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IIpuxkaz Munkyavmyput Poccuu om 31.03.2015 N2526 «0O6 ymeepcoeHUuU NPasua op2aHu3ayul XxpaHeHus,
KOMNAEKMOBAHUS, Yy1uema U UCNOAb308aHUS 00KYMeHMos ApxugHoz20 gorda Poccuiickoil Pedepayuu u Opyaux apxXusHblLx
JOKYMeHIMo8 8 op2aHax 20cyodapcmeeHHOl 8Aacmu, Ope2aHax MecimHo20 CamMoynpasAeHus U 0P2aHU3AYUIX»

MHUHUCTEPCTBO KYJIBTYPBI POCCUHICKOM ®EITEPAIIUU

ITPUKA3
OT 31 mapTa 2015 r. N2526

Ob YTBEPK/IEHNU ITPABILI
OPI'’AHMN3AIINN XPAHEHHWA, KOMIVIEKTOBAHUWA, YYETA 1 NCIIO/Ib3OBAHUA
JOKYMEHTOB APXUBHOI'O ®OH/IA POCCUVICKOM ®ETEPAITU U IPYTUX
APXUBHBIX IOKYMEHTOB B OPTAHAX I'OCY/IAPCTBEHHOM! BJIACTH,
OPI'’AHAX MECTHOTI'O CAMOYIIPABJIEHUA 1 OPTAHU3AILINAX

B coOTBETCTBUM € MYHKTOM 2 YacTH 1 CTaTbU 4, YACThIO 5 cTaThu 14 PefepasibHOTO 3aKOHA OT 22
OKTAOpsA 2004 1. N2 125-O3 "OO6 apxuBHOM fene B Poccuiickoit ®epepanun” (Cobpanue
3akoHozaTesbcTBa Poccuiickort eneparium, 2004, N2 43, cT. 4169; 2006, N2 50, cT. 5280; 2007, N2
49, cT. 6079; 2008, N° 20, cT. 2253; 2010, N? 19, cT. 2291; N? 31, cT. 4196; 2013, N2 7, cT. 611; 2014, N°
40 (u. II), ct. 5320) u mocranoByieHueM [IpaButenberBa Poccuiickoit ®epepanuu OT 20 HIOJS 2011 T.
N2 590 "O MuHnucrepctBe KyJabTyphl Poccuiickoii ®enepanmu” (CoOpaHue 3aKOHOJIATEIbCTBA
Poccutickoit ®eaeparum, 2011, NO 31, cT. 4758; N2 44, ct. 6272; 2012, N2 6, cT. 688; N2 17, cT. 2018; N2
26, CcT. 3524; N2 37, cT. 5001; N2 39, cT. 5270; 2013, N2 3, cT. 204; N2 8, cT. 841; N2 31, cT. 4239; N2 33,
CcT. 4386; NQ 41, cT. 5182; N? 45, cT. 5822; 2014, N2 9, c1. 909; N2 30 (u. II), cT. 4305; N2 40 (u. III), cT.
5426, NO 48, ct. 6860; 2015, NO 2, cT. 491; NO 4, cT. 664; N2 9, cT. 1339) IPUKa3bIBAIO:

1. YTBepAUTHh TMpUaraemMble IpaBWJa OpPraHU3AIUU XpaHEHUs, KOMIUJIEKTOBAHU:A, y4yeTa U
HCIIOJIb30BaHUA JIOKYMEeHTOB ApxuBHOro ¢donHma Poccuiickoit ®Penepanum M JIPyTUX aPXUBHBIX
JIOKYMEHTOB B OpraHax TOCYJapCTBEHHOM BJIaCTH, OpraHax MECTHOTO CaMOYIIpaBJIeHUS U
OpTaHU3aIUIX.

2. HammpaBuUTh HACTOAIUI TPUKA3 HA TOCYZIAPCTBEHHYIO PETUCTPAIUI0 B MUHHUCTEPCTBO IOCTHITHHT
Poccutickoit Peneparuu.

3. KonTposip 3a ucrosiHeHuMeM NIpHKa3a BO3JIOKUTH Ha NepBOro 3amecruresnsa MwuHucrpa B.B.
Apucrapxosa.

MuHnuct
B.P.MEJIMNHCKNU
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IIpuno:xenue

K npuka3dy MuHucrepersa KyJIbTyphl
Poccutickoit ®enepanuu

OT 31 MapTa 2015 r. N2 526

ITPABIJIA
OPI'’AHMN3AIINN XPAHEHHWA, KOMIVIEKTOBAHUWA, YYETA 1 NCIIO/Ib3OBAHUA
JOKYMEHTOB APXUBHOI'O ®OH/IA POCCUVICKOM ®ETEPAITU U IPYTUX
APXUBHBIX IOKYMEHTOB B OPTAHAX I'OCY/IAPCTBEHHOM! BJIACTH,
OPI'’AHAX MECTHOTI'O CAMOYIIPABJIEHUA 1 OPTAHU3AILINAX

I. OBIIME ITOJIOKEHU A

1.1. Hacrosimue ITpaBma opraHu3anuu XpaHeHUsl, KOMILJIEKTOBAHUS, y4eTa U HCIIOJIb30BaHUS
JIOKyMeHTOB ApxuBHOTO (hoHza Poccuiickoit ®enepanuu u APYyrUx apXUBHBIX JOKYMEHTOB B OpraHax
rOCyZIapCTBEHHOU BJIACTH, OpPTaHAX MECTHOTO CaMOYIIPABJIEHUsI W OpTraHU3amusx (ajee - HACTOAIIHE
[IpaBuia) pazpaboTaHbl B COOTBETCTBUM ¢ PesrepayibHBIM 3aKOHOM OT 22 OKTSOPsA 2004 1. N2 125-03
"O6 apxuBHOM genie B Poccuiickoit ®enepanuu’ (CobOpaHme B3aKOHOAATENbCTBA POCCHUUCKOM
Qenepanuu, 2004, N2 43, cT. 4169; 2006, N2 50, cT. 5280; 2007, N2 49, cT. 6079; 2008, N2 20, CT.
2253; 2010, N2 19, cr. 2291; N2 31, cT. 4196; 2013, N2 7, c1. 611; 2014, N2 40 (u. II), cT. 5320),
nocraHoBsieHneM IIpaBurtenbcTtBa Poccuiickoit ®enepanuu ot 15 UOHA 2009 T. N2 477 "OO6
yTBepskaeHun [IpaBuil /1esIonpou3BOACTBA B (efepaTbHbIX OpraHaX HCIOJHUTEIbHOW BJlacTH"
(Cobpanue 3akoHomaresnbcTBa Poccuiickoii ®epepanmu, 2009, N 25 cr. 3060); HpUKa30oM
MuHuCTepCTBa KyJIbTYPBl U MacCOBBIX KOMMYHUKanuil Poccutickoit @enepanun ot 18 AHBapsa 2007 T.
N¢ 19 "O6 yrBep:kaeHuu IIpaBuI opraHu3anii XpaHEHUsI, KOMILIEKTOBAHHUSA, yueTa U UCIIOJIb30BaHUA
JIokyMeHTOB ApxuBHOrO ¢oHma Poccuiickoit ®enepanmuu W JIPYTHX apXUBHBIX JOKYMEHTOB B
TOCYZApPCTBEHHBIX U MYHUIIMIAJIBHBIX apXHUBaX, My3edaxX M OuOIMOTEKaX, opraHusanusax Poccuiickoit
akaymemuu Hayk" (manee - [IpaBuia xpanenus) (3apeructpupoBa Munioctom Poccuu 6 mapra 2007 T.,
perucTparioHHbIE HOMEp 9059, "BlojleTeHb HOPMATHBHBIX aKTOB elepasibHbIX OpPraHOB
HCIIOJTHUTEJIPHON BJIACTH OT 14 Masg 2007 T. NO 20"), ¢ u3MeHeHUSMH, BHECEHHBIMH ITPHUKA30M
MuHu1cTepeTBa KyJIbTYPhl U MacCOBBIX KOMMYHHKaIui Poccuiickoit @enepariyu oT 16 peBpaisa 2009 T.
No 68 (3aperucrpupoBan MwuHioctoM Poccum 5 Mass 2009 T., perdcTparioHHBIE HoMep 13893,
"Poccuiickas razera” ot 20 mas 2009 T. N2 89), mprukazom MUHKYJIBTYPBI Poccuu OT 10 CEHTIOPS 2007
r. N2 1273 "O6 yrBep:kaeHHH (POPM YUYETHBIX M HHBIX JIOKYMEHTOB II0 OpTaHU3AaIllMU XpaHEHUS,
KOMIUIEKTOBAHUS, yUeTa U UCII0JIb30BaHUsA JOKyMeHTOB ApxuBHOrO ¢doHza Poccutickoit Penepanuu u
JIDYTUX apXUBHBIX JIOKYMEHTOB B TOCYZAQPCTBEHHBIX U MYHHUIIUNAIBHBIX apXuBaX, My3esiX |
6ubsnorekax, opraHusanuax Poccuiickodl akazemuu Hayk' (3aperucrpupoBaH Munioctom Poccuu 9
OKTAOpsA 2007 T., PETUCTPAIIOHHBI HOMEDP 10291, "BiojyieTeHb HOPMAaTUBHBIX aKTOB (pe/iepaibHbIX
OPTaHOB UCIIOJIHUTEJIPHOH BJIACTH OT 5 HOSIOpsi 2007 T. N2 45").

1.2. JletictBue Hacrosmux IIpaBus He pacmpocTpaHsieTcss Ha OpPTaHU3aIUI0 XpaHEHW,
KOMILIEKTOBAHHUSA, Y4eTa U UCIIOJIb30BaHUA JOKyMeHTOB ApxuBHOTO doHa Poccuiickont Peneparuu u
JIDYTUX apXUBHBIX JIOKYMEHTOB, CO/IePKAII[UX CBEEHUS, COCTABJISIONINE TOCYIapPCTBEHHYIO TaliHY.

1.3. T'ocyzmapcTBeHHBIE OpraHbI, OPraHbl MECTHOTO CaMOYIpPaBJIEHHsA MYHHUIMIIAJILHOTO paloOHa,
TOPOZICKOTO OKpyra W BHYTPHUTODPOJICKOTO palioHAa 00s3aHbI CO3/I1aBaTh ApPXUBBHI B IEJAX XPaHEHHS,
KOMIUIEKTOBAHUS, yUeTa U UCIIOJIb30BAaHUsA 00pAa30BaBIIUXCA B IIPOIlECCe UX JEATETBHOCTH apXUBHBIX
JIOKYMEHTOB.

1.4. OpraHu3saiuu BIIpAaBe CO3/IaBaTh apXUBBI B IEJISIX XpaHEHUST 00pAa30BaBIIUXCS B MPOIIECCE UX
JIeSITEJTbHOCTH apXUBHBIX JIOKYMEHTOB, B TOM UHKCJIE B I€JIAX XPAHEHUs U HCIOJIb30BAHUS apXUBHBIX
JIOKYMEHTOB, HE OTHOCSIIIUXCS K TOCYIapCTBEHHOH WM MyHUIIUIIATBHOU COOCTBEHHOCTH <1>.

<1> Yactp 2 cratbu 13 DeslepasbHOTO 3aKOHA OT 22 OKTAOPSA 2004 1. N2 125-®3 "O06 apXxuBHOM
nesie B Poccuiickoit @enmeparum’.

1.5. 3amaun U GYHKOUU apxuBa (IIEHTPAJIBHOTO apXHBa) TOCY/IAPCTBEHHOTO OpraHa, OpraHa
MECTHOTO CaMOYIIpaBJIeHUs, OpraHU3allMd - MCTOYHMKA KOMIUIEKTOBAHUSA TOCYZAapCTBEHHOTIO,
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MyHUIIUNIAJIBHOTO  apXWBa  OINpeJesAITCA  IOJO0KEHHEM, YTBep:KJAaeMbIM  PYKOBOJAUTEIEM
OpTraHU3aI .

II. OPTAHU3AIINA XPAHEHVA TOKYMEHTOB
APXMBHOI'O ®OHJA POCCUMCKOUN OEAEPAIINN 1 JPYTNX APXNBHbBIX
JOKYMEHTOB B OPTAHU3AIINI

2.1. JIoKyMeHTbI, 00pa3yoluecs B JesITEIbHOCTH OPTaHU3AIMHU, COCTABJIAIOT JOKYMEHTAIbHbBINA
doH.

2.2. Co3zlanue JOKyMeHTaJbHOTrO (OHJ/IA OPraHU3AIUU OCYIIECTBJIAETCA ITyTEM COCTABJIEHUA
HOMEHKJIATYPHI ies1, GOpMHUPOBaHUS U O0POPMJIIEHHUS JieJI HA OCHOBE HOPMATHUBHBIX ITPABOBBIX AKTOB
Poccuiickoii ®enepanuy, IepeyHed THUIIOBBIX ApPXUBHBIX JIOKYMEHTOB C YKa3aHUEM CPOKOB HX
XpaHeHUs, YTBEPKIaeMbIX B COOTBETCTBUM C IIYHKTOM 3 cTaTbu 6 ®e/repasibHOTO 3aKOHA OT 22 OKTIOPA
2004 1. N2 125-®3 "O6 apxuBHOM Jenie B Poccuiickoii ®Peneparuu’, u mnepeyHedl JTOKYMEHTOB,
oOpasyomuxcsi B Ipoliecce JIeATeIbHOCTH (eiepalIbHBIX OPTaHOB TOCYZAPCTBEHHON BJIACTH, MHBIX
TOCYZApCTBEHHBIX OpraHoB Poccuiickoir @exepanmy, a TakkKe B IpOIECCe AEATEIHBHOCTU
MIO/IBEZIOMCTBEHHBIX UM OPTaHU3AINH, C YKa3aHUEM CPOKOB XpaHEHUS.

2.3. Yactp JoKyMeHTaIbHOTO (POH/IA, BKIIIOYAIOIAs JOKYMEHThI ApXxuBHOTO (oHia Poccuiickoi
deneparuu, JOKYMEHTHI IO JUYHOMY COCTAaBy W JOKYMEHTbI BPEMEHHBIX (CBBIIIE 10 JIET) CPOKOB
XpaHeHUsI, BKJIIOUEHHbIE B YUYETHBIE JJOKYMEHTBI apXHUBa, COCTABJIsIET apXUBHBIA (DOHJI OpraHU3aIUH,
KOTOPBIH MOJJIEIKUT XPAHEHUIO B apXUBE OPTaHU3AIUH.

JIOKyMeHTBI BpeMEeHHBIX (/10 10 JIET BKJIIOUHUTEIHFHO) CPOKOB XpAHEHUSI XPAHATCS B CTPYKTYPHBIX
Mo[pas3/ieJIEHUsIX OPraHU3aIllMU U 110 UCTEUEHUH CPOKOB HMX XPAaHEHWs IMOZJIeKaT YHUUTOXKEHUIO B
MOPs/IKE, YCTAHOBJIEHHOM B IIYHKTaX 4.6 - 4.13 HacrosAmux [IpaBu.

2.4. Bumamu apxXuBHBIX (POHIOB OPTAaHU3AIUH SBJISIOTCS:

apXUBHBIA (OHJI OpPraHU3aINU, COCTOAIINN U3 JOKYMeHTOB ApxuBHOrO ¢onAa Poccuiickoit
®eneparun u JPYrUX apXUBHBIX TOKYMEHTOB;

00beTMHEHHBIN apXUBHBIN (DOHJI, COCTOAIINNA U3 00pPA30BABIIMXCS B IPOIECCE ESATETHbHOCTH
JIBYX Wiu OoJiee OpraHHM3aIlui JIOKyMeHTOB ApxuBHOro ¢onzaa Poccuiickoit ®enepanuu u Apyrux
apXUBHBIX JIOKYMEHTOB, MMEIOIINX MEXKAY COOOU HMCTOPHUYECKH W/WJIN JIOTUUECKU OOYCJIOBJIEHHBIE
CBA3H,

apXWBHAsl KOJUIEKIUs, COCTOAINAsA W3 OT/EJIbHBIX AapPXUBHBIX JIOKYMEHTOB Pa3JIMYHOTO
MIPOUCXOXK/IEHUsI, OOBEIMHEHHBIX II0 OAHOMY WM HECKOJIbKUM TpPHU3HAKaM (TeMaTHYECKOMY,
aBTOPCKOMY, BUJIOBOMY, OOBEKTHOMY).

2.5. ApxuBHOMYy OHIy OpraHu3anuyd I[IPUCBAWMBAIOTCA Ha3BaHHE, COOTBETCTBYIOIIEE
HAaMMEHOBAHUIO OPTaHU3aIUU, U HOMEP B IOPSJIKE, OPeAeIeHHOM IIYHKTOM 3.8 HacTosmux [IpaBut.

2.6. ApXUBHBIE JIOKYMEHTHI OPTaHU3AIIUH COCTABJIAIOT OUH (eIMHbBIN) apXUBHBIN (HOH/T:

0 U TIOCJIe peOpraHu3anuy, a TakKe WU3MeHEHHsA CTPYKTYpbl, IITATOB, €CJIH YKa3aHHbIE
MepOIPHUATHUSA He IOBJIEKJIN 32 COOOU U3MeHEeHHU IeJlel U IpeMeTa AesATeIbHOCTA OpraHU3aIuy;

J10 U TIOCJIe U3MEHEHUS TEPPUTOPHUATIBHBIX IPAHUIL JeATETbHOCTH OPTaHU3AIINH;

B CJIy9ae CMEHBI yUpPeUTEIs.

B ciayuae wusMeHeHHs COOCTBEHHHMKA WMYIIECTBA OPraHU3alUUd APXUBHBIE JTOKYMEHTHI
OpTaHU3aIlUH JIOJKHBI BKJIIOYAThCSA B Pa3Hble apXUBHBIE (DOH/IBI.

2.7. B ciydae peopraHu3anyi OpraHU3aIuy ¢ nepegaded ¢GyHKIMA BHOBb CO3/IAHHON WMJIM WHOH
OpraHU3aIUU Bce apXUBHBIE TOKYMEHTHI MepealoTCs OpraHu3auu-IIPaBONPEEMHUKY U BKIIOUAIOTCA
B apXUBHBIN (OH/ TOC/IETHEN.

JIOKyMEHTBI TIOCTOSTHHOTO XpaHEHUs U JIOKYMEHTBHI II0 JIMYHOMY COCTaBY JIMKBUIMPOBAHHBIX
OpTraHU3aIUH JIOJKHBI TEPEIaBaThCA B YIOPAI0YEHHOM COCTOSTHUU HA XpPaHEHHUE B COOTBETCTBYIOIIHUIT
rOCyZapCTBEHHBIN (MyHUIIMTIAIBHBIN) apXUB.

2.8. XpOHOJIOTHYECKUMHU IPAHUIIAMU APXUBHOTO (DOH/IA ABJIAIOTCA <1>:

<1> [TogmyHkT 2.8.6 mynkTa 2.8 [IpaBui xpaneHus.

AJIsA apXUBHOT'O (I)OHI[a OopraHu3alniii - yCTaHaBJIMBAa€Mbl€ Ha OCHOBE HOPDMATHUBHBIX aAKTOB AAThbI
CO3MaHUA U JIMKBHAAIIMU OpraHu3aluu. HpI/I HAJINYHUU HECKOJbKHX akToB 00 O6paBOBaHI/II/I
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OpraHu3alUuy IPUHUMAaeTCsA JjlaTa Hanbosiee paHHEro U3 HUX;

JUisi 0ObeIMHEHHOTO apXWBHOTO (DOHAA OpraHU3aIUHM - JIaThl CO3/JaHHUsA Haubosiee paHHEH H
JIMKBUZAINN Haubosiee TMO3JHEH 10 BPEMEHH [IeATEJIbHOCTH OPTraHU3alNH, JOKYMEHTHI KOTOPOU
BOIILUTH B COCTAaB O0BETMHEHHOTO apXUBHOTO (HOH/IA;

JIUTsl QDXUBHOU KOJUIEKIIMH - JAThl CAMOTO PAHHETO U CAMOT0O TIO3/THETO JOKYMEHTA.

2.9. ApXWBHBIE JIOKYMEHTHI JOJDKHBI XPAHUTHCA B CHCTEMATH3UPOBAHHOM IOPSAKE B IPeesIax
apxuBHOTO oHa. EnuHUIEN cucTeMaTU3auu JOKyMEHTOB apXUBHOTO (DOH/Ia B ApXUBE OPTaHU3AINH
SIBJISIETCSI COBOKYITHOCTh apXUBHBIX JIOKYMEHTOB HJIU OTAEJIbHBINA JIOKYMEHT, OTHOCSIIUECS K OJTHOMY
BOIIPOCY JeATeJIbHOCTY OpraHU3auH (ajee - eUHUIA XPAHEHHA).

2.10. EnuHUIBI XpaHEeHUA JOJDKHBI OBITh CHCTEMAaTU3UPOBAHBI, BHECEHBI B OIFCH U 0POPMJIEHBI B
HOps/IKe, 00eCIeYNBAIOIIEM YUET, IIOUCK U UCIIOJIb30BaHNE aPXUBHBIX JIOKYMEHTOB.

2.11. EauHUNBI XpaHeHWsA apXuBHOTO (QOHAA CHUCTEMATHU3UPYIOTCA B COOTBETCTBHU CO
CJIEIYIOIIMMHY IPU3HAKAMU:

CTPYKTYPHBIM (IIpUHAJJIE}KHOCTh €QUHUI[ XPAaHEHUs K CTPYKTYPHBIM II0JIpa3/ieJIeHUAM
OpTaHU3aIhN);

XPOHOJIOTUYECKUH (110 IIeproZiaM WIH JIaTaM, K KOTOPBIM OTHOCATCS €/IHHUIIBI XPAaHEHUs);

(pYyHKIIMOHATBHBIN, OTPAaC/IEBOM, TEMAaTHYECKUH, IPEeIMETHO-BOIPOCHBIA (C ydeToM GyHKIUH
OpTaHHU3aIlUH, TEM WUJIF BOIIPOCOB, KOTOPBIX KACAETCS COAEPIKAHIE eITMHUL] XPAHEHUS);

HOMUHAJIBHBIH (110 /1€JIONPOU3BOACTBEHHON (DOpMeE - BUZaM U Pa3HOBHUIHOCTSM JIOKYMEHTOB);

KOPPECIOHEHTCKUH (110 OpraHu3anusAM, B pe3yJIbTaTe IMEPENvCKH ¢ KOTOPHIMH 00pa30BaJIHCh
eIMHUIIBI XPAHEH!A);

reorpaduyeckuii (B COOTBETCTBUU C OIIPE/IeJIEHHBIMU TEPPUTOPUAMU, HACEJIEHHBIMHU IIyHKTAMHU U
JIpyTUMU TeorpaduvecKuMu OOBEKTaMU, ¢ KOTOPBIMH CBS3aHO COZEpIKaHUE JIOKYMEHTOB, aBTOPHI,
KOPPECTIOH/IEHTHI);

aBTOPCKUH (IO HAa3BaHUAM OpraHU3anui WM GAMWINAM TPaXKJIaH, ABJIAIOIIUXCA aBTOPAMH
JIOKYMEHTOB).

2.12. JIOKyMeHTBHI, BOIIe/IIINe B 00beJUHEHHBIM apXUBHBIN (POH/I, PACTIOJIATAIOTCS MO 3HAYUMOCTU
¢onmoobpazoBaresiei, MO0 XPOHOJIOTHU CO3/IaHUA JIOKYMEHTOB, IO ai(haBUTy HA3BAaHUU U JAPYTUM
nmpu3HakaM. B mpexpenax kKaxkaoro (oHZA, BOIIEAINIEro B O0ObeAUHEHHBIH apXUBHBIA (DOH,
MIPUMEHSIOTCS TPUHITUIIBI CUCTEMATU3AINH, BBIOOP KOTOPBIX OMPEEAETCS XapaKTEPOM JeATETbHOCTH
KOHKPETHBIX OPTaHU3AIlUi, COCTABOM 1 00'b€MOM JIOKyMEHTOB.

2.13. CucreMaTu3anus JOKYMEHTOB apXUBHOUM KOJUIEKIIMHU OIPeEsseTCs TEMATHKOU U COCTAaBOM
JIOKyMEHTOB.

2.14. CoXpaHHOCTh JOKYMEHTOB B apXuBe OpraHU3aIluu o0eclieynBaeTcs KOMILIEKCOM
MEPOIIPUATAH 110 CO3JAHUI0 HOPMATUBHBIX YCJIOBHH, COOJIIOZIEHHI0O HOPMATHUBHBIX PEXUMOB U
HaJUIeXkallell opraHu3alui XpaHeHUs JIOKYMEHTOB, HWCKJIIOYAKOIIUX XUIleHHe U yTpaTy u
obecreyrBaroUX MO//iep:KaHle B HOPMaJIbHOM (PU3UIECKOM COCTOSTHUM.

B xommiekc pabor 1o obecreyeHHI0 COXPAHHOCTH JIOKYMEHTOB apXHBa OPTaHU3AI[UHN
BKJTIOUYAIOTCS:

MIpeZI0CTaBJIEHNE TTIOMEIEeHNA JJI Pa3MelleHUs ApXUBHBIX JIOKyMEHTOB;

obecrieueHrie HOPMATHUBHBIX YCJIOBUHM XpaHEHUS IOKYMEHTOB;

BBINIOJTHEHNE TPeOOBAaHUH K Pa3MeIleHUI0 JOKYMEHTOB B aDXHUBOXPAHITHUIIE;

MMpOBepKa HAJIUYHS U COCTOSHUS TOKYMEHTOB.

2.15. O6GecnieyeHrie HOPMATHBHBIX YCJIOBUU XpPAaHEHUSI JIOKYMEHTOB BKJIIOYAET:

OCHAIIleHNe apXUBOXPAHWIHIL CIIEIUAIBHBIM 000PY/I0BAHUEM JIJIS XPAHEHUA JJOKYMEHTOB;

obopyZ0OBaHUE TOMEIIEHHs apXWBa OPraHU3alNU CPEACTBAMH II0KAPOTYIIEHUs, OXPAaHHOU U
M0KapHOM CUTHAJIN3aIew;

co0J1I0/1eHNe TPOTUBOIIOKAPHOT'O PEXXUMA;

co0JII0/IeHe OXPAHHOTO PEXXUMA;

CO37laHNEe HOPMATUBHBIX TeMIEPATYPHO-BJIAKHOCTHOTO, CBETOBOTO PpEXKUMOB, IIPOBe/IEHNE
CAaHUTAPHO-TUTUEHUYECKUX MEPOIIPUATHH.

2.16. ApXUB OpraHU3aIN{ Pa3MeIlaeTcs B CIEeNNAIbHO IIOCTPOEHHBIX WJIN IPUCIIOCOOIEHHBIX JJIA
XpaHEHUs JOKYMEHTOB 3[JaHUSAX WIH B OT/I€JIbHBIX IIOMEIEHUX 3/IaHUs.

B apxuBe opraHusanuu JOKHBI ObITH IIPETyCMOTPEHBI:

apXUBOXPaHUJIHIIIE;
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IIOMellleHHe JIJIS IPHUeMa, BpeMEeHHOT'0 XpaHeHUs JJOKyMEHTOB;

IIOMeIlleHHe /IS MCIIOJIb30BAaHUSA JOKYMEHTOB (YUTAIBHBIN 3aJ1, YYACTOK BBIJIAYM JIOKYMEHTOB U
MHOOPMAIIMOHHO-TTIOUCKOBBIX CPEJICTB);

pabourie KOMHATBHI COTPYAHUKOB apXHBa OPraHU3ANNH, KOTOPBIE I0JIKHBI ObITh U30JIUPOBAHBI OT
MIOMEIIEeHNH, T7Ie XPAHATCH APXUBHBIE JJOKYMEHTHI.

He nomyckaercsi pa3MellieHre apXyuBa OPraHU3aIuy B TOIBAJIBHBIX U YEPAAYHBIX TOMEIEHUIX.

2.17. ApPXUBOXpPaHWIHUINE JOJDKHO OBITh YyAaJ€eHO OT JabOpaTOPHBIX, ITPOU3BOJICTBEHHBIX,
OBITOBBIX IOMEIIEHUA U HEe MMETh OOIUX C HUMH BEHTHIAIMOHHBIX KAHAJIOB. APXHUBOXPAHUJIUIIE
OTZesIsAeTCS OT COCEAHUX ITOMEIIeHUN HeCropaeMbIMU CTeHAMU U IEePEKPHITUAMU C IIpeeaMu
OTHECTOMKOCTH He MeHee JBYX YacoB. B apXWBOXpaHIIHINE He JIOIMyCKaeTcs IPOKJIAJKa TPyO
BO/IOCHAOKEHUS U KAHAJIM3AINH, TEXHOJIOTHYECKUE YIIH OBITOBBIE BHIBO/IBI BOJIBI.

2.18. Ilpu pa3MmelleHHMN apXUBOXPAaHWIHIA B CHEIMAJIBHOM WJIM NPHUCHOCODJIEHHOM 3/1aHUU
mpearnouyTeHre (IIpU PpaBHBIX TEIUIOBBIX XapaKTEPUCTUKAX) OTAAEeTCsA IIOMEIeHHsAM C CeBepHOU
OpHEeHTAaIlheN OKOH.

Matepuasbl TOKPBITHS CTEH, IOJIOB, IOTOJIKOB, BHYTPEHHEH apMaTypbl apXHMBOXPAHIJIHUIIA,
IIpUMeHseMble TPU WU3TOTOBJIEHUU OOOPYAOBAaHHSA M CPEICTB XPAaHEHHUSA apXUBHBIX JIOKYMEHTOB, HE
JIOJKHBI BBIIEJIATH arPECCUBHBIE XUMIYECKHE BEIIECTBA U OBITh ICTOUHUKOM ITHLIIH.

2.19. APXUBOXPAHWIHINE JOJIKHO HMETh E€CTECTBEHHYI0 WJIM HCKYCCTBEHHYIO BEHTWIAIHIO,
00eCrIeynBaIOIIyI0 PENUPKYJIAIUI0 BO3AYyXa, CTAOMJIBHOCTH TEMIIEPATYPHO-BJIAKHOCTHOTO PEXKHMA,
OUHCTKY BO3/lyXa OT IbUIH M arPECCHUBHBIX IIPUMeECEH, a TaKKe OTBEUaTh COBPEMEHHBIM TPeOOBaHUAM
KOMITAKTHOCTH ¥ 9KOHOMHYHOCTH.

ApXUBOXpaHIIHIIE JOJKHO UMETH BBIXO/IBI K JINPTAM U JIECTHUYHBIM KJIETKAM.

2.20. ApXUBOXpaHWIHINA (32 WCKIOYEHUEM AapXUBOXPAHWIHUI, PACIOJAraloIIuxcs Ha
OXpaHsIEMON TEPPUTOPUH) OOOPYAYIOTCSA ABEPSIMH C IOBBIIIEHHON TEXHUYECKOU YKPEIIEHHOCTHIO
IIPOTUB BO3MOXKHOTO B3JI0Ma, OCHAIIIEHHBIMH 3aMKaMU IOBBIIIIEHHOHN ceKkpeTHOCTH. OKHA OMeIeHUH
IIEPBOTO 3TaXKa JI0JKHBI OBITH 000PY/I0BAHBI 3AITUPAIOIIUMUCS PeleTKaMu <1>.

<1> ITopmyHKTBI 2.11.1.1 - 2.11.1.2 ITyHKTA 2.11 [IpaBui xpa"neHus.

2.21. Bce mocrymnarmmye B apXuB OPraHU3aINHU JIOKYMEHTHI pa3MeIaloTCA B APXUBOXPAHUIIHIIAX
Ha CTAI[MOHAPHBIX U/WJIH MEPEIBUKHBIX METAJUTMYECKUX CTeJUIaXKaX, B METALUIMYECKHUX IIKadax HIx
KOHTeHHepax.

CreJutaskul IOJDKHBI OBITh YCTAHOBJIEHBI MEPIEHUKYJISIPHO CTEHAM C OKOHHBIMH ITPOEMaMH, a B
IOMeIeHnu 0e3 OKOH - C y4eTOM OCOOeHHOCTeHd MoMelleHus1 u obopynoBaHusa. He momyckaercs
pa3MellleHre CTeJUIayKel BIUIOTHYIO K HAPY»KHBIM CTeHaM 3/IaHUS U K UCTOUHHKAM TeIla.

PaccranoBka cresutaskeli UM 1IKadOB OCYIIECTBJSETCS B COOTBETCTBUHM CO  CJIEYIOIIHUMU
TpeOOBAHUAMU:

pacCcTossHUEe MEeX/Ty PAIaMU cTeJUIaKel (TJIaBHBIN IPOXOJ) - He MeHee 120 CM;

paccrosgHue (IIpoX0/T) MEXKAY CTeIJIaXKaMU - HE MEeHee 75 CM;

pacCcTossHUEe MeXAYy HapY»KHOU CTEHOU 3aHUSA U CTEJUIA’KaMU, TapAJUIEIbHBIMU CTEHE - He MeHee
75 CM;

PacCTOsTHUE MEK/Ty CTEHOH M TOPIIOM CTesUIaXka win mkada (06xoj) - He MeHee 45 CM;

paccTosTHHE MEXK/Ty IT0JIOM M HIKHEH ITOJIKOH cTesuiaka (1mkada) - He MeHee 15 CM, B I[OKOJIBHBIX
ATaXKax - He MeHee 30 CM <1>.

<1> IToamyHKT 2.11.3 myHKTa 2.11 [TpaBui xpaneHus.

2.22. [IpOTHBONMOKAPDHBIN PEXKUM B 3[aHUAX, IJle Pa3MeEIIaeTcs apXUB OpPraHU3alUH, U B
ApXMBOXPAHWIMINAX YCTAHABJIMBAETCS B COOTBETCTBUU C HOPMATUBHBIMHU IIPABOBBIMH aKTaMHU
Poccuiickoit Peneparun B 061aCTH MOXKaPHOU O€30TIaCHOCTH.

2.23. OxpaHHBIIH peXuUM obecrieunBaeTcs IyTeM OOOPY/IOBAHUS APXMUBOXPAHIJIUII, & TaKKe
JIDYTUX TIOMEIEHU, T/le TOCTOSIHHO WJIU BPEMEHHO XPAHATCA apXWUBHBIE JIOKYMEHTHI, CPEICTBAMU
OXpaHbl, 00ECIeYNBAIOIIUMHI KOHTPOJb JOCTYIIa B APXWBOXPAHWJIUINE W TOMEIIEHUs apXwuBa, U
cOOTIOZIEHNEeM TIOpSAKA CAAYU IO/ OXpPaHy U CHATHA C OXPAHBI, YCTAHOBJIEHHOTO PYKOBOJIUTEJIEM
OpraHHU3aI[UH.
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B ciyuae BbIJauM apXUBHBIX JOKYMEHTOB BO BpEMEHHOE IIOJIb30BaHHE II0 3ampocaM
TOCyZIapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIIpaBJIeHHS W OpPTaHU3alMi BBIHOC U3 3JaHUS
apxviBa WM 3JaHUS OPraHU3alli¥ APXUBHBIX JOKYMEHTOB paspelraeTcss TOJIbKO IO CIEHaIbHBIM
MIPOIIyCKaM.

2.24. ApXUBHbIE JJOKYMEHTHI CJIEAYET XPAHUTD B TEMHOTE.

Bce Buipl paboT ¢ JOKYMEHTaMU JOJKHBI IPOBOAUTHCS ITPU OTPAHUYEHHBIX WJIH TEXHOJIOTHYECKU
HEOOXOIUMBIX YPOBHSAX OCBEIEHHUS.

3ammuTa JJOKYMEHTOB OT JeHCTBHSA CBeTa 00eCIIeUYMBAETCS XpaHEHHEM JOKYMEHTOB B KOPOOKaXx,
TMaIKax ¥ MepervieTax, B mkadax uin Ha CTeJUIaskax 3aKPhITOTO THIIA.

EcrecTBeHHOE OCBellleHHE B apXWBOXPAHWIHINE JOIYCKAeTCs IIPU YCJIOBHU NPUMEHEHUs Ha
OKHaX CBeTOopaccenBaTesel, 3alUTHBIX (DUIBTPOB, IIITOP, JKaTI031, HAHECEHHBIX Ha CTEKJIO TIOKPBITHUH.
JI2 MCKYCCTBEHHOTO OCBEIlleHUsl IPUMEHSIOTCS JIaMITbl HAKaJIMBAHUs B 3aKPBITHIX ITadoHAX C
IVIaJIKON TTIOBEPXHOCTHIO.

VYpoBeHb OCBEIIEHHOCTH B JHMala30He BHUAUMOIO CIIEKTpAa He JOJDKEH IMIPEeBBINaTh: Ha
BEPTUKAJIPHON IMMOBEPXHOCTU CTe/UIa’ka, Ha BBICOTE OJHOTO MeTpa OT IoJia - 20 - 50 JIIOKCOB, Ha
pabouux crosax - 100 JIIOKCOB <1>.

<1> [ToAmyHKT 2.11.2.4 myHKTa 2.11 IIpaBua xpaneHus.

2.25. B apxuBoxpaHWIUINE I XpaHEHUs JIOKYMEHTOB YCTAHABJIHBAIOTCA CJIEYIOIIHAE
IapaMeTphl TEMIIEPATYPHO-BJIA’KHOCTHOTO peKuMa: <1>

<1> [loanyHKT 2.11.2.3 niyHKTa 2.11 [IpaBui xpaHeHus.

JUIsT XpaHEeHUs JIOKYMEHTOB Ha OyMa*XKHOM HOCHUTeJIEe - TemIiepaTypa 17 - 19 °C, OTHOCHUTebHAsA
BJIQ’KHOCTB BO3/lyXa - 50 - 55%;

JULSL IOKYMEHTOB Ha MAarHUTHBIX JINCKAaX U JINCKOBBIX HAKOMUTENNX - 8 - 18 °C u 45 - 65%;

JIJ1d JOKYMEHTOB Ha ONTUYECKUX JIMCKAX - 10 - 23 °C 1 20 - 50%;

JUTS IOKYMEHTOB Ha KMHOIJIEHKE:

C HUTPOOCHOBOM - YepHO-0eJible: TeMIiepaTtypa He BbIlle 10 °C, I[BeTHbBIE: TEMIIEpATypa HE BBIIIE
-5 °C;

¢ 6e30MacHOM OCHOBOM - UepHO-0esIble: TeMIlepatypa He BbIlle 15 °C, IIBETHbIE: TeMIlepaTypa He
BhIIIE -5 °C;

JUTs1 GOTOOKYMEHTOB:

YyepHO-0eJible - TeMIlepaTypa He Bhile 15 °C;

LBeTHBIE - TeMIlepaTypa He Bolie -5 °C.

OTtHOcHuTENTbHAS BJIAYKHOCTD BO3/yXa, HEOOX0IMMAas JIJIsl XpaHEHUS IOKYMEHTOB Ha KMHOIIEHKE U
(0oTOMOKYMEHTOB, COCTABJISIET 40 - 50%.

2.26. B apxuBOXpaHWIHIE C HEPETYJIUPYEMBbIM KJIUMATOM JIOJDKHBI — OCYIIECTBJIATHCS
MEpOIPHUATHUSA 10 ONTUMH3AIUH TEMIIEPATYPHO-BIAKHOCTHOTO PEXXHMa ¢ IPUMEHEHUEM OTOIUIEHUS U
IIPOBETPUBAHUS MMOMEIIEHU, a TAKXKE MEXaHUYECKUX CPEJICTB YBJIAXKHEHUs WU OCYIIEHUs BO3/AyXa.
Pe3kue kosiebanus (Ce30HHBIE U B TEUEHUE OJHUX CYTOK) TeMIeparypsl (+/- 5 °C) U OTHOCUTETbHOM
BJIAKHOCTH Bo3ayxa (+/- 10%) He JOIyCKAIOTCA.

[Ipu pIUTETPHOM HapyIIEHWHM TeMIIepaTypHO-BJIQXKHOCTHOTO pexkuma (0T 3 cyTok u 6osiee),
COTIPOBOKAIOIIEMCS TTOBBIIIEHHEM OTHOCUTEIBHOU BJIQXKHOCTU BO3ZyXa /0 70 - 90%, MIPUHUMAIOTCA
MepHbI 110 er0 HopMaIu3anuu (MHTEHCUBHOE IIPOBETPUBAHNE, OCYIIIEHE apXHUBOXPAHIJIUIIA).

TeMnepaTypHO-BJIQKHOCTHBIA PEXHUM KOHTPOJIUDYETCS IIyTeM PETYJISAPHOTO U3MEepeHUs
TEeMIIepaTyPhbl 1 OTHOCUTEIBHOU BJIAYKHOCTA KOMHATHOTO U HAPY»KHOTO BO3/lyXa B OTHO U TO K€ BPEMSI:
B KOHJWIMOHUPYEMBIX IIOMEIIEHUAX - HE peXe 1 pa3a B HEJENI0; B apPXUBOXPAHWIHINAX, HE
OCHAIIIEHHBIX CHUCTEMON KOHIUITMOHUPOBAHUSA BO3/IyXa - 2 pa3a B HEZIEJI0; IIPU HAPYIIEHUAX PeKUMa -
1 pa3 B CyTKH.

[ToxkazaHusT KOHTPOJIPHO-U3MEPUTENIBHBIX MHPUOOPOB (UKCHUPYIOTCS B  PETUCTPAIMOHHBIX
JKypHaJIaX, B KOTOPBIX TaK)Ke OTPAKAIOTCA MPOBEPKA MPAaBWIBHOCTU IMMOKA3aHUI MPUOOPOB M MEPBHI,
MIPUHATHIE IO HOPMAJIM3AIUH TEMIIEPATYPHO-BJIAKHOCTHOTO PEKIMA B CJIyJasX €ro HapylIeHus.

[Ipy HasYMU B 3[aHUM apXWUBA [EHTPATM30BAHHOM CHCTEMBI OOecredeHUsl COOJIOIeHUs
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TeMIIEPATYPHO-BJIA>)KHOCTHOTO peKHMa B IOMEIIEHUAX, I7le XPAHATCA JIOKYMEHTHI, KOHTPOJIb 32 €ro
cOOJTI0ZIEHNEeM OCYIIIECTBIIAETCA B aBTOMATHYECKOM PEXKHME.

2.27. [lomelieHua apxuBa OpraHU3aAIUM [IOJDKHBI COZAEPKATHCA B UYHCTOTE, B YCIOBUAX,
HCKJIIOYAIOIINX BO3MOKHOCTh IIOSBJIEHUSA IUIECEHU, I'PBI3YHOB, HACEKOMBIX, INbUIU. B momemeHUAX
apXUBOXPAHIWIHNI JOJDKHA OBITh obecreyeHa CBOOOJHASA ITUPKYJIAIUA BO3AyXa, HCKJIOYAIOIIAS
o0pa3oBaHNE HEITPOBETPUBAEMBIX 30H, OIIACHBIX B CAHUTAPHO-OMOJIOTMYECKOM OTHOIIIEHHH.

B momerneHuAX apXUBOXPAHUIIUIL HEOOXOUMO:

MIPOBOIUTH CUCTEMATHUYECKYO BJIAXKHYIO YOOPKY;

He peke OJHOTO pasa B IO/ IPOBOAUTH OOecHbLINBaHUE KOPOOOK C JIOKyMeHTaMu, HIKadoB,
CTeJIAKEH;

0o0pabaThIBaTh IIOKOJIbHBIE YaCTU CTeJUIayKeHd, IOJIbl, IUIMHTYCHI, IIOJJOKOHHUKH BOJIHBIMU
pacTBOpaMH aHTUCENITHKOB.

2.28. JIpa pasa B roxa (B Havajle U IO OKOHYAHUU OTOIUTEJIBHOTO CE30HA) JOKYMEHTBHI U
MIOMeEI[eHUsI apXUBOXPAHWIHIL, IOABEPraloTcsA 00CIeOBAHUIO JIJISI CBOEBPEMEHHOTO OOHApY:KEHUs
HaCEeKOMBIX U IieceHu. [Ipu oOHapy:keHnH OMOJIOTHYeCKUX BpeAuTesied IPUHUMAIOTCA CPOYHbIE MePhI
o /Ae3uH(EKIUN U Je3WHCEKIIUN JOKYMEHTOB M IMOMEIIEeHUN cujiaMu pabOTHUKOB apxXwBa, a IPHU
HEeOOXOIUMOCTH - CUJIAMU COOTBETCTBYIOIIUX CIIYKO.

2.29. B apxuBoxpaHWIUIlEe 3amnpeliaeTcs HaXOAUTHCA B BepXHEU OJlexK/e, MOKPOU U TPA3HOU
00yBH; XpaHUTh MOCTOPOHHHE IPEAMETHI, MMYIECTBO U OOOPYyAOBaHHE, YIOTPEOIATH IHUINEBBIE
MPOJYKTHI.

2.30. O6sa3aTeIbHBIMH YCIOBUAMU XPAHEHUA 3JIEKTPOHHBIX IOKYMEHTOB SIBJISIOTCS:

HaJIMyye B apxXUBe OpraHU3allMd He MeHee JIBYyX 5K3eMIUIAPOB KaXKJOW eNHUIIbl XpaHEeHU:
9JIEKTPOHHBIX JIOKYMEHTOB (OCHOBHOW M PabOYMil 5K3eMIUIAPHI JOJKHBI HAXOAUTHCSA HA PA3HBIX
(pusmyecKux ycTponcTBax);

HaINYMe TEeXHUYEeCKHUX U IPOTrPAMMHBIX CPEZICTB, IpeAHA3HAUYEHHBIX JUJI BOCIPOU3BEJEHUS,
KOIIMPOBAHUSA, II€pe3alucyu 3JIeKTPOHHBIX JOKYMEHTOB, KOHTPOJA (PU3UYECKOT0 U TEXHUYECKOIO
COCTOSHUS;

obecrieueHre peXHUMa XPAHEHHUS 3JIEKTPOHHBIX JIOKYMEHTOB, HCKJIIOUAIOIIETO YTpaTy,
HECAHKIIMOHUPOBAHHYIO PACChUIKY, YHUUTOXKEHUE WIN HCKaKeHne NHPOpMAaIUH.

2.31. Ilepezaua TEKCTOBBIX SJIEKTPOHHBIX JOKYMEHTOB JIJIsl XpaHEHUsA B apXWUB OpraHU3aluH,
ABJIAIONIENCA HCTOYHUKOM KOMIUIEKTOBAHUS TOCY/IapDCTBEHHOTO W MYHUIIMIIAJIBHOTO apXUBa,
ocymectsiisieTcs: B opmare PDF/A.

2.32. B menax obecrieueHus XpaHEHUs, yyeTa M HCIIOJIb30BAHUA 3JIEKTPOHHBIX JIOKYMEHTOB,
HaxoJAIUXCA Ha XpPaHEHUU B apXUBe OPraHU3alluy, JOJKHO IIPOU3BOJUTHCA CUHXPOHHOE U3MeHeHue
IIPOTPaMMHO-aNMNapaTHON cpe/ibl B OPraHM3alld U B apXUBe OpraHU3alliM, a TaKXKe CBOeBpeMeHHas
Ilepe3anuch 3JIEKTPOHHBIX aPXUBHBIX JIOKYMEHTOB Ha HOBblEe HOCUTEJIN U B HOBbIe (G OpPMATHI.

B npouiecce xpaHeHUs 37IEKTPOHHBIX JOKYMEHTOB B apXUBe OPraHU3aIlUHU He peke OHOTO pa3a B
5 JIeT TPOU3BOAUTCA TEXHUYECKUU KOHTPOJIb (PU3UUECKOTO COCTOSHUS HOCUTEJIEH 3JIEKTPOHHBIX
JIOKYMEHTOB 1 BOCIIPOM3BOIMMOCTH 3JIEKTPOHHBIX JOKyMEHTOB.

B ciywae ecu mnpu  OCYIIeCTBJIEHUM TEXHUUYECKOTO KOHTPOJIA YCTAHOBJIEHbI W3MeEHeHU:
(pr3uyeckoro coCTOAHUSA HOCHUTEJIEU 3JIEKTPOHHBIX JIOKYMEHTOB, apXUB OPraHU3allU{ II0 PelIeHUI0
PYKOBOJIUTEJISI OPTAHUBAIUH I0JDKEH IIPOBOAUTH PA0OTY 10 EPE3aIUCH 3JIEKTPOHHBIX IOKYyMEHTOB Ha
HOBbBIE HOCUTEJIH.

[Tpu usmeHeHuwn GoOpMaToB B pe3ysbTare IpeoOpa3oBaHHsA MMPOTPAMMHO-AIIapaTHON CpEJbI,
YXyAIIeHUs BOCIPOU3BOJUMOCTU 3JIEKTPOHHBIX JIOKYMEHTOB apXUB OPraHU3alUU II0 pelleHUIo
PYKOBOJIUTEJISI OpPraHU3aIiU JOJKEH IMPOBOAUTH PAabOTy IO Ilepe3anucy 3JIeKTPOHHBIX JJOKYMEHTOB B
HOBBIe (pOpMATBHI.

IIpu ocymiecTBieHUU Iepe3anucu JoJKHA ObITh obeclleueHa AayTEHTUYHOCTb, IIOJIHOTA,
JIOCTOBEPHOCTD, II€JIOCTHOCTh ¥ HEU3MEHHOCTh HWHGOpMAIUU, CO/AepKalleics B 3JeKTPOHHBIX
JIOKyMEeHTax.

TekcToBBIE 2JIEKTPOHHBIE IOKYMEHTHI, TIOJIBEPTIINECS IEpPe3anycy B HOBble (OpMaThl /WM HA
HOBble HOCHUTEJIH, JOJLKHBI OTBEeUaTh TPEOOBAHUAM, YCTAHOBJIEHHBIM IIYVHKTOM 2.31 HACTOSIIHNX
IIpaBu.

2.33. l14 omepaTuBHOTO JOCTyIa K 3JE€KTPOHHBIM JIOKYMEHTAaM B CHPAaBOUHBIX U IMOHUCKOBBIX
1leJIsIX B apXuBe co3zaercs GOH/I I0JIb30BaHUA 3JIEKTPOHHBIX JOKyMEHTOB.
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2.34. Bce mocrynatomue B apxuB OpraHU3AIUH IOKYMEHTBI Pa3MeIaoTCsA B aPXUBOXPAHUIIHIIAX
Ha CTeJUlaXkaX WU B IKadax B MOPSJIKE, COOTBETCTBYIOIIEM OITHCAM JIeJI, IOKYMEHTOB. /IOKyMeHTHI,
TEeMIIepaTyPHO-BJIAYKHOCTHBIN PEKUM XpaHEHHUs KOTOPBIX Pa3JIMYeH, JIOJKHBI Pa3MeIaThCs B Pa3HBIX
apXUBOXPaHWIUIIAX.

2.35. JlokymenTsl ApxuBHoro ¢onaa Poccuiickoit Pesiepaniiu U Ipyrue apXUBHBIE JIOKyMEHTHI
JIOJDKHBI XpaHUTbCS B KOPOOKax WJIM IIallKaX, W3TOTOBJIEHHBIX W3 OE3BPEIHBIX I JOKYMEHTOB
MaTepUAaIOB.

AJIEKTPOHHbBIE JJOKYMEHTHI Ha (pU3uUecKu 000COOIEHHBIX HOCUTEISX Pa3MeIaloTCs OTAEIbHO OT
JIPYTHX JIOKyMEHTOB.

Ha xopo0Oky IpUKJIENBAIOTCSA SIPJIBIKH, Ha KOTOPBIX YKAa3bIBAIOTCSA: HOMeDP (OH/a, HOMED OIUCH U
KpaliHHe HoMepa /ieJl, pa3MeIlleHHbIX B JIAHHOU KOpPOoOKe.

[Topsaaok pa3MelleHUs1 YCTAHABJIMBAETCA B 3aBUCHMOCTH OT PACCTOSHHUA MEXKIY IOJIKAMU,
(pu3myecKoro COCTOsTHUA JIeJI, a TaKKe OT TBEPAOCTH WM MATKOCTH NepervieTa. [lesa, mMeroue
TBEPABIN NEPEIUIET, yCTAHABIUBAIOTCS BEPTUKAIBHO; ¢ MATKUM IIE€PEIUIETOM WJIM HelleperIeTeEHHBIE -
TOPHU30HTAJIHHO.

KopobOxku He 0JKHBI BBICTYTIATh 32 MIPEZEbI MIOJIOK CTEJUIAMKEN.

He pomyckaercsi XpaHeHHe J[JOKYMEHTOB B TpPAHCIOPTHOW Tape, B INTabessax, Ha IIOJY,
MMOZJOKOHHUKAX, JIECTHUYHBIX ILJIOIIAJIKAX M JIPYTUX He IpelHa3HAYEHHBIX /I XpaHEHUs JTOKYMEHTOB
MecCTax.

2.36. Bce momelneHusl apXxuBa OpraHU3AIUH, a TaAKXKe CTEJIaXKU, IMIKadbl, KOHTEHHEPHI, MTOJIKU
HyMepyroTca. Creyutaxku, mKadbl B KOHTEHHEPHl HyMEPYIOTCA B KaKJIOM apXWBOXPaHUJIHILE CJIeBa
HaIpaBo OT BXOJHOM JIBEPH, A MOJIKU Ha CTeJUIaXKaXx - 0 ImKadaM cBepxy BHHU3, cJIeBa HAIIPaBo.

2.37. B nensax omnpeneneHus MecTa XpaHEHUs JOKYMEHTOB B apXHWBOXPAHHUJIUIIE COCTABJIAIOTCS
TororpapuuecKre ykKasaTeau: IocTe/UIaKHble (mpuaoxkeHue NO 1), a mpu OOJIBIIIOM KOJHUYECTBE
¢oH10B - modoH0BBIE (IpUI0KeHNE NO 2).

2.38. l3meHeHUs, NPOUCXOAAININE B pa3MeEIIeHUH JOKYMEHTOB, JOJDKHBI CBOEBPEMEHHO
OTPa’KaThCSA B TOMOTPADUUECKUX YKA3aATEIIAX.

2.39. B X0/1e TpOBEepKY HAJTMYHS U COCTOSTHUS aPXUBHBIX JIOKYMEHTOB B apXUBE OPraHU3aIlNuU:

ycTaHaBIUBaeTcsl (pakTUUECKOe Ha/JIM4YWe €eIUHUI] XpaHEHWs ¢ COOTBETCTBHUE YYETHBIM
JIOKYMEHTaM;

BBISABJIAIOTCSA U YCTPAHSAIOTCSA HEOCTATKH B yUeTe IOKYMEHTOB;

BBIABJISIOTCS OTCYTCTBYIOIIYE JJOKYMEHTHI 1 OPTaHU3YETCs PO3BICK;

BBIABJIAIOTCA W YYUTHIBAIOTCA  JOKYMEHTBHI, TpeOyomue MNpOPUIaKTHIECKOH  H/HIH
pecTaBpauoOHHO-TTPOGHIAaKTHIECKOH 0O0PabOTKY.

BeIABIAIOTCA M YyUUTBHIBAIOTCA SJIEKTPOHHBIE JOKYMEHTBI, TPeOyIoIue mepe3anucd Ha HOBBIE
3JIEKTPOHHBIE HOCHUTEH, IIPOBOAUTCH KOHTPOJIb (PU3HMUECKOTO U TEXHUUECKOTO COCTOSHUS €TUHUII
XpaHeHUs, OCYIIECTBJISETCS ITPOBEPKA HA HAJIMYHE BPETOHOCHBIX KOMIIBIOTEPHBIX ITPOTPaMM.

2.40. [IpoBepka HaJIUYUsA U COCTOSTHUS JIOKYMEHTOB Ha OyMaKHBIX HOCHUTEJISAX ITPOBOJIUTCSA B
apxuBe OpraHW3aly KOMUCCHEN WJIN He MeHee YeM JByMsi paOOTHHKaMHU He peke OJHOTO pas3a B 10
JIET, 3JIEKTPOHHBIX JIOKYMEHTOB - HE PeXKe OJTHOTO pa3a B 5 JIeT.

2.41. ITpu mpoBepKe HAaJTUYHs ¥ COCTOSTHUS JIOKYMEHTOB B apXHUBE OPraHU3aIlMH HEOOXOUMO:

COXPaHATH IOPSAOK PACIOJIOKEHHs JOKYMEHTOB Ha CTeJUlakaX, B IMKadaxXx M KOHTEHWHEpax B
COOTBETCTBUH C TOHOTpadUUECKUMU yKasaTeJaaMu. [Ipu u3MeHeHUH PaCIOJIOKEHU J1eJT HEOOXOIUMO
CBOEBPEMEHHO JIeJIaTh COOTBETCTBYIOIIHE 3aIIUCH B TOMOrPapUUECKNX YKa3aTeJIAX;

IOMeEIaTh Ha MecTa HaJIJIe;Kalllero XpaHeHusl 00Hapy:KEHHBbIE BO BpeMs IIPOBEPKH HEIIPABUJIBHO
pa3MellleHHbIe eJUHUIIBI XPAaHEHUS;

U3bIMATh C TIOCJEAYIONMIEN HW30JANHNENR JIOKYMEHTBI, 3apakKeHHbIE IJIECEHBIO WU JIPYTUMU
OMOJIOTUYECKUMH BPEAUTEAMU (17151 IOKYMEHTOB Ha OyMaKHOM HOCHTEJIE);

U3bIMATh €IUHHUIBI XPaHEHUs HSJIEKTPOHHBIX JIOKYMEHTOB, COJIEP)KAaIllie BPEIOHOCHBIE
KOMITBIOTEPHBIE IIPOTPAMMBI, IIOMEINIATh HA CIENHAIbHO BBIJEJIEHHYIO IOJKY (B SAIMHUK) 1A
rocyeayoIei 00paboTku;

U3bIMATh U PA3MeIaTh BCJIE 32 YITEHHBIMU JleJ1a, He BHECEHHBIE B OITHCH.

BHeceHue BBISIBJIEHHBIX B XOJIe MIPOBEPKU HEYUTEHHBIX JIeJI B OIKCH 3arpeliaercsa. HeyureHHbIe
JleJia mojiieskaT 00paboTKe U OMMMCAHUIO TTOC/IE 3aBePIIeHUs IIPOBEPKH.

2.42. [IpoBepka HaJIUYHUA W COCTOSHHUA JOKYMEHTOB ITPOBOJUTCS ITyTEM CBEPKHU OIHCATEIHHBIX
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craTel OIKCH C OIIMCAHUEM e Ha 00JI0KKaX.

®dusznyecKoe COCTOSTHUE JIeJ1 OTIPe/IesIseTcs IMyTeM BU3yaJIbHOTO IIPOCMOTPA.

Jlenath kKakue-OO TOMETKH WJIM 3alyCA B OMUCAX JIeJI W JPYTHUX VYETHBIX JOKYMEHTaX
3amperraercs. B KoHIle KaXK/101 MPOCMOTPEeHHOU omucH Jietaetcs 3anuch "[TPOBEPEHO" ¢ ykazanuem
HOMeEpa U IaThl aKTa TPOBEPKU HAJTUUHSA U COCTOSTHUSA JOKYMEHTOB.

2.43. IIpoBepka HIMYUA U COCTOSTHUA JOKYMEHTOB CUMUTAETCS 3aBEPIIEHHOHN IIOCJIE BHECEHUS
M3MEeHEHUH, BhISBJIEHHBIX IPOBEPKOU, B yUETHBIE JJOKYyMEHTHI apXUBa.

[To pesysbTaTaM IPOBEPKU COCTABJISIETCS AKT IIPOBEPKH HAJIUUYMSA U COCTOSTHHUSA APXUBHBIX
JIOKyMeHTOB (npuioxkernne NO 3). [Ipu oOHapy»keHUU ONIUOOK B YUETHBIX JOKYMEHTaX COCTaBJISETCS
aKT O TEXHUYECKHX OIMMOKaxX B YYETHBIX JIOKyMeHTax (mpuiaoskeHne NO 4). B ciyuae oOHapy:KeHHs
JIOKYMEHTOB, HE OTHOCAIIUXCA K JIaHHOMY (OHY, apXuBy OpraHU3alli{, HEYUYTEHHBIX, TaKiKe
COCTaBJISIETCS COOTBETCTBYIONIUHM akKT (mpuiaoskeHne NO 5). VYkazaHHbIE aKThl IOJAITHCHIBAIOTCS
HCIIOJIHUTEJIIMA ¥ YTBEPXKJAIOTCSI PYKOBOJUTEJEM OpPraHU3alUd WM €ro 3aMeCTHUTEJIEM,
KYPUPYIOIHUM eATETbHOCTh apXUBa.

2.44. Ecim mpoBepKOW HAJMYUS M COCTOSHHA JOKYMEHTOB YCTAaHOBJIEHO OTCYTCTBHE i€ U
JIOKyMEHTOB, OPTaHU3YeTCs X PO3BICK.

Po3bICK apXUBHBIX JOKYMEHTOB, HE OOHAPYKEHHBIX B XOJle IPOBEPKH, OPTaHU3YeTCS C MOMEHTA
BBIABJIEHUS OTCYTCTBUSI W IPOBOAUTCA B TeUeHHe OHOTO roxa. Ha gena, He oOHapy:KeHHbIE B XOZE
MIPOBEPKU HATIMYHUSA U COCTOSTHUSA JIOKYMEHTOB, COCTaBJISIETCA aKT 00 yTpaTe IOKYMEHTOB (IIPUJIOKEHHE
N2 6), KOTOpPBIM paccMaTpPHUBAETCs SKCIEPTHOM KoMmuccuel (IeHTPaJIbHOU SKCIEPTHOW KOMHUCCHEH)
(manee - 3K (II9K) opraHm3anuu ¥ YTBEPIKAAETCS PYKOBOJIUTEJIEM OpPTaHU3AlMH WJIH €ro
3aMmecrturesieM. K akTy npuiaraercs clipaBKa O IIPOBEIEHUH PO3bICKa, TOATOTOBIEHHAS U TO/IITHCAHHAS
JIUIIOM, TTIPOU3BOAUBIIINM IIPOBEPKY. AKT 00 yTpaTre JIOKYMEHTOB IIPE/ICTABJISAETCS B COOTBETCTBYIOIUAM
rOCyZIapCTBEHHBIN (MYHUIIMIIAIBHBIN) apXUB WX YIIOJTHOMOUYEHHBIH OpPraH MCIOJHUTEIbHON BJIACTU
cyobekra Poccuiickoii @enepanyu B 00s1acTU apXUBHOTO Jiejla I MPUHATUA PEIIEHUS O CHATUU
yTpaueHHBIX JIeJI C yYeTa.

2.45. JIOKyMEHTHI BBIJIAIOTCA M3 apXWBOXPAHWIWINA HA OCHOBAHWM MHUCHbMEHHOTO pPa3pelieHust
PYKOBOJIUTEJISI apXyWBa OPraHU3alNU WIW €r0 3aMeCTHTessA (eci apXuB SBJIAETCA YIPEKIEHHUEM),
PYKOBOJIUTEJISI CTPYKTYPHOTO TIOIpa3/ieJIeHHsI OpTaHU3AI[AH:

pabOTHUKAM CTPYKTYPHBIX ITO/IpA3/ieJIeHU OpraHU3alIlUH;

CyneOHbIM, IMPaBOOXPAHUTEJBPHBIM KM WHBIM YIIOJJHOMOYEHHBIM OpraHaM B COOTBETCTBHHU C
3aKoHozaTesIbeTBOM Poccuiickoi ®eneparuu;

WHBIM T0JIb30BATEJISIM 10 TUCbMEHHOMY 3asIBJIEHUIO.

JIOKyMEHTBI BBIJIAIOTCS M3 AaDXHUBOXPAHWJIHUII HA CPOK, HE ITPEBBIIIAIOIIIIT:

OJTHOTO MeCsIIa - JIJIs UCIIOJIb30BaHUsA pAOOTHUKAMH OPTaHU3AINN U HHBIMH I10JIb30BaTEJISIMH;

IIIECTH MECSIIEB - Cy/IeOHBIM, TPABOOXPAHUTETLHBIM U UHBIM YIIOJTHOMOYEHHBIM OpraHaM.

[IpopieHne yCTAaHOBJIEHHBIX CPOKOB BBIJIAYM JOKYMEHTOB JIOIyCKAeTCsl C pa3pelleHus
PYKOBOJIUTEJISI OpraHM3allid Ha OCHOBAaHUM IHCHMEHHOTO TOJATBEPKAEHUS II0JIb30BaTelsd O
coxpaHeHUH,/obecreYeHUN COXPAHHOCTHU JOKYMEHTOB.

2.46. Bpiaua JOKYMEHTOB M3 apXWBOXPAHWJIMINA PETUCTPUPYETCA B KHHUTE BBIIAYU el U
oopmiseTcs:

3aKa3oM (CITy:KeOHOU 3aIllMCKON) Ha BhIAAYY JEJ;

aKTOM O BbIJIade /ieJ BO BpPeMEHHOE II0JIb30BAaHHE - MPH BblZJauye B CTOPOHHUE OpPraHU3AIUU
(upunoxenne NO 10).

[Tpu TpaHCIIOPTHPOBKE JieJI Ha JII0ObIEe PACCTOSTHUSA 00€CTIEYNBAIOTCS MEPHI 0 OXpaHe U 3allUTe
UX OT BO3/IEHCTBUS BPEAHBIX (DAKTOPOB OKPY’KAIOIIEN CPEJIBI.

2.47. Beijiady J0KyMeHTOB Ha OyMaKHOM HOCHTEJIE U3 apXUBOXPAHWIUINA U IPUEM UX 00OpaTHO, B
TOM YHCJIE B cTydyae HeOOXOAUMOCTH IOJIMCTHYIO MPOBEPKY HAJUUKA U COCTOSHUS JOKYMEHTOB IEpPe/
BbIJIaUell W3 apXUBOXPAHWIWINA W TPU BO3BpATe, IMPOU3BOAUT PAOOTHUK apPXUBOXPAHWIHINA B
MIPUCYTCTBUH JIUIIA, IOJIyJaloliero (BO3BPAIIaIoIIero) Jiesa.

Bmecro BbIIaBaeMbIX W3 apXUBOXPAHWIWINA €JUHUI] XpAaHEHUs W OIUCEH JeJ, IOKYMEHTOB
JIOJDKHA Pa3MeIaThesl KapTa-3aMecTUTesNb Jiesa (nmpuioxkenne NO 7). [Ipu Bo3BpaleHuu Aesia Kapra-
3aMeCTUTEJIb U3BIMAETCS ¥ XPAHUTCSA B apXUBE OPTraHU3AIUU 0 MUHOBAHUSA HAIOOHOCTH.

Jlena, BeIIaBaeMble U3 apXUBOXPAHUIIHIIA, JOKHBI IMETh apXUBHBIHN ITH(P, IPOHYMEePOBaHHBIE
JIVICTHI, JIUCT-3aBEPUTEJIH Jiesia (mpriiokeHre NO 8) U JIMCT UCIIOIb30BAHUSA IOKYMEHTOB (IIPUJIOKEHNE
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No g).

ITogroroBka apXUBHBIX JOKYMEHTOB K BblJIaUe U3 APXUBOXPAHUJIUIIA BKIIIOYAET:

BBIEMKY apXUBHBIX JJOKyMEHTOB;

CBEPKY apXUBHOTO I1dpa U 3aroJ0BKOB C OIIUCHIO JieJI, JOKYMEHTOB;

NIPpOBepPKY (GU3NYECKOT0 COCTOAHUS Jiesia.

DJIeKTPOHHBIE JIOKYMEHTHI BBIIAIOTCA M3 aPXUBOXPAHWIMINA B BUJIE SJIEKTPOHHBIX KOMUMN MU
Konuil Ha OymakHOM HocuTese. [Ipu HEOOXOMMOCTH 3aBepeHUsI KOMUU 3JIEKTPOHHBIX JIOKYMEHTOB
HCIIOJIB3YETCA SJIEKTPOHHAS IIOAIUCH PYKOBOJAUTEA OpPraHU3alu{d WIA YIOJIHOMOYEHHOTO UM
JIOJDKHOCTHOTO JIMIA WJIM IIPOU3BOAUTCS 3aBepeHHe KOIUM JOKyMeHTa Ha OyMaKHOM HOCHTeJe B
YCTaHOBJIEHHOM IOpPsAKe (IIVHKT 5.14 HacTosAmux IIpaswmn).

2.48. JIoKyMeHTBI U3 apXUBOXPAHUJININA, KaK IPAaBUJIO, HE BBIIAIOTCA:

IIpU HaIMYUK POH/IA N10JIb30BaAHUA;

HaxozAlecs B HEYZOBJIETBOPUTEIBHOM (PU3UYECKOM COCTOSHUU.

2.49. B opraHmuzanum J0KHBI OBITh Pa3pabOTaHbI IJIAHBI KOHKPETHBIX MEPONPUATUN U JPYTHe
HOPMAaTHUBHBIE JJOKyMEHTHI, PETJIAMEHTUPYIOIINE MOPAIOK pabOThl B YPE3BBIYAMHBIX CUTYalUAX, IIPU
BO3HUKHOBEHUHU KOTOPBIX HEBO3MOKHO 00€CTI€YUTh COXPAHHOCTh APXUBHBIX JJOKYyMEHTOB.

C copep:kaHUeM IJIAHOB MEPONPUATUN U JIPYTUX HOPMATHUBHBIX JIOKYMEHTOB, OIpeZeIAI0IIUX
paboTy apxuBa OpraHU3aI[UH TP YPe3BbIUANHBIX CUTYAIHUAX, JOJDKHBI OBITh 03HAKOMJIEHBI pAOOTHUKU
apxuBa OpraHu3aIuu.

III. VYET JOKYMEHTOB APXVBHOI'O ®OHJIA POCCUIICKOM ®EJIEPALIIN
N APYTUX APXUBHBIX TJOKYMEHTOB B OPTAHU3AILIN

3.1. YUeTy mo/ieskaT Bce XpaHsAIINECS B apXHBe OPTaHU3AIMHU JIOKYMEHTHI, BKJIIOUasi IOKYMEHThI
[0 JINYHOMY COCTaBy, KOIIHU JIOKYMEHTOB (OHJa IOJb30BaHUA (IIPU HAJIUYUHM) U OIKCU JIeI,
JIOKYMEHTOB.

3.2. Opradusamnus, SBJAIOIAICA  HUCTOYHHUKOM  KOMIUIEKTOBAaHHSA  TOCYZAapCTBEHHOTO
(MyHUIIUTIAIBHOTO) apXWBa, IPEACTaB/SET B TOCYIaPCTBEHHBIH (MYyHHUITMIATIBHBIA) apXUB YYETHBHIE
cBeZleHUs: 00 00beMe U COCTaBe XPaHSAIINXCA B apXHUBE OPTaHU3AIUU JIOKYMEHTOB APXUBHOTO (poHzA
Poccuiickoii ®emeparuvi W JIpDYTUX AapXWBHBIX JIOKYMEHTOB B COOTBETCTBUHM C PersiaMeHTOM
rOCy/IapCTBEHHOTO ydeTa JOKyMeHTOB ApxuBHOro ¢donaa Poccuiickoit ®enepanui, yTBEp:KIeHHBIM
nmpuka3oM PocapxuBa oT 11 Maprta 1997 r. NO 11 (3aperucrpupoBad Munioctom Poccuu 8 utosis 1997 T.,
perucTpaioHHbINA HOMED 1344).

3.3. OCHOBHBIMY €IMHUIIAMH yUeTa apXUBHBIX JIOKYMEHTOB SIBJISTIOTCS:

apXUBHBIN POH/T;

€IMHUIA XPAaHEHUs - JIeJI0, DJIEKTPOHHOE /1eJ10 (IIYHKT 4.34 HacTosAmux [IpaBu).

3.4. EnuHunamM xpaHeHUs] IMPUCBAWBAIOTCS YYETHbIE HOMEpPA, SBJIAIOIINECST YaCThI0 apXUBHOTO
mudpa. CBeeHHA O COCTaBe €NWHUI] XpAaHEHUs W WX KOJIM4YecTBe (UKCUPYIOTCS B YYETHBIX
JIOKYMEHTAaX apXuBa.

ApxuBHbll mudp (0O03HaUeHHE, HAHOCHMOE B JIEBOM HIDKHEM YIJIy Ha KaXKIyI0 €IMHUILY
XpaHeHUs B IeJsAX obeclieueHusl yuyeTa U UAeHTU(PUKAIUN) COCTOUT M3: HOMepa apXUBHOTO (DOH/A;
HOMepa OITHCH JIeJT, IOKYMEHTOB; HOMepa eUHUIIbI XpaHEeHUS.

ApXUBHBIH IIHU(P 3JIEKTPOHHBIX JOKYMEHTOB, XPAaHUMBIX Ha O0OOCOOJIEHHBIX 3JIEKTPOHHBIX
HOCHUTEJISIX, YKa3bIBaeTCs Ha BKJIAJbIIIE, BJIOXKEHHOM B QYIJIAP HOCHUTENA. APXUBHBIA AP
BJIEKTPOHHBIX JJOKYMEHTOB, XPAHUMBIX B HH(GOPMAIMOHHOI CHCTEME apXUBa, ABJSAETCA 003aTeIbHBIM
3JIEMEHTOM OIHCAHHA KOHTeHHepa 3JIEKTPOHHOTO JJOKYMEHTAa.

3.5. B apxuBe opraHuszanuu BeayTcs OCHOBHBIE (00Osi3aTeIbHBIE) U BCIOMOTATEJIbHbIE yUeTHbIE
nokymMeHThl. CocTaB U (OpPMbI OCHOBHBIX YYETHBIX JOKYMEHTOB OIIPEZEJISIOTCA B COOTBETCTBHH C
Hacrosmumu [IpaBmwiamu. CoctaB v (GOPMBI BCIIOMOTATEIBHBIX YUETHBIX JOKYMEHTOB OIPE/IEIISIIOTCS
apXWBOM OpPraHU3AINU CAMOCTOATETBHO.

3.6. B cocTaB 0CHOBHBIX (00s3aTETHPHBIX) YUYETHBIX JIOKYMEHTOB apXHUBa OPraHU3aIuU BXO/IAT:

KHUTA y4eTa MOCTYIIEHUSA U BBIOBITHA e/, JOKYMEHTOB (mpuioskeHne NO 11);

crrcok GoH/0B (IprutoxkeHue NO 12);

suct ¢onza (mpunokenue NO 13);

OITUCH JIeJT, JOKyMeHTOB (mpuiokenus NO 14, 15, 16, 17, 18);
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peectp onucelt (mpuioxenue N 19).

3.7. B KHUTY ydeTa MOCTYILJIEHUA U BBIOBITUA JIeJl, JOKYMEHTOB IIOCJIeZIOBATEIbHO BHOCATCS BCe
IepBUYHbIE U T[IOBTOPHBbIE IIOCTYIUIEHUS (BBIOBITHUA) J€JI, JOKYMeHTOB. Kakzmoe mocTymieHue
(BpIOBITHE) B TpeAenax OTYETHOTO ToAa TOJy4aeT TIOPSAJIKOBBIH HOMEDP B BaJOBOH
MIOCJIE/IOBATEIHHOCTH.

ExeromHo Ha 1 AHBAps MOABOAUTCSA UTOT KOJIMYECTBA MOCTYIMHUBIINX U BBIOBIBIIMX 3a TOJ i€,
JIOKyMEHTOB.

3.8. Cnucox ¢oHIOB BezeTcsi B apXWBEe OpPraHU3AIUU, XPAHAIEM JOKyMEHTHI 0oJiee OTHOTO
donzga. B ciricox poH10B apxXUBHBIN (HOHJ, 3aMHCHIBAETCA TOJIBKO OJIUH Pa3, IIPU IIePBOM HOCTYILJIEHUU
B apxuB opranusanuu. I1o crucky (GoHI0OB B BAJIOBOM HOpPs/IKE €My IIPUCBAUBAETCS YUETHBIH HOMED,
KOTOPBIN COXPAHAETCS 32 HIUM BO BCEX YUETHBIX JJOKYMEHTAX.

B ciyuae nepesaun apxuBHOro ¢oH/A B IPYTON apXUB, BKJIIOUEHUS €T0 B COCTaB 00hEITUHEHHOTO
apxuBHOrO GOHZAa WU BBIJIeJIEHUA BceX JOKYMEHTOB K YHUUYTOXKEHUIO OCBOOOJMBIIHMCA HOMED
JIpyroMy apxuBHOMY (GOH/Y He IPUCBAUBAETCH.

O0benrHeHHBbIE apXUBHBIE (DOH/BI 1 APXUBHBIE KOJUIEKIINU YIUTHIBAIOTCA HA OOIINX OCHOBAHUSAX.
Ob6pbequHeHHOMY apxuBHOMY (oHAY, OOpa30BaHHOMY U3 apXUBHBIX (OHJIOB, pPaHee YYTEHHBIX
CaMOCTOATEIHHO, IIPUCBANBAETCS HOMEDP OTHOTO U3 aPXUBHBIX (DOH/IOB, BKIIIOYEHHBIX B €T0 COCTAB.

B apxuBax opraHM3aIiil - UCTOYHUKOB KOMILJIEKTOBAHUS TOCY/IAPCTBEHHBIX (MYyHUIIUIATHHBIX)
apXWBOB IIPOCTABJISETCS HOMEDP apXWBHOTO (POHAA, 3a KOTOPHIM OH YUYT€H B TOCY/[apCTBEHHOM
(MyHHITUITAILHOM) apXHBe, U KOTOPBIA COXPaHSIETCSA 32 HUM IIOCJIEe MOCTYIUIEHUS €ro JOKYMEHTOB Ha
IIOCTOSTHHOE XpaHEHHe.

Haspanme apxuBHOro oHZ|a BHOCUTCS B CITUCOK (DOH/IOB HA OCHOBAHUU UCTOPUYECKOH CIIPABKH K
(oHIY WM TUTYJIBHOTO JIMCTA OIUCH JIeJT, JOKYMEHTOB.

HazBanue apxuBHOrO (OHZIa COCTOUT U3 MOJIHOTO U (B CKOOKax) COKpaIeHHOTO HauMeHOBAaHUS
donnoobpazoBaresis, ¢ yKa3aHHEM €ro IOAYMHEHHOCTH, MECTOHAXOXKJEHUsd, JaT CO3JaHuA U
qukBuganuu. Eciu HamMeHoBaHue (oHA000pa3oBaTesisi W3MEHSJIOCh, TO B cHHCKe (OHIOB
YKa3bIBaeTCs €ro IMocjefHee Ha3BaHHE B PaMKax MEPHO/A, 32 KOTOPBIM IPUHATHI JOKYMEHTHI. Bce
MIpeAbIAYIIIe IEPENMEHOBAHUA OTMEYAIOTCSA B JTUCTE POH/A.

HaszBaHue 00’beITHHEHHOTO aPXUBHOTO (DOHZ|A COCTOUT U3 000OIEHHOTO HA3BAaHUS BKIIOUEHHBIX B
HEro apXvWBHBIX (POH/IOB, M3 MEpPEYHs HA3BAaHWI CMEHSBIINX JPYT Apyra opraHusanuii. KoHKpeTHbIE
HAMMEHOBAaHUS BCEX OPraHU3AIUH, IOKYMEHTHI KOTOPBIX BOLLIA B OObeIUHEHHBIA apXUBHBIN (HOH/, a
TaKKe UX eEPpENMEHOBAHUSA YKa3bIBAIOTCA B JICTe HOH/IA.

B HazBaHNM apXMBHOH KOJUIEKITUH YKa3bIBaeTcsA ITpU3HaK (MpU3HaKU) ee GOPMUPOBAHUS.

EsxeroziHo Ha 1 AHBAps K CIIUCKY (POH/IOB COCTABJISAETCS UTOTOBASA 3AIKUCh O KOJIMYECTBE APXHUBHBIX
(oHII0B, MOCTYNHUBIINX M BBIOBIBIINX B TEUEHHE Trofja, M OOIIEM KOJIMYECTBE APXUBHBIX (DOH/OB,
HAXO/ANIUXCSA HA XPAaHEHUU B apXUBE.

Croucok ¢OH/OB 3aKI0YaeTcsd B TBEPAYIO OOJIOXKKY, JIUCTBI HYMEPYIOTCS, COCTaBJISAETCA JIUCT-
3aBEPUTEITh.

3.9. JIuct poHAa cocTaBisgeTcs Ha KKl apXUBHBIN QOH/I. B HEM yUNTBIBAIOTCA BCE OIUCH e,
JIOKyMeHTOB poH/a.

Jlucr ¢oHZA MOXKeT OBITh IepecoCTaBIeH TOJIBKO B CJIydae, €CJIM OH HEHCIPAaBUMO MOBPEKEH
WIN TIepecTaeT OTpakaTh (AKTUUECKOe COCTossHHMe U 00beM apxuBHoro ¢oHma. B ciydae
repecocTaByieHUs JucTa (OHJIa paHee JIEHCTBOBABIIUK JIMCT GOHZIA MOMelaercs B jeyno donma. B
BEpXHEM IIPABOM YIJIy 000UX JINCTOB (POH/IA ZieyaoTes oTMeTKu: "JIMCT mepecocTaBiieH" ¢ yka3zaHUEM
JIaThl [I€PECOCTABJIEHNA, JOJKHOCTHU U ITOAIINCH COCTABUTEJIA.

JIucTe! GOHIOB XpaHATCA B MOPsKE HOMEPOB apXUBHBIX (GOHIOB. K Kaxzj0i1 mamnke cocraBiiseTcs
JINCT-3aBEPUTEJID, I/I€ YKA3bIBAIOTCS HAYAJIbHBIE M KOHEYHBbIE HOMepA apXWBHBIX (POHZOB U oOIIee
KOJIMYECTBO APXUBHBIX (DOH/IOB, JINCTHI KOTOPHIX HAXO/IATCS B IAIIKE.

3.10. B onncu nies1, ;oKyMeHTOB (rOZJ0BOM pasjiesie OIUCH Jiesl, JOKYMEHTOB) eUHUIbI XpaHEHU A
YUHUTBIBAIOTCA B COOTBETCTBUU C CHCTEMATHU3AIMEN 32 TOPAKOBBIMU YIETHBIMH HOMEPAMU.

[TepBoMy ro/1oBOMy pasziely OIHCH Jes, JOKyMEHTOB (OHJ/Ia MPHUCBAUBAETCSA HOMEp IO JIUCTY
donza, Bce mocseayore roOBbIe Pa3/eJbl YHUC/IATCA 32 JAHHBIM HOMEPOM /10 3aBEPIIEHHA OIUCH.

He pmomyckaercs mpUCBOEHHE OIMMCAM JIeJI, JIOKYMEHTOB OJIMHAKOBBIX YYETHBIX HOMEPOB B
mpeziesax ojiHoro GoHa.

B koHIlEe BCcex BK3EMIUISIPOB OMUCHU JeJI, JOKYMEHTOB JIeJIaeTCA WUTOTOBasl 3aIllCh, B KOTOPOH
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YKa3bIBAETCSI KOJIMYECTBO HAXOJSAIIUXCSA HA XpPaHEHUW €IMHUI] XPAaHEHWs, IMEPBBIA W IOCTETHUHN
HOMEpa eIVHUI] XPaHEHWSA II0 OIKCH, YKA3bIBAIOTCSA WMEIOIIHECS IPOIYCKH HOMEPOB, JINTEPHBIE
HOMeEDPa, BHIOBIBIITAE €IMHUIBI XPAHEHUS U OCHOBAHUE BHIOBITHA.

[Tocsie kaK0T0 MOCTYIIEHUS WJIH BHIOBITHS JOKYMEHTOB COCTaBJIsIETCS HOBAsI UTOTOBAsI 3aITHCh K
OIIMCH JIeJI, JOKYMEHTOB, KOTOpasi IOAIIHMCHIBAETCSA €€ COCTaBUTEIEM C YKa3aHUEM JOJIKHOCTU U JIaThl
COCTaBJIEHUS.

Ecnu omnuch mei1, JOKYMEHTOB COCTOMT M3 HECKOJIBKHX TOJOBBIX PasjieJioB, TOMOB, MTOTOBas
3aIUCh COCTABJISIETCS K KaKJIOMy T'OJIOBOMY pasjiesly, TOMY; KPOME TOTO, K Ka’KIOMy ITOCJIEAYIOIIEMY
TOJIOBOMY pas/iesly, TOMY B HapacTalollleM IMOPS/IKe COCTABJISETCSA CBOAHAS UTOTOBAsI 3AIIKCh.

TosmoBble pasjiesibl, €CId OHH He SBJISIIOTCS 3aKOHYEHHOH OIKMCHIO, He IOZIIUBAIOTCA U He
MepeIIeTalTCs; OHU XPaHSATCS B apXUBE B MAITKAX.

3akoHYEHHas OIKCH JIesT, JOKYMEHTOB JI0JKHA BKIIIOUYATh He O0Jiee 9999 eIMHUIL XpaHEHU.

3akoHYEHHAas OMHCH JIeJI, TOKYMEHTOB BMECTE C TUTYJIbHBIM JINCTOM U CIIPABOYHBIM aIrapaToM K
HeH 3aKJII0YAETCs B TBEP/YIO 00JI0KKY, HyMEPYETCS U MOAIITUBAETCS WU TEPEILIETAETCS.

Kaxknasa 3akOHUEHHAsI OIUCH JIeJI, IOKYMEHTOB, TOM OIHUCH JeJ, JOKYMEHTOB JOJIKHBI UMETH
JINCT-3aBEPUTEJTb.

3.11. [Ipu HasMuuu B apXwBe OPTaHU3AIUM JIBYX U 0Oojiee omumced Aesl, JOKYMEHTOB BEIETCS
peectp omuceit (mpuoxkerue N 19).

OmnucH Jiey1, JOKYMEHTOB BHOCSTCS B PEECTpP OIHCEH B XPOHOJIOTHYECKOH ITOCIEA0BATETHHOCTH
MTOCTYIIEHUS 10/l COOTBETCTBYIOIIIUMU MOPSAKOBHIMH HOMEPaMH.

B peectpe ommuceli GUKCHUPYIOTCS OCHOBHBIE JIaHHBIE 110 COCTaBY KaXKJOH ITOCTYIIUBIIEH B apXUB
OpTaHHU3aIlU¥ OIHUCH JIeJI, IOKYMEHTOB: HOMep (POH/1a, HOMEDP OIHUCH, KOJTMYECTBO €/IMHUI] XPAaHEHUs B
OTIHCH, KOJTUYECTBO JIUCTOB B OIUCH U €€ 9K3eMILIAPOB.

3.12. [l IEeHTPaJIM30BAaHHOTO TOCYJApCTBEHHOTO yueTa JIOKYMEHTOB ApxwBHOTO (oHAa
Poccuiickoii ®eneparuui B apxXwBe OpPraHU3AIlNU, SBJISIOMIENCA WCTOYHUKOM KOMILIEKTOBAHHUSA
rOCyZIapCTBEHHOTO (MYHUIIMIIAJILHOTO) apXUBAa, COCTABJIsIETCS TACIIOPT apXWBa OpraHU3aIuu. <1>

<1> ®opma nacrnopTa apxuBa OpraHu3aIyy ycTaHOBJIeHa PersiaMeHTOM rocy/1apcTBEeHHOTO ydeTa
JIOKyMeHTOB ApxuBHOro (ponHma Poccutickoit Penepannm (yTBep:kaeH npuka3zom Pocapxusa ot 11 MapTa
1997 1. N© 11, 3apeructpupoBad Munioctom Poccuu 8 urosist 1997 T., peruCTPAallMOHHBIN HOMED 1344).

3.13. ApXUB OpraHM3aIid MOKET BECTH TaK’Ke yJeT B aBTOMAaTH3HUPOBAHHOM DPEXKHME - B BHUJE
y4eTHbIX 0a3 maHHbIX (B/).

VuerHbie B]] npuUMeHSIOTCS BO B3AaUMOCBSI3H € APYTUMH HH(pOpMauoHHbIMHU BJl, MenuMucs
B apxXWBe OpraHU3aIlid, U JIOJUKHBI OBITh COBMECTHMMBI C COOTBETCTBYIOI[UMH VYeTHBIMH B/l
rOCY/IapCTBEHHBIX (MYHHUIIUTIATIBHBIX) ADXUBOB U OPTAHOB YIIPABJIEHUS aDXUBHBIM /I€JTOM.

3.14. YdyeTHble JOKYMEHTbIl apxXWBa OpraHU3aI[Uh, KpOMe OIHMCeH [ieJl, /IOKyMEHTOB,
MpeIHa3HAYAIOTCSA JJIs CIYKEOHOTO MOJIb30BAHUSA U ITOJIb30BATEIAM HE BBIIAIOTCS.

3.15. YUeT IOCTyIJIEHUS ¥ BBIOBITUS JIeJI, JOKYMEHTOB B apXHBe OPTraHU3aI[iH OCYIIECTBIISETCA Ha
OCHOBaHUM:

OIIHCH JIeJT, JOKYMEHTOB CTPYKTYPHOTI'O MTOpa3/iesIeHHsi U TOIOBOTO paszieia CBOAHOM OIHUCH /e,
JIOKYMEHTOB OpTraHU3aI[1H;

HOMEHKJIATYPbl [IeJl OpraHU3alliy, 3aMeHSIOIel To0BOH pasfieJl CBOAHOM OIHCH e,
JIOKYMEHTOB OpraHU3aI[1H;

aKTa 0 TEXHUYECKHUX OIINOKAaX B YUETHBIX IOKyMeHTax (mpuaoskenue NO 4);

akTa 00 OOHApyKEHUU JOKYMEHTOB (He OTHOCAIIUXCSA K JJAHHOMY (DOH/TY, apXUBY, HEYUTEHHBIX)

(opuioxxenue NO 5);

akTa 00 yTpare JJOKyMeHTOB (IIpuioxkeHne NO 6);
aKTa mpueMa-Iepeiaul apXUBHBIX JIOKYMEHTOB Ha XpaHeHHe (mpuioxkeHre NO 20);

daKTa O BBIAECJIEHHH K YHHUYTOXKCHHIO APXHBHBIX JOKYMEHTOB, HE€ IIOJJICKAIKUX XPAaHEHHIO
(upunoxenne NO 21);

aKTa 0 HEMCIIPABUMBIX [TOBPEXKAEHUAX apXUBHBIX JJOKYMEHTOB (IpuaokeHne NO 22).

Ha ocHoBanuu YKa3aHHbIX JOKYMEHTOB BHOCATCA HeO6XOZ[I/IMI)Ie N3MEHEHUA B OCHOBHBIE
(obs13aTesIbHBIE) YUETHBIE JOKYMEHTHI apXHUBA:

B KHUTY y4yeTa IOCTYIUIEHUs U BBIOBITHA JIeJI, JOKYMEHTOB (mprioskeHre NO 11) u B yicT GoHZAA
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(mpunoxkenme NO 13) - NpU KaKJAOM HU3MEHEHUH B COCTaBe U 00beMe JOKYMEHTOB apxuBa
OpTraHu3aIuN;

B crnucok GoHAOB (mpuiaoxkeHue NO 12) - NpHU HOCTYIUIEHUHM HOBOTO apXWBHOTO (OHZA WIN
BBIOBITHY BCEX JIEJI, JOKYMEHTOB, HAXOAWBIIIETOCS HA XPAaHEHUH apXUBHOTO HOHZA <1>;

<1> B rpade "OtmeTtka o BeIObITHU OHAA" crircKa GOHOB YKA3bIBAETCS, Ky/1a BIOBLT ADXUBHBIIN
donz, a TakKe AaTa ¥ HOMEP JOKYMEHTA, HA OCHOBAHUH KOTOPOTO OH BBIOBLI.

B peecTp omuced (mpuioxkeHre NO 19) - MPH IOCTYIUIEHHM HOBOHM OIHCU WA BBIOBITHMH BCEX
€IUHUI] XpaHEeHWs, HaXOAUBIIEHCs Ha XpaHeHUHU onuich. HoMep BBIOBIBIIIEH OIHCH JIPYTUM OIIUCSM
JleJ1, JOKYMEHTOB He IIPHCBAaUBAETCs M OCTAaeTCs CBOOOTHBIM;

B OIHCH JeJI, TOKYMEHTOB - TNPH KaXKJOM IOCTYIUIEHUM W/WIXA BBIOBITUHM J€J, JOKyMEHTOB,
YYTEHHBIX B JIAHHOU OIHCH.

CooTBeTCTBYyIOIINE U3MEHEHS BHOCATCS BO BCIIOMOTAaTEIbHbIE YUYETHBIE IOKYMEHTHI.

Bce akThl, MOKYMEHTHpYIOIIHE pe3yJIbTaThl apXUBHBIX pabOT, BKJIIOYAKOTCS B Jiesio GOHA,
KOTOPOE 3aBOJINTCS HA K&KAbIU (DOH/T, HAXOIANIUICA Ha XpPaHEHUH B aPXUBE OpraHU3alliH.

Heno donma, HapsAAy ¢ JOKYMEHTaMH, OTPasKaIIUMHU ucTopuio GoHza u doHm000pa3oBaTes,
BKJIFOYAET YYETHBIE JOKYMEHTHI, XapaKTepU3YIOIe u3MeHeHus GhoH/1a.

IV. KOMIIVIEKTOBAHWE APX1BA OPTAHU3AIINN JOKYMEHTAMI APXVBHOT'O
O®OHJA POCCUMCKOUN ®EAEPAIINN U JPYTYUMU APXNBHBIMU IOKYMEHTAMU

4.1. [lokymeHTBl ApxuBHOTO (hoHma Poccuiickoii denepanuui U JOKyMEHTHI BpeMEHHBIX (CBBIIIIE
10 JieT) CPOKOB XpaHeHUs, B TOM UMCJIe 110 JUYHOMY COCTaBY, IlepelaloTcsA B apXUB OpraHU3aIuu He
paHee, 4eM uepe3 OAWH TIOJ, U He II03/lHEe, YeM 4Yepe3 TPU TIoja IIOCJe 3aBepllieHus el B
JleJIOTIPOU3BO/ICTBE.

JIOKyMEeHTBI 110 INYHOMY COCTaBY I'OCY/IaPCTBEHHBIX IPAKIAHCKUX CITY>KAIIUX U MyHUIIUTIAJIBHBIX
CJTy’KaIl[UX, YBOJIEHHBIX C TOCYAAPCTBEHHOU TPAXKAAHCKOU CIIYKOBI WJIM MYHHUITUIIAJIBHON CIIYKOBI,
IepeialoTcsA B ApXUB OPraHU3alNU 10 UCTeYEeHUH 10 JIET CO IHA YBOJIbHEHU .

4.2. Jlesia BpeMeHHBIX (710 10 JIET BKJIIOUUTETHHO) CDOKOB XPAaHEHUs B apXUB He Iepezaiorcs. OHu
XpaHATCA B CTPYKTYPHBIX MO/Ipa3/ie/IeHUAX OPTaHU3aI[UH U 110 UCTEUEHUN CPOKOB XpaHEHU MOfJIeKaT
YHUUTOXKEHUIO B YCTAHOBJIEHHOM IOPS/KE.

B HCKITIOUNTENTBHBIX CIIyUYasx [0 PelIeHUI0 PYKOBOJAUTENIA OPTaHU3AIUH JieJla BpeMEeHHBIX (J10 10
JIeT BKJIIOUUTEIFHO) CPOKOB XPaHEHHUs IePEJAl0TCA B APXUB OPraHU3AIUHU 10 OIHUCAM JIeJT, JOKYMEHTOB
WJIM TI0 HOMEHKJIaType Jiel.

4.3. JIOKyMeHTBI IIOCTYIIAIOT B apXUB OPTaHU3AIUH IIOCJIE IIPOBEeHUA SKCIIePTU3bI IIEHHOCTH.

4.4. Pemenus o BKIOUEHUU B cocTaB ApxuBHOro (onzma Poccuiickoit @esrepaniii KOHKPETHBIX
JIOKYMEHTOB IIPUHUMAIOTCS 3KCIIEPTHO-IIPOBEPOYHBIMU KOMUCCUAMU (pefiepaibHbIX TOCYZapCTBEHHBIX
apXUBOB U YIIOJTHOMOYEHHBIX OPTraHOB MCIOJHUTEIBHOU BilacTu cyObekToB Poccuiickoit ®enepanuu B
obstactu apxuBHOTO Jiesia (masee - ITK apXUBHOTO yUpekIeHUs) B IIpeJiesiaX KOMIIETEHITHH.

4.5. lles1pio BKCIepTU3bl IEHHOCTU JOKYMEHTOB B OPraHU3aluU ABJIAETC:

0TOOp JJOKYMEHTOB JIJIsl BKJIIOUEHUS B cocTaB ApxuBHOTO ¢oHza Poceuiickoit ®eneparnuu;

BBISIBJIEHHE IOKYMEHTOB, He MOJIeKalUX JaIbHEeNIIeMy XpaHEHHUIO.

JKcnepTuse IEHHOCTU MOJIJIeXKaT Bee JJOKYMEHThI OpraHu3ani HE3aBUCUMO OT BUJIOB HOCUTeE IeN
U CII0cOO0B 3aIuCH.

Jlo mpoBeZleHUA 3KCIEPTU3bl LIEHHOCTH B COOTBETCTBUM € IVHKTAMU 4.6 - 4.13 HACTOAIIUX
IIpaBusi yHUUYTOXKEHHE IOKYMEHTOB 3allpelaeTcs.

4.6. DKkcrepTr3a IEHHOCTU JJOKYMEHTOB IIPOBO/IUTCS HA OCHOBE:

JIENCTBYIOIIETO 3aKOHOAATEJIbCTBA W HWHBIX HOPMATHUBHBIX IIPABOBBIX AaKTOB PoccuiicKou
®eneparuu B 00JIACTH apXUBHOTO Jieyla, WHGOpPManWU M JOKYMEHTAIMOHHOTO obecrevyeHus
yIIpaBJieHNs;

TUIIOBBIX, BEJIOMCTBEHHBIX U HHBIX IepeYHell JOKYMEHTOB C yKa3aHHeM CPOKOB UX XpaHEHWUH,
TUIOBBIX U IPUMEPHBIX HOMEHKJIATYD JeJI.

4.7. B opranusanuu A4 IpoBeieHUs 9KCIEPTU3bl IIEHHOCTU JOKYMEHTOB CO3/IaeTCsA HKCIepPTHAsA
komuccusi (mamee - OK) <1>. B opraHmzanusax, HMEOINNX CJIOXKHYI CTPYKTYpy W/WIn
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IIO/IBEZIOMCTBEHHbIE OPTraHU3aI[iH, CO3/]al0TCA IeHTPaJIbHbIe SKCIIepTHbIe KoMuccnu (asee - 1IDK).

<1> [InAa mpoBefeHUsA JHKCIEPTU3bl I[EHHOCTH HAYyYHO-TEXHUYECKONW M JPYrod CHelHaIbHOMN
JIOKyMEHTAallUd B OpraHuU3amuyd MOXeT ObITh co3zmaHa OK, BKIIOUAIONIAss COOTBETCTBYIOIIUX
CIEIaJICTOB.

4.8. II9K (9K) sBisieTcs: coBelaTeIbHBIM OPTAaHOM IPU PYKOBOAUTEJIE OPTaHU3AI[UH, CO3/IAeTCs
MMPUKA30M OpPraHU3aIuH, JeUCTBYET HA OCHOBAaHUHU MOJIOKEHUS.

3amaun u yskmun 9K (9K) opraHusanuu - HUCTOYHHKA KOMIUIEKTOBAHUS OIPENEIISIOTCS
MI0JIOKEHUEM, YTBEPIK/IAEMbBIM PYKOBOJUTEIEM OPTaHU3AIUH.

4.9. OcHoBHol 3amaueit [I1DK (9K) sBiseTcss opraHu3aIiusa U MpOBeJeHUe SKCIIEPTU3bI IIEHHOCTH
JIOKYMEHTOB.

OcnoBubiMu pyHKIuIsIMEU [[IK (IK) ABstoTes:

OpraHU3aIHsA €KETOAHOT0 0TOOPA JeJ I XpaHEeHUs U YHUITOKEHHUS;

pacCcMOTpEHHE U COTJIACOBAaHHWE IPOEKTOB HOMEHKJIATYPhI JieJ1 OpraHW3allid, OIHCEH JIel,
JIOKYMEHTOB TIOCTOSTHHOTO W BPEMEHHBIX (CBBIIIE 10 JIET) CPOKOB XpaHEHUS, B TOM YHCJIE 110 JTHNYHOMY
COCTaBY, aKTOB O BBIJIeJIEHNY K YHUUTOXKEHHUIO JIeJI, He TIO/JIeKaINX XPaHEHUIO, U JIDYTUX aKTOB;

MOATOTOBKA  IIPE/VIO’KEHUH 00  OmpefeeHuH CPOKOB  XpaHEHUs  JIOKYMEHTOB, He
MPEIyCMOTPEHHBIX IEPEUYHAMH <1>, U 00 H3MEHEHHU CPOKOB XpaHEHHs OT/AEJIbHBIX KaTeropwi
JIOKyMEHTOB, YCTAaHOBJIEHHBIX [IEPEUHSIMU;

<1> DK opraHusanuii, nepeamIIUX JOKYMEHTHl Ha XpaHEHHE B TOCYJAapCTBEHHbIE APXUBBI,
IIPE/ICTABJISAIOT COOTBETCTBYIOMIE IpetoskeHusa DIIK apXuBHOTO yUpek/IeHus.

ydJacTue B IOATOTOBKE M PACCMOTPEHHUH IIPOEKTOB HOPMATHUBHBIX M METOAWYECKUX IOKYMEHTOB
10 BOIIpocaM paboThI C IOKyMEHTaMU B OPTaHU3AIUH;

METO/IMYECKOE PYKOBOJICTBO paboTaMu B 00s1acTH obecrieue s COXPAaHHOCTH JIOKYMEHTAITLHOTO U
apXuBHOTO (GPOH/IOB OPTaHUBAI[UH.

4.10. JKCIIepTU3a IIEHHOCTHU IOKYMEHTOB B OPTaHU3AI[UN ITPOBOUTCS:

B JIEJIOTIPOU3BO/ICTBE - MPU COCTABJIEHMH HOMEHKJIATYPhI JIeJ OPTaHU3alNH U TPU MOJITOTOBKE
JleJ1 K Tiepeiaye B apXuB;

B apXHBe OPraHU3AI[MHU - B IIPOIIECCe MTOATOTOBKH JIeJT K Iepe/iave Ha IOCTOSHHOE XPaHEeHHeE.

4.11. DKCIepTU3a EHHOCTH JOKYMEHTOB IIPOBOAUTCS €3KETOHO.

[To pe3ysbTaTaM BKCIEPTU3bl LEHHOCTH B CTPYKTYPHBIX IIO/Ipa3/ieJIEHUsAX OpTraHU3aIluu
COCTaBJISIFOTCSL OIIUCH JIeJl CTPYKTYPHBIX HOApPA3/ie/IeHH: MOCTOSHHOTO, BpeMeHHBIX (CBBIIIE 10 JIEeT)
CPOKOB XpaHeHWs, [0 JIMYHOMY cocTaBy (mpuioxkeHre NO 23, 24), HA OCHOBE KOTODBIX B apXHBe
OpraHU3aIUH COCTABJISAIOTCS FOZOBBIE PA3/IEIbI COOTBETCTBYIOIIUX CBOAHBIX OIUCEH /1€, JOKYMEHTOB.

Ha pnesla ¢ ucrekmuMu CpoKaMM XpaHEHUsS B CTPYKTYPHBIX IOZApPA3/ieJIEHUsIX OPTaHU3AIUU
COCTABJISIOTCS TIPEAJIOKEHUSI K aKTY O BBIJEJIEHUU K YHUUYTOXKEHUIO JIOKYMEHTOB, HE IOJJIEKAIIUX
xpa"eHUo (1o ¢popme aKTa, DpuwiIokeHue NO 21).

Ha ocHOBe TpeIOKeHUH CTPYKTYPHBIX IMOJIpa3fieyIeHud  ciiyxkba IeJIOIpPOU3BO/ICTBA
OpraHU3aIM¥ COCTABJISIET aKT O BBIZIEJIEHUU K YHUUTOXKEHUIO TOKYMEHTOB, He TOJJIEeXKAIUX XPaHEHUIO
(mpuoskenue N 21).

Jlesia BKJIIOYAIOTCSI B aKT O BBIIEJIEHUH K YHHUUTOXKEHHUIO [OKYMEHTOB, HE TOZJIeKaIuX
XpaHEHUIO, €CIU IPEeIyCMOTPEHHBIN JIII HUX CPOK XpaHEHHWs HCTEK K 1 sSHBaps rojia, B KOTOPOM
COCTaBJIEH AKT.

Ilena ¢ ormerkou "IIIK" <1> mojyie’kar IOJUCTHOMY IIPOCMOTPY B I€JISAX BBISABJIEHUS
JIOKYMEHTOB, TO/JIEXKAIINX ITOCTOSHHOMY XpaHEHHIO. BhIABJIEHHbIE B TaKWUX JlejlaX JOKYMEHTBI
IIOCTOSTHHOTO XPAHEHHUS BBIJIEJIAIOTCSA U IPUCOEAUHSIOTCS K OJTHOPOAHBIM JieJaM WIH (OPMUPYIOTCS B
CaMOCTOSITEJIbHBIE JIEJIA.

<1> Ormetka "IIIK" o3HauaeT, 4YTO YACTh IOKYMEHTOB MOXKET OBITh OTHECEHA K CPOKY XpaHEHUs
" "
IIOCTOSIHHO'".

OcrasipbHble JOKYMeHTHI ¢ oTMeTkou "OIIK" BkIOuUamoTCcsa B aKT Ha yHUUYTOXXKeHHe. IIpu 3ToM
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orMmetka "IIIK" B akTe He yKa3bIBaeTCs.

Omnmcu Ha fesa, JOKYMEHTHI IIOCTOSHHOTO XpaHEHWs M IO JIMYHOMY COCTaBy M aKThl Ha
YHUUYTOXKEHUE JIOKYMEHTOB paccMmaTpuBatoTcs Ha 3acemanuu [[OK (9K) omHoBpemenHo. Ilo utoram
pacemotpenusi [IDK (9K) coryiacoBeIBAIOTCSA OIMCHU JIEJ, IOKYMEHTOB IOCTOSTHHOTO XPaHEHUS W I10
JIMYHOMY COCTaBY U aKThI O BbIJIEJIEHUH K YHUYTOKEHUIO JOKYMEHTOB.

CornacoBanuble 1[9K (9K) opraHmzanuu ONHCH el JOKYMEHTOB (TOHOBBIE Pa3JIeJibl)
MpeCTaBIAI0TCA Ha paccMoTrpenue IIIK:

IIOCTOSTHHOTO CPOKA XpPaHEHHs - Ha YTBEPIK/IEHHE;

10 JINYHOMY COCTaBY - Ha COTJIACOBAHUE;

IIIK yTBep:KAaeT OMUCH JieJI TTOCTOSTHHOTO XpPAaHEeHUs U COTJIACOBBIBAET OIMKCH JeJl 110 JINYHOMY
COCTaBy.

Onucu nesn, TOKyMEHTOB (ro/ioBble paszesibl) HampaBisioTcsa Ha paccMmorpeHue IIIK B Tpex
AK3eMIUIApax Ha OyMa>KHOM HOCHUTEJIE I OTHOM 3K3EMIUIAPE Ha SJIEKTPOHHOM HOCHUTEJIE Yepe3 3 rozia
TocJie 3aBePIeHUs el B JIeJIOTTPOU3BOICTBE.

[Tocse yrBepskaenus u corsacoBanus K omuceti fies1, JOKyMEHTOB OIKMCH U aKT O BBIZIEJIEHUH K
VHUYTOKEHHUIO JIOKYMEHTOB, He TOJJIeXKAIlNX XPaHEHWI0, VTBEPK/AIOTCSI PYKOBOJIUTEIEM
OpTraHU3aIliH, IIOCJIE UETO JIeJia, BhIIEJIEHHBIE 10 aKTy K YHUUTOXKEHUI0, MOTYT OBITh YHUUTOXKEHHI.

4.12. OpraHmzamnuu, B JAeATEIFPHOCTA KOTOPBIX HE CO3JIal0TCS JOKYMEHThI ApPXWBHOTO (oHA
Poccutickoii ®emepariiu, cO34aI0T OIKCH JIeJT II0 TUYHOMY COCTaBY U OITHCH JIeJ BDeMEHHBIX (CBBIIIE 10
JIET) CPOKOB XpaHeHUs U 00eCIIeurnBalOT UX COXPAHHOCTD.

OpraHusanyy TakKyKe COCTaBJIAIOT aKThl O BBIJEJIEHHH K YHHUYTOXKEHUIO JIOKyMEHTOB, HeE
MOZJIeXKAIUX XPAaHEHUIO, M YHUUTOXKAIOT YKa3aHHbIE IOKYMEHTHI 110 UCTEYEHUN CPOKOB UX XPAaHEHUS
TOJIBKO TIOCJIE COCTABJIEHUS T'OJIOBBIX PA3/I€JIOB OMUCEH el 10 JIMYHOMY COCTaBYy 32 COOTBETCTBYIOIIUM
MEPUO/ U UX YTBEPK/IEHUS PYKOBOIUTEJIEM OpPTraHU3aIUH.

4.13. [lesia Ha GyMa)KHOM HOCHUTEJIE, BbIJIEJIEHHBIE K YHHUTOXKEHHIO, TIEPEAI0TCA Ha YHUUTOKEHUE
(yTHIM3anuio) mo akTy O BBIZIEJIEHHU K YHUUTOXKEHUIO JIOKYMEHTOB (mpuiioxkeHre NO 21); a Takke Ha
OCHOBAaHUU WHBIX JOKYMEHTOB, MOATBEPIKJAAOMINX (AKT CJayd JIOKyMEHTOB Ha YHUUTOXKEHUE
(yTrimsanuio).

DJIEKTPOHHBIE JleJIa C UCTEKIINMU CPOKaMU XpaHEHUs TIOJIJIEXKAT BhIZIEJIEHUI0 K YHUYITOKEHUIO Ha
0o0IMX OCHOBAHUAX, IIOCJIE YEero MPOBOAUTCA WX (PU3UUYECKOE YHUUTOXKEHHE WIH YHUUTOXKEHUE
MMPOTPAMMHO-TEXHUYECKUMU CPEACTBAMH C COOTBETCTBYIOIIE OTMETKOM B aKTe O BBIJIEJIEHUH K
YHUUTOXKEHUIO TOKyMeHTOB (mpuioskenrie NO 21).

4.14. [Insa obecneueHus mopsaka GOpMUPOBAHUA U YUeTa JieJ B IeJIONPOU3BOCTBE OPraHU3aluu
COCTaBJISETCSA HOMEHKJIIATYPa JIel.

4.15. Howmenknatypa fen 3akperviseT KiaccuuKamuio (IPyHIHUPOBKY) HCIIOJTHEHHBIX
JIOKYMEHTOB B Jiesia (9JIEKTPOHHBIE JIeJ1a) U ABJISIETCS OCHOBHBIM YYETHBIM JJOKYMEHTOM, OTPaKAIOIUM
COCTaB M OPTaHU3AIUI0 IOKYMEHTAIHFHOTO (DOH/Ia OpTraHU3aIUH.

4.16. HomeHksiaTypa el SIBJSETCSI OCHOBOM JUJIsI COCTABJIEHUSI OIHUCEH Jejl, JOKyMEHTOB
ITOCTOSTHHOTO W BPEMEHHBIX (CBBIIIE 10 JIET) CPOKOB XpaHEHUsI, a TAKIKE JIJIA yUeTa JieJl BpeMeHHbIX (10
10 JIET BKJIIOYUTEIFHO) CPOKOB XpaHEHUS.

4.17. HomeHkjaTypa [Jen oOpraHus3anuu pa3pabarTbiBaeTcss Ha OCHOBAaHHU  THIIOBBIX,
BEJJOMCTBEHHBIX M WHBIX IEepEeUHel JOKYMEHTOB C YKa3aHUEM CPOKOB XpaHEHWs, HHbIX HOPMAaTHUBHBIX
MMPaBOBBIX AKTOB, a TAK)KE THUITOBBIX U TPUMEPHBIX HOMEHKJIATYP JeJl.

TumnoBass ¥ IpUMepHas HOMEHKJIATYPHI JieJ1 pa3pabaThIBAIOTCA OpraHaMKM M OpPraHU3aIUsIMH,
WMEIOIINMH B ITOTYNHEHUU CETh OJTHOTHUITHBIX OpTaHU3aIH.

TunoBass HOMeHKJIaTypa YCTaHABJIUBAET COCTAB JIeJl, 3aBOJIMMBIX B OJITHOTHITHBIX OPTAaHU3AIUAX, U
SIBJISIETCSI HOPMATHUBHBIM JIOKYMEHTOM.

[IpumepHass HOMEHKJIATypa YCTAHABJIMBAEeT IIPUMEPHBIA COCTaB JieJl, 3aBOJAUMBIX B
OpTraHU3aIHUAX, HA KOTOPBIE OHA PACIIPOCTPAHSAETCS, U SABJISIETCS PEKOMEHATETLHBIM JIOKYMEHTOM.

4.18. HomeHkatypa Jies1 OpraHU3aI[ii COCTABJISIETCS 10 YCTAaHOBJIEHHOU (popme (NpUIOKEHME
N9 25) Ha OCHOBaHUHM HOMEHKJIATYP JIeJ1 CTPYKTYPHBIX II0/Ipas/iesieHui (mpuioxkenne NO 26).

OpraHusanuu - WCTOYHHUKHA KOMILIEKTOBAHUSA TOCY/IaPCTBEHHBIX (MYHUITUIIAJIbHBIX) apXHBOB
OJIMH pa3 B 5 JIeT <1> COTJIACOBBIBAIOT HOMeHKJIATYPY et ¢ [IOK (9K) opraHusarum u mpeicTaBisioT
ee Ha coryiacoBaHuwe cooTBercTBylomnx JDIIK mim rocygapcTBeHHOro (MyHHITUIIATIBHOTO) apXHBa,
COIJIACHO IPEeA0CTaBJI€HHBIM €MY ITOJTHOMOYHSM.
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<1> B ciyuae usmeHeHUs GYHKIUN M CTPYKTYpPbl OPraHU3aIMU HOMEHKJIATYypa e MOAJIEXKUT
[IepeCcOCTaBJIEHUIO, COIVIACOBAHUIO U YTBEPK/ICHHUIO.

OpraHmzanuu, B [IeATEJLHOCTH KOTOPBIX HE CO3/IAI0TCS JIOKyMEHThl ApXWBHOTO (oHAa
Poccuiickoit ®eneparyu, yrBepK/1al0T HOMEHKJIATYPY A€ CAMOCTOSITETBHO.

4.19. 3aKOHYEHHBIE JEJIONPOU3BOCTBOM JleJla TOCTOSIHHOTO M BpPEMEHHBIX (CBBIIIE 10 JIET)
CPOKOB XpaHEHHUs, B TOM YHCJIE€ II0 JIMYHOMY COCTaBy, IIOCJIE OKOHYAHWS KaJIEHJIAPHOTO TO/a, B
KOTOPOM OHHU OBLIM 3aBeJIeHbl, IIOATOTABJINBAIOTCA K Ilepefjlade B apXUB OPraHU3AIUU U IIO/JIeXKAT
0¢dOPMJIEHUIO U OTICAHUIO.

B 3aBucMMOCTH OT CPOKOB XpaHEHHS IMPOBOJUTCA IOJIHOE WX YAaCTHYHOe OdOpMJIEHUE JIell.
[TotHOMY 0OPMIIEHUIO TTOJIJIEMKAT /I€J1a IOCTOSTHHOTO U BPEMEHHBIX (CBBIIIE 10 JIET) CPOKOB XpAHEHUSA
Y 110 JINYHOMY COCTABY.

Odopmiienne sies1 Ha OyMaXKHOM HOCUTEJIE IIPeIyCMaTPUBAET:

MIOAIINBKY WIN TEepeIvIeT TOKYMEHTOB Jiesa (HepopMaTHbIE JOKYMEHTHI XPAHATCA B 3aKPBITHIX
TBEPABIX MAIMKaX WK B KOPOOKaXx);

HyMEPAaIHIO JICTOB /IeJIa;

COCTaBJIEHUE JINCTa-3aBEPUTEIA Jiesia (mpuaoxkeHne NO 8);

COCTaBJIEHVE BHYTPEHHEH OIKCH IOKyMEHTOB JieJia (mpuioskenue NQ 27);

odopMiieHHE 00I0KKH Aesa (mprioxenrie NO 28).

[TonroToBKka SJEKTPOHHBIX JleJl JUISA Tepefjaydl B apXUB OpraHU3aIllUU IpeAyCMATPUBAET
COCTaBJIEHUE OIHCY 3JIEKTPOHHBIX JIeJI, IOKyMeHTOB (Ipuaoxenusa NO NO 17, 18).

4.20. B nemo momemaioTcs JOKYMEHTBI, KOTOpbIE II0 CBOEMY COJEPKAHHUIO COOTBETCTBYIOT
3aTOJIOBKY JIeJIa, IPU 9TOM 3aIlpelaeTcs IPYNIHPOBATh B /iejia YEPHOBBIE U IyOIeTHbIE HK3€MIUISAPBI
JIOKYMEHTOB, 2 TaK}Ke JIOKyMEHTBI, IOZJIeXKAIIIIe BO3BPATY.

[Tpu popmupoBaHUM /ies1a HEOOXOIUMO COOIOAATD CIIeIyIOIIHe TpeOOBaHUA:

JIOKyMEHTBI IOCTOSTHHOTO ¥ BPEMEHHOTO XpaHEeHUs HeOoOXOAVMO TPYNIUPOBATh B OT/EJIbHbIE
Jiena;

BKJIIOYATH B JIEJIO TIO OTHOMY 9K3E€MIUIAPY KaXKAOTO JOKYMEHTA;

TPYNIIUPOBATh B JI€JIO JIOKYMEHTHI OFHOTO KAaJIEHJIADHOTO TO/a; HWCKJIIOUEHUE COCTABJISAIOT:
repexoAsInye Aesa; cyaeOHble fesa; JINIHbIE Je1a, KOTOpble GOPMHUPYIOTCSA B TEYEHUE BCETO MEPHUOZA
paboThl JIMIIa B OPraHU3aIN{; JOKYMEHThl BBIOODHBIX OPraHOB U WX IIOCTOSHHBIX KOMUCCHUU,
JIeIIyTaTCKUX TPYMI, KOTOpble TPYNIUPYIOTCS 3a IEPHOZ, CO3BIBA; JOKYMEHTHI 00pa30oBaTeIbHBIX
OpraHu3anui, KOoTopsle (GOPMHDYIOTCA 32 y4eOHBIH TOM; JOKyMEHTHI TEaTPOB, XapaKTEPU3YIOIIHe
CIIEHUYECKYIO JIeATEIHHOCTD, B IIPE/IEJIaX TeaTPAIbHOTO CE30HA; Jiesa GUIbMOB, PYKOIHCEH, UCTOPUH
OoJie3HEN.

[TIpuka3pl 1O JIMYHOMY COCTaBy JOJDKHBI TPYIIIUPOBAaTHCA B JieJla B COOTBETCTBUU C
YCTAHOBJIEHHBIMH JIJIS1 HUX CPOKaMHU XpPaHEHUS;

JIOKyMEHTbl B JIMYHBIX JleJlax pAacCIOJIaraloTcs B XPOHOJIOTUYECKOM TIOpsSAKEe II0 Mepe
MIOCTYTIIEHUS;

JINIEBBIE CcUeTa IO 3apabOTHON IUIaTe Pa0OTHUKOB TPYHIHUPYIOTCS B OT/EJIbHBIE Jeya U
pacnoJsiaraloTcsa B HUX 10 andaBuTy pamMuinii, UMeH U OTYECTB.

Jleno Ha GyMa)KHOM HOCHTEJIE He JOJDKHO COoZiepKaTh OoJiee 250 JIMCTOB, IIPH TOJIIIIMHE He Oosiee
4 cM.

4.21. JIOKyMEHTBI, COCTAaBJIAIOIINE JejI0 Ha OyMaKHOM HOCHTesIe, TOZIINBAIOTCA HA YeThIpe
IIpokoJsia (Ha TPH IMPOKOJIA - I MaIoOPMATHBIX Jie]) B TBEPAYIO O0JIOKKY WJIM HEPEIUIETAIOTCA C
y4eTOM BO3MOXKHOCTU CBOOOJHOTO UTEHUsS BCEX JIOKYMEHTOB, JIaT, BU3 U PE3OJIIONUN HA HUX,
MeTaJUTNYECKUE CKPEIUIEHUS U3 JIOKYMEHTOB YIJISIOTCS.

B mauasie /res1a Ha GyMaKHOM HOCHUTeEJIE IIPU HEOOXOAUMOCTH IOJIIIUBAIOTCS JIUCTHI BHYTPEHHEN
ONHUCHU JOKYMEHTOB Jiesia (mpuioskeHrne NO 27) B KOHIle KaXKJOTO Jiejla - JIMCT-3aBEPUTEJH JleJia
(npuoskenue NO 8).

4.22. B nenax obecrieueHNs COXPAHHOCTH U 3aKPEIUIEHHS MOPAAKA PACIIOIOKEHUS IOKYMEHTOB,
BKJIIOUEHHBIX B JIEJI0O Ha OyMa:KHOM HOCHTEJIE, BCE€ €ro JIUCThI (KpOoMe JIMCTa-3aBEPUTEJS Jesa U
BHYTPEHHEH OIKMCH) HyMEPYIOTCS B BaJIOBOM IOPS/IKE apaOCKUMU U@ pPaMu, KOTOpbIe IPOCTABJISIOTCS
B IPABOM BEpPXHEM YIJIy JIUCTA JIOKYMEHTA MPOCTHIM I'padUTHBIM KapaH/AIIOM HJIA HyMEPaTOPOM.
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VhorpebyieHne YepHW W ILBETHBIX KapaHjalled A HyMepalluud JIMCTOB 3amperaercs. JIMCThb
BHYTPEHHEH OITUCH JIOKYMEHTOB JIeJIa HyMepYIOTCS OT/IETBHO.

JIMCTHBI JIeJ1, COCTOAIIUX M3 HECKOJIPKUX TOMOB WJIM YacCTel, HyMEPYIOTCS 0 KaKAOMY TOMY HJIN
YaCTU OTAEJIBHO.

dotorpaduu, yepTeku, JUarpaMMbl U JPYTHE WIIOCTPATHUBHBIE JIOKYMEHTHI, ITPE/ICTABIISIONTAE
CaMOCTOSITEIbHBIH JIUCT B JieJie, HyMePYIOTCS Ha 0O0OPOTHOM CTOPOHE B JIEBOM BEPXHEM YTJIY.

C/loKeHHBIN JIUCT pa3BopayuBaeTcss W HyMepyeTcsl B IPaBOM BepxHeM YIuIy. IIpu 3ToM JIHCT
Joboro ¢opmara, MOAIIUTBHIM 3a OAWH Kpai, HyMepyeTcsi KaK OJWH JIUCT; JIUCT, CJIO’KEHHBIH WU
MIOZIIIUTBIN 32 CEPeINHY, ITOJIEKUT MEPENINBKE U HyMepyeTcsl KaK OJUH JIUCT.

Jluer ¢ HaIyX0 HaKJIeeHHBIMU JOKyMeHTaMHu (BbIpe3KaMH, BBIMUCKaMH, ¢GoTorpadusmu)
HyMepyeTcsi KaK OAWH JIUCT. Ec/iM K JIOKyMEHTY IIO/KJIeeHbl OJHUM KpaeM JpYyrHe JIOKYMEHTBI
(BBIpE3KH, BCTABKHU TEKCTA, IIEPEBOIBI), TO KAXKABIA JJOKYMEHT HYMEPYETCSA OTAETbHO.

[TopmuThie B /1€JI0 KOHBEPTHI C BJIOXKEHHSMHU HYMEPYIOTCS; MPH 3TOM BHAdajie HyMepyeTcs
KOHBEPT, a 3aT€M OYEPETHBIM HOMEPOM Ka3K/I0€ BJIOJKEHHE B KOHBEPTE.

[TogmuTeie B 71€JI0 JIOKYMEHTHI C COOCTBEHHOUW HyMepalued JIUCTOB (BKJIOUAs IedaTHbIE
W3JTaHUS) MOTYT HyMEPOBAThCs B OOIIEM OPSJIKE VI COXPAHATH COOCTBEHHYIO HyMepaIHIo, €CJTH OHA
COOTBETCTBYET IOPSAIKOBOMY PACIIOJIOKEHHUIO JIUCTOB B JIEJIE.

B ciyuasx oOHapy:keHUs OOJIBIIIOTO YHCJIa OMIMOOK B HyMepallduHl JIMCTOB Jiejla ITPOBOJIUTCS
nepeHyMmepanus. I[Ipy HaJIuYWU OTAEJIbHBIX OIMMOOK B HyMepalM{d JIMCTOB Jiejla JIOIYyCKaeTCs
yIoTpebJIeHe JIMTEPHBIX HOMEPOB JIUCTOB.

4.23. Jlucr-3aBeputenb nAena (mpuaokenue NO 8) cocraBisieTcssi Ha OTAEIbHOM JIHMCTE, B
KapToTeKaxX - Ha OTAeJbHOM JIHCTe (popMaTa KapTOUYKH. JIMCT-3aBepUTEINh Jiejla MOAIUCHIBAETCS €ro
cocTaBHUTesIeM. Bce mocienyionye u3MeHeHUs B COCTaBe M COCTOSIHUU Jiesia (IIOBpEK/IeHUs, 3aMeHa
MTO/ITHHHBIX IOKYMEHTOB) OTMEUYAIOTCS B JINCTE-3aBEPUTEJIE CO CCHLIKOM Ha COOTBETCTBYIOIIUI aKT.

3amperiaeTcss BBIHOCUTH JIUCT-3aBEpUTENIb Ha OOJIOKKY Jlejla WM YHUCTBI O00OpOT JucTa
MOCJIEZTHETO TOKYMeHTa. Eciu J1eyio MOAIIUTO WIN TeperieTeHo 0e3 OJIaHKa JIMCTa-3aBEPUTEJISA, OH
JIOJKeH ObITh HaKJIEEH 3a BEPXHIOIO YAaCTh JICTA HA BHYTPEHHIOK CTOPOHY O00JIOKKHU B KOHIIE JIea.

4.24. Ha 00J103kKe [eJ1 MMOCTOSSHHOTO XpaHEHUs IIPelyCMaTPUBAETCS MECTO /I HauMeHOBAaHUS
rOCyZIapCTBEHHOTO (MYHUIIUIIAJILHOTO) apXWBa, B KOTOPBIHA Jiejla OpraHU3amuu OyayT HTPUHATHI
(mpunoxkenrie N2 28). ITpu odbopmiaeHun OOJIOKKH Jejla HauMeHOBAaHUE OPTaHU3aIlUM YKa3bIBAETCS
IIOJIHOCTbIO, B WMEHHUTEJIbHOM IIajieske. IlosTHOe HaMMEHOBAaHUE BBINIECTOSIEH OpraHU3aluu
yKa3bIBaeTCsl HaJi HaWMEHOBAaHMEM OpraHHM3alMd - HCTOYHUKA KOMIUIEKTOBaHHUs (Takke B
MMEHUTEJIbHOM Tajieke). Ecin opranu3aiivsa WiId BBINIECTOSINAss OpTaHU3aIus KMEIOT COKpallleHHbIe
HaMMEeHOBaHUs, TO OHU YKa3bIBAIOTCS B CKOOKAX I0CJIe TIOJTHOTO HAUMEHOBaHUS.

[Ipy u3MeHEeHUM HAWMEHOBAHWS OpraHW3aIlUK (CTPYKTYPHOTO IIO/IpA3/leJIeHUsI) B TeueHue
Iepuozia, OXBAaThHIBAEMOTO JOKYMEHTaMH Jejla, WIW IPU Iepeflade Jiejla B JPYIyI0 OPTaHU3AIIHIO
(cTtpykTypHOE TIOApa3zesieHrne), Ha OOJIOKKe Jieyla JIONKCHhIBAeTCsl HOBOE HAWMEHOBAaHHWE JTOU
OpraHU3aIliy WJIN OpTraHU3allMU-IIPABONPEEMHUKA (CTPYKTYPHOTO IIOApa3/leJieHus1), a IpPeXHee
3aKJII0UAETCS B CKOOKH.

4.25. Ha 00y103kKe J1es1a yKa3bIBaIOTCA:

HavMeHOBaHWe OPTaHU3AIUU U €€ HEIIOCPEICTBEHHAs TIOTUMHEHHOCTD;

HavMeHOBaHUE CTPYKTYPHOTO MO/Ipa3/ieIeHs;

HHJIEKC Je1a;

HOMeEp ToMa (JacTu);

3aroJI0BOK ziesia (Toma, 4acTu);

KpalHHe JIaThl Jieia (ToMa, YacTh);

KOJIMYECTBO JIMCTOB B 7iejie (ToMe, YaCTH);

CPOK XpaHEeHHU JIeNa;

apXUBHBIN MUGP Aena.

4.26. 3aroyI0BOK /iesia Ha OyMa*kKHOM HOCHUTEJIE U 3aTOJIOBOK JIEKTPOHHOTO JleJia TTIEPEHOCATC Ha
00JIOKKY nesna (SJIEKTPOHHOTO Jlejla) W3 HOMEHKJIATYphl JleJl OpTraHu3amuu. 3arojoBOK JIOJDKEH
COOTBETCTBOBATH CO/IEPIKAHUIO JOKYMEHTOB B JIEJI€.

B Tex ciydasx, KOrjia /1eJIo0 COCTOUT U3 HECKOJIBKUX TOMOB (JacTeii), Ha 00JIOKKY KasKJI0Tr0 TOMa
(gacTr) BBIHOCHUTCS OOIIHUI 3aT0JIOBOK JIeJIa, a IPU HEOOXOAUMOCTH - 3aTOJIOBOK KarK/IOro ToMa (JacTu).

B 3arosioBkax e, copeprKallux KOIMHU JOKYMEHTOB, YKa3bIBa€TCA Ha KOJIMYECTBO KOITHH.
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[ToaTMHHOCTD IOKYMEHTOB JIeJ1a B 3ar0JIOBKE HE OTOBAPUBAETCS.

4.27. Jlenma, BHeECEHHbIE B TOJOBbIe paszeybl CBOAHBIX OIHCEH, IUGPYIOTCA IOCIE
YTBEPIK/IEHUs1/COTJIAaCOBAaHUsA TOAOBOTO pasjiesia cBomHOU omucu IIIK apXUBHOTO YUpEXKAEHUSA H
VTBEDK/IEHUST PYKOBOAUWTENIEM OpraHu3anu (10 DSTOr0 apXWBHBIM IIHU(p IIPOCTABJISETCS
KapaH/IaIIoM).

4.28. Ha o0iokke fJesia ykasbIBaeTcsl Jara jieyia - rof(bl) 3aBeleHUs W OKOHYAHUS Jejla B
JIeJIOTIPOU3BOJICTBE.

Eciu B €710 BKJTIOUEHBI JIOKYMEHTHI (Hampumep, MPUJIOXKEHHUs), JJaTa KOTOPhIX HE COBIIQIAET C
JlaTOH JieJia, TO MOJT JATOH ¢ HOBOHM CTPOYKH JiejiaeTcss 00 9TOM 3amuch: "B jiejie UMelTCs JOKYMEHTHI
3a...rox(wl)".

JlaTa Jieyia MOXKET He YKa3bIBaThCs TOJIBKO Ha OOJIOXKKAX JIeJI, COZEPIKAIMX TOJI0OBbIE IUIAaHbI U
OTYETHI U JIPyTHE TOKYMEHTBI, 1aThl KOTOPBIX OTPAKAIOTCS B 3aTOJIOBKAX JIEJ.

JlaToii zies1, cozep Kaliux pacHopsUTEIbHYIO, TBOPUYECKYIO M MHYIO JOKYMEHTAITUIO (TOKJIaJIbl,
MUChMa, CTEHOTPAMMBbI), JIJII KOTOPOH TOUHAs aTUPOBKA MMeeT BaXKHOE 3HAUEHUeE, a TaKKe JJIs JeJl,
COCTOAIIUX W3 HECKOJbKUX TOMOB (UacTeil), SABJSIOTCA AaThl (YHCI0, MECAI], TOJA) PETHCTPAIlNU
(cocraBieHHs, MOCTYIJIEHHUS) CAMOTO PAHHETO U CaMOTO ITO3HEr0 IOKYMEHTOB, BKJIIOUEHHBIX B JIEJIO
(kpatiHue AaThI IeJ1, TOKYMEHTOB).

JlaToii nmena, cOAeprKallero IPOTOKOJIbI 3acelaHui, SBJAIOTCA JAThl YTBEP:KAeHUs (ecyii OHHU
YTBEPIK/IAIOTCA) WJIN AAThI IIEPBOTO U MOCJIETHETO IIPOTOKOJIA, COCTABJISIONIUX JIENIO0.

JlaToii JTUYHOTO Jiesia SIBJIAIOTCA JAaThl MOAIMCAHUS IIPUKA30B O MPHUEMe U YBOJIbHEHUH JIMIIA, Ha
KOTOpOE OHO 3aBEJIEHO.

[Tpu o603HaUEHHNH AAThI JOKyMEHTA CHadyajia yKa3bIBaeTCs YKCJIO, 3aTeM MecsAl U rof. Yucio u
roz; 0003HavaroTCsA apabCcKuMu IudpaMu, Ha3BaHUE MeCAIA - CJIOBOM.

Ecin fmata [OKyMeHTa WX OTHAeJbHBIE €€ 3JIEMEHTHI OIpeNessAioTCs MPUOIU3UTEbHO, Ha
OCHOBAaHUHU aHAJIM3a COAEPIKAHUS JIOKYMEHTA, TO JlaTa WX OT/eJIbHbIE €€ 3JIEMEHThI, He abCOIOTHO
JIOCTOBEPHBIE, 3aKJIFOYAIOTCS B KBaZ[PaTHBIE CKOOKH.

4.29. Ob6s13aTeIbHPIMU PEKBU3UTAMU OOJIOKKU Jiesia SIBJISTIOTCS yKa3aHHE KOJUYECTBA JIMCTOB B
Jiesie <1> (TIpocTaBiisieTcsl Ha OCHOBAHUM JINCTA-3aBEPUTEIS Jlejla) U CPOK XpaHeHWs jesa (Ha jesax
MIOCTOSTHHOTO XPaHEHU MUIIeTCs: " XPaHUTh MOCTOSTHHO").

<1> Jlns et Ha GyMaKHOM HOCHTeJIe.

4.30. /1714 yueTa IOKyMEHTOB OIIpeZieJIEHHBIX KaTeropuil ies1 Ha OyMa)KHOM HocuTese (JINYHBIE,
cyzieOHBIE Jlea, MaTepUaIbl YTOJIOBHBIX JIeJl, /IeJla O MPUCYKJEHUH yUeHBIX CTelleHeH U IPUCBOEHUU
yUeHBIX 3BaHUM, Jiesia, CBsA3aHHbBIE C BbIJlauell aBTOPCKUX CBHU/IETEJIHCTB M IATEHTHBIX U300pPETEHUH)
COCTAaBJISIETCS BHYTPEHHSSA OIMHUCH JIOKyMEHTOB JIeJIa.

Ecnu neno Ha GyMa)kHOM HOCHUTeJIe IepellleTeHO WX NoAMUTO Oe3 Oy1aHKa BHYTPEHHeH omucu
JIOKYMEHTOB, TO COCTaBJIEHHas II0 YCTAaHOBJEHHOU ¢opMe BHYTPEHHSAA OIKCHh IMOJKJIEUBAETCH K
BHYTPEHHEU CTOPOHE JINIeBOU 00JI0KKY Jiesia.

V3meHeHUs cocTaBa JOKYMEHTOB JieJia (M3BbATHA, BKIIOUEHHUA JOKYMEHTOB, 3aMeHa JJOKYMEHTOB
KOIHUAMU) oTpakaroTes B rpade "[Ipumedyanne” BHyTpEHHEH OMKUCH CO CCHIJIKAMH Ha COOTBETCTBYIOIIIE
akTel. [Ipu HEOOXOAMMOCTH MOTYT OBITh COCTABJIEHBI HOBas MTOTOBAas 3allUCh K BHYTPEHHEUN OIMMCHU U
JINCT-3aBEPUTEJD JIeJIa.

4.31. Jlena mepemarTCs B apXUB OPraHU3AI[UM II0 OIKMCSIM, COCTaBJIEHHBIM B CTPYKTYPHBIX
[I0/Ipa3/iesIeHHAX.

Omnmcu el CTPYKTYPHBIX IOJIpa3fieJIeHHH  COCTABJIAIOTCA II0 YCTAaHOBJIEHHOH dopme
(mpmnoxenne NO 23, 24) B BYX 9K3eMIUISIPaX U IPEJICTABJIAIOTCA B apXUB OPraHU3AlUM He I03/[Hee
YyeM uepes O/IHH rojj II0CJIe 3aBePIIEHUs JIeNT B IeJIOIPOU3BO/ICTBE.

Omnucu cocTaByAITCA OT/IEJIBHO HA Jlejla TIOCTOSIHHOTO XpPaHEeHUs; JieJla BpEMEHHBIX (CBBIIIE 10
JIeT) CPOKOB XpaHEHHs, B TOM YHCJIe 110 JUYHOMY COCTaBy, W JiejIa, COCTOAINHNE U3 JOKYMEHTOB,
XapaKTePHBIX TOJIBKO I JAaHHOU opraHusamnuu (cyze6Hble, caeCTBEHHbIE Jlela, HAyYHbIe OTYETHI 110
temam). OTAesbHBIE OIKMCH COCTaBJIAIOTCA HA €QUHUIBI XPAaHEHUs SJIEKTPOHHBIX JIOKYMEHTOB
IIOCTOSTHHOTO XPAaHEHUs; BPEMEHHBIX (CBBIIIE 10 JIET) CPOKOB XPaHEHUs, B TOM YHCJIE€ MO JIMYHOMY
COCTaBYy.

4.32. TIpu cocTaBjieHUM OMHUCH JIeJl CTPYKTYPHOTO IO/APA3/iesieHusl COOJIONAI0TCA CJIEAYIOIIe
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TpebOBaHUA:

3aroJIOBKU JieJl BHOCATCSA B OIHUCh B COOTBETCTBHHU C MPUHATONM CXEMOW CHUCTEMATHU3alUU HA
OCHOBE HOMEHKJIATYPHI JIeJT;

KaK7[0€ 1eJI0 BHOCUTCSA B OIKCH IO/ TMTOPSAIKOBBIM HOMEPOM (€CJIH /IeJI0 COCTOUT M3 HECKOJIBKHX
TOMOB FJTH YaCTeH, TO KaXKbII TOM WJIM YaCTh BHOCATCSA B OIUCH 10| TIOPSAKOBBIM HOMEPOM);

rpadbl OMUCH 3ATOJHAIOTCS B TOYHOM COOTBETCTBHUH CO CBEAEHUSIMH, KOTOpDble BBIHECEHBI Ha
00JIOXKKY J1e1a;

rpapa omucu "llpumeuaHue" WHCHONB3yeTCA I OTMETOK O IIpUeMe JieJl, OCOOEHHOCTSX
(pu3nUecKoro coctosHUs, O mHepeaade Aesa APYTHUM CTPYKTYPHBIM ITOAPA3/IeJIEeHUsM CO CCBHUIKOM Ha
HeOOXOIUMBIHN aKT, 0 HAUJIMYUU KOIUIH.

B xoHIe omucu Bejien 3a IOCJAeIHEH OIMMcaTeIbHOHN cTraThbell 3aloJIHSEeTCS WUTOroBasd 3alllch, B
KOTOPOH yKasbIBatoTcs (I paMu U MPOIUCHI0) KOJTUUECTBO eI, IEPBBIN U MOCEAHUN HOMEPa JIeJT 110
OIIHCH JIeJI, a TaKKe OTOBAPUBAIOTCS OCOOEHHOCTH HyMepaIluH JieJl B ONMHUCU (HaJW4YHe JIMTEPHBIX U
MIPOITYIIIEHHBIX HOMEPOB).

[Tepen, BHeceHHEM 3aroJIOBKOB [ieJl B OIHKCh IIPOBEPAIOTCS KAvyecTBO (POPMHUPOBAHHUA U
0dOpMJIEHHA JIeJI, COOTBETCTBHE KOJIMYECTBA /IEJI, BHOCUMBIX B OITUCh, KOJIMUECTBY 3aBEEHHBIX JIEJI TI0
HOMEHKJIATyPe JIeJI OPraHU3aIiuuy.

[Tpu mpocMOTpe 71eJ1 MPOBEPSIIOTCA: COOTBETCTBUE 3aT0OJIOBKA JleJIa COAEPIKAHUIO JOKYMEHTOB B
JleJie; TPaBHJIBHOCTh OGOPMJIEHHS U TPYIIIUPOBKH JOKYMEHTOB, BKJIIOUEHHBIX B J€JI0; KAa4eCTBO
MOAIINBKYA WJIM TepeIvieTa Jiela; MPaBWIBHOCTh HyMepalHu JIUCTOB Jiejia; HaJIMYue B Jieie, B
HEeOOXOJIUMBIX CJIy4asX, BHYTPEHHEH OIUCHU JieJla U TMPaBWIHBHOCTh €€ COCTaBJIEHUs; MPAaBUJIHBHOCTD
obopMiieHUs OOJIOKKH Jiejla; HaJuyhe U MPABUJIBHOCTh JIMCTa-3aBepUTENA Jiejia. B ciydae
oOHapy:KeHUsI HapyIIeHHUsI YCTAaHOBJIEHHBIX MTPAaBUJI (GOPMUPOBAHUS U OPOPMIIEHHUS /1€ OHU JIOJIKHBI
OBITH yCTPAHEHBI.

B ciygae obHapy»keHUS OTCYTCTBHUSA eI, YHUCJIAIMMNXCA IO HOMEHKJIAType JieJl OpraHU3allHu,
CTPYKTYPHBIM IO/pa3/iesieHneM IMPUHUMAIOTCA MepHhI 10 po3bIcKy. OOHapy>KeHHbIE JieJla BKIYAI0TCA
B ontuch. Ecyti IpuHATHIE MePHI HE AaJIN Pe3yJIbTaTOB, TO HA HEOOHAPYKEHHBIE /IejIa COCTABJIAETCSA aKT
00 yTpare JOKYMEHTOB, KOTODPBIA MOJIHCHIBAETCS PYKOBOJUTEJIEM CTPYKTYPHOTO IOAPA3JeJIeHUus U
repeziaeTcss BMeCTe ¢ OIMHUCHIO JIeJI CTPYKTYPHOTO MOAPa3/iesIeH!s B apXUB OpPTaHU3alUH (IIPUJIOKEHHE
Ne 6).

4.33. Ilepemaua gen B apXWB OpPraHU3AINU OCYIIECTBJIAETCS MO rpaduKy, COTJIACOBAHHOMY C
PYKOBOJTUTEJISIMH CTPYKTYPHBIX ITO/IPa3/ieJIeHUH, ITePeJAoIIIX JOKYMEHTHI B ADXUB, U YTBEPKIAEHHOMY
PYKOBOJTUTEJIEM OPTaHU3AIUH.

B mepuo/1 moATOTOBKY /€1 Ha OyMaskKHOM HOCUTEJIE CTPYKTYPHBIM I10/Ipa3/ieJIEHHEM K Iepe/iade B
apxXWiB OpraHU3alliyd COTPYAHUKOM apXyWBa IPOBEpPSeTCS IPaBWIBHOCTh HUX (POPMHUPOBAHUAA,
0ohOpMJIEHHsSI M COOTBETCTBHE KOJIMYECTBA JieJI, BKJIIOUEHHBIX B OIIUCh, KOJIMYECTBY JIeJI,
chopMUpPOBaHHBIX B COOTBETCTBUM C HOMEHKJIATYPOH JIeJ1 OpraHu3aruu. Bce BBIABJIIEHHBIE IIPU
IIpOBEPKE HEAOCTaTKH B (opMupoBaHMM U O0MOpPMJIEHHUU [leJ1 PAOOTHUKH CTPYKTYPHOTO
rozipasziesieHus1 00si3aHbl yCTPAHUTb.

[Tpuem-niepenaya fieJ1 B apXUB OPraHU3AIUH ITPOU3BOAUTCSA PAOOTHUKOM apXWBa OPTaHU3ALNH B
MIPUCYTCTBUHM PAaOOTHHKA CTPYKTYPHOTO MozpaszaeneHus. Ha sk3eMIUIIpax OMUCH JIes, JTOKYMEHTOB
MIPOCTABJIAETCS OTMETKA O HAJWYMU Jiejla. B KOHIle KaKJOro 5K3eMIUIAPA OIKMCH YKa3bIBAIOTCS
nudpaMHu U MPOIKCHIO KOJTUUIECTBO (DAKTHUECKU MPUHATHIX B aPXUB JIeJI, HOMePa OTCYTCTBYIOIIUX JIEJT,
JlaTa mpueMa-repeaavu Jesl, a TakKe MOAINCH JIUIA, OTBETCTBEHHOTO 3a apXUB, U JIUIA, TIePeaBIIero
Jiena.

4.34. Ilepegaya 371€KTPOHHBIX IOKYMEHTOB B apXWB OPraHU3AI[UH IIPOU3BOJUTCA HAa OCHOBAHHUU
ONHUCEN BJIEKTPOHHBIX JIeJI, JOKYMEHTOB CTPYKTYPHBIX IIO/Ipa3/ieJIeHuH 10 HWH(POPMaIMOHHO-
TEeJIEKOMMYHUKAITUOHHON ceTu (IIpU HAJIMYUKU B apXHBe OpraHu3anuyd WHGOPMAIMOHHOW CHUCTEMBI)
Wwin Ha (usmyecku 000COOJIEHHBIX MaTEPUATbHBIX HOCUTENSAX, KOTOPbIE IMPEACTABIISIOTCS B JABYX
UJIEHTUYHBIX SK3EMILIAPaX.

[Ipu mepesiade 5JIEKTPOHHBIX JOKYMEHTOB B apXWUB OPraHU3AIUU BBINOJHAIOTCA CJIELYIOIIHE
OCHOBHBIE MTPOIeAYPhI pabOTHI C JOKYMEHTAMHU:

¢opmupoBanre B MHDOPMAIMOHHOW CHUCTEME OPraHU3AIUU 3JIEKTPOHHBIX J1€J1, SBJISIOIUXCS
COBOKYITHOCTBIO KOHTEHHEPOB 5JIEKTPOHHBIX JOKYMEHTOB WJIM KOHTEHHEPOM BJIEKTPOHHOTO
JIOKYMEHTA, COZEPKAI[UM KOHTEHT M MeTaZ[aHHBbIE BJIEKTPOHHOTO JIOKyMEHTa, (aijIbl 3JIEKTPOHHBIX
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MO/INYCEN ¥ BU3YJIM3UPOBAHHYIO KOIIUIO TEKCTOBOT'O 3JIEKTPOHHOTO IoOKyMeHTa B popmaTe PDF/A;
¢dopmMupoBaHme ONHCH JIEKTPOHHBIX /1€, IOKYMEHTOB CTPYKTYPHOTO TTOApa3/eJIeHNs;

MpOBEpPKa apXWBOM OpraHW3aIlUUd JJIEKTPOHHBIX JIOKYMEHTOB Ha HAJINYHUE BPEIOHOCHBIX
KOMITBIOTEPHBIX IIPOTPAMM;

MMPOBEPKa BOCITPOU3BOAUMOCTH 3JIEKTPOHHBIX IOKYMEHTOB;

MpoBepKa (U3NYECKOTO U TEXHHUUYECKOTO COCTOSHHSA HOCUTeNed (Mpu mepenadye 3JEKTPOHHBIX
JIOKYMEHTOB B apXUB OpraHU3aIlNy Ha pu3ndecku 000co0IeHHBIX MaTepUATbHBIX HOCUTEISX);

MPOBEPKa MOTMHHOCTH 3JIEKTPOHHOM ITOAIINCH, KOTOPOH IO/IITHUCAH 3JIEKTPOHHBIN JOKYMEHT.

I[IpreM 5JIEeKTPOHHBIX JIOKYMEHTOB B  apXwuB OpraHu3anuyd 110 HHQGOPMAIMOHHO-
TeJIEKOMMYHHUKAIIUOHHOU ceTH (IPM HAJIMYUU B apXHUBe OPTraHU3aIllu¥ WH(POPMAIMOHHON CHCTEMBI)
Wi Ha (pu3udecku 060CO0JIEHHBIX HOCUTEJISIX 0(POPMIISETCS COCTaBJIEHHEM MUTOTOBOU 3aIIUCH B KOHIIE
OTIIHCH BJIEKTPOHHBIX JIeJI, JOKYMEHTOB, B KOTOPOU IMMpPaMu U MPOMHUCHI0 YKA3bIBAETCA KOJUUECTBO
(hakTUUECKN TPUHATHIX B apXUB 3JIEKTPOHHBIX JIEJI M 3JIEKTPOHHBIX JIOKYMEHTOB. MTOroBas 3amuch
TOATBEPIKAAETCA TOAIKCAMU COTPYIHUKA apXuBa M COTPYAHHUKA CTPYKTYPHOTO IIOApAa3/IeIEHHUSA,
IepeIaBIIeTO 3JIEKTPOHHBIE Jiejia U JOKyMEeHTHhI. [Ipy mpueMe Ha apXWBHOE XpaHEHUE 3JIEKTPOHHBIE
JleJia 3aBEPSIOTCS 3JIEKTPOHHOU MOANHCHI0 PYKOBOJIUTENSI OPTaHU3AIUK WJIW YIIOJHOMOYEHHOTO UM
JOJI>KHOCTHOTO JIHIIA.

[Tocsie mpueMa B apXuB 2JIEKTPOHHBIX JIOKYMEHTOB Ha (U3UUECKH 000COOIEHHBIX MaTepHUaTbHBIX
HOCHUTEJISIX BKJIAJBIIIN, IIOMEIeHHbIe B (PYTJISp eIUHULBI XPaHEHUsI B CTPYKTYPHOM IOJIpa3/ieIeHuH,
3aMEHSIOTCS Ha BKJIQ/IBIIIN, 0OPMJIEHHBIE B aPXUBE.

Ha sBriagpiie, mnomermaeMoM B QYTJIAp €IWHHUILI XpaHeHUSA, O(QOpMJIAEMOM B apXUBE,
YKa3bIBAETCA:

HauMeHOBaHUe OpraHu3aIuy (II0JTHOEe, COKPAIIlEHHOE);

HoMmep (oH/Ia;

HOMED OITHCH 3JIEKTPOHHBIX JIeJT, IOKYMEHTOB;

HOMED JIeJia TI0 OIHCH;

OTMETKAa O CTaTyce 5K3eMIUIIpA 3JIEKTPOHHBIX A0KyMeHTOB: "OcH." (ocHOoBHOU) miu "Pab."
(paboumii);

KpalHUe JIaThl JOKYMEHTOB 3JIEKTPOHHOTO JIEJ1a;

MpU HEOOXOAUMOCTH O(OPMJISIOTCS JIOIIOJTHUTEIbHbIE OTMETKH 00 OTpaHUYEeHUH JOCTyIa K
JIOKYMEHTaM.

Brxutagpiimn nmomeraercss B Gymiap Gu3nUecKr 000c00JI€HHOTO MaTepHAIbHOTO HOCUTEJIST TaKUM
00pa3oM, UTOOBI HAIIMCH HAa HEM ObLIM BUJIHBI IIPH 3aKPBITOM (YTJIAPE.

V. OPTAHN3AIV UCTIOJIBBOBAHVA JOKYMEHTOB
APXNBHOI'O ®OHJA POCCUMCKOU OEAEPALIMN U IPYTX APXVMBHDBIX
JOKYMEHTOB OPTAHU3AIIMN

5.1. ApXyUB OpraHu3aIuH JIOJKEH IPEJIOCTABJIATh MI0JIH30BATEN0 TOKYMEHThl ApXUBHOTO (hoHIa
Poccuiickont @enepanivu 1 Apyryve apXuBHbIE JOKYMEHTBI, a TAKXKe CIIPABOYHO-IIOMCKOBBIE CPEJICTBA K
HUM.

5.2. JlocTym K JOKyMEHTaM MOKeT OBITb OTPaHHYEH B COOTBETCTBHM C 3aKOHOATEIHCTBOM
Poccuiickoii ®efepanuu, a Takke B COOTBETCTBUHM C PACHOPSIKEHHEM COOCTBEHHUKA WJIH BJIaJIesIbIla
apXUBHBIX JJOKYMEHTOB, HAXOZAIIUXCA B YACTHOU COOCTBEHHOCTH <1>.

<1> Yactp 1 cratbu 25 PefepaaIbHOTO 3aKOHA OT 22 OKTAOpsS 2004 r. N2 125-®3 "O6 apxuBHOM
nese B Poccuiickoit ®esrepanuu’.

5.3. Ilosp30BaTesin IpH HCIOJIB30BAHUU JOKYMEHTOB apXuBa OpraHu3anuy o0s3aHbI JeaTh
CCBUIKM Ha MeCTO XpaHEHU: JOKyMEHTOB.

5.4. CocraB HCA apxuBa opra’nusanuy omnpezieseTcsa COCTaBOM U COZepKaHUeM XPaHALIUXCA B
HeM JIOKYMEHTOB, XapaKTePOM U 33/jJayaMU IIOUCKA U UHTEHCUBHOCTHIO UCIIOJIb30BAHUSA JOKYMEHTOB.

OcHOBHBIM (0053aTEJIPHBIM) aPXUBHBIM CIIPABOYHUKOM B apXWBE OPTaHU3AIUU SBJISETCS OIHCHh
JleJ1, JIOKYMEHTOB. B fomosiHeHHe B apXyBe OpraHU3allUM BeyTCSA BCIOMOTATeJIbHble apXUBHbBIE
CIIPAaBOYHUKM - KaTaJIOTH, YKa3aTeJl, HCTOprUYecKas clipaBKa K GOHJY.
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5.5. B nensx obecrieueHUss COXPAHHOCTH, CBOEBPEMEHHOTO OTOOpa U ydeTa U CUCTEMaTU3aIuu
JleJ1, TIOZJIeXAIINX ITOCTOSHHOMY U BpeMeHHOMY (CBBIIIE 10 JIeT) CPOKOB XpaHEHUs, B OpraHU3aIuu
COCTABJIAIOTCA OIHUCH JIeJT, JOKYMEHTOB.

Omnucu COCTaBJIAIOTCSA OTAEIbHO Ha JIe1a, JOKYMEHTHI:

IIOCTOSTHHOTO CPOKA XpPAHEHUS;

BPEMEHHBIX (CBBIIIE 10 JIET) CPOKOB XpPAHEHHUS;

I10 JINYHOMY COCTaBY;

XapaKTepHbIE TOJIPKO I JAHHOW OpraHu3anuu (CyZeOHbIe Jesia, MaTepHuasbl YTOJOBHBIX e,
Hay4YHbIE OTYETHI I10 TEMaM).

AHasIOTUYHbBIE OIIVCH COCTABJIAIOTCA HA 3JIEKTPOHHBIE JIes1a, JIOKyMEeHTHI.

CBo/IHBIE OTIUCH JIeJT, JOKYMEHTOB OPTaHU3AIINY COCTOAT U3 FOJIOBBIX Pa3/iesIoB, COCTABIIAEMbBIX HA
OCHOBe TIIepelaHHbIX B apXWUB OpPraHU3AIUM ONUCEN JieJ1 ee CTPYKTYPHBIX IIOJipasjieJieHui 3a
ompesieJIeHHble TOJbI, U CHUCTEMATU3WPOBAHHBIX B IIpefiejlax KaKJIOT0 ToZla B COOTBETCTBUU C
YTBEPK/IEHHOU CTPYKTYPOH OpTraHU3aI[UH Ha 3TOT TOJT.

Omnucw fies1, JOKYMEHTOB COCTaBJISAIOTCS T10 YCTaHOBJIEHHOU opMme (mpuioskenns N 14, 15, 16, 17,
18) ¥ COCTOAT M3 OIMHCATEBPHBIX CTAaTeH €JUHUI[ XPAaHEHUs, UTOTOBOU 3aIVCH, JINCTA-3aBEPUTENA U
CIIPABOYHOTO alIlapara K OMUCH.

OmnucaTtenbHAsA CTaThbA OIKMCH BKJIIOYAET: ITOPAIKOBBIE HOMED €AWHUIIBI XpAaHEHUs; WHJIEKC
€TUHUIbI XpaHeHUs (110 HOMEHKJIAType JIeJ1); 3ar0JI0BOK €UHUIbI XPaHEHU s, BKJIIOYAIONUH YKa3aHUe
Ha HaJINYHE KONHUH, €CJIM B HEH XPAHATCA KOIHU JIOKYMEHTOB; KpaWHHeE JIaThl €IMHUIIBI XPaHEHUsT;
CPOK XpaHeHHs (/1S omHcel Jies1, JOKYMEHTOB BPEMEHHOTO XpaHEHNs); KOJIMUYECTBO JINCTOB B €JUHUIIE
XpaHeHHsA. 3aroJIOBOK JleJla MOXKET OBITh JOIOJTHEH aHHOTAI[UeU OT/AEJIBHBIX JIOKYMEHTOB (TPYIIIIBI
JIOKyMEHTOB) eINHUIIbI XpAaHEHU .

B copaBouHBIY ammapaT K OIMCH BXOJAT: THUTYJIBHBIA JIUCT; coaep:kaHue (OrJiaBjeHHeE);
IIpeJIMCIOBYE; CIIMCOK COKPAIeHNH; yKa3aTeIu K OnucH (IIpeIMeTHbIN, MMEeHHOMH, reorpaduyeckom).

CocTaB CHpaBOYHOTO ammapara K OMKUCH 3aBHUCUT OT CPOKA XpaHEHUs BKJIIOUEHHBIX B Hee
JIOKYMEHTOB U X BUJIOB.

K omucam ges, JOKYMEHTOB IOCTOSHHOTO XPAaHEHUS W IO JIMYHOMY COCTaBY COCTaBJISIOTCS
TUTYJIBHBIN JIUCT, IPEAVCIOBHE, OIJIABJIEHHE, IPU HEOOXOIMMOCTH - CIIFICOK COKPAIIEHUN, YKa3aTeH.

Ha TuTy7pbHOM JIMCTE ONWCH YKA3bIBAIOTCA: IIOJTHOE HAMMEHOBAHUE TOCY/IapCTBEHHOTO
(MyHHIIUITAILHOTO) apxuBa (€CcJIM OpraHu3anus SBJISETCS HCTOYHHUKOM €ro KOMILIEKTOBAHWUA),
MIOCJIe/THEE TTOJIHOE HANMEHOBAHWE OPTaHU3aIluH, COOTBETCTBYIOIee HA3BAHUIO ee apXUBHOTO (OH/IA,
HOMep apxuBHoOro ¢oH7Zila, HOMep U Ha3BaHWE ONUCH, KpaliHHe JaThl BHECEHHBIX B OIHNCh €IWHUI]
XpaHeHUs.

Eciin HanMeHOBaHMe OpraHU3alu U3MEHSJIOCh, HA TUTYJIBHOM JIKCTE (B cylydae HEOOXOAMMOCTH
- Ha JIOTIOJIHUTEILHOM JIMCTE) II0/1 IOCIeTHUM HauMeHOBaHUEeM OpraHU3aIiU YKa3bIBAIOTCA B CKOOKaX
Bce ee IEPEMMEHOBAHUSA B HCTOPUYECKON (XPOHOJIOTHYECKOU) IIOCJIe/IOBATEIbHOCTA 3a IEpUOf,
COOTBETCTBYIOIIUI KPAaWHUM JlaTaM eJUHUI] XPaHEHU s, BKJIIOUEHHBIX B OITHCh.

B mpeaucioBuu K OMUCH KPAaTKO M3JIAraloTCsA NEPENMEHOBAHHUSA OPTaHU3AIlUM B MCTOPUYECKOM
(XpOHOJIOTHYECKOI) TOC/IEIOBATEIFPHOCTH 3a IIEPUOJ], COOTBETCTBYIOIIMI KpPAaWHUM JaTaM €UHUII
XpaHeHUs, BKJIIOYEHHBIX B OMNHUCh. IIpeAucoBMEe WOJIMHMCHIBAETCS COCTABUTEJIEM C YKa3aHHEM
JIOJDKHOCTH U JJAThI COCTABJIEHHUS.

K omucu men, TOKyMeHTOB BpeMEHHOTO (CBBIIIE 10 JIeT) XpaHEHUsI, IPU HEOOXOIMMOCTH TaKXKe
MOTYT COCTaBJISAITHCA OTJIaBJIEHUE, CITUCOK COKPAIleHUH.

Onwcu (romoBble pasziesbl ONucel) e, IOKYMEHTOB COCTABJISAIOTC:

IIOCTOSTHHOTO XPaHEHHUs - He MeHee YeM B UeThIpPeX 9K3eMIUIAPaxX: TPU Ha OyMaXKHOM HOCHUTEJIe U
OJIH - B 3JIEKTPOHHOM BHJIe (B KauecTBe pabouero sK3eMIUISAPa);

BPeMEHHOTO (CBbIIIIE 10 JIeT) XpaHEHUs - He MeHee YeM B JIBYX 9K3eMIIAPaX;

JIOKyMEHTOB [0 JIMYHOMY COCTaBy OpraHuM3aluii - HUCTOYHUKOB KOMILJIEKTOBAHUSA
rOCYZApPCTBEHHBIX (MYyHUIIUIIAJIBHBIX) apXUBOB - HE MEHee UeM B YeThIpeX 5K3eMIUIApax: TPU Ha
OyMa)KHOM HOCHTEJIE, OZIUH - B 3JIEKTPOHHOM BHJIe (B KauecTBe pab0odyero sK3eMILIspa);

JIOKyMEHTOB 1[I0 JIMYHOMY COCTaBy OpTaHH3AI[Ui, He ABJISAIOIUXCA HCTOYHUKAMU
KOMILJIEKTOBAHUS TOCY/IAPCTBEHHBIX (MyHUIUIIATHHBIX) aDXUBOB, - HE MEHEE UeM B TPEX HK3EMILIAPax.

Omnucu (rofoBble paszesbl OMKCEH) /e, IOKYMEHTOB BPEMEHHOTO (CBBIIIE 10 JIET) XpaHEHUS
cornacoeiBatorcss ¢ I[DK (BK) opranmzanuu, mocjie 4Yero YTBEPKAAITCA PYKOBOJHUTEIEM
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OpraHu3anuu.
Ha paccmorpenmne IIIK mipeacTraBisioTcsi HE MeHee 4YeM uepe3 3 rojia Iocjie 3aBepIeHus
AEJIOIIPOU3BOACTBOM [1€J1, BKJIIOYEHHBIX B PA34€JI:
omnucH (TOIOBBIE Pa3/Iesbl OIMUCEN) JeJT, IOKYMEHTOB ITIOCTOSTHHOTO XPAHEHHUS JJIsl YTBEPIKIEHUS;
omnucH (TOIOBBIE pa3/iesIbl OIMUCEN) JeJT, IOKYMEHTOB 110 IMYHOMY COCTaBY JIJISI COTJIACOBAHUS <1>.

<1> Omnucu A€, AOOKYMEHTOB IIO JIMYHOMY COCTaBy COIVIACOBBIBAKOTCA COOTBETCTBYIOIITHMM
rocygapCTB€HHBIM (MYHI/IIII/IHa.TIbeIM) APXHUBOM COIJIACHO IIpe€AOCTaBJIEHHBIM €MY IIOJTHOMOYUAM.

[Toce yrBep:xkaeHusa (corsacoBaHus) omnuced (rogoBeIx pasnenoB ommceit) IIIK  oHu
YTBEPK/IAIOTCA PYKOBOAUTEIEM OPTaHU3aLINH.

B rocymapctBeHHBIN (MyHUIIUIIAJIbHBIN) apXWB TeEPENAOTCA TPHU HK3eMIUIIpA OIUCH el
IIOCTOSAHHOTO XpaHeHUs, OJUH D5K3eMIUIAP ONHUCH JeJl IO JIMYHOMY COCTaBy, YTBepK/IeHHBIX
(cormmacoBannbix) IIIK, a Takke MO OJHOMY SK3EMIUIAPY KKIOW ONHCU B 3JIEKTPOHHOU ¢opme (B
KadyecTBe paboyvero 5K3eMILIAPA).

OnuH 5K3eMIUISP OMHUCH JIeJI IOCTOSTHHOTO XPAaHEeHUs U JIBa SK3EMILISPA OMUCH JIeJT 10 JTUIHOMY
COCTaBYy OCTAIOTCS B OPTAaHU3ALIHH.

BHecenve n3MeHeHUI B TOJOBOUM pasziesl OMUCH e, JOKYMEHTOB IIOCJIE €Tr0 YTBEPIK/EHUS
(cormacoBanust) IITK mormyckaercst TOJIBKO HA OCHOBAHUM COOTBETCTBYIOIEero pemreHus DITK.

5.6. Hcropuueckas cripaBka K ¢GOHY COCTOUT U3 TPeX paszesioB: uctopus hoHoo6pa3oBarers,
OTpaKkaroljasg HUCTOPUI0 OPraHM3allM{d CO CChUIKAMU Ha COOTBETCTBYIOIIME 3aKOHOJAATEeJIbHble U
HOpDMATHBHBIE aKThl (aTel 00pa3oBaHUs, II€PDEMMEHOBAHMSA, peOpraHu3anuy, JUKBUJALIUH,
BeJIOMCTBEHHYIO IIPUHA/JIEXKHOCTD, CTPYKTYPY U (PYHKLIMM, UX U3MEHeHUs, Ha3BaHUe OpPraHu3aluu -
TIpeIIeCTBEHHUKA), ucTopus ¢oHza (06beM, KpailHUe J1aThl JOKYMEHTOB, CTENIEHb UX COXPAHHOCTH,
JlaThl Ilepeflauyd JIOKYMEHTOB Ha IIOCTOSIHHOE XpaHeHHe) M XapaKTepUCTHKA JOKyMeHTOB (QoHza
(pa3HOBUIHOCTH IOKYMEHTOB, 0COOEHHOCTH (DOPMHUPOBAHUSA €JUHUI XPAHEHU U UX CUCTeMaTU3aIlNH,
HaJINYMeE IOKYMEHTOB, BBIXO/IAIINX 32 XPOHOJIOTHYECKHE TPAHUIIBI JIeATETbHOCTH (OHA000pa3oBaTe,
COCTaB CIIPABOYHOTO amnmapara K GOH/Y, MECTO XpAHEHHUS JOKYMEHTOB I10 JIMYHOMY COCTARBY).

Hcropuueckas crpaBka K GOHAY COCTABJAETCA B JBYX SK3EMIUISIpAX, OJUH - XPAHUTCA B Jiejie
donma, BTOpO - mepemaeTcs B rocyZJapCTBEHHBIN (MyHHUITUIATBHBIN) apXUB.

5.7. OCHOBHBIMU (pOpMaMH UCIIOJIb30BAHUSA JOKYMEHTOB aPXHUBA OPTAaHU3AINH SBJISAIOTCS:

nHpopMaIOHHOE 0becrieueHre PAOOTHUKOB OpPTaHU3AI[UH;

HCIIOJIHEHHE 3alpOCOB I0JIb30BaTesIel, B TOM YHCJIe 3alIPOCOB I'PaKJaH COIMATIBbHO-IIPABOBOIO
XapaxkTepa;

BbIZlaua JIOKYMEHTOB U JieJl BO BpeMeHHOe II0JIb30BaHUe, IpeJIoCTaBJIeHNe KOIHUM apXUBHBIX
JIOKyMEHTOB 110 3aIlpocaM I0JIb30BaTesiel, B TOM UHcJie B (popMe 3JIEKTPOHHBIX IOKYMEHTOB.

®dopmaMu UCHOJIH30BAHUA JIOKYMEHTOB apXUBa OPraHU3aIUU ABJIAIOTCA TaKXKe:

UHOPMHUPOBAaHUE CTOPOHHUX OPTaHU3AIUN O HAJIMYUU U COAEPKAHUU MMEIOIINXCA B apXUBe
JIOKyMEHTOB;

HCIIOJIb30BAHUE JIOKYMEHTOB B CPECTBAX MAaCCOBOU HH(pOpMaIN;

HCIIOJIb30BAHUE JOKYMEHTOB JJIf TOJITOTOBKHA HCTOPUKO-MH(POPMAIIMOHHBIX MEPOIPUATHI:
BBICTABOK, OKCKYPCHUU, KOH(EpeHI1H;

BBIZIaua JJOKYMEHTOB /17151 pa0OTHI B YUTAJIBHOM (IIPOCMOTPOBOM) 3aJI€ apXUBA;

OpraHu3alys JOCTyna PabOTHUKOB OPTaHU3AlMHU K JIOKYMEHTaM apXWBa ITyTeM HCIIOJIb30BAHUS
MHPOPMAIMOHHO-TEJIEKOMMYHHUKAIITUOHHOHN CETH.

5.8. ApxuB OpraHusanuu JI0J>KeH BeCTH yueT UCIIOJIb30BaHUA JJOKYMEHTOB, B TOM UHCJIE€ BBIIAYU
JIOKyMEHTOB U JieJI, BbIZIJaUl apXUBHBIX CIIPABOK, BHIITUCOK, KON IOKYMEHTOB.

5.9. 3ampochl IOJIb30BaTesield, IMOCTyIamIle B apXUB OPraHU3allUM, IOApa3fesAoTcsa Ha
TeMaTHYEeCKUE U COLINAIbHO-TIPABOBBIE <1>.

<1> ITopgnyHKT 5.7.1 yHKTA 5.7 [IpaBua xpaneHus.

5.10. ApXWB OpraHU3aIyH JIOJPKEH pacCMaTPpUBATh U HWCIIOJHATH 3aIPOCHI, ITOCTYIIUBIIHE B
MMMCbMEHHOU opMme.
3ampoc moJIb30BaTesIs I0JIKEH COIEPKATH CIIEAYIONIYI0 HH(POPMAIIHIO:
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HauMeHOBaHUe IOPHUUYECKOro JIMIA - aBTopa 3ampoca (A rpaxkjad - ¢aMuauu, UMeHHU,
0TUYEeCTBA, IPU HAJIMYHUU IIOCJIETHETO);

TIOYTOBBIH /WU 3JIEKTPOHHBIH aJIpec, 10 KOTOPOMY /I0JI>)KEeH OBITh J]JaH OTBET;

CBeZIeHUs, WHTEPECYIOIINEe TII0JIb30BaTeNsi W XPOHOJOTUYECKHE PpPaMKHU 3ampalrnBaemMoi
nHdopmanuy;

¢dopmy mnosmydeHms mosb30BaTeNeM WHGopManuu (MHGOPMAIIMOHHOE IHCHMO, ApXUBHAS
CIpaBKa, apXWUBHAs BBINUCKA, ApXWBHAS KONIHUs, TEMAaTHUYECKUH IlepedyeHb, TeMATHYECKHH 00630p
JIOKYMEHTOB);

JINYHYIO MOJITHUCH aBTOpa 3ampoca (rpask/IaHnHa Wi JIOJKHOCTHOTO JIUIA);

ZaTy.

[Ipn mocTyiuileHHMH B apXuB OPraHU3AIMUd HHTEpHET-oOpamieHus (3ampoca) I0JIb30BaTeNs C
yKa3aHHUeM ajipeca 3JIEKTPOHHOU IMOUTHI /WM IIOYTOBOTO aj[peca eMy HaIpaBJIseTcs YBeJOMJIEHUE O
mpueMe obpaieHus (3ampoca) K paCCMOTPEHHIO UJIM MOTUBUPOBAHHBIA OTKA3 B PACCMOTPEHUH.

Ha 3ampocel TeMaTHYecKOro XxapakTepa, IIOCTYIUBIIHE B AapXWB OpTaHU3alUU 110
MHGOPMAIMOHHO-TEJIEKOMMYHHUKAIITMOHHON CETH, B TOM YHCJIe 0 ceTH IHTEepHeT, OTBET MOKET OBITh
HaIlpaBJleH B BUJie 3JIEKTPOHHOTO COODIIeHNs 110 YKa3aHHOMY aBTOPOM 3aIpoca 3JIeKTPOHHOMY azipecy.

3ampoc 10KeH OBITh 3aperuCTPUPOBAH B TeUYeHHE TpeX pabouyux JHEeH ¢ MOMEHTa €ro
MIOCTYTUIEHUS.

3ampoc, He OTHOCAIIUHACS K COCTaBy XPAHAIIMXCSA B OPTaHU3AIUH JIOKYMEHTOB (HEIPOMUIbHBINA
3aIlpoc), B T€UEHUeE 77 JHEU CO JHs PETHCTPAIMU 3aIpoca HAIpPaBJIsAeTCs B OPraHU3AIUIO, I/I€ MOTYT
XpaHUThCSA HEOOXOAMMbIE JOKYMEHTHI ¢ yBeloMJIeHreM 00 5TOM I10JIb30BaTeJIs.

3arpoc, IOCTYIUBIINY B apXUB OPraHU3AI[UH, PACCMATPUBAETCA B COOTBETCTBUU C TPEOOBAHUAMU
3aKOHO/IATEJIbHBIX U WHBIX HOPMATHUBHBIX IIPABOBBIX aKTOB IO paboTe ¢ OOpallleHHusAMHU TPaXKJaH U
IIPE/IOCTABJIEHUIO TOCYAPCTBEHHBIX (MYHHUIIMTIATBHBIX) YCIIYT.

OTBeT Ha NOCTYNUBIINYM B apXUB OPraHU3AIMU 3aNPOC MPEIOCTABIIAETCA B TeueHue 30 JHel co
JHA ero peructparuu. C pa3pelieHns pyKOBO/ICTBA OPTaHU3ALNHU 3TOT CPOK MOXKET OBITh IIPO/IJIEH HE
OoJiee ueM Ha 30 JTHEH, C yBEOMJIEHUEM 00 STOM 3asBUTEJIA.

5.11. OTBeThI Ha B3aMpOChl IIOJIB30BATEJIEH, B TOM YHCJIE OTBETHl HA 3aIPOCHl COLHAIBHO-
IIPaBOBOI'0 XapakTepa, 0opmiAioTes B popMe apXUBHOU CIIPABKH, apDXUBHOUN BBINUCKU WIN apXUBHON
KOITNH, 0(pOPMJIEHHBIX U 3aBEPEHHBIX B YCTAHOBJIEHHOM ITOPS/IKE.

[Tpu OTCYyTCTBUHM JIOKYMEHTOB, HEOOXOAUMBIX JIJISI MCIOJHEHUS 3aIlpoca COIUATIBHO-IIPABOBOTO
XapaKTepa, COCTABJISIETCS OTBET HA OJIaHKE OPraHU3aIlNH C YKa3aHUEM IIPUYHUH UX OTCYTCTBHA.

5.12. ApxXuBHas CIOpaBKa IIOJNNCHIBAEeTCA PYKOBOAUTEJIEM OpraHMU3alUM WIW HWHBIM
YIIOJTHOMOYEHHBIM UM JIOJDKHOCTHBIM JIMIIOM U 3aBepseTcs MevYaThlo OpraHu3anuu (mpuioxeHue NO
29Q).

ApxuBHas CIIpaBKa, 00b€M KOTOPOU IPEBBIIIAET OJUH JIUCT, O/KHA OBITh IPOHYMepOBaHa.

B Texcre apxXxMBHOU CIIPAaBKU B XPOHOJIOTHYECKOU IOCJIEOBATEIBHOCTU U3JIATAI0TCA COOBITUA C
yKa3aHUEeM BH/IOB UCIIOJIb30BAHHBIX JIOKYMEHTOB, HX /IaT U HOMEPOB. B apXuBHOM ClIpaBKe JOMyCKaeTCs
[IUTHUPOBAHUE JOKYMEHTOB.

HecoBmasienne OTAEIbHBIX CBEAEHUN/TAHHBIX JOKYMEHTOB CO CBEJEHHSAMU, H3JI0KEHHBIMH B
3aIpoce, He ABJISAETCS MPEISTCTBUEM /IS BKJIIOUEHUS UX B ADXUBHYIO CIIPABKY, €CJIU COBIIAJIEHHE BCeX
OCTJIPHBIX CBEJIEHUI HE BBI3BIBAET COMHEHUH B TOXK/IECTBEHHOCTU JIMIA WU (PAKTOB, O KOTOPBIX
TOBOPHUTCA B JOKyMEHTAaX.

B apxuBHOU cmpaBKe JaHHbIE BOCIIPOU3BOJATCS TaK, KaK OHHM HU3JIOKEHBI B JIOKYMEHTax, a
pacxokJieHus, HECOBII/IEHUs U HeTOUHble Ha3BaHUsA, OTCYTCTBHE MMEHU, OTYECTBA, UHUIIUAJIOB WU
HaJINYMe TOJBKO OJHOTO U3 HUX JIOJDKHBI OBITH OTOBODEHBI B TEKCTe CIIPaBKU B ckobOkax: "Tak B
nokymente", "Tak B TekcTe opurnHaia'.

CBenenus, uMerolnuecsi B apxuBe II0 3amnpocy o pabore u (wnu) ydyebe B HECKOJIBKUX
OpraHU3aIUAX, Kacaloluecs OJHOTO JIUIA, BKJIIIOUAIOTCA B OZJHY apXUBHYIO CIIPABKY.

ITo TexcTy apXMBHOU CIIPAaBKU B KaUeCTBE IPHMEYAHUH MOTYT OBITH OTOBOPEHBI HEPa300pUUBO
HalMCaHHbIE, WCIIPABJIEHHbIE ABTOPOM, He MOZJAIONIUECS IIPOUYTEHHUIO BCJIEJCTBUE IIOBPEXK/IEHUA
TekcTa opurnHaia: "Tak B Tekcre opuruHaina”, "B Tekcre Hepa3bopumBo'.

B Tekcre apxXWBHOU CHPaBKH HE JOIYCKAIOTCA HW3MEHEHUs, WCIPABJIEHHSA, CYMMHPOBAHUE
JIAHHBIX, KOMMEHTAapHUH, COOCTBEHHBIE BBIBOABI HCIIOJIHUTESA II0 COJEP’KAaHUIO JOKYMEHTOB, Ha
OCHOBAHUH KOTOPBIX COCTABJIEHA apXUBHAA crpaBKa. [IOAYMCTKY ¥ TOMapKU B apXHUBHBIX CIIPABKax He
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JTOITyCKAIOTCH.

B apxuBHOH cIpaBKe JOJI?KHBI ObITh IMPHUBE/IEHBI apXUBHbIE MIUGPHI U HOMEPA JIUCTOB €IUHUI]
XpaHEeHUs JOKYMEHTOB, UCIIOJIb30BaBIIUXCS JIJIST €€ COCTABJIEHUS.

ITo 3ampocy mosb3oBaTesiell apXyUBHbBIE CIPABKU MOTYT BBIZIJaBaThbCA B 3JEKTPOHHOU ¢dopMe Ha
BJIEKTPOHHOM HOCHUTeJIe JINOO IepechlIaThes M0 MH(POPMAIMOHHO-TEIEKOMMYHUKAIIMIOHHBIM CETSIM.
IJIEKTPOHHbBIE apXUBHBIE CIIPABKHU 3aBEPSIOTCSA BJIEKTPOHHOM IOJMMCHI0 PYKOBOAUTEN OPraHU3aIuu
HJIM WHOTO YIIOJIHOMOYEHHOI'O UM JOJKHOCTHOTI'O JIKIIA.

5.13. ApXWBHBIE BBIMMCKA O(QOPMIIAIOTCS Ha OJlaHKe opraHusanuu (apxXuBa OpraHuU3aIuu) ¢
obo3HaueHreM HazBaHUA BuAa gfokyMmeHTa: "APXVBHAS BBITIMCKA".

B apxuBHOI BBINIHCKE Ha3BaHUE JOKYMEHTa, er0 HOMEDP U /1aTa BOCIIPOUBBOATCS ITOJTHOCTHIO.

BrImrcka MpOU3BOAUTCS TOJBKO U3 JIOKYMEHTA, B KOTOPOM COJIEPKUTCSA HECKOJIBKO OTIETbHBIX,
HE CBSI3aHHBIX MEKAy COOOM BOMPOCOB. BBINKCKA JO/KHA BOCIPOU3BOAMTH IOJHBIH TEKCT YaCTH
JIOKyMEHTA, OTHOCSIIIEHCS K 3aIIpocCy.

N3BieueHreM W3 TEKCTa JIOKYMEHTa JOJDKHBI OBITh HMCYEPIIAHBl BCE UMEIONIUECS JaHHBbIE I10
3ampocy. Hauajio ¥ KOHeIl Ka)KJOro WM3BJIE€UEHUS, a TaKiKe IPOIYCKU OTAEIbHBIX CJIOB B TEKCTE
JIOKyMeHTa 0003HAaYal0TCs MHOTOTOYHEM.

B apxuBHOI BBIIIHUCKE JIOJKHBI OBITH CAE€IaHbl COOTBETCTBYIOIIHE IMPHUMEUaHUs WM OTOBOPEHBI
YacTH TEKCTa OPHUTHMHAJa, HEPa30OPUHMBO HAIMCAHHBIE, HMCIIPABJIEHHBIE aBTOPOM, HE ITOAAAIOIIHEcs
IIPOYTEHUIO BCJIEACTBHE MOBPEXKAEHUS TEKCTa M APYruM mpuunHaM. OT/ieJIbHbIE CJI0OBA W BBIPAXKEHUS
JIOKYMEHTA, BbI3bIBAOIIFE COMHEHHUS B UX TOYHOCTH, a TAK)KE UCIIPABJIEHUS, IIOYNCTKHU, BHI3bIBAIOIILE
COMHEHHUE B UX JIOCTOBEPDHOCTH, OroBapuBaioTcsa: "Tak B jokymeHTe", win "B Tekcre Hepa3zbopuuBO",
win "Tak B Tekcre opurnHasia”. Ilociie TekcTa apXMBHOM BBIIUCKUA YKa3bIBAIOTCS apXUBHBIN MIUDD U
HOMEPA JINCTOB eIMHUIIBI XPAHEHHUsI aDXUBHOTO JIOKyMEHTA.

ApxuBHAas BBIITACKA MMOIIHUCHIBAETCS PYKOBOJAUTEIEM OPTraHU3aIMH WM UHBIM YIIOJTHOMOYEHHBIM
UM JIOJIKHOCTHBIM JIMIIOM M 3aBEPSIETCS MeUaThi0 OPraHU3aIlHH.

[To 3ampocy 1mosib30BaTesieli apXWBHBIE BBIMMMCKA BBIJJAIOTCS B 2JIEKTPOHHOH (Qopme Ha
BJIEKTPOHHOM HOCHUTeJsIe JINOO IepechUIaloTes M0 WHGOPMAIIHOHHO-TEJIEKOMMYHUKAITUOHHBIM CETSIM.
JJIEKTPOHHbBIE apXUBHBIE BBIITUCKU 3aBEPSIOTCS 3JIEKTPOHHOM MO/IMICHI0 PYKOBOIUTEIISI OpraHU3aIuu
I WHOTO YIIOJTHOMOYEHHOTO UM JOJIKHOCTHOT'O JIUIIA.

5.14. Ha apxXWBHBIX KOIUSAX, BKJIIOUAs apXHBHBIE KOIMMK Ha OYMa)KHOM HOCHUTEJIE DJIEKTPOHHBIX
JIOKYMEHTOB, apXWBHbIE IIHUMPHI MMPOCTABJIAIOTCA Ha 000pOTe KaXK[AOTO JIMCTa apXMBHOM KOMHH, a
3aBepUTEIbHAS HAIKCh U IIeYaTh - Ha 000pOTe MOCIEqHErO JIUCTA KOIIUH.

[To Bampocy MOJIb30BaTeel 3JIEKTPOHHBIE KOMHMH AapXWBHBIX JOKYMEHTOB BBIZJAIOTCA B
3JIEKTPOHHOU (opme OO IMEPECHLIAITCA MO0 HHOOPMAINMOHHO-TEJIEKOMMYHUKAIIMOHHBIM CETSIM.
JJIEKTPOHHBIE KOIHMH APXHUBHBIX JIOKYMEHTOB 3aBEPSAIOTCA 3JIEKTPOHHOH IOJIMUCHI0 PYKOBOIMTEIIS
OpraHu3aIUy WIK HHOTO YIIOJTHOMOYEHHOIO UM JIOJIKHOCTHOTO JIHIIA.

5.15. IloAroTOB/IEHHbIE ApPXHBOM OpPTaHU3AllMHd OTBETHI Ha 3ampochl (apXUBHBIE CIIPABKH,
apXVBHbIE BBIIIMCKU U apXUBHbBIE KOIMH) HAMIPABJIAIOTCS 3asIBUTEJISAM C COIIPOBOIUTEIHHBIM ITHCHMOM
10 TOYTE WJIU BBIJAIOTCS: 3asBUTEIIO - PH MPEIbIBICHUN JTOKYMEHTA, YA0CTOBEPSIOIIETO JINYHOCTD,
€ro TMPEJICTABUTENSAM - IIPU IPEAbABIEHUN JOKYMEHTA, YA0CTOBEPAIOIIETO JUYHOCTh U ;IOBEPEHHOCTH,
o(popMIEHHOU B YCTAHOBJIEHHOM ITOPSIZIKE.

5.16. ApXWBHBIE CIIPABKU, apXUBHbIE BBIITUCKN U apXUBHbBIE KON, HAMIPABJIsEMbIE B TOCYAapCTBa
- yuacTHUKKA KOHBEHIMH, OTMEHsIOIed TpeboBaHMWE JIeTaaU3aliid HHOCTPAHHBIX OMHUIIMATbHBIX
JIOKYMEHTOB, ITOAINCAaHHOW B 'aare 5 OKTAGPsA 1961 T., 3aBEPAIOTCS IIPOCTABJIEHUEM U 3alOJTHEHHUEM
CIEIHAILHOTO IIITAaMIIA - alIOCTUJISI B COOTBETCTBUH C 3aKOHOAATeIbcTBOM Poccuiickoii Peneparnum.

5.17. JIomycKaeTcss U3bsATHE U3 aPXUBHBIX JIeJl U BblJlaua BJIA/IeJIbIIaM WJIM UX POJCTBEHHUKAM, B
c/lydae UX MUCbMEHHOT0 00palleHus, TOATHHHBIX JTUYHBIX IOKYMEHTOB O TPa’KJaHCKOM COCTOSTHHH, 00
o6pa3oBaHUH, TPYAOBBIX KHIKEK, HE ITOJIyUEHHBIX B CBOE BPEMS BJIAZIE/IBIIEM IOKYMEHTOB.

[TopiMHHBIE JIMYHBIE JOKYMEHTBHI BBIZJAIOTCA B3asBUTEJISIM C pa3pelieHus PYKOBOIUTEIIS
OpTaHU3AIlUH TI0 MPEbSBIEHUH MMACIOPTa WX MHOTO JOKYMEHTA, YOCTOBEPSIOIIETO IMUHOCTD, JTU0O0
WX POJCTBEHHHKAM WIH WHBIM JIMIAM II0 JOBEPEHHOCTH, OGOPMJIEHHOHM B YCTAaHOBJIEHHOM
3akoHojiaTesbeTBOM Poccuiickoii ®enepariun nopsiake. [ToauHHbBIE TMYHBIE OKYMEHTHI MOTYT OBITH
HaIpaBJIeHbl 3asIBUTEJTIO [IEHHBIM IIHCHMOM.

C wu3BIMAaeMbIX IOKYMEHTOB B apXHBe OpraHU3alliid M3TOTABIUBAIOTCA KOIHUHU, KOTOPHIE
IIPUOOIIAIOTCA K JiejiaM. M3bATHE TOKYMEHTOB, a TAaK)Ke 3aMeHa Ha KOITUH OTPasKaloTcs BO BHYTPEHHHUX
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OTUCAX JIEJI, B JINCTAaX-3aBEPUTEJISAX /1€, B OIHCSX JIeJI, JOKyMEHTOB.

N3bsaTre 1 BO3BpalleHue JOKYMEHTOB 0(pOPMIISIOTCS aKTaMu 00 U3bATHH U3 JiesT (BO3BpAIIEHIH )
YKa3aHHBIX JJOKYMEHTOB. AKTBI U JAPyTrue JOKYMEHTHI, HA OCHOBAHUM KOTOPBIX IMPOU3BEIEHO U3BATHE
(BO3BpalleHne) apXUBHBIX JIOKYMEHTOB, BKJIIOUAIOTCS B /1eJI0 DOH/IA.

5.18. KomupoBaHme [JOKyMEHTOB apXWBa OpraHM3allid [0 3asgBKaM II0JIb30BaTesen
MPOU3BOUTCA II0 PA3PENIEHUI0 PYKOBOJUTENS OPTaHU3aIUM WM HHOTO YIIOJHOMOYEHHOTO UM
JOJKHOCTHOTIO JIAIIA.

Komuu 10KyMEHTOB IepechUIaloTCS B ajpec TOH OpraHW3alud, IO 3aIlpoCy KOTOPOW OHH
HM3TOTOBJIEHBI, WJIH BBIJAIOTCS ITOJIb30BATEIO IO/, POCIIHCH.

5.19. B mensax co3maHus ycJIOBHH JUUisi pabOThI IOJIb30BaTesIel HEIIOCPEJICTBEHHO B apXUBe
OpTaHU3AIUN MOXKET BBIAEATHCA MOMellleHre (UUTaIbHBIN, IIPOCMOTPOBBIN 3aJ1) /IJI1 03HAKOMJIEHHS C
JIOKyMEHTaMH apXuBa, 000py/IOBAaHHOE COOTBETCTBYIOIIMMU TEXHUUECKUMH CPEICTBAMU /11 pabOThI C
JIOKYMEHTaMHU.

[Ipu oTCyTCTBUM B apXyWBe OpraHW3alUU CIENHAIPHO BBIJIEJIEHHOTO IIOMeIeHus paboTa
MOJIb30BaTeNIel € JOKYMEHTaMH IMPOU3BOJAUTCS HEIOCPEACTBEHHO B pPabouymx KOMHATaX apXuBa.
JlokymeHTBI 711 pabOTHI IOJIB30BATENISIM BHE IIOMEINEHHWs apXuBa OpPTaHU3AIlMH BBbIJAaBaTh
3arperraercs.

Paspemienne Ha paboTy B IIOMEIIEHWH apXWBa OpraHU3alluUd JaeT PYKOBOJUTEb apXHBa
opraHu3aiuu (JIUIo, OTBETCTBEHHOE 32 aPXUB).

5.20. OTKa3 apxuBa OpraHU3allui B BbIJIaUe apPXUBHBIX JIOKYMEHTOB JIOIYCKAETCA B CIyYasax:

HauuusA ¢GOH/IA T0JIb30BaHUA;

HEY/I0BJIETBOPUTEIBHOTO (PU3UUECKOTO COCTOSTHHSA JOKYMEHTOB;

He TIPOIIEIINX HAyYHOTO OIUCAHUA U TEXHUUECKOTO 0(pOpMJIEHUS JOKYMEHTOB, /10 3aBEPIIIEHUS
3TUX paboT;

OTpaHUYEHUI HA WCIOJIb30BaHUE, YCTAHOBJIEHHBIX 3aKOHOATeIhCcTBOM Poccutickont ®emepariumn
win GOoHI000pa3oBaTesieM IIPH Nepeave JOKyMEHTOB Ha XpaHEHHE.

OTkas apxuBa OpraHU3aIuy B MPEIOCTAaBJIEHUN IOKYMEHTOB JIOJIKEH ObITh BBIZIAaH B TUCbMEHHOM
dopme u cosep;kaTh MIPUYHUHBI 0TKAa3a, a TAKKe MOPAIOK 00KaJI0OBaHUs OTKa3a.

VL. IIEPETAYA TOKYMEHTOB OPTAHWU3ALIMN HA XPAHEHUE
B I'OCYJIAPCTBEHHbBIM (MYHUIIUITIAJIBHBIN) APXVB

6.1. lokymeHnThsl ApxuBHoro ¢onza Poccuiickoit ®enepariuu, o6pasoBaBiIecs B OpraHU3auAX -
HMCTOYHUKAX KOMIUIEKTOBAHUS TOCYAAPCTBEHHBIX (MyHUIUIIAIBHBIX) aPXHUBOB, [0 UCTEYEHHU CPOKOB
UX BpPEMEHHOIO XpaHeHHs B apXuBe OpraHU3alUU IepeflaloTcsAd Ha IIOCTOSHHOE XpaHeHUe B
COOTBETCTBYIOIINY rOCy/IapCTBEHHBIN (MyHUITUTIAIBHBIN) apXUB.

6.2. JlokymeHTsl ApxuBHOro ¢onna Poccuiickoit ®eneparuu, o6pa3oBaBiInecs B JeATETbHOCTU
TOCYZAPCTBEHHBIX W  HETOCY/IAPCTBEHHBIX  OpTraHU3alUi, He  ABJAIIUXCA  HCTOYHHKAMU
KOMIUIEKTOBAHUS  TOCYZJApCTBEHHBIX (MyHUIHMIAJIbHBIX) apXWBOB, MOTYT IIEpeAaBaThCsd B
rOCyZapCTBEHHbIe (MyHUIIMIAJIbHBIE) APXUBBI HAa OCHOBAHUHM JIOTOBOPOB C COOCTBEHHUKAMH WJIU
BJIaJIeJIbI]JaMHU JIOKYMEHTOB.

6.3. JIOKyMeHTBI IepeJlaloTCs Ha IIOCTOSHHOE XpAaHEHWE B YIOPSIJOYEHHOM COCTOSIHHU C
COOTBETCTBYIOIIUM HAaYYHO-CIIPABOYHBIM aIlIIapaTOM.

6.4. B opraHmzanusax - HMCTOYHUKAX KOMILJIEKTOBAaHUS TOCYAAPCTBEHHBIX (MYyHUIIUIIATHHBIX)
apXUBOB Bce paboThI, CBA3aHHBIE ¢ OTOOPOM, ITOITOTOBKON U Iepesadell JOKYMEHTOB Ha IOCTOSHHOE
XpaHeHUe, B TOM YHCJIe C UX YIOPAJOYEeHUeM U TPAHCIOPTUPOBKOH, BBIMOJIHAIOTCA 32 CUET CPEJICTB
OpraHu3alUii, epelaoIuX JOKYMeHThI.

6.5. locpouHas nepesava JJIOKyMeHTOB Ha IIOCTOSTHHOE XpaHeHNe MOKeT ObITh OCYIIECTBJIEHA IIPU
OTCYTCTBUM HEOOXOAMMBIX YCJIOBUU JUIsl o0ecredeHrsl COXPAaHHOCTU JIOKYMEHTOB APXUBHOTO (GOHZA
Poccuiickoit ®enepanyuy, npu yrpo3e yTparbl (YHHUTOXKEHHUS) JOKYMEHTOB, a TaKXe II0 IPOChOe
OpraHU3aIlM¥ Ha OCHOBAHHU JIOTOBOPA C TOCYAAPCTBEHHBIM (MyHUIIUIIATIBHBIM) aDXUBOM.

[IponyieHe CpPOKOB XpaHEHUs JOKYMEHTOB B apXHUBe OPraHU3alU{ JIOIMYCKAeTCs 10
MICbMEHHOMY Pa3pEelIeHUI0 TOCyJapCTBEHHOTO (MyHUIIUIIAJIBHOTO) apXUBa B CJIydae HeOOXOAUMOCTH
MIPAKTUYECKOTO UCIIOIb30BaHUS JOKYMEHTOB OpTaHU3aIlHEN.

6.6. Ilepemaya JTOKyMEHTOB IIOCTOSTHHOTO XPaHEHUs B TOCYAApPCTBEHHBIH (MyHUIIMIATHHBIN)
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apXUB OCYIIECTBJISETCA B COOTBETCTBUH C IIJIAHOM, YTBEPK/IEHHBIM PYKOBOJIUTEIEM COOTBETCTBYIOIIETO
apxuBa IO COTJIACOBAHMUIO C IIEpeIAIOIel 1esia OpraHu3amnuei.

6.7. JIOKyMeHTHI TepefaloTcss B TOCY/IapCTBEHHBIA (MYyHUITUNIAJIBHBIA) apXWB II0 OIMCAM e,
JOKYMEHTOB IIOCTOSHHOI'O CPOKa XpaHeHusd, yrBep:kzaeHHbIM JIIK.

ITepen mepenadveil OKyMEHTOB Ha IOCTOSTHHOE XPAaHEHUWE COBMECTHO C IIPEACTaBUTEIEM
TOCYZAPCTBEHHOTO (MYHHITUIIATIPHOTO) apXHBa IIPOBOJIUTCS IPOBEPKA IPABWJIBHOCTH ONHUCAHUSA U
obopMIeHUsA ey, (QU3NYECKOTO U CAHUTAPHO-TUTUEHHYECKOTO COCTOSTHHA JAOKYyMeHTOB. Ilpu
oOHapy:keHUH 1e(EeKTOB COCTABJIAETCS aKT; yCTpaHeHHWe OOHapyKEHHBIX 1e(eKTOB ITPOBOIUTCS
CUJIaMH OpraHU3aIUH.

[Tepenaua sies1 IPOBOAUTCA B TOCYZAPCTBEHHOM (MYHUITUITAJIBHOM) apXHUBe MoeAnHUYHO. Ha Bcex
YyeThIpeX 5K3eMIUIAPAX OIUCeH Jies1, JOKyMEHTOB IIPOCTABJIAIOTCA OTMETKH O IIpUeMe Jiel.

[Ipu mepBo¥i mepesavye OKYMEHTOB B TOCYAAPCTBEHHBIH (MYHHUITUIIAJIHHBIN) apXUB IEepeIaeTCs
rcTopuyeckas crpaBka K ¢oHzy. [Ipu noceayomux nepefgayax JOKyMEHTOB IIepeiaeTcs JOIOJIHEHNEe
K UCTOPUYECKOH CIIPaBKe.

6.8. Ilepemaua OoKyMeHTOB OdOpMIAeTCA aKTOM IIpueMa-liepe/iayd JOKYMEHTOB Ha XpaHeHHe
(mpunokenne NO 30), cocTaBasieMbIM B /JABYX 3K3eMIUiApax. OAWH 5K3eMIUIAP OCTaeTcsi B
rOCyZapCTBEHHOM (MyHUIIMTIAJIBHOM) apXuBe, APYrod - B IepeAaloled opraHu3anuu. Bmecre c
JIOKYMEHTAaMHU TIepefaeTcsl TPHU SK3EMIUIIpA OIHUCU JIeJ, JOKYMEHTOB, B TOM YHCJIE€ OJUH B
3JIEKTPOHHOM BH/IE.

Eciu mpu mepezaue OOHApY»KEHO pPacXOXKJIeHHUE MeXKJy HWTOTOBOM 3alMChI0 OIKCH e,
JIOKyMEHTOB U (paKTUUeCKUM HaJIMYUeM Ilepe/laBaeMbIX Jies, B ONUCH JieJl, JIOKyMeHTOB oopMmsAeTcs
HOBasg WTOTOBas 3amluch, B KOTOPOM YKa3bIBAIOTCA (aKTHUYecKoe Hajuuue /JeJl U HoMepa
OTCyTCTBYIOIIUX Jies1. HoMepa OoTCyTCTBYIOIIUX Jiesl PUKCUPYIOTCA B aKTe IIpHeMa-liepefiaud el Ha
IIOCTOSAHHOE XpaHeHUe, IPUYHUHBI OTCYTCTBUA /el - B IpUIaraeMoy K akTy IIpueMa-Iiepeiauy CIIpaBKe,
MOITOTOBJIEHHOU OpraHU3aIuen.

ApxuB opraHusanuy IpUHUMAaeT MePHI IO PO3BICKY Jiesl. Ha oTcyTCTByIOIIME TOKYMEHTHI U JIeia,
Mepbl II0 PO3BICKY KOTOPBIX He Jajiu pe3yJbTaTOB, COCTABJAETCS aKT 00 yTpaTe JIOKyYMEHTOB
(mpunoxkenne N 6). YTpaueHHbBIE TOAJTUHHUKY JIOKYMEHTOB MOTYT OBITh 3aMEeHEHBI MX KOIHUSIMH.

VII. TIEPEJAYA IOKYMEHTOB ITPU PEOPTAHU3ALINU NJIW JINKBUIAITNU
OPTAHU3AIINU, CMEHE PYKOBOAUTEJIA APXNBA OPTAHU3AIINU

7.1. Ilpm peopraHmszanuu WIH JHKBUAAIMN OpPraHU3alNM Ilepefadya © JIayIbHelllnee
HCII0JIb30BAaHUE JJOKYMEHTOB PeOpraHu3yeMOM WU JUKBUAUPYEMOH OpPraHU3aINU OCYIIECTBIISAETCS B
COOTBETCTBUH C 3aKOHO/IaTeIbeTBOM Poccuiickot ®esrepariuu.

[lepenaua [OKyMEHTOB JIMKBHAMDPYEMOW OPTaHHU3AIUU BXOJUT B OOS3aHHOCTh KOMUCCHH,
00pa3oBaHHOM /1A TepeAavn /el 1 UMYIIeCTBa.

[Ipu JIUKBUAAUIMM OpPraHU3AIUM - HCTOYHUKOB KOMIUIEKTOBAHUSA TOCY/IapCTBEHHBIX
(MyHUITUITAIPHBIX) apXUBOB B COCTaB JIMKBUZAIIMOHHON KOMHCCHH BKJIIOYAETCHA IIPEJICTABUTENTH
rOCYZAapPCTBEHHOTO (MYHHITUIIATFHOTO) apXUBA.

7.2. Ilpu cMeHe pyKOBOAWTENS apxXuBa OpraHU3anuu (JIMIa, OTBETCTBEHHOTO 3a AapXUB
OpraHHU3aIll¥) IpUeM-Tiepe/iadya JIOKYMEHTOB apXHBa, YUYETHOTO M HAYYHO-CIPABOYHOTO alapara K
HUM OCYIIIECTBJISETCA 10 aKTy.
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MpunoxeHne Ne 1
K n. 2.37 Mpasun

HammMmeHOBaHME OopraHMnsaumum

KAPTOUKA IOCTEJUJIAXHOTI'O
TOINOT'PASMUECKOI'O YKAS3ATEJIA <*>

CTEJIJIAX Ne XPAHWINIIE N
Lkad Ne Monka Ne ®oHa Ne | Onunck Ne Eg. xp. ¢ Ne MpumedaHne
no Ne
1 2 3 4 5 6

dopmat A6 (148 x 105 mm)

<*> KapTO‘-IKM nocrennaxHoro Tonorpaq)mquKoro yKa3aTtena COCTaBldAKTCA Ha KaXkabld cTennax wu
NPUKPENAKTCA Ha TOle,eBOI7I CTOpPOHE CTennaxa.

MpunoxeHne Ne 2
K 0. 2.37 Mpasun

HamMmeHOBaHMe opTraHM3alumn

KAPTOUYKA IIOPOHIOBOI'O
TOIIOT'PACUMUECKOT'O YKABATEJIA <*>

®OHL N XPAHWIIVIIE Ne

Hazrpauuve doHOa

Onucob Ea. xp. c Ne Crennax Ne Lkad Ne Monka Ne | MpumeyaHue
Ne
no Ne
1 2 3 4 5 6

®opmart A4 (210 x 297 mm)

<*> KapToykM ModoHOOBOIO TOMOrpadoMyeckoro ykasaTensl COCTaBMSTCA Ha Kaxabld  coHa u
pacronaratotcs B nopsiake HoMepoB (POHAO0B.
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HavMeHOBaHMe opraHm3alumn
AKT

N
NNPOBEPKM HaJIMUMI

MpunoxeHne Ne 3
K n. 2.43 MNpasun

YTBEPXIAIO

PyxkoronouTesb OopraHmnsaumum

M COCTOSHMS apXMBHEIX HOOKYMEHTOB Monnucob PacumppoBra
IIOONMCU
doHm N IDaTa
Hazrpauuve doHOa
Homepa onmucen
[lpoBepka nporommiach C 1o
[IpOBEPKOM YyCTaHOBJIEHO:
1. UmMcamMTCcs 1o ONMCAM Iel en. xp.
(xkoJIMUEecCTBO)
2. BHIIBJIEHB TEeXHUUECKME OMMOKM :
2.1. VmMmewnTcHa JUTEpPHBIE HOMEpPA:
a) He YUTeHHBEEe B MTOTOBOM 3aluCHU en. xXp.
(xoJIMUecCTBO)
©) He IepeuMuCJIeHHBle, HO yUTEeHHBIe
B MTOTOBOM 3alMCU en. xXp.
(koJIMuecTBO)
2.2. TlponylleHO HOMEPOB:
a) He YUTEeHHEX B MTOTOBOM 3alucu en. xp.
(koJIMUEecCTBO)
©) He IepeuMrCJIeHHHIX, HO YUYTEHHHX
B MTOTOBOM Balmucu en. xp.
(koJIMUecTBO)
2.3. IOpyrve, B pes3yjibTaTe uYyero OOBEM
YBEIMUYMIICS Ha en. xp.
(koJIMuecTBO)
YMEHBbUNMIJICA Ha en. XxXp.
(koJIMUecCTRBO)
3. UMCaMTCHd IO OIMCAM B pesyJjbTaTe
YCTPaHEeHUSA TexXHMUEeCKMUX OomMnboK en. XxXp.
(koJIMUEecCTBO)
4. He okaszsajioCb B HaJUUUU en. xp.
(koJIMUEecTBO)
5. VMmeeTca B HaIMUUM 10 JAaHHOMY OQOHIY
(BKJIIOUEHHEIX B OIIMCH) en. xp.
(koJIMUecTBO)
M3 HUX TPeOyoIMX:
a) mesuHbekLIUU en. xp.
(koJIMUecCTRBO)
0) I»mesuMHCeKLUN’ en. xp.
(koJIMuecTBO)
B) pecTaBpalumum en. xp.
(KkOJIMUEeCTRBO)
T) HnepenJjeTa MM NONUMBKU en. xp.
(xkoJIMUecTBO)
I) BOCCTAHOBJIEHMS 3BaTyXallMX TEKCTOB en. xp.
(koJIMUEecTBO)
€) HeMCIpPaBMMO IIOBPEXIEHHBIX en. xp.
(xoIMUecTBO)
6. VMeeTcsa He BKJIOUEHHEIX B ONMCHU en. Xxp.
(koJIMuecTBO)

ENVIHBIV MOpTan_
SNEeKTPOHHOM TOAINUCU

lecp.ru 29



IIpuxkaz Munkyavmyput Poccuu om 31.03.2015 N2526 «0O6 ymeepcoeHUuU NPasua op2aHu3ayul XxpaHeHus,
KOMNAEKMOB8AaHUS, Y1uema U UCNOAb308aHUS 00KYMeHmMos8 ApxugHozo ghoHda Poccuiickotil @edepayuu u Opyaux apxusHsbix
JOKYMeHIMo8 8 op2aHax 20cyodapcmeeHHOl 8Aacmu, Ope2aHax MecimHo20 CamMoynpasAeHus U 0P2aHU3AYUIX»

7. VToro mno maHHOMY OQOHINY (BKJIIOUEHHBIX M HE BKJIOUEHHBIX B OIUCHU) ,
VMEIMXCS B HaJIMUUU en. xp.
(koJIMUecCTRBO)

8. XapakTepmucTuKa YCJIOBUM XPaHEHUSI

[IpoBepKy MNPOM3BOOUIIN:
HammMmeHOBaHME
IOOJDKHOCTEN

PabOTHMKOB [lonnucu PacumbppoBkra nommnmcen

dopmar Ad (210 x 297)

MpunoxeHune Ne 4
K nn. 2.43, 3.15 MNpasun

HamMeHOBaHMe opTraHM3aluMn

AKT YTBEPXIOA
e PykopommTesnrs opraHmM3almUmn
O TexXHUUEeCKHUX ommbKax [Tonnmce Pacumpporkra
B YUETHEIX IOOKYMEHTAax MIOONUCU
IaTa

Qoum N

HazBaunme doHma

B xome BHIIOJIHEHUSA OOHAPYXEHBE TEeXHUUEeCKUE
ommMbOKM B 3alMUCHaX

HasBaHue OOKyMeHTa CyLLleCTByIOIJJ,aFl 3anncb CJ'Ie,D,yeT 3anuncaTtb

1 2 3
B pesyJibTare KOJIMUECTBO  E€IOUHUILL XpaHeHUs YBEJIMUUIIOCH (YMEHBIIMIIOCE )
Ha en. xp.

(undpamMM, NOPONIUCHI)
[IprMeyaHUA:
HamMeHOBaHME OOJDKHOCTM pabOoTHMKA [Tloonuce PacumppoBka NOONMUCHU
VI3MeHeHUS B ydYeTHBHE INOKYMEeHTH BHECEHEH

HauMeHOBaHME IOJDKHOCTU
paboTHMKA apxXuBa Honnucob PacumdpoBKa MOOIUCU

®opmart A4 (210 x 297 mm)

EZNVIHDIV [OpTan_ :
DNEeKTPOHHOM MoANUCH 1€Cp.ru 30



IIpuxkaz Munkyavmyput Poccuu om 31.03.2015 N2526 «0O6 ymeepcoeHUuU NPasua op2aHu3ayul XxpaHeHus,
KOMNAEKMOB8AaHUS, Y1uema U UCNOAb308aHUS 00KYMeHmMos8 ApxugHozo ghoHda Poccuiickotil @edepayuu u Opyaux apxusHsbix
JOKYMeHIMo8 8 op2aHax 20cyodapcmeeHHOl 8Aacmu, Ope2aHax MecimHo20 CamMoynpasAeHus U 0P2aHU3AYUIX»

MpunoxeHne Ne 5
K nn. 2.43, 3.15 MNpasun

HammMmeHOBaHME OopraHMnsaumum

AKT YTBEPXIAIO

Ne PykopoouTesib OpIr'aHU3aLUN
06 OOHapyXeHUM IOOKYMEHTOB lloonmuce Pacumpporkra
(He oTHOoCAmMXCS K IaHHOMY GOoHOY, IIOONMCHU
HEYUTEHHEIX)

ITaTa
B xome
(Bun pa®oTh)

ODHapPyXEeHO

(B doHnme, xpaHunuiue, pabodeMm IOMEIEHUN)

Ne n/n | 3aronosok eq. | Wudp (ecnu | KpanHue pgatel | Konudectso K kakomy cdoHay| lMpumevaHus
Xp. ecTb) nucToB (06beM,|  OTHOCUTCHA
M©O)
1 2 3 4 5 6 7
NToTo ODOHAPYyXEHO INOKYMEHTOB OOKYMEHTOB

(umbpaMy M NPONUCHIO)
HamMeHOBaHMeE OOJDKHOCTM paboOTHMKA Hononuce PacumppoBka NOONMUCU
VI3MeHeHMS B ydYeTHBE JOKYMEHTE BHECEHEH
HammMeHOBaHME IOJDKHOCTU

paboTHMKA apxuba Moonuce Pacumpporkra
IO ONNCHU

®opmart A4 (210 x 297 mm)

EZNVIHDIV [OpTan_ :
DNEeKTPOHHOM MoANUCH 1€Cp.ru 31



IIpuxkaz Munkyavmyput Poccuu om 31.03.2015 N2526 «0O6 ymeepcoeHUuU NPasua op2aHu3ayul XxpaHeHus,
KOMNAEKMOB8AaHUS, Y1uema U UCNOAb308aHUS 00KYMeHmMos8 ApxugHozo ghoHda Poccuiickotil @edepayuu u Opyaux apxusHsbix
JOKYMeHIMo8 8 op2aHax 20cyodapcmeeHHOl 8Aacmu, Ope2aHax MecimHo20 CamMoynpasAeHus U 0P2aHU3AYUIX»

MpunoxeHne Ne 6
K nn. 2.44, 3.15, 4.32, 6.8 MNpaBun

HammMmeHOBaHME OopraHMnsaumum

AKT YTBEPXIIA

Ne PykopoouTesib OpIr'aHU3aLUN
06 yTpaTe OOKYMEHTOB lloonmuce Pacumpporkra

IIOONMCHU
IDaTa
QoHpm N
(HazBaHue ¢oHmOa)
B pesymnbTatTe YCTAaHOBJIEHO OTCYTCTBME B QOHIEe

IEPEUNCIIEHHEIX HMXE neJ, IPEenIpMHSATEIE apXMBOM MEPB IO POSBBICKY IOeJ

MMOJIOXUTEJIbHEIX Pe3yJbTaTOB HE OajiM, B CBA3M C UEeM CUMTAEM BO3MOXHBIM CHATHL C
yuera:

Ne n/n | Onnce Ne [Ea. xp. Ne 3aronosok ef. xp. KpanHue patbl | KonuuectBo | [lpegnonaraemble
nuctoB (06bem, NPUYUHBI
M6) OTCyTCTBUSA
1 2 3 4 5 6 7
MToro en. Xp.
(undpaMM ¥ NOPOIUCHI)
ConepxaHme YTPad4eHHEIX JOKYMEHTOB MOXeT OBITb YJaCTMUYHO BOCIIOJIHEHO

crlenymomrMmM eng. Xp.:

(HoMepa en. Xp. M MX TPYINIOBHE 3aTOJIOBKM)

HamMeHOBaHME OOJIDKHOCTU
PYKOBOIUTEJA apxXmuBa lNomnmuce PacumppoBka NOONUCHU
(Mrua, OTBETCTBEHHOI'O 3a aAPXUB)

COTJIACOBAHO <*> COIJIACOBAHO
[lpoTokos JIIK apXMBHOTO y4YpexXIeHMd [IpoTokos LU2K (3K) opranmszauum
oT Ne oT Ne

VI3MeHeHUSa B y4UeTHHE IOOKYMEHTH BHECEHE

HamMmeHOBaHME IOOJIXKHOCTU
paboTHMKA apxuba Mopnuce PacumppoBka NOONMUCHU

®opmart A4 (210 x 297 mm)

<*> Ecnu He O6Hapy)KeHbI aerna noCcToAHHOIo XxpaHeHus.

EZNVIHDIV [OpTan_ :
DNEeKTPOHHOM MoANUCH 1€Cp.ru 32



IIpuxkaz Munkyavmyput Poccuu om 31.03.2015 N2526 «0O6 ymeepcoeHUuU NPasua op2aHu3ayul XxpaHeHus,
KOMNAEKMOB8AaHUS, Y1uema U UCNOAb308aHUS 00KYMeHmMos8 ApxugHozo ghoHda Poccuiickotil @edepayuu u Opyaux apxusHsbix

aOKyMeHmOG 8 opeaHax 2ocy6apcm3eHHoﬁ eaacmu, op2aHax MecmHo20 camoynpas/ieHuA u opeaHu3ayusax»

HammMmeHOBaHME OopraHMnsaumum

KAPTA-3AMECTUTEJIE IEJIA

MpunoxeHne Ne 7
K 0n. 2.47 Mpasun

Iero

(N* 1 HaszBaHME)
Onmco

(N* 1 HazBaHME)
doHI

(N 1 HasBaHME)

BEIIaHO BO BPEMEHHOE IOJIb30BaHMe (UMTaJIbHBIM 3aJjl) :

Ne ®.1.0. nonb3oBaTens [ata Bblgaun Data Mognucek Mognuce
n/n BO3BpaTa | BblgaBLUEro Aeno | nofy4vMBLUErO
aeno
1 2 3 4 5 6

JMCT-3ABEPUTEJIE IEJIA N

B neJsie nommmTO M MNPOHYMEPOBAHO

®opmart A4 (210 x 297 mm)

MpunoxeHne Ne 8
Knn.2.47,4.19, 4.21, 4.23 MNpasun

JIMICTOB

(umbdpamMm ¥ OPONUCHI)

c N o N

, B TOM UMCJIE:

JIMTEPHBIE HOMEpa JIMCTOB

IIPOoIlyleHHbBIEe HOMepa JIMCTOB

+ JIMCTOB BHYTPEHHEM ONUCH

OcoBeHHOCTN PU3NYECKOro COCTOSIHUA U HOPMUPOBaHNS Aena

Homepa nuctos

1

2

HavMeHOBaHME IOJIXKHOCTU
paboTHUKA Hononuce

IDaTa

EZNVIHDIV [OpTan_ .
DNEeKTPOHHON MOANUCH 1eCp.ru

PacumppoBKa NOAONMUCHU

dopmat A4 (210 x 297 mMm)
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IIpuxkaz Munkyavmyput Poccuu om 31.03.2015 N2526 «0O6 ymeepcoeHUuU NPasua op2aHu3ayul XxpaHeHus,
KOMNAEKMOB8AaHUS, Y1uema U UCNOAb308aHUS 00KYMeHmMos8 ApxugHozo ghoHda Poccuiickotil @edepayuu u Opyaux apxusHsbix
JOKYMeHIMo8 8 op2aHax 20cyodapcmeeHHOl 8Aacmu, Ope2aHax MecimHo20 CamMoynpasAeHus U 0P2aHU3AYUIX»

MpunoxeHne Ne 9
K n.2.47 Mpasun

HammMmeHOBaHME OopraHMnsaumum

JIMCT MNCIIOJIB3OBAHMA HOOKYMEHTOB

doHm N Onmuce N Ieno N
3aroJyIoBOK mejia
[ata Komy BblgaHo: Xapaktep 1cnonb3oBaHus Ne Moanuck nuua,
MNCcnoJsib30B (baMVIJ'IVIFI, NMHUUManbl (KOI'IVIpOBaHVIe, BbIMUCKN, MNCNOJ1Ib30BAHHbIX ncnonb3oBaBLUero
aHus (pa3bopumBo) NpoCMoTp) NNCTOB aeno
1 2 3 4 5

®opmat A4 (210 x 297 mm)

Mpunoxexue Ne 10
K 0. 2.46 MNpasun

HavMeHOBaHMe opraHm3auum
AKT

Ne
O BBHDAYE HeJI BO BPEMEHHOE II0JIb30OBaHNME

(HamMMeHOBaHME OpIraHMB3alUM,

ee azmpec, IOYTOBBIM MHIEKC)

OcHOBaHUeE

IOisa Kakoy LeJiM BHIalTCca el. Xp. u3 QoHma W

(HasBaHMe o¢oHIa)

Ne n/n |Onuck Ne[Ea. xp. N93aronosok ef. xp.| KpanHue | KonmyecTBO NUCTOB, MpumeyaHue
Aatbl dopmart (06vem, M6)
1 2 3 4 5 6 7
Bcero BreImaercsa en. Xp.,

(umdpamMm ¥ MNPONMCHI)

CPOK BO3BpAalleHNA

Iena BEIT&HEI B YHNOPAIOYEHHOM
IIPOHYMEPOBAHHEIMM JIMCTaMM U

[NonmyuaTesb
OJIb30BAaHUE,
CrnpaBoOK, He
nena.

COCTOSHMM, TMOIMMUTE, B O06JOXKax, C
3aBEPUTEJILHEIMY HAIONUCSIMA .
oBsa3yeTcsa He I[penocTaBIaATbL nena,
IIOCTOPOHHMM JIMllaM, He BbOaBaTb IO

nyOJIMKOBaATh OOKYMEHTH 0e3

[IOJIyYEeHHEIE BO BPEMEHHOEe
HMM  KOIIMM,  BHIIMCOK U
paspelleHrs opTraHM3allMM, BblOaBLIEN

EOVIHbIA ropTan

DNEeKTPOHHOM MoANUCH 1€Cp.Iru 34



IIpuxkaz Munkyavmyput Poccuu om 31.03.2015 N2526 «0O6 ymeepcoeHUuU NPasua op2aHu3ayul XxpaHeHus,
KOMNAEKMOB8AaHUS, Y1uema U UCNOAb308aHUS 00KYMeHmMos8 ApxugHozo ghoHda Poccuiickotil @edepayuu u Opyaux apxusHsbix
JOKYMeHIMo8 8 op2aHax 20cyodapcmeeHHOl 8Aacmu, Ope2aHax MecimHo20 CamMoynpasAeHus U 0P2aHU3AYUIX»

[MonyuaTesb 00483yeTCcsa BEpPHYTH Hejla B apxMB OpTaHM3aUuuM B yKas3aHHHM B
aKTe CpPOK.

I[lonmyuaTesb npenylipexineH [e]e} OTBETCTBEHHOCTHM IIO0O 3BaKOHY B CJlydae YyTpPaTel
MM TIOBPEXIOEHMA II0OJIYUYEHHBIX BO BPEMEHHOE II0OJIb3OBAHME QOeJl.

HamMeHOBaHMeE OOJIKHOCTU HamMeHOBaHME OOJIKHOCTU

PYKOBOOUTEJA OPIaHM3alumn, PYKOBOIOUTEJIA

BBEIDAKIEN HeJja OpTraHM3aluun-IojydaTesis

lomnmuce PacumpposBkra lomnmuce PacumpposBkra
IOINNCHU IOINNCHU

HaTa HaTa

[leyaTe oOpraHM3aLUUMU [leyaTe oOpraHM3aLUUMU

®opmart A4 (210 x 297 mm)

ENVIHBIV MOpTan_ %
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Ipuxas Munkyasmypwt Poccuu om 31.03.2015 N2526 «06 ymeepicOeHuu npasui 0p2aHu3ayuu XpaHeHusl, KOMIAEeKMo8aHUs, Yy1ema u uUcnob308aHust 00KYMeHInos
ApxusHozo gponda Poccuiickoil Pedepayuu u Opyaux apxusHvlx OOKYMEHMOo8 8 0p2aHax 20Cyo0apcmeeHHoll 8aacmu, 0p2aHax MecimHo20 CamoynpasaeHusl U Op2aHU3ayuUsLx »

MpunoxeHue Ne 11
K nn. 3.6, 3.15 MNpasun

(HaMMeHOBaHME OpTaHM3alLuM)

(HasBaHMe apxMbBa OpTraHM3aLUMN)

KHUTA
ydyeTa IIOCTYIIJIEHMA U BbI@bI'I‘I/LC[ neji, IOOKYMEHTOB
ToMm N
HauatT
OKoH4eH
®opmart A3 (297 x 420 mm)
MpogormkeHne npunoxeHus Ne 11
K nn. 3.6, 3.15 MNpasun
Ne [ata HanmeHoBaHne |HammeHoBa|HasBaH| [oabl Bug MocTtynneHne onucaHHbix | BbiObiTMe onvcaHHbix | HeonncaHHbix |MNpumeda
n/m |(noctynne| opraHusaumm HWe, HoOMep | Me n | NOCTYNMB | HocUTenN [OKYMEHTOB OOKYMEHTOB nen, Hue
HUA n (cTpyKkTypHOrO n gaTa HOMEp | Wnx unm | s <*> JOKYMEHTOB,
BbIObITUSA| NogpasaeneHusl, | AOKYMeHTa, |poHAa [BblObIBLLMX| KonunyecTso eg. xp. Konunuectso en. xp. JIncTOB
OOKYMEHT| nuua, apxmea), oT [0 KOTOPOMY| NOKYMEHTO
oB KOTOPOW NOCTYNUAW| NOCTYNUNu B NO onucu NOCTOSHHBPEMEHH| MO  |MOCTOS|BPEMEH| MO  |MOCTYN|BbIObIN
(vnn BbIGBLINK) UK BbIOLINK oro Oro  [NMMYHOMY| HHOrO | HOro |[NUYHOM| WMo o)
OOKYMEHTBI OOKYMEHTBI XpaHeHU | (CBbILLE |COCTaBy |XpaHeH|(cBbiwe| Y
4 10 neT) na |10 net)cocTaBy|
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16
NToro B romy MNOCTYIIMUIIO en. Xp., B TOM UMCJIe: Ha
(undpaMmM ¥ NOPOIUCHI)
36
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Ipuxas Munkyasmypwt Poccuu om 31.03.2015 N2526 «06 ymeepicOeHuu npasui 0p2aHu3ayuu XpaHeHusl, KOMIAEeKMo8aHUs, Yy1ema u uUcnob308aHust 00KYMeHInos
ApxusHozo gponda Poccuiickoil Pedepayuu u Opyaux apxusHvlx OOKYMEHMOo8 8 0p2aHax 20Cyo0apcmeeHHoll 8aacmu, 0p2aHax MecimHo20 CamoynpasaeHusl U Op2aHU3ayuUsLx »

OyMaxHOM HOCHUTEeJIe , DBJEKTPOHHEIX ,
(undpaM ¥ NOPOIUCHI) (undpaM ¥ NOPOIUCHI)
AYyIOIMOOOKYMEHTOB ;, BUIOEOIOOKYMEHTOB
(umbdpaMm M NPONMUCHIO) (umdpaMm M NPONUCHIO)
IIOKAaBHBAITCSA pas3mdesjlbHO MTOT'OBHE IaHHBE o Ipadam 8, 9, 10, 14 KHMUTU;
BHIOBLITO en. xp., B TOM uucJjie: Ha OyMaxHOM HOCUTEJIE
(umbpaMm M NPONUCHIO)
, DBJIEKTPOHHEIX ,
(umdpaMm ¥ OPONUCHI) (umdpaMm ¥ OPONUCHI)
AYIMOOOKYMEHTOB y BUIESOIOKYMEHTOB
(undpamMm ¥ HOPOIMUCHI) (undpamMm ¥ HOPOIMUCHI)

IIOKaBEBATCA pa3desjlbHO MTOT'OBBHEe IaHHBE o rpadam 11, 12, 13, 15.

HamvMeHOBaHME IOOJDKHOCTM JIMLE,
COCTaBMBIIETO MTOI'OBYID I'OIOOBYK 3allliChb [Mopnuce PaCLUM@pOBKa IIoOrnmcm

HamMeHOBaHME OOJIXKHOCTM PYKOBOOMUTEJNA apxmea lloonmcs PacumppoBKa MNOONMUCHU
(MMua, OTBETCTBEHHOTO 3a apXMB)

ODaTa

<*> B rpade ykasbiBaeTcs Bug Hocutens (BH - gokyMeHTbl Ha GymaxkHOM HocuTene, 3[1 - 3NEeKTPOHHbIE AOKYMEHTbI).

ENVIHBIV ropTan_ .
9NeKTPOHHON MOAMUCYU 1€Cp.Tu

dopmat A3 (297 x 420 mm)
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IIpuxkaz Munkyavmyput Poccuu om 31.03.2015 N2526 «0O6 ymeepcoeHUuU NPasua op2aHu3ayul XxpaHeHus,
KOMNAEKMOB8AaHUS, Y1uema U UCNOAb308aHUS 00KYMeHmMos8 ApxugHozo ghoHda Poccuiickotil @edepayuu u Opyaux apxusHsbix
JOKYMeHIMo8 8 op2aHax 20cyodapcmeeHHOl 8Aacmu, Ope2aHax MecimHo20 CamMoynpasAeHus U 0P2aHU3AYUIX»

MpunoxeHne Ne 12
K nn. 3.6, 3.15 MNMpasun

HammMmeHOBaHUE OopraHMnsaumum

CIMCOK ©OHIOOB

Tom N
HauatT
OKOHUEeH
®opmart A4 (210 x 297 mm)
MNpopomkeHne npunoxeHus Ne 12
K nn. 3.6, 3.15 MNMpasun
Ne [ata nepsoro | HassaHue cdoHaa OTtmMeTKa 0 BbIObITUM hOHAA MpumeyaHue
doHaa nocTynneHns
[OKYMEHTOB Kyna BbIObin [Nata n Ne
doHaa JOKYMeHTa, Ha
OCHOBaHU1
KOTOPOro BbIObIN
1 2 3 4 5 6
Ha 01.01. ToIma B CIMCOK BKJIOUeHHE QOHIEI C N no
M3 CHOMCKA MCKJIOUeHB GQOoHOEI C N o e .
Bcero xpaHmMTCA B apxmee boHIIOB, M3 HUX:

(umdpamMm M MIPONMCHI)
comepxaT OcCoO0O lLIeHHBEIE HeJsa.

(umdpamMm ¥ NOPONMCHI)
HoMmepa cBoOOOIHEIE:
Homepa BHIOBIBUIME (IIepelaHHBE) @

HamMeHOBaHME IOOJDKHOCTU
paboTHMKA apxmupea, COCTAaBMBIIEIO
TOOOBYI MTOTOBYK 3allChb I[Toonuce PacumppoBka NOONUCHU

HamMmeHOBaHME OOJIXHOCTU
PYKOBOIUTEJA apxXmuBa
(Mnua, OTBETCTBEHHOI'O 3a apXUB) [Tonnmce PacumppoBka NOONMUCHU

IaTa

®opmart A4 (210 x 297 mm)

EZNVIHDIV [OpTan_ 3
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Ipuxas Munkyasmypwt Poccuu om 31.03.2015 N2526 «06 ymeepicOeHuu npasui 0p2aHu3ayuu XpaHeHusl, KOMIAEeKMo8aHUs, Yy1ema u uUcnob308aHust 00KYMeHInos
ApxusHozo gponda Poccuiickoil Pedepayuu u Opyaux apxusHvlx OOKYMEHMOo8 8 0p2aHax 20Cyo0apcmeeHHoll 8aacmu, 0p2aHax MecimHo20 CamoynpasaeHusl U Op2aHU3ayuUsLx »

JMUCT SOHIA N

(DaTa mDepBOTO MNOCTYIJIEHUS

(MecToHaxoxmeHMe QoHIA
IOOKYMEHTOB GoHIza)

(HaMMeHOBaHME OpPTaHM3aUUM,
Toe xpaHuUTCS QOHI) )

MpunoxeHne Ne 13

K nn. 3.6, 3.15 MNpasun

KpaliHue gatbl Kaxgoro HasBaHus HasaHue cdoHaa
doHaa
1 2

1. YueT HEONMCAHHEIX OOKYMEHTOB

[ata |HasBaHue, Ne n gata gokymeHTa, MocTynneHne BbIObITHE Hannune
3anucu Nno KOTOPOMY MOCTYMUIIN UK (ocTarok)

BbIObINK OOKYMEHTbI

Konuuects| KpanHune [Konuuectso KpaiiHue Bcero gen
o gen aarbl aen aarbl
1 2 3 4 5 6 7

2. YueT ONMCAHHEIX HOOKYMEHTOB

HOata | Homep l'og |HaseaHu|[lNocTynn BbibbITME Hannuune (octaTok)
3anucu | onucu eonucu | no en.
aen nnm xp. [KommnuectOcHoBaH| B Tom umcne no [Konunyecr B Tom uucne:
aHHOTaLN BO efl. ve onucsam, BO efl.
7] Xp. BbIObITUS| YTBEPXKOEHHBLIM Xp. NMOCTOSIHHOIO XpaHeHMs! no NM4yHOMY
cocTaBy
EAVIHBIV TOpTa iecp.ru 39
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Ipuxas Munkyasmypwt Poccuu om 31.03.2015 N2526 «06 ymeepicOeHuu npasui 0p2aHu3ayuu XpaHeHusl, KOMIAEeKMo8aHUs, Yy1ema u uUcnob308aHust 00KYMeHInos
ApxusHozo gponda Poccuiickoil Pedepayuu u Opyaux apxusHvlx OOKYMEHMOo8 8 0p2aHax 20Cyo0apcmeeHHoll 8aacmu, 0p2aHax MecimHo20 CamoynpasaeHusl U Op2aHU3ayuUsLx »

MOKYMEHT| (HasBaHu OlK KonnyecT| kpanHue | N3 HUX MO OMUCAM, [KONMYECT| KpanHne
0B e, fara, BO ed. |OaTbl ed.| YTBepXAeHHbIM | BO ef. Aatbl
Ne Xp. Xp. OlK Xp.
MOKYMeH
a) KonunyecTt| KpaiHne KONIMYECT| KpanHue
Boed. | Aatol Boed. | AaThl
Xp. Xp.
1 2 3 4 5 7 8 9 10 1" 12 13 14 15 16
®opmat A4 (210 x 297 Mm)
& ENVIHBIA ropTan »
\M DNeKTPOHHO! MoANMUCH 1ecp.ru 40



IIpuxkaz Munkyavmyput Poccuu om 31.03.2015 N2526 «0O6 ymeepcoeHUuU NPasua op2aHu3ayul XxpaHeHus,
KOMNAEKMOB8AaHUS, Y1uema U UCNOAb308aHUS 00KYMeHmMos8 ApxugHozo ghoHda Poccuiickotil @edepayuu u Opyaux apxusHsbix
JOKYMeHIMo8 8 op2aHax 20cyodapcmeeHHOl 8Aacmu, Ope2aHax MecimHo20 CamMoynpasAeHus U 0P2aHU3AYUIX»

MpunoxeHne Ne 14
K 0on. 3.6, 5.5 MNpasun

HammMmeHOBaHME OopraHMnsaumum

YTBEPXIAIO

QoHnm N PykopommTesp oOpraHmM3almUmn
Momnmuce PacumppoBkra
OIINCB Ne nonOnmcum
OeJl IMIOCTOAHHOIT'O XPaHEeHUA ﬂaTa
3a ron
Ne n/n NHpekc pena 3aronoBok gena KpaliHue patbl Konnyectso MpnmedaHne
NNCTOB
1 2 3 4 5 6
HasBaHune pasgena
B maHHBII pas3nesyl ONMCKM BHECEHO nei,

c N

JIMTEPHBEIE HOMeEepa:

(umdpamMm M NOPONUCHI)

no N

, B TOM 4YMCJIE:

NpPONylleHHBle HOMEpa:

HamMeHOBaHME IOOJIDKHOCTU

cocTaBUTEJISA OIUCU Mononucob PacumdpoBKa IOINMUCU
HarvMeHOBaHME IOOJIXKHOCTM
PYKOBOOUTEJIS apxXMUBa
(Muua, OTBETCTBEHHOT'O 3a apXUB) Mononuchb PacumppoBrka IOIONMUCU
COI'JIACOBAHO YTBEPXIEHO
[IpoToxkos LSK (3K) opraHm3aumum [IpoTokos 3IIK apxXMBHOTO yYpeXIeHUS
oT e oT e
®opmart A4 (210 x 297 mm)
Mpunoxexue Ne 15
k nn. 3.6, 5.5 MNpaewun
HamMeHOBaHME OpraHu3alun YTBEPXIAIO

donnm N PykoBomuTesb OpIraHM3alnn
OIlNCH N IHononuceb PacumppoBKra
oeJl II1O0 JIMYUHOMY COCTaBy IIoornmncm
3a Ton DaTa
Ne n/n  [MHpekc aena| 3aronosok Aena | KpariHue gatel| Cpok xpaHeHus Konuyecteo |[lNpumevaHue
nncToB
1 2 3 4 5 6 7

EOVIHbIA ropTan

DNIEKTPOHHON TOANMUCU

lecp.ru 41



IIpuxkaz Munkyavmyput Poccuu om 31.03.2015 N2526 «0O6 ymeepcoeHUuU NPasua op2aHu3ayul XxpaHeHus,
KOMNAEKMOB8AaHUS, Y1uema U UCNOAb308aHUS 00KYMeHmMos8 ApxugHozo ghoHda Poccuiickotil @edepayuu u Opyaux apxusHsbix
JOKYMeHIMo8 8 op2aHax 20cyodapcmeeHHOl 8Aacmu, Ope2aHax MecimHo20 CamMoynpasAeHus U 0P2aHU3AYUIX»

B DmaHHBI pas3nej ONMCK BHECEHO

neJs,

(LmbpaMmu M OPOMNMUCHI)

c N no N , B TOM UMCJIe:
JIMTEPHEE HOMEepa:
[IPOIyIIEHHEIE HOMEepa:
HamMeHOBaHME IOOJDKHOCTU
COCTaBUTEJNIA OIUCHU llopnuce PacumbppoBKa IMNOONMUCHU
HamMeHOBaHMeE IOOJDKHOCTU
PYKOBOOIUTENA apxmuea (jauua,
OTBETCTBEHHOT'O 3a apxUuB) lNomnmuce PacumppoBka NOONUCHU
COTJIACOBAHO COTJIACOBAHO
IIpoTokos LSK (3K) opraHm3aumum IpoTokos 3IK apxXMBHOTO yUYpeXIOeHUS
oT Ne oT Ne
dopmat A4 (210 x 297 mMm)
Mpunoxexue Ne 16
kK on. 3.6, 5.5 MNMpasun
HamMeHOBaHME OpraHuU3aUun YTBEPXIAIO

donm N PykoBomuTesb OpIraHM3alnn
OIlNCH N IHononuceb PacumbppoBKra
oeJl BpeMeHHEX (cBrouie 10 JeT) IIOININCHU
CPOKOB XpPaHEeHUS HOaTa
3a hnfedis
Ne n/n |WHpekc gena| 3aronoBok gena | KpanHue gatel | Cpok xpaHeHus Konnyecteo | lNpumedaHne
JINCTOB
1 2 3 4 5 6 7
B maHHBI pas3nesl ONMCM BHECEHO neJ,
(umbpaMy M NPONUCHIO)

c e no Ne , B TOM UMCJIe:
JIMTEPHEIE HOMEpPA:
IPONylleHHBIE HOMepa:
HamMeHOBaHME IOOJIKHOCTU
COCTaBUTEJIA OINUCHU INTognucoe PacumppoBKa NOAONMUCHU
HavMeHOBaHME IOJIXHOCTU
PYKOBOIMUTEJNA apxmuea (jamuua,
OTBETCTBEHHOT'O 3a apxXuUB) Iononuce PacumbppoBKa MNOONMUCHU
COTJIACOBAHO
IIpoTokoJs LSK (3K) opraHm3aumum
oT e

ENVIHBIV MOpTan_
SNEeKTPOHHOM TOAINUCU

®opmart A4 (210 x 297 mm)

lecp.ru 42



IIpuxkaz Munkyavmyput Poccuu om 31.03.2015 N2526 «0O6 ymeepcoeHUuU NPasua op2aHu3ayul XxpaHeHus,
KOMNAEKMOB8AaHUS, Y1uema U UCNOAb308aHUS 00KYMeHmMos8 ApxugHozo ghoHda Poccuiickotil @edepayuu u Opyaux apxusHsbix
JOKYMeHIMo8 8 op2aHax 20cyodapcmeeHHOl 8Aacmu, Ope2aHax MecimHo20 CamMoynpasAeHus U 0P2aHU3AYUIX»

HammMmeHOBaHME OopraHMnsaumum

MpunoxeHne Ne 17
kK nn. 3.6, 4.19, 5.5 MNpasun

YTBEPXIAIO

QoHnm N PykopommTesp oOpraHmM3almUmn
Momnmuce PacumppoBkra

OIINCB Ne nonOnmcum

BJIEKTPOHHBEIX IeJI, HOOKYMEHTOB HOaTa

IIOCTOSAHHOI'O XPaHEeHUS

3a Ton

Ne n/n MHpekc gena 3aronoBok gena KpanHue gatbl O6bem, M6 MpumeyaHus
1 2 3 4 5 6
B DaHHBIM pas3mejl ONMUCKM BHECEHO nesi,

(umdpamMm ¥ NPONMUCHI)

(LMbpaMmu M NOPONMUCHI)

c N o N
(undpaMM ¥ OPOIUCHI)

obBeMoM M6 .

HarvMeHOBaHME IOOJIKHOCTMU

coCTaBuUTEJId OINUCU INloonuco

HarvMeHOBaHME IOOJIKHOCTM

pPyKOBOOMTENS apxubBa (nmuua,

OTBETCTBEHHOTO 3a apxUuB) Mognuce

COTJIACOBAHO YTBEPXIEHO

IIpoTokos L3SK (3K) opraHm3aumum
oT Ne

NPVWJIOXEHVE K OINCHU N
BJIEKTPOHHEIX IeJl, HOOKYMEHTOB
IIOCTOAHHOT'O XPaHEeHUA
3a ron

PeecTp IOOKYMEHTOB
<>

N em. xp. o onmcu

PacumdpoBKa MOOIUCU

PacumppoBKa NOAONMUCU

[IpoTokos 3K apxXMBHOTO YyUYpEeXIEeHUS

oT

Ne

®opmart A4 (210 x 297 mm)

MpopomkeHne npunoxeHus Ne 17
kK nn. 3.6, 4.19, 5.5 MNpasun

(KOHTEMHEPOB DBJIEKTPOHHBIX IOKYMEHTOB) 3JIEKTPOHHOI'O Hejla:

VHOoexkc nmeJa

3aroJIoBOK IeJia

HaTta Per. Ne HaumeHoBaHWe JoKyMeHTa O6bem, M6 MpumedaHus
OOKyMeHTa AOKYMeHTa
1 2 3 4 5
EOVIHbIA ropTan '
DNEeKTPOHHOM MoANUCH 1€Cp.ru 43



IIpuxkaz Munkyavmyput Poccuu om 31.03.2015 N2526 «0O6 ymeepcoeHUuU NPasua op2aHu3ayul XxpaHeHus,
KOMNAEKMOB8AaHUS, Y1uema U UCNOAb308aHUS 00KYMeHmMos8 ApxugHozo ghoHda Poccuiickotil @edepayuu u Opyaux apxusHsbix
JOKYMeHIMo8 8 op2aHax 20cyodapcmeeHHOl 8Aacmu, Ope2aHax MecimHo20 CamMoynpasAeHus U 0P2aHU3AYUIX»

HamMmeHOBaHMeE OOJIXHOCTU
COCTaBUTEJIA OIUCU

Iloonucoe

<*> CocTaBngaeTCs Ha Kaxaoe 3NeKTpoHHOoe Aeno.

HamMeHOBaHMe opTraHM3aLuMU
QoHm N

OIICB Ne

BJIEKTPOHHEIX I&JI, OOKYMEHTOB
BpeMeHHEIX (cBome 10 JemT)
CPOKOB XpPaHEeHUS

PacumdpoBKa MNOOIUCU

®opmart A4 (210 x 297 mm)

MpunoxeHne Ne 18
K nn. 3.6, 4.19, 5.5 MNpasun

YTBEPXIAIO

PykopoouTesb OpIT'aHU3aLUN
[Tonnmce Pacumpporkra

NOOnmMcu
IaTa

3a Ton
Ne | MHpekc 3aronoBok gena KpaiiHue [Cpok xpaHeHusii O6bem, M6 | MpumevaHus
n/n gena natbl
1 2 3 4 5 6 7
B DaHHEM pas3nejl ONMCU BHECEHO nen,
c o e
(umbpaMy M NPONUCHIO) (umbpaMy M NPONMUCHIO)
o6 BEMOM MO.
HamMmeHOBaHME IOJDKHOCTU
COCTaBUTEJIA ONUCHU lomnmuce PacumppoBka NOONUCHU
HamMeHOBaHME IOOJIKHOCTU
PYKOBOIMUTENA apxmuea (iauua,
OTBETCTBEHHOTO 3a apxus) lloonmuchb Pacum@poBka MNOONMCHK

COTJIACOBAHO

IpoTtokos LUSK (3K) opraHm3aumum
oT e

EOVIHbIA ropTan

SNEeKTPOHHOM TOAINUCU

®opmart A4 (210 x 297 mm)

lecp.ru 44



IIpuxkaz Munkyavmyput Poccuu om 31.03.2015 N2526 «0O6 ymeepcoeHUuU NPasua op2aHu3ayul XxpaHeHus,
KOMNAEKMOB8AaHUS, Y1uema U UCNOAb308aHUS 00KYMeHmMos8 ApxugHozo ghoHda Poccuiickotil @edepayuu u Opyaux apxusHsbix
JOKYMeHIMo8 8 op2aHax 20cyodapcmeeHHOl 8Aacmu, Ope2aHax MecimHo20 CamMoynpasAeHus U 0P2aHU3AYUIX»

MpopomkeHne npunoxeHus Ne 18
kK nn. 3.6, 4.19, 5.5 MNpasun

IIPUJIOXEHVE K OIIMCH Ne
SJIEKTPOHHEIX IEJI BPEMEHHBIX
(cerme 10 J1eT) CPOKOB XPaHEHUS

3a rozn
PeecTp IOOKYMEHTOB (KOHTEVHEPOB 3JIEKTPOHHEIX NOKYMEHTOB) 3JIEKTPOHHOIT'O Ieja:
<F>

Nt en. Xp. IO ONUCHU NHpmexkc pesia

3aroJIoBOK ImeJia

HaTta Per. Ne HaumeHoBaHWe JoKyMeHTa O6bem, M6 MpumedaHns
OOKyMeHTa AOKYMeHTa

1 2 3 4 5

HavMmeHOBaHME OOJIXHOCTU
COCTaBUTEJIA OIUCHU IlNoonmucoe PacumppoBka NOONUCHK

®opmart A4 (210 x 297 mm)

<*> CocTaBngaeTCs Ha Kaxaoe 3NeKTpoHHOoe Aeno.

EZNVIHDIV [OpTan_ :
DNEeKTPOHHOM MoANUCH 1€Cp.ru 45



IIpuxkaz Munkyavmyput Poccuu om 31.03.2015 N2526 «0O6 ymeepcoeHUuU NPasua op2aHu3ayul XxpaHeHus,
KOMNAEKMOB8AaHUS, Y1uema U UCNOAb308aHUS 00KYMeHmMos8 ApxugHozo ghoHda Poccuiickotil @edepayuu u Opyaux apxusHsbix
JOKYMeHIMo8 8 op2aHax 20cyodapcmeeHHOl 8Aacmu, Ope2aHax MecimHo20 CamMoynpasAeHus U 0P2aHU3AYUIX»

HammMmeHOBaHUE OopraHMnsaumum

PEECTP OIIUCEN

Hauat

OkKOHUEH

MpunoxeHne Ne 19
kK on. 3.6, 3.11, 3.15 MNpaeun

®opmart A4 (210 x 297 mm)

MpopomnxeHne npunoxeHns Ne 19
knn. 3.6, 3.11, 3.15 lMNpasun

Ne Ne Ne |HasgaHue Konnyectso gen B onucu KpaviHue |Konuyec [KonnyecTtglTpumeya
n/n | coHga| onnck | onucu narbl TBO o] Hue
MOCTOAHHOBPEMEHHOIo no JNINCTOB B| 3K3eMMnnA
ro (cBbiwe 10 | IM4YHOMY ornucu |poB onucu
XpaHeHus ner) cocTaBy
XpaHeHus
1 2 3 4 5 6 7 8 9 10 1"
Bcero xXpaHMTCsS B apxmube ommcey, W3 HUX
(umdpamM ¥ HOPONIMUCHI)
IIOCTOSHHOT'O XPAaHEHUS ,
(umbdpaMm M NOPONUCHI)
BpeMeHHOTO xpaHeHus (cebiue 10 JsieT) ,
(umdpaMm ¥ MIPONMCHI)
IO JIMYHOMY COCTaBy ,
(umdpamMm ¥ NPONMUCHI)
B TOM UMCJI€ NOCTYNMJIO B ronmy onucemn
(umdpaMm M MIPONMCHI)
B TOM UMCJIE€ BHIOBIJIO B ronmy onmcen
(umbpaMy M NPONUCHIO)
HayMeHOBaHME HOOJIXHOCTM pPaboTHMKA
apxmBa opraHMs3aluy, COCTaBUBIIEIO
peecTp omnmucen llomnmuce PacumppoBka NOONUCHU
nonOnmcum
HayMeHOBaHME HOOJDKHOCTMU
PyKOBOOMUTEJNS apxmueBa (amua,
OTBETCTBEHHOT'O 3a apXUB) [Nlognuco PacumppoBKa MNOONUCHU
MOANNUCH
IDaTa
dopmat A4 (210 x 297 Mm)
EZNVIHDIV [OpTan_ -
DNEeKTPOHHOM MoANUCH 1eCp.ru 46



IIpuxkaz Munkyavmyput Poccuu om 31.03.2015 N2526 «0O6 ymeepcoeHUuU NPasua op2aHu3ayul XxpaHeHus,
KOMNAEKMOB8AaHUS, Y1uema U UCNOAb308aHUS 00KYMeHmMos8 ApxugHozo ghoHda Poccuiickotil @edepayuu u Opyaux apxusHsbix
JOKYMeHIMo8 8 op2aHax 20cyodapcmeeHHOl 8Aacmu, Ope2aHax MecimHo20 CamMoynpasAeHus U 0P2aHU3AYUIX»

YTBEPXIAIO

PyKOBOOMTEJIE OpTraHM3aluun,
nepemamumer OOKYMEHTE

Ilognuco PacumppoBra
IOONMCHU
HaTa I[leuaTs
AKT
Ne

nprueMa-rnepenady apxMUBHBIX
OOKYMEHTOB Ha XpaHeHUe

MpunoxeHne Ne 20
K 0. 3.15 MNpasun

YTBEPXIAIO

PyKOBOOMTEJIE OpTraHM3aluu,
NIpUHUMAKIEN ITOKYMEHTH

Ilognuco PacumppoBkra
IOONMCHU
DaTa
I[leuaTs

(ocHOBaHMe Mepenaum)

(Ha3BaHMe nepenmaBaeMoro GoHIA)

coan,

(HasBaHMe opraHMs3aluM, Iepenapumely IDOKYyMEeHTEH)
a IIPUHAT

(Ha3BaHMe OpTraHM3aALMM IPUMHMMAKIEN IOKYMEHTH)
IOOKYMEHTH Ha3BaHHOTO QOHIaA M HAYYHO-CIPaBOUYHHEM allapaT K HUM:
Ne n/n HasBsaHune, Homep onucu Konuyectso Konuyectso ef. | [NpumedaHus

3K3eMnnAapos onnucu Xp.
1 2 3 4 5
TOTO NPMHATO en. Xp.
[lepemauy HNpomM3BEJIN: [IpeM npom3BEJIN:
JOJIXHOCTB IToonmce PacumbppoBkra JOJIXHOCTB IToonmce PacumbppoBKra
IIOONNCHK IIOONNCHU
IDaTa IDaTa
QoHOYy nNpmcCBOEeH N
VI3MeHeHUsa B YUYeTHEIe IOOKYMEHTEI BHECEHEI.
IJOJIXHOCTB [Tonnmce PacumppoBka NOONMUCHU
IaTa
®opmart A4 (210 x 297 mm)
EOVIHbIA ropTan '
DNEeKTPOHHOM MoANUCH 1eCp.ru 47



IIpuxkaz Munkyavmyput Poccuu om 31.03.2015 N2526 «0O6 ymeepcoeHUuU NPasua op2aHu3ayul XxpaHeHus,
KOMNAEKMOB8AaHUS, Y1uema U UCNOAb308aHUS 00KYMeHmMos8 ApxugHozo ghoHda Poccuiickotil @edepayuu u Opyaux apxusHsbix
JOKYMeHIMo8 8 op2aHax 20cyodapcmeeHHOl 8Aacmu, Ope2aHax MecimHo20 CamMoynpasAeHus U 0P2aHU3AYUIX»

MpunoxeHne Ne 21
kK nn. 3.15, 4.11, 4.13 lMpasun

HammMmeHOBaHME OopraHMnsaumum

AKT YTBEPXIIA
e PykopomouTesb OpTraHMU3alLuUmn
O BHIEJIEHUNM K YHUYTOXESHUIO
APXMBHEIX IOOKYMEHTOB, I[Toonuce Pacumpporkra
He MoIJieXallMX XPaHEHMI [IOONMCH
IDaTa

Ha ocHOBaHUM
(HasBaHMe M BHEIXOIHEIE IOAaHHEE IIepeuHsd HOOKYMEHTOB C ykasaHMeEM

CPOKOB MX XPaHEHUH)
oToOpaHEl K YHMUTOXEHMIO KaK He UMeKlMe HayUYHO-MCTOPMUECKOM LIeHHOCTU U
yTpaTUBIME NPaKTHUUEeCKOoe 3BHaueHMe INOKYyMeHTH ¢QoHma N

(HazBaHme o¢oHIma)

Ne 3aronoBok gena logpl Homep [Homep en. xp.Konuuects/Cpoku xpaHeHus | lMprumeyaH
n/n | (rpynnoBOW 3arofioBOK onucu <*>| no onMcKn | O ed. Xp. |M Homepa cTaTen ne
OOKYMEHTOB) no nepeYHto
1 2 3 4 5 6 7 8
NToro ern. xXp. 3a TOOHL.
(undpaMM ¥ NOPOIUCHI)
Onmcm mesi NMOCTOAHHOTO XpPaHeHMA 3a ronel yTBepxneHbl 31K

(HaMMEeHOBAaHME apXMBHOTO YUPEXIEeHUS)
(mpoTokoJs OT e )

HarvMeHOBaHME IOOJIKHOCTMU
pPyKOBOOMTEJNS apxuBa (nmuua,

OTBETCTBEHHOI'O 3a apXUB) IlTognucoe PacumppoBKa NOAONMUCHU
COTJIACOBAHO

IpoTokoJi LI9K (2K) opraHm3auuu

oT e

<*> [pu BblOENEHNN K YHUUTOXEHWNIO IOKYMEHTOB NpuW NMOAroTOBKE Aen K nepejadye B apxvs opraHv3aumm
rpadbl 4, 5 He 3aNONHAKTCA.

MNpogomkeHne npunoxeHusa Ne 21
K nn. 3.15, 4.11, 4.13 Mpasun

IJOKYMEHTE B KOJIMUECTBE en. xp.:
- Ha OyMaXHOM HOCHUTEJIE BECOM KI' CIaHE
Ha YHUYTOXEHUE;

— Ha DJIEKTPOHHOM HOCUTEJIe CHaHBl Ha YHUUTOXEHUE

(cmoco® yHUUTOXEHMS)

EZNVIHDIV [OpTan_ :
DNEeKTPOHHOM MoANUCH 1€Cp.ru 48



IIpuxkaz Munkyavmyput Poccuu om 31.03.2015 N2526 «0O6 ymeepcoeHUuU NPasua op2aHu3ayul XxpaHeHus,
KOMNAEKMOB8AaHUS, Y1uema U UCNOAb308aHUS 00KYMeHmMos8 ApxugHozo ghoHda Poccuiickotil @edepayuu u Opyaux apxusHsbix
JOKYMeHIMo8 8 op2aHax 20cyodapcmeeHHOl 8Aacmu, Ope2aHax MecimHo20 CamMoynpasAeHus U 0P2aHU3AYUIX»

HamMeHOBaHME OOJIXHOCTM pabOoTHMKA,
CIaBIIETO IOOKYMEHTEH lloonmuce PacumppoBka NOONUCHU

IaTa

VI3MeHEeHMA B YUEeTHHE IOKYMEHTHE BHECEHH.

HammMeHOBaHME IOJDXKHOCTM pPabOTHUKA

apxuBa, BHECWEI'O M3MEeHEHNA

B yUeTHBIE IOOKYMEHTH llognuco PacumppoBka NOAONUCU

DaTa

®opmart A4 (210 x 297 mm)

MNpunoxeHne Ne 22
K 0. 3.15 MNpasun

HammMmeHOBaHUE OpraHM3zaumnum

AKT YTBEPXIIA
e PykopomomuTesb OpraHMU3alLuUmn
O HENCIIPaBMMBIX [IOBPEXIEHMAX
APXMBHBEIX IOOKYMEHTOB lomnmuce Pacumpporkra
IOONMCU
IDaTa
QoHpmg N

(HasBaHme ¢oHzma)

B doume oOHapPyXeHH IOOKYMEHTH, IPW3HAHHBIE HEMCIPAaBMMO I[IOBPEXIEHHEIMA :

Ne |Onmck NelEga. xp. Ne 3aronoBok KpanHne patbl Konuuyectso CywHocTb 1
n/n NOBPEXAEHHbIX ef. Xp. nncToB (o6bem, NPUYUHBI
M6) noBpexaeHns
1 2 3 4 5 6 7

JTOro OOHapPyXeHO HEMCIPaBMMO NOBPEeXIEeHHBIX

en. Xp.
(umdpaMm M MIPOMMCHI)
[lepeuncJieHHEE €. XpP. [NOOJeXaT CIMCaHMI0 BBUIY:

HayMeHOBaHME HOOJDKHOCTMU
PYKOBOOMUTENS apxmupa (auua,
OTBETCTBEHHOT'O 3a apxXuB) Honnucob PacumbppoBKa IMMOONMUCHU
COTJIACOBAHO COTJIACOBAHO <*>
IpoTokoJs L3K (9K) opraHm3auun [IpoTokoJs JIK apxXMBHOTO yUpPeXIeHUS
oT Ne oT Ne
VI3sMeHeHuda B YUEeTHBEIE IOOKYMEHTHE apXMBa BHECEHEH.

EOVIHbIA ropTan '
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HamMeHOBaHME IOOJDKHOCTU
paboTHMKA, BHECWEIO M3MEeHEeHMd
B y4YeTHble IOOKYMEHTH Hononuce PacumppoBKa MNOONUCHU

DaTa

dopmat A4 (210 x 297 Mm)

<*> [Ina JOKYMEHTOB, BKIMOYEHHbIX B cocTaB ApxuBHoro cooHaa Poccuinckon ®enepaumm.

MpunoxeHne Ne 23
kK on. 4.11, 4.31 MNpasun

HammMmeHOBaHME OopraHmnszaumum

HayMeHOBaHME CTPYKTYPHOTO

nompasnesieHus
OINCH N
nenu
Ne NHpekc 3aronoBok gena KpaiiHne gatbl Cpok KonnyectBo | NpumevaHue
n/n aena XpaHeHust <*>  nnMCcToB
1 2 3 4 5 6 7
HasBaHue pasgena
B HmaHHYI0 OIMCBH BHECEHO neJt
(undpamM ¥ OPOIUCHI)
c N o e , B TOM UMCJIE:
JIMTEPHEIE HOMEepa:
[IPOIyIlIeHHEIE HOMEepa:
HamMeHOBaHME IOOJIDXKHOCTU
PYKOBOOUTEJNSA CTPYKTYPHOTO
nogpasnelieHnd lomnmuce PacumppoBka NOONMUCU
COTJIACOBAHO COTJIACOBAHO <**>
HamMeHOBaHME IOOJDKHOCTU [IpoTokoys 3K CTPYKTYPHOTIO
pykoBOoOUTeNd CJIyXOe IJOY nonpasnejieHnud
Moonuce PacumppoBka oT Ne

[Monnucu

IaTa

<*> ['pachba onyckaeTcs B onncu gen NoCTOSIHHOIO CPOKa XpaHeHUs.
<**> [Mpun Hanuunmn 3K CTPYKTYpHOro noapasgeneHus.
MNpopomkeHne npunoxeHus Ne 23
kK non. 4.11, 4.31 MNpasun

EZNVIHDIV [OpTan_ 3
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aOKyMeHmOG 8 opeaHax eocyaapcmseHHoﬁ eaacmu, op2aHax MecmHo20 camoynpas/ieHuA u opeaHu3ayusax»

[lepenan
neJ

(udpamMm M NPOMNMCHI)
" PeTrMCTPALMOHHO-KOHTPOJIBHEIX KapTOTEK K IOKyMeHTaM.
(umdpamMm ¥ NPONMCHI)

HamMeHOBaHME IOOJIDKHOCTU paGOTHVIKa

CTPYKTYPHOTO NOOpPa3OeJIeHUs [Mognmuce PacumdpoBka NOONNCK

[MpuHuAan nen
(umdppamMm ¥ MNPOIMUCHI)

u PeTMCTPalMOHHO—KOHTPOJIbHEIX

(undpamM ¥ OPOIMUCHI)
Kap'I‘O'I‘eK K IOOKYyMeHTaM.

HamMeHOBaHME IOJIKHOCTU
paboTHMKA apxXuBa Homonmucob PacumdpoBKa MOOIUCU

IaTa

®opmart A4 (210 x 297 mm)

ENVIHBIV MOpTan_ .
DNEeKTPOHHON MOANUCH 1eCp.ru
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aOKyMeHmOG 8 opeaHax 2ocy6apcm6eHHoﬁ eaacmu, op2aHax MecmHo20 camoynpas/ieHuA u opeaHu3ayusax»

MpunoxeHne Ne 24
kK 0n. 4.11, 4.31 MNpasun

HammMmeHOBaHME OopraHMnsaumum

QoHpm N

OINCh

Ne

OJIEKTPOHHEIX OeJjI, IOOKYMEHTOB

Ne n/n Mupekc 3aronoBok gena KpanHne gatbl | O6bem, M6 | lNMpumevaHus
nena <*>
1 2 3 4 5 6
HanmeHoBaHune pasgena
B nmaHHBIM pas3nejl ONMCKM BHECEHO nenu,
(umdpamMm M NOPONUCHI)
c N o N
0B6BEMOM MO.
HamveHOBaHMe OOJIXHOCTU
PYKOBOOIUTEJNA CTPYKTYPHOI'O
nompasneljieHnd lNomnmce PacumppoBka NOONMUCU
IaTa
COIJIACOBAHO COTJIACOBAHO <**>
HamMmeHOBaHME IOOJDXKHOCTU [IpoTokoys 3K CTPYKTYPHOTIO
pykopomouTessa ciyxoOwsl JOY nompasnesieHUs
Nopnuce Pacumpposka oT Ne
Noponucu
IaTa
<*> Fpacba OnycKaeTCsd B onmncun aen noCToOAHHOIo Cpoka XpaHeHus.

<

**> Npu Hannuum K CTPYKTYpPHOro NogpasfaeneHus.

MNpogomkeHne npunoxeHus Ne 24
K 0. 4.11, 4.31 MNpasun

llepenan

nejl

"u

(umdpamMm ¥ OPONMUCHI)
PErUMCTPALMOHHO-KOHTPOJIBHEIX KAPTOTEeK K IOOKyMeHTaM,

(undpaMM ¥ NOPOIUCHI)
ob6BeEMOM MG .

HauMeHOBaHME IOOJIDKHOCTU paGOTHVIKa
CTPYKTYPHOI'O IIoImpa3neJiIeHUA lNognuce PaCLLU/IQ)pOBKa IIoOrnmcum

MpuHAan nest

=

(umdpamMm ¥ OPONUCHI)
PETUCTPALMOHHO-KOHTPOJIbHEIX

EZNVIHDIV [OpTan_ .
DNEeKTPOHHON MOANUCH 1eCp.ru
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(umdpamMm ¥ NPONMUCHI)
KapTOTekK K IOOKyMeHTaM, OO0BeMOM M6.

HamMeHOBaHME IOOJIDXKHOCTU
paboTHMKA apxuBa Iononuce PacumbppoBKa MNOONMUCHU

DaTa

dopmat A4 (210 x 297 Mm)

MpopomkeHue npunoxexus Ne 24
k nn. 4.11, 4.31 Mpasun

[NPVWJIOXEHVE K OINCHU N
SJIEKTPOHHEIX 1eJI, OOKYMEHTOB

PeecTp HOOKYMEHTOB (KOHTEMHEPOB SJIEKTPOHHEIX HOKYMEHTOB) DBJIEKTPOHHOTO IeJja:
<*>
I en. Xp. o onmcu MHmekc nesa

3aroJIOBOK meJia

Hata Per. Ne HaumeHoBaHMe gokymeHTa Obbem, M6 MpumevaHus
OOKyMeHTa OOKyMeHTa

1 2 3 4 5

HarvMeHOBaHME IOOJIKHOCTMU
COCTaBuUTEJId OINUCU Ilognucoe PacumppoBKa NOAONMUCU

®opmart A4 (210 x 297 mm)

CocTaBnsieTcs Ha Kaxgoe QNIEKTPOHHOE O€ero.

EZNVIHDIV [OpTan_ 3
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aOKyMeHmOG 8 opeaHax 2ocy6apcm3eHHoﬁ eaacmu, op2aHax MecmHo20 camoynpas/ieHuA u opeaHu3ayusax»

HammMmeHOBaHME OopraHMnsaumum

MpunoxeHne Ne 25
K n.4.18 MNpasun

HOMEHKJIATYPA IOEJI YTBEPXIA
PYKOBOIMTEJL OpPTaHM3alUM
Ha ron Mognuce Pacumpposka
IOINNCHU
DaTa
NHpekec 3aronioBokK Aena KonuuectBo gen| Cpok xpaHeHus 1 MpumedaHne
aena Ne ctatbu no
nepeyHto
1 2 3 4 5

HasBaHune pasgena

HavMeHOBaHME IOJDKHOCTU
pykoBoOUTeNd CIyXxOe JOY
opraHM3auum

Buza pykoBoOouTesisa apxmBa
(mmua,

COTJIACOBAHO

[IpoTokon L32K
oT e

(3K)

OTBETCTBEHHOTO 3a apxuB)

I[Toonmuce

PacumppoBka NOONUCHU

COTIJIACOBAHO

[IpoTokos 3K apxXMBHOTO YyUYpPEeXIEHUS

oT

e

MpogomkeHune npunoxexus Ne 25
K 0.4.18 MNpasun

VToroBasa BamnMChb O KaATETOPMAX UM KOJIMUYEeCTBe e,
rogy B OpraHM3alum

3aBeIEeHHEIX B

Mo cpokam xpaHeHus Bcero B ToMm uucne:
nepexonsLmx c otmeTkon "OlK"

1 2 3 4

[NocTosiHHOrO

BpemeHHoro (cBbiwe 10 ner)

BpemeHHoro (8o 10 net BKMOYMTENBHO)

UTOIO:

HamMeHOBaHME IOOJIXHOCTU

pykoBoOuTeNnda CiyxoOel JOY lNognmuce PacumppoBka NOONMUCU

IaTa

EOVIHbIA ropTan

DNIEKTPOHHON TOANMUCU

lecp.ru
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VToTOBEIE CBEIEHUA IIepelaHbl B apXUB.

HamvMeHOBaHME IOOJDKHOCTMU JIMLa,
rnepenaBmero CeBeleHUA

IDaTa

HamMeHOBaHMe opraHM3aluMn

HavMeHOBaHME CTPYKTYPHOTI'O
nompasneyeHnsa

HOMEHKIIATYPA IOEJI

I[loponmuce

PacumbppoBKa MNOONMUCHU

dopmat A4 (210 x 297 Mm)

Mpunoxexue Ne 26
K N.4.18 MNpasun

Ha ronm <*>
NHpoeke 3aronoBsok gena KonnuecTtBo ToMoBCpok xpaHeHus n N9 MNpumevaHme
aena (vacten) cTaTby NO NEPEYHIO
1 2 3 4 5

HasBaHuve pasgena

HamMeHOBaHME IOOJIDKHOCTU
pykrkoBOOUTEJIA CTPYKTYPHOI'O
nogpasneJsieHnA

IDaTa

COIJIACOBAHO <**>
[IpoTokoys 3K CTPYKTYPHOTIO
rnompasneJieHus

oT e

I[loponmuce

PacumbppoBKa MNOONMUCHU

®dopmat A4 (210 x 297 Mm)

<*> K HOoMeHknaType gen CTPyKTypHOro nogpasgeneHnst No OKOHYaHuM KarneH4apHOro roga CoCTaBnsieTcs
nTorosasi 3anncb No oopmMe, ykasaHHOM B NpUAoXeHuu 25, n genaetca oTMETKa O nepedadvye UTOroBbIX CBEAEHUN

B cnyx6y [1OY opraHusaumn.

<**> [Npu Hannuumn 3K CTPYKTYpHOro nogpasaeneHust.

EOVIHbIA ropTan

~

DNIEKTPOHHON TOANMUCU

lecp.ru

MpunoxeHne Ne 27

55



IIpuxkaz Munkyavmyput Poccuu om 31.03.2015 N2526 «0O6 ymeepcoeHUuU NPasua op2aHu3ayul XxpaHeHus,
KOMNAEKMOB8AaHUS, Y1uema U UCNOAb308aHUS 00KYMeHmMos8 ApxugHozo ghoHda Poccuiickotil @edepayuu u Opyaux apxusHsbix
JOKYMeHIMo8 8 op2aHax 20cyodapcmeeHHOl 8Aacmu, Ope2aHax MecimHo20 CamMoynpasAeHus U 0P2aHU3AYUIX»

kK nn.4.19, 4.21 MNMpasun

BHYTPEHHAA OIIMCH
OOKYMEeHTOB nejia N

Ne n/n |Pernctpaum [aTta 3aronoBoK AOKYMeHTa Homepa nuctos gena| lNpumeyaHve
OHHbIN OOKyMeHTa
MHOEKC
[OKyMeHTa
1 2 3 4 5 6
VToro IOKYMEHTOB.

(umdpamMm ¥ NPONMUCHI)

KommuecTBO JIMCTOB BHyTpeHHeI;I OIIMcCum

(umdpamMm ¥ MNPONMUCHI)
HammMeHOBaHME IOJDKHOCTM JIMla,
COCTaBMBIIEI'O BHYTPEHHKK OIMCHb

OOKYMEHTOB [Hejia Ilognucoe PacumppoBKa NOAONMUCHU

OaTa

®opmart A4 (210 x 297 mm)

MpunoxeHne Ne 28
K nn. 4.19, 4.24 MNMpasun

(HamMMeHOBaHMEe TI'OCYyIDapCTBEHHOI'O (MyHMUMIIQJIBHOI'O) apxXmBa)

(HaMMeHOBaHME OpTaHM3alUM)

(HaMMeHOBaHME CTPYKTYPHOTO MNOIOpas3mesieHUsd)

IOEJIO N TOM N

(3aroJioBOK gmeJia)

(kpavHMe naTH)

Ha JIUCTax
XpaHUThb

‘(D. Ne

EOVIHbIA ropTan
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On. Ne
. Ne

®opmart A4 (210 x 297 mm)

Mpunoxexne Ne 29
K 0. 5.12 Mpasun

HamMeHOBaHMe oOpTraHM3alun
CnpaBOYHEE IOaHHBEE OO OpIraHM3alumn Ampecar
(mouToBEM azmpec, TenedoH,

TesedpoH/dbakc)

APXVIBHAA CIIPABKA

e
(mara)
Ha N oT
TexcT
OcHOBaHUuE :
JOJIXHOCTL PYKOBOIMUTEJIS OPTAaHMBALUN
(MM MHOTO YIOJIHOMOYEHHOTO MM JMlla) Monnucob PacumdppoBKa IOIONMUCU
I[leuaTnb
daMUIIMS MUCIIOJIHUTEJIS
Homep TesnedoHa
®opmart A4 (210 x 297 mm)
Mpunoxexne Ne 30
K 0. 6.8 MNMpasun
YTBEPXIIA YTBEPXIIA
(HaMMeHOBaHV[e OOJIXHOCTNM PYKOBOIOUTEJIA (HaMMeHOBaHV[e OOJIXHOCTNM PYKOBOOUTEJIA
opraHmM3aluuy, llepenauel OOKYMEHTH) opraHmM3aluuy, IPMHMMAaKIEN IOKYMEHTH)
llognmce PacumbppoBKa MNOONMUCHU [lopnmce PacumbppoBKa MNOONMUCHU
DaTa IleuaTsb DaTa IleuaTsb
AKT
e
nprueMa-rnepenaur apxXmMBHBIX
IOOKYMEHTOB Ha XpaHeHUe
EZIVIHbIV ropTain ’
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(ocHOBaHMe Iepenauu)

(Ha3BaHMe InepenmaBaeMoro GoHIA)

cnaj,
(HauMeHOBaHME OpTaHU3aluM, IlIepelallel IOKYMEHTH)
(HaMMeHOBaHME OpTaHM3alMM, IPMHMMAaklUeN IOKYMEHTH)
IIPUMHYMAET Ha TOCYHAPCTBEHHOE XpPaHeHMEe IOOKYMEHTH U CTPpaxXoBhble KOMIMU 3a
(roner)

M CIPaBOUYHBI amnnapaT K HUM:

KoHcynbTaHTlntoc: npumeyvaHme.
Hymepauus rpac B Tabnvue faHa B COOTBETCTBUM C OpULIMarbHbIM TEKCTOM JOKYMEHTA.

Ne n/n HassaHue, Homep onucu KonnyectBo KonnyectBo eanHu, MpumedaHne
3K3eMMJIsipoB ONnUCH XpaHeHus
1 2 3 4 6

MpogomkeHne npunoxeHus Ne 30
K 0. 6.8 MNMpasun

VTOTO NPMHATO en. Xp.
(umdpamMm ¥ NPONMUCHI)

[lepemauy OPOMUBBEJIN: [lpyeM npoM3BEJINM:

IJOJIXHOCTB INlogonuco IJOJIXHOCTB INlogonuco PacumpposBra

PacumppoBka IOINNCHU
IOONMCU

IDaTa IDaTa

QOHIOYy NPMCBOEH HOMEP

VIsMeHeHMSa B yUeTHHE IOOKYMEHTHE BHECEHEH
IJOJIXHOCTB [Tonnmce PacumppoBka NOONMUCHU
DaTa

®opmart A4 (210 x 297 mm)

EZNVIHDIV [OpTan_ 3
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