MHIHCTERCTBO I0CTHILKH POCCRHCROM OEEPAISH |
SAPETUCTPHUPOBAHO
Pernerpannonnmii N30 _
MUHUCTEPCTBO KYJIbTYPBI POCC CWEWG N

IIPHUKA3
Bl etetrprinn 5>, MockBa N SLE

OO0 yTBepxIeHHH NpaBHI
OpraHM3alHH XpaHeHHs, KOMIUIEKTOBAHMS, yIETa H HCNIOJIB30BaHHS
NokymeHTOB ApxuBHOro ¢ponaa Poccuiickon
®epepanun H APYTrAX apXHBHBIX AOKYMEHTOB B OpraHax
roCyAapCTBEHHOH BJIACTH, OPraHax MecTHOro
CcaMOynpaBJeHHs H OPraHA3alHAX

B coorBeTcTBHM ¢ IyHKTOM 2 uwacte 1 cTaThl 4, 4YacThlio 5 cratem 14
MenepanbHOro 3akoHa oT 22 oxTsabpsa 2004 r. Ne 125-03 «O6 apxuBHOM nene B
Poccuiickolt ®enepanun» (Cobpanue 3akoHOxaTenscTBa Poccuiickoil ®eneparum,
2004, Ne 43, ct. 4169; 2006, Ne 50, ct. 5280; 2007, Ne 49, c1. 6079; 2008, Ne 20,
cT. 2253; 2010, Ne 19, ct. 2291; Ne 31, cT. 4196; 2013, Ne 7, cr. 611; 2014, Ne 40
(a. I), cr. 5320) u nocraxosnenuem IIpaButenscTBa Poccuiickoit @enepanuu
ot 20 mons 2011 r. Ne 590 «O MunucrepctBe KyabTyphl Poccmiickoi Qeneparmm»
(Cobpanue 3axonoparensctsa Poccuiickoit Penepannu, 2011, Ne 31, ct. 4758; Ne 44,
cT. 6272; 2012, Ne 6, ct. 688; Ne 17, ct. 2018; Ne 26, ct. 3524; Ne 37, cr. 5001;
Ne 39, c1. 5270; 2013, Ne 3, ct. 204; No 8, c1. 841; Ne 31, cr. 4239; Ne 33, cT. 4386;
Ne 41, cr. 5182; Ne 45, c1. 5822; 2014, Ne 9, cx. 909; Ne 30 (u. II), cr. 4305; Ne 40
(4.III), ct. 5426, Ne 48, ct. 6860; 2015, Ne 2, cT. 491; Ne 4, cT. 664; Ne 9, ct. 1339)
OPpHKa3BIBa:

1.  Vreepmute  mpunaraemele IpaBHId  OpraHM3alMd  XpaHECHWs,
KOMIUIEKTOBaHHA, Y4Y€Ta M HCIIONb30BaHMA [JOKYMEHTOB ApXHBHOTO ¢oHIa
Poccuiickoit @emepauvu U OpYrHX apXMBHBIX JOKYMEHTOB B  OpraHax

rocy,uapCTBeHHoﬁ BJIACTH, OpraHax MeCTHOI'0 caMOyIIpaBJIEHHA H OpraHH3anuiX.
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2. HanpapuTh HACTOSIMM IIpHKa3 HA TOCYNAPCTBEHHYIO PEIMCTPALMIO B
MummcreperBo roctrimu Poccrtickoit Dezepariuu.
3. KoHTponmb 3a WCIOJMHEHWEM IIpHKa3a BO3JIOXKHTh Ha IIEPBOIO 3aMECTHTENT

Mummcrpa B.B.Aprcrapxosa.

MuHHCTD B.P. Menunckuit



Ipunoxenue
K 1prKa3y MUHUCTEpCTBa KyJIbTYpBI
Poccuiickoit Genepanyu
or 31 mapra 2015 r. Ne 526

MPABHIA
OPT'AHM3ALIMM XPAHEHWS, KOMILIEKTOBAHMSI, VIETA
M MCIIOJIb30BAHHS JOKYMEHTOB APXHBHOT'O ®OHJIA
POCCHIICKOM ®EJEPAIINN U APYTUX APXABHBIX
JOKYMEHTOB B OPTAHAX I'OCYIAPCTBEHHOM BJIACTH,
OPTAHAX MECTHOI'O CAMOYIIPABJIEHHS 1 OPTAHM3ATIIASIX

1. OBILIME TTOJIOXXEHMA

1.1. Hacrosmue [IpaBuima  opraHu3aldyl  XpaHEHHs, KOMILUIEKTOBaHWS,
ydeTa W WCIIONE30BaHus NOKYMeHTOB ApxuBHOro (onaa Poccuiickoit ®enepanun
U JpYyrMX apXMBHBIX JOKYMEHTOB B OpraHax TOCYyJapCTBEHHON BJAcCTH,
OpraHax MeCTHOTO CaMOYNpaBICHUS H OpraHM3alMAX (Janee — HAcTOAIIHe
IlpaBuna) paszpaboraHsl B cooTBeTcTBHH ¢ (DeflepalbHBIM  3aKOHOM
or 22 oktabps 2004 r. Ne 125-®3 «06 apxuBHoM pnene B Poccuiickoit
®enepamumn» (Cobpanne 3akoHopaTenscTBa Poccuiickoit ®enepannn, 2004, Ne 43,
cT. 4169; 2006, Ne 50, ct. 5280; 2007, Ne 49, cr. 6079; 2008, Ne 20, cr. 2253;
2010, Ne 19, ct. 2291; Ne 31, cr. 4196; 2013, Ne 7, ct. 611; 2014, Ne 40 (u.II),
cT. 5320), mnocranoBnenveM IlpaBurensctBa Poccuiickodt  ®enepaunu
or 15 wmions 2009 r. Ne 477 «O6 ytBepxnenun [IpaBuUnl IeIONpPOM3BOACTBA
B (eIepaibHBIX OpraHax UCIIONHUTeNbHOH BracTH» (CobpaHue 3aKoHOAATENbCTBa
Poccuiickoit ®Depepamuu, 2009, Ne 25, c1. 3060); mpuxasom MuHHCTepCTBa
KyJIBTYpHI M MaccoBblx  KoMMyHukanuit  Poccmifickoit ~ ®exmeparmu
or 18 suBapa 2007 . Ne 19 «O6 yTtBepskaeHHH [IpaBun opraHU3allid XpaHEHHs,

KOMIUIEKTOBaHHS, Yy4Y€Ta H HCIOJb30BaHUA JOKYMCHTOB ApXHBHOFO (1)0H)1a
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Poccutickoit epeparuy 1 IPyrUX apXUBHBIX NOKyMEHTOB B FOCYNApCTBEHHBIX U
MyHMIMIANBHEIX apXuBax, My3esx U Oubnmortekax, opraHusalmiax Poccmickolt
axanemMun Hayk» (nanee - IlpaBuia xpaHeHws) (3aperucTpuposad MUHIOCTOM
Poccum 6 wmapra 2007 1., perucrpauuoHHBIH Homep 9059, «bromnerens
HOpPMAaTHBHEIX 8KTOB (eJiepanbHBIX OPTraHOB HCIONHUTENBHOM BIacTH oT 14 Mas
2007 r. Ne 20»), ¢ u3MeHeHUAMHE, BHECEHHBIMM IIpHKa30M MUHHCTEPCTBA KYNETYPh!
¥ MaccoBBIX KOMMYHuxaui Poccusickoit @enepaunn ot 16 despams 2009 r. Ne 68
(3apeructpuposan Murtoctom Poccuu 5 mas 2009 r., perucTpallioHHEIA HOMEp
13893, «Poccumiickas razeta» ot 20 Masg 2009 r. Ne 89), npuxasom MuHKYIETYPE!
Poccun ot 10 cenTabps 2007 r. Ne 1273 «06 yreepxacHuy GOpM yIETHEIX U HHBIX
JOKYMEHTOB IT0 OpTaHH3aI[1H XPAHEH!S, KOMILIEKTOBAHHUS, YIeTa ¥ HCIIOJIH30BaHHs
noxyMeHToB ApxuBHoro Gouza Poccuiickoit Defepauuy M APYTHX apXUBHEIX
JOKYMEHTOB B TOCYHapCTBSHHBIX M MYHHIMIANBHBIX apXWBaX, My3eiX ¥H
OnbnuoTexax, opraHusalyix Poccuiickoll akajeMud Hayk» (3aperncTpHUpOBaH
Mumroctom Poccuu 9 oktabps 2007 r., peructpanuoHHEIH Homep 10291,
«bronnereHb HOPMaTHBHBIX aKTOB (he/lepalIbHBIX OPTaHOB MCIIONHHTENBHON BIACTH
0T 5 Hos0ps 2007 1. Ne 45).

1.2. deticreue HacTosmux I[IpaBui He pacHpoCTpaHIETCS Ha OpraHU3alliio
XpaHeHHd, KOMIUIEKTOBAHUS, yueTa M HCIIONL30BAaHHS NOKYMEHTOB ApPXMBHOrO
donna Poccuiickol Pemepanuy B APYTHX apXMBHEIX JOKYMEHTOB, COREpKAITHX
CBEJIEHH, COCTABNIAIOWHE I'OCYJapCTBEHHYIO TalHy.

1.3. TocynmapcTBeHHEIE Oprasbl, OpPraHBl MECTHOIO CaMOYyIpaBieHWs
MYHHUIIUIIANIGHOTO paifoHa, TOPOICKOTO OKpyra M BHYTPUTOPOJCKOTrO paiona
00s13aHEI CO3[@BaTh APXMBH B IENSX XpaHeHWs, KOMIUIEKTOBAaHWA, ydeTa H
HCHONE30Banus. 0Opa3oBaBIMMXCS B IpoLecce HX JEATENPHOCTH apXHBHEIX
JOKYMEHTOB.

1.4, Oprasp3andu BOpaBe CO3[aBaTh apXMBBl B IeNAX XPaHEHH
00pa30BaBIIKXCs B IpOIEcCe HX AEATeNIBHOCTH apXHBHBIX JOKYMEHTOB, B TOM

YUCIEe B LeNIX XpaHEeHHWS W HCIONb30BaHWUA apXWBHBIX HOOKYMCHTOB, HE
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OTHOCSIIMXCA K FOCY[ApCTBEHHOM HTH MYHHIATIANbHOM COGCTBEHHOCTH .
1.5. 3agaun u GpyHKIME apxuBa (LEHTPAILHOTO apXHBa) TOCYIAPCTBEHHOIO
OpraHa, OpraHa MeECTHOI'O CaMOYNpPaBI€HHS, OpraHW3alldd — WCTOYHKKA
KOMIIIEKTOBaHNs TOCYNapCTBEHHOTO, MYHHIMIANBbHOTO apXHBa OIPEeAesIfroTCA

TIOJIOXKEHUEM, YTBEPXAAEMBIM DYKOBOAUTEIEM OpraHUu3alluu.

II. OPTAHMBAITMA XPAHEHIMA JIOKYMEHTOB APXVIBHOT'O ®OHJA
POCCHICKOM GEJIEPALIVIA U JPYTUX APXUBHBIX JIOKYMEHTOB B
OPIAHM3 AN

2.1. loxymeHTb!, 0bpasyioniuecs B eATEIbHOCTH OpraHH3aIii, COCTABIIIOT
JHOKYMEHTaNbHEIA QOoHA.

2.2. Co3panue ROKYMEHTAaNBHOrO (GOHIa OpraHM3alMK OCYIIeCTBIAETCS
IIyTEM COCTABIIEHMs HOMEHKIATYpHl Ael, QOopMHpoBaHUsS U oGOpMIEHHS HeN Ha
OCHOBE HOpPMATHMBHEIX NPaBOBLIX aKkToB Poccuiickoli ®epmepanuu, nepeuner
TUNOBLIX  ApXWBHBEIX JOKYMEHTOB C yKa3aHHEM CpDOKOB HX XpaHEHHS,
YTBEPXKAAEMEIX B COOTBETCTBHH C IMYHKTOM 3 craThu 6 (DefepalibHOr0 3aKoHa
oT 22 okTa6ps 2004 r. Ne 125-03 «O6 apxusHoM jene B Poccuiickoit Oenepanum»,
K IIepeyHel JOKYMeHTOB, 00pa3ylomuxcs B IIpOLecce JeATeIbHOCTH defepanbHbIX
OpraHoB rOCYAIapCTBEHHOM BIACTH, HHBEIX TOCYJapCTBEHHBIX opraHoB Poccuiickoit
®epepanuy, a TaiKe B IpoLecce NEITENLHOCTH NOHBENOMCTBEHHBIX UM
Oprasm3alui, ¢ yKa3aHHeM CPOKOB XPaHEHHS.

2.3. YacTs goxyMeHTansHOro GoHma, BKIOYAIOWAs JOKYMEHTE APXUBHOTO
doxrpa Pocculickolt Qenepanyn, JOKYMEHTEL 10 NHYHOMY COCTABY ¥ JNOKYMEHTH
BpeMeHHBIX (cBhime 10 JieT) CpPOKOB XpaHEeHWd, BKIIOYEHHBIE B YyJETHEIE
JOKyMEHTHl apXWBa, COCTAaBIsSeT AapXWBHHIA (OHX OpraHH3alliM, KOTOPHIH
HOZNIEXHUT XPaHEHUIO B apXMBE OPraHU3aliy.

JoxymeHnTs BpeMeHHBIX (o 10 JleT BIIIFOUMTENHHO) CPOKOB XpaHEHHS

! Yacrs 2 crateul3 depepanbuoro 3akona or 22 oktabps 2004 r. Ne 125-P3 «O6 apxusHoM Aene B Poccuiickoit

Deaepaunu».
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KPaHATCA B CTPYKTYPHBIX MOAPA3JICNCHNAX OpTaHH3alldl U 110 HCTEIEHHH CPOKOB
WX XpaHeHus HOJIEXAT YHHYTOXEHHIO B [IOPA/IKE, YCTaHOBIEHHOM B IyHKTax 4.6-
4.13 mactosmmux Ilpasum.

2.4. Bunamu apxuBHBIX QOHIOB OPTaHU3AMH ABIAKOTCH:

apXWBHBIH (DOHA OpraHW3alldy, COCTOSINHA M3 JOKYMEHTOB ApXWBHOIO
dornna Poccriickoit @epepanuy U NPYTAX apXUBHEIX JOKYMEHTOB;

OOBEANHEHHBIA apXuBHEIM (OHA, cocTosdmmil H3 0Opa3oBaBIIUXCA B
IIponecce AeSTeNbHOCTH JABYX WIH OoNee OpraHu3alMii JOKYMEHTOB APXMBHOTO
tborna Poccuiickoit demepayn ¥ LPyraX apXHBHBIX JOKYMEHTOB, HMMEIOIIHX
MEXTy COOOH MCTOPIYECKY W/HIIH JIOTHYECKH 00YCIOBIEHHEIE CBI3H,

apxXuBHas KONNEKNHd, COCTOSIAas W3 OTHENBHEIX apXWBHBIX NOKYMEHTOB
Pa3NUYHOr0 IIPOHUCXOXLEHHS, OOBELWHEHHBIX [0 ONHOMY MIH HECKOJIBKAM
npu3HaKaM (TeMaTHIeCKOoMY, aBTOPCKOMY, BUIOBOMY, OOBEKTHOMY ).

2.5. ApxuBHoMy GOHILY OpraHm3allii I[pPHCBAHBAIOTCA HAa3BaHWe,
COOTBETCTBYIOIEE HA¥MECHOBAHMIO OpraHuW3alM{, K HOMEp B IIOpsIKe,
onpezfeneHHOM IyBKToM 3.8. Hacrosmux Ipasun.

2.6. ApxuBHEIE IOKYMEHTH OpraHH3allM¥l COCTABILIOT OAWH (eUHEIH)
apXMBHBIH QOHA!

JIO ¥ TIOCIIe PEOpPraHu3alyy, a Tak)Ke H3MEHEHUs CTPYKTYpHl, IITaTOB, €CIH
yKa3aHHBIE MEPOIPHATHS He IOBIEKIH 3a COOOH H3MeHeHWs uened W rpegmera
JeSTENbHOCTH OpraHu3alluy;

IO ¥ 1OCHE W3MEHEHMs TEPPUTOPHAIbHBIX TIpPaHML HAEITEBHOCTH
Oprasu3aIyy;

B Clly4ae CMEHB! yUpeIUTeNs.

B cnygae m3meHeHus cOOCTBEHHHKA MMYIECTBA OPraHW3AlMM apXHBHEE
JOKYMEHTBI OpraHM3alliy JOJDKHEI BKIIOYATECS B Pa3HbIe apXUBHEIE GOHMIEL.

2.7. B ciygae peopraHu3allii OpraHH3allii C Iepefadel QyHKIME BHOBB
CO3[IaHHOY MM HMHOH OpraHu3alMy BCEe apXWBHEIE JNOKYMEHTHI IEpenaroTcs
OpraHU3alUH-IIPaBoOIPEeEMENKY ¥ BKIIOUAIOTCS B apXUBHBIN (OHM IOCHenHeH.

JIOKyMEHTHl TIOCTOSHHOTO XPaHEHMS U JOKYMEHTEHI IO JIMYHOMY COCTaBY
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JIMKBUIUPOBAHHEIX OpraHu3aluii HOMKHBI IEpPERaBaThCi B  YIOPSIOYEHHOM
COCTOSHMM  Ha  XpaHeHHe B  COOTBETCTBYIOIUMH  TOCYIapCTBEHHBIH
(MyHMOMIATBHEIR) apXUB.

2.8. XpOHOIOTHYECKUMY IPAHUIIAMY aPXUBHOTO GOHNA ABILHOTC

AN apXHUBHOI'O (i)OH,Ha OpraHm3aiiy -— YCTaHaB/I¥Ba€MbIC Ha OCHOBE
HOPMAaTHBHEIX aKTOB JaThl CO3MAHHA W JMKBUIANMY opraHusanuy. [Ipy Hanuuwu
HECKONBKMX aKTOB 06 00pa3oBaHHM OpTaHU3al{K NpHHUMAeTCs jJaTa Haubonee
PaHHETO U3 HIUX;

U1 OOBENUHEHHOTO apXMBHOIO (OHIA OpPraHW3alldy — JaThl CO3NAHHUS
Haubonee paHHe} K NUKBUIALMH Haubosee NO30HEH O BPEMEHM [ESTENbHOCTH
OpraEHM3aIliH, JOKYMEHTH! KOTOPOH BOIUIM B COCTaB OOBEJMHEHHOIO apXUBHOTO
bonza;

ANd apXWBHOM KOIIEKUMM — HATBl CaMOro PaHHETO M CaMoro IIO3ZHEro
JOKyMEHTa.

2.9. ApxuBHEIE NOKYMEHTHl NOJDKHBI XPaHUTHCA B CHCTEMAaTU3UPOBAHHOM
NIOpAZKE B IpefiesiaX apXuBHOro GoHna. ExuHuneli crucTeMaTH3anuy JOKYMEHTOB
apXWBHOI'O (OHAA B apX¥BE OpPTaHW3AllHH ABIIETCS COBOKYIHOCTh APXWBHBIX
JOKyMEHTOB HITM OTHAENbHEIH JOKYMEHT, OTHOCSIIMeCS K OJHOMY BOIpPOCY
JesATeNBHOCTH OpTaHU3alMy (fanee-eNHHANA XPaHeHus).

2.10. Enususl XpaHEeH s JOJDKHBL OBITh CHCTEMATH3HPOBAHEL, BHECEHH! B
onucy 1 oopMIIEHE! B IIOpsAAKe, 00eCceyrBaroiieM y4eT, HOUCK Y HCIIONE30BaHueE
ApXHBHEBIX JOKYMEHTOB.

2.11. EnvHvnel XpaHeHWs apxmBHOro GOHAE CHCTEMATU3HMPYIOTCA B
COOTBETCTBHY CO CNEAYIOIIUMY ITPU3HAKAMH!

CTPYKTYypHBI# (UpUHAANEXHOCTh €IWHMI XpaHEHUA K CTPYKTYPHEIM
Iofipa3/ie/IeHUsIM OpTaHU3alINHN);

XPOHONOrWYeCKHH (0 mepHoiaM MO [aTaM, K KOTOPBIM OTHOCATCA
eVHHUITE] XpaHeHus);

(GYHKUMOHANEBHEIH, OTpacieBol, TeMaTH4ecKul, IpeIMETHO-BONPOCHEIA (¢

2 [Toamyskr 2.8.6 myHxTa 2.8 [Ipasun XpaHeHus.
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y4eToM (QyHKIWH OpraHu3alud, TEM MIM BOIIPOCOB, KOTOPHIX KacaeTcs
COIEPXaHUe eVHUL XPaHeHNUS);

HOMMHANBHBIA (IO  JIEJONpOW3BOACTBEHHOM (GopMe — BHAaM H
Pa3sHOBHUIHOCTSAM JOKYMEHTOB);

KOPPEeCHOHAEHTCKUA (IO OpraHM3alMsIM, B pe3ylnbTale Mepenucku ¢
KOTOPBIME 00pa30BaIHCh eVHULIE XPaHEHHS);

reorpadgudeckul (B COOTBETCTBHMH C ONpEJENEHHBIMH TEPPUTOPHAMH,
HaceJeHHBIMY IMyHKTAMY W OPYTHMU reorpaduyueckiuMu o0heKTaMHu, ¢ KOTOPBIME
CBSI3aHO COTEP)KaHMe JOKYMEHTOB, aBTOPHI, KOPPECIIOHICHTE);

aBTOPCKWM (M0 Ha3BaHuWsAM OpraHW3aluié WM GaMUIMIM rpaxiaH,
ABJIAIONIMXCS aBTOPaMHU JOKYMEHTOB).

2.12. JloxymenThl, BOmuemmme B OOBENMHEHHBIH apXWBHBIH GOHL,
pacronaraloTcsa o 3HauuMOCTH boHI000pazoBaTenei, 10 XpOHOIOTHY CO3NaHHUs
JIOKYMEHTOB, 10 al(paBuTy HasBaHW} ¥ APYyTUM IIpu3HakaM. B npepmenax kaxmoro
donza, Bomexmero B 00beIHHEHHEI apXUBHEIA (OHA, IPHUMEHSIOTCS TIPHHITAIIB]
CHCTEMATHM3alliM, BEIGOD KOTODHIX ONpeHeNndercs XapakTepoM HesTeNbHOCTH
KOHKPETHEIX OpraHu3alui, cOcTaBOM H 06eMOM JOKYMEHTOB.

2.13. Cucremarn3alus HOKYMEHTOB apXHBHOM KOJUIEKIMY OIIpEIeNsieTcs
TEMaTHKOH ¥ COCTABOM JIOKYMEHTOB.

2.14. CoxpaHHOCTh HOKYMEHTOB B apXWBE OpraHu3auuy obecreduBaeTcs
KOMILIEKCOM MEPOIPHATHH 0 CO3NAHWI0 HOPMATHUBHBIX YCIOBHH, cODMIOAEHUIO
HOPMATHMBHBIX PEXHMOB H HaJlexaliell OpraHW3ailiil XpaHeHWsI HOKYMEHTOB,
HCKIIOYAlOIYMX XMIIeHHe M yTpaTy ¥ ofecrneuyuBaromux IOAZEpXaHHe B
HOpPMabHOM (H3MIECKOM COCTOSHHH.

B xommnekc paboT mo obecniedeHWI0 COXPaHHOCTH HOKYMEHTOB apXuBa
OpraHH3alUy BKITFOYAOTCS!

IIPEROCTaBNEHN S TOMEIEHHS UL Pa3MEIeHUs apXUBHbIX JOKYMEHTOB;

obecniegeHre HOPMaTHBHEIX YCIOBHN XpaHEHNs JOKYMEHTOB;

BHITONHEeHHWe  TpeOoBaHWE K  pasMEIEHMIO  OOKYMEHIOB B

ApXUBOXPAHUIHALIE;



[POBEpKa HAJIMYHs B COCTOSHUSI IOKYMEHTOB.

2.15. Obecneuenne HOPMATHBHBIX YCHOBHH XpaHEHHs [JOKYMEHTOB
BKJIFOYEET:

OCHaICHWE apXWMBOXPAaHUIHIN CIIeTHaIbHbIM 060py110BaHI/ICM I3 XpaHeHHs
IOKYMEHTOB;

obopymoBanMe ~ IOMEIISHWT  apxX¥Ba  OpraHM3allid  CPEACTBaMH
NIOXapOTYUICHNA, OXpaHHO! U ITOXAPHOM CHrHaNH3alHeH;

cobIIroieH1e TPOTHBOIIOKAPHOTO PEXUMA;

co6moJeENe 0XpaHHOTO PeXUMa;

co3ganue HOpPMAaTHBHBIX TEMIEPATYPHO-BIaXHOCTHOTO, CBETOBOTO
PEXUMOB, IPOBEJIEHIE CAHUTAPHO-TUTHEHTIECKIX MEPOIPHATHH].

2.16. ApxuB opraHu3aluM pasMellaeTcs B ClieLHabHO IOCTPOSHHBIX MM
IIpHCHOCO6JICHHBIX i1 XpaHeHus OOKYMEHTOB 3MaHWAX WIH B OTACIBHBIX
MIOMEIEHHUAX 3aHMS.

B apxuBe opraHu3aiyy JOKHEI OBITH IPEIyCMOTPEHBL:

ApXMBOXPaHUNNILE;

TIOMEIeHNe ANA IIpHeMa, BpEMEHHOTO XPaHeH!A TOKyMEHTOB;

[IOMEIIEHKe AJS HCIONB30BaHMUs HNOKYMEHTOB (UMTAIBHBIM 3all, y4acTok
BEIIaY¥ JOKYMEHTOB ¥ HH(POPMAIMOHHO-TIONCKOBEIX CPELICTB);

paboure KOMHATBI COTPYAHHKOB apXWBa OPraHM3aL(MH, KOTOPbIE HOKHEI
OBITH H30IHPOBAHE! OT IOMEINEHHH, i€ XPAHATCS ApXUBHbIE NOKYMEHTHL

He AOIyCKaeTCad pasMELICHMEC apxuBa OpraHu3alydyd B IMOABAIBHBIX H
YepAayHEIX TIOMEIISHHAX.

2.17. ApxuBoXpaHWIMIIE HOIDKHO OBITH yIameHo OT nabopaTopHEIX,
[IPOM3BOACTBEHHBIX, OBITOBEIX IIOMEINEHMM M He wuMeTh OOmMX C HEMH
BEHTHIIALUMOHHBIX KaHaNOB. ApXWBOXDaHWIMIIE OTHENIETCS OT COCEHHHX
IOMEMEHHH HecropaeMBIME CTEHAMHM ¥ MEPeKpHTHAMHA C  NpenenaMu
OTHECTOMKOCTH He MeHee JBYX 4acoB. B apXWBOXpaHMIUWINE HE NOIIYCKaeTcs
IIPOKJIafKa Tpy® BOZOCHAOXKEHHS M KaHANH3AIUH, TEXHOIOTHYECKHE WM OBITOBEIE

BEIBOZBI BOJEL.
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2.18. Ilpu pasMemeHWW AapXMBOXpaHWIMUlA B CHELUHMAIBHOM WK
TpUCTIOCOONEHHOM — 3[aHWy  [peguodTeHve (UIPE  pPaBHBIX  TEILIOBBIX
XapaKTEPUCTHKAX) OTLAETCS IOMEIeHHUAM C CEREPHOM OpHEHTAlUEH OKOH.

Marepuansl TOKPHITHS CTeH, IONIOB, IIOTOJIKOB, BHYTPEHHEH apMarypsl
ApXWBOXPaHUIMILA, IPUMEHsEMbIE [IPY M3TOTOBIEHKK 00OpYHNOBaHHS U CPENCTB
XpaHeHWs AapXUBHBIX [JOKYMEHTOB, He JIOIDKHBI BBIJIENATH arpPECCHBHBIE
XMMUYECKUE BEIIECTBA U OBITH HCTOUHUKOM IBLITH.

2.19.ApxXuBOXpaHUNHILE JOIDKHO MMETh €CTECTBEHHYIO UM UCKYCCTBEHHYIO
BEHTHIALMIO, OGECIeYrBaIOIyI0 PpEUMPKYJSUUI0 BO3LyXa, CTaOMIBHOCTH
TeMIIepaTypHO-BIaXHOCTHOTO PEXMMa, OYACTKY BO3JyXa OT IBUIHM ¥ arPECCUBHEIX
IpuMeced, a TaKKe OTBedYaTh COBPEMEHHBIM TpeOOBaHHAM KOMIIAKTHOCTH H
SKOHOMHKYHOCTH.

ApDXVBOXpaHHIXIIE TOKHO MMETh BBIXOABl K NHGTaM M JNECTHHYHBIM
KIETKaM.

2.20.ApXuBOXpaHUIHINA (za HCKIIIOYEHHEM apXMBOXPaHHIINII,
pacronaraloluxcs Ha OXPaHsIeMOM TeppHTOpUH) ODODYAYIOTCS HBEPAMH C
TIOBBIIIEHHON TEXHMYECKOM YKPEIIEHHBOCTBIO TIPOTHB BO3MOXHOTO B3JIOMA,
OCHAINEHHBIMY 3aMKaMH TIOBBINIEHHON cexpeTHocTH. OKHA IMOMeMIeHuH IIepBoro
3TaXa NOKHBI 6BIT 000pYNOBaHE 3ATHPAIOIEMHACS PEIIeTKaMHA’.

2.21. Bece nocTynawoIue B apxuB OpraHM3alliy JOKYMEHTHl PasMEIaloTCs B
apXMBOXPAaHWIMIAX Ha CTAlMOHAPHBIX W/HIH IEPeBIDKHEIX MeTaUTHYEeCKHX
CTelIaXxKax, B METAIUTMYECKHX IKadax WM KOHTeAHepax.

Crennaxxy KOKHBI OBITH yCTAHOBJIEHH! NEPIEHMKYISPHO CTEHAM C
OKOHHEIMH IIpOEMam#, & B IIOMelleHuH 6e3 OKOH — C yderoM ocoOeHHOCTeH
noMeleHus u obopynoBanus. He nomyckaeTcs pasMellieHue cTeuIaxel BIJIOTHYIO
K HApY>XHBIM CTe€HaM 3JaHHUA U K HICTOYHUKAM TeIlIa.

PaccranoBxa cremnaxed u mxadoB OCYIUECTBIAETCS B COOTBETCTBHH CO

CIIENYIONUMY TpeOOBAHMAME:

® MomeyuxTol 2.11.1.1 - 2.11,1.2 myHkra 2.11 [Tpasun xpaHeHus.
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paccTosHYe MeXTY PANaMy cTelulaxel (TNaBHBIM IpoXox) ~ He menee 120
cM;

paccrosiHue (IpoXon) MeXAY cTeNnaxaMy — He MeHee 75 cM;

paccTogHue MEXIy HapyXHOM CTeHOM 3[HaHusi M CTeNNaxaMy,
Tlapa/ieNbHBIMH CTEHE — He MEeHEee 75 cM;

PacCTOSHIE MEXIYy CTEHOH M TOpLIOM crennaxa und lkada (06xon) — He
MeHee 45 cM;

paccTosHHE MeXIy II0JIOM M HIDKHEH HoJIKoH cTe/utaxa (mkada) — He MeHee
15 cM, B LIOKONBHEIX 3Taxcax — He MeHee 30 cm®.

2.22. TIpoTMBOIOXApHBIA PpEXHM B 3[aHUAX, THAE pasMeNIaeTcs apXuB
OpraHu3alliy, W B apXMBOXPAaHWIMIIAX YCTAHABNUBAETCH B COOTBETCTBHUH C
HOpMaTHBHBIMY [IPaBOBBIMH aKkTaMK Poccuiickoit Pemepaliutu B 0611aCTH HOXAPHOR
6€30MacHOCTH.

2.23. Oxpanmspii pexuMm ofecueumBaeTcs IHyTeM 00OOpyZOBaHHA
ApXMBOXPaHWIHIL, & TAkKe JPYIUX NOMEIeHuH, Iie MOCTOSHHO MM BPEMEHHO
XpaHATCS apXWBHBIE JOKYMEHTBI, CpENCTBaMH OXpaHbI, 0O0ECIIeYMBAOLIMHU
KOHTpPOJIE HOCTYIla B apXWBOXPAaHUIWIIE U NOMEWCHUS apxuBa, U CO6J'I}O,ZI€HPICM
TIOpAZIKa CIauy 110J] OXPaHy M CHATHS C OXPaHbl, YCTaHOBIEHHOTO PYKOBOAUTENEM
OpTaHHU3aLUH.

B ciry4yae BEINa4¥ apXWBHHIX JOKYMEHTOB BO BPEMEHHOE NONB30BAHUE IO
3aIIpocaM TOCYIapCTBEHHBIX OpraHOB, OpraHOB MECTHOTO CaMOYIpaBNEHHS H
OpraHM3al¥il BHIHOC W3 3[@HMS apXupa WIM 3[@HWsi OpraHHW3alldl apXWBHBIX
JOKYMEHTOB pa3pellIaeTcs TOIBKO IO CHeNHaIbHBIM IIPOIYCKaM.

2.24. ApXuBHEIE JOKYMEHTEI CIIEYET XPaHUTD. B TEMHOTE.

Bce Buppr pabot ¢ JOXKYMEHTaMH JOIDKHE! IPOBOIUTECS NP OrPaHWHEHHEBIX
HIIHA TEXHOJIOTUYECKHA HGOGXOIH/IMBIX YPOBHAX OCBEHICHH.

3ammTa MOKYMEHTOB OT HeHCTBUS CBeTa obecrmeuMBaeTcs XpaHEHHEM

IOKYMEHTOB B KopoOkax, IalKax ¥ Iepelvierax, B mkahax MIM Ha CTeNlIaxax

¢ Toamynxt 2.11.3 mynxra 2.11 [Ipasui XpaueHus.



3aKphITOr0 THIA.

EctecTBeHHOE OCBENICHUE B apXMBOXPAHKIUINE HOMYCKAETCS IPH YCIOBHY
[IPUMEHEHNUs Ha OKHAX CBETOpacCceuBaTeNel, 3alMTHRIX QUABTPOB, INTOP, KAIO3H,
HaHEeCEeHHBIX Ha CTEKIIO IOKPHITHH. [l HCKyCCTBEHHOT'O OCBEIEH IPAMEHAOTCA
JIaMITB] HaKaJIMBaHMA B 3aKPHITHIX INadoHax ¢ TIafkol TOBEPXHOCTHIO.

VpoBeHDb OCBEIEHHOCTH B [AWAalla3oHe BHAWMOrO CIEKTpa He JOIDKEH
TIPEeBBIINATh: HA BEPTHKabHON IIOBEPXHOCTH CTEJUIaXa, Ha BEICOTE OHHOIO METpa
ot nona — 20-50 nrokcos, Ha pa6ouux cTonax — 100 mokcos’.

2.25. B apxwBOXpaHWIMIE I XpaHEeHHs HOKYMEHTOB YCTaHABIIMBAIOTCA
CIEZyIOMIMe IapaMeTpsl TEMIIEPaTyPHO-BIaXKHOCTHOrO pexuma:’

IUIs XpaHEHHs IOKyMEHTOB Ha 6yMaXkHOM HocuTelne — TeMnepatypa 17-19°C,
OTHOCHTEJIBHAS BJIaXXHOCTh BO3yxa — 50-55%;

Z19 IOKYMEHTOB Ha MATHUTHEIX JMCKaX ¥ AUCKOBBIX HAKOIMTEMIX — 8-18°C
u 45-65%;

75 DOKYMEHTOB Ha onTHaeckux auckax — 10-23°C u 20-50%;

U1 NOKYMEHTOB Ha KHHOIUICHKE:

C HUTPOOCHOBOH — yepHO-Oenble: Temmeparypa He Beime 10°C, npeTHwe:
TeMIieparypa He Bole -5°C;

¢ OesomacHOM OCHOBOW - uepHo-Oensle: TemmepaTypa He Bhime 15°C,
I[BETHEIE: TEMIIepaTypa He BhIie -5°C;

U1t POTONOKYMEHTOB:

gepHo-Oelkle — TeMnepatypa He Boime 15°C;

LIBETHEIE - TeMIEPaTypa He Bhime -5°C.

OrHocHTeNBHAs BU@XHOCTh BO3AyXa, HeoOXoiuMas IS XpaHeHHd
JOKYMEHTOB Ha KHHOIIIEHKE ¥ HOTOJOKYMEHTOB cocTaBlseT 40-50%.

2.26. B apxWBOXpaHWIHINE C HEPEryJUpPYeMBIM KIHMATOM JIOJDKHE!
OCYIIECTBIATECS MEPONPHATHA IO ONTUMHU3ALHMK TEMIEPaTyPHO-BIAXHOCTHOTO

pexuMa ¢ NPUMEHEHWEM OTOIUICHHUS K IPOBETDHIBaHHA TIOMEINeHu#, a TaKxe

3 [Tonmyukr 2.11.2.4 mynkra 2.11 TIpasun xpauexns.
S Nommyskr 2.11.2.3 mywxra 2.11 [Ipasin xpaHeHHs.
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MEXAHUYECKHX CPEeJCTB YBIAXHEHMS WM OCyLIeHHs BosOyxa. Peskue xonebanus
(ce30HHEBIE U B TeueHHE OFHUX CYTOK) Temieparyps! (/- 5 °C) u oTHOCHTENBHOH
BN@XHOCTH Bo3xyxa (+/- 10%) ue momyckarorcs.

Ipy mmMTENsHOM HapyIUEHWH TEMIIEPATypHO-BIKHOCTHOTO pexxyuma (0T 3
CyTOK M GoIee), COIPOBOXNIAIOLIEMCS [OBBINIEHHEM OTHOCHTENBHOM BIaXHOCTH
Bo3zyxa fo 70 - 90%, mpHHAMMAOTCS MEPH [0 €0 HOpMalnu3alyuy (HETEHCHBHOE
IIPOBETPHBAHKE, OCYLICHHE aPXHBOXPAHUIHINA).

TemmepaTypHO-BIOXHOCTHBIH PEXHUM KOHTPONUPYETCS IIYTEM PEryNIpHOTO
M3MEPEHMA TEMIIEPaTyPhl H OTHOCHTENFHOH BIaXXHOCTH KOMHATHOTO U HapyKHOTO
BO3/yXa B OJJHO M TO K€ BpeMsi: B KOHAUIMOHUPYEMBIX IOMEIIEHHAX — He pexe 1
pasa B HEIENO; B apXMBOXPAHWIMINAX, HE OCHAIIEHHBIX CHCTEMOH
KOHIWIIHOHKPOBAHHUSA BO3MlyXa — 2 pa3a B HEJIENO; NIPX HapyIUEeHHUIX pexuma — |
pas B CyTKH.

IToxasaBus KOHTPONBHO-U3MEPUTENBHEIX NpPHOOPOB QUKCHPYIOTCA B
PETHCTPAlIMOHHEIX XypHalaX, B KOTOpPHIX Taloke OTPaxaroTCi IPOBEpKa
NIPaBHJIBHOCTY TOKa3aHMH MpuOOpOB M MepHI, IPHHATHIC 110 HOPMANK3ALMH TeM-
TIEpaTypHO-BIaXXHOCTHOTO PEXKUMa B CIIydasx ero HapyIleHus.

Ilpy Hanuuuy B 3[aHKWM apXHBa LEHTPaIH30BaHHOM CcHCTeME! ofecnedenus
GOOMIO/ICHNS TEMIIEPATYPHO-BIAXHOCTHOTO PEXHMA B IIOMEILEHHSX, TIe XPAHATCS
JOKYMEHTHI, KOHTPOE 33 €T0 COONIOEHNEM OCYIIECTRISETCS B ABTOMATAYECKOM
PEXHME.

2.27. TloMeIeHws apXHBa OPraHU3aluy JOMDKHBI CONEPXAThCA B YUCTOTE, B
YCIOBMAX, MCKIIOYAIOMMX BO3MOXHOCTE IIOABJIEHHA IIECEHH, TIPHI3YHOB,
HaceKOMEIX, ITBUTH. B noMeleHusx apXuBOXpaHMIHIL JOJDKHA OBITH oOecmedena
cBOOOHAS UPKYIIALKI BO3TyXa, HCKIIOJaommas 00pa3oBaHKe HElIPOBETPUBAEMBIX
30H, OIIaCHEIX B CAHMTapHO-OHOIOrMIECKOM OTHOLIECHHMH.

B nomenenax apxHBOXpaHUIHII Heo6GX0AUMO:

IIPOBOMHUTH CHCTEMATHIECKYIO BIAXHYIO YOODKY;

He pexe OIHOro pa3sa B TOA IPOBONUTE oObOecHBIIMBaHME KOpOGOK ¢

JOKyMEHTaM¥, IIKa(oB, CTe/TaXeH;
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o6pabaTEiBaTh LOKONBHBIE YaCTH  CTEIUIOXKEH, MONBI, IUIMHTYCHI,
MIOJOKOHHUKY BOJHEIMHE PACTBOPaMH aHTHCENITHKOB.

2.28. Jlga pasa B rox (B Hayalie ¥ N0 OKOHYAHHY OTOIMMTELHOIO CE30HA)
JOKYMEHTH ¥ OMEUIeHHS apXMBOXPaHWIHI IONBEPraroTcs OOCIeNOBAHKIO I
CBOEBPEMEHHOTO OOHApYXeHHS HaceKOMBIX M 1eceHu. llpu oOHapyxeHun
OMONIOTHYECKNX BpEOUTENed HNPUHUMAIOTCA CPOYHBIE MEPHl [0 He3MHGEKIHH W
JIe3HHCEKLIY NOKYMEHTOB M IIOMEINeHWH culaMu pabOTHHKOB apxuBa, a IpH
HeoOX0AUMOCTH — CHIIaMH COOTBETCTBYOLIUX CIyX6.

2.29. B apxuwBOXpaHMIUINE 3allpelllaeTcs HaxXONWTHCS B BepxHed omexne,
MOKpPOM X Tps3HOH 0OyBM; XpaHHTh [OCTOPOHHHE INPEIMETHI, MMYINECTBO H
obopynoBanye, yroTpebIaTh IuIeBhie IPOTYKTEHL.

2.30. OOs3aTeNbHEIMY YCIOBHSMU XPaHEHUS 3JEKTPOHHBIX HOKYMEHTOB
SIBIIAIOTCA:

HalH4Yyie B apXWBe OpraHHM3alluMl He MEHee JBYX 9K3EMILUIIPOB KaXmod
e IUHUIE] XpaHeHHs JIeKTPOHHAIX JOKYMEHTOB (OCHOBHOH H pabo4wmil 9K3eMILIAPH!
HOJDKHBI HAXONUTECS Ha PasHBIX (PHU3WIECKUX YCTPOHCTBAX);

HalH9¥e TEXHMYECKWX ¥ IIPOTPAMMHEBIX CPEJCTB, NMpEeIHA3HAYCHHBIX A
BOCTIPOM3BE/IEHVS, KOIIMPOBAHWA, IIEPE3alHCH INEKTPOHHEIX IOOKYMEHTOB,
KOHTPOJISA QU3HYECKOTO K TEXHUYECKOTO COCTOSHH,;

obecneyeruie pexxpuMa XpaHeHIs INEKTPOHHBIX JOKYMEHTOB, HCKITIOYAOLIEro
yTpaTy, HEeCaHKIIMOHHDOBaHHYIO pAacCBUIKY, YHUYTOXEHHE MM HCKaXeHHe
uHbOPMALIHH.

2.31. Ilepenaqa TEXCTOBBIX SIEKTPOHHBIX JJOKYMEHTOB JUI1 XpaHEBHA B aDXUB
OpraHM3alyy, SBJISIOMENCS UCTOYHUKOM KOMIUIEKTOBAHHS TOCYAApCTBEHHOTO M
MyHUIUATFHOTO apXxUBa, ocymecTrisercs B gopmare PDF/A.

232, B umemsix ofecnedeHds XpaHEHHs, ydeTa ¥ MCIONB30OBaHHA
SIEKTPOHHLIX IOKYMEHTOB, HaxOAAIMXCS HA XpaHEHWH B apXWBE OpTaHM3alliH,
JOJDKHO HPOM3BOAMTHCS CHHXPOHHOE H3MEHEHHNE IPOrpaMMHO-aNapaTHOR CpPesl
B OpraHW3alUMH ¥ B apXUBe OpraHM3allui, a4 TAKXKEe CBOEBPEMEHHas [1epesaluch

SJIEKTPOHHEBIX 8PXUBHBIX JOKYMEHTOB Ha HOBBIE HOCUTEITX ! B HOBEIC (I)OpMaTBI.
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B nponecce xpaseHus IEKTPOHHAIX JOKYMEHTOB B apXHBE OpraHH3alMy He
pee OfHOTO pasza B 5 JIET NMPOU3BOLUTCS TEXHUYECKU KOHTPOIb (U3IMIECKOTO
COCTOSHMSA HOCUTENeH SNEKTPOHHBIX [JOKYMEHTOB K  BOCIPOH3BOJMMOCTH
3NEKTPOHHBIX JOKYMEHTOR.

B cmy4ae ecnu npy OCYIECTBIEHUY TEXHUYECKOTO KOHTPONS YCTaHOBNEHE!
H3MEHEHHA (QU3NIECKOTO COCTOSHMS HOCHTENeH 3I€KTPOHHEAIX JOKYMEHTOB, apXHB
OpraHu3alyy II0 PEIIEHUIO PYKOBOAWUTENSA OpraHu3alliy OOJDKEH TIpOBOOUTH
paboTy 110 Iepe3aIick SNEeKTPOHHBIX JOKYMEHTOB Ha HOBEIE HOCUTEIH.

Ilpu u3MeHeHHM (GOPMaTOB B pe3yibTaTe HIpeoOpa3OBaHMsA IPOTrPaMMHO-
annapaTHoﬁ Cpenpl, YXyOUIEHUA BOCIIPOU3BOOUMOCTU 3JIEKTPOHHEIX NOKYMEHTOR
apX¥B OPTaHU3aIUHY II0 PEIIeHNIO PYKOBONUTENS OpraHyu3alliy JOIDKEH IIPOBOIUTH
paboTy IO Iepe3anycy SIEKTPOHHBIX TOKYMEHTOB B HOBEIE (DOPMATEL

Ipy OCyIeCTRIEHUH IIepe3aIlick HOMmKHA GHITH 00ecrieueHa ayTeH THYHOCTS,
TONHOTA, JOCTOBEPHOCTb, ILENOCTHOCT: ¥  HEHW3MEHHOCTh WH(MOpMAIHH,
cofepxailiefics B 3NeKTPOHHBIX JOKYMEHTaX.

TeKCTOBEIE 3/IEKTPOHHBIE HOKYMEHTH, IONBEPTIIHECS NEPE3alHCH B HOBEIE
dopMarhl W/MAM HA HOBHIE HOCHTENH, [OKHH OTBEYaTh TPeOOBaHHAM,
yCTaHOBIEHHEIM IIyHKTOM 2.31 HacTosnmx [Tpasun.

2.33. Jlna onepaTWBHOrO JOCTyMa X OSICKTPOHHBIM JOKyMEHTaM B
CNPaBOYHBEIX ¥ IIOWCKOBEIX NeNsX B apxuBe co3faercs (GOHO IONB30BAHUL
3MEKTPOHHBIX HOKYMEHTOB.

2.34. Bce DOCTYNAIOIIME B apX¥B OPraHH3alAK JOKYMEHTE! Pa3MEIAlOTCs B
apXUBOXPAaHUIUIIAX Ha CTEIIaXax UMM B lKadax B IOPSIKE, COOTBETCTBYIOLIEM
ONMCAM JHeJ, AOKYMEHTOB. JIOKYMEHTHI, TeMIepaTypHO-BIaXHOCTHBIA DEXHM
XpaHEeHHS  KOTODHIX  pasiuu4eH, JOIDKHEI  pasMellaTrscs B PasHBIX
apXUBOXPAHUITAIIAX.

2.35. Joxymentsl ApxmsHoro ¢oHma Poccuiickofi @epepauuu u apyrue
apXWBHBIE JIOKYMEHTHl [OIDKHEI XPaHWUTBCA B KOpoOKax MM IIalKax,
H3TOTOBJIEHHEIX U3 Oe3BPEHEX UL JOKYMEHTOB MaTEPHAIOB.

ONeKTpOHHBIE HOKYMEHTH Ha O¢wu3gdeck O0OOCOONEHHBIX HBOCHTENIX
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Pa3MeLIaloTCs OTAENBHO OT APYTUX AOKYMEHTOB.

Ha xopoOxy NpUKIICHBalOTCs APJBIKE, Ha KOTOPHIX YKA3BIBAIOTCA: HOMEp
doHza, HOMep OIKCH K KpailHue HoMepa [Ieli, PasMelleHHBIX B JaHHOR Kopobke.

Ilopsnox pasMemieHust YCTaHaBIMBAeTCS B 3aBHCHMOCTH OT DPACCTOSHHS
MeXOy IIONKaMH, (H3HIECKOTO COCTOAHMA JEN, a TakKe OT TBEPHOCTH HIH
MSATKOCTH Nepemnerta. Jlema, uMeromue TBEPBIH INEPENNET, yCTaHABIMBAIOTCS
BEPTHKANBHO; C MATKUM NIEPETIETOM HIH HeTlepeIlNeTeHHbIE - TOPH30HTANBHO.

KopoGxy He JOMXHE! BEICTYIIaTh 3a IIPEENbl NONOK CTeIIIaKeH.

He nomyckaetcs xpaHenue JOKYMEHTOB B TPaHCIIOPTHOH Tape, B INTabenix,
Ha I0JTy, TI0OJIOKOHHYKAX, TECTHMYHbIX THIONIANKaX ¥ APYTHX, He IpeiHa3HauyeHHbIX
[U1E XpaHEHHUs JOKyMEHTOB MecTax.

2.36. Bce nmoMelleHHs apxyBa OpTaHH3aliHy, a TaKXe CTEJUIaXH, LIKadsl,
KOHTeHHepH!, ONKH HyMepytoTes. CTelutaxH, MmKadsl # KOHTeHHEPE! HYMEPYIOTCS
B K&XIOM apXWBOXpPAHWIHINE CJleBa HallpaBO OT BXOAHOH JBepH, a IIOIKH Ha
CTeJuIaXax — [0 ikadaMm CBepXy BHH3, ClieBa HalpaBo.

237. B memix oONpeeneHWs MeCTa XpaHEHHI J[OKyMEHTOB B
apXMBOXPaHIIHIIE COCTABIAIOTCA TONOrpadHUYeckue yKa3aTeid: MMOCTEIIaXHEIE
(mpunoxenue Ne 1), a mpu Gonpmom konwdectse GoHHOB — 0GOHAOBEE
(mpunoxenwe Ne 2).

2.38. VismeHeHMS, NIPOHUCXOJASINKE B Pa3MEINEHHH NOKYMEHTOB, JOJDKHEI
CBOEBPEMEHHO OTPaXAThCSI B TONOrPahHIECKUX yKa3aTensx.

2.39. B xone mpoBepKM HAIHYHS W COCTOSHUS ApXUBHEIX LNOKYMEHTOB B
apX¥Be OpraHHW3aIiH:

yCTaHaBIMBaeTcs (QakTHIeckoe HaIMYHE €IHHUI XpaHEHHsS B COOTBETCTBHE
Y9ETHBIM JOKYMEHTaM;

BEISBILIIOTCA M YCTPaHSAIOTCS HEJOCTaTK! B yuéTe JOKYMEHTOB;

BEIABJIAIOTCA OTCYTCTBYIOIYE NOKyMEHTHI M OpPraHU3yeTcs PO3bICK;

BBUSABJISIOTCS M YYWTEHIBAIOTCS JOKYMEHTHI, TpeGyIolie NpoQHIaKTHIeCKoH
U/ pecTaBpallOHHO-TIPoGIIaKTHIECKOH 06paboTky.

Brisensrores u YYHUTHIBAOTCS SJIEKTPOHHBIE MOKYMEHTEHI, TpeﬁyIOH.II/IC
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[epe3anucy Ha HOBBIE OJIEKTPOHHBIE HOCHTENH, [POBOAMICY KOHTPONb
HU3MYECKOT0 M TEXHUYIECKOTO COCTOSHMA ENMHMI XpaHEHHs, OCYIUECTBIACTCS
TIpOBEPKa Ha HaNuyKe BpeJOHOCHBIX KOMIIbIOTEPHEIX [IPOTPaMM.

2.40. TIpoBepka HaTW4 K ¥ COCTOSHHUA FOKYMEHTOB Ha OyMa)KHBIX HOCHTENAX
IPOBOJWTCS B apXWBE OpraHu3allid KOMUCCHEH MM He MeHee 4YeM JBYMS
paboTHMKaM¥ He pexxe OfHOTO pasa B 10 Net, 3MeKTPORHBIX JOKYMEHTOB — He pexke
OHOrO pa3a B 5 JeT.

2.41. ITlpu mpoBepke HalmuMUMd H COCTOSHMA [OOKYMEHTOB B apXuBE
OpraHu3aliy He0OXOMUMO:

COXpaHATH NOPSAOK PACIIONOXEHMS OKYMEHTOB Ha CTellIaXaXx, B IKa(ax 1
KOHTeHHepax B COOTBETCTBHH ¢ ToNOrpahuuecKuMy ykasareisMu. IIpy n3MeHeHuH
PacIIONOXeHHs el He0OX0IMMO CBOEBPEMEHHO feNlaTh COOTBETCTBYIONIHE 3aUCH
B TOIOTPapUUECKUX yKazaTelsx;

IIOMeIaTe Ha MecTa HaIJieXallero XpaHeHHs oOHapyXeHHBIE BO BpeMd
TPOBEPKH HENPaBUIIBHO pa3MeLIeHHble eNUHNIEI XPaHEHHS;

H3BIMAaTh C [IOCHELYIOWEH H30IAIuel SOKYMEHTE], 3apaXeHHEE NeCeHbl0
HIE OPYTHMMH GHONOrMYecKMMH BpeNATeNs MU (LIS JIOKYMEHTOB Ha OyMaXXHOM
HOCHTENE),

M3EIMaTh ENUHUIEI XPaHEHWS OSIEKTPOHHBIX JOKYMEHTOB, COIEpiKaliue
BPENOHOCHBIE  KOMITBIOTEPHBIE IIPOTPaMMBEI, IIOMeIaTh Ha  CIEIHanbHO
BBEIAETIEHHYIO TTONKY (B AIIKK) AN HOCneayomei o6paboTky;

H3BIMATh M pa3MelaTh BCE] 32 YYTEHHBIMH J€la, He BHECEHHbIE B OIKCH.

Brecenue BbIfBNEHHEIX B XOJe NPOBEPKM HEYYTEHHBIX [EN B OIHChH
sanpemaercs. Heyurenuele nena momiexar o0paGoTke M ONHCAHWIO IIOCKE
3aBEPIUEHHS IPOBEPKH.

2.42 J]posepka Hanw4dmsi W COCTOSHWS LIOKYMEHTOB IIPOBOJHTCH IIyTeM
CBEPKY ONMCATENHHEIX CTATEH OIUCH C OIMCAHUEM el Ha OOJIOKKaX.

OU3NIECKOE COCTOSIHEE [N ONpeNenieTcs IIyTeM BU3yaIbHOTO IPOCMOTpa.

Jenath xaxue-nub0 TOMETKH MM 3alIUCH B OIHCAX el U APYIUX YYETHBIX

[NOKYMEHTaX 3alpernaercs. B KoHIE KaXIOH IPOCMOTPEHHOM ONMCH JeNaercd
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3anuchk «[IPOBEPEHO» ¢ ykazanueMm HOMepa U JaThl akTa IIPOBEPKH HANMILA H
COCTOSIHMA JOKYMEHTOB.

2.43. TIpoBepka HaTUYMS ¥ COCTOSHYSA HOKYMEHTOB CUHTACTCS 3aBEPIICHHOMN
IIOCTie BHECEHMS W3MEHEHMH, BBIABIECHHBIX IPOBEPKOH, B y4eTHHE JOKYMEHTEHI
apxusa.

Tlo pesymbTaraM IIPOBEPKKM COCTaBAsETCS &KT IPOBEPKM HANMUHL WU
COCTOSHHS apXUBHBIX JOKyMeHTOB (npunoxenue Ne 3). [Tpu obnapyxermn onmbok
B YYETHBIX JOKYMEHTaX COCTaBJIseTCS aKT O TEeXHWYECKHX OMubKax B yd4eTHBIX
JoKyMeHTax (mpmiuoxenme Ne 4). B cinyuae oOHapyXeHHS HOKyMEHTOB, He
OTHOCAIIMXCS X HaHHOMY (QOHIY, apXWBy OpraHM3alli¥, HEYYTEHHBIX, TaKXKe
COCTABISIETCA COOTBETCTBYIOUME akT (UpuiokeHuwe N 5). YKasaHHBIE aKTHI
TIOATIMCEIBAIOTCS MCIIONHUTENIMY U YTBEPXKAAIOTCS PYKOBOIUTENEM OpraHA3aliy
WA eT0 3aMEeCTUTENEM, KyPUPYIOLUIHM A TeIbHOCTD apXUBa.

2.44. Ecnu TpoBEpKOH HalW4IMi ¥ COCTOSHUA NOKYMEHTOB YCTaHOBIIEHO
OTCYTCTBHE HENl U NOKYMEHTOB, OPTaHU3YeTCs HX PO3BICK.

Po3BICK apXWBHBIX LOKYMEHTOB, He OOHApYXXeHHBIX B XOZE IIPOBEPKH,
OpraHM3yeTCcs C MOMEHTa BEISBNIERUS OTCYTCTBHS ¥ IIPOBOJUTCS B TEYCHHE OJHOTO
roga. Ha pema, He obOHapyxeHHble B XOI€ IIPOBEPKH HANWYHS W COCTOSHHS
JIOKYMEHTOB, COCTaBIAETCS aKT 00 yTpare IOKYMEHTOB (mpuioxenue Ne 6),
KOTOpEIM pacCMaTpHBAaeTCA 3KCIEPTHOH KoMHccHMeH (LEHTpabHON 3KCIIEpTHOH
xomuccueit) (manee - 3K (LIDK) opranmsaiuy 1 yTBEPXKHAETCA PYKOBOLHTEIEM
OpraHusaltiy UK ero 3amectuteneM. K axry npunaraercs crnpaska o HpOBENEHUN
PO3bICKa, IIOATOTOBIECHHAS ¥ IOMIHMCAHHASA JIMIOM, IPOHU3BONHMBIIAM IPOBEPKY.
Axr 00 yTpaTe [OKYMEHTOB IIPECTaBIAETCS B  COOTBETCTBYIOLIMH
FOCyHZAapCTBEHHBIH (MyHHIMIATBHBIN) apXMB HJIM YIIONHOMOYEHHBIH OpraH
HCTIONHUTENBHOM BracTH cy6bexTa Poccuiickoit @enepanuy B 0061aCTH apXUBHOTO
Jlena [ TIPHHATHSA pellleHHs O CHATHY YTPadeHHBIX [ie)] ¢ ydeTa.

2.45. JIOKyMeHTH BBIAIOTCS M3 apXHMBOXPaHWIMINA Ha OCHOBAaHWH

NHCPMEHHOI'O paspelI€Hysi pPYKOBOIMTENA apxXwBa OpraHu3andd Mok €ro
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3aMeCTHTENs (€CNy apXUB ABIAETCS YUPEXACHHUEM), PYKOBOMUTENA CTPYKTYPHOro
HOJ[pa3feNIeHs OpraHu3aliy:

PaboTHUKAM CTPYKTYPHBIX NOpa3feIeHUH OpraHu3aluy,;

cyneGHBIM, NPaBOOXPAaHUTENbHBIM M MHBIM YIOTHOMOYEHHEIM OpraHaMm B
COOTBETCTBHH ¢ 3aKOHOIATeNbCTBOM Poccuiickoi denepanuy;

WHBIM TIOJB30BATENSAM 10 TUCHbMEHHOMY 3a5BJIEHHIO.

JIOKyMEHTEI BBIIAIOTCH M3 apXWBOXPAHUIHIT Ha CPOK HE NPeBBINTAIONIAH:

OIHOTO MecAIa — [l HCIONB30BaHAA PaOOTHUKAMHE OPTaHK3alMK ¥ HHEIMH
TIOJTE30BATEISIMH;

IIECTH MecsAleB — CyneOHBIM, IIPAaBOOXPAHHUTENBHBEIM U WHBIM
YTIOTHOMOYEHHBIM OpraHaM.

Hpomel-me YCTaHOBJIEHHBIX CPOKOB BBIJAYX MNOKYMEHTORB INONYCKAaeTCs C
paspellleHHsl pPYKOBOAMTEN OpraHH3alldd Ha  OCHOBaHWM [HCHMEHHOTO
[OATBEPXKICHHA IONB30OBATENY O COXPAHEHHW/ODECIeYeHHH COXPaHHOCTH
JIOKYMEHTOB.

2.46. Brinaua ZOKYMEHTOB H3 apXHUBOXPAHHIHING DETHCTPUPYETCA B KHHIE
BBIZIa9H e ¥ oQopMIseTcs:

3aKa30M (ciy»xe6GHO 3aKcKol) Ha BEIIAYY e,

aKTOM O BBLOa4€ OeJI BO BPEMEHHOE II0JIb30BaHKE — IIPX BBIAAYE B CTOPOHHNE
opraHusaiyu (punoxerue Ne 10).

Ipwn TpaHCIIOPTHPOBKE Hex Ha MoGEIe pacCTOSHES 00eCIIeUnBaOTCS Meph! IO
OXpaHe H 3aIIUTe UX OT BO3NEHCTBHA BpeAHEIX (HaKTOPOB OKPYIKAIOIEH CPEMBI.

2.47. Belnady DOKYMEHTOB Ha OyMaXHOM HOCHTENE U3 apXHBOXPAHUNHUINA H
npueM ux oOpaTHO, B TOM YHCHE B Cllydae HEOOXONMMOCTH MONUCTHYIO IIPOBEPKY
HaJW4IHs M COCTOSHUSA JOKYMEHTOB Iepel BhlIadeli U3 apXMBOXpaHHIMINA ¥ IIpH
BO3BpATE, IPOM3BOAWT pPAaOOTHHK apXUBOXPaHUIMING B IPUCYTCTBHH JIHUE,
HoNy4aremero (BO3BpaIlarollero) Aefa.

BwmecTo BhIIaBaeMEIX H3 apXUBOXPaHUIININA CAMHAI] XPAHEHHA U OTIHCEH JIel,
JIOKyMEHTOB JIOJDKHA Pa3MELIAThCs KapTa-3aMecTHTeNs Jena (mpuinoxerde Ne 7).

HpPl BO3BpallleHNH [ela XapTa-3aMeCTUTENIb H3bIMaeTCid M XpaHWUTCA B apXuBe
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OpraHU3al|y 10 MMHOBaHHs HaToOHOCTH.

Jena, BEIIaBAEMBIE U3 apXUBOXPAHMINIIA, NOJDKHE] IMETh apXHBHBIN ITHQD,
TIPOHYyMepOBaHHbIE JIMCTEI, JMCT-3aBEpUTENs Oena (mpunoxexue Ne 8) u muct
KCIIONB30BaHUs OKyMeHTOB (npuioxernue Ne 9).

TlonroToBKa apXWBHEIX NOKYMEHTOB K BbIjauye M3 apXMBOXpaHWIHIIA
BKIIIOYAeT:

BBIEMKY GpXMBHEIX JOKYMEHTOB,

CBEPKY apXWBHOTO mH(bpa 1 3aroJIOBKOB C OIIMCBIO ACJI, JOKYMEHTOB,

TIPOBEPKY (PU3UUECKOTO COCTOSHUS Hela.

ONeKTPOHHBIE HOKYMEHTH BBINAIOTCS W3 ApXMBOXPAHMIMILA B BHIE
3NEKTPOHHAEIX KOMHM MM KOIHMM Ha GymaxkHOM HocuTene. Ilpu HeoGXomMMOCTH
38BEPEHHA KONKH 3JIEKTPOHHEIX NOKYMEHTOB HCIONE3YeTCA 3JIEKTPOHHAS OATHCE
PYKOBOIWTENA OPraHM3allMy UM yIOJHOMOYEHHOTO MM JOJKHOCTHOTO JIMLA WA
NPOM3BOMUTCA 3aBEPEHHE KONMM JOKYMEHTa Ha OyMaKHOM HOCHTENE B
YCTaHOBNEHHOM TIopsaKe (TyHKT 5.14. HacTosumux [Tpasw).

2.48. [IoKyMEHTH! B3 apXABOXPaHUIAING, KaK IIPABKIIO, HE BEINAIOTCS:

TIpY HaIY¥n (i)OHlIa II0JIB30BAHNA,

HaxXOAAIIKECS B HEYTOBJIETBOPUTEEHOM (DH3UUECKOM COCTOSHHH

2.49. B opraHm3auuy NOJDKHE! OHITH pa3pabOTaHBl IUIAHBI KOHKPETHBIX
MEpPOIIPHATHH ¥ APYTHEe HOPMATHBHbIE HOKYMEHThI, PerIaMEHTHPYIOIHE IOPALOK
paboTh! B Upe3BEIYAMHLIX CHTYAUUsX, IPH BOSHUKHOBEHMH KOTOPHIX HEBO3MOXHO
ofecneynTs COXPaHHOCTE APXUBHBIX JOKYMEHTOB.

C coneprxaHHeM IITAHOB MEPONIPUATHH ¥ IPYTHX HOPMATHBHEIX JOKYMEHTOB,
onperensiommx paboTy apxwpa OpraHM3alMM NPH YPE3BBIYANHEIX CHTYAIHsX,

IOIDKHE] OBITH O3HAKOMIIEHEL pa60THPIKI/I apxwuBa opraHu3aluy.

M. YYET JOKYMEHTOB APXMBHOI'O ®OHIA
POCCUIMICKOY ®EJIEPAIIAM U [IPYTUX APXVIBHBIX JOKYMEHTOB B
OPTAHIMBALIVIA
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3.1. Yyery noanexar Bce XpaHAIIMECS B apX¥Be OpraHM3aldK JOKYMEHTHI,
BKITIOYas JOKYMEHTHl II0 JIAYHOMY COCTaBy, KOINMHM JIOKYMEHTOB (OHZa
TIONE30BaHYA (TIPY HAIMYWH) ¥ OIWCH JIeN, TOKYMEHTOB.

3.2.  Opragmsauus,  SBIAIOUIASCS  HCTOYHMKOM  KOMIUIEKTOBAHUSA
roCyRapCTBEHHOTO (MyHUITUNIABHOI'0) apXUBA, IPEICTABISET B TOCYNapCTBEHHbIH
(MyHHIHNANEHEINA) apXHB YUeTHBIE CBE/IeHAS 06 00beMe U coCTaBe, XPaHIIIMXCs B
apxuBe OpraHu3aluy HOKyMeHTOB ApxueHoro ¢onza Poccuiickoit ®enepaunu u
JPYTUX apXHUBHBIX JOKYMEHTOB B COOTBETCTBUHE C PernamMeHToM rocy1apcTBEHHOT0
ydera HoKyMeHTOB ApxmeHoro ¢orna Poccmiicko#t Qepepalvul, yTBEpKIESHEM
npukasoM Pocapxusa ot 11 mapra 1997 r. Ne 11, (3aperucrpuposan MurocToM
Poccuu 8 mrons 1997 r., peructpanuonHsi Homep 1344).

3.3. OCHOBHBIMH EIHHIIAMY Y4ETa aPXUBHEIX JOKYMEHTOB ABIAIOTCS:

apXuBHbIA POHL;

eIMHWIA XPaHeHus — HeJio, 3MeKTPOHHOe Aefo (mMyHKT 4.34. HacToSuIHX
TlpaBui).

3.4. EquHunaM XpaHeHus [pUCBAKWBAIOTCH YUeTHHIE HOMEpA, SIBIISIOIHEcs
JacTBIO apxuBHOro mudpa. CBemeHHs O cCOCTaBe CIOWHUI XPaHEHWS U HX
KONIH4ecTBE QUKCHPYIOTCS B YIETHBIX NOKYMEHTAX apXHBa.

Apxupyei mudp (ofo3HadueHye, HAHOCUMOE B JIEBOM HIDKHEM YTy Ha
KaXOylo eIUHMITY XpaHeHWUs B Ienax ofecledeHys ydeTa M WAEHTH(PUKAIHH)
COCTOWT M3: HOMepa apXWBHOTO (OHIA; HOMepa OIHCH HeJl, AOKYMEHTOR; HOMeEpa
eIYHUIE] XpaHeHH .

ApXWBHEIHA IHGP SMEKTPOHHLIX HOKYMEHTOB, XPaHUMBIX Ha 060CO0ReHHEX
3NEKTPOHHEIX HOCHTENAX, YKa3BIBAETCS HA BKIAJGINE, BIOXEHHOM B (yTisap
Hocutens. ApxuBHBIE mmdp ONEKTPOHHBIX HOKYMEHTOB, XpaHHMEBIX B
uHbGOpMaNTOHHON CHCTEME apXHBa, IBJISeTCS 0053aTeNbHBIM JIEMEHTOM ONHCAHMs
KOHTeHHepa 3eKTPOHHOr0 JOKyMEHTa,

3.5. B apxmBe oOpraHusanuu BeJyTCs OCHOBHEIe (0Ds3aTentHEie) H
BCIIOMOTraTensHEe yueTHble HokyMeHThl. CocTaB H GOPMEI OCHOBHEIX YYETHBEIX

LOKYMEHTOB OIIPENEIATCA B COOTBETCTBHH C HACTOAILMMHU HpaBPIIIaMH. Cocras u
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(OpPMBI  BCIIOMOTATENBHBIX YYETHEIX JOKYMEHTOB OINpEHENSIOTCS apXHBOM
OpraHU3aIUK CaMOCTOATEINIBHO.

3.6. B coctaB oCHOBHBIX (00s3aTeNBHBIX) YYETHBIX JOKYMEHTOB apXHBa
OpraHM3aniM BXOIAT:

KHHUT2 y4era HOCTYIUIeHHS M BHIOBITHS [N, JOKYMEHTOB (IIPHUIOKEHHE
Ne 11);

cnucok ¢honnoB (npunoxerne Ne 12);

et porpa (mprroxenue Ne 13);

OIIHCH JieJ1, JoOKyMeHToB (npunoxenus Ne 14, 15, 16, 17, 18);

peectp omucei (mpunoxerue Ne 19).

3.7. B xuury ydera IOCTyIUICHHS ¥ BHIOBITHS [€l, IOKYMEHTOB
IOCTIeOBATEISHO BHOCATCS BCE IEPBUYHEIE ¥ [IOBTOPHEIE IIOCTYIUICHHS (BBIOBITHS)
Ien, noxyMeHros. Kaxzoe nmoctymienne (BhIObITHE) B IpeleNax OTIETHOTO rofja
IIOJTy4aeT NOPAAKOBEIH HOMED B BAIIOBOH ITOCIEA0BATEIEHOCTH.

Exeronno Ha | sHBaps NIOZBOAWTCS HTOI KOJNMYECTBa IOCTYNWBIIMX H
BHIOBIBIIIAX 3a TOJ Jell, JOKYMEHTOB.

3.8. Comcox GoHIOB BeJeTCS B apXUBE OPraHW3aI[HH, XPaHAIIeM JOKYMEHTH
6onee oxgHoro donna. B cmucox GoHNOB apxXWBHBIH (GOHM 3aNACHIBAETCA TONBKO
OJIMH pas, NPH IIEpPBOM MOCTYIUIEHHM B apXuB opraHmsanuy. [lo cmmcky $hoHI0B B
BAJIOBOM IIOPSAZAKE €My NPHCBaUBAETCA YUETHBIH HOMED, KOTOPHIM COXpaHsIeTCs 3a
HHM BO BCEX YYETHBIX JOKYMEHTaX.

B cnydae nepenauu apxupHOro GOHIA B APyroll apXuB, BKIIOYEHUS €T0 B
coctaB 0OBEIUHEHHOr0 apxXHBHOTO (DOHIA WM BBIJENEHHS BCEX NOKYMEHTOB K
YHHYTOXXEHHIO OCBOOOAMBIIMMCA HOMEp ApYroMy apXuBHOMY (QOHIY He
[IpUCBaHBacTCs.

O6benuHEeHHbIC apXUBHEIE GOHMB! ¥ apXUBHEIE KOJIEKIIMY YIHTHIBAIOTCS Ha
ob6mux ocHoBanuax. OObeOUHEHHOMY apXHBHOMY (oHZIY, oOpa3oBaHHOMY u3
apXuBHBIX (DOHJOB, paHee YYTEHHBIX CAMOCTOSTENHHO, IIPHCBAMBACTCA HOMED
OJIHOTO M3 apXHBHBIX ()OHOB, BIUIIOYEHHBIX B €r0 COCTaB.

B apxXuBax opraﬂnaaunii — UCTOYHHMKOB KOMIUICKTOBAHHUA IOCYHJApCTBEHHBIX
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(MYHVLMTIANBHEIX) aPKABOB POCTABIILETCA HOMEP apXUBHOTO (POHAE, 38 KOTOPHIM
OH yYTeH B TOCYAapCTBEHHOM (MyHULKIIANEHOM) apXyBe, X KOTOPEIK COXPaHseTCs
32 HUM I10CJIe TIOCTYILIEHHUS ero JOKYMEHTOB Ha IOCTOSHHOE XPaHEHHE.

Haspanme apxuBHOTO QOHIA BHOCHTCA B CIIMCOK (HOHAOB Ha OCHOBAHWM
HCTOPHUYECKOH cIipaBKy K GOHIY WX TUTYIHHOTO TUCTa OIHCH HeJl, TOKyMEHTOB.

Haspanue apxwuBHOTO ¢OHAZ COCTOMT X3 moOnHOro u (B CKOOKax)
COKpallEHHOTO  HauMeHOBaHMA (oHH00Opa3oBaTeNis, C yKa3aHWEM €ro
[IOMYHHEHHOCTH, MECTOHAXOXIEHMA, HaT CO3ZaHMS X JHKBHAamud. Ecmu
HauMeHOBaHHE (OHZ00OpasoBaTeNs M3MEHIOCh, TO B CIHCKE (OHAOB
YKa3bIBaeTCs ero MoCNeNHee Ha3BaHKE B PaMKaX IIepHofa, 38 KOTOPHIH MpHHATH
OOKYMEHTEIL Bce npeblaylye IepeRMEHOBaHMs. OTMEYAIOTCA B JIACTE (DOHAA.

Ha3panue 0OBEAUWHEHHOTO apXMBHOTO (OHAZ COCTOMT M3 0GOOLIEHHOro
Ha3BaHHUS BKIIOYEHHEIX B HEro AapXMBHBIX (OHIOB, W3 MNEpEYHT HA3BAHWH
CMEHABIIMX [pyr Jpyra opraHusanui. KoHxpeTHble HaWMEHOBaHHA BCeX
OpraHM3ally, JOKYMEHTl KOTOPHIX BOIUIM B OOBCAMHEHHENH apXWBHEIN (OHI, a
TaKXKe UX NepeNMEHOBaHMA YKa3bIBalOTCS B JINCTE (OH/A.

B HasBanum apXWBHOH KOJUIEKIHH yKas3bIBAaeTCS NpH3HAK (IpU3HAKH) ee
(bopMUpOBaHHIL

Exerongo Ha 1 fHBaps K CHHCKY (OHOB COCTABISETCS MTOTOBAA 3AIUCH O
KOJIMYECTBE apXHBHBIX (HOHIOB, OCTYNMBIIWX ¥ BEIOHIBIIMX B TEYEHHE TOMA, U
06IeM KOJIMIECTBE apXUBHEIX (GOHIOB, HAXOLIIIUXCS Ha XpaHEHHH B apXUBe.

Crncox ¢oHI0B 3aKmOUaeTcs B TBEPAYI0 OOJOXKKY, IUCTH HYMEPYIOTCS,
COCTAaBJIAETCS JIACT-3aBEPUTENb.

3.9. Jlmcr ¢oHAa cOCTABILETCS HAa KaXOBIA apxwBHBIA (oHA. B Hem
YIHTHIBAIOTCS BCE OIHCH JE, JOKYyMEHTOB hoHIa.

Jlucr donnma MoxeT OBITH II€pECOCTaBNIEH TONBKO B CJlydae, €CIH OH
HEeWCIpPaBRUMO TIOBPEXEH WMH [epecTaeT OTpaxaTh QaKTWHecKoe COCTOSHWE W
obseM apxuBHoro ¢onma. B cnyyae mepecocraBnemms nucra (oHIa paHee
Jle¥CTBOBaBIIHMH NUCT OHIA IIOMelIaeTces B feno GpoHna. B BepxHeM IpaBoM yriy

000HX JIUCTOB (bOHI[a JenaroTess oTMeTKH: «Jlmet IepecoCTaB/iel» C yKasaHueM
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[aThi IEPECOCTABIICHUS, JOJDKHOCTH U ITOJIIUCH COCTaBUTENS.

JIuctel GOHAOB XpaHATCS B MOPAAKE HOMEPOB apXUBHBIX GOHNOB. K xaxmon
TIATIKe COCTAaBIIETCS JIHCT-3aBEPHUTEND, TIe YKA3BIBAIOTCS HAYalbHbBIe H KOHEYHbIE
HOMepa apxWBHBIX (OHAOB U 00INee KONHIECTBO apXWBHHIX (OHAOB, JHCTHI
KOTOPBIX HAXOATCS B TAIKE.

3.10. B onucwu e, JOKYMeHTOB (TOIOBOM pa3jielie OIKCH Jell, NOKYMEHTOB)
eOVHUIE] XpaHeHWs YYMUTHIBAIOTCA B COOTBETICTBHM C CHCTeMatd3anuedt 3a
[IOPSAKOBEIMH YUETHRIMA HOMEPAMH.

IepBoMy rooBoMy paszielry OIKCH Jefl, JOKYMEHTOB (QOH/a IPHUCBAUBAETCA
HOMeD 110 TUCTY POHAa, BCE IOCe YOI TOIORBIE pa3/elbl YHCIATCS 3@ JaHHEIM
HOMEPOM JO 3aBEPIIEHNS OIKCH.

He npomyckaercs NpHCBOEHHE OIHCAM JeJ, AOKYMEHTOB OTWUHAKOBEIX
YYETHBIX HOMEPOR B IIpefieNiax ONHOro GoHAa.

B xoHIe Bcex 3K3eMIUIIPOB ONUCH MeNl, JOKYMEHTOB JAENAeTCs WTOroBas
3aIlMCEk, B KOTOPOH yKa3bIBaeTCs KONMYECTBO HAXONAIUXCS Ha XPaHEHWH EIHHHMII
XpaHEHHWs, TEepBEIX W IIOCnenHWE HOMepa eNWHHI XpaHeHHA IO OIIUCH,
YKa3bIBalOTCA MMEIOINUECS NIPOITYCKH HOMEpOB, JNUTEpHEIE HOMepa, BBIOBIBIUME
eIUHUIIE] XPaHEHYA ¥ OCHOBAHHE BEIOLITHS.

TTocne xaxmoro HOCTyINeHWS WIK BEIOBITHA NOKYMEHTOB COCTABIAETCS
HOBas WUTOTOBas 3aNKCh K ONMCU Jeil, JOKYMEHTOB, KOTOpas IOAIKUCHIBAeTCS ee
COCTABUTENIEM C YKa3aHHEM LOJKHOCTH M JAThl COCTAB/IEHH.

Ecmu omuce nen, JOKYMEHTOB COCTOUT ¥3 HECKONBKHX TOLOBEIX PasHelioB,
TOMOB, HTOI'OBas 3aIIACh COCTABISLETCH K KAk JOMY TOJOBOMY pa3feny, TOMY; KpoMe
TOT0, K KaXJOMy IOCIeIyIolieMy IOJOBOMY pasfeny, TOMy B HapacTaioIeM
TIOpAJKE COCTaBSAETCS CBOIHAS UTOTOBAs 3aIUCh.

lonmoBrle paspensl, ecnu OHM He SBJISIOTCS 3aKOHYEHHOW OIMCEHIO, HE
[IOAIIMBAIOTCS Y He NEPeIUIeTAI0TCS; OHU XPaHATCs B apXUBe B IaNKax.

3aKOHYeHHAasA OMMCH e, JOKYMEHTOB MO/UKHA BKIO4aTh He Gonee 9999
eIUHHIL] XPAHEHHA.

3akoHYeHHAsd OIUCH Jen, NOKYMEHTOB BMECTE€ C THUTYJIBHBIM JIACTOM H
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CIIPaBOYHEIM allllapaToOM K Hel 3aK0HaeTcs B TBEPAYIO OOJOXKKY, HYMEpPYeTcs U
HIOJIITHBAETCS, WK IEPeILIeTaeTes.

Kaxpas 3akoHYeHHAs ONKCH A€, HOKYMEHTOB, TOM OIHCH Jel, JOKYMEHTOB
JIOIDKHEI MMETh JTACT-3aBePUTEITb.

3.11. Tlpu mamvymy B apXuBe OpraHM3auuu [ByX u Oonee omuceit nem,
JOKYMEHTOB BeZIeTCs peecTp ommcedt (mprnoxenne Ne 19).

Omnucu fef, NOKYMEHTOB BHOCSTCS B PeecTp OIMced B XPOHONOTHYECKOH
TIOCIIEIOBATENIEHOCTH TOCTYIUISHHA IION COOTBETCTBYIOIIMMH IIOPSAIKOBEIMH
HOMEpaMH.

B peecrpe ommcell GUKCHPYIOTCS OCHOBHBIE HAHHBIE IO COCTABY KaXKIOOM
NOCTYIMBIIEH B apXHUB OpraHU3alliy OKCH A6, JOKYMEHTOB: HoMep QoH/a, HoMep
OTIMCH, KONTMIECTBO ENMHMI XpaHeH:s B ONKCH, KOIMYIECTBO JIUCTOB B OIUCH U ee
SK3eMILISIPOB.

3.12. JInd 1eHTpanH30BaHHOTO TOCYNApCTBEHHOTO yd4eTa JOKYMEHTOB
Apxusroro ¢orna Poccuiickoit Qenepalyiii B apxuBe OpraHw3aliiy, IBISIOmEncs
HCTOYHMKOM KOMIUIEKTOBaHHS TIOCYHapCTBEHHOro (MYHMIMMIIANHLHOIO) apXHea,
COCTaBIAETCS NACOPT apXHBA OPTaHK3allAd.’

3.13. ApXuB OpraHW3aIUH MOXKET BECTH TakKe YUeT B aBTOMATH3HPOBAHHOM
peXxuMe — B BHIE Y4eTHBIX 6a3 nauusix {(B/]I).

Vuetnsie b]] npaMeHsIOTCS BO B3aMMOCBA3H C JPYTUMH HHPOPMAIIHOHHEIMH
B, umelOmyMMCS B apxuBe OpraHW3allU¥, H [OJDKHEI OBITH COBMECTHMEL C
COOTBETCTBYIOIMMH y4eTHBIME B/] rocyiapcTBeHHBIX (MyHHI[UIATBHEIX) apXHBOB
H OpPraHOB YIIPaBIICHUS APXUBHEIM JEIOM.

3.14. Vd4eTHble HOKYMEHTHl apxyBa OpraHW3aldM, KpoMe OIMCell Iell,
[[OKYMEHTOB, IIpeHa3HAYaloTCs U1 CY)XeOHOTO ITONB30BAHUS U IIOJIH30BATENIM
HE BBIIAIOTCA.

3.15. VYdyer moctymnenus ¥ BBIOBITHS g€, HOKYMEHTOB B apXuBe

OpraHyu3anyuy OCyIECTRIACTCA Ha OCHOBaHUN!

7 opMa nacriopTa apXuBa OpraHH3aUMW YCTaHOBJEHA PErNaMEHTOM rOCYAapCTBEHHOrO Y4eTa NOKYMEHTOB
ApxusHoro doHza Poccuiickoii ®enepauuu (yTBepxneH npukasom Pocapxusa or 11 mapra 1997 r. Ne I,
3aperdcTpuposal Musnioctom Poccuu 08 mrons 1997 r., perucTpaunonHslit Homep 1344),
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OTINCH [ieNl, JOKYMEHTOB CTPYKTYPHOTO ITOApa3ziefieHus H FOfOBOT0 pasjiena
CBOJHOM OIIMCH JielT, ROKYMEHTOB OpraHU3alHY;

HOMEHKIIATYpsl el OpraHu3alliy, 3aMeHArolIel rofjoBoH pa3jiesl CBOJHOH
OTIKCH OelN, JOKYMEHTOB OpraHK3aluy;

aKTa O TEXHHYECKHMX OIMOKax B yIETHHIX HOKyMeHTax (npunoxenue Ne 4);

aKTa 00 OOHApYXEeHWH HOKYMEHTOB (HE OTHOCALIMXCS K JaHHOMY QOHLY,
apXMBY, HEYYTEHHBIX) (Ipuiioxerue Ne 5);

axTa o6 yTpaTe noKyMenToB (npunoxenue Ne 6);

aKTa OpueMa-llepeflaud  apXWBHBIX  JOKYMEHTOB HA  XpaHEHWe
(pynoxenue Ne 20);

aKTa O BEIAENEHUH K YHHYTOKEHHIO apXUBHEIX HOKYMEHTOB, He [OLJIeKALIX
XpaHeHuIo (Tipunoxenze Ne 21);

aKTa O HEHMCIIPaBUMEIX OBPEXIEHUIX apXUBHBIX IOKYMEHTOB (IIPHIIOKEHHE
Ne 22);

Ha ocHoBaHuM yKa3aHHBIX JOKYMEHTOB BHOCSTCS HEOGXOMHMEIE H3MEHEHUS
B OCHOBHBIe (0653aTeNbHEbIe) YUETHEIE JOKYMEHTE! apXUBa;

B KHWTY ydeTa NOCTYIUIEHHS W BHIOBITHS Hell, ZOKYMEHTOB (IPUIOKEHHE
Ne 11) B muct ponpa (npunoxerue Ne 13) — npy KaxxJoM U3MEHEHMH B COCTABE U
o0BpeMe JOKYMEHTOB apX¥Ba OpraHu3alyiHy,

B cmucok ¢oHmoB (npunoxeHue Ne 12) — NIpd NOCTYIIEHHH HOBOTO
apxXuBHOTO (OHAAa Wi¥ BEOHITHE BCEX NeN, HOKYMEHTOB, HAXONUBLIETOCS Ha
XpaHEHHWH apXABHOro (hoHaas;

B peecTp onucel (mpunoxerue Ne 19) — pu mocTynneHHH HOBOK OIMCH HITH
BHIOBITHM BCeX CIOWHWII XpaHeHWs, HaXOJWBINe}cs Ha XpaHeHWH omMcH. Homep
BBIOGIBINIEH OMWCH APYTHM OIHCSM JeN, JOKYMEHTOB He IPHCBAaUBAETCA B OCTaeTCs
CBOGOMHEIM;

B OIIWCH Jie)l, JOKYMEHTOB — IPH K&XXI0M IIOCTYIIICHHH H/HIIX BEIORITHA Jen,

JAOKYMEHTOB, YYTCHHEIX B JAHHOM OIMCH.

® B rpade «OT™MeTKa 0 BBIGBITHN POHIAY CriMCka POHIOB yKa3BIBAeTCA, KyAa BHIGLUI apxHBHBI QOHA, a Takke Aata
¥ HOMED IOKYMEHTA, Ha OCHOBaHMH KOTOPOTO OH BhIGHLI.
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COOTBETCTBYIONIME HU3MEHEHHS BHOCATCA BO BCIIOMOTATENBHBIE Y4ETHBIE
JOKYMEHTEL

Bce akTel, JOXyMEHTHUPYIOIIKE PE3yNETAaThl ADXHUBHEIX paboT, BKIFOYAI0TCS B
Zeno $hoHAa, KOTOPOE 3aBOAUTCS Ha Kax bl QOHJ, HaXONAIWACT Ha XpaHEHUHU B
apXUBe OpraHM3allky.

Heno Gouna, Hapsmy ¢ HOKYMEHTAMH, OTPaKarOIMMH HCTOpPMIO (oHZa M
dbonnoobpazosarens, BKIIOYAET yYeTHBlE HOOKYMEHTBI, XapaKTepH3yIOIue

H3MeHeHus QoHfa.

IV. KOMITJIEKTOBAHVE APXVIBA OPT AHM3AITM
JIOKYMEHTAMY APXVBHOI'O ®OHIA POCCUMNCKOV GEJEPALIA U
JPYTHIMHU APXMBHBIMH JOKYMEHTAMM

4.1. JoxymenTst ApxuBHoro dpoHza Pocculickot Penepanuu i JOKYMEHTEH
BpeMeHHEIX (cBhime 10 1eT) CpoKoB XpaHEHN, B TOM YUCIIE IO JUYHOMY COCTaBY,
[IepesaloTCsA B apXUB OpTaHU3alliyl He paHee, YeM Hepe3 OIWH TOf M He IO3HHee,
YeM 4epe3 TPH IofLa I10CIIe 3aBepIIeHNs JeN B IeJI0NIPOU3BOICTBE.

JIOKyMEeHTB 1[I0 JWYHOMY COCTaBY TOCYJapCTBEHHBIX TIPaXkKOaHCKHX
CIOyXalllix ¥ MYHWIWNAIBHEIX CIY)XalldX, YBONEHHBIX C TIOCYAapCTBEHHOH
TPaXHaHCKOM CIyX0H WM MyHHIWMNANBHON CiyxObl, IepemaroTcsd B apXuB
opraHusanmy 1o ucreyenuy 10 et co NHA yBOSBHEHHUS.

4.2. llena BpeMeHHEIX (N0 10 NeT BKIFOYUTENBHO) CPOKOB XPaHEHHUS B apXUB
He nepepatorcs. OHE XpaHATCA B CTPYKTYPHBIX IIOIpa3feeHUIX OpTaHU3alyY U 110
HCTEUEHMH CPOKOB XpaHEeHHS NOAJIENAT YHHYTOXEHHIO B YCTaHOBIIEHHOM OPSIKE.

B HCKMIOYNTENBHEIX CITYHasX [0 PEIIEHNIO PYKOBOJUTEIT OpraHH3aIiH eNa
BpeMeHHEIX (1o 10 ner BKIIOYHTENHHO) CPOKOB XpaHEHHs [EpPeRaloTCs B apXUB
OpTaHM3allMH 110 OIIMCAM JIel, JOKYMEHTOB MIIM 110 HOMEHKIIaType Hell.

4.3, JIoxyMeHTH IIOCTYNalOT B apXUB OpraHW3ALWM IIOCHe IIPOBENEHHMA
9KCIIEPTH3BI IIEHHOCTH.

4.4, Peumrenuss o BKIIOYEHHMU B cocTaB ApxuBHoro ¢oupma Poccubickoi
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@enepanuy KOHKPETHBIX JOKYMEHTOB IPHHUMAIOTCS 3KCIEPTHO~IIPOBEPOYHEIMH
KOMHCCHAMH (eIepaNbHEIX TOCYAAapCTBEHHEIX apXMBOB M YIIOMHOMOUEHHBIX
OpraHoB MCIIONHUTENBHOM BracTu cy6pektoB Poccmiickoil @enepanuu B obnacTu
apxuBHoro fena (ganee — OIIK apXuBHOro yupexaeHus) B [Ipeelax KOMIETEHIUH.

4.5. llensro 5KCHEPTU3HI IEHHOCTH HTOKYMEHTOR B OpraHH3al[ii ABJISETCS:

oT6Op TOKyMEHTOB N BKIFOUEHHS B cocTaB ApXuBHOro ¢hormaa Poccuiickoit
®enepanumy;

BBISBJIEHHE JOKYMEHTOB, He IIOZIeXalVX JalbHeHIIeMy XpaHeHHIO.

OKcIepTH3e HEHHOCTH HOJJIeXaT BCe JOKYMEHTHl OpraHH3aIuy HE3aBUCHMO
OT BHOB HocuTened ¥ cnocoboB 3alKCH.

Jlo npoBezieHHA IKCHEPTHU3EI IEHHOCTH B COOTBETCTBUM ¢ IyHKTamu 4.6. —
4.13. Hacrosmuux ITpaBun yHHYTOXEHHE TOKYMEHTOB 3alpellaeTcs.

4.6. OxcnepTy3a IeHHOCTH JOKYMEHTOB IIPOBOAUTCS Ha OCHOBE:!

JIeHCTBYIOIEro 3aKOHONATEeNbCTBA U WHBIX HOPMATHUBHEIX IIPABOBBIX aKTOB
Poccuiickoi @enepanuer B 00NacTH apXWBHOIO JeNa, HH(OpMamud M
JOKYMEHTaIlMOHHOTO 06ecreueHys ypaBIeHus;

THIIOBEIX, BEJIOMCTBEHHBIX M HWHBIX IepegHell JOKyMEHTOB C yKa3aHHeM
CPOKOB ¥IX XpaHEHHU, THIOBBIX K IPAMEPHEIX HOMEHKIIATYp el

4.7. B oprasu3anuy AJA IIPOBEACHHA IKCIEPTH3HI LEHHOCTH JOKYMEHTOB
co3maeTcs sxcmepTHas Komuccus (mamee — OK)°. B opraEmMsanmax, HMEIOIHX
CIOXHYIO CIPYKTYpPy W/WIM TOABEIOMCTBEHHEIE OpraHH3alluM, CO3JAI0TCA
IeHTpaJbHBIe SKCclepTHEIe KoMuccun (nanee — LIDK).

4.8. IIDK (BK) sBnseTcst cOBEeLIaTENFHEIM OPraHOM IIPH PYKOBORHUTENE
OpraHW3alli{, CO3JaeTcs IPHKa30M OpraHHW3alliH, AEHCTByeT Ha OCHOBaHHH
HOJIOKEHHS.

3apaun u ¢yuxipu DK (OK) opranusamuy - HCTOYHHKA KOMIUIEKTOBAHHS

ONpEACIIIOTCSA IMOI0XKEHUEM, YTBEPXKAACMbIM PYKOBOJMTENICM OpTraHW3alliH.

? Jina OpoBeneHHs SKCMEPTH3H LEHHOCTH HAYYHO-TEXHHYECKOA M IpYrol CreumanbHOM NOKYMEHTalMH B
opranusanmy Moxet 6b1Th co3fana DK, BKIKOYalOman COOTBETCTBYIOMMX ClSUHANUCTOB.
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4.9. Ocnxosroit 3apaueit IDK (OK) sBnsercs opraHusauys U NpoBeleHHe
3KCIIEPTU3E] LIEHHOCTH NOKYMEHTOB.

OcuopuriMu ¢yukuuamu DK (OK) sisorest:

OpraHU3alLys eXeroJHOro 0T60pa Ael U1 XpaHEeH)] U YHIYITOXEHN,

PaccMOTpeHuUe U COITacOBaHME IPOEKTOB HOMEHKIATYPH Iell OpraHu3alluy,
omucey Ien, MOKyMEHTOB MOCTOSHHOTO M BpeMeHHBIX (cBbime 10 neT) cpoxos
XpaHeHus1, B TOM YHCNE II0 INYHOMY COCTaBY, aKTOB O BBIACNICHUH K YHUYTOXEHRIO
Jien, He TIOUIeXAIMK XPaHEHHIO, ¥ JPYTHX aKTOB;

TIOATOTOBKA MpeANoXeHuA 00 OmpeneNieHiy CPOKOB XpaHeHHUs JOKYMEHTOB,
HE [IPeLYCMOTpeHHBIX NepedraM.’, 1 06 H3MEHEHUN CPOKOB XPaHEHUS OTHENBHBIX
KaTeropuit JOKyMEHTOB, YCTaHOBICHHBIX IIEPETHIMMY;

yJacTHe B IOATOTOBKE M PpACCMOTPEHHH IIPOEKTOB HOPMATHBHBIX H
METOAMIECKIX NOKYMEHTOB II0 BOIIpocaM paboTs ¢ JOKYMEHTaMy B OpraHK3aluy;

METONHYECKOe DPYKOBOACTBO paboTamu B  obmact  obecnedeHus
COXPaHHOCTH JOKYMEHTaIbHOTO ¥ apXHUBHOTO (POHIOB OPraHM3aIMH.

4.10. OxcmepTyza HEHHOCTH NOKYMEHTOB B OPraHKU3aLAy MPOBOAUTC:

B JIEJIONIPOM3BOACTBE — IIPH COCTABIIEHMH HOMEHKIIATYPHI [Ie)l OPraHM3alid |
IIp¥ IOATOTOBKE JIEN K IIepeaue B apXUB;

B apXHB€ OpraHM3allMH — B IIpOLieCCE IOATOTOBKH HeN K Nepernade Ha
[OCTOSHHOE XpaHEeHHe.

4.11. DxcnepTH3a HEHHOCTH JOKYMEHTOB IPOBOHUTCS €XKETOJIHO.

Ilo pe3ynbTaTaM SKCHEPTH3bI LEHHOCTH B CTPYKTYPHBIX NOJpa3fielIeHHIX
OpraHH3alMd COCTaBIMIOTCS ONUCH Jeln CTPYKTYPHBIX MNOApa3feNneHu:
[IOCTOSIHHOTO, BpeMeHHEIX (cBbIme 10 JIeT) CpOKOB XpaHEHHMS, 110 TUIHOMY COCTaBy
(mipuno>xerue Ne 23, 24), Ha OCHOBE KOTOPHIX B &pXVWBE OPraHU3aliy COCTABIIOTCA
TOJIOBBIE Pa3fElibl COOTBETCTBYIOIMX CBOAHEIX ONKMCEH el JOKYMEHTOB.

Ha pmena ¢ HCTEKIIHME CpOKAMH XpaHEHHs B CTPYKTYPHEIX NOAPa3neseHusIX

OpraHyu3alydy COCTaBIAIOTCA NPEIOKEHNI K aKTy O BBIACIEHHH K YHUYTOXXCHHUIO

© 3K opraHM3auMi, NepeNAlOMX AOKYMEHTHl HA XpaHEHHE B TOCYNAPCTBEHHbIC APXHMBBI, NPEACTABAAIOT
cOOTBeTCTBYIOWME npernokeHus SITK apXUBHOTO yUPEXACHHS.
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IOKYMEHTOB, He TIOANEKAIINX XpaHeHwo (1o GopmMe akTa, mpunoxerue Ne 21).

Ha ocHoBe mpeioeHu#t CTPYKTYPHBIX IIOApa3feNeHu#  ciyxba
JeNONIPOU3BONCTBa OPTaHU3allUK COCTaBNIAET aKT O BBINENEHUM K YHHUTOXEHHIO
JOKYMEHTOB, He TO[IeNaux xpanesuto (mpuinoxerre Ne 21).

Jena BKIIOYAIOTCS B aKT O BhIJENCHMH K YHUYTOXEHHIO JOKYMEHTOB, HE
HOVIeXAaIIHNX XPaHEeH IO, eCIM [IpefyCMOTPEHHEIH I HUX CPOK XPAaHEHHUS HCTEK K
1 sHBaps rojia, B KOTOPOM COCTaBIEH aKT.

Hena ¢ otmerxod «OIIK»'! moanexar MOMUCTHOMY NPOCMOTPY B LENAX
BBISBIEHUA TOKYMEHTOB, IOJIEXALIMX HOCTOSHHOMY XPaHEHHIO. BEIABIICHHBIE B
TaKuX JeNax JOKyMEHTSHI IOCTOSHHOTO XPaHEHUS BEIENAIOTCS K IPHCOETUHIIOTCS
K ONHOPOIHEIM JefaM MIIH GOPMUPYIOTCS B CAMOCTOSITEIbHbIE ENa.

OcranpHble DOKYMeHTHI ¢ OTMeTKOM «OITK» BKMIOYAOTCs B akT Ha
yHnuToxenue. [Tpu stom otmetka «OTIK» B aKTe He yka3piBaeTcs.

Onwcy Ha mena, JOKYMEHTH! TIOCTOSHHOTO XPAaHEHHS U TI0 JIAYHOMY COCTAaBY
H aKTHl Ha YHHYTOXEHWE JOKYMEHTOB paccMaTpHBatoTcs Ha 3acemanuu LIOK (JK)
onHoBpeMenHo. ITo mroram paccmorpenns 1IDK (OK) cornacoBbIBaoTCs OIMCH
Iie]l, TOKYMEHTOB IIOCTOSHHOTO XpaHEHMS M IO JHYHOMY COCTaBy M aKkTH O
BBIJENICHUH K YHHYTOXECHHIO TOKYMEHTOB.

Cornacosanssie LIOK (OK) opranmzaimm omvicy fen ZOKYMEHTOB (TOLOBLIE
pa3feNnsl) IIpeCTapIA0TCs Ha pacemorpenne DIIK:

HOCTOSHHOTO CPOKA XPaHEeHWs -Ha YTBEPXKIeHUE;

I10 THYIHOMY COCTBY -Ha COTJIaCOBAHUE,

OIIK yTBepXHAeT OMMCH JIeNl IIOCTOSHHOIO XpaHEHWsI ¥ COTNIACOBBIBAET
OITMCH JeJI 110 JIUIHOMY COCTaBY.

Omucu  fmen, MAOKYMEHTOB (ToHOBble pa3fenbl) HANpPABIAIOTCS Ha
paccmotperue OIIK B Tpex skzemmngpax Ha OyMakHOM HOCHTENE M OIHOM
JK3eMIIIpe Ha 3JEeKTPOHHOM HOCHTENe depe3 3 roza Iocie 3aBepIHIeHHS JeN B

[ETIOTIPOU3BOJCTRE.

ITocne yrBepxaenus u cornacoBanus JIIK ommcelt ney, NOKyMEHTOB, OTIUCH

1 Ommerka «3TTK» o3HauaeT, 4T0 4acTh JOKYMEHTOB MOXET GBITh OTHECEHA K CPOKY XPaHEHHS (TIOCTOAHHOY.
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¥ aKT O BBIAENEHWH K YHHYTOXEHHIO NOKYMEHTOB, He IIOMNEeXAlIUX XpaHeHHIO,
YTBEPXKAAIOTCA PYKOBOINUTENEM OpraHU3aLliy, 10C/e Yero fAena, BEIJENEHHBIE 10
aKTy K YHHYTOXEHMIO, MOT'YT OBITh YHUYTOXEHEL.

4.12. Oprasusaiyy, B AEATENHHOCTA KOTOPHIX HE CO3MAIOTCH AOKYMEHTHI
ApxusHoro dorma Poccuiickoit @enepanyy, CO3NAIOT ONUCH HeN [0 JIMYHOMY
COCTaBy K OUMCH fOen BpeMeHHEIX (cepime 10 JeT) CpokoB XpaHeHUS H
00eCIeynBaroT ux COXPaHHOCTE.

Oprasusaiuy Taike COCTAaBISIOT aKTHl O BHIOENCHWH K YHHYTOXEHHIO
IOKYMEHTOB, HE ITOIeXKAIUX XPAHEHHIO, i YHUYTOXAIOT yKa3aHHble JOKYMEHTHI
I10 HCTEYECHHUH CPOKOB MX XPaHCHHUs TONBKO IT0OCJIC COCTABICHUA I'ONOBBIX PasnesoB
ONHMCeH el IO TMIHOMY COCTaBY 3a COOTBETCTBYIOLIMH NEPHOXR M UX YTBEPXACHUS
DPYKOBOJIUTEIIEM OpraHK3aliH.

4.13. Jena Ha O6yMa)XHOM HOCHTENE, BBIOCICHHBIE K YHUYTOXEHHIO,
IepeNaroTIcs Ha YHHYTOXEHHe (YTHIM3ALHIO) MO 4aKTy O BEIACNEHAM K
YHUYTOXEHHIO JJOKYMEHTOB (mpunokeHne Ne 21), a Takke Ha OCHOBaHHMH HHBIX
JOKYMEHTOB, NOATBCPXIOAKOLIUX d[')aKT coadu JNOKYMEHTOB Ha YHWITOXCHHE
(yTHIM3aLMIO).

OneKTpOHHEIE fena ¢ HCTEKUINME CPOKAMU XPAHEHHUS TIOLNEXKAT BEAEEHHIO
K YHHYTOXEHMIO Ha OOIIMX OCHOBAHHAX, [IOCHIE 9er0 IPOBOAUTCS HX (QU3NYECKOe
YHHYTOXEHHE WIK YHUUTOXEHHE IPOrpaMMHO-TEXHWYECKHMM CpENCTBAMM C
COOTBETCTBYIOIIEH OTMETKOH B aKTe O BRINE/ICHHH K YHUITOXEHUIO HOKYMEHTOB
(mpunoxenue Ne 21).

4.14. JIna obecneueBus mopsaka GOPMUpOBaHWMS ¥ y4era Jen B
JENIONPOM3BOLCTBE OpraHM3alyy COCTARNSETCS HOMEHKIATYpa Hel.

4.15. HoMeHknaTypa HxeNl 3aKpeilsier KiacCuukauuo (IpyIIHpOBKY)
HCIOJHEHHEIX JOKYMEHTOB B [iena (JNIeKTpOHHEBIE Niella) ¥ SBISETCA OCHOBHEIM
YYETHEIM JOKYMEHTOM, OTpaXXalollM COCTaB M OPraHu3auyio AOKYyMEHTaJBHOIO
¢$oHIa OpraHu3any.

4.16. Homenknatypa Jien sBIsAeTcs OCHOBOH IUIS COCTaBIIEHMA OnHCcel ferl,

JOKYMEHTOB IIOCTOSHHOrO M BpeMeHHEIX (cBbime 10 5eT) cpokoB XpaHeHus, a
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TaKoKe IS y4eTa Jell BpeMeHHBIX (1o 10 JeT BIIIIOYUTENBHO) CPOKOB XpaHEHHM.

4.17. HomenxiaTypa [Liell OpraHM3aliy pPaspabaThIBAacTCi Ha OCHOBAHUH
THIIOBBIX, BENOMCTBEHHBIX ¥ WHEIX IE€peuYHeH JOKYMEHTOB C YKa3aHHEM CPOKOB
XPpaHEHU, HHEIX HOPMATUBHEIX [IPABOBHIX aKTOB, a TaKXKe THIIOBEIX U IPUMEPHEIX
HOMEHKIATYyp Hell.

TumoBast ¥ NpuMepHas HOMEHKIATYpH! Ael pa3pabaTeIBaloTCA OpraHaMM M
OpraHu3aIMsIMY, HMEIOIUMH B IIONYMHEHHH CETh ONHOTUIIHBIX OPTaHK3aIHHE.

Tumosas HOMEHKJaTypa YCTAaHAaBIMBAaET COCTAB [EN, 3aBONUMEIX B
OJHOTHIHEIX OPTaHU3aLUIX, H SBIIIeTCS HOPMAaTHBHBIM HOKYMEHTOM.

IlpumepHass HOMEHKNIATypa YCTaHABNMBAaeT NpPHUMEpHBIA COCTaB Jel,
3aBOAMMEIX B OpraHHM3allisX, Ha KOTOpbIE OHAa pPacHpOCTPaHAETCs, H SBIAETCH
PEKOMEHAATENBHEIM JOKYMEHTOM.

4.18. HomenxnaTypa Hen OpraHW3alWd COCTaBIIAETCHS II0 YCTAHOBIEHHON
dopme (mpunoxerwe Ne 25) Ha OCHOBaHME HOMEHKIATYD AN CTPYKTYPHBIX
nozpasnenexu# (mpunoxenue Ne 26).

OpraHmsaiyy —  HCTOYHHKH  KOMIUIEKTOBaHHS  TOCYJApPCTBEHHEBIX
(MyHULMNATBHEIX) ADXHBOB ONHH pa3 B 5 IET'? COMTaCOBEIBAIOT HOMEHKIATYpY Hel
¢ [IOK (3K) opranuzalyuy 1 NpeACTaBIIIOT €€ Ha COTJIaCOBaHME COOTBETCTBYIOMUX
OIIK unM  rocydapCTBEHHOTO  (MYHMLWIANBHOIO)  apXWBa,  COTJIACHO
IIPENOCTABJIEHHEIM MY ITOTHOMOYMAM.

Opragu3zanuy, B HESTENEHOCTH KOTOPHIX HE CO3HAIOTCA  JOKYMEHTHI
ApxusHoro ¢orma Poccuiickoi ®@epmepanuu, yTBEpXIAIOT HOMEHKIATYpPY HEN
CaMOCTOATENIBHO.

4.19. 3axoHYEHHBIE JETONPOM3BOACTBOM Jiela IIOCTOSHHOIO H BpPeMEHHEIX
(cBrme 10 meT) CpOKOB XpaHeHMd, B TOM YHCJIe IIO NMYHOMY COCTaBy, IOcie
OKOHYaHMS  KaJeHJapHOro Trofa, B KOTOPOM OHM OBUIM  3aBENEHEH,
TOATOTABIKBAIOTCSA K [IEpefiaue B aDXUB OpraHu3alliy U IoJIexaT 0QOPMICHHIO K

OITHCaHHIO.

2 B cryyae v3MeHeHHs (QyHKUMIA W CTPYKTYPbl OpTaHH3aLkH HOMEHKNATYpa AEA MOMJIENHT MePecoCTaBIeHMIO,
COCJIACOBAHUIO M YTBEPKAEHUIO.
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B 33BHCHMOCTH OT CPOKOB XpaHEHHS MPOBOAUTCS MONHOE MUK YACTHUHOE
odopmnenue pen. ITonHoMy obopMiIeHMIO THoANeXaT Aela IIOCTOAHHOTO H
BpeMeHHBIX (CBbIe 10 JeT) cpoKoB XpaHEHHs | O IMYHOMY COCT2BY.

Odopmnenue fen Ha GyMaxXHOM HOCHTENE IPELYCMATPUBAET:

MOAIIABKY WM IEPEeNJeT HOKYMEHTOB nena (HehopMaTrHBIE TOKYMEHTHI
XPaHATCS B 3aKPBITHIX TBEPABIX [TAIIKAX MIH B KOpoOKax);

HYMepaIHIO JTHUCTOB JIela;

COCTaBJICHHE JINCTa-3aBepuTens fena (mpuioxerue Ne 8);

COCTaBJICHHE, BHYTPEHHEH ONICH HOKyMEHTOB Jiela (mprioxerue Ne 27);

otopmienue 0610k nena (mpuioxenue Ne 28).

ITonroToBKa 3NEKTPOHHBIX Jeld IUIA Nepefiayd B apXdB OpraHH3aluH
NpEXYyCMaTpPUMBaeT COCTAaBJICHHE OIUCH ONEKTPOHHHIX  Jel, LOKYMEHTOB
(mpunoxernns Ne Ne 17, 18).

4.20. B nmesio moMewaoTcs JOKYMEHTEI, KOTOpPBIE [I0 CBOEMY COIEPIKAHUIO
COOTBETCTBYIOT 3aroNIOBKY Jejia, IpH 3TOM 3alpelllaeTcs IpyNIUpOBaTh B Iena
YepHOBEIE U [XyONeTHBlE OK3EMIUMAPH! AOKYMEHTOB, a TaKXe JOKYMEHTHI,
HOMIEeXAINye BO3BPATY.

Ipu bopMupoBanuy Kesna HeoGXoaUMO COOIIOAATE CEAYIOLIHe TPeOOBaHUS:

JOKYMEHTHI HOCTOSHHOTO M BPEMEHHOTO XpaHeHHS HeobXOmXuMo
TPYNIHAPOBAThH B OTAEILHbIE [IENa;

BKIIIOYATH B JIENO 110 OJHOMY 3K3EMIULIPY KaXJOro OKYMEHTa;

TPYHIHPOBATh B JIeJI0 IOKYMEHTH! OHOro KaleHAApHOTO rofia; HCKII0YeHHE
COCTAaBIIOT: IIepeXoidIe nena; cyneOHBle IeNa; JWYHBIE JeNa, KOTOphIE
(bopMHpPYIOTCS B TeUEHHE BCETO NepHOLa paboTH NHIa B OpraHW3aliH; JOKYMEHTH
BHIOOPHEIX OpPraHOB ¥ HX TOCTOSHHBIX KOMHCCHH, JENMyTaTCKUX IPYII, KOTOPEIE
IPYTIIAPYIOTCS 32 TEPHOA CO3bIBA; JOKYMEHTH 00pa30BaTeNBHBIX OpraHM3allwi,
KOTOpEIe GOPMUPYIOTCS 32 Y4eGHEI TOX; JOKYMEHTHI TeaTpOB, XapakTepu3yloImne
CLIEHHYECKYIO JEeATENbHOCTD, B IpeliefiaX TeaTpallbHOTO Ce30Ha; Jiena (HIBMOB,
pyKonuceid, iCTOpHUU Oose3HeH.

Ilpukasbl IO JWYHOMY COCTaBYy IOJDKHBI TPYNIHPOBATECA B Jela B
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COOTBETCTBUH C YCTAHOBJIEHHBIMH JUL HUX CPOKAMH XPaHEHHS,

JOKYMEHTEI B JIMUHEIX HENlaX PaciollaraioTcs B XpOHONOTMYECKOM MOPAIKe
10 Mepe MOCTYTINEHNUS;

JULeBble cdera Mo 3apabOTHOM mnnate pabOTHUKOB TPYNIMPYIOTCH B
oTHeNbHbIE ieNa ¥ PacoNaraloTces B HUX no andasury GaMunuil, UIMeH ¥ OTYECTB.

Jeno Ha 6ymMaxHOM HOCHTENE He TOIDKHO cofiepXaTh Gonee 250 nyucToB, pu
ToNIIMHe He Gonee 4 cM.

421. JlOKyMeHTHI, COCTaBisiOLme Jelo Ha OyMa)XKHOM HOCHTEIE,
TIOAIIMBAIOTCS Ha YETHIPe TpoKoa (Ha TpH IPoKona — AN MaloGOpMaTHEIX Hel) B
TBEPHYI0 OOJIOXKY HIH NIEPEIUICTAlOTCS C YYETOM BO3MOXHOCTH CBOOOTHOrO
YTeHHs BCEX JOKYMEHTOB, JaT, B3 M PE30NIOLMA Ha HHX, METaJUIMIECKHE
CKpETUIeHNS U3 JOKYMEHTOB YIANSIOTCS.

B nagane nena Ha GyMaxXHOM HOCHTeNe [P HEOOXOIMMOCTH TOALIMBAKTCA
JIMCTHl BHYTPEHHEH OINCH [OKYMEHTOB Jefla (mpunoxeHue Ne 27), B KOHIE
KaXJIoro [iena — IUCT-3aBepUTeNb Jefa (Tpraoxenve Ne 8).

4.22. B menax obeciedeHus COXPaHHOCTH W 3aKpEIUIEHHS IODSIKA
PacIoNOXEH s JOKYMEHTOB, BKITIOUEHHBIX B IeI0 Ha OyMajkHOM HOCHTEJIe, BCE €T
THCTHL (KpOME JIHCTa-3aBEpUTENs JieNa W BHYTPEHHEW OIHCH) HYMEPYIOTCS B
BAJOBOM IOpsJKe apabCKuMu UM(ppamy, KOTOpblEe IPOCTABIAIOTCA B IPaBoM
BEPXHEM YTy JMCTAa LOKyMEHTa IIPOCTBIM TIpadMTHBIM KapaHIAIOM KU
HyMepaTopoM. YHOTpeOlieHye UepHWN ¥ IBETHEIX KApaHZAIUeH I HyMepaluu
JIECTOB 3ampernaercs. JINCTH BHYTpeHHEH OMUCH HOKyMEHTOB Jeila HyMEPYHOTCH
OTHENBHO.

JIuCTEI Kel, COCTOAIIMX U3 HECKONBKHX TOMOB MM 4acTel, HyMepyIoTCs 110
KaXZOMY TOMY HJIM 9aCTX OTAEIBHO.

Pororpaduu, 4epTexH, [UarpaMMEI i APYTHE WITOCTPaTHBHbIE TOKYMEHTS,
IIpefCTaBIAIOIIME CaMOCTOATENEHEI JINCT B Aejle, HyMepyloTcs Ha oGOpoTHOM
CTOPOHE B JIEBOM BEPXHEM YTIIy.

CroxeHHBI JHUCT Pa3BOpauyUBaeTCs ¥ HyMepyeTcs B IPaBOM BEPXHEM YyTIIy.

Tlpu sTom nmct sroboro Gopmara, HOAUIKTEIH 33 OJIMH KpaH, HyMepyeTCa KaK OfIHH
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JIMCT; JIHCT, CIOXEHHBIM M HOJIIMTHIM 3a CepefuHy, IOMJIEXHT IEpEeIInuBKe U
HyMepyeTcs KaK OfUH JIHCT.

JImeT ¢ Harmyxo HakJeeHHBIMH JOKyMEHTaMH (BBIpE3KaM¥, BBIITHCKAMH,
¢oTorpathiIMu) HyMepyeTcs Kak OfMH JIUCT. ECI K JOKyMEHTY TOJKIIESHBI OJIHIM
KpaeM Ipyrde AOKYMEHTH (BBIpE3KM, BCTABKM TEKCTa, IIEPEBOJIBI), TO KaM(HBIi
IOKYMEHT HyMepyeTcs OTHENBHO.

TlommmTeie B [eN0 KOHBEPTHI C BIOXKEHHSIMU HYMEpPYIOTCS; IIPH 3TOM
BHadaje HyMepyeTcs KOHBEPT, a 3aTeM OYepPENHEIM HOMEPOM KaX[I0e BIIOXEHHE B
KOHBEpTe.

TlogmuTeie B HeNO NOKYMEHTH C COOCTBEHHOHM HyMepalel IHMCTOB
(prrogas nedaTHBIe M3NaHWS) MOTYT HYMepoBaThCi B 0OINeM IIOpAAKe HIH
COXpaHATh COOCTBEHHYIO HyMEpaLHIO, €CII¥ OHA COOTBETCTBYET IIOPSANAKOBOMY pac-
TIOJIOXKEHHIO IACTOB B Jelle.

B cnyyasx obHapyxenus Goxpmroro uncna omubOK B HyMEpAlHH JTHCTOB
Zena IpOBOXKTCS nepeHyMepanud. [ Ipu Hamwamuy oTAeNbHEIX OHG0K B HyMepaluy
JIUCTOB JieNla NOIyCKaeTcs yrnoTpeGieHne TMTEPHEIX HOMEPOB THCTOB.

4.23. Jlucr-3aBeputens nena (npuioxerue Ne 8) coctaBiieTcs Ha OTHENBHOM
JIMCTE, B KapTOTeKaX — Ha OTIOENbHOM fucTe popmara kapTouku. JIucT-3aBepuTens
Jlerla OATUCHIBAETCS €r0 COCTaBUTeNeM. Bee mocneqyrommue H3MeHEHHS B COCTABE
1 COCTOSIHMY Jiena (IIOBpeXOEeHU, 3aMeHA IIOIIMHHEIX JOKYMEHTOB) OTMEYai0TCs B
JIACTE-3aBEpUTENIE CO CCHIIKOM HA COOTBETCTBYFOIIMH axKT.

3ampemaercst BRIHOCHTE JIMCT-32BEPHTENs Ha OONOXKY Lena WIM HHCTBIH
000pOT JIUCTA II0CIe[HEr0 JOKyMeHTa, ECIi elio IOAIMTO HIlH NepeIieTe o Oe3
6aHKa JHCTa-3aBEPUTENS], OH JLOJDKEH OBITh HaKJIeeH 3a BePXHIOK JacTh JIMCTA Ha
BHYTPEHHIOIO CTOPOHY OOJIOXKKY B KOHIIE Hela.

4.24. Ha obnoxxe Oen HOCTOSHHOTO XpaHEHWs IpelyCMaTpUBACTCS MECTO
[7IS HAMEHOBaHKA TOCYAPCTBEHHOr0 (MyHHIUTIANLHOTO0) apXKBa, B KOTOPHIA Aena
oprauuzamyy OynyT npuHsTE (mpunoxenue Ne 28). Tlpu odopminenun o6moxKH
IeNa HayMEHOBaHWE OpraHW3allM YKa3bIBAaeTCs IIONHOCTBIO, B MMEHUTENEHOM

nagexe. I[lonHOe HauMeHOBAaHHWE BEBIILECTOAINIEH OpraHA3alny yKasbIBacTCS Hal
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HaUMEHOBAHMEM OpraHM3alMM - HCTOYHMKA KOMIUICKTOBaHHA (Talkke B
WMEHHUTENIbHOM Dafexe). Ecmu opramusaiyis WNM BBHIIECTOAMIAS OpraHH3aLyd
UMEIOT COKpalleHHblE HalMEHOBaHWs, TO OHM YKa3bIBalOTCS B CKoOKax mocie
[TOJTHOTO HaWMEHOBaHUS.

Ilpy  wu3MeHeHWHM  HaWMEHOBaHMS  OpraHM3alMH  (CTPYKTYpHOTO
TIOApa3IesieH ) B TEUEHHE NIepUOia, OXBaTEIBAEMOTO HOKYMEHTAaMH AeNia, WlH IpH
mepefade fAela B OPYTYI0 OpraHM3aliuio (CTPyKTYpHOe IOnpasfefieHue), Ha
OONIOXKe [ena JNONKCHIBAeTCS HOBOE HAMMEHOBAaHHE 3TOM OpraHM3alvH N
OpraHu3alMH-IIpaBoOIpeeMHNKa (CTPYKTYPHOrO HOJpasfCHEHMI), a IpexHee
3aKJII09aeTCs B CKOOKYL.

4.25. Ha 06110XKe nena yKa3bIBatOTCA:

HalMEHOBaHUE OPraHU3aIlHY U e HeOCPENCTBEHHAs TOTIUHEHHOCTD;

HaMMeHOBaHMeE CTPYKTYPHOIO IIOAPa3eIeHNA,

HHIEKC fena,

HoMep ToMa (YacTH);

3aroJIOBOK Aela (ToMa, YacTH);

KpalHue naThl fena (ToMa, HacTH);

KONM4YECTBO JIUCTOB B Aele (TOMe, YacTH);

CPOK XpaHEeHH 1ena;

apXWBHEIN mudp fena.

4.26. 3aronoBoK [ena Ha GyMaXHOM HOCHTEJIE M 3ar0JI0BOK 3JIEKTPOHHOTO
Jefla TepeHOoCATCs Ha 00N0oXKY fena (3NMEKTPOHHOTO [eNa) U3 HOMEHKIATYpBI Jen
OpraHM3aMy. 3aroloBOK IOMKEH COOTBETCTBOBATH COIEPKAHMIO NOKYMEHTOB B
nerne.

B Tex ciydasx, KOTHa Ael0 COCTOHMT U3 HECKONbKHMX TOMOB (JacTel), Ha 00-
JOXKY Xaxgoro toma (4acTd) BEIHOCHTCS OOIuif 3arojioBOK [ena, a IpH
HeoOXOIMMOCTH - 3aT0JI0BOK K&XXZOro ToMa (YacTH).

B sarosnoBkax men, COAEpXAalMX KOIMY JOKYMEHTOB, YKa3bIBacTCs Ha
KomuuecTBO kommi. IJOIIMHHOCT, [JOKYMEHTOB [ena B 3arQJIOBKE He

OoroBapHuBaeTCs.
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4.27. [lena, BHeceHHBIe B TOJIOBBIE Pa3[eNsl CBOMHBIX OUceH, mudpyoTcs
IOCNE  YTBEPXKIEHMA/COTNacoBaHUsS TOROBOTO pasjena cBouuod omumcu IIIK
APXUBHOTO YUPEXAEHUS U YTBEPXKACHUS PyKOBONWTENEM OpraHu3aiuy (o 3Toro
ApXUBHEIH [Hdp POCTABILETCS KapaHIalom).

428. Ha obnoxke mena ykaswBaeTcs nara geia — rou(sl) 3aBeleHHS H
OKOH4YaHM JieNla B 1eIOIPOU3BO/ICTBE.

Eciu B fgeno BKIrOYeHb! NOKYMEHTH (HalpuMep, IPHIOXKEHMA), HaTa
KOTOPBIX HE COBIANAET C AATOM Jeiia, TO NOA NATOH ¢ HOBOM CTPOUKH JAenaercs 06
9TOM 3aNHKCH: «B Hene UMeroTCs JOKYMEHTE 34 ... TOA(BI)».

Jata fena MOXeT He yKa3bIBaThCsl TOJBKO Ha 00NOXKKaX €N, CONepXallnx
FOJOBEIE IUIAHBI M OTHYETHl U JPYTHe JOKYMEHTHI, AATHl KOTOPBIX OTPAXAKTCS B
3aroIOBKaX Hell.

Hatoif men, comepxaliux paclOpSOUTENBHYI0, TBOPYECKYI) H HHYIO
JAOKyMEHTaIuiO (HDOKMambl, NHUCHMa, CTCHOIPaMMEI), IS KOTOpOM TOuHad
JaTHPOBKA MMEET BaXKHOE 3Ha4YeHHe, a TAKKE NI Jesl, COCTOSIIMX H3 HECKOJIbKIX
TOMOB (4acTeif), SIBISIOTCS AaTh! (4UCII0, MECAL], FOX) perHCTpauyy (COCTABIEH!S,
TIOCTYTINEHMS) CAaMOTO PaHHEro M Ca4MOTO ITO3NHETO NOKYMEHTOB, BKIIOYEHHEIX B
Zeno (KpalHue [aTel fel, JOKYMEHTOB).

JlaTolf pema, cozmepXaiiero IPOTOKONE 3acefaHui, SBJITIOTCS JHaThl
yTBepXIeHHs (eClM OHM YTBEPKAAIOTCA) HIM JATHl IIEPBOTO H IOCIEXHETO
TIPOTOKOJA, COCTABJIAIOIKX HENIO.

Jato#l muaHOTO jena SBIAIOTCS JaThl IOMNMCAHUS IIPUKa30B O IpHEMe H
YBONBHEHUH JIHIA, Ha KOTOPOE OHO 3aBeJIEHO.

IIpm ofosmavennn AaThl JOKyMEHTa CHAYajia YKasbIBaeTCS UWCIO, 3aTeM
Mecsn ¥ rog. Yuco u rog obozHayaroTes apabckuMu LydpamMy, HasBaHHe MeciAlla
— CIIOBOM.

Ecnu maTa moxymeHTa wiM OTAENBHBIE €€ SIEMEHTH! OIPENeNIIOTC IpH-
OnM3UTENbHO, Ha OCHOBAaHHM AHAIM3a CONEPXKAaHMS NOKYMEHTa, TO JaTa WX
OTHENBHEIE ee OJIEMEeHTH, He abCONIOTHO [OCTOBEpHBIE, 3aKIIOYAIOTCH B

KBaJpaTHEIE CKOOKH.
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4.29. Obs3aTenbHEIME PEKBH3UTAaMU OONOXKY JieNa SABISIOTCI yKa3aHHe
KOJIMYeCTBA JHCTOB B fele'’ (IIpoCTaBiifeTcs Ha OCHOBAHMM JIMCTa-3aBEPUTENS
Iena) ¥ CPOK XpaHeHWs Jena (Ha Jenax IOCTOSHHOTO XpaHEHMsS MNMINETC:
«XpaHHTH ITOCTOSHHOY).

4.30. ins yueta JOKyMEHTOB OIPEIENCHHBIX KaTeropuil ien Ha OyMaxHOM
HocuTene (Nu4HBIe, cyneOGHBIE Jeja, MaTepHaibl YrOJNOBHBIX Iel, Jena O
TIPHCYXICHUH yUeHbIX CTeTIeHell i IPUCBOCHUH YICHBIX 3BaHHUH, [leNa, CBI3aHHEIe
¢ BbayeH aBTOPCKMX CBHUIETENBCTB ¥ IATEHTHHIX W300peTEeHMH) coCTaBILieTCH
BHYTPEHHAS ONHUCH HOKYMEHTOB JeNa.

Ecnu peno va 6ymMakHOM HOCHTeNe TepeIlIeTeHo Wik ToAmmTo Oe3 Onanka
BHYTpPEHHEH ONHCH NOKYMEHTOB, TO COCTaBJIEHHas II0 YCTAHOBJIEHHOHW Qopme
BHYTPEHHA OIIMCH [IO/IKIIENBAETCS K BHY TPEHHEH CTOPOHE THIIEBOM OBIOXKKHY JeNa.

VismeHeHHs cocTaBa HOKYMEHTOB fela (M3BATHS, BKIIOYEHHS JOKYMEHTOB,
3aMeHa JOKYMEHTOB KOIIMAME) oTpaxarotcs B rpade «[Ipumedanue» BHYTpeHHEH
OIIHCH CO CCHUTKAMH Ha COOTBETCTBYIOILIHE aKThl. IIpi HeoOX0AMMOCTH MOTYT OBITh
COCTaBJIEHE! HOBAsX UTOTOBAS 3aIMCh K BHYTPEHHEH OIIMCH U JIUCT-3aBEpUTEIE ENa.

4.31. Jlena nepenaroTcs B apXuB OPraHU3alME II0 OIHCIM, COCTABICHHEIM B
CTPYKTYPHBIX HOJpa3fieNIeHHsX.

Omucu men CTPyKTYpHEIX OApasfelleHui COCTABIMIOTCS 10 YCTaHOBIEHHOMN
dopme (mpunoxenue Ne 23, 24) B ABYX 3K3EMILIAPAX U IIPEICTABISIOTCS B APXUB
OpraHM3al¥ He II03[HEe dYeM depe3 OOWH ToJ I[IOCHe 3aBeplleHus el B
JIeNOTIPOU3BOACTBE.

Ommcn COCTAaBNSIOTCS OTJENBHO Ha [ella IIOCTOSHHOIO XpaHEHMs; Hena
BpeMeHHHIX (CBHIE 10 JIeT) CPOKOB XpaHEeH!d, B TOM YHCNE 10 TAYHOMY COCTARY,
H JieNa, COCTOSAIINE U3 JOKYMEHTOB, XapaKTepHbIX TONBKO IS JaHHOH OpraHM3aIliy
(cyneGHble, crencTBEeHHEIE Oe€la, HAYYHEIE OTUETE [0 TeMam). OTHeNbHbIE OITUCH
COCTAaBIIAIOTCS Ha ERUHUIBI XpaHEHWS 3NEKTPOHHBIX NOKYMEHTOB HOCTOSHHOIO
XpaHeH!s; BpeMeHHEIX (cBBIe 10 neT) CpOKOB XpaHEHHUs, B TOM YHCIIE II0 THIHOMY

cocTaBy.

13 Mna nen Ha 6ymMaxHOM HOCHTeNE.
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432. Jlpm COCTaBNEHHMH ONUCH [AEN CTPYKTYPHOIO TOApa3feNeHus
cobJIFOIATOTCS CleyroIue TpeOoBaHys:

3aroNOBKY Jie]l BHOCATCS B OIMCh B COOTBETCTBUM C IIPHHATOH CXEMOH
CHCTeMaTH3al} Ha OCHOBE HOMEHKIIATYPSI 1€l

Ka)XHoe Heno BHOCHUTCS B OIUCH NOJ MOPAOKOBBHIM HOMepoM (ecny Jemno
COCTOHT ¥3 HECKOIBLKMX TOMOB WX YacTeH, TO KaXKABIA TOM MIIH 4acTh BHOCATCS B
OIIKCH ITIOZ NOPSAKOBEIM HOMEPOM);

rpadbl OIMCH 3alONHAIOTCS B TOYHOM COOTBETCTBHH CO CBEJEHHSIMH,
KOTOpHIE BEIHECEHE! Ha O0JIOXKY Hena;

rpada onucu «IIpuMedaHHMe» WCIIONB3YETCS ANA OTMETOK O IpHeMe Zel,
0coBeHHOCTAX (GH3MYECKOro COCTOSHHS, O Mepefade el APYTHM CTPYKTYpPHBHIM
TIOAPa3/IEIEHISAM CO CCBUIKOH Ha HEOOXOMAMEIH aKT, O HAMYAA KOIHH.

B xoHIe onucu Bclie] 3a NOCNEOHEH ONMCATENFHOM CTAThEH 3aIOJIHAETC
WTOTOBas 3alKCh, B KOTOPOX yKa3bBaloTCs (LMbpaMH X IPONKUCEHI0) KOIMYECTBO
Ien, NepBHIA ¥ NOCICIHHM HOMepa JeN IO OIIHCH e, a TaxKe OrOBapHBaOTCS
OCOOEHHOCTH HyMepalMd el B OIMCH (HaiWdyue JIMTEPHBIX U NPOINYLIEHHBIX
HOMEpOB).

Tlepen BHeceHmeM 3aroJiOBKOB feN B ONWCH [POBEPSIOTCA KauyeCTBO
popmupoBaHus ¥ OPOPMIIEHHS Aej, COOTBETCTBHE KOJHYECTBa Jel, BHOCUMELIX B
OITKCH, KOJIMUECTBY 3aBEEHHBIX JeN 110 HOMEHKIIATYpPE el OpraHu3aliy.

Ilpu mpocmoTpe men IpOBEpSIOTCA: COOTBETCTBHE 3ar0JIOBKA HeNa COmep-
XaHHIO JOKYMEHTOB B Jelle; NPaBUIbHOCTh OQOPMIICHHUS M IPYNIIHPOBKH HOKY-
MEHTOB, BKJIIOYECHHBIX B [OENI0; KaueCTBO IIONIIMBKY WIM Iiepeliera Aena; Ipa-
BUIBHOCTH HyMepalH JIACTOB Jelia; HaIudue B ejle, B HeOOXOMUMBIX CIydasX,
BHYTpEHHEH ONMCH [ela M I[paBWIBHOCTH €€ COCTaBIEHHS; IPaBUILHOCTh
odopMiIeHust OOIOKKY fefla; Haliduie ¥ [PAaBUIBHOCT IMCTa-3aBepHTeld Aena. B
ciyyae OOHADYXEHHS HABPYIIEHHS YCTAHOBIEHHBIX IpaBui (OPMHUPOBaHMWA H
0bOpMIEHHNS e OHU KOIKHEI OBITh YCTPAHEHB.

B ciiyuae oOHapyXeHHs OTCYTCTBUS A€, YUCIIAIMXCS 110 HOMEHKIIATYpE Hen

OpraHu3alyy, CTPYKTYPHBEIM IIOApa3fieIeHAeM MPHUHUMAXOTCA MEPEI II0 PO3BICKY.
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O6napyxeHHble Aefa BKIIOYAlOTCA B ONMCh. ECHM NpHHATHIE MepBl HE Hailu
pe3ylbTaToB, TO Ha HeoOHapykeHHBIE Jela COCTaBIieTcd akT of yrpare
JIOKYMEHTOB, KOTOpHIH  THONIMCHIBAETCS  PyKOBOAMTENEM  CTPYKTYPHOIO
[TOA{pa3eNeHus U NepeJaeTcs BMECTE ¢ ONUCHIO [Nl CTPYKTYPHOTO OApa3eIeHHs
B apxuB opranusauuu (rpunoxerve Ne 6).

4.33. Ilepenaya men B apxWB OpraHM3alldH OCYINECTBIAETCS MO Ipaduxy,
COTJIACOBaHHOMY C DYKOBOAHMTENAMY CTPYKTYPHBIX [O/pa3fe/eHuH, IepeIaroinx
JIOKYMEHTHI B apXUB, H YTBEPXIEHHOMY PYKOBOIUTEIEM OpTraHu3alliH.

B mepuoa mORroToBKM el Ha OyMaXXHOM HOCHTENe CTPYKTYPHBIM
IofpasfeNeHueM K Iepelaye B apXHB OpraHH3allid COTPYHHHKOM apXWBa
[IPOBEPAETCH NPABUABHOCTE UX opMupoBaHus, OQOPMIEHMS K COOTBEICTBHE
KONMYECTBA LEN, BKIIOYEHHEIX B OIMCH, KOJIHYECTBY A€M, CHOPMHUPOBAHHEIX B
COOTBETCTBHY C HOMEHKIATypoll JeNl OpraHusalud. Bce BHIBIEHHBIE IIpH
[IpOBEpKE HENOCTaTK¥ B (QOPMHPOBAHMM ¥ OGOpMIEHMH Jen paGOTHHKH
CTPYKTYPHOT'O TIOZpa3fiesieHus 00s3aHbl yCTPAHHT.

Ipuem-niepenada Jen B apX#B OpPraHH3aliUH IIPOM3BOIUTCS PaGOTHHKOM
apXvBa OpraHW3allMH B IPUCYTCTBHM pabOTHMKA CTPYKTYPHOIO lIopa3neneHus. Ha
9K3eMIUIApax OMKMCH Jel, HOKYMEHTOB IIPOCTABISETCA OTMETKA O HalKYMK feja. B
KOHIIE KaX[OTO 3K3€MIIApa ONKCH YKa3BIBAIOTCA ILHMAPaMd Y IIPOIKCEIO
KOJIMYEeCTBO (aKTHIECKH HPUHSTEIX B apXUB [ell, HOMEpa OTCYTCTBYIOLIMX AEN,
[iaTa npueMa-Tiepeiady e, a TaloKe IOANKCH XA, OTBETCTBEHHOIO 38 apXuB, U
Mg, IepefaBIIero aena.

4.34, Tlepepmaya 3IEKTPOHHBIX JOKYMEHTOB B apXHB OpraHHM3alluy
TIPOM3BOJIATCS Ha OCHOBAHKY OIHCe SIEKTPOHHEIX A€, AOKYMEHTOB CTPYKTYPHBIX
HoApa3feneHui o MEhOPMALMOHHO-TEIEKOMMYHHKAIMOHHOH CeTH (IIpH HaIUIHMH
B apxXuBe OpraHu3anud KHOOPMALMOHHOM CHCTEME) MIM Ha GHU3HYecKH
000CO6NEHEEIX MaTepHalbHEIX HOCHTENSX, KOTOphle MNpeJCTaBISIOTCS B JABYX
HISHTHYHBIX 3K3EMILIIPaX.

Ilpu nepenmade SNEKTPOHHBIX HOKYMEHTOB B apXUB OpraHM3alLUH

BEITIONHAIOTCA CIEAYIOUIAEe OCHOBHBIE ITPOLEAYPHI pa6o‘rr,1 C JOKYMEHTAMHU:
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dopMupoBanre B HHOOPMAUOHHONA CuCTEME OPTaHU3allMK 3/EKTPOHHbIX
JieT, SBISIONIAXCS COBOKYITHOCTBIO KOHTEHHEPOB 3/I€KTPOHHEIX MOKYMEHTOB HIH
KOHTEHHEPOM 3IEKTPOHHOTO NOKYMEHTA, COAEPXKallM KOHTEHT M METallaHHbIe
3NEKTPOHHOTO JOKYMEHTA, (haiiinbl 31eKTPOHHBIX OATNCEN 1 BU3YATH3UPOBAHHYIO
KOIIHIO TEKCTOBOTO IEKTPOHHOTO NOKyMenTa B popmate PDF/A;

dopMHpOBaHKe ONMCH OIEKTPOHHBIX e, NOKYMEHTOB CTPYKTYPHOTO
TIOAPa3oeIeHus;

TIPOBEpKa apXHMBOM OpPraHW3aLlMH JJIEKTPOHHBIX NOKYMEHTOB Ha HalHuHe
BPEIOHOCHBIX KOMITBIOTEPHEIX IIPOTPaMM;

ITPOBEPKa BOCIIPOM3BOAMMOCTH 3/EKTPOHHEIX JOKYMEHTOB;

IpoBepka (GU3HYECKOro X TEXHHWIECKOTO COCTOSHHA HocuTened (mpu
nepeniadye JNEKTPOHHBIX JIOKYMEHTOB B apXWB OpraHM3allMd Ha (U3MYECKH
060COOTIEHHBIX MaTepHATLHEIX HOCHTENSX);

NpOBEPKA IIOMJHHHOCTH 3JIEKTPOHHOM ITOANHKCH, KOTOPOH NOAUHCAH
3TEKTPOHHBIA JOKYMEHT.

IlpreM  2JIEKTPOHHBIX  [NOKYMEHTOB B apXHB OpraHM3alldd IO
HHQOPMAIIHOHHO-TENEKOMMYHUKALMOHHOM CeTH (UpU HalWYM{d B  apXuBe
OpraHu3alMy WH(OPMAIMOHHON CHCTEMB) WIM Ha (U3HYECKH OGOCOOIEHHEIX
HOCHTENNX OGOpPMIILETCS COCTAaBIEHHEM HTOTOBOM 3alMCH B KOHILIE OIKCH
3NEKTPOHHEIX AN, NOKYMEHTOB, B KOTOpO# IudpaMy ¥ MPOUKCHIO YKa3bIBAaeTCA
KOJIMYECTBO (PaKTHUECKH MPHHSTHIX B ApPXHUB 3NEKTPOHHEIX JEN H 3JIEKTPOHHBIX
JIOKyMeHTOB. YITorosas 3anucek HOATBEPIKAACTCS IIOALACIMY COTPYNHIKA apXiBa U
COTpYAHWKA CTPYKTYPHOT'O NOApa3sjeleHHs, IepelaBiiero 3NeKTPOHHEE Jiena U
JoKyMeHTEL. IIpy npHeMe Ha apXHMBHOE XpaHEHHe 3IEKTPOBHEIE Jella 3aBepsIOTCs
3JIEKTPOHHOK IOJIKCEI0 PyKOBOJUTENS OpraHU3alMy, HIM YIOJIHOMOYEHHOTO HM
JIOIDKHOCTHOTO JIMITA.

ITlocne mpmema B apxwWB OSIEKTPOHHBIX HOKYMEHTOB Ha (H3MYECKH
060COONEHHEIX MaTepHANBHEIX HOCHTENSIX BKIANBIIIYM, NOMEIICHHE B QyTap
eIMHHMIBI XPaHEHHS B CTPYKTYPHOM NOMpA3fieNCHUH, 3aMEHAIOTCS Ha BKJIAJBILIH,

o(hOpMIIEHHEIE B apXUBe.
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Ha sxnaneiue, moMemaeMoM B GyTIAp eNHHULBI XPAHEHHS, 0HOPMIISEMOM
B apXUBE, YKa3bIBACTCA:

HaMMEHOBaHNe OpraHusanyy ([OMHOe, COKPaIIEeHHOE);

HOMeEp ¢oHIa;

HOMEp ONKCH 3NEKTPOHHHIX [EN, ZOKYMEHTOB;

HOMeD iefa MO OIHCH;

OTMETKa O CTaTyce D3K3eMiuigpa 3JIEKTPOHHBEIX HOOKYMEHTOB!: «Ocu.»

(ocHoBHO#M) nin «Pab.» (paboynii);

KpaiiHHe JaThl ZOKYMEHTOB 3JIEKTPOHHOIO Jiena;

OpH  HeoOXOOUMOCTH OQOpPMISIOTCS  JIOTIONHHMTENLHEE OTMETKH 06

OTpaHW4€eHUH KOCTYIa K JOKYMEHTaM.

Bxnmageinm — moMemaercs B Qymiap  Qusudeckn  060coGneHHOro
MaTepHaIbHOT0 HOCHUTENS TAKHMM 00pa3oM, 4To0bl HAMIKMCH Ha HeM ObUIM BUIHEI

TIpH 3aKphITOM dyTispe.

V. OPTAHU3AIVS UCTIOJIL30BAHNIS NOKYMEHTOB APXUBHOIO
®OHJIA POCCUMCKON OENEPALTVN U IPYTVIX APXVBHBIX
JJOKYMEHTOB OPTAHU3 ALV

5.1. ApXuB OprasM3aiyy JODKEH IPENOCTABIATE NOJIB30BATENI0 JOKYMEHTHI
ApxusHoro dorna Poccuiickolt ®enepanvu ¥ Jpyrue apXWBHbIE TOKYMEHTEHI, a
TaKXKe CIIPaBOYHO-TIOMCKOBEIE CPEACTBA K HUM.

5.2. JocTynl K IOKYMEHTaM MOXeT ObIThb OrpaHi4eH B COOTBETCTBHH C
3aKOHOJATeNbCTBOM Poccuiickoit @eneparuu, a Talke B COOTBETCTBUH C
PacuopsKEHHEM CcOOCTBEHHHKA M BJIaf€nbla apXWBHBIX HJOKYMEHTOB,
HaXoJIAIMXCs B 4acTHOR coBcTBenHocTH 4.

5.3. Tlonp3oBaTeny Ipy HCIONB30BaHKUY NOKYMEHTOB apXyBa OpraHH3aIliu

00s13aHEI OeNaTh CCBUIKK Ha MECTO XpaHeHUs NOKYMEHTOB.

4 Ugerp 1 cTaThy 25 DenepansHoro 3akoHa ot 22 okTabps 2004 r. Ne 125-®3 «O6 apxusHom nene B Poceuitckoit
denepauuu».
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54. CocraB HCA apxuBa opraHusanmumy ONpENENIETCs COCTaBOM K
COfiEpXKaHVEM XpaHALIKXCS B HeM JOKYMEHTOB, XapaKTepoM K 3a{a4aMM IIOUCKa K
HMHTEHCUBHOCTBIO MCIIONIB30BaHUS JOKYMEHTOB.

OcHoBHEIM  (00s3aTenbHBIM) apXWMBHEIM  CHOPaBOYHMKOM B apXuBe
OprasM3alliiy SBIISETCS ONMUCH [eNi, JOKYMEHTOB. B [omnonHeHHe B apxuBe
OpraHM3ali¥ BEHYTCS BCIIOMOTaTeNbHbBIE apPXWBHBIE CIIPaBOYHHKY - KaTaJorH,
yka3aTel, UCTOpHUecKas CIpaBka K GoHLY.

5.5. B nensx obecrieyeHns COXPaHHOCTH, CBOEBPEMEHHOT0 0T00pa 1 y4eTa 1
CHCTEMAaTH3aUHA [el, IOIeXKAIINX TTOCTOSHHOMY M BpeMeHHOMy (cBsuue 10 ner)
CPOKOB XPaHEHHS, B OPTaHU3aLMH COCTABIILIOTCS OIKCH Jell, AOKYMEHTOB.

OmnucH COCTaBIIOTCA OTAENBHO Ha Aela, JOKYMEHTHI:

TIOCTOSHHOT'O CPOKa XPaHEeHHUS,;

BpeMEHHBIX (cBBIIIe 10 JIeT) CPOKOB XpaHeHUs;

II0 JIMYHOMY COCTaBY;

XapaKTEpHEIE TOIBKO [T AaHHOH opranu3aluy (CynebGHbIe nena, MaTepHaisl
YTOJIOBHEIX [eJl, HayqHBIE OTUYETEI II0 TEMaM).

AHaJOru9HEIe OIUCH COCTABIIOTCS Ha 3JIEKTPOHHEIE lelia, JOKYMEHTHI.

CBozHEIE OIMCH [el, JOKYMEHTOB OpraHW3alldH COCTOAT W3 T'OLOBBIX
pa3fenoB, COCTaBIAEMEIX Ha OCHOBE NIepeaHHbIX B apXHUB OpraHM3alliy OIIvceif nel
€€ CTPYKTYPHBIX IOpa3/ieieH i 3a OLpeeICHHBIE FOJIB], ¥ CHCTEMATH3HPOBaHHBIX
B Ipelenax KaxIOro roja B COOTBEICTBHH C YTBEPXIEHHOH CTPYKTYypOH
OpraHu3alliy Ha 3TOT ToJ.

Omucu nem, LOKYMEHTOB COCTaBISIOTCS IO YCTaHOBJIEHHOH dopme
(mpunoxxenmsa Ne 14, 15, 16, 17, 18) u cocToAT U3 OMHCATENBHEIX CTaTeH €OVHHUIL
XPaHEeHHs, HTOTOBOH 3aIIKCH, JINCTa-3aBEPHTENIS ¥ CIIPaBOYHOIO alliapaTa K OIHCH.

OmucarencHas CTarThsd ONMCH BIUIOYAET: IOPSAKOBBIM HOMEp €IHHHIBI
XpaHEHHS; MHIEKC EJUHHIBI XpaHeHHA (10 HOMEHKIAType JeN); 3ar0lOoBOK
e[MHALE] XpaHeHHUs, BIIOUAOIMH yKasaHWe Ha HATA9de KONMH, ecny B Hed
XPaHATCSA KOIHY HOKYMEHTOB; KpalHue JaThl €[UHUIILI XPAHEHHS; CPOK XPaHEHU

(mns omuced fHen, [OKYMEHTOB BPEMEHHOTO XPAaHEHHA); KOJMYECTBO IHCTOB B
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eHHWIIE XpaHeHHs. 3aroioBOK Jena MOXeT ObITh [OTOJNHEH aHHOTAlWEH
OT/JCNBHBIX JOKYMEHTOB (TPYIIBl JOKYMEHTOB) MHMIIEl XPAHEHHS.

B cmpaBo4HEIHM ammapaT K ONKCH BXOJAT: TUTYJIBHBIH JIHCT; CONEpXKaHUEe
(ormaBnenne); NpPEIUCIOBHE; CHOMCOK COKpPAamIEHWH; YyKa3aTelu K OITHCH
(nipenMeTHBIN, HMEHHOH, reorpaduiecKo).

CocraB CIpaBOYHOrO ammapara K ONMCH 3aBHCHT OT CPOKa XpaHEHWS
BKIIOYESHHEIX B HE€ JOKYMEHTOB ¥ UX BHIOB.

K onmcsam nen, JOKYMEHTOB IIOCTOSTHHOTO XPaHEHHA H IO JTUYHOMY COCTaBY
COCTAaBILAIOTCA TUTYJIBHEIA JIUCT, IPEAKMCIIOBHE, OTTIaBIeHHe, IPH He00X0AUMOCTH —
CITHCOK COKPAIEHNH, yKa3aTeNnH.

Ha TaTyneHOM §uHCTE OIMCH YKa3BIBAIOTCS: IIOJIHOE HaWMEHOBaHWE
rOCYJapCTBEHHOTO (MYHHUMIANBHOTO) apxuBa (€CIM OpraHW3auds SBISETCS
HCTOYHHKOM €0 KOMIUIEKTOBaHMs), [IOCIHEAHEe IIOJHOE HAWMEHOBAHHE
OpTaHM3alWH, COOTBETCTBYIOIIEE HA3BaHHIO €€ apxXWBHOTO (oHAa, HOMEp
apxuBHOTO GOH/JA, HOMEP W HA3BaHWE OIWCH, KpaifHue NaThl BHECEHHEIX B OIHCH
€IIMHHI] XPaHEHHS.

Ecnu HauMeHOBaHHE OpraHM3aliM¥ H3MEHJIOCh, Ha TUTYNBHOM JHCTE (B
clydae HEOOXOAHMOCTH — Ha J[ONONHUTENBHOM JIMCTE) 04 IIOCHEIHHM
Ha¥MEHOBAHMEM OpTaHM3alMH YKa3hBAIOTCA B CKoOXax Bce ef epeMMEHOBaHUS B
HCTOpUYeCKOX  (XpOHONOTHYECKOM)  IIOC/IENIOBATENBHOCTH  3a  IEPHOA,
COOTBETCTBYIOIIMH KpalHUM faTaM eQUHWI XPaHEHHUS, BKIIFOYCHHEIX B OIHCE.

B npeuCIOBHY K OTIHCH KPaTKO H3JIaraloTcs TepeMMEH0BaHNS OpraHu3alyy
B HCTOpHYECKOH (XpOHONOTHMYECKOH) ITOCNEOBAaTENEHOCTH 33  IEpHO[,
COOTBETCTBYIOINMH KpalHuM KaTaM eIUHMIl XpaHeHWd, BKIIOYEHHBIX B OIMCh.
IlpenucnoBre MOANMHMCHIBAETCS COCTABUTENEM C yKasaHHMEM NO/DKHOCTH M ATkl
COCTaBJIEHHA.

K omumcu nen, mokymeHTOB BpeMeHHoro (ceime 10 meT) xpaHeHMs, IpH
Heo6X0JMMOCTH Tak)Ke MOTYT COCTABIATHCA OrTaBIeH e, CIIMCOK COKPAIICHUH.

Omwcu (TonoBEIe pasfensl Omucel) Kel, FOKYMEHTOB COCTABIAIOTCH

MOCTOSHHOTO XpaHEHHUS — HE MEHee HUeM B YETBIPEX IK3EMIUIIpax: TpH Ha
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OyMaXHOM HOCHTelle ¥ OLWH — B 3NMEeKTpoHHOM BHAe (B KauecTBe paGouero
3K3EMILIIPA);

BpeMeHHOTO (cBbIIIe 10 JIeT) XpaHeHHs —~ He MeHee 4eM B ABYX 9K3€MIUIIpax;

IOKYMEHTOB [0 JIMYHOMY COCTaBy OpraHu3aluii — HCTOYHHKOB
KOMIITEKTOBAHUS IOCYJapCTBEHHBIX (MyHHIMTIANEHBIX) ApXUBOB — HE MEHEe YeM B
9eTHIPeX 3K3EMIULIpax: TpH Ha GyMaXHOM HOCHTelle, ONWH — B 3JIEKTPOHHOM BHACE
(B xagecTBe paboyuero 3K3eMILILpa);

JOKyMEHTOB [0 JHYHOMY COCTaBy OpTaHHM3alluif, He SBIIAIOLIMXCA
HCTOYHHMKaMH KOMIINIEKTOBAHHSA TOCYIaPCTBEHHBIX {MYHUUMIATBHEIX) apPXHBOB, —
He MEeHee 4eM B TPeX K3eMILIsIpaX.

Onucu (rof0BEIe pa3feisl ONUCeR) Ael, JOKYMEHTOB BpeMeHHOro (cBeie 10
neT) xpaHeHus cornacoBpiBatorcs ¢ LIDK (OK) oprasuzanuy, mocne bero
YTBEPXIAIOTCSA PYKOBOLUTENEM OpTraHU3aIHH.

Ha paccmotpenne DIIK npencTaBnsioTcs, He MeHee YeM depes 3 rofia mocne
3aBEpIIEHUS IENOIPOK3BOACTBOM Jell, BKIIOYEHHEIX B pasien:

OIIHCH (TOIOBEIE pa3leis! ONKCeH) e, JOKYMEHTOB IIOCTOSHHOTO XpaHeH!S
IUISA YTBEPIXKICHUS,

omucy (TOHOBEIE pa3meNbl omukcel) e, JOKYMEHTOB II0 JIUYHOMY COCTaBY
JUTSL COTJIacOBaHHUA >,

Tlocne ytBepxnenus (cormacoBaHms) omuceil (roZIOBBIX pazfienoB ormwceil)
OIIK oHM yTBEpPXAAKOTCS PYKOBOAUTENEM OpTraHU3alIHH.

B rocynapcTBeHHBIN (MyHULMIANLHEIR) apXHB NIepeJaloTcs TPH SK3eMILLIpa
OIMCH M) IIOCTOAHHOrO XpaHEHWs, ONWH 5K3EMIUISP OMMCH Jell IO JIMYHOMY
cocTaBy, YTBepxAeHHEIX (cornacosanublx) OIIK, a Taike 10 OLHOMY SK3EMILIAPY
KaXXTOH OIMCH B 3MEKTPOHHOM hopMe (B XadecTBe paboyuero 3k3eMILLIpa).

Onve 5K3eMINAp ONMMCH LeNl NMOCTOSHHOTO XpaHeHMs W HBa 3K3eMIUIApa
OTIMCH JieJ [0 TMYHOMY COCTaBYy OCTaI0TCS B OpraHu3alliy.

Brecenue u3MeHeHu B TOBOBO pa3fiesl ONUCH AN, JOKYMEHTOB NOCIIE €ro

'S Onucu pesi, DOKYMEHTOB 10 JMMHOMY COCTaBY COINACOBLIBAKOTCA COOTBETCTBYIOWHM [OCYLApCTBEHHBLIM
(MYHHLMIIANEHBIM) aDXUBOM COTACHO fIPEOCTABACHHBIM €MY MONTHOMOYUAM.
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yTBepxkaerus (cormacoBanus) OIIK JONyckaeTcs TONBKO HA OCHOBAHHMH
COOTBETCTBYIOIETO penrerus DITK.

5.6. Hcropudeckas crpaBka K QOHIY COCTOUT U3 TPEX PAa3NeNoB: HCTOPHA
doHnoobpasoBarelNs, OTPaXalOWas WCTOPHMIO OPraHM3alMH CO CCHLIKaMu Ha
COOTBETCTBYIOIIE 3aKOHONATENbHEIE W HOPMATUBHEIE aXTHI (HaTsl 00pa3oBaHu,
HeperMeBOBaHuS, PpeopraHu3aluHy, TUKBHIALHY, BEAOMCTBEHHYIO
[PHHAIIEXHOCTE, CTPYKTYPY # GYHKIMY, KX H3MEHEHHUs, Ha3BaHie OpTraHu3aliiy ~
NIpeNIecTBeHHIKa), HeTopus douna (06BeM, KpaliHue [aThl JOKYMEHTOB, CTENeHb
HX COXPaHHOCTH, Jarhl Ilepefadyd AOKYMEHTOB Ha IIOCTOSHHOE XPaHEHHE) H
XapaKTepUCTHKa HOKYMEHTOB GoHIa (pa3HOBUOHOCTH NOKYMEHTOB, 0COOEHHOCTH
(hOPMHPOBAHYS €LHHUI] XpaHEHUS U WX CHCTEMaTH3alWH, HAIUIHE HOKyMEHTOB,
BBIXOJAIIMX 38 XPOHOJOTMYECKHE TPAHHUIBLI [ESTENbHOCTH (OHL00Opa3oBaTens,
COCTaB CIIPaBOYHOIO anapara K GOHIY, MECTO XPAHEHHS JOKYMEHTOB IO THIHOMY
cocrasy).

Vcropudeckas cripaBka K OHZY COCTABISLETCS B IBYX SK3EMILIIPax, ONUH —
Xpagurca B Jene GoOHOa, BTOpoMf - Tepemaercs B TOCYZApCTBEHHBIA
(MYHULMNANEHEIA) apXUB.

5.7. OcuoBHEIMH GoOpMaMy MCIIONB30BAHMA  [OKYMEHTOB  apXuBa
OpraHu3al#HN BISHOTCH!

nHbOpManHoHHOoe obecredeHue pabOTHHKOB OpraHH3alliy;

WCIIONHEHKe 3allpOCOB IIONB30BaTeNel, B TOM YHUCIE 3allpOCOB TI'PaXIaH
COIUATBHO-TIPABOBOTO XapakTepa;

BBIfaYa JOKYMEHTOB ¥ [EN BO BPEMEHHOE [IOJB30BAHUE, IIPENOCTaBICHUE
KOIMH apXHBHEIX JOKYMEHTOB I10 3alpocaM II0Nb30BaTenei, B ToM 4rcie B hopme
3NIEKTPOHHBIX JOKYMEHTOB.

dopMaMy HCIOJB30BAHMS LOKYMEHTOB apXHBa OPTaHHM3AIHU SBIAIOTCA
TaKxKe:

WHGOPMUPOBaHME CTOPOHHWKX OpragM3alliii O HalWMYUM ¥ COAEPXKAHWH
HUMEFOLIUXCS B apXUBE JOKYMEHTOB;

KCIONB30BAHME JOKYMEHTOB B CPEACTBAX MacCOBOH HHGbOpMAIHH;
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KCIIOJIB30BaHKE JOKYMEHTOB I TTIOATOTOBKY MCTOPUKO-MHQOPMAIIMOHHEIX
MEpPONPUATHH: BEICTABOK, 9KCKYyPCUH, KOHQEepeHINH;

BBIl@9a JIOKYMEHTOB s paboThl B YMTaNbHOM (IPOCMOTPOBOM) 3anie
apxuvsa;

OpraHu3alys [OCTyNa paGOTHHKOB OpraHW3aldK K IOKYMEHTaM apXuBa
IIyTEM KCIIONIB30BaHMs HHGOPMAIMOHHO-TeIeKOMMYHHKAIMOHHON CeTH.

5.8. Apx¥B opraHu3aluy SOJDKEH BECTH y4eT UCIIONb30BaHUA JOKYMEHTOB, B
TOM YHCIe BBINAYy NAOKYMEHTOB Y €N, BBINAYM apXHBHBEIX CIIPABOK, BBIIMCOK,
KONKH TOKYMEHTOB.

5.9. 3ampochl nonb30BaTeNedl, NOCTYNAXOI[ME B apXWB OPraHW3AlNy,
HOAPasAENIOTCS HA TEMaTHIECKUE U COLMATBEO-TIPaBOBEIE'S.

5.10. ApxuB opraHM3aluy AOKEH PacCMaTPUBATh ¥ MCHOIHSITH 3alpOoCH,
IIOCTYNIMBILKE B MUCEMEHHOHA hopMe.

3anpoc 1onb30BaTeNd HOMDKEH CONEPXATh CIEIYIONYI0 HEQOPMAIIHIO:

HaMMEHOBaHUE IOPUIMYECKOTO JIMIa — aBTopa 3ampoca (NS rpaxpaH —
(baMunuy, AMEHY, OTYECTBA, IPX HAJMIHY TOCIENHETO);

TIOYTOBEIH H/YTH 371eKTPOHHEIN a/ipec, II0 KOTOPOMY AOJDKeH OBITh JaH OTBET;

CBEAEHMA, HMHTEPECYIONIME IIONB30BATENI M XPOHONOTHYECKHE pPaMKH
3afpamuBaeMoi HHPOPMALIHY;

dbopMy mTonydeHHs mnoib30BaTeneM MH(pOpMALUMY (MH(POPMALMOHHOE
[IMCEMO, apXVBHas CIIpaBKa, apXMBHAS BBIINCKA, apXHBHASA KONHS, TEMAaTHYECKUH
nepeyeHsb, TEMaTHIeCKu# 0630p OKYMEHTOB),

TMIHYIO MOJIIACH aBTOpA 3ampoca (rpaXKAaHiHA WK JOJDKHOCTHOTO JIHIA);

Iaty.

IIpu mocTynieHuy B apXéB OpraHM3alli¥ MHTEpHET-oOpamieHus (3anpoca)
TIONB30BATEs C YKa3aHUEM afpeca SEeKTPOHHOM MOYTHL M/HIH [IOYTOBOTO afpeca,
€My HaIIpaBiseTCs yBeNOMIIEH e O pUeMe obparmeHus (3ampoca) K pacCMOTPEHHIO
WY MOTHBHPOBAHHEIA OTKA3 B PACCMOTPEHHH.

Ha 3aIIPOCEI TEMaTHYECKOTO XapaKrepa, NOCTYIIUBINNE B apXHUB OpraHH3alliy

16 TTognynkr 5.7.1 myHkTa 5.7 Ilpasun xpaHeHus.
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1O HMHQOPMAalKOHHO-TENEKOMMYHUKAIIHOHHOH CeTH, B TOM YHCIE NO CeTH
«HMHTEpHET», OTBET MOXET GHITH HallpaBleH B BH/E 3IESKTPOHHOTO COOOIIEHMA TI0
yKa3aHHOMY aBTOPOM 3aIpoca 3IeKTPOHHOMY afipecy.

3ampoc OJDKeH OBITH 3apeTHCTPUPOBAH B TEUEHHE Tpex pabouymx IHeH c
MOMEHTa €r0 IOCTYILICHHSL.

3ampoc, He OTHOCSUMACS K COCTaBY XpaHAIMXCA B OPTaHM3aIH
IOKYMEHTOB (Hellpo®HIbHEIN 3alpoc), B TeyeHue 7 HHEH CO OHSI perucTparuu
3alipoca HallpaBlAETCA B OpraHu3annio, i€ MOIYyT XPaHWThCA HGO6XOI[HMBI€
JOKYMEHTHI C YBEOMIIEHHEM 00 3TOM IIONB30BaTeN .

3ampoc, TOCTyNMBIUMEA B apXWB OpraHM3alMy, pacCMaTpUBaeTCs B
COOTBETCTBHM C TpcOOBAaHMAMH 33aKOHONATENBHBIX M HHBIX HOPMAaTHBHBIX
IIPaBOBHIX aKTOB IO pabore ¢ OOpamieHUWIMH TIpaxZaH ¥ NPeNOCTABICHHIO
TOCYJApCTBEHHBIX (MyHHUIIUIATHHEIX) YCIYT.

OrtBeT Ha mOCTYNUBLIVE B apX¥B OpraHM3alliy 3alpoc NPeLoCTaBiseTcs B
Tegenne 30 gmHeH co mHA ero peructpaumu. C paspelieHHs pPyKOBOACTBa
OpraHu3allid 3TOT CPOK MOXeT ObITh mpomneH He Gonee uyem Ha 30 jueif, c
yBeIOMIIEHHEM 06 5TOM 3asBUTEN.

5.11. OTBeTE! Ha 3aIpOCH! IIONB30BATENEH, B TOM YKCIIE OTBETH Ha 3alPOCH!
CONMANTBHO-TIPABOBOrO XapakTepa, o(QopMnsioTcs B (opMe apXWBHOHA CIIpaBKH,
apXVBHO¥ BBIIMCKM WIM apXxMBHOM Komuu, OGOPMIEHHBIX H 38BEPEHHEIX B
YCTaHOBJIEHHOM ITODS/IKE.

Ilpu OTCYTCTBUH JOKYMEHTOB, HEOOXONWMBIX JUIS HCIIONHEHWsS 3ampoca
CONMAIBHO-IIPABOBOI0 XapaKTepa, COCTaBIsIeTCS OTBET Ha OnaHKe OpraHM3alyH C
yKa3aHWeM IPUIHH HX OTCYTCTBHS.

5.12. ApxuBHas CIIpaBKa HOLIMCEIBAETCS PYKOBOJHUTENEM OPTraHM3alli Ml
HHBEIM YHOOJNHOMOYEHHBIM MM JHOJDKHOCTHBEIM JIMIIOM H 38BEPAETCA II€YATBIO
opraxusanuy (npunoxenue Ne 29).

ApxuBHas ciipaBka, 00beM KOTOPOi IpeBHIINaeT OIUH JIMCT, AOJDKHA OBITH,

IPOHyMepOBaHa.
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B Texcre apxuBHOM CIpaBKM B XDOHOJNOTMYECKOH MOCICHOBATENbHOCTH
A31araroTes COOBITHS ¢ YKa3aHHEM BHAOB UCIONB30BAHHBIX JOKYMEHTOB, UX AT |
HOMepOoB. B apxuBHOii cripaBke HOycKaeTcs HUTHPOBAHUE NOKYMEHTOR.

HecoBnazieHue OTAETBHEIX CBeJIeHUM/MaHHBX TOKYMEHTOB CO CRENCHUIMH,
U3NOXKEHHEIMA B 3alpoce, He NABJIAETCS IIPENATCTBHEM i BKIFOUEHWS HMX B
apXWBHYIO CIIPaBKy, €CIIM COBIafIeHHe BCEX OCTANBHBIX CBENEHHH HE BEHI3BIBACT
COMHEHUM B TOXZIECTBEHHOCTH /LA HIM (BaKTOB, O KOTOPHIX TI'OBOPHTCH B
IOKYMEHTax.

B apxuBHOH CcrpaBKe JaHHbIE BOCIPOU3BOAATCA TaK, KaK OHU HM3JIOXEHEBI B
JOKyMEHTaX, a PaCXOXNeH!s, HECOBIA/EHN ¥ HETOYHbIE Ha3BaHWI, OTCYTCTBHE
VIMEHH, OTYECTBA, MHULMANOB WM HaJMYUe TONBKO OQHOTO M3 HHX JOMXHE OHITh
OroBOpPEHEl B TEKCTE CIpaBKU B ckobkax: «Tak B mokymeHTe», «Tak B TeKCTe
OpUTHHANEY,

Caenenys, ¥MeIOIIMeECS B apxuBe IO 3ampocy o pabore u (wiu) yuebe B
HECKOJIBKMX OpraHM3allufX, Kacalollyecs OJHOIO JIHMIA, BKIIOYAIOTCA B OFHY
ApXUBHYIO CIPABKY.

TIo TexcTy apxwBHOH crIpaBKM B KadeCcTBe NpUMeHaHW MOTYT OBITH
OroBOPEHB!  Hepa30OpYMBO  HANWMCAaHHBIE, HCOpAaBIECHHblE aBTOPOM, He
HOINalOMHECs HPOYTEHHIO BCIEACTBHE IOBPEXIEHUS TeKCTa opuruHana: «Tak B
TEeKCTe OpuTHHaIay, «B TekcTe Hepa3bopUMBOY.

B TexcTe apXWBHON CIpaBKH He HOIYCKAIOTCS H3MEHEHWS, WCIIPaBIEHHS,
CYMMHpPOBaHUE AaHHEIX, KOMMEHTApUH, COOCTBEHHEIE BBIBOABI HCIONHUTENA [0
COJIepXKaHNI0 JOKYMEHTOB, Ha OCHOBAaHWHM KOTOPBIX COCTaBJIe€HA apXUBHAs CIPaBKa.
TTOR4HCTKH ¥ IIOMapKH B apXUBHEIX CIIPaBKaX He JOITyCKaloTCs.

B apxuBHOH CIIpaBKe JODKHEBI OBITH IPUBENEHA apXUBHEIE IUGPE! ¥ HOMepa
JIUCTOB €NUHMI] XpaHEeHUA JOKYMEHTOB, HCIIOJIB30BABINUXCS AN €€ COCTaBNICHHS.

Ilo 3ampocy monNb30BaTeNel apXuUBHBIE CIIPaBKM MOT'YT BBIJABAaThCE B
SNEKTPOHHON (OopMe Ha JNEKTPOHHOM HOCHTeNe MO0 NEpeCHIaThCi 10

HH(ilOpMaIIPIOHHO-T€H6KOMMYHHK&IIHOHHBIM CETAM. SJ'ISKTPOHHBIC apXUBHBIE
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CIIPaBKM 3aBEPSIOTCSA IEKTPOHHON NMOINMCHIO PYyKOBOLUTENA OpraHu3aildyl WITH
HHOTO YIIONHOMOYEHHOI0 MM [OJDKHOCTHOTO JIULIA.

5.13. ApxuBHble BBIIHCKE 0QOPMILIOTCS Ha GllaHKe OpraHW3aluK (apXuBa
OpraHu3allid) ¢ OOO3HaueHWEM Ha3BaHMA BHOa HOoKyMeHTa: «APXMBHAS
BBITTICKA».

B apxuBHON BEBIIMCKE Ha3BaHHE HOKYMEHTa, €ro HOMEP ¥ [aTa
BOCITPOM3BOIATCS [IOJHOCTEIO.

Brinucka IPOM3BOAUTCA TOINBKO M3 HOKYMEHT4, B KOTOPOM COREPXHTCS
HECKOIBKO OTHENBHEIX, He CBA3aHHBIX MEXIy cobol Bompocos. Brimucka normksa
BOCTIPOM3BOJXTS MONHEIH TEKCT JaCTH AOKYMEHTa, OTHOCAIIEHCS K 3a1Ipocy.

W3BneuenueM 13 Tekcra HOKYMEHTa [HODKHEL OBITH WCUEpIaHbl BCe
HMeIoIyecs faHHble 110 3ampocy. Havano u KOHen KaXQoro H3BNEYeHH, a Takxke
TIIPOITYCKY OTHENBHEIX CIIOB B TEKCTE OKyMeHTa 0003Ha4Yar0TC MHOTOTOUHEM.

B apxuBHO¥ BEIIMCKE JOIDKHEI OBITH CHENaHBl COOTBETCTBYIOLIME
IpUMeYaHus ¥ OTOBOPEHE! 9aCTH TEKCTa OpUTHHAIA, Hepa3bopUUBO HANIMCAHHLIE,
HCIpaBlIeHHBIE aBTOPOM, He IOAA0IHecs NPOYTEHUIO BCIIEACTBIE OBPEXIEHUS
TeKcTa ¥ OpyruM mnpudvHaM. OTHeNbHBIE CIIOBA W BEIP@KEHHS NOKYMEHTa,
BBISBIBAIOIME COMHEHHS B HX TOYHOCTH, a4 TAK)KE HCIPABICHMA, DONIHCTKH,
BBI3BIBAIOIIIAE COMHEHHE B WX JHOCTOBEpHOCTH, orosapuBaiorcs: «Tak B
JOKyMeHTe», wiu «B Texcre HepasbopuuBo», win «Tak B TEKCTe OpHTHHANay.
ITocne Texcra apx¥BHON BEITMCKY YKA3hIBAIOTCS apXUBHAIN P ¥ HOMEpa JIACTOB
COUHULBI XpaHEHUA apX¥BHOTO NOKYMEHTa.

ApXWBHas BHINWCKA IONNMCHIBACTCA PYKOBONHUTENEM OPTaHW3alMH HIH
HHBIM YTONHOMOYEHHHIM MM JOIDKHOCTHBIM JIMIIOM H 3aBEpSETCA Ie4aThio
OpraHu3alvy.

ITo 3ampocy nons3oBaTenell apxHBHbIE BEITUCKH BBIIAIOTCS B /EKTPOHHOH
$OpMe Ha 3NEKTPOHHOM HOCHTeNe KOO NepechUIAIOTCS 10 HMH(OpMalMOHHO-
TeNeKOMMYHMKAMOHHBIM CeTSM. DNeKTPOHHBIE apXUBHBIE BHIIMCKH 3aBEPSIOTCH
SNEKTPOHHOM  HOINHMCHIO  PYKOBORMTENS — OpraHM3allM¥ WM HHOTO

YHOJHOMOYEHHOT'O ¥M NOJDKHOCTHOI'O L.
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5.14. Ha apxuBHBIX KOUHAX, BKJIOYas apXWBHEE KON Ha OyMaXHOM
HOCUTENE 3JIEKTPOHHBIX JOKYMEHTOB, apXVBHBEIE IMHGPH NPOCTABIAIOTCA Ha
060pOoTe KAKIOT0 IUCTA APXUBHOM KONHY, 4 3aBEPUTENbHAS HANKCh 1 IledaTh — Ha
060pOTe HOCHENHET0 JINCTa KOIHH.

Tlo 3ampocy monb3oBarTened 3MeKTPOHHBIE KONMM APXUBHBIX TOKYMEHTOB
BBIJAIOTCS B OIEKTPOHHOU GopMme NuOO IEPEeCHIIArOTes M0 KHHGOPMANKOHHO-
TENIEKOMMYHUKAIMOHHEIM CETSIM. ONEKTPOHHbIE KONMM APXUBHEIX JOKYMEHTOB
3aBEepAIOTCA BIIEKTPOHHON MOAINMCHIO DPYKOBOAHTENA OPTaHM3allMy HIIM HHOTO
YTIOMHOMOYEHHOTO MM TOJKHOCTHOTO JIMIIA.

5.15. TlogroroBneHHBlE apXWBOM OpraHM3ALMKM OTBETH Ha 3aNpPOCH
(apxwBHBIE CIpaBKW, apX¥BHGIE BEINUCKH ¥ ADXVBHEIE KOIWE) HANPABIAIOTCS
3agBUTEINSAM C CONPOBOAUTENEHEIM ITHCHMOM II0 TIOYTE HIIM BEIIAFOTCA: 3asBUTEITIO
— Ipu [OpenpsABICHHM  JOKYMEHTa, YHOOCTOBEPSIONIEro JWYHOCTB, ero
TPEACTaBUTENIM ~ IPH IIpeIbsIBICHUH JOKYMEHTa, Y IOCTOBEPSIOIETo IMIHOCTD K
JOBEPEHHOCTH, O(QOPMIIEHHON B YCTaHOBIEHHOM TIOPA/IKE.

5.16. ApxuWBHBIE CHpaBKHM, ApXWBHBIE BBEITHCKA W apXWBHBIE KOMWH,
HalnpaBJifeMEIe B FOCyNapCTBa - ydacTHHKY KoHBeHIwH, oTMeHsomef TpeboBanue
neranyuzalEy HHOCTPaHHBEIX OGMIMaNbHAIX HOKYMEHTOB, MOANKUCaHHoH B I'aare 5
okTsbps 1961 r., 3aBepsiOTCS MPOCTABIEHWEM W 3ANONHEHHEM CIIEUUANBHOTO
IITaMIia — amoCTHWJA B COOTBETCTBHH C 3aKOHOATENHCTBOM Poccuifckolt
Denepanun.

5.17. NomyckaeTcs M3bATHE W3 ApXUBHEIX Jie)l ¥ BELada BiIaJeNIblaM WK UX
POACTBEHHHKAM, B CIydae HX IHCBMEHHOTO ofpallleHMs, HOINMHHEIX JIHYHBIX
JOKYMEHTOB O IPXXAAHCKOM COCTOSHHUM, 00 00pa30oBaHWH, TPYAOBBIX KHIDKEK, He
TIONYYEeHHEIX B CBOE BPEMS BIIA/(eTbIieM JOKYMEHTOB.

IopnueHEle JAWYHBIE NOKYMEHTHI BBINAIOTCS 3aiBHTEISIM C paspelleHms
PYKOBOIUTENS OpraHU3aIMy [0 IPeNbABICHHM [1acIIOpTa MM MHOTO NOKYMEHTa,
YZOCTOBEPAIOLIEro JHYHOCTE, NMO0 WX POINCTBEHHWKAM MWIM MHBEIM JHUAM II0
JIOBEPEHHOCTH, 0QOPMIIEHHOM B YCTAHOBIEHHOM 3aKOHOAATENILCTBOM Poccuiickoi

@e,uepaunn TIOpALKE. [lopnwHEEIE TUYHBIE JAOKYMEHTEI MOT'YT GBITE HallpaBJIEHBI
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3a BUTEIEO [[EHHBIM THCHMOM.

C u3bIMaeMBIX JOKYMEHTOB B aDXMBE OpTaHU3ally H3TOTABIMBAOTCS KOIUY,
KOTOpEIe NpuobIanTes K fetaM. M3baTre JOKYMEHTOB, a TakKe 3aMeHa Ha KOIHH
OTPaXXAIOTCS BO BHYTPEHHHX OTIHCAX Jiel, B IIMCTax-3aBEePHTEIIIX N, B OITHCAX JIel,
JOKyMEHTOB.

Vi3paTue 1 Bo3BpalleHRe TOKYMEHTOB O0QOPMILIIOTCS aKTaMK 00 M3BIATHH U3
Ien (BO3BpALIEHHM) YKa3aHHBIX NOKYMEHTOB. AKTH M JApYrWe HOKYMEHTHI, Ha
OCHOBaHMM KOTODBIX IIPOM3BENEHO U3bsiTHE (BO3BpAllEHHE) AapPXHUBHBIX
JOKYMEHTOB, BKJIFOUAIOTCA B [1e]I0 GOoHIa.

5.18. KommpopaHue [OKYMEHTOB apxyBa OpraHM3allMd II0 3asBKaM
MIONIb30BATENIEH IPOU3BOANTCS II0 PA3pEINEHHI0 PyKOBOOUTENS OpraHU3alliy WK
MHOTO YIIOTHOMOYEHHOI'0 UM JOJKHOCTHOI'O JIHLA.

Komuu noxyMeHTOB IepechIIaloTes B afpec TOM OpraHu3aiyH, 110 3ampocy
KOTOPO¥ OHM M3rOTOBNEHE], MK BEIIAIOTCA NOJB30BATENIO IO POCIIHCE.

5.19. B wmemix co3gaHMS YycnoBui s paboTEl  IONB30BAaTeNeR
HENOCPEJCTBEHHO B apXWBE OpraHM3allM¥ MOXET BBIAENATHCS IOMEILEHHE
(9MTaNIBHBIN, IPOCMOTPOBEIE 3al) [ O3HAKOMJEHHS C NOKyMEHTaMM apXuBa,
o60opy/I0BaHHOE COOTBETCTBYIOMMME TEXHHYECKUMH CPEACTBaMM s paboThHl ¢
JOKYMEHTaMH.

Tlpy oOTCYyTCTBHM B apXuWBe OpraHM3alldd CHEHHANbEHO BEHIIENIEHHOIO
noMemenus  pabora  monp3oBaTeNed ¢ JIOKyMEHTaMH — [POM3BORUTCA
HENOCPEACTBEHHO B paouMx KOMHATAX apxuBa. JIOKyMeHTEI I paGoThl
TIONB30BATENIM BHE [IOMEIeHIs apXyBa OPraHKU3al{y BEIAABATh 3aIIpeIaeTCs.

Paspemenvie na pabory B NOMEIEHWM apx¥Ba OpraHM3allMM Jaer
PYKOBOJIHUTENH apX¥Ba OPraHM3alAH (U0, OTBETCTBEHHOE 32 apXHUB).

5.20. Orka3 apxwBa OpraHM3alli¥ B BBIJaY€ APXUBHBIX HOKYMEHTOB
JIOIyCKAETCS B CIIy4asix:

Hanuaws GOHZA NOJIH30BAHMS,

HEYNOBIETBOPUTENIBHOTO ('I)I/I3PI"I€CKOI'O COCTOSAHHA HOKYMEHTOB;
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He NPOMIENIIMAX HAYTHOTO OMUCAHNS U TEXHHYECKOTO OQOPMICHHS
JIOKYMEHTOB, [0 3aBepIIEHHA ITHX paboT;

OrpaHH4YeHMH HA HCIONB30BAHHE, YCTAHOBIECHHBIX 3aKOHOZATENhCTBOM
Poccuiickoit @epepanuy uinn GpoHRooOpasoBaTeneM NpH nepejiaye JOKyMEHTOB Ha
XpaHEHHe.

Ortkas apxwBa OpraHW3alyid B IPENOCTABIEHUH JOKYMEHTOB IONXeEH OBITh
BHIaH B THCbMEHHOH (OpMe U COIep)Karb IPUYMHBI OTKA3a, a TalKe MOPSIOK

00x%alloBaHMs 0TKA34.

VI [IEPEJJAUA IOKYMEHTOB OPTAHW3AIIMY HA XPAHEHUE
B I'OCYIAPCTBEHHBIN (MYHUILIIIAJIbHBIN) APXVB

6.1. JloxymenTel ApxuBsoro ¢onzna Poccmiickolt ®epepauuy,
ofpazoBaBmIMEeCs B OpraHy3alUiX —  KCTOYHAKAX  KOMIUIEKTOBAHHSA
rOCYZapCTBEHHAIX (MYHUIMNANbHEIX) AaPXHBOB, [0 HCTEYCHHH CPOKOB HX
BPEMEHHOTO XpaHEHHs B apXuBe OPTaHU3alM{ IIEPelaloTCs Ha ITOCTOSHHOE
XpaHeHUe B COOTBETCTBYIOINMH IOCYyAapCTREeHHEIH (MYBUIUIIAEHEH) apXiB.

6.2.  Hoxyments! ApxuBHoro ¢onna Poccmiickoit  ®enepanuy,
06pasoBaBIIHECS B JEATENHHOCTH TI'OCYJAPCTBEHHBIX ¥ HErOCYAapCTBEHHEIX
OpraHu3alyid, He SBILTOIMXCSA UCTOYHUKAMH KOMIUIEKTOBAHKS TOCYAapCTBEHHbBIX
(MyHEMLMITANBHEIX) apXHWBOB, MOIYT IepelaBaThCi B  TOCYAapCTBEHHBIE
(MyHMIMDATBHEIE) apXWBBl Ha OCHOBaHWM [OTOBOPOB C CODCTBEHHWKAMM MIH
BIIaJENbIAMU OKYMEHTOB.

6.3. JoxymeHTE! IepefialoTcd Ha IIOCTOSHHOE XPaHEeHHe B YIOPSA0YEHHOM
COCTOSIHYM C COOTBETCTBYIOIMM Hay4YHO-CIIPABOYHEIM alapaToM.

6.4. B opraHM3aIMgX — HCTOYHMKAX KOMIUIEKTOBaHMS IOCYIaPCTBEHHBIX
(MyHMIMIIATBEHEIK) apXMBOB Bce paboTHl, CBA3aHHBIE ¢ OTOOPOM, IIONTOTOBKOH H
nepefadell JOKYMEHTOB Ha IIOCTOSHHOe XpaHEHHE, B TOM 4HCIe C HX
YIOpAOOYEHWEM H TPAHCIOPTHPOBKOM, BBIMONHAIOTCS 3a CYET CPCNCTB

opranu3alyi, nepeIaloliux JOKyMEHTH.
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6.5. JlocpouHas mepefada JOKYMEHTOB Ha MOCTOSHHOE XpaHEHME MOXET
OBITH OCYILECTBJIEHA IIPY OTCYTCTBUM HeOOXOOUMBIX YCIOBH# Iy obecrevyenus
COXPaHHOCTH JIOKyMeHTOB ApxuBHOro honzna Poccuitckoit Genepalys, IIpy yrpose
yTparthl (YHWYTOXEHMI) JOKYMEHTOB, a Takxe IO IpockOe OpraHu3alyy Ha
OCHOBAHMY JOT0OBOpPa C TOCYIAPCTBEHHEIM (MYHHULMIANEHEIM) ADXHABOM.

[TponneHne CpPOKOB XpaHeHHMsS [NOKYMEHTOB B apXUBe OpTaHU3alUH
JIOITyCKAETCs o IDUCEMEHHOMY Pa3pELICHIIO rOCYAapCTBEHHOTO
(MyHULIMNIAIBHOTO) apXWBa B ciydae HeoOXONMMOCTH  IPaKTHYeCKOTo
HCTIONB30BaHIA JOKYMEHTOB OpraHu3amuei.

6.6. Ilepenaya MOKYMEHTOB IIOCTOSHHOTO XPaHEHUWs B IOCYAapCTBEHHEIH
(MyBMUMIIATBHBIM) apXWB OCYLIECTBISETCS B COOTBETCTBHM C  ILIAHOM,
YTBEPXAEHHBIM DYKOBOIMTENEM COOTBETCIBYIOILEIO apX¥Ba I10 COITIACOBAHWIO ¢
nepefaroniel fena opragusanyuei.

6.7. JloxyMeHTS! IIepeialoTCsl B TOCYAapCTREeHHbIN (MyHUIMITANEHELR) apXuB
TI0 OITKCSM [EJl, NOKYMEHTOB IOCTOSHHOIO CpOKa XpaHeHHs, yIBepxaeHHbM OITK.

Tlepen nepermauelft MOKYMEHTOB Ha IOCTOSHHOE XpAaHEHME COBMECTHO C
[peACTaBUTeNeM TIOCYLApCTBEHHOrO (MYHHIWNANBHOIO) apXWBa HPOBOAUTCS
IIpOBEpKaA IIPaBUIBHOCTH ONMCAHNA ¥ 0hOPMIIEHIS JEN, U3UIECKOr0 1 CAaHUTAPHO-
TWTHEHHYECKOT0  COCTOSHMA HOKyMeHTOB. Ilpu oOHapyxeHHH [e(eKToB
COCTaBNAETCA aKT; YCTpaHEHHE OOHApYXEHHBIX IE(QEKTOB IIPOBOAHUICH CHIAMH
OpraHM3aluH.

INepenada gen NpOBOAMICS B FOCYNapCTBEHHOM (MYyHHIMIAIBHOM) apXuBe
moemuHUYHO. Ha Bcex deThIpex JSK3eMIUIApaX ONMCEH Jell, [JOKYMEHTOB
IIPOCTABJISIOTCS OTMETKH O TIpHEME Jiel.

Ilpy mepBo# nepefaye TOKYMEHTOB B FOCYAapCTBEHHBIH (MyHUIMNIANEHEIH)
apXuB TIepefaeTCs HCTopuYeckas clipaska k GoHy. IIpu nocneayronux nepeaadax
JIOKYMEHTOB IiepeJaeTcs NONOMHEHHE K HCTOPHIECKOH CIIpaBKe.

6.8. Tlepemaya HOKYyMEHTOB OQOpMISETCA axKTOM IIpHeMa-TiepeNayun
JOKyMEHTOB Ha xpanenue (npuioxernue Ne 30), cocTaBmseMBIM B JBYX

sx3zemiuigpax. OguH 3K3eMIULP OCTaeTCs B FOCYNAapCTBEHHOM (MYHULMNANEHOM)
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apxuBe, OpYro#l — B Iepefaioliedl oprasuzamuy. BmecTe ¢ JOKyMeHTaMu
mepefaeTcs TPH 3K3EMIUIIpa ONMUCH AeN, MOKYMEHTOB, B TOM YWCIIEe OIUH B
57EKTPOHHOM BUJIE.

Eciu npu nepenade o6HapyXEHO PAaCXOXACHUE MEXIY MTOTOBOM 3aIMCHIO
OIHUCH [ell, JOKYMEHTOB ¥ (aKTHIeCKUM HaNHYHeM HepefaBacMBIX Je]l, B OIHCH
Jiell, TOKYMEHTOB O(pOpMIIIETCS HOBAs HTOTrOBasH 3alliCh, B KOTOPOH yKa3BIBAOTCS
tdaxkTgeckoe HanWuHe el M HOMepa OTCYTCTByromwmx gmein. Homepa
OTCYTCTBYIOIHUX OEJT (bHKCI/IpyIOTCZ B aKTe IIpueMa-riepesadu aejil Ha IMOCTOSIHHOE
XpaHeHue, IPUYKHEL OTCYTCTBHS Jell — B IIPIIAraeéMoi K akTy [pHeMa-Iepefays
CIIpaBKeE, IIOJTOTOBIEHHO OpraHu3aiei.

ApxwB opraHy3alyy IPpUHAMAET MepEI 110 po3bIcKy fen. Ha otcyTcTByronue
JOKYMEHTHl W JeNna, MepHl II0 PO3BICKY KOTOPHIX He Jald pe3yNbTaroB,
COCTaBIfAETCS aKT 00 yTIpaTe NOKYMEHTOB (IpunoxeHue Ne 6). YTpageHHbIE

TIOLJTMHHKMKHA DOKYMEHTOB MOTyT ORITH 3aMEHEHEI HX KONMAMH.

VIL TIEPEJAYA JOKYMEHTOB ITPY1 PEOPT AHM3AITMN 1JIH
JIMKBUOAIT OPT AHM3ALIM, CMEHE PYKOBOJHUTEJLA APXVIBA
OPT AHM3AITVN

7.1. Ilpu peopraHu3anmy HIM JIHKBUIALMM OpTaHM3allWH liepefada H
JanbHeHlee UCIONb30BaHUE JOKYMEHTOB PEOPraHN3yeMoH MM JIUKBHANPYEMOH
OpraHH3aIlMK OCYLIECTRIAETCA B COOTBETCTBUE C 3aKOHOAATENECTBOM Poccuitckoi
Penepanuu.

Tlepemawa [OKyMEHTOB JHMXBUAMPYEMOH OpraHU3alUy BXONHT B
00s3aHHOCTE KOMUCCHE, 0Opa30oBanHoi JUI Hepefady el ¥ UMYIIecTBa.

IIpy nukBWOalWy OpraHM3aUMi — KCTOYHMKOB  KOMILIEKTOBAHHUS
TOCYIApCTBeHHEIX (MYHMIMIANGHEIX) apXWBOB, B COCTaB JIMKBHIAIMOHHOH
KOMHCCHH BKJFOYaercd MpeACTaBHTeNb TIOCYJApCTBEHHOIO (MYHHILHIIAIBHOTO)
apXuBa.

7.2. TIpu cMeHe pyKOBOAHUTENS apXuBa OPraHU3alliH (JIKIa, OTBETCTBEHHOTO
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32 apXMB OPTaHU3al|K) IpUeM-liepeiada JOKyMEHTOB apX¥Ba, y4eTHOTO K HayqHO-

CIIPaBOYHOT'O aNapaTa K HAM OCYIIECTBIIETCS 0 aKTy.



HaumeHoBaHue opranusaumm

KAPTOYKA NOCTENNAXHOIO
TONOMPA®NYECKOIO YKASATENA *

CTENNAX Ne
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MNpunoxexue Ne 1
k. 2.37 Mpasun

XPAHUIMLLE Ne

Lkad Ne | Monka Ne | doHg Ne | Onuck Ne

En. xp. ¢ N2

no Ne

Mpumeyarne

dopmat A6 (148 x 105 mm)

* KapToqxu TNOCTEIUIAXKHOT O TOHOI‘pad)Pl‘lCCKOJ‘O yka3saTens COCTaBAAIOTCS Ha KaXcapli cTesfiax

MPUKPEIUISIOTCA HA TOPLIEBOH CTOPOHE CTEMTaXa.




HaumeHoBaHve opraHuzaLn

KAPTOYKA NO®OHAOBOIo

TONONPAPUHECKOTO YKABATENA *

SOH[ Ne

HaseaHue coHga
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Mpunoxenue Ne 2

XPAHUITULLE Ne

k. 2.37 Mpasun

Onuck
Ne

En. xp. ¢ Ne
no Ne

Crennax Ne

LLikadp Ne

Monka Ne

Mpumeyanue

2

3

6

*

Kaprouku nogounoeoro Tonorpadpuyeckoro

PacroNaralTcs B MOpsAKe HOMEpOB (OHAOB.

dopmat A4 (210 x 297 mm)

yKasaTens COCTaBNSAIOTCS Ha KaxAbH QOHA ¥




HawnmerosaHne opranmsaumm
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Mpunoxenue Ne 3
K n. 2.43 MNpasun

AKT YTBEPXOAIO
Ne PykosoguTens opraHusaumm
NPOBEPKK HANNUNS Y COCTOSTHUS
apPXUBHBIX AOKYMEHTOB Noaninco Paciundposka
nognucu
Hara
doHp Ne
Haseanue ¢oHaa
Homepa onuceit
MpoBepka nposoannacs ¢ no
poBepkoit ycTaHoBMEHO:
1. YUncnutes no onucam aen eA.Xp,
(konu4ecTBo)
2. BbiaBreHbl TeXHUHYECKNE OnOKH:
2.1. UmetoTCA nuTepHbie Homepa:
a) He y4YTeHHble B UTOroBO# 3anncu en.xp.
(konu4ecTBO)
6) He nepeuucneHHble, HO YYTeHHbIe
B UTOrOBOI 3anucu en.xp.
(xonunyecTso)
2.2, MponyweHo HoMepos:
a) He YYTeHHbIX B UTOroBON sanucu ea.xp.
(konuyecTso)
6) He NepeynCrIeHHbIX, HO YYTEHHbIX
B UTOrOBOIA 3anunch en.xp.
(konu4ecTBo)
2.3. Apyrue, B pesynbrare Yero obbvem
yBENMUUNCS Ha en.xp.
(konuyecTBo)
YMEHbLUMNCS Ha en.xp.
(konuuecTBs0)
3. Yucnures no onucaM B pesynbrarte
YCTPaHEHMS TeXHUYECKNUX OGOk ea.xp.
(xonuuecTs0)
4. He oka3anock B Hanu4nu en.xp.
(konnyecTs0)
5. imeeTca B Hanuyuuu No gaHHoMy hoHRy
(BKNHOYEHHLIX B ONUCH) en.xp.
(xonu4ecTso)
13 HuX Tpebytowmx:
a) aesunHekyun en.xp.
(konuuecTso)
6) pesuHcekunu en.xp.
(konuyecTso)
B) pecTaspaluu €A.Xp.

(xonnuecTso)



58

Mpoporxerne npunosxenusa Ne 3
K n. 2.43 MNpasun

r) nepenneTta nnn noaLUNBKA €A.XP.
(xonuyecTBO)

1) BOCCTaHOBINEHUS 3aTyXatoLLnX TEKCTOB en.xp.
(konuuecTBo)

€) HeMCNPaBUMO NOBPEXAEHHbIX en.xp.
(konuyecTBO)

6. imeeTcs He BKNIOYEHHLIX B ONUCH en.xp.
(konuyecTro)

7. itoro no nanHoMy ¢hoHAY (BKMIOYEHHbIX U HE BKITIOUEHHBIX B ONUCK),

MMEIOWMXCA B HANN4Yum ep.xp.

(konnuecTBO)

8. XapakTepucTuka ycrioBui XpaHeHus

[posepKy npoussodunu:
HaumeHosaHne

LOIDKHOCTE!
paboTHukoB Moanucu Paclumdposka nognucei

$opmat A4 (210x297)



HanmeHoBaHue opraHnaalum
AKT

Ne

0 TeXHUYECKMX olnbKax B
YYETHBIX JOKYMEHTaX

doHa Ne

HassaHne doHga
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Mpunoxexune Ne 4
k nn. 2.43, 3.15 MNpasun

YTBEPXOAIO
PykoBoAMTESb OpraHusauumn

Mopnuck Pacwndposka
nognucu

Oata

B xoae sbinonHexus

oBHapyxeHbl TEXHUYECKUE

owmnbkn B 3anncax

HassaHue gokymeHTa

CyujecTByioLas 3anvce

CnepyeT sanucatb

1

2

3

B pesynibTaTe konu4ecTso eanHUL XpaHEHUS YBENMUUNIOCH (YMEHbLUMITOCH)

Ha

eq. xp.

(Uncbpamu, nponucsio)

MpymeyaHus:

HaumeHosaHue gorixHocty paboTHuka

Mopnuck

N3meHeHus B Y4YeTHble JOKYMEHTbI BHECEHbI

HaumeHoBaHue gormkHocTm
paboTHuKa apxusa

MNopgnuch

Pacwwdposka nognucu

Pactumdposka nognucu

dopmat A4 (210 x 297 Mm)




HaumeHoBaHne opraHnsayun

60

MpunoxeHue Ne 5
K nn. 2.43, 3.15 MNpasun

AKT YTBEPXOAKO
Ne PykoBoanTens opraHuaatin
Moanuncs PacLundposka
06 0BHapyXeHVN JOKYMEHTOB nognucu
(He OTHOCSILLIMXCS K JaHHOMY
hOHAY, HEYUTEHHBIX) Hara
B xopne
(Bug pabotbr)
oBHapy»xeHo
(B hoHae, Xpanunuile, paboyem nomeLleHum)
Ne 3aronosok | Lindp (ecrnn Kpaiinne Konuuecteo K kakomy | Mpumeua
n/n en. xp. €CTb) narbi nucToB doHay Hust
(o6bem, M6) | oTHocutcs
1 2 3 4 5 6 7
Wtoro obHapyxeHo [OKYMEHTOB
(umdpamu 1 nponuckio)
HavmeHoBaHue aomkHocT paboTHKKa MNoanuck Pacwudposxa
nognucu

N3ameHeHWs BHECEHbl B YYETHbIE [OKYMEHTbI.
HaumeHoBaHue JomKHOCTH
paboTHuka apxusa Moanuck Paclmdposka

noanmeu

dopmar Ad (210 x 297 mm)
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HanmeHosaHue opraHusauuu
AKT

Ne

06 yTpaTe AOKyMEHTOB

®oHg Ne

Mpunoxenve Ne 6
knn. 2.44, 3.15, 4.32, 6.8 [Npasun

YTBEPXXOAIO

PykoBoguTens opraHusayum
Mognucs Paclumndposka
nognucu

Hata

(HasBaHve oHaa)

B pesynbTaTe

YCTaHOBMEeHO OTCYTCTBUE B (hoHge

NEPEYUCNEHHbIX HUXKE Aen, NPeanpUHATLIE apXMBOM MEpb! 10 PO3bLICKY A€N NONOXMUTENbHBIX
pesynbTaToB He Jany, B CBA3W C YEM CHUTaeM BO3MOXHLIM CHATb C yueTa:

Ne Onuck En. xp. 3aronosok ef. xp. Kpaithune Konuuyecreo | lNpepanonarae-
n/n Ne Ne AaThl nnMcToB Mbi€ MPUUNHDI
(obbem, M6) OTCYTCTBUSA
1 2 3 4 5 6 7
Utoro en. xp.

(uncbpamm 1 nponncbIO)
CoaepxaHue yTpayeHHbIX AOKYMEHTOB MOXET BbiTk YaCTUYHO BOCMIONHEHO CNEAYIOLMMUA

en. xp.:
(HoMepa ea. xp. U uX rpynnoBLIE 3aronoBKi)
HaumeHoBaHue formkHoCTH
pyKoBoAuUTENs apxvsa Moanuce Pacuwudposka nognucu

(nvua, oTBETCTBEHHOMO 32 apXxmB)

COrJIACOBAHO*
MpoTokon 3MK apxueHoro yupexaeHus
oT Ne

N3ameHeHUn B yueTHbIe JOKYMEHTLI apXuBa BHECEHbI.

HaumeHoBaHWe [OMKHOCTH
paboTHMKa apxuea Moanuce

* Eciu He o6GHapy KeHbI fefia MOCTOSHHOTO XPAHeHHUS.

COMACOBAHO
MpoTtokon LIAK (3K) opraHusauuu

oT

Ne

Pacluundposka nognucu

dopmat A4 (210 x 297 mm)
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HanmeHosaHne opraHunaaunm

MpunosxeHue Ne 7

K n. 2.47 Mpasun

KAPTA-3AMECTUTENbL OENA
Neno

(Ne 1 HassaHue)
Onucob

(Ne v HasBaHuE)
doHg

(Ne u HasBaHue)

BbiaHo BO BpeMeHHOoe Nonb3osaHne (YnTanbHbid 3aim):

Ne ©.UN.0. nonsaosatensi Hara [ata Mopnuch [Mognucs
n/n Bblgayn BO3BpaTa BblA@BLUEro | MonyunBLlero
AEeno geno
1 2 3 4 5 6

dopmat A4 (210 x 297 mm)




Mpunoxenne Ne 8
knn.2.47,4.19, 4.21, 4.23 lNpasun

NUCT-3ABEPUTEb QEJIA Ne
B pene rnogumto 1 npoHymepoBaHo NACTOB
(Undbpamu 1 NPoONUCHIO)

c Ne no Ne , B TOM Yncrie:
NUTepHble HOMepPa IICTOB )
rnponyuleHHele HoMepa NUCToB
+ NCTOB BHYTPEHHEN OMNKCK

OcoBeHHOCTU PUINYECKOr0 COCTOAHNA 1 (hoPMUPOBaHUA fena Homepa

ncToB
1 2

HanmeHoBaHne AomKHOCTU
paboTHuka Moanuch Pactwumdposka nognvcu

Oata

dopmat A4 (210 x 297 Mm)



HanmeHosanve opraHnsaumm

64

Mpunoxenne Ne 9

JUCT NCNIONB3OBAHKA OOKYMEHTOB

K n. 2.47 Mpasun

®onp Ne Onuck Ne [eno Ne
3aronosok gena
Oata Komy BeifaHo: XapaKkrep Ucnonb3oBaxns Ne Moanucs nuua, 1
wcnorne- | amMunus, uHuumansl | (KoNWpoBaHWUe, BLIMUCKY, UCronb3osaH- | UCNONL3OBABLIETD
30BaHnA (pa3bopumeo) NpPOCMaTP) HbIX NIUCTOB neno
1 2 3 4 5

dopmar Ad (210 x 297 mm)



HaumeHoBaHue opraHusaLmm

AKT

Ne

O Bblgaye gen Bo BpeMeHHoe Nofb3oBaHune

OcHoBaHwue

(HaMMmeHoBaHKe oOpraHnaaLum,
ee afpec, NoYTOBLIA MHAEKC)

65

Mpunoxexue Ne 10
K n. 2.46 MNpasun

[ins kakoi uenw BbigaloTcs eq. Xp. U3 poHaa Ne

(HasBaHwe donaa)

" Konuuectso
Ne Onuce | ER. xp. 3aronoeok Kpaithue
nucros, popmar Mpumeyarue
n/n Ne Ne efl. xp. Aarbl (06bem, M6)
1 2 3 4 5 6 7
Bcero BbifaeTca eA. xp.,

CpPOK BO3BpaLiEHUA

{umncbpamn ¥ NPONUCHIO)

[ena Bbiaakb! B ynopagoMeHHOM COCTOSHUW, NOALLNTEI, B 0B6M0XKaX, C APOHYMEPOBaHHbIMM

NUcTamMu 1 3aBepuTeEnbHbIMU H3ANUCAMM.

Monyuatenb obsisyeTcs He npenocTasnsaTe  Aena,

nonyyeHHbie BO BpEeMeHHoe

nonb3oBaHne, NMOCTOPOHHUM NMLIAM, He Bbi4aBaTb MO HUM KOMWIA, BLINWCOK W CNPaBOK, He
ny6nmkoBaTtb AOKyMeHThI 63 paspelueHnUs opraiusaumy, Boigasliei aena.

Monyyatens o6ssyeTca BepHYTb Aena B apXMB OPraHU3aLmMi B YKa3aHHbIA B aKTe CPOK.
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Mpogonxexue npunoxexns Ne 10
K n. 2.46 Mpasun

MonyyaTens npegynpexaeH o6 OTBETCTBEHHOCTM MO 3aKOHY B Cfiyyae yTpatbl WM

NOBPEXAEHUA NONYYEHHbIX BO BpeMEHHOE rnoNb3oBaHne aen.

HanmeHoBaHue [BOMKHOCTM HaumeHoBaHne AomKHOCTM

pyKoBOAWTENSA OpraHM3aumm, pykoBoguTens

BblgatolLen gena opraHusauwu-nonyyarens

Moanuck Pacwndposka Moannce Pacwudposka
noarnvcu noanucu

Hara [ara

MeyaTb opraHusaumm MeuaTb opraHusaumu

®opmat A4 (210 x 297 MM)



Mpunoxenue Ne 11
k nn. 3.6, 3.15 MNpasun

(HaMMeHoOBaHWe opraHnsaLum)

(HasBaHue apxuBa opraHusauum)

KHUIrA

ydyeTa nocTtyniieHuda n BbIOLITUSA gen, AOKyMeHTOoB

Tom Ne

Hauar

OxoHyeH

dopmaT A3 (297 x 420 mm)



MpopornxkeHue npunoxeHns Ne 11
k nn. 3.6, 3.15 Npasun

<@ a MNocTtynnexune onucaxHbIxX BbiGbiTHe onucanHbix HeonucaHHbix
z e HauwmeHosaHue o 3 g % [OKYMEHTOB fOKYMEHTOB aen,
3 opraHusauvu = % - s g g g © = KonuuecTso ea. xp. KonuuectBo ea. xp. AOKyMEHTOS, o
c e g (crpyxTypHoro nogpasaenenus, | ¢ 5 3 é 2 4 = 2es S nucTos z
< g nuUa, apxusa), T KOTOPOVA $gSEE g (3% 2 S o o - ° o - g
9 8:[: noctynunu (unu 8biGbinm) gct'éégl $3 3350 § 5% 52 s .. 6Z 62 z > 2 o g
c 3 AOKYMEHTbI Il‘EoEE‘U Egog o %% %‘D’;} gg §£ §‘”T-‘I§ E % 5
® 5 oecg g Acda s 5z g3 |25 T |odefIh © oo
58 $S S35 § (3% o |RE 152°128 |B% (23°%8 |E |3
Sa g= = = ex |ge e sx |g& | g
1 2 3 4 5 6 7 8 9 10 1 12 13 14 15 16
Wroro B roay nocrynuno ell. Xp., B TOM yucne: Ha BymaxHoMm HocuTene s
(undbpamu 1 nponucsio) (uncbpamu 1 nponucsio)
3NEeKTPOHHbIX , ayAVON0KYMEHTOB ,
(uucbpamu v NPonNucyI0) (undppamu 1 nponucsio)
BUAEOLOKYMEHTOB
(Lwmdhpamu v nponuceio)
noKasblBaloTcs pasfenbHo UToroeble AaHHble no rpadam 8, 9, 10, 14 kHuruy;
BbI6bINO €A. Xp., B TOM yucne: Ha BymaxHOM HocuTene .

(umdbpamu 1 nponuckio)

ANEKTPOHHbIX , aYANOL40KYMEHTOB
(Uuucbpamu U NPONUCHIO)

BUAEOA0KYMEHTOB

(undbpamu u nponuceio)
noKasbIBalOTCS1 pasaenbHo UTOroeble AakHuie no rpacdam 11, 12, 13, 15.

HaumMeHoBaHue AOMKHOCTU NuLa,
COCTaBMBLLIErO UTOrOBYIO TOAOBYIO 3anUcCh Noanuce

HanmeHnoBaHwe A0KHOCTU PYKOBOAUTENS apXuBa
(nuua, OTBETCTBEHHOrO 33 apXuB) Monnuck
[ara

(uncppamn 1 nponuckIo)

(umcbpamu u nponuckio)

* B rpade yxa3sisaetca sun Hocurens (BH — noxymentst Ha Gymanuom nocurene, DI — 3N€KTPOHHbIE KOKYMEHThI).

Pacwmuposka nognucu

Paciundposka nognucu

dopmat A3 (297 x 420 mm)
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HanmeHosaHne opradmnsaunu

CNNCOKa®OHAOOB

Tom Ne

Hauvar

OKoHueH

MpunoxeHne Ne 12
k nn. 3.6, 3.15 lMpasun

dopmat A4 (210 x 297 mm)
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Mpogomkenue npunoxerns Ne 12

xnn. 3.6, 3.15 lMpasun

Ne Dara nepsoro HasBanue OTmeTka 0 BbIOLITUM hoHAa Mpumeuanve
doHAa | nocTynneHns torHaa Kyna [ara u Ne gokymeHTa,
BOKYMEeHTOB BbIObIN Ha OCHOBaHWUKW KOTOPOro
doHaa BbIGbBIN
1 2 3 4 5 6
Ha 01.01. roga B CNMUCOK BKIMIOMEHbl (hoHAb! ¢ N2 no Ne
13 Cnncka neknioueHsl coHabl ¢ Ne no Ne

Bcero xpaHuTcs B apxuse

hoHAO0B, M3 HUX:

(uncbpamu 1 nponuckIo)

(umndppamu n nponucbIo)

Homepa cBoGoaHbIe:

Homepa BbibbiBLLIVE (NepefaHHbie):

HavimeHoBaHwWe fomkHocTi paboTHuka
apxvBa, COCTaBUBLUETO rOA0BYIO

WUTOrOBYIO 3aNnUch Moanvck
HanmeHoBanne [osmKHOCTH
pykosoguTenst apxuea (nuua,

OTBETCTBEHHOIO 33 apXuB) Moanuchb

Jata

copepxat ocobo LieHHble pena.

Pacuwmdposka nognvicu

Pacwwndposka nognucu

dopmat A4 (210 x 297 mMm)




NACT ®OHAOA Ne
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Mpunoxenne Ne 13

knn. 3.6, 3.15 Npasun

(MectoHaxoxpaeHve doHaa (HauMeHoBaHWe
oprasnsaluu, rae xpaHuTces Hoxa)

(Oata nepsoro noctymneHus

AOKYMeEHTOB (poHAa)

KpaitHne aathl
Kax[oro HaseaHus hoHga

HaseaHue choHna

1 2
1. Y4eT HeonucaHHbiX 4OKYMEHTOB
Hanuuue
[ata HaseaHue, Ne v pata [Moctynnexue BbiGoiThe (ocTartok)
3anucn DOKyMeHTa, 110 KOTopoMy Konwuect- | Kpandue | Konuuect- | Kpainue Bcero aen
NOCTYNANY UnK BO aatbl BO natbl
BbIOLININ LOKYMEHTb! nen nen
1 2 3 4 5 6 7
2. YYeT onucaHHbIX JOKYMEHTOB
BuibbiTue Hanuudue (ocravok)
H N B Tom uucne no B Tom uwcne:
=3 Q
g % ONUCAM, >Q<_ MOCTOAHHOrO XpaHeHna no NUMHOMY
5 F a . @ .
< |8 ol %lald g yTBEpHASHHEIM | of cocrasy
o s s © - 3 AN I
s 3 EE|o|la|% ¢ 3K 3 o U3 HUX N0 ONIUCAM,
s =T s o [} .
E E e § g E E E g g 5 g yrBepxaeHHbM MK | & 2
8| ¢ 53|l 8|2 ¢ [Komm S 12 1% % 5|k
£ g clflow Kpaii- | = § 8¢ d i 8 ®
= c|s : 8 Yyect- pait- < ] @ konwue | kpadHue 5 S
2 * § < |soen | nue ‘T = AaThl 2 |a
aQ
x é Xp AaTbl h ea. xp. § *
1 2 3 4 5| 6 7 8 9 10 11 12 13 14 15 16

dopmat A4 (210x297 mm)




HaunmeHoBaHue opraHuzaunmn

Mpunoxenne Ne 14

k nn. 3.6, 5.5 MNpasun

YTBEPXOAIO

PykoBoaunTerib opraknsaimm

doHa Ne MNoannck Pacudopoeka
MOANUCK

ONMKNCb Ne laTa

[en NOCTOAHHOTO XpaHeHUs

3a rog,

Ne UHaekc 3aronosok KpaliHve Konnuyectso | Mpumevarue
n/n nena nena [aThbl NNCTOB
1 2 3 4 5 6
HassaHve pasaena
| | l |
B naHHbIN paspen onuck BHECEHO aen,
(undbpamu 1 nponuckio)

c Ne no Ne , B TOM uucne:
NTepHbIe HoMepa:
nponyuieHHble Homepa:
HavumeHoBaHne goMmKHOCTH
cocTraBuTens onucu Moanuceb PaciungpoBka nognucu
HavmeHoBaHWe fomKHOCTH
pykoBoaWTens apxuea (nmua,
OTBETCTBEHHOTO 32 apXuB) Mopnvcs Paclumgposka nognucu

COrNACOBAHO

MpoTtokon LI3K (3K) opranusaumm
oT Ne

YTBEPXOEHO

IMpoTtokon 3K apxuBHOro yupexgeHus

oT

Ne

dopmat A4 (210 x 297 mm)



HaumeHogaHue opraHusaunu

Mpunoxerne Ne 15

k nn. 3.6, 5.5 MNpaeun

®ong Ne YTBEPXIAIO
OMNUCH Ne PykosoguTens oprasusaumm
[Aen No NMYHOMY COCTaBY
Mognuco Paciundpoeka
3a rog rognnecu
HaTta
Ne NHpexc 3aronosok KpaitHue gatsi Cpok Konunyectso | Tpumeyvanve
n/n nena gena XpaHeHus nmcros
2 3 4 5 6 7
B gaHHbifl pasgen onucu BHeCEHO Aen,
(undppamm 1 nponuchbIo)
c Ne no Ne , B TOM yucne:
nWTepHbie HoMepa:
nponyLeHHble Homepa:
HavwmeHoBaHue [omKHOCTU
cocTaBuTENS onucu Mognuck Pacwudposka nognucu
HaumeHoBaHue ponxHocTy
pyKoBogUTENs apxuBa (nNuua,
OTBETCTBEHHOIO 32 apXuB) Mognuck Pactuundposka noanueu

COMMACOBAHO

MpoToxon LIBK (3K) opratusaum

oT

Ne

COI'TIACOBAH

0]

Mpotokon 3MK apxvBHOro yypexaeHus

oT

Ne

dopmat Ad (210 x 297 mm)
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Mpunoxenne Ne 16

knn. 3.6, 5.5 MNpasun

HaumeHoBaHue opraHuaaumn

doHp Ne YTBEPXOAIO
ONUCb Ne PykoBoguTens opraHmsayum
Zen spemMeHHbIX (cBblwe 10 neT)
CPOKOB XpaHeHus! Mognmes Paciunchposka
noanucu
3a ron Jara
Ne MHpeke 3aronosok KpaiiHue paTbl Cpox Konuuecteo | MpumeuaHue
n/n gena gena XpaHeHus JINCTOB
1 2 3 4 5 6 7
B paHHbIN pasgen onvckt BHECEHO aen,
(undbpamn u NponuUceo)
c Ne no Ne , B TOM uycne:

nuUTepHble HoMmepa:
nponyLleHHbIEe HOMepa:

HaumeHoBaHWe JOMKHOCTY
COCTaBUTENA OnNnNcK MNognucb Pacwmndposka nognucu

HaumeHoBaHKe [omKHOCTU
pykosoauTens apxusa (nvua,
OTBETCTBEHHOI O 32 apXxuB) Mognuck Paciundposka nognvcu

COrnACOBAHO
MpoTokon LUK (3K) opranusatmu
oT Ne

dopmat A4 (210 x 297 mm)



HavimeHoBaHve opraHusauum

®onp Ne

ONUCb Ne

SNEKTPOHHbBIX Aen, LOKYMEHTOB

ROCTOAHHOIO XpaHeHns
ron

3a

75

Npunoxenne Ne 17
knn. 3.6, 4.19, 5.5 MNpasun

YTBEPXOAIO

PyKOBOIILMTeﬂb Opradn3auun

Moannce

[ata

Paciuudgpoeka
noanucu

Ne
n/n

WNrpekc
nena

3aronosok
nena

Kpaitrne
[atbl

O6wbem, M6

MNpumevarns

3

4

B AaHHbIN pasfaen onvucn BHeCEHo

¢ Ne

Aaen,

no Ne

o6bemom

HanmeHoBaHWe [oMmKHOCTU
COCTaBUTENS Onucu

HanmeHoBaHWe JOMmKHOCTY

pYyKOBOAWTENS apxuBa (nuua,
OTBETCTBEHHOIO 33 apXvB)

COMMACOBAHO

(unthpamu n nponucsio)

(uncbpamu ¥ NPONUCHID)

M6.

MpoTtokosn LISK (3K) opranuzaiimm

oT

Ne

Moanuck Pacuumdgposka nognucu

[Moanuck Paclwundgposka nognucu

YTBEPX[EHO

Mpotokon 3K apxmBHOro yupexaeHus

oT

Ne

dopmat Ad (210 x 297 Mm)
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MpoponxeHue npunoxexunst Ne 17
knn. 3.6, 4.19, 5.5 pasun

MPUNOXEHWUE K OMIACK Ne

3NEeKTPOHHbBIX AEN, JOKYMEHTOB NMOCTOSHHOTO
XpaHeHus

33 rog

PeecTp BOKYMEHTORB (KOHTEHEPOR 3MEKTPOHHbLIX JOKYMEHTOR) 3MEKTPOHHOro gena:*

Ne eq.xp. no onucu WHaekc pena
3aronoBok gena
Oata Per. Ne
[OKYMeHTa | nokymeHTa HavmeHoBaHWe fokyMeHTa Obvem, M6 | TMpumeyanua
1 2 3 4 5

HaumeHoBaHUe [omKHOCTY
coCTaBuUTErsi onucuy Mognuco PacLumdpoBKa nognmcu

dopmat A4 (210 x 297 mm)

* CocTaBnsercs Ha KaKaoe 3JIEKTPOHHOE JeJI0.
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Mpunoxerne Ne 18
k nn. 3.6, 4.18, 5.5 MNpaenn

HaumeHoBaHWe opraHnsalim YTBEPXIAK
PykoBoAuTENb OPraHnsaLmum
domHg Ne [Mopnuck Pacwudppoeka
noanucK
OMNWCb Ne HaTa

3NEKTPOHHLIX Aer, LOKYMEHTOB BPEMEHHBIX
(cebiwe 10 neT) cpoKoB XpaHeHUs

3a rof

Ne | UHpekc 3aronosok KpaitHue Cpoxk Ob6bem, M6 | Mpumevanus
n/n | Aena nena Aatbl XpaHerus
1 2 3 4 5 6 7

B AaHHbIA pasgen onucy BHECEHO nen,

c Ne no Ne

(uncbpamm ¥ nponucsLo) (uncbpamu 1 nponuckIo)
o6bemMoM M®6.

HaumeroBanue formkHocTy
cocTaBuTens onucK MNoganwucs Pacwudposka nognucu

HanMeHoBaHue [JoImKHOCTH
pykoBogmMTens apxuea (nvua,
OTBETCTBEHHOTO 3a apXuiB) Moanuck Pactundgpoeka nognucu

COIMACOBAHO

Mpotokon LISK (3K) opranuaauum
oT Ne

®opmat A4 (210 x 287 mMm)
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MNpogomxenue npunoxennsa Ne 18

MPUNOXEHWKE K OMACY Ne

QNEKTPOHHbBIX AeNn BPEMEHHbLIX

(cBbilte 10 fieT) CPOKOB XpaHeHUs!

3a

rog

K nn. 3.6, 4.19, 5.5 Npasun

PeecTp AOKYMEHTOB (KOHTEMHEPOR NEKTPOHHbLIX JOKYMEHTOB) 3MIEKTPOHHOrO Aena:*

Ne ef.xp. no onvcu

WHpexkc pena

3aronosok gena
Hata Per. Ne
AOKYMEHT | [oKymeHTa HanmeHoBaHne AoKyMeHTa O6vem, M6 | MpumeuaHus
a
1 2 3 4 5
HanmeHoBaHue gomKHocTU
COCTaBUTENSA ONNUCK Nopnunce Pacwmdposka nognucu

* CocTaBnseTCs Ha KOXI0E SNEKTPOHHOE Ao,

dopmar A4 (210 x 297 mm)
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Mpunoxenue Ne 19
xnn. 3.6, 3.11, 3.15 Mpasun

HaumeHoBaHne opraHnsaymn

PEECTP ONWCEWN
Hauar

OkoHYeH

Gopmat Ad (210 x 297 mm)
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Mpopomxerune npunoxexus Ne 19
knn. 3.6, 3.11, 3.15 MNpasun

KonuuecTtso Aen B onuck T
o
© < © NOCTORHHOTO | BPEMEHHOrD no 2 23 | &
o 3 < [ ] oS g Q T
£ I S z3 XpaHeHnn (cebiwe 10 NUYHOMY $s g -3 QEJ| S
= |8 (5§ g3 ner) cocrasy |3 o:l;: 255 (522
4 o © O XpaHeHus g € =
S z T x g ® R a
4 < > Z C
1 2 3 4 5 6 7 8 ] 10 11

Bcero XpaHuTCcA B apxuse

onucen, u3 HMUX

MOCTOAHHOTO XpaHeHus

(4undppamun n NnponuckbIo)

BpemMeHHoro XxpaHeHus (cebiie10 ner)

(Umcbpamn 1 NponuUcHIo)

no nh4HoOMy cocTaBy

(Uuncbpamu 1 NPONUCHI)

(unchbpamu 1 nponucsIo)

onucen

B TOM YWCIe NoCTYNnNo B roay

(undbpamu 1 NponmUChHIo)

onvcen

B TOM 4ucne BbibLING B rogy

HaumeHroBaHne gomxHocTv paboTHuka
apxuBa opraHmsaLmy, CocTaBMBLLIErD
peectp onuceit

nognmcu

HaumeHoBanue gomxHocTu
pykoBoauTens apxusa (nuua,
OTBETCTBEHHOrO 33 apXuB)
noanucu

Nara

(Unchpamu 1 NPONUCHIO)

Mognuck

Nopnuck

Pacwmndposka

Paciwndposka

dopmat A4 (210 x 297 Mm)
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Mpunoxerne Ne 20
Kk n. 3.15 NpaBun

YTBEPXAIO YTBEPXOAIKD
Pyxosoputens opraHusaumn PykosoguTenb opraHusaumm
nepenatoweil JOKYMEHTHI NPVHUMAIOLLIER LOKYMEHTh!
Mopnuce Pacwindposka Nopnuch Paclundposka
noanmncn Moanucn
[ata Mevats Nata
MNevatb
AKT
Ne
npuema-nepenaqy apxmBHblx
[AOKYMEHTOB Ha XpaHeHue
(ocHoBaHue nepeaaydu)
(Ha3BaHue Nepenasaemoro oxaa)
cpan,

(HassaHwe opraHvsaunv, nepenaoLleit foKyMeHTbI)

a

NpUHAN

(Ha3BaHWe opraHusaLn NPUHUMAIOLLER AOKYMEHTbI)
OOKYMEHTbI HasBaHHOro oHAa U HayuHO-CNPaBOYHbIA annapart K HUM:

Ne HasBanve, Homep KonuyecTtso Konuuyectso | lMpumevanus
n/n onucun 3K3EMMNNAPOB ef. xp.
onucu
1 2 3 4 5

WToro npuHsaTo

en. xp.

MNepepavy npoussenu:

BomkHocte  TMognuce  Paclumdposka
nognvcu

Data

doHay npucsoeH Ne

Tprem npoussenu:

HormxHocte Flognuck  Pacwundposka

[arta

noanucn

NA3MeHeHWs B yuYeTHbIe JOKYMEHTbl BHECEHD!.

[ornxkHocTb Mognuce

[arta

Pacwwudposka nognvcn

dopmat Ad (210 x 297 mMm)
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Mpunoxerue Ne 21
knn. 3.15, 4.11, 4.13 lNpasun

HavmeHoBaHe opraHusayum

AKT YTBEPXOAIO
Ne PykoBogmnTensb opraHusaunm
0 BbIAENEHUN K YHUUTOXEHUIO Moanuce Pacwwudposka
apxuBHbIX AOKYMEHTOB, He noAanexatinx nognuey
XpaHeruio [aTa

Ha ocHoBaHuu

(Ha3BaHWE U BLIXOAKLIE AaHHbIE NEpeyHs JOKYMEHTOB C YKa3aHHeM CPOKOB NX XpaHeHHs)

0T0BpaHbl K YHUUTOXKEHWO Kak He UMEIOLLME HaYYHO-UCTOPUYECKOR LIEHHOCTI U yTpaTuBLUne
npakTuieckoe sHaveHne fokymeHThl poHaa Ne

(Ha3BaHue coraa)

Ne 3aronosok gena loabt Homep Homep Konuue- Cpokn Mpumeua
n/n (rpynnosoii onuecu* ef.xp. no CTBO XpaHeHus Hue
3aronoBok AOKYMEHTOB) onucu ef. Xp. v Homepa
cratei
10 NEPEYHI0
1 2 3 4 5 6 7 8
WUtoro en. Xp. 3a rogbi.
(uncbpamu 1 nponuceto)
Onucy fen NoCTOAHHOrO XpaHeHus 3a roapl yreepxaeHbl 3MK

(HavmeHOBaHWE apXUBHOIO YYPEKAEHUS)
(npoTokon ot Ne

HawmeHoBaHuWe [omKHoCTH
pykoBoguUTENS apxuea (nnua,
OTBETCTBEHHOIO 3a apXuB) Mopnuck Pactundposka nognncu

COIMMACOBAHO
MpoTokon LLOK (OK) opraHnsaumm
oT Ne

* I1pH BBIAENEHHH K YHHYTOXKEHHIO IOKYMEHTOB MPH TIOArOTOBKE AES K [Epe/iaue B apXHB OpraHu3auny, rpadsi 4,
5 He 3alONHAIOTCA.



MNponomxerune npunoxexust Ne 21
knn. 3.15, 4.11, 4.13 Npasun

LlokymeHTb! B konuyecTtse en. Xp.:

- Ha DymMmaxHOM HocuTENe BECOM Kr caaHbl
Ha YHUYTOXEeHne,
- Ha SNEeKTPOHHOM HOCUTENe CAaHbl Ha YHUHTOXEHWE

{cnocob yHu4TONEHNsT)
HanmeHoBaHWe [OMKHOCTH paboTHUKA,
CHaBLUEro 4OKYMEHTbI Moanuce Paclumdposka nognucu
Darta
M3aMeHeHus B yueTHble [OKYMEHTh BHECEHDI.
HanmeHoBaHue JOMKHOCTY paboTHUKA
apxuBa, BHECLUETO 3MEHEHUSs!

B YY€THbie JOKYMEHTbI Mognues Paciumndposka nognucu

Hara

bopmar A4 (210 x 297 MMm)
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Mpunoxerue Ne 22
k1. 3.15 Mpasun

HaunmeHoBaHue opraHnsadum

AKT YTBEPXOAIO
Ne Pykosogutens oprasusaunu
0 HeUcrnpaBUMbiX NOBPEXOESHNAX Noanucy Pacwudposka
apXMBHbIX JOKYMEHTOB noanucK
Oara
PoHp Ne
(HasBaHve doHaa)

B doHae o6Hapy)eHbl SOKYMEHTbI, MPU3HaHHbIE HEMCTPABUMO NOBPEXAEHHBIMM:

Ne | Onuck | Eg. xp. 3aronoBok KpaitHne Konuyectso CyLwjHocTb W
n/n Ne Ne NOBPEeXAEHHRBIX [aTh nncros NPUYUHD
en. xp. (obbem, M6) riospexae-
Hus
1 2 3 4 5 6 7

NToro oBHapyXeHo HeucnpasnmMo noBpeXAeHHbIX

en. xp.
(4ncbpamm 1 NPONUCHIO)
MepeuncneHHble e, Xp. NOANEXaT CMCaHMIO BBUAY:
HaumeHoBaHue JormKHOCTY
pykosoauTens apxusa (nuua,
OTBETCTBEHHOrO 32 apXxwB) Moanuch Pacumdposka nognucu
COIrMACOBAHO COrMACOBAHO*
Mpotokon LISK (3K) opranunsaum Mpotokon 3K apxvBHOTO yupexaeHns
oT Ne oT Ne
N3meHeHWs B yueTHble JOKYMEHTbI apXUBa BHECEHDI.
HaumeHoBaHue gomkHocTV paboTHuKa,
BHECLUEro M3MEHEHWA B YYETHbIE JOKYMEHTHI Moanuck PacwucpoBka noanucu

DNata
dopmar A4 (210 x 297 Mm)

* Jins AOKYMEHTOB, BKJIIOYEHHBIX B COCTaB ApxuBHOro ¢oxpa Poccutickoit denepauns



HaumeHoBaHue oprasunsauvin

HaumeHoBaHWe CTpyKTypHOro
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MNpunoxexue Ne 23
kK nn. 4.11, 4.31 Npasun

rioapasaeneHns

ONMUCDb Ne

nen

Ne | UHgeke 3aronosok Aena Kpaittne Cpok Konuuect- | [lMpumeva

n/n{ pena Aarbl XpaHeHust* BO Hve
nvcTos

1 2 3 4 5 6 7

HassaHve pasgena

B AakHYy0 ONNCh BHECEHO

aen

c Ne

{uupamm 1 NPONMCHIO)
no Ne , B TOM uucrne:

NnUTepHble Homepa:

NponyLEeHHbIe HoMepa:

HavMmeHoBaHWe BOMKHOCTH
PYKOBOAMUTENS CTPYKTYPHOTO
noapasfenenmns

[ata

COMMACOBAHO
HavmeHoBaHue JOMKHOCTH
pykosoguTens cnyx6ol OY

MNoanuce Paclmdpposka
Moanucu
[fata

Moanuck Pacwudposka noanmeu

COrIIACOBAHO**
MpoTokon 3K cTpykTypHOro
noapasgenexsun

oT Ne

* I'pada omyckaeTcs B OMUCH JEI MOCTOSHHOTO CPOKA XPAHEHMA.
** [Tpu Haymmaun K cTpyKkTypHOTO NoapasieneHus




86

Mpogonmkenue npunoxexus Ne 23
k nn. 4.11, 4.31 MNpasun

Mepepan
_Aen

(uucbpamu n NPonuCHIo)
4] permcTpaLmoHHO-KOHTPONbHDBIX KApPTOTEK K JOKYMEHTaMm.
(undppamu 1 NPonNUCHIo)

HanmeHoBaHve formkHocTV paBoTHMKa

CTPYKTYPHOro nogpasaeneHvs [Mognuce Pacwmucposka nognucu

MpuHan aen
(uucbpamu ¥ NPONMCHIO)

" PErNCTPaLNOHHO-KOHTPONbHBIX

(uncbpamu u NponNUCHIO)
KapTOTEeK K AOKyMEHTaM.

HaumeHoBaHue pormkHOCTH
paboTHuka apxuBa Moanucb Pacwwucbposka noganucu

Hara

dopmat A4 (210 x 287 MM)
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MNpunoxerne Ne 24
knn. 4.11, 4.31 Mpasun

HaumeHoBaHu1e opraHusaumm

®onp Ne

ONUCb Ne
3N1EKTPOHHBIX Aerl, AOKYMEHTOB

Ne Wupekc 3aronosok Kpaittue Ob6vem, M6 | lNMpumeyanus
n/n nena nena natbi*
1 2 3 4 5 6

HaumeHoBaHve pasgena

B paHHbIl pasgen onvuc BHECEHO aen,
(undpamu n nponuckio)

c Ne no Ne

obbemom M6.

HaumeHoBaHne fgorxkHocTy
PYKOBOAMTENS CTPYKTYPHOrO

nogpasgeneHus MNopnuce Paciuudposka nognucu

[Hara

COIMMACOBAHO COIMACOBAHO**

HaumeHoBaHue JOMKHOCTY MpoTtokon 3K cTpyKTypHOro

pykosoautens cnyx6el 4OY noapasgeneHus

MMopnucb Paclmndposka oT Ne
MNopnucu

Oata

* T'pada ormycKaeTcs B ONKCH JE OCTOSHHOIO CPOKA XPaHEHWS.
** [Tpu ramuuun DK cTpyKTYpHOTO NoApasae/eHus
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MponomkeHue npunoxeHus Ne 24
k nn. 4.11, 4.31 lNpasun

Mepenan
aen
(umndppamu 1 nponncero)
n PErMCTPaLMOHHO-KOHTPONMBHbLIX KAPTOTEK K [JOKYMEHTaMm,
(Uncbpamm 1 nponuchbio)
o6beMom M6.
HavmeHoBaHue fomkHoCTM paboTHNka
CTPYKTYPHOro noapasgeneHus Mognuce Pacuwndposka nognincu
MpuHsan nen
(uncbpamu v nponucklo)
" perucTpaunoHHO-KOHTPOSbHBLIX
(uncbpamu 1 nponmchio)
KapToTeK K AOKYMEHTaM, o6beMom M6.
HaumeHoBaHWe QOMKHOCTH
paboTHrka apxmBa Mognuck Pacwudposka noanvcu

Hata

dopmat A4 (210 x 297 Mm)
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MNpoporkexue npunoxeHvs Ne 24
knn. 4.11, 4.31 Mpasun

MPUNOXEHUE K ONMUCU Ne

3NEKTPOHHLIX Aen, AOKYMEHTOB

PeecTp AOKYMEHTOB (KOHTeWHepPOB 3MEeKTPOHHbIX JOKYMEHTORB) 3/1IeKTPOHHOro aena:*

Ne eg.xp. no onvcu

NHpeke gena

3aronoBok aena

Oata Per. Ne

OOKyMeHTa | AOKyMeHTa

HanmeHosaHue pokymeHTa O6bem, M6 | TNMpumeuanun

HavimeHoBaHue AONKHOCTH
cocraBuTenst onucu

Moanuch PacwucbpoBka nognucu

dopmat A4 (210 x 297 mm)

CocraBnsercs Ha Kaxaoe SJIEKTPOHHOE I€JIO.
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HanmeHoBanve opraHnsaumnn

MpunoxeHne Ne 25
Kn.4.18 lNpasun

HOMEHKNATYPA OEN YTBEPXOAIO
PykoBoamMTenb opraHvsaunn
Mopnucb Pacwwndposka
Ha roa noagnuncu
Rata
WHpeke 3aronoceok gena Konuuectso | Cpok xpaHeHus | Mpumesanye |
nena nen n Ne cratbu no
nepevHio
1 2 3 4 5
I HasBaHve pasgena
!

HaumeHoBaHWe formKHOCTY
pykoBoguTens cnyx6el JOY

opraHusauum Mognuce

Buiza pykoBoguUTErns apxusa
(nuua, OTBETCTBEHHOTO 32 apXyB)

COMfACOBAHO

MpoTokon Li3K (3K)
oT Ne oT

Pacwmdposka nognncu

COIMACOBAHO

MpoTokon 3K apxuBHoro yupexaexuns

Ne
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Nponomxkerue npunoxenus Ne 25
Kk n. 4.18 MNpasun

Torosas 3annch 0 KaTeropusix 1 Konu4ecTee Aen, 3aBefeHHbIX B rogy
B opraHusaunn

Mo cpokam xpaHeHus Beero B Tom yucne:

nepexogsLLmx ¢ oTmeTkon "ONK"

1 2 3 4

[MocTosiHHOro

BpemeHrHoro (cBbilie 10 neT)

BpemetHoro (go 10 net
BKNIOYUTENBHO)

UTOro:.

HaumeHoBaHue gomxHocTn
pykosoguTens cnyxbol JOY Moannch Paciwuundposka noanvicu

Lara
WTorosbie cBeaeHNS nepefdaHbl B apXvB.

HaumeHoBaHne gorpkHocTy nnua
nepegasLlero CBeAeHUs Nopnuch Pacwudposka nognncu

Oata

dopmat A4 (210 x 297 mm)



HaumeHosaHue opraHusayum

HaumeHoBaH1e CTPYKTYPHOMO

Npunoxenue Ne 26
K n. 4.18 Mpasun

nopapaspaeneHs
HOMEHKNATYPA QEN
Ha rog*

WHpexe 3aronosok Aena Konnuecteo | Cpok xpaHerus | TMpumevarue

fena ToMOB (YacTeil) | 1 Ne ctaTtbu no
nepeYHio
1 2 3 4 5
Hassauue pasgena
|

HavmeHoBaHme AOMKHOCTY
PYKOBOAUTENS CTPYKTYPHOTO

rofpasneneHus

Oara

COIMACOBAHO™*

MpoTokon 3K cTpykTypHOro

nogpasgenenns

oT

Noanncob

Pacwndposka nognucu

®opmaT A4 (210 x 297 Mm)

* K HomeHknaType Aen CTPYKTYPHOro noapasAeneHus 1o OKOHYaHUK KaneH4apHoro rofa coctaensieTcs
vTOroBas 3anuch 1o hopMme, ykaszaHHOW B MPUNOXEHUM 25, v AenaeTcs OTMETKA O nepefaye UTOroBbIX
ceefieHuit B cnyx6y JOY opranusauuu.
** Mpu Hanuuun JK CTPYKTYpHOro nogpasaeneHus.




BHYTPEHHAA ONMCb

[OoKyMeHTOR fena Ne

Mpunoxxenue Ne 27
knn. 4.19, 4.21 Npasun

Ne | Peructpay Data 3aronoBoK fOKYMEHTa Homepa Mpumeua-
n/n WOHHBLIN | JokyMeHTa nucTos gena Hue
UHAEKC
| [OKYMEHTa
1 2 3 4 5 6
NToro NOKYMEHTOB.

(uncbpamu 1 nponNUChbIo)

Konn4yecTBo NIMCTOBR BHYTPEHHEN 0NncK

(Uncbpamu 1 NPONUCHIO)

HaumeHoBaHve 4omKHOCTY nvya,
COCTaBUBLIEro BHYTPEHHIOKW OMnch
[OKYMEHTOB Aena Mognuck

[aTa

Paclwudposka nognucu

dopmat A4 (210 x 297 Mm)
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MNpunoxetne Ne 28
knn. 4.19, 4.24 MNpasun

(HanmeHoBaHVie TOCYAapPCTBEHHOTO (MyHULMNANbHOTO) apxuBa)

(HayMeHoBaHVie opraH13aLmum)

(HanvieHoBaHWe CTPYKTYpHOrO NoapaszeneHus)

LENO Ne TOMNe ___

(3aronosok gerna)

(kpaiiHne gaTbi)

Ha nucrax

XpaHuTb

dopmat A4 (210 x 297 mm)
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Mpunoxerve Ne 29
k1. 5.12 Mpasun

HaunmeHoBaxne opraHusaLyin
CnpasoyHbie gaHHble 06 opraHuaaluy Appecar
(nouToBbIit appec, TenedoH,
TenedoH/dakc)
APXWBHARA CMPABKA

Ne

(narva)
Ha Ne oT

Teker

OcHosaHue:
JLomKHOCTb pyKOBOAMTENSA OpraHW3aLmm
(MnK MHOTO YNONHOMOYEHHOTO UM NnLia) Moanuce Paciuncposka nognuc

MNevatb

Damunusi ucnonHutens
Homep Tenedpona

dopmat A4 (210 x 297 MM)
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YTBEPXIAIO

Mpunoxetxne Ne 30
k n. 6.8 Mpasun

YTBEPXIAIO

(HavmMeHoBaHWe JOMKHOCTY PYKOBOAMTENS

(HanmeHoBaHVe [OMKHOCTY PYKOBOAUTENS

opraHu3aLmy nepefanuien LoKYMEHTb)

Moanucs Paciuundposka nognucu
[aTa Mevats
AKT
Ne

npriema-nepeaayy apxXueHbIx
[JOKYMEHTOB Ha XpaHeHue

opraHuaaLmn NPUHUMAIOLEN JOKYMEHTbI)
MNoanuce Paciundposka nognuciu

Nara MevaTb

(ocHoBaHue nepenaun)

(HasBanve nepegasaemoro ¢oHaa)

Chan,
(HauMeHOBaHWe opraHu3aLyn, nepefapilei AOKYMEHThI)
(HaMMeHoBaHWe oprasnu3anmwy, NPUHUMaIoLWENH [OKYMEHTbI)
NPWHUMaET Ha rocyAapCTBEHHOE XpaHeHWe JOKYMEHTb! 1 CTpaxoBble KoMK 3a
(roawl)
W CrIpaBOYHbIV annapat K HUM:
Konuvectso
Ne KonuuecTtso egnHn
HasBaHwue, Homep onucu 3K3EMNIAPOB AMHAL Mpumevanue
n/n XpaHeHus
onwecn
1 2 3 4 6
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Mpononxerve npunoxxeHns Ne 30
K 1. 6.8 MNpasun

WToro npuHsaTo en. Xp.
(HMcPpamm 1 Nponuchio)

MNepepavy nponssenu: Mpunem nponssen:

fonxHocte  [Mopnwnce Domxrocte Mopnucs  Pacuundposka

Pacwudposka nognucu
noanucK Oata

Nata

DdoHay NPUCBOEH HoMep

WN3meHeHns B YYE€THbIE JOKYMEHTbLI BHECEHbI
HormxHocTe Mopnucs PacLundposka nognncu

Data

dopmat A4 (210 x 297 Mm)


http://files.stroyinf.ru/Data2/1/4293758/4293758396.htm

