3apernctpmpoaHo B MuHiocte Poccum 7 ceHTabpa 2015 r. N 38830

MUWHUCTEPCTBO KY/IbTYPbl POCCUCKOMN ®EAEPALIUMU

MPUKA3
ot 31 mapta 2015r. N 526

OB YTBEPXXAEHUN NPABUN
OPrAHU3ALUUN XPAHEHUA, KOMNNEKTOBAHUA, YHETA U UCNOJIb3OBAHUA
OOKYMEHTOB APXUBHOIO ®OH/AIA POCCUIACKOI ®ELEPALUMU U OPYTUX
APXWUBHbIX JOKYMEHTOB B OPFTAHAX FOCYAAPCTBEHHOW B/IACTM,
OPFrAHAX MECTHOIO CAMOYNPABNEHUA N OPTAHU3ALUMNAX

KoHcynbTaHTIAKOC: NpumeyaHue.

B cootBetcTtBMM Cc YKazom lpe3sungeHTa PO ot 22.06.2016 N 293 yTBEpKAEHME NPaBMA OpraHM3auum
XPaHEeHWUs, KOMMNIEKTOBaHMA, yYeTa U UCMOJb30BaHUA AOKYMEHTOB ApxMBHOro ¢oHaa Poccuiickomn
depepaunm M Apyrux apxmBHbIX AOKYMEHTOB B rOCYAAPCTBEHHbIX OPraHax, OpraHax MeCTHOro
CaMoynpaBaeHUA 1 OpraHM3aLLUAX OTHECEHO K NoIHOMOoUYMAM PenepanbHOro apxXMBHOIrO areHTCTBa.

B cootBeTcTBMM C NyHKTOM 2 YacTu 1 ctaTtbm 4, YacTbto 5 ctatbn 14 PegepanbHOro 3akoHa ot 22
OKTAbpa 2004 r. N 125-®3 "O6 apxvuBHom pgene B Poccuiickor Pepepaumn” (CobpaHue
3aKoHogaTenbcTBa Poccuitickoit ®epepauymm, 2004, N 43, c1. 4169; 2006, N 50, ct. 5280; 2007, N 49, cT.
6079; 2008, N 20, ct1. 2253; 2010, N 19, cT. 2291; N 31, cT. 4196; 2013, N 7, c1. 611; 2014, N 40 (u. II), cT.
5320) n noctaHoBneHnem [pasutenbctBa Poccuiickon degepauum ot 20 mona 2011 r. N 590 "O
MuHucTepcTBe KynbTypbl Poccuitckoir  depepaumn” (CobpaHue 3akoHogaTenbcTtBa Poccuitckol
depepauum, 2011, N 31, c1. 4758; N 44, c1. 6272; 2012, N 6, cT. 688; N 17, cT. 2018; N 26, cT. 3524; N 37,
cT. 5001; N 39, c1. 5270; 2013, N 3, cT. 204; N 8, cT. 841; N 31, cT. 4239; N 33, c1.4386; N 41, cT. 5182; N
45, cT. 5822; 2014, N 9, c1. 909; N 30 (u. ll), cT. 4305; N 40 (u. lll), cT. 5426, N 48, cT. 6860; 2015, N 2, cT.
491; N4, cT. 664; N 9, cT. 1339) npuKasbiBato:

1. YTBepauTb nNpwuaaraemble MnpasBuaa OPraHM3aUMM XpaHEHMs, KOMMAEKTOBaHWUA, yyeTa W
MCMNONb30BaHNA OO0KYMeHTOB ApxuBHOro ¢oHaa Poccuiickoit ®depepaumm M APYrUX  apXMBHbIX
AOKYMEHTOB B OpraHax rocyapCTBeHHON BNACTM, OpraHax MecTHOro CaMoynpaBAEHMA U OpraHn3aumax.

2. HanpaBuTb HacTOALWMM MPUKa3 Ha rocyAapCTBEHHYIO perncTpaunio 8 MUHUCTEPCTBO OCTULLUK
Poccuitckoin Pepepaumn.

3. KoHTposib 32 uMCMO/IHEHMEM MPWMKA3a BO3/0XWUTb Ha nepsoro 3amectutenda MwuHuctpa B.B.
ApucTtapxosa.

MuHuctp
B.P.MEAMHCKUI

MpunoxenHune

K NpuKasy MunHUCTEPCTBA KYyAbTypbl
Poccuinckoin epepaumm

o1 31 mapta 2015 r. N 526



KoHcynbTaHTIAKOC: NpumeyaHue.
Cm. MeTogmnyeckme peKkomeH4auum no npuMeHeHuto Hactoawmx Mpasuan.

NPABUNA
OPrAHU3ALUUN XPAHEHUA, KOMNNEKTOBAHUA, YHETA U UCNOJIb3OBAHUA
OOKYMEHTOB APXUBHOIO ®OHZAA POCCUIACKOI ®ELEPALUU U OPYTUX
APXVBHbIX OKYMEHTOB B OPTAHAX FOCYZJAPCTBEHHOM BNIACTW,
OPFrAHAX MECTHOIO CAMOYNPABNEHUA N OPTAHU3ALUMNAX

|. OBLLUME NOJTOXKEHNA

1.1. HacTtoawme MMpasBuna opraHU3auun XpaHeEHWs, KOMMIEKTOBAHMUA, Y4eTa U MCNOAb30BaHMUA
OOKyMeHTOB ApxmHoro ¢oHza Poccuitickon Pegepaumnn v Apyrux apxXmeBHbIX SOKYMEHTOB B OpraHax
rocyapCTBEHHOM BNACTM, OpPraHax MECTHOro CamMoynpaB/eHUs U OpraHuWsaumsax (ganee - Hactoswme
MpaBuna) paspaboTaHbl B cOOTBETCTBUU C PeaepanbHbIM 3aKOHOM OT 22 okTAbpa 2004 r. N 125-d3 "06
apxuBHom gene B Poccuiickoii degepauumn” (CobpaHue 3akoHopaTenbcTBa Poccuiickon depepauumu,
2004, N 43, c1. 4169; 2006, N 50, cT. 5280; 2007, N 49, c1. 6079; 2008, N 20, cT. 2253; 2010, N 19, cT.
2291; N 31, cT. 4196; 2013, N 7, ct. 611; 2014, N 40 (4. l1), ct. 5320), noctaHoBNneHMem MpaBUTENbCTBA
Poccuitckoit ®epepaumm ot 15 mioHsa 2009 r. N 477 "06 ytBepxaeHuu MNpaBun aenonpovsBoacTBa B
depepanbHbiXx oOpraHax ucnonaHutenbHoit Bnactn" (CobpaHuMe 3akoHodaTenbCTBa Poccuitckown
depepaumn, 2009, N 25, ct. 3060); npukazom MUHUCTEPCTBA KY/AbTYpPbl U MACCOBbIX KOMMYHUKaLMII
Poccuitckoit Pepepaunn ot 18 aHeapa 2007 r. N 19 "0O6 yteepxaeHum MpaBua opraHM3aumnmn XpaHeHus,
KOMMNJIEKTOBAHMA, yYeTa U UCMNOAb30BaHUA [OKYMeHTOB ApxmMBHOro ¢oHaa Poccuiickon Pegepaunm um
OPYTMX apPXMBHbIX ZOKYMEHTOB B FOCYAAaPCTBEHHbIX U MYHULMMAAbHbIX apXMBax, My3eax n bubamoTekax,
opraHusaumsax Poccuitickolt akagemuu Hayk" (panee - [MlpaBuna xpaHeHus) (3aperncrpupoBsaH
MuHioctom Poccum 6 mapTta 2007 r., pernctpaumoHHbii Homep 9059, "BlonneTeHb HOPMaTUBHbIX aKTOB
desiepanbHbIX OpPraHOB WCMOAHUTENbHOM BAactM oT 14 maa 2007 r. N 20"), ¢ u3MeHeHuUAMM,
BHECEHHbIMW NPUKA3OM MUHUCTEPCTBA KY/IbTYPbl U MacCOBbIX KOMMYHMKaLMN Poccnitckoit Peaepaumm
oT 16 despansa 2009 r. N 68 (3apernctpuposaH MuHioctom Poccumn 5 mas 2009 r., perucTpaLMOHHbIN
Homep 13893, "Poccuiickas raseta" ot 20 mas 2009 r. N 89), npukazom MuHKynbTypbl Poccun ot 10
ceHTAbpsa 2007 r. N 1273 "O6 yTBep:KaeHUM GOpM YYeTHbIX U MHbIX AOKYMEHTOB MO OpraHusauuu
XPaHEHUA, KOMMNIEKTOBAHMA, y4yeTa U WUCNO/Ib30BaHUA AOKYMeHTOB ApxuBHOro ¢oHaa PoccuiicKoi
denepaunn 1 Apyrux apxXmMBHbLIX LOKYMEHTOB B FOCYAAPCTBEHHbIX U MYHULIMMANbHbBIX apXMBax, My3esx U
6ubnnoTekax, opraHmsaumax Poccuiicko akagemum Hayk" (3apernctpupoBaH MuHioctom Poccum 9
OKTAb6pa 2007 r., pernctpaumoHHbiit Homep 10291, "BronneteHb HOPMATUBHbLIX aKTOB deaepanbHbIX
OpraHoB UCNONHUTEIbHOM BNacTn oT 5 HoAb6pa 2007 r. N 45").

1.2. [OenctBne Hactoswmx [paBua He pPacnpoCTPaHAETCA Ha OpraHuMsauMilo  XpaHeHus,
KOMMJIEKTOBAHUA, yYeTa U UCNONb30BaHUA AOKYMeHTOB ApxmBHoro ¢oHaa Poccuinckon Pepepaumn um
APYrnX apXmBHbIX JOKYMEHTOB, COAEpPKaLLUX CBeAEHUS, COCTAaBAAIOLLME rOCYAapCTBEHHYIO TallHy.

1.3. TocyaapcTBeHHble opraHbl, OpraHbl MECTHOro CaMoOynpaBAeHUA MYHUUMNANbHOrMO paioHa,
rOpoOACKOrO OKpyra M BHYTPMIOPOACKOro paioHa ob6A3aHbl CO34aBaTb apXMBbl B LEAAX XPaHeHus,
KOMMN/IEKTOBaHMA, y4eTa M UCNob30BaHMA 06pa30BaBLUMXCA B MPoOLLECCe MX AeATEeNbHOCTU apXMBHbIX
[OKYMEHTOB.

1.4. Opl’aHVI3aLI,VIVI BrnpaBe CO34aBaTb apXmBbl B LLENAX XPaHEHUA O6pa3OBaBLLIMXC‘i| B npouecce ux
AeATENBbHOCTU aPXUBHbIX OOKYMEHTOB, B TOM 4UC/IE B LENAX XpaHEHNA U UCNOJIb30BAHUA aPXUBHbIX
AOKYMEHTOB, HE OTHOCALUNXCA K I'OCY,CI,apCTBeHHOl‘/‘I nnn MYHMLLMHaﬂbHOﬁ cobcTBEHHOCTM <1>.

<1> Yactb 2 ctatbu 13 depepanbHOro 3akoHa oT 22 oKTabpa 2004 r. N 125-d3 "O6 apxvBHOM
aene B Poccuiickoit Peaepauymmn”.



1.5. 3agaun M OYyHKUMKM apxuBa (ULeHTpasbHOro apxvBa) rocyAapCTBEHHOro opraHa, opraHa
MECTHOrO CamoynpaB/ieHWa, OpraHM3auMM - UCTOYHMKA KOMMIEKTOBAHMA rOCyAapCTBEHHOrO,
MYHMLMNANLHOTO apXm1Ba ONPeAenatoTCA NONOKEHMEM, YTBEPKAAEMbIM PYKOBOAMTEEM OpPraHMU3aLmu.

Il. OPTAHU3ALMA XPAHEHWUA JOKYMEHTOB
APXMBHOTO ®OHAA POCCUICKOM GEAEPALMU U APYTUX APXUBHbIX
JNOKYMEHTOB B OPTAHU3ALMN

2.1. [loKymeHTbl, obpasylolmeca B AeATebHOCTM OpraHM3aLMM, COCTaBAAIOT AOKYMEHTaIbHbIN
doHa,

2.2. Co3gaHve [OKyMeHTasibHOro ¢oHAA@ OpPraHU3auMmM OCYLLECTBAAETCA MyTEM COCTaBAEHUS
HOMeHKANaTypbl aen, GopMmupoBaHMa U 0bOpPMIEHUA LEN HA OCHOBE HOPMATMBHbIX MPABOBbIX aKTOB
Poccuitckoit Pepepaunn, nepeyHent TMNOBbIX APXMBHbIX JOKYMEHTOB C YKa3aHMEM CPOKOB MX XpaHeHWUs,
YTBEPKAAEMbIX B COOTBETCTBUM C MYHKTOM 3 cTaTbh 6 PepepanbHOro 3akoHa ot 22 okTabpa 2004 r. N
125-®3 "O6 apxusHOm gene B Poccuiickor ®egepaumn’, n nepeyHen AOKYMEHTOB, 0OpasyonXCca B
npouecce peatenbHocT denepanbHbIX OPraHOB FOCYAAPCTBEHHOM BAACTU, MHbIX FOCYAAPCTBEHHbIX
opraHoB Poccuiickoit depepaumm, a TakXKe B npolecce AeATeNbHOCTM NOABEAOMCTBEHHbLIX WM
OpraHu3aumi, C yKazaHMemM CPOKOB XpaHEHMUA.

2.3. YacTb AOKymeHTanbHOro ¢GoHAa, BKAlOYatoWan AOKYMEHTbl ApxuBHoro ¢oHaa Poccuiickoi
denepaymmn, AOKYMEHTbI MO JIMYHOMY COCTaBY M AOKYMEHTbl BpemeHHbIX (cBbiwe 10 neT) cpokos
XPaHEeHWs, BKJIIOYEHHbIE B YYETHble AOKYMEHTbl apXWBa, COCTaBAAET apXWMBHbIM GOHA, OpraHM3aLmy,
KOTOPbIN NOANEXKNUT XPaHEHMIO B aPXMBE OpraHM3aumu.

JOKyMeHTbl BpeMeHHbIX (840 10 neT BKAOUYMTENbHO) CPOKOB XPaHEHUA XPAHATCA B CTPYKTYPHbIX
nogpasgeneHuax OpraHu3aunum M Mo UCTEYEHUU CPOKOB WX XPAHEHUA MNOANENAT YHUYTOMNKEHUIO B
nopsagKe, yCTaHOB/IEHHOM B NyHKTax 4.6 - 4.13 HacTtoawmx MNpasun.

2.4. Bugamum apxmeHbIx $OHA0B OpraHM3aunmM ABAAIOTCA:

apXuBHbIA GOHA, OpPraHM3aLMM, COCTOAWMA M3 AOKYMEHTOB ApxuBHOro ¢oHza Poccuiickoit
denepaummn U gpyrux apxmBHbIX LOKYMEHTOB;

06beaNMHEHHDBI apXUBHbIN GOHA, COCTOALLMIA U3 0O6PA30BABLLMXCA B MPOLLECCE AEATENbHOCTU ABYX
nnun 6onee opraHmnsaLmin AOKYMeHTOB ApxmBHoro ¢oHaa Poccuitckoit Pegepaumm n apyrux apxmeHbIX
[OKYMEHTOB, MMEIOLWUX Mexay cob0l MCTOpMYECKU U/UAN NOrMYecKn 0ByCNOBAEHHbIE CBA3M;

apPXMBHAA KOMMIEKUMA, COCTOAWAA M3 OTAENbHbIX APXMBHbLIX AOKYMEHTOB Pas/IMYHOrO
NPOUCXOXKAEHNA, OObeAUHEHHbIX MO OAHOMY WAM HECKO/NbKMM TMpuU3HaKam (TemaTuyeckomy,
aBTOPCKOMY, BUAOBOMY, 06 bEKTHOMY).

2.5. ApxvBHOmMy ¢OHAY OpraHuMsauMmM  NPUCBAMBAlOTCA  Ha3BaHWE, COOTBETCTBYHOLLEE
HanMeHOBaHWIO OpraHM3aLmun, 1 Homep B NopAAKe, onpeaeneHHOM NyHKTom 3.8 HacToAwmx Mpasun.

2.6. ApXuBHble JOKYMEHTbl OpraH13aLmMm COCTaBAAOT OANH (eAWHbIIA) apXMBHbI GpoHA:

00 W NOCNe peopraHM3aumMu, a TaKXKe M3MEHEHWUs CTPYKTYypbl, LWTATOB, €CAW YKasaHHble
MEpPONPUATMA HE MNOBAEK/IM 3a cOO0I M3MEeHEeHMA uenein n npeameTa AeATeNbHOCTU OpraHu3auum;

[0 U NOoCNe N3MEHEHUA TEPPUTOPUANBHbBIX FPAHUL, AeATENIbHOCTM OPraHu3aLmm;
B C/ly4ae CMeHbl yuypeauTens.

B Cc/lydae U3MeHEHUA COBCTBEHHMKA nmmyulectea OpraHmsaumMn apxmBHblE OOKYMEHTbI



OpraHnsaunn Ao1XKHbl BKKOYATbCA B Pa3Hble apXUBHblE d)OHp,bI.

2.7. B cnyyae peopraHmMsaummM opraHmMsaumm ¢ nepegadyen GyHKUMN BHOBb CO34aHHOM MAN UHOM
OpraHM3auumn Bce apxXmMBHble AOKYMEHTbI NepeaatoTca opraHM3aLmMmM-npPaBonpPeemMHUKY U BKIOYAOTCA B
apPXUBHbIN GOHA NocnegHen.

[OKYMEHTbI MOCTOAHHOIO XPaHEeHUA W AOKYMEHTbl MO JIMYHOMY COCTaBY JIMKBUAMPOBAHHbIX
OpraHusaunii fOKHbI NepeaaBaTbCa B YNOPALOYEHHOM COCTOAHWM HA XPaHEHME B COOTBETCTBYHOLLMIA
rocygapcTBeHHbIM (MyHUUMNANbHBIN) apXuMB.

2.8. XpOHO0rMYECKMMM FPaHULLaMM aPXMBHOTO pOHAA ABAAIOTCA <1>:

<1> MoanyHKT 2.8.6 nyHKTa 2.8 [paBna XpaHeHus.

AanAa apxmBHoOro CI)OH,CJ,a OopraHn3aumnm - yCtaHaB/inBaemblieé Ha OCHOBE HOPMATUBHbIX aKTOB AaTbl
CO343aHMNA U ANKBUAAUNK OpraHm3aunmn. NMpru HANNYNUM HECKONbKNX aKTOB 06 O6pa3OBaHMM OopraHunsauunun
NPUHUMAETCA AaTa Hanbonee PaHHEro U3 HUX;

ANA 06beAMHEeHHOro apxvMBHOro ¢oHAa OpraHMsaumMu - AaTbl CO34aHUS Haubosiee paHHen wu
JIMKBUZAAUMN Hanboslee NO3AHEN NO BpEMEHM AeATEIbHOCTU OpraHM3aumm, LOKYMEHTbI KOTOPOM BOLWIM
B COCTaB 06begMHEHHOIO apxmBHOro ¢oHAa;

ana apXMBHOﬁ KoNNneKuun - 0atbl CaMoro paHHero h Camoro no3gHero 4OKymMmeHTa.

2.9. Apx1BHble AOKYMEHTbI AOMKHbI XPAaHUTbCA B CMCTEMATM3MPOBAHHOM MopaAKe B npegenax
apxuBHOro ¢oHaa. EguHMLEN cucTemMaTM3aUMM SOKYMEHTOB apxMBHOro GoHAa B apXmMBe OpraHM3aLuu
ABNAETCA COBOKYMHOCTb apXMBHbIX LOKYMEHTOB WM OTAE/NbHbIN AOKYMEHT, OTHOCALMECA K O4HOMY
BOMPOCY AEATeNbHOCTM OpraHM3auun (ganee - eAMHULA XPaHEHMSA).

2.10. EgnHmubI XpaHeHNA OO0/TKHbI 6bITb CncremaTmnusnpoBaHbl, BHECEHbI B ONMNCU U Od)OpM!'IEHbI B
nopagke, 06€CI'Ie'~IMBaIOLLI,EM Y4eT, NONCK N UCNONIb30BaHNE apPXUBHbIX AOKYMEHTOB.

2.11. EAMHMLbI XpaHEHUA apXMBHOTO GpOHAa CUCTEMATUIUPYIOTCA B COOTBETCTBUM CO CAEAYIOLLNMMU
NnPU3HaKammu:

CTPYKTYPHbIA  (MPUHAONEKHOCTb  €AMHUL, XPaHEeHWs K  CTPYKTYPHbIM  MoApasnefieHusm
opraHusauuu);

XpOHOI'IOI'M‘-IECKVIVI (I'IO nepnogam Uan Aatam, K KOTOPbIM OTHOCATCA eaAUHNLbI XpaHeHMH);

GYHKLUMOHaNbHbIM, OTpPacneBoW, TemaTUYecKMi, NpeaMETHO-BOMPOCHbIN (C ydyeTom ¢yHKUMIM
opraHM3auumn, TEM UK BOMPOCOB, KOTOPbIX KacaeTca coAepiKaHue eguHUL, XpaHeHus);

HOMWHaNbHbIN (N0 AeNONPOUN3BOACTBEHHOM dopMe - BUAaM U Pa3HOBUAHOCTAM AOKYMEHTOB);

KOPPECNOHAEHTCKUIA (MO OpraHM3aumMsam, B pesynbTaTe Mepenucku ¢ KOTopbiMU 06pa3oBanunch
eaNHNULBI XpaHeHus);

reorpaduyeckuii (B COOTBETCTBUU C onpeaeneHHbIMU TEPPUTOPUAMM, HACENEHHbIMU MYHKTaMU U
ApYyrMMK reorpadmyeckMmmn ob6beKTamM, C KOTOPbIMW CBA3aHO coAepraHue [AOKYMEHTOB, aBTopbl,
KOppPecnoHaeHTbl);

aBTOPCKMI (MO Ha3BaHMAM OpraHusauuMi Manm GamMUAMAM FpaXkaaH, SABAAIOWMXCA aBTOPamMu
NOKYMEHTOB).



2.12. [lokymeHTbI, Boweawmne B 06 beaNHEHHbIN apXmUBHbIN GOHA, pacnonaratoTca No 3HaYMMOCTH
doHaoobpa3oBaTenen, NO XPOHONOIMU CO3A4AHMA AOKYMEHTOB, MO andaBUTy Ha3BaHWA M ApPYyrum
npusHakam. B npegenax Kaxpgoro ¢oHAa, Boweawero B OObeAMHEHHbIM apxuMBHbIN  GOHA,
NPUMEHSAIOTCA NPUHLMMbI CUCTEMaTU3aLMK, BbIBOP KOTOPbIX ONpefiensieTca XxapakTepom AeaTe/IbHOCTU
KOHKPETHbIX OpraHn3aLmini, CocTaBom U 06 beMOM JOKYMEHTOB.

2.13. CuctemaTm3auma AOKYMEHTOB apXMBHOM KOMNEKUUKU onpeaenaeTca TeMaTUKON M COCTaBOM
[OKYMEHTOB.

2.14, COXpaHHOCTb AOKYMEHTOB B apxuBe OpraHmsauuu obecneynmBaeTcs KOMMIEKCOM
N\epOI'IpWr'ITMﬁ no CO34aHUIK0 HOPMATUBHDbIX YCJ'IOBMVI, COﬁl’IIOﬂ,eHMIO HOPMATUBHbIX pPeXmnmos U
Hap,nemau.l,eﬁ OopraHn3aumMn XpaHeHunAa AOOKYMEHTOB, MWCKAKYawWwuUx XulleHne U yTpaty wu
O6ECI'Ie‘-II/IBaIOLLI,VIX nogaepxxaHme B HOpmasibHOM d)I/I3M‘-IECKON\ COCTOAHUN.

B Komnnekc pa60T no obecneyeHuto COXPaHHOCTM AOOKYMEHTOB apxXuBa OpraHunsauunm
BK/1HOYAKOTCA:

npeaocTaBaeHMe NOMeLLEHMA ANA PasMeLLeHNA apXMBHbIX OKYMEHTOB;

obecneyeHne HOPMaTUBHbIX YCNOBUI XPaHEHUA JOKYMEHTOB;

BbIMNOJIHEHWE TPebOBaHMI K PasMeLLeHNIO OKYMEHTOB B apPXMBOXPaHUIVLLE;

NpPOBepKa Ha/IMUMA U COCTOAHUA AOKYMEHTOB.

2.15. ObecneyeHne HOPMaTUBHbIX YCNOBMI XpaHEHNA LOKYMEHTOB BKAIOYAET:

OCHaLleHMe apXMBOXPaHUIMLL CrieupnanbHbiM 060pyA0BaHNEM ANA XPaHEHUA OKYMEHTOB;

obopyaoBaHMe MOMELLEHUA apxuBa OpraHU3aLUM CPeacTBamMU MOMKapOTYLIEHUA, OXPaHHON U
NoXKapHOW CUrHannsaumen;

COﬁJ’II’OLI,EHI/Ie NPOTUBONOXAPHOIo pexxnma,;
COﬁflI’OLI,EHI/Ie OXPaHHOIO pexXunuma,

CO34aHMe HOPMATUBHbLIX TemMnepaTtypHO-B/1aXXHOCTHOIo, CBETOBOro pexummos, nposegeHme
CaHUTAPHO-TUTUEHNYECKNX MepOI'IpMﬂTMVI.

2.16. ApxuB opraHmsaunm pasmellaeTca B cneLmanbHO NOCTPOEHHbIX NN I'IpMCI'IOCO6/'I€HHbIX ana
XPaHEHNA OOKYMEHTOB 34aHUAX NN B OTAE/IbHbIX NTOMELWLEHNAX 34aHUA.

B apx1Be opraHn3aumu SO/IKHbI 6bITb NPeAYCMOTPEHbI:
apPXMBOXPaHUANLLE;
NnomeLLeHne gna npuema, BpeMeHHOro XpaHeHUA JOKYMEHTOB;

NomeLLeHMe A8 UCNO/Ib30BaHMA AOKYMEHTOB (YMTaNbHbIA 33/, y4acTOK BblgauM AOKYMEHTOB U
MHPOPMaLMOHHO-MOUCKOBBIX CPEACTB);

paboune KOMHaTbl COTPYAHUKOB apxMBa OPraHU3aLmMm, KOTopble SO/KHbI ObITb U30MPOBaHbI OT
MOMELLLEHWUN, rAe XPaHATCA apXMBHbIE AOKYMEHTbI.

He gonyckaeTca pasmelleHne apxmMBa OpraHn3aumm B NoABasibHbIX M YepAauHbIX MOMELLEHUAX.

2.17. ApxnBOXpaHUMLLE AOMKHO BbITb yAaNeHo oT N1abopaTopHbIX, NPON3BOACTBEHHLIX, BbITOBbLIX
NMOMELLEHNI U HE UMETb OBLLMX C HUMWN BEHTUAALMOHHbBIX KaHan0B. ApXMBOXPaHUAULLE OTAENAETCA OT



cocegHUX MOMELLEHUI HECropaembiMM CTEHAMW U NEPEKPbITUAMWU C Npeaenamm OrHeCTOMKOCTU He
MeHee [BYX 4acoB. B apxvMBOXpaHWAMLLE He AOMYyCKaeTca MpoKnagka Tpyb BoAOCHAbXeHMA U
KaHanusaumm, TeXHoNorMyeckne nam 6biTosble BbIBOAbI BOAbI.

2.18. Mpu pasmeleHMn apXMBOXPaHWAMLLA B CMeunanbHOM WMAW MPUCNocobAeHHOM 34aHuu
npegnoyteHre (Mpu paBHbIX TEMAOBbIX XapaKTepUCTUKax) OTAAeTCA MNOMELLEHMAM C CeBepHOW
OopueHTauMein OKOoH.

MaTepuanbl MOKPLITUA CTEH, MOJ0B, MOTO/NKOB, BHYTPEHHEW apmaTypbl apXWMBOXPaHWAMLLA,
NPUYMeHsiemMble MpPU M3rOTOBJIEHUN 06OPYAOBaHUA U CPEACTB XPAaHEHWA aPXMBHbIX AOKYMEHTOB, He
[OJIXKHbI BbIAENATL arpecCUBHbIE XMMMUYECKUE BELLECTBA M BbITb MCTOYHMKOM MblMN.

2.19. ApXI/IBOXpaHI/IJ'II/ILLI,e AO0/KHO MMETb €eCTeCTBEHHYHO WU UCKYCCTBEHHYHO BEHTUNAAUMUIO,
O6€CI‘I€LIMBaIOLLI,y|0 peunpkynauntio BO3aAyxa, CTabunbHOCTb TEMNEPATYPHO-B/IAaXXHOCTHOIO peXnma,
OYUCTKY BO34yXa OT Mbl/IN N arpeCCuBHbIX npmmeceﬁ, d TaKXXe 0TBeYaTb COBpPeEMEHHbIM Tpe6OBaHVIFIM
KOMMAKTHOCTU N SKOHOMUYHOCTU.

ApXMBOXPaHUAMLLE AO/IKHO MMETb BbIXOAbl K /'IMd)TaM N NECTHUYHbIM KNETKAM.

2.20. ApxnBOXpaHUAULLA (33 UCKAOYEHNEM aPXMBOXPAHWU/IMLL, PacroaratoLmMxca Ha OXpaHAemMon
Tepputopun) obopyaytoTcA  ABEepAMM  C  MOBbILEHHOW TEXHUYECKOW YKPEen/ieHHOCTbI0 MpoTUB
BO3MOKHOTIO B3/10Ma, OCHALLEHHbIMW 3aMKaMM MOBbILEHHOW CeKPeTHOCTU. OKHA MOMELLEHWN NepBOro
aTaka A0/KHbI 6bITb 060pYA0BaHbI 3aNMPAOWMMUCA peLueTKamm <1>.,

<1>MoanyHkKTbl 2.11.1.1 - 2.11.1.2 nyHKTa 2.11 Npasunn xpaHeHUA.

2.21. Bce nocTtynatowue B apxXme OpraHn3aLmm AOKYMEHTbI PA3MELLAOTCA B apXMBOXPAHUAMLLAX
Ha CTaUMOHapHbIX WU/UAN NepeaBUMIKHbIX METANNNYECKMX CTeNNaKax, B MeTa//IMYecknx wWwkadpax uau
KOHTelHepax.

Crennaxun AoMKHbl 6biTb YCTaHOBAEHbI NEPNEeHAMKYNAPHO CTEHaM C OKOHHbIMM MpoemMamu, a B
nomelleHnn 6e3 OKOH - C yyeTom ocobeHHoCTel nomelleHMa u obopyaoBaHuAa. He ponyckaetcs
pa3smelleHne CTeNNaKel BMIOTHYIO K HaPYXKHbIM CTeHam 34aHNA U K UCTOYHUKaM Tenna.

PacctaHOBKa cTennarkei W WKapoB OCyWECTBAAETCA B COOTBETCTBMM CO  C/eayloWwumu
TpeboBaHMAMMU:

paccTofHMe MexXay pAdamu cTennaken (rnaBHbIn npoxoa) - He meHee 120 cm;
paccTonHue (Npoxoa) mexay CTennaxamm - He meHee 75 cm;

pacCToAHME MEXKAOY HaPYKHOM CTEHOW 34aHMA U CTENNAXKAMW, Napaifie/IbHbIMU CTEHE - HE MeHee
75 cm;

paccToaHMe MeXay CTEHOW M TOPLIOM CTenNaxa uau WwKada (06xoa) - He meHee 45 cm;

paccTosHMe MexAay NONOM U HUXKHEN NoJIKon cTennaxa (wKkada) - He meHee 15 cm, B LLOKO/IbHbIX
3TaXax - He meHee 30 cm <1>.

<1>MoanyHKT 2.11.3 nyHKTa 2.11 Mpasna XxpaHeHua.

2.22. TMpOTUBOMNOKAPHDLIA pPeXum B 34aHMAX, FAEe pPa3MeLLaeTca apxMB OpraHusauum, 1M B
APXMBOXPAaHUAMULLLAX YCTAaHAaBAMBAETCA B COOTBETCTBMM C HOPMATUBHbIMKU MPABOBbIMWU  aKTamm



Poccuiickoin Pepepaunmn B 061acTn nokapHoit 6esonacHoCTH.

2.23. OxpaHHbIt pexkMm obecneynBaeTca nyTem 060PYAOBAHMA aPXMBOXPAHMAWLL, a TaKKe
APYrMX MOMELLEHNI, rae NOCTOAHHO MW BPEMEHHO XPaHATCA apXMBHble AOKYMEHTbI, CpeAcTBamu
OoXpaHbl, 06ecneyMBaloLWMMM KOHTPONb AOCTYMNa B apXMBOXPAaHWIULLE WM MOMELLEHMA apxuBa, U
cobnlogeHnem nopagKa caayM nog, OXpaHy M CHATMA C OXpaHbl, YCTAHOB/JIEHHOrO PyKOBOAMUTENEM
opraHusauum.

B cnyyae BblgauM apxXMBHbIX OOKYMEHTOB BO BpeMeHHOe Mo/b30BaHWe Mo 3anpocam
rocyZapCTBEHHbIX OPraHOB, OPraHOB MECTHOIO CaMOYNpPaBJEHMS U OpraHU3auuii BbIHOC M3 34aHWA
apxuMBa WAM 34aHWUA OPraHM3aLMM apPXMBHbIX AOKYMEHTOB paspellaeTca TO/IbKO MO CchnelyasbHbimM
nponyckam.

2.24. ApxnBHble OKYMEHTbI CieayeT XpaHUTb B TEMHOTE.

Bce Buabl pa60T C AOKYMEHTaMMN OO0NXKHbI NPOBOANTLCA NMPU OrPaHUYEHHbIX NN TEXHONTOTMYECKN
HeO6XOﬂ,MMbIX YPOBHAX oCBeLWeHNA.

3awmnTa AOKYMEHTOB OT AeVICTBMH cBeTa obecneumBaeTca XpaHeHnem OOKYMEHTOB B KOpO6KaX,
nankax n nepennetax, B LUKad)aX NN Ha CTeN1IaXKaX 3aKpbITOro tmna.

EcTecTBEHHOE OCBELLEHME B apXMBOXPAHUIVMLLE AOMYCKAETCA NPU YCAOBUU MPUMEHEHUA Ha OKHaX
cBeTopacceuBatenel, 3alWUTHbIX GUABTPOB, LUTOP, Xasto3M, HAHECEHHbIX Ha CTEKNO MOKpbITMi. OnA
MCKYCCTBEHHOTO OCBELLEHWUA MPUMEHAIOTCA NaMMbl HaKa/lMBaHWA B 3aKPbITbiX NiadoHax C rNafKoi
MOBEPXHOCTbHO.

YpoBeHb OCBELWEHHOCTM B AManasoHe BMAMMOIO CreKTpa He [AO0/IKEH MpeBblwaTb: Ha
BEPTUKA/IbHOM NOBEPXHOCTU CTe/INaXa, Ha BbiCOTe OAHOro MeTpa oT nona - 20 - 50 noKcoB, Ha paboumnx
ctonax - 100 ntokcoB <1>.

<1>MoanyHKT 2.11.2.4 nyHKTa 2.11 Mpasua xpaHeHua.

2.25. B apxuBoxXpaHuanwe gna XxpaHeHMAa AOKYMEHTOB YCTaHABAMBAKOTCA Caeaytowme napameTpbl
TemnepaTypHO-BAAXKHOCTHOIO perKnuma: <1>

<1>MoanyHKT 2.11.2.3 nyHKTa 2.11 Mpasma xpaHeHua.

ONS XpaHeHMA OOKYMEHTOB Ha BymaxkHOM HocuTene - Temnepatypa 17 - 19 °C, oTHocuTeNbHanA
BNIa*KHOCTb Bo3ayxa - 50 - 55%;

ONA LOKYMEHTOB HA MArHUTHbIX AUCKAX M AUCKOBbIX HakonuTensx - 8 - 18 °C n 45 - 65%;
ONA AJOKYMEHTOB Ha onTuyecknx gmckax - 10 - 23 °Cun 20 - 50%;
ONA JOKYMEHTOB Ha KMHOM/IEHKE:

C HUTPOOCHOBOI - YepHo-6esble: TemnepaTypa He Bbiwe 10 °C, uBETHbIE: TEMMNEPaATYpPa He Bbile -5
o
G

c 6e3onacHoM OCHOBOW - YepHO-benble: TemnepaTtypa He Bbiwe 15 °C, uBeTHbIe: TeMnepaTypa He
Bbiwe -5 °C;

ana GOTOA0KYMEHTOB:



YepHo-benble - TemnepaTypa He Bbiwe 15 °C;
LBeTHble - TemnepaTypa He Bbiwe -5 °C.

OTHOCMTENbHAA BAIAXKHOCTb BO34yXa, HEOOX0ANMaAs ANA XPAHEHWNSA AOKYMEHTOB HA KMHOMIEHKE U
doTonoKymeHTOB, coctasnseT 40 - 50%.

2.26. B apxMBOXpaHWIMLWLE C HeperyampyembiM KAMMATOM  AO/BKHbI  OCYLLECTBAATHCA
MeponpUATUA NO ONTUMMU3ALUN TeMNepaTyPHO-BAAXKHOCTHOIO PeXnuma C NpUMEHEHMEM OTOMIEHUN U
NPOBETPUBAHMA NOMELLEHNN, a TaKKe MeXxaHUYEeCKUX CpeAcTB YBAaXKHEHMA WM OCYLUeHWUA BO3A4yXa.
Peskune KonebaHua (ce30HHbIE M B TeyeHWe OAHMX CYTOK) Temnepatypbl (+/- 5 °C) n oTHocUTeNbHOWM
BNIAXKHOCTM Bo3ayxa (+/- 10%) He aonycKaloTca.

Mpy ANUTENbHOM HapyWeHUU TeMnepaTypHO-BAAKHOCTHOTO pexMma (oT 3 cyToK M 6onee),
COMPOBOXAAlOLLEMCA NOBbILEHNEM OTHOCUTE/NIbHOW BAAKHOCTM Bo3ayxa Ao 70 - 90%, npuHMMaloTCA
Mepbl MO ero HOPMaan3auumn (MHTEHCMBHOE NPOBETPUBAHME, OCYLUEHWNE aPXMBOXPAaHUANLLA).

TemnepaTypHO-BNA)KHOCTHbIN  PEXUM  KOHTPO/IMpPYeTCA MNyTEM  PEryaspHOro  M3MepeHus
TemnepaTypbl U OTHOCUTENIbHOM BAIA*KHOCTU KOMHATHOMO M HAapPYHOrO BO34yXa B OAHO U1 TO Ke BpemMs: B
KOHANLMOHMPYEMbIX MOMELLEHUAX - HE pexke 1 pasa B HeAe to; B apXMBOXPAHWUIMLLAX, HE OCHALLEHHbIX
CUCTEMOW KOHAMUMOHMPOBAHMSA BO34yXa - 2 pa3a B HeAe0; NP HApPYLLUEHUAX PeXxnma - 1 pas B CyTKM.

MoKa3aHWA KOHTPOIbHO-U3MEPUTESIbHBIX NPUOOPOB PUKCUMPYIOTCA B PETUCTPALMOHHBIX KYpPHanax,
B KOTOPbIX TaKXKe OTPArKalTCA NPOBEPKA NMPaBWUAbHOCTU MOKA3aHUI NpuboOpoB U Mepbl, MPUHATbIE MO
HOPMaIN3aLL MM TeEMMNEPATYPHO-BNAXKHOCTHOTO PEKMMA B C/TYYAAX €r0 HapyLIeHUs.

Mpyv HannuMmM B 34aHUMM apPXMBA LLEHTPANM30BaHHON cucTembl obecneyeHua cobntogeHuns
TEMMNEPATYPHO-BNAYKHOCTHOTO pPeXMMA B MOMELLEHUAX, TAE XPAHATCA AOKYMEHTbI, KOHTPO/b 33 ero
cobniofeHeM OCyLLECTBAAETCA B aBTOMATUYECKOM PEXRMME.

2.27. TlomelweHMs apxmBa OPraHM3aLUMM OO/KHbI COAEP!KaTbCA B 4YWUCTOTE, B YC/IOBUAX,
WCKJTIOYAIOLLMX BO3MOXKHOCTb MOAB/JIEHUA MJIECEHU, TPbI3YHOB, HACEKOMbIX, MbliM. B nomeleHuaAx
apXMBOXPaHWAUL, AOMKHA ObiTb obecneyeHa cBo6OAHAA UMPKYAAUMA BO3AyXa, WCKAOYaoWwas
o0b6paszoBaHMe HEMPOBETPUBAEMBIX 30H, ONACHbIX B CAHUTAPHO-BMON0rMYECKOM OTHOLIEHUN.

B nomeL,eHMAX apXMBOXPaHUANLL, HEOBX04MMO:
NPOBOAMUTb CUCTEMATUYECKYIO BNAXKHYI0 YOOPKY;

He pe)e o4HOro pasa B rog NpPoBOAUTb obecnblIMBaHME KOPOOOK C AOKYMeHTamM, LWKados.,
cTennaxen;

obpabaTtbiBaTb LOKO/IbHbIE 4YacTW CTeNNaXKeW, MoAbl, MAUHTYCbl, MOAOKOHHUMKU BOAHbLIMU
pacTBOpaMM aHTUCENTUKOB.

2.28. [1Ba pa3a B rog (B Hayafe M NO OKOHYAHUM OTOMUTENbHOIO CEe30Ha) AOKYMEHTbl U
NOMELLEHUA APXMBOXPAHMAMUL, MNoAaBepraloTca obcnenoBaHUIO [asi CBOEBPEMEHHOINO OOHApYXKeHuA
HAaCeKOMbIX M nneceHun. MNMpu obHapyKeHUn Bronornmyecknx speguTteneit NPUHUMAOTCA CPOYHbIE Mepb!
no Ae3nHOEeKUUM U Ae3UHCEKUMU OOKYMEHTOB M MOMELLEHUI cunamu PaboTHMKOB apxvBa, a Npu
HEeobX0AMMOCTU - CUJTAaMWN COOTBETCTBYIOLLUX CYKO.

2.29. B apxuBOXpaHMAMLIE 3anpeliaeTca HaxoAWUTbCA B BEPXHEM oderKae, MOKPOW W rpAsHOM
06yBM; XPaHUTb MOCTOPOHHME MNPegMEeTbl, MMYLLECTBO W 060pyAOBaHWE, ynoTpebnaTb MulLeBble
NPOAYKTHI.

2.30. O6nazaTtenbHbIMMU YCNOBUAMU XPaHEHNA SNEKTPOHHBIX JOKYMEHTOB AB/IAIOTCA:



HaNnMuMe B apxMBe OPraHM3auUMW He MeHee ABYX 3K3eMMIAPOB KaKAOM eauHULbl XpaHeHusA
3NEKTPOHHbIX AOKYMEHTOB (OCHOBHOW M paboumii 3K3eMnaspbl AO/MKHbI HAaXoAUTbCA Ha pPasHbIX
du3nYecKUX ycTpolicTaax);

Haanyme TexHU4YeCKnx U nporpamMmmHbIX Ccpeacts, npegHasHaydeHHbIX AnAa BOCNpousseneHuUA,
KOMMUpoBaHMA, nepe3anncn 3SNEKTPOHHbLIX AOOKYMEHTOB, KOHTPOAA ¢M3VILIGCKOI'O N TeXHn4eckoro
COCTOAHMA;

obecneveHue pexXnma XpaHeHUA  INEKTPOHHbIX AOKYMEHTOB, WCKAKOYaOLWero yrparty,
HECaHKUMNOHNPOBAHHYIO PACCbI/ZIKY, YHUUYTOXKEHUNE TN UCKaXKEHNE MHd)OpMaLI,MM.

2.31. lMepenaya TEKCTOBbIX 3NEKTPOHHbIX AOKYMEHTOB ONA XPaHEeHMA B apXuB OpraHM3auumm,
ABNAOWENCA WCTOYHMKOM  KOMMIEKTOBAHUA  FOCYAAPCTBEHHOTO WM MYHWUUMNAZbHOTO  apXxuBa,
ocyulecrsnaerca 8 popmarte PDF/A.

2.32. B uensax obecneveHuns XpaHeHnA, y4vyeTa U UCNONb30BAHUA ISNEKTPOHHbLIX AOKYMEHTOB,
HaXo4AWNXcA Ha XpaHEHUN B apxXxmBe opraHnsaunun, OO0N1XKHO Npon3soanTbCA CUHXPOHHOE U3MeEHEHNE
nporpaMMHo—annapaTHoﬁ cpeabl B OpraHn3aunMn n B apxmBe OpraHuM3aunn, a TakxkKe cBoeBpemMeHHanA
nepe3anncb 3/1EKTPOHHbIX apXNUBHbIX AOKYMEHTOB HAa HOBbleé HOCUTE/IU U B HOBbIE (bOpMaTbI.

B npouecce xpaHeHMA 31eKTPOHHbIX 4OKYMEHTOB B apXMBe OpraHM3aumnm He pexxe o4HOro pasa B
5 ner npon3sogunTca TEXHUYECKUI KOHTPO/1b d)I/IBI/I'-ieCKOrO COCTOAHMA HOCUTeneMn INIEKTPOHHbIX
AOKYMEHTOB 1 BOCNPOU3BOANMOCTU SNEKTPOHHbIX JOKYMEHTOB.

B chy4yae ecam npu  ocywecTtBlieHUUM TexXHUYeCKOro KOHTPONA YCTaHOB/EHblI WU3MeHeHUA
¢M3W~IECKOFO COCTOAHUA HOCUTenel S/IEKTPOHHbLIX AOKYMEHTOB, apXuMB OpPraHuvM3auun no peweHuro
pyKoBOAUTENA OPraHMU3aunn AosKeH NpoBoauTb pa60Ty no nepe3anncn aNEKTPOHHbIX AOKYMEHTOB Ha
HOBble HOCUTENN.

Mpu uameHeHnn GOPMaATOB B pesynbTaTe NpeobpasoBaHMA MPOrpammHO-annapaTHoOW cpeabl,
YXYAWEHNA BOCMPOU3BOAMMOCTM 3NEKTPOHHbIX AOKYMEHTOB apXWB OpraHM3auMm Mo pelleHuto
PYKOBOANUTENS OPraHM3auMy OO/KEH NPOBOAMTb PaboTy MO nepesanucy 3NeKTPOHHbIX AOKYMEHTOB B
HoBble dopmaTbl.

Mpu ocyuwectBaeHUN nepesannucn AoMKHa bbiTb obecneyeHa ayTeHTUYHOCTb, MOAHOTA,
[OCTOBEPHOCTb, LIE/IOCTHOCTb U HEU3IMEHHOCTb WHGOPMaLMKM, COAEPNKALLEWCA B 3NEKTPOHHbIX
JOKYMeHTax.

TeKcToBble 3N1EeKTPOHHbIE AOKYMEHTbI, NoABepruiMeca nepesanncu B Hoeble GpopmaTtbl U/Man Ha
HOBble HOCUTENM, A0/MKHbI OTBEYaTb TPeboBaHNAM, YCTaHOBAEHHbIM NyHKTOM 2.31 HacToawwmx Mpasun.

2.33. Ona onepaTuBHOINoO A0CTYyNa K 3/IEKTPOHHbIM AOKYMEHTAM B CMPaBO4YHbIX N MOUCKOBbLIX LLeNAX
B apXuBe Co34aeTcA CI)OH,EI| NoNb30BaHNA INEKTPOHHbIX AJOKYMEHTOB.

2.34. Bce nocTynatowme B apxme OpraHM3auumn AOKYMEHTbI Pa3sMELLLAOTCA B apXMBOXPAHMAMLLAX
Ha CTefna)kax UAM B WKadax B NopsaaKe, COOTBETCTBYIOWEM OMNUCAM Aes, AOKYMEHTOB. [lOKYMeHTbI,
TEMMNEePaTYPHO-BAAXKHOCTHbIA PEXUM XPaHEHMS KOTOPbIX Pas/iMyeH, A0/XHblI pasMellaTbCcA B PasHbIX
APXMBOXPaHUIMLLAX.

2.35. [lokymeHTbl ApxmBHoro ¢oHaa Poccuitckoit Pegepaunn u apyrme apxmsHble LOKYMEHTbI
OOJ/KHbI XPaHUTbCA B KOPOOKAx WM Mankax, WM3roTOBAEHHbIX W3 0Oe3BpegHblX ANA AOKYMEHTOB
MmaTepuanos.

DNEKTPOHHbIe AOKYMEHTbI Ha GU3NYECKM 060COBEHHBIX HOCUTENAX PAa3MELLAOTCA OTAENbHO OT
APYrMX AOKYMEHTOB.



Ha Kopob6KW NPUKNENBAIOTCA APALIKM, HA KOTOPbIX YKa3blBalOTCA: HOMep GpoHAa, HOMEep OnucKu u
KpaliHne HoMepa Ae/l, pa3MeLleHHbIX B AJaHHOM KOpobKe.

MopAgoK pasmeleHna YCTaHaB/AMBAETCA B 3aBMCMMOCTM OT pPaACCTOAHUA MeXay MNOJKamMu,
¢M3VN€CKOFO COCTOAHMA Aen, a TaKXe OT TBepAOCTM WAU MATKOCTM nepenneta. [ena, mmetowme
TBep,El,bIl‘;l nepenneTt, yCTaHaB/INBAKOTCA BEPTUKAJZIbHO; C MATKMUM NepPeENnIETOM UIN HenepenieTeHHble -
rOPU30HTA/IbHO.

Kopo6KKM He A0KHbI BbICTYNaTb 3a Npeaebl NOAOK CTeNNAXKEN.

He ponyckaetcs xpaHeHWe [OKYMEHTOB B TPAHCMOPTHOM Tape, B wWTabensx, Ha noay,
NOAOKOHHUKAX, NECTHUYHbIX MAOWAAKaX U APYrMX He NpeAHA3HAYeHHbIX AN XPAaHEeHWUA LOKYMEHTOB
MecTax.

2.36. Bce nomelleHMA apxvMBa OpraHM3auMK, a TaKKe CTennaxku, WKadbl, KOHTEMHePbI, MOAKK
HymepytoTca. CTennaxun, wkadpbl U KOHTEWHEPbl HYMEPYIOTCA B KaXAOM apXMBOXpPaHWUAWULLE CleBa
Hanpaeo OT BXOAHOW ABepu, a MOJIKM Ha CTeNaXKax - Mo WKadam CBepXy BHWU3, C/IeBa Hanpaso.

2.37. B uenax onpeaeneHMa mecta XpaHeHUA AOKYMEHTOB B apXMBOXpPaHWAMLIE COCTaBAAKOTCA
Tonorpadpuyeckne ykasatenu: noctennaxHole (npunoxkenune N 1), a npyn 6onbwom Konnyectse ¢poHAOB -
nodoHaoBble (npunoxkexHue N 2).

2.38. W3meHeHus, npoucxogawme B pasmelieHUMnM LOOKYMEHTOB, A0J/1KHbl CBOEBPEMEHHO
OTpPaxaTbCA B TOFIOFpad)W-IECKVIX YKa3aTtenax.

2.39. B xo4,e NPOBEPKM HA/IMUMA U COCTOAHWUA aPXMBHbIX OKYMEHTOB B apXMBE OPraHU3aunu:

YCTaHaB/IMBaETCA d)aKTMLIECKOE Hannyme eguHuy, XpaHeHna W COOTBETCTBUE  YYETHbIM
AOKYMEHTaM;

BbIAB/IAOTCA U YCTPAHAKOTCA HEAOCTATKN B y4eTe JOKYMEHTOB;
BbIAB/IAIOTCA OTCYTCTBYHOWME OOKYMEHTbI U OPraHn3yeTCA PO3biCK;

BbIABNAIOTCA M YYMTbIBAIOTCA  LOKYMEHTbl, Tpebyiowme  npodunaktmyeckon  un/mam
pecTaBpauMoHHO-NpodMNaKTUUYECKo 06paboTKu.

BbIABNAIOTCA M YUMTbIBAIOTCA 3/IEKTPOHHbIE [OOKYMEHTbI, Tpe6yrom,me nepesannMcn Ha HOBblE
9/1EKTPOHHbIE HOCUTENN, MPOBOAUTCA KOHTPO/b ¢M3VILIeCKOFO N TeXHM4eCKoro coctoAaHMA eaunHu,
XpPaHEHWNA, OCYLLLECTBNAETCA NPOBEPKA Ha Ha/In4ne BpeJOHOCHbIX KOMMNbOTEPHbIX NPOrpamm.

2.40. MpoBepKa HaAMuMA U COCTOAHMUA AOKYMEHTOB Ha OYMarKHbIX HOCMTENAX NPOBOAUTCA B
apxuBe OPraHM3aLMM KOMUCCUEN UM HEe MeHee YeM ABYMS pPaboTHWKaMM He pexke ofHOoro pasa B 10
NET, 3/IEKTPOHHBIX AOKYMEHTOB - HE peKe OAHOro pasa B 5 fieT.

2.41. MNpuv NpoBepKe HaMYMA U COCTOAHUA AOKYMEHTOB B apXMBe OpraHmn3aLmm Heobxo4Mmo:

COXPaHATb MOPAAOK PaCnosiIoKeEHNA OOKYMEHTOB Ha CTejiiaxax, B u.mad)ax n KOHTEVIHean B
COOTBETCTBUUN C TOI'IOFpad)M‘-IECKMMVI yKasatenamu. Mpn nameHeHUn pacnonoXKeHua aen HEO6XOLI,VIMO
CBOEBpPeMeHHO AenaTb COOTBETCTBYHOLWLME 3alMUCH B TOI'IOFpad)VILIECKMX YKa3saTtenax;

nomewaTb Ha MeCTa Haasnexalero XxpaHeHunA 06Hapy>+<eHHb|e BO BpemA NpoBepKn HenpasuaibHO
pa3melleHHble egUuHULbI XPaHEHUA,

M3biMaTb C Mocaeayowen U3oNAUMEN [OOKYMEHTbl, 3apa’keHHble MNJeceHbld WAN  Apyrumu
6MONOTMYECKUMM BpeanTeNnaMu (a1A LOKYMEHTOB Ha BymaxkHOM HocuTene);



M3biMaTb €AMHUUbI XPaHEHMA 3NEKTPOHHbIX JAOKYMEHTOB, cogep)Kalue BpeaoHOCHble
KOMMNbIOTEPHbIE MNpPOrpamMmbl, MOMeLLaTb Ha CneunanbHO BblAeNeHHYI MOoAKYy (B AWMK) Ans
nocneaywouen o6paboTky;

MU3blMaTb U pa3mMmeLllaTtb BCae 3a Y4TEHHbIMU Aena, He BHECEHHbIE B OMUCH.

BHeceHMe BbIABNEHHbIX B X04€e NPOBEPKM HeyyTeHHbIX Aen B ONuCb 3anpewaeTcA. HeyyTeHHble
Aena nognexart 06p860TKe M ONMMUCaHUIO NOC/ie 3aBepLEHNA NPOBEPKU.

2.42. I'IpOBepKa Haanyma n CoCToAHMA AOOKYMEHTOB NPOBOAUTCA MyTEM CBEPKU ONMUCATENIbHbIX
cTaTel OnMcK € ONMcaHMeMm Aen Ha 06./10KKax.

dunsnyeckoe cocToAHMe aen onpenenaerca nytem B1u3yasibHOro npocmoTpa.

Jenatb Kakve-nMbo MNOMETKM WAWM 3anNUCKU B ONUCAX AN U OPYTUX YYEeTHbIX [OKYMEHTax
3anpeltaeTca. B KOHUe Kaxaoi npocMoTpeHHol onucu agenaetcs 3anucb "MPOBEPEHO" ¢ yKkasaHuem
HOMepa U AaTbl aKTa NPOBEPKN HAIMUUS U COCTOAHUA LOKYMEHTOB.

2.43. MpoBepKka HanNMuMA N COCTOAHUA AOKYMEHTOB cyuTaeTcA 3aBepLUEHHOﬁ nocne BHeceHUA
I/I3MeHEHI/II7I, BblIAB/IEHHbIX ﬂpOBEpKOVI, B YHETHbIE AOKYMEHTbI apXunBa.

Mo pesynbTaTam MPOBEPKM COCTABAAETCA aKT MNPOBEPKM HANMUMUA U COCTOAHWUA apPXMBHBIX
AokymeHToB (Npunoxkenue N 3). Mpu obHapyKeHUM OWNOOK B YYETHbIX LOKYMEHTaX COCTaBAAETCA aKT O
TEXHUYECKMX OWMOKAX B yYeTHbIX JOKYyMeHTax (npunoxkeHune N 4). B cnyyae obHapyKeHWUa LOKYMEHTOB,
He OTHOCAWMXCA K JaHHOMYy GOHAY, apXMBy OpraHM3aumK, HeyyTeHHbIX, TaK¥Ke CocTaBaseTcA
COOTBETCTBYIOWMIM aKT (nNpunoskeHne N 5). YKasaHHble aKTbl MOAMNUCLIBAIOTCA WCMNONHUTENAMMU U
YTBEPKAAOTCA PYKOBOAMTENEM OPraHu3aumMmM WMAM ero 3amecTuTeneM, KypUpylowum AeaTebHOCTb
apxusa.

2.44. ECAV NPOBEPKON HANMYMA W COCTOAHUA [AOKYMEHTOB YCTaHOBAEHO OTCYTCTBME Aen W
[AOKYMEHTOB, OPraHmn3yeTcA MX PO3bICK.

PO3bICK apXMBHbIX AOKYMEHTOB, HEe OOHAPYKEHHbIX B XO4€E MPOBEPKMU, OPraHM3yeTCA C MOMEHTA
BbIAB/IEHNA OTCYTCTBMA W NMPOBOAUTCA B TeYEHWMe oaHOro roga. Ha aena, He obHapyKeHHble B xoA4e
NPOBEPKM HANMUUA U COCTOAHNA SOKYMEHTOB, COCTABAAETCA aKT 06 yTpaTe AOKYMeHTOB (NpuaoxkeHune N
6), KOTOpPbIA pPaccCMaTPUBAETCA SKCMNEPTHON KoMUcCUen (LeHTPpabHOM SKCNepTHOM KoMmuccuen) (aanee -
3K (LL2K) opraHusaumm u yTBEpKAAETCA PYKOBOAUTENEM OpraHM3auumn uam ero samectutenem. K akty
npuaaraeTca chnpaBka O MNPOBEAEHWWM PO3bICKA, MNOArOTOBAEHHAA W NOAMUCAHHAA  JINLOM,
NPOu3BOAMBLUMM TMNPOBEPKY. AKT 06 yTpate [AOKYMEHTOB MNpeacTaBAAeTCA B COOTBETCTBYHOLLMIA
rocyapcTBEHHbIA (MYHUUMNANbHBIN) apXMB WUAM YNOJHOMOYEHHbIA OpraH WMCMNONHUTENIbHON BAACTM
cybbekTa Poccuiickoit depepaummn B 061aCTM apXMBHOMO Aena AAA MNPUHATUA PELUEHUS O CHATUM
YTPaAYeHHbIX Aen ¢ yyeTa.

2.45. [JOKYMEHTbl BblAAlOTCA M3 apXMBOXPAHMAMLWA HAa OCHOBAaHWM MUCbMEHHOTO paspelleHun
PYKOBOAWUTENS apXMBa OpraHM3auuMu WM ero 3amecTuTenn (ecnum apxme ABASETCA yuperKaeHWeMm),
pYKOBOANTENA CTPYKTYPHOrO NoApasAeNeHMsa OpraHm3aLmn:

paboTHMKaM CTPYKTYPHbIX NOApPa3LeNeHNt opraHn3aumm;

cyAebHbIM, MPaBOOXPAHUTENBbHbIM M WHbIM YNOJHOMOYEHHbIM OpraHam B COOTBETCTBUWU C
3aKoHozaTenbcTBOM Poccuiickoit ®epepauymu;

MHbIM NMONb30BaTENIAM NO NUCbMEHHOMY 3aAB/IEHUIO.

JOKyMeHTbI BblAAIOTCA U3 apXMBOXPAHUANLL, HA CPOK, He I'IpeBbIUJaIOU.I,Mﬁi



O4HOro MecsAua - ANs UCNO/Ib30BaHMA PAaBOTHMKAMM OPraHM3aLMK U MHLIMKM NOJIb30BATENSAMU;
LIeCTM MecALEeB - CyAebHbIM, MPaBOOXPAaHUTENbHLIM U UHBIM YNOJHOMOYEHHbIM OpraHam.

NpooneHne yYCTAHOB/AEHHbIX CPOKOB Bblgayn LOKYMEHTOB AOMNYCKAaeTCA C paspelleHums
pykosoauTena oOpraHnMsauun Ha OCHOBAHUKN TMUCbMEHHOINo noAaTBepXAeHMA nosab3oBaTena o
COXpaHeHVIVI/O6eCI'Ie‘-IEHMM COXPaHHOCTU AOKYMEHTOB.

2.46. Bblgaya OOKYMEHTOB W3 APXMBOXPAHWIMILA PErUCTPUPYETCA B KHWre BblZaun gen u
odopmnsaercs:

3aKa3om (cnyxebHoM 3annUCKO) Ha Bblaayy aen;

aKTOM O Bblgadye Aen BO BpemMeHHOe MO0/b30BaHWe - MpU Bblgaye B CTOPOHHME OpraHM3auuu
(npunoskenne N 10).

Mpy TpaHCMOPTMPOBKE AeN Ha Ntobble paccToAHUA obecneunBaloTca Mepbl MO OXPaHe U 3aLmTe UxX
OT BO3AENCTBMA BpeaHbIX GaKTOPOB OKPYrKatoLLEeNn cpeabl.

2.47. Bblgayy fOKYMEHTOB Ha BymMaxKHOM HOCUTe/le N3 apXMBOXPAHWIMLLA U NpUEM X 0BpaTHO, B
TOM umnc/ie B cly4ae HeobXo4MMOCTU MOJIMCTHYIO MPOBEPKY HA/IMUMA U COCTOAHWUA AOKYMEHTOB nepej,
BblJayell M3 apPXMBOXPAHWIMLLA W NpWM BO3BPATe, NPOM3BOAMT pPabOTHMK apPXMBOXpPaHUIWLWA B
MPUCYTCTBMM /1ML, MOyYatoLLero (Bo3BpaLLatoLwero) gena.

BmecTo BblaaBaemblX M3 APXMBOXPAHWIMLLA €AWMHWL, XPaHEeHWs U onucein Aen, AOKYMEHTOB
[ONKHA pa3smMelLaTbCca KapTa-3amecTtutenb aena (npunoxexdve N 7). Mpu Bo3BpalLeHUW Aena KapTa-
3aMeCTUTEe b U3bIMAETCA U XPAHWUTCA B apXMBe OpraHmn3aLmMm 40 MUHOBaHUA HagobHocTU.

[ena, BblAaBaemble U3 apXUBOXPAHUANLLA, AOKHbI UMETb apPXUBHbLIN NP, NPOHYMEpPOoBaHHble
JIUCTbI, NCT-3aBepuTenb gena (npunoxkexdve N 8) U INCT UCNOIb30BAHUA AOKYMEHTOB (NpuioxeHune N
9).

MoAroTOBKa apXMBHbIX JOKYMEHTOB K BblAaye U3 apXMBOXPaHW/IMLLA BK/TIOYAET:
BbIEMKY apXMBHbIX LOKYMEHTOB;

CBEPKY apXMBHOrO Wndpa 1 3arosI0BKOB C ONUCHIO A/, AOKYMEHTOB;

npoBepKy GM3NYECKOro COCTOAHMA Aena.

DNEKTPOHHbIe AOKYMEHTb! BbIAAOTCA M3 apXMBOXPaHUAULLA B BUAE SNEKTPOHHbIX KOMUA WK
KONuit Ha BymarkHom HocuTesne. Mpu HeobxoAMMOCTU 3aBEPEHUSt KOMUIA 3/1EKTPOHHbIX AOKYMEHTOB
MCMNONb3yeTC 3/NIEeKTPOHHAA MoAMNUCb PYKOBOAUTENS OpraHu3auuMuM WAW  YNOJHOMOYEHHOTO UM
OOJ/IKHOCTHOTO /L@ UM MPOU3BOAUTCA 3aBEPEHME KOMUM [AOKYMEHTa Ha bymarKHOM HocuTene B
yCTaHOBNEHHOM nopaAgKe (NyHKT 5.14 HacToawmx MNpasun).

2.48. lOKyMmeHTbl U3 apXMBOXPaHUANLLA, KaK MPABWU/IO, HE BblAAKOTCA:
npu Hannuum GoHAa NoNb30BaAHMS;
HaxoAAlMecs B Hey40BNETBOPUTENBbHOM PU3MYECKOM COCTOAHUN.

2.49. B opraHM3aumMu A0/XHbl OblTb pa3paboTaHbl NAaHbl KOHKPETHbIX MEpPonpUATUIA U gpyrue
HOPMaTUBHbIE AOKYMEHTbI, perfaMeHTUpytowme nopAagoK paboTbl B Ype3BbIYAMHbIX CUTYaLMAX, Npu
BO3HWMKHOBEHMM KOTOPbIX HEBO3MOXHO 06€ecneynTb COXPaHHOCTb aPXMBHbIX OKYMEHTOB.

C coaeprkaHMemM NNAaHOB MepPONPUATUIA U APYTUX HOPMATUBHbLIX LOKYMEHTOB, ONpPesenstoLmx



paboTy apxvMBa OpraHM3auMM NPU YPesBblYaNHbIX CUTYaLMAX, AONXKHbI 6biTb 0O3HAKOM/IEHbl PabOTHUKM
apxuBa opraHu3aumu.

I1l. YYET [JIOKYMEHTOB APXMBHOIO ®OH/IA POCCUCKOMN GEAEPALIMM
W [PYTUX APXMBHbIX JOKYMEHTOB B OPFAHU3ALIMK

3.1. YyeTy noanexkat Bce XpaHALWMeECcA B apxmee OpraHM3aumm AOKYMEHTbI, BK/IOYAA AOKYMEHTbI
no J/IMNHMHOMY COCTaBy, KOMUWN [OOKYMEHTOB d)OHAa Nno/1b30BaHUA (I'Ipl/l Ha/'IMLIMM) n onucn paen,
AOKYMEHTOB.

3.2. OpraHusauma,  ABAAIOWAACA  WCTOMHMKOM  KOMMJIEKTOBaHMA  rOCy[apCTBEHHOIO
(MyHMUMNanbHOro) apxvBa, NpPeAcTaBAsaeT B rOCYAAPCTBEHHbIA (MyHMUMNANbHbINA) apXUB Y4YeTHble
cBefeHUs 06 obbeme M cocTaBe XPaHALWMXCA B apXMBE OpPraHM3auMmn AOKYMeHTOB ApxuBHOro ¢oHaa
Poccuiickolt ®epepaummn M Apyrux apxuBHbIX AOKYMEHTOB B COOTBETCTBUM C PernameHTom
rocyapCTBEHHOTO y4yeTa AOKYMeHTOB ApxuBHoro ¢oHaa Poccuiickoin depepaumum, yTBEpPrKAEHHbIM
npukasom Pocapxmea ot 11 mapta 1997 r. N 11 (3apeructpmpoBaH MuHioctom Poccumn 8 uronsa 1997 r.,
perncTpaunoHHbIi Homep 1344).

3.3. OCHOBHbIMM eANHULAMU YYeTa apXMBHbIX JOKYMEHTOB ABAAIOTCA:
apPXMBHbIM GOHA;
eAMHNLA XpaHEHUS - AeN0, NIeKTPOHHOoe Aeno (NyHKT 4.34 HacToawwmx Mpasun).

3.4. EgUHMLAM XpaHEeHUs MPUCBAMBAIOTCA YYETHble HOMEpPA, ABAAIOWMECH YACTblO apPXMBHOMO
wudpa. CeBeeHNn 0 COCTaBe eaMHUL, XPAaHEHUA U UX KOANYecTBe GUKCUPYIOTCA B YUYETHbIX AOKYMEHTaxX
apxuBa.

ApxvBHbIN WKdp (0H6O3HaUeHWEe, HAaHOCMMOE B JIEBOM HWMKHEM YAy Ha KaKayl eauvHuuy
XpaHeHWA B uenax obecnevyeHua ydeTa U uaeHTUGUKaAUMKM) COCTOMT MU3: HOMEepa apxmBHoro GoHA3;
HOMepa onucK Aen, AOKYMEHTOB; HOMEpPa eAMHULbI XpaHeHUA.

APXMBHbIN WMOP 3SNEKTPOHHbIX AOKYMEHTOB, XPaHWMbIX Ha 060COBMEHHbIX 3NEKTPOHHbIX
HOCMTENAX, YKa3blBaeTCA Ha BKAaAbllle, BAOXKEHHOM B GyTAAP HOCMTeNA. APXMBHbIN WNPP 3NEKTPOHHbIX
[OKYMEHTOB, XPaHUMbIX B MHPOPMALMOHHOW CUCTEME apXMBa, ABAAETCA 06MA3aTesIbHbIM 3/1EMEHTOM
ONUCaHMNA KOHTEMHepa 3/IEKTPOHHOTO JOKYMEHTA.

3.5. B apxvBe opraHu3auuMuK BeayTca OCHOBHble (06A3aTesibHble) M BCMOMOraTesibHble y4YeTHble
AOKymeHTbl. CocTaB M GOPMbl OCHOBHbIX YYETHbIX AOKYMEHTOB OMNpefefiAtoTcA B COOTBETCTBUM C
HacToAwmMmK Mpasunamu. CoctaB M GOPMbl BCMOMOraTENbHbIX YUYETHbIX AOKYMEHTOB OMNpeaensatoTcs
apXMBOM OPraHM3aLLMM CaAMOCTOATENBHO.

3.6. B cocTaB 0CHOBHbIX (06A3aTe/IbHbIX) YYETHbIX JOKYMEHTOB apXMBa OPraHU3aLLMm BXOAAT:
KHWra yyeTa NocTynaeHus 1 BblbbITUA AeN, AOKYMeHTOB (npunoxkeHue N 11);

cnucoK ¢oHaoB (npunokeHue N 12);

nucT doHaa (npunoxkerue N 13);

onucb aen, 4okymeHToB (Npunoxenua N 14, 15, 16, 17, 18);

peecTp onuceli (npunoxkeHme N 19).

3.7. B KHMIY yyeTa MOCTyMN/eHUa U BblbbITUA Aen, LOKYMEHTOB NOC/neAoBaTe/IbHO BHOCATCA BCe
nepBuyHbIe U NOBTOPHbIE NOCTYN/IeHMs (BbIBbITUA) Aen, 4OKYMEHTOB. Kaxaoe noctynaeHue (BbibbiTue)



B npeagenax otT4eTHOro roga noayvyaet I'IOpﬂp,KOBbII\;I HOMep B BaNOBOM nocnenoBaTeNlbHOCTH.

ExeroaHo Ha 1 aHBapa NOABOAUTCA WUTOr KOAMYECTBAa MOCTYMMBLLMX U BbIBbIBLUMX 3a roA Aen,
JOKYMEHTOB.

3.8. Cnucok ¢OHOOB BeAETCA B apxuMBe OpraHM3auuu, XpaHAlem AOKYyMeHTbl 6osee ogHoro
¢$oHAa. B cnncok poHA0B apxMBHbIV GOHA, 3aMMCbIBAETCA TOIbKO OAMH Pas, Npy NepBoM NOCTYNAEHUM B
apxuB opraHusaumu. Mo cnucky ¢oHAOB B BAa/NIOBOM NOPALKE €My MPUCBaMBAETCA YYETHbIM HOMEP,
KOTOPbIN COXPAHAETCA 33 HUM BO BCEX YYETHbIX AOKYMEHTaX.

B cnyyae nepefaun apxusHoro ¢oHAa B APYroi apxmB, BKAOYEHUA €ro B COCTaB 06beaUHEHHOTO
apxuBHOTO $OHAA WAM BbIAENEHUS BCEX [AOKYMEHTOB K YHUUTOMKEHWIO 0CBOOOAMBLUMICA HOMEp
Apyromy apxusHomy GpoHAy He NpucBaMBaeTCs.

ObbeanHeHHble apXnBHble GOHAbI U aPXMBHbIE KOANEKUMWN YYUTbIBAOTCA Ha OBLWMX OCHOBAHMSAX.
ObbeanHeHHOMY apxvuBHOMY ¢oHAY, 06pa3’oBaHHOMY W3 apXMBHbIX GOHAOB, paHee Y4YTeHHbIX
CaMOCTOATENIbHO, NPUCBaNBAETCA HOMEP O4HOTO U3 apPXMUBHbIX GOHA0B, BK/IOUYEHHbIX B €r0 COCTaB.

B apxmBax opraHM3au,m71 - UCTOYHUKOB KOMNNIEKTOBAHUNA TOCYyAapPCTBEHHbIX (MYHMLI,MI'Ial'IbeIX)
apxXxmuBoB NPOCTaBaAETCA HOMEP apXMBHOTO (bOHAa, 3a KOTOpbIM OH Yy4yTEH B TOCyAapCTBEHHOM
(MyHVILI,I/II'IaI'IbHOM) apxuee, n KOTOprVI COXpaHAETCA 3a HMM nocne nocrtynsieHnAa ero JOKYMEHTOB Ha
NOCTOAHHOE XpPaHeHue.

HasBaHuWe apxuBHOro ¢oHAa BHOCUTCA B CMUCOK GOHA0B HAa OCHOBAHUWU UCTOPUYECKOM CMPaBKMU K
bOHAY AN TUTYNBHOTO ANCTA ONUCK AeN, [OKYMEHTOB.

HasBaHue apxuBHoro ¢boHAaa COCTOUT M3 NONHOIO M (B CKOBKax) COKpalleHHOro HaumeHOBaHMA
doHaoobpasoBaTens, C yKasaHMEM €ro MOAYMHEHHOCTW, MECTOHAxXOMAeHWA, AaT Cco3AaHua W
nvksuaaumnn. Ecnm HaumeHosaHue poHa006pa3oBaTeNss U3MEHANO0CH, TO B cnucke GOHA0B YKasbiBaeTcA
ero nocneAHee Ha3BaHME B pamMKax Nepuoaa, 3a KOTOPbIN NPUHATHI AOKYMeHTbl. Bce npeabiayuipe
nepemmeHoBaHNA OTMeYatoTca B incTe GpoHAa.

HassaHWe 06beaAnHEeHHOro apxmBHoro GoHAa CocTouT 13 0606LWEHHOrO Ha3BaHNA BKAKOUYEHHbIX B
Hero apxvBHbIX GOHAOB, M3 MEPEYHA Ha3BaHUI CMEHABLUMX OPYr Apyra opraHusaumit. KOHKpeTHble
HaMMeHOBaHUA BCEX OPraHM3aLMi, AOKYMEHTbI KOTOPbIX BOW/IM B 06beAMHEHHbIW apXuBHbIA GOHA, a
TaKXKe UX NepeMMeHOBaHMWSA yKa3blBaloTca B AncTe GoHAa.

B Ha3BaHWM apXMBHOW KONNEKLUMM YKa3bIBAETCA NPU3HaK (NpuU3HaKM) ee popmMmUpoBaHUA.

ExeroaHo Ha 1 AHBapA K CNUCKY pOHA0B COCTaBAAETCA UTOrOBas 3aMMcb O KOIMYECTBE apXMBHbIX
$OoHA0B, NOCTYNUBLUMX M BbIOLIBLUMX B TeyeHWe roga, U oblem Ko/auyecTse apxuBHbIX $OHAOB,
HaxoAALMXCA Ha XpaHeHMM B apxuse.

Cnuncok ¢oHOOB 3aKNtovaeTcA B TBepAyto 060MKKY, NUCTbl HYMEPYIOTCA, COCTaBAAETCA JINCT-
3aBepuTenb.

3.9. lnucT dpoHAa COCTaBAAETCA Ha KaxKAblli apxMBHbIA GpoHA. B HEM yunTbIBalOTCA BCe ONUCK gen,
[OKymeHTOB GoHAa.

Nvct doHAa MoKeT BbITb NepecocTaB/ieH TO/bKO B C/lyYae, eC/IM OH HEUCTNPaBUMO MOBpPEXKAEH
WAM nepecTaeT oOTparkaTb @aKTMYecKkoe cOCToAHME WM 06bem apxuBHoro ¢oHaa. B caydae
nepecocTaBiaeHusa nucta ¢oHAa paHee AeWCTBOBaBLIMI AUCT GpoHAA MomellaeTcs B geno ¢poHaa. B
BEPXHEM MpaBom yray obomnx nuctos ¢oHAa AenatoTca oTMeTKU: "JINCT nepecocTasnieH" ¢ yKasaHWem
[AaTbl NepecocTaBneHus, AOXKHOCTM U NOANNCK COCTaBUTENS.

JlncTbl GOHAOB XPaAHATCA B MOPAAKE HOMEPOB apXuBHbIX GOHAO0B. K Kaxaol nanke coctaBaseTca



TNCT-3aBepuUTenb, rae yKasbiBaloTCA Ha4a/ibHbleé U KOHeYHble HOMepa apXUBHbIX (I)OHLI,OB n o6u1,ee
KOJINYECTBO apPXUBHbIX d)OHp,OB, JINCTbl KOTOPbIX HaXoA4ATCA B Nanke.

3.10. B onucu aen, AOKYMeHTOB (ro4oBOM pasfaene onucu Aen, AOKYMEHTOB) eaMHULbl XpaHeHUA
YUUTbIBAIOTCA B COOTBETCTBMM C CUCTEMATU3ALMEN 33 NOPAAKOBbIMU YYETHBIMU HOMEPaMU.

MepBoMy rogosBomy pasgeny onucu Aen, AOKYMEHTOB ¢oHAA MpPMCBaMBaETCA HOMEpP MO JNUCTY
¢$oHAa, BCe nocneayowme roaoBble pasgenbl YNCAATCA 32 AaHHBIM HOMEPOM A0 3aBEePLIEHUS OMUCH.

He ponyckaetca npucBoeHMe ONUCAM e, AOKYMEHTOB OAMHAKOBbIX YYeTHbIX HOMEpoB B
npeaenax ogHoro ¢poHAaa.

B KoHue Bcex 3K3emMnnAapos onucu aen, AOKYMEHTOB AesiaeTCA UTorosaa 3anucb, B KOTOpOVI
YKa3biBaeTCA KO/IMYeCTBO HaXxo4ALWMNXCA Ha XPaHEHUN eANHUNL, XPaHEHWA, HepBbIVI n I'IOC}'Ie,LI,HVIVI HOMepa
eaunHunL, XpaHeHMA Nno ONuUCKH, YKa3dblBalOTCA uMmelowmneca nponyckn HOmepoB, JIMTEPHblE HOMEPaQ,
BblObIBLINE eanHU1LUbl XpaHeHNA N OCHOBaHKe BbIObITUSA.

Mocne Kaxaoro NocTynieHusa nnm BblObITUA AOKYMEHTOB COCTaB/1IAETCA HOBAA UTOrNoBaA 3anncb K
onucn agen, AOKYMeHTOB, KOTOPAA NoANUCbIBAETCA €€ COCTaBUTENEM C YKa3daHMem AO0/IXKHOCTU U AaTbl
COCTaB/1eHUA.

Ecan onucb pen, AOKYMEHTOB COCTOUT M3 HECKOJIbKMX roAoBbiX pa3genos, TOMOB, UTOroeand
3aMnUCb COCTABNAETCA K Ka*XAomy rogosomy pasgeny, Tomy, Kpome Toro, K KaxXgomy nocnegyrouwemy
rogoBomy pasgeny, Tomy B Hapactarowem nopAagKke CoCtaBaAaeTca cBoA4HaA NTorosaa 3anuco.

foposble pasgenbvl, eCan OHU HE ABNAKOTCA 3aKOHYEHHOW onncblo, He NnoAWnMBaKOTCA U HE
nepenneTaroTCcAa; OHU XPaHATCA B apXmBe B Nankax.

3aKOHYEeHHan ONuCb Aen, AOKYMEHTOB A0JIKHA BKAOYaTb He 6bosiee 9999 eAMHUL, XPaHEHUS.

3aKOHYeHHasA oNucb aen, AOKYMEHTOB BMeCTe C TUTY/ZIbHbIM TIMCTOM U CNPaBOYHbIM aMnapaTtom K
HeW 3aKtoYaeTca B TBEPAYIO O6ﬂ0)‘KKy, HymMmepyeTca n noawnBaeTca Uam nepenseTaeTca.

Kaxaaa 3akOH4YeHHaA onuchb aen, AOKYMEHTOB, TOM ONnNncu aen, AOKYMEHTOB A0/TXHblI UMETb INCT-
3aBepuTtenb.

3.11. Mpu HannuuM B apxuBe OpraHM3auMu ABYX U bosnee onucel aen, LOKYMEHTOB BezeTca
peecTp onuceit (npunoxeHue N 19).

Onucun pen, AOKYMEHTOB BHOCATCA B peecTp onucen B XpOHO!'IOI'VI‘-IECKOVI nocnenoBaTe/IbHOCTU
noCcTynaeHmAa nod CoOoOTBETCTBYHOWMMUN NOPAAKOBbIMUA HOMEPaAMMU.

B peectpe onucelt GUKCUPYIOTCA OCHOBHbIE AaHHble MO COCTaBY KaKAOM NOCTYynMBLUEN B apxvB
OopraHusauumM onucu Aen, JOKYMeHTOB: Homep GOHAA, HOMEP OMUCK, KOJIMYECTBO eUHUL, XPaHEHMUA B
ONUCHK, KOJIMYECTBO JICTOB B OMMUCU U €€ IK3EMNIAPOB.

3.12. [OnA UEeHTPanM30BaHHONO TrOCYAAPCTBEHHOrO YyyeTa [AOKYMeHTOB ApxuBHoro ¢oHaa
Poccuitckoit dPepepaumm B  apxuBe OPraHU3auMK, ABAAIOWENCA WCTOYHMKOM KOMMNEKTOBAHUA
rocy4apcTBeHHOro (MyHULUMNAAbHOMO) apXmMBa, COCTaBAAETCA NAacrnopT apxXmMea opraHusaumm. <1>

<1> Popma nacnopTta apxmeBa OpraHM3auUUM yCTaHOBAEHA PernameHTOM rocyZ,apCTBEHHOTO yyeTa
AOKymeHTOB ApxuBHoro poHaa Poccuiickon Pepepaumn (yTeepaeH npukasom Pocapxmea ot 11 mapTta
1997 r. N 11, 3apeructpuposaH MuHioctom Poccun 8 utona 1997 r., pernctpaumoHHbIi Homep 1344).

3.13. ApXVIB OpraHn3aunm MOXKeT BECTU TaKXKe YyYeT B aBTOMATU3IUPOBAHHOM peXume - B Buae



y4yeTHbIx 6a3 gaHHbIx (B).

YyeTHble B/l NnpMMeHAOTCA BO B3aMMOCBA3N C APYIrMMU MHPOPMALMOHHbIMK B[], Mmetowmmmca B
apxvMBe oOpraHusauMuM, W [OMXKHbl OblTb COBMECTMMbI C COOTBETCTBYIOWMMWU y4yeTHbiIMM B[]
rocy4apcTBEHHbIX (MYHMLMNANbHbIX) apXMBOB M OPraHOB YNpPaBAEHNA apPXMBHbIM AE/IOM.

3.14. YyeTHble [OKYMEHTbl apxuBa OpraHMsauuMmM, Kpome Onucen naen, [AOKYMEHTOB,
npegHasHayaoTcsa Aaa cy>KebHOoro Nosb3oBaHMA M NOJIb30BaTENIAM He Bbl4AtOTCS.

3.15. Yuer nocTynneHna 1 BblObITUA aen, AOKYMEHTOB B apXmBe OpraHM3aunmn oCylecTtBnAeTCA Ha
OCHOBaAHWUNU:

Oonnucun gen, OKYMeEHTOB CTPYKTYPHOro nogpasaeneHmna n rogosoro pasgena CBO,EI,HOI‘/JI onucu gen,
AOKYMEHTOB OpPraHn3auunm;

HOMEHKNaTypbl [len opraHusauMu, 3ameHaAwllet roaoBoW pasgen CBOAHOW Onucu  aen,
[OKYMEHTOB opraHu3aunu;

aKTa 0 TEXHMYECKMX OWMBKaX B yYETHbIX AOKYMeHTax (npunoxkeHune N 4);

aKTa 06 0BHapy:KeHWW AOKYMEHTOB (HE OTHOCALLMXCS K AaHHOMY GOHAY, apXuBY, HEYYTEHHbIX)
(npunokeHme N 5);

aKTa 06 yTpaTe AOoKYMeHTOB (npunoxeHue N 6);
aKTa npuema-nepenayv apxmeHbIX AOKYMEHTOB Ha XpaHeHue (npunoxkeHne N 20);

aKTa O BbIAENEHUM K YHWUUTOMKEHWMIO aPXMBHbIX AOKYMEHTOB, HE MNOANENAWMX XPaHEHMUIO
(npunoxkenne N 21);

aKTa O HEMCMPABUMbIX MOBPEXKAEHUAX APXMBHbIX JOKYMEHTOB (npunoxkeHne N 22).

Ha OCHOBaHMM YyKa3aHHbIX LOKYMEHTOB BHOCATCA HeobXoAMMble WM3MEHEHUS B OCHOBHble
(06s3aTenbHble) y4eTHbIE IOKYMEHTbI apXUBa:

B KHUTY y4YeTa NoCTynAeHus U BblbbITUA OeN, AOKYMeHTOoB (npuaoxkeHue N 11) u B anct poHaa
(npunoxeHme N 13) - Npu KaxkAOM U3MEHEHUU B COCTaBe M 0bbeme AOKYMEHTOB apXxMBa OpraHU3aumm;

B CNMcoK ¢oHAaoB (npunoxkeHue N 12) - npy NocTynaeHnn HOBOro apXMBHOTO GoHAA UM BbIBbITUN
BCEX A€/, LOKYMEHTOB, HAXO4MBLUIErOCs Ha XpaHeHUM apxmuBHOro ¢oHaa <1>;

<1> B rpade "OTmeTKa 0 BblbbITUM PoHAR" cnncka GOHAOB YKa3bIBaeTCA, KyAa BblObln apXUBHbIN
¢doHA, a TaKKe AaTta U HoOMepP AOKYMEHTa, Ha OCHOBaHMUM KOTOPOTO OH BbibblA.

B peecTp onuceit (npunoxenHve N 19) - nNpu NOCTYNAEHUM HOBOM OMWUCKM WU BbIBLITUM BCEX
eaANHUL, XpaHeHWA, HaxoauMBLLENCA Ha XpaHeHUM onucy. Homep BblbblBLLEK ONUCK APYTMM ONUCAM AeN,
[OKYMEHTOB He NPUCBanBaEeTCA M OCTaeTcs cBOBOAHbIM;

B ONWUCK AeN, OOKYMEHTOB - MPU KaXKAOM MOCTyNieHUn u/wmam BblbbITUM Aen, AOKYMEHTOB,
YUYTEHHbIX B @HHOM onucu.

CooTBeTcTBYIOWME N3MEHEHUA BHOCATCA BO BCMOMOraTe /ibHble y4YeTHble AOKYMEHTbI.

Bce aKTbl, 4OKYMEHTUPYIOLWME pe3y/bTaTbl apXMBHbIX PaboT, BKAOYAlOTCA B Aeno ¢oHAa, KOTopoe
3aBOAMTCA Ha KaXKablit pOHA, HAXOAALLMIACA Ha XPaHEHUW B apXMBe OpraHn3aLmu.



Jeno doHAa, Hapaay C AOKYMEHTaMM, OoTpakalowmmm nctopuio poHaa u poHaoobpasosaTens,
BK/IIOYAET YUYeTHble AOKYMEHTbI, XapaKTepuaylolime n3meHeHuns oHaa.

IV. KOMMIEKTOBAHWE APXMBA OPTAHU3ALIMM JOKYMEHTAMMW APXMBHOTO
®OHAA POCCUINCKOWM GEAEPALUN U APYTVMU APXUBHbBIMM JOKYMEHTAMM

4.1. JoKymeHTbl ApxusHoro ¢poHaa Poccuiickon deaepaumm U OKYMEHTbI BpeMeHHbIX (cBbiwe 10
JIeT) CPOKOB XpaHeHMUA, B TOM YnC/ie MO IMYHOMY COCTaBy, NepesaloTcs B apXmMB OpraHM3aLmm He paHee,
yem yepes OAMH roa 1 He NO3aHee, YemM Yepes TpM roga Nocse 3aBeplueHnsa aen B 4eN0onpon3BoacTBe.

[OKYMEHTbI MO NMYHOMY COCTaBY rOCYAapCTBEHHbIX MParKAaHCKMX CAYXKALMX U MyHUUMNANbHBIX
C/IYKALLMX, YBOJIEHHbIX C FOCYZAAPCTBEHHOM TPaKAAHCKOM CAYXKObl WAM MYHUUMNANBHOW CAyXKObI,
nepesatoTca B apXmB OpraHMsaumm no ucredeHmm 10 neT co AHS yBObHEHUS.

4.2. Nena BpemeHHbIX (80 10 neT BKAOUYNUTENIbHO) CPOKOB XpaHeHUA B apXxMB He nepeaatotca. OHK
XPaHATCA B CTPYKTYPHbIX NOAPA3AENEHUAX OPraHU3aLMn N NO UCTEYEHUM CPOKOB XPaHEHUA nognexat
YHUYTOXEHUIO B YCTAHOB/IEHHOM MOPALKE.

B MCKNOUUTENbHbBIX C/Iy4asax NO pPeLeHUo PyKoBoAUTENA OpraHmM3aunm aena BpemMeHHbIX (,CI,O 10
ner BKI'IIOLIVITEJ'II::HO) CPOKOB XpaHeHNA NepeaatdTCA B apXmB opraHn3aumm no onncam aen, JOKyMeHTOB
U NO HOMEHKANATYypeE Aen.

4.3. JOKyMeHTbl NOCTYNAatoT B apXnB OpraHmn3aLmnm nocae nposeseHma SKCNepTmnsbl LLEHHOCTW.

4.4. PeweHna o BKAOYEHUM B cocTaB ApxmBHOro ¢oHza Poccuitckolt Pepepaummn KOHKPETHbIX
OOKYMEHTOB NPUHMMAIOTCA 3SKCMEPTHO-NPOBEPOYHBIMU KOMUCCUAMU desepanibHbIX FOCYAaPCTBEHHbIX
apPXMBOB W YMNOJIHOMOYEHHbIX OPraHOB UCMOJIHUTENIbHOW BNAacTh cybbekToB Poccuiickon Pepepaunn B
obnactu apxmBHoro gena (ganee - MK apxnBHOTO yupexaeHns) B Npeaenax KoMmneTeHUun.

4.5. Llenbto 3KcnepTusbl LEHHOCTU IOKYMEHTOB B OpraHn3aLmm ABAAeTCA:
oT60p AOKYMEHTOB A1A BKAOUYEHUA B cocTas ApxnsHoro ¢poHaa Poccuitickoin Pegepauuuy;
BbIABIEHNE AOKYMEHTOB, He NoA/iexalinx AanbHelemy XpaHeHuIo.

JKcnepTuse LLEeHHOCTU NOAJIeXaT BCe AOKYMEHTbI OpraHM3aLUum He3aBMCMMO OT BMAOB HOCUTENEN
M cnocoboB 3anucu.

Jo npoBeaeHma skcnepTU3bl LLEHHOCTM B COOTBETCTBUM C NyHKTamu 4.6 - 4.13 HacTtoAwwmx Mpasun
YHUYTOXKEHME OOKYMEHTOB 3anpeLlaeTca.

4.6. 3KCI'IepTM3a LUEeHHOCTU AOKYMEHTOB NPOBOAUTCA Ha OCHOBE:

AeNCTBYIOLLIero 3aKoHOAaTeNbCTBA WM MHbIX HOPMAaTMBHbLIX MNPaBOBbIX aKTOB Poccuiickol
depepaumn B 061acTM  apxvMBHOro Aena, WHGOPMaLMM M AOKYMEHTaUMOHHOro obecnevyeHus
yrpasfeHus;

TUMNOBbLIX, BEAOMCTBEHHbIX M MHbIX NMEPeYHENn AOKYMEHTOB C YKAa3aHMEM CPOKOB WX XpaHeHwus,
TMNOBbIX U NMPUMEPHbIX HOMEHKAATYP Aen.

4.7. B opraHusaumu ans npoBeaeHUsA 3KCNepTUsbl LEHHOCTM AOKYMEHTOB CO343eTCA 3KCNepTHas
Komuccua (aanee - IK) <1>. B opraHmnsaumax, UMeoLWmX CIOXKHYIO CTPYKTYPY M/UAn NoABeAOMCTBEHHbIE
OpraHusauum, co3aatoTcsa LEeHTPabHbIe 3KCNepTHble Komuccum (ganee - L3K).

<1> [nAa npoBeAeHUs 3KCNepPTM3bl LLEHHOCTU Hay4YHO-TEXHWYECKOM W APYroi chneumancHoMm



JOKYMEHTaUMM B OpraHM3aumm MOXeT ObiTb co3faHa IK, BK/OYaloWaas COOTBETCTBYIOLMX
cneumnanuncTos.

4.8. 9K (3K) sBnsieTca coBellaTe/ibHbIM OPraHOM MpU PyKOBOAUTENE OpraHM3aluu, co3aaeTcs
NPWUKa3oM OpraHu3aumm, AencTByeT Ha OCHOBAHUM MOOXKEHUA.

3agaum M OyHKuMM LIK (IK) opraHMsaumm - WUCTOYHWMKA KOMMNEKTOBAaHMA OMpeaenstorca
NONOMKEHNEM, YTBEPKAAEMbIM PYKOBOANTENEM OpPraHU3aLmmn.

4.9. OcHoBHOM 3agaueit LIK (3K) saBnAeTca opraHMsauma U NpoBegeHne 3KCNepTUsbl LLEHHOCTH
OOKYMEHTOB.

OcHoBHbIMK dyHKUmMamK LIIK (IK) sasnatoTca:
opraHu3auma exkeroaHoro otbopa Aen Ana XpaHeHNA U YHUUTOMKEHUS;

pPacCMOTpeEHNE W CornacoBaHme nNPOEKTOB HOMEHKNATYPbl Aen OpraHusauum, onuce aen,
AOKYMEHTOB NOCTOAHHOIO U BpeMEHHbIX (CBbIUJe 10 }'IeT) CPOKOB XpaHeHMA, B TOM 4Ynucne no 1M4YHOMy
COCTaBy, aKTOB O BblAeNneHNN K YHUUTOXKEHUIO Aen, He noaNnexalnx XpaHeHUto, N Jpyrmx aktos,

noaroToBKa ﬂpe,El,ﬂO)KEHMﬁ 06 onpeaneneHmn CpoKoB XpPaHEeHUA AOKYMEHTOB, HE
npegycMoTpeHHbIX nepedyHAMn <1>, wu 06 uM3mMeHeHUU CPOKOB XpaHEeHWUA OTAENIbHbIX KaTeropMVl
AOKYMEHTOB, YCTAaHOB/IEHHbIX NepeyvyHAMU,;

<1> 3K opraHu3auuii, nepefarolMx AOKYMEHTbl Ha XpaHEeHWe B rocyAapCTBEHHbIE apPXMBbI,
npeacTaBAsAIOT COOTBETCTBYIOWME NpeanoxKeHuns MK apxMBHOro yupexaeHus.

y4yactue B NOAroToBKE N PAaCCMOTPEHNUN NMPOEKTOB HOPMATUBHbIX N METOANYECKUX AOKYMEHTOB NO
BOonpocCam pa6OTbI C AOKYMEHTaMM B OpraHn3sauunm;

MEeToAMYECKoe PyKOBOACTBO paboTamu B 061acTu obecneyeHmUa COXPaHHOCTM AOKYMEHTA/NbHOIO
N apXnBHOTo GOHA0B OpPraHn3aLUum.

4.10. OKcnepTm3a LEHHOCTU AOKYMEHTOB B OpraHmM3aumnm NnpoBoaAUTCA:

B 4€10MPOM3BOACTBE - NMPW COCTaBAEHNUN HOMEHKIATypbl AN OpraH13aumm 1 nNpu NoAroToBKe Aen
K nepeaaye B apxus;

B apXMBe OpraHn3auum - B NpoLecce NoAroToOBKM AeN K nepeaaye Ha NOCTOSAHHOE XpaHeHue.
4.11. 9KcnepTnsa LEHHOCTU AOKYMEHTOB NPOBOAMTCA €XXerogHo.

Mo pe3ynbTaTaM 3KCNepTU3bl LEHHOCTU B CTPYKTYPHbIX NOAPA3AeNeHuMAX OpraHMsauum
COCTaB/AKOTCA ONMWUCK AN CTPYKTYPHbIX NoAapasgefieHnit: NoCTOSHHOro, BpeMeHHbIX (cBbiwe 10 nerT)
CPOKOB XpaHeHus, Mo JMYHOMY cocTaBy (npunoxkeHne N 23, 24), Ha OCHOBe KOTOpbIX B apxuse
OpraHu3auumM CoOCTaBNAOTCA rOA0Bble Pa3ae bl COOTBETCTBYHOLWMX CBOAHbLIX ONUCEN AeN, LOKYMEHTOB.

Ha gena c MCTEKWWMMM CPOKamMM XpPaHEHMs B CTPYKTYPHbIX MOApasAeneHuax opraHusauum
COCTaBAAIOTCA MPEA/IONKEHMA K aKTy O BblIAENEHUU K YHUUTONKEHWMIO AOKYMEHTOB, He MOoANeXalumx
XpaHeHuio (No dopme akTa, npunoskeHue N 21).

Ha ocHoBe npeanioXeHun CTPYKTYPHbIX nogpasgeneHuit  cnyskba AaenonpovssoacTsa
OopraHM3auMmn CoCTaBAAET akT O BblAENEHUN K YHUUTOXKEHUIO JAOKYMEHTOB, He NoANeNKalMX XpaHeHUIo
(npunoxkexHne N 21).



[ena BKNOYAOTCA B aKT O BblAENEHUN K YHUUTOMKEHUIO LLOKYMEHTOB, HE NOA/IEKALMX XPAaHEHUIO,
€CN NPeAyCMOTPEHHbIN AN HUX CPOK XpaHeHUA UCTeK K 1 AHBapsA roda, B KOTOPOM COCTaB/IEH aKT.

Oena c otmeTkoi "IMK" <1> noanexaT NOAMCTHOMY NPOCMOTPY B LLeNAX BbIABAEHNA AOKYMEHTOB,
noANealmx NoCTOAHHOMY XpaHeHUI0. BbifaBAEHHbIE B TaKUX AelaX AOKYMEHTbI MOCTOAHHOIO XpaHeHuA
BbIAENAKTCA U NPUCOEAMHAIOTCA K OAHOPOAHbLIM Aefam nam GopMUPYIOTCA B CAMOCTOATE bHbIE Aena.

<1> OtmeTka "2MK" 03HayaeT, YTO YacTb AOKYMEHTOB MOXET BbITb OTHECEHA K CPOKY XPaHeHus
"nocToAHHO".

OcTanbHble JOKYMeHTbI c oTMeTKoM "IMK" BKAOYAOTCA B aKT Ha YHUUTOXeHMe. MNpn STom oTMeTKa
"3MK" B aKTe He yKa3biBaeTcA.

Onucn Ha pgena, AOKYMEHTbl MOCTOAHHOTO XPaHeHWA M MO JIMYHOMY COCTaBy M aKTbl Ha
YHUUTOMKEHME OOKYMEHTOB paccmaTpuBaloTca Ha 3acegaHum DK (9K) oaHospemeHHo. Mo utoram
paccmoTpeHuna LIK (3K) cornacosbiBatoTca onucu Aen, AOKYMEHTOB MOCTOAHHOMO XpaHeHMs M Mo
JIMYHOMY COCTaBY M aKTbl O BblAENEHUU K YHUUTOKEHUIO JOKYMEHTOB.

CornacoBaHHble LJK (3K) opraHmsaumMm onucu J[en  AOKYMeHTOB (rogoBble  pasfenbl)
npeacTaBnAoTcA Ha paccmoTpeHme IMK:

NMNOCTOAHHOIO CPOKa XpPaHEHUA - Ha YTBEPXKAEHUNE;
Nno IMYHOMY COCTaBy - Ha COrnacoBaHUe,;

3MK yTBep:KAaeT onucK Aen NOCTOAHHOTO XPaHEeHUA M COraacoBbiBaeT ONUCK AeA NO ANYHOMY
cocTasy.

Onucn gen, QOKYMeHTOB (rogoBble pasgenbl) HampaBAAlTCA Ha paccmoTpeHue MK B Tpex
3K3emMnApax Ha BymMakHOM HoCUTeNle U O4HOM 3K3eMMNIAPe Ha 3/IeKTPOHHOM HocuTene Yepes 3 roaa
nocsie 3aBepLlueHns AeN B 4e/10NPon3BoACTBeE.

MNocne yTBEPHKAEHUNA N COrNAaCOBaHUA 3MK onucen Aen, AOKYMeHTOB ONMUCKU N aKT O BblAENEHUN K
YHUYTOXKEHUIO AOKYMEHTOB, HE NOANIEXKAWNX XPaHEHUIO, YTBEPKAAKOTCA PyKOBOAUTENIEM OpPraHn3auunu,
nocne 4yero aena, sbiaeneHHbie NO akKTy K YHUUTOXKEHUIO, MOTYT 6bITb YHUYTOXEHbI.

4.12. OpraHusaumu, B OeATeNbHOCTM KOTOPbIX He CO34aloTcA AOKYMeHTbl ApxueHoro ¢oHAa
Poccuiickoit ®egepaummn, co34atoT ONUCK Aen No IMYHOMY COCTaBy M ONUCK Aen BpemMeHHbIX (cBbiwwe 10
NEeT) CPOKOB XpaHeHua 1 obecneynBatoT X COXPaHHOCTb.

OpI'aHVI3aLl,VIM TaKXe COCTaB/AKT aKTbl O BblAeNeHUN K YHUYTOXEHUIO [OOKYMEHTOB, He
nognexawmnx XpaHeHUto, N YHUUTOXKAKOT YKa3aHHble OOKYMEHTbI MO NCTEYEHUU CPOKOB UX XpPaHEHUA
TONIbKO nocne CoCTaBNnEeHNA TOA0BbIX pPa3genos onucei Aen no 1IM4YHOMy COCTaBy 3a COOTBGTCTBVIOLLI,I/II?I
nepuoa n nx yreepxageHma pykosogutenem opraHndaunun.

4.13. lena Ha 6yMarKHOM HOCUTE/E, BblAEEHHbIE K YHUUTOMXKEHWIO, MepPesatoTcA Ha YHUUTOXKEHNE
(yTmnmsaumio) no akTy O BbIAENEHUM K YHUUTOXKEHWUIO AOKYMEHTOB (npunoxeHue N 21), a Takke Ha
OCHOBaHWW WHbIX [OOKYMEHTOB, MOATBEPXKAAOWMX (aKT CAauM [AOKYMEHTOB Ha YHUUTOMKEHWe
(ytmnusauuio).

JNEKTPOHHbIe AeNa C UCTEKLMMM CPOKaMM XPaHEHWUA NOAJIENKAT BblAENEHUIO K YHUUTONKEHUIO Ha
06LWMX OCHOBAHMAX, MOC/ME Yero MPOBOAUTCA WMX (U3MYECKOE YHUUTOXKEHUE WAN YHUUTOMKEHWE
NPOrpaMmMHO-TEXHUYECKMMWN CPEeACTBAMM C COOTBETCTBYIOLLENM OTMETKOW B aKTe O BblAENEHMM K
YHUUTOMKEHUIO AOKYMEHTOB (NpunoxkeHne N 21).



4.14. Ana obecneyeHus nopsaka GopMmMpoBaHUA U yyeTa aesl B Ae/10NPOU3BOACTBE OPraHmn3aLLmMm
COCTaBAAETCA HOMEHKaTypa aen.

4.15. HomeHKnaTypa Aen 3akpenaseT Kaaccuoukaumio (rpynnmpoBKy) UCMONAHEHHbIX OKYMEHTOB
B Aena (3N1eKTPoHHble Aena) U ABAAETCA OCHOBHbLIM YYETHbIM AOKYMEHTOM, OTParKaloWMm COCTaB U
OpraH13aumio AOKYMeHTaNbHOro $oHAa OpraHn3aumm.

4.16. HomeHKnatypa Aen ABAAETCA OCHOBOW A/1A COCTaBAEHUA oOnucen aen, AOKYMEHTOB
NOCTOAHHOIO U BpeMeHHbIX (cBbile 10 NeT) CPOKOB XpaHeHUA, a TaKKe ANA yyeTa AeNl BpemMeHHbIX (40
10 neT BKAOUYNTENbHO) CPOKOB XPaHEeHMUS.

4.17. HomeHKnaTypa Jen oOpraHusauMm paspabaTbiBaeTcd Ha  OCHOBAaHWW  TUMOBBLIX,
BEAOMCTBEHHbIX W MHbIX NepeyHein JOKYMEHTOB C yKasaHMEeM CPOKOB XPaHEHWs, UHbIX HOPMATMBHbIX
NPaBOBbIX aKTOB, a TaK}Ke TUMOBbIX U NPUMEPHbIX HOMEHKAATYpP Aen.

Tunosas M nNpumepHaa HOMEHKNATYypbl Aen pa3pabaTblBalOTCA OpraHamMyv W OpraHM3auusaMM,
UMEIOLWNMM B NOAYMHEHMM CETb OAHOTUMHbIX OPraHM3aLui.

TunoBaAa HOMeHKNATypa YCTaHABAMBAET COCTaB Ae/, 3aBOANUMbIX B O4HOTUMHbIX OPraHmn3aumnax, u
ABNAETCA HOPMATUBHbIM OOKYMEHTOM.

I'IpmmepHaﬂ HOMEHKNATypa YCTaHAB/IMBAET I'IpI/IMeprIf;I COCTaB gen, 3aBoaMMbIX B OpraHU3auumax,
Ha KOTOPbl€ OHA PaCnpoOCTPaHAETCA, N ABNIAETCA PEKOMEHAATE/IbHBIM LOKYMEHTOM.

4.18. HomeHKnaTypa Aen opraHM3almu COCTaBAAETCA MO yCTaHOBAeHHON dopme (npunoxkeHue N
25) Ha OCHOBaHMM HOMEHKANATYpP AeN CTPYKTYPHbIX noapasaeneHunin (npunoxenue N 26).

OpraH13aumum - UCTOYHUKM KOMMIEKTOBAHMA FOCYAapPCTBEHHbIX (MyHMUMNANAbHbIX) apXMBOB OAMH
pas B 5 neT <1> cornacosbiBaloT HOMeHKNaTypy Aen ¢ UK (3K) opraHusaumm v npeacTtaBaaioT ee Ha
cornacosaHue cooTBeTcTBylolWMX MK MAM rocyaapCTBEHHOro (MYyHMUMMNAAbHOTO) apxuBa, COrAacHO
npegocTaBAEHHbIM €My NOAHOMOUYUAM.

<1> B c/iyyae M3MeHeHUs OYHKLMI U CTPYKTYpPbl OPraHM3auMyv HOMEHKNaTypa Aes MOANEKUT
nepecocTaB/EHUIO, COTTACOBAHMIO U YTBEPKAEHMIO.

OpI'aHVI3aLl,VIM, B 4eATe/IbHOCTN KOTOPbIX He CO34at0TCA AOKYMEHTbl APXMBHOTO d)OH,CI,a Poccuiickoi
dJep,epau,MM, yTBEPXKAAOT HOMEHKNATYPY AEN CAMOCTOATE/IbHO.

4.19. 3aKOHYEHHble OEeNonpPoM3BOACTBOM [Aena NOCTOAHHOrO M BpeMeHHbIX (cBbiwe 10 neT)
CPOKOB XpaHEeHWA, B TOM YMCAEe MO IMYHOMY COCTaBY, NOC/E OKOHYAHWUA KaaeH4apHOro roaa, B KOTOpoOm
OHU 6bINN 3aBeAEHbl, NOATOTAaBANBAIOTCA K Nepeaaye B apxMe OpraHmnsaumm 1 nogaexar obopmaeHuUIo
1 ONUCaHWIO.

B 3aBMCMMOCTM OT CPOKOB XpaHEHWA NPOBOAWUTCA MNOJSIHOE WAW 4YacTuyHoe odopmaeHue aen.
MonHomy odopmMneHuIo noanexaT Aesia NOCTOAHHOIO M BpeMeHHbIX (cBbilue 10 f1eT) CPOKOB XpaHeHUs u
Mo IMYHOMY COCTaBy.

OdopmneHne gen Ha BymaxkHOM HocuTene NpeaycMaTpPUBaET:

NOAWMBKY MAM Nepenner AOKYMEHTOB gena (HepopmaTHble AOKYMEHTbl XPaHATCA B 3aKPbITbIX
TBEpPAbIX Nankax nam B KOpobKax);

Hymepauuntko INCToB Aena,

coCTaB/ieHMe nncTa-3aBeputena gena (npunoxenue N 8);



COCTaB/IEHME BHYTPEHHEN onucK foKyMeHToB aena (npunoskenue N 27);
odopmneHune o610k aena (npunoxeHune N 28).

lMoaroToBKa 9NEKTPOHHbIX Aen Ana nepefavyv B apxmB  OpraHusaumMm npeaycmaTpuBaet
COCTaB/IEHME OMNUCK SIEKTPOHHbIX A, AOKYMeHTOB (npunoxeHua N N 17, 18).

4.20. B pgeno nomewatorca AOKYMEHTbI, KOTOpPbleé MO CBOEMY cCOoAepXaHUK COOTBETCTBYHOT
3aroz10BRy Aena, npn 3Tom 3anpeulaeTca rpynnnpoBaTtb B Aesia YePHOBbIE U Ay6l'IETHbIe 3K3emMnnAapbl
AOKYMEHTOB, a TaKXe JOKYMEHTbI, Noas1exKallne Bo3BparTy.

Mpu popmmnpoBaHnK gena Heobxoanmo coboaatb cneaytowme TpeboBaHms:

[OKYMEHTbl NMOCTOAHHOTO WU BPEMEHHOr0 XpaHeHUs HeobxoAMMO rpynnMpoBaTb B OTAE/bHble
nena;

BK/1KO4aTb B A€/710 N0 OAHOMY 3K3eMNIAPY KaxX40ro JOKyMeHTa,

rpynnupoBaTtb B 4e/0 AOKYMEHTbl OAHOTO Ka/leHZAPHOro roAa; WCK/AYeHWe COCTaBAAIoT:
nepexogalime Aena; cyaebHole fena; AMYHble gena, Kotopble GOPMUPYIOTCS B TEYEHUE BCEro nepuoaa
paboTbl MLA B OpraHM3aLmMn; LOKYMEHTbI BbIGOPHbIX OPraHOB U MX MOCTOAHHbLIX KOMUCCUIA, AEMYTAaTCKUX
rpynn, KoTopble TpynnvpyroTca 3a Mepuos, CO3blBa; AOKYMEHTbl 06pa3oBaTesibHbIX OpraHusauui,
KoTopble GOpPMMPYIOTCS 3a y4yebHbI rof; LOKYMEHTbl TeaTpoB, XapaKTepusylolme CUEeHUYECKyto
AesATe/IbHOCTb, B Npeaeax TeaTpasibHOro ce3oHa; Aena GuabMoB, PyKonucen, uctopum bonesHem.

MpuKasbl N0 AWMYHOMY COCTaBy [AOJ/IXKHbl TPynNMpoOBaTbCA B Jena B COOTBETCTBUU C
YCTAaHOB/IEHHbIMU ANA HUX COOKaMWM XPaHEHUA;

AOKYMEHTbI B JIMYHbIX e/1aX pacnosiaralotcA B XPOHO/OTMYECKOM NopAAKe NO Mmepe NOCTyn1eHunA,

NvueBble cyeTa no 3apaboTHOM nnaTe PabOTHUKOB TPYNMNUPYIOTCA B OTAE/IbHble Aena W
pacnonaratoTca B HUX No andasuty Gamuanii, UMeH 1 OTYeCTB.

Jeno Ha byma)KHOM HocuTesle He A0/IKHO coaeprKaTb bonee 250 NCTOB, Npw TONLWMHE He Bonee
4 cm.

4.21. [JOKyMeHTbl, COCTaBAAlOWME AeN0 Ha BymarKHOM HocuTene, NOAWMBAOTCA Ha YeTbipe
npoKkona (Ha Tpu nNpokona - A4na manodopmMaTHbIX Aen) B TBepAy OBN0MNKKY MW NepenneTaroTcs C
YYeTOM BO3MOXKHOCTM CBOBGOAHOIO YTEHWA BCEX [OOKYMEHTOB, AaT, BM3 M pPE30/IOUMIA Ha HUX,
MeTaNlINYecKme CKpenieHna n3 AOKYMEHTOB yAaNAIOTCA.

B Hauane gena Ha BymarKHOM HocuTene NPy HEODXOAMMOCTM NOALIMBAOTCA NUCTbl BHYTPEHHEN
ONuUCU OOKYMEHTOB gena (npunoxkeHne N 27), B KOHUE KaXaoro gena - NWUcT-3aBepuTenb Aena
(npunnoskeHne N 8).

4.22. B uensax obecneyeHns COXPAHHOCTM U 3aKpensieHusa NopaaKa PacrnooKeHUs AOKYMEHTOB,
BK/IIOYEHHbIX B A€/10 Ha OymaXKHOM HocuTesne, BCE ero NUCTbl (Kpome AucTa-3aBepuTens gena wu
BHYTPEHHEN ONUCK) HYMEPYIOTCA B BaJIOBOM MopaaKe apabckumm undpamm, KoTopblie NPOCTaBAAIOTCA B
NpaBomM BepXHEM Yray AUCTa AOKYMEHTa MPOCTbiM rPadUTHbIM KapaHAAloM WAW HyMepaTopom.
YnotpebneHve 4YepHUA M LUBETHbIX KapaHgaweil Ana HymepauuMuM AUCTOB 3anpewaetcA. JIUCTb
BHYTPEHHEN ON1CK AOKYMEHTOB [ies1a HYMEPYHTCA OTAE/bHO.

JIncTbl gen, cocToAwMmMX N3 HECKObKMX TOMOB UK LIaCTel‘;I, HYMepyTCA NO Ka*Xaomy Tomy Uaun
4acCTu OTAENbHO.

doTtorpaduun, YepTerKu, AMarpammbl U ApPYrue WUANIOCTPATUBHbIE AOKYMEHTbI, NpeacTaBastolme
CaMOCTOATE/IbHbINM JIUCT B Ziesie, HYyMepytoTcA Ha 060POTHOM CTOPOHE B JIEBOM BEPXHEM YrAYy.



CNnoKeHHbIN NNCT pa3BOPauUMBAETCS M HYMepyeTcs B MNpaBoM BepxHem yray. lpu atom auct
ntoboro popmata, NOAWNTBIN 38 OAMH Kpanl, HYMepyeTca KaK OANH INCT; INCT, CIOMKEHHbIM U NOALLMNTBIN
3a cepeauHy, NOANEXUT NePELLNBKE U HYMEPYETCA KaK OAUH JINCT.

JINCT C Harnyxo HaKNeeHHbIMM [AOKYMeHTaMM (Bblpe3Kamu, BbiNUCKamu, ¢oTorpadpuamm)
HYMepPYeTCa KaK 0AMH ANCT. ECn K AOKYMEHTY NoAKNEEHbl OAHUM Kpaem Apyrue AOKYMEHTbI (Bblpesku,
BCTaBKM TEKCTa, NEPEBOAbl), TO KaXK bl AOKYMEHT HYMEPYETCA OTAENbHO.

MoAwwnTble B A€N0 KOHBEPTbl C BAOMEHUAMM HYMEPYIOTCA; NPW 3TOM BHayane HymepyeTca
KOHBEPT, a 3aTeM o4yepeaHbIM HOMEPOM KaxKA0e B/IOXKEHME B KOHBEpTE.

MoAawuTble B AeN0 AOKYMEHTbI C COBCTBEHHOM HyMepaLMei TMCTOB (BKIOYasa NnevyaTHble U3gaHus)
MOTYT HyMepoBaTbCcA B o0b6WEem NopsaaKe WAM COXPaHATb COBCTBEHHYID Hymepauuio, eciu OHa
COOTBETCTBYET MOPAAKOBOMY PACMO/IOKEHMIO INCTOB B Aene.

B cnydaax ob6HapyKeHMa 60/bWOro 4ucna owumboK B Hymepauuu AUCTOB Aena NpoBoAnTCA
nepeHymepauusa. Mpu HanAMumMM OTAENbHbIX OWMBOK B HyMepauuu AUCTOB Aena AonyckaeTca
ynotpebneHne NAUTEPHbLIX HOMEPOB INCTOB.

4.23. Jluct-3aBeputenb aena (npunoxkeHne N 8) coctaBnfaeTca Ha OTAE/NbHOM INCTE, B KapToTeKax
- Ha oTAeNbHOM AncTe popmaTta KapTouku. JIcT-3aBepuTesb Aena NOANUCLIBAETCA ero CoCTaBUTE/IeM.
Bce nocnegyolwmMe M3MEHEHWA B COCTaBe M COCTOSIHUM fAena (MOBpeXKAeHWs, 3ameHa MOAJMHHbBIX
[OKYMEHTOB) OTMEYAOTCA B JINCTE-3aBEPUTESIE CO CCbIIKOM Ha COOTBETCTBYIOLLMI aKT.

3ar|peu.|,aeTCH BbIHOCUTb /1NCT-3aBeEpPUTESIb Ha 06]10)1'(Ky Aena wnan YUCTbIN 060pOT ncTa
nocneaHero OOKYMeEHTa. Echv peno noawuto mam nepenneteHo 6e3 6naHKa TNCTa-3aBepuTena, OH
AONKeH 6bITb HaKNeeH 3a BEPXHIOK 4YaCTb JINCTA HAa BHYTPEHHIOKO CTOPOHY 06N0XKKN B KOHLe aena.

4.24. Ha 0bnoKKe Aen NoCTOAHHOTO XPaHEeHUA MNpeaycMaTpPMBAeTCA MEeCTO 414 HaMMeHOBaHUA
rocyAapCTBeHHOro (MyHMUMNANbHOIO) apxuBa, B KOTOPbLIM Aena opraHvsauuu 6yayT MpUHATHI
(npunoxenne N 28). Mpu opopmaeHnn 06M0XKKM Aena HaMMEHOBaHWE OpraHM3auuKM yKasblBaeTca
MONHOCTbIO, B WMEHMTE/NbHOM nagexe. [loNHoe HaMMeHOBaHWE BbIWECTOAWEN OpraHn3aunm
YKa3blBaeTCcA Haj HaMMeHOBaHMEM OpraHuM3auMM - WCTOYHMKA KOMMJIEKTOBaHMA (TakKe B
UMEHUTENbHOM Nagexe). Ecan opraHusauma MAM BbllWECTOAWAA OPraHM3aLMa MMEHT COKPaLLEHHble
HaVMEHOBaHWA, TO OHM YKa3blBakOTCA B CKOBKax noc/ie NoAHOro HaMMeHOBaHMS.

Mpn M3MEHEeHUM HaMMEeHOBaHMA OpraHusaumm (CTPYKTYpHOro noapasaeneHus) B TedyeHue
nepuvoga, OXBaTblBAEMOrO AOKYMEHTaMMU Aena, UaM Npu nepegaye fena B APYryl0 OpraHusaumio
(cTpykTypHOE noapasaeneHue), Ha 06NOXKe Jena [ONUCbIBAeTCA HOBOE HaMMeHOBaHWe 3TOoM
OopraHu3auun WAKM opraHusaUMuU-NpaBonpeemMHUKa (CTPYKTYpHOro noapasaeneHus), a npexHee
3aK/1l04AETCA B CKOOKM.

4.25. Ha 06/10}KKe gena yKasblBaloTCA:

HaMMeHOBaHWE OpraHn3aLMn U ee HenocpeacTBeHHasA NOAYMHEHHOCTb;
HaMMeHOBaHWE CTPYKTYPHOro NoApasaeneHus;

WHAEKC Aena;

Homep Toma (4acTu);

3aro/0BOK Aena (Toma, yactu);

KpailHuMe gatbl gena (Toma, yactu);

KO/IMYEeCTBO INCTOB B Aene (Tome, YacTu);



CPOK XpaHeHuUA Aena;
aApPXMBHbIN Wndp aena.

4.26. 3aron0BOK Aena Ha 6ymaXKHOM HOCUTeNE WM 3ar0/I0BOK 3/1EKTPOHHOrO Aesia NepeHoCATCA Ha
060Ky [Aena (3N1eKTPOHHOro Aena) U3 HOMEHKNaTypbl Aen opraHvM3auMu. 3aroNoBOK [AOJKEH
COOTBETCTBOBATL COAEPKAHUIO LLOKYMEHTOB B Aee.

B Tex cnydyasx, Korga Aeno COCTOUT U3 HECKOIbKMX TOMOB (4acTeit), Ha 060Ky KarKaoro Toma
(4acTtn) BbIHOCKTCA OBLLMIA 3ar0/IOBOK Aena, a Npu HeobXo4MMOCTM - 3aro/IOBOK KaXKAoro Toma (4actm).

B 3aronoskax gen, cogepxawmx Konmnm AOKYMEHTOB, YKa3blBAa€TCA Ha KOJAUYECTBO KONUM.
MNoANMHHOCTb AOKYMEHTOB Ae/1a B 3aro/loBKe He OroBapmMBaeTCA.

4.27. [ena, BHeceHHble B TroAOBble pa3denbl CBOAHbIX onucei, wWwupyroTca nocae
yTBEPXKAEHMA/COrnacoBaHna rogoBoro pasgena cBoAHOM onuck IMK apXMBHOTO y4ypexKaeHua U
YTBEPXKAEHMA PYKOBOAUTENEM OPraHM3auum (40 3TOro apXMBHbIN WNQP NPOCTABAAETCA KapaHAALLIOoM).

4.28. Ha obnoxKke Aena yKasbiBaeTca garta gena - rof(bl) 3aBefeHWA U OKOHYaHWA Aena B
AeNnonponsBoAacCTBe.

Echn B Aeno BKAKOYEHbl AOKYMEHTbl (Hanpumep, NPUONKeHUsA), AaTa KOTOpbIX He COoBMagaeT C
OaTol gena, To NoA AaToM C HOBOM CTPOYKM AenlaeTcs 06 3Tom 3anuck: "B aene MMetoTcs AOKYMEHTbI 3a

... roa(bl)".

[aTta gena moXKeT He yKasblBaTbCA TONbKO Ha o0610KKax aen, cogepxawmx roaosble naaHbl U
OT4YeTbl U gpyrme AOKYMeHTbI, AaTbl KOTOPbIX OTPa*akoTCA B 3aro/10BKax Aen.

[aToi aen, copepyalinx pacnopaaUTENbHYIO, TBOPYECKYIO U WHYIO AOKYMEHTauMio (AoKnaabl,
NMcbMa, CTeHOrPaMMbl), AN KOTOPOI TOUYHasA AaTMPOBKA MMeEeT BasKHOe 3HauyeHWe, a TaKXe AnAa gen,
COCTOALUMX U3 HECKOJIbKMX TOMOB (4acTeld), ABnaoTcA AaTbl (4MCno, mecAl, rod) perucrpaumm
(cocTaBneHuA, NOCTynieHUs) camoro PaHHero U camoro nosgHero AOKYMEHTOB, BK/IOYEHHbIX B Ae/10
(KpaiiHKWe aaTbl gen, AOKYMEHTOB).

[aToit fnena, cofepkalllero NMPOTOKO/MbI 3acefaHuid, ABAAIOTCA AaTbl yTBepKAeHua (ecanm oHu
YTBEPXKAaoTCA) UK AaTbl NepPBOro U NocneaHero NPOoToKoa, COCTAaBAAOLWMX AEeNO.

ﬂ,aTOI‘/JI JIMYHOTO Aena ABNAKTCA OaTbl NOANNCAHUA NPUKA30B O nNpueme n yBoJibHEHUU NnlUa, Ha
KOTOpO€Ee OHO 3aBeaeHO.

Mpwn o0b03HayeHun [aTbl JOKYMeEHTa CHayasa yKasblBaeTCA YMCno, 3aTem mecay, u rod. Ymcno m rog,
obo3HauatoTcA apa6CKVIMVI Ll,VId)paMM, Ha3BaHWMe mecAla - C/IOBOM.

Ecan pata AOKYMEHTa WAN OTAEe/IbHble €€ 3/1eMEHTbl onpeaenAarTcA I'IpM6IWI3VITeﬂbHO, Ha
OCHOBAHWUWWN aHann3a coaepxaHnAa OOKYMEHTa, TO AaTa WUJIMN OTAE/IbHbIE €€ 3/IEMEHTbI, He abcontoTHO
AOCTOBEpPHbIE, 3aK/IIOYAKOTCA B KBaApPaTHbIE CKOBKMU.

4.29. ObA3aTeNbHbIMU PEKBU3UTAMM OBNOKKM fena ABAAIOTCA YKasaHMEe KOo/M4ecTBa /JINCTOB B
aene <1> (npoctaBnfeTca Ha OCHOBAaHMM NNCTa-3aBepuUTeNA Aefa) U CPOK XpaHeHua adena (Ha aenax
NOCTOAHHOrO XpaHeHus nuueTca: "XpaHUTb NOCTOAHHO").

<1> Ona pen Ha 6ymarkHom HocuTene.

4.30. nA yyeTa AOKYMEHTOB OMpeAeNeHHbIX KaTeropuin aen Ha 6ymaxkHOM HocuTene (NndHble,
cyaebHble gena, matepuabl YrONOBHbIX A€, AeNa O NPUCYKAEHUN YYEHbIX CTeneHel U NPUCBOEHUK



y4YeHblIX 3BaHV|l>'1, Aena, ceA3aHHble C Bblp,aqeﬁ dBTOPCKUX CBUNAOETENbCTB U MATEHTHbIX M3O6p€TE‘HVII7I)
COCTaBNAETCA BHYTPEHHAA ONUCb AOKYMEHTOB Aena.

Ecnv geno Ha BymaxkHOM HocuTene nepenneTeHo MAM noAwuTo 6e3 6aaHKa BHYTPEHHel onucu
AOKYMEHTOB, TO COCTaB/JIeHHasA MO YCTaHOB/AEHHOW ¢opme BHYTPEHHAS ONUCb NOAK/AEMBaeTca K
BHYTpPEHHEN CTOpoHe AnLEBOI 0610KKK Aena.

M3meHeHMa cocTaBa AOKYMEHTOB Aena (M3bATUA, BKAOYEHUA AOKYMEHTOB, 3aMeHa AOKYMEHTOB
KonuaMK) oTpakatotca B rpade "MpumeyaHune" BHYTPEHHEN OMMUCK CO CCbIJIKAMM HA COOTBETCTBYHOLWME
aKTbl. MpK HeobxoAMMOCTM MOTYT ObITb COCTaBAEHbl HOBAA WTOrOBas 3aMWCb K BHYTPEHHEN onucu u
JINCT-3aBepUTENb Aena.

4.31. [ena nepepaloTcA B apXMB OPraHM3aLMuM MO OMNWUCAM, COCTaBJAEHHbIM B CTPYKTYPHbIX
noapasaeneHusx.

OnucK aen CTpyKTypHbIX NoApa3aeNneHnii COCTaBAAOTCA NO YCTaHOBAeHHOW dopme (NpunoKkeHne
N 23, 24) B aByX 3K3emnaapax 1 NPeACTaBAAOTCA B apXMB OpraHM3aLumn He NosaHee Yyem Yepes oamH
ro4 nocne 3aBepLieHnn aen B 4eNoNpoM3BOACTBE.

OnucK cocTaBAAIOTCA OTAENbHO Ha Aena NOCTOAHHOrO XpaHeHus; Aena BpemeHHbIX (csbiwe 10
NeT) CPOKOB XPaHEHMA, B TOM YMCNEe MO JIMYHOMY COCTaBy, W [ena, COCTOALME M3 [OKYMEHTOB,
XapaKTepHbIX TONLKO ANA AaHHON opraHusauun (cyaebHble, cneacTBEHHbIE Aena, HayyHble OTYeTbl Mo
Temam). OTaenbHble OMNWCU  COCTABAAIOTCA Ha EeAMHMUbI XPaHEeHUA 3/IEKTPOHHbLIX JOKYMEHTOB
NOCTOAHHOIO XpaHeHWUA, BPEMEHHDbIX (CBbILIJe 10 I'IeT) CPOKOB XpaHeHWA, B TOM 4ucne no AnUYHomy
cocrasy.

4.32. Mpwu cocTaB/ieHUU ONUCKU Aen CTPYKTYpPHOro noapasgenieHns cobnawogatotca crieayroume
TpeboBaHMA:

3arozioBKM gen BHOCATCA B ONUCb B COOTBETCTBUN C I'IpMHFITOVI CXemMoi cncremaTtmnsaumm Ha ocHoBse
HOMEHKANAaTypbl Aen,;

KarKaoe Aeno BHOCUTCA B OMWUCb NOA, NOPAAKOBbIM HOMEPOM (ECIM AEN0 COCTOMT U3 HECKOJIbKUX
TOMOB MM YacCTel, TO KaxKablii TOM MM YacTb BHOCATCA B OMUCb Mo NOPAAKOBbIM HOMEPOM);

rpadbl ONUCKU 3aMOHAOTCA B TOYHOM COOTBETCTBMM CO CBEAEHUAMMU, KOTOpPble BbIHECEHbI Ha
060Ky Aena;

rpada onucu "MpumeyaHume" wncnonb3yeTca A48 OTMETOK O Mpueme pgesn, 0CobeHHOCTAX
dU3NYECKoro cocTosiHMA, O nepegaye Aen APYrMM CTPYKTYPHbIM NoApasfeneHUsM CO CCbIJIKOM Ha
HeobXxoAMMbI aKT, 0 HAIMYNU KOMUIA.

B KoHUe onucu Bcaea 3a nociedHelt onucaTeslbHOW CTaTbell 3amoHAeTCA MTOrosas 3anuchb, B
KOTOpOW yKasbiBatoTcs (umdpamm n Nponucbio) KOAMYECTBOo Ae, NepBblt U NociegHUIt Homepa Aen no
onucK Aen, a TaKXkKe OroBapuBaloTC O0COBEHHOCTM Hymepauuu Aen B onucK (Hasuume AnUTEPHbIX U
NponyLweHHbIX HOMEPOB).

I'Iepe,u, BHECEHMEM 3aro/ioBKOB A€/l B ONUCb MNPOBEPAKOTCA Ka4YeCTBO d)OpMMpOBaHMﬂ n
Od)Ole'IeHMﬂ Aen, CooTBeTCTBMneE Konnvecrtea Aesl, BHOCMMbIX B ONMUCb, KONIMYeCTBY 3aBEAEHHbIX AEN MO
HOMEHKANaType Aen opraHnsauunn.

anI NpoCcMoTpe AeN NpPoBEPAKOTCA: COOTBETCTBME 3aroJI0OBKa Aesia CoaepKaHUK OOKYMEHTOB B
aene; nNpaBuUIbHOCTb Od)OpMﬂEHMﬂ M rpynnnMpoBKM AOOKYMEHTOB, BK/JKOYEHHbLIX B [A€/10; Ka4decTBO
noawnBKkn MO nepenneta gena; npasuibHOCTb Hymepauunm AUCTOB Aena, Haanyune B Jene, B
HeO6XOﬂ,MMbIX cnyyasx, BHYTPEHHel\;I onucn aena M nNpasuibHOCTb €€ COCTaBJieHUA, MpPaBU/IbHOCTb
O(I)OpMﬂeHMFI 06.10KKHM [ena; Hanamunme U NpPaBWIbHOCTL UCTa-3asBeputenda pena. B cayyae



O0BOHAPYKEHUSA HapPYLUIEHUA YCTAaHOBAEHHbIX NpPaBua GOPMUPOBAHUA U 0DOPMAEHUA AN OHU OO/MKHbI
ObITb YCTPaAHEHbI.

B cnyyae oBHapyKeHMs OTCYTCTBMA AN, YUCAALWMXCA MO HOMEHKNaType Aen OopraHusaumm,
CTPYKTYPHbIM NoapasaeneHnemM NpUHMMAOTCA Mepbl N0 PO3bicKy. OBHapyKeHHble Aena BKAOYaloTCA B
onucb. ECan npuHaTble Mepbl He A4anuv pes3yabTaTos, TO Ha HeobHapyKeHHbIe AeNa COCTaBAAeTCA aKT 06
yTpaTe [AOKYMEHTOB, KOTOPbIM MOAMMUCHIBAETCA PYKOBOAUTENEM CTPYKTYPHOro noapasgeneHva u
nepeaaeTcs BMeCTe C ONUCbIO AeN CTPYKTYPHOro nogpasaeneHus B apxme opraHusaumm (npunoxkerve N
6).

4.33. Mepepaya Aen B apxvMB OPraHM3auMu OCyLLECTBASETCA Mo rpaduKy, cornacoBaHHOMY C
PYKOBOANUTENSIMW CTPYKTYPHbIX NOAPA3Ae/eHNN, Nepeaatolmx AOKYMEHTbI B apXMB, U YTBEPKAEHHOMY
pyKoBOAMUTENEM OpraHn3aLum.

B neprog, NoAroToBKM Aen Ha BymaxkHOM HocuTene CTPYKTYPHbIM Noapasae/sieHMem K nepesave B
apxXuB OpraHUsauMmM COTPYAHWMKOM apxmBa MPOBEPAETCA MNpPaBUAbHOCTbL UX (GOPMUPOBAHUS,
0hOpPMIEHMA U COOTBETCTBME KOAMYECTBA Je/l, BK/IOYEHHbIX B OMNWCb, KOAMYECTBY Aen,
CPOPMMPOBAHHBIX B COOTBETCTBMM C HOMEHKNATYpON [Aen opraHusaumu. Bce BbisiBNeHHble npu
NpPoBepKe HeAOCTaTKN B GOPMUPOBAHNN U 0DOPMAEHUN AeN PaBOTHUKKN CTPYKTYPHOIO noapasgeneHus
0653aHbl YCTPaAHUTD.

Mpuem-nepesaya Aen B apxvMs opraHM3aLMmM NPOM3BOANUTCA PabBOTHUKOM apxmBa opraHM3auuu B
NPUCYTCTBMM pabOoTHMKA CTPYKTYPHOro nogpasgeneHua. Ha sKsemnaapax onucu Aes, AOKYMEHTOB
MPOCTaB/IAETCA OTMETKA O HAa/IMYMKM Aena. B KOHLEe KaXKaoro ak3emniapa onucK yKkasbiBatotca umudpamm
N MPOMUCbI0 KOAMYECTBO GaKTUUYECKM MPUHATLIX B apXxuB Aen, HOMepa OTCYTCTBYIOWMX Aen, AaTa
npuvema-nepeaaqn Aes, a TakKe NoAnucKU anua, OTBETCTBEHHOTO 3a apXuB, 1 MLa, NepeaasLlero aena.

4.34. Mepepaya 3/1€KTPOHHbIX AOKYMEHTOB B apXMB OpPraHmM3aLum Npou3BoAUTCA HAa OCHOBAHMUMU
ONUCEN 3NEKTPOHHbIX Aen, [AOKYMEHTOB CTPYKTYPHbIX nogpasgeneHun no  MHPOPMALMOHHO-
TeNEKOMMYHUKAUMOHHOM ceTu (Npu HaZiMuMmM B apxmBe OpraHn3aumm MHPoOpPMaLMOHHON cUCTEMbI) UK
Ha ¢u3nYeckMn 060COBNEHHBIX MaTepUasbHbIX HOCUTENSAX, KOTOpble MPeacTaBAAlOTCA B ABYX
MOEHTUYHbIX 3K3emnaapax.

Mpy nepegaye 3NEKTPOHHbIX AOKYMEHTOB B apXWB OpPraHW3auMu BbIMOJHAKOTCA ciaeaylowme
OCHOBHbIe NpoLeaypbl paboTbl C AOKYMEHTAMMU:

dopmmpoBaHne B WMHOOPMALMOHHOW CUCTEME OpraHM3auMM SNEKTPOHHbIX AN, SABAAKOLMUXCS
COBOKYMHOCTbIO KOHTEMHEPOB 3/IEKTPOHHbIX OKYMEHTOB U/ KOHTEMHEPOM 3/IEKTPOHHOIO AOKYMEHTA,
codepXKallMM KOHTEHT M METafaHHble 3/IeKTPOHHOro AOKYMeHTa, $aii/ibl 3/IEKTPOHHbIX NoAnucen u
BM3Ya/NM3MPOBaHHYIO KOMMIO TEKCTOBOIO 3/1EKTPOHHOIO AOKYMeHTa B popmaTe PDF/A;

$bopmMpoBaHME ONUCK INEKTPOHHBIX e/, LOKYMEHTOB CTPYKTYPHOrO NoApasaeneHus;

npoBepKa apxmBomMm OpraHU3aunn 3SNEKTPOHHbLIX AOKYMEHTOB Ha Haan4dyme BpeaoHOCHbIX
KOMMbKOTEPHbIX MPOrpamm;

npoBepKa BOCNPOn3BOANMOCTUN INEKTPOHHbIX AOKYMEHTOB,

npoBepKka ¢GU3NYECKOro U TEXHUYECKOTo COCTOAHUS HocuTenel (nNpu nepenadye 3NEKTPOHHbIX
OOKYMEHTOB B apXMB OpraHM3aumnmn Ha opmsmndeckn 060cobaeHHbIX MaTepUuanbHbIX HOCUTENAX);

npoBepKa NoAIMHHOCTU INEKTPOHHOM NOAMNNCK, KOTOPOW NOAMMUCAH 3/IEKTPOHHbIN AOKYMEHT.

anGM 3NN1EKTPOHHDbIX AOKYMEHTOB B apxu1B opraHunsauunun no VIH(I)OpMaLI,MOHHO-
TeneI-(OMMyHMKaLI,MOHHOI\/‘I cetn (Flpl/l Ha/IM4nn B apxmee opraHn3aunm MHd)OpMaLLMOHHOﬁ CVICTEMbI) nnn
Ha (I)VI3M‘-I€CKM 060c06.1eHHbIX HOCUTENSX Od)OpMﬂFIeTCFI COCTaB/I€HMEM UTOTrOBOM 3aMnncu B KOHLUE Oonncun



3N1EKTPOHHbIX A€M, AOKYMEHTOB, B KOTOPOW LUMbpamMM W MPOMNMUCbIO YKa3biBAaeTCA KOAMYECTBO
baKTUYECKM MPUHATBIX B apXMB 3/MEKTPOHHbLIX AN W 3NEKTPOHHbIX AOKYMEHTOB. MTorosasa 3anucb
NOATBEPXKAAETCA MOAMMCAMM COTPYAHMKA apXuBa M COTPYAHWMKA CTPYKTYPHOro noApasgeneHus,
nepeaaBllero 31eKTPOHHbIE Aena U AOKYMeHTbl. [pu npueme Ha apXMBHOE XpaHEHME 3/1eKTPOHHbIe
[Aena 3aBepaloTCA 3NEKTPOHHON NOAMWUCbIO PYKOBOAMTENA OpraHMsaumm WAM YNOAHOMOYEHHOTO UM
AONKHOCTHOTO Anua.

Mocne npuema B apxXmB 3NEKTPOHHbIX AOKYMEHTOB Ha $GU3NYECKM 060CO6AEHHbIX MaTepUanbHbIX
HOCUTENAX BKNAAbIWW, NOMELLEHHbIE B QYTAAP eAMHULbI XPaHEeHUsA B CTPYKTYPHOM MoApasaeneHun,
3aMEeHSIOTCA Ha BKIaAblLK, 0GOPM/IEHHbIE B apXuBe.

Ha Bkfiagplwe, nomewiaemom B OyTASp eguHUUBI XpaHeHWa, opopmaseMom B apxuse,
YKa3blBaeTca:

HaMMeHOBaHMe opraHmn3aunn (NosHoe, CoOKpaLLeHHoe);
Homep doHAa;

HOMEP OMMCU I/TEKTPOHHbIX A€, LOKYMEHTOB;

HOMep Aena no onucw;

OTMETKa O CTaTyce 3K3eMnaApa 3/IeKTPOHHbIX AoKymeHToB: "OcH." (ocHoBHOM) unm "Pab."
(pabounit);

KpaliHue AaTbl AOKYMEHTOB 3/IeKTPOHHOIO AeNa;

npyv HeobxoAMMOCTU OGOPMAAIOTCA AONONHUTE/bHbIE OTMETKM 06 orpaHuyeHun goctyna K
AOKYMeHTaM.

Bkiagpiw nomeuaetcs B ¢yTaap ¢usmyeckm ob60cobieHHOro mMaTepuasbHOro HOCUTENA TaKum
06pasom, 4Tobbl HaZNUCK Ha HeM BbINKU BUAHbI NPU 3aKpPbITOM dyTAsIpe.

V. OPTAHM3ALUMNA NCNOJIb3OBAHMNA JOKYMEHTOB
APXMBHOIO ®OHAA POCCUNCKOW OEAEPALMU N APYTUX APXUBHBbIX
JOKYMEHTOB OPTAHU3ALIMNA

5.1. ApxuB opraHuM3auMm LO/KEH NPefoCTaBAATb M0/b30BaTENO AOKYMEHTbl ApXMBHOro ¢poHAa
Poccuiickolt ®egepaumn 1M apyrue apxmMBHble JOKYMEHTbI, @ TaK¥Ke CnpaBOYHO-NOUCKOBbIE CPeacTBa K
HUM.

5.2. Joctyn K AOKYMeHTam MOXeT 6bITb OorpaHn4yeH B COOTBETCTBMM C 3aKOHOOATE/NIbLCTBOM
Poccuiickoi ¢ep,epaL|,MM, a TaKXe B COOTBETCTBMM C pacnopAXeHnem COBCTBEHHUKA UK Bnagenbua
APXUBHbLIX AOKYMEHTOB, HaXo4ALWNXCA B YyacTHoOM cobcTBEHHOCTM <1>.

<1> Yactb 1 ctatbu 25 PegepanbHOro 3akoHa oT 22 okTAbpa 2004 r. N 125-@3 "O6 apxvBHOM
aene B Poccuiickont epepaymn”.

5.3. lMonb3osaTtenu npn MNCNONb30BaHNMN AOKYMEHTOB apxunBa OpraHumsauunun 06A3aHbI Aenatb
CCbIZTIKM Ha MECTO XpaHEHNA OOKYMEHTOB.

5.4. CoctaB HCA apxuBa opraHv3auuMu onpeaenserca COCTaBOM U COAEPKaHMEM XPaHALLMXCA B
HEeM JOKYMEHTOB, XapaKTeEPOM W 3aa4aMu NOUCKA U MHTEHCUBHOCTbIO MCMO/b30BaHNA L4OKYMEHTOB.



OcHoBHbIM (06A3aTeNbHbIM) apXMBHbLIM CMPaBOYHMKOM B apXxuMBe OpraHu3aLMu ABAAeTCA ONUcb
Aen, AOKYMeHTOB. B dononHeHWe B apxuMBe oOpraHM3aumMn BedyTCA BCMOMOraTesibHble apXMBHble
CNPaBOYHUKM - KaTanoru, yKasaTteim, UICTOPUYECcKas cripaska K poHay.

5.5. B uensax obecneyeHns COXPaHHOCTWU, CBOeBpemMeHHOro otbopa M yyeta M CUMCTEMATM3ALMUK
Aen, nognexawmx noctoaHHOMY M BpemeHHoMy (cBbie 10 feT) CPOKOB XpaHeHMsA, B OpraHM3aumm
COCTaBAAIOTCA ONUCK AN, AOKYMEHTOB.

OnuncK cocTaBNAKOTCA OTAENbHO Ha Aena, AOKYMEHTbI:
NOCTOAAHHOTO CPOKA XPaHeHUs;

BpemeHHbIX (cBbiwe 10 SIeT) CPOKOB XpPaHEHMUS;

No IMYHOMY COCTaBY;

XapaKTepHble TONbKO A4 AaHHOM opraHusaummn (cyaebHble gena, matepuanbl YrOAOBHbIX A€,
Hay4Hble OTYETbl MO TEMAM).

AHanorMyHble ONUCK COCTABAAKOTCA Ha 9/1EKTPOHHbIE AeNa, AOKYMEHTbI.

CBOZHbIE ONUCK e, [OKYMEHTOB OPraHM3aL MM COCTOAT M3 FOA0BbIX Pa3fenoB, COCTAaBASEMbIX Ha
OCHOBE nMepedaHHbiX B apxvMB OpraHM3auMM ONWCen nOen ee CTPYKTYPHbIX MnoapasaeneHuin 3a
onpeaeneHHble rogbl, M CUCTEMATM3MPOBAHHbLIX B Mpegenax Ka)KAoro roga B COOTBETCTBUM C
YTBEPKAEHHOMN CTPYKTYPOI OpraHM3aummn Ha 3ToT roA.

Onucu gen, LOKYMEHTOB COCTaBASAKOTCA MO ycTaHOBAEHHOM dopme (npunoxkenus N 14, 15, 16, 17,
18) M cOCTOAT M3 OnMcaTeNbHbIX CTaTel eAuHUL, XPaHeHMUsA, UTOrOBOM 3amnucu, NUCTa-3aBepuTens U
CrpaBoOYHOro annaparta K onucu.

OnucaTtenbHas CcTaTbsl OMNWUCKU BKJIOYAET: MOPALKOBbIA HOMEpP eAuMHMLbl XpPaHEeHUA; MHAEKC
eaMHULbI XpaHeHua (N0 HOMEeHKNaType Aen); 3aro/IoBOK eAMHULbI XPaHEHUs, BKAOYAIOWMIA YKa3aHue
Ha Ha/Mune KOMU, eCN B HEN XPaAHATCA KONUU JOKYMEHTOB; KpaliHMe AaTbl eAMHULbI XPaHEeHUS; CPOK
XpaHeHua (gna onuceit gen, OOKYMEHTOB BPEMEHHOro XpaHeHUs); KOJIMYECTBO JIMCTOB B eguHuULe
XpaHeHuA. 3aroNoBOK Aena MoXeT 6biTb AOMOAHEH aHHOTauMen OTAe/bHbIX AOKYMEHTOB (rpymnmbl
[OKYMEHTOB) eAMHULbI XpaHEeHUS.

B cnpaBouHbI annapaT K OMWUCUM BXOAAT: TUTY/IbHbIA JINCT; COAep)KaHue (ornasieHune);
npeamncnoBme; CMMCOK COKPALLEHWIA; YKasaTeNn K onucK (NpeameTHbIN, UMeHHOM, reorpaduyeckom).

CocraB CNpaBO4YHOro annapata K OMUCKU 3aBUCUT OT CPOKa XpPaHEHUA BKJKOYEHHbLIX B Hee
AOKYMEHTOB U UX BUOOB.

K onucam pgen, AOKYMEHTOB MOCTOSIHHOTO XPaHEeHWA M MO JIMYHOMY COCTaBy COCTaB/AOTCA
TUTYIbHbIN INCT, NPEAUCIOBUNE, OrIaBAEHUE, MPU HEOBXOAMMOCTYU - CMIMCOK COKPaLLEHUI, YKa3aTenu.

Ha TUTyAbHOM JfINCTE OMNUCKM YKas3blBalOTCA: MOAHOE HaMMeHOBaHMEe rocyAapCTBEHHOro
(MyHMUMnanbHOro) apxuBa (ecnuM opraHM3aumMa ABAAETCA WUCTOYHMKOM €ro  KOMMNIAEKTOBaHuA),
nocnegHee No/sHoe HaMmMeHOBaHME OpraHU3al MM, COOTBETCTBYIOLLEee Ha3BaHMIO ee apXMBHOTo GpoHAa,
HOoMep apxuBHOro ¢GoHAa, HOMep W Ha3BaHWe OMNUCK, KpaHWe AaTbl BHECEHHbIX B OMNWUCb eauHuL,
XpaHeHus.

Ecnn HanmeHoBaHWE OpraHn3aUnn M3MEHANOCh, Ha TUTY/IbBHOM NiucTe (B ciydyae HeobXxoaMMOCTH -
Ha OOMNONHUTE/NIbHOM NINCTE) nog nociegHUM HaMMeHOBaHMEM OPraHM3auUMK YKasblBalOTCA B CKOOKax
BCE €e MepeuMMeHOBaHUA B MCTOPUYECKOM (XPOHOMOrMYecKol) nocnenoBaTe/ibHOCTM 3a Nepuoa,
COOTBETCTBYIOLLNIA KPaHUM AaTaM eANHUL, XPaHEHUSA, BK/TIOYEHHbIX B OMUCD.



B npeancnoBuMM K onNmucKU KpaTKO M3M1araloTcsa nepeMmeHOoBaHMA OpraHu3auuu B UCTOPUYECKOW
(xpoHonornyeckon) nocnenoBaTeNbHOCTU 3a MEepUoj, COOTBETCTBYIOLIMIA KpalHUM AaTam eauHuL
XpaHeHWsA, BK/KOYEHHbIX B onucb. [lpeaucnosuMe MOAMNUCLIBAETCA COCTaBUTENEM C  YKasaHuem
OOJ/IKHOCTM U AaTbl COCTaBAEHMA.

K onucn gen, 4OKYMEHTOB BpemeHHOro (cebiwe 10 feT) XpaHeHua, npu HeobXoAMMOCTU TaKKe
MOTYT COCTaB/IATLCA OrN1aB/eHNE, CMUCOK COKPaLLEHMA.

Onucu (rogosble pasaenbl onunceit) aen, AOKYMEHTOB COCTaBAAIOTCA:

NMOCTOAHHOIO XpaHeEHUA - HE MeHee YeM B YETbIPEX 3K3emMnaAapax: TPU Ha 6yMa)KHOM HOocuTene un
O4WUH - B 3/IEKTPOHHOM BUAE (B Ka4vecrtBe pa60t-|ero 3K3emnnﬂpa);

BPEMEHHOrIo (CBbILUE 10 I'IET) XPaHEHUA - HE MEeHEe YeM B [BYX 3K3eMMNIAPaAX;

AOKYMEHTOB MO /IMYHOMY COCTaBY OPraHM3aLmii - UICTOYHNMKOB KOMMIEKTOBaHMA rOCyAapCcTBEHHbIX
(MyHMUMNANbHbIX) apXMBOB - HE MEHee Yem B YeTbIpex 3K3emnaspax: TPW Ha BymarkHOM HocuTene,
OZINH - B 3N1EKTPOHHOM BUAe (B KayecTBe paboyero aksemnaspa);

AOKYMeHTOB NO JIMYHOMY COCTaBy opraHmsau,Mﬁ, He ABNAKWNXCA UCTOYHUKaMN KOMN/ZIEKTOBAHUA
rocygapcCTtBEHHbIX (MYHVILI,VII'IaIIbeIX) dPXMBOB, - HE MEHEEe YEM B TPEX 3K3emnaiApax.

Onucu (rogosble pasgensl onucen) Aen, AOKYMEHTOB BpemeHHoro (cBbiwe 10 neT) xpaHeHuA
cornacosbiBatoTca ¢ LIIK (3K) opraHmsaumm, nocne Yero yTBep:kaatoTca pyKkoBoauTeeM opraHmM3aumm.

Ha paccmotpeHve 3MK npeacTaBnaloTca He MeHee 4Yem 4yepe3 3 roga noc/ie 3aseplueHus
AeNonpousBoACTBOM Ae, BKAHOUYEHHbIX B pa3gen:

onucu (rogosble pasgenbl onvceit) e, 4OKYMEHTOB NOCTOAHHOIO XpaHeHUA ANA YTBEPKAEHUS;

onucu (rogosble pasgesbl onuceit) Aen, AOKYMEHTOB No IMYHOMY COCTaBy AJ/Sl COM1acoBaHUA <1>.

<1> Onucn pen, OOKYMEHTOB MO JIMYHOMY COCTaBY COI/1acOBbLIBAIOTCA COOTBETCTBYOLMM
rocyAapCTBeHHbIM (MyHULMMNAAbHbIM) aPXMBOM COMacHO NPeAOCTaBAeHHbIM eMY NOJHOMOYUAM.

Mocne yTBepsKaeHUa (cornacoBaHuaA) onucelr (rogoBbix pasgenos onuceit) 3SMK  oHu
YTBEPXKAA0TCA PYKOBOAUTENEM OPraHU3aLnN.

B rocygapcTBeHHbI (MyHMUMNANbHbIM) apxuB nepeaaltoTca TPW 3SK3emnaapa onucu aen
MOCTOSIHHOTO XPaHEHWA, OAMH 3K3eMnasp Onucu fAen Mo JIMYHOMY COCTaBy, YTBEPXKAEHHbIX
(cornacoBaHHbIX) MK, a TakkKe MO OAHOMY 3K3EeMMASAPY KaxKAOM OMUCKU B 31EeKTPOHHOU dopme (B
KayecTBe paboyero sK3emnasapa).

OauH 9K3emMnaap onucn gen NOCToOAHHOIO XpaHeHUA U ABa 3K3emMniApa onucu gen no An4YHOMy
COCTaBy OCTalOTCA B OpPraHn3auuun.

BHeceHMe M3MeHeHMWIt B roAoBOW pasgen onucu Aen, AOKYMEHTOB MOC/ie ero yTBepKAeHuA
(cornacoBaHua) IMK gonycKaeTca TO/bKO Ha OCHOBaHUKM COOTBETCTBYOLWEro pewweHms IMK.

5.6. UcTopunyeckan cnpasBKa K GOHAY COCTOMT U3 Tpex pasaenos: uctopusa ¢oHaoobpasosaTens,
OTparkalolLlas MCTOPUIO OPraHM3aLMM CO CCbIIKAMW Ha COOTBETCTBYIOLLME 3aKOHOZATE/IbHble WU
HOPMaTUBHblE aKTbl (4aTbl 06pa3oBaHMA, MNEPeMMEHOBaHUS, PeopraHM3auuMu, JIMKBUAALMM,
BEOOMCTBEHHYIO MPUHAANEKHOCTb, CTPYKTYPY M OYHKUMKU, UX U3MEHEHMUA, Ha3BaHWE opraHM3aumu -
npeALwwecTBeHHMKa), uctopus ¢oHga (obbem, KpaliHMe AaTbl AOKYMEHTOB, CTEMEHb UX COXPAHHOCTH,
AaTbl nepefayy [OOKYMEHTOB Ha MOCTOSIHHOE XPaHEeHWEe) M XapaKTepuUCTMKa AOKyMeHToB ¢oHAa



(pa3sHOBMAHOCTN AOKYMEHTOB, 0COBEHHOCTU GOPMMPOBAHMA eANHUL, XPAaHEHUA N UX CUCTEMATMU3ALMM,
Ha/nuMe AOKYMEHTOB, BbIXOAALIMX 33 XPOHOAOTMYECKMNE rpaHmMLbl AeATenbHOCTU doHaoo06pasoBaTens,
COCTaB CNPaBOYHOrO annapaTa K ¢oHAy, MEeCTO XPaHEHUA AOKYMEHTOB Mo JANYHOMY COCTaBY).

MNcTopuueckas cnpaBka K GOHAY COCTaBAAETCA B ABYX 3K3eMMAAPaX, OAMH - XPaHUTCA B Aene
doHAaa, BTOPOI - NnepeaaeTcs B rocyAapCTBEeHHbIN (MyHULMMNANbHbIA) apXUB.

5.7. OCHOBHbIMK GOPMaMM UCMONb30BAHMA AOKYMEHTOB apX1MBa OpraHn3aLmMm ABAAIOTCA:
MHpopMaumoHHoe obecrneyeHne paboTHUKOB OpraHMU3aLmy;

WCMOJIHEHWE 3aMPOCOB MOJb30BATE/IEN, B TOM YMC/e 3aMPOCOB MPaXKAaH COLMAbHO-MPaBOBOroO
XapakTepa;

Bblda4a OOKYMEHTOB M AeNn BO BpeEMEHHOE MNoJsib30BaHWE, NpeaocTtaB/sieHUe Konui dPXUBHbIX
AOKYMEHTOB NO 3anpocCam nonb3oBaTesieil, B TOM Yncne B d)opme INNEKTPOHHbIX AOKYMEHTOB.

CDOpMaMM MCNONb30BaHNA JOKYMEHTOB apXmBa OpraHn3aunn ABNAKOTCA TaKXKe:

VIHd)OpN\I/IpOBaHVIe CTOPOHHUX Opl'aHM3aLI,VII7I O HaMdnm n cogepxaHnn MMerLnxca B apxmee
AOKYMEHTOB,

MCnoab3oBaHME OOKYMEHTOB B CpeacTBax MaccoBoW VIHd)OpN\aLI,VIVI,'

MCMNO/Ib30BaHME [OKYMEHTOB A/ MNOATOTOBKM  UCTOPUKO-MHPOPMALMOHHBIX MEPONPUATUNA:
BbICTaBOK, SKCKYPCUi1, KOHpepeHUMI;

BblAa4a AOKYMEHTOB A4 PaboTbl B YUNTANbHOM (NPOCMOTPOBOM) 3a1€ apXuBa;

opraHnsauma Aoctyna pa6OTHMKOB OopraHn3aunm K OOKYMEHTamM apxXmBa nytem UCNOJ/1b30BaHUA
I/IH(bOpMaLI,MOHHO-TEJ'IEKOMMYHI/IKBLI,I/IOHHOﬁ cetn.

5.8. ApXMB opraHnsauun oonxeH BeCTn y4yet Ncnosib3oBaHMA JOKYMEHTOB, B TOM YUC/€E Bblaad4uyn
AOKYMEHTOB U A€eN, BblAa4n apXUBHbIX CMPaBOK, BbIMUCOK, Konui AOKYMEHTOB.

5.9. 3aI'IpOCbI nonb3oBaTesnen, noctynawowine B apxumB OpraHuMsaunm, noapasaenArTCcA Ha
TemaTU4yecKune 1 coumnmanbHo-npasBoBble <1>.

<1>MoanyHKT 5.7.1 nyHKTa 5.7 Mpasna xpaHeHuA.

5.10. ApxvB opraHusaumu A[OMKEH paccMaTpuBaTb M MCMONAHATb 3anpocCbl, NOCTyNUBLIKE B
nUcbMeHHol dopme.

3anpoc no/ib3oBaTena A0/KEH COAePKaTb CeayoLLyo MHbopmaLumIo:

HanmeHoBaHMe punan4yecKkoro nmua - aBTOpa 3anpoca (,CI,/'IFI rpaxgaH - d)aMVII'IMM, MMEHMN,
OoT4yeCTBa, NPUN HaAn4Ynn I'IOCI'IE,EI,HEFO);

NOYTOBbIN M/M!’IM 3!'IeKTpOHHbIﬁ agpec, Nno KOToOpomy Ao0/1KeH 6bITb AaH OTBET,

CBeAEHUA, WHTepecylolme NoAb30BaTeNA M XPOHONOTMYECKME pPaMKM  3anpallinsaemon
nHbopmauuu;

dopmy nonyyeHua nonb3osatesnem MHopmaLuumn (MHPOPMaLMOHHOE NMMCbMO, apXMBHas CNPaBKa,
apXMBHaA BbINUCKA, apXMBHAA KOMKA, TeMaTUUYECKMIA NnepeyeHb, TeMaTUYecKuii 0630p AOKYMEHTOB);



JIMYHYIO MOANUCH aBTOPa 3anpoca (rpaxgaHuHa Uam A0XKHOCTHOTO nua);
aary.

Mpy noCTynneHWW B apXmB OPraHU3aUMM WMHTepHeT-obpalleHMA (3anpoca) nonb3oBaTens c
yKa3aHMeM agpeca 3/1eKTPOHHOM NoyTbl M/MAK MNOYTOBOro aapeca emy HanpasaseTcAa yBeaomMaeHue o
npveme obpalleHua (3anpoca) K PaCCMOTPEHUIO AN MOTUBMPOBAHHLIM OTKa3 B PaCCMOTPEHUM.

Ha 3aNpPoOCbl TEMATUYHECKOTO XapaKTepa, NOCTynuBLlInNE B apXmB OpraHn3auunu no MH(bOpMaLI,MOHHO-
TEHEKOMMVHMKaLLMOHHOVI CeTn, B TOM 4ucne no cetm MHTepHET, OTBET MOXKET bbITb Hanpas/seH B Buae
31IEKTPOHHOIO COO6LIJ,€HMFI NO YKa3aHHOMY aBTOPOM 3anpoca 3/IEKTPOHHOMY agpecy.

3anpoc fo/mKeH ObiTb 3aperncTpupoBaH B TeuyeHWe Tpex paboumx [Hel C MOMEHTa ero
nocTynaeHus.

3anpoc, He OTHOCALUMIACA K COCTaBY XPaHALWMXCA B OpraHM3auMu OOKYMEHTOB (HenpoduabHbIN
3anpoc), B TeueHne 7 gHel Co AHA perncrpaumy 3anpoca HanpasAAeTcs B OpraHusaumio, rae Moryt
XpaHMTbCA HEOBXOAMMbIE AOKYMEHTbI C yBegomaeHnem o6 3ToM Noab3oBaTens.

3anpoc, NOCTYNMBLLMWI B apXMB OpraHM3aLMm1, pacCMaTPMBAETCA B COOTBETCTBUM C Tpe6oBaHMAMM
3aKOHOAATE/IbHbIX M MHbIX HOPMATMBHbIX MPABOBbIX aKTOB MO paboTe ¢ ObpalleHUs MU TpakaaH U
NpesoCTaBAEHMUIO FOCYAAaPCTBEHHBIX (MYHULMMNANbHBIX) YCAYT.

OTBeT Ha NOCTYNUBLLMIA B apXMB OpraHu3aLmMm 3anpoc npeaocrasasetcs B TedeHune 30 gHel co AHA
ero peructpaunn. C paspelleHns pyKoBoACTBa OpraHM3aLmMm 3TOT CPOK MOXKET bbiTb NpoaaeH He 6onee
yem Ha 30 aHelt, ¢ ysegomneHnem ob 3Tom 3aaBuTeNs.

5.11. OTtseTbl Ha 3anpocbl NO/b3oBaTeneil, B TOM 4YUCAEe OTBETbl Ha 3anpocbl COUMAaNbHO-
NpaBoBOro xapakTrepa, obopmaatotca B Gopme apXMBHOM CMPABKWU, apXMBHOW BbIMUCKU UM apXMBHOW
Konuu, 0OPMNEHHbIX 1 3aBEPEHHBIX B YCTAHOBJAEHHOM MOPAAKE.

Mpn OTCYTCTBUM [OKYMEHTOB, HeO6XOAVIMbIX Aana UcnoaHeHumA 3anpoca counasibHO-MpPasoOBOro
XapaKTepa, COCTaBNAETCA OTBET Ha 6naHkKe OpraHn3auyumn C ykazaHMem npudmH nx oTCcyTCcTBuA.

5.12. ApxuBHaa cnpaBka MOAMUCbIBAeTCA pyKoBoAUTeNeM OpraHums3aumMnm  Wanm  UHbIM
YMOJIHOMOYEHHbBIM UM AOIKHOCTHbIM JIMLLOM M 3aBEPAETCA NeYaTbio opraHmsaumm (npunoxeHme N 29).

ApxnBHaA cnpaBKa, 06bem KOTOPOI NPeBbILAeT OANH JINCT, A0KHA ObiTb MPOHYMEpPOBaHa.

B Tekcte apXMBHOﬁ cnpasku B XpOHOI'IOI'VIHECKOVI nocnenoBaTezIbHOCTU MU3N1araroTcCA cobbiTHA C
YKasaHnem BMA0B UCNOIb30BaHHbIX JOKYMEHTOB, X A4aT U HOMepoB. B apXMBHOﬁ cnpaBKe gonyckaeTcAa
UNTUPOBaHNE AOKYMEHTOB.

HecoBnageHue OTAe/bHbIX CBEAEHWI/AaHHbIX AOKYMEHTOB CO CBeAeHUAMM, U3/I0XMEHHbIMU B
3anpoce, He ABNAETCA NPEnATCTBUEM ANA BKAOYEHUA UX B apXMBHYHO CNPaBKy, €C/iM CoBMnadeHue Bcex
OCTa/lbHbIX CBEAEHWI He BbI3blBAaET COMHEHWIA B TOMAECTBEHHOCTM /AMUA MAN PaKTOB, O KOTOPbIX
roBOPUTCA B AOKYMEHTaX.

B apxvBHOM cnpaBKe AaHHble BOCNPOU3BOAATCA TaK, KaK OHW M3/I0XKEHbl B AOKYMEHTaX, a
PacXoXKAEeHWA, HECOBNAAEHUA U HETOYHble Ha3BaHWA, OTCYTCTBME MMEHW, OTYECTBA, UHWLMAMOB WM
HaAnyMe TONbKO OLHONO M3 HUX LO/MKHbI OblTb OrOBOPEHbI B TEKCTE CMpaBKM B CKOOKax: "Tak B
AoKkymeHTe", "Tak B TeKcTe opurnHana'.

CBegeHus, MMelolmeca B apxuee no 3anpocy o pabote U (Man) yuyebe B HECKONbKMX
OpraHusaumax, Kacatolmeca o4HOro LA, BKAKOYAOTCA B O4HY apXUBHYIO CNPaBKY.

Mo TeKCTy apXMBHOM CNpaBKM B KayecTBe MPUMMeEYaHWin MOryT HbiTb OroBOpeHbl HepasbopunBo



HanucaHHble, UCNpaBieHHble aBTOPOM, He NOAAAOLMECS NPOUTEHUNIO BCAEACTBUE NOBPEXKAEHUA TEKCTA
opurnHana: "TaK B TeKcTe opurmHana”, "B TekcTe Hepa3bopumso".

B TekcTe apXMBHOVI CnpaBKKN He AONYCKaAOTCA U3MeHeHUNA, UCNpaBl1eHNA, CYMMUNPOBaHWME AaHHbIX,
KOMMEHTapum, cobcTBEHHbIE BblBOAbl UCNONHUTENA NO COoAepPXaHUK AOKYMEHTOB, Ha OCHOBAaHWUU
KOTOpPbIX COCTaBAEHA apXMBHAA cnpaBKa. [NogYMCTKM U MTOMAPKK B apXMBHbIX CMIPaBKaxX He J0NYyCKatoTcA.

B apx1BHOI cnpaBKe A0/MKHbI 6biTb NpUBeAeHbl apXMBHble WWdPbl U HOMEPA NCTOB eAnHMULL
XpaHeHWsA AOKYMEHTOB, UCMO/Ib30BABLUMXCA AJ1A €€ COCTaBNEHMS.

Mo 3anpocy nosib3oBaTesneli apxuBHble CMPABKM MOTYT BblAaBaTbCA B 3/IEKTPOHHOM Popme Ha
3/IEKTPOHHOM HocuTesne IMbo nepecbiNaTbCs Mo UHPOPMALMOHHO-TENEKOMMYHUKALMOHHBIM CETAM.
JNEeKTPOHHbIE apXMBHbIE CMPaBKM 3aBEPAIOTCA 3/JEKTPOHHOW MOAMUCLIO PYKOBOAMTENS OpraHvM3aLuu
WA MHOTO YNOJAHOMOYEHHOIO UM A0/IKHOCTHOIO AnUa.

5.13. ApxuBHble BbINUCKM 0dOpPMAAIOTCA Ha 6naHKe opraHusaumm (apxmBa opraHM3auum) c
ob03HayeHMem Ha3BaHMA BUAa AoKymeHTa: "APXUBHASA BbINMUCKA".

B apXVIBHOl\/’I BbIMNCKe Ha3BaHWE AOKYMeHTa, ero HOMep U ata BOCNpon3soaATCA NOJIHOCTbIO.

Bbinucka npon3BoanTCA TOZIbKO N3 AOKYMEHTA, B KOTOPOM COLEPHKUTCA HECKO/IbKO OTAE/IbHbIX, HE
CBA3AHHbLIX MeXAay cobol BONMpPOCOB. Bbinncka Ao0nXKHA BoCnpomnsBoanTb NONHbIN TEKCT YacTu
AOKYMEHTQ, OTHOC’FILLI,EVIC’FI K 3anpocy.

N3BneyeHnem U3 TeKCTa AOKYMEHTa [OO0J1XKHbI 6bITb ncyepnaHbl BCE mMmewwmeca AaHHbie Nno
3anpocy. Hayano M KoHel, KaXX4oro u3BAeYeHWUA, a TaKXKe MNPONyCKM OTAEeNbHbIX C/0B B TeEKCTe
AOKYMeHTa 0603HavYaTCA MHOTOTOYUEM.

B apx1BHOM BbIMUCKE A0/KHbI BbITb CAeNaHbl COOTBETCTBYIOLLME NPUMEYAHUA U OrOBOPEHbI YacTu
TEKCTa OpWrMHana, HepasbopuMBO HaMMCcaHHble, WCMPaB/ieHHble aBTOPOM, He noadatolmecs
NPOYTEHUIO BCAEACTBME MOBPENKAEHUA TEKCTa M APYrMM npuunHam. OTaenbHble CoBa WM BblipaXeHus
[OKYMEHTa, BbI3blBalOLLME COMHEHMA B UX TOYHOCTU, @ TaKKe UCMpaBAeHWsA, MOAYUCTKY, Bbi3blBatowme
COMHEeHMWe B UX AOCTOBEPHOCTWU, oroBapuBatoTca: "Tak B gokymeHTe", nam "B Tekcte Hepasbopumso",
nnn "Tak B TeKcTe opurnHana". Mocne TeKcTa apXMBHOWM BbINMUCKM YKA3biBAKOTCA apXMBHbIN WP K
HOMEepPa /INCTOB eANHULLbI XPAaHEHUS aPXMBHOTO AOKYMEHTa.

ApXI/IBHaFl BbIMMCKa NOo4MNMMCbiIBaAaETCA pyKoBoAUTENEM OpPraHn3aunm Mam MHbiM YNnOJTHOMOYEHHbIM
MM OO/TKHOCTHbIM JIMLLOM U 3aBEPAETCA NevYaTbto OpraHn3auumun.

Mo 3anpocy nosib3oBaTenem dpXuMBHbl€ BbINMNCKM BbIAAKOTCA B 3I'IEKTp0HHOI7I d)opme Ha
9/1IEKTPOHHOM HOCUTene nmbo nepecblnarTca no VIHCI)OpMaLI,MOHHO-Te!'IeKOMMyHMKaLI,MOHHbIM ceTam.
3/'IeKTpOHHbIe dPXUBHble BbIMNCKWU 3aBepPAOTCA BﬂeKTpOHHOﬁ noannUCbO pyKoBoaAUTENA OpPraHmM3saunmn
N NHOro ynoJIHOMO4YeHHOro M AO0N1XKHOCTHOTro 1nua.

5.14. Ha apxmMBHbIX KOMWAX, BKOYAA apXMBHble KOMWU Ha 6yMa)KHOM HOCUTene 3NeEKTPOHHbIX
AOKYMEHTOB, apXuBHbIE LIJI/Id)pr NPOCTaB/IAKTCA Ha o6op0Te KaxXgoro nuncra apXVIBHOﬁ Konuu, a
3aBeputenbHaAa HaANUCb U NeYaTb - Ha o6op0Te nocnegHero 1mcrta Konunu.

Mo 3anpocy nonb3oBaTesiel 3/EeKTPOHHbIE KOMWW APXMBHbIX [OKYMEHTOB BblAAlOTCA B
3NeKTPOHHOIM ¢dopme nmMbo nepecbinaoTcd MO UHGOPMALMOHHO-TENEKOMMYHUKALUMOHHBIM CETAM.
INEKTPOHHbIE KOMWWU APXMBHbIX [JOKYMEHTOB 33BEPSAIOTCA 3/IEKTPOHHOW MOAMUCHIO PYKOBOAMUTENA
OpraHM3aunm UaM MHOTO YNOJIHOMOYEHHOTO UM AOJIKHOCTHOTO /IMLa.

5.15. loaroToBAeHHble apXMBOM OpPraHM3auMM OTBETbl HAa 3anpocbl (apXMBHblE CMpPaBKM,
apXMBHbIE BbIMUCKN U apXMBHbIE KOMMM) HaNPaBAAIOTCA 3aABUTENSAM C CONPOBOANUTENbHBIM MUCbMOM MO
noyTe AW BbIAIOTCA: 3aABUTENIO - NPU NPEeAbABNEHUN AOKYMEHTA, YAO0CTOBEPAIOWEro JIMYHOCTb, €ro



npeacTaBuUTeNs M - NMPU NPEAbABNEHUN LOKYMEHTA, YAOCTOBEPAIOLWEr0 JANMYHOCTb U AOBEPEHHOCTH,
opopMNEeHHOWN B YCTaHOBNEHHOM MOPAAKE.

5.16. ApxuBHble CNpPaBKK, apPXUBHbIE BbINMUCKN U apXMBHbIE KOMWUK, HanpasisemMble B rocyAapcTsaa -
YYaCTHUKM KOHBEHUMW, OTMeHstowel TpeboBaHWe Neranmsaumm WMHOCTPaHHbIX  OPULMANbHbIX
OOKYMeHTOB, noanucaHHon B Maare 5 oktabpa 1961 r., 3aBepaAtoTCA NPOCTaBAEHUEM U 3aMO/IHEHMEM
cneumManbHOro WTamna - anoCTUAA B COOTBETCTBUM C 3aKOHOAATENbCTBOM Poccuiickon deaepaumim.

5.17. lonyckaeTca uU3bATUE U3 apXUBHbBIX €N U BblAaya BNagenblam Uan nx poacTBeHHUKaMm, B
cy4ae UX NMCbMEHHOTO 06pau.|,eH|/|ﬂ, NOO/IMHHDBIX INYHbIX OOKYMEHTOB O rpa*XA4aHCKOM COCTOAHUMU, 06
06pa3OBaHI/IVI, TPYAOBbIX KHUXEK, HE NOJIYHYEHHbIX B CBOE BpeEMA BolageibLleM JOKYMEHTOB.

MoA/MHHbIE /IMYHbIE [AOKYMEHTbl BbIAAIOTCA 3aABUTENAM C paspelleHua PyKoBOAUTENA
opraHu3auumn no npeabAsieHMM NacnopTa UAM MHOTO AOKYMEHTA, YAOCTOBEPAIOLLEr0 AMYHOCTb, AMBO
MX POACTBEHHWKAM WAM UHbIM AWLAM MO A0BepeHHOCTW, O0GhOPMAEHHOM B YCTaHOBAEHHOM
3aKoHogaTtenbctsom Poccuitickon Pepepaunn nopsagke. MoafMHHbIE ANYHbIE AOKYMEHTbI MOTyT 6biTb
Hanpas/ieHbl 3aABUTENIO LIEeHHbIM MUCbMOM.

C wu3bimaembix AOKYMEHTOB B apxmBe OpraHundaunm wn3roTaBinMBaloTCA KoOMnn, KOTOpPble
I'IpMO6LLI,aIOTCF| K genam. N3bAatne AOKYMEHTOB, a TaKXKe 3aMeHa Ha KOMUWU OTParkatoTCA BO BHYTPEHHUX
onucax aen, B IMCTax-3aBeputenax gen, B onncax aen, JOKymMmeHTOB.

MN3bATUE 1 BO3BPaLLEHME AOKYMEHTOB 0GOPMAIOTCA aKTammn 06 U3bATUKM U3 Aen (Bo3BpaLLeHUK)
YKa3aHHbIX AOKYMEHTOB. AKTbl U Apyrne AOKYMEHTbl, Ha OCHOBAaHMMW KOTOPbIX NPOU3BEAEHO U3bATUE
(s03BpalleHne) apxMBHbIX JOKYMEHTOB, BKAtOYaOTCA B Ae/10 doHAa.

5.18. KonnpoBaHue AOKYMEHTOB apXMBa OpraHu3aLmm no 3aaBKam Mnosib3oBaTesien Npomn3BoauTCs
Mo paspeLleHnto pyKoBoAUTENA OpraHM3aumm Nan MHOro YNOoJHOMOYEHHOMO UM AO/KHOCTHOIO AMUa.

Konnn [OKYMEHTOB nepecblnaroTca B ajpec TOM OopraHunsauunn, no 3anpocy KOTOpOﬁ OHHU
M3roTos/ieHbl, WM BblAAKOTCA NO/1b30BATE/IO NOA4 POCMUCD.

5.19. B uensax cosdaHua ycnoBui AnA paboTbl NO/Ab3oBaTeneil HenocpeacTBEHHO B apxuse
OpraHu3aLumM MOXKeT BbIAeNATbCA NomeleHre (YUTaNnbHbIM, MPOCMOTPOBLIN 3a/1) AN O3HAKOMJIEHUA C
AOKYMEeHTaMM apxuBa, 060pyA0BaHHOE COOTBETCTBYHOLLMMMN TEXHUYECKUMU CPeacTBaMMU AN paboTbl C
AOKYMEHTaMMU.

an OTCYTCTBMM B apxumBe oOpraHnsaumm cneuunasbHO BblAENTEHHOINO MNOomMelleHnA pa60Ta
nosb3oBatenen c AOKYMEHTaMU Nnpoun3BoanUTCA HenocpeaACTBEHHO B p360‘-IMX KOMHaTax apxuea.
JOKymeHTbl  ana pa6OTbI nonb3oBarenAam BHE MOMELWEHNA apxumBa OpPraHM3auun BblaaBaTb
3anpelLllaeTca.

PaspeweHne Ha paboTy B MNOMELLEHMM apxMBa OpraHuM3auMM OaeT PyKoOBOAMTE/Nb apxuBa
opraHusaumm (AnuUo, OTBETCTBEHHOE 32 apXMB).

5.20. OTKa3 apx1Ba opraHM3aLmMm B Bblgaye apXMBHbIX 4OKYMEHTOB AOMYCKAETCA B C/yYanx:
Hannumna GoHAa NONb30BaHUS;
HeyZ0BNETBOPUTENBHOTO PU3UUYECKOTO COCTOAHUA AOKYMEHTOB;

He npoLleanx Hay4HOro onMcaHMUA U TeXHNYECKOro opopmaeHUa JOKYMEHTOB, A0 3aBeplueHus
3TUX pabor;

OrPaHWYEHMIN HA UCNONb30BaHUE, YCTAHOBAEHHbIX 3aKOHOA4aTeNbcTBOM Poccuitckoit deaepaumm
unu poHZoobpasoBaTesiemM Npu nepesaye AOKYMEHTOB Ha XpaHeHMe.



OTKa3 apxvBa OpraHu3aunn B NpPeaoCTaBNeHUM AOKYMEHTOB AO/IKEH ObiTh BblAaH B MUCbMEHHOM
dopme 1 coaeprKaTb NPUUNHBI OTKA3a, a TaKKe NopAAOoK 063KanoBaHMUA OTKa3sa.

V1. NEPEAAYA JOKYMEHTOB OPTAHM3ALLMM HA XPAHEHWE
B FOCYAPCTBEHHbIV (MYHULMMAbHbIN) APXUB

6.1. lokymeHTbl ApxusHoro ¢poHaa Poccuiickoit Peaepaummn, 06pasoBaBlIMECA B OpraHN3aLUAX -
MCTOYHMKAX KOMMNNEKTOBAHMA rOCYyAapCTBEHHbIX (MyHULMNANbHbIX) apPXMBOB, MO UCTEYEHUU CPOKOB WX
BPEMEHHOTO XpPaHEHMA B apxvMBe OpraHM3auMuM nepefalroTca Ha MOCTOAHHOE XpaHeHue B
COOTBETCTBYIOLWMIM rOCYAapPCTBEHHbIN (MyHULMNANbHbINA) apXuB.

6.2. [lokymeHTbl ApxmnBHoro ¢oHza Poccuiickon Pepepaumm, obpasoBasluMecs B AeATEIbHOCTU
rocy4apCTBEHHbIX M HEFOCYAAPCTBEHHbIX OPraHM3aLui, He ABAAIOLLNXCA MCTOYHUKAMM KOMMNIEKTOBaHUA
rocyfapCTBeHHbIX  (MyHMUMMNAsbHbBIX)  apXMBOB, MOTYT  MepefaBaTbCsi B OCYAAPCTBEHHblE
(MyHMUMManbHble) apxMBbl Ha OCHOBAHMM [AOFOBOPOB C COOCTBEHHWKaMM WAM  BAaZe/bLamu
OOKYMEHTOB.

6.3. [JoKymeHTbl nepefaroTcA Ha NOCTOAHHOE XpaHeHWe B YMNOPAAOYEHHOM COCTOAHUU C
COOTBETCTBYHOLLMM Hay4YHO-CMPABOYHbIM annapaTom.

6.4. B oOpraHMsaumax - MCTOYHMKAX KOMMNEKTOBAHWA T[OCYAAPCTBEHHbIX (MyHMUMNANbHbIX)
apx1BoB Bce paboTbl, CBA3aHHble ¢ OT6OPOM, NOArOTOBKOM U Nepegayeit JOKYMEHTOB Ha MOCTOSHHOE
XpaHeHWe, B TOM YWCAE C MX YNOPALOYEHMEM M TPAHCMOPTUPOBKOM, BbIMOJHAIOTCA 3a CYET CpeacTs
OpraHusaunii, nepeaatowmx 4OKYMEHTbI.

6.5. [locpoyHasa nepefaya AOKYMEHTOB Ha MNOCTOSAHHOE XpaHEeHME MOXKET 6biTb OCYLLECTB/EHA NpK
OTCYTCTBMMU HEOBXOAMMbIX YCNOBUIA ANA obecnevyeHUs COXPaHHOCTU AOKYMeHTOB ApxMBHOro ¢poHaa
Poccuitickoii depepaumnun, npu yrpose yTpatbl (YHUUTOMNKEHUA) AOKYMEHTOB, a TaKXe Nno npocbbe
OopraHM3aumnmn Ha OCHOBaHWM AOroOBOPa C roCcyAaPCTBEHHbIM (MYyHUUMNANbHbBIM) apPXMBOM.

MpoaneHne CPOKOB XpaHEHUA AOKYMEHTOB B apXMBe OpraHn3aumMm A0MNycKaeTcsa no nMcbMeHHoOMY
paspeLleHmnto rocy4apCcTBEHHOMO (MyHMUMNANBHOIO) apXx1Ba B Clydyae HEOBXOAMMOCTU MPAKTUYECKOro
MCNoNb30BaHNA LJOKYMEHTOB OpraHMU3aLmen.

6.6. Nepeaaya AOKYMEHTOB NOCTOAHHOTO XpaHEHUA B rOCYAapCTBEHHbIN (MyHMUMNANbHbINA) apXxuB
OCYLLLECTB/IAGTCA B COOTBETCTBMM C MNAHOM, YTBEPMKAEHHbIM PYKOBOAUTENIEM COOTBETCTBYIOLLLErO apXmBa
Mo COrNacoBaHMIO C Nepedatolleit Aesia opraHusaumen.

6.7. [JOKymeHTbl MepenaloTcs B rOCyAapCTBEHHbIA (MYHMLMNANbHbINA) apXMB MO ONUCam gen,
OOKYMEHTOB MOCTOAHHOIO CPOKA XpaHeHus, yTeepKaeHHbIm IM1K.

Mepens nepegayeit OOKYMEHTOB Ha MOCTOAHHOE XpaHEHWE COBMECTHO C MpeAcTaBuTesIem
rocyapCTBeHHOro (MyHMUMNAAbHOrO) apxuMBa MNPOBOAMUTCA MPOBEPKA NPaBUALHOCTM OMUCaAHUA U
opopmneHuna aen, GUMYECKOrO M CaHUTAPHO-TUTMEHMYECKOro  COCTOAHMA  AO0KYMeHToB. [lpu
0bHapyXeHnn aedeKToB COCTaBAACTCA aKT; yCTpaHeHNe 0BHapYKeHHbIX 4edeKTOB NPOBOAMTCA CUAaMM
opraHusauuu.

Mepegaya Aen NpPoBOAMTCA B rOCyAapCcTBEHHOM (MyHUUMNANbHOM) apxmMBe noeguMHMYHO. Ha Bcex
yeTblpex 3K3emnaapax onucen Aen, AOKYMEHTOB NPOCTaBAAOTCA OTMETKM O nNpueme gen.

Mpu nepsoit nepegaye AOKYMEHTOB B rOCYAapCTBEHHbIN (MyHUUMNANbHbIA) apxuB nepegaercs
ncTopmyeckana cnpaska K ¢oHay. Mpu nocneayrowmx nepesayax SOKYMEHTOB NepesaeTcs fONONHEHUE
K UICTOPUYECKON CripaBKe.

6.8. Mepepaya AOKYMEHTOB OPOPMAAETCA aKTOM Npuema-nepesadm AOKYMEHTOB Ha XpaHeHue
(npunoxkenne N 30), coctaBnaembim B ABYX 3K3emnaapax. OfMH 3K3emnaap oOcTaetca B



rocyAapCcTBeHHOM (MyHMUMMNANbHOM) apxuee, APYroin - B Mepedalollen opraHusaumm. Bmecte c
AOKYMeHTaMM nepeaaeTcsa TPU 3K3eMnaapa onucK Aes, 4OKYMEHTOB, B TOM YMCEe OAMUH B 3/1€KTPOHHOM
BuAae.

Ecam npu nepepsade O6HApPY)KEHO pacxoAeHWe MmeKAy WTOroBOM 3anucbio onucu Aaen,
JOKYMEHTOB 1 paKTUUYECKMM Hannunmem nepegasaemblix Aefn, B onNucK Aen, AOKYMeHToB odopmaseTca
HOBaA UTOroBas 3anucb, B KOTOPOM YKa3blBaloTCA GpaKTUYECKoe Hanmume Aen U HoMepa OTCYTCTBYIOLLMX
aen. Homepa oTcyTcTeyolmMX Aen GUKCUMPYIOTCA B aKkTe npuema-nepenayn Aen Ha NOCTOAHHOeE
XpaHeHMe, NpUYMHbI OTCYTCTBMA Jen - B MNpuaaraeMol K akTy npuema-nepenaym Cnpaske,
noAroToBNEHHOM opraHu3aume.

ApXuB opraHnsauum NpUHUMaET Mepbl NO PO3bICKY Aen. Ha oTcyTcTByloLWME AOKYMEHTbI U AeNna,
Mepbl MO PO3bICKY KOTOPbIX He JanuM pe3ynbTaToB, COCTaBAAETCA aKT 06 yTpaTe [AO0KYMEHTOB
(npunoxkeHue N 6). YTpauyeHHble NOAANHHUKU AOKYMEHTOB MOTYT 6bITb 3aMEHEHbI UX KONMUAMMU.

VII. NEPEJAYA AOKYMEHTOB MNPU PEOPTAHU3ALIMWN U TMKBUAOALINNA
OPTAHM3AUMN, CMEHE PYKOBOAMWTE/TA APXUBA OPTAHU3ALNN

7.1. Mpwn peopraHusauuMM WAN AUKBUOALMM OpraHM3aumMmM nepejada W AanbHeillee
MCNONb30BaHNE AOKYMEHTOB PeopraHM3yemoin WauM AUKBUAUPYEMOWN OpraHM3aLun OCYLLECTBAAETCA B
COOTBETCTBMU C 3aKOHOAaTeNbcTBOM Poccuiickoit Peaepaunn.

Mepegaya AOKYMEHTOB /IMKBUMAMPYEMOW OpraHuM3aumm BXOAUT B 06A3aHHOCTb KOMUCCUM,
obpasoBaHHOW oA Nepeaadn 4en u UMyLLEecTBa.

Mpn  AWKBUZAUMM  OpraHM3auMih -  UCTOYHMKOB  KOMMIEKTOBAaHWUA  rOCYAapPCTBEHHbIX
(MyHMUMNANbHBIX) apXMBOB B COCTaB J/IMKBMAAUMOHHON KOMWMCCMM BKAtOYAETCA npeacTaBuTeNb
rocyZapCTBEHHOro (MyHMLMNAAbHOMO) apXUBa.

7.2. Mpu cmeHe pPyKoBOAMTENA apxvMBa OpraHvM3aumm (nMua, OTBETCTBEHHOINO 3a apXvB
opraHusauun) npuem-nepesada JOKYMEHTOB apXMBa, YH4ETHOIO U Hay4YHO-CMPABOYHOTO anmnapaTta K HUM
OCYLLEeCTBNAETCA MO aKTy.

MpunnoxkeHme N 1
K n. 2.37 Mpaswnn

HammMmeHOBaHME OpraHMn3almnum

KAPTOUKA IOCTEJUJIAXHOT'O
TONOTPAOUUECKOT'O YKABATEJSA <*>

CTEJUIAX N XPAHWMIIVIIE N




LWkad N

Monka N

doHa N

Onucb N

Ea. xp.c N

noN

MpumevaHue

dopmat A6 (148 x 105 mm)

<*> KapTOLIKVI NOCTENNIAXKHOTO TOI'IOl'pa(bVILIECKOI'O YKa3aTtena CoOCTaB/IAOTCA Ha Ka)'Kﬂ,blﬁ ctennax n NpUKpenArTCA Ha TOpLI,eBOﬁ CTOpPOHE CTennaxa.

HammveHOBaHMe opraHM3aLun

KAPTOUKA IIOQPOHIOBOI'O

TOIIOT'PASUMUECKOI'O YKABATEJIA

®OHI N

HazBaume ¢oHIa

<*>

XPAHWIIMIIE N

Onucb

Ea. xp.cN

noN

Crennax N

Wkap N

Monka N

MpumeyvaHu
e

MpunnoxkeHne N 2
K n. 2.37 Mpasun






dopmart A4 (210 x 297 mm)

<*> KapTouku nodoHA0BOro tonorpadMyeckoro ykasaTena COCTaBAAIOTCA Ha Kaxaplit ¢oHa u
pacnonaratoTca B nopagKke Homepos GoHAOB.

MpunoxkeHne N 3
K n. 2.43 Mpasun

HammMveHOBaHME OpraHMn3almnum

AKT YTBEPXIIA
N PyxkopomuTesnrs opraHm3alLumU
IIPOBEPKM HAJIUUMI
M COCTOAHMSA APXMUBHEX IOOKYMEHTOB [loonmce PacumppoBkra
IOINNCHU
®oHnm N ITaTa
HasepaHue odoHIa
Homepa omnmcen
[IlpoBepka OpoBOIMIIACH C 1o
[IpOBEPKOM YyCTaHOBJIEHO:
1. UmcamTcsa 1o OnMcAM Oej en. xp.
(koJIMuecTBO)
2. BHISBJIEHE TeXHUUEeCKHue OHH/I@KM:
2.1. VmMmewnTcHa JMUTEpPHBIE HOMepa:
a) He YUTEeHHEEe B MTOT'OBOM 3alMCHU en. xp.
(koJIMuUecTRBO)
©) He IepeuMrCJIeHHBle, HO YyYTeHHEHE
B MTOTOBOM 3alMCU en. xXp.
(koJIMUecTRBO)
2.2. TlponylleHO HOMEPOB:
a) He YUTEeHHEX B MTOTOBOM 3BalMcCHU en. xp-
(koJIMuecTBO)
©) He IIepeuMuCJIEHHBIX, HO YYUYTEHHBIX
B MTOTOBOM Balmucu en. xp.
(koJmMuecTBO)
2.3. IOpyrue, B pe3yJjibTaTe UYeI'o O0BeEM
YBEIUYMIICS Ha en. xp.
(komMuecTBO)
YMEHBIINUJICS Ha en. xp.
(xkonmuecTBO)
3. UmcamMTcsa O ONMCHAM B pes3yJbTaTe
YCTPaHeHMSa TEeXHUUECKUX OWMOOK en. xp.
(koNIMUecTBO)
4. He okxazsajioCb B HaJIUuUU en. xp.
(koJIMuecTBO)
5. NMeeTcsa B HaJMUMM IO OaHHOMY OGOHIY
(BKJIIOUEHHEIX B OIIMCH) en. xp.
(koJNIMUecTBO)
13 HUX TpeOynlMX:
a) nesumHbekUUMU en. xXp.
(koJIMuecTBO)

6) Hes3MHCEeKLUMN em. xp.




(koIMuUecTBO)

B) pecTaBpalumn en. xp.
(komMuecTBO)
MpoaonxeHne npmnoxerHna N 3
K n. 2.43 Mpasun
T') HepemnjieTa WUIM IOOUMBKU en. xp.
(komMuecTBO)
II) BOCCTAHOBJIEHUS 3aTyXallVX TEeKCTOB en. xp.
(koJIMuecTBO)
€) HeUCIpPaBMMO I1OBPEeXIEHHEIX en. xp.
(koJIMuecTBO)
6. VMeeTcs He BKJIIOUEHHBIX B OIMUCHU en. xp.
(koNIMUecTBO)
7. VToTro moO maHHOMY OQOHIY (BKJIIOUEHHEIX M He BKJIIOUEHHBEIX B OIMCHU) ,
MMerIMMXCAa B HaJIMUMM en. Xp .
(koJIMuecTBO)
8. XapakTepuCTHKa YCJOBUM XpaHEHUI
[IpOBEPKY NPOMU3BOAUIIN :
HammeHOBaHUE
IOOJDKHOCTEM
PabOTHUKOB [Momnmcm PacumppoBKka nomnmcem

HavMeHOBaHMe opraHm3aluu
AKT

N

O TeXHMUECKMUX ommbkrax
B YUYETHBIX IOKYMEeHTax

®oHnm N

HasepaHue odoHIa

dopmat A4 (210 x 297)

MpunoxkeHue N 4
K nn. 2.43, 3.15 lMpasun

YTBEPXIAIO

PyxkopomuTesp OpIraHM3aLUUMU
[Noonmce PacumppoBkra

MIOONMCU

ITaTa

B xXome BHIIOJIHEHUSA

omMOKM B 3alMCHax

O6Hapy>KeHbI TEXHNYECKHUE




Ha3BaHue AOKYMEHTa CYLLI,ECTByI-OIJJ,aFI 3anncb CJ'IEAVET 3anncaTtb
1 2 3
B pesynbTare KOJIMYECTBO E€OMHMIL XpaHeHuda YBEeJIMUMIIOChH (YMEHBIMIIOCE )
Ha en. xp.
(umdpamMm, OPONUCHI)
[MpuMmeuaHmAa:
HamMeHOBaHME HOOJDKHOCTHU paboTHMKA Momnmce PacumppoBka NOONUCH

VIzMeHeHUS B YUYeTHEIEe ITOKYMEHTEI BHECEHEL

HamMeHOBaHMe IOOJIKHOCTMU
paboTHMKA apxXubBa

HammveHOBaHMe opraHM3aLUMn
AKT

N

Iloonuce

PacumppoBka NOONUCU

YTBEPXIAIO

PykoBomuTesbs opraHM3alLumu

dopmat A4 (210 x 297 mm)

MpunoxkeHne N 5
K nn. 2.43, 3.15 MNMpasun



06 OOHapyXeHUM IOKYMEHTOB Ilomnmce Pacumbpporka
(He OTHOCAIIMXCHA K IaHHOMY (_I)OH,D;y, InoOnmncum
HEeYyUTEHHBIX )
IDaTa
B xome
(Bn pa®oTH)
OOHapPyXEeHO
(B doHnme, xpaHMIMIle, paboueM IIOMEUEHUN)
N n/n | 3aronosok ea. | Lndp (ecam | KpaitHue gatbl | Koanyectso K Kakomy MpnmevaHua
Xp. ecTb) incTos doHay
(06bem, M6) oTHocUTCA

1 2 3 4 5 6 7

MToro o6Hapy>KeHo IOJOKYMEHTOB IJOKYMEHTOB

(umbpamMmy ¥ NOPONUCHI)

HamMeHOBaHME IOOJDKHOCTHM pPabOoTHUKA [Nopgnuce Pacumbporka NOOONUCHK
/I3aMeHeHMAa B y4YeTHBEE IOOKYMEHTHl BHECEHEI

HamMveHOBaHME IOOJDKHOCTU

paboTHMKa apxuBa [Mononucse Pacumpporka

jafepisnszierss

dopmat A4 (210 x 297 mm)



HammveHOBaHMe opraHM3aLuMn
AKT

N
06 yTpaTe IOOKYMEHTOB

®oHnO N

YTBEPXIAIO

PykoBomuTess opraHM3alLumu

I[lopnmce

ODaTa

Pacumbpposka

nongrimcum

B pesynbTare

(HasBaHme o¢oHzma)
YCTAaHOBJIEHO OTCYTCTBME B QOHIEe

IIepedrMCIIEHHBIX HIVIXe nei, npedrnprHATeIE APXMBOM MEPEI I10 PO3EICKY oeJl
IIOJIOXUTEJIbHBEIX Pe3yJIbTaTOB He najlM, B CBA3M C YeM CUMTaeM BO3MOXHBEIM CHATB C
yyerTa:
Nn/n| Onnce N | Ea. xp. 3aronoBokK ea. Xp. KpaiiHue patbl| Konuuectso |[Mpeanonaraembie
N ncTos NPUYUHbI
(o6bem, M6) OTCYTCTBUSA
1 2 3 4 5 6 7
Toro en. Xp.
(umbpamMm M NPONUCHI)
Conepxaﬂme YTPadYEeHHEIX JOKYMEHTOB MOXeT OBITHb YJaCTMUHO BOCIIOJIHEHO

crylienyromyMm en. Xp. @

HamMeHOBaHMe IOOJIKHOCTM
PYKOBOOMTEJA apxuba
(IMua, OTBETCTBEHHOI'O 3a

(HoMmepa en.

apXxXuB)

" UX T'PYIIIIOBEHE 3aTOJIOBKI)

I[loonmce

Pacumpporka nomonmcu

MpunoxkeHne N 6
Knn.2.44,3.15,4.32, 6.8 Mpasun



COTJIACOBAHO <*>

[IpoTokos JIK apxXMBHOI'O y4YpeXIeHUHd

oT N

VI3MeHeHMa B yUeTHHE IOOKYMEHTEl BHECEHEI

HamMeHOBaHMEe IOOJIXKHOCTU
paboTHMKa apxuba

COTJIACOBAHO

[IpoToxkos LSK (9K) opraHmszaumum

oT N

omnmcse Pacumpporka nomnmcu

<*> Ec/nun He O6HapY)KeHbI Aena NoCToAHHOIo XpaHeHuA.

HammveHOBaHMe opraHM3aLun

KAPTA-3AMECTUTEJIb IEJIA

Ilejio

(N 1 HaszBaHMue)
Onmco

(N 1 HazBaHUue)
QOHL

BelmaHO BO BPEMEHHOE II0JIb30OBaHME

(N 1 HaszBaHMe)

(UuMTaNbHBEIM 3aJ) :

N ®.1.0. nonb3oBaTens
n/n

[ata Bblgaum

[aTta
BO3BpaTa

Moanucb
BblAaBLLEro AeNo

Moanucb
NoNy4YMUBLLETO

dopmat A4 (210 x 297 mm)

MpunoxkeHne N 7
K nn. 2.47 Mpaswun



aeno

JMCT-3ABEPUTEJIL IEJIA N

B mejie mOOmmMTO M IIPOHYMEPOBAHO JIMCTOB
(umbpamMy M NPONUCHIO)

c N no N , B TOM UMCJIE:
JIMTEPHEIE HOMepa JIMCTOB

IIPOIIYIIEHHBIE HOMepa JIMCTOB

+ JIMCTOB BHYTpeHHeﬁ Oonmcum

Ocob6eHHOCTU GU3NYECKOTO COCTOSHUA U GOPMUPOBAHUSA Aena Homepa nucros

1 2

HamMeHOBaHME IOOJIKHOCTU

dopmat A4 (210 x 297 mm)

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



paboTHMKA

IlaTa

HaumveHOBaHMeE OopraHMn3alunmn

®oHno N

Iloonmce

PacumppoBka MOOOIMUCHU

JIMCT MNCIIOJIB3OBAHUA HOOKYMEHTOB

Onmce N

3aroJIOBOK Hejia

Oeno N

[aTta Komy BblgaHo: XapaKtep Ucnosib30BaHmA N Moanucb nnua,
MCNosb3oB | GamMUAMA, MHULMANbLI | (KONMPOBAHWE, BbIMUCKK, | UCMO/Ib30BaHHbI | MCNO/Ib30BABLUENO
aHus (paszbopumBo) npocmoTp) X INCTOB neno
1 2 3 4 5

dopmat A4 (210 x 297 mm)

MpunoxkeHne N 9
K n. 2.47 Mpasun

dopmat A4 (210 x 297 mm)



HammMveHOBaHMe opraHM3aLuUn

AKT

N

O BBHIDIAQUE IIeJI BO BPEMEHHOeEe II0OJIb30BaHMe

(HaMMeHOBaHME OpPTaHM3aLUM,
ee azpec, I[OYTOBLIM MHIEKC)

OcHOBaHUe

IOsg Kakoy LejM BHIalTCca en. Xp. u3 ¢oHma N
(HazBaHue QoHna)
N n/n |Onuce N| Ea. xp. | 3arosioBoK ea, KpaHue | Konnuyectso nncTos, MpumeyaHue
N Xp. Oatbl dopmar (0bbem,
M6)
1 2 3 4 5 6 7
Bcero BrimaeTcsa en. xXp.,
(umbdpaMy M NPONUCHIO)
CPOK BO3BpalleHUA .
ﬂena BEBEIIAHBL B YIIOPAIOOYEHHOM COCTOAHUM, IIOOWMTHI, B O@HOXKaX, C

IIPOHYMEPOBAHHEIMM JIMCTaMM U

3aBEepPUTEJIbHEIMM HaOIllMCAMU -

MonmyuaTenb o0g3yeTcs He MNPenoCTaBJIaAThL Iejla, I[IOJIyUdeHHBEE BO BPEMEeHHOoe
NoJb30BaHye, T[OCTOPOHHMM JIMilaM,

CIIpPaBoOK, He nyOJIMKOBATH

nejia.

[lontyuaTesb o06083yeTcsa BEPHYTH

HEe BEIIaBaATh 10 HVIM

IOOKYMEHTH ©0e3

KON,

BEI[IMCOK U

paszpelleHrsa opraHM3aluM, BHIOABIIEN

mejia B apxXMB OpTaHM3alUMMy B yKABaHHHBIN B

Mpunnoxxenne N 10
K n. 2.46 Mpasun



axKxTe CpoOK.

MpoaonxeHne npunoxkeHna N 10
K n. 2.46 Mpasun

MonyyaTesb npenyrnpexneH o]} OTBETCTBEHHOCTHM IIO 3aKOHY B CJlydae YyTpaTEl
Iy IOBPEeXOEeHMA IIOJIYYEHHBIX BO BPEMEHHOE IIOJIb3OBaHME IIeJl.



HamMeHOBaHME IOOJIXKHOCTU
PYKOBOIOMTEJIA OpTaHmM3alumn,
BBEIDAIMIEN nOeJia

[loonmce Pacumbpporka
NOONUCH

IDaTa
[levaTes opraHM3aLUMU

HamMeHOBaHME IOOJIXKHOCTM
pyKOBOOMTEIA
OpraHM3alun—II0JIydaTe lq

[Homnmce Pacumbpporka
IOININCHU

IDaTa
[levaTes opraHM3aLVMU

dopmat A4 (210 x 297 mm)

MpunoxkeHne N 11
K nn. 3.6, 3.15 Mpasun

(HaMMeHOBaHMEe OopIraHM3aluM)

(Ha3BaHME apxyBa OpPIaHM3aALUMN)

ydyeTa IIOCTYIIJIEHMA U BEIOBITHU S neJjl, IOOKYMEHTOB

dopmart A3 (297 x 420 mm)

MpopgonxeHue npunoxkeHmna N 11
K nn. 3.6, 3.15 Mpasun



N [arta HanmeHoBaHue | HaumeHoB | Hassa oAbl Buga MocTynneHne onncaHHbIX | BblbbiTe onncaHHbIX | HeonucaHHbIx | Mpumey
n/n | noctynn opraHmsaumm aHue, HME U | NOCTYNMB | HOCUTE OOKYMEHTOB OOKYMEHTOB aen, aHue
eHnAa un (cTpyKTYypHOTO HOMEp U | HOMe | WKux uam | nsa <*> OOKYMEHTOB,
BbIObITU | NoApasaeneHus, nata p BbIObIBLL Konnuecrso ea. xp. Konunyectso ea. xp. JINCTOB
A Mla, apxmBa), oT | AOKYMeHTa | GOoHA, nx
LOKyMe KOTOPOI , o a LOKYMEH nocToAa | BpemeH no nocto |Bpeme| no | NOcTy | BbiGbI
HTOB noctynuam (vam | Kotopomy TOB Mo HHOTO HOFO | /INMHO | AHHOT | HHOTO | IMYHO | MUNO no
BbIObINN) nocTynuan onucu XpaHeH | (cBbiwe my o (cBblw | my
LOKYMEHTbI U ma 10 neT) | coctaB | xpaHe | e 10 |cocTaB
BblObIN y HK1A ner) Yy
DOKYMEHT
bl
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16
VToro B Tonoy IIOCTYIIMJIIO ern. Xp., B TOM UMCJIe: Ha

OyMaxHOM HOCUTEJIEe

(umdpamMm ¥ MNPONMUCHI)
, DIJIEKTPOHHHIX

(umbpaMm M NPONUCHIO)

ayOMoOIOKYMEHTOB

BEIOBLIIO

(umdpamMm ¥ MNPONMUCHI)
IIOKa3EBalTCsA pas3lellbHO MTOTOBbHE HaHHBE II0 I'padam 8,
B TOM dYMCJIe:

en.

(undpaMm M OPONMUCHIO)

BUIOECOIOKYMEHTOB

Xp .,

y OJIEKTPOHHEIX

(umdpaMm M OPONMUCHI)
ayOMOIOKYMEHTORB

(undpamMm ¥ OPONIMUCHI)
[IOKa3EBATCsA Pa3IesjIbHO MTOTOBBIE HaHHBE [0 Trpabam 11,

HammMeHOBaHMe »OOJIXKHOCTM JIMLE,

COCTaBUMBIIET'O MTOTI'OBYIO I'OIOOBYI 3allliChb

4

(umbpaMy M MNPONMUCHIO)

?HM@paMM U TPONUCHI)

9, 10, 14 xuuru;

Ha OyMaxXHOM HOCHUTEeJIe

(umdpaMyt M HOPONMCHEI)
BUIOEONOKYMEHTOB

I[Toonuce

(urdpaMr ¥ OPONUCHIO)

12, 13, 15.

PacumppoBka NOONUCK




HamMeHOBaHME OOJIXHOCTM PYKOBOOUTEIA apxmpea llognmchs Pacumbpporka nomnmcu
(MmMua, OTBETCTBEHHOTO 3a apxmuB)

ITaTa

<*> B rpade ykasbiBaetcs BuA, HocuTena (BH - goKkymeHTbl Ha 6ymaxkHom HocuTene, 3 -
3NEKTPOHHbIE AOKYMEHTbI).

dopmat A3 (297 x 420 mm)

MpunoxkeHue N 12
K nn. 3.6, 3.15 Mpasun

HammveHoOBaHMe opraHM3aLUMn
CIIMCOK ©OHIIOB

ToMm N

Hauat

OKOHUEH

dopmat A4 (210 x 297 mm)

MpoaonxkeHne npmnoxerHna N 12
K nn. 3.6, 3.15 Mpasun



N [ata nepsoro | HasBaHue poHAaa OTmeTKa o BbIbbITUK POoHAA MpnumevaHue
¢doHaa nocTynaeHus
AOKYMEHTOB Kyaa Bbibbin Aatan N
doHaa OOKYMEHTa, Ha
OCHOBAHUU
KOTOPOro Bbl6bIN
1 2 3 4 5 6
Ha 01.01. Troma B CIMCOK BKJIOUeHH QOHHOE C N nmo N
"3 CIIMCKa MCKIIIOYEeHBL @OHHH c N no N .

Bcero xpaHmuTCAa B apxmube

GoOHOOB, M3 HUX:

(umbpamMy M NPONUCHI)

(umdpaMm ¥ MNPONMCHI)
Homepa cBOOOInHEE:
HomMmepa BHIOHIBUIME (IepelaHHHE) :
HavMeHOBaHME IOOJIKHOCTU
paboTHMKa apxuBa, COCTaBUBIIEI'O
TOOOBYI MTOTOBYI 3allMChb lognmchb
HammMeHOBaHME IOOJIXKHOCTU
PYKOBOIOMTEJNSA apxXUBa

(JMila, OTBETCTBEHHOTO 3a AapPXUB) NoOnmch

IHaTa

comepxarT ocob0O LeHHBEE neja.

PacumdpoBKa IOONUCU

PacumppoBka MOOONIMUCHU

dopmat A4 (210 x 297 mm)



JMCT SOHIA N

(MecToHaxoxmeHve GoHIa
(HaMMeHOBaHME OpTaHM3alLuM,

Tne xpaHuTca GOHI) )

(DaTa mepBOTO MNOCTYIJIEHUS
OOKYMEHTOB GoHIA)

KpaliHue AaTbl Kaxaoro Ha3BaHus

HassaHue ¢oHaa

MpunnoxeHne N 13
K nn. 3.6, 3.15 Mpasun

doHaa
1 2
1. YueT HEONMCAHHBEIX IOOKYMEHTOB
JaTta | HasBaHue, N 1 gata 4OKYMEHTa, MoctynneHwne BbibbiTHE Hanunuune
3anucu Nno KOTOPOMY MOCTYNUAU UK (ocTaToK)
BbIObIAN OOKYMEHTbI
Konwnuect | KpaitHue | Konnuect | KpaiiHue Bcero aen
BO Aen narbl BO Aen Anarbl
1 2 3 4 5 6 7
2. YueT OINMCAHHHEIX IOOKYMEHTOB
[aTa Homep lopg HasBaH | MNocTtyn BbibbiTHE Hanunume (ocTtaToK)




3anucu | onucwm me nno ea. | Konnue | OcHosa | B tom uuncne no | Koanue B Tom umncne:
aen onucun Xp. cTBO ea.| Hue onuncam, CTBO ea.
nUnm Xp. BbIObITU | YTBEPKAEHHDIM Xp. NOCTOAHHOrO XpaHeHuA no An4Homy
aHHOTa a ANK cocTasy
umm (Ha3BaH N .
Konunue | KpaiiHm M3 HUX NO KOJIn4ye | KpalHu
DOKyme ne,
HTOB nara, N CTBO eA. | e Aathl onucam, CTBO eA. | e AaThbl
noKyMe Xp. ef. Xp. | YyTBEpPKAEHHbIM Xp.
MK
HTa)
Konunue | KpaitHu Ko/n4e | KpaiHu
cTBO eA. | e aatbl CTBO eAl. | e aaTbl
Xp. Xp.
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16
dopmat A4 (210 x 297 mm)
MpunoxkeHne N 14
K nn. 3.6, 5.5 Mpasun
HammeHOBaHME oOpTraHM3alumn YTBEPXIA

®oHnm N

OINCh N
OeJl IOCTOAHHOI'O XpPaHeHUud
3a ron

PyxkopomuTesb OpI'aHM3aLUU
[Momnmce Pacumbpporka

[IOOINNCH
IDaTa



N n/n MHpaeKc gena 3aros10BOK Agena KpanHue aatbl Konnyectso MpumevaHue
anctos
1 2 3 4 5 6
HasBaHue pasgena
B DaHHEM pas3mejl ONMCK BHECEHO nei,

c N

JINTEPHEIE HOMEPA:

(umbpaMm M HOPONMCEIO)

IIPOIIYyLIEeHHEIE HOMEpPa:

HamMeHOBaHMe IOOJIXKHOCTU
COCTaBUTEJNIA ONUCHK

HavMeHOBaHMe IOOJIXHOCTU
PYKOBOIMTEJIA apxXusa
(1Mua, OTBETCTBEHHOTO 3a apxXuB)

COTJIACOBAHO

[IpoToxkos LBK (39K) opraHmzaumum
oT N

HammveHoBaHMe OopraHMn3alumn

no N , B TOM UMCJIE:
lNomnmcse Pacumpporka nomnmcu
lMomnmcse PacumppoBka NOONUCK

YTBEPXIOEHO

[IpoTokon 3K apxXMBHOTO YyUYpEeXIEeHUS

oT N

YTBEPXIAIO

dopmat A4 (210 x 297 mm)

Mpunnoxenne N 15
K nn. 3.6, 5.5 Mpasun



®oHnm N

PykoronouTesib OopraHMn3almmn

OIlCh N Homnmce Pacumbposxa

IoeJyl IO JMYHOMY COCTaBy IOONMUCHU

3a Ton ODaTa

N n/n NHpekc 3aronoBok KpaliHue CpokK xpaHeHwuA Konnyectso | Mpumevanu
aena aena naTbl JINCTOB e
1 2 3 4 5 6 7
B HmaHHEI pasnell ONMCHU BHECEHO nesn,
(umbpamMyt ¥ NPONMUCHI)

c N no N , B TOM UMCJIE:

JIMTEPHBIE HOMEpa:

IPpONyUEeHHEEe HOMepa:

HamMeHOBaHME IOOJDKHOCTU

cCoCTaBUTEJIA OINUCU MNononuce Pacumpposka nomnmucu

HammMeHOBaHME IOOJDKHOCTU

PYKOBOOMTENS apxuBa (Jauua,

OTBETCTBEHHOT'O 3a apxuB) Mononucse Pacumpporka nomnmucu

COT'JIACOBAHO COTJIACOBAHO

[IpoToxon L3K (3K) opraHmszauum [lpoTokos 3K apxXMBHOTO ydYpeXIeHUSd

oT N oT N

dopmat A4 (210 x 297 mm)



HammMveHOBaHMe opraHM3aLuUn

MpunoxkeHne N 16
K nn. 3.6, 5.5 Mpasun

YTBEPXIAI

donnm N PykopomuTesib OpIraHM3aLUU
OIlCb N Momnmce Pacumbposxa
neJ BpeMeHHHX (ceouue 10 JjeT) MNOINNCHU
CPOKOB XpPaHeHUHA HaTa
3a ron
N n/n NHaekc 3aronoBok gena | KpaHue aatbl | CpoK XpaHeHuUA Konunyectso | MNMpumeyaHu
Aaena JINCTOB e
1 2 3 4 5 6 7
B IaHHEM pasnesl ONMCM BHECEHO neJ,

(umbpaMy M MNPONMCHIO)

c N no N

; B TOM UMCJIE:

JINTEPHEIE HOMEPA:

IIPOIIYyLIEeHHEIE HOMEpPa:

HamMeHOBaHMe IOOJIKHOCTMU

coCTaBUTEJId OIINMCHU [lopgnuce

HauMveHOBaHME OOJDKHOCTU
pyKOoBOOMTEJNA apxmupa (Jamua,

OTBETCTBEHHOTO 3a apxXUB) llomnuce
COTJIACOBAHO

[IpoToxkos USK (39K) opraHmzaumum

oT N

Pacumpporka nomnnmcu

Pacumpporka nomnmcu

dopmat A4 (210 x 297 mm)



HammveHOBaHMe opraHM3aLuUMn

YTBEPXIAI

donnm N PykopomuTesib OpIraHM3alLUU
[Momnmce Pacumbpporka
OIlMChH N NOINNCHU
BJIEKTPOHHEIX IeJl, HOOKYMEHTOB HaTa
IIOCTOAHHOTI'O XPaHeHUA
3a ron
N n/n UHaekc pena 3aronoBok gena | KpanHue gatbl 06bem, M6 MpumeyaHus
1 2 3 4 5 6
B HmaHHE pasnesl ONMCU BHECEHO nes,
(umbpamMmy ¥ NPONUCHI)
c N no N
(umbpaMy M NPONUCHIO) (umbpaMy M MNPONMUCHIO)
oOBeEMOM MO .
HamMeHOBaHME IOOJDKHOCTU
coCcTaBUTEJIA OINUCU MNononuce PacumppoBka nomnmucu
HammveHOBaHME IOOJDKHOCTU
PYKOBOAOMTENS apxmuBa (auua,
OTBETCTBEHHOT'O 3a apxuB) Mononucse Pacumpporka nomnmucu

COTJIACOBAHO

YTBEPXIEHO

MpunoxkeHne N 17
K nn. 3.6, 4.19, 5.5 MNMpasun



[IpoToxos USK (9K) opraHmzaumum

oT

N

oT

[IPVMJIOXEHME K OIIMCU N

SJIEKTPOHHEIX nOej,

IIOCTOAHHOTI'O XPaHeHUud
3a ron

PeecTp IOOKYMEHTOB

IJOKYMEHTOB

N

[IpoTokos SIK apxXMBHOT'O yUYpPEeXIeHUS

(KOHTEMHEPOB DJIEKTPOHHBEIX INOKYMEHTOB)

SJIEKTPOHHOT'O neJjia:

<*F>
N en. xp. IO ONMUCH Mumexkc npesa
3aroJIOBOK Heja
[aTta Per.N HanmeHoBaHMe AOKyMeHTa O6bem, M6 MpumeyvaHma

AOKYMEHTa AOKYMEHTa

1 2 3 4 5
HammveHOBaHMe IOOJDKHOCTU
COCTaBUTENIA ONUCHK I[Topnuce Pacumbporka NOONUCHK

dopmat A4 (210 x 297 mm)

MpoaonxeHune npunoxeHna N 17
K nn. 3.6, 4.19, 5.5 MNMpasun

dopmat A4 (210 x 297 mm)



<*> CocTaBnaeTcs Ha Ka*X4o0e 3/IEKTPOHHOE Aeno.

Mpunnoxkenme N 18
K nn. 3.6, 4.19, 5.5 MNMpasun

HamMeHOBaHMe oOpTraHM3aluu YTBEPXIAI

doHnm N PykoBomuress opraHmM3alLumu
[Momonmce Pacumbpporka

OICh N NNoAnmcu

DJIEKTPOHHBEIX IeJl, LOOKYMEHTOB HaTa

BpeMeHHHEX (cBeme 10 JjieT)
CPOKOB XPaHEHUS

3a TOom
N n/n | UHaekc 3aronoBoK aena KpaitHue Cpok O6bem, M6 | MpumeyaHua
Aena AaThbl XpPaHEeHUA

1 2 3 4 5 6 7
B DmaHHBIM pasnes ONMUCK BHECEHO nen,
c N o N

(umdpaMm ¥ OPONUCHI) (ubdpaMy M OPONMUCHI)

obBeMOM M6 .

HamMeHOBaHME IOOJDKHOCTU
COCTaBUTEJNIA ONUCHK [lopgnuce Pacumbporka NOOONUCHK

HavMeHOBaHMe IOOJIXKHOCTU



PYKOBOOUTEJIA apXMBa (nmuua,
OTBETCTBEHHOI'O 3a apXMB) Nognuce

COTJIACOBAHO

[IpoToxkos USK (9K) opraHmzaumum
oT N

[IPVMJIOXEHVE K OIMCU N
BJIEKTPOHHHIX IeJl BPEeMeHHBIX
(cereme 10 JjileT) CPOKOB XpaHEeHUS

3a balepis
PeecTp IOOKYMEHTOB (KOHTEMHEPOB 3JIEKTPOHHBIX
<*F>

N en. xp. IO ONMUCH
3aroJIOBOK HeJjia

PacumppoBka MOOOIUCHU

IOOKYMEHTOB) SJIEKTPOHHOT'O HeJjia:

VHOoexkc neJa

JaTta Per. N HanmeHoBaHMe AOKYyMeHTa O6bem, M6 MpumeyvaHua
OOKYMEHTa OOKYMeEHTa
1 2 3 4 5

dopmat A4 (210 x 297 mm)

MpoaonxeHune npunoxkeHna N 18
K nn. 3.6, 4.19, 5.5 MNMpasun



HamMeHOBaHME IOOJIXKHOCTU
coCTaBuUTeJId ONUCU Illoomnmco

<*> CocraBnseTca Ha KaXXgo0e 31EKTPOHHOE Aeno.

HammveHoOBaHMe opraHM3aLuUMn
PEECTP OIIMCEN

Hauat

OKOHUEH

PacumdpoBKa MOOIUCU

dopmart A4 (210 x 297 mm)

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

dopmat A4 (210 x 297 mm)

MpoaonxeHne npmnoxexHna N 19
K nn. 3.6, 3.11, 3.15 Mpasun



N N N HassaHue KonnyectBo gen B onucu Kpanhu | Konnue | Konnyec | Mpume
I'I/I'I d)OHLI,a onucum onucum € AaThbl CTBO TBO YaHune
NOCTOAH | BpEMEHHO no IMCTOB | aK3emnn
HOro ro (CBbILIJe NNYHOMY B ONUCU ApoB
xpaHeHu | 10 net) | cocTasy onucu
A XpaHeHUA
1 2 3 4 5 6 7 8 9 10 11
Bcero xXpaHUTCHS B apxuBe OonMMceMr, M3 HUX
(umdpamMm ¥ NPONMUCHI)
MMOCTOSHHOTO XPaHeHUs ,
(umbpamMy M NPONUCHIO)
BPEMEHHOT'O xpaHeHus (cBeme 10 JjieT) ,
(ubdpaMy M HOPONMCHIO)
10 JIMYHOMY COCTaBy ,
(umdpaMM ¥ NOPOIMUCHI)
B TOM UMCJIE€ IOCTYIIMJIO B Tomy onmucemn
(umbdpaMy ¥ OPONUCHI)
B TOM uUMCJIe BEIOBIJIO B rony OTIMCEN
(umbdpamMm ¥ NPONUCHI)

HamMeHOBaHME IOJIKHOCTMU paboTHMKA
apxmBa OpTaHM3alLUuK, COCTAaBMBIIETO
peecTp ONMCEN INognuce PacumppoBka NOONUCK

MNOANNCHU




HamMeHOBaHME IOOJIXKHOCTU
PYKOBOOIUTENA apxuea (aula,
OTBETCTBEHHOI'O 3a apXUB)
IOONMCU

IDaTa

YTBEPXIAIO

PYKOBOIMUTEJL OpPTraHMszaluu,
nepemamume OOKYMEHTE

[Ioonmce Pacumpporka
NOONNUCH
ITaTa IleuaThb
AKT
N

npreMa-rnepenauy apxMBHBIX
IOOKYMEHTOB Ha XpaHeHMe

Mopnmuce Pacumpporka nommnmcu

dopmat A4 (210 x 297 mm)

MpunoxkeHne N 20
K n. 3.15 Mpasun

YTBEPXIAI

PyxkoronuTesb opraHmszaumnum,
HpMHMMaDMeﬁ IJOKYMEHTEL

[Nonnmce PacumppoBkra
IOIINCHU
ITaTa
[leuaTs

(ocHOBaHMe Iepenmauu)

(HaBsBaHMe ImepenaBaeMoTro QoHIa)

cmaj,

(Ha3BaHMe opraHM3auuu,

a

epenamnuey IOKYMEHTEH)

IPUHATI

(HaBBaHMe OpraHMn3almn HpMHMMaDMeﬁ ﬂOKyMeHTH)
JOKYMEHTEI Ha3BaHHOTI'O @OHﬂa 12 HaquO—CHpaBOqHHﬁ arriapaT K HMM:



N n/n HasBaHue, Homep onucu Konnyectso Konunuyectso ea.| MpumedvaHua
IK3emMnsiapoB onncu Xp.

1 2 3 4 5
VToro HOpMHATO en. xp.
[lepenmauy OpPOMU3BEJINM: [lpyeM OpoM3BEJINM:

JOJIXHOCTB INognmce Pacumbpporkra JOJIXHOCTB IToonuco Pacumbposka
IOINNCHU jafedrfniziel’s
HaTa Oara

donny npucsoeH N

VI3MeHeHUs B YyUETHHE IOOKYMEHTHE BHECEHH.
JOJIXHOCTB Nomnmce PacumppoBKka NOONUCK

HaTa

dopmat A4 (210 x 297 mm)

Mpunnoxenme N 21
kK nn. 3.15,4.11, 4.13 Mpasun

HaumveHOBaHMeE OopraHM3alnmn

AKT YTBEPXIIAK
N PyxkopomomTesib OpraHM3alun




O BBIOEJIEHUM K YHUUTOXEHMUIO

APXVBHEIX IOOKYMEHTOB, Iloomnmce Pacumbpporka

He Hnomjiexammrx XpaHEeHMO NOANMCHU
IDaTa

Ha ocHoBaHuM

(HaSBaHI/Ie VI BEIXOIOHEBIE IIAaHHEIE II€pedYHA HNOKYMEHTOB C YKa3aHUeEM

CPOKOB MX XPaHEHUS)
OTOOPaHE K YHUYTOXEHMIO Kak He VMelIMe Hay4YHO-MCTOPMYECKOM LIEeHHOCTHU U
YyTpaTuBlMEe IIPAaKTUUECKOEe 3HadeHMe IOJOKYMEHTEI @)OH;E[a N

(HazBaHMe GQoHIa)

N 3aronoBoK aena loabl Homep | Homep ea. | Konnyect Cpoku Mpumeya
n/n | (rpynnoBoi 3aronoBokK onucu Xp. no BO ef. XpaHeHUsa n Hue
OOKYMEHTOB) <*> onucu Xp. HOoMepa cTaTen
no nepeuyHto

1 2 3 4 5 6 7




NToro en. Xxp.

(umdpamMm ¥ NPONMUCHI)
Onmcu nOeji NOCTOAHHOTO XPaHeHud 3a

3a T'OHOEI.

Tomel yTBepxneHs OJIIK

(HaMMEeHOBaHME APXUBHOTO YUYPEXIEeHMUS)

(MPOTOKOJI OT N

)

HamMeHOBaHME IOOJIXHOCTU
PYKOBOOMTENA apxuba (namuua,

OTBETCTBEHHOTO 3a apxuB) Ioanuceb
COTJIACOBAHO

[IpoTokosi 2K (9K) opraHmzauuu

oT N

<*> MMpn BbIAENEHUN K YHUUTOMKEHWUIO OOKYMEHTOB
opraHusauum rpadsbl 4, 5 He 3aN0NHALOTCA.

IOKYMEHTEl B KOJIMUECTBE

PacumppoBka noonmcu

npun NoAroToBKke Aen K nepegadye B apxus

MpoaonxeHne npmnoxerHna N 21
K nn. 3.15,4.11, 4.13 Mpasun

emn. xp.:

- Ha OyMaxHOM HOCHUTEJIE BeCOM

KI' CIOaHEBL

Ha YHUUYTOXEHME;

— Ha OSJIEKTPOHHOM HOCHUTEJIE€ CIHOaHBl Ha YHUUTOXEHUE

(crntoco® YHUUTOXEHMS)

HayMeHOBaHME HOOJDKHOCTM paOOoTHMKA,

CIOaBlIETO IOOKYMEHTEI I[lonmnmce PacumppoBkra nomnmcu
IDaTa
V3MeHeHMS B ydYeTHBE IOKYMEHTE BHECEHH.
HamMeHOBaHME IOOJDXHOCTM paboTHMKA
apxmBa, BHeCHero M3MEHEHUA
B yUEeTHEE INOKYMEHTEL [Noponuce PacumppoBka nomonmcu
IDaTa
dopmat A4 (210 x 297 mm)
MpunoxkeHue N 22
K n. 3.15 Mpasun
HamMeHOBaHMe opTraHM3alum
AKT YTBEPXIAI
N PykopomouTesb opraHMU3alLuUmn

O HEVCIIPaBVIMEIX IIOBPEXIEHMAX
APXUMBHEIX ITOKYMEHTOB

[Nomnmce Pacumbpporka



IOOIMCHU
OaTa

QoHnm N

(HazBaHme ¢GoHIa)

B (I)OH,D:e oGHapyerm OJOKYMEHTEI, IIPM3HAHHEIE HEMCIIPAaBMMO IIOBPEXIESHHBIMU



N Onuceb | Ea. xp. N 3aronoBoK KpanHue aatbl Konnyectso CywHoCTb 1
n/n N noBpeXaeHHbIX ed. Xp. nnctos (06bem, NPUYUHBI
M6) noBpexXaeHun
1 2 3 4 5 6 7




VToro OOHAPYXEHO HEMCIPABMMO I[MOBPEXIEHHBIX

en. xp.
(umdpaMm M HOPONKMCHEI)
[lepeuncyieHHEE €. XpP. OOAJeXaT CIOMCaHMIO BBULY:
HavMeHOBaHME IOOJIXKHOCTU
PYKOBOOMTENA apxupa (iamua,
OTBETCTBEHHOTO 3a apxuB) [Nomnmcso PacumppoBka noonmcu
COTJIACOBAHO COTJIACOBAHO <*>
[IpoTokosi 2K (9K) opraHmzauuu [IpoTokos 3K apxXMBHOTO ydYpexXIeHUSd
oT N oT N
VIsMeHeHMA B ydeTHEEe HOOKYMEHTH apXMBa BHECEHH.
HammeHOBaHME IOOJDKHOCTU
pPabOTHMKA, BHECWEerO M3MEeHEeHMA
B y4YeTHEE IOOKYMEHTEL [omnuce Pacumpporka nonmnmcu

ITaTa

dopmat A4 (210 x 297 mm)

<*> [1nA NOKYMEHTOB, BK/IIOYEHHbIX B COCTaB ApxmMBHOro ¢oHaa Poccuiickoli deaepaumu.

MpunoxkeHue N 23
Knn.4.11, 4.31 Mpasun

HamMeHOBaHMe opTraHM3alum

HammMeHOBaHME CTPYKTYPHOI'O
rnompasnesieHus

OIMChb N
neJ




N NHaekc 3aronoBoK aena KpaliHue aaTbl Cpok Konnyectso | MNMpumedaHue

n/n aena XpaHeHuna NINCTOB
<*>
1 2 3 4 5 6 7

HassaHmepasgena

B maHHYI0 ONMCBH BHECEHO nest
(umbpaMy M NPONUCHI)

c N no N , B TOM UMCJIE:

JIMTEPHEIE HOMepa:

NPONyUEeHHEIE HOMEpa:

HamMeHOBaHMEe IOOJIKHOCTM
pyKOBOJIV[TeJ'IH CprKTypHOI‘O

nogpasneiyieHnsa lomnmcse PacumppoBka NOONUCK
COTJIACOBAHO COTJIACOBAHO <**>
HamMeHOBaHME IOOJIKHOCTU [IpoTokoys 3K CTPYyKTYPHOI'O
pykoBOOMUTENA CJyXx0Oel IOY nonpasnesyieHus
[Momnmcse Pacumbpporka oT N

[Momnucwu

IlaTa




<*> Fpacba OMnyCcKaeTcAa B onncn aen NOCTOAHHOIO CPOKa XpaHeHUA.

<**> Tpu Hanuuum 3K CTPYKTYpHOrO NogpasseneHus.

MpogonxkeHne npmunoxerHna N 23
Knn.4.11, 4.31 Mpasun

[lepenan
neJt

(umbpaMy M MNPONMUCHIO)
n PerMCTPalMOHHO-KOHTPOJIBHEIX KapTOTEeK K IOKyMEeHTaM.
(umdpamMm ¥ NPONMUCHI)

HamMeHOBaHME OOJDXHOCTM paboTHMKA

CTPYKTYPHOTO HNOOpas3nejieHus lMoonmce PacumdpoBka NOONMCHU

[IpuuAan nen
(umdppaMm M HOPONMCHI)

n pPerMcTpauMoOHHO—~KOHTPOJIbHEIX

(umdpaMr ¥ HOPONKMCHI)
KapToOTeK K IOKyMEeHTaM.

HamMeHOBaHMeE IOOJIXHOCTU
paboTHMKA apxuBa [Homnmce PacumppoBKa MNOAONUCUK

IDaTa

dopmart A4 (210 x 297 mm)

MpunoxkeHue N 24
Knn.4.11, 4.31 Mpasun

HamMeHOBaHMe opTraHM3alum

dounm N

OlMnChb N
BJIEKTPOHHBEIX IeJl, HOOKYMEHTOB




N n/n NHaeKc 3aros10BOK Aena KpanHue pgatbl | O6bem, M6 | MpumeyaHus
pena <*>
1 2 3 4 5 6
HanmeHoBaHue pasgena
B DmaHHEM paslejl ONMCKM BHECEHO nei,

c N no N

(umbpamMy ¥ NOPONMUCHI)

obBeEMOM

HamMeHOBaHME HOOJDKHOCTU
pykrOoBOOUTEIJIA CTPYKTYPHOI'O
nompasnesyieHnd [Ioonuce

IaTa
COTJIACOBAHO
HavMeHOBaHME IOJIKHOCTU

pykoBoOOUTEJNA CJyXOel JOY

Illommnuce PacumppoBra
I[loonucum

M6 .

PacumppoBka noOnmcu

COTJIACOBAHO <**>
[IpoTokoys 3K CTPYyKTYPHOI'O
rnogpasieJieHnd

oT N




ITaTa

<*> [pada onyckaeTcA B ONMUCK Ae NOCTOAHHOIO CPOKa XpaHeHWs.

<**> Tpu Hanuuum 3K CTPYKTYpHOrO NogpasseneHus.

MpogonxeHne npmunoxeHna N 24
Knn.4.11, 4.31 Mpasun

[lepenan
nei
(umbpaMy M MNPONMUCHIO)
n PETUCTPALMOHHO—KOHTPOJIbHEIX KAaPTOTEek K INOKyMeHTaM,
(umdpamMm ¥ OPONUCHI)
o0OBEMOM M6 .
HammMeHOBaHME IOJDKHOCTM pa®oTHMKA
CTPYKTYPHOTO IHOOpaslesieHud [Momnmce PacumppoBka NOAONUCHK
[IpuuAan nen
(undpaMr ¥ OPONUCHIO)
n PerncTpPauMoOHHO—~KOHTPOJIbHEIX
(umbdpaMm M NPONMUCHIO)
KapTOTEeK K IOOKYMEHTaM, OOBEMOM MO .
HammMeHOBaHME IOJIKHOCTU
paboTHMKaA apxuea INomnmuce PacumdpoBKa IOIONMUCU
IaTa
dopmart A4 (210 x 297 mm)
MNpoaonxkeHne npunoxeHuna N 24
Knn.4.11, 4.31 Mpasun
[IPMJIOXEHVE K OIMCU N
BJIEKTPOHHEIX IeJl, IOKYMEeHTOB
PeecTp HOOKYMEHTOB (KOHTEMHEPOB DJIEKTPOHHEIX ITOKYMEHTOB) BJIEKTPOHHOTO IeJjia:
<*>
N enm. xp. no onmcu nnexc nesia

3aroJIOBOK meJia




JaTta Per. N HanmeHoBaHMe AOKYyMeHTa O6bem, M6 MpnmeyvaHua
OOKYMEHTa OOKYMEHTa

1 2 3 4 5

HammveHOBaHMe IOOJDKHOCTU
COCTaBUTENIA ONUCHK I[Topnmce Pacumbporka nomnmucu

dopmat A4 (210 x 297 mm)

CocTaBndAeTca Ha KaxKgoe INeKTPOHHOe aeno.

MpunnoxeHme N 25
K n.4.18 Mpasun

HaumveHOBaHMeE OopraHM3alnmn

HOMEHKJIATYPA IIEJI YTBEPXIAK
PyKOBOHMTeHb OopraHMn3alnmn
Ha ron Moonmce Pacumpposka
IIoOnmcum
IDaTa
NHaeKc 3aronoBokK gena Konnyectso | CpoK XxpaHeHuA u MpumevaHue
aena aen N ctaTtbu no
nepeyvHo
1 2 3 4 5




HassaHmepasgena

HavMeHOBaHMEe IOJDKHOCTU
pykoBOOMUTENA CJyxXxOel JOY
opraHu3alnmun

Bu3a PYKOBOIUTEJIA apxuBa
(Mila, OTBETCTBEHHOTO 3a APXUB)

COTJIACOBAHO

[IpoToxos L3K (3K)
oT N

IToonmce

COTJIACOBAHO

Pacumbporka NOONUCUK

[IpoTokos JIIK apxXMBHOT'O YyUYpEeXIeHUS

oT

N

WToroBasa 3amnuchb O KaTeropmax um KoJIudvecTBe nei,
rongy B OpraHM3alln

3aBE€IEHHBIX B

Mo cpoKam xpaHeHun

Bcero

B Tom ymncne:

nepexoaaLLnx

c oTmeTKo# "3MK"

3

4

MocTosiHHOrO

BpemeHHoro (cBbiwe 10 ner)

BpemeHHoro (go 10 net
BKJHOUYMTENBHO)

MpogonxkeHune npunoxeHna N 25
K n.4.18 Mpasun



NTOTO:

HamMeHOBaHME IOOJIXKHOCTU
pykoBOoOmuTesd CJyx0Oe I0OY llognmchb

ITaTa
TOTOBLHIE CBEIOEHMS [IepelaHb B apXUB.

HamMeHOBaHME IOOJDKHOCTU JIMLia,
rnepenaBuero CBeIeHUA lMomnmcse

IlaTa

HauveHOBaHME OopraHM3alnmn

HamMeHOBaHME CTPYKTYPHOTO
nonpasneJieHu s

HOMEHKJIATYPA [OEJI

Pacumbporka nomnmcu

PacumppoBka NOONUCK

Ha ronm <*>
NHAaekc 3aronoBokK gena Konnyectso CpoK xpaHeHuna un | [lMpumeyaHue
aena TOMOB (4YacTen) N cTaTbyu no
nepeyHto

dopmat A4 (210 x 297 mm)

Mpunnoxxenne N 26
K n.4.18 Mpasun



3

HassaHue pasgena




HamMeHOBaHME IOOJIXKHOCTU
PYKOBOIUTEJA CTPYKTYPHOTIO
nompasnejyieHnd

TaTa

COIJIACOBAHO <**>
[IpoTokos 3JK CTPYKTYPHOTIO
nompasnesieHNnsA

oT N

Iloomnmco

PacumdpoBKa MOOIUCU

dopmat A4 (210 x 297 mm)

<*> K HOMeHKnaTtype Aen CTPYKTYPHOro noAapasAeneHus Mo OKOHYaHUWM Ka/leHZapHoro roga
coCTaBnsAeTcA UTOroBas 3anucb No Gopme, YKasaHHOM B MPUAONKEHUW 25, U aenaetca OTMETKa O
nepegsaye UTOTOBbLIX CBeAEHUI B cyKby JOY opraHnsaumm.

<**> Mpu Hannumm 3K CTPYKTYPHOTO NoapasaeneHus.

BHYTPEHHAA OIIMCH

OOKyMeHTOB nejia N

MpunoxkeHne N 27
K nn.4.19, 4.21 MNMpasun

N n/n | Perncrpau, JaTta 3aroN0BOK AOKYMEHTA Homepa nncros MpumeyvaHu
WOHHbIA | AOKYMEHTA nena e
MHAEeKC
OOKyMeHTa
1 2 3 4 5 6
VToro IOKYMEHTOB .

(umbpaMy M MNPONMUCHIO)

KommuecTBO JIMCTOB BHy‘I‘peHHeﬁ OoInmcum

HavMeHOBaHME IOJIKHOCTM JMla,
COCTAaBMBIETO BHYTPEHHOK OIMCH
OOKYMEHTOB IeJjia

IaTa

(umdpaMm ¥ OPONUCHI)

Ilommnmco

PacumppoBKka NOANUCUK

dopmat A4 (210 x 297 mm)



MpunoxkeHne N 28
K nn.4.19, 4.24 Mpasun

(HamMMeHOBaHMEe I'OCyIapCTBEHHOI'O (MyHMLMIIQJIBHOI'O) apxXmBa)

(HaMMeHOBaHME OpIaHM3alUM)

(HaMMeHOBaHMEe CTPYKTYPHOTO MNOIpaslesieHNsd)

JOEJIO N

TOM N

(3arosoBOK meJja)

(kparviHMe DaTH)

®. N

on. N

O.N

HamMeHOBaHMe opTraHM3alun
CrnpaBoOuUHBIE IOaHHBE 00 OpIraHM3alUu
(mouToBLM anpec, TenedoH,
TesedoH/dpakc)

APXVIBHAA CIIPABKA

N

(mnara)

Ha N oT

OcHOBaHME :

Ha JIUCTax
XpaHUThb

dopmart A4 (210 x 297 mm)

MpunoxkeHune N 29
K n.5.12 Mpasun

Anpecart

TekcT



JOJIIXHOCTBE PYKOBOOMUTEJNA OpTaHM3alun
(MM MHOTO YIOJIHOMOUEHHOTO MM JIMIla) [Momnuce PaCLLU/I@pOBKa IIoOInmMcCum

I[leuaTsb

daMUIIMSA UCIIOJIHUTEJIS
Homep TenedoHa

dopmat A4 (210 x 297 mm)

MpunoxkeHne N 30
K n. 6.8 Mpasun

YTBEPXIAIO YTBEPXIAI
(HaMMeHOBaHME OOJIXHOCTM PYKOBOIOMUTEJIA (HaMMeHOBaHME IOOJIXHOCTM PYKOBOIUTEJ I
opraHmM3auuu, Ilepenanumell ITOKYMEHTEH) opraHM3auuM, MIPUHMMALILEN ITOKYMEHTEH)
[Momonmce PacumppoBka NOONUCK [Momnmce PacumppoBka NOONUCUK
ODaTa leuaTsb JaTa [leuaTsb
AKT
N

npreMa-Irnepenadn apxXMBHBIX
IOOKYMEHTOB Ha XpPaHeHUe

(ocHOBaHMeE IHepenadu)

(HazBaHMe IepemaBaeMoro QoHIa)

cnoan,
(HauMeHOBaHMe oOplaHmM3alMuy, Iepenapllel HOKYMEeHTH)
(HaMMeHOBaHMEe opTraHM3alMuM, MIPMHMMAaLIEN ITOKYMEHTEH)
IPMHMMaeT Ha I'OCYHapCTBEHHOE XpaHeHMEe IOKYMEHTH M CTPaxOBEE KONUM 3a
(Tomer)

nu CHpaBOT-:IHbHZ arriapaT K HMM:

KoHcynbTaHTIAKOC: NpumeyaHue.
Hymepaumsa rpad B Tabaumue AaHa B COOTBETCTBUM C OdMLUMANbHBIM TEKCTOM AOKYMEHTA.



N n/n HasBaHue, Homep onucu Konunyectso Konunyectso egnHuy, MpumevaHue
9K3emMnaAapos onncu XpaHeHUA
1 2 3 4 6
TOro NpMHATO en. Xp.
(umdpamMm ¥ NPONUCHI)
[lepenauy NpoOU3BEJIM: [lpueM npomsBENM:
JIOJIXHOCTB IlNognmuce IJOJIXHOCTB IToonuco Pacumbposka
PacumppoBka infedrinizie)Zi
IIOOINNCHU
IlaTa IaTa

doHOy NPMCBOEH HOMEP

VIsMeHeHUS B Y4YeTHEIEe IJOKYMEHTEl BHECEHEL

JHOJIXHOCTB

IlaTa

[omnmce

PacumdpoBKa IOONUCU

MpoaonxeHne npunoxkeHuna N 30
K n. 6.8 Mpasun

dopmat A4 (210 x 297 mm)
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