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3apeructpupoaHo B MuHtocte Poccum 7 ceHTtabpsa 2015 r. N 38830

MUHUCTEPCTBO KYNbTYPbl POCCUACKOW ®EQEPALIUK

NMPUKA3
ot 31 mapta 2015 . N 526

OB YTBEPXXOEHWU NMPABUN
OPrAHU3ALINN XPAHEHUA, KOMIMIJIEKTOBAHUA, YYETA U UCNOJIb3OBAHUA
AOOKYMEHTOB APXUBHOIO ®OHOA POCCUMNCKOU ®EOEPALIUA U OPYTUX
APXUBHbIX AJOKYMEHTOB B OPFTAHAX FOCYOAAPCTBEHHOM BNACTH,
OPrAHAX MECTHOIOo CAMOYNPABJIEHMA U OPTAHU3ALIUAX

B cooTtBeTCTBMM C OyHKTOM 2 Yyactu 1 ctatbu 4, YacTbto 5 cTatbn 14 PenepanbHOro 3akoHa ot 22 okTabpsa 2004 .
N 125-®3 "O6 apxuBHOoM gene B Poccuickon depepaunn” (CobpaHue 3akoHopaTtenbctBa Poccuiickon ®epepauunm,
2004, N 43, cT. 4169; 2006, N 50, cT. 5280; 2007, N 49, cT1. 6079; 2008, N 20, cT. 2253; 2010, N 19, c1. 2291; N 31, cT.
4196; 2013, N 7, c1. 611; 2014, N 40 (4. Il), ct. 5320) v nocraHoeneHueM lNpaBuTtensctea Poccuiickon ®enepauumn ot
20 wrona 2011 r. N 590 "O MunuctepctBe kynbTypbl Poccuiickon ®epepauun” (CobpaHue 3akoHopaTenbCTBa
Poccuinckon ®epepauun, 2011, N 31, c1. 4758; N 44, cT. 6272; 2012, N 6, cT. 688; N 17, c1. 2018; N 26, c1. 3524; N 37,
cT. 5001; N 39, cT1. 5270; 2013, N 3, c1. 204; N 8, cT. 841; N 31, cT. 4239; N 33, cT1. 4386; N 41, cr. 5182; N 45, cT.
5822; 2014, N 9, cT. 909; N 30 (u. II), cT. 4305; N 40 (4. lll), cT. 5426, N 48, c1. 6860; 2015, N 2, cT. 491; N 4, cT. 664; N
9, cT. 1339) npukasbiBato:

1. YTBepanTb npwunaraemble npaBuna OpraHuM3aumMyM XpaHeHUsl, KOMMIIEKTOBaHWs, y4eTa M UCMNOSb30BaHUS
nokymeHToB ApxmBHoro cooHaa Poccunckon degepaumm n opyrnx apxmBHbIX JOKYMEHTOB B OpraHax rocyaapCTBEHHON
BMacTu, opraHax MECTHOIo camoynpaBreHns 1 opraHM3aumnsx.

2. HanpaBuTb HaCTOALWMI NPpUKa3 Ha rocygapCTBEHHy perucTpaumio B MuHmucTepctBo toctuumnm Poccuiickon
depepaumu.

3. KoHTponb 3a ucnonHeHnem npukasa BO3NOXUTb Ha nepsoro 3amectutens MuHuctpa B.B. Apuctapxosa.

MuHucTp
B.P.MEOVMHCKWNA

MpunoxeHne

K npukady MuHucTepcTBa KynbTypbl
Poccuickon ®egepauum

ot 31 mapta 2015 . N 526

NMPABUNA
OPIrAHU3ALIUUN XPAHEHUA, KOMIMTIEKTOBAHUA, YYETA U UCNOJIb3OBAHUA
OOKYMEHTOB APXUBHOIO ®OHOA POCCUNCKOW OEOEPALUN U OPYTUX
APXUBHbIX OOKYMEHTOB B OPTAHAX TOCYOAPCTBEHHOM BITIACTMH,
OPrAHAX MECTHOIO CAMOYNPABINEHUA N OPTAHU3ALUAX

[. OBLLUME MONOXEHNA

1.1. Hactosiwme [lNpaBuna opraHu3auum XpaHeHusl, KOMMIEKTOBAHUA, y4eTa U UCNOSMb30BaHUA [OOKYMEHTOB
ApxwusHoro doHaa Poccunckon ®efepaummn v Apyrux apxXmBHbIX OOKYMEHTOB B OpraHax rocyfapCTBEHHOW BRacTy,
opraHax MecTHOro caMoyrnpaBrieH s 1 opraHusaumsx (ganee - Hactosiwue MNpaBuna) paspaboTaHbl B COOTBETCTBUM C
depepanbHbiM 3aKOHOM OT 22 okTsi6ps 2004 r. N 125-d3 "O6 apxuBHom gene B Poccuiickon depepaumn” (CobpaHue
3akoHogaTtenbcTBa Poccunckon denepaumm, 2004, N 43, cT. 4169; 2006, N 50, cT. 5280; 2007, N 49, cT1. 6079; 2008, N
20, ct. 2253; 2010, N 19, cT. 2291; N 31, cT. 4196; 2013, N 7, cT. 611; 2014, N 40 (4. Il), ct. 5320), nocraHoBneHnem
MpaButensctea Poccuickon ®egepaumm ot 15 moHa 2009 r. N 477 "O6 yteepxaeHun [MpaBun genonpous3BoacTBa B
dhedepanbHbIX opraHax ucnonHuTensHom srnactn” (CobpaHne 3akoHogatenscTBa Poccunckon ®Pegepaummn, 2009, N 25,
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cT. 3060); mpukaszoM MuHucTepcTBa KynbTypbl U MAaccoBbIX KOMMYHUKaunii Poccuiickon ®egepauun ot 18 ausaps 2007
r. N 19 "O6 ytBepxxgeHun [MpaBun opraHu3aummM XpaHeHusl, KOMMMEKTOBaHWS, y4yeTa M WUCMOMb30BaHWUS OOKYMEHTOB
ApxuBHoro doHga Poccuickon ®efepaumm n Opyrmx apxXvMBHbIX OOKYMEHTOB B FOCYAapCTBEHHbIX M MyHUUMNANbHbIX
apxmBax, My3esix n Oubnmortekax, opraHusauusx Poccuiickon akagemum Hayk" (ganee - [lpaBuna xpaHeHus)
(3apeructpupoBaH MuHioctom Poccumn 6 mapta 2007 r., peructpaumoHHbii Homep 9059, "BronneTeHb HOPMAaTMBHbIX
aKToB pefepanbHbIX OpraHoB McnonHuTensHo Bnactu oT 14 maga 2007 r. N 20"), ¢ M3MeHeHUAMU, BHECEHHbIMU
npukasoM MuHuUcTepcTBa KynbTypbl U MaccoBbIX KOMMYHUKaumi Poccuinckon ®egepaumm ot 16 chespans 2009r. N 68
(3apeructpupoBaH MuHioctoM Poccum 5 mast 2009 r., pernctpaumoHHbein Homep 13893, "Poccuiickas raseta” ot 20 mas
2009 r. N 89), npukazoM MuHkynbTypbl Poccun ot 10 ceHTabps 2007 r. N 1273 "O6 yTtBepxaeHuM hopM Y4YeTHbIX U
WHbIX JOKYMEHTOB MO OpraHm3auum XpaHeHWsi, KOMMIIEKTOBaHUSA, y4eTa U WCMNONb30BaHWUsS OOKYMEHTOB APXMBHOMO
doHaa Poccunckon Pegepaumm - gpyrux apxvmBHbIX AOKYMEHTOB B rOCYAapCTBEHHbIX M MYHMLMMNAMNbHbBIX apXxuBax,
My3esx 1 bubnmoTtekax, opraHnsauusax Poccuiickon akagemun Hayk" (3apernctpmpoBaH MuHioctom Poccnn 9 okTabps
2007 r., pernctpaumoHHbin Homep 10291, "BronneTeHb HOPMATUBHLIX akToB defeparibHbiX OpraHoB WUCMNONTHUTENBHOMN
Bnactu ot 5 Hos16psa 2007 r. N 45").

1.2. JencTtBme HacTosAwwmx NpaBun He pacnpoCTpPaHAETCs Ha OpraHn3aLmnio XpaHEeHUS, KOMMNIIEKTOBaHNS, yYeTa |
NCNonb30BaHUSA [OOKYMEHTOB ApxmBHOro ¢oHga Poccunckon degepaumm M Opyrmx apxXvMBHBIX — JOKYMEHTOB,
cofepKallmx CBedeHusl, COCTaBnsAloLWmne rocyaapCTBEHHYIO TalrHy.

1.3. l'ocyaapcTBeHHbIE OpraHbl, OpraHbl MECTHOIO camoyrnpasneHns MyHULUMNansHoro pamoHa, ropoAckoro okpyra
N BHYTPUrOPOACKOro pawoHa o00si3aHbl Co3daBaTb apxuBbl B LENAX XpaHeHWs, KOMMMEKTOBaHWs, yyeTa MU
ncnonb3oBaHns 06pa3oBaBLUNXCA B NPOLIECCE MX AEATENbHOCTU apXMUBHbBIX AOKYMEHTOB.

1.4. OpraHusaumm BrnpaBe co3aBaTb apXvBbl B LENSX XpaHeHns o6pa3oBaBLUMXCS B NpoOLecce UX OeATENbHOCTU
APXUBHbIX JOKYMEHTOB, B TOM YMCIe B LENsiX XpaHeH!s 1 NCMONb30BaHNSA apXMBHbBIX OOKYMEHTOB, HE OTHOCALLMXCA K
rocyaapCTBEHHON NN MyHMLMNANbHOM COBCTBEHHOCTM <1>.

<1> Yactb 2 cratbu 13 PepepanbHoro 3akoHa OT 22 okTabps 2004 r. N 125-03 "O6 apxuBHOM Jene B
Poccuinckon denepaummn”.

1.5. 3agaum un yHKUMM apxmBa (LEHTpanbHOro apxuBa) roCydapCTBEHHOrO OpraHa, oOpraHa MeCTHOro
camoynpaBneHua, opraHum3aunmm - UCTOYHUKA KOMMIIEKTOBAHUA OCyadapCTBEHHOro, MyHuuunanbHOro apxumea
ONPEeLenstoTCs NOMNOXeHNEM, YTBEPXKAAEMbIM PYKOBOAUTENEM OpraHn3aLuin.

[l. OPTAHUN3ALNA XPAHEHNA JOKYMEHTOB
APXMBHOIO ®OHOA POCCUNCKOW EOEPALIMN N OPYTUX APXMBHbIX
JOKYMEHTOB B OPFAHN3ALN

2.1. lokyMeHTbI, obpasytoLLmecs B eATenbHOCTM opraHn3aLmm, COCTaBnaoT JOKYMEHTanbHbIN hOHA.

2.2. Co3paHve [oKyMeHTanbHoro ¢oHAa opraHv3auuu OCyLLecCTBISieTCs MyTeM COCTaBNeHWs HOMEHKNaTypbl
aen, opMmMpoBaHMS M OPOPMITEHUSI LENl Ha OCHOBE HOPMAaTMBHbLIX MpPaBOBbIX akToB Poccuiickon depepauny,
nepeyYHen TUNOBbIX apXMBHbIX OOKYMEHTOB C YKa3aHUWEM CPOKOB WX XpPaHEHWUS, YTBEPXKAAEMbIX B COOTBETCTBUM C
OoyHKTOM 3 cTathu 6 PepepanbHOro 3akoHa ot 22 oktabpsa 2004 r. N 125-03 "O6 apxvmBHOoM fOene B Poccuiickoi
depepaummn”, M nepevHen [OKYMEHTOB, OOpasylolmxca B npouecce [AedATenbHOCTU eaepanbHbiX  OpraHoB
rocy1apCTBEHHON BMaCTWU, MWHbIX FOCYAapCTBEHHbIX opraHoB Poccunckon ®denepauummn, a Takke B npouecce
[eaTenbHOCTU NoABEAOMCTBEHHbIX UM OpraHu3aumii, C ykazaHMeM CPOKOB XpPaHEHNS.

2.3. Yactb gokymeHTanbHoro doHAa, BKrovawLwas gokyMeHTbl ApxusHoro cdoHaa Poccuiickon ®epepauuu,
OOKYMEHTBI MO NIMYHOMY COCTaBY M JOKYMEHTbI BpEMEHHbIX (CBbiwe 10 NieT) CPOKOB XpPaHEHWS], BKITIOYEHHbBIE B YYETHbIE
OOKYMEHTbI apXuBa, COCTaBMseT apX1MBHbIN (DOHA OpraHvM3aunm, KOTOPbIA NOAMNEXNT XPaHEHNIO B apXvBe OpraHvM3aunm.

[dokyMeHTbl BpeMeHHbIX (40 10 neT BKNOUYMTENbHO) CPOKOB XPaHEHUS XPaHATCA B CTPYKTYPHbIX MOoApasaeneHnsx
opraHmsaumm 1 No UCTEYEHNN CPOKOB X XPaHEHMUS NOAMEXaT YHUUTOXEHUIO B NOpSAKe, YCTAHOBNEHHOM B MyHKTax 4.6
- 4.13 HacToswwmx MNMpasun.

2.4. Bugamn apxmBHbIX OHAOB OpraHn3aunmn SBnaTCS:

ApPXUBHbIN (POHA OpraHM3aumm, COCTOALLMIA N3 OKYMeHToB ApxmBHoro cooHaa Poccunckon ®egepaumm n gpyrnx
ApPXUBHbIX JOKYMEHTOB;

00begMHEHHbIN apXMBHbIA OOHA, COCTOALLMA N3 0Opa3oBaBLUMXCA B MpoLecce AeATEenbHOCTU OBYX unu Gonee
opraHusaumin gokymeHtoB ApxmBHoro doHga Poccuiickon ®egepaummn v gpyrux apxmBHbIX OOKYMEHTOB, MMEHOLLMX
Mexgy cobon NCTOPUYECKN U/unun normdeckn obycroBrneHHbIE CBA3Y;

apxMBHas KOJNEKLUMS, COCTosas W3 OTAerNbHbIX apPXUBHbIX [OOKYMEHTOB pPasfiIM4HOIO  MPOMCXOXAEHUS,
006beAVHEHHbIX MO OOHOMY UMW HECKONBbKMM NpU3HakaM (TEMaTu4eckomy, aBTOPCKOMY, BUAOBOMY, OO bEKTHOMY).

2.5. ApxvmBHOMYy boHOY oOpraHuMsauun npucBaMBalOTCA Ha3BaHWEe, COOTBETCTBYlOLlEee HaMMEHOBaHUIO
opraHusaumu, 1 HoMep B Nopsaake, onpegeneHHoM nyHkTom 3.8 HacToswwmx MNpasun.
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2.6. Apx1BHble IOKYMEHTbI OpraHu3aLmMm COCTaBnsaT OAUH (€AMHbIN) apXMBHbIA OHA:

00 W MNocne peopraHusauuun, a Takke U3MEHEHWUs] CTPYKTYpbl, LUTATOB, €CMM YKa3aHHble MepOnNpusTUA He
MoBreknu 3a cobor 3MeHeHus Lenen n npeameTta OeSTENbHOCTU OpraHM3aunu;

00 1 Nocne U3MeHeHUs TeppPUTOpUanbHbIX rpaHnL 4eATEeNbHOCTM OpraHn3aumnuy;

B Clly4ae CMeHbl yupeauTens.

B cnyyae u3MeHeHUs COOCTBEHHMKa MMYyLLECTBa OpraHusaumy apxmBHble OOKYMEHTbl OpraHu3auun OOIDKHbI
BKMOYaTbCH B pasHble apXMBHble OHAbI.

2.7. B cnyyae peopraHusaumm opraHusauum ¢ nepegaden yHKUUN BHOBb CO34aHHOW U MHOW OpraHu3aumnm Bce
apXuBHble JOKYMEHThI MepeaatTcsl OpraHn3aLMn-NnpaBonpeeMHNKY 1 BKITHOHAKOTCH B apXMBHbIN poHA nocrneaHen.

[OoKyMeHTbl MOCTOSAHHOIO XPaHEHUS U AOKYMEHTbI MO JIMYHOMY COCTaBy JIMKBUOANPOBAHHbIX OPraHn3auun JOMKHbI
nepegaBaTbCs B yNOpsA04EHHOM COCTOSHMU Ha XpaHeHWe B COOTBETCTBYIOLUA FOCYAApCTBEHHbIM (MyHUUMNANbHbIN)
apxuB.

2.8. XpoHonornyeckumum rpaHnLamMmm apxmBHoro cooHaa aBnstoTea <1>:

<1> [loanyHkr 2.8.6 nyHkTa 2.8 MpaBun xpaHeHus.

AN apxXuBHOro hoHAa OpraHu3auMm - yCTaHaBfMBaeMble Ha OCHOBE HOPMATMBHbLIX aKTOB AaTbl CO34aHus U
nvkeMgauun opraHusaumu. Npu HanuyuMm HecKomnbkMX akToB 06 obpasoBaHWM opraHusauuu npuHMMaeTca gaTa
Hanbonee paHHEro u3 Hux;

ONns oObegMHEHHOrO apXMBHOMO (QOHAA OpraHu3auuu - gatbl co3gaHus Haubornee paHHen W NUKBMZALMU
Hanbornee No3gHel No BpeMeEHN OEeATENbHOCTU OpraHn3auun, OKYMEHTbl KOTOPOW BOLWMM B COCTaB 0ObEAMHEHHOro
apXuBHOro poHaa;

AN apXUBHOW KOMNNEKUMM - 4aTbl CAMOro paHHero u camoro no3gHero AoKyMeHTa.

2.9. ApxMBHble OOKYMEHTbl OOSDKHbI XPaHUTLCS B CUCTEMATU3NMPOBAHHOM MOpsiAKe B npefernax apxvMBHOro
doHaa. EguHnuen cuctematmsaumm JOKYMEHTOB apXMBHOro oHAa B apXvMBe OpraHu3daumm sBNSETCs COBOKYMHOCTb
ApPXUBHbIX JOKYMEHTOB WU OTAENbHbIA AOKYMEHT, OTHOCSLUMECS K OAHOMY BOMPOCY OEATENbHOCTU OpraHun3auum
(oanee - eguMHULA XpaHeHUs ).

2.10. EAMHuUbl XpaHeHnst OOMmkHbl BbiTb CMCTEMAaTU3MPOBaHbI, BHECEHbI B ONMUCU M OGOpPMIIeHbl B MOpSAKe,
obecneunBaloLLEM yYeT, MOUCK U NCMOSNb30BaHNE apXMBHbIX JOKYMEHTOB.

2.11. EAMHULBI XpaHeHUs apXMBHOro poHAa CUCTEMaTU3UPYIOTCA B COOTBETCTBMM CO CriegyroLMMm NpusHakamm:

CTPYKTYPHbBIN (MPUHAONEXHOCTb €AUHNUL, XPaHEHUS K CTPYKTYPHbIM NoApa3faeneHusaM opraHusaumm);

XPOHOJOTMYECKMI (MO Nepuogam Unu gatam, K KOTopbiM OTHOCATCS €AMHULbI XpaHeHusl);

YHKUMOHANbHLIN, OTPAcneBon, TEMaTUYECKUA, MPEAMETHO-BOMPOCHbIN (C y4eTOM (pYHKUMIA OpraHusaumm, Tem
U BOMPOCOB, KOTOPbIX KAcaeTCca CoAepXKaHne eauHnL, XpaHeHusl);

HOMUVHanbHbLIV (MO A4enonpou3BoACTBEHHOW DOpMe - Buaam U pasHOBUOHOCTSAM JOKYMEHTOB);

KOPPECNOHOEHTCKUM (N0 OpraHuM3aumsMm, B pesynbTaTe MNepenuckM ¢ KoTopbiMM obpasoBanvcb eauHuULbl
XpaHeHus);

reorpacouyeckun (B COOTBETCTBUM C OMNPeAEneHHbIMW TEPPUTOPUAMU, HACEMEHHBIMWU MyHKTAMWU W APYrMMU
reorpacpmyeckummn obbeKTamMu, C KOTOPbIMU CBSI3AHO COAEpXKaHMe JOKYMEHTOB, aBTOPbl, KOPPECTOHOEHThI);

aBTOPCKuMiA (MO Ha3BaHWAM OpraHu3aumn nnu Pamunusam rpaxagaH, ABnsLLMXCS aBTopaMn AOKYMEHTOB).

2.12. [okymeHTbl, Bowegwme B OObeAMHEHHbI apxMBHbIM OHA, pacrnonaralTcsa MO  3HAYMMOCTM
doHOoobpasoBaTenen, N0 XPOHOMOrMM CO3daHMs OOKYMEHTOB, MO andasuTy HasBaHWWA W ApyruM npusHakam. B
npegenax Kkaxaoro doHAaa, Bowealero B 06 beAMHEHHbIN apXMBHbIN POHA, MPUMEHSIIOTCS NPUHLMNbBI cMCTeMaTn3aumm,
BbIOOp KOTOPbIX OMNPEAEnseTcs XapakTepoM [OeATENbHOCTU KOHKPETHbIX OpraHu3auun, COCTaBOM W 0O0BbEMOM
OOKYMEHTOB.

2.13. CnctemaTnsaumsi AOKYMEHTOB apXUBHOM KOMNIIEKLMN ONpeaensieTcs TeMaTUKOM U COCTaBOM AOKYMEHTOB.

2.14. CoxpaHHOCTb OOKYMEHTOB B apxuBe oOpraHusauum obecrneynmBaeTcd KOMMMEKCOM MeponpuaTui Mo
CO30aHMI0 HOPMATUBHLIX YCMOBWUWA, COBMIOOEHUI0 HOPMAaTUBHLIX PEXMMOB M Hagnexalwewn opraHvsauum XpaHeHus
OOKYMEHTOB, MCKMIOYAOWMX XuULleHne 1 yTpaTy 1 obecnedvBaroliMx nogaepkaHue B HOpMarbHOM  (OU3MYECKOM
COCTOSIHUM.

B komnnekc pabot no obecnevyeHnto COXpaHHOCTM JOKYMEHTOB apXuBa OpraHu3aLmmn BKITKYaKTCS:

npegocTaBneHne NoMeLLeHNs Ans pasMeLLeHns apXmMBHbIX JOKYMEHTOB;

obecneyeHe HOPMaTUBHbIX YCITOBUIA XpaHEHUS JOKYMEHTOB;

BbINOMHEHNe TpeboBaHMIN K pasMeLLeHNo JOKYMEHTOB B apXMBOXPAHUITULLE;

npoBepka Hanuunsa 1 COCTOAHUS LOKYMEHTOB.

2.15. ObecneveHne HoOpMaTMBHBIX YCIOBUA XpaHEHUS JOKYMEHTOB BKITHOYaET:

OCHalLleHNEe apXMBOXpaHUNuLL, cneumanbHelM 060pyaoBaHMEM ANS XPAHEHUS JOKYMEHTOB;

obopygoBaHMe MOMELLEHUSs apxvBa OpraHM3auum CpeacTBaMy MOXApPOTYLUEHUS, OXPaHHOW W MOXapHOW
curHanusaumen;
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cobnioeHne NPOTUBOMNOXapHOrO PEXMMa;

cobnioeHne OXpaHHOro PeXxnma;

cosfgaHve HOPMaTUBHbIX TemnepaTypHO-BNaXHOCTHOTO, CBETOBOrO PEeX1MMOB, nposegeHue
CaHWUTapPHO-TUTIMEHNYECKNX MEPOMNPUATUN.

2.16. Apx1B opraHmMsauum pasmellaeTcs B cneumanbHO MNOCTPOEHHbIX MMM MPUCNOCOBNEHHbIX ONA XpaHeHus
OOKYMEHTOB 34aHUAX UNW B OTAENbHbLIX NOMELLEHNSX 30aHUS.

B apxuBe opraHusauum JomxkHbl 6bITb NPegyCMOTPEHbI:

apXvBOXpaHWnuLLe;

nomeLleHve ans npuema, BpeMEeHHOro XpaHeHNs JOKYMEHTOB;

nomelleHve Ang  MCMoNb30BaHUS OOKYMEHTOB (YMTanbHbIM - 3an, Yy4acTOK Bbldayu  [OKYMEHTOB U
WMHOPMALMOHHO-MOWNCKOBLIX CPEACTB);

paboyre KOMHaTbl COTPYAHUKOB apXxvMBa OpraHvu3auny, KOTopble AOIMKHbI ObITb N30NMPOBaHbl OT MOMELLEHUIA, TAe
XPaHATCH apXUBHbIE JOKYMEHTbI.

He ponyckaeTtcsi pasmelleHve apxusBa opraHusauuy B noaBasbHbIX 1 YepaayHbIX MOMELLEHMNSX.

2.17. ApxmBoxpaHunuiie A0KHO BbiTb yaaneHo oT nabopaTopHbIX, MPOU3BOACTBEHHbIX, ObITOBbLIX MOMELLEHUA U
He uMeTb OBLMX C HUMU BEHTUNSALMOHHbLIX KaHamoB. ApXMBOXpaHUNWLLE OTAEenseTcs OT COCedHUX MOMeLLeHui
HecropaembiMy CTEHaMW U NePEKpbITUSMU C NpeaenamMm OrHeCTOMKOCTU He MeHee ABYX YacoB. B apxmBoxpaHunuiie He
JonyckaeTtcs npoknagka Tpyb BogocHabXeHus 1 kaHanmsauum, TeXHoNormyeckne unm buiTosble BbIBOAbI BOAbI.

2.18. lNpu pasmeLleHun apxXnMBOXpaHUnmLLa B cneumanbHOM UM NpucnocobneHHoM 3gaHun npeanoyteHne (npu
paBHbIX TEMNMOBbIX XapaKTepUCTUKaX) OTAAETCS NOMELLEHUAM C CEBEPHON OpUeHTaLMeENR OKOH.

MaTepuanbl MOKPbITUS CTEH, MONOB, MOTOSKOB, BHYTPEHHEN apMaTypbl apXUBOXPaHWNWLLA, NpUMeHsieMble Mpu
n3rotoeneHnn obopyaoBaHMA M CPEACTB XPaHEHWS apXMBHbIX AOKYMEHTOB, HE AOIKHbl BbIAENSATb arpeccuBHble
XUMUYeCKMe BeLecTBa 1 BblTb UCTOYHUKOM MbIfN.

2.19. ApxvMBOXpaHUnuLLEe JOIMKHO MMETb E€CTECTBEHHYI WITM UCKYCCTBEHHYIO BEHTUNSAUMIo, obecnedmBaioLyto
peLmnpKynsaumMio Bo3gyxa, CTabunbHOCTb TeMnepaTypHO-BMIAXXHOCTHOrO peXxuMMa, OYMCTKY BO3Adyxa OT Mbiiv U
arpeccuBHbIX NpMMECEN, a Takke 0TBe4aTb COBPEMEHHbIM TPeBOBaHNAM KOMMNAKTHOCTM Y SKOHOMUYHOCTW.

ApX1MBOXpaHUnvLLe 4OMKHO UMETb BbIXOAbl K NNATaM U NECTHUYHBLIM KNeTKam.

2.20. ApxBoxpaHunuiia (3a UCKIMOYEHNEM apXMBOXPaAHWUIULLL, pacrofiaralolnxcs Ha OXPaHsEMOW TeppUTOpUN)
obopyaytoTCca ABEPSMU C MOBbILLEHHOW TEXHUYECKOW YKPEMMEHHOCTbIO MPOTUB BO3MOXHOMO B3/10Ma, OCHALLEHHbIMU
3aMKaMu MOBbILEHHOW cekpeTHOCTU. OkHa NoOMeLLLEHN NePBOro aTaxa AOMKHbI OblTb 06opyAoBaHbl 3anuparLwummucs
pelueTkammn <1>.

<1> OoanyHkTbl 2.11.1.1 - 2.11.1.2 nyHkTa 2.11 lNpaBun XxpaHeHus.

2.21. Bce noctynawowme B apxuB OpraHM3auMm [OOKYMEHTbl pa3MeLlaloTCd B apXMBOXpaHUNMWax Ha
CTaLUMOHapHbIX N/UNK NepeaBMKHbIX MeTaNMYecknx crennaxax, B Metannnmieckmx Wwkadax Unm KoHTenHepax.

Crennaxu AomkHbl ObiTb YCTAHOBIEHbI NEPNEHANKYNSAPHO CTEHAM C OKOHHbIMK NpoemMamMu, a B nomMelleHnm 6e3
OKOH - C y4eToM ocobeHHOCTel nomeLLeHnss n obopyaoBaHus. He gonyckaeTca pasMelleHve cTennaxemn BMMOTHYH K
HapYyXHbIM CTEHaM 30aHWs U K UCTOYHWKaM Tenna.

PacctaHoBka ctennaxen u wkadoB OCYyLLECTBMASETCA B COOTBETCTBUM CO Creayowmmmn TpeboBaHUAMU:

paccTosiHME Mexay pagamu ctennaxen (rnasHbii npoxon) - He meHee 120 cw;

paccTosiHMe (Npoxon) Mexay ctennaxamu - He MeHee 75 cm;

paccTosiHMe MexXay HapyXHOW CTEHOW 34aHusA U CTennaxamu, napannenbHbIMU CTEHE - He MeHee 75 cM;

paccTosiHME MEXAY CTEHOW M TOPLIOM cTennaxa unu wkada (06xof) - He meHee 45 cwm;

paccTosiHME MEXAY MOJSIOM U HXKHEN MOSIKOW cTennaxa (wkada) - He meHee 15 CM, B LIOKOMbHbIX 3TaXax - He
meHee 30 cm <1>.

<1> [oanyHkr 2.11.3 nyHkra 2.11 MpaBun xpaHeHus.

2.22. [MpoTMBONOXAPHbIN PEXUM B 34aHWAX, FAe pa3MellaeTcd apxvMB OpraHusaumu, M B apXMBOXpaHMnMLLax
yCTaHaBnvBaeTCHa B COOTBETCTBMM C HOPMATUBHBIMU MpaBoBbIMK akTamu Poccuiickon ®epgepauum B 06nactTy noxapHom
BesonacHocTy.

2.23. OxpaHHbIN pexnm obecnevmBaeTca nyTeM 060pyaoBaHNS apXUBOXPaHWUIKLL, a Takke APYrux NOMELLEHUN,
raoe NOCTOSHHO UMW BPEMEHHO XPaHATCHA apXMBHblE OOKYMEHTbl, cpeacTBaMu oxpaHbl, obecrnevvBalowuMmn KOHTPOIb
[OCTyna B apxX1BOXpaHWmMLLE U NOMELLEHUS apx1Ba, U cobniogeHneM nopsiaka caadv nof oxXpaHy M CHATUS C OXpaHbl,
YCTaHOBIEHHOIO PYKOBOAMTENEM OpraHm3aLuunu.

B cnyyae Bblgaun apxuBHbIX JOKYMEHTOB BO BPEMEHHOE MOfb30BaHMe No 3anpocam roCyAapCTBEHHbIX OpraHos,
OpraHOB MEeCTHOro CaMoynpaBfeHns U OpraHn3auni BIHOC U3 34aHWsA apxvBa UMW 34aHWA OpraHu3auuy apXMBHbIX
OOKYMEHTOB paspellaeTcs TONbKO MO cneumanbHbiM Nponyckam.
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2.24. Apx1BHble JOKYMEHTbI crielyeT XpaHuTb B TEMHOTE.

Bce Buabl paboT ¢ JOKYMEHTaMU JOIMKHbI MPOBOAUTLCA MPU OrPpaHUYEHHbIX UM TEXHOMOMMYECKM HEODOXOAMMbIX
YPOBHSX OCBELLEHNSI.

3awmTta JOKYMEHTOB OT OEWCTBUSA cBeTa obecneuvvBaeTcs XpaHEHMEM OOKYMEHTOB B KOpoOKax, nankax wu
nepennetax, B WKadax UM Ha CTennaxax 3akpbIToro Tuna.

EcTecTBeHHOE OCBelleHME B apXMBOXPaHWMMWLLE LOMyCKaeTcsl Mpu  YCrOBMM TMPUMEHEHMST Ha  OKHax
cBeTopaccemBaTenew, 3almTHbIX UNBTPOB, LUTOP, XKantk3un, HAHECEHHbLIX HA CTEKINO MOKPbITUA. [NA MCKYCCTBEHHOrO
OCBELLEHNSI NPUMEHSIIOTCS Namnbl HakanMBaHWs B 3aKpbITbIX NadpoHax C rnaakon NoBEPXHOCTLIO.

YpOBEHb OCBELIEHHOCTM B [Auana3oHe BUOMMOIO CrekTpa He [OOMMKEH MpeBblwaTh: Ha BepTUKalbHOMN
NMOBEPXHOCTU CTeMNaxa, Ha BbICOTe 04HOro MmeTpa oT nona - 20 - 50 nokcoB, Ha pabouunx ctonax - 100 ntokcoB <1>.

<1> [oanyHkr 2.11.2.4 nyHkra 2.11 Mpasun xpaHeHus.

2.25. B apxvBOoXpaHWnuwie Ans XpaHeHus [OOKYMEHTOB YCTaHaBNMBAOTCA Credylolue napameTpsbl
TeMnepaTypHO-BMaXXHOCTHOIO pexuma: <1>

<1> [oanyHkr 2.11.2.3 nyHkra 2.11 Mpasun xpaHeHus.

ONS XpaHeHUs1 JOKYMEHTOB Ha OymaxHom Hocutene - temnepartypa 17 - 19 °C, oTHocuTenbHash BNaXHOCTb
Bo3gyxa - 50 - 55%;

A0S JOKYMEHTOB Ha MarHUTHbIX AMcKax U QUCKOBLIX HakonuTensx - 8 - 18 °C un 45 - 65%;

ONs OKYMEHTOB Ha onTtuyeckux guckax - 10 - 23 °C un 20 - 50%;

AN OKYMEHTOB Ha KMHOMMEHKE:

C HUTPOOCHOBOM - YepHo-Benble: TemnepaTypa He Boiwe 10 °C, uBeTHble: TeMnepatypa He Boiwe -5 °C;

¢ 6e3onacHoln OCHOBOW - YepHO-benble: TemnepaTypa He Beiwe 15 °C, uBeTHbIE: TeMnepaTtypa He Bbiwe -5 °C;

ONs POTOLOKYMEHTOB:

YepHo-6enkble - TeMnepaTypa He Bbiwe 15 °C;

LBETHbIE - TeMrnepaTypa He Bbiwwe -5 °C.

OTHOCuTENbHAsE BNaXHOCTb BO3dyxa, HeobxoaMmass Ans XpaHeHUs [OOKYMEHTOB Ha  KUHOMSIEHKE W
doToaokymeHTOB, coctasnseT 40 - 50%.

2.26. B apxvBOXpaHUIULiE C HeperynupyembiM KIMMaTOM [OOJDKHbl OCYLLECTBNATLCA MEpPONpUATMS Mo
oNTMMM3aUny TeMNepaTypHO-BNAXXHOCTHOTO peXXuMa C MPUMEHEHMEM OTOMIEHNS U MPOBETPUBAHUA MOMELLEHUN, a
Takke MEXaHUYECKNX CPEACTB YBNaXXHEHUS UK OCcyLleHns Bo3ayxa. Peskue konebaHms (Ce30HHbIE U B TEYEHME OOHMX
CyTOK) Temnepatypbl (+/- 5 °C) n oTHOCMTENBHON BriaxkHOCTU Bo3ayxa (+/- 10%) He gonyckaroTcs.

Mpy ANUTENBHOM HapyLLEeHUN TEMMNEPaTYPHO-BNAXHOCTHOrO pexunma (0T 3 CyToK 1 6onee), CoONpoBOXOAOLLEMCS
NOBbILLIEHWEM OTHOCUTENbHOW BriaxHocTU Bo3ayxa Ao 70 - 90%, npuHMMakroTCAa Mepbl MO €ro Hopmanusauuu
(MHTEeHCMBHOE MpOBETPMBaHUNE, OCYLLIEHE apXMBOXPaHUNULLIA).

TemnepaTypHO-BNAXXHOCTHbIA  PEXWM  KOHTPONUPYETCS MyTEM PErynsipHOro  WU3MepeHust TemnepaTtypbl U
OTHOCUTENIBHOW BIIAXXHOCTM KOMHATHOIO WM HapyXXHOro BO34yxa B OOHO M TO e BpeMsi: B KOHOMLUOHMPYEMbIX
noMeLleHnsx - He pexe 1 pasa B Hedeno; B apXvMBOXPaHUNULLAX, HE OCHALLEHHbIX CUCTEMOW KOHAMLMOHWPOBaHUSA
BO34yxa - 2 pa3a B HeAEenNto; Npu HapyLUEHMsIX pexuma - 1 pas B CyTKM.

lMokasaHnst KOHTPONBHO-U3MEPUTENBHBIX NPUBOPOB BUKCUPYIOTCA B PErUCTPALMOHHBIX XYpHanax, B KOTOPbIX
Takke OTpaxarTcs NpoBepka MNPaBWUIbHOCTM MOKa3aHUM MpuOOpPOB M Mepbl, MNPUHATLIE MO  HOpManusauuu
TemnepaTypHO-BNa)XHOCTHOIrO peXrMa B CIy4vasix ero HapyLUeHusl.

Mpn  Hanuuum B  340aHMM  apxuBa  LEHTPanu30BaHHOMW  CUCTEMbl  obecneyeHus  cobnogeHus
TemnepaTypHO-BNaXXHOCTHOIO peXxrMa B MOMELLEHUSX, TAe XPaHATCS OOKYMEHTbl, KOHTPOSb 3a ero cobnogeHuem
OCYLLIECTBMSIETCS B aBTOMAaTUYECKOM pEeXUME.

2.27. TomelleHMs apxuBa oOpraHM3auun [OIDKHbI COAEPXaTbCA B UYMCTOTE, B YCIMOBUSIX, WCKMOYAOLLNX
BO3MOXHOCTb MOSIBIEHUSA MJIECEHU, TPbI3YHOB, HACEKOMbIX, MbifM. B noMeLLleHUs X apXMBOXpaHWNWL, OOSMKHa ObITb
obecneyeHa cBobofHasA LMPKyNsauMsa Bo3dyxa, MCKIo4arollas obpa3oBaHWE HEMPOBETPMBAEMBLIX 30H, OMAaCHbIX B
CaHUTapHO-OMONOrMYECKOM OTHOLLEHUN.

B nomeLlueHunsAx apxmBoxpaHunuiy Heob6xoammo:

NPOBOAMTb CUCTEMATUYECKYO BMaXXHY0 yOOPKY;

He pexe OAHOro pasa B rog NpoBoaAnTb obecnbinnBaHue KOPOBbOK C 4OKYMEHTaMu, LWKadoB, CTENNaxen;

obpabaTtbiBaTb LOKOMbHblIE 4YacTW CTennaxew, MOMbl, MMAWHTYCbl, MNOAOKOHHWKM BOAHLIMW  pacTBOpamu
aHTUCENTUKOB.

2.28. [1Ba pa3a B rog (B Hayarne Ku MO OKOHYaHWM OTOMUTENBHOTO CE30Ha) AOKYMEHTbl W MOMELLEHNS
apXuBOXpaHWNVL, NoaseprarnTca obcrnegoBaHWIoO A5 CBOEBPEMEHHOro ObHapyXeHWst HacekoMbIX U nneceHu. [pu
oBHapyXeHMn BUoNorM4YeckMx BpegmTenen NPUHNMaKTCA CPOYHbIE MEPbI MO AE3MHAEKLMM N 4E3UHCEKLUN JOKYMEHTOB
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1 nomeLleHui cunamm paboTHUKOB apxmBa, a Nnpu HeoOX0AUMOCTM - CUNIaMM COOTBETCTBYHOLLMX CIYXKO.

2.29. B apx1BOXpaHuUnuLLe 3anpeLaeTcsa HaxoauTbCa B BEPXHEN OAeXAe, MOKPOM W rpsi3HOM 0O0yBW; XpaHUTb
NMOCTOPOHHME NpeaMeThl, UMYLLECTBO 1 000pyaoBaHue, ynoTpebnaTe N eBble NPOAYKTHI.

2.30. Obs3aTenbHbIMU YCOBUSMU XPaHEHUS ANEKTPOHHBIX AOKYMEHTOB SABMISIOTCS:

HanMuMe B apxvMBe OpraHvM3auMM He MeHee [OBYX 9K3eMMNNAPOB KaKOOW €AMHWUUbBI XPaHEHUS 3MNeKTPOHHbIX
OOKYMEHTOB (OCHOBHOM 1 paboymi aKk3eMnnsipbl JOMKHbI HAXOAUTLCH Ha pa3HblX PU3NYECKMX YCTPONCTBAX);

HanMune TeXHWYECKUX U NPOorpamMMHbIX CPEACTB, NpefHasHaJYeHHbIX Ans BOCMPOU3BeOeHUs, KOMMPOBaHUS,
nepesanuncu areKTPOHHBLIX JOKYMEHTOB, KOHTPONSA (IN3NYECKOTO U TEXHNYECKOTO COCTOSIHUS;

obecneyeHre pexunma XpaHeHWsi SMEKTPOHHbIX AOKYMEHTOB, WUCKMYalLWero yrtpaTy, HeCaHKUMOHUPOBAHHYIO
PacchbIfKy, YHUYTOXEHWNE UMW UCKaXeHWe NHopMaLmm.

2.31. lNepegada TEKCTOBbIX 3MEKTPOHHbIX AOKYMEHTOB ANS XPaHEHUs B apxXmB oOpraHusauuu, sBnaoLencs
WCTOYHWKOM KOMIMIEKTOBAHUSA roCyAapCTBEHHOMO M MyHULMMNAnbHOro apxmea, ocyllecTtensercs B (popmate PDF/A.

2.32. B uensix obecneyveHns xpaHeHUs, y4eTa U MCNOMb30BaHUS I3NEKTPOHHbLIX AOKYMEHTOB, HaXOAsLMXCA Ha
XpaHeHWM B apxvBe OpraHmn3auum, 4OMKHO NPOM3BOAMTECS CUHXPOHHOE M3MEHEHME NPOrpamMMHO-annapaTHon cpeabl B
opraHu3auum n B apxvmBe OpraHv3aunmy, a Takke CBOEBPEMEHHas Nepesannch 3MEKTPOHHbBIX apXMBHbLIX OOKYMEHTOB Ha
HOBbl€ HOCUTENM U B HOBblE hopMaThl.

B npouecce xpaHeHVs SNEeKTPOHHbIX OOKYMEHTOB B apXMBE OpraHusauuMum He pexe ogHoro pasa B 5 net
NPOM3BOAMTCA TEXHUYECKUA KOHTPOMb  (PU3MYECKOr0 COCTOSIHUA HOCUTENEN OMNEKTPOHHbLIX [OKYMEHTOB MU
BOCMPOU3BOANMOCTU SMNEKTPOHHbLIX JOKYMEHTOB.

B cnyyae ecnv npu ocyLLEeCTBNEHUN TEXHUYECKOTO KOHTPOSSA YCTAHOBMNEHbLI M3MEHEHUS (PU3NYECKOTO COCTOSHMSA
HOCUTENEN 3NEKTPOHHbIX OOKYMEHTOB, apxvMB OpraHuM3auuMmM Mo peLleHVIO PYKOBOAWTENSA OpraHu3aumn OOSHKeH
NpoBOANTbL paboTy MO Nepe3anmcu ANEeKTPOHHbBIX JOKYMEHTOB Ha HOBbIE€ HOCUTENMW.

[Mpn mn3meHeHun dopmaToB B pesynbTate npeobpasoBaHUd nporpammHo-annapaTtHon cpefbl, YXyOWeHUs
BOCMPOUN3BOANMOCTU SMNEKTPOHHbLIX AOKYMEHTOB apXMB OpraHmsauun rno peLleHuto pyKoBoAUTENS OpraHn3auum OOMKeH
npoBoanTb paboTy NO Nepesanncy ANEKTPOHHbIX JOKYMEHTOB B HOBble chopMaThbl.

Mpu ocywlecTBneHunM nepes3anucu [JOIMKHa ObiTb obecnevyeHa ayTEHTMYHOCTb, MOJSIHOTA, [OOCTOBEPHOCTb,
LeNOCTHOCTb M HEM3MEHHOCTb MHAOPMAaLIMKN, COAEPXKALLENCS B ANEKTPOHHbIX AOKYMEHTAX.

TekcToBblE 3NEKTPOHHbIE JOKYMEHThI, NOABEPTLIMECH Nepe3anncu B HOBble (bopmaThbl /UM Ha HOBbIE HOCUTENN,
OOMXKHbI 0OTBeYaTb TpeboBaHUAM, yCTaHOBMNEHHbIM MyHKTOM 2.31 HacTosawwmx lMpasumn.

2.33. [ins onepaTMBHOro AOCTYNa K 3MeKTPOHHbIM AOKYMEHTaM B CMpPaBOYHbLIX U MOUCKOBLIX LEMSX B apxuse
cospgaetcs hOHA NOMNb30BaHWUS SNEKTPOHHbLIX JOKYMEHTOB.

2.34. Bce nocTynarwLiue B apxmB OpraHn3aumm JOKYMEHTbI pa3MeLLalnTcs B apXMBOXpPaHUMLLAX Ha CTennaxax
unu B Wkadax B Nopsiike, COOTBETCTBYIOLLEM OMUCAM Aen, AOKYMEHTOB. [JOKyMEeHThbl, TeMnepaTypHO-BNa)KHOCTHbIN
PEeXMM XpaHeHUs KOTOPbIX PasnyyeH, OIMKHbI pa3MeLlaTbCs B PasHbIX apXMBOXPaHUIULLIAX.

2.35. [okymeHTbl ApxmBHoro coHga Poccunckon ®Pegepauumn u gpyrme apxumBHble AOKYMEHTbl OOMKHbI
XpaHUTbCA B KOPOBKax UMW nankax, U3roToBNeHHbIX 13 6e3BpeaHbIX ANs JOKYMEHTOB MaTepuaros.

OneKTpPOHHble [AOKYMeHTbl Ha ¢usmyeckn OOO0COBMEHHBIX HOCUTENSX pa3MeLlalTcs OTAeNbHO OT  ApYrux
[JOKYMEHTOB.

Ha Kopobku npuknenBaroTcsa Apbik1, HA KOTOPbIX YKa3blBaloTcsA: HOMep hoHAa, HOMEP ONUCKU U KpaHue Homepa
4en, pasmeLLeHHbIX B AaHHOW Kopooke.

[Mopsgok pasmMelleHns ycTaHaBnMBaeTCs B 3aBUCUMOCTM OT pacCTOAHMS Mexay nonkamu, uanyeckoro
COCTOSIHUA [fen, a Tawkke OT TBepaoCTW unM MArkocTu nepenneta. [ena, vmelowme TBepabii  nepenner,
yCTaHaBNBaKTCs BEPTUKAITLHO; C MATKUM NepensieToM Unn HenepenneTeHHbIe - TOPU3oHTarbHO.

Kopo©Oku He JoSmKHbI BbICTYNaTh 3a NPeAErbl MOJIOK CTENMaXen.

He ponyckaeTcs xpaHeHWe [OKYMEHTOB B TPaHCMOPTHOW Tape, B wrtabensax, Ha nomny, MOOOKOHHMKAX,
NEeCTHUYHbIX MIOLaaKax u ApyrMx He npefgHasHaYeHHbIX ANs XpaHeHUs AOKYMEHTOB MeCTax.

2.36. Bce nomelleHnsa apxvBa opraHmsaumu, a Takke CTennaxu, Lkadbl, KOHTENHEpPbI, MOMKA HYMEpPYHTCS.
Crennaxu, Wwkadbl U KOHTENHEPLI HYMEPYIOTCS B KAXAOM apXMBOXpaHWNuLLe crieBa HanpaBO OT BXOOHOW ABepu, a
MOMKW Ha cTennaxax - no wkadam cBepxy BHU3, CrieBa Hanpaso.

2.37. B uenax onpegeneHus MecTa XpaHeHWst [OOKYMEHTOB B apXMBOXPaHWIULLE  COCTaBMSAOTCA
Tonorpacmyeckme ykasatenu: noctennaxHolie (npunoxeHue N 1), a npy 6onbLiom konmyecTse OOHAOB - MOPOHOOBLIE
(mpunoxexue N 2).

2.38. VIameHeHusi, npoucxogsline B pasMELleHUM [OKYMEHTOB, AOMMKHbl CBOEBPEMEHHO OTpaXaTbCA B
Tonorpaduyeckmx ykasatensx.

2.39. B xo4e NpoBepPKN Hanu4ms 1 COCTOSAHUS apXMBHbLIX OKYMEHTOB B apX1Be opraHnsaLuu:

yCTaHaBnMBaeTCcs pakTMYecKkoe Hanmune eguHnL, XpaHeHMs N COOTBETCTBME YYETHBIM AOKYMEHTaM;

BbISIBIISIIOTCS U YCTPAHAKTCA HE4OCTATKN B yYeTe JOKYMEHTOB;

BbISIBIISIIOTCS OTCYTCTBYIOLLME AOKYMEHTbBI U OPraHn3yeTcs po3bICK;

BbISABNAOTCSH n YYMTbIBAKOTCS OOKYMEHTHI, Tpebyowwme npodmnakTn4ecKon n/vinm
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pecTaBpaLMOHHO-NpodunakTnyeckomn odbpadoTku.

BbIABNSIOTCA M yYNTLIBAIOTCA 3NEKTPOHHbIE LOKYMEHTbI, TpebyloliMe nepes3anucu Ha HOBble 3MEeKTPOHHbIE
HOCUTENKW, MPOBOAUTCA KOHTPOMb (PM3NYECKOrO U TEXHUYECKOTO COCTOSIHUS €OUHWL XpaHEeHWsl, OCyLLeCTBsSeTCs
npoBepka Ha Hanuyne BPeAOHOCHbIX KOMMbIOTEPHbBIX NPOrpamm.

2.40. MNpoBepka HaNM4ynsa 1 COCTOAHUSA OKYMEHTOB Ha ByMaskHbIX HOCMTENSX MPOBOAMTCH B apXUBE OpraHu3aumm
KOMUCCUEN UNKN HE MeHee YeM ABYMS paboTHUKaMu He pexe ogHoro pasa B 10 neT, SMNeKTPOHHbIX AOKYMEHTOB - He
pexe ogHoro pasa B 5 ner.

2.41. Tpwv npoBepKe HanM4nsi U COCTOSTHUS OKYMEHTOB B apXvBe OpraHn3auumn Heobxogumo:

COXpaHATb MOPSAA0K PACMONOXEHNS JOKYMEHTOB Ha CTennaxax, B LKadax M KOHTeMHepax B COOTBETCTBUM C
Tonorpacpmyeckummn  ykasatensmu. [lpu M3MeHeHWM pacnonoxeHuss gen Heobxooumo CBOEBPEMEHHO [Aenatb
COOTBETCTBYIOLLME 3anncK B TONorpacnyecknx ykasarensx;

noMeLlaTb Ha MecTa Hagnexallero XxpaHeHns obHapy>KeHHbIe BO BpeMs MPOBEPKM HenpaBUibHO pa3MeLLeHHble
eQVHWLbI XPaHeHNs;

n3biMaTb C MOCNeAyLWENn N30MAUnen OOKYMEHTbI, 3apaXKeHHbIe MMeCEeHb WM  ApYrMMyn  BMONorMyeckumMm
BpeauTensmu (ons JOKYMEHTOB Ha OyMaXkHOM HocuTene);

n3blMaTb €OWMHWLbl XPaHEHUS 3NEKTPOHHbLIX [JOKYMEHTOB, coAepXaline BpedOHOCHbIE KOMMbIOTEPHbIE
nporpamMmebl, NOMeLLaTb Ha cneunansHO BbiAENEHHYI0 MoKy (B AWuK) Ang nocregytowen obpaboTku;

n3blMaTb U pa3MellaTb Beres 3a YY4TEeHHbIMU Aena, He BHECEHHbIE B ONUCH.

BHeceHue BbIsIBNEHHbIX B XOA4E NPOBEPKN HEYYTEHHbIX Aen B ONUChb 3anpelaeTcs. HeyyTeHHble gena noanexat
06paboTKe M oNMcaHuo Nocre 3aBepLUEHNS MPOBEPKN.

2.42. [poBepka HanMunsi 1 COCTOSIHUSA AOKYMEHTOB MPOBOAMTCA MyTEM CBEPKU OnucaTerbHbIX CTaTel onucu C
onvcaHnem gen Ha obroxkax.

duanyeckoe CoCcTodAHME Aen onpegenseTcsa nyTem Bu3yarnbHOro npocMoTpa.

Hdenatb kakve-nMbo NOMeTKMN UMK 3anucK B ONUCAX Aen 1 Apyrux YYeTHbIX AOKYMeHTax 3anpewaetcs. B koHue
KaXkgon npocMoTpeHHomn onncu aenaetcs 3anuck "MPOBEPEHO" ¢ ykasaHnem HoMmepa 1 AaThbl akta NPoOBEPKU Hann4ums
N COCTOSIHUSI [LOKYMEHTOB.

2.43. TpoBepka HanMuusa N COCTOAHUS OOKYMEHTOB CUYMTAETCs 3aBEPLUEHHOW MOCne BHECEHUS W3MEHEeHWN,
BbISIBITEHHbIX MPOBEPKOW, B Y4ETHbIE JOKYMEHTbI apXmBa.

Mo pesynbTataM NPOBEPKN COCTABMSETCH aKT MNPOBEPKU HamnuMumMs W COCTOSIHUS apXMBHbIX [AOKYMEHTOB
(npunoxenue N 3). MNMpu obHapyxeHNM OLLIMBOK B YHETHbLIX AOKYMEHTaX COCTaBMNSAETCA akT O TeXHUYEeCKMX OLlIMbKax B
yyeTHbIX AokymeHTax (npunoxeHve N 4). B cnyyae obHapyXeHUsi LOKYMEHTOB, HE OTHOCSILLIMXCS K AaHHOMY doHAy,
apXuBY OpraHvM3aumn, Hey4TEHHbIX, TaKkke COCTaBIISIETCS COOTBETCTBYHOLWMIA akT (NnpunoxeHne N 5). YkazaHHble aKTbl
NMOANUCHIBAIOTCH UCMOMNHUTENAMW U YTBEPXKAAKTCHA PYKOBOAMTENEM OpraHvM3auny U ero 3amecTuTenem, KypupyroLwmm
OesaATenbHOCTb apXuBa.

2.44, Ecnv NpOBEpPKOW HanMUunMs U COCTOSHUSA OOKYMEHTOB YCTaHOBMEHO OTCYTCTBME [eNn U [OKYMEHTOB,
OpraHn3yeTcs UX Po3biCK.

Po3bick apXxMBHbIX JOKYMEHTOB, He OOHapyXeHHbIX B XO4e MPOBEPKW, OPraHm3yeTcsi C MOMEHTa BbISIBIEHUS
OTCYTCTBMS M NPOBOAUTCHA B TEeYeHMe ofHoro roga. Ha gemna, He obOHapyXeHHble B Xo4e MPOBEPKM Hanmuunmst wu
COCTOSIHMSI JOKYMEHTOB, COCTaBnsieTcs akT 06 yTpate OOKyMeHTOB (npunoxeHue N 6), KOoTopbIi paccmaTpuBaeTcs
3KCNepTHOM Komuccmen (UeHTpanbHOM 3KcnepTHoM kKomwuccuen) (panee - OK (LUOK) opranmsaumm v yTBepxaaeTcs
pykoBoguTenem opraHusauun munm ero 3amectutenem. K akTy npunaraetca cnpasBka O MpPOBEAEHWM PO3biCKa,
NOAroTOBIEHHas 1 nognucaHHas nuMUoM, NPOU3BOAUBLUMM MPOBEPKY. AKT 06 yTpaTe OOKYMEHTOB MnpeacTaBnseTcs B
COOTBETCTBYIOLLUIA rOCyAapCTBEHHbIA (MYyHULMMNANbHBIN) apXUB UMK YNONTHOMOYEHHbIA OpraH WCMOSTHUTENbHOW BnacTu
cybbekta Poccunckon Pegepaumm B 0611acTu apxXmBHOIo Aena ANs NPUHATUSA PELUEHUS O CHATMM YTpayeHHbIX Oen c
yyeTa.

2.45. [lokyMeHTbl BblalOTCA M3 apXMBOXpPaHWNULLA Ha OCHOBAHUW MUCbMEHHOMO paspeLleHusl PyKoBOAUTENS
apxuBa opraHusauuMnm wnu ero 3amectutens (ecnu apxuB SBMASETCH ydypexgeHuem), PyKoBOOUTENs CTPYKTYpPHOro
noapasgeneHus opraHusauum:

paboTHUKaM CTPYKTYPHbIX NOApa3aeeHnii opraHusaumu;

cynebHbIM, NPaBOOXPaHUTENbHLIM U UHBIM YMOSTHOMOYEHHBIM OpraHam B COOTBETCTBMM C 3aKOHOOATENbCTBOM
Poccuickon denepaumu;

WHbIM NOMb30BaTENsM MO MUCbMEHHOMY 3asiBNIEHMIO.

[oKyMeHTbl Bbl4al0TCH M3 apXMBOXPAHUIULL, HA CPOK, HE NPEBbLILLAIOLLWIA:

OfHOrO Mecsua - AN UCMOoMb30BaHMs paboTHUKaMK OpraHM3auny U UHbIMU NOMb30BaTENSAMU;

LLIeCTM MecaLeB - CyAeOHbIM, MPaBOOXpPaHNTENbHbLIM U UHLIM YNONTHOMOYEHHBIM OpraHam.

lMpooneHne YCTaAHOBMEHHbLIX CPOKOB Bblga4M [JOKYMEHTOB [OMYCKAeTCs C pas3peLleHus pyKkoBOAMTENs
opraHm3aumm Ha OCHOBaHMM NMMCbMEHHOIO NOATBEPXKAEHUS MOMb30BaTens O coxpaHeHun/obecnevyeHnn COXPaHHOCTU
[OOKYMEHTOB.

2.46. Boigaya JOKYMEHTOB U3 apXMBOXpaHUNULLA PErMCTPUPYeTCs B KHUMe Bblgayvum gen n opopmnsaeTcs:
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3aka3oM (crnyebHON 3annckomn) Ha Bblgady aen;

aKToM O Bblaye Aen Bo BpeMeHHOe Mofb30BaHue - Npu Bblgaye B CTOPOHHME opraHm3auun (npunoxenve N 10).

Mpwn TpaHcnopTupoBKe Aen Ha mnobble paccTosHWMA obecnevmBaloTCs Mepbl MO OXpaHe W 3awmute wux oT
BO30EeNCTBUS BPeaHbIX (haKTOPOB OKpyXXarLen cpeabl.

2.47. Boligayy JOKYyMEHTOB Ha ByMaXkHOM HOCUTENE U3 apXMBOXpaHuUnumLia 1 npuem nx obpartHo, B TOM 4ucne B
crnydyae HeobxoOMMOCTM MOSIMCTHYIO NPOBEPKY Hanuimss W COCTOSHMS  OOKYMEHTOB neped Bblgavyen u3
apXMBOXpaHWnuLLa 1 Npy Bo3BpaTe, MPOM3BOAUT PabOTHUK apXMBOXpaHWNULLA B MPUCYTCTBUM Nuua, MONy4aloLero
(Bo3BpalLatoLLero) gena.

Bmecto BblgaBaeMblXx M3 apxXMBOXPaHWNULLA eOMHUL, XpaHeHWs W onucen Aen, [OOKYMEHTOB [OShKHa
pa3smellaTbCs KapTa-samectutens gena (npunoxenvie N 7). MNpu Bo3BpalleHun gena KapTa-3aMmecTuTenb N3biMaeTcs 1
XPpaHUTCH B apxvBe opraHvM3auny 40 MMHOBaHWUS HaZOBOHOCTH.

[ena, BblgaBaeMble U3 apXMBOXPAHUIMULLA, AOIMDKHbI WUMETb apXMBHbLIA  WIMAP, NPOHYMEPOBaHHbIE NUCTHI,
nuct-3aseputens gena (npunoxeHne N 8) n NUCT UCNonNb3oBaHUA AOKYMEHTOB (npunoxeHne N 9).

MoaroToBKa apXxMBHbIX JOKYMEHTOB K BblAa4e U3 apXMBOXpPaHUNULLA BKMOYaeT:

BblIEMKY apXUBHbIX JOKYMEHTOB;

CBEpPKY apXuBHOro Wwndpa 1 3aronoBKOB C ONMUCHIO Aer, JOKYMEHTOB;

npoBepKy pm3n4eckoro cocTodHMs aena.

ONEeKTPOHHbIE AOKYMEHTbI BbIAAIOTCA U3 apXMBOXPaHUNULLA B BUAE 3NEKTPOHHBLIX KOMWUA UMK KOMUI Ha ByMaxKHOM
HocuTene. MNpyn HeobGXOAMMOCTW 3aBepeHUst KOMUA SMEKTPOHHbIX AOKYMEHTOB MCMOMb3yeTCA 3MeKTPOHHas MoAnuchb
pyKOBOOUTENSA OpraHmnsaunm WnvM YnorTHOMOYEHHOro MM OOSHKHOCTHOrO Nuua unyv Npou3BOAMTCH 3aBepeHune Komnuu
AOKyMeHTa Ha ByMaxkHOM HocuTerne B YCTaHOBMNEHHOM nopsake (MyHKT 5.14 HacToawmx Mpasun).

2.48. [IokyMeHTbI U3 apX1UBOXpaHWUnuLLa, Kak npasumno, He BblgatoTcs:

npu Hann4umn oHAa NONb30BaHUS;

HaxoasLmecs B HeyA0BNEeTBOPUTENBHOM (PU3NYECKOM COCTOSIHUM.

2.49. B opraHusaumm gomkHbl 6biTb paspaboTaHbl nfaHbl KOHKPETHbIX MEPOMNPUATUA M Apyrue HopMaTWBHble
OOKYMEHTbI, pernaMmeHTupyowmne nopsaok paboTel B YpesBblYaWHbIX CUTyauMsX, MPU BO3HUKHOBEHUWM KOTOPbIX
HEBO3MOXHO 06ecneynTb COXPaHHOCTb apXMBHbIX AOKYMEHTOB.

C copepxaHvem nnaHoB MEpPOoNpUATAUA U ApYrMX HOPMAaTUBHBIX OOKYMEHTOB, onpegensiowmx paboTy apxusa
opraHm3aumm nNpuv YpesBblHanHbiX CUTYaUUSAX, AOMXKHbI OblTb 03HaKoMMNeHbl paboTHMKN apxmMBa OpraHM3auum.

lIl. YYET AOKYMEHTOB APXVBHOIO ®OHOA POCCUNCKOW ®ELEPALIAN
N OPYTUX APXMBHbBIX OOKYMEHTOB B OPTAHUS3ALINKA

3.1. Y4yeTy nognexart BCe XpaHALWMECH B apXMBe OpraHmsauum AOKYMEHTbl, BKIOYas AOKYMEHTbl MO FIMYHOMY
COCTaBy, KON AOKYMEHTOB hOoHAA NOMb30BaHMSA (MPU HANU4YMK) U ONUCK Aen, LOKYMEHTOB.

3.2. OpraHunzaums, ABMASOLWAACA UCTOYHMKOM KOMMMEKTOBAHUS rocyAapCTBEHHOMO (MyHULMNAnbHOro) apxuea,
NpeLcTaBnsieT B roCyAapCTBEHHbIN (MyHULMNANbHbLIA) apXMB yYeTHble cBeAeHMs 06 obbeme 1 cocTaBe XpaHSALWMXCA B
apxvBe opraHusauuu [okymeHToB ApxmBHoro ¢poHaa Poccuiickon depepaumv M OpYrux apxXMBHbIX OOKYMEHTOB B
COOTBETCTBMM C PernameHTOM rocygapCTBEHHOro yyeta AOKYMeHTOB ApxuBHoro cdoHga Poccuiickon ®epepauuu,
YTBEPXAEHHbIM nNpuka3omM Pocapxusa oT 11 mapta 1997 r. N 11 (3apeructpmpoBaH MuHtoctom Poccum 8 uronsa 1997 r.,
pervcTpaumoHHbin Homep 1344).

3.3. OCHOBHbIMW eANHULLaMN y4eTa apXMBHbIX JOKYMEHTOB SABNSAOTCA:

apXuBHbIA hoHA;

e[MHMLIa XpaHeHWs - 0eNo, ANeKTpoHHoe aeno (NyHKT 4.34 HacTosAwmx Mpaswun).

3.4. EAvHuuam xpaHeHusi NpucBanBaloTCs y4eTHbIE HOMEpA, SBNSALWMNECS YaCTbio apxmBHOro wudpa. CeeaeHns
0 COCTaBe eAuHML, XpaHEHUS U UX KOMyecTBe (PUKCUPYIOTCSA B YYETHbIX JOKYMEHTax apxvBa.

ApxuBHbIN Wndp (0603HaYEHNE, HAHOCMMOE B JIEBOM HWXXHEM YINy Ha KaXAyl eOUHWULY XPaHEeHWa B Lensax
obecneyeHns yyeTa n MaeHTMUKaLMM) COCTOMT U3: HOMepa apxMBHOro poHAa; HOMepa OonucKu Aen, OOKYMEHTOB,;
HOMepa eaUHULIbI XpaHEeHUS.

APXVBHBIN  WINGP SMNEKTPOHHBIX [OOKYMEHTOB, XPaHUMbIX Ha OOOCOGMEHHBbIX 3MEKTPOHHBLIX HOCUTENSX,
yKa3blBaeTCs Ha BKNagbllle, BIOXEHHOM B (yTNAp HOcUTeNsi. ApPXUBHBIV LUNAP SNEKTPOHHBIX LOKYMEHTOB, XPaHUMbIX
B MH(OPMaUMOHHOW CUCTEME apxvBa, SIBNAETCA 00a3aTeribHbiM 3fIEMEHTOM OMMCaHUSA KOHTEMHepa 3rEeKTPOHHOro
[OKyMeHTa.

3.5. B apxuBe opraHusaumn BeOyTCa OCHOBHble (06sA3aTenbHble) M BCMOMOrateribHble Y4YeTHble LOKYMEHTbI.
CocTtaB 1 hopMbl OCHOBHbIX YY4ETHbIX JOKYMEHTOB ONpeaensioTcs B COOTBETCTBUM C HacToswmumm MNpasmunamn. CocTas
1 bopMbl BCMOMOraTenbHbIX YY4ETHLIX JOKYMEHTOB ONPEAENAOTCA apXUBOM OpraHu3aumm CaMmoCTOSITENBHO.

3.6. B cocTaB OCHOBHbIX (00A3aTENbHbIX) YYETHBIX JOKYMEHTOB apxvBa OpraHvM3aunm BXogdT:

KHUra yyeta nocTynneHus v BolbbITUSA Aen, AokyMeHToB (npunoxeHne N 11);

cnncok oHaos (npunoxenue N 12);
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nuct poHaa (npunoxerHune N 13);

onucek gen, JokymeHToB (npunoxenusa N 14, 15, 16, 17, 18);

peecTp onucen (Nnpunoxexne N 19).

3.7. B kHWry yyeTa noctynneHus v BoidbITUS Aen, AOKYMEHTOB MOCMedoBaTesNlbHO BHOCATCH BCE MEPBUYHbIE U
MOBTOpPHbIE NOCTYNMNeHns (BbibObITMSA) Aen, 4OKyMeHTOB. Kaxxgoe noctynneHue (BblibbiTue) B Npegenax OT4eTHOro roga
nony4yaeT NopsiAKOBLIA HOMEP B BanoBOW NocnegoBaTenbHOCTY.

ExxerogHo Ha 1 sHBaps NoABOAWTCS UTOr KONMYeCTBa MNOCTYNUBLUMX U BbIObIBLUMX 3@ rog Aen, 4OKYMEHTOB.

3.8. Cnncok hoHO0B BeAeTCst B apxvMBe OpraHM3aunm, XpaHswem OOKyMeHTbl Gonee opgHoro goHga. B cnmcok
(POHAOB apXxMBHBIN hOHA 3anUCbIBAETCHA TONbKO OAMH pas, Npy NepBOM MOCTYMNMEHUN B apxXuB opraHusaumu. o cnmcky
hOHOOB B BariOBOM MOPSAKE eMy NPUCBaNBAETCS YYETHbIA HOMEpP, KOTOPbI COXPaHAETCH 3a HUM BO BCEX Y4YETHbIX
OOKyMeHTax.

B cnyyae nepegayv apxmBHoro poHaa B ApYron apxvB, BKIIOYEHWUS €ro B COCTaB OObEAMHEHHOrO apXMBHOIO
cdoHaa unu BblAeneHns BCcex AOKYMEHTOB K YHUUTOXEHUI0 OCBOOOAMBLUMIACA HOMEpP OPYromMy apxvMBHOMY (OHAY He
npvcBanBaeTcsl.

O6beavHeHHble apxuBHble OHAbI W apXMBHblE  KOMMEKUUW YYUTbIBAOTCA Ha OOLWMX OCHOBAHWUSIX.
Ob6begnHeHHOMY apxvMBHOMY PoHAOY, 0O6pa3oBaHHOMY M3 apXUBHbIX (POHOOB, paHee YYTEHHbIX CaMOCTOATEMbHO,
npuceBanBaeTCcs HOMep O4HOrO M3 apXMBHbIX (HOHAOB, BKIMIOYEHHbIX B €70 COCTaB.

B apxuBax opraHusauuMm - WUCTOYHWKOB KOMMIEKTOBAHUSA T[OCYAapCTBEHHbIX (MyHUUMNAnbHLIX) apXvMBOB
NpocTaBnsieTcs HOMep apxXMBHOro PoHAAa, 3a KOTOPbIM OH YYTEH B rocygapCTBEHHOM (MyHUUMMANbLHOM) apxuBe, U
KOTOPbIN COXPAHAETCHA 3a HMM Nocre NOCTYNIEHNs ero LOKYMEHTOB Ha NMOCTOSHHOE XpaHEHWe.

HasBaHue apxmBHOro poHaa BHOCUTCS B CMCOK POHOOB HAa OCHOBAHMU WMCTOPUYECKOW CMpaBku K POHAY WIn
TUTYNBHOMO NCTa ONWUCK Aerl, OKYMEHTOB.

HasBaHue apxuBHOro oHaa COCTOMT U3 MonHoro u (B ckobkax) COKpaLEHHOro HauMeHOBaHMWS
oHOoobpasoBaTens, ¢ ykasaHWeM ero MOAYMHEHHOCTM, MEeCTOHaxXOXAeHwsl, AaT cos3fdaHusa U nukempauun. Ecnu
HammeHoBaHWe oHao0bpa3oBaTens N3MeHsANoCb, TO B cnvucke (OOHOOB yKasblBaeTCsl ero nocregHee HasBaHue B
pamkax nepvoga, 3a KOTopbii MPUHATLI AOKYMEHThI. Bce npegbiaylumMe nepeumeHoBaHns 0OTMeYatoTcs B iucte hoHAa.

HasBaHue o6beanHEHHOro apxmBHOro ooHAa COCTOUT N3 0OOBLLIEHHOrO Ha3BaHWS BKITHOYEHHBIX B HEFO apXUBHbIX
¢oHAO0B, N3 NepeYHst HasBaHU CMEHSBLUMX ApYr Apyra opraHmusaunin. KoHKpeTHble HaMMEHOBaHNSA BCEX OpraHusauui,
OOKYMEHTbI KOTOPbIX BOLWMAM B 06 beANHEHHbIN apXMBHbIA (DOHA, a Takke WX NepeuMeHOBaHMS yKasbiBaloTCH B NUCTe
doHaa.

B Ha3BaHUM apXMBHOM KONMMEKUNW YKa3blBAETCA NPU3HaK (NpU3HakM) ee opMmMpoBaHus.

ExxerogHo Ha 1 siHBapsi K CNUCKy (POHAOB COCTAaBMSIETCSA MTOroBasi 3anvMcb O KONUMYECTBE apXMBHbIX (POHOOB,
MOCTYMMBLUUX U BbIOBIBLUMX B TEYEHWE rofa, u obLiem KonmyecTBe apxmBHbIX (DOHAOB, HaxOOSALWMXCA Ha XpaHeHUW B
apxuBe.

Cnmcok hoHO0B 3akntovaeTcs B TBEpAYyI0 OBMOXKY, NMNCTbl HYMEPYITCS, COCTaBNSeTCH NUCT-3aBepuTenb.

3.9. Iluct poHaa cocTaBnseTcs Ha Kaxabli apXuBHbIA OHA. B HeM yuuThIBalOTCS BCe onucu Aen, AOKYMEHTOB
doHaa.

Jlnct oHaa moxeT ObITb NepPecocTaBeH TONBKO B Cyvae, ECNIM OH HEUCNPaBUMO MOBPEXAEH WNW nepectaeT
oTpaxaTb pakTU4eckoe CocTosiHe U obbem apxuBHoro doHga. B cnyyae nepecoctaBneHus nucta doHga paHee
[encTeoBaBLLMI NUCT oHOA nomellaeTcs B aeno doHaa. B BepxHem npaBom yrny oboux nucToB ooHOa genaroTcs
oTMeTKu: "JTUCT nepecocTaBnen" ¢ ykasaHneM Aatbl NepecocTaBneHns, AOMKHOCTU N MOANUCK COCTaBUTENS.

JInctel hoHOOB XxpaHATCA B nopsgke HOMepoB apxuBHbiX ¢oHAoB. K Kaxgon nanke cocTtaBnsdetcs
nuCT-3aBepuTenb, rAe YKasbiBalOTCA HayalbHble M KOHeYHble HOMepa apxvBHbIX (HOHOOB K obliee KONMYecTBO
apXUBHbIX (POHO0B, NTUCTBI KOTOPbIX HAXOAATCA B Narke.

3.10. B onvcum gen, JOKyMeHTOB (rO4OBOM pasfene onvcy aen, OKYMEHTOB) eANHULbI XPaHEHNS YYUTLIBAOTCS B
COOTBETCTBMM C CMCTEMaTMU3aumnen 3a NOPSAKOBbIMU YYETHBIMW HOMEPaMMU.

[MepBOMy rogoBoMy pasgeny onvcu aen, OOKYMEHTOB boHAa npucBavBaeTcs HOoMep no nucty donHda, Bce
nocneayLime rogosble pasfernbl YACNATCS 3a AaHHBIM HOMEPOM [0 3aBEPLUEHNS OMNUCH.

He ponyckaeTcsa NpMcBoeHue onucam gen, AOKYMEHTOB OOWHAKOBLIX YYETHbIX HOMEPOB B Mpedenax OAHOro
doHaa.

B kOHUe Bcex 9K3eMnnspoB OMMCKM Aerl, JOKYMEHTOB [eNlaeTcsi UTOroBasi 3anucb, B KOTOPOW yKa3biBaeTCs
KONMMYECTBO HaxXOASALMXCH HAa XPaHEHUN €OUHNLL XpaHEeHWs, MEPBbIN 1 NOCneaHnA HoMepa eQUHNL, XpaHEeHUs MO OnucHy,
YKa3bIBalOTCA UMeLMecs MponyckM HOMEPOB, NMUTEPHble HOMepa, BblObiBLUME €AVHULbI XPaHEeHUs U OCHOBaHue
BbIObITUSA.

Mocne kaxaoro NOCTYNNEHUS UNN BbiObITUSE JOKYMEHTOB COCTaBMSIeTCS HOBas WTOroBas 3anucb K ONvcu Aen,
OOKYMEHTOB, KOTOpasi MOANMUCHLIBAETCH €e COCTaBUTENEM C YKa3aHMeM OOJIPKHOCTM U AaTbl COCTaBIEHNS.

Ecnu onucb pgen, OOKYMEHTOB COCTOMT W3 HECKONbKUX TOAOBbIX pasfdernoB, TOMOB, WTOroBas 3anvcb
COCTaBMSETCA K KaXXAOMy rOfOBOMY pa3geny, TOMy; KpoMme TOro, K KaaoMy nocregytoLiemy roaoBomy pasgerny, Tomy B
HapacTalLLeM nopsgke CocTaBnseTca CBOAHAsA MTOroBasi 3anmchb.
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opoBble pasgenbl, eCriM OHU He ABMASOTCS 3aKOHYEHHOW OMUCHIO, HE NOALWMBAOTCA U He NepenneTalwTcs; OHU
XpaHATCS B apxvBe B Narnkax.

3aKkoH4YeHHas onuck Aern, JOKYMEHTOB JOIDKHA BKMoYaTh He 6onee 9999 eamHuUL, XpaHeHus.

3aKkoH4YeHHas onucb Aen, AOKYMEHTOB BMECTe C TUTYMbHbIM JfMCTOM W CMApaBOYHbIM annapaToMm K Hen
3akroyaeTcs B TBEpAY0 06N0XKKy, HyMepyeTecs U nogwmBaeTca unu nepenneTtaeTcs.

Kaxxgas 3akoH4YeHHas onuch Aen, AOKYMEHTOB, TOM ONUCU Aerl, LOKYMEHTOB A0MKHbI UMETh NIMCT-3aBepUTESb.

3.11. MNpwn Hanuuun B apxuBe opraHn3aumm OByx uU Oonee onucen fern, OOKYMEHTOB BeOETCS PEecTp Onucem
(npunoxexue N 19).

Onwucu gen, JOKYMEHTOB BHOCSITCA B peeCTp ONUCEN B XPOHOSOMMYECKON NOCeAoBaTeNbHOCTM NOCTYNNEHUS Nog
COOTBETCTBYIOLLUMU NMOPAAKOBLIMU HOMEPaMU.

B peecTpe onucen rKCMpyOTCSt OCHOBHbBIE AaHHbIE MO COCTaBY KaXdoW MOCTYMMBLUEW B apXuMB OpraHu3auuun
onucu gen, AOKYMEHTOB: HoMep dhoHaa, HOMEP OMUCU, KONMYECTBO €ANHULL XPaHEHUS B OMUCK, KOMMYECTBO NIUCTOB B
OMNUCK U ee 3K3EMMNNAPOB.

3.12. Ina ueHTpannu3oBaHHOIo rocyaapCTBEHHOro y4yeTa AOKyMeHTOB ApxmBHOro oHaa Poccuinckon ®enepauum
B apxvMBe OpraHv3auuu, SBMASHOLWENCS UCTOYHWKOM KOMMIIEKTOBAHUSA FOCYAapCTBEHHOTO (MYHULMMANbHOIO) apxuBa,
COCTaBnsieTCcA NacnopT apxuea opraHnsauuu. <1>

<1> dopma nacrnopta apxvea oOpraHvsauuy ycTtaHoBreHa PernaMeHTOM rocyaapCTBEHHOro yyeta OOKYMEHTOB
ApxusHoro coHaa Poccuiickon ®epepauun (yTBepxaeH npukasom PocapxuBa ot 11 mapta 1997 r. N 11,
3apeructpupoBaH MuHtoctom Poccum 8 mionsa 1997 r., permctpaumnoHHbii Homep 1344).

3.13. Apx1B opraHvsaumm MOXeT BECTU TaKkKe y4YeT B aBTOMaTM3MPOBAHHOM pexume - B BUAE Y4YeTHbIX 6a3s
AaHHbIx (BA).

YyeTHble B[l npuMeHAOTCA BO B3auUMOCBSA3W C APYrMMU MHOPMaUMoHHbIMKM B[], umetowmmuca B apxuse
opraHv3aumu, U OMKHbI OblTb COBMECTUMbI C COOTBETCTBYIOLLUMMU y4eTHbIMM B[l rocynapCcTBEHHbIX (MyHMLUMNAMbHbIX)
apXVBOB ¥ OPraHOB yNpaBfeHUs apXMBHbIM AeSOM.

3.14. YuyeTHble OOKyMEHTbl apxvBa OpraHu3auun, Kpome onucen Aen, AOKYMEHTOB, npedHasHadvaloTcs Ans
cnyebHOoro NonbL3oBaHNs 1 NOMNb30BaTeNsaM He BblAAKTCS.

3.15. YyeT noctynneHus v BblObITUA Aen, JOKYMEHTOB B apXMBe OpraHM3aLmmn OCyLLECTBSIETCS HA OCHOBaHWUW:

onvcum aen, 4OKYMEHTOB CTPYKTYPHOrO noApasfeneHns 1 rogoBoro pasfena CBOAHOW onucu Aen, OOKYMEHTOB
opraHusauumu;

HOMeEHKNaTypbl AeN OpraHn3auny, 3aMeHsIIoLLEen roqoBor pasgen CBOAHOW ONWUCK Aen, AJOKYMEHTOB opraHv3aumu;

aKTa 0 TeXHMYecKMx onbkax B y4eTHbIX AoKyMeHTax (mpunoxexve N 4);

akTa 06 oBGHapyXeHN AOKYMEHTOB (HE OTHOCSLLMXCSA K AaHHOMY (POHAY, apXUBY, HEYYTEHHbIX) (npunoxeHune N 5)

akTa 06 yTpate AOKyMeHTOB (npunoxeHue N 6);

aKTa npvemMa-nepefayun apxmBHbIX JOKYMEHTOB Ha xpaHeHue (npunoxexHue N 20);

aKTa O BblOENEHWMN K YHUUTOXEHWNIO apXUBHbIX JOKYMEHTOB, He noanexawmux xpaHeHuto (npunoxexme N 21);

aKkTa o0 HevcnpaBUMbIX MOBPEXAEHUSAX apXMBHbLIX JOKYMEHTOB (MpunoxeHve N 22).

Ha ocHOBaHMM yKa3aHHbIX OOKYMEHTOB BHOCATCS HeOoOXoauMble W3MEHEHMSI B OCHOBHble (ob6sa3aTernbHbie)
YYETHbIE JOKYMEHTbI apXmBa:

B KHWUIY y4eTa NOCTynneHus u BolbblTua den, AokyMeHToB (npunoxerHve N 11) n B nucT doHaa (npunoxeHue N
13) - NpK KaXXgoM U3MEHEHUN B cOCTaBe 1 00beMe AOKYMEHTOB apxvBa OpraHvM3aunu;

B cnmcok doHaoB (npunoxenne N 12) - npu NOCTYNMEHNM HOBOTO apXMBHOIMO oHAA WM BbIObITUM BCeEX Aer,
OOKYMEHTOB, HAXOAMBLLEroCH Ha XpaHEeHUN apxmMBHOTo choHaa <1>;

<1> B rpadhe "OTmeTKa 0 BbIObITUM hoHAA" cnmncka hOHAOB yKa3biBaeTCs, Kyaa BblObiN apXxmBHbIN (POHA, a Takke
Aarta u HoMep JOKYMeHTa, Ha OCHOBaHWM KOTOPOrO OH BbIObIS.

B peecTp onucew (npunoxeHne N 19) - npu NOCTYNNEHNN HOBOW OMUCK UM BbIOLITUM BCEX €AMHUL, XPaHEHWs,
HaxoAuBLUENCS Ha XpaHeHMn onmucu. Homep BbIObIBLLEN ONMCK OPYTMM ONUCAM Aen, JOKYMEHTOB He npucBavBaeTcs U
ocTaeTcsi CBOOOAHbLIM;

B OMUCK Aern, JOKYMEHTOB - MPU KaXgoM NOCTYMNEHUN W/unu BbIObITUM Aen, OOKYMEHTOB, YYTEHHbIX B OAHHOW
onucu.

CooTBeTCTBYHOLLNE N3MEHEHUS BHOCATCS BO BCMIOMOraTenbHble YYEeTHbIE AOKYMEHThI.

Bce akTbl, JOKYMEHTUPYIOLLME pe3ynbTaTbl apXMBHbIX paboT, BKIHOYaOTCA B Aeno oHAa, KOTOpPoe 3aBOAMTCA Ha
KaXXabl OHA, HAXOOALMNCSA Ha XpaHEHUN B apX1BE OpraHmn3aLuu.

[eno ¢doHaa, Hapsgy € AOKYMEHTaMu, OTpaxarowmmu uctoputo doHga m  doHgoobpasoBaTens, BKOYaeT
YYETHbIE OOKYMEHTbI, XapakTepusyoLime naMeHeHus oHaa.
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IV. KOMIMIEKTOBAHVE APXMBA OPIAHU3ALIM OOKYMEHTAMW APXMBHOIO
®OHOA POCCUMCKOU SEQEPALIN N OPYTUMW APXVBHBIM JOKYMEHTAMA

4.1. JokymeHTbl ApxmsHoro doHaa Poccuiickon degepaumm n JOKYMeHTbl BpeMeHHbIX (cBblwe 10 neT) cpokos
XpaHeHus1, B TOM 4ucne no NM4HOMy COCTaBy, NepeaaloTCs B apxvB OpraHn3aumm He paHee, YeM Yyepes OauH rog U He
nosgHee, YeM Yepes Tpy roga rnocrie 3asepLueHs gen B A4enonpou3BoacTBe.

[OKyMeHTbl MO FIMYHOMY COCTaBY TOCYAapCTBEHHbIX PaXOaHCKUX CIyXaLWMX M MYHULMMAAMbHBLIX CIYXKaLLMX,
YBOJIEHHbIX C TOCYAApPCTBEHHOW TIpaXdaHCKoW Cchnyxbbl unu MyHMUMNAnbHOW CryxObl, nepegarTcsd B apxuB
opraHm3aumm no ncreveHnn 10 net co AHSA yBOSbHEHWS.

4.2. lena BpemeHHbIX (8o 10 neT BKNIOYMTENBHO) CPOKOB XpaHeHWs B apxuB He nepegatotca. OHM XpaHATCHA B
CTPYKTYPHbIX noapasfeneHnsax opraHu3auum WM no UCTEYEHMM CPOKOB XpaHeHUs Moanexar YHUYTOXEHU B
YCTaHOBMEHHOM NopsaKe.

B uvcknouMTenbHbIX Crnyvasx MO pPELUEHUI0 PYKOBOOMTENs opraHusauun gena BpemeHHbix (go 10 ner
BKITIOYMTENBHO) CPOKOB XpaHeHWs nepefalTcs B apxXuB OpraHusauum no OonucaM Aerl, OOKYMEHTOB wnnM Mo
HOMeHKnaType gern.

4.3. [lokyMeHTbI NOCTyNatT B apXvB OpraHvM3aLMm nocre npoBeAeHus aKcnepTnsbl LLEHHOCTH.

4.4. PeweHns o BKMYeHUM B cocTtaB ApxuBHoro ¢oHaa Poccuiickon Pepepaumm KOHKPETHbIX AOKYMEHTOB
NPUHUMAIOTCH SKCNEPTHO-NPOBEPOYHLIMU KOMUCCUAMN dheepanbHbIX rOCyJapCTBEHHbIX apXMBOB U YNOMHOMOYEHHbIX
OpraHoB MCMONHNUTENBHON Bnactu cybbekToB Poccunckon Pepepaummn B obnactu apxmBHoro gena (ganee - 3MK
ApPXUBHOTO yuYpexaeHusl) B npegenax KoMmneTeHumn.

4.5. Lenbto akcnepTn3sbl LLEHHOCTM AOKYMEHTOB B OpraHu3aLmm siBnseTcA:

0TOOpP [OKYMEHTOB A1 BKITHOYEHMsT B cocTaB ApxuBHoro dpoHaa Poccuiickon ®epepauuu;

BbISIBNEHNE AOKYMEHTOB, HE NOoAMNeXallmx AanbHeNLeMy XpaHeHUIo.

QkcnepTr3e LEeHHOCTM nognexart Bce JOKYMEHTbI OpraHM3aumMmM He3aBUCUMO OT BMAOB HOCUTENen U cnocobos
3anmcu.

[o npoeefeHus skcnepTusbl LLEHHOCTU B COOTBETCTBMU C NyHKTaMu 4.6 - 4.13 HacToawmx NMpaBun yHUYTOXEHME
OOKYMEHTOB 3arnpeLiaeTcs.

4.6. 3kcnepTu3a LEHHOCTM OKYMEHTOB NPOBOAUTCH HA OCHOBE:

OEeNCTBYIOLLLEro 3aKoHOAAaTEeNbCTBA U MHbIX HOPMATMBHbLIX NPaBoBbix akToB Poccuinckon depepauun B obnactu
apXUBHOTO Aerna, MHopMaumm n JOKYMeHTaLUMOHHOro obecneveHns ynpaBneHus;

TUMOBbIX, BEAOMCTBEHHbLIX U MHbIX MEpeYHel OOKYMEHTOB C YKa3aHMEM CPOKOB WX XPaHEHWsi, TUMOBbIX U
NPVYMEPHbIX HOMEHKaTYp Aen.

4.7. B opraHusaumm gns npoBeAeHWUs IKCNepTu3bl LEHHOCTU OOKYMEHTOB CO34aeTCs 3KCMepTHasi KOMUCCUS
(nanee - OK) <1>. B opraHusauusax, VMEIOLWMX CMOXHYIO CTPYKTYpY W/WnvM MNOABEAOMCTBEHHbIE OpraHv3auuu,
€030at0TCs LeHTparnbHble 3KCnepTHble komuccun (ganee - LISK).

<1> [ns npoBeOeHUsl 3KCMepTU3bl LEHHOCTM Hay4YHO-TEXHMYECKOW WM OPYroW creumanbHoW OOoKyMeHTauun B
opraHu3aLmu MoxeT BbITb cozaaHa OK, Bknovyatolas cooTBETCTBYHOLLUX CNeLnanucToB.

4.8. LUOK (BK) saBnseTca coseljaTenbHbIM OpraHoM Mnpu pyKoBoguTENe opraHuv3auuun, co3gaeTcs MNpuKasom
opraHusauuu, AeACTBYEeT Ha OCHOBAHUM MONOXEHUS.

3agaun u dyHkumm LIGK (3K) opraHmsaumMmM - MCTOYHMKA KOMMMEKTOBAHUS ONpedensoTCa MOMOXeHUEM,
yTBEPXXOAEMbIM PYKOBOAUTENEM OpraHun3aLuu.

4.9. OcHoBHoM 3agaven LJOK (3K) asnsieTca opraHmMsaums u npoBegeHne aKkcnepTuabl LEHHOCTU JOKYMEHTOB.

OcHoBHbIMU pyHKUMsIMK LIOK (3K) sasnstoTes:

opraHusaums exerogHoro otbéopa gen ans XpaHeHUst U YHUUTOXEHMS,

paccMOTpeHMe W cornacoBaHve MNPOEKTOB HOMEHKNaTypbl Aen opraHusauuu, onucen pfen, [OKYMEHTOB
NOCTOAHHOIO U BpeMeHHbIX (CBbille 10 neT) CpoKoB XpaHeHWsi, B TOM YMCne MO NMYHOMY COCTaBY, akTOB O BblAENEHUN K
YHULTOXEHUIO N, He nognexalux XpaHeHuto, U Apyrnx akTos;

MOAroTOBKa NpeanoXeHun ob onpeaeneHnn CPOKOB XpaHEHUs! OOKYMEHTOB, HE MPEAYCMOTPEHHBIX NEPEeYHsIMM
<1>, n 06 U3MEHEHNN CPOKOB XPaHEHUSA OTAENbHbIX KATEropunii AOKYMEHTOB, YCTAHOBIEHHbIX MEPEYHSIMMU;

<1> 3K opraHusaumi, nepefarolmx OOKYMEHTbl Ha XpaHeHWe B rocydapCTBEHHble apxvBbl, MNPeACTaBnstOT
cooTBeTcTBYOWMe npeanoxeHns AMNK apxMBHOro yupexaeHus.

yyacTve B MOAroTOBKE M PacCMOTPEHUU MPOEKTOB HOPMATMBHBIX M METOOMYECKMX AOKYMEHTOB MO BOMpPOCaMm
paboTbl C AOKYMEHTaM1 B OpraHu3aLuu;
MeToaAMYeckoe pykoBOACTBO paboTamm B obnactn obecneyeHuss COXPaHHOCTU AOKYMEHTarbHOro M apXMBHOMO
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doHAOoB opraHunsauuu.

4.10. BkcnepTM3a LeHHOCTM JOKYMEHTOB B OpraHusaumm npoBoanNTCS:

B A€NONPOM3BOACTBE - NMPU COCTaBNEHNM HOMEHKIAaTypbl AeNn OpraHvM3aumu 1 Npy NOAroToBKe Aen K nepefadve B
apxus;

B apXuBe opraHu3aumm - B npouecce NOAroTOBKM Aer K nepegaye Ha NoCTOSAHHOE XpaHeHue.

4.11. OkcnepTnsa LEeHHOCTN JOKYMEHTOB NPOBOAMUTCS €XEroaHo.

Mo pesynbTaTtaM 3KCNepTM3bl LEHHOCTM B CTPYKTYPHbIX NoApasgeneHmsx opraHnsaumm cocTaBnsaoTcs onvcn aen
CTPYKTYPHbIX NoApasaeneHnin: MOCTOSAHHOro, BpeMeHHbIX (CBbile 10 neT) CPOKOB XpaHeHWs, Mo FIMYHOMY cocTaBy (
npunoxenne N 23, 24), Ha OCHOBE KOTOPbIX B apxuBe OpraHuWsauuMm COCTaBMSATCA roAoBble pasgensl
COOTBETCTBYIOLLMX CBOAHbLIX ONMcewn Aen, AOKYMEHTOB.

Ha pena c wcTekwMMM CpokamMu XpaHeHUs B CTPYKTYPHbIX MNogpasgeneHusx opraHmsauun COCTaBnsAloTCs
NPeanoOXeHNs K akTy O BblAENEeHUN K YHUYTOXEHUIO AOKYMEHTOB, He noanexalmx XpaHeHuto (o dopme akTa,
npunoxexHune N 21).

Ha ocHoBe npeanoxeHun CTPYKTYpHbIX nogpasgeneHni cnyxba genonpov3BoAcTBa OpraHusaumm coctaBnsieT
aKT O BblAENEeHNN K YHUHTOXEHWIO AOKYMEHTOB, He noanexalumx xpaHeHuio (npunoxenve N 21).

[ena BKMOYaOTCA B akT O BblAEMNEHUWN K YHUYTOXEHWO [OKYMEHTOB, He MNOAMeXalnx XpaHeHuto, ecnu
NpeayCMOTPEHHbBIN A8 HUX CPOK XpaHEeHMs UCTEK K 1 AHBaps roga, B KOTOPOM COCTaBMEH akKT.

Hena ¢ otmeTkon "3SMK" <1> nognexar NonNMCTHOMY NPOCMOTPY B LENSX BbISIBNEHUS OOKYMEHTOB, noAnexalimx
NMOCTOSAHHOMY XpaHeHulo. BbisiBNeHHble B Takux fenax [[OKYMEHTbl MNOCTOSHHOrO XpaHeHWs BbIOENATCS W©
NPUCOEAMNHSIOTCS K OQHOPOAHBIM AeNnam unn hopMUpyoTC B CaMOCTOsTeNbHbIE Aena.

<1> OtmeTka "OIK" 03Ha4vaeT, YTO YacTb AOKYMEHTOB MOXET ObITb OTHECEHA K CPOKY XPaHEHUS "MOCTOSIHHO".

OcTanbHble AOKyMeHTbI ¢ oTMeTKon "OlNK" BkntoyaloTCs B akT Ha yHu4YTOXeHue. MNpun atom otmeTka "OlNK" B akte
He yKka3blBaeTcs.

Onwucu Ha gena, OKYMEHTbI MOCTOSIHHOTO XPaHEHUST U MO MMYHOMY COCTaBY W akTbl HA YHUYTOXEHNE [AOKYMEHTOB
paccmatpuBatoTcs Ha 3aceganum LIOK (OK) ogHoBpemeHHo. Mo ntoram paccmoTpernst LLJOK (3K) cornmacoBbiBatoTcs
onucu ger, OOKYMEHTOB MOCTOSIHHOMO XpaHeHWst M Mo NMYHOMY COCTaBy W akTbl O BbIAEMEHUN K YHUYTOXEHUIO
[OKYMEHTOB.

CornacoBaHHble LIOK (3K) opraHusaumy onuvcu aen OOKYMEHTOB (rodoBble pasfenbl) NpeacTaBnalTcs Ha
paccmoTpeHne JMK:

MOCTOSIHHOIO CpOKa XpaHeHWst - Ha YyTBEPXAEHVE;

Mo NIMYHOMY COCTaBY - Ha COrNacoBaHue;

OlK yTBepxgaeT onucu gen NOCTOAHHOIO XpaHEeHMs 1 COrNacoBbIBaET ONUCK e MO JIMYHOMY COCTaBy.

Onucun gen, AOKYMeEHTOB (rogoBble pasaensl) HanpaBnsawTca Ha paccmoTpeHne OlK B Tpex ak3emnnspax Ha
OymaxHOM HocuTene U OOHOM 3K3eMNNsApe Ha 3JMNEeKTPOHHOM HocuTene yepes 3 roga nocrne 3aBeplLueHus aen B
[enonponssBoacTBe.

Mocne yTBepxaeHust n cornacoannst AMNK onvcen gen, JOKYMEHTOB OMNWUCK M aKT O BbIAENEHUN K YHUYTOXEHUIO
OOKYMEHTOB, He noAnexawux XpaHeHulo, YTBEpXOalTCcA pykoBoauTENeM opraHu3aumu, Mnocfe 4ero fAena,
BblOENEHHbIE MO aKTy K YHUUTOXEHWIO, MOTYT BbiTb YHUYTOXEHbI.

4.12. OpraHusauun, B AeATENbHOCTU KOTOPbIX HE COo3JakTcs OOKyMeHTbl ApxuBHoro doHga Poccuiickon
depepalmm, co3garoT oNUCK Aen rno fIMYHOMY COCTaBy UM ONUCK Aen BpeMeHHbIX (CBbie 10 neT) CpoKoB XpaHeHus u
obecneynBaloT UX COXPaHHOCTb.

OpraHu3aumm Takke COCTaBMAT akTbl O BbIAENEHUN K YHUHTOXEHMIO JOKYMEHTOB, He NoAJfiexallux XpaHeHuo, |
YHUUTOXAKT YKa3aHHble OOKYMEHTbl MO UCTEYEHWM CPOKOB WX XpaHEHWUs TOMbKO MOCre COCTaBMeHUs roAoBbIX
pasgenoB onucen den Mo JIMMHOMY COCTaBy 3a COOTBETCTBYIOLMUA MEPUOA U UX YTBEPXKAEHWS pyKoBogUTENeM
opraHusaumn.

4.13. Nlena Ha BymaxXHOM HocuTene, BblAENEHHbIE K YHUUTOXEHUIO, NepeaaloTcsa Ha YHUUYTOXEHWe (YyTUnM3auuio)
Mo aKTy O BblAEMNEeHUN K YHUUTOXEHUIO AOKYMeHTOB (npunoxeHwe N 21), a Takke Ha OCHOBaHUW WHbIX [JOKYMEHTOB,
NoATBePXAAOLWMX PaKT CAauM LOKYMEHTOB HA YHUYTOXEHUE (YTUNN3aLmio).

OneKTpOHHbIE Jena C VUCTEKWUMWU CpOoKaMu XpaHEHUs MOANeXaT BbIOENEHUI0 K YHUYTOXEHMIO Ha obLimx
OCHOBaHWMSIX, MOCIIe Yero MpPOBOAUTCA UX (DU3MYECKOE YHUYTOXEHUE WU YHUUTOXEHWE NPOrpamMMHO-TEXHUYECKMMU
cpencteaMy C COOTBETCTBYIOLLEN OTMETKOMN B aKTe O BblAENEHNUN K YHUYTOXEHUIO JOKYMeHTOB (npunoxexve N 21).

4.14. ina obecneyeHunsa nopsagka hopMmpoBaHus 1 ydeta aen B AenonpomM3BoacTBe opraHM3anmm CoCTaBnsieTcs
HOMeHKnaTypa gen.

4.15. HomeHknaTypa gen 3akpennseT knaccudukauumio (rpynnupoBKy) WCMOMHEHHbIX [OKYMEHTOB B Jena
(aNeKkTpoHHblE fena) u SBNSAETCA OCHOBHBbIM YYETHbIM [JOKYMEHTOM, OTpPaXalolMM COCTaB MW  OpraHum3auuio
OOKyMeHTanbHoro chooHga opraHusaumu.

4.16. HomeHknatypa gen sBnsieTCs OCHOBOW ANS COCTaBMEHMS OonMcen Aen, OOKYMEHTOB MOCTOAHHOMO W
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BpeMeHHbIX (cBbille 10 neT) CPOKOB XpaHeHUs, a Takke Ans yyeTa aen speMeHHbix (4o 10 neT BKMYUTENBHO) CPOKOB
XpaHeHus.

4.17. HomeHknaTypa Oen opraHusauuu pa3pabaTtbiBaeTcsl Ha OCHOBaHUWM TUMOBbLIX, BEAOMCTBEHHBIX U WHbIX
nepevyHen JOKYMEHTOB C yKa3aHMeM CpPOKOB XPaHEHWsl, UHbIX HOPMAaTUBHbIX MPaBOBbIX aKTOB, a TakkKe TUMOBbIX U
NPUMEPHbIX HOMEHKNATYpP Aen.

TunoBas n NpumepHass HOMEHKNaTypbl Aen paspabaTbiBalTCs OpraHamMu U opraHuM3auusmMu, UMELUMU B
NoAg4YMHEHUN CeTb OAHOTUMHbBIX OpraHM3auun.

TunoBas HOMeHKNaTypa YyCTaHaBnUBaeT COCTaB Aen, 3aBOAMMbIX B OLHOTWMHbLIX OpraHu3auusax, u siBnaeTcs
HOPMaTUBHbIM JOKYMEHTOM.

[MpumepHas HOMeHKNaTypa yCcTaHaBnNMBaeT NPUMEPHbLIN COCTaB Aer, 3aBOAMMbIX B OpraHmsauusx, Ha KOTopble
OHa pacnpoCTPaHSIETCS, U ABMASETCA peKOMeHAATENbHbIM JOKYMEHTOM.

4.18. HomeHknatypa gen opraHusauuMuM COCTaBnsieTCs Mo ycTaHoBneHHou dopme (npunoxeHne N 25) Ha
OCHOBaHWN HOMEHKNAaTyp Aen CTPYKTYpHbIX noAapa3saeneHun (npunoxeHue N 26).

OpraHu3aumm - UICTOYHMKN KOMMIIEKTOBAHUSA rOCYyAapCTBEHHbIX (MyHMUMNANbHBLIX) apXMBOB OOUH pa3 B 5 net <1>
cornacoBbiBaloT HoMmeHknatypy gen ¢ LIOK (3K) opranmsaunm v npeacTaBnsoT ee Ha CornacoBaHne COOTBETCTBYHOLLMX
OrlMK unu rocygapCcTBEHHOMO (MyHULMMNANBHOMO) apxmBa, COrnacHO NpegoCTaBneHHbIM €My NONTHOMOYNSIM.

<1> B cny4ae u3aMeHeHus (hyHKLWI U CTPYKTYpbl OpraH13aLym HoOMeHKnaTypa Aen NnoanexuT nepecocTaBleHuio,
COrNacoBaHuio U YTBEPXKAEHUIO.

OpraHu3aumm, B 0eSTEeNbHOCTU KOTOPbIX HE cOo3datTcs JOKYMeHTbl ApxmBHoro poHaa Poccuiickon deaepauun,
yTBEPXAaT HOMEHKNATYpy Aen CaMOCTOATENbHO.

4.19. 3aKkoH4YeHHble 4enonpon3BoACTBOM Aefna NOCTOAHHOMO U BpeMeHHbIX (cBbiwe 10 neT) CPpoKOB XpaHeHwus, B
TOM 4ucne no JIMYHOMY COCTaBy, MOCME OKOHYaHUSA KaneHgapHoro roga, B KOTOPOM OHW Obinu  3aBefeHbl,
NoAroTaBfMBalOTCA K Nepefade B apxme opraHusauny n noanexaT oopMEHUIO N ONUCAHWIO.

B 3aBMCMMOCTM OT CpPOKOB XpaHEHWs MPOBOAMTCA MOINIHOE WNKM YacTuyHoe odbopmneHne pen. [lonHomy
odhopMneHUto nognexar gera noCTOSAHHOIO U BpeMeHHbIX (cBbiwwe 10 neT) CpoKoB XpaHEeHUs 1 MO NIMYHOMY COCTaBy.

OdopmneHmne gen Ha BymaHOM HocuTene npeaycMaTpuBaeT:

MOALUMBKY UMW nepenneT AOKYMEHTOB Aena (HedopmaTHble JOKYMEHTbl XPaHATCA B 3aKpblTbiX TBEPAbIX Mankax
unun B Kopobkax);

Hymepaumio NMCToB Aena;

cocTaBrfeHue nucta-3aseputens gena (npunoxeHue N 8);

CoCTaBrieHMe BHYTPEHHEN OnucK OOoKyMeHToB Aena (npunoxeHune N 27);

odopmrieHne obnoxkn gena (npunoxeHune N 28).

[MoaroToBKa aMNeKTPOHHbIX Aen Afs nepefjadv B apxvB OpraHusauum npegycMatpuBaeT COCTaBfieHue Onvcu
ANEKTPOHHbLIX Aen, AokyMeHToB (npunoxeHns N N 17, 18).

4.20. B geno nomeLualoTcs JOKYMEHTbI, KOTOPbIE NO CBOEMY COAEPKaHUI0 COOTBETCTBYIOT 3arofioBky Aena, npwu
3TOM 3anpeLlaeTcs rpynnupoBaTth B ena 4YepHoBble M OyOneTHble 3K3eMMMsipbl JOKYMEHTOB, a TakKKe [OKYMEHTbI,
noanexaline Bo3Bpary.

Mpwn dopmmpoBaHMM gena Heobxoammo cobrnogath criegyrowme TpeboBaHms:

OOKYMEHTbI MOCTOSIHHOIO Y BPEMEHHOIrO XpaHeHMs HeobXxoaumo rpynnMpoBaTh B OTAENbHbIE Aena;

BKIIOYaTb B Aer0 N0 OAHOMY 9K3eMMMApY KaXKAoro AOKYMEHTa;

rpynnupoBaTb B Aero AOKYMEHTbI OAHOMO KaneH4apHoro roga; WCKYEeHUe COCTaBnsAloT: nepexopsiive nena;
cynebHble gena; Nu4YHble gena, kotopble hOPMUPYHOTCA B TeyeHMe Bcero nepuvoga paboTbl nvua B opraHusauuu;
OOKYMEHTbI BbIDOPHBIX OPraHOB M UX MOCTOSIHHLIX KOMUCCUWA, OenyTaTCKux Fpymnn, KOTopble FpynnupyloTcs 3a nepuog
CO3bIBa; JOKYMeHTbl 06pa3oBaTenbHbIX OpraHnu3aumi, KoTopble opMMpYHOTCH 3a y4ebHbIN roA; AOKYMEHTbl TeaTpos,
XapakTepusyLime CLEeHUYEeCKylo OedATenbHOCTb, B npegenax teaTpanbHOro ces3oHa; gena UNbMOB, PyKOMMCEN,
ncropuun 6onesHen.

MpuKasbl N0 NMYHOMY COCTaBY AOMKHbI FPYNNMPOBaTLCA B Aena B COOTBETCTBUM C YCTAHOBMEHHbIMU A1 HUX
CpPOKaMu XpaHeHus;

OOKYMEHTBI B MIMYHBIX Aeflax pacnonaratTcsi B XPOHONOIMYeCKOM nopsigke no Mepe nocTynneHns;

nvueBble cyeTa no 3apaboTHoM nnate paboTHUKOB rPYNNUPYIOTCS B OTAENbHbIE Aerna U pacnonaralTcs B HUX Mo
andasuty hamMunuin, UMeH 1 0T4YeCTB.

Jeno Ha BymaxHOM HocuTene He AOMKHO cogepxatb bonee 250 NUCTOB, NpuU TOMLWMHE He Bonee 4 cm.

4.21. [JokyMeHTbI, CoCTaBnstoLme aerno Ha OymakHOM HocuTene, NoAlMBalTCA Ha 4veTblpe npokona (Ha Tpu
npokona - ons manodopmarHbIX 4en) B TBEpAYI0 OOMNOXKY NN MEepenneTaTcss C Yy4eTOM BO3MOXHOCTU CBOOOAHOrO
YTEHUS BCEX JOKYMEHTOB, 4aT, BU3 U PE30MOLMIA Ha HUX, MEeTannmM4Yeckue CKpensieHns U3 JOKYMEHTOB yAanstTCS.

B Hauyane gena Ha OymaxHOM HocuTerne npu Heob6XOOUMOCTM MOAWMBAKOTCA NNCTbl BHYTPEHHEN OMuUCK
OOKyMeHTOB Aena (npunoxeHne N 27), B KOHLE KaXaoro gena - nuct-3asepurtenes gena (npunoxexve N 8).
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4.22. B uensax obecneveHnss COXpaHHOCTU 1 3aKpenneHns nopsika pacnonoXeHUs OOKYMEHTOB, BKIOYEHHbIX B
4eno Ha byMaXxHOM HOcuTene, BCe ero NMCTbl (KpOMe NUcTa-3aBepuTensa gena M BHYTPEHHEN OMuCKM) HYMepyrTcs B
BanoBOM Mopsiake apabckumm uudpamm, KOTopble NPOCTaBMSTCA B NPABOM BEPXHEM YIIy NUCTa AOKYMEHTa NPOCTbIM
rpaduTHLIM KapaH4allom Unv HymepaTopoM. YnoTpebneHne YepHun 1 UBETHbIX KapaHdallen Ans Hymepauun JNMCToB
3anpewaetcs. JINCTbl BHyTPEHHEN ONUCK JOKYMEHTOB Aena HyMepyTCa OTAENbHO.

JIncTel gen, cocTosALWMX N3 HECKOMNBbKNX TOMOB UK YacTen, HYMepYITCS MO KaXaoMy TOMY UMM YacTu OTAENbHO.

®oTtorpadumn, YepTexu, Auarpammbl UM Opyrve  UNMNIOCTPaTUBHble  [OKYMEHThl,  MnpeacTasnsiolime
CaMOCTOSITENbHbIN NNCT B Aene, HYMepyrTcs Ha 060POTHOM CTOPOHE B JIEBOM BEPXHEM YITy.

CnoOXeHHbIN NIUCT pa3BopadMBaeTCs U HymepyeTcsi B MpaBoOM BepxHeM yriy. [pn aTtom nuct noboro dopmara,
NOAWNTBLIN 32 OOWH KpaW, HyMepyeTCs Kak OOWH FWCT; JIUCT, CIMOXEHHbIA U MOALWWTLIA 3a CepeaviHy, MNOANEXUT
nepeLumBKe U HYMEepPYyeTCs Kak OAMH JIUCT.

JIUCT ¢ Harnyxo HakneeHHbIMU JOKyMeHTaMu (Bblpe3kamu, BbinMckamu, doTtorpadusmm) HyMepyeTcs Kak OAuWH
nucT. Ecnn K OKYMEHTY nokneeHbl OOHUM Kpaem [Apyrve [OOKYMEHTbl (Bblpe3KM, BCTaBKM TeKCTa, nepesBofbl), TO
KaXXObI JOKYMEHT HYMepyeTCs OTAENbHO.

MopwwnTble B 4eNO KOHBEPTLI C BIOXEHNSIMU HYMEPYIOTCS; MpUM 3TOM BHayane HyMepyeTcs KOHBEpT, a 3aTem
ovyepenHbIM HOMEPOM KaXkdoe BIOXEHNE B KOHBEpPTE.

MogwwuTble B Aeno OOKYMEHTbl C COBCTBEHHOW HymMepauuen NUCTOB (BKMYas neyaTHble u3gaHus) MOryT
HymMepoBaTbCs B 06LLEM MOPSAKE UMM COXPaHATb COBCTBEHHYIO HyMepauuio, ecrnv OHa COOTBETCTBYET MOPSAKOBOMY
pacnonoXeHWIo NIMCTOB B Aere.

B cnyyasx obHapyXeHusa 60mbLIoro Yncna owmnbok B HyMepauuy NMCTOB Aena NpoBoanTcst nepeHymepaums. Mpu
HanMuMM oTAEeNbHbIX OWMOOK B HyMepaLumy NIMCTOB Aera JonycKkaeTcsa ynoTpebneHne nuTepHbIX HOMEPOB fUCTOB.

4.23. Jlnct-3aBeputens pena (npunoxeHne N 8) cocTaBnsieTcss Ha OTAENbHOM JIMCTE, B KapTOTEeKax - Ha
oTAenbHOM nucTe copmarta kapTodku. JIncT-3aBepuTtens gena nognucbiBaeTcs ero coctasutenem. Bce nocneagyowme
U3MEHEHNsT B COCTaBE W COCTOSHUM [fena (MOBpeXAeHWs, 3aMeHa MOASIMHHBLIX [OKYMEHTOB) OTMevaloTcd B
nucTe-3aBepuTene CO CCbINKOW Ha COOTBETCTBYIOLLNIA aKT.

3anpeLyaeTcst BBIHOCUTb JINCT-3aBEPUTENb Ha 0BNOXKY Aena Unn YMcTbli 060pOT NUcTa NOCNegHEro LOKyMEHTa.
Ecnu geno nogwmTo unm nepenneteHo 6e3 6naHka nucTa-3aBepuTens, OH JOIMKEH ObITb HaKNeeH 3a BEPXHIOK YacTb
nncTa Ha BHYTPEHHIOK CTOPOHY OBMOXKW B KOHUE Aena.

424. Ha obnoxke pgen MNOCTOSHHOMO XpaHeHus npegycMaTpvBaeTCs MeCcTOo  ANnd  HavMeHOBaHus
rocygapCTBEHHOro (MyHULMNAnbHOro) apxmea, B KOTOpbIN Aena opraHusauuy 6yayT npuHaTel (NpunoxeHue N 28). MNpu
ochopmneHnn obnoxkM gena HaumMeHOBaHWe OpraHu3auuy yKasbiBaeTCA MOMHOCTbIO, B WMEHWUTENbHOM Mnajexe.
lMonHoe HaumMeHOBaHWE BhILECTOALLEN OpraHu3auun ykasbiBaeTCcsi Hah HauMEHOBaHWEM OpraHu3aumMmM - UCTOYHMKA
KOMMIEKTOBaHUSA (Takke B UMEHWUTENbHOM nagexe). Ecnv opraHusaums vnu BbIIECTOSLWAs OpraHMsauus uMerT
COKpaLleHHble HAUMEHOBaHMWS, TO OHM YKa3blBalOTCA B Ckobkax nocne nosiHoro HaMeHOBaHUS.

[Mpn nM3MEHeHWM HaMMEHOBaHWS opraHu3daumm (CTPYKTYpPHOro nogpasgeneHns) B TeyeHuMe nepuoaa,
oXxBaTblBaeMOro AOKyMeHTaMu Aena, unum npu nepegade gena B Apyryro opraHnsaumnio (CTpyKTypHoe noapasfeneHue),
Ha obnoxke Aena [ONUCbIBAeTCS HOBOE HauMeHOBaHWEe 3TOW OpraHuMsauuMum WM  opraHusauuu-npaBonpeemMHuka
(CTpyKTypHOro nogpasfaeneHus), a npexHee 3akno4aeTcsa B CKOOKM.

4.25. Ha obnoxke gena ykasblBatoTCA:

HavMeHOBaHue opraHM3aumm u ee HenocpeacTBeHHas NOAYMHEHHOCTb;

HavMeHOoBaHWe CTPYKTYPHOro NogpasaeneHuns;

NHAEKC gena;

HOMep Toma (4acTu);

3arofioBoOK gerna (Toma, yacTw);

KpaliHue gaTbl gena (Toma, Yacti);

KONM4YeCcTBO NIMCTOB B fene (Tome, 4acTtu);

CpOK XpaHeHwus gena;

apxuBHbIA Wndp gena.

4.26. 3aronoBok gena Ha 6yMaxHOM HOCUTENE 1 3aroflIoBOK 3IEKTPOHHOTO [ieria NepeHocsaTcs Ha 06noXKy aena
(anekTpoHHOro ferna) M3 HOMEHKNaTypbl [en opraHusauun. 3arofloBoK [OIDKEH COOTBETCTBOBATb COAEPXKaHWIO
OOKYMEHTOB B Jerne.

B Tex cnyvasx, korga Oeno COCTOMT M3 HECKOSbKMX TOMOB (YacTen), Ha OOMOXKKY Kaxgoro Toma (4acTu)
BbIHOCUTCS OOLLMI 3arofioBoK Aena, a NnpyM HeobXOAMMOCTHM - 3arofTIOBOK KaX4oro Toma (4actm).

B saronoskax gen, cogepXawux KONUW [OKYMEHTOB, YKasblBaeTCA Ha KoNuyecTBO Konwui. [MoAnMHHOCTb
OOKYMEHTOB [ena B 3arofioBke He orosapuBaeTcs.

4.27. llena, BHECEHHbIE B rO4OBbIE pa3feribl CBOAHbIX ONUCEN, WNGpPYTCA NOCNe YTBEPXAEHUS/COrnacoBaHns
rogoBsoro pasgena csogHou onncn OlNMK apxXuBHOMO yuypexgeHust U YTBEPXKOEHUS PyKOBOOUTENEM opraHu3aumm (go
3TOro apXMBHbIN LLIMP NPOCTaBAETCA KapaH4allom).

4.28. Ha obnoxke gena ykasblBaeTca garta gena - rog(bl) 3aBegeHns n OKOH4YaHuA gena B 4enonpon3BoicTse.
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Ecnv B 0eno BkmnoYeHbl AOKYMEHThI (HanpumMep, NpUnoXeHns), jata KOTOPbIX He coBnajaeT ¢ gaTon gena, TO
noA AaTow C HOBOW CTPOYKM AernaeTcd 06 aTom 3anuck: "B gene MMenTca AOKYMEHThI 3a ... rog(bl)".

[ata gena MoxeT He yKasblBaTbCsl TONIbKO Ha 0BMoXKax Aen, cogepXallMx rogoBble NfaHbl U OTYeTbl U Opyrue
OOKYMEHTbI, AaThbl KOTOPbIX OTpaXatTCs B 3arofloBkax Aerl.

[aton pen, copepxawmx pacnopaauTeribHyl, TBOPYECKYHD M MHYK [AOKYMEeHTauuio (goknagpl, nMcbMma,
CTeHorpamMmbl), s KOTOPOM TOYHas 4aTMPOBKA MMEET BaXKHOE 3Ha4YeHune, a Takke Anga Aen, COCTOALMX U3 HECKOMNbKUX
TOMOB (4acTemn), ABnsATCa AaThl (YACNO, MecsLl, rof) peructpauumn (CoctaBrneHus, MOCTYMNNEeHNs) caMoro paHHero u
CaMOoro no3gHero JOKYMEHTOB, BKITHOUYEHHbIX B AeNO (KpanHvue gaTbl Aer, JOKYMEHTOB).

[aTton gena, cogeprkallero NPOTOKOSbI 3acefaHnn, ABMAITCA AaTbl YTBEPXKAEHMS (ECNN OHW YTBEPXAAKTCS) NN
[aTbl NepBOro 1 NocregHero NpoToKosa, COCTaBNALWMX 4eNO.

[aton nnyHoro gena ABNSAKTCS AaThl NOANMCAHNS NPUKA30B O MpUEME W YBOMIbHEHUW NULA, Ha KOTOPOE OHO
3aBeaeHo.

Mpu obo3HauyeHWM paTbl JOKYMEHTa CHadana ykasblBaeTca 4ucro, 3ateM Mecsau 1M rod. Yucno u rog
obo3HavatoTcst apabckumm umdpamm, HasBaHne MecsiLa - CIIOBOM.

Ecnn gata gokymeHTa unm oTaerbHble ee 3f1eMEHThI ONpeaensaTca NpubM3nTENbHO, HAa OCHOBaHMM aHanusa
cogepXaHus OOKyMeHTa, TO Jata WnvM OTAEeNbHble ee 3MeMEHThbl, He abCoNITHO OOCTOBEpPHbIE, 3aKM4YalTCsa B
KBagpaTHble CKOBKM.

4.29. ObgasaTtenbHbiMY pekBM3UTaMu ODMOXKM [ena sBNATCA ykaszaHue KonuyecTtBa NMCTOB B Aene <1>
(MpocTaBnsieTca Ha OCHOBaHUW NUCTa-3aBepuTeNs Aena) u CPoK XpaHeHus fena (Ha gernax MOCTOSHHOrO XpaHeHus
nuweTcs: "XpaHUTb NOCTOSAHHO").

<1> [Inga gen Ha GymaxxHOM HocuTene.

4.30. inga yyeTa OKYMEHTOB OnpefeneHHbIX kKateropun gen Ha 6ymaxxHoOM HocuTene (NuyHble, cyaebHble aena,
MaTepuansl yronoBHbIX AeM, Aena O NPUCYXOEeHUN y4eHbIX CTENEHEN N MPUCBOEHNN YYeHbIX 3BaHWUW, [ena, CBA3aHHble
C Bblayeln aBTOPCKMX CBMOETENbCTB M NAaTEHTHbLIX N300pETEHUI) COCTABNAETCHA BHYTPEHHSSA OMMCb AOKYMEHTOB Aena.

Ecnn geno Ha 6ymaxxHOM HocuTene nepensieTeHo Unn NoAawnTo 6e3 6naHka BHYTPEHHEN ONMUCU OOKYMEHTOB, TO
COCTaBreHHas Mo YCTaHOBMEHHON hOpMe BHYTPEHHSASA ONMUCh NOAKINENBAETCSA K BHYTPEHHEN CTOPOHE NNLIEBOIN OBIOXKM
aena.

M3meHeHMa cocTaBa OOKYMEHTOB Aena (M3bATUS, BKMOYEHUA OOKYMEHTOB, 3aMeHa [OKYMEHTOB KOMUAMMW)
oTpaxatTca B rpadge "lpumevaHue" BHYTPEHHEW OnuMcU CO CCbIIKaMn Ha COOTBETCTByoLWMe akTbl. [lpu
HeOoOXOAMMOCTU MOTYT ObITb COCTaBIEHBI HOBAs UTOrOBas 3anvcb K BHYTPEHHEN ONMCK 1 NIUCT-3aBepUTEnb Aena.

4.31. [lena nepenatoTcs B apXvB OpraHn3aumm rno onmncsiM, COCTaBIEeHHbIM B CTPYKTYPHbIX NogpasaerieHunsx.

Onucuy gen CTpyKTYPHbIX MOAPa3feneHnit COCTaBMNATCA MO yCTaHOBIEHHon ¢opme (npunoxeHne N 23, 24) B
OBYX 3K3eMMnsipax 1 NPeACcTaBnsaoTCa B apXUB OpraHM3auumn He No3gHee Yem Yyepes OAuH rod Nocne 3aBeplleHnst aen
B Aenonpon3BoacTBe.

Onucu cocTaBnsTCs OTAENbHO Ha [ena MNOCTOSHHOrO XpaHeHus; Aena BpeMeHHbIX (cBbllle 10 neT) cpokoB
XpaHeHusi, B TOM YMCIe No NINYHOMY COCTaBy, U Aena, COCTosLLME U3 LOKYMEHTOB, XapaKTEPHbIX TONbKO ANsl LAHHOM
opraHunsaummu (cyaebHble, cneacTBeHHbIE Aena, HayvHble oTyeTbl no Temam). OTaenbHble ONMCU COCTaBNATCA Ha
€[VHULbl XpaHEHNS 3NTEKTPOHHbIX JOKYMEHTOB NMOCTOSHHOIO XpaHeHUs; BpeMeHHbIX (cBbie 10 neT) CpoKoB XpaHeHWs,
B TOM YMCrlE MO NIMYHOMY COCTaBy.

4.32. lNpw cocTtaBneHny onucu aen CTpyKTypHOro nogpasaeneHunsa cobniogarnTca cneayowme TpebosaHus:

3arofioBkM AeNyi BHOCATCA B OMUCb B COOTBETCTBUM C MPUHATOM CXEMOW cuUCTeMaTM3auunm Ha OCHOBE
HOMeHKNaTyphbl Aen;

Kakgoe Oeno BHOCUTCH B ONUCb MOA MOPSiAKOBLIM HOMEPOM (ecnv Aeno COCTOUT M3 HECKOSNbKMX TOMOB Win
YyacTen, TO KaAbI TOM UK YaCTb BHOCATCA B ONUCb NMOA NOPSAKOBbIM HOMEPOM);

rpadbl ONUCK 3aMOSNHAKTCA B TOYHOM COOTBETCTBMU CO CBEAEHUAMMU, KOTOPbIE BbIHECEHBI HA OONOXKY Aena;

rpacba onucu "lMpumeyaHune" ncnonb3yeTcs Ans 0OTMETOK O NpueMe Aen, 0COBEeHHOCTAX (PU3MYECKOrO COCTOSHMS,
0 nepepgave gen apyrum CTpYKTYpHbIM NoapasgeneHnsiM co CCbINIKON Ha HeOBX0AMMBIN akT, O HAaNU4MKn KOMui.

B koHue onucu Bcrieg 3a nocnegHen onucaTeslbHOM cTaTbel 3anofiHSaeTCsi UToroBasi 3anucb, B KOTOPOW
yKasblBaloTCs (Lnudpamm 1 Nponuchbio) KONMYeCTBO Aer, NePBbI U MOCNegHUn HoMepa Aen Mo Onucu Oerl, a Takke
OroBapvBalTCs 0COGEHHOCTN HyMepaLuun e B OnNMcK (Hanudme nUTEPHbIX U NPOMYLLEHHBIX HOMEPOB).

lMepen BHeceHMEM 3arofiloBKOB AeNn B OMNUCb MPOBEPSIOTCS KaAvyeCTBO (POPMUPOBAHUA M OOpMIeHMs aen,
COOTBETCTBME KONMYECTBa Aen, BHOCMMbIX B OMUCb, KONUYECTBY 3aBefeHHbIX AeN No HOMEHKNaType Aen opraHusaumm.

Mpu npocmoTpe [en MpoBeEPSIOTCH: COOTBETCTBME 3arofioBka [ena coAepXaHuio [OOKYMEHTOB B [Jene;
NpaBuUibHOCTbL OPOPMITEHNST U TPYMNUPOBKM JOKYMEHTOB, BKIOYEHHbIX B [€10; Ka4yecTBO MNOALUMBKM WM nepennerta
[ena; npaBuITbHOCTb HyMepauun NMCTOB Aena; Hanuume B gere, B HeobxoauMbIX crnydasix, BHyTPEHHEN onucn gena u
NpaBUIbHOCTb €€ COCTaBIEHUd; MNpaBWIbHOCTb OdopMIeHMs OOGNMOXKM  Aena; Hanvyune W NpaBWUIIbHOCTb
nucta-3aBeputens gena. B cnyyae obHapyXeHus1 HapyLleHNs1 yCTaHOBMEHHbIX NpaBun opM1MpoBaHnst 1 odhopMITEHUS
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Oen OHW JOMMKHbI ObITb YCTPaHEHbI.

B cnydae obHapyxeHusi OTCYTCTBUSA AN, YMCMASALWMXCA NO HOMEHKNaType Aern OpraHnsauun, CTPYKTYPHbIM
noapasgeneHvem NpMHUMaoTCst Mepbl Mo po3bicky. OOHapyXeHHbIe Aerna BKITHYanTCca B onvMcb. Ecnu npuHsaTelie Mepbl
He danu pes3ynbTaTtoB, TO Ha HeoOHapyXeHHble [erna CcocTaBnsieTcs akT o6 yTpaTe [OOKYMEHTOB, KOTOpbIN
noanncbIBaeTCs PyKOBOAUTENEM CTPYKTYPHOrO NOApPa3feneHms u nepegaeTtca BMECTe C ONUCbI0 AeNn CTPYKTYPHOro
noapasgeneHus B apxus opraHusaumm (npunoxexue N 6).

4.33. Nepepaya gen B apxmB OpraHU3auunm ocyLLecTBnseTcd no rpaduky, CornacoBaHHOMY C PyKOBOAUTENAMMU
CTPYKTYPHbIX NOApa3aeneHun, nepeaarLwmnx JOKYMEHTbI B apX1B, U YTBEPXAEHHOMY PYKOBOAUTENEM OpraHmn3auum.

B nepvog nogrotoBku gen Ha OymaXHOM HOCUTENe CTPYKTYPHbIM MogpasferneHneM K rnepejade B apxus
opraHm3aumm COTPyOHVKOM apxvBa MPOBEPSETCS MpaBMITbHOCTb MX (DOPMMPOBaHUSA, OhOPMITEHNS U COOTBETCTBUE
KONmn4yecTBa e, BKIMIOYEHHbIX B ONMUCb, KONMYECTBY e, COOPMMPOBAHHBLIX B COOTBETCTBUM C HOMEHKMNATYpow Aen
opraHusaumu. Bce BbisiBNeHHble Npu NpoBepke HedocTaTkMm B (QOPMUPOBAHMM U OQOPMIIeHUN Jen  paboTHUKM
CTPYKTYPHOrO nogpasfeneHns 06s3aHbl yCTpaHUThb.

lMpuem-nepegaya Aen B apxvB opraHn3aumMn npous3BoguTca paboTHMKOM apxvMBa OpraHv3aumyM B MNPUCYTCTBUU
paboTHMKa CTPYKTYpHOro nogpasgeneHvs. Ha aksemnnspax onucu gen, AOKYMEHTOB MpOCTaBfsieTcs OTMeTka O
Hanuuun gena. B KOHUe KaXxgoro aksemnnsgpa OnvcK ykasbiBalTCA uudpamu M MPOMUCHI0 KONMYECTBO (PaKTUYECKU
NPUHATLIX B apXuB Aen, HoMepa OTCYTCTBYWOLWIMX Aen, AaTa npuema-nepefadvm pfen, a Takke nognucu nvua,
OTBETCTBEHHOrO 3a apxvB, U Nuua, nepeaasLUero aena.

4.34. MNepepaya SMNeKTPOHHbIX LOKYMEHTOB B apxvB OpraHuM3auuMvM Mpou3BOOUTCA Ha OCHOBaHUWM ONUcen
3NEKTPOHHbIX e, JOKYMEHTOB CTPYKTYPHbIX NogpasfenieHnii no MHopMaLNOHHO-TENEKOMMYHUKALMOHHON ceTn (npwm
HanMMuMM B apxvMBe OpraHu3aumMm UHHOOPMALMOHHOW CUCTEMBbI) UM Ha uandeckm o060COBOMNEHHBIX MaTepuarbHbIX
HOCUTENSAX, KOTOPble NPeaCTaBNAITCA B ABYX MAEHTUYHbIX 3K3eMNnapax.

Mpn nepepave SNEKTPOHHbIX OOKYMEHTOB B apxXvMB OpraHuMsauvMu BbIMOSMHAKTCA Cregylowme OCHOBHbIE
npowenypsbl paboTbl C AOKYMEHTaMU:

¢dopmmpoBaHMe B UHPOPMALIMOHHON CUCTEME OpraHM3auun SMEeKTPOHHbIX Aen, ABASIOLUXCH COBOKYMHOCTbIO
KOHTEWHEPOB 3MEKTPOHHBLIX OOKYMEHTOB WIIN KOHTEMHEPOM 3MIEKTPOHHOIO [AOKYMEHTa, COAepXKalyMM KOHTEHT U
MeTaaHHbIe SNEKTPOHHOIO AOKYMeHTa, davifbl 3NEKTPOHHbLIX MOAMUCEN M BU3Yanu3NPOBAaHHYH KOMWUKO TEKCTOBOIO
3MEKTPOHHOro AoKymeHTa B oopmaTe PDF/A;

dopMMpoBaHME ONUCK SNEKTPOHHBIX A, JOKYMEHTOB CTPYKTYPHOro nogpasaeneHuns;

npoBepka apxXMBOM OpraHM3auMu SMEKTPOHHBLIX [OKYMEHTOB Ha HamnuuMe BpPEeOOHOCHbLIX KOMMbTEPHbIX
nporpamm;

npoBepKa BOCNPOM3BOAMMOCTU 3TIEKTPOHHBLIX JOKYMEHTOB;

npoBepka (HPU3NYECKOTO M TEXHUYECKOrO COCTOSIHUA HocuTenen (Mpu nepefaye 3MeKTPOHHbIX OOKYMEHTOB B
apxvB opraHu3aummn Ha pmsmyeckn 060CcobNeHHbIX MaTepranbHbIX HOCUTENSAX);

npoBepka NOAMMHHOCTM SNEKTPOHHOW NOAMMUCU, KOTOPOW MOANUCAH SNEKTPOHHbIA AOKYMEHT.

Mpuem aneKTPOHHLIX JOKYMEHTOB B apXMB OpraHn3aLmn no MHOOpPMaLMOHHO-TENEKOMMYHUKALMOHHON ceTn (Mpu
HanMMYuM B apxvMBe OpraHu3aumMm WHPOPMALMOHHOM CUCTEMbI) MM Ha urandeckn 060COBNEHHBLIX HOCUTENSIX
odhopMnsieTca COCTaBNEHMEM UTOrOBOW 3aMMCK B KOHLLE OMUCU 3EKTPOHHBIX ST, JOKYMEHTOB, B KOTOPOM uudpamu u
NPONUCBIO YKa3blBAaE€TCS KONMYECTBO (DAKTUYECKN MPUHSITBIX B aPXUB 3MNEKTPOHHbIX AN U 3MNEKTPOHHbIX OOKYMEHTOB.
WToroBas 3anucb nogTBepKOaeTcs MOANMUCAMW COTPYAHUKa apxvBa WM COTPYyOHWKA CTPYKTYPHOrO noapasgeneHus,
nepeaaBLUEro 3MeKTPOHHbIE Aena U JOKyMeHTbI. [1pu npreme Ha apxXMBHOE XpaHEHUE 3NEKTPOHHbIE [eria 3aBepsitoTCs
3MEeKTPOHHON NOAMUCHLI0 PYKOBOAUTENS OpraHu3auum Unm ynonHOMOYEHHOMO MM OOSMKHOCTHOMO nuua.

Mocne npyemMa B apxmB 3NEKTPOHHbLIX OOKYMEHTOB Ha (bu3nyeckn 060COBMNEHHbIX MaTepuanbHbIX HOCUTENAX
BKITAObILLUN, MOMELLEHHbIE B (DYTNAP €ANHULbBI XPaHEHWS B CTPYKTYPHOM MoApasaeneHnn, 3aMeHSATCA Ha BKNagblluu,
0POpPMIEHHBIE B apXMBeE.

Ha Bknagpiwe, nomelwiaemMom B QyTNAp e4uMHNLBI XPaHEHUS, OPOPMIISEMOM B apXuBe, yKa3biBaeTCs:

HaMMeHoBaHWe opraHu3aummn (MoHoe, COKpaLLEHHOe);

Homep ¢hoHAaa;

HOMEp OMUCU SMNEKTPOHHBIX AN, JOKYMEHTOB,;

HOMep Aerna no onucy;

OTMETKa O cTaTyce 3K3eMMnisipa 3NekTPOHHbIX AOKYMeHTOB: "OcH." (ocHOBHoW) unu "Pab." (pabounit);

KpanHve gaTbl JOKYMEHTOB 3MIEKTPOHHOIO Aena;

npy He0BX0ANMOCTN 0HOPMNATCH AONOMNHUTENBHBIE OTMETKM 06 OrpaHMYeHnn 4OCTyNna K JOKYMEHTaM.

Bknagpiw nomelaetca B pyTnap cdumsndeckn 060cobneHHoro matepmanbHOro HocuTensa TakumMm obpasomM, 4YToObI
HaanMcK Ha Hem Obiny BUAHbI NMPU 3akpbIToM hyThspe.

V. OPTAHN3ALIMA NCMNOJIb3OBAHNA JOKYMEHTOB
APXMBHOIO ®OHOA POCCUNCKOW EAEPALIN N OPYTUX APXUBHbIX
JOKYMEHTOB OPTAHUN3ALINA
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5.1. ApxuB opraHusauum JO0MmKeH NpefoCcTaBnsaTb Morb3oBaTento AOKYMeHTbl ApxuBHoro doHaa Poccunckon
depnepaumm u gpyrve apxvmBHble AOKYMEHTLI, @ TaKKe CPaBOYHO-MONCKOBbLIE CPEACTBA K HAM.

5.2. [octyn Kk QOKyMeHTaM MOXeT OblTb OrpaHuM4eH B COOTBETCTBMM C 3aKoHOoAATenbCTBOM Poccuickom
depepaumm, a Takke B COOTBETCTBMM C pacrnopsbkeHMemM COOCTBEHHMKA Wiy Briagenbla apXMBHbBIX [JOKYMEHTOB,
HaxoAsALLMXCSA B YaCTHOWM COOCTBEHHOCTM <1>.

<1> Yactb 1 cratbu 25 PeaepanbHoro 3akoHa oT 22 oktsabps 2004 r. N 125-03 "O6 apxvBHOM fOene B
Poccuinckon denepaummn”.

5.3. MNMonb3oBaTenu Npu MCMNoNb30BaHUN JOKYMEHTOB apXuBa opraHusaumm o6s3aHbl genaTtb CCbUKM Ha MeCcTo
XpaHeHUs1 JOKYMEHTOB.

5.4. CoctaB HCA apxvBa opraHusauuu onpeaensercs COCTaBOM U COAEPXKaHUEeM XpaHSLWUXCA B HeM
JOKYMEHTOB, XapakTepoM 1 3agadvamu Noucka 1 UHTEHCUBHOCTBIO UCMONb30BaHNS JOKYMEHTOB.

OcCHOBHbIM (0653aTENBHBIM) apPXMBHBIM CIPABOYHMKOM B apXvBe OpraHu3auum SBnsieTcs onuch Aer, JOKYMEHTOB.
B ponornHeHve B apxvMBe oOpraHuM3auuMvM BeAdyTCs BCriOMOraTerlbHble apXMBHbIE CMPaBOYHWMKM - KaTaroru, ykasartenu,
ncTopuyeckas crnpaska K oHay.

5.5. B uenax obecneyeHus COXpaHHOCTW, CBOEBPEMEHHOro OTOopa WM y4vyeTa U cucTtematusauuu pfen,
noanexatumx nocTOAHHOMY U BpeMeHHOMY (cBbille 10 neT) CpoKoB XpaHeHus, B OpraHuM3auuu COCTaBMSTCA Onucu
4en, JOKYMEHTOB.

Onucu cocTaBnATCA OTAENbHO Ha Aena, JOKYMEHTbI:

MOCTOSIHHOIO CpOKa XpaHeHwus;

BpeMeHHbIX (cBbie 10 neT) CpoKOB XpaHEeHUS;

no NMYHOMY COCTaBYy;

XapaKkTepHble TONbKO ANnsl faHHOW opraHu3aumm (cynebHele aena, Matepuanbl YrofoBHbIX A€M, Hay4Hble OTYETbI
no Temam).

AHaNorMyHble ONMMCK COCTaBNAKTCH Ha ANEKTPOHHbIE Aena, JOKYMEHTbI.

CBogHble onvcu gern, OOKYMEHTOB OpraHu3aumu COCTOST M3 rogoBbIX Pa3ferioB, COCTaBMSIEMbIX Ha OCHOBE
nepedaHHbIX B apxXvMB OpraHuM3auun onucen Oen ee CTPYKTYPHbIX ModpasgeneHvnii 3a onpedenieHHble rogbl, W
CUCTEMaTU3NPOBaHHbIX B NpeAenax Kaxaoro roaa B COOTBETCTBUM C YTBEPXKAEHHON CTPYKTYPON OpraHuM3auuu Ha 3ToT
rog.

Onwucu gen, JOKYMEHTOB COCTaBIIAOTCS MO YCTaHOBEHHOM doopme (npunoxenusa N 14, 15, 16, 17, 18) n coctoat
13 onucaTternbHbIX CTaTen eQUHNL, XpaHEeHUs!, UITOTOBOW 3anncuy, NMCTa-3aBepuTenst U CNpaBOYHOro annapara K onmcu.

OnucaTtenbHasa cTatbd ONUCK BKIOYAET: NOPSOKOBbIA HOMEP €AMHULbI XpaHEeHUS; MHOEKC eAMHULbI XpaHeHus (no
HOMEHKNaType Aen); 3arofioBOK €AMHMULblI XpaHEHWS, BKIIOYAOLWUIA yKa3aHWe Ha Hanu4me Konum, eCnn B HEM XpaHATCs
KOMWUM JOKYMEHTOB; KpariHue AaTbl €ANHWLIbI XpaHEeHUS; CPOK XpaHeHus (and onucen aen, OOKYMEHTOB BPEMEHHOro
XpaHeHus); KONMYECTBO NIMCTOB B eANHMLE XpaHEHUS. 3aronoBoK Aena MOXeT ObiTb AOMNOSIHEH aHHOTaUMEN OTAENBHbIX
OOKYMEHTOB (rpynnbl JOKYMEHTOB) €ANHULbI XPaHEHWS.

B cnpaBoyYHbIN annapar K ONMCK BXOAST: TUTYMbHBIA JIUCT; codepxaHue (ormnaBfieHue); NpeancrioBue; CnmMcoK
COKpaLLiEeHWIA; ykasaTenu K onucu (NpeameTHbIN, UMEHHOW, reorpadnyeckon).

CocTaB cnpaBo4HOro annapaTa K Onucu 3aB1CUT OT CPOKa XPaHEHUS BKITHOYEHHbIX B HE€ OKYMEHTOB U X BUOB.

K onucam gen, AOKYMEHTOB MOCTOSIHHOrO XpaHEeHUs U MO NIMYHOMY COCTaBy COCTaBMSANTCH TUTYMbHbIA NUCT,
npeauvcnoBue, ornaereHne, NpyM HEOOXOAMMOCTM - CMMCOK COKPaLLEHWIA, yKkasaTenu.

Ha TuTyneHOM nucTe onncy ykasbiBatoTCA: MOSTHOE HAaUMEHOBaHWE rocyapCTBEHHOMO (MYHULMMANBHOMO) apxmBea
(ecnv opraHm3aums SBMSeTCH UCTOYHMKOM €ro KOMMIEKTOBaHMS), nocrnegHee MnofiHoe HavMEHOBaHWe opraHvsauuu,
COOTBETCTBYIOLLEE HA3BaHUIO ee apXMBHOro hoHAa, HOMep apxMBHOro HOHAa, HOMEp U Ha3BaHMe Onucu, KpawmHue
[aTbl BHECEHHbIX B ONMUCb €ANHNLL XPaHEHWS.

Ecnn HaMmeHOBaHWe opraHusaumm WU3MEHSINOCb, Ha TUTYNMbHOM nucte (B cnyyae HeobxoaMmocTuM - Ha
OOMONMHUTENBHOM NMCTE) MNOA4 NOCNEeAHMM HaMMEHOBaHMEM OpraHuM3auuMM ykasbliBalTcd B ckobkax Bce ee
nepenmMeHoBaH1s B ICTOPUYECKON (XPOHOMOrMYECKon) nocneaoBaTenbHOCTM 3a Nepuod, COOTBETCTBYHOLUA KpaiHUM
JataM eQuHWLL XpaHeHWs!, BKITIOYEHHbIX B OMUCH.

B npegucnoBmm K onucu KpaTko u3nararTcd NeperMeHoBaHnsa opraHm3aumm B UICTOPUYECKON (XPOHOMOrMYECKON)
nocrnefoBaTenbHOCTM 3a Nepuod, COOTBETCTBYIOLLMI KPaMHMM gaTaM €4MHUL, XPaHEHUS, BKIHOYEHHbIX B OMUCh.
MpeancnoBre nognUCbIBAeTCsl COCTaBUTENEM C yKazaHUeM OOMKHOCTU U AaTbl COCTaBEHUS.

K onucu pen, OOKyMeHTOB BpeMeHHOro (cebiwe 10 neT) xpaHeHwusi, NpyM HeOOXOAMMOCTU TakkKe MoryT
COCTaBMATLCA OrNaBfieHne, CNCOK COKpaLLeHNA.

Onwucwm (rogoBble pasgenbl ONMcen) ger, JOKYMEHTOB COCTaBMSATCS:

MOCTOSIHHOIO XPaHEHWs - HE MEeHee 4eM B YeTbipex 9K3eMmnnspax: Tpu Ha BGymMakHOM HOocuTene M OgvH - B
3NEeKTPOHHOM BuAe (B KavecTe paboyero aksemnnspa);
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BpeMeHHOro (cBbille 10 neT) XxpaHeHWs - He MeHee YeM B ABYX aK3eMnnspax;

OOKYMEHTOB MO JIMYHOMY COCTaBy OpraHu3auuMi - WCTOYHMKOB  KOMMJIEKTOBAHWUS  rOCYAapCTBEHHbIX
(MyHUUMNAnNbHbLIX) apXMBOB - HE MEHee YeM B 4YeThblpex 3JK3eMmnrsipax: TpU Ha OymMaHOM HocuTene, OAWH - B
3MEKTPOHHOM BuAe (B KavecTBe paboyero akemnnspa);

OOKYMEHTOB MO JIMYHOMY COCTaBy OpraHusauumi, He  SABNALWMXCA  UCTOYHUKAMW  KOMMSIEKTOBAHMUS
rocyapCTBEHHbIX (MyHULUNAMNbHBLIX) apXMBOB, - HE MEHEE YEM B TpeX aK3eMmnnspax.

Onucu (rogoBble pasaensl onucen) aen, JOKYMEHTOB BpeMeHHoro (cBbille 10 neT) xpaHeHus CornacoBbIBaOTCS C
LI3K (3K) opraHusaumm, nocne 4Yero yTBEpXX4aKTCA PYKOBOOUTENEM OpraHM3auum.

Ha paccmoTtpenune 3K npeactaBnsaoTcs He MeHee YeM Yepes 3 roga nocre 3aBeplUeHUs Oenonpov3BOACTBOM
[Oen, BKIMOYEHHbIX B pa3gernt:

onucu (rogoBble pasaensl onucen) gen, JOKYMEHTOB MOCTOSAHHOIO XpaHEHUS AN YTBEPXKOEHUS;

onucu (rogoBble pasaensl onucen) aen, JOKYMEHTOB MO NIMYHOMY COCTaBy And cornacoBaHus <1>.

<1> Onucn pgen, LOOKYMEHTOB MO JINYHOMY COCTaBYy COIT1aCcoBblBalOTCA COOTBETCTBYHOLUMM roCcyagapCTBEHHbIM
(MyHVILI,VIFIaﬂbeIM) aApXnBOM COrJiacHoO npeagocrtaBfi€HHbIM €My NMOJTHOMOYUAM.

Mocne yTtBepxaeHus (cornmacoBaHusl) onucen (rogoBbix pasgenoB  onucen) 3K oHu  yTBEpXAatoTCA
pykoBoauTenem opraHusaumu.

B rocynapcTBeHHbIN (MyHUUMNAnNbHBIA) apxuB NepedalTcsa TPM 3K3eMMspa onucKu Aen NOCTOSAHHOrO XpaHeHus,
OOVH 3K3eMnnap onvcy Aen no fMYHOMY COCTaBy, YTBEpXAEHHbIX (cornmacoBaHHbix) JMK, a Takke no ogHomy
3K3EeMNNSAPY KaXdon OnvucK B 3NIEKTPOHHON chopme (B kavecTBe paboyero ak3emnnsipa).

OpauH aKk3eMnnsAp onucyu den MOCTOSIHHOrO XpaHeHUs M OBa 3K3emnfspa onucu gen no JIMYHOMY COCTaBy
OCTaloTCs B OpraHv3auum.

BHeceHue nsmeHeHun B rogoBoK pasgen onucu gen, AOKYMEHTOB Mnochne ero yreepxaeHus (cornacosaHus) OMNK
AornyckaeTcs TONbKO Ha OCHOBaHWM cooTBeTCTBYIoLWEro petueHns IMK.

5.6. NcTopunyeckas cnpaska kK ooHOY COCTOUT M3 TPEX pasgenoB: uctopus oHgoobpasoBaTens, oTpaxaroLas
WCTOPUIO OpraHuM3auum CO CCbIIKaMM Ha COOTBETCTBYHLIME 3aKkOHOAAaTeNlbHble W HOPMaTMBHbIE akTbl (4aTbl
obpa3oBaHus, MepevMeHOBaHUs, peopraHusauun, nvKBMAaLMK, BeOOMCTBEHHYH MPUHAANEXHOCTb, CTPYKTYpy W
PYHKUUKN, NX U3MEHEHWS, HA3BaHME opraHu3auuun - npeglecTBeHHuKa), uctopusa coHga (obvem, kpanHue Aathbl
OOKYMEHTOB, CTeMNEHb UX COXPaHHOCTU, AaTbl nepejadv AOKYMEHTOB Ha MOCTOSIHHOE XpaHeHue) M XapakTepuctuka
OOKyMeHTOB doHAa (pa3HOBMOHOCTM [OKYMEHTOB, OCOBEHHOCTM (hOPMUPOBAHWA eOWHUL, XpaHeHUs U Ux
cucteMaTmM3auun,  Hanmuume  OOKYMEHTOB,  BbIXOASAWMX 3@  XPOHOJSIOTMYEcKMe  rpaHuubl  AeATenbHOCTU
hoHOoobpasoBaTens, CocTaB CNpaBOYHOro annapara K oHAY, MeCTO XpaHEHUSA AOKYMEHTOB MO JIMYHOMY COCTaBy).

VcTopuyeckas crnpaBka K hoHOy COCTaBMnseTCa B ABYX 3K3eMnngpax, OavH - XpaHnTtca B gene ¢oHaa, BTopon -
nepegaeTcs B rocyA4apCTBEHHbIV (MyHULMNANbHLIV) apXxumB.

5.7. OcHOBHbIMY hOpMaMy UCMONb30BaHWS JOKYMEHTOB apXuBa OpraHnsaunm sBnsaTCs:

NMHopMaunoHHoe obecnevyeHne paboTHUKOB OpraHu3auUnm;

NCMOMHEHNEe 3anpoCcoB Nosib3oBaTeNen, B TOM YNCIE 3anpoCoB rpaxaaH coumarnbHO-MPaBOBOro Xxapakrepa;

BblJaya JOKYMEHTOB U el BO BPEMEHHOEe Mofb30BaHWe, NpefoCTaBfeHne KOMWN apXMBHbIX OOKYMEHTOB MO
3anpocam norb3oBaTenen, B TOM YMcne B (hopMe 3NEKTPOHHBIX JOKYMEHTOB.

dopmamu NCNonbL30BaHMA JOKYMEHTOB apxvBa OpraHM3aunm SBrsTCsa Takke:

NMHAOPMUPOBAHNE CTOPOHHUX OpraHn3aunii O HaNMYMM U COAePXKaHNM NMEIOLLIMXCS B apXMBe JOKYMEHTOB;

ncnonb3oBaHWe JOKYMEHTOB B CPeACTBaxX MaccoBOM UHopMaLnK;

NCMNONb30BaHMWEe LOKYMEHTOB ANS NOATOTOBKN UCTOPUKO-UH(OPMALMOHHBIX MEPOMNPUATUIA: BbICTABOK, 3KCKYPCUW,
KOH(bepeHuun;

Bblaya JOKYMEHTOB Ans paboTbl B UnTaribHOM (MPOCMOTPOBOM) 3arie apxuBa;

opraHu3aums goctyna paboTHMKOB  OpraHuM3aumm K JOKYMeHTam apxuBa MyTeM  WCMoSb30BaHus
NHOPMaLIMOHHO-TENEKOMMYHUKALMOHHON CETU.

5.8. ApxvB opraHusauum JOIKEH BECTU yYeT UCMNOMb30BaHNSA JOKYMEHTOB, B TOM 4MCMe Bblgayn OOKYMEHTOB U
en, Bbldauyn apXMBHbIX CNPaBOK, BbIMUCOK, KOMWUA LOKYMEHTOB.

5.9. Banpocbl nonb3oBaTenen, NOCTynawlMe B apXuB OpraHu3auuv, NnoapasfenslTcs Ha TemaTudeckue u
coumarnbHo-NpaBoBble <1>,

<1> [doanyHKT 5.7.1 nyHKTa 5.7 MNMpaBun xpaHeHus.

5.10. Apxu1B opraHM3aLmmn JOMKEH paccMaTpuBaThb U UCMOMHATL 3anpockl, NOCTYMNMBLUNE B MMCbMEHHOW hopME.

3anpoc nonb3oBaTens A0MKEH coaepkaTb CreayoLlyo MHhopmauuio:

HavMeHOBaHWe PUaNYECKoro nuua - aBTopa 3anpoca (4ns rpaxkaaH - aMunmm, UMeHu, oT4ecTBa, NpU Hanu4um
nocrnegHero);
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MOYTOBBIN U/UNW 3NEKTPOHHBIN agpec, N0 KOTOPOMY AOMKeH ObITb faH OTBET;

CBeOEeHWs, HTepecyoLLMe NoMb30BaTeNs N XPOHOMOrMYeckme paMku 3anpalmBaemon MHpopmMauum;

dopmMy nonyyeHuss nornb3oBaTternem uHdopmaumm (MHOPMaLMOHHOE MMCbMO, apXMBHasi CrpaBKa, apXvMBHas
BbIMMCKA, apXMBHas KONUS, TeEMaTUYeCKMN NepeyeHb, TeMaTu4ecknin 063op AOKyMEHTOB);

NINYHYIO MOANMUCH aBTOpa 3anpoca (rpaxgaHuHa U AOMKHOCTHOrO nuua);

aary.

Mpun NocTynneHnn B apxvmB opraHn3aumm MHTEpPHeT-o0palleHus (3anpoca) nonb3oBaTens C ykasaHMeM agpeca
3NIEKTPOHHOW MOYTbI U/UNN NMOYTOBOrO agpeca emMy HanpaensieTcs yBeJoOMIleHWe O npueme obpalleHust (3anpoca) K
pPacCcMOTPEHUIO UM MOTUBMPOBAHHBIN OTKa3 B PaCCMOTPEHNN.

Ha 3anpochl TeMaTn4ecKoro Xapakrtepa, NnocTynuBLLNE B apxuB opraHm3aumm no
WHOPMALIMOHHO-TENEKOMMYHUKALIMOHHON CETU, B TOM 4ucne no cetun MHTepHeT, oTBeT MoxeT ObiTb HanpaeneH B
BUAE 3MEKTPOHHOIo COOBLLEHNS MO Yka3zaHHOMY aBTOPOM 3anpoca 3feKTPOHHOMY afpecy.

3anpoc JomKkeH ObITb 3aperMcTpUpoBaH B TeYeHMe Tpex pabounx gHe ¢ MOMEHTa ero NOoCTyNMeHus.

3anpoc, He OTHOCALMINCA K COCTaBY XpaHSLWMXCS B OpraHvM3aumvM OOKYMEHTOB (HenpodunbHbIA 3anpoc), B
TeyeHue 7 OHew Co AHS peructpauMm 3anpoca HanpaBnseTcs B OpraHuM3auuio, rae MOryT XpaHuTbCcs Heobxoaumble
OOKYMEHTbI C yBegomIieHeM 06 3TOM Monb3oBaTens.

3anpoc, nNOCTynuBLUMIA B apxvB OpraHv3auuu, paccMmaTtpuMBaeTcd B COOTBETCTBUMM C  TpeboBaHUAMMU
3aKkoHoAaTenNbHbIX U UHBbIX HOPMAaTMBHbLIX MPaBOBbIX akTOB Mo paboTte ¢ obpalleHuamu rpaxgaH U npegocTaBneHmto
rocyapCTBEHHbIX (MyHUUUNAMNbHLIX) YCYT.

OTBET Ha MOCTYMMBLUWIA B apxvMB OpraHm3auum 3anpoc npepocTtaenseTca B TedeHve 30 OHeW cO OHA  ero
pervctpaumn. C pa3speLueHmst pyKOBOACTBA OpraHM3aumnm aTOT CPOK MOXeT ObITb NpoaneH He 6onee yem Ha 30 gHen, ¢
yBegoMIieHneM 06 3ToM 3asBuTens.

5.11. OTBeThI Ha 3anpocCkl NONb30BaTENEN, B TOM YMCIE OTBEThI HA 3anpOChl COLMArbHO-MPaABOBOrO Xapakrepa,
0opMIIATCA B hOPME apXMBHOW CNpPaBKWU, apXMBHOM BbIMUCKU UNWU apXUBHOW KOMUKU, ODOPMIIEHHbIX U 3aBEPEHHbIX B
YCTaHOBMEHHOM NopsaKe.

MMpn oTCyTCTBUM AOKYMEHTOB, HEOOXOOAMMBLIX ANA WCMOMHEHMSA 3anpoca CcouunaribHO-NMpPaBOBOrO Xapakrepa,
COCTaBnsieTcs OTBET Ha OnaHKe opraHM3aumm ¢ ykazaHueM Mpu4mH Nx OTCYTCTBUS.

5.12. ApxuBHasa crpaBka MOANWCbIBAETCA PYKOBOAWTENEM OpraHmsauum WaM WHbIM - YNONTHOMOYEHHBbIM UM
OOMKHOCTHBIM NMLIOM U 3aBepsieTcd nevaTblo opraHnsauum (npunoxenune N 29).

ApxuBHas cnpaska, 06beM KOTOPON NpeBbLILLIAET OAUH NUCT, JOMKHA OblTb NPOHYMEpOBaHa.

B TekcTe apxMBHOW CNpaBKM B XPOHOJSIOrMYECKON NOCNeL0BaTENBHOCTU N3raratoTcsi COObITUS C yKa3aHWeM BUAOB
NCMNOMb30BaHHbIX JOKYMEHTOB, UX AAT U HOMEPOB. B apx1mBHONM cnpaBke JoMycKaeTCcs UMTUPOBAHME JOKYMEHTOB.

HecoBnageHve oTAenbHbIX CBEOEHWI/OaHHbIX OOKYMEHTOB CO CBEAEHUSMW, W3MOXEHHbIMM B 3anpoce, He
ABMNSETCHA NPENATCTBMEM A1 BKIIOYEHMS UX B apXUBHYIO CMpaBKy, €Cnv COBMageHuWe BCEeX OCTalbHbIX CBEAEHWUNA He
BbI3bIBAET COMHEHMWI B TOXAECTBEHHOCTM NMLa Ui OakToB, O KOTOPbIX FTOBOPUTCS B JOKYMEHTAX.

B apxuBHOV cnpaBke AaHHble BOCMPOU3BOOATCHA TaK, KaKk OHU U3NOXEHbl B [OOKYMEHTaX, a pacxoxOeHus,
HecoBMNaZeHWs U HETOYHbIE Ha3BaHWs, OTCYTCTBME UMEHU, OTHECTBA, UHULMANOB UM Hanuyne TOMbKO OOHOMO U3 HUX
OOMXKHbI ObITb OrOBOPEHLI B TEKCTE CNpaBKM B CkoOKax: "Tak B JOKyMeHTe", "Tak B TEKCTe opurmHana".

CefeHus, umeroLmecs B apxmee Mo 3anpocy o pabote u (nm) yuebe B HECKOMbKMX OpraHM3auunsix, kKacarwmnecs
OHOrO Nnua, BKMOYAaKTCS B O4HY apXUBHYHO CNPaBKy.

Mo TEKCTY apXMBHOW CMNpaBKW B KayecTBe MpUMeYaHWd MOryT ObiTb OroBOpeHbl Hepa3bopyMBO HaMMCaHHbIe,
ucnpagsneHHble aBTOPOM, HEe NoAOAILWNECH NPOYTEHUIO BCNEACTBME NOBPEXAEHUS TeKkcTa opuruHana: "Tak B TekcTe
opurnHana", "B TekcTe Hepa3bopunso".

B TekcTe apxvBHOW CpaBKu HE JOMNYCKAOTCA U3MEHEHUS, UCNPaBIEHNs, CYMMUPOBaHME AaHHbIX, KOMMeEHTapuu,
COOCTBEHHbIE BbIBOABI UCMOMHUTENS MO COAEPXKaHWUIO OOKYMEHTOB, HA OCHOBAHMU KOTOPbLIX COCTaBMEHA apxvMBHas
cnpaska. [1oguncTkM 1 MOMapKy B apXMBHbIX CrpaBkax He JOMyCKaloTCs.

B apxuBHONM cnpaBke AOOMKHbI ObITb NPUBEAEHbI ApXUBHbIE LWMEPbI U1 HOMEpPA JIMCTOB €OWMHWL, XpaHEHMUs
[OKYMEHTOB, MCMOMb30BaBLUMXCA A5 €€ COCTaBMNEHNS.

Mo 3anpocy nonb3oBaTenen apxuBHble CrpaBkM MOrYT BbldaBaTbCA B 3MNEKTPOHHOW (hOpMe Ha SMEeKTPOHHOM
HocuTene nmMbo nepecbinatbCa MO MH(POPMALMOHHO-TENEKOMMYHMKALMOHHBIM CETSIM.  ONMEKTPOHHbIE apXMBHbIE
CMpaBKN 3aBEPSIOTCS SMEKTPOHHOM MOAMUCHI0 PYKOBOOAUTENS OpraHm3auun WAM UHOTO  YNOSIHOMOYEHHOrO UM
OOMKHOCTHOrO nmua.

5.13. ApxuBHble BbINUCKN OCOPMAAOTCA Ha OnaHke opraHusauum (apxumBa opraHu3auumn) ¢ 0bo3HaveHuem
Ha3BaHusa Buaa gokymeHta: "APXUBHAA BbINMMNCKA".

B apxuBHOW BbINMCKE Ha3BaHMEe JOKYMEHTa, ero HOMep 1 JaTta BOCNpomn3BOaATCS NOMHOCThIO.

Bbinucka npov3BoAMTCA TOMbKO U3 AOKYMEHTa, B KOTOPOM COAEPXMTCA HECKOSIbKO OTAENbHbIX, HE CBA3aHHbIX
mMexgy cobon BonpocoB. Beinvcka AomkHa BOCMPON3BOANTL MOSTHbIA TEKCT YacTu JOKYMEHTa, OTHOCALLENCS K 3anpocy.

M3BneyeHrem 13 TekcTa JOKYMeHTa AOMKHbI ObiTb MCYepnaHbl BCe MMetowmnecs AaHHble no 3anpocy. Havano u
KOHEL| KaXK4,0oro U3BreYeHns, a Takke NponyckmM OoTAENbHbIX CITOB B TEKCTE AOKYMEHTa 0603Ha4aoTCa MHOrOToUYnEM.
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B apxvBHOM BbINMCKE OOMKHbLI OblTb CAenaHbl COOTBETCTBYHLUME MPMMEYaAHUS M OFOBOPEHbI 4acTuM TekcTa
opurMHana, Hepa3bopyYMBO HamnuCaHHble, WCNPaBlieHHbIE aBTOPOM, He MOAAANLMECH MPOYTEHUIO BCMNEACTBUE
noBpeXaeHus TekcTa u gpyrmm npudmHam. OTaenbHble CIoBa U BbIpaXXeHUS! LOKYMEHTA, Bbi3biBAKOLLME COMHEHNUST B WX
TOYHOCTU, @ TaKke UCMpPaBneHNs, NOQYUCTKM, Bbi3biBaloLLMe COMHEHME B MX OOCTOBEPHOCTW, oroBapusatoTcs: "Tak B
OOoKymeHTe", unn "B TekcTe HepasbopumBo”, nnm "Tak B TekcTe opuruHana". [locne TekcTa apXMBHOW BbIMUCKM
YKa3blBalOTCHA apXMBHbIN LUUAP 1 HOMEpa NUCTOB e4UHULbI XPaHEHWUSI apXMBHOIO OKYMEHTA.

ApxuBHasi BbINUCKa MNOAMNUCLIBAETCA PYKOBOAMUTENEM OpraHu3auun WNU  UHbIM  YNONHOMOYEHHbIM UM
OOIMKHOCTHBIM NMLIOM U 3aBepsieTCs nevaTblo opraHu3aumu.

Mo 3anpocy nonb3oBaTenen apxnBHbIE BbIMUCKW BbI4AKOTCA B 3MEKTPOHHON (hOpMe Ha SMNEeKTPOHHOM HocuTene
nmbo nepecbiNawTca Mo  MHAPOPMAaLMOHHO-TENTEKOMMYHUKALUMOHHBIM  CETAM. ONEKTPOHHbIE apXWMBHbBIE  BbIMUCKA
3aBEPSIOTCS ANEKTPOHHON MOAMUCBHID PYKOBOAUTENSA OpraHM3auun UM MHOMO YNOSIHOMOYEHHOMO UM AOSMKHOCTHOrO
nmua.

5.14. Ha apxuBHbIX KOMUAX, BKIIOYAsS apXMBHblE KOMUMU Ha OYMaXHOM HOCUTENE SMEKTPOHHbIX LOKYMEHTOB,
apxuBHble WGPl NPOCTaBNATCA Ha 060pOTE KAXOO0ro NMCTa apXMBHOW KOMWK, a 3aBepUTenbHasi HAANUCL U nevaTb -
Ha obopoTe nocneaHero nNucTa Konuu.

Mo 3anpocy nonb3oBaTenemn ANEeKTPOHHbIE KOMUN apXMBHBIX JOKYMEHTOB Bbl4AlOTCA B 3NTIEKTPOHHOM dhopme nmbo
nepecbinawTca Mo MHPOPMALMNOHHO-TENEKOMMYHMKALMOHHBIM CETSAM. ONEKTPOHHbIE KOMUU apXMBHbLIX OOKYMEHTOB
3aBepATCA 3MEKTPOHHON NOAMNUCHI0 PYKOBOAMTENS OpraHu3aLyMyM UAM MHOTO YMNONTHOMOYEHHOr0 MM OOSIKHOCTHOrO
nmua.

5.15. INoAroToBneHHbIE apXMBOM OpraHu3aLmMn OTBEThl Ha 3anpockl (apXMBHbIE CMPAaBKW, apXMBHbIE BHIMUCKU W
apXUBHbIE KOMWM) HAaNpaBNATCA 3asBUTENSAM C CONPOBOANTENbHLIM NMMCbMOM MO MOYTE UMW BbIAKTCA: 3asBUTENIO -
npv NpeabsABAeHN AOKYMEHTa, YAOCTOBEPSIOLLErO NMMYHOCTb, €ro NPeAcTaBUTENAM - NPy NpeabsBAEeHUN OOKYMEHTa,
YyOOCTOBEPSIOLLErO NIMYHOCTb U AOBEPEHHOCTW, OPOPMIAEHHOM B YCTAHOBIEHHOM MOPSAKE.

5.16. ApX1BHbI€ CMpaBKX, apXMBHbIE BbIMUCKM 1 apXMBHbIE KONUKU, HamnpaBrnsieMble B rOCy4apcTBa - Y4aCTHUKU
KoHBeHLnn, oTMeHsitowelt TpeboBaHme neranvsaumm MHOCTPaHHbIX oduLManbHbIX JOKYMEHTOB, NognMcaHHon B [aare
5 okTabpst 1961 r., 3aBepsOTCA NPOCTABEHNEM U 3AMNOMHEHNEM CMEeLMansHOro WwramMna - anocTuns B COOTBETCTBUM C
3akoHogaTenbcTBOM Poccuiickon ®epepaumu.

5.17. JonyckaeTcsa nsbaTMe 3 apxuBHbIX Aen W Bbldada Bnagenbuam WM MX POACTBEHHMKAM, B Cryyae MX
NUCbMEHHOro 00paLLeHnst, NOAMMHHbBIX JIMYHBIX JOKYMEHTOB O TPaXXgaHCKOM COCToAHMM, 06 obpasoBaHuW, TPYAOBbIX
KHUXXEK, He MOMyYeHHbIX B CBOE BpeMsl BnaaenbLeM JOKYMEHTOB.

MoanuHHbIE NUYHbIE OOKYMEHTbI BblOAKOTCA 3asBUTENAM C paspelleHns pykoBOoAUTENd oOpraHusaumm no
npegbsaBneHnn nacnopTa UM MHOro OKYMEHTa, YOOCTOBEPSIOLWErO NMYHOCTb, MO0 UX POACTBEHHMKAM WU MHBIM
nvuam no JOBEPEHHOCTU, OPOPMIIEHHON B YCTaHOBMEHHOM 3akoHogaTenbcTBoM Poccuiickon ®epepauumn nopsigke.
MoannHHbIE NNYHBIE OKYMEHTbI MOryT 6bITh HanpaBneHbl 3asiBUTEN0 LIEHHBIM MUCBEMOM.

C nsbiMaeMbIx JOKYMEHTOB B apXUBE OpraHu3aumnm n3rotaBnmBaloTCsl KOMMK, KOTOpble MpuoOLiaoTca K genam.
N3baTrne AOKYMEHTOB, a Takke 3aMeHa Ha KONUKM OTpaxatoTCsl BO BHYTPEHHUX ONUCAX Aen, B IMCTax-3aBepuTenax aen,
B OMUCSX Aen, JOKYMEHTOB.

N3bsTue n Bo3BpalleHne AOKyMEHTOB ODOPMIIAOTCS akTamu 06 m3batun mn3 gen (BO3BpaLLEHUN) yKa3aHHbIX
OOKYMEHTOB. AKTbl 1 ApyrMe AOKYMEHTbl, Ha OCHOBaHMM KOTOPbIX MPOM3BEAEHO U3bsTUE (BO3BpALLEHUE) apPXMBHbIX
OOKYMEHTOB, BKITHOHaOTCH B Aeno oHaa.

5.18. KonupoBaHue [OKYMEHTOB apxuBa oOpraHuMsauum no 3asiBkam nonb3oBaTenen npous3BoguTca Mo
paspeLleHnto pyKoBOAMTENS OpraHM3aLMm UM MHOro YNofIHOMOYEHHOTO UM OOSIKHOCTHOMO nuua.

Konun ooKkyMeHTOB nepecbinatTca B agpec TOW OpraHusaumy, rno 3anpocy KOTOPOWM OHU WU3rOTOBMIEHbI, UMK
BbIOAlOTCS NOMNb30BaTENO NOA4 POCMUCH.

5.19. B uensx cozgaHus ycnoBsun ons paboTbl Nofb3oBaTenen HEMOCPEACTBEHHO B apXBe OpraHun3auum MOXeT
BblOENATbCA MNOMELLEeHNe (4UTanbHbI, MNPOCMOTPOBBLIN 3an) AN O3HAKOMIIEHWS C  OOKYMEHTaMu apxuBa,
000opyaOBaHHOE COOTBETCTBYHOLLUMM TEXHUYECKUMU cpeacTBamMm Ans paboTbl C AOKYMEHTaMW.

Mpn OTCyTCTBMM B apxuBe OpraHu3auuu cneuunanbHO BbiAeNeHHOro nomelleHnsa pabota nonb3oBaTenen c
OOKYMeHTaMm Npon3BoanTCS HEMOCPELCTBEHHO B paboumx kKoMHaTax apxmea. [JJokyMeHTbl Ans paboTbl Nonb30BaTenam
BHE MOMELLEHMSA apXMBa OpraHu3auun BbigaBaTth 3anpeLLaeTcs.

PaspelueHne Ha paboTy B MOMELLLEHUN apx1MBa OpraHvM3auuvM gaeT PYKOBOAMTENb apxvmBa opraHmsauum (nuuo,
OTBETCTBEHHOE 3a apXxuB).

5.20. OTKa3 apxvBa opraH1M3auumn B Bblgade apxmBHbIX JOKYMEHTOB AOMYyCKaeTCH B Cry4vasx:

Hanuuma hoHaa NONbL30BaHMUS;

Hey40BNeTBOPUTENBbHOrO (OU3NYECKOro COCTOSIHUS JOKYMEHTOB;

He npoLleLwmnx Hay4YHOro ONMcaHus U TEXHNYECKOro oopMIIEHNS JOKYMEHTOB, 0O 3aBepLUEHMS 3TUX paboT;

OfpaHMYEHUA Ha WCMOMb30BaHWE, YCTAHOBMEHHbIX 3akoHogatenbcTBoM Poccunckon ®degepauum  mnm
doHOoobpasoBaTenem nNpu nepegayve JOKYMEHTOB Ha XpaHEHue.

OTka3 apxuBa opraHusaumm B NpegocTaBNeHNN OOKYMEHTOB AOMKeH ObiTb BblgaH B MMCbMEHHOW dhopme u
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coaepxXxaTtb NpU4nHbI OTKa3a, a Takke nopaaok ob)kanoBaHus oTkasa.

VI. MEPEOAYA NOKYMEHTOB OPIrAHU3ALNW HA XPAHEHWE
B rOCYOAPCTBEHHbLIV (MYHULINMTMATIbHBLIV) APXVB

6.1. OokymeHnTbl ApxmsHoro poHaa Poccuinckon ®epepauun, obpasosaBluMecss B OpraHmsauusax - UCTOYHMKaXx
KOMMIEKTOBaHUSA rocy4apCTBEHHbIX (MyHMLUNAmNbHbBIX) apXMBOB, MO UCTEYEHWUM CPOKOB WX BPEMEHHOIO XpaHeHus B
apxvBe opraHusaumm nepeaarTcs Ha NOCTOSIHHOE XpaHeHWe B COOTBETCTBYIOLMIA rOCyAapCTBEHHbIA (MyHUUMMNANbHbIN)
apxuB.

6.2. [okymeHTbl ApxmBHoro ¢oHga Poccuinckon @epepauumu, obpasoBaBluMecss B AEATENbHOCTU
rocygapCTBEHHbIX W HErocyAapCTBEHHbIX OpraHuM3aumi, He  SBNSAIWWMXCA  UCTOYHMKAMM  KOMMSIEKTOBaHWS
rocygapCTBeHHbIX (MyHULUMNANbHbIX) apX1BOB, MOTYT NepefaBaThCs B rocy4apCTBeHHble (MyHMUUNAnbHbIE) apXuBbl Ha
OCHOBaHUM AOroBOPOB C COOCTBEHHMKaMM Unv BnagenbLamv JOKYMEHTOB.

6.3. [OoKyMeHTbl nepefatTcA Ha MOCTOSHHOE XpaHeHWe B YNOpsAOYEeHHOM COCTOSIHAM C COOTBETCTBYHOLLUM
Hay4YHO-CMPaBOYHbIM annapaTom.

6.4. B opraHn3aumsx - UICTOYHMKaX KOMMMEKTOBaHWSA rocy4apCTBEHHbIX (MyHMUMNAMNbHBLIX) apXxMBoB BCce paboThl,
CBSA3aHHble C OTOOPOM, NOArOTOBKOW M nepefaven OOKYMEHTOB Ha MOCTOSHHOE XpaHeHue, B TOM u4ucre C UX
yrnopsgoyeHeM U TPaHCNOPTUPOBKOK, BbINOMHAIOTCS 3a CHET CPEACTB opraHnsaumnn, nepegarowmnx JOKYMEHTHI.

6.5. ocpoyHas nepefaya 4OKYMEHTOB Ha MOCTOSIHHOE XpaHeHne MOXeT ObiTb OCyLlecTBneHa Mnpu OTCYTCTBUM
HeoOXoaMMbIX ycroBui Ans obecneyYeHns CoOXpaHHOCTM OOKYMEHTOB ApxmBHOro dooHaa Poccuiickon Pepepaumm, npu
yrpose ytpaTtbl (YHWYTOXEHWs) OOKYMEHTOB, a Takke Mo npocbbe opraHMsaumm Ha OCHOBaHMW [Jorosopa C
rocyaapcTBeHHbIM (MyHMUMNAanbHbIM) apXUBOM.

[MpoaneHvne CpoKoB XpaHEHUS JOKYMEHTOB B apXxvMBe OpraHv3aumy 4onyckaetcss no MUCbMEHHOMY pa3peLleHuio
rocygapCTBEHHOro (MyHULMNAanbHOro) apxmea B criydae HeobxoAMMOCTU NPaKTUYEeCKOro WUCMonb30BaHUS OOKYMEHTOB
opraHusaumen.

6.6. [llepepaya [OKYMEHTOB MOCTOSIHHOMO XpaHeHWS B rOCyAapCTBEHHbIM  (MyHWUMNAnbHbIA) — apxuB
OCYLLECTBMAETCA B COOTBETCTBMM C MMaHOM, YTBEPXKOEHHbIM pyKOBOAWTENEM COOTBETCTBYIOLLEro apxusa no
corflacoBaHuIo C nepegaroLLlen gena opraHnsayunen.

6.7. [JokyMeHTbl nepegaloTcs B roCyAapCTBEHHbIM (MyHMUMNANbHLIA) apxvMB MO OMMCAM Aen, AOKYMEHTOB
MOCTOSIHHOIO CpoKa XpaHeHwus, yTeepxaeHHbIM 3K,

lMepen nepenadvein JOKYMEHTOB Ha MOCTOSIHHOE XPaHEHWE COBMECTHO C MNpeAcTaBuTerneM rocyfapCTBEHHOro
(MyHUUMNanNbHOro) apxuBa NPOBOAMTCHA MpPOBEpKa NPaBWBLHOCTW OMMcaHusA M odopmneHnsa gen, guU3nyYeckoro u
CaHWTapHO-TUIMEHNYECKOrO COCTOSHWUSA AOKYMeHTOB. [Mpu 0BHapyXeHun AedeKToB COCTaBMseTCs akT, YyCTpaHeHue
obHapyXeHHbIX AedeKTOB NPOBOAMTCS CMNamMy opraHm3aLumm.

lMepegava gen npoBoAUTCHA B rocyAapCTBEHHOM (MyHMUMMNAnNbHOM) apxvBe noeanHudHo. Ha Bcex 4eTbipex
3K3emnnsapax onvucen gen, JOKYMEHTOB NPOCTaBMSTCA OTMETKM O npueme gen.

Mpu nepBor Nnepefave OOKYMEHTOB B rOCYAapCTBEHHbIM (MyHUUMNAnbHLIA) apxuB nepedaeTcs ucTtopuyeckas
cnpaska k poHay. [MNpu nocneayoLwmx nepegadyax AOKYMEHTOB nepeaaeTcs A0OMNOMHEHNE K UCTOPUYECKON CripaBKe.

6.8. Nepenaya AOKYMEHTOB O0POPMSETCS akTOM nprema-nepeaadvm AOKYMEHTOB Ha XpaHeHue (npunoxeHve N
30), coctaBnsiembiM B ABYX ak3emnnspax. OAMH 3K3eMnnsp ocTaeTCcsa B rOCYAapCTBEHHOM (MyHMLMMANsHOM) apxuse,
Opyrou - B nepegaioLLen opraHnsauun. Bmecte ¢ gokymeHTaMmu nepefaeTcs Tpu dk3eMnnsdpa onvcy gern, OOKYMEHTOB,
B TOM YMCMEe OOUH B 3MEKTPOHHOM Buae.

Ecnn npu nepepave o6OHapyXeHO pacxoxaeHue Mexdy MWTOroBoW 3anucbid OnMuMcu Aen, OOKYMEHTOB W
dhakTM4yecknm Hanm4Mem nepegaBaemMblx Aen, B ONMUCU Aen, AOKYMEHTOB OopMIsSieTcs HOBas MTOroBasd 3anucb, B
KOTOPOW YyKasblBalOTCA (pakTMyeckoe Hanuuve Aen U Homepa OTCyTCTBylWMX Aen. Homepa oTcyTcTBylOWMX Aen
drKCUpyIOTCA B akTe npuemMa-nepegayv Aen Ha NoCTOAHHOE XpaHeHWe, MPUYNHBLI OTCYTCTBUS Aen - B mnpunaraemMon K
aKkTy npuema-nepegayum cnpaske, NOArOoTOBMEHHON opraHusaLumen.

ApxvB opraHusauum npuHMMaeT Mepbl No pPo3biCKy Aen. Ha oTcyTcTBylolMe OOKYMEHTbl M gena, Mepbl no
PO3bICKYy KOTOPbIX HE Aanun pe3ynbTaTtoB, COCTaBNSAETCS akT 00 yTpaTe AoKymMeHToB (npunoxeHue N 6). YTpadeHHble
NOASIMHHUKN AOKYMEHTOB MOTYT OblTb 3aMeHEeHbl NX KOMUSAMM.

VII. MEPEOAYA NOKYMEHTOB MNP PEOPIAHU3ALN NI NNKBUOALINA
OPIrAHN3ALMN, CMEHE PYKOBOOUTEJA APXMBA OPIrAHUSALINA

7.1. MNMpwn peopraHnsaumm nnn NUKBMAaLMM opraHnsaumm nepefada n ganbHenllee UCNonb30BaHWe AOKYMEHTOB
peopraHM3yeMon WnvM JNUKBUOWPYEMOMW OpraHm3auum OCyLLEeCTBNSETCA B COOTBETCTBMM C  3aKOHOOATENbCTBOM
Poccuickon denepaumm.

Mepemaya OOKYMEHTOB NMKBUOAMPYEMOW OpraHvM3auuu BXOOUT B 00S3aHHOCTb KOMMCCUM, O0Opal3oBaHHOW OIS
nepegayv gen v MMyLLecTea.
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Mpv NKBUOALUMM OpraHM3aLniA - ICTOYHMKOB KOMMIEKTOBAHUS rOCyAapCTBEHHbIX (MyHULMNANbHbLIX) apXVWBOB B
COCTaB NNKBUAALMOHHOW KOMUCCUW BKIIOYaETCS NpeAcTaBuTeslb rocy4apCTBEHHOMO (MyHUUMNAIbLHOMO) apXuea.

7.2. Tlpyn cMeHe pyKOBOOWTENS apxuBa opraHuMsauuy (nuua, OTBETCTBEHHOrO 3a apxvMB OpraHu3auum)
npuem-nepegaya 4OKYMEHTOB apXx1Ba, Y4eTHOrO 1 Hay4YHO-CMPABOYHOro annaparta K HUM OCYLLECTBSIETCS MO akTy.

HamMeHOBaHMe opTraHM3alumn

KAPTOUYKA IIOCTEJIJIAXHOT'O
TOINOT'PASMUECKOI'O YKAS3ATEJIA <*>

CTEJUIAX N

XPAHWIIVMIIE N

Mpunoxexune N 1
K n. 2.37 MpaBun

Wkach N

MNonka N ®oHa N

Onucb N

noN

Eo. xp.cN

MpumeyaHune

®dopmat A6 (148 x 105 mm)

<*> KapToukm nocCTennaxHoro TonorpacuMyeckoro ykasaTens COCTaBMSAOTCA Ha KaXAbll  CTennax u
NPUKPENNAIOTCA Ha TOPLIEBOW CTOPOHE CcTennaxa.
Mpunoxexune N 2
kn. 2.37 MNMpasun
HamMeHOBaHMe oOpTraHM3alumn
KAPTOUKA TIO®OHIIOBOT'O
TOIIOTPAGUUECKOT'O YKABATEJIA <*>
®OHI N XPAHWINIIE N
HazBaHuve doHIOa
Onwuceb Eao. xp.¢cN Crennax N Wkadp N Monka N | MNpumeyaHue
N
noN
1 2 3 4 5 6
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dopmat A4 (210 x 297 Mm)

<*> KapTouku nohoHO0BOro Tonorpagomyeckoro ykasatens COCTaBnsaTCA Ha Kaxabln (poHa 1 pacnonaralTcs B
nopsigke Homepos (hoHO0B.

Mpunoxexne N 3
K n. 2.43 MpaBun

HamMmeHOBaHMe opTraHM3alumu

AKT YTBEPXIIA
N PykoBommTesb OpraHm3almmn
IIPOBEPKM HAJIMUUMA
Y COCTOAHMA aPXMBHEIX IOOKYMEHTOB Momnuce PacumppoBKra
IIOONUCHK
®ounm N IDaTa
HazBaHue QoHIa
Homepa onmucen
[lpoBepka OPOBOIMUIIACHE C o
[IpOBEPKOM YyCTAaHOBJIEHO:
1. UmciamuTcsa IO ONMCAM Iejl en. xp.
(koJIMUecCTRBO)
2. BHIABJIEHH TEeXHMUYECKME OWMOKM :
2.1. VMmewnTCHa JMUTEPHBIE HOMEPA:
a) He YUTeHHBEEe B MTOTOBOM 3alMUCHU en. xXp.
(koJIMUEecTBO)
©) He IepeuMuCJIeHHbBle, HO YyUTEeHHBIe
B MTOT'OBOM 3BalMCU en. xp.
(xkoJIMUEecCTBO)
2.2 . IllponymeHO HOMEPOB:
a) He YUTEHHEX B MTOTOBOM 3alMCHU en. xXp.
(koJIMUecTBO)
©) He I[IepPeuMuCJIeHHBIX, HO YUTEHHBIX
B MTOT'OBOM 3BalMCU en. xp.
(xkoJIMUEecCTBO)
2.3. Ipyrue, B pel’yjbTaTe uyero oOwneMm
YBeJIM4YnJICA Ha en. Xp.
(koJIMUEecTBO)
YMEeHBUMJICA Ha en. xp.
(koJIMUecCTRBO)
3. UmcamTcsd OO ONMCHAM B pPel3yJbTaTe
YCTPaHEeHMsa TEeXHMUECKMX OWMOOK en. xp.
(koJIMuecTBO)
4. He okaszaJIoChk B HaJIMUUMU en. xp.
(koJIMUecCTRBO)
5. lMeeTcsa B HalIMuMM IO IOaHHOMY QOHIY
(BKJIIOUEHHEIX B OIIMCH) en. xp.
(koJIMUEecCcTBO)
M3 HUX TPeOyo X :
a) mesuHbpexkLUUM en. xp.
(koJIMUecCTRBO)
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0) IOesMHCeKLUM’ en. xp.
(koJIMUEecCTBO)
B) pecTaBpauum en. xp.
(koJIMUecTBO)
MpogomkeHne npunoxexmsa N 3
K n. 2.43 MNMpaBun
I‘) rneperujieTa MM IIOOWMBKM en. Xp.
(koJIMUuecTBO)
) BOCCTAHOBJIEHMS 3aTyXallMX TEeKCTOB en. xp.
(koJIMUecCTRBO)
€) HEeUCNPaBUMO IIOBPEeXIEHHBIX en. xXp.
(koJIMUEecCTBO)
6. VMeeTcsa He BKJIOUEHHEIX B ONMCHU en. Xp.
(koJIMUuecTBO)
7. VToro mo maHHOMY (QOHOY (BKJIOUEHHBEIX )M HE BKJIOUEHHBEIX B OIMCH) ,
VMERIMXCS B HaJNUUU en. xp.
(xkoJIMUEecCTBO)
8. XapaKTepucTHKa YCJIOBUM XPaHEHMH
[IpoBepKy MNPOM3BOOUIIN:
HamMmeHOBaHME
HOOJIKHOCTEN
PaBboOTHMKOB [lonnucu PacumbppoBKa mnomnmcein
®opmat A4 (210 x 297)
Mpunoxexue N 4
K nn. 2.43, 3.15 MNpasun
HayMeHOBaHME OpTaHM3alUM
AKT YTBEPXIA
N PykopomuTesnrs opraHmM3alLumn
O TexXHUYECKMUX OlMOKax Mopnuce Pacumpposka
B YUYETHHX INOKYMEHTaXx MIOANNUCH
IDaTa
doHnm N
HazBaunme doHIOa
B xome BHIIOJIHEHUSA OoBHapPYXeHE TEXHUUECKME
omrBKM B 3anmcCax
HasBaHue gokymeHTa CywecTBytoLlada 3anucb Cnepyert 3anucatb
1 2 3
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Ha

B pesynbTare KOJIMUECTBO E€IOMHUIL XPaHeHUA YBEJINUUIIOCH (YMEHBIIMIIOCH )
en. xp.
(undpamMM, NOPONMUCHI)
[IprMeyaHUA:
HamMeHOBaHME OOJDKHOCTM paboOTHMKA lMomnuce PacumppoBka NOONUCHU

VIzMeHeHMa B YyUeTHHE OOKYMEHTH BHECEHE

HavMmeHOBaHME OOJIXHOCTU

dopmat A4 (210 x 297 mm)

MpunoxeHne N 5
K nn. 2.43, 3.15 MNpasun

paboTHMKA apxuBa oonuchb PacumdppoBKa [IOINMUCU
HamMeHOBaHMEe OpraHu3alumn
AKT YTBEPXIOA
N PykopommTesp OpraHmM3almmn
06 OOHaAPYXEeHUM IOOKYMEHTOB omnuce PacumppoBKa
(He oTHOCsHmMXCS K OaHHOMY GOHIY, MIOONUCU
HEeyUTEeHHBIX )
HaTa
B xorme
(Bun pa®oTh)
OOHaAPYXEHO
(B donHnme, xpaHunuiue, pabodyeMm IOMEIEHUN)
N n/n | Baronosok ea. | Wudp (ecnn | KpanHue gatel | Konndectso K kakomy MpumevaHns
Xp. €CThb) nucrtos doHay
(06bem, MO) OTHOCUTCS
1 2 3 4 5 6 7
VToro OOHApPyXEeHO IOKYMEHTOB IOOKYMEHTOB

(umdpamMy M NPONUCHIO)

HamMeHOBaHME IOOJIDKHOCTU paGOTHVIKa

Ilogonuco

PacumdpoBKa MOOIUCU
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VIzMeHeHMa B YyUeTHHE OOKYMEHTH BHECEHE

HauMeHOBaHME IOOJDKHOCTU
PabOTHMKA apxXmBa
IIOONMCHU

HavMeHOBaHMe opraHmM3alumn
AKT

N
06 yTpaTe OOKYMEHTOB

®oHnm N

Ilogonuco

PacumppoBkra

®dopmat A4 (210 x 297 mm)

MpunoxeHue N 6

K nn. 2.44, 3.15, 4.32, 6.8 Npasun

YTBEPXIAIO

PykopomuTesns opraHmM3alLumn

ITognucoe

IDaTa

PacumppoBra

IIoOrnmcum

B pesymneTartTe

(Ha3BaHUE

donma)

YCTAHOBJIEHO OTCYTCTBMEe B QoHIOe

IIEePEeUNrCIJIEHHBIX HMXe neJs,

OJIOXUTEJILHEX PesyJbTaToB
yueTa:

npedrnprHATeE

APXMBOM MEPEI 10 PO3BICKY eI
He 1Dajinm, B CBA3M C 4UeM CuMTaeM BO3MOXHEIM CHATHE C

Nn/n | Onuce N | Ega. xp. 3aronoBok ea. xp. KpanHvne patel | KonuuectBo |[lpegnonaraembie
N nucTos NPUYUHBI
(o6Bbem, M6) OTCYTCTBUSA
1 2 3 4 5 6 7
MToro en. Xp.
(undpamMM ¥ NOPOIMUCHI)
ConepxaHme YTPadeHHEIX JOKYMEHTOB MOXeT OHBITb YaCTMUHO BOCIIOJIHEHO

crlenymomrMmy en. Xp. @

HamMeHOBaHME IOOJIDKHOCTU
pPyKoOBOOUTEJIA apXMBa

(HoMmepa en.

(Mrua, OTBETCTBEHHOI'O 3a apPXUB)

COTJIACOBAHO <*>

IpoTokos JIIK apxXMBHOT'O Yy4YpeXIeHUd

oT N

VIzMeHeHMa B YyUeTHHE OOKYMEHTH BHECEHE

HauMeHOBaHME IOOJDKHOCTU
PabOTHMKA apxXmBa

Y UX TPYNIOBEE BaTOJIOBKU)

Mognuce PacumppoBka NOIONUCHK
COIJIACOBAHO

[IpoTtokos LUSK (3K) opraHm3aumum

oT N

Mognuce Pacumpporka nommnmcu

KoHcynbTaHTINIOC

HafeXxHasa npaBoBan noaAepXXkKa
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Mpuka3 MuHkynbTypbl Poccnn ot 31.03.2015 N 526
"O6 yTBEpXXAEHMWN NPaBW OpraHn3aunn XpaHeHusl,
KOMMNEKTOBaHMS, y4eTa U UCMOo...

[okyMeHT npepoctasneH KoHncynbranTntoc
[aTta coxpaHeHus: 28.06.2016

<*> Ecnun He obHapyXeHbl Aena NOCTOSAHHOIO XpaHeHMs!.

HamMeHOBaHMe opTraHM3alumn

KAPTA-3AMECTUTEJIE IEJIA

®dopmat A4 (210 x 297 mm)

MpunoxexHne N 7
K nn. 2.47 MpaBun

Ierio

(N m HasBaHmMe)
Onmcob

(N u HazBaHMUE)
QoHI

(N 1 HazBaHUe)

BeimaHO BO BPpeMeHHOe IIOJIb30OBaHMe (qMTaJ'[bHBIﬁI Baﬂ):

N ®.1.0. nonb3oBarens [aTa Bblgaun [ata Mognuck Mognuck
n/n BO3BpaTa |BblgaBLUero A4erno| nony4YmBLLErO
aeno
1 2 3 4 5 6

JMCT-3ABEPUTEJIE JEJIA N

B nmesie nmomgumTo U” IIPOHYMEPOBAHO

dopmat A4 (210 x 297 mm)

Mpunoxexne N 8
knn.2.47,4.19, 4.21, 4.23 Npasun

JINCTOB

(LMbpaMu M NOPONMUCHIO)

c N no N

;, B TOM 4YMCJIE:

JIMTEPHBIE HOMEpa JIMCTOB

MIPONIyWEeHHBIE HOMEpa JIMCTOB

+ JIMCTOB BHYTPEHHEM ONUCH

OcobeHHOCTN hM3NYECKOro COCTOSIHUSA N POPMUPOBaHNS Aena

Homepa nuctos

KoHcynbTaHTINIOC

HafeXxHasa npaBoBan noaAepXXkKa
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Mpuka3 MuHkynbTypbl Poccnn ot 31.03.2015 N 526
"O6 yTBEpXXAEHMWN NPaBW OpraHn3aunn XpaHeHusl,
KOMMNEKTOBaHMS, y4eTa U UCMOo...

[okyMeHT npepoctasneH KoHncynbranTntoc

[aTta coxpaHeHus: 28.06.2016

HamMeHOBaHME IOOJIDKHOCTU

paboTHMUKA

IaTa

HamMeHOBaHMe opTraHM3alumn

®ounm N

Iloonmuce

PacumdpoBKka MOOIUCU

JIMCT MCIIOJIb3OBAHMA IJOKYMEHTOB

Onuce N

3aroJIOBOK meJia

Hesno N

dopmat A4 (210 x 297 mm)

Mpunoxexne N 9
K n. 2.47 MpaBun

[ata Komy BblgaHo: XapakTtep Ucrnosnb30BaHus N MNoanuck nuua,
NCnonb30B | hamunusd, nHmumansi (konMMpoBaHue, BbINUCKMY, MCMNONb30BaHHbl | UCMOMb30BaBLLErO
aHus (pa3bopunBo) NpoCMOTp) X JINCTOB nerno
1 2 3 4 5

HamMmeHOBaHMe opTraHM3aluUmU

AKT

N

O BHIDAQUE QO€JI BO BPEMEHHOE II0JIb30OBAaHMUE

(HaMMeHOBaHMe opraHmszaumnum,

ee anpec,

OcHOBaHMeE

[IOUTOBEI MHIEKC)

dopmat A4 (210 x 297 mMm)

Mpunoxexne N 10
K n. 2.46 MpaBun

KoHcynbTaHTINIOC

HafeXxHasa npaBoBan noaAepXXkKa
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"O6 yTBEpXXAEHMWN NPaBW OpraHn3aunn XpaHeHusl,

KOMMMEKTOBaHUA, Y4YETa U UCNO...

[okyMeHT npepoctasneH KoHncynbranTntoc
[aTta coxpaHeHus: 28.06.2016

g KakoM LeJyiM BHIOATCI eI.

xp. u3 ¢oHma N

(HazBaHmMe o¢oHIa)

Nn/n | Onuce | Eg. xp. | 3aronosok eq. KpaiiHne | KonuyecTtBo nncToB, MpumevaHue
N N Xp. natbl dopmat (06bem,
MG6)
1 2 3 4 5 6 7
Bcero BrpmaeTcsa en. xXp.,
(umbdpamMy M NPONUCHIO)
CPOK BO3BpalleHUHd .
Hena BBEIIO A HEIL B YIIOPAIOOYEHHOM COCTOAHUMN, IO O THIL, B oGnomcax, C
IIPOHYMEPOBAHHEIMIM JIMICTaMM UM 3aBEPUTEJIEHBIMYM HAOIIVMCAMNU .
Honyanenb O@HByeTCF{ He npenocCTaBIIATH nejia, IIOJIYydeHHBIe BO BPEeMeHHOe
II0JIb30BaHME, IIOCTOPOHHVIM JiiaM, HEe BEIIABATH 10 HVIM KOHMVI, BEIIIMCOK "
CIIpaBOK, He NIyOJIMKOBATHL HOOKYMEHTH 0e3 pa3pelleHus opTaHM3alMuM, BbIaBIIEN
neja.
Honyanenb OGHByeTCH BEPHYTbH mejia B apXmMpB OpIraHM3alVM B yKaBaHHbIVI B
axKTe CpPpOoK.
MponomkeHue npunoxenna N 10
K n. 2.46 MNMpaBun
Honyanenb npenylrpexineH ob OTBETCTBEHHOCTHM IIO 3aKOHY B CJlydae YyTpPaTel

Iy IOBpPEeXOeHMA II0JIYUYEeHHEBIX

HarvMeHOBaHME IOOJIXKHOCTM
PYKOBOIOMTEJS OpPTraHmU3auun,
BHIDAIEN Iejia
omnmce Pacumpporkra
IOONMCHU

DaTa
[leuaTs OpraHMU3aLUN

BO BpeMeHHOe IIOJIb3OBaHME nOeJl.

HamMmeHOBaHME IOOJDXKHOCTU
PYKOBOOUTEJA
OpPraHM3aUuM-IIoJIydaTe s
omnmce PacumpposBkra
IIOONMCHA

DaTa
[leuaTs OpraHMU3aLUN

dopmat A4 (210 x 297 mm)

Mpunoxexne N 11
k nn. 3.6, 3.15 MNpaswun

(HamMMeHOBaHMEe OpITaHMB3alUMU)

(Ha3BaHMUe apxmBa Opl"aHV[EiaLU/H/I)

yueTa MNOCTYIIJIEHMS M BHOHTHUS »OeJI,

KHUTA
IOOKYMEHTOB

ToMm N

KoHcynbTaHTINIOC

HafeXxHasa npaBoBan noaAepXXkKa
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"O6 yTBEpXXAEHMWN NPaBW OpraHn3aunn XpaHeHusl, [JokyMeHT npepocTaBneH KoHcynbrauTlnroc
KOMMN/IEKTOBAHWA, y4eTa U UCMON... Hata coxparenns: 28.06.2016
HauatT
OKOHUEH
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"06 HokymeHT npeaoctaBneH KoncynbraHtatoc
YTBEPXAEHUM MPABW/T OpraHM3aunn XpaHeH s, KOMMIEKTOBAHKS, y4eTa 1 UCMOoN... [JlaTa coxpanenns:: 28.06.2016

®opmat A3 (297 x 420 mm)

MpogommkeHune npunoxeruna N 11
K nn. 3.6, 3.15 MNpasun

N Hata HanmeHoBanne | HanmeHoB |HasBa| [oabl Bun MocTtynneHne onucaHHbIX | BblbbiTMe onncaHHbix | HeonucaHHbix | MNpumed
n/n | noctynn opraHusaumm aHue, HMe U | NOCTYNuB | HOCUTE JOKyMEHTOB JOKYMEHTOB oen, aHune
eHUnA n (CprKTypHOFO HOMEpP n HOMe | Wux unm | na <*> LOOKYMEHTOB,
BbIObITM | Noapasgenexus, haTta p BblObIBLL KonnuyectBo ef. xp. KonnyectBo ef. xp. nucTtoB
2| nvua, apxvea), oT | AOKyMeHTa | oHA nx
OoKyMme KOTOpoWn , 1o a OOKYMeH
HTOB nocTynunu (Mnn | KOTopomy TOB Mo
BblObINK) nocTynunun onucu
OOKYMEHTbI nnu
BbIObIN
OOKYMEHTbI
nocTos | BpEMEH no nocto |Bpeme| Mo |nocty | BbiGbI
HHOro HOro JIMYHO | 4HHOTI | HHOI'O | NMNYHO | NKUNOo no
XpaHeH | (cBblwe [ My o] (cBblWw | My
ns 10 nert) | coctaB | xpaHe | e 10 | cocTa
y HUa | neT) BY
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16
ToTo B TOOoy I[OCTYIINJIO en. xp., B TOM UMKCJIe: Ha
(urdpaMrt ¥ HOPONUCHI)
ByMaxHOM HOCHUTEJIE , DBJIEKTPOHHBIX ,
(umbpaMy M NPONMUCHIO) (umbpaMy M MNPONMCHIO)
AYIMOIOOKYMEHTOB ; BUMIEeOIOOKYMEHTOB .
(urbdpaMy M HOPONMCHIO) (urbdpaMy M HOPONMCHIO)
IIOKA3EIBATCA pas3IelJIbHO MTOI'OBHIE IaHHBEe O I'padam 8, 9, 10, 14 xHUTHK;
BEIOBLIIO en. Xp., B TOM UumMcCJjle: Ha OyMaXHOM HOCHUTEeJe
(umbpaMy M MNPONMUCHIO)
; DBJIEKTPOHHEIX ,
(umbpaMy M HNPONMCHIO) (umbdpaMy M HOPONMCHIO)
AyIOVMOIOKYMEHTOB , BUICOINOKYMEHTOB .

KoHcynbTaHTiinioc www.consultant.ru Crpanuua 31 u3 55
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" HokymeHT npeaoctaBneH KoncynbraHtatoc
06 yTBEpXAEHUM MPaBWIT OPraHM3aLmMn XpaHeHUs!, KOMMIEKTOBaHWS, y4eTa U UCMON...

[ata coxpaHeHus: 28.06.2016

(umdpaMyt ¥ HOPONUCHI) (umdpaMrt ¥ HPONUCHI)
[IOKA3EBATCA pas3mellbHO MTOT'OBBE IaHHBEe NO rpadam 11, 12, 13, 15.

HamMeHOBaHMe IOOJIXHOCTM JiMLa,
COCTaBMBIIETO MTOTOBYK I'OIOOBYI 3alllChb INlommnmce PacumppoBka NOONUCHK

HauMeHOBaHME IOJIXHOCTM PYKOBOAMTENS apxmuBa IlloOnmch PacumppoBKa IOIANMUCU
(Mnua, OTBETCTBEHHOTO 3a apxXUB)

IaTa

<*> B rpadpe ykasbiBaeTcs Bua Hocutens (BH - gokymeHTbl Ha ByMaxkHoM HocuTene, 3 - aneKTpOHHbIE OKYMEHTbI).

dopmart A3 (297 x 420 mm)

MpunoxeHne N 12
K nn. 3.6, 3.15 MNpasun

HamMveHoOBaHUE OpraHMn3almn

CIMCOK ©OHIOB

Tom N
HauartT
OKOHUEeH
dopmat A4 (210 x 297 mm)
MpogomxkeHne npunoxeHua N 12
k nn. 3.6, 3.15 MNMpasun
N [ata nepeoro | HassaHue doHaa OTtmeTka o BbIGbITUM hoHOa MNpumeyaHne
doHaa NoCTynneHns
OOKYMEHTOB Kyna BbIObIN Dataun N
KoHcynbTaHTI/0C

www.consultant.ru Crpanvua 32 n3 55
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"06 YTBEPXAEHUWN NMPaBU1 OpraHn3alnn XpaHeHUs, KOMNNIEKTOBaAHUA, YHYETA U UCNO...

[JokyMeHT npepoctasneH KoHcynbraHTntoc
[ata coxpaHeHus: 28.06.2016

doHaa OOKYMEHTa, Ha
OCHOBaHUK
KOTOpPOro BbIObIN
1 2 3 5 6
Ha 01.01. Toma B CHMCOK BKJIOUeHBE GOHIE C N mo N

M3 CHOMCKa MCkJIodeHbl QoHnmel ¢ N

Bcero XpaHuTrcd B apXumBe

GOHIOOB, U3 HUX:

(urdpaMyt ¥ HOPONUCHI)

(umbpaMy M MNPONMCHIO)
Homepa cBOOOnHEIE:
Homepa BHIObIBUIME (I[I€pPemaHHEE) :
HammMeHOBaHMe OOJIXHOCTU
paboTHMKA apxMBa, COCTABUBIIEIO
TOIOBYI MTOTOBYI 3alMCh
HauMeHOBaHME OOJDKHOCTU

PYKOBOOUTEJSA apxXuBa
(Mmua, OTBETCTBEHHOTO 3a apxXmB)

comepxaT ocoBO LIeHHBEIE HeJia.

PacumppoBka NOONUCHK

PacumbppoBKka NOONUCK

IaTa
®opmat A4 (210 x 297 mm)
Mpunoxexne N 13
k nn. 3.6, 3.15 MNpasun
JUCT ®OHIA N
KoHcynbTaHTI/0C

Hape)XHas npaBoBas noaaepXXKa

www.consultant.ru
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"O6 yTBEpXAEHUM NPaBuA OpraHM3aLMn XpaHeHUs, KOMMNIEKTOBaHWS, y4eTa 1 ucnon...

[JokyMeHT npepoctasneH KoHcynbraHTntoc
[ata coxpaHeHus: 28.06.2016

(IaTa OepBOI'O NOCTYILJIEHUS
IOOKYMEHTOB QoHIA)

(MecToHaxoxmeHve GoHIa
(HaMMeHOBaHME oOpTraHM3auuy,
TOe xpaHuTcsa GoHn) )

KpaliHue aaTbl Kakgoro HasBaHus HassaHue coHaa

doHaa
1 2

1. YueT HEONMCAHHHEX IOOKYMEHTOB

Hata |[HassaHue, N v gaTa gokyMeHTa, MocTtynnexnne BbiGbiTHE Hanunuve
3anucu Mo KOTOPOMY MOCTYMWIN UNN (ocTaToK)
BbIObINM JOKYMEHTbI
Konuuect | KpaiHue | Konuuect | KpanHue Bcero nen
BO Aen natbl BO Aen aathbl
1 2 3 4 5 6 7
2. YueT ONMCAHHEX IOKYMEHTOB
Hata | Homep lNog HasgaH | MNocTtyn BbibbITHE Hannuue (octatok)
3anuicu | onucu ne uno eg.
aen onucu Xp. Konuye | OcHoBa | B Tom vncne no | Konnye B Tom yucne:
nnm CTBO Hue onucsam, CTBO
aHHoTa ef. Xp. | BblObITM | yTBEpPXKAEHHBIM | eAd. Xp. NMOCTOSIHHOIO XpaHeHusI no NMYHOMY
Luu b2 OlK cocTaBy
[OKyme (HasBaH
HTOB ve, Konuue | kpanHu N3 HUX Mo Konuye | KpanHu
pata, N CTBO | e paThl onncsim, CTBO | e garthl
OOKyMme ed. Xp. | ed. Xxp. | yTBepXOeHHbIM | ead. xp.
HTa) OlK
| |
KoucyanaHTnmoc www.consultant.ru Crpanvua 34 mn3 55
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"O6 yTBEpXAEHUM NPaBuA OpraHM3aLMn XpaHeHUs, KOMMNIEKTOBaHWS, y4eTa 1 ucnon...

[JokyMeHT npepoctasneH KoHcynbraHTntoc
[ata coxpaHeHus: 28.06.2016

Konnye | KpanHu Konmye | KpanHu
CTBO | e garhl CTBO | e garhl
en. xp. en. xp.
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16
dopmat A4 (210 x 297 mm)
Mpunoxexne N 14
K nn. 3.6, 5.5 MNpasun
HamMeHOBaHMe OpTraHM3aluMn YTBEPXIA

®oHn N PykoBomuTess opraHm3alLumu
IlNommnmce PacumppoBka
OIICH N [IOONMCHU
neJl ITOCTOAHHOIT'O XpPaHeHUA JlaTa
3a Ion
N n/n WHpekc gena 3aronosok gena | KpanHue pathbl Konuyectso MpumeyaHue
nicTos
1 2 3 4 5 6
HasBaHwue pasgena
B JIaHHT:Iﬁ pasmeil OIIMCHM BHECEHO e,

c N

no N

JIMTEPHEIE HOMePa:
[IPONyLIEHHEIE HOMepPa:

(umbpaMy M MNPONMCHIO)
, B TOM umMcCJIe:

KoHcynbTaHTI/0C

HafeXXHasa npaBoBas noaAepXXKa
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"06 YTBEPXAEHUWN NMPaBU1 OpraHn3alnn XpaHeHUs, KOMNNIEKTOBaAHUA, YHYETA U UCNO...

[JokyMeHT npepoctasneH KoHcynbraHTntoc
[ata coxpaHeHus: 28.06.2016

HavMeHOBaHMe OOJIKHOCTU

COoCTaBUTEJIAd OIINUCU

HavMeHOBaHMeE OOJIXHOCTU

PYKOBOIOUTEIJIA apXMBa
OTBETCTBEHHOI'O 3a apXMB)

(mmua,
COT'JIACOBAHO
[IpoToxos L3K (3K)
oT N

opTraHmM3aLun

HauMeHOBaHMe OpTraHU3aLUn

Ilopnmce

Ilomonmce

YTBEPXIEHO

PacumbppoBka NOONUCK

PacumppoBka HOOIUCU

[lpoTokost 3K apXMBHOTO y4YpexXIeHMA
oT N

YTBEPXIAIO

®opmat A4 (210 x 297 mm)

Mpunoxexne N 15
K nn. 3.6, 5.5 MNpasun

donnm N PykoBomuTresib OpraHM3alnn
OIMCh N llonnucob PacumppoBka
Iej I10 JIMYHOMY COCTaBy nonnmucu
3a ron IaTa
N n/n WHaekc 3aronoBok KpanHne Cpok xpaHeHus Konuuecteo | MNMpumevanu
pena pena natbl nucTtos e
1 2 3 4 5 6 7
B nmaHHEM pasnes ONMCM BHECEHO nei,
(umdpaMm ¥ HNPONMCEI)
c N no N , B TOM UMCJIE:
KoHcynbTaHTI/0C

Hape)XHas npaBoBas noaaepXkKa
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" HokymeHT npeaoctaBneH KoncynbraHtatoc
06 yTBEpXAEHUM MPaBWIT OPraHM3aLmMn XpaHeHUs!, KOMMIEKTOBaHWS, y4eTa U UCMON...

[ata coxpaHeHus: 28.06.2016

JIMTEepPHEIE HOMePa:
IPONyLIEHHEIE HOMEpPa:

HauMeHOBaHMe HOOJIKHOCTU
cocTaBUTEJIA OINUCU Moonmce Pacumpporka nomnmcu

HamMeHOBaHME IOJDKHOCTU
pyKOBOAMUTENS apxuba (auua,

OTBETCTBEHHOTO 3a apPXUB) Ilonnuchb PacumbppoBKka NOONUCK
COTJIACOBAHO COTJIACOBAHO
IIpoTokos L3K (5K) opraHMszauum [lpoTroxost 3K apXMBHOTO y4YpeXIeHUA
oT N oT N
dopmart A4 (210 x 297 Mm)
MpunoxeHne N 16
K nn. 3.6, 5.5 MNpasun
HauMeHOBaHMe OpTraHM3alumn YTBEPXIAIO
donnm N PyxoBommuTesb OpraHmM3alLmumn
OIMCh N [Moonucse PacumppoBxa
oeJyl BpeMeHHEX (cBeuie 10 JeT) [OOINCH
CPOKOB XpaHeHUS HOaTa
3a ron
N n/n UHpeke 3aronosok aena | KparnHue gatbl | Cpok XpaHeHus KonuyecTtBo MprmeyaHu
aena nncrtoB e
1 2 3 4 5 6 7
KoHcynbTaHTI N
OHCy. a ocC www.consultant.ru Crpanuua 37 n3 55
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" HokymeHT npeaoctaBneH KoncynbraHtatoc
06 yTBEpXAEHUM MPaBWIT OPraHM3aLmMn XpaHeHUs!, KOMMIEKTOBaHWS, y4eTa U UCMON...

[ata coxpaHeHus: 28.06.2016

B HmaHHBI pasl3Idel ONMCKU BHECEHO e,
(urdpaMrt ¥ HOPONUCHI)
c N no N , B TOM UMCJIE:
JMTEPHEIE HOMEPA:
IIPOIIYyUIEHHEIE HOMEPa:

HamMeHOBaHMe OOJIXKHOCTU
cocTaBUTEJId ONUCHU [Momnmce PacumppoBka NOONUCHK

HammeHOBaHME OOJDKHOCTU
pykKoBOOMTENA apxupa (amuua,

OTBETCTBEHHOI'O 3a apXI/IB) HO,HHMCI:; PaCU.IM@_)pOBKa Inonornmcum
COT'JIACOBAHO
[IlpoToxkos ILBOK (39K) opraHu3aumum
oT N
®opmat A4 (210 x 297 mm)
Mpunoxexne N 17
knn. 3.6, 4.19, 5.5 MNpasun
HammeHOBaHMEe OpTraHM3aluMn YTBEPXIA
dounm N PyxkopomuTresb OpraHM3alumu
[lomnmce Pacumpporka
OIIMCb N TIOONMCHU
BJIEKTPOHHEIX IeJl, IOOKYMEHTOB IaTa
IIOCTOAHHOTI'O XpPaHeHud
3a Tron
N n/n MHpeke pena 3aronoBok gena KpaiHne gathbl O6bem, M6 MpumeyaHus
1 2 3 4 5 6
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" HokymeHT npeaoctaBneH KoncynbraHtatoc
06 yTBEpXAEHUM MPaBWIT OPraHM3aLmMn XpaHeHUs!, KOMMIEKTOBaHWS, y4eTa U UCMON...

[ata coxpaHeHus: 28.06.2016

B HmaHHBEI pas3desl ONMUCKU BHECEHO nen,
(umbpaMy M MNPONMUCHIO)

c N no N

(umbdpaMy M HNPONMCHIO) (umbdpaMy M HOPONMCHIO)
obBeMOM M6.
HamMeHOBaHMe OOJIKHOCTU
COCTaBUTENA ONIUCU [Mognuce PacumbppoBKka NOONUCK
HavMeHOBaHMeE OOJIXHOCTU
PYKOBOOUTENA apxuba (amuua,
OTBETCTBEHHOT'O 3a apXuB) Momnuce PacumppoBra nomnmcu
COT'JIACOBAHO YTBEPXIEHO

[IpoToxos LUSK (3K) opraHmzaumm

[lpoTokost 3K apXMBHOTO y4YpexXIeHMA

oT N oT N

®opmat A4 (210 x 297 mm)
MpopomxkeHne npunoxeHua N 17

kK nn. 3.6, 4.19, 5.5 MNpasun

NPUJIOXEHVE K OINMCU N

SJIEKTPOHHBEIX HOeJjl, IOOKYMEHTOB

IIOCTOAHHOTI'O XpPaHeHMA

3a Ion

PeecTp IOKYMEHTOB (KOHTENMHEPOR 2JIEKTPOHHEIX IOOKYMEHTOB) DJIEKTPOHHOIT'O Heja:

<F>

N en. xp. IO ONMCHU HOekc mpesa

3aroJIoBOK Heja

Harta Per. N HaumeHoBaHWe JokymeHTa O6bem, M6 MpumeyaHns

OOKyMeHTa OOKYyMeHTa

KoHcynbTaHTI/0C

Hape)XHas npaBoBas noaaepXkKa
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"06 YTBEPXAEHUWN NMPaBU1 OpraHn3alnn XpaHeHUs, KOMNNIEKTOBaAHUA, YHYETA U UCNO...

[JokyMeHT npepoctasneH KoHcynbraHTntoc

[ata coxpaHeHus: 28.06.2016

1 2 3 4 5
HavMeHOBaHME OOJIXKHOCTU
COCTaBUTEJIA OIUCU Ilommnmce PacumppoBka nomnmcu

<*> COoCTaBnsieTCs Ha KaXKgoe SMNEKTPOHHOE Aeno.

HammveHOBaHMe OpTraHM3aluu

YTBEPXIAIO

®opmat A4 (210 x 297 mm)

MpunoxeHne N 18
k nn. 3.6, 4.19, 5.5 MNpasun

®ounm N PykopomomuTesib OpraHMU3aLUN
[Momnmce Pacumpporkra
OIIMChb N MIOONNCHU
3JIEKTPOHHBEIX IeJl, IOOKYMEHTOB IaTa
BpeMeHHEX (cBruie 10 Jer)
CPOKOB XPaHeHUsS
3a TOm
N n/n | UHaekc 3aronoBok gena KpawnHne Cpok O6bem, M6 | MpumeyaHus
aena aaTbl XpaHeHus
1 2 3 4 5 6 7
B nmaHHEI pas3nej ONMCKY BHECEHO neJ,
c N no N
(umbdpaMy M NPONMUCHIO) (umbdpaMy M MNPONMCHIO)
KoHcynbTaHTI/0C

HafeXXHasa npaBoBas noaAepXXKa

www.consultant.ru

Crpanuua 40 n3 55


http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru
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"O6 yTBEpXAEHUM NPaBuA OpraHM3aLMn XpaHeHUs, KOMMNIEKTOBaHWS, y4eTa 1 ucnon...

[JokyMeHT npepoctasneH KoHcynbraHTntoc
[ata coxpaHeHus: 28.06.2016

obBeEMOM M6.

HammMeHOBaHMe OOJIXHOCTU
COoCTaBUTEJIS OIUCKU INommnmce

HauMeHOBaHMe OOJIKHOCTU
pPyKOBOOUTENSA apxmupa (JImua,
OTBETCTBEHHOTO 3a apXus) Iloanmchb

COIJIACOBAHO

IpoTokoJs LSK (32K) opraHuzaumuu
oT N

IIPUMJIOXEHME K OIIMICM N
BJIEKTPOHHBEIX IeJl BPpeMeHHBIX
(cBemie 10 JleT) CPOKOB XPaHEHUS

PacumppoBka NOONUCK

PacumppoBka NOONUCHK

3a ron
PeecTp IHIOKYMEHTOB (KOHTEWHEPOB BJIEKTPOHHEIX HOKYMEHTOB) B3JIEKTPOHHOT'O IeJa:
<k >

N en. xp. o onmcu umexkc npesa

3aroJIOBOK mOejia

HaTta Per. N HanmeHoBaHve JoKyMeHTa O6bem, M6 MpumeyaHus
OOKyMeHTa [JOKyMeHTa
1 2 3 4 5

dopmart A4 (210 x 297 Mm)

MpogomxkeHne npunoxeHna N 18
K nn. 3.6, 4.19, 5.5 MNpasun

KoHcynbTaHTI/0C

www.consultant.ru
Hape)XHas npaBoBas noaaepXkKa
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MNpukas MuHkynbTypbl Poccun ot 31.03.2015 N 526
"06 HokymeHT npeaoctaBneH KoncynbraHtatoc
YTBEPXXAEHUN NPaBW/T OPraHM3aUnMn XpaHEHUs, KOMIMNEKTOBaHWUS, y4eTa U UCMoJ... [JlaTa coxpaHeHus:; 28.06.2016

HammveHOBaHMEe IOOJDKHOCTU
COCTaBUTENA ONIUCU [Mognuce PacumbppoBka NOONUCK

dopmart A4 (210 x 297 Mm)

<*> CocCTaBnsieTcsa Ha KaXkgoe 3NeKTPoHHOe Aeno.

Mpunoxexne N 19
k nn. 3.6, 3.11, 3.15 MNpasun

HauMeHOBaHMe OpTraHU3aLUn
PEECTP OIMNCEN

Hauat

OKOHUEH

®opmat A4 (210 x 297 mm)

MpogomxkeHne npunoxeHna N 19
k nn. 3.6, 3.11, 3.15 MNpasun

KoHcynbTaHTI/0C

www.consultant.ru Crpanvua 42 un3 55
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Mpuka3 MuHkynbTypbl Poccnn ot 31.03.2015 N 526
"O6 yTBEpXXAEHMWN NPaBW OpraHn3aunn XpaHeHusl,
KOMMNEKTOBaHMS, y4eTa U UCMOo...

[okyMeHT npepoctasneH KoHncynbranTntoc
[aTta coxpaHeHus: 28.06.2016

N N N HaseaHu KonunyecTtBo gen B onucu KpanHun | Konnye | Konuuec | MNpumey
n/n (bOHﬂ, onncun e onucu e JaTtbl CTBO TBO aHue
a NOCTOAH | BpeMeHHOor no JINCTOB | 3K3eMmnn
Horo o (cBbiWwe | NUYHOMY BoOMNncu | 4pos
xpaHeHu | 10 net) | cocraBsy onucu
A XpaHeHusA
1 2 3 4 5 6 7 8 9 10 1M
Bcero xpaHmMTCsa B apxmbe onmcey, U3 HUX
(umbdpaMm M HOPONMCHIO)
[IOCTOSHHOTO XPaHEeHUs ,
(umbppaMm ¥ OTPONMUCHIO)
BPEMEHHOTO xpaHeHus (csomre 10 JjieT) ,
(umbpaMy M MNPONMCHIO)
10 JIMYHOMY COCTaBy ,
(umbdpaMm M MNPONMCHIO)
B TOM UYMCJIE NOCTYNMJIO B romy onuceu
(umbppaMm ¥ OPONMUCHIO)
B TOM UMCJIe BHOBUIO B Tonmy onmcemn
(umbpaMy M MNPONMCHIO)
HamMeHOBaHME IOJIXHOCTM pPaboTHMKA
apxmBa oOpraHMB3aluy, COCTAaBUBIEIO
peecTp omnmuceu [Momnmce PacumppoBka nNOONUCHK
jafedrinizie)’s
HamMeHOBaHME IOOJIKHOCTU
PYKOBOOMUTENS apxmupa (auua,
OTBETCTBEHHOTO 3a apXWuB) [lonnunce PacumdpoBKa IOONUCU
jafedrinizie)Zi
IDaTa
dopmat A4 (210 x 297 mm)
Mpunoxenne N 20
K n. 3.15 MpaBun
YTBEPXIAIO YTBEPXIAIO

PykopomomTesib OpraHmU3alumn,
nepenamuer IJOKYMEHTEL

[Nomnmce Pacumpporkra
MOONNCH
IDaTa IleuaThb
AKT

N
InprueMa-Iliepenady apPXVMBHBIX

PykoBOIMTEJNb OpITaHMU3aLUA,
NPUHMMAaKIEY OOKYMEHTH

[omnmcse Pacumpporkra
MOONNCH
IDaTa
[leuaTs

KoHcynbTaHTINIOC

HafeXxHasa npaBoBan noaAepXXkKa
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Mpuka3 MuHkynbTypbl Poccnn ot 31.03.2015 N 526
"O6 yTBEpXXAEHMWN NPaBW OpraHn3aunn XpaHeHusl,
KOMMNEKTOBaHMS, y4eTa U UCMOo...

[okyMeHT npepoctasneH KoHncynbranTntoc

[aTta coxpaHeHus: 28.06.2016

OJOKYMEHTOB Ha XPaHEeHUEe

(OCHOBaHME Iepenaun)

(Ha3BaHMe IHepemaBaeMoro QoHnma)

cma’,
(Ha3BaHMe opraHMBalUuM, Iepelapley OOKYMEHTEH)
a NPMHAI
(HazBaHMe opraHM3auuM IPpMHUMAMEN IOKYMeHTH)
OOKYMEHTE Ha3BaHHOTO (QOHIA M HAYyYHO-CIPAaBOYHEI amnapaT K HUM:
N n/n HasaHue, Homep onucu KonuuecTtso KonunuectBo eg.| [MNpumevaHus
3K3eMnnapoB onmcu Xp.

1 2 3 4 5
ATOTO NPMHATO en. Xp.
[lepenmauy OPOUBBEJIN: [lpyeM OpoM3BEJINM:

IJOJIXHOCTB IToonmce Pacumpposka IJOJIXHOCTB IToonmce Pacumpposka
nonnmcu nonnmcu
HaTa IaTa

doHnmy npmcBOeH N

VI3MeHeHrAa B YyUeTHHE IOOKYMEHTH BHECEHEH.

IJOJIXHOCTB

ODaTa

Iloonmce

HamMveHOBaHUE OpraHMn3almnumn

AKT

N

O BHIIEJIEHUNM K YHUUYTOXESHNUIO
APXMBHEIX IOOKYMEHTOB,
He HnoagjyiexaluMxX XPaHEeHMIO

Ha ocHoBaHum

PacumrdpoBKa MOOOIUCU

dopmat A4 (210 x 297 mMm)

Mpunoxexne N 21

kK nn. 3.15, 4.11, 4.13 MNpasun

YTBEPXIAIO

PykopomuTess opraHm3almum

[Momnmcse PacumpporBkra
MOONNCH

ODaTa

(HaSBaHI/Ie M BBEIXOIHBIE HOaHHEBIE II€pPEeYHA ITOKYMEHTOB C YyKa3aHMEM

CPOKOB MX XpPaHEeHUHd)

KoHcynbTaHTINIOC

HafeXxHasa npaBoBan noaAepXXkKa

www.consultant.ru

CrtpaHuua 44 n3 55


http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru

Mpuka3 MuHkynbTypbl Poccnn ot 31.03.2015 N 526

"O6 yTBEpXXAEHMWN NPaBW OpraHn3aunn XpaHeHusl, [JokyMeHT npepocTaBneH KoHcynbrauTlnroc
KOMIMNIEKTOBaHUSA, ydeTa u nucnos... [llaTa coxpaHerus: 28.06.2016

OoTOBPAaHH K YHMUTOXEHMIO KakK He MKMellMe HayJYHO-MCTOPUYUECKOM LEHHOCTU U
YTPaTUBIIME MNPAKTUUECKOE BHAaueHMe OOKYMeHTH Gonma N

(HazBaHMe QOHIAa)

N 3aronoBok gena loapl Homep | Howmep ea. |Konuuect Cpoku Mpumeua
n/n | (rpynnoBoOW 3arofnoBOK onucKM | Xp. No onucu | BO €eA. XpaHeHWs K Hue
OOKYMEHTOB) <*> Xp. HOMepa cTaTen
No NepeyHto
1 2 3 4 5 6 7 8
UToro en. xXp. 3a TOIEL.
(umdpaMr ¥ OPONMUCHI)

Onmcym meJsi NOCTOSAHHOTO XPaHeHMS 3a Tonel yTBepXxnOeHel 3K

(HaMMEHOBAHUE APXUBHOTO yUPEXISHMA)
(mpoTokoJ OT N )

HammMeHOBaHmMe OOJIXKHOCTU
PYKOBOOMUTENA apxuea (nauua,

OTBETCTBEHHOT'O 3a apPXUB) Homonmcse PacumppoBKa NOANUCU
COIJIACOBAHO

IpoTokos L3K (2K) opraHmzaumuu

oT N

<*> [1pun BblAENEHNN K YHUUTOXEHMIO AOKYMEHTOB NpW NMOArOTOBKE Aen K nepefaye B apxXmMB OpraHu3auun
rpadbl 4, 5 He 3aNONHAKTCA.

MpogornxeHune npunoxeHna N 21
kK nn. 3.15, 4.11, 4.13 MNpasun

IOKYMEHTEl B KOJIMUECTBE en. Xp.:
- Ha OyMaxXHOM HOCUTEJIE BECOM KI' CIHOaHEI
Ha YHUUTOXEHUE;

— Ha DBJIEKTPOHHOM HOCHUTEJIE CIOaHBl Ha YHUUYTOXEHNME

(crntoco® YHUUTOXEHUS)

HamMeHOBaHMe HOOJIXHOCTM paboTHMKAE,
CIOaBlIETO IOOKYMEHTEI Illoonmce PacumppoBka NOONUCHK

DaTa
VIzMeHeHusS B ydeTHhEe IOKYMEHTH BHECEHH.

HamMeHOBaHME IOJDKHOCTM pPabOoTHMKA
apxmpa, BHECIEIO M3MEHEHMH

B YUeTHBIE OOKYMEHTH Homonmcse PacumppoBKa NOANUCUK
ODaTa
KOHCYH bTaHTlaroC www.consultant.ru CrtpaHuua 45 n3 55
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"O6 yTBEpXXAEHMWN NPaBW OpraHn3aunn XpaHeHusl, [JokyMeHT npepocTaBneH KoHcynbrauTlnroc
KOMIMNIEKTOBaHUSA, ydeTa u nucnos... [llaTa coxpaHerus: 28.06.2016

®dopmat A4 (210 x 297 mm)

MpunoxeHue N 22
K n. 3.15 MNMpaBun

HammeHoOBaHUE OpraHMn3alumnum

AKT YTBEPXIA
N PyxkoBomgmTesb OpraHmM3alumumn
O HEMCIIPAaBMMEIX [NOBPEXIEHMAX
APXMBHEIX IOOKYMEHTOB Homonmcse PacumppoBkra
IOONNCH
DaTa
doHnm N

(HazBaHMe QOHIA)

B @OH,JI@ o@HapymeHm IOJOKYMEHTEI, IIPVM3HAHHBEIE HENMCIIPABVMO IIOBPEXIESHHBIMU

N Onucb | Eg. xp. N 3aronosok KpanHne patsbl KonunyecTtBo CyLwwHOCTb 1
n/n N NOBPEXAEHHbIX ef. Xp. nncToB (06beM, NPUYUHBI
M©O) noBpexaeHust
1 2 3 4 5 6 7

TOoro OOHApPYyXeHO HEMCIPaBMMO [NOBPEeXIeHHBIX

en. xp.
(umdpaMy ¥ MOPONUCHIO)
[lepeunCyieHHEE €. XP. [OAJieXaT CIOMCAHMIO BBUOY:
HamMmeHOBaHME HOOJDKHOCTU
PYKOBOOMTENA apxuBa (nmuua,
OTBETCTBEHHOT'O 3a apxUB) IIonmnmce PacumppoBKa IOIANMUCU
COT'JIACOBAHO COIJIACOBAHO <*>
[IpoTokos LSK (2K) opraHmsaumum [IpoTokosn JOIK apxXMBHOTO yUYpPEeXIeHUS
oT N oT N
VI3MeHeH S B ydeTHBEE HOOKYMEHTH apXMBa BHECEHH.
HamveHnoBaHmMe OOJIXKHOCTU
paboTHMKA, BHECWEIO M3MEeHeHUS
B y4UeTHBbEe OOKYMEHTH Ilononmce PacumppoBKa NOIONMUCU

HaTa

dopmat A4 (210 x 297 mMm)

<*> [Ina 4OKYMEHTOB, BKIMIOYEHHbIX B cocTaB ApxmBHoro ¢oHga Poccuinckon depepaumm.

KoHcynbTaHTINIOC
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Mpuka3 MuHkynbTypbl Poccnn ot 31.03.2015 N 526
"O6 yTBEpXXAEHMWN NPaBW OpraHn3aunn XpaHeHusl, [JokyMeHT npepocTaBneH KoHcynbrauTlnroc

KOMMMEKTOBaHUA, Y4YETa U UCNO...

[aTta coxpaHeHus: 28.06.2016

HamMeHOBaHMEe OpTraHu3aluumn

HamMveHOBaHUE CTPYKTYPHOTI'O

Mpunoxexne N 23
kK nn. 4.11, 4.31 MNpasun

InompasnejieHr A
OINCHL N
neJl
N NHpeke 3aronoBok gena KpainHue gatbl Cpok Konnyectso | lNpumeyaHune
n/n aena XpaHeHus nmcToB
<*>
1 2 4 5 6 7

HassaHue pasgena

B maHHYI0 OINMCH BHECEHO

neJl

c N

(umbpaMy M MNPONMCHIO)
no N , B TOM UMCJIE:

JIMTEPHBIE HOMEpa:

IIPpOoIIylleHHEBEIe HOMepa:

HamvmMeHOBaHmMe OOJIXHOCTU

PYKOBOOUTENA CTPYKTYPHOT'O

nompasnesyieHuda
COTJIACOBAHO
HavmMeHOBaHmMe OOJIXKHOCTU

pykoBoguTessa CJyx0Oer JOY

[Momnmce Pacumpporkra
[Momnmcm

IDaTa

[Momnmcse PacumppoBka NOONUCHK
COTJIACOBAHO <**>
[lpoTokoys 3K CTPYKTYPHOTIO

nmompasnesyieHnA

oT N

<*> [pacha onyckaeTcs B ONUCKU e NOCTOSAHHOIO CpoKa XpaHEHWs.
<**> [Npun Hannuumn 3K CTPYKTYpPHOro nogpasgerneHus.

MponomkeHue npunoxenna N 23
kK nn. 4.11, 4.31 MNpasun

[lepemnan
el
(umbpaMr ¥ OPONMUCHIO)
u PETUMCTPAUMOHHO-KOHTPOJIBHEIX KapTOTEK K IOOKYMEHTaM.
KoHcynbTaHTINIOC

HafeXxHasa npaBoBan noaAepXXkKa
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Mpuka3 MuHkynbTypbl Poccnn ot 31.03.2015 N 526
"O6 yTBEpXXAEHMWN NPaBW OpraHn3aunn XpaHeHusl,
KOMMNEKTOBaHMS, y4eTa U UCMOo...

[okyMeHT npepoctasneH KoHncynbranTntoc
[aTta coxpaHeHus: 28.06.2016

(umdpaMr ¥ HOPONMUCHI)

HamMeHOBaHME OOJIKHOCTM paboTHMKA

neJl

CTPYKTYPHOT'O IoIpas3nelleHUI Ilononmce PacumppoBKa NOIONMUCU
[MpuHAan

(umdpaMr ¥ OPONMUCHI)
u PETUCTPALUMOHHO-KOHTPOJIbHBIX

(umdpaMm ¥ OPONMCHI)
KapTOoTeK K IOKyMeHTaM.

HamMeHOBaHME OOJDKHOCTMU
paboTHMKA apxuba

DaTa

HamveHnoBaHMe opraHmM3aluum

Qoo N

OIMCb N
BJIEKTPOHHBEIX IeJl, HOOKYMEHTOB

I[lopnmce

PacumppoBka NOONUCHK

dopmat A4 (210 x 297 mm)

Mpunoxexne N 24

knn. 4.11, 4.31 MNpaBun

N n/n MHpekc 3aronoBok gena KpanHne gathbl O6bem, MO | MNpumedaHus
jena <*>
1 2 3 4 5 6
HanmeHoBaHue pasgena
B maHHBEII pas3nesyl ONMCUM BHECEHO nest,

c N no N

(umbdpaMm M HOPONMCHIO)

obwBeMoM

HamvmMeHOBaHmMe OOJIXHOCTU
PYKOBOIMTEJA CTPYKTYPHOI'O
nompasnesyieHuda Iloonmce
HaTa

COT'JIACOBAHO
HavMeHOBaHME OOJIXHOCTU

M6 .

PacumrdpoBka MOOOIUCU

COTJIACOBAHO <**>
[IpoTokoJy 3K CTPYKTYPHOI'O

pykoBoOuTeNd CJyx0Oe JOY nompasnesyieHuda
[Mononmce PacumppoBka oT N
KoHcynbTaHTINIOC

HafeXxHasa npaBoBan noaAepXXkKa
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"O6 yTBEpXXAEHMWN NPaBW OpraHn3aunn XpaHeHusl, [JokyMeHT npepocTaBneH KoHcynbrauTlnroc
KOMIMNIEKTOBaHUSA, ydeTa u nucnos... [llaTa coxpaHerus: 28.06.2016
Moponucu
Hara

<*> [pacha onyckaeTcs B onNvcu e NoCTOAHHOro cpoka XpaHeHus.
<**> [Mpun Hanuunm 3K CTPYKTYpHOro noapasaeneHus.

MpogornmxkeHune npunoxeHna N 24
knn. 4.11, 4.31 MNpaBun

[lepepamn
e
(umbpaMy M MNPONMCHIO)
n PETUCTPAUVMOHHO-KOHTPOJIBHEIX KapTOTEK K ITOKYyMEHTaM,
(umbdpaMm M OPONMCHID)
obBEMOM M6.
HauMeHOBaHME IOJIXKHOCTM PabOoTHUKA
CTPYKTYPHOT'O MOOpas3nesieHns Monnmcob PacumbpoBka MOONUCU
[MpuuAan nen
(umdpaMy ¥ MOPONMUCHIO)
" PeIMCTPALMOHHO~KOHTPOJIbHEIX
(umdpaMr ¥ OPONMUCHI)
KapTOTEK K IOOKyMeHTaM, OOBEMOM M6 .
HauMeHOBAaHME OOJIKHOCTU
paboTHMKa apxXuBa Moonmcob PacumrdppoBka HOOIUCU
IDaTa
dopmat A4 (210 x 297 Mm)
MpogornxkeHune npunoxeHna N 24
knn. 4.11, 4.31 MNpaBun
INPMJIOXEHUME K OIMCU N
BJIEKTPOHHEIX IeJl, IOKYMEHTOB
PeecTp HOOKYMEHTOB (KOHTEMHEPOB BJIEKTPOHHHX IOKYMEHTOB) OSJIEKTPOHHOTO »eja:
<k>
N en. xp. o onmcu umexkc npesa
3aroJIOBOK HeJia
HaTta Per. N HanmeHoBaHve JOoKyMeHTa O6bem, M6 MpumeyaHus
OOKYyMeHTa OOKYyMeHTa
1 2 3 4 5
KoHcynbTaHTINIOC
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"O6 yTBEpXXAEHMWN NPaBW OpraHn3aunn XpaHeHusl, [JokyMeHT npepocTaBneH KoHcynbrauTlnroc

KOMIMNIEKTOBaHUSA, ydeTa u nucnos... [llaTa coxpaHerus: 28.06.2016

HammveHOBaHMEe OOJDKHOCTU
COCTaBUTEJNA OIUCHU ognmce PacumbppoBKa MNOONUCKU

dopmat A4 (210 x 297 mm)

CocTaBnseTcs Ha Kaxaoe aneKTpoHHoe Aeno.

Mpunoxexune N 25
K n.4.18 Mpasun

HamMeHOBaHMEe OpraHu3alumn

HOMEHKJIATYPA JEIJI YTBEPXIAIO
PyKOBOOMTENb OpTaHM3aluu
Ha ron [ononucse Pacumpposka
nonnmcu
DaTa
MHpoeke 3aronoBok gena KonunyectBo | Cpok xpaHeHus u MpumeyaHue
aena aen N ctatbu no
nepeyHto
1 2 3 4 5
HassaHue pasgena
HamMeHOBaHME OOJIKHOCTU
pykoBomouTesda CiyxoOel JOY
OpraHM3alunn [omnmce PacumppoBka NOONUCHK
Buza pykKoOBOOUTEJIS apxMBa
(Mila, OTBETCTBEHHOTO 3a apxXUB)
COTJIACOBAHO COTJIACOBAHO
[IpoToxkos ILSK (3K) [IlpoToxkoJs 3K apxXMBHOTO yYpexIeHMS
oT N oT N

MponomkeHue npunoxenuna N 25
K n. 4.18 MNMpaBun

NToroBasa 3amnmchb O KarTeropmax um KoJIMdvecTBe ne,

3aBeIeHHBIX B ooy B Opr'aHM3allM
Mo cpokam xpaHeHus Bcero B ToMm uncne:
nepexoasaLumx c oTMmeTKOM "OMK"
1 2 3 4
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MocTosiHHOrO

BpemeHHoro (cBbiwe 10 neT)

BpemeHHoro (4o 10 neT BKNOYNTENBLHO)

NTOro:

HavmMeHOBaHME IOOJIXHOCTU
pykopomouTesda CiyxoOel JOY ognuce PacumppoBka nOONMUCHK

IDaTa
JITOTOBEIE CBEeIEHMA I[epelaHbl B apXUB.

HamMeHOBaHMe OOJIKHOCTM JIMLAE,
rnepenaBmero CBeIOeHUA [omnmce PacumppoBka NOONMUCHU

DaTa

dopmat A4 (210 x 297 mm)

Mpunoxexne N 26
kn. 4.18 MNMpasun

HamveHnoBaHMe opraHmM3alum

HammeHoOBaHUE CTPYKTYPHOTI'O
InompasnejyieHn A

HOMEHKIJIATYPA JEJI

Ha ron <*>

NHpoekc 3aronoBok gena Konnyectso Cpok xpaHeHusa n | [lNpumevaHue

aena TOMOB (4acTen) N ctaTbu no

nepeyHio
1 2 3 4 5
HasBaHwue pa3gena
HamMeHOBaHMe OOJIKHOCTU
pyrkoBOoOUTEJIA CTPYKTYPHOI'O
nompasnesyieHnd [Momnmce PacumppoBka NOONUCHK
DaTa
COTJIACOBAHO <**>
[lpoTokoys 3K CTPYKTYPHOTIO
nmompasngeJsieHnAa
KoHcynbtaHTIIN
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oT N

dopmat A4 (210 x 297 Mm)

<*> K HOMeHKNaType aen CTpyKTypHOro noapasaeneHuns No OKOHYaHWM KaneHgapHoro roga cocTaBrsieTcs
nToroeas 3anucb No hopme, ykasaHHOM B NPUIOXeHUn 25, 1 aenaetcst oTMeTKa O nepeaye UTOroBbIX CBEAEHUI
B cnyx6y OY opraHusaumm.

<**> [Mpun Hanuunm 3K CTPYKTYPHOro noapasaeneHus.

Mpunoxexne N 27
kK nn. 4.19, 4.21 MNpaBun

BHYTPEHHSAA OINCH
OOKYMEeHTOB nejia N

N n/n | Pernctpay HaTa 3aronoBok JOKYMeHTa Homepa nuctos Mpumeyanmn
WOHHBbIN | OOKYMeHTa Jena e
NUHOeKc
OOKYyMeHTa
1 2 3 4 5 6
MToro OOKYMEHTOB .

(umbpaMy M MNPONMCHIO)

KommuecTBO JIMCTOB BHyTpeHHe]’Z OInImMcCum

(umppaMm ¥ MIPONUCEHIO)

HamMmeHOBaHME IOOJIXHOCTM JIMIIA,
COCTaBMBUIETO BHYTPEHHK ONMCH
OOKYMEHTOB Heja Iloonmce PacumppoBKa NOAONUCUK

ODaTa

®dopmat A4 (210 x 297 mm)

MpunoxeHue N 28
K nn. 4.19, 4.24 MNpasun

(HauMeHOBaHME TI'OCYIDapCTBEHHOTO (MYHMUMIAJNBHOT'O) apxmuBa)

(HaMMeHOBaHMEe OpIT'aHM3alUM)

KoHcynbTaHTINIOC
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(HaMMeHOBaHME CTPYKTYPHOTO NOIpa3nesiIeHUsd)

IEJIO N TOM N

(3aroJoBOK gmeJja)

(KkpaMrHMe OaThl)

Ha JmcTax
XPaHUThb

o. N

Oon. N

0. N

dopmat A4 (210 x 297 mm)

Mpunoxexne N 29
K n.5.12 Mpasun

HamMeHOBaHMEe OpraHu3alumn
CnpaBOdYHEE HOaHHEE OO OpraHM3alumn Anpecart
(mouToBe anmpec, TenedoH,

TenedpoH/pakc)

APXVBHAA CIIPABKA

N
(mara)
Ha N oT
TekcT
OcHOBaHUe:
IJOJIXHOCTbL PYKOBOAOMTEJIA OPIaHM3aLUU
(MMM MHOTO YIIOJIHOMOYEHHOT'O MM JiMiia) Ilomnuce PacumppoBKa NOANUCUK
IleuaTshb
daMmUIIMS UCIOJIHUTEJ S
Homep TejyedoHa
dopmat A4 (210 x 297 mm)
KoHcynbTaHTI N
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[okyMeHT npepoctasneH KoHncynbranTntoc
[aTta coxpaHeHus: 28.06.2016

YTBEPXIAIO

Mpunoxexne N 30
K n. 6.8 MNMpasun

YTBEPXIAIO

(HaMMeHOBaHMEe IOJIXHOCTU PYKOBOOUTEIA

(HaMMeHOBaHMEe IOJIXHOCTU PyYKOBOOUTEIA

opraHM3aluuy, IlIepepanuler ITOKYMEHTEH)
INoonmce PacumppoBka nNOONUCHK
ITaTa I[leuaThb
AKT
N

InpreMa-Iliepernady apPXMBHBEIX
OJOKYMEHTOB Ha XPaHEeHUEe

opraHM3aluuy, IPUHMMAKLIEN IOKYMEHTEH)
INopnmce PacumppoBka NOONUCHK
IDaTa I[leuaThb

(OCHOBaHME Iepenaun)

(Ha3BaHMe IHepezmaBaeMoro QoHnma)

coaj,
(HaMMeHOBaHMEe opTaHM3auuM, Iepenanumel ITOKYMEHTEH)
(HauMeHOBaHME oOpTaHM3aluuM, IPUHUMAaKIEY ITOKYMEHTEH)
IPUHUMAET Ha I'OCyIapCTBEHHOE XpaHeHMe IOKYMEeHTEl M CTPaxXOBHE KOIUM 3a
(Tomer)

M CHIPaBOYHBI amnnapaT K HUM:

KoHcynbTaHTlInoC: npuMeyaHue.

Hymepau,vm rpa(p B Tabnvue gaHa B COOTBETCTBUM C Oq.)MLI,I/laJ'IbeIM TEKCTOM OOKYyMEeHTa.

N n/n HasaHune, Homep onucu KonnyectBo KonnyectBo egmHuy, MpumevaHue
3K3eMMJISpPOB ONnUcH XpaHeHus
1 2 3 4 6

Mpogomxkexne npunoxenna N 30
K n. 6.8 MNpasun

VTOoro HOPMHATO ern. xp.
(umbdpaMm M MNPONMCHIO)
[lepenmauy OPOUBBEJIN: [lpyeM OpoM3BEJINM:
HOJIXHOCTb [ognuce HOJIXHOCTb ognuce Pacumpposkra
Pacumpposka NOONNUCH
MIOONNVCH
DaTa DaTa

doHOy HOPUCBOEH HOMEP

VI3MeHeHMa B YyUeTHHE IOOKYMEHTHE BHECEHE

KoHcynbTaHTINIOC
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JOJIXHOCTB IToonuce PacumbppoBKa MNOONUCKU
HaTa

dopmat A4 (210 x 297 mm)
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