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Ha3BaHue gokymeHTa
Mpukas MuHKynbTypsbl Poccmn ot 31.03.2015 N 526
"O6 yTBEPKAEHUW MPaBUA OPraHU3aUMM XPaHEHMA, KOMMNEKTOBAHWSA, y4vyeTa WM MCMOJIb30BaHUSA
[oKymeHToB ApxusHoro ¢oHaa Poccuinckoit Pepepaunn M Apyrux apxmMeBHbIX AOKYMEHTOB B OpraHax
rocyAapCcTBEHHOM BAaCTK, OpraHax MecTHOro camoynpas/ieHns U opraHmsaumax”
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MpunoxeHue. MNMpaBuna opraHM3aLnn XpaHEHUA, KOMMJIEKTOBAHUA, yYeTa M UCNONb30BAHUA OOKYMEHTOB
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MpunoxeHune N 20. AKT Nnpnema-nepesaym apxXmBHbIX JOKYMEHTOB HA XpaHeHune
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MpunoxeHune N 30. AKT npnema-nepenadymn apxmBHbIX JOKYMEHTOB Ha XpaHeHue

{[Mpuka3 MuHKkyaemypsi Poccuu om 31.03.2015 N 526 "O6 ymeepxcOeHuu npasus opaaHu3ayuu XpaHeHus,
KOMI/AeKMOBAHUSA, y4ema U UcCrnosb308aHUA 00KyMeHmos ApxusHoeo ¢hoHOa Pocculickoli @edepayuu u
Opyaux apxusHbix OOKYMeHMOo8 8 op2aHax 20cy0apcmeeHHoUl 81acmu, op2aHax MecmHo20 CaMmoynpasneHus
u opearuszayusax" {KoHcynemanmlinioc}}

[JokymeHT npepoctasneH KoHcynbTtaHTln0C
3apeructpupoBaHo B MuHiocTe Poccum 7 ceHTabpsa 2015 r. N 38830

MMUHWUCTEPCTBO KY/IbTYPbl POCCUCKOM ®EAEPALIUMU

NPUKA3
ot 31 mapra 2015 r. N 526

Ob YTBEPXAEHUU NPABUN
OPTAHU3ALUN XPAHEHUA, KOMNJIEKTOBAHUA, YYETA U UCNOJIb3OBAHUA
AOKYMEHTOB APXUBHOIO ®OHAA POCCUIACKON GEAEPALUN U APYTUX
APXUBHbIX OKYMEHTOB B OPTAHAX FOCYJAPCTBEHHOW B/NIACTH,
OPrAHAX MECTHOIO CAMOYNPABJ/IEHUA N OPTAHU3ALUUAX

B cootBeTcTBMM C NYHKTOM 2 4YacTh 1 ctaTtbm 4, yactbto 5 ctatbmn 14 depepanbHOro 3akoHa ot 22
OKTA6pa 2004 r. N 125-d3 "O6 apxuBHom gene B Poccuiickon depepaumn” (CobpaHune 3akoHoaaTeNbCTBA
Poccuiickoin Pepepaunm, 2004, N 43, ct. 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 (u. Il), cT. 5320) n nocTaHoBNEHMEM
MpasutenbctBa Poccuinckoit Pegepaunn ot 20 miona 2011 r. N 590 "O MuHucTepcTBe KynbTypbl Poccuinckoit
depepaunn” (CobpaHune 3akoHoaaTenbcTBa Poccuiickont ®eaepaummn, 2011, N 31, c1. 4758; N 44, cT. 6272;
2012, N 6, cT. 688; N 17, cT. 2018; N 26, cT. 3524; N 37, cT. 5001; N 39, ct. 5270; 2013, N 3, cT. 204; N 8, cT.
841; N 31, cT. 4239; N 33, cT. 4386; N 41, cT. 5182; N 45, cT. 5822; 2014, N 9, cT. 909; N 30 (u. Il), cT. 4305; N
40 (u. 1), cT. 5426, N 48, cT. 6860; 2015, N 2, cT. 491; N 4, cT. 664; N 9, cT. 1339) npuKasbiBalo:

1. VYTBepauTb npwaaraemble MNpaBWia OPraHM3aUUKM XPaHEHWA, KOMIJIEKTOBAHMUA, YyyeTa MU
MCMONb30BaHUA AOKYMeHTOB ApxuBHoro ¢poHaa Poccuiickoit degepaumm n apyrmx apxmMBHbIX JOKYMEHTOB B
opraHax rocygapCTBeHHOM BNaCTU, OpraHax MecTHOro CamMoynpaBAeHNa U OpraHM3aumax.

2. HanpaBuTb HacTOALWMA MNPWKa3 Ha rOCYAAPCTBEHHYIO pernctpauuio B MUWHUCTEPCTBO HOCTULMU
Poccuiickoit Pepepaunu.

3. KoHTponb 3a WCNOAHEHMEM MpMKa3a BO3JIOXKWUTb Ha nepsBoro 3amectutena MwuHuctpa B.B.
ApucTtapxoBa.

MuHucTp
B.P.MEANHCKUI



MpunoxeHue

K NpuKasy MuHuUcTepcTBa KyabTypbl
Poccuiickon ®epepauymm

ot 31 mapTta 2015r. N 526

NPABUNA
OPrAHU3ALUUN XPAHEHUA, KOMNJNIEKTOBAHUA, YYETA U UCNMOJIb3OBAHUA
AOKYMEHTOB APXUBHOIO ®OHAA POCCUIACKON ®EAEPALUU U APYTUX
APXUBHbIX JOKYMEHTOB B OPFTAHAX FOCYAAPCTBEHHOW B/IACTM,
OPFAHAX MECTHOIO CAMOYNPABJ/IEHUA N OPTAHU3ALINAX

|. OBLLIME MOJIOKEHNA

1.1. HacroAawwme [lpaBuMna opraHMsaumm XpaHEHUA, KOMMJIEKTOBAHUA, y4eTa M MUCNOAb30BaHUA
OOKymeHToB ApxmBHoro ¢oHaa Poccuitickoit Pepepaumm U ApPYrUX apXMBHbIX LOKYMEHTOB B OpraHax
rocyapCTBEHHOM BNACTW, OpraHax MECTHOro CaMoOynpaBieHWUsa W opraHusauuax (ganee - HacTosAwme
MpaBuna) paspaboTtaHbl B cooTBeTcTBUKN ¢ DeaepanbHbIM 3aKOHOM OT 22 okTabpsa 2004 r. N 125-93 "06
apxuBHom gene B Poccuiickoit epepaumn” (CobpaHme 3akoHoaaTenbcTea Poccuiickon deaepauum, 2004, N
43, cT. 4169; 2006, N 50, cT. 5280; 2007, N 49, c1. 6079; 2008, N 20, cT. 2253; 2010, N 19, c1. 2291; N 31, cT.
4196; 2013, N 7, ct. 611; 2014, N 40 (4. Il), ct. 5320), nocrtaHoBneHMem [MpaBuTenbCTBa Poccuiickon
depepaumn ot 15 moHA 2009 r. N 477 "0O6 yTBepkaeHuun Mpasun genonpousBoacTsa B deaepasbHbIX
opraHax ucnonHuTenbHoi Bnactu" (CobpaHue 3akoHogaTenbcTBa Poccuiickon ®egepaumm, 2009, N 25, cT.
3060); npukazom MUHUCTEPCTBA Ky/bTYypbl M MAcCOBbIX KOMMYHMKauuii Poccuiickon depepaunm ot 18
AHBaps 2007 r. N 19 "O6 yTBep:kaeHUM [paBuUn opraHM3auMM XpaHEHMA, KOMMNEKTOBaHWUA, ydyeTa W
MCMNONb30BaHUA AOKYMeHTOB ApxmMBHOro ¢oHaa Poccuiickoit PepepaLnmm n apyrnx apxmMBHbIX JOKYMEHTOB B
rOCYapCTBEHHbIX WM MyHUUMNAAbHLIX apxuBax, Mysesx W 6ubanoTekax, opraHusaumax Poccuinckon
akagemun Hayk" (panee - Mpasuna xpaHeHua) (3apeructpupoBaH MuHioctom Poccum 6 mapta 2007 r.,
perucTpaunoHHblii Homep 9059, "BronneTeHb HOPMATUBHbBIX aKTOB deaepasnbHbIX OPraHOB UCMOIHUTENbHOM
Bnactu ot 14 maa 2007 r. N 20"), ¢ M3MEHEHUAMM, BHECEHHbIMW MPUKA3oM MMUHUCTEPCTBA KY/bTYpPbl U
MacCCOBbIX KOMMYHUKaUuUin Poccuitckoih depepauum ot 16 despana 2009 r. N 68 (3apernctpmposaH
MwuHioctom Poccum 5 man 2009 r., pernctpaumnoHHbin Homep 13893, "Poccuitickas raseta" ot 20 maa 2009 r.
N 89), npukazom MuHKyAbTYpbl Poccnn ot 10 ceHTabpa 2007 r. N 1273 "06 yTBepaeHUn GOPM YUYETHbIX U
WMHbIX AOKYMEHTOB MO OPraHu3auuu XpaHeHWA, KOMMEKTOBAHUA, yvyeTa U WUCNOJIb30BaHWUA OOKYMEHTOB
ApxmBHoro ¢oHga Poccuiickon Pepepaunm U APYrUX apxXMBHbIX LAOKYMEHTOB B TOCYAAPCTBEHHbLIX U
MYHUUMMANbHBIX apxuMBax, My3esx W 6OubnvoTekax, opraHusaumsax PoccuicKon akagemmm Hayk"
(3apernctpuposaH MuHioctom Poccum 9 oktabps 2007 r., pernctpaumoHHbii Homep 10291, "BionneteHb
HOPMaTUBHbIX aKTOB deaepasibHbIX OPraHOB UCMONHUTENLHOM BAacTM OT 5 HoabpAa 2007 r. N 45").

1.2. [elictBne HacTtoswmx [lpaBua He pPacnpoCcTpaHAETCA Ha OpraHu3auuilo  XpaHeHus,
KOMM/IEKTOBaHMA, y4eTa U UCNONb30BaHMA [OKYMeHTOB ApxmnBHoro ¢oHaa Poccuitickoit Pepepaumm n apyrmx
aPXMBHbIX OKYMEHTOB, COAEpPKALLMX CBEAEHMA, COCTAaBAAIOLLME FTOCYAAPCTBEHHYIO TalMHY.

1.3. TocypapcTBeHHble oOpraHbl, OpraHbl MECTHOr0 CaMOYMpPaB/iEHUA MYHULMMNANbHOTO PaMOHa,
FTOPOACKOrO OKpyra M BHYTPUIOPOACKOrO paMoHa 06f3aHbl €034aBaTb APXMBbI B LEAAX XPaHEHWs,
KOMMNEKTOBAHWUSA, y4yeTa WM MCNO/b30BaHMA 0OpPa30oBaBLUMXCA B MNPOLECCE MX AeATeNbHOCTM APXMBHbIX
OOKYMEHTOB.

1.4. OpraHu3auumn BRpaBe CO34aBaTb apXMBbl B LEeAX XpaHeHUs obpasoBaBLUMXCA B npouecce Mx
OEeATeNbHOCTU apXMBHbIX AOKYMEHTOB, B TOM YMCAe B LENAX XPaHEHWA M UCMNO/Nb30BaHWUA APXMBHbIX
OOKYMEHTOB, HEe OTHOCALLMXCA K rOCYAapCTBEHHOM AN MYyHULMNANbHOM cOBCTBEHHOCTH <1>.

<1> Yactb 2 ctatbyu 13 PegepanbHOro 3akoHa ot 22 okTAbps 2004 r. N 125-$3 "0O6 apxmMBHOM aene B
Poccuintckoin ®egepaumn’.

1.5. 3agaun 1 GyHKUMM apxmBa (LEeHTPabHOro apxmBa) rocy4apCTBEHHOro opraHa, opraHa MecTHOro



camoynpas/sieHnAa, opraHn3aunmn - MICTOYHNKa KOMNZIEKTOBAHUA roCyaapCTBEHHOINro, MyHMUKMNA/IbHOIoO apxmBa
onpeaenarTca NONOKEHNEM, YTBEPKAAaEMbIM pPyKOoBOAUTENEM OPraHn3aunn.

Il. OPTAHM3ALMA XPAHEHWA [JOKYMEHTOB
APXVBHOIO ®OHAA POCCUNCKOM GEAEPALMM U APYTUX APXUBHbIX
JIOKYMEHTOB B OPTAHW3ALMK

2.1. [lokymeHTbl, 06pasytolmecs B AeATENbHOCTU OpraHM3aumnm, COCTaBASIOT A4OKYMEHTaIbHbIN GOHA.

2.2. CosgaHve [OKymeHTasbHOro ¢oHOa opraHM3auMM OCYLLECTBAAETCA MyTemM COCTaB/eHUN
HOMEHKNaTypbl Aen, GopmMUpPoOBaHUS M OPOPMIEHMA AEeNn HAa OCHOBE HOPMATUBHbLIX MPABOBbLIX aKTOB
Poccuitckoit depepaunn, nepeyHen TUMOBLIX apXMBHbLIX AOKYMEHTOB C YKa3aHMEM CPOKOB MX XpaHeHus,
YTBEPXKAAEMbIX B COOTBETCTBUM C MYHKTOM 3 cTaTbh 6 OeaepasibHOro 3aKoHa oT 22 oKTAbpsa 2004 r. N 125-93
"O6 apxmBHOM gene B Poccuiickoint ®egepauumn”, n nepeyHen AOKYMEHTOB, 0bpasylolmxca B npolecce
aeatenbHoct  denepasnbHbIX OPraHOB rOCYAAPCTBEHHOM BAACTW, WHbIX TOCYAAPCTBEHHbIX OPraHoB
Poccuitckoit ®epepauunun, a TakKe B Mpouecce AeATeNbHOCTU MOABEAOMCTBEHHbIX MM OpraHM3auumii, ¢
YyKa3aHMeM CPOKOB XpaHEeHMUs.

2.3. Yactb AoKymeHTanbHoro ¢oHAa, BKAOYAlOWaAna AOKYMeHTbl ApxuBHoro ¢oHaa Poccuiickol
depepaumn, JOKYMEHTbI NO IMYHOMY COCTaBY U JOKYMEHTbI BPpeMeHHbIX (cBbile 10 NeT) CpOKoB XpaHeHus,
BK/IIOYEHHbIE B yYeTHble AOKYMEHTbI apX1Ba, COCTaBAAET apXMBHbI GOHA OpraHM3aL MK, KOTOPbI NOANEKUT
XPaHEeHUIo B apXmnBe opraHM3aLUuu.

JoKymeHTbl BpeMeHHbIX (A0 10 neT BKAUYUTENbHO) CPOKOB XPaHEHUA XPaHATCA B CTPYKTYPHbIX
nogpasaeneHmax opraHM3aumm M No UCTEYEHUM CPOKOB UX XPaHEHMA MoA/IexKaT YHUUTOXKEHUIO B NOPALKE,
YCTaHOBAEHHOM B NMyHKTax 4.6 - 4.13 HacToAwwmx Mpasun.

2.4. Buaamu apxmBHbIX GOHA0B OpraHU3aLMn ABNSAIOTCA:

APXMBHbI GOHA OpraHM3aLLMnmM, COCTOALWMN N3 4OKYMEHTOB ApxmMBHOro poHaa Poccuitckon ®epepauymm
N OPYTrUX apXUBHbIX OKYMEHTOB;

06beANHEHHbIN apXUBHbIA GOHA, COCTOALWMM M3 06Pa30BABLUMXCA B NPOLECCE AeATeNbHOCTU ABYX UK
bonee opraHusauMn [OKYMeHTOB ApxmBHOro ¢oHaa Poccuitickolt ®Pepgepaumm U APYruX apXMBHbIX
OOKYMEHTOB, MUMEIOLMNX MeXK Ay COBON MCTOPMYECKU U/UAKN normyeckn obycnosBaeHHble CBA3MK;

apPXMBHasA KONJIEKLUMS, COCTOALLASA U3 OTAENbHbIX aPXMBHbIX LOKYMEHTOB Pas/IMYHOIO NPOUCXOXKAEHUS,
06beANHEHHbIX MO OAHOMY MWAM HECKOJIbKMM MpM3HaKaM (TemaTMyeckomy, aBTOPCKOMY, BUOBOMY,
06bEeKTHOMY).

2.5. ApxuBHomy ¢oHAY OpraHuMsaLMu NPUCBaMBAOTCA Ha3BaHWE, COOTBETCTBYHOLWEE HaUMEHOBAHUIO
OpraHusaumm, U HOMep B NopALKe, onpeaeseHHOM NyHKTOM 3.8 HacToAwmx Mpasun.

2.6. ApxMBHble LOKYMEHTbI OpraHn3aL MM COCTaBAAIT OANH (eAWHbIN) apXMBHbIM GoHA,;:

[0 1 NoCAe peopraHnsaLmm, a TakKe U3MEHEHMA CTPYKTYPbI, LITATOB, €C/IM YKa3aHHble MeponpuaATua
He NOoBJIEK/IN 332 COOO0I U3BMEHEHMUSA Lenelt U NpeamMmeTa AeaTe/IbHOCTU OpraHu3aumu;

[0 Y NOCNEe U3MEHEHUNA TEPPUTOPUNA/IbHbIX TPAHUL, AEATENbHOCTU OpraHM3aLUum;

B C/ly4ae CMeHbl yupeauTens.

B cnydae nameHeHuss coBCTBEHHMKA MMYLLECTBA OpPraHM3auUuu apXmBHble AOKYMEHTbl OpraHu3auuu
[OO0/KHbI BKNOYATbCA B pa3Hble apXmMBHble GOHAbI.

2.7. B cnyyae peopraHusaumu opraHusaumm c nepegadyen ¢yHKUMIA BHOBb CO34aHHOW WAWU UHOM
OpraHu3auMn BCe apXMBHble AOKYMEHTbl MepeaarTca OpraHu3auMn-NpaBoONpPEEeMHUKY W BKAKOYAlOTCA B
aPXUBHbIN poHA NocnegHen.

JOKYMEHTbl MOCTOAHHOTO XpPaHeHMA U [AOKYMEHTbl MO JIMYHOMY COCTaBy JIMKBUAMPOBAHHbIX
OpraHusaumnin OOoMKHbI NepeaaBaTbCa B YNOPALOYEHHOM COCTOSHUM Ha XpaHEHWe B COOTBETCTBYHOLLUM
rocy4apcTBeHHbIM (MyHUUMNANbHbIN) apXuMB.

2.8. XpoHONOTrMYEeCKMMM FrpaHnLaMm apxmBHoro ¢oHaa sBastoTca <1>:

<1> MoanyHKT 2.8.6 nyHKTa 2.8 MNpaBua xpaHeHuUA.

AN apxvBHOro ¢oHAa OpraHuMsauMu - YCTaHaB/IMBAeMble HAa OCHOBE HOPMATUBHbLIX aKTOB AaTbl
CO34aHUA U NIMKBUAAUMN OopraHm3aumun. Mpu HanMuMmM HECKO/IbKMX akToB 06 o0b6pa3oBaHMM OopraHuM3auumn



NPUHMMaeTcA aata Hanbosee paHHEro U3 HUX;

ana obbeAMHEHHOro apxuBHoro ¢GOHAA OpraHuM3aumMmn - Aatbl cO3faHWA Haubonee paHHeN U
NMKBMAaUMKn Hanbonee nosgHen No BpemMeHU AeATeNbHOCTM OpraHM3auumn, AOKYMEHTbl KOTOPOM BOLWAWU B
cocTaB 06begMHEHHOrO apXMBHOro GOHAa;

ONA apPXMBHOM KONNEKLMM - AaTbl CAMOTO PaHHEro M CaMoro No3AHEero OKYMeHTa.

2.9. ApxuBHble [AOKYMEHTbl AO/XKHbl XPaHWUTbCA B CUCTEMATU3MPOBAHHOM MOPAAKe B npeaenax
apxmBHoro ¢oHAa. EanHuuen cucTtemaTM3aumm OOKYMEHTOB apxMBHOro ¢oHAa B apxMBe OpraHM3auuu
AB/IAETCA COBOKYMHOCTb apXWBHbIX AOKYMEHTOB UM OTAENbHbIN AOKYMEHT, OTHOCALLMECA K O4HOMY BOMPOCY
AeATEeNbHOCTU OpraHM3aumn (aanee - eAnHULA XpPaHeHUsA).

2.10. EAMHMUBI XpaHeHWA AOMXHbI OblTb CMCTEMATU3UPOBAHbI, BHECEHbI B onncM U odpopmieHbl B
nopsaaKe, obecneynBaoLLEM YYET, MOUCK U UCMONb30BAHNE apPXUBHbIX JLOKYMEHTOB.

2.11. EgMHMUDBI XpaHeHUsA apxmMBHOro ¢GboHAA CUCTEMATM3IMPYIOTCA B COOTBETCTBUM CO CAEAYHOLWMMM
NpWU3HaKamu:

CTPYKTYPHbI (MPUHAANEKHOCTb €AMHULL XPaHEHUSA K CTPYKTYPHbIM NoApasaeneHusam opraHnsaumnu);

XPOHONIOrMYECKMIA (Mo Nepruoaam Uan Aatam, K KOTOPbIM OTHOCATCA e4MHULbI XpaHEeHUS);

dOYHKUMOHANbHbBIN, OTpacneBoOW, TEMATUYECKUN, MPeaMETHO-BOMPOCHbIN (C  y4eTom  PyHKUMMA
OpraHM3aumm, TEM MU BOMPOCOB, KOTOPbIX KAaCAeTcA CoAepKaHne eauHUL, XpaHeHus);

HOMWHAa/bHbLIN (N0 AENONPOU3BOACTBEHHOM dOopMe - BUAaM U Pa3HOBUAHOCTAM AOKYMEHTOB);

KOPPECNOHAEHTCKMI (N0 oOpraHusauMam, B pesyabTaTe Mepenucku € KOTopbiMM 06pa3oBanmch
eAMHULbI XpaHeHUs);

reorpaduyeckmii (B COOTBETCTBMM C OMpPenesieHHbIMU TEPPUTOPUAMM, HACENEHHbIMU MYHKTaMU U
APYTMMU  reorpaduyeckumm obbekTaMu, € KOTOPbIMM CBA3AHO COAEPIKAHWE [OKYMEHTOB, aBTOpbI,
KOPPECNOHAEHTbI);

aBTOPCKMIA (N0 HasBaHMAM OpraHusauuMii uanm  GamMuaMAM  rpaxkgaH, ABAAIOWMXCA aBTopamu
OOKYMEHTOB).

2.12. [JoKymeHTbl, BowWweAwmMe B 06beANHEHHbIN apXMBHbLIA GOHA, pacnonaraloTca NO 3HAYMMOCTMU
¢doHpo0bpa3oBaTeneli, MO XPOHOMOMMM CO343HMA [AOKYMEHTOB, NO andaBWUTy Ha3BaHUN W  ApPYrUm
npusHakam. B npegenax kaxporo ¢oHAa, Boweawero B 06beANHEHHbIN apXMBHbIN GOHA, NMPUMEHsAtoTCA
NPUHLUMMNBI CUCTEMATU3ALMM, BbIOOP KOTOPbLIX OMNPeAenseTcs XapaKTepom AeATeNbHOCTU KOHKPETHbIX
opraHu3aLmii, COCTaBOM U 06bEMOM [LOKYMEHTOB.

2.13. Cuctematmsauma LOKYMEHTOB apXMBHOW KOANEKUMU ONpenennetcid TeMaTUKOM W COCTaBOM
OOKYMEHTOB.

2.14. CoxpaHHOCTb AOKYMEHTOB B apXxvMBe opraHuM3auum obecneymBaeTca KOMMAEKCOM MepPonpuUATUiA
Mo cO34aHMI0 HOPMATMBHbLIX YCNOBWUIM, COBNIOAEHNIO HOPMATUBHBIX PEXKMMOB U HagNeXKallen opraHM3aumnm
XPaHEHUs [LOKYMEHTOB, MCKOYAOWMX XULEHWE W yTpaTy M obecneuymBalolmMx nogaepkaHve B
HOPManbHOM PU3NYECKOM COCTOAHUMN.

B komnniekc paboT no obecneyeHnto COXpaHHOCTU AOKYMEHTOB apXMBa OpraHmM3aLmMm BKAKOYAtOTCA:

npeaocTaBAeHne NOMELLEHMA ANA Pa3MELLEHMA APXUBHbIX LOKYMEHTOB;

obecneyeHne HOPMATUBHbIX YCIOBUIN XPaHEHWUA LOKYMEHTOB;

BbINO/IHEHWE TPEBOBAHMI K pasMeLLEHUNIO OKYMEHTOB B aPXMBOXPAHU/NLLE;

NpoBepKa HaMYMNA U COCTOAHWNA LOKYMEHTOB.

2.15. ObecneyeHre HOPMATUBHbIX YCIOBUIM XpPaHEHUA LOKYMEHTOB BK/IOYAET:

OCHallleHMe apXMBOXPAHUINLL, CeLMaNbHbIM 060pYyL0BAHNEM ANA XPAHEHUA LOKYMEHTOB;

obopynoBaHME MOMELLEHNA apXMBa OpPraHU3aLMM CPeacTBAaMM  MOXKAPOTYLIEHMA, OXPAHHOW U
NoXKapHOM CUTHaNn3aLmen;

cobntogeHe NPOTUBOMNOMKAPHOTO PEKMMA;

cobntoaeHne OXPAaHHOTO PeXMMa;

CO34aHWe HOPMATUBHbIX TEMMEPATYPHO-B/IA*KHOCTHOTO, CBETOBOMO PEXXMMOB, NPOBeAEHNe CAaHUTApHO-
TMIMEHUYECKMX MEPONPUATUIA.

2.16. ApxvB OpraHM3auMmM pasmeLLaeTcs B CMeLManbHO MOCTPOEHHbIX WAW NPUCNOCOBAEHHBIX ANA
XPaHEHUs OKYMEHTOB 34aHUAX MU B OTAE/bHbIX MOMELLEHUAX 34aHUSA.

B apxuBe opraHunsaLmn AOMKHbI ObITb NPEAYCMOTPEHDI:

APXUBOXPAHUNULLE;



nomeLlleHue ana npuema, BPeMeHHOro XpaHeHUA 4OKYMEHTOB;

rnomelleHne ANs MUCNOJIb30BaHMA AOKYMEHTOB (YMTaNbHbIM 33/, Y4aCTOK BblgayunM AOKYMEHTOB U
MHPOPMALMOHHO-NMOUCKOBbLIX CPEeACTB);

pabourMe KOMHaTbl COTPYAHMKOB apxmBa OpPraHW3auuu, KOTOpble AOJIXKHbl OblTb M30AMPOBAHbLI OT
NOMELLEHUN, FAe XPAHATCA apXMBHbIE LOKYMEHTI.

He gonyckaeTca pasmelyeHune apxmBa opraHmM3aLmun B NOABANbHbBIX U YepaaYvHbIX NOMELLEHUAX.

2.17. ApxvBOXpaHUAULWE AOMKHO OblTb yAaneHO OT NabopaTopHbIX, NPOU3BOACTBEHHbIX, ObITOBbLIX
NOMELLEHNUN U He MMeTb OBLWMX C HUMU BEHTUAALMOHHBIX KAaHaNoB. APXMBOXpPaHWAWLWE OTAENAeTca oT
COCeHUX MOMELLEHUIA HECTOPAEMbIMU CTEHAMWU U MEPEKPLITUAMM C NpesenaMn OFHECTOMKOCTU He MeHee
ABYX 4acoB. B apxvMBoOXpaHWAWWEe He [OMNycKAaeTcA NpPOKAaZKa TPyd BOAOCHAOXKEHMA M KaHanu3auuw,
TEXHONOINYECKNE UK BbIToBblE BbIBOAbI BOAbI.

2.18. Mpu pasmeleHn apPXMBOXPAHMUAMLLA B CNEUMasbHOM WAWM NPUCNOCOBNEHHOM 343HUK
npeanoyteHue (MpY paBHbIX TEMIOBbIX XapaKTEPUCTUKAX) OTAAETCA MOMELLEHUAM C CEBEPHOWN OpueHTaLmen
OKOH.

MaTtepuanbl MNOKPbITUA CTEH, MONOB, MOTO/IKOB, BHYTPEHHEW apPMaTypbl aAPXMBOXPAHWUAULLA,
npUMeHaemMble Npu U3roToBAEHUN 060PYA0BaAHMA U CPEACTB XPAaHEHMA aPXUBHbIX LOKYMEHTOB, HE AOJIKHbI
BbIAENATb arpeccuBHblE XMMUYECKUE BELLECTBA U BbITb MCTOYHUKOM MblAN.

2.19. ApxuBoxpaHununuwe LOMKHO WMETb eCTeCTBEHHYIO WAM  UCKYCCTBEHHYIO BEHTUAALMIO,
obecneunBatowyo peumpKyaaLmMio Bo3ayxa, CTabuabHOCTb TEMMNEPATYPHO-BAAXKHOCTHOTO PEXMMA, OUYUCTKY
BO3/yXa OT Mbl/IX U arPeCCUBHbIX MPUMECEH, a TaKXKe 0TBeYaTb COBPEMEHHbIM TPeb0BaHMAM KOMMNAKTHOCTM U
9KOHOMMWYHOCTU.

ApPXMBOXPaHUMLLE AOMKHO MMETb BbIXOAbl K AMDTaM M NECTHUYHBIM KNEeTKaM.

2.20. ApxmMBOXpaHMAULLA (33 UCKIIOYEHMEM apXMBOXPAHW/IMLL, PACMONAralOWMXCA Ha OXpaHseMoM
TeppuTopmn) obopyaytoTcs ABEPAMM C MOBbLILEHHON TEXHUYECKOW YKPEMNEHHOCTbIO MPOTUB BO3MOXKHOIO
B3/10Ma, OCHALLEHHbIMM 3aMKaMW NOBbILWEHHON ceKpeTHOCTU. OKHa MOMELLLEHWMN MePBOro 3TaxKa AOJIKHbI
6bITb 060PYA0BAHbI 3aNMPAIOLLMMUCA PeLLeTKamm <1>.

<1>NognyHKTbl 2.11.1.1 - 2.11.1.2 nyHKTa 2.11 MMpasna XxpaHeHuUA.

2.21. Bce noctynatowue B apxuB OpraHmsaumMm AOKYMEHTbl pPa3sMeLlaloTca B apXMBOXPaHWAMLLAX Ha
CTaUMOHAPHbIX W/UAN  NepeaBMMHbIX META//IMYECKUX CTeNNaxaX, B MeTalAMdYeckux wWKadax uau
KOHTelHepax.

CTennaxkm [oOMKHbl OblTb YCTaHOB/EHbI MEPNEHAUKYNAPHO CTEHAaM C OKOHHbIMM MpPOemMaMu, a B
nomeuweHnn 6e3 OKOH - C y4yeTom ocobeHHOCTel nomeleHus U obopynoBaHusa. He pgonyckaetcs
pasmeLLeHne CTeNNaXKel BNIOTHYHO K HAPYXKHbIM CTEHAM 343HUS U K UICTOYHWKAM Tena.

PaccTtaHoBKa cTennaxem v WKadoB OCyLLECTBAAETCA B COOTBETCTBUMN CO CAeAyOWMMU TpeboBaHMAMM:

paccToaHMe MexXay paaamu cTennaxen (rnaBHbi npoxoa) - He meHee 120 cm;

paccTonaHuMe (Npoxos) mexay CTenna)amu - He meHee 75 cm;

paccToAHME MeXAY HapPYXKHOM CTeHOM 34aHUA U CTeNNaxKamu, napanienbHblMU CTeHe - He MeHee 75
cm;

PaccTosiHME MEXKAY CTEHOMN U TOPLLOM CTe/axKa Uau WKada (06xon) - He meHee 45 cm;

paccTosiHMe MeEXKAY NOJIOM W HUMKHEWN MONKOWN cTennaxa (wkada) - He meHee 15 cM, B LOKO/bHbIX
aTaXkax - He meHee 30 cm <1>.

<1> MNognyHKT 2.11.3 nyHKTa 2.11 MNpaBun XxpaHeHUA.

2.22. TIpOTMBOMOMKAPHbLIA pPEXUM B 3[3HMAX, T4e pasMeliaeTca apxuMB OpraHvM3auuu, M B
apXMBOXPAHWU/IMLLAX YCTaHAB/NMBAETCA B COOTBETCTBMM C HOPMATMBHbIMM MPABOBbIMKM aKTamMu PoccuiicKol
depepaunn B 061acT NoxKapHo 6e3onacHoCTU.

2.23. OxpaHHbI pexkum obecneunBaeTca nyTemM 060pPYyLOBaHWA apXMBOXPAHUAWLL, A TaKKe ApYyrux
NOMELEHNN, rae MOCTOAHHO WAU BPEMEHHO XPaHATCA apXuBHble AOKYMEHTbl, CPeACTBaMM OXpaHbl,
obecneymBaloOWMMM KOHTPOJIb A0CTYNa B apXMBOXPAaHWMILE M TOMELLEHUS apxuBa, M cobaiogeHvem
nopsAgKa c4aun Nog oxpaHy M CHATUA C OXPaHbl, YCTAHOB/IEHHOIO PYKOBOAUTENIEM OPraHM3aLUnu.



B cnyyae BblAauM apXMBHbIX 4OKYMEHTOB BO BPEMEHHOE NOJIb30BaHME NO 3aNpPoCamM rocyAapCTBEHHbIX
OpraHoOB, OPraHOB MECTHOro CaMOyMnpaBAEeHMA W OpraHu3auui BbIHOC U3 34aHUA apXMBa WAM 34aHUA
OpraHM3aLUnm apXmBHbIX AOKYMEHTOB pa3peLlaeTca TO/IbKO Mo CneLnasbHbIM NPONyCKam.

2.24. ApxmBHble OOKYMEHTbI CneAyeT XPaHUTb B TEMHOTE.

Bce BuAbl paboT c AOKYMEHTaMM O0MKHbl NPOBOAUTHLCA MPU OFPaHUYEHHbIX WAW TEXHOJIOTMUYECKU
HeobX0AMMbIX YPOBHAX OCBELLEHUS.

3alnTa SOKYMEHTOB OT AENCTBUS CBETa 0becneynBaeTca XpaHeHMeM AOKYMEHTOB B KOPObKax, nankax
W nepennaeTax, B WKadax UAKM Ha CTeNarkax 3akpbITOro Tmna.

EcTecTBEHHOE OCBelWEeHNE B apPXMBOXPAHMAMULLE AOMNYCKAeTCA NpPU YCAOBUU MPUMEHEHMA Ha OKHax
cBeTopaccemBaTenen, 3alWMTHbIX OGUABTPOB, LUTOP, Kajto3M, HAHECEeHHbIX Ha CTEeKNO MOKpbITMA. [AnA
WCKYCCTBEHHOIO OCBELWEHUA MNPUMEHAIOTCA NlaMMbl HaKa/MBaHUA B 3aKpbITbiX NAagoHax C rnaaxkon
NOBEPXHOCTbHO.

YpoBeHb OCBELLEHHOCTM B AMana3oHe BUAMMOIO CMEeKTpa He AO/IKEH MPeBbllwaTh: HA BEPTMKANbHOM
NMOBEPXHOCTU CTeNNa)ka, Ha BbiCOTe OAHOro meTpa oT nosna - 20 - 50 nokcos, Ha pabouumx crtonax - 100
NIOKCOoB <1>.

<1>MopgnyHKT 2.11.2.4 nyHKTa 2.11 MNMpasunn xpaHeHwUA.

2.25. B apxmBoxpaHuauvuie ANA XPaHEHMA OOKYMEHTOB YCTAaHaB/AMBAIOTCA caeaylowme napameTpbl
TemnepaTypHO-BNAAXKHOCTHOIO pexXuma: <1>

<1> NognyHKT 2.11.2.3 nyHKTa 2.11 MNpaBun xpaHeHuA.

0N XpaHeHUs OOKYMEHTOB Ha bymaxKHom HocuTene - Temnepatypa 17 - 19 °C, oTHocuTenbHas
B/Ia*KHOCTb BO3ayxa - 50 - 55%;

ONA LOKYMEHTOB HAa MAarHUTHbIX AMCKAX U ANCKOBbIX HakonuTensax - 8 - 18 °C n 45 - 65%;

ONA LOKYMEHTOB HA ONTMYECKMX aAnckax - 10 - 23 °C 1 20 - 50%;

ONA LOKYMEHTOB Ha KMHOMJIEHKE:

C HUTPOOCHOBO - YepHOo-b6esble: TemnepaTypa He Bbiwe 10 °C, uBeTHbIE: TeMnepaTypa He Bbiwwe -5 °C;

c 6e30MacHoit OCHOBOWM - YepHOo-6esble: TemnepaTypa He Bbiwe 15 °C, uBeTHble: TemnepaTypa He Bbiwe
-5°C;

ana GoToA0KYMEHTOB:

yepHo-benble - TemnepaTypa He Bbiwe 15 °C;

LBETHbIE - TemnepaTypa He Bbiwe -5 °C.

OTHOCMTeNbHAA BAAXHOCTb BO34yxXa, HeobxoaAuMas ANA XPaHEHWs LOKYMEHTOB Ha KWHOMNAEHKe W
doTopoKkymeHTOB, cocTasnseT 40 - 50%.

2.26. B apxmBoXxpaHuauLLEe C HEPEryampyembiM KAMMATOM AO/IKHbI OCYLLEeCTBAATLCA MePOonpMATUA NO
ONTMMM3ALNM TEeMNepaTypPHO-BAAXKHOCTHOTO pPeXMMa C MPUMEHEHMEM OTOMNEeHMA W MPOBETPUBAHUSA
MOMELLEHWUM, a TaKKe MeXaHUYEeCKUX CPencTB YBAa*KHEHWA WMAW OcylleHWs Bo3ayxa. Peskue konebaHus
(ce30HHbIE N B TeyeHMe oAHUX CYTOK) Temnepatypbl (+/- 5 °C) u OTHOCUTENbHOW BNAXKHOCTM Bo3Aayxa (+/-
10%) He gonyckatoTcs.

Mpu ANUTENBHOM HapyleHUW TemMnepaTypHO-BAAXKHOCTHOro pexuma (oT 3 cyTok u 6onee),
COMPOBOXKAAOLWEMCS NOBbILEHWEM OTHOCUTENIbHOM BNAXKHOCTU Bo3ayxa A0 70 - 90%, NpMHMMAIOTCA Mepbl
no ero Hopmanusaummn (MHTEHCMBHOE NPOBETPUBAHUNE, OCYLLIEHWUE apPXMBOXPAHUANLLA).

TemnepaTypHO-BNAXKHOCTHbIM PEXMM KOHTPOAMPYETCA NYTEM PEryNApHOro M3MepPeHUa TemnepaTypbl
M OTHOCUTENbHON BNAXHOCTM KOMHATHOIO M HaApPYKHOrO BO34yXa B OAHO M TO Ke Bpems: B
KOHOMUMOHUPYEMbIX NMOMELLEHUAX - He pexe 1 pasa B Hepento; B apXMBOXPAHU/IMLLAX, HE OCHALLEHHbIX
CMUCTEMOM KOHANLMOHNPOBAHUSA BO34yXa - 2 pa3a B HeAeNto; Npu HapyeHUsaX perknuma - 1 pas B CyTKu.

MoKa3aHMA KOHTPO/bHO-U3MEPUTE/IbHBIX NPUOOPOB GUKCUPYIOTCA B PErMCTPALMOHHBIX KYpPHanax, B
KOTOPbIX TaKMKe OTParkaloTcA MNPOBEPKA MPaBWU/IbHOCTM MOKasaHUM NpubopoB M Mepbl, MPUHATbIE NO
HOPMaN3aUMM TeEMNEPATYPHO-BNAAXKHOCTHOIO PEXUMA B C/TyHASIX €r0 HAPYLUEHUA.

MpM HaAMuMM B 343aHUM  apxvMBa LEHTPA/IM30BaHHOM cuctembl obecneyeHus cobaogeHun
TEMNEepPaTypPHO-BAAXKHOCTHOTO pPeXKMMa B MNOMELLEHUAX, TAE XPAHATCA [OKYMEHTbl, KOHTPOJIb 33 €ero



cobntopeHnem ocyLLLECTBASAETCA B aBTOMATUYECKOM peXUME.

2.27. NMomelLeHNA apxmBa OpraHM3aunmM AOMKHbI COAEPKATbCA B YUCTOTE, B YCAOBUAX, UCKIOYALOLMX
BO3MOXHOCTb MOABNEHUA MJIECEHMN, TPbI3YHOB, HACEKOMbIX, NblAN. B nOMeLLeHNAX apXMBOXPaHUANLL, AOMKHA
6bITb 0becneyeHa cBoboOAHasA LMPKYNALMA BO3AyXa, UCKAOYatOLWLaa 06pa3oBaHME HEMPOBETPUBAEMBIX 30H,
ONACHbIX B CAHUTAPHO-6MONOrMYECKOM OTHOLIEHUMU.

B nomeLLLeHMAX apPXMBOXPAHUANL, HEOBXO4MMO:

NPOBOAMUTb CUCTEMATUYECKYHO BAAXKHYIO YOOPKY;

He pexe OAHOro pasa B rog nNpoBoAMTb obecnblivBaHWE KOPOOBOK € AOKyMeHTamMu, WKados,
cTennaskem;

06pabaTbiBaTb LLOKO/IbHbBIE YACTU CTENNAXKEM, NOJbl, NANHTYCbl, NOAOKOHHUKN BOAHbIMK PacTBOpamMu
aHTMCENTMKOB.

2.28. [1sa pasa B rog (B Hauyane M NO OKOHYAHMU OTOMUTENLHOTO Ce30Ha) AOKYMEHTbI U MOMelLeHUn
aPXMBOXPAHUAULL, NoABepraloTcs 06CNefoBaHUID ANA CBOEBPEMEHHOro OOHAPYKEeHWs HACeKOMbIX U
nnecenun. Npu obHapyxReHUM bronornyecknx speanTeneit NPUHUMALOTCA CPOYHbIE MepPbl NO Ae3NHOEKLUN U
OE3NHCEKUMM LOKYMEHTOB M MOMELLEHMI CMNaMKU PabOTHUKOB apxuBa, a Npu HeEoHXO4MMOCTU - CUAAMMU
COOTBETCTBYHOLMX CYHKO.

2.29. B apxuBOXpaHuMaMLLE 3anpeLLaeTcs HaXoaAUTbCA B BEPXHEN o4exAe, MOKPOM U rpa3HON 0byBMU;
XPaHUTb MOCTOPOHHME NPeaAMETbI, UMYLLLECTBO M 06opyaoBaHMe, ynoTpebaaTe NULLEBLIE MPOAYKTbI.

2.30. O6Aa3aTeNbHbIMM YC/IOBUAMM XPAHEHMA INEKTPOHHbIX 4OKYMEHTOB AB/IAKOTCS:

Ha/fMuMe B apxvMBe OpPraHM3aLMM He MeHee [ABYX 3K3eMMIAPOB KaXAoM eAWHWULbl XpaHeHuA
3/1EKTPOHHbIX AOKYMEHTOB (OCHOBHOM U paboumnii 3K3eMnAAPbl AOMKHbI HAXOAUTLCA Ha Pa3HbIX GU3UUYECKNX
YCTpOICTBax);

Ha/iMunme TEeXHMYECKUX W MNPOrpamMmMHbIX CPeacTs, MNpeAHa3HAYeHHbIX ANA BOCNPOM3BeAeHWUS,
KONMMpPOBaHWA, Nepe3anmcu 3SNeKTPOHHbIX OKYMEHTOB, KOHTPOAA GU3NYECKOrO U TEXHWUYECKOFO COCTOAHUSA;

obecneyeHne  pexMMa  XpPaHEHUSA  I/NIEKTPOHHbIX  AOKYMEHTOB,  WMCK/lOYaloWero  yTpaTy,
HECaHKLMOHMPOBAHHYIO PACCbI/IKY, YHUUTOXKEHME AN UCKaXKeHe MHbopmauuu.

2.31. lMepepaya TEKCTOBbIX 3/IEKTPOHHbLIX OOKYMEHTOB ANA XpPaHEHWA B apxvMB OpraHu3auumy,
ABNAIOLLENCA MCTOYHUKOM KOMMJIEKTOBAHMA FOCYAaPCTBEHHOMO M MYHWULMMAZIbHOTO apXmMBa, OCYLLECTBAAETCA
B popmate PDF/A.

2.32. B uenax obecneyeHua XpaHEHMUA, yvyeTa W MCNO/Ab30BAHUA 3S/IEKTPOHHbIX [OKYMEHTOB,
HAaXO4ALWMXCA Ha XPaHEHMM B apxmMBe OPraHMsaLMW, LOMKHO MNPOU3BOAUTLCA CUHXPOHHOE W3MEHeHWe
nporpamMmmMmHo-annapaTHoOM cpeabl B OpPraHMsaLMM M B apXMBe OPraHW3aLMKM, a TaKKe CBOEBPeMeHHas
nepe3annch 3/IEKTPOHHbIX aPXUBHbIX OKYMEHTOB HAa HOBbIE HOCUTE/IN U B HOBble GOpPMaTLl.

B npouecce xpaHeHMA 3/1EKTPOHHbIX 4OKYMEHTOB B apXMBE OpPraHmM3aLMn He peXKe o4HOro pasa B 5 net
NPOU3BOANTCA TEXHUYECKUI KOHTPO/Ib PU3MYECKOrO COCTOAHWUA HOCUTENE 3N1EeKTPOHHbLIX LOKYMEHTOB U
BOCMNPOM3BOAMMOCTM 3NEKTPOHHbIX JLOKYMEHTOB.

B cnyyae ecnm npu ocyLLeCcTBAEHUM TEXHUYECKOTO KOHTPONA YCTAHOB/IEHbl U3MEHEHMA GU3MYECKOTO
COCTOAHUA HOCUTENEN 3SNEKTPOHHbLIX LOKYMEHTOB, apXMB OpPraHM3auMM MO pPeELIEHUI0 pyKoBOAUTENSA
OpraHusaLmn AOMKEH NPOBOAUTL PAabOTy MO Nepe3anmncu 3NEKTPOHHbIX LOKYMEHTOB Ha HOBblE HOCUTENN.

Mpn un3meHeHnn ¢opmaTtoB B pesynbTaTe NpeobpasoBaHUA NPOrpaMMHO-annapaTHoOM cpesbl,
YXYOLWEHNA  BOCMPOU3BOAMMOCTM  3/IEKTPOHHbLIX JOKYMEHTOB apxvMB OpraHus3auMu nNo  peLleHuto
PYKOBOAMTENSA OPraHM3aLMN A0KEH NPOBOAUTL PaboTy NO Nepesanmnucy 31eKTPOHHbIX LOKYMEHTOB B HOBble
dopmartbl.

Mpwu ocylecTBNeHNN Nepes3anncy AoaKHa OblTb 0becrnevyeHa ayTeHTUYHOCTb, MOIHOTA, JOCTOBEPHOCTD,
LEeNOCTHOCTb MU HEM3MEHHOCTb MHOOPMALMM, COAEPKALLENCA B 3NIEKTPOHHbIX AOKYMEHTaX.

TeKCcToBble 3/1eKTPOHHbIE AOKYMEHTbI, NO4Beprmecsa nepesanncu B Hosble ¢opmatbl U/MAK Ha HOBble
HOCUTENM, AO/IXKHbI OTBEYaTb TPEOOBAHUAM, YCTAHOBAEHHbIM NYHKTOM 2.31 HacToAawmx Mpasu.

2.33. nA onepaTMBHOro A40CTyNa K 3/IeKTPOHHbIM AOKYMEHTAM B CMPABOYHbIX U MOMCKOBBIX LEeNAX B
apxmBe co3gaeTtca GoHA N0Ib30BaHUA SNEKTPOHHbIX 4OKYMEHTOB.

2.34. Bce noctynatowue B apxuB OpraHnsaumMm OOKYMEHTbl pPa3sMeLlaloTca B apXMBOXPaHWIMULLAX Ha
cTennaxkax waM B WKadax B MOpALKe, COOTBETCTBYIOWEM OMUCAM AeN, AOKYMEHTOB. [lOKYMEHTbI,
TEMMNEPATYPHO-BNAXKHOCTHbIN PEXMM XPAHEHMA KOTOPbIX Pas3/iMdeH, LOMKHbl PAasMeLLaTbca B PasHbIX
aPXMBOXPAHUNULLLAX.



2.35. [lokymeHTbl ApxumBHoro ¢oHaa Poccuiickoit Pepepaumm M Apyrve apxmBHble OOKYMEHTbI
OOJIKHbI XPaHUTBLCA B KOPOOKax MM Nankax, M3roToBAeHHbIX U3 6e3BpeaHbIX /18 AOKYMEHTOB MAaTepPMaoB.

INEKTPOHHbIE AOKYMEHTbl Ha ¢u3MYeckM 060COBNEHHbIX HOCUTENSX Pa3MELLAloTCs OTAE/bHO OT
APYrnx LOKYMEHTOB.

Ha KOpoOKW MpUKNemBatoTcAa AP/bIKM, Ha KOTOPbIX YKa3blBatoTcA: Homep ¢$OHAa, HOMEpP OnUCKU U
KpaliHMe Homepa Aen, pasmeLLeHHbIX B 4aHHOM KOpobKe.

MopAafdoK pasmeLleHUs ycTaHaBANMBAETCA B 3aBUCMMOCTM OT PacCTOAHMA MeX4y Noakamm, Grusmyeckoro
COCTOSIHUA A€/, a TaKXKe OT TBEPAOCTUM WM MAFKOCTWM nepenneTta. [ena, nmetowme TBepablit nepennert,
YCTaHaB/IMBAIOTCA BEPTUKAIbHO; C MATKUM NepensieToM Uan HenepenaeTeHHble - FTOPU30HTasIbHO.

KopobKu He foNKHbI BbICTYNaTb 33 NpeAe/bl NOJIOK CTENNANKEN.

He ponyckaetcs xpaHeHWe AOKYMEHTOB B TPAHCMOPTHOM Tape, B WTabensx, Ha Noay, NOAOKOHHUKAX,
JNIECTHUYHbIX NAOWAAKAX U APYIUX HE NpeAHA3HAYeHHbIX 417 XPaHEHUA LOKYMEHTOB MeCTax.

2.36. Bce nomelleHMA apxmMBa OPraHM3aLMW, a TaKKe CTenNaxu, WKadbl, KOHTEMHEepbl, MOJKK
HymepytoTca. CTennaxku, Wradbl U KOHTENHEPLI HYMEPYHOTCA B KaXKA0M apXMBOXPaHUMLLE CNeBa Hanpaso
OT BXOAHOM ABepW, a NOJIKU Ha CTeNNIaXKax - No WwkKadam cBepxy BHU3, cneBa Hanpaeo.

2.37. B uenax onpegeneHna mecta XpaHEHUA AOKYMEHTOB B apXMBOXPAHWAMLLE COCTABAAKOTCA
Tonorpaduyeckne yKasatenu: noctennaxHole (npunosxkeHne N 1), a npu 6onblom Kosamyectse ¢OHAOB -
nogpoHaosble (npunoxkeHue N 2).

2.38. UameHeHuna, npomcxogalme B pasmelleHnUmn AOKYMEHTOB, A0XKHblI CBOEBPEMEHHO OTPaXKaTbCA B
TonorpaduyecKknx yKasaTensx.

2.39. B xoae npoBepKM HANIMYMA U COCTOAHUA aPXMBHbIX LOKYMEHTOB B apXMBe OpraHu3sauum:

yCcTaHaBMBaeTcA GpaKTUYEeCKOe Haanume eguHNL, XpaHEHUA U COOTBETCTBME YYETHbIM JOKYMEHTAM;

BbIABNAIOTCA MU YCTPAHAIOTCA HEAOCTAaTKM B y4eTe AOKYMEHTOB;

BbIABNAIOTCA OTCYTCTBYIOLLME AOKYMEHTbI U OpraHU3yeTca po3bicK;

BbIABAAIOTCA M YUMTHIBAKOTCA OOKYMEHTbI, TPebyloWmMe NPoPUAaKTUYECKOM U/MAN pecTaBpaLMOHHO-
npodunakTMyeckon ob6paboTKm.

BbIABNAIOTCA W YYWUTLIBAKOTCA 3/IEKTPOHHbIE [AOKYMEHTbl, Tpebylowme nepesannucu Ha HOBble
3N1eKTPOHHbIE HOCUTEN, MPOBOANUTCA KOHTPOJIb PU3NYECKOrO N TEXHUYECKOTO COCTOAHMA eUMHUL, XPaHeHUA,
OCYLLEeCTBAAGTCA MPOBEPKA Ha HaNMuMe BpeJOHOCHbBIX KOMMNbIOTEPHbIX MPOrPamm.

2.40. MNpoBepKa HaMUYNA U COCTOAHMUA LOKYMEHTOB Ha OYMaKHbIX HOCUTENAX MPOBOAUTCA B apXvBe
OpraHu3aumMm KoMWUCCMEN WAM He MeHee 4Yyem ABymMA paboTHMKaMu He pexe ogHoro pasa B 10 ner,
3/IEKTPOHHbIX LOKYMEHTOB - HE peXKe 04HOro pasa B 5 ner.

2.41. Mpw NpoBepKe Ha/INYMA N COCTOAHMA JOKYMEHTOB B apXMBe OpraHu3aumm Heobxoamnmmo:

COXPaHATb MNOPAAOK PACMOJIOKEHMA LOKYMEHTOB Ha CTe/nfaxax, B WKadax WM KOHTeWHepax B
COOTBETCTBMM C TOnorpapuueckMmu ykasatenamu. lMpu M3MEHEHUM pPacrnooKeHUAa aen Heobxogumo
CBOEBPEMEHHO AenaTb COOTBETCTBYIOLLME 3aMMCK B TONorpadryecknx ykasatensax;

NoOMeLaTb Ha MeCTa HagNeXKallero XpaHeHus obHapyKeHHble BO BPemA MPOBEPKU HEMNpPaBWUIbHO
pasmelleHHble e AUHULbI XPaHEHUS;

M3bIMaTb C NOCNeAyloWwen U3oNALMEN [AOKYMEHTbl, 3apa*KeHHble MJECEHbD WAM  APYTUMMU
6MON0rMYECKUMM BpEAUTENAMU (A7 LOKYMEHTOB Ha ByMaxKHOM HocuTene);

M3bIMaTb eAUHULbI XPaHEHUA 3IEKTPOHHbIX AOKYMEHTOB, coAeprKalline BpefOHOCHbIe KOMMNbIOTEPHble
Nporpammsl, MOMeLLAaTb Ha CNeLUnanbHO BblAENEHHYIO NOKY (B AWMK) A8 nocneayowein obpaboTky;

M3bIMaTb M pa3meLlaTb BCAes 3a Y4TEHHbIMU AeNna, He BHECEHHbIe B OMUCH.

BHeceHMe BbIABNAEHHbIX B X04€e NPOBEPKM HEyUYTeHHbIX Aen B ONUCb 3anpellaeTca. HeyuteHHble aena
noanexaT o06paboTKe M ONMCaHMIO NOC/e 3aBEPLUEHMA NPOBEPKM.

2.42. NMpoBepKa HAMUMA N COCTOAHUA AOKYMEHTOB NPOBOAUTCA MyTEM CBEPKM ONUCATE/IbHbIX CTaTel
OMUCK C ONUCaAHNEM Aen Ha 0BNOXKKaX.

Pur3myeckoe coctosHWe fen onpeaenseTca NyTem BU3yasibHOro NpocmoTpa.

Jenatb Kakne-1Mbo NOMETKM UK 3aMnUCK B ONUCAX AEN U APYTUX YYETHbIX AOKYMEHTax 3anpeLaeTca. B
KOHLLE KaXkgoM NpoCMOTPeHHOW onucn genaetcs 3anuck "MPOBEPEHO" ¢ ykaszaHMem Homepa M AaTbl aKTa
NPOBEPKM HAIMUUA U COCTOAHUA JOKYMEHTOB.

2.43. lpoBepKa Ha/M4YMA U COCTOSHUA [AOKYMEHTOB CYMUTAETCA 3aBEPLUEHHON NOoCne BHECEHUS
N3MEHEHUI, BblSBNEHHbIX NPOBEPKOM, B y4ETHbIE AOKYMEHTbI apPXUBa.
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Mo pesynbTaTam NPOBEPKM COCTABAAETCA aKT NPOBEPKN HAMMUUA U COCTOAHUS apXMBHbIX SOKYMEHTOB
(npunoxkeHme N 3). NMpu obHapyKeHMM OWMOOK B YYETHbIX AOKYMEHTAX COCTaBASETCA aKT O TEXHUYECKMX
OWMBKax B y4ETHbIX AOKYMeHTax (npunoxkeHue N 4). B cnyyae obHapyKeHUA SOKYMEHTOB, HE OTHOCALLMUXCSA
K [aHHOMy ¢oHAY, apXxuBy OPraHM3aumKn, HEYYTEHHbIX, TaK¥Ke COCTAB/AETCA COOTBETCTBYHOLLMA aKT
(npunoskeHne N 5). YKasaHHble aKTbl MOAMMUCHIBAIOTCA MCMONHUTENAMM U YTBEPKAAIOTCA PYKOBOAMUTENEM
OpraHM3aumMn AN ero 3aMecTUTENIEM, KYPUPYIOWUM LeATENbHOCTb apXmBa.

2.44. Ecnv NpoBEPKOMN HAIMUMA U COCTOAHUA AOKYMEHTOB YCTaHOBAEHO OTCYTCTBME AEN U LOKYMEHTOB,
OpraHM3yeTcs UX PO3bICK.

PO3bICK apXMBHbIX AOKYMEHTOB, He OOHapYyKEHHbIX B XO4Ee MNPOBEPKW, OPraHU3yeTcA C MOMEHTa
BbIABNEHWNA OTCYTCTBMA M NPOBOAUTCA B TeYEHME OAHOTO roga. Ha gena, He oBHapy»KeHHble B X04e NPOBEPKHU
Ha/IMYMA U COCTOAHMUA LOKYMEHTOB, COCTaBAAETCA aKT 06 yTpaTe [OKYMeHTOB (npuaoxeHne N 6), KOTOpbIA
paccmaTpmMBaeTCA 3KCMepTHOM Komuccuen (LeHTpasibHOW 3SKcnepTHoM Komuccuei) (gaanee - IK (L3IK)
OpraHU3aunKn 1 yTBEPXKAAETCA PYKOBOAUTENEM OpPraHM3auMm Uamn ero 3amectutenem. K akty npunaaraerca
CnpaBKa O NpoOBeAEHUN PO3bICKA, MOATOTOB/EHHAA U NOANMCAHHAA IMLLOM, MPOU3BOAMBLLUMM NPOBEPKY. AKT
06 yTpaTe OOKYMEHTOB NMPeACTaBAsfeTCs B COOTBETCTBYIOLLMIA rOCYAapCTBEHHbIA (MyHUUMMNANbHbLIA) apxuB
WA YNOJIHOMOYEHHbIA OpraH WCNONHUTENbHOM Bnactu cybbekta Poccuinickon Pepepaumm B obnactu
ApPXMBHOIO Aena ANA NPUHATUA PELLUEeHNs O CHATUM YTPaYeHHbIX e C yyeTa.

2.45. [JOKyMeHTbl BblAAOTCA W3 APXMBOXPAaHUAMULLA HA OCHOBAHWMM MUCbMEHHOrO paspelleHuns
PYKOBOAMTENSA apXMBa OpPraHW3auuu WAW ero 3amecTutena (ecin apxvMB ABNSETCA Y4YpPEeKAEHUEM),
PYKOBOAMUTENSA CTPYKTYPHOIO NoapasaeeHus opraHMsaumm:

paboTHMKaM CTPYKTYPHbIX NOApasaeeHnin opraHusaumuu;

CynebHbIM, NPaBOOXPAHUTENBbHBIM M WMHBIM  YNOJHOMOYEHHbIM OpraHam B COOTBETCTBUU C
3aKoHoaaTenbCTBOM Poccuitickont Pepepaumy;

WHbIM MO/1b30BATENAM MO NMUCbMEHHOMY 3aABNEHMIO.

JOKyMEHTbI BblAAOTCA U3 aPXMBOXPAHUINLL, HA CPOK, HE NMPEBbILLAOLMIA:

OZHOTo MecALa - A1 UCMONb30BaHNA PAabOTHMKaMM OpraHM3aLMm U MHBIMW NONb30BATENAMM;

LIECTN MecALLEB - CyaebHbIM, NPAaBOOXPAHUTENBbHBIM U UHBIM YNOTHOMOYEHHbBIM OpraHam.

MpoaneHne ycTaHOBAEHHbIX CPOKOB BblAavyn AOKYMEHTOB [AOMYCKAETCA C pa3peLlleHusa pyKoBoguTens
OpraHM3aumMyM Ha OCHOBAHWW MUCbMEHHOro MOATBEPKAEHMA MNO/b30BATENSA O COXpaHeHUu/obecneyeHun
COXPaHHOCTM [OKYMEHTOB.

2.46. Bblgaya [OOKYMEHTOB W3 apXMBOXPAHWAWUWLA PErucTpUpPYyeTcs B KHUFe Bblgayuu gen wu
odopmnsercs:

3aKka3om (cny»xebHoi 3anncKoii) Ha Bblaady aen;

aKTOM O Bblgaye Aef BO BpPemMeHHOe MNOoaAb30BaHWe - NpM Bblgaye B CTOPOHHWE OpraHM3auuu
(npunoxkenune N 10).

Mpu TpaHCNOPTMPOBKE AEN Ha Ntobble PAacCTOAHMA 0becrneymBaloTC Mepbl MO OXPaHe U 3almTe UX OT
BO34eMNCTBMA BPpeAHbIX GaKTOPOB OKpYyrKatoLel cpeabl.

2.47. Bblgayy 4OKYMEHTOB Ha ByMarKHOM HOCUTENle U3 apPXMBOXPAHMINLLA U Npuem ux obpaTHO, B TOM
ynucne B cayvyae HeobXOAMMOCTM MOJIUCTHYIO MPOBEPKY HANNYMA U COCTOAHMA LOKYMEHTOB nepes Bblgayei
M3 apXMBOXPAHWIMLLA M MPWU BO3BPaATe, NMPOM3BOAUT PABOTHUK aPXMBOXPAHMAMULLA B MPUCYTCTBMM /iMUa,
noJsiyyatoLLero (BosspalyatoLLero) gena.

BmecTo BblgaBaeMbIX U3 apPXMBOXPAHUAULLA eAMHUL, XPaHEHUA U ONuceln aen, AOKYMEHTOB A0/KHa
pa3smMelLaTbCa KapTa-3amecTutenb gena (npunoxkenne N 7). MNpu BO3BpaLLEHUU Aefla KapTa-3amMecTUTeslb
N3bIMAETCA U XPAHUTCA B apXMBE OpraHU3aLmu 40 MUHOBAHUA HaZOOHOCTH.

[ena, BblgaBaemble U3 apXMBOXPAHMAMULLA, AOKHbI UMETb apXMBHbIN WKWP, NPOHYMEPOBaHHblE
JIUCTbI, INCT-3aBepuTenb gena (npunoxeHune N 8) U ANCT UCNONb30BAHMA AOKYMEHTOB (NpunoxeHue N 9).

MoAroToBKa apXMBHbIX OKYMEHTOB K BblAaye U3 apXMBOXPaHMUAULLA BKIIOYAET:

BblEMKY apXUBHbIX LOKYMEHTOB;

CBEPKY apXMBHOTO Wndpa 1 3aro/I0BKOB C ONUCLIO A, LOKYMEHTOB;

nposepKy GpM3NYECKOro COCTOAHMA Aena.

DNEeKTPOHHbIE OKYMEHTbI BblAAIOTCA U3 aPXMBOXPAHUIULLA B BUAE S/TEKTPOHHbIX KONWUIA UM KONWUI HA
6ymarkHom HocuTene. Mpu HeobXoaMMOCTM 3aBEPEHUS KOMUWN 3/IEKTPOHHbIX AOKYMEHTOB WMCMO/b3yeTcs
3NIeKTPOHHAA MoANUCb PYKOBOAMUTENSA OPraHM3auuu MAM YNOJIHOMOYEHHOTO MM AOJ/IKHOCTHOIMO AnLa Uam
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Npou3BOAUNTCA 3aBepPeHune KOMUU AOKYMeHTa Ha OYMarKHOM HOCUTesle B YCTAHOB/IEHHOM NopsagKe (MyHKT
5.14 HacTtosawwmx Mpasun).

2.48. IOKyMeHTbl U3 apXMBOXPaHWUINLLA, KaK NPaBWUIO, He BblAAIOTCA:

npuv HanM4YnM GoHAa Nob30BaAHUSA;

Haxo4ALWmeca B Hey40BNETBOPUTENIBHOM GU3UYECKOM COCTOAHUM.

2.49. B opraHusauMmM A0/MKHbI 6blTb pPa3paboTaHbl NAaHbl KOHKPETHbIX MEepPonpuUATUIA U apyrue
HOPMATUBHbIE [OKYMEHTbI, perfaMeHTUpylowme nopagok paboTbl B 4YpesBblYalHbIX CUTyauuax, npwu
BO3HMKHOBEHMWMW KOTOPbIX HEBO3MOXHO 06ECMNeYnTb COXPAaHHOCTb APXMBHbIX LOKYMEHTOB.

C copepskaHMeM NNAHOB MEPONPUATUIN U APYTUX HOPMATMBHbLIX AOKYMEHTOB, OMNpesenatowmx paboTty
apxvMBa OpraHM3auMuM MNpU Ype3BblYAMHbIX CUTYaUMAX, AO0/KHbI O6biTb O3HAKOMAEHbI PAabOTHWKM apxuBa
opraHuMsauum.

1. YYET ZLOKYMEHTOB APXMBHOIO ®OH/A POCCUMCKON OEOEPALINN
N OPYTUX APXUBHbIX JOKYMEHTOB B OPTAHU3ALINNA

3.1. YyeTy noanexkaT BCe XpaHALWMECA B apXMBe OpraHmM3auuMm AOKYMEHTbl, BKAOYaA OOKYMEHTbl Nno
JIMYHOMY COCTaBY, KONMUWU AOKYMEHTOB $OHAA NOb30BaHMA (MPU HAMYMK) N ONUCK AeN, LOKYMEHTOB.

3.2. OpraHu13aumn, ABAAIOLLANCA UCTOYHMKOM KOMIM/IEKTOBAHMA FOCYAapPCTBEHHOMO (MYyHUUMNANLHOIO)
apxvBa, NpeAcTaBAseT B rocyAapCTBEHHbIA (MyHWUMNANbHbIN) apxuB ydyeTHble cBedeHMA 06 obbeme U
COCTaBe XPaHALWMXCA B apXxuMBe opraHuM3auuu foKymeHToB ApxmBHoro ¢oHaa Poccuiickoint degepauum wm
APYrMx apxXuBHbIX AOKYMEHTOB B COOTBETCTBMM C PernameHTOM rocyfapCTBEHHOro y4yeTa [AOKYMEHTOB
ApxmnsHoro ¢oHaa Poccuinckon ®epepaummn, yTeepxaAeHHbIM NpruKkazom Pocapxmea oT 11 mapTta 1997 r. N 11
(3apernctpuposaH MuHtoctom Poccum 8 utona 1997 r., peructpaumoHHbin Homep 1344).

3.3. OCHOBHbIMM €4ANHULAMUN YHeTa apXUBHbIX AOKYMEHTOB ABAAIOTCA:

APXUBHbIN OHA;

€4MHULA XPaHeHUs - AeN0, 3NEeKTPOHHOeE Aeno (NyHKT 4.34 HacToawmx MNpasua).

3.4. EpMHMUAM XpaHeHMA NPUCBaMBatoOTCA yYeTHble HOMepa, ABAAIOWMECA YacTbio apXUMBHOTo Wwndpa.
CBefeHMA O COCTaBe eANHUL, XPaHEHUA U X KonYecTBe GUKCUPYIOTCA B YYETHbIX JOKYMEHTaX apxmBa.

ApxuBHbIV WKop (0603HaYEHME, HAHOCMMOE B IEBOM HUMKHEM YTy HA KAaXKAYIO eAVHULY XPaHEeHUs B
uenax obecneyeHma yyeta U naeHTUGUKALNKN) COCTOUT U3: HOMEpPa apXMBHOro GoHAA; HOMepa onucu aen,
OOKYMEHTOB; HOMepa eAnHULbI XpaHeHUA.

ApXMBHbIV WNDP 3NEKTPOHHbIX AOKYMEHTOB, XPaHUMbIX Ha 060COB/IEHHbIX 3N1EKTPOHHbLIX HOCUTENAX,
YKa3blBaeTCA Ha BKAaAbllle, BNOXEHHOM B QyTAsSpP HOCUTENA. APXMBHbBIN WKUP 3NEKTPOHHbIX LOKYMEHTOB,
XpaHUMbIX B MHPOPMALMOHHON cuUCTEME apxuBa, SABAAETCA 00fA3aTe/ibHbIM 3/IEMEHTOM OMWUCaHuA
KOHTEeWHepa 3/IEKTPOHHOIO AOKYMEHTa.

3.5. B apxuBe opraHusauuMm BeayTCA OCHOBHble (0bA3aTenbHble) WU BCNOMOraTeslbHble Y4eTHble
OOKYMeHTbl. CoctaB M GOpPMbl OCHOBHbIX Y4YETHbIX [AOKYMEHTOB OMNpPeaensAloTcA B COOTBETCTBUM C
HacToAwmMmn [Mpasunamm. CoctaB M GOPMbl BCNOMOTaTeNIbHbIX YYETHbIX [AOKYMEHTOB oOnNpenenatoTca
ApPX1UBOM OpraHn3auum CaMoCTOATENbHO.

3.6. B cocTaB ocHOBHbIX (06a3aTe/IbHbIX) YYETHbIX LOKYMEHTOB apXMBa OpraHn3aL MM BXOAAT:

KHUTa y4yeTa NoCTynieHus 1 BbIObITUA Aen, ALOKYMeHTOB (npunoxkeHue N 11);

cnucoK ¢oHaoB (npunoxeHue N 12);

nnct poHaa (npunoxkerHne N 13);

onucb aen, AoOKYMeHToB (npunoxenusa N 14, 15, 16, 17, 18);

peecTp onucelt (npunoxeHue N 19).

3.7. B KHUIy y4eTa NOCTynjaeHWA M BbIObITUA AN, AOKYMEHTOB MOCNeA0BaTe/IbHO BHOCATCA BCe
nepBMYHbIE M NMOBTOPHbIE MOCTYN/AeHUA (BbIObITUA) Aen, AOKYMeHTOB. Kaxkaoe noctynneHue (BblbbiTWE) B
npeaenax OTYETHOrO roAa Nosly4aeT NOPALKOBbIM HOMEP B Ba/JIOBOM NOCAEA0BaTE/IbHOCTHU.

ExxerogHo Ha 1 AHBapA NoABOAWUTCA WTOr KO/AMYECTBA MOCTYMMBLUMX M BbIObIBWMX 33 rog, Aen,
OOKYMEHTOB.

3.8. Cnucok $poHA0B BEAETCA B apXMBE OPraHM3aumMu, XpaHALWeM A4OKYyMeHTbl 6onee ogHoro ¢poHaa. B
cnnMcok ¢oHA0B apxuBHbIA GOHA 3anNMCbiBAaETCA TOAbKO OAMH pas, NMpu NepBOM MOCTYM/IEHWM B apXuB
opraHusaumn. Mo cnucky ¢oHAO0B B BasIOBOM MNOpPSAAKE eMy MPUCBAMBAETCA Y4YeTHbI HOMEpP, KOTOpbIA
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COXPaHAETCA 38 HUM BO BCEX YYETHbIX AJOKYMEHTaXx.

B cnyyae nepepgaum apxuBHoro ¢oHAa B APYrol apxuB, BKKOYEHMS €ro B COCTaB 06beAMHEHHOro
apxmBHoro ¢boHAa UM BblAENEHUA BCEX AOKYMEHTOB K YHUUTOXKEHMIO OCBOOOAMBLUMACA HOMEP APYromy
apxuBHomy ¢oHAYy He NpuUcBanBaeTcs.

Ob6beaMHeHHble apXMBHble GOHAbI M APXMBHbIE KONNEKLUUM YUYMTbIBAOTCA HA OBLIMX OCHOBAHUSAX.
O6beanHeHHOMY apxuBHOMy ¢oHAYy, o06pa3oBaHHOMY M3 apXMBHbIX GOHAOB, pPaHee YYTeHHbIX
CaMOCTOATENbHO, NPMUCBAMBAETCA HOMEP OAHOIo U3 apPXMBHbIX GOHAOB, BKNOYEHHbIX B €10 COCTaB.

B apxmBax opraHM3aumnii - UICTOYHNMKOB KOMM/IEKTOBAHMA rOCYAapPCTBEHHbIX (MYHULMNANbHbIX) apPXMBOB
NPOCTaBAsSeTCA HOMEP apxXMBHOro ¢oHAa, 3@ KOTOPbIM OH Yy4TeH B roCyAapCTBEHHOM (MYyHMUMNANbHOM)
apxuBe, U KOTOPbIN COXPAHSETCA 3@ HUM MOC/Ie NOCTYNNeHUs ero 4OKYMEHTOB Ha NOCTOSHHOE XpPaHeHUe.

HasBaHue apxuBHOro ¢oHAa BHOCUTCA B CNMCOK GOHAOB HAa OCHOBAHUM WMCTOPMUYECKOW CMPaBKM K
$oHAY NN TUTYNIBHOFO JINCTA ONUCK AeNl, LOKYMEHTOB.

HasBaHue apxuBHOro ¢oHAa COCTOMT M3 MOJHOIO M (B CKOBKax) COKpaLLEHHOro HanMMeHOBaHUA
¢doHa006pasoBaTeNa, C yKazaHMeM ero NogYMHEHHOCTU, MECTOHAXOXKAEHUSA, AaT CO34aHUA U NMKBMAALUN.
Ecnm HaumeHoBaHWe ¢oHAo00bpa3oBaTeNns UIMEHANOCh, TO B cNUcKe $OHAOB YKa3blBAETCA ero nociegHee
Ha3BaHMe B pPaMKax MepuMoaa, 3a KOTOPbIM NPUMHATbI AOKYMeEHTbl. Bce npegblgywine nepeMmeHoOBaHUA
oTMevatoTca B amcte GoHAaa.

HasBaHue 06begMHEHHOIO apXMBHOro poHAA COCTOMT U3 0606LEHHOTrO Ha3BaHMA BKJ/IIOYEHHbIX B HErO
apXuBHbIX ¢OHAOB, W3 nNepeyHsa Ha3BaHWM CMEeHABWKMX Apyr Apyra opraHusaumin. KoHKpeTHble
HaMMeHOBaHWA BCEX OpPraHM3aLni, JOKYMEHTbl KOTOPbIX BOW/N B 06beANHEHHbIM apXUBHbIA GOHA, a TaKKe
NX NepeumeHoBaHUA YKa3blBaloTCA B aMCTe poHAaa.

B Ha3BaHMM apXMBHOW KONNEKLIMW YKa3blBaeTCA NPU3HaK (Npu3Haku) ee GopmmpoBaHus.

ExxerogHo Ha 1 fiHBapA K CNMCKy GOHAOB COCTaBASETCA MTOroBas 3anMMCb O KOJIMYECTBE apXMBHbIX
$OoHA0B, NOCTYNUBLLMX U BbIObIBLUMX B TEYEHME roaa, U 0b6LLemM KONNYecTBe apXmBHbIX POHA0B, HaxoaALLMXCA
Ha XpaHEeHUW B apXUBE.

Cnucok ¢oHOOB 3akNouyaeTcs B TBepayld OONOXKKY, NUCTbI HYMEpPYITCA, COCTaBAsfeTcA JINCT-
3aBepuTens.

3.9. lnct doHAa COCTaBAAETCA Ha KaXKAbl apxXMBHbIM ¢oHA. B Hem yuuTbiBalOTCS BCE OMUCU gen,
OOKYMeHTOB poHAa.

Nnct doHpa MoKeT B6biTb NepecocTaB/ieH TONbKO B C/y4ae, €CAM OH HEUCNPAaBUMMO MOBPEXKAEH UK
nepecraeT oTpaxKaTb GaKTUYecKoe cocTosHMe N ob6bem apxmBHoro ¢oHaa. B cayyae nepecoctaBneHus nmcra
doHaa paHee pgeirictBoBaBWUIA ANCT GoHAA nomellaeTcs B geno ¢oHaa. B BepxHem npaBom yray oboux
nnctos GoHpa genatotca oTMeTKU: "JINCT nepecocTasneH" ¢ yKazaHMem AaTbl MepecocTaBieHns, 4OMKHOCTU
W NoANnUCK CoCTaBUTENS.

Nnctbl OHA0B XpPaHATCA B NOPAAKE HOMEPOB apXxMBHbIX POHAO0B. K KaXKA0M nanke coCTaBAAETCA UCT-
3aBepuTenb, rae yKasblBaloTCA HayalbHble U KOHEeYHble HoMepa apXMBHbIX GOHAO0B M 0bllee KOANYecTBo
apXMBHbIX GOHAOB, NUCTbI KOTOPbIX HAXOAATCA B NankKe.

3.10. B onucu aen, AOKYMeHTOB (rogoBoM pasgene onucu aen, AOKYMEHTOB) eAUHULbI XpaHeHUs
YUYMTbIBAIOTCA B COOTBETCTBUM C CUCTEMATU3ALMEN 33 NOPAAKOBbLIMU YYETHLIMU HOMEPAMMU.

MepBomy rofoBOMYy pasaeny onucu aen, AOKYMeHToB GpoHAa NpUCBaMBaeTCA HOMepP No AUCTy doHAa,
BCe nocneaylolme rogoBble pasaebl YACAATCA 33 AaHHbIM HOMEPOM 10 3aBepLUEHUNS ONUCH.

He pgonycKaeTcs npucBoeHWe onucam Aen, AOKYMEHTOB OAMHAKOBbIX YYETHbIX HOMEPOB B npeaenax
ogHoro ¢poHAaa.

B KOHUE BCeX 3K3eMNaspoB ONMWUCU AeN, AOKYMEHTOB JenaeTca WUToroeas 3anucb, B KOTOPOM
YKa3blBaeTCA KO/IMYECTBO HaXOAALWMXCA HA XPaHEHUU eAMHUL, XPaHeHuA, NepBblii U nocnegHUn Homepa
e4MHUL, XPaHEeHMA MO OMNUCK, YKa3bIBAIOTCA MMeEoLLMECA NPOMNYCKM HOMEPOB, IMTEPHbIE HOMepPa, BblbObIBLUNE
eMHULbI XpaHEHWUst U OCHOBAHWE BblObITUS.

Mocne KaxKaoro MoCTynaeHWs MAM BblObITUA OOKYMEHTOB COCTAB/S€TCA HOBasa WMTOroBasd 3anucb K
onucu Aen, AOKYMEHTOB, KOTOpas MOAMNWUCLIBAETCA ee COCTaBUTENEM C YKasaHMEeM AOJIKHOCTM W Aathbl
COCTaB/IeHUA.

Ecan onucb gen, AOKYMEHTOB COCTOMT M3 HECKOJIbKUX FOLOBbIX PasfesioB, TOMOB, UTOrOBasA 3anucb
COCTaBASAETCA K KaXAoOMy rofoBOMY pasgesly, TOMY; KPpOMe TOro, K KaXgomy nocieaylowemy rogoBomy
paszeny, ToMy B HapacTatoLem NopaaKe COCTaBAAETCA CBOAHAs UTOroBas 3anuch.
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fogoBble pasfgenbl, €CAM OHU He ABAAKTCA 3aKOHYEHHOM OnuCblo, He NoALWWMBAOTCA U He
nepenaeTatoTca; OHM XPaHATCA B apXmMBe B Nankax.

3aKoHYeHHan onuch Aes, 4OKYMEHTOB A0/XKHa BKAOYaTb He 6onee 9999 eaAnHMUL, XpaHEHMS.

3aKoHYeHHas onNucb Ae, AOKYMEHTOB BMECTe C TUTY/IbHbIM IMCTOM W CMPaBOYHbIM annapaTtom K Heu
3aK/1I0YaeTCa B TBEPAYIO 0610KKY, HYMepyeTcs U NoAlIMBaeTCca UK NepenieTaeTcs.

Karkpgas 3aKoH4YeHHasA onucb Aes, AOKYMEHTOB, TOM OMNUCK Aef, AOKYMEHTOB AO0/Hbl MMETb JINCT-
3aBepuUTeNb.

3.11. Mpu HanMuMKM B apxmMBe opraHM3auMu AByX U bonee onucel aen, AOKYMEHTOB BeAeTcA peecTp
onucelt (npunoxkeHue N 19).

Onucn pen, AOKYMEHTOB BHOCATCA B PEECTP OMNUCEN B XPOHOIOMMYECKOM MocnenoBaTe/ibHOCTU
NOCTYyNaAeHUA Nog COOTBETCTBYHOLWMMM NOPALKOBbIMM HOMEPAMU.

B peectpe onuceil GUKCUPYHOTCA OCHOBHbIE AaHHbIE NO COCTaBY KaXKAoOM MOCTYNUBLUEA B apXxuB
OopraHuM3auuM Oonucu aen, AOKYMeHToB: HoMep $oHAa, HOMEpP OMUCKU, KOJIMYECTBO €AMHUL, XPaHEeHUs B
OMUCK, KOIMYECTBO JICTOB B OMUCKU U ee IK3EeMMIAPOB.

3.12. AnA ueHTPanM30BaHHOIO roCyAapCTBEHHOIO y4yeTa AOKYMeEHTOB ApxuBHoro ¢oHaa Poccuinckom
depepaunm B apxmBe OpraHM3auuuK, ABAAIOWENCA WCTOYHUKOM KOMMJIEKTOBAHUA TOCYAapCTBEHHOIO
(MyHMUMNaNbHOrO) apxmnBa, COCTaBAAETCA NACNOPT apXmMBa OpraHusaumuu. <1>

<1> ®opma nacnopta apxuBa OpraHM3auMM YCTAHOBNAEHA PernameHToM rocyfapCTBEHHOIO y4eTa
AOoKymeHTOB ApxmBHoro ¢poHaa Poccuitickolt depepauunmn (yTeepkaeH npukasom Pocapxusa oT 11 mapTa
1997 r. N 11, 3aperucTtpuposaH MuHioctom Poccum 8 nions 1997 r., pernctpaumoHHbii Homep 1344).

3.13. ApxuB OpraHM3aL MM MOMKET BECTU TAKMKE YYET B aBTOMATU3NPOBAHHOM PEXUME - B BUAE YYETHbIX
6a3 gaHHbIx (BA).

YyeTHble B[] NpMMEHAIOTCA BO B3aMMOCBA3SU C APYrMMM MHOOPMaLMOHHbIMKM B, umetrowmmucsa B
apxMBe OpraHUsauumn, U A0MKHbI OblTb COBMECTUMbI C COOTBETCTBYHOLLMMM y4eTHbIMU B[l rocyaapcTBeHHbIX
(MYyHMLMNANbHbIX) apXWMBOB M OPraHOB YNPaBAEHWUA aPXMBHbIM AENOM.

3.14. YueTHble AOKYMEHTbI apXxMBa OpraHM3aLnn, Kpome onuceit Aen, LOKYMEHTOB, NpeAHa3HavyarTCA
ANA cnykebHOro NoNbL30BAHUA M NOb30BATENAM HE BblAAOTCA.

3.15. YyeT noctynneHus u BbibbITUA Aen, AOKYMEHTOB B apXMBe OPraHM3auMM OCYLLECTBAAETCA HA
OCHOBaHUM:

onucu aen, AOKYMEHTOB CTPYKTYpPHOro MoAgpasAeneHus M rofoBOrO pasfesna CBOAHOM onwucu aen,
OOKYMEHTOB OpraHM3auuu;

HOMEHKNATYpbl AeN OPraHM3aLMKM, 3aMeHsAIoWel rog0BOlM pa3gen CBOAHOW OMUCKU AeN, AOKYMEHTOB
opraHusauuu;

aKTa O TEXHMYECKMX OLMBKAX B y4ETHbIX JOKYMeHTax (npunoxkeHue N 4);

aKTa 06 OBGHApY)KEHUW [OOKYMEHTOB (He OTHOCAWMXCA K AaHHOMY ¢OHAY, apXMBY, Hey4YTeHHbIX)
(npunoxkenue N 5);

aKTa 06 yTpaTe AoKymeHTOB (npunoxkeHue N 6);

aKTa npuema-nepenadn apxmBHbIX JOKYMEHTOB Ha XpaHeHue (npunoxkeHne N 20);

aKTa O BbIAENEHUM K YHUUTOXKEHUIO aPXMBHbIX AOKYMEHTOB, HE MOANENKALLMX XPAHEHMIO (NPUNOKEHNE
N 21);

aKTa 0 HEMCMNPABMMbIX NOBPEXKAEHUAX aPXMBHbIX LOKYMEHTOB (MpunoxkeHue N 22).

Ha oOCHOBaHMM YyKa3aHHbIX [LOKYMEHTOB BHOCATCA HeobXoauMble W3MEHEHUS B OCHOBHble
(06a3aTenbHbIE) yYETHbIE AOKYMEHTbI apXUBa:

B KHUIY y4yeTa NOCTyN/jeHuA U BblObITUA Aen, [OKyYMeHToB (npunoxkeHne N 11) u B nuct ¢oHaa
(npunoxkeHume N 13) - npu KaXKAOM U3MEHEHUM B COCTaBe U 06beMe LLOKYMEHTOB apXxMBa OpraHu3auuu;

B8 cnucok ¢oHAoB (npunoxkeHme N 12) - npu NOCTYNAEHUN HOBOIO apXMBHOrO GoOHAA MAM BbIOLITUM
BCEX A€/, LOKYMEHTOB, HaXOAMBLLEroca Ha XpaHeHUM apxusHoro ¢oHaa <1>;

<1> B rpade "OTmeTKa 0 BbIbbITUM PoHAA" cnncKa GOHA0B YKa3bIBAETCA, KyAa BbiObl/1 apXUBHbIN GOHA,
a TaK»Ke gaTa U HoMep AOKYMEHTa, Ha OCHOBaHWM KOTOPOTO OH BbibblI.
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B peectp onuceit (npunoxeHne N 19) - npu NOCTYNAEHUN HOBOW OMUCU UM BbIBBLITUM BCEX €AUHUL,
XpaHeHWs, HaxoAMBLLENCA Ha XpaHEeHUN onucu. Homep BbIGbIBLLIEN ONUCKU APYTMM ONUCAM AN, AOKYMEHTOB
He npucBaMBaeTcA U ocTaeTcs CBOBOAHbIM;

B ONUCK AeN, AOKYMEHTOB - MPM KaxKA0M NOCTyNnaAeHUn U/Uaun BbliBbITUM AeN, AOKYMEHTOB, YUTEHHbIX B
JaHHOM onucwu.

CooTBeTCTBYIOWME U3MEHEHMA BHOCATCA BO BCOMOraTe/ibHble YY4eTHbIEe AOKYMEHTbI.

Bce aKTbl, AOKYMEHTUpPYIOWME pe3ynbTaTbl apXMBHbIX PaboT, BKAoualoTca B geno ¢oHAa, Kotopoe
3aBOAUTCA HA KaxAabli GOHA, HAaXo4AWMNACA Ha XPaHEHUM B apXMBE OpraHM3auum.

Oeno ¢oHaa, Hapsgy C AOKYMEHTamMM, OTpaKalowumu uctopuio ¢oHza u ¢oHpoobpasosartens,
BK/IIOYAET YYETHbIE JOKYMEHTbI, XapaKTepusyoLline nsmeHeHuns poHaa.

IV. KOMNNEKTOBAHWE APXVUBA OPTAHU3AUNN OOKYMEHTAMU APXMBHOTIO
®OHIA POCCUINCKON GEAEPALIMM N APYTUMWN APXMBHBIMW JIOKYMEHTAMM

4.1. lokymeHTbl ApxmnsHoro ¢oHaa Poccuiickoii Peagepaumnm U AOKYMEHTbI BpeMeHHbIX (cBbilie 10 ner)
CPOKOB XpaHeHusa, B TOM 4uc/ie Mo JIMYHOMY COCTaBy, NepenaloTcA B apXMB OpraHuM3aumu He paHee, yem
yepes OAMH roa 1 He no3gHee, Yem Yepes TpPU roZa Nocae 3aBepLueHna aen B Ae/I0NPOon3BOACTBE.

JOKyMeHTbl MO /IMYHOMY COCTaBY rOCYAAPCTBEHHbIX TPAXAAHCKUX CAYMKAWMX UM MYHULUNANBHbIX
CNY)KALWMX, YBOJIEHHbIX C TOCYAapPCTBEHHOW TrpPa)KAaHCKOM CAyKbbl WMAWM  MYHUUMMANbHOM  CNYyXKObl,
nepenaroTCca B apxmMB opraHusaumm no ncredeHmnun 10 net co AHA YBONbHEHUA.

4.2. lena BpemeHHbIX (40 10 neT BKAKOYUTENbHO) CPOKOB XpaHeHMA B apxuB He nepeaatotca. OHM
XPaHATCA B CTPYKTYPHbIX MoApasfefnieHUAX OpraHusauMm u No UCTeYEeHUU CPOKOB XPaHEHUA noanexkaT
YHUUTOXKEHUIO B YCTAHOBAEHHOM NopAaKe.

B MCKAOUMTENbHBIX CyYasax MO PeeHU0 PYKOBOAMTENN OpraHM3aumn aena BpemeHHbIx (go 10 net
BK/IIOYNTENIbHO) CPOKOB XPaHEHWA NepeaatoTca B apXMB OpPraHM3auMmn no onucam gen, LOKYMEHTOB UAK NO
HOMeHKNaType gen.

4.3. [JokymeHTbl NOCTYNaloT B apXMB OpraHM3aLunm nocne nposeaeHua sKCnepTu3bl LEHHOCTH.

4.4, PeweHna o BKAOYEHUM B cocTaB ApxuBHOro ¢oHaa Poccuitckot depepaumm KOHKPETHbIX
OOKYMEHTOB MPUHUMAIOTCA 3SKCMEPTHO-MPOBEPOYHbIMU  KOMUCCUMAMU  defepasbHbiX FOCy[apCTBEHHbIX
apXMBOB M YMOJIHOMOYEHHbIX OPraHOB MCNOAHWUTENBHOW BNAacTM cybbekToB Poccuiickolt depepaumm B
obnacTu apxuBHOro gena (ganee - MK apxnBHOTO yupexRaeHUs) B Npeaenax KoMmneTeHUUn.

4.5. Llenbto sKcnepTm3bl LEHHOCTM OKYMEHTOB B OpraHu3auum aBaseTca:

oT60p AOKYMEHTOB A/1A BKOYEHUS B cocTaB ApxmBHoro ¢oHaa Poccuinckoit ®epepaumu;

BblfiB/IEHNE LOKYMEHTOB, HE NOA/EXKALLMX AaNlbHENLLEMY XPAaHEHUIO.

JKcnepTuse LEHHOCTM nogieXKaT Bce AOKYMEHTbl OpraHusaumMm He3aBUCMMO OT BMAOB HOCUTENEN U
cnoco60B 3anucu.

Jo nposegeHuAa aKcnepTusbl LEHHOCTM B COOTBETCTBMWU C NyHKTamu 4.6 - 4.13 HacTtoawmx [pasun
YHUUTOXKEHNE AOKYMEHTOB 3amnpeLLaeTcs.

4.6. JKCcnepTM3a LEHHOCTU AOKYMEHTOB NPOBOAMUTCA HA OCHOBE:

[EeNCcTBYIOLLErO 3aKOHOAATENbCTBA M MHbBIX HOPMATUBHbIX NPABOBbIX aKTOB Poccuiickoin ®epepaumm B
061acTM apxXMBHOIO Aena, MHGOPMaUUM U LOKYMEHTALMOHHOrO obecneyeHns ynpaBaeHus;

TMNOBbIX, BEAOMCTBEHHbIX U MHbIX NEPeYHEN JOKYMEHTOB C YKa3aHMEM CPOKOB UX XPaHEHUSA, TUNOBbIX
W NPUMEPHbIX HOMEHKNATyp Aen.

4.7. B opraHmsaumu Ana nposeaeHUAa dKCNepTU3bl LLEeHHOCTU AOKYMEHTOB CO34aeTcA 3KCnepTHan
Komuccua (manee - IK) <1>. B opraHM3auMax, MMEIOLMX CAOXKHYIO CTPYKTYPY W/MAM NoABeLOMCTBEHHbIE
OpraHM3aumm, co3[atoTcA LeHTpaNbHble 3KCNepTHble Komuccum (aanee - LISK).

<1> [Ona nposeageHNA 3SKCNepTu3bl LEHHOCTU HayLIHO-TEXHM‘-IECKOﬁ n p,pyroﬁ cneu,maanoﬁl
AOKYMEHTALUN B OPraHn3aunn moxKet 6bITb co3gaHa 3K, BrkatovaoLwasn COOTBETCTBYHOLWMX CNELNANTUCTOB.

4.8. U3K (9K) sBnAeTcs coBellaTenbHbIM OPraHOM MpPU PYKOBOAWTEsSE OpraHM3aLuu, co3faeTcs
NPWKa3oOM OpraHunsaLmm, 4eUcTBYeT Ha OCHOBAHUWN NOJIOMKEHMA.
3agaun un  ¢yHKuMM LIK (3K) opraHMsaumm - WCTOYHMKA KOMIMIEKTOBaHWMA ONpeaenatoTcs
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NONOMKEHNEM, YTBEPKAAEMbIM PYKOBOAUTENEM OPraHU3aLUN.

4.9. OcHoBHOI 3agauyeit LIK (IK) ABndeTca opraHusauma M NpoBedeHMEe 3KCNepTUsbl LEeHHOCTU
[OKYMEHTOB.

OcHoBHbIMK pyHKUMAMM LIIK (IK) sasnstoTca:

opraHun3auma exkerogHoro otbopa Aen AN XpaHEeHUA U YHUUTOKEHUSR;

pPaccCMOTPEHME U COTNAacOBaHWE NPOEKTOB HOMEHKNATYPbI AeN OpraHn3aumm, onucei Aen, 4OKYMEHTOB
MOCTOSHHOTO M BPeMeHHbIX (cBbiwe 10 feT) CPOKOB XpaHeHWs, B TOM YMCae MO IMYHOMY COCTaBy, aKTOB O
BbIZENIEHUMN K YHUUTOXKEHUIO e/, HE MOANEKALLMX XPAHEHMIO, U APYTUX AKTOB;

NOArOTOBKa NpPeaNoKeHnin 06 onpeseneHnn CPOKOB XpPaHeHUA LOKYMEHTOB, HEe MpeayCMOTPEHHbIX
nepeyHamMMn <1>, 1 06 U3MEHEeHUN CPOKOB XPAHEHWA OTAE/IbHbIX KAaTeropuii AOKYMEHTOB, YCTaHOB/IEHHbIX
nepeyHAMuU;

<1> 3K opraHusaumn, nepegarowmx [OOKYMEHTbl HA XpaHeHMe B TOCYLAPCTBEHHblE apXuBbl,
NpeacTaBAAOT COOTBETCTBYOWME npeasoxenma IMMK apxnBHoOro yupexgeHusa.

y4acTme B NOAFOTOBKE M PACCMOTPEHMU MPOEKTOB HOPMATUBHbLIX U METOANYECKMX AOKYMEHTOB MO
Bonpocam paboTbl ¢ LOKYMEHTaMU B OpraHM3aumm;

MeToAMNYEeCcKoe PYKOBOACTBO paboTamum B 06nact obecneyeHUs COXPaHHOCTU AOKYMEHTA/NIbHOTO U
apxmMBHOro $oHA0B OpraHM3aLMK.

4.10. OKcnepTM3a LEHHOCTU AOKYMEHTOB B OpraHM3aumnm NpoBOANTCA:

B [LeN0NpoM3BOACTBE - NMPWU COCTAaBAEHUM HOMEHKNATYPbI A€ OPraHU3auumn 1 Npu NoaroToBKe Aen K
nepesave B apxms;

B apXMBe OpraHM3auuu - B NpoLecce NoAroTOBKM AeN K nepesayve Ha NOCTOAHHOE XPaHEHMeE.

4.11. 3kcnepTusa LEeHHOCTM JOKYMEHTOB NPOBOAMUTCA €XKErogHo.

Mo pe3ynbTaTam 3KCNEPTU3bl LLEHHOCTU B CTPYKTYPHbIX NOAPa3aeneHnAX OpraHn3aLmMm cocTaBaAaOTCA
ONUCKU AeN CTPYKTYPHbIX NOAPA3AENEHNN: NOCTOAHHOIO, BpeMEeHHbIX (cBbiwe 10 neT) cpoKoB XpaHeHWA, Mo
NmyHomy coctaBy (npunoxenne N 23, 24), Ha OCHOBE KOTOPbIX B apXMBe OpraHM3aLMu COCTABAAKOTCA
rogoBble pa3ae/bl COOTBETCTBYHOLWMX CBOAHbIX ONUCEN AeN, LOKYMEHTOB.

Ha pena ¢ wucteKWMmMn CpoKamu XpaHEHWA B CTPYKTYPHbIX MOApa3feNneHusax OpraHusauuu
COCTaBNIAOTCA NPEA/IOKEHMA K aKTY O BblAE/IEHUM K YHUUTOXKEHUIO OKYMEHTOB, HE NOAJEXALUUX XPAaHEHWUIO
(no dopme akTa, npunoskexHme N 21).

Ha ocHoBe npeasiodKeHWn CTPYKTYPHbIX MoapasfeneHuit cnyxba AenonpovsBoaCTBa OpraHusaumm
COCTaB/IAET aKT O BbIAENEHUM K YHUUTOXKEHUIO LLOKYMEHTOB, HE NOA/EXKALWMX XpaHeHMO (NpunoxkeHne N 21).

Jena BKAOYAIOTCA B aKT O BbIAENEHUN K YHUUTOXKEHUIO LOKYMEHTOB, HE NOAJIEKALLMX XPAHEHWIO, €CAU
NpeaycMOTPEHHbIN A1 HUX CPOK XPaHEHUS UCTEK K 1 AHBapsA roaa, B KOTOPOM COCTaB/IEH aKT.

Oena c otmeTtkoit "3MK" <1> nognexkaT NOAMCTHOMY MPOCMOTPY B LLe/IAX BbIABAEHUSA [AOKYMEHTOB,
nognexalmx NOCTOAHHOMY XPaHEHWUIO. BblABNAEHHbIE B TaKMX AenaxX AOKYMEHTbl MOCTOAHHOIO XpaHeHWs
BbIAENAOTCA U NPUCOEANHAIOTCA K OAHOPOAHbIM Aenam Uan GopmMmnpyoTca B CaMOCTOATENbHbIE AeNa.

<1> OtmeTKa "IMK" o3HauyaeT, 4YTO 4YacCTb AOKYMEHTOB MOXET OblTb OTHECEHa K CPOKY XpaHeHus
"nocTtosHHO".

OcTanbHble AOKYMEHTbl ¢ oTmeTKoin "IMK" BKAOYAOTCA B aKT Ha yHUUYTOXKeHue. MNpu 3Tom oTMETKa
"IMK" B aKTe He yKa3biBaeTcs.

OnucK Ha gena, 4OKYMEHTbl NOCTOAHHOMO XPaHEHUA U MO JIMYHOMY COCTaBY M aKTbl HA YHUUTOXKEHUE
OOKYMEHTOB paccMmaTpmBatoTca Ha 3acedaHmm LI3K (3K) ogHoBpemeHHo. Mo ntoram paccmoTtpenma LK (3K)
COr/1aCcoBbLIBAOTCA OMNUCU AeN, AOKYMEHTOB MOCTOAHHOIO XPaHEHWSA M NO JIMYHOMY COCTaBY WM aKTbl O
BblAE/NIEHNUN K YHNUYTOXKEHUIO LOKYMEHTOB.

CornacoBaHHble LI9K (3K) opraHusaumnmn onucu gen AOKYMEHTOB (rogoBble pasaesibl) npeacTaBaftoTcs
Ha paccmoTpeHme IMK:

NOCTOAHHOTO CPOKa XPAHEHMUA - HA YTBEPXKAEHWUE;

Nno JIMYHOMY COCTaBY - HA COMNaCOBAHMUE;

OMNK yTBEpKAAET ONUCKU AeN NOCTOAHHOIO XPAHEHMA U COrNacoBbIBAET ONUCK Ae NO IMYHOMY COCTaBY.
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Onucu pen, AOKYMeHTOB (rofoBble pasfenbl) HanpaBaawTca Ha paccmoTtpeHue IMK B Tpex
3K3emMnaspax Ha BymaxKHOM HOCUTesle M O4HOM IK3EeMMIAPE Ha 3/IEKTPOHHOM HOoCcUTEe e Yepes 3 roga nocne
3aBeplleHunna aen B 4eN0npon3BoaCTBe.

Mocne yTBepxaeHMA n cornacoBaHua dlK onucein gen, 4OKYMEHTOB OMUCU U aKT O BblAeNEeHUM K
YHUUTOXKEHUIO OOKYMEHTOB, He NOoA/NerKaluuX XpaHEeHWIo, YTBepXKAaloTCA PyKoBOAMTENemM OpraHusauuu,
nocne Yyero fena, BblAeNEHHbIE NO aKTY K YHUUTOKEHWUIO, MOTYT ObITb YHUUTONKEHDI.

4.12. OpraHu3auun, B [OeATeNbHOCTM KOTOPbIX He COo34aloTcA AOKYMeHTbl ApxuBHoro ¢oHaa
Poccuiickoit ®epepaumm, co3aatoT onmcK Aen No IMYHOMY COCTaBy M ONWUCK Aen BpeMeHHbIX (cBbiwe 10 neT)
CPOKOB XpaHeHMA 1 06ecneynBatoT UX COXPaHHOCTb.

OpraHu3aumm TakXKe COCTaBNAIOT aKTbl O BblAENEHUN K YHUUTOXKEHUIO OOKYMEHTOB, He noAjeXalumx
XPaHEHUIO, N YHUUTOMXAIOT YKa3aHHble AOKYMEHTbl MO WCTEYEHWU CPOKOB WMX XPaHEHUA TONAbKO nocne
COCTaB/IeHMA FO4OBbIX Pa3fenoB Onucei gen no NMYHOMY COCTaBYy 3a COOTBETCTBYIOLWMA Mepuom U Ux
YTBEPKAEHUA PYKOBOAUTENEM OPraHU3aumu.

4.13. lena Ha bymaxkHOM HOCWUTeJie, BblAeNIEHHbIE K YHUUTOXKEHUIO, NEPeaatoTCA Ha YHUUTOMKEHUE
(yTuansaumio) no aKkTy O BbIAENEHUM K YHUUTOMKEHWUIO AOKYMeHTOoB (npuaoxeHwe N 21), a Takke Ha
OCHOBAHWM UHbIX LLOKYMEHTOB, NOATBEPKAAOWMNX GaKT CAaYN LOKYMEHTOB Ha YHUUYTOXKEHUe (YTUAn3aumio).

DNIeKTPOHHbIE Aena C UCTEKLWMMWU CPOKAMU XPaHEHUA MoanexaTt BblAeNEeHUID K YHUYTOXKEHUIO Ha
06X 0CHOBaHMAX, NOC/E Yero NPOBOAUTCA UX PUINYECKOE YHUUTOXKEHUE MU YHUUTOXKEHME NPOrPaMMHO-
TEXHUYECKMMM CPeacTBaMM C COOTBETCTBYIOLLEN OTMETKOM B aKTE€ O BbIAENEHUN K YHUYTOMXKEHMUIO
OOKYMeHTOB (npunoxeHune N 21).

4.14. na obecneyeHms nopsgKka GopmUpPOBAHMA M yyeTa Aen B Ae/oNpoM3BOACTBE OpraHM3aumm
COCTaBNAETCA HOMEHKANaTypa aen.

4.15. HomeHKnaTypa gen 3akpenaset Knaccuduraumio (rpynnmMpoBKy) MCMONHEHHbIX AOKYMEHTOB B
Oena (3NeKTpoHHble fgena) U ABNAETCA OCHOBHbIM YYETHbIM [AOKYMEHTOM, OTPaKaloWUM CcocTaB W
OpraHu3auuio JOKYMeHTanbHOoro ¢oHAa opraHnsaLmm.

4.16. HomeHKnaTypa Aen ABNAETCA OCHOBOMW ANA COCTaBAEHUA ONUCEN Aen, AOKYMEHTOB NOCTOAHHOIO
MU BpemeHHbIX (cBbie 10 neT) CPOKOB XpaHEHWUA, a TaKXKe [aa ydeTa fen BpemeHHbix (go 10 net
BKNOYUTENIbHO) CPOKOB XPaHEHWA.

4.17. HomeHKnaTypa Aen opraHusauumn paspabaTtbiBaeTca Ha OCHOBAHUM TUMOBbIX, BEAOMCTBEHHbIX U
WHbIX NepevyHei LOKYMEHTOB C YKa3aHMEM CPOKOB XPaHEHUA, MHbIX HOPMATUBHbIX NPABOBbIX aKTOB, A TaKkKe
TUMNOBbLIX U NPUMEPHbIX HOMEHKNATYpP Aen.

TunoBaa M nNpMMepPHaa HOMEHKNATypbl Aen pa3pabaTtbiBatOTCA OpraHaMM W OpPraHU3aUUsMM,
UMELWMMM B NOAYNHEHUM CETb OAHOTUMHbIX OPraHM3aLuMNA.

TunoBas HOMEHKNaTypa YCTaHaBAMBAET COCTaB A€/, 3aBOAUMbIX B OAHOTUMHbLIX OpraHM3auunax, m
ABNAETCA HOPMATUBHbIM AOKYMEHTOM.

MpumepHaa HOMEHKNATypa yCTaHaBAMBAET NPUMEPHbIA COCTaB Aen, 3aBOAMMbIX B OpraHM3aumax, Ha
KOTOpble OHa PACcNpPOCTPaHALTCA, U ABNAETCA PEKOMEHAATEIbHbIM JOKYMEHTOM.

4.18. HomeHKnaTypa Aen opraHM3auuu cocTaBasieTca No ycTaHoBAeHHOoM ¢dopme (npunoxeHune N 25)
Ha OCHOBaHMM HOMEHKANATYp AeN CTPYKTYPHbIX noapasaeneHnin (npunoxeHune N 26).

OpraHusaumm - UICTOYHUKN KOMMEKTOBAHWUSA rOCYAapCTBEHHbIX (MyHULMNAbHbIX) aPXMBOB OAMH Pa3 B
5 net <1> cornacoBsblBaloT HOMeHKAATYpy Aen ¢ LIK (3K) opraHusaumm n npeacTaBastoT ee Ha coranacoBaHune
cooTBeTcTBYyHOLWMX MK MAK rocyAapcTBEHHOIO (MyHULMNAAbHOTO) apX1Ba, COrNacHO NPeaoCTaBAEHHbIM eMy
NONHOMOYUAM.

<1> B cnyyae M3MeHeHUA OQYHKUMIA M CTPYKTYpbl OpraHuW3aumMmM HOMEHKNATypa [AeN NOANEKMUT
NnepecocTaB/IEHUIO, COMIACOBAHUIO U YTBEPKAEHMIO.

OpraHusauum, B AeATENIbHOCTM KOTOPbIX HE CO34atoTcs AOKYMEeHTbl ApxuBHOro ¢oHza Poccuitckoi
depepaunu, yTBEpKAAOT HOMEHKAATYPY AEN CAMOCTOATE/IbHO.

4.19. 3aKOHYEeHHble 4enonpoM3BOACTBOM Aesia MOCTOSHHOTO U BpemeHHbIX (cBbiwe 10 net) cpokos
XPaHEeHUs, B TOM YMCae NO IMYHOMY COCTaBY, MOC/IE€ OKOHYAHMA KaneHZgapHoOro roga, B KOTOPOM OHU Bblan
3aBefeHbl, NOArOTaB/IMBAIOTCA K Nepesaye B apXmB OpraHn3aLmmn 1 noanexat opopMaeHMIO U ONMUCAHUIO.

B 3aBMCMMOCTM OT CPOKOB XPaHEHMA NPOBOAMUTCA NOAHOE MM YacTU4Hoe obopmneHune gen. NMonHomy
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0hOPMIEHUNIO NOANENKAT AeNa NMOCTOAHHOIO U BpeMeHHbIX (cBbiwe 10 NeT) CPOKOB XpPaHEHUA U MO IMYHOMY
cocTasy.

OdopmneHune gen Ha BymarKHOM HOCUTesle NpeayCcMaTpUBaET:

NoAWMBKY WX nepenneT AOKYMeHTOB Aena (HedbopmaTHble AOKYMEHTbI XPAHATCS B 3aKPbITbIX
TBEpAbIX NanKax Uan B KOPobKax);

HyMepaLmto INCTOB AeNa;

COCTaB/IeHWE NNCTA-3aBepuTena aena (npunoxkexue N 8);

COCTaB/IeHWE BHYTPEHHEN ONncK AOKYMEHTOB aena (npunoxkexue N 27);

odopmneHune 0610KKM aena (npunoxeHune N 28).

MoAroToBKa 3NEKTPOHHbIX AeN ANA Nepefadn B apxvMB OpraHU3aLuMu NpeaycmaTpuBaeT coCTaBaeHUe
OMUCK INEKTPOHHbIX AeN, [OKYMeHTOB (NpunoxkeHns N N 17, 18).

4.20. B neno nomeLLatoTca AOKYMEHTbI, KOTOPbIE MO CBOEMY COAEPKAHUIO COOTBETCTBYIOT 3aro/IoBKY
Zena, Npu 3TOM 3anpeLaeTca rpynnupoBaTth B esla YepHOBble U AybieTHble 3K3eMNAsAPbl LOKYMEHTOB, a
TaKXe AOKYMEHTbI, Nog/1exallme BO3BpaTy.

Mpu dopmrpoBaHmM gena Heobxoaumo cobntogate cieaytolme TpebosaHus:

JOKYMEHTbI MOCTOAHHOTO Y BPEMEHHOTO XPaHEHUS HEOHXOAMMO TPYNNMPOBaTb B OTAE/bHbIE AeNa;

BK/IIOYATb B A,€/10 N0 OAHOMY 3K3eMMIAPY KaXKA0ro AOKYMEHTa;

rpynnupoBaTb B €710 LOKYMEHTbl OOHOTO KafeHAApHOro roAa; WCK/AOYEHME COCTaBAAOT:
nepexogawme nena; cyaebHole aena; nU4YHble Aena, Kotopble GOpMUPYOTCA B TeYeHMe BCero nepuoga
paboTbl NMLA B OpraHU3aLMu; AOKYMEHTbI BbIDOPHbLIX OPraHOB M WX MOCTOSHHbLIX KOMMUCCUM, AenyTaTCKUX
rpynmn, KoTopble rpynnupytoTcs 3a Nepuos Co3biBa; AOKYMEHTbl 06pa3oBaTeNbHbIX OpraHu3aLuMii, KoTopble
dbopmupytoTcs 3a yyebHbIl rof; AOKYMEHTbl TeaTpOB, XapaKTepu3ylolMe CLEHUYECKYHO AeATeNbHOCTb, B
npeaenax TeaTpasibHOro cesoHa; Aena GMAbMOB, PYKONUCER, UCTOpUM Bole3HeN.

MpuKasbl N0 AMYHOMY COCTaBY AOJIKHbI FPYNNMPOBATLCA B A€/1la B COOTBETCTBUM C YCTAHOB/IEHHbIMM
A7 HAX CPOKaMM XpPaHeHus;

OOKYMEHTbI B IMYHbIX AeN1axX PacroaraloTca B XPOHOIOrMYECKOM NOPAAKE MO Mepe NOCTYNAeHUS;

NueBble cyeTa No 3apaboTHOW Naate paboOTHUKOB rPYNNUPYIOTCA B OTAE/IbHbIE AeN1a M pPacrnonaratoTes
B HUX No andasuTy Gamuamnii, UMeH U OTYECTB.

[eno Ha BymarkKHOM HOCUTesle He JOIKHO coaeprKaTb 6osee 250 UCTOB, NpU TOAWMHE He 6onee 4 cm.

4.21. JoKyMeHTbl, COCTaBAAOWME AeN0 Ha ByMaKHOM HocuTene, NOALMBAOTCA Ha YeTbipe NPoKoa
(Ha Tpu npokona - Ana ManodopmaTHbIX Aen) B TBEPAYI OONOMKKY WAM MepensietaoTca ¢ y4yeTom
BO3MOXKHOCTU CBOOOAHOIO YTEHMSA BCEX [OKYMEHTOB, AaT, BU3 W PE30JIOLUMIA Ha HUX, MeTal/Myeckue
CKpEenieHns U3 IOKYMEHTOB yaaNATCA.

B Hauane gena Ha BymarKHOM HocuTesle MpU HEOBXOAUMOCTU NOALLIMBAIOTCA JINCTbI BHYTPEHHEN onucK
[OKyMeHTOB aena (npunoxenue N 27), B KOHUE KaXK4oro Aena - IMCT-3aBeputenb gena (npunoxenue N 8).

4.22. B uenax obecnevyeHMs COXPAHHOCTU W 3aKPENJIEHUs NopAdKa PacrnoioKeHMa OO0KYMEHTOB,
BK/IIOYEHHbIX B /10 Ha ByMaXKHOM HOCUTese, BCE ero NCTbl (Kpome NINCTa-3aBepuTena aena U BHYTPEeHHeN
OnuCcKH) HyMepytoTcA B BaN0OBOM NMopsaake apabckumum umdpamm, KOTopble NPOCTaBAAIOTCA B MPaBOM BEPXHEM
Yyry NUCTA AOKYMEHTa MPOCTbIM rPadUTHbIM KapaHAAWOoM WAM HymepaTopom. YnoTpebieHue YepHUn u
LUBETHbIX KapaHZalen ana Hymepaumm IMCTOB 3anpeLwaeTcs. JIMCTbl BHYTPEHHENW ONUCK AOKYMEHTOB gefna
HYMEepYHTCA OTAE/NbHO.

JlncTbl gen, cocToAWwmMX U3 HECKONIbKMX TOMOB MM YacTel, HYMEPYIOTCA MO Ka*KAOMY TOMY MM YacTu
OTAENbHO.

doTorpadumm, uepTerKM, AMarpammbl U ApyrMe WANIOCTPATUBHbIE AOKYMEHTbI, MNpeacTaBastowme
CaMOCTOATE/IbHbIV JINCT B AeNe, HYMepYoTca Ha 060POTHOM CTOPOHE B IEBOM BEPXHEM YTY.

CNoXKeHHbIM NNCT pPa3BOpPaYMBAETCA U HymepyeTcAa B NPaBOM BepxHem yray. Mpu stom anct aoboro
dbopmaTta, NoAWUTbIN 33 OAWH KpaW, HYMEepyeTCcA KaK OOMH JINCT; JIUCT, CJOMKEHHbIA W MNoAWMUTbIN 33
cepeguHy, NOANEXUT NepeLlnBre U HYMePYeTCs Kak OAMH JINCT.

JINCT ¢ Harnyxo HakNeeHHbIMU AOKYMEHTaMM (Bblpe3kamu, BbIMMCKamuM, poTorpadumamm) HymepyeTca
KaK OAMH ANCT. ECAn K LOKYMEHTY NOAKAEeEHbl OAHUM KpaemM Apyrne AOKYMEHTbI (BbIpe3KM, BCTAaBKM TEKCTa,
nepeBoZbl), TO KaXKAbl JOKYMEHT HYMepPYeTcsA OTAE/bHO.

MofwuTble B AeN0 KOHBEPTbI C BJOKEHUAMU HYMEPYIOTCA; MPY 3TOM BHa4vasile HYMepyeTcsa KOHBEpT, a
3aTeM o4yepeaHbIM HOMEPOM KaXKa0€e B/IOXKEHME B KOHBEpPTE.
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MoawnTble B AeN0 AOKYMEHTbl C COBCTBEHHOW Hymepauuein NUCTOB (BKAKOYas nedvaTHble U3aaHus)
MOTYyT HYMepOBaTbLCA B 06LLEM NOPAAKE UM COXPAHATb COBCTBEHHYIO HYMEpPaLMIO, eC/IN OHa COOTBETCTBYET
NopsIKOBOMY Pacno/IOXKEeHMUIO NUCTOB B Aene.

B cnyyasx ob6HapyKeHus 60nblIOrO 4YMcna OWWMBOK B Hymepauuu /UCTOB Jena nposoguTca
nepeHymepaums. Mpu HaMUUKM OTAENbHbIX OLMBOK B HYMepauumn TMCTOB Aefla AonyckaeTca ynoTpebieHue
JINTEPHbIX HOMEPOB NINCTOB.

4.23. Nlnct-3aBeputenb gena (npunoxkenune N 8) cocTaBaAaeTcs Ha OTAE/NIbHOM INCTE, B KAPTOTEKax - Ha
oTaenbHOM nucte dopmaTta KapTouyku. JlucT-3aBepuTenb Aena nognucbiBaeTcs ero coctasuTenem. Bce
nocseayolime N3MeHeHNs B COCTaBe U COCTOAHMM Aena (NoBpeXKAeHUA, 3aMeHa NOAMHHbIX AOKYMEHTOB)
OTMEYatloTCcA B INCTE-3aBEPUTENE CO CCbIIKOM Ha COOTBETCTBYHOLWMIA aKT.

3anpeLaeTcs BbIHOCUTb JINCT-3aBEPUTENb Ha OBJIOXKKY Aena WUAM YUCTbi 060poT AncTa nociesHero
OOKyMeHTa. Ecan geno noawuto wauM nepenneteHo 6e3 6naHKa NUCTa-3aBepUTENs, OH AO/KeH ObiTb
HaKNeeH 3a BEPXHIOO YacTb JIUCTA Ha BHYTPEHHIO CTOPOHY 06/10XKKM B KOHUE Aena.

4.24. Ha 0610Ke [en MOCTOAHHOTO XpaHeHUs npeaycMaTpuMBaeTca MecTo A1 HauMeHOoBaHuA
rocyapcTBEHHOro (MyHULMNANbLHOIO) apX1Ba, B KOTOPbIN Aena opraHu3aunmn byayT NpuHATbI (MpUaoKeHue
N 28). Mpu odopmaeHUn 0ONOXKKM [ena HaMMeHOBaHMEe OpraHM3auMM YKasblBAaeTca MNOJIHOCTbIO, B
UMeHUTeNbHOM nagexke. [lofiHOe HauMMeHOBaHWEe BbIWECTOALLEel OpraHM3auuM YKasbiBaeTca Hafj,
HaMMEHOBaHMEM OpPraHM3aUMM - UCTOYHWKA KOMMJIEKTOBaHMA (TaKKe B MMeHUTeNbHOM nagexke). Ecau
OpraHu3aLms UAM BbiLIECTOALLAA OpraHM3auUmnsa MMEIOT COKpPallleHHble HAaMMEHOBaHMA, TO OHM YKa3blBalOTCA B
CKobKax nocne NoaHOro HaMMmeHoBaHMA.

Mpn N3MEHEeHUM HaMMEHOBaHWUA opraHM3auuu (CTPYKTYpPHOro noapasfenieHusa) B TedeHMe nepuoaa,
OXBaTbIBAaEMOro AOKYMEHTaMW gena, WAu Npu nepefadye gena B ApPYrylo OpraHusaumio (CTpyKTypHoe
nogpasaenieHne), Ha 06NOXKKe [Aena [AONUCbIBaeTcA HOBOE HAaMMEHOBaHWE 3TOW OpraHMsaumMm Uau
opraHusaumMmn-npaBonpeeMHUKa (CTPYKTYpHOro noapasaeneHuns), a NpeskHee 3aK/4YaeTca B CKOOKM.

4.25. Ha 06/10KKe gena yKasblBaloTCsa:

HaMMeHOBaHWe OpraHM3aLMn U ee HenocpeacTBeEHHaA NOAYNHEHHOCT;

HaMMeHOBaHME CTPYKTYPHOro NoapasgeneHuns;

WHAEKC Aena;

Homep Toma (4acTtu);

3aro/I0BoOK gena (Toma, 4actu);

KpaliHue aaTbl gena (Toma, yactu);

KOJIMYECTBO /IUCTOB B Aese (Tome, YacTu);

CPOK XpaHeHus aena;

apxuBHbI Wudp gena.

4.26. 3aroNoBOK Aena Ha BYMasKHOM HOCUTE/Nle WM 3aro/IOBOK 3/IEKTPOHHOrO gefla NepeHocATcs Ha
060Ky paena (3NeKTPOHHOro JAena) M3 HOMEHKNaTypbl Aen  opraHusauuMu. 3arofioBOK  AO0NXKEH
COOTBETCTBOBATb COAIEPKAHUIO IOKYMEHTOB B fleNe.

B Tex cny4asnx, Koraa Aeno COCTOMT U3 HECKOIbKUX TOMOB (Y4acTei), Ha 06103KKy Kaxaoro Toma (4actm)
BbIHOCUTCA 06LLMIA 3ar0/10BOK Aena, a NpPu HeobX0AUMOCTM - 3aro/I0BOK KaxKAoro Toma (4actm).

B 3aronoBkax Jden, coAepkaliMx KOMUM [IOKYMEHTOB, YKa3blBAaeTCA Ha KO/AMYECTBO KOMWIA.
MoANMHHOCTL AOKYMEHTOB A€e/1a B 3aro/I0BKe He OroBapuBaeTcs.

4.27. [Oena, BHecCeHHble B TroAOBble pasdenbl CBOAHbIX onucen, wuopyoTca nocne
yTBepKAeHuA/cornacosaHmMa rogoBoro pasgena csogHon onucu DMK  apxMBHOTO yypexkgeHua u
YTBEPKAEHUA PYKOBOAMTENIEM OpraHM3aumnm (40 3TOro apxXmBHbIN LWINPP NPOCTaBAAETCA KapaHAaLWom).

4.28. Ha o6noxke pena yKasbiBaeTca [AaTa gena - rof(bl) 3aBeAeHUA UM OKOHYaHWA Jena B
OEeNonponsBoaCTBe.

Ecnn B Aeno BKAOYEHbI AOKYMEHTbI (HAaNpUmep, NPUIOKeHUs), AaTa KOTOPbIX HE COBMNaAaeT C AaTOM
Aena, To noA AaToi C HOBOW CTPOYKM AenaeTtca o6 aTom 3anuch: "B aene nmeroTca OKYMEHTbI 3a ... rog(bl)".

[aTta fena moxKeT He yKasblBaTbCA TO/IbKO Ha 0610KKaxX Aefl, CogepKalunx rogoBble naaHbl U OTYETbI U
Apyrve OOKYMEHTbI, 4aTbl KOTOPbIX OTPaXKaloTCA B 3aro/IOBKax Ae.

[aToit aen, cogepXawmx pacnopsauTeNbHyl0, TBOPYECKYID U WHYI0 AOKYMeHTaumio (goKknaapi,
NMCbMa, CTEHOrPaMMbl), A/A KOTOPOW TOYHasA [AaTMPOBKA MMeeT BaKHOe 3HauyeHue, a TaKke A4na Jen,
COCTOSAILMX U3 HECKONIbKMX TOMOB (4acTeit), ABNAIOTCA AaTbl (YMCno, Mecal, ro) perucrpaunn (coctaBneHms,
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NOCTYNJ/IEHUS1) CAMOTro PAHHEro M Camoro No3gHEero AOKYMEHTOB, BK/IOUYEHHbIX B Aeno (KpaliHue datbl aen,
OOKYMEHTOB).

[aToli pena, copeprkawero MPOTOKOJbl 3acefaHWi, ABAAIOTCA AaTbl YTBEPKAEHMA (ecan OHM
YTBEPXKAAOTCA) UM AaTbl NEPBOrO U MOCAEAHEr0 NPOTOKO/1A, COCTABAAOWMX AENO.

[aToi nnyHoro pgena ABAAOTCA AaTbl NOAMMCAHWMA MPUKA30B O NPUEME W YBOJIbHEHUM AWUA, Ha
KOTOpOE OHO 33aBEAEHO.

Mpu o603HaYeHUN [aTbl AOKYMEHTa CHavasa YKasblBaeTcA YMCNo, 3aTeM MecAu, U rod. Yucno m rog,
0603HayvatoTCA apabcknumm umdppamm, HazBaHMe mecsLa - CI0OBOM.

Ecnv pata JOKYMEHTa AW OTAE/NbHbIE ee 31EMEHTbl ONpeaenstoTca NpUbAN3NTENbHO, Ha OCHOBAHUK
aHanM3a cofepKaHuA AOKYMeHTa, TO AaTa UM OTAE/bHble ee 3/1eMeHTbl, He abCcoNTHO LOCTOBEpPHbIE,
3aK/IH0YAlOTCA B KBaAPATHbIE CKOOKM.

4.29. Ob6asaTenbHbIMM PEKBU3UTAMMN OONIOKKM Aena ABAAIOTCA YKa3aHMe KOAMYecTBa /INCTOB B Aene
<1> (npocTaBnseTcs Ha OCHOBAHWW /ICTA-3aBEPUTENA Ae/a) U CPOK XpaHeHuA aena (Ha Aeflax NOCTOAHHOro
XpaHeHUus nuweTca: "XpaHWTb NOCTOAHHO").

<1> [na pen Ha 6ymarKHOM HocuTene.

4.30. Ons yyeTa AOKYMEHTOB OnpedeneHHbIX KaTeropuit aen Ha bymaxkHoOm HocuTene (AundHble,
cynebHble gena, matepuasnbl YrONOBHbIX AeA, AeNa O NPUCYKAEHUM YUEHbIX CTeNEHEN U MPUCBOEHUMN YYEHbIX
3BaHWI, lena, cBA3aHHble C BblJayeli aBTOPCKUX CBUAETENbCTB M MaTeHTHbIX M306peTeHuin) cocTaBnseTca
BHYTPEHHAA ONWUCb AOKYMEHTOB Aena.

Ecav peno Ha BymarKHOM HocuTene nepenseTeHo uaum nopwuto 6e3 6naHKa BHYTPEHHEN onucu
OOKYMEHTOB, TO COCTaB/IEHHAA NO YCTAHOBNEHHOM popMe BHYTPEHHAA OMUCb NOAKNEUBAETCA K BHYTPEHHEMN
CTOPOHE NNLEBON 0BNOXKKM Aena.

M3meHeHMA cocTaBa LOKYMEHTOB Aena (M3bATUA, BKAOYEHUSA [OKYMEHTOB, 3aMeHa LO0KYMEHTOB
Konuamu) oTparkatotca B rpade "MpumedaHume" BHYTPEHHEN ONWUCK CO CCbIIKAMM Ha COOTBETCTBYIOLLME aKTbl.
Mpn HeobxoAMMOCTM MOFYT ObITb COCTaBAEHbl HOBas WMTOroBas 3anuCb K BHYTPEHHEW OMUCU U AUCT-
3aBeputens gena.

4.31. [ena nepepatoTcA B apXWMB OpraHM3auMuM MO OMNUCAM, COCTAB/IEHHbIM B CTPYKTYPHbIX
nogpasaeneHuax.

OnucK aen CTPYKTYpHbIX NoApasae/ieHnit CoCTaBAATCA NO YCTaHOB/eHHON dopme (npunoxeHne N
23, 24) B OBYX 3K3eMNApax M NPeAcTaBAAOTCA B apXMB OpraHM3auMm He No3gHee Yem yepes OAMH rog,
nocne 3aBepLUeHMA AeN B 4e/I0NPOU3BOACTBE.

OnucK cocTaBnAaoTCA OTAE/IbHO Ha Aena NOCTOSHHOrO XpaHeHus; Aena BpemMeHHbIX (cebiwe 10 ner)
CPOKOB XpaHeHMWA, B TOM 4YMCae MO JIMYHOMY COCTaBy, W Aefla, COCTOALME U3 AOKYMEHTOB, XapaKTepHbIX
TO/NIbKO A/1A AaHHOM opraHu3aumu (cyaebHble, cieacTBeHHble Aena, HayyHble oTYeTbl Mo Temam). OTaenbHble
OMMWCHK COCTaBAAIOTCA Ha eAMHULBI XPAHEHWUSA SNEKTPOHHbIX LOKYMEHTOB MOCTOAHHOIO XPaHEHWA; BPEMEHHbIX
(cBbiwe 10 neT) CPOKOB XpaHeHMUA, B TOM YMUC/Ie MO IMYHOMY COCTaBYy.

4.32. lpu cocCTaBNeHUMM ONUCK Aen CTPYKTYpHOro nogpasgeneHua cobaogatoTca caegyloume
TpeboBaHuA:

3aro/IoBKM Aen BHOCATCA B OMWUCb B COOTBETCTBUWM C MPUHATOM CXEMOW CMCTEMATM3AUUM HA OCHOBE
HOMeHKANaTypbl Aen;

KarKaoe AeN0 BHOCUTCA B ONMCb Nog, MOPAAKOBbIM HOMEPOM (eC/iv 410 COCTOUT U3 HECKOJIbKMX TOMOB
WAW YacTel, TO KaXKAbl TOM MM YacTb BHOCATCA B ONMUCb NOA, NOPALKOBbIM HOMEPOM);

rpadbl ONMCK 3aMONHAOTCA B TOYHOM COOTBETCTBUM CO CBEAEHUAMM, KOTOPbIE BbIHECEHDBI Ha 0HM0XKKY
aena;

rpada onucu "MpumeyvaHune" ncnonblyetca A8 OTMETOK O Npueme Aesn, 0cobeHHocTAX GpUsnyeckoro
COCTOSIHMA, O Nepegaye Aen APYrMM CTPYKTYPHbIM NOApPa3feneHUAM CO CCbIJIKOM Ha HEODXOAMMbBIA aKT, O
HaAN4Mm KonNui.

B KOHLLe onucK BCaen 3a nocaeaHel onMcaTeNbHOM CTaTbel 3anoNHAETCA UTOroBaA 3anncb, B KOTOPO
yKa3sblBatoTca (umdpamm 1 NPONUCbIO) KOANYECTBO A€, MEePBbIM U NocieaHUIA HOMepa Aen No onucK aen, a
TaK)Xe OroBapuBalOTCA OCOBEHHOCTM HymMepauuu Aen B OnNuUcuM (Haanuue JSIMTEPHBbIX W MPOMYLLEHHbIX
HOMepOoB).
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Mepes BHECEHMEM 3aro/I0BKOB Ae/1 B ONUCb NPOBEPAOTCA KayecTBo GOPMMPOBAHUA U opopmMaeHua
Aen, COOTBeTCTBME KOAMYEeCTBa e/, BHOCUMbIX B OMUCb, KOJIMYECTBY 3aBeAeHHbIX Ae/l M0 HOMEeHKAaType aen
opraHmMsauum.

Mpu npocmoTpe aen NpoBepAOTCA: COOTBETCTBME 3ar0/I0BKA Aena CoAepKaHUo AOKYMEHTOB B Aene;
NpaBUAbHOCTb OPOPMIEHUA U TPYNMUPOBKU AOKYMEHTOB, BK/KOYEHHbIX B A€/10; KAa4YeCcTBO MOALWMBKU UK
nepenseta fena; NpPaBWIbHOCTb Hymepauuu JNCTOB LeNa; Haauune B Aene, B HeobXoAUMbIX Cay4yasnx,
BHYTPEHHEN ONWUCKM AeNa W NPaBUAbHOCTb €e COCTaB/IeHWUSA; NPaBUAbHOCTbL O0GOPMAEHUA OBNOXKKU Aena;
HanuumMe M NPaBUAbHOCTb JINCTa-3aBepuTensa aena. B cnyyae OOHApy»KEHWA HapyWEHWA YCTaHOBAEHHbIX
npasun GopmuposaHna N 0GopPMAEHUA AEN OHWN AOSKHbI ObITb YCTPAHEHDI.

B cnyyae oObGHapyKeHWA OTCYTCTBUA A€/, YUCNALMXCA MO HOMEHKNAType [Aen opraHusauumu,
CTPYKTYPHbIM MNOAPA3AeNeHNEM MPUHMUMALOTCA Mepbl NO POo3bicKy. OBHApyXKeHHble Aena BKAOYAIOTCA B
onucb. Ecnm npuHATble mepbl He Aanu pesynbTaToB, TO HA HeOOHapy)KeHHble Aena COoCTaBAAeTcA aKT 06
yTpaTe AOKYMEHTOB, KOTOPbIA NOAMMUCHIBAETCA PYKOBOAUTENEM CTPYKTYPHOIO NoApasaeneHus u nepegaerca
BMeCTE C ONUCHIO ieN CTPYKTYPHOro NoApasaeneHua B apxme opraHmnsauum (npunoxexue N 6).

4.33. MNepepaya Aen B apxvMB OpraHUsaLMu OCyLLeCTBAAETCA Mo rpaduKy, cornacoBaHHoOmy C
PYKOBOAUTENAMWU CTPYKTYPHbIX NOAPA3AeNneHui, nepesarowmx AOKYMEHTbl B apxvB, U yTBEPXKAEHHOMY
pyKkoBoauTenem opraHm3aLunu.

B nepuon noarotoBKM Aen Ha GymMa)KHOM HOCUTENE CTPYKTYPHbIM MoApasfeneHuem K nepepaye B
apXMB OpPraHU3aLmMmn COTPYAHMKOM apXmMBa NPOBEPAETCA NPaBUAbHOCTb MX GOpMUMpPOBaHMA, 0bOpPMAEHUA U
COOTBETCTBME KOIMYECTBA e/, BK/OYEHHbIX B OMUCb, KOANYECTBY Aen, CGOPMMPOBAHHbLIX B COOTBETCTBUM C
HOMEHKNATypoi Aen opraHusaumn. Bce BbisiBAEHHble MPW MNPOBEPKE HefoCTaTKM B GOPMMPOBAHUM U
obopmMeHUN aen paboTHUKM CTPYKTYPHOTO nogpasgeneHmsa 06s83aHbl YyCTPaHUTb.

Mpuem-nepesaya Aen B apxuMB OpraHM3auMuM MPOM3BOAUTCA PAbOTHMKOM apxmMBa OpraHM3auuun B
NPUCYTCTBMM pPAbOTHUKA CTPYKTYPHOro nogpasaeneHua. Ha 3aksemnaapax onucu Aen, AOKYMEHTOB
NPOCTaBAAETCA OTMETKA O Ha/numn gena. B KoHLe Kax[oro sksemnaspa onucu ykasbiBaloTcA uubpamn u
NPOMUCBID KONYECTBO (aKTUYECKU MPUHATbIX B apXuB Ae/i, HOMepa OTCYTCTBYHOLWUX Aen, gata npuema-
nepegauu Aen, a Takxe nognuMcu anua, OTBETCTBEHHOIO 33 apxuBs, U A1La, NnepeaasLlero gena.

4.34. TNepepaya 3NEeKTPOHHbIX LOKYMEHTOB B apxXMB OpraHM3auuM MNpou3BOAUTCA Ha OCHOBAHWUK
Oonucer  3SNEKTPOHHbIX AN, LOKYMEHTOB CTPYKTYPHbIX MOAPasAeNeHuin no  MHOOPMALMOHHO-
TENEKOMMYHMKALUMOHHOM CeTU (NpU HanuymMm B apxuee opraHusaumm MHOOPMALMOHHOM CUCTEMbBI) AN HA
dum3nyeckn 060c06NEHHBbIX MaTepuasbHbIX HOCUTENSX, KOTOpble MNPeACTaBAATCA B ABYX WAEHTUYHbIX
aK3emnaapax.

Mpu nepenaye 3NeKTPOHHbIX JOKYMEHTOB B apXWB OpraHM3aLMKn BbINONAHAIOTCA Cneaylolme OCHOBHbIE
npoueaypbl paboTbl C LOKYMEHTaMMU:

dopmmpoBaHme B WHOOPMALMOHHOM CUCTEME OpPraHM3aUMKM SNEKTPOHHbIX Aef, SABAAKLWMXCA
COBOKYMHOCTbIO KOHTEMHEPOB 3/1IEKTPOHHbIX AOKYMEHTOB MAM KOHTEMHEPOM 3/IEKTPOHHOIO AO0KYMEHTA,
cofepKalMM KOHTEHT W MeTafaHHble 3/EKTPOHHOrO AOKYMeHTa, ¢alfibl 3/EKTPOHHbIX Moanucen wu
BM3Ya/IM3MPOBaHHYIO KOMMIO TEKCTOBOIO 3/1eKTPOHHOIO AoKYMeHTa B popmaTe PDF/A;

dbopmmMpoBaHME ONUCKU SNEKTPOHHbBIX AN, LOKYMEHTOB CTPYKTYPHOrO NoApasaeneHus;

npoBepKa apXMBOM OpraHM3aUUM  INEKTPOHHbIX AOKYMEHTOB Ha Haauume BPEAOHOCHbIX
KOMMbIOTEPHbIX NPOrpamm;

npoBepKa BOCMPOU3BOAMMOCTU 3IEKTPOHHbIX JOKYMEHTOB;

nposepka @U3NYECKOrO W TEXHUYECKOTO COCTOSHWMA HocuTeneh (nNpu nepegayve 3SNEKTPOHHbIX
OOKYMEHTOB B apXMB OpraHM3aunm Ha ¢pumsnyeckn 060cobaeHHbIX MaTepPUanbHbIX HOCUTENAX);

npoBepKa NOA/IMHHOCTU 3/IEKTPOHHOM NOAMUCU, KOTOPOM NOANUCAH 3NEKTPOHHbBIN AOKYMEHT.

Mpuem 3NEKTPOHHbIX OOKYMEHTOB B apxuB opraHmsauuu no NHOOPMaALNOHHO-
TENNEKOMMYHMKALUMOHHOMN ceTu (NpU HanuymMu B apxmee opraHusaumm MHOOPMALMOHHOM CUCTEMbBI) AN HA
¢du3mnyeckn 060cobneHHbIX HOcUTeNnsx OPOPMAAETCA COCTaBNEHUEM WTOTOBOM 3aMMCU B KOHLLE onucu
SNEKTPOHHbIX AeN, AOKYMEHTOB, B KOTOPOMN UMdpamn M NPONUCbIO YKasblBaeTCA KOAMYECTBO daKTUYecKu
NPUHATbIX B apXMB 3/IEKTPOHHbIX AN W 3NeKTPOHHbIX AOKYMeHTOB. MTorosas 3anucb noAaresepxaaeTca
NnoANUCAMU COTPYAHUKA apXuBa U COTPYAHMKA CTPYKTYPHOro noApasaesieHua, nepefasllero aN1eKTpoHHbIe
4ena u AOoKyMeHTbl. lpy npMeme Ha apxMBHOE XpaHeHWe 3/1eKTPOHHble fena 3aBepAloTcA 3/eKTPOHHOM
NoANUCbI0 PYKOBOAUTENA OPraHM3aumMm UAmM YNnoSIHOMOYEHHOTO MM AO/IXKHOCTHOIO AMua.
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Mocne npvema B apXMB 3/IEKTPOHHbLIX LOKYMEHTOB Ha ¢U3MYeCKM 060CO6SEHHBbIX MATepPMasbHbIX
HOCUTENAX BKAA4bIWK, MOMeLeHHble B OYTAAP eAMHUUbI XPaHEeHWs B CTPYKTYPHOM MoApasgefieHuu,
3aMEHAIOTCA Ha BKNAAbILWK, 0pOpMIEHHbIE B apXMBE.

Ha Bknagblwe, nomelaemom B GyTaap eANHULLI XPaHEHNA, 0GOPMIAEMOM B apX1Be, YKa3blBaeTcA:

HaMMeHOBaHMe OpraHM3aunn (NoNHOE, COKpaLLEHHOE);

Homep doHAa;

HOMEP OMUCU INEKTPOHHbIX AeN, LOKYMEHTOB;

HOMep Aena no onucw;

OTMETKa O CTaTyce 3K3eMMapa 3N1eKTPOHHbIX 4O0KYyMeHTOB: "OcH." (ocHoBHOM) nnn "Pab." (pabounii);

KpalHue AaTbl 4LOKYMEHTOB 3/1EKTPOHHOTO AeNa;

npu HeobxoAMMocTM odOopMAAIOTCA [OMNOAHUTENbHbIE OTMETKM 06 OrpaHuyYeHUn [ocTyna K
OOKYMEHTaM.

Bkiagply nomewaetca B ¢yTaap ¢usmMyeckn 060CO6/EHHOrO MaTepuasbHOr0 HOCUTENS TaKUM
06pa3om, 4Tobbl HagNUCK Ha HeM BblIM BUAHBI MPU 3aKPbITOM QyTaspe.

V. OPTAHU3ALKNA NCNOJTIb3OBAHUA AOKYMEHTOB
APXMBHOIO ®OHAA POCCUNCKON GEAEPALIMM N APYTUX APXUBHbIX
OOKYMEHTOB OPTAHU3ALN

5.1. ApxuMB oOpraHM3auMu O0/KEeH NPeaoCTaBAATb MOJ/b30BaTeN0 AOKYMeHTbl ApxuBHOro ¢oHaa
Poccuitckoit ®epepaumm n apyrne apxmeHble LOKYMEHTbI, @ TAKXKe CNPaBOYHO-NMOUCKOBbIE CPEACTBA K HUM.

5.2. locTyn K OKYMEHTAM MOXKET HbiTb OFPaHUYEH B COOTBETCTBUM C 3aKOHOAATENLCTBOM POCCUMCKOW
denepaumn, a TaKkKe B COOTBETCTBMM C pacropsKeHuem cobCTBEHHWMKA WAW BRagesnblLa apXMBHbIX
OOKYMEHTOB, HaX0AALMXCS B YaCTHOM cobCcTBEHHOCTU <1>.

<1> Yactb 1 cTatbu 25 PegepanbHOro 3akoHa oT 22 okTAbps 2004 r. N 125-$3 "0O6 apxmMBHOM aene B
Poccuinckoin depepaumn”.

5.3. NMonb3oBaTtenu Npu UCNoAb30BaHUMN AOKYMEHTOB apXMBa opraHusaLmm obasaHbl AenaTb CCbIIKM Ha
MeCTO XpaHeHUA AOKYMEHTOB.

5.4. Coctas HCA apxmBa opraHm3auum onpenensaetca COCTaBOM M COAEPXHKAHUEM XPAHALLMXCA B HEM
[OOKYMEHTOB, XapaKTepPOM U 3a4a4aMm NOMCKA N MHTEHCUBHOCTLIO MCMNO/Ib30BaHUA AOKYMEHTOB.

OcHoBHbIM (06A3aTe/IbHbIM) apPXMBHbIM CMPaBOYHMKOM B apXMBe OpPraHU3aLunmn ABASETCA ONUCb Aen,
OOKYMEHTOB. B gonosiHeHMe B apxMBe opraHM3auMm BeAyTCs BCMOMOraTe/bHble apXMBHbIE CMPABOYHUKU -
KaTanoru, ykasaTe M, UICTOpMYECcKas cnpaBKka K GoHAay.

5.5. B uenax obecneyeHmns COXpPaHHOCTU, CBOEBPEMEHHOro oTbopa M yyeTa U cucTtematTMsaummn gen,
noaneskalinx NocToAsHHOMY U BpemeHHoMY (cBblille 10 neT) CpoKoB XpaHEHMA, B OPraHU3aLMmn COCTaBAAOTCA
onucK gen, AOKYMEHTOB.

Onuncu cocTaBNaTCA OTAENbHO HA Aena, AOKYMEHTbI:

NOCTOAHHOIO CPOKa XpaHEeHMUS;

BpeMeHHbIX (cBbiwe 10 neT) CpoKoB XpaHeHus;

No IMYHOMY COCTABY;

XapaKTepHble TONIbKO AN AaHHOW opraHusaumm (cyaebHble aena, matepuanbl YrofiOBHbIX Aen,
Hay4Hble OTYETbI NO TeMaM).

AHaNOrMYHble OMUCK COCTABAAIOTCA HAa 3/IEKTPOHHbIE Aena, AOKYMEHTbI.

CsogHble onucu gen, AOKYMEHTOB OpraHuM3auMmn COCTOAT M3 FOA0BbIX PasfesnioB, COCTaBAAEMBbIX Ha
OCHOBe NepefaHHbIX B apXUB OpraHM3auMm ONUCcel Aen ee CTPYKTYPHbIX NoapasaeneHunii 3a onpegeneHHble
rogbl, U CUCTEMATU3MPOBAHHbIX B MPeAenax Kax4oro roga B COOTBETCTBMU C YTBEPKAEHHOW CTPYKTYpOi
OpraHM3auum Ha 3TOT rog,

Onuck gen, AOKYMEHTOB COCTaBASAOTCA NO yCTaHOBAEHHOW dpopme (npunoxkenusa N 14, 15, 16, 17, 18)
N COCTOAT U3 OMNMucaTeNbHbIX CTaTel eANHUL, XPaHEHUS, NTOTOBOW 3amnuUcuK, UCTa-3aBepuUTeNss U CNPaBoOYHOro
annaparta K onucu.

OnucaTtenbHas CTaTbsi ONUCU BK/IOYAET: NMOPSAAKOBbIA HOMEP eAMHULbI XPaHEHUA; NHAEKC eANHULbI
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XpaHeHuA (N0 HOMEHKNaType Aen); 3aro/I0BOK eAMHULbl XpPaHEeHWs, BK/IOYAIOWMI yKa3aHWe Ha Hanudue
KOMWI, eciv B HEeN XPaHATCA KOMUU SOKYMEHTOB; KpaliHWe OaTbl eAUHUUbI XPAaHEHWUS; CPOK XpaHeHus (ana
onucen Aen, AOKYMEHTOB BPEMEHHONO XPaHEHWs); KOJIMYECTBO JIMCTOB B eAMHULLE XPaHEHWUs. 3aronoBoK
Aena MoeT OblTb AOMNOJHEH aHHOTauMeWh OTAENbHbIX AOKYMEHTOB (rpynnbl AOKYMEHTOB) eAMHWUUbI
XpaHeHus.

B cnpaBoYHbIM annapaTt K Onucu BXoAAT: TUTY/IbHbLIW JINCT; cOAep)KaHue (ornasaeHue); Nnpeanciosue;
CMUCOK COKpPALLEHMIA; YKa3aTenu K onucu (NnpeameTHbI, UMEHHOM, reorpadpuyeckon).

CocTaB cnpaBoYHOro annapaTa K ONUCK 3aBUCUT OT CPOKA XPaHEHUA BKAKOYEHHbIX B Hee JOKYMEHTOB U
nX BNO0B.

K onucam aen, JOKYMEHTOB NMOCTOAHHOMO XPaHEHMA U MO JIMYHOMY COCTaBY COCTABAAKOTCA TUTY/IbHbIN
JINCT, NpeaucnoBme, ornaBaeHne, Npyu HEOHBXOAMMOCTM - CMUCOK COKPALLLEHWIA, YKa3aTenu.

Ha TuTynbHOM  nnMcTe  ONUCKM  YKasblBalOTCA: MNONHOE  HauMeHOBaHWe  rocyAapCTBEHHOro
(MyHMLMNaNnbHOro) apxuBa (ecivM opraHM3aums ABNSETCA UCTOYHMKOM €ro KOMMJIEKTOBaHMA), nocnegHee
nosiHoe HaMMeHOBaHWe opraHM3aLMm, COOTBETCTBYIOLLLEE HA3BaHUIO ee apXMBHOro GoHAa, HOMEpP apPXMBHOTO
¢$oHAa, HoMep M Ha3BaHME ONUCKU, KpaHWE AaTbl BHECEHHbIX B OMUCb €AMHUL, XPaHEeHUA.

Ecnv HanmeHoBaHMeE OpraHU3aunmn U3MEHANOCH, Ha TUTY/IBHOM fiucTe (B cliydae HeobXoAMMOCTM - Ha
OOMNOIHUTENBHOM /INCTE) MOA NOCNEeAHUMM HAaMMEHOBaHMEM OpraHM3aLMM YKasbiBalOTCA B CKOOKax Bce ee
nepemmeHOBaHMNA B UCTOPMYECKONM (XPOHOIOrMYECKOM) NnocnesoBaTelbHOCTM 3@ Nepuos, COOTBETCTBYHOLLMIA
KpamMHUM AaTaM eaANHUL, XPAaHEHMA, BKAOYEHHbIX B OMUCH.

B npeaMcnoBuMM K OMUCM KPATKO M3NAraloTca MNepevMmeHOBaHMA OpraHu3auunm B WUCTOPUYECKON
(xpoHONOrMyecKoit) NnocneaoBaTeNbHOCTM 33 NEPUOL, COOTBETCTBYHIOLLMIA KPaliHMM AaTaM eguHUL, XPaHEeHUs,
BK/IIOYEHHbIX B onucb. [peaucnosBue noAnMCbIBAeTCA COCTaBUTeNeM C YKasaHMem [AOMKHOCTM U AaThl
CcOCTaBNeHMuA.

K onucu pgen, nokymeHToB BpemeHHOro (cebiwe 10 neT) XpaHeHus, Npu HEOBXOAMMOCTM TaKKe MOryT
COCTaBNATLCA OFN1aBAEHNE, CMIUCOK COKPALLEHUIA.

Onucu (ropoBble pasaenbl onucen) aen, AOKYMEHTOB COCTaBAAOTCA:

NMOCTOAHHOTO XPaHEHMUA - HE MEHEee YeM B YeTbIpex IK3eMNApax: TPU Ha BymaxHOM HocuTene U oauH
- B 9/1IEKTPOHHOM BUZeE (B KayecTBe paboyero sksemnnsapa);

BpemeHHoro (cebiwe 10 NeT) XxpaHeHUA - HE MEHEe YeM B ABYX 3K3eMNAAPaXx;

OOKYMEHTOB MO JIMYHOMY COCTaBy OpraHM3auui - UCTOYHMKOB KOMMIEKTOBAHWUA FOCYAAPCTBEHHbIX
(MyHMLMNANbHBIX) apPXMBOB - HE MEHEE YEM B YETbIPEX SK3eMMAsApax: TPU Ha BymaxKHOM HOCUTeNe, OAMH - B
3/IEKTPOHHOM BUAE (B KauecTBe pabouero aksemnanpa);

OOKYMEHTOB MO JIMYHOMY COCTaBY OpraHM3aumii, He ABAAIOWMXCA WUCTOYHMKAMKM KOMMNAEKTOBAHMSA
rocyapcTBEHHbIX (MyHULMNANbHBIX) aPXMBOB, - HE MEHEE YEM B TPEX IK3EMMNAAPAX.

Onucu (rogosble pasaensl onucei) fesn, AOKYMEHTOB BpemeHHoro (cebiwe 10 feT) xpaHeHun
cornacosbiBatoTca ¢ LIIK (9K) opraHmsaumm, nocne 4Yero yTeepKAaloTcs PyKOBOAMUTENEM OpraHM3aLUK.

Ha paccmotpeHne 3MK npeacrasnatotcA He meHee 4yem 4epe3 3 roga nocne 3aseplieHUA
Aenonpon3BoACTBOM A€, BKAKYEHHbIX B pasgen:

onucu (roaoBsble pasgenbl onucei) aen, LOKYMEHTOB NOCTOSHHOIO XpaHeHUA ANA YTBEPKAEHUS;

onucu (rogoBsble pasgesibl onucei) Aen, LOKYMEHTOB MO JIMYHOMY COCTaBY AJ/1si COF1acoBaHUA <1>.

<1> Onucu pen, AOKYMEHTOB MO JIMYHOMY COCTaBYy COr/n1acoBbiBalOTCA COOTBETCTBYHOLWUM
rocyaapCTtBeHHbIM (MyHVILI,MI'Ia/'IbeIM) APXUBOM COlrNaCHO NpeaocCTtaBeHHbIM €My NOJTIHOMOYUAM.

Mocne yTBepAaeHUA (cornacosaHua) onuceit (rogosbix pasgenos onuceit) MK oHM yTBepKaatoTca
PYKOBOAWUTENEM OPraHU3aLUN.

B rocyfapcTBeHHbIV (MyHUUMNANbHBIM) apXMB NepeaatoTcs TPU IK3emnasapa onucK Aen NnocTosHHOro
XpaHeHWs, OAMH 3K3EeMMNIAP ONUCK AN NO IMYHOMY COCTaBY, YTBEPKAEHHbIX (cornacoBaHHbix) MK, a Takke
No OAHOMY 3K3EeMNAAPY KaxKA0W ONMUCK B 31EKTPOHHON popme (B KauecTBe pabouero aksemnaspa).

O4VH 3K3emnaap OnMUCK AeN MNOCTOSHHOTO XPaHeHWA M [Ba 3K3emMnaapa Onucu Aen No JIMYHOMY
COCTaBy OCTalOTCA B OpraHM3aumm.

BHeceHMe M3MeHEHMIt B roAoBON pasfdesn Onucu faes, AOKYMEHTOB MOC/AE ero yTBepXAeHus
(cornacosanmsa) 3MNK gonycKaeTca TONbKO Ha OCHOBaHWK COOTBETCTBYOLEro peweHms IMK.
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5.6. UcTopuyeckana cnpaBka K ¢oHAY COCTOMT M3 Tpex pasgenos: ucTopua ¢oHpoobpasosatens,
OTparkaloLLLan UCTOPUIO OPraHU3aLMM CO CCbIIKAMM HA COOTBETCTBYHOLLME 3aKOHOAATE/IbHbIE U HOPMATUBHbIE
aKTbl  (4aTbl  06pasoBaHMA, MNEpPEMMEHOBAHWA, pPEopraHusauMu, JIMKBUMAAUMKM,  BELOMCTBEHHYHO
NPUHAZNEKHOCTb, CTPYKTYPY UM OYHKUMWU, UX U3MEHEHMA, HA3BaHWE OPraHM3auMuM - NpesLecTBEHHWUKA),
ucrtopus ¢oHaa (06bem, KpaitHMe AaTbl LOKYMEHTOB, CTEMEHb UX COXPAHHOCTU, AaTbl Nepesayun 4OKYMEHTOB
Ha TMOCTOAHHOE XpaHeHME) M XapaKTePUCTUKA [OKYMeHTOB ¢oHAa (pasHOBMAHOCTU [OKYMEHTOB,
0C06eHHOCTU GOPMMPOBAHUA EANHUL, XPAHEHUA U UX CUCTEMATU3ALMK, HAMUME JOKYMEHTOB, BbIXOAALLMX
33 XPOHONOIMYECKME FPaHULLbl AeATeNbHOCTU poHA006pa3oBaTens, COCTaB CNPaABOYHOro annapaTta K GoHAy,
MEeCTO XpaHeHUA AOKYMEHTOB NO IMYHOMY COCTaBY).

NcTopuyeckas cnpasBka K GOHAY COCTAaBAAEGTCA B ABYX IK3eMMNAAPaX, OAWH - XpaHUTca B aene doHaa,
BTOPOW - NepeaaeTcs B rocyAapCTBeHHbIN (MyHULMNANAbHbIN) apXuB.

5.7. OCHOBHbIMM pOPMaMM UCMOb30BAHUA LOKYMEHTOB apXMBa OpPraHM3aLmn ABAAIOTCA:

nHpopmaumnoHHoe obecneveHre paboTHMKOB OpraHM3aLmuy;

WCMO/IHEHWE 3anpocoB MNOJIb30BATesIEN, B TOM YMUCAEe 3anpocoB rpaxgaH CoLMa/ibHO-MPaBOBOro
XapaKTepa;

BblAaya JOKYMEHTOB M e/l BO BPEMEHHOE MO0J/Ib30BaHWE, MNpPenoCTaB/leHME KOMUI apXMBHbIX
OOKYMEHTOB MO 3anpocam Mno/ib3oBaTesiei, B TOM Yncie B popme 31eKTPOHHbIX JOKYMEHTOB.

dopmamm UCNOIb30BAHUA AOKYMEHTOB apXMBa OPraHM3aLLMM ABNAIOTCA TaKKe:

WHPOPMMPOBAHME CTOPOHHUX OPraHM3aUMn O HANMYMKU U COAEPKAHMM MMEIOLLMXCA B apxuBe
OOKYMEHTOB;

MCNO/Ib30BaHWE AOKYMEHTOB B CPEACTBaX MAacCOBOM MHPOpMaLNW;

NCMNO/Ib30BaHNE LOKYMEHTOB A5 NOATOTOBKU UCTOPUKO-UHPOPMALMNOHHLIX MEPONPUATUIA: BbICTABOK,
3KCKYpPCUI, KOHpEepeHL Ui,

Bblgaya AOKYMEHTOB 411 paboTbl B UNTANIbHOM (MPOCMOTPOBOM) 3a1€ apXMBa;

opraHu3auma [ocCTyna pPaboTHMKOB OPraHM3aumMmM K [OKYMEHTaM apxvmBa MNyTeM MCMOJ/b30BaHUSA
MHPOPMALMOHHO-TENIEKOMMYHUKALMOHHOM CETW.

5.8. ApxuB oOpraHu3aumMu AOMKEH BECTU YYeT MCMNO/b30BAaHWMA AOKYMEHTOB, B TOM 4MC/e BblAauu
[OKYMEHTOB U e, BblAa4M apXMBHbIX CMPABOK, BbIMUCOK, KOMUIA LOKYMEHTOB.

5.9. 3anpocbl nonb3oBaTenei, MNOCTynalWMe B apXMB OpraHWsauuu, MNoApPasLenATcs Ha
TEMATUYECKMUE U COLMaNbHO-NPaBoBble <1>.

<1> NoagnyHKT 5.7.1 nyHKTa 5.7 Npasun xpaHeHuUA.

5.10. ApxuB opraHusaumuM [OOJ/IKEeH paccmaTpuBaTb M WUCMNOAHATb 3anpocbl, MOCTynuBlwMe B
nUcbMeHHo popme.

3anpoc No/ab30BaTENA AO/KEH COAEPKATL CAeAY LY MHGOPMAUMIO:

HaMMeHOBaHMe PUAMYECKOro LA - aBTopa 3anpoca (gna rpaxkaaH - GaMmuamMm, UMeHu, OT4ecTBa,
NpW HaIMYMKM NocneaHero);

MOYTOBbIN N/WUAN INEKTPOHHbIN aApPeC, MO KOTOPOMY A0/IKEH BbITb AaH OTBET;

CBefleHnA, NHTepeCYoLLMe NONb30BaTENA U XPOHONOTUYECKME PaMKM 3aMpalLlMBaemMoit MHGopmauuuy;

bopmy nonyyeHus nonv3osatenem uMHPopmaumm (MHGOPMALMOHHOE MUCbMO, apPXMBHAA CMPaBKa,
apXMBHas BbIMWUCKA, APXMBHAA KOMMUSA, TEMATUYECKUI NepedyeHb, TEeMaTUYeCKMI 0630p JOKYMEHTOB);

JIMYHYIO0 MOANMCb aBTOPa 3anpoca (rparkaaHMHA UAN AOAXKHOCTHOTO AMLaA);

nary.

Mpu NOCTyN/AeHNN B apXMB OpraHU3aLmm MHTepHeT-obpalLeHuns (3anpoca) Nonb30BaTeNA C YKa3aHUeM
aZipeca 3/eKTPOHHOW MoYTbl M/MAM NOYTOBOrO ajpeca emy HanpaBAseTca YyBeAOMeHWe O npueme
ob6paLeHua (3anpoca) K PacCMOTPEHMIO AN MOTUBUPOBAHHDBIM OTKA3 B PaCCMOTPEHUM.

Ha 3anpocbl TemaTMyeckoro xapakTepa, NMOCTynuBLUME B apXMB OpraHu3auuu no MHGOPMaLUOHHO-
TeNEeKOMMYHUKAUMOHHON CeTU, B TOM 4Yucie Nno cetm MHTepHeT, OTBET MOXKeT OblTb HanpasiaeH B BUAe
3NEKTPOHHOTO COOBLEHMA MO YKA3aHHOMY aBTOPOM 3anpoca 3/1EKTPOHHOMY afpecy.

3anpoc gomKeH 6bITb 3aPErMCTPUPOBAH B TeYEHME TpeX Paboymx AHEN C MOMEHTA ero NoCTynaeHus.

3anpoc, He OTHOCALMMCA K COCTaBYy XPAHALWMXCA B OPraHuMsauMm LOKYMEHTOB (HenpoduabHbIN
3anpoc), B TeyeHWe 7 AOHeEW CO OHA PerucrTpaumMm 3anpoca HanpaBAseTca B OpraHusauuio, rae MoryTt
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XpPaHUTbCA HEOBXOAMMbIE AOKYMEHTbI C yBegomneHnem ob 3Tom noab3oBaTens.

3anpoc, NOCTYNUBLLMIA B apXWMB OPraHM3auMu, PaccMaTPUBAETCA B COOTBETCTBMM C TpeboBaHWUAMM
3aKOHOAATENbHbIX M MHbIX HOPMATMBHbIX MPABOBbIX aKTOB Mo paboTe C ob6paweHUAMM rpaxkgaH u
npeaoCcTaBAEHMUIO FOCYAaPCTBEHHBIX (MYHULMNANbHbIX) YCAYT.

OTBeT Ha NOCTYNUBLUMNI B apXMB OpraHmn3aumm 3anpoc npegoctasasertca B TeyeHune 30 gHel co AHA ero
pernctpaunn. C paspelleHns pyKoBOACTBa OpraHmM3aLMm 3TOT CPOK MOKET bbiTb NpoaJsieH He 6onee yem Ha
30 aHelt, c ysegomneHnem o6 aToM 3anBUTENA.

5.11. OTBeTbl Ha 3anpocbl No/b30BaTeNel, B TOM YMC/Ie OTBETbl Ha 3aMpoCbl COLMANbHO-NPABOBOrO
XapaKktepa, odopmaaTca B (GOpPME apXMBHOM CMNPaBKM, APXMBHOM BbLIMUCKA WAWU apXMBHOW KOMWUM,
0pOPMIEHHBIX M 3aBEPEHHbIX B YCTAHOB/IEHHOM MOpPAAKe.

Mpy OTCYTCTBUM [AOKYMEHTOB, HEOBXOAMMBIX AR WCMOJHEHMS 3anpoca CoLManbHO-NPaBOBOrO
XapaKTepa, COCTaBAAETCA OTBET Ha 6/1aHKe OpraHM3aLMu C YKa3zaHMeM NPUYUH X OTCYTCTBUA.

5.12. Apx1BHas crnpaBKa NoANMUCbIBaeTCA PyKOBOAUTENEM OPraHM3aLumn UAU MHbIM YNOJHOMOYEHHbIM
WM L0/I3KHOCTHBIM IMLLOM M 3aBepPAETCA NeYyaTbio opraHmsauum (npunoskeHme N 29).

ApxunBHanA cnpaBKa, 06beM KOTOPOI NPEBbIWAET 04MH IUCT, A0/KHA BbITb NPOHYMepPOBaHa.

B TeKCTe apxMBHOWM CMNpaBKM B XPOHONOTMYECKOW MOC/Nef0BaTe/IbHOCTU M3naraloTca cobbiTna ¢
YKasaHWeM BWUAOB MCMO/b30BaHHbIX AOKYMEHTOB, UX AaT M HOMEpPOB. B apxuMBHOI cCrnpaBKe AoMycKaeTcs
LUMTUPOBAHNE AOKYMEHTOB.

HecoBnageHue oOTAENbHbIX CBeAEHWI/AaHHbIX AOKYMEHTOB CO CBeAeHUAMM, MW3/0XKEHHbIMW B
3anpoce, He ABAAETCA MPEMATCTBMEM ANA BK/AIOYEHMA UX B apXMBHYHO CMPaBKy, €CAn CoBrnageHue Bcex
OCTa/IbHbIX CBeAEHUI HEe BbI3blIBAET COMHEHWIA B TOXKAECTBEHHOCTM MLA UK GAKTOB, O KOTOPbIX FOBOPMUTCA B
AOKYMEHTaX.

B apxuBHOW cnpaBKe [AaHHble BOCMPOM3BOAATCA TaK, KaK OHM M3/0XeHbl B [AOKYMEHTax, a
PaCXOXKAEHUSA, HECOBMAAEHMA N HETOUYHbIE HAa3BaHMA, OTCYTCTBME UMEHMW, OTYECTBA, MHULMANO0B UM Hanune
TONIbKO OAHOr0 U3 HUX AO/XHbl ObiTb OrOBOPEHbI B TEKCTE CNPaBKM B CKOBKax: "Tak B AoKymeHTe", "TaK B
TeKcTe opurnHana'.

CBegeHus, UMeloWwMecs B apxmBe Mo 3anpocy o paboTe u (Mnn) ydyebe B HECKO/IbKUX OPraHU3aLuUsX,
KacatoLmecsa 04HOro MLA, BK/IOYAKOTCA B OA4HY apXMBHYIO CPABKY.

Mo TeKCTy apxMBHOM CMpPaBKM B KayecTBe MpMMeYaHuii MoryT 6biTb OroBopeHbl Hepasbopumso
HanWcaHHble, UCMpPaB/ieHHble aBTOPOM, He MNoAAAloLMECA NPOYTEHUIO BCAEACTBME NOBPEXKAEHMA TeKcTa
opuruHana: "Tak B TeKcTe opurmHana", "B Tekcte Hepa3bopumso".

B TeKcTe apxMBHOW CNPaBKW He AO0NYCKAlTCA M3MEHEHWSs, UCMpPaB/EeHUs, CYMMMUPOBAHUE AaHHbIX,
KOMMEHTapun, cobCTBEHHbIE BbIBOAbI UCMONHUTENSA NO COAEPKAHUIO AOKYMEHTOB, Ha OCHOBAHUWM KOTOPbIX
COCTaB/IeHa apXMBHas crpaBKa. [ogYMCTKN M MOMAPKM B apXMBHBbIX CMpaBKax He A0NycKaloTcA.

B apxuBHOI cnpaBKe [AOJIXHbI 6biTb NpuMBEAEHbl apXuBHble WKUGPbI MU HOMEpPaA JINCTOB eauHUL,
XpaHeHWA AOKYMEHTOB, UCNO/b30BaBLUNXCA /1A €e COCTaBNEHUA.

Mo 3anpocy nosb3oBaTeneil apxvMBHble CMPaBKM MOFYT BblAaBaTbCA B 3/EKTPOHHOW ¢dopme Ha
3/1eKTPOHHOM HocuTene aMbo nepecblnathca N0 MHGOPMALMOHHO-TEIEKOMMYHUKALMOHHBIM  CETAM.
DNEeKTPOHHbIE apXMBHbIE CMPABKW 3aBEPAIOTCA 3/1EKTPOHHOW MNOAMUCLIO PYKOBOAMTENA OpraHu3aumm uam
MHOrO YNOJIHOMOYEHHOMO UM A0XHOCTHOrO ANLa.

5.13. ApxuBHble BbINUCKM odopmaaloTca Ha 6naHKe opraHusaumm (apxmea oOpraHusaumm) c
obo3HayeHMem Ha3BaHUA BUAa AoKymeHTa: "APXMBHASA BbIMUCKA".

B apx1BHOW BbINMCKe Ha3BaHWE AOKYMEHTa, ero0 HOMep U 4aTa BOCNPOM3BOAATCA NONHOCTbIO.

BbiNMcKa Npou3BOAUTCA TONbKO M3 AOKYMEHTA, B KOTOPOM COAEPKUTCA HECKONbKO OTAE/bHbIX, He
CBA3AHHbIX Mexay coboii BONpocoB. BbiNMCKa A0MKHA BOCMPOU3BOANUTL NOJIHbIA TEKCT YacTM AOKYMEHTA,
OTHOCALLENCA K 3anpocy.

M3BneyeHMem M3 TEKCTa AOKYMEHTA A0/IKHbI BbiTb McUepnaHbl Bce MMelLWwMecs gaHHble No 3anpocy.
Hayano M KOHeL, KaKAOro W3BNEYEHMUS, a TaKKe MPOMYyCKM OTAENbHbIX C/NOB B TEKCTE [OKYMEHTa
0603HaYalTCA MHOTOTOYMEM.

B apxvBHOM BbINMCKE AO/MKHbI BbITb CAeNaHbl COOTBETCTBYIOWME NPUMEYAHUS MU OrOBOPEHbI YacTu
TEKCTa OpuUrMHana, HepasbopuyMBO HaMUCaHHblE, UCNpPaB/IEHHbIE aBTOPOM, He MOAAAMOLMECA MPOYTEHUIO
BCNeACTBME MOBPEXAEHUA TEKCTa U APYyrMM npuunHam. OTaenbHble C/I0Ba M BbIParKeHUs OOKYMEHTa,
BbI3bIBAlOLME COMHEHMA B UX TOYHOCTU, @ TaKMKe UCMPaBAEHUA, NOAYUCTKU, Bbi3bIBAlOLIME COMHEHME B UX
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[0CTOBEPHOCTU, oroBapusatoTca: "Tak B gokymeHTe", nam "B Tekcte Hepasbopumso", unm "Tak B TeKcTe
opurmHana". Mocne TeKCTa apXMBHOWM BbIMMCKM YKa3blBaOTCA apXMBHbLIA WNdP U HOMeEPa NCTOB eaANHULbI
XpaHeHMA apXMBHOIO AOKYMEHTa.

ApxmBHasA BbIMUCKa NOAMNUCLIBAETCA PYKOBOAUTENEM OpraHM3aunu UMW UHBIM YNOSIHOMOYEHHbIM UM
OONKHOCTHbIM /INLLOM U 3aBepAETCA NeYyaTblo OpraHn3auum.

Mo 3anpocy nosib3oBaTesniell apxmMBHble BbIMUCKM BblAAIOTCA B 3/IEKTPOHHOM PopmMe Ha 3NEKTPOHHOM
HocuTene nMbo nepecbinaldTcA MO MHGOPMALMOHHO-TENEKOMMYHUKAUMOHHBIM CETAM. INEKTPOHHbIEe
AapPXMBHbIE BbIMUCKN 3aBEPAIOTCA 3NEKTPOHHOW MNOANWUCHIO PYKOBOAWUTENA OPraHU3aLuMuM WUAM  UHOFO
YNONHOMOYEHHOro MM AONXHOCTHOrO NnUa.

5.14. Ha apxuBHbIX KOMMUAX, BKAOYAA apXMBHbIE KONUM HA OyMarKHOM HocuTene 3/eKTPOHHbIX
OOKYMEHTOB, apxvBHble WWdPbI NPOCTaBAAOTCA Ha 060poTe KaxX[oro /MCTa apxXMBHOM Konwuu, a
3aBepuTenbHanA HagNUCb U NeYaTb - Ha 060poTe NocAeHEro MCTA KOMUMK.

Mo 3anpocy nosnb3oBaTenei 31eKTPOHHbIE KOMUU apXMBHbIX AOKYMEHTOB BblAAlOTCA B 3/IEKTPOHHOM
dopme nnbo nepecbliaoTcAa NO MHPOPMALMOHHO-TENNEKOMMYHMKALMOHHBIM CEeTAM. D/IEKTPOHHbIE KOMUU
APXMBHbIX [OOKYMEHTOB 3aBEPAOTCA 3/IEKTPOHHOM MOAMNUCbIO PYKOBOAWUTENS OpraHM3auumM WAW MHOTO
YNOJIHOMOYEHHOIO MM A0/XHOCTHOrO NLaA.

5.15. NoArotoBNeHHble apXMBOM OpraHM3auUuM OTBETbl Ha 3anpocbl (apXMBHbIe CNPaBKU, apXMUBHble
BbIMUCKU M apXMBHbIE KOMWW) HaMpPaBAAKOTCA 3asSBUTENIAM C CONPOBOAMTENbHLIM MUCBMOM MO MoYTe UAn
BbIAOTCA: 3aABUTENIO - MPU NPeAbABNEHUN AOKYMEHTA, YAOCTOBEPAIOLLEro IMYHOCTb, €ro npeacTaBuTensam
- NpuM NpeabABNEHUN [OKYMEHTa, YAOCTOBEPAIOLWErO JIMYHOCTb W AOBEPEHHOCTU, OPOPMIEHHON B
YCTAaHOBNIEHHOM NopAAKe.

5.16. ApxuBHble CNpaBKM, apXUBHble BbINUCKNU WU apXUBHble KOMUW, HanpaBasemble B rocyaapcrsa -
y4acTHUKM KOHBEHLMKN, OTMeHAIOLWEeN TpeboBaHMe Nerannsaumm MHOCTPAHHbIX OPULMANBHBIX LOKYMEHTOB,
noanuvcaHHon B laare 5 okTAbpa 1961 r., 3aBepAlOTCA NPOCTaBAEHMEM W 3aMNOJAHEHWEM CNELUANbHOro
WTamna - anoCcTUAA B COOTBETCTBUM C 3aKOHOAATENbCTBOM Poccuiickon Pepepauum.

5.17. JonyckaeTca U3bATUE U3 apXUBHbIX e U BblAaya BAagebLlam Uan ux poacTBeHHMKaM, B C/lyyae
MX MUCbMEHHOro o0bpalleHnsa, MNOAJMHHbBIX JINYHbIX JOKYMEHTOB O T[pPaXKAAaHCKOM COCTOSiHMM, 00
06pa3oBaHUK, TPYAOBbIX KHUMKEK, HE NOYYEHHbIX B CBOE BPEMSA BNAAENbLLEM AOKYMEHTOB.

MoANMHHbIE NUYHbIE AOKYMEHTbI BblAAKOTCA 3aABUTENAM C paspelleHna pyKOBOAUTENA opraHM3aumm
no npeabABAEHWUW NacnopTa WA MHOTO AOKYMEHTA, YAOCTOBEPAOLWErO IMYHOCTb, MO0 UX POACTBEHHMKAM
WAW WHBIM NNLLAM NO A0BEPEHHOCTM, 0GOPMNEHHOW B YCTAaHOBJIEHHOM 3aKOHOZATE/NbCTBOM Poccuickoi
depepaumn nopagke. MNoaNvMHHbIE NNYHbIE AOKYMEHTbl MOTMyT ObITb HamnpaB/ieHbl 33as8BUTEN0 LEHHbIM
NUCbMOM.

C u3blMaembIX JOKYMEHTOB B apXmMBe OpraHM3aLnmn N3roTaBanMBaKOTCA KONUKM, KOTOpble NpuobLatoTca K
Aenam. M3batne AOKYMEHTOB, @ TaKXKe 3amMeHa Ha KOMUM OTPaXKatoTcA BO BHYTPEHHUX ONUCAX AeN, B INCTax-
3aBepuTensax Aen, B ONUcax Aen, LOKYMEHTOB.

N3baTMe M BO3BpalLeHWE AOKYMEHTOB O0OPMAAIOTCA aKTaMu 06 M3bATUKM M3 aen (BO3BpaLLeHUM)
YKa3aHHbIX OOKYMEHTOB. AKTbl U ApyrMe [AOKYMEHTbl, Ha OCHOBAaHWW KOTOPbIX MPOU3BEAEHO M3bATUE
(BO3BpalLEeHME) aPXMBHBIX LOKYMEHTOB, BK/IOYAIOTCA B 4e/10 GOHAa.

5.18. KonnpoBaHne AOKYMEHTOB apxmBa OpraHM3aLun No 3asaBKam MoJib3oBaTesie NPonU3BOANTCA MO
paspeLleHunto pyKoBoaAUTeNA opraHn3aumm Mam MHOro YNOAHOMOYEHHOro MM A0/IKHOCTHOrO Anua.

Konuun OKyMeHTOB nepechblatoTcA B agpec TON opraHnsaLmm, no 3anpocy KOTOPOM OHU U3roTOBJ/IEHDI,
WA BbIAAIOTCA NOMb30BATENI0 NOA POCMUCD.

5.19. B uenax cosgaHuAa ycnosuit ana paboTbl nosib3oBaTeneil HEMoOCPeACcTBEHHO B apxuee
OpraHM3aumMm MOXKET BbILENATbCA MOMeLeHNe (4MTaNbHbBIA, NPOCMOTPOBLIM 3an) ANA O3HAKOMJEHUA C
OOKYMeHTaMM apxuBa, 0H60pyA0BaHHOE COOTBETCTBYHOLIMMU TEXHUYECKUMMU CpencTBaMu gas paboTbl C
OOKYMEHTaMu.

Mpyn OTCYTCTBMM B apxuMBe OpraHM3auMuM ChneuuanbHO BblAENIEHHOro MomelleHMAa paboTta
no/sib3oBaTenielt ¢ LOKYMEHTaMM NPOU3BOAMUTCA HEMOCPEACTBEHHO B PaboUMX KOMHATax apxmBea. JLOKyMeHTbI
ana paboTbl N0Ab30BaTENIAM BHE NMOMELLEHWNA apPXMBA OPraHM3aLMmM BblgaBaTb 3anpeLLaeTcs.

PaspelueHune Ha paboTy B MOMeLLEHWUM apXMBA OpPraHM3aLLMKN AaeT PYKOBOAUTEb apXMBa OpraHn3aumm
(n1uo, oTBETCTBEHHOE 32 APXMB).

5.20. OTKa3 apxvBa opraHu3auum B Bblaavye apXnBHbIX JOKYMEHTOB AOMYCKAETCA B C/Iy4anX:
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Hannuma GoHAa NoNb30BaHUA;

HEeyA0BNETBOPUTENbHOIO GU3NYECKOro COCTOAHUA AOKYMEHTOB;

He npolweawnx HayYHOro ONMcaHnA U TexHUYeckoro obopmaeHUsa AOKYMEHTOB, A0 3aBeplleHmaA 3TUX
pabor;

orpaHMYyeHuit Ha UCMONb30BaHUE, YCTAaHOBEHHbIX 3aKOHOAATeNbCTBOM Poccuitickon deaepaumn nam
doHaoobpasoBaTenieM Npu nepeaade AOKYMEHTOB Ha XpaHeHue.

OTKa3 apxuMBa opraHusauMM B NpPenoCcTaB/lieHUU AOKYMEHTOB A0/KeH 6biTb BblgaH B MUCbMEHHOW
dopme 1 coaepkaTb NPUUMHBI OTKa3a, a TaKXKe NoPALOK 06¥KanoBaHNA OTKa3a.

V1. NEPEAAYA JOKYMEHTOB OPTAHU3ALIMM HA XPAHEHWUE
B FTOCYAAPCTBEHHbIN (MYHULUMANBHbBIN) APXUB

6.1. JokymeHTbl ApxuBHoro ¢oHaa Poccuitickon Pepepaumm, obpasoBaBlUMECS B OpraHM3auuax -
MCTOYHMKAX KOMMJIEKTOBAHUA TOCYAapCTBEHHbIX (MYHUUMNANbHbIX) apXMBOB, MO WUCTEYEHUM CPOKOB MX
BPEMEHHOIO XpaHeHWs B apXMBe OpPraHW3aLmMmn nepesaroTca Ha NOCTOAHHOE XPaHeHWe B COOTBETCTBYHOLLUM
rocyaapcTBeHHbI (MyHULMNAAbHbIN) apXuB.

6.2. [okymeHTbl ApxumBHoro ¢oHaa Poccuitckon Pegepaumun, obpasoBasBliMecda B AeATENbHOCTU
rOCYfapCTBEHHbBIX M HErocyLapCTBEHHbIX OPraHU3auni, He ABAAIOLLMXCA MCTOYHMKAMM KOMNAEKTOBAHMA
rocyapcTBEHHbIX (MYHMLMMANbHbBIX) apPXMBOB, MOTYT NepeaaBaTbCsA B rocyAapCTBEHHble (MyHUUMNANbHbIE)
apXMBbl Ha OCHOBAHWUW [,OrOBOPOB C COBCTBEHHMKAMM AN BAAAENbLAMM LOKYMEHTOB.

6.3. [loKymeHTbl nepegaltTCA HA MNOCTOAHHOE XpPaHeHuMe B YNOPAAOYEHHOM COCTOAHUU C
COOTBETCTBYHOLMM Hay4HO-CMPABOYHbIM annapaTom.

6.4. B opraHu3aLmax - UICTOMHUKAX KOMMAEKTOBAHMA FOCYAapCTBEHHbIX (MYHMLMNANbHbIX) apPXMBOB BCE
paboTbl, cBA3aHHble C OTOOPOM, NOArOTOBKON W Nepegayeit AOKYMEHTOB Ha MOCTOAHHOE XPaHEHME, B TOM
yncne € UX yNopaAoOYEHMEM W TPAHCMOPTMPOBKOM, BbLINONHAIOTCA 33 CYET CPeAcTB OpraHusauuin,
nepegarowmnx 4OKYMEHTI.

6.5. [locpoyHaa nepefavya AOKYMEHTOB Ha NOCTOSIHHOE XpPaHeHWe MOMKeT OblTb ocyliecTBAeHa npu
OTCYTCTBMM HEObXOAMMbIX YCA0BUI AnA obecneyeHUA COXPAHHOCTU [OKYMEHTOB ApXuMBHOro ¢oHAa
Poccuiickoit ®epepaumum, Npy yrpose yTpathbl (YHUUTOXKEHMA) AOKYMEHTOB, a TaKXe No npocbbe opraHm3sauum
Ha OCHOBaHMWM A,0roBOPaA C roCyfaPCTBEHHBIM (MYHULMNANbHBIM) aQPXMBOM.

MpogneHne CPOKOB XPAHEHUA AOKYMEHTOB B apxvMBe OpraHuMsaLMu [0MYyCKaeTcs No NMUCbMEHHOMY
paspeLleHnto rocyaapcTBEHHOro (MyHUUMNANAbHOIO) apxuBa B C/y4ae HeobBXOAMMOCTM MPaKTUYECKOro
NCMNO/Ib30BaHMA LOKYMEHTOB OpraHM3aumnen.

6.6. Mepepaya OOKYMEHTOB MOCTOAHHOIO XPaHEHWA B rOCYAapCTBEHHbIA (MyHULMNANbHbIN) apxuB
OCYLUECTB/IAETCA B COOTBETCTBUM C NIAHOM, YTBEPKAEHHbIM PYKOBOAMUTENEM COOTBETCTBYIOLLErO apXxmBa Mo
COr/lacoBaHMIO C Nepeaatollen gena opraHmMsaumen.

6.7. [lOKyMeHTbl nepenaloTca B TrOCYAAPCTBEHHbIN (MYHMLMNANbHbIM) apXMB MO OMUCAM Aen,
OOKYMEHTOB NOCTOAHHOIO CPOKA XpaHeHuA, yTeepaeHHbIm IMK.

Mepes nepepavelr [AOKYMEHTOB HA MOCTOSAHHOE XpPaHEHWE COBMECTHO C MNpPeacTaBuUTENEM
rocyfapcTBeHHOro (MyHMUMNANbHOIO) apxuBa MPOBOAUTCA MPOBEPKA MPABUAbHOCTM OMWUCAHUA WU
odopmneHuns gen, GU3MYECKOro U CAaHUTAPHO-TUTMEHUYECKOTO COCTOAHUS AOKYMEHTOB. Mpn obHapyKeHUn
AedeKTOB COCTABAAETCA aKT; yCTPaHeHNe 06HapYKEHHbIX AedEeKTOB NPOBOAUTCA CUNAMMU OPraHN3aLMMN.

Mepepaya aen nNpoBoAUTCA B rOCYAapCTBEHHOM (MyHMUMNANbHOM) apxvMBe NoeaAMHWYHO. Ha Bcex
yeTblipex 3K3eMnaApax onucen Aen, LOKYMEHTOB NPOCTABAAIOTCA OTMETKMU O Npueme Aen.

Mpu nepsBo nepegayve AOKYMEHTOB B FOCYAAPCTBEHHbIM (MYyHMUMMNANbHbLIN) apxvB nepenaeTcs
nctopmyeckasa cnpaska K ¢oHay. Mpu nocneayowmx nepegayax AOKYMEHTOB nepefaeTcA AOMNOJHEHWe K
NCTOPUYECKON CcripaBKe.

6.8. MNepepaya AOKymeHTOB OGOpPMAAETCA aKTOM Mnpuema-nepegaym AOKYMEHTOB Ha XpaHeHue
(npunoxkenme N 30), cocTaBnsieMbiM B ABYX 3K3emnaapax. OAWH 3K3eMnAAp OCTaeTcA B roCyAapCTBEHHOM
(MyHMLMNaNnbHOM) apxuBe, APYron - B NepeatoLleit opraHnsaummn. Bmecre ¢ JOKyMeHTaMK nepesaeTca Tpu
3K3eMnispa onucK 4en, JOKYMEHTOB, B TOM YMC/e OL4MH B 3/IEKTPOHHOM BUAE.

Ecaun npu nepegaye obHapyKEHO PACXOKAEHUE MEXKAY UTOTOBOM 3aMNmnCbio ONUCKU AeN, LOKYMEHTOB U
baKTUYECKMM Hanuumem nepegaBaembix Aen, B ONUCKM AeNl, LOKYMEHTOB 0popmMAaseTcs HOBas MTOrosas
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3anmncb, B KOTOPOW YKasblBaloTCA (aKTMUecKoe Haanume fAen U Homepa OTcyTcTByowmx gen. Homepa
OTCYTCTBYIOLWMX Aen OUKCUPYIOTCA B aKTe npuema-nepeayn gen Ha MNocToAHHOE XpaHeHWe, MPUYMHbI
OTCYTCTBMA AN - B NPUIAraemoi K akTy npuema-nepeaayv cnpaske, NoAroTOBAEHHON OpraHn3aumen.

ApX1B OpraHnsaunm NPUHUMAET Mepbl MO PO3bICKY Aen. Ha oTcyTcTBylOWME AOKYMEHTbI U Aena, Mepbl
MO PO3bICKY KOTOPbIX HE A4Aann pe3ynbTaToB, COCTABAAETCA aKT 06 yTpaTe AOKYMeHTOB (npunoxeHue N 6).
YTpayeHHble NOAANHHUKM SOKYMEHTOB MOTYT 6bITb 3aMEHEHbI MX KOMUAMM.

VII. MEPEOAYA NOKYMEHTOB MPW PEOPTAHUSALUW NN TNKBUOALUN
OPTAHM3AUUN, CMEHE PYKOBOAWTE/TA APXBA OPTAHU3ALIUN

7.1. MNpw peopraHnsaLmmM UAN NUKBUOALUW OpraHM3auMM nepesayva U ganbHenlee UCNO/b30BaHUE
OOKYMEHTOB peopraHusyemon WaAn NUKBUAMPYEMON OpraHM3aLMWM OCYLLECTBAAETCA B COOTBETCTBUM C
3aKoHOoZaTenbCcTBOM Poccuiickon desepaumm.

Mepegaya [OKYMEHTOB J/IMKBUAMPYEMOW OpraHuM3aumu BXoAMT B  0OA3aHHOCTb  KOMWCCUM,
o06pa3oBaHHON ANA Nnepejayn Aen U UMYLLEeCTBa.

Mpy NUKBMAAUMU OPraHM3aUU - UICTOYHUKOB KOMMNEKTOBAHWUA roCyfapCTBEHHbIX (MYyHULMNANbHbBIX)
apXMBOB B COCTaB J/INKBUOAUMOHHOW KOMMCCMM  BKAIOYAETCA MpeacTaBuUTeNb  rOCYAapCTBEHHOO
(myHMUMNanbHoro) apxmea.

7.2. Npu cmeHe pyKoBOAMTENN apXvMBa OpraHM3auuMu (vua, OTBETCTBEHHOIO 3a apXMB OpraHu3aumu)
npuem-nepeaya 4OKYMEHTOB apXxMBa, YY4ETHOIO M HAay4YHO-CNPABOYHOrO annapaTa K HAM OCYLLLeCTBAAETCA NO
aKTy.



HammMmeHoOBaHME OpraHMn3alumnum

KAPTOUYKA IIOCTEJIJIAXHOT'O
TOIIOT'PAGUUECKOT'O YKABATEJIA <*>

28

CTEJUIAX N XPAHWIIMIIE N
Wkadp N Monka N ®oHg N Onuce N En. xp.cN MpumevaHue
no N
1 2 3 4 5 6

MpunoxerHne N 1
K n. 2.37 MNpasun

dopmat A6 (148 x 105 mm)

<*> KapTO‘-IKVI nocTenna*XHoro TOI'IOFpad)MLIeCKOFO YKa3aTtenAa CoCTaB/IAOTCA Ha Ka)Kﬂ,bID'I cTennax u NpuKpenaAarTCcA Ha TOpLI,EBOVI CTOpOHEe CTenna*xa.
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MpunoxkeHune N 2
K n. 2.37 MNpasun

HamMveHnoBaHMe opraHmMs3alum

KAPTOUYKA IIOPOHIOBOI'O
TOIIOTPAOPVUECKOT'O YKABATEJIA <*>

®OHI N XPAHWIIVMIIE N

HazspaHue oboHIa

Onucob Eg. xp.cN Crennax N Wkadp N Monka N MpumeyaHu
N e
no N
1 2 3 4 5 6

dopmat A4 (210 x 297 mm)

<*> KapToukn nodoHA0BOro TonorpadrMyeckoro ykasatens COCTaBAAOTCA HA Kaxabli GoHZA M pacnonaratoTca B nopsagKke Homepos GOHA0B.
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HamMeHOBaHMe opTraHM3alumn

MpunnoxkeHne N 3
K n. 2.43 Mpasun

AKT YTBEPXIIA
N PyxkopomuTesns opraHmM3aLuM
IIPOBEPKU HAJIUUUI
M COCTOSHMS apXMBHEIX HOOKYMEHTOB IMomnuce PacumppoBKa
MIOONncCu
doug N IDaTa
HazBaHue ¢oHIa
Homepa onmucen
[I[poBepka NPOBOIOMUIJIACH C 1o
[I[pOBEPKOM yCTaHOBJIEHO:
1. UmcamTcsa 1o ONMcCAM Iell en. xp.
(xoJIMUecTBO)
2. BHIABJIEHB TexXHUUECKME OWMOKU :
2.1. VmMmenTCHa JIMTEPHEE HOMEpPA:
a) He YUYTEeHHBEe B MTOT'OBOM 3alMCHU en. xXp.
(koJIMUecTBO)
©) He IIepeuMuCIJIeHHBle, HO YyUTEHHBIe
B MTOT'OBOM 3alMCU en. xp.
(koJIMuecTBO)
2.2. IllponymeHO HOMEPOB:
a) He YUTEHHEX B MTOTOBOM 3alMCHU en. xp.
(xoJIMUuecTBO)
©) He IIepPeuMuCJIeHHBIX, HO YUTEHHBIX
B MTOTOBOM 3alMUCK en. xXp.
(koJIMuecTBO)
2.3. Ipyrmue, B pel’yjbTaTe uyero obbeMm
YBEJIMYNIICS Ha en. xp.
(KOJIMUeCTRBRO)
YMEHBUMJICA Ha en. Xp.
(koJIMuecTBO)
3. UMcamMTCsa IO ONMCSAM B pPes’yJbTaTe
YCTPaHEeHUS TEeXHMUECKUX OomMOOK en. xp.
(KOJIMUecCTRBRO)
4. He oxaszajioCb B HaJNUUU en. xp.
(koJIMuecTBO)
5. VimMeeTcs B HaJMUMM IO IOaHHOMY QOHIY
(BKJIIDUEHHBIX B OIIMCH) en. xp.
(KOJIMUEeCTRBRO)
M3 HUX TpeOyonlMX:
a) nmesuHbekUIUMU en. xp.
(koJIMUecTBO)
©) IOesMHCeKLUNU en. xp.
(KOJIMUeCTRBRO)
B) pecTaBpauumn en. xp.

(koJIMUecCcTBO)
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MpoaonxkeHne npunoxeHna N 3
K n. 2.43 Mpasun

T') [epenjieTa MM IOAOUMBKU en. xp.
(KOJIMUecCTRBO)
II) BOCCTAHOBJIEHMS 3BaTyXallMX TEKCTOB en. xp.
(koJIMuecTBO)
€) HeMCIPaBMMO INOBPEXIEHHBIX en. xp.
(xoJIMUuecTBO)
6. lVMeeTcs He BKJIOUEHHBIX B OIUCU en. xp.
(KOJIMUecCTRBO)
7. VToro moO IOaHHOMY OQOHINY (BKJIIOUEHHBIX M HE BKJIOUEHHBIX B OIUCHU) ,
VIMEIIMXCSA B HaJIMUUU en. xp.
(xoJIMUuecTBO)

8. XapakTepuCTUKA YCJIOBUM XPaHEHUS

[I[poBepKy MNPOUBBOONIIN :
HammeHnoBaHMe

OOJDKHOCTEMN
PabOTHUKOB [Iopnucu PacumppoBka noInmcen

dopmart A4 (210 x 297)



HavMmeHOBaHMe opraHmM3auun
AKT

N

O TexXHMUEeCKUX ommbkrax
B YUYETHBEIX ITOKYMeHTaXx

dounm N

HasepaHre odoHIa
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Mpunoxernue N 4
K nn. 2.43, 3.15 lMpasun

YTBEPXIA

PykopomuTesb OpIaHM3aLUU
[Noonmce Pacumpposkra

[IOONMCH
IDaTa

B xome BHIIIOJIHEHUA

OOHAPYXEHBE TEeXHUUEeCKUE

ommMBOKM B BaANMCIX

HasBaHne gOKymeHTa CylecTsytoLLas 3anucb Cnepyet 3anucatb
1 2 3
B pesynbTare KOJIMYECTBO E€IOMHMNI] XPaHEeHUI YBEJIMUMIIOCH (yMEeHBUMIIOCHE )
Ha en. xp.
(undpamM, OPONMUCHIO)
[IpuMeuaHmA :
HamMeHOBaHME HOOJDKHOCTM paboTHMKA [Topnuce PacumppoBKa MNOONMUCHU

VI3MeHeHMsa B y4UeTHHE IOKYMEHTH BHECEHE

HamMeHOBaHME IOOJIKHOCTMU
paboTHMKA apxuBa

Illognmuce PacumppoBKa MNOONMUCHU

dopmart A4 (210 x 297 mm)




33

MpunoxeHne N 5
K nn. 2.43, 3.15 lMpasun

HamMeHOBaHMe opTraHM3alumn

AKT YTBEPXIIAI

N PyxkopomuTesns opraHmM3aLuM
06 OOHapyXeHUM INOKYMEHTOB [Togonmchb Pacumpposkra
(He oTHOCAmMXCHS K IaHHOMY OGOHZY, IIOONUCHK
HEeyU4TEHHHX)

IDaTa
B xome
(BD pa®oTH)
OBOHaAPYXEeHO
(B doHnme, xpaHunuiue, paboueM IIOMEIEHUM)

N n/n | 3aronosok ea. | Ludp (ecam | KpaitHme gatbl | Konnyectso K Kakomy MpumeyaHua

Xp. ecTb) nncToB doHay

(06bem, M6) OTHOCUTCS
1 2 3 4 5 6 7

NToT0 OOHApPyXEeHO INOKYMEHTOB OOKYMEHTOB

(LmbpaMmu M MOPONUCKHI)

HamMeHOBaHME HOOJDKHOCTHM paboTHMKA [loonmce PacumppoBKka NOONMUCHU
VI3MeHeHUA B ydeTHBE INOKYMEHTH BHECEHE

HamMeHOBaHME IOOJDKHOCTU

paboTHMKA apxuBa [loonmce PacumppoBra

nmogrnmncum

dopmart A4 (210 x 297 mm)



HamMeHOBaHMe opTraHM3alumn
AKT

N
06 yTpaTe OOKYyMEHTOB

dounm N
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MpunoxeHne N 6
K nn. 2.44, 3.15, 4.32, 6.8 MNpasun

YTBEPXIA

PykoBOOMTENb OpPTaHM3aUuUn
[lopgnuce Pacumpposkra

IIOONNCHU
IDaTa

(HazBaHme ¢oHma)

B pesysneTare

YCTAQHOBJIEHO OTCYTCTBME B QOHIE

IIEePeUurCIJIEHHBIX HIUIXe nei, npedrnprHATeE APXMBOM MEPEI I10 PO3BICKY el
IIOJIOXMTEJIBbHEIX PEe3YJIETATOBR HEe najiM, B CBA3M C UEM CcUMTaeM BO3MOXHEIM CHATB C
ydyeTa:
Nn/n| Onmuce N | Ea. xp. 3aron0BoOK ea. xp. KpaitHue aatel | Konuuectso |lMpepnosaraembie
N ncTos NPUYUHDI
(06bEM, M6) OTCYTCTBUA
1 p 3 4 5 6 7
Toro en. Xxp.
(umbpaMm M NOPONMUCHIO)
ConepxaHMe YTPadeHHBEIX JOKYMEHTOB MOXeT OBITH JaCTUUYHO BOCIIOJIHEHO

cienymomyMm en. Xp. @

(HoMepa en.

HamMeHOBaHME IOOJIXHOCTMU
PYKOBOIOUTEJS apxuBa
(Mnua, OTBETCTBEHHOI'O 3a apXUB)

COIJIACOBAHO <*>
[Iporokos 3K apxXMBHOT'O YyUYpPEeXIEHUS
oT N

VI3MeHeHMSsa B y4UeTHHE IOKYMEHTH BHECEHE

HamMeHOBaHME IOOJIXKHOCTM
paboTHMKA apxusa

Xp. M X TPYIIIOBHE BaI‘O.HOBKVI)

[loonmce PacumppoBka NOONMUCHU
COIJIACOBAHO

IIpoTtokos L3K (3K) opraHm3zaumum

oT N

[loonmce PacumppoBka NOONMUCHU

dopmart A4 (210 x 297 mm)

<*> Ec/u He O6Hapy)KEHbI Aena NoOCToOAHHOIO XpaHeHUA.




HamMeHOBaHMe opTraHM3alumn
KAPTA-3AMECTUTEJIE IEJIA

Iesio

35

MpunoxeHne N 7
K nn. 2.47 Mpasun

Onmco

(N 1 HasBaHMUe)

doHn

(N m HazBaHUE)

(N 1 HazBaHMEe)

BrimaHO BO BpPEMEeHHOE II0JIb30OBaHME

(uMTaNbLHBIM 3aJI) :

N @.1.0. nonb3oBartensa [ata Bblgaum [ata MNoanuck MNoanuck
n/n BO3BpaTa | BblAaBLIEro Aen0 | MNOAYYMBLUErO
aeno
1 2 3 4 5 6

dopmart A4 (210 x 297 mm)
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MpunoxeHne N 8
Knn.2.47,4.19,4.21, 4.23 MNpasun

JMCT-3ABEPUTEJIL JEJIA N

B mesle momumMTO M NPOHYMEPOBAHO JICTOB
(umdppamMm ¥ OPONMCHIO)

c N no N
JIMTEPHBEE HOMepa JIMCTOB
[IPONYIEHHEIE HOMepa JIMCTOB

+ JIMCTOB BHYTPEHHEM ONMUCH

; B TOM 4UYMCJIE:

Ocob6eHHOCTN HU3NYECKOTO COCTOAHMA U GOPMUPOBAHUA Aena Homepa nucros

1 2

HamMeHOBaHME HOOJDKHOCTU
paboTHUKA [lonnmce PacumppoBKka MNOONMUCHU

ITaTa

dopmart A4 (210 x 297 mm)
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HamMeHOBaHMe opTraHM3alumn
JIMCT MNCIIOJIB3OBAHMA IOKYMEHTOB

donng N Onmuce N Ieno N

MpunoxeHne N 9
K n. 2.47 Mpasun

3aroJIOBOK ImeJia

[OaTa Komy BblgaHo: XapaKTep ncnonb3oBaHMn N Moanucb Anua,
MCNonb3oB | Gamuans, MHUUManNbl | (KONUMpoBaHWeE, BbIMMUCKKM, | UCMONb30BaHHbI | MCNO/b30BaBLIEro
aHusa (pazbopumso) npocmoTp) X INCTOB aeno
1 2 3 4 5

dopmart A4 (210 x 297 mm)




HamMeHOBaHMe opTraHM3alumn
AKT

N
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Mpunoxenne N 10
K n. 2.46 Mpasun

O BBIIAUYWE IOeJI BO BPEMEHHOE IIOJIb30OBaHUE

(HaMMeHOBaHMe opraHmzaumnum,

ee ampec,

OcHOBaHue

[IOUTOBHEIM MHIEKC)

Ing KakoM LeJyiM BHIOATCI eI.

xp. 3 ¢onma N

(HazBaHme ¢oHma)

N n/n |Onunce N| Ea. xp. | 3aronosok ea. KpaliHne | Kosnuyectso nnCToB, MpumeyaHue
N Xp. narbl dopmar (0bbem,
M6)
1 2 3 4 5 6 7
Bcero BmimaeTcsa en. xXp.,
(undpaMm M OPONUCHIO)
CPOK BO3BpalleHUSI .

ﬂena BbBIOAHEBL B YIIOPAOOYEHHOM COCTOAHUN, IO OWNMTHL, B O@HOXKaX, C
IIPOHYMEPOBAHHEIMM JIMICTAaMM UM 3aBEPUTEJIBHBIMM HAOIIVMCAMU .

[lonyuyaTesbr o0683yeTcsa He TINPenoCTaBJIATh HeJjla, I[IO0JIyUdeHHEIE BO BPEMEHHOEe
II0JIL30BAaHME, IIOCTOPOHHVM JiiaM, He BEIIABATH 10 HVIM KOHM%, BEIIIMCOK "
CrpaBOK, He NOyOJIMKOBATbH IJOKYMEHTH 0e3 pa3s3pelleHrs OopraHMs3aluM, BHIaBLIEN
mejia.

[loryuaTespr 06043yeTCsda BEPHYTb HOeJla B aAPXMB OpraHMB3aluM B YyKa3aHHBM B
aKTe CPOK.

MpogonxkeHne npunoxerna N 10
K n. 2.46 Mpasun
[lotyyaTesb HOpenynpexineH o6 OTBETCTBEHHOCTM IO 3akKOHY B CJlydae YyTpaThl

VIV IIOBPEXIOEHMA IIOJIYYEHHBIX

HavMeHOBaHME IOOJIXKHOCTU
pykoBOoOMUTEJIA OpIraHM3aluM,
BBEIOAKIIEN HeJja
[Iopgnuce Pacumpposkra
NOONMUCKU

ITaTa
[levaTer opraHM3aLUMU

BO BPEMEHHOe€ IIOJIb30OBaHME IeJl.

HavMeHOBaHME IOOJIXHOCTU
pykrkoBOOMUTEIIA
OpraHM3aluuM-NoJydaTessa
[Toponuce Pacumpposkra
IO ONNCHU

ITaTa
[levaTer opraHM3aLUMU

dopmart A4 (210 x 297 mm)
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MpunoxkeHne N 11
K nn. 3.6, 3.15 Mpasun

(HaMMeHOBaHME OpITaHM3aLUM)

(Ha3BaHMe apxuBa OpTraHM3alLUN)

KHUTA
ydeTa MOCTYIJIEHMS UM BHOBTUSA O&JI, OOKYMEHTOB

Tom N
HauatT
OKOHUEeH
dopmat A3 (297 x 420 mm)
MpopgonxeHue npunoxkeHna N 11
K nn. 3.6, 3.15 MNpasun
N HaTta HanmeHoBaHue | HanmeHoB | Ha3Ba lfoapl Bug, MocTynneHue onncaHHbIX | BbibbiTMe onncaHHbIX | HeonucaHHbIx | Mpumey
n/n | nocrynn OopraHusauunm aHue, HMe M | NOCTYNUB | HOCKTE OOKYMEHTOB OOKYMEHTOB aen, aHue
eHmnAa n (cTpyKTYpHOTO HOMEp U | HOMe | Wux uamn | na <*> OOKYMEHTOB,
BbI6bITM | NoapasaeneHus, farta p BbIObIBLL Konnuectso ea. xp. Konnuectso ea. xp. INCTOB
A nua, apxmBa), oT | AOKyMeHTa | doHA, nX
LOKYyMe KOTOPO# , o a LOKYMEH nocToA | BpemeH no nocto |Bpeme| Mo | nocTy | BbibObl
BbI6bINN) noctynuau onucu XpaHeH | (cBblwe | My o (cBbiWw | my
[OKYMEHTbI U nA 10 net) | coctaB | xpaHe | e 10 |cocTaB
BblObIN y HUA | neT) Yy
OOKYMEHT
bl
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16
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UToTo B TOOy IOCTYIIUIIO en. xp., B TOM UMCJIe: Ha
(umbpaMm M MNPONMCHIO)
OyMaxHOM HOCUTeJIe , DJIEKTPOHHEIX ,
(umbpaMr ¥ MOPONUCHI) (umbpaMr ¥ MOPONUCHIO)
aAyOMOOOKYMEHTOB ;, BUIOEOOOKYMEHTOB .
(umbdpaMm M MNPONMCHIO) (umbdpaMm M MNPONMCHIO)
MIOKAa3BIBATCsSA PasleJIbHO MTOTOBHE IaHHHEe no rpabam 8, 9, 10, 14 xHuUTHU;
BEIOBLIIO en. xXxp., B TOM uMcjie: Ha OyMaxXHOM HOCUTEJIe

(umbpaMy ¥ MOPONUCHIO)
, DJIEKTPOHHEIX
(umbdpaMm M MNPONMCHIO) (umdpaMm M MNPONMUCHIO)
AyOMOIOOKYMEHTOB , BUIOEOIOKYMEHTOB .
(umdpaMy ¥ OPONMUCHI) (umdpaMr ¥ OPONMUCHI)
IOKa3BIBAlTCA pasIelJIbHO MTOI'OBHIEe IaHHBEe o I'padam 11, 12, 13, 15.

HamMeHOBaHME OOJDKHOCTM JIMLA,
COCTaBMBIIETO MTOTOBYK TONOBYK 3alMCh [Tomnmcob PacumbpoBKa MNOIONMCU

HamMeHOBaHME IOJIKHOCTM PYKOBOOMTEJS apxmea llomnmchb PacumdppoBka HOOIUCU
(uMila, OTBETCTBEHHOTO 3a ApPXUB)

IDaTa

<*> B rpade ykasbisaeTtca Bua Hocutena (BH - 40KymeHTbl Ha BymaxHOM HocuTene, 3/1 - SNeKTPOHHbIE AOKYMEHTbI).

dopmat A3 (297 x 420 mm)
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HammMeHOBaHMe oOpIraHM3alumn

CIIMCOK ®OHIOOB

ToMm N

Hauar

OKOHUEeH

MpunnoxkeHne N 12

K nn. 3.6, 3.15 MNpasun

dopmat A4 (210 x 297 mm)

MpogonxeHue npunoxeHna N 12
K nn. 3.6, 3.15 Mpasun

N [aTa nepsoro | HasBaHue ¢poHaa OTmeTKa 0 BblbbITUKM PoHAA MpumevaHue
¢doHaa nocTynaeHus
[OKYMEHTOB Kyaa Bbibbin Oatan N
doHaa [OKYMEHTa, Ha
OCHOBaHUKN
KOTOporo BblbbIN
1 2 3 4 5 6
Ha 01.01. Toma B CIMCOK BKJIOUeHH GOHIH C N no N

M3 CIOMCKa MCKJIoUYeHbBl QoHIel ¢ N no N

Bcero xpanuTCca B apxuBe

bOHIOB, M3 HUX:

(undpamMm M HOPONIMUCHIO)

(undpaMm M HOPOIUCHIO)
HomMepa CBOOOIHEE :
(mepenaHHHE) @

HomMmepa BHIOBIBIIME

HamMeHOBaHME IOOJIXHOCTU
paboTHMKA apxuBa, COCTaBMUBIIEIO

TOIOOBYI MTOTOBYI 3allMChb [loonmcob
HavMeHOBaHME IOJIKHOCTU

PYKOBOOUTEJIA apxmBa

(MMua, OTBETCTBEHHOTO 3a apxuB) [lognmchb
IDaTa

comepxarT ocofo LeHHBE Heja.

PacumppoBka NOONMUCHU

PacumppoBKa MNOONMUCHU

dopmat A4 (210 x 297 mm)
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JMCT SOHIA N

(MecToHaxoxneHue GoHIa
(HaMMeHOBaHMEe oOpTaHu3auuu,
Toe xpaHuTcsa GoHn) )

(JaTa mepBOI'O MNOCTYIJIEHUS

IOOKYMEHTOB OQoHIa)

KpaiiHune aaTbl Kaxkaoro Ha3eaHus

HasBaHue ¢oHaa

¢doHaa
1 2
1. YyeT HEONMCAaHHEIX IOKYMEHTOB

HdaTta HassaHue, N n gata 4OKyMeHTa, MNoctynnenune BbibbITHE Hanunune
3anumcu No KOTOPOMY NOCTYMUAN UK (ocTaToK)

BbIObIIN AOKYMEHTbI
Konunuect | KpanHue | Konnuect | KpaiHue Bcero gen

BO Aen haTbl BO Aen haTbl
1 2 3 4 5 6 7

MpunoxkeHne N 13
K nn. 3.6, 3.15 MNpasun



2. YueT ONMCAaHHHX IJOKYMEHTOB

43

Odata | Homep Mog, HassaH | Moctyn BbibbITHE Hannuue (octatok)
3anucu | onucu ne uno ep,
aen onuch Xp. Konunue | OcHoBa | B Tom uncne no | Koaunue B Tom uncne:
UAm cTBO €4.| Hue onucsm, CTBO ea,
aHHOTa Xp. BbIGLITY | YTBEPKAEHHBIM Xp. NOCTOAHHOIO XpPaHeHUA no MYHOMY
cocTaB
Lmu A IMK Yy
OKVME (Ha3BaH . .
AOKRY e Konnye | KpaHu M3 HUX MO Koanye | KpaHu
HTOB
,u,aTa'N CTBO €4, | e paThl onucam, CTBO €4, | e paatol
7
Xp. en. xp. TBEPKAEHHBIM Xp.
LOKyMe p A. Xp. | yTBEpXA p
MK
HTa)
Konuue | Kpaiitu Konuye | KpamHu
CTBO ef. | e gathbl CTBO e4,. | e gaThbl
Xp. Xp.
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16

dopmat A4 (210 x 297 mm)



HamMeHOBaHMe opTraHM3alumn
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Mpunoxenne N 14
K nn. 3.6, 5.5 MNpasun

YTBEPXIAIO

donnm N PyxkoromuTesib OpIraHM3aLuumn
[loonmce PacumppoBra
OIlICh N IOONMCHU
OeJl IIOCTOAHHOI'O XPaHEeHUMA ﬂaTa
3a Iono
N n/n Unaekc gena 3aron0BOK Aena KpaliHue gatbl Konunyectso MpumeyaHue
ncTos
1 2 3 4 5 6
HassaHue pasgena
B nDaHHBII pasnesl ONMCM BHECEHO ne,

(umbpaMm M NOPONMUCHIO)

c N no N , B TOM UucCJe:
JIMTEPHBIE HOMEpa:

[IPOIylIeHHEIE HOMEpa :

HamMeHOBaHME IOOJDKHOCTU

COCTaBUTEJNIA ONUCHU [Tlopnuce PacumppoBKa MNOONMUCHU
HamMeHOBaHME OOJDKHOCTU

PYKOBOIUTEJIA apxXuBa

(MMua, OTBETCTBEHHOIO 3a apxuBs) Ilognucek PacumppoBKa MNOONMUCHU
COTJIACOBAHO YTBEPXIEHO

IpoTrokos L9K (9K) opraHmsaumum IIpoTokos JIK apxXMBHOTO y4YpeXIOeHUSI
oT N oT N

dopmat A4 (210 x 297 mm)




HamMeHOBaHMe opTraHM3alumn
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Mpunoxenne N 15
K nn. 3.6, 5.5 MNpasun

YTBEPXIAIO

donnm N PyxkoromuTesib OpIraHM3aLuumn
OIlMCh N [lonnucob PacumppoBkra
oeJjl 10 JIMUHOMY COCTaBy Imonormcum
3a ron IDaTa
N n/n NHAaeKkc 3aronoBoK KpaiiHue CpoK xpaHeHuna Konnyectso MprmeyaHmn
nena nena baThbl nnctos e
1 2 3 4 5 6 7
B DaHHBIM pas3nesl ONMCM BHECEHO nes,

c N

JIMTEPHBIE HOMEpPa:

(LMbpaMmu M HOPONMUCHI)

IPOIIyMEeHHEE HOMepa:

HamMeHOBaHME OOJLDKHOCTU
cocTaBuUTEJIA OIIMCU

HamMeHOBaHME IOOJIXKHOCTMU
pPyKOBOIOMTENA apxuBa (nmuua,
OTBETCTBEHHOT'O 3a apxXuB)

COTJIACOBAHO
IIpoTrokos L3K (3K) opraHm3zaumum
oT N

no N , B TOM UMCJIe:
[opgnmce Pacumdpporka NOIONUCK
[opgnmcse Pacumpporka NOIONUCK

COIJIACOBAHO
[Iporokos 3K apxXMBHOTO yUYpPEeXIEeHUS

oT

N

dopmart A4 (210 x 297 mm)




HamMeHOBaHMe opTraHM3alumn
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MpunoxeHne N 16
K nn. 3.6, 5.5 MNpasun

YTBEPXIAIO

donnm N PyxkoromuTesib OpIraHM3aLuumn
OIlMCh N [lonnucob PacumppoBkra
neJl BpeMeHHEIX (cBpme 10 JeT) IIOONMNCH
CPOKOB XpPaHeHUA HaTa
3a Iono
N n/n MHaeKkc 3aronoBok gena | KpaitHue gatbl | CpoK XpaHeHuA Konnyectso MpumeyaHu
aena ncTos e
1 2 3 4 5 6 7
B OaHHBEI pasnell ONMCUM BHECEHO nen,

c N

JIMTEPHBIE HOMepa:

(umdppaMm ¥ MOPONMCHIO)

no N , B TOM UucCJe:

IIPOIIyHIEeHHBIE HOMEPa:

HamMeHOBaHME IOOJIXHOCTU
COCTaBUTENIA ONUCHK

HavMeHOBaHME IOOJIXHOCTU
PYKOBOOMTEJIA apxmuea (amua,
OTBETCTBEHHOT'O 3a apxXus)

COT'JIACOBAHO
[IpoTokos LUJK (3K) opranmszauum
oT N

[Topnuce PacumppoBKa MNOONMUCHU

[opgnmuce Pacumdpporka nommnmcu

dopmart A4 (210 x 297 mm)




HamMeHOBaHMe opTraHM3alumn
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Mpunoxenne N 17
K nn. 3.6, 4.19, 5.5 MNpasun

YTBEPXIAIO

donnm N PyxkoromuTesib OpIraHM3aLuumn
[loonmce PacumppoBra
OIlMCh N IIOIINCHU
BJIEKTPOHHBEIX IeJI, HOKYMEHTOB HOaTa
IIOCTOSHHOI'O XPaHEHUA
3a roxn
N n/n NHpekc pena 3aronoBoK gena KpaliHue gaTbl O6bem, M6 MpnmeyvaHuna

1 2 3 4 5 6

B DaHHBM pas3nejl ONMCUM BHECEHO nes,
(undppaMm ¥ MOPONMCHIO)
c N no N
(umdpaMm M NOPONMUCHIO) (umdpaMm M NOPONMUCHIO)

06BEMOM MO.
HammMeHOBaHME IOOJDKHOCTU
COCTaBUTEJIA ONUCHU [Mopgnmuce Pacumdpporka nommnmcu
HamMeHOBaHME IOOJIKHOCTU
PYyKOBOIOMTEJNA apxuBa (amuua,
OTBETCTBEHHOI'O 3a apxuB) lNomnuce PacumppoBka NOONMUCHU
COTJIACOBAHO YTBEPXIEHO
[Iporokos LI3K (59K) opraHmM3auum [IpoTrokost JIIK apxXMBHOI'O yUpPeXIeHUA
oT N oT N

dopmart A4 (210 x 297 mm)




[IPVMJIOXEHME K OIMCK N

SJIEKTPOHHBEIX IeJl,

IIOCTOAHHOT'O XpPaHeHMuA

3a rono

PeecTp IOOKyMEHTOB

<F>

N en. xp.

10 OIncCum

IOJOKYMEHTOB

48

(KOHTEMHEPOB DBJIEKTPOHHBIX ITOKYMEHTOB)

MpopgonxeHue npunoxkeHna N 17
K nn. 3.6,4.19, 5.5 MNpasun

VHOgekc nmeJa

3aroJIOBOK meJia

OJIEKTPOHHOIT'O nejia:

[aTa Per. N HanmeHoBaHMe AOKYMEHTA Ob6vem, M6 MpumeyaHus
[OOKYyMeHTa OOKyMeHTa
1 2 3 4 5
HamMeHOBaHME IOOJDKHOCTU
COCTaBUTEJNIA ONUCHK [Topgnuce PacumppoBKa MNOONMUCHU

<*> CocraBnseTca Ha Kaxgo0e 3a1IeKTPOHHOE Aeno.

dopmart A4 (210 x 297 mm)




HamMeHOBaHMe opTraHM3alumn
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MpunoxeHne N 18
K nn. 3.6, 4.19, 5.5 MNpasun

YTBEPXIAIO

donnm N PyxkoromuTesib OpIraHM3aLuumn
[loonmce PacumppoBra

OIIMCH N NOONMCU
BJIEKTPOHHBEIX IeJI, HOKYMEHTOB OaTa
BpeMeHHExX (cBome 10 JjeT)
CPOKOB XpPaHeHUS
3a Ton
N n/n | UHaeKc 3aronoBOK aena KpaitHue Cpok O6bem, M6 | MpumeyaHua

Aena AaTbl XpaHeHunA

1 2 3 4 5 6 7
B DaHHBM pas3nejl ONMCUM BHECEHO nen,
c N no N
(umdpaMm M NOPONMUCHIO) (umdpaMm M NOPONMUCHIO)

obbreMoM M6 .
HamMeHOBaHME HOOJDKHOCTM
COCTaBUTEJIA ONUCU [Mopgnmuce Pacumdpporka nommnmcu
HamMeHOBaHME IOOJIKHOCTM
PYyKOBOIOMTEJNA apxuBa (amuua,
OTBETCTBEHHOT'O 3a apxXuB) Iloonuchb PacumdpoBKa IOIOIMUCU

COTJIACOBAHO

[IpoToxos LU3K (3K) opranmszauum
oT N

dopmart A4 (210 x 297 mm)
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MpopgonxeHue npunoxkeHna N 18
K nn. 3.6,4.19, 5.5 MNpasun

[IPUIJIOXKEHVE K OIIMCY N
BJIEKTPOHHEIX IeJl BPEeMEeHHHIX
(cerme 10 JIeT) CPOKOB XpPaHEeHUS

3a ron

PeecTp IOOKYMEHTOB (KOHTEVHEPOB 3JIEKTPOHHEIX HNOKYMEHTOB) 3JIEKTPOHHOTO Ieja:
<k >

N en. xp. no onmcu VHoekc neJsa

3aroJIOBOK meJia

Jata Per.N HanmeHoBaHWe AOKYMEHTA O6bem, M6 MpumeyaHus
OOKYMEHTa OOKyMeHTa

1 2 3 4 5

HamMeHOBaHME IOOJDKHOCTU
COCTaBUTEJNIA ONUCHK [Topgnuce PacumppoBKa MNOONMUCHU

dopmart A4 (210 x 297 mm)

<*> CocraBnseTca Ha Kaxgo0e 3a1IeKTPOHHOE Aeno.
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Mpunoxenne N 19
K nn. 3.6, 3.11, 3.15 MNpasun

HamMeHOBaHMe oOpTraHM3alumn
PEECTP OINCEN

Hauar

OKOHUEeH

dopmat A4 (210 x 297 mm)

MpopgonxeHue npunoxeHna N 19

Knn. 3.6, 3.11, 3.15 lMNMpasun

N N N Ha3BaHue Konunyectso gen B onucum KpaitHu | Konunye | Koanuec | Mpume
n/n | poHaa | onmcu onuncu e aathbl CTBO TBO YyaHue
NOCTOAH | BpEMEHHO no INCTOB | aK3emnn
Horo ro (ceblwe | NMYHOMY Bonucu| sapos
XpaHeHu 10 ner) cocTasy onucu
A XpPaHeHuA
1 2 3 4 5 6 7 8 9 10 11
Bcero XpaHUTCHA B apxuBe omnmcem, M3 HUX
(LMbpaMmu M HOPONMUCHI)
IIOCTOAHHOTIO XpaHeHI/IH ’
(umdpaMm M NOPONMUCHIO)
BPEeMeHHOTO xpaHeHMusa (cepiue 10 jieT) ,
(undpaMm M OPONUCHIO)
10 JINYHOMY COCTaBy ,
(umdppaMm ¥ MOPONMCHIO)
B TOM UMCJI€ IMNOCTYIIMJIO B Tomy onmcemn
(undpaMm M HOPONIMUCHIO)
B TOM UMCJI€ BHOBJIO B romy onmcemn
(LMbpaMmu M HOPONUCHI)

HavMeHOBaHME IOJDKHOCTM paboTHMKA
apxmBa OPTaHMB3AaLMM, COCTaBUBIEIO
peecTp omnmuceu [loonuce PacumppoBka NOONMUCHU
IOIONNCHU
HamMeHOBaHME IOOJIXKHOCTM
PYKOBOOMTEJIA apxuBa (jiuua,
OTBETCTBEHHOTO 3a apxXuB) [loonuce PacumppoBka NOONMUCHU

ImoOrnmcm

ITaTa

dopmat A4 (210 x 297 mm)




YTBEPXIAIO

PykopoouTesp oOpraHU3aLUM,
nepemamme OOKYMEHTE
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Mpunoxenne N 20
K n. 3.15 Mpasun

YTBEPXIAIO

PykoBomomuTeslb OpTraHM3alLuu,
IPUMHYMAKLIEN IOOKYMEHTE

[loonucob PacumppoBkra [lonnucob PacumppoBra

IOIONNCHU IOIONNCHU
DaTa [leuaTsb DaTa

[leuaThb
AKT

N
npreMa-Iepenadl apxXUBHBIX
OOKYMEHTOB Ha XpaHeHMe

(ocHOBaHMe Iepemauu)
(Ha3BaHMe HnepenaBaeMoTro QoHIA)
coaj,

(Ha3BaHMe opraHMz3alMM, [Iepelarlley INOKYMEHTH)

a IIPUHATL

(HasBaHMe OpraHM3alUUM IPpMHUMAaDIEN IOKYyMEeHTEH)
IOOKYMEHTE Ha3BaHHOTO GOHIOA M HAYyUYHO-CIPAaBOUHBIM allapaT K HUM:

N n/n HassaHune, Homep onucum Konunyectso Konnuectso eg. | lNpumeyaHua
K3emMnnAapos onucu Xp.

1 2 3 4 5
VTOTO MNPMHATO en. Xp.
[lepenauy MNpoOM3BEJN: [lpreM HOpOUB3BEJIM:

JOJIXHOCTB [Nognmcoe Pacumpposkra JOJIXHOCTB [Nognmcoe Pacumpposkra
IOIONNCHU IOIONNCHU
Hara Iara

Pounmy npmcBoeH N

VI3MeHeHMdI B YUEeTHHE IOOKYMEHTHE BHECEHH.
JOJIXKHOCTB I[Toonmce

DaTa

PacumppoBKa MNOONMUCHU

dopmat A4 (210 x 297 mm)
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Mpunoxenne N 21
K nn. 3.15,4.11, 4.13 Mpasun

HamMeHOBaHMe opTraHM3alumn

AKT YTBEPXIAIO
N PyxkopomuTesib OpIraHM3aLUU
O BHIOEJIEHUM K YHUUTOXEHUIO
APXMBHEIX IOOKYMEHTOB, [Tonnmce Pacumpposkra
He Mnonjiexallx XpPaHEeHMI IIOOMNMCHU
IDaTa

Ha ocHoBaHUM

(Ha3BaHMeE ¥ BHIXOIOHEIE IaHHBIE IIepedYHa OOKYMEHTOB C YKa3aHMEM

CPOKOB MX XPaHEHUHd)
OTOGpaHbI K YHUYTOXEHUIO Kak He mMepmmne HayI{HO—MCTOpMT{eCKOﬁ IIEeHHOCTM U
yTpaTuBlIME NPaKTUYIECKOEe 3BSHAadueHMe IOOKyMeHTH QoHma N

(HazBaHme ¢oHma)

N 3aron0BOK Agena loabl Homep Homep eq. |Konunuecr Cpoku Mpumeya
n/n | (rpynnosoit 3aronosok onucu Xp. no BO ef. XpPaHeHuAa n Hue
[ OKYMEHTOB) <*> onucun Xp. HoMepa cTaTel

no nepeyHto

1 2 3 4 5 6 7 8
Toro en. xp. 3a TOXOHL.
(undpaMm ¥ HOPOIUCHI)
Onmcm meji NOCTOAHHOTO XPaHeHMA 3a ronel yTBepxXneHel JIIK

(HaMMeHOBaHME apPXMBHOTO YUPEXIEHUS)
(mpoTokos OT N )

HamMeHOBaHME IOOJIXHOCTU
PYKOBOIMUTEJNA apxupa (iamuua,

OTBETCTBEHHOTO 3a apxXuB) [Noonmce PacumppoBka NOONMUCHU
COTJIACOBAHO

IIporokos LU3K (3K) opraHm3zaumum

oT N

<*> [pu BbIAENEHUN K YHUUTOKEHUIO LOKYMEHTOB NPV NOATOTOBKE AeN K nepefaye B apxus
opraHusauuv rpadsl 4, 5 He 3aNoNHAOTCA.
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JOKYMEHTEl B KOJIMUECTBE

MpopgonxeHue npunoxkeHna N 21
K nn. 3.15,4.11, 4.13 Mpasun

en. Xp.:

- Ha OyMaxHOM HOCUTEJIE BECOM

KI' CHOaHEI

Ha YHUYTOXEHUE,
— Ha DJIEKTPOHHOM HOCHUTEJIE CIOaHBl Ha YHUUYTOXEHNME

(cmoco® YyHUUTOXEHMS)

HamMeHOBaHME OOJIXKHOCTM pPaOOTHMKAE,
COaBlero OOKYMEHTEL [oonuce

ITaTa

VIsMeHeHnd B YUYeTHEIe IJOKYMEHTEI BHECEHEI.
HamMeHOBaHMeE HOOJDKHOCTM paboTHMKA
apxmBa, BHECWEI'O M3MEeHEHUS

B Yy4YeTHBEIE IOOKYMEHTEI [Mopnuce

IDaTa

PacumppoBka NOONMUCHU

PacumdpoBKa NOONUCU

dopmat A4 (210 x 297 mm)
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MpunoxeHne N 22
K n. 3.15 Mpasun

HamMeHOBaHMe opTraHM3alumn

AKT YTBEPXIA
N PyxkopomuTesib OpIraHM3aLUU
O HEeMCHNPAaBMMEX [IOBPEXIEeHMAX
APXMBHEIX OOKYMEHTOB [Ioonmce Pacumpposkra
IOINNVCHU
IDaTa
doHmg N

(HazBaHme ¢oHma)

B @OHﬂe OGHapy)KeHbI OJOKYMEHTEI, IIPVM3HAHHBEIE HEMCIIPABMMO IIOBPEXIESHHBIMU :

N Onuceb | Eg. xp. N 3aronoBoK KpaitHune aatbl Konunyectso CywHocTb 1
n/n N NoBpeXAeHHbIX ed. Xp. nuctos (06bem, NPUYUHBI
M6) nospexaeHusn
1 2 3 4 5 6 7

VToro oOHaAPYXEHO HEMCIPaBUMO IIOBPEXIEHHBIX

en. xp.
(umdpaMm ¥ OPONMUCHI)
[lepeunciieHHBE €. XpP. NOAJIeXaT CIOMCaHMIO BBUILY:
HavMeHOBaHME IOJIXKHOCTU
PYKOBOIUTEJNA apxmupa (iamuua,
OTBETCTBEHHOT'O 3a apxuB) [lononucob PacumppoBKa MNOONMUCHU
COTJIACOBAHO COTJIACOBAHO <*>
[Iporokos LOK (39K) opraHmsauum [IpoTrokos JIIK apXMBHOI'O yUpPEXIeHMUA
oT N oT N
VI3MeHeHMs B ydeTHbBe IOOKYMEHTH apxMBa BHECEHH.
HamMeHOBaHME IOOJDKHOCTU
PabOTHMKA, BHECHETO M3MEHEHUS
B y4YeTHBEE IOOKYMEHTEH ITomnuce PacumdpoBKa NOIOIMUCU

IDaTa

dopmart A4 (210 x 297 mm)

<*> [1nA NOKYMEHTOB, BKNOUYEHHbIX B cocTaB ApxmBHoro ¢poHaa Poccuiickon deaepauum.




HamMeHOBaHMe opTraHM3alumn

HamMeHOBaHME CTPYKTYPHOTIO
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Mpunoxenne N 23
Knn.4.11, 4.31 MNMpasun

nompasnesieHus
OINCH N
el
N NHAaeKkc 3aronoBoK gena KpaliHue gaTbl Cpok Konunyectso | MpumeyaHue
n/n nena XpaHeHusA NCTOB
<*>
1 2 3 4 5 6 7

HassaHue pasaena

B OaHHYI OIMCB BHECEHO

el

c N

JIMTEPHBIE HOMEpPa:

(undpaMm ¥ HOPOIUCHI)
no N , B TOM UMCJIe:

IPOIIyMEeHHEE HOMepa:

HaumeHOBaHME IOJIKHOCTH
PYKOBOOUTEJS CTPYKTYPHOTO
nompasneseHuns

COTJIACOBAHO
HavMmeHOBaHMe OOJDKHOCTU

pykoBOOUTENA CIyXx0Oel JOY

Monnuchb PacumppoBkra
[Moonucu

IDaTa

[Mopgnmuce Pacumdpporka nommnmcu
COTJIACOBAHO <**>
[lpoToxkon 3K CTPYKTYPHOTI'O

InogpasneJsieHnd

oT N

<*>pada onyckaeTca B ONMUCK AeN NOCTOAHHOTO CPOKa XPaHeHMUA.
<**> Mpun Hanmumm 3K CTPYKTYpPHOro NnoapasaeneHums.
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MpopgonxeHue npunoxkeHma N 23
Knn.4.11, 4.31 MNMpasun

[lepenan
neJ

(umdpaMm ¥ OPONMUCHI)
mu peI‘MCTpaLUAOHHO-KOHTpOHbHI::IX KapTOTeK K IJOKYyMEeHTaM.
(umdpaMm M NOPONMUCHIO)

HauMeHOBaHME IOOJDKHOCTU pa@OTHMKa

CTPYKTYPHOT'O INOIpa3neJiIeHnsa [lonnmce PacumppoBka NOONMUCHU

[TpuHuAamn neJ
(undpamMm M HOPONIMUCHIO)

u PETrUCTPaALUMOHHO~KOHTPOJIbHBIX

(umdpaMm ¥ OPONMUCHI)
KapTOTEK K IOKYMEeHTaM.

HamvMeHOBaHME IOOJIKHOCTMU
paboTHMKA apxusa [oonmce PacumppoBka NOONMUCHU

IDaTa

dopmat A4 (210 x 297 mm)



HamMeHOBaHMe opTraHM3alumn

doug N

OIMCh N
3JIEKTPOHHEIX HeJI, IOOKYMEHTOB
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MpunoxeHne N 24
Knn.4.11, 4.31 MNMpasun

N n/n MHAaeKc 3aronoBoOK aena KpaliHue gatbl | O6bem, M6 | MpumeyaHus
aena <*>
1 2 3 4 5 6
HanmeHoBaHue pasgena
B nmaHHBII pasnesl ONMCM BHECEHO ne,

c N no N

(umbpaMm M NOPONMUCHIO)

obbeMoM

M6 .

HauMeHOBaHME IOOJDKHOCTU
PYKOBOIOUTEJS CTPYKTYPHOTO
nompasnesieHnsa [Topgnuce

IDaTa
COTJIACOBAHO
HamMeHOBaHME IOOJIKHOCTM

pykoBoOuUTeJNa CIyXx0Oel JOY

[loonmce PacumppoBra
lNopnmncum

ITaTa

PacumppoBKa MNOONMUCHU

COTJIACOBAHO <**>
[IpoTokois 3K CTPYKTYPHOTO

nompasneJieHnA

oT

<*> [pacda onyckaeTca B ONMUCK Aen NOCTOAHHOIO CPOKa XpaHeHMs.
<**> [pn Hannumm IK CTPYKTYPHOro noapasaeneHus.
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MpopgonxeHue npunoxeHna N 24
Knn.4.11, 4.31 MNMpasun

[lepenan
nen
(umdpaMm ¥ OPONMUCHI)
u PETUCTPAIMOHHO-KOHTPOJIBHEIX KapTOTEeK K IOKYyMEHTaM,
(umdpaMm M NOPONMUCHIO)
06 BEMOM MO.
HamMeHOBaHME HOOJDKHOCTM paboTHMKA
CTPYKTYPHOTO IIOoOpasnesyieHuda [lonnmce PacumppoBKka MNOONMUCHU
[MprHAan nest
(LmbpaMmu M MOPONUCHI)
" PETUCTPAUMOHHO-KOHTPOJIbHEIX
(umdpaMm ¥ OPONMUCHI)
KapTOTEeK K IOOKyMeHTaM, OOBeMOM MG .
HayMeHOBaHME IOJDXHOCTMU
paboTHMKA apxubBa MNomnmuce PacumppoBka NOONMUCHU
ITaTa
dopmart A4 (210 x 297 mm)
MpoaonxkeHne npunoxeHna N 24
Knn.4.11, 4.31 MNMpasun
[IPVMJIOXEHVE K OIMCU N
BJIEKTPOHHEIX IeJI, IOKYMEeHTOB
PeecTp HOOKYMEHTOB (KOHTEMHEPOB SJIEKTPOHHEIX IOOKYMEHTOB) SJIEKTPOHHOTO IeJja:
<* >
N en. xp. no onmcwu MHoexkc npersa
3aroJIOBOK HeJia
JaTta Per.N HavmeHoBaHWe AOKYMEHTA O6bem, M6 MpumeyvaHua
AOKYMEHTA AOKYMEHTA
1 2 3 4 5
HamMeHOBaHME IOOJDKHOCTU
COCTaBUTEJIS OIUCK llomnuce PacumdppoBKa IOONUCK

dopmat A4 (210 x 297 mm)

CocTtaBnsaeTtca Ha Kaxgoe 3/1eKTPOHHOE aeno.




HamMeHOBaHMe opTraHM3alumn
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MpunoxeHne N 25
K n.4.18 Mpasun

HOMEHKJIATYPA IIEJI YTBEPXIIA
PykopomouTesib OpIraHM3aLUN
Ha Toxn; [loonucob PacumppoBra
Imonornmcum
IDaTa
NHpekc 3aronoBokK gena Konnyecteo | CpoK xpaHeHuA n MpumevaHune
aena aen N cTtatbu no
nepeyHto
1 2 3 4 5

HassaHue pasaena

HamMeHOBaHME IOOJIXHOCTU
pPyKOBOOUTENA CHyXOe IOY
opraHm3auun

Buza pykKOBOIMUTEJIS apxXuBa
(nmuua,

COTJIACOBAHO

[IpoToxojs L2OK (3K)

oT N

OTBETCTBEHHOT'O 3a apxXus)

[Tonnuce

PacumppoBKa MNOONMUCHU

COTJIACOBAHO

[lpoTokos JIK apxXMBHOTI'O y4YpexXIeHUd

oT

N
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MpopgonxeHue npunoxkeHna N 25

K n.4.18 Mpasun

VToroBasa 3BamnmMchb O KaTeropmuax M KoJInmdecTBe nOeji,
rony B OpIraHM3aluM

3aBEIEeHHEIX B

Mo cpoKam xpaHeHus

Bcero

B Tom uuncne:

nepexoanLmnx c oTmeTkom "IMK"

3

4

[TocTosiHHOTO

BpemeHHoro (cBbiwe 10 neT)

BpemeHHoro (4o 10 net
BK/IIOUYMTE/IbHO)

NTOrO:

HamMeHOBaHME IOOJIKHOCTMU
pykoBoOuUTeNa CIyXx0Oe IJOY

IaTa

VToroBEIE CBEeIEeHUA IIEepellaHbEl B apXUB.

HauMeHOBaHME OOJDKHOCTM JiMlia,
InepenaBmero CeBeleHMA

ITaTa

[Nomonmce

[Tonnmce

PacumdpoBKa MOONIUCU

PacumppoBKa MNOONMUCHU

dopmat A4 (210 x 297 mm)




HamMeHOBaHMe opTraHM3alumn

HavMeHOBaHME CTPYKTYPHOI'O
noopasnesyieHusa

HOMEHKIJIATYPA IEJI
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MpunoxeHne N 26
K n.4.18 Mpasun

Ha ronm <*>
NHaekc 3aronoBokK gena Konunuectso CpoK xpaHeHus u | MNpumeyaHue
aena TOMOB (4YacTei) N cTtaTbyu no
nepeyHto
1 2 3 4 5

Ha3BaHmepa3Aena

HamMeHOBaHME IOOJIXKHOCTU
PYKOBOIOUTEJS CTPYKTYPHOTO
nompasnesieHus

IDaTa

COIJIACOBAHO <**>
[IpoTokos 3K CTPYyKTYPHOI'O
rnompasneJieHusA

oT N

[Tonnmce

PacumppoBra NOONMUCHU

dopmat A4 (210 x 297 mm)

<*> K HOMEHK/aType Aen CTPYKTYPHOro noAapasfesieHus MO OKOHYaHUM KaneHgapHoro roga
COCTaBNAETCA MTOroBas 3anucb No ¢Gopme, yKasaHHOW B MpUAOXKeHMM 25, U aenaetca OTMeTKA O
nepegave UTOroBbIx CBeAEHMUN B cayKoby [10OY opraHmMsaumu.
<**> Mpn Hanuumm K CTPYKTypHOro noapasaeneHus.
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BHYTPEHHAA OIMCH

OOKYMeHTOBR nejia N

Mpunoxenne N 27
K nn. 4.19, 4.21 MNMpasun

N n/n | Peructpay, JaTta 3aronoBOK AOKYMEHTa Homepa nucros MpumeyaHu
MOHHbIN AOKYMEHTa Aena e
NHAOEKC
OOKYMEHTa
1 2 3 4 5 6
VToro IJOKYMEHTOB .

(undpamMm M OPONMUCHIO)

KommuecTBO JIMCTOB BHYTPEHHEM ONUCU

(umdpaMm ¥ NOPONMUCHI)

HamMeHOBaHMEe OOJDKHOCTM JiMLla,
COCTaBMBIIET'O BHYTPEHHKK OIIMCbH

IOOKYMEHTOB HeJjla

TaTa

[oonmce

PacumppoBka MNOONMUCHU

dopmart A4 (210 x 297 mm)
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MpunoxeHne N 28
K nn. 4.19, 4.24 Mpasun

(HaMMeHOBaHME TI'OCYIapCTBEHHOTO (MYHMUMIIAJIBHOT'O) apxmuBa)

(HauMeHOBaHME OpTaHM3aluM)

(Ha¥MEeHOBAHME CTPYKTYPHOTO NONPAa3LeJIeHNS)

OEJIO N TOM N

(3aroJIOBOK gJeJjia)

(kparHMe OaTH)

Ha JMCTax
XpPaHUTb

®.N

on. N

O.N

dopmat A4 (210 x 297 mm)
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HamMeHOBaHMeE oOpTraHM3alumn
CripaBOUYHEIE IOaHHEE [e]e) opIraHm3auum
(mouToBeM azmpec, TeyedoH,

TesiedoH/dhakc)

APXVIBHAA CIIPABKA

N
(mara)
Ha N oT
TekcT
OcHOBaHME :
IOJIXKHOCTbE PYKOBOIMUTEJIA OpIaHM3alUMn
(MM MHOTO YIOJIHOMOUEHHOT'O MM JIiMlia)
[leuaThb

daMUIIMA MCIOJIHUTEJIS
Homep TesnedoHa

MpunoxeHne N 29
K n.5.12 Mpasun

Anpecart

[Mopgnmuce Pacumdpporka nommnmcu

dopmat A4 (210 x 297 mm)



YTBEPXIAIO

66

Mpunoxenne N 30
K n. 6.8 Mpasun

YTBEPXIAIO

(HaI/IMeHOBaHI/Ie OOJIXHOCTNM PYKOBOOMUTEIIA

(HaI/IMeHOBaHI/Ie OOJIXHOCTNM PYKOBOOMUTEJIA

opraHmM3auuy, Iepenamnulel ITOKYMEHTEH)

[lopgnmce Pacumdpporka NOIONMUCH
IDaTa [leuaThb
AKT
N

npreMa-Irnepenadr apxMBHBIX
IOOKYMEHTOB Ha XpPaHEeHMe

opraHM3aluuy, IPUHMMAKIEN TOKYMEHTH)
[lopgnmuce Pacumpporka NOIONUCK

ODaTa IleuaTb

(ocHOBaHMe Iepemauu)

(Ha3BaHMe HnepenaBaeMoTro QoHIA)

coaJ,
(HaMMeHOBaHME OpTaHMU3alUuM, lIepelanuel ITOKYMEHTEH)
(HaMMeHOBaHME OpraHM3alMM, IPMHMMAaoILEN IOKYMEHTEH)
IPUHYMAET Ha TI'OCYIAPCTBEHHOE XPaHEHMEe IOKYMEHTH UM CTPaxXOBhBE KOIMM 3a
(romwr)

M CIPaBOUYHBI amnnapaT K HUM:

KoHcynbTaHTlAOC: NpumeyaHue.

Hymepauma rpad) B Ta6m4u,e AaHa B COOTBETCTBUU C Od)MLI,VIa}'IbeIM TEKCTOM OOKYMEHTA.

N n/n HaseaHue, Homep onucum Konunuectso Konnuectso eanHuy, MpumeyaHune
9K3emMniapoB onucum XpaHeHunA
1 2 3 4 6
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MpopgonxeHue npunoxeHna N 30
K n. 6.8 Mpasun

VToro HNPpMHATO en. Xp.
(umbpamMm M MNPOMNMUCHIO)

[lepenauy MNpOM3BENN: [lpreM OpOUBBEJIM:

JOJIXHOCTB I[Tognmuce JOJIXHOCTB I[Tognmce PacumppoBkra

Pacumpposkra IOIINCHU
IOONMCHU

IDaTa IDaTa

QOoHOYy MNPUCBOEH HOMEP

VI3MeHeHMS B YUEeTHHE IOOKYMEHTHE BHECEHH
IJOJIXKHOCTB [oonmce PacumppoBka NOONMUCHU

ITaTa

dopmat A4 (210 x 297 mm)




