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Ono0OpeHbI
pelieHueM

Komnernu Pocapxua
ot 06.02.2002

OCHOBHBIE ITPABHJIA .
PABOTbBI APXUBOB OPI'TAHU3ALIUHU

BBEJIEHUE

OcHoBHble TpaBWiIa pabOThl APXMBOB OPraHU3ALMN SIBISIFOTCS HOPMATHUBHO-METOJUYECKUM
JIOKYMEHTOM, ONpPEAENSAIONIMM HX JAESITeNIbHOCTh. [IpaBuia OCHOBBIBAIOTCA Ha JACUCTBYIOLIEH
npaBoBoi 0aze B obOmacT HMHpOpMALMH, AOKYMEHTALIMOHHOTO OOECcleyYeHHsl YIpaBlIeHUS U
ApPXMBHOTO JIeJIa, CHHTE3UPYIOT OIBIT OTEYECTBEHHOI'O apXMUBHOIO JI€JIa, YYUTHIBAIOT COBPEMEHHBIC
JOCTHKEHHUS] B IPUMEHEHUU TEXHHUYECKUX CPEICTB M MH(GOPMAIMOHHBIX TEXHOJIOTHH B padboTe ¢
JIOKYMEHTaMH.

Koncynsrantlntoc: npumeqanue.

OcHoBbl 3akoHopatTenbcTBa PO 00 ApxuBHoM ¢(onne PP yrparunu cuimy B CBS3U C
npusstueM denepanpHoro 3akona ot 22.10.2004 N 125-®3 "O6 apxuBHOoM aene B Poccuiickoit
Denepanun".

[IpaBo ¥ 00s13aHHOCTH CO3JaHUSl APXUBOB OpraHM3alMil s BPEMEHHOI'O XPaHEHUS
TokyMeHTOB ApxuBHOro ¢onaa Poccuiickoii ®enepanuu, OTHECEHHBIX K TOCYIapCTBEHHOMN
COOCTBEHHOCTH, ycTaHOBIeHBI (OcHOBaMu 3akoHojaTenbcTBa Poccuiickoit @Deneparun 00
ApxuBHoM ¢onnae Poccuiickoii @enepanuu u apxubax (1993), Ilonoxxennem 06 ApxuBHOM (poHIIE
Poccwuiickoit @eneparuu (1994) u [onoxxennem o @eaepanbHOl apxuBHOM ciyx)0e Poccuu (1998),
COOTBETCTBYIOIIMMH HOPMAaTUBHBIMU aKTaMu CyOBeKTOB Poccuiickoit denepanuu.

Hacrosmue IlpaBuna pacmpocTpaHstOTCS Ha apXHUBbl T'OCYJAapCTBEHHBIX OpraHU3aluil, a
TaKkke 00s3aTeNnbHbl JUIi BCEX HEroCy/lapCTBEHHBIX OpraHM3alluii B 4YacTH oOecredeHus
COXPaHHOCTH, ONHCAHUs, yuyeTa W MCIOJIb30BaHUs JOKyMEHTOB ApxuBHoro ¢onna Poccuiickoit
®deneparum, OTHECEHHBIX K TOCYapCTBEHHOW COOCTBEHHOCTH.

ApXuBBI ~ OpraHu3alui, XpaHsiue KuHO-, @oTo-, (OHO- U  BUACOJOKYMEHTHI
(aynnoBH3yaibHbIE), HAayYHO-TEXHHUUYECKHE, KapTorpaduueckue, TeleMeTpUYeCKHe JIOKYMEHTHI,
PYKOBOJCTBYIOTCSI HacTosiiuMu IIpaBuiamMu B 4acTH OpraHu3allvy, IMJIAHUPOBAHUS, OTYETHOCTH,
METOANYECKOH paboThl C YNpPaBICHUECKUMM JOKYMEHTaMM, XPaHALIMMUCA B apXUBax; BO BCEX
OCTaJbHBIX  BOIpocax  paboTa ¢  yKa3aHHBIMH  JIOKYMEHTaMU  pErJIaMEHTUPYETCs
COOTBETCTBYIOIIMMHU MHCTPYKLMSAMHU U IIPaBUIaMHU.

[IpaBmia He pacnpoCTpaHSIOTCS Ha JOKYMEHTBI, paloTa ¢ KOTOPBIMH PErJIaMEHTHUPYEeTCs
3akoHom Poccuiickoit ®eneparuu ot 21 urons 1993 r. N 5485-1 "O rocynapcTBeHHoi TaitHe" u
Vkazom Ilpesunenrta Poccuiickoit @eneparuu ot 30 Hoa6pst 1995 r. N 1203 "O6 yrBepxaeHun
NIEPEYHS CBECHNUN, OTHECEHHBIX K FOCYIapCTBEHHON TaiiHe".

l'ocynapcTBeHHbIE OpraHHU3allii, HE OTHECEHHbIE K COCTaBYy MCTOYHHUKOB KOMILIEKTOBAHMUS
rOCy/IapCTBEHHBIX apXUBOB, & TAKXKE HErOCYIapCTBEHHBIE OPraHU3alluid MOTYT PYKOBOJICTBOBAThCS
HactosmuMu [IpaBunamu pu opraHu3aiui U o0ecriedeHnn paboThl CBOUX apXUBOB.

K IIpaBunam npuiiokeHbsl GopMbl JOKYMEHTOB, 00ecTIeynBaOINX paboTy apXuBa.

OcHoBHBIE TpaBWja pPaOOThl apXMBOB OpraHM3allMi IOATOTOBIEHBI paboueil Tpymmon
Pocapxusa 1 BHUMJIA/] B cocraBe: Epemuenko B.A. (pykoBogutens rpymmsl), AnsopexTt b.B.,
banacrokeBuu B./l., 'apnun M.JI., Kucenes U.H., Kpacasun A.C., Jlapun M.B., Memepuna T.A.,
[Tpusanor B.®., Cmorno 1.A., CoxoBa A.H., Cono6ait H.M., Crenanosa JI.A.

1. OBIIUE ITOJIOKEHUA
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1.1. IlonsiTHE apXuBa OpraHu3anuu

1.1.1. [doxymentsl ApxuBHoro ¢ouga Poccuiickoii ®enepanuu, OTHECEHHBIE K
rocyJapCTBEHHON COOCTBEHHOCTH, JI0 Iepeiad Ha OCTOSIHHOE XpaHEHUE, BPEMEHHO, B Ipeaenax
CPOKOB, ycTaHOBIICHHBIX DenepanbHOi apXuBHOM CiTy>k00i Poccuu, XpaHsaTcs B opraHuzanum <*>.

<*> B cootBerctBum ¢ [lonoxxennem 06 ApxuBHoM (onne Poccuiickoir @eneparun (1994)
JUIs apXUBHBIX JOKYMEHTOB psja (enepalbHbIX OpPraHoB BJIACTM M MHBIX OpraHu3aluii Ha
OCHOBaHUM COIVIAIICHUH, 3aKJIIOYAaeMbIX YKa3aHHbIMU opraHamu c¢ DenepanbHOM apXUBHOU
CI1y’)KOOHM, YCTaHaBIMBAIOTCS CIELUUAIbHBIE CPOKM U IOPSJIOK BPEMEHHOIO U JENO3UTAPHOIO
XpaHEHUsl TOKYMEHTOB. B aHHOM cilydyae CO3Jar0TCs LEHTPaJIbHBbIE apXWBbl OpraHU3aLUNA WM
oTpacieBble (POHbI Ha MTpaBax IOPUIUYECKOrO JIUIA, B CBOEH AEATEIbHOCTH OHU PYKOBOACTBYIOTCS
OCHOBHBIMHU TPaBUJIAMHU PaOOTHI TOCYAAPCTBEHHBIX apXHBOB.

1.1.2. B 1pendax CBOEBPEMEHHOrO0 IIpUEMA apXMUBHBIX JOKYMEHTOB OT CTPYKTYPHBIX
NOJpa3AeIeHU WM APYTUX UCTOYHUKOB KOMILJICKTOBAHUS, O0ECIICUCHUS UX y4eTa, COXPaHHOCTH,
YIIOPSIOYCHHUS M HCIIOJIb30BAaHMSI B COOTBETCTBUHM C HacTOsIUMH lIpaBuiaMu W MOATOTOBKH K
nepesiaue JOKYMEHTOB Ha MOCTOSHHOE XpaHEHUE B OPTraHU3aIlK CO3JaeTCsl apXHB.

B 3aBucumMocTtH 0T 00beMa JOKYMEHTOB apXUB CO3AETCS KAK CAMOCTOSITEIBHOE CTPYKTYpHOE
HoJpa3ielieHue OpraHu3alid WM MOJpPA3ZCiICHUE B COCTaBE CIYKOBI JTOKYMEHTAllMOHHOTO
o0ecrieyeHns yrnpaBieHus (JeIOMPOU3BOICTBA), OCYIIECTBISIONIEE IPUEM M XPAHEHUE apXHBHBIX
JIOKYMEHTOB C IIeJIbI0 HCIIOIb30BaHMS.

1.1.3. Opranuzanus oOecrieunBaeT apXxuB HEOOXOAMMBIM IOMENICHHEM, 000pYJIOBaHUEM H
KaJIpamu.

1.1.4. JIOM>KHOCTHBIE JIMLIAa OpPraHU3allMd HECYT OTBETCTBEHHOCTb 3a HapyILIEHUE HOpM,
YCTaHOBJIEHHBIX HacTosmuMu [IpaBunamu.

1.2. Bunbl apxuBoB

1.2.1. B 3aBucuMocTH OT KoMmmeTeHIMHM ((QYHKUMN) OpraHu3allid MOTYT CO3[aBaTbCs
CJIEIyIOIINE BUbl APXUBOB:

LEHTPaJIbHBINA apXUB (pe/iepalbHOr0 OpraHa BJIacTH WM OpraHa BiacTu cyobekra Poccuiickoit
Qenepanyy, XpaHsAmIUA JOKYMEHTHI ammapaTa OpraHa BIJIACTH, JOKYMEHTBbl OpraHu3alui
HEINOCPEACTBEHHOTO MOAYMHEHUS W JPYTHX OpraHu3aluii, BKIIOYEHHBIX B CIIMCOK MCTOYHUKOB
KOMIUIEKTOBAHUSI apXMBa, YTBEPK/IEHHBIN PYKOBOJUTENEM OpIraHa BIacTH;

LEHTPAJIBHBIA OTPACIIEBON apXUB, XPaHALIUI JTOKYMEHTBHI BCEX OPraHU3allli, OTHECEHHBIX K
OTIpe/IeIEHHOM OTpaciii, BCeX YpOBHEH MOJYMHEHHOCTH M HE3aBHCHUMO OT UX TEPPUTOPHAIBHOTO
PacIoNI0XKEHUS;

OOBEIMHEHHBIN apXuB, XpaHALUIMM JOKYMEHTbl HECKOJbKHMX OpraHM3allii oTpaciu,
CBSI3aHHBIX CUCTEMOI COMOAYMHEHHOCTHU WJIM OJHOTHUITHBIX 110 MPO(UITIO AEATENIBHOCTH;

apXuB OpraHu3allid, XpaHAUIMH JOKYMEHThl TOJIBKO JIaHHOM OpraHuzalMu # ee
IIPEIIIECTBEHHUKOB.

1.2.2. B 3aBUCUMOCTH OT COCTaBa JOKYMEHTAIMH, MOJIEKAIEH XPAHEHUIO B apXUBE, MOTYT
CO3/1aBaThCA:

apXuB yIPaBIEHUECKON TOKYMEHTAIINH;

HAy4YHO-TEXHUYECKUH apXUB;

ayJIMOBHU3yAJIbHBIN apXHB;

apXuB JOKYMEHTAIMM Ha DJIEKTPOHHBIX HOCUTEIAX.

1.2.3. ApxuBBbI, COCTaB IOKYMEHTOB KOTOPBIX 0OYCIIOBJIEH CIIOCOOOM 3amucu MHGOpMaluu U
HOCHUTEJIEM, MOTYT CO3[aBaTbCsl KaK CaMOCTOSITENIBHBIE €IUHUIBI WIH KaK CTPYKTYpHbIE
NOJPa3JIeJIEHUs] B COCTABE apXMBa OPraHU3aLUH.
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1.3. OcHOBHBIE 337124 U (PYHKIIUU apXHBa

1.3.1. OcHOBHBIMU 337jauaMy apXUBa OPraHU3ALMHU ABIISIOTCA:

KOMIUIEKTOBAaHHUE apXWBa JOKYMEHTAMH, COCTaB KOTOPBIX IMPEIyCMOTPEH MOJOXKEHHEM 00
apXUBE;

yueT U 00ecrieYeHHe COXPaHHOCTH JOKYMEHTOB;

CO3/1aHHM€ HAyYHO-CIIPAaBOYHOIO arapara K JOKyMEHTaM apXuBa;

UCIIOJIb30BaHUE XPAHSAIINXCS B apXUBE JIOKYMECHTOB;

MOATOTOBKA W Tiepeada JOKYMEHTOB, OTHOCAIIMXcS K ApxuBHoMy (ouay Poccuiickoit
@denepanuy, Ha IOCTOSIHHOE XpaHEHHME B COOTBETCTBUM CO CpOKaMM W TpeOOBaHMSIMH,
yCTaHOBJIEHHbIMU DenepalbHON apXUBHOM ciyk0oi Poccuu M opraHamu yrpaBieHHsI apXUBHBIM
nenoM cyobekToB Poccutickoit Denepanmm.

1.3.2. [Ins opraHu3alnMii, OCYLIECTBIISIIOIIMX BPEMEHHOE JIETIO3UTApPHOE XpaHEHUE
JNOKyMeHTOB ApxuBHOro gonaa Poccuiickoil @enepaiuu, OCHOBHBIE 3a7jaull ApXHBa OINPEIENIOTCS
B COOTBETCTBUM C COIVIAIUEHUSMU U JIOTOBOPAaMH, 3aKIIOUYEHHBIMM HMH C YUYPEKICHUSIMU
DdenepanbHOI apXuBHOM cityk0b1 Poccun.

1.3.3. B nensx BBIOJHEHUS OCHOBHBIX 33J[a4 apXHUB OCYIIECTBIISACT CIeAyIomue GyHKINN:

BEJECT CIUCKW OpraHu3auuii M (WiIM) CTPYKTYPHBIX HOJpa3JelieHH opraHuzanuil -
MCTOYHUKOB KOMIUIEKTOBAaHUS apXUBa;

IIPUHUMAET YIOPSIOYECHHBIE JOKYMEHTHl CTPYKTYPHBIX IOApAa3[EICHUN OpraHHu3aluu U
OpraHu3aluil - UICTOYHUKOB KOMIIEKTOBAaHUS apXUBa;

YUUTBIBAET U 00ECIIEUMBAET COXPAHHOCTh MPUHATHIX B ApXUB JOKYMEHTOB;

CO3/aeT M NOJJEPKUBAET B AaKTyaJJbHOM COCTOSSHUM Hay4yHO-CIIPABOYHBIM ammapar K
JIOKyMEHTaM apXxuBa;

OopraHuszyer HMHPOPMALMOHHOE  OOCIYXXMBaHHE  PYKOBOJHUTEICH U  CTPYKTYPHBIX
NOpA3JCIICHUN  OpraHu3aliH, OCYILECTBIISIET MCIOJIb30BAaHUE JOKYMEHTOB IO 3alpocam
OpraHM3alil U YaCTHBIX JIMII, B TOM YUCJIE COLIMAIbHO-TIPABOBBIM 3aIIpOCaM I'PaX1aH, BEJET YUET U
aQHaJIN3 UCIIOJIb30BAHNS,

MPOBOAUT SKCIEPTU3y LEHHOCTH M OCYLIECTBISIET KOMIUIEKC OpraHU3allMOHHBIX U
METOJUYECKUX MEPOIPHUATHH 110 Mepeaaye J0KyMEHTOB Ha IIOCTOSIHHOE XpaHEHMUE;

OCYILIECTBIISIET MPOBEPKY MPaBHIBHOCTH (POPMHUPOBAaHUSA U O(OPMIIEHUS /€T B CTPYKTYPHBIX
NOZIpa3IeJICHUAX OPraHu3alui U IPYruX OpraHu3alusax - MCTOYHUKAX KOMIIJIEKTOBaHMS;

OpraHu3yeT paboTy MO COCTAaBICHUIO HOMEHKIIATYPhI JIe]l OpraHu3aluy;

OKa3bIBAa€T METOAMYECKYI0 M IPAKTHYECKYIO IOMOIIL CTPYKTYpHBIM IOJpPAa3AEICHUSIM B
paboTe ¢ TOKyMEHTaMu;

y4acTBYeT B pa3pab0TKe HOPMATHUBHBIX U METOJMYECKUX JOKYMEHTOB IO apXUBHOMY JIEy U
JIOKYMEHTallMOHHOMY 00€CIIEUeHHIO YIIPaBJICHHUS;

y4acTBYET B MPOBEACHUN MEPONPUATHH MO MOBBIIICHUIO KBAIM(UKAIMN paOOTHUKOB apXHBa
U CIyXObl JTOKyMEHTAllHOHHOTO OOECIeYeHUs] YIpaBJIEHUS, B TOM 4YHUCIIE B OpraHU3alusiX -
MCTOYHUKAX KOMIIJIEKTOBAHMSI apXHBa.

1.3.4. ApxuBBl OpraHu3aluil OCYIIECTBIISIIOT MPHEM JIIEKTPOHHBIX J0KyMeHTOB (D),
00ecreynBaloT UX COXPAHHOCTh, YU€T, OTOOp M MCIOJIb30BAaHUE, & TAKXKE MOATOTOBKY U Iepeady
Ha rocyaapcTBeHHOe XpaHeHue. Ha xpanenue nepemarorcss DJ1 B coctaBe (HOHIOB OpraHU3AIMM -
VCTOYHUKOB KOMIUIEKTOBAaHUS apXUBOB.

Bce onepanuu, ocymecteisgemsie ¢ O/ mpu nepenaye Ha apxXMBHOE XpaHEHHE U B MIPOIECCE
XpaHeHHs (Iepe3anuch, KOHBEPTUPOBAaHHE B HOBBIE (OpMaThl, cKaThe U JAp.), JOJDKHBI OBITh
JIOKYMEHTUPOBAHBI JIJIs1 o0ecrieueHus: ayTeHTUIHOCTH /1.

1.4. ITpaBa apxuBa

J11s BBIIOJTHEHUS] OCHOBHBIX 33/1a4 M (PYHKIIMH apXUB OpraHU3alii UMEET IPaBo:
TpeOOBaTh OT CTPYKTYPHBIX MOApA3/eNeHH CBOEBPEMEHHO! Mepeiaul B apXUB JTOKYMEHTOB



B YIIOPSIIOUEHHOM COCTOSIHUM;

KOHTPOJIMPOBaTh MpaBuia pabOThl C JOKYMEHTAMHU B CTPYKTYpPHBIX MOAPA3NEICHUSIX U
OpraHM3alMaX - ICTOYHHKAX KOMIUIEKTOBAHMSI apX1Ba;

3alpamiMBarb OT  CTPYKTYPHBIX MOJpa3JeieHUd U OpraHu3aluid - HCTOYHUKOB
KOMIIJICKTOBAHHUSI HEOOXOMMBIE JUI paOOThI apXUBa CBECHHS;

y4acTBOBaTh B MEPOIPHUATHAX, MPOBOAMMBIX DenepanbHOM apXWBHOM Ciyx)00i Poccuu,
OopraHamMH YIpaBJICHUS apXUBHBIM JelIoM cyOobekToB Poccuiickoit denepanmu, ¢enepaabHbIMU
apxuBamu Poccuiickoit ®denepanuu, 1mo BONPOCaM APXUBHOIO Jieda M JOKYMEHTAIMOHHOTO
oOecrnieyeHus ynpaBIcHUs.

1.5. OTBeTCTBEHHOCTh apXuBa

ApXUB COBMECTHO C PyKOBOJUTEIEM OpraHU3allui HECET OTBETCTBEHHOCTD 34!

HEeCcOOJII0/IeHHe YCIOBUI 00ecrieueHus] COXPaHHOCTH JOKYMEHTOB;

yTpaTy U HECAaHKIIMOHUPOBAHHOE YHUUTOXKEHHUE JOKYMEHTOB;

HEOOOCHOBAHHBIA OTKa3 B IpHEME Ha XpPAaHEHUE JOKYMEHTOB IOCTOSIHHOTO XPaHEHHs U IO
JUYHOMY COCTaBy IIOJIBEJOMCTBEHHBIX OpraHM3aluid, MpU JHMKBUJALMM OpTraHU3alMd WU
U3MEeHEeHUU (HOpMBbI COOCTBEHHOCTH;

HapylIeHUEe MpaBUJ UCIOIb30BAaHUS JOKYMEHTOB M JIOCTYIA I0JIb30BATENEH K JOKYMEHTaM,
YCTAHOBJICHHBIX 3aKOHOJATEIbCTBOM.

2. OKCIIEPTHU3A IEHHOCTU JOKYMEHTOB

2.1. HOpMaTI/IBHO'MCTOI[I/I‘IeCKI/Ie OCHOBBI OKCIICPTHU3bI
OCHHOCTH NIOKYMCHTOB

2.1.1. Dxcnepru3a LEHHOCTH JIOKYMEHTOB - 3TO H3y4YEHHE JIOKYMEHTOB Ha OCHOBAaHUU
KPUTEPHEB UX LIEHHOCTH B LIENAX ONpEAETeHUs CPOKOB XpaHEHMs IOKYMEHTOB M OTOOpa MX Ha
IIOCTOSIHHOE XpPaHEHHUE.

2.1.2. OTHeceHMe JOKYMEHTOB K cocTaBy ApxuBHoro ¢onna Poccuiickoit ®Deneparuu
OCYILIECTBIISICTCS 10 PE3yJIbTaTaM 3KCIEPTU3bl LEHHOCTH HAa OCHOBAHWM IIPUHLHIIOB HCTOPU3MA,
CUCTEMHOCTH U LEJIOCTHOCTH ITYTEM KOMIUIEKCHOTO IPUMEHEHUS KPUTEPHUEB IPOUCXOKICHMS,
COJIepKaHusl, BHEIIHUX OCOOEHHOCTEN JOKYMEHTOB.

K xpurepusiM NPOUCXOXKAECHUS OTHOCATCA: pOJb M MECTO OpraHu3allid B CHCTEME
rOCYJAapCTBEHHOTO YIPABJICHHUS WIM KOHKPETHOM OTpaciid, 3HAYMMOCTH BBIIIOJHIEMBIX €10
GyHKUMH, 3HaueHHEe (U3NYECKOro JMIa B JKU3HM OOIIECTBa, BpeMs W MECTO 00pa3oBaHUs
JIOKYMEHTA.

K kputepusiMm cojep:kaHusi OTHOCATCSA: 3HAYMMOCTb COOBITHS (SIBIE€HUS), OTPAKEHHOTO B
JIOKYMEHTE, 3HAa4eHHME HMEIoLIeHcs B JOKyMeHTe HH(pOpMaluu, MOBTOpEeHHE HH(pOpMaLun
JIOKYMEHTA B IPYTUX TOKyMEHTax, BUJ JOKYMEHTA, IOAJIMHHOCTh JOKYMEHTA.

K kputepusM BHEMIHHX OCOOEHHOCTEH OTHOCATCA: ¢opMa (PUKCHUpOBAHUS U THepeaadu
coJiepKaHus, YAOCTOBEpPEHHUs, OhOPMIICHUS TOKYMEHTa, €ro (PU3HMUecKoe COCTOSHUE.

IIpn oTHeceHMum JOKYMEHTOB K cocTaBy ApxuBHOro ¢onga Poccuiickoit denepauuu
YYUTBIBAETCS (DAaKTOp CTENIEHH MOJIHOTHI U COXPAaHHOCTH (hOoH/IA.

2.1.3. DkcnepTr3a HEHHOCTH JOKYMEHTOB IMPOBOJIUTCS HA OCHOBE:

JEUCTBYIOIIErO 3aKOHOJNATEIbCTBA M IpaBOBbIX akTOB Poccuiickoir ®Penepauuu 10
apXMBHOMY JIeNTy U JJOKYMEHTAallMOHHOMY 00€CIIEYeHHIO YIIPABIICHUS;

TUIIOBBIX U BEIOMCTBEHHBIX IE€pPEUHEN JOKYMEHTOB C YKa3aHUEM CPOKOB HMX XpaHEHMS,
TUIIOBBIX U MPUMEPHBIX HOMEHKIIATYp AET;

HOPMAaTHBHO-METOJJUUECKUX JIOKYMEHTOB @DenepanibHON apXuBHOM cinyxObl Poccun wu
OpTaHOB YIIPaBJIEHUS apXUBHBIM JIeJIOM CYOBbeKTOB Poccuiickoit deneparnuu B 00J1aCTH apXUBHOTO
Jena.



2.1.4. OTOOp »dNEKTPOHHBIX JOKYMEHTOB Ha AapXMBHOE XpaHEHHE OCYIIECTBIISETCS B
pe3ysbTate AKCIEepTU3bl UEeHHOCTH /I, KoTopas NPOBOAUTCA HSKCIEPTHOM KOMHCCHEU
OpraHH3aIiy.

Ha mepBoM a3tamne s3xcnepTusbl D/] apXuB COBMECTHO € JICTOTPOU3BOJICTBEHHOM CITYKO0H MITH
ciy>k00H, oTBevaromeil 3a (yHKIMOHMpPOBaHWE WH(POPMALMOHHBIX TEXHOJOTHH B OpraHU3allHH,
OnpeleNsieT NepeUeHb CUCTEM, TEM U MPOEKTOB, TOKYMEHTbl KOTOPBIX MOTYT UMETh LICHHOCTH B
COOTBETCTBUH C OOIIMMH KPUTEPUSMH dKCHEpTH3bl. B pamkax nepedns nmpooautcs otoop /1 Ha
IIOCTOSIHHOE M BPEMEHHOE XPAaHEHHE; I[EePEUYeHb YTBEPKAAETCA JKCIEPTHOM KOMHCCHEU
OpraHu3aIiu.

Oxkcneptu3a D] TpOBOAMTCS SKCIHEPTHOH KOMHMCCHEW BO B3aUMOCBS3M C JIOKyMEHTAalMEH
OpraHu3aliiil Ha TPATUIMOHHBIX HOCHUTENAX (TMPUMEHSETCS B KOMIUIEKCE CHUCTeMa OOIMX |
CHEIHAIbHBIX KPUTEPHEB: 3HAYUMOCTb, IMOJIHOTA (3aBEPLIEHHOCTb) JOKYMEHTA; ayTeHTUYHOCTh
JOKYMEHTa; OTCYTCTBUE AyOnupyromeld uHpopManud B JIOKYMEHTaX, MPUHATHIX Ha apXUBHOE
XpaHEHHE).

[Tpu npueme D/ Ha XpaHEHHE B ApXUB YYUTHIBAIOTCS (aKTOPHI: OTpaHUYCHUsS HA rpueM D/1;
3aBEpIICHHOCTH Ipoiiecca coznanus JJ1; cCTOMMOCTh BO3MOXKHOTO nepeBoja D/ B apyroii oopmar
IIpU NIPUEME B apXUB; HAINYUE 3aKOHOIATEJIbHBIX aKTOB, IPEMATCTBYIOIIUX Nepenaue J/1; Hanuuue
HEOOXOIUMOM  CONMPOBOAMTENHHOM  JOKYMEHTAIlMHM; COOTBETCTBHE THIA  AJIEKTPOHHOTO
000pyI0BaHUS PA3IMYHBIM peXKUMaM XpaHeHust D /[]; 3aTparel Ha o0ecrieueHrne XpaHeHHs!.

2.2. Opranusanus NpoBeACHUS
AKCTIEPTU3BI IICHHOCTH JOKYMEHTOB

2.2.1. DkcnepTu3a IEHHOCTH JOKYMEHTOB B OpraHU3aluK IPOBOAUTCS:

B JICJIONIPOU3BOICTBE - IIPH COCTABIICHUU HOMEHKIIATYp JIes, B mporecce (GOpMUPOBAHHMS JIENT U
MIpY MOATOTOBKE JIET K Mepe/iauye B apXUB;

B apXMBE - B Mpolecce MOATOTOBKH K Iepeade J1e7 Ha MOCTOSIHHOE XpaHEeHUE.

2.2.2. ]lns opraHW3aluy U MPOBEACHUS PAOOTHI MO HKCIEPTH3E LIEHHOCTH JIOKYMEHTOB,
0oTOOpPY M TMOJTOTOBKE K TEpe/iaye Ha IOCTOSHHOE XPaHEHHE JIOKYMEHTOB ApPXWBHOTrO (oHa
Poccuiickoit denepanuu, BKIKOYAs YIPABICHUYECKYIO, HAYUYHO-TEXHUYECKYIO, ayJIHOBHU3YaIIbHYIO,
MaIIMHOYMTAEMYIO M JPYTYI0 JAOKYMEHTaluio <*>, o0pa3ymrolliylocs B IpoLEecce IesTEIbHOCTH
opraHu3aluu, co3aaercs skcneptHas komuccus (9K).

<*> J[nst SKCHEePTU3bI IICHHOCTH U 0TOOpa Ha MOCTOSHHOE XpaHEHHE HAayYHO-TEXHUUYECKOH U
JIPYrol CHerUalbHOM JTOKYMEHTAllMd MOXET ObITh co3naHa otaenbHas OK, cocrosmas us
CIIELMATUCTOB IO 3TOM JOKYMEHTAIIUH.

B muHMcTEpCTBax M BEIOMCTBAaX, APYIMX OpraHU3alUsAX, MMEKOIIMX IOJBEIOMCTBEHHYIO
CeTh, CO3JA0TCS LIEHTpalbHbIE 3KcnepTHhIEe KoMuccuu (LID9K).

2.2.3. IIDK (BK) co3nmaercs mpuKa3oM PyKOBOAWTENS OpraHM3allud U3 yHciaa Haubolee
KBaJIM(UIMPOBAHHBIX PAOOTHUKOB B KOJIMYECTBE HE MeHee Tpex uenoBek. B cocrap OK
OpraHu3aliii B 00s3aTelIbHOM TIOPSIIKE BKJIIOYACTCS PYKOBOAWTENb apxXuBa WM JIMIIO,
OTBETCTBEHHOE 32 apXUB.

B cocrap LIDK nenecooOpa3HO BKIIOYUTH MPEACTABUTENS APXUBHOTO YUPEKICHMS, VIS
KOTOPOTO JIaHHAsl OPraHU3alMsl SABJIIETCS UCTOYHUKOM KOMITJIEKTOBAHHUSI.

[Ipencenatenem LIOK (OK) HazHauaeTcs OAMH U3 PYKOBOAAIIMX paOOTHUKOB OpraHU3allvy,
KypUPYIOIIHKA BOIPOCH! AETONMPON3BOACTBA U apXUBa.

2.2.4. OcunoubiMu 3agauamu LIOK (OK) senstores:

OpraHM3alusi ¥  MPOBEACHHWE  OKCIEPTU3bl LIEHHOCTH  JOKYMEHTOB Ha  CTaJluu
JIeNTOTIPOU3BOICTBA IIPU COCTABICHMHM HOMEHKJIATYPBI JIeT U B Iporiecce (OpMUPOBaHUS JeIT;

OpraHM3alys U MPOBEJICHUE IKCIEPTU3bI IEHHOCTU TOKYMEHTOB Ha CTaJUU MOATOTOBKH UX K
nepeaye B apXuB OpraHu3aluu;



OpraHu3aiys 1 MpoBeJeHHe 0TOOpa M MOATOTOBKH JOKYMEHTOB K Iepeladye Ha MOCTOSIHHOE
XpaHEHHUe B TOCYJapCTBEHHBIN UM MYHUIIUTIAIBHBIN apXUB.

2.2.5. OcuoBubiMu dyHKIMsIMEU [IDOK (OK) sBrstores:

OpraHu3alys eKeroJHoro 0Toéopa Jei AJig XpaHEeHUsI 1 YHUUTOXKCHHUS,

pacCMOTpPEHHE M BBIHECEHUE HAa YTBEP)KJIECHUE U COTJIACOBAHUE C SKCIIEPTHO-IIPOBEPOYHOMN
komuccueit (O11K) apxuBHOTO ydpexaeHus MPOSKTOB HOMEHKIIATYp JIeJ OpraHu3aliu, OMUCcel e
MOCTOSIHHOTO ¥ BpeMeHHOT0 (cBhiie 10 jieT) XpaHeHusi, B TOM YKCIIE 1O JINYHOMY COCTaBYy, aKTOB O
BBIJICTICHUH K YHUUTOXKEHHIO JIeJI, HE MOIJIeKAIINX XPaHEHUIO;

MOJIrOTOBKA M BbhIHECeHUE Ha paccMoTperne DIIK apXuBHOTO yupexaeHus MpeagoKeHud 0o
M3MEHEHUHU CPOKOB XpPaHEHHs OTAENbHBIX KaTErOpHil IOKyMEHTOB, YCTAHOBJICHHBIX MEPEUHIMHU, U
00 omnpezeneHuu CpOKOB XPaHEHUsI TOKYMEHTOB, HE ITPEYCMOTPEHHBIX [IEPEUHSIMU;

ydyacTue€ B TIOJTOTOBKE M PACCMOTPEHUH IMPOEKTOB HOPMATHUBHBIX M METOJUYECKHX
JOKYMEHTOB I10 BOIIpOcaM paboThl ¢ JOKYMEHTAaMH B OpraHHU3alllu.

2.2.6. IIDK (OK) mpoBoaut 3acemnaHusi B COOTBETCTBUM C IUTAHOM pPabOThI U IO Mepe
HeoOxomumoctu. 3acenanus [OK (OK) mnporokomupyrorcs. I[IpoTokosbl OANKCHIBAIOTCS
npenceaareneM u cekperapem komuccuu. Pemenus [IOK (OK) Berymaror B cuiy mocne
YTBEPKACHUS pyKOBOJUTENIEM OpraHU3aIIH.

[Iporokoner DK (OK), comepkamue pemieHuss 00 0J0OpEHUH MPOEKTOB THUIOBBIX U
IPUMEPHBIX HOMEHKJIATyp Jed, 00 M3MEHEHHH CPOKOB XPAaHEHHUs JOKYMEHTOB, YCTaHOBJICHHBIX
TUMIOBBIMA M BEJOMCTBEHHBIMHU IEPEYHSIMH IOKYMEHTOB C YKa3aHHEM CPOKOB UX XpaHEHUs, a
TaK)K€ THUIOBBIMM M HPUMEPHBIMM HOMEHKJIATypaMHu [I€Jl, YTBEPXKJIAIOTCA PYKOBOJIUTEIEM
OpraHHu3aIy TOJIbKO Mociie ux paccMoTpenus DIIK cooTBETCTBYIOMIETO apXUBHOTO YUPEKICHUS.

2.3. HOpHI{OK MMPOBEACHUS SKCIICPTU3BI HECHHOCTHU JOKYMCHTOB

2.3.1. DkcnepTr3a LEHHOCTH JOKYMEHTOB OCYILECTBIISETCS €KEroAHO pabOTHUKAMU CITYXKOBI
JIOKYMEHTallMOHHOTrO obOecnieueHusi ymnpasieHus coBmecTHo ¢ LOK (OK) opranmszauuu non
METOJUYECKUM PYKOBOJCTBOM apXHBa.

2.3.2. [Ipu npoBeeHNH 3KCIEPTU3bI IEHHOCTH JOKYMEHTOB B CTPYKTYPHBIX MOJpPa3/IeIeHHIX
OCYILIECTBIISIETCSI OTOOP JIeN MOCTOSTHHOTO U BpeMeHHOro (cBbiiie 10 jeT) XxpaHeHus AJis nepefadu
B apXUB; OTOOp Il ¢ BpEMEHHBIMU CPOKaMU XpaHEHUS, MOJIekKAIIUX XPAaHEHUIO B CTPYKTYPHBIX
NOJIPA3/ICNICHUSAX; BBIIEICHUE K YHUUYTOXKECHUIO € 3a MPEAbIAyIIUE TOAbI, CPOKHM XPaHEHHS
KOTOpBIX MCTEKJU. [Ipu 3TOM OIHOBPEMEHHO MPOBEPSAIOTCS KaueCTBO U MOJIHOTA HOMEHKJIATYpPbI
JIEJI OpraHu3aluy, IPaBUIBHOCTD OIPENEICHHS CPOKOB XPaHEHHUS JElI.

2.3.3. OT6op MAOKYMEHTOB IIOCTOSHHOIO U BpeMeHHoro (cBeimie 10 ser) XpaHeHus
NPOBOJIUTCS MyTEM IMOJUCTHOrO mnpocMoTpa zen. He nomyckaercs oTGop TOKYMEHTOB ISt
XPaHEHUsl U YHUUTOXKEHHSI TOJIbKO Ha OCHOBAaHUH 3ar0JIOBKOB JIEJI.

Hena ¢ ormerkon "JIIK" moaBepraroTcss MOJIMCTHOMY NPOCMOTPY € LEJBIO ONPEACIEHUS U
BBIJIEJICHUS U3 UX COCTaBa JOKYMEHTOB, MOAJIEKAIUX IOCTOSHHOMY XpaHEHHUIO.

Hena ¢ ormerkon "OIIK", coxeprkamme AOKYMEHTBI IOCTOSSHHOIO XpaHEHUs, IOAJIEXKAT
nepeopMupoBaHuio. BpleneHHblE M3 WX COCTaBa JIOKYMEHTHI TIOCTOSIHHOTO XpaHEHUs
NPUCOETUHSIOTCS K OJTHOPOIHBIM JIeJIaM HIIH O(hOPMIISIFOTCS B CAMOCTOSITENIbHBIE JIEa.

Cpoku XpaHEHHUs JeJ, COJEp)KalluX OCTaBIIUECS TOKYMEHTbl BPEMEHHOr0 XpaHEeHUs,
OIIPEAEIISAIOTCA 110 NEPEUHIO TOKYMEHTOB € YKa3aHMEM CPOKOB MX XPaHEHHs WJIM 110 HOMEHKJIAType
JIeJT OpraHU3alHH.

[TommuBka BHOBb C(OPMHPOBAHHBIX J€JI TMPOU3ZBOAMTCS TOJBKO IOCTE 3aBEPIICHHS
AKCIEPTU3BI IEHHOCTU JOKYMEHTOB.

2.3.4. ApxuB IpPOBOJUT 3KCIEPTU3Y LEHHOCTH JOKYMEHTOB NPH O0TOOpPE MX Ha MOCTOSHHOE
XpaHEHHE T0J METOAMYECKHM pPYKOBOJCTBOM COOTBETCTBYIOLIETO T'OCYAApCTBEHHOTO WIIN
MYHHIIMIIAJIBHOTO apXUBa.

2.3.5. TloaroroBka 3J€KTPOHHBIX JOKYMEHTOB K MepeJade B apXUB OPraHU3alMy COCTOUT M3
CJIEIYIOIINX 3TAIOB!



poBepKa (PU3NUECKOT0 COCTOSHUS MAIIMHHBIX HOCHUTENEH, MpeJHa3HAUYCHHBIX Ul Iepeaayun
B apXMB;

3anuch D/ Ha MalIMHHBIE HOCUTEINH;

IIPOBEpPKa KayecTBa 3aIHCH;

onucanue D/I;

IIPOCTABJICHUE apXMBHBIX MIM(POB Ha €AMHULAX XpaHEHUs (Ha QyTisipax) B COOTBETCTBUU C
apXMBHOH ONMCHIO (OMHUCSAMU) IEKTPOHHBIX JOKYMEHTOB IIOCTOSIHHOTO XPAaHEHUS U 110 JIUYHOMY
COCTaBYy;

[IO/ITOTOBKA KOMIIJIEKTA COITPOBOAUTEIBLHON TOKYMEHTAIMH.

ConpoBoaurenbHas JokyMeHTauus OJ[ momkHa OBITH JOCTATOYHOM [uid oOecredeHHs HuX
COXpaHHOCTH M WCHOJb30BaHUS. B Hel orpaxkaercs ciemyronias wuHGOpMAIMs: Ha3BaHUE
JIOKYMEHTA, J1aTa ero CO3JaHus, XapaKTepUCTUKa COJepKaHus (aHHOTALUs), JEKTPOHHBIN (opmar,
¢usuueckas u goruueckas crpykrypa (ans b/, caiitoB u T1.11.), 00beM mokymeHTa (i B/ taxxe -
KOJINYECTBO 3aruceil).

2.4. OdopmiieHue pe3yabTaToB
AKCIIEPTU3HI IIEHHOCTH JIOKYMEHTOB

2.4.1. Tlo pe3ynbTaTaMm S3KCIIEPTHU3bl IEHHOCTH JOKYMEHTOB B OpPTaHU3ALUU COCTABIISIOTCS
OTIMCH JIeJT MOCTOSTHHOTO (TpuiioxkeHue 1), BpemeHHoro (cBeimre 10 yiet) xpaHneHus (puioxeHue 2)
U 10 JINYHOMY COCTaBY (NMpUJIOXKEHHE 3), a TAaKK€ aKThl O BBIJIEICHUM K YHUUYTOXCHHUIO NI, He
MOJJICKALTUX XPaHEHUIO (TpuiokeHue 4).

2.4.2. B apxuBe opraHu3aliy B 3aBUCHUMOCTH OT cOCTaBa W oObeMa D/, OTHECEHHBIX K
coctaBy ApxuBHoro ¢(ouma Poccuiickoii ®exnepaluy, COCTaBISIOTCS OMHCH 3JIEKTPOHHBIX
JIOKYMEHTOB TIOCTOSSHHOTO XpaHEHMs, ONWUCHU JEeJd IO JIMYHOMY COCTaBy (HpujoXkeHue 35).
YnupaBneHdeckas, HAy4YHO-TEXHUYECKasi JOKYMEHTAIHs, OTAeNIbHbIe KOMILIEKCH D/ BKIIOYar0TCs B
CaMOCTOSITEJIbHBIE OITUCH.

[Topsmox oopmiieHrs: U YTBEPKIEHUS OMKCEN YCTaHOBIIEH B 1. 6.4.5 HacTosmux [IpaBu.

2.4.3. DIIK apXuMBHOrO YYpexaAeHHs YTBEPXKAAeT OMHMCHU JeNl TMOCTOSIHHOTO XpaHEHWs U
COIJIACOBBIBAET OIMMCH JIEN MO JUYHOMY COCTaBy (BKJItodas onucu jen /).

2.44. VYxazannwie (m. 2.4.1) omucu u akThl paccMmarpuBaroTcs Ha 3acemannu [[DK (OK)
opranm3anuu  ogHoBpeMeHHO. OpoOpennbie [[OK (OK) akTtel u  omucu  yTBEp>KIArOTCS
PYKOBOJUTENIEM OpraHU3alluu TOJBKO Mociie yreepxaeHus JIIK apXxuBHOro yupexjaeHus onuceu
JIel TIOCTOSTHHOTO XpaHEHUs; TOCIe OSTOr0 OpraHu3alus HMeeT MpaBO YHUYTOXKATh Jena,
BKJIFOYCHHBIE B JIAHHBIE aKTHI.

2.4.5. Jlena BKJIIOYAIOTCS B aKT, €CJIM MPEIYCMOTPEHHBIN AJIsl HUX CPOK XpaHEHHS MCTEK K 1
SHBaps T0/1a, B KOTOPOM cocTaBisieTcsl akT. Hampumep, 3aKkOHUEHHBIE Jiefla C TPEXJIETHUM CPOKOM
xpaHeHus B 1991 r. MoryT ObITh BKIIIOUEHBI B aKT, KOTOPBIM OyJIeT COCTaBJIeH He paHee | sHBaps
1995 1.

AKT 0 BBIJEIICHUU K YHUYTOXKEHUIO Jel, He MOAJNEeKAIINX XPaHEHUIO, COCTaBIsIeTCsS Ha Jena
Bcel opranuzanuu. Eciu B akTe yka3aHbl Jiela HECKOJIbKUX MOJIpa3iesieHui, TO Ha3BaHUe KaX/10To
NOZIpa3/ieNIEHUs] yKa3bIBaeTCsA IMEpe]l TPYNION 3aroJIOBKOB JIENI ATOr0 NOJApa3iesieHus. 3arojoBKU
OJIHOPOJAHBIX JI€7, OTOOpPAHHBIX K YHHUYTOXXEHHUIO, BHOCSTCS B aKT IO/ OOIIMM 3arojioBKOM C
yYKa3aHUEM KOJMYECTBa JieJl, OTHECEHHBIX K JAaHHOU rpyrIie.

2.4.6. ApxuBHBIE YUPEKICHHS TPOBEPSIOT MPABHIBHOCTH OTOOpa /el Ha TOCTOSHHOE
XpaHEHHUE U MPU HEOOXOJMMOCTH UMEIOT MPaBO NOTPeOOBATh BKIIOUUTH B OMKUCH JIEN IIOCTOSTHHOTO
XpaHeHus jJena, 0ToOpaHHbIE Ha BpEMEHHOE XpaHEHUE I K YHUUTOKEHHUIO.

2.4.7. Jlena, moanexamiye YHUYTOXKECHUIO, TEpENaloTCs Ha MepepaboTKy (yTUIM3AlHMIO).
[lepemaua nmenm odopmisieTcss MpUEMO-CAATOYHOW HAKJIAJHOW, B KOTOPOM YKa3bIBAIOTCS JaTa
nepeaavn, KOJTMUECTBO CIaBAEMBIX JeN U BeC OyMa)kKHON MaKynIaTyphl.

[lorpy3ka u BbBIBO3 Ha YTWIM3AIUIO OCYIIECTBISAIOTCA IO KOHTPOJEM COTPYIHHKA,
OTBETCTBEHHOTO 3a 00ecrieueHre COXPAHHOCTH IOKyMEHTOB apXHBa.



3. KOMIUVIEKTOBAHUE APXNBA
3.1. KommiekToBaHu€e apxyBa OpraHU3alluu

3.1.1. KommiekToBaHue apxuBa OpPraHU3alldd - 3TO CHUCTEMAaTHYeCKOe IOIMOJIHEHHE apXuBa
JOKYMEHTaMU CTPYKTYPHBIX IOAPA3JCICHUI OpraHu3aldH, a TaKXKe JPYyrHX OpraHu3alui,
SBIISIOIINXCSI HCTOYHUKAMH KOMITJIEKTOBAHUS apXHBa.

3.1.2. KommiiekToBaHUE apXKBa BKIIOYALT:

orpezieNieHue HCTOYHUKOB KOMITJIEKTOBAHUS apXHBa;

OTpeJIeJICHUE COCTaBa IOKYMEHTOB, OAJICKAIINX TPUEMY B ApXUB;

OopraHusalys nepeaadu J0KyMEHTOB B apXUB.

3.2. UcTOYHUKY KOMIIJIEKTOBaHHUS apXHBa

OCHOBHBIMU HCTOYHUKAaMH KOMITJICKTOBAHUS apXHBa OPTaHU3ALUH SBIISIFOTCS:
CTPYKTYPHBIE TIOJIPA3/ICICHUS] OPTaHU3AIHH;

MI0/IBEIOMCTBEHHBIE OpraHU3AIINY;

¢busnveckue numna.

3.3. CocraB JOKYMEHTOB, [TO/JIEXKAILUX [IEPEIaYe B apXUB

3.3.1. ApxuB OpraHu3anuy B COOTBETCTBHH C IOJIOKEHHUEM O HEM KOMILIEKTYETCS AellaMu
IOCTOSIHHOT'0, BpeMeHHOr 0 (cBble 10 jeT) XpaHeHus, a Takke JeJaMU 110 JMYHOMY COCTaBy.

3.3.2. Jlena BpeMEHHOro XpaHEHHUs CO cpokaMu XpaHeHus qo 10 yer mepegaue B apXxuB
OpraHu3alliy, Kak IMpaBWwio, He nojuiexar. OHM XpaHATCS B CTPYKTYPHBIX HOJpPa3JeIEHUsIX
OpraHMu3aly U [0 UCTEYEHUH CPOKOB XPaHEHUs MOJIeKAT YHUUTOKEHHIO (CM. 1. 2.4.5).

3.3.3. JIOKyMEHTBHl JMYHOIO TIPOMUCXOXJIEHHUS B apXUB OpraHu3ally IepelalTcs Ha
BPEMEHHOE XpaHEHHE 10 3asBJICHUIO MX BiaJenblia (COOCTBEHHHKA) € MOCIENYyIolIeN nepeaadeit B
roCyJapCTBEHHbIN apXUB Ha MOCTOSIHHOE XpaHEHHUE.

3.3.4. B apxuB mnepenaroTcs JOKYMEHTBHI OpTraHU3AIMI-TIPEANIECTBEHHUKOB, a TaKkKe
JIOKYMEHTBI JIMKBUAUPOBAHHBIX MMOTYMHEHHBIX OpraHU3aLui.

3.4. Homenknarypa nen

3.4.1. HomenknaTypa Jen TMpeJICTaBIseT COOOH CHCTEMaTU3MpPOBAHHBIA  IEpedYeHb
HAaUMEHOBAHMUM [1€J, 3aBOJMMBIX B JEJIONPOM3BOACTBE OpPraHM3allMM, C YKa3aHHUEM CpPOKOB HX
XpaHEeHHMs, TI0 YCTAaHOBJIEHHOU (hopme.

3.4.2. ApxuB B LeISIX KayeCTBEHHOI'O KOMIUIEKTOBAHMS JOKYMEHTAaMHU apXUBHOrO (oHaa
KOHTPOJIMPYET M OKa3bIBaeT HEOOXOAMMYIO METOJUYECKYI0 M IMPAKTHYECKYI0 IMOMOILb CIIyKOe
JOKYMEHTAllMOHHOTO  OO€cleYeHHs]  yNpaBi€HUs] B  COCTABICHWHW HOMEHKJIATypbl  Jell.
OTBETCTBEHHOCTh 32 €€ COCTaBJIEHHE BO3JIaraeTcsl Ha CIyKOYy JOKYMEHTAllMOHHOTO 0OecredeHus
yIpaBieHUS! OPraHU3al|H.

3.4.3. HomeHknatypa /e SBJISIETCS OCHOBOW JUIS COCTABIICHMS ONHUCEH JieN MOCTOSHHOIO U
BpeMeHHOr o (cBbilIe 10 J1eT) XpaHeHHUs 1 OCHOBHBIM YUYETHBIM IOKYMEHTOM B JIEJIONPOU3BOICTBE, a
B apXMBE OpraHM3allid HCIOJB3YeTCs Ui ydera Jiell BpeMeHHOro (1o 10 jeT BKIIOUUTENHHO)
XpaHEHHUS.

3akperuieHHasi B HOMEHKJIAType cXeMa CUCTeMaTH3aIllH €] MOXKET ObITh UCIOJIb30BaHA MPH
pa3paboTKe CXeMbl KapTOTEKH Ha UCIIOJIHEHHBIE JOKYMEHTHI.

3.4.4. PaznuuaroTcs TpU BUJA HOMEHKJIATYp JEJI: TUIOBAs, MPUMEpPHAs U WHIUBUAYaJIbHAS
HOMEHKJIATYpPHI JIe] KOHKPETHOM OpraHu3aluu.

Tunosas HOMEHKIATypa JIel YCTaHAaBJIMBAET COCTAB I, 3aBOJMMBIX B JIEIONPOU3BOJCTBE



OJIHOTHUITHBIX OpPraHU3aluil, U ABJISAETCS HOPMATUBHBIM JOKYMEHTOM.

[IpumepHass HOMEHKIATypa [l YCTaHaBIMBACT IPHUMEPHBIA COCTAaB JEJ, 3aBOAMMBIX B
JEJIONPOU3BOCTBE OPraHU3alMid, Ha KOTOPBIE OHA PACIPOCTPAHSIETCS, C YKa3aHUEM MX MHJIEKCOB,
Y HOCHUT PEKOMEHIATEIIbHBIN XapaKTep.

3.4.5. TumoBble M NpUMEpPHbIE HOMEHKJIATYpbl €1 HCIOJIB3YIOTCA Ui COCTaBJICHUS
VHIVBUAYAJIbHON HOMEHKJIATYpPBI ACII.

B HoMeHKiaTypy nen opraHu3alMd M3 THUIIOBOM WJIM IIPUMEPHOM HOMEHKIIATYPBI Al
IIEPEHOCATCS. IPEILyCMOTPEHHBIE HMH 3arojIOBKU [€JI, KOTOpBIE IPEIIOJAraeTcsi 3aBeCTH B
JIeNTOTIPOU3BOICTBE OPTaHU3AIMH, KOHKPETU3UPOBAHHBIE C YIETOM €€ CIIeln(UKH.

Cpoku XpaHeHUs [el, NPeJyCMOTPEHHBIE THUIIOBOM WM INPUMEPHOM HOMEHKIIATypOW Iell,
NEPEHOCATCS B MHANBH Iy IbHYI0 HOMEHKIATYPY Ael 0e3 N3MEHEHHH.

3.4.6. Homenknartypa pen opraHuzanuu (cBojHas) (IpuiiokeHue 7) COCTaBiseTcsa 110
YCTAHOBJICHHON (opMe Ha OCHOBAaHMHM HOMEHKIATYp [l CTPYKTYpPHBIX TOApa3JeIeHHH,
pa3paboTaHHbIX IO AHAJOTMYHOW (opMme (IpuiokeHue §), COrNacOBaHHBIX UMM C apXHUBOM HU
HOJAINUCAHHBIX PYKOBOJIUTENSIMU 3TUX MOAPA3IEIECHUH.

Howmenknarypa nen opranuzauuu odopmisiercss Ha oOuieM O6JaHKe OpraHu3alyu.

Homenknatrypa nen opraHu3aldyd BHU3UPYETCS PYKOBOJIUTENIEM apXuBa WIH JIULOM,
OTBETCTBEHHBIM 3a apXMB, MOJIHUCHIBACTCS PYKOBOJIUTENEM CIY>KObI WM JIMLIOM, OTBETCTBEHHBIM
3a JOKyMEHTAIlMOHHOE oOecriedeHue ymnpasienus, u nocie oxodpenus L[OK (OK) opranmzanum
HanpasisieTcss Ha cornacoBanue ¢ OIIK cOOTBETCTBYIOIIEr0 apXUBHOTO YUYPEXKACHHUs, I10CIIE YETO
YTBEPKAAETCA PYKOBOJAUTENIEM OPTaHU3alUH.

Ilocne yTBep)KIEHHS HOMEHKJIATYpbl J€l OpraHu3alid CTPYKTYPHBIE IOJIpa3fciICHUs
HOJTY4YaroT BBIUCKH COOTBETCTBYIOIIUX €€ Pa3/eoB AJIs UCIOIb30BaHUsS B padoTe.

Homenknarypa nen opraHu3aluy Ha MPEACTOSAIIMM KaJeHIApHBIA TIOJl COCTABIIAETCS B
HOCJIEIHEM KBapTalle TEKYILEro roja.

CornacoBaHHass C apXMBHBIM YYPEXJCHHEM HOMEHKJATypa el B KOHLE KaXIOro roja
YTOYHSIETCSI, YTBEPKAAECTCS PYKOBOJAWUTEIEM OpraHU3alluud U BBOJAUTCS B JeiicTBue ¢ 1 siHBaps
CJIEYIOIIEr0 KaJIEHAAPHOT0 roia.

HoMmeHknarypa aen cOriacoBbIBA€TCS C apXMBHBIM YYPEKICHHEM HE pexe OJHOro pasa B 5
aetr. B ciydae kopeHHOro u3MeHeHMs (YHKIMH M CTPYKTYpbl OpraHu3aliM pa3padaTbIBaeTcs
HOBasi HOMEHKJIaTypa Je.

3.4.7. HomeHnknaTtypa A€l COCTaBJII€TCA Ha OCHOBE M3YyUEHHUS COCTaBa U COACpKaHMS
JIOKYMEHTOB, 00pa3yIOLIUXCs B 1€ATEIbHOCTH OPraHU3alllu.

IIpn coctaBieHMM HOMEHKJIATypbl JENl CIEAYyeT pYKOBOJCTBOBATbCS YCTAaBOM HIIN
MOJIO)KEHHEM 00 OpraHu3alliy, MOJIOKEHUSMH O €€ CTPYKTYPHBIX MOJpPa3AeieHUsIX, IITaTHBIM
pacnycaHueM, HOMEHKJIATypOU J1e] OpraHu3aluy 3a MPOLUIBIA IO, ONUCSIMH €] MOCTOSHHOTO U
BpeMeHHOro (cBeimie 10 5eT) XpaHeHHs, pPErucTpPallMOHHBIMM (OpMamH, BEIOMCTBEHHBIMH U
TUIIOBBIMHU NIEPEYHSAMHU TOKYMEHTOB C YKa3aHMEM CPOKOB MX XPaHEHHMsI, TUIIOBBIMUA U IIPUMEPHBIMU
HOMEHKJIaTypamH Jell.

3.4.8. B HOMEHKIaType Jell IpelyCMaTpUBAIOTCA 3aroJIOBKM JeN Ul TPYNIHUPOBKU
JOKYMEHTOB, OTpaXarlllie BCE JIOKYMEHTHPYEMblE YYaCTKHU M BOIPOCH JAESITEIbHOCTU
OpraHH3aIiHy.

B HOMeHKnaTypy N1l OpraHu3aluy BKJIIOYAIOTCS Jiejla BPEMEHHO JEHCTBYIOLIUX OPIaHOB,
JOKYMEHTBl KOTOPBIX CIYyXaT IPaBOBbBIM OCHOBaHUEM JUISl TMOATBEP/KIACHUS IMOJIHOMOYMMI
OpraHM3ali WIH MPEKpalleHus ee AeITeIbHOCTH (Hampumep, Jejia JUKBUIAMOHHON KOMHUCCUU
OpraHM3al1H BKIOYAIOTCS B HOMEHKJIATYPY A€ JIMKBUAUPYEMON OpraHU3aliH).

OcHOBOI 7151 ONpeAeneHus] CTPYKTYpPbl HOMEHKIIATYphl JeJl SIBISETCS CTPYKTypa (IITaTHOE
pacnucaHue) oprauusanuu. Paznenamu, noapasnenaMu U ApyruMu JEJICHUSIMHA HOMEHKIIATYpPbI eI
ABIIIOTCS Ha3BaHUs MOApA3IeNeHU (HanpuMep: KaHIenspus, OyXrajaTepus, OT/e1 KaJpoB U T.I1.).

3.49. T'padsl HOMEHKJIATYpbl [€J1 OpraHu3allH, €€ CTPYKTYPHBIX MOjApa3AeIeHuN
3aIOJIHSIOTCS CIIETYIOLMM 00pa3oM.

B rpade 1 HOMEHKIATyphl Jel MPOCTABISIOTCS HMHICKCHI KaXJOTO Jea, BKIOYEHHOIO B



HOMEHKJIaTypy. WMHAEKC Jema COCTOMT W3 YCTAaHOBJICHHOTO B OpraHu3aiuu  IUGpPOBOTO
0003HaYeHHs] CTPYKTYpHOTO TOJpa3fefieHuss U TMOPSAKOBOIO HOMEpa 3arojioBka Jena Io
HOMEHKJIAType el B TpeeNiaXx CTPYKTYPHOTO mojpaszaeieHus. MHAeKcsl nen 0003HadaroTcs
apabckumu mudpamu. Hampumep: 02-03, rae 02 - mHACKC CTPYKTypHOro moapasneneHus, 03 -
HOPSIKOBBIM HOMEpP 3aroJI0BKa Jiejia 10 HOMEHKJIAType JAedl.

B HOMeHKIIaType e peKOMEHAYEeTCsl COXPaHATh OJJMHAKOBbIE MHJEKCHI JIJIsl OTHOPOAHBIX JEJ
Pa3HBIX CTPYKTYPHBIX MOJIpa3/iejIeHUN (HanpaBICHUM IEITeTbHOCTH).

[Tpumep: "lIpukazbr mo ocHoBHO# aestenbHOcTU" (02-03, 03-03, 04-03 1 1.1.).

B rpady 2 HOMEHKIATYpBHI J1eJ1 BKIIOYAI0TCS 3aT0JIOBKHU A€ (TOMOB, YacTei).

[Topsanox pacnoiokeHusl 3aroJ0BKOB JIeJI BHYTPU Pa3/elioB M IMOAPa3/esioB HOMEHKIATYPbI
JIEJ1 ONPEEIIAETCS CTENEHbIO BAXKHOCTH JIOKYMEHTOB, COCTAaBIISIIOIINX JI€J1a, U UX B3aUMOCBSI3bIO.

Bnauane pacnonararoTcsi 3arojioBKU JieJ, COJAEpKalIuX OpraHu3aliOHHO-PACTIOPSIIUTEIbHYIO
JokyMmeHTauuio. [lpy STOM 3aroioBKM J€, COJAEP)KALIMX IIOCTAHOBJIIEHHWA M IPUKa3bl
BBIIIECTOSIIIMX OPraHU3AIIMM, paclojaraTcs nepe 3aroJoBKaMu Jiej ¢ IpUKa3aMu PYKOBOAUTENS
opranuzanuu. Jlanee pacrmosararoTcs 3aroJoBKM Je€Jl, COJAEpKalllMX IIJIaHOBBIE M OTYETHbIE
JIOKYMEHTHI.

3aroJoBKH /€7, 3aBEACHHBIX MO TeorpaguueckoMy M MO KOPPECHOHIEHTCKOMY TpU3HAKaM,
BHOCSITCSI B HOMEHKJIATYPY A€l Mo andaBuTy reorpadguuecKkux Ha3BaHUI WU KOPPECTIOHCHTOB.

3aroJ0BOK Jieia JOJDKEH YeTKO M B 0000IIeHHOW (opMe OTpaskaTh OCHOBHOE COZIECpIKaHUE U
COCTaB JOKYMEHTOB JIefa.

He nmomyckaercsi ynorpebiaeHHe B 3aroJioBKe Jiejla HEKOHKPETHBIX (OpMyIHUpoBOK (''pa3Hble
Marepuanbl”, "oOmas nepenucka' U T.I.), a TAKKE BBOJHBIX CJIOB U CJIOKHBIX CHHTAKCHUECKHX
000pOTOB.

3aroyoBKH €Nl MOTYT YTOYHSTHCS B mpoliecce GopMUpoBaHUs U 0GOPMIICHHS JIEI.

CocTaB >71€MEHTOB 3arojioBKa Jieja, pacrojaraéMblX B TPUHATOM IOCIIEI0BATEIbHOCTH,
OTIpeIeIIIeTCS XapaKTepOM JOKYMEHTOB JIela.

B 3aronoBkax nen, coiepXaliux JOKYMEHThl IO OJHOMY BOIIPOCY, HO HE CBSI3aHHBIX
MOCNIE0BATEIHHOCTRIO JIENIONPOU3BOJCTBA, B KadecTBE BHJA Jella yIoTpeOseTcss TEepMUH
"MOKyMEHTHI', @ B KOHIIE 3aroJioBKa B CKOOKaX YKa3bIBaIOTCS OCHOBHBIE Pa3HOBUIHOCTH
JIOKYMEHTOB, KOTOPBIE JIOJKHBI OBITH B JETE.

[Tpumep: "JloKyMeHTBl O TPOBEACHMM HAy4YHBIX KOH(EpPEHUMH M CHUMIO3UYMOB (ILIaHBI,
CIIMCKHU, TOKJIaJIbI)".

Tepmun "moKyMeHTHI" MPUMEHSIETCS] TaK)Ke B 3aroJjOBKax JeN, COACpKalluX JTOKYMEHTHI -
MPUIIOKEHHUS K KAKOMY-ITH0O TOKYMEHTY.

[Tpumep: "JIokyMeHTHI K IPOTOKOJIAM 3ace€/IaHUs KOJJIETMH MUHUCTEPCTBA' .

3arojoBKM JIed TO BOMpPOCaM, HE pa3pelieHHbIM B TEYEHHE OJIHOTO T0Ja, SIBIIAIOTCS
"mepexoaAuMMU’ U BHOCSTCS B HOMEHKJIATYpPY JI€] OpraHU3alluu CJICAYIOIIETO TOoJa C TeM XKe
WUHJIEKCOM.

Ecnu neno Oyner cocToATh M3 HECKOJBKMX TOMOB WJIM 4acTei, TO COCTaBiseTcsl OOIMi
3aroJIOBOK JIea, a 3aTeM MPU HEOOXOJAMMOCTH COCTaBISIOTCS 3aroJOBKH KaKIOTO TOMa (YacTH),
YTOYHSIIOIINE CO/IepKaHKE 3aroJIoBKa Jena.

B rpade 3 HoOMeHKIaTyphl Jen yKa3plBaeTCs KOJIWMYECTBO Jen (TomoB, dacrteif). OHa
3aIoJIHSIETCS [0 OKOHYAaHUHU KaJIeHIapHOTro roja.

B rpade 4 yka3pIBaroTCs CpPOK XpaHEHHs Jella, HOMepa CTaTei Mo MEepeyHIo (TUIIOBOMY,
BEJIOMCTBEHHOMY), a IIPH €r0 OTCYTCTBUU - 110 TUIIOBOM WJIM IPUMEPHONH HOMEHKJIaType JIedl.

[Ipu BKIIOYEHHMH B HOMEHKJATYPY 3arojIOBKOB, JOKYMEHTOB, CPOK XPaHEHHsS KOTOPBIX HE
MPEAYCMOTPEH THUIIOBBIM WJIM BEJOMCTBEHHBIM TIEPEUHSIMH JTOKYMEHTOB, CPOK HMX XpPaHCHUS
yctanaBnuBaerca DIIK coOOTBETCTBYIOIIETO apXUBHOTO YUPEKIACHUS MO MPEACTABICHUIO apXHUBa U
2K (OK) opranmsarnumu.

B rpade 5 "llpumeuanue" B TeueHHE BCETO CPOKa JICHCTBUS HOMEHKIJIATYPHI MPOCTABISIOTCS
OTMETKH O 3aBEJCHMH JIeN, O MEePEXOASIIUX JAeTaX, O BbIICICHUH Je]l K YHUUYTOXEHHIO, O Tepeaaye
Jie B IPYTYIO0 OpraHu3aluio JIJIsl TPOJOJIKEHUS U Jp.



3.4.10. Ilo oxOHYaHWM JEIOMPOU3BOJICTBEHHOIO TOJa B KOHIIE HOMEHKJIATYphl el
3aMEHSIETCS MTOTOBasl 3allUCh O KOJUYECTBE 3aBEJACHHBIX €Nl (TOMOB), OTACIBHO MOCTOSHHOTO U
BPEMEHHOTO XpaHeHus. CBeICHHs, COJIEp)Kalluecss B HMTOTOBOM 3amUCH HOMEHKJIATYPHI el
OpraHM3aIii, B O00S3aTCIIbHOM IOPSJIKE COOOMIAIOTCS apXMBHOMY YYPEKICHHIO, O YeM B
HOMEHKJIAType JIeJ MPOCTABISETCS OTMETKA ¢ yKa3aHWEM JIOJDKHOCTH JIMIIA, CIICIABIIEr0 OTMETKY,
U paciIu(ppoBKH €ro MOIIMHCH.

3.5. Ilopsamok hopmMupoBaHus ACN B OpraHU3aIuN

3.5.1. dopmMupoBaHUEM [€]1 HA3bIBAETCS I'PYNIIMPOBKA UCIOJHEHHBIX JOKYMEHTOB B Je€ja B
COOTBETCTBUHU C HOMEHKJIATYpOU JIE]L.

B neno mnomemiarorcs JOKYMEHTBI, KOTOPbIE II0 CBOEMY COAEPIKAHUIO COOTBETCTBYIOT
3arojIOBKy Jiefla, IpU OSTOM 3ampeliaeTcs TPYNIHpoBaTh B Jeja YEpPHOBbIE M JyOJIeTHBIC
9K3EMIUIIPBI IOKYMEHTOB (32 MCKJIFOUEHMEM OCO0O LIEHHBIX), a TaKKe JOKYMEHTBI, MOAJIEKAIIHNe
BO3BparTy.

3.5.2. Jlena ¢opMupyroTCs B OpraHu3alusaX IpH LEHTPAJIM30BaHHOM  BEJCHUU
JIeJIONPOU3BOJCTBA - cayk0oi JIOY opranuzanuu, npu AELEHTPAIIM30BAHHOM - KaK CTPYKTYpPHBIMU
HOoJpa3/ieIeHus MU (JIMLaMH, OTBETCTBeHHBIMHU 3a JIOVY), Tak u ciyx60ii JJIOY opranuszanuu.

dopmupoBaHuE 1€ BEIETCS MO HEMOCPEACTBEHHBIM METOAMYECKUM PYKOBOJICTBOM apXHBa
OpraHu3aluy, a Npxu He0OOXOAUMOCTH - U COOTBETCTBYIOLIETO FOCYIapCTBEHHOIO apXMBa.

3.5.3. [Ipu dbopmupoBanuu e He0OX0AUMO COOIIOIATH CIEAYIOIINE OCHOBHBIE TPEOOBAHUS:

JOKYMEHTBI TIOCTOSIHHOTO U BPEMEHHOI'0 XpaHEHHUs HEOOXOJUMO IpyNIUpOBaTh B OT/EIbHbIE
Jena;

BKJIFOYATh B JI€JI0 MO0 OJHOMY IK3EMIUIAPY KaXJI0r0 JOKYMEHTA;

IpyNIUPOBaTh B J€JI0 JOKYMEHThI OJHOTO KaJEHJAPHOIO ro0Jla; MCKIIOYEHUE COCTaBJISIOT:
nepexosiye nena; cyAaeOHble Jena; JUYHbIE JieNa, KOTOpble (POPMUPYIOTCS B TEUYEHUE BCErO
nepuojaa padoThl JaHHOTO JIMIA B OpraHU3aliy; JOKYMEHTbI BBIOOPHBIX OPraHOB M MX MOCTOSIHHBIX
KOMHUCCHH, IEMyTaTCKUX TIpYII, KOTOpBIE TPYNIHPYIOTCS 3a NEPUOJ HX CO3bIBA; JTOKYMEHTHI
yueOHBIX 3aBeleHUM, KOTOphle (QOPMHUPYIOTCS 3a Y4YeOHbI TOJ; JOKYMEHThl TEaTpoB,
XapaKTepU3yIOIue CIEHUYECKYI0 JesITEeIbHOCTh 3a TeaTpalibHbIH Ce30H; Jena (hUIbMOB,
pykomnucei, uCTopuu 0oJsie3HEN U JIp.;

JIeJI0 JIOJDKHO cofiepxath He Oosee 250 TMCTOB, MU TOJIIKMHE HE Oosee 4 cM.

3.5.4. Buytpu nena JHOKYMEHTHI JOJDKHBI OBITh PACIOiOKEHBI TakK, YTOObI OHHU IO CBOEMY
COJIEP/KaHUIO TIOCJIEIOBATEIbHO OCBELIAIIM ONPEJENICHHbIE BONpOChl. llpu 3TOM OKyMEHTHI
pacrnojararoTcs B XpOHOJOTHYECKOM MOpsAJKE (BXOISAIIME - MO AaTaM MOCTYIUIEHUS, UCXOASIIUE -
0 JlaTaM OTIPABJIECHHUs) UJIH 110 aj(paBUTy aBTOPOB U KOPPECIIOHIEHTOB.

[IpunoxxeHns K TOKyMEHTaM, HE3aBHUCHUMO OT JaThl HUX YTBEPXKACHUS WM COCTAaBIICHUS,
IIPUCOEANHSIOTCS K TOKYMEHTAaM, K KOTOPBIM OHU OTHOCSITCSL.

[Ipunoxxenus o6bemMoM cBbliie 250 TMCTOB COCTABISAIOT OTAEIbHBIN TOM, O YEM B JJOKYMEHTE
JIEJIaeTCsl OTMETKA.

3.5.5. PacniopsauTenbHble TOKYMEHTHI TPYNIMPYIOTCA B €A MO BUAAM U XPOHOJIOTHH C
OTHOCSIIMMHCS K HUM MTPUIIOKECHUSIMU:

YCTaBbl, MOJIOKEHUS, WHCTPYKLMH, YTBEP)KICHHbIE pPACHOPSAUTEIbHBIMU JIOKYMEHTAMU,
SBIISIIOTCS] IPUJIOKEHUSMH K HUM M TPYIIHMPYIOTCS BMECTE C yKa3aHHBIMM JOKyMeHTamu. Eciu ke
OHM YTBEP)KJIEHbl B KAaueCTBE CaMOCTOSATEIBHOIO JIOKYMEHTa, TO UX TPYIIHUPYIOT B OTIEIbHBIE
Jena;

MIPUKa3bl IO OCHOBHOM JAESTEIbHOCTU TPYHIHUPYIOTCS OTIENBHO OT NMPHUKA30B IO JUYHOMY
COCTaBY;

MIPUKa3bl 110 JUYHOMY COCTaBY IPYIIUPYIOTCA B JieJla B COOTBETCTBUU C YCTAHOBJICHHBIMU
cpokamu uX XpaHeHus. LlenecooO6pa3Ho npu 607bpMUX 00bEMaX JOKYMEHTOB IPHKA3bI 110 JINYHOMY
COCTaBy, Kacaloulhecsl pas3IMYHbIX CTOPOH JESTeNbHOCTH OpraHu3auuu (mpueM Ha palorty,
YBOJIbHEHUE U NIepeMeIeHIe, KOMaHUPOBKY U T.J.), TPYIIIUPOBATh B OTJCIIbHBIC /€714,



MOPYYEHUs BBIIIECTOSALIMX OPraHU3alMi U TOKYMEHTHI 110 UX UCIIOJIHEHUIO TPYNIIUPYIOTCS B
JieJ1a 110 HaIlpaBJIEHUSIM JEeSITeIbHOCTH OpraHu3aliig;

YTBEPXKACHHBIE IUUIaHbI, OTYETHI, CMEThI, IUMUTHI, TUTYJIbHBIE CIIUCKU U JPYTHUE TOKYMEHTHI
IPYNIUPYIOTCS OTIEIBHO OT UX IIPOEKTOB;

JOKYMEHTBl B JIMYHBIX JI€J1aX pPACIIOJIaraloTCsl B XPOHOJIOIMYECKOM IOpSAJKE II0 Mepe HX
HOCTYIUICHHUS;

JMIIEBBIE cYeTa pabdovyMX M CIY)KALIMX MO 3apa0OTHOW IUIaTe TPYNIUPYIOTCS B OTHENbHBIC
Jiesla ¥ pacIoyiaraloTcsl B HUX 10 ajndaButTy GaMuinid;

MPEUIOKEHUS], 3asBICHUA M KaJoOBbl TPaKAaH MO BONpocaM pabOThl OpraHW3aldd U BCE
JIOKYMEHTBI 110 UX PAaCCMOTPEHHUIO U UCIIOJHEHUIO IPYNIIUPYIOTCS OTAEIBHO OT 3asBJICHUMN IPakKaaH
10 JIMYHBIM BOIIPOCAM;

IepenyucKa Ipynmnupyercs, Kak MpaBWIo, 3a KaJleHAApHbIM I0J] U CHCTEMAaTU3UPYETCS B
XPOHOJIOTUYECKOH MOCIEN0BATEIbHOCTH, JOKYMEHT-OTBET IIOMEILAETCS 33 JOKYMEHTOM-3aIIPOCOM.
[Tpy BO300HOBIEHUN NMEPENUCKU TI0 ONPEAEIIEHHOMY BOINPOCY, HauaBLIEHCs B MPEbIIyLIEM IOy,
JOKYMEHTBI BKJIIOUAIOTCS B JIEJI0 TEKYIIEro rojia ¢ yKa3aHHueM MHJEKca Jella IpeablayIlero roja. B
3aBUCUMOCTH OT CHEIM(PUKM AEATENbHOCTH OpraHU3allM IEepenucka MOMKET TIPYNIHPOBATHCS
TaK)Ke 3a y4eOHbIN IO/, CPOK CO3bIBA BBIOOPHBIX OPTaHOB U T.11.

3.6. TpeboBaHus K 0POPMIICHUIO JEIT, IPUHUMAEMBIX B apXUB

3.6.1. Odopmienre nen MNPOBOTUTCS PaOOTHUKAMH CIYXKOBI JOKYMEHTAI[MOHHOTO
o0ecrieyeHHsl yIpaBJIEeHUs] OpraHU3allMyd WM JPYTMMH CTPYKTYPHBIMU TOApA3JeNCHUSIMU, B
0053aHHOCTH KOTOPBIX BXOAWT 3aBelieHHE M (HOPMUpPOBAHHE JIEN, TP METOJMYECKOW MOMOIIH U
0]l KOHTPOJIEM apXHBa OpraHU3aLUH.

3.6.2. B 3aBUCHMOCTH OT CPOKOB XpaHEHHS ITPOBOIUTCS TOJTHOE WM YaCTHYHOE opopmIeHHe
Jel.

3.6.3. IlomHOMY OOPMIICHHIO MOMJIEKAT Jesia MOCTOSHHOTO, BpeMeHHOro (cBbime 10 er)
XpaHEeHUs U 110 JINYHOMY COCTaBY.

[TomHOE 0hopMITeHNE N1ENT TTPEeTyCMaTPUBACT:

MOJIIIMBKY WJIM TeperieT Jena;

HYMEpAIHIO JINCTOB JIeNia;

COCTaBJICHHE JIMCTa-3aBEPUTEIIS;

COCTaBJICHHE, B HEOOXOIUMBIX Cllydasix, BHYTPEHHENW OMMCH JOKYMEHTOB;

BHECEHHE HEOOXOAMMBIX YTOUHEHHMH B PEKBU3UTHI OOJOXKKH Jena (yTOuHEHHe Ha3BaHMS
OpraHu3aIiy, PETUCTPAIIMOHHOTO WHIEKCa Jefla, KpAaiHUX JIaT JIeia, 3arojioBKa JIea).

Hena BpemeHHoro (no 10 JeT BKJIIOUMTENBHO) XpaHEHHS TMOJIEKAT YaCTUYHOMY
o(opMIICHHIO: JTOITyCKAeTCsl HE MPOBOAMTH CUCTEMATH3AIMIO JJOKYMEHTOB B JIeJie, JIUCTHI Jiea He
HYMEpOBaTh, 3aBEPUTEIIbHbIE HAAMNUCH HE COCTABIIATS.

3.6.4. JIoKyMeHTBI, COCTaBIISIOLIUE JIe€JIa, MOIINBAIOTCS Ha 4 TPOKOJIa B TBEPAYIO OOJIOKKY
U3 KapTOHa WM MEpeIuIeTaloTCcs C YYE€TOM BO3MOXKHOCTHM CBOOOJHOIO YTEHHSI TEKCTa BCEX
JIOKYMEHTOB, JaT, BU3 U pe3oiouui Ha Hux. [Ipu moaroroBke Aen K MOJMIMBKE (MEpEIieTy)
MeTaJuIn4ecKue cKperuieHus (OyaaBKu, CKPENKH) U3 JOKYMEHTOB YAAISIOTCA.

3.6.5. [lema TOCTOSHHOTO XpaHEHHS, COCTOSINIME W3 0CO00 IIEHHBIX JTOKYMEHTOB WJIH
HE(OPMATHBIX JIOKYMEHTOB, XPaHATCA B 3aKPBITHIX TBEPAbIX MaNKax C TpeMs KiIarnaHaMH C
3aBsI3KaMU UJIM B KOPOOKax.

3.6.6. Ilpu Hamuuuu B Jele HEBOCTPEOOBAHHBIX JUYHBIX JOKYMEHTOB (YIOCTOBEpPEHUM
JIMYHOCTHU, TPYAOBBIX KHHIKCK, BOCHHBIX 6I/IJ'IeTOB) OTU JOKYMCHTBI BKJIAJAbIBAIOTCA B KOHBCEPT,
KOTOpbII moamuBaercs B Jeno. [Ipm Hamuumu OONBLIOrO KOJIMYECTBA TaKUX JIOKYMEHTOB
MOCJIeTHUE N3BIMAIOTCS U3 JIe] ¥ Ha HUX COCTAaBIISIETCS OT/ACTbHAS OTIHCh.

3.6.7. B KOHIIe KaXXI0ro Jiena MOAIINBACTCS YUCTHIA ONaHK JIMCTa-3aBepuTeNis, a B Haydaje
nena (st yueta 0oco00 IEeHHBIX JOKYMEHTOB) - OJJaHK BHYTPEHHEW ONMCH JJOKYMEHTOB Jiefa.

3.6.8. B memax o0ecrnedeHuss COXPAaHHOCTH M 3aKpEIUICHHUs TOpPAIKA PacHOJI0KEHUs



JIOKYMEHTOB, BKIIFOUEHHBIX B JI€JI0, BCE JIMCTHI 3TOTO Jiesa (KpOME JIMCTa-3aBEPUTEINSI 1 BHYTPEHHEHN
OTIMCH) HYMEPYIOTCsS apabCcKkuMu 1udpaMu BAJIOBOM HyMepalueidl B IMPaBOM BEpXHEM YIUTYy JIHCTA
IPOCTBIM KapaHJalloM WIM HyMeparopoM. JIMCTBI BHYTpEHHEHl oOmucH JOKYMEHTOB Jeia
HYMEPYIOTCSI OTAEIBHO.

3.6.9. JIucTel Aein, cOCTOALMX U3 HECKOJIBKUX TOMOB WM 4YacTel, HyMEPYIOTCS IO KaKIOMY
TOMY WJIH IO KaXKJI0 YaCTH OTAEIBHO.

3.6.10. ®dororpadum, yepTeku, AUArpaMMbl U JPYrde WILTIOCTPATHBHBIE JIOKYMEHTBI,
MPEJICTABIISIIOIINE CAMOCTOSITENIBHBIM JIUCT B Jielie, HyMEpPYIOTCS Ha OOOpPOTHOW CTOpOHE Ha
BEPXHEM I10JI€ JIUCTA.

3.6.11. Cnoxennsriii uct (hopmata A3, A2) pa3zBopaurBaeTCs U HyMEpPYyeTCs B IPABOK 4acTH
BepxHero nois jgucta. [Ipu sTom muct moboro ¢opmara, MOMIMIMTHIA 3a OAMH Kpal, HyMepyercs
KaK OJIUH JIUCT; JIUCT, CJI0XKEHHBIA U MOAUIUTHIN 32 CEpEeIUHY, MOAJICKUT MEePEIInBKE U HyMepyeTcs
KaK OJIMH JIUCT.

3.6.12. Jluct C Hariayxo HaKJIEEHHBIMU JOKyMeHTamMH ((oTorpadusMu, BbIpE3KaMH,
BBIIIMUCKAMHU U T.I1.) HYMEPYETCs KaK OJUH JIUCT. Ecnum K JOKYMEHTY MOJKJIECHBI OJHHM KpaeM
Ipyrue JTOKYMEHTHI (BCTaBKM TEKCTa, MEPEBOABI, BBIPE3KHM M T.N.), TO KaXKABIA JOKYMEHT
HyMEpYeTcsl OTJIENbHO.

3.6.13. IlommmuThie B €710 KOHBEPTHI C BIOXKEHUSMHU HYMEPYIOTCS; MpPU ATOM BHadaje
HyMEpyeTcs caM KOHBEPT, a 3aTEM OYepeIHBIM HOMEPOM Ka)KJ10€ BJIOKEHUE B KOHBEPTE.

3.6.14. TlomgmuTeie B €O MOKYMEHTHI C COOCTBEHHOW HyMepalueil JHUCTOB (BKIHOYAs
NeYaTHbIE HW3JaHWs) MOTYT HYMEpOBaTbCS B OOIIEM IMOPSAIKE WM COXPAHATH COOCTBEHHYIO
HYMEpAIHIO, €CIIM OHAa COOTBETCTBYET MOPSAIKY PACIOIIOKEHHUSI TUCTOB B JIEIIE.

3.6.15. B cnydasx oOHapykeHHsI OOJIBIIOIO YHCIa OLMIMOOK B HyMeEpalluu JIMCTOB Jiefia
MPOBOAMTCA HX INepeHyMmepauus. [Ipu mepeHymepanuu JTUCTOB CTapble HOMEpa 3a4epKUBAIOTCS U
PSAIOM CTaBUTCS HOBBIM HOMEp JIMCTa; B KOHIIE JI€Jla COCTaBISETCSl HOBBIM JIMCT-3aBEPUTEND, IIPU
9TOM CTapbIil INCT-3aBEPUTENH 3a4EPKUBACTCS, HO COXPAHSETCS B JIEIE.

[Ipn HaNMuMK OTHENBHBIX OIMMOOK B HyMEpalMH JUCTOB B JejaxX MpH IMOJATOTOBKE HX
apXMBOM OpraHU3alMM K Iepe/iaye Ha TOCYIapCTBEHHOE XPaHEHUE JIONYCKAETCs MO COrIaCOBaHUIO
C TOCYJJapCTBEHHBIM apXUBOM YNOTPEOIEHHE TUTEPHBIX HOMEPOB JIUCTOB.

3.6.16. Jlucr-3aBepuTeNnb COCTaBISE€TCA B JEJ€ Ha OTAEIbHOM JIMCTE, B KHHUIax - Ha
000pOTHOW CTOPOHE MOCJIEAHEr0 YUCTOrO JIUCTA, B KapTOTEKax - Ha OTAEIbHOM YHCTOM JIMCTE
dbopMaTa KapTOUKH.

JIucr-3aBepuTenb Aesia COCTABIAETCS MO YCTAaHOBIEHHOU (opMme (mpuioxenue 9), B KOTopoit
YKa3bIBAIOTCSA LU(paMu U MPOMHUCHIO KOJIWYECTBO MPOHYMEPOBAHHBIX JIUCTOB J€Na, KOTUYECTBO
JIMCTOB BHYTPEHHEW OIKCH, OTOBAapHUBAIOTCS OCOOCHHOCTHM HyMEpaluud HOMEpOB Jena (Hajaudue
JUTEPHBIX HOMEPOB JieJa, MPOMYIIEHHBIX HOMEPOB, HOMEPOB JIUCTOB C HAKJICCHHBIMU
doTorpadusamMu, HOMEPOB KPYMHO(POPMATHBIX JIMCTOB, KOHBEPTOB C BJIOKEHUSMH M KOJIHYECTBO
BJIO’KEHHBIX B HUX JIMCTOB), a TaKK€ YKa3bIBa€TCA HAIWYHUE B Jelie TUMOTPadCKUX SKIEMIUIIPOB
OpolIop ¢ KOJMYECTBOM JIMCTOB B HHX, €CIM OHM HE ObUIM OTMEYeHbl B O0IIel BajoBOMH
HyMepaIiu B Jieje.

Jluct-3aBepuTenb Jena MOANUCHIBAETCS €ro coctaButeneM. Bee mocnenyromuye n3aMeHeH s B
COCTaBe U COCTOSIHUU Jiefia (TIOBPEXKIEHHUS, 3aMeHa MOITTMHHBIX JIOKYMEHTOB) OTMEYAIOTCSI B JIUCTE-
3aBEpUTEIIE CO CCHUIKON Ha COOTBETCTBYIOLIUH aKT.

3amperaercs BBIHOCHTH JIMUCT-3aBEPUTENb Ha OOJOXKKY JeNa WM YUCTBIH 000pOT JHcTa
MocNeAHEro JoKyMeHTa. Eciu eno noAmmTo win neperviereHo 6e3 OaHka JMcTa-3aBepuTensi, OH
HAKJICMBAETCSI 32 BEPXHIOIO YacTh JIUCTAa HA BHYTPEHHEH CTOPOHE OOJIOKKH Jiena.

3.6.17. BHYTpeHHsi1 ONHUCh JIOKYMEHTOB JieJla COCTaBJsETCS JUIsl ydeTa JOKYMEHTOB
MOCTOSTHHOTO M BpeMeHHOTo (cBbiiie 10 yieT) XpaHeHUs, y4eT KOTOPHIX BBI3BIBAETCS CHEIUPUKON
JTAHHOW JOKYMEHTaIH (0co00 IeHHbIE, JINYHbIE, CYJeOHbIEe, CIEICTBEHHbIE Jlea U T.J.), a TaKkKe
JUISL ydeTa Jied MOCTOSHHOTO U BpeMeHHoro (cBoiimie 10 5eT) xpaHeHus, cOPMHUPOBAHHBIX IO
Pa3HOBUAHOCTSIM JIOKYMEHTOB, 3aroJIOBKM KOTOPBIX HE PACKPHIBAIOT KOHKPETHOE COJEp)KaHHE
JIOKYMEHTA.



BHyTpeHHSAE ONUCH COCTAaBIAETCS HA OTIACIBHOM JIUCTE IO YCTaHOBJIEHHOW Qopme
(mpunoxenue 10), B KOTOpO# coaepKaTcsi CBEACHUS O MOPSIKOBBIX HOMEpPAxX JOKYMEHTOB JieNa, UX
MHJEKCaX, JaTax, 3arojloBKax M HoMepax JUCTOB jena. K BHYTpeHHEW ONMCH COCTaBIISETCS
UTOIOBasl 3aIlUCh, B KOTOPOI yKa3bIBAIOTCS LHM(PpaMH U MPONUCHI0 KOJIMYECTBO BKIOYCHHBIX B HEE
JIOKYMEHTOB Y KOJIMYECTBO JINCTOB BHYTPEHHEW OMMCH.

BHyTpeHHss onuch NOJNMCHIBAETCS €€ cocTaBUTeNneM. Eciu eno nepersieTeHo niM MoaImuTo
0e3 OnmaHKa BHYTPEHHEH OMHCU JOKYMEHTOB, TO COCTaBJICHHAs IO YCTAaHOBJICHHOW (OpME OMUCH
HOJKJIEUBAETCS K BHYTPEHHEW CTOPOHE JIMIIEBOM 00JI0KKHU JAea.

W3meHeHus cocraBa JOKYMEHTOB Jiena (M3bSTHS, BKIIOUEHUS [JOKYMEHTOB, 3aMEHa HX
KONMSMU U T.J.) oTpaxarorcs B rpade "[Ipumeyanusa” co ccbulkaMM Ha COOTBETCTBYIOLIUE aKThI.
[Tpy HE0OXOAMMOCTH COCTABIIACTCS] HOBAsi HTOTOBAs 3aIMCh K BHYTPEHHEH OMKCU U 3aBEPHUTEIbHAS
Ha/IIUCh JIea.

3.6.18. O6n0xKa Jena MOCTOSHHOTO, BpeMeHHOTro (cBbIiie 10 jieT) XpaHeHUus U 10 JTUYHOMY
COCTaBy COCTaBJIsI€TCSI U O(OPMIIIETCS 110 YCTaHOBJIEHHOM (opme (mpumiiokenue 11), B kotopoi
YKa3bIBAIOTCS HAUMEHOBAaHUE OpPraHU3allid, CTPYKTYpPHOTO IIOJpAa3JelIeHUs, HHJIEKC Jeia,
apxuBHBII 1MGp Jena, HoMep Jena (ToOMa, 4acTH) MO TOJOBOMY pas3zeiy CBOJHOW OMNMCH Jed,
3aroJIoBOK Jena.

Ha o6noke €1 MOCTOSIHHOTO XpaHEHHs IMpeayCMaTpUBAETCd MECTO JUIsl HauMEHOBaHMS
roCy/IapCTBEHHOI'O0 apXKBa, B KOTOPBINA Jiejla OpraHu3aluu OyayT NPHUHSATHI, 0003HAUYEHUsI KOJOB
roCyJapCTBEHHOT'O apXKBa U OpraHU3allu.

[Ipyn uM3MeHeHMM HAaUMEHOBAHMS OpraHU3alUHu (CTPYKTYPHOTO IMOApAa3/eiCHHs) B TEUECHUE
HepuoJia, OXBaTbIBAEMOI'0 JJOKYMEHTaMHU Jiejia, WK [IPH Iepeade Jiena B APYryio OpraHu3aiuio (B
Jpyroe CTpYKTYpHOE MOJpa3/eieHie) Ha 00JI0KKE Jiela YKa3blBaeTCs HOBOE HAUMEHOBAaHUE 3TOMN
OpraHu3allii WM OpPraHU3alUHU-TIPaBOIIPEEMHUKA, a IpeXHee HAUMEHOBAaHUE OpraHu3aluu
(CTPYKTYpHOIO ITO/Ipa3IeJICHNs) 3aKJII0YAETCS B CKOOKH.

3arojoBOK Jiesia Ha OOJIOKKE Jed IEepPEeHOCHTCS W3 HOMEHKJIATyphl Jed OpraHu3alui,
COIVIACOBAHHOM C  DKCHEPTHO-NPOBEPOYHON  KOMHUCCHEM  COOTBETCTBYIOLIETO  apXHMBHOT'O
yupexaeHus. B HeoOXOIMMBIX cilydasx B 3arojJIOBOK BHOCSTCS YTOYHEHMs (HOMepa IpHKa30B,
MIPOTOKOJIOB | JIp.).

B Tex ciydasx, Koraa Jeo COCTOMT M3 HECKOJBKMX TOMOB (4yacTei), Ha OOJI0XKKY KaxI0To
TOMa (4acTH) BBIHOCUTCS OOILMI 3ar0JI0OBOK JIeJa U 3arojIOBOK KakJI0T0 ToMa (YacTH).

B 3aromoBkax jen, cojepialluX KOMMHU JIOKYMEHTOB, YKa3bIBaeTCsd HX KOMUHHOCTb.
[TonnMHHOCTH JOKYMEHTOB JI€NIa B 3ar0JIOBKE HE OrOBApUBAETCS.

Ha oOnoxke nena ykaspiBaroTcs apabckuMu nudpamu KpaiiHue natel gena - roji(bl)
3aBe/ICeHUs U OKOHYAaHUS Jiena.

Ecnmu B neno BKIIOYEHBI JOKYMEHTHI (IIPUJIOXKEHHUS M T.II.), JAThl KOTOPBIX BBIXOAAT 3a
KpallHME JaThl Jiejia, TO TOJ JaTaMH Jiejla C HOBOW CTPOYKH JeNaeTcs 00 3TOM 3amuch: "B Jene
UMEIOTCA JOKYMEHTHI 3a ... roxa(sl)". JlaThl Jema MOTYT HE YyKa3blBaTbCsi Ha OOJIOXKKE Jell,
COJIeprKalIiX IOJJ0OBbIE TUIAaHbI U OTYETHI, TAK KaK OHU OTPa)KatoTCs B 3arojIOBKax JIe.

KpaitHumu natamu fien, cofaepKalux OpraHU3allMOHHO-PACHOPSIUTENbHYIO, TBOPYECKYIO U
MHYIO JOKYMEHTAIUIO (IIPOTOKOJIbI, CTEHOIPAaMMBbI, MUCbMa, TOKJIAbl U T.J.), AJI1 KOTOPBIX TOYHAs
JATUPOBKAa MMEET BAXXHOE 3HAuU€HHE, a TAaKXKe JIeJ, COCTOALIMX U3 HECKOJIbKMX TOMOB (YacTeil),
MPOCTABJISIIOTCS KpallHUE JaThl JOKYMEHTOB JieNa, T.€. JaThl PErUCTpalu (COCTaBJICHUS) CaMOTo
PaHHETO U CaMOr0 MO3/IHETO JOKYMEHTOB, BKIIFOUEHHBIX B JEII0.

Ecnm nenom siBnsieTcs )KypHal perucTpalyy MPUKa30oB, paclopsHKEeHUH | T.01., TO JAaTOM Jiena
OyAyT TOUHBIE KaJleHJapHbIe 1aThl IEPBOM U MOCIIEHEN 3amuceil B JKypHae.

Kpaithumu  pgatamu  fena, COAEpXKaIIero MPOTOKOJIBI  3aCEeNaHui, SABISIOTCA  JaThl
YIBEpXKICHHUST (11 JOKYMEHTOB, KOTOpPbIE YTBEP)KIAIOTCA) WM COCTAaBJIEHUS IE€PBOTO U
MOCJIEIHETO MPOTOKOJIOB, COCTABIISIFOIINX AEJI0.

KpailHumMu natamMu JMYHOTO Jiefia SIBJSIFOTCS JIaThl IMOJANMCAHMSA TpHKa3a O TMpUEME H
YBOJILHEHUH JIM1IA, HA KOTOPOE 3TO JIEJI0 3aBEJICHO.

O0s3aTenbHBIME PEKBU3UTAMH OOJIOKKH JeJia SIBJISIOTCS KOJMYECTBO JIMCTOB B Jiejie, KOTOPOe



MMPOCTABJIACTCA Ha OCHOBAHUH BaBepHTeHLHOﬁ HaAIMCH ACJIa, U CPOKU XPaHCHHA [CJIa (Ha Jciaax
MOCTOSTHHOTO XpaHeHUs mumieTcs: " XpaHuTh MOCTOSTHHO").

3.7. CocraBnenue U opopMIICHUE OMKCEH J1eT

3.7.1. lns obecriedeHHs] KOMILUIEKTOBAHUS apXuBa B OpraHH3al[Md Ha BCE 3aBEpPILCHHBIC B
JIEJIONPOU3BOJICTBE JI€JIa MOCTOSIHHOIO, BpeMeHHOoro (cBbiiie 10 JieT) XpaHEHus W N0 JIUYHOMY
COCTaBYy, NMPOLIEAIINE IKCIEPTU3Y LIEHHOCTH, COCTABIISIOTCS] apXUBHBIE OIHCH.

ApxuBHasg onuch (Hajgee - ONUCh) - O3TO APXUBHBIM CIPABOYHUK, COZAEpXKAIIUN
CUCTEeMAaTU3UPOBAHHBI TMEpEeYeHb €IUWHUIl XpaHEHHs apXWBHOro (OHAA, KOJJIEKUUU U
MpeAHa3HAYEHHBIHN 1711 UX Y4eTa U PACKPBITHS COJICPKAHUSI.

OnucH cocTapisOTCSA OTACIBHO: Ha JIejla MOCTOSIHHOTO XPaHEeHHUsI; Jejla BPEMEHHOTO (CBBIIIE
10 ner) xpaHeHus; Jeia MO JUYHOMY COCTaBYy; Jieja, COCTOSIIIME U3 JOKYMEHTOB, XapaKTEPHBIX
TOJIBKO JUIsl TaHHOM opraHu3auuu (cyaeOHble, CIeJCTBEHHbIE JIela, HAyYHbIE OTYETHl MO0 TeMaM U
T.IL.).

OtnenpHasi oOMUCh TMPENCTaBIsieT COOOM TepedeHb Jed C CaMOCTOSTEIbHOW BajloOBOM
(mOpsiAKOBOI) HyMEpalHeH.

3.7.2. B opraHuzanuu, B KaXIOM CTPYKTYpPHOM IMOJAPA3JEICHUUA OIUCH COCTABIISIFOTCS
€XKEroJlHO I0J] HEMOCPEICTBEHHbIM METOJMYECKUM PYKOBOJICTBOM apxuBa. [lo 3Tum omnucsam
JOKYMEHTHI TiepenaroTcss B apxuB. OmucH, MOATOTOBICHHBIC CTPYKTYPHBIMHU IMOAPA3JICICHUSIMH,
CIIy’KaT OCHOBOM JUIsl IOATOTOBKHU CBOJIHOM OIUCH JI€] OpraHU3allK, KOTOPYIO TOTOBUT apXUB U 110
KOTOPOM OH CIIaeT Jiea Ha IOCTOSTHHOE XpaHeHHeE.

Onucu Jenm CTPYKTYPHBIX TOJPA3ACiIiCHUH COCTaBISIOTCS 10 YCTaHOBICHHOW Qopme
(mpunoxenue 12) B Tpex 3K3eMIULIpax U MPEJCTABIAIOTCS B apXUB OPTaHU3AlUU Yepe3 T Mocie
3aBEpLICHMUS JIe B JIEIONPOU3BO/ICTBE.

3.7.3. OnucarenbHas CcTaThsl OMUCU JAEN CTPYKTYPHOIO MOJpa3felieHus BKIIOYaeT B ceOs
CJIEIYIOIINE JIEMEHTHI:

MOPSAIKOBBIN HOMED Jiena (ToMa, YacTH) 1O OIKUCH;

WHJIEKC Jien1a (ToMa, 4acTH),

3aroJOBOK Jiena (TOMa, YacTH), MOJIHOCTBIO COOTBETCTBYIOUIMH €ro 3arojOBKY Ha OOJIOXKKe
Jiena;

naThl jena (ToMma, 4acTh);

KOJIMYECTBO JIUCTOB B g€ (TOME, YacTH);

CPOK XpaHEHUs Jena.

3.7.4. Tlpu cocCTaBIE€HUU OMHUCHU JeJI CTPYKTYPHOTO TOAPA3ACICHHUS COOJIOIAI0TCS
clleAyIome TpeOOBaHus:

3aroJIOBKU JIe] BHOCATCS B OINKCh B COOTBETCTBUM C NPUHATON CXEMOW cucTeMaTH3alluu Ha
OCHOBE HOMEHKJIATYypPhI JIET;

Ka)KJI0€ JIeJI0 BHOCUTCSI B OIUCH IO/ CAMOCTOSITEIbHBIM MOPSAKOBBIM HOMEPOM (€ciu 10
COCTOUT U3 HECKOJIbKUX TOMOB WJIM YacTed, TO KaXIbld TOM HWJIM YacThb BHOCSITCS B ONUCH MOJ
CaMOCTOSITENIbHBIM HOMEPOM);

MOPSIZIOK HyMEpalMK el B OMUCU - BAJIOBBIM 3a HECKOJBKO JIET; MOPSAOK MPUCBOEHUS
HOMEPOB OIUCSAM CTPYKTYPHBIX MOJIpa3fiesIeHuil yCTaHABIMBAETCS MO COTJIACOBAHMIO C apXUBOM;

rpadbl OMHMCH 3amONHSIOTCS B TOYHOM COOTBETCTBHH C TEMH CBEICHHSIMH, KOTOpBIE
BBIHECEHBI Ha O0JIOKKY JIeNa;

MpU BHECEHHWHU B OMHUCh MOAPAN AENI C OJMHAKOBBIMHU 3arojIOBKAMHU MHUIIETCS MOJHOCTBIO
3aroJIOBOK TMEPBOTO JieNia, a BCE OCTaIbHBIE OJHOPOAHBIC Jesia o0o3HaudatoTcs ciaoBamu "To xe",
Py 3TOM JpPYyTHe CBEACHHUS O JieflaX BHOCATCA B ONKCH IOJIHOCTHIO (Ha KakKJOM HOBOM JIMCTE
OIIHCH 3aroJIOBOK BOCIIPOU3BOJIUTCS TIOJTHOCTHIO);

rpada onucu "llpumedanus" ucnonb3yercs A7 OTMETOK O MpHeMe JIesl, OCOOCHHOCTAX UX
(u3NYECKOT0 COCTOSIHUSA, O Tepeaayde Aei IPYruM CTPYKTYPHBIM MOJPa3AeIeHUsIM CO CChUIKOM Ha
HEOOXOUMBIN aKT, O HAIMYUU KOTHHA U T.II.



B koHIIe onrcu BCies 3a MOCieAHEeN onrucaTeIbHOM CTaThel 3aloIHICTCS UTOroBasl 3aicCh, B
KOTOPOW yKa3bIBalOTCS (MH(ppaMu U MPOMHUCHIO) KOJIUYECTBO JIeJ, MEPBBIA U TOCIEIHUN HOMEpa
JIeNT TI0 OIMHUCH JIeJI, a TaKK€ OrOBApUBAIOTCS OCOOCHHOCTH HyMEpaIluu JeJl B OMHUCH (HATWYHE
JUTEPHBIX U MPOMYIICHHBIX HOMEPOB).

Onuch Jen CTPYKTYpHOTO MOApA3/IeNiCHUs MOAMKUCHIBACTCS COCTABUTENIEM C YKa3aHHMEM €ro
JIOJKHOCTHU M YTBEPKAAETCS PYKOBOJUTENEM CTPYKTYPHOTO MOAPA3ACICHHUS.

[To TpeOoBaHWIO apXHWBa OpPTaHMU3AIMH K OMUCH MOTYT COCTaBJISATHCS OTJIABJIICHUE, CIMCOK
COKpaIleHUH, YKa3aTelHu.

3.7.5. Ha ocHOBe omuceil 1en CTPYKTYpPHBIX MOAPA3/IECIECHUNA COCTABIISIETCS TOJI0BOM pasjen
CBOJHOM ONUCH JIeJl OPraHU3alUH, OJrOTOBKAa KOTOPOTO BO3JIAraeTCsl Ha apXUB OPraHU3alUU MO0J
HEIMOCPEICTBEHHBIM METOJJUYECKUM PYKOBOJICTBOM COOTBETCTBYIOILIEIO APXUBHOTO YUPEKICHHUSL.

3.7.6. B rTomoBOM pa3nen CBOJHOM OMNKMCH J€JI IOCTOSHHOTO XPaHEHUS BKIKOYAKOTCS
3arOJIOBKM JIeJl TOCTOSIHHOTO XPaHEHUs, OTJOXKUBIIMUXCA B TEUEHHUE Tofa B JCATEIBHOCTU
CTPYKTYPHBIX HOJpa3fesieHuH, U 3arojloBKU Ael, C(POpMUPOBAHHBIX U3 TOKYMEHTOB, BBIJEIIEHHBIX
U3 JIe] C BPEMEHHBIMU CpOKaMu XpaHeHus, uMmeBlimx orMmerky "OIIK", mpuuem Tonbko mocie
CBEPKH MX CO CBOJHOW HOMEHKIIATypOil 3a TOT K€ T'OJ] ¥ MPOBEPKH MPABUILHOCTH (POPMUPOBAHUS U
opopmiieHust nei. B HEOOXOAMMBIX ClydasX 3arojOBKH I YTOUHSIOTCS, Jiefia TOJIBEpraroTcs
paciiuBKe U nepeopMUPOBAHUIO IIPH OOHAPYKEHUH, UTO JIEJI0 CPOPMUPOBAHO HETIPABUIIHHO.

3.7.7. T'onoBoii pasnen CBOJHOM ONMCH J€d IMOCTOSHHOIO XpPaHEHUs COCTaBISETCS I10
yCTaHOBJIEHHOU (opme (mpuiioskeHue 1). DIeMEeHTbl OMUCATeNbHON CTaThbH U MOPSIOK BHECEHUS
3aroJIOBKOB JIeJl B TOJ0OBOW Pa3fiesi CBOAHOM OMHUCH JIeJ MOCTOSTHHOTO XpaHEHUs, 3aM0JIHEHUE Tpad
AQHAJIOTMYHBI AJIEMEHTaM U TOPSAKY, U3TI0KEHHBIM B MyHKTax 3.7.3 - 3.7.4.

[TepBoMy TOHOBOMY pasneny CBOJHON omucH Jell (oHAAa MPUCBAUBACTCS HOMEP IO JIUCTY
doHa, Bce MOCIEAYIOLIUE TOAOBBIE pa3lieibl YHCIATCA 32 3TUM HOMEpPOM JI0 OOpa3oBaHH
3aKOHYEHHOM OMUCH.

3.7.8. 3aroyioBKu [, BKJIIOYEHHbIE B T'OJIOBOM pa3/iesl CBOJHOM ONHUCU JIeJ MOCTOSHHOI'O
XpaHEeHUs, HyMEPYIOTCS B BAJIOBOM TOPSIJIKE.

3.7.9. 3aronoBku JOMOJHUTEIHHO OOHAPYKEHHBIX €T B 3aBHCHUMOCTH OT UX KOJIMYECTBA
MOTYT OBITh BHECEHBI B TOJOBOM pa3jell Mo JIUTEPHBIMH HOMEPAMH B COOTBETCTBUU C TIPUHSITOU
cucTeMaTu3ale Wik B KOHEI[ TOJ0BOr0 pa3iena.

[Tocne BHeceHUsT B OMHChH 3alUCed O TMOCTYIUICHHMH WX BBIOBITUM JIENT COCTABIISIETCS
OKOHYATeJIbHAasl MTOroBas 3alliCh, B KOTOPOM YKa3bIBAIOTCS TAaKXKE€ OCHOBAHMS BHECEHHBIX
W3MEHEHUH.

Bnecenue B rojoBoi pa3zien CBOAHOM ONMUCH JeN W3MEHEHui nocie yrBepxkaeHus ero DK
APXMBHOTO YUPEXKACHHS JTOMyCcKaeTcs: TobKo mocie npusatus DIIK, yrBepauBiieit 3ToT paszzern,
COOTBETCTBYIOIIETO PEILICHHUS.

3.7.10. K mnepBoMy TroJoBOMY pa3jelly CBOJHOW ONHUCH JeJ TOCTOSHHOTO XpaHCHHS
COCTaBISIETCS TMPEAUCIOBUE U TpU HEOOXOJUMOCTHM - YyKas3aTeld, OIJIaBlIEeHHE, CIIHCOK
COKpAIIICHHBIX CJIOB, KOTOPHIE COCTABJISIOT CIIPABOYHBIN armmapaT roJJ0BOTO pa3zelia OMUCH.

3.7.11. B npeaucnoBue BKIIOYAIOTCS CBEJIEHUSI 00 OCHOBHBIX HAMPAaBICHUSX JIEATEIBHOCTH U
CTPYKTYpE OpraHu3alMHi 3a TEepPHUOJl, KOTOPBIM OXBATHIBAIOT JeJia OMNHUCH; JaeTCs KpaTKas
XapaKTepUCTUKA COACPKAHHUS W TIONHOTHI JOKYMEHTOB (DOHAA, BKJIIOYEHHBIX B pasfel;
YKa3bIBAaCTCSl HAJWUYHE JEJ, BBIXOMAIMIUX 32 XPOHOJOTHUYECKHE TPaHUIBl (DOHIA; OTMEYArOTCS
HanbOoJiee TUMHYHBIC TPYIIHI T KaK [0 Pa3HOBHAHOCTSIM JOKYMEHTOB, TaK U MO COACPIKAHUIO;
JTAeTCsl KpaTKas XapaKTePUCTUKA COJEPIKAIIEHCS B ONMUCH WH(OPMAITUHU O TTOBETOMCTBEHHBIX WJIH
BBHIIIECTOSIIIMX ~ OPTaHMU3AIMSIX; OCBEIIAIOTCS OCOOEHHOCTH (POPMHUpPOBAHUS, ONUCAHUS U
CHCTEMaTH3allii 3aroJIOBKOB JIeJl, HAJIW4YWE CIPABOYHOTO afmapara K pasfeny, OCHOBHBIC
MPUHIUIIBI €70 COCTABIICHUS U MOPSJOK MOJIb30BaHUS UM.

[IpeaucnoBre MOAMMUCHIBAETCS COCTABUTENIEM C YKa3aHUEM JOJDKHOCTH M JAaThl COCTABJICHUS
MPEAMCIIOBUS U 3aBEAYIOIINM apXHUBOM OpraHu3aluu (JIMLOM, OTBETCTBEHHBIM 32 apXHUB).

3.7.12. OrnaBieHue COCTABIISIETCS, €CIM B TOJOBOM pasJielie CBOJHON OMHCH €1 WUMEIOTCS
MoJIpa3fienbl, Apyrue 0ojee MeIKue TPYIIbI e, CIPaBOYHbBIN ammapaT K pasneny. B ornaBneHun



NEPEUUCISIIOTCS: MPEIUCIOBHE, CIIMCOK COKPAIICHUH (COCTaBIsEeMBbI B HEOOXOJUMBIX CIIydasx),
Ha3BaHMS BCEX MOJpa3AesioB U 0ojiee MEIKUX TPYMI Jell, BKIIOYEHHBIX B pa3ziell, yKa3zaTenu (eciu
OHU UMEIOTCH).

3.7.13. 'ogoBo# pa3zies CBOJHOM OIUCH JI€JT COCTABIISIETCS B 4-X DK3EMILISIpAX.

I'onoBble pa3zensl, €Ciii OHU HE SBJIAIOTCS 3aKOHUYEHHOM ONUCHIO, HE MOAIIMBAIOTCS U HE
MEePETJICTAIOTCs; OHU JOJKHBI XPAaHUTHCS B MAIKaxX C KJIallaHaMu U 3aBA3KaMHU.

3.7.14. TonoBoii pa3gen CBOJHOM ONUCH JAEI IIOCTOSSHHOTO XPaHEHUs IOJJIEKUT
paccmotpennto 1[OK (OK) opranumzanmm, mocsiae 4ero B ciydae COTJIaCOBAaHHUS B KOHIE pas3fena
crasutcs rpud "CormacoBano" ¢ ykazanuem Homepa npotokona [[OK (OK) u narer 3acenanus, Ha
KOTOPOM OH ObLT paccMoTpeH. OnoOpeHHbIe ro/I0BbIe pa3elibl HAIpaBIsAIOTCS Ha PAacCMOTPEHUE
ApPXUBHOTO YYPEXKIEHHUS B COOTBETCTBHH CO CPOKAMHU, YCTAaHOBJICHHBIMU I'Pa)UKOM IPEICTaBICHUS
onucel nen Ha paccmorperue DIIK apXuBHOTO ydpexJieHHs, HO HE MO3/IHEeEe YeM 4depe3 2 roja, a
LHEHTPAIbHBIM apXHUBOM MHUHUCTEPCTBA, BeAoMcTBa Poccuiickoir ®enepanuu (LIEHTPATIbLHBIM
OTpACJIEBBIM apXMBOM IIPH MHUHHUCTEPCTBE, BeaoMmcTBe Poccuiickoit denepanuun) - yepe3 4 roga
1I0CJIE 3aBEPIICHHUs JIEIOIPOU3BOJCTBOM JI€J, BKIKOYEHHbIX B pasnen. Ilpeacrasnstorcs 4 ero
IK3EMILIAPA.

[Tocne yTBepxkaenus rogosoro pasaena JIIK apxuBHOro yupexaeHus paszien yTBepkKaaercs
PYKOBOAMTENEM OpraHu3alliy, 3aTe€M IMEpBbIil SK3eMIUISIp TOJAOBOTrO paslieia CBOAHOW OMHUCU B
KAauecTBE KOHTPOJIBHOTO II€pPEeaeTCsi B TOCYJapCTBEHHBIM apXuB, OCTaJbHbIE OCTAIOTCS B
OpraHH3aIiH.

3.7.15. HeckonbKO TolOBBIX pa3/ielOB CBOJHBIX OMHCEH /€)1 MOCTOSIHHOIO XpaHEHUs WU
OJIMH TOAOBOHM pa3fieN, YMCIO 3arojOBKOB e B KOTOPBIX JIOCTHUIVIO YETHIPEX3HAUYHOU LUDPHI,
CUUTAIOTCS 3aKOHYEHHON apXUBHOM OMUCHIO.

B opranmzanusx ¢ HeOONbIIUM OO0BEMOM €XEroJHO OO0pa3yIIUXCS el MOCTOSHHOTO
xpaHeHus (1o 200 nen) onuch CYUTAETCS 3aKOHUEHHOM, €CJIM B HEE BKIIIOUEHBI I'OJIOBBIE Pa3/eiibl
CBOJIHBIX OMHCEM JIeJI TOCTOSTHHOTO XPaHEHHUs 3a 5 JIeT.

3.7.16. Kax 101 3aKOHUYEHHOH OIKUCH MTPUCBAUBACTCS HOMED.

3.7.17. 3akoHYEHHas ONHUCh UMEET CaMOCTOATEIbHYIO HYMEDPALMIO 3arojOBKOB J€J, K Hel
COCTaBJISIIOTCS WTOTOBasl 3alKCh M 3aBEpUTENbHAs HaANKCh. MToromas 3amuch W 3aBEpUTEIbHAS
HaAMKCh (TpuinoxkeHue 13) K 3aKOHYEHHOM OMICH COCTAaBIISIFOTCS Tak K€, Kak K TOJIOBOMY pa3feiny
CBOJIHOM OITUCHU JENI.

IIpu »>TOM 3aBEpUTENBHBIE HAIIUCH, COCTABIEHHBIE K IOJOBBIM Pa3eiiaM CBOIHBIX OMHMCEH
JIeJ1, U3BIMAIOTCSI.

3.7.18. O06s3aTenbHBIM 3JIEMEHTOM O()OPMIIEHUS! 3aKOHYEHHON OMUCH SBIISETCS TUTYIBHBIN
ucT (mpuisiokenue 14).

Ha TuTynbHOM IMCTE 3aKOHUEHHOM OMKMCH JI€T TOCTOSIHHOTO XPAHEHHS YKa3bIBAIOTCS:

Ha3BaHue (HoHTa;

HoMep (oHaa;

HOMEp OIIHCH;

Ha3BaHUE OINMCH, KOTOPOE BKIIOYACT YyKa3aHHE KaTeropuu JOKYMEHTOB (IIOCTOSIHHOTO,
BPEMEHHOI'0 XPaHEHHUs, 110 JUYHOMY COCTaBY U T.J.), COJAEPKAIIUXCS B JieJIaX, 3aT0JIOBKH KOTOPBIX
BKJIFOYEHBI B OIUCH;

KpaliHue aThl J1eJ1, BKIIFOYEHHBIX B OIKUCH.

[lepen HazBanueM (oHAA HA TUTYIHHOM JIHCTE OCTABISETCS MECTO JAJII HATUCAHUS MTOJTHOTO
Ha3BaHMS TOCYIApCTBEHHOI'O apXuBa, B KOTOPOM OyAyT IOCTOSHHO XpaHWUTHCS Jejia JaHHOM
OpraHu3aIu.

3.7.19. K 3aKk0oHYEHHOW OMHUCU 00SA3aTEIBHO COCTABJISIOTCS OTJIABJICHUE W TPEIUCIOBHE, a
TaK)XKe YKa3aTeJH U CIIMCOK COKPAILEHHBIX CJIOB IPU HAJIMYMU MOCIIEIHUX B TOJOBBIX pa3jenax.

3.7.20. 3akoH4YeHHas1 ONUCh BMECTE C TUTYJBHBIM JIMCTOM M CIPABOYHBIM aIlllapaToM K HeM
3aKJII0YAETCs B TBEPAYIO 00JIOKKY U TIeperuieTaeTcs.

3.7.21. B ronoBoil pa3gen CBOAHOM omucu Jen BpeMeHHoro (cBeime 10 jer) xpaHeHus
BKJIFOYAIOTCSl 3aroJIOBKU JI€J, OTJOKUBIIMUXCS B TEUYEHHE Tojla B JACSATEIBHOCTH CTPYKTYPHBIX



MOAPA3ACIICHUN.

[Topsimox BHECEHMS 3aroJjOBKOB Jied B TOJ0BOI pa3/ien aHaJOTHYEH MOPSJIKY, YKa3aHHOMY B
nn. 3.7.4,3.7.6 - 3.7.9.

l'omoBoit pazmen cBOAHOM omucH Aen BpeMeHHOTO (cBbimie 10 jeT) XpaHeHHUs COCTaBJISETCS
10 yCTaHOBJECHHOW ¢opme (mpuioxkenue 2). Ilopsmoxk 3amonHeHust rpad ONKMCH, HyMepauuu
3arojIOBKOB JeJl pa3zelia, COCTABJICHHUS MTOTOBOM 3allUCH U 3aBEPUTENIbHON HAAMUCU K pasieny
aHAJIOTWYEH MOPSAAKY, yKazaHHomy B mi. 3.7.7 - 3.7.9, 3.7.17.

CucremaTu3anusi 3aroJIoBKOB JieJ B TOJIOBOM pa3fefie CBOAHOW OIUCH JieJd BPEMEHHOIO
(cBbimie 10 7eT) XpaHEHHsS COOTBETCTBYET CHCTEMATHU3allMM 3arojOBKOB JEl B CBOJHOM
HOMEHKJIaType JIeJ 3a 3TOT K€ TOJI.

[Tpu HEOOXOAMMOCTH K TOJOBOMY pa3zeiy dTOW OMUCH COCTABISIOTCS OTJIaBJICHHE, CIUCOK
CoKpaieHHbIX ¢j10B (cM. 1. 3.7.10).

l'onmoBoit pasnen cBogHOM omucH Jen BpeMeHHOTo (cBbimie 10 jietT) xpaHeHus medaraercs B
IBYX 3K3eMIuipax u omgobpsiercs BHadase [[OK (OK) opranmsammm, a 3aremM yTBEep)KIaeTCs €€
PYKOBOJUTEIIEM.

3.7.22. T'ogoBo#i pa3zien CBOAHOW OMHMCU AeN MO JIMYHOMY COCTaBY MMEET yCTaHOBJICHHYIO
dopmy (mipunokenue 3). [opsaok 3anonaenus rpad, GOpMbI ONMUCH, HyMEpalluK 3aroJIOBKOB JIETT
paszjena, COCTaBIICHUS WTOTOBOM 3amMCH M 3aBEPUTENBHOM HAAMUCU K paslely aHaJIOrMueH
HOpS/IKY, YKazaHHoMmy B . 3.7.7 - 3.7.9, 3.7.17.

3.7.23. 3aroyiioBKM el B TOJAOBOM pa3jieie CBOJHOW OMHCH Jell MO JHUYHOMY COCTaBy
CUCTEMATU3UPYIOTCS 10 HOMUHAJILHOMY MPU3HAKY C YYETOM CIIEIYIOIIEH [TOCIe0BATEIbHOCTH:

MIPHUKa3bI (PAaCHOPSHKEHUS) TI0 JMYHOMY COCTaBY;

CIIMCKU JINYHOTO COCTAaBa;

KapTOUYKH IO Y4ETy JJUYHOTO cocTaBa (MpU OTCYTCTBUH OTACIBHON OMUCH JTMYHBIX Jel);

JUYHBIE Jiea (IPU OTCYTCTBUU OTJEJIBHOM ONUCH JIMYHBIX JIE);

JUIEBbIE cYeTa pabouux M CIyXalllux Mo 3apabOoTHOW IuiaTe (pacdeTHble BEIOMOCTH IO
3apIuiate);

HEBOCTPeOOBaHHBIE TPYIOBbIE KHWKKHU (TIPH OTCYTCTBUU OTAEIBHON OIMUCH);

aKThl O HECUACTHBIX CITy4asix.

VYkazaHHbIe BU/bI JOKYMEHTOB, 00pa3yloIIyecss B OpraHU3aliy B 0OJIBIINX 00bEMax, MOTYT
BBIJIETISITBCS. B CAMOCTOSITENIbHBIE TOJOBBIE pa3/ieibl OMMCH (JIMYHBIE JI€1a, TPYAOBbIE KHMKKH U
T..). JInuHble nena (IM4HbIEe KapTOYKH) BHOCSTCA B CBOJAHBIM TOJOBOM pasfesl OMHMCU MO IOy
YBOJILHEHUS JINIIA, HA KOTOPOE 3aBEEHO JIMYHOE JIEJI0, U CUCTEMATU3UPYIOTCS 1O al(aBuUTy.

ITpu HEOOXOIUMOCTH K TOJIOBOMY Pa3Jielly CBOJHOM ONMMCH JIeNl M K 3aKOHUYCHHOH OMMCHU JIes
10 IMYHOMY COCTaBY COCTAaBJISIFOTCS OTJIaBJICHUS, YKA3aTEeIN U CIIMCKU COKPAIEHHbBIX CJIOB.

I'ogoBoii pasnen cBOJHOW ONUCH [JEN MO JUYHOMY COCTaBy OpraHM3alMM, MepeAarolen
JIOKYMEHTbl Ha IIOCTOSIHHOE XpaHEHHEe, IIedaTaeTcsi B TpPeX OSK3EeMIUIpax, MOIUCHIBAETCS
COCTaBHUTEJIEM, 3aBEepsAETCS HAYalbHUKOM OTHeNa KaJIpoB (MHCIEKTOpPOM IO KajapaMm) H
npexacrasisiercs Ha paccmoTpenne [[OK (OK) opranuzanuu. [Tocne onobpenus pazaena [[IK (OK)
OH IOJUIEKUT cornacoBaHuio ¢ DIIK coOOTBETCTBYIOIIErO apXUBHOTO YUPEKICHUS U YTBEPKIACHHUIO
PYKOBOJMTENEM OpPTaHU3aIUH.

[Topsimok cocraBieHuss W OQOPMIICHHMS 3aKOHYEHHOM ONHMCH JeNl MO JUYHOMY COCTaBy
aHAJIOTMYEH NOPAAKY, YKazaHHOMY B mil. 3.7.16 - 3.7.20. @opma TUTYIBHOIO JUCTA K 3aKOHYEHHON
OIIHCH JIeJ TI0 INYHOMY COCTaBY HMJCHTUYHA (POPME TUTYIBHOTO JIMCTA K 3aKOHYEHHOW OIMUCH el
MOCTOSTHHOTO XpaHeHus (nmpuioxenue 14).

[Topsimok cocTtaBiieHUss U OQOPMIICHHS ONMMCU HAa KaXAYI0 Pa3HOBHJIHOCThH CIEU(PUUIECKUX
JUIsl JAaHHOM OpraHu3aluy JOKYMEHTOB (Hay4yHbl€ OTYEThl, TEKCThl NPOrpaMM paauo- H
Telenepeaay M T.I.), a TaKXkKe Ha CcIOyXeOHble BEJOMCTBEHHBbIC W3JaHMs OIpEaeNsieTcs B
3aBHCHUMOCTH OT CPOKOB MX XpaHEHHs IO aHAJIOIMM C TOPSIKOM COCTaBJICHUS U OGOpMIICHUS
ONnMceld JeNl TNOCTOSIHHOIO M BPEMEHHOro XpaHeHus. /[lena cucTeMaTtusupyroTcsi B T'OJOBBIX
paszienax CBOJIHBIX OMUCEN C yU4eTOM CHEIU(DUKN JOKYMEHTOB.

3.7.24. OT60p NOKYMEHTOB Ha YHHUUYTOXXEHHE M COCTAaBJIEHHE Ha HHUX aKTa (MpuiokeHue 4)



MPOU3BOJUTCS TOCIE MOJATOTOBKM OINUCEW el MOCTOSIHHOTO U BpeMeHHoro (cBeime 10 jer)
XpaHEHUs 3a HJTOT NEepUOA. AKTBl O BBIICIECHUH JOKYMEHTOB M J€lI K YHUYTOXEHUIO
paccmaTpuBaroTcs Ha 3aceaHnuu DK 0IHOBPEMEHHO C OMUCSMHU JIEIL.

Jns  opraHu3anuii, CcHAOUX Jela Ha IIOCTOSIHHOE XPAaHEHHWE, AaKThl YTBEPKIAIOTCS
PYKOBOJUTENIEM OpPraHU3allMy IOCJE YTBEPKIACHHUS OMHUCEH /el MOCTOSIHHOTO XPaHEHHUs 32 3TOT
MEPUOJT APXUBHBIM YUPEIKICHUEM.

3.7.25. llopsinok nepegavyu TOKYMEHTOB B apXHUB OpraHU3aIMH.

Jlena NOCTOSHHOTO W JIOJTOBPEMEHHOI'O XPAHEHUs, BKIIOYAs JOKYMEHTHl IO JUYHOMY
COCTaBy, MEPEJAIOTCS B apXUB OPraHU3alluK HE MO3/IHEE YeM Yepe3 TPH roja Mocje uX 3aBeplieHus
B JICJIONPOU3BO/ICTBE.

[Tepenaya men B apXuB OpraHU3AIMH OCYIIECTBISICTCS MO TPaPUKy, COCTABICHHOMY apXHUBOM,
COTJIJACOBAHHOMY C PYKOBOIUTEISIMU CTPYKTYPHBIX IMOAPA3ACIICHUM, MEepearoluX JOKYMEHTHI B
apXuB, U YTBEPKICHHOMY PYKOBOJIUTEJIEM OpraHU3aIiH.

B nepuon noAroToBKHU 1ea CTPYKTYPHBIM MOJIpa3/IeJICHUEM K IIepeiaye B ApXUB OpPraHU3aluu
COTPYIHUKOM apXvBa MPEABAPUTEIHHO TIPOBEPSICTCS MPABWIBHOCT WX (OPMUPOBAHUSA,
opOpMIIEHHS U COOTBETCTBHE KOJMYECTBA JI€J, BKJIIOYEHHBIX B OINUCh, KOIUYECTBY J€d,
3aBEJICHHBIX B COOTBETCTBUU C HOMEHKJIATYPOU Jiesl opranu3anuu. Bee BhIsSIBIEHHBIE TTPU TPOBEPKE
HeAOCTaTKu B (opmupoBaHUM U O(QOpMIIEHHH 11 PaOOTHHKU CTPYKTYPHOTO MOIpa3AeieHUs
00s13aHBl  ycTpaHuTh. [lpum OOHApYKEHUM OTCYTCTBHS JEJ COCTaBJISETCS COOTBETCTBYIOIIAS
CIIpaBKa.

[IpueM kaxmoro nena MPOM3BOIUTCS JIUIIOM, OTBETCTBEHHBIM 3a apXuB (CIECHHAIbHBIM
COTPYIHUKOM), B IPUCYTCTBHH PaOOTHHKA CTPYKTYpHOro moppasneienus. [Ipu sTom Ha oboux
HK3EMIUISIpaX OMUCH MPOTUB KAXIOTrO Jieja, BKIIOYEHHOTO B HEe, JEJIaeTCd OTMETKAa O HaJIU4HhH
nena. B KoOHIlE KaXJ0ro SK3eMIUISpa OMHUCH YKa3bIBAIOTCS LHU(paMU M MPOIMUCHIO KOJIHYECTBO
(aKTHYEeCKU MPUHSITHIX B apXUB JIEJI, HOMEPA OTCYTCTBYIOIIMX JEJ, JaTa MpueMa-rnepeaadu e, a
TaK>Ke MOJIMUCU OTBETCTBEHHOTO 3a apXUB (COTPYIHUKA apXMBa) U JIUIA, IepeIaBIIero Aena.

[Ipu mpueme 0co60 LIEHHBIX I TPOBEPSETCS KOJMYECTBO JIMCTOB B JI€TaX.

Jlena, yBsi3aHHBIE B CBS3KH, JOCTaBISIOTCS B apXMB OPraHU3alMd COTPYIHUKAMU
CTPYKTYPHBIX ITOAPA3ACICHUAMN.

Bmecte ¢ ngenamu B apXWMB NIEpeNarOTCsl PETMCTPALMOHHBIE KApTOTEKU Ha JOKYMEHTBHI.
HaunmeHoBaHue KaXa0¥ KapTOTEKH BKJIFOYAETCA B OMUChH.

4. OBECITEUEHUE COXPAHHOCTU JOKYMEHTOB APXIBA
4.1. Cucrema Mep obecrieueHus: COXpaHHOCTH JIOKYMEHTOB

4.1.1. Opranuzanusi XpaHEeHHUs JOKYMEHTOB - CHCTEMa MEpONPUATUHN, BKIHOYAIOIIAs
palroHaIbHOE pa3MelleHue TOKyMEHTOB, KOHTPOJIb 3a UX JIBUKEHUEM U (PU3MUYECKUM COCTOSIHHEM,
KOIMPOBAHUE JOKYMEHTOB C LEIbI0 CO3JaHMs CTpPaxoBoro (oHaa M (oHAa MOJIb30BaHHUA,
BOCCTaHOBJIEHHE (pecTaBpalus) MepBOHAYAIBHBIX MM OJU3KUX K NEpBOHAYAIbHBIM CBOICTB U
BHEIIHUX PU3HAKOB JIOKYMEHTOB, MIOJIBEPTIIMXCS IOBPEKICHUIO WU PA3PYLIEHUIO.

4.1.2. 1na oGecrieyeHUs COXPaHHOCTH JOKYMEHTOB B apXHBE JIOJKHBI OCYIECTBIISATHCS:

KOMIUIEKC MEp MO OPraHM3alliy XPaHEHWs, NPEeIyCMaTPUBAIOIINN CO3JaHHE MaTEpPHAIBHO-
TEXHUYECKOH 0a3bl XpaHEHHUs TOKYMEHTOB (37aHUE U TOMEIICHUS! XPAHWINIL, CPEJCTBA XPaHEHUS
JIOKYMEHTOB, CPEACTBAa OXPaHbl U 0€30MaCHOCTU XPaHEHUs, CPECTBA KIMMATHUYECKOIO0 KOHTPOJI,
CpeACTBa KOMMPOBAHUS M BOCCTAHOBIICHUS MOBPEXICHHBIX JOKYMEHTOB U T.I1.);

KOMIUIEKC MEp MO CO3/IaHUI0 U COOJIIOJIEHNI0 HOPMATUBHBIX YCIOBUN XpaHEHHS TOKYMEHTOB
(TeMnepaTypHO-BIQXKHOCTHBIM, CBETOBOM, CAHUTAPHO-TUTMEHUYECKUH, OXpaHHBIH PEKUMBI
XpaHEHus).

4.1.3. Cucrema Mep MO OpraHu3alMM XpaHEHHs JOJDKHA o0ecrneunBaThb COXPAHHOCTD
JIOKYMEHTOB U KOHTPOJIb UX (PU3UUECKOTO COCTOSHUS MPHU MOCTYIIEHUH JOKYMEHTOB B apXMB, MPU
UX XpPaHEHHMH U Iepelade JOKYMEHTOB Ha IIOCTOSHHOE XpaHeHue. [Ipu opraHusanuu XxpaHeHUs U



CO3JaHMM YCIIOBHM XPAaHEHUS CJIEAyeT yYUTHIBATh CHEIU(UKY BHIOBOTO COCTaBa JIOKYMEHTOB,
XapaKTEepHOTO ISl KOHKPETHOTO apXHBa.

4.2. TpeOoBaHUsI K 3/ITaHUSM U ITIOMEIICHUSM apXHBa

4.2.1. ApxuB pa3MemiaoT B CICIUATBHO MOCTPOCHHBIX WM MPUCIIOCOOJICHHBIX JJI XpaHEHUS
JOKYMEHTOB 3/IaHMSIX WM OTIEJNbHBIX IMOMENICHUsAX 3/1aHusd. CrenuanbHble MOMEIICHUS IS
ApPXHMBOB OpPTaHU3AIMI JOJKHBI TIPEIyCMaTPUBATHCS MPH CTPOUTEILCTBE MW MEpeoOOpPyI0BaHUN
aJIMUHUCTPATUBHBIX 3aHUM.

4.2.2. Ilpu OTCYTCTBUHM CIELHMAIBHOTO MOMEILICHHS JI1 apXWBa OPraHU3alMi BBIACISAETCS
MPHUCIIOCOOJICHHOE TIOMEIICHHE B aJMHUHUCTPATUBHOM 3[aHUM OpraHu3anuu. PasmemieHue B
MIPUCIIOCOOJICHHBIX TOMEIIEHUSAX TPOU3BOIUTCS B YCTAHOBICHHOM IMOPSIKE MOCE UX IKCIIEPTU3BI.
OKCrepTU3a YCTAaHABIMBAET MPUTOJHOCTh IOMEUIEHUSI (OTHECTOMKOCTb, JIOJITOBEYHOCTb,
MIPOYHOCTh KOHCTPYKIIMHM, TEXHHYECKas YKPEIJIEHHOCTh), COCTOSHHE TIOMECIICHHS, HaJIU4He
OTOIHMTCILHBIX H BEHTHUISALMOHHBIX CHCTEM.

DKcrepTu3a MPOBOAUTCS MPEICTABUTENSIMU APXUBHBIX, JKCIUIYaTallUOHHBIX, IOXAPHBIX,
OXpaHHBIX, CAHUTAPHBIX M JIPYTHX HPOQWIBHBIX CIYXkO0. Pe3ynbrarsl dKCIepTH3bl 0QOPMIISIOTCS
aKTOM.

4.2.3. He pomyckaeTrcsi NMpHEM B SKCIUTyaTalldl0 BETXUX, CHIPBIX, HEOTAIUIMBACMBIX, HE
OTBEYAIOITUX CAHUTAPHO-TUTHCHUYECKUM TPEOOBAHUSAM IMOMEIICHUH, a TAKXKE MTOMEIICHUHN 3/1aHHUSI,
3aHIATOTO CIYy)KOaMu OOIICCTBEHHOTO THUTAHHS, NHUIICBBIMH CKJIaJlaMd W  OPTaHU3AlHSIMH,
XpaHANIMMH arpecCUBHBIE M II0XKapOOINACHBbIC BEIIECTBA WM IPUMEHSIOIMIMMH OINACHbIE H
XHUMUYECKHE TCXHOJIOTHHU.

4.2.4. K nomenieH1usiM OCHOBHOT'O HA3HAYEHUS apXUBa OTHOCATCS:

XPaHWINILA ISl XpaHEHUS! JOKYMEHTOB;

MOMEIIEHUsT JJIs TMpUEMa, BPEMEHHOTO pa3MElIeHUs, aKKIMMaTU3allMh JOKYMEHTOB H
BCIIOMOTATENIbHBIX padOT ¢ HUMH,

MOMEIIIEHUsT ISl MCIOIh30BaHUS JOKYMEHTOB (YMTAJIBHBIN 3aj, Y4acTOK BBIJAud, Y4aCTOK
Y4€THO-UH(OPMALIMOHHBIX U IIOUCKOBBIX CUCTEM);

paboyrie KOMHATBI COTPYIHUKOB apXHUBa.

JlommyckaeTcsi MHOTO(YKIIMOHAIBHOCTh OTIENBHBIX IMOMENICHUN (3aJI0B) C BBIJICTICHUEM
MEPErOpOJIKAMU OCHOBHBIX M BCIIOMOTaTEIbHbIX YU4aCTKOB.

4.2.5. XpaHunuiia J0HKHBI Pa3MenaThCsl B U30JIMPOBAHHBIX TOMEIICHUSX.

[Tomemienuss XpaHWIHIL JOJDKHBI OBITh OE30MACHBIMH B TIOKapHOM  OTHOIIEHHH,
rapaHTHUPOBAHBI OT 3aTOIUICHUSI, UMETh 3aMlaCHOM BHIXOJ. B momMenieHusx He JOHKHO ObITh Ta30BBIX
¥ BOJIOHECYIIMX MarucCTpalbHBIX TPYOOIIPOBOIOB.

XpaHeHue B MOMEMICHUSAX 0€3 OKOH JOIMYCKAETCs MPU HAJTUYHKM B XPAHWIMILE €CTECTBEHHON
WM UCKYCCTBEHHOW BEHTWIISIIINK, oOecrieunBaromieil 2 - 3-KpaTHBIH BO3lyX000OMEH B yac.

4.2.6. DeKTpONpOBOJKA B XPAaHUIUIIAX JOHKHA OBITH CKPBITOM, IITENCETbHBIE PO3ETKU -
F€pMETUYHBIMH, TIEPEHOCHAs 3JEeKTpoanmnaparypa J0JKHA UMETh PE3UHOBYIO M3OJISILIUIO IIHYPOB.
OO0mIue 1 ModTaXHbIE PyOMIIBHUKY PACTIONATal0T BHE TTOMEIICHUN XPaHUJITHIII.

4.2.7. Otpenky NOMENIEHUN XPaHWUIUI] MOPOBOASAT C MCIOJIb30BAHUEM HEArpeCCUBHBIX,
HEMBUBIIIUXCS MaTepuajoB, a B CHCTEMax U CPEACTBAX TMOXKAPOTYIIEHUS TMPUMEHSIOT
HelTpanbHbIe, 6e30MacHbIe 11 JOKYMEHTOB BEIIECTBA.

4.2.8. B xpaHwiumiax 3ampeniaeTcss MPUMEHEHHE OTHS, HarpeBaTelIbHBIX IMPUOOPOB,
pa3MeleHne MOCTOPOHHUX 00BEKTOB. PEMOHTHO-MOHTaKHBIE paOOTHI MPOBOJATCS C COOTIOCHIEM
Mep 3alTUThI, OXPAaHbI U COXPAHHOCTH TJOKYMEHTOB.

4.3. PesxxnMbl XpaHEeHHsI TOKYMEHTOB

JIOKYMEHTBI JJOJKHBI XPAaHUTHCS B YCIOBUSAX, 0OECIEUNBAIOIINX UX 3aIUTY OT HOBPEXKIACHUH,
BPEIHBIX BO3JICHCTBUI OKPY’KAIOLIEH cpeabl U UCKIIOYAIOIINX YTPaTy JOKYMEHTOB.



4.3.1. CBeToBOI1 pexUM

4.3.1.1. IlocTostHHOE XpaHEHUE JOKYMEHTOB JOJKHO OCYIIECTBIATHCS B TEMHOTE. Bee BUIbI
paboT ¢ JOKyMEHTaMH JOJDKHBI IPOBOJUTHCS TMPU OTPAHUYCHHBIX WM TEXHOJIOTHYECKU
HEOOXOUMBIX YPOBHSX OCBEILICHUSI.

4.3.1.2. OcBelieHre B XpaHWIHIIAX MOXKET OBITh €CTECTBEHHBIM M HCKYCCTBEHHBIM.

4.3.1.3. EcTrecTBEHHOE OCBEIICHHE B XPAHUJIMIIAX JIOIYCKAETCA PACCESIHHBIM CBETOM, IpHU
YCJIOBHM NMPUMEHEHHS Ha OKHAaX CBETOPACCEUBATEIICH, PETYJISITOPOB CBETOBOTO MOTOKA, 3aIIUTHBIX
GbuIbTPOB, IITOP, YKAMIO3U, OKPACKU CTEKOJ. J[JIs 3alUThl JTOKYMEHTOB NMPHUMEHSIOT XpaHEHUE B
neperieTax, namnkax, Kopookax, mradax, Ha CTeJIaKax 3aKphITOTO THIA, B 00EPTOYHON Oymare u
T.I1.

4.3.1.4. JIns1 MCKYCCTBEHHOI'O OCBEIIECHHS INPUMEHSIOT JaMIlbl HAaKaJUBAaHUS B 3aKPBITHIX
wiagoHax ¢ TIAJKOH IMOBEPXHOCThbIO. JlomyckaeTcsi MPUMEHEHHE JIIOMHUHECHEHTHBIX JIaMIl ¢
ype3aHHBIM YIbTpa(HonIeToBbIM yuacTkoM criektpa tumna JIb, JIXB, JITH.

4.3.1.5. YpoBeHb OCBEIIEHHOCTH B JUANa30HE BUJIMMOTO CIEKTPa HE JOJHKEH IPEBBIIIATh: Ha
BEPTHKAIBHON TTOBEPXHOCTHU CTellIaka Ha BbicoTe 1 M ot mona - 20 - 50 nx (J1rokc), Ha pabodmx
cronax - 100 nk (J1r0KC).

4.3.2. TemnepaTypHO-BIaXXKHOCTHBIA PEKUM

4.3.2.1. B mnomemeHusx XpaHWIHII, OOOPYAOBAaHHBIX CHCTEMaMH KOHIAUIIMOHUPOBAHUS
BO31yXa, JOJDKCH TIOJJICPKUBATHCS ONTUMAIBHBIH  TEMIIEPATYPHO-BIQKHOCTHBIA  PEXKHM,
YUUTHIBAIOMIMK crienn(puKy BUIOB JOKYMEHTOB: AJisi OyMa)KHBIX JOKYMEHTOB - TemmepaTypa 17 -
19 rpan. C, oTHOCHTENBHAS BIIAXKHOCTB Bo3ayxa 50 - 55%; nns MICHOYHBIX MAaTE€pPHUAIOB - YEPHO-
oenbix (15 rpan. C u 40 - 55%) u uBerabix (2 - 5 rpag. C u 40 - 55%); nnsg AOKYMEHTOB Ha
MarHUTHBIX JICHTAX W JUCKOBBIX HocuTelsix - 15 - 20 rpax. C u 50 - 65%.

4.3.2.2. Pe3kue konebaHus TeMIEpaTyphl U BIQKHOCTH B XpaHWIHUIIAX HE JOMycKatoTcsa. B
MOMCIIEHUSX C HEPEryIUPYEeMbIM KIMMATOM JIOJDKHBI OCYIIECTBISATHCS MEPOIPHUSITHS I10
ONTUMM3AIMH KIMMATUYECKUX YCIOBUN Ha OCHOBE PAIMOHAIBLHOTO OTOIUICHUS U MPOBETPUBAHUS
MOMEIICHUH, MCIOJB30BaHUSI CPEJICTB OCYIICHHS WIM YBIaXHEHUs Bo3ayxa. llpu miaurtenbHOM
CTaOUITFHOM TOBBIIIEHUH OTHOCHTENHHOM BIaXHOCTH Bo3ayxa o 80 - 90% mnpeanpuHUMAaIOTCS
00s13aTeNbHBIC MEPhI TI0 HOPMAJTU3AINN KIMMAaTHYECKUX YCJIOBUN (MHTEHCHBHOE NMPOBETPUBAHUE,
OCYIICHHE XPaHUJIHIL, YCTPAHEHNE IPUYNH MMOBBIIIEHHUS BIKHOCTH).

4.3.2.3. TemmnepaTypHO-BIa)KHOCTHBI pPEXUM B XPaHWIMILAX KOHTPOJIUPYETCS IyTeM
PEryIApHOTO U3MEPEHHUsl MapaMeTPOB BO3/yXa: B KOHAUIIMOHUPYEMBIX MOMEIICHUSIX - OJIMH pa3 B
HEJIENI0, B TIOMEIICHUAX C HEPETYIHPYEMBbIM KIMMATOM - JIBa pa3a B HEACINIO, MPU HAPYIICHUIX
peKHUMa XpaHEHUS - €KETHEBHO.

4.3.2.4. KoHTpOIbHO-U3MEPUTEIbHBIE TPUOOPHI (TEPMOMETPHI, TICUXPOMETPHI, TUTPOMETPHI)
pa3MenialnT B TJIABHOM MPOXOJIeé Ha CTeJIa)xe, BAATM OT OTOMHUTENBHBIX W BEHTUJISIIMOHHBIX
cucreM. [Tokazanust mpubOpPOB GUKCUPYIOTCS B PETUCTPAIIMIOHHOM KypHaJe.

4.3.3. CaHUTapHO-TUTUEHUYECKUN PEKUM

4.3.3.1. Ilomemenus apxvBa JOHKHBI COJAEPIKATHCS B UUCTOTE, B YCIOBHUSAX, MCKIIFOYAIOIINX
BO3MO>XHOCTH TOSIBIICHUS TJIECEHU, HACEKOMBIX, TPHI3YHOB, MBLIH.

4.3.3.2. B momemieHUsX XpaHWIUI] JOJKHA OBITH obOecreueHa CBOOOAHAS IHUPKYISITUS
BO3/lyXa, HCKIIOYaroas o00pa3oBaHUE HEMPOBETPUBAEMBIX 30H, OINACHBIX B CAHUTAPHO-
OHOJOTrHNYECKOM OTHOIICHHUU.

4.3.3.3. OTkpbIBatONIMECs B TEIJIOE BpEMA rofa OKHa, a TaK)K€ BEHTUJISILIMOHHBIE OTBEPCTHUS B
CTeHAX, IMOTOJIKAX, MOJIAaX XPAHWJIHII ¥ HAPYXHBIC OTBEPCTHS BEHTHUJISIIMOHHBIX CHCTEM CIICIyeT
3aIUIIaTh CETKaMU C TUaMeTpoM siueek He Oornee 0,5 MM.

4.3.3.4. B noMenmeHns X XpaHWINII 3arpeniacTcs npeObIBaHNe B BEPXHEH OCKIe, MOKPOU U
IpsI3HOM 00YBU, XpaHEHHE U UCTIOIb30BAaHUE MUILEBHIX TPOAYKTOB, KypEeHHE.

4.3.3.5. B momemeHusx XpaHWIUI] HEOOXOIUMO MPOBOAWTH CHCTEMATHUECKYIO BIIOKHYIO
yoopky. He pexxe ogHOro paza B rojJ MpOBOJUTCS 00ECHBbUIMBAHUE CTEIIaXel, mKadoB, CPeaCTB
XPaHEHUsS; TIOJBI, IUTMHTYCHI, TOJOKOHHHKH, I[OKOJBHBIC YaCTH CTeJUIaXed o0padaThIBarOTCs
BOJIHBIMU PAacTBOpPaMU aHTHCENTHKOB (2%-Hbli popmanuH, 5%-Helii katamMmuH Ab u 1.11.).



4.3.3.6. /IBa pa3a B roxa (B Hayaje M MO OKOHYAHUMU OTOIMUTEIHLHOTO CE30HA) AOKYMEHTHI
(BBIOOPOYHO) ¥ TIOMEIICHMS] XPAaHWJIUI TIOJBEPralOT OOCIEIOBAHUIO JUISI CBOEBPEMEHHOTO
0oOHapy>KEHHsI HACEKOMBIX U IJIECHEBBIX TPHOOB.

IIpu o6HapyxeHUH OHMOJOTMYECKHX BpeIuTeNed MNPUHUMAIOT CPOYHBIE MEpPHI IO
ne3nH(EKINH U JEe3UHCEKIIUY MOMEIICHUN CHIIAMU apXHBa, CAHAMUIACMCTAHIIUN WM KapaHTUHHON
CITYXKOBI.

4.3.3.7. Ilpu mpoBeneHUN YOOPOK WIIM CAaHUTAPHBIX OOpabOTOK BOJA M AHTUCENITHYCCKUE
pacTBOPHI HE JIOJDKHBI [TONA1aTh HA JIOKYMEHTHI.

4.3.4. OxpaHHBII peKUM

4.3.4.1. OxpanHblii pexuM 00ecreuynBaeTCs BHIOOPOM MECTa pa3MEIICHHS apXuBa B 3/IaHUH,
TEXHUYECKUMH CpPEJCTBAMU 3alllUThl, OpraHU3alMEeN CHCTEeMbl OXpaHbl, CHUTHAJIU3AINH,
coONIOZIcHMEeM Mep MPOMYCKHOTO pPEXMMa, MOpsAKa JOCTyNa B XpaHWJIHINE, OleyaThbIBaHHEM
nomernieHnii. Hapyxubie 1BepH apXuBa U XpaHWIHIL JOJDKHBI UMETh METAJUIMYECKYIO OOJUIIOBKY U
poYHble 3anopbl. Ha qocTynHble M3BHE OKHA yCTAHABJIMBAIOT 3allMpaeMble, paclallHble HApYKy
MeTajuinyeckue pemietkd. llomemenuss apxuBa OOOpPYAYIOT OXpaHHOW CHrHanu3aunuei, B
Hepabouee BpeMs MOMEIICHUs TUIOMOMPYIOTCS (ONedaThIBalOTCs). XpaHWIuia B pabodyee Bpems
JOJDKHBI OBITH 3aKpbITBI Ha Kimod. [IpaBo 1mocTyma B XpaHWIHMINE WMEIOT 3aBEIyOIUN U
COTPYIHUKH JAHHOTO XPAaHUJIUINA, @ B OTJACNIBHBIX CIy4asX - JPYTrHe JHUIa B UX COMPOBOKICHHH.
BblHOC JOKYMEHTOB M3 apxuBa OCYLIECTBISIETCS TOJIBKO IO CHELUAJIbHBIM IpPOIYyCKaM B
YCTaHOBJICHHOM HOPSIKE.

4.3.4.2. OXpaHHBII PEXUM PACHPOCTPAHSIETCS TAKKE HA IMOMEIIEHHUs, B KOTOPHIX BPEMEHHO
XPaHATCSA apXUBHBIC JOKYMEHTHl M MaTepUalbHbIC IEHHOCTH apXWBa (YUTAJIbHBIN, BHICTABOYHBIN
3aITbl, 1a00paTOPUH U T.IL.).

4.4. PazMenieHre JOKyMEHTOB B XpaHWINILE

4.4.1. JlokyMeHTbl B XpaHWJHUIIAX pa3MEHIAlOTCd B TOpAIKE, O0OECIEUMBAIOIIEM UX
KOMIUIEKCHOE XpPaHEHHE B COOTBETCTBHUM C YYETHBIMU JIOKYMEHTAMH W OIIEPATUBHBIN IIOMCK.
[Topsimok pacnoioskeHns JOKYMEHTOB B apXHBE OIpeIesieTcs JIaHOM (CXeMOi) UX pa3MeleHusl.

4.4.2. Cpencrsa XxpaHeHUs

4.4.2.1. Xpanunuia o0OpynyrOTCS CTalMOHAPHBIMU WJIM NEPEIBUKHBIMU METAJUIMYECKUMU
CTeJlJIa)KaMH, B KadyeCTBE BCIIOMOTATENIBHBIX CpPEICTB XPAaHEHMsI INPUMEHSIIOT METaUINYECKUe
mkagsl, cef@pl, HKadbI-CTEIUIAXHU U T.I1.

4.42.2. Crenna)xu U OTKPBITBIE CPENCTBA XPAHEHUS YCTAHABIMBAIOT IEPHNEHAUKYISPHO
CTEHaM C OKOHHBIMH IIPOEMaMH, a B MOMEILEHUAX 03 OKOH - C y4eTOM O0COOEHHOCTEN MOMEeIIeHUN
u obopyznoBanus. He nomyckaercs pa3melieHne CpeACcTB XpaHeHHs BIUIOTHYIO K HApY>KHBIM CTE€HaM
3/1aHUS ¥ K UICTOYHHUKAM TeTlja.

PaccTaHoBKa cpeACTB XpaHEHUsI OCYLIECTBIIIETCSI B COOTBETCTBUU C HOPMaMH:

paccTosiHue MEeXy psSAaaMu cresiaxel (rmaBHblil npoxon) - 120 cm;

paccrostHUE (IPOXO0J]) MEXY CTeJUIaXaMH - 75 cM;

paccTosiHue MeXAy Hapy>KHOM CTEHOW 3aHMs U CTeJUIakaMH, NapajulebHBIMU CTEHE, - /5
cM;

paccTosiHue MEXy CTEHOM U TOPLIOM cTesiaxa Uity 1mkada (0o6xon) - 45 cMm;

paccTossHHE MEXAY TOJIOM M HWXKHEH MoJkod cremnaxka (mkada) - He mMeHee 15 cM, B
IOKOJILHBIX dTa)kax - He MeHee 30 cM.

Ob6opynoBaHue ¢ BBIIBUKHBIMH YacTSIMHU (SIIMKaMHU, CEKIMSMHU, IBEpLAMH) YCTaHABINBACTCS
IO CIEeUATbHBIM HOPMaM C Y4€TOM TUIIOPa3MEPOB CPEICTB XPaHEHHUS.

4.4.2.3. JIokyMeHTBI pa3MelaloT Ha cTeJlakaX, B MIKadaxX C MUCHOJIb30BAHUEM MEPBUYHBIX
3alIUTHBIX CPEJCTB XpaHEeHHs! (KOpOOOK, MamoK, CHEelHaTbHBIX (QYTISpOB, MAaKeTOB U T.N.) B
COOTBETCTBUH C BUAAMHU, (OPMATOM U IPYTMMHU BHEIIHUMH OCOOCHHOCTSIMH JIOKYMEHTOB:

OyMakHbI€ JOKYMEHTHI IOCTOSTHHOTO XpaHEHUs Pa3MeIlaloT B KAPTOHHBIX KOpOOKax, Marnkax,
a JIOKYMEHTBI BDEMEHHOI'O XpPAaHEHUS - B CBSA3KAX;



MHUKPO(UIBMBI cTpaxoBoro ¢oHga u (GoHAa MOIb30BaHMS JOJDKHBI MMETh CTaHIApTHBIE H
3alIUTHBIE PaKOP/bl, HAMATHIBATHCS B PYJIOH HA CEpACUHUKH (POTOCIOEM HAPYXKy U XPaHUTHCS B
MeTaimaeckux kopookax mo 'OCT 4097-78;

MUKPOGMIbMBI U (DOTOJOKYMEHThI Ha IUIOCKUX IUICHOYHBIX WM JpPYyrux (HOpMaTHBIX
HOCHUTEIISIX YIAKOBBIBAIOT B KOHBEPTHI U KacCETHl U XPaHAT B KOPOOKax, Mamnkax, Ipyroi ynakoBKe
no ['OCT 7-65-92.

4.424. Mecro XpaHEHHMs DJIEKTPOHHBIX JIOKYMEHTOB OINPEIENAECT PYKOBOJUTEID
opranuzaiuu. OJ[ MOTYT XpaHUThCA B apXHBE OpraHU3alMM WIM B CIEUUATU3UPOBAHHOM
NOJpa3/IeIeHUH (BBIYUCIUTEILHOM IIEHTPE, MHPOPMALIMOHHOM OTJIENE U T.J.) <*>,

<*> B coorBerctBun ¢ "l[IpuMepHBIM TIONIOKEHHEM 00 apxuBe (apXUBHOW CiryxOe)
JIOKYMEHTOB Ha MAIIMHHBIX HOCUTEIISIX YUPESXKIACHHUH, opranu3aiuii, npeanpusatui” (M., 1990).

4.4.2.5. O6s3aTeIbHBIMU YCIIOBHSIMU apXUBHOTO XpaHeHUs /] ABISIOTCS:

HAIMYME B apXuMBE MPOrPAMMHO-AMIMAPATHBIX CPEACTB I XPaHEHUS, KOMHPOBAHUSA H
BocrpousBeaeHus D/], ux mepesanucu B HOBble (hopMaThl, Neperadyd MHPOpMALUU O KaHajlaM
CBSI3H U Jp.;

obecrieyeHre JOCTyna K MH(POPMALUU YCTAaHOBJICHHBIX KaTEropuil Nojb3oBaTeNel, a Takxke
o0ecrieyeHne 3amUThl HHPOPMAIMK OT HECAHKIMOHMPOBAHHOTO JOCTyHa (IMyTeM MpPHUMEHEHHUS
COOTBETCTBYIOLMX TEXHUYECKUX CPEJICTB U IIPABOBBIX HOPM);

o0ecrieyeHre pexxuma XpaHeHus: D/], HCKITI0Uaromero yrpary, yHUITOXEHNE WA HCKAKCHHE
uHpopmanuu.

Obecnieuenue xpaneHus D/ npeaycmaTpuBaeT Takke MOJAepKaHUE ONTUMANIbHBIX PEKUMOB
XpaHeHust Hocutenen D/1.

TexHuueckue mnapameTpbl JaHHBIX  PEXKHUMOB  OIpPENEISIOTCS  COOTBETCTBYIOLIMMU
rocynapctBeHHbIMU  ctangaptamu  (COCT 28388-89. Cucrema o00paboTku uHPOpMAIIHH.
JlokyMeHThl Ha MarHuTHBIX HocuTelnsix. [lopsimok BemonHenust U oOpamenus; [OCT 2.501-88.
ECK/. IIpaBuna yuera u xpanenus; [OCT 19.601-78. ECIIA. IIpaBuna nyOaupoBaHus, ydera u
xpanenusi; 'OCT 24.402-80. Enunas cucreMa CTaHIapTOB AaBTOMAaTHU3UPOBAHHOM CHCTEMBI
ynpasieHus. Cucrema TexHuueckoi gokymenrtanuu Ha ACY. Yyer, xpaHenue u obpaienue; P/]
50-524-84. Meromuueckne ykazanus. [Lopsiok XpaHeH!s TOKYMEHTOB Ha MAIIMHHBIX HOCHTEIISIX ).

Ilo mepe cTapeHus HOCUTEINS JOJKHA TPOU3BOINUTECS Niepe3anuch J/] Ha HOBbIE HOCUTEIN.

4.42.6. He pomyckaercss pa3MmelieHHEe JIOKYMEHTOB Ha TIOJy, TOJOKOHHUKAaX, B
HEepa300paHHbIX KUIaX.

4.42.77. Pa3MemnieHne CEKpETHBIX JOKYMEHTOB OCYIIECTBJISIETCS B COOTBETCTBHU C
TpeOOBaHUSAMHI UHCTPYKIUH 110 paboTe C CEKPETHBIMU MaTepHallaMH.

4.4.3. TonorpadupoBanue

4.4.3.1. Bce nomMenieHus apxuBa, a TAKXKe CTEJJIaXKH, IIKaQbl, TTOJIKH HyMEPYIOTCS.

B kaxmom OTIeIbHOM MOMEIIEHUH CTEJUIaXH, IIKa(bl, MOJKH HYMEPYIOTCS CBEPXY BHU3,
cJieBa Harpaso.

4.4.3.2. B nemsax 3aKperuieHus] MECTa XPAaHEHMs JTOKYMEHTOB B XPaHWJIMINAX COCTABIIOTCS
HOCTeIIaKHBIE U ITpH 00J1b1I0M 00BbeMe (POHI0B MO(POHAOBEIE TONOrpadudeckue yka3aTemHm.

4.4.3.3. KapTouku mOCTEIIaKHOTO TOMOTpauiecKoro yka3zaressi COCTABISIOTCS Ha KaXKIbIH
CTEJUIaX M paclojaratoTcs Mo MOPSIKY HOMEpOB CTeIUIaKeill B mpeaenax KaKAOro OTIeNbHOIro
nomenieHus (npuioxenue 15).

4.4.3.4. Kaprouku moQoHAOBOrO0 TOMOrpaMuecKoro yKazaTells COCTABISIIOTCS Ha KaxJbli
doHI W pacmonaraloTcs B mopsake HomepoB ¢GouaoB (mpuitokenue 16). Ilpu HeoOXoauMoCTH
apXMBOM OpraHU3allud MOXKET TIPOBOAUTHCS TONMOTpapUpPOBAHME XPAHAIMIUXCA B apXUBE
JIOKYMEHTOB C YYE€TOM CTPYKTYPHBIX MOJpa3AeIECHUI OpraHu3aluu.

4.5. Tlopsanok BbLAAYM A€ U3 XPAHUITUII]
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4.5.1. Jlena BbIIatOTCS U3 XPAHWIIHILL

JUISL KCTIOJIb30BaHUS paOOTHHUKAMU OpraHU3allHH;

JUTSL ICTIOJIb30BaHUs TpaXKaHaMU B YUTAIIBHOM 3aJI€ JJIsl HAYYHBIX U UHBIX MCCIICIOBAHUM;

BO BPEMEHHOE MOJIb30BaHUE JIsl IPYTUX OpraHu3alluii;

JUTSL IPOBEICHUST QpXUBHBIX PadOT ¢ JOKYMEHTaMU;

JUIS TIPOBEACHUSI CTPAaXOBOI'0 KOMMMPOBAHUS U CIIEHUATbHON 00pabOTKH JOKYMEHTOB C LIEJIBIO
yIydIeHus: GU3NIECKOTO COCTOSTHUS TOKYMEHTOB.

4.5.2. Jlena BbIIAIOTCA BO BPEMEHHOE TMOJIb30BAHME W3 XPAHWIMIL HAa CpPOK, HE
IIPEBBIIIAFO LN

1 Mecsl AJig UCNONIb30BaHUs PAOOTHUKAMH OpPraHU3alNu;

1 MecsiIy A UCTIOIb30BaHUS IOKYMEHTOB B YUTAIILHOM 3aJI€;

3 Mecsilia BO BpEMEHHOE I0JIb30BaHUE I JPYTUX OpraHU3allnii;

6 MecsIIeB 1)1 SKCIOHUPOBAHUS IOKYMEHTOB.

Opranam cyga ¥ OpOKYypaTypbl Jefia BBIAAIOTCS 0 IPEKpalleHHs Jejia WIM BbIHECEHUS
CyZIeOHOTO PeIIeHUSI.

[IpoayeHue ycTaHOBIECHHBIX CPOKOB BbIIAYU JOKYMEHTOB BO BPEMEHHOE IMOJIb30BaHHE, B TOM
YUCJIe OpraHaMm Cy/la M TNpPOKYypaTyphl, a TaKXe I DKCIIOHUPOBAHMS JOIMYCKAaeTCI B OCOOBIX
CIy4asiX C pa3pelieHus PYKOBOJIUTENS OpraHu3alli 10 MHCbMEHHOMY TOATBEPKIACHHUIO
MOJI30BATENS O COXPAHHOCTH JOKYMEHTOB.

4.5.3. Beinaua e u3 XxpaHuiuiia ohopMisieTcs CleAyOIUMU JOKYMEHTaMHU:

3aKazamu (TpeOOBaHUSIMHU) Ha BBIJAYY €Nl B YHTAIBHBIA 3]l M COTPYAHUKAM OpTraHHU3alUU
(mpunoxxenwue 17);

aKTaMH O BBIJA4e JIeJ BO BPEMEHHOE IOJb30BAHHME IPYTUM OpTaHHU3allUsIM, B TOM YHUCIIE
OpraHam CyJia u IpOKypaTyphbl, WM JIJIsl 9KCIOHUPOBAHUS TOKYMEHTOB (Tpuiioxenue 18);

3aKa3amMH Ha MpoBeJIeHHEe PaboT MO CTPAXOBOMY KOITMPOBAHUIO U PECTaBPAIlUU JOKYMEHTOB.

4.5.4. Beimaua JOKYMEHTOB M3 XpaHWIUIA PETUCTPUPYETCS B KHHUTax BbIIaYM JOKYMEHTOB
(mpunoxenue 19):

BBIJIaYU Jie] pabOTHUKAM OpraHU3aIuy;

BBIJIAYM JIe] B UNTAIBHBIN 34T,

BBIJIaYU JieJ BO BpEMEHHOE MOJIb30BaHUE APYTUM OPTaHU3AIHSIM.

4.5.5. VcnonmneHHble 3aka3bl (TpeOOBaHWA) HCCIEAOBATENIed XPaHATCS B JUYHBIX Jeiax
uCcleIoBaTeNeii, Bce MpouYue - 10 HCTEUEHHUs CPOKOB WX XpaHeHus. 3aka3bl (TpeOoBaHUsA)
11EJIECO00Pa3HO XPAHUTH J0 MPOBEACHUS TPOBEPKU HATMYUUS U COCTOSTHUS JICII.

4.5.6. Beimaya fen Bo BpEMEHHOE MOJIb30BaHUE B APYTrye OpraHu3aiuud opopMIIIeTcss aKToM,
KOTOPBIA COCTABIISETCS B JABYX JK3EMIUISIpaxX, OAMH MX KOTOPHIX OCTAETCS B apXWBE OpraHU3aIluH,
JIPYTOM BBIIAETCS MOTy4YaTeNto. AKT MOAMUCHIBAETCS PYKOBOJIUTEIEM OpraHU3alluy, Mepeaaronei
Jiena, ¥ pyKOBOJUTEIEM OpPraHU3alUU-TIONyYaTeNsl: MOAMUCH CKPEIUISIOTCS TepOOBBIMU TEUaTIMU
opranm3anuii. [locie Bo3BpalleHusl 1€l B ABYX DK3EMIUISpaxX akTa JIeIaeTcsi COOTBETCTBYIOIIAS
OTMETKA: OJIUH HK3EMIUISIP OCTAETCS B OpraHU3alUU-TIONy4YaTeNe, Ipyroil XpaHurtcs B Jene poHa B
apXWBe OpraHM3aIlNH, BbIIaBaBIlEM Jena.

4.5.7. HampaBieHue Ha CTpaxoBO€ KONHUPOBAaHHE, pPECTaBpallio, Meperier odopmisercs
3aKa3oM. 3aka3 opopMIISIeTCS B apXWBE OpraHU3aluu Mo Gopme akTa O BbIJAYE€ BO BPEMEHHOE
MOJI30BaHUE JIPYTrOM OpraHU3aIuu.

4.5.8. Jlena BBIJAIOTCS W3 XpaHWIHINA s HUCHOIB30BAaHUS U TPOBEACHUS pPabOT 1o
CTPaxoBOMY KOMTUPOBAHUIO, PECTABPAIINH, ITEPEIJIETY TOJBKO B 00pabOTaHHOM BHJIE.

[lepen BpImaueli nen U3 XpaHUIHILA IPOBEPSETCS COOTBETCTBUE MU(pa U 3aroyioBKa jena Ha
005okke mudpy W 3arojoBKY Jejia B OINKCH; TEpel BbIJA4e W TpU BO3BpAIICHUH JEN B
XPaHUJIHUIIE TPOBEPSIIOTCS HyMEpaIysl IUCTOB U COCTOSTHUE IOKYMEHTOB Ka)KIOT0 BBIIAHHOTO JIeTia.

Kaxxnoe BeigaBaeMoe M3 XpaHUIUIIA JICNIO JOJKHO UMETh JIUCT UCIIOJIB30BaHUS (IPUITIOKEHHE
20).

4.5.9. Ilpu BpIIaue Aen U3 XPaHWIUILA HA MECTO BBIJIAHHOTO JeJIa MOJKJIAIbIBACTCS KapTa-
3aMeCTUTENb, B KOTOPOW YKa3bIBa€TCSI HOMEp JieJia, HOMEp OMUCH, HoMep (OHa, KOTAa U KOMY



BBIJIAHO JIEJIO, JaTa €ro BO3BpaTa W MOJNUCh COTPYJHUKA, BBIIABIIETO €0, C YKa3aHUEM
noipkHOCTH. [Ipu BO3BpaleHuH Jefia B XpaHWIHUIIE KapTa-3aMEeCTHTENb M3bIMaeTCs (MPUIIOKEHNE
21).

4.5.10. CocrosiHME €7, BO3BpallacMbIX B apXHWB IIOCIIE HCIIOJB30BAHUSA, JTOJDKHO OBITH
MIPOBEPEHO B MPUCYTCTBUU JIUIIA, BO3BPAILIAIOIIETO TOKYMEHTHI.

[Ipu oOHapYKEHUU HEOCTAYHN JENT WIIM OTJEIBHBIX JUCTOB B HUX, a TAK)KE MTOBPEKICHHUM eI
U JIOKYMEHTOB COTPYJHHUKAMHU apXHBa COCTABJSETCSA aKT B JABYX 3K3EMIUIIPax, OJAUH U3 KOTOPBIX
MPEJCTABISIETCS  MCCJIEAOBATENI0  YUTAIBHOTO 3aja WM  PYKOBOJUTEIIO  OpraHU3allvH,
MCIIOJIb30BABIIEH TOKYMEHTHI, JIJIsl TPUBJICUCHHS] BUHOBHBIX K OTBETCTBEHHOCTH, BTOPOH - OCTaeTCst
B apXUBE.

4.5.11. Ilpu nepeMenieHUN JOKYMEHTOB 3a MpeAeiaMu apXuBa JOKHBI COOIOAATHCS MEphI
MIPEIOCTOPOKHOCTH, HAJICIKHO 00SCIIEUYNBAIOIINE UX COXPAHHOCTD.

[Ipu TpaHCOPTUPOBKE JOKYMEHTOB COOJIOJAIOTCS MEphl MO OXpaHe M 3allluTe HX OT
BO3JICUCTBUS BPEAHBIX (PAKTOPOB OKPYXKAIOIIEH Cpelbl IMyTeM NMPUMEHEHHUs CIICIUaIbHBIX BHJIOB
VIIAKOBOK, OOCCIIEYMBAIONIMX 3aIUTy JOKYMEHTOB OT OCaJKOB, CBETa, MEXaHUYECKHX
MOBPEXKCHU .

4.6. Obecrnieuenue HrU3NKO-XUMUIECKOU
COXPAHHOCTH JIOKYMCHTOB

4.6.1. BeisiBeHHBIE JOKYMEHTBI IIOCTOSTHHOTO XpaHEHHsI ¢ (U3NIECKUMHU JePEKTaMU OCHOBBI
(yrpata wacTedl JOKYMEHTa, pa3pbiBbl M Jp.) WIH TEKCTa PETUCTPUPYIOTCA B XKYypHaje WIH
KapTOTeKe ydeTa (PU3UYECKOTO COCTOSHHUS TOKYMEHTOB, i€ (PUKCHPYIOTCS BHIBI CIICIIHATBLHON
00pabOTKH, KOTOPOH BIIOCIEACTBUM JIOJUKEH OBbITh IOJBEPrHYT JOKYMEHT (pecTaBpauus,
Ne3uHQEKIHsI, MUKpOQIIbMUPOBaHHe, (poTopecTaBpanusi, KONUPOBAHUE MU T.O.), U HAMEYAIOTCS
KOHKPETHBIE MEPHI IO YIYUIIEHUIO PU3NUECKOr0 COCTOSIHUA JOKYMEHTOB.

4.6.2. He3zaBHCMMO OT IIEHHOCTH JOKYMEHTOB HEMEIUICHHOW Iepemade Ha oO0paboTKy
(me3auHGeKys, AE3MHCEKLUs) MoJyulexkar Jela W JIOKYMEHTHI, MOpaK€HHbIE IIJIECEHBIO MU
HaCEKOMBIMHU.

4.7. IIpoBepka HATMYUS U COCTOSTHUS JOKYMEHTOB

4.7.1. TlpoBepka HaNUYUs U COCTOSHUS JOKYMEHTOB IPOBOAMTCS B LENSIX YCTAaHOBIICHUS
(aKkTHUECKOro HalM4Msl €JUHUIl XPAaHEHHS U COOTBETCTBHMS WX KOJMUYECTBY, UYHUCIAIIEMYCS IO
YUETHBIM JIOKYMEHTaM, BBISBJIECHUS JOKYMEHTOB, MOJUIEKAIIMX PECTaBpalluu U MPO(UIAKTUIECKON
o0OpaboTke.

B xozxe npoBepku oCy1iecTBIsIeTCS:

yCTaHOBJIEHHE (PaKTUUECKOT0 HATMYUS JOKYMEHTOB, HaXO/SIIMXCA HAa XPaHEHUH B apXHBE;

BBISIBIICHHE U YCTPAHEHHE HEJIOCTATKOB B Y4ETE JJOKYMEHTOB;

BBISIBJICHHE OTCYTCTBYIOIIMX JOKYMEHTOB M OPraHU3alUs UX PO3bICKa;

BBISIBJIEHME W y4eT  JOKYMEHTOB,  TpeOyIOUIMX  pecTaBpallud,  KOHCEpBallHH,
npopHIAKTHYECKON U TEXHUUECKOH 00pabOTKH.

4.7.2. IlpoBepka HaIU4Ms U COCTOSIHUSL JOKYMEHTOB IPOBOJMTCS HE PEXKE YEM OJIMH pa3 B 5
JIET, a TAKXKE Mepe] epeadell uX Ha rOCyJapCTBEHHOE XPaHEHHUE.

EnnHoBpeMeHHBIE MPOBEPKH HATTMYMS U COCTOSHUS JOKYMEHTOB ITPOBOJIATCS B APXUBE:

IIOCJIE NIEpEMELIEHUs e B IPYroe IOMEILECHHUE;

MOCJie Ype3BbIYaiHBIX MPOMCIIECTBUN, BBI3BABUIMX MEpeMElIeHHe (IBaKyaluio) Aesl WId
JIOCTYII B XpaHWIMILA TOCTOPOHHUX JIULL;

IIPU CMEHE PYKOBOJUTEINS apXMBA WU JIMIA, OTBETCTBEHHOIO 34 apXUB;

IIPpU PEOPTaHU3ALUN UJIU JINKBUIALUNA OpPraHU3aLuu.

4.7.3. Ilpu npoBepKe HATUUHUS U COCTOSIHUSI IOKYMEHTOB HEOOXOIUMO:

COXpaHATh IOPSAAOK PACIIOJIOXKEHHsS JOKYMEHTOB Ha CTEIUIA)KAaX U IEPBUYHBIX CPEACTBAX



XPaHEHUS;

MOJAKJIAApIBaTh Ha CBOM MecTa OOHapy)KEHHbIe BO BpeMs MPOBEPKU HENPaBUIHHO
MOJUIO>KEHHBIE JIeJ1a U JIOKYMEHTHI;

U3bIMaTh JieJIa, He BHECEHHbBIE B OIHCh;

M3bIMAaTh M H30JIMPOBAThH JIeNla, 3apaXCHHBIC IUICCEHBIO WM APYTUMH OHOJIOTMYECKHUMH
BpPEAUTEIISIMU.

BHecenne B ONUCh HEYYTEHHBIX €7 B XOJ€ IMPOBEPKH 3ampemaerca. HeyureHHble nena
MOMEIAIOTCS BCJIE]] 32 YUTEHHBIMU JIEJIaMU JJIs OCIeAyIoeil 00paboTKH U OMUCAHHUS.

4.7.4. Jlo mavana pabOTHl IO MPOBEPKE HAIWYUS M COCTOSHUS JET M3y4aroTCs JOKYMEHTBHI
MPEIbIIYIINX TPOBEPOK, MPOBEPSAETCS MPABUILHOCTh HyMEpalMK el B KaXKJI0M FOJIOBOM paszelie
CBOJHOW OITMCH, COOTBETCTBHE HYMEPALMU JIe] UTOTOBBIM 3aIlUCSM B ONHUCAX M CBEICHUAM B
nucTtax (OHJIOB.

4.7.5. IlpoBepka HalIMuus U COCTOSIHUSA J€J IPOBOJUTCS IIyTEM CBEPKHU ONMCATEIbHBIX CTaTEN
OIKCH C OITMCAaHHUEM JIe Ha 00JIoKKax (mudpa, Ha3BaHUs POHI000pa30BaATENS U €T0 CTPYKTYPHBIX
NOJpa3IeNIeHuil, eONPON3BOACTBEHHBIX HHACKCOB JIEN, AaT A€, KOJIUYECTBA JIUCTOB).

du3nyeckoe COCTOSHUE [e OMpefeNsercs IyTeM UuX BH3yaJbHOro IMpocMoTpa. Bcee
0OHapyXEHHbIE HEIOCTATKU (PUKCUPYIOTCS B aKT€ IPOBEPKU (TpujiokeHue 22).

Jlenath kakue-mu0OO0 MOMETHI WU 3alKCH B XOJ€ MPOBEPKU B OMUCIX AeN U APYTUX YUYETHBIX
JIOKYMEHTaX 3alpeniaeTcs.

4.7.6. Jena, BBbIIAHHBIE COTPYAHHUKAM OpTraHU3allUd, B YHUTAIBHBIM 321 U BpEMEHHOE
MOJIb30BAHUE IPYTUM OPTaHHU3ALUsAM, TPOBEPSIOTCS 110 KHATAM M aKTaM BBIJIAYX JIEJT ¥ CUATAIOTCS
UMEIOUIUMHUCS B HATUYHU.

4.7.7. JIuct npoBepKH HAIWYMUS U COCTOSIHUS JIe)l B (DOHIE COCTaBISAETCS HEIOCPEICTBEHHO B
XO0Jle MPOBEPKH; JHMCTHI MPOBEPKU HYMEPYIOTCA MO MOPSAKY HOMEPOB B Mpefenax MPOBEpPKU
Kaxaoro (oHIa M TOANHCHIBAIOTCA HcmonHuTeneM. [lo okoHWaHuu mnpoBepkd (oHma IMCTHI
MIPOBEPKU BKIIIOYAIOTCA B JieJ0 gaHHoro Qouaa. Eciau B pesynbTare MpoBEpKH HEIOCTATKOB HE
00HapYXEHO, JIUCT MPOBEPKHU B J1e710 (POH]Ia HE BKIIFOYAETCS.

4.7.8. Tlo OKOHUAHMM TPOBEPKU HAIWYMS M COCTOSHHUS JOKYMEHTOB IO KaXKJAOH ONMHUCH B
KOHIIE OIHUCH TIOCJIC 3aBEPUTEIILHON HAJIUCH JENIaeTCs 3amuch "MPOBEPEHO", MPOCTAaBIsSETCS AaTa
NPOBEPKM; 3aMUCh MOJMKMCHIBAETCS MPOBOAMBIIMMH MPOBEPKY paOOTHUKAMU C YyKa3aHHEM HX
JTOJIKHOCTEM.

4.7.9. Ecnu mpoBepkoif oOHapy)keHa HejocTaya Aedl U JOKYMEHTOB, TO OpPraHU3yeTcsl uX
PO3BICK.

B »Tux nensx pekomeHyercs:

W3YYUTh BCE YUTCHHBIE JOKYMEHTHI 11O BBIIa4e el U3 XPaHWIIHIIA,

OpraHu30BaTh pO3BICK HE OOHAPYKEHHBIX IpPU IMPOBEpPKE Jel B COOTBETCTBYIOLIMX
CTPYKTYPHBIX TOJIPA3/ICICHUSAX, B JICATEILHOCTH KOTOPBIX 00pa30BaIMCh HEOOHAPYKEHHBIC JIENa,
IpeBapUTENbHO U3YYUB UX CaTOYHBIE OIHCH;

MIPOBEPUTH JIeTa HAXOMSAIINXCS PAIOM (POHIOB;

U3Yy4uTh Jes10 (poHAa - aKThl O BBIACIEHUM JeNl K YHUUYTOXXEHMIO, aKThl BBIAAYU JIEJI BO
BPEMEHHOE TIOJIb30BAaHHWE, pPAaHEE COCTABJICHHBIC aKThl TIPOBEPKH HAIWYHMS M COCTOSHUS
npoBepsieMoro (oHfa.

Po3bIick pekoMeHIyeTCsl TPOBOIUTh B TEUEHHE T0Jla MOCTe 3aBEPIICHUS MPOBEPKH HAJTHMUIUS
JElI.

4.7.10. HailineHnHsle B UTOre PO3bICKA JIeJIa MOAKIAAbIBAOTCS HA MECTA, & B COOTBETCTBYIOIIEH
KapTOUKe yuyeTa HEOoOHapy>KEeHHBIX JeNl JeJaeTcs OTMeTKa ¢ YyKa3aHMeM JaThl U TOANHCH
JOJIKHOCTHOTO JIUIA.

Jlena, mpuUYMHA OTCYTCTBHUS KOTOPBIX MOJTBEPXkJIE€HA COOTBETCTBYIOIIMMHU JTOKYMEHTaMH,
UCKJTFOYAIOTCSl B YCTAHOBJICHHOM TIOPSIKE M3 OMUCEH W JPYI'MX YYETHBIX JOKYMEHTOB. B
COOTBETCTBYIOIIMX KapTOUYKaX YKa3bIBAIOTCS JAaThl U HOMEpa aKTOB, B KOTOPBIX MOATBEPKAAETCS
OTCYTCTBHE J€Jla, U COCTaBJISIOTCS CIPAaBKUM O IMpoBeIeHUuU po3bicka. [locie paccMoTpeHus
pe3yibTaToB po3bicka Ha OK M yTBepXkJeHUS €€ peleHHs PYKOBOAMTEIEM OpraHu3aluu



HEOOHAPYKEHHbIE JOKYMEHTbI CHUMAIOTCA C Y4eTa.

4.7.11. IlpoBepka HamW4yusi M COCTOSIHUS JIOKYMEHTOB CYHUTAETCS 3aBEPIICHHOM IOCIe
BHECCHHUSI M3MEHEHUH, BBIABICHHBIX MPOBEPKOM, B YUETHBIC TOKYMEHTHI MpoBepsieMoro (oHma u
IIPEJICTaBICHNs COOTBETCTBYIOIUX CBEACHUN O J€JIaX IOCTOSIHHOTO XPaHEHUs B TOCY1apCTBEHHBIN
apXuB JUIsl BHECEHUS] U3MEHEHUI B KOHTPOJbHBIE SK3EMIUIAPBI Oonuceil aen, yrBepkaeHHbIx DIIK
ApPXUBHOT'O YUPEXKICHHUS.

4.8. Oco00 11eHHbIE M YHUKAIbHBIC TJOKYMEHTHI apX1Ba

4.8.1. ApxuB opraHusaliyu, Mo COTJACOBAHUIO C T'OCYIAapCTBEHHBIM apXUBOM, HCTOUYHUKOM
KOMIUICKTOBAHHUST KOTOPOTO OH SIBJIICTCS, IMPOBOAWT BBIABICHHE M Yy4eT 0C000 IIEHHBIX U
YHHUKAJIbHBIX IOKYMEHTOB.

Ha BwIsIBIEHHBIE 0CO00 IICHHBIC U YHUKAIBHBIC JOKYMEHTBI KXA0T0 (OHIA, XPAHSIIEToCcs B
apXuBe, COCTaBJSETCS OIMUCh O0CO00 IEHHBIX JIOKYMEHTOB, KOoTopas paccmaTtpuBaerca OK
OpTraHM3aINH, COTJIACOBBIBACTCS C TOCYNAPCTBEHHBIM apXHWBOM U YTBEPXKIAACTCS PYKOBOAHMTEIEM
opraHu3aiuu (mpuioxeHue 23).

4.8.2. OTHECeHHEe JOKYMEHTOB K YHUKAIHHBIM M BKJIFOUCHUE X B ['OCyIapCTBEHHEBIN peecTp
VHHUKQJIbHBIX JOKYMEHTOB ApxuBHOro (ouga Poccuiickoit @enepalii OCYyIIECTBISETCS B
COOTBETCTBUHU C PermamMeHTOM ToCylIapCTBEHHOIO y4YeTa YHHKAIBHBIX JTOKYMEHTOB APXHWBHOTO
donaa Poccuiickoit deneparumu.

4.9. CtpaxoBoii poHa U (HOH MOJTB30BAHMS

49.1. Ha o0cob60 1LeHHble M YHUKaIbHblE JOKYMEHTbl OpraHU3alUM IyTeM
MUKPO(GUIEMUPOBAHUS CO3JAI0TCS CTPAaXOBhIe KOMUH (HEraTUBBI IIEPBOT0O TIOKOJICHUS HA PYJIOHHOU
MJICHKE WM MUKPOQUIIIax).

COBOKYITHOCTh CTPAaxOBBIX KOMHUK JOKYMEHTOB, XpaHSIIMXCS B apXWBE, COCTaBISET
cTpaxoBoii Qoua. CrtpaxoBoil (oHA co3laercs B ILENAX COXPAaHEHHMsS LEHHOW JOKYMEHTHOH
UH(OPMAILIMU Ha CITydail yTpaThl WM TIOBPEKACHUS TONTMHHBIX JJOKYMEHTOB.

4.9.2. OgHOBpPEMEHHO C CO3JlaHHEeM CTpaxoBoro ¢oHaa co3jnaercs (OHJI IOJIb30BAHUS
(MO3UTHBHBIE MUKPO(DUIBMBI U MUKPODHUIIIN).

@oHA TMONIB30BaHMS MOXKET CO3[aBaThCsi TaKXkKe LEJIEeBBIM IOPSJIKOM 10 Hauboiee
UCTIOJIb3yEeMBIM JOKYMEHTAIBHBIM KOMIUIEKCaM MYTEM KCEPOKOITMPOBAHMS HMIIM CO3MAHUS KOTHA
JIOKYMEHTOB Ha 3JIEKTPOHHBIX HOCHUTEINAX, 00ECIeUMBAIOIINX UICHTHUYHOCTh KOMUM U MOJJIMHHUKA
JOKYMEHTA.

4.9.3. CtpaxoBoil (Gona M (OHA TMOJIB30BaHMS CO3JAIOTCA B IOPSJKE, YCTAHOBICHHOM
®denepasibHON apXxUBHOM cityxk001 Poccun.

5. OPTAHM3AINA JOKYMEHTOB B APXUBE
5.1. lokyMeHTalnbHbIN 1 apXUBHBIN (POH]T OpraHU3alUH

5.1.1. Bcst COBOKYMHOCTH JTOKYMEHTOB, OOpasyIOIMXCS B JEATEIBHOCTH OpTraHU3alliH,
COCTaBJISICT €€ JOKYMEHTAIbHBINH (HOH]I.

5.1.2. JlokymeHTBl, oOpa3yroniyecss B JESTEIbHOCTH OpraHMU3allH, MO CpOKaM XpaHEHUs
NOJpa3AeisAloTCs Ha:

JIOKYMEHTBI BpEMEHHOT0 cpoka xpaHeHus (10 10 jeT BKIIOYUTENBHO);

JOKYMEHTBHI JJOJITOBPEMEHHOT0 cpoka xpaHeHus (cBbiiie 10 ner);

JOKYMEHTBI TOCTOSIHHOTO (BEYHOT'0) XpaHEHUSI.

JIOKYMEHTBI MOCTOSIHHOTO XPAaHEHUs, T.€. JOKYMEHTBI, UMEIOLIUE HUCTOPUYECKOE, HAy4HOE,
COLIMAJIbHOE, SKOHOMHUYECKOE, KYJIbTYPHOE 3HAUYEHHUE, COCTABIISIIOT apXUBHBIA (DOHA OpraHuzaiuy,
SBJISIOIIMIACS COCTaBHOM yacThio ApxuBHoro ¢onaa Poccuiickoit denepanuu.
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Cpoku XpaHEeHHs] TOKYMEHTOB YCTAHABJIMBAIOTCS Ha OCHOBAaHUU SKCIEPTU3bl MX LEHHOCTH;
MOPSAIOK SKCIEPTU3HI LICHHOCTH IOKYMEHTOB OIpe/iesieH B paznene 2 Hactosmux [Ipasui.

5.1.3. Pa3HOBUAHOCTSAMU apXUBHOTO (DOH/IA SBIIAIOTCS:

apXUBHBIM (HOHA OpraHU3aIlK, COCTOSIINM U3 JOKYMEHTOB, 00pa30BaBIIMXCS B MpoOIiecce ee
JESTEIIbHOCTH;

00BEIMHEHHBIN apXUBHBIA (HOHMA, COCTOSALINN U3 JOKYMEHTOB, 00Opa30BaBIIUXCS B IMpOLiecce
JESATENIbHOCTH JABYX WM Oojee opranmsanuii-GpoHgo00pazoBaTeneil, UMEBIIUX MEXKIY COOOM
UCTOPUYECKH W/WIM JIOTUYECKU OOYCIIOBJICHHbIE CBSA3M: OJHOPOAHOCTh U IPEEMCTBEHHOCTh
JeSITeIbHOCTH, TOJYMHEHHOCTb, EIMHCTBO O0BEKTA U BPEMEHH JICATEIIbHOCTH, MECTOHAX0XKJICHHE U
ap.;

apXUBHBIN (OH JTUYHOTO MPOUCXOKACHUS, COCTOSIINN U3 JOKYMEHTOB, 00pa30BaBIINXCS B
Ipolecce >KU3HU U JACSITEIbHOCTU OTAEIBHOrO JIMIA, CEMbH, pOJia U NMPUHATHIX Ha XpaHEHHE B
apXuB OpraHU3aliHy.

5.1.4. ApXxuBHOW KOJUIEKIMEH HA3BIBAETCSI COBOKYIHOCTb OTHEJIbHBIX JIOKYMEHTOB
pa3IMYHOTO THPOMCXOXKJIEHUS, OOBEIMHEHHBIX II0 OJHOMY WM HECKOJIbKUM IIpU3HAKaM
(TeMaTU4ecKOMY, BHJIOBOMY, OOBEKTHOMY, aBTOPCKOMY, XPOHOJIOTHYECKOMY U JIp.).

5.2. Onpenenenne GOHIOBOM MPUHAIIEKHOCTH apXUBHBIX
JOKYMEHTOB 1 00pa30BaHue apXUBHOTO (hoHIA

5.2.1. Onpenenenne HOHAOBON MPHHAIICKHOCTA JOKYMEHTOB OpPTaHHU3AIMK 3aKII0YACTCS B
OTHECEHMH MX K (POHJy COOTBETCTBYIOLIEH OpraHu3aLuy.

5.2.2. Ilpu onpenenenun QOHAOBONH TNPUHAMICKHOCTH JOKYMEHTOB OpraHU3aluu
YUUTBIBACTCS CIIEYIOLIEe:

BXOJISIIIIME JOKYMEHTBI OTHOCATCS K (DOHIY TOH OpraHU3alliy, KOTOPOW OHU MOJYYEHBI; UX
(doHIOBas MPHUHAUIEKHOCTh OIpENesIeTcss [0 TakuM 3JIeMeHTaM (opmyispa, Kak ajpecart,
pEerucTpaloOHHBIN ITaMII, PE30JIIOLIMYA U OTMETKH O HAallpaBJICHUH JOKYMEHTOB Ha MCIIOJIHEHUE, 10
COJIEP/KaHUIO JOKYMEHTOB;

KOIIMH MCXOJSIINX JOKYMEHTOB (OTIYCKH) OTHOCATCSA K (DOHIY TOW OpraHHM3amud, KOTopas
ABISIETCA MX aBTOpPOM; UX (OHJOBas INPHUHAUIEKHOCTh ONPEAEISIeTCs IO  MOJIHUCSM,
JIEJIONPOU3BOJICTBEHHBIM IOMETaM, COAEPKAHUIO JOKYMEHTOB;

JOKYMEHThl BHYTPEHHEro oOpalieHHust OTHOCATCA K (DOHAY TOH OpraHu3aluu, KOTOPOH OHH
COCTaBJIEHbI, UX (DOHI0BAs MPUHAIEKHOCTD OIPEENSIETCS 10 Ha3BaHUIO OpraHU3aI|H, TOAMUCAM,
COJIEPIKaHUIO.

5.2.3. JIOKyMEeHThl OpraHu3allid W €€ [EpPBUYHbIX OOIIECTBEHHBIX OpraHu3alui
(mpo(hcOrO3HBIX, CHOPTHBHBIX U Jp.), CYLIECTBOBABIIMX /O TNPUHATUS 3aKOHOAATENbCTBA
Poccuiickoit deneparum 06 0011€CTBEHHBIX 00BEIUHEHUSAX, COCTABIIAIOT €AMHBIA apXUBHBIN (POH/T.

ApXUBHBIE JOKYMEHTBI OOLIIECTBEHHBIX OpraHu3aluii (MpoQCOI3HBIX U Jp.), CYIIECTBYIOIUX
IPU YUPEXKJIECHUSAX C MOMEHTAa PErucTpaliy 3TUX OOIECTBEHHBIX OPraHM3alMi B COOTBETCTBHUH C
3akoHoJaTenbcTBOM Poccuiickoit denepannn 06 0OLIECTBEHHBIX OOBEIUHEHUSX, MPEICTABISAIOT
co0oif camocTosiTenbHble apxuBHbIe QoHbL. [Ipu mepenaye Ha MOCTOSHHOE XpaHEHHE B apXUB OHU
MOTYT HPUCOECIUHATHCA K (OHIAM COOTBETCTBYIOIIMX YUpEXIEHHH, 00pa3ys oObeInHEHHbIE
apXUBHbIE (POH/IBI.

5.2.4. Jlena, KOTOpbIE€ BEIHUCH MOCIEAOBATENHHO B IBYX OPTaHU3AIMAX, BKIIOYAIOTCS B COCTaB
apXMBHOTO (OHJA TOI OpraHu3aluy, B KOTOPOIl OHM ObUIM 3aKOHYEHBI MPOU3BOACTBOM. B cimyuae
JMKBUAALMY OpTaHU3aIMU ¢ niepeaayeil ee pyHKIUI BHOBb CO3JaHHOM OpraHU3aliy 3aKOHUYEHHbIE
IIPOM3BOJICTBOM Ji€fla BKJIOUAIOTCA B (DOHJ JIMKBUAWPOBAHHOM OpraHU3alui, a HE3aKOHYEHHbIE
Jiena TepelaloTesl ISl OKOHYAHUS MPOM3BOJCTBOM OPraHU3AIMHU-TIPEEMHUKY W BKIIOYAIOTCSA B
dboHa mocneaHe.

5.2.5. OguH u TOT e (POH COCTABIAET TOKYMEHTHI:

OpraHU3aIMM JI0 U TOCJe €€ peopraHu3amnuu (mpeoOpa3oBaHMs), €CIIM OHAa HE TOBJICKJA 3a
co00i KOPEHHOT'0 U3MEHEHUS €€ JACATEIbHOCTH;
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OpraHM3alMiM J0 M I10CIE€ HW3MEHEHHS TEPPUTOPHAIBHBIX TpaHMIl €€ JESITEIbHOCTH,
MOJAYMHEHHOCTH, CTPYKTYPBI, IITATOB, [1I€YaTH U T.I1.;

NPEANpUATHA, OpraHu3alMii ¥ OOBEAMHEHUH, IOMEHSBIIMX TOCYJAapCTBEHHYIO (GOpMy
COOCTBEHHOCTH Ha HErOCyJapCTBEHHYIO, HO B YCTaBHOM KamHuTalleé KOTOPBIX HMeEEeTCs
npeo0Iiagaromniast 10Jsi TOCy1apCTBEHHONW COOCTBEHHOCTH;

BPEMEHHO MPEKPATUBIIEH CBOK AEATEIBHOCTh OPraHU3AllMM, a 3aTEM BOCCTAHOBJIEHHOH ¢
TEMH Ke PyHKIUAMH;

MpeANpUATHI, OpraHu3aluii 1 00bEeIMHEHUH CMEIIaHHBIX POpM COOCTBEHHOCTH, B YCTABHOM
KaruTalie KOTOPBIX UMeeTcs peo0IIaaromas 10 ToCyJapCTBEHHON COOCTBEHHOCTH.

5.2.6. JIOKyMEeHTBI OpraHoB 3aKOHOJATEIbHON M MCIOJIHUTEILHON FOCY/IapCTBEHHON BJIACTH,
npokypatrypsl u cynoB Poccuiickoii @enepauuu, cyobektoB Poccuiickoii @enepanuu, opraHos
MECTHOT'O CaMOYIIPABJICHHUSI COCTABIISIOT CAMOCTOSITENIbHbIE apXUBHbBIE (POH[IBI.

JIOKYMEHTBI POCCHUICKMX MHUHHCTEPCTB U BEIOMCTB, CO3JaHHBIX Ha 0a3ze JMKBUAWPOBAHHBIX
MuHucTepcTB U BetoMcTB CCCP, cocTaBIIsSIFOT HOBBIE apXUBHBIE (DOHIBI.

Hoxymentsl munuctepcts PCOCP u Poccuiickoit @enepaniun COCTABISIIOT, KaK IPaBUIIO,
pasHble apxuBHbIe (HOHABI. PasrpanununrtenbHas gaTa MEXIy HUMHU YCTaHABIIMBAETCS HA OCHOBE
COOTBETCTBYIOILMX 3aKOHOJIATEJIbHBIX aKTOB O KOHKPETHOM MUHUCTEPCTBE (BEIOMCTBE).

JIOKyMEHTBl OpraHOB TrOCYAApCTBEHHOW BiacTu cyOobekToB Poccuiickoit denepanuu,
JEHCTBYIOIMX Ha OCHOBE KOHCTUTYIINH, yCTaBOB CyObekTOB Poccuiickoit denepanym, COCTaBISIOT
HOBBIC apXUBHBIE (DOHBI; pa3rPaHUYUTENbHBIE JaThl MEXKIYy HUMH YCTaHABIMBAIOTCS HA OCHOBE
COOTBETCTBYIOILIETO 3aKOHOAATEIbCTBA M HOPMAaTUBHBIX akToB. Ilpm 53TOM 1OKyMEHTHI
MPEIIIeCTBYIONMX KM COBETOB HApOAHBIX JCMYTaTOB pPECHyOJIMK, KpaeBbIX, OOJACTHBIX,
ABTOHOMHBIX 00pa30BaHMil, a TaKKe€ PallOHHBIX U TOPOJCKUX COBETOB HApPOJHBIX JEMNyTaTOB J10
MOMEHTA UX JTUKBHUJIALIUU COCTABIISIIOT CAMOCTOATEIbHBIE APXUBHBIE (POH/IBI.

Pacimpenune wiamM cyXeHue IpaB OpraHU3alud, KOTOpPOE BJE€YEeT 3a CO0OW KOpEeHHOe
U3MEHEHHE €€ KOMIIETeHIMH W (PyHKIMI W CO3/laHHMe HOBOM OpraHu3aluM, BIe4eT 3a Co0oi
CO3J1aHME HOBOT'O apXMBHOTO (poHA.

5.2.7. Kaxxgomy apxuBHOMY (hOHZy, MOCTYNHMBIIEMY B apXUB OpPraHU3aLMH, PUCBAUBAETCS
Ha3BaHue W Homep (cm. m. 6.4.2.2). Ha3Banue (oHma coOTBETCTBYET O(DUIIMATHLHOMY Ha3BaHUIO
opranu3anuu-QoHI000pa3oBaTeNs.

5.2.8. O0beaHEHHBIN apXUBHBINA (HOH

5.2.8.1. O6bearHEeHHbIE apXUBHBIE (DOH]IBI MOTYT OBITH C(HOPMHUPOBAHBI U3 JOKYMEHTOB!

- OJHOPOJHBIX IO IEJIEBOMY HA3HAYEHHI0 U (QYHKIHUSAM OJHOMMEHHBIX OpraHu3alui,
JENCTBYIOIMX HA ONPEICIIEHHON TEPPUTOPUN;

- PYKOBOJSIIIIETO OpraHa ¥ MOJYMHEHHBIX €My OpraHu3aluil, IeHCTBYIOINX Ha ONPeIeIeHHON
TEPPUTOPUH;

- OpraHu3alui, CBsI3aHHBIX MEX]y CO00H 00BEKTOM JESATENbHOCTH;

- TOCJIENOBAaTENbHO  CMEHSBIIMX  ApPYyr  Jpyra oOpraHusanuif, eciau  (yHKIHMH
MPEIIECTBEHHUKOB MOJHOCTHIO WJIM YaCTUYHO NEPEIaBATUCh UX TPEEMHUKAM.

5.2.8.2. He nomyckaercs co3iaHue OOBEIUHEHHBIX apXUBHBIX (OHAOB U3 JTOKYMEHTOB
OpraHOB  IPEACTABUTEIbHOW, HCIHOJHUTENBHOM M  CcyAeOHOM rocydapCTBEHHOH  BiacTH,
npenycMorpenHblx  Koncturynmenr Poccuiickoit  @enepanuun, KoHCTUTYyHMsSIMH — pecmyOuK,
ycTaBaMu cyOBekToB Poccmiickoit ®enepamuu, a Takke W3 JOKYMEHTOB OSTHX OpPraHOB H
JOKYMEHTOB ~ M30MpaTelbHbIX KOMMCCHH 1O BbIOOpaM OpraHoB MpPEICTaBUTEIbHOH U
UCIIOJTHUTENIbHOM BJIACTH, €CIM JTO HE NPEeIyCMOTPEHO 3aKOHOJATeNbCTBOM CYyOBEKTOB
Poccuiickoit @enepanuu.

5.2.8.3. OGpa3oBanue 00BEAUHEHHBIX apXUBHBIX (DOHAOB BKJIIOYAET B ceOs mepemndpoBKy
nen  (M3MeHeHHMe HOMepoB (OHIOB, OIUCEH), COCTABICHME COOTBETCTBYIOLIMX YUETHBIX
JIOKYMEHTOB, pa3MelleHHUe TIOKYMEHTOB 00beIMHEHHOT0 (JOH/Ia B OJTHOM MECTE XPaHUJIUINA, a pu
HE0O0XO0/IMMOCTH M HOBYIO CHCTEMATH3ALIMIO e U IePeCcOCTaBlIEHUE OMHUCEH.

5.2.8.4. HazBanue 0OBEIMHEHHOTO apXWBHOTO (POHIA COCTOWT M3 OOOOIIEHHOTO HAa3BaHUS
BKJIIOYEHHBIX B HETO (DOHIOB WJIM HA3BaHUS PYKOBOJSIIEH OpraHu3anuy U 0000IEeHHOI0 Ha3BaHUs
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MMOAYMHEHHBIX €1 OPraHU3alui.

5.2.9. ApxuBHBIN (POH]T TUIHOTO MPOUCXOKICHUS

5.2.9.1. JlokymMeHTBI, MepeaaHHble BIaeiblieM (COOCTBEHHHMKOM) Ha XpaHEHHE B apXHB
OpraHMu3aIy, COCTABISIOT ApXUBHBIA (POH]I JIMYHOTO MPOUCXOXKIEHUS U NepedOHAUPOBAHUIO HE
HOJIJIEKAT.

5.2.9.2. Ha3Banue apXxuBHOTO (hOH/A JTMYHOTO MPOUCXOKICHUS COCTOUT U3 (PaMUINK, UMEHH,
OTUECTBA JIMIA, YKa3aHHs pojJia ACSITEIbHOCTH (Mpodeccruu), CIy>KeOHOTO IMOJIOKCHHSI, YUEHBIX
3BaHUM.

5.2.10. ApxuBHasi KOJUIEKIUS

5.2.10.1. ApxwuBHBIE KOJUJIEKIMM TIOCTYyHAlOT B apXWB B BHUAEC YK€ CIOXKUBIIMXCS
JOKYMEHTAIbHBIX KOMILUIEKCOB WM € OOpa3yloTCs B apXWBE W3 OTACIBHBIX Pa3pO3HEHHBIX
JIOKYMEHTOB C LI€JIbI0 CO3/1aHUS OJaroNpusATHBIX YCIOBUN Ui UX Y4€Ta U HCIOIb30BaHUSI.

5.2.10.2. B Ha3BaHUM apXHWBHOM KOJUICKIUHU O0S3aTEIHHO yKa3bIBACTCS MPHU3HAK (TIPU3HAKH)
0o0beMHEHUS JIOKYMEHTOB, a IpPU HEOOXOJUMOCTH U €€ COCTaBUTENb (IOPUIUYECKOE WU
¢du3nUeckoe IO, YIPESIKACHNE, B TOM YHCIIE apXUB OPTaHU3ALMH).

5.3. XpoHonorn4ecKue rpaHuIibl apXuBHOTO (hoHga <*>

<*> XPpOHOJIOTHYECKHUE I'PAHULIBI ApXUBHOTO (POHAA MOTYT HE COBIAJATh C KpAHHUMU JlaTaMU
JOKYMEHTOB (pOH/A, €ClIi MO KaKUM-THO0 MPUYMHAM OTCYTCTBYIOT JOKYMEHTHI HAuaJbHOTO WA
3aBEpIIAIOIIEro 3TANOB JIEATEIbHOCTH OpraHU3alluy WM €CIM B cocTaBe (oHIa HaxodsaTcs Oonee
paHHUE JOKYMEHThl (Hampumep, NepeJaHHble Ui 3aBepLUICHUS IPOU3BOJACTBOM  Ji€Na
HpPE/ILIECTBEHHUKA, MIPEJICTABICHHbIE B KaueCTBE J0KA3aTeNIbCTB JOKYMEHTBI B COCTaBE CyAE€OHO-
CJIEZICTBEHHBIX €T U Ap.). B GpoHgax TMYHOTO MPOUCXOKICHUS KpaifHie aThl JOKYMEHTOB (poHaa
MOTYT OTJIMYaThCsid OT XPOHOJIOTMYECKMX TpaHull (OoHJA 3a CYET JOKYMEHTOB, COOPaHHBIX
¢donooOpa3oBareneM, CBS3aHHBIX C OTKJIMKAaMH Ha €ro CMepTh, IPOBEJICHUEM MaMITHO-
I00MIICHHBIX MEPONPUATHI U JIp.

5.3.1. XpoHOIOrHYeCKMMHU T'paHULIaMU apXUBHOTO (DOHJIA SIBJISIOTCS:

apXuBHOTO (OHIA OpraHM3aIuu - O(UIMAIBHBIE JaThl €€ o0pa3oBaHUs (pErucTpanuu) u
JUKBU/IAINY;

00BEIMHEHHOTO apXUBHOTO (OHMA - naThl 00pa3zoBaHUs (perucrpanuu) Haubosiee paHHEH U
JUKBUAALMU Hanbosee MO3/HEH MO0 BpEMEHU AEATENbHOCTH OpPTraHU3alMi, JOKYMEHTBHI KOTOPBIX
BOIIUIA B COCTaB 00bETMHEHHOTO apXUBHOTO (hOH/IA;

apXMBHOTO (hOHJA JMYHOTO MPOUCXOXKICHUS (CEMEMHOro, poJIOBOr0) - JaThl POXKICHHUS U
cMepTH (PU3UYECKOTrO JIMIIA, YIICHOB CEMbU WM POJA.

5.3.2. XpOHOJOTMYECKUMH TpPAHMUIIAMH APXUBHON KOJUJIEKIIMM SIBJISIFOTCS JaThl CaMmoro
PaHHETO ¥ CaMOT0 MO3/IHEr0 JOKYMEHTA.

5.4. Opranuzanusi TOKyMEHTOB B MpeJiesiax apXuBHOTo oHaa

5.4.1. OcHOBHBIE TOHATHS U TpeOOBaHUS

B mpenenax apxuBHOro (hoHma y4yeTHO-KIACCU(PHUKAIMOHHON eIMHUIIEH SBISETCS eIMHUIA
XpaHeHus: JOKyMeHTOoB (cM. 1. 6.2.1). EnuHuWmel XpaHeHUs OJDKHBI OBITH  OIHMCAHBI,
CHCTEMaTH3UPOBaHbI, BHECEHBl B OMUCH M O(OPMIIEHBI B MOpSJKE, 00ECHEeYUBAIOIIEM HX YYET,
MOMCK U HUCII0JIb30BAHUE.

Enununsl xpaHeHust (nena) apXMBHOTO (OHIA CHUCTEMATH3UPYIOTCA B Ipenenax (onaa
corlacHo cxeMme cuctemaruzanuu. Cucremaruzanusi JOKYMEHTOB (OHJAa TPOBOAUTCA B
JIEJIONPOU3BOJCTBE M B apXMBE OpraHU3alMy IpU IOJArOTOBKE JOKYMEHTOB K IIepefade B
roCy/1apCTBEHHbIE apXUBBI.

5.4.2. Cxema cucteMaTH3allM JOKYMEHTOB B (hoH1e



Cxema cucTeMaTH3allUd €IWHUILl XpaHeHHs (nen) ¢oHa SBISETCS OCHOBAaHHEM IS
BHYTPEHHEH OpraHU3aliyi apXuBHOTO (hOHA M 3aKPEIISETCsl OMUCKHI0 (OMUCSIMHU) Ael hoHa.

5.4.3. I'pynnupoBka A€l U AOKYMEHTOB B COOTBETCTBHM C PA3IM4YHBIMH BapUaHTAMHU CXEMBbI
CUCTeMaTH3alllK apXUBHOTO GoHJIa

5.4.3.1. Pacnpenenenue paen BHyTpu (oHAA MO JEJICHUSM CXEMbl CHCTEMaTH3alluu
MPOBOAUTCS C YYETOM CIEAYIOIINX MPU3HAKOB:

CTPYKTYpHOTO (B COOTBETCTBHHM C NPUHAIICKHOCTHIO EAWHUI] XPAaHEHHS K CTPYKTYPHBIM
MOAPa3ICIICHUSIM ),

XPOHOJIOTUYECKOTO (110 MEPUOJaM UJIU 1aTaM, K KOTOPBIM OTHOCSITCSI IOKYMEHTBI);

(YHKIIMOHATIBHOTO, OTPACIEBOr0, TEMAaTHYECKOTr0, MPEIMETHO-BOIPOCHOTO (C y4eToM
GyHKUMH, oTpacieil W HampaBlICHHH AEATEIbHOCTH OpPraHM3allMd, TEM M BOIPOCOB, KOTOPBIX
KacaeTcs CoJepyKaHUE IOKYMEHTOB);

HOMUHAJIBHOTO (IO  JAEJONPOM3BOJACTBEHHOH (opMe - BHIaM H  Pa3HOBUIHOCTSIM
JIOKYMEHTOB);

KOPPECHOHJIEHTCKOT0 (II0 OpraHu3alysM M JIMLAM, B pe3yjbTaTe MEPENUCKU C KOTOPBIMU
00pa3oBaIUCh JOKYMEHTHI);

reorpaguueckoro (B COOTBETCTBHHM C ONPEACICHHBIMH TEPPUTOPHSIMHU, HACEICHHBIMH
NyHKTaMH U JPYTUMH TeorpadUyecKMMU HAUMEHOBAaHUSIMHU, C KOTOPBIMHU CBSI3aHO COJEp>KaHUE
JIOKYMEHTOB, UX aBTOPbI, KOPPECIIOHIEHTHI);

aBTOPCKOTO (M0 HA3BaHMSM OpraHM3aIMi Wik GaMUIHSIM JIHIL, KOTOPbIE SBIISIOTCS aBTOPaMU
JIOKYMEHTOB).

Kak mnpaBuino, eIuWHUIBI XpaHEHHUs TPYNIUPYIOTCS MOCIEIOBATEIbHO IO MPHU3HAKAM,
IIPUMEHEHHUE KOTOPBIX OKaXeTCsl HamboJjiee 11eJecO00pa3HbIM JUIsl BCEX WM OTAEIBHBIX TPYIII
JIOKYMEHTOB (OH/IA.

5.4.3.2. Coyeranue CTPYKTYPHOTO M XPOHOJOTUYECKOrO IPU3HAKOB JACT JBa BapHaHTa
CXEMBbI CHCTEMaTHU3allUN: XPOHOJIOTHYECKH-CTPYKTYPHBIN U CTPYKTYPHO-XPOHOJIOTHYECKHIA.

XPOHOJIOTMYECKU-CTPYKTYpHasi CXeMa CUCTEMAaTH3alluy IPUMEHSETCSI 10 OTHOUIEHHIO K
doHmamM JeMcTBYIOIIMX OpraHu3anuii (yuuTbiBas JajbHEWINee MOMOJHEeHHe (OHAOB) H
JIMKBUIMPOBAHHBIX OpPraHHU3alMil ¢ YacTo MeHsABLIeHcs CTpykTypoul. Ilo »stoii cxeme nena
IPYNIUPYIOTCS MpeXkJIie BCEro Mo BpEMEHM MX CO3/1aHus (rojam, meproaam), a B mpezenax Kaxaou
XPOHOJIOTUYECKOU IPYMIIBI - 10 CTPYKTYPHBIM MO/IPA3IeIEHUSM OpraHU3aliu.

CTpyKTYypHO-XPOHOJIOTHUECKAs] CXEeMa CHUCTEeMaTU3alUd MPUMEHSEeTCs 10 OTHOIIEHHIO K
¢doHIaM OpraHu3alMi, UMEBIIUX CTAOWJIBHYIO CTPYKTYpPY, HU3MEHEHHUS KOTOPOH NPOUCXOINIH
penKo 1 ObUIM HecNoKHBI. [Ipu cucTemMaTu3anuu 1o 3Toi cxeme jiena rpynmnupyroTes MPEekIe BCEro
[0 CTPYKTYPHBIM IO/IPA3JICNCHNUSIM OpPraHu3allliy, a B Mpeeaax KaxI0i CTpyKTYpHOU IpyHisl - O
BPEMEHU UX CO3/JaHUS.

5.4.3.3. XpoHonornuecku-QyHKIMOHAIbHAS WIH (PYHKIHOHAIBHO-XPOHOJIOTUYECKAs CXEMBbI
cUCTeMaTH3alluy NPUMEHSIOTCS MO0 OTHOIIEHUIO K ()OHJAM OpraHu3aluil ¢ 4acTo MEHsBILEHCS
CTPYKTYpOIl.

IIpu cucrematuszanuu Jen MO XPOHOJOTHYECKU-(DYHKIIMOHAIBHOW CXeMe UX TpYHIHMpPOBKa
IPOMCXOJUT BHauaje IO XPOHOJOTMYECKOMY TMPU3HAKY, a 3aTeM 0o QYHKUMSIM (BHIaM,
HalpaBJICHUSAM JeSITeIbHOCTH) opraHu3anuu. [Ipu 3ToM mOArpynmsl €)1 pacnoiaratoTcs ¢ y4eToM
3HaYUMOCTH (PyHKUMH opraHu3anuu (PyKOBOJCTBO, (UHAHCHUPOBAHHUE, YU€T U OTYETHOCTH U T.II.)
WY TI0 KJIacCu(UKATOPy CaMOi OopraHu3alny.

[Ipu cucremaruzanuu Jien no GyHKIHOHATIBHO-XPOHOJIOTHYECKOM cXeMe Jiesia rpyInupyoTcs
BHayasie Mo (PYHKIMSIM JeSITeTbHOCTH OPraHu3alliy, a 3aTeM 10 XPOHOJIOTHYECKOMY NPU3HAKY.

54.3.4. XpoOHOJIOrMYECKU-TEMATUYECKasd WM TEMaTUYECKH-XPOHOJIOTHYECKAst CXEMBI
CHUCTeMaTH3alluyd TMPHUMEHSIOTCS O OTHOIIEHHIO K HEOONbIIUM 1o 00beMy (oHIaM, a TakkKe
OTJIEITEHBIM apXHBHBIM KOJUICKITUSIM.

XPpOHOJOTHYECKN-HOMUHATIbHASE 1 HOMUHAJIbHO-XPOHOJIOTHYECKAsk CXeMbl TPUMEHSIOTCS, KaK
MPaBUIIO, JUIsl CUCTEMAaTH3aluu 1e7 POHI0B OeCCTPYKTYpPHBIX OpraHU3aIHid.

5.4.3.5. Ilpu BbIOOpE MPU3HAKOB IPYNIUPOBKH JeN B Mpesenax MOArpyIl, Ha3BaHHBIX B IIII.



5432 - 5434, yuurbiBaeTcs 3HAYCHHWE TOTO WJIM HWHOTO TPU3HAKA Uil OTPaKeHUs
JIENIONIPOU3BOJICTBEHHON M CMBICIIOBOM CBSI3M MEXIy JellaMH KaXkJ0ro KOHKPETHOro (oHAa U
co3zaHus Hanbosee yI00HOH! /7Sl UCTIONIB30BaHUS JOKYMEHTOB CHCTEMBI HX OPTaHU3aIHH.

5.4.3.6. JlokyMeHTBI, BONICANINE B OOBCAMHCHHBIM apXWBHBIA (DOHM, PACIOJIATarOTCs II0
3HaYMMOCTH (OHI000pa3oBaTeNeil, 0 XPOHOJIOTHH MX CO3AaHus, 1Mo andaBUTy Ha3BaHUU U T.1. B
npezenax Kaxzaoro (oHaa, BOIEAEro B 00beIMHEHHbIH apXUBHbIN (DOHJI, TPUMEHSIOTCS pa3Hble
CXEMBI CHCTEMAaTH3alluHU, BEIOOP KOTOPBIX OINPEIENSETCS XapaKTepOM JEATEIbHOCTH KOHKPETHBIX
OpraHu3aluii, cocTaBOM M 00BEMOM MX JOKYMEHTOB. {11 (pOHIOB OAHOPOIHBIX OpraHU3aLUi
UCTIONIBb3YeTCs 00IIast CXeMa CHCTeMaTH3alllu.

5.4.3.7. CucreMaru3auusi JTOKYMEHTOB KOJUICKIIMI OIpEEseTcsl TEeMAaTUKOW M COCTaBOM
JOKyMEHTOB. B mpenenax KoJIeKUMU JIOKYMEHTOB OJHOrO BHJA (Pa3HOBUAHOCTH) BO3MOKHA
IpYNIMPOBKA IO aBTOPCKOMY IPHU3HAKy C pPAacloJIOKEHUEM TIpynn B an(aBUTHOM TOpsIKE
Ha3BaHUH opraHu3auuii wim ¢pamMuianii aBTopoB. B mpenenax KoJUIEKIMU JOKYMEHTOB, CO3/1aHHON
[0 TEMaTHMYECKOMY IPU3HAKY, MOT'YT ObITb OOpa30BaHbl Ipymibl IO Oojiee OOIIMM TeMaM WU
BOIIPOCAaM, PacIOJIOKEHHBIE B MOPSAJIKE UX 3HAUUMOCTU WM XPOHOJIOTMH. BHYTpH TemMaTHuecKux
HOArPYNI TOKYMEHTBI MOT'YT OBITh OOBEIMHEHBI IO PA3IUYHBIM IPU3HAKAM, UCXOJd U3 o0beMa U
cocTaBa JOKYMEHTaIUH.

5.4.3.8. Ilpu pacnpeneneHuu iea B COOTBETCTBUM CO CXEMOH cHCTeMaTh3aluu HEOOXO0UMO
UMETh B BUAY CIIEAYIOIIEE:

Jies1a OTHOCSTCA K TOMY T'O/ly, B KOTOPOM OHM HauyaTbl UJIM B KOTOPOM IOCTYNUJIM B JaHHYIO
OpraHuM3anuio (CTpyKTYpHOE IMOApA3JeleHUe) U3 Jpyrod opraHu3anuuu (CTPYKTYpPHOIO
HOJpa3/iesIeHus);

IUIaHbI, OTYEThI, CMETHl U MaTepHaibl K HUM OTHOCATCA K TOMY rOJly, Ha KOTOPBIA WM 3a
KOTOPBIIl OHU COCTaBJIEHbI, HE3aBUCUMO OT JaThl X COCTABJICHHUS; MHOTOJICTHUE IIJIaHbI OTHOCATCS
K Ha4aJIbHOMY TOJly UX JIEHCTBUS, @ OTUETHI 3a 3TU TOAbI - K MOCJIEIHEMY I'0Jly OTYETHOT'O IEPUOJIA;

Jienia, HayaThle IPOU3BOICTBOM B OJIHOM MOpA3JeNI€HUH U NepeAaHHble Ul IPOIOJIKEHUS B
Jpyroe nojipaszesieHue, OTHOCATCS K TOMY [O/Ipa3/IeIeHNI0, B KOTOPOM OHU OBLIM 3aKOHYEHBI (TIpU
ATOM Ha3BaHUE MEPBOTrO MOJpa3/ieieHus OepeTcs B CKOOKHU M MUIIETCS Ha3BaHUE MOCJIEIHETO);

B Ipeneiax roja WM XPOHOJOIMYECKOro NepHoja Jejla PacloyiaraloTcss MO 3HAYUMOCTHU
CTPYKTYPHBIX YacTel (oHa.

5.4.4. Opranuszanus JOKyMEHTOB 10 JUYHOMY COCTaBY

54.4.1. JIOKyMEHTBl 1O JIMYHOMY COCTaBy BBIJCNAIOTCS B  OCOOYI  Tpymmy,
CUCTEMATHU3UPYIOTCSI 000COOJIEHHO U BKIIIOUAIOTCS B OTJIEIBHYIO OMKChH.

Perucrpanmonno-yueTble (opMbl JOKYMEHTOB IO JUYHOMY COCTaBY (KHUTH, >KypHaJIbI
yueTa MpUKa30B O MpHEMe, MIEPEeBO/IE, YBOIbHEHNUH, JIMYHBIX KAPTOUEK, JIMYHBIX JI€JI, COTJIAIIeHUH,
KOHTPAKTOB U JIp.) BKJIFOUAIOTCS B OMKCH JOKYMEHTOB I10 INYHOMY COCTaBY.

5.4.4.2. JluuHble nena, eciii OHU IMepelaBaliCch U3 OJHOW OpraHU3alH B JPYTYIO B CBS3H C
HEPEeBOJIOM COTPYIHHUKOB, BKIIIOYAIOTCS B JIOKYMEHTAJIbHBIN (apXMBHBIN) (DOHJ MOIYYMBIIEH HMX
OpraHu3aIiHy.

Ha nnunble nena yBOJIEHHBIX COTPYAHUKOB MOXKET COCTABIIATHCS OTIENIbHAS OIKCH.

54.43. Jlema 1no JMYHOMY COCTaBy, KakK IPaBWIO, CHCTEMaTU3UPYIOTCS IO
XPOHOJIOTUYECKOMY MpHU3HAKY. B apxuBax KpyHHBIX OpraHuM3aluil ¢ OOJBIIUM KOJHYECTBOM
pabOTHUKOB MOXET HCIIONb30BAThCSI CTPYKTYPHO-XPOHOJIOTMUYECKUN TMPUHIUI CUCTEMAaTHU3aluU
JIMYHBIX JEII.

54.44. B mpenenmax Kaxaoro roja Jeia IO JIMYHOMY COCTaBy CHCTEMATU3HMPYIOTCA IO
CTETIEHU BAXXHOCTH - TMpPHKa3bl O 3a4MCICHUU Ha ciayxOy (B yuyeOHOe 3aBeieHHE U T.1.),
NepeMeNIeHIH, YBOJIbHEHUN (OKOHYAaHUHM y4eOHOro 3aBeleHMs] U T...), JHUIEBbIE CUETa, CIUCKH,
JKypHaJIbI yueTa JIOKYMEHTOB I10 JJMYHOMY COCTaBY, IPYTrU€ PErUCTPALIMOHHO-YUYETHbIE JOKYMEHTHI,
JIMYHBIE JIeNa, TUYHbIE KAPTOUKH.

JInuHbIe 1ena ¥ TUYHBIE KAPTOUYKH YBOJIEHHBIX COTPYIHUKOB OTHOCATCS K FOJly YBOJIBHEHUS U
CUCTEMATHU3UPYIOTCS B MpeeNax Kax a0l rpymnmsl no andaButy GamMuini.



6. YUET JOKYMEHTOB B APXUNBE
6.1. O6ure TpeGoBaHUs K yUETy TOKYMEHTOB

6.1.1. Yuer 1OKyMEHTOB B apXHBE€ OpraHU3AIMH - 3TO ONpPe/IeNICHNE UX KOJIMYEeCTBA U COCTaBa
B YCTaHOBJICHHBIX €IUHHUIIAX YydeTa U ¢ukcanus (perucTpauus) HPUHAIICHKHOCTH KaKIOu
€/IMHUIIBI yUeTa K ONPEeIIEHHOMY KOMIUIEKCY U OOIIEro MX KOJIMYECTBA B YUETHBIX JOKYMEHTaX.

[Tox y4eTHBIM TOKYMEHTOM MOHHUMAETCS JOKYMEHT YCTaHOBIEHHOW (OopMbl, GUKCHUPYIOLIUI
MOCTYIUICHUE, BBIOBITHE, KOJIMYECTBO, COCTaB M COCTOSHHE apXMBHBIX JOKYMEHTOB B E€IMHHUIIAX
yuera.

VY4der NOKYMEHTOB B apXHMBE OpraHU3alMM SBJISETCS OJHUM M3 CPEICTB OOECHeueHHs uX
COXPAHHOCTH U KOHTPOJIS 32 UX HAJIUYHEM.

6.1.2. Yuery noayiexar Bce XpaHsILMECs B apXWBE OpPraHU3allMM JOKYMEHTBI, B TOM YHCIIE
HEONMCaHHbIE U HENMpO(UIbHBIC Uil TaHHOTO apXuBa, a TAK)Ke CTPAaXxOBbIe KOMUU JOKYMEHTOB,
Konuu (hOH[A MMOJIb30BaHMS (IIPY HAJTMYMH) U OIUCH JIeNl U TOKYMEHTOB.

6.1.3. ApxuB opraHu3aiuu OCYLIECTBIISIET y4eT JOKyMeHTOB ApxuBHoro ¢onna Poccuiickoit
@denepaniyi, BPEMEHHO XpAHALIUXCS B apXMBE OpraHU3allMM, B MOPSAJKE, OINpEAeICHHOM
PernamenToM rocymaapcTBeHHOro ydera JOKyMeHTOB ApxuBHoro ¢gonaa Poccuiickoit denepannu,
U IIPEJCTABIISIET yUYETHBIE CBEJCHUS B COOTBETCTBYIOIEE APXUBHOE YUPEKICHUE.

6.1.4. Yder mpou3BOAUTCS MyTeM MPUCBOCHHUS APXUBHBIM JOKYMEHTaM (eIMHHUIIAM YyuerTa,
€MHMIIAM XPaHEHUs) YUETHBIX HOMEPOB, SIBJIAIOIIMXCS YaCThIO apXUBHOTO 1K dpa.

ApxuBHblii mmdp - 0003HAYEHHE, HAHOCHUMOE Ha KXKAYI0 €IUHUILY XPAHEHUS C LEJbI0
obecrieyeHns ee ydeTa M HISHTH(UKAUWU. APXHMBHBIA MU(PpP COCTOMT U3 HOMEPOB: apXHBHOTO
donma mo cmucky (QOHIOB apxWBa OpraHu3aldd M uepe3 JApoOb 1O CHOUCKY (OHIOB
roCy/IapCTBEHHOI'O0 apXHMBa, HWCTOYHHUKOM KOMIUIEKTOBAHUS KOTOPOTO SBJISIETCSI OpraHu3alus,
APXUBHOM KOJUIEKIUH, OMICH, SAMHHIIBI XPAaHSHHUS.

Homep apxuBHOrO (poHAA MPHUCBAMBACTCS T'OCYNAPCTBEHHBIM apXHBOM TOCIE O(POPMIICHHS
MEPBOTO MOCTYIJIEHUSI JOKYMEHTOB OPraHU3allMK Ha MOCTOSTHHOE XPaHEHUE.

6.2. Equnnnsl yuera

6.2.1. OCHOBHBIMU €AMHUIIAMHU y4eTa JOKYMEHTOB HE3aBUCHUMO OT BHUJa HOCHUTENS, Cllocoba u
TEXHHUKH 3aKpeIuieHns HHPOpMalluu SBISIOTCS:

apXUBHBIA (POH, apXHUBHAS KOJUIEKIINS,

CANHUIA XPAaHCHUS.

JIOKYMEHTBI TUYHOTO MPOUCXOXKACHUS, HE MPOIIESNINEe HAYYHOTO OMUCAHUS, YUUTHIBAIOTCS,
KakK IIpaBUIo, MO0 JOKYMCHTAM U JIMCTaM.

HeoOpaboTanHble TOKYMEHTHI (POCCHINb) YUMTHIBAIOTCS M3 pacuera 150 JHCTOB B OgHOMU
YCJIOBHOM €IMHUIE XPAHEHUS.

6.2.2. Enununa xpaHeHus - (u3nuecku 00O0COOJEHHBIE JTOKYMEHT WM COBOKYIHOCTh
JIOKYMEHTOB, HMEIOIIE CAMOCTOSITEIILHOE 3HAUCHUE.

Ennnanna xpaneHus: TOKyMEHTOB Ha OyMa)KHOM OCHOBE (€710) - COBOKYIMHOCTb JOKYMEHTOB,
OT/IENbHBIN JOKYMEHT, 3aKII0OUEHHBIE B 000CO0JIEHHYIO 00JIOKKY, MaIlKy.

6.2.3. YueT [OKyMEHTOB B apXHBE OpraHU3alldd CTPOUTCS HA OCHOBE COOIIOJCHUS
IMPUHIMIIOB: NCHTpAIN3alluu, BBIpa)KeHHOI\/'I B NPpUMCHCHUHU C€AWHBIX CAWHUI] YUC€Ta, YHI/I(i)I/IKaI_[I/II/I,
OCHOBaHHOW Ha COOJIOJCHUH MPEEMCTBEHHOCTH Y4eTa apXHMBHBIX JOKYMEHTOB Ha BCEX CTaJUAX
pa6OTBI C HUMHU;, TUHAMHYHOCTH, oOecrieunBaeMoOn CBOCBPEMCHHBIM M ONCPATHUBHBIM BHCCCHHEM
W3MEHEHUH B YYETHBIE JTOKYMEHTHI WJIM COCTaBICHHEM HOBBIX YUETHBIX JOKYMEHTOB; TOJHOTHI U
JIOCTOBEPHOCTH y4eTa.

6.2.4. B apxuBe opraHuzanuud BeAeTCS  IEHTPAIM30BaHHBIA y4eT JOKYMEHTOB,
OcymeCTBHﬂeMBIﬁ CIICUAJIBHO BBIACIICHHBIM COTPYAHUKOM. HpI/I HaJIMYHUU HCCKOJIBKUX XpPaHHWJIUIIL
BEJIETCSI YU€T JOKYMEHTOB B KaXKJIOM XPaHHIIUIIIE.
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6.2.5. TTopaaok 1ocTyna K y4eTHBIM JOKYMEHTaM, a TakKe K YUeTHbIM 0a3aM JaHHBIX apXHBa
OpPraHM3alUK OINpEnesIeTcsl NMPHKa30M PYKOBOJICTBA OpraHM3alMu. Bce ydeTHble JOKYMEHTHI
apxyBa OpraHU3alMHM JOJDKHBI XPAaHUTbCA B XpaHWIWIIE (WIM CIEHUAIBHO BBIICICHHOM
MOMEIICHUH) B ceiidax WM METAJUTMYECKUX ImKadax.

6.3. CucreMa y4eTHbIX JJOKYMEHTOB apXHBa

6.3.1. CucremMa yd4eTHBIX JOKYMEHTOB apXHWBa - KOMIUIEKC B3aWMOCBSI3aHHBIX YUETHBIX
JOKYMEHTOB U 0a3 JaHHBIX, OTPAXKAIOIIUX KOJMYECTBO U COCTaB JOKYMEHTOB apXHBa OpraHU3aluu
U UX M3MEHEHHS, COCTaBHAs 4acTb CHCTEMbI T'OCYJAapPCTBEHHOTO ydeTa JOKYMEHTOB ApPXUBHOTO
¢donna Poccuiickoit denepanuu.

6.3.2. Y4er JOKYMEHTOB B apXUBE OpPraHU3alliy BEIETCS 0 OCHOBHBIM M BCIIOMOTaTEIbHBIM
y4eTHBIM JokyMmMeHTaM. CoctaB U (OpPMBI OCHOBHBIX YYETHBIX JOKYMEHTOB OIIpECIICHBI
HacToammMu [IpaBunamu u 00s3aTeNbHBI ISl KaKJIOTO apXuBa opranuszanuu. Heo6xoaumocThb
BEJICHUSI U BUJIbl BCIIOMOT'ATENIbHBIX YUETHBIX JOKYMEHTOB OIIPENEISIOTCS apXWBOM OpraHU3alluu
CaMOCTOSITENILHO.

6.3.3. OCHOBHBIMH YYETHBIMH JIOKYMEHTAMHU B apXUBE OpraHU3aLUU SIBIISIFOTCS:

KHHWTra y4yeTa MOCTYIUICHUS U BBIOBITUS JOKYMEHTOB (TpuiiokeHue 24) (s yyeTa B apXuBe
KaXJIOTO TOCTYIUICHHSI W BBIOBITHS JOKYMEHTOB, a TaK)X€ KOJMYECTBA M COCTaBa JOKYMEHTOB,
MOCTYNHBIINX Ha XpaHEHHUE U BBHIOBIBIIKX 32 OINpPENETICHHBIA XPOHOIOTHUECKUN MEePHO] BPEMEHH,
COCTOSIHUS UX ONMCAHUS);

cnucok (GouAoB (mpuioxkeHue 25) (A7 perucTpanuy NPUHATHIX HAa XPAHEHHE apXUBHBIX
(GOHIOB M apXUBHBIX KOJUIEKIMH, NPUCBOECHUS MM HOMEpPOB, ydeTa KOJIMYECTBAa U COCTaBa
ApXUBHBIX (DOH/IOB U apXUBHBIX KOJUICKIMI, HAXOSIIMXCS HA XPAHEHUU U BHIOBIBILINX );

- muct oraa (mpuitokeHue 6) (U1 yueTa B paMKax apXHBHOTO ()OH/a, apXUBHOU KOJIICKIIMH
KOJIMYECTBA M COCTaBa ONMUCEH U UX HyMepalluu, KOJTMYEeCTBA U COCTaBa JJOKYMEHTOB, COCTOSIHUS UX
OTIMCAHMS, TMHAMHUKH W3MEHEHUH M0 KaX10i omucu U QoHAy (KOJUIEKIHH) B IIeToM, (pukcanuu
U3MEHEHMUH MO KaXJoW onucH U GoHAy (KOJUIEKIMH) B LeJIoM, (UKCAIIMM U3MEHEHUH B HAa3BaHUU
donma);

omuchk aen (mpunoxenus 1, 2, 3) (ans TMOEIMHUYHOTO M CYMMapHOTO Y4YeTa €IHHUI
XPaHEHUs, 3aKPEIJICHUs TOpsAKa CUCTEMAaTH3alUul €MHULl XPAHEHUs, yueTa U3MEHEHUI B COCTaBe
U 00beMe JOKYMEHTOB, BKJIIOUEHHBIX B JJAHHYIO OMKCBH);

peecTp omuced - JUig PErUCTpallid ONUCEH €1 U JOKYMEHTOB, yuyeTa MX KOJIMYecTBa U
cocTaBa (mpuiioxxeHue 26);

MacHopT apXMBOXpaHWIMIIA (IPOU3BOIBHON (POPMBI) - JUIsi CyMMapHOro y4yera (OHIIOB U
JIOKYMEHTOB Ka)kJIOTO apXMUBOXPAaHWIIUIIA apXHBa OpraHU3aLUY;

onuch 0co00 LEeHHBIX Aen (mpuiiokenue 23) (11 MOeAMHUYHOTO M CyMMapHOTro y4yeTa 0co0o
LEHHbIX /el U JOKYMEHTOB (COCTaBIS€TCS B apXHBaX, OCYLIECTBISIOIIMX BBISBIEHHUE OCO00
LEHHBIX JIe] U TJOKYMEHTOB);

KHHATa YydeTa IMOCTYIJIEHUS M BBIOBITHS CTpaxoBoro (onna u (oHAa MOJIB30BaHUS
(mpunoxenue 27) (ans ydyera B apXUBE KaKJIOTO MOCTYIUIEHUS U BBIOBITHUS CTPaxoBOro (GoHaa u
doHna moNB30BaHMA (BEIETCS B apXWUBaX OpraHU3allfii, OCYLIECTBISIOMIUX CTPAaXxOBOE
KOIUPOBaHUE JIOKYMEHTOB));

OMHCh CTpPaxoBoro QoHma (mpuinoxenue 28) (A1 MOSIUHUYHOTO ydeTa €AMHHII XPaHEHUs
CTPaxoOBBIX KOMHUH OCO0O LIEHHBIX JOKYMEHTOB (COCTaBISIETCS B apXHBaX, OCYIIECTBIISIFOIIMX
CTPaxoBO€ KOMMPOBAaHUE 0CO00 IIEHHBIX JOKYMEHTOB));

neno GoHAa - KOMIUIEKC JOKYMEHTOB 10 UCTOopuu (oHA000pa3oBaTens u GoHa, BeIeTCs Ha
KaX/IbIif apXUBHBIN (QOH U apXUBHYIO KOJUIEKIIUIO;

JIUCT-3aBEPUTENb JIeNa - JAJIsl yueTa KOJIMYEeCTBa JIUCTOB B Jelie (MpuiioxeHue 9).

JUis  LIeHTPaJIM30BaHHOIO TOCYAApCTBEHHOIO Yyd4eTa JIOKYMEHTOB ApXUBHOro (QoHaa
Poccuiickoit denepany B apXuBe OpraHru3allii COCTABIISIOTCS CIEAYIOIINE TOKYMEHTHI:

MacropT apXMBa OpraHU3aIMM, XPAHSAIIEH yIpaBIeHYECKYI0 JOKYMEHTaluo Ha 1 gexadps ....



r. (mpunoxenue 29);

MacropT OpraHU3allu, XpaHAIeH JOKyMEeHTHl oTpacieBoro ¢onna Ha 1 nekalps .... T.
(npunoxxenue 30).

6.3.4. BcioMoraTenbHBIMU YYE€THBIMH JOKYMEHTAaMH SBIISIOTCA: KHUTH U KapTOYKHU ydera
BBIOBITHUS JIeJI, KHUTH y4eTa JIeJ 10 JINYHOMY COCTaBy, MacnopTa (GOHI0B, BHYTPEHHUE OMHCHU JIET
(mpunoxxenue 10) u T.71.

6.3.5. Yuer D/ ocymiecTBisieTcss B COOTBETCTBHM C TPEOOBAaHMAMHU U MO YYETHBIM (popmam
Hactosauux [IpaBu.

Ceenenust o kaxiao eaunune ydera O] BBoxarcs B yuetHyto BJl O/ wim B yueTHyro
kapTouky D/ (nmpunoxenue 31).

D]l y4YuTBHIBAIOTCS B COCTaBe apXWBHOTO (oHAa opraHuzanuu-GoHI000pa3oBaTeNsS IO
ONMCSIM, €IMHUIIAM Yy4eTa W eAuHMLaM XpaHeHus. MHdpopmanumonnsiii 00bemM D] yka3piBaeTcs B
Merabairax (MOaiT).

W3meHeHne KonuuyecTBa €IWHUIl XpaHEHHs W/WiIu HHPopMaloHHOro obbema O] B
pe3yJibTare Iepe3anucd Ha HOBbIE HOCHUTENIM WM KOHBEPTUPOBAaHUS (PUKCHpYETCS B akTe O
Murpanuu u nepesanucu D/ (mpunokenue 32), B HOBOW UTOTOBOM 3amuCH OINUCH, Jucte HoHAaa,
OOBSICHATEIBHOM 3aITMCKE K MAaCIOPTY apXHBa.

3a equnauny ydyera D/ mpuHUMaeTCs eIUHUIA XPAaHEHUS WM KOMIUIEKT €IUHHI] XPaHEHUS C
3anucelo  (aiima WM HECKONBKUX  (ailyioB, COCTABISIONIMX  €AMHBIA  IPOTPaMMHO-
MH(OPMALIMOHHBIA OOBEKT (TEKCT, TUMEPTEKCT, MYJIbTUMEIUWHBIN 00BEKT, 0a3a NaHHBIX, OaHK
JAHHBIX, 0a3a 3HAHMIA), a TAK)KE COMPOBOIUTENbHAS JOKYMEHTAITHS.

3a egununy xpaHenus DJ] mpuHumaercs ¢uznydecku 00OCOOJIEHHBIM HOCHUTENh (IUCKETa,
KECTKUU AUCK, KOMITAKT-AHUCK U JIp.) C COMPOBOAMTENBHOMN TOKYMEHTAIIUEH.

[Tocrynnenus D] Ha apXMBHOE XpaHEHHUE YYMTHIBAIOTCS B OOIIEH KHHUre MOCTYIUICHUS U
BBIOBITHSL JOKYMEHTOB (mpuiioxeHue 24). KoamuecTBo HOKYMEHTOB Ka)I0TrO IMOCTYIUIEHHUS WIIU
BBIOBITHS, a TaK)KE€ B ©KErOAHBIX W HAPACTAIOIIMM HTOTOM 3aIlMCAX YKA3bIBAETCS JPOOBIO: B €.
yueta/en. xp./M6. B kadecTBe BCIIOMOTaTeNbHBIX YYETHBIX JOKYMEHTOB MOTYT CO3/1aBaThCs U
UCIIOJIb30BaThCs JKypHAJI yueTa MOCTYIUIeHUS U BBIOBITUS DJ1 (mpuiioskenue 33) u KypHanl ydera
Murpamuii u nepezanuceit /1 (mpunoxenue 34).

6.4. [lopsiiok BeZeHNsI OCHOBHBIX YUYETHBIX JOKYMEHTOB

6.4.1. OcHOBaHUEM KaX/0M 3allMCU B OCHOBHBIX YUETHBIX JOKYMEHTaX SABJISETCS:

6.4.1.1. npu NOCTYIUIEHUH JOKYMEHTOB B apXUB OpPraHU3aLUu:

CIATOYHbIE ONHUCH CTPYKTYPHBIX TMOJpa3feNieHuii Ha  JOKYMEHTbl IOCTOSIHHOTO,
J0AroBpeMeHHOro (cBbime 10 jeT) XpaHeHus U 1o JIMYHOMY cOCTaBy (nmpuioxenue 12);

CBOJHAs HOMEHKJIATypa [JeJl OpraHM3allud MWJIM HOMEHKJIaTypa el CTPYKTYypHOIO
noJpasiesieHus: ¢ o(pOpMICHHOM MTOrOBOM 3aMUCBhI0 O KOJMYECTBE 3aBEJCHHBIX U 3aKOHUYEHHBIX
nen (npunoxkenus 7, 8);

aKT IpueMa-lepesadyn JOKYMEHTOB W3 [pYrod OpraHu3alud, OT IOPUAMYECKOTO HIIU
(¢u3nyeckoro JMIa, B TOM YHUCIE Ha JIENO3UTApHOE XpaHEHue (cocTaBisieTcss Mo (opme
npuioxenus 35);

6.4.1.2. mpu BHIOBITUYU TOKYMEHTOB U3 apXHBa OpraHU3aI1H:

aKT IpHeMa-Tiepeiadk JOKYMEHTOB Ha MIOCTOSIHHOE XPAHEHUE B FOCYIapCTBEHHBIN apXUB WU
apXuB JAPYroi opranu3zanuu (npunoxenune 35);

aKT BO3BpaTa JJOKYMEHTOB COOCTBEHHHKY (cocTaBisieTcs 1o popme npuinoxenus 35);

aKT O BBIACJICHUU K YHUUYTOXEHHUIO JTOKYMEHTOB, HE MOAJIEKAIIUX XPAaHEHHIO (IIPHIIOKEHHE
4);

aKT 0 HeOOHapYXEHUH IOKYMEHTOB, IIYTH PO3bICKa KOTOPBIX MCUEPIIaHbl (MpuioxkeHue 36);

aKT O HEHUCIIPABUMBIX ITOBPEKACHUAX JOKYMEHTOB (MpuiioxkeHue 37);

6.4.1.3. mo pe3ynabTaTaMm BBINOJHEHUS BHYTPUAPXMBHBIX pabOT (COCTaBIEHHUS CBOJHBIX
ONMCEH, HAy4YHOTO OMNMCAHMSI AOKYMEHTOB JIMYHOIO IPOUCXOXAEHHUS, apXUBHBIX KOJUIEKIIMMH,



COCTaBJICHUS OIUCEH 0CO00 IIEHHBIX JeT U JOKYMEHTOB, CTpaxoBoro ¢poHaa u (GoHIa moIb30BaHus,
CO3/1aHUsI OOBEAMHEHHBIX APXUBHBIX (DOHIIOB, MPOBEPKM HAINYMS U COCTOSHHUS JIOKYMEHTOB,
BBIBEPKHU YUETHBIX JIOKYMEHTOB) O()OPMIISIFOTCS:

CBOJIHAsI OIIUCH JIeJ1 IOCTOSTHHOTI'O XPaHEHHUs, J0JIrOBpeMEeHHOro (cBbime 10 s1er), 1o JIN4HOMY
cocraBy (mpuiioxxenus 1, 2, 3);

OMKCh 0CO00 IEHHBIX JeN (puiiokeHue 23);

OIUCH CTPaxoBOro GoHaa (MpuinoxeHue 28);

aKT ONMCAHUA JOKYMEHTOB JIMYHOI'O IMPOMCXOXKJIEHHS, apXUBHOM KOJUIEKLUHU (TPUIIOKEHHUE
38);

aKT 00 00pa30BaHUU 00BEAMHEHHOTO apXUBHOTO (hoHaa (mpuiokeHue 39);

aKT O TEXHMYECKHX OIIUOKaX B y4ETHBIX JOKyMeHTax (mpriioxenue 40);

aKT 00 0OHapy>KEHUU TOKYMEHTOB (HE OTHOCAILIMXCS K JTaHHOMY (DOHJY, apXHUBY, HEYUYTEHHBIX
U T.1.) (mpusioxkenue 41).

6.4.2. Knura y4era nmocTyruieHHs ¥ BHIOBITHSI JOKYMEHTOB

6.4.2.1. Kaura yuyeTta mocTymjeHHs U BBHIOBITHS JOKYMEHTOB IIpeJHa3HaueHa Ui ydeTa BcexX
TEKYLUX U UTOTOBBIX (Ha | sIHBaps Ka)kJ0ro roj1a) U3MEHEHUH B cocTaBe U o0beMe (POHI0B U Jell B
apXMB€ OpPraHM3alllM, CBSI3aHHBIX C IPUEMOM, BBIJAECIEHUEM JIEN, HE MOAJISKAIUX JaJbHEHIIEMY
XpaHEHMI0, Nepeaayeii e B rocyJapCTBEHHbIN Wi pyroil apxus. Knura yuyera nocrymieHus u
BBIOBITHS JIOKYMEHTOB CIIY’)KUT OCHOBOH JUISI COCTABJICHUS JINCTOB (DOHJIOB, ACTIOPTA apXHBA.

6.4.2.2. Kaxnoe moOCTymjieHHWE WJIM BBIOBITHE MOIYYaET CAMOCTOSITENBHBIM MOPSAKOBBIN
HOMEP.

Ecnu nmocrynieHue coCTOUT U3 TOKYMEHTOB HECKOJIBKUX (DOHJIOB, TO JaHHbIE IO KaKIOMY
donay (Ha3zBanwe (oHma, €ro HOMEp M T.J.) 3AMKHCHIBAIOTCS C HOBOW CTPOKH 32 TE€M XKeE
HOPSAKOBBIM HOMEPOM. YUeT MOCTYIJICHUS M BbIOBITUS TOKYMEHTOB B apXUBE, XpaHsIIIEM OJIUH
doHJ, BeaeTcs 1Mo JUCTy (oH/A.

ApPXUB OpraHu3alMy cO CI0KHOM CTPYKTYPOH MOXKET YUUTHIBATh B KHUT€ yUeTa MOCTYIJICHUS
U BBIOBITHS JOKYMEHTOB CaMOCTOSATENBHO IOCTYIUICHHE WJIM BBIOBITHE IOKYMEHTOB KaXKIOTO
CTPYKTYPHOTO MOJPAa3AeICHUS.

6.4.2.3. Eciu nokyMeHThl (oOHJa MOCTYNalT B apXWB BIEpBbIE, TO HoMep (¢oHAA
NPOCTaBISIETCS B KHUIE ydeTa MOCTYIUIEHUS M BBIOBITHS JIOKYMEHTOB IOCJIE HPUCBOCHHUS €My
HOMepa Mo cnucky ¢oHmoB. Ecnu mocTynuBlIME JOKYMEHTBHI SIBISIIOTCS 4YacThlo (oHIa, yxke
UMEIOILErocsl B apXuBe, TO B COOTBETCTBYIOIEH Irpade KHUTH yKa3bIBAE€TCS HOMEp, MPUCBOCHHBIN
sToMy (oHAy paHee. Ecin mocTynuiau uiaM BbIOBUIM HEOINMCAHHBIE JIOKYMEHTHI, TO B rpade 6
JienaeTcs oTMeTKa: "He onmucaHbl", a cBeieHus 006 oobveme farores B 13 u 14 rpadax.

6.4.2.4. E>xxerogHO B KHUT€ y4eTa MOCTYIUIEHUS W BBIOBITHS JOKYMEHTOB IOJABOJUTCS UTOT
KOJINYECTBA MOCTYNHUBIINX U BBIOBIBIINX 32 TOJl JOKYMEHTOB (J1€1).

6.4.3. Criucox ¢poH10B

6.4.3.1. Criucok (oOHIOB BeleTcs B apXUBE OPraHM3aLMH, XPaHALIEM JOKYMEHTHI JIByX WU
6osee hoHIOB.

6.4.3.2. ApxuBHbII (GOHA, apXuUBHAs KOJUIEKIIMS BHOCSTCA B CIUCOK (DOHJOB NpPH IEPBOM
MOCTYIVIEHUU UX JIOKYMEHTOB B apXuB opraHuzanuu. Kaxxaomy ¢hoHay npucBauBaeTcsi ouepeHon
HOMEp MO CIUCKY (POHJIOB B XPOHOJIOIMYECKOH MOCIIEI0BATEIbHOCTH ero noctyruienus. K Homepy
dboHma, ToATeKAIIEeT0 Mepeaadye Ha MOCTOSHHOE XpaHeHue, nobaBisercs (depe3 apoOb) HOMep,
IPUCBOCHHBIA COOTBETCTBYIOIIMM IOCY/IapCTBEHHBIM apXUBOM I10CIIE IEPBOM Nepeay eMy 4acTu
dbonma.

OObevHEHHOMY apXMBHOMY (OHIY, 00pa3oBaHHOMY U3 (DOHJIOB, paHEe YUYTEHHBIX
CaMOCTOSITENIbHO, ~IPHUCBAaUBaeTCsl OJAMH U3 HOMEpPOB (OHIOB, BKIIOUEHHBIX B COCTaB
00BETMHEHHOT 0.

Ecnu doupg comepkut 0cobo LEeHHBIE TOKYMEHTBHI, TO K €ro HOMEpY A00aBiseTcs MHJIEKC
"on".

6.4.3.3. B cinyuae nepemnaun poHa B ApYyroi apXxuB, BKIOUYECHUSI €T0 B COCTaB O0BEAMHEHHOTO
apxuBHOTO (OHJA WIIM BBIOBITHS BCEX JOKYMEHTOB (OHIa OCBOOOTUBIIMICS HOMEpP IPYyromy



dbonny He mpucBauBaercs, B rpadax 4 - 5 comcka gonma ("oTMeTKa O BHIOBITHH') YKa3bIBAETCS
Ha3BaHME apXHBa, B KOTOPBIM BBIOBUT (POHJ, a Takke Ha3BaHWE, HOMEpP U JaTa JOKYMEHTa, Ha
OCHOBAHUHU KOTOPOTO (POH]T BHIOBLI.

6.4.3.4. Hazpanue ¢hoHAa BHOCHTCS B CIIUCOK C TUTYJIBHOTO JIMCTA OIHUCH.

B cnyuyae m3menenust HazBaHusi (hOHIOOOpazoBarenst B CHUCKE (DOHIOB YKa3bIBACTCA: IS
JNEHCTBYIOIMX OpraHu3aluil - Ha3BaHUE, CYIIECTBYIOIIEE B MOMEHT IOCTYIUIEHHs (oHaa, i
JUKBUAMPOBAHHOW OpraHu3alMu - mocieanee Ha3BaHue. OObETUHEHHBIA apXHUBHBIN  (HOHI
BHOCHTCS 1101 0000IIIEHHBIM Ha3BaHHEM 00bEIMHEHHOT0 apXUBHOTO (OHIA.

6.4.3.5. K cnucky (GOHIOB COCTaBIISIETCS WTOTOBAas 3amuch Ha | SHBaps KaXIOro roja, B
KOTOPOM YKa3bIBalOTCSA: KOJMYECTBO MMOCTYNUBUIMX W BHIOBIBUIMX B TE€UYEHHE roja U ooiiee
KOJIMYECTBO XpaHAIMUXCs (POHIOB; KOIUIECTBO (POHIOB, COACPIKAIIMX O0COO0 IIEHHBIE TOKYMEHTHI,
U cBOOO/IHbIE HOMEPA B CIIUCKE (DOHOB, €CIIU TaKUe UMEIOTCSI.

6.4.3.6. Criucok (oHAOB MODKEH OBITh MOMMIMT (MPOIIHYPOBAH), 3aKIIOYCH B TBEPIYIO
00JI0KKY; JINCTHI IPOHYMEPOBAHBI; COCTABIICH JIUCT-3aBEPUTENb.

6.4.4. Jluct dponna

6.4.4.1. Jluct donaa coctaBigercs Ha KaxAblid (HOHM MPHU MEPBOM €ro MOCTyIUIeHUH. B HeM
YUUTBIBAIOTCS BCE TIOCTYIIJICHUS U BHIOBITHSI ONIMCAaHHBIX U HEOMMCAHHBIX TOKYMEHTOB (pOH/IA.

6.4.4.2. Homep nmucra QoHga COOTBETCTBYET HoMepy (oHAa MO CHUCKY (OHIOB apxuBa
OpraHu3alIiHu.

6.4.4.3. B rpade "Mecronaxoxaenue (hoHaa" ykaspBacTCsl Ha3BaHUE OpraHU3aIiH, B apXUBE
KOTOPOH OH XPaHUTCSI.

6.4.44. B rpade "Jlara mepBoro mnocryruieHus (onaa" ykasplBaeTcs [aTa IEpPBOTO
noctymieHuss (oHAa B JaHHBIA apxuB; Ui OOBEAUHEHHOIO apXUBHOrO (oHJa U apXHUBHOH
KOJUICKIIUH - J1aTa MepBOTo MOCTYIICHHUS WK JjaTa ero (ee) Co3AaHus B apXuBe.

6.4.4.5. B rpade "KpaiitHue matbl KaXaoro Ha3BaHUs (oHIA" yKa3bIBAIOTCS HAa4YaJIbHAs WU
KOHEYHas JaThl (PYHKUMOHUPOBAHUS OpPraHM3AlMM IOJ KaKIbIM Ha3BAaHUEM, HE3aBUCHUMO OT
HaJM4us B QOHJIE TOKYMEHTOB 32 3TOT MEPUO/I.

Jns 00beIMHEHHOTO apXUBHOTO (hoHMa, 0Opa30BaHHOIO MO OOBEKTY AEATENbHOCTH WM
MOJYMHEHHOCTH OpTaHMU3allMM, YKa3bIBAalOTCSA HayalbHAsi 1 KOHEUHas JaThl HAMMEHOBaHUs 00BEKTa
WIN PYKOBOJSILET0 opraHa, Ha 6a3e KOTOporo co3jiaH QoH.

Jis 00beqMHEHHOro apXMBHOTO (hoHAa, 0O0pa30BaHHOTO M3 JOKYMEHTOB OJIHOPOJHBIX
OpraHu3alil UM OpraHu3alui, MOCIeA0BaTeIbHO CMEHSIOMUX APYr ApYyra, yKa3blBaloTCs camast
paHHss nata 0oO0pa3oBaHUs OJHOM M3 HUX M JaTa JUKBUJAUUU mnocienHeil. Ecim opranuzanus
npojoikaeT (yHKIIMOHUPOBATh, KOHEYHAs JlaTa He POCTaBIIsIeTCS.

6.44.6. B rpade "HazBanume d¢oHma" B XpOHOJOTHYECKOW IOCIIEIOBATEIHLHOCTH
NEPEUUCISIIOTCS BCE HA3BaHUSA M IOJIBEJOMCTBEHHOCTb OpraHu3aluu-(oHmoo0pazoBaTens ¢
MOMEHTa €€ BO3SHUKHOBEHHS, BHE 3aBUCMOCTH OT HAJIUYUS JTOKYMEHTOB 33 3TOT NEPUOJ.

Jlnst 0ObeIMHEHHBIX apXUBHBIX (DOHIIOB B Ipade yka3piBaeTcsi 000011eHHOE Ha3BaHUe (PoH/a,
a 3aTeM NEepeyMCIIAIOTCS Ha3BaHUs BCEX OpraHM3aluii-poH1000pa3oBareneil, JT0KyMEHTb KOTOPbIX
BOIIUIM B COCTaB 0ObEAMHEHHOTO (POH/Ia 3a BECh MEPHOJ] UX CYILIECTBOBAHUS.

Bce mnocnenyromue wu3MEHEHHs] B Ha3BaHMM M IOJBEJOMCTBEHHOCTH OpraHM3aliu-
¢donn000pa3oBaTesss BHOCATCS B TUCT (POHJIA T10 MEpe MOCTYIJICHHUS B apXUB IOKYMEHTOB (OH[A.

6.4.4.7. B rpade "BpiObiTHe" yKa3bIiBaeTCs aKT, HA OCHOBAHUH KOTOPOTO BBIOBUTH JIOKYMEHTHI,
¥ KOJIMYECTBO BBIOBIBIIMX JOKYMEHTOB Pa3/IeIbHO 10 KaXKJOU OIMHUCH.

B rpade "Hanuune (octarok)" - KOJIMYECTBO OMHUCAHHBIX JOKYMEHTOB, OCTaBIIUXCS IOCIIE
BBIOBITHS 11O KXJI0H ONMUCH U (POHTY B IIETIOM.

KonnuecTBo €1 MOCTOSIHHOTO XpaHeHUs, 10JroBpeMeHHoro (cBbiiie 10 jer) XxpaHeHus wiu
[0 JUYHOMY COCTaBY, BKJIIOYEHHBIX B CBOJHBIE OIIMCH, COCTAaBJICHHBIE Ha OCHOBE OIMCEH
CTPYKTYPHBIX MOJIpa3/iesieHuH, yKa3bIBaeTcs B paszzene 2 "Yduer onucaHHbIX JOKYMEHTOB" B rpadax
11 - 14; a B rpadpax 6 - 9 yka3pIBaeTCsi KOJIUYECTBO BHIOBIBIIUX JI€JI, 3HAUUBLIMXCS B CIATOYHBIX
OTHCSIX.

6.4.4.8. Ecau nuct ¢oHaa 3amonHseTcst Ha IByX U Oosiee OJlaHKaxX, TO Ha TMEPBOM JIeNaeTcCs



oTMmeTKa "cM. npogoikeHue N ...", Ha mocaeayromeMm - "mpogoinkenue N ...".

6.4.4.9. Jluct ¢oHma MOXET OBITH IEPECOCTABICH TOJBKO B TOM Cllydae, €CIH OH
HEUCTIPAaBUMO TOBPEKJIEH, a TaKKe Tocle nepepadoTku (GoHma wim co3aaHus OOBEAMHEHHOTO
apXuUBHOTO (OHIa, KOTJa paHee JeiCTBOBABIIMK JUCT (POHIA MepecTaeT oTpaxaTh (paKkTHUEeCKOoe
cocrosiue u obveM Qonma. [Ipu 3Tom paHee neiicTBOBaBIIMN JHCT (OHIA TIOMEUIACTCS B JEIIO
donaa. B BepxHeMm npaBom yriy o6oux JHCTOB GoHAA AenaeTcs otMeTka "JIuct mepecocrapieH" ¢
yYKa3aHUEM JaThl IEPECOCTABICHUS, TOXKHOCTU U MOAMNKCH JIMIA, OTBETCTBEHHOI'O 32 YYeT.

6.4.4.10. JIuctel poHIOB HYMEPYIOTCS U XPaHATCSA B TOPSJIKE HOMEPOB (POHIOB M HyMEPAIHH
JUCTOB B TNAamKax ¢ KilanaHamMud. B Kaxaoil mamke CcocTaBisieTcsl Ha OTICIbHOM JIMCTE
3aBepUTENIbHAS HAMKCh.

6.4.5. Onucu nen

6.4.5.1. Onucu Jnen SABJISIIOTCS TEPBUYHBIM YYETHBIM JOKYMEHTOM JUIsl ydeTra Jiell
IIOCTOSIHHOT'0, BpeMeHHOTr 0 (cBbIlIe 10 j1eT) XpaHEeHUs U 110 JIUYHOMY COCTaBY.

6.4.5.2. OnucH COCTaBJISAIOTCA B YETHIPEX SK3EMIUISIpax. YUETHbI HOMEp IPUCBaUMBACTCS
OTIHICH TIO JTUCTY ()OHJIa B BAJIOBOM TIOPSIJIKE.

Ecnu nokymeHTsl OHIA YK€ MOCTYMalu Ha XpaHeHHe B TOCYAapCTBEHHBIN apXuB, TO HOMEP
OTIMCH COTJIACOBBIBACTCS C 3TUM aPXUBOM.

KonnuecTBo eauHuI] XpaHeHUs B OJHOW OIKCH, KaK MPaBUJIO, HE JOJHKHO TMPEBBIINIATH
YeThIpex3HauHyIo udpy - 9999. [Mocnenyromue eMHUIBI XpaHEHUS POHAA YIYUTHIBAIOTCS B HOBOU
OTKCH, KOTOPOIi MO TUCTY (OHIa TPUCBAUBAETCS HOBBIIA, CICTYIOIIUN YUYETHBIA HOMED.

[Tpu BBIOBITHH BCEX JIe] MO KaKOW-TMOO 3aKOHUYECHHOW OIMCH €€ HOMEp OPYTHM OITUCSM He
npucBanBaerca. B rpade "llpumeuanue" mpoTUB KakAoW BBIOBIBAIOLICH €IMHUIIBI XPaHEHUS
(enuHUIBI yueTa) craBUTCs mTamil "BpiObuio".

6.4.5.3. TloenuHWYHBIA YyYeT OCYIIECTBIAETCS MyTEeM 3aKpEIUICHHS 3a KaKIbIM JEJIOM
(enuHULIEN XpaHEHUsI) CAMOCTOSITEIbHOTO HOMEpA.

6.4.5.4. CymmapHblii y4yeT €l B OIUCAX JIOCTUTAETCS COCTaBICHUEM HUTOTOBOM 3alUCH K
onucsiM. B UTOroBoil 3anucu yka3biBaeTCs KOJUYECTBO €IMHUIL XpaHeHHs (u(paMu U B KPYTIIbIX
CKOOKax - MPOMHUCHIO), IEPBBIN U MOCIETHUN HOMEpa €AMHUIl XPAHEHHUS 110 OMHCH, OTOBAPUBAIOTCS
MMEIOIIHNECS] TPOMYCKH HOMEPOB, €IWHUIIBI XPaHEHUs C JUTEPHBIMA HOMEpPaMH, BBHIOBIBIIINE
€MHULbI XPaHEHUSI.

3aKOHYEHHBIE OMUCH JIeJT KOMIUIEKTYIOIUXCS M HEKOMIUICKTYIOIIUXCS (POH/IOB, COCTOSIINE
U3 TOJIOBBIX Pa3JIeNioB, JOKHBI HIMETh OOIIYI0 UTOTOBYIO 3aITUCh KO BCEH OMKCH B LIEJIOM.

Ecnu onuck cOCTOMT M3 HECKOJIBKHMX TOMOB (YacTeil), B KOHIIE KaXJ0ro Toma (4acTu)
COCTaBIISIETCS KaK WTOTOBas 3alllCh K COOTBETCTBYIOIIEMY TOMY (4YacTH), TaK W CyMMapHas
WUTOTOBAs 3aIKCh, JAaHHBIE B KOTOPOH YKa3bIBAIOTCA C HapacTaromuM utoroMm. K nmocinennemy tomy
(dyacTH) cocTaBisieTCsl OOIIasi UTOTOBas 3aMKCh KO BCEil OMUCH (KO BCEM TOMaM).

Kaxnoe wu3MeHenne oObemMa el B OINUCH, CBS3aHHOE C BBIOBITHEM, IMOCTYIUICHUEM,
o0berHEeHHeM WM pachOpMUPOBAHHEM Jell, Ha OCHOBAaHHMH COOTBETCTBYIOIIMX JTOKYMEHTOB
OTPa)KaeTCsl B UTOTOBOM 3aIMCH K OTIHCH.

6.4.5.5. Onucu gen CTPYKTYpPHBIX MOAPA3IACICHUN CIyXaT YYETHbIMH JIOKYMEHTaMHU [0
COCTaBJICHHUSI COOTBETCTBYIOIIETO TOJOBOTO pa3jiesia CBOJHON OIMKCHU JIeN MOCTOSHHOTO XpaHEHUs
opraHuzanuu, yrepxaeHus Ha OIIK COOTBETCTBYIOIIETO APXMBHOIO YUPEXKACHHS, MOCIE YEro
MOJJIeXKAT XpaHEHWI0 B Jene (oHaa 10 Tepeaadd JOKYMEHTOB 3a JTH TOAbI Ha IOCTOSTHHOE
XpaHEHHeE.

Onucu en CTPYKTYPHBIX TOJpa3/IeJICHUH M0 JTUYHOMY COCTaBY XPAHSTCS JO COTJIACOBaHUS
roJIOBOrO pasjesia CBOAHOM OMMCH JieJ OpraHu3anuu 1mo jJudyHoMy coctaBy ¢ OIIK apxuBHOro
YAPEKICHUS.

6.4.5.6. C1aTo4HbIM OMUCSM CTPYKTYPHBIX MOJPA3ACICHUI yUeTHbIE HOMEPA MPUCBAUBAIOTCS
nmo peectpy omnuceir. Homep ommcu CTpyKTypHOTO TOJpa3feieHusi COCTOUT W3 HOMepa
CTPYKTYpHOTO TOpa3eleHus] ¢ no0aBieHHeM uHAeKca "cm" (CTpYKTypHOE MOpa3leiieHHue) U
yKazaHueM uepe3 Aeduc ABYX MOCHeAHUX LU(Dp KaJeHAAPHOTO TOJa, B TEYCHHE KOTOPOTO
00pa30BaIKCh JieNa, BKIIOYCHHBIE B OIHUCH.



6.4.6. Peectp onuceit

Peectp ommceit BegeTcs B apXUBE OpraHU3aliy NMPU HATHYUU IBYX U 00JIee ONUCEH.

Omucu BHOCSTCS B PEECTp ONUCEH B XPOHOJIOTHYECKOH TOCIIEAOBATEILHOCTH —HX
HOCTYIUICHHUS, 1T0J] COOTBETCTBYIOIIUMH MOPSIIKOBBIMH HOMEPAMH.

B peectpe omucell GUKCHPYIOTCS OCHOBHBIC JIaHHBIC MO COCTAaBY KaXIOW MOCTYIHMBIICH B
apXMB OpraHU3allMy ONMWCH: HOMep (OHIA, HOMEp ONMCH, KOJIMYECTBO ONMHMCAHHBIX B HEH jed,
KOJIMYECTBO JIMCTOB B OIKCH H €€ IK3EMILISPOB.

6.4.7. leno dbouna

Jleno ¢onma Benercs Ha KaxIblii (oHA. B HEro BKIIIOYAIOTCS OKYMEHTBI, OTPayKaroIHe
UCTOPHIO oOpranu3anuu-GonmoodpasoBarens u ee (QOHAA: HCTOPHYECKas CIpaBKa, CXema
cucreMatn3anuu (GoHIa, MeToandeckre nmocobusi mo obpaboTke (oHma, crapble JUCTH (HOHIA
HoCJIe MX IIepecOCTaBIICHHS, aKThl Iepegadd Jen (OoHAa Ha ToCyJapCTBEHHOE XpaHEHHE, O
BBIACIICHMU K YHHYTOXCHHIO JOKYMCHTOB M JCII (bOHI[a, O HCHUCIIPABUMBIX TIOBPCKACHUAX
JIOKYMEHTOB 1 el (JOH/a, O IPOBEACHUH ITPOBEPOK HAIMYMUS U COCTOSIHUS 1€ U T.JI.

AKTBI U Jpyrue JIOKYMEHTHI, (UKCUpPYIOIIME H3MEHEHHs B cocTaBe M oObeme (oHfa,
BKJIIOYAIOTCSA B JIeN0 (OHIA TOJBKO C OTMETKOM O BHECEHWHM HM3MEHEHHH BO BCE Y4YETHBIC
JOKYMEHTBI apXvBa OpTaHW3allMi. AKTHI HyMEpYIOTCsS B mperenax (oHma 1Mo BHIaM aKTOB B
BAJIOBOM TOPSIZIKE.

Bce nokyMeHTHI B Jieie (OHIa pachosiararoTcsi B XpOHOJIOTHUECKON MOCIIEA0BATEIIbHOCTH X
cocraBieHus. Ha mokymeHTHl nena ¢OHAA COCTAaBISETCS BHYTPEHHSAS OIMCh, JIMCTHI Jeja
HYMEpYIOTCsI, K Jieny (hOHIa COCTAaBISCTCS 3aBepHUTENbHAs HAAMUCh. [1o Mepe momoyHeHus: GoHaa
3aBepUTEIbHAS HAANUCh U BHYTPEHHSS OMHCH IIEPECOCTABIISIOTCS.

Kaxnomy neny oHza nprcBanBaeTcss HOMEP COOTBETCTBYIONIETO GoH .

Jlena ¢poHIOB XpaHATCS B MOPS/IKE BO3pacTaHUs HOMEPOB (hOHIOB.

6.5. Yyer nen u JOKYMEHTOB, HaXOJISIINXCS
Ha JCNO3UTAPHOM XPaHECHUHU

6.5.1. Jlena u noxymeHTsl ApxuBHOro ¢onnga Poccuiickoii @enepaii, OTHECEHHBIE K
4acTHOW M HHBIM (opMaM COOCTBEHHOCTH, HaXOJAALIMECs Ha JIENO3UTApHOM XPaHEHHH,
YUUTBHIBAIOTCS] B OCHOBHBIX M BCIIOMOTaTEIbHBIX YUETHBIX JOKYMEHTaX apXKBa OpraHU3aIuu.

6.5.2. B xHure ydera MOCTYIUICHHS U BBIOBITUS JIOKYMEHTOB (mpuioxenue 24) (tp. 3)
YKa3bIBAIOTCS HOMED U JlaTa akTa nmpuema-mnepenayu e (rp. 4), COOCTBEHHHUK IOKYMEHTOB M CPOK
JeiicTBUs cornamieHus, Hanpumep, "mno 2005 roxa" (mpu BpeMEHHOM XpaHEHHM) WiIu "aeno3ut”
(6e3 ykazanus cpoka xpanenus) (rp. 10).

B crcke dhonmos (mpunnoxkenue 25) k Homepy donna nodasnsercs unaexc "J" (" denozut"),
KOTOPBI COXpaHSETCsl 32 HUM BO BCEX YUETHBIX JOKYMEHTaxX M apXMBHbBIX MIKM(pax 1en; B rpade
"IIpumedanue" crucka GOHAOB TaK)Ke YKa3bIBaIOTCS COOCTBEHHHUK JOKYMEHTOB, JaTa MOANNCAHUS
U CPOK JEMCTBUSI COTJIAIIECHUS.

6.5.3. Ecniu Ha XpaHeHue MmocTynaeT 4acTh (OHJa, JOKYMEHThl KOTOPOTrO YK€ XpaHSTCS B
apXuMBe U BKIIOYEHbI B COCTaB TocylapcTBeHHOW wactu ApxuBHOro (onaa Poccuiickoit
Ddeneparun, To 32 GOHAOM COXpaHSIETCS paHee NMPUCBOECHHBIN eMy HOMep ¢ 100aBJIeHHEM HHJIEKCa
"U" - "neno3uTapuii 4acTUYHO".

Cornamenue, 3aK1I04€HHOE C COOCTBEHHUKOM JIOKYMEHTOB, BKJIIOUaeTcs B Jeyo (oHxa.

6.5.4. IIpu ydere BBIOBITHS TOKYMEHTOB:

- eciii ()OHJ] BBIOBUT MTOTHOCTHIO B CBSI3U C UCTEYEHHEM CPOKa €TI0 XpaHEHHUsI B COOTBETCTBHH C
CorJalIeHueM, TO HOMEpP €ro He MOKET ObITh MPUCBOEH JIPYroMy (OHIY;

- €CJIH COOCTBEHHUKY BO3BPAILEHBI JTOKYMEHTHI, MMOJHOCTHIO COCTABISBIIME JAEMO3UTAPHYIO
yacTh (DOHAA, B CBS3M C UCTEYEHHEM CPOKa UX XPAHEHHUS B COOTBETCTBHH C COTJIAILIEHUEM WJIH T10
UHBIM Ipu4MHaM, To uHjaekc Y B cnmcke (OHIOB M APYrHX YUYETHBIX JOKYMEHTaX M apXUBHBIX
mudpax aen 3auepkuBaercs; B rpady "llpumeuanue” crincka GOHIOB BHOCITCS COOTBETCTBYIOLINE
CBEICHMUSIL.



KomuuectBo (1)OHI[0B n JCJI, HaxoIAmUXCd Ha [JCTIO3UTAPHOM XPAaHCHUH, YKA3bIBACTCA
OT/CTBHOW CTPOKOW B MTOTOBBIX 3aMUCSIX KHUTH ydeTa MOCTYIUICHHH IOKYMEHTOB M B CITHCKE
bOHIIOB.

B nucte ¢ponaa npu Hamuuuu B GOHIE TOKYMEHTOB JIEMO3UTAPHOTO XPAHEHUS KOJTMIECTBO MX
o (poHIy B IIEJIOM yKa3bIBaeTCs 4epe3 apoosw, Harpumep, 200/80/1.

6.6. Benenue yueTHbIX 0a3 JaHHBIX

6.6.1. Yuernsle 6a3pl nanusix (bJ) Benyrces ms:

COCTaBJICHHS B ABTOMAaTU3UPOBAHHOM PEKUME TOKYMEHTOB LIEHTPAJIM30BaHHOIO Y4€Ta;

[IOJATOTOBKM B aBTOMAaTHU3MPOBAHHOM PEXHMME PA3JIMYHOTO POAA CTATUCTUYECKUX CBEIACHMIH,
aHAJIUTUYECKUX TaOJUL, B TOM YHUCIIE O JMHAMHMKE M3MEHEHMH 00beMma, cocTaBa U COCTOSHUS
apXUBHBIX JOKYMEHTOB;

OIIEPaTUBHOIO NPEACTABICHUS CBEICHUNM O HAJIMYUU B APXUBE JOKYMEHTOB 3a ONPEACICHHBIN
OTPE30K BPEMEHU.

6.6.2. Ilepeuenp pexBH3UTOB y4yeTHbIX B/ cocraBisieTcs B COOTBETCTBUM C OCHOBHBIMHU
MOKA3aTesIMH, ONHCHIBAIOIIMMHU OOBEKT yd4era, - (OHI, €IWHWIA XPAHEHWs, €IWHUIA YydYera,
rpylnna €IWHULl XPaHEHUS, €AMHUIl Y4eTa, BKIIOUEHHBIX B OIUCh, - B TPAJULUOHHBIX YYETHBIX
JIOKYMEHTaxX.

Yyernsie bJl 1eiicTBYIOT BO B3aUMOCBS3U ¢ Apyrumu uHpopmanronusiMu b/, nmeromummucs
B apXMBE, U JIOJKHBI ObITh COBMECTHUMBI C COOTBETCTBYIOIIMMH y4eTHbIMU B/ rocynapcTBeHHBIX
apXUBOB U OPTaHOB YIIPABJICHUS aPXUBHBIM JIEJIOM.

[IpeemcTBeHHOCTh YyueTHbIX bBJ[ M TpaJWIMOHHBIX OCHOBHBIX YYETHBIX JTOKYMEHTOB
o0ecrieunBaeTcst UCI0JIb30BaHHEeM B b/l peKBU3UTOB OCHOBHBIX YUETHBIX JJOKYMEHTOB.

OO000111eHHbIE TIOKAa3aTeNU JIOKYMEHTOB ILIEHTPAIU30BAHHOIO Y4Y€Ta, a TaKKE HCXOJHbIE
HoKa3aTeau, HeoOXOAUMBbIE A MX HOJY4YeHMs, BXOIAT B YHCIO 00SA3aTENbHBIX PEKBU3UTOB
yueTHbIX b/l

6.6.3. Yuernsle b/l 3anoyHsA0TCS HA OCHOBE YUETHBIX IOKyMEHTOB apxuBa. [y obecrieueHus
eaAMHOo00pa3us 3anoJHEeHUs U BeieHus yueTHol B/l pa3pabaTbiBaeTcss HHCTPYKIIMS, ONMCHIBAIOLIAs
COJIepKaHHWEe KaXJOro pekBM3MTa M opraHuzauuio BeneHus bJI. Ilepen HagamoM paboThl
IIPOBOAMTCS 1I€JIeBast BbIBEPKA YYETHBIX JOKYMEHTOB, IIPOBEPSETCS cOAlaHCUPOBAHHOCTD YUETHBIX
JIOKYMEHTOB.

B nnanoBoM mopsake ocyiiecTBisercs paboTa 1o 3anoyiHeHuto yuetHoil B/l mo cocrosiHuio
Ha | sHBaps roja, ciaenyrOUIETO 3a OTYETHBIM. B JanbHelnIeM BeNeTcs ONEepaTUBHOE BHECEHUE
W3MEHEHUH B yYETHBIE JJOKYMEHTHI U B yu4eTHYIO b/I.

7. HAYUYHO-CITPABOYHBIN ATIITAPAT K JJIOKYMEHTAM APXVBA
7.1. Cuctema Hay4yHO-CIIPAaBOYHOTO amnmapara

7.1.1. Hayuno-cnipaBounsiii annapat (HCA) - ctpykTypupoBaHHasi COBOKYITHOCTh 3JI€EMEHTOB
ONHCAHUH TOKYMEHTOB (BTOPMYHON JOKYMEHTHOW HMH(pOpMAIMK), MPEACTABICHHBIX B Pa3IHYHBIX
BUJaX apXMBHBIX CIPAaBOYHMUKOB, 0a3ax MaHHBIX, MMPEAHA3HAUYEHHBIX Ul MOUCKAa TOKYMEHTOB U
JOKYMEHTHOM HH(pOpMaIUu.

7.1.2. Cucrema HayuHO-cripaBouHoro annapara (CHCA) k jokyMeHTaM apXuBa OpraHu3aluu
- 3TO KOMIIJIEKC B3aMMOCBSI3aHHBIX M B3aMMOJIOTIOJIHAEMBIX apXUBHBIX CIIPAaBOYHHUKOB, 0a3 TaHHBIX
0 COCTaBe U COJIEP)KaHUU JOKYMEHTOB, CO3/JaBaeMbIX Ha €AMHON HAy4HO-METOJIUYECKOW OCHOBE
JUISl IOUCKA JTOKYMEHTOB U JIOKYMEHTHON MH(OpMaIiK B 1enaX 3PPEeKTUBHOTO UCIOIb30BAHHUS.

7.1.3. CocraB CHCA apxuBOB OpraHM3ally OINPENEISIETCS BUAOM apXHWBa, COCTAaBOM H
COJIEpP)KaHUEM XPAHALIMXCSI B HEM JIOKYMEHTOB, XapakTepoM U 3ajadyaMM IIOMCKa U
MHTEHCUBHOCTBIO UCIIOJIb30BaHUS JOKYMEHTOB.

7.1.4. Onementamu CHCA apxuBa OopraHu3alviy SBJISIOTCSI OITUCH, KaTajaord, 0a3pl JaHHBIX,



BBITIOJHSAIONINE (PYHKIIMA OSTUX CIPABOYHUKOB, a TaKKe YyKaszarenw, 0030pbl JTOKYMEHTOB,
HCTOPUYECKHE CIIPaBKU K apXUBHBIM (POHJIAaM OpTraHU3allHH.

7.1.5. ApxuBHBIE CIIPaBOYHUKU OPTaHU3AIMU JIEJSITCS Ha TUIIBI 10 UX 1IEJIEBOMY Ha3HAYEHUIO:
OIKCh, KAaTaJor, yKazareib, 0030p.

ApXUBHBIE CIPABOYHUKH U 0a3bl IJaHHBIX O COCTABE U COCP)KaHUU IOKYMEHTOB OpTaHU3aIlUH
MOTYT OBITh BHYTPU(OHIOBBIMH B MEK(POHIOBBIMHU.

7.1.6. B cucreme CHCA peanusyercs NpeeMCTBEHHOCTbh YYETHO-CIPABOYHOIO aIlapara,
CO3/1aBa€MOro B JCJIONPOU3BOJICTBE M apXuBax opranuzauuii, ero cosmemeHue ¢ CHCA
roCy/1apCTBEHHBIX ApXUBOB.

[IpeemcrBenHocTh CHCA apXuBOB OpraHu3aliivii OCHOBBIBAETCS HAa €WHCTBE TPEOOBaHUHN U
IPUHIUIIOB €r0 MOCTPOSHH. DTa MPEEMCTBEHHOCTh MPEAIoaraeT 00s3aTeIbHOCTh COCTABICHHS B
JIEJIONPOU3BOJICTBE U B apXMBaxX OpraHMU3allfil onucei J1ed, JTOKYMEHTOB, KaTaJloroB, 0a3 TaHHBIX C
HEOOXOIUMBIM CIIPABOYHBIM aNMapaToM K HUM.

7.1.7. Ilpu cozmanuu u pazputuu CHCA npumensercs auddepeHInpoBaHHBIN IOIXO,
3aKJIFOYAIOIIUICS B BBIOOpE 11€7€CO00Pa3HOT0 COCTaBa APXMBHBIX CIIPABOYHHKOB M 0a3 JaHHBIX,
METOJMKHM OIMCaHUIl, COCTaBa W HAIOJIIHEHHUs CIPAaBOYHOrO armrapara K CIPaBOYHHUKAM, B
YCTaHOBJICHHH HEOOXOAUMON OYEPETHOCTH PadOT.

7.1.8. lokyMeHTHI ()OHIOB OpraHU3allii ¢ MHOTOCTOPOHHEH, MeXOTpaciaeBoi nHpopmalmein
U (OHJIOB JINYHOTO MPOUCXOKACHUS ¢ 0COO0 EHHBIMU U YHUKAJIBbHBIMU JOKYMEHTAMU IOJJIEKAT
MIEPBOOYEPETHOMY OIKCAHUIO; OMUCU JTOJKHBI OBITh CHAOXKEHBI yKa3aTeIsIMH PAa3JIMYHBIX BHJIOB;
Ha ypoBHE (DOHIA COCTABIAIOTCS WHAMBHIyalbHble  Xapakrepuctuku. K Hamboiee
nH(GOPMAaTUBHBIM (POHIAM CO3AI0TCS 0030PbI, YKa3aTeNnu K JejiaM U TOKYMEHTaM.

7.1.9. JIns GonmoB opraHuM3anuii, coaepkammx HHPOPMALHUIO MO OJHOH OTpacid WU IO
OJIHOMY HAIpPABIICHUIO NESATENBHOCTH, U (DOHAOB JIMYHOTO MPOHCXOXKIEHHUS, B COCTaBE KOTOPBIX
UMEIOTCS 0CO00 IIEHHBIE JOKYMEHTHI, OIIICH MOTYT OBITh CHa0KEHBI TOJIBKO OJTHUM yKa3aTeJeM; Ha
ypoBHE (OH]Ia MOTYT COCTABIATHCSA KaK HHJIMBUIyabHBIC, TAK U TPYIOBBIC XapaKTEPUCTHKHU.

7.1.10. K nmoxymeHTam (OHIOB OpraHM3aluii, colepKamux HHGOPMAIHIO MO0 OJHON TeMe
WJIM UMEIOIIYIO XapaKTep JOMOJHEHHUS K BBIICYKAa3aHHBIM (POHJIaM, YKa3aTelu HE COCTABIISIOTCS.

7.2. Onucu aen, JOKYMEHTOB

7.2.1. Onuch Aen, JOKYMEHTOB - apXUBHBIN CIIPABOYHUK, MPEAHA3HAYECHHBINA A1 paCKpPbITUS
COCTaBa W COJEPKaHHs E€JAWHUI] XPAaHCHHS, CJUHMIl Y4eTa, 3aKpeIUIeHHs WX CHCTEMaTHU3aluu
BHYTpH (POHJIA U UX yUeTa.

Omnuch COCTOMT U3 ONMHUCATENBHBIX CTATEH, UTOTOBOM 3amucH (cM. 1. 3.7.4), mucra-3aBepuTelis
(mpuitokeHue 9) M CrpaBOYHOTO arapaTa K OIKCH.

OOBEKTOM ONHUCAHSI B OTHCH SIBJISICTCS €IMHNIIA XPAHEHUS, SIMHALIA YIeTa.

7.2.2. OmnucarenbHas CTaThsl OMUCH BKJIIOYACT: MOPSIKOBBIH HOMEp €IUHMIIBI XPaHEHUS,
€IMHUIIBl y4eTa; JEJONPON3BOACTBEHHBI HHIIEKC WJIM CTapblii MHBEHTAPHBIH HOMEDP; 3aroJOBOK
€IMHUIIBl XPaHEHUs!, eAMHUIBI ydeTa, KpaifHie AaThl JOKYMEHTOB, KOJIMYECTBO JHCTOB B €AMHULIE
XpaHEHHS;, SI3bIK, YKa3aHWE Ha TOIMHHOCTH, KOMHMWHOCTH, CIIOCOO BOCHPOHM3BEICHUS, CTETICHb
COXPaHHOCTH JIOKyMEHTOB, BHEIIHUE 0coOeHHOCTH. OnucaTenbHas CTaThsi MOXKET OBITh JOMOJIHEHA
aHHOTAIMEH OTACTBHBIX JOKYMEHTOB (TPYIIIBI JOKYMEHTOB) €MHUIBI XPAaHSHHUS, CIMHHIIBI yIeTa.

7.2.3. B cripaBoYHBIi anmapar ONUCH BXOASAT: TUTYJbHBIA JIHCT; cojep)kaHue (OrJIaBieHue),
MPEIMCIIOBHE; CIUCOK COKpAIIeHMI; IMepeBojHble Tabuuubl mudpoB (B ciydae nepepaboTKu
OIHCH); yKa3aTelu.

Ha TuTynpHOM JHICTE ONMCH TIOMEIIAIOTCS: TIOJTHOE Ha3BaHWE apXWBa OpPTaHU3AINH, Ha3BaHHUE
¢donna, HoMep (PoHIa, HOMEp ONHKCH, Ha3BaHUE OMUCH, KpallHHE JaThl JOKYMEHTOB, BHECEHHBIX B
OITIHCH.

[IpenucnoBre MOXKET COCTABIATHCA Kak oOlee Ko BceM onucsM (oHMa, Tak U K OTJEIbHOM
onucu. Ob1Iee MpeaNCIOBUE K ONMUCSIM (POH/IA TIOMEMTACTCS B TIEPBOI OIHCH.

B npenucnosun, o61memM Ko BceM onucsM (GoHAa, N3NaralTcs: UCTopus poHa000pa3oBaTels,



uctopus (pOHAA; aHHOTAIUS COCTaBa U COJACPXKAHMS JTOKYMEHTOB (poHAA (IIPU 3TOM BBIICISIOTCS
HauOosee THUMHYHBIE TPYMIbl EAUHHUI] XpaHEHUS [0 WX BHUJAM W PA3HOBUIHOCTSAM, IO
COJIEPKAHMUIO); COCTAB CIIPABOYHOTO anmnapaTa K OIMHCSM.

[Ipu cocTaBiieHUN OTIENBHBIX MPEAUCIOBHM K KaKI0W omucu (oHAa Bce oOmIye JaHHbIE O
UCTOPUU yUpEKACHUSI-POHI000pa3oBareinsi U UCTOPUH (OHIA MOMEMIAIOTCS B TMPEIUCIOBUU K
MIepBOM OIKCH.

7.2.4. K ommucu MOTyT COCTaBIATHCA YyKazaTenun (Kak oOIIue, Tak M CIEHUAIbHBIC).
CcbulouHbIE JaHHBIE yKa3aTels K OMHCH Jal0TCi Ha IOPSAKOBbIE HOMEpa €AMHUIl XPAaHEHHUS,
eauHul yuera (cm. 1. 6.2).

7.3. Karanoru u Be1OMCTBEHHbIE KAPTOTEKU

7.3.1. Karanor - mex(OHIOBBIH apXWBHBI CIPAaBOYHHUK, B KOTOPOM HH(OpPMALUS O
COJCpXKAHUU JIOKyMEHTOB apxuBa CIrpyNIUpOBaHa [0 IpeaMeraM (TemMaM, OTpacisaM),
pAacIIONIOKEHHBIM B COOTBETCTBHM C NPUHATON U JAHHOTO KaTajora CXeMOW KiIacCH(pHKAIUu
JOKYMEHTHOM HH(pOpMaIUu.

COBOKYIHOCTb pa3INYHbIX KaTaJIOrOB COCTABJISIET CUCTEMY KAaTaJoroB apXuBa.

7.3.2. COBOKYIHOCTh pabOT IO MOATOTOBKE, CO3/aHUIO0 M BEJCHMIO KAaTalOroB Ha3bIBaeTCA
KaTaJorn3alunuen J0OKyMEHTOB.

Karajoruzanuss B apxuBaxX MOXKET IPOBOAMUTHCS KaK CaMOCTOATENbHBIM BUA PabOTHI
(TemaTudeckas pa3paboTka) M B IpoIecce IAPYTHX BHJIOB pabOT, CBSA3aHHBIX C OIMUCAaHUEM U
BBISIBICHHEM JOKYMEHTOB (IIOMYTHAs KaTaJOTU3alus).

[Tpu xaranoruzanuu npuMeHsieTcs TudGepeHIIMPOBAHHBINA MOX0, KOTOPIA 3aKITI0YAETCS: B
OIIpeNIelIEHUU OYEPETHOCTH BbIOOpA apXUBHBIX (DOHIOB, UX CTPYKTYPHBIX yacTel; oTOOpe aen U
JOKYMEHTOB U CBEIEHUNW W3 HUX; IPUMEHEHUU COOTBETCTBYIOIIMX IPUEMOB OINKUCAHUS
JOKYMEHTHOM HH(pOpMalUu.

7.3.3. Karanoruzauuss BKJIIOYAaeT CJIEAYIOIIME BUABl pabOT: COCTABIEHUE CXEMBbI
KJaccu(UKaluy, BBIIBIEHHE U OTOOp JIOKYMEHTOB, ONMCAaHME Ha KaTaJOXHbBIX KapTOUKax, MX
CUCTEMAaTH3allMsl, BEI€HUE KaTaJloroB.

7.3.4. BpiOop cxembl KiIacCU(pUKAIMU OIpPEeNsieTcs] COCTaBOM JOKYMEHTOB apxuBa U
3a/la4aMM UX UCIOJIb30BaHUS.

Cxema kiaccupuKauy JOKYMEHTHOM WHGpOpMalMM - NUCBMEHHBIM WM TpaduuecKuii
JIOKYMEHT, COJEp Kallliil mepedyeHb KiIacCu(UKAIlMOHHBIX JENEHUN KaTalora, paclojOXEHHBIX B
OINPEICIEHHON TIOCIEN0BAaTEIbHOCTH, M IPEIHA3HAYECHHBIM [UIsl PACHpElNEICHUs] CBEACHHM U3
JIOKYMEHTOB 110 3TUM JI€JICHUSIM.

7.3.5. B 3aBUCHUMOCTM OT CXEMBbl IIOCTPOCHMs KAaTaJOTW IOAPA3JEISIIOTCS Ha
CUCTEMAaTUYECKUE, TEMAaTUYECKHE, IPEIMETHbIE U UX PA3HOBUAHOCTH (MMEHHOM, reorpapuueckui,
OOBEKTHBIN).

B apxuBe opraHmsanuu, Kak IPaBWIO, COCTaBISIOTCS CUCTEMAaTUYECKHMM W HMEHHOU
KaTaJIoTu.

7.3.6. JlokymeHTHas uH(pOpMalKsg B CHUCTEMAaTHYECKOM KaTajlore KiIacCHUPUIMpyeTcs IIO0
oTpacisiM 3HaHUH M MPAKTHYECKOW AEATENbHOCTH OpPTraHU3allMM W pacrojiaraercs B JIOTHYECKOH
MOCJIE0BATEIHHOCTH.

7.3.7. B uMeHHOM KaTajiore JAOKyMEHTHass MH(popMaius kiaccuduuupyercs mo anpaBuTy
bamMunuii UL, YNOMHMHAE€MbIX B JIOKYMEHTaX WM SBISIIOIIMXCS UX aBTopamu. [lanpHeiias
CUCTEMATH3aLMsl IPOBOJIUTCS B XPOHOJIIOTMUECKOM MITN JIOTUYECKOM MOCIIEN0BATEIbHOCTH.

7.3.8. OtoOpaHHbIe ISl KaTajdoru3auuu (poHAbl U TOKYMEHTHI OMHUCHIBAIOTCS Ha KAaTaTOXKHBIX
KapTOUYKax.

OOBEKTOM OMuUCaHUs B KaTajore MOKET BBICTYNATh JAOKYMEHT (TpyIa JOKyMEHTOB, YacTh
JIOKYMEHTA), €JIMHUIAa XpaHeHHs (eIUHHIAa y4eTa), OMUCh, KOMIUIEKT, (GoHxa (rpynma ¢oHI0B),
cojepxarnire HHGOPMAIIHIO TI0 ONPEACIICHHON TeMe (BOTIPOCY).

7.3.9. B cocrtaB onucaTenbHON CTaThbU KaTajora BXOJAT: Ha3BaHUE apXUBa, MHJECKC, pyOpHKa,



noapyOpuka, aara COOBITHsS, MECTO COOBITHS, cojaep)kaHue, Homep (oHIa, Ha3zBaHue (oHna,
HOMEpa OIMCH, Jeja, JUCTOB, SI3bIK JOKYMEHTa, CIOCO0 BOCHPOM3BEACHUS, ISl KapTOYHOIO
KaTaJiora - Takke (paMHINsl COCTABUTEIS U J1aTa COCTABJICHHUS ONUCATEILHON CTAaThH.

JUis cBA3M MEXIy pas3jellaMd KaTajora Wid pa3/ie]oB Karajora C JIPYrUMH apXUBHBIMU
CIPAaBOYHMKAMU IPUMEHSETCS CUCTEMA OTCHUIOK.

7.3.10. Benenne kartanora - KOMILIEKC paOOT, oOecreynBaImuX ero GyHKIHOHUPOBaHUE, B
KOTOPBII BXOJAAT: HAy4yHO-METOoAWYecKoe olecreueHne paboThl; WHAEKCHPOBAHHE KapTOYECK;
CUCTeMAaTH3alMsl UX TI0 MHIEKCaM M pyOpHKaMm; COCTaBJICHHE OTCHIJIOYHOTO alapara K KaTaJory;
YCOBEpPILIEHCTBOBAHUE KATaJIOTa.

Hayuno-meronnueckoe oOecredeHre BKIIOYAET pa3pabOTKy METOAMYECKHX MOCOOHM 1o
KaTaJIOTU3alUHN OTIENbHBIX (POHIO0B (MIM UX TPYMIBI), padOYnX CXeM KJIacCU(UKALUU KaTaJoroB,
UX YTOYHEHHE U JOIOJIHEHUE.

WupexkcupoBanue - BEIOOP WIIM COCTABJICHUE MHIEKCA IO CXeMe KIacCu(UKalui 1 OTHECEHHUE
€ro K COOTBETCTBYIOIICH MH(OpMALIUK KaTaJI0O)KHON KapTOUKH. B IMEHHOM KaTajore KapTO4KH He
MH/IEKCUPYIOTCSI, @ pacIojararoTcs 1o an(aBury.

YcoBeplIeHCTBOBAHWE  KaTallora BKJIOYaeT B ce0s  YCOBEPIICHCTBOBAHUE  CXEMbI
KJaccu(uKauy;, TPOBEPKY CoAepX aHuid © O(OPMIICHHS Karajora; IPOBEPKY ONHCAHUHN
(penakTupoBaHuE, 0O0bEIMHEHUE OMHUCAHUN C OJAHOPOAHON HMH(pOpManuel 1Mo oAHOMY (POHIY MU
OIMCH, YTOUHEHUE UX CUCTEMAaTU3aLUN).

7.3.11. OgHUM U3 UCTOYHUKOB MOMOJHEHHUS CUCTEMbI KaTaloroB MOTYT ObITh TEMAaTUYECKUE U
IPEIMETHO-TEMAaTUUYECKUE KAapTOTEKU, KApTOTEKH IO JINYHOMY COCTaBYy Ha JIOKYMEHTbI HauboJiee
MH(OPMATUBHBIX U YaCTO UCIOJIb3yeMbIX (DOHIOB.

7.3.12. B apxuBe opraHuzaiui, Kak MPaBHJIO, CO3JAIOTCS PA3HOBUIHOCTH MPEIMETHBIX
KapToTeK (MMEHHas, reorpaduueckas) Wi XpOHOJIOTHYECKHE KAapTOTEKH, KapTOTEKU MO WCTOPUU
OpraHu3aIy.

Nmennas xaproTeka (KapToTeKa MO JIMYHOMY COCTaBy) CO3/aeTCsl AJsl MOUCKA CBEIEHUH O
TPYJOBOM CTa)ke, 3apIulaTe M JPYTUX JaHHBIX COLMAIbHO-IIPABOBOro xapakrtepa. Kaprouku
coJepxar (haMuIInIo, UMsI, OTYECTBO paOOTHHKA, CCBUIKM Ha HOMepa (OHAA, ONUCH, JIeJ, JUCTOB CO
CBeICHMSIMM O HeM. KapTouku cucTeMaTH3UpyroTcs B al(paBUTHOM MOpsAKe (pamMuwinii, a B
npenenax haMuinii - o andaBUTy UMEH U OTYECTB.

B reorpaduueckoit kaproreke HHPOPMAIMS ~ CHCTEeMATH3UpPyeTCsl 1O  ajudaBUTy
reorpaduueckux 0o0beKkToB. OCHOBY Ki1acCU(PUKAIIMN MOXKET COCTABIISITh TAK)KE aIMUHUCTPATUBHO-
TEppPUTOpUAIbHOE JeieHHue. JlalbHeWas CcucTeMaTu3anus NPOBOAUTCS B XPOHOJIOTUYECKON
IIOCJIE0BATENBHOCTH.

Kaproreka mo wucropuu opraHuzaluu CO3/4a€Tcs, Kak IpaBWIO, B apXHUBE, HMMEIOIEM
HECKOJIbKO HCTOYHMKOB KoMIUIeKTOBaHUs. OHa cojepkuT UHPOPMALMIO O CO3/aHHUH,
npeoOpa3oBaHuy, JIMKBUJAALMU OpraHM3alvi, NepearoluX JOKYMEHThl B JAHHBIH apXuB, CO
CCBUIKAMHU HA pACTIOPSAIUTEIbHbIE JOKYMEHTBI, SIBIISIOLIMECS OCHOBAHMEM JUIsl UX CO3/IaHus,
npeoOpa3oBaHus, TUKBUAALNH.

B xpoHonornueckyro KapToTeKy BKIIOYAOTCS KapTOUKHU, coeprkalue nHHOpMaIHIo O aTax
coObITH, (akTOB MIM  Jarax  JOKYMEHTOB, pACIHOJOKEHHbIE B  XPOHOJOTHYECKOU
MIOCJIE0BATENBHOCTH.

B apxuBax, XpaHAIIMX 3HAUYUTEIbHOE KOJIMYECTBO (OHIOB, COCTaBIISIETCS KapTOTeKa
Ha3BaHUi (oHnoB. Ha kaxaoe Ha3zBaHue (IepeMMEHOBaHHME) (OHIA COCTABISAETCS KapTOuykKa C
yKa3aHHEM ero HoMmepa M KpaiiHux nat. Kaprouku pacmnonaratorcs B aiaBUTHOM MOPSIKE BUIOB
OpraHu3aIum.

Heckonbko kapTOTEK OJJHOTO BHA MOTYT OOBEIMHITHCS B KaTAJIOT.

CaMOCTOATENBHO CYHIECTBYIOIINE KAapTOTEKU CBS3BIBAIOTCS C CHCTEMOW KaTaJoroB IyTEM
OTCBUIOK.

7.4. Yxazarenn



7.4.1. VYkaszarenb - apXMBHBIM CIPAaBOYHUK, NPEACTABISAIOMUNA COOOH anpaBUTHBIH,
CHUCTEMaTHUYECKUI MM COCTABICHHBIM M0 KAaKOMy-JIMOO ApYyroMy NpHU3HAKy MepeueHb Ha3BaHWUN
(HaMMEHOBaHUI) IPEAMETOB, YIOMMHAEMbIX B aDXUBHBIX JOKYMEHTAaX, C YKA3aHUEM UX ITOMCKOBBIX
JTAHHBIX.

VYkazarenu B apXWBe OPraHU3all MOTYT OBITh MEK()OHIOBBIMH, BHYTPU(POHIOBBIMHU, IO
dopMe - SJIEKTPOHHBIMH, JHMCTOBBIMH WJIM KAPTOYHBIMH, IO CTPYKType PYOpPUK - TIIIyXHMH
(mpeaMeTHbIE NMOHSTHUS M UX IIOUCKOBBIE JAaHHbIE) U AHHOTUPOBAHHBIMHU (IPEIMETHBIC MOHATHS
COIIPOBOXKIAIOTCA MOSCHEHUSIMHU), 110 TPYNIHUPOBKE MOHATUI BHYTPHU yKa3zarenel - ajapaBUTHBIMH,
CUCTEMATUYECKUMH, XPOHOJIOTMUECKUMHU.

VYKkazaTenn MOTYT COCTaBJISIThCA K 3aroJIOBKaM €JMHHULL XpaHeHus (6e3 uX MpocMoTpa) WiH K
JIOKYMEHTaM (C IPOCMOTPOM €IMHUL XPAaHEHMUS).

OCHOBHBIMU BHJAMM  yKazaTeslell SBISIOTCS: HpPEIMETHBIH (€ro pa3sHOBUIHOCTH -
TEMaTUYEeCKHi, UMEHHOM, Treorpaduueckuii), XxpoHoaoruueckuil. [1o rpynnupoBke NOHATHI BHYTpU
yKa3zaTess pa3anyaroTcs aja(paBUTHbIE, CHCTEMAaTUYECKHE U XPOHOJOTHUECKUE YKa3aTelu.

7.4.2. VYkazarenu K JOKYMEHTaM MOIYT COCTaBIISITbCS Ha JOKYMEHTbl OJHOM OIIUCH,
HECKOJIbKUX onuceil Gponna, ueiaoro GoHaa, HECKOIbKUX (HOHJIOB.

7.4.3. OnucarenbHas CTaThsi JIOOOTO BHJA YKa3aTesls COCTOUT W3 IMPEIMETHOTO IOHSTHUS
(pyOpuKHM) M TOMCKOBBIX JaHHBIX. B 3aBUCHMOCTH OT Ha3HaueHMs yKa3aTelsi pyOpHKa MOXKET ObITh:
POCTON (HE UMEET NOJIPYOPUK); CIOKHOU (MMEET MOAPYOPUKY WU ONPEAEICHUE MTOHATHS).

ITouckoBble TaHHbIE yKa3aTels K eIMHUIIAM XPAHEHUs] OJJTHOW OIMCH BKJIIOYAOT MOPSAKOBbIE
HOMEpa €IUHUI] XPAHEHUS; MOUCKOBHIE JTaHHBIE yKa3aTelas K €IUHHUIAM XPAaHEHUS HECKOJBbKUX
(OHII0B OJTHOTO apXMBa 3TH JaHHbIE JOMOJIHAIOTCS HOMEepaMu onucel, GoH10B.

7.4.4. Temaruueckuil yKa3aTelb BKJIIOYAET IMOHATHS, KOTOpBIE IPEACTABISAIOT COOOM
ucropuyeckre (aktel U sABiaeHUs. HauMeHoBaHus pyOpuUK M MOAPYOpUK B HEM HPUBOASATCS B
MMEHUTEIILHOM MaJIeXKe.

7.4.5. IlpenmeTHbIi yka3aTelb BKIIOYACT MOHITHS, PACIIONIOKEHHBIE B all()aBUTHOM MOPSIIIKE.

OOmuit npeAMETHBIN yKa3zaTelb BKIIIOUAET Pa3HOPOJAHBIE MOHATHS U MO CTPYKTYpe pyOpHK
MOYET OBITh TOJIBKO TITYXHM.

CriennanbHbIM PEAMETHBIN yKa3zaTelb BKJIIOYAET OJHOPOHBIE MOHATHS (BUIbI JOKYMEHTOB,
(amMuIMKM aBTOPOB, HA3BaHUS YUPEKACHUHN, UX CTPYKTYpPHBIX 4acTel, Ha3BaHUA OTpaciei u T.I.) U
MO3KET OBITh TJIyXUM WJIM aHHOTHPOBAHHBIM.

VmeHHOH yKkazaTesb CTpOMTCS MO ajl(aBUTHOMY NpPHU3HAKy M BKIOYAaeT (aMWINU, UMEHa,
0TyecTBa (pa3HOUTEHUs, ICEBIOHMUMBI, TIPO3BUILA, KIIMYKHN), OnorpapuuecKkue CrpaBKy.

I'eorpaduueckuii ykazaTenb BKJIIOYAeT HAMMEHOBAHUS TOCYJapCTB, AAMMHUCTPATHBHO-
TEPPUTOPUATIBHBIX €UHUI], MOPEH, PEK U JIPYTUX reorpapuuecKux MOHITHH.

Oo6o0maromue NOHATHS WM aIMUHUCTPATUBHO-TEPPUTOPUAIbHbIE HAUMEHOBAHHS BHOCSATCS
B yKazaTelsb 0e3 MOSICHEHUSI.

7.4.6. XpOHOJOTHMUYECKUI yKa3aTellb COCTOUT M3 pyOpHK, BKIIOYAIOIINX JaThl HCTOPUYECKUX
cOOBbITHM, sBIEHUN M (AKTOB WM AAThl JOKYMEHTOB, DPACIOJIOKEHHBIX B XPOHOJIOIMYECKOM
HOpsJIKE.

7.4.7. B yka3zarene npumMensiercs cuctema ooumx ("cm.") n yactHbIX ("'cM. Takxke') OTCBHUIOK,
C TIOMOIIIBIO KOTOPBIX YCTAHABIMBAETCS CBSI3b MEXAY TOXKIECTBEHHBIMU MOHATUSIMHU.

7.4.8. YkazaTtenau K apXUBHBIM CIIPaBOYHHKAM MOTYT OBITh T€X € BUJOB U UMETh Ty XKe
CTPYKTYPY, HO B TOUCKOBBIX JJAHHBIX CCBUIKU JAIOTCS Ha CTPAHMIIBI WM pa3zeibl (A1 KaTajaoroB)
CIIPaBOYHHKA.

7.5. O630pbI

7.5.1. O030p - apXWBHBIM CIPABOYHHK, BKIIOUYAIONINNA CHUCTEMATH3UPOBAHHBIE CBEICHHS O
COCTaBe U COJICPKAHUU OTAEITbHBIX KOMIUIEKCOB JOKYMEHTOB.

Bunamu 0630pa B apxuBe opraHu3aIiu SIBISIFOTCS 0030p (OHIA U TEMAaTUYECKUI 0030D.

OObexToM ommcaHus A o030pa (oHIA SABISETCS AOKYMEHT (Tpynma JOKyMEHTOB, 4acTh



JOKYMEHTa), €IUHHUIIA XpaHEHHs, eIuHHIA ydera ofHoro ¢(onma. OOBEKTOM ONHCAHUS IS
TEMaTU4ecKoro o030pa Mo JOKYMEHTaM apXuBa SBJSIETCS JOKYMEHT (IpyIia JOKYMEHTOB, 4acTh
JOKYMEHTA), eMHHIIa XpaHeHHUsI, eAMHUIIA ydyeTa ogHoro ¢onna (yactu (onnaa, rpynmns! (HOHIIOB)
apxuBa I10 ONpPeAEICHHON TeMe.

7.5.2. O630p (oHTa BKIFOYAET CHCTEMATH3MPOBAHHBIC CBEICHUS O COCTABE W COJCPKAHUU
JIOKYMEHTOB OZJHOTO (hOHAA.

7.5.3. Temarndeckuid 0030p BKIIOYAET CHCTEMATU3MPOBAHHBIC CBEICHUS O COCTaBe W
COJIepKAHNUU YaCTH JOKYMEHTOB OJHOI'0 WJIU IPYIIbI (OHAOB apXHBa MO ONPEAEICHHOHN TeMe.

7.5.4. Tlpu cocraBieHun 0030poB mpumeHsercs audepeHUPOBaHHBI  MOAXO],
3aKJII0YaroLuiics B BbIOOpe (GOHA W/WIIM TEMBbI, IPUHLIKIIA TPYIIUPOBKH UH(OPMAIIMU B OCHOBHOMN
4acTH 0030pa, MPUMEHEHUU PA3JIMYHON METOAMKH TPEICTaBICHUS MHPOPMAIUU O JTOKYMEHTax
(MHOMBMyaJbHbIE WJIM TPYNIOBbIE AHHOTALMU), PA3JIMYHOM METOJUKM OIHUCAHUSA OTIENbHBIX
BUJOB JIOKYMEHTOB, BBISBICHHH LIEJIECOOOPA3HOTO COCTaBa W CTEMEHU MOJHOTHI CIPABOYHOTO
amnmapara K 0030py.

7.5.5. O630p COCTOMT M3 COBOKYIHOCTH AaHHOTAIMH OTIENBHBIX TPYIN €IUHHI] XPaHCHHS,
€/IMHUI] y4eTa, JOKYMEHTOB M CIIPABOYHOIO arnapara.

B aHHOTamMM wW3naraeTcs CcoAEp)KaHWE TPYIIbl EAWHUI] XPaHEHHs, eIWHUI] YydeTa,
JIOKYMEHTOB, YKa3bIBAalOTCSI OCHOBHBIE Pa3HOBUIHOCTH JJOKYMEHTOB, UX aBTOPBI, XPOHOJIOTHYECKHE
paMKH, TOMJIMHHOCTh, MOWCKOBBIC JaHHbIE. B 0030pe (OHIAa TOMCKOBBIE JaHHBIE COCTOSAT W3
HOMEPOB ONMCEH, €IMHUL] XPAaHEHUS, €IMHUI] YU€eTa, JINCTOB €JUHMIIbI XPaHEHUS; B MEX(POHI0BOM
TEMaTU4ecKoM 0030pe TOMCKOBBIE JaHHBIC JOIOJHSIOTCS HOMepamMu (oHIOB. B crpaBouHBIH
anmapar 0030pa BXOZAT THUTYJbHBIM JIMCT, cojaep)kaHue (OIVIaBJICHME), MPEIUCIOBHE, CIHCOK
CoKpaleHui, ykazarenu. K Tematnaeckomy 0030py JOJKHBI OBITH COCTABIEHBI CHUCOK (POHIOB,
nHpOpMaIUs 0 KOTOPBIX COAEPIKUTCS B 0030pe, U OnOmorpadus mo teme.

B npenuciioBun kK 0030py M3/IaratoTcs CBEACHUS 110 HCTOPUH (OHI000pa30BaTEINS U UCTOPUHU
¢doHIa, CTpyKTYype 0030pa, COCTaBy CIIPABOYHOIO aIllapara.

7.5.6. B ocHOBY mocTpoeHuss 0030pa MOTrYT OBITh IOJIOKEHBI CTPYKTYPHBIH, OTpacieBOil
(yHKIIMOHANBHBIH), MpPeAMETHO-TEMAaTHYEeCKUH, reorpapuueckuii, XpOHOJOTMUYECKUI U Apyrue
NPU3HAKH.

Jns o630opa ¢oHAa JTUYHOTO MPOUCXOXKICHHMS HCHOJIb3YETCsl CXeMa CHUCTeMaTH3allH
JIOKYMEHTOB (OHJIa.

7.6. UcTtopuyeckas crnpaBka

7.6.1. B apxuBe opraHu3aiiii COCTaBJSETCS MCTOpPUYECKas CIpaBKa K apXUBHOMY (QOHIY -
JIOKYMEHT, COJIep Kall1i CBEJIeHUs 110 UCTOPUH (POHI000pazoBaTess U apXUBHOTO (poHA, KPATKYIO
XapaKTepUCTUKY COCTaBa U COJAEpPXKaHUS €ro JOKYMEHTOB U CHCTEMbl HAYYHO-CIPaBOYHOTO
anmnapara apxusa.

Hcropuueckast cripaBka COCTOUT U3 pa3JesioB: UcTOpHUs poHI000pa3oBaTels, ucropus GoHja,
XapaKTepUCTHKa TOKYMEHTOB (OHJA.

7.6.2. llepBbiii pazmen - ucropus (oHgo0OpazoBaTens - BKIIOYAET XapaKTEPUCTUKY
MCTOPUYECKUX YCIOBUI BO3HHMKHOBEHMSI OpraHM3allMM, Ha3BaHUE OpraHU3al[uU-TIPEIIECTBEHHUKA,
B XPOHOJIOTMYECKOH IIOCJIEJOBAaTEIbHOCTH BCEX pEOpraHu3aluid, B TOM YHCJIE CIEIYHOIUE
CBEJICHUS:

JIaThl CO3/aHusA, TpeoOpa3oBaHUs U JIMKBUAALMKM OpraHU3alldd CO CCBhUIKOM Ha
3aKOHOJATENbHBIE AKThI MJIU PACIOPAIUTENBHbBIE JOKYMEHThI; Ha3BaHUE OPraHU3aluN-IIPEEMHHKA;

3a/1a4¥ U QYHKIUU OpraHU3ally U UX U3MEHEHUS;

MacmTal AeATeIbHOCTH OPTaHU3aIMH, COCTaB CUCTEMBbI I10/IBE/JOMCTBEHHBIX OpraHU3aIuii;

MECTO OpPraHU3allM B CUCTEME rOCyIapCTBEHHOIO ammapara, S3KOHOMHUUYECKOH, OOIIECTBEHHO-
MIOJINTUYECKOU, KYJIbTYPHOU U APYTrOM XKU3HY,

M3MEHEHHUS B Ha3BaHUU U TIOJJYMHEHHOCTH OpraHu3alliu;

CTPYKTYypa OpraHH3alMH U €€ U3MEHEHHUS.



Jiis  o0BeNMHEHHOTO apXWMBHOTO (oOHTA MOXKET COCTABIATHCS — OOImIas  UCTOpUs
dhoHI000pa30OBATEICH.

B oTHomeHHH apXMBHOM KOJUIEKIIMM - YKa3bIBalOTCS CBEJEHUS 10 UCTOPUU €€ CO3JaHMs,
CBEJICHMSI O COCTABUTEJIE, a TAK)KE O MECTOHAXOXK/IEHUHU KOJUIEKIIUHU JI0 TOCTYIUICHUS B apXHB (eciu
OHa He ObUIa CO3/1aHa B ApXUBE).

7.6.3. Bropoii pazuen - uctopus (HoH/a - BKIIOYAET CICTYIONTUE CBEICHHUS:

JaTa IepBOro MOCTYIJICHUS JOKYMEHTOB (POH/A B apXHB, UX 00BEM U KpaliHUE JIaThI;

M3MEHEHHUS B cOCTaBe U o0beMe (oHJa M UX MPUYUHBI (IPOBEACHHUE IKCIIEPTU3BI LIEHHOCTH,
yTpaThl, HE3aJJOKYMEHTUPOBAHHBIE TIEPUOJIBI);

CTENEeHb COXPAaHHOCTHU JIOKYMEHTOB;

0cOOEHHOCTH (OPMHUPOBAHUS, ONHCAHUS M CHCTEMATU3ALUH JIOKyMEHTOB, CBEIEHUS O
HAJIMYUU TOKYMEHTOB, BBIXOAIIUX 32 XPOHOJIOTHYECKHE IPaHULIbI (POH/A;

CBEJIEHUS O HAJIMYUH JOKYMEHTOB (poHI000pazoBaTens (B TOM YHUCIIE 1O JTUYHOMY COCTaBY),
HaXOJSIIUXCS B COCTaBe APYruX (GOHI0B UM apXUBOXPAHUIIUIIL, U MECTAX X XPaHCHUS;

CBEJICHUS O HAJIMYUU JIOKYMEHTOB JPYTHX OpraHu3anuii mim jull (poHI0BbIEC BKIIOUYEHUS);

COCTaB HAyYHO-CIIPABOYHOTO ammapaTa K QOoHIY.

7.6.4. Paznen mo wucropur (OHIA COJCPKUT TAKXKE TaKHE OJJIEMEHTHI ONMUCAHMS, Kak
aHHoTauus, bubnuorpadus, nHbopMaIus 00 YCIOBUIX AOCTYIA U UCTIOJIb30BAHUS TOKYMEHTOB.

AHHOTaIMs BKJIIOYAET B ce0s1 KPaTKyr0 OOOOIIEHHYI0 XapaKTePUCTUKY COCTaBa JOKYMEHTOB
no cTpykrype ¢GoHIa M MO BUAAM JOKYMEHTOB, COJEp>KaHUS JOKYMEHTOB MO TE€MaM, BOIPOCaM,
OTPaKAIOMIMM HANpaBJICHUS JESITEIBHOCTH (POHI000pa3oBarTeis, ¢ yKa3aHHEM XPOHOJIOTUU TeM U
0003HaYeHHEeM UX reorpa@uueckux (aIMUHUCTPATUBHO-TEPPUTOPUATILHBIX ) TPAHULL.

bubnmorpadus BkitoYaeT CMCOK OMyOIMKOBAaHHBIX M HEOMTyOIMKOBAaHHBIX CIIPABOYHUKOB IO
dboHly U JOKYMEHTAIbHBIX IMyOIUKAILIUN, BBIMOJTHEHHBIX HA €r0 OCHOBE.

7.6.5. Tpermii paszen BKIOYaeT OOOOIIEHHYIO XapaKTEPUCTHKY (OHIa IO COCTaBy M
COJICP’KaHUIO JOKYMEHTOB B IIEJIOM M OTIENbHBIX TPYNI JOKYMEHTOB; CBEACHUS O HAIUYUU
JIOKYMEHTOB, BBIXOJSLINX 32 XPOHOJOTMYECKUE paMKU (poHAA, 0 HAYYHO-CIPABOYHOM amnmnapare K
dboHy, 0 BUIaX HOCUTENEH HH(OPMAIIUH.

7.6.6. BTopoii u TpeTuil pa3aenbl UCTOPUIECKON CIIPAaBKU apXUBHOM KOJIJICKIIMHM CTPOSTCS IO
AQHAJIOTMM C COOTBETCTBYIOIIMMHU pa3eflaMH HCTOPUYECKON CIpaBKH apXWBHOTO (oHJA
OpraHu3aIiHy.

7.6.7. CropaBka TOJIMUCHIBACTCS UCIOTHUTENIEM U 3aBEAYIOIIUM apXWBOM  (JIUIIOM,
OTBETCTBEHHBIM 32 apXUB).

Hcropuueckas cnipaBka Me4aTaeTcs B YETHIPEX IK3EMIUISIpax: TPHU SK3EMIUIpa MepeaaroTcs B
roCy/IapCTBEHHBIN apXUB MpU MEPBOM Mepeaaye JOKYMEHTOB (OH/Ia; OAUH XpaHUTCA B jeie (oHa
B apXMBE OpraHHU3aIIH.

7.6.8. Hcropuueckas chnpaBka JOIOJIHAETCS MpU MONOJHEHHMH (oHAa wWin B ciaydyae
peopraHu3alny, U3MEHEHUs. CTPYKTYphl U (QpyHKIMI opranu3anuu. Mcropuueckas crpaBka (4acTh
€e) MPEeJICTABIISAETCSA B TOCYIaPCTBEHHBIN apXUB BMECTE C KaXkJI0W 3aKOHYCHHOU OMHUCKIO.

7.7. ABTOMaTU3MPOBAaHHBIN HAyYHO-CIPABOYHBIN
amnrmapar apxuBa

7.7.1.  ABTOMaTM3MpPOBAHHBI HAy4yHO-CIIPABOYHBIN ammapar apxuBa - KOMIUIEKC
AIIEKTPOHHBIX CHPABOYHUKOB (0a3a JaHHBIX OMHCAHUNA JIOKYMEHTOB), IpEIHA3HAUYEHHBIX JUIS
3 PEKTUBHOTO MTOMCKA APXUBHBIX IOKYyMEHTOB U MH(OpMAIUH.

7.7.2. ABromarusupoBaHHbli HCA Moxer Oa3zupoBarbcsi Ha HWH(OPMALMOHHO-TIOMCKOBON
CUCTEME, CO3JaBacMOl B TEKYLIEM JEJIONPOU3BOJICTBE OpraHU3alMU, W INPEXKIE BCErO TAaKUX €€
AJIEMEHTaX, KaK JJIEKTPOHHbIE CIPaBOYHBIE KapTOTEKH, HOMEHKIATYphl J€J, KJIacCU(pUKATOPbI
(KOppEeCOHAEHTOB, CTPYKTYPHBIX MOApa3Ie/ieH!, Ha3BaHUI BUIOB JOKYMEHTOB U JIp.).

OCHOBHBIMU  TOJSIMH ~ JJIEKTPOHHOW  pErucTpalmoHHO-KOHTposibHOM  kapTouku (PKK)
ABIIAIOTCA: aBTOpP (KOPPECHOHJEHT), HAa3BaHUE BHUJA JOKYMEHTa, JaTa, HHJEKC JIOKyMEHTa,



3arojIOBOK (KpaTKO€ COJEepXaHUE), PE30JIONHs, CPOK HCIOJHEHHS, OTMETKa 00 HCIOIHEHUH,
aApXHUBHBIA mUDP.

[Touck nHpoOpMaAIUK O JOKYMEHTE MOXKET OCYIIECTBIATLCA Kak 1Mo ogHomy moito PKK, Tak u
110 KOMOMHAIMK MOJIeH.

7.7.3. Ilone PKK "Homep nena mo HOMeHKIAType" SBIISETCS CBS3YIOUIMM IOMCKOBBIM
PEKBU3UTOM IIpH Mepexojie OT MOMCKa MHPOPMALUK HAa YPOBHE JIOKYMEHTa K IOMCKY Ha ypOBHE
Jena.

IIpy Hamuuuu DJIEKTPOHHOM HOMEHKIATYPHl J€1 B aBTOMAaTU3UPOBAaHHOM PEKHUME
OCYILIECTBJISIETCS CIIMCAHUE JOKYMEHTOB B JIEJIO Y U3BJICUEHUE JOKYMEHTOB U3 JIEA.

Ecnu nonb3oBarens OCyIIECTBIAET NOUCK HMHGOpPMALMKM IO HOMEHKJIAType [1ell, a eMy
TpeOyeTcs NepedTH K KOHKPETHOMY JOKYMEHTY, aBTOMAaTHYECKM MOTYT CO3JaBaThCsl NEPEYHU
JOKYMEHTOB, BOLIEIIIUX B JI€A.

OCHOBHBIMM ITOMCKOBBIMU PEKBU3UTAMM HOMEHKJIATYpbl [J€J SIBISIFOTCS: HWHAEKC Jena,
3aroJIoBOK jefna (TOMa, 4acTH), KOJIMYECTBO el (TOMOB, 4acTeil), CPOK XpaHEHHs M CTaThsl IO
IIEPEYHIO.

7.7.4. Ha ocHOBE D>JIEKTPOHHOM HOMEHKJIATyphl J€l1 B aBTOMAaTHU3UPOBAHHOM pEXUME
ocymectBisiercst popmupoBanue onwmceid aen. [Ipu stom "dunbrpom" mms orbopa mHboOpManuu
SBJISIOTCSI CPOKM XPAaHEHHsI IOKyMEHTOB (IIOCTOSIHHOTO, BpeMeHHoro (cBblie 10 jeT) xpaHeHus, 1no
JUYHOMY COCTaBY).

B snexTpoHHON omMcu conepkaTcs PEKBU3MTHI OMMCaHUS MHGOpPMalMUM Ha YpOBHE Jeja.
OO0s3aTeNnbHBIMU PEKBU3UTAMU OIMCAHMSI SIBJISIOTCS: MOPSAIKOBBIM HOMEp 3amucu (HOMep nena),
UHJEKC Jiela, 3arojioBOK Jiefla, yKa3aHMe Ha IOJUIMHHOCTh (KONMMHOCTB), KpaillHMe JaaThl
JIOKYMEHTOB, KOJIMYECTBO JINCTOB B JI€JI€, aHHOTALIMUSI IOKYMEHTOB.

COBOKYIHOCTb 3JIEKTPOHHBIX OIMCEN AaeT MH(OPMAIHIO O POHIE B LIEJIOM.

7.7.5. Onextponnsle PKK sBistoTCst OCHOBOM U1 CO3aHKsI aBTOMAaTU3MPOBAHHOTO KaTaJIora.

Ecnmu B TpaguuuonHom HCA Buabl M pa3sHOBHJIHOCTH KaTajloroB (CHCTEMAaTHUYECKUH,
TEMAaTUYECKH, UMEHHOH, 10 HWCTOPUHU YUPEKIEHUH W JIp.) CBSI3aHBI MEXIY €000 cHCTEeMOi
OTCBUJIOK, TO B AaBTOMAaTU3UPOBAHHOM pexuMme (OpMHUPYETCs OJIUH AJIEKTPOHHBIA KaTaJor,
CoJIeprKallliil onucaHue Ha ypOBHE JOKYMEHTa WM Jena.

Karanor cHa0xaeTcs KJIIOYEBBIMU CJIOBaMH, OTP@KAIOIIMMU TeMy, Treorpapudeckoe
Ha3BaHMe, NepcoHanuu U T.1. lIpegycMoTpeHHas B KaTajore cxema Kiaccu(UKaUu MO3BOJSET
OTHECTH JOKYMEHT K OJHOW WIM HecKodbKuM pyOpukaMm. Ilouck uHpopmanuum mo cxeme
KJIaCCU(UKALMU MO3BOJISIET UCIOIb30BaTh AIEKTPOHHBINM KaTajlor KaKk CHUCTEMaTHYECKHUH, KaTajor
10 reorpagpuuecKuM Ha3BaHUAM - Kak reorpauueckuii v T.J1.

[Ipn oTCyTCTBMM B OpraHu3aluyd aBTOMaTU3UPOBAHHOW CHCTEMBbl PETUCTPALlUU JTOKYMEHTOB
co3ziaeTcs 6a3a JaHHBIX ONMCAHUN HA YpOBHE JOKYMEHTA (3JIEKTPOHHBIHM KaTanor).

OCHOBHBIMU PEKBU3UTaMH ONMCAHHWH B 3JIEKTPOHHOM KaTaJjlore SIBJISIFOTCS: MHJIEKC, pyOpHKa,
noapyOpHKa, 1aTa COObITHSI, MECTO COOBITHS, COJiepKaHue, Ha3BaHUe (poHIa, HoMep GoHAA, HOMEp
ONMCHU, HOMEp Jiesla, HOMEep JHcTa. PeKBU3UTHL: Ha3BaHUE (QoHJA, HOMEp (OHAA, HOMEpP OMHCH,
HOMEp Jiesla, HOMEp JIMCTa COAEpIKaT YUEeTHbIE XapaKTEPUCTUKU U MOTYT TPaHC(HOPMHPOBATHCS U3
YYETHOW aBTOMAaTU3UPOBAHHOU CHCTEMBI.

7.7.6. ABTOMaTU3MpPOBAHHBIN HAy4YHO-CIIPABOYHBIN anmapar IpeloCTaBIIsAeT M0 CPAaBHEHUIO C
tpanuunoHHbiM HCA Oosiee mupokre BO3MOXKHOCTH ONEPATUBHOIO MU MHOTOACIIEKTHOIO MOUCKa
apxuBHbIX JOKyMEHTOB. @DyHkiuun HCA BBINONHSAIOTCS € TOMOLIBIO IPOLELYp IOMCKA
uH(pOpMalnH, IPEJICTABICHUS PE3yIbTaTOB MOKMCKA JJIsl SKPAaHHOTO MPOCMOTpa WK B BUAE (ailioB
U pacreyaTok, JOpMHPOBAHUS TEKCTOB CIIPABOYHUKOB.

KitoueBble cnoBa, xapakTepusyrolue oOBbEKT OMMCAaHHUSA, BBOJSATCS B CHUCTEMY B Ipoliecce
ONMCAaHMA WM IOClIe ero 3aBeplieHus. KiroueBble cioBa AAOT IOJB30BATENI0 BO3MOXXHOCTH
ObIcTpOro noucka UH(Gopmanuu Ha ypoBHe (hoHAA, OMHICH, JeIa, JOKYMEHTA.

[Touck uH(OpMAIUK O MOJHOTEKCTOBBIM 0a3aM JAaHHBIX, BKJIIOYAIOLIMM IOJHBIE TEKCTHI
MaTepuaioB (apXUBHbIE JTOKYMEHTBI, XypHAJIbHbIE CTaThbH, KHUTH, 3aKOHOJATEIbHBIE AaKThl),
npeaycMaTpuBaeT odpalleHue MoIb30BaTels Mpekae Bcero K pedepary (BBeIEHHIO) U 3ar0JIOBKaM



pa3zienoB JOKYMEHTa C TepexoaoM, IpH HEOOXOJUMOCTH, K COOTBETCTBYIOIIEMY TEKCTY.
[Tonp3oBarento mpu HEOOXOAMMOCTH IPEAOCTABISACTCA ONEpaTHBHAS BO3MOXHOCTb IOJTY4EHUS
KOIIMU MOJHOI'0 TEKCTA JTI0KYMEHTA.

ITouck wuHGOpPMALMU MO MOJHOTEKCTOBBIM JOKYMEHTaM MOXET OCYLIECTBIATHCS 110
JECKpPUNTOpaM, KOTOpble BBIOMpAIOTCS M3 IE€YaTHBIX BEpCH  Te3aypyca, WIM IO
KJIacCU(PUMKALMOHHBIM HHJIEKCaM, a TAKXKE T10 CJIOBaM €CTECTBEHHOIO S3bIKa U3 TEKCTa JIOKYMEHTA.

7.77.7. JIOKYMEHTBI, IOJJIEXAIlUe Iepeladye Ha IIOCTOSHHOE XpaHEHUE, IEepPEelaroTCs B
roCyIapCTBEHHBIN apXUB BMecTe ¢ aBTomMaTtu3npoBanHbiM HCA.

Hannune o0s3aTenbHBIX PEKBU3UTOB B CTPYKTYpe 0a3 JaHHBIX aBTOMaTH3upoBaHHOro HCA u
IpefocTaBlieHue MHPOPMALUMU 10 3THM DPEKBU3UTAM B 3JIEKTPOHHOM (¢opmare obecreuuBaeT
coBmectTuMocTh b/l apxuBa opranuzanuu u aBromarusupoBaHHoro HCA rocynapcTBEHHOTO WU
MYHUIUIAIBLHOIO apXHBa.

8. UCIIOJIb3OBAHUE JOKYMEHTOB APXNBA
8.1. IlonsiTHe ncnoyb30BaHUs JOKYMEHTOB apXHUBa

8.1.1. HMcnonb3oBaHuE apXUBHBIX JIOKYMEHTOB - IpHUMEHEHHEe HH(POPMALUU apXUBHBIX
JOKYMEHTOB B KYJIBTYPHBIX, HAYYHBIX, TOJTUTHYECKHX, SKOHOMHUYECKUX HEJSAX U Ui 00eCTIeUCHHUs
3aKOHHBIX IIPAB U NHTEPECOB I'PakJaH.

8.1.2. JIOKyMEHThl apXMBOB OpraHU3alUi SIBISIFOTCS OTKPBITBIMU JJIsl HCIIOJIb30BaHUS
apXMBOM U IOJb30BaTeIsIMU. VICKiIroueHHe COCTaBiseT JOKYMEHTHpPOBaHHAs HWHQopManus,
OTHECEHHAas 3aKOHOIaTEIbHBIMU AKTaMU K KaTErOPUU OTPAaHUYEHHOIO JIOCTYIIA.

[Mopsmox wucnonb3oBaHusi JOKyMeHTOB ApxuBHOro ¢onga Poccuiickoit @enepanuu,
HaxOJAIIMXCA Ha BPEMEHHOM XPAaHEHWH B OpPraHHU3alusaX, OINpPEAeIIeTCs MMM Ha OCHOBE
HacToAwux [Ipasui.

8.1.3. OcHOBHBIMHU (hOpPMAMU HCIIOIB30BAHUS JOKYMEHTOB apXHBa SBIISIOTCS:

MH(POPMHUPOBAHUE PYKOBOJACTBA M CTPYKTYPHBIX IOJpAa3/eieHUN OpraHu3alMu, a TakKxke
JIPYTUX OpraHU3ali 0 HATMYMM B apXUBAX T€X WJIM UHBIX JOKYMEHTOB U UX COJEpKAHUH;

WCIIOJIHEHUE 3aIPOCOB IPAXKIAH U OpraHU3aluil COLMAIIbHO-TIPABOBOT0O XapaKTepa;

HCI0JIb30BaHUE JOKYMEHTOB B CPE/ICTBAX MacCOBOM MH(OpMaIHH;

MOJIrOTOBKA NH(OPMAIIMOHHBIX MEPONIPUATHUIA: BBICTABOK, KOH(PEPEHIIMHA U JIp.;

BbIJ1aya JIOKYMEHTOB JUIsl paOOThI B YUTAJILHOM 3aJI€ apXUBa;

BbIJ]a4a JJOKYMEHTOB BO BPEMEHHOE I10JIb30BaHUE.

8.1.4. HudopmupoBaHue U HUCHOJHEHUE 3alpOCOB PYKOBOAUTENIEH OpraHu3alud MU
CTPYKTYPHBIX TOJpAa3l€ICHUI, a TaKKe IPYrMX OpraHMU3alMi OCYILECTBISETCS apXUBOM IO
OTIpe/IeIEHHON TeMaTHKe I10 3alpocCy WIM B MHUIIMATUBHOM MOpsiKe B GopMe HHPOPMAIMOHHOTO
MMChbMa WJIN CIIPABKU O HAJIMYUU B APXUBE COOTBETCTBYIOLINX JOKYMEHTOB.

WNupopmupoBanre pykoBOAUTENEH OpraHU3allMM MOXKET MPOU3BOAUTHCA B (hopMe MepeyHs
3aroJI0BKOB J€JI MM JOKYMEHTOB II0 ONPEIEICHHOM TEMAaTHKE WIM 10 BUJIAM C yKa3aHWEM Jar
JIOKYMEHTOB U IOMCKOBBIX JaHHBIX. B HE0OOXOIUMBIX Cllydasix 1al0Tcs aHHOTAIIUU.

3aroJoBKH JOKYMEHTOB MJIHM JIeJl paclojiaraioTcs B IEepeuHe HE3aBUCHUMO OT MX (OHIOBOM
NPUHAJUISKHOCTU: 10 XPOHOJOTHMH COOBITUH, MO BOIpOcaM, MO BHAAM WM 3HAYUMOCTH
JIOKYMEHTOB B 3aBUCUMOCTH OT 3aIpoca.

NudopmupoBanne pykoBoAMTENEH MOXKET MPOU3BOIUTHCS Takke B (popme TeMaTHUeCKOH
noa0opku Komuil JokymeHToB. Kommu pacmonaraiorcs B JIOTHUECKOW IOCIIEIOBATENBHOCTH; K
no00pKe KOMUN IpuilaraeTcsi TUTYJIbHBIA JIHCT, @ TakXe HpU HEOOXOJUMOCTH HCTOpUYECKas
CIIPaBKa, IEPEUYEHb U APyTue MaTeprabl.

[lepeyenp, nUCBMO, CHpaBKa, HaIMpaBiIse€Mble BHYTPH OPraHHU3alU{, IOANKMCBIBAKOTCS
3aBEAYIOLIMM apXMBOM; IIPHU BBIIOJHEHMM 3alpoca JPYrod OpraHu3allid IHUCbMO, CIIpaBKa,
nepeyeHb, TeMaTHueckas Mo100pKa KOMUN TOKYMEHTOB MOJIUCHIBAIOTCS 3aBEAYIOIIUM apXUBOM U
HAIIPaBJIAIOTCS C COIIPOBOIUTEIBHBIM ITMCEMOM 32 MOANKUCHI0 PYKOBOJUTEIS OpraHU3aliu.



8.2. McnomHenune 3anpocoB rpaxiaaH
Y OpraHu3alfii COMAIbHO-TIPABOBOTO XapakTepa

8.2.1. Mudopmarus connanbHO-PABOBOTO XapakTepa Mo 3ampocaM Irpa)KaaH U OpraHu3aui
BblJIaeTCs B ()OpME apXUBHOM CIPAaBKU, apXMBHOM KOIIUM U apXUBHOM BBIITUCKHU.

ApxuBHas CripaBKa - JOKYMEHT, COACPIKALINA apXUBHYIO HHPOPMALIMIO O TIPEAMETE 3ampoca,
C YKa3aHUEM ITOMCKOBBIX IaHHBIX JOKYMEHTOB, Ha OCHOBAHUHU KOTOPBIX OHA COCTaBJICHA.

ApxuBHas KOMHUS - JOKYMEHT, BOCIPOM3BOAALIMA TEKCT WIM H300pakeHHE apXHUBHOTO
JIOKYMEHTA, C yKa3aHUEM €ro INOMCKOBBIX JaHHBIX.

ApxuBHasi BBIIIUCKA - JOKYMEHT, JOCIIOBHO BOCIIPOM3BOJAIIMN YacTh TEKCTa apXHUBHOTO
JIOKYMEHTa, OTHOCSIIYIOCS K ONPEAEICHHOMY BOIpPOCY, (GaKkTy WM JIULY, ¢ YKa3aHHUEM ITOMCKOBBIX
JTAHHBIX JIOKYMEHTA.

ApXUBHBIE CIIPABKH, BBINUCKA M KOMHMMU BBIJAIOTCSA HAa OCHOBAaHMM IMCBMEHHOIO 3ampoca
MOJIb30BaTENsA, KOTOPBIA JOKEH COAep)KaTh HauMEHOBaHHWE (M aJpec IMpU IEePEeChUIKE)
opraHu3zaiuu (apxmBa), KOTOPO OHHU aJPECOBaHbIl; U3JI0KEHHUE CYILECTBA 3ampoca; GaMUIUI0, UM
¥ OTYECTBO OOPAIIAIOIIETOCS; €T0 a/pec, KOHTAKTHBIC TeNE(POHBL; ATy U JTMYHYIO TOIHCh.

OOpamienust rpaxaad, B KOTOPbIX OTCYTCTBYIOT (aMmiuu, ajapeca U HOJIHCH
o0pamarImuxcs, CUYMUTAIOTCS AHOHUMHBIMH M HE TIOMJICKAT PACCMOTPEHHUIO; TPU JIMIYHOM
oOpalleHUH Npu HaIMuuu (QaMUIMM W ajapeca HeJxocTarolas WHpopMalnus MOXKET ObITh
BOCIIOJIHEHA.

Cpok HCIIOJIHEHHsI 3aIIPOCOB COLIMATBHO-TIPABOBOIO XapakTepa rpax/aH U OpraHu3alui 1o
MaTtepuajaM apXuMBa He JOJDKeH mpeBblmarh 30 mHel co aHa peructpanmu oOpamenus. Ilpu
CJIOKHBIX 3alpocax CPOK MOXKET ObITh IpPOAJeH, HO He Oojee ueM Ha 30 aHel ¢ 00s3aTerabHBIM
YBEIIOMJICHHEM 00 3TOM 3asiBUTEJISL.

CpoK HCHOJHEHUs 3alpocoB C MCIOJB30BAaHMEM TOJIBKO HAyYHO-CIIPABOYHOTO armapaTa
apxuBa - He Oosee 15 mHel ¢ MOMeHTa perucTpanuu o0panieHuUs.

Ilepechinka HeNpOQHUIBHBIX 3aIPOCOB IO MPUHAMISKHOCTH B JPYrHe OpraHu3aluyd WM
apXxuBHI, a Takke MHOOPMUPOBAHHE 00 TOM 3aSBUTENS JIOJKHBI OCYIIECTBIATHCS B S-IHEBHBIN
CPOK C MOMEHTa 0OpalleHusl.

8.2.2. ApxuBHBIE CIpPaBKU COCTABISIOTCS Ha OCHOBaHHM JIOKYMEHTOB (IOJUIMHHUKOB M
3aBEPEHHBIX KONMI), XpaHALIMXCS B apXWBE; HCIOJIb30BAHWE HE3aBEPEHHBIX JIOKYMEHTOB,
OTHOCSIIIUXCSL K BOIIPOCY OOpallleHUsl, OroBapuBaeTcs B TeKCcTe crpaBKu ("He3aBepeHHas komus'").
[Tpu oTCyTCTBMM B apxXHBe JOKYMEHTOB, COJAEPKAIIMX CBEJICHMS MO 3alpalIMBaeéMOMY BOIPOCY,
apXWBHasi CIpaBKa MOXXET OBITh BBIJAHA IO XPAHSAIIMMCS B apXUBE IEYaTHBIM MaTepuaaMm,
OTHOCSILIMMCS K IIPEIMETY 0OpallleHus], ¢ TOYHBIM U TOJIHBIM YKa3aHHUEeM UCTOYHHUKA.

ApXUBHBIE CITPaBKH COCTABJISIIOTCA 1O yCTaHOBIEHHOU (popme (mpuiokenue 42) Ha OmaHKe
apXUBHOM CIIPaBKU MJIM 001eM OJIaHKe OpraHU3aI|H.

B cmpaBke mpuBOASTCS Ha3BaHWA, JAaThl U HOMEpA JOKYMEHTOB M HW3JIararoTcs CBEICHMUS,
UMEIOIIMECs B Ha3BaHHBIX JOKYMEHTaX U OTHOCSIIMECS K BoIpocy oOpamienus. M3noxenue naercs
B XPOHOJIOTUYECKOH TIOCIIEOBATEIIbHOCTH COOBITHIH, a HE JJOKYMEHTOB, B KOTOPBIX OHH
ocemtatorcs. Jlomyckaercs NMpUBOIUTH B CIPABKE BBIACPKKH W3 JOKYMEHTOB, 3aKIO4as UX B
KaBbIUKHA. Ha3BaHWs opraHM3anuii B TEKCTE€ CHPaBKH IPH TEPBOM YIMOTPEOJICHUH TPUBOMISATCS
MOJTHOCTBIO, a B CKOOKaX - MX O(PUIUAIBHO MPUHATHIE COKPAIIEHHUS; TPU MOBTOPHBIX YITOMUHAHHIX
- TOJIBKO COKpAIllEHHBIE.

B cnpaBky BKJIIOUAIOTCS TOJIBKO CBEJIEHUS, YIIOMUHAEMbIE B IOKYMEHTAX.

B Tekcre apXWBHOW CHpaBKM HE JOMYCKAIOTCS KOMMEHTapHH, COOCTBEHHBIC BBIBOJIBI
UCTIOJIHUTEIS TIO COJCPKAHUIO UCTIOIb30BAHHBIX JOKYMEHTOB.

[Tocne Tekcra cHpaBKM TOMEMIAIOTCS apXUBHBIE MIHQPBI JTOKYMEHTOB, ITOCITYXHBIINX
OCHOBAHMEM JJISl COCTABIICHHs TEKCTa CIpaBKU (HOMepa (OHIOB, ONMHUCEH U Jell, a TakkKe HoMepa
JIUCTOB B JIJIE).

ApxuBHasi CHpaBKa MOJMHMCHIBAECTCS PYKOBOAUTENIEM OpraHU3allMM WM IOJApa3/ieieHus, B



COCTaB KOTOPOTO BXOAUT apXWB, W PYKOBOIUTEIEM apXHBa; MPaBO MOJNUCH CIPABKU
yCTaHaBIWBACTCA B TOJIOKEHUU O ciyx6e JIOY wmim B mojiokeHUM 00 apXWBE OpraHU3aIlHH.
CrnpaBka 3aBepsieTcs I€YaTbl0 OpraHU3allMi; BTOPOM 3K3EMIUISP apXUBHOM CIIPAaBKHU 3aBEpsIETCA
PYKOBOIMTENEM apX1Ba M XPAHUTCS B JieJlaX apXyBa B COOTBETCTBUU C HOMEHKJIATYPOH JAed.

8.2.3. ApXUBHbBIE KOIIMU U BBIIIUCKU U3 JOKYMEHTOB BbIIAlOTCA B COOTBETCTBUH C 3aIIPOCOM.
W aeHTuYHOCTh TMOAJMHHHUKY BBIIAHHBIX apXHMBHBIX KOMUH M BBIIHUCOK 3aBEPSETCS IMOAIMUCHIO
PYKOBOAMTENS OpPraHU3allMM WIM YIOJIHOMOYEHHOTO MM JHIa (PyKOBOAWUTENS MOAPA3JEICHUS, B
COCTaB KOTOPOTO BXOAUT apXUB) U IrepOOBOil MeyaThl0 OpraHu3alii.

Boeinucka npou3BOOUTCS TONBKO M3 JOKYMEHTa, B KOTOPOM COJEPKUTCS HECKOJIBKO
OTJICIbHBIX, HE CBSI3aHHBIX MEXAY cOOON BOIPOCOB. Bolmucka noimkHa BOCHPOU3BOAUTH MOJHBIN
TEKCT 4aCTU JOKYMEHTA, OTHOCAIIEICS K 3aIpocy.

OTtnenpHBIE CI0BA U BHIPAYKEHUS MOATUHHOTO JTOKYMEHTA, a TAK)KE UCIIPABJICHUS, TOAYUCTKH,
BBI3BIBAIOIINE COMHEHHE B MX JJOCTOBEPHOCTH, OroBapuBaroTcs cioBamu: "Tak B qokymeHTe" win
"B tekcTe HEpa3zbopuuBo'.

MamuHONUCHBIE apXHWBHBIE KOMWW W BBIMACKA M3TOTAaBIMBAIOTCS Ha OJaHKe MHUChMa
OpraHu3ay ¢ 0003HauUECHUEM Ha3BaHHs JOKyMeHTa: "ApxuBHas xomnwus', "ApxuBHas BbIIKCKA'.
[Ipr W3rOTOBIEHMHU KCEpo- WM (OTOKONMUH JOKYMEHTa OJIaHK OpraHH3alllH, KakK MpaBHIIO, HE
UCIIONIB3YETCS.

[Tocne Texcra apXWBHOW KOMHMHM WM BBIMUCKHM YKa3bIBA€TCA ApXWMBHBIA MU(p TOKyMEHTA.
Ecnu xomus Wi BHINMCKA 3aHUMAIOT OoJiee OJHOTO JIMCTAa, apXUBHBIM MH(p yKa3plBaeTcid Ha
o0opoTe Kaxaoro Jimcra. Bee nucThl apXMBHOM KOMMM WIIM BBIMUCKHU JOJKHBI OBITh CKPEIUICHBI,
MPOHYMEPOBAHBI U HA MECTE CKPETICHUS 3aBEPEHBI APXUBOM.

8.2.4. ApXHWBHBIC CHpPAaBKU, KOIMUHU U BBINUCKU U3 APXUBHBIX JTOKYMEHTOB HAIPaBJISIOTCS
3agBUTENSIM [0 TIOYTE€ C COMNPOBOAMUTENBHBIM IHCHMOM, THOJMUCAHHBIM PYKOBOAMUTEIEM
OpraHM3ali UM CTPYKTYPHOI'O IMOJpa3JeleHUs, B COCTaB KOTOPOrO BXOJUT apXuB. ApXUBHbIE
CIPaBKH, KOMHMHU U BBIIUCKM MOTYT BBIIaBaThCsl IOJA PACIHMCKY Ha PYKU 3asBUTEISM IPU
IPEIbABICHUM AcIIOPTa UM UHOTO JOKYMEHTA, YIOCTOBEPSIOLIET0 JIMYHOCTh; UX POJCTBEHHUKAM
WIM JOBEPEHHBIM JIMIAM T[pU MPEABSIBICHUH HOTAPUAIBHO 3aBEPEHHOM JIOBEPEHHOCTH,
0(OPMIIEHHOH B COOTBETCTBHHU C 3aKOHOAATEIHCTBOM.

[TonyyaTenb apXuBHOM CIIpaBKH, KOTIMH WJIM BBIITMCKH PACIUCHIBAETCS HA BTOPOM IK3EMILISIPE
MOJIy4aeMOro JIOKyMEHTa, OCTAaIoLIEMCsl B JielaX apXuBa, C yKa3aHHWEM JAaHHBIX MacropTa WU
JPYroro JOKyMEHTa, YA0CTOBEPSIOLIEr0 JJMUYHOCTD MTOJIy4aTesl.

8.2.5. ApXuUB B COOTBETCTBHHM C 3aKOHOJATEJIbCTBOM OOECIIEUMBAET: IMpaBO TpaxJaH Ha
JOCTYM K JOKYMEHTHUPOBAHHOM MH(OpMALIUK O HUX; IPABO 3HAThH, KTO U B KAKUX LIETSAX UCIIONb3YyeT
U UCHOJb30Bal 3Ty HH(popmanuioo. OTKa3 rpaxJaHUHY B JOCTYNE K JOKYMEHTaM O HEM MOXET
OBITH 00XaJIOBaH B CYZACOHOM MOPSAKE.

ApXUB OpraHu3anuu 00si3aH MPeAOCTaBUTh MH(GOpPMAIMI0 OECIUIATHO MO TPeOOBaHUIO TEX
OpraHu3alii W JHL, KOTOpbIX OHa KacaeTcs. OrpaHvyYeHHs] BO3MOXKHBI JIMIIb B CIydasx,
MPEIYCMOTPEHHBIX 3aKOHOAATENbCTBOM Poccuiickoir dDenepaunn. ApXHB MOXKET HCHOJHAThH
TEMaTHUYECKHE 3aMpPOChl FOPUAMUECKUX JIUII, a TAKXKE 3aMPOChl PUZUUYECKUX JTUI] UMYIIIECTBEHHOTO U
(¢buHaHCOBOTO XapakTepa Ha IUIaTHOM ocHoBe. IlepeyeHb Takux yciIyr M pa3mep OIUIaThI
YTBEPKIAIOTCSI PYKOBOJUTEIEM OpraHU3alluH.

8.2.6. JlomyckaeTcsa U3bATHE U3 apXUBHBIX JI€J]T U BbIIaYa BJIQJICNIbIIaM WA UX POJACTBEHHUKAM
MOJJTMHHBIX JINYHBIX TOKYMEHTOB O TPaKJIAHCKOM COCTOSTHUH, 00 00pa30BaHUU, TPYJOBBIX KHIKEK
U IPYTUX HE MOJyYEHHBIX B CBOE BpEMS BiIaJI€bIIEM IOKYMEHTOB.

[lognuuHble JAMYHBIE JAOKYMEHTHI BBLAAIOTCA C PAa3pelIeHHs] PYKOBOAMUTENS OpraHU3alud
3asgBUTENSAM IO TNPEABABICHUM IAcCIoOpTa, MHOTO JOKYMEHTA, YIAOCTOBEPSIOIIET0 JUYHOCTh, HUX
POJICTBEHHUKAM WJIM JOBEPEHHBIM JIMI[AaM HOTApUAIbHO 3aBEPEHHOU noBepeHHOCTH. [lonmuHHbIe
JUYHBIC TOKYMEHTHI MOT'YT OBITh BBICIIAHBI 3aSIBUTEIIO IIEHHBIM MHUCHMOM.

Opranamu mpaBOMOpPSAKA M3 apXHBa MOTYT OBITh HU3BATHI JIOKYMEHTHI B COOTBETCTBUU C
3aKoHo1aTenbcTBOM Pocculickont deneparuu.

Ha mecTo u3bpATOrOo NOKyMEHTa B €O BKJAIbIBACTCS CIIpaBKa O BblJaye, CHATas C HEro
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KOTIHSI WJIM B YYETHBIX apXUBHBIX JOKYMEHTaX JENaeTcsi OTMETKA 00 N3BATHH, YKa3bIBAIOTCS HOMED,
JaTa ¥ Ha3BaHHE JOKYMEHTa - OCHOBAHUS JJISl U3bATHUSA, a TAK)XKE PACIUCKa MoTydaress JOKyMeHTa
(npu TUYHOM nepeaye).

8.2.7. llpm OTCYTCTBUM B apXxuB€ 3allpallliBa€MbIX CBEICHUN OTPULATEIbHBIA OTBET
cocTaBiisieTcsi Ha OJaHKe NHCbMa OpraHum3aluu. B Hem ykaspiBaercs (akT OTCYTCTBHSA B
JIOKYMEHTaX apXuBa UHTEPECYIOUINX 3asBUTENS CBEACHUM U JAIOTCS PEKOMEHIAINH, Ky/la CleyeT
o0patuThCs 3a HeoOXxonuMon uHpopMaruei. B cimyyasx oTpHLIATENFHOIO OTBETA, COJACPKAIIETO
CBeZIeHHs 00 OTCYTCTBUU B apXHMBE HEOOXOAUMBIX JOKYMEHTOB BCIIECTBUE UX TMOEIHN WM yTPaThl,
TEKCT MUChMa JIOJHKEH OBbITh 3aBEPEH MeUaThlo OPraHU3aIHH.

8.3. Pabota unranpHOro 3aj1a apxuBa

83.1. B wmemix co3maHus ycioBUH i pabOThl  CHENMAIMCTOB  (IIOJIB30BATEICH)
HEMOCPEJCTBEHHO B apXMBE CO3JIaeTCs YMTAIbHBIN 3a)1 (IPOCMOTPOBBII 3al, KOMIIBIOTEPHBIH 3all,
MOMEIIEHUE JIJIsl POCTYIIMBAaHUS (DOHOJOKYMEHTOB U Jp.), 000pYIOBaHHBIH COOTBETCTBYIOIIUMHU
TEXHUYECKUMHU CPEACTBAaMU /sl pabOThl C MUKPOKOIUSAMH, IEKTPOHHBIMHU ayAHOBU3YyalbHBIMU U
MHBIMU JOKyMEHTaMH.

Pacniopsiiox paboThl UNTABHOTO 3aj1a yCTAaHABIMBACT PYKOBOIUTEINb apXHBa.

[Ipu oTCcyTCTBUMU B apXHMBE CIEMUAIBHO BBIICICHHOTO IMOMEIICHHS YUTAIBHOTO 3aia padora
HOJIb30BaTeNed € JOKYMEHTaMHU HPOM3BOJIUTCS HEMOCPEJICTBEHHO B Pa0OYMX KOMHATax apXuBa,
JUIsl 4ero 00opy1yeTcsi COOTBETCTBYIOIIEE pabouee MeCTo.

8.3.2. B uuTanpHOM 3ajie apxuBa MOI'YT paboTaTh Kak COTPYIHUKU OpraHU3alud, Tak U
MCCJIEIOBATEIN U3 HAYYHBIX U MHBIX OpraHU3alMi WM YaCTHBIE JIUIIA.

[lonp30BaTenyu JOMyCKArOTCS B YUTAIbHBIA 3al HAa OCHOBAHWU JIMYHOTO 3asBJICHUS;
[10JIb30BATENH, BEAYIIME HAy4YHYIO paOOTy B COOTBETCTBMM C IJIAHOM HAYYHBIX YUPEKIACHUU WU
BBINOJIHAIOLINE CIIy)KEOHbIE 3aJlaHMsl, NPEACTaBISAI0T IMUChbMO HANpaBHUBILEH HMX OpraHU3aluy;
COTPYAHUKH OpPTaHM3ALUU JOMYCKAIOTCS B YWTAIBHBIA 3aJ IO NPEABSBICHUU CIIY>KEOHOTO
YIOCTOBEPEHUS.

B nuyHOM 3asiBI€HHMH WM NMHCbME YKa3bIBalOTCS (amMuiivs, UM, OTYECTBO IOJIb30BATE,
JOJKHOCTB, HAYYHOE 3BaHUE, YUEHAsI CTENIEHb, TEMA U XPOHOJIOTHYECKHE PAMKHU MCCIIEOBAHHUS.

Pa3pemenrie Ha paboTy B YMTaIbHOM 3aJie JAET 3aBEAYIOIIMH apXHWBOM Ha HEOOXOIUMBIN
MOJIb30BATENI0 CPOK, HO, Kak MpaBWjo, Ha 1 rox co aHs odopmienus. [Ipu HeoOxoaumoctu
IPOJUIEHUS CPOK COTJIACOBBIBAETCS C 3aBEAYIOLIUM apXUBOM MJIU COTPYAHUKOM YUTAIBHOTO 3aa.

8.3.3. ApxuB oOpraHuzaliM MPEAOCTABISAET IOPUIUYECKUM WM (U3NYECKUM JUIAM s
UCIIOJIb30BaHUsl B YMTAJIbHOM 3aji€, B TOM YMCJE JJI U3TOTOBJIEHUS KOMUMN, BBIMTHCOK, OTKPBITHIE
JIOKYMEHTBI, YYTEHHbIE U MPOILEAIINEe HayYHO-TEXHUUECKYI0 00paboTKy, MMEIOIe CIIPABOYHUKU
U IpyrUe MOUCKOBBIE CPE/ICTBA.

OTKa3 UM OTCpoUYKa B BbIJa4€ JOKYMEHTOB JIOIIyCKAOTCS B CIy4asx:

UX IJIOXOT0 (PU3UYECKOTO COCTOSHUS;

OTPaHMYEHUN Ha UCIOJb30BAaHUE, YCTAHOBIEHHBIX 3aKOHOJATENIBCTBOM Poccuiickoin
®enepanuu uinu GoHI000pa3oBaTeNeM MPH Mepeaaye T0KYMEHTOB Ha XpaHEHHE,

MOJIb30BaHUA JOKYMEHTAMH COTPYTHUKAMH apXUBa JUIs BBIMOJIHEHUS CIYKeOHBIX 3a/laHuil;

BBIIAYU JIOKYMEHTOB BO BPEMEHHOE MOJIb30BaHUE UIIU JIPYTOMY I0JIb30BATENI0 B YNTATHHOM
3ane.

OTka3 apxuBa B MPEIOCTABICHUN TOKYMEHTOB JIOJKEH ObITh BbIIaH B MUCbMEHHOU (opme u
coJlep)KaTh IPHUUMHBl OTKa3a, CpPOK JEMCTBHS OrPAaHWYEHUH, IOPHINYECKOE OCHOBAHUE
OTpaHMYEHUH, a TaKXKe MOPSA0K 00KaloBaHUs OTKa3a.

8.3.4. Ha xaxmoro monbp30BaTeiasi B YHUTAIbHOM 3aje apxuBa, KpoMe pabOTHUKOB
OpTraHu3aIiy, 3aBOAUTCS KapTouka (MpuiioskeHue 43).

8.3.5. Jlena W3 XpaHWIMILA BBIJAIOTCS HAa OCHOBAaHMM 3alOJHEHHOro OJlaHKa 3akas3a
(mpunoxenue 17) U ydUTHIBAIOTCSA B KHUIE BBIAUM JIEJ U3 XpaHUIuIIa (mpuioxenue 19).

8.3.6. Kaxxnoe BblAaBaeMO€ M3 XpaHWIMIIA B YUTAJIBHBIM 3all AEIO0 JODKHO HMMETh JIUCT



UCIIOJIb30BaHus Jiena (npuioxenue 20).
8.4. Briiaua ien BO BpeMEHHOE M0JIb30BaHUE

8.4.1. [ena BpIIAIOTCA BO BPEMEHHOE IIOJb30BAHUE CTPYKTYPHBIM IOPA3AEICHUIM
OopraHu3aIy Ha Cpok, He mpeblmaromuid 30 gHeit. Cpok MOXKET OBITh MPOJJICH apXUBOM IOCIIE
03HAKOMJICHHUSI C COXPaHHOCTHIO JIeJI, HO He OoJiee ueM Ha 30 1HEi.

8.4.2. Brigaua gen BO BpeMEHHOE IMOJIb30BAHUE APYTUM OPTaHU3AIMAIM 110 UX MHUCHbMEHHOMY
3ampocy odopmiisieTcss akToM (TipuiiokeHue 18). AKT cOCTaBIIIETCS B IBYX AK3EMILIIpaxX, OJUH U3
KOTOpBIX TMepefaercs IMoJydyaTeNnto, a JApyroil ocrtaercs B apxuBe. AKT TMOJIHCHIBACTCS
PYKOBOJUTENSIMU OpPTaHU3AINH, TTepeJarolIeil JOKYMEHThI, U OpraHU3aluy-TI0TyqYaTeNst; TOAIMHCKH
CKPEIUIAIOTCS TepOOBBIMHU M€YATSIMH OpraHU3alUi.

Jlena BbIIAalOTCS HA CPOK He OoJiee TpeX MECSIEB.

8.4.3. Ilpu BbIIaue J€)1 BO BpEMEHHOE MOJIb30BaHKUE KaXk/10€ JETI0 3aHOCUTCSI B KHUTY BbIJIa4yH
Jien U3 XpaHwiniia (npuioxkenue 19), a Ha MECTo BbAABA€MOTO Jiejia MOMEIAETCs OTACNbHAS ISt
KaXKIO0ro Jiena Kapra-3amectutelnsb (mpuioxenue 21). KapTei-3aMecTuTenu XpaHarcs B apXuBe 10
MHUHOBaHUS Hajo00HOCTH. COCTOSHHE BO3BPALIa€MBbIX B apXHB JEN TOJDKHO OBITH MPOBEPEHO B
MPUCYTCTBHUH JIUI[A, BO3BPAIIAIOIIETO JEIO.

8.4.4. Kaxxmoe BbIIaBa€MOE M3 XPAHWIMILA JJII BPEMEHHOT'O HCIIOIB30BaHUS JIEI0 JOJIKHO
UMETH JIUCT UCTIOIb30BaHus aena (npuioxenue 20).

8.5. Mcnonb30BaHne JOKYMEHTOB apXHUBa
IIPU TOJTOTOBKE HH(POPMALIMOHHBIX MEPOIIPUATHH,
B CpeICTBaX MaccoBOil HHpopMaIu
U ITyOJMKAIIMOHHOHN IeATEIbHOCTH

8.5.1. ApxuB OpraHuM3yeT UCMOJb30BaHUE TOKYMEHTOB TP IMOATOTOBKE WH(OPMAIIMOHHBIX
MEpOTPHUATHH, BBICTABOK, B CPEACTBAX MAaCCOBOM MH(pOpMAIINH, a TAKXKe UX MyOIHKAIHIO.

PaboTa mpoBOIUTCS KaK CaMOCTOSITENbHO, TAK U COBMECTHO C JAPYTUMH OPTaHU3AIUSMH WA
rocyJapCTBEHHBIM apXuBOM. Ha BbICTaBKax MCIOJIb3YIOTCS MOAJUHHUKHM WIM KOMHMU JOKYMEHTOB,
M3TOTABJIMBAIOTCS alTbOOMBI, TIAKATHI, THATPAMMBI.

8.5.2. COBMECTHO CO CpeICTBAMHU MAacCOBOM HMH(OpMaIMM apXWB ONpEAEseT TEeMaTHKY,
00beM M CPOKH IOATOTOBKH MAaTE€pPHAaJOB; TEMaTHKa M CPOKH YTBEPKIAIOTCS PYKOBOIUTEIEM
opranuzaii. B sk3emmispax craTedl M ApYyruxX MarepuasoB, MOATOTOBIEHHBIX IJISI CPENCTB
MaccoBOW MH(OpPMAINH, OCTAIONIMXCS B apXUBE OPTaHU3AINH, YKA3bIBAIOTCS MOMCKOBHIC JTAHHBIE
UCIIOJIb30BaHHBIX JOKYMEHTOB, a TAK)KE JaTa U MECTO ITyOJIUKAIIH.

8.5.3. ApxuB oOpraHusaldd MOXKET CaMOCTOATEIbHO MJIM COBMECTHO C JIpYTUMH
OpraHu3alUsIMM TPOBOAUTH PabOTy MO MOJArOTOBKE JOKYMEHTaJIbHBIX MyOnukanuid. Haumbonee
pactipocTpaHeHHOH (GOpMOH 3TOH pabOTHl SBISETCS MOJATOTOBKA JKyPHAJIBHBIX M Ta3eTHBIX
nyOIuKanuil TOKyMEHTOB. B OT/eNbHBIX cilyyasx MOTYT M3AaBaThCsi COOPHUKHU JTIOKyMeHTOB. [Ipu
MOJITOTOBKE JIOKYMEHTAIBHBIX MyOIMKANi HEOOXOANMO PYKOBOJCTBOBATHCSI COOTBETCTBYIOIUMH
npaBUIaMy pabOThI TOCYJAPCTBEHHBIX apXHBOB.

8.6. Y4er ncnosp30BaHus A€l U TIOKYMEHTOB apXuBa

VYd4er ucnonb30BaHus JeN U TOKYMEHTOB apXHBa BEJAETCS B CIEAYIONINX YUYETHBIX (hopMax:

- KHUTA BBIJIaYy eI U3 XpaHwinia (npuioxenue 19);

- JKypHaJl PErHCTpPallMi BbIJAHHBIX KOIWW, BBIMUCOK, CIPABOK, TEXHMUYECKHX MAaTepUaJOB
(mpunoxenue 44);

- )KYpHaJI pETUCTPAIMH MTOCEIICHUH YNTAILHOTO 3aa (mpuiiokeHue 45).

9. ITOPAJOK INEPEJAYN JIOKYMEHTOB APXNBA



HA ITOCTOAHHOE XPAHEHUNE

9.1. Joxymentsl ApxuBHoro ¢onna Poccuiickoii Denepanuu, BpeMEHHO HaXOJSIIUECS Ha
XpaHEHUH B apXMBE OPraHHU3aLMH, IEPEIAIOTCS HA IOCTOSIHHOE XPaHEHHUE.

9.2. ApxuB opraHuzalMy IepeJacT Ha IOCTOSHHOE XpaHEHHWE JOKYMEHTHl B
rOCyIapCTBEHHBIH  (MYHUUMINANbHBIA)  apXWB, JUIsI  KOTOPOro  JaHHas  OpraHu3alus-
¢donn000pazoBaTenp ABISIETCS HCTOUHUKOM KOMIUIEKTOBAHUS.

9.3. JlokyMeHThI IepeAaroTcs Ha IIOCTOSIHHOE XPaHEHUE B TOCYAApCTBEHHBIM apXWB B
YHOPSAJIOYEHHOM COCTOSIHUHM C COOTBETCTBYIOIIUM HAay4YHO-CIIPABOYHBIM aIapaTOM U CTPAXOBBIMHU
KONUSIMU Ha 0CO0O0 LIEHHbIE U YHUKAJIbHBIE IOKYMEHTHI.

9.4. YcraHaBIMBaIOTCS CIEAYIOIINUE NPEIEIbHbIE CPOKM BPEMEHHOI'O XPAHEHUS apXUBHBIX
JIOKYMEHTOB B OpraHU3alusiX:

apXUBHBIC JOKYMEHTHI (peiepalibHbIX OPraHOB OCYAAPCTBEHHOW BIACTH, & TAKKE apXHBHBIC
IokyMeHThl ['eHepanbHOl mpokyparypel Poccuiickoit ®denepanuiu, OpraHoB TrOCYAapCTBEHHOU
BJIACTH W TPOKYpaTyp pecmyOiuK, OTPacIEBBIX AaKaJeMHid, TOCYJapCTBEHHBIX OOBEIMHEHUH,
YUpEXKJICHUHN, OpraHu3aliil U IpeanpusaTHii ¢peaepasbHOro U pecnyOIMKaHCKOro MOAYMHEHUS - 15
J€eT;

apXUBHBIE JIOKYMEHTHI OPraHOB T'OCYIapCTBEHHOW BIACTH M MPOKYpaTyp KpaeB, oOiacTew,
ropoJioB (enepaibHOTO 3HAYCHHUS, aBTOHOMHBIX O0JIaCTEi, aBTOHOMHBIX OKPYI'OB, MPOKYpPATYyD,
TOCY/IapCTBEHHBIX  YUPEKACHWUM, OpraHu3aluil ¥ MNpeJupusaTuié KpaeBOro H  0O0JACTHOTO
MO TYMHCHMSI, TTOTYNHEHHSI aBTOHOMHOM 00J1aCTH ¥ OKPY>KHOTO MO YHHEHUS - 10 J1eT;

apXMUBHBIE JOKYMEHThl OPraHOB MECTHOTO CaMOYIIPaBJIECHUS, YUYPEXKICHHI, OpraHu3aiui,
MPEAIPUATHI TOPOACKOTO U PAllOHHOTO OAYMHEHUS, IPEANPUITHI CEIBbCKOT0 X035CTBA - 5 JIET;

3allMCU  AKTOB TPaXJAHCKOTO COCTOSHMS, JOKYMEHTBI II0 JIMYHOMY COCTaBY, 3aluCH
HOTAPUAIBHBIX JCHCTBHIA U CyeOHBIE JIesa, TOAX03sIHCTBEHHBIC KHUTH - 75 JIeT;

apXUBHbIE JOKYMEHThI, 00pa30BaBIIUECs MPU OCYIIECTBICHUH JIESTEIHHOCTH COBMECTHBIX (C
y4acTHEM TOCYAApCTBa) NPEANPHUATHHA, OpraHu3aluidi W OObEAMHEHWH CMemaHHBIX (opMm
COOCTBEHHOCTH, B VYCTaBHOM KamuTalle KOTOpPHIX Tipeodnamaer maons ¢eaepanbHOW WU
roCyJapCTBEHHOM COOCTBEHHOCTH, - 10 neT;

Hay4Hasl, TEXHOJIOTUYECKasl U MaTeHTHas JoKymeHTauus - 10 ner;

KOHCTPYKTOpPCKas TOKyMEHTalus - 15 ner;

MPOEKTHAsA JOKYMEHTAIUS M0 KAlUTaJIbHOMY CTPOUTENBCTBY - 25 JIET;

TeJleMeTpuiecKas JOKyMeHTalus - 5 JeT;

KHHOJOKYMEHTHI, (DOHOJOKYMEHTHI M BUAEO(OHOTrpaMMBI - He Oosee 3 JeT cO BpPEMEHHU
WU3TOTOBJICHHUS;

(OTOOKYMEHTHI - 3 TO/a;

JIOKYMEHTBI Ha MAITMHHBIX HOCUTEIISX - 5 JIeT.

9.5. B HeoOXOoAMMBIX cIy4dasX CpPOKHM BPEMEHHOTO XpaHEHHUS JOKYMEHTOB MOTYT OBITh
W3MEHEHBI 10 COTJIACOBAHUIO C COOTBETCTBYIOIIUM OPTraHOM YIPABIECHUS apXUBHBIM JICJIOM WM
ApPXHUBHBIM YUPEKICHUEM.

JlocpouHas nepefiauya JOKyMEHTOB Ha IIOCTOSIHHOE XpaHEHUE MOXKET OBbITh OCYIIECTBIIEHA MpU
yrpo3e yTpaThl (YHUYTOXKEHHS) JOKYMEHTOB, a TaKXe MO MPOCh0e OpraHU3alliu Ha JOTOBOPHOMN
OCHOBE.

[Iponnenne cpokoB BPEMEHHOTO XPAHEHUS TOKYMEHTOB JOMYCKAETCsl B BHUJI€ UCKIIIOYEHUS B
cly4ae HeoOXOJIMMOCTH MPaKTUYECKOIO HCIOJIb30BaHUS JOKYMEHTOB OpraHu3anued 1o
MMCbMEHHOMY Pa3pelIeHHIO TOCYAapPCTBEHHOTO apXUBa.

9.6. JIOKYMEHTBI MOCTOSHHOI'O XPaHEHHsI TOCYJapCTBEHHOM OpraHW3alHdH, W3MEHUBLIEH
dbopMy cOOCTBEHHOCTH (aKIIHOHUPOBAHHOM, MPUBATH3UPOBAHHOM ), XpaHATCS B HETOCYIapCTBEHHOM
OpraHu3aIlfy, a 3aTeM, 10 UCTCYCHHUH MPEETbHBIX CPOKOB BPEMEHHOTO XPAHEHHS B OpraHU3allUN
(cM. 1. 10.3), nmepenaroTcsi B TOCYAApCTBEHHBIN apXUB.

9.7. Ilpn nUKBUAAUMHA OPTraHU3ALMMU €€ JTOKYMEHTHI MOJJIEkKaT Nepeade B OpraHU3aluio,
SBJISIFOLTYIOCS] €€ TIPABOMPEEMHHUKOM.



9.7.1. 1lpu nUKBUIAIMU OpPTaHU3ALMH, SBJSIOMENHCS MCTOYHUKOM KOMILUIEKTOBaHUS
roCy/IapCTBEHHOIO0 apXuBa, 0e3 MpaBONpPEEMHUKA IJOKYMEHTHI MOCTOSHHOTO CpOKa XpaHEHUS U
JIOKYMEHTBI 10 JIMYHOMY COCTaBY IEPENAIOTCS B apXMB BBILIECTOALIEH opraHuzauuu. B ciyuae
HEBO3MOYKHOCTH I€peAadyd JOKYMEHTOB B BBIIIECTOSIIYIO OPraHU3aLMIO 110 PEIICHHI0 KOMHCCHH,
00pa30BaHHOM 17151 Ilepeiayu Jesl U UMYLIECTBA (JIMKBUIALIMOHHON KOMHCCHH), COTJIACOBAHHOMY C
COOTBETCTBYIOIIIMM OPraHOM YIIPABJIEHUS AapXWUBHBIM JEJIOM, 3TH JOKYMEHTHl MEpPENalTCs B
rOCyJapCTBEHHBIN ApXUB.

9.7.2. JIOKyMEHTBI MO JIUYHOMY COCTaBYy JIMKBUJAMPOBAHHOW OpraHu3allMy MPU OTCYTCTBUH
IIPABONIPEEMHMKA U BBILIECTOALIEH OpraHu3allMM IE€PEelaloTcs Ha BPEMEHHOE XpaHEHUE B
CHeUaAIM3UPOBAHHBINA apXUB (LIEHTP) JOKYMEHTOB IO JTUYHOMY COCTaBY, a IPU €ro OTCYTCTBUH - B
rOCYJapCTBEHHBIN ApXUB.

9.7.3. VYHHUUYTOXEHHE JIOKYMEHTOB C HEUCTEKIIMMH CpPOKaMH BPEMEHHOI'O XPAaHEHUS
OpraHu3alii, JUKBUAUPYEMBIX 0€3 NPaBONPEEMHUKA, MPOBOJUTCA TOJBKO IO PEIICHUIO
COOTBETCTBYIOIIETO OpraHa HCIOJHUTEIBLHON BiacTu cyObekta Poccuiickoit ®depepanuu wWim
MYHUIIUIATBHOTO 00pa3oBaHusi U O(QOPMIIIETCS aKTOM C MPUIIOKEHHEM OMHMCH YHHUYTOXKAEMbIX
JIOKYMEHTOB.

9.7.4. JloKyMEHTHI JIMKBHIUPYEMOHl Oe3 IMpaBONpeeMHUKA OpraHW3alMd, CPOK XpaHCHUs
KOTOpPBIX HA MOMEHT JIMKBHJIALIUU UCTEK, YHUUTOXKAKOTCS B MOPSAJKE, YCTAHOBIEHHOM B 1. 2.4.1 -
2.4.7 nacrosux [Ipaswr.

9.7.5. Opranuzauuio yrnopsao4eHUs JOKYMEHTOB JIMKBUIUPYEMON OpraHU3alllH, Mepeaadu
UX Ha XpaHEHHE WIM YHUUYTOKEHUE OCYLIECTBIISIET JUKBUIALMOHHAS KOMHCCHSI, KOTOpask MOXET
3aKJIIOUUTH JIOTOBOP Ha J3Ty paboTy c¢ opranuzanmueil (pusmdeckum IUIOM), HMEIOIICH
COOTBETCTBYIOILYIO JINLIEH3HIO, U TOCYJapCTBEHHBIM apXUBOM.

9.8. Ilepenaua TOKyMEHTOB IOCTOSIHHOTO XPAHEHUs B TOCYIapCTBEHHbBIN apXMB, KaK MPaBUIIO,
OCYIIECTBIISICTCSI ~ €KETOJHO B COOTBETCTBHUM C  IUIAHOM-TPAQUKOM,  YTBEPKIACHHBIM
PYKOBOAMTENSIMU OpPraHU3allid M COOTBETCTBYIOIIErO apxuBa. B opranumszanusx ¢ HeOOIbIIUM
00BEMOM €KErofHO 00pa3yUIMXCSd JOKYMEHTOB IIOCTOSSHHOTO XPaHEHHs I10 COIVIACOBAaHHUIO C
roCyIapCTBEHHBIM apXUBOM JIOIIyCKaeTcs Nepeiada JOKyMEHTOB OJIUH Pa3 B IISATH JIET.

HayuHo-TexHuueckast ¥ crienyaibHas JOKyMEHTAlUs MepeJaeTcs, Kak MpaBuiio, OJIMH pa3 B
IATH JIET.

9.9. JlokyMeHTbI IiepejatoTCsl B TOCYIapCTBEHHBIN apXuB 10 yTBep:kaeHHbIM DIIK apxuBHOTO
YUPEXKIEHUS ONUCAM JEII.

IIpn nepBoi mepenade TOKYMEHTOB B TOCYAAPCTBEHHBIM ApXUB IMEPENACTCS HCTOPUYECKas
CIpaBKa Ha apXMBHbIM (oHa opranmzaumu. [Ipu mocneayromux nepenadax JTOKyMEHTOB JAaeTcs
JIOTIOJIHEHWE K MCTOPUYECKOM CIpaBKE O MPOMUCIIEIINX H3MEHEHUSX B Ha3BaHUU, (QYHKIMSIX,
CTPYKTYyp€, NOJYMHEHHOCTH OpraHU3alii, COCTAaBE U COCTOSHUU JOKYMEHTOB.

[lepenaya nen mpoBoauTcsa MoeIMHUYHO. Ha Becex 3K3eMIUIsipax OMUCH JIENaroTCsl OTMETKHU O
preMe JOKYMEHTOB B TOCYAapCTBEHHBIN apXHUB.

[Iprem TOKyMEHTOB Ha MMOCTOSIHHOE XpaHEeHHEe 0pOpMIISIETCS aKTOM MpueMa-niepeaun Jell.

Ecnu mpu nmepemaye oOHapy)KE€HO PpacxXokJIEHHE MEXKIAY MTOTOBOM 3alMChi0 B OMHCHU H
(dakTHYECKUM HAJIMYMEM IEepeIaBaeMbIX JIeJ, B ONUCH JIeJIaeTCcs HOBask UTOroBast 3alKCh, B KOTOPOil
yKa3bIBalOTCs (PaKTHUECKOe HATMYUE U HOMEpa OTCYTCTBYIOIIUX Jies. HoMepa oTcyTeTByOMUX el
OrOBapUBAIOTCS B aKTe MpueMa-Tiepesaur JOKYMEHTOB Ha rOCYAapCTBEHHOE XpaHEHHE; MPUYNHbI
UX OTCYTCTBUS - B IPUJIAra€MOM K aKTy CIPaBKE OpPraHU3alNH.

ApXUB oOpraHmM3aliii NPUHUMAeT Mephl IO PO3bICKYy AOKyMeHToB. Ha oTcyrcTByrommue
JIOKYMEHTBI, MEpbI 10 PO3BICKY KOTOPBIX HE Jalli pPe3yJIbTaToOB, COCTaBIsETCS akT 00 yTpare
JIOKYMEHTOB. Y Tpau€HHbIE MOJJITUHHUKN JOKYMEHTOB MOTYT ObITh 3aMEHEHbI NX KOIHUSMHU.

9.10. Ilepen nepenayeil JOKYMEHTOB HA MIOCTOSIHHOE XPAaHEHUE COBMECTHO C MPEACTABUTEIEM
roCy/IapCTBEHHOT'O apXUBa MPOBOJUTCS NMPOBEPKa MPABUIBHOCTH HAyYHO-TEXHUYECKON 00paboTKU
nen, (U3NYECKOro MW CaHUTAPHO-TMIMEHWYECKOTO COCTOSIHMS JTOKyMeHTOB. I[Ipu oOHapyxeHun
nedeKTOB COCTaBISIETCS aKT; YCTpaHEHHWE OOHApYXEHHBIX JePEeKTOB MPOBOAUTCS CHIIAMU
OpraHH3aIiHy.



9.11. Bmecte ¢ 1OKyMEHTaMM MEPEAAOTCS TPU SK3EMIULSIpA ONMCH M OJUH AK3EMIULIP aKTa
npueMa-Tepeaadn aed.

10. OPTAHU3ALIMA PABOTBI APXHBA
10.1. Co3nanue apxuBa opraHu3zaluu

10.1.1. PaGoTa apxuBa opraHu3yeTcsi B COOTBETCTBHUH C MOJIOKEHHEM 00 apXuBe.

B nonoxenne 00 apxuBe BKIIOYAIOTCS CICAYIOMINE Pa3/IeIib:

OCHOBHBIE TOJIO’KECHHS;

COCTaB JIOKYMEHTOB apXUBa;

3ajauu ¥ QyHKIMY apXuUBa;

IIpaBa apXuBa;

opraHu3zanys padboTbl apXUBa.

[Tpu HEOOXOIMMOCTH TIOJIOKEHUE 00 APXUBE MOKET JIOTIOJHATHCS IPYTUMHU pa3/ieiiaMH.

10.1.2. TlonoxxeHue 00 apXuBe, SBISAIOLIEMCS IOPUIUYECKUM JIMLIOM, CTPYKTYPHBIM
nojpasieliecHueM WiIM 4acThio cayxObl  JIOY, corynacoBeiBaeTcs €  COOTBETCTBYIOLIUM
yupexnenuem denepanbHoil apxuBHOHM ciayxkObl Poccuiickoit ®denepauuu U yTBep)KAaeTcs
PYKOBOAMTEINIEM OPraHU3aLUu.

[TonoxkeHne o LEHTpaJbHOM apXuBe (apxuBe) (hefepalibHOTO OpraHa BJIACTH WJIM OpraHa
BiacTu cyobekta Poccuiickoit denepanyu, HeHTPATILHOM OTPACIIEBOM apXUBE, OTPACICBOM apXUBE
oprasa ympasieHus cyobekra Poccuiickoit deaepanyn JOHKHO COITIaCOBBIBATHCS COOTBETCTBEHHO
¢ PocapxuBomM, apxuBHBIMU OpraHamu cyObpekToB Poccuiickoit @eneparum.

10.1.3. PykoBoauTenp apxuBa Ha3HA4aeTCsl Ha JOJDKHOCTh U OCBOOOXKIAETCA OT JOJDKHOCTU
IIPUKA30M PYKOBOAMTEIS OPTaHU3ALMH 10 MPEICTABICHUIO COOTBETCTBYIOIHMX JOJKHOCTHBIX JIMIL.

PykoBoauTens apxuBa opraHusyer paboTy apXuBa U HECET NMEPCOHAIBHYIO OTBETCTBEHHOCTb
3a BBINOJHEHNE BO3JIOKEHHBIX HA apXUB 3a/a4.

10.1.4. JIuio, OTBETCTBEHHOE 3a apXUB, HA3HAYAETCS HA 3Ty JIOJDKHOCTh U OCBOOOXKAAETCS OT
JOJDKHOCTH TPUKA30M PYKOBOAMTENS oOpraHu3anuu. OTBETCTBEHHBIM 3a apXUB MPOXOIMT
UHCTPYKTaX, a B HEOOXOTUMBIX CIIydasX CTaXUPOBKY B TOCYIapCTBEHHOM apXHBE, B KOTOPBIH
MIEPENAOTCSA JOKYMEHTBI OPraHU3alMy Ha TOCYIapCTBEHHOE XPAHECHHUE.

10.1.5. Ha wumeronmecs B apxXWBE JOJDKHOCTH COIVIACHO IUTAaTHOMY PAaCIHCaHUIO
COCTaBJISIIOTCS JIOJKHOCTHBIE MHCTPYKIIMH, B KOTOPBIX YKa3bIBAIOTCS BHJIbI pabOT, BO3JIaraeéMble Ha
pabOTHHKA apXMBa, €ro 00A3aHHOCTH U IIPaBa.

JIOMKHOCTHBIE MHCTPYKLIMK COTJIACOBBIBAIOTCS C IOPUAMYECKON Cily:k00M OpraHuzanuu u
YTBEPKAAKOTCS  COOTBETCTBEHHO  PYKOBOJWTEIEM  OpraHu3aluu (€ClIM  apXuB  SBISIETCA
CTPYKTYPHBIM NO/Ipa3JIelIeHHeM), pyKkoBoauTesneM ciyxk0b1 JJOY, yacTbio KOTOpOIl SIBIISIETCS apXUB,
PYKOBOJUTEIIEM apXUBa (€CIIN apXUB SIBIISCTCS YUPEKACHUEM).

10.1.6. OcHOBHBIMH (OopMaMHU TOBBIIIEHUS KBaTU(UKaLUU PaOOTHUKOB apXMBOB M CIIYKO
JIOY B COOTBETCTBHM CO CIIOKUBILIEICS MPAKTUKOM SIBIAIOTCA: OTPACIEBOM LEHTP IOBBIIICHUS
kBanupukanuu PocapxuBa, HMHCTUTYTHl TMOBBIIIEHUS KBaTU(UKALWU, KYypChl, COBELIAHUS,
CEMHUHAapBI.

[ToBpiieHne kBanu@uKauu paboTHUKOB apxuBa U ciykO0bl JIOY opranuzanuu npoBoaUTCS
[I0 COIJIaCOBAHUIO C €€ aaMHUHUCTpauuei. 1IoaroroBka M NpoBeACHUE 3aHATHH IO MOBBILIECHUIO
KBaJIM(UKAIIMK OCYIIECTBIISIOTCS apXUBOM COBMECTHO co ciryx00i1 JIOY u otaenom kaapos.

10.1.7. LenTpanbHblii apXxuB (enepaibHOro OpraHa BIacTW WJIM OpraHa BJIAacTH CyObeKTa
Poccuiickoit ®enepanuu, HEHTPAIBHBIA OTPACIEBON apXUB, OTPACIEBON apXHUB OpraHa yIpaBJIeHUs
cyobekta Poccuiickoit deneparin MOXXET OpraHU30BBIBATh, Pa3pabaThIBaTh U MPUHUMATh Y4acTHE
B TOJIFOTOBKE HOPMAaTHUBHO-METOJIMYECKUX JOKYMEHTOB OTpAacieBOro Ha3HAauYeHHUs (pa3iHyuHbIX
nepevyHel KaTeropuii JOKYMEHTOB CO CPOKaMHU UX XPaHEHHsI, TUIIOBBIX (IPUMEPHBIX) UHCTPYKLUH
no J10Y u HoMeHKknaTyp Aen U T.A.) Kak JUIsl BHYTPEHHETO MOJIb30BaHUS B JAESTEILHOCTH apXuBa,
TaK W JUI1 UX HCIOJIb30BaHUs B paboOTe C JOKYMEHTaMHM B CTPYKTYPHBIX MOJpa3JeIeHUs X U



MO/IBE€IOMCTBEHHBIX OpraHU3ALMSIX.

Ha ocHoBe oTpacneBblXx HOPMaTHBHO-METOAMYECKHUX JOKYMEHTOB apXWUBbl OpraHu3alui
oTpaciy pa3pabaThIBalOT KOHKPETHBIE HOPMATHBHO-METOAWYECKHE JOKYMEHTHI MO OpraHU3aluu
paboThI C TOKYMEHTAMH U UX XPaHEHHUIO.

[loaroroBieHHblE apXUBaMHU IMPOEKThl HOPMAaTUBHO-METOAMUYECKUX JIOKYMEHTOB (IIEpEYHH,
HOMEHKJIATYpbl U Jp.) IO UX YTBEPKICHHUS WM MOJMUCAHUS PYKOBOJACTBOM OpraHU3allid WIIU
CTPYKTYPHOTO TOJpa3JelieHus, B COCTaBE KOTOPOTro (DYHKIIMOHUPYET apXWB, MPEJICTABISIOTCS Ha
CorJlacoBaHUeE B COOTBETCTBYIOLIUE yupexaeHus denepanbHol apXuBHOI ciy»k0b1 Poccun.

10.2. IlnanupoBanue pabOThI K OTYETHOCTh apXHBa

10.2.1. B apxuBe COCTaBJISIOTCS: T'OJOBOM IU1aH paboThl (mpuiokenue 46), mmaH-rpaduk
IpueMa el B apXuB.

10.2.2. 'o10BO# MUIaH COCTABIISAETCS C YKa3aHHMEM KOHKPETHBIX BHJIOB PaldoT.

10.2.3. Ilnan-rpa¢uk mpuemMa Jae1 B apXUB COIJVIACOBBIBAETCS CO CTPYKTYPHBIMHU
MOJIpa3ieNIeHUsIMU U YTBEPKIACTCS PYKOBOJUTENIEM OPTaHU3aIHH.

10.2.4. Ilo utoram pabOThl apXUBOM COCTaBJISIETCS OTUET O BBIINOJHEHMM I'OJOBOTO ILIaHA,
IUTAHOB-TPAUKOB, a TaK)KE€ CBEJACHUS O BBINOJHEHUU MEPOINPUSATHH, HE BKIIOYEHHBIX B I'OJJOBOU
wiad. [Tocneanue oTpaxaroTcsi B KOHIIE OTYETA, IPH HEOOXOAMMOCTH CAMOCTOATEIbHBIM Pa3AeIOM.

10.2.5. Yyer Tpyna B apxuBe BeleTcs B Ta0ene yuera pabouyero BpeMEHH U B THEBHUKAX
yueta Tpyaa. [Ipu pacuere HOPM BpEeMEHH HAa OCHOBHBIE BHIBI APXMBHBIX PAa0OT apXHWBBI MOTYT
PYKOBOJCTBOBAaTbCA MeXOTpaciieBbIMU YKPYIMHEHHBIMH HOpPMaTHBAaMU BpPEMEHH Ha pabOThI IO
JIOKYMEHTallMOHHOMY O0€CIIEUEHHIO YIIPABIICHUS.

10.3. KoHTpoI1b 32 COCTOSIHUEM XpaHEHUS
JOKYMEHTOB M UX OpPTraHH3aliedl B IEIONPON3BO/ICTBE
CTPYKTYPHBIX MOJIpa3ACIICHUI

10.3.1. ApxuB NpOBOJUT MPOBEPKU COCTOSHUS XPAaHEHUS JOKYMEHTOB M UX OpPraHM3allH B
JIEJIONPOU3BOJCTBE CTPYKTYPHBIX NOJAPA3CIIEHUI HE PEKE OJHOTO pas3a B IoJl, Kak MPaBUJIO, NEPEN
nepenaveld nen B apxuB. Opranusanus IpoBEpOK JOJKHA BXOAUTH COCTABHOW YacThiO B TO/I0BOI
1aH pa0oThl apxuBa. B 1ensx ocyiecTBieHs] Ka4UeCTBEHHOIO aHAJIN3a COCTOSTHUS M KOHTPOJIS 32
paboToii ¢ TOKYMEHTaMH apXHUBOM BEACTCS KapTOUKa y4yeTa padoThl C OpraHu3amuei (MpuioKeHue
47).

PykoBomuTenu opraHu3anuu WM CTPYKTYPHOTO MOJApA3JeIeHMs] JOJKHBI OBITh 3apaHee
IIOCTaBJIEHBI B U3BECTHOCTH O IIPOBEICHUH ITPOBEPKH.

[Io wroram Kax1oll NPOBEPKH COCTABISAETCS CIpaBKa WIM JOKJIagHAs 3alucka Ha HUMs
PYKOBOIMTENS OpPraHU3alliH, B KOTOPOM OTpa)kaeTcs CYLIECTBYIOIIEE MOJIOKEHUE U HAMEUYAIOTCS
MepBbI 10 JIMKBUJAIMHN HEJOCTATKOB U YIYUYIIEHUIO paOOTHI.

C BBIBOJIaMH TPOBEPKH JOJKHBI OBITh O3HAKOMJICHBI HEMOCPEJICTBEHHbIE HCIIOJHUTENIN U
PYKOBOJMTENIN COOTBETCTBYIOLIETO CTPYKTYPHOTO IOIPA3/IEICHUS.

10.3.2. IlenTpanbHblil apxuB (eaepanbHOr0 OpraHa BJIACTM M OpraHa BJIACTH CyObeKTa
Poccuiickoit ®enepanuu, HEHTPAIBHBINA OTPACIEBON apXUB, OTPACIEBON apXHUB OpraHa yIpaBJICHUs
cyobekta Poccuiickoii denepani B COOTBETCTBUU C IOJIOKEHUSIMM O HHUX OCYHIECTBISIOT
KOHTPOJIb 3a COCTOSIHUEM AapXUBOB U OpraHu3alnueld JIOKYyMEHTOB B J€JIONPOU3BOJCTBE
M0JIBEOMCTBEHHBIX OpraHU3aIuil.

10.4. BeinonHeHue miaTHEIX paboT U yCIyT
ApXUB 17151 IPUBJICYCHUS] BHEOIOJDKETHBIX CPEACTB UMEET IPAaBO B YCTAHOBJIEHHOM MOpSIKE

BBITMOJHATH IUIaTHBIE paOOTHI U YCIIYTHU, KOTOpPbIE OCYIIECTBISIOTCA Oe3 yiiepba i peanu3aluu
€r0 OCHOBHBIX (PYHKIIUH.



Homenknarypa miaTHeIXx paOOT M YCIYT, BBIIOJHIEMBIX apXUBaMH, YTBEpPXKIACTCA
PYKOBOJIUTENIEM OpraHu3aluyd. ApXUB Ha OCHOBE HOMEHKJIATypbl C YYE€TOM YCJIOBUH CBOEH
JEeSITeIbHOCTH (COCTaBa U COJEPKAHMSI XPAHAIMIUXCS TOKYMEHTOB) MOXKET pa3pabaThiBaTh epeueHb
IUIaTHBIX paboT M ycayr, Oojee AETalnbHO ONPEACNSAIOIIMNA BHUIBl pabOT, MPOU3BOICTBEHHBIX
OIEepalMii U UCHOJHUTENCH. JJaHHBIA NEepedyeHb YTBEPKAACTCS PYKOBOJAUTEIEM OpPraHU3ALMU I10
IPEJCTABICHNUIO PYKOBOIUTENS apXuBa. Buabl 1 00beMbI IIATHBIX pabOT M yCIyr BKJIIOYAKOTCS B
IUIaH paboOTHl apXHUBa Ha IO/,

[Ipu BBINOJHEHMHU MJIATHBIX PabOT M YCIYr WJIM COBMECTHBIX paOOT OTHOIIEHUS apXuBa CO
CTOPOHHHMH OpTraHU3aLUSIMH M TOTPEOUTENIIMH, B TOM YHUCIE 3apYOCKHBIMH, JIOJKHBI
3aKpEIUIATHCS JOTOBOPOM.

Llenpl Ha maTHblE pa0OTBl U YCIYTU YTBEPKAAIOTCS PYKOBOJUTENIEM OpraHU3alUu IO
IIPEJICTaBICHUIO PyKOBOJUTEIIS apXUBA.

10.5. IIpuem-niepenaua JOKyMEHTOB
IIPH CMEHE PYKOBOJUTEIISI apXHBa

10.5.1. Ilpu cMmeHe pyKOBOIAMTEN apxHvBa IpHUEM-Iiepefadya JOKYMEHTOB M CIPaBOYHOIO
afnnapara K HUM, a TaKkKe OMEIIEHUH apX1Ba, UHBEHTAps. U 000PYAOBaHUS POU3BOJUTCS 10 aKTy
(mpunoxkenue 48).

Jns npueMa-miepeiaud Aeil PYKOBOJIUTENS apXuBa MPUKA30M PYKOBOAMTENS OpraHU3aLUU
Ha3HayaeTcsd KOMHCCUS B COCTaBE HE MEHEe TpexX uelnoBeK. B cocTaB KOMHCCHMU BKIIIOYAETCS
npencraButensb cayxosl JJOY.

10.5.2. Ilpu nmpueme-niepeaade a1 HEOOXOIMMO IPOBEPUTH HATMUUE U COCTOSIHUE!

JOKYMEHTOB apXuBa, B TOM 4Hcje 0cO00 LEHHBIX A€ U CTPAXOBBIX KOMUH 0COOO LIEHHBIX
JIOKYMEHTOB;

YUYETHBIX JIOKyMEHTOB M CIPAaBOYHOrO ammapara K JJOKyMeHTaM ([acropTa apxuBa, OIMUCel
JIeT ¥ 3aMEHSIONINX X HOMEHKJIATYp e, JIMCTOB (DOH/IOB M KapTOUYEK (POHAOB, KHUT MOCTYILICHHHA
U BBIOBITHS JOKYMEHTOB, CIIPABOYHBIX KapTOUEK);

neyarel U ITaMIoB apXuBa (IIPH UX HAIWYHH);

MPOTHBOIOXKAPHOTO U OXPAHHOT'O 000PYIOBAHMS.

HeoOxomuMo npoBepuTh Takke yCIOBUS XpPaHEHUS TOKYMEHTOB.

10.6. [Topsanox npueMa-niepesadyn J0OKYMEHTOB
IIPU PEOpraHU3aLUU OpraHu3aluu

10.6.1. Tlopsimox mpuema-nepenadd JIOKYMEHTOB OpraHU3alud IIpU  PEOPraHU3aLnn
NOCIEAHEN ONPEeNIeTCs PACIOPSIUTENbHBIM JOKYMEHTOM O PEOPTaHU3allMi OpraHU3aIuu.

B cocraB IMKBUAALIMOHHOM KOMHCCHM IO PEOPraHU3allMM OPTraHU3aLMU JIOJKEH BXOAWTH
IIPEJICTAaBUTENIb COOTBETCTBYIOIIETO apPXUBHOI'O OpPraHa.

10.6.2. Ilpu peopraHu3anny opraHu3aliy ¢ nepegaayeit ee GyHKIHMM Ipyroi UiaM HECKOJIBKUM
opraHusanuvsaM, B TOM 4YHUCIC C HM3MCHCHHEM (I)OpM CO6CTBGHHOCTI/I, JOKYMCHTBEI HCPEAArOTCA
OpraHMU3alH WY OPraHU3aALUAM-IIPaBONIPEEMHUKAM.

10.6.3. TIpu peopraHu3aIiii OpraHW3AlMHU, KOTJIA M3 €€ COCTaBa BBIJCISETCS CTPYKTYpHOE
NOJpa3JielIEcHNe CO CTaTyCOM OpraHW3aluy, IIOCIE€JHEH MEepefaroTcsi HE 3aBEpIICHHBIE
JIEJIONPOU3BOJCTBOM JIeJia, OTHOCSIIMECS K MPO(UITIO ee NeATeNbHOCTH, a TakKe JMYHbIe AeNa U
JIMIIEBbIE CYETa COTPYIHUKOB, MEPELISIINX HAa pabOTy B 3Ty OpraHU3alIHUIO.

10.6.4. TIlepen mnepemaveil MDOKYMEHTOB pEOPraHU30BAaHHOM OpPraHU3alMi MPOBOJAMUTCS
IIPOBEPKA HAJIMYUSA M COCTOSHMS €N, XPaHALIUXCSA B JEJIONPOU3BOACTBE U apXMBE, a TAKXKE HX
Hay4YyHO-TEXHHUYecKas 00paboTka.



HamMeHOBaHMe opTraHM3aluu
®doHo N

OIMCh N
IOeJl NOCTOAHHOT'O XPaHeHUs

3a ron

[Tpunoxenue 1
K. 2.4.1

YTBEPXIAI

HauMeHOBaHME OOJDKHOCTU
PyYKOBOOUTEIIA OpI'aHM3alUM

[loonmce Pacumbpporkxa
nfePrfnizie)’s
IDaTa

HaspaHme pasnesia (CTPYKTYPHOTO MNONpPa3IeJieHMs OpTaHu3allun)

N Nupmexc 3aroJIoBOK Heja Kpavnue mate | KoJl-BO JIMCTOB [Tprmeua-—
n/n neJa HYE
1 2 3 4 5 6

B ImaHHBIM pazsmesi OIIMCKM BHECEHO

c N no N
JITEPHEIE HOMEpPa:

en. Xp.,

(undpaMm ¥ HOPONUCHIO)
, B TOM UMCJIe:

IIPOIIYyUIEeHHBIE HOMEPa:

HamMeHOBaHME OOJDKHOCTU
COCTaBuUTEJIA OIUCHU Noonmce

HamMmeHOBaHME IOOJIXKHOCTU
PYKOBOIMTEJIA apxXuBa [Nomonmce
(Mrua, OTBETCTBEHHOTO

3a apxuB)

ITaTa

YTBEPXIOEHO

[lpoTokos JIIK apxXMBHOTO y4YpeXIeHUS
oT N

PacumdppoBka NOONMUCHK

PacumdppoBKa NOONUCK

COTJIACOBAHO

[IpoTroxkos LBK (39K) opraHm3aumum
oT N

dopmaT A4 (210 x 297 mm)

dopMa T'OOOBOTO paslejyia CBONHOM ONMUCKM IHeJI INOCTOSHHOTO XpaHeHUs

HammMeHOBaHMe opraHmM3alumn
®oHnm N

OIMCh N
nes BpeMeHHOTO (cBeme 10 JeT)

[Ipunoxenune 2
K. 2.4.1

YTBEPXIAIO

HamMmeHOBaHME IOOJIXKHOCTU
PYKOBOOMTEJIA OpITaHM3alun



XpPaHeHUs

3a rono

[Nomnmce PacumppoBra
NOIONNCHU

ITaTa

HazBaHMe pas3nesa (CTPYKTYPHOTI'O IoIpas3lesieHMsa OpI'aHM3aluM)

N VHOekc 3arosiorok |KpanHme naTe Cpok Kom-BO [IprMmeua-—-
/o neja mesa XPaHeHUd JIMCTOB HUe
1 2 3 4 5 6 7
B DmaHHBI pas3mes ONMCHM BHECEHO en. xXp.,

c N no N
JIMTEPHBIE HOMEpPa:

(umdpaMm M OPONMUCHI)

y B TOM UMCJIE:

IPOIIyMEeHHEEe HOMepa:

HamMeHOBaHME IOOJIXHOCTU

COCTaBUTENIA ONUCHK [Tognmchb
ITaTa

HamMeHOBaHME IOOJIXHOCTU
PYKOBOOMTEJIA apxuba [logonmchb

(MMua, OTBETCTBEHHOTO
3a apxuB)

IDaTa
COTJIACOBAHO

[IpoToxkosi IISK (9K) opraHmzaumum
oT N

PacumdpoBKa NOONUCK

PacumdppoBKa IOONUCK

dopmaT A4 (210 x 297 mm)

dopMa T'ONOBOTO pasmesia CBOLHOM ONMCU IOeJl BPEMEHHOIO

(cBpme 10 JjieT)

HamMeHOBaHMe opraHmM3alumn
®doHnm N

OIlICh N
neJjl 10 JIMYHOMY COCTaBy

XPaHeHUsI

ITpunoxxenune 3

YTBEPXIAIO

HamMmeHOBaHME IOOJIXKHOCTU
PYKOBOIMTEJIA OpIaHmM3alnn

Ko 2.4.1

3a ron [Nopgnmuce Pacumpposka
TIOOMNNCHU
HJaTa
Hassaume pazgpgerna
N umexc 3arojioBok gmeja |Kpanume maTel |Kos-Bo snmcTor | IlpmMeda-—




n/mn nesa Hue

1 2 3 4 5 6
B DmaHHBI pas3mes ONMCHM BHECEHO en. xp.,
(umdpaMm M OPONMUCHI)
c N no N , B TOM UMCJIe:

JIMTEPHBEIE HOMEPaA:
IPOIlyMEeHHEEe HOMepa:

HauMeHOBaHME HOOJDKHOCTU
cocTaBUTEeJIA OIIMCU [omnuce PaCMM@pOBKa ImoOrnmcum

TaTa

Hauajib HUK CHyXGH KagpoB

(MHCIEKTOp MO Kazpam) [Mopnuce Pacumdpporka nomnmcu
HaTa
COTJIACOBAHO COTJIACOBAHO
[IpoTrokosi IUSK (9K) opraHmzaumum [IpoToxos 3IIK
APXMBHOTO yUYpPeXIOeHUI
oT N oT N

dopmaT A4 (210 x 297 mmMm)

@opMa I'oOgoBOI'O paznpgersla CBOIHOM OINMUCHK OeJl IO JINMYHOMY COCTaBy

ITpunoxenune 4

k1. 2.4.1
HamMeHOBaHMeE oOpTraHM3alumn
AKT YTBEPXIAI
N HamMeHOBaHMEe OOJDKHOCTU
PYKOBOIMTEJIA OpITaHM3alun
(MecTO cocTaBJIeHUS)
O BHIOEJIEHUM K YHUUTOXEHMIO [loonucso Pacumpposra
OOKYMEHTOB, He IIonjiexalmx INOONMUCH
XPaHEeHMIO IaTa
Ha ocHoBaHMM
(Ha3BaHME ¥ BHIXOIOHBEIE IAaHHBIE I[IepPedYHa IOKYMEHTOB
C yKasaHMeM CPOKOB UX XPaHEHUH)
OTOOPAHE K YHMUTOXEHMIO Kak He MMeK e HaydHO-MCTOPUUECKOM LEeHHOCTU
U yTpaTUBILMEe NPaKTUUECKOe 3HadeHMe IOOKyMeHTH doHnma N
(HazBaHMe
douna)
N 3aroJjIoBOK meja Kpannue |Homepa |[MHOekc pena Kojsi-BO Cpoku xXpaHeHus Mpume -
n/n | uny rpynnoBoOi IaThL omnmcey |0 HOMEHKJIa-— en. xXp. 1 HOMepa cTaTen JaHMe
3aT0JIOBOK Type umam N 10 IEePeyYH
JOKYMEHTOB nejia I1o
Oomnmcum

1 2 3 4 5 6 7 8




Toro en. xp. 3a TOOH
(umbpaMm M NOPONMUCHIO)

OnmMcK @meJji NOCTOSHHOTO XPaHeHUS 3a TOnbl YyTBEPXIOEHBE 10 JIMYHOMY

cocTaBy

comjlacoraHel c¢ JIlK

(HaMMEHOBAHME aAPXUBHOT'O YUPEXIEeHUS)
(mpoTokKOJ OT N )

HamMeHOBaHME IOOJIXHOCTM JIMLa,

NIPOBOOMBIIETO BKCIEPTU3Y

LIEHHOCTHM IOOKYMEHTOB [Noonmce PacumppoBka NOONMUCHK
ITaTa

COTJIACOBAHO

IIpoToxois LOK (3K)

oT N
IJOKYMEHTH B KOJIMUECTBE en. xp.,
(umdpaMm M OPONMCHI)
BEeCoM KI' COaHBE B
(HauMeHOBaHME OpTaHM3aluM)
Ha HepepaboTKy IO NPMEMO-CHATOYUHOM HAKJIAOHOM OT N

HamMeHOBaHME OOJIKHOCTM PaOOTHMKAE,
CIaBLIETO OOKYMEHTE lloonmce PacumdpoBka NOONMCH

ITaTa

VI3MeHeHMsS B y4YeTHBE IJOKYMEHTH BHECEHH.

HamMeHOBaHME HOOJDKHOCTHU paboTHMKA

apxmuBa, BHECWETO MU3MEHEHMS

B YUETHBEE IOOKYMEHTE Nomnmce PacumdppoBka NOONMUCHK
ITaTa

dopmaT A4 (210 x 297 mmMm)

CDopMa dKTa O BBIOCJIEHUM K YHUMUTOXEHMIO IOOKYMEHTOB,
He rnoajiexallX XpPaHEeHUMIO

IIpunoxenue 5
K. 2.4.2

(HazBaHme rocyIapCTBEHHOTO apxuBa)

(HazBaHue opraHuzaLUM)

®ono N



Onmce N

(HasBaHMe omnmcu)

(KpavHmre naTer)
dopmaT A4 (210 x 297 mmMm)

@opMa TUTYJIBHOI'O JIMCTa OIIMCU
SJIEKTPOHHBIX IOOKYMEHTOB IIOCTOAHHOI'O XPaHEHUA

YTBEPXIAN
[IpoTokoga 3IIK
(HaBzBaHUE
apxmBa)
N
doum N
Onuce N
Ba ron
N en. N BaroJsioeok |Jara ObBeM Kos-BO dop- |CocTar [Mpume -
yueTa |en. en. yuera cozma- (MbamT) 3anmucem |mar TEeKCTOBOM |UYaHUe
Xp. HUSA (nnsa IoaH- | COnpOBO-
tas HBIX OUTEeJIbHOM
IaHHBIX) OOKYyMEH—
Tauum
1 2 3 4 5 6 7 8 9
B DmaHHB pas3mes ONMCHUM BKJIOUEHO en. ydera C
(undppaMm M OPONMCHIO)
N no N ;
en. xp. ¢ N no N obwemom __ MoGaur.

(undpaMm M HOPONUCHIO)
Bcero B omnmche BKJIOUEHO en. ydera ¢ N
(umdpaMm M NOPONMUCHI)

no N ;
en. xp. ¢ N nmo N ob6BEMOM MbBamnT.
(undpaMm M HOPONIUCHIO)
HamMeHOBaHME IOOJIXKHOCTU
COCTaBUTEJIA OIUCHK [loonmchb PacumppoBkra NOONMUCHU
IDaTa
COTJIACOBAHO

[IpoToxois 9K (I3K) opranmszauum N

[IpencenaTtens 9K (LISK) opraHMs3aumum

(moJxHOCTL, TMOONNCH,
pacumdpoBka IONNUCH)

dopmaT A4 (210 x 297 mm)

d>opMa ONMCHU OSJIEKTPOHHEIX IOTOKYMEHTOB IIOCTOAHHOI'O XPaHEHUA




[Tpunoxenue 6
K1 6.3.3

JMCT ®OHIOA N

(MecToHaxoxmeHme QoHIA
opraHuzauuu,

(HaMMeHOBaHUE
roe xpaHuTcsa GoHI) )

(DaTa nDepBOTO MNOCTYIJIEHUS
IOKYMEHTOB GoHIa)

KparHne naTel
KaxInoro HaszBaHuUA QoHIa

HaszeaHMe o¢oHIa

1 2
1. YueT HeommucaHHBIX JOKYMCHTOB

ODaTa HasBaHue, N u mara I[locTynaeHue BriOeITHIE Hanmnuue

3aNIMUcCKU | JOKyMeHTa, [0 KOTO- (ocTaTok)
pPoOMy MNOCTYIMIM WU

BHIGLUTM IOKYMEHTH Kom-BO Kpan- |[Kosn-BO Kpan- |Bcero en.

en. xp. HUEe en. xp. HUEe Xp.
OaTH IaTH
1 2 3 4 5 6 7




®opma sucta ponna

2. Y4er onucaHHbIX JOKyMEHTOB

HammMveHnoBaHMe opraHmM3alum

HOMEHKJIATYPA IOEJI
N

(MecTO CcOCTaBJIEHUS)

Ha ron

®opma nucta GoHaa

YTBEPXIAIO
HavMmeHOBaHME OOJDKHOCTMU
PYKOBOIMTEJIA OpIraHM3auuMn

Homnmce Pacumopporka
NOONUCHU

IaTa | Homep | KpalHue HazBaHUe HocTy- BeIOBITHIE Hannume (ocTaTokK) Muxpodmib-—
3a- onmcu IOaTH ONUCK WJIIN IIJI0 MMPOBAHO
nmMcu e e aHHOTaum4a e HeJ’I OcHOBaHMe B TomM uymcie en. B TomMm umciie meJ ocTo-—
onmucm OOKYMEHTOB BEIOBIT M5 oo onmcHAM, xXp. SHHOTO
(HazBaHME, YTBEPXIEH— IIOCTOAHHOIT'O XpPAaHEeHMA no is/c XpaHeHMa
mara, N HeM OIIK
moKyMeHTa) M3 HUX IO ONM-— en. | xpalHue
= cAM TBEPXIOSH— Xp. aTBl
en. xp. |xkpan- r Y PxA p A
HeIM OIIK
HUE
IOaTeL
en. xp. KpanHue
IOaTH
1 2 3 4 5 6 7 8 9 10 11 |12 13 14 15 16 17
®opmar A4 (210 x 297 mm)

[Tpunoxenne 7

K 1. 3.4.6




IDaTa

VHpmekc 3aroJIoBoK [eja Kom-BO CpOK XpaHeHUd [lprMeuaHMe
neja en. xp. |m N craren no
[IePeyH
1 2 3 4 5

HaspaHue paspersa

HamMeHOBaHME HOOJDKHOCTU
pykoBomuTeJNd CJyXxOel JOY
opraHMs3aluum [Momnmce PacumppoBka NOONUCK

IaTa

Busza PyKOBOIUTEJISA apxXUBa
(Muua, OTBETCTBEHHOTO 3a apXUB)

COTJIACOBAHO COTJIACOBAHO

IpoTokos L3K (3K) [IpoTokos 3IK apxXMBHOT'O
yYpexneHnAa

oT N oT N

dopmaT A4 (210 x 297 MMm)
dopMa HOMEHKJIATYPH IeJl OpTaHM3alun

VTorosad 3amnmMchb O KaTeropmax M KOJI-Be nOe, 3aBeIEeHHBIX B rony
B OpTraHM3alunm

[lo cpokaM XpaHeHUd Bcero B TomMm umcrie:

nepexonammx c ormeTkom "IIIK"

1 2 3 4

IIOCTOAHHOTO

Bpemenuoro (cBeme 10
JIeT)

BpemenHoro (mo 10 jer
BKJIOUUTEJILHO)




UTOT'O:

HavMeHOBaHMEe IOJDKHOCTU
pykoBOoOMUTENd CJyX0Opl JOY

HaTa

WTOoTOBEIE CBEIEHUSA IIepelaHbl B apXUB.

HavMeHOBaHMe OOJIXHOCTU
nepenaslero CBeNeHUd

IaTa

Iloomnmce

Iloonmce

PacumppoBka MOOOIUCU

PacumdpoBKa IOONUCU

dopMa MTOT'OBOM BalMCM K HOMEHKJIATYpe HeJl OpTlaHu3aluu

HamveHoBaHMe OpraHMn3alumn

HamveHoBaHMe CTPYKTYPHOTI'O

nogpasnesieHus

HOMEHKJIATYPA IEJI

N

(MecTO CcoOCTaBJIEHUS)

Ha ronm <*>
Nupmexc 3aroJIoBOK Ieja Kom-BO CpOK XpaHeHUHA [lprMeuaHMe
neja en. xp. |m N crarem no
[IePEeYH0
1 2 3 4 5

ITpunoxxenune 8
K 1. 3.4.6



HaszepaHue pazznela

HammveHOBaHMEe IOOJDKHOCTU
PYKOBOOUTEJNA CTPYKTYPHOTO
nogpasnejieHus [Momonmce PacumppoBka NOONUCHK

ITaTa

COTJIACOBAHO <**>
[lpoTokoJy 3K CTPYKTYPHOI'O
nompas3neJieHusa

oT N

HauMeHOBaHME IOOJIXHOCTU

PYKOBOOMUTEJNA apxXuBa

(IMua, OTBETCTBEHHOTIO

3a apxXuB) [Momnmce PacumppoBka NOONUCK

JaTa
dopmaT A4 (210 x 297 MmMm)

dopMa HOMEHKJIATYPH IeJll
CTPYKTYPHOTO IOIpas3nejieHus OpIraHM3alumn

<*> K BbINHCKE M3 HOMEHKIATYphl el OpraHu3aluu i1 JAHHOTO CTPYKTYPHOTO TMOJApA3JeNeHUs MO OKOHYAHWU KAJICHJAPHOTO TojAa
COCTaBJISIETCSI UTOTOBAs 3alKCh MO (opMe, YKa3aHHOW B MPUIIOKCHHH 7, W JETAeTCs OTMETKAa O Iepeadye MTOTOBBIX CBeACHHH B ciyxOy 10V

OpraHM3alMH.
<**> TIpu Hanuuuu DK CTpyKTypHOTr0 Mojpa3ieacHus.

[Tpunoxenue 9
K 1. 3.6.16



JIMCT-3ABEPUTEJIbE JEJIA N

B meJsie nmomumTo U IIPOHYMEPOBAHO

JIMCTOB,
(urdpaMy M HOPONMCHIO)
B TOM 4YMCJIE:
JIMTEPHBIE HOMEepa JIMCTOB ;
NPOIyLlIEHHEIE HOMEepa JIMCTOB
+ JIMCTOB BHYTPEHHEN ONUCHK
OcoBeHHOCTM (QM3UUEeCKOTO COCTOAHMSA UM QOpMMPOBAHMUA IeJia Homepa
JIVICTOB
1 2

HavMeHOBaHME OOJIXHOCTU

paboTHMKA [Momnmce PacumppoBka NOONUCK

IHaTa

dopmaT A4 (210 x 297 MmMm)

dopMa JMCTa-3aBepuTesia neja

BHYTPEHHAA OITUCH
ﬂOKYMeHTOBeH.prN
N Nunexkc HaTa 3aroJIOBOK HOOKYMEHTAa Howmepa Mpwn-
n/n | mokymMeHTa |OOKyMeHTa JIMCTOB €eO. Xp. Meda-
HUEe

1 2 3 4 5 6

ITpunoxxenune 10
K. 3.6.17



MToro

JOKYMEHTOB .

(umbpaMy M MNPONMCHIO)
KonmmuecTBO JIMCTOB BHYTPEHHEM ONUCU

HauMeHOBaHMEe OOJIXHOCTM JMLA,
COCTaBMBIUIET'O BHYTPEHHKK OIIMCH
JOKYMEHTOB IeJla

IaTa

dopMa BHYTPEHHEN

(umbpaMy M NPONMUCHIO)

[Momnmcse PacumppoBka NOONUCHK

dopmaT A4

OIIMICM OOKYMEHTOB nOejla

(210 x 297 Mm)

[Ipunoxenne 11
K1 3.6.18



Kom roc. apxmuBa
Kon opranmszauum

®. N
Om. N
Io. N

(HamMeHOBaHME APXMBHOTO YUYPEXIEeHMS)

(HamMeHOBaHME OpraHMBaluUM M CTPYKTYPHOI'O NOApa3lesIeHMs)

IEJO N TOM N

(3aroJoBOK gJeja)

(KparHue ZnaTh)

Ha JIMCTax
XpPaHUThb

dopmaT A4 (210 x 297 mMmMm)

dopmMa OOJIOXKM IeJjia
IIOCTOSHHOT'O M BpeMeHHOTO (cBrle 10 JjeT) xXpaHeHUuS

[Ipunoxenune 12
K 3.7.2

(HamMmeHOBaHMEe opraHM3alUM)

(HamMmeHOBaHME CTPYKTYPHOTO MNOIOpas3leJiIeHUs)
YTBEPXIAI
HammMeHOBaHME IOOJIKHOCTU

PYKOBOOUTEJSA CTPYKTYPHOTO
nonpasnesyieHusa



[omnmce Pacumpporkra
jafePrfnizlel’s
ITaTa
OIINChH N
N NHpoekc 3aroJyIoBOK Kpanuue Kom-BO Cpoxk [IprMeuaHMe
n/n neJia nesa IaTE JIMCTOB XpaHeHud
1 2 3 4 5 6 <*> 7
HaspaHue paspesa
B maHHy©0 OIMCBH BHECEHO en. xp. ¢ N

no N

(umdpaMm M OPONMCHI)
, B TOM UYMCJe:

JIITEPHBIE HOMepa:

IIPpOIIyHeHHBIe HOMepa:

HamMeHOBaHME IOOJIXHOCTU

coCcTaBUTEJIA OIIMCU

DaTa

COTJIACOBAHO

I[Toomnmce

HauMeHOBaHME OOJDKHOCTU PYKOBOOMNUTEIIA

CIIyX0u 0¥

I[Toonmuce

IDaTa

@opMa onmcum neji rnoCTOAHHOIO,

PacumppoBKa MNOONMUCHU

BPEMEHHOTI'O

COIJIACOBAHO <**>
[IpoTokoy 3K CTPYKTYPHOI'O
nompasneyieHus

oT

PacumdppoBKa NOONMUCHK

(cBrme 10 JieT)

XPaHeHd U II0 JIMYUHOMY COCTaBy CTPYKTYPHOIO
nmogpasneJieHrd OpIraHM3alun

<*>T'paca 6 ormyckaercs B ONUCSX JIe TOCTOSHHOI'O XpaHEHHUs!.

<**> TIpu Hanuuuu DK CTpyKTypHOTO MOApa3IEICHHUS.

[lepenan

(udpamMmu U MNPOMNMUCHIO)
PETUCTPALMOHHO-KOHTPOJIbHEIX

(umbpaMm M NOPONUCHIO)

OoOKyMeHTaM <*>

HauMeHOBaHME IOOJLDKHOCTU COTpYyIOHMKA

[Ipunoxenne 13
k1. 3.7.17

en. xp.

KapToTek K




CTPYKTYPHOI'O MNOIOpaslesieHMs [lopnuce PacumppoBra NOONMUCHU
IDaTa
[Mpuuan en. xXxp. u

(umdpaMm M OPONMUCHI) (umdpaMm M OPONMUCHI)
PETUCTPALMOHHO-KOHTPOJIBHEIX KAapTOTEK K IOKYMEHTaM.

HamMeHOBaHMe HOOJDKHOCTM pabOoTHMKA
apxmpa OpIraHM3alumn [lopnuce Pacumbpporka nomgnmucu

IDaTa

dopmaT A4 (210 x 297 Mm)

@opMa UTOTOBOM 3BalUCU U saBepMTeanoﬂ HaOImcum

<*> [lepenaroTcst BMECTE C JIeJIaMU KaHIICIISIPUH.

[Ipunoxenue 14
km 3.7.18

(HasBaHMe T'OCyHapCTBEHHOTO apxuBa <*>)

(HazBaHme ¢oHIa)

®oHno N

OIlNCh N

(HazBaHme onwucwu)

KpariHmue naTe OOKYMEHTOB

dopmaT A4 (210 x 297 mmMm)

@opMa TUTYJIBHOT'O JIMCTa OIMCK LOOKYMEHTOB IIOCTOAHHOI'O XPaHEHMA

<*>3anoiHsercs B rocy1apcTBEHHOM apXHBe.

[Ipunoxenue 15
kn.4.4.3.3

HaumMveHOBaHME OopraHmzaumnm

KAPTOUKA IIOCTEJIIAXHOI'O
TOIIOTPAGUMUECKOI'O YKASBATEJIA



CTEJUIAX N

XPAHWMIIMIIE N

llxad N |Ilonmxa N |[®doum N |Omnmce N |Ienma c¢ N [IprMeuaHMe
(2/m)
no N
1 2 3 4 6
dopmaT A6 (148 x 105 mm)

dopMa KapTOUKM INOCTEJIJIAXHOTO Tonorpadmueckoro ykaszaTess

(Mmuueras CTOpPOHA)

[Ipunoxenue 16

ko 4.4.34

1 2 3 4 6
dopMa KapTOUKM I[IOCTEJUIIaXHOT'O TonorpadmueckKkoro ykaszaTess
(obopoTHas CTOPOHA)

HavMeHOBaHME OpTraHMU3aLUN
KAPTOUKA TIOPOHOOBOI'O
TOIOT'PAOVUECKOI'O YKA3ATEJIA
OOHIO N XPAHVMIIVIIE N
HasepaHue odoHIa
Onmce N [|Jesia ¢ N Cresax llkad N Momka N [IpuMmeuvaHmne
nmo N N
1 2 3 4 5 6
dopmaT A4 (210 x 297 mm)

HamMeHOBaHMe oOpraHmM3alumn

[IpuMmepHas dopma
KapTouky NodoHIOBOTO Tomnorpadmueckoro ykaszaTess

[Ipunoxenne 17

k. 4.5.3



HaszBaHMe apxmuBa

3AKA3 (TPEBOBAHUE) PA3SPEINIAK BrImauy nei
Pyxkopomurens apxmpa
N (2aB. UMTAJILHEIM 3aJIOM)
(MecTO cocTaBJIeHMA) [Momnuce Pacumpposka
Ha BHIaAYy IOKYMEHTOB IIOONUCHU
ITaTa

(bamMmymsa ¥ MHMUMAJIEL UCCJleoBaTesisa; paboTHUKA CTPYKTYPHOI'O
nompasnesieHus)

(TeMa mccaemoBaHMUSA)

dounng |Onmce |En. xp. 3aroJIOBOK Pacnmucka Pacnucka coTpyIHUKA
N N N en. Xp. [IOJIL30BATEJIA B U4MTaJbHOT'O 3ajla B
IIOJIYUYEeHUN npuemMe
1 2 3 4 5 6

dopmaT A5 (148 x 210 MmMm)

dopMa 3akaszsa Ha BHIAUY IeJ
(MnueBas CTOPOHA)

[lognmuce muccJgemoBaTesid

dopmaT A5 (148 x 210 mmMm)

dopmMa 3akasa Ha BHIAUYYy el
(oBbopoTHaAA CTOPOHA)

[Ipunoxenne 18
k1. 4.53

HamMeHOBaHMe opraHmM3alumn
AKT

N

(MecTO CcoCTaBJIEHUS)
O BBHIAUE IeJl BO BPEeMeHHOe II0JIb30BaHUue

(HaMMeHOBaHME OpTaHM3alUM,
ee aIpec, IIOUTOBLIM MHIEKC)

OcHOBaHue




Iyia KaKoOM LeJiM BHIOAKTCHA Ieja
BrimanTCcsa crenyoupe en. xXp. u3 borHma N

(HazBaHMe OQoHIa)

N Onmmuce |Em. xp. 3arososok |Kpamnhume |[KojamuecTBO [lpuMeuyaHUE
/o N N en. xp. IOaTH JIMCTOB
(Bpems
3BYy4YaHUA,
MeTpax)
1 2 3 4 5 6 7
Bcero BmimaeTcsa en. xXp.,

(umdpaMm M OPONMUCHI)
CPOK BO3BpalleHUd .

Iejla BBIOAHH B YIOPSAOOYEHHOM COCTOSHMM, IOIWMTE, B OOJIOXKAX, C
IIPOHYMEPOBAHHBIMM JIMCTaAMM UM BaBEPUTEJILHBIMM HANOIMUCIMU .

[lonnyuaTesb obazyeTcsa He TI[penoCTaBJATb IHeJl, I[IOJIyYeHHHX BO
BPEMEHHOEe II0JIb30BaHMe, IJid 3aHATUM [NOCTOPOHHMM JIMIlaM, HE BBIOABATH
10 HMM KOINIUM, BEIIIMCOK ¥ CIpPaBOK, He NnyOJMKOBaAThL IOKYMEHTH 0Oes
paspelleHrsa opraHM3aluy, BHIABIEM neJa.

[lonnyuaTesb obazyeTcsa BEepHYTb Hejla B apxXuB OopraHuMs3aluuu B

YKaSaHHHﬁ B aKTe CPOK.
[MonyuyaTesb npenyrnpexineH 00 OTBETCTBEHHOCTM IO 3aKOHY B CJIydae
YyTpaTe MM INOBPEXIEeHMA IIOJIYYEHHEIX BO BPEMEHHOE IIOJIb30OBaHMe InOeJl.

HavMeHOBaHME OOJIKHOCTU HavMeHOBaHME OOJIKHOCTU

PYKOBOOUTEJIA OpTaHu3alun, PYKOBOOMTEJIA

BHIOAKIEIO Oeja OpTraHM3aluUN-I0JIydaTeslsa

[oonucse Pacumpposkra [loonuce Pacumpposkra
IOONNCHU IOONNCHU

HaTa JaTa

T'epboBad mnedaTb OpTaHU3ALUMU T'epboBad mnedaTb OpTaHU3ALUMU

Beimasi meJjia 1o IIOPYUEHMIO PYKOBOIOCTBA

(HaMMeHOBaHME OpTaHMU3aluM)
PykoBomuTesib apxmusa
opraHmsaumum (Jamuo,
OTBETCTBEHHOE 3a apxXuB) [Momnmce Pacumpposka
NOONMUCHU

ITaTa

HpMHHJ'I Jejia IO IIOPYUEeHMI0 PYKOBOICTBA

(HaMMeHOBaHME OpITaHM3alUM)
PykoBomouTesb apxmusa
opraHm3auum (Jamuo,
OTBETCTBEHHOE 3a apxXuB) [Momnmce Pacumpposkra
IIOOINCH
DaTa
Ilejla BO3BPAUIEHE B IIOJIHOM OOBEME M COXPaHHOCTMU.

Comamn mo IIOPYUEHNMI PYKOBOIOCTBa OPITaHM3alUUM-IIOJIydaTEeJId.

PYKOBOIUTENL apxXuBa
opraHm3auum (Jamuo,



OTBETCTBEHHOE 3a apXUB) [Tognuce Pacumpporkra

MIOONMCHU
ITaTa
[IpMHAJ IO MNOPYYEHMIO PYKOBOLCTBA OpIraHMU3aLuu,

PYKOBOIUTEJNL apxXuBa
opraHmsauum (JInuo,

OTBETCTBEHHOE 3a apPXUB) [lopnuce Pacumbpporkxa
[IOOMNMCH
IDaTa
dopmatT A4

dopMa axkTa O BHIOAUE IOeJI BO BPeMEeHHOe II0JIb30BaHue

BEIIABIIEM @OeJa.

(210 x 297 mm)

[Ipunoxenue 19

K1 4.54
HamMeHOBaHMe OpTraHM3aLUn
KHUT'A BHIOAUM IOKYMEHTOB N
Hauara
OKOHUEeHa
dopmaT A4 (210 x 297 mm)
dopMa TUTYJIBHOTO JIMCTa KHUIM BBIOAYUM HOOKYMEHTOB
N HaTa doun |Onmuce Eno. xp. Komy | Pacnmucka HaTa Pacnucka Mpu-
n/mn | BEmaum N N N BEI— B IIOJIYy— BO3— B BO3-— Meua-
OaHO |YeHUMr BpaTa |BpalleHUM |HUe
nesa neja neja
1 2 3 4 5 6 7 8 9 10
UToro B TOony BEOAHO M3 XpaHwunmma N

(undpaMm ¥ HOPONUCHI)

HauMeHOBaHME OOJDKHOCTU pa@OTHMKa,
COCTaBMBIUIETI'O MTOI'OBYIO 3allMChb

[Nomnmce
ITaTa

dopmaT A4

@opMa KHUT'VM BBOAYUM LOEeJI M3 XPaHWMJIMIa

en. xp.

PacumdpoBka MNOANUCU

(210 x 297 mmMm)



HammMeHOBaHMe oOpTraHM3aLun

JIMCT MNCIIOJIB3OBAHMA IOKYMEHTOB

donm N Onmce N

3aroJIOBOK HeJia

ITesio N

[Tpunoxenue 20

ODaTa KoMy BBIDAHO: XapakTep MCIOJIb30BaHUA N mMcnoJjyib-— [Toonuce
MCIIOJIb — baMunmsa, UHU— (konmMpoBaHMeE, BHIIMUCKH, 30BAaHHBIX Jauia, uc-—
30BaHMA |LUMaJH (pas3- OPpOCMOTP M Ip.) JIUCTOB [I0JIb30—
BOOpPUMBO) BaBIIETO
eJo
1 2 3 4 5
dopmaT A4 (210 x 297 mm)

@opMa JIMCTa MCIIOJIBE30BaHMA IJOKYMEHTOB

HammMeHOBaHME OpTraHM3aluMn

KAPTA-3AMECTUTEJIL IEJIA

kmo 4.5.8

[Ipunoxenune 21

Iejio

(N 1 HazBaHUe)
Onmce

(N m HazBaHuUe)
®oHI

(N 1 HazBaHUe)

BeimaHO BO BpeMeHHOe II0JIb30BaHMe

(uMTaNbHBIM 3aJ) :

N ®.M.0. noaps30OBaATENS ITaTa BBHIIOAYU JaTa BO3BpAaTa
n/mo
1 2 3 4

dopmaT A4

dopMa KapTH-3aMeCTUTEJS nesa

(210 x 297 mMmMm)

ko 4.5.9



[Tpunoxenune 22
k. 4.7.5

HammMeHOBaHMe oOpTraHM3aLun
HaseaHue apxusa

AKT YTBEPXIA
HamMeHOBaHMe IOOJIKHOCTU
N PYKOBOIMTEJIS OpPTaHM3aLUM
[Momnmce PacumppoBra
(MecTO COCTaBJIEHUS) IIOIONNCH
IPOBEPKM, HaANUUMSI M COCTOSHMUSA »OeJl IDaTa

(IOCTOSAHHOTO, BPEMEHHOTI'O
XpaHeHUs, [0 JIMUHOMY
cocTaBy)

®doHo N

OcHOBaHue

(mmaHoOBasg NpPOBepKa, IlepeMelleHMsa IOOKYMEeHTOB,
CTUXUMHOe OencTBUE U T.I.)
CocTaBJylIeH KOMMCCUEN:
[lpencenaTesyib KOMUCCUU

(HamMMeHOBaHMEe OOJIXHOCTM, damMuius,
MHMLIVAJIE)
YJIeHBE KOMMCCUM :

(HamMMeHOBAaHME OOJDKHOCTEM, O(aMuimy, WMHULMAJIE)

[lpoBepka NPOBOOUIJIACE C o

[IpOBEPKOM YCTAHOBJIEHO:

1. Bcero uUuMCAMTCH O ONMCAM: nes,
(UdpamMmu M OPONMUCHI)

B TOM 4YMCJIe I[I0 ONMCHAM, YTBEPXIEHHEIM (COoTJjlacOBaHHEM) 3IIIK apxMBHOTO

yUYpexneHus, nes.
(UmdpamMmu M OPONMCHIO)
2. Bcero He OKas3ajloCh B HaJlIU4UMU nen,
(UmppaMmu U OPONMCHIO)
B TOM YMCJIe O ONMCAM, YTBEPXIEHHEIM (corjiacoBaHHEM) OIK apxXMBHOTO
yUYpexneHus, nes.

(undpaMm M HOPONUCHIO)
3. VIMenT JIMTEepHEE HOMepa:

3.1. He yUTEeHHBIE B MTOTOBHIX BalMCHIX OIMUCEMN nesn,
(umbpamMmn un
IIPONMUCH)
3.2. He TIEepPeuMuCJIeHHBIX, HO YUTEHHBIX B MTOTOBEIX 3alMCAX ONMUCEN
nes.

(umbpaMm M NOPONUCHIO)
4. TlponyueHO HOMEPOB:

4.1. He YUTEHHHX B MTOTOBHIX 3BalMCSIX OIUCEN nen,
(undpamm un
[IPONMCHIO)
4.2. He MEepPeuucCJIeHHBIX, HO YUTEHHHX B MTOTOBHX 3alUCSAX ONUCEN
oes.

(umdpaMm M NOPONUCHIO)
5. HenpaBWJIbHO I[OJIOXEHHEIX IeJl, OTHOCAWMXCHS K IpyI'mM QoHOawm,
ne.

(umbpaMm M NOPONMUCHI)
6. OxazajioCh B HAJUUMM IO IaHHOMY GOHZIY (BKJIOUEHHBIX B OIMCH)
nes.

(undpaMm M HOPONUCHIO)



7. ViMeeTCcsa He BKJIOUEHHHIX B OIMUCU
neJl.

(umdpaMm M MOPONMCHEI)
8. Bcero mno gmaHHOMY GOHIY  (BKJIIOUEHHBIX M HE BKJIIOUEHHBIX B OIIMCH)
VMEeeTCS B HaJUdUMU

nei,
(umdpaMm M OPONMUCHI)
M3 HUX:
8.1. TpebynouMx nes3mHbekUUU e,
(umbpaMy M NOPONMUCHIO)
8.2. TpebyouMX Oe3MHCEKUUMU nen,
(umdpaMm M OPONMUCHI)
8.3. TpebynuMx pecTaBpalUu neJ,
(umbpaMy M NOPONMUCHIO)
8.4. TpebynuMx nepernjeTa ¥ IOIUMBKU nes,

(umdpaMm ¥ MOPONKMCHEI)
8.5. TpebynuMxX BOCCTAHOBJIEHMS 3aTyXalIMX TEKCTOB
nen,

(undpaMm M OPONUCHIO)
8.6. HeMCHpaBMMO [NOBPEeXIEHHBIX neJ,
(undpaMm M OPONMCHI)
8.7. TpebynUMX TEeXHUUECKOM o0paboTku

(umdpaMm M HOPONMCHI)
e,
8.8. BBIDAHO BO BPEMEHHOE I0JIb30BaHUE

(undpaMm M HOPONMCHI)
nes.
9. Ofmas xXapaKTepUCTMKa COCTOSHUS UM YCJIOBUM XPaHEHMUS INOKYMEHTOB.
OCHOBHEIE OTpPMLIATEJIbHBIE SBJIEHMS B COCTOSHMM M YCJIOBUAX MX XPAaHEHUS.
[IpniioxeHMe : JIUCT (Bl) HNPOBEPKM HAJIMUUA M COCTOAHMA mei (N ...).

[I[poBepKy NPOBOIOMIINM:

HaumMeHOBaHME IOJIKHOCTEM [Nopnucu Pacumpposka
NOONmcen

IDaTa
dopmaT A4 (210 x 297 mm)

dopMa akTa NPOBEPKM HAIMUMA M COCTOSHMA Oesi QoHIa

[Ipunoxenune 23
k1. 4.8.1

(HasBaHMe apxXMBHOTO yupexIeHud) <*>

(HasBauue ¢oHza)
oo N

OIIMCHL OCOBO LEHHHX JIEJI

(kpaviHMe IaTH)



dopmaT A4

@opMa TUTYJIBHOI'O JIMCTa OIIMCU 0CoBD0O LIeHHBIX

YTBEPXIA
HammMmeHOBaHME
pyKoOBOOMTEIA

I[lonnmce

(210 x 297 mmMm)

pALSH)

OOJDKHOCTU
opTraHmM3auum

Pacumbpporkxa
infePrfnizlel’s

n/mn | onmucwu

neja

3aTroJIOBOK
nesa

Kparuue
IaTel

Kosi-BO
JILCTOB

N en.
CTPaxoBOTO
bounnma

ydueTa [IpuMmeuaHme

7 8

B IOaHHYK OIMCBH BHECEHO

c N

JIITEPHBIE HOMepa:

[IPONylIeHHEIE HOMepa:
V3 HUX MMEKnT CTPaXOBEHE

ocob60o LEeHHHEX e,

(umdpaMm M HOPONMUCHI)

N '

B TOM UdMCJIe:

KOInmm

nejl.

(umdpaMm ¥ HOPONMUCHI)

HamMeHOBaHME OOJLDKHOCTU

coCcTaBUTEIJIA OIIMCHU

[onnmce

HamMeHOBaHME IOOJIXHOCTU

PYKOBOIOIMNTEJIA apXMBa
OTBETCTBEHHOTI'O

(;mua,
3a apxuB)

ITaTa
COTIJIACOBAHO

[IpoToxkoJs I2K
oT

(3K)
N

[Nomonmce

OopraHM3alnn

YTBEPXIEHO

PacumdppoBKa IOONUCK

PacumdppoBKa NOONUCK

[Iporokos 3IK apXMBHOT'O

yYupexngeHnd
oT

N

dopmaT A4

dopma omnmcu 0COOO LI€HHBEIX el

<*> 3anonHsercs rocy1apcTBEHHBIM apXHBOM.

(210 x 297 mm)

[Ipunoxenne 24
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(HammeHOBaHME opIraHM3aLMUM)

(HazBaHMe apxupBa oOpIr'aHM3aLUM)
KHUTA
yyeTa I[IOCTYIIJIEHUS U BHOBTUS
IOKYMEHTOB

Tom N

HauatT

OKOHUEH

dopmaT A3 (297 x 420 MMm)

CDOpMa TUTYJIBHOI'O JIMCTa KHUI'M ydeTa IIOCTYIIJIEHUA
Y BHIOBITUSA JOKYMEHTOB

N JaTa HammMeHoOBaHME HaspaHmue, HaspaHue KparHue [locTyniyieHMe ONMCAaHHEIX BEIOBITME ONMCAaHHBIX HeonmcaHHBEIX Tpume -
n/n | nocryn- | opraHmusauun HOMED U ¥ HOMEP OaTH IOKYMEHTOB OOKYMEHTOB nesi, IOOKy-— yaHue
JIeHUsa u (CTPYKTYPHO— mara Io- bouma, IOCTYy— MEHTOB, JIMC-—
BHIOLITMA | DO mnompasme- |KyMeHTa, onmucu IMBIIMX Konm-po men Kom-Bo mex TOB
IOKY — JieHusd, Jula, 10 KOTO- IOCTYy— VIV BRI
MEHTOR apxupa), oOT poMy moc- | muBmmx T— IocTo- |BpeMeH- |00 Juu- |nocro- |BpemMeH- |no jguu- |nocTy- | BHOBI-
KOTOPOV moC- oy Y VUV BbI— HOKyMEH— SHHOTO | HOTO HOMY SHHOTO | HOTO HOMY TINJIO JI0
oy (M I o —— T0B, XpaHe-— (cBBIIE cocTaBy |xpaHe- | xpaHe- cocTaBy
BBIOBLJIMI) IO— JIVI OOKY-— IOKYyMEH— BKJIIOUEH— HUA 10 mer) HYA HYA
KYMEHTEL MEHTEI TOB HEIX B
ONMUCH
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15
NToro B TOony TIOCTYIIUIIO en. xp. (mnsa
(umdpaMy ¥ HPONUCHI)
(ayomo—-, BMUIECOINOKYMEHTOB — + eI. yu.), B TOM YMuCJIe:
IOKA3EIBATCA paslelJIbHO MTOTOBHE IaHHEE [0 I'pabam 7, 8, 9, 13
KHUTU;
BEIOBLIIO en. ydera (+ OOKyYMEHTOB, JMCTOB),

(umbdpaMy M HNPONMCEIO)




B TOM YMCJIEe:
IOKA3EBATCA pPasmelJIbHO MTOT'OBHE IaHHBE o I'padam 10, 11, 12, 14.

HamveHOBaHMe OOJIXHOCTM JIMLE,
COCTaBMBIIETO MUTOT'OBYIO

TOOOBYIO 3alucChb Iloomnmce PacumppoBka NOONUCHK
Bapenynoumi apxXmUBOM [Homnmuce Pacumbporka nomnmucu
HaTa

dopmaT A3 (297 x 420 MMm)

HauMmeHOBaHME oOpTraHU3aLUMN
CIIMCOK ©OHIOB
Tom N
HauatT
OKOHUEeH
dopmaT A4 (210 x 297 MMm)

@opma TUTYJIBHOTO JIMCTa CHOMCKa GQOHIOB

N HasBaHue IaTa nmepBOTO OTMeTKa O BHIOHTUM QOHIA [Mpumeua-—
dboHma bonnma [IOCTYIJIEHUS HUe
OOKYMEHTOB Kyna IJaTa m N moxkyMeHTa,
boHma BBIOBLJI | Ha OCHOBAHMUM KOTOPOI'O
BBIOBLIT
1 2 3 4 5

[Tpunoxenue 25
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Ha 01.01.  roma B CHMCOK BKJIOYEHH QOHOE C N no N .
Bcero XpaHUTCS B apxupe boHOmoB, M3 HUX:
(umbpaMy M MNPONMCHIO)
comepxaT ocoBO lLieHHHE IeJa.

(undpaMm M HOPONUCHI)
Homepa cBOOOnHEE:
HamMeHOBaHMe HOOJIXKHOCTU pabOoTHMKA
apxuBa, COCTAaBMBLIET'O I'OHOBYIO
MTOTOBYI 3alllMChb Illoonmce PacumppoBka NOONUCK
HamMmeHOBaHME OOJIXHOCTU
PYKOBOOUTEJNA apxuba
(Mua, OTBETCTBEHHOTIO
3a apxXuB) [Momnmce PacumppoBka NOONUCK
IHaTa

dopmaT A4 (210 x 297 MmMm)

dopmMa cnmcka QOHIOB

HaumenoBaHue OpraHMn3alumn
PEECTP OIIMCEMN
Hauar

OKOHUEH

ITpunoxxenue 26
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dopmaT A4 (210 x 297 MMm)

®dopMa TUTYJBHOTO JIMCTA pPeecTpa OnmMcemn

N N N HaszBaHue Kos-BO mes B onmcm Kpan- | Komm- Komn—- IIpume -

H/H @OHHa OIimcCu OInInCum HUVe geCcTBO geCcTBO JaHue

nocTo- BpeMeH— o IaTEL JIICTOB DK3EeMII—

AHHOTO | HOT'O JIMYHO— B OOMCU |JI49pOB

XpaHe- (cBuIIE My onmcu

HUS 10 JseT) cocTa-

XpaHe- BY
HUA
1 2 3 4 5 6 7 8 9 10 11
Bcero xpaHMTCHa B apxuBe onmucev, U3
(urdpaMrt ¥ HPONUCHI)
HMX TIOCTOSAHHOT'O XpPaHeHMd , BPEMEHHOTO
(umdpaMy M MOPONMUCHIO)
xpaHeHus (ceeme 10 JeT) ,
(umbpaMy M NPONMCHIO)
o JIMYHOMY COCTaBy .
(umdpaMyt ¥ HOPONUCHIO)

HavMeHOBaHME HOOJDKHOCTU paboTHMKA
apxupa opIraHmMszauuy, COCTaBMBIIEIO
peecTp onucen [omnmce PacumppoBka nomnmcu
IlaTa
PyxkopommTesip apxmbBa OpTraHM3aLuMu
(MmO, OTBETCTBEHHOE 3a apXUB) [Mognuce Pacumpporka nomnmcum

IlaTa

dopma peecTpa ONMCEMN
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K 1. 6.3.3
(HammeHOBaHME opIraHM3aLMUM)
(HazBaHMe apxupBa oOpIr'aHM3aLUM)
KHUTA
ydeTa IIOCTYIJIEHMS U BHIOBITHUSA
CTPaxoBOTO GoHIa M QOHIA NNOJIE30BAHUSA
Tom N
HauartT
OKOHUEeH
dopmaT A4 (210 x 297 MMm)
@opMa TUTYJIBHOIT'O JIMCTa KHUI'NM ydeTa IOCTYIIJIEHUA
¥ BHIOBITMA CTPaxoBOTO GQoHIa M QOHIA NOJIE30BAHUA
N HaTa HaszpaHue HaTa Homepa |Homepa |Kom-BO CBenmeHMsa O CTpaxoBOM CBenmeHusa o QoHIe pu-
n/n |nocryn- |u N, mara xkonu—- |QoHmor |onmucenm |[en. xXp. bonne (xoJ-BO en. xXp.) IOJIb30BAaHMSA (KOJI-BO Me-—
JIeHUA IOOKyMEHTa, poBa- NOIJIVH— en. xp.) JaHMe
VIV BRI~ IO KOTOPO-— HIA HMKOB, IIOCTYIIMJIIO BEIOBLIIO IIOCTYIIMUJIO BEIOBLIIO
OBITMISA My IOCTY-— BKJIIOUEH—
en. Xp. IVJinm WJIn HEBEIX B
Co BEIOBLIIM €7 . eOVHUILLY
Xp. Co XpaHeHusA
cCTpaxo-
BOTO
dbouma
1 2 3 4 5 6 7 8 9 10 11 12

VTOTO MOCTYNMJIO B Tomy en. xp.




(urdpaMy M HOPONMCHIO)
cTpaxoBoro QoHza, en. xp. GoHma
(umbpaMy M MNPONMCHIO)

IOJIb30BAHUA;

BEIOELIIO en. Xp. CcTpaxosoro GoHnOa
(umdpaMmyt M HOPONUCHI)

n en. xp. GoOHIa NOJIB30OBAHMA.

(umbpaMy M MNPONMUCHIO)
HauMeHOBaHMe OOJIKHOCTM JMlla,
COCTAaBUBIIETO T'OIOBYIO

MUTOTOBYI 3alllChb Illomnmce PacumppoBKka NOONUCK

PyKOBOOUTEJE apxXubBa
(JIMLIO, OTBETCTBEHHOE 3a apPXWUB) Ioanmchb PacumppoBka HOOIMUCHU

IaTa
dopmaT A4 (210 x 297 MMm)

@opMa KHUT'M ydeTa IIOCTYIIJIEHUA U’ BHEIOBITIM A
CTPaxoBoTo QoHIa M GOHIA MNOJIL30BAHUA

T'pnd orpaHMUeHMs IONyCKa
HamMeHOBaHME TOCYHNapCTBEHHOTO apxmupa <*>

OIlCb N
CTPaxoBOI'O doHma

dopmaT A4 (210 x 297 MMm)

dopMa TUTYJIBHOTO JIMCTA ONMCK CTPaxoBOTo GoHIa

ITpunoxenne 28
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YTBEPXIA
HavMeHOBaHmMe OOJIXKHOCTU
PYKOBOIMTEJIS OPTraHMU3alUM

Momnmcse Pacumpporkra
NNOONMCHU
IDaTa
N en. IDaTa Kom-BO Kom-BO CBemeHus O »menax, [IpuMeuaHne
Xp. KONMPO— |KaOpos nen, BXOOAMMX B E€IVHUILLY
cTpaxo—- | BaHUA B en. BKJIIO— XPaHeHMsa CTpaxoBOTO
BOT'O IOKY— Xp. UEeHHBIX dboHIa
OHIOAa MEHTOB CcTpaxo-— B en.
o p Homepa Homepa |Howmepa
BOTO xp- boHmoB ommcen |em. x
boHma - XP-
1 2 3 4 5 6 7 8

Bcero uHa 01.01.

en.

Xp.,
JMTEPHEIE HOMEPaA:
IPONyLIEHHBIE HOMepPa:

c N

I'O0oa B OIIMCBhb BKJIIIOYEHO

no N

(umbpaMy ¥ OPONMUCHIO)

, B TOM UMCJIE:

xanpoB M/d cTpaxoBoro doHIa

(umdpaMr ¥ HOPONUCHI)
CKONMPOBAHO

(umbpaMy M MNPONMUCHIO)

HamuMeHOBaHME IOOJIKHOCTU
paboTHMKA apxXuBa,

COCTaBUMBIIET'O MTOI'OBYIO 3allMChb

HamMveHOBaHME OOJDKHOCTU

PYKOBOOUTEJIA apXMBa
OTBETCTBEHHOI'O 3a apXMB)

(mmmua,

IlaTa

COTJIACOBAHO

en. Xp.
[lomnmcob PacumppoBka nomnmcu
lMoonmce PacumppoBka nomnmucu

YTBEPXIEHO




[Iporokos LISK (3K) opraHmsaumum [IpoTokos JIIK apxXMBHOTO
yupexneHns
oT N oT N

dopmaT A4 (210 x 297 MmMm)

dopMa ommMcCU CTPaxoBOTO QoHIa

<*> 3anonHsercs B rocy1apCTBEHHOM apXUBE.

[Tpunoxxenue 29
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Komy npencraBiisgeTcs

(HaMMeHOBaHME U alpec MoJiyJdaTess)

Kem InpencraBpjideTcHd

(HauMeHOBaHME UM alpec

OTUMTHEBAKIEVCI OpTaHu3aLUM)

(bopMa COOCTBEHHOCTM OTUMTHBAWIENCS OpTaHM3aluMn)

ITACIIOPT
apxmuBa OpTraHM3alMM, XPaHAley yNpaBJIEeHUECKYI IOKYMEeHTAallMo
Ha 1 mexabpsa 20 roma
1. Obume cBemeHUs
Kon cTpokmu KosmmuecTBO I[lnowane 3arpyXeHHOCTDb
doHIOB APXVBOXPaHUIMIA apxuBoxpaHuamia (%)
(xB. M)
A 1 2 3
101




2. CBemeHMsa O IOOKyMeHTax

[loxazarTenu Konm KomnuecTBO enmmMHMIL XpPaHeHUS
CTPOKM | Bcero KparHme znaTwe V3 HMX BHECEHO B OIUCH, XpaHUTCa CBeEpX ObpasyeTcsda
Hauanb- | KoHeu- |yTBepxIeHHEE (COIJIaco-— YCTaHOBJIEHHOT'O [B Ton mell
Hag Hasga BaHHBEIEe) OJIlK apxmBHOTO Cpoka
ydupexneHusa
Bcero KparHue naTel
Hauamne- | KoHeuHasa
Hasd
A B 1 2 3 4 5 6 7 8
[IoCcTOAHHOTO XpaHe- 201
HUA
[Io JIVYHOMY COCTaBYy 202
3. Kazpw YCJioBUS XPaHEHMS IOOKYMEHTOB (HYXHOe
NIOOUEPKHYTH) @
- XpaHmiauume: ecTb, HeT; Ccyxoe, CHpoe;
Kon KosgmuecTBO cpeTJIOEe, TEeMHOoe.
CTPOKM | MTaTHBIX - OronJjeHue: LLeHTpaJlbHOE, Ie4dHoe,
PabOTHMKOB OTCYTCTBYET.
- Crejutaxmu: MeTaJuIMUeCKue, IepPeBAHHEE,
301 KOMOVHMPOBAHHEIE; HET.
- lixader: MeTaJlInMdecKue, IepPEeBsaHHEE;
OTCYTCTBYIT.
"o 20 . - CurHammsaumuda: IOXapHad: ecCcThb, HeT;
OXpaHHasd: eCcThb, HeT.
- UuTaJbHEIM 3ajJi: €CTh, HeT.
PyxopommuTenb opraHmzauuyu, - TeMnepaTypHO-BJIAXHOCTHEIM PEXVM :
npennpmaTrmnsa cobJjwonaeTcda, He cobJomaeTcHd.

(mommnmce)
damMuIisa M TeJedOH MUCIOJHUTEJIS

dopmaT A3 (297 x 420 MMm)

dopMa HnacrnopTa apxmBa OpTaHMBalNWKM, XpaHAmeln
YIPAaBJIEHUECKYD IOKYMEHTAaLMIO
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Komy mnpencrasidgeTcd

(HaMMeHOBaHME UM ampec

NoJIydaTesis)
KeMm mpencTaBiseTcs

(HamMeHOBaHME M aIpec

OTUMTHIBAWENCS OpTaHM3aLNN)

(bopmMa COOCTBEHHOCTM OTUMTHIBAWIENCS
opTraHM3auum)

TIACIIOPT
opraHmM3alUuy, XpaHdgumel IOKYMEHTHE OTpacJieBoTo boHma

(Ha3BaHMe oTpacJjeBoro QoHna)
Ha 1 mexkabpsa 20 rozma

1. CpeneHmMsa O XpaHMIMIAX 3. Kanpwe
Kon KommuecTso| Ilnowans CreneHb Konm KommuecTBO
CTPOKM | XPaHMIMIL |XPpaHWUIIMI|3aTPyXEeHHOCTN CTPOKMN TaTHBIX
(%) PabOTHUKOB
A 1 2 3 A 1
101 301

2. CBemeHMs O IOKYMEHTax

llokazaTenu Kon [Kom-BO Kparuue nate |Komm- |OB6beMm YcJioBusa XpaHeHMsS IOOKYMEHTOB
CTPOKM |[el. Xp. YeCTBO | 3alMCaH— (Hy’)XHOe TNOOYEepPKHYTh) :
HayvaJlb— | KOHeu- [6az HOM WMH-— XpaHunuue: ecTb, HeT; Ccyxoe,
Has Has ImaHHBEX | bopMaumm CEIpOE; CBeTJIoe, TeMHOe.
(MGamT) OTormnJyieHre: LeHTpallbHOe,
Ie4Hoe, OTCYTCTBYET.
A B 1 2 3 4 5 Crennaxmu: MeTajyIMdecKue,
IepeBsHHBE, KOMOMHUPOBAHHEE;
HayuHOo-Tex-— 201 - - HeT.
HYYeCcKas llxader: MeTalInMdeckKure,
LOOKYMEHTAalMs OepeBsHHEE; OTCYTCTBYIOT.
CurHamm3aumusa: IoXapHas: ecCcThb,
POTOIOKYMEH— 202 - - HET; OXpaHHasd: eCcTb, HeT.
THI UMTaJIbHEN 3aji: e€CTb, HEeT.
TeMnepaTypPHO—BJI&XHOCTHEI PEXUM :
IOKYMEHTE Ha 203 cobJiomaeTcs, He cobJiomaeTcs.
MalMHHEIX HO—
CUTEJIX
Ipyrue OOKy-— 204 - -
MEHTEL
IIpmMmeuanme. B cTpoke 202 YKas3EBaeTCA KOJIMYEeCTBO TMIOOJIMHHMKOB

(HeraTmMBOB M INOBUTMBOB IIPM OTCYTCTBMM HETaTMBOB) 0e3 ydeTa KONUM U
OTIeYaTaHHEX [1O3UTUBOB.

n n 20 .

PyxkoBomuTesib

opraHmM3auuy, IPelnpuaTus PacumdppoBka MNOIAMNMCH
(mommmce)

Qammnusa U TejedOoH MCIOJIHUTEIS

dopmaT A3 (297 x 420 wmmMm)

dopMa mnacrnopTa opTraHM3alMM, XPaHsAmel OOKYyMEeHTHL
oTpacyieeoro GoHma
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YUETHAA KAPTOUKA EJIVHNMIE YYETA
SJIEKTPOHHHX IOKYMEHTOB (391)

®oHm N Ommce N - En. yuera
HaumeHoOBaHUE 3aroJI0OBOK N enmHMIL OTmMeTKa O JaTa HDOCTYIJIEeHUA
opraumsauum/ e OVHMLIE XPaHeHUA HaJIM4YUU
nompas3nesieHus, yueTa xonmt O]
OT KOTOPBIX
NNOCTYIIUIIU
OOKYMEHTEL
dopmaT Bun ObbeM KosmmuecTBO ITaTa
HOCUTEeJIS (MBamT) sanmucemr nig co3maHmusa
BI
CpoK XpaHeHUA MecTo xpa- [lprMeuaHMe [Momnmuce mnuua,
HEeHUus BHeCcWeIo 3aluchb
(cTemnnax,
oJIKa,
cend u
T.I.)

dopmaT A5 (148 x 210 mm)

dopMa YUETHOM KaApTOUKM eIMHMUIB ydueTa O
(nMuueras CcTOpPOHA)

Buno paboTeL N akTa IDaTa |Hoseit Ob6BeM Bun N emmu- [loonmuce

(mepes3anmuce, MUTPaLVM bopmarT (MBanT) HOCU- |HHUIL amua,

MUTPaLVM) n nepe- TeJa XpaHe- | BHecCero
3anmncu HUSA 3a0mnch

dopmaT A5 (148 x 210 mm)

dopMa y4UYeTHOM KAPTOUKM eIOMHMULE ydeTa O3]
(oBbopoTHas CTOpPOHA)
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K1. 6.3.5
HamMeHOBaHME oOpTraHM3aluMU YTBEPXIAI
HauMeHOBaHME HOOJDKHOCTU
AKT PYKOBOIMTEJII OPITaHM3alUNu

N




[omnmce Pacumpporkra
(MecTO cocTaBJieHUSA) MOONMCKU
O MUTpaluM U IIepesanucu
BIIEKTPOHHBEIX INOKYMEHTOB IaTa

doHnm N

(HazBaHMe ¢QoHIa)

Onuce N Enmumua ydera N
1 2

XapakTepucTukm 3] OO MUTPaALMM/Iepe3anncu:
dopmart

ObwveMm (MBamnt)

Komnuecteo m N en. xp.

XapakTepucTuru 3] mnocse MuIpauun/nepesanmucu:
dopmart

ObweMm (MbamT)

KommuectBo M N enm. xp.

Paf®oTy BEIIOJIHWUIIN

IJOJIXHOCTB Noonmce PacumppoBka NOONUCHU
JTOJIXHOCTB [Nognmcoe PacumppoBra NOONMUCHU
Pabory HOpmHAJN PYyKOBOOMTEJIE apxXmbBa
Nopnuce Pacumdpporka nomnmcu
IaTa
VI3MeHeHMS B y4YeTHBE IJOKYMEHTH BHECJIM:
JOJIXKHOCTB [lopnuce PacumppoBkra NOONMUCHU
JOJIXKHOCTB [lopnuce PacumppoBkra NOONMUCHU
ITaTa
dopmaT A4 (210 x 297 mm)

dopMma akTa MHUTIpauUMM U nepesanmucem 3]
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XYPHAJI
YUETA ITIOCTYIUIEHVA W BHBHTUA
SJIEKTPOHHHX JOKYMEHTOB

N IDaTa HammeHO- HasBaHue, HazBaHue I[locTynyseHue ONMCaHHBIX BRIOBITMIE ONMCAHHEIX 3] ITaTa Cpok [Ipume-
n/n |nocryn- |BaHue N u mara n N dou- S)i) co3-— Xpa- JaHue
JIeHndA OpIraHu- IOOKYMEH— na, OoIn-—- Bun O06B-— dop- KoJsi—-BO Bun 06— dop- Koms—-Bo OJaHUA HeHUu-A
nim sauum/ Ta, IO Cnu " en. HO- |eM MaT en. Xxp. HO- |eM MaT en. Xp.
BEIOBITMSA | OoOpas-— KOTOpOMY yd. II0C— cu- (zanm- cu- (sanmu-
neJyieHus, IPUHATO TYNUBLIUX | Te- cert nnsa | Te- cem mns
oT KOTO- |mocTyn-— MUJIM BBI— s 31) s 31)
poro JleHne OBIBIINIX
noCcTynu- |wuin BBI— S
JIV IOOKYy-— OviTMe 9
MEHTEI
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16
NToro B rony IIOCTYIINIIO en. yd.,
(umbpaMy, NOPONUCHI)
en. xp. obBbeMOM M6anr,
(umbpaMy, NPONUCHI) (umdpaMy, NOPONUCHI)
B TOM 4YMCJIe INOCTOSHHOTO XPaHEeHMA en. yd.,
(umdpamMy, HOPONIMUCHI)
en. xp. obBBeMOM M6anr,
(umbpaMy, NPONUCHI) (umdpaMy, NPONUCHI)
BPEMEHHOT'O XPaHEHUSI en. yd.,
(urbdpaMy, NOPONMUCHI)
en. xp. ob6bBeMOM MBamnT;
(umbpaMy, NPONUCHI) (umbpaMy, NPONUCHI)
BHIBHIJIO en. yd.,
(umbpaMy, NPONUCHI) (umbpaMy, NPONUCHI)
en. xp. ob6bBeMOM MBaur,
(urbppaMy, NOPONUCHI)
B TOM UMCJI€ IIOCTOSHHOTO XPaHEHUS en. yd.,
(umbpaMy, NPONUCHI)
en. xXp. oOOBEMOM MGanur,
(urbdpaMy, NOPONMUCHI) (urmbdpaMy, NOPONMUCHI)
BPEMEHHOT'O XPaHeHUS en. yd.,
(umbpaMy, NPONUCHI)




en. xp. obBbBeMOM MbawnT.

(urdpaMy, NOPONMUCHI) (urbdpaMy, NOPONUCHI)

HamveHOBaHMe OOJIXKHOCTM JIMLa,

COCTaBMBLIETO T'ONOBYK 3alMCh Homnmuce PacumppoBka DOIONMUCK
IaTa
PykoBomuTesib apxmBa OpraHM3aluMn [Mopnuce Pacumbporka nomnmucu
IaTa

dopmaT A4 (210 x 297

@opma XypHaljila ydeTa IIOCTYIIJIEHUA U BEIOBITU A
OJIEKTPOHHBEIX IOOKYMEHTOB

XY PHAJI
YUETA MUT'PAIVMIA U NEPE3AIUCEN
SJIEKTPOHHHX IOKYMEHTOB

MM )

ITaTa N VIcxoOHBIE IOaHHBE HoBrle IaHHBEE N akTa llomonmuce Ju-—
MuUrpa- |en. MUTpa-— 11a, BHecle-
umm/ yd. N dop- O6vem N dop- O6BeM UMt u TO 3anmchb
nepe- en. |mar (MbamnT) en. |mar (MBamT) nepesa-
3anmucu xXp. Xp. nmcemn

1 2 3 4 5 6 7 8 9 10

VTOTO MNOOBEPIJIOCh MUTpaLuM/mnepesanmucyu 3a

en. yd., en.

(urbpaMy, NOPONMUCHI) (urmbpaMy, NOPONMUCHI)

Ton
xp.

[Tpunoxxenue 34

Ko 6.3.5



o6BeEMOM MbawnT.
(urbdpaMy, NOPONUCHI)

HamveHOBaHMe OOJIXKHOCTM JIMLa,

COCTaBMBLIETO T'ONOBYK 3alMCh Homnmuce PacumppoBka DOINMUCH
IaTa
3aB. apxXMBOM OpITaHM3aluMn [Homnmuce Pacumbporka nomnmucu
IaTa

dopmaT A4 (210 x 297 MMm)

dopmMa XypHaJla ydeTa MUTpalulM UM Iepe3aluceln
BJIEKTPOHHEIX IOKYMEHTOB

[Tpunoxxenue 35
kmm. 6.4.1.1,6.4.1.2



YTBEPXIAIO

HamMeHOBaHME IOOJIKHOCTMU
PYKOBOOMTEJIA OPTaHMU3aLun

[onnmce PacumppoBra

Imognmcm

OaTa I'epboBasa neuvatb

opraHmM3anum

AKT

N

(MecTO COCTaBJIEHUS)
npmeMa—nepenaqM IOJOKYMEHTOB
Ha IIOCTOSHHOE XpaHeHUue

B TOCYIApPCTBEHHEI apXuB

B cBasu cC

YTBEPXIAIO

IvpexkTop
TOCYOAPCTBEHHOI'O apxXmBa

[Noonmce

IDaTa

PacumppoBra
IIOONIUCHK

T'epborasa neuvarb
TOCYyIapCTBEHHOTO
apxmBa

(MCTequMeM CPpOKa XpaHeHMA IOOKYMEHTOB

(HazBaHme ¢oHma)

B OpraHmMs3aumm,

JVKBUIALUMEN opraHM3aluuy M T.I.)

(HaMMeHOBaHME OpIraHM3alUM)

rnepenaeT, a

(HaMMeHOBaHMe T'OCyOapCTBEHHOTO apXMBa)

IIPVMHVIMaeT Ha

3a n CHpaBOQHHﬁ aliriapaT K HYM:

(romer)

TOCyIHapCTBEHHOE XPaHeHMe IOOKYMEHTH M CTPpaXOBEE KOIUU

N |Hazsanue |Kom-Bo skz3emn—-| Kosj-BO npmHATHX |Koj-BO |IIpuMeuaHme
n/m|¥ HOMEp |JISAPOB ONMCHU mes CTpaxo-
ommcu | |mmmmmmmmmm e BBIX
xkoJuyecTro O KOIMUM
1 2 3 4 5 6
VToTrOo HOPMHATO en. xp. (B TOM dUMCIe

(undpaMm M HOPONUCHIO)

CTPaxXOBHEIX KOIMUIN)

B rocymapcTBeHHOM apxuBe ¢oHm N

[lepemauy NPOUBBEJIN:

HamMeHOBaHME OOJDKHOCTEM JIMII,

IIPOM3BOIOMBIIMX IIlepenady

[Nomnmce Pacumpposkra

ImonOrnmcm

ITaTa

[IlpyeM OpoOM3BEJIN:

HamMeHOBaHME OOJDKHOCTEM JIMII,
NPOVIBBOOUBIIMX IPUEM

[Noonmce

ITaTa

dopmaT A4

Pacumpposra
IOIONNCHU

(210 x 297 mMmMm)



dopMa akTa NpueMa-Inepenady OOKYMEHTOB
Ha T'OCYyIapCTBEHHOE XpaHEeHMe

[Ipunoxenue 36

K nm. 6.4.1.2
HamMeHOBaHME opTraHM3alumU
AKT YTBEPXIAIO
N HamMeHOBaHME IOOJIKHOCTU
PYKOBOOMTEJA OpPTraHM3alun
(MecTO CoOCTaBJIEHUS)
[Nomnucso Pacumpporka
O HeOOHapyXeHUM IOOKYMEHTOB, IOININCHU
NIyTU PO3BICKA KOTOPBIX MCUEPIIaHEL
IDaTa
dounnmg N
(HazBaHme ¢oHIa)
B pesyinbTare YCTaHOBJIEHO OTCYTCTBMUE B
bOHIIe NepeuMCJIEHHHX HMXe nOeJl, NIPeOlIpPUHATEE apXMBOM BCEBO3MOXHEE
MEPHEL 10 PO3BICKY IeJI IMNOJIOXMUTEJIBHEX pPe3yJIbTaTOB He najM, B CBA3M C
JyeM CuUMTaeM BO3MOXHBIM CHATB C ydeTa
Onuce |En. 3aroJIoBOK en. Xp. KommuecTBO Kpannue |IlpennojaraeMse
N Xp. JIUCTOB (BpeMsa OAaTH OPUUYMHEL OTCYT—
N 3BY4YaHUA, CTBUA
MeTpax)
1 2 3 4 5 6
NToro en. Xp.
(undpaMm M HOPONUCHIO)
ComepxaHue yTpadeHHBIX MaTepMraJoB MOXET OBITH YaCTUIHO

BOCIIOJIHEHO cCJliegyrnmyMM el. Xp.:

(HoMepa en. Xp. M MX TIPYyNIOBHE

3aTOJIOBKI)
HamMeHOBaHME IOOJIKHOCTU
PYKOBOIMUTEJIA apxXusa
(mmua, OTBETCTBEHHOTO
3a apxuB) [Nopgnmuco Pacumpporka nonmnmcu
HaTa
COTJIACOBAHO <*> COIJIACOBAHO
[IpoTokos JIK apxXMBHOTO y4YpeXIeHUd [Iporokos USK (9K) opraHmzaumum
oT N oT N

VI3MeHeHUd B YUEeTHBEE ITOKYMEHTEl apXMBa BHECEHE.

PYyKOBOIUTEJL apXuBa
(MMLIO, OTBETCTBEHHOE 3a yueT) NoOnmchb PacumdpoBka NOOIUCU



DaTa
dopmaT A4 (210 x 297 mm)

dopMa axkTa O HeOOHAapyXeHMM »Oej, IyTU PO3EICKa
KOTOPEIX MCUEPIlaHH

<*> B ciy4ae, eciiv He 0OHapYKEHbI JieJIa TOCTOSIHHOTO XpaHEHUSI.

[Tpunoxenue 37
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HammMeHOBaHME OpPTaHM3aALUUM
AKT YTBEPXIAI
N HamMeHOBaHME OOJDKHOCTU
PYKOBOOUTEJNSA OpraHMU3aluumu
(MecTO CcoOCTaBJIEHUS)
Mopnuce Pacumpporka
O HEMCIHPaBMMEIX [IOBPEXIESHMAX IOONNCHU
IOOKYMEHTOB
ITaTa
donm N
(HazBaHMe OQoHIa)
B ¢onzme OOHapyXeHEL IOOKYMEHTEHI, NIPMU3HaHHEE HEeMCHnpaBUMO
IIOBPEXIOEHHEIMU ¢
N Onmce |[Enm. xp. Kosn-BO 3aroJjioBOK Kparuue |CymHOCTBE U HPU-—
/o N N JIMCTOB [IOBPEeXIEeHHBIX OaTH UMHEL [IOBpEeXne-—
(BpeMa en. xp. HMSA
3By4YaHUHd,
MeTpax)
1 2 3 4 5 6 7
MToro OOHAPYXEHO HEeMCIPaBMUMO IIOBPEXIEHHBIX
en. xp.

(umdpamMmu M MNPOMNMUCHIO)
[lepeuncIieHHEE €. XpP. NOAJIeXaT CIOMCaHMIO BBULY:

HamMmeHOBaHME IOOJIXKHOCTU
PYKOBOIOMTEJIA apxXuBa

(MMua, OTBETCTBEHHOTO 3a apxuBs) Nomnmce PacumppoBKa MNOONMUCHU
DaTa

COTJIACOBAHO COTJIACOBAHO

[lpoToxkos JIIK apxXMBHOTO yUYpeXIeHUSd [IlpoToxkosi IISK (5K) opraHmzaumum

oT N oT N




VI3MeHeHUA B ydYeTHble INOKYMEHTH apxXMBa BHECEHE.

HamMeHOBaHME HOOJDKHOCTM pab®oTHMKA,

BHECIIETO M3MEHEeHUS B YyUeTHHE

IOKYMEHTEI [lognuchb PacumppoBka NOONMUCHK
IDaTa

dopmaT A4 (210 x 297 mMm)

@opMa aKTa O HEeMCIIPabBMMEBIX IOBPEXIEHMAX IOKYMEHTOB

[Ipunoxenne 38
k. 6.4.1.3

HamMeHOBaHMe OpTraHM3aLUn
AKT YTBEPXIAI

N HamMeHOBaHME IOOJIXHOCTU
PYKOBOIOMTEJISA OPTaHM3aUun

(MecTO CoOCTaBJIEHUS)

[Mopnuce Pacumpporka
ONMCaHMUA OOKYMEHTOB JIMUHOTO MIOONMCHU
IIPOUCXOXOEHMA
IDaTa
®doHno N
(HazBaHme ¢oHIa)
[Io cocTOoaHMIO Ha B doHme N 1o
(naTa HauaJsia pPa®OTH)
YUYEeTHBEIM IOaHHEIM UYMCJIMIIOCH onmceu,
BPEeMeHHEIX IeJl (eOMHMUL XpaHeHUd), IOKYMEHTOB.
B mnpouecce onmcaHusa cOopMMPOBAHO nesl (eOMHML XpaHeHu4d),
BHIOEJIEHO He NOoIOJIeXallMX XPaHEeHMIO IOOKYMEHTOB (JIMCTOB),
IeJl; BO3BpAalleHO BJlaneiibly IOKYMEHTOB (JIMCTOB),
nesl (eOVMHML XpaHEeHUd) .
BHOBBL CcocCTaBJieHa OIMUCH N Ha neJl.
[Io cocTOoAHMIO Ha B doHme N
(DaTa 3aBeplieHMsa pabdoT)
YUCJIUTCHA onmucen, neJyl (eOMHUMI XPaHeHUS)
3a TOMbI.

[IpoBeneHsl cienympouye BUAOE padoT

(HepeqMCHH@TCH By OBl IIPOBEIEeHHEIX

paboT, KpoMe ONMCaHMUA IOKYMEHTOB)

B oObeMax:

(kaTasormsauusg, BHABJIEHME »eJ, TpelOyolMx pecTaBpaluu)
K onmcu cocTaBJeH CJenyo MM Hay4dHO-CIPAaBOYHBI annapart:

(HpeﬂMCHOBMe, oIJlaBJIeHME, yKaszaTeJu)

PaboTy BHIIOJHUIINU Momonucu PacumdpoBKa
(HaMMeHOBaHMEe IOJIKHOCTEel) nognmucemn




Pabory npmHSan

HamMeHOBaHME HOOJIDKHOCTH
PYKOBOIOUTEJIS apxXUBa

(MMua, OTBETCTBEHHOTO 3a apxXmus)

DaTa

Onmuce omobpena USK (3K) opraHmzaumm

nportokos N oT

[lopnuce Pacumbporka nomgnmucu

Onmce yrBepxneHa OlK apXMBHOIO yUpPeXIeHMUA

nIpoToOKOJ N oT

VI3MEeHEeHUs B yueTHBEe (QOPMBEl BHECEHH.

HauMeHOBaHME IHOOJDKHOCTU
pyrKoBOOMUTEIIA apXMBa (nmua,
OTBETCTBEHHOI'O 3a apXMB)

DaTa

[Mopnmucse Pacumdpporka nommnmcu

He nopmnexaumue XPaHeHMI OOKYMEHTEI BJIaeJIbLly BO3BPAll€HBEl B KOJIMYECTBE

eyl (DOKYMEHTOB)

[lognmuce BJAnesnblia apxmea

OaTa

llpencenatens U3K (9K) opraHM3auumn

[onnmce

OaTa

JI.

PacumppoBra NOONMUCHU

PacumppoBra NOONMUCHU

dopmaT A4 (210 x 297 mm)

@opMa aKTa OIIMCaHMdad OOKYMEHTOB JIMUHOI'O INIPOMCXOXIEHMA

HammMeHOBaHME OpTraHM3alumn

AKT

N

(MecTO cCcocCTaBJIeHUS)

06 obpaszoBaHUM OOBEOMHEHHOTO
apxmBHOTO ¢QoHIOa

®OoHIOEI B COCTaBe

[Ipunoxenue 39
K . 6.4.1.3

YTBEPXIAI

HauMeHOBaHME OOJLDKHOCTU
PYKOBOOMUTEJIA OPIaHM3alUUN

(HazBauHme ¢oHma)
Xp. N

(HazBaHme ¢oHIa)
N

(HazBaHme ¢oHma)

HNopnmuce Pacumpposka
IOONNCHU
ITaTa
N B KOJIMUECTBE en.
B KOJIMYECTBE en. xp.
B KOJIMYECTBE en. xp.



N B KOJIMUECTBE en. xp.

(HasBaHMe ¢QoHIa)
n T.O.
IO COCTOSHMIO Ha B QpoHme N o
(naTa HauajJsia pPa®OTH)
YYEeTHBEIM IAaHHBIM UYMCJIMIIOCH .
B npouecce cosznaHua OOBEOMHEHHOTO apxXMBHOTO QoHHma cdopmmpoBaH GOHI

(Ha3BaHUE)
B cocTaBe en. Xp., BHECEHHHX B
(koJIMuecTBO) (koJIMuecTBO)
OTIMUCHK .
[Io coCTOAHMIO Ha B OOBEIOMHEHHOM apPXMBHOM
(naTa 3aBepmeHusa paboT)
dounme N YMCIJIUTCS onucen, nen (emgmHMIL
XpaHeHusa) 3a TOIHI.

[IpoBeneHEl cienymoumye BUAOE padoT

(Hepe‘:U/ICJ'IHIOTCH B IOBL ITPOBEIOEHHEIX

paboT, KpoMe ONMCaHMUA OOKYMEHTOB)
K omnmcu cocTabJieH CJenyolyMM HaydYHO-CIPAaBOYHBI annapaTt

(mpemmucioBMe, OIJIABJIEHMEe, yKaszaTeJu)

PaboTy BHIIOJIHUIN Nopnucy PacumdppoBka
(HaMMeHOBaHMEe IOJIXKHOCTEel) nognmcem

PaboTy HOpMHAT

HavMeHOBaHME IOJIXHOCTU

PYKOBOOMTEJNA apxmuBa (Jauua,

OTBETCTBEHHOI'O 3a apxus) [lonnmce PacumppoBka NOONUCHU

IDaTa

Omnmce omoBpeHa LSK (9K) opraHmM3auum
npoTokoJsi N oT

Onmce yrTBepxneHa OIK apxXMBHOTO yUpPEeXISHMUA
nporTokoJi N oT

JI3MeHeHMsa B ydeTHble QOPMEl BHECEHH.

HamMmeHOBaHME IOOJIXKHOCTU

PYKOBOOUTEJIA apxmuBa (Jauua,

OTBETCTBEHHOT'O 3a apxXus) [Nomonmce PacumppoBkra nomnmcu

ITaTa

He nonjexamme xXpaHeHMI IOKYMEHTH BJIAAeJiblly BOS3BpAlleHH B KOJUUECTBE
nes (ODOKYMEHTOB) Ha .

[lognuce BJazesblla apxueBa PacumppoBKa MNOONMUCHU
DaTa

[Ipencenarens LOK (3K) opraHm3zaumum
[loonmucso Pacumdpporka NOJIMUCHK

IDaTa
dopmaT A4 (210 x 297 mm)

dopMma axTa 00 oOpasoBaHMM OOBEOMHEHHOTO APXMBHOTO QOHIA



HaumMveHOBaHME opraHmzaumnum

AKT

N

YTBEPXIAI

HauMeHOBaHME IOOJDKHOCTU

PYKOBOOUTEIIA OpI'aHM3aluUM

(MecTO COCTaBJIEHUS)

O TexXHUUeCKMUX ommdKax B
YUETHHX IJOKYMEHTax
doHnm N

I[loonmce

OaTa

HazBaHue ¢oHIa

Pacumbpporka
IOIONINCHU

B xome BHEIIIOJIHEHUA

OOHAPYXEHBE TEeXHUUEeCKUE

ommMOKM B 3alMCHIX

[Ipunoxenne 40

Kk om. 6.4.1.3

HasBaHMe IOOKyMeHTa CymecTryKllas 3alucChb CrnenmyeT 3anmcarThb
1 2 3
B pesynbTaTe KOJIMUECTBO E€IOMHUL XPaHEHUSA YyBEeJIMUMUIIOCH (YMEHBIINMIIOCH )
Ha en. xp.
(umdpamMm, MOPOMNMCHIO)

[lprMeyaHus :
JOJIXKHOCTB [lopnuce PacumppoBkra NOONMUCHU
IaTa

/I3MeHeHMI BHECEHEl B yue

HamMeHOBaHME OOJDKHOCTU

THBEIE IOOKYMEHTEI.

PYKOBOOMTEJIA apxuBa (Jaula,

OTBETCTBEHHOIT'O 3a apXxXuB

DaTa

) onnmuce

Pacumdpporka NOONMUCH

dopmaT A4 (210 x 297 mmMm)

@opMa aKTa O TexXHUUeCKUX ommbKrax

B Y4YE€THEIX IOOKYMEeHTaxXx

[Ipunoxenue 41
K1 6.4.1



HavMmeHOBaHMe opraHmM3auun
AKT

N

(MecTO CcoOCTaBJIEHUS)

06 OOHaAPYXEHUM INOKYMEHTOB
(He oTHOCAmNMXCS K IOAaHHOMY
boHIY, apxuBy, HEYUTEHHBIX
M T.O.)

YTBEPXIAI

HauMeHOBaHME OOJDKHOCTU
pykKoBOOMUTEJIA OPI'aHM3aAlUN

[Homnmce Pacumbpporkxa

ImoOrnmcum

ITaTa

B xome
(Bun paboTel)
OOHAPYXEHO
(B donHme, xpaHuuie, paboyeM IIOMEEHUMN)
N Baronorok |lmdp (ecnm ecThb) K xakomy QoHIY [IpuMeuaHma
n/mn en. xp. OTHOCUTCH
1 2 3 4 5
VToro OOHAPyXEeHO
IOKYMEHTOB.

(undpaMm M OPONUCHIO)

HamMeHOBaHME OOJDKHOCTU pa@OTHMKa

ITaTa

/3MeHeHVda BHECEHEl B yUYeTHEE IOKYMEHTH.

HamMeHOBaHME IOOJIXHOCTU
PYKOBOOMTEJIA apxuBa (Jaula,
OTBETCTBEHHOTO 3a apxXUB)

ITaTa

[onnmce

[Nomonmce

PacumdppoBKa IOONUCK

PacumdppoBKa IOONUCK

dopmaT A4 (210 x 297 mmMm)

dopMa akTa 00 OOHAPYXEHMM INOKYMEHTOB

HammMveHOBaHME OopraHM3alumn

APXVIBHAA CIIPABKA

[Ipunoxenne 42
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[leTpoBy B.NU.

yin. XyKOBCKOTO,

105/2, xB. 5,

r. HoBocubupck, 630082



31.06.99 N 04-5/173
MockBa
Ha N 310 ot 25.06.99

B moxyMeHTax apxXMBHOTIO douma Bcepoccumckoro OOBEOMHEHNU ST
XJIeOOoNpoOOyKTOB "PocxJyebonponykr", B BEIOIOMOCTSX Ha BEIOAUY
3apaboTHOM NJjaTh pa®oumMM M CIyXallMM 3a anpejb - Oekabpb 1962 1.,

3HauuTCca lleTpoB Bopuc VBaHOBUY B IOOJIKHOCTM MHXeHepa.
OcuoBauue: ¢®. 50, om. 2, m. 3, Jju. 105 - 106.
CrnpaBKa BHIAHA IOJig NIPEeIOCTaBJIEHMS [0 MECTy pPabOTH.

HavMeHOBaHME OOJIKHOCTU

PYKOBOOMTEJIA OpTaHU3aLUMU

(CTPYKTYPHOTO NOIpasmesieHMsd,

B COCTap KOTOPOTIO

BXOIOUT apXuB) [Momnuce Pacumpposka
INOONUCHU

ITaTa

HamMeHOBaHME OOJDKHOCTU

PYKOBOIOMTEJNA apxuea (aImua,

OTBETCTBEHHOT'O 3a apxXWus) [Mopnuce Pacumpposra
IOONMCHU

IDaTa

I'epboBasg nedaTb OpTaHMU3ALUU

dopmaT A4 (210 x 297 mmMm)
unm A5 (148 x 210 mm)

dopMa apxMBHOM cCHpaBKM (obpasel)

[Ipunoxenne 43
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HavMmeHOoBaHMe opraHmM3auun
KAPTOUKA TIOJIB3OBATEJIA

dammima

Nwvsa OTuecTBO
MecTo paboTe (yueOvl) M IOOJDKHOCTH

OpraHmM3almus, HaNpaBMBIIAA [IOJIb30BaTesNs, €e ampec

ObpaszoraHUe
YueHasd CTeleHb, 3BaHUe
Tema u XPOHOJIOTMUECKME PaMKM MCCJIEOOBaHMA

MecTO XUTEJILCTBA

TenedoOHH: (momamumn) ; (cmyxeOHBIM)
Cepusa u N OOKYMEHTa, YIOOCTOBEPSKIETO JIMUHOCTDH




C npaBuiamm
TOCyOapCTBEHHEIX

00A3YICh MX BHIIOJHATH.

IDaTa

pPaboTH IoJIb30BaTeJIen B UM TaJIbHEIX
apxuBOB Poccumckon demepauun
[Mopnmuce
dopmar A4

dopMa KapTOUKM I[10JIL30BATEJS

HammMveHOBaHMeE OpraHM3alnn

XKYPHAJI
PETVICTPAINMM BHIAHHHX KOIMM, BHIIMCOK, CIPABOK,

TEMATUUYECKNX MATEPVAJIOB

3aax
o3HaKoMMJICH (ach) ,

(210 x 297 mMmMm)

[Tpunoxenue 44

K 1. 8.6

dopmMa xypHaJsla permcTpaluy BEIOAHHBIX KONNMM,

BEINIVMICOK,

CIIPaBOK,

HamMeHOBaHMe opraHmM3alumn

XYPHAJI
PETUCTPALVM IIOCENEHUA TOJB30BATEJIAMA
UMTAJIBHOT'O 3AJIA

Hauat

OKOHUEH

dopmatT A4

TEMATUYECKNMX MaATEPMAJIOB

(210 x 297 wmm)

@opMa TUTYJIBHOT'O JIMCTa XypHaJjla permMcTpalnmn IoCceumeHn

N ABTOpP JaTa u Conep- HaszBaHue JaTa u Pacnucka |Ilpu-
n/n |s3amnpoca, permcT- |XaHue BBIIQHHOTO |peruct- B IMOJYy-— Meda-—
ucx. N, pauMoH- |3anpoca |IOokyMeHTa |pPalMOHHBM |YeHUU HUe
nara, HBEIMI HO-— (xkonusa, HOMEpPp BEI- |Miam mara
ampec, Mep 3a- BBINIMCKA, IOAaHHOTO OTNpPaBKU
TesedoH npoca crpapka IOKYyMEeHTAa
n Ip.)
1 2 3 4 5 6 7 8
dopmaT A4 (210 x 297 mm)

[Ipunoxenue 45

K 1. 8.6



IIOJIE30BATEJIAMM UMTAJIBHOIT'O 3ajla

N DaTa rnoceumeHmsd KoJsi-BO BBIDAHHEIX daMmIMda, MHMUMAJEL [10JIb30Ba-—
/o en. xp. u onmcem |rena <*> (pasbopumMBO)

1 2 3 4
NToro B TOony KOJMUECTBO I[IOCeleHUN UMTAJIbLHOTO 3ajia

I10JIb30BaTEJIAMM COCTaBMIIO

(umdpaMm M OPONMUCHI)

HamMeHOBaHMEe IOOJIXKHOCTMU

COTPpYIOHMKA apxXmuBa [lopnuce Pacumbpporka nomnmucu

IDaTa
dopmaT A4 (210 x 297 mmMm)

dopMa XxypHaJsla perucTpauumu IOCEleHUM
IIOJIb30BATEJIAMU UMTAJIBHOTO 3ajla

<*>T'pacda 3anoaHIETCS MOIH30BATEIEM.

[Ipunoxenue 46
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HamMeHOBaHMe oOpIraHmM3alumn YTBEPXIAI

HammMeHOBaHME IOOJIKHOCTU
PYKOBOIMTEJIA OPpITaHM3aluMn

<E>
Nonnuce Pacumpporra
IOONNCH
TaTa
[IJIAH
PAEOTH HA 20 TOn
(HaMMeHOBaHME apxuBa)
N Haspaume |EnomHnna |OOwveMm BromxeT Cpoxk Vcnogsi— |IlpmMeua-—
n/n |pasmena nsMepe- |paboTH |pabouero |MCIOJIHEHMA |HUTEeJb |HUe
n HamMe- | Hu4 BpEMEeHNU
HOBaHUeEe
BMIA pa-
OO TH
1 2 3 4 5 6 7 8
HamMeHOBaHME IOOJDKHOCTU
PYKOBOIUTEJIA apxXmea [oonmce PacumppoBkra NOONMUCHU

DaTa




dopMma romoBOTrO IJIaHA PabOTH apxmBa

<*> nu pyKOBOAMTENS apXUBa, €CIIU apXUB SBJSETCS CAMOCTOSATEIbHBIM YUPEIKICHUEM.

KAPTOUKA YUYETA PABOTH C OPI'AHU3ALUEN
1. Obume ceeneHus o0 oOpTraHM3ALUM

HammMveHOBaHMeE OopraHM3aluum "
€e HelloCcpenCTBEeHHad INOOUMHEHHOCTbDb

Anpec opraHmM3aLuM

HaseaHue apxusa

Anpec apxmpea

HasBaHmue, maTta m N OOKyMeHTa

06 oOpa30BaHUM OpPTAaHU3ALUMU

O peopraHmzauMM OpPTaHM3ALUN

O nmxBMIALUU OpTraHM3aluunum

dammnms, mMmsa, oTuecTBO, N TeyedpoHa

Pyxkoronmurensa OopraHM3alnmn

HauasbHMKA yNpPaBJIeHUS IejlaMU
(Ynoparagawoumero IejiaMu,
HavaJibHMKa obmero miam 1-T7o oTnea)

HauasnbHuUKa KaHLeJapnun

llpencenatrensa U2K (39K)

Pyxkoronmurensa apxXmBa wjinm Jula,
OTBETCTBEHHOI'O 3a apXxXuB

Iara m N npmkasa O Hal3HAUYeHMM JMla,
OTBETCTBEHHOTO 34 apxXuB

2. HaTa COIJilaCOBaHMA nJjim YTBEPXIOESHMA HOPMATVMBHO-METOIONHUECKUX U

TIJIAHOBEIX ITOKYMEHTOB

[TonmoxeHusa o0 apxmuBe

MHCprKHMM II0 BEIOEHMIO IOeJIOINPOM3BOIOCTBA

HOMeHKHaTypH eJl OpraHmM3alnmn

[InaHa-rpaduka nepenaum nOejl B apxXuUB

[IoytoxeHnusa o 3K (9K) opraHmzauum

dopMa KapTOukM ydeTa paboTE C opraHmM3aumen

(mMueBas CTOpoOHA)

3. CBemeHusa O HpoOBepKax paboTH apxmBa

[Ipunoxxenne 47
k. 10.3.1

HaTa OpraHmuzauusga, OCHOBHEIE PesyneTaTe
[NPOBEPKM | OCYWeCTBJAKLAA |IPenjoXeHnda |peanms3alunn
IIPOBEPKY 10 MUTOTaM IpenJIOXEeHUN

[IPOBEPKU

[lpmMeyaHne




4. CBegnmeHusa

00 yHnopsamoYeHMM M Iepemaude Iejl B I'OCapxuB

YTBEepXICHME
onmcen IIIK

Omobpenue onwucem 3K

CorjlacoBaHMe C
JIK onmucey Ha
nejia o JIMUHOMY

oeJl MOCTOSHHOTO 0Cc0O0 LIE€HHHX KONMM CTPaxoBOTO cocTaBy
XPaHeHUs nes bonzma
KOJI-BO | KpaMHue KOJI-BO | KpaMHue KOJI-BO | KOJI-BO KpayHue |KOJI-BO |KpalHue
e OaTel Oejl nen OaTel Oejl en. en. xp. OaTE e OaTE Oejl
ydyeTa neJ
1 2 3 4 5 6 7 8 9 10 11 12

dopMa KaApPTOUKM yueTa P
(obopoTHaA

HamMeHOBaHMe OpTraHM3aLuUn
AKT

N

(MecToO coCTaBJIEHUS)

npreMa-Inepenadu npu CMeHe
PYKOBOOMTEJIA apxmuba

B cooTrBeTCTBUM C IIpMKasoM OT

aboTH C oOpraHM3aluen
CTOPOHA)

[Tpunoxenue 48

YTBEPXIAIO

HamMeHOBaHME IOOJLDKHOCTU
PyYyKOBOOUTEIJIA OpIT'aHM3aluM

nepenai, a

(b.m.0. mepenmawnmero)
HpMHHH B HpMCyTCTBMM KOMMUCCUM,

Nopnuce Pacumpporra
IIOONIUCHK
IaTa
N
(d.m.0. mpmHMMAaLWETO)
0oOpa30BaHHOM Ha OCHOBAHMM JaHHOTO

k. 10.5.1

npMKasa, B COCTaBe IpeacenaTelid U UJIEHOB
(b.m.0.)
OOKYMEHTE
(b.m.o0.)
apxXmMBa, CTPAxXOBHE KOIMM HOOKYMEHTOB 3a TOOEl M CHPaBOYHEIM
anrnapaTr K HUM.
N HazsBaHue Kom-BO Konm-BO NOPMHATEIX Kom-BO enm. xp. [IpumeyaHue
n/n (m N ommcmu |sx3eMmn- |zmes — 4YMCIMTEJD, CTPaxoBOTI'O
JIAPOB 3HaMeHaTeJb - bonma
onmcu KoJsimuecTBO OIII
1 2 3 4 5 6
NTOT'O mpmHATO nes,

(umdpaMm ¥ OPONMCHIO)

B TOM 4YMCJIE

ocoBO LEeHHHEX e,

(umbpaMm M NOPONMUCHI)
ern.

Xp.

cTpaxoBoro QoHma M



(umbpaMm M NOPONMUCHIO)

omnucem B

(undpaMm ¥ MOPONMCHEI)
SK3EeMIJIAPax.

(umdpaMm ¥ OPONMUCHI)

CocToAHME OOKYMEHTOB, CTPaxoBOI'O boHma m omnmcen:

(oBumas xapaKTepUCTUKa COCTOSHUSA)

OODHOBPEMEHHO IMepenanTcd

(Bupoer HCA u ero
CoCcTosHME I[IOMEUEHUS apXuBa:

oOBeMBl, COCTOSHUE)

(obmas xapakKTepMCTUKA COCTOSHUS)
Hanmmuume m cocTosHMe O0OPYyIHOBAHMS M MHBEHTAPS:

(obmas xapaKTepUCTUKa COCTOSHMS)

[lepenan

[IpuuAan

[lpencenaTesyib KOMUCCUU
UJIeHEl KOMMCCUM :

dopMa akTa npueMa-Inepenaum

oonmce

Noonmce

[onnmce

Noonmce

Ip¥ CMeHe

PacumppoBka NOONMUCHU
PacumppoBka NOONMUCHU
PacumppoBKa DOIANUCHU
PacumppoBka NOONUCHU

PYKOBOIOIUTEJIA apXMBa




Menuksaua A.M.

Opranusanus pa6oTsr
apxmBa B Cyfe

YYEBHOE ITOCOBME
IS YYAIIMXCS TEXHUKYMa MO CHeNaTbHOCTI
40.02.03 IIpaBo u cyme6HOE aIMIHICTPUPOBAHNE

®opmat 60x84/16. bymara odcerHas.
Yen. neu. 1. 6,85. Tupax 100 aks.

Pemaknmonno-usmarenbckuii otgenr HIHOY BO AJICU
352901, Poccnsa, Kpacnomapckuit kpaii, I. ApMaBup, yi. Kuposa, 22-24.



