHOPMaUUKM Ha cryydan yTpaTbl UM NOBpeXaeHUs NOANMNHHBLIX JOKYMEHTOB.

4.9.2. OpgHoOBpeEMEHHO C co3gaHumem CcTpaxoBoro doHaa co3gaetcs  hoHa
Nnosib3oBaHUA (MO3UTUBHbIE MUKPOUITbMbI 1 MUKPOIULLIN).

doHO noNb3oBaHMA MOXET cOo34aBaThCs TakKe LeneBbiM MOpsiAKOM no Hanbonee
NCcrnonb3yemMbiM OOKYMEHTaslbHbIM KOMIMMEeKcaM MNyTeM KCepOoKONMMPOBaHUA WU CO34aHuA
KOMNA OOKYMEHTOB Ha 3NEKTPOHHbLIX HOCUTENNAX, obecnevmBaomnX NOEHTUYHOCTb KOMUKU Y
NOAMMHHNKA JOKYMEHTa.

4.9.3. CtpaxoBou hoHa 1 (hoHA Nonb30BaHMS CO34al0TCsA B NOPSAKE, yCTaHOBNEHHOM
depnepanbHoOn apxmBHOW cryxbon Poccun.

5. OpraHu3auus 4OKYMEHTOB B apXuBe

5.1. lJokyMeHTanbHbIA U apXUBHbIN (pOHA OpraHu3auumn

5.1.1. BcA COBOKYNHOCTb AOKYMEHTOB, 06pasytolmnxcs B 4eATENbHOCTU OpraHn3auuu,
COCTaBNsAeT ee JOKyMeHTanbHbI oHA,.

5.1.2. [okymeHTbl, oObOpasylolwmecs B [OEATENbHOCTU oOpraHu3aumm no cpokam
XpaHeHNsa NoapasaenstoTcs Ha:

AOKYMEHTbI BpEMEHHOro cpoka xpaHeHuna (o 10 neT BKIIYMTENbHO);

AOKYMEHTbI JONTOBPEMEHHOIO Cpoka XxpaHeHus (cBbiwe 10 ner);

AOKYMEHTbI MOCTOSIHHOIO (BEYHOI0) XpaHeHus.

[OKYMEHTbI MOCTOSIHHOMO XpaHEeHWUd, T.e. AOKYMEHTbl, MMeEKLMne UCTOPUYECKOE,
Hay4yHoe, couuanbHOe, 3KOHOMWYECKOe, KyIibTYpHOEe 3HadeHwe, COCTaBfISAT apXMBHbLIN
doHO oOpraHmsauuu, SBNSKOLWMACA COCTaBHOWM 4acTbio ApxmBHOro ¢oHaa Poccuinckon
depgepaumn.

CpoKkn XpaHeHus [OKYMEHTOB YCTaHaBMMBAKTCA Ha OCHOBAHWW 3JKCMEPTU3bl WX
LEeHHOCTW; NOPSA0K 3KCNepTU3bl LEHHOCTU AOKYMEHTOB onpefeneH B pasferne 2 HacTOSAWmMX
Mpasun.

5.1.3. PasHOBNOHOCTAMU apXMBHOro poHOa SABMAKOTCA:

apxmBHbIA (POHA OpraHu3aumm, COCTOALMA W3 [OKYMEHTOB, 0bOpasoBaBLUMXCHA B
npouecce ee OesATENbHOCTY;

00beANHEHHBIN apXmMBHbIA (POHA, COCTOSALMA U3 OOKYMEHTOB, Obpas3oBaBLUMXCS B
npouecce AeATenbHOCTM ABYX Unn Gonee opraHudauun - ooHgoobpasoBaTenen, NMeBLLMX
Mexay cobon ucTopudecku u/mnu norndeckn obycrnoBfieHHble CBA3W: OAHOPOLHOCTb W
NPEEMCTBEHHOCTb OEATENbHOCTU, MOAYMHEHHOCTb, €OMHCTBO OObekta W BpPEMEHU
AEesATEenbHOCTN, MECTOHAXOXAEHWE 1 Op.;

apxmBHbIi  (POHO  NMYHOTO  MPOUCXOXOAEHUS, COCTOALWMA U3  [OOKYMEHTOB,
00pa30oBaBLUMXCS B MPOLIECCE XMU3HU U OeATENbHOCTU OTAENbHOro nuua, ceMbu, poga u
NPUHATBIX HA XPaHEHNE B apXMB OpraHM3auuun.

5.1.4. ApxvMBHOM KOMNeKuuen HasbiBaeTCA COBOKYMHOCTb OTAESNbHbIX [LOKYMEHTOB
PasnUYHOro NPOUCXOXAEHUHA, OObeAMHEHHbIX MO OAHOMY WM HECKOMbKUM MNpU3HaKam
(TemaTnyeckomy, BUAOBOMY, OOGBEKTHOMY, aBTOPCKOMY, XPOHOMOrMYECKOMyY 1 Ap.).



5.2. OnpepeneHne hoHAOBOW NPUHAANEXHOCTU apPXUBHbIX AOKYMEHTOB U
obpa3soBaHue apxuBHoro oHaa

5.2.1. OnpepeneHve OHOOBOM NPUHAOMNEXHOCTU [OOKYMEHTOB OpraHu3auuu
3aKknyaeTcs B OTHECEHMM MX K POHOY COOTBETCTBYIOLLEN OpraHm3auuu.

5.2.2. lMNpun onpepgeneHnn (OHOOBOM NPUHAONEXHOCTU [LOKYMEHTOB OpraHusauuu
yunTbIBaeTCH cnegymoulee:

BXoAsLLME OOKYMEHTbl OTHOCATCS K (OOHAY TOW OpraHu3aunmn, KOTOPOW OHU MNOJSTyYeHbl;
nx oHOoBasA MPUHAANEXHOCTb onpedenseTcsa no TakMM 3neMeHTam dopmynspa, Kak
agpecar, perMcTpauuoHHbIN WTamm, pesosnioumm 1 OTMETKN O HanpaBneHUn JOKYMEHTOB Ha
NCNOJSTHEHWE, NO COAEPXKaHUIO AOKYMEHTOB;

KOMUM UCXOOALWNX OOKYMEHTOB (OTMYCKM) OTHOCATCA K (QOHOY TOW oOpraHv3auumu,
KoTopas sBnseTca WX aBTopoM; WX OoHOOBaA NPUHALNEXHOCTb onpeaenserca no
noanucam, 4enonpou3BoACTBEHHbIM NOMeTaM, COAEPXaHUIO JOKYMEHTOB;

AOKYMEHTbI BHYTPEHHEro 0bpaLleHnst OTHOCATCA K oOHAY TOW OpraHu3aumm, KOTOpown
OHM COCTaBrieHbl, uX ¢oHAOBAA MNPUHALNEXHOCTb OnpeadenseTcsd Mo  Ha3BaHWUIO
opraHusauun, NoAnNUCAM, CoaepXXaHuio.

5.2.3. [JOKyMeHTbl OpraHuM3aumMm KU ee NepBUYHbIX OOLLECTBEHHbIX OpraHusaunmn
(NMpocbcoto3HbIX, CMNOPTUBHBLIX U AOp.), CYLLECTBOBaBLUMX OO0 MNPUHATUSA 3akoHOLaTenbCTBa
Poccuiickon ®epepaumm 06 o6LecTBEHHbIX 06bEeOUHEHUAX, COCTABNSAT €OUHbIA apXMUBHbIV
dooHa.

ApXuBHble OOKYMEHTbl OOLLECTBEHHbIX oOpraHusaumi (NpodCcoo3HbIX W Ap.),
CYLLECTBYIOLWNX NPU YYpexOeHUsX C MOMEeHTa perucrpaumm 3Tux OO eCTBEeHHbIX
opraHusauun B COOTBETCTBUM C 3akoHogaTenbcTBOM Poccunckon dPepepaumm 06
0o6OLeCTBEHHbIX 06beaNHEHUSIX, NPeACTaBNAT cOOOM CaMOCTOATENbHbIE apXMBHbIE POHAbI.
Mpn nepepaye Ha NOCTOSIHHOE XpaHEHWE B apXMB OHW MOTYT MPUCOEAUHATLCA K (poHOam
COOTBETCTBYHOLUNX YUpexaeHui, obpasys obbeanHeHHble apXuBHbIe POHAbI.

5.2.4. [lena, koTOpble BENUCb NocnefoBaTenbHO B ABYX OpraHu3auumsix, BKIHOYaTCS
B COCTaB apxumBHOro oHaa TOM OpraHu3auuu, B KOTOPOM OHWU OblNN  3aKOHYEHbI
npoussoAcTBOM. B crnyvyae nukBMpauum opraHusaumm c nepefaden ee (OYHKUMW BHOBb
CO3[aHHOM OpraHu3auun 3akOHYEeHHble MPOM3BOACTBOM [Jena BKAYalTCcad B (QOHA
NUKBUOANPOBAHHOW OpraHu3auuMM, a He3aKOH4YeHHble [ena nepefarTca ANns OKOHYaHuS
NPON3BOACTBOM OpraHvM3aumu-NnpeeMHUKY 1 BKIOYAKOTCS B POHA NocreaHeN.

5.2.5. OavH 1 TOT e PoHA, COCTaBNAT AOKYMEHTHI:

opraHuMsauMm OO W nocrne ee peopraHu3auum (nNpeobpasoBaHusl), ecrnvm OHa He
noerekna 3a cobon KOPEHHOro N3MEHEHNS ee AEATENbHOCTY;

opraHusauun o 1 rnocrne U3MeHeHWs TeppuTopuarbHbIX FPaHuL ee OeATenbHOCTH,
NOOYNHEHHOCTW, CTPYKTYpPbI, LUTATOB, Nevyatu 1 T.M.;

npeanpusaTui, opraHnsauum n oo beanHEeHNn, NOMEHSABLUMX rOCYAapPCTBEHHYIO hopMy
COBCTBEHHOCTU Ha HErocyfapCTBEHHYK, HO B YCTAaBHOM Kanutane KOTOpbIX WMMeeTcs
npeobnagatowiasi 4oNsa rocygapCTrBEHHON COOCTBEHHOCTY;

BPEMEHHO  MNpeKkpaTMBLUEN CBOKW  [OeATerbHOCTb  OpraHu3auuMmM, a  3aTem
BOCCTaHOBSIEHHOW C TEMU e (PYHKUNAMMU;

npeanpusaTMin, opraHmsauum n obbeaMHEeHUN CMellaHHbIX dopM COOCTBEHHOCTU, B
yCTaBHOM KanuTane KoTopbiXx WMmeeTca npeobnagawowaa [ons  rocyaapCTBEHHOM
CcOBCTBEHHOCTW.

5.2.6. [1okymMeHTbl OpraHoB 3aKOHOOATeNbHOW N UCMNOMHUTENBHOW rocyaapCTBEHHOMN
BNactu, npokypatypbl u cypoB Poccuinckon ®epepauun, cybbektoB Poccunckon
depepaumm, opraHoB MECTHOIO CaMoynpaBreHnsi COCTaBMAIT CaMOCTOATENbHbIE apXUBHbIE
doHabI.
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[OKyMEHTbl POCCUWACKMX MMUHUCTEPCTB M BEOOMCTB, CO3[aHHbIX Ha 6Gase
NNKBMANPOBaHHbLIX MUHUCTEPCTB U BegomcTB CCCP, cocTaBnstoT HOBbIE apXnBHbIE (POHAbI.

HokymeHTbl MuHuctepctB PCOCP un Poccuinickon ®Pepepauum COCTaBnSAT, Kak
npaBwusfio, pasHble apxuBHble doHabl. PasrpaHnuuTenbHas pgata  Mexgy  Hummn
yCTaHaBnMBaeTCs Ha OCHOBE COOTBETCTBYHOLUMX 3aKOHOAATErbHbIX aKTOB O KOHKPETHOM
MUHUCTEpPCTBE (BE4OMCTBE).

[OKyMeHTbl OpraHoOB rocyaapCTBEHHOM Bractu cybbektoB Poccunckon depepauumm,
AENCTBYIOLWNX HA OCHOBE KOHCTUTYLMW, YyCTaBOB cybbektoB Poccuiickon denepaumm,
COCTaBMAOT HOBble apxuBHble (OHAbI; pasrpaHUYUTENbHbIE AdaTbhl  MeXZy HUMMU
yCTaHaBMMBalTCA Ha OCHOBE COOTBETCTBYHOLLEro 3aKOHOA4AaTENbCTBA U HOPMATUBHbLIX aKTOB.
Mpn 3TOM OOKYMEHTbl NPEeWeCTBYOWNX MM COBETOB HApOAHbIX OenyTaToB pecnybnuk,
KpaeBblX, 00nacTHbIX, aBTOHOMHbIX 06pa3oBaHUN, a TakKe PanoOHHbIX U FOPOACKMX COBETOB
HapodHbIX OenyTatoB [0 MOMEHTa WX NUKBMOAUMW COCTaBNSAKT CaMOCTOATElbHbIE
apXMBHble PoHAbI.

PacwmpeHne nnu cyxeHne npas opraHusaumm, KOTOpoe BreyeT 3a cobon KopeHHoe
N3MEHEHNE ee KOMNEeTEeHLMMN 1 OYHKLMA 1N Co3haHne HOBOW OpraHu3auumu, BredyeT 3a cobown
cO3aHune HOBOro apxXuBHOro ooHAaa.

5.2.7. Kaxpgomy apxuBHOMY ¢OHAOY, MOCTyNMBLUEMY B apxXvMB OpraHusauuu,
npuceavBaeTcA HasBaHWe W Homep (cMm. n.6.4.2.2). HasBaHue d¢oHOa COOTBETCTBYET
odomumanbHOMY Ha3BaHWUIO opraHmM3aunn - poHgoobpasoBartens.

5.2.8. O6begMHEHHbIN apXMBHbIN OOHS

5.2.8.1. OObeanHeHHble apxuBHble OHAbI MOryT ©ObiTb CcopMMpPOBaHbI K3
AOKYMEHTOB:

- OAHOPOAHLIX NO LIeSIEBOMY Ha3HAYeHU0 U PYHKLMSAM OAHOUMEHHbLIX OpraHuM3auun,
AENCTBYIOLNX Ha onpeaeneHHOn TeppuTopuu;

- PYKOBOASLLEro oOpraHa W MOOYMHEHHbIX €My OpraHusauun, OenCTBYIOWMUX Ha
onpeaeneHHon TepputTopuu;

- OpraHn3aummn, CBA3aHHbIN Mexay cobon 06BHLEKTOM AEATENBHOCTMU;

- rocrnefoBaTeNbHO CMEHSABLUMX ApYr [pyra opraHusauun, ecnv  yHKuun
npeaLwecTBEHHNKOB MOMHOCTLIO UM YaCTUYHO nepefaBanincb UX NpeemMHuUKaM.

5.2.8.2. He ponyckaeTcsa co3gaHme 06beanHEHHbIX apXMBHbIX (POHO0B U3 JOKYMEHTOB
OpraHoB npeacTaBUTESNIbHOW, WCMNONHUTENbHOM U cynebHoM rocyaapCTBEHHOM BracTw,
npegycmoTpeHHbix KoHctutyumen Poccunckon depepaumn, KoHcTuTyumsmmn pecnybnuk,
yctaBamn cybbektoB Poccuiickon depepauumn, a Takke M3 OOKYMEHTOB 3TUX OPraHoB U
AOKYMEHTOB M30uMpaTenbHbiX KOMUCCUM MO BblbOpam OpraHoB nNpencTaBUTENbHON U
NCMONHUTENbHOW BMacTU, €cnn 3TO He NpeayCMOTPEeHO 3aKoHOL4AaTEeNbCTBOM CyObekToB
Poccunckon ®epepaunn.

5.2.8.3. O6pasoBaHne 00bEAVHEHHbIX apXMBHbIX OHAOB BKNO4YaeT B cebs
nepewndpoBky aAen  (M3MeHeHMe  HomMepoB  POHOOB,  onucen),  CcocTaBreHue
COOTBETCTBYHOLLMX YYETHbIX JOKYMEHTOB, pasMeLLleHne JOKYMEHTOB 06beanHEHHOro hoHaa
B OQHOM MeCTe XpaHunuiwia, a npu HeobxoguMOCTU M HOBYK cUCTeMaTu3auuio gen u
nepecocTaBrieHne OnnUcen.

5.2.8.4. HasBaHve o06beaMHEHHOro apxmBHOro oHga CcocTouT u3 0606LeHHOoro
Ha3BaHUSA BKMIOYEHHbIX B HEro (POHOOB UMM HasBaHUS PYKOBOASLLEW oOpraHu3aumm wu
0006LLEHHOr0 Ha3BaHNSA NOAYNHEHHbIX €A OpraHn3aLUmnn.

5.2.9. ApxuBHbIN (OOHA NTNYHOIO NPOUCXOXKAEHMNSA

5.2.9.1. [JokymeHTbl, nepefaHHble Bragenbuem (COGCTBEHHUMKOM) Ha XpaHeHue B
apxmB OpraHu3aumm, COCTaBMAKT apXvMBHbIN  (OOHA JIMYHOTO  MPOUCXOXKAEHUA U
nepeoHaMPOBaHUIO HE noasiexar.

5.2.9.2. HasgaHue apxmBHOro ooHaa fiM4YHOro npoOnUCXoXaeHns COCTOUT U3 doamunmu,
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UMEeHKW, OoT4yecTBa fMua, YyKasaHus poja pgeaTtenbHocTn (npodpeccun), CcrnykebHoro
NOJSIOXKEHUSA, YYEHbIX 3BaHUN.

5.2.10. ApxmBHaga Konnekumsi

5.2.10.1. ApxvBHble KOMNMEKUMN MNOCTYynakwT B apXMB B BUAE YXe CIOXMBLUMXCS
AOKYMEHTanbHbIX KOMMSIEKCOB MMNN e 006pasyroTcs B apxmBe U3 OTAENbHbIX pa3pO3HEHHbIX
AOKYMEHTOB C LieNbto CO34aHnsa 6raronpuaTHbIX YCNOBUIN AN MX y4eTa U UCMONb30BaHKS.

5.2.10.2. B HasBaHMM apXMBHOMW KONNeKuMn obaA3aTenbHO YKasblBAaeTCs MpU3HaK
(Nnpu3Hakn) obbeguMHeHUss [OOKYMEHTOB, a npu HeobxoauMoCTM W ee CcocTaBuTerb
(ropugmnyeckoe nnu nsmyeckoe nNuuUo, ydpexaeHve, B TOM YUCHe apXmMB opraHusauunn).

5.3. XpoHonoruyeckue rpaHuLbl apxuBHoro ¢oHaa*(4)

5.3.1. XpoHonornyeckMmu rpaHmLamMm apxuBHoro ooHaa siBnsoTCS:

apxXMBHOro (poHOa opraHuMsauum - oduumanbHble adaTbl ee  obpasoBaHus
(pernctpaunn) n nuUKBMOALMK;

o0beanHeHHOro apxmBHoro ¢oHaa - gatbl obpasoBaHusa (pernctpaummn) Hambonee
paHHEN W nuKBMOAUMM Hambonee no3gHEW MO BPEMEHU [OeATENbHOCTU OpraHvM3auum,
AOKYMEHTbI KOTOPbIX BOLLSIN B COCTaB 06begMHEHHOIO apXMBHOIro OoHAA;

apXMBHOro poHaa NMMYHOro NPOUCXOXAEHUSA (CEMENHOro, POAOBOIO) - AaThl POXAEHUS
N cmepTn M3NYEeCKOro nuua, YreHoB ceMbM UM poaa.

5.3.2. XpOHONOrM4yeckuMn rpaHmLaMmmn apxXmBHOW KOSMEKUMM SBMSIOTCS OaTbl CaMOro
paHHero 1 caMoro NO34HEro LOKYMeHTa.

5.4. OpraHusauusi LOKYMEHTOB B npeaenax apxmBHoro cooHaa

5.4.1. OcHOBHblE NOHATUSA N TpeboBaHUS

B npepenax apxmBHOro coHga yyeTHO-KnaccuguKaLuMOHHOW eauHULEen sBnseTcs
euH1La XpaHeHUs OOKYMEeHTOB (CM. M. 6.2.1). EAMHMUbI XpaHeHUsa AOMKHbI OblTb OnucaHbl,
CUCTEMATU3NPOBaHbI, BHECEHbI B ONUCKM U OhOpMIIEHbI B nopsake, obecnedmBatowem mx
y4yeT, NOUCK U UCNOoSIb30BaHMeE.

EovHuubl xpaHeHus (Oena) apxmBHOro poHaa CcuUCTeMaTU3VPYHOTCA B npegenax
doHOa cormacHo cxeme cuctematusaumum. Cuctematmsaumss LOOKYMEHTOB  (poHAa
nNpoBOAMTCA B Oenonpon3BoaCcTBe WU B apxmBe opraHu3aumm npu noaroToBKke OOKYMEHTOB K
nepegave B rocyAapCTBEHHbIE apXMBblI.

5.4.2. Cxema cuctemaTtumsaumm JOKYMEHTOB B (hoHAaEe

Cxema cucrtemaTtusaumm eguHul xpaHeHus (gen) ooHaa sABNSeTCs OCHOBaHUEM Ons
BHYTPEHHEN OpraHmM3auun apxmBHOro ¢oHA4a W 3akKpenndeTcs onucbiko (onmucamn) gen
doHaa.

5.4.3. 'pynnupoBka gen n JOKYMEHTOB B COOTBETCTBUM C PasfnUYHbIMU BapuaHTamu
CXeMbl cucTemMaTnsaumm apxmeBHoro poHaa

5.4.3.1. PacnpegeneHue gen BHyTpU (poHOa No AeneHnaM cxeMbl cuctematusauumm
NPOBOAMTCA C Y4ETOM CrneayoLmnX NpM3HaKoB:

CTPYKTYpHOro (B COOTBETCTBUM C MNPUHAONEXHOCTBbIO eOVHUL,  XpaHeHus K
CTPYKTYPHbIM NogpasgenieHnsm);

XPOHOJIOrM4Yeckoro (no nepuogam unu gatam, K KOTopbIM OTHOCATCS LOKYMEHTbI);

YHKUMOHANbHOIO, OTPacreBoro, TeMaTtuyeckoro, NpegMeTHO-BONPOCHOMO (C y4eToM
YHKUMI, OTpacren n HanpasneHnn aesaTerlbHOCTU opraHmM3aunmn, TeM 1 BONpoCOB, KOTOPbIX



KacaeTcsa cogepkxaHue JOKYMEHTOB);

HOMUHanNbLHOro (NO AenonpoM3BOACTBEHHON bopme - BuaaM U pPasHOBUOHOCTSM
AOKYMEHTOB);

KOppecrnoHAEHTCKOro (No opraHu3auuMsiMm 1 nuuam, B pesynbTaTe Mnepennucku c
KOTOpbIMM 06pa3oBanuncb JOKYMEHThI);

reorpaguyeckoro (B COOTBETCTBUM C OnpeaenieHHbIMN TEPPUTOPUAMU, HACENEHHBIMU
nNyHKTaMn ”  OpyruMn  reorpapuyeckuMmm HavMeHOBaHUAMW, C KOTOPbIMU  CBSA3aHO
cogepxaHne JOKYMEHTOB, X aBTOPbl, KOPPECNOHAEHTbI);

aBTOPCKOro (MO Ha3BaHUAM OpraHu3aumin Unn PaMmuMaMm nuud, KoTopble ABNAKTCS
aBToOpaMn JOKYMEHTOB).

Kak npaBuno, eguHuLbl XpaHeHUs rpynnupyroTca nocriegoBaTeribHO MO Mpu3Hakam,
NPUMEHEHNE KOTOPbIX OKaXeTcsi Hambonee uenecoobpasHbiM ANs BCEX WUAN OTAENbHbIX
rpynn 4OKymMeHTOB dooHAaa.

5.4.3.2. CoyeTaHne CTPYKTYPHOrO U XPOHOSIOrMYeCcKoro Npn3HaKkoB AaeT 4Ba BapuaHTa
CXeMbl cucTemaTu3aunn: XpOHONOMMYECKN-CTPYKTYPHBIN N CTPYKTYPHO-XPOHONOMMYECKUN.

XPOHOMNOrMYeCKN-CTPYKTYpHasa cxema cuctemMatnsaumm npuMeHAeTCcsa No OTHOLUEHUIO
K poHAaM [OEenCcTBYHOLUMX opraHusaunn (y4uTbiBas AarbHeulwee rnonosiHeHne goHAoB) u
NUKBUOMPOBAHHbLIX OpraHM3auum C 4acTo MeHsBLUenCcs CTpyKTypowu. Mo aTonm cxeme gena
rpynnuUpyoTCs Npexxae Bcero no BpeMeHW Mx co3faHus (rogam, nepuogam), a B npegernax
KaXkJon XPOHOSOrM4eCcKoun rpynnbl - N0 CTPYKTYPHbIM NogpasaeneHnsam opraHnsaunu.

CTpyKTYypHO-XpOHOornyeckaa cxema cucreMmatmsauum npuMeHseTcss no OTHOLUEHWUIO
K doHgam opraHuMsaumin, WUMEBLUMX CTabunbHYKO CTPYKTYPY, W3MEHEHUST KOTOPOW
NPoONCXOAMNN peako U Obinn HecnoxHbl. [lpn cuctematmMsaumMm NO 9TOM Cxeme Aena
rpynnupyoTca npexae BCero no CTPYKTYPHbIM noapasgesieHnaM opraHusaumn, a B
npegenax Kaxaon CTPYKTYpPHOM rpynnbl - N0 BPEMEHU UX CO3OaHUS.

5.4.3.3. XpoHosnornyecku-pyHKUnoHanbHas unm yHKUMOHAbHO-XpOHONormyeckas
CXeMbl cuctemaTusaumm NPUMEHSIOTCA MO OTHOLWEHUK K oHAaM opraHu3auum C 4acTto
MEHSBLUENCA CTPYKTYPOMN.

Mpn cuctematmsauum Oen Mo  XPOHOMOrMYecKU-PyHKUMOHANBbHOM CXeme  UX
rpynnnpoBKa MPOUCXo4UT BHaYarne no XpoHOMOrM4yeckoMy MpusHaky, a 3atem rno pyHKUMAM
(BMOam, HanpaereHusiM OeATeribHOCTW) opraHu3aumn. [lpy  aTOoM  noAarpynnbl  gen
pacrnonaraloTcd C  Y4€eTOM  3Ha4YMMOCTM  (PYHKUMM  opraHum3auum  (PYKOBOACTBO,
(PbuHaHCUpOBaHUE, YY4ET U OTYETHOCTb U T.4.) UNKN MO KrnaccuurkaTopy camoun opraHmsauuu.

Mpn cuctematnsaumm pen no  PYHKUMOHASNTbHO-XPOHOMOMMYECKON cxeme [Jena
rpynnuUpyoTCsa BHayvane no QyHKUMAM [OedATeNbHOCTM opraHu3aumm, a 3ateM Mo
XPOHONOIrMYEeCKOMy MpuU3Haky.

5.4.3.4. XpoHonornyecku-tematmyeckass unm TeMaTu4ecKn-xpoHosiormyeckass cxembl
cucTtemaTusaumm NPUMEHSATCS NO OTHOLLIEHMIO K HeBonbLMM No o6bemy oHAaM, a Takke
OTAENbHBIM apXNBHBIM KOJSTNEKLNAM.

XpOHOMNornyeckn-HoMmHarneHas n HOMWHaNbHO-XPOHOSIOrN4yecKkas CXEMblI
NPUMEHSAIOTCS, Kak npaBwuno, Ans cuctematmsaumm gen  oHOoB  6ecCTpyKTYpPHbIX
opraHmsauumn.

5.4.3.5. lMpun BbIGOpPE NPM3HAKOB rPYNNMPOBKM Aen B nNpedenax nogrpynn, HasBaHHbIX
B nn. 5.4.3.2-5.4.3.4, yunTbiBaeTCa 3Ha4yYeHWe TOro uUnNu WMHOro npu3Haka And oTpaxeHusd
Aeronpon3BoACTBEHHOM N CMbICIIOBOM CBA3W MeXAYy AenamMu KaXaoro KOHKpeTHOro poHaa u
co3faHusa Hambonee yaobHoM Ans MCnonb3oBaHNA JOKYMEHTOB CUCTEMbI UX OpraHM3aumn.

5.4.3.6. [lokymeHTbI, Bowewme B 06beaNHEHHbIN apXMBHbIN OOHA, pacnonaratTcs
no 3HauYMmocTn doHaoobpasoBaTenen, MO XPOHOMOMMKM WUX CO34aHus, no andasuTy
HasBaHuMn u T.4. B npegenax kaxgoro ¢oHaa, Boweawero B 060begMHEHHbI apXMBHbIN
OoHA, NPUMEHSAIOTCS pasHble CXeMbl CucTemaTu3aumm, BbIOOP KOTOPLIX onpenensercs



XapakTepoM [OeATEeNbHOCTU KOHKPETHbIX OpraHu3auun, CcocTaBoM U O0ObemMoM uX
AOKYMeHTOB. [Ona ¢OoHOOB OAHOPOAHbLIX OpraHu3auuMi ucnonb3yetcsa obwaa cxema
cuctemartmsauum.

5.4.3.7. CuctemaTtusaumsi OOKYMEHTOB KONMEKUMA onpeaenseTcs TemaTukon U
COCTaBOM JOKYMeHTOB. B npegenax konnekunn OKYMEHTOB OAHOro Buaa (pasHOBUOHOCTU)
BO3MOXXHa rpynnMpoBKa MO aBTOPCKOMY MPU3HaKy C pacronioXeHnem rpynn B andgaBUTHOM
nopsgke HasBaHUM oOpraHmsauumM unu daminun  aBTopoB. B npegenax Konnekumm
AOKYMEHTOB, CO34aHHON MO TemMaTU4YecKoMy Npu3HaKy, MOryT BbiTb 06pa3oBaHbl rpynmnbl MO
bonee obwMM TemMam WU BOMpPOCaM, PacCMOfIOXEHHbIE B MOPSOAKE WX 3HAYUMOCTU UMK
XpoHosormn. BHYyTpu TemaTudeckux noarpynn LOKYMEHTbl MOryT OblTb 06beguHeHbl Mo
pasnu4YHbIM NpM3Hakam, ncxoasa ns obbema n coctaBa JOKYMEHTaALMM.

5.4.3.8. lpn pacnpegeneHnn gen B COOTBETCTBMM CO CXEMOW cuUcTeMaTmsaunm
Heob6xo4MMo NMeTb B BUAY cneaytoulee:

Aerna OTHOCATCA K TOMY rogy, B KOTOPOM OHM HavaTbl MW B KOTOPOM MOCTYNWUNN B
AaHHYI0 opraHu3aumio (CTPYKTYpHOe nogpasfaeneHue) u3 Apyrov opraHnsauum (CTpyKTypHOro
nogpasgeneHus);

nnaHbl, OTYETbI, CMETbLI N MaTepuarnbl K HUM OTHOCATCS K TOMY rofly, Ha KOTOpbIAN UNu
3a KOTOpPbIA OHW COCTaBMEeHbl, HE3aBNUCMMO OT AaTbl MX COCTaBMEHUs; MHOTONETHUE MNMiaHbl
OTHOCATCS K HayarbHOMY rogy MxX OeNCTBUS, a OTYeTbl 3a 3TW rodbl - K nocnegHemy rogy
OTYETHOro nepmnoaa;

fena, HadaTble MNpPOM3BOACTBOM B OAHOM noApasdeneHnnM W nepedaHHble ans
NPOLOSMKEHUS B Apyroe nogpasgeneHne, OTHOCATCS K TOMY nogpasfaesieHunto, B KOTOPOM OHM
OblN 3aKOH4YeHbl (NP 3TOM HasBaHWE NepBOro nogpasgeneHna GepeTca B CKOOKM u
NULLIETCSA Ha3BaHWe nocnegHero);

B npedenax roga wWnnm XpOHOMOIMMYECKOro mnepuoda pfena pacnonaralTcs Mo
3HAYMMOCTM CTPYKTYPHbIX YacTeun poHaa.

5.4.4. OpraHusaumsa JOKYMEHTOB MO JIMYHOMY COCTaBy

5.4.4.1. [oKymeHTbl MO JMYHOMY COCTaBy BblAenslOTCA B o0cobyw rpynny,
cUCTEMaTU3NPYOTCS 060COBNEHHO M BKITHOYAOTCSA B OTAENbHYIO OMKUCH.

PernctpaunoHHo-y4yeTHble OPMbl  [AOKYMEHTOB MO JIMYHOMY COCTaBy (KHUIW,
XypHanbl yyeTa nNpukasoB O Npueme, nepeBoae, YBOMbHEHUM, NUYHBLIX KapToOYeK, NMUYHbIX
Aen, COornaweHun, KOHTPAaKTOB M [Ap.) BKNIOYAKTCA B OMUCb [OOKYMEHTOB MO JIMYHOMY
cocTasy.

5.4.4.2. JlnyHble gena, ecnv OHW nepedaBanucb M3 OAHOW OpraHuM3auun B OpYryto B
CBSA3N C MepeBOOOM COTPYAHMKOB, BKIOYAKOTCA B [OOKYMEHTalbHbIN (apXMBHbIN) oHA
Nosly4ymBLUEN UX OpraHn3aLmu.

Ha nunyHble gena yBoneHHbIX COTPYAHUKOB MOXET COCTaBNATbCA OTAENbHAs ONUCh.

5443. [dena no nu4yHOMYy COCTaBy, KaK [MpaBuIio, CUCTEMaTU3MPYIOTCA MO
XPOHOMOrMyeckoMy npusHaky. B apxuBax KpynHbIX opraHu3auun ¢ 605blMM KONMYeCTBOM
paboTHMKOB MOXeT NCNosbL30BaThbCA CTPYKTYPHO-XPOHOSIOrMYeCKni NPUHLMN
cucTemaTusauum NiMYHbIX gen.

5.4.4.4. B npegenax kaxgoro roga gena no nM4HOMY COCTaBy CUCTEMATU3UPYIOTCS MO
CTEMEHN BaXXHOCTU - MpuKasbl O 3a4ncreHun Ha cnyxby (B yvyebHoe 3aBepeHve u T.4.),
nepemMeLleHn, yBOMbHEHUN (OKOHYaHUM y4yeBHOro 3aBedeHus M T.4.), NUueBble cyeTa,
CrUCKM, XypHansbl yyeTa OOKYMEHTOB no NUYHOMY cocTaBy, apyrue
perncTpaunoHHO-y4YeTHbIE JOKYMEHTbI, IMYHbIE Aena, NMNYHbIe KapTOYKN.

JInyHble gena M NUYHbIE KapTOYKWM YBOJIEHHbLIX COTPYAHWKOB OTHOCHATCHA K roay
YBOSIbHEHNA N CUCTEMATU3UPYIOTCA B Npeaenax KaxXaown rpynnsl no andasuty daMmmnun.



6. YyeT AOKYMEHTOB B apxuBe

6.1. O6wume TpebGoBaHUA K yYeTy OKYMEHTOB

6.1.1. YyeT OOKYMEHTOB B apxvBe opraHnsaumu - 310 onpeneneHme nx Konnyecrasa u
COCTaBa B YCTAHOBSIEHHbIX eAnHULAax yyeTa u doukcauuns (perncrpaums) npuHaanexHocTu
KaXXOon eguHUUbl ydeTa K onpegerieHHoOMY KOMMMEKCy U obLero nx Konnm4ecTsa B YYeTHbIX
AOKyMeHTax.

Moo y4yeTHbIM [OOKYMEHTOM [MOHUMaeTCA [OOKYMEHT YCTaHOBMIEHHOMW (OOpMBbl,
OUKCUPYIOLNIA  NOCTYNSMeHNe, BbIObITUE, KONMYECTBO, COCTAB M COCTOSHME apPXMBHbIX
AOKYMEHTOB B eMHuLaXx yyeTa.

Y4yeT AOKYMEHTOB B apXMBe OpraHm3auumn sBnAsieTcs O4HMM U3 cpeacTB obecneveHus
NX COXPAHHOCTWN N KOHTPOIS 3a UX HanuMynem.

6.1.2. Y4yeTy nognexart BCe XpaHSLMECH B apxXmBe OpraHusauum OOKYMEHTbI, B TOM
yucre HeornucaHHble U HenpodurbHble AN AAHHOrO apxuBa, a Takke CTpaxoBble KOMuu
AOKYMEHTOB, KON (poHaa nonb3oBaHus (NpY HanM4ymMm) u onucu gen n JOKYMeHTOB.

6.1.3. ApxvMB oOpraHmsauum OCYLLEeCTBNSET Yy4yeT OOKYMEHTOB ApPXMBHOro doHaa
Poccuinckon ®epepaumn, BpPEMEHHO XPaHALMXCA B apxmBe opraHusaumn, B MNOPsiaKe,
onpeneneHHom PernameHTOM rocygapCTBEHHOrO ydeTa [OOKYMEHTOB ApxuBHOro doHga
Poccuiickon depepaumn, 1 npeactaBnsieT Y4YyeTHble CBEAEHWS B COOTBETCTBYKOLLEE
apXxMBHOE ydpexaeHue.

6.1.4. YyeT npousBoanUTCA MyTEM MNPUCBOEHUS apXMBHbIM [AOKYMEHTaM (eauvHuuam
yyeTa, efMH1LaM XpaHEeHNS) YyY4eTHbIX HOMEPOB, SABMSIOLNXCH YacTbio apXMBHOIO LWKdpa.

ApXuUBHbIN WGP - 0603HaYEHNE, HAHOCMMOE Ha KaXAYI0 eAuMHULY XPaHEeHUS C Lenblo
obecnevyeHna ee y4yeta M uAeHTUUKaUMKU. APXMBHBbIA WNEPP COCTOUT U3 HOMEPOB:
apXMBHOro oHAa Mo cnucky (POHAOB apxuBa opraHusaumm u 4depes pobb Mo CAMCKy
POHOOB rocyAapCTBEHHOrO apxmBa, MCTOYHWKOM KOMIMIIEKTOBAHUS KOTOPOro sBMsieTcs
opraHu3aums, apxMBHOM KONNeKUMU, OnucK, eauHULbl XpaHeHWUs.

Homep apxuBHOro coHga npucBamMBaeTCs rocyJapCTBEHHbIM apXuUBOM nocne
0doopMIIEHMS NEPBOro NOCTYNSIEHUS AOKYMEHTOB OpraHu3aLmm Ha NOCTOSAHHOE XpaHeHue.

6.2. EanHuubl yyeTa

6.2.1. OCHOBHbIMW eanHNLAMWN y4YeTa AOKYMEHTOB He3aBUCMMO OT BuAa HOCUTENS,
crnocoba 1 TeEXHWUKK 3aKpenneHnsa HpopMaumm SBnstoTCS:

apXuBHbIA (POHA, apXMBHaAs KONNEKUNS;

euH1La XpaHeHs.

[OKYMEHTbI NIMYHOIO MNPOUCXOXAEHWUSA, He npolejmne HayyHOro OnucaHus,
YUMTLIBAKOTCA, KaK NpaBumnio, No AOKYMEHTaM 1 niuctam.

HeobpaboTaHHble OOKYMEHTbl (POCChiNb) ydnTbiBalOTCSA M3 pacdyeta 150 nuctosB B
O[HOW YCNOBHOM eQMHUNLE XPaHEHUS.

6.2.2. EanHmua xpaHeHus - usnyeckm 060cobneHHble JOKYMEHT UM COBOKYMHOCTb
AOKYMEHTOB, MMeLLNe CaMOCTOSATENbHbIE 3HAYEHNE.

EovHnua xpaHeHna [OOKYMEHTOB Ha OymMaxHOW OcHOBe (4erno) COBOKYMHOCTb
AOKYMEHTOB, OTAENbHbIN JOKYMEHT, 3aKItoYeHHble B 060Cc0BneHHy0 0610XKy, nanky.

6.2.3. Y4yeT OOKYMEHTOB B apXuBe OpraHuM3aumMm CTPOUTCA Ha OCHOBe cobniogeHus
NPUHLUMNOB: UeHTpanus3auun, BbIPAXKXEHHOW B MNPUMEHEHUN eauHbIX eauHUL  YYeTa;
yHUdMKauumn, OCHOBaHHOM Ha cobnoaeHNN NPEeeMCTBEHHOCTM yYeTa apXUBHbIX JOKYMEHTOB



Ha Bcex cTaguax paboTbl C HUMKW; ANHAMUYHOCTKU, 0BecnevYnmBaemon CBOEBPEMEHHLIM W
onepatMBHbIM BHECEHMEM W3MEHEHUA B Y4Ye€THble AOKYMEHTbl WM COCTaBIEHUEM HOBbIX
YYETHbIX JOKYMEHTOB; NOSTHOTbI U JOCTOBEPHOCTU yyeTa.

6.2.4. B apxvBe opraHusauMm BeOeTCH LEeHTPanu3OBaHHbIN Y4eT [JOKYMEHTOB,
OCYyLLEeCTBMNSeMbIN cneunanbHO BblAeNeHHbIM COTPYAHMKOM. [lpy Hanuynm HEeCKONbKUX
XpaHUN1LY, BeAeTCS y4eT AOKYMEHTOB B KaXXO0M XpaHUMuLLE.

6.2.5. MNMopsgok gocTyna K y4eTHbIM JOKYyMEHTaM, a Takke K y4eTHbIM 6a3am gaHHbIX
apxmBa oOpraHusauuMm onpegensieTcs npukasomMm pyKoBOACTBa opraHmsauuun. Bce yyeTHble
OOKYMEHTbI apxmBa oOpraHuM3aumm [OO0SDKHbl XPaHUTBCA B XpaHunuvwe (Mnu cneumansHO
BblAENIEHHOM NOMELLEHNN) B cendhax Unn MeTannmyeckmx wkadax.

6.3. Cucrtema y4yeTHbIX AOKYMEHTOB apXvBa

6.3.1. Cuctema ydeTHbIX JOKYMEHTOB apXuBa - KOMMNIEKC B3aUMOCBA3AHHbIX YYETHbIX
AOKYMEHTOB M 0a3 AaHHbIX, OTpaxarwwmx KONM4YecTBO M COCTaB [OOKYMEHTOB apxvuBa
opraHuMsaumMm M WX WU3MEHEHWUS, COCTaBHAasi 4YacTb CUCTEMbl FOCYOApPCTBEHHOrO y4yeTa
AokyMmeHTOoB ApxmBHoro cpoHaa Poccuiickon ®epepauuu.

6.3.2. Y4yeT [OOKYMEHTOB B apxvBe oOpraHusauun BeneTcsd MNo OCHOBHbIM W
BCNoMoraTesibHbIM ~ y4eTHbIM  JokyMeHTaM. CoctaB W  (POpPMbl  OCHOBHbIX Y4E€THbIX
AOKYMEHTOB onpefeneHbl HacToswmmn MNpasunamm n obsisatenbHbl ANS KaXOoro apxvea
opraHusauun. HeobxoanmmocTb BeeHUs U BUObl BCMOMOraTesibHbIX YYE€THbIX OOKYMEHTOB
OonpeaensnTCca apxXMBoOM OpraHn3aLmm cCaMoCTOATENBHO.

6.3.3. OCHOBHbIMW y4ETHbLIMW JOKYMEHTaMU B apXnBe OpraHn3aumm SBnsaTCS:

KHUra y4yeta nocTynfeHust N BblObITUS OOKYMEHTOB (MpunoxeHune 24) aons ydeta B
apxvMBe Kagoro nocTynfneHnsa v BblObITUS OOKYMEHTOB, a Takke KOnuyectBa M cOCTaBa
AOKYMEHTOB, MOCTYNMBLUMX HA XpPaHEHWE U BblObIBLUMX 3a onpeaesieHHbI XPOHONOrMyeckum
nepuoa BpeMeHU, COCTOSHUS UX OMNUCaHWUS;

CNUCOK @OoHAOB (npurnoxeHue 25) ana perucrpaumm MNPUHATBIX Ha XpaHeHue
apXMBHbIX POHOOB M apXUBHbLIX KOMMEKUUN, NPUCBOEHNA UM HOMEPOB, y4yeTa KonnyecTtea u
COCTaBa apXxvBHbIX (OOHAOB M aAPXMBHbIX KOMSEKLUMA, HaxXOOAWMXCA Ha XpaHEeHUUM W
BblObIBLLNX;

- nMcT doHaa (nNpurnoxeHne 6) Ang yyeTa B pamMKax apxXMBHOro (poHOa, apXvMBHOM
KONnekumnm KonuyectBa W cocCTaBa ONMCEM U WX HyMepauuu, KonuyectBa W cocTaBa
AOKYMEHTOB, COCTOSIHUSI MX OMUCAHWUS, ANHAMUKA U3MEHEHUA MO KaXdon onvcu u oHay
(konnexkuun) B LenoM, uUKcaunmm M3MEeHeHUM No Kaxaon onucn u doHay (Konnekumn) B
Luenom, pukcaunm N3MeHeHn B Ha3BaHMM PoHAa;

onucb aen (npunoxenua 1, 2, 3) Ana NoegvHUYHOrO U CYMMapHOro yyeta eauHul
XpaHeHUs1, 3aKpenneHnsa nopsiaka cuctemaTmsauum eguHuL XpaHeHus, yyeta U3MeHeHUn B
cocTtaBe 1 06bemMe AOKYMEHTOB, BKIOYEHHbIX B JAHHYO OMUCh;

peecTp onucen - Ans perucrpauum onucen aen u AOKYMEHTOB, yYyeTa MX KonmyecTtea
N cocTasa (npunoxeHue 26);

nacrnopt apxvBoxpaHunuiia (Npou3BoSibHOM OPMbI) - ANA CyMMapHOro y4yeTta
(POHAOB 1 AOKYMEHTOB KaX0Oro apxXuBoXpaHunuLia apxmea opraHmsaumm;

onucb 0cobo UeHHbIX gen (npunoxeHve 23) ans noeamHNYHOro U CyMMapHoro yyeta
0c000 LEHHbIX Aen 1 JOKYMEHTOB (COCTaBMSETCS B apXvBaX, OCYLLECTBSIOLWNX BbiABNEHNE
0C060 LiEHHbIX Aen N JOKYMEHTOB);

KHWra yyeTta MnOCTynneHuMs u BblObITUA CTpaxoBoro ¢oHaa M oHOa NoSNb30BaHUA
(npunoxeHve 27) oNs ydeTa B apxXuBe KaXaoro NocTynsnieHns un BolbbITA cTpaxoBoro doHaa
n oHOa nonb3oBaHus (BedeTCcs B apxmBax OpraHu3auui, OCYLLECTBISKOLWMX CTpaxoBoe



KOMMpOBaHWEe JOKYMEHTOB);

onucb cTpaxoBoro doHaa (npunoxeHve 28) ANA NOEOUHUYHOrO yyeTa eaunHuL,
XpaHEHUs1 CTPaxoBblX KOMWA OCOBO LEHHbIX AOKYMEHTOB (COCTaBNAeTCA B apXxuBax,
OCYLLECTBAIOLWNX CTPAXxOBOE KONMMpOBaHMe 0CO00 LIEHHbIX JOKYMEHTOB).

Aeno ¢oHaa - KOMMMEeKC AOKYMEHTOB no uctopum doHgoobpasoBatens n oHAaa,
BeLeTCS Ha KaXXabl apXUBHbIN (OOHS, N apXUBHYHO KOJSTNEKLMIO;

NUCT-3aBepuTenNb Aena - AN ydeta KonmyecTsa NMCTOB B Aerne (npunoxexue 9).

[nsa ueHTpanMs3oBaHHOINO rocyfapCTBEHHOro yvyeta OOKYMeHTOB ApXMBHOro d¢oHaa
Poccunckon ®efepaunm B apxmee opraHnsauumn COCTaBnsaoTCsa cnefyowme JOKYMEHTbI:

nacrnopT apxuBa OpraHuM3aumm, XpaHsLen ynpaBfieHYeCcKyl [OKYMeHTaumoo Ha 1
aekabps... r. (npunoxexue 29);

nacnopT opraHu3aumu, XpaHsiLen JOKYMeHTbl oTpacneBoro ooHaa Ha 1 gekabps ... rT.
(npunoxeHwne 30).

6.3.4. BcnomoraTtenbHbIMM YYETHBIMU OOKYMEHTaMWU SABMNAIOTCA: KHUMM N KapTOYKK
yyeTa BblObITUS e, KHUMM yYeTa gen no IMYHOMY COoCcTaBy, nacrnopta oOHAO0B, BHYTPEHHME
onucwu gen (npunoxenue 10) u T.4.

6.3.5. Yuetr B[] ocywiectBnsieTca B COOTBETCTBMM C TpebOOBaHUAMM U NO YYETHLIM
dopmam Hactosawmx Npasurn.

CBepeHuns o kaxgon eanHuue ydeta 31 BBoaatca B ydeTHyto Bl 3 vnn B y4eTHyio
kapTouky 91 (npunoxeHne 31).

O[l yunTbiBalOTCA B COCTaBe apXMBHOro ooHaa opraHu3dauumn-cpoHgoobpasoBaTens no
onucaMm, eguHuuam ydeta u  eavHUuamMm  XpaHeHusa. WMHdopmauuoHHbin obbem  J[]
ykasbiBaeTcs B Merabantax (M6awr).

M3meHeHne konuyecTtBa eavHuL, XpaHeHns n/unn nHdopmaunoHHoro obbema 3L B
pesynbTaTte nepesannucu Ha HOBblE HOCUTENWN U KOHBEPTUPOBAHUS PUKCUPYETCS B aKTe O
murpauumn n nepesanucn 3 (npunoxeHue 32), B HOBOWM UTOrOBOW 3anmcu ONWUCWK, NUCTE
doHaa, 06BACHUTENBHOM 3anucke K NacnopTy apxuea.

3a eguHuuy ydeta 31 NpUHUMAETCA eOuHULA XPaHEHUs UMM KOMMMEKT eauHUL
XpaHeHns C 3anucbto  anna unnm  HECKONbKMX dannoB, COCTaBNAWMX eOuHbIN
NPOrpaMmMHO-UHPOPMALIMOHHBIN OOBEKT (TEKCT, TMNEPTEKCT, MyNbTUMEANNHbLIN 00bekT, 6asa
AaHHbIX, 6aHK AaHHbIX, 6a3a 3HaHUN), a Takke ConpoBOaUTENbHAA AOKYMEHTALUNS.

3a eaguvHunuy xpaHeHna 3L npuHumaeTca duanmyeckn 060CO6MEeHHbIN HOCUTENb
(AnckeTa, XeCTKuUM ANCK, KOMMAaKT-OUCK N Ap.) C CONPOBOAUTENBHOM AOKYMEHTaunen.

MocTtynnenunsa 3L Ha apXxMBHOE XpaHEHUE yYUTbIBAOTCS B OOLLEN KHUrEe NOCTYNMeHns
N BblBbITUS OOKYMEHTOB (MpunoxeHne 24). Konn4yectBo JOKYMEHTOB Kaxdoro nocTynneHus
unu BbIObITUS, a TakKe B eXerogHblX W HapacTalwMm MTOroM 3anucax ykasbiBaeTcs
Apobblo: B en.yyetal/eq. xp./M6. B kayectBe BCromoraTeNbHbIX YY4E€THbIX JOKYMEHTOB MOTyT
co3faBaTbCsa M UCMONb30BAaTbCA XYpHar ydeta MnocTynneHnss U BblObiTus 3 (npunoxeHune
33) n xxypHan yvyeta murpaumin n nepesanucen 3 (npunoxexHue 34).

6.4. Mopsaaok BeAeHUs1 OCHOBHbIX Y4eTHbIX AOKYMEHTOB

6.4.1. OcHOBaHWEM Ka)K[joM 3anncu B OCHOBHbIX YYETHbIX JOKYMEHTax ABNAETCA:

6.4.1.1. Nnpyn NOCTyNNeHNn JOKYMEHTOB B apXUB OpraHuM3auuu:

cOaTOYHble ONUCUM  CTPYKTYPHbIX MogpasfgeneHui Ha JOKYMEHTbl MOCTOSIHHOrO,
pornrospemeHHoro (cebiwe 10 neT) XxpaHeHnsa 1 No IMYHOMY cocTaBy (nNpunoxeHune 12);

CBOAHAA HOMeEeHKnaTypa Aen opraHu3auMm Wnu HOMeHKnaTypa Aen CTPYKTypHOro
nogpasgeneHnss ¢ oMgopMIeHHON WTOrOBOW 3anuCbid O KONUYecTBe 3aBedeHHbIX U
3aKOHYEHHbIX aen (npunoxenns 7, 8);



aKkT npuema-nepegayn OOKYMEHTOB W3 ApPYrov opraHusauuun, OT HpUanYeckoro unm
dun3anyeckoro nuua, B TOM 4YUCrie Ha Oeno3uTapHoe XpaHeHue (cocTasnseTcs no gopme
npunoxeHus 35);

6.4.1.2. npu BbIObITUN OOKYMEHTOB 13 apXmMBa OpraHn3auuu:

aKkT npuvema-nepegadn AOKYMEHTOB Ha MOCTOSHHOE XpaHeHWe B roCy4apCTBEHHbLIN
apXxXvB UNN apxmB gpyron opraHnaaumm (npunoxeHue 35);

akT BO3BpaTa JOKYMEHTOB COBCTBEHHUKY (CocTaBnsaeTcsa no oopme npunoxeHus 35);

aKT O BblAENEHUN K YHUYTOXEHUIO [OOKYMEHTOB, He noAanexawmux XpaHeHuto
(npunoxeHune 4);

aKkT 0 HeOBHapy>XeHUN OOKYMEHTOB, NyTU PO3bICKa KOTOPbLIX UcHepnaHbl (MpunoxeHne
36);

aKT O HencnpaBMMbIX MOBPEXAEHUSX AOKYMEHTOB (nNpurnoxeHue 37);

6.4.1.3. no pesynbTaTaM BbINOSIHEHNA BHYTPUAPXMBHbLIX pPaboT (cocTaBneHus
CBOAHbIX OMWCEW, Hay4YHOro OMUCaHUS OOKYMEHTOB JIMYHOTO MNPOUCXOXOEHWUNA, apXMBHbIX
KONNeKunn, coctaBneHns onmcen ocobo LEeHHbIX Aen u AOKYMEHTOB, CTpaxoBoro doHaa m
doHOa Nonb3oBaHUSA, Co34aHMs OObeOMHEHHbIX apXMBHbIX (POHOOB, MPOBEPKU HanNnumsa u
COCTOSHUSI AOKYMEHTOB, BbIBEPKUN YYETHBIX AOKYMEHTOB) OGDOPMASOTCS:

CBOAHAsA ONuCb Aen MOCTOSAHHOIO XpaHeHusi, gonroeBpemeHHoro (cebiwe 10 neT), no
NMYHOMY cocTaBy (npunoxenunsa 1, 2, 3);

onucb 0CoBO0 LEHHbIX Aen (npunoxexue 23),

Oonucb CTpaxoBoro oHaa (rnpunoxeHve 28);

aKT OnMuUCaHWs [OOKYMEHTOB JIMYHOMO MPOUCXOXAEHUS, apXMBHOW  KOMnekuum
(npunoxeHwne 38);

aKkT 06 obpasoBaHUN 06BEANHEHHOIO apXMBHOro hoHaa (npunoxenune 39);

aKT O TEXHNYECKUX OLIMBKax B y4eTHbIX AOKyMeHTax (npunoxexuve 40);

akT 06 OBGHapyXeHUU OOKYMEHTOB (HE OTHOCALUMXCA K OaHHOMY (POHAY, apxuBy,
Hey4YTeHHbIX U T.4.) (Mpunoxenne 41).

6.4.2. KHura yyeta noctynneHus n BblObITUS JOKYMEHTOB

6.4.2.1. KHura ydeTta nocTynneHus u BblObITUA OOKYMEHTOB NpeAHas3HadeHa nns
yyeTa BCeX TeKyluXx U UTOroBbiX (Ha 1 AHBaps Kaxgoro roga) U3MeHeHunM B cocTaBe U
obbeme POHOOB U Aen B apxXuBe opraHuM3auuu, CBSA3aHHbIX C MPUEMOM, BbiaerneHnemM gen,
He noanexalimx ganbHeuweMy XpaHeHu o, nepegaden gen B rocyaapCTBEHHbIA UIu Opyron
apxuB. KHura y4yeta nOCTyNneHUs W BbIObITUA [JOKYMEHTOB CIYXWT OCHOBOW AN
coCTaBrieHus NMcToB POHAOB, MacnopTa apxmea.

6.4.2.2. Kaxpgoe noctynneHne wnu BbIGbITME nNOMyvYaeT CaMOCTOSTENbHbIN
nopsaKoBbIN HOMEP.

Ecnv nocTtynneHne coctouT uM3 OOKYMEHTOB HECKOSNbKMX (POHOOB, TO AaHHble Mo
Kaxxgomy cpoHay (HasBaHue poHaa, ero Homep 1 T.4.) 3anUCbiBalOTCA C HOBOM CTPOKU 3a TEM
e NopsiAKOBbIM HOMEPOM. YYeT NOoCTYNNeHNs N BblObITUA JOKYMEHTOB B apXxvBe, XpaHsLwem
oavH (hoHa, BegeTcsa no nucty oHaa.

ApxmB oOpraHuMsauum CO CIIOXKHOW CTPYKTYPOW MOXET yyuTbiBaTb B KHUre y4yeTa
NOCTYNNEHNs 1 BbIObITUS [OKYMEHTOB CaMOCTOATENbHO MOCTyNfeHne unuM BblObITUE
AOKYMEHTOB KaXoro CTPYKTYpPHOro noapasaeneHuns.

6.4.2.3. Ecnu OOKyMeHTbl (poHOa MOCTynalT B apxuB Bnepsble, TO HOMep doHOa
NpoCTaBNAETCA B KHUre yyeTta NocTynneHns 1 BblObITUA JOKYMEHTOB NoOCre NPUCBOEHUS eMy
HOoMepa no cnucky oHAoB. Ecnn nocTtynmBLLME OOKYMEHTbI SBISIOTCA YacTbio (PoHAa, yxe
UMerLweroca B apxumBe, TO B COOTBETCTBYHWOLEN rpade KHUMM ykasblBaeTcs Homep,
NPUCBOEHHBbIN 3TOMYy poHay paHee. Ecnu noctynmnn unu  BbIGbIM  HEONUCaHHbIE
AOKYMEHTbI, TO B rpadpe 6 genaetcs oTmeTka: "He onucaHbl", a cBefeHust 06 obbeme fgaroTca



B 13 n 14 rpacax.
6.4.2.4. ExxerogHO B KHUre y4eta NoCTynsfieHus N BbIObITUA JOKYMEHTOB NOABOAUTCS
NTOT KONMYecTBa NOCTYNUBLLMX U BbiObIBLUMX 3a rOA4 AOKYMEHTOB (4en).

6.4.3. Cnucok poHOoB

6.4.3.1. Cnncok boHOOB BEOETCA B apXxvMBe OpraHu3auum, XpaHswem OOKYMEHTbI
ABYX 1 6onee oHO0B.

6.4.3.2. ApxuBHbIN (POHAO, apxXuBHAs KOMMEKUUs1 BHOCATCS B CMUCOK (poHOOB npu
nepBoM MOCTYMMEeHUNn UX [OOKYMEHTOB B apxvuB opraHusauuu. Kaxgomy doHay
npucesamBaeTcsa  Oo4yepesHOW HOMep MNOo  CnNuUcKy (POHOOB B XPOHOMOrMYeCcKon
nocnegosaTenbHOCTU ero noctynneHus. K Homepy doHaa, noanexawiero nepegade Ha
NOCTOSIHHOE  XpaHeHue, pobaensetcsa  (4epe3  Ogpobb)  HOMEpP,  MPUCBOEHHBIN
COOTBETCTBYIOLLMM rocygapCTBEHHbIM apX1MBOM MOCIie NepBour nepegadm emy 4actu gpoHaa.

O6begnHeHHOMY apxuBHOMY (hoHAOY, 0bpasoBaHHOMY M3 POHAOB, PaHEE YYTEHHbIX
CaMOCTOATESNIbHO, NpucBamBaeTcss OAMH U3 HOMEPOB (POHOOB, BKIIOYEHHBLIX B COCTaB
o6beanHeHHoro.

Ecnn doHg copgepxunT ocobo LieHHble OOKYMEHTbl, TO K ero Homepy gobaBnsieTcs
nHaekc "OL".

6.4.3.3. B cnyyae nepegauv doHOa B OPYron apxus, BKIHOYEHUS ero B COCTaB
00beAMHEHHOro  apxvMBHOro oHga wunuM  BblObITUA  BCEX  OOKYMEHTOB  hoHaa
ocBoboamBLUMIACA HOMEpP Apyromy ¢oHAay He npucBamBaeTcs, B rpadax 4-5 cnucka doHaa
("oTmeTKka 0 BbIObITUN") yKa3biBaeTCA Ha3BaHME apxuBa, B KOTOpbIN BblObIN bOHA, a Takke
Ha3BaHWe, HOMep M AaTa AOKYMEHTA, Ha OCHOBaHMM KOTOPOro ooHA BbIObIn.

6.4.3.4. HasBaHue ¢ooHaa BHOCUTCS B CMIUCOK C TUTYSMBHOMO fincTa Onucu.

B cnyyae nameHeHusa Ha3BaHus ooHOo00Opa3oBaTens B cnmcke (oOHAOB yKa3bIBaETCS:
ANs  OEeNCTBYIOWMX OpraHvM3auun - HasBaHue, CyLlecTBylLee B MOMEHT MOCTYnfeHus
doHaa, Ans NUKBMOAMPOBAHHOM oOpraHu3aumm - nocnegHee HasBaHne. OObeANHEHHbIN
apxmBHbIi OHL BHOCUTCA nog 0600WeHHbIM Ha3BaHMEM OObEeANHEHHOro apXWUBHOrO
doHaa.

6.4.3.5. K cnncky cboHO0B coCcTaBnsieTca nToroBas 3anucb Ha 1 SsHBaps KaXgoro roaa,
B KOTOPOWN YKa3bIBAKOTCS: KONMYECTBO MOCTYNMBLUMX M BbIObIBLUMX B TeYeHue roga u obuiee
KONMMYECTBO XpaHALWMXCA (OOHAOB; KOMMYEecTBO (POHOOB, coaepxalimx 0cCob0 LeEeHHble
AOKYMEHTbI, 1 cBOOOAHbIE HOMEpPA B cnMcke (OOHOO0B, ECMY Takue UMELOTCS.

6.4.3.6. Cnncok ooHAOB OOMKEH ObITb NOALMT (MPOLLHYPOBAH), 3aKNYEH B TBEPAYHO
0BNOXKY; NMMCTbl NPOHYMEPOBaHbI; COCTaBIEH NNCT-3aBepUTESb.

6.4.4. IlucT dhoHaa

6.4.4.1. JInct cooHOa cocTaBnsieTCsa Ha Kaxabll OOHA NMpu NEPBOM €ro NOCTYMIEHUN.
B Hem yunTbiBalOTCA BCE NOCTYNMEHUS U BblObITUA ONMCAHHBLIX U HEOMMCAHHbBIX AOKYMEHTOB
doHaa.

6.4.4.2. Homep nucrta ¢oHaa cooTBeTCTBYeT HOMepy (oHOa no crnucky doHOOB
apxvmBa opraHusaumu.

6.4.4.3. B rpacpe "MecToHaxoxaeHvne oHaa" ykasblBaeTCa Ha3BaHWe opraHusauuu, B
apxmBe KOTOPOW OH XPaHMUTCA.

6.4.4.4. B rpace "[ata nepBoro noctynneHus oHaa" ykasblBaeTcs gaTa nepBoro
NnocTynneHns oHAaa B OaHHbIN apxuB; Ans o06begMHEHHOro apXMBHOro ooHAA U apXMBHOM
Konnekumn - aaTta NnepBoro NocTynneHus unn gata ero (ee) cosgaHus B apxmee.

6.4.4.5. B rpade "KpanHve paTtbl Kaxgoro HasBaHuA doHaa" ykasblBalOTCA
HavanbHaa U KoHeYyHas gaTtbl (PYHKUMOHMPOBAHUS OpraHusauuv nof KaxkablM Ha3BaHUEM,
He3aBUCMMO OT Hannums B oHAE OKYMEHTOB 3a 3TOT Nepuos.



Ana ob6beanHeHHOro apxmBHOro ¢oHaa, o6pas3oBaHHOrO MO OOBLEKTY AEATENbHOCTU
UM NOAYMHEHHOCTM OpraHuM3auuK, YKasblBalOTCA HavanbHas W KOHeYHad gathbl
HanmeHoBaHWNs 0ObEKTa N pyKoBOASLLEro opraHa, Ha 6ase KoToporo co3gaH oHA,.

Ans o6begMHEHHOro apxmBHOro ooHaa, 06pasoBaHHOMO U3 LJOKYMEHTOB OA4HOPOAHbLIX
opraHvsauun unuv opraHMsauumn, nocnenoBaTerlbHO CMEHSLWMX OpYyr Apyra, yKasblBalTCs
camas paHHsisi gaTta obpasoBaHMs OOHOM M3 HUX M AaTa nukBugauuu nocnegHen. Ecnu
opraHusaumsa npogornkaeT PYHKUMOHUPOBaTb, KOHEeYHas AaTta He NpocTaBnaeTCcs.

6.4.4.6. B rpacpe "HasBaHme oHOa" B XPOHOMOrMYECKOW MocrnenoBaTeNIbHOCTH
nepevYncnarTcs BCe Ha3BaHNA U NOABEAOMCTBEHHOCTb OpraHn3aumMm-goHaoobpasoBaTens ¢
MOMEHTa €€ BO3HWKHOBEHUS!, BHE 3aBUCUMOCTU OT HanMyus 4OKYMEHTOB 3a 3TOT Nepuoa.

Ona obbeanHeHHbIX apxmBHbIX OHOOB B rpade YykasbiBaetca 0606ueHHoe
Ha3BaHwue doHAaa, a 3atem nepevncnsaTcs Ha3BaHUs BCEX
opraHusaunn-goHgoobpasoBaTenen, JOKYMEHTbl KOTOPbIX BOLM B COCTaB 06beaANHEHHOTO
doHAa 3a BECb NEPUOL UX CYLLLECTBOBAHMS.

Bce nocrnegywowue  M3MEeHeHMss B HasBaHMM U NOOBEOOMCTBEHHOCTU
opraHusaunn-cpoHgoobpasoBaTens BHOCATCA B NUCT ooHAA NO Mepe NOCTYNSeHUs B apXmB
AOKYMeEHTOB (poHaa.

6.4.4.7. B rpache "BbibbiTE" yKasbiBaeTCa akT, Ha OCHOBaHMM KOTOPOro BblObINIM
AOKYMEHTbI, N KONMMYECTBO BbIObIBLLUMX JOKYMEHTOB pasgesibHO MO KaXK4oW OnuUCH.

B rpadhe "Hanuume (octaTok)" - KONMYECTBO OMMCaHHbLIX LOKYMEHTOB, OCTaBLUMXCSA
nocrne BbIOGbITUS NO KaXXaon onnucu n oHay B LESNTOM.

KonnyectBO pAen MnoOCTOSIHHOrO XpaHeHwus, AonroBpeMeHHoro (cebiwe 10 ner)
XpaHeHUs UM no fMYHOMY COCTaBy, BKITHOYEHHbIX B CBOAHbIE OMWCU, COCTaBrieHHble Ha
OCHOBE Onncen CTPYKTYPHbIX nogpasfeneHun, ykasblBaetca B pasgerne 2 "YyeT onncaHHbIX
AokymeHToB" B rpadpax 11 - 14; a B rpadpax 6 - 9 ykasbiBaeTCs KONMYEeCTBO BbiObIBLUMX Aer,
3HaAYMBLUNXCA B COATOYHbIX OMMUCAX.

6.4.4.8. Ecnn nuct doHaa 3anonHseTcs Ha AByx u 6onee GnaHkax, TO Ha NepBoMm
fenaetca oTMmeTKa "cM. npogomkeHune N...", Ha nocneaytowem - "npogomkerHune N...".

6.4.4.9. Nluct poHaa moxeT ObiTb NEepecocTaBrfieH TONMbKO B TOM Crnyyae, ecrnv OH
HeucnpaBMMO MNOBPEXAEH, a Takke nocne nepepabotkm ¢oHaa wnn  co3gaHusa
06begMHEHHOrO apxXMBHOro oHAA, Koraa paHee OeWCTBOBaBLUMK NUCT (boHAa nepecrtaeT
oTpaxaTtb dakTu4yecKkoe cocTosiHue n obbem coHaa. Npn 3TOM paHee AeCTBOBaBLUMIA NNCT
doHaa nomewaetca B geno ¢oHga. B BepxHem npaBom yriy oboux nucToB oHAa
Aenaetca oTmeTka "Jlnct nepecocrasneH" ¢ ykazaHnem gatbl NepecocTaBfieHNd, JOSHKHOCTH
1 NOANUCK Nnua, OTBETCTBEHHOIO 3a y4erT.

6.4.4.10. Jlnctbl (bOHAOB HYMEPYIOTCS U XpPaHATCA B MNopsiake HOMepoB (POHAOB M
HymMepaLuu NIMCTOB B narikax ¢ knanaHamu. B kaxgow nanke COCTaBnsieTcA Ha OTAeNbHOM
nncTe 3aBepuTenbHasa HagnNuchb.

6.4.5. Onucu gen

6.4.5.1. Onucn gen ABNAKTCA MNEPBUYHBLIM YYETHbIM AOKYMEHTOM ANs yyeTa gen
NMOCTOAHHOrO, BpeMeHHoro (cBbiwe 10 neT) xpaHeHus 1 No JIMYHOMY COCTaBy.

6.4.5.2. Onucm cCcoCTaBnAlTCA B  4YeTblpex JK3emnnsapax. YYeTHbI HoMep
npuceavBaeTcsa Onucu rno NUCTy poHaa B BarioBOM nopske.

Ecnn gokymeHTbl hoHAa yXXe NOCTynanu Ha XpaHeHue B rocyAapCTBEHHbIN apXuB, TO
HOMep OMMUCK COrnacoBbIBAeTCHA C 3TUM apXUBOM.

KonnyecTtBo eanHUL, XpaHEHNA B O4HOM OMUCK, Kak NpaBuIio, He LOSMKHO NpeBbIaTh
YyeTblpexaHayHyo umdpy - 9999. lNocneaywoume eavHNLbl XpaHeHUs ooHAA y4UTbIBaAKOTCA B
HOBOM OMUCWU, KOTOPOM MO NUCTYy dooHAa NpUCBaMBaETCH HOBbIA, CNeayroLlnin YY4eTHbIN
HOoMep.

Mpwn BbIGBITUN BCEX AEN MO KaKon-rMbo 3aKOHYEHHOW ONUCK €€ HOMEP APYrMM ONUCSM



He npucBamBaeTcsa. B rpade "lMpumeyaHue" npoTMB Kaaon BbiObiBalOWEN eauHULbI
XpaHeHus (eguHuubl ydeTa) ctaButcs wtamn "Boibbino”.

6.4.5.3. [loeaAnHNYHbIN yYeT OCYLLECTBIISETCA NyTeM 3aKpenneHus 3a KaxgbiM Oefnom
(eAnHULEN XpaHEeHMs1) CaMOCTOATENBHOIO HoMepa.

6.4.5.4. CymmapHbIn y4yeT Oen B ONUCAX A0CTUraeTcs COCTaBfiEHMEM UTOroBOM
3anMcn K onucam. B uTOroBon 3anucym ykasbiBaeTCs KOMUYECTBO €4MHUL XPaHEeHus
(uncbpamn 1 B KpyrnbIX CKOOKax - MPOMNUCHLIO), MEPBbIA M MNOCNEAHUA HOMepa eauHWUL
XpaHEeHUs Mo ONUCK, OroBapMBaOTCA MMEKLLMECH NPOMNYCKN HOMEPOB, €AUHULbI XPaHEHUS C
NUTEPHLIMU HOMEPaMM, BblObIBLUME €AMHULbI XPaHEHUS.

3aKOHYEHHbIE ONUCKU AeN KOMMMEKTYOWNXCA M HEKOMMMEKTYHLWMXCA (OHOOB,
COCTOSLLME M3 rOAO0BbIX pa3gersioB, JOMMKHbI UMETb O6LLYH0 MTOMOBYIO 3amnnCb KO BCEN ONUCK B
Lernom.

Ecnn onucbk COCTOUT N3 HECKONbKMX TOMOB (YacTen), B KOHLe Kaxgoro toma (4actm)
COCTaBISIETCA KaK MTOroBasi 3anmcb K COOTBETCTBYIOLEMY TOMY (4acTu), Tak U cyMMapHas
NUTOroBas 3anncb, AaHHble B KOTOPOW yKa3blBalOTCH C HapacTawowum utorom. K nocnegHemy
TOMY (4acTun) cocTaBnsieTca obLian ntToroBas 3annucb Ko Bcen onncu (Ko BceMm Tomam).

Kaxxgoe nameHeHne obbema gen B onvcu, CBA3aHHOE C BbIObITMEM, NOCTYNNEHNEM,
obbeanHeHneM wnNu pacopmMuMpoBaHMEM [[efl, Ha OCHOBaHMM COOTBETCTBYHOLLMX
AOKYMEHTOB OTpaXkaeTCHa B UTOFOBOW 3arnmncu K Ornmcu.

6.4.5.5. Onucn gen CTPYKTYPHbIX NoapasaeneHnin cnyxart y4eTHbIMU JOKYMEHTaMn 0o
COCTaBIieHUss COOTBETCTBYHOLLEro rofgoBOro pasgena CBOOHOM ONUCKM Aen MOCTOSAHHOrO
XpaHeHus opraHusaumm, yteepxaeHms Ha JAlMK coOTBETCTBYIOLWEro apXMBHOIO yyYpexaeHus,
nocrne 4ero noariexar xpaHeHuto B Aene ooHAa 00 nepegavv JOKYMEHTOB 3a 9TW rodbl Ha
NOCTOSIHHOE XpaHeHue.

Onncu gen CTPYKTYpHbIX nogpasjerieHMn Mo JIMYHOMY COCTaBy XpaHATCca 00
cornacoBaHusl rogoBOro pasgena CBOAHOW OnucK Aen opraHu3aumm no JIMYHOMY COCTaBy C
OlK apxuBHOro yupexageHus.

6.4.5.6. CpaToyHbiM OMNUCAM CTPYKTYPHbIX nogpasgenieHnn y4veTHble Homepa
npuceanBaloTCs Mo peectpy onucern. Homep onucu CTpyKTypHOro nogpasgernieHus CoOCTouT
N3 HOMepa CTPYKTYPHOro nogpasgeneHna c pgobaeneHnem wuHaekca "cn" (CTPYKTYpHoe
nogpasgernieHve) u ykasaHuem vepes geduvc AByx nocnegHnx Ungp kaneHgapHoro roga, B
TeyeHune KoToporo obpasoBanuch gena, BKIOYEHHbIE B OMUCH.

6.4.6. PeecTp onucen

PeecTtp onuncen BegeTcsa B apxvBe opraHusauum npy Hanudmm gyx n 6onee onucen.

Onucn BHOCATCS B peecTp ONMce B XPOHOSIOrMYECKOM MocnenoBaTesibHOCTU UX
NOCTYNNEeHUs1, No4 COOTBETCTBYIOLLMMM NOPSAKOBBIMU HOMEPAMM.

B peectpe onuncen QUKCUPYIOTCA OCHOBHbIE [daHHble MO COCTaBy KaXKaow
NOCTYNMBLLEA B apxXmB OpraHu3auuMm Onucu: Homep oHaa, HOMEP OMNUCK, KONMYECTBO
ONUCaHHbIX B HEW Aen, KOSIMYeCTBO NIMCTOB B ONUCU N ee SK3EMMNSISAPOB.

6.4.7. leno poHaa

[deno doHOoa BegeTcs Ha Kaxablh doHAa. B Hero BkMYaTCA OOKYMEHTHI,
oTpaxarollnue UCTOpUD oOpraHusaumm-coHgoobpasoBaTens U ee (oHOa: McTopudeckas
crnpaBka, cxema cuctematmsauum oHaga, metoauyeckune nocobusi no obpaboTke doHaa,
cTapble nUCTbl (poHOa nocne ux NepecocTaBneHusi, akTbl nepejayn gen d¢oHga Ha
rocygapCTBeHHOE XpaHeHWe, O BblAENeHUU K YHUYTOXEHUIO OOKYMEHTOB W aen doHaa, o
HencnpaBMMbIX MNOBPEXAEHUAX [OOKYMEHTOB W Aen QoHha, O MNpoBeaeHMUM NPOBEPOK
HanMyusa 1 COCTOSIHUSA Aen U T.A4.

AKTbl 1 gpyrme OOKYMEHTbI, OUKCHpyloLmMe N3MeHeHNs1 B coctaBe n obbeme coHaa,
BKMNOYaAOTCA B Aeno (poHOa TOMbKO C OTMETKOM O BHECEHWW U3MEHEHWA BO BCE YYeTHble
AOKYMEHTbI apxmBa opraHusaumn. AKTbl HyMepylTCcs B npegenax goHaa no BMaam akToB B



BaroBOM MopsigKe.

Bce pOokymeHTbl B gene doHAa  pacrnonaralTcd B XPOHOJIOrMMYecKom
nocrnegoBaTenibHOCTU UMX cocTaBneHnd. Ha pokymeHTbl fena  @oHga cocTasnseTcs
BHYTPEHHSASA ONUCb, NIUCTbI AeNna HYMEPYHOTCS, K Aeny oHAa COCTaBnseTCs 3aBepuTesibHas
Hagnucb. [lo mMepe nononHeHus doHOa 3aBepuTenbHas HaAnNUCb U BHYTPEHHSAS OMNUCh
nepecocTaBnsOTCA.

Kaxxgpomy oeny doHaa npuceamMBaeTcd HOMepP COOTBETCTBYIOLLEro hoHAa.

[ena poHaoB XpaHATCA B Nopsigke BO3pacTaHUs HoMepoB POHO0B.

6.5. YueT gen un AOKYMEHTOB, HaxogAaLWwunxcd Ha A4eno3nTapHOM XpaHeHUuu

6.5.1. [lena n gokymeHTbl ApxuBHoro ¢poHga Poccurickon denepaumm, OTHECEHHbIE K
YaCTHOW M WHbIM hopMam COBCTBEHHOCTW, HaXOASLWMECS Ha AenO3UTapHOM XpaHEeHWuw,
YUMTBIBAKOTCHA B OCHOBHbIX U BCMIOMOraTesibHbIX Y4eTHbIX JOKYMEHTax apXxvmBa opraHnsauum.

6.5.2. B kHure yyeta noctynneHns u BblObITUS OOKYMEHTOB (NpunoxeHue 24) (rp. 3)
yKa3blBalOTCA HOMEP M AaTa akTa npuema-nepegadv gen (rp. 4), COGCTBEHHUK JOKYMEHTOB U
CPOK AenctBus cornawenHuns, Hanpumep, "go 2005 roga" (npu BpeMEHHOM XpaHeHWUWn) unm
"neno3nt" (6e3 ykasaHusa cpoka xpaHeHus) (rp. 10).

B cnucke doHgoB (mpunoxeHune 25) Kk Homepy doHaa gobasnsetca uHgekc O
("Oenoaunt"), KOTOPLIN COXPaHSAETCA 3a HMM BO BCEX YYETHbIX LOKYMEHTax M apXMBHbIX
wudpax gen; B rpade "Mpumeyanne" cnucka ¢GOHOOB TaKkKe YKa3blBalOTCA COOCTBEHHUK
AOKYMEHTOB, AaTa NOANUCaHNS U CPOK AeNCTBUS COrnalleHus.

6.5.3. Ecnn Ha xpaHeHne nocTynaet 4acTb (PoHOA, AOKYMEHTbl KOTOPOro Yyxe
XpPaHATCA B apXxvBe W BKNOYEHbl B COCTaB rOCydapCTBEHHOM 4acTu ApXMBHOro ¢oHaa
Poccunckon ®epepauun, To 3a POHOOM COXpPaHAETCA paHee MPUCBOEHHbLIN eMy HOMep C
nobaeneHnem nHagekca "OY" - "aenosutapun YactuyHo".

CornaweHue, 3aknyYeHHOe C COOCTBEHHWKOM [OKYMEHTOB, BKMOYaeTCs B AeNO
doHaa.

6.5.4. [Npn yyeTe BbIOLITUA JOKYMEHTOB:

- ecnn (poHA BbIObIN MOMHOCTLID B CBA3W C UCTEYEHMEM CpOKa €ero XpaHeHus B
COOTBETCTBUM C COrnalleHneM, To HOMep ero He MOXeT OblTb MPUCBOEH ApYromy OOHAY;

- ecnu CcobCTBEHHMKY BO3BpalleHbl [JOKYMEHTbI, MOMHOCTbIO COCTaBnsABLUNE
Aeno3nTapHy 4YacTb (poHaa, B CBA3M C UCTEYEHMEM CPOKa MX XpaHEHUS B COOTBETCTBUU C
cornalleHnemM unu rno UHbIM nNpuuMHam, To nHgekc A4 B cnvcke OoHOO0B N OPYrnX YYETHbIX
AOKYMEHTax W apxuBHbIX LMdpax gen 3adepkmBaetcs; B rpady "lNMpumevanue” cnucka
POHO0B BHOCATCH COOTBETCTBYIOLME CBEAEHMS.

KonnyectBo poHOO0B M Aer, HaxXoasLWmMXCs Ha Oeno3UTapHOM XpaHeHUK, ykasbiBaeTca
OTAENbHON CTPOKOW B UTOrOBbIX 3aMUCHAX KHUMM yveTa NoCTynneHun JOKYMEHTOB N B CNUCKE
doHO0B.

B nucre doHga npu Hanuvumm B poHOE [AOKYMEHTOB Aeno3UTapHOro XpaHeHus
KONM4ecTBO MX MO hoHAY B LenoM ykasbiBaeTcs Yepes apobb, Hanpumep, 200/800.

6.6. BeaeHue y4yeTHbIX 6a3 gaHHbIX

6.6.1. YyeTHble 6a3bl AaHHbIX (B) BeayTca ans:

COCTaBfleHNss B aBTOMaTM3UPOBAHHOM peXunMe [OKYMEHTOB LEHTPanvM3oBaHHOMO
yyeTa;

NMOArOTOBKM B aBTOMAaTU3MPOBAHHOM peXMMe pasfMyHoOro pofa CTaTUCTUYECKUX
CBeJeHWI, aHanuTnyecknx Tabnuu, B TOM YMcne 0 AMHamMuKke nsMeHeHun obbema, coctaBsa U



COCTOSIHUSI apXUBHbIX JOKYMEHTOB;

onepaTMBHOINO MNpPeAcCTaBNeHns CBEAEHWA O Hanvyuunm B apxvBe [OKYMEHTOB 3a
onpeaeneHHbIn 0TPEe30K BpeMEHN.

6.6.2. [llepedyeHb pekBM3UTOB Yy4yeTHbIX B[l coctaBndeTcd B COOTBETCTBUM C
OCHOBHbIMW MOKasaTensiMy, OMUCbIBaOWNMN OOBLEKT yveTa - (POHA, eauHULa XpaHeHus,
eovHuLa yyeTa, rpynna eguHuy, XpaHeHus, eauHWUL, ydeTa, BKIHYEHHbIX B OMNUCb, - B
TPaAULMOHHBIX YYETHbIX JOKYMEHTaXx.

YyeTtHble B[l gencTByloT BO B3aMMOCBA3W C OpYrMMW  MHOpMaUMOHHbIMKU B[,
UMELNMNCA B apXmnBe, U OOMKHbI ObITb COBMECTMMbI C COOTBETCTBYHOLUMM YYeTHbIMKN B[]
rocyapCTBEHHbIX apXMBOB U OPraHoOB YNpaBieHNs apXMBHbIM OErOM.

[MpeemcTBEHHOCTb YyyeTHbX B v TpaguMUMOHHBIX OCHOBHbLIX YYETHbIX OOKYMEHTOB
obecneynBaeTca ncnonb3oBaHnem B bl pekBM3UTOB OCHOBHbIX Y4ETHbIX JOKYMEHTOB.

O606LieHHble nokasaTenu [OOKYMEHTOB LEHTpanu3oBaHHOIO YyyeTa, a Takke
NUCXOAHblE NokasaTtenu, HeobxoauMMble ANA UX NOSMyYeHUs, BXOAAT B YMCMO 0bA3aTeNbHbIX
PEKBM3NTOB y4eTHbIX B/.

6.6.3. Y4yeTHble B[l 3anonHAITCA Ha OCHOBE Yy4YeTHbIX OOKYMEHTOB apxusa. [Ons
obecneyeHna eagmHoobpasmsa 3anonHeHuMs W BedeHus ydvetHonm B[] paspabartbiBaetcs
WMHCTPYKLUMSA, ONUCLIBAIOLLAA COAEpXaHWe Kaxaoro peksuauta u opraHmsaumio segexHus bB.
Mepen Hayanom paboTbl NPOBOAMTCS LieNeBasi BbIBEPKA YYETHbIX JOKYMEHTOB, NPOBEPSAETCH
cbanaHCcMpoBaHHOCTb YY4ETHbIX JOKYMEHTOB.

B nnaHoBoM nopsgke ocyuwlectBnaetca pabota no 3anonHeHuo ydetHom B[ no
coCTOosHMI0O Ha 1 @HBaps roga, cregylowero 3a oT4yeTHbIM. B panbHenwem BepgeTcs
onepaTnMBHOE BHECEHUE U3MEHEHUN B y4EeTHbIE JOKYMEHTbI U B y4eTHyo B[.

7. Hay4yHo-cnpaBOYHbIN annapaT K AOKYMeHTaM apxmBa

7.1. Cucrtema Hay4HO-cnpaBoO4YHOro annapara

7.1.1. Hay4dHo-cnpaBo4yHbin annapat (HCA) - cTpyKkTypupoBaHHasi COBOKYMHOCTb
3NIEMEHTOB  ONUCAHWA  [OKYMEHTOB  (BTOPUYHOW  [LOKYMEHTHOM MHdopMaumn),
NpeacTaBfieHHbIX B PasfMyHbIX BMAAX apXvMBHbIX CNpPaBOYHMKOB, 6asax [AOaHHbIX,
npegHasHa4YeHHbIX 515 NoUucka JOKYMEHTOB U JOKYMEHTHOM MHAOpMaLMK.

7.1.2. Cncrtema Hay4Ho-crnpaBoyHoro annapata (CHCA) k pokymeHTam apxvBa
opraHusauum - 3TO KOMMSIEKC B3aUMOCBSA3aHHbIX M B3aMMOLOMNOJSTHAEMbIX apPXUBHbIX
CnpaBoYHMKOB, 6a3 JaHHbIX O COCTaBe U CoaepXaHnn JOKYMEHTOB, CO34aBaeMbIX HA e4MHON
Hay4YHO-METOAMYECKOM OCHOBE AN noucka OOKYMEHTOB M [AOKYMEHTHOW WHopmauun B
uenax agEKTUBHOIO NCMOMNb30BaHMUA.

7.1.3. CoctaB CHCA apxvmBoB opraHu3auum onpegensieTca Buaom apxmea, COCTaBOM
N cogepXaHnmemM XpaHSALWUXCA B HEM [OOKYMEHTOB, XapakTepoM W 3ajadamu rnovcka wu
WHTEHCUBHOCTbBIO UCMOMb30BaHUSA JOKYMEHTOB.

7.1.4. OnemeHtamn CHCA apxvmBa opraHu3auumn siBNAKOTCA OnNucuK, katanorn, 6asbl
AaHHBIX, BbIMNOMHAKLWME MYHKUMN 3TUX CAPaBOYHMKOB, a Takke ykasatenu, o630pbl
AOKYMEHTOB, UCTOPUYECKMNE CNPaBKM K apXMBHbIM (bOoHAAaM OpraHusauuu.

7.1.5. ApxuBHble CrpaBOYHMKN OpraHuM3auuMm OensaTcs Ha TuMbl MO WX LeneBoMy
Ha3Ha4YeHWUIo: ONUCb, KaTanor, ykasaTernb, 0630p.

ApxuBHble CnNpaBOYHMKM M Basbl OJaHHbIX O COCTaBe M COoAepXaHuu LOOKYMEHTOB
opraHusauumn MoryT ObiTb BHYTPMGOHO0BBIMU U MEXEOHOOBBIMU.

7.1.6. B cucreme CHCA peanusyetcd nNpeemMcTBEHHOCTb YYETHO-CMPaBOYHOro
annaparta, co3aBaemoro B 4eronpon3BoACcTBe N apxmBax OpraHnsauumn, ero CoBMeLleHue ¢



CHCA rocynapCTBEHHbIX apX1BOB.

NMpeemctBeHHOCTb CHCA apxuBOB OpraHu3auuni OCHOBbIBAaETCA Ha e€eOUNHCTBE
TpeboBaHNUN W MNPUHUMNOB €ro MnocTPOoeHMss. JTa MNPEeeMCTBEHHOCTb npeanonaraet
00513aTeNbHOCTbL COCTaBMEHNS B AENONPOM3BOACTBE M B apXuBax opraHm3aumin onvcen gen,
AOKYMEHTOB, KaTanoros, 6a3 gaHHbIX C HEOOXOANMbIM CMPaBOYHbLIM annapaTom K HAM.

7.1.7. Mpn cosganHun n pasutun CHCA npumeHseTca anddepeHumpoBaHHbIN
noaxon, 3akrnoyarwmnca B Bblbope LenecoobpasHoro coctaBa apXxmMBHbIX CMPaBOYHUKOB U
0a3 [gaHHbIX, MEeTOAMKM OMuMCaHuK, COCTaBa M HamMoSIHEHWSA CMpPaBOYHOro annaparta kK
CrpaBoOYHMKaM, B YCTAHOBIIEHMM HEOBXOANMON o4YepeaHOCTN paboT.

7.1.8. [okyMeHTbl (POHOOB OpraHM3auum C MHOFOCTOPOHHEW, MEXOTpacreBomn
nHpopmaunen n OHAOB JIMYHOIO MNPOUCXOXKAEHUA C OCOOO UEHHBbIMU U YHUKANbHbIMK
AOKYMEeHTaMu nognexaT nepBoovYepeaHOMY OMUCAaHUID; ONWUCKM LOSMKHbl OblTb CHabXeHbI
ykasatensaMm pasnuyHbiXx BUAOB; Ha YpoBHe OHAA COCTaBMATCA WHOAMBUAYyallbHble
xapaktepuctukn. K Hanbonee mHgopmaTuBHbIM OHAAM co3gatoTcsi 0030pbl, ykasaTtenu K
aernam n JOKyMeHTaMm.

7.1.9. [Ina dooHOoB opraHuMsaumn, cogepxalumnx nHdopmMauuto no ogHoON oTpacnum nnm
Nno O4HOMY HanpaBfeHu AeATeNbHOCTU, U POHOOB NNYHOIO MPOUCXOXAEHUNA, B COCTaBe
KOTOPbIX MMEKTCSA 0COBO0 LIEHHbIE JOKYMEHTbI, ONUCK MOTYT ObiTb CHabXXeHbl TOMbKO O4HUM
yKkasarternieMm; Ha ypoBHe (hoHZa MOryT COCTaBNATLCA KaK MHAMBUAYarbHbIEe, Tak U rpynnoBble
XapaKTepUCTUKN.

7.1.10. K gokymeHTam (poHOOB opraHu3auuin, cogepXxawmux nHgopmaumio no ogHou
TEME WM UMEIOLLYIO XapakTep AOMOSIHEHMS K Bbllleyka3aHHbIM (OHOaM, ykasaTenu He
COCTaBAKTCS.

7.2. Onucn gen, AOKYMEHTOB

7.21. Onncb gen, OOKYMEHTOB - apXUBHbIM CNPaBOYHUK, MpedHa3HaYeHHbIn A1
pacKkpbITUSE COCTaBa W COOEpPXaHUA eaVHUL XpPaHeHWd, efuHUL, yveTa, 3akpenrneHus ux
cucTtemaTusaumm BHYTpyM poHOa U NX yyeTa.

Onncb coctouT M3 onucatenbHbIX CcTaTen, wuToroBon 3anucu (cm. n. 3.7.4),
nncta-3aseputens (npunoxexHue 9) n cnpaBoYHOro annapara K Onucu.

O6bekToM onucaHus B ONUCK ABMSETCH eAMHULA XpaHeHWs, eaMH1La yyeTa.

7.2.2. OnucaTtenbHas cTaTbd OMUCK BKIOYAET. MOPSAKOBbIA HOMEP eauHuLbI
XpaHeHus, eauHUUbl yyYeTa; Aenonpou3BOACTBEHHbIN WHAEKC WM CTapblii MHBEHTAPHbIN
HOMep; 3arofioBOK €AWHWULbI XpaHeHUs, eAWHUUbl Yy4veTa, KpanHue [aTbl [OKYMEHTOB,
KONMYeCTBO NUCTOB B €AWHWLE XpPaHEeHWUSd; SA3blK, yKa3aHWe Ha MNOANIMHHOCTb, KOMUMHOCTD,
cnoco® BoOCNpou3BeAeHWsl, CTEeNeHb COXPAHHOCTM [OOKYMEHTOB, BHELUHME OCOBEHHOCTW.
OnucatenbHaa ctatbd MOXeT ObITb AOMOMHEHa aHHOoTauuMen OTAEeNbHbIX [OOKYMEHTOB
(rpynnbl OKYMEHTOB) €AUHULIbI XpaHEeHUS!, eAVHULBI yYeTa.

7.2.3. B cnpaBo4YHbIN annapaTt Onucu BXOOAT: TUTYNbHbLIM JIUCT, COAepXaHue
(ormaBneHue), NpeaucrnioBue; CMNUCOK COKpaLleHWn; nepeBogHble Tabnuupl wudpos (B
cny4yae nepepaboTkn onNncKn); ykasatenu.

Ha TuTynbHOM nncTe onucu NoMeLaroTCcAa: MOfMHOe Ha3BaHWe apxvBa opraHvsauum,
HasBaHMe d¢oHada, Homep oHOa, HOMep Onucu, HasBaHME OnucK, KpanHue AaTbl
AOKYMEHTOB, BHECEHHbIX B OMUCb.

MpeancnoBne MoOXeT COCTaBnATbLCA Kak obliee KO BCeM onucam doHaa, Tak U K
oTaenbHon onncu. Obwee npegucnosme K onucam oHaa NnomeLlaeTcs B NEPBON ONuUCK.

B npeaucnosun, obwem ko BceM onucam QoHAa, wu3narawTca:  UCTOpUS
doHaoobpasoBaTtensa, uctopus ¢oHAa; aHHOTauMsi cocTaBa WM COAEpXXaHWs OOKYMEHTOB



doHaa (Npy 3TOM BbI4ENAOTCSA Hanbonee TUNMYHbIE rPYNMbl €ANHUL, XpaHEHUS NO UX BUAAM
N Pa3HOBMAHOCTAM, MO COOEPXXaHUI); COCTaB CNPaBOYHOro annapara K onucsam.

[Mpn cocTaBneHun oTAEenNbHbIX NPEOUCIIOBUMMA K KaXaow onucu ¢oHaa Bce obuime
AaHHble MO uCTopuK ydpexaeHus-coHgobpasosaTens U uctopum oHaa nomMeLLarTcs B
npeancnoBumn K NepBON ONUCHK.

7.2.4. K onucm MOryT COCTaBnATbCA ykasaTenu (kak obwue, Tak 1 crneumanbHble).
CcbinoYyHble AaHHbIE yKasaTens K OnucK 4alTcsa Ha NOPSOKOBbIE HOMEpa eANHUL, XpPaHeHUs,
eanHuy yyeta (cm. n. 6.2).

7.3. Katanorm u Be4OMCTBEHHbI€ KapTOTEKMU

7.3.1. Katanor - mex{oHO0BbIN apXMBHbIN CMPaBOYHUK, B KOTOPOM MHAOpPMaLUS O
cogepXaHunm [OOKYMEHTOB apxuBa crpynnupoBaHa Mo npegmetam (TemMam, OTpacrism),
pacnonoXeHHbIM B  COOTBETCTBUM C MPUHATON AN [AHHOro  KaTtamora Ccxemom
Knaccudgukaumm JOKyMeHTHON MHdopMaLumu.

CoBOKYNHOCTb pasnun4yHbIX KaTanoroB COCTaBMSET CUCTEMY KaTasloroB apxmBa.

7.3.2. CoBOKynHOCTb paboT MO MNOArOoTOBKE, CO34aHUI0 M BEOEeHW0 KaTanoros
Ha3blBaeTCs KaTanormsaunen 4OKyMEHTOB.

KaTtanornsauusa B apxuBax MOXeT NPOBOAMTLCSA Kak CaMOCTOSITENbHbIA BUA paboThbl
(TemaTunyeckas paspaboTka) n B npouecce gpyrnx BUOOB paboT, CBA3aHHbLIX C ONUCAHUEM U
BbisiBIeHNEM JOKYMEHTOB (MonyTHas Katanornsaums).

Mpn kaTtanormsauum npumMmeHsieTca anddepeHUMpPOBaHHbIA  NOAX04, KOTOPbIN
3aKkrnyaeTca: B onpeaeneHnn ovepeaHocTn Bblbopa apxXmBHbIX (POHAOB, MX CTPYKTYPHbIX
yacTten; otbope Aen M OOKYMEHTOB M CBEAEHWN U3 HUX; MPUMEHEHUM COOTBETCTBYHOLLMX
NpPUemMoB OnMcaHusa JOKYMEHTHOM MHopMaumn.

7.3.3. Katanornsauusi BkntovaeT criegywouime Buabl paboT: COCTaBfieHME CXEMb
Knaccudukauum, BbigBrneHme n oTbop 4OKYMEHTOB, ONMCAHME Ha KaTaroXHbIX KapToykax, X
cucTtemaTusaums, Be4eHne Katanoros.

7.3.4. Boibop cxeMbl Knaccugukaumm onpegenseTca COCTaBoOM AOKYMEHTOB apxmBa m
3agavamm UX UCMosfb30BaHus.

Cxema knaccudpukaumm JOKYMEHTHOM MHGOpMaLMK - MUCBMEHHBIN UIn rpadouyeckum
OOKYMEHT, cogepxawmn nepeveHb KrnaccuuUKaunMoHHbIX  OefeHun Katanora,
pacrnonoXeHHbIX B OfpederieHHoW nocrnegoBaTeribHOCTU, W npefHasHayeHHbIn  and
pacnpeneneHns cBegeHUn U3 JOKYMEHTOB MO 3TUM AENEHUAM.

7.3.5. B 3aBucMMOCTM OT CXeMbl MNOCTPOEHUSA KaTanornm noppasfenstTca Ha
cuctemaTudeckue, TemaTuyeckme, npeaMeTHble UM UX  Pa3HOBUMAHOCTM  (MMEHHOM,
reorpacomyeckuin, 06GbEKTHbLIN).

B apxuBe opraHusauum, Kak npaBusio, COCTaBMATCA CUCTEMATUYECKUA U MMEHHOM
KaTanoru.

7.3.6. [lokymeHTHaa nHopmMmaums B CUCTEMaTUYECKOM KaTasnore kKnaccuguumpyertcs
Nno oTpacnsaM 3HaHUW W MNPaKTUYECKOW AeATeNIbHOCTM OpraHu3auum n pacronaraeTtcs B
NOrnM4yecKon nocnenoBaTenibHOCTH.

7.3.7. B nmeHHOM KaTarnore [AOKyMeHTHasd WHgopMaumsa knaccuduuupyetcs no
andasuty hamunuin nuy, YyNOMUHAEMbIX B AOKYMEHTaX WM SABMSHOLWMXCA UX aBTOpaMu.
HanbHenwaa cuctematusaumsi nMPOBOAUTCA B XPOHOSIOMTMYECKOM UMW JIOrMYECKOMn
nocrnenoBaTenbHOCTH.

7.3.8. OTtobpaHHble gna kaTanorm3auun OHAbI U OOKYMEHTbl OMUCHLIBAOTCA Ha
KaTanoXHbIX KapTOYKax.

O6bekToM onmncaHusa B Katanore MOXeT BbICTynaTb AOKYMEHT (rpynna OOKYMEHTOB,



YacTb [OOKYMeHTa), eduHuLa XpaHeHus (eduvHuuda yyeTa), onucb, KOMMMEKT, poHa (rpynna
doHAOB), coaepxalume NHpopMaLmio No onpeaeneHHon Teme (Bonpocy).

7.3.9. B cocTtaB onucartesnibHOM CTaTbM KaTanora BXOOST: HasBaHWe apxuBa, WHOEKC,
pybpuka, noapybpuka, gaTta coObiTuMsi, MecTo cobbITud, cogepxaHue, Homep doHaa,
HasBaHMe oHAa, HOMepa onucu, Aena, JIMCTOB, $A3blK  OOKyMeHTa, cnocob
BOCNPOM3BEAEHNSA, ONA KApTOYHOro Kartanora - Takke amunust cocTaBuTens M pgarta
COCTaBfeHNa onucaTenbHOM cTaTbu.

[Ona cBaA3M Mexay pasgenamu katanora WnNu  pasgenoB kartanora ¢ Apyrumu
apXUBHbIMW CNPaBOYHMUKAMM NMPUMEHSAETCA CUCTEMA OTChISOK.

7.3.10. BepeHne «kaTtanora - komnnekc pabor, obecneuMBalOWMX €ro
PYHKUMOHNPOBAHME, B KOTOPbLIN BXOOAT: Hay4yHO-meToauyeckoe obecnedeHne paboThi;
WHOEKCUPOBAHUE KapTO4eK; cucTemMaTtm3aumsa Mx no uHOekcam u pybpukam; cocTaBrieHune
OTCbISTIOYHOrO annapaTa K KaTtanory; ycoBepLueHCTBOBaHWe KaTanora.

Hay4Ho-meTogmyeckoe obecnedeHune BkovaeT pa3paboTky meToamyecknx nocobum
no Katanormsauum oTAenbHbIX (POHAOB (MM uX rpynnbl), paboynx cxem knaccudunkaumm
KaTarnoroB, UX YTOYHEHME U OOMNOSTHEHME.

MHoekcmpoBaHme - BbIOOP MM COCTaBfIEHME MHAEKCA MO CXeMe Knaccudukaumm m
OTHECEHWEe ero K COOTBETCTBYHOLLEN WMHAOPMAaLUM KaTanoXHOW KapToyku. B mMmeHHOM
KaTasiore KapToYKM He MHOEKCUPYIOTCA, a pacrnonaratTca nNo andgasuTy.

YcoBepLUEHCTBOBaAHNE KaTanora BKNtoYaeT B cebsa ycoBepLUeHCTBOBAHME CXEMbI
Knaccudgukauumm; npoBepKy coAepXaHust U OoOpMIIEHUS KaTarora; npoBepKy OnucaHum
(pepakTupoBaHue, 06beanHeHe onncaHum ¢ OAHOPOLHOM MHpOPMaLMEN NO OaHOMY hOHAY
UIM ONnCK, YTOYHEHME NX cUcTeMaTusaumm).

7.3.11. OgHMM K3 WCTOYHWKOB MOMOSIHEHMUSI CUCTEMbl KaTanoroB Moryt 6bITb
TemaTuyeckme u npegMeTHO-TeMaTU4Yeckue KapToTeKn, KapTOTeKM Mo NIMYHOMY COCTaBy Ha
AOKYMEHTbI Hanbonee NMHPOPMaTUBHBIX N HACTO UCMNOSb3yeEMbIX (OOHAOB.

7.3.12. B apxvBe opraHusauuu, Kak npasuno, CO34alTcs pPasHOBUOHOCTU
npegMeTHbIX KapToTek (MMeHHasd, reorpaduyeckasd) WM XpPOHOMOrMYeckMe KapToTeKw,
KapTOTEKN NO UCTOPUN OpraHn3aunm.

MmeHHaa kapToTeka (KapToTeka MO JIMYHOMY COCTaBy) co3gaeTcs AN nowvcka
CcBeleHNn O TPYOOBOM CTaxe, 3apnfaTte v Apyrux JaHHbIX COLUManbHO-NMPaBOBOro xapakrepa.
KapToukn copepxat damunuio, Mmsi, oT4eCTBO paboTHMKA, CCbINKM Ha Homepa doHAaa,
onucwu, gen, nMMCTOB CO CBeAeHUsSIMU O HeM. KapTouku cuctemaTusmpyroTcs B andaBuTHOM
nopsiake dhamunun, a B npegenax amunui - no angasnTy UMEH U OTYECTB.

B reorpacuyeckon kaptoTeke WHGoOpMauma cuctemaTusnpyetca no andasuty
reorpaguyecknx obbektoB. OcHOBY Knaccudukaumm MOXEeT COCTaBNATb — Takke
agMUHUCTPaTUBHO-TEppUTOpMancHoe genexHue. [lanbHenwas cuctemaTmsauus NpoBoanTCS
B XPOHOSOMM4YEeCKON nocrnenoBaTenbHOCTH.

KapTtoTeka no ncropum opraHmsauum co3gaeTcs, Kak npaBurio, B apxmBe, MMEOLLEM
HECKONbKO WCTOYHWUKOB KOMMIekToBaHMs. OHa CcoaepXut WHopMauui O Cco3gaHun,
npeobpasoBaHnK, NMMKBMAALMM OpraHu3aunin, nepegarowmx JOKYMEHTbl B JAHHbIA apXuB, CO
CCbIfIKaMW Ha pacnopsianTeNibHble AOKYMEHTbI, ABNAIOLWMECA OCHOBAHNEM A5 UX CO34aHus,
npeobpasoBaHus, NMKBMOALMNMN.

B XpoHONornyeckyo kKapToTEKy BKMOYAKOTCA KapTOYKM, coaepxalume nHopmMaumio o
patax coOblTun, akToB MNM gaTtax AOKYMEHTOB, PAaCMOSfIOKEHHbIE B XPOHOOMMYeCKon
nocrnenoBaTenbHOCTH.

B apxuBax, xpaHawWwmx 3Ha4YnTENbHOE KONMMYECTBO POHAOOB, COCTABNSAETCA KapToTeka
Ha3BaHuUM oHOoB. Ha kaxgoe HasBaHue (NepemmeHoBaHue) doHOa CocTaBnsieTcs
KapTo4dka C ykazaHneM ero Homepa un KpanHux aat. KapToudku pacnosnaratotcs B angaBUTHOM
nopsigke BUO4OB OpraHuM3auni.



Heckonbko KapToTeK ogHOro Bunga MoryTt 00beanHATLCA B KaTanor.
CamocToaTenbHo cywecTteywouine KapToTekn CBA3bIBAKOTCA C CUCTEMOWN KaTarioros
nyTem OTCbIJI0K.

7.4. YkasaTenu

7.4.1. YKasaTenb - apXxvMBHbIM CMpPaBOYHUK, NpeacTaBnsaowmn cobor andaBuUTHLIN,
CUCTEMATUYECKUN WU  COCTaBfIEHHbLIM MO KakoMy-nmbo [Opyromy mnpu3Haky nepeyvyeHb
HasBaHMM (HauMeHoBaHWN) MpeaMeToB, YMOMWHAEMbIX B apXMBHLIX [OOKYMEHTax, C
yKaszaHnem MX NOUCKOBbIX AaHHbIX.

YKkasatenu B apxmBe opraHmsaumm MoryT ObiTb MeX(OHAOBbLIMU, BHYTPUKOHAOBbLIMMU,
no popMe - ANEKTPOHHBLIMU, JIMCTOBBLIMU UM KapPTOYHBIMKU, NO CTPYKType pybpuK - rayxumm
(NpegmMeTHble MOHATUS U UX MOUCKOBbIE [AaHHblE) U aHHOTUPOBAHHbLIMU (NPeaMEeTHbIEe
NOHATUSA COMPOBOXOAKTCA MOSICHEHUAMMU), MO FPYNNUPOBKE MOHATUA BHYTPWU yKasaTenem -
anaBuUTHbIMKU, CUCTEMATUYECKNMU, XPOHOSOrMYECKNMMU.

YkasaTenun MoryT COCTaBnATbCA K 3arofioBkaM eanHuUL, XxpaHeHus (6es nx npocmoTtpa)
UIn K JOKyMeHTaMm (C NPOCMOTPOM eNHUL, XpaHEHNS).

OcHOBHbIMM BMAaMu ykasaTenen 4BnATCA: NpeaMeTHbI (ero pasHOBUMAOHOCTM -
TemMaTU4Yecku, MMEeHHOW, reorpaduyecknn), xpoHonorndyeckun. o rpynnMpoBKe MOHATUI
BHYTPM YyKasaTens pasnuyarTca andaBuTHble, CUCTEMATUYECKME W XPOHOMOrM4ecKkune
yKasartenu.

7.4.2. Ykasatenu K OJOKYMEHTaM MOryT COCTaBNATbLCA Ha OOKYMEHTbl OOHOW Onucw,
HeCKOonbKux onncen oHaa, uenoro poHaa, HeCKONbKNX (OOHAOB.

7.4.3. OnucatenbHasa crtatbs nboOro Buaa ykasaTens COCTOUT U3 NpPeaMeTHOro
NOHATMA (PyOpWKM) M MOUCKOBBLIX AaHHbIX. B 3aBMCMMOCTM OT HasHayeHus ykasaTens
pybpuka mMoxeT ObITb: NPOCTON (HE MMeeT Noapybpuk); CrOXHON (MMeeT nogpybpuky mnm
onpegerieHne NoHATUS).

[MounckoBble AaHHble yKasaTensa K eauHuuam XpaHeHust OL4HOW OMUCK  BKIHYaloT
nopsgkoBble HOMepa eauHWUL, XpaHEeHWs; MOMCKOBble [aHHble YyKasaTens K eguHuuam
XpaHEHUs1 HEeCKONbKMX (POHOOB OOHOrO apxuBa 3TW [AaHHble [OOMOSHATCA HOMepamu
onucewn, PoHOOB.

7.4.4. TemaTtnyecknin ykasaTesib BKMAOYAET MOHATUSA, KOTOpble NpeactaBndaloT cobon
ncropudeckne aktbl N ABNeHna. HanmeHoBaHus pybpuk 1 nogpyobpuk B HEM NPUBOAATCA B
UMEHNTENBHOM Nagexe.

7.4.5. MNpeOMeTHbIN yKa3aTerb BKOYAET MOHATUS, PacnofioXeHHble B andgaBUTHOM
nopsigke.

O6wmr NpegMeTHbIN ykasaTenb BKNOYAeT pasHOPOAHbIE MOHATMS U NO CTPYKType
PYOpPUK MOXET BbITb TONBKO rMyXUM.

CneunanbHblM NpeaMEeTHbIM yKa3aTenb BKIYaeT OAHOPOAHble MNOHATUA (BUAbI
AOKYMEHTOB, 0aMuniMm aBTopoB, Ha3BaHUs YUYPEXOAEHNN, NX CTPYKTYPHbIX YacTen, Ha3BaHUA
oTpacneun v T.Mn.) n MOXeT BbITb MyXUM UM aHHOTUPOBAHHbIM.

MiMeHHOW ykasaTenb CTPOUTCA NO andgasBuUTHOMY MPU3HAKY W BKKOYaeT hamMunuu,
UMeHa, oTyecTBa (pas3HOYTEHWUHA, MNCEBOOHWMbI, NPO3BULLA, KIWYKK), Guorpaduyeckue
crnpaBKMu.

"eorpadunyeckui yKkasaTenb BKIoYaeT HanMeHOoBaHUS rocygapcTs,
aAMUHUCTPATUBHO-TEPPUTOPUANBbHBLIX €OUHUL, MOPEN, peK U Opyrux reorpadunyeckmnx
NMOHATUN.

O6obwatowme noOHATUA MU aaMUHUCTPATUBHO-TEPPUTOPMArbHblE HaMMEHOBaHUS
BHOCATCA B yKka3aTernb 6€3 NosiCHEHWs.



7.4.6. XpOHOMOrMYecknin ykasaTenb COCTOUT W3 pyOpuK, BKIOYAKOWMX OaTbl
NCTOPUYECKNX COBLITUIA, ABNEHUA U (PakToB UNM AaTbl LOKYMEHTOB, PaCrOfIOXEHHbIX B
XPOHOJSIOrM4eCcKOM nopsake.

7.4.7. B ykasatene npumeHsietca cuctema obwmx ("cm.") n vacTtHbix ("cm. Takke")
OTCbIfIOK, C TMOMOLLBID KOTOpPbIX YCTaHaBIMBAETCA CBA3b MeXQy TOXOEeCTBEHHbIMU
NMOHATUAMM.

7.4.8. Ykaszatenu K apxuBHbIM CnpaBOYHMKAM MOryT ObiTb TEX X€ BMAOB U UMETb Ty
Xe CTPYKTYpYy, HO B MOWMCKOBbIX AaHHbIX CCbIIKM AATCA Ha CTpaHuubl Unu pasgensl (4ns
KaTanoroB) CpaBOYHUKA.

7.5. O630pbI

7.51. O6G30p - apxXMBHbIMN CNPABOYHMK, BKIHOYAKOWMA CUCTEMATUINPOBAHHbIE
CBeLEeHMS O COCTaBe 1 coaepXXaHnn oTAeNbHbIX KOMMEKCOB AOKYMEHTOB.

Bugamn ob63opa B apxvmBe opraHumsaumm asnaotcsa ob3op doHaa M TeMaTUYECKU
0630p.

O6bekTom onucaHua ana ob3opa doHOa ABNSETCA AOKYMEHT (rpynna AOKYMEHTOB,
YacTb JOKYMEHTA), eanHunLa XpaHeHus, eauHuua yyeta ogHoro dpoHga. O6bekTom onucaHus
Ana  Tematmyeckoro ob3opa No AOKYMEHTaM apxvBa SBNsSieTCA AOKYMEHT (rpynna
AOKYMEHTOB, YacTb JOKYMEHTa), eQuHNLa XpaHeHus, eanHuua ydeta ogHoro doHaa (4actu
doHaa, rpynnbl pOHOO0B) apxmBa Mo onpeaerieHHoN TeMe.

7.5.2. O63op poHAa BKMKOYAET CUCTEMATM3NPOBAHHbIE CBEOEHMSA O COCTaBe M
cogepXxaHnm JOKYMEHTOB ofHOro oHaa.

7.5.3. Tematnyeckuii 0630p BKNHOYAET CUCTEMATU3NPOBAHHbIE CBEAEHUSI O COCTaBE U
cogepXaHnum 4acTu [OKYMEHTOB OAHOro unu rpynnbl )OHAOB apxuBa no onpeaeneHHon
Teme.

7.5.4. Tpn coctaBneHnn o630pOB NpUMeHsieTCcs AnddepeHLMpoBaHHbIA NOAX0A,
3aknioyarowmmnca B Bblbope doHaa u/vnu Tembl, NpUHLMNA rPYNNUPOBKM UHGOpMauun B
OCHOBHOW YacTn 0630pa, NPMMEHEHMM Pa3NMYHON METOAMKN NpeacTaBneHns nHpopmauum o
AOKYMeHTax (MHOuBuAyanbHble WM rPynnoBble aHHOTauuW), pPasfMyHON METOAMKM
ONUCaHusA oTAENbHbIX BUOOB JOKYMEHTOB, BbISIBIIEHUN Lienecoobpa3Horo coctaBa 1 CTeneHu
MOMHOTbLI CNPaBOYHOro annapaTta K 063opy.

7.5.5. O630p COCTOUT M3 COBOKYMHOCTW aHHOTAUUW OTAEfNbHbIX TPynn eauHuL
XpaHeHus, eauHuUL yyeTa, JOKYMEHTOB M CPaBOYHOro annapara.

B aHHOTaumm mnanaraetca copgepxaHue rpynnbl €OuHUL XpaHEeHUs, eOuHuL ydveTa,
AOKYMEHTOB, YKa3blBalOTCA OCHOBHble Pa3HOBUMAHOCTU  [OOKYMEHTOB, WX aBToOpbl,
XPOHOMOrMYeckme pamku, NognMHHOCTb, MOUCKOBbIE AaHHble. B 063ope ¢hoHaa nouckosbie
AaHHbIE COCTOAT M3 HOMEPOB OMUCEN, eAVHUL XpaHeHUd, eQuHUL, y4eTa, IMCTOB eANHULbI
XpaHeHusi; B MeX(pOoHOOBOM TemMaTuyeckom 0630pe MNOUCKOBbIE [OaHHble AOMOSHAKTCS
HoMepamu ¢oHAoB. B cnpaBoyHbiM annapat 063opa BXOAAT TUTYMbHbIA NINCT, CoOAepXaHue
(ormaBneHue), NpeancrioBne, CNUCOK COKpalleHur, ykasaTtenu. K Tematmyeckomy ob630py
AOJIMKHbI ObITb COCTaBIEHbI CMMCOK (POHAOB, MHAPOPMaLUMs O KOTOPbIX coaepXuTcs B 0630pe,
n 6ubnuorpacusa no Teme.

B npeauncnosuun k 0630py nsnarawtca cBegeHUsa no uctopum gooHgoobpasosatens u
ncropumn dpoHaa, CTpykType o630pa, cocTaBy CNpaBOYHOro annapara.

7.5.6. B ocHoBy noctpoeHnsa o63opa MoOryt ObiTb MOSMIOXEHbI CTPYKTYPHbIN,
oTpacrneson (cbyHKUMOHANBHbIN), npegMeTHO-TEMaTUYECKUH, reorpadguyeckun,
XPOHOMOMMYECKUn 1 Apyrue npusHaku.

[na o63opa poHAa NIMYHOrO NPOUCXOXKAEHMS UCMOMb3YEeTCs CXeMa cuctemaTmsaumm



AOKYMeHTOB (poHaa.
7.6. UcTopunyeckas cnpaBka

7.6.1. B apxuBe opraHuM3auMm COCTaBMSETCH MUCTOpUYEecKasi crpaBka K apXMBHOMY
doHAY - OOKYMEHT, coaepXallnin cBeaeHnsa no uctopumn oHgoobpasoBaTens U apXMBHOIO
doHOa, KpaTKyl XapaKTepuUCTUKYy COoCTaBa WU COAepXaHus ero OOKYMEHTOB U CUCTEMBbI
Hay4HO-CNpaBOYHOro annapara apxmsa.

NcTtopnuyeckasa cnpaBka COCTOMT W3 pasgenosB: uctopua GoHaoobpasoBaTens,
nctopus poHaa, xapakTtepucTuka 4OKYMeHTOB (poHAaa.

7.6.2. MNepBbIi pasgen - nctopua goHaoobpasoBaTens - BKNOYAET XapakTepUCTUKY
NCTOPUYECKNX yCrnosum BO3HVMKHOBEHMWS opraHusauum, HasBaHue
opraHvsauuun-npegwecTBeHHMKa, B XPOHOMOrMYecKon  nocnefoBaTeNibHOCTU  BCeX
peopraHusauui, B TOM Yncne cnegyowime cBeaeHus:

Aatbl co3gaHus, npeobpas3oBaHus U NUKBMAAUUW OpraHvM3aumMmM CO CCbIIKOW Ha
3aKoHogaTesbHble aKThbl nnm pacnopsanTenbHble OOKYMEHTbI; Ha3BaHue
opraHusaunn-npeemMHuKa;

3aZa4u n PyHKUUN OpraHn3aumm 1 UX N3MeHeHus;

MacwTab [esaTenbHOCTU OpraHu3auun, COCTaB CUCTEMbl NOABEAOMCTBEHHbIX
opraHmsauuu;

MeCTO oOpraHusauuMm B CUCTEMe [OCydapCTBEHHOro annapara, 9SKOHOMWYECKOM,
00LLEeCTBEHHO-MONNTUYECKON, KYNbTYPHON 1 APYrON XNU3HW;

N3MEHEeHNSA B Ha3BaHUN N NOSYNHEHHOCTU OpraHn3aLmu;

CTPYKTYpa opraHu3aumm n ee U3MeHeHus.

Ona obbeanHeHHOro apxuBHOro doHOA MOXET COCTaBnATbCA obwas uctopus
doHagoobpasoBartenen.

B oOTHOWeEHUM apxmBHOW KOMMEKUMW - YyKasblBalTCA CBEOEHUA N0 UCTopun ee
co3faHus, CBedeHUss O COoCTaBuTerne, a TakKke O MEeCTOHaxOXOeHWW Konnekumm [o
NnoCTynneHns B apxme (ecnu oHa He Obina co3gaHa B apxmBe).

7.6.3. Btopou pasgen - uctopusi poHa - BKoYaeT criegyowmne cBeieHns:

Aarta nepBoro NocTynneHns JOKyMeHTOB hoHAa B apxmB, UX 06beM 1 KpariHue aathbl;

N3MeHeHus B coctaBe M obbeme poHOA U UX NPUYMHBLI (NPOBEAEHUE IKCMEPTU3bI
LEHHOCTH, yTpaTbl, HE3aJ0KYMEHTUPOBaHHbIE Nepuoabl);

CTerneHb COXPaHHOCTU OKYMEHTOB;

0COBEHHOCTN (hOPMUPOBAHUS, ONUCAHUSA N CUCTEMATU3ALNN JOKYMEHTOB, CBEAEHUS O
HaNU4Mn OOKYMEHTOB, BbIXOAALUMX 3@ XPOHOMOrMyeckme rpaHnubl oHAa;

CBELEHMSA O Hanuuum OOKymeHToB ¢poHaoobpasoBaTens (B TOM uyucre no fnn4HOMY
COCTaBY), HaxoOALWMXCH B COCTaBe ApPYrnx (POHAOB UMM apXUMBOXPaHWNULL, U MecTax WX
XpaHeHus;

CBEAEeHMS O HannyMum [JOKYMEHTOB [Jpyrux opraHusauun wnu nuy (doHOoBble
BKIIOYEHNS);

COCTaB Hay4HO-CMNpaBOYHOro annapaTta K ooHAy.

7.6.4. Pasgen no uctopumn oHaa CoOoepXUT TakKe Takue drneMeHTbl ONncaHus, Kak
aHHoTaumd, 6ubnuorpadus, uHopmauus o6 ycrnoBusx [[OCTyNa M UCNOSNb30BaHUS
AOKYMEHTOB.

AHHOTauuMs BKMoYaeT B cebsi kpaTkylo OOOGLLUEHHYD XapakTepuCTUKy cocTaBa
AOKYMEHTOB MO CTPYKType (poHOa v No BMAaM LOOKYMEHTOB, COoAepXaHus OOKYMEHTOB MO
Temam, BOMnpocam, OTpaxalwlMMm HanpasneHns pesTenbHoCcTU oHaoobpasosaTens, C
yKasaHuem XPOHOSI0rnm Tem n 0603Ha4eHnem nx reorpagouyeckumx



(agMUHNCTPaTUBHO-TEPPUTOPUANbHBIX) rpaHnL,.

bubnunorpadma  BkMoYaeT  CNMCOK  ONYyBNMKOBaHHbLIX U HEOMNyOGrMKOBAHHbLIX
CMpPaBOYHMKOB MO POHAY M AOKYMEHTarnbHbIX Ny6nmMkauun, BbIMOSTHEHHbIX HA €r0 OCHOBE.

7.6.5. Tpetun pasgen Bkno4vaeT 06006LEHHYI0 XapakTepucTuky oHaa no coctaBy U
coaepXXaHuto JOKYMEHTOB B LErIOM U OTAEerNbHbIX rpyrnn AOKYMEHTOB; CBEAEHUS O Hanmyuu
AOKYMEHTOB, BbIXOAALWMX 3a XPOHOMOrM4yeckne pamkm oHZa, O Hay4HO-CrpaBOYHOM
annaparte kK gooHAay, 0 Bugax Hocutenen nHgpopmawmu.

7.6.6. BTopon u TpeTun pasgenbl UCTOPUYECKOM CrpaBKM apXMBHOW KOMMEKUUK
CTPOATCS MO aHanormm ¢ COOTBETCTBYHOLLMMU pasgenamm NCTOPUYECKOM CrpaBKu apXUBHOIO
dooHOa opraHmsaunu.

7.6.7. CnpaBka nognucbiBaeTcs WUCNOMHUTENEM W 3aBedylolWuM apxXvBoM (NULIOM,
OTBETCTBEHHbLIM 3a apXumB).

McTopudeckas cnpaBka nedaTtaeTcd B YeTblpex 9IK3emnnspax: Tpu 3K3emnnspa
nepenarTcs B rocydapCTBEHHbIM apxXvB Mpu NepBou nepepadvye OOKYMEHTOB dhoHAa; OAWH
XpaHuUTCS B Aene hoHaa B apxuBe opraHMsauuu.

7.6.8. Vctopuyeckasa cnpaBka OOMNOMHAETCA NpU NOMOMHeHUn poHOa unm B criyvae
peopraHvM3aunn, N3MeHeHUs CTPYKTYpbl U PYHKUMA opraHusauun. Vctopudeckas cnpaska
(4acTb ee) npencrTaBnsAeTCss B rocygapCTBEHHbIA apXMB BMECTE C KaXKAOW 3aKOHYEHHOW
OMUChLIO.

7.7. ABTOMaTU3NPOBaHHbLIN Hay4YHO-CNPaBOYHbLIN annapaT apxmBa

7.7.1. ABTOMATM3MPOBAaHHbLIA Hay4YHO-CMPABOYHbLIM annapat apxmBa - KOMMEKC
3NEKTPOHHbIX CNPaBOYHMKOB (6a3a AaHHbIX ONMUCaHWUA AOKYMEHTOB), NpedHa3Ha4YeHHbIX A51s
3(PPEeKTUBHOrO NONCKa apXMBHbIX JOKYMEHTOB U MHpOopMaLnn.

7.7.2. ABTOMaTU3MPOBaAHHbIN HCA MOXeET Oas3npoBaTbcA Ha
WHOPMALNOHHO-NOUCKOBOM CUCTEME, CO3[JaBaeMon B TeKkylem [Oenonpov3BOACTBeE
opraHusauun, n npexge BCEro TakUX ee 3reMeHTax, Kak 3MNeKTPOHHble CrpaBoOYHble
KapTOTeKn, HOMEHKNaTypbl Aesl, Krnaccudukatopbl (KOPPECnOHOEHTOB, CTPYKTYPHbIX
nogpasgeneHni, HassaHuin BUOOB LJOKYMEHTOB U Ap.).

OCHOBHbIMM MONAMMU  3MEKTPOHHOW PErncTpaunoHHO-KOHTPOSIbHON KapTodkn (PKK)
ABNAIOTCA: aBTOP (KOPPECnoHAEHT), Ha3BaHWe BuAa LOKYMeHTa, JaTa, UHOEKC OOKYMEHTa,
3aronioBoOK (KpaTkoe coaepkaHue), pe3ontoumsi, CPOK UCMOMHEHNS, OTMeTKa 06 MCNOMHEHUM,
apXMBHbIW LWNAOP.

[Movck nHpopmaunm o AOKYMEHTE MOXET OCYLLEeCTBNATLCA Kak no ogHomy noso PKK,
Tak u No koMbuHauum nonewn.

7.7.3. None PKK "Homep gena no HomeHknatype" ABNseTcs CBA3YHOLWMM NOUCKOBbIM
PEKBM3NTOM MNpWU Mepexofde OT noucka MHPOpPMauun Ha YpPOBHE AOKYMEHTa K MOWUCKY Ha
YpOBHe gena.

[Mpy HanuuMn SNEKTPOHHOW HOMEHKNATypbl Aen B aBTOMaTU3UMPOBAHHOM pexume
OCYLLEeCTBMSAEeTCA cnMcaHne JOKYMEHTOB B EN0 U U3BreYeHne JOKYMEHTOB 13 gena.

Ecnv nonb3oBaTtenb ocyLlecTBNAET NOMCK MHGOpMaumy Mo HOMEHKNaType Aen, a emy
TpebyeTca NnepenTn K KOHKPETHOMY AOKYMEHTY, aBTOMAaTUYECKN MOTYT CO34aBaTbCs NepeyHm
AOKYMEHTOB, BOoweaWwnx B Aena.

OCHOBHbIMM NMOUCKOBLIMW PEKBU3UTAMU HOMEHKNATYpbl Aen SABMSTCA: MHOEKC Aena,
3arosfioBoK gena (Toma, 4YacTtu), Konn4ecTso Aen (TOMOB, YacTen), CPOK XpPaHEHUSA U CTaTbs
Nno NepeyH:o.

7.7.4. Ha ocHOBe 3NneKTPOHHOW HOMEHKNAaTypbl Aen B aBTOMaTU3MPOBAHHOM peXxume
ocyulecTengeTca gopmupoBaHme onucen pen. lNpum atom "dunbTpoM" ana otbopa



MHOpPMaUUKN ABIISIOTCA CPOKM XPaHEeHUs OOKYMEHTOB (MOCTOSIHHOro, BPeMEeHHOro (cBbille
10 neT) xpaHeHus, No NMMYHOMY COCTaBY).

B anekTpoHHOM onucu cogepXaTtcs pekBU3UTbl ONUCaHUA UHAOPMauuM Ha YpPOBHE
aena. O6sa3aTenbHbIMU PEeKBU3NUTAMU OMUCAHUS SBISIOTCA: NOPSOKOBLIA HOMEpP 3anucu
(Homep pena), vHOEKC Oena, 3arorioBoK Aena, ykasaHue Ha MNOANIMHHOCTL (KOMUMHOCTL),
KpanHue gatbl AOKYMEHTOB, KONMMYECTBO NIUCTOB B AerNe, aHHOTauus JOKYMEHTOB.

CoOBOKYNHOCTb 3S1IEKTPOHHbIX onncen AaeT UHopmMauuio o ooHAe B LEerioMm.

7.7.5. OnektpoHHble PKK aBnsoTCA OCHOBOWM AN CO34aHUS aBTOMAaTU3NMPOBAHHOIO
KaTarnora.

Ecnn B TpaguumoHHom HCA BuAbl M pasHOBMAHOCTM KaTanoroB (CMCTEMaTUYECKUN,
TeMaTU4eCKUN, UMEHHOWN, MO UCTOPUM YYpeXxaeHUn 1 Ap.) cBsa3aHbl Mexay cobor cucTeMom
OTCbINIOK, TO B aBTOMaTU3NPOBAHHOM pexmme QOpPMUPYETCA OAMH IMEKTPOHHbLIA KaTasnor,
cogepxalimin onncaHve Ha ypoBHe JOKyMeHTa unu gena.

KaTanor cHabxaeTca KniYeBbiMM CriOBaMu, oTpaxawwumn Temy, reorpaduyeckoe
Ha3BaHue, nepcoHanuu u T.4. [lpegycMoTpeHHaa B Katanore cxema Kraccudukaumm
NO3BOSIIET OTHECTU QOKYMEHT K O4HOW UIM HECKONbKMM pybpukam. Nonck nHdopmauumn no
cxemMe  Knaccudukaumm  No3BONSIeT  UCMOMb30BaTb  ONIEKTPOHHbLIA  KaTanor  Kak
cucTemaTmyecKkuu, katanor no reorpapuyecknm HasBaHUAM - Kak reorpauyeckun n T.4.

Mpn oTcyTcTBUM B OpraHu3auMM aBTOMAaTU3MPOBAHHOM CUCTEMbI perncrpauum
AOKYMEHTOB co3faeTtcd 0asa AaHHbIX OMMCaHMA Ha YPOBHE [OOKYMEHTa (3NeKTPOHHbIN
Katanor).

OCHOBHbIMM PEKBU3UTAMW OMUCAHUA B 3NIEKTPOHHOM KaTanore SBNSANTCA: MHAOEKC,
pybpuka, nogpybpuka, gata cobbiTvs, MecTo cobbiTvs, cogepaHue, Ha3BaHwe doHaa,
HOoMep (poHOa, HOMeEp onucu, HOMep Aena, HoMmep nucta. PekBunauTbl: Ha3BaHwe doHAa,
HoMep (poHOa, HoOmMep onucu, HOMep [fena, HOMep §nucTa cogepxat ydeTHble
XapaKTePUCTUKM N MOTYT TPaHCHOPMUPOBATLCSA U3 Y4ETHOM aBTOMATU3MPOBAHHOM CUCTEMBbI.

7.7.6. ABTOMaTM3NPOBAHHbLIA HAY4YHO-CMPAaBOYHLIM annapat npegocTaBnseT o
cpaBHeHMO C TpaguunoHHbiM HCA ©onee LwuMpokMe BO3MOXHOCTM OMEpaTUMBHOIO W
MHOroacnekTHOro noucka apxXuBHbIX JOKYMEHTOB. ®yHKumumM HCA BbINOMHATCA C MOMOLLbIO
npoueayp noucka WHgopMauuu, npeacTaBneHus pesynbTaToB MNOUCKa AN 9KPaHHOro
npocMoTpa unn B Buae panrnos 1 pacneyaTok, popMmMpoBaHUS TEKCTOB CMPaBOYHNKOB.

KnitoueBble cnoBa, xapaktepuaylowme OOBLEKT OnucaHusl, BBOASATCA B CUCTEMY B
npouecce onvcaHus unn nocrne ero 3aseplleHus. KniodesBble crioBa AaltoT Morfb3oBaTernto
BO3MOXXHOCTM BbICTPOro noncka nHpopmaumm Ha yposHe ooHaa, onucu, aena, AoKyMeHTa.

Monck MHopMaumMm No NOSIHOTEKCTOBbIM ©asaM AaHHbIX, BKIIOYAKOWMM MOSMHbIE
TEKCTbl MaTepunanoB (apXMBHbIE JOKYMEHTbI, XXypHarbHble CTaTbW, KHUIMN, 3aKOHO4ATENbHbIE
akTbl) NpegycmatpuBaeT obpalleHre nNonb3oBaTens npexae Bcero K pedepaty (BBEAEHMIO)
W 3arofioBkaMm  pas3genoB  AOKYMEHTa C  MNepexoaom, npu  HeobxoaumocTu, K
cooTBeTCTBylOLWEMY TekcTy. [lonb3oBatento npu HeobBXoAMMOCTM npenocTaBnseTcs
onepaTtmMBHasi BO3MOXXHOCTb MOSy4YEHNS KOMUU NOSTHOrO TEKCTa JOKYMEHTA.

Monck nHopmMaumm rno NOSTHOTEKCTOBBLIM JOKYMEHTaM MOXET OCYLLeCTBNATLCA MO
Aeckpuntopam, KoTopble BblIOMpalTCAa M3 nevyaTHbIX Bepcuni Tesaypyca, Wnn  no
KnaccugukauMoHHbIM MHOEKCaM, a Takke MO CroBaM €eCTeCTBEHHOro 4A3blka U3 TeKCTa
AOKyMeHTa.

7.7.7. JokymeHTbl, nognexaiwue nepegaye Ha NOCTOSHHOE XpaHeHWe, nepenarTca B
rocygapCTBEHHbIV apXMB BMeCTe C aBTomaTmampoBaHHbiM HCA.

Hannune obsa3aTtenbHbIX PEKBU3NTOB B CTPYKTYpe 6a3 gaHHbIX aBTOMAaTU3MPOBAHHOIO
HCA v npepoctaBneHne uHdopmMmaumum No 3TUM PEKBU3NUTAM B 3MeKTPoHHOM dopmarte
obecneunBaet coBmecTumoctb B[] apxvBa opraHusauum m aBToMatusmpoBaHHoro HCA
rocygapCTBEHHOrO UM MyHMUMNANbLHOMO apxmBea.



8. Ucnonb3oBaHMe AOKYMEHTOB apXvuBa

8.1. MNoHATMe Ucnonb30BaHMA AOKYMEHTOB apxuBa

8.1.1. Vicnonb3oBaHne apXuBHbIX JOKYMEHTOB - MPUMEHeHNEe MHopMaLMN apXUBHbIX
OOKYMEHTOB B KYNbTYPHbIX, Hay4HbIX, MOMUTUYECKUX, IKOHOMMUYECKUX Lenax u ang
obecnevyeHnsa 3aKOHHbIX NPaB U UHTEPECOB rpaXKaaH.

8.1.2. [lokyMeHTbl apxXnBOB OpraHu3auum ABNAKTCS OTKPbITbIMU NS UCMONb30BaHUS
apxMBOM U1 nosib3oBaTensamMu. VIcknoveHmne cocTtaBnsieT AOKYMEHTUPOBAHHAA UHGopMauus,
OTHEeCeHHas 3akoHoJaTerNbHbIMW akTaMu K KaTeropmm orpaHM4YeHHoOro JocTtyna.

Mopsagok mcnonb3oBaHUA OOKYMeEHTOB ApxuBHOro ¢goHga Poccuickon depepaumn,
HaxXOAALWNXCA HA BPEMEHHOM XpaHEeHUMUM B OpraHusauusix, onpenenderca MMM Ha OCHOBE
HacTodawwmx MNpasun.

8.1.3. OCHOBHbIMW (hopMaMK UCMONb30BaHNSA JOKYMEHTOB apXmBa SBIISAIOTCA:

MHOPMNPOBAHNE PYKOBOACTBA M CTPYKTYPHbIX MNOApasgeneHnn opraHusauuu, a
Takke [pYyrux OpraHuvsauun O Hanuyum B apxmBax TeX WIIM UHbIX [OOKYMEHTOB U WX
coaepxxaHuu;

NCMOSHEHNe 3anpocoB rpaxaaH 1 opraHnsaumi coumansHO-NPaBoBOro Xapakrepa;

NCcnonb3oBaHMe JOKYMEHTOB B CpeAcTBaX MacCoBOW MHAbopMaLuu;

noaroTtoska MHAPOPMAaLNOHHbLIX MEPOMNPUATUIA: BbICTABOK, KOH(PEPEHUNN 1 ap.;

BblAava JOKYMEHTOB A5 paboTbl B YATaNbHOM 3arne apxvBa;

BblJa4a JOKYMEHTOB BO BPEMEHHOE MOfb30BaHue.

8.1.4. NHdopMmupoBaHME U UCMONHEHME 3anpoCOB PYKOBOAUTENEWN OpraHu3aumm u
CTPYKTYPHbIX MOApas3ferieHnin, a Takke ApYyrnx opraHusalmn OCyLEeCTBNAETCA apXvBOM MO
onpegeneHHon TemaTuke Mo 3anpocy WNKM B UMHMUMATUMBHOM Mopsiake B opme
WHPOPMALNOHHOIO MUCbMa WM CNpaBkKM O HanMMYMM B apxmBe COOTBETCTBYHOLLMX
AOKYMEHTOB.

NHopmupoBaHe pykoBoaUTENEN OpraHu3auMm MOXEeT MNpou3BOauUTbLCS B dpopMme
nepeyHsa 3arofioBKOB [en UM OOKYMEHTOB MO OnpederieHHOW TeMaTuke unv no Buaam C
yKaszaHneMm [faT AOKYMEHTOB W MOUCKOBBbIX AaHHbIX. B Heobxoaumbix criyvyasx gatoTcs
aHHOTaUuN.

3aronoBkn [OKYMEHTOB WnuM Aerli pacnosiaralTtcs B MNepevyHe He3aBUCUMMO OT UX
dOHOO0BOM MPUHAANEXHOCTU: MO XPOHOMOrmMnm cobbiTMA, NO BOMpocam, MO BuAaAM WNK
3Ha4YMMOCTM JOKYMEHTOB B 3aBMCUMOCTU OT 3arnpoca.

MHdopmupoBaHne pykoBoauTenenm MOXeT NpOou3BOAUTBCA Takke B opme
Tematmyeckon nogdbopku Konmi OoKymeHToB. Konum pacnonaralotcs B NIOTMYECKON
nocrnegoBaTenbHOCTU; K nogbopke Komuin npunaraetcs TUTYNbHbIA JIUCT, a Takke npu
HeobXxo4MMOCTN UCTopu4eckas cnpaeka, NepeyeHb 1 apyrme matepuansi.

lMepeyeHb, NNCbLMO, CnpaBKa, HanpaBrseMble BHYTPM OpraHu3aumu, nognucbiBaloTcs
3aBefyloWmMM apxvBOM; NPWU BbINOMIHEHUN 3anpoca OpYyron opraHv3auuu nucbMo, Cripaska,
nepedeHb, TemMatmyeckas noadopka KoM [OOKYMEHTOB MOAMMCLIBAOTCS 3aBeayLmMm
apXMBOM W HanNpasfilOTCA C COMPOBOAUTENbHBIM MUCbMOM 3a MOAMUCHLIO PYKOBOAUTENS
opraHusaumu.

8.2. UcnonHeHuMe 3anpocoB rpaxxaaH u opraHMsaumm couuanbHO-NPaBoOBOro
Xapakrtepa



8.2.1. NHdopmauua coumanbHO-NpaBOBOro xapakrepa Mo 3anpocam rpaxgaH u
opraHmsauum BblgaeTca B opMe apXMBHOM CpaBKy, apXUBHOW KOMUU N apXMBHOW BbINMUCKM.

ApxuBHas crnpaBka - JOKYMEHT, codepXallumMi apxXuBHYK MHopMauuio o npegmeTte
3anpoca, C yKasaHMeM MOUCKOBbIX [OaHHbIX [AOKYMEHTOB, Ha OCHOBaHWM KOTOPbIX OHa
coCTaBrieHa.

ApxuBHasi Konus - OKYMEHT, BOCNPON3BOAALLMNIN TEKCT NN n3obpakeHne apxXmBHOro
AOKYMEHTa, C yKa3aHneM ero noucKoBbIX OaHHbIX.

ApxuBHasi BbINUCKa - [OKYMEHT, [JOCMOBHO BOCMPOM3BOOSAWNA YacTb TeKcTa
apXMBHOrO [OOKYMEHTa, OTHOCSLUYKCA K onpefeneHHoMy BOMNpocy, dakTy unu nudy, C
yKa3aH1WeM MOMCKOBbIX JAaHHbIX JOKYMEHTA.

ApxuBHblE CNpaBKW, BbLIMUCKM M KOMWW BbIAAIOTCA HA OCHOBaHWW MUCbMEHHOTO
3anpoca nonb3oBaTenis, KOTOPbIN [OO0SMKEH coAepxaTb HauMeHoBaHue (1 agpec npu
nepecbifike) opraHvsaummn (apxuea), KOTOPOW OHUM ajapecoBaHbl; MU3MNOXeHue CcyllecTsa
3anpoca; amMunuio, UMs 1 0T4ECTBO obpallatoLLerocs; ero agpec, KOHTakTHble TenedOoHbl;
AaTy v NUYHYI0 NOANUCH.

O6palleHna rpaxgaH, B KOTOPbIX OTCYTCTBYKOT damunuu, agpeca u noanvcu
obpallalLWnXcs, CYMTAKTCA aHOHMMHBIMU U He NoAafexaT PacCMOTPEHWO; NPU JINYHOM
obpalleHun npu Hanuuum amunum 1 agpeca Hegoctawwasa MHpopMaums MOXeT 6biTb
BOCMOSTHEHa.

Cpok MCMOMHeHUs 3anpoCcoB  COUMAnbHO-NMPaBOBOrO  Xapaktepa rpaxgaH wu
opraHuMsauun No mMatepuarnam apxusa He JOSKeH npesbiwaTtb 30 AHen Co OHS perncTpauuu
obpaweHus. Npn CNoXHbIX 3anpocax CPoK MOXeT ObiTb NpoasieH, HoO He Bbonee yem Ha 30
AHen ¢ obas3aTenbHbIM yBegoOMIIeHneM 06 3TOM 3aaBUTENS.

CpoK WCMNOMHEHWs 3anpocoB C WCMOMb30BAHNEM TOJIbKO Hay4YHO-CMPaBOYHOrO
annaparta apxvBa - He 6onee 15 gHen ¢ MOMeHTa permcTpaunmn obpalleHms.

lMepecbinka HenpodUIibHbIX 3anpocoB NO NPUHALNEXHOCTU B ApYyrMe opraHusaumu
UNn apxmBebl, a Takke WUHopMupoBaHMe 06 3TOM 3aaBUTENS AOSMKHO OCYLLECTBRATLCSA B
5-AHEBHbIN CPOK C MOMEHTa obpalleHus.

8.2.2. ApxuBHbIE CnpaBKM COCTaBIIAITCHA HA OCHOBaHUW JOKYMEHTOB (MOASIMHHUKOB Y
3aBEepEHHbIX KOMUM), XpaHALWNXCH B apXuBe; UCMOMb30BaHWE He3aBepeHHbIX LOKYMEHTOB,
OTHOCALUMXCS K Bonpocy obpalleHusi, oroBapuBaeTcs B TeKCcTe cnpasku ("He3aBepeHHas
konnga"). [Mpu oOTCyTCTBUM B apxvmBe [OOKYMEHTOB, COAepXalwumx CBegeHust no
3anpawmBaeMoMy BOMPOCY, apXvMBHas CrnpaBka MOXeT ObiTb BbldaHa Mo XpaHALWMMCH B
apxuBe rne4yaTHbIM MaTepuanam, OTHOCAWMMCH K npeameTy obpalleHusi, C TOYHbIM U
NOJSIHbIM yKa3aHUeM UCTOYHUKA.

ApXuMBHbIE CMpaBKM COCTaBMASATCA NO YCTAHOBMEHHOW hopme (npurnoxeHune 42) Ha
GnaHke apXxMBHOM cnpaBky UNu odiem GnaHke opraHnsaumm.

B cnpaBke npuBogATCA HasBaHWA, AaTbl M HOMepa [LOKYMEHTOB W u3naralTcs
CBELEHMUS, UMEKLMNECA B Ha3BaHHbIX AOKYMEHTaX M OTHOCALUMECA K BOMpocy obpalieHus.
N3noxeHne gaeTcsa B XpOHOOrMYeCcKon nocriefoBaTeribHOCTU cObbITUI, @ HEe JOKYMEHTOB, B
KOTOpbIX OHW ocBeLlarTcs. [lonyckaeTcs nNpuBOANTL B CpaBKe BbIAEPXKKN U3 JOKYMEHTOB,
3aKkniyasd uMxX B KaBblukM. HasBaHuMs opraHu3aumm B TEKCTE ChnpaBkuM Mpu MEepBOM
ynotpebneHnn npuBOOATCA MOMHOCTbIO, a B CKOBKax WX oduumanbHO NPUHATBIE
COKpaLLeHNs; Npy NOBTOPHbLIX YITOMUHAHUSX - TONbKO COKpaLLEHHbIE.

B cnpaBky BKkro4aoTCA TOMbKO CBEAEHUSA, YNTOMUHAEMble B JOKYMEHTax.

B TekcTe apxmBHOW CnpaBKu He OOMYyCKalTCHd KOMMEHTapuu, COOCTBEHHble BbIBOADI
NCMONHUTENS NO COAEPXaHUIO UCMONb30BaHHbBIX JOKYMEHTOB.

[Mocne TekcTa cnpaBky NOMELLATCA apXMBHbIE LUNMPbI JOKYMEHTOB, MOCIYXUBLUNX
OCHOBaHMeM AN COCTaBfeHUd TekcTa cnpaBku (Homepa (PoHOO0B, onvcen U gen, a Takke
HOMepa NUCTOB B Aene).



ApxvBHasi  cnpaBka  nognuCbiBaeTCs  pykoBOAWUTENEM  opraHuvsauun  unm
nogpasfenieHnsi, B COCTaB KOTOPOro BXOOUT apxXuB, U PYKOBOAMUTENEM apxvmBa; npasBo
noanncu cnpaeBkM yCTaHaBNMBaeTCA B MonoxeHun o cnyxbe OOY wnm B nonoxeHum o6
apxmBe opraHu3aumn. CnpaBka 3aBepsieTCs neyaTbi OpraHmsauuun; BTOPOW 3IK3EeMNNspP
apXMBHOW CMpaBKM 3aBepPseTCs PYKOBOAUTENEM apxmBa M XpPaHUTCA B [enax apxuea B
COOTBETCTBUM C HOMEHKNATypoun aen.

8.2.3. ApxvBHble KOMUN W BbINMUCKA W3 OOKYMEHTOB BblAAlTCA B COOTBETCTBUU C
3anpocoM. MIgeHTMYHOCTb NOASIMHHUKY BblOAaHHbLIX apXMBHbLIX KOMWI M BbIMUCOK 3aBepsieTcs
noanuCbi0 PyKOBOAUTENS OpraHv3auun wunmM yrnosiIHOMOYEHHOro MM nuua (pykoBoauTens
nogpasgenieHnsi, B COCTaB KOTOPOro BXOAUT apXxmB) U repOoBOM NevaTbio opraHmsauni.

Bbinnucka npon3BoguTCA TOMbKO U3 OOKYMEHTA, B KOTOPOM COOEPXUTCA HECKOJIbKO
OTAENbHbIX, HE CBSA3aHHbLIX Mexay cobon BonpocoB. Bbinucka [ormkHa BOCNPOU3BOAMTb
NOJSIHbIN TEKCT YaCTu JOKYMEHTa, OTHOCALLLENCS K 3anpocy.

OTtgenbHble cnoBa M BbIpaXeHUs NOAMMHHOIO OOKYMEHTa, a TaKkKe WCnpaBfeHus,
NOAYMCTKM, BbI3blBaOLLME COMHEHNE B MX OOCTOBEPHOCTU, OroBapmBaloTCcsa crnosamu: "Tak B
AOKyMeHTe" unum "B TekcTe Hepasbopumeo".

MalLuMHONNCHBLIE apXMBHBIE KOMUW W BLIMUCKU M3roTaBnMBalTCs Ha OnaHke nucbma
opraHumsaumm c obo3HayeHMeM Ha3BaHus [okymeHTa: "ApxmBHast konus", "ApxuBHas
Bbinucka". NMpu N3roToBneHMn Kcepo- unm poTOKONUIN AOKyMeHTa GnaHk opraHu3auun, Kak
npasBuIio, HE NCNOSb3YyeTCs.

[Mocrne TekcTa apxXuBHOW KOMUM WNU BbINMUCKU YKa3blBAeTCA apXMBHbIA  LWINKP
AOKyMeHTa. Ecnv Konmsa unu BbinMcka 3aHuMMatloT 6onee ogHOro nucrta, apxvBHbIA WGP
yKasblBaeTcsa Ha 060poTe Kaxaoro nucta. Bce NUCTbI apXMBHOWM KOMWUM MW BbIMUCKN SOMKHbI
ObITb CKpenmneHbl, NPOHYyMepPOBaHbl 1 HA MECTE CKpenneHnsa 3aBepeHbl apXUBOM.

8.2.4. ApxuBHble CnpaBKu, KOMUN N BBIMNCKU U3 apXUBHbLIX JOKYMEHTOB HanpaBnsaTCs
3asBUTENAM MO MNOYTE C COMPOBOAUTEMBbHLIM MUCbMOM, MOAMUCAHHBIM PYKOBOAUTENEM
opraHvsauMm wunuM CTPYKTYPHOro noapasferneHnsd, B COCTaB KOTOPOro BXOAUT apXuB.
ApXMBHbIE CMPaBKX, KOMUM N BbIMUCKU MOTYT Bbl4aBaTbCs MOA PACMMCKY Ha PyKuU 3asBUTENSM
npu npeabsiBlieHAN nacrnopta WNU MHOrO OOKYMEHTa, YAOCTOBEPSIOLWEro JIMYHOCTb; WX
POACTBEHHUKAM WM OOBEPEHHbIM NiMuam nNpu nNpeabsBrAeHUn HoTapuarnbHO 3aBEPEHHOMN
AOBEPEHHOCTU, OPOPMIIEHHON B COOTBETCTBUMN C 3aKOHOAATENIbCTBOM.

MonyyaTenb apXxvMBHOMW CrpaBKW, KOMWW WM BbIMUCKU pPacnuUCbiBAaeTCA Ha BTOPOM
aK3emnnspe nonyyaeMmoro AoKyMeHTa, OCTaloLleMcs B Jenax apxvmBa, C ykadaHMeM JaHHbIX
nacnopTa Unu gpyroro OKYMeHTa, yAOCTOBEPSAIOLLErO JIMYHOCTb Nnony4vartens.

8.2.5. ApxuB B COOTBETCTBMM C 3aKOHOOAATENLCTBOM ObecnevMBaeT: NpaBo rpaxaaH
Ha OOCTYN K LOKYMEHTMPOBAHHOW MHGOPMAaLMM O HUX; NPABO 3HATb, KTO M B KaKMX LEensix
ncrnonb3yeT N Ucnosnb3osasn 3Ty nHgopmaumo. OTKas rpakgaHuHy B JOCTYNe K JOKYMeHTaMm
0 HEM MOXeT BbITb 06xanoBaH B cyaebHOM nopsaake.

ApxuB opraHusaumm obsiszaH npegocTaBuTb MHGOpMaumo BecnnaTtHo no TpeboBaHMto
TeX opraHusauuin 1 nuu, KOTopbiX OHa kacaeTcs. OrpaHn4YeHnsa BO3MOXHbI NULb B Cryvasx,
npegyCMOTPEHHbIX 3akoHoaaTenbCcTBOM Poccuinckon degepaumn. ApXmB MOXET UCMOSTHATb
TemMaTU4eckme 3anpocbl PUOUMYECKMX §NUL, a Takke 3anpocbl (U3MYECKUX nul
UMYLLIECTBEHHOIO 1 (PMHAHCOBOro XapakTepa Ha NraTHOW OCHOoBe. [lepeyeHb Takux ycrnyr u
pasmMep onnaTbl YTBEPXOAKTCHA PpyKOBOAUTENEM OpraHmM3auuu.

8.2.6. [onyckaeTcs uM3bATUE M3 apXUBHbLIX AeN M Bblgaya Bragenbuam unm ux
POACTBEHHMKAM  MOAMMHHBIX JIMYHBbIX OOKYMEHTOB O rpaX4aHCKOM COCTOSAHUKM, 06
obpasoBaHuM, TPYAOBbLIX KHWKEK W OpYruX, He MOMy4YeHHbIX B CBOe Bpems Bnajenbuem
AOKYMEHTOB.

MoanvHHble nNW4YHble OOKYMEHTbl BblATCA C  paspelleHna  pykoBoauTens
opraHuMsauun  3asBUTENAM N0 NpeabsaABfeHUMM  nacnopta, WHOMO0  [OKYMEHTa,
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YOOCTOBEPSAIOLWEro JIMYHOCTb, UX POACTBEHHMKAM WNU LOBEPEHHbIM Nuuam HoTapuarbHO
3aBepeHHON [oBepeHHOCTU. [lognvHHbIE §WYHblE [AOKYMEHTbl MOryT ObiTb BbICNaHbI
3asBUTENO UEHHbIM MUCbMOM.

OpraHamu npasonopsigka U3 apxmea MOryT BbiTb U3bATbI JOKYMEHTbI B COOTBETCTBUN
C 3akoHogaTenbcTBOM Poccuickon ®epepaunu.

Ha mecTo u3bATOro JoKymMeHTa B [eno BKraAblBaeTcs cripaBka O Bblgaye, CHATas C
HEro KOMuMs WM B YYETHbIX apXMBHbIX [OKYMEHTax pfernaetcs oTMeTka 006 wusbaTtum,
YKa3blBalOTCA HOMep, faTa M Ha3BaHWe [OKYMEHTa-OCHOBaHWA AN U3bATUSA, a Takke
pacnucka nosiydyatensa JoKyMeHTa (Mpy NUYHON nepegade).

8.2.7. lpwn oTcyTCTBUN B apxuBe 3anpallmBaeMblX CBeLeHUN oTpuuaTernbHbI OTBET
cocTtaBnsieTca Ha GnaHke nucbMa opraHmsaumn. B Hem ykasbiBaeTcsi (pakT OTCyTCTBUA B
AOKYMEeHTax apxvmBa WHTEPECYOLUX 3asBUTENA CBEAEHUA U OalTCa pekoMeHpauuu, Kyaa
cnegyeT obpaTtuTbca 3a HeobxoamMmon uHgopmaunen. B cnyyasax oTpuuaTenbHOro oTeeTa,
cofepxallero ceefieH1si 06 OTCyTCTBUM B apxmBe HEOOXOANMbIX JOKYMEHTOB BCreACTBME UX
rmbenun unu ytTpatbl, TEKCT NUCbMa OOSMKEH OblTb 3aBEpeH nevaTbio OpraHM3aumu.

8.3. PaboTa untanbHOro 3ana apxmea

8.3.1. B uensax cosgaHusa ycnoBun And paboTbl cneunanucToB (nonb3oBaTternen)
HenocpeacTBEHHO B apxuBe CO30aeTCd  uuTanbHbii - 3an  (NPOCMOTPOBLINM  3an,
KOMMbIOTEPHBLIW  3an, nMOoMeleHne And npocnywmBaHna (OHOOOKYMEHTOB W Ap.),
000pyOBaHHbLIA  COOTBETCTBYOLMMN  TEXHUYECKUMWU  cpeacTtBamMm  anst  paboTtbl C
MUKPOKOMUAMMN, 3NEKTPOHHbIMU, ayaN0BU3YyarnbHbIMU U UHBIMU JOKYMEHTaMM.

Pacnopsgok paboTbl YaTanbHOro 3ana yctaHaBnMBaeT PyKOBOAUTENb apXuBa.

[Mpn oTcyTCTBMM B apxmBe crneumnaribHO BblAENEeHHOro NoMeLleHUs YuTanbHOro 3ana
paboTa nonb3oBaTenen C [OOKyMEHTaMuM MNPOM3BOAUTCA HEMNOCPEACTBEHHO B paboumx
KOMHaTax apxuBa, Ans 4ero obopyayeTtcst COOTBETCTBYyIOLLee paboyee MecTo.

8.3.2. B untanbHOM 3ane apxmBa MOryT paboTaTtb Kak COTPYAHUKM OpraHn3auum, Tak u
nccregoBaTenn U3 HayvHblX U UHbIX OpraHn3auum Unmn YacTHble nuiua.

lMonb3oBaTenu AOMNYCKalTCA B YMTaNbHbIA 3an Ha OCHOBAHWUW FIMYHOIO 3asiBfEHUS;
nonb3oBaTenu, Beayline HayyHyto paboTy B COOTBETCTBMM C NSIAHOM HayYHbIX yYpeXaeHUn
UM BbINOSHAKOWME CNYyXebHble 3afaHus, NpPeacTaBnsloT MUCbMO  HanpaBMBLLEN UX
opraHusauun; COTPYAHWKN opraHM3aunm OOMyCKalTCA B YMTamNbHbIM 3an rno npeabaBieHnu
cnyebHoro yaocToBepeHus.

B nuyHOM 3asBneHMM wnu nucbMe YykasblBalOTCA amMunusa, UMH, OT4eCTBO
nonb3oBaTens, LO/MKHOCTb, HAay4yHOE 3BaHWe, y4YeHasi CTeneHb, TeMa U XPOHOMOrm4yeckune
paMKu nccnegoBaHus.

PaspeweHne Ha paboTy B uumTanbHOM 3ane [[aeT 3aBeayluwui apxXuBoM Ha
HeobXxo4MMbI NONb30BATENO CPOK, HO, Kak npaBuno, Ha 1 rog co aHs odopmnenuns. Mpu
HeoBXO0OMMOCTM NPOANEHUS CPOK COrfnacoBbiBaeTCs C 3aBedyloluM  apxXuBOM  Un
COTPYAHMKOM YUTaribHOro 3ana.

8.3.3. ApxuB opraHmsaumm npenocTaBnsieT LPUOANYECKUM MU (PUNYECKUM NULam
AN UCMOoNb30BaHUS B YMTarnbHOM 3ane, B TOM Yucne A5 U3roToBeHUst KOMUNM, BbIMUCOK,
OTKPbITble AOKYMEHTbI, yYTEHHbIE N NpoLlefLlne HayYHO-TEXHUYECKYD 00paboTKy, nmetroLme
CMpaBOYHUKM 1 Apyrue NoucKoBble CpeacTBa.

OTkas nnun oTcpoyka B Bblgaye JOKYMEHTOB AOMYCKAKOTCA B Criyvasx:

NX MIoxXoro oM3n4eCcKoro COCTOAHUS;

OrpaHUYEeHU Ha UCMONb30BaHME, YCTAHOBJSIEHHbIX 3aKOHoAAaTenbCTBOM Poccuinckon
depepaumm nnn poHaoobpasoBaTtenem npu nepegade JOKYMEHTOB Ha XpaHEHWE;



NMoNb30BaHUA [OKYMEHTaMu COTpyAHUKaAMU apxvBa OMS BbINOMHEHUS CNYXeOHbIX
3ajaHui;

BblJa4yn [OOKYMEHTOB BO BpPEMEHHOe MoJSfib30BaHWe Wnu ApyroMmy Monb3oBaTento B
ynTanbHOM 3ane.

OTka3 apxuBa B NpeaocTaBneHUN AOKYMEHTOB [OMKEH ObiTb BblAaH B NMUCbMEHHOW
dopme ©n cogepxaTtb MNPUYUHBI OTKasa, CPOK AOEUCTBUS OrpaHUYeHun, rpuandeckoe
OCHOBaHWe OrpaHNYeHnin, a Takke Nopsagok obkanoBaHUA OTKasa.

8.3.4. Ha kaxxgoro nonb3oBaTens B 4YMTanbHOM 3arne apxuBa, Kpome paboTHMKOB
opraHusauunu, 3aBoauTCAa KapToyka (npunoxexHue 43).

8.3.5. [Jena n3 xpaHunuiia BblgalTC Ha OCHOBaHWWU 3anofiHeHHoOro 6raHka 3akasa
(npunoxeHve 17) 1 y4nTbIBAKOTCA B KHUre Bblgavn gen n3 xpaHunuiwa (npunoxexve 19).

8.3.6. Kaxxgoe BblgaBaeMoe M3 XpaHunuuwia B YnTasnbHbIA 3an Oeno OOSHKHO UMETb
NNCT Ucnonb3oBaHua gena (npunoxeHue 20).

8.4. Bbipaya pnen BO BpeMeHHoe nosib3oBaHune

8.4.1. [lena BbIJaOTCA BO BPEeMEHHOE MNOSib30BaHWE CTPYKTYPHbIM rnoapasfeneHnam
opraHu3aumm Ha cpok, He npesbiwatowmn 30 gHen. Cpok MoXeT ObiTb NPOANEH apXMBOM
nocre 03HaKOMIIEHUS C COXPaHHOCTbIO Aern, HO He Gonee Yem Ha 30 aHen.

8.4.2. Bbigpaya pen BO BpeMeHHOe MoJSfib30BaHWE [PYrMM opraHuvsaumsm Mo ux
NMUCbMEHHOMY 3anpocy odopMnsaeTca aktoM (npunoxeHue 18). AKT cocTaBnsieTcs B OBYX
aK3emnnspax, OAUH U3 KOTOPbIX NepedaeTcs nonyyaTento, a Apyron octaetcs B apxuse. AKT
noanuceiBaeTcA pyKkoBOOMUTENAMU  OpraHu3aumm, nepegawowern  OOKYMEHThI, n
opraHuMsauun-nonyyaTens; NoANNUCK CKpennaTca repboBbIMM NeYaTaMM OpraHn3aumnn.

[ena BbligaoTcs Ha CPoK He Bonee Tpex MecsLEB.

8.4.3. lpwn BblOa4e gen BO BpeMEHHOE MoNb3oBaHME Kaxaoe Oeno 3aHOCUTCHA B KHUTY
BblAaun gen u3 xpaHunuwa (npunoxeHve 19), a Ha MecTo BblaBaemoro gera nomeLlaeTcs
OTAEeNbHAA ANa KaXaoro gena kapra-zamectutens (npunoxenune 21). KapTbl-3aamectutenm
XpaHATCA B apxuBe 0O MWHOBaHUSA HagoOHocTu. CocTosiHMe BO3BpaLlaeMblX B apxXuB Oen
AOJTKHO BbITb MPOBEPEHO B MPUCYTCTBUK NMLA, BO3BpaLLaloLLero Aeno.

8.4.4. Kaxxgoe BblgaBaeMoe M3 XpaHunuwia Afsi BPEMEHHOINo MUCMONb3oBaHUA Oeno
AOJTDKHO MMETb NINCT ucnonb3oBaHna aena (npunoxeHue 20).

8.5. Ucnonb3oBaHWe AOKYMEHTOB apxuBa npu noaroTtoBke UHPOPMaLMOHHbIX
MeponpusTUn, B cpeacTBax MaccoBOoW MHopMaLmMm U ny6MKaumoHHON
OeATenbHOCTH

8.5.1. ApxuB opraHmsyeT UCMNONb30OBaHWE [OOKYMEHTOB MNpM  MNOLrOTOBKE
MHPOPMALUNOHHBLIX MEPONPUATUI, BbICTABOK, B CpeCTBaX MacCoBOM MHpopMaunn, a Takke
nx nyénvkaumto.

Pabota npoBoguTCA Kak CaMOCTOSATENbHO, Tak W COBMECTHO C ApYyrumu
opraHu3aumsaMmn Unn rocygapcTBeHHbIM apxXnBoM. Ha BbICTaBkax MCNOMNb3YKTCA NOAMNHHUKA
NN KON JOKYMEHTOB, M3roTaBnmBatoTCa anb00Mbl, NNakaTbl, guarpaMmmei.

8.5.2. CoBMeCTHO CcO cpeacTBaMu MaccoBon uHdoOpMauuM apxuB onpegenseT
Tematuky, o6bemM W CPOKM MNOArOTOBKM MaTepuanos; TeEMaTMka W CPOKM YTBEPXKOAKTCS
pykoBogutenem opraHusaumn. B 9Kk3emnndpax cratem v gpyrux  martepuanos,
NnoaroToBrEeHHbIX ANs  CPeAcTB  MacCoBOW  MHOpMauuu, OCTalLWMXCA B apxuse
opraHu3auunu, ykasblBalOTCHA MOUCKOBbIE [aHHbIE MCMONb30BaHHbIX OOKYMEHTOB, a TaKke
Aarta u mecto nybnukaumu.



8.5.3. ApxuB opraHusauMm MOXeT CaMOCTOATESIbHO WM COBMECTHO C ApYrnmu
opraHMsaunamMiM npoBoAMTb paboTy MO MOArOTOBKE AOKYMEHTasnbHbIX NybGnukauuin.
Hanbonee pacnpoctpaHeHHOW hopmon 3aTon paboThl ABNAETCA NOATOTOBKA XXYPHanbHbIX U
raseTHbIX Nybnvkaumin OOKYMEHTOB. B oTAenbHbIX criydasix MOryT msgaBaTtbCA COOPHUKM
AOKYMEHTOB. Mpwn noaroToBke OOKYMEeHTarbHbIX ny6nvkauun Heobxoaumo
PYKOBOACTBOBATLCA COOTBETCTBYHOLMMN NpaBuiiaMm padoTbl roCyaapCTBEHHbIX apXUBOB.

8.6. YueT ucnonb3oBaHuA Aen v OKYMEHTOB apxmuBa

Y4yeT ucrnonb3oBaHus Oen U OOKYMEHTOB apxuBa BeOEeTCHA B Crnefylowmx YYeTHbIX
dopmax:

- KHUra Bblgaym gen ns xpaHunuiwa (npunoxenuve 19);

- JKypHan peructpauuu BbldaHHbIX KOMWW, BbLINUCOK, CNPaBOK, TEeXHUYEeCKUX
mMartepuanos (npuroxeHue 44);

- XXypHan perucrpauum noceLleHnmn YntanbHoro 3ana (npunoxexve 45).

9. Nopsagok nepegaym JOKYMEHTOB apXxuBa Ha NOCTOSAAHHOE XpaHeHue

9.1. [OokymeHTbl ApxmBHoro c¢oHaga Poccunckon degepaunn, BpemMeHHO
HaxoAdALLMECS Ha XpaHEHMM B apXuBe opraHu3aumm, nepenaroTcs Ha NOCTOSAHHOE XpaHeHMe.

9.2. ApxuB opraHusauum nepegaeT Ha [MOCTOSAHHOE XpaHeHWe [OOKYMEHTbl B
rocygapCTBeHHbI  (MyHUUMNAnNbHbIA)  apxvB, AONA  KOTOPOro [AaHHas opraHu3auus -
doHaoobpasoBaTenb ABNAETCA MCTOYHUKOM KOMMIEKTOBAHUS.

9.3. [JokyMeHTbI nepearnTca Ha NOCTOSAHHOE XpaHeHWe B rocyfapCTBEHHbIN apXuB B
ynopsag04YeHHOM COCTOSSHAM C  COOTBETCTBYHOLLUMM HAYy4HO-CMPaBOYHbLIM annapatoMm u
CTPaxoBbIMX KOMUSIMN Ha 0COBO0 LiEHHbIE U YHUKASbHbIE JOKYMEHTDI.

9.4. YcraHaBnuBalTCa cnegywwme npefernbHble CPOKA BPEMEHHOrO XpaHeHus
apXMBHbIX JOKYMEHTOB B OpraHM3aumnsax:

apxmBHble OOKYMeHTbl dhefepanbHblX OpraHOB rocydapCTBEHHOM BMacTu, a Takke
apxvBHble [OKYMeHTbl [eHepanbHOW npokypatypbl Poccuinckon ®depepaunmn, opraHoB
rocydapCTBEHHOM BRacTM W MpokypaTyp  pecnybnuk, OTpacneBblX  akagemuin,
rocyaapCTBEHHbIX 00 beANHEHUN, YUPEXOEHWIA, OPraHn3aumi n NpeanpusaTi denepansbHoro
n pecnybnmkaHcKoro nogynHeHus - 15 ner;

apxXmMBHble [OOKYMEHTbl OpraHoOB [OCyAapCTBEHHOW BNacTM W NPOKypaTyp Kpaes,
obnacten, ropogoB enepanbHOro 3Ha4YeHus, aBTOHOMHbIX O6nacTten, aBTOHOMHBIX
OKpYroB, MNpoOKypaTyp, [rOCYOapCTBEHHbIX YYpPeXOEeHUW, opraHusaumn wn npeanpuaTum
KpaeBoro M 06nacTtHOro nogYMHEHWsl, MOAYMHEHUA aBTOHOMHOW 06MacTM M OKPY>KHOMO
nogymHenus - 10 ner;

apxmBHble  OOKYMEHTbl OpraHoB MECTHOrO  CaMOYrNpaBfeHus,  YyYpexaeHun,
opraHmsauunun, NnpeanpuaTUin ropoacKkoro N pamoHHOro NOAYMHEHUS, NPeanpPUATUIA CENbCKOro
X03amncTBa - 5 neT;

3anMcu akTOB rPaXXOaHCKOro COCTOSIHUSA, OOKYMEHTbI MO JIMYHOMY COCTaBy, 3anucu
HOTapuanbHbIX 4EUCTBUA 1 cyaebHble fena, NOXO3SNCTBEHHbIE KHUMM - 75 neT;

apxvBHble OOKYMEHTbl, OOpasoBaBLUMECH MNPU OCYLLECTBMEHUN AOEATENbHOCTU
COBMECTHbIX (C yyacTmem rocygapcrtsa) npeanpuaTtuii, opraHusauun mn obbeamHeHun
CMeLlaHHbIX opM COBCTBEHHOCTW, B YCTAaBHOM KanuTane KOTOpbIXx npeobrnagaet gons
dhenepanbHON UNn rocyaapcTBeHHOM cobcTBEHHOCTH, - 10 neT;

Hay4Hasi, TeXHonormyeckasi U nateHTHas gokymeHtauus - 10 nert;

KOHCTpYKTOpCKasa JOKYMeHTauus - 15 ner;



NpoeKkTHaa JOKYMEeHTaLUuMs Mo KanuTanbHOMY CTPOUTENbCTBY - 25 neT;

TenemeTpuyeckas JOKyMeHTaums - 5 ner;

KMHOAOKYMEHTbI, (POHOOOKYMEHTbI U BuAeOdOHOrpammbl - He 6Gonee 3 net co
BPEMEHW N3rOTOBIIEHUS;

POTOAOKYMEHTHI - 3 roaa;

AOKYMEHTbI Ha MaLUMHHbLIX HOCUTENSX - 5 ner.

9.5. B Heob6xo4MMbIX Criyqasix CPOKM BPEMEHHOIO XpaHeHUst LOKYMEHTOB MOryT ObiTb
N3MEHEeHbI MO COrracoBaHUIO C COOTBETCTBYHOLUMM OpraHoM yrnpasBfeHUs apXuBHbIM OeroM
NI apXUBHBIM y4pexgeHueM.

[docpoyHas nepegadya [OOKYMEHTOB Ha MOCTOSIHHOE XpaHeHue MoXeT ObiTb
OCyLLIeCTBMIEHa Npwu yrpose yTpaTbl (YHUYTOXEHMS) OOKYMEHTOB, a Takke no npocbbe
opraHusauumn Ha JOroBOPHOM OCHOBE.

[MpooneHne CPOKOB BPEMEHHOro XpaHeHuUst [OOKYMEHTOB [oryckaeTcs B Buie
UCKITIOYEeHNs B criydae HeobxoOuMMOCTW NPaKTUYEeCKOro WCMNOMb30BaHUA [OKYMEHTOB
opraHusauunen Nno NUCbMEHHOMY pa3peLleHUIo rocy4apCTBEHHOIO apxmBea.

9.6. [HOKyMeHTbl MOCTOAHHONO  XpaHEeHUs  roCydapCTBEHHOMW  opraHusauuu,
n3mMeHuBLLEN POPMY COBCTBEHHOCTU (@KLMOHMPOBAHHOW, NPUBATU3NPOBAHHON), XPaHATCS B
HerocyapCTBEHHON opraHu3aumu, a 3atem, No UCTeYEeHUN npeaernbHbIX CPOKOB BPEMEHHOMO
XpaHeHus B opraHusaumm (cm. . 10.3), nepegatoTcs B rocyfapCTBEHHbIN apXuMB.

9.7. llpn nukBMpgaumm opraHn3aunMm ee [OOKYMEHTbl noanexar nepefjadye B
opraHu3aumio, ABMAIOLYIOCS ee NPaBonpPeeMHUKOM.

9.7.1. Mpn nukBngauum opraHnsaumn, SABNAKOWENCS WUCTOYHUKOM KOMMIIEKTOBAHUS
rocyaapCTBeHHOro apxmBa, 6e3 npaBonpeemMHunka JOKYMEHTbl MOCTOAHHOIO CpoKa XpaHeHUs
N OOKYMEHTbl MO fIMYHOMY COCTaBy MepefarTCcd B apXuB BblECTOsIWEN opraHusaumn. B
crnyyae HeBO3MOXHOCTW nepeaayvm JOKYMEHTOB B BbILLIECTOSALLYHO OpraHn3auuio No peLleHnto
Komuccun, obpasoBaHHOM AN nepefayn gen n umyllectsa (NIMKBUOALWOHHON KOMWUCCUM),
cornacoBaHHOMY C COOTBETCTBYHOLIMM OpraHoM YnpaBrieHUs apXvMBHbIM [efloM, 3Tu
AOKYMEHTbI NepeaarTcs B rocyapCTBEHHbIM apXumB.

9.7.2. [OKyMeHTbl MO JIM4HOMY COCTaBy JMKBUANPOBAHHOW OpraHu3aumm npu
OTCYTCTBMM NpPaBOMpeeMHMKa W BbILWECTOALWEN OpraHu3aumMm nepenarnTcs Ha BpeMeHHoe
XpaHeHue B crneunanms3npoBaHHbIn apxmB (LEHTP) AOKYMEHTOB MO NMYHOMY COCTaBy, a npu
ero OTCYTCTBMM - B FOCyJapCTBEHHbIV apXmB.

9.7.3. YHMYTOXEHNE OOKYMEHTOB C HEUCTEKLWMMU CpPpOKaMu BPEMEHHOro XpaHeHus
opraHusauun, nukenmampyemblx 6e3 npaBonpeemMHuka, NpPOBOAUTCH TOSbKO MO PeLUeHUto
COOTBETCTBYHLLErO OpraHa UCnonHUTenbHon Bnactu cybbekta Poccuinckon degepaumm nnm
MyHUUMNanbHOro obpasoBaHMs U OPOPMIISETCS akToM C  MNPUITOXKEHUEM  OMUCKU
YHUYTOXaeMbIX JOKYMEHTOB.

9.7.4. [oKyMeHTbl nukBMgmpyemon 6e3 npaBonpeemMHnKa opraHmsauuu, CpokK
XpaHEeHUs1 KOTOPbIX HAa MOMEHT JIMKBUAAUUM UCTEK, YHUYTOXalTCA B nopsake,
yCTaHoOBJIEHHOM B M. 2.4.1 - 2.4.7 HacToswmx [Npasun.

9.7.5. OpraHuzaumio ynopsiaoveHna [OOKYMEHTOB JMKBUOAMPYEMOW OpraHusauuu,
nepegadv Mx Ha XpaHeHWe UNN YHUYTOXEHME OCYLLEeCTBrsSeT NUKBUAAUMOHHAs KOMUCCUS,
KOoTopasi MOXeT 3aKniounMTb AOroBop Ha 3Ty paboTy ¢ opraHu3dauuwen (pmsmyeckum nuuom),
MMeEILLEeN COOTBETCTBYIOLLYIO NTIULIEH3UIO, UMW FOCYAapCTBEHHbLIM apXMBOM.

9.8. lNepegavya OOKYMEHTOB MOCTOAHHOIO XpaHEHUS B roCyapCTBEHHbIA apXuB, Kak
npaBuo, OCYLLECTBNAETCHA €XerogHo B COOTBETCTBUM C MMAAaHOM-rpadnKoMm, yTBEpPXKOAEeHHbIM
pyKOBOAUTENSAMW OpraHuM3auum U COOTBETCTByWOWEero apxmea. B opraHusauusx c
HeboMbWNUM 06BLEMOM eXerogHo 06pas3ylLWNXCa OOKYMEHTOB MOCTOSIHHOMO XpaHeHus no
cornacoBaHuo C rocygapCTBEHHbIM apXMBOM J0OMNyCcKaeTcs nepefadya LOKYMEHTOB OOMH pa3
B NATb NneT.



Hay4Ho-TexHu4eckas v crneumnanbHaa JOKYMeHTauna nepegaeTcs, Kak npaBuno, OaunH
pas B NATb NneT.

9.9. [lokymeHTbl nepefarwTCcs B roCydapCTBEHHbIM apxuB Mo yTBepxaeHHbiM MK
apXMBHOIO y4pexaeHnsa onucam gern.

Mpn nepBon nepegade [OOKYMEHTOB B rOCydapCTBEHHbIM apxvB nepenaeTtcy
ncTopuyeckas cnpaska Ha apxuBHbii poHA opraHusauuun. Npu nocnegywwmx nepegadax
AOKYMEHTOB [aeTcs AOMOMHEeHNE K MCTOPUYECKON cripaBke O NpoucLlleLlnX U3MEHEHUAX B
Ha3BaHUM, QYHKUUSAX, CTPYKType, MNOAYMHEHHOCTM OpraHu3aumm, COCTaBe WU COCTOSIHUW
AOKYMEHTOB.

Mepemava gen npoBoAMTCA MoeduMHUMYHO. Ha Bcex ak3emnnspax onucu genarTcs
OTMETKN O NpuemMe JOKYMEHTOB B rOCyAapCTBEHHbIN apXuB.

Mpuem  OOKYMEHTOB  Ha  MOCTOAHHOE  XpaHeHue  oopMNAeTcsa  aKToM
npuemMa-nepegayv gen.

Ecnv npun nepegnaye obHapyXeHO pacxoxaeHne mMexay UTOroBOW 3anuchbio B ONUcKU 1
hakTU4YeCKMM Hanu4nem nepenaBaeMbix en, B ONUCK AeNnaeTca HoBas UToroBas 3anuchb, B
KOTOPOW YyKasblBalOTCHA (pakTUYecKoe Hanuume u Homepa OTCyTCTBywwWwmMx aen. Homepa
OTCYTCTBYIOLMX [eNn OoroBapuBalTCA B akTe npuemMa-nepefaym [OOKYMEHTOB Ha
rocydapCTBEHHOE XpaHeHWe; MPUYUHBbI UX OTCYTCTBUS - B MpUMaraeMon K akTy crnpaske
opraHusaumu.

ApxuB opraHmsaumm npuHUMaeT Mepbl Mo PO3bICKY AOKYMEHTOB. Ha oTcyTcTByoLwme
AOKYMEHTbI, Mepbl MO PO3bICKYy KOTOPbIX HE Aanu pe3ynbTaToB, COCTaBNAETCA akT 06 yTparte
AOKYMEHTOB. YTpayeHHble NOANMMHHUKN JOKYMEHTOB MOryT OblTb 3aMeHEHbI UX KOMUSMMU.

9.10. llepen nepepadenn OOKYMEHTOB Ha MOCTOSIHHOE XpaHeHWe COBMECTHO C
npegcraButenemM rocyadapCTBEHHOrO apxveBa NPOBOAUTCA MpoOBepka MpaBUIIbHOCTU
Hay4HO-TeXHMYecKon obpaboTkmn aen, mM3ny4eckoro n CaHMTapPHO-TMMIMEHNYECKOrO COCTOSHNSA
AOKyMeHTOB. [pn obHapyxeHun OedeKTOB COCTaBNAETCA akT; YyCTpaHeHWe oBHapyXeHHbIX
AedeKkToB NpoBOAUTCH CUTaMn opraHmM3aunu.

9.11. BmecTe C JOKyMeHTaMu nepeaarTcs TpU aK3eMnnsapa onvcu U OANH 3K3eMNIsp
aKTa npuema-nepegadv gen.

10. OpraHunsauusa paboTbl apxuBa

10.1. Co3paHue apxmBa opraHm3auum

10.1.1. PaboTta apxvBa opraHu3yeTcsi B COOTBETCTBMM C NOMOXEHNeEM 06 apxumBe.

B nonoxeHune o6 apxuse BkNtoYaloTCs criegyrowme pasgensi:

OCHOBHbI€ MOSTIOXKEHUS;

COCTaB [JOKYMEHTOB apXxmBa;

3ag4aun n PyHKUUN apxXmBa;

npasa apxmBa;

opraHusauunsa paboTtbl apxmBa.

Mpn HeobGxoguMoOCTM nonoxeHne 06 apxvBe MOXET [AOMNOSHATLCA ApYyruMun
pasgenamMu.

10.1.2. lMNMonoxeHne o6 apxuBe, SABASKOLWEMCS HPUONYECKAM JIMLIOM, CTPYKTYPHbIM
nogpasgeneHneMm wunu dactblo cnyxboel [JOY, cornacoBbiBaeTCcs C COOTBETCTBYHOLLMM
yupexgeHmem denepanbHoOn apxmBHOM crnyxbbl Poccuiickon ®epepaunn n yteepxaaeTcs
pykoBoAMUTENEM OpraHusauuu.

lMonoxeHne O LeHTpanbHOM apxuBe (apxuBe) hbegepanbHOro opraHa Bractyu unm
opraHa Bnactu cybbekta Poccunckon ®epepaumu, LEHTparbHOM OTpPacneBOM apxuBe,



OTpacrneBOM apxuBe oOpraHa ynpaeneHuss cybbekta Poccunckon denepauumn [AOMKHO
cornacoBbiBaTbCsl COOTBETCTBEHHO C PocapxvBOM, apXMBHbIMM OpraHamu cyObekToB
Poccunckon ®epepaunn.

10.1.3. PykoBoguTenb apxmBa HasHa4yaeTCA Ha AOSMKHOCTb M ocBoboxpaetcs oT
OOJDKHOCTM MPUKaA3oM PYKOBOAUTESNS OpraHu3auuyM no npenctaBreHnto COOTBETCTBYHOLLNX
AOJDKHOCTHbIX N,

PykoBoantenb apxvBa opraHudyeT paboTy apxuBa W HeceT nepcoHarnbHYyO
OTBETCTBEHHOCTb 3a BbIMOSIHEHNE BO3IOXEHHbIX HA apXuB 3agau.

10.1.4. Jlnuo, oOTBETCTBEHHOE 3a apxmB, Ha3Ha4yaeTCA Ha 3Ty [AOOIMKHOCTb W
ocBoboXxaaeTcs OT OOSMKHOCTM NpuKa3oM pykoBoauTenst opraHmsaummn. OTBETCTBEHHbIN 3a
apXxvMB MPOXOAUT MHCTPYKTaX, a B HEOOXOOMMbIX Crydasx CTaXWpOBKY B rocyaapCTBEHHOM
apxmBe, B KOTOPbIA NepenarnTca JOKYMEHTbI OpraHM3aummn Ha rocygapCTBEHHOE XpaHEHMeE.

10.1.5. Ha umetowmecs B apxmBe [AOSMKHOCTM COrMfacCHO LWTATHOMY pacnncaHuio
COCTaBMATCA AOSMKHOCTHbIE MHCTPYKUMW, B KOTOPbIX YKasbiBalOTCA Buabl pabor,
BO3naraemble Ha paboTHMKa apxuBa, ero 0693aHHOCTM 1 npasa.

[OMKHOCTHbIE MHCTPYKLUUKM COrNacoBbIBAKOTCA C IOPULMYECKON CNyXbon opraHmM3aumnm
N yTBEpXOalTCsd COOTBETCTBEHHO PYKOBOAMTENEM oOpraHvsauumn (ecrnv apxmB SBrsieTcH
CTPYKTYPHbIM nogpasgenieHmem), pykosogutenem cnyxobl [JOY, yacTblo KOTOPOW ABNSAETCA
apxmB, pykoBoguTenem apxusa (ecrnvm apxms SBMSETCH ydYpeXaeHNeM).

10.1.6. OcHoBHbIMM bOopMamMu MOBbIWEHNA KBanudukaunum paboTHMKOB apXuBOB W
cnyx6 JOY B COOTBETCTBMM CO COXMBLUEWCA MPaKTUKOW SABNAOTCA: OTPacneBOW LEHTP
noBbIlLEHNS KBanudukaumm PocapxmBa, MHCTUTYTbl MOBbLIWEHUA KBanudukauum, Kypcol,
coBeLLaHns, ceMNHapbl.

MoBbiweHne KkBanugukauunm paboTHUKOB apxmBa M cnyxObl [JOY opraHusaumm
NpPoOBOAMTCA MO COrfacoBaHUIO C ee agMUHUCTPauunen. NoaroToBka N nposefeHe 3aHATUN
No MOBLILIEHUIO KBanudukaumm oCyLeCcTBASETCA apXMBOM COBMECTHO co cnyxoon JOY un
OTAENOM KagpoB.

10.1.7. UeHTpanbHbin apxuB denepanbHOro opraHa BnacTu WM opraHa BnacTtu
cybbekta Poccuiickon denepauun, LeHTpanbHbIi OTPAcneBOn apxvB, OTPacneBOW apXuB
opraHa ynpasneHuss cybobekta Poccuinickon degepaumm  MOXET  OpraHM3oBbIBaThb,
paspabatbiBaTb W MpUMHMMaTb y4acTue B MOArOTOBKE HOPMAaTMBHO-METOANYECKMX
AOKYMEHTOB OTPacneBOro HasHayeHusi (pasfiMyHbIX NepeyHen KaTteropuin OOKYMEHTOB CO
CpOKaMun UX XpaHeHus, TUMNOBbIX (MPUMEPHbIX) MHCTPYKUMA no JOY n HoMmeHknaTtyp gen u
T.A4.) KaKk Ans BHYTPEHHEro nosfb30BaHMs B AEATENIbHOCTU apxuBa, Tak W Ond  ux
nucnonb3oBaHMss B paboTe C AOOKYMEHTaMM B CTPYKTYPHbIX nogpasgeneHnsax wu
noaBeLOMCTBEHHbIX OpraHn3aLmsix.

Ha ocHoBe oOTpacneBblXx HOPMaTMBHO-METOOUYECKMX  [OOKYMEHTOB  apXuBbl
opraHuMsauun otpacnu paspabdaTtbiBaloT KOHKPETHbIE HOPMATUBHO-METOAMYECKME LOKYMEHTDI
no opraHusaumm paboTbl C AOKYMEHTAMUN U UX XPAHEHMIO.

lMoaroToBnEHHbIE apxMBamu MPOEKTbl  HOPMATUBHO-METOLMYECKUX OOKYMEHTOB
(nepeyHn, HOMeHKNnaTypbl U Ap.) OO0 UX YTBEPXOAEHUS WUNU MOANUCaHUS PYKOBOACTBOM
opraHuMsauum Wnu CTPYKTYPHOro nogpasgenieHnsi, B COCTaBe KOTOPOro (PyHKUMOHMpYeT
apxvB, NPeAcTaBnsalTCA Ha COornacoBaHMe B COOTBETCTBYHOLWME yupexaeHus PegeparnbHON
apxmBHown cnyx6bl Poccuu.

10.2. NMnaHupoBaHMe paboTbl U OTYETHOCTb apXmBa

10.2.1. B apxuBe COCTaBnsTCA: rogoBou nnaH pabotbl (npunoxeHve 46),
nnaH-rpaduk Nnpuema gen B apxme.



10.2.2. [o0oBOW NNaH COCTaBnAETCA C yKkazaHMeM KOHKPETHbIX BUAOB paboT.

10.2.3. TnaH-rpaduk npuema [en B apxMB COrNacoBbIBAETCS CO CTPYKTYPHbIMU
nogpasfenieHusiMmn n yTeepXxgaeTca pykosogurenemM opraHusauum.

10.2.4. Mo ntoram paboTbl apXMBOM COCTaBMIIETCS OTYET O BbIMNOSIHEHUN FOOOBOrO
nraHa, NnaHoB-rpadmnKoB, a Takke CBEAEHUS O BbIMOSIHEHUN MEPONPUATUIA, HE BKITHOYEHHbIX
B rogoeBon nnaH. [locnegHue oTpaxalwTca B KOHUE oOT4eTa, npu HeobxoammocTn
CaMOCTOSATESIbHbIM pa3aersiom.

10.2.5. YyeT Tpyoa B apxuBe BegeTcs B Tabene ydveta paboyero BpeMeHu U B
AHeBHMKax yyeTa Tpyaa. Mpn pacyete HOpM BPEMEHN Ha OCHOBHbIE BUAblI apXUBHbIX paboT
apxmBbl MOryT PYKOBOACTBOBaTbCA MexoTpacneBbiMU  YKPYNMHEHHbIMW  HOpMaTUBaMu
BpeMeEHN Ha paboTbl N0 JOKYMEHTaUMOHHOMY obecneveHunto ynpaBneHus.

10.3. KoHTponb 3a COCTOSAHUEM XpaHEeHUs1 LOKYMEHTOB U UX opraHu3auuven B
Aenonpon3BOACTBE CTPYKTYPHbIX noapasaeneHumn

10.3.1. ApxuB npoBOAUT TMPOBEPKM COCTOSHUS XPaHEHUA [LOOKYMEHTOB WU  UX
opraHvsauun B OenonpounsBOACTBE CTPYKTYPHbIX NoApasfeneHun He pexe ogHoro pasa B
rog, Kak npasuno, nepea nepegaden gen B apxms. OpraHnsaunsa NpoBEPOK AOSMKHA BXOAUTb
COCTaBHOM 4acTbd B rogoBon nnaH pabotel apxvBa. B uensx ocywecTBneHus
Ka4yeCTBEHHOro aHanmsa COCTOSIHUSA U KOHTpONsa 3a paboTon C OOKyMeHTaMu apxvBOM
BeAeTCsa KapToyka yvyeTa paboTbl ¢ opraHusauunen (npunoxexve 47).

PykoBogntenn opraHmsaumm wunu CTPYKTYPHOro noAapasfgeneHns OOSMKHbl ObiTb
3apaHee nocTaBrieHbl B U3BECTHOCTb O NPOBEAEHUM MPOBEPKMU.

Mo ntoram Kaxxgomn NPoOBEPKM COCTaBISAETCH cnpaBka Uy JoknagHasa 3anucka Ha uMs
PYKOBOAUTENS OpraHu3aumm, B KOTOPOW OTpaxaeTCsa CyLeCTBYOLLee MONoXeHne W
Hame4varTCa Mepbl N0 NMKBUAALMU HEAOCTATKOB U yryyLlleHnio paboTbl.

C BblBOgaMM NpPOBEPKM AO/MKHbl  OblTb  O3HAKOMISIEHblI  HEMNOCPEACTBEHHbIE
NCNOJSTHUTENN U PYKOBOOUTENM COOTBETCTBYHOLLEro CTPYKTYPHOro nogpasaeneHus.

10.3.2. UeHTpanbHbin apxuB degeparnibHOro opraHa BracTu W opraHa Bractu
cybbekta Poccunckon depepauunmn, LeHTpanbHbI OTpacrieBOM apxumB, OTpPacrieBon apxuB
opraHa ynpasrneHus cybbekta Poccuiickon denepaumm B COOTBETCTBMM C MOMOXEHUSMU O
HUX OCYLLECTBMAIT KOHTPONb 3a COCTOSHMEM apxXvBOB W OpraHusauuen OOKYMEHTOB B
AernonponssoacTee NoaBeAOMCTBEHHbIX OpraHM3auni.

10.4. BbinonHeHue nnaTHbIX paboT u ycnyr

ApxuB Ons npuBneveHus BHEGIOMKETHLIX CPeacTB MMEET MpaBo B YCTAHOBIEHHOM
nopsiAKe BbINOMHATL NnaTHble paboThbl U YCryru, KOTopble ocyLecTBnaTcs 6e3 yuwepba ans
peanunsauumn ero OCHOBHbIX PYHKLINNA.

HomeHknatypa nnatHbix paboT wn ycnyr, BbIMNOMHAEMbIX apxXuBamu, YyTBepXOaaeTcs
pykoBoauTenemM opraHusauun. ApxmB Ha OCHOBE HOMEHKIATYpbl C yHETOM YCIIOBUIA CBOEWN
AEeATenbHOCTU (COCTaBa M CoOepXaHUs XpaHALWMXCS AOKYMEHTOB) MOXeT paspabartbiBaTb
nepeyeHb nnaTHbIXx paboT u ycnyr, 6onee pQeTtanbHO onpedensoowmMi Buabl pabor,
NPOM3BOACTBEHHbLIX oOnepaunn wn ucrnonHutenen. [aHHbIM nNepevYeHb YyTBepXxaaeTcs
pyKOoBOAUTENEM OpraHu3auuu no NpeacTaBneHuo pykoBoautTena apxusa. Buabl n obbemsbl
nnaTHbIX paboT 1 ycnyr BKAYAaTCA B NnaH paboTbl apxmsBa Ha roa.

[Mpun BbINONHEHMM NNATHBLIX PaboT M yCnyr NNn COBMECTHbIX paboT OTHOLIEHNSA apxuBa
CO CTOPOHHWMW OpraHusauuamMun u noTpedbuTtensamMmu, B TOM 4ucne 3apybexHbiMW, OOSDKHbI
3aKpennsaTbCa JOrOBOPOM.



LleHbl Ha nnaTHble paboTbl 1 YCRyrM YyTBEPXKAAKTCA PYKOBOAMTENEM OpraHu3auum rno
npeacTaBfeHno PyKOBOAMUTENS apXuBa.

10.5. NpuemM-nepepaya AOKYMEHTOB MPU CMEHEe PyKOBOAUTENS apxXuBa

10.5.1. Tlpu cCMeHe pyKOBOAUTENS apxuBa npuem-nepenada LOOKYMEHTOB W
CMpPaBOYHOroO annaparta K HMM, a Takke NOMELLEHWA apxuBa, MHBEHTaps M 0b6OpyaoBaHUSA
NPOn3BOAMTCA NO akTy (NpuroxeHune 48).

Ona npuvema-nepefayn [en pykoBoAUTENS apxuBa NpUKa3oM PyKoBOAUTENSA
opraHusauum HasHayaeTCcsa KOMWUCCUMS B COCTaBe He MeHee Tpex u4enosek. B coctas
KoMuccun BKrroyaeTcsa npeacrasutens cnyxoel JOVY.

10.5.2. lNpwu nprneme-nepenaye gen HeodxoaANMoO NPOBEPUTL HANM4YME U COCTOSHUE:

AOKYMEHTOB apxvBa, B TOM 4ucrne ocobo LEHHbIX AeNn M CTPaxoBblX KOMMMA 0Co60
LeHHbIX JOKYMEHTOB;

YyYeTHbIX OJOKYMEHTOB WM CNpaBOYHOro annapata K AOKyMeHTam (rnacnopTa apxuvBa,
onucen aen n 3aMeHAILWNX UX HOMEHKNaTyp Aen, McToB POHO0B U KapToyek (hOHO0B, KHUT
NOCTYNMEHUN N BbIObITUA JOKYMEHTOB, CIPaBOYHbIX KAPTOYEK);

nevyaTten u WTaMnoB apxmea (MNpu X HanNM4umn);

NPOTMBOMNOXAPHOIO N OXPaHHOro 06opyaoBaHUS.

Heobxoanmo npoBepuTb TakxKe YCrnoBuUs XpaHeHUS JOKYMEHTOB.

10.6. NMopsgok npuema-nepeaaym AOKYMEHTOB NpU peopraHusauum opraHusauum

10.6.1. lNMopsagok npuema-nepedavym AOKYMEHTOB OpraHvMsauun npu peopraHvsaumm
nocrnegHen  onpegenseTcsa  pacnopaguTernbHbIM - JOKYMEHTOM O  peopraHusaumm
opraHusauuu.

B coctaB nukBMgauUMOHHOW KOMMCCUM MO peopraHuM3aumn opraHu3aumm [OOJTKeH
BXOOUTb NpeAcTaBuUTENb COOTBETCTBYHOLLEro apXMBHOrO opraHa.

10.6.2. lpu peopraHusaumm opraHusauuMm C nepefaden ee yHKUMMA OpYyron unuv
HECKONbKMM OpraHu3auusiM, B TOM Yucne ¢ usMeHeHnem opM CO6CTBEHHOCTU, AOKYMEHTbI
nepenarTCca opraHM3aunm unm opraHnsaumsmM npaBonpeemMHuKam.

10.6.3. llpn peopraHnsaumm opraHu3aumn, Koraa Wu3 ee CcoCTaBa BblAENseTCs
CTPYKTYypHOE rnojpasfeneHne Cco CcraTycoM opraHusauum, nocrnegHen nepegarTcs
He3aBepLUEeHHble 0eronponu3BOACTBOM Aena, OTHOCALWMECS K Npounto ee AeATenbHOCTH, a
TaKke INWYHble Jena W nuueBble cyeTa COTPYAHMKOB, nepellewunx Ha paboty B 3Ty
opraHusaumio.

10.6.4. lNepen nepenayen OOKYMEHTOB peopraHM30BaHHOW OpraHusauum NpoBoaAUTCA
npoBepKa HannymMsa N COCTOAHUS Oerl, XpaHSALWMXCa B Oeronpon3BoACTBE U apxmBe, a Takke
NX Hay4YHO-TEXHMYeckas obpaboTka.

*(1) B cooTtBeTcTBUM C [lonoxeHnem o6 ApxuBHoMm doHae Poccuinckon depepaumm
(1994) pnsa apxuBHbIX [OOKYMEHTOB psaa dedeparnbHblX OpraHoB BracTu UM UHbIX
opraHu3auuim Ha OCHOBaHMM COrnaweHu, 3aknioYyaeMblX YKa3aHHbIMW OpraHamuM C
depepanbHON apxuBHOW Cnyx6on, ycTaHaBNMBAKTCA CcrneumanbHble CPOKM W NOPSAoK
BPEMEHHOrO W [Oeno3nTapHOro XpaHeHuss AOKYMeHToB. B pgaHHOM cnyyae cosgaroTtcd
LeHTpanbHble apxXuBbl OpraHM3aunin unu otpacneBble (POHAbLI Ha Mpasax HPUANYECKOro
nvua, B CBOEN [AeATeNnbHOCTM OHWM pykoBoACTBYHOTCA OCHOBHbIMW npasunamu paboThbl
rocygapCTBEHHbIX apX1BOB.


garantf1://10002567.1000/�

*(2) [Ona oaKkcnepTusbl LUEHHOCTM U oTbopa Ha MOCTOSHHOE  XpaHeHwe
Hay4YHO-TEXHMYECKON W OPYron chneumnanbHOW [JOKYMeHTaumMm MoxeT ObITb co3gaHa
oTaenbHasa 3K, cocToswwas n3 cneunannucTos no 3Ton JOKYMeHTaLUuu.

*(3) B cootBeTcTBMM C "llpMMepHbIM nonoxeHnem o6 apxuBe (apxuBHOW cryxbe)
AOKYMEHTOB Ha MaLUMHHBIX HOCUTENAX YydpexaeHun, opraHudaumin, npegnpuatun” (M.,
1990).

*(4) XpoHonornyeckue rpaHvlbl apxXMBHOro (poHOa MOryT He coBrajaTb C KpanHUMuU
Aatamu OOKYMEHTOB (OOoHOa, €Cnn no KakMM-iubo npuynHam OTCYTCTBYHOT [OKYMEHThI
Ha4anbHOro UNW 3aBepLualoLlero 3TanoB AesATeNbHOCTU OpraHu3auuMmM unm ecnu B cocTase
doHOa HaxoadaTca bornee paHHWe OOKYMEHTbl (Hanpumep, nepefaHHble OnS 3aBeplueHus
NPOu3BOACTBOM [ena npedlecTBEeHHUKA, MpeAcTaBreHHble B KayecTBe [0oKa3aTenbCTB
OOKYMEHTbl B cocTaBe cyaebHo-crefAcTBeHHbIX fen v ap.). B doHgax numyHoro
NPOUCXOXAEHNA KpanHWe OaTbl JOKYMEHTOB (POHOa MOTyT OTNMYaTbCH OT XPOHOSIOrMYECKUX
rpaHvy, oHaa 3a cyeT [OKYMEHTOB, cobpaHHbiX ¢oHOoobpasoBaTernieM, CBSA3a@HHbIX C
OTK/IMKaMW Ha ero CMepTb, NpoBeAeHNEM NAaMATHO-IOOUNENHBIX MEPONPUATUA 1 Op.

MpunoxeHuns
(Popmbi)

Kommenmaputi TAPAHTa
Cwm. daHHyto chopmy 8 pedakmope MS-Word
MpunoxeHune 1
Kn.24.1

dopMa TOmOBOI'C pasjelyla CBOAHOM ONMCHM HOeJl MNOCTOSHHOT'O XPaHEeHUs
dopMmaT A4 (210 x 297 wmMwm)

HamMeHOBaHMe opIraHM3alLuum YTBEPXIAI

®ouno N HaumeHoBaHUue
IOOJIDXHOCTHU

PyYKOBOIOIMUTEIIA
OpI'aHM3allM

OIIMCh N
OeJl IIOCTOSIHHOI'O XPaHeHUsI [Moonmuce
PacumbppoBka

IOONMUCHU
3a TOon HaTa

HassaHue pasgena (CTpyKTYpPHOro nogapasaeneHus opraHMsaLmm

N n/n | Nnpoekc 3aronoBok AaThbl KpanHue gathl Kon-Bo nucrtoB [MpumevaHune

1 2 3 4 5 6

B IaHHBIM pasmesl ONMUCKM BHECEHO
en.xp.,

(umMdpaMm M NOPONUCHI)

c N no N ;, B TOM




uumciie :

JIMTEPHEIE HOMEpPa-
IPOIIyLle HHEIE HOMEepa:
HamMeHOBaHMEe IOJIXHOCTHU ITognuce Pacumbpporka
[IonOnmcum

cocTaBUTEJA OMNMUCHU

HavMeHOBaHME OOJIXKHOCTU [lomnuce Pacmmbporka
[IonOnmcum

PYKOBOIOUTEIA apxmuBa

(Mia, OTBETCTBEHHOTO 3a apxXMB)

HaTa
YTBEPXIEHO COI'JIACOBAHO
[fpoToxkos OJlIK apXMBHOTO YUYPEeXIeHMA [IpoToxoOI 9K (3K)
opraHmMs3almum
oT N or
N
Kommenmaputi TAPAHTa

Cm. OaHHyto cpopmy 8 pedakmope MS-Word
MpunoxeHune 2

Kn.24.1
dopMa TOJOBOI'C pas3jelyla CBOAHEM OIMCHM HeJl BPEeMeHHOI'O
(ceBrmre 10 ;eT) xpaHeHust
dopmaT A4 (210 x 297 mmMm)
HamMeHOBaHMe opTraHM3aLUMn YTBEPXIA
doHn N HammeHOBaHMue
IOJIKHOCTH
PYKOBOIMUTEIS
opraHms3alum
OIIMCE N
men BpeMeHHOro (cemme 10 m;eT) =xXpaHeHHUs [Tommnmcob
PacumbppoBka
[IOONNCHU
Ba roxn HaTa
HasBaHwue pasgena (CTPYKTYPHOro nogpasgeneHns opraHmsagmnm)
N n/n NHoekc 3aronoBok KpanHue Cpok Kon-Bo MpumeyvaHue

gena gena OaTtbl XpaHeHnA JINCTOB

1 9 3 4 5 6 7




B ImaHHHM pasnesl OINUCKM BHECEHO

en.xp.,

(umMdpaMm M NOPONUCHI)

c N rno N

, B TOM

uumciiie :

JIITEPHEIE

IIpoIlymeHHBIEe

HamMeHOBaHME OOJIXHOCTU I[Nomonuce
IOOINnUCHU

cocTaBUTENd OnMcCHU

HaTa

HamMeHOBaHMEe OOJIXHOCTU Nomnmceb
IOIOIINCHU

PYKOBOIMUTEJIA apxuBa

(IMua, OTBETCTBEHHOI'O 3a apPXMB)

HaTa

COI'JIACOBAHO

lpoTokoga 119K (9K) opraHmU3alum

oT N

Kommenmaputi FTAPAHTa
Cwm. daHHyto chopmy 8 pedakmope MS-Word

HOMeEpPa:

HOMEpa :

Pacmmbporka

Pacumbpporka

MpunoxeHune 3
Kn.2.4.1

éopMa I'OfOBOT'OC paBjejla CBOAHOM ONMCHM HAeJ MO JIMYHOMY COCTaBy

dopmaT A4 (210 x 297 mmMm)

HamMeHOBaHMe opIraHM3aLUM YTBEPXIA
®oumo N HaumeHoBaHUue
IOOJDXKHOCTU

PYKOBOOUTEJA
opraHmM3aluum
OIINCE N

geJyl 110 JINIHOMY COoCTaBy

I[lognmce



PacumbppoBka

Ba ron

IOIOINUCHU
HaTa

HassaHue pasgena

n/n aena

N NHpekec pena 3aronoBok KpanHue gatbel | Kon-Bo nuctos | [Npumevanue

2 3

4 5 6

B DmaHHHM pasnesl OINUCKM BHECEHO
en.xp.,

c N no N
yycJe :

JIMTEPHEE

(uMdpraMM U TPONUCHI)

, B TOM

HOMEpa :

IIpoIllylmeHHBIEe

HOMEpa :

HamMeHOBaHME IOOJIKHOCTU
IIoOInncm
cocTaBuUTEJIA OIINMCHU

DaTa

HauajlbHUK CJYyXOB KaIpoB
IOOINnUcCHU

(MHCHeKkTOpP IO Kagpawm)
HaTa

COI'JIACOBAHO

[Iporoxkon U3K (3K) apxmBHOIO

opraHmM3aLmnumn

oT N

Kommenmaputi FTAPAHTa
Cwm. OaHHyto chbopmy 8 pedakmope MS-Word

[Tonnuce Pacumbpporka

[lomnuce Pacmmbporka

COTJIACOBAHO
[IpoTokos JIIK
APXUBHOIT'O YYpEeXIeHN

oT N

MpunoxeHune 4
Kn.24.1

<I>opna AdKTa O BHOEJIEHMM K YHUUYTOXEHMIO JOKYMEHTOEB, He NOogJieXallMX XPaHEeHWMIO

dopmaT A4

HamMmeHOBaHUE
opraHmM3aluum

(210 x 297 MmMm)

YTBEPXIAK




AKT HammeHOBaHUE
IOOJIXKHOCTM!
N PYKOBOINTEJH
opraHM3alumn
(mMmecTO Hoonmuce
Pacumbporka
COCTAaBJIEHUS) IO OIIMCHU
O BHIOEJIEHUM K HaTa
VHUYTOXESHUIO
OOKYMEHTOB, He
nonJjiexalmx XpaHeHMIO
Ha OCHOBAHUM
(HasBaHMe U BHXOIHBEIE IAHHBE IepeyHsa OOKYMEHTOB C
yKasaHueM

CPOKOB MX XPaHeHUS)

OTO@paHbI K YHMUUYTOXEHNMI KaK He rMeume HaquO—MCTOpMT{eCKOﬁ IIEeHHOCTU
jZ8
YTpaTupliMe IIPaKTUMUYECKOEe 3HadUceHMEe ITOKYMEHTEI
boHIma
N
(Ha3BaHMe QoHIa)
N 3aronoBok | KpamHue | Homepa NHoekc Kon-Bo Cpokn Mpumeua
n/n aena vnm aartbl onucemn Aena no ed. Xp. | XpaHeHus Hue
rpynnoBown HOMEHKNnaTy N HoMepa
3arosioBOK pe cTaTtemn no
OOKYMEHTOB unn N gena nepeYHto
no onucu
1 2 3 4 5 6 7 8
NToro en. xXp. 3a
I"O bl

(uMbdpaMm M HOPONMUCHI)

Onmcum geJi mOCTOAHHOT'O XPaHeHnud 3a
CcoCTaBy COIJIaCOBAaHEI C

3IIK

I'OObl YTBEPXIEHEI,

10 JINUHOMY

(HamMMeHOBaHUE APXMBHOTO yQpexneHMH)




(mpoTokKOJI OT N

HamMeHOBaHME »OOJIXHOCTM JIMlia,
IIoOInncCum

IIpOoBOIMBIIET'O SKCIIEPTUIY
II€EHHOCTM IOOKYMEHTOB

HaTa
COTJIACOBAHO
IIporokon IL3K (3K)

oT N
JOKYMEHTEI
en.xp.,
KOJIMUeCcTBe

[Tonnmuce Pacumbpporka

BeCOM

KI' CIaHH

(uMdpaMm M NOPONUCHI)

(HaMMeHOBaHME OpITaHM3aL M)

Ha nepepaboTKy N0 NPMeMO—-CIaTOUYHOM HaKJIaJHOM OT N

HanmMeHOBaHMEe HOJIXHOCTM pabOoOTHUKAE,

CIOaBLIETO IOOKYMEHTE [Toonuce Pacumbpporka
[IOONINUCHU
HaTa
VIzMeHeHVAa B y4YeTHEE INOKYMEHTEl BHECEHH.
HamMmeHOBaHME IOOJDKHOCTM pPabOTHUKA
apxmuBa, BHeClWeIro M3MEHEeHUd
B YyUYEeTHEIE IOKYMEHTEL [Momnuce PacumbppoBka
[IOLOINCHU
HaTa
Kommenmaputi FTAPAHTa

Cm. OaHHyto cpopmy 8 pedakmope MS-Word

MpunoxeHune 5
Kn.2.4.2

éopma TUTYJIBHOTI'O JIMCTA OINIMCH IJIEKTPOHHEX NOKYMEHTORB IIOCTOSHHOI'O XPaHEeHUA

dopmaT A4

(210 x 297 MmMm)




(HasBaHMe TOCyIapCTBEHHOTO apxuiBa)

(HasBaHue opraHu3aluMn)

doung N

Onmce N

(HazBaHMe onmcu)

(KparHue naTH)

<I>opma OINIMNCH DIJIEKTPOHHEIX INOKYMEHTOE IIOCTOSIHHOI'O XPaHEeHUSsI

dopmaT A4 (210 x 297 mmMm)
YTBEPXIAN
[TpoToKOIM
SIIK
(HaBBaHME apxXuBa)
N
®oumg N
Onuce N
3a ron
N en. Nen. | 3aronos | [HaTa Ob6bem Kon-so | ®opmat CocraB Mpume
yyeTa Xp. oken. | cosgaHu | (MGanT) | 3anncen | OaHHbIX | TEKCTOBOM | YaHue
yyeTa a (ans 6as conpoBoau
OaHHbIX) TenbHOWM
AOKyMeHTa
Lumn
1 2 3 4 5 6 7 8 9
B nmaHHBM pasnejl ONMUCHU en. yuera ¢ N 1o
N
BKJIIOUEHO
(nbpamvMm u
[IPONMCEI)
en. xp. ¢ N no N 0BBEMOM MbanT.
(umMdpaMm M NOPONUCHI)
Bcero B onmce en. ydera ¢ N rno N ;

BKJIOUEHO

(uMbdpaMm M HOPONMUCHID)




en. xp. ¢ N no N 00BEMOM MbanrT.

(uMdpraMm U TPONUCHI)

HamMveHOBaHME OOJIKHOCTU
cocTaBMUTeJIA OIIMUCU [Nopnuco Pacumpporka
[IOOMNMCH

HaTa
COTJIACOBAHO

[lporoxon 3K (U3K) opraHmzaumum N
llpencemaTens 3K (II9K)

opraHu3alun
(DOJIXHOCTBL, MNOAONMCH, pacumdpoBKa
IOONMCHU)
Kommenmaputi FTAPAHTa
Cm. OaHHyto cpopmy 8 pedakmope MS-Word
MpunoxeHne 6
Kn. 6.3.3
$opma Jmmcra QpoHzma
dopmaT A4 (210 x 297 mmMm)
JINCT ®OHIA N
(MecToHaxoxmeHve GQoHIA (IaTa nmepmoro
(HaMMeHOBaHMe OopraHMsaumnm, roe XpPaHuTcHd (I)OH,J:[) IIOCTYILJIEHUA
JOKYMEHTOB
doHma)
KpainHue gaTbl Kaxgoro HassaHvne doHaa
Ha3BaHMAa ooHaa
1 2
1. YyeT HeonncaHHbIX AOKYMEHTOB
Hata | HassaHue, N n pata MoctynnexHune BbibbiTne Hannuve
3anuc AOKYMeHTa, no (ocTaTtok)
n koTopomy noctynunu | Kon-so | KpanHme | Kon-sBo | KpanHue Bcero eq.xp.
U1 BbIObINN eq. xp. aaTtbl eq. xp. nartbl
OOKYMEHTbI
1 2 3 4 5 6 7

2. YyeT onncaHHbIX JOKYMEHTOB






Oat | Home | Kpan | Hassanue | lMoctyn BbibbiTne Hanwuyne (octaTtok) Mukpod
a p Hue onncu uno gen | en | OcHoBa B Tom en. B Tom uucne: UNbMUp
3anu | onucu | aaThl nnm Hue yucrne no Xp. OBaHo
cu aen aen | aHHoTauud BbIObITH onucam, aen
OnucC | JOKYMEHTO A yTBEpXaeH NOCTOSIH
n B (HasBaH | Hbim JlK HOro
ne, ed. | Kkpau NOCTOAHHOIO XpaHeHus no n/c XpaHeHu
para, Xp. | Hue N3 HUX eq. | KpanHu A
N nathbl no onucsam, Xp. | e aathbl
OOKyMEH YTBEPKAEHHbI
Ta) M
AlK
eqd. | KpauH
Xp. ne
nathl
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17




Kommenmaputi FTAPAHTa
Cwm. daHHyto chbopmy 8 pedakmope MS-Word
MpunoxeHune 7

Kn.3.4.6
dopMa HOMEHKJIIATYPH [eJl opraHmMsalnmum
dopmaT A4 (210 x 297 mmMm)
HamMeHOBaHME YTBEPXIA
opraHu3aumun
HOMEHKJIATYPA OEJI HammeHOBaHUe
OOJDKHOCTU
N PYKOBOIMTEII
opraHu3aluuu
(MeCcTO COCTaBJIEHUSA) [Moonuce
Pacumbporka
[IOOINCHU
Ha ron IDaTa
NHpekc pena 3aronoBok Kon-Bo ea.xp. Cpok xpaHeHna n MpumevaHue
gena N ctaten no
NepeyHto
1 2 3 4 5
HassaHue pasgena
HamMeHOBaHME IOJIKHOCTU
PYKOBOOUTEI S
cayx0el JOY opraHm3aluu [Toonmuce Pacumbpporka
[IOONNCHU
HaTa
Busa PYKOBOIMUTEIIA apxmBa
(MMua, OTBETCTBEHHOTO 3a apxXuB)
COIJIACOBAHO COIJIACOBAHO
[IpoToxosn L3K (39K) [IpoToxos OJIK apxmMBHOTO
yupexneHmsa
oT N oT
N

@opma MTOI'OBOM BalMucCyu K HOMEHKJIaType mneJi opraHmM3aumum

HUToroBasi BammMcChk O KaTEroOpMsX M KOJI-Be JeJl, BaBeIeHHHX B Tony
B
opraHmsanumu



Mo cpokam xpaHeHus Bcero B Tom yucne:
nepexoasLmx c otmeTkon "IlK"
1 2 3 4

lNocTosAHHOrO

BpemeHHoro (csbliwe 10 ner)

BpemeHHoro (mo 10 net

BKIIOYUTESNBHO)

NTOIO:
HamMeHOBaHMEe  IOOJIXHOCTU
pyKoBOOUTENA CIIyXx0Oer JJOY [lomnuce Pacmmbporka
IIOOIIMCm
HaTa
VIToroBEIE CBelleHNMA IIepeldaHBl B apXVB.
HamMeHOBaHME »OOJIKHOCTU,
rnepenaBmeIro CBelleHMA HOJ:[HMCI:: PaCLLIM(I)pOBKa
[IOOIMCHU
HaTa

Kommenmaputi TAPAHTa

Cwm. daHHyto chopmy 8 pedakmope MS-Word

MpunoxeHune 8
Kn.3.4.6

éopMa HOMEHKIATYPH [eJl CTPYKTYPHOT'O MIOIpa3ielieHMs OpraHMBauum

dopMmaT A4 (210 x 297 wmMm)
HamMmeHOBaHUE
opraHu3alun
HammeHOBaHME
CTPYKTYPRPHOTO
rnonpasnesieHus
HOMEHKJIATYPA JEIJI
N

(MecTO cCcocTaBJIeHUA)
Ha ron™

NHoekc 3aronoBok gena. Kon-Bo CpoK xpaHeHus n MpumeyvaHune

gena eqn.xp. N cTaTen no NepeyHIo

1 2 3 4 5




HasBaHuve pasgena

HavMeHOBaHME IOJIXKHOCTU
PYKOBOIMUTENSA

CTPYKTYPHOTO IMOOpa3mesieHus
MIOONMUCHU

HaTa
COIJIACOBAHO™™*

[IpoTokoyl 3K CTPYKTYPHOTO
nompasnejyieHns

oT N
HamMeHOBaHME IOOJIXHOCTU
PYKOBOIOUTEJIA apxmea
(nmmua,
IOONUCHU

OaTa

OTBETCTBEHHOI'O 3a apXMB)

I[Tognucob

ITognuce

*

PacumbppoBka

Pacumbpporka

K Bbinucke wu3 HOMEHKNaTtypbl Aenl opraHmndauunn nana [OaHHOro CTPYKTYPHOro

nogpasgenieHna no OKOHYaHUW KaneHOapHOro roga COCTaBMsSIeTCA UTOroBas 3anucb Mo
doopme, ykazaHHOW B MpusioXxeHun 7, n genaetcsa oTMeTKa 0 nepefaye UTorosbiX CBEAEHUN B

cnyx6y OY opraHunsaumn.

** Mpn Hanuuum 3K CTpYKTYpPHOro nogpasaeneHus.

Kommenmaputi TAPAHTa
Cm. OaHHyto chopmy 8 pedakmope

MS-Word

<I>opma JINCTa—8SaBepuTelssa mgela

dopmaT A4

(210 x 297 Mm)

JIMCT-3ABEPUTEJIE OEJIA N

B mesie mommmTo U
IIPOHYMEPOBAHO

JIMCTOB,

(uMdpPaMm M TPONUCHI)

B TOM UYMCJIIe:

JIMTEPHEE

JIICTOB
IIpoIllyumeHHBIEe

JIICTOB

MpunoxeHune 9
Kn.3.6.16

HOMepa

HOMepa



JIICTOB

OIIVCU

BHYTPEHHEN

OcobeHHOCTU (hM3NYECKOro COCTOSIHUA U OPMUPOBAHUS Aena

Homepa nuctos

1 2
HamnmMeHOBaHME IOOJIXKHOCTMU
paboTHUKA [loonmuce Pacumbporka
[IOONNCHU
HaTa
Kommenmaputi TAPAHTa

Cwm. daHHyto chopmy 8 pedakmope MS-Word

MpunoxeHue 10

Kn. 3.6.17
$opMa BHYTPEHHEN ONMCHM OOKYMEHTOB mena
dopmaT A4 (210 x 297 mmMm)
BHYTPEHHSSA OIIUCH
OOKYMEHTOB ex5. xXp. N
N n/n NHoekc [ata 3aronoBok Homepa nuctos MpumeyvaHune
JOKYyMeHTa JOKYyMeHTa JOKYMeHTa eq. xp.
1 2 3 4 5 6
NToro
IOKYMEHTOBRB.
(uMdpraMm M TPONUCHI)
KonmmuecTBO JIMCTOB BHYTPEHHEN
onmcHu i
(umMdpaMm M NOPONUCHI)
HamMeHOBaHMe JOJDKHOCTM  JiMila,
COCTaBMUBIIETO BHYTPEHHIOKL OIMUCH
OOKYMEHTOB Jejia [Momnuce PacumbpoBka

IIoOnncCum

HaTa

Kommenmaputi FTAPAHTa
Cwm. daHHyto chopmy 8 pedakmope MS-Word

dopmMa OONIOXKKM mOesia

MpunoxeHue 11
Kn.3.6.18




IIOCTOSIHHOT'O M BpeMeHHOToO (cermre 10 ;eT) xXpaHeHUs

dopMmaT A4 (210 x 297 wmMwm)

Konm roc. apxuBa
Kon opranmzauum

(HamMeHOBaHME apXMBHOT'O YUPEXIeHMS)

(HavMeHOBaHME OPTaHM3aAlUKY ¥ CTPYKTYPHOTO MOIpa3IdeJIeHUs)

OEJIO N

TOM N

(BarosioBOK IeJia)




(KpalriHue naTH)

Ha
JINICTax
XpaHUThb
®. N
Oom. N
O. N
Kommenmaputi FTAPAHTa

Cwm. daHHyto chopmy 8 pedakmope MS-Word
MpunoxeHune 12
Kn.3.7.2

dopMa ommMcCKM HOeJ1 MOCTOSIHHOI'O, BpeMeHHOro (cesme 10 jeT) xpaHeHus
M IO JMYHOMY COCTaBy CTPYKTYPHOI'O NOIApaSAeJieHMs1 OopraHmu3aumm

(HamMeHOBaHME opTaHM3aluMn)

(HaMMeHOBaHME CTPYKTYPHOI'O INOIPAa3OeJIeHU)

YTBEPXIAI
HamveHnoBaHMe IOOJIKHOCTHU
PYKOBOOUTEJIA
CTPYKTYPHOTO NOOpa3nesyieHud
lTonnuce Pacumbporka
[IONNMCHU
HaTa
OIMCE N
N NHoekc 3aronoBok KpanHue Kon-Bo Cpok MpumeyaHue
n/n gena aena aatbl nICTOoB XpaHeHud
2 3 4 5 6* I

HasBaHue pasgena




B maHHyY0 ONMCBH BHECEHO en.xp. C

N

(uMdpraMm U TPONUCHI)

no N , B TOM UMCJIe:
JIUTEPHEIE HOMepa:
I[IPOoIylleHHEIE HOoMepa:

HauMeHOBaHMEe IOJIDKHOCTU
cocTaBUTEJII OINCU loonmcob PacumbpoBka
IIOONNCU

HaTa

COTJIACOBAHO COTJIACOBAHO™™
HamMeHOBaHmMe IOOJDKHOCTU [IpoTokoyl 3K CTPYKTYPHOTIO
PYKOBOIOMUTEJA nompasnejyieHns
cayx0er JOY

[Toonuce Pacumpporka nomnmucu oT N

HaTa

* ['padpa 6 onyckaeTcsa B onmcax gen noCToOAHHOro XpaHeHus.
** Mpn Hanuyuuu 3K CTpyKTYpHOro nogpasgeneHus.

Kommenmaputi FTAPAHTa
Cwm. daHHyto chopmy 8 pedakmope MS-Word
MpunoxeHune 13

Kn.3.7.17
éopMa MTOI'OBOM BamMCHU M SaBEePUTENBHOM HAaAIMCHU
dopmaT A4 (210 x 297 mmMm)
[lepenan
en. xp.
(uMdpraMm M TPONUCHI)
n PeTrMCTPalMOHHO—KOHTPOJIBHEIX KapTOTEK K
OOKYyMEeHTaM™
(umMdpaMm M NOPONUCHI)
HavMeHOBaHME HOOJDXKHOCTM COTPYIOHUKA
CTPYKTYPHOT'O IOoOpasneijieHnd [Tonnmce Pacumpporka

IIOONNCU

HaTa



[IprHAaJ ’ en.xp. u

(uMdpramMM M TPONUCHI) (uMdpramMm M TPONUCHI)

PETUCTPALMOHHO-KOHTPOJIBHEIX KapTOTEK K IOOKYyMEeHTaM.

HammMeHOBaHME ZIOJIXKHOCTM pPabOTHMKA

apxmBa opraHM3alum [Toonuce Pacumdpporka
IIOONINCHU

HaTa

* [NepepatoTcs BMeCTe € Aenamu KaHuenapuu.

Kommenmaputi TAPAHTa
Cwm. daHHyto chopmy 8 pedakmope MS-Word
MpunoxexHue 14
Kn.3.7.18

dopMa THUTYJIBHOI'O JIMCTA OMNMCHM J[OKYMEHTOE I[OCTOSIHHOI'O XpPaHeHMUS
dopmaT A4 (210 x 297 mmMm)

(HazBaHme TOCYyHapCTBEHHOTO apxuBa™)

(HazpaHmue o¢QoHIa)

oo N
OIIMCE N

(HazBaHme omnmcu)

KpaﬁHme IJAaTbBl OOKYMEHTOB

* 3anoJjiHgeTCHdS B T'OCYIAaPCTBEHHOM apXUBE.

Kommenmaputi TAPAHTa
Cwm. daHHyto chopmy 8 pedakmope MS-Word

MpunoxeHue 15
Kn. 4.4.3.3

dopMa KaAPTOUKM MNOCTENJIAXHOI'O Tonorpadmueckoro ykasarens
(IMLeBas CTOPOHA)
dopMmaT A6 (148 x 105 wmMwm)

HamMeHOBaHME OpraHmM3alnun

KAPTOYKA IIOCTEJIJIAXHOI'O



TONOT'PASUYECKOT'O YKABATEJA

CTEJUIAX N XPAHVJINIIE
N
Wkadp N Monka N ®oHag N Onuce N (H/g) | OenacN __ MpumeyvaHune
noN
1 2 3 4 5 6

dopma KapTOUKM NOCTENNaXXHOro Tonorpaduyeckoro ykasarensa (06opoTHas CTOpoHa)

1 2 3 4 5 6

Kommenmaputi TAPAHTa
Cm. OaHHyto cpopmy 8 pedakmope MS-Word
MpunoxeHune 16
Kn.4.4.3.4

llpuMepHast dpopMa kapToOukM NOGOHAOBOI'O Tomorpadpmueckoro ykasaTens:
dopMmaT A4 (210 x 297 wmMwm)

HamMeHOBaHUE OopraHM3alunm

KAPTOYKA II0#OHIOBOI'O
TONOT'PAPUYECKOT'O YKABATEIJA

®OHI N XPAHUIIUIIEM
N
HaszspaHue boHma
Onuce N HOenacN Crennax N Wndp N Monka N MpumeyvaHue
noN
1 2 3 4 5 5
Kommenmaputi TAPAHTa

Cwm. daHHyto chopmy 8 pedakmope MS-Word
MpunoxeHune 17
Kn.4.5.3



@opma B3akKasBa Ha Bl gAYy gen (.nvm;esaz c'ropona)

dopmaT AL (148 x 210 wMwm)
HamMeHOBaHME PASPENAK BeIIAuy IeJl
OpraHu3aLun
HazBaHMe apxuBa PyKOROIMTEJE apxXuBa
(zaB. YU TaJlbHBIM
3aJI0M)
3AKAB (TPEEOBAHUE)
N onmnmce
PacumbppoBka
IO OIIMCHU
(mMmecTO HaTa
cocTaBJIeHUd)
Ha BHOA4Yy IOOKYMEHTOB
(bamMmunmsa u MHULIMAJIE UCcyenoBaTens; paboTHUKA CTPYKTYPHOTO
nonpasnejieHNd)
(TemMa mccIenoBaHUSI)
doHp Onucb Eo. xp. N 3aronoBok Pacnucka Pacnucka
N N en. xp. nonb3oBaTten | COTPYAHUKA
AB YNTaribHOro
nony4vyeHunmn 3alia B
npueme
1 2 3 4 5 6
dopMma BakasBa Ha BHIOady men (0DOpOTHAasA CTOPOHA)
dopmaT A5 (148 x 210 wmmMm)
1 2 3 4 5 6

llognuce mMccrlemoBaTesis

Kommenmaputi TAPAHTa
Cm. OaHHyto cpopmy 8 pedakmope MS-Word

MpunoxeHune 18

Kn.4.5.3

@opma aKTa O BHOa4Ye 1neJi BO BpPeMeHHOEe IIOJIEBOBaHMe

dopmaT A4 (210 x 297 wmmMm)

HammeHnoBaHMe




opraHm3aLmnumn

AKT
N

(mMmecTO
cocTaBJIeHUd)

O Bhlja4Ye ngeJyi BO
BpeMeHHOEe IIOJIbBOBaHMe

(HaMMeHOBaHUE
opraHu3aluM, ee ajdpec,
IIOUTOBLI MHIEKC)

OcHOBaHUue

IJ19 KakoM LeJyiM BBEIAKTCH
oeja

BrimarnTcsa crlengyroume ern. Xp. U3 @OHHa

N
(HazBaHMe ¢QoHIa)
N Onucob Eo. xp. N 3aronoBok KpanHue KonnyectBo | lNpumeydaHn
n/n N en. Xp. paTbl nucToB e
(Bpems
3By4YaHus,
MeTpax)
1 2 3 4 5 6 7
Bcero BrpmaeTcs ern.
XP.,

(umMdpaMm M NOPONUCHI)

CPOK BO3BpalleHMA

Ilejia BBIIOAHE B YIIOPSI0OUYEeHHOM COCTOSHUM, [1O QUM THI, B
obJoxkKax, C

IIPOHYMEPOBAHHEIMM JIMCTaMM M 3aBEPUTEIJIBHEBEIMM HaOIIMCAMU .

MonyuaTeyib 00sa3yeTcsa He I[IPeOoCTaBJIATb HOeJl, I[I0JIYUEeHHHX BO
BpeMeHHOoe
NoJib30BaHMe, NOJIS 3aHATUM IIOCTOPOHHMM JiMilaM, He BEIIABATH 1o HIIM
KOnmm,

BEITIMICOK 12 CIIpaBOK, HEe Hy@HMKOBaTb JOKYMEHTEI tes PazpelieHnA



opraHu3auumn,
BHIIABLIEM IeJjia.

llonyuyaTerb O6H3yeTCH BEPHYTbE O€Jla B apXMB OpIaHM3alllM B YKaBaHHHﬁ

B
aKTe CpPpOK.

[TonmyuaTesb InpenyripexieH 00 OTBETCTBEHHOCTM IO 3aKOHY B Clly4dae

yTpaTk

VIV IIOBPEeXIOeHMA IIOJIyUeHHBIX BO BPpEeEMEeHHOe IIOJIBE30BaHMe Oedl.

HamMeHOBaHME IOOJIXHOCTM
pyropOIOIMUTEIJIA OpI'aHM3ALNM,
BEIJAKEero nejia

[loonuce PacumbppoBka

IIoOnncum

HaTa

T'epboBasa mneuvaTb OPraHM3ALUU

Breimas oeJjia

HamMeHOBaHME IOOJIXHOCTM
PYKOBOIOIMUTEIJIA OPI'aHMI3AlUMNM =

noJjiydaTesisd
[lonnuce PacumbppoBka

IONONMCHU
OaTa

T'epboBasa mneuvaTb OPraHM3ALUU

o IOPYyYEeHUIO

PYKOBOIOCTRBA

PYKOBOIMTEJIL ApPXUBa
opraHu3zauum (Jamio,

(HaMMeHOBaHME OpITaHM3aL M)

OTBETCTBEHHOE 3a apxXuB) [Toonuce Pacumdpporka
IOONIUCH

HaTa

[MpuHA neja o [IOPYYEHUIO

PYKOBOICTRA (HaMMeHOBaHME OopTaHu3aluMn)

PyxkoBomuTesib apxmbBa
opraHu3auumM (Jamio,
OTBETCTBEHHOE 3a apXMUB)

HaTa

lTonnuce Pacumbporka
IIOONINCHU

Hera BO3BpPAll€HEl B IIOJIHOM obweMe u COXpPaHHOCTH.

Crmajl mo MHNOPYyYEeHMI PYKOBOICTBA OpITaHM3aLUUMM-IIOJydaTeJisd.

PyxkoBomuTesib apxmba
opraHu3auum (Jamuo,
OTBETCTBEHHOE 3a apXWUB)

DaTa

lTonnuce Pacumbporka
IIOONNCHU



HpMHHH 1O IIOPYUYEHMI PYKOBOIOCTBaA OpI'aHM3aALNMM,

PykopomouTesib apxXmBa

opraHu3aumumu
OTBETCTBEHHOE 3a apxXuB)

OaTa

(nmuo,

Kommenmaputi TAPAHTa
Cwm. daHHyto chopmy 8 pedakmope MS-Word

I[Tognucob

BHIIABLIIEM IeJjia.

Pacumdpporka
[IOONINCHU

MpunoxeHue 19

Kn.4.5.4
@opma TUTYJIBHOT'O JINCTa KHMUI'V BRIOAYM JOKYMEHTOB
dopMmaT A4 (210 x 297 wmMwm)
HamMmMeHOBaHUE OopraHM3alurm
KHUT'A BHJIOAYM IOOKYMEHTOB N
Hauara
OKOHUEeHa
@opma KH/UI'M BROAYM OeJI us xpannnnma
dopmaT A4 (210 x 297 mmMm)
N HOata | ®oHg N | Onucek | Ea. xp. Komy | Pacnuc | Hata | Pacnuc | MNpume
n/n | Bblgavun N N BblgaHoO ka B BO3Bpa Ka B YyaHue
nonyye Ta, BO3Bpa
HUK aena LEeHnN
pena
1 2 3 4 5 6 7 8 9 10
Toro B ooy BBIOAHO M3 XpPaHWIIMIlAa
N
(uMdpraMm U TPONUCHI)
en. xp.
HavMeHOBaHME IOJIXKHOCTM pPabOTHUKA.
CoCTaBmMBIIET'O MTOT'OBYI 3allMChb HOHHMCB PaCMMQPOBKa IIOOIINMICHU

HaTa

Kommenmaputi FTAPAHTa

Cwm. daHHyto chopmy 8 pedakmope MS-Word

MpunoxeHune 20

Kn.4.58




dopMa JIMCTa MCHONBLSOBAHMSI LJOKYMEHTOB
dopMmaT A4 (210 x 297 wmMwm)

HamMeHOBaHME OpraHmM3aLnun

JIMCT MCIOJIE3OBAHMA OOKYMEHTOB

®oHm N Onmce N HOesio N
3aroJIOBOK neJia
JaTta Komy BblgaHo: Xapakrtep N ncnonb3oBaHHbI MNognuck nuua,
ncnonb damunus, NCMoSib30BaHUA X NUCTOB MCMosib30BaBLUEro
30BaHU MHUUManbl (konupoBaHue, aeno
A (pasbopunso) BbIMWCKN,
NpoCMOTp 1 Ap.)
1 2 3 4 5
Kommenmaputi TAPAHTa

Cwm. daHHyto chopmy 8 pedakmope MS-Word

dopMa kxapTH-BaMeCTHUTENsI [Aeja
dopmaT A4 (210 x 297 mmMm)

HamMeHOBaHUE OopraHM3alumm

KAPTA-3AMECTUTEJIL OEJIA

MpunoxeHune 21
Kn.4.59

Hejio
(N m HazBaHUe)
Onmce
(N m HazBaHUe)
®oHI
(N m HasBaHUeE)
BeIIaHO BO BPEMEHHOE II0JIb30BaHMe (UMTAJIbHBEIM 3ajl) :
N n/n ®.1.0. nonb3oBaTens J[laTta Bblgaumn [ata, Bo3BpaTa

1

2

3

4




Kommenmaputi FTAPAHTa

Cwm. daHHyto chbopmy 8 pedakmope MS-Word

MpunoxeHune 22

Kn.4.7.5
dopMa akKTa NPOBEPKM HANMUMSI M COCTOsIHMS men bomma
dopmaT A4 (210 x 297 mmMm)
HamMeHOBaHME OpraHmM3alnun
HasBaHMe apxuBa
AKT YTBEPXIAIO
N HamMeHOBaHME IOOJIKHOCTH
PYKOBOIMUTEJSA OpITaHM3aLUu
(MmecTO Hognmuce Pacumbporka
COCTAaBJIEHMUSA) IOONMCHU
IIPOBEPKM, HAaNMUUMS M COCTOSIHMUS DaTa
nen
(MOCTOAHHOT'O, BPEMEHHOTO
XpaHeHus, [0 JIMUHOMY COCTAaBYy)
®oHm N
OCHOBaHMue
(nima”Hompasa npoBepkKa, repeMeueHmns IOOKYMEHTOB, CTUXUMHOE
bencrTBUe

CocTaBJIeH KOMUCCHUEN:

[lpencenmaTerns
KOMMCCUN

M T.IO.)

(HamMMeHOBaHUe

UJIeHH

OOJDKHOCTM, QaMUJIMS, WHMLIMAJIB)




KOMMCCUNM :

(HaMMeHOBaHME IOJIXHOCTEeM, (aMUIMs, WMHULIMAJIBL)

[lpoBepka OPOBOOMIIACH C 1o

[[pOBEPKOV YyCTAHOBJIEHO :

1. Bcero UNMCJIIMTCHA 10
neJI.
OIIMCAM:

(uMdpaMm M NOPONUCHI)

B TOM dYMCJie IIO OIIMCAM, YTBEepXIEHHBM (coryacoBaHHEM) OIIK APXMBHOT'O
YUYpEeXxigeHnd,

oeJ.
(uMdpaMm M NOPONUCHI)

2. Bcero He okasajioCk B HAJIWUUUU oe,
(uMdpaMm M NOPONUCHI)

B TOM dYMCJie IIO OIIMCAM, YTBEepXIEHHBM (coryacoBaHHEM) OIIK APXMBHOT'O
YUYpPEeXIeHMA .

oeJ.
(uMdpraMm U TPONUCHI)

3. VMenT JIMTEepHEE HOMEPaAa:
3.1. He YUTEHHEE B UTOTOBHIX 3annCax

neJji,
onmucem

(uMdpaMM M NOPONUCHI)

3.2 . He NePEeUYUCIJIEHHHX, HO YUTEHHHX B MTOTOBEIX 3alMUCIX neJl.
onmcem

(umdpamm u
[IPONMCEI)
4. TlponyleHO HOMEPOB:

4.1. He YUTEHHHX B MTOT'OBEIX 3alIMncCax
aeJi,
onmucem

(uMdpamMM M TPONUCHI)

4.2. He MepeuMnCJIeHHHX, HO YUTEHHBX B MTOT'OBEIX 3alMUCAX nesl.
onmcem

(umdpamm u



[IPONNCEHIO)

5. HenpaBWJIbLHO I[IOJIOXEHHEIX J&JI, OTHOCSAIMXCS K IPpyIMM QOoHIAaM,

oeJ.
(umMdpaMm M NOPONUCHI)

6. OkasaJioCch B HAJUUMKM IO HAaHHOMY (GOHIY (BKJIOUEHHEIX B OIMCHU)

oeJ.
(uMdpraMM U TPONUCHI)

7. VMeeTcs He BKJIOUEHHBIX B OIMCU

oeJ.
(uMdpaMm M NOPONUCHI)

8. Bcero nmo maHHOMY QOHOY (BKJIOUEHHEIX M HE BKJIIOUEHHBEIX B OINMCHU) MMEeTCHd

B
HaJIMdymm

oeJ.
(uMdpraMm M TPONUCHI)

3 HUX:
8.1.

aeJi,
nesuHbeKkIun

Tpebynmx

(umMdpaMm M NOPONUCHI)
8.2.
nei,
Ie3MHCeKUUN

TPebyonxX

(uMdpaMm M NOPONUCHI)

8.3.
nei,
pecTaBpaumum

TPebyoInx

(uMdpaMm M NOPONUCHI)

8.4. TpebyoInx nepemnjeTa
neJi,
[IOOMMBKU

(umMdpaMm M NOPONUCHI)

8.5. Tpe6ymmmx BOCCTaHOBJIEHUA SaTyXapmnx

Hedl,
TEKCTOB

(uMdpaMm M NOPONUCHI)



8.6. HeMCrpaBmUMO

nedl,
[IOBPEXIEeHHBIX

(uMdpaMm M NOPONUCHI)

8.7. TPpeOyULMX TEeXHUUECKOM
neJi,
obpaboTKU

(uMdpaMm M NOPONUCHI)

8.8. BBIIAHO BO BpeMeHHOoe
nes.
[10JIb30BaHKE

(uMdpaMM M NOPONUCHI)
9. Obumasa XapakTepucTmuka COCTOSHUS U YCJIOBUM XpaHeHUs
IOOKYMEHTOB.
OCHOBHBIE OTpPUIlATEJIbHEIE SABJIEHMS B COCTOSHUM M YCJOBUAX UX XPaHEHUS.

[IpuyioxeHMe : JUCT (BI) NPOBEPKM HaJIMUMsa UM cocToaHMa mes (N...).

[TpoBEepKyYy NPOBOIOMIIN :

HamMmeHOBaHME IOJDKHOCTEMN llonnucm Pacumbporka
nonnucen
HaTa
Kommenmaputi FTAPAHTa

Cm. OaHHyto cpopmy 8 pedakmope MS-Word
MpunoxeHue 23
Kn.4.8.1

dopMa THUTYIBHOT'O JIMCTA OIMCH OCO6O0 LIeHHHX Hen
dopMmaT A4 (210 x 297 wmMm)

(HasBaHre apxXMBHOTO yUpexIeHms)™

(Hazpaume ¢oHIma)
doung N
OIIMCE OCOEO ULEHHEIX IEJ

(KpalHMe naTH)

dopmMa ommcyu 0cCo60 LIEHHHX nOesn
dopMmaT A4 (210 x 297 wmMwm)

YTBEPXIAK



HamMmMeHoBaHME OOJDKHOCTU
PYKOBOOMUTEJA OpIT'aHM3alLmUm

[Tomnnmce Pacumdpporka
IIONINMCU
N n/n | N onucu N gena 3aronoeo | KpanHue Kon-Bo N en. Mpumeya
K gena AaTtbl JINCTOB y4yeTa HUe
cTpaxoBor
0 (boHOa
1 2 3 4 5 6 7 8
B IaHHYI OINNMCH ocoBo LIeHHBIX
neJi,
BHECEHO
(umMdpaMm M NOPONUCHI)
c N no N , B TOM UMcCJIe:
JIUTEPHLE HoMepa :
[IPOIyIEeHHEIE HoMepa :
n3 HUX UMenT CTpaxOBEE
Ien.
KOINU

HamMeHOBaHMEe IOJIDKHOCTU
cocTaBUTEJII OINUCU
IIOONNCU

HamMmMeHnoBaHMe OOJDKHOCTU
PYKOBOIUTEJIA apxmba

(IMua, OTBETCTBEHHOTO 3a& apxXuB)
[IOIOIINCHU

DaTa

COI'JIACOBAHO

[lporoxon U3K (3K) opraHmuzauum
yupexIieHns

oT N

(uMdpaMm M NOPONUCHI)

I[logonuce Pa
ITognuce Pa
YTBEPXIEHO
[IpoToxkom DJIIK
oT N

cumdpoBKa

cundporKa

APXMBHOTO

* 3anonHseTca rocyaapCTBEHHbIM apXMBOM.

Kommenmaputi FTAPAHTa

Cm. OaHHyto cpopmy 6 pedakmope MS-Word (cpopmam a3 u popmam a4)




MpunoxeHue 24
Kn.6.3.3

<I>opma TUTYJIBHOTI'O JIMNCTA KHUI'M ydeTa IIOCTYILJIEHUSsI U BHIOBITMST
AJOKYMEHTOB

dopmaT A3 (297 x 420 wmmMm)

(HamMeHOBaHME opTraHu3aluMn)

(HazpaHue apxupBa OpITaHM3alMM)

KHUTA
ydyeTa IOCTYIJIEHMSI M BHOHTHUSI HNOKYMEHTOB

ToMm N

HauamT

OKOHUEeH

dopmaT A3 (297 x
420 Mm)



N n/n Harta HaumeHoBaHne HassaHue, HassaHu KpaiiHune patbl MocTynneHve onucaHHbIX BbiGbITWE ONMCaHHbIX HeonucaHHbIX Mpumey
nocTynn opraHusaumm Homep u gata e NOCTYMUBLLNX [OKYMEHTOB [OKYMEHTOB aen, JOKYMEHTOB, aHue
eHus (cTpykTypHOro [OKyMeHTa, 1 HOMep 1N BbIOLIBLUMX Kon-Bo Kon-Bo gen nmcToB
nnm noapasgenexns, Mo KOTOPOMY doHaa, AOKYMEHTOB, aen
BbIObITK | nuua, apxusa), OT nocTynunu onucu BKJTIIOYEHHbIX B noctos | Bpem no nocTosi | BpemeH no nocTtyn | BbIGbIN
A KOTOpOWA vnu BbIGLIMK | MOCTYNUB onucb HHOrO | €HHOr | NIMYHOMY | HHOrO Horo NNYHOMY uno o
OoKyme noctynunu (Mnm [OOKYMEHTbI LUMX UNn XpaHeH o COCTaBy | XpaHeH | XpaHeH | cocTaBy
HTOB BbIGbINN) BbIObIBLLN ns (cBbl us us
OOKYMEHTbI X we 10
AOKYMEHT ner)
0B
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15
NToro B rony en. Xp. (mjng ayIMOBMIOEOIOOKYMEHTOB — + €I. yd.), B TOM
[IOCTYNIWMJIO uycrie:
(umMdpamMm u
[IPONMCEI)
[IOKas3EBaTCA pa3ldesibHO MTOTOBEE IaHHHEe 1o I'padam 7, 8, 9, 13 xHUIWU;
BEIOELJIO en. ydera (+ OOKYyMEHTOB, JIMCTOB), B TOM UYMCJIE:
(umbdpaMm M HOPONMCHID)
[IOKasLEBaTCAa pa3lesibHO MTOTOBEE IaHHHE 1o I'padam 10, 11, 12, 14.
HamMeHOBaHMe IOOJDKHOCTM JiMlia,
COCTAaBMBIIETO MTOTOBYI TONOBYI 3alMChb Nogonuce PacumbpoBka nomnucu
3aBenyoimy apxXMBOM [lonnuce Pacumbpporka nomnmcu

HaTa




Kommenmaputi FTAPAHTa
Cwm. daHHyto chbopmy 8 pedakmope MS-Word
MpunoxeHue 25
Kn.6.3.3

dopMa THUTYJIBHOI'O JIMCTa cHmucka boumos
dopmaT A4 (210 x 297 mmMm)

HamMeHOBaHME OpraHmM3alnun
CIIMCOK $OHJIOB

ToMm N

HauamT

OKOHUEH

dopma cmmcka GoHAOB
dopMmaT A4 (210 x 297 wmMwm)

N HaseaHu [ata nepsoro OTtmeTKa 0 BbIObITUM dhoHAA lNpmeyvaHu
doHOa | e poHOa NnocTynneHus Kyaa Bbibbin | Jata n N gokymeHTa, e
AOKYMEHTOB Ha OCHOBaHWU

doHaa KOTOPOro BbIObin

1 2 3 4 5 6

Ha 01.01. ToJa B CIIMCOK BKJIIOUEeHH GOHOEI C N no N

Bcero xpaHuUTCH B boHIOB, M3 HUX:
apxuBe

(umMdpaMm M NOPONUCHI)

comepxarT ocofboO lieHHBIE Jeja.

(uMdpaMm M NOPONUCHI)
Homepa crBoOOOIHEIE:
HamMmeHOBaHME IOOJDKHOCTM pPabOTHUKA
apxmMBa, COCTaABMBIETO I'ONOBYI
MTOTOBYI 3allMChb [Tomnnmce Pacumpporka nomnmucu
HamMeHOBaHME ITOJIXHOCTU

PYKOBOIOUTEJIA apxmba
(1Mila, OTBETCTBEHHOTO 3a apxXuB) [loonuce PacumbpoBka nomnucu

HaTa

Kommenmaputi TAPAHTa



Cm. OaHHyto cpopmy 8 pedakmope MS-Word

MpunoxeHune 26

Kn. 6.3.3
dopMa THUTYNIBHOT'O JIMCTA peecTpa onmucemn
dopmaT A4 (210 x 297 wmMwm)
HauMeHOBaHME OpTaHM3alUU
PEECTP OIIUCEM
HauarT
OKOHUEH
dPopma peecTpa onucen
N N N HasBa Kon-Bo gen B onucu Kpa | konm | Konu | Mpum
n/n | poHa | onucm | Hue NMOCTOSIHH | Bpeme no WHN | YeCTB | YeCcTB | e4aHu
a onuncu oro HHOro | MIM4YHOM e o (0] e
XpaHeHunA (CBbILLI Yy aaTt JINCT | 3K3eM
e 10 | coctaB bl OB B | Nnsap
ner) y onuc OB
XpaHe n onucu
HUA
1 2 3 4 5 6 7 8 9 10 11
Bcero xpaHUTCS B omnmcey, M3 HUX
apxmuBe [IOCTOSHHOT'O
(uMdpraMm M TPONUCHI)
XPaHeHUS , BpPEeMeHHOTO XpaHeHMa (CBHIIe
10 JjeT)
(umMdpamMmu u (uMdpraMmu M NPONMCEI)
[IPONMCEI)
10 JIMUHOMY
cocTaBy
(uMdpPaMM U TPONUCHI)
HamMeHOBaHME IOJDKHOCTM PabOTHMKA
apxmBa oOpTraHM3alMy, COCTABUBIIETO pPeecTp lloonmce PacmmbpoBKa
[IONINMCU
onmucem
HaTa
PyKOBOIMTENL apxXmMBa OPTaHM3ALNUU
(MO0, OTBETCTBEHHOE 3a apxXuB) Nomonmce Pacumbporka

IIoOInmcCum




HaTa

Kommenmaputi TAPAHTa
Cm. OaHHyto cpopmy 8 pedakmope MS-Word
MpunoxeHue 27
Kn. 6.3.3



@opma TUTYJIBHOI'O JIMCTAa KHUI'M ydYeTa I[NOCTYIUIEHUsI U BHIOBITUS CTPaxoBoOIo Q)on.qa u Qonna II0JIbBOBAHMSA

dopmaT A4 (210 x 297 MmMm)

(HamMeHOBaHMEe opraHM3aluM)

(HazBaHme apxmBa OpraHM3alLNuM)

KHUT'A
ydyeTa NOCTYyIUJIEHMS M BHOHTHS CTpaxoBoro boHma m doHZa norsB0BaHUSA
Tom N
HauatT
OKOHUEeH

dopMa KHMIM ydeTa NOCTYIUIEHMS M BHOHTHS CcTpaxoBoro ¢oHma m doHZa NOIBLBOBaHUS
dopmaT A4 (210 x 297 MmMm)

N [ata HaseaHue [ata Homepa Homepa Kon-Bo, CeepneHusi 0 CeepgeHusi o poHae | lNpumeyaH
n/n | noctynn | u N, gata | konupoBaH | (OHOO0B onucemn en. Xp. CTpaxoBoM (hoHAe nosib30BaHuNA ne
eHust OOKYMEHT ns NOATMHHUK (kon-Bo eA. xp.) (kon-Bo ea. xp.)
nnu a, no 0B, nocTynun | BbiObINO | NOCTyNuN | BbIGLINO
BblObITW | KOTOPOMY BKIMHOYEHH o o]
S.en. Xp. | nocTynunu bIX B
Co nnu eanHuuy
BblObINN XpaHeHus
eq. xp. cTpaxoBsor
0 (boHOa
1 2 3 4 5 6 7 8 9 10 11 12
NnToro rnocTynmio B en. Xp. CTpaXoBOIO

romy




(uMdpraMm M TPONUCHI)

donzma, en. xp. dGoHma
[IOJIb30BAHUS;

(uMdpaMm M NOPONUCHI)

BEIOELJIO en. Xp. CTpaxoBOTro QoHOa
(uMdpPaMm U TPONUCHI)

w en. xp. GOHIA MOJIL3OBAHNA.
(uMdpraMm M TPONUCHI)

HamMeHOBaHME »OOJIDKHOCTM JIMIIA,
COCTaBMBIIETO TI'OOOBYI MTOI'OBYI 3alllMChb llognuce PaCLUI/I(_prBKa
IIoOInncCum

PYyKOBOIUTEJIL apxXuBa
(1M110, OTBETCTBEHHOE 3a apxXuB) [omonmce PacumbppoBka

IIOONNCU

HaTa



Kommenmaputi FTAPAHTa
Cwm. daHHyto chopmy 8 pedakmope MS-Word

MpunoxeHune 28
Kn.6.3.3

dopMa THUTYJIBHOT'O JMCTa ONMUCH CTPaxoBOro ¢oHAa

dopmaT A4

(210 x 297 mMm)

Tpud orpaHmueHMsT gomycka

HavMeHOBaHMEe TOCYIAapPCTBEHHOTO apxmBa™

OIMCh N

CTPaxoeBoro bouma

dopMa ommcu cTpaxoBoro ¢domma

dopmaT A4 (210 x 297 mmMm)
YTBEPXIIA
HammMeHOBaHUE IOOJIXXHOCTUM
pykropOIOIMTEJIA OPpI'aHM3aAllN
[loonuce PacumbppoBka
IIOOIIMICHU
DaTa
N eq. xp. [aTta Kon-Bo Kon-Bo CeepeHus 0 genax, Bxogdawmx | MNMpume
CTPaxoBO | KONUPOBaH | KagpoB B nen, B €QUHULY XpaHeHns YyaHune
ro ooHga ns en. xp. BKJTHOUYEHHbI CTpaxoBoro poHaa
OOKYMEHTO | CTpaxoBO X Homepa | Homepa | Homepa
B ro ooHga B en. Xp. doHOoB | onuceun eq. xp.
1 2 3 4 5 6 7 8
Bcero wHa 01.01 rToma B OIMCH
BKJIIIOUEHO
(uMdpraMM U TPONUCHI)
en. xp., ¢ N no N , B TOM UMCJIE:

JIMTEPHBIE HOMeEepa:

IIpOoIlylleHHBIE HOMepPa:

Kagpoe M/ CTpaxoBOTO

doHn

(uMdpraMm M TPONUCHI)

CKOIIMPOBaHO

en.

(uMdpraMm M TPONUCHI)

HamMeHOBaHME IOOJIXHOCTU
paboTHMKA apxXMBa,

COCTaBMBIIETO MTOI'OBYK 3allliChb

ITognuce

a

Xp.

PacumbpoBka MNOONUCH




HamMmMeHnoBaHMEe OOJDKHOCTU
PYKOBOIUTEJIA apxmuba

(MMua, OTBETCTBEHHOTO 3a apxus) Iloonmcek PacumppoBka noOnnmcu

HaTa

COI'JIACOBAHO YTBEPXIEHO

[IlpoToxos UISK (5K) opraHmszauumn [IpoTokomn 3K apXMBHOTO yUpPEeXIEeHUI
oT N oT N

* 3anonHsieTca B rocygapCTBEHHOM apXmBe.

Kommenmaputi TAPAHTa
Cm. OaHHyto chopmy 8 pedakmope MS-Word (cpopmam a3 u cpopmam a4)
MpunoxeHue 29

Kn.6.3.3
dopmMa nacmnopTa apxmuea opraHmsBauumn, XpaHsmen yIpaBJIeHYECKYII0
AOKYMEeHTAaLIMIO
dopmaT A3 (297 x 420 wmmMm)
Kowmy [npencrapjgaeTCcHd
(HaMMeHOBaHMEe U anpec NoJiydaTeJis)
KewMm IpencraBiigaeTcH

(HaMMeHOBaHMUE U agpec OTUMTHEBAIENCS OpPaHMBaHMM)

(popMa COOCTBEHHOCTM OTUMTHBAKIENCS OpTaHu3aluMn)

INACIIOPT

apxmMepa opraHmM3auum, xpausmeﬁ YIIPAaBJIEHYECKYIn OOKYMEHTALIMI0 Ha 1 nexaspﬂ
20

romga
1. O6wme cBeaeHus
Kopg cTpoku KonnyectBo ooHO0B Mnowaab 3arpy>eHHOCTb
apxvBoxpaHunuiia (KB.M) apxuBoxpaHunuiia
(%)
1 1 2 3
101

2. CBepeHUsA 0 AOKYMeHTax



MNokasaTtenu Kog KonnyecTtBo eguHNL XpaHEHUS
CTPOK | BCero KpaunHue 3 HMX BHECEHO B Xpanutc | O6pasyet
n narbl onucu, s CBepx | caBrog
yTBEpPXOEHHbIE yCTaHoBI aen
(cornacoBaHHbIe) €HHOro
AlK apxmBHOro Cpoka
ydpexgeHus
BCero KpanHue
natbl
Haya | KOHeu Haya | KoHe
NbHa | Has NnbHa | YHagqa
S S
A. b 1 2 3 4 5 6 7 8
lMocTtoaHHOrO 201
XpaHeHud
Mo nn4yHomy 202
cocTaBy
3. Kagpsl
YCJI0BUS XPaHeHUS IOKYMEHTOB (HYXHOEe IOJUEPKHYThH) :
- XpaHMJ‘IMLU.e: eCTb, HeT,; CyXOoe, ChlpOEe,; CBeTJIOE, TEMHOEe.
- OTonJjieHue : LeHTpaJlbHOEe, IIedHOe, OTCYyTCTBYyET.
Kon |[Kommuec— - Crejlaxm: MeTaJUIMYeCKMe, IOePeBSHHEE,
CTpO-— TBO KOM@MHMPOB@.HHHG,’ HeT.
KM ITaTHBIX - Cresnjaxmn: MeTaJlJIMdeCKre, IePpeBAHHEIE,
paboTHM— KOMOMHMPOBAHHEIE; HET.
KOB - HlKa(_be: MeTaJlJIMdeCKre, IOepeBAHHBIe; OTCYTCTBYIOT.
- CT/II‘HaJ'H/IBaLU/IH: InoxapHad: eCTb, HeT;
301 OXpaHHadg: eCThb, HEeT.
- UMTaJbHBEIM 3aJl: eCTb, HeT.
- TeMIepaTypPHO-BJIQXHOCTHEI PEXMM :
cobJyomaeTcsa, He cobjoIaeTcs
"on 20  rogna.

PyKOBOIMTENL OpPTaHM3alNM,
pennpmaTmsa

(mognmuce)

SamMmiima mu
TenedoH MCIOJIHUTEIIS

Kommenmaputi TAPAHTa
Cm. OaHHyto cpopmy 6 pedakmope MS-Word (cpopmam a3 u popmam a4)

MpunoxeHune 30
Kn. 6.3.3




éopma rnacnopTa opraHmM3auun, xpansmeﬁ AJOKYMEHTEI OTpPAacCJI€BOIO bounma

dopMmaT A3 (297 x 420 wmMwm)
Kowmy [IpencrapjgaeTCcHd
(HaMMeHOBaHME U aJpec IoJiydaTeJis)
Kem npencraBiigeTrcda
(HaMMeHOBaHMe n ajgpec OTHMTHBaDmeﬁCH
opraHu3alumn)
(popMa COOCTBEHHOCTM OTUMTHBAKIENCS OpTaHu3aluMn)
NNACIIOPT
opranusauuu, xpansmeﬁ AJOKYMEHTEI OTPAacCJIEBOIO Qonna
(HaBBaHMe oTpacJeBOoTO QoHza)
Ha 1 mexabps 20 roma
1. CBegeHuMA 0 xpaHMnumyax 3. Kagpbl
Kon KonnyectBo Mnowaab CeneHb Kon Konnyectso
CTPOKM XpaHunuuy XpaHunuuy 3arpy>eHHoCTu1 CTPOKM LUTaTHbIX
(%) pabOTHVKOB
A 1 2 3 A 1
101 301
2. CBeaeHUA 0 AOKYMeEHTax
NokaszaTtenu Kon Kon-Bo KpanHue gatbl Konunyects Ob6bem
CTPOKM eld. Xp. | Ha4yanbH | KOHEYH o] 3anncaHHo
as 6a3 n
JaHHbIX nHdopmay,
nn (M6anT)
A b 2 4 5
Hay4yHo-TexHn4yeckas 201 - -
OOKYyMeHTaums
DOTOOOKYMEHTHI 202 - -
[oKkyMeHTbI Ha 203
MaLLNHHBIX




HOCUTENAX

[pyrve JOKYMEHTbI 204 - -

YCJIoBMA XpaHeHUMS IOKYMEHTOB (HYyXHOEe MNONUEPKHYTH) :

- XpaHuIuile: ecTb, HeT; Cyxoe, CEpOe; CBeTJioe, TEeMHOe.
OTonJyieHMe: LEHTpaJIbHOEe, IEeYHOEe, OTCYTCTBYET.

- Crenyaxyu: MeTaJUIMUeCKMe, IOepeBsAHHEEe, KOMOMHMPOBAHHBIE; HET,

- llxadrel: MeTaIMUeCckue, IepPeBSHHbBE; OTCYTCTBYIIOT.

- CurHammszaumus: InmoxapHad: eCcTb, HeT, OXpaHHad: e€CTb, HeT.

— UMTaJIbHBIM 3aji: €CTh, HeT.

- TeMIepaTypPHO-BJIQXHOCTHEIM pexmuM: cobJjiomaeTcs, He cobJjiolaeTcsd.

MpumeyaHue. B ctpoke 202 ykasbliBaeTCs KONMYECTBO MOASIMHHMKOB (HEraTMBHOE U
No3NTMBHOE NPV OTCYTCTBUMN HEraTMBOB) 6e3 yueTa KONuin N oTnevyaTaHHbIX NO3UTUBOB.

| | I_l | | 20_ Il .
PyxoBomuTesib PacumbppoBka
opraHM3aluny,
NpennpmuaTud IIONNMCHU
(mognmuce) (mognmce)

damMmimsa U TeJjieOH UCIIOJIHUTETS

Kommenmaputi TAPAHTa
Cwm. daHHyto chopmy 8 pedakmope MS-Word
MpunoxeHune 31

Kn.6.3.5
dopmar
dopMa ydUeTHOM KAPTOYUKM EeIMHMIE! yuyeTa I
(IMueBas CTOPOHA)
A5 (148 x 210 mmMm)
YuerTHast Kap-roqxa eOVHNMIIEI y4deTa
BDJIEKTPOHHEIX OOKYMeHTOB (9])
®oung N Ommce N En. yuera
HanmeHoBaHne 3aronoBok eanHULbl N egununy, OTmeTKa O [aTta
opraHusauunu/ yyeTta XpaHeHuns HanM4yum NnocTynneHus
noapasgenexHus, ot konun 3[4
KOTOPbIX NOCTYNUIn
OOKYMEHTbI
dopmat Bua HocuTens Ob6bem KonunyectBo [aTta
(M6awnT) 3anucen co3aaHns
ans b
CpoOK XxpaHeHus MecTo xpaHeHus MpumevaHue MNognucok




(cTennax, nonka, nuua,
cenp n T.4.) BHecCLLero
3anncb
dopMa ydUeTHOM KapTOYUKM EeOMHMIEI ydera I
(obopoTHaAsa CTOPOHA)
dopMmaT AL (148 x 210 wmMwm)
Bug pabothl N akta JaTta HoBbil Ob6bem Bua N Mopgnuc
(nepesanuco, Murpaum dopmat | (M6anT) | HocuTen | eguHuUy, b
Murpaumn) nun A XpaHeH nuua,
nepesan ns BHecLuer
ncu 0]
3anucb
Kommenmaputi FTAPAHTa

Cm. OaHHyto cpopmy 8 pedakmope MS-Word

HammeHnoBaHMe
opraHm3aLumm

AkT

N

dopma akTa MuUTpauMii M nepesanucen ]
(210 x 297 mm)

(mMmecTO
cocTaBJIeHUd)

dopmaT A4

O MUTI'pALIMM M IIepes3anlncu
SJIEKTPOHHEIX MOJOKYMEHTOB

oo N

YTBEPXIAK

HammMeHnoBaHMEe ITOJDKHOCTU
PYKOBOOUTEJA OpraHM3alumn

I[Tognucob

HaTa

PacumbppoBka

IIoOIncCum

(Ha3BaHMe QoHIAa)

MpunoxeHune 32

Kn.6.3.5

Onucb N

EonHuua yyeta N

1

2

XapakTepucTuku 3] IO MuIpauuyu/mnepesanmucu:

dopmMmarT

ObweM (MGamT)

Kommmuecrro m N en.




Xp .

XapakTepucTuku 3] mocjie MuUrpaumyu/mnepesanmcu:
dopmaT

O6beMm (Mbamt)

Kommuecrro m N en.
Xp.

PaboTy BHIIOJIHWUIIN :

HOJIXHOCTB [Tonnuce Pacumpporka nomnmucu

HJOJIXHOCTB [Tomnnmce Pacumpporka nomnmucu
PaboTy NpMHAN PYKOBOIUTEJbE apXmUBa

IOJIXHOCTB ITognuce Pacumpporka nomnmcu
Hara

VI3MeHeHVd B YUYeTHBEe IJOKYMEHTEl BHECJINM:

JOJIXHOCTB I[omnuce PacumbpoBka noOnucu
JOJIXHOCTB I[omnuce PacumbpoBka nomnucu
HaTa
Kommenmaputi TAPAHTa

Cm. OaHHyto cpopmy 8 pedakmope MS-Word
MpunoxeHue 33
Kn.6.35

dopMa xypHajla ydueTa MNOCTYIUJIEHMUSI ¥ BHOHTUSA SJIEKTPOHHBIX
OOKYMEHTOB
dopmaT A4 (210 x 297 MmMm)

XYPHAIJ
ydYeTa MNOCTYIUIEHMSI M BHOHTHS SJIEKTPOHHHX IJOKYMEHTOB



N Hata HanmeHoBaH | HasBaHue, HasaHwue lMocTynneHune onucaHHbIX Bbi6biTMe onucaHHbix 3 Oa | Cpo | lNpu
n/n | noctynn ne N n pata " a4 Ta K Mey
eHns opraHusauumn | gokymeHta, | N doHga, | Bug | Obbe | ®op | Kon-B | Bug | O6be | ®op | Kon-B | co3 | xpa | aHu
nnm / MO KOTOPOMY onucu n HoCU M MaT | oen. | Hocu M MaT | oen. | Aa | HeH e
BbIObITU nogpasaeneH NPUHATO en. yd. TEend Xp. Tend Xp. HUA n4a
S ns, ot NocCTynneHne | NoCTynuBLL (3anu (3anu
KOTOpOro nnu X Unn cen cen
noctynunun | BblbbITHe 3 | BbIOLIBLUNX ans ans
OOKYMEHTbI oa o) o)
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16
Nroro B rony en. en. xp. MbawnT;
IIOCTYIINIIO yd., oOBEMOM
(undbpamu, (undbpamu, (undbpamu,
[IPONMCEI) [IPONMCEI) [IPONMCEI)
B TOM UMCJI€ MNOCTOSHHOTO en. yd., en. xp. MbawnT;
XpaHeHUs obbeMoM
(undbpamu, (undbpamu, (undbpamu,
[IPOINCEHIO) [IPOINCHIO) [IPOINCHIO)
BPEMEHHOTO XPaHEHUHA en. yd., en. xp. obbeMoM MGamnT;
(Lmbpamm, (Lmbpamm, (umbpamm,
[IPOINCEHIO) [IPOINCEHIO) [IPOINCEHIO)
BHBBLJIO en. yud., en. Xp. Mb6amntT,
0BBEMOM
(umbpamm, (umbpamm, (umbpamm,
[IPOINCEHIO) [IPOINCEHIO) [IPOINCEHIO)
B TOM UMCJEe IIOCTOSHHOTIO en. yud., en. Xp. 0OOBEMOM Mb6amntT,

XpaHeHUs




(undpamm,
[IPONMCEI)

BPEMEHHOTO XpaHeHUs en. yu.,
(umbpamm,
[IPOINCEHIO)

HamMeHOBaHME »OOJIDKHOCTM JIMIIA,

COCTaBMBIIETO TOIOBYK 3allMChb I[Tognucob
HaTa
PyxkoBomuTesib apxmbBa OopraHM3alUMU I[Tognucob

HaTa

(undppamm,
[IPONMCEI)

en. xp. obbeMoM

(umbpamm,

[IPONINCEHIO)

PacumbpoBka nomnucu

PacumbpoBka nomnucu

(undppamm,
[IPONMCEI)

(umbpamu,
[IPOINCHIO)

MbamtT.



Kommenmaputi FTAPAHTa
Cwm. daHHyto chopmy 8 pedakmope MS-Word
MpunoxeHue 34
Kn.6.35

dopMa xypHaja ydYeTa MuUIpPaAlUM M NepeBanrcel 3JIEKTPOHHHX AOKYMEHTOB
dopmaT A4 (210 x 297 mmMm)

XYPHAJ
ydYeTa MMIpaumMii M IIepesBanmMcer 3JIeKTPOHHEX JOKYMEHTOB

[aTa N McxoaHble gaHHble HoBble gaHHble N akta MNopnuck

Murpaum | eq. N dop Obvem | Meg. | dop Ob6bem | murpauunmn nmua,

n/ ydq. | eqg. | mat | (M6awt) | xp. mat | (M6anT) n BHECLLEro
nepesan Xp. nepesanmu 3anunchb

ncu ceun
1 2 3 4 5 6 7 8 9 10
VITOTO MOIBEPIJIOCH MUTPAaLMK/Iepe3anmucyu 3a en.yd.,
IoLno

(umMdpamMy, OPONMUCEI)

en. Xp. 0OOBEMOM MbamtT.
(umMdpamMm, MOPOIMCHIO) (umMdpamMm, MOPOIMCHIO)

HamMeHOBaHME OOJIKHOCTM JIMLIA,

COCTaBMBIIEI'O T'OOOBYK 3allMCh [Toonmce Pacumpporka nomnmucu
HaTa
3aB. apxXMBOM OpI'aHM3alLUN [Toonmce PacumppoBka nonnmcu
HaTa

Kommenmaputi TAPAHTa

Cm. OaHHyto cpopmy 8 pedakmope MS-Word
MpunoxeHune 35
Knn.6.4.1.1,6.4.1.2

dopMa akTa npmeMa-neperauM AOKYMEHTOB Ha I'OCyJapCTBEHHOE XpaHeHue
dopMmaT A4 (210 x 297 wmMwm)

YTBEPXIAK YTBEPXIAK

HamMeHoBaHmMe IOOJDKHOCTU IrpexTop

PYKOBOIMUTEJIA OPTaHM3alLun TOCYOApPCTBEHHOTO apxmBa

llonnuce Pacumbporka [Tonnuce Pacumbporka
IIOONNCHU IIOONINCHU

OaTa T'epboBas OaTa T'epboBasa neuatTsb



AKT
N

IieyaThb
OopraHM3alumm

(mMmecTO
cocTaBJIeHUd)

npueMa-nepenadm
IOKYMEHTOB Ha MOCTOSIHHOE

XpaHeHue B

TOCYHapCTBEHHEM apXmus

roCcynmapCTBEHHOTI'O

apxmuea

B CBA3U c
(MuCcTeueHMEM CpokKa XpaHeHUS IOKYMEHTOB
(HazBaHMe GoOHZIa) B OopIaHMB3alUMM, JIKUKBMIALMEN OPTaHM3aUMM M T.I.)
(HaMMeHOBaHME OpIaHM3aL M)
rnepenaer, a
(HaMMeHOBaHME TOCYyIapCTBEHHOTO apxuBa)
IPpMHMMaeT Ha I'OCYIapCTBEeHHOE XpPaHeHMe JOKYMEHTH U CTPaxXOBHE
KON 3a
(ronmer)
Y CHPaBOYHHBIM allapaT K HUM:
N n/n HassaHue n Homep Kon-Bo Kon-Bo NpUHATBLIX Kon-so | lNpumevaHune
onucu onucu aen CTpaxoB
konunyectso OLU bIX
Konum
1 2 3 4 5 6

VToro mOpmMHATO

B rocymapcTBeHHOM apxuBe boHm N

en. xXp.
KOIINM)

(uMdpaMm M NOPONUCHI)

(B TOM UMCJIEe CTPaxOBBIX




[lepenauy HOPOU3BEJIN:
HavMeHOBaHMEe IOJIXKHOCTEWM JIMII,
[IPOMBBOOMBIIMX IIepenauy

llonnuce Pacumbpporka
IIOONINCHU
OaTa
Kommenmaputi TAPAHTa

Cwm. daHHyto chopmy 8 pedakmope MS-Word

[IpyeM OPOUBBEJINM :
HavMeHOBaHMEe IOJIXKHOCTEWM JIMII,
MIPOMBBOOMUBIIMX IPUEM

lTonnuce Pacumbporka

IIOONNCU

HaTa

MpunoxeHue 36

Kn.6.4.1.2

dopMma akTa O HeOBHapyXeHMM HeJ, NYTKM POBHCKa KOTOPHX MCYEPIIaHEH
dopmaT A4 (210 x 297 wmMm)

HammeHnoBaHMe
opraHm3aLumm

AKT
N

(MmecTO
cocTaBJIeHUd)

O HeoO6HapyXeHuUMn

OOKYMEHTOB, IIyTM POS3BICKAa
KOTOPEHX MCYEePIIaHBEI

B pesyneTare

YTBEPXIAK

HammMeHnoBaHMEe OOJDKHOCTU
PYKOBOOUTEJA OpraHu3alumn

ITognuce

HaTa

oo N

Pacumbporka
[IOANUCHU

(Ha3BaHMe QoHIA)

YCTAHOBJIEHO OTCYyTCTBUE

B

@OHHG I[IEPEeUNMCIIEHHEIX HMXe OeJl, INIPeOlIPMHATEE apXMBOM BCEBO3MOXHEBIE MEPEI 1O

PO3BICKY Oe€JI IIOJIOXMTEJIbHEIX pe3yJIbTaTOBR He oajinm, B CBA3UM C

BO3MOXHEIM CHATB C YydeTa

geM cymraeM

Onuce N | Ea. xp. N 3aronoBsok ef. xp. Konunuyecteo | KpawnHue | lNpegnonarae
nucrtos aaTbl Mbl€ MPUYMHbI
(Bpems OTCYTCTBUA
3ByYaHus,
MeTpax)
1 2 3 4 5 6
NToro en. xXp.

(umMdpaMm M NOPONUCHI)

ConepxaHme YTPAUEeHHEIX MaTeprajlOB MOXeT OBITHE YACTUUHO BOCIIOJIHEHO

CJle Oy VMM
en.

Xp.:




(HOMepa en. Xp. 1M UX TPYIIIOBEE 3aT0JIOBKM)

HauMeHOBaHME IOJIXHOCTMU
PYKOBOIMTEJIS apXuBa

(IMia, OTBETCTBEHHOTO 3a apXUB) omonmce PacumbpoBka nOANMCU
HaTa

COTJIACOBAHO™ COTJIACOBAHO

[IpoTokois JIIK apXMBHOTO ydYpeXIeHUS [lporoxkon 2K (3K) opraHmzauum

oT N oT N

VIsMeHeHUsda B YUYeTHEIE IIOKYMEHTEI apXVBa BHECEHEH.

PyxkoBomuTesib apxmBa,
(MO, OTBETCTBEHHOE 3a yueT) Nognmuce PacumbpoBka nOANMCU

HaTa

* B cny4ae, ecnun He oBHapyXeHbl Aena NOCTOSAHHOIO XpaHEHMWS.

Kommenmaputi TAPAHTa
Cm. OaHHyto cpopmy 8 pedakmope MS-Word
MpunoxeHue 37
Kn.6.4.1.2

dopMa akTa O HEMCHPABMMEIX IIOBPEXAEHUSX NOKYMEHTOB
dopMmaT A4 (210 x 297 wmMwm)

HamMeHOBaHMe opIraHM3alLum YTBEPXIAI
HamMeHOBaHUE IOOJDXKHOCTHU
PYKOBOIOUTEJA
opraHM3alumn
AKT
N Moanuch PacmmbpoBka
IOOINnUCHU
(MecTO cCcocTaBJIeHUA) IDaTa
®oHnm N
O HeMCHpaBMMBIX (HazBaHMe ¢QoHIa)

IIOBPEeXOeHNAX NOKYMEHTOB

B (i)OH,JIe O6Hapy>KeHbI JOKYMEHTEI, IIPM3HAHHEBEIE HENMCIIPaBMMO IIOBPEXICSHHBIMM :

| Nn/n | Onves | Ea. xp. | Kon-Bo nuctos | 3aromosok | Kpaitiue | CywiHocTs u




N N (Bpems 3ByyaHus, nospexaeH aathbl NPUYNHBI
MeTpax) HbIX nospexaeH
eq. xp. nsa
1 2 3 4 5 6 7
Toro OOHaApPyXeHO HEeMCIPaBMMO en. xXp.

IIOBPEXIOEHHEIX

(umMdpamMm M NOPONUCHI)

HSPSQMCHSHHHS en. Xp. InomgjexaT CIIMCAaHMIO BBUOY :

HamMeHOBaHME IOOJIXHOCTM
PYKOBOIOIMUTEIIA apXMBa

(Mila, OTBETCTBEHHOT'O 3a apPXMUB) Nomonmceb Pacmmbporka nOOnmMCuU
HaTa

COTJIACOBAHO COTJIACOBAHO

[IpoTokoJs JIIK apXMBHOTO ydYpeXIeHUS [lporoxkon 2K (3K) opraHmzaumum

oT N oT N

VIsMeHeHUsa B Y4YeTHEIE IOKYMEHTEI apXVBa BHECEHEH,

HamMeHOBaHME IOOJIXHOCTM pa@OTHMKa,
BHeCIlIeI'O M3MEHEHMA B YUYEeTHEIEe Noonuce PaCMM®pOBKa IIoOrnncm
JOKYMEHTEI

HaTa

Kommenmaputi FTAPAHTa
Cm. OaHHyto cpopmy 8 pedakmope MS-Word

MpunoxeHune 38
Kn.6.4.1.3

dopMa akKTa ONMCAHMSA NOKYMEHTOB JIMYHOI'O MNPOMUCXOXISHMUS
dopmaT A4 (210 x 297 mmMm)

HamMeHOBaHMe opTraHM3aLUM YTBEPXIA

AKT HamMmeHOBaHMe IOJIXKHOCTU
N PYKOBOIUTENA OPTaHM3aALUU




(MecTO cCcocTaBJIeHUA) Hognmuce Pacumbporka
IIOIIINCHU

ONMCaHMe IOOKYMEHTOB JIMYHOI'O OaTa

IIPOMUCXOXISHMNST

®oHI
N

(HazBaHMe ¢QoHIa)

[Io cocTOAHMI Ha B Gonme N

o
(DaTa HauaJsia pab®oOTH)

YUETHBEM IaHHBIM onmcemn,
UMCJIUIIOCH

BPEMEHHHX IeJl (emnmHMLL OOKYMEHTOB.
XpPaHeHUd) ,

B mpolecce onmMcaHuUsA nes (emuHMIL
cbopMUpPOBAHO XpPaHeHUd) ,

BEIIEJIEHO He IMOIJIeXallMxX IOOKYMEHTOB (JIMCTOB),
XPaHeHUo

IoeJi; BOBBPAlleHO IOOKYMEHTOB
BJIANEJbIlY

(nmmcToB) , oesn (eImMHMI XPpaHeHUs) .

BHoOBBE cocTarJjeHa onmcb N Ha nes,
[Io cocTOodaHMIK Ha B GoHme N
(naTa 3apepmeHMsa paboT)

YUCJIUTCHA onucemn, oeJl (eOIMHML XPaHeHMSd) 3a
TOIEI.

HpOBe,HeHbI crliengymumme BUIIEBL pa6OT

(Hepe‘:U/ICJ'IS—HOTCH BUIEI [TPOBEOEHHBIX pa6OT,

KpoMe OIlMCaHMA ,HOKyMeHTOB)

B obbeMax:




(kaTasiormszaliidg, BLHIABJIEHUE e,

K omnmcu cocTaBJieH CJedyllMM HaydHO-CIIPaBOUHBIM
anmnapar:

TpebyK X pecTaBpalum)

(mpenuciioBUe, OTJIABJIEHME, yKasaTeJiu)

PaboTy BHIIOJIHUIIN I[Tognucwm
(HaMMeHOBaAHUE
IOJIXKHOCTEM)

PaboTy npmHAN

HamMeHOBaHME ITOJIXHOCTM PyYKOBOIOIMUTEIIA
apxXmBa (HMHa, OTBETCTBEHHOI'O 3a apXMB) [Topnuce

HaTa

Onuce omobpeHa 19K (9K) opraHuU3alum
nporokois N oT

Onmche yTBepxOeHa OJlIK apxXMBHOT'O YyUYpPEeXIeHUA
nporokoisr N oT

VI3MeHeHVda B Yy4YeTHEE @OpMH BHECEHEI.

HamMeHOBaHME IOOJIXHOCTM PYKROBOIOIMUTEIIA

PacumbppoBka
nonnmucem

Pacumbporka NOomImcu

apxmuea (Jiuila, OTBETCTBEHHOTO 3a apXxuB) lHoonuce Pacumbposka

IIOONNCU

OaTa

He nonnexamme XPaHEeHMIO ITOKYMEHTEI BJIaleJIblly BO3

eyl (ODOOKYMEeHTOR) Ha J.

llonnuchk BJAmeJiblla apxmuiBa
IIOONNCU

HaTa

[lpencemaTens U3K (9K) opraHmzaumum
IOIIINCHU

ITognuce

HaTa

Kommenmaputi TAPAHTa

BpalleHBl B KOJIMYEeCTBE

Pacumbpporka

Pacumbpporka



Cm. OaHHyto cpopmy 8 pedakmope MS-Word
MpunoxeHue 39
Kn.6.4.1.3

dopma akTa 06 obpaBoBaHMM OOGBEAMHEHHOI'O apxXMBHOTO GoHma
dopMmaT A4 (210 x 297 wmMwm)

HamMeHOBaHMe opTraHM3alLUM YTBEPXIA
AKT HamMeHOBaHME IOOJIXHOCTU
N PYKOBOIMTEJIS OPTaHu3alum
(MmecTO
COCTaBJIEHUA) [Toonmce Pacumpporka
IOOINUCHU
o6 obpasoBaumue IDaTa
O6BeOMHEHHOT'O apPXMBHOI'O
dbonma
®OHIEI B CcOCTase N B KOJIMUECTBE en. xp.
(HazBaHMe QoHIa)
N B KOJIMUECTBE en.
Xp .
(Ha3BaHMe QGoHIa)
N B KOJMUECTBE en.
Xp .
(Ha3BaHMe QGoHIa)
N B KOJIMUECTEBE en. Xp. M T.o.
(HazBaHMe ¢QoHIa)
10 COCTOSHUIO B QpoHme N
1o
Ha

(DaTa HauaJsia pab®OoTH)

YUYETHEIM JaHHBIM .
UMCIIMIIOCH

B mpouecce co3maHusa OOBEOMHEHHOTO apXMBHOTO QoHIma chopMHUPOBAH
doun

(HazBaHUE)

B cocTaBe en. XpP., BHECEHHHX B OINUCH.
(koJIMUecTRBO) (koJIMUecTRBO)




IIo cocTOdAHMID Ha B ODOBEIMHEHHOM APXMBHOM (_IL)OH,I[e

N

(DaTa 3aBeplieHUsS
paboT)

UMCJIUTCHA onmcemn, oen (emuHUIL XPpaHeHUus) 3a
TOIH.

[lpoBenmeHb Cllenyplie BUIE
paboT

(mepeuncuanTcs BUIOEL [IPOBEIEeHHBIX
paboT,

KpoMe CIIMCaHMA ,JIOKyMeHTOB)

K onmcum cocTaBJIEH CJenyolMy HAayYHO-CIIPaBOYHLIM
anmnapar

(mpemmucioBMe, OTJIABJIEHME, yKasaTeJu)

PaboTy BRIIIOJIHUIIU Illoonucu Pacumbporka
(HaMMeHOBaHME IOOJDKHOCTE) IoOnmcen

PaborTy nDpmHAI

HanmMeHOBaHME HOOJIKHOCTM PYKOBOIOUTEJISA

apxuBa (IMlla, OTBETCTBEHHOI'O 3a apxuB) [Nopnuce Pacumpporka
[IOOINCHU

HaTa

Onuce omobpeHa 19K (9K) opraHuU3alum
nporokoisr N oT

Onmche yTBepxOeHa OJlIK apxXMBHOTO YyUYpPEeXIOeHUA
nporokois N oT

VIsMeHeHUsa B ydeTHbBle QOPMEI BHECEHE.
HanmMeHOBaHME HOOJIKHOCTM PYKOBOIOUTEJIA
apxuBa (IMlla, OTBETCTBEHHOI'O 3a apxuBs) [Nopnuce Pacumdpposka

IIOONNCU

HaTa



He nonmexaumme XPaHeHMI IOJOKYMEHTHEI BJIaeJiblly BO3BPAll€EHBEI B KOJIMYECTBE

Ien (IOKYMEeHTOB) Ha

[loonuce BJlazesiblla apxuBa

IIoOInncum

HaTa

llpencenaTens 3K (5K)

NOOINMCU
ITognuce

HaTa

Kommenmaputi FTAPAHTa

opraHmM3aLmum

JI.

PacumbppoBka

Pacmmbporka

Cm. OaHHyto cpopmy 8 pedakmope MS-Word

MpunoxeHune 40
Kn.6.4.1.3.

@opma aKTa O TeXHMUECKMX OoumMbKax B YYEeTHHRX OOKYMeHTax

dopmaT A4

HamMeHOBaHME OpraHmM3aLmUn

AKT
N

(210 x 297 mMm)

YTBEPXIAI

HamMeHOBaHME IOOJIXHOCTM
pykropOIOIMUTEJIA OPpI'aHM3aAllM

(MecTO cCcocTaBJIeHUI) oonmuce Pacumbporka
IOOINUCHU
O TexXHUMYEeCKMX oumbkax B DaTa
YVYeTHEX OOKYyMeHTax
®oHnm N
HaszsBaHue boHmma
B xXoze BEHIIIOJIHEHUS OBOHAapPYyXEHE
TeXHUUYECKUE
OMMOKIM B 3anmMcax

HassaHve gokymeHTa |

CyllecTBylollas 3anncs | Cnepgyert 3anucaTtb




B pesyibTaTe KOJMUECTBO E€IMHUL XPAaHEeHUS YBEeJMUMIIOCH (YMEHBIIMIIOCH)
Ha ern. xp.

[TpuMeuaHMe :

IOJIXHOCTB ITognuce Pacumpporka HnoOOnmUcu
HaTa

VIBSMeEHEeHMS BHECEHBEI B YyUEeTHHE IJOKYMEHTH

HamMeHOBaHME IOJIKHOCTU [Tonnmce Pacumpporka nomnmucu
PYKOBOIOUTEJA

apxupa (Juila, OTBETCTBEHHOTO 3a apxXuB)

HaTa

Kommenmaputi TAPAHTa
Cwm. OaHHyto chbopmy 8 pedakmope MS-Word
MpunoxeHune 41

Kn.6.4.1
dopma akTa 06 OBHaApPyXEeHMM ILOKYMEHTOB
dopMmaT A4 (210 x 297 mMm)
HamMeHOBaHMe opIraHM3alLum YTBEPXIAI
AKT HamMeHOBaHME IOOJIXKHOCTU
N PYKOBOIMUTEJSA OpITaHM3aLUU
(MECTO COCTaBJIEHUSA) [Moonuce PacumppoBKa
IOONUCU
06 o6HapyXeHMUM [OKYMEHTOB DaTa
(He OTHOCSUMXCSI K OAHHOMY
bouny, apxmuBy, HEYUTEHHHX M
T.4.)
B xXome

(BO paboTH)

OBHAaPYXEHO




(B QoHIe, XpaHUIMIla, paboueMm IIOMEMNeHMM)

N n/n | 3aronosok eq. xp. | Wwudp (ecnu ectb) K kakomy dpoHay MpnmeyaHus
OTHOCMUTCS
1 2 3 4 5

VToro oBHapPyXEeHO

IOOKYMEHTOB .
(uMdpaMm M NOPONUCHI)

HauMeHOBaHME IOOJDXKHOCTU pab®oTHUKAE [ToOmnmche PacummbppoBKa IMOANMUCHU

HaTa

VIsMeHeHsa BHECEHHl B Y4YeTHbBIEe ITOKYMEHTEHI.

HamMeHOBaHME ITOJIXHOCTU

PYKOBOOUTEJIA

apxupa (aInua, OTBETCTBEHHOTO 3a [Toonmuce PacumbpoBrka NOONUCK
ApPXUB)

DaTa
Kommenmaputi FTAPAHTa

Cm. OaHHyto cpopmy 8 pedakmope MS-Word
MpunoxeHune 42

Kn.8.2.2
dopma apxmBHOM cnpaBkmu (obpaszerr)
dopmaT A4 (210 x 297 mMm) miam A5 (148 x 210 mmMm)
HamMeHOBaHME OpraHmM3almnun [leTpory B.U.
yi. Xyxosckoro, 105/2, xe. 5,

APXMBHAA CIIPABKA . Homocubupck, 630082
31.06.99 NO4-5/173
MockBa
Ha N 310 or 25.06.99

B IOKYMEHTAaXx APXUBHOTO bouma Bcepoccumckoro

oD BbeIVMHEeHUS

xJjebonponykTor "PocxjgebonponykT", B BeOOMOCTSAX Ha BHIOAUYY 3apaboTHOM
r1J1aTel

paboumM M CayXamuM 3a anpejib-mekabpb 1962 rona, 3HQUUTCH [leTtpoB
Bopuc

VBaHOBMY B IOJIXHOCTM MHXeHepa.



OcHoBaHme: ¢. 50, om. 2, m. 3, mniu. 105-106.
CrpaBka BHIAHa IOJi4 NPEeNoCTaBJIEHMSA IIO MECTy pPaboTH.

HamMeHOBaHME ITOJIXHOCTMU PyYKOBOIOIMUTEIIA

opraHmu3aumum

(CTPYKTYPHOTO HNOIpasnejieHud, B cocTaB KOTOPOTO [Mopnuce
Pacumbpporka

BXOIOUT apXuB) [IOOIINCHU
HaTa

HamMeHOBaHME IOOJIXHOCTM PyKROBOIOIMUTEIIA

apxupa (JamMiia, OTBETCTBEHHOTO 3a apxuB) ITommnuchb
PacumbppoBka

IOONMUCHU
HDaTa

T'epboBaga meyaTb OpIaHM3alUM

Kommenmaputi TAPAHTa
Cm. OaHHyto cpopmy 8 pedakmope MS-Word
MpunoxeHune 43

Kn. 834
dopMa KapTOUKM I[IOJIBLBOBaTEJST
dopMmaT A4 (210 x 297 wmMwm)
HavMeHOBaHUE OpTraHM3alUKn
KAPTOYKA IOJIE3OBATEJIA
dammnma
VMs OTuecTBO

MecTo paboTe (yuelbwl) U
IOOJIXKHOCTB

OpraHusBaluys, HalpaBMBIas I[IOJIL30BATEJNS, €€
ampec




ObpaszoBaHMe

YueHasd CTErleHb, 3BaHMUE

TemMa u XPOHOJIOTMUECKNME PaMKM
MccJiegoBaHMA

OCHOBHBIE HIpaBuila PabOTH aAPXMBOB OpTaHU3aLUM

MecToO XMTEJIBECTBaA

TesepOHE: (DoMamHmn) ;
(caayxeOHBIN)

Cepus m N IOKyMEHTa, YyIOOCTOBEPSOIEeTO

JIMUHOCTBb
C npaBuilaMm PaboTH IOJIb30BaTEJIEN B UM TaJlbHBEIX 3ajiax
TOCyIapCTBEHHBIX

apxXuBOB Poccuvickon demepallum O3HaAKOMMIICH (AaCb), 0OS3YICh MX BHIIOJIHATH.

OaTa I[omnuce

Kommenmaputi TAPAHTa
Cwm. daHHyto chopmy 8 pedakmope MS-Word
MpunoxeHue 44
Kn. 8.6

dopMa KypHaAJla perucTpauuyM BHOAHHEX KOIMI, BHIOMCOK, CHPaBOK, TeMaTUYECKMUX
MaTeprasoB
dopmaT A4 (210 x 297 MmMm)

HammveHoOBaHMe opraHM3aLun


garantf1://79825.1000/�

XYPHAJI
permcTpaumMM BEOAHHHX KONMIZ, BHIIMCOK, CHNPaBOK, TeMaTHMYECKMX MaTepualoB



N n/n ABTOp 3anpoca, Hataun CopepxaHue HassaHune HaTtaun Pacnucka B MpumevaHve
ncx. N, garta, perncTpaunoHH 3anpoca BblJaHHOrO PErMCTPauNOHH | MOMy4YeHUu Unum
agpec, TenegoH bl HOMep OOKyMeHTa bl HOMEp pata
3anpoca (konus, BblA@HHOrO OTNpaBKM
BbINUCKa, AOKYMeHTa
cnpaska v ap.)
1 2 3 4 5 6 7 8




Kommenmaputi FTAPAHTa
Cwm. daHHyto chopmy 8 pedakmope MS-Word
MpunoxeHue 45
Kn. 8.6

dopMa THUTYIBLHOI'O JMCTAa XypHaljla perucTpauum
IIOCEeWEeHN) IOJIE30BaATEeJNISMM 4YMTAJILHOTO 3ala
dopMmaT A4 (210 x 297 wmMwm)

HamMeHOBaHUE OopraHM3alumm

XYPHAJ
permcTpauum NOCEWEeHNNM MNOJBBOBATENSIMM YMTAaJLHOI'O 3ana

HauaT
OKOHUEH

dopMa xypHajla permMcrpauuu NOCEleHM) NOJBLBO0BATEeNsAMM YMTANBHOI'O Baja
dopmaT A4 (210 x 297 mmMm)

N [aTta nocelueHus Kon-Bo BblgaHHbIX damunus, nHmumansl nonb3osaTens*
n/n ed. Xp. 1 onucemn (pa3bopunBo)
1 2 3 4
VItoro B ooy KOJIMYeCTBO HOC@M@HM% UMTaJIbHOT'O 33aJla
IIOJIBE30BATEJIAMMN
coCcTaBmMIIO

(umbdpaMm M HOPONMCHI)
HamMeHOBaHME IOOJIXKHOCTU
COTPYyIOHUKA

apxmuea lHoonuce PacumbpoBka MNOONUCH

HaTa

* 'padha 3anonHseTcs nonb3oBaTenem.

Kommenmaputi FTAPAHTa
Cwm. daHHyto chopmy 8 pedakmope MS-Word
MpunoxeHue 46
kKn.10.2.1

dopma romomBoro mynaHa paboTi apxmea
HamMeHOBaHMe opIraHM3alLum YTBEPXIAI

HamyMeHOBaHMe IOJIDKHOCTU
PYKOBOIMTEJISA OPTaHM3aLMmu™



[Tonnuce Pacumbpporka nomnmcu
HaTa
IIJIAH

paboTs Ha 20 paled:f
(HaMMeHOBaHME apxXuBa)

N Has3saHune Eavnnua | Obbem BrogxeTt Cpok Wcnonuut | MNprumeyaH
n/n pasgena un n3MepeHn | paboTbl | paboyero | UCMOMHEH enb ne
HanmeHoBaH A BPEMEHM ns
ne Bnga
paboThl
1 2 3 4 5 6 7 8

HamMveHOBaHMeE OOJIKHOCTU
PYKOBOIMTEJIA apXmBa [Toonmce Pacumdpporka
IIOONINCHU

HaTa

* Wnn pykoBogutena apxmBa, e€CiliM  apxXxmB ABIAETCA CaMOCTOATESIbHbIM
yypexgeHnem.

Kommenmaputi FTAPAHTa

Cwm. daHHyto chopmy 8 pedakmope MS-Word
MpunoxeHue 47

Kn.10.3.1
dopMa KapTOUKM ydeTa paboTm C opraHmsaumuen
(IMLeBas CTOPOHA)
KAPTOUKA YUYETA PAEOTH C OPT'AHM3AILMEN
1. Obume cBemeHusa OO0 opraHMBALUU
HamMmeHOBaHME opraHmsaum m
ee HelnoCpeInCTBEeHHAasd
IIOOYVMHEHHOCTb
Anpec opraHmM3anmum
HaspaHue apxmBa
apxuBa

Anpec




HazsBaHme, npmaTa m N OOKyMeHTa

06 obpaszoBaHUMU
opraHu3alum

O peopraHmzaLUMU
opraHM3alumn

O IMKBMIOALIUM
opraHM3alumn

damMmamusa, mMmsg, oTuecTBO, N TejnedoHa

PyxkoromuTesda
opTraHM3alumn

HauanvHUKa YIpaBJIEHVA OeJlaMM
(YonpaBngomero nejiaMmu,
HayuaJIbHMKa o6mero unm l-ro
oTnesa)

HauvanbHUKa
KaHLeJIapun

llpencemaTensa 9K (9K)

PYKOBOIMUTEJISI aApxXMUBa WU

auua,

OTBETCTBEHHOTI'O 3a aApXxXmB

HaTta m N npmkasza O Has3HAUEHUU

Juua,
OTBETCTBEHHOTO 3a APXUB
2. JHata cCcorJjlacOBaHMUA WM YTBEPXIEHMS HOPMATUBHO-METOIOUUECKUX U
[IJIAHOBEIX

OOKYMEHTOB

[TostoxeHUAa 00 apxmee

MHCTPYKHMM I1I0 BEIOEHMIO
IeJIoIIpomM3BOoOCTRAa

HoMeHKJIaTYPE Iej
opraHmM3aLmmu




[Inana-rpadmuka nepemauu Oej B

APXUB

[Mosoxenmsa o [I32K

OpI'aHM3alllM

(9K)

dopMa KapTOUKM ydeTa paboTm C opraHmsaumuen
(obopoTHas CTOPOHA)

3. CeenmeHusa O IpoBepkax paboOTH apxXubBa

[lata npoBepkun OpraHnusauus, OcHoBHble PesynbTatbl lNpnmeyvaHue
OCYLLECTBMSALW, | NpeasioXeHns no peanusauuu
asi NpoBepKy nToram npeanoXxeHumn
npoBepuM #
1 2 3 4 5
4., CpenmeHusa 00 yHOPAOOUYEHMM U Iepemade IOejl B I'OCaApxXUB
YTBEpxaeHue Opobpenmne onucen AlMK CornacoBaHu
onucen IAlMK e c JlK
aen ocobo KOMUM CTPaxoBoro onucen Ha
NMOCTOSAHHOIO | LEHHbIX gen doHaa aena no
XpaHeHus NMYHOMY
cocTaBy
KON-B | KpanH | KON-B | KpanH | KON-B | KOM-B | KpaWH | KON-B | KpawH
o gen ne o gen ne oea. | oen. ne o pgen ne
naThl fatbl | yyeTta | Xp. naTbl nartbl
nen nen nen aen
1 2 3 4 5 6 7 8 9 10 11 12
Kommenmaputi TAPAHTa

Cm. OaHHyto cpopmy 8 pedakmope MS-Word

MpunoxeHune 48

kn.10.5.1

@opma aKTa InpmueMa-Irepegadm I1Ipm CMeHEe PYKOBOAUTEJNHA apXMuMea

HamMeHOBaHME OpraHmM3aLUn

AKT

YTBEPXIAI

HamMeHOBaHME IOOJIXHOCTM

pPykKoOoBOIOIMUTEJIA OPpI'aHM3AllM



garantf1://3000000.0/�

(MecTO cCcocTaBJIeHUA) Hognmuce Pacumbporka
IO OIIMCHU
npueMa-nepenauy npm CMeHe HaTa
PYKOBOIMUTENST apxuBa
B cooTBeTCTBMM C NpPMKaAs30M OT N
nepemnan, a
(®.1.0. mepenmawnumero) (®.1.0. npmHMMAaKILETO)
IPUHAJI B IPUCYTCTBUU KOMMCCUM, oOpa30BaHHOM Ha OCHOBAHUU
IOaHHOTO
npukasa, B COCTaBe u
YJIEHOB
npencenaTens
(©.1.0.)
IOOKYMEHTH
(®.1.0.)

apxyBa, CTPaxoBLE KOIUM OOKYMEHTOBR 3a TOIH ¥ CHPaBOUHHM arnapartT
K
HIM .

N n/n | HassaHne nu N Kon-Bo Kon-Bo Kon-Bo ef. xp. MNpumevaHue

onucun 9K3eMnnAapoB NPUHATbIX gen CTpaxoBoro
onmcu - YyucnuTenb, doHaa
3HaMeHaTesb -
Konn4yecTtBO
oun
1 2 3 4 5 6

NTOT'O
aeJi,
MIPUHSTO

B TOM UYlMCJIIEe

nes,

(uMdpraMm U TPONUCHI)

0coB0O LIeHHBIX

(umMdpaMm M NOPONUCHI)

(nnbpamm

Y HIPONIUCHI)

ern. Xp. CTpaxoBoro doHma




onucewu BK3EeMIIISpax
B
(umMdpaMm M NOPONUCHI) (umMdpamMm u
[IPOINCEHIO)

CocTogHMEe IOKYMEHTOB, CTPaxoBOTO doHIA U

omnmucem:
(obmas xapakKTepucTHUKa COCTOSHUA)
OOHOBPEMEHHO nepemnamnTcsa
(gl HCA m ero oOBEeMBl, COCTOSHME)
CocToaHue [IOMEIIeHN A apxmuBa:

(obmas xapakTepucTuka COCTOSHUSA)

Hammuue n cCoCTOdHME obopymOBaHMUSA u VHBEHTAPHL:




(obmas xapakKTepucTHUKa COCTOSHUA)

[lepenan [Tonnuce
[prHAaJ llonnuce
[lpencenarelyib KOMUCCUU llognuce
UJIEHBEl KOMMCCUU : Noonuce

Pacumbporka
Pacumbpporka
Pacumbporka

Pacumopporka

IIoOInncCum

IIoOInrcCum

IIoOInncCum

IIOONNCU
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